MIHICTEPCTBO KYJIbTYPU
TA CTPATEI'TYHMX KOMYHIKALIM YKPATHA
JYTAHCBKA JEPXKABHA AKAJIEMISI KYJbTYPH I MUCTELTB

(ITAKM)
HAKA3
«11 » aunus 2025 p. Kuis Ne 75

IIpo 3ameeposicennn Incmpykuyii 3
0inoeoocmea Jlyzancokoi depiicasnoi
aKaoemii Kyiomypu i Mucmeyme

Ha BuxoHauHs noctanosu Ka6inety Minictpis Ykpainu Bin 17 ciuns 2018 p.
Ne 55 «Jlesiki TUTaHHS JOKyMEHTYBaHHs yIPaBIiHCHKOI JisITBHOCT» 31 3MiHaMU Ta

3 METOIO0 YIOCKOHAJIEHHS IIOPSAIKY onpaloBaHus qokyMeHTiB B JITAKM,

HAKA3VYIO:

I, 3arBepautu IHCTpyKuifo 3 ninmoBoxcTtBa y JlyraHchkiil aepikaBHIH
akazeMii KynsTypH i MuctenTs (nam — JIJTAKM).

2.  CrpyktypruMm migposginam JIIAKM kepyBatucs B poGoOTi
[HCTpyKIi€ro 3 TI0OBOACTBA Ta MOKJIACTH Ha OHOTO 3 NPalliBHUKIB BEJICHHS TUTaHb
ILIOBOZCTBA 1 KOHTPOJIb 32 CBOEYACHUM IIPOXO/DKEHHSIM JOKYMEHTIB.

3 Jinosoxui — Karepuni Kontak:

3.1 INomatu IHCTpyKIito st omyOIiKyBaHHs Ha BeO-CaliTi oiliiHOro caiTty
JIJAKM.

3.2 3abe3neyuTH BBEAEHHS B JIif0 €HHOI CHCTEMH ILJIOBOJICTBA.

3.3 3ailicHIOBATH IIOCTIHHUIA KOHTPOJIb 32 TIOTPUMAHHSM BHMOT iHCTPYKIIi 3

J1I0BOZCTBA BCiMa CTPYKTYpHUMH Tiapo3ainamu JIJJAKM.




3.4 3abe3nmeyyBaTH METOAMYHY JOMOMOTY KepiBHUKAM CTPYKTypHHX
nigposainis JIJAKM 3 nutaHb 3acTOCyBaHHs IHCTpyKii y npakTuuHii nismpHOCTI.
4. BU3HAUMTH TaKUM, 110 BTPaTUB YMHHICTh Haka3 Bixm 17.01.2022 p. Ne 10
«IIpo 3aTBepIKEHHA [HcTpyKUii 3 AinoBoAcTBa JlyraHchkoi mepxaBHOI akamemil

KYJIbTYPH | MHCTELITBY.

s KOHTpOJ’IB 3a BUKOHAaHHSM HaKa3y MOKJAaCTH Ha B. O. IEPIIOTro NIPpOpEKTOPaA

JIro608 'OJIYBLIOBY.

B. o. pexTopa Muxoaa I0J10B
ITOI'OJPKEHO:
B. 0. nepmoro npopexropa &% - JIro608 TOJIYBLIOBA
B.o. ronosHoro Gyxranrepa (5/? @U% ., JIropmuna IIETPEHKO
B. 0. HayabHUKA BiAIiTy KaapiB Jrommuna TOCTIILIEBA
Haganeuuns
HaBYAJIbHO-METOIMYHOTO BiIILTY ' Banentuna CMETAHIOK
Tupexrop GMK W Cepriti TUTYTAJIOB

JlimoBoaka Karepuna KOJITAK

IIpoBigHAa FOPUCKOHCYIBTKA

(paaHULST FOPUIUYHA) //i% Kapina INTBMHEHKO




3ATBEP/KXVYIO

‘f\";ﬂ’ﬂ /pm\(ropa Jlyrancekoi IepxaBHOT
a‘i&iﬁ@mf bTYpPH | MUCTELITB

Muxkona FOJIOB

LA 20/4 poxky

IHCTPYKIOIA

3 pistoBoacTBa JIlyraHchbKoi 1epikaBHOL axagemii
KyJbTYPH i MHCTEUTB

1. BATAJIBHI ITIOJIOXKEHHSI

1.1 Buxnaneni B IucTpykuii 3 mimoBomcrtBa JIyraHChKOI Jep)KaBHOI
akazeMii KyIbTypH i MucTenT (fani — IacTpykuis) npasuia i peKOMeH,uaui'l' 00
OpSAKY 3/iHCHEHHS IiNOBOJHMX NpoLeciB B JIyraHChKii JIep)KaBHiM akameMii
KyJIBTYPH 1 MECTELTB (nani — JITAKM), po3po6ieHi BiAOBIAHO 10 Konctutymii
VkpaiHu Ta 3aKOHiB YKpaiHH, IO BCTAHOBIIOIOTH IOPSNOK opraH13au11 Ta
JiSUTBHOCT] OpraHiB BUKOHABYOI BIa/i, HOPMaTUBHO-NIPaBoBHUX akTiB [IpesnneHTa
Vkpainu, Kab6inery MigicTpiB VYKpaiHM 3 NUTaHb 3IifCHEHHs KOHTDONIO 32
BUKOHAHHSAM MOKYMEHTIB, yIOCKOHAIEHHs OpraHi3allidiHUX CTPyKTyp, TumoBoi
iHCTpyKUil 3 [iJIOBOACTBA B MiHICTEPCTBAaX, IHIIMX LEHTPabHHX Ta MiCIIEBUX
opraHax BHKOHABYOI BIajH, 3aTBepJI>KeH01 nocrtaHoBoro KabGinery MiHicTpiB
Vxpainu Big 17 ciunst 2018 p. Ne 55, 31 3MiHaMu Ta JONOBHEHHAMU (mani — Tunosa
inctpykuis), Cratyty JIJAKM, KoneKTHBHAM TOTOBOPOM MiX a):[Mlmc'rpameIo i
TPYOBMM KOJIEKTHBOM 3akiyiany BUIIoi ocBiTH Jlyranceka AepkaBHa aKazeMis
KyJbTypH i MucTenTB, [Tonoxenus mpo kadeapy Jlyrancpkol ,uepxcaBHm akazeMii
KynbTypu i mucreurB Ta [lonoxeHHsS Ipo CprKTypHHH nmpoamn «®DaxoBHi
MHUCTELbKUI KOJIeIK JIyrch:LKm JiepKaBHOI aKajieMil KyJIbTypH 1 MHCTELTBY.

1.2 Lz Imcrpykuis Bimmoimmo mo 3akony Ykpainu «IIpo eJeKTPOHHI




JIOKYMEHTH Ta eNIeKTPOHHHH JOKYMEHTO00ir» BU3HAYAE:

- MOPAAOK MPOXOKEHHS ENIEKTPOHHOTO JIOKYMEHTa 3 MOMEHTY HOro cTBOpeHHs
abo B3aEMOJii ONEPKaHHS i 0 MOMEHTY BiJnpaBieHHs abo nepenaBaHHs IO
apXiBHOTO MiAPO3 LNy JIJAKM (nani — ApxiB);

- saranbHi 3acand (QYHKUIOHYBaHHS Ta BHKOPHUCTAHHS CHUCTEMH €JIEKTPOHHOI
B3a€MOJil OpraHiB BHKOHABUOI BIIaIn (mani — CEB OBB);

- onepaTHBHHMI iH(hOPMaLIAHAH 06MiH (4MM?) 3 BHKOPUCTAHHAM CITyKO60BOT
€JIEKTPOHHOI MOLUTH.

1.3 Tlopsmok opraHisaiii poGOTH eNeKTPOHHOTO HOKYMEHTOODIry i3
3aCTOCYBAHHSM KBaTi()iKOBaHOTO €IeKTPOHHOTO H(POBOTO MiAMHUCY, po6otH 3
eNIeKTPOHHUMHU JOKyMeHTamu B AinoBoactsi JITAKM, 3nificHeHHs IiMOBOACTBA
CTOCOBHO JOKYMEHTIB, IO MICTATh iH(hOpMalio 3 0OMEXEHHM HOCTYIOM, 32
3anMTaMM Ha iH(OpMallifo, 3a 3BEpHEHHIMH I'POMaJISIH BU3HAYAIOTHCSA OKPEMHUMU
HOPMaTHBHO-TIPABOBUMH aKTaMHU.

1.4 Jlinooncteo B JINAKM HpoBORMTECS y HAIepoBili Ta eNEKTPOHHIMA
¢dopwmi.

1.5 Opranizanis BemenHs ainosozctsa B JIJTAKM, BiATMOBIIHO AO BHAMOT
Jep)KaBHUX CTaHAApTIB Ta Iiei IHCTpyKIii, MOKIanaeThes Ha BiLIN ALTOBOACTBA
Ta apxiBy (mam — BJIA).

3a 3MicT, SKICTh IiAroTOBKH Ta OGOpMIIEHHS Ha HAJEKHOMY piBHI
IOKYMEHTIB, 110 PO3pOOJISIOThCS Ha BUKOHAHHS 3aBJaHb, BASHAYCHHUX Yy 3aKOHAX
Vkpaiuu, mocraHoBax BepxoBHoi Pamum VYkpainu, akTax Ta JIOPYYCHHIX
Ipesunenra Ykpainu, aktax Kabinery MiHicTpiB YKpaiHu, JOPYYEHHIX IIpem'ep-
MiHicTpa YKpaiHH, IIEHTPaIbHUX 1 MiCLEBHX OpraHiB BUKOHABYOI BIIaJM (mami —
aKTH OpTaHiB Jep)KaBHOI BIa[H), AOPYYEHHSIX BHINUX IIOCAJOBUX OCIO, a TaKOX
Bi/INOBiZIEl HA 3aIMTH i 3BEPHEHHS HAPOJHMX JEIYTaTiB YKpaiHU Ta JEMyTaTiB
MiCIIeBHX paJ, KopecroHmeHLir0 BepxoBroi Pamm Vkpainu, AnminicTpamii
INpesunenta Ykpainy, Kabinery MinictpiB Ykpainu, MiHicTepcTBa KyIbTypH Ta
CTpaTeriyHMX KOMyHiKalliff YkpaiHm Ta iHWMX MIiHICTEPCTB, MOrOMKEHHS
IPOEKTiB HOPMATHBHO-NIPABOBUX AKTiB BiANOBIAAIOTH NPOPEKTOPH Ta KEPiBHUKH
cTpykTypHuX miapo3ainis JIJAKM 3rigHo 3 ix ¢pyHKIiIOHATBHUMHI 000B'I3KaMH.

[IpopekTopy Ta KepiBHUKH CTPYKTYPHHUX MIAPO3MILIIB HECYTh IIEPCOHANBHY
BiIOBiZaNbHICTE 3a BHUKOHAaHHA BHMMOr Ii€i IHCTpykmii Ta 36epeXeHiCTh
JOKYMEHTIB, 1[0 3HaXOIAThCS y HUX Ha ONpAIfOBaHHI.

1.6 Opranizauis ginosogctea B JIMAKM rnoknagaerscs Ha BiAAin
JiJIOBOJICTBA Ta apXiBy.

1.7 OCHOBHMM 3aBJIaHHIM BiIiTy AiJIOBOJICTBA Ta apXiBYy € BCTAHOBJICHHS B
JITAKM enuHOrO NOpsAAKY JOKYMEHTYBaHHS yIpaBIiHChKOI iHpopMalii i poOoTH
3 JOKyMEHTaMd i3 3aCTOCYBaHHSM Cy4YaCHMX aBTOMAaTH30BaHHX CHCTEM,
METOIMYHE KEPiBHUUTBO i KOHTPOJb 32 JOTPHMAaHHSM BCTaHOBJIECHOIO IMOPSAKY
poGOoTH 3 IOKYMEHTaMH B CTPYKTypHuX migpo3ainax JIJAKM.

1.8 Bimmin ainoBojcTsa Ta apxiBy, BiANOBIAHO IO TOKJIAJAEHHX Ha Hel
3aBJIaHb:

- po3pobiise iHCTPYKIiIO 3 AiT0BOACTRA Ta HOMeHKIaTypy cipas JIIAKM;
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3ailiCHIOE peecTpallito Ta Bejie 0611k ciyx60BHX JIOKYMEHTIB;

opraHizoBye 10KyMeHToo6ir, hopMyBaHH: Cripas, ix 36epiraHHs Ta MiArOTOBKY A0

mepeaBaHHs J10 apXiBy; .

37ilCHIOE KOHTPOJb 32 JAOTPHMAHHAM CTPOKIB, YCTAHOBJICHUX ISl BUKOHAHHS

akTiB 3aKoHonaBcTBa, JopyueHb [Ilpesujenta VYkpaiHu, [TpeM'ep-MiHicTpa

Vkpaiuu, po3nopsauux akTiB MinicrepctB Ykpainu, KuiBcbkoi ob6nacHoi

AepaBHOI anMiHicTpalil Ta iHIIMX OpraHiB JIepXKaBHOI Ta BUKOHABYOI CIIyKO

TOLLIO;

3abe3neuye BMNPOBAKCHHS Ta KOHTPONIOE JOTPUMAHHA  CTPYKTYypHUMH

miapo3minaMH BMMOL INOJO CKJIajaHHs, O(QOpMIICHHS JOKYMEHTIB 1 BeIEHHA

JTOBONCTBA, a TAKOX BHMOr Iiei IHCTpyKuii, periaMeHTiB Ta HaliOHATbHUX

CTaHIapTIB;

BKMBAE 3aXOMiB 0 3MEHIIEeHHs 06csTy cIyx6oBoro nuctyBanHs B JITAKM;

Gepe ydyacTb y  BOpOBaJ)KeHHi Ta  BUKOPHCTaHHI inpopmarniiHo

TeJIeKOMYHIKaliiHOI cucTemu AinosBoxactsa B JITAKM;

3abesnedye NOTPUMAHHS E€AMHMX BUMOI TIOAO IATOTOBKM JOKYyMEHTIB Ta

oprasizaiii po60TH 3 HUMH;

IPOBOMTH aHANi3 iHhopMalii Mpo A0KyMeHTOOOIr, HeOOXiAHOL s IPUAHATTS

YIIPaBIIHCHKHUX PIIIICHB;

OpraHi30Bye 36epeXeHHs JOKyMeHTalbHOro (oOHAy aKaaeMili Ta KOPHCTYBaHHS

HUM;

3[[IfCHIOE KOHTPOJIb 33 CBOEYACHAM PO3TIIIOM Ta NPOXODKEHHAM JIOKYMEHTIB B

JIJTAKM,;

ininjroe Ta Gepe ydyacTh B Oprai3alii MiJBHIIeHHs KBaiiQikallii MpariBHHKIB

aKazieMil 3 IUTaHb JIJIOBOJICTBA;

3abe3mneuye 00J1iK,30€epiranas 1 BUKOPUCTaHHS reyartok  Ta
LITaMITiB aKageMii;

3acBimdye repbOBOIO [E€Y4aTKOK JOKYMEHTH, MiANHCaHI KEPIBHUITBOM

akazeMii TOoIIo.

1.9 AkxazeMis 3IiHCHIOE IiTOBOJCTBO [€p’KaBHOIO MOBOKO. JlOKyMeHTH
CKNANAlOThCS  JEPKABHOKO  MOBOIO, KpIM  BHIAIKiB, IependadeHux
3aKOHOJJaBCTBOM.

2. JTOKYMEHTYBAHHS YIIPABJIHCBHKOI
JISIJIBHOCTI 3ATAJIBHI BUMOI'H 10 CTBOPEHHS JOKYMEHTIB

2.1. JIOKyMEHTYBaHHS ~ YIPaBIIHCBKOI  AiSIBHOCTI  IOJIArae y
dikcanii 3a BCTaHOBIEHUM IIPaBUJIaMH Ha MAaIlepOBUX abo0 ENEKTPOHHUX HOCLIX
YNPaBIiHCEKUX Miif, TOOTO Y CTBOpPEHHI JOKYMEHTIB.

IlinctaBolo s cTBOpeHHs nokyMmeHTiB B JIJAKM € HeoOXinHICTh
3aCBITUEHHS HAsBHOCTI Ta 3MiCTy yIpPaBJIiHCHKUX [iif, IepefaBaHHd, 30epiraHHsa
1 BUKOpHUCTaHHS iH(pOpMAL(i MPOTAroM MeBHOro 4acy abo MOCTiHHO.

JIOKYMeHTYBaHHs yHpaBliHChKOi iH(opMalii monsrac y CTBOPEHHI




JOKYMEHTIB, Yy SAKHX (IiKCY€ThCS 3 JOTPMMAHHSM YCTaHOBJIEHHX [PABUI
iHdopMmallis PO YNpaBJiHChKi Ail.

[1paBo Ha CTBOPEHHSI, MAMMCAHHSI, TOrOJKEHHS, 3aTBEPIXKEHHS JOKYMEHTIB
BH3HAYAETHCH HakazaMH 3 ocHoBHOI aisnibHOCTI JITAKM, Craryrom JIZTAKM,
MOJIOKEHHSMH PO CTPYKTYPHi MiAPO3AiIH Ta MOCAZOBUMHM iHCTPYKLisIMH.

B JIJAKM Bu3Ha4yaeTbCcs CYKYNHICTb JOKYMEHTIB, IependayeHux
HOMEHKJIaTypol CIpaB, HeoOXiAHMX 1 MJOCTaTHIX JUId HOKYMEHTYBaHHS
iHpopMauil mpo iX AisNIBHICT.

Bubip BHIy JOKyMEHTA, IPU3HAYEHOTO IS JOKYMEHTYBaHHS yNPaBIiHCHKOI
inbopMmanii  (pO3MOPSIKEHHs, [OCTaHOBa, pIlIeHHS, IPOTOKOJN  TOIIO),
3yMOBIIIOETHCS IIpaBoBMM ctartycoM JIJTAKM, KOMIIeTeHIli€l0 0camnoBoi 0cobu
Ta  HOPSOKOM  NPHUMHATTA  YIpPaBIiHCBKOro pileHHs (Ha  MiACTaBi
€IMHOHAYaJIBHOCTI a00 KOJIETiaIbHOCTI).

JIOKyMEHT TOBMHEH BiANOBIJAaTH IOJOXKEHHAM akTiB OPraHiB Iep)KaBHOI
BJIQJIU Ta CIIPSIMOBYBAaTUCh Ha BukoHaHHs JIJJAKM mokiaeHuX Ha Hel 3aBAaHb
1 QyHKIIH.

Vnpapninceki mokymentn JITAKM 3a ix Ha3Boo, (OpMOIO Ta CKJIaZOM
PEKBI3HTIB IOBHHHI BiANOBIIaTH yHipikoBaHHM (opMaM, sKi BCTAHOBIIOIOTHCS
HaIliOHATBPHIMHU CTaHIAPTaMH, HOPMATHBHO-IPABOBMMY akTaMu. Ilepeik Kiacis
YIPaBIiHCHKUX HOKYMEHTIB BU3HadaeThes HamionansauM kiacudikatopom HK
010:2021 (mami — KY]I).

OmarM i3 KJaciB  yIpaBliHCBKOI JOKyMeHTalii, Mo 3abesmedye
oprai3ario MpOLIECIB  YIIpaBIiHHS, € oprasizauiitHo-po3nopsa4a
nokyMenTanis. OdQopMIIeHHS  peKBI3WUTIB  OprasisalifHO- pO3MOpPSI4Ol
JOKYMEHTal[ii Ta MOPSOOK IX pO3TallyBaHHS 3AIHCHIOIOTBCS 3 YypaxyBaHHSIM
BuMor HamioHasibHOTO cTaHmapry Ykpainu "JlepxaBHa yHiikoBaHa cucCTeMa
JOKyMEHTAIii. VYHidikoBaHa chcTeMa OpraHizaiiiHo-po3nops 4ol
poxkymentarii. JICTY 4163-2020" (gam - JCTY 4163-2020). 3a6e3nedeHus
3aKOHHOCTI pO3MOpPAAYUX JOKYMEHTIB aKagemii 301HCHIOETHCS
IOPUCKOHCYJIBTOM aKaJeMii MIIAXoM iX IonepeiHbOi MepeBipkd Ta
Bi3yBaHHS BiANMOBIAHO OO BUMOI YHHHOI'O 3aKOHOJAaBCTBa Ta 3arajlbHOrO
JIiJIOBOJACTBA.

0, JIOKYMEHT IIOBUHEH MICTUTH O0OB'SI3KOBI IS IEBHOrO HOTO BHIY
PEKBIi3UTH, IO pO3MIIIYIOThCI B YCTAHOBICHOMY IIOpSIKY, a CaMe:
HaliMEHYBAaHHSA YCTaHOBH - aBTOpa JOKYMEHTa, Ha3By BUAY HOKyMeHTa (KpiM
JIUCTIB), ATy, PeECTpallifHUi IHIEKC MTOKyMEHTa, 3aroj0OBOK IO TEKCTY, TEKCT,
niamnuc.

ITix yac miAroTOBKH Ta O)OPMIIEHHS HJOKYMEHTiB MOXYTh 3aCTOCOBYBATHCH
He TiNbKM OGOB'A3KOBi, a TAaKOX iHII pEKBi3WTH, SKINO L€ BiIMOBIAaE
NpU3HAYEHHIO JOKyMeHTa abo crocody Horo onpantoBaHHs.

JlokyMeHTH, sKi HaICHIAlOThCA iHO3EMHHUM ajpecaraM, O(pOpMITIOIOTHCH
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yKpaiHChKOIO MOBOIO abo MOBOIO Jep)kaBH-ajpecaTa, abo OIHIEIO 3 MOB
Mi>KHApOJHOTO CMiJIKyBaHHSI.

OdopMaeHHs JIOKYMEHTIB, IO BHUIOTOBJSIOTBECS 32  JOMOMOIOO
JIpYKyBaJlbHUX 3ac00iB, 30iMCHIOETbCA BIAMOBIAHO [0 BHMOTL, 3a3HAaYEHUX Y

dooamky 1 iHCTpyKIil 3 NiNOBOACTBA.
OxkpeMmi BHYTpillHi OKYMEHTH (3asBY, TIOSICHIOBAJbHI Ta JOTIOBiIHI

3aMHCKM  TOWIO), ABTOPaMM SKMX € TOCamoBi Ta iHIII ¢isuyHi  ocobw,
JO3BOJISETHCS OQOPMITIOBATH PYKOIHCHHUM CIIOCOOOM

2.3. TTiACTaBOIO JUTA BHHUKHEHHS PO3MOPANYMX IOKYyMEHTIB Y HisUIBHOCTI
JJJAKM e€:

KoncTuTymis i 3akOHM YKpaiHW, MOCTaHOBH BepxoBHoi Pagm VYkpainu,
yKas® i posropsypkenHs IlpesuneHta YKpaiHH, MOCTAHOBH 1 PO3MOPSIKEHHS
Kab6ineTy MinicTpiB Ykpainu; MinicTepcTBa FOCTHIIL;

KOHKpPETHI JOPYYEHHS BHIIMX OpPIaHiB;

[IPOBAKEHHS BUKOHABYOL i PO3MOPSI IOl IiSTBHOCTI 3 METOXO BUKOHAHHS
JIJTAKM nokinageHux Ha Hei 3aBIaHb BiAMoOBiOHO OO il KOMIIETEHIIIT;
norpeba y npaBoBoMy perymoBanHi aisuibHOCTI JIJTAKM.

2.4.JIOKyMeHTH, IO BHAAKOTHCA HA TiJCTaBi PO3MOPSTIMX JIOKYMEHTIB
OpraHiB BHINOTO PiBHS, NOBMHHI MAaTH TOCWIAHHA HAa HUX i3 323HAYEHHIM
HaliMeHyBaHHS WX JOKyMEHTIiB, AT, HOMEpIB i 3arOJIOBKIB.

2.5.Xin OOroBOpeHHs NHWTaHb i pilleHHs, IO M[PHUIMAIOTECA B
KONETialbHAX OpraHaX, Ha 300paX, 3aciiaHHiX, Hapagax, (IiKCyroThCS B
mpoTokonax. IIpoTokomn OQOPMIAIOTECA Ha MiACTaBi 3alkCiB 1 CTEHOrpaw,
3po0JIeHHX y XOAl 3aciflaHb 0odamok 2

2.6.JINAKM mix dac 3iliCHEHHS ONEPATHBHUX 3B’S3KiB 3 113000050051
yCTaHOBAaMH Ta OPTaHi3alliiMi, OKPEMHMH IPOMaJIiHAMH HAJICHJIA€ JIACTH.

Sk mpaBMIIO, JHCTH CKIANAlOThCS Yy pasi, KOIM HEMOXKIHUBO abo BaXXKO
3TilicHUTH Ge3MOKyMeHTHHI OOMiH iHdopmaliero, naTd yCHi PpO3’SICHEHHS,
BKa3iBk# (ocobucti abo 110 TeneoHy), MPOBECTH IHCTPYKTYBaHHS TOILO.

2.7. SIxmo CchoyX0oBHM [OOKyMEHT IIOTpeOye HeraiHOro BHUKOHaHHI,
mepenava TEKCTy JOKyMEHTa MOXe 3ailicHioBatics 1O TenedoHy abo
tenedaxcy.

3. CKJAJAHHS TA O®OPMJIEHHA CJIYXBOBUX JOKYMEHTIB

CKJAJJAHHSI JOKYMEHTIB BJIAHKH TOKYMEHTIB
3l OpraHi3alifiHO-po3NOpsiAYi AOKYMEHTH OGOPMIIOIOTECT  Ha
61aHKaX, 0 BATOTOBJSIOTHCS 3riJHO 3 BUMoramu wLi€i [HCTpYKII.
JInst BUTOTOBJIEHHS OJJaHKIB BUKOPUCTOBYIOTHCS apKyIli Iamnepy dopmaTty
A4 (210 x 297 minimMerpiB) Ta AS (210 x 148 MiniMeTpiB).
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Jlo3BOJIeHO ~ BHUKOpMCTOBYBaTH OnaHku ¢opmary A3 (297 x 420

MiniMeTpiB) = AUIst OQOPMIIEHHS JOKYMEHTIB Y BUIIISAI TabJIHLb.

BnaHKH JOKYMEHTIB TMOBHHHI MaTH Taki moins (MijiMeTpiB):

30 - niBe;

10 - npaBe;

20 - BepXHE Ta HHXKHE.

Bunu 6naHkiB JOKYMEHTiB BM3HAuyalOThCS IHCTPYKIi€HO 3 [iNOBOACTBA B

eJIEKTPOHHI# dopmi.

BlaHKH KOXHOTO BHIy BMIOTOBISIOTHCS Ha Oinomy ramepi BHCOKOL
sKocTi  hapbaMy HACHYEHMX KOJIBODiB, Ha OCHOBI IO3I0OBXHBOTO PO3MIILEHHS
PeKBi3HTIB. PEeKBI3UTH 3aroloBKa PO3MILIYIOTECS ILEHTPOBAaHMM  (IIOYATOK |
KIHEI[b KOXXHOTO psAKa PEKBI3UTy OIHAKOBO BigmasieHi BiJ MeX 30HH
pO3TalllyBaHHS pPEKBIi3UTiB) a00 NparnopoBHM (KOXHHH pSAMOK PEKBI3UTY
TOYMHAETHCS Bil JIIBOI MeXi 30HH PO3TALLyBAaHHS PEKBi3UTIB) CIOCOOOM.

B JIIAKM BHKOPHCTOBYIOTh TaKi ONAHKH JOKYyMEHTIB:

OJIaHKU IS JIUCTIB (0odamok 4)

3arajbHUN ONaHK Ui CTBOPEHHS pI3HUX BH/IB JOKYMEHTiB  (Haka3,
PO3NOPSIKEHHS)
(0ooamox 5,6)

BHUroToBIeHHsT OJaHKiB KOHKDETHHX BH/IiB JOKYMEHTIB MIOITYyCKA€ThCH,

AKIO i1X KiJIbKicTh IepeBuirye 200 OXUHHIb Ha PiK.
BilaHKH TOKYMEHTIiB BHUIOTOBJISIOTHCS 32 HOIIOMOTO0 KOMII'FOTEPHOL
TeXHIiKA Ha GLIOMY Iamepi BHCOKOi sSKOCTi (apGaMi HaCHIEHMX KOJIbODIB.

OGOB'SI3K0BOMY 06Ky MiUISTaloTh MPOHYMEPOBaHi GJIaHKH.
[TopsAKOBi HOMEpPH MpPOCTABISIOTECS HYMEpPaTOpoM, Ha HIDKHBOMY

moyi 3BOpoTHOro GoKy GiaHKa abo Ha JiBOMY MOJI JIMIBOBOrO GOKy OjaHKa.

Jlesiki BHYTpIlUHI JOKYMEHTH (3asBH NpALiBHHKIB, AONOBIIHI Ta
CIlyX60Bi 3arUCKH, NOBiJKH TOLIO) OQOPMIIOIOTECS HE Ha OraHKax
(0ooamok 9).

4. OdopMieHHS PEKBIi3HTIB JI0KYMEHTIB
4.1 Tlix 4Yac TiATOTOBKM OpraHi3al[ifHO-PO3MOPAMYHX JOKYMEHTIB

npauisarkd JIJAKM 0GopMIIsIOTh 1X 3 ypaxXyBaHHAM BHMOT JCTY 4163-2020
(3i 3minamu Big 01.09.2021 poky).

5. 3o6paxenns JdepxaHoro I'ep6a Ykpainn
5.1 3o6paxenns [epxaBHoro I'epba YkpaiHu pO3MILIy€EThCA ~ Ha

6NaHKax JOKYMEHTIB BiimoBiAHO 10 mocraHoBH BepxoBHoi Panu YkpaiHH Bil
19 mororo 1992 p. N 2137-XII "IIpo [lepkasHuii rep6 YKpaisu".

5.2 3obpaxenHs JlepxasHoro I'epba YxpaiHu pO3MILIY€ETBCS  Ha
BEpXHBOMY IOJIi OjaHka 3 KyTOBMM pO3TallyBaHHAM PEKBI3UTIB  Hal



CEpefIMHOI0  HaWMeHYBaHHS JIAAKM, a Ha O6naHkax i3 MO3J0BXHIM
pO3TalllyBaHHAM DEKBi3WTIB - Yy LEHTPi BEpXHBOTO noss. Po3mip 306paxeHHs:
BucoTa 17 MiniMeTpiB, WHpHHa - 12 MinimeTpiB.

6. Koamn

6.1 Kon JIIAKM npoctaBisi€eTbCsl 3riiAHO 3 EAMHUM JEP)KaBHUM PEECTPOM
niANpHEMCTB Ta opraHizauiii Ykpainu (€IPIIOY).

6.2 Kon ropuau4Hoi 0co0M PO3MIILyIOTh Ha 3arajbHOMy OJaHKy Ta GiaHKy
KOHKPETHOIO BMIy JOKyMeHTa min pekBizuroM “Kom ¢opmu moxkymenra” (3a
HasBHOCTI), a Ha OJaHKy JHMCTa - IMicis pekBizury “JIoBiIKOBi HdaHi IIpo
IOpUIUYHY 0Cc00y”.

6.3 Koo ¢opmu moxymeHTa (3a HasBHOCTI) po3Mmimlyerbes 3rigHo 3 KV /I
BHUIIlC Ha3BU BUAY HOKyMEHTA.

7. HajiMmeHyBaHHSl YCTAHOBH
7.1 HaliMeHyBaHHS YCTaHOBH - aBTOpa JOKYMEHTa NOBHHHE BiAlOBiAATH

HallMeHyBaHHIO, 3a3Had9eHoMy B CTaTyTi npo Hei — JIyraHcbKa Jep)kaBHa aKaieMist
KyJIbTypd i1 MmucTentB. CkopoueHe HaliMeHyBaHHs akafemii — JIJAKM,
po3MintyeTses (y gyxkax abo 6e3 HUX) HIDKYE IOBHOIO HaWMEHYBaHHS OKpPEMHUM
PSAIOM 110 LEHTPY IOKyMEHTA.

8 JloBiakoBi 1aHi mMpo yCTaHOBY

8.1 Hosigkosi mani mpo JIJJAKM MicTATh: IOINTOBY aJpecy, HOMEpH
TenedoHiB, TenedakciB, TeNeKCiB, afpecy €JIEeKTPOHHOI IOWITH, aJapecy
odimiiiHoro BeG-caiity Tomo. JIOBiAKOBI  MaHi  PO3MILIYIOTHCS HIDKYE
HaiiMeHyBaHHs JIJJAKM a60 CTpyKTypHOrO MiIpO3AiTy.

8.2 PeKBi3uTH TOLITOBOI aJpECH 3a3HAYaloThCs B TaKiil IMMOCHiZOBHOCTI -
Ha3Ba ByIHMI, HoMep OyAMHKY, Ha3Ba HAceNeHOro IWyHKTy, padoHy, obmacTi,
MIOLITOBHH 1HIEKC.

9. Ha3Ba BHAY AOKYMEHTa
9.1 Ha3Ba BuAy MOKyMeHTa (Haka3, pillleHHs, NOMNOBiJHA 3allMCKa TOIIO)
333HAYAETHCS Ha 3araJbHOMY OJAHKY JPYKOBaHHUM Y¥ MAIIHHOIMCHUM CIIOCOOOM

i moBuHHA BimmoBigaTy HaszBaM, nependayenum KY /1.

10. /{aTta NOKyMEHTa
10.1 Jlatoro JHOKyMeHTa € BiAIOBIAHO [nara HOro i AITHCaHHS,
3aTBep/KEeHHs, NPUUHATTSA, peecTpalii abo ckaameHHs (M aKTiB), 3aciaHHA
KOJIerialbHOro oprady (s MPOTOKOJIB).
10.2 Jlata 3a3HayaeThcsa apaOChKUMH LH(paMu B OAMH DSIOK ¥ TaKii
IOCIiIOBHOCTI: 4MCNo, Micanb, pik. Jlara odopmiseTses nudpoBuM  abo
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croBecHo-LMdpoBUM  criocobom. YV pasi  odopmiieHHs [aTH LHPPOBAM
crIoco6OM YMCNIO i Micslb MPOCTABIAIOTHCS JBOMA MapamMyu UMGp, po3AiIeHAMM
KpAarnKolo; piK - YOTHPMa umdpamu, Kparka micis 1aTi He cTaBuThes. Hanpuknan:
02.03.2011

Y mexcmax HOpMamugHO-NPAGOBUX AKMIE ma NOCUNAHHAX HA HUX i
doKyMeHnmax, W0  Micmamv  éidomocmi  (pinancoeozo  xapaxmepy,
3aCcMoCosyEmbCA  CI0GECHO-UUpposuil  cnocid  3a3HAYEHHA oam 3
npoOCMasNAHHAM HYNA 6 NOZHAUEHHi OHA MICAUA, AKULO 6iH micmumb O0OHY
uugpy, nanpuxnad: 02 xeimua 2011 poky. [o3601a€mbCa 62CUBAMU CI1060
"piK" y ckopouenomy eapianmi "p.", nanpukiad: 03 uepéna 2011 p.

10.3 SIKImo DOKYMEHT CKiIajieHO He Ha OIaHKy, [aTa 3a3Ha4Ya€ThbCs HIDKIe
mianucy JiBopyd. Jlata MOKyMeHTa IPOCTaBISIETBCS I10CaTOBOIO ocoboro, siKa
fioro mianucye abo 3aTBEPIKYE. 5

10.4 O6OB'S3KOBOMY HATyBAHHIO i Ti/IMMCAHHIO MiJUISTAIOTh YCi CITy>k00Bi
BiIMITKM Ha JIOKyMeHTaxX, MOB'A3aHi 3 iX IPOXO/DKEHHAM Ta BHKOHAHHIM
(pesomroLii, MOro/KeHHs, Bi3W, BiIMITKM MPO BHUKOHAHHS JOKYyMEHTa i
HaIlpaBJICHHS MOTO JI0 CIIPaBH).

10.5 Ha umcTuX apKyll ax mamepy, a He Ha G1aHKax ApyKyroTbCA:

- BHYTpIIlIHI JOKyMEHTH (IOTOBiIHI 3aIIUCKH, CITy*060Bi TOBiZIKH TOIIO)
B pa3i BiZICYyTHOCTI pO3pOOIEHHX THIIOBHX (GOPM;

- JOKYMEHTH, CTBODIOBaHi BiX iMeHi Kinpkox abo Olibmie 0cio;

3 MeTol TpPHCKOPEHHs BHKOHAaHHA JOKYMEHTIB Ta IIPaBHJIBHOIO
¢OopMyBaHHs CIpaB y JiIOBOACTBI KOXHHH JOKYMEHT MOBHHEH MICTHUTU OJHE
IIUTaHHA.

BUHSTKOM € CKIaJaHHA IIPOTOKONIB, Haka3iB, IUIaHiB, 3BITIB Ta
y3arajibHIOI0YUX JOKyMEHTIB.

10.6 TekcT HOKyMeHTa IOBUHEH MICTUTH II€BHY  apryMEHTOBaHY
iHpopmallifo, BHKIANeHy CTUCIO, IPaMOTHO, 3po3ymisio Ta 00'ekTUBHO, 06e3
MOBTOpeHs Ta BXUBaHHA CIiB 1 3BOpOTiB, sKi HEe HECyTh 3MICTOBOIO
HaBaHTA)KEHHS.

3MicT AOKyMeHTa Mae OyTH MOB'A3aHMM i3 3MiCTOM paHille BHIAaHHX 3
JIAaHOTO MUTAaHHS JOKYMEHTIB.

10.7 Texkct DOoKyMeHTa O(QOPMISETHCS y BUIUIAAI CYLIIBHOTO CKIIaJHOIO
TeKCTy, aHKeTH, Tabiuii abo moeqHaHHS IUX GOpM.

CyuinsHuil CKIagHMM TeKCT HOKYMEHTa MICTHTh IpaMaTHYHO i JIOTI9HO
Y3TOKEHY
iHpopMaLil0 TpPo po3Mopsmui Aii Ta BMKOPMCTOBYETHCA MIA  Yac

CKNIalaHHs TIPABHUJI, MONOXKEHb, TUCTIB, PO3MOPSIIMX TOKYMEHTIB.
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TeKcTH pO3MOPAAYUX NOKYMEHTIB i JIMCTIB CKNAfalOThCS 3 NBOX YACTHHL
Y nmepuiiif 3a3Hauya€Thcs MmiAcTaBa ab0 OOrpYyHTYBaHHS IS  CKJIAgaHHS
JOKyMEHTa, B IPYTiH - BUCHOBKH, NPONO3MLIi, pillleHHsS, PO3NOpSmKeHHS a6o
MPOXaHHS.

®opma TabnMIi BUKOPHCTOBYEThCS y pa3i BHKJIaeHHS LUPPOBOi aGo
"cioBecHOl iH¢opMalil mpo Kigbka 06'eKTiB 3a psnoM o3Hak. TaGnuuHi TekcTH
BHKOPHCTOBYIOTbCS B IIJIAHOBUX, 3BITHO- CTaTUCTHYHHX,  (DiHAHCOBHX,
OyXranTepchbKuX, OpraHi3aliifHO-pO3MOPSAYMX Ta IHIIMX IOKYyMEHTaX.

10.8 JlokyMeHTH, IO MICTATH iH(opMallilo 3 pi3HUX MHUTaHb TisSUIBHOCTI
JIIAKM (Tono>xeHHs, 3BiTH, IHCTPYKIi TOILIO), MOMIISIOTECA Ha PO3MLIH,
MAPO3MIIM 1 IYHKTH, SIKi HyMepYyIOThCS apabChKUMHU Ludpamu. Posmina i
MiAPO3MiNM MOBHHHI MAaTHM 3aroNIOBKM, IO Bif0OPaXaroTh CyTh JOKYMEHTA.
[Timpo3iny HyMepyroTees B Mexax po3fily. HoMep miapo3miny CKiIagaerses i3
HOMepa pO3AuTy 1 MiOpO3miidy, PO3AUIEHMX Kpankoro. I[LyHKTH HyMepyIOThCS
B MEXaxX pPO3ALTy, SKIIO HeMma Iiapo3fitiB. Homep IyHKTY CKIafaeTecs i3
HOMepa pO3Mily, MIAPO3NiMy i MyHKTY, PO3MiIEHHX KpalKaMH, HaIpHKIam:
Islleis Sl ey

HormyckaeTscs HacKpi3Ha MOPSAAKOBa HyMmepalis CKIaJOBHX YaCTHH TEKCTY

apabchKUMU UG paMHu.

JIns CKIajaHHS NOKYMEHTiB 3 BEJHKOK KiNBKICTIO PpO3JLIIB 3py4YHO
CKJIalaTH 3MICT, y SIKOMy II€pepaxOBYIOTBCS BCl pO3ALIM 3 3a3HAYEHHIM
CTOPIHOK.

10.9 [Tudbposuit Marepian, SIKUN HABOAUTHCS B HOKYMEHTaX, sIK IIPaBHIIO,
0hOPMIISETECSA y BUITIAAI TaONULb.

3arosoBKy TaOIHUIF MOBHHHI OyTH KOPOTKMMHM i IOBHICTIO BimoOpaxaTw
3MicT TaOJumili. 3aroJIOBKM pO3MILIYIOTBCS Haj TaONUIel0 IOoCepenuHi i
NUITYTHCA 3 BEJIHMKOi JiTepd. B KiHII 3aroioBKiB 1 IiA3arojoBKiB TaGIHUIb
KpalKd i JBOKpalKa He CTaBJIAThCS.

CnoBo "Tabnuus" i mopsaKoBUi HOMep TaONHUIi BKa3yIOThCS MPaBOPYY Ha
TIEpLIOI0 CTOPIHKOIO TabnuMili, Hal iHIMMHM NHUIIEThCs cnoBo "[IpomoBxeHHs
tabn. 1".

CnoBa, 1[0 MOBTOPIOIOTHCSA ONHE IiJi OAHMM B OAHIM 1 Tili camiii rpadi
TaOnMIl, 3aMiHIOIOTHCS JIalIKaMK. 3aMiHa JankaMy udp, MaTeMaTHYHMX 3HAKiB,
3HaKiB IPOLIEHTA i HOMEpiB NO3Ha4YeHb MAapOK MaTepiajliB - HE JOITyCKAa€ThCA.

Luppu B rpadax Tabiauup MNOBUHHI NPOCTABIATHCH TaK, OO KIacH
ypcen y Beidd rpadi Oysnd po3TamioBaHi OJWH MiJ OJHHM.

10.10ITpy migroToBLi TEKCTIB JOKYMEHTIB HEOOXIIHO:

3aMiHATH  CKJIagHI  peYeHHs  MPOCTHMH,  3aCTOCOByBaTh  CTail
(TpadapertHi) CIOBOCIONYYeHHS, BXXMBATH MNPSIMHI IOPAJOK CIIB Yy PEdeHHI
(miamer mepenye MpUcyaKy) y TOMY
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BHMANKY, SKILO JOTIUHMHA (CMHCIIOBHI) Haronoc majgae Ha 06'eKT nii;

BXMBATH 3BOPOTHMH TMOPANOK CHiB Yy pevyeHHi (MPUCYHOK mepenye
niaMery) y TOMY BHMAIKy, SAKIIO NOriuHuit (CMHMCIOBMI) Harojoc mnamae Ha
camy aito a6o Ha cy6'exT aii;

3aMIHATH BiJUIi€cNiBHI IMEHHHKH, OCOOJIMBO B PO3NOPSIIYMX AOKyMEHTaX,
BLAMOBIAHMMHM Mi€CNOBAMH, BXHBAaTH B PO3MOPSAYMX AOKYMEHTaX [i€cioBa
HeO3HaueHol HopMH, HAanpuKiIaz, "3aTBepauTu”, "3060B'13aTH", "ckacyBaTh";

3aMiHATH 3aiiMeHHUKM iMeHHWKamu (Hanpuknan: "JIJJAKM mnpocuts",
"[Tizpo3xiny moTpi6Ho", a He "Mu npocumo", "Ham motpi6uo");7

BXHMBaTH B pO3NOPAAYMX HOKyMEHTax MOBHi KOHCTPYKLii HaKa30BOTO
(IMIepaTHBHOTO) ~ XapakTepy; 3acTOCOBYBaTM CTali  CJIOBECHI  (opMymH
(sanpuxian: "Hakasyio", "mporonyro", "JIJAKM mosigomise").

10.11BignoBiganbHicTh 3a 3MiCT, piBeHb MIATOTOBKA Ta HAIEKHE
opopMIIeHHS ~ TOKYMEHTIB, 5Ki pO3pOOJAIOTECS Ha BHKOHAHHS 3aBJaHb,
BM3HauYeHHX MiHicTepcTBaMH, iX YIpPaBliHHAMU Ta BiJOMCTBaMH, 1HOTAMHA
OpraHaMyd BHMKOHABYOi BIaid, OpraHaMH MiCIIEBOrO  CaMOBpsIyBaHHA,
CYIOBHMH OpraHaMH, JepXKaBHHMH (OHIaMHU - 3a PIllIEHHSAM PEKTOpa JJIAKM
MOKJIAJa€ThCd Ha MPOpPEKTopa  BiANOBIAHO IO posroniry  00OB'S3KIB;
BiJMOBIAATBHICTD 32 3MICT, piBeHb IIATOTOBKM Ta HalIeXHE OGOPMICHHS
JOKyMEHTa, IO BIi3y€ThCS KilbKOMa o0cob0aMH, HECYTh BCi mocafoBi ocobu
OJIHAKOBOIO MIpOIO

iHIMX CITyXOOBHX IOKYMEHTIB - Ha KEpiBHHUKIB IiIpO3ALIB JIJAKM.

11. Peecrpaniiinuii iHAeKC TOKYMEHTIB

11.1 Inmexcaris JOKyMEHTIB IIOJIAra€ y MPUCBOEHH] iM yMOBHUX II03HA4€Hb
— iHJeKciB, SKi HamalOThCS MOKYMEHTaM IIijl 4ac peecTpauii i BKasylOTh Ha
Miclle CKIajaHHsi, BUKOHAHHS Ta 30epiraHHs JOKyMEHTIB.

11.2 IamexcH BXiJHUX 1 CTBOPIOBAHUX YCTaHOBOIO JIOKYMEHTIB CKJIaqal0ThCs
3 IOPSIKOBUX HOMEPIB y MeXaxX IpyIH JTOKyMEHTIB, IO PEECTPYIOTHCS, SKi
BiAMOBIAHO MO 3aBOAaHp IOIIYKYy MOXYTh JIOTIOBHIOBATHCH igmexcaMu 3a
HOMEHKJIATyPOIO CIPaB, CTPYKTypHOTO i ApO3/IiTy, KOPECIIOHAEHTIB, 0CaT0BHX
oci6, sKi po3mIAgaroTh ab0 MiANKCYIOTH JOKYyMEHT, BUKOHABI[iB, MHUTaHb
JISTBHOCTI SIKUX CTOCYETHCS LIk JTOKYMEHT.

11.3 CKIanoBi YaCTHHY PEECTPAIHHOrO iHAEKCY PO3MIIIYIOTECS y TaKOMY
TIOPSKY: NMOPSAKOBUM peecTpalliiHii HOMEp y MexXax Ipylu JIOKyMEHTIB, IO
peecTpyroThCsi, IHIEKCH 33 HOMEHKJIAaTypolo ChpaB, IIMTaHb IisUTBHOCTI,
KOPECTIOH/IEHTIB, BHKOHABIIB TOIIO.

CxyiafoBi 4YacTMHM IHIEKCY BiJJOKDEMIIIOIOTBCS — OJHA Bil OAHOI

NpaBoOIYHOIO KOCOKO PHUCKOIO.
11.4Micie po3TallyBaHHS peECTpauiiiHOro iHIeKCy BH3HAIAETBCA (opMOI0




Onauka.

11.5 Jlns HAHECEHHS PeecTPaliifHOro iHIeKCy 3aCTOCOBYEThCS IUTPUX-KOL
ta/aGo QR-koa y mnopsiaky, nepeinbaueHomy Iucrpykuieio 3 aimoBoacrtsa B
eNEKTPOHHIN PopMmi.

12. Micue ckiaaaeHHst a00 BUIaHHA
12.1 BimomocTi npo Miciie ckiiafeHHs: a00 BUJaHHs 3a3Ha4ar0ThCS Ha BCIX
NOKYMEHTaX, KPiM JIUCTIB.
3a3zHaueHeHi BioMOCTi 0(OPMIISIOTHCS BiAMOBIAHO JO aMiHiCTPaTUBHO-
TEPUTOpiabHOro noAiny YKpainu. SIKIo BiZoMocTi Ipo reorpadiyue
MiCLIE3HAXOKEHHS BXOAUTH 10 HaliMeHyBaHHs yCTaHOBY, 1le}l PEKBI3UT HE
3a3HaYa€ThCS.

13. IMoromxeHHsI IOKYMEHTIB

13.1 TloromxeHHs TOKYMEHTIB. IToromxenHs € CII0CO00M
TIOTIEPENHBOr0 PO3TIISAY i OLIHKH MPOEKTY MOKYMEHTa, HOro o6rpyHTOBaHOCTI.
IToromxeHHss Moxe 3pikicHioBatucs sk B JIJAKM (i3 CTpyKTypHUMH
HiApO3MiNaMH, IOCamOBUMH ocobaMu, SIKi BiAMOBIZHO 1O iX KOMIETEHIl
3aliMalOThCS MUTAHHAMH, TOPYIIEHMMH B IIPOEKTi MOKYMEHTa, - BHYTPIIIHE,
TaK 1 32 HOro MeXXaMH - 30BHIIIHE.

BHyTpilllHE MOTOMXEeHHS MJOKyMeHTa MpOBajgiTh y TakKiH
IIOCJIIIOBHOCTI: TMPOPEKTOpaMHM, SIKUH Bila€e MUTAHHAMH, IO IMOPYLIYIOTHCS B
IPOEKTI JOKyMeHTa, i3 KepiBHHKaMH CTpyKTypHux migposzinis JIJTAKM,
IOPUCKOHCYJIETOM.

13.2 BHyTpiuHe moromxkeHHs 0hOpMISIETECS Bi3yBaHHSIM IIPOEKTY
JOKyMEHTa [10Caf0BOK0 0c0000. Biza Bkiovae: ocobucTuil miamuc, iHimian i
Ipi3BUIIlE OCOOH, sIKa Bi3y€ JOKYMEHT

IIpoexT HaKa3y BHOCHTH INOTI'OUKEHO
HavyaabHHK Biggity kaapis nocajaa (Bnacue iM’sT
[TPI3BHIIE)

(Biacue iM’s [IPI3BUILIE) (mignuc) Mignuc Hata
Jlata

Bi3a mnpocTaBis€eTbCs SK Ha JMIBOBOMY, TaK 1 Ha 3BOPOTHOMY Oomi
OCTaHHBOIO apKylla NpPOEKTy OOKyMEHTa, SKIIO Miclsd M LbOro Ha
JMILOBOMY OOIli OCTaHHBOTO apKyllla JOKYMEHTa HE BUCTAyac.

Bizd NpOCTaBISIOThCS Ha NPHMIpHUKAaX JOKYMEHTIB, IO 3alMIIAIOTBCA B
JIJAKM.
8

13.3 IlpoekTy HakasiB (pO3MOPAIKEHb) 3 KaJpOBUX HHTaHb (0COOOBOrO
CKJaZy) Ta JOJATKH [0 HMX Bi3yIOThCS MPAl[iBHUKOM KaapoBOi cIIy>x6w,
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KNI CTBOPNUB NOKYMCHT, Ta HOTO KCPIBHHKOM, a TAKOX 3a/IeKHO BijJl BHIIB
HAKAZIR TTOCANORIUMI 0cOBaMM CTPYKTYPHOTO MPOIAILTY 3 HTaHb 3anobiraHHs
Ta RUSRACHHS KOPYIILIT, GYXTantepesKor ciyxom, inimmMu nocagoBuMmu ocobamu,
AKX CTOCYCTHCH NOKYMCHT,

V pazi neoGXiANOCTI TPORCACHIA OIINKH IMICTY Ta JOIILHOCTI BUIAHHS
HAKAY  (POIOPSLKCHNA)  WHCHIOETHCH  JOBHIIIIHE  TTOTO/UKEHHS  MIPOEKTY
AOKYMCHTA 3 IHITMIE 3aiHTCPECOBAHNMH YCTAHOBAMM.

13.4 VNosHOBaXCHOI0 0c06010 I0pHaHIHOT ¢y K61 0608’ 43K0BO Bi3yIOThCH
NPOCKTH HAKA3iB HOPMATHBHO-NIPABOBOIO XapakTepy, a TAKOX HaKa3n 3 KaJpOBHX
nuTans (0coboBONO CKiIany).

13.5 Slxmo B npoueci NMOro/UKEHHS MPOEKTY Hakasy (po3ropsiuKeHH:)
BHOCSTHCS 3MIHM, BiH NiAISrae MOBTOPHOMY MOTODKEHHIO (Bi3yBaHHIO).

13.6 Hakasu (po3nopsmkeHHs) nianucytotbest pektopoM JIJJAKM | y pasi
#0r0 BiICYTHOCTI Haka3u (PO3MOpPSKEHHS) MiAMUCYIOTCS MOCaA0BOK0 0C000I0,
SIKa BUKOHY€ HOro 000B’43KH.

14. 3acBig4YeHHS TOKYMEHTIB

14.1. 3acBimueHHs NOKYMEHTIB 3IiHCHIOETBCSA LLIAXOM iX MiAMHCaHHA,
3aTBEPDKEHHS Ta IIPOCTABJICHHS MEYaTKH.

14.2 JloxyMeHTH migmucyioThes mume pektropom JIJAKM vy pasi Horo
BiICYTHOCTi JIOKYMEHTH MiIMHUCYIOThCA TI0CANO0BOI0 0CO0OI0, SKa BUKOHY€E HOro
0608B’s13ku. JlomaBaHHs 10 Ha3Bu mnocamu pektopa JIIIAKM abo camocTiiHOTO
CTPYKTYpHOTO mifpo3iinmy cniB "BukoHyroumii o6o'szku” ab6o "B. o0."
3A1MCHIOETHCS Ha MiJICTaBl pO3NOPAAYOro JOKYMEHTA.

[TocamoBi 0COOM MiANMUCYIOTh JOKYMEHTH B MeXaX CBOIX [MOBHOBaXKEHB,
Bu3HaueHnx y Cratyti JIJAKM, mONOXeHHSX MpO CTPYKTYPHi MiJApO3MILIH,
MOCaZIOBMX IHCTPYKLISIX, PO3OPSAIOMY AOKYMEHTI PO PO3MOAiT 060B’A3KiB MIXK
PEKTOPOM Ta HOro 3aCTyIIHUKaMH TOLLO.

I[paBo miamucaHHs JOKYMEHTIB MOX€ HaJaBaTUCS MOCAJOBHM Ta IHIIAM
ocobaM Ha nificTaBi JOBipEHOCTI.

143V pasi HaacWiIaHHS HOKYMEHTa OJHOYAacHO KiJIbKOM YCTaHOBaM
0J/IHAaKOBOT'0 260 BUIIOIrO PiBHS PEKTOp MiANHCY€E BCI HOrO NPUMIPHHUKH.

14.4Y pa3i HagaHHA JOKYMEHTa OJHOYACHO KiJBbKOM MiZpO3AinaM, IO
HanexaTb 10 chepu

ynpasiinds JIJJAKM, miamucyeThbes TiINBKKM OpPHIIHAN, SIKMA 3aJIMILA€ThCs
y xanuenspii JIJAKM, a y migpo3aind HajaloThCs 3acBiA4eHi CIyx00ro
AiJI0BOJICTBA HOTO KOTIii.

14.5 JIoKyMeHTH TiAmucyIoThesl, SK MpaBHIIO, OAHIEI 0cobol0, a y pasi,
KOJIM 3@ 3MiCT JIOKyMEHTa HecyTh BiJNOBIJAJbHICTD Kinbka ocCi0 (aKTH,
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diHaHCOBI JOKYMEHTH TolIO), ABOMa abo 6inbuie ocobamu. Ilpu 1pomy ix
MiAMHCH PO3MILYIOTHCA OAMH MiJ IHIIMM y MOCHiIOBHOCTI BiAMOBigHO MmO
nocanu.

Hanpuxnan:

Pexmop (Ilionuc) (Bnacue iM’st
TTPI3BUILIE)

lonosHuu 6yxeanmep (ITionuc) (Bnacue iM’s
[TPI3BULLE)

146 Y pasi migndcaHHs OOKyMeHTa KilbkoMa 0cCO0aMM OIHaKOBMX
nocaj, iX MiANUCH PO3MIILYIOTECS Ha OJHOMY piBHi, HalpUKJIaL:

IIpopexmop

3 HAyK080-neoazo2iuHoi ma HA8YalbHOl

pobomu (ITionuc) (Bnacue iM’s
ITPI3BUILIE)

IIpopexmop 3

HayKoeo-nedazoziunoi i euxoenoi pobomu  (Ilionuc) (Bnacue

iM’s TIPI3BUIIIE)

14.7 JlokyMeHTH KOJeTialbHMX OpraHiB MiAMUCYIOTECA TOJOBYIOYMM Ha
3aCiZJaHHI KOJIETiaJIbHOTO OpraHy i ceKkpeTapeM, HampuKIam:

I'onoea komicii (Ilionuc) (BracHe iM’st
[TPI3BUILIE)

Cexpemap komicii (Ilionuc) (Bnacue iM’s
ITPI3BUIIIE)

14.8 SIkmo mocamoBa ocoba, MiANMUC $KOI 3a3HAYEHHH Ha TPOEKTI
JIOKYMEHTa, BI[ACYTHs, TO JOKYMEHT MiAmuMcye ocoba, sKa BUKOHY€E Il
000B’s3kH, ab60 ii 3aCTYNHUK BiAMOBIAHO IO HAaIEXHOI HOMY KOMIIETEHIIIi.
IIpyu nmpoMy OOOB’S3KOBO 3a3HA4Ya€ThCAd II0cCaga ocobM, sAKa MiAnucana
JIOKYMEHT, 1 1i Ipi3BHILIE.

(13 2

He nomyckaerbcs MIANMCaHHA NOKyMEHTa 3 NPUAMEHHMKOM “3a” 4u
IPOCTABJIEHHS IPaBOOIYHOI KOCOI PHCKU IMepe/l HaliMEeHyBaHHIM MOCAIH.

14.9 3aTBep/KeHHs JOKyMEHTa 3[IIMCHIOEThCA 3a [IOIOMOIrOoK rpuda
3aTBepIKEHHs ab0 BHIAHHAM pO3MOPAAYOro nokymeHta. HopmarusHO-
mpaBoBi ~ akTW  (HONOXEHHdA,  iHCTPYKIii, MpaBWia TOWIO) IOBHHHI
3aTBEpKYBATHCS BIANOBIIHAM pO3MNOPAAYAM JOKYMEHTOM YCTaHOBH, IO
BUJaJIa aKT.

14.10 SIKII0 MJOKYMEHT 3aTBEPAXYEThCS KOHKPETHOIO IOCAL0BOXO
0c06010, TO TIpu( 3aTBEPKEHHS CKIANAETBCS 3 TAKUX EJIEMEHTIB: CIIOBO
“3ATBEPJKYIO”, HaiiMeHyBaHHA NOCany, MiQNHUC, iHiI[ian i Tpi3BUIIe
ocobu, sKka 3aTBepAmWa JOKYMEHT, JaTa 3aTBEpPIKEHHS, HaIpUKIaI:




3ATBEP]DKVYIO
B.o. pexropa JIJIAKM

(Bnacue

im’s TIPI3BULLLE) (nianuc)

Jlara

14.11 [Tin uac 3aTBEp/KEHHS NOKyMEHTa pO3MOPSIAYMM aKTOM
Ha JIOKYMEHTI 3a3HayaeThbes rpud 3a Takoro hopMolo:

3ATBEPDKEHO

Hakas JIJJAKM

Bin 20.04.18 Ne 15

14.12 ['pud 3arTBepmKeHHsS PO3MILLYETHCA Y MPAaBOMY BEPXHBOMY
KyTKy TEpIIOro apkKyIlla JOKyMeHTa.

14.13 JIOKyMeHTH, [0 BHMMAararmOTh OCOOJIMBOTO 3aCBIMYEHHS IX

CIIPaBXXHOCTI, CKPIILTFOIOTHCS I1€4aTKOIO.

['epOoBOIO mEYaTKOW 3acBiqUYIOTHCS MIANHCH pexTopa AKazneMmii, HOro
IIPOPEKTOPIB BIINOBIAHO 10 PO3NOALNTY OOOB’A3KiB i HAJEXHICTIO 10 IHTaHb,
IO MOPYIUNYIOThCS B JOKYMEHTI.

KpiM TOro, 3acrocyBaHHs IleyaTKM HeOOXiZHO Yy BCIX BHIIaaKax
3acBiUeHHs mpaB (i3WYHMX i IOpMAMYHHX 0Ci6, yCTaHOBIEHHs (aKTis,
IIOB'I3aHUX 3 BUTPaYaHHSM KOIITIB i MaTepiaibHUX LIIHHOCTEH, a TaKOX Ha
HOJIOKEHHAX MMAPO3ALTIB, CTaTyTax MigBIIOMYMX OpraHi3alil, 1OBIPEHOCTSX,
IOroBOpax, MOCBIAYEHHSIX.

[IpuMipHHUi Mepenik iHIMX JOKYMEHTIB, SKi HEOOXiJHO CKpIIUIIOBATH
rep6oBOIO MeYaTKo¥0, Bu3HadaeTses JINAKM Ha mifcTaBl YAHHUX HOPMaTHBHO-
[IpaBOBUX aKTiB (momaTok 3).

[TeyaTky TpebGa NpOCTaBIATH TaKMM YHMHOM, II00 BOHA 3aXOILIIOBala
OCTaHHI KiJIbKA JIiTEp HaliMEeHyBaHHsS IOcCaa¥ OCOOH, sKa MiANKcana JOKYMEHT.

15. AapecyBaHHS AOKYMEHTIB

15.1 JIoKyMeHTH aipecylOoThCsl yCTaHOBI, il CTPYKTYPHHUM Higpo3inaM abo
KOHKpETHif mocafoBili ocobi. Y pasi anpecyBaHHs HOKYMEHTa yCTaHOBI abo ii
CTPYKTYpHOMY IiZpo3IiTy 6e3 3a3HaYeHHs MOCaIoBOi 0COOM iX HalMEeHYBaHHI
IOJAIOTECS Yy Ha3WBHOMY BIAMIHKY, HAIPHKIIAL:

MinictepcTBo OcBiTH | Haykd YKpaiHu MiHicTepcTBO I0CTHLIT YKpalHu

JlemapTaMeHT €KOHOMIKH 1 (hiHaHCYyBaHHs

SIKIIO JOKyMEHT HAJCHJIAEThCS IOCaNoBii 0co0i, HalMEeHYBaHHS
YCTaHOBM 3a3HAYAEThCS y HA3MBHOMY BiJIMIHKY, @ Iocaja i Mpi3BHIE
ajipecata - y JaBaJlbHOMY, HampUKJIaL:
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MiHnicTepcTBO OCBITH i HAyKH YKpainu

JlenapTaMeHT eKOHOMiKH i pinaHCyBaHHs HauanbHuky

(Bnacue im’s TTPI3BHILLE)

Y pasi anpecysanns jokymenta pekropy JIIAKM a6o Horo sactymuuxy
HaliMeHyBaHHS YCTAHOBH BXOIMTB JIO CKJajly HaiiMeHyBaHHs MOCaau ajapecara,
HanpHMKIaN:

Pexropy JITAKM
(Bnacue iM’s TIPI3BUILIE)

V pasi notpebu B peksisuTi "Anpecar" MOXYyTb 3a3Ha4aTHCA IOYECHE
3BaHHs Ta BYEHWU CTYIIiHb.

SIKIO JOKyMEHT aJlpecyeThcsi 6araTboM —OIHOPIAHUAM oprasizauism,
azpecata HEOOXiTHO 3a3HaYaTH y3arajJbHEHO, HAIIPUKIA:

['eHepallbHUM JTUPEKTOPaM BUPOOHUYUX 00'€HAHB, AUPEKTOPaM
HiATIPHEMCTB 1 KepiBHUKaM OpraHizawii

JIOKyMEHT He IIOBMHEH MaTH Oinblle 4OTHPHOX ampecariB. CloBo
"KOIis" IIepej| 3a3HAYEHHSM JPYroro, TPEThOTO, HYETBEPTOTO anpecariB He
CTaBUThCA. Y pasi HajCHIaHHS AOKyMEeHTa OUIbII SIK YOTUPHOM ajpecaram

CKJIaJa€ThCsl CIMCOK HAa PO3CHIKY i Ha KOXXHOMY MOKYyMEHTI 3a3Ha4a€ThCA
TUIBKH OJIMH ajpecar.

15.2 Jlo pexsizuTy "Anpecar" Moxe BXouTH ajpeca. Ilopsmox i ¢opma
3aIiCy BiZOMOCTEM MpO ajpecy YCTaHOBM TNOBMHHI Bi/MOBiAATA IIpaBHiIaM
KOPHCTYBaHHS IIOLITOBHM 3B'S3KOM.

[ToBHa ajpeca 3a3HA4YAETBCS y pa3l HAJCWIAHHS OKyMEHTa pa30BUM
KOPECIIOHAEHTaM, HalpUuKIa:

Penakiist xxypHaiy "®iHaHCH i KOHTPOJIB"

252110, MCII, Kuis-110,

Bys. CosoM'ssHCBKa, 24

vy pa31 HaJICWIaHHS OJOKYMEHTa TpOMalsHHHY CIIOYaTKy 3a3HAYaA€EThCA

Npi3BUILEe Ta iHiNiaNy oJep)KyBaya IMOIITOBA ajfpeca, HapPUKIaL:
IBaHOB IBaH IBaHOBMY
Byin. Kuisceka, 123, kB 45 M. KuiB

KuiBcbka 00JI.
12345




Anpeca oziepxyBaua, Inaekc
[Metpos ITerpo [eTpoBuy

Byn. JIbBiBCbKa, 67

c. Jlyrose

Bponiscekuii p-H JIbBiBCbKa 061
56789

16. Pe3oaronis

16.1 Pe3ommonis - Iie Ham|C Ha TOKyMeHTi, 3pobnenuii pexropom JIJTAKM,
IO MICTHUTH BKa3iBKM LIOJO BUKOHAHHS JOKyMEHTA.

16.2 Pe3omonisi cKiIafaeTbes 3 TAaKMX EJIEMEHTIB: Mpi3BUILE BUKOHABI
(BUKOHABIIIB), 3MIiCT IOpyY€EHHs!, TEPMiH BUKOHAHHsI, OCOOUCTHH MiJIKC PEKTOPa,
nata. Y pasi KOJM JOpydYeHHs JAHO KiIbKOM II0CaJOBHM 0c00aM, TOJOBHHAM
BHKOHABIIEM € 0co0a, 3a3HaueHa y AOpPYYEHH] NEepLIoko,

SKIIO B JOKYMEHTI He oOyMoBIeHO iHmie. [l BUKOHaHHS NOpYYeHHs iH
HA/[a€ThCsl MPABO CKIMKATH iHIIMX BHKOHABIIB i KOOPAMHYBATH ix poGoTy.

16.3 Ha moKyMeHTax 3 TepMiHAMH BHKOHAHHs, SKi He MOTPeOyIOTh
JIOaTKOBUX BKa3iBOK, y PE30IIOLi] 3a3Ha4acThCs: BMKOHABEIlb, IIANKC aBTOpa
pe3oronii, aara.

16.4 Ik mpaBuiO, Ha JOKYMEHTi NMOBMHHO OyTH He Oimblue oOnHI€l
pesomonii. IHmi pe3onmronii MOXIIHBI TiIBKM TOAI, KOIH € HEOOXiIHICTh
meTamizalii =~ NOpAAKy  BHKOHaHHS  TOKyMeHTa. Pesomolis  IOBHHHA
TIPOCTaBIATHCS O€3IOCepe/IHEO Ha JOKYMEHTi, HIDKYe PpeKBisuty "Anpecar”,
TapajenbHO IO OCHOBHOTO TEKCTy. SIKIIO Micus Ansi pe3oiolii HEeJOCTaTHEO,
fi MOXHa IPOCTAaBIATA Ha BUIBHOMY BiJl TEKCTy MiCIi y BEpXHi¥ YacTHHI
JUIBOBOro GOKy IMEpIIOro apKylla JOKyMEHTa, ajleé He Ha MOJi JIOKYMEHTa,
mpu3HadeHoMy UL MiJAUIMBKM. HarwcaHHs pe3omoLii Ha OKpEeMHX apKyIlax
abo cIeliaJbHUX OJaHKaX JOMYyCKaeTbCs Yy pasi, KOJNM JOKYMEHT IIAJIArae
IOBepHEHHIO ab0 JeTali3yeThCs MOPSIOK BHKOHAHHS JOKyMEHTa Ta
YTOYHIOKOTHCSI BHKOHABIII.

17. OdopmiaenHs Komiii TOKyMeHTIB

17.1 Komisi TOKyMeHTa - BiITBOpEHHs BCiX PeKBi3WTiB JokymeHTa. Komis
JIOKYMEHTa BUTOTOBJISETHCS | BUIAETHCS TUIBKH 3 JO3BOIY PEKTOPa JITAKM a6o
KepiBHMKA Bi/MOBiJHOrO CTPYKTYPHOTO ITiIPO3.ILITY .

- BUIOTOBIISETHCS i BUOAETHCS B iHII opraHisamii i yCTaHOBU 3 JO3BOIY
pexropa JITAKM.

B JIIAKM MoXyTh 3acBia4yBaTHCs KOIii TUIbKH THX JOKYMEHTIB, fKI
CTBOpEHi Oe3mocepeaHbO B Hii.
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Konis HaOyBa€ IOPUAMYHOL CHJIH JiMLIe y pa3i 11 3acBiqueHHs B YCTaHOBJIEHOMY
nopsiaky. Hanue npo 3acBinueHHs komii 1OKyMeHTa ckiafaeThest 3i ciiB "3rigHo
3 opuriHaiom",

HaliMeHyBaHHs Mocaid, OCOOMCTOro miAmucy ocobu, sika 3acBimdye Komito, ii
BJIACHOTO iMEHi Ta Mpi3BUILA, AaTH 3aCBiAYEHHSs KOIIl Ta MPOCTABIAETHCA HUKYE
peKBi3uTy nokyMenra "Iligmuc", Hanpuknan:

3rinHo 3 opuriHanoM [IpoBigHui cnemiamict

BIAAUTY opraHizaiii ai1oBocTBa

ITizmuc  Buacue im's [TIPI3BUILE [ata

Hamuc mpo 3acBimuenHs komii ckpimmoerscs mnedatkoro JIJJAKM (Ges
300paXkeHHs repba) abo MEeYaTKOK CTPYKTYPHOIo IiApo3ainy (KaHIemspis,
BUIIUT KafpiB, Bimgin Gyxranrepcbkoro o6iiky Ta (iHaHCOBOI 3BITHOCTI TOIIO)
JIIAKM (3a HasBHOCTI).

Ha xomisix NOKyMeHTiB, WIOA0 SKMX 3MiMCHIOETBCS BHIMKa,
3a3HAYArOTHCS HaMeHyBaHHS [MOCAAM OCOOM, sKa 3acBiguuia KOMiro, il
OCOOMCTHMH MiANHMC, [aTa 3acBiMYeHHS Ta BiIOHUTOK
nevatku JITAKM abo xanmenspii, HampHKIaz:

3rifHO 3 OpHTiHAIOM

IIpoBinHuU# cremiaict .

KaHIesIpil ITigmuc Bnacue iM's ITPI3BUILE
BimouTok mneuatku JITAKM a6o kanuemspii (3a i HassBHOCTI)
Jlata

V Bumankax HaJCHJIaHHS KOINiM JOKYMEHTIB 4epe3 CHUCTEMY €JIEKTPOHHOL
B3a€MOJIii OpraHiB BUKOHABYOI BJIajM, HAJCHIAaHHA KOIIH JOKyMEHTIB KIJIBKOM
agpecataM (pO3CHJIKa) Ta B IHIIMX BHIIAJKaX, MepenbayeHuX IHCTPYKIIEKO 3
JITOBONICTBA, 3aCBiM4YEeHHs MallepOBUX KOMIN JOKYMEHTa 3[iHCHIOIOTH 3rifHO 3
BUMOTaMHM iHcTpykuii 3 naimosoacta JITAKM.

ITig yac BUpilIeHHS MTUTaHb PO MPUHHATTA TPOMasIH Ha poOOTy, HaBYaHH,
3acBiqUeHHs IX TPYHOBHX, J>KUTIOBUX Ta IHIIMX IIpaB, a TaKoX IiJ dYac
dbopMyBaHHS 0COGOBHX CIIpaB IIPAlliBHUKIB yCTAHOBA MOXE BUTOTOBIISITH KOIIi
JOKYMEHTIB, BUJAHAX IHIIMMH yCTaHOBaMH (KOIii AUILIOMIB,

CBiZIOLTB IIPO OJEpXKaHHS OCBiTH TOLIO).

17.2Komiss [MOKyMeHTa BUTOTOBISETHCS PYKOINMCHUM, MAIIMHOIMHACHUM
criocobamu a6o 3acob6amm omeparuBHoi mnoiirpadii. ITix Yac BUrOTOBICHHS
KOmii pYKONMMCHMM i MAIIMHONMCHUM CrIocobaMd  TEKCT  JOKyMEHTa
BiITBOPIOETHCS ITIOBHICTIO, BKIIOYAIOYM €JIEMEHTH OnaHKa, i 3aCBiz[q)feTch
MiAMHCOM NocagoBoi 0CO6H, fKa MiATBEPIKY€E BiAMOBITHICTH KOITii OpHUIIHAIY.

Binmitka “Komis” 3a3Ha4a€Thesl Y BepXHil MpaBidl YacTHHI JHLBOBOTO 60Ky




Tepuoro apKyila J0KyMeHTa. :
Hanuc mpo 3acBiaueHHs NOKYMEHTa CKIIaJ@E€ThCsS 13 CiioBa “3rigHo”,

HaliMeHyBaHHs TOCaH, 0CcOGHMCTOrO MiAnmucy 0cobw, ska 3acBiA4y€ Komilo, ii
imiliany Ta Npi3BHILA, JaTH 3aCBIIMEHHS KOMII 1 MPOCTABIAETHCSA HIMHE

pexgizuty “ITianuc”, HanmpuKiam:

3riiHo 3 OPHTiHAJIOM
HauanbHHK BiIaiTy Kajapis (miamuc) (Bnache iM’4

[PI3BUILE) [ara

Ha Komisix BHXiJHMX NOKYMEHTIB MaioTh OyTH Bi3W MOCaJOBHX ocib, 3 IKUMHU
BOHH
[IOrOJKEHI, Ta Bi3¥ BHKOHABIIIB; HAIKC IPO 3aCBIIYEHHS JTOKYMEHTA, 3aBipeHHH

MEYaTKOIO 3 HaiMEHYBaHHSAM BiJIOBIJHOI yCTaHOBH (serepboBoro) abo il
CTPYKTypHOro minpo3niny (kaHuenspii). Komist 1oKyMeHTa MOBMHHAa MaTH BCl
BHIIPaBIIEHHs, 3pOOJIEHi B OpHIiHAII.

IIpy mepecuIaHHi Komii B iHmI ycTaHoBH abo BHadi Ha PYKA OKpEMHM
ocob6aM BOHA 3aBips€ThCS MPALiBHAKOM IIiAPO3ILTy, LIO BHIAB Komito, Ta
3acBiMUyeThCs rmevyarkoro kanuesspii JJAAKM.

ITix yac oopMiIeHHS KOMii JOKyMEHTa, IO CTOCY€ETHC 0COOHUCTUX IIpaB
Ta iHTepeciB rpoMaisiH, Ha MOKYMEHTI, 3 SKOrO 3HATO KOII0, POOUTHECS
[03HayKa, KOMY i KOJIM BOHAa BHJaHA.

18. OdopmiieHHs A0AaTKIiB 10 AOKYMEHTIB

18.1 TomaTKud MONOBHIOIOTH, IIOSICHIOIOTH OKpeMi NHTaHHS JOKyMEHTa
260 DOKYMEHT B IinoMy. IIpo HasBHICTh JOJATKIB 3a3HAYAETHCS Y TeKCTi abo
micyis TEKCTy AOKyMeHTa mepel minmucom. HasBa nonpatka y TEKCTI TOKyMEHTa
[IOBUHHA BIJMOBiZaTH Ha3BI camMoro IojaTka.

18.2 JlomaTku IO JOKYMEHTiB MOXYTb OyTH TPbOX BHIIB:

JOMATKA, ILIO 3aTBEPIKYIOThCA 200 BBOJATHCS B IO POSIOPSITIAMU

JIOKyMEHTaMH (JOJATKH O PO3MOpSATINX JIOKYMEHTIB);
JOATKHA, IO TOSACHIOITH ab0 NONMOBHIOIOTH 3MICT OCHOBHOIO JOKYyMEHTa;

JOATKH, LI0 € CAMOCTIMHAMHM JOKYMEHTaMH 1 HaJCHIIAIOThCS i3 CympoBIIHUM

JIICTOM.
JlomaTky MOBUHHI OQOpPMIATHCS Ha CTaHIAPTHHMX apKyllax i mMatu BCi

HeoOXi/Hi 11 KOHKPETHOTO BHAY JOKYMEHTa PEKBI3HTH.
Y posmopsmdoMy JOKYMEHTi BiOMOCTI PO HasBHICTH JOJATKIB
3a3Ha4arOThCS Y TEKCTi, HAIIPUKIIAL:

~ "Po3pobUTH i mojaTH Ha 3aTBEPKCHHS TEMH [UIIOMHHX pobiT Ta iX
KEPIBHUKIB 3a (OPMOIO, 3a3HAYEHOIO Y HOAATKY

JomaTkd 10 pO3MOpSAAYOro JOKyMEHTa MOBMHHI MaTd BiAMITKY 3
TNOCUJIAaHHAM Ha Lieil po3Nopsaauuil JOKYMEHT, Horo jaaTy i HOMep. BinmiTka
pOGUTECS Ha BEPXHHOMY IPaBOMy IIOJIi MEPLIOro apKylla JoJaTKa, HalpHKIai:
Jlomarok
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no nakasy JIIIAKM Bin 20.04.2018 Nel5

VYV pasi HasBHOCTI KiJIBKOX JIONATKiB, HA HHUX 3a3HAYAIOTHCS MOPSAAKOBI
HoMepH, Hanpuknan: Jlonarok 1, Jlonatok 2 rtowo. 3nak Ne mepen
UHPPOBHM NO3HAYEHHSM HE CTABUTHCS.

JlonaTkn 1o  poO3NOPSAYMX  JOKYMEHTIB MOBHHHI MiANUCYBaTUCh
KEPIBHUKAMH CTPYKTYPHHMX IMiJPO3AiMTiB yCTAHOBM HA JMLbOBIH CTOpOHi
OCTaHHbOIO apKyllla J0JaTKa.

BizomocTi mnpo HasBHICT HomaTKiB 10 IJIaHiB, 3BiTiB, NPOTOKOIIB,
TOBIIOMIIEHb, JIHCTIB TOWIO OQOPMIAIOTECS Yy TaKOMY MOPSOKY:

SAKIIO NOKYMEHT Ma€ NONATKH, IIOBHA Ha3Ba SKUX HABOIOWTBECS y TEKCTi, TO
BIAMITKa [PO HASBHICTh NONATKIB 0hOpPMIISIETECS 328 TaKOK (OPMOIO:

Honarok: Ha 5 apk. y 2 npum.;

AKIO NOKYMEHT Ma€ MOJATKM, TOBHA HA3Ba SKUX HE HABOAMTHCA Y TEKCTi, TO
IX HEOOXiTHO MepemiYuTH micis TEKCTY 13 3a3HAa4YEHHSM KiJTbKOCTI apKyIIiB y

KOXXHOMY JOJATKY Ta KiTbKOCTI IX NPUMIPHHKIB, HAIPUKIA/:
1. JloBizKa JNiKapchKO-KOHCYNBTaTHBHOI KoMicii 1 Micekoi mikaphi Ne _
Honatku:  BIX Big «__ » 2021 p. Ha 1 apk. B 1 npum.
2. 3asBa cTynenTa Kapnauosa O.51. Big « » 2021 p. Ha 1 apk. B 1
IIPUM.;
SKIIO 1O OOKyMEHTa MOJA€ThCs IHIIWH JOKYMEHT, IO Ma€ IONAaTKH,

TO BIAMITKa IIPO HAsABHICTH HOHATKA 0pOpMIISIETECS TaKUM YHHOM:

_BucHoBOK excnepTHOi KoMicii 25.01.21 Ne 4 i 1ogaToOK 4O HHOTO, BCHOTO
- JlomaTok:

21 apk. y 2 mpum.;
SIKIIO NOAATKU 30pOLIypOBaHi (KHHUIH, )XYPHAlH), KUIBKICTh apKyIIiB He
3a3HaYa€ThHCS;
IPU BEJIMKIH KUIBKOCTI JOJATKiB HAa HUX CKJIAJAE€TBCS OIKC, a B CaMOMY
JIOKYMEHTI ITiCJISI TEKCTY 3a3Ha4a€ThCs:

JonmaTok: BIATOBIAHO IO ONKCY H a apk.;

AKIIO JOJATOK HAJCHIA€TECS HE 3a BCIMA 3a3HAYCHHMH Yy JOKYMEHTI
afipecaMy, BiAMITKY IpO HasBHICTh JOKyMEHTa O(QOPMIISIIOTH 32 (GOPMOIO:

Jlomatok: Ha 5 apk. y 2 npuM, Ha Nepiry aapecy.

Yci mopmatkd 10 JOKYMEHTIB Bi3ye MpalliBHUK, KW CTBOPUB JAOKYyMEHT,
Ta KEpiBHUK CTPYKTYPHOTrO [MiAPO3Iily IOpPUAMYHOI OCOOH, Yy SKOMY HOro
CTBOPEHO.
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19. Po3MHOXEHHS JOKYMEHTIB

19.1 TMopsnok PO3MHOXEHHS JAOKYMEHTIB 3aco6aMH PO3MHOXYBAIBHOI
texnikn BuszHauaetbes pekropoMm JIJIAKM, a HeobXiaHICTh pO3MHOMXEHHS
OKPEMHX JOKYMEHTIB - KepiBHUKAMH CTPYKTYPHMX MiJpO3.iiiB.

19.2 PO3MHOXEHHS HEBEIMKHX 3a 00CSroM JIOKYMEHTIB MOXe
3MIHCHIOBATHCH  Ge3MocepelHb0  CeKperapeM 3a  JIONOMOrow  3acobiB
OprTeXHiKH, iCHyIOUMX Ha HOro po6odoMy MicHi.

19.3 PO3MHOXEHHS BENMKHX 3a 0OCSAroM IOKyMEHTIB 3/iHCHIOETHCA
crieniani3oBaHUM MiAPO3ILIOM.

20. MiaroToeka Ta opopMiIeHHs TOKYMEHTIiB 10 3acilaHb
KoJieriaJbHHUX OPraHiB
20.1 3acimaHHs KoOJerialbHHX OpraHiB IMpPOBAIATHCS BiANOBINHO MO
3aTBEP/DKEHUX IUIaHIB IX poOOTH Ta B Mipy IOTpPeOH.

YV miaHi po6OTH KOJEriambHOro OpraHy 3a3HAYa€eThCs 3MICT IHTaHb,
JaTa po3IJisAxy, Mpi3BHINE [OMNOBifaya Ta HadMeHyBaHHSA CTPYKTypHOIO
HipO3MiNy, SKMH TOTY€e JOKYMEHTH /s PO3IJIAAY KOJErialbHIM OPraHoM,
TepMiH TOJAHHS JOKYMEHTIB.

KepiBHUKH CTPYKTYpHHUX HiAPO31iiB 32aBYaCHO ITOAAIOTE U1 BIJIFOYCHH 110
IaHy POGOTH KOJETIalbHOrO OpraHy Nepeiik NHTaHb, AKi BOHH BBAXAIOTH 32
HeoOXifjHe PO3IISAHYTH Ha oro 3acimanHi. Jlo Tepesiky [NOAA€ThCA JOBiIKa
PO MOTHBM BHECEHHS NHUTAHHS Ha PO3IJISA[ KOJIETIalbHOrO OPraHy.

20.2 JIoKkyMeHTH 3 IIMTaHb, IO BHOCATBCS Ha PO3IILAL KOJIEr1aJIbHOr0
oprady, MOBHHHI IIOJaBaTUCs He mi3Hime HX 3a S5 mHiB go 3aciganss. L
JOKYMEHTH BKJIFOYAIOTh:

JIOTIOBIAHY 3amUCKy (afpecoBaHy KOIeTiaJbHOMy Oprady), B sKii
pYHTOBHO BUKJa/eHi MATAHHS 3 BMCHOBKAMH 1 MPOMO3HIISAMH;
IIPOEKT PIllTEHHs KOJETiaNbHOTO OpraHy, a y pasi HOTPeOH i IPOEKT HaKasy;

IOBiIKy IpO MOTOMKEHHS INPOEKTY i3 3alHTEPECOBAaHHMHU
CTPYKTypHMMH IiZpO3MiTaMi Ta HIIMMH yCTaHOBAMH;
CIMCOK 0cCi6, SIKi 3aIpOINyIOThCS HA 3aCifJaHHS KOJIETIAbHOTO OpraHy.

20.3 IIpo KoXHe 3aciJaHHs KOJETIalbHOrO OpraHy CKJIaJa€ThCs IPOTOKOIL,
KM 0OPMIIAETHCS BiATIOBIIHO IO MpPaBHUIL

JIoKyMeHTH, MiATOTOBIEHI Ha PO3IVIAN KOJEriallbHOro OpraHy, a TaKoX
OOMH MpUMIPHHK IX KoMl 306epiraloThcs y CeKpeTaps-pedepeHTa abo B
IPOTOKOJIBHIi YACTHHI KOJETiaNbHOrO OpraHy 3 KOXXHOTO 3aCilaHHs OKPEMO.

20.4 Y pasi mpoBemeHHS 3aKpHTOrO 3acCiJaHHs KOJIET1aJIbHOTO OpraHy
(3akpuTOoro  OOrOBOpPEHHS  OKpEMHX [UTaHp) MIArOTOBKA JOKyMEHTIB
3iACHIOETBCS 3 JOTPMMAHHAM YCTaHOBJIEHMX MPABHJI POOOTH 3 NOKyMEHTaMH
00MeXEeHOro JIOCTYILY.

20.5 BianoBifaneHicTh 3a cBO€YacHy Ta SKiCHY MiATOTOBKY JOKyMEHTIB 110
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3acinaHb KOJEriaJbHOrO OpraHy TMOK/IA/@€EThCs Ha KEpiBHMKIB  BilMOBiXHUX

CTPYKTYPHHX MiaPO3AiNiB yCTAHOBH.
20.6 Cekperap-peepeHT KOJEriajbHOro opraHy KOHTPOJIFOE CBOEYACHICTh
nofiaHHs NOKYMEHTIB Ha PO3MVISA Ta MepeBips€ iX HasBHICTb 1 MPaBHIBHICTH

0OpPMIEHHS.

Y pasi mopylleHHsI BCTAHOBICHOTO MOPAIKY MiArTOTOBKA JIOKYMEHTIB 0
PO3IIISAY KOJEriabHOTO OpraHy —CeKperap-peepeHT JONOBifae KepiBHHKY
KOJIETIAIbHOTO OpraHy, SKWil BUpilllye, 9u Oyne Lie NMUTaHHA pO3rIsAdaThCs Ha
3aciiaHHl, 4u Oyne 3HsATE 3 NOPAIKY JEHHOTO.

20.7 Ocobu, sKi ofep)Xand NMpPOEKTH pilleHHs Ta iHII JOKyMEHTH, [0
3acilaHHs KONETiabHOTO OpraHy yBaXHO ii BMBYArOTh i y pasi morpeGH 4iTko
GOpMyITIOIOTh CBOI 3ayBa)X€HHS i IPOMO3MILII.

21. IPUAMAHHSI, PO3IJIS I PEECTPALISL JOKYMEHTIB
NPUMMAHHS JOKYMEHTIB

21.1Bci pmoxymenTtn, mo Hamxomste mo JIHAKM, y ToMmy YHUCII
cTBOpeHi 3a jomnomororo ITK, mpuiMaroThCs LEHTpali30BaHO B KaHIEeJSIpil.

212V xaHnenspii poO3KpHBAaIOTHCS BCl KOHBEPTH, 32 BHHATKOM THX,
10 MaloTh HaIuc "0COOHCTO peKTopy".

Y pasi IOIKOMXEHHS KOHBEPTa POOUTHCS BiIMITKa y IOIITOBOMY
peecTpi.

KonBeptH 30epiratotbcsi i JONAlOThCS N0 MAOKYMEHTiB y pasi, KOJIH
JUIe 3a KOHBEPTOM MOXKHA BCTAHOBHUTH a[peCy BiNNPAaBHUKA, Yac BiAIPaBICHHS
Ta OflepKaHHs JOKyMeHTa ab0 KOJIM Y KOHBEPTi BIACYTHI OKpeMi MOKYMEHTH 4H
BCTAHOBJICHO HEBIIMOBIMHICTE HOMEPIB JOKYMEHTIB HOMEpaM Ha KOHBEPTI.

21.3 HenpaBUiIbHO othopmiteHi (Hemiamwucai, HEe3aCBiTUeHi),
NOIKOMKEeHI abo HamicdaHi He 3a aJpecol0 JOKyMEHTH IIOBEPTAIOTHCS
BiMpaBHUKY ab0 IIEPECHIAIOTECS aIpeCaToBi.

VY pasi BigcyTHOCTI JOJATKiB, 3a3Ha4YEHMX y JIOKyMEHTI, abo OKpeMHX
apKyIIiB, a TaKkoX 3a HAsSBHOCTI MOMWIOK B O(QOpMIIEHHI INOKYMEHTa, IIO
YHEMOXJIMBIIIOE HOr0 BUKOHAHHS (Bi[CYTHICTH ImiIIUcy, BIAOWTKA II€YaTKH,
rpudy 3aTBepIKEHHS TOIIO), NOKYMEHT He PEECTpPYEThCs 1 MOBEPTAETHCS
BiZNIPaBHUKOBI i3 3a3HAYeHHAM NPUYMHHM MOBEPHEHHsS Ta TMOBIJOMISETBCS IPO
NMOBepHeHHsI JOKyMeHTa TemedoHoM. IIpM LbOMy BiJTPABHUKOBI MOXeE
HaJICUTAaTUCS [MCBMOBMII 3alAT, y TakoMy pasi Ha JOKYMEHTi pOOHTECA
BIANOBiNHA BiMiTKa i3 3a3HaueHHsAM jaTé 3amuTy (PO3MOBH TeneoHOM),
nocagy Ta Mpi3BUIIA 0cOOM, fAKiA 3po6JeHO 3amuT, MiAIUCY, po3uHdpyBaHHA
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mianucy ocolu, fika 3MINCHWNA 3amnuT.

21.4 Bei  poxymentd, mwo Hapikwan g0 JIIAKM,  nignsraore
060B'SI3KOBOMY MONEPEJHBOMY PO3IIIsAY.

TMonepenniit  po3risa  BCiX JIOKyMeHTIB 3MIHCHIOETBCS  3aBiTyBayeM
xanuenspii JITAKM, TeneoHorpamMu - cekperapeM-pepepeHTOM peKTopa.

21.5 MeTOI0 TMONepeIHbOro po3riisigy AOKYMEHTIB € MiAroToBKa iX Ha
06oB's3k0BHit posrisin pextopa JITAKM, Bu3HaueHHs HEOOXiAHOCT peecTpatiii
JOKYMEHTIB, a TaKOX BCTAHOBJICHHS TEPMiHIB BHKOHAHHS JIOKYMEHTIB, SKi
TepeNaroThesl CTPYKTYPHHM MiAPO3aiaM UM Oe3rocepeHiM BUKOHABLIAM

21.6 Tlomepenniit po3rasiy JOKYMEHTIB MOBHHEH 3[1MCHIOBAaTUCh Y OE€Hb
oznepxaHHs abo B

nepiMii poGounii eHp y pasi HaIXOMKeHHs iX y Hepobouwmid yac. JlopydeHH
OpraHiB BHILOTO PiBHS, TeNerpaMM, TejepOHOTpaMH PO3IJIANAIOTHCS HEraiHo.

Y pasi HaaXxomKeHHs NOKyMEHTIB y CKaHOBaHid ¢opmi IX iHbOpMalIlio
PO3IPYKOBYIOTh Ha Ilallepi i3 MPOCTaBICHHAM Ha BEPXHBOMY IIOJI JOKyMEHTa
Haanucy "OTpumaHo B eleKTpoHHIH ¢opmi”.

21.7 KepiBHMKY yCTaHOBM Bifpa3dy MiCls peecTpauii IMepeNaroThCs aKTH
3aKOHOJABCTBA, HOpy4eHHs IIpeM'ep-MiHicTpa YKpaiHH, 3allMTH 1 3BEPHECHHI
HApOJHUX JeMyTaTiB YKpaiHW, iHIIA KOPECNOHJEHIis, [0 HaIXOIUTh BII
OpraHiB BHINOrO piBHsA. 3aKoHM YKpaiHu, mocraHoBH BepxosHoi Paxu VYxkpaiHy,
Ka6inety MinicTpiB YkpaiHH, HOPMATHBHO-IPABOBi aKTH OPraHiB BHKOHABYOI
B[y, pillleHHS OpraHiB MiCLIEBOTO CaMOBDsAyBaHHs, a TaKOX HaWBaXKJIUBIIIi
IOKYMEHTH, Ki MiCTAT iHhOPMaLilo 3 NPUHIKUIIOBUX MUTaHB HistibHOCTI JITAKM
i moTpeOyroTh BHpIIIEHHS KEPIBHULTBOM, PO3IJISJAlOTECS IE€pIIOYEProBo.
TepminoBi mopydenHs BepxoBroi Panu Vkpainn, Anminictpauii IIpesunenta
Vkpaiau, KaGinery MinicTpiB YKpaiHd, ypsfoBi Telerpamu, Hakasd, IIHMCTH
MOH Vkpaimm Ta MiHicTepcTBa KyJNbTypH Ta CTPATETi4HUX KOMyHIKallii
Vkpaiau poctaBisirotbes pextopy JIHAKM Heraiimo. VY pasi HamgxoIDKEHHs
TepMiHOBOT KOPECIIOHEHIIii 3aBifyBad KaHUENsApil 4K iHIAa 0coba KaHuemspii
IpU3HAYeHa HAM B yCTaHOBJEHOMY IIOPSAKY HEraiHO INOBOAWTE IO Bifoma
NpeACTABHUKIB MiApO3MiniB a6o oci6, s SKMX [PU3HAYAITECS CILyXOOBI
JOKYyMEHTH.

22. PeecTpanisi JOKyMeHTIB

22.1 PeecTpariis JOKyMeHTa - Le OikcyBaHHs (GaKkTy CTBOpEHHS abo
HAaOXO/UKEHHS JIOKyMEHTa IUISXOM IPOCTaBI€HHs Ha HBOMY YMOBHOIO
NO3HAYEHHS - PEECTPALifHOrO iHEKCy 3 MONATBIIMM 3alIUCOM y PEeecTpaliffHIX
bopMax HeoOXigHMX BiOMOCTEH MPO JOKYMEHT.

PeecTpallis JOKyMEHTIiB TpOBagUMTLCS 3 METOK 3abe3NedeHHs 1X 00Ky,




24

KOHTPOMIO 32 BUKOHAHHAM 1 OMEPATUBHUM BUKOPHCTAHHAM  HASBHOL
noKyMeHTax indopmauii,

B

22.2 Micuem peectpauii JOKyMeHTiB € kauuenspis JIJAKM, B sxiit
niansraloth 06oB’s3koBil peectpalii Bci gokymentn JIJAKM, sk Ti, mo
cTBOpIOOTHest 1 BukopucToBytoThest B JIIAKM, Tak i Ti, 10 HagxXomsaTe Bin
{HIWIMX YCTAHOB i IpOMajisiH, OKPiM JNOKYMEHTIB, IO He MiAJsraloTh peecTpalii
kauuenspieto. [Nepenik QOKyMEHTIB, 10 He MIAralOTh PEECTPaLlil, HAaBENEHO Y
nonatky 3.

MicueM peectpanii DOKyMEHTIB TaKoX BHCTYNAIOTh: BIAAUT KajpiB -
OO JOKYMEHTIB, IIOB’S3aHUX 3 KaJpOBOK CiIyx 000 (Haka3u Mo ocoboBOMY
CKJIany, AOBIAKH 3 MicCIsi poOOTH, MOBIIKH - MiATBEPKEHHS IIPO HAaBYAHHS 1O
BificbKOMAaTIB; BiIIiN KazpiB 3aBipse MiANMKMC TNpamiBHUKA, AOBIAKY 3 MicCls
poboTH, HakasM PO NPHUMHATTSA, MeEpeBEeAeHHS Ta 3BiIbHEHHS, BiIALI
Oyxrainrepcbkoro o6miky Ta (iHaHCOBOI 3BITHOCTI - IIOAO JOKYMEHTIB,
TNOB’S3aHMX 3 BHJAYE0 JOBIOK MO HApaxyBaHHS Ta BHILIATY 3apOOITHOI
IUIaTH, CTUNEHNiH; LIeHTp CTyIeHCHKMX KOMYHIiKaliii - IIOAO JOBIIOK PO
MiATBEPDKEHHS HAaBYaHHs CTy ISHTIB TOLIO; IpUiiMaibHa KOMICisd - TOTrOBOPHU PO
HaB4aHHs Ta migrorosky OINC «daxosuit Monoammii Gakanaspy, OC «bakamaBpy»
(«MaricTp») 3a paxyHOK KOIITIB OPHAMYHUX 200 (i3M4HMX OCiO.

[leHTpy CTyHEHTCHKMX KOMYHIiKalliii HajaBaTH KOmii Haka3iB IpoO -
3apaxyBaHHs, IIepeBe/IeHHs], BiJpaxXyBaHHs, MOHOBJIEHHS, 3MiHH Tpi3BHINA, IIPO
BiINpaBIeHHs Ta OBEpHEHHS 3 aKaJIeMBi/lllyCTKH, NepeBeJeHHA Ha HACTyIHUH
Kypc, HPHCBOEHHS KBanmidikalii CTyIeHTIB -X0 BiIiTy KanpiB, KaHUEISpIL -
HAIABaTH KOIMil Haka3iB 3 aJMiHiCTPaTHBHO-TOCIOAAPCHKOI pOOOTH, HaKa3iB, IO
[OB’S3aHi 3 BUTPaTaMM MaTepiajbHUX KOWITiB - [0 BiAALTYy OyXralTepChKOro
061iKy Ta (iHaHCOBOI 3BITHOCTI.

22.3OCHOBHMM IIPUHIIUIIOM pEECTpallii JOKYMEHTIB € OJHOKPAaTHICTb.
Koxunit nokyMmeHT peectpyerbest B JIJAKM nuine onuu pas: BXigHi - y HeHb
HaIXOMKeHHs, iHmi - micis po3rsiny pekropoM JITAKM, cTteoproBaHi - y J€Hb
mignucanHs abo 3aTBEpDKeHHs. Y pasilepenadi 3apeecTpPOBAaHOIO JOKyMEHTa
3 OIHOTO CTPYKTYPHOTO IiJPO3JiLTy B IHIIMKA BiH MOBTOPHO HE PEECTPYETHCSL.

22.4JIOKyMEHTH PEECTPYIOTHCS B MEXaX TPyl 3aJlE)XHO Bl Ha3BHU BUIY,
aBTOpa i 3MiCTy BiANOBIHO 10 3aTBEPIKEHOI HOMEHKIATYypH.

22.5 Tlig 4yac peecTpalii JOKYMEHTa HaJA€TbCs YMOBHE IO3HAYEHHA -
peecTpaliiHui iHIEKC, IKUH CKIAJAa€ThCA 3 TIOPSAKOBOrO HOMEpa B MeXax Ipynu
JIOKyMEHTIB, 110 PEECTPYIOThCS, i IOMIOBHIOETECS 1HAEKCAaMU 332 HOMEHKJIATYPOIO
Crpas.

22.6 B JIITAKM 3acTocoByeThCs Ky pHanbHa Gopma peectpauii JIOKyMEHTIB
(momarok 10).
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23. NMOPAAOK OBPOBJIIEHHS TA HAACUJIAHHSI BUXITHUX
JAOKYMEHTIB

23.1.Buxinni 10OKyMeHTH, y TOMY uHciti Burotosnei Ha [1K, 06po6asioTses
1 HANCHNAIOTBCA UEHTPANI30BAHO B JIeHb I1X OJEpKaHHS Bif CTPYKTYPHHUX
niapo3ainiB abo He Mi3Hille HACTYMHOro po6GOYOro JHS.

He nonyckaerbcs HaacunanHs abo mepepnada [IOKyMeHTIB Ge3 peectpaii
NOKYMEHTIB Y KaHUespil.

23.2.1Tin  uyac npuAMaHHA Bil BHMKOHABIiB BHXiIHMX JOKyMEHTIB
3aBilyBayeM KaHIEIApil 060B'I3KOBO MEPEBipAETHCA:

MPaBUIIBHICTE OQOPMIIEHHS TOKYMEHTA i pO3MIIIIEHHS Ha HBOMY BCiX

PEKBI3UTIB; IPAaBUIIBHICTD 3a3HAYEHHS AJPECH;
HasABHICTh YCIX HEOOXIOHMX MiAMKCIB Ha JOKyMEHTI Ta JOJATKax OO HBOTO;
HasIBHICTDb Bi3 Ha KOIIii JOKYMEHTa, IO 3aMIIA€ThCs ¥ CIpaBax

YCTaHOBH; HasiBHICTh Ha JOKYMEHTI BiIMiTKU IIpO OOLATKH;
BUITOBIZIHICTS KUTBKOCTI NPMMIPHMKIB KiNBKOCTi aJpecaTiB.

233.V pa3i HancuiaHHd KOPECHOHMAEHIIi MO IHIIMX MiCT, KpiM
HallMEHYBaHHS YCTaQHOBHW, MOCaAd Ta IIpi3BHINA ajpecara, CIiJ 3a3HadaTH
TO4YHY ajapecy (MiHiCTepcTBO KyJbTypH Ta CTpATErivHOI KOMYyHiKalii YKpainu,
JIyranceka fep>xaBHa aKaJeMist KyJIbTypH i MUCTeNTB, Byl I. @panka 19, M. KuiB,
KuiBcrka 06:1., 01601

23.4.Opurisany  Haka3iB IUIaHiB, 3BiTiB, MPOTOKOJNiB, TOLNIO -
3aJIUIIAIOTECS B YCTAaHOBAaX, SIKi € aBTOpaMM IMX JOKyMeHTiB. B iHmI ycTaHOBU
HaJICUJIAlOThCS 1X 3aBIpeHl KOIIi.

24. OPTAHI3AIIA KOHTPOJIIO 3A BUKOHAHHSIM
JOKYMEHTIB

24.1.YcraHoBa, BiINOBiJaJlbHA 3a BHUKOHAHHS 3aBIaHb, BH3HAYEHMX
3aKOHaMM YKpaiHd, noctaHoBaMud BepxoBHoi Pamgm Vkpainu, axramu
IIpesuaenra Yxpainu, Kabinetry MinictpiB Ykpainu, MinicTepcTBa OCBIiTH i
Hayky YKpainu, iX perioHaibHi BiJJIIIEHHS, OPraHiB MiCIIEBOTO CaMOBPSIIy BaHHSI
po3pobnsie  BiANOBiAHI IUIAHM 3axoXiB Ta 3JiliCHI0OE KOHTpoib 3a IX
BUKOHAHHSM.

24.2.BignopigHo 10 wmiei IHCTpyKmii KOHTPOMIO MiUIAra€ JOTPHUMAHHSA
CTPOKiB BUKOHAHHS 3aBJaHb, BHU3HAYEHHMX 3aKOHaMU YKpaiHH, [MOCTaHOBaMH
BepxoBHoi Pamu VYkpainu, akramu IlpesupeHta YKpaiHd, pillICHHAMHA
Ka6inery Minictpis Vkpainu Ta gopyueHHsmu Ilpem'ep- MiHicTpa YKpaiHH,
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CTPOKiB PO3IMIsAy 3amUTIB | 3BEPHEHb HAPOIHMX JEMyTaTiB Ykpaiuu, a Takox
CTPOKiB BHKOHAHHS YMPABNIHCLKUX pillleHb, MPHIHATHX 3a pesynsTaTamu
pO3MISNY 1HIIO! KOPECTIOHAEHLI.

24.3.BinnoBinanbHiCTh 32 BUKOHAHHS JOKyMeHTa HECYTb 0COOM, 3a3HayeHi
Y PO3NOPAIYOMY JOKYyMEHTi (Hakasi, pO3NOps/KeHHi, pilleHHi Towo),
pesomouii pekrtopa, Ta G6esnocepenHi BHKoHaBUi. Y pa3i KOMM IOKYMeHT
BHKOHYETBCS ~ KUIBKOMa MpaliBHUKAaMH, BiANOBiJaIbHMM 32 Opraisauiio
BUKOHAHHS (CKIIMKaHHS) € NPaLliBHUK, KUK y pe30NIoLii 3a3HaYeHUH MepIInMm.

24.4.Opranisanilo Ta 6GesnocepeHiil KOHTPONb 32 BUKOHAHHSAM 3aBLaHb,
BU3HAYEHUX 3aKOHaMH YKpaiHW, mocTaHoBaMH BepxoBHoi Pamu Vkpainm,
akTamu Ilpesunenta Vkpainu, pimennsmu Kabinery MimictpiB Ykpainu Ta
AopyueHHsiMu IIpem'ep-minictpa VYkpainu, MiHicTepcTBa OCBiTH i1 HayKu
VYKpaiHM, iX perioHanbHUX BimIi/ieHsp, OpraHiB MICLIEBOTO CaMOBPSIAyBaHHS
3MIMCHIOOTh NPOPEKTOPAMH PEKTOpA BiANOBIZHO O PO3MOLITY OGOB'S3KIB.

Y CTIpyKTypHMX mifposminax OesmocepefHiii KOHTpONb 3a BHKOHAHHSM
JIOKYMEHTIB 3[iHCHIOE KePiBHHK MiApO3iiy.

25. CTpokH BHKOHAHHS JOKYMEHTIB

25.1. JlokyMeHTH MOXyTh OyTH i3 3a3HadeHHsAM 1 0e3 3a3Ha4YeHHS
CTPOKYy BHMKOHaHHA. CTpDOKHM BHMKOHAaHHS MOXYTh OYyTH BKa3zaHi y camMoOMy
JIOKyMEHTI a00 BCTaHOBJEHI aKTaMM 3aKOHOIABCTBA.

SKimo 3aBHaHHS MOTpeOy€e TEpPMiHOBOrO BHKOHAHHS, y NPOEKTI PE30IFOLiL
710 TOKYMEHTa O0OB'sI3KOBO 3a3HAYA€THCS KOHKPETHHH CTpPOK.

252. V pa3i komd 3 OO'€KTUBHHX NpPUYAH BHKOHATH 3aBJaHHI B
YCTaHOBJIEHUM CTPOK

HEMOXUIMBO, KEpiBHHUK BIJAMOBIAANBHOI 32 BUKOHAHHS YCTAaHOBH BH3HAYa€
MOXJIMBHM HOBHH CTpPOK, IIPO IO MOBIAOMIISE IO 3aKiHUYEHHS paHille
BCTaHOBJIEHOI'O CTPOKY 3 BHKJIQJIEHHSM BiANOBIJHOTO OOIPYHTYBaHHS OpraHy 4u
IIOCaIoBi 0c00i, SIKi BCTAHOBUJIM CTPOK BUKOHAHHS 3aBJaHHS, i CIIIBBUKOHABISIM.

25.3. Po3risamae 1 BCTAaHOBJIOE CTPOK BUKOHAHHS 3aBlaHb, BH3HAUYEHHX
3aKkoHaMM YKpaiHu, noctaHoBamMu Bepxosnoi Pamu Vkpainu, akramum
IMpesunenta Ykpainy, pimenHamu Kabinety MinicTpiB Ykpainu, AopydYeHHAMU
IIpem'ep-minictpa VYkpainu, MiHicTepcTBa OCBITHM 1 Haykm YKpainw, iX
pErioHaIBHUX BiIiNeHb, OpTaHiB MiCIIeBOTO caMoBpsiyBaHHsa pekrop JIJAKM
ocobucTo (Biapasy micis peecTpalii JOKyMEHTa).

3ailicHeHHS KOHTPOJIIO 32 BUKOHAHHSAM JOKYMEHTIB

KOHTpPOJIb 33 BMKOHAHHSAM JOKYMEHTIB BKJIIOYAE Taki BUAM POOIT:
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- IOCTAHOBKY JOKYMEHTIB (IOpPYyYeHb) Ha KOHTPOJIb
- MepeBipKy CBO€YACHOTO JIOBEIEHHS [OKYMEHTIB [0 BHKOHABIIiB;
- nonepeHi MEPEBIPKH i PeryJiloBaHHs XOJy BHKOHAHHS;
-06niK i y3aralbHEHHS pPe3yJIbTaTiB KOHTPOJIO 32 BHUKOHAHHSM JOKYMEHTIB;
- indopMyBaHHs KepiBHMKa NpoO Xil Ta MiACYMKH BHKOHAHHS JOKYMEHTIB;
- MOBIIOMIIGHHS NPO XiA i MiIACYMKH BUKOHAHHS JOKYMEHTIB Ha OIepaTUBHHX
36opax, 3aciaHHi KoJjeriallbHUX OpraHiB;
- 3HSATTA JOKYMEHTIB 3 KOHTPOJIO.
JIOKyMEHT BBaXKa€TbCS BHUKOHAHMM JIMILIE TOXi, KOJNHM IIOCTaBJEHi B
HBOMY MMTaHHs BUpILIEH] i KOPECIIOHIEHTY JaHO BiAMOBiAb IO CYTi.

26.TIOPAJOK OITPALIIOBAHHS TA HAJICUJIAHHS BUXITHUX
AJAOKYMEHTIB

26.1. BuxinHi IOKYMEHTH HAICHIAIOTHCA apecaraM 3 BHUKOPHUCTaHHAM
3ac00iB IIOLITOBOrO 3B’S3Ky, €JIEKTPO3B’S3Ky, a TaKOX JOCTaBISIOThCS
Kyp’€PCBKOIO, (e’ €repChKoi0 CIIyKOaMH.

OmparfoBaHHs IOKyMEHTIB IJI BiANpaBleHHs [OLITOBAM 3B’A3KOM
3aiiicHIoeThest Kanuenspiero  BigmosigHo no IlpaBui HagaHHS — IOCIYT
IOIITOBOTO 3B’5I3KY, 3aTBEpKEHMX HocTaHoBOoK KaGinery MiHicTpiB YKpaiHu
Big 05 Oepesns 2009 poky Ne 270 (i3 3minamu).

Buoyn poxymeHtiB, iHQopMalis 3 SKHX [E€PENAEThCA KaHajaMH
€JIEKTPO3B’ 13Ky, a TaKOXX HEOOXIOHICTh i MOPSOOK HAACHIIaHHS aapecaToBl ix
opuriHaiy B mamepoBiii (opMi BH3HAYAIOTHCS IHCTPYKIi€l0 3 ALJIOBOACTBA
YCTAaHOBH 3 YypaxXyBaHHSM HasBHMX B YCTaHOBI TEXHIYHHUX 1 IPOrpaMHHX
3aco0iB. :

26.2 BuxinHi JIOKyMEHTH OIpPalbOBYIOTHCS i HaJICHIAIOThCS
IIEHTPaJIi30BaHO B JEHb iX HAJXOMKEHHS BiI CTPYKTypHMX IifpO3IiIB -
BMKOHABIIIB a00 He Ii3Hillle HACTYMHOro poOOYOro mHs.

He._.;[onlsécxaeTbc;[.__HancnnaHHsi abo mepenaya NOKyMEHTIB 6e3 ix
peectpauil y Kannemspii.

26.31lix yac mpHiMaHHA BiA BUKOHABIIB BHUXIAHUX JOKYMEHTIB
npauiBauku Kannensapii 30008’ s13aHi epeBipHTH:

- IpaBWIBHICTE O(OPMIICHHS HOKyMeHTa (CKIaj i pO3MIIUEHHS B
HBOMY BCiX DPEKBI3UTIB);

- HasABHICTH i NMPaBWJIBHICTh 3a3HAY€HHs AaJpecH,

- HafABHICTH Ha JOKYMEHTI BIIMITKH IpO NOIATKH;

- HasgBHICTh yCiX HEOOXiOHMX MiANKCIiB Ha JOKYMEHTI Ta HOJaTKax
JI0 HBOTO;

- HagBHICTh Bi3 Ha KOIii BHUXiZHOTO MOKyMEHTa, IO 3aJUIIAETHCH Y
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cripaBax YCTAHOBH;
. HasBHICTb i NMOBHOTY NOJATKIB;
. BiMOBIAHICTH KiNBKOCTI MPUMIPHHMKIB KilbKOCTI ajpecaris.

26.4JJOKyMeHTH, WO HAJCHIAIOTHCS OIHOYACHO OJHOMY i TOMY camoMy

anpecaToBi, BKJIAJalOTbCs B OIMH KOHBEPT (ymakyBauus). Ha xonBepri

3a3HAYAEThCS ajpeca, 3a HeoOXiHOCTI MPOCTaBIAIOTHCS peecTpauiiHi iHIEKCH
BCIX JOKYMEHTIB, SIKi MICTATBCS Yy KOHBEDTI.

JIOKyMeHTH, [0  JOCTaBISIOTHCH ¢benba’ erepcbrKor0 ciyx60r0,
MepealoThes apecaTam Iij MAMKIC y BiAMoBiaHiH KHH3I.

26.5 JlocunanHs abo 3aMiHa  pO3iClTaHOro  paHime  JOKyMEHTa
3MIACHIOETHCS 332 BKa3iBKOO IOCANoBOi OCOOH, fKa MiAmnucaia JOKyMEHT, abo
3aBigytoyoro Kanrenspiero.

26.6CTpyKTypHi MigpO3AiId Ta OKpeMi BUKOHABIII 3000B’s3aHi
TepenaBaTH BHXiJHI JOKYMEHTH Ta iHIII MOIITOBI BiIMpPaBICHHSA N0
Kannemnspii o 14 rogun 30 XBHIMH.

27. CKJAJAHHSI HOMEHKJIATYP I OPMYBAHHSI CIIPAB

27.1. HoMeHKnaTypa chopaB — L€  CHCTEMaTM30BaHHH TIepeIiK
HaliMeHyBaHb CIIpaB, CTBOpioBaHux y aimosoxctsi JIIAKM, opopMieHun y
BiMOBIHOMY TOpSIAKY i3 3a3HaYEHHSIM CTPOKiB 30€piraHHs CIpPaB.

HoMeHKJIaTypa CIIpaB TIpH3HAY€eHa [is BCTAaHOBJICHHS B YCTAHOBI €IMHOTO
IOpSIAKY (OpMyBaHHS CIIpaB JUIs [OKyMEHTIB, CTBOPEHHMX B €JIEKTPOHHIH 1
namepoBiii  ¢opmax, 3abesmedeHHs ix OONIKy, ONEPATHBHOIO  TOUIyKY
JOKyMEHTIB 3a iX 3MicTOM i BHIOM, BU3HAYEHHS CTPOKiB 30€piraHHs CIpaB i €
OCHOBOIO JJIs CKJIaIaHHA OIMCIB CIpaB IIOCTiHHOro Ta TpuBaioro (moxam 10
pOKiB) 36epiraHHs, a TaKOX s OONIKy CIpaB THM4YacOBOTO (mo 10 pokiB
BKJIFOYHO) 30€piraHHs.

27.2.HoMeHKIaTypa CcIpaB € OOOB'A3KOBMM Ui KOXHOI YyCTaHOBH
JIOKYMEHTOM, SIKHi CKIafa€ThCs I CTBOPEHHsS B YCTAaHOBI €IMHOI CHCTEMH
dopMyBaHHs crpaB, 3a0e3NedyenHs iX 061Ky, IIBHAKOIO PO3MIYKY MOKYMEHTa
3a fioro 3MiCTOM Ta BHAOM, BiZOOpYy JOKYMEHTIB Ha Jep)kaBHe 30€epiranHs y
mpolueci AiI0OBOACTBA.

273.€ Tpu BHOM HOMEHKIATYypHHX CIIpaB: THUIIOBa, MpPUMIpHa Ta
iHOMBiTyasbHA.

TumnoBa HOMEHKIATypa CIpaB BCTAHOBIIOE TUIIOBHH CKIIaJ CHpaB Md
YCTaHOB, OJAHOPIAHMX 3a XapakTepoM MAiSUIBHOCTI, 3 €[UHOI CHCTEMOIO
iHIekcalii i € HOPMAaTHUBHUM aKTOM.




29

[TpumipHa HOMEHKNATypa CIpaB BCTAHOBIIOE TPUMIPHMI CKIaf Chpas
JIS  YCTAHOB, ONHOPIHMX 3a XapakTepoM JisJbHOCTI, anme pisHMX 3a
CTPYKTYpOIO, i Mae peKoMeHJallHHKK XapakTep.

InauBinyansHa  Homesknatypa cnpaB  JIIIAKM  cknamaerscs 3
HOMEHKJIATYPHHX CIpaB OKPEMHUX CTPYKTYpPHHUX MiJpO3/iIiB.

27.4.He3anexHo BiJ HasSBHOCTI THMIOBOI 4YH IPHUMIPHOI HOMEHKJIATYpH
CrpaB KOXHA yCTaHOBa MOBHHHA MaTH IHIMBIAyalbHy HOMEHKJIATypy CIIpaB.

27.5.HoMeHKNaTypa CIpaB CTPYKTypHOTO MiJPO3ALTy pO3pOOISETHCS
NOCaZioBOI0 0co000, BiANOBIZATBHOI 3a OUIOBOACTBO Yy  CTPYKTYpPHOMY
MiPO3MiNi, MimmHCyeThCS  KEpiBHUKOM CTPYKTYpHOTO  HifpO3Amily — Ta
06OB'SI3KOBO NOTOKY€EThCA 3 KEPIBHUKOM apXiBy (0odamox 13). ,

27.6.HoMenkiaTypa chopaB CTPYKTYpHOTO MiJpO3IAiTy CKIaga€TbCs Ha
MiCTaBi BUBUEHHS JOKYMEHTIB 3 yCiX IIUTaHb MOTO IisIBHOCTI.

27.7.1licns BUKOHAHHS JIOKYMEHTIB BOHHM TIDYIIyIOTBCS y CIPaBH, SKHM
HAJAKOThCS HalMeHyBaHHS (3aroJIOBKM), IO B CTHCHIH y3araibHeHid ¢opmi
BIATBOPIOIOTH CKJIaA 1 3MicT JOKymeHTiB y cmpaBaxX. OCHOBHOIO YacTHHOIO
3aroJioBKa CIpaBH € BHUKJIAJ MHMTaHHSA (IpeIMeT), 3 SKOro BOHA 3aBOIUTHCA.

27.8.Po3MillleHHsT CIpaB y HOMEHKIATYpi CTPYKTYPHOTO TMiIpO3ILIy
IIOBMHHO BiNOBIiZaTH CTYNEHIO BaXIHMBOCTI MHTaHb, IO BHPILIYyIOTHCH, 3
ypaXyBaHHSIM B3a€MO3B'S3Ky JOKyMEHTIB, BKIIOYEHUX O KOHKPETHHX CIIpaB. SK
IIPABHIIO, [IEPIIOIO0 PO3MIIIY€THCS TPYIIa CTIPaB, 10 BKIKOYA€E TOKyMEHTH OpraHiB
BUILIOTO PiBHS, Jali Ipyla OpraHi3aliffHO-po3nopsadoi JOKyMeHTallii camol
yCTaHOBM (HaKa3W, pO3IOpPSIKEHHsS, pillleHHs TOLIO), IIJIJAaHOBO-3BiTHA
JIOKYMEHTAIlisl i JIUCTyBaHHS. Y TIpymi JMCTyBaHHsS IIEPUIMMH DPO3MIILYIOTBCA
CIpaBM, IO MICTATH JHCTYBAaHHS 3 OPTraHAMHU BULIOTO PIBHS.

27.9.KoxHa crpasa, BKIIOYEHa J0 HOMEHKJIATypH CIpaB, IIOBUHHA MaTH
YMOBHE MO3Ha4eHHsd (apabChKUMU mabpamu) - iHOeKkc. IHAexkc crpasH
CTPYKTYypHOTO MiAPO3JINY CKJIAJA€ThCst 3 IHIAEKCY CIPYKTYPHOTO MiXPO3ZALIY
(3a xiIacudikaTopoM CTPYKTYpPHHX HiApO3ALIIB) Ta MOPSAKOBOIO HOMEpPA B
Mexax Iigpo3finy. Y pasi HasBHOCTI y CIIpaBi TOMIB (4aCTHH) IHIEKC CTaBUTBCS
Ha KOXXHOMY TOMi i3 3a3HaueHHAM: T. 1, T. 2 ToIuO.

27.10.HanpukiHIi poKy HOMEHKIATypH CIPaB CTPYKTYyPHHMX MIAPO3ILNIB Ta
somenkiarypu cnpaB JITAKM 3aKpuBaroThCs MIACYMKOBHMH 3alHCaMM PO
(aKkTUYHy HasBHICTH 3aBEJIEHHX 32 PIK CIIPaB.

[TigcyMKOBi 3amMCH HOMEHKJIATypd CIpaB CTPYKTypHHX iapo3aisiB
NiAMUCYIOTh BiANOBiZaNbHI 0COGM 3rifiHO 3 IHCTIPYKI[€w 3 [iTOBOJCTBA
JINAKM, a mifcyMKOBHi# 3anmuc HOMEHKIJIATYpPH CIIpaB - KepiBHHK KaHIemspii
Ta MOBIZOMIISIOTH KepiBHMKa apxiBy/apxisapiyca JITAKM (mocanoBy ocoby,
BiAMOBiaIbHY 32 apXiB).

2 INE HoMeHKIIaTypa CIpaB CTPYKTYpPHOTO TiZpo3aily yCTaHOBH



30

CKNIAna€Tbcs y JABOX NPUMipHUKAX, Ha KOXHOMY 3 SKHX 000B'SI3K0BO
3aMOBHIOIOTbCS TPHOH  TMOro/LKEHHS 3 3aBi/lyBaueM apxiBy, 3aBilyBauem

KaHLEIAPIEI0;

nepLumii MPUMIPHHUK - He/I0TOpKaHHHi, 36epiraeTbest y CTPYKTypHOMY i APO3Li;
ApyTHii MPUMIPHHMK - MEepelaeTbes B kanuenspito JITAKM;

2l HoMeHKIaTypu CIpaB CTPYKTYypHHX migpo3ainiB  micas X
pO3MISLY M aHaNi3y 3BOASTHCHA KaHUEINSPIEI B €IUHY (3BemeHy) HOMEHKIIATYpy
cnpaB JIZJAKM.

213 Ilix yac po3polieHHs €AMHOI HOMEHKJIATypH CIIpaB yCTaHOBH,
KpIM 3BeJ€HHS HOMEHKJIATyp CTPYKTYPHMX MipO3aiNiB, BHUBYAETBCA 1
aHaTi3yeThCA NiATBHICT ycTaHOBH B Limomy. [lpu 1bOMY BHKOPHCTOBYHOTBCA
craryT JIIAKM Ta #oro CTpyKTypHi MiApO3MiNu; IITATHHH PO3IHC; THIIOBI
9¥ NPUMIpHI HOMEHKJIATypH; HOMEHKIATypH 3a MHHYJI pOKH; KIacudikaTopH
JOKYMEHTIB i KOpECIOHIEHTiB, IO BedyThCS B YCTAHOBI; THIIOBI Ta BiZOMYi
TIepelTiki JOKYMEHTIB i3 3a3Ha4eHHSIM CTPOKiB 30epiraHHs JIOKYMEHTIB, a TaKOX
BpaxoByIoThcs 3aBaanns B JIJTAKM, Ha HacTylHUH pikK.

27.14. [Tlin wuac cKiTafgaHHA 3BeleHOI HOMEHKJIATypu  CIpaB
BUKOPUCTOBYETHCS CTPYKTYPHUM IPHHIMIT 1T BHYTpIiIIHBOI OOy TOBH.

CTpyKTypHUH NpUHIMI BUKOPHCTOBYETBCA Y pasi 4iTKO BCTaHOBIJICHOI
B JIJAKM crpykrypu. Ilig3aronoBKoM y TaKii HOMEHKJIATypi CIIpaB €
HaiflMeHyBaHHA CTpYKTypHOro miaposmity. Ilpn LpOMy MCpIIMM pO3I17I0M
HOMEHKJIaTypH GaxaHo 3a3HadyaTH KaHuesspito. Hampuknan: KaHIEAPist, BIIALI
KaJpiB, IOPUAMYHHHA BiIUILN, TOLLO.

CnpaBd 3 TNHTaHb, BHUDIMIEHHI SKHX TPUBAE OinpIe OAHOIO POKY
(mepeximHi crpaBh), BHOCATBCS JO HOMEHKIATypU CIpaB KOXHOIO pPOKY
IPOTATOM BCHOTO TEPMiHY iX BHpIIICHHI.

255 Jlo HOMEHKJIaTypH CIIpaB He BKIFOYAIOThCS APYKOBaHi BUIaHHS,
OpoliypH, HOBIIHHUKY, GroneTeHi, pedepaTHBHI JKypHaIH, eKcIpec-iHpopmallis
TOLLO.

27.16. 3Benena HoMeHkIarypa cripaB JIJAKM micis ii 0CTaTO4HOro

JOOMPALIFOBAHHS CXBAIIOETBCS Ta IIOTOMKYETBCS 3 EK JIIAKM, micns 4oro
3aTBepKy€eThes pekropoM JITAKM.

T Sk y HOMEHKJIaTypi ChpaB CTPYKTYPHOTO MiZpO3ILLy, TaK iy
3BeseHiii HoMmeHKnarypi cipas JIJAKM mpoTSromM HiJIOBOZHOTO POKYy B rpadi
"IpumiTka" poGIATHCA BIAMITKA NPO 3aBEJEHHs 1 BKJIIOYSHHS HOBUX CIIPaB,
npo HepexigHi CIpaBy, MPO MOCAZOBHMX OCi0, BIANOBIJAJIBPHUX 34 bopMyBaHHS
cipaB, mpo nepenady cmpaB B apxiB JIJAKM Ta iHIIi yCTaHOBH VLA ix
IPOJIOBXEHHS TOIIO.

27.18. VY KiHLIi AiTOBOZHOrO pOKYy HOMEHKJaTypa CIpaB JJIAKM
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06OB'SI3KOBO 3aKPHUBAETHCS MiICYMKOBUM 3anmucoM. [lizacyMkoBuHit 3amuc CKpirIsie
CBOIM MiAMHCOM 3aBijyBau kaHuenspii. [Ipo HasBHicTh 3aBenenmx 3a pik crpas
nosinomnsietses apxiB JIJJAKM.

27.19. 3BefiecHa HOMEHKJIaTypa ChpaB CKJIAfa€TbCi Yy YOTHPHOX
NPUMIpHHUKAX, HA KOXHOMY 3 SKMX TOBHHEH OyTH 3anoBHeHud rpud
MONOJDKEHHS 3 apXiBOM.

[TpuMipHHKH 3BeleHOI HOMEHKJIATYypH CIpaB PO3MOALISIOTECS B TaKOMY
MOPSIKY : MEPIUMHA —
36epira€ThCst y Crpasi B KaHLENAPIi;

Hpyruit — nepenaerbes n0 apxiy JITTAKM st 3nifiCHEHHS. KOHTPOJTIO 3a

GopMyBaHHSIM CIIpaB y CTPYKTYpPHHX MiApO3iNax;
Tperi¥i — HazcUTaeThCS 0 BiANOBIIHOI AepkaBHOI apXiBHOI yCTaHOBH, 3
SIKOIO TIOTODKYBAJIMCSI MPUMIPHUKH HOMEHKJIATYypH CIpaB;

YETBEPTHUHM — PO3MOAUIIETCS 3a PO3/iJIaMK MiXK BiAITOBIIHUMH
CTPYKTYPHMMHU MiAPO3AIIAMH IS IPAKTHYHOI poGOTH.

27.20.3Benena Homenknatypa cnpaB JIJJAKM, sk 1 HOMEHKJIaTypa
CIIPaB CTPYKTYPHOTO MiApO3IiTy, IOpidHO (He Mi3Hille JUCTOmaja - TPYIHs)
TEPETNISANAEThCS, AHANI3Y€ThCS 1 YTOYHIOEThCA. Ilicis BHECEHHA 3MiH
HOMEHKJIaTypa CIIpaB IIepeapyKOBY€EThCS 1 3aTBepKyeThcs pekropoM JITAKM.

3BefleHa HOMEHKJIATypa CIpaB MijIsrac MOBTOPHOMY IE€peCcKIaaHHIO 1
NEePENOroHKEHHIO 3 BiIIIOBITHAM J€P)KaBHUM apXiBOM OJAMH pa3 Ha II'ATh POKIB
abo y pasi 3MiH y CTpyKTypi, QyHKIisx Ta xapaktepi po6otu JIJJTAKM.

® opmMyBaHHS COpaB

27.21. ®opMyBaHHs CIIPaB - Ii€ IPYIlyBaHHsS BUKOHAHUX JOKYMEHTIB Y
CIIpaBH BiJIOBIZHO 10 HOMEHKJIATypH CIIPaB.

27.22. Ilin 4ac QOpMyBaHHsA CIIpaB CIiJl JOTPUMYBATHUCh TaKUX
MIPaBHII:

IpyIlyBaTd y CIpaBU TiIbKKA opuriHamd (y pasi iX BigcyTHocTi -
3aCBi[U€Hi B YCTaHOBJIEHOMY MOpSAKY KOIii) IpaBUIFHO O(OPMIEHHX i
BUKOHAHMX JOKYyMEHTIB, HE JOIyCKaTH BKIIOYEHHS IO CIpaB YOPHOBHX,
0co0UCTHX, MTyONEeTHUX TOKYMEHTIB, JOKYMEHTIB, 10 IiISATaloTh IIOBEPHEHHIO,
Ta PO3MHOXEHHMX KOITil;

IpylyBaTd y CIOpaBd JOKYMEHTH OJHOIO IUIOBOJHOTO pOKy (3a
BUHATKOM OCOOOBHX, CYIOBHX, IepeXimuux cmpaB). OcoboBi crnpasu

GOpMyIOTECS TPOTATOM BCHOro 4acy po6oru ocobu B JIJJAKM;

IpynyBaTH y CIPaBH OKpPEMO MJOKYMEHTH MOCTiHHOro i THMYacoBOIO
CTPOKIB 30epiraHHsl.

Sk BUHATOK, KoM uporo BuMarae crenudika pobotu JIIAKM,
AOKyMEHTH TIOCTIHHOTO 1 THMYacoBOrO CTpOKiB 30epiraHHs, IIOB's3aHl 3
BUDILUIEHHSM OJHOTO MHUTaHHsS, MOXYTh IPyIyBaTHCS MNPOTArOM MLIOBOJHOIO
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pOKy B OJHy CmpaBy. [licns 3aKiH4YeHHs JinOBOAHOro poky aGo nepen
nepenaueto cnpasu B apxiB JIHIAKM noxymentu noBunHi GyTH po3knameHi 3a
OKPEMHMMHU CMpPaBaMH 3riIHO 3 HOMEHKJIaTypolo:

B OJHii cmpaBi JOKYMEHTH TMOCTiiiHOro, B iHIIIA - JOKYMeHTH

THMYacoBOIO TepMiHy 36epiraHHs;
BKJIIQUaTH N0 CHOpaBH JOKYMEHTH TilbKH 3 OIHOTO NMTaHHA abo rpymnu
CNOPiAHEHUX

MHTaHb, L0 CTAHOBIATh €IWHHH TEMAaTUYHUH KOMIUIEKC,  CIOYaTKy
iHIlaTMBHUM NOKyMEeHT, a IOTIM BCi iHII B JIOTiYHiM MOCIiIOBHOCTI;

SKIO JOKYMEHTH 3a CBOIM 3MIiCTOM i CTpOKOM 30epiraHHs He MOXYTb
OyTH 3rpynoBaHi y cmpasW, NependadyeHi HOMEHKIATypOIO, 3aBOJUTHCS HOBa
crpasa 3 06OB'I3KOBHM BHECEHHSM il HaliMeHyBaHHS Ta CTPOKy 30€epiranHs B
Ai09y HOMEHKJIATYpy CIIPaB;

JNOKYMEHTH, cTBOpeHi 3a momomororo [IK, rpymyroTeCs y CHpaBH Ha
3aTalbHUX MICTABaX; CpaBa He MOBHHHA MepeBuinyBaTH 250 apkymiB (30 -
40 MM 3aBTOBIIIKH).

2723 HoxymeHTn BCEepeuHi CIIpaBH rpyILyIOTECS y
XPOHOJIOTIYHOMY TIOPSAKY.

27.24. Po3mopsimui mokymMeHTH pa3oM 3 JodaTKaMH TIPYIYIOTBCA Yy
CIIpaBH 32 IX XapaKTepPOM 1 XPOHOJIOTI€E0.

CraTyTH, MOJIOXKEHHS, iHCTpyKmii Ta iHINI JOKYMEHTH, 3aTBEpIKEH]
PO3NOPSIIYMMHU TOKYMEHTaMH, € AOJaTKaMH [0 HUX i pO3MIIIyIOThCS pa3oM i3
3a3HAYEHUMH JOKyMEHTaMHd. SIKIO BOHM 3aTBep/DKeHI K CaMOCTIHHI

JOKYMEHTH, TO IX TpYIYIOTh B OKpEMI CIIPaBH.

Hakasu 3 OCHOBHOI JisNIBHOCTI; IIPO IPUHHATTS, IepeBEICHHSI, 3BiIbHEHH,
3a0XOYEHHs1, CYMiCHHUIITBO MPalliBHUKIB; PO HaJaHHs B1AIy CTOK; IIPO HAKJIaAE€HHS
CTATHEHHS Ha IMpalliBHUKa, BiApAIXEHHA MpPaliBHHKIB, 3 aJMiHICTPaTHBHO-
rOCIIOJAPCHKHMX MUTAaHb TOLIO IPYMyIOTECS Y Pi3HI CIIPaBH.

225 JIOKyMeHTH 3aciflaHb KOJIETIaJIbHUX OpraHiB (peKropary,
BUCHOI pajiu, 3acilanb Kadenp, HayKOBO-METOAUYHOI Pajiy, TOLIO) IPYITyIOThCS
y HABi CIIpaBH:

TIPOTOKONH i HOKyMEHTH 10 HHX (HOMOBIZi, JOBIIKH TOLIO);
JOKYMEHTH 3 OpraHizallii 3aciianp (IIOpSHOK ACHHUM, MPOEKTH Ta KOMii pileHb

TOLIO).
[TpOTOKONM TPYIYIOTHCS Y XPOHOJOTIYHOMY MOPSAKY i 32 HOMEpaMH.

JlokyMeHTH OO 3acijaHb CHCTEMaTH3YIOThCS 3a JaraMd Ta HOMEpaMu
IPOTOKOJIiB; BCEPEHHI IPyIH AOKYMEHTIB, IO CTOCYIOTHCS OJHOIO IPOTOKOIY,
- 32 TOPSAIKOM AE€HHHM.

27.26. Jlopy4eHHsI opraHiB BHIIOTO piBHS i JOKYMEHTH, IOB'A3aHI 3
iX BUKOHAHHSM, TPYIYIOThCS y CIIPaBH 3a Hanpsmamu gisubeocTi JITAKM. Tlpu
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HEBeJMKili KiJIbKOCTI TAKMX JOKYMEHTIB BOHM (OPMYIOTBCS B OJHY CHpaBy.
BcepenHi cnpaBH JOKYMEHTH CHCTEMAaTH3YIOThCS 3a JaTaMu JAOPYYeHb.

e 3aTBep/UKEHI  MJaHM, 3BiTH, KOIUTOPUCH TPYIYIOTHC Y
cnpaBax OKPEMO BiJ MPOEKTIB LIMX JOKYMEHTIB.
27.28. JIMCTyBaHHS TPYITYETHCS 3a 3MICTOM Ta KOPECHOHJIEHTCHKUM

MPUHLIMNIOM 1 CHCTEMATH3YETHCS y XPOHOJIOTIYHIA MOCTIAOBHOCTI: JOKYMEHT-
BIANOBIAb ¥e 32 JOKYMEHTOM — 3aIlUTOM.

2729, B ocoboBux cnpaBax, 110 GOpMYyIOTECS BIPOJOBX YChOTO 4acy
pobotu npauisuuka B JITAKM, NOKyMEHTH TIpyIyIOThCS B XPOHOJOTIYHOMY
MOpsANKYy B Mipy I1X HaaxXo[KeHHs (IOMOBHEHHs) (3asBa NMpO INPUHHATTA Ha
poboTy, NHCHEMOBHI TPYAOBHH MHOrOBIp (KOHTpakKT), Komii abo BHUTITH 3
PO3MOPSAYNX HOKYMEHTIB (HakasiB, po3NopskeHb) PO NPUAHATTA Ha podoTy,
0CO0OBHUIT JTUCTOK 3 06Ky KafpiB, HOIOBHEHHS IO OCOOOBOTO JIMCTKA 3 OOIIKY
Kanpis, aBToOiorpadis, Komis macrmopra, Komis OOJiKOBOI KapTKH IUIATHHUKA
nomatkiB  (xkpiM ¢ismdHMX oci6, ski uyepe3 CBOi peniriiHi IepeKOHaHHST
BiZIMOBIISIOTBCSL  BiJ NPUHHATTS peecTpamniiiHoro HoMepa OOJIKOBOI KapTKH
IUIATHUKA TOJATKIB Ta IMOBIIOMHUIM IIPO 1€ BiAOBIAHUIM KOHTPOJIOIOYUN OpraH
1 MalTh BiOMITKy y macmopti), Komis BiliCEKOBO-OOGJIKOBOTO JOKyMEHTa,
BiliCKOBOTO KBHUTKa (y pa3i HasBHOCTI), KOIii JOKyMEHTIB PO OCBITY, HAYKOBUM
CTyIiHb, BU€HE 3BaHHS, 3asiBM MpO IIEpeBe/IeHHs Ha iHUIy poboTy (mocamy),
CYMICHHULITBO, 3MiHy GiorpadiuyHux naHWX, Komii a0 BHUTSATH 3 PO3MOPSITIMX
JIOKYyMEHTIB (Haka3iB, pO3MOPS/DKEHb) MpO TMepeBeNeHHs Ha IHIILy poOoTy
(mocamy), CyMICHHITBO, KOmMii NOKYMEHTIB, IO € MiJCTaBaMH I HaJaHHS
HOiTer (32 HASIBHOCTI), KOmMii JOKYMEHTIB MPO BHECEHHS 3MiH 10 OOJIIKOBHX
JOKYMEHTIB y 3B'i3Ky 31 3MiHOIO Oiorpadiunmx naHuX (Tpi3BHING, iMEHi, IO
0aThKOB1), XapaKTEPUCTUKH, KOIi JOKYMEHTIB IpO MiABHINEHHsS KBajidikarii,
CTa)KyBaHHs, 3a0XOYEHHS (HAaropo/KEHHs, IIPEMiIOBaHHs), HIOKyYMEHTH 3
aTecrallii, 3asBa IPO 3BUILHEHHSA 3 POOOTH, KOMil a0 BUTATH 3 pPO3MOPSIYHX
JOKYMEHTIiB (Haka3iB, PO3IOPSDKEHb) NPO 3BUIBHEHHS 3 POoGOTH).

Oco060Bi crpaBH KepiBHOTO CKJIaay Ta MPAI[iBHUKIB MiJNPHEMCTB,
yCTaHOB Ta OpraHizalliif 30epiraloTbCsi 3a OCHOBHHM MiCIIEM POGOTH.

27.30. Oco60Bi paxyHKH MpaliBHUKIB Ta IHIII MOAIOHI JOKyMEHTH
CHUCTEMATU3YIOThCS B MEXaX POKy 3a MNpi3BUINAMHU B al(aBiTHOMY HOPSAKY.

Jlo 0co60Boi crpaBH O0OB'SI3KOBO CKIAJAETHCS BHYTPILIHIA ONHMC, SKAH
PO3MIIIy€ThCS Ha MOYATKy CIPaBH.

BizoMocTi po CTATHEHHS, 3a0X04YeHHs, BAKOHAHHS O0OB'SI3KiB THMYacOBO
BIICyTHBOTO IMpalliBHHKA, 3aMillleHHs BaKaHTHOI IOCagd BHOCATHECA IO
JONIOBHEHHS [0 OCO0OBOrO JIUCTKA 3 OOJIKY KajpiB.

2731 Meronu4He kepiBHMITBO 3a (opmyBanusam cnpas B JITAKM
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Ta HOro CTPYKTYPHMX MiApo3dinax 3pilicHioeTscs apxiBom JIJAKM ta
KaHLIENSPIELO.

OnepaTtuBHe 36epiraHHsi 10KyMeHTIB

27.32 JIoKkyMEHTH 3 4acy CTBOpeHHsI (HaJXOKeHHs) i 10 rmepenadi ix B
apxiB JIZJAKM 36epiratotbes 3a MicueM ix (GopMyBaHHS y crpaBax (y
HEBEJIMKUX yCTaHOBaX AOLIBHO 30epiraTu crpaBd LEHTPATi30BaHO Y
KaHUENApll, BiIALN KaapiB Ta yHpaBiliHHS NMEPCOHAIOM, Bimmimi
OyxranTepcpKoro obiiky Ta ¢iHaHCOBOI 3BITHOCTI, AeKaHATax, Kadeapax, IHIIMX
CTPYKTYPHHX MiIpO3aijax).

3 METOK TiABHINEHHS ONEPaTHBHOCTI pO3IIYKY JOKYMEHTIB CIIPaBH
PO3MIIIYIOTECS BilIOBIHO 10 HOMEHKJIATypu crpaB. Ha KOpIHIIX 0OKIagHHOK
CIIPaB 3a3Ha4alOThCs 1HAEKCH 32 HOMEHKJIATYPOIO.

27.33 'V pasi 36epiranns cnpas y CTPYKTYPHHX IIiAPO3ALIaX CXOPOHHICTh
JIOKyMEHTIB i CIIpaB 3a6e3neuyeThcss KepPiBHUKaMM CTPYKTYPHHX HiIpO3MLIB i

ocobaMy, BiANOBINAIFHUMH 3a IiJIOBOACTBO B JAaHOMY CTPYKTYypHOMY
I PO3 L.

27.34 3 MeToro 3a6e3leueHHs CXOPOHHOCTI JOKYMEHTIB CIIpaBH
MOBUHHI 30epiraTucs y pobounx KiMHartax abo CrHemialbHO BiIBEACHHX [UIS
i€l MEeTH NPHUMIIIEHHsX, y Imadax i crojax, U0 3aUUHIIOTHCS.

CrpaBu THMYacoBOTO CTPOKy 30epiranHs mepenarotscsi B apxiB JIJAKM
Ha poscyn pexropa JIITAKM.

Ilepemava cmnpaB B apxiBHui mnigposfin JITAKM 3aificHIoeTsCs 3a
rpadgikoM, CKJIaieHHM apXiBOM, IIOTO/)KEHHM 3 KEpIBHUKaMH CTPYKTYypPHHX
mipO3ALTiB 1 3aTBepAXkeHHM pekropoM JITAKM.

CrnpaBd THMYacOBOTO CTPOKY 30€piraHHs MOXYThb IepelaBaTHUCS B
apxiB JIJJAKM 3a HOMEHKJIaTypOIO CIIPaB.

27.355 CmpaBu nepepatotecsi Ao apxiBy JIJAKM 3B's3aHuMu
HAJIE)KHAM YHHOM.

27.36 CXOpOHHICTh JOKyMEHTiB B YCTaHOBI 3a0e3NedyeThCsl HasBHICTIO
apxiBy JIJAKM s3rigro i3 3akoHom VYkpainu "Ilpo HauioHanbHu# apxiBHui
donn i apxiBHi ycTaHOBH".

28MEXAHIBAIIISA I ABTOMATHU3AIIA AIJIOBOJAHHUX ITPOIECIB
28.1.MexaHi3allis i aBTOMaTH3Aallis ATOBOIHUX MPOLECIB € 0O0B'A3KOBOIO
YMOBOIO palliOHaNBHOI OpraHisalii [iTOBOACTBAa B KOXHiH yCTaHOBi, 3ac000M
MiABMINEHHS NPOXYKTUBHOCTI i 3/€IUEBIIEHHs yIpaBliHChKOI mpawi.
28.2.Mexanizamiis i aBTOMaTM3allis [IiTOBOJHMX IpPOIECIB TIOBUHHI
3MiiCHIOBATHCA Ha OCHOBI YMOPSAOKOBaHOI CHCTEMH  JOKYMEHTYBaHHA
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yIpaBiHCbKOT  MisSTBHOCTI, yHi(ikauii Ta CKOpPOYEHHs KilbKocTi  GopM
BHKOPHCTOBYBaHHX JOKYyMEHTIB.

78.3.MexaHi3allis i aBTOMAaTH3allis BIPOBADKYETHCA Ha BCiX erTamax
NiNOBOAHOTO MPOLECY: MiArOTOBKA JIOKYMEHTIB, 1X KOMilOBaHHs], ONEpaTUBHE

36epiraHs i TPaHCTIOPTYBaHHS, KOHTPOJIb 32 BUKOHAHHSM TOLLO.
28.4.3aco6H MexaHizawii i aBToMarTH3alii AiLIOBOIHMX TpoLeciB MOBUHHI

6yTH CyMICHHMH i IlependayaTy MOXUIMBICTD iX 00'€¢qHAHHS B €IUHY CHCTEMY.

28.5.CKia/l IpOrpaMHOro 3a0e3rneyeHHs i 3ac00iB, 1110 BI/IKopHCTOByIOTLcﬁ,
3ajeXath BiJl KOHKPETHUX YMOB pOOOTH amapary yIpaBliHHA 3 JOKyMEHTaMH,
30KpeMa BiJl OpraHi3alliiHOi CTPYKTYpH anapary yIIpaBIliHHSA, #0T0 PO3MIIICHHS,
YMOB TIpali CriBpOGITHHKIB, KiNBKOCTi I 3MicTy JOKyMEHTiB, MOTped B
OIlepaTHBHiM i PETPOCIEKTHBHIN iH(popmauii, CTyNEH neHTpaiizamii pobiT 3
JOKyMEHTaMH.

28.6.ITin yac BIPOBAIKEHHS HOBHX TEXHOJOTIH po6oTH 3 JTOKyMEHTaMH

HeOOXiTHO BpaxOByBaTH:

IOLJBHICTh BIIPOBA[DKEHHS TEXHIYHUX 3ac00iB;

MOXITHBICTD MPHAGAHHS TEXHITHUX 3aCO0iB y TeEBHI TepMiH¥; HasBHICTB

NPUIATHAX NIPUMIILEHB;
MO>UIABICTD TIiITOTOBKM UM 3aTydeHHs CIeLialliCTiB [0 00CITyroByBaHHS
TEXHIKHd 1 il pEMOHTY.

28.7.Pextop JIJAKM Hece BiAMOBiJANBHICTE 32 e(eKTHBHICTh
BUKODHUCTaHHS MEXaHi30BaHOI i aBTOMATH30BaHOI TexHosorii podoTd 3
JIOKyMEHTaMH, 3iHCHIOE MEPEBIPKY 3HAHHS [10CaJOBUMU ocobamMy TEXHIYHHUX
iHcTpyKIiit Ans poboTh 3 BiIMOBIHOIO TEXHIKOIO.

20, TIOPSUTOK IPO BHECEHHSI 3MIH JO IHCTPYKIII 3
JALIOBOACTBA

29.1.IacTpyKuis 3 minoBoactBa JITAKM 3aTBepmKy€Tbcsl Ta BBOAUTHCA

B miro HakasoM pekropa JIJIAKM.
79273MiHM Ta [OINOBHEHHs 10 IHCTpyKIii 3 HiNOBOACTBA JJJAKM

NpUHMAIOTECS B TOMY CaMOMy IIOPSIKY, IIO i cama [HCTpyKIis.




Jonatok 1
BUM OI'H

N0 0OPOPMIICHHA JIOKYMEHTIB

I. Jlas ApyKyBaHHs TeKcTiB Cly»GOBHX JIOKYMEHTIB BHKOPUCTOBYETbCs rapHiTypa Times New
Roman, wpudt posmipom 12-14  apykapcbkux nyuktis. Jlo3Bosse€Thcss BUKOPUCTOBYBATH LUPUGT
posMipom 8-12 npyKapebKHX NYHKTIB JUIS APYKYBAHHS PEKBI3UTY "[Npi3BuLIEe BUKOHABUSA i HOMep
tenedony”, BHHOCOK, MOSCHIOBAILHHUX HAMMCIB /10 OKPEMHX €JIeMEHTIB TEeKCTy [0KyMeHTa abo iioro
PEKBI3UTIB TOWLO.

2. Teker noxymentis Ha nanepi gopmaty A4 (210 x 297 minimeTpiB) peKOMEHI0BaHO APYKYBaTH
wepes 1-1,5 mixpsaakosoro inteppany, a ¢popmary AS (148 x 210 minimetpis) - yepes | MiKpsakoBuii
IHTEpBan.

PekBi3UTH NOKyMeHTa (KpiM TeKCTy), sSiKi CKJIaJaloThCs 3 KiIbKOX pAOKiB, APYKYIOTBCHA Yepe3
1 MDKPAAKOBHH IHTEpBa.

3. Hassa Bumy JOKyMeHTa JpPYKYeTbCS BENMKMMH JliTepaMH LIPHGT po3mipom 14-16
JApPYKapCbKUX MYHKTIB (pO3pimKeHHit).

4. PoswudpyBanns nignucy B peksizuti "Tlianuc" OpyKyeTbcs Ha piBHI OCTaHHBOTO psjKa
Ha3BU NMOCaqU.

5. MakcuManbHa MOBXHMHA psAlKa 6araTopsAOKOBUX PEKBI3UTIB (KpiM pEKBi3HTY TekcTy) - 73
MiTiMeTpu (28 IpyKOBaHMX 3HaKiB).

Axwo 3aronoBok K0 TekcTy nepesuutye 150 3HakiB (5 psAIKiB), HOrO JO3BOJIAETHCSA MPOAOBXKYBATH
1o mexi npasoro nons. Kpanka B kiHui 3arosioBka He CTaBHTBCHL.

6. Ilin 4yac odopMieHHs MOKyMEHTIB CJiJl AOTPUMYBAaTHCA TaKHMX BiACTYNiB BiX MexXi HiBOro
TOJIS IOKyMeHTa:

10 minimerpa - ans a63auis y Tekcri;

90 miniMeTpu - s peksisuty "Ampecar",

100 miniverpu - nns peksisutie "I'pud 3aTBepmkeHHs AokymeHTa" Ta "I'pud obMexeHHs
JOCTYITy 10 JOKyMeHTa" ;

125 minimeTpiB - ois po3wudpyBaHHs nignucy B peksisuTi "Tlianmc".

7. He pobuThca BiACTYn Bim Mexi JiBoro mois s pekBisutiB "Jlata moKymeHTa", "3aroioBok
10 TekcTy aokymeHnra", "Tekct", "Bimmitka mpo HasBHicTs ponatkis", "TIpi3BMIle BMKOHABIS i HOMEp
iioro TenedoHy", HaliMeHyBaHHs nocaau y peksisutax "Ilianuc" Ta "I'pud noromkeHHs", 3aCB1 ATy BATLHOTO
Hanucy "3rigHo 3 opuriHaniom", a Takox ciaip "CJIYXAJIM", "BUCTYIIMJIKM", "YXBAJIMJIA",
"HAKA3VYIO", "30BOB'JA3VIO".

8. SIKILO B TEKCTi JOKyMEHTa MiCTUTBCS OCHIIaHHS Ha JOAATKU 200 Ha TOKYMEHT, L0 CTaB MiZICTaBOO
Uis #Horo BumaHHs, ciaoBa "Jlomatok" i "IlizcraBa" ApYKYIOTBCS Bif MeXi JIIBOrO MOJIs, a TEKCT OO HHX
- yepe3 | MDKpAOKOBHH iHTepBal.

9. ITig yac odopMileHHs AOKYMEHTIB Ha NBOX i Oijblle CTOpiHKAaX Apyra Ta HACTYIHi CTOPIHKH
NOBMHHI GYTH NMPOHYMEPOBaHi.

10. Homepu CTOpIHOK CTaBNIAThCA MOCEPENMHI ab0 B KyTy INpaBOro BEPXHBOTO IOJS apKylua
apabcbkumu Ludpamu Ge3 3a3HayeHHs cioBa "CTopiHKa" Ta po3ninoBux 3HakiB. Ilepumra cropiHka
He HyMepY€ThCS.

11. TekcTd JOKYMEHTIB JAPYKYIOTbCS Ha OAHOMY Ooli apKyiua.




JlonaTok 2

MIHICTEPCTBO KVJIBTYPU TA CTPATEINYHUX KOMYHIKALIN YKPATHUA
JYTAHCBKA JAEPXXABHA AKAJLIEMISI KYJIBTYPU I MUCTELITB

3acifaHHs (CTPYKTYpPHOTO MiApo3Aaiay)

YcbOro WieHiB BUCHOI paju - (xinexicme oci6)

[MpucyTHi: Kinwkicmb ocib, nocada, npizeuuje, iHiyianu 6 000AMKY
['onoByrouuii - nocada, npizeuwe, iHiyianm

Cekperap BYEHOI paad - nocada, npizeuwe, iHiyian
[ToyaTtok 3acimaHHsi O TOIWH. 3aKiHYEeHHS O TOJIUH.

MOPANOK IEHHHUM:

1. IIpo (momoBimp 3BiT, MOBiHOMIEHHS, iH(pOpPMALLisT)
2 Ilpo (momoBime 3BiT, moBimOMiIEHHS, iH(OpMAILid)

CIHYXAJIM: nocaoa, npizeuwe, iniyianu numaHHs
YXBAJIMIIA: mexcm (Piwenna nputinimo 0OHO20N0CHO).

1. Ilpo (numanns, sxe pozensoaemocs) CJYXAJIN:

nocaoa, npizeuwye, IHiyianu, NUMAHHA

BUCTYIINJINA:

1) nocada, npiseuwe, iniyianu numanns (MOBHUH TEKCT JOMOBiMI JOMAETHCS, HOAATOK
).

YXBAJIMJIMA: IadopMmamiro B3ATH OO BiIoMa.

(Piwenns nputiHamo OOHO20JI0CHO).

2. Ipo (numanns, sxe posanaoaemocs) CIYXAJIN:

nocaoa, npizeuuye, iHiyiany, NUMAHHA

BUCTYIINJIN:

1) nocada, npizeuwe, iniyianu numanus (TOBHUA TEKCT NOMNOBi/i IOXA€ThCA, JONATOK

=)

I'onoBa (nionuc) Bnache im’s [IPI3BUILE
Cexkperap (nionuc) Bnache im’s [TPI3BHILE




Honatok 3
MEPEJIIK

ZIOKyMt‘l-lTiB. HA AKUX CTABUTHLCH rpu(b 3aTBEPJIXKEHHSA

1. AKTH (roTOBHOCTI 06'eKTa 10 eKCIUlyaTallii; CIUCAHHSA; iHBEHTAPU3ALLIT, eKCTIEPTH3H; BUITYYEHHS
CpaB AR IMMIICHHS; nepenavi cnpas; nikeijauii akagemii Towo).
7 3asnanna  (Ha npoekTyBaHHA 06'eKTiB, TEXHiuHMX crnopyd, KanitaibHe OyniBHMUTBO; Ha

NPOBEACHH  HAYKOBO-NOCNIAHHUBKHX, TMPOEKTHO-KOHCTPYKTOPCHKHX i TeXHONMOriYHUX pobiT; TeXHiuHi
TOmo).
3. 3BiTH (NP0 OCHOBHY AiSNIbHICTb; BiAPS/DKEHHS; HayKOBO-AOCHiAHHLBKI PoGOTH TOLIO).
4. Kowropucu BHTpaT.
S. Homenknatypu cmnpas.

6. HopMaTHBH (BUTpauyaHHs CHPOBHHH, MaTepiaiB, eNEKTPOEHEPTil; TEXHOIOTiYHOTO MPOEKTYBAHH;

YHCEJIBHOCTI TMPaUiBHUKIB TOLIO).
7. Onucu crpas.
8. Ilepeniku mocan npauiBHMKIB 3 HEHOPMOBAHWM pPOGOYMM [HEM TOLLO.

9. lnann  (BUpOGHMYi;  Gy[iBENbHO-MOHT@KHMX,  MPOEKTHO-PO3BIAYBaIbHHX,  HAYKOBO-
NOCTIJHMUBKHX pOGIT; BNpPOBAa/KEHHS HOBOI TEXHIKM; PO3MOALTy MPOMYKUii 3a BCTaHOBJIEHOIO
HOMEHKJIATYPOIO; OTPMMaHHS NpPHOYTKIiB JKHTIOBO-KOMyHAIBHMM TOCIIOJApCTBOM Bill  KalliTAIbHOTO
PEMOHTY; POOOTH KOJIerii, HayKOBO-TEXHIYHOI pajiy, BYEHOI paiu TOLIO).

10.TTocamoBi iHCTpyKIii, MONOMXEHHA MPO CTPYKTYPHi MiJPO3ALIH.

11. TIporpamu  ((biHaHCOBO-EKOHOMiUHi; MpOBeNieHHs pOGIT i 3aXOMiB; BiAPS/DKEHb TOIIO).
12. TIpoTokonu 3acinaHb KonerialbHUX OpraHiB (3a MOTPEOH).

13Po3LiHKM Ha BHKOHAHHA POGIT.

14. Craryr JIIAKM, nonoxeHHs CTPYyKTYyPHHX MiZApO3ILIIB.
15. Crpykrypa JITAKM.
16. ®opMH yHi(ikOBaHUX [JOKYMEHTIB.

1711ltaTHi pO3MMCH.

ITEPEJIIK

JOKYMEHTIB, NiAMKCH Ha SKHX 3aCBiflUyeThCs repbOBOI0 MEYATKOKO

1. AKTH (BUKOHaHHS pOOIT, CHHCaHH], EKCIEpPTU3H, (PiIHAHCOBHX IEPEBipoOK;
BMJIyYEHHs CNpaB Ui 3HUIIEHHS; Nepeaadi Cnpas TOLIO).

7, Apxyuli MOrof)keHHsS MPOEKTIB HOPMATHBHO-NPAaBOBUX aKTiB.

3. BHCHOBKH i BIiATyKH yCTaHOB Ha AHcepTalii Ta aBTopedepaTH, IO HAJCHIAIOTHCS
J0 Bumoi atecrauiiinoi komicii Ykpainu.

4, JloBiaku (NAiMiTHi; MpO BHUIJIIATY CTPaXOBHX CYM; BHKODHCTaHHS OMOMKETHHX

acUrHyBaHb Ha 3apIUiaTy; PO HapaxoBaHy 3apIliaTy TOIIO).

5. JloroBopu (po MaTepiajlbHy BiAMOBIAAJNIBHICTE, HayKOBO-T€XHiYHE
cniBpo6iTHUUTBO, NiAPSAAU, OPEHAY NMPHUMIllEHb; PO BUKOHAHHA pobiT ToOwO).

6. JlokyMeHTH (IOBiAKH, NMOCBIJYEHHS TOLIO), LIO 3aCBiA4YYIOTb MpaBa rpoOMansH
i opuauuHuX ocib.

7. JlopyyeHHs Ha 3axMCT iHTepeciB HanioHanbHOl paaM y cyaax, OAEPXaHHA
TOBapHO-MaTepiajlbHUX LiHHOCTEH, GI0MKeTHI, GaHKIBCbKI, MEHCi#HI, NIaTiXHI.

8. 3aBaaHHA (Ha NpOEKTYBaHHA 00'€KTIB TEXHIUHMX CHOpPYA, KamiTajlbHe
OyniBHUUTBO; TEXHIYHI TOLIO). !

9. 3asBM (Ha aKpeAWTHB; NMpPO BiAMOBY Bil aKLENTY TOLIO).

10. 3agBkH (Ha o6nagHaHHA, BUHAXOOH TOILO).

11. 3pa3ku BiAOMTKIB neyaTok i niaAnMciB npauiBHUKIB, SKi MalOTh NPaBoO 311ACHIOBATH

dbinancoso-rocnoaapchki onepauii.



12. Komropne BuTpat (Ha yTpUMaNHA anapaTy ynpaBiiHHs; Ha niaroToBky
T4 OCROCHUS BUPOGHMUTRA HOBHX BUPOGIBL MAa KANLKYAAWIIO 38 IOrOBOPOM; HAa KaniTanbHe

Gy AiBHNUTRO TOIO).

13. Jluetn rapautiitni (na BUKoOHanus pobiT, HasaHKHA NMOCAYT TOWLO).
14. Jlinenail Ta AOAATKM N0 HHUX.

15 Homeuknatypu cnpas.

16. Ounncn cnpas.

17. IMonanus i knonoTaHHa (NMPO HArOPOMXKEHHS OpAEHaAMH i MeaansaMu)

Mouecni rpamotu, 'pamotu, INMoaskn HauionansHoi paau
[poTokoau (NOroMKeHHS MiaHiB MOCTaBOK).
[Mono>xeHHs Mpo CTPYKTYpH

Peectpu (uekiB, GIOJUKETHUX NOpPYYEHb).

Cneuudikauii (BUpo6iB, mpoaykuii Touo).

18. CninbHi NOKyMEHTH, MiArOTOBJIEH] Bif iMEHi ABOX i GiNplIe yCTaHOB:
CTaTyTH yCTaHOB.

TutynbHi cniuckw.

TpynoBi KHMXKH.

IllraTHi po3nucH.

IMocBinueHHS Ha mepeBipKy, BiApAMKEHHS.

Pimenns BueHoi pagu Akanemii.

MMEPEJIIK

BUIIB CIyXG60BHUX NOKYMEHTIB, IO BXHBaloThca B AisabHocTi JIMAKM, mopsamok ix
CKJIafaHH i opopMiIeHHS

Il Haka3 - posmopsaumii 1oKyMeHT, mo Buaaetbesi pekropom JIJTAKM, srigHo 3 #oro
TNIOBHOBaKEHHAMH, SKHH [i€ Ha TNpaBaX €IMHOHAYAIBHOCTI, SKWH CNPIMOBAaHHH Ha BHPILICHHS
OnepaTHBHUX a60 OpraHi3auliiHO-PO3NOPSAAYMX MMTaHb, BUKOHAHHS YMHHUX 3aKOHIB, YKa3iB, ypsNOBHX
NOCTAaHOB i PO3MOPSKEHb, HAKa3iB, MOJOKEHb Ta IHCTPYKLiH BHIIECTOAIMX opraHiB. Hakas € akrom
BHYTPIilIHBOTO ynpaBiiHHA. Haka3aMH NpoBajaTbCA B JKMTTA pilleHHs aaminicTpauii JITAKM.

1.1. 3a cBOiM mpHU3HAYEHHSAM HaKa3M NOAUIAIOTECS Ha HaKasM:

3 OCHOBHOI MisJIHOCTI,

mono ocobosBoro ckiamy (Mpo MpPUHHATTSA, TIEPEBENCHHS, 3a0XOYEHHS, 3BUILHEHH,
CYMICHHLTBO TNpALiBHHKIB, NMPO MaTepiabHy JONOMOry, NpPO CTATHEHHS, BiAPAMKEHHsS NPaliBHHUKIB,
CTyleHTiB AkaaeMii, Towo);

npo HaJaHHA BilIyCTOK;

3 aJMiHICTPaTHBHO-TOCIOJAPCEKMX MMHUTaHb TOLLO;

TekcT Haka3sy, sK INpaBHJIO, CKJIAJacThCs 3 JBOX YaCTHH: KOHCTaTyrouoi i posmopsmdoi. VY
KOHCTATyIO4ili BHKJIAJAaOThCi (aKTH, IO CTAlM MIACTABOKO NI BHMJAHHA Hakasy Ta 3a3Ha4YeHHSA
HOPMATHBHO-TPABOBOrO aKTy, LIO PETYJIOE JaHe NMHUTaHHA, B PO3MOPAAYiH MEpENivyloThCs MPOTOHOBaHI
Aii.

SIK10 Haka3 BMIAETbCA HA MiACTaBi JOKYMEHTa BHLIOTO OpraHy, TO B KOHCTaTyIOWiH YaCTHHI
mae O6yTv MOCHJIaHHA Ha HOMEp i JaTy LbOro JOKyMEHTa.

Po3nopsiya YacTMHA Hakasy [MOYMHAEThCA, SK TPaBMIO, 3 JiecioBa y ¢opmi iHoiHiTHBa:
"MPUAHATH", "IIPUSHAUMUTH" "MEPEBECTU", "3BUIbHUTH", "BIAPAOWUTU", "HAIATH",
"OrOJIOCUTH" Towo. Jlani 3a3HauaioTbcs BEIMKMMH JiTepaMH Mpi3BUlle MpauiBHUKA, Ha SKOTO
MOWIMUPIOETHCA J1isl Hakasy, i MaTMMU - iM's, N0 6aTbKOBi MpaUiBHHKA Ta TEKCT Hakasy. Y 3BECHMX
Hakasax npi3Buuia oci6 y Mexax MyHKTIB po3MilLyloThCs 3a andapiTom.

O3HafOMMBLUMCH 3 HAKa30M, 3rajfiaHi B HbOMY OCOOM Ha MepLIOMY NMPHMIPHHKY Hakasy 4 Ha
cneuiaibHoMy OJ1aHKy CTaBAATH MiANMCH | JaTH O3HAKOMJIEHHS.

Hakasn HymepyioThcs B mopsiaky iX BMAAHHS y MeXax KaJleHZapHOro poKy Ta MatoTb




OKpeEMY NOPSAKOBY HYMEpALLItO.

Posnopsaua uacTuHa Hakady nounnactbes ciosom HAKA3VIO:. BoHo apykyersest Benvkumu
niTEpPaMH i 3 OKPEMOTO PAAKa, wpudr - He xupuui. Hamiuypani 3axoau nomaloThes MyHKTaMu, ki
HyMEpYOTHCS pAGCHKMMH LM paMH. KoxHui nyHKT CJ1it NOUMHATH 3 3a3HAUEHHS KOHKPETHOrO BUKOHABLIS
- CTPYKTYPHOTO ninpo3niny a6o cnyx6oBoi ocobu (B aaBanbHOMY BiaMiHKYy). [ToTiM BHKIamaeThes
NPONOHOBANA  JUi, AKA  BHUPAXACTHCA Ai€CNOBOM B HeosHaueHilt (opmi, i BM3HAauaeTbCA TepMiH
sukonanns. Hanpuknan: Bimniny xaapis y nepuwomy niBpiudi 2020 p. oprawisyBaTM npoBeaeHHs
arTecTalil HAyKOBO-NENArOTNiYHUX MpalliBHUKIB.

B OCTaHHLOMY MYHKTi PO3NOPAAYOI YACTHHHM 3a3HAYAIOTL CTPYKTYPHHMI Miaposain abo mocagosux
0ci6, SKUM OpYYEHO KOHTPONb 3a BMKOHAHHAM Hakasy, Hanpukiaj: KoHTponk 3a BUKOHaHHAM Hakasy
NOKNAacTH Ha mnpopexTopa 3 iH(pacTpykTypu Ta po3BuTKy KouyeBchkoro r.o.

IOpMCKOHCY T 060B'S3KOBO Bi3ye 3a HasABHOCTI ycix HEOOXiAHMX Bi3 BCi MPOEKTH HaKa3iB
HOPMaTHBHO-NIPABOBOTr0O XapakKTepy.

[poexTH HakasiB , WO MOMAOTHCS I MiAMMCAHHSA PEKTOPY JIIAKM, Bi3yloTbCs BiOMOBIAHO O
posnoaity ¢QyHKIIOHANEHUX OOOB'A3KIB.

V pasi HeoOXiZHOCTI MPOBEJEHHS OLIHKM 3MICTy Ta JOUIMbHOCTI BHIAHHA Hakasy 3MICHIOETBCS
30BHIlIHE MNOTOKEHHS MPOEKTY AOKyMEHTa 3 iHIUMMH 3alliKaBJICHUMH YCTaHOBAaMH, OpraHizauismy,
MiAMPUEMCTBAMH.

SIKIO B MPOLEC MOTODKEHHS 10 MPOEKTY Haka3sy BHOCATBCS iCTOTHI 3MiHH, BiH MiAJIAra€ MOBTOPHOMY
MOTO/DKEHHIO.

Hakasy MimMCyIOTbCS PEKTOpOM, a B pasi HOro BiICyTHOCTI - MOCaJ0BOIO 0c00010, KA
BUKOHYE Horo o6oB'a3ku, (a1s akagemii - 0co6oro, gKili JeneroBaHo Ili TOBHOBAXKEHHS). IMicnsa
MiANMCAaHHS Hakasy (PO3MOPSDKEHHs) 3MIHH IO HHOro BHOCATHCS JIMIIE ILUISXOM BHIAHHS HOBOTO Hakasy
(pO3MOpPSIKEHHS) TPO BHECEHHs 3MiH.

Haka3 (posnopsmkenHs) odopMIseTbes Ha 61aHKy Hakasy (po3nopsiKeHHs). BUKOpPHCTOBYETBHCS
rapritypa Times New Roman, mpudt posmipom 12-14 npykapcbKux MyHKTiB, PeKOMEHIOBAHO NPyKyBaTH
gepe3 1-1,5 MDKpAOKOBOro iHTepBaily, Kpamnka B KiHIIi 3arojoBKa He CTaBUTbCA (HE BHKOPHCTOBYBATH
mpu(T KypcCUBHMH JUIS aKLEHTYBaHHS 3arojioBKY.

3micT Hakasy (PO3MOpSUKEHHS) KOPOTKO BHK/IANA€ThCA B 3arojloBKY, SKAW IOYHHAETBCA 3
npuiivenHuka "IIpo" 1 criIafa€TbCs 3a NOTMOMOro0 pinniecnisHoro imenHuka ("TIpo 3aTBepmKeHHI...",
"TIpo BBemenHs...", "IIpo cTBOpeHHs...",) ab6o imennnka ("TIpo mixcymxw...", "TIpo 3axon...") - Texct
Hakasy 3 MMTaHb OCHOBHOI [is/IbHOCTI aKaneMii CKTaIaeThes 3 IBOX YaCTHH - KOHCTaTylo4ol (mpeambyiin)
i po3nopsaYoi.

V KOHCTaTyIodili YacTHHi 3a3Ha4aloThCs mizcraBa, OGIpyHTyBaHHS abo MeTa BHJAHHS Hakasy.
3a3HayeHa YacTMHA MOXXE ITOYHHATHCH iz cnie "Ha ukonanHs", "3 meror" Tomo. SAKIIO TOKYMCHT
BUIAETHCS HA MiJCTaBi iHIIOTO PO3MOPANYOro NOKyMEHTa, y KOHCTaTyIOUilf YaCTHHI 3a3Ha4aloThCA Has3Ba
BHMIy LBOrO [OKYMEHTa, fioro aBTOp, Jara, HOMEp Ta 3aroJioBOK. Kpanka B KiHLi KOHCTaTyKOUOi
YaCTHHH He CTaBUTHCH.

Posnopsiaya 4YacTMHa HakKasy TOYHHAETHCA iz cimora "HAKA3VIO", po3mopsIXeHHS MOXe
noumHartucs i3 ciaosa "30BOB'SI3VIO", «BUMAT AIO», ske APYKYETbCS 3 HOBOIO psAAKa BEJTHKMMH
niTepamu 6e3 BiACTYITy Bia JiBOro mons i yanok, WpUOT He JKUPHUM, MiC/SA YOro CTABHUTHCA ABOKpANKa.

Po3nopsaya YacTHHA MOAUIETHCA HA MyHKTH i miAMyHKTH, SKi HyMEpYIOTbCS apaGChKUMH rdpamMu
3 a63amy. Y KOXKHOMY IyHKTI MOBMHHI OyTH 3a3HaueHi BHKOHaBIli (CTPYKTYpHI nigposaind  abo
KOHKpETHi M0Ca/IoBi (crmyx60Bi) 0COGM), KOHKPETHi 3aBJaHHs (nopy4eHHs) i CTPOKM iX BHKOHAHHI.
BukoHaBUi MOXyTh OyTH Ha3BaHi TaKOX y3arajbHEHO, HaNpUKIaL: "kepiBHHKaM CTPYKTYPHHX
nigpo3ainis".

Ilpy upOMY, SK NpPaBUIO, HE 3aCTOCOBYETHCH HAMHCAHHA HEKOHKPETHHX JAOpY4€Hb,
cnopa: "npuckoputu", "monimuunrH", "akTWBi3yBaTH", "3BEpHYTH yBary" TOLIO.

Slkuo HakazoMm (PO3MOPAMKEHHAM) CKAacCOBYETBCA fonepeaHii pO3MOpARUHH  NOKyMEHT, y
pO3MOpA/Yil YaCTHHI 3a3HAYAETLCA MYHKT, SKHMH MOBMHEH MOYHHATHCA i3 cniB: "BH3HaTH TaKHM, IO
BTPAaTHB YUHHICTh,...".

3MiHM, MO BHOCATBCA [HO Hakasy (pO3MOpsMKeHHs) OhOpMISIOTECA OKpEMH

K1 MICTATB

M Haka3oM



(pO3NOPSDKEHHAM),  AKHH  MOBUHEH  MaTH Takuii 3aronosok: "Ilpo BHeceHHs 3MiH OO Hakasy
(po3nopn11>Kemm)...“ i3 3a3HAUCHHAM J1aTH, HOMEpPA, Ha3BU BH/Y PO3MNOPAAYOro JAOKYMEHTa, N0

4KOPO BHOCATLCS 3MiHM, Posnopsaua uacTHa Hakasy (PO3MOPA/DKEHHS) MOYMHAETBCA 3 TaKoro
TMyHKTY:

"1. BuecTH 3MiHH 10 Hakasy (po3nopsvkenHs)".
Jlani OKPEeMHMH NIiANYHKTAaMH (DOPMYJIOIOTHCA 3MIHM 10 PO3NOPSAYOro JOKYMEHTa, HarprKiIan:

"1) NyHKT 2 BHKJIACTH B takii penakuii:...";

"2) NYHKT 3 BHKJIIOUHTH",

"3) aG3aw Apyruiit MyHKTY 4 NOMOBHHMTH COBAMH...".

SIKIO 3MIHM [0 PO3MOPAAYOro [OKYMeHTa O(pOpMIAIOTHCS Ha OKpemMoMy apkywi (apkyuuax),
B MEpWIOMY TMYHKTI PO3NOPAAYOl YaCTHHH Hakasy (pO3MOpPAIKEHHS) 3a3HAYAETHCA:

"1) BuecTH 3MiHHM 10... (monaloThes)".

OcTaHHi} MyHKT PO3MOPAMUOl YaCTHHH B pa3i MOTpeOH Modxe MICTUTH pillleHHS MpO MOKJIaJCHHS
Ha CTPYKTypHMM minpo3min abo mocaaoBy 0coby ¢yHKLi# 3 KOHTPOJNIO 3a BHKOHAaHHAM Hakasy
(pO3NOPAMKEHHS).

1.2. TIpoekTH Haka3iB TOTYHOTbCS KEpiBHHKAMH CTPYKTYypHHX i ApO3ALTiB:

1) 3aranbHi - KepiBHMK MiApo3iNy, SKHii MPOABUB iHILUATHBY;

2) cTymeHTChKi - LIeHTp CTyneHTCBKHMX KOMYHiKaLlii;

3) 3 KagpoBMX mMMTaHb (0COGOBOMY CKJamy) - BiAil KaapiB; BiLILM GyXranTepchKoro obiky
Ta (iHAHCOBOI 3BITHOCTI;

4) N0 TPOXOIPKEHHIO MPAKTHKH - CTYIEHTCHKHM BifIin KaapiB TOLLO.

V mporeci MiAroTOBKM MPOEKT Hakaly Bi3y€ETbCA KEPIBHHKOM CTPYKTYPHOTO nigpo3aiy,
BHECEHO MNpOEKT Hakasy (3a3HayaeThcs Mocaja Ta Ppo3mudpyBaHHS mignucy) Ta MOrOMKYHOTBCS 3
ocobamu, 3 IKHMH TOroKyBaJli Haka3s. Yci IofaTKy 10 HaKa3y MilIHCYIOThCS KEPIBHUKOM CTPYKTYPHOTO
MiZpO3/iTy, SIKHM BHECEHO Haka3. IIpOEKTH HaKa3iB HaJaroThCd Ha MiAMKC KepiBHHKY NpH HAasBHOCTI
BCiX HEOOXiNHHX Bi3 M PpeeCTpyloThCA B KaHLENApii, BiAaili KajpiB, CTyJEHTCEKOMY Biaini Kajpis, B
LleHTpi CTyIeHTCHKHX KOMyHiKaLliii Ta peeCTpyIOThCA B BillNOBIAHAX XKYpHAJIaX.

1.3 Po3mopsamkeHHs: - Le NOKYMEHT, AKMH BHIAETBCA MOCATOBHMH ocobamu, OeprKaBHUM

AKUM

OpraHaMM, YCTaHOBaMH, MiANPUEMCTBAMH B Mexax iX KOMIIETEHLiT # Mae OOOB’A3KOBY IOpPHIAHYIHY
CWIy OO rpomansH (MpauiBHMKIB) Ta MilIETNIMX YCTaHOB, SKMM aJpECOBAHO PO3MOpPsA/OKCHHA
PO3MOpPAIKEHHS CTAHOBATH MiA3aKOHHI aKTH, IO MOAUIAIOTECS Ha JIBI TpyIH:
a) pO3MOpAMKEHHs 3arajbHOrO XapakTepy - TpHUBAIOl it
6) pO3MOPSAMXKEHHS 4aCTKOBOTO (OKPEMOro) XapakTepy - CTOCYIOTECH KOHKPETHOrO BY3bKOTI'O IMUTaHH.
TekcT pO3NOPSIKEHHA O(GOPMIAIOTE TaK CaMo, sK i TekcT Hakasy 3 OCHOBHOI AisUTbHOCTI aGo
BKa3iBKH.
2. [HCTPYKLis - Lie ZOKYMEHT, 10 BUIAETbCS KEPIBHUUTBOM JITTAKM 3 MeTOIO BCTAHOBJIEHHS NpPaBHI, SKi
PerymolTh OpraHi3auiiHi, dinancosi Ta iHwi crewianeHi Hanpsamu AisnbHocTi JITAKM Ta crocyHku
YCTaHOB i cimyk60BHX oci6. IHCTpyKkuis HabyBae YMHHOCTI TiCJIs 3aTBEp/KEHHH il Haka3oM. OkpeMy rpyIy
IHCTPYKLIiH CKJIAJArOTh nocagoBi iHcTpykuii. [locagoBa iHCTpyKiis - L [AOKYMEHT, IO BH3HA4ae
opraHi3aliifHO-NIpaBoBe CTaHOBHILC npauiBHukiB JIJAKM . Ilocaposa IHCTpYKIiss Ma€e Taki pO3ILIH:
3arajbHa YacTWHa, (¢yHKUii, 00OB'A3KH, NpaBa, B3a€MOBIIHOCHHH, BIiNOBiJAJLHICT MpaliBHUKA. I
MiAMHCYIOTh KePiBHUKH TiIPO3/IiIiB.
3. IIpoTOKOJ - JOKYMEHT, Y IKOMY dikcyeThes Xi 06roBOPEHHs MUTaHb i NPMHHATTS PilleHb KOMerialbHUX
OpraHiB sk MOCTIHHHX, TaK i THMYACOBHX, & TAKOX pi3HUX Hapa, 360piB, 3acifanb, kKoHpepeHUid Ta iH. Y
MPOTOKONaX BiZOOPaKarOTbCS BCi AYMKM 3 MMTaHHA, WO PO3MIANAETHCH, i mpuMHATI B pesyJbTaTi
0OroBOpeHHs pIIIEHHS.

OGOB'S3K0BOMY MPOTOKOJIFOBAHHIO MiJIATatoTh
JIIAKM, 3aciganns mpodkoMy, kadenp, hakysibTeTi, TOLO, HaWBaIMBIIII Hapaa, IO MPOBOIATECA
KepiBHMLTBOM i KepiBHHKAMH CTPYKTypHMX migposainie. IIporokon Bene y4eHHH CeKpeTap
KoslerianbHOro OpraHy a6o iHIa creujaJbHO MpU3HaYeHa ocoba.

dopmyIsp NpoTOKONy Mae Taki peksisutu: Jlepxauuit ['ep6 Yipaihy, HaliMeHyBaHHs YCTaHOBH
-Jlyrancbka Jep)kaBHa akajeMis KyJbTYpH i MHCTEUTB, Ha3By BUAY JOKYMEHTa (mpoTokoi), AaTy Ta

3acimanHs BueHOi, HayKOBOi-METOIWYHOI paj




HOMEp, Micle 3acinaHus, HAMCEHYBAHHS KOJIETiabHOrO opraHy a6o KOHKPETHOI Hapaau, MiAMMcH rooBU
i cekpeTaps.

TekcT NPOTOKONY CKJIAMAETLCA 3 JIBOX HACTHH: BCTYMHOT i OCHOBHOI. Y mepiiiii YacTHHi
3a3HAUAIOTHCS NPI3BHILA TA {HiliasM roNoBM | cekperapsi 3aciflaHHf, a TaKOXK BCiX MPUCYTHIX YIeHiB
KONEriaNbHONO OPraHy i 3anpolLeHHX.

V CMCKy NPHCYTHIX CIOUATKY NEPENivuyloThes UieHH KOJeriabHOro OpraHy, a MoTiM 3arnpolleHi
3 323WACHHSM iX MOCAj, OpraHisallii, sKi BOHM MpEICTaBNAIOTH; Mpi3BHLUA MUUIYTHCS B angasiTHOMY
nopaaky. Tlpu Benukid KinbkocTi MPUCYTHIX Ha 3acCifaHHi iX CMMCOK CKJIaZIA€ThCA OKpEeMo, y BUTIAA|
nonatka a0 mpotokony. Toai y BeTymHil yacTHHi MPOTOKOJY 3a3HA4AETHCA TiJILKKA 3arajibHa KiJbKiCTh
MPUCYTHIX. V Uil YacTHHI NpPOTOKONY TAKOX TNHIIEThCS MOPANOK JIEHHHUI 3acifaHHA 3 TMepesikoM
NWUTaHb, L0 MiMUIATAIOTh PO3IJIAMY.

OCHOBHHI TEKCT MPOTOKOJTY MOALIAETHCA Ha PO3/IUIH, LIO BiAMOBiAAIOTH ITyHKTaM MOPSAKY AEHHOrO.
KoxxHui posnin GyayeTbes 3a TpaauuiiiHoo dopmynoro: CITYXAJIA - BUCTVYIIMUJIU - BUPILLHUJIA
(YXBAJIUWJIN).

Cnoso CJIYXAJIU npyKyeThcs BENMKMMH JTiTepaMH, MiCIs HOro CTaBHTBCA [BOKpANka, B
HACTyNHOMY psaKy (ab3ami) 3a3HavaloThes iHILiaMM Ta Mpi3BULUE JIOTOBijaua, CTABUTHCS THpE, aMOTIM
BUKJIQIA€THCS OCHOBHMM 3MICT JOTOBIZi.

Ananoriudo odopmnsietses poszain BUCTYITAJIN:

Posnin BUPILUMJIM (YXBAJIWIM) apykyioTs uepes TPH MiKPAIKOBHX IHTEpBajH mics
TOTIEPEIHBOTO TEKCTy. B HBOMY TOBHICTIO DOPMYITIOETBCS MPUIHHSATE PILUCHHS. Skio B pilleHHi € pi3Hi
3a XapaKTepoM IMTAHHS, TO BOHM BHAUIAIOTHCS B IMYHKTH, SKi HYMEpYHOTHCA apabCbKUMH LMbpaMH.

KpiM 3a3sHaueHOi MOBHOI (JOPMH TNpOTOKOTYy iCHye KopoTka opma. Bona sBise Cco6oro
niepenik MUTaHb, 10 PO3MIIAAAIOThLCS, 3 3a3HaYEHHSM NPi3BULL Ta iHiL{ianiB JOMOBiNAYIB i THX, IO BUCTYIIHIIH,
a TaKOX MPUHHATHMX pileHb (6e3 BUKIamy BUCTYMiB). Y pa3i BHHHKHEHHS NPHHIHMIIOBHX pO36DKHOCTEH
3 Gymb-fKMX MHTaHb GiKCyloTbcs Ocob6nMBi AyMku npucyTHiX. Koporka ¢dopma TIPOTOKOJIFOBAHHS
3aCTOCOBYETBCS JIMIIE B THX BMIMAJKaX, KOJIM BCi HEOOXimHi MaTepianH, TEKCTH JOTOBiel 1 BHCTYMIB,
CIIMCKH TIPUCYTHIX JIOJAIOThCS A0 MPOTOKOJIB.

IMpotokonu 3acigaHp Kadeapu OQOPMIIOIOTECA TaKWM HYHHOM - CTOpIHKH HyMEpYIOThCH,
TPOIMBAIOTHCS Ta 3aKPIiILTIOIOTHCA TiICYMKOBMM 3alMcOM /Ha3Ba CTPYKTYPHOTO MiApO3ALTY, KUIBKICTh
apkymis/ 3a MiAMMCOM BiMOBIAILHOTO 32 BENECHHA npotokonie Ha kadenpi /cexperap/ Ta KEPiBHUKOM
CTPYKTYPHOTO MiZPO3.LITY.

4. TIoNo>KEeHHS - BaXJIMBMH HOPMATHBHO-TIDABOBHMil aKT, skuii BU3Hauae QyHKUII, 00OB'A3KH, IIpaBa
i opranizauiro po6OTH YCTaHOBM Ta ii CTPYKTypPHHX Migpo3AiliB Ha TPUBAIMH MPOMDKOK 4Yacy.

TekcT MOJMOXKEHHs TOBMHEH MaTH TaKi OCHOBHiI PO3/liiM: 3araipHa 4YacTHHA, OCHOBHI 3aBIaHHS
i GymKuii, npaBa, opraHisauis poGOTH.

YV JIJAKM pospobnsiotscs npoekt Craryr mnpo JIJIAKM, monoxeHHs 1po CTPYKTYPpHI
niapo3ainy (Bimminu, xadenpu, GakyabTeTH, TOIO), @ TAKOX TMOJIOXKEHHS, IO PEryJIIOIOTh IMUTaHHA
pissibHocTi JIMTAKM y Mexax Horo KOMIIETEHII].

Crartyt JITAKM 3aTBepmiyeTest MiHICTEPCTBOM KyJIbTypH Ta CTpaTeriyHuX KoMyHikaui# YkpaiHy,
i monoxenHs - Hakazamu JITAKM.

5. AKT - JOKYMEHT, CKJIaJeHH#i Kilbkoma ocobamH, w0 NiATBEPIKYE sKi-HEOYAb BCTAaHOBJIEHi GaKTH
a60o nomit.

AKTH FOTYIOTbCS 32 pe3y/IbTaTaMH PEBi3iH, MpH npHiiMaHHi-nepesayi cnpas, NMPUHHATTI 3aKiHYEHUX
00'eKTiB, TOLIO.

dopmysSp aKkTa Mae Taki peKBI3UTH: HaWMEHYBaHHsi YCTaHOBH - JITIAKM, Ha3By Buly
JIOKyMeHTa (aKT), Micle CKJIaJaHHd, NaTy, HOMep, rpud 3aTBEPDKEHHs, 3aroJIOBOK 0 TEKCTY, ITIITHC.

3aro/l0BOK akTa KOpOTKO Bifobpaxae mozito abo dakt, mo akryerses. Hanpuknan: Ipo nepeBipKy
HASBHOCTI | TepPMiHM BMKOHaHHS JOKYMEHTiB y Billini kajpis Ta ynpaeJiiHHs nepconanom 3a 2006
piK.

TeKcT aKTa CKIafacTbcsi 3 HBOX YACTHH: BCTYMHOI i KOHCTaTyrouoi. VY BCTYMHIM 4YacTHHI
3a3HayafoTh MIACTaBY s CKJIAJaHHS akTa Ta [MepeivyyroTh ykiafauis i npucytHix. Ilicas cnosa
"migcrapa" BKA3yeThcA PO3MOPANUMH JOKyMeHT abo ycHa BkasiBKa. [Micns cnoBa "ckianeHHH"




nepeniuyloTh NMOCAAH, iHillianM Ta npisuma oci6, wo cknanu akr. ko akrt rOTyBaBCsl KOMici€ro,
TO NepmMM APYKYEThCS npissuine ronosu. [pi3Buina iHmmx unenis komicii NULYTh B
andasitHomy nopanky. [licns cnosa "npucyTHi" nepesniuyiotbes nocaaM, iinianu Ta npi3Buina
oci6, ski GyJM NPUCYTHIMH TPH CKIANAHHI aKTa.
B KkoncTatylouilf wacTHHi BMKJIANAETBCA META i 3aB/aHHA CKIaJaHHS aKTa, CyTh i XapakTep
nposeneHoi poGOTH, BCTAHOBNEHI (DAKTH, a TAKOXK BHCHOBKM i MPOMO3MLL.
B xinui Tekcty akta (mepea MiAMMCOM) MOMilIAlOTh BiXOMOCTi MPO KifbKicTh NMpUMipHHKiB
aKTa i IX MICUE3HAXOIPKEHHS.
CKJIAICHHH Yy 2-X NpUMipHHKax
Hanpuknan: 1-4 mpuMm. - Binmin kanpiB Ta ympaeiHHA MEPCOHATOM
2-§ NpUM. - 10 CrIpaBH.
KinbKicTb NPUMipHHUKIB MOXe BU3HAYaTHCS KibKICTIO 3allikaBIEHHX CTOpiH a60 BiAMOBiAHUMH
HOPMaTHBHUMHU JOKYMEHTAMH.
AKT nianucyeTbes BciMa ocoGamu, siki Gpanu yuwacTs y #oro ckiamandi. ITpu odbopMieHHi
NiANKCY NOCanW HE 3a3HAYAKOTHCH.

Hanpuxnan:
Tonosa komicii (ITipruc) (Bnacue imM’s ITPI3BHUIIIE)
Unenu xomicii (Iignuc) (Bnacue imM’s TTPI3BUIIIE)

3a HasgBHOCTI OCOGNMBOI AyMKM y CKiajauiB akTa a6o TpUCYTHIX 1i CHil BHKIAJaTH HIDK4e
MIAMACIB Ha TEPIIOMy NPUMipHUKY akTa aGo Ha OKpeMOMy apKyILi.
6. Cnyx60Bui nWCT - we omuH i3 3acobiB 06MiHy iH(OpMALE i OMEepaTHBHOIO YIpPaBIiHHA
HaMpi3HOMAHITHIIUAMK TpOLECaMH AisIBHOCTI JITAKM.

ICHYIOTb  JIMCTH-3aMMTH, JIKCTH-NPONO3HLIT, JIUCTH-3BEPHEHHS, JIMCTH-BHMOTH, JIMCTH- CKaprH,
JIMCTU-BIANOBII, iHpOpMawiiiHi, cynpoBimHi Too.

JIucTM He MOXYTh BCTAaHOBNIOBATH HOBi MpaBoBi HOpMM a60 3MIHIOBaTH YM CKacOBYBAaTH IX.

@opmysp nucta Mae Taki peksisuth: JlepkaBuuii ['ep6 VkpaiHu, HaiiMeHyBaHHS YCTaHOBH
-Jlyrancbka gep>kaBHa aKagemis KyJbTypH i MMCTEUTB, afpecy Akanemii, NMOIITOBHM iHIOEKC, HaTy,
BUXITHHH IHIEKC, 3aroJIOBOK, agpecaT, IOCWIAaHHS Ha HOMEp i JaTy AOKyMEHTa, MiANHC, IPi3BHIIE
BUKOHaBLd i Homep Horo TenedoHy. IIpi3Buie mpauiBHHKa, KU CTBOPMB AOKYMEHT, i HOMEp HOro
c1y>x00BOro TenedoHy 3a3HaYarOThCs HA JIMLBOBOMY OOl B HWKHBOMY JIIBOMY KYTKY OCTAHHBOTO apKylla

JIOKYMEHTa, HampHKJIa:
Ilerpenko Ouena IBaniBHa 256 23 29

Jluctn MoxyTh OyTH HamucaHi Ha ¢ipmMoBuX OnaHkax abo Ha YMCTMX apKyliax marepy.

TekcT JMCTa NMOBHHEH CKIAJaTHUCA 3 JBOX JIOTIYHO TOB'A3aHMX 4YacTHH. Y MepLIiii OMUCYIOThCS
¢dakTn abo mofii, IO CTaJ¥ OCHOBOK Ui CKJIaNaHHA JUCTa. Y Jpyrid BHUKIaJaiOTh BHCHOBKH,
NPONO3HULi, NPOXaHHA, PillleHHs WOAO CyTi NUTaHHA. HaBiTh AKIO NHCT ckilajaeTsbes 3 opHiel ¢pasw,
TO i mofGynoBa NMOBHHHA BiAMNOBIJATH 3alPONOHOBAHOMY IPHHLIMITY.

JIuct cnill CKIamaTH 3 KOXHOIO MHTaHHA OKPEMO, TOMY LIO Lie 3Ha4YHO CIPOLIYE i HPUCKOPIOE
BCi ormepauii 00 BHKOHAHHS i 06pOOKH MOKyMeHTa.

CynpoBifHi JIACTH CKIAJAlOTh TiIIbKU y TOMY BHIAJAKy, KOJIH BOHH MICTATh MOSCHEHHS BiTHOCHO
XapakTepy BMKOHaHHS ab0 METH HAJCHMJIaHHA JOKyMEHTa, IO JOJAEThCS.

V cynpoBigZHOMy JIHCTI NOBHHHI TOYHO BKa3yBaTHCh 3aroJIOBOK, iHAEKC 1 JaTra [JOKyMEHTa,
1[0 HAJICHJIAEThCA.

7. JlomoBigHa 3amucKa - JOKYMEHT, agpecoBaHui kepiBHHUTBY JITAKM, skui MiCTHUTH AeTajbHHH
BUKJIajl OyAb-SKOrO MHUTaHHA 3 BHCHOBKaMM i MPOMO3MLISAMH YKJajaua.

TekcT AOMOBIAHOI 3alMCKH CKJIAAAEThC 3 OBOX OCHOBHMX YAaCTHH. Y Mepulili BUKIaNarOThCs
¢akTH, WO CTATH NPUBOAOM ANS CKIafaHHA AOKYMEHTa, Yy APYridl - BUCHOBKH i mpono3uuii aBTOpA.

8. TenedoHOrpama - y3arajibHeHa Ha3Ba Pi3HUX 32 3MiCTOM JOKyMEHTIB, BULUIEHHX Y 3B'A3KY 3 0COOIHBHM
cnocobom nepenadi TekcTy (mepemaeThes TeneGOHOM i 3amMCyEThCS OJEPXKYBadeM).

TenedoHorpama 3acTOCOBYEThCS y HEOOXIIHHX BUNAAKAX 1A ONEPATHBHOO BUPILEHHS CITYKO0BHX
NUTaHb 3 YCTAHOBaMM i OpradiszaLisimu,




Tenedonorpamu, ninnucani - kepisuuursoM JITAKM, nepenaiote Tenedonom  cekperapi
npuitManbHUX, @  TeneoHorpamu, MiANHCaHi  HavaNbHUKAMM  MiAPO3AiNiB a6o 1X 3acTymHUKamy,
nepenaloth cexperapi minposninis. Ha Teneonorpami noswauaethes uac i nepenadi, npissuue
npauiBHMKa, sKuii nepenas TenepoHorpamy, npissuiie i Homep TenedoHy MpauiBHUKa, SKUH NPUAHAB
renedonorpamy.

Tenedonorpamu, aapecoaHi kepiBHuutBy JIJJAKM i HayanbHMkam miaposainis, npuiimarors,
BIANOBINHO, cekpeTapi NpuMManbHUX abo cekperapi miaposaifis.

9. JloBinKa - MOKYMEHT, IO MIiCTHTb OMMC i MiATBEpMKEHHS TUX 4M iHWMX ¢akTiB abo nogiii.

®opMynsp NOBIOKM Mae Taki pekBi3uTH: [lepkaBHui ['ep6 VYkpaiHW, HalMeHyBaHHs yCTaHOBH
— JlyraHcbKa nep)kaBHa akaneMist KyJbTypH | MUCTEUTB, Ha3By BHAY AOKYMEHTa (IOBiaka), AaTy, HOMep,
MiCLIE CKIalaHHsl, 3ar0JIOBOK 10 TEKCTY, MiANKC, Mpi3BUILE BUKOHABL i HOMep Horo TenedoHy.
10. JloroBip - HOKYMeHT, 1o (ikcye yroay CTOpiH MpO BCTAHOBJEHHS OyAb-SKHX BiIHOCHH i perysoe
ui BigHocuuu. Iligmuc pekTopa Ha OroBOpi MPO HABYAHHS, MiATOTOBKY, MEPEMiArOTOBKY, MiABUILEHHS
kBanidikauii a60 Npo HamaHHA JOJATKOBMX ocBiTHiIX mocayr JIJAKM 3acBimdyeTscs y KaHuenspii
JIJAKM rep6oBOIO MeYaTKoK JMIIE Micis MPOCTaBJISHHA Bi3M 0Ci0, AKi MepeBipsiv CKIaJeHHs NaHOro
JIOTOBOPY - MPOPEKTOp, HayaJbHHK IOPHOWYHOrO Bigainy, ¢axiBenp 3 AepKaBHUX 3akyniBesb. Bci
noroBopH, ski ykmamatotecs JIJAKM mignsratots 060B’s13K0BiH peecTpauii (4OrOBOPH IpPO HaBYaHHS,
M ATOTOBKY, NEPEMiAroTOBKY, MiBHINEHHS KBanidikawii a60 Mpo HajaHHsS AOJATKOBHX OCBITHIX MOCIYT -
NPUAMATBHOIO KOMICIEI0, TPYNOBi KOHTpaKTH - HaualbHMKOM topuandsoro Bimmimy JIZTAKM, Tormo)
12. JlomoBiAb - AOKYMEHT, IO MIiCTUTh BHUKJIA[ MEBHUX MHTaHb, BUCHOBKIB, MPONO3HLIH i MPH3HAYEHUH
JUI YCHOTO BHCTYITY.
13. TloscHIOBaNbHA 3aMUCKa - JOKYMEHT, L0 MOSCHIOE 3MiCT OKPEMHX MOJIOXKEHb OCHOBHOT'O IOKYMEHTa
(mopyueHsb, IUIaHy, 3BiTy, TOLIO), BUKOHAaHHS YM HEBMKOHAHHS CIIy>KOOBHX 000B’A3KIB.
14. 3BiT - OOKyMEHT, IO MiCTHTb BiIOMOCTi IIPO BUKOHAHHS IUIaHY, 3aBJaHHs, MiArOTOBKY 1 3milCHEHHS
IOpyYeHb Ta 3aXOMiB, AKWUH MOMAEThCA BHILiH ycTaHOBi a6o ciyxO0Bii 0CO6i.
15. 3BeN€HHS - IOKYMEHT, SKMH MIiCTUTh y3arajabHeHi BiIOMOCTI 3 IKOroCh MUTaHHS (3BEJCHH TIPOTIO3HILIH,
3ayBa)KE€Hb, BUMOT TOILO).
16. CHHCOK - JOKYMEHT, IO MiCTHTb Mepenik oci6 a6o mpeaMeTiB y NMEBHOMY MOPSAKY, CKIIaNeHHH
3 MeTor iHdopmauii abo peectpalii.
17. Oco6oBa KapTKa - IOKyMEHT, SIKMi CIIyXHTb IS aHailisy ckiamy i o6liKy pyXy KapiB.
18. 3ayBaxkeHHs 1 MPOMO3MLII - BHYTpillHii, a TaKoX 30BHILIHIA JIOKYMEHT, WO € IOJAaTKOM MO
cynposigHoro nucra JIJIAKM uM [ONOBIAHOT 3anmMcku HOTO CTPYKTYPHOTO MiAPO3ALTY i CTOCYETBCS
no3uiii AKafeMii 4d HOro CTpYKTypPHOTO MiJpo3Aily OAO MPOEKTY HOPMATHUBHO- MPAaBOBOIO aKTa, SKHW
PO3rIANacThCs BHIUMM OpraHoM. JIDyKyeTbcss Ha OKPEeMOMY YMCTOMY apKylli narepy.

MEPEJIIK
JOKYyMEHTIB, L0 He MiINAraloTe peecTpauii B KaHUenapii

. 'padiku, Hapsau, 3asBKH, PO3HAPSIKH.
3BemeHHs Ta iHdopMalis, HaJicoaHi A0 BiloMa.
HapyanbHi MiaHM, mporpamH (Komii).
PexnaMHI MOBiIOMJIEHHs, IUIaKaTH, NpPOrpaMH Hapaj, KOH(EpeHIii ToLlo.
IIpeiickypaHTH (Komii).
. HopMu BHTpaTH Marepiaiis.
. BiTaneHi JHUCTH i 3amlpOLUECHHS.
. JpykoBaHi BuAaHHs (KHHTH, XypHaH, OloneTeni).
. HaykoBi 3BiTH 3a TeMaMH.

10. MicsuHi, KBapTajibHi, MiBpi4YHi 3BiTH.

11. ®opMH CTATUCTUYHOT 3BITHOCTI.

12. lorosopHu.

13. IlraTHui po3nuc.

* Hoxymenmu, 3asnaueni y nywkmax 1, 3, 8-12, nionsearome cneyianeHOMy obnixy y 8iOnogionux

cmpykmypuux nidpo3dinax ycmanos (8iddin Gyxeanmepcbkoeo o6aiky ma QiHaHcosoi 3eimHocmi, 8I00in Kaopie
ma ynpaeninus nepconanom, 6ibniomexa, yenmp cmyoeHmcokux KOMyHiKayii)

PO N LA W~

O



Jlonatok 4

M

MIHICTEPCTBO KYJIbTYPU TA CTPATEITYHUX KOMYHIKAIIN YKPATHU
JIYTAHCBKA JEP)XABHA AKAJAEMIA KYJbTYPHU IMUCTEILITB

(JITAKM)
Byn. IBana dpanka 19. m. Kuie. Vkpaina, 01601. ten ./dakc +38 (044) 222 51 85, Idakm@i.ua,
kon €EJIPTIOY 26204964
Bil « » 20 p.Ne
Ha Ne BII « » 20 p.
Pextop nionuc In’s Hpizeuwye
Karepuna Konrak

044 222 51 85




Jlomatok 5

MIHICTEPCTBO KYJIbTYPU TA CTPATEI'TYHUX KOMYHIKAILI YKPATHU
JYTAHCBKA JEPXXABHA AKAJNEMISA KYJbTYPU IMUCTELTB

(JIZAKM)
Byn. Isana ®panka 19. m Kuie. Ykpaina, 01601. Ten Jpakc +38 (044) 222 51 85, Idakm@i.ua ,
kon €JIPTIOY 26204964
HAKA3
KwuiB Ne
Ppos e
N/ 3B’SI3KY 3 3

VL E L T e e s s e e e s e s e v eauacumsrecssusceslersscetsc st ttas
...................................................................................................................................................................... 5
HAKA3VYIO:

1.  3aTBepAMTH €IMHY CHCTEMY iHIeKcalli CTPYKTypHHUX iZpo3AiTiB aKaziemii,
10 JTOJAETHCA.

2 YCTaHOBHTH, IO €IUHA CHCTeMa iHJeKcalii CTPYKTypHHX ITi ApO3iT1B
akanemii Habupae unHHOCTI 3 01 civnsg 20 POKYy.

3. KepiBHUKaM CTPYKTypHHUX I IPO3 IiJTiB:

- NPW3HAYUTU BiAMOBIAATBHOIO 32 opraHizanio po6oTH 3 JIOKyMEHTaMH i
KOHTPOJIIO 32 iX BUKOHAHHAM B CTPYKTYypHHX migpo3aisax Ta Hajaté mo 15 ciuns 20_
POKy, BiZOMOCTi PO HMX JI0 3arajibHOro BiUILTY;

- HajaTH TPONO3MILi LIONO PO3POOKH HOMEHKJIATYpH CIIPaB CTPYKTYPHOIO
migposniny Ha 20 pik B KaHLEIApito B TepMiH m0 31 ciumHs
20 POKYy.

4, Konrponp 3a BHUKOHaHHAM Hakasy (Hanpuxnad 3anumalo  3a co0or/
JIOKJIACTH Ha ..)

PexTop nionuc Im’s Ipi3Buine

Karepuna Konrak
044 222 51 85




’ 3sopomHa cmopoHa
O3HAUOMJIEHO:

[TOCAJIA [TIAINC IM’ 51, ITPI3BUILLE

IOI'OAKEHO:

I[TOCAIA IMTIATIMC IM’4, TTPI3




«

»

JlonaTtok 6

MIHICTEPCTBO KVJIBTYPU TA CTPATEITYHUX KOMYHIKAILUN YKPATHU
JYTAHCBKA JEPXABHA AKAJIEMISI KYJIBTYPU IMUCTELTB
(JIZJAKM)
sya1. Ieana ®pauka 19. M. Kuis. Ykpaina, 01601. Ten /pakc +38 (044) 222 51 85, Idakm@i.ua ,
ko €JIPTIOY 26204964

PO3TMOPS T KEHHS

20 p. Kuis Ne

«

»

Jomatok 7

B.o. pextopa JIJTAKM
Muxkoni [OJIOBY

(npizBuue, im's, 1O 6aTbKOBI)
(mocana)
KOHTaKTHHM# Tesie)oH

20 p.
CJIYXBOBA 3AIIUCKA

Ipomry HamaTH HO3BUI Ha BiAPADKEHHS
(nocapa, mpisBulle, iM's, IO OaTbKOBI)

A0 M.

(HaliMeHyBaHHS ITyHKTY NpPHU3HAYCHHA)

1 (HaliMeHyBaHHA MiANPHEMCTBA, YCTaHOBM, OpraHisalii)
Mera BiOpsAIKEHHS

TepMiH BiApsaIXKeHHSA JHIB, 3 20 poky Ho 20 POKY.
Haxka3 Ne Biap. Bix 2
DiHaHCYBaHHS BiAPSAIKEHHS: 20 poky

(3a paxyHok crienjiabHoro oHmy O6lOmKkeTy, 3a paxyHOK
NPHHAMAIOU0i CTOPOHH)

(nocapna) (migmuc) (npi3BuLLe, iM's, O 6aTbKOBI)

. 7 3 . ~ . 3 ” L
Tlpumimka. 3a ymoeu (hiHAHCY8AHNA GIOPAOIICEHHA 3G PAXYHOK NPUUMAIOHOI CMOPOHU NpU 3aN0GHEHH! epagpu  "DiHaHCYBaHHA

siopsoncennsn” Heobxiono mouHo 3azHayumu, AKi KOHKpemHo eumpamu cnia4ye npuiimMaioua cmopoHa (npoi30, 00606i, NPONCUBAHHS).




JlonaTok 8

3ATBEPJK VIO

B. o pexropa JI/IAKM

Mmukona IOJIOB
« » 20 p-

3BIT
Npo BHKOHAHHS 3aBJAHHSA Ml 4ac BiApSUKEHHS
«__» 20__p. m. Knis
BianoBigHO M0 Haka3ly Mpo BiApsIXEHHSA BI « » 20__ p. Ne -BiOp.,
nepebyBaB(na) 3 « » 20__p. mo « » 20__p.
B M.
(MyHKTH TpU3HA4YEHb)
(HaliMeHyBaHHS MiANPUEMCTBA, YCTAHOBH, opraHi3sauii)
3 meTo10

Ilig yac BiApAMIKEHHsS BUKOHAHO TakKy pobory:

NonaHi nokyMeHTH (y pa3i motTpebu):
1.

(nocaga BigpsmkeHoi ocobu)  (mimmuc BimpsuvkeHoi ocobu)  (mpisBule, iM’d, MO 6aTbKOBI)

3aBaaHHSI BHKOHAHO

(B noBHOMY 06cs3i, 4aCTKOBO, HE BUKOHAHO)




00 HAKBY

Jara

Honatok 9
3agBa dopmary A4

B.o. pektopa

JlyraHchbKOT Jep>kaBHOT akafgeMil
KYJbTYPH i MUCTELTB

Mukoni IOJIOBY

(mocana, mpissuule, iM'A, MO 6aTbKOBI, )
(ampeca peecTpallil Ta MicLie TPOXKHBAHHS)

(macniopTHi AaHi, cepis, N° KMM BH/IaHO)
(inenTudikauiiHAi Kox)

3ASBA

miamnuc



B.o. pexropa

Jlyrancnkoi nepxxannoi akanemii
KYJbTYPH | MUCTEITR

Muxkoni 10JIOBY

(nocana, npi3suie, iM's, no 6aTbKOBI, )
(anpeca peectpauii Ta Miclie MpOXUBaHH)
(nacrnioptHi aai, cepist, N° kum

BH1QHO)

(inenTndikauiinni Kox)

SAAABA

Jara MiAIuc

Jonatku:
1. ABtob6iorpadis
2. Komis gurioMy mpo ocBiTy
3. OcoboBuii JHUCTOK 3 OOMIKY
4. TpynoBa KHIKKA




Jlomatok 10

[To3Hauka npo
BHUKOHaHHA

Dopmar A4 (210x297)

KYPHAI
peecTpaiii BXiHUX 10KYMEHTIB
Jlara Kopecnonpenr, Pesosntouis abo
Ha.nxc:)nx(elmu Ta aaTa Ta 1IHAeKC KOpOTKM“ amier KOMY
inaexc OIeP>KAHOIO HaripaBiieHuM
AOKYMEHTa NOKYMEHTa JAOKYMEHT
1 2 3 4
XYPHAIJ

peecTpauii BUXiqHUX AJOKYMEHTIB

JlaTa Ta iHgekc

[To3Hayka npo

JOKyMEeHTa Kopecnonaent KopoTkuit 3MicT BUKOHAHHS
JOKyMEHTa
1 2 3 4

®opmar A4 (210x297)

XVYPHAI
peecTpauii TeaedoHorpam

No
i IMocana, I1.1.B, axiii
Jlara Yac 3MiCT NMOBiZOMIIEHHS TepeaaHo
MOBiJOMJICHHS
1 2 3 4 5
XypnHan
pecTpanii Haka3iB mo Akangemii
Ne Jara peectpauii Kopotkuii 3micr XTO BHOCHTH
n IIPOEKT Hakasy
Xypnan
peecTpauii mpono3uuiii, 3as8B Ta ckapr rpoMagsH
Nes3/m  Jlara Ta [pizBuie, Bun Koporkuii Komy Kto
HOMep iM’s, mo- JOKyMeHTa 3MiCT nepeaaHo OTpHUMaB
peecTpanii 6aTbKOBI Ha Mignuc JOKYMEHT
BIJl KOro 3 MigImMcy
MOCTYIIHB
JOKYMEHT
XypHan
BHYTpill HbOT Nepenucku (cayxGoBi 3anMcKHu)
Ne  lara Bin koro nocrynus Koporkuii Komy Jlara,
n/n  peecrpauii JOKYMEHT 3MiCT nepejaHo Ha  Mpi3BHLUE,
mianue imM’s1 Ta mo-
6aTbKOBI,
XTO

OTpHMaB




Xypnan peectpauii sunaui pipmoBux GnaHkis

Ne Jlata [Tpi3BHine KinbkicTb i HoMep [Tignuc
n/n oJiepXcyBaya AS A4

X ypHan oGniky neuaTtok i wTammnis

Ne Bin6urok KoMy BHaaHO Jlara [TpumiTka
3/n neyatok i HalimeHyBaHHs [lpi3Buuie Ta Hara i NoBepHeHHs  (BiamiTka
WwITammnis nigposniny, B iHiLlianu po3nucka i po3nucka npo
AKOMY BiZMOBiAATBHOT npo npo SHULLICHHA
36epiraroTbes ocobu OTpHMaHHS NIpHHMaHHA
NeyaTKu i
IITaMITH
Jlomatok 11

CKJIAZX PEKBI3UTIB
opraHizaniifHo-po3mopsiAYUX JOKYMEHTIB

1. JlepxxaBHuii I'ep6 VYkpainu (MOpsaoK BMKODMCTAHHS BH3HAYAETHCA 3aKOHOM).

2. Kon axapmemii 3a VkpaiHCbkMM Kj1acH(ikaTOpoM MiANPHEMCTB i OpraHisaiii
(YKIIO).

3. Kom ¢opmu pmokymenta 3a VkpaiHChbkuM  KIacH(ikaTOpoM  yNpaBJliHCBHKOI
nokymeHnTauii  (YKY]I).

4. HaliMeHyBaHHS MIHICTepCTBa, IHLIOrO LEHTPAJIbHOrO OpraHy BHMKOHABYOI BJIaJH.

5. HalimeHyBaHHs akanemii.

6. HaiiMmeHyBaHHS CTpPYKTYPHOrO MiIpo3auLy.

7. Ingexc miAmpHeMcTBa 3B'A3Ky, MNOWITOBA i TenerpadHa aapeca, HoMmep TenedoHy,
HOMep, €JIEKTpOHa ajipeca.

8. Ha3Ba Buay HOKyMEHTa.

9. Jlara.

10. Inpexkc.

11. TlocunaHHs Ha JaTy Ta iHAEKC BXiZHOrO JOKYMEHTa.

12. Micue ckiageHHs abo BHOaHH.

13. I'pud oOMexeHHs OOCTYMmy 10 JOKYMEHTIB.

14. Apnpecar.

15. I'pud 3aTBepIKEHHSL.

16. Pesomonis.

17. 3aronoBok A0 TEKCTY.

18. BinmiTka nmpo KOHTPOJIb.

19. Tekcr.

20. BigmiTka mpo HasfBHICTb NOAATKIB.

21. Iignuc.

22. I'pud noromxeHHs.

23. Biza.

24. Tleuarka.

25. Biamitka mpo 3acBigueHHs KOMiM.

26. Tlpi3suwie BMKOHaBLS i HOMep ioro TenedoHy.




Jonatok 12

CTPOKH
BHKOHAHHA OCHOBHHMX /IOKYMEHTIB

1. Vxasu. posnopsaxenus i popyuenns Ilpesuaenrta Ykpainu - y pasi, Konu B akTi uu
popyuenni [lpesnacnra VKpalHu CTPOK BHKOHAHHS 3aBiaHHsi HE BU3HAYEHO, HOro BUKOHAHHS
IAMCHIOETLCR npoTaroM 30 kanewaapuux JIHIB 3 JlaTH HabpaHHs YMHHOCTI UMM aKTOM.

2. 3anuT HapoaHoro jenyrara YkpaiHW - He MNi3Hille HixX y M'ATHAAUATHAEHHUHA CTPOK 3 AHS
MONO  HAAXO/KeHHs abo B iHwWMI  ycraHosieHuii BepxoHoto Papoio VYkpainu ctpok. 3anur
AenyTarTa - y N'STHaAUATHAEHHHH CTPOK, eMyTaTa MicLleBOi paH - B yCTaHOBJIEHUH 3a3HayeHoro Pasoio
CTPOK.

SAKIMO 3anNHT HapoaHOro Aenyrata YKpaiHu 3 00'€KTHBHMX MPUYMH HEe MOXe OyTH pO3riasHyTO
B YCTAHOBNECHWW CTPOK, HAJCHIAETbCA BiAMOBIAHO [0 3aKOHY MMChMOBE MOBIXOMJIEHHS Cy0'ekTam
BHECCHHS 3alUTY.

3. 3BepHEeHHs HapoaHOro emyTara YKpaiHu - poTAroM He 6ibw Ak 10 AHIB 3 IHA HAIXOKEHHS.

YV pa3si HEMOXUIMBOCTI pO3rJisidy 3BEPHEHHS HAPOJHOrO JemyTaTa YKpaiHM B yCTaHOBICHHH
CTPOK HOMY MOBIZOMASIOTH MPO Ue OGiliHHKM JIHCTOM i3 3a3HaYEHHAM MPUYUH NPOJOBKEHHS CTPOKY
posrnsiny. CTpok po3risigy OemyTaTchbKOro 3BEPHEHHS 3 ypaxyBaHHAM CTPOKY MPOJIOBXKEHHS He
MoOXe mnepeBHiyBaTd 30 OHIB 3 MOMEHTY MHOro HaIXOMKEHHS.

4. Pimenns KaGinery MinicTpip YkpaiHM IOZO M0OMpauUOBaHHA MPOEKTIB HOPMATHBHO-
TPaBOBUX aKTiB - 10 10 AHIB mic/s po3rnamy MpoekTy akTa Ha 3acinanHi Kabinery MinicTpi YKpaiu
(KO HEe BCTAHOBJIEHO IHIIMM CTPOK).

5. TloctanoBu Ta BrcHOBKHM Koserii PaxyHkoBoi nanatu - 15 QHiB 3 IHA peecTpauii JOKyMEHTa
B YCTaHOBI (AKILO iHIUWH CTPOK HE BCTAHOBJIEHO Y JOKYMEHTI).

6. IToromkeHHs mpoekTiB akTie Ka6inery MinicTpiB YkpaiHH yCTaHOBaMH, SIKMM Lii IDOEKTH
HaJiCIaHO Ul PO3IJISALY, - ¥ CTPOK, YCTAaHOBJIEHMH iX TOJIOBHHMH PO3POOHHMKaMH.

7. TIpoTecT MpoKypopa Ha aKT, 110 CyNepeuuTh 3aKOHY, - y ASCATHASHHHH CTPOK MiCis Horo
HanxomkeHHs. ITpo HacliAKK po3riisTy MPOTECTy B TON CaMUii CTPOK MOBiOMIISETECS MPOKYPOPY.

IluceMOBHIi MpUIIKMC MpPOKypopa MpO YCYHEHHS MOpPYLIeHb 3aKOHY - HEraihHo, mpo MO0
MOBiAOMIIIETCSA POKYPOPY .-

IMomaHHs MPOKYpopa 3 BAMOTaMH YCYHEHHs MOpYLIEHb 3aKOHY, HPHYMH LHUX MOpYIIEHb i YMOB,
10 iM CIpHAIOTH, MiAJArae HeBiAKIagHOMY po3misiny. He misHime HiK y MiCS4YHHMH CTPOK CIlif
BXHTH BIANOBIIHMX 3aXOMiB OO YCYHEHHS MOpyLIeHb 3aKOHY, IMPHYHH Ta YMOB, IO 1X
CIIPHYMHSIOTH, i MPO HACHIJKH TOBIIOMMTH MPOKYPOPY.

ITocTaHoBa MpPOKypopa HpO TOPYIIEHHS JMCLMIUIIHAPHOTO MpPOBAaKEHHS ab0 MpOBaIKEHHs
1po aAMiHICTPaTHBHE NPABONOPYLIEHHS - y JECATHAEHHHUH CTPOK Mic/s il HAAXOMKEHHS, KO iHIIe
HE BCTaHOBJIEHO 3aKOHOM.

8. 3anuT Ha my6nivyHy iHdopMauiro Bif (i3HMYHOI, IOPHAMYHOI O0COOH, amBOKaTIB, 06'€qHAHHA
rpomansH 6e3 CTaTycy IOpMAMYHOI 0COGHM, KpiM Cy6'eKTiB BIaJHMX NOBHOBaXeHb (nami -
3anuMTyBayi), Ta HaJaHH] BiAMOBiAI Ha 3anUT Ha iHQopmauUilo - He Ginblie M'ATH poGOUMX IHIB
Bill JHA HAOXOKECHHS 3amluTy.

V pasi koau 3anuT Ha iHpopMalilo cTocyeTbes iH(OpMaLlii, HEOOXiAHOT IS 3aXMCTY XKHTTS
yy cBOGOAM OCOOHM, MPO CTaH JOBKIMIA, AKICTH XapyoOBWMX MPOAYKTIB i MpeamMeTiB noGyTy, aBapii,
katacTpodu, HebGe3neyHi MPUPOAHI SBMILA Ta iHWI HaA3BHMuaiHi Mopii, wWo cranucs abo MOXYTh
CTaTuCh | 3arpoKyroTh Oe3meli rpomaisH, BiANOBiAb MOBMHHA OyTH HajaHa He Mi3Hille HDK
npoTsaroM 48 roauH 3 OHA HaAXOIKEHHS 3aluTy.

YV pa3i koad 3anuMT CTOCYEThCS Benukoro obcary iHdopmauii abo mnortpebye mnouyky
iHpopmMauii cepel 3Ha4HO! KibKOCTI AaHWX, PO3MOPAAHMK iH(pOpMaLii MOXKE MPOAOBXKHTH CTPOK
posrnaay 3anuty o 20 poGoumx [AHIB 3 OOGIpyHTYBaHHSAM Takoro npoaoexeHHs. Ilpo



NPOJOBXKEHHS CTPOKY PO3MOPSAHMK iHpOpMaLii NOBIXOMIISE 3amUTyBady B MMCHMOBiM GopMi He
Mi3Hille HiDK MPOTArOM M'ATH Po6GOYMX AHIB 3 OHS HAAXOMKEHHS 3aluTy.

BincTpoueHHs B 3a10BONEHHI 3anuTy Ha iH(opMaLUilo IOMycKaeThcs B pasi, KONM 3amuTyBaHa
inpopmauis He mMoxxe OyTH HajaHa IS O3HaHOMIEHHS B mepenbadeHi CTPOKH y pa3i HACTaHHS
00CTaBHH HeriepeGOpHOi cunu. PilleHHsA Mpo BiACTPOYEHHS NOBOAMTBCS [0 BilOMA 3amMTyBaua y
MUCbMOBIH (GOPMi 3 PO3'ICHEHHSM MOPANKY OCKAP)KEHHs MPHHHATOrO pillleHHs.

9. 3BepHeHHs rpoMansH - He Oilblue OJHOrO MicAus Bifl AHSA iX HAIXOMKEHHS, a Ti, AKi
He MoTpebyI0Th NOJAaTKOBOrO BUBYEHHS, - HEBIAKIIAHO, aJle He Mi3Hiiue 15 AHIB Bim QHS iX HATXOMKEHHS.

SIKIMO y MiCAYHMH CTPOK BHPILINTH MOpPYLIEHI Y 3BEPHEHHI MHTaHHS HEMOXJHMBO, KEPiBHUK
YCTaHoBH a60 HOro 3acTyMHMK BCTAHOBJIOKOTb HEOOXiMHHMH CTPOK s HOro po3rsidy, Mpo Lio
MOBIIOMJIAIOTE 0CO0i, Ska Mojana 3BepHeHHs. IIpH 1bOMY 3araibHMH CTPOK BHpIllEHHS [HTaHb,
NOpYIIEHHX y 3BEPHEHHI, He MOXKe NepeBWllyBaTH 45 MHIB.

10. JIncTr-nopy4eHHs i INCTH-3aNMTH yCTaHOB BMLIOTO PiBHSA - IO 3a3HAYEHOTO B HHX CTPOKY.

1. Tenerpamu, B SKHX MOPYLIYIOTBCS MUTaHHS, WO TMOTPEOYIOTH TEPMiHOBOTO BHPIllIEHHS,
- 0 ABOX IHIB, pewTta - mpotsroM 10 AHiB.



HalimenyBanusa ycranosu
HalimenyBanns cipykryporo ninposniny

HOMEHKJIATYPA CIIPAB

(micue craananus)

Ha pix
HaiimenyBanus
I 3aronoBok s
HIAEKC Kinbkicts cripas
CIpaBH (ToMy, .
CrpaBu (ToMiB, YacTHH)
YAaCTHHH)

HakimenyBanus nocagu KEpiBHHKa
ITPI3B E ctpyktypHoro ninposainy
IIOT'OJIKEHO*

ITignuc

Jonarok 13

No
po3ainy
Crtpok 36epiraHHs cnpasu
(Tomy, yacTHHH) i HOMepH [pumitku

CTaTeH 3a nepeslikoMm

Bnacue iM’ 51

IIOI'OJPKEHO

KepiBHuk apxiBHOro migpo3miay

Ilporoxon EK crpykrypHoro
niapo3ainy

YCTaHOBH
(ocoba, BigmoBizansHa 3a

apxiBHUH MiApO3Min
YCTaHOBH)

* ¥V pasi nasisuocti EK CTPYKTYPHOIO MiApo3aity.

IlincymkoBuii 3anuc kateropii Ta KinbKicTb CIpaB, 3aBENEHHUX Y.

CTPYKTYpPHOMY HiApO3/ii

poui B

3a crpokamu 36epiraHHs Yceoro

Y ToMmy uuchi

TaKHX, LIO
NepexosiTh

3 MO3HA4YKOK
"E[IK"

IocTiiHoro

TumuacoBoro (noHan 10 pokiB)

Tumuacosoro (ao 10 pokiB
BKJIKOYHO)

Pazom

HaiiMeHyBaHHs mocagd ocobwu,
BiANOBigaILHOT 3a
ZLIOBOACTBO

Jlata

ITincymkoBi BimoMocTi mnepesaHo m0 KaHuenspii

HaiimenyBaHnHs nocaau ocobu,
Bi/INOBifAIBHOT 32 Mepenayy BiZoMOcCTeH

Jlara

Tlipgnuc

Bnache im’s ITPI3BUILIE

[Tignuc Bnache im’s [IPISBHUILLE
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HaiiMeHyBaHHS YCTAHOBH 3ATBEPJDKYIO

HOMEHKJIATYPA CIIPAB HaiimenyBanus rocain KepiBHHKa yCTaHOBH
N [Tianuc Bnacue im’s TPI3BULLE
Ha piK Jlara

Haiimenysanus posainy*

3aronoBok Crpok 306epiraHHs cripaBy

Innexe KinbkicTb crnipaB : :
(ToMy, YacTHHH) i HOMEPH [TpumiTku

cnpasH (Tomy, .
cnpasu (ToMiB, YacTHH) . ol
YacTHHH) craTei 3a NepesiikoM

HaliMeHyBaHHs mocanu KepiBHHMKa :
; [Tigmuc Bnacue iM s T[TIPI3BUILE
OIIOBOAHOT CITYy»XG6H

Biza KkepiBHMKa apXiBHOTO MiAPO34iNy YCTaHOBH

IMOT'OPKEHO [TOr'ODKEHO
ITporokon EK IIporokon EK
N N

* HaiiMeHyBaHHS CTPYKTYPHOTO Nigpo3aiily (sl YCTaHOB, W10 He MAaKTb CTPYKTypHOro noainy, - HanpsiMy
HiSILHOCTI).

** Haspa nepesiky i3 3a3Ha4eHHsIM CTPOKIB 30epiraHHs 10KyMeHTIB Ta Horo BUXiaHi JaHi.
ITincyMKOBHMM 3amic KaTeropii Ta KiJbKIiCTb CMpaB, 3aBEJCHHX Y poLi B yCTaHOBI

VYV ToMy 4ucii

3a cTpokaMH 36epiraHHs VYeworo TaKuX, LIO 3 MO3HAYKOIO
NepexonsiTh "EITK"

HaiiMmeHyBaHHs TOCaaX KepiBHHUKA
~ ITignuc Bnacue im s [TPISBUIE

Jlata

ITincyMKOBi BiJOMOCTI MepeaaHo y BiLOMuMii apXiB
HaiiMeHyBaHHs 110cagH 0COOH,
BiNOBigaIbHOI 3a Mepenavy [Tigmuc Bnacue im’s T[IPI3BULLE
BiZIOMOCTEH

Jlata

®dopmar A4 (210 x 297)




HaliMeHVBAHHA VCTAHOBII SATBEP/DKYIO

ART : :
N Haiivenynanms nocaan kepisiika yeranosi
- ————— Iiannc Baacwe in a TIPI3BAIIE
S " Jlara

(O\ICUC CROANNNNY)
[TpO BIAIACHISA AN 3NINUEHHS TOKVMENTI B,
WO HE NEANATAIOTH 30ePiraHHio
Ha niacrari

(HIBA | BINLIHI 20HI MCPCIIKY TOKN MCHTIB I3 51 HANCHHAN (73T7|)0I\'IB N x%é;iir.‘mm:)
BIUOPAHT 10 SHIIWEHHR SIK TaKi, WO He MaKTh HAYKOBO-iCTOPHUHOI WiHHOCTI Ta BTPATIII MPAKTIIUHE
SHAUCHHSA, JORVMCHTI (poHay N

(HATINICHY BAHHS (DOHY )

I r Ctpok
: HIEKC Crpasil - .
3aronosok | Jlata pa 30epiraHHs
. (TOMY, YacTiHm) | .. .
cmpasil | cnpasil Homepri ; Kinbkicti | cnpasii
" - = § 3a
NN avo a0o0 OMIICIB # cnpas (Tomy. e
; ) = SEoN HOMEHKJIATYPOH) ; .| MpinmiTen
n/n | rpynoBiti | kpaiini | (HOMEHKATYp) T (TOMIB, YACTIIHIIL) |
; i ad0 HOM
3arofoBOK | aaTil 3a PIK (poKI) f YacTIIH) HOMEPTI
crpasii 3 ke
cnpas cnpas A crareii 3a
0 M :
R4S nepenikom
Pasom cripas 3a POKII
(wippanti i airepantin)
Onicn cnpas nocTiiiHOro 30epiraHHs 3a POKII 3aTBEPAKCHI, @ 3 0COOOBOrO CKAaay MOroaskeHl 3
o R - o il i
(HAQINICHY BAHHSI APNIBHOT \ CTAHOBIT)
(NpoTOKON Bl N )

HaiimeHyBaHHs nocaait ocodi,
SIKa MPOBOAILNA €KCNEePTII3Y ITiannc Baacue im's [TPI3BULLE
L HHOCTI JOKYMEHTIB

CXBAJIEHO
[Tpotoron EK
Bid N
JIOKVMEHTII Y KiJIbKOCTI cnpas
(unpasi i airepanir)
Baror KT 34aHO B
(HQIINICH) BAHHSI A CTAHOBIN)
Ha NepPepoOKy 3a NPIIiMaNbHO-31aBANbHOK)
HAKJAZAHOK Bia N

HafimeHyBaHHs nocaai ocooil,
AKa 34a1a 10KYMEHTII

Jara

[Tinnne Baacte iv s TIPISBHITE
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130

150

170

Koo OepxapxiBy
KOO YCTaHOBU

(HaiMeHyBaHHSA YyCTaHOBM 1 CTPYKTYPHOTO IIinpo3mijry)

————————————— Cm 2 miE /A N TOM




1 1 Ha T ApPKyll.

B6epiraTty




LALE LA TAS T TR O ST A1 12 )

EORRITNIC I RO CHPS BT PIOTO B0 L )
INTBEPUKYIO
Haiivienysarmm nocatn kepinmiiwa
CTPVKTVPHOTO NEPOITII
Hiamne  Baacoe i s THIPEBHITTE

Nara

OIniC N

(H3B PO RTTY )

lHneke | 3aronoBsok Jlata KinbkicTb

NN cnpasii cnpasii cnpasii APKVIIB V
n/n (Tomy, (ToNY. (TONIV, cnpasi (TOMI.

YaCTIIHII) YACTIIHI) YaCTIIHIT) yacTIHI)

e

Crpok
30epiraHHs
CrpaBil (TOMY.
YACTIIHII), CTATTS
3a MepeniKon™

[prsiTri

V' ueii onic BRAOUEHO
AITEPHI HOMEPIT:
NPONYLEHT HOMEPIT:

cnpaB 3 N

HaiimenyBaHHA nocaan yknaaaua

onicy Miannc
Hata
MNOroa’KEHO CXBAJIEHO

HaiimenyBaHHs 110cain KepiBHIIka
170BOAHOT CY KON
[Tiannc Bnache iv s [TPI3BHLLE N

[Tporokon EK**
CTPYKTYPHOrO NiApO3ainy

no N .V TOMY uHeai

Baache im s [TPI3BHLLE

% I 'payit WOCT: OMY CKACTHCA B OMIICAN CAPIIB NOCTIIHOTO SOCPIFIHHSL.
#% V' ot HasBHOCTI EK CTPY KT PHOTO Miapo iy,

cnpas Ta

lepenas
(runpari i arrepani)

(Lppanine i TCpavin)

Haiimenyeating nocain ocooil g
; . . [Tinne
CTPYKTYPHOIO MIAPO3AIIY

Mpniinas crnpas Ta

Qupansun i repinn)
PECCTPALITHO-KOWTPOALIIIN KAPTOK 10 TOKYMEHTIR

Haiimenysanna nocaan ocoor
apXiBHOrO MiAPO3AIIY
Jlarta

imie

T TICPCNOTLC PO |3 COPIBINIE KAHIC DIPIT

PEECTPALL TTHO-KOHTPOIBLHIIX KAPTOK 10 10KV MeHTiB***

Baache inse HIPISBHILLLE

T Qupan i airepanin)

Bacte inst HIPISBHILLL




* TlepenaroTsen pazom i3 cnpasamn kanueaspiv.4d?7

Knacudikanis crpykrypuux nigposainis

Innexe CTpykTypHuii
HiaApo3aina, Bimmia
01/01 Kanuespis
01/02 ApxiB
01/03 VYuenuit cexperap
02 Bimmin §yxraHTepc5K0ro 06Ky Ta (iHaHCOBOL
3BITHOCTI
03 Bimnin kaapis
04 FOpuanyuHmii BiAILT
05 bi6miorexa
06 I[eHTp CTyIEHTCHKHX KOMYHIKaITlik
07 HagyanpHa yacTUHA
08 Kadempa mephopMaTUBHAX MHCTELTB
09 Kadenpa My3HyHOrO MHCTELTBA
10 Kadempa corianbHO-TyMaHITapHAX HAYK
11 daxopuii mucrenpkuii Konemx JITAKM
12 Cry»x0a 0XOpOHH ITpali
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