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BCTYII

J[110BOJICTBO € OJHI€I0 3 0a30BHMX HaBYAJIbHHMX MJUCHMIUIIH IS BHIIUX
HAaBUAJIbHUX 3aKJIaJiB YKpaiHW, 1[I0 TOTYIOTh CTYACHTIB 3a HampsiMOM
«/lokymMeHTO3HAaBCTBO Ta iH(opMmaliitHa JiSJIBHICTEY AK  OpraHi3aTtopis
JIIOBOJICTBA B Pi3HUX cepax npodeciitHo-BUPOOHHUOT TiSITBHOCTI.

JI1II0BO/ICTBO — TAaKOXX BaXKJIMBA CKJIAJI0BA YIPABIIHCHKOI IISIIBHOCTI Oy1b-
SKOi yCTaHOBH, MIANPUEMCTBA, opranizaiii. [IpodeciitHe BeneHHS M17I0BOACTBA i
Oprasizaifisi JOKyMEHTOOOIly — 1€ 3amopyka KOHKYPEHTOCIPOMOKHOCTI
Cy4aCHUX MIiANPUEMCTB. TOMy BHUBUEHHS CHCTEMH TCOPETHYHHMX 1 MPUKIATHUX
3HaHb IILOTO0 HABYAJIBHOTO KYypCY € HaBaKJIMBILIUM cepell 3aBJaHb CTYJ/IEHTIB-
JIOKYMEHTO3HABI[IB, MallOyTHI (PYHKIIIOHAJIbHI OOOB’SI3KM SIKUX Iepen0adaroTh
npodecioHani3M B YIpaBIiHHI ¥ oprasizaiii CydyacHMX CIyXO JiJIOBOJICTBA
3T1JTHO 3 YAHHUM 3aKOHOIaBCTBOM.

[TociOHMK HamMcaHO 3 YypaxyBaHHSM OCTaHHBOTO CTAHAAPTY UI0JI0
oopMIIEHHSI OpraHizaiiifHo-po3nopsiauoi gokyMmenrtamii 4163-2003, a Takox
IHITUX HOBITHIX 3aKOHOJIaBUMX JOKYMEHTIB y c(epi nimoBojctBa. Lle minBuirye
HOro akTyajabHICTh B YMOBaX HEOOXI1JHOCTI HAJIEKHOTO HABYAJIbHO-METOJIMYHOTO
3a0€3MeUeHHs] BUILOI OCBITH, 3Ba)KAIOUM Ha MEPEBAXKHY KUIBKICTh HaBYAJIbHHX
NOCIOHHMKIB y MPOLECI HABYAHHS, IO CIHUPAIOTHCS HA IMONEPEIHbO IHOUU
crangapt 6.38-90, sxuit ¢yunkimionyBas a0 2003 poky. Mera aBTOpiB
NOCIOHMKA — O3HAWOMUTHU CTYAEHTIB 31 CHEUU(DIKOK IUIOBOJACTBA K HAyKH M
CKJIQZ0BOI YIPABIIHCHKOI ISNIBHOCTI, OCHOBHUMH €TanaMu KHOro pPO3BUTKY B
CYyCHUIbCTBI, CyYaCHUMH BUMOTAMHU 0 CKJAJaHHS JIOKYMEHTIB Pi3HUX BHIIB,
0COOJIMBOCTSIMHM Oprasizaiiii poOOTH B Cy4acHHMX CIy>K0ax JUIOBOACTBA. 3HAUHY
yBary MPUIIJIEHO TAaKOX NHUTaHHSAM CHenu(iku YNpaBIiHCHKOTO JOKYMEHTA,
HAaOyTTd HUM IOPUAMYHOI UYMHHOCTI ¥ oOpraHizamii JOKyMEHTOOOIry B
YOPaBIIHCHKIM JISTIBHOCTI SK CKJIAJIOBOI Cy4YacHOTO J1J0BOjACTBA. IlociOHWK
CYNPOBO/IKYETHCS  3pa3KaMH JOKYMEHTIB IIOAO pi3HUX cdep yIpaBIiHCHKOT
JTISJIBHOCTI,  30KpeMa 3  KaJIpOBO-KOHTPAKTHUX  IIUTaHb,  JOBIJIKOBO-
oprasizauiifHux, 00J11KOBO-()IHAHCOBHX, OpPTraHi3alliifHO-PO3MOPIAIYUX, & TAKOK
JIIOBOTO Ta JUIUIOMATHYHOTO JIMCTYBaHHSA. BUCBITIIEHO MUTaHHS aBTOMATH3AIlii
JOKYMEHTOOOITY 32 JOMOMOTOI0 1HPOPMALIIITHIUX TEXHOJIOT1A K NEePCHEKTUBHUMA
HaMpSMOK JISTTbHOCTI Cy4acHUX CITY>KO J1JIOBOJICTBA.

Beryn, posmimm 1, 2, 4, migposmin 3.1 mociOHWMKAa HAmMCaHO
0. O. Kapnienko, nigpo3ainu 3.2—3.6 — M. M. MatniHoto.



Po3xia 1 JUIOBOJCTBO SIK HAYKA ii CKJIAJOBA
YIPABJIHCHKOI JISLTBHOCTI

1.1. Tli1oBOACTBO SIK rajy3b 3HAHb i AiSLJILHOCTI: MOHATTSI, 3aBIaAHHS,
CKJIQJI0Bi YaCTHMHU, BUIH

BuBueHHs ai10BOACTBA € HAWBAXIIMBIIIOK CKJIAZOBOK B IIATOTOBIN
JIOKYMEHTO3HaBIIIB-MEHEKEPIB A Pi3HUX cdep YImpaBmiHCbKOI AisabHOCTI. Lls
HaBYaJIbHA TUCITUTUTIHA € JIOTIYHUM MIPOJTIOBKEHHSIM BUBYCHHS
JTIOKyMEHTO3HABCTBA SIK TCOPETHYHOTO MIAIPYHTS JJIs 3’ ICYBaHHS CYTi JOKyMEHTA
# JTOKyMEHTHO-KOMYHIKallIHHOI JISUTBHOCTI, JAETaJbHO pPO3KPUBAIOYU CYTh
YIPaBIIHCHKOTO TOKYMEHTA M MPOIIECIB IOKYMEHTHO-KOMYHIKAIIMHOT T1S7IbHOCTI
B ymnpaBiiHCBKINA cdepi. Ile BimoOpakaroTh 00’€KT 1 MpEeIMET IIIOBOACTBA SIK
rajry3i 3HaHb 1 AISUTbHOCTI.

O6’eKTOM [IIJIOBOJICTBA € CYKYHHICTh TPOLIECIB, IO 3a0€3Meuyr0Th
JIOKyMEHTYBaHHSI ~ yNpaBliHCbKOi 1HQoOpMalii ¥ opraHizamito pobotu 3i
CIIy’kKOOBUMH JOKYMEHTAMH, MPEIMETOM — CYTh, 3aKOHOMIPHOCTI ¥ 0COOIMBOCTI
oprasizaiii poOOTH 3 OKPEMUMHU BHJIAMH CITY>KOOBUX IOKYMEHTIB.

HaBuanpHuii Kypc 3 [UIOBOACTBA CHPSIMOBaHUM Ha (opMyBaHHS B
CTYJEHTIB CHCTEMH TEOPETUYHHMX 1 MPUKIAAHUX 3HAHb IIOJ0 OpraHizamii
CYy4YacCHOT'O J1JIOBOJCTBA, HABYAHHA iX MPABWIBHO CKJIaAaTH ¥ OoQOpMIISITH Pi3HI
BUJIU CIIY’KOOBUX JOKYMEHTIB, pAaIllOHAJIBHO OpraHi3oByBaTH poOOTYy 3
nokyMeHTamu. CaMme B 1IbOMY MOJIATa€ MOro MeTa i 1e BioOpakae CTPYKTypa.
HaBuanbHuii Kypc CKIaAaeThCs 13 CEMU MOYJIIB, SIKi MICTATH KJIFOUOB1 TEMH, CEpeT
SKMX Takl: IUJIOBOACTBO SIK HaBYajJbHA MQUCLHUILIIHA, €BOJIOLISA IJIOBOJICTBA B
3a0€e3MeUeHH] YIPaBIiHCHKOI AISUTBHOCTI, JOKYMEHT sIK 3aci® peanizarii GyHKIIiHi
YIPaBIIHCHKOI ISIBHOCTI, OCHOBH JOKYMEHTYBAHHS YIPABIIHCHKOT TISTTLHOCTI,
OpraHizaniifHO-po3nopsAIdYl JOKYMEHTH SIK CKJIaJ0Ba YMHPABIIHCHKOI AISUTBHOCTI,
JOKyMEHTaJIbHE  3a0€3Me4YeHHS  KaJpOBO-KOHTPAKTHUX THUTaHb YCTaHOBH,
JOBIJIKOBO-1H(GOpMAIIiiiHI JTOKYMEHTH B JUIOBOJACTBI, MIJIOBE JIMCTYBAaHHSA SIK
HalBXJIMBIILIA  CKJIAJ0OBa  YOPAaBIIHCHKOI  JISUJIBHOCTI,  JOKYMEHTAJIbHE
3a0e3mnedeHHs] 00J11KOBO-(DIHAHCOBOI AISUIBHOCTI, OCOOMCTI O(ilIiHI JOKYMEHTH,
Creliajii3oBaHa JOKyMEHTaIlisd II0A0 3a0e3MedeHHsl 1JI0BOJCTBA, OpraHi3allis
JIJIOBOJICTBA B CYYaCHUX CTy>k0ax J1JOBOJICTBA U 1H.

YHacioK BUBUEHHS KypCYy CTYACHTH TIOBHHHI 3HATH:

—BHU3HAYEHH 0230BHUX ITOHATH JIIJIOBOJICTBA;

—OCHOBM  3aKOHOJaBYOTO  BITYM3HSHOTO  3abe3medeHHs y  cdepi
JIJIOBOJCTBA;

—KJIacU(IKalLliI0 CIIYKOOBUX JOKYMEHTIB;

—IpaBuJjia PO3TAIIYBAHHS PEKBI3UTIB B YIIPABIIHCHKUX JTOKYMEHTAX;

9



—3arajibHl IPUHIIUIH TOKYMEHTOOOIrY;

BMITH:

—CKJIACTH TICBHUW JOKYMEHT, IOTPHUMYIOYHCH BHUMOT JlepKcTaHmapTy
VYkpainu;

—3aCTOCOBYBATH O(DILIIHO-A1IOBUI CTUITB Y JOKYMEHTAX;

—OprasizyBaTH poOOTYy 31 CITy>KOOBUMHU JOKYMEHTAMH;

MaTH ysIBJICHHS:

—IIPO CBITOBHUH JOCBIJ] 3aKOHOIABYOTO PETYIIOBaHHA Yy c(epi IJIOBOJCTBA;

—IIPO OCHOBH KYJIBTYPH ALIOBOTO TUCEMHOTO MOBJICHHS;

—IpO OCHOBH yHi(iKaIlii i cTaHaapTU3aIlli JOKYMEHTIB.

Jnia 3’siICyBaHHSI CyTi AUIOBOJICTBA CIJ] PO3TJSIHYTH CYTh WOTO MOHSTTS K
MPOIIEC NPUNHATTA PillIeHb Ha MiJCTaBl JOKYMEHTIB, a TAKOX Tally3b JisUTbHOCTI,
mo 3abe3nedyye JOKYMEHTYBaHHS M opraizamito poOoTH 3 oQIUIHHUMHU
JOKyMEHTaMHU. Y KOHTEKCTI Cy4YaCHUX VSBJIEHb MAUIOBOACTBO € OJHUM 13
HaMBAKIIUBILLIUX 3aco01B 1H(popMaiiHOrO MEHEJDKMEHTY 1010
JIOKYMEHTO3HABUOTO  3a0€3MeUYeHHs]  YIPABIMIHCHKOT  JISIBHOCTI  OyAb-sIKOT
yctaHoBH. Binanosinno o 3akony Ykpainu «IIpo Harmionansuuii apxiBauii ¢hoHA
W apXiBHI YCTaHOBWY 0L10800CME0 — 11€ CYKYITHICTh IMPOIIECIB, 10 3a0e3MeuyIoTh
JIOKyMEHTYBaHHSI  yNpaBliHCbKOi 1HQopMamii ¥ opraHizamito pobotu 3i
CIIy’kOOBUMH JTOKYMEHTaMHU. Y CBOIO 4YEpry, VAPAGIIHCbKA IHgopmayia —
iHdopmarisa, 1mo 3abesneuye  opraHizamito  (YHKIIOHYBaHHA  Cy0’€KTa
JIJTOBOACTBa ab0 CYKYyHMHOCTEW CyO’€KTIB MIJIOBOJCTBA, & OOKYMEHM)BAHHS
YNpaenincokoi iHghopmayii — TMPOLECH CTBOPEHHS YMPABIIHCHKUX JOKYMEHTIB
cy0’extom ainoBoacTBa. Cnyk00BI M yNpaBIIHCbKI JOKYMEHTH € OCHOBHUMU
eleMeHTaMu au1oBojcTBa. Cayarcbosuti dokymenm — OQILINHO 3apeecTpOBaHUN
CIIY>K0010 A1JI0BOJICTBA 200 BIAMOBIJHUM UYMHOM 3aCBIIUCHUM JOKYMEHT, SIKUM
Oyn0 CTBOpeHO abo ojep>KaHO CyO0’€KTOM [IJIOBOJCTBA y TMpoleci Horo
TISTIBHOCTI. Ynpaesnincokuti 00KymeHm — CIIy>KOOBUH JIOKYMEHT, 3MICTOM SIKOTO €
yIpaBiiHChKA 1HPOpMAITi.

Ji10BOACTBO € cdepor0 MPaKTUYHOI TISIBHOCTI, IO JOKYMEHTAJIBHO
3a0e3nedye (PyHKIIOHYBaHHS KOXKHOTO JIEP>KaBHOTO OpTaHy, OPraHy MiCIIEBOTO
CaMOBDSIIyBaHHs, MiJMPUEMCTBA, YCTAHOBHU, oprasizamii. Buxomsuu 3 1poro,
cyb’ekmom 0ino6oO0cmeéa € OpraH JEep>KaBHOI BIAU, OPraH MIiCIIEBOTO
CaMOBPSITyBaHHs, TIJIPUEMCTBO, YCTAaHOBA, OpTaHi3allil He3aJekHO Bia GhopMu
BJIACHOCTi, 00’€IHaHHS TPOMAJsfH, a TakoX (izuuHa ocoba sK Cy0’eKkT
MIMPUEMHUITBLKOTL TISUTBHOCTI, 1110 31MCHIOE OpTaHi3alliio J1JI0BOACTBA.

Tonognumu  3a80anHaMu 0in0800cmeéa € 3a0e3NeueHHd ePEeKTUBHOIO
MPOIIeCy JOKYMEHTO3HABYOTO YIPABIIHHS, CTBOPCHHS JOKYMEHTIB, a TaKOX
30epiranHs i 3a0e3neYeHHs JOCTYMy 10 JOKYMEHTIB.
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Cknaoosi uacmunu 0in06o0cmea — CHCTEMa JOKyMEHTallli, cHcTeMa
JIOKyMEHTYBaHHS, OpraHizailisi poooTH 3 TOKyMEHTaMHU.

Cucmema Oookymenmayii — 1€ CyKYIIHICTh JOKYMEHTIB, B3a€EMO3B’SI3aHUX
TaKUM YHHOM, IO € €JIWHUM IIIJIUM 31 CBOIMH crerudiuHuMu pucamu. IcHye
YUMAaJI0 CUCTEM JOKYMEHTAIlli, HAaPHUKIaJ CUCTEMa YNPaBIIHCHKUX JOKYMEHTIB,
micucTeMaMu KOi € (DyHKIIOHAJIbHI, MDKrajly3eBl W Traiy3eBi CHCTEMHU.
[MpuxknagamMu  (QyHKIIOHAIBHUX CHUCTEM € IUIAaHOBA, MaTepialbHO-TEXHIYHA,
3BITHO-CTAaTUCTUYHA JOKYMEHTalis. Jo ramy3eBux cucreM HalexXaTh JOKYMEHTH
MIOZI0 TMEBHOI ramy3i B KpaiHi. Mixramy3eBi CHCTEMHU 00’ €JHYIOTh HOKYMEHTH
IBOX abo Oumplle Tajmy3edl ASUIBHOCTI. Y MeXax IUX CHUCTEM YTBOPIOIOTHCS
BIJIMTOBITHI iM MiJICKCTEMHU JJOKYMEHTIB.

Cucmema OokymeHmysanuss — 1€ CYKYHHICTh TMpPOIECIB 1 NPHUHOMIB
YTBOPEHHSI BCI€T JOKYMEHTAIlll B yCTaHOBaX, HA MIANPUEMCTBAX, B OpraHi3ailisax
miJ yac iXHbOT (YHKIIIOHAJIBHOI [isbHOCTI. JloKyMeHTyBaHHS mependadae
3MIMCHEHHS BCIX OIepamiil MOoJ0 CKJIaJaHHS, Y3TOJUKEHHs, 3aTBEPAKEHHS,
obopMIICHHST W BHUTOTOBJICHHS JOKYMEHTIB BIAIOBIJHO 10 YHMHHHUX BHUMOT 1
HOPMATHBIB CTBOPEHHS JOKYMEHTIB.

Opeanizayiss pooomu 3i cryxncOo8uMU OOKyMeHmamu — 1€ OpraHizallis
MPOIIECIB  JIOKYMEHTOOOIry, (OpMyBaHHS cCHOpaB, 30epiraHHs CIIyKOOBUX
JIOKYMEHTIB 1 KOPUCTYBAaHHS HUMH B IOTOYHIN AISUIBHOCTI Cy0’€KTa JA1II0BOACTBA;
CTBOPEHHSI YMOB, II0 3a0€3Me4y0Th pyX, MOWIYK 1 30€peKEHHS TOKYMEHTIB Yy
nimoBoAcTBl. Jlo Hel HalexaTh NpUMoOM, peecTpallis, pPO3MOALL, KOHTPOJb
BUKOHAHHS, (OpMyBaHHS COpaB, JOBIJKOBO-TIOIIYKOBA pPOOOTa, MIArOTOBKA
JIOKYMEHTIB J10 30epiraHHs B apXiBax, 30€peKeHHs] i BUKOPUCTAHHS JJOKYMEHTIB.
Jokymenmoobic — pyx ciay>KOOBUX JOKYMEHTIB BiJ dYacy iX CTBOpeHHs abo
OJlep’)KaHHs CyO0’€KTOM JUIOBOJACTBAa JO 4acy 3aBepIICHHS BUKOHAHHS,
HaJICWJIaHHS a00 3HUIIEHHS.

JI1710BOICTBO B yCTAaHOBAX OPTaHI30BYETHCS 3aJICKHO BiJl BUIY JTOKYMEHTIB,
0co0MBOCTEHM POOOTH 3 HUMHU, 00CSTY TOKYMEHTOOOITY.

JI1710BOJICTBO MOIIISETHCS HA aJAMIHICTpATUBHE (3arajibHe) W creliaibHe.
Aominicmpamusne  (3aeanvHe)  0inogoocmeo  — 1€ omeparlii  I0J0
JIOKYMEHTYBaHHSI OpraH13alliiHO-pO3MopsAu0i AOKYMEHTAIlll, 110 CTBOPIOETHCS
nig vac OQOpPMIIEHHS pO3MOPSAY0i W BHUKOHABYOI JISJIBHOCTI OpPraHiB
JIEP’KaBHOTO YIpPaBIiHHA B pi3HUX cdepax gisibHOCTI. CTaHgapTH II0A0
OpraHi3aliiHO-PO3NOPSAIYOi  JIOKYMEHTAIlli € OCHOBOK YHidiKallii cucrem
JOKYMEHTaIlii B JOKYMEHTO3HaBYOMY 3a0€3MeueHH1 ynpaBiiHHs. Vrigixayin — 1e
BCTAHOBJICHHSI €JMHOTO KOMILJIEKCY BHUIIB 1 PI3HOBUIIB yNPaBIiHCHKUAX

JIOKYMEHTIB JUIsl aHAJIOTTYHUX ynpaBJ'IlHCBKI/IX CUTYyaIlli, €TUHUX (OpPM 1 MPaBUII
CKIafaHHs ¥ opOpMIICHHS JOKYMEHTIB. YHiikaris J:[OKyMeHTlB nependavae ix
CTaHJApPTHU3AI[II0 3 METOI0 CKOPOYEHHS KUIBKOCTI BHJIB 1 PI3HOBHIB JIIOBUX
nanepis, 10 € OCHOBOIO IOKYMEHTYBAHHS YIIPaBIIHCHKOT ISIIbHOCTI.
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CneyianvHre 0in0600cmeo — 11e pod0Ta 3 JOKyMEHTaMH, ClieU(PIIHUMU TS
KOXKHOI 3 (YHKIIIH yIpaBlIiHHS, a TaKOXK JJIA TaKuX 00JlacTe MisUIbHOCTI, SK
TPAHCIIOPT, 3B’SI30K, CTAaTUCTHKA, IOPUCTIPYACHISA, BilichkoBa cmpaBa. Jlo
CIEIIAJIBHOTO HaJle)KaTh OyXrajaTepchke, HOTapiaJlbHE, BIMCHKOBE J1JIOBOJACTBO,
JJIOBOJICTBO IIOAO OCOOOBOTO CKIIATy a00 3 KaJpOBO-KOHTPAKTHUX MUTAHb | iH.
YcTaHOBU W CHCTEMH BEIEHHS MITOBOJCTBA KJIACU(IKYIOTHCS BIAMOBITHO 3a
00CATOM JTOKYMEHTOOOIry W CTPYKTYpor YycTaHOBU. (Q0csie O0KYMeHmooobicy
BU3HAYAETHCS KUIBKICTIO BXITHUX, BUXIJHUX, BHYTPIIIHIX JOKYMEHTIB Ha piK.
3anmexHO Big 00CATY JOKYMEHTOOOITY YCTaHOBU TMOAUIAIOTHCS HA YOTHPHU
Kareropii: 3 oocsirom nokymeHToo6iry nonaa 100 000 gokymenTis; Bix 25 000 1o
10 0000 moxymentiB; 10 000 — 25 000 nmoxymentiB; gm0 10 000 mOKyMEHTIB.
3anexHO BiJl CTPYKTYPH YCTaHOBH U 00CATY MOKYMEHTOOOITY CHCTEMa BEICHHS
JIJIOBOJICTBA MOKE OyTH: IIEHTPali30BaHOI) — 3aCTOCOBYETHCS B YCTAHOBax 3
nokymeHToobirom 10 10 000 HOKyMEHTIB Ha pIK, 3 HEBEIMKOI KIIBKICTIO
CTPYKTYPHHUX MiAPO3/LTIB; JELEHTPATI30BaHOI0 — B YCTAHOBAX 3 TEPUTOPIaIbHO
BIJIOKPEMJICHUMHU CTPYKTYPHUMH MIAPO3AUIAMH ¥ JTOKYMEHTOOOITOM TIOHAJ
100 000 nokyMeHTIB Ha pIK.

1.2. OcHOBHi eTanu pO3BUTKY AiJ10BOACTBA

[lepenymoBH BUHHUKHEHHS [IOBOJCTBA TMOB’SI3YIOTH 31 CTBOPEHHSIM
NEepIINX YIPaBIIHCBKUX JOKYMEHTIB, 1m0 (yHKuioHnyBanu B KwuiBcbkiii Pyci:
JIOTOBOPIB KHiBChKHMX KHs31B 3 Tpekamu 907, 911, 944, 971 pokiB, pi3HOMaHITHUX
IpPaMoT, a TAKOK 3BOJIY CBITCbKUX 3aKOHIB — «Pycbkoi mpaBam» Xl cT.

AJie OCHOBHHUMH €TalaMy pPO3BUTKY J1IOBOJICTBA MOKHA YMOBHO BBAa)KaTU
Taki: aKTOBOr0O W TPUKA3HOTO JIJIOBOJICTBA; KOJE3BKOTO JIJIOBOJICTBA;
BUKOHABYOTO JIIJIOBOJICTBA; PAJTHCHKOTO JIIOBOJICTBA; Cy4aCHOTO J1JIOBOJICTBA.

Etamn akmoeoco it npuxasnozo dinosoocmea 00’€IHYy€ 1Ba OCHOBHI TIEP10IU
oro po3Butky. ETam akmoeozco 0inoeoocmea TOB’S3yI0THh 13 MOIIHPEHHIM
aktoBux kHUT y XIII cT., mo dikcyBanmu pe3ynbTaTu cyAoBoi gisuibHOCTI. Came
cyau Oynu yCTaHOBaMHM, IO HAJaBaId IOPUAWYHOI YHHHOCTI JTOKYMEHTY.
3anexxHo BiJl CIPaBH, IO PO3IMJISAANACS CYAOM, aKTOB1 KHUTH TMOAULUIMCS: Ha
CEKpeTHI — Ti, O (PiKCyBadu KpUMIHAJIBbHI W TPOMAJSHCHKI CIIPaBH; 3alMCHI, —
II0 MICTHJIM OCOOMCTICHO-TIPABOBI JIOKYMEHTHU (Iap4i, Kymdi, OOprosi),
KOHTPaKTHI JOKYMEHTH, NpPHUBLIE] Ta 1H.; MOTOYHI — Ti, WO (DIKCYBalIHu 3asBH,
CKaprv, CBIJYEHHS, TMOBIJOMJICHHS  PI3HOMAHITHOTO  Xapakrepy. AKTH
(biKcyBaJlMCs B YEPHETKAxX 1 YACTOBUKAX, TOOTO 31MCHIOBABCA MOABIMHUMN 3amuc
JIOKYMEHTIB. Y 1e¥ mepiof] 3M1MCHIOBABCS KOHTPOJIb 3aMUCY JOKYMEHTIB, TIPO IO
CBITYaTh YWCJICHHI MapriHajiii — MOMITKH Ha Oeperax JOKYMEHTIB; YBEIEHO
CUCTEMY TIOIIYKY U yHNOPSAKYBaHHS JOKYMEHTIB Ha OCHOBI TOBTOPEHHS
OCTaHHBOTO CJIOBa HA HACTYNHIM CTOpIHII, a TaKoX JOTPUMYBAIHCS
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KaHIIEJIAPCHKOTO CTWJIIO BUKJIAJy MaTepialy B JOKYMEHTaX 3rigHO 3 YCTaBOM
1566 p. AxTOBe AUJIOBOJICTBO iICHYBajI0 Ha TepuTopii [IpaBobepexxHoi Ykpainu 10
kg XVIII crt.

IIpuxasne oinosoocmeo (XN-XVII c¢m.), 1O CTBOPIOETHCS 3aBIAKH
CKJIaIaHHI0O HAaKa3iB SIK YCTaHOB 1 JOKYMEHTIB, XapaKTePU3ye€TbCA TaKUMHU
pucamu:

1) moxymenTtn ¢(yHKIiOHYBaiM y (opMi CyBOI SIK CTOBIIII — TEKCT Ha
cMyrax mamepy ImmpuHOl 15-17 caHTUMETpiB; Ha 3BOPOTHIN CTOpIHII
JTOKyMeHTa (IKCYBaJIMCA apeca, Pe30JIrolii, MOMITKH;

2) Tmpolec JOUIOBOJCTBA 3JIMCHIOBABCSA y TakKiid TIOCTIJIOBHOCTI: Ha
BX1JJTHOMY JTOKyMEHTOBI CTaBWJAcs JaTa OTPUMAaHHSA; 3/1MCHIOBaNACS IMiJrOTOBKa
JI0 TOKJIaAy; TOKYMEHT OOrOBOPIOBABCS; CKJIa/1aBCsl IOKYMEHT-B1JIIOBI/Ib;

3) IOKYMEHT 3acBiuyBaBCsl MIJIHCOM JKa Ha CKIEHKAaxX JOKYMCHTa,
aBTOPOM JIOKYMEHTa BBakajacsl JIIOJUHA, 1[0 BUKOHYBAJa 3allUCU TEKCTY;

4) TOKYMEHTHU CHCTEMAaTH3yBAJIKCS 32 IIEBHUMH O3HAKaMU;

5) nokyMeHTH (YHKIIOHYBaJIM B TaKUX BHJAX: HaKa3W Lapsl, MPUPCUCHHS
00sIpCbKOI TyMH, yKa3HI KHUTH; (OPMOIO 3BEpPTaHHA 1O JEP’KAaBHUX YCTaHOB
OyJIM 40IOOUTHI;

6) GyHKIIIOHYBaB apXiB, JOKYMEHTH 30epirajucs B HaKa30BHX XaTax;

7) 3’sBwiaucs 0COONMBI  (OPMH JOKYMEHTIB-KHHT: JUIsi TPOIIOBHX
omepailii — npuOyTKOBO-BUAATKOBI; i OOJIKY MHUT — MUTHI; JJs OOJIKY
BPO’KAI0 — YMOJIOTHI Ta 1H.;

8) y moKyMeHTaxX nepepaxoBYBAIKCS TUTYIIN, 3BaHHS, TOBHOBAKCHHS;

9) po3pi3HSUTUCS TEKCTH JIMIILOBOI i 3BOPOTHOI CTOPIHOK;

10) ninOBOJACTBO HE PETYJIIOBAJIOCS 3aKOHOJABCTBOM, a PO3BHBAJIOCS Ha
OCHOBI1 KaHIEISPCHKUX TPAJUIIIN; y 1IeH mepiof MpoJAoBXKyBald (PYHKI[IOHYBATH
aktoBi kauru (XI—kinens XVIII cT.).

Eman xonezvkoco oOinosoocmea (3 XVIII cromitra) mnoB’sA3yHOTh 13
[TeTrpoBchkumu pedopmamu. XapaKTepHUMU O3HAKaMH JUJIOBOJCTBA LBOTO €TaIly
€ TaKi:

1) yseaenns Iletpom I 1699 poky repOoBoro marmepy; 3aMiHa CTOBIIIIIB
3ommTtamu 1700 poky; odimiitHo odopmiieHa cucTeMa JAOKYMEHTYBaHHS U
JIJTIOBOJICTBA KOJIETii — KOJI€3bKE AUIOBOJICTBO 3aBAsKU NpUHHATTIO 1720 poky
«['eHepaabHOTO perIaMeHTy»;

2) YHOpSAKYBaHHS CHCTEMH pEECTpallii, YBEACHHS  IJKypHAJIIB IS
peecTpallii BUXITHUX 1 BXIAHUX JOKYMEHTIB; pO3pOOJIEHHSI CUCTEMH JJOBIKOBOTO
amapary — HaCTUIBHOTO peecTpy, 00OB’SI3KOBUMH €JI€MEHTaMH JOKYMEHTIB € JaTa
1 HOMED;

3) 3akiajeHHS OCHOB OOJIiKy W 30epiraHHs JOKYMEHTIB;, YTBOPCHHS
apxiBiB, KOJIET1H; TPYIMyBaHHs JOKYMEHTIB y CIIpaBax 3a 3MIiCTOM, TeorpadiqHor0
O3HaKOI0;
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4) GyHKIIOHYBaHHS JOKYMEHTIB y BHIVISIAI JIMCTIB, JOHOCIB, IPOXaHb
TOLLO; YBEAECHHS IMCbMOBOIO NOPSAKY CTBOpeHHs yroxy XVIII cr.;

5) opopmiteHHs ASSIKUX JOKYMEHTIB 3a FreHepaIbHUMHU (QOPMYJIIpPaMH;

6) ckiIagaHHs HAWBaKIIMBIIINX JOKYMCHTIB CEKPETAPEM.

Xapakrepuumu o3Hakamu III etamy po3BUTKY A1TOBOJCTBA — BUKOHABYO20
0i10600cmMBa — € TaKi:

1) po3poOyieHHs CHCTEeMH BEJACHHS  JIJIOBOACTBA W 3BITHOCTI
M. CnepancbkuM y «3araibHiil yctaHoB1 MiHicTepcTB» 1811 p.;

2) GyHKIIOHYBaHHS JIOKyMEHTIB y BUTJISA/II JIOHOCIB, PaliOpTiB, PECKPHIITIB,
UPKYJISIPIB;

3) 3acrocyBaHHsI OJIaHKIB 13 KYTOBUMH IITaMIIaMH, IO MICTATh JIaHI TPO
oprasizartio,

4) pernaMeHTyBaHHSI MTOPSIKY MPOXOKECHHS TOKYMEHTIB 110 1HCTAHIISX;

5) ckiagaHHs JOKYMEHTIB (CKJIQIHMX) 3a 3MICTOM i3 TPHOX YaCTHH: BCTYII
(BuKIIaa cripaBH); OOTPYHTYBAHHS 13 TOCHJIAHHAMH Ha 3aKOHOJABCTBO; 3aKJIIOUHA
YacTHHA 3 BUCHOBKAaMHU, MPOTIO3UIISIMHU;

6) moaiIieHHs CITPaB HA TPU KaTEropii: HEBIIKJIa/IHI; TSPMIHOBI; TOTOYHI.

Paosancoxkuii eman pozeumky 0in08o0cmea XapaKTEPUIYEThCA TaKUMH
O3HAKaMHU:

1) ynockoHaeHHS IiT0BOACTBa, 001Ky, chopmoBanux LICY;

2) YIpOBapKEHHS TPUHIIMITIB HAyKOBOI OpraHizaiii mpaii B CHCTEMY
IJIOBOJCTBA,

3) CTBOpEHHS CHCTEM CTAaHIApPTIB 3 JOKYMEHTallii, €IWHOI JepKaBHOI
cucremu  jpokymentauii  (€ACI), 3arajibHOCOIO3HUX  KJ1acu(iKaTopis,
yH1(pIKOBaHUX CUCTEM JOKYMEHTAIlli, ClIeIIaIbHUX CUCTEM JOKYMEHTAII;

4) ctBOpeHHs ['0JIOBHOrO apxiBHOrO ympaBimiHHA Tpu Pami MinicTpiB
CPCP, 1110 KOHTPOJIIOBAJIO JOKYMEHTAIIHHY YaCTUHY J1JIOBOJCTBA YCTAHOB;

5) po3pobseHHst Jlep)kaBHOI CHUCTEMH IOKYMEHTAIIHHOTO 3a0e3IeucHHS
yIpaBIiHHS.

He3Bakaroun Ha meBHI HeraTuBHI TeHACHIT HanpukiHmi 1980-X pokiB B
opraxizauii autoBoacTBa B CPCP (BiICyTHICTh HAYKOBHX LIEHTPIB 3 JTOCIIIKEHH S
npoOJjieM JUIOBOJCTBA B peciyOiikax, MpoOJieMH N[00 MiATOTOBKH KaJpiB,
BIICTABaHHSI PAJIHCHKOI CHUCTEMHU JUIOBOJICTBA TMOPIBHSHO 13 3aXiJHOK Yy
3aCTOCYBaHHI ~ HOBHX  IH(QOpMaUIMHMX  TEXHOJIOTIM, BIACYTHICTh  yMOB
BIPOBaDKEHHST  Jlep’kaBHOI  CHCTEMHM  JOKYMEHTAlliHOro  3a0e3nedyeHHs
yOpaBJiHHSI B peciyOiikax Touo), 3700yTku y cdepi AUIOBOJCTBA CTalu
BAXKJIMBOIO OCHOBOIO J1s1 (DOpMYyBaHHS BITYM3HSIHOTO JILJIOBOJICTBA.

Bupimenns npoGieM ympaBlliHHS JOKYMEHTAIIEID ) CYHACHUUl nepioo
PO3BUTKY JIIOBOJICTBA B PO3BUHYTHX KpaiHaX XapaKTepU3YEThCA IMOCTYIIOBUM
MepPeXo0M 0 3aKpirieHHs iH(OopMaIlii Ha eJIeKTPOHHUX HOCIAX iHpopMaIrii, 1mo
MOB’SI3aHO 3 aBTOMATH3AINIEIO JIIJIOBOJICTBA, SIKE PO3BUBANIOCS TpoTarom 1960—
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1980-x pokiB pa3oM 3 EBOJIOIIEID EICKTPOHHO-00UHCIIOBAIBLHOI TEXHIKH.
VYHacmIoK 1bOr0 BHHHUKIM I1HTETPOBaHI J1aJlOrOBI aBTOMATH30BaHI CHUCTEMU
JOKYMEHTAIIHHOTO 3a0€3MEeUCHHS YIPABIIHHSA, K1 MMOCTIHHO BIOCKOHAIOIOTHCS.
AJe 1e He O3Hayae, IO MAanepoBi JOKYMEHTH 3HHKHYTh Y MaiOyTHHOMY.
Hanpuxmnan, y CIIA pekomenayeThcsi 30epiraTi Ha HEBH3HAUYE€HUH CTPOK
nanepoBUi JOKYMEHT HapiBHI 3 MAalIMHHUM HocieM. Ha cyudacHoMy pHHKY
CHCTEM aBTOMATH3aIlil IIJIOBOJCTBA M €JIEKTPOHHOTO JOKYMEHTOOOITY 3’ IBUIIHCS
KOMIUIEKCHI ~ pIIIEHHs,, fAKI TOBHICTIO BpaxOBYIOTh CHEIU(IKY BEACHHS
BITYM3HSIHOTO JUIOBOACTBA: MOBY, TpaIuilii mOOyI0BH i1 opraHizailii, HOpMaTHBHI
BUMOTH, MOKJIUBICTh aJanTaIlii 1 TEXHOJOTiF0 aBTOMAaTH3aIlii, cepel AKUX € TaKi:
«okIIpod», «InterDocy, «eDocLib 2.0», «ino», «Atmac JJOK», «CBDOPAT-
JIokyMeHTOO0OIT» Ta iH.

1.3. 3akoHo/1aBYe peryJar0BaHHs JiJIOBOACTBA

HuHi y CBITI NOCHIIIOETBCS yBara /0 HOPMAaTHMBHOIO, METOJUYHOIO U
HAyKOBOTO 3a0e3MedyeHHs] YNpaBIIHHS JOKYMEHTAIl€lo, SK€ y Halli KpaiHi
OTOTOKHIOIOTh 3 TEOPIEI0 M MPaKTUKOIO A1I0BOJACTBA. Lle 3acBiguye MpUHHATTA
MiKHapogHoro crangapty ISO (MibknaponHoi opraHizaiii 31 cTaHAapTH3Aallli)
15489:2001 «IudopMmaliss Ta JOKyMEHTalld. YMPAaBIIHHS JOKYMEHTAIIEIO»,
BIJIOUTTS B 3MICTI 3aKOHO/IABYMX AKTIB 1 HOPMATUBHUX JOKYMEHTIB PI3HUX KpaiH
HOro NPUHIMUMOIB 1 MOJOXKEHb. YHOPMYBaHHS  [JUJIOBOJHUX  IPOLECIB
3aKpITUIIOETHCS Ha 3aKOHOAABYOMY PiBHI B O0araTthox KpaiHax cBity. Tak, y CIIIA
KOHTPOJIb 32 YIPABIIHHAM JOKYMEHTAIE QefepalbHUX YCTaHOB PErIaMEHTYeE
«AKkT Tipo penepanbHi qokymeHTH» (1950 p.) 1 «3aK0oH PO CKOPOUEHHS pOOOTH 3
nokymeHTamm» (1980 p.), cipsiMoBaHMi Ha CTBOPEHHS €IMHOI MPABOBOI OCHOBH
y 1bOMY HampsiMi aJIMiHICTPAaTUBHOI AisuibHOCTI. Y Benukiit bputanii nie «Axt
npo JAepKaBHI JokymMeHTH» Bim 1958 p. 31 3minamu Big 1967 p. momo ymoB
JOCTYMy 10 JIOKYMEHTIB, a TaKOX «AKT IMpo JepkaBHI JOKyMeHTH» IliBHIUHOT
Ipnangii (1923 p.). ¥ Himeyunni B Mexxax 3akoHy PO 3arajibHi MpaBuia poOoTH
dbeneparbHUX MIHICTEPCTB YPSJOM CXBAJICHO €IUHY CHCTEMY J1JIOBOJICTBA
(1995p.) VYV Kanagi gie ypsmoBuit 1wmpkyisip «llomithka  ynpaBiiHHS
nokyMmenrariieo» (1983 p.). 3akoHomaBcTBa €Bpornericbkoro Coro3y 3 MUTaHb
JIIJTIOBOJICTBA HE ICHYE.

HopmaTtuBHO-1IpaBOBE perystoBaHHs A1JI0BOJCTBA B YKpaiHi 0a3yeThcsl Ha
Konctutymii YkpaiHu 1 CKIaQgaeTbcsi 3 HOPMATUBHO-NPABOBHX aKTIB, IO
pEriiaMeHTyI0Th po0OoTy B Wi cdepl IiaIbHOCTI, a came 3akoHy Ykpainu «IIpo
HarmionansHuit apxiBHMii (OH Ta apXiBHI YCTAHOBW»; MPOEKTY 3aKOHY YKpaiHu
«IIpo mimoomctBoy»; JACTY 4163-2003; [IpumipHOi IHCTPYKINi 3 MIJIOBOJICTBA Y
MIHICTEpPCTBAX, IHIIUX [IEHTPATBHUX OpraHaX BUKOHABYOI Biaau, Pagu MiHicTpiB
ABtoHomHoi PecmybOmiku  Kpum, wMiciieBuX opraHax BHUKOHABUOi BIAIU
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(ITocranoBa KaGinety MinictpiB Big 17 xoBTHs 1997 p. Ne 1153), Inctpykuii 3
JIJIOBOJICTBA 32 3BEPHEHHSIMU TPOMAJISIH B OpraHax JepKaBHOI BJIAJIA 1 MICIIEBOTO
CaMOBpSyBaHHS, O0'€AHAHHSX TPOMAJIAH, HA MIAIPUEMCTBAX, B YCTaHOBAX,
opraHizailisix He3aJaeXHo BiJ (GopM BIIACHOCTI; B 3aco0ax MacoBoi iHdopmarii
(ITocranoBa KabGinery MinictpiB Ykpainu Binm 14 kBiTHa 1997 p. Ne 348) Ta
[HCTpYKIIIT TPO MOPSAIOK 00Ky, 30epiraHHs i BUKOPUCTAHHS IOKYMEHTIB, CIIPAaB,
BUJaHb Ta 1HIIMX MaTepialbHUX HOCIIB 1HOpMAIIii, SKI MICTITh KOH(IACHLIHHY
iHbopMarlito, 1o € BiacHicTio aepkaBu (Ilocranosa Kabinery MinicTpiB Ykpainu
Bix 27 muctomana 1998 p. Ne 1893).

HpOCKT 3aKkoHy TpO JUTOBOJCTBO, IO BCTAHOBJIOE IIPABOBI 3acaau
oprasizailii AUTOBOJICTBA B YKpaiHi 3 METOI0 BU3SHAUCHHS €IMHUX HOPM CTBOPEHHS
YOPABIIHCHKUX JOKYMEHTIB 1 poOOTH 31 CHy>KOOBUMH JIOKYMEHTaMH, IO
3aKOHOJIABUO PETYJIOE MUTAHHS OpraHizallii J1JIOBOACTBA IIOJI0 TaKOrO: OCHOBHI
OPUHIIAIIA  JICPXKABHOI TMOJITHKK 3 JIJIOBOJCTBA M CyO'ekTiB 11 peai3arii,
BIJIMOBIAQIBHICTh 3a TMOPYIICHHS B OpraHizaiii ¥ 3AiiCHEHHI IIJIOBOJACTBA, a
TAKOX  BIAMIKOMYBAaHHA 30UTKY, 3aBJAHOTO BHACHIIOK IUX I[OPYIICHB;
YHOPMYBAHHS TpaBa BJIACHOCTI Cy0'€eKTa AUTOBOJACTBA HA MOTO JOKYMEHTAIIMHUIMA
¢oHa; opraHizamis AUIOBOACTBA CHEIIAIBHO YIMOBHOBAXKEHOTO LEHTPAIBHOIO
OopraHy BHMKOHAaBYOi BJIagu y c(epi apXiBHOI CIpaBH i JUJIOBOJACTBA, IHILIUX
IIEHTPAIPHUX OPTaHIB BUKOHABYOI BTN, JEP’KaBHUX apXiBHUX YCTAHOB, a TAKOXK
CIy>KOM JIJIOBOACTBAa CyO'€KTa J1JIOBOJCTBA; OOOB’SI3KOBICTh 3aCTOCYBaHHS
HalllOHAJIbHUX CTAHJAPTIB; BCTAHOBJICHHS €JUHUX OPraHi3alliHUX 1 MPABOBUX
3acaj (opMyIssip TOKyMEHTa, IIpaBUJia BUKOHAHHS, CTPOKHU 30epiraHHs, BUMOTHU
110 30€peKEHOCTI, HOPMU KOPUCTYBAHHS TOIIO) (PYHKIIIOHYBAHHS €JIEKTPOHHOTO U
ManepoBoro Cny>k00BUX JIOKYMEHTIB Yy CHCTeMi JUIoBojAcTBa (B YKpaiHi
HOLIUPIOETbCS  BIPOBA/DKEHHSI  €JIEKTPOHHOTO  JAUIOBOJCTBA M CHUCTEM
€JIEKTPOHHOTO JOKYMEHTOOOITY; MpUUHATO 3aKkoHW Ykpainu "IIpo enexkTpoHHI
JOKYMEHTH Ta eJeKTpOoHHHM MokymeHTooOIir" 1 "[Ipo enektponuuii mudpoBuit
nianuc", a TakoK TUIMOBUM MOPSAIOK 3MIMCHEHHS €JIEKTPOHHOTO JIOKYMEHTOOOITy
B OpraHax BHUKOHABYOi BJIaJiv, 3aTBep/ykeHUI moctaHoBoro Kabinety MiHicTpiB
Vkpainu Nel453 Big 28 xoBTHs 2004 p.); yHOpMYBaHHSI MOBH JILJIOBOJICTBA, 1110
Ha CbOTrOJIHI BUPINIYeThCA B Mexax 3akoHy YkpaiHcbkoi PCP "IIpo moBu B
Vkpaincekiit PCP", a B perioHax — BIJMOBIJHO J0 MOCTAHOB MICIIEBUX OpPraHiB
nep>kaBHOi Biaaau. OCHOBHI MOJIOXKEHHST €AUHOT IepKaBHOI CUCTEMHU J1JI0BOJICTBA
(€EAC/I) po3MOBCIOKYIOTHCSI Ha OpraHi3aliifHO-pO3NOPAIYYy JTOKYMEHTAIIIIO.
Jleski  monokeHHS €  OOOB’S3KOBHMMH  JJIS BHKOHAHHS, IHIII  MAalOTh
pEKOMEHJALIHHUN XapaKTep.

SKIo MIXHAPOIHUM JTIOTOBOPOM, 3rOJly Ha OOOB’S3KOBICTH SIKOTO HAJIaHO
Bepxosnoro Pagoro Ykpaidnu, BCTAHOBIIEHO 1HIIN HOPMH, HIX Ti, III0 TiepeadaydeHi
3aKOHO/JABCTBOM YKpaiHM 3 JIJIOBOJACTBA, 32CTOCOBYIOTHCSI HOPMU MI>KHAPOJIHOTO
JOTOBODY.
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Po3aia 2. YIPABJIHCHbKUI JOKYMEHT

2.1. JlokyMeHT sik 3aci0 peaJjizauii pyHkuiii ynpaBiaiHcbKol AislIbHOCTI:
MOHATTS, KJIacudikamist

YmpaBiiHChKa AiSUTBHICTh 3HAXOUTh CBOE BiIOOpaKEHHS B JTOKYMEHTaX, 3a
JIOTIOMOTOI0 SIKUX 3JIIACHIOIOTHCS PI3HOMaHITHI (DYHKIIIi: MaTepiaJbHO-TEXHIUHE
3a0e3MeyeHH s, [[IHOYyTBOPEHHS, OpraHi3alifHo-po3nopsa4dl Ta iH. BinTBoproioTh
JIOKYMEHTH Ha manepi, (GOTOIUTIBI{, MAarHITHIN cTpivli, nepdocTpidlll, AUCKETI,
nepdokapTi. Y NpakTHUYHIA AiSUTBHOCTI yCTaHOB, OpraHi3amiil i1 MiAIpHEMCTB
HallyacTilie BUKOPHCTOBYIOTh TEKCTOBI JOKYMEHTH, 1H(oOpMaiis SKUX
(bIKCYETHCS PYKOIIMCHUM, MAIITMHOIIMCHUM a00 JIPYKapChbKUM CITOCOOOM.

3riTHO 3 YUHHUM 3aKOHOJIaBCTBOM OOKVYMeHm — 11¢ MaTeplalbHU 00’ €KT,
10 MICTUTH y 3aiKCOBAaHOMY BUTJISA/I iH(poOpMaIlito, opopMiIeHUH y 3BEIECHOMY
HOPSAAKY 1 Ma€ BIANOBIAHO 10 YMHHOTO 3aKOHOJaBcTBa opuanuny cuiy (ACTY
2732-94 «J11110BOACTBO Ta apXiBHA cripaBa. TepMiHM Ta BU3HAUCHHS).

Knacugixayis ooxymenmie — 11e TOALI iX Ha KJacu 3a HaW3araJbHIITAMHU
O3HaKaMU CXO0KOCT1 ¥ BiAMIHHOCTI. Meta kiacudikallli nojsrae B MiJBUILECHHI
OIEPAaTUBHOCTI pOOOTH amapary YHpPaBIIHHS 1 BIJIMOBIJAILHOCTI BUKOHABIIB. Y
NOTOYHINA poOOTI KiIacH(iKalilo JOKYMEHTIB 3[IIHCHIOIOTh Ha €Tall rpylnyBaHHS
ix y cnpaBu. JIOKyMEHTH, SIK IPaBUJIO, KIACH(IKYIOTHCS 32 TAKUMU O3HAKAMHU:

1. 3a mnazeorww — 3asBu, aptoOiorpadii, JHUCTH, TeJIerpamu, IOBIJIKH,
CJIy>k00B1 3aIMCKH, IHCTPYKLIi, TPOTOKOJHM Ta 1H.
2. 3a npuznHauennam — OpTraHi3aIlifHO-pO3MOPSAYi  (OpraHi3alliiiHi:

MOJIOKEHHS, THCTPYKIIl, TpaBWiIa, CTAaTyTH, TOIIO; PO3MOPSAIYl: TMOCTAHOBH,
pillIeHHS, PO3MOPSHKEHHS, BKa31BKU TOIIO), JOBIAKOBO-1H(MOpMaIliitHi (JOBIAKH,
MIPOTOKOJIM, aKTH, TTOSICHIOBAJIbHI 1 CITy)KOOBI 3aIlMCKH, CTY>KOOBI JINCTH, BIATYKH,
IIaHu PoOOTH, Teylerpamu, Telae(pOHOTpaMH, 3BITH, JOIMOBIJI TOIIO), KaJIpOBO-
KOHTpaKTHI a0 110710 0c000BOTO CKIady (3asBH, HaKa3u MO0 0COOOBOMY CKIIAJy,
0COOOB1 KapTKH, TPYIOBI KHIKKH, XapaKTEPUCTUKHU TOIIO), 00J1KOBO-(DiHAHCOBI,
roCroAapCchbKo-I0TOBIPHI Ta 1H.

3. 3a noxooxncennam — ciayx00Bi (odimiiiHi), sIKi CTBOPIOIOTHCS
OpraHizailisiMy, MANPUEMCTBAMM W CIy>KOOBUMH  ocobamMu, TIO0  iX
MIPEACTABIISAIOTh, 1 O(OPMITIOIOTECS B YCTAHOBICHOMY IMOPSAKY; OCOOMCTI, IO
YKJIaJat0ThCA OKPEMUMHU 0COOAMH sl BUPILICHHS 1HAMBIAYaJbHUX MUTAaHb.

4. 3a nanpamom — BXIJiHI, K1 HaJIXOASITh A0 OpraHi3ailii, Ta BUXiJHI, IO
HAJICUJIAIOThCS 1HIIIUM OpraHi3allisM.

5. 3a micuem cknadamna — GHympiwiHi, SKi CTOCYIOTbCS BHYTPIIIHIX
MUTaHb TIANPUEMCTBA (OpraHi3ailii, yCTAaHOBH) 1 HE BUXOIATH 3a MOT0 MEXI,
306HiWHI, TOOTO BXiJHA I BUX1THA KOPECITOHICHIIIS.
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6. 3a euoamu — munosi (cmanoapmui), WO PO3POOISIOTHCS BUIIUMHU
opraHamM® JUIsl IMJABIJOMYHMX OpraHi3aiii 3 OJHOPIAHUMH (PYHKIISIMH 1 MarOTh
00O0B'sI3KOBUI XapakTep (CBIIONTBO, aTecTaT, AWIUJIOM TOIIO);, mpagapemui
(Hecmanoapmui), MO BUTOTOBJISIOTHCA JIPYKAPCHKUM CIIOCOOOM: HE3MiHIOBaHA
YacTMHA TEKCTY JOKYMEHTa JPYKYeETbCs Ha MOJirpadiyHuX MalivHax, a Jjs
3MIHHOI i1H(opMalii 3a’dumaTbes BUTbHI MicIs (IEpernycTKa, JAO0BiKa TOIIO);
iHOUBi0yanvbui, MO YKIAAAIOTBCI OCO0O0I0 3a 3araJbHUMH TPUHIUATIAMHA |
dbopmoro, anme 3 BUKIAJAEHHSAM iH(oOpMaIlii 3a71eKHO Bii KOHKPETHOI CHTYaIlii
(aBTOOiOTpadis, 3BiT, pe3rome, 3aMPOIIECHHS TOIIIO).

7. 3a cnocobom euzomoenenns, popmoro i cmynenem cmanoapmu3zayii
il peziamenmauii — CTaHAApTHI (THMOBI), HECTAaHAAPTHI W 1HAWBITyaJIbHI
(HecTaHmapTHl): cmandapmui — NOKYMEHTH, Kl YKIIaJalOThCS Ha CIelialbHUX
OJlaHKax, MalTh OJIHAKOBY (opMy ¢ 3amOBHIOIOTHCS B PpErVIAMEHTOBAHIM
MOCJIIJIOBHOCTI; HecmawoapmHi — JIOKYMEHTH, Yy SIKMX JIHMIIE€ YacTHHA JaHUX
TOTYETHCS 3a3/1aJIET1/Ib.

8. 3a mepminom sukonanna — HemepMminogi, sikKi BAKOHYIOTHCS B TTOPSIIKY
3arajbHOI Yepru B CTPOKH, BU3HAYCHI KEPIBHUIITBOM MIAMPUEMCTBA (OpraHizaili,
yCTaHOBU, (ipMHU); mepMmiHOGi, 1110 BUKOHYIOTbCS y CTPOKH, BCTAHOBJICHI
3aKOHOM, BIJIMOBIIHUM MPAaBOBUM aKTOM, KEPIBHUKOM, a TaKOX TEPMIHOBI 3a
crocoOOM BiMpaBieHHsT (Tenerpamu, TeaedOHOTpaMu); Oyoce MepMIHO8I —
JTIOKYMEHTH 3 TTO3HAYCHHAM «J[yKe TepMIHOBOY.

9. 3a cmynenem znacuocmi (cekpemmuocmi) — 36uuaiini (Hecekpemmi) —
JUTS 3arajbHOTO CIIYKO0BOTO KOPUCTYBAHHS, MAEMHI (CeKpemHi) 1 Yiikom macmmi
— 13 BIJIMIOBIIHUMU TTO3HAYCHHIMU TAEMHOCTI /1711 OOMEKEHOT'0 KOPUCTYBaHHS.

10. 3a cmadiamu euzomoenenna — opucinaru — Tnepur abo €IuHI
OPUMIPHUKKA OQIIIAHUX JTOKYMEHTIB; Konii — JIOKYMEHTHU, B SKHX TOYHO
BIJITBOPEHO 1H(OPMAIIIIO THIIMX JOKYMEHTIB, @ TAKOX YCl1 1XHI 30BHIIIHI O3HAKH
a00 yacTHHa X 1 BIATMIOBIIHUM YUHOM O(opMIIeH] (BIITYCKH, BUTATH, TyOJIIKATH).

Bionyck — moBHa KOIis BUXITHOTO JOKYMEHTa, BUTOTOBJIEHA BOJHOYAC 3
OpHUTIHAJIOM Yepe3 KOMiIOBAIbHHI Martip.

Bumse — xomiss oQIUIHHOTO JOKYMEHTa, IO BIATBOPIOE MEBHY HOTO
YaCTHUHY ¥ BIAMOBIHO 3aCBlAYCHA.

Jlybnikam — NOBTOPHUI MPUMIPHUK JOKYMEHTA, IKUH Ma€ IOPUIUYHY CHITY
OpUTIHATY.

11. 3a mwpuouunoro cunorw:. cnpasdcui (icmuuHi), MO TOTYIOThCA B
YCTAHOBJICHOMY 3aKOHOM IOPSIJKY 3a BCIMa MpaBUJIaMU 1 TIOAUISIOTECS HA YMHHI
i HeunHHI (KOJW BTpayae IOPUAMYHY CHIY 3 OYAb-SIKUX TMPHUYHH); (Darbuiusi
(niopobneni), y skux 3micT a00 oopMIIEHHS HE BIJIMOBIA€ ICTHHI.

12. 3a cknaouicmio — npocmi (OTHOCKIAIOBI, MO BIAOOPAXKYIOTH OJHE
nuTaHHs abo ¢akT; ckradHi, SKi BiNOOPaXyrOTh JBa W OuIbIe MHUTaHb abo
(bakTiB.
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13. 3a cmpokamu 36epicannus — nocmivinozo, mumiacogozo (10 10 pokiB)
1 mpusanoeo (nonay 10 pokiB) 30epiraHHs;

14. 3a mexuixorw eiomeopennsa — PyKONUCHI W BIATBOPEHI MEXaHIYHUM
CIIOCOOOM.

15. 3a nociem inghopmauyii — opopmieHi Ha manepi, TUCKY, (OTOILIIBIIL,
MAarHiTHIi CTPIYIll TOMIO.

VYHipIKOBaHICTh 1 CTaHIAPTHICTh JOKYMEHTIB 3aKpIIJICHO Jep>KaBHUM
CTaHJIapPTOM.

2.2. Cki1aJ10Bi eJleMeHTH JOKYMEeHTA.
IoHATTS OPUAMYHOI YUHHOCTI JOKyYMEHTAa

JIOKYMEHT CKJIaJIa€ThCSl 3 OKPEMUX E€JIEMEHTIB — peKeizumie. Po3pi3HIAIOTH
nocmitini W 3MIHHI PEKBI3UTH JOKyMeHTIB. [loCTiiiHI JpyKyrOThCS TpH
BUT'OTOBJICHHI OJ1aHKa, 3MiHHI — (DIKCYIOThCA Ha OJIAHKY ITi/1 Yac 3allOBHEHHSI.

CyKyIHICTh PEKBI3UTIB, PO3MIIEHUX Y BCTAHOBIICHOMY TMOPSIKY, Mae
Ha3By ¢popmynapa nokymenta. JIOKyMEHTH 3 BUCOKHMM pIBHEM CTaHJApTHU3Allii
CTBOPIOIOTH 32 3aTBEPIKEHOI0 (POpMOIO, TOOTO BIAMOBIAHO 10 (opmyJspa-
3pazka. DopmyIisip-3pa3ok — e MOJIEIb OOYI0BU OJHOTUITHUX JOKYMEHTIB.

JACTY 4163-2003 (Bix 9 kBiTHA, sikuii yuHHUM 3 1 BepecHs 2003 poky)
BCTAHOBJIIO€ MaKCUMAJIbHUW CKJIaJ] PEKBI3UTIB 1 MEBHUH MOPSIIOK X PO3MILICHHS
B OpraHi3aiiiHO-pO3NOPSAUMX JOKyMEHTaxX. Jlep>kaBHIUM CTaHIApPTOM y3aKOHEHO
32 peKBI3UTH B OPraHizaliitHO-PO3NOPATUNX JOKYMEHTAX:

01 — 3oO6paxenns J[lepxaBHoro repba YkpaiHu, repba ABTOHOMHOI
Pecniy6nixu Kpuwm;

02 — 300paxkeHHs emOiieMH oprasizaiii abo TOBapHOTO 3HaKa (3HaKa
00CITyroByBaHH#);

03 — 300pakeHHS HAropo,

04 — xon opranizarii;

05 — kox ¢popMH TOKYMEHTA,;

06 — Ha3Ba oprasizarlii BUIIIOTO PiBHS,

07 — na3Ba oprasxi3ariii;

08 — Ha3Ba CTPYKTYpHOTO MiAPO3/IiTy OpraHizariii;

09 — noBiAKOBI AaHI PO OpraHi3aIiio;

10 — Ha3Ba BUIY JOKYMECHTA;

11 — naTa JOKyMEHTa;

12— peecTpaniiauii iHACKC TOKYMEHTA,

13 — mocunaHHs Ha peecTpaliiHui 1HAEKC 1 JaTy AOKYMEHTa, Ha SIKUU
JAfOTh BIAIIOBIIb,

14 — wmicne cknagaHHs a00 BUJIaHHS TOKYMEHTA,

15 — rpud oOMexxkeHHsI TOCTYIy A0 JOKYMEHTAa,
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16 — anpecar;

17 — rpud 3aTBepHKEHHS TOKYMEHTA,

18— pe3zomtoriis;

19 — 3aroyioBOK JI0 TEKCTY JOKYMEHTA,

20 — BiAMITKA PO KOHTPOJIb;

21 — TEKCT TOKyMEHTAa,

22 — BiIMITKa TIPO HASIBHICTH JIOJATKIB;

23 — miamnuc;

24 — rpud y3romKeHHsS TOKyMEHTA;

25 — Bi3W JOKYMEHTA;

26 — BIIOWTOK II€YATKH,

27 — BIIMITKA IIPO 3aCBIAYCHHS KOIIiT,

28 — mpi3BHIlle BUKOHABIISA i HOMEp Horo TenedoHny;

29 — BIiOMITKa MPO BUKOHAHHSA JIOKYMEHTAa M HaMpaBJICHHS HOTO J10
CIIPaBH,

30 — BiIMITKa PO HASIBHICTH JIOKYMEHTA B €JIEKTPOHHIHN (opMi;

31 — BiaMITKa IIPO HAAXOHKEHHS TOKYMEHTA JI0 OpraHi3aliii,

32 — 3ammc mpo IeprKaBHY PEECTpaIliio.

3rigo 3 JICTY 4163-2003 00O0B’S3KOBUMHU € TaKl PEKBI3UTH: Ha3Ba
opraunizaiii (07), Ha3zea Buay nokymenta (10), nmara (11), peectpamiiinuii iHaEKC
nokyMeHTta (12), 3aroyioBok 10 TekcTy nokyMeHTa (19), tekct gokymenta (21),
nignuc (23). Cknaag oOOB’SI3KOBUX PEKBI3UTIB y pa3l MmoTpedu Moxe OyTH
JIOTIOBHCHO ¥ 1HIIMMH, IO 3aJCKHTh BiA BHUAY JOKYMEHTA, SKHH BH3HA4Ya€
odopmiieHHsT popmyIsipa. 3anuc Npo JIepKaBHY peecTpariro PiKCYrOTh TUIBKU Ha
HOPMATUBHO-TIPABOBUX aKTaX OpraHiB JepKaBHOI BIaJH, JAOJYyYECHUX [0
JIep’KaBHOTO peecTpy 3rigHo 3 YkazoM llpesmpenta Vikpainu «Ilpo nepxaBuy
pEECTpallif0 HOPMATHBHUX AaKTIB MIHICTEPCTB Ta IHIIMX OPraHiB JepKaBHOI
BUKOHABYO1 BIaJN».

3anexHo B PiBHA CTaHIApTH3allli JOKYMEHTH 0(hOpPMITIOIOTH Ha OJlaHKax
abo He Ha OnaHKax (IesKl BHYTPIIIHI JOKYMEHTHU: 3asBH MPalliBHUKIB, OKpeMi
CITY>KOOB1 JOBIJKM TOINO; JOKYMEHTH, CTBOPEHI BiJ] iIMEHI JBOX ab0 Oijbliie
oprasizariii).

bnank — ue npykoBaHa cTaHaapTHA popma JOKYMEHTA 3 PEKBI3UTAMH, 1110
MICTSITh IOCTIHHY 1H(QOpMAIIitO.

JNCTY 4163-2003 BcTaHOBIIOE Takl Oeperu OJaHKIB JOKYMEHTIB: JIIBUH —
30 mMm; npaBuii — 10 Mm; BepxHiil 1 HUKHINA — 20 MM, K1 0()OPMITIOIOTH Ha Tarnepi
dopmary A4 (294x210) abo AS (146x210).

[lim uwac BUTOTOBIEHHS OJIAHKIB JIOKYMEHTIB BHUKOPUCTOBYIOTH TaKi
peksizutu: 01, 02, 03, 04, 05, 06, 07, 08, 09, 10, a TaKOXK MOMKJIHMBI BIAMITKH JIJIs
po3ranryBaHHs pekBizuTiB: 11, 12, 13, 14, 16, 19, 20, 21. V pasi 3actocyBaHHs
TpadapeTHUX TEKCTIB JOKYMEHTIB BUKOPUCTOBYIOTh PeKBI3UT 21.
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[Tin yac oopmileHHSI TOKYMEHTIB CIiJ JOTPUMYBATHUCS TOJOBHUX MPABUJI
iX ckmamaHHsA, SKI TepeAdadaroTh IpaBUIbHE HAMKMCAHHS PEKBI3UTIB, iX
pO3MillleHHS Ha 0laHKy HoKyMeHTa. JloiepkaHHs X BUMOT HAJla€ JOKYMEHTOBI
IOPUUYHOI YUHHOCTI.

KOpuouuna uunnicme OoKymMenma — 1€ BJIACTHBICTH O(iriitHOTO
JIOKYMEHTA, SIKa MOBIJOMJISIETHCSI HOMY YMHHUM 3aKOHOJJaBCTBOM, KOMIIETEHIII€I0
Oprasy, 10 WOTO BHJAaB, 1 BCTAHOBJIECHUM MOPAIKOM odopmieHHs. OCHOBHUMU
pPEKBI3UTAMHM il O3HaKaMH, Kl HAJAIOTh IOPUAMYHOI YMHHOCTI JOKYMEHTY, €
HAa38a 0OKyMeHma, asmopcmeo (adpecanm i aopecam), dama, nionuc, ne4amxda,
epug 3ameeposicenHs.

Y cyudacHOMY JUIOBOACTBI  IOPUAMYHOI YHMHHOCTI  €JIEKTPOHHOMY
JIOKYMEHTOB1 HaJa€ €JICKTPOHHUHN MIAMUC, TOOTO J1aHl B €JIEKTPOHHIN (opMi, sKi
JOJIAIOThCS 10 IHIIUX EJIEKTPOHHUX JaHWX abo JIOTIYHO 3 HUMHU 3B’si3aHl U
npu3HavueHi s igeHTudikamii  MmianucyBada  IUX  JIAHUX — 3aBJISKH
KkpunrorpadiuHomy wmetony mudpyBanHs iHGopmaiii. 3rigHo 13 3aKOHOM
Vkpainun «lIpo enekTpoHHI TOKYMEHTH Ta EJIEKTPOHHUU JTOKYMEHTOOOIr»
CJICKTPOHHUN JIOKYMEHT HE MOKE BHUKOPHUCTOBYBATHCS SIK OpHUTIHAI, KOJIU
HIEThCS PO CBIIOLTBO PO MPABO HAa CHAAIINHY; JOKYMEHT, SIKUW BiAMOBIIHO 10
3aKOHOJJAaBCTBA MOX€E OYyTHM CTBOPEHMH JHMIIE B OJHOMY OPHUTIHAIBHOMY
NPUMIPHUKY, KPIM ICHYBaHHSI LIEHTPAJIbHOIO CXOBUIIA OPUTIHATIB €JIEKTPOHHUX
JOKYMEHTIB; 1HII BUIAJIKH, MepeadadyeHi 3aKOHOM. Y TakOMY pasl OpuriHaji
JIOKyMEHTa Ma€ OyTH MOJaHUI y ManepoBii popmi.

KpiM OCHOBHUX pEKBI3HTIB, 110 0€3M0CEPEHBO BIUIMBAIOTh HA IOPUIUUHY
YUHHICTh JOKYMEHTA, € TaK 3BaH1 MexXHO102iuHi pexkgizumu. J1o HUX BIAHOCSITHCS:
BIJIMITKA TIPO HAJXOJDKEHHS JOKYMEHTa JI0 OpraHisailii, peecTpalriiHuii HoMmep
JOKYMEHTa, BIAMITKM MpPO KOHTPOJh BHUKOHAHHS, BHKOHABIIS, HAaSBHICTD
JOJIaTKIB, 1ACHTU(IKATOP €NEKTPOHHOI KOmil ToKyMeHTa ¥ iH. s enekTpoHHuX
JIOKYMEHTIB TEXHOJIOT1YHI PEKBI3UTH € IIe HEOOXITHOI YMOBOK JOCTYITY 0
iH(dopMarrii, 1Mo MICTUTBCS B HUX, HAWBAXIMBIIIUMU Cepell AKUX €, 30Kpema,
dbopmar 3ammucy #oro JpKepena, a TaKOX 3HAYeHHA WOro Xxemi-QyHKII.
PosrisitHemMo mpaBuia HamMCaHHS JESKMX 3 OOOB’SI3KOBUX PEKBI3UTIB, IO
HAJAI0Th FOPUIUIHOI CHIIA JJOKYMEHTOBI.

HasBa mokymeHTa BIJIMBa€ Ha 3arajbHE YSABIEHHS MPO JOKYMEHT, HOTO
IOpUJIMYHY 3HAYYIIICTh 1 BU3HA4Ya€ HEOOXITHUM CKJIAJ PEKBIZUTIB (PopmyJsip).
Ha3Ba Buay JOKyMeHTa Ma€ BIJNOBIJATH  Mepeniky, ¢opmam, SKi
BUKOPUCTOBYIOTh B oprasizauii. [lepenik MicTuTh Ha3Bu YyHIi(piKoBaHUX (opm
nokyMeHTiB 3riiHO 3 JIK 010 1 Ha3BM IHIIMX JOKYMEHTIB, IO BiJMOBIIAIOTH
OpraHi3aliifHo-IpaBOBOMY CTaTyCy OpraHizaiii. ¥ JHUCTI Ha3By BHIY JIOKyMEHTa
HE 3a3HaYaloTh.

AnpecataMu JIOKyMEHTa MOXYyTb OYTH oOpradizaumii, iXHI CTPYKTypHI
MiPO3AUIN, TOCaaoBI 0coOm U TpomaisHu. Y pas3l aapecyBaHHS JTOKYMEHTa

21



oprasizaiii abo ii CTpyKTypHOMY MiIPO3/IIJIOBI O€3 3a3HaYEHHsI 110CaI0BOi 0CO0U
iXHI Ha3BM MOJIAIOTh Y HA3MBHOMY BIJIMIHKY, HampHKjIaa: MiHICTEPCTBO IOCTHIIIT
VYkpainu. Y pasi aapecyBaHHS JIOKYMEHTa KEPIBHUKOBI YCTaHOBH ab0 MOro
3aCTYITHUKY Ha3Ba YCTAHOBM BXOJUTHb O CKJIaQy Ha3BU TOCAaU ajpecara,
HAIPUKIIAT;
Pektoposi HamionansHoro
AePOKOCMIYHOTO
yHiBepcutety iM. M. €. XKykoBchkoro
«XapKiBChbKUH aBlalliiHUI IHCTUTYT»
Kpusnosy B. C.

Ao JOKyMEHT HaACWIAIOTh IOCaAOBiM 0co0i, Ha3By YCTaHOBHU
3a3HaYalOTh y HA3MBHOMY BIJIMIHKY, a IIOcaay 1 Npi3BHUIIE ajpecaTta — y
JaBaJIbHOMY, HAIIPUKJIIA];:

Jlep>xaBHUI KOMITET apxiBiB YKpaiHu
Binain popmyBanus HamionansHOTO
apxiBHOTO (POHY 1 J1IJTOBOACTBA
[TpoBigHOMY CIIeIiamicTOBI
[Ipi3Buiiie; iHi1a7(1)

Ao JOKYMEHT aApecyloTh 0araTbOM OJHOPIAHUM  OpraHizalism,
ajzipecaTa 3a3Ha4al0Th y3araJlbHEHO, HAITPUKIAI:

JlupekTopaM LHEHTPATBHUX
Jep’KaBHUX apXiBIB YKpaiHU

JIOKyMEHT HE MOBMHEH MICTUTH O1JIbIlIE YOTHUPHOX aJPECaTIB. 32 HASIBHOCTI
011101 KUJIBKOCTI aIpecaTiB CKIaJal0Th CIIUCOK JJISl PO3CHIIAHHS, a HA KOKHOMY
JIOKYMEHTI 3a3Ha4aloTh TUIBKHA OJHOTO ajpecara.

Jlo pexBizuTy «Aapecar» BXoauTh moimToBa aapeca. [lopsaok 1 dhopma
3aMucy BIJOMOCTEH TMpO TIOMITOBY aJpecy YCTaHOBM MarOTh BIANOBIAATH
npaBujIaM HaJaBaHHS MOCIYT MOIITOBOTO 3B'A3KY.

AnpecanT (Bif IMEHI KOTO CKJIQJIEHO JOKYMEHT) 3aBXkIM 3a3HAYA€THCS B
pPOJIOBOMY BIIMIHKY, 0€3 MPUWMEHHHKA «BIJ», MOBHICTIO BKa3YIOThCS 1M’Sl, TIO
0aTbKOBI, MPI3BUILE OCOOM, SIKAa 3BEPTAETHCS. 3a HEOOX1THOCTI BKa3y€eThCs aapeca
0co0u (y 30BHIIIHIN 3as1B1), 110 OyJ€ PO3TISTHYTO HUKYE.

Cnin TakoX JOTPUMYBATUCA 1HIIUX TPaBWI IIOJO0 OCOOJUBOCTEH
3a3HAYEHHS [IUX PEKBI3UTIB (aapecaTa i aapecaHTa):

— Ha3By Oprasizauii BUIIOrO PIBHS 3a3HA4YarOTh CKOPOYEHO, a B pasi
BIJICYTHOCTI O(IIIIITHO 3apeecTPOBAHOTO CKOPOYCHHS — MOBHICTIO,

— Ha3Ba Opraxizaiii — aBTopa JOKyMEHTa — Ma€ BIAMNOBIIATH HAa3BI,
3a3HAYCHIN y HWOro ycraHoBYMX JokyMeHTax. CKOpoueHy Ha3By Oprasizarfii
3a3HA4YarOTh TOMAl, KOJM ii odiumiiHO 3adikcoBaHO B cTaTyTl (MOJIOKEHHI MPO
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opranizaiiiro). CKopodyeHy Ha3BYy IOJal0Th Yy JyXKax (a0o 0e3 HHUX) HIDKYE
MOBHOT, OKPEMUM PSJIKOM y LIEHTPI;

— Ha3By (iaii, TEPUTOPIATBLHOTO BIIAICHHS, CTPYKTYPHOTO MiAPO3ILTY
Oprasizailii 3a3Ha4ar0Th TOJ1, KOJIM BOHU € aBTOPAaMH JIOKyMEHTa, 1 pO3MIIIYIOTh
HIkue peksizuty 07 (Ha3Ba opraHizaiiii);

— JIOBIJIKOBI JIaHI IPO OpraHi3alil0 MICTATh: MOMITOBY ajpecy ¥ 1HII
BiJloMocTi (HoMmepu TenedoHiB, (aKCiB, TEICKCIB, paxyHKIB y OaHKy, aapecy
CJICKTPOHHO1 TMOIITH TOIIO), iX PO3MIIIYIOTh HI)KY€ Ha3BW opraHizaiii ado
CTPYKTYPHOTO MipO3ALTY.

JlaTa nOKyMeHTa — 1ie JlaTa MOTo MIANUCAHHSA, 3aTBEPIKEHHS, PUUHATTSA,
peecTpyBaHHs, Ky o(OpMIIOIOTh LHUPPOBUM crnocoboM. Enementn natu
HaBOJIATh apaOChbKUMH HUGpPaMU B OJWH PAAOK y TaKik MOCIITOBHOCTI: YHCIIO,
Micsnb, pik, Hampukian: 05.03.2009. Ane, 3Bakaroun Ha MDKHAPOIHUN JOCBIA
oopMIICHHSI NaTyBaHHS, JdaTy JO3BOJICHO OGOpPMITIOBAaTH W Yy 3BOPOTHIM
MOCJTITIOBHOCTI: PiK, Micsih, yucio, Hampukiaaa: 2009.03.05. Came uepes me pik
Ma€ CKJIQJaTUCS TIIBKU 3 YOTUPHOX IU(Dp, 11100 OyI0 3p0o3yMilio, 110 1€ PiK, a HE
guciao Micsr. [licas qaTtu kparnka He CTaBUTHCS. Y HOPMATHBHO-TIPABOBUX aKTax
1 (iHAaHCOBUX JOKYMEHTaX 3aCTOCOBYIOTh  CJIOBECHO-IM(PpoBHUIl  cmocid
oopmitoBanHs nat, Harpukiaa: 25 6epesnst 2009 poxky.

[lignuc ckiamaeTbes 3 Ha3BU MOCAIN OCOOH, sIKa MIJIMUCYE TOKYMEHT (ITOBHOI,
AKIIO JOKYMEHT HaJ[pyKOBaHO HE Ha OJIaHKy, CKOpPOUYEHOI — Ha JOKYMEHTI,
HAJPYKOBAaHOMY Ha OJIaHKY), OCOOMCTOrO MiANMUCY, 1HIIany(-1B) 1 mpi3Buia. Y
BUIMX HABYAJIbHUX 3aKJaJaX, HAYKOBHX YCTAaHOBaX Yy I0OCaJl 3a3HAYalOTh
HAyKOBUU CTYIIIHb 1 BU€HE 3BaHHS. [IiAMMC pO3MINITYIOTH IiJl TEKCTOM JOKYMEHTa
a00 11 BIIMITKOIO TIPO HASIBHICTH JHOJATKIB. SIKIIO JOKYMEHT MiAMUCYIOTh KiJbKa
(nB1 abo OuibiIe) ocCiOd, TO iXHI MIAMNUCH PO3TALIOBYIOTh OAWH IiJ OJHUM
BIJIMOBIHO /10 MIAMOPSAKOBAHOCTI MOCA0OBUX OCI0, HATIPUKIIA:

Jupexrop ITinnuc 1. 1. IBaHOB

["onmoBHUiIt Oyxrantep [Mligmuc  II. I1. [TetpoB

KO JOKYMEHT MIiANMUCYIOTh KUIbKa OCI0 OJHAKOBUX MOCaaA, TO iXHI
M1JIUCH PO3TAILIOBYIOTh Ha OJJHOMY PIiBHI :

3acTyIHUK MIHICTpa OCBITH 1 HAYKH 3acTynHUK MiHICTpa (1HAHCIB
Ykpainu Ykpainu
[Mignuc Iuimian(u), npi3Buiie [linnuc  Iaimian(u), npi3Buiie

JIOKyMEHTH KOJETiaIbHUX OpraHiB MiAMUCYIOTh TOJIOBA KOJIET1aTbHOTO
opraHy ¥ cekperap, HalpUKIaI;
["omoBa mupexkiii [Mligmuc  Iaimian(u), opi3Buine
Cexkperap AUpeKIii [linmuc  Iwimian(u), npizBuiie
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VY pa3si BiAICYTHOCTI MTOCa0BO1 0COOM, MIMUC SKOi 3a3HAYEHO B JIOKYMEHTI,
JTOKYMEHT Mifnucye ocoba, sika BUKOHYE ii 000B's13kH, 200 11 3aCTYNMHUK. Y [IbOMY
BUMAJAKy OOOB'SI3KOBO 3a3HAYaIOTh IOCaay 1 MPI3BUILNE OCOOH, sKa IiJmucana
JIOKYMEHT (BUIPABJICHHS] BHOCATh PYKOMUCHUM a00 MAaIIMHOIKUCHUM CIIOCOOOM),
Hanpukiaa: «BukonyBau 000B’s3kiB» (B.0.), «3acTymank» (3acT.).

[lignucyBat TOKYMEHT 13 MPUWMEHHUKOM «3a» a00 CTaBUTH IPaBOOIYHY
MOXWITY PUCKY TIEpe]l Ha3BOIO MOCaIu HE JO3BOJICHO.

BinbutkoM medaTku opraHizaiii 3acBil4ylOTb Ha JOKYMEHTI MiIMHC
BiZIMOBIIaTbHOT 0co0u. [lepernik TOKyMEeHTIB, Ha sIKI CTaBJISITh BIIOWTOK MEYATKH,
BU3HAUa€ OpraHizallis Ha MiJCTaBl HOPMAaTUBHO-MIPABOBUX aKTIB, 1 MOJAI0Th HOTO
B IHCTPYKIIIi 3 AUTOBOJCTBA Opranizaiiii. BiqTUck nedyaTtku Ha JOKYMEHTI TOBUHEH
NEePEeKPUBATH YAaCTUHY HA3BU MOCA/IU U CIIPABKHBOTO MIAIHUCY.

VY J170BOJACTBI BUKOPHUCTOBYIOTH, SIK MPABUJIO, TEYATKU JBOX BUJIB:
repOoBy i mpocty. ['epboBa neuarka Kpyria, i3 300pakeHHsIM repda B IIEHTPI, O
KOJIy IOJA€ThCA MOBHAa Ha3Ba cy0'ekta. ['epOOBy medaTrky MNpOCTaBISIOTH Ha
TIACHUX JOKYMEHTaX, sIKi MOTpeOyITh 0COO0BOr0 MOCBIIYCHHS: Ha JIOTOBOPAX,
JIOKyMEHTaX, TOB'SI3aHUX 3 OTPUMAHHAM KOIITIB 1 MaTepiaibHUX I[IHHOCTEH
(mopydeHHs, Y€Kk, OaHKIBCbKI JIOKYMEHTHM Ta 1H.), @ TaKOXX Ha TaKuX, IO
3aCBIAYYIOTh 0CO0Y, TPYJOBUHM CTax, KBall(ikauio (macnopT, TpyAOBa KHUKKA,
JTUIUIOM Ta 1H.). [IpocTi mevyaTtku (Kpyriii, KBajpaTHI, TPUKYTHI i IPSIMOKYTHI1) HE
MiCTATH 300paskeHHs repba. IX BiATUCKM HPOCTABIAIOTH Ha JOBiAKAaX i
nepenycTkax, Komisix JOKYMEHTIB, 1110 BUXOAATh 32 MEXI1 Cy0'€KTa, pO3MHOKEHUX
EK3EMIUISIPAX PO3NOPSAUYUX JOKYMEHTIB IPH iX PO3CHIIaHHI, IPU OleyaTyBaHHI
nakeTiB, OaHaeposie, mad, nBepeit ceiidin Ta iH.

['pud 3arBepKEeHHS Hala€ FOPUIAYHOI CHUIIM JCSKUM BUJAM JTOKYMEHTIB,
K1 TICHSA MiAnucaHHs Tpebda 3arBepauTH. HeoOXiMHICTh 3aTBEPKEHHS ITUX
JIOKYMEHTIB TepedauyeH0 HOPMATUBHUMH aKTaMH. 3aTBEPKCHHS CAHKIIOHYE
3MICT JOKYMEHTa a00 MOIIMPIOE MOro 0 Ha TMEBHE KOJO OCi0 1 CyO0'€KTiB.
JIOKYMEHT 3aTBEpAKY€ETbCS JIBOMa CIOCOOAMHU, 10 MalOTh OJAHAKOBY IOPUANYHY
CHJIy: BUJAHHSAM PO3MOPSAYOro JOKYMEHTa (MOCTAaHOBM, DIlLIEHHS, Haka3y) abo
cneniagbHuM 0OpMIIEHHAM. BianmoBigHO 10 bOTO 3aCTOCOBYIOTH JIBA BapiaHTH
HOro HamMCaHHS: y IepUIOMY BUTIAAKY TpHQ 3aTBEPIKEHHS CKIaIa€ThCS 31 CIIOBa
3ATBEPIDKEHO, Ha3Bu, natv 1 HOMepa 3aTBEpIKYBaJIbHOTO JIOKYMEHTa Yy
Ha3MBHOMY BIAMIHKY; Jpyrui cmocid mnependayae 3a3HAuY€HHsS  CJIOBa
3ATBEPIKVIO.

I'pud 3aTBEepKEHHS PO3MILIYIOTH y MPABOMY BEPXHBOMY KYTi MEPIIOTO
apkyma gokymeHnta. OOujiBa CjloBa JAPYKYIOTh BEJIMKUMH JIiTepamMu Oe3 Jarok,
HaAIMPUKJIIA;
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3ATBEPJKVYIO
Minictp ¢inanciB Ykpainu
[Tipmuc Iniman(u), npi3Buiie
07.03.2009
VY pasi 3aTBepIKEHHsI JOKYMEHTa KiJIbKOMa IOCAJOBHMH OCOOaMH iXHi
rpudu 3aTBepIKEHHS PO3TALLIOBYIOTH HA OJTHOMY PiBHI.
PekBi3uTu JOKyMEHTa BiJIOKPEMIIIOIOTH OJUH BiJl OJHOTO IMIBTOPa—TpbOMa
MIXKPSIKOBUMH 1HTEpBaJIaMHU.

2.3. TekeT JOKYMeHTA IK HAWBAXKIUBIIIUI PEKBI3UT JOKyMeHTa

OcHOBOIO CITy>)kOOBOTO JIOKYMEHTa € TEKCT — HAaWBaXKJIMBILIIUN PEKBI3UT,
3aBJISIKU SIKOMY CKJIQJIA€ETHhCS i OPOPMITIOETHCS BECh IOKYMEHT.

Texcm — 1e CYKyNHICTh pEuYeHb, O00’€THAHUX Y TEMaTUYHy W
CTPYKTYpPHY LLUJIICHICTD 3a MPaBUJIAMU ITE€BHOI MOBHOI CHCTEMH.

B  Vkpaini oprasizamii, s$ki 3IIHCHIOIOTH JIJIOBOJCTBO, BEIYTh
JIOKYMEHTAI[I0 1 TUCTYBaHHS YKPaiHCHKOIO MOBOIO. Y TOPSIKY, BCTAHOBICHOMY
3aKOHOJJABCTBOM, Y HACEJIEHUX IyHKTax KpaiHh, J€ OUIbIIICTh HACEJIEHHS
CTAHOBJISAITh TPOMAJISIHU, SIKI HalleXkaTh JO HAI[IOHAIBHUX MEHIIHWH, MOPsT 13
JEeP’)KaBHOI0 MOBOIO TEKCTH JOKYMEHTIB Y BHYTPIITHBOMY JILTOBOJCTBI MOJKHA
CKJIaJaTH MOBOIO BIJIMOBIJHOI HAaIliOHATBHOI MEHIWHU. JIOKyMEHTH, SsIKi
HAJCWJIAIOTh 3apyOlKHUM ajpecaTaM, MOXHa O(OPMIIIOBaTH YKPaiHCHKOIO
MOBOIO a00 MOBOI KpaiHU ajpecara, abo0 OJIHIEID 3 MOB MIDKHApOJIHOTO
CHJIKYBaHHS.

Ctunp 1 XapakTep BUKIALy TEKCTy B 0ararbOX BHUIMAJKaX BHU3HAYAE BUJY
JIOKyMEHTa, ajie B MPAKTHUIIl JOKYMEHTYBAaHHS ICHYIOTh 3arajbHlI BHUMOTH, SKi
CTaBJISATHCS JIO BCIX JJOKYMEHTIB.

Texcr mokyMeHTa mae OyTH BHUKJIAQJIGHUN CTHCIO, TPAMOTHO, 3pO3YyMLIIO,
00’€KTUBHO, ©0€3 TMOBTOPIB 1 BXUBAaHHA CJIIB 1 3BOPOTIB, $IKI HE HECYTh
CMHCJIOBOTO HABAaHTA)KCHHS, BIAPI3HATHCS HEHTpanbHUM TOHOM. Moro
o(OpMITIOIOTh Y BUTJISI CYIIJIBHOTO CKJIQHOTO TEKCTY, aHKeTH, Tabiuill ado
noeaHaHHA [UX (popM.

CyuinpHUM CKJIAJHUNA TEKCT YHPABIIHCHKOTO JOKYMEHTAa Ma€ MICTUTU
rpaMaTMYHO ¥ JIOTIYHO Y3rojykeHy 1HQopmanio. BiH mnoainserscs Ha
B3a€MO3YMOBJICH]1 JIOTIYHI €JIEMEHTH: BCTYIl, OCHOBHY 4YacTUHY (J0Ka3),
3aKIHYEHHS. Y 6cmyni 3a3HAYAETHCS IPUYMHA HAMMCAHHS JOKYMEHTA; B OCHOBHIL
yacmuHi BUKJIQNAE€TbCA CYTh TIUTAHHS, HABOASATHCSA JOKa3W, MOSICHEHHS,
MIPKYBaHHSI; Y 3aKiH4eHH] BKa3yEThCsI METa, 3apaJin SKOI CKJIaJIEHO TOKYMEHT.

VYHiBepcaTbHUMHU MTPAaBUIIAMHU HATMCAHHS TEKCTIB JJOKYMEHTIB € TaKi:
— CJiA 3IUCHIOBAaTH BIJ TPEThOi OCOOM JUCTYyBaHHS W CKJIQJIaHHS

OUTBIIOCTI CIY>)KOOBUX JOKYMEHTIB, 3aliMEHHUK 3aMIHIOBaTH Ha IMEHHHUK
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(IHCTUTYT MPOCUTH, KEPIBHUITBO HE 3alepeuye, MiANPUEMCTBO HaMpaBIIseE,
KOMICIisl yXBajuja TOIIO);

— CJiJ BUKJIAJATH BiJ NEPIIOi 0COOM OJHUHU TEKCT Yy PO3MOPIIUUX
JTOKyMEHTaX, 0 BiJOOPaXYIOTh MPUHITUIT €TMHOHAYAITBHOCTI, & TAKOXK B JISIKUX
KaJIpOBO-KOHTPAKTHUX JOKYMEHTaxX (3asBH, aBTOoOiorpadii, MOsICHIOBAIbHI
3amcku, Haka3u (HAKA3VYIO), 6inpira yacTiHa AOMOBITHAX 3aITUCOK);

— HE CIIJ BXXHWBATH OOpa3HUX BUPA3iB, EMOIIHHO 3a0apBIECHUX CIIB i
CUHTaKCUYHUX KOHCTPYKIIIH;

— TMOTPIOHO YKUBATH CTIWKI (CTaHJAPTU30BaHI) CIHOJYYEHHS THUITY:
8I0N0GIOHO 00, Y 383Ky 3, 32I0HO 3, 3 Memoi0, He0OXIOHULL OJisl, 8 NOPAOKY;

— CIIiJI BUKOPUCTOBYBAaTH CHUHTAKCHYHI KOHCTPYKLIi TUIY: /{08600umo
0o Bawoeo sidoma, wo... ; Haeadyemo Bam, wo... ; Iliomeepoxcyemo i3
gosiuHicmio... ; ¥V nopsaoky HadauHs mamepianvHoi 0onomocu...;, Y nopsoky
00Miny Oocgioom...; Y 38'a3ky i3 exasiexoiro...; Bionogiono 00 nonepedHvboi
oomosneHocmi...; Bionosiono 0o Bawozo npoxannus...,;

— CJiJ BXUBATH HAa TOYATKy PEYEHHS MIEMPHUCTIBHUKOBI 3BOPOTH:
Bpaxosyrouu...; Bepyuu 0o ysaeu...; Posensanysuu...; Beascarouu...

— MOTPIOHO BHKOPUCTOBYBAaTHM MOBHI 3acoOH, IO BIJIMOBIIAIOTH
HOpMaM JIITEpaTypHOi MOBH 1 € 3pO3YMUIUMH JJI IIIUPOKOTO KOJIa YATAUIB;

— y PEUEHHSX CHIJ Y>KMBATU MPSAMHUA MOPSIOK CHIB (IMIIMET HEepeaye
MPUCYJIKOB1, O3HAYEHHSI CTOITh Mepe]] 03HAUYBAHUMU CIIOBaMH, TOAATKA — MICIS
OTIOPHOTO CJIOBA, BCTABHI CJIOBA — HA MOYATKY PEUCHHS);

— TOTpiOHO 3aMIHATH HAa MACHUBHY aKTUBHY (QOpMY JI€CiiB, 1100 HE
BUSIBJISITH TOCTPOTU CTOCYHKIB 3 MApTHEPOM, HANPUKIAA: Bu He eucirosuiu ceoi
npono3uyii — Bamu we ne 6ucnogneno nponosuyii...; SIKIIO ) BaXJIMBO BKa3aTH
Ha KOHKPETHOTO BUKOHABIISI, TO Tpeba BXKUBATH aKTUBHY dopmy: Vwuisepcumem
He 2apaHmye...;

— caig  yxkuBaTh 1HQIHITMBHI KOHCTPYKUIi: cmeopumu KOMICItO;
BIOKIUKAMU NPAYIBHUKIS...

— HEOOXITHO BXXHMBATH MIECTIBHI KOHCTPYKII y (opMi HAKa30BOTO
croco0y B po3MopsAIIuX JoKyMeHTax: Haka3zyo... ; [Iponounyro...;

— Tpeba BUKOPUCTOBYBATH CKOPOUCHHS CIIIB, CKJIATHOCKOPOYEHI CIIOBa
1 abpeBiaTypu, AKI MUIIYTHhCS y IUIOBOJACTBI 3a 3araJlbHUMHU TpaBUIaMH: p-H,
001, KM, Hanp., KaHo. neo. Hayx,

— CIIiJ BilIaBaTH MepeBary MpoCTHM PEUCHHSM;

— Tpeba BUKOPUCTOBYBATH (HOPMH BBIUWIMBOCTI 3a JOMOMOTOIO CIIiB
WAHOBHUU, BUCOKOUIAHOBHUU, 8ETbMULUAHOBHULL, 8UCOKONOBANCHULL.

SIKIo 4YacTUHM TEKCTYy MaloTh pI3HI CMHUCJIOBI acmekTh abo TeKCT
JIOKyMEHTa MICTUTh JEKIJIbKa pillleHb, BACHOBKIB TOLIO, HOTO Tpeda po30UTH Ha
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PO3IIUIH, MAPO3AUIN, ITYHKTH, MAMYHKTH, SKI HyMEPYIOTh apaOCbKUMHU ITudpaMu
1 APYKYIOTH 3 a03airy.

AG3a1l — 1€ BIACTYIN yIpaBO B MOYATKOBOMY PSIIKY, SKUM MOYMHAETHCS
BUKJIAJl HOBOI JYMKH y JIOKYMEHTI, & TaKOX (hparMeHT TEKCTY M1k ABOMa TaKUMU
BiJCTynaMu. AQ3all y cepeJHboMy Mae OyTHU JOBXKWHOIO 4 — 6 pedeHb, Xoua B
TEKCTax JOKYMEHTIB € a03alu, 10 CKIaJaloThCs 3 OJHOTO PEYCHHS Yepe3 Te, 10
ab3a1 Hacammepes — 1€ BHYTPIIIHBO 3aMKHEHE CMHCIIOBE IIiJie, sIKe Tepeae
3aKiHYeHYy AYMKY. AO3allHe WICHYBaHHS TEKCTy, IO JOMOBHIOE HyMepallis
pPYOpHK TEKCTy y BHIJISAI B3aEMO3AICKHUX PO3JAUIIB, YAaCTWUH, MyHKTIB Ta iX
OiANOPSAKYBaHHS,  O(QOPMIIIOEThCA  JBOMa  crmocobamMu  Hymepamii — —
KOMOIHOBaHUM (TPaJUIIIHIM) 1 HOBHM.

Komoéinoeana (TpaguiiiiiHa) HyMmepallis I'PYHTYETbCS Ha BHKOPHCTaHHI
pI3HUX THUIIB 3HAKIB — CIIB, JIITE€P, apaOChKUX 1 PUMCHKUX LU, HO6a — Ha
BUKOPHUCTAHHI JIMIe apaOChKuX HU@p, po3TalioBaHUX y MEBHIM MOCIIIOBHOCTI.
3acTocyBaHHS HOBOI CHCTEMH HyMepallli CIpollrye OOpOoOJIeHHS NTOKYMEHTIB 1
JT03BOJISIE HE BXKUBATH CJIOBECHUX HallMEHYBaHb 1 CHMBOJIIB.

Tekcr ynpaBiIiHCHKOTO JOKYMEHTa MOXE OyTH MPEACTaBICHUN y BUTIISIL
Tpadapery, aHKeTH, TaOJIUIII.

Tpagpapemnuit mexcm — 1€ 10CIIBHE BIATBOPEHHS MOCTIMHOI 1HPOpMaIli
OJTHOTUITHOI TPyNHW JOKYMEHTIB 3 TMPOMYCKaMH ISl TOJAJBIIOTO 3allOBHCHHS
KOHKPETHOTO JOKyMeHTa. TpadapeTHi JOKYMEHTH 3HAYHO CKOPOUYYIOTh Yac Ha
CKJIalaHHsl JOKYMEHTa, OCKUIbKM BHUKOHABEIb 30CEpEIKy€ yBary JHIIe Ha
3MIHHIM YaCTHHI KOHKPETHOI 1H(pOopMallii, MiCIle SIKO1 paHilie 0yJ10 00yMOBIIEHO.

dopMa anKemu BUKOPUCTOBYETHCA IIJI Yac BUKIAAEHHS LUppoBoi abdo
CJIOBECHOI 1H(popMallii mpo oAuH 00’ €KT 3a MeBHUM 00carom o3Hak. [1ig ankeroro
pPO3yMIIOTH OMUTYBAJIBHUN JHCTOK I OJCp)KaHHA TMEBHUX JIaHUX. AHKETHI
TEKCTH  BHUKOPUCTOBYIOTH B  OPraHi3aliifHO-PO3MOPSATYNX  JOKYMEHTAX,
JIOKyMEHTaX 3 MaTepialibHO-TEXHIYHOTO MTOCTa4YaHHs i 30yTy.

Tabauya — nepernik Oyap-SKHUX CUCTEMATHU30BAHUX IHU(PPOBHUX JAHMX, SIKI
3BEJICHO Y BHU3HAUEHYy CHUCTEMy W po3MimieHo 3a rpadamu. Tabnuis gae
MO>KJIMBICTh MOJATH 1H(POPMAILIII0 B HAMOUTBII KOMIAKTHOMY HA0YHOMY BUIJISIL.
VYci Tabnui B TEKCTI, a TAKOXK B J0JIaTKaX HYMEPYIOTh HACKPIZHOK HYMEpaIli€ro
apabcrkumu 1udpamu. ko tadauns ogHa, To ¢yioBo "Tabnuis" He nUIIeThCs U
HyMepallisi He NpPOCTaBIS€ThCA. Tabmuusg MoXe MaTH 3arojioBOK, SIKMIl CTHCIIO,
ajie TOYHO BiOOpakae ii 3MicT. BiH mumerbcs Haja TaOMUIICI0 TOCEPEAUHi 3
Benukoi jiTepu. Ha3Ba 3arojioBka TaOMMIN BIAAUISIETBCS KUPHOIO JIHIEK Bij
YaCTUHU TaOJuIll, IO 3aJUIInIack. PO3TaloBYHOTh TaOMMII0 OJpa3zy K Mif
TEKCTOM, Ji¢ 11 BIeEpIle 3rajlano, ado Ha HACTYMHIA cTOpiHIl. MoXHa moaaTH
TaONHIIO 1 B JIOAATKaX JO OCHOBHOTO JOKYMEHTa. TEeKCTW y BUTJISIl TaOIHUIT
BUKOPUCTOBYIOTBCS y 3BITHO-CTATHCTHYHUX, OyXTalTePChKUX, IUTAHOBHX Ta
IHIIMX JOKYMEHTaXx.
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VY nokymeHTax, OQpOpMIIEHMX Ha JBOX 1 OUIbllle apKyllax Mamnepy,
HyMepaIlisi CTOpiHOK MOYMHAETHCS 3 APYToi. K0 TEKCT JOKYMEHTa APYKY€EThCS
3 OIHOTO OOKY apKyla, TO HOMEPH MPOCTABISIOTh MOCEPEANHI BEPXHBOTO TMOJIS
apkyma apaOCcbkuMH LHdpamMu Ha BifacTaHi He MeHiie 10 MM Bia kparo. SKIo
TEKCT JPYKYETbcA 3 000X OOKIB apKylla, TO HEMapHi CTOPIHKH MO3HAYAIOTH Y
IIPaBOMY BEpXHBOMY KyTi, & TApHI — Y JIIBOMY BEpXHbOMY KyTi apKyIIia.

Po3aia 3. JOKYMEHTYBAHHS B YIIPABJIHCBHKIN AISITBHOCTI

3.1. JIokyMeHTH 11010 0COO0BOI0 CKJIALY
200 KaJPOBO-KOHTPAKTHHUX NMUTAHD

Jlo 1i€l Tpyny TOKYMEHTIB HaJleXkaTh: 3asBU, CKapIu, MPOIO3ULli, HaKa3u
10JI0 0COOOBOTO CKJIay, aBTOO10Tpadisi, XapaKTepUCTUKA, PE3IOME, KOHTPAKTH 3
HaliMy TpaIiBHUKIB, TPYyJ0Ba KHWXKA, OCOOOBHUN JHUCTOK 3 OOJIKY KaJpiB,
oco0oBa crpaBa Ta iH. Po3riasiHeMo 0COOJIMBOCTI CKJIaJIaHHS IESIKUX 3 HUX.

3asaBa — ue odimiiiHe MOBIAOMIIEHHS B YCHIM ab0 MHUCBMOBIM ¢opmi, 3a
JIOTIOMOIOI0  IKOTO TPOMAJIIHH pEaji3yloTh uepe3 JiepKaBHI, IMpPUBaTHI abdo
IrpOMAJICbKI oOpradizamii (yCTaHOBH, 3aKjaJH) HaJaHl iM mpaBa (Ha MpaLlo,
BIJINOYMHOK, MaTepiajibHe U colllajibHe 3a0e3neYeHHs TO0) ab0 3aXUINAI0Th CBO1
1HTEpECH.

3asgBM KIacU(iKyIOTh, SK TMPaBUIO, 3a TMpPU3HAYCHHSAM (OCOOMCTI ¥
CITy’K00BI) 1 3a MOXO/HKEHHAM (30BHIIIHI i BHYTPIIIIHI).

Ocobucra 3asiBa MICTUTh NMPOXaHHS (3BEpTaHHS) JO KEPIBHOI MOCaTOBOI
0CO0M ¥l MUIIIETHCS BIACHOPYYHO B OJTHOMY €K3EMILISPI.

Cnyx00Ba 3asBa yKJIaJIa€ThCsl ITOCAT0BOI0 0CO00I0 BiJl BJIACHOTO iMeHI a0o
BiJl opradizamii (mianpueMcTBa, 00'€THAHHS), K1 BIH PENPE3CHTYE, O MOCAT0BOI
0CcOo0M 1HIIOI OpraHi3ailii, CTPYKTYpH TOIIO ¥ MOXke OyTH BiITBOPEHA MEXaHIYHUM
CIOCOOOM 'y JEKUIBKOX €K3eMIUIApax, MaTH BIJIMOBIAHI PEKBI3UTH (HA3By W
aJipecy oprasizarii, BUXITHUA HOMEpP JOKYMEHTA TOLIO).

30BHIIIHI 3asBU (0COOMCTI ¥ CIy>KOO0B1), K MPABHIIO, CKIAJAIOTHCS BIJ
IMEHI1 JIFOJIMHU, SIKa BIEPIIE 3BEPTAETHCA 10 OpPraHi3allli, yCTAaHOBH, MMiANPUEMCTBA
(HampuKJIam, T Yac BJAIITYBAaHHS Ha IMparip), abo cmyx00Boi ocobu, 1o
MPE/ICTABIISIE CBOIO OPTaHi3allilo, YCTaHOBY, MiANPUEMCTBO.

VY 30BHImHIX 3asBax OOOB’S3KOBO 3a3HAYAETHCS ajpeca aJpecaHTa: B
0COOMCTUX 3a3HAYAEThCs MOBHA JOMAILIHS ajpeca, JAaHl JOKyMeHTa (macmopra,
BIMCHKOBOTO O1J1€Ta, MOCBITYEHHS Ta 1H.), KOHTAKTHUH TEIE(POH, a B CITy’)KOOBUX —
MOBHI MOINTOBA W IOPUANYHA aJpecu mianpueMcTBa (pipMu, yCTAaHOBH) 3 yciMa
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HaJICKHUMH PEKBI3UTaMU. AJlpeca BKa3y€eThCs Yepe3 BIJICYTHICTh BIIOMOCTEH Mpo
aapecanTa (JrroauHy a00 OpraHi3ailio) B OpraHizailii, 10 K01 BiH 3BePTAEThCS.

VY BHyTpimHIX 3asBax (PO HAJaHHS BIANMYCTOK, 3BUIBHEHHS Ta 1H.) TakKi
PEKBI3UTH HE € OO0OB’SI3KOBUMH, OCKUIbKHM, YCI BIJIOMOCTI IO JIIOJWHY, SKa
BUpIIIYyE MUTaHHS B MEXax OpraHizallii, e BOHA MpaIloe, 30epiratloTbCs y BiALI
KaJIpiB.

YHiBepcaTbHUMU PEKBI3UTAMU 3a5BU € TaKI:

1. Anpecar (3 Benukoi JiTepu MpaBOpyd) — IMOcCaja, Ha3Ba YCTAaHOBH,
3BaHHsI, MPI3BUIIE ¥ iHiNiaM MOcagoBoi 0co0u, Ha 1M 4 SIKO1 MOAAETHCS 3asBa, Y
naBalbHOMY BIAMIHKY. [Ipu 1ipoMy 11st yHMKHEHHS! 30iTy KIHIEBUX TOJOCHHUX
IMCHHUKIB YepryloTh 3aKkiHueHHs -OBi (-eBi, -€Bi) 3 -y (-10), HampwKiIam:
Pexmopoei Hayionanvnoco aepoxocmiunozo yuigepcumemy «Xapriecokuu
agiayitinutl  iHcmumympy, [[upekmopogi 3asody Ta 1H. IHimianu aapecara
3a3HA4YalOTh 4Yepe3 Te, 110 HUM € BiJiloMa BCIM KepiBHa oco0a ycTaHOBU abo
CTPYKTYPHOTO MiAPO3/LTY Ta 1H., Hanpukiana: npogd. Kpusyosy B.C.

2. AnpecanT (0e3 npuiiMEHHHKA «Bif» 3 MaJoi JiTepH) — Mocajia, 3BaHHS,
Ha3Ba CTPYKTYPHOTO MIiAPO3/LIY, MPI3BUIIEC I MOBHICTIO MUIIYTHCA IM'S Ta MO
0aTbKOB1 0COOH, KA 3BEPTAETHCS 13 3a5BOIO, Y POJIOBOMY BIAMIHKY (0€3 Kparku B
KIHI[l OCTaHHBOTO CJOBa). IM’s1 ajjpecanTa 3a3HAYAETHLCS MOBHICTIO Yepe3 Te, 110
BIH MO)K€ OyTH HEBIIOMHM JJIs1 KepiBHOI ocoOu. Ilpu mipomy ciijx mam’siTaTv, o
Ha BIAMIHY BIJ JKIHOYMX, 4YOJIOBIYl MpIi3BHINA, SKI 3aKIHYYIOTBCI Ha —O,
BIIMIHIOIOTBCS 3T1JIHO 3 MpaBUJIaMH MPABOMUCY, HANPUKIAL: cmyoenma 715 ep.
leanenxa lsana leanosuua, ane: cmyoenmku 715 ep. lsanenko Ipunu Ilsanienu.
SIK1I0 11€ 30BHIIIHSA 3asBa, TO BKa3yeThCs 1€ aJpeca alpecanTa, sk 3a3Hadanocs
BUIIIE.

3. HazBa mokymeHTa MUIIEThCS MOCEPE/IMHI 3 BEJIMKOI JIITEPH, MICIs 4OTro
HE CTAaBUTHCS Kparka, HanpuKiIaa: 3asa6a

4. TekcT (3 BeNUKOI JiTEpH, 3 abd3aily), SK MPABUIIO, MOYUHAETHCS 31 CIOBA
«lIpowy», micns YOro YITKO BHUKIAMAETHCA TMPOXAaHHS 3 WOro KOPOTKUM
OOTpYHTYBaHHSIM.

5. Jlonatok (miAcTaBa): mepeliKk JOKYMEHTIB, 110 JOAAIOThCS JI0 3asiBH Ha
MIATBEPAKEHHS ii paBOMIpHOCTI a0 BaroMocTi apryMeHntaiii. L{eil pekBi3uT €
00OB’SI3KOBUM Yy 3asBax, JI€ CJIiJ MIATBEPIUTH MPABOMIPHICTH BHUCIOBJIEHOTO B
Hill MpoXaHHs. SIKIIO JOKYMEHT Ma€ J0JIaTKH, TOBHUX HA3B SIKUX HEMAa€ y TEKCTi,
TO 1Ll Ha3BU Tpeba MOAATH IMICIS TEKCTY, 3a3HAYMBIIM KUIbKICTh apKYIIIB Yy
KO)KHOMY JOJAaTKy ¥ KUIBKICTh IXHIX €K3eMIUIsipiB. HasBHICT, J01aTKIB
MO3HAYAETHCS CIOBOM «/[ooamkuy» abo (pazoro «/[o 3asn6u dooaromwvcsy. SIKIO
J0JIaTKX 30pOIIYpOBaHi, TO KUIbKICTh IXHIX apKyIlliB HE 3a3HAYAIOTh.

6. Jlata HammcanHs (JTiBOpydY), IICAs SKOi Kpamka HE CTaBUTHCH,
nampukiaa: 30.03.2009

3asiBa MUIIETHCS BI PYKH B OJHOMY €K3EMILISIPI.
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[Ipuknanu 3asB:

/o 306Hiunboi opeanizauii.

JupexkTopoBi  XapKiBCHKOTO
TPaKTOPHOIO 3aBO/Y
IBanoBy I.I.

ITerpoBa Ilerpa IleTrpoBuua,
KWW TIPOKUBAE 32 aJIPECOIO:
ByJ1. JlanuneBcbkoro, 38,

KB. 24, M. XapkiB-141,

oM. ten. 8(057)701-11-11

3asBa

[Ipoury npuiiHsTH MEHE Ha poOOTY Ha MOCaAy 1HCIIEKTOpa BIIULY KaJIpiB
3 03.02.2008.

JlonaTku:

1. TpynoBa KHUXKKA.

2. Komis qumioma nipo Buiiy ocBity (Ha 1 apk. B 1 ek3.).
3. ABToGiorpadis (Ha 2 apk. B 1 ek3.).

4. Meauuna aosiaka (¢. 086).
5. Yotupu poTOKapTKH.

31.01.2008 ITigmuc

o enympiwinvoi opzanizayii-
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JupekTopoBi XapKiBCHKOTO
TPaKTOPHOIO 3aBO/Y
IBanoBy I.I.

1HCIIEKTOpa BIALTY KaapiB
Ilerposa Iletpa IletpoBuua

3asBa

[Tpomry Hamatu meni Biamyctky 3 10.03.2009 3a BnacHuii paxyHok Ha 15
KaJICHJAApHUX JTHIB JJIs1 03J0POBICHHS AUTHHHU.

JlonaTok:
Menuuna 1oBijika PO HEOOXIIHICTh CAHATOPHOTO JIIKYBaHHS TUTUHU (Ha
2 apk. B 1 ek3.).

07.03.2009 [Tigmuc

ABTo0iorpadis (Bix rp. autos — cam, bios — KUTTS, grapho — numry) — 1e
JOKYMEHT, y SIKOMy 0co0a BJIACHOPYYHO IMOAA€ CTHCIUI OMHC CBOTO >KUTTA
JISJIBHOCTI B XPOHOJIOTIYHOMY TOPsIAKY. ABTOOlorpadgis € 000B’I3KOBUM
JIOKyMEHTOM 0c000BOi crpaBu. ABToOIOrpadisi CKIAJAEThCS MPaliBHUKOM
CaMOCTIIHO 3a JOBUIbHOI0 (OpMOI0 Ha apkyull mamnepy ¢opmatom A4 abo Ha
TpadapeTHOMy OJIaHKY, SIK TIPaBUJIO, TIPU BIAIITYBaHHI Ha POOOTY, BCTYMI J0
HABUYAJBHOTO 3aKyany. ICHyIOTh Taki Buau aBtoOlorpadii: aBTobiorpadis-
PO3MOBIb, IKY CKJIaJIal0Th B OMUCOBIN (hopmi; aBTOOI0Tpadisi-IOKYMEHT, y SKiii
TOYHO BUKIANaOTh (akTtu. Hes3Bakarounm Ha JOBIIBHUN BUKIAT TEKCTY,
000B’SI3KOBO 3a3HAYarOTh Bij IMEHI MepIIoi 0CoOM TaKi BiJIOMOCTI:

1. Ha3Ba noxymeHnTa (TiocepeuHi, 3 BENUKOI JTepH): Aemobioepaghis.

2. Ilpi3Bumie, iM's Ta Mo OaThbKOBI TemepilHI W KoJWIIHI (iHIIianu He
JOMYCKAlOThCA), SKOO iX OyJio 3MIHEHO, y Ha3MBHOMY BIJIMIHKY OJHUHU
BIJIMOBIHO JI0 MACIOPTa a00 1HIIOTO JOKYMEHTA, SIKUH M1ITBEPKYE 0CO0Y.

3. JlaTta Hapo KeHHS (CJIOBECHO-IIMGPOBUM cIiocobom): 15 mpasusa 1988
DOKY.

4. Micue HapOMKEHHS: Cello, CeNnulle, MICTO (y Ha3MBHOMY BIIMIHKY),
paiioH (y poJOBOMY BIIMIHKY), Kpad, KpaiHa (SKII0 3a MexamMu YKpainu) (y
HA3WBHOMY BIIMIHKY). YCl1 AaHi TIpo Miclle HapODKCHHS MUIIYThCA TaK, K iX
3a3HAYEHO Y CBIJIOITBI MPO HAPO/IKECHHS, HANPUKIAN: Hapoouscs 15 mpasHs
1988 poxy 6 m. Mocksa, Pocia. KpiMm bOoro MO>XyTh YKa3yBaTHUCS BIJOMOCTI MPO
COIIAJIbHE TTOXOKEHHS, HATIPUKJIIAI: ) POOUHI CTLYIHCOOBYS.
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5. BigomocTi po HaBYAHHS: MMOBHE HallMEHYBaHHS HABYAJIIBHUX 3aKJIaIiB
(SIK BOHM Ha3WBAJKCS HA Yac HABUAHHSA), IaTU BCTYIY JI0 HABYAJIBHOIO 3aKjiany i
Horo 3akiHYeHHs, 3/100yTi CHeliaJbHOCTI ¥ KBamidikalli, ski oTpuManu (3a
TUIIoMoM), Hampuknaa: 2000 p. ecmynugé 00 XapKi6CcbKo2co HAYIOHAILHO2O
yHigepcumemy im. B.H. Kapa3zina, axuii 3axinuug y uepeni 2005 p., 3ao6y6wu
suwy oceimy 3a cneyianvuicmio ,, Ykpaincbka moeéa ma aimepamypa’ i
Keanigixayiro eukiaoaya yKpaincobkoi Moy ma iimepamypu.

6. BimomocTi mpo TpymOBY MisUTbHICTH (IIOBHE HAaWMEHYBAaHHS MiCIlh
poOOTH ¥ 1MOcaa y XpOHOJIOTIYHIN MOCIIOBHOCTI), HAPUKIAA: 3 eepechs 2005 p.
npayrow  BUKIA0AYeM YKpPAiHCbKoi Mo8u 6 XapKIiBCbKill 3a2albHOOCBIMHIl
cepeoniti wkoai Nel5. Sxmo ocoba He mpalfoe, me 000B’SI3KOBO 3a3HAYAETHCS,
HAIMPUKIIA: MUMYACOBO He Npayioi.

7. Haropoau, cTATHEHHS, 3a0X0OUYEHHS.

8. BimomocTi mpo rpomMaachKy pooOoTy.

9. Kopotki Bigomocti mnpo ckian ciM'i (6e3 3aliMenHukiB). CiM'to
CKJIaJIal0Th OCOOM, SIKI CITUIPHO TMPOKUBAIOTh, IMOB’SI3aHI CHIIBHUM ITOOYTOM,
MaloTh B3a€MHI TIpaBa i 000B's13ku. [1oApyXOKs BBAXKAETHCS CIM’ €10 U TOJI1, KOJIH
IpyXWHAa W YOJOBIK Yy 3B’A3Ky 3 HaBYaHHSAM, pPOOOTOI, JIKYBAHHSIM,
HEOOX1IHICTIO JIOTJISINY 3a OaTbKaMu, JITbMHM M 3 1HIIMX MOBAXXHUX MPUYUH HE
MPOXKUBAIOTh CIUIbHO. /[UTHHA HaANEXUTh JO CIM’i CBOIX OaThKiB 1 TOJ1, KOJHU
CHJIBHO 3 HUMH HE MPOKUBAE.

Cknaz ciM’i, SIKIIO 0co0a He oJIpyKeHa:

— 0aTbko, MaTu (TIpi3BUIIE, IM'SI TA IO OATHKOBI, PIK HAPOKEHHS, TOCaIa i
Micue pobotu), Hampukian: bateko — [leanos lean Ileanosuu, 1968 poky
Hapoodicenus, Ooyenm Kagedpu ncuxonolii Xapkiecbkoeo HAYIOHATbHO2O0
yHigepcumemy im. B.H. Kapasina,

— cecTpH, OpaTu, SIKIIO BOHU HE MAarOTh CBOET cIM'T (Mpi3BuIle, iM'sS Ta MO
0aTbhKOBI, PIK HAPOHKEHHS, MICIIe HABYAHHS, POOOTH, ITOCAIA).

Cxuan ciM’i, sSIKIIo ocoba oJipy’KeHa:

— JIpy’>KWHa, 4OJIOBIK (TIpi3BHINE, IM'S Ta TIO OATHKOBI, PIK HAPOKEHHS,
Micile poOOTH a00 HaBYaHHS);

— 1Ty (Mpi3BULIE, IM' Ta 10 OATHKOBI, PIK HAPOIKEHHSI, MicLe poOoTH abo
HaBYaHHS).

10. Micue npokuBaHHS, J€ 3a3HAYA€ThCA IMOBHA ajpeca MPOKWBAaHHS
ocobu Ta ii ciM’i. SIKImo Mmicue MpoXKMBaHHS € OJHAKOBUM JJIs BCI€El POJIMHH,
MOBHA aJipeca 3a3HA4Ya€eThCs IMICIS BIJIOMOCTEM Mpo CKiaa ciM’i (KpiM aapecu
MOXHA 3a3HAUUTH 1Ie ¥ HOMep TeneoHy; Ha BUMOTY Oprasizaulii MOXYTb
3a3HAYaTUCS Ie W MaCHOPTHI JaHi ocoOu, sKa ckiagae aBrodiorpadiro). SIKimo
MICII€ TIPOXKUBAHHSI BIAPIZHAETHCS, 10 BIJOMOCTEH TPO CKJIAa CIM’i 3a3HAYAETHCS
ajpeca ocobm, ska ckiamae aBToOiorpadiro, a y BIIOMOCTSIX MPO CKJIAJ] CiM’i
3a3HAYAOTHCS MICIIS TPOKUBAHHS WICHIB CIM 1.
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11. Jlata HamucaHHs (J1IBOpYyY, O(QOPMIIOETHCA HUGPPOBUM CIIOCOOOM),
Hanpukiaa: 30.03.2009. [licnsa natu kpanka HE CTaBUTHCS.

12. ITignuc aBTopa (MpaBopy).

KoxHe HOBe mOBiJIOMJIEHHS B aBToOlorpadii ciij moyuHaTH 3 ab3aria.
Sxuro aBrob6iorpadiro nuIyTh Ha TpadapeTHOMY OJaHKY, TO BUCBITIIOIOTH ACsKi
JOJJaTKOBl TMHTAaHHA: CYIUMICTh, yYacThb y BOEHHHX Jigx Tomo. Oo6csr
aBToOiorpadii mae 6ytu 10 2000 1pyKOBaHUX 3HAKIB.

3pazok aBToOiorpadii:
Asmobioecpais

A, Isanos lean Ilsanoeuu, napoouscs 21 aucmonaoa 1984 poxy 6
M. Xapxis y poOuri ciysicoosyis.

31990 no 2000 poxu naguascs 6 XapKicobKiii 3a2a1bHOOCEIMHIl cepeOHill
wixoni Ne 17, m. Xapxkis, Ky 3aKiHuus i3 3010mMoi0 Meoaunio.

2000 poky ecmynus ma inonociunul paxyremem Xapxiecokoco
HayioHanvHo2o  yHieepcumemy  im. B. H. Kapasina  3a  cneyianvnicmio
« Vkpaincoka moea ma nimepamypay, nicis 3akinueuns axoz2o 2005 poky meni
NPUCBOEHO KBANIPIKAYIit0 8UUmMENsl YKPAIHCLKOI MO8U ma Jlimepamypu.

3 sepecns 2005 p. npayroro sukiadoauem YKpaincvkoi Mosu 6 XapKiecoKill
3a2anbHO0CEIMHIU cepeOoHiti wikoai Nels.

Cknao cim’i:

opyacuna — leanosa Onena lzopisna, 1985 poxy Hapoooicenns, uumenbka
VKpaincokoi moeu ma aimepamypu XapKi6CbKoi 3a2albHOOCEIMHbOI cepeOHboi
wxonu Ne 17,

Ooouka — lsanosa Onvea lsanisna, 2005 poxy HapoOdwcenns.

Jlomawmns adpeca: syn. /[3epaicuncovkoeo, 6y0. 52, k6. 35, Xapxis, 61031.
Ten. 8(057)705-55-55

05.03.2009 ITionuc

XapakTepucTMKa — 1€ JOKYMEHT, y SKoMy B oQimiiiHii dopmi
BHCJIOBJICHO TPOMAJICBKY AYMKY Mpo 0coOy (MmpalliBHHKA, CTYACHTA, Y4YHs), 1110
MICTUTD OLIIHKY HOTO A1JIOBUX 1 MOPAJIbHUX SIKOCTEH.

XapakTeprucTUKa CKIAIAEThC Ha BUMOTY OCOOH, sIKa MPAIOE B YCTaHOBI,
JUTSl TIOJAHHS B 1HITY YCTaHOBY (MPU BCTYII JJO HABYAIBHOTO 3aKjaay, BUCYBaHHI
Ha BUOOpHI Tocaau, TmepeoOpaHHi, arecrtaiii, OGOpPMIICHHI Ha pPOOOTYy 3a
KOHKYPCOM JI0 HAyKOBO-JOCTIAHUX IHCTUTYTIB, MPEACTaBICHHI JO Haropoau
TOIIO) a00 BIAMOBIIHO /10 MHCHMOBOTO 3aMHTY IHIIOI YCTaHOBH. 3TIMHO 3
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TUTIOBUM 3allUTOM XapaKTEPUCTHKA MOXKE HAJCHUJIATHCS J0 BUIIUX 1HCTAHIIIMH,
CYJIOBHX 1 aIMIHICTPATHBHO-TOCIIOAAPYMUX OPTaHiB Ta IHIIUX YCTaHOB.

XapakTepucTuk O(GOPMIIIOIOTh Ha 3arajbHUX OnaHkax abo YHCTUX
apkymiax mnarnepy dopmaroMm A4 y IBOX eK3eMIUIsIpax: Nepiuid BUAAOTh 0001, a
JIpyTui (KOMIiI0) MiAMHUBAIOTE 0 0COO0BO1 CIIPAaBH.

BiamoBimHO 10 Mpr3HAYECHHS XapaKTEPUCTUKH MOIISIOTHCS HA BUPOOHUY,
aTecTaliliHi, peKOMEHIAIlHI i HeHTpaIbHi.

XapakTepHucTuKa Ma€ MICTUTH TaKi BiJIOMOCTI:

1. Ha3Ba mokymeHTa (TIocepeauHi, 3 BEIMKOI JITEPH, SKIO MHUIICTHCS Bif
PYKH, 3 BEJIIMKHX JITEP, SIKIIO 11 IPYKYIOTH).

2. IlpizBume, iMm's Ta 1o OaTbkoBI 0c0oOM, Ha SKYy CKJIQJAa€ThCs
XapakTeprucTuka (y poJoBOMY BIIMIHKY).

3. Cratyc; mocana; HayKOBUM CTYIiHb 1 BUEHE 3BaHHA (SKIIO €); MICIE
po6otu a0 HaBYaHHS.

4. Pik HapomkeHHs (K10 Tpeba — HAIlOHANBHICTh, OCBITA, a 1HOAI M
JIOMAIITHS ajipeca).

5. Tekcr — paHl Opo TPYAOBY [ISUIbHICTH (HaBYaHHS), 3 SKOTO Yacy
npaitoe (y4uThCs), MPOCYBaHHS MO CIYXO01; SIK CTABUTHCSA JO BUKOHAHHS CBOIX
CIIy’kOOBHX OOOB’SI3KiB, SKHI Mae€ piBeHb HpodeciiiHoi MalCTEpHOCTI;
HaBaroMimi JOCSTHEHHS, 3a0XOUCHHS a00 TMOKapaHHS. 3a3HAYalOThCSl TaKOXK
MOpaJIbHI SIKOCTI — PpHUCH XapakTepy, AaBTOPUTET Y KOJEKTHBI. TeKCT
XapaKTePUCTUKU BHKIAAETHCS Bl TPeThoi 0COOHM. SIKIIO XapaKTepUCTHKA
CKJIaJIa€ThCsl HA TpalliBHUKA, 110 3BUIBHUBCSA, a00 HAa BUITYCKHHMKA HABYAJIHHOTO
3aKJIay, TO TEKCT BHKJIATAEThCS y (OpMI MHUHYIIOTO 4acy, a SKIIO HA MOMEHT
CKJIaJIaHHS XapaKTePUCTUKH TMPAIIBHUK I1I€ TPaIfoe ab0 CTYJIEHT HABYAETHCS, TO
y (hopMi TETEePITHLOTO Yacy.

6. BucHoBku — MpU3HAYCHHS XapaKTEPUCTHKH, HATIPUKJIIA]I:
Xapaxmepucmuxy 8udano 0Jisi NOOaHHs 00 ... abo Xapakmepucmuky 8Uu0aHo Ha
3anum 0o ...

7. Tlocama (miBOpyd), 1HIIIANK, MPI3BUINE KEPIBHUKA YCTAHOBH, 3aKIady
(mpaBopyu), mianuc (mocepeauHi). 3a MOTPeOU MOXKYTh YKa3yBaTHUCS MIAMUCH i
IHIIMX BIJMOBIIATBHUX OCI0, HAaNpHUKJIaA TOJOBU TPOMAJACHKOI OpraHizamii (K
npaBuio, OOOB'SI3KOBUMH € MIANHUCH KEpiBHUKA MIANPUEMCTBA (OpraHizailii,
YCTaHOBH ), KEPIBHUKA CTPYKTYPHOTO ITiIPO3/ILITY).

8. Jlara (J1iBopy4, U(POBUM CIIOCOOOM), Kparka B KiHIlI HE CTABUTHCS.

9. Ilianuc BiAMOBIAAIBHOL CITyKO0BOT 0COOH, sIKa BUJ1alla XapaKTEPUCTUKY.

10. Bigbutok repOoBOi mewyaTKM opraHizamii abo Kpyrjoi, M0
MPUPIBHIOETHCS IO TepOOBO.

3aBipeHy XapaKTepUCTUKY BHUIAIOTh OCOOMCTO TMPAIliBHUKOBI (YyYHEBI,
CTYJIEHTOB1) a00 HAJACWIAIOTHh 0 YCTAaHOBH (OpraHizailii, miAMPUEMCTBA), SKa ii
3aTpeOyBaa.
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3pa30K XapaKTePUCTUKH:
XAPAKTEPHUCTHKA

leanosa Isana Isanoeuua, eunycknuka
Qinonociunoco Gaxyrememy Xapxiscbkozo
HAYIOHANIbHO20 YHIeepcumemy

im. B. H. Kapasina (cneyianonicmo

« Vkpaincoka mosa ma nimepamypa),

1984 poky napooocenns, ykpainys, oceima
suwa.

leanos lean leanosuu € eunycknuxom @inonoziuno2o Gaxyniememy
Xaprxiscvkoco nayionanorno2o ynisepcumemy im. B. H. Kapa3zina.

1li0o uac nasuanusa e6usa6ue cebe CYMAIHHUM CMYOEHMOM, NOCMILUHO
niosuwysas ceill npoghecivinutl pisens. leanos I1.1. neoonopazoso 6pas yuacme
Y MINC8Y3IBCOKUX CMYOEHMCLKUX HAYKOBO-MeOpemuyHux KOH@pepeHyisax, oe
BUCMYNAB 3 3MICIMOBHUMU OONOBIOAMU 13 NPOOIEMHUX NUMAHL DO3GUMKY
VKpaincbkoi  moeu  ma  Jaimepamypu. Bunycknux € nepemooicyem
Bceykpaincvkoi onimniaou 3 yxpaincoxoi mosu, y saxiu nocie I micye 2002
DOKY.

3 nepwoeo kypcy leanos I.1. npayroeas nao memoro OuniomHoi pobomu
«Cunmes mpaouyiii i nHosamopcmea y noemuyi Muxoau Kyniway. /[uniomua
poboma  c8i0uumsv, WO  BUNYCKHUK  NPEKPACHO  OPIEHMYEMbCA Y
00CniodCyBaHOMy mamepiani, BLIbHO B0N00IE MEOPEeMUYHUMU OCHOBAMU,
BOYMAUBO NOEOHYE MEOPil0 3 NPAKMUYHUM AHANIZ0M 5K XYOOJICHIX MEKCMIs,
mak i 1iimepamypo3Hasgioco mamepiany 3 00paroi memu.

Cnio 6ioznauumu, wo leanos I.1. mae Opykosani cmammi y JHCYPHALAX
«Biopooocennsny ma «/[ueo ciogoy.

11i0 uac nasuanus leanos I.1. ycniuiHo 8UKoHY8a8 2pomMaodcvki OOpy4eHHs
U 0608’a3ku cmapocmu epynu. Bunycknuk —eumoenusuti 0o  cebe,
KOPUCMYEMbCS N0BA2O0I0 Ceped MOBAPULLIE | BUKIA0AYI8 (PaKyibmeny.

Xapaxmepucmuxa udana 0ns nOOAHHS 00...

31.08.2005

exan ginonociunozo gpaxynomem (nionuc) 11 I1. Ilempos

I'epbosa
nevamka




Pe3tome (abo CV — Big nar. Curriculum Vitae nuwisx XuTTs) — 1€
JIOKYMEHT, y SIKOMY MOJAIOThCA KOPOTKI BIJOMOCTI NPO HaBYaHHS, TPYAOBY
JISUTBHICTBD 1 TpodeciifHl yCiXu i JOCSITHEHHST 0COOHU, sIKa HOTO CKIIaIaE.

Pestome — 1e oawH 3 HaleEKTUBHIMIUX 3aco0iB caMOpEKJIaMH.
['onoBHa MeTa pe3toMe — MPUBEPHYTH 10 ceOe yBary mparenaBls, CTBOPUTU B
HBOTO CIPHSITIIMBE BpaKEHHS MPO ceOe i OTpUMATH 3ampoIeHHS Ha CIBOECimy.
['paMOoTHO CKIaJeHEe pe3toMe — 3amopyka OTPpUMAaHHS OakaHOi BakaHCli. AJe
€IMHOTO CTaHAAPTY ISl CKJIAJaHHS PE3IOME y CBITOBIM 1 BITUYM3HSAHINA MPAKTHUII
HE ICHYE.

3Bakalouu Ha BIACYTHICTh CTaHIAPTHU30BAHOTO O(POPMIICHHS pe3loMe,
BOHO MOJK€ BIIPI3HATHCS ACTAISAMH MOOYIOBU, aje OCHOBHHUMH BHMOTaMH JI0
Horo e(eKTHMBHOCTI BBaXaIOThCSA IUICCIPSIMOBAHICTh, CTHCIICTh, 3PYYHICTH
CIOPUMHATTS ¥ KyJIbTypa 0(hOpMIICHHS.

Hinecnpamosanicms BUSBISETHCS Yy HASBHOCTI METH PE3IOME, a TAKOX
BUCBITJICHHI (DYHKIIIT i TPYJIOBUX JIOCSATHEHB IIPU OMUCI JOCBIAY POOOTH.

Cmucnicmos — 1€ 1OTpUMaHHSI 00csry pe3toMe. [neanbHUM yBaXaeThCs
o0csr B oJiHy cTOpiHKY. Jiis haxiBId 3 BETMKUM JOCBIJIOM 1 JOBI'MM ITOCTY>KHUM
CIIUCKOM JIONYCKA€ThCSA /Bl CTOPIHKU. Pe3rome 00CAroM TpH-YOTHPU CTOPIHKH
MO>ke OyTH ONpaBIaHUM IIPU BIANPABIEHHI HOTO 3a MONEPEAHBOIO JOMOBJIEHICTIO
CTOpiH a0o Mpu MepeapecyBaHHl HOTO B areHTCTBO 3 MI00pY KEPIBHUKIB BUIIO1
JIaHKH.

3pyunicms chnpuiinammas U Kyaomypa ogopmiaenna pestome. [ns
3pYYHOCTI  COPUMHATTS  pe3toMe Mae OyTh Jo0pe  CTPYKTYpOBAaHHM,
HaJpykoBaHuM. He ciijl mepenucyBatu BCl BIJOMOCTI 3 TPYAOBOI KHMKKH, TpeOa
BKa3yBaTW KOHKPETHI BIJOMOCTI TIPO JOCSITHEHHS B pOOOTi; HE CIIJ TaKOX
yKa3yBaTH JPYTOpsIHI BIJOMOCTI (HANpUKIAN, MpO OaThKiB, BIpOCHOBITAHHS,
3picT, Bary, 3HaK 30iaKy, JaTh HAPOJKEHHS ONM3bKUX poJnYiB, (Pi3WyH1 AaHl i
CTaH 3J0pOB’s Ta 1H.). Y pe3ioMe HE MOBUHHO OyTH TMOMMIIOK, CYPIKHKY,
pyKOmHMCHOTO O(DOPMIICHHS ¥ 1HIIUX HEJOIKIB.

VY cydacHOMy CBiTi, SIK MPaBWJIO, 3/IACHIOETHCS KOMIT IOTEPHE BUBUYCHHS
pe3toMe, M0 TOJIATae Yy BUAUICHHI TOJIOBHUX (CTPYOKHEBHX) CJIiB: Ha3B KOMITaHIH,
bipM, ocaa, cTaxy poOOTH, 3100yTO1 OCBITH, JOCBITY. BiAMOBIIHO O KIIBKOCTI
3HAWJICHUX HUM CTPYDKHEBHUX CIIIB KOMIT FOTEP HaJla€ KOXXKHOMY 3 TIPETCH/ICHTIB Ha
BAKAHTHY ITOCay NEBHUMN NOPAIKOBUN HOMED.

3Bakaro4M Ha 1€, CJIiJ] JOTPUMYBATHUCS TaKUX MPaBMHJI CKIIAJIaHHS PE3IOME:

1) dbopmymOBaTH IyMKY 3p03YyMLJIO, YiTKO, JOXITUBO;

2) BXHUBATH sIKoMora Oinblie (paxoBHX CJIiB, IO BIAMOBIAAIOThH MOCAII, AKY
JIOJIMHA X0Ye OOIMHATH; KOMIT IOTEPHUHN MEeperisii pe3loMe BpaxoBY€E TakK 3BaHi
(dbaxoBi IMEHHUKH;

3) 11 KOKHOTO KOHKPETHOIO KOHKYpCy Oa)kaHO CKIIaJaTH OKpeMe
pe3roMe;
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4) 3aMICTh «s1», «MW» Ha TI0YATKy PEYCHHS CJIiJ] BYKUBATH aKTHBHI JIIECTIOBA:
Op2awizyeas, cmeopus, Kepysas, 8Uusuas, 00I3HaHUll 3;

5)ue cmig Hagcuwnath (HOTOKAPTKHM, SAKIIO I[BOIO CICIIaJIbHO HE
nepeadadeHo.

6) He Tpeba BKa3zyBaTH PO3MIp OYIKYBaHOI 3apOOITHOI IJIaTH ¥ OCOOWCTI
B1JIOMOCTI;

7) ¢ BUKOPHCTOBYBATH JIUIIIE SIKICHUH MAMip CTAaHIAPTHOTO PO3MIpY.

SxIo mpeTeHeHT Ha BaKaHCII0 00iiiMae He HAJITO BHUCOKY IMOCady, TO i
yac CKJIaJIaHHS Pe3lOMEe Kpallle 30CEePEAUTHCS Ha BEIMKOMY JOCBIiMll poOOTH
HAaOyTUX HaBUYKaX.

Pe3tome Mae MicTUTH Taki BiTOMOCTI:

1. KonrtakTHa iH(popMmaIlis i Ha3Ba TOKYMEHTA:

e IM’a ¥ mpi3Buile (MO0 OaTbKOBI MOKHA OIYCTUTH) — OOOB’A3KOBA
iH(dopMarlis; 1HOAI BKa3ylOTh PIK HApPOJDKEHHA W CIMEMHMI CTaH, ajge BOHHU
BBA)KAIOTHCS HE 000B’I3KOBUMH;

« ajpeca (ITOBHICTIO, BKIIOYAIOYH 1HIEKC);

o TenedoH (IoMalIHIi, KOHTAKTHUM 13 3a3HaYEHHSIM KOJIy MiCTa; poOOUHii
Tene(OH BKA3YEThCS TUIBKM 332 YMOBU MOJKJIMBOCTI BUIBHO CIUIKYBaTUCS Ha
poboyomy MicIli);

e ajJpeca €JIEKTPOHHOI MOIITH (32 BIACYTHOCTI il CIiJi CTBOPUTH IEpen
PO3CHIIaHHSAM PE3IOME).

2. Meta (He 000B’S3KOBO, ajie OakaHO): 3a3HAYCHHS IIOCAaH, HA SKY
npeTeHayeTe. Ko nepecuiayerbes IeKiIbKa pi3HUX L€, MOXHA CKJIACTH J1Ba-
TPH BapiaHTH pe3toMe, IO 30CePEHKYIOThCS Ha Pi3HUX ACTICKTaX.

3. Kgamidikarmis, mocBimg poOOTH: 3a3HAYAEThCA HaWBaromima s
NOTeHI[IifHOrO pobotonaBus 1HGopmaliss — mpo mnpodeciiiHi HaBUYKA ¢
nocsirHeHHs.  JIocBim poOOTH BKa3yeTbCS 'y 3BOPOTHOMY XPOHOJIOTTYHOMY
MOPSZIKY (CIIOYaTKy BKa3YEThCSI OCTAHHE MiCIIE pOOOTH).

[le naiiBaxuBIIIUN OJOK pe3ioMe, y SKOMY ONHUCYETHCS JOCBIA POOOTH, K
paBuIio, 3a ocTaHHi 10 poKiB 32 TAKOKO CXEMOIO:

e CTPOKHU pOOOTH;

e Ha3Ba KOMIIaHi1, HAMIPSIMOK JIsUTbHOCTI KOMITaHi11 Ta ii MiCIIe3HaXO[KEHHST,

e TIOCAJA;

e 110CaJ0B1 00OB'SI3KMU;

o TmpodeciiiHl HABUYKH i TOCATHEHHS.

BunyckHUKM MOXYThb HABECTH KOPOTKI BIAOMOCTI MPO MNPAKTHUKY Ha
MIMPUEMCTBI 3 ONUCOM 3HaHb 1 HABUYOK Ta JIOCATHEHb.

4. QOcgita: y 3BOPOTHOMY XPOHOJIOTIYHOMY TOPSAKY BKa3ylOThCS dac
HABYaHHsS, MOBHI Ha3BM HaBUaJbHUX 3aKiajiB (0e3 CKOpOYEHb, aOpeBiaTypH);
3a3HAYAIOTHCSA BIJOMOCTI NP0 CIEMIAIBHICTh Ta OTpUMaHy KBaidikaiiro. Ko
Ha3Ba (pakynbTeTy € (axoBOKO ISl OTpUMAaHHS BaKaHCii, MOKHA BKa3aTu 1 ii.
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MoxHa TakoX 3a3HAUYUTH 1HQOpPMAIlI0 MPO HAropoJH, IMiJAKPECIUTH BHUBYECHI
MUCILUILTIHMY, K1 BIAIIOBIIAIOTh METI.

VY 1poMy OJI0II TaKOX CJIiJ BHUKJIACTH BIJJOMOCTI IPO JTOAATKOBY OCBITY:
KypCH, CeMIHapH, TPEHIHTH, CTaXKyBaHHS TOIILIO.

5. JlomatkoBa iH(oOpMaIlis: BOJOMIHHS 1HO3EMHHUMH MOBaMH W
KOMIT FOTEpOM, HAsIBHICTh TMpaB BOis, OCOOMCTI AKOCTI (KOMYHIKaOEIbHICTb,
BI/IMOBIJaIBHICTD T 1H.) TOIIO.

Pestome mpuBepTae yBary, sSIKIO CKJIaJeHE JBOMa MOBaMH, ajie 11e¢ MOXHa
3MIHCHATH 32 YMOBHU BUIBHOTO BOJIOJIIHHSI IHO3EMHOIO MOBOTO.

Jlo ckiamaHHsg pe3loMe 1HO3€MHOI0 MOBOIO CTaBIIATHCS TaKl )X BUMOTH U
IpaBUIIa, SIK 1 10 pe3IOME PiTHOI0 MOBOIO.

l'otyrounce no cmiBOeciau, Ciij 3a3Jalieriib OTpUMaTH PEKOMEHallliH1
JucTH abo maM’sITaTH IMEHa JIIoIeH, sIKI MOXKYTh BaC PEKOMEHTyBaTH.

[lin yac ckiamaHHs pe3toMe CHiJl 3BaKATU TaKOX Ha MOPTPET 11€aIbHOTO
KaHAuJAaTa Ha OTPUMAaHHS BakKaHCii, sSKUM, HA OyMKYy ¢axiBIiB 3 IEPCOHAIY,
B1JIPI3HSAETHCS.

* HasIBHICTIO 3HaHb, IOCBIY i1 HABUUOK pOOOTH B OOpaHOMY HAaIpsIMKy abo
B CYMIKHUX cepax;

* BOJIOJIIHHSIM 1HO3EMHOIO MOBOIO (IJi1 poOOTH B 3axiJHUX 1 B OaraThbox
YKPaiHChKUX KOMITaHIsX);

* 3JIATHICTIO IIIBUKO HABYATHCS;

* YMIHHSM IUIaHyBaTWU W OpraHi3oByBaTH CBOIO poOOTYy, BHU3HAYaTU
PIOpUTETH;

* TBOPYHUM I1IXOJI0OM 1 BUCOKOIO 1HIIIaTUBHICTIO;

* HasIBHICTIO KOMYHIKaTUBHUX HABUYOK, YMIHHSIM KOHTAKTYBaTH 3 JIIOAbMHU
# OCOOMCTHX SIKOCTEH: TOTOBHICTIO JIOTIOMOTTH, APY>KEIIOOHICTIO, TAKTOBHICTIO,
MOYYTTSIM TYMODY.
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3pa3ok pe3roMe:

[Tpocnekr "arapina, 55, m. XapkiB, ten. 8(057) 737-33-21, 8(067) 333-33-33

61135

petrova@hotmail.com
PE3IOME

HETPOBA IPUHA IBAHIBHA

JocBin pobotn

Ocsita

JlomaTkoBi
BIJIOMOCTI

3amimeHHsT BaKaHTHOI TMOCaayd HadalbHUKA BIIILTY
MDKHApOJAHOTO  TYpUCTHYHOrO  Oi3HeCy 3  METOH0
MOTAJTBIIIOTO BAOCKOHAJICHHS i TPOQECIHHOTO POCTY.

2004-2009  Typuctuuna kommadis « BcecBity, M. Xapkis

3acCTyITHUK HaYJILHUKA BUIILTY MAPKETUHTY:

1. MapKeTUHIOBI JOCTIKEHHS.

2. Opranizaiiis if MPOBEICHHS MEPETOBOPIB 3 BITYN3HIHUMHU
1 3apyO1KHUMU TYPUCTHYHUMH KOMITaHISIMHU.

3. IlizroToBKka ¥ TIOBHE CYIMPOBO/UKEHHS KOHTPAKTIB
YKJIaJIaHHs1 JOTOBOPIB, MEPEMUCKA, MIATOTOBKA TOKYMEHTIB JIJIs
OyxraJTepii TOILIO.

4. TlomiTuKa LHIHOYTBOPEHHS KOMIIaHi1.

1999-2004 XapKiBChKHI HAITIOHAJIbHUN YHIBEPCUTET
iM. B. H. Kapazina

dakyapTeT MKHAPOJIHUX €KOHOMIYHHMX BITHOCHH 1
TYpPUCTUYHOTO O13HECY.

CremianpHicTh  «MDKHApOJHI €KOHOMIYHI  BITHOCHHI,
KBasTi(hiKaIlist — M>KHAPOJHUK-CKOHOMICT.

[Tpaktnunuit nocin podotu 3 I[IK (Microsoft Office, Power
Point);
3HaHHs MOB nporpamyBanHs: Java, Delphi, C++.
3HaHHS MOB: YKpaiHChKa, POCIiChKa, aHTJIHCHKA,
HIMEI[bKa — BUTbHE BOJIOIHHS; (PpaHIly3bKa — 31 CIOBHUKOM.
[IpaBa Bogist — B (cTaxk — 4 pokn).
JlpykyBaHHs — cininuM MeTooM (200 3HaKIB 3a XBUIIUHY).

JlonaTkoBa iHGOopMaIlis, TATLIOMH, PEKOMEHIaIlii — 1JIs criBOeciI.
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3.2. JloBinkoBo-iH(popManLiiiHi JOKYMEHTH

IlepeBaxkHa OUIBIIICTh JOKYMEHTIB, IO BIANPaBISIOTHECS 3 YCTAHOB 1
HaIpaBJISIIOTBCS 10 HUX, € 1HGOPMAIIHHO-TOBIIKOBUMU. BOHHU MICTATH
iHopMaltito nmpo (GakTUYHUN CTaH CIpaB y 3aKiajax, sSIKUM € IiJICTaBOIO JIJIs
OPUIHATTS PO3NOPATINX IOKYMEHTIB, HOCATh TOMOMIXKHHUM XapakTep BiMOBITHO
JI0 OpraHi3aIliiHO-pO3MOPSIAY0i JOKyMEHTallli, He € OOOB'S3KOBUMHU IS
BUKOHaHHS. [HhopMaItis, 110 MICTUTBCS B HUX, MOXKE€ CIIOHYKAaTH JI0 JIii abo OyTH
JIMIIIE TIOBEJEHOIO J0 BiJIOMa.

JloBigka — JOKYMEHT, II0 MICTUTh OIKUC 1 MIATBEP/DKCHHS THUX abo
1HIUX (aKTIB 1 MOIH.

Pexeizumu: wHazBa BIJOMCTBa, YCTaHOBU (aapecar); Ha3Ba BUIY
JOKyMeHTa (JOBIJKa); 1aTa; MicIe YKJIaJaHHS; 3arojoBOK JO TEKCTY; TEKCT;
M1JITUC; TIeYaTKa.

Cayx0oBa aoBinka mMae 00'€KTUBHO BiOOpakaTH CTaH CIIpaB, TOMY ii
CKJIaJlaHHs MOTpeOye PEeTeIbHOTO BAOOPY i MEepEeBIPKU BIJOMOCTEMH, 31CTaBICHHS
W aHamizy OTpUMaHUX JaHUX. Y HIA MOXYTh HAaBOJMWTHCSA TaOJMII,
MPUETHYBATUCS TOJATKHU.

JIOLJIBHO MOYMHATH TEKCT JTOBIIKU OCOOMCTOTO XapakTepy 3 MOJAHHS Y
HA3MBHOMY B1JIMIHKY IIPi13BHIIA, IMEHI Ta 110 OATHKOBI OCOOU, TIPO AKY MOJAIOTHCS
BiloMOCTi. He peKOMEHIyeThCs BKMUBATU 3BOPOTH THUNY «OIliICHO BUUMBCAY,
«OIUCHO NPOACUBAEY, KYUM NOBIOOMIISIEMOY.

3pa3ok
JloBinka
17.04.2008 No 87 M. KuiB
palroe
(pi3BuIIE, IM’s TA IO OATHKOBI) (Ha3Ba mocaau 13 3a3HAUYCHHAIM
PO3ILITY)
Moro mocanoBuii okiaj TPH Ha MICSIIb.

(mudpamu 1 OykBaMH)
Bupano g momaHHsa 10
(Ha3Ba opraHizariii)
HavanbHuK BIIILTY (mianwmc) PosmudpyBanss mianucy

JlonmoBiqHA 3amucKa — JOKYMEHT, aJlpeCOBaHMM KEPIBHUKOBI JaHOI abo
BUILOT YCTAHOBH 3 1HGOpPMAIIIEO TPO CUTYAII10, IO CKJIaJlacs, PO HasiBHI (haKTH,
SIBUILIA, IPO BUKOHAHY pOOOTY 3 BUCHOBKAMH Ta MPOMO3UIIISIMHU aBTOPA.

I'pynu: 3BiTHI, iHDOpMaIliiiHi, 1HIIIATABHI.

TexkcT NOMOBITHMX 3aMUCOK MUIIETHCA BIA pyKH ab0 JIPYKYEThCS  Ha
TPYKapChKii MaITUHII, KOMITFOTEPI.
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Pekeizumu: aapecar, Ipi3BHIIE, 1HIMAINA TOCAA0BOI 0COOM Ta Ha3Ba MOCA/IH,
Ha3Ba BUY JIOKYMEHTa (JOTOBIIHA 3aIMCKa); 3ar0JIOBOK (CTHCIIMM 3MICT TEKCTY);
TEKCT; JOAATOK (SAKIIO €); MIiANUC; Jara. BHyTpIIIHIO JOMOBIHY 3aIlUCKy
HiANACYE TOW, XTO ii cKiagae. 30BHINTHIO 0QOPMIISIOTH Ha 3arajlbHOMY OJIaHKY
YCTAHOBH 3 MIJMKMCOM KEPIBHHKA.

3pazox:
Ha3Ba cTpykTypHOTro miapo3aiay Anpecat
JOITOBIJIHA 3AITMCKA

10.04.2008 M. XapKiB
[Ipo npu3HayeHHS. . .
CTpyKTypa TeKCeTy

3aranpHa 4acTHHA.

OnncoBa yacTuHa.

BucHoBKku.

KepiBHUK CTPYKTYPHOTO MiApo3auny  (IIIIUC) PosmudpyBanns nianucy

IosicHIOBaIbHA 3aNMCKA 3'ICOBYE 3MICT MEBHUX IOJOXEHb OCHOBHOIO
JOKyMeHTa (IUIaHy, 3BITY, HPOEKTY TOIIO0) ab0 MOSICHIOE MPUYUHHU IEBHOTO
(bakTy, BUMHKY, MO/III.

I'pyna SIK BIATBOPIOETHCS TEKCT

Cnyx00BI1 Ha Gmanky

Ocobwucri Ha apkymn mnamnepy 3 BIATBOPEHHSIM PEKBI3UTIB 1 3a
M1IMKCOM aBTOpa

OdopMmiisieTbest aHATIOTTYHO JOTOBIIHIN 3aMUCIII.

3pasok:
Bianin HayKoBO-TeXHIYHOI 1HPopMalii JupexTopoBi
YxpHIIHTI
JIutoBuenky O.0.
3aB. BIIALIOM
IBanona L.I.
MHHOSACHIOBAJIBHA 3AITUCKA
Ne 34-15/178
18.07.2008 IIpo mopyuieHHs...
CTpyKTypa Tekery
1. Berym.
2. Jloka3oBa yacTuHa.
3. BucHoBKH.
ITignuc
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3BIiT — 11€ IOKYMEHT, y SIKOMY B TUCbMOBI1 (pOpMI MOJAETHCS MOBITOMIICHHS
PO BUKOHAHHS SIKOICh pOOOTH.

Pekgizumu: Ha3zBa JIOKyMEHTa (3BIT); MEpiOJ, 3a SKUH CKJIATAETHCS 3BIT,
Ha3Ba YCTAHOBHW, OpTaHi3allii, MIMPUEMCTBA; TEKCT; IMIJMKNC, JaTa CKJIaJaHHs
3BITY, 1HACKC JIOKYMEHTa; Tpud 3aTBepKeHHs 1 (miamnuc, aata).

TexcT 3BiTY BUKJIAAEThCS MOCITIIOBHO 32 MyHKTAMH BUKOHAHHS TIAHOBHX
3aBlaHb. Y KIHII 3BITYy JA€ThCS MOSCHEHHS MPUYMH MOBHOTO a00 YacTKOBOTO
HEBUKOHAHHS TIaHY, BUKJIAAIOTHCS TIEPCIIEKTUBYA HOTO BUKOHAHHSL.

3pa3zox:
3ATBEPJKVYIO
JupekTop koMOiHATY
(mianuc, npi3BuIIe,
THITTIATN)
«_» 20 p.
3BIT
po¢CIIKOBOTO KOMITETY
PO 3aXOAM 100 OpraHi3allii BIANOYUHKY CTYACHTIB
3a 2008 p.
(TexcT)
['onmoBa nmpodkomy  (miAmuc) PosmmudpyBanns nignucy
Cexperap (miamnuc) PosmmdpyBanns mianucy
15.12.2008
ITpoToko 3acijaHHs Ne 8 Bim 10.12.2008
OrosiomenHss — 11¢ iHpopMaliss Tpo Oyab-IKUH MacOBHM  3axif.

Pekeizumu: 3aroyioBOK; Jara; dac 1 MiCIle NMPOBEACHHS 3ax0jay, WOTO Ha3Ba;
MOPSAAOK JIGHHHH. 32 HeOOX1THOCTI BKa3yIOTh aJipecy i criocoOu mpoi3ay; IMimuc
BiJl IMEHI OpraHi3aiiii, 110 MPOBOIUTH 3aX1].

3pazok:
OrouionieHHs
12 kBiTHs 2008 poky 00 11-if roguni B mpumitieHHi byanHky akropa
B11I0YIeThCS

3yCcTpiu 13 moeToM-6apioM Mukosioro Macrokom.
3anpolryemMo BCiX OaxarounXx.
AJIMIHICTpaIlIS.
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@dopMyNIIOBaHHS B TEKCTI OTOJIOIIEHHS MaloTh OyTH CTHCIUMH. B
OroJIONIEHHI 000B'SI3KOBO BKA3YEThCS, XTO U Mpo 110 noBigomiise. [aty OaxkaHo
BUJIUIATH 1HITUM HIPUGTOM (200 KOJTHOPOM).

IIpoToKo0J — JOKYMEHT KOJETialbHUX OPTaHiB, Y SKOMY (DIKCYIOThCS MICIIE,
gac 1 MeTa MpOBEICHHS 300piB, KoHdeEpeHIi, 3acigaHb, Hapaja, 0OroBOpPEHb
TOIO, CKJIaJ TPHUCYTHIX, 3MICT JIONOBIJICH, BUCTYMIB, [0 OyJiM 3aciyXaHi, Ta
yXBaJId 3 0OrOBOPEHUX MMUTAHb.

[IpoTokon ykiamae odimiiiHa KOMIIETEHTHAa oco0a, IO 3acBIIYye TOM
9y 1HIIUN (PaKT.

I'pynu: ctucni, e (QIKCyIOThCS JMILIE yXBajdd; MOBHI, IO MICTATh KpiM
yXBaJl BUCTYNH JIOTIOBIa4yiB Ta IHIIMX Y4YacHUKIB 300piB, Hapaj, 3aciaHb;
cTeHorpadiyHi, ie yci BUCTYIH 3aIHCaHO JOCTIBHO.

Pekei3umu: Ha3Ba BUAYy JOKYMeHTa (TPOTOKOJ); TMOPSIKOBUH HOMeEp
MPOTOKOY; Ha3zBa 300piB, KOH(EpEHIIii, 3aciaHHs, Hapaau 13 3a3HAYCHHSIM
iXHBOTO Xapaktepy (3araipHi 300pu, BUpOOHHMYA Hapaja, po3IIMpeHa Hapaja
TOII0); Ha3Ba MIANPUEMCTBA, OpraHi3alii; Jara, MiClie IPOBEIACHHS 310paHHS;
KUIBKICHUH CKJIaJ] YYaCHMKIB. SIKIIIO y4acHHUKIB OaraTo, TO JIOCHTH BKa3aTH
KUIBKICTh TIPUCYTHIX 1 JIOAAQTH IO MPOTOKOJY PEECTPALIMHUI JIHCT;, TMOCaJH,
Npi3BUILNA, 1HINIATKM KEpIBHUKIB 300piB, KOH(pepeHuii, Hapaau (TOJIOBH,
ceKpeTaps, YIEHIB Mpe3ujli); nopsAaoK nAeHHW. [lutaHHs wmawTh OyTH
c(OopMyIbOBaH1 Y HA3UBHOMY BIJIMIHKY: TE€KCT; MEPENIK TOAATKIB 10 MPOTOKOIY
13 3a3HAYEHHSAM KUIBKOCTI CTOPIHOK; MiANMHCH KEPIBHUKIB 300piB, KOH(pEpEHIli,
3aciiaHHs a00 Hapau (TOJOBH i cexpeTaps).

TexkcT mpoToKoITy, CKIaJCHUI Ha MiJICTaBl BUCTYIIB YYaCHUKIB 310paHb, Ma€e
OyTU CTUCIIUM, TOYHUM, 3PO3YMUIUM, JJAKOHIYHUM. BiH CKiIamaeThcsi 3 MO3UIIIN
BIJIMOBITHO JI0 TYHKTIB MOPSAKY JeHHoro. Ilo3uuii QopMynoloTbes Tak:
CIIYXAJIN, BUCTYIIWJIN, YXBAJINJIN.

CnoBo «CJIYXAJIN» numyTh B OAHOMY PAIKY 3 IU(POIO, 110 MO3HAYAE
NOPSJIOK TMUTaHHS, CTaBJATH IMICIAS HBOrO JBOKpanky. IHimianu i mnpi3Buie
JoTMoBiaya Tpeba mucaTd 3 HOBOrO psjKa B HA3MBHOMY  BIJIMIHKY,
MIJKPECIIOBATH, a MICJS MpPI3BUINA BUKJIAJATH 3MICT JIOMOBII Yy MpsaMmiid abo
HenpsAMii MOBi. SIKIIIO € TEKCT AOMOBIiAl, 1Ie¢ HEOOXIJHO MO3HAYUTH BUHOCKOIO
«mexcm 0onogioi 000AEMbCLY.

Huxde 3aHOTOBYIOTh TUTaHHA Ta BiANOBIAL HA HUX. CioBa «Y XBAJINIIN»,
«BUCTVYIIIIN», «CIIYXAJIM» Tpeba mnucaTtu (IpyKyBaTH) BEJIMKUMU
JiTEpaMu 3 HOBOTO psijika. [1iciiss HUX CTaBIATH ABOKPAIKY.

k1o B yxBalil € pi3HI 3a XapaKTepoM MUTaHHS, TO iX BUIAUISIOTH y TPYIH,
no3HavyeHi apabChbKuMU Iudpamu.
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3pazox:

I[TPOTOKOJI Ne 10
300piB opeHiHOro 00'eqHaHHS «Iloimsay
12.12.2008 M. XapKiB

I'osmosa C. M. Manumiko.

Cexperap A.M. Tokapesa.

[Tpucytni: 500 uneHiB

[TOPSJOK JEHHUIA:
1. 3BiT 3 BUpOoOHNUO-(iHAHCOBOI AISUTBHOCTI mianpuemctna 3a 2008 p.,
(irdopmartis roigoHoro Oyxranrepa C. B. Tokapuyka).

2. 3arBepKEHHS CKIIaay KOMICIT 3 TUTaHb KOHTPOJIO TUCITUTIIIHU
(indopmarris 3act. nupexropa C. M. Manuika).

[. CIIYXAJINA:

C. B. MapyeHko — IONOBIB MpO MOPSAOK MIATOTOBKH M CKJIAaJaHHS PIYHOTO
3BITY, ITPO 3aBJAHHS PAL[IBHUKIB OOJIIKY.

BUCTVYIIAJIN:

JI. . I'puiieHKo — BKa3aB HAa HEOOXIIHICTh PETENIbHOI MIATOTOBKK MarepiaiiB
3BITY.

. M. KoBaib — 3amporoHyBajia 3aKiHUYUTU ckiafaHHs 3BiTy 10 10 ciuns
2009 p.

YXBAJIMJIN:

1. VYcim npaniBHMKaM — Biaauly oOJiKy — 3a0€3[E€YUTH  CBO€YACHY
MIATOTOBKY M BHMCOKY SIKICTh MarepiaiiB 3BITIB PO BUPOOHUYO-(PIHAHCOBY
nisTbHICTE 00'eqHanHs 32 2008 p.

2. llogaTy piunuii 31T 10 O6scrary He mizHime 10 ciuns 2009 p.

II. CJIYXAJIN:

C.M. MaiMiiko — Npomno3ullisi BKIKOYUTH A0 CKiIagy komicii 15 oci0.

YXBAJIAJINA:

Jlo 20.01.2008 cTBOPUTH KOMICIFO 3 KOHTPOJIO JHUCIUIUIIHA B 00'€HAHHI B
ckiaai 15 oci6. Crucok goAaeThes.

JNOJATOK: peecrpamiiiHuii CIHCOK Ha OJHIA CTOPIHIII B OJHOMY

IPUMIPHUKY
['omoBa (miamuc) C.M. Manuko
CexkpeTap (miamuc) A.M. Tokapena
Butsr 3 mnporokosy — JOKYMEHT, SKUHA SBisi€e COOOI0 YacTHHY

MPOTOKOIY, MOTPIOHY AJI BUPIMIEHHS OKpPEMOro nmurTaHHsa. Moro ckiamaroTh Ta
HaJICUJIal0Th (a00 TepemaaroTh) OKpeMuM ocobam abo MiANPUEMCTBAM Ha IXHIO
BHUMOTY.

Pekgizumu: Ha3Ba BHIy JOKYMEHTA; 3arojIOBOK IPOTOKOIY; HOMEp
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IIPOTOKOJY, HdaTa IIPOTOKOJIY, TCKCT BHUTATY, JdaTa BI/II[a‘-Ii BUTATY, HiI[HI/IC
CCKpCTapa a00 ToJI0BH SaCiIIaHHSI; IIcyaTkKa.

3pazox:

Butsr 3 npotokomy Ne 35
3aCiJIJaHHS paJid TPYA0BOro KoieKTUry Bij 17 ciunsg 2008 poky

[MPUCYTHI: nayansauk nexy Ne 1 Ky ML.II., ronosa npodcminku
3aBony Cipsk H.T., konexktus nexy Nel.

CIIYXAJIN: 3asBy FO.M. Pynuka 3 KJIONOTaHHSAM KOJIEKTHUBY LEXY
Ne 1 mpo BuaiieHHS MYTIBKU 0 JIKYBAIbHO-MPO(DITAKTUIHOTO CAHATOPIIO
"Ackanis".

YXBAJIAJIN: Buninutu FO.M. Pyauky myTiBKY 10 CAaHATOPIIO
"AckaHisa".

["osoBa 3acimanHs (Tmiammc) B.E. Braciok
Cexkperap (mimuc) T'K. Casanina
ITeyaTka

3.3. liuioBe JTMCTYBAHHSHA

Cayx00Bi JHMcTHM — 3arajJlbHa Ha3Ba BEJIUKOI TPYNH YHPABIIHCHKUX
JIOKYMEHTIB, 5Kl € 3aCO00M CHIJIKYBaHHS 3 YCTAHOBAMHU i MPUBATHUMU OCOOAMHU.

Cy>x00BI JIUCTH 3aCTOCOBYIOTh JIJIsl PO3B'sI3aHHS YUCIEHHUX ONEPATUBHUX
NUTaHb, 110 BUHUKAIOTH B YIPABIIHCHKIN OISUIBHOCTI: 3alMTH, MOBIJOMIICHHS,
3aMpOIICHHS, TMPEeTeH3li, 3MIHU, YTOUYHEHHS, 3aBIaHHS, TIOBIJOMJICHHS,
3'SICYBaHHs, HarajJyBaHHsS, MIATBEPJKEHHs, PpPEKOMEHJallli, MPOMO3HIlii,
3ayBa)KCHHsI, POXaHHs, BAMOTH i T.1H.

TekcT ciyk00BOTO JMCTa Ma€ BHCBITIIOBATU JIMIIE OJHE MHUTAHHS.
['ooBHAa MeTa Ciy)K0OBOTO JIUCTa — CIIOHYKAaTH 10 Jii, IE€PEeKOHATH, JTOBECTH,
nosicHuTH. [[pOro nocArarTh SCHICTIO, UYITKICTHO W CTHCIICTIO TEKCTY.
PexkoMeHayeThCS y TEKCTi JINCTa YHUKATH KAaTETOPUYHHUX BUPA3IB 3 Y)KUBAHHIM
KOHCTPYKIIi Ha 3pa30K «HANEBHE», «AK 1 paHilme», «JIK BIIOMO», «SIKIIO
MO>KJIUBO» 1 T.1H. TOH JIucTa Mae OyTH HEUTPATbHUM.

I'pynu: nuct-3anuT (1HIIATUBHUMN ); TUCT-BIAMTOBIIb.

IniniaTuBHUIA JMUCT — 11€ TUCT, 110 TOTPeOy€E BIAMOBIII.

Taxi 1uCTH BUCIOBIIOIOTH MPOXaHHS, MPOIMO3UIIII0, 3alUT 0 ajgpecara y
PO3B's13aHHI IEBHUX NMHUTaHb. TeMaTHKa TaKuX JINCTIB € HEOOMEKEHOIO.
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3pazox:

Anpecart
[Ipu posropranHi poOIT 3 pecTaBpalii ICTOPUYHO IIHHUX OYIiBENb
IHCTUTYTY BHUSBHJIOCS HEMOXJIMBUM IIOETAllHE TNPOBEJCHHS pecTaBpallii 3
IPOJOBKEHHSIM HABYAIBHOTO MPOLECY B ICSIKUX MPUMIIICHHSIX.
[Ipocumo Bac nHamatu mgomomory (TOCHPHUSATH) Y BHAUICHHI OPEHIHHUX

NPUMIIIEHB TUTOIICIO KB. M. JUISI IEPEHECCHHS BCiX HAaBYAJIbHUX 3aHAThH Ha
yac pecTaBpalliii Oy 1iBeb.
[Tocana (migmuc) PosmmdpyBanss nianucy

JIueT-BimnmoBiabL — 3a 3MICTOM 3aJIE)KHHHM Bij 1HIIIATHBHOI'O JIMCTA,
OCKIIBKM TE€MY TEKCTy BXE 3aJaHO Ta 3aJMIIAE€TbCS BHUCIOBUTH PIIIEHHS 3
IPUBOAY MOCTABJICHOIO 3alIUTAHHSA: YU BCl MMPOXaHHA MOXYTh OyTH 3aJ0BOJIEHI,
KOO MIpOI0, B sIKI TepMiHU. BiTMOBa Mae OyTH BaromMmo apryMeHTOBaHa.

3paszok:

Ha Ne 023-48 Bix 26.02.2008
IIpo 3acTocyBaHHH. .

TEKCT
ITocana (miamuc) PosmudpyBanns mianucy
CynpoBignuii JMCT — JOKYMEHT, fAKUH 1HPOpMye ajpecata Mpo

HaIlpaBJ€HHS [0 HBOTO JOJAHMX JO JIUCTa AOKYMEHTIB. [loumHalOTh JUCT
cinoBamu: «Haocunaemoy, «Hanpaesnsiemor, «llosepmaemor, «/Jooaemoy i T.1H.,
a Jam — 3arojoBKM W MOUIYKOBI O3HaKkW (Jara ¥ HOMeEp) JOKYMEHTa, IO
HaIpaBJISETHCS.

3paszok:

Hamnpasnsiemo BaMm Ha perieH3yBaHHSI PyKOIHMC HABYAJIHOTO MOCIOHUKA
«EnexktpoHHuii 10kyMeHTO00O0Ir». [10CIOHUK MPOMOHYETHCS SIK TUIIOBUHM JIs
CTYJICHTIB BUIIMX HABUAJIbHUX 3aKJIaJiB, SIKI HABUAIOTHCA 3a CIEI[iaIbHICTIO
«/lokyMeHTO3HaBCTBO Ta 1H(OpMaIliiiHa IIJIBHICTE». Biaryk mpocumo
Hagiciaty o 12 mucromaga 2008 poky. Jlomatok: Ha 24 CTOpIiHKax B
OJIHOMY NPUMIPHUKY.

JlucT-3anpoieHHss TPOMOHYE aapecaToBl B3ATH yYacTh Yy SKOMYCh
3ax0/1. AJIpecyeThes sIK KOHKPETHIN 0c001, Tak 1 3aKkyiagaM. Y 3MICTI BUKIIAAl0Th
XapakTep 3aIIaHOBAHOTO 3aXO0y, TEPMIHU TIPOBEICHHS, YMOBH y4acTI.
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3pa3zox:

HapuansHo-metoguune o0'eqnanuss (HMO) 15-16 rpyaHs npoBOIuTh
IIUPOKe  OOTOBOpEHHs  Mojem  croemiaiicta  «/[imoBog-opranizaTop
JOKYMEHTAIIHHOTO 3a0e3MeueHHs yupaBaiHHs». OCKIIbKU CIEeIIaliCTH TaKoTro
npodiII0 IPaIoTh Ha MIANPUEMCTBAX 1 B YCTaHOBaAxX ramysi, nmpocuMo Bac
B35TH ydacTh y po6oti HMO, BUCIOBUTH CBOT IPOIO3HUIIIT IIOJI0 KOPUTYBAHHS
HABYAJIBHOTO IJIaHY.

3acimanHsa B1AOyAeThCsS y mMpuMilieHHI ByJMHKY BUMTENsS 3a aapecoro:
Byn. Bomogumupcrka, Oyna. 47, akroBuit 3ai. Ilouarok po6otu o 10 romauni
panky. HemicuieBi yyacHuKH 3a0€311€4YIOTHCS TYPTOKUTKOM.

I'onoBa pagu HMO

npod, 1.T.H. K.I. Tkauyk

Indopmaniiinmii JMcT MOBIIOMIISIE aapecaToBl Mpo MEBHUM (akT ado
3axi.
3pasok:

Bunasauntro «®akTopy npomnonye 10 Bamioi yBaru KHUTH, 1110 Oy1yTh
Buani 2009 p.:

Kuauru moxxna npundatu y BugaBHunTBl «Daktop» (Byin. Cymceka, 2/34)
a60 3amoBuTH 32 aapecoro: 01103, m. Kuis-103, Byn. Cymceka, 2/34, Bigmin
peanizarii.

3aMOBJIEHI KHUTH HAJACWIAIOTHCS MICIATIIATOIO MICIS X BUXOY 3 APYKY.

Tenedon ms goBigok: 294-65-39. Bigaiun peanizariii.

Yekaemo Ha Ballll 3aMOBJICHHS.

PexyiaMHMid JTMCT — PI3HOBUJ 1H(GOPMALIIITHOTO JHCTA, HANPABISAETHCS
KOHKPETHOMY aJpecaToBl Ta MICTUTh JOKJIAJHUA OMHUC PEKIAMOBAHUX MOCITYT
abo ToBapiB.

Mera Takoro nmMcTa — CIOHYKaTd ajpecaTa CKOPUCTAaTHCS TEBHUMHU
nociayramu. Y Takux JIMCTaxX afpeca 3a3HAYaEThCsl OKPEMO.

JIucT-nmoBigoMyIeHHA OJIN3LKUI hi (o) JIMCTIB-3aIPOIICHb Ta
iHopMariitHux JUCTIB. CKIaga€eThCA SIK BIAMOBIAL HA 3aIuT.

[Tounnaetbest cnoBamu: «llogidomnsiemoy, «losooumo 0o Bauwozo
gidomay 1 T. 1H. Jlani HaBOIATHCS (PaKTH.
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3pazox:

3aCTyIHUKOBI
KepiBHUKA
MIMPUEMCTBA

[ToBimomiiieMO MpO Hally 3roJly Ha TEpPEHECeHHS TEpMiHy 3aKiHYCHHS
poboTu
3a yrojoro Ne BiJT Ha _ KBapTaj p.

3acTynHUK KepiBHUKA mianpuemMcTBa  (mignuc)  PosmmdpyBanus nianucy

JlucT-migTBEpIKEHHA MICTUTH TOBIJOMJICHHS MPO OTPUMAHHS SIKOTO-
HeOyAb BiAmpaBieHHS (JIUCTa, TeJeTpaMu, TOBapy TOINO) MpPO TE, IO PaHIIlIe
CKJIQJICHUI JOKYMEHT 3aJIMIIAETHCS y CUIIl (HAaIPHUKJIIad, JOTOBIP, IHCTPYKIIiS).

[TounHaroThCd Taki JKCTH CJIOBaMH, YTBOPEHUMH BiJI J1€CIIOBA
«niomeepoxcysamu .

3pasok:

Anpecar

[TinTBepKYy€EMO OTpUMaHHs Bammx mporno3uiliii, BUKJIaJAeHUX Y JIUCTI
Ne 524/141 Big 24.05.2008. PimeHHs paau 3 UX MUTaHb OyJie MPUNHHATO
25.06.2008 Tta noseneno Bawm.

[Tocana (manuc)  Po3mmdpyBanHs M1IUC

Taxki mucTU € 000B'I3KOBOIO YACTUHOIO JIIJIOBUX CTOCYHKIB.

Jlucr-HaragyBaHHsi MICTUTh BKa3iBKY Mpo HAOIMKeHHS a00 3aKiHUYEHHS
TEpMiHy TIEBHOTO 3000B's3aHHS abo0 MPOBENEHHS 3axoay. Taki JHCTH, SIK
MIPaBUIIO, TOYUHAIOTHCS CIIOBAMH «HA2AOVEMON.

3paszok:

Anpecar
Haragyemo Bawm, mo 3rigHo 3 moroBopom 3/34 Bim 05.07.2008 Bu

MOBUHHI 3aKIHYUTH po3pobiieHHs npoekTy 110 28.11.2008. [Ipocumo Bac
MOBIJOMUTH MPO CTaH poOOTH.

ITocana (mmarmc) PosmmdpyBanus

IapanTiiinuii JMCT — TOKYMEHT, 1110 3a0€31euye BUKOHAHHS BUKJIAJCHUX
y HbOMY 3000B's13aHb.
Y HbOMy, SIK TIPABWJIO, TAPAHTYETHCS OIIaTa ad0 HaJaHHS YOroch (MicIis
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poOOTH, MPOBENCHHS JOCIIKeHb TOIIO). BukmagaeHHs TekcTy mae OyTH YiTKUM
1BUPa3HUM.

["apanTiiiHui JTUCT MOXKE TTOYMHATHUCS 3 IMEH1 Ta 1Mo 0aTbKOBI 0COOH, 0
AKoi 3BepTaloThesd. Dopma TPEeThOi OCOOM BKHMBAETHCSA JIMIIE TOJI, KOJIH
rapaHTIHHOIO JIMCTa aJpeCOBAaHO JI0 TIEBHOI Opraxi3ailii abo MmianpueMcTBa.

3pa3zox:
dipMoBHii OJ1aHK JlupekTopoBi
abo mTamn (Kepi1BHUKOBI, HAYaJILHUKOBI )

(Ha3Ba MANPUEMCTBA)

(npi3BuILE, 1M’ Ta

10 0aTbKOB1 KEPIBHHKA)
[Ipocumo Bac Hapatu nmociyru y BULIISAL
(npenMet 3BEpHEHHS)
Omaty rapanryeMmo. Hamr po3paxyHkoBuid paxyHOK Ne

BIJIIICHHS OAHKY

Jlupextop (mianwuc) PosmmdpyBanns mianucy
['onoBHuU# Oyxranrep (miamnuc) PosmmdpyBanns mianucy
Ileuarka

3.4. OpranizaniifHO-po3NOPAIYi JOKYMEHTH

OpranizaniiiHi JOKyMeHTH — 1I€ JOKYMEHTH, L0 3aKPIIUIIOITh (PYHKIIII,
00OOB'A3KM Ta MpaBa OpPraHiB MPOTITOM TPUBAJIOIO TEPMiHY. YCl oprasizauii u
NIAIPUEMCTBA Y TXHIM AISUTBHOCTI MapaieiibHO 3 AaKTaMU OPraHiB JIepKaBHOI BIaaAu
KOPHUCTYIOThCS IOJIOKEHHSIMU, CTaTyTaMH, ITpaBUjIaMu 1 1THCTPYKIISIMU.

Ilos10:keHHs — MPAaBOBUI aKT, 110 BU3HAYAE OCHOBHI MpaBHJia OpraHizarii
U JISIBHOCTI JIepKaBHUX OpPraHiB, CTPYKTYPHUX MiAPO3ILIIB OpraHy, a TaKOX
YCTaHOB, OpTaHi3alii 1 NiAnOpueMCTB (Piiil), 110 iM MANOPSIAKOBYIOTHCS.

I'pyna Sk po3podasieTbest SIK 3aTBEePIKYETHCHA

Tunosi JIst cucTemMu yCTaHOB 1 Tif- Bumum opranom
MIPUEMCTB yIPAaBIIIHHS

Inousioyanvni  Ha OCHOBI TUIIOBOTO MOJIOXKE- KepiBHUKOM mignpueMcTBa
HHS (opranizariii, 3aKJasuy)

Pekgizumu: repb, Ha3Ba BIJOMCTBa, OpraHizailii, CTPYKTYpHOIO
niapo3auTy; rpud 3aTBEpIPKEHHS, Ha3Ba BUAY JOKYMEHTA, MOJIOKEHHS; MICLE
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BUJAHHS, JaTa; 1HIEKC, 3arojoBOK M0 TEKCTY; TEKCT, MIANHWC; BiAMITKa PO
y3TOKCHHHL.
3pazox:

3ATBEPIXVYIO
['enepanbHill TUPEKTOP

(mianuc 1 oro po3mu@pyBaHHs)

I[NTOJIOXKEHHA
po PYHKIIOHYBAHHS CTPYKTYPHOTO IIIPO3LITY

CTpyKTypa TEKCTY
. 3arajpH1 MOJOKEHHS.
OcCHOBHI 3aBJIaHHS.

OyHKII].

[IpaBa it 000B'A3KH.

KepiBHUIITBO.

B3aemoBigHOCHHM, 3B'S30K.

MaitHo 1 KOLITH.

KoHTpoiib, nepeBipka i peBi3yBaHHS A1SUIBHOCTI.
Peopranizarris i jikBigaris.

N VIR S

KepiBHUK CTPYKTYpPHOTO HIAPO3ALTY
(mianuc 1 oro po3muQppyBaHHS)
Jlo cnpaBu Ne

CraryT — IOpUIWYHUN aKT, U0 € 3BEACHHSAM MpaBUI, SIKI PErYJIOITh
JISTIBHICT OpraHi3alliii, yCTaHOB, TOBAPUCTB, TPOMAJSH, X BIJIHOCUHU 3 IHIIUMU
oprasizauisiMu ¥ rpoMajisHaMH, npaBa i 0OOB'SI3KM B MEBHIN cepl IepKaBHOTO
yHOpaBiIiHHS a00 TOCMOAAPCHKOI ISUTBHOCTI.

Knacughixayis cmamymis:

I'pyna Sk po3podasieTbes Sk 3aTBePIKYETHCS
Tunosuu JIns meBHUX CUCTEM yCTa- Bumumu opranamu nep>kaBHOi
HOB, NIATPUEMCTB TOLIO BJIAJM Ta yIPaBIiHHS,
3'131aM1 TPOMAJICHKUX
opraxizairiit
Inousioyanvrut J15ia neBHOT opraHizaiii Bumoro yctanoBoto, sikiii
IUITXOM KOHKpeTH3arlii M1TTOPSIIKOBYIOTHCS
TUTIOBUX CTaTYTiB I IMPUEMCTBA,

oprasi3zaiii ToIo

Cratytn micis iX 3aTBEp/KCHHS MIATAIOTH OOOB'SI3KOBIN peecTparlii B
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opranax MiHicTepcTBa (hiHAHCIB YKpaiHH.

Pexgizumu: tpud 3aTBEpHKCHHS BHIINOI YCTAaHOBOI a0 OpraHoM
yIOpaBJIiHHS; Ha3Ba BHUJAY JIOKYMEHTa (CTAaTyT); 3aroJIOBOK; TEKCT;, BIAMITKH IIPO
y3TO/DKCHHS i PeeCTpalliro; aara.

3pazox:

Y3I'O/PKEHO CTATYT 3APEECTPOBAHO

peecTparliitnuii Homep
« » p. VYXBasleHO Ha 3arajbHUX 300pax
TPYAOBOTO KOJIEKTUBY,

npotokos Ne_ Bif
CTATVYT

(Ha3Ba MmiAMPUEMCTBA, YCTAHOBH, OpraHi3alii)
CTpyKTypa TeKcry:
1. 3arasibHi MOJOKEHHS.
2. Merta 11 3aBnaHHS OISUIBHOCTI.
3. OyHKII.
4. YTBOpeHHs I BUKOPUCTAaHHA KOWITIB. MallHO MiANPUEMCTBA.
5. YnpaBiHHS.
6. CTBOpEHHs 1 BUKOPUCTAaHHA MTalil0BOTO (DOHY.
7. Unenctso. [IpaBa ii 000B'sA3KH.
8. 3BIT, 3BITHICTb 1 KOHTPOJIb.
9. BupoObH140-rocnoiapchbka, 30BHINTHLOEKOHOMIUHA JTisUTHHICTD
10. Peopranizarris i JikBigaris.

M. Kuis

IHcTpyKuisi — MpaBOBUM aKT, SKUM CTBOPIOETHCS OpPraHaMU JEpPKABHOTO
YIOPABIIHHS JUIsl BCTAHOBJIEHHS MPABUJI, IO PETYJIIOI0Th OpraHi3aliifHi, HayKOBO-
TE€XHIYHI, TEXHOJOT1YH1, (PIHAHCOBI Ta 1HIII CHEUIabHI CTOPOHHU IISJIBHOCTI ¢
BIJIHOCHH YCTAHOB, 3aKJIaJIiB, MIAIMPUEMCTB, CITY>KOOBHUX 0CIO.

I'pynu: mnocamoBa IHCTPYKLisS 3 TEXHIKM O€3MEKH; I1HCTPYKIIsS 3
eKCIUTyaTallii pi3HOro 001aJiHaHHS Ta 1H.

[HCTpYKINIST  3aTBEPIKYEThCS BUIIMMHU OpraHaMu a00 KepiBHUKAMU
opraHizailii (abo iXHIM Haka3oM 13 3a3Ha4YCeHHSIM HOMepa i natu BuaaHHs). Ha
THCTPYKIIIi MOXKe OYTH BiMITKa IPO T€, IO BOHA € JOJATKOM JO PO3MOPSIUOTO
nokymeHTa. [Ipu 3aTBepKEeHHI 1HCTPYKIT PO3NOPAIYUM TOKYMEHTOM Yy HbOMY
BCTAHOBJIIOETHCSI TEPMIH YBEICHHS I1HCTPYKIIli, 3a3HAYalOThCA BIMOBIIAJIbHI

BUKOHABIII.
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Pekegizumu: na3zBa By NOKyMeHTa (1HCTPYKIIisi); Tpu( 3aTBEPIKCHHS,
3arojoBOK (CIOAM 1HOAI BXOJWTh Ha3Ba JOKYMEHTA); Jara; I1HJEKC; MiCIe
BUJIAHHS;, TEKCT; MIAMKC; BUAM Y3TOIKCHHS.

TekcT BUKJIAMA€ThCS Y BKa3iBHO-HAKA30BOMY CTHIIL i3 ()OPMYITFOBAHHSIMU
TUITY «ITOBUHEHY», «CIiI», «HEOOX1THO», «HE JO3BOJICHO». TEKCT JOKyMEHTa Ma€
OyTH CTUCIUM, TOUHUM, 3PO3YMIIUM, OCKIJIBKHA HOT'O MMPU3HAYCHO JJISI IIOCTIHHOTO
KOPUCTYBaHHS. 3MICT BHUKJIQJA€ThCS BiJ APYyroi abo TpeThoi ocobu, piaiie — y
0e30c000BI1# (hopmi.

[IInpoko BHKOPHUCTOBYIOTHCS MOCAAOBI IHCTPYKII — JOKYMEHTH, SIKi
BH3HAYAIOTh OpraHi3aIliifHO-IIPaBOBE CTAHOBHUIIE NPAIiBHUKA Y CTPYKTYPHOMY
P03/, 10 3a0e3Meuye YMOBH IS Horo e(hEeKTUBHOI mparii.

3pa3zox:
3aranpHuii OJIaHK OopraHizaiii 3ATBEP/KVYIO
[TocapoBa 1HCTPYKLIs MpaliBHUKA BIAJILITY 3aCTyIIHUK IUPEKTOPA
3 KaJpiB
3aBiJlyBay MallIMHOMKCHOTO OI0PO Ocobuctuii mianuc
« » p.
CTpykTypa Tekcty

1. 3aranbHi onoxeHHs (OCHOBHI 3aBJaHHs MpalliBHUKA; IOPSIOK
MOCIAaHHS M0Ccaan; NPOQECiiiHI BUMOTH; KOMY MIANOPSAKOBYETHCS; OCHOBHI
JOKYMEHTH, SIKUMHU TpeOa KepyBaTucs).

2. @yHK1ii (MpeaMeT, 3MICT, IEPEITiK BUAIB POOIT).

3. IIpaga.

4. TTocamoBi 000B'SI3KH.

5. BianoBiianpHICTb.

6. Bzaemunu (3B's13kH 3a 110Ca1010).

KepiBHUK CTPYKTYpHOTO MiAPO3ALTY (MIAMKC 1 HOTO po3mn(pyBaHHs)
Jlo cpasu No . CrniBpoOITHUKA 03HAMOMIICHO

IIpaBuiaa — ciayx00BI JOKYMEHTH OpPraHi3alliiHOTO XapakTepy, B SKHUX
BHUKJIAJAIOThCS HACTAHOBH a00 BHUMOTH, IO PErIaMEHTYIOTh TIEBHHM TOPSIOK
OyIb-SKHX JiH, TOBEIIHKH.

I'pynu: npaBuna BHYTPIIIHBOTO TPYAOBOTO PO3MOPSAKY; TpaBuia
MITOTOBKH TOKYMEHTAITIT JJIs 37[JaBaHHs JI0 apXiBY; IIpaBuiia eKCIUTyaTallii.

3a ¢hopmoro Ta 3MICTOM TpaBuia MOAIOHI 0 1HCTPYKIIH, 1HOMI € TXHBOIO
CKJIAZIOBOIO YaCTHUHOIO.

52



Pexsizumu: rtpud 3aTBEpIKCHHS;, Ha3Ba BHIY JOKyMEHTa (IIpaBHIIA);
3aroJIOBOK (CTHCIUI BHKIJIA MPU3HAYCHHS TPABHII); IaTa i HOMEP; TEKCT; IiAIHIC
ocoOu, 110 BIJMOBIJIA€ 3a CKJIAJaHHS MPABUII.

3pasok:

3ATBEPJIKYIO

(mocama, Ha3Ba YCTaHOBH,
MIMPUEMCTBA, OpraHizarrii)

(ocobucTtuii miamnuc,
Mpi3BHIIE, IM'S Ta 110 OATHKOBI)
« _» p.

[TPABUJIA
BHYTPIIIHBOT'O PO3MOPSIIKY
(TexcT nokymeHra)

Oco0a, 1110 BIAMOBIAAE 3a CKJIaIaHH
paBUII (ITignuc) PozmmdpyBanHs mianucy

Po3nmopsinui J0KyMeHTM — 1€ JOKYMEHTH, 3a JOIOMOIOK0 SIKUX
3MIACHIOIOTBCS PO3MOpPSAYA ISUIbHICTh, ONEpPaTUBHE KEPIBHUITBO B IEBHIM
YCTaHOBI, Oprasi3auii, (bipMi, Ha TiJIPHUEMCTBI.

IlocranoBa — e MPaBOBUM aKT, IO MPUHAMAETHCA BHUILIUMH Ta JEIKUMU
LHEHTPAJIbHUMH OpPraHaMy YNPAaBIIHHS 3 METOIO BUPIIICHHS HalOUIbII BaXKJIMBUX
1 IPUHIIMIIOBUX 3aBJaHb, 110 MOCTAIOTh MEpe]l UMMUA OpPraHaMH, 1 BCTAHOBJICHHS
CTaOUIBHUX HOPM 1 IIPABUJT TTOBEAIHKHU.

[loctanoBu mnpwuitmatoteest IIpesumiero  BepxoBHoi Pamu  Ykpainw,
Kabinerom MiHicTpiB YKpaiHu Ta IHIIUMU OpraHaMu yIPaBIIIHHS.

TekeT ckiagaeThes 13 ABOX YACTUH: KOHCTATy04oi i po3nopsaayoi. [lepia
MICTUTh BCTYII, OILIIHKY CTaHOBHUINA a00 MOCHUJIAHHS Ha PO3MOPAIYUNA JOKYMEHT
BUILOI YCTAaHOBHU. Y JpYrid YacTUHI HABOASATHCSA 3alpONOHOBAaHI MOCTAHOBOIO
3aX0JM, BHU3HAYAIOThCA BUKOHABElb (BUKOHABIIl) 1 TEPMIH BUKOHAHHS.
[lianucyoTh MOCTaHOBY JBI OCOOM: TOJIOBA KOJETIAJIbHOTO OPraHy W KepyrouHid
cripaBaMH (Cekperap).

Pekegizumu: I'epd Ykpainu; Ha3Ba yCTaHOBH, IO IMirOTyBaJIa IOCTAHOBY;
Ha3Ba BUAY JOKYMEHTa (MIOCTaHOBA); JaTa; MICIE BUJIAHHS; 3ar0J0BOK (CTUCIUN
BUKJIAJ 3MICTY ITOCTAHOBH); MIAMKUCH.
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3pa3zox:

I'ep6 Ykpainu
MinictepcTBo (iHaHCIB YKpaiHu

ITIOCTAHOBA
« » p.

TekcT mocTaHoBU
I. KoHcTaTyroua yacTuHa.

II. Po3nopsinua yactuHa.
[TOCTAHOBUB (a60 ITIOCTAHOBJISAE):

1.
2.
3.
KepiBauk crpykrypHoro niaposauty (Ilignuc) PosmmdpyBansas nianucy
Cexkperap (ITigmuc)  PosmmdpyBanHs nianucy
YxBaja — 1mpaBoOBUU aKkT, 00 NPUHUMAETHCS MICIICBUMHU pajiaMH,

JepKaaMIHICTPAIlIIMU, BAKOHABYMMHU KOMITETaMHU.

VYxBanow  oQoOpMISIOTH  TaKOX  pe3yJdbTaTh  JISUIBHOCTI  1HIIHX
KOJIET1aJJbHUX OPraHiB — KOJIET1M MIHICTEPCTB 1 BIIOMCTB, HAYKOBUX PaJi TOIIO.

B yxBaiii 3a3Ha4aroThCsl TEPUTOPIA, KOO 0ci0, Ha sIKI BOHA MOUIUPIOETHCS,
KOHKPETHI IOCaJoBl 0COOM, YCTaHOBHM, WIO 3000B'I3aHI KOHTPOJIIOBATH
BUKOHAHHS JOKYMEHTA. 3 yXBaJIOI0 O3HAMOMITIOIOTH HACEJICHHS 4Yepe3 3acoom
MacoBoi iHpopmarlii.

Pexeizumu: T'ep6 Ykpainu, Ha3Ba BHIIOI YCTAHOBH, 3a3HAYEHHS MiCIIS
BUJIaHHS;, Ha3Ba BUAY JOKyMeHTa (yxBaja); gaTa abo jgata W HOMEp; 3arojioBOK;
TEKCT YXBaJIu; MIJIMUCH TOJIOBU U CEKpeTaps JIep KaaMiHICTpallii abo 1HIIIO1 BUIIOT
YCTaHOBH; TICYaTKa.
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3pa3zox:
CBsTOLIMHCHKA pallOHHA pajia

M. KuiB
YXBAIJIA
« _» p. No M. KuiB
[Ipo 3aTBEpI>KEHHS. ..
CTpykTypa TeKcry

I. Koncraryroua yacTuHa (CTaH IMUTAHHS).

II. YxBanbHa yacTuHa (Teperik 3aXOfiB 13 3a3HAYEHHSM TEPMIHIB
peaizallli mocTaBJeHUX 3aB/IaHb, a TAKOXK 0C10, Ha SAKUX IMMOKJIAJICHO
KOHTPOJIb 32 BUKOHAHHAM DIIIICHHS).

BUPIIINB:

1.

2.

['0510Ba BUKOHKOMY (Ilignuc)  PosmmdpyBaHHs TiATUCY
CekpeTrap BUKOHKOMY (Ilignuc)  PosmmdpyBanHs nianucy

Po3nopsizkeHHs1 — MPAaBOBUM aKT YMPaBIIHHS JIEPKABHOTO OpraHy, IO
BUJIAETHCA Yy paMKax HaJaHOi MOcajoBld 0cobi, Jep>KaBHOMY OpraHy
KOMIIETEHIII 1 € OOOB'SI3KOBUM [IJI1 TPOMAaJsH Ta OpraHi3auiid, KOTPUM
aJpPEeCOBAHO PO3MOPSIKEHHS.

I'pynu: 3aranpHi; YaCTKOBI.

Posnopsiikenns BugaoTh Kabiner MiHicTpiB YKpaiHu, MICIEBI paju,
npeAactaBHuku  [IpesuaeHta VYkpaiHM Ha MICHSX, a TaKoX KEPIBHUKHU
KOJIET1aJIbBHUX OpPTraHiB JEP:KaBHOTO YIPaBIIHHSA, aAMIHICTpallis TAIPUEMCTBA.

Pekgizumu: T'epOd VYxkpaiHu; Ha3zBa opraHy yIpaBliHHS, 0 BHJIAE
PO3MOPSKEHHS;, Ha3Ba BUY JOKYMEHTa (PO3MOPSIKEHHS ); 3ar0JI0BOK; J1aTta abo
Jata ¥ HOMeEp; MICIC BUJAHHS; TEKCT PO3MOPSKEHHS; MiAMUC BiAMNOBIAAIBHOL
ocoou.

3paszok:
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MiHICTEpPCTBO OXOPOHH 3710POB’S
POSITOPAKEHHA
20.10.2008 M. Kuis
[Ipo pobory ...

I. Koncraryroua yactuna.

II. Po3nopsigua yactuna.

30BOB'A3VYIO (a6o ITPOIIOHVYIO, IOPYYALIO, BUMAT'AIO
TOILIO):

1.

I"onmoBHwmit canitapuuit gikap (Ilinmuc)  PosmmdpyBanus miamnucy

Haka3z — po3nopsauudii JOKYMEHT, III0 BHJAE€TbCS  KEPIBHUKOM
MINPUEMCTBA, OpraHizallli, yCTaHOBHM Ha IpaBaX €IWHOHAYAIBHOCTI W B MeXax
CBO€ET KOMITETEHITIT.

Haka3 Bua0Th Ha OCHOBI 3aKOHIB, IMOCTAHOB 1 PO3MOPSKEHBb YpSIY,
Haka3ziB 1 JUPEKTUBHUX BKA31BOK BUIIMX OPTaHIB 1 JIJIs iX BUKOHAHHS.

Knacugixayia naxasis:

I'pyna 3micT, MeTa PexBizutn
(oopmiteHHS, CKIIax)
Haka3 nipo Odopmimotore  mpu3HaueHHs, | OPOpMITIOIOTHCS
0CO0OBHI CKJIa] nepeMiIeHHS, 3BUJILHEHHS |[KyTOBUM 200
MpaIliBHUKIB, B1JIPSIJIPKEHHSI, | TTO3/T0BKHIM
BIJIMMYCTKU, PI3HI 3a0XOUYEHHS,|CIIOCOO0M:
Har U ¥ CTATHEHHS
OpPOAM 1 € © 1. Ha3Ba
0 - oprasi3ariii
aKas3 13 3arajJbHUX (mizmpHemMcTBa)

MUTaHb (3 TUTAHb

OCHOBHOI JISJTBHOCTI):

a) 1HI1aTUBHUM

0) Ha BUKOHAHHS

Bunaerbcs 1y1si  onepaTUBHOTO
BIUIMBY Ha  IpoLecH, MIO
BUHUKAIOTh yCcepennHi
oprasizauii (ImImprueEMCTBA)
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2. HazBa Buny
JIOKyMEHTa (HaKa3)
3. Jara
MIMACaHHS HaKa3y
4. Micue
BUJIAHHS HaKazy
5. Homep




PO3IOPSKCHD BUINKX |BUlaeThess NpM  CTBOPEHHI, |3aT0JI0BKA JJO TEKCTY
OprasiB peopranizamii abo mikBigamii| 6. Tekcr

CTPYKTYPHHX nigpo3aiis,| 7. I[iamuc
3aTBEP/DKEHHI TOJIOKEHb IIPO|KEpiBHUKA YCTAaHOBH,
CTPYKTYpHI T1IPO3/ILITH, |OpraHizarlii,
M1JICYMOBYBaHH1 JUSITBHOCTI | T ITTPHUEMCTBA
YCTaHOB, 3aTBEP/KCHHI ILIaHiB| 8. Bumn
TOIIIO y3TOJIKEHHS

TekcT Haka3zy CKIAIA€eTbC 3 KOHCTATYIOUOl W PO3MOPSAYOl YaCTHH.
KoHcrarytoya 4YacTMHa MICTHTh Takl €JIEMEHTH: BCTyn (yKa3aHO MPUYUHY
BUJIaHHA Hakasy); JOBeAeHHS (IEpesliuuHO OCHOBHI (DaKkTH); BHCHOBOK
(BUKJIQZICHO METY BUJAHHS Haka3zy). SIKIIO MiJICTaBOIO Il BUJAHHS HaKazy €
PO3MOPSIIYMN JOKYMEHT BHIIOI YCTAHOBH, TO B KOHCTATYIOUil YaCTHHI BKa3ylOTh
Ha3By, HOMEp, JaTy W 3aroJIOBOK J0 TEKCTY PO3MOPSAYOro JOKYMEHTA, & TaKOX
NepeIaroTh 3MICT TOTO PO3JALTY JOKYMEHTA BUIIOI YCTAHOBH, KU OYB MiJCTaBOIO
JUTSL BUJAHHS I[bOTO HaKa3y, B MeXaX HaJaHUX 3aKOHOM IIpaB i PO3B'S3aHHS
ONEepaTUBHUX TNUTaHb. KOHCTaTyr4oi YacTUHU MOXKe He OyTH, SKIo Iii,
3aMpONOHOBAHI /10 BUKOHAHHSI, HE MOTPEOYIOTh HISKUX PO3'SICHEHb. Y Hakazax 13
PI3HOIJIAHOBUX MMUTAaHb KOHCTATYIOUOi YACTUHU TEX MOXKE HE OyTH. Y LbOMY
BUMAJKY TEKCT HaKa3y CKIAJA€ThCs 3 maparpadis.

Po3nopsiiuy yacTuHy Mo3Ha4yaroTh CIOBOM «Haka3zyoy. BoHa cknagaeThes
13 IMYHKTIB, 110 MNOAUIAIOTHCS HA TaKl YaCTUHM: Jisi, TEPMIH BHKOHAHHS Ta
BIJINOBIJAJILHICTE 32 BUKOHAHHS.

B ocraHHbOMY NYHKTI PO3MOPANYOi YACTUHM 3a3HAYAIOTh OCI0, SKUM
JIOPYYEHO KOHTPOJIb 32 BUKOHAHHSM Haka3y. TeKCT MOBUHEH MaTH HaKa3OBY
dbopmy BUKIIAy pO3NOPSIUOT YACTUHU. 30KpeMa, 3alpoNoOHOBaHI JO BUKOHAHHS
Iii HA3UBAIOTh B 1HMOIHITUBHINA (opMI (3apaxysamu, 30iUcHUmMU, NOKAACMU HA...),
K0 (DaKTaM HaAJalOTh OLIbIIE 3HAYEHHS, HK 0CO0l, TO BKUBAIOTh MAaCHUBHY
bopmy (Cepiiosni nopyuieHHs: 8UsGIEHO...); aKTUBHA (opMa BXKUBAETHCA IS
3a3HAYCHHs 1HIIIaTOpa TMEBHOI il  (HAuanbHUK  NAAHOB020 8I00iny
30008's83aHUlL...).

[Ipy 3a3HaueHHI BUKOHABIIB YKa3ylOThb oOprasizamii (CTpyKTypHi
MIIPO3/1aH), CIy:KO00BUX OCI0O 13 3a3HAYCHHSM TMpPI3BHUINA, 1HIIIANIB, TOCAAU B
JNaBaIbHOMY  BIAMIHKY  (ynpaéninnio, cm. IHOHCeHepOo6l  YNPAGIIHHA
bonoapenxy €.1.).

KoxHu#i MyHKT HaKa3y HyMEpYyOTh apaOChKUMH IUdpaMu, pO3NOUYNHAIOTh
HA3BOIO BHMKOHABI (y JaBalbHOMY BIJIMIHKY), MPOJOBXKYIOTH Ha3BOwO il (B
1H(DIHITHBI) 1 CTPOKOM BHUKOHAHHS (32 JECATKOBOIO CHCTeMOI0): 1. Biddinosi
Kylbmypu ma CHMULICMUKU  YKPAlHCbKOlI  MO6U  npoeecmu  amecmayiio
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cnigpobimnuxis 0o 17.05.2008.

3HayHa 3a KUIBKICTIO MYHKTIB PO3MOPsAIYa YACTHHA MOXKE OPOPMIISITUCS Y
BUTJIAA1 TaOJIHILLI.

Haxka3 mianucye nuiie nepuimii KEpiBHUK YCTaHOBH.

Bi3u Tpeba po3ranioByBaTH HIXKYE Bij MIAMUCY KePIBHUKA TAKUM YHHOM:

[TpoekT Haka3y BHECEHO: HavansHuk BUpOOHUYOTO BiLTy
(ITigmuc) I. K. Yymak

[TpoekT Hakazy y3roKeHo:

1. T'onoBHUI 1HX)KEHEP (ITigmuc) M. B. lllakyn

2. 'onoBHUM IOPUCKOHCYJIBT (ITigrmumc) JI. b. lllanoBan

Haka3u, 1mo cTocyroTbcsi 0co608020 cKiady, YKIaJarlOTb Ha OCHOBI
JOTIOBIIHMX 3alMCOK KEPIBHUKIB CTPYKTYPHHX MIAPO3JAUIIB, 3asB TPOMAJsH,
MPOTOKOJIIB KOJIETiaIbHUX OPraHiB TOIIO.

PekoMeHayeThCs  MOYMHATH  KOKHUH  MYyHKT  Haka3zy  CIOBaMU:
«lIpusnauumuy, «llepesecmuy, «Oconocumu noosxky», «Haoamu eionycmxyy,
Kl O3HAYalOTh KOHKPETHY /110, 3a3Ha4eHy B Hakasi. Jlam miopa3y 3 HOBOTO
psAaKa BEJIMKUMU OyKBaMM JPYKYIOTh MpI3BUIIA M IHIMIAJIA OCI0, Ha SKHX
MOIIUPIOEThCS 1€ MYHKT Hakaszy, ixHs mnocaja (HAyKOBUM CTyIMiHb, BUYEHE
3BaHHS, CIELIANBHICTh, PO3pPs/), Ha3Ba BTy a00 1exy, B AKOMYy IIsi oco0a
mpaitoe. Y KiHIII KOXXHOTO IMYyHKTY Haka3dy 3a3HauaroTh MiACTaBy JUIsl HOTO
yKJIaJaHHs (JI0MOBIHA 3aIMMCKa, 3asBa TOIIIO).

Aximo B ogHOMY MYyHKTI Haka3y MepepaxoBYIOTh Kijibka 0Ci0, TO ixHI
MPi3BHINA HABOJATH B aj(haBITHOMY HOPSIKY.

3paszok:

HaykoBo-BupoOuuue 00’ennanns “Komynap
HAKA3

16.11.2008 Ne M. XapkiB

IIpo ocoboBuii ckiIan

[TPU3HAYUTU:

[TerpoBa M. B., imxenepa BiaaiTy mparli Ta 3apo0iTHOT TUIaTH, HA TTOCATY

CTapIoOTO 1HXEHEPa 3 OKJIAIOM  3TiAHO 31 mTaTHUM po3kiaaaom 3 01.10.97
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[Tincrama: momoBigHa 3amucKa 3aB. By PeBuyka M. A.
ITEPEBECTMU:
IBanina I. I1., MexaHika IHCTPYMEHTAJIBHOTO 11€XY, Ha IMOCaly CTAPIIOro
MexaHiKa 1HCTpyMeHTalbHoro mexy 3 01.12.2008,
[Tlincrasa: 3asgBa Isanina I. I1.
JlupekTop 3aBojy (miamuc) O. 1. 3aiixosg

BkasziBKu — po3nopsaunii JOKYMEHT, SIKUA TOTYIOTh MIHICTPH, KEPIBHUKH
00'e/THaHb, OpraHizallii, yCTaHOB.

Bka3ziBku — mpaBoBUM aKT KEPIBHHMKIB €IMHOHAYAJIbHUX OpPraHiB
JIEP’)KaBHOTO YIIPABIIHHS MEPEBAXKHO 1H(GOPMAIITHO-METOJUYHOTO XapaKTepy,
MOB'SI3aHUM 13 BUKOHAHHSM HakKa3iB, IHCTPYKIIM Ta 1HIIMX aKTIB BUILIUX OPTaHiB
yIpaBJIiHHS.

BkaziBku BuAarOTh TpU OQOpPMIICHHI BIAPSIKEHb, pPINIEHbh MOTOYHUX
OpraHizaliifHUX MUTaHb, & TAKOX JJII JIOBEJCHHS O BUKOHABIIB HOPMAaTHUBHHX
MaTepiais.

Pekeizumu: Ha3Ba BIJIOMCTBa, 3aKJIaJly ¥ CTPYKTYpPHOTO IMiPO3/iTy; Ha3Ba
BUJIY JIOKYMEHTa (BKa3iBKH); JaTa il MicCIle BUJAHHS; 1HIEKC; 3arojOBOK, MiAMUC;
BIJIMITKA PO y3TOJIKEHHS; TEKCT.

3paszox:
MiHiCcTepCTBO JIETKOI MPOMUCIIOBOCTI Y KpaiHu
XapkiBChbKe TpUKOTakHE 00'eqHaHHS «BiTan»
BKA3IBKA
11.12.2008 Ne 140 M. XapKiB

[Ipo nmpoBeneHHH. ..
I. Koncraryroua yactrHa.
II. Po3nopsiaua yactuna:
30BOB'AA3VIO (a60 ITPOITOHVYIO Tomro.)
1
2
3

KepiBHUK CTPYKTYpPHOTO TIAPO3ALTY (ITignmuc) Po3mmdpyBanss nianucy

3.5. O0.1ik0BO-(piHAHCOBI TOKYMEHTH

3niiicHeHHsT (hIHAHCOBO-PO3PAaXyHKOBUX OIEpallii He MPOBOAUTHCS O€3
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MIITBEP/DKEHHS 1X  BIAMOBIAHUMHU  JOKyMeHTamu. lle poOutbkes, 1100
3a0€3MeUNTH:

— MTOBHE 30€pE)KEHHS I'POILICH 1 IIIHHOCTEH;

— TOYHE BUKOHAHHS (DIHAHCOBUX, OAHKIBCHKUX Ta 1HIINX OTEparlii;

— CBO€YACHE B1100OpakeHHsI BUPOOHUYMX OTepallii;

— 3ano0iranHs ()IHAHCOBUM IMOPYIICHHSM 1 3JI0B)KUBaHHSIM;

— MOXJIMBICTh JIOKYMEHTQJIBHOTO OOIPYHTYBaHHS BIAMOBIAAIBHOCTI
CITYy’)KOOBHUX 0OCi0;

— CKJIaJIaHHS OYXTalITePChKOI Ta 1HIIOI 3BITHOCTI,

— MIPaBO 3/IIICHEHHS IPOIIOBO-PO3PAXYHKOBUX omepaliiii y ¢iHaHCOBUX 1
0aHKIBCbKUX YCTaHOBAaX.

diHaHCOBO-PO3paxyHKOBA JOKYMEHTAIISl B1I3HAYAE€THCSI BACOKUM PiBHEM
CTaHJapTU3aIlii.

AKT — TOKYMEHT, CKJIaJICHUl OJHiI€l0 ab0 KUIbKOMa oco0aMu, 10
NIATBEPAKYE OyAb-sKl YCTAaHOBJIEHI (pakTh abo MoAii.

AKT CKJIQmarOTh TICHS yXBaj;, MpH TMepelaHHI TOBAPHO-TPOIIOBUX
IIHHOCTEW OJIHIEI0 OCOOO0I0 IHINIM; MICAS TPUUHATTS 3aBEpIICHUX OO0 €KTIB
OyIIBHMIITBA; NPHU MPOBEACHHI BUIPOOYBaHb HOBOI TEXHIKHM; MPHU HEUIACHUX
BUMAJKaX Ta IHIIUX HOIIAX.

AKT 3aTBEpIKYETHCS BUILOIO YCTAHOBOKO a00 KEPIBHUKOM MiANPUEMCTBA.

AKT 0(hOpMITIOETBHCS KOMICIEI0, CTBOPEHOIO KEPIBHUKOM HIANPUEMCTBA.

Pekeizumu: aBTOp NOKyMeHTa (Ha3Ba opraHizailii); fata, HOMep 1 MiCIE;
rpud 3aTBEpJKEHHS; 3aroJIOBOK; MijJcTaBa (HaKa3 KEpIBHUKA); CKJIaJl KOMICII;
Npi3BHILA MPUCYTHIX; TEKCT; BIAOMOCTI MPO KUIBKICTh JAOJATKIB J0 aKTa Ta iX
nepeik; MiAMUCH YWICHIB KOMICII.

Texcm axma CKJIaIa€ThCsl 3 IBOX YaCTUH. Y TEpIIii 3a3HAYAIOTh MMiICTaBU
JUISL CKJIaJJaHHA aKTa, YKa3yloThb YIEHIB KOMICii Ta il 3aBHaHHsA. Y JApyTii
OMKCYIOTh CYTh 1 XapakTep MpoBeAEHOI poOOTH, HABOJIATH YCTAHOBJIEHI (DaKkTH, a
TaKOX JIal0Th MPOMO3HUILIIi Ta pOOJISITh BUCHOBKH.

AKTH CKIIQalOoTh Y TPbOX MPUMIPHHUKAX: MEPIIHH 13 HUX MEPEeNaroTh 0
BUIIIOi YCTaHOBU (200 AUPEKTOPY); APYTHil — KepIBHUKOBI (abo 10 Oyxranrepii);
TpeTii — A0 crpaBu (a00 KaCUPOBI 3aBO1Y).

Komepuiiini akTH CKJ1aJal0Th NPEICTaBHUKU TPAHCIIOPTHUX OpTaHi3aii
3 METOIO 3aCBITYEHHSI OOCTaBUH, K1 MOXYTh OYTH MiJCTABOO ISl BCTAHOBJICHHSI
BUHM 3a TIOPYIIEHHS JIOTOBOPY TIEPEBE3CHHS BaHTaXIB 1 TOKJIA/IaHHS
MaTepiaibHOI BIJMOBIJATBLHOCTI Ha TMPAIIBHUKIB TPAaHCHIOPTY (K MpaBuio,
3aJ1I3HUITG), BIJIMIPABHUKIB 1 OJEpKyBadiB BaHTaXiB. BiICyTHICTh KOMEPIIMHOTO
aKkTta T030aBiisi€e OJep)KyBaua BaHTAXy MOXIMBOCTI MI3HIIIE BUCTaBUTH
MPETEH31I0 MpalliBHUKAM TPAHCIIOPTY.

Komepirifini akTh CKIAgaloTh y pa3i HEBIAMOBITHOCTI MK (DaKTHIHO
OTPMMAaHUM BaHTaXXEM 1 JTaHWMHU, 3a3HAYCHUMH B TIEPEBI3HOMY TOKYMEHTI, 3a
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Ha3BOI0, MAcOI0 M KUIBKICTIO MICIIb, @ TaKOX Yy pasi NCyBaHHS M YIIKOJKCHHS
BaHTa)Xy, BUSBIICHHS BaHTaxy O€3 JOKYMEHTIB 1 JOKYMEHTIB O3 BaHTaxy,
MOBEPHEHHS 3aJII3HUYHOMY TPaHCIOPTOBI BHUKPAJACHOTO BaHTaXy, 3aTPUMKHU
NepelaHHs 3aII3HUICI0 Ha 3aI3HUYHY MiA’i3HY KOJIIO0 BaHTaXy MNpoTirom 24
roJUH Ticis oGOpPMIICHHS JOKYMEHTIB MPO BHUJAHHS BaHTaXIB y TOBapHii
KOHTOPI (Kaci).

B ocramHboMy BUMAAKy KOMEPUIMHMN akKT CKJIAJal0Th Ha BUMOTY
OJlep>KyBaua BaHTAXKY.

CknaganHs KOMEPIIHHOTO akTa — 00OB’SI30K MpAIliBHUKIB 3ai3HUIN, a B
pasi BIIMOBM — BiJIBaHTa)KyBaya.

Kowmepriiini akTu CKJIajar0Th 3a BCTAaHOBICHOIO (popMoro. BoHM MiCTATH
Taki 000B’3KOBI pexgizumu: Ha3Ba JOKYMEHTa; HOMEp, JlaTa i Miclie CKJIa/IaHHs;
MIBUIKICTh TIEPEBE3CHHS BAaHTAXIB; HOMEp 1 JaTa HAKJIAQIHOI; Ha3Ba ITyHKTIB
BiJITpaBJICHHS U MPU3HAYCHHS, Ha3Ba BIANPaBHUKA i oJlepKyBada; BIJOMOCTI PO
3aco00M TPAHCHOPTY Ta BIAMOBIAHI BIAMITKYA B HaKJIaJHIN; PE3yJNbTaTH MEPEBIPKU
BAaHTaXy; ONKC MOIUKO/PKEHHS ¥ CTaHy BaHTaXIB 13 BUAUICHHSIM HecTad ado
HAJIJTUIIKIB; BUCHOBKHU €KCIIEPTH3H; JIOJATKOBI BIJIOMOCTI ¥ BIAMITKH; MiAMUCH
0ci0, 110 CKJIaJIu KOMEPIIHUHN aKT.

3paszox:
KOMEPLIMHWI AKT Ne
CxnageHo «__ » p. ®opma 4 — 22
Cranuis 1. [Tnomb6u:
3ani3HAL a) 3aJT13HUII IIIT.
Sk TOITOBHEHHS 1O aKTa 0) BiANpaBHHUKA IT.
Ne BIT« __ » p. B) MUTHULII IT.
(ipo 1110) 2. Komist akTa eKCrepTu3u Bij
«_» p.
(1po mo)
3. Texuiuawmii akT No
4. Po31IyKOBE JINCTYBaHHSA HA __ apK.
5. BaroHHuit sucT _ apk.

6. Ilnom6Ou Ha 1HII TOKYyMEHTU-I0JaTKU A0 akta No
O BIAMPaBIICHHI
Cranitis BiIpaBiIeHHS
CraHiiisi npu3HA4YCHHS
BignpaBauk
OpnepxxyBau
(HaliMeHyBaHHS Oiep>KyBaua) (aapeca oJep>KyBayia)
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TpynoBi yroam ykjiaagaroThCs MDK OpraHi3allissMU ¥ MpailiBHUKaMH, SKi
HE BXOJATh J0 CKJIady 1€l opraHizaiii. 3aJydeHHs MpaliBHUKIB JUIsl BUKOHAHHS
MeBHUX BHJIIB POOIT BiOYBAETHCA TOJI, KOJU B OpraHizaiii Opakye ¢axiBIliB 13
MEBHOI Tally31 Ta KOJM Il poOOTH HE MOKHA BUKOHATH HA JIOTOBIPHUX 3acajax 3
BI/IMOBITHUMHU YCTAaHOBAMHU ¥ TTIPHEMCTBAMU.

TpynoBa yrojia Mae TaKki 0008 s13K08i peKkeizumi.

1) Ha3Ba TOKyMEHTa;

2) mepenik CTOpiH, 0 YKJIAJIU YTOy;

3) 3MICT Yyrojau i3 3a3Ha4eHHSIM 00OB’SI3KIB BUKOHABIIA ¥ 3aMOBHUKA;

4) TepMiHU BUKOHAHHS ¥ OTUIaTH pOOOTH;

5) ropuauYHI apecH CTOPIH;

6) MIINKUCH CTOPIH;

7) medatka MmanpueMCTBa ad0 opraHizarlii.

TpynoBa yroga ykiaagaeTbcsi B KUIBKOX MPUMIPHUKAX, OAWMH 3  SIKUX
HEPEIAETHCS
BUKOHABIIEBI, a 1HIII 30€piraloThCs y ClipaBax opraHizallii-3aMOBHUKA.

Jlopy4eHHsI — TMCbMOBE MOBHOBAKEHHS, 3a SIKUM OpraHizaiis abo okpeMa
oco0a HaJlae MpaBo 1HIIIN 0co01 Bif 11 IMEHI 3/11CHIOBATH SIKICh FOpUIMYHI 111 00
OJIEp>KyBaTU MaTepiaibH1 IIHHOCTI.

JlopydeHHsIT MOXYTh BHJABAaTHCA Ha PO3MOPSDKEHHS MaWHOM, Ha
OJIep>KaHHS TPOIIOBUX 1 TOBApPHO-MaTeplalbHUX LIHHOCTEH, HA BEAECHHS CIpPaB Y
cynoBux (apOiTpaxHux) opraHax Ta iH. JlopydeHHsS NOIUIAIOTH Ha OQIUIAHI i
OCOOMCTI.

B odiniitHomy gopydeHHi Mae OyTH 3a3HAYEHO:

1) Ha3By oprani3zauii, 1Ka BUJAE TOPYUEHHS;

2) HOMeEp JAOpYYEHHS U JaTy BHIaul;

3) Ha3By JOKYMEHTa (IOpYUYCHHS);

4) mocany, mpi3BuUlEe, 1M’ Ta MO OaTbKOBI 0COOHU, SKiMl BUAAETHCA
JOpyUYEHHS;

5) Ha3By opranizaiii ado MiANPUEMCTBA, BiJl SIKOTO Ma€ OYTH OJIEPKaHO
TOBAapHO-MAaTepiaabHl IHHOCTI;

6) HOMep 1 1aTy CYIPOBIIHOTO TOKYMEHTa (Hapsiiy, pO3MOPsSAKY Ta 1H.);

7) mepelik TOBapHO-MaTepiaJIbHUX IIIHHOCTEH 13 3a3HAYCHHAM 1X KIJIBKOCTI
a00 IXHBOT CyMH;

8) CTpOK il TOpyUYEHHS;

9) 3pa3zok mianucy ocodu, Kii BUJAHO TOPYUCHHS;

10) Ha3By JOKyMEHTa, IO 3acBigdye ocoOy ojJepKyBada IIHHOCTEH
(macmopT, MOCBIAYCHHS);

11) mianucu ciry>x00BuUx 0¢i0, K1 BUAAIA JOPYICHHS;

12) mewarky oprasizariii, 1o Buajaa J0PyUEHHS.
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OdimifiHi qopydYeHHs TMOIIISAIOTh, Ha Pa3oBi, SKI BUIAIOTHCSA JJISI MMEBHOT
OJIHOpa30BoOi il (HalyacTillle Ha MpaBO OTPUMaHHS MaTeplaJbHUX ILIHHOCTEH),
cHeriajibHI Ta 3arajbHi.

3pazox:

Hanionansuuit aepokocMiunuid yHiBepcuteT iM. M.E. XKykoBchkoro «XAl»

28 kBiTHs 2008 p. Ne 25
JlopyueHHs

Bunano 3aBinyBauy kabinera kadempu 703 IBanHoBy IBany IBaHOBHYY
(macmopt Ne, cepist, KMM/KOJIM BUAAHWI) Ha OTPUMAHHS BIJ] KHI)KKOBOTO
marazuny Ne 45 miapyunukie M.I'. 3yOkoBa «/lioBa ykpaiHChka MOBa» ¥y
KibkocTi 37 exzeMIuisipiB Ha cymy 2000 (aBi THCAY1) TPH.

3pa3ok mianucy (0coOUCTUM MiAMKUC)

TepmiH a1 TOpydeHHS — TPU MICALIL.

I"osoBHMI Oyxranrep (ITigmuc) PosmmdpyBanss nianucy

Creyianbhumu JOPYYECHHSIMHU HA3UBAIOTh JOKYMEHT, SKUM CIy»)00Ba ocoda
YIOBHOBA)XXYEThCA HA 3IIMCHEHHS OJHOTUIIHMX [1d: HAa MNPEICTABHULITBO B
opraHax cyAy, Ha TPaHCIOPTHI, TOCIOAAPChKl W OaHKIBCHKI omepamii y Mexax
MEBHOTO NIEPioAy Yacy.

3azanvre NOpy4YEHHS BUIAIOTH HA MPABO 3/IIMCHEHHS Olepalii, OB’ I3aHUX
3 YIIPaBJIIHHAIM MallHOM.

JlopydeHHsI BHJAIOTh HAa CTPOK HE OUIbIIE TPhOX POKIB. SKIIO CTpOK
MOBHOBAXEHHSI HE BKa3aHO, JOPYUYEHHS 30epirae CUIy MpOTIroM OJHOTIO POKY 3
JHS MOro mignucaHHsA. SKIIO X JOpPY4YEHHs B3arajl HE Mae JaTh, BOHO HE
Ha0yBa€ IOPUIUYHOT CHIIH.

Ocobucme Oopyuenns — 11e TOKyMEHT, 3a SIKUM OKpeMa oco0a HaJae MpaBo
1HIIH 0co01 Bix 11 IMEHI 31HCHIOBATH SIKICH iI.

JNOPYUEHHSA
S, I'puropenko IBan Kupunosuu, nopydaro babanosiit Tamapi [BaniBHI
(macnopt BH 314586 Bunanuii Kuiscbkum 'O YMBC Vkpainu B XapkiBchbKin
006n. 12 nmumua 1990 p.) oxepxkatv B Kacupa YNpaBIiHHA HaJICXKHY MeEHI
3apruiary 3a TpaBeHb 2008 p.
Hopydenns niiicae 10 2 xoBTHS 2008 poky.
16 tpaBus 2008 BrnacHopyunuii mianuc
[Tinmuc imxenepa ['puropenka 1. K. 3acBiguyro:
HavanpHuk ynpaBimiHHS BUPOOHUYO-
texHosoriunoi kommuiektarii  (Iligmuc)  I1. M. Ilerpenko
17 xBiTHs 2008 p. [Teuatka
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Po3nmucka — 11¢ JOKYMEHT, KM MiATBEp/UKYE Iepeaady W ojepKaHH:I
JIOKYMEHTIB, TPOIIIeH, TOBapiB, 3aBIpEHUN MIAMUCOM OJiep)KyBaya. Mae TOBLIbHY
bopmy.

Pexegizumu: Ha3Ba BUAY JOKyMeHTa (pPO3MHCKA); MOcaaa, Mpi3BHINE, iM's Ta
1o 6aTHKOBI TOTO, XTO JIa€ PO3MHCKY; KOMY JTA€ThCS PO3MHCKA; Y YOMY KOHKPETHO
JaHO PO3MHCKYy (0OOB'SI3KOBO CJII yKa3aTW TOYHE HAalMEHYBAaHHS MaTepialbHUX
IIHHOCTEH, MpEIMETIB, IHCTPYMEHTIB); Ha MIJCTaBl SKOTO PO3MOPSKEHHS a0o
JIOKYMEHTA OJIepKaHO I[IHHOCTI; JaTa i MiAMNKUC oJepKyBada I[IHHOCTEH.

['pyniu posmucok: odirmiiiHi (3a3HavarThes Mocaau ocid 1 mifcTaBa);
0coOHUCTI (7151 3M1MCHEHHSI TIEBHOI JIi1).

3pazox 1:

PO3IIMCKA

A, IBamenko Inna BacuniBHa, oxepkana Big KupunoBoi TersHu
IBaniBHM 70 (ciMaecsT) rpuBeHb. 3000B'I3yIOCh 110 CyMy MOBepHYTH 11

nmunHsa 2008 p.
JlaTa ITigmmc
3acBiTUCHHS: [Tigrmc
3paszok 2:

POS3ITNCKA

S, Bukimagau kadenpu ykpaiHcbkoi MoBM  [IpukapnaTchkoro
nepkaBHoro yHiBepcuteTy iM. B. Credanuka Tepemenko Mapis
CranicnaBiBHa, oJiepajia BijJ 3acTylHHKa JIeKaHa 3 HaBUYaJbHOI POOOTH
INaBpuntoka Muxonu IBanoBuua 10 xomm'torepiB «Ilomyk» amns podotu B
naboparopii.

I[NIACTABA: naka3 nexana (akyabTeTy clIOB'THCbKMX MOB Ne 14 Bin
01.02.2008.

10 mrororo 2008 p. [Tigmuc

3.6. IumyioMmaTu4HI J0KYMEHTH

JlunmomMaTUyH1 JOKYMEHTH € Pe3yJIbTaTOM JUIIOMATUYHOTO JIUCTYBaHHS.

JlanjioMaTu4He JIMCTYBAHHSA — CYKYIHICTh PI3HOTO poay OQILiiHOi
KOPECIOH/IHIIIT ¥ JOKyMEHTaIlll AUIIOMATHYHOTO XapakTepy, 3a JIOTOMOTOI0
AKO1 31MCHIOIOTHCS BITHOCMHU MDK JEp)KaBaMU, € OIHIEI0 3 OCHOBHHUX (opMm
30BHINTHBOMOITUYHOL ¥ IUTVIOMATUYHOI JISITBHOCTI JIEPKABH.

Cninkysanusi MIX Jiep:KaBaMU B MUCbMOBIM GoOpMi 30iticHIOEMbCSL BI0 IMEHi
TJIaBU JIepKaBu, YpsIy, BIJIOMCTBA 3aKOPJAOHHUX CHPaB, PI3HUX JEP>KaBHUX 1
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IPOMAJISTHCBKUX YCTaHOB 1 oOpradizamiii a0o IHIIUX TOJIB, JUIJIOMATHYHUX
IPEICTaBHUITB 1 OKPEMUX TUILIOMATIB.

Buou nuninoMaTuyHOro JUCTYBaHHS:

1) mocnanHs;

2) Tenerpama,

3) nucr;

4) HOTHE TUCTYBaHHS;

5) nexnaparis;

6) 3asBa;

7) Bi103Ba;

8) odimiiine moBiOMIICHHS 1HQOPMAILIIITHOTO areHTCTBA.

Haifuacrime 3acTOCOBYIOTBCS: 8epOalibHA, 0ocooucma Homu, nam sSmHui
3aNUCKU, MEMOPAHOYMU, NPUBAMHI TUCU HANIBODIYINIHO20 XapaKkmepy.

BepOasbHa HOTa — HalMOWMpEHIMA 3apa3 JOKyMeHT. MiHicTepcTBa
3aKOpPJOHHUX CHpaB 1 TMOCOJBCTBA BEAYTh [UIJIOMATHYHE JIUCTYBaHHS B
OCHOBHOMY IIUIIXOM OOMIHY BepOaJlbHUMH HOTaMu. BepOasibHi HOTH
BUKOPHUCTOBYIOTh JJI PO3TJISAY W BHUPIIICHHS IMMPOKOTO KOJa MUTaHb. Y HUX
suxknaoaroms TOJITUYHI, EKOHOMIYHI, HAYKOBO-TE€XHIYHI Ta 1HIII TPOOIEMH, K
JIBOCTOPOHHBOTO, TaK 1 0araTocTOpoHHbOTO Miany. Horamu nooaroms 3anumu na
Bi3U, 006005mb 10 TIOCOJILCTBA 1H(POPMAIIiIO0 MPEACTABHUIIBKOTO XapakTepy (Mpo
OpraHizaififo Moi30K IUIUIOMATHYHOTO KOPIyCy IO KpaiHi, Mpo 3ampOoIIeHHS
JUTIIOMATIB Ha 3aX0JIM 3 HAroJ HaIllOHAJIIbHOTO CBATA KpaiHW, MPO €KCKYypcii Ha
MPOMUCIIOBI TIANPUEMCTBA M HAyKOBI 3akiaav) Tomo. BepbanbHy HOTY
CKJIQJIal0OTh B1Jl TPETHOi 0COOH, 11 TEKCT HE MIAMUCYIOTh.

OOOB’SI3KOBUM pekeizumom BepOaTbHOI HOTU € MPOTOKOJBHI (HOPMYJIH.
BepbanbHa HOTa MOYMHAETHCS 3 BHUCIOBIEHHS moBard. s Toro mo0 kparie
YSIBUTU BXKMBAHHS MPOTOKOJBHUX (POpMYII, y BepOalbHIA HOTI Tpeba po3pi3HITH
HOTH, 10 TOCWJIAIOTHCS HAa PIBHI ypsAly, HOTH MIHICTEPCTBA 3aKOPJAOHHUX IPaB 1
HOTHU MTOCOJIbCTBA.

VY eepbanvuiti momi ypsiny BUCIOBIECHHS TOBAarv ypsaIoBl-apecary, K
MpaBUIIO, BIJICYTHE.

[IpoTtokonbHa popMyna HOTH YpsAay HalyacTIIE MOYMHAETHCS TaK: «Ypsia
VYkpainu BBakae 3a HEOOXIJHE 3asgBUTH YpsAOBl1 (ITOBHA HA3Ba KPaiHU) TAKE.

[HOMI 11 MOYaTKOBa MPOTOKOJIBHA (POpMysIa MOXKE MICTUTH BKa3iBKY MPO
Te, 110 € MPEIMETOM PO3TISAY B IaH1i HOTI.

S0 HOTa € BIAMOBIIIO HA HOTY 1HIIOTO ypsy, TO Mo4YaTkoBa (hopmyna
HallyacTiiie OOMEXY€EThCS MIATBEPKEHHSIM (aKTy OTPUMAHHS HOTH, Ha SIKY
JIA€THCS BIAIIOBIIb.

CkazaHe BHILE MPO BIACYTHICTb y HOTI ypsAdy BHUCJIOBIICHHS TOBaru He
BUKJIIOYAE TOTO, IO Taka (opmyia Moke OyTH 1O Hei BBeJEHA, SKIIO I[OTO
notpedye 3micT HOTH. OfHaK, SIK MPaBUIIO, CJIOBA «3aCBIIYY€ CBOIO MOBary» i
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3aKJTIOYHUM KOMILTIMEHT B HOTaX Ypsy BIJCYTHI.

Homu Minicmepcmea 3axopoonnux cnpas Yxpainu ma YKpaiHcbKux
NOCOILCME 3d KOPOOHOM MICTSATh IIUPIN IPOTOKOJIBbHI (opmynu. Haituacrime
3YCTpIYalOThCA TaKl MPOTOKOJBHI (POpMyJM Ha IMOYaTKy HOTH MiHicTepcTBa
3aKOPJIOHHUX CIIPaB.

«Minicmepcmeo 3axkopOoHHUX chnpas YKpainu 3aceiouye ceow nosacy
Iloconbcmsy (nosna Hazea Kpainu) ma Mac yecmov 3as8UMU. »;

«Minicmepcmeo 3axkopOonHux cnpas Ykpainu 3aceiouye ceorw nosazy
Iloconvecmsy (nosna mazea Kpainu) ma y 38°sa3ky 3 Homoio Iloconvbcmea 6i0
(3a3Havaemovcsa 0ama) Mae yecms 3aa6Umu.: »;

«Minicmepcmeo 3akopooHHux cnpae YKpainu 3a OopyueHHAM Ypaoy
Ykpainu 3aaense: ».

OctanHs QopMyna MOXE€ BHUKOPHUCTOBYBAaTHCS Yy HOTaxX, IO MICTSITh
IPOTECT MPOTU HENPABOMIPHUX [1d, HANPHUKIAA, Y 3B’A3KYy 13 MOPYLIECHHAM
MOBITPSHOTO MPOCTOPY a00 THIIMMU THUUAEHTAMU POBOKALIIITHOTO XapakTepy.

Y nomax i3 6i306ux numanb CKIAIUCh TaKl IPOTOKOJIbHI (POPMYIIH:

«Minicmepcmeo 3akopOoHnux cnpas Ykpainu 3aceiouye ceoro nosacy
Iloconvemsy (nHazea kpainu) i Mae wecmov npocumu He 8i0OMOSUMU 8 JIH0O SIZ3HOCHI
suoamu 8 i3Hi ma 6ui3Hi 8i3u (0aui nepenik ocio, Ha AKUX 3aNUMYIOmMsbCs 6i3U)»

3aKI0YHUN KOMIUTIMEHT y HOTaX 3 BI30BUX IUTaHb HA0yBa€ Takol (POPMH:

Minicmepcmeo  3a30aneziob  eucnognioc  noodsky  Iloconbcmey  3a
3a0080.1€HHSL Y6020 NPOXAHHLY.

Homu noconbcmea B OUIBIIOCTI BUMAJKIB 3aKIHUYIOTHCA 3aKIFOUHUM
KOMILJIIMEHTOM Ha 3pa3ok: «lloconvemeo Ykpainu kopucmyemvcs yiero Ha2o0oro,
w00 3108y 3acsiouumu ceoto nosazy Minicmepcmaey 3aKOpOOHHUX CNPaAs...».

Ogpopmnenus.:

BepOanbHa HOTa JpykyeThcs Ha OnaHky. Ha HOTI cTaBUThCS TeyaTka
MiHicTepcTBa 3aKOpPAOHHUX cIlpaB a00 IMocoyibcTBa. BepOaibHa HOTAa He
nianucyetbes. [ TeKCTOM HOTH 3a3HavYaeThCsl MICIIE M 1aTa BiIMPABJICHHS HOTH.
VY 51iBOMY BEPXHbOMY KYTI 1]l BATUCHEHUM TepOOM CTaBUTHCS BUXIAHUI HOMED.
AJpeca 3a3HadaeTbCcd B HIKHBOMY JIBOMY KyTi MEpPIIOl CTOPIHKH TEKCTY
BepOaJIbHOI HOTH.

3paszok:
MiHicTepCcTBO 3aKOPIOHHHMX CIIPaB Y KPaiHU
Ne 3/1 IIp

MiHiCTepCTBO 3aKOPJOHHUX CIpaB YKpaiHW 3acBiUye CBOIO TIOBary
[ToconsctBy PecnyOmiku Ilonpima i y BiamoBige Ha Horo HoTy Ne 0107 Bix
2 Oepesns 2006 poky Mae YeCTh MOBIIOMHUTH, IO YKPAiHChKI KOMIIETEHTHI
OpraHd HE MAalOTh 3allepeueHb MPOTH NPU3HAUYEHHS TeHepan-Maiopa asiamii
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(mpi3BuIIE) BIMCHKOBUM Ta BIHCHKOBO-TIOBITPSAHUM atamie mnpu IloconbCcTBi
PecnyOmiku [onbii B YkpaiHi.

MiHICTEpCTBO KOPUCTYEThCSA HArojow, abw 1me pa3 3acBIUYUTH
[ToconbcTBY cBOtO BUCOKY [loBary.

Kwuis, 2 6epe3ns 2006 poxy

IToconwscTBy PecnyGiiku Ilonbia

M. Kuis

ITam’siTHA 3amUCKa — JOKYMEHT, IO SIK MPABUJIO, IEPEAAETHCA OCOOUCTO.
VY nuniaoMaTtuyHi MpakTUIl MaroTh Miclle JBa BUAM IaM’SITHUX 3allMCOK:
nepeiaHi 0COOMCTO Ta HaAICIaH1 Kyp EpOM.

Mera nepenayi nam’sITHOI 3alMCKX — MOJIETIIMTH MOAAJIbIIE MPOCYBaHHS
CIpPaBU Ta 3aM00IrTH MOKJIMBOCTI HEMPABUIBHOIO TIyMayeHHs a00 pO3yMIHHSA
Oeciu ab0 YCHOI 3asiBH.

[laM’siTHY 3anmucKy APYyKYIOTh Ha namepl Oe3 repba. Aapecy ¥ BUXIIHHMA
HOMEp HE BKa3ylOTbh, 3a3HAYAIOTh JIMIIE Micle (MICTO) 1 mary BpydeHHs. Han
TEKCTOM 3alMCKU BEJIUKUMH JIITEpaMu JApPYKyIoTh 3aroioBok «I[TAM’ATHA
3AIINUCKA». [lokymeHT ckiagaloTh B 0e30co00Bil  Qopmi, 06e3 dopmyn
BBIWIMBOCTI, 13 BXKHUBAHHSAM BHUPA3IB. «NOBIOOMIAEMBCAY, «O0B0OUMbBCS
KOHCMAamy8amuy, «nopyutyemuvcs npoXanHs (K10nOmanHs)».

[lam’siTHa 3amucka, mepeAaHa 3 Kyp'epoMm, TOOTO SIK CAaMOCTIMHMIA
JOKYMEHT, Maibke He BIAPIZHSAEThCA 3a (PopMOIO BiJ BepOanbHOI HOTH. Bona
CKJIQJIa€ThCsI B1Jl TPETHOI 0COOM, 1110 MICTUTh BUCJIOBJICHHS TTOBaru i KOMILTIMEHT.
Taka mam’sTHa 3amKcKa JIPYKYe€TbCS HAa HOTHOMY OJaHKy, Ma€ HOMEp, Ha HId
3a3HAYa€ThCs Jara W Micie BianpaiieHHs. [ledaTka He cTaBUThCA U ajgpeca He
BKa3yeThbcs. 3BepXy ApyKyerbes Hanuce «[TAM’STHA 3AITNCKA».

Po3aia 4. OPTAHI3ALIA POBOTHU 3 JOKYMEHTAMU
B CYHACHHUX CJOYXBAX AIJIOBOJACTBA

4.1. Oprani3zaiisi JOKyMeHT000IIy B Cy4aCHHUX CJIyxk0ax JiJ10BOACTBA:
MOHSATTS, MNPUHLMIIKA il OCHOBHI eTanu

Y KOXHIM yCTaHOBI, OpraHi3allii, Ha MiMIPUEMCTBI JIOKYMEHTH 3HAXOIAThCS
B TOCTiiHOMY 00iry. Yce [mokyMeHTajdbHe O(OpPMIICHHS yIpaBIiHHS W
JIOKyMEHTOOOIT 3 METOI WOro peamizailii 3IIHCHIOETHCS dYepe3 iJI0BOJICTBO.
OCHOBHUMMU 3aBIAaHHSIMU, K€ BUCYBA€ CYyCHUIBCTBO MEPE]] CyYaCHUMH CITYKOaMH
JIJIOBOJICTBA, € BCTAHOBIIEHHS €IWHOTO TOPSJIKY pPOOOTH 3 JIOKYMEHTaMH B
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YCTaHOBI, JOKyMEHTaIliliHe 3a0e3MeYeHHs] Ha OCHOBI BHUKOPUCTAHHS Cy4acHOI
TEXHIKH, aBTOMATH30BAaHOI TEXHOJOTli poOOTH 3 JOKYMEHTaMH 1 CKOpPOYEHHS
KUTBKOCTI IOKYMEHTIB. TOMYy HalBa)KJIUBIIIMM 3aBIAaHHAM ISl CYy4acHUX CIYKO
JIJIOBOJICTBA TIOCTA€ ONTUMAJIbHE 31HCHEHHS JIOKYMEHTOOOITY B TpaJUIlITHOMY
W €JIEKTPOHHOMY BHUTJIS/II.

I[OKyMeHTooﬁlr — PyX JOKYMEHTIB B OpraHizaiii 3 MOMEHTY iX CTBOpECHHS
abo OZIepIKAHHs 1 0 3aBeplIeHHS BUKOHAHHS abo BigmpasieHHs. Lle pyx
JOKYMEHTa Bil cy0'ekTa 10 00'ekTa yHpaBliHHSA 1 HaBOAKd, PyX AOKyMEHTa
BCcepeanHi 00'€KTa YIpaBiHHSA 3 METOIO MOTO0 BHKOHAHHS a00 BCTAaHOBIJICHHS
B3a€MO3B’SI3KY.

B ymoBax iH(popmaTH3allii CycHiIbcTBa Ha 3aKOHOJaBYOMY PiBHI BU3ZHAYEHO
i TIOHATTS €JEeKTPOHHHH JOKYMEHTO0O00Ir (00ir eJeKTPOHHHX TOKYMEHTIB) —
CYKYIIHICTh TPOIIECIB CTBOPEHHS, OOpOOJEHHS, BIANpABICHHS, Mepe/laBaHHS,
oJlep>KaHHs, 30epiraHHs, BUKOPUCTAHHS W 3HUIIECHHS €EKTPOHHUX JIOKYMEHTIB,
Kl BUKOHYIOTBCA 13 3aCTOCYBaHHSM TIEPEeBIPKA IIUIICHOCTI # y pasi
HEOOX1THOCTI — 3 MiITBEPHKEHHAM (DaKTy OJIepKaHHS TaKUX JOKYMEHTIB.

OcHOBy mpaBWIBHOI oOpraHizaiii 00iry JOKYMEHTIB CTaHOBUTH 4YITKE
po3MexyBaHHs (PyHKII 1 000B’A3KIB MK HpalliBHUKaMHu OignpueMmcTa. TouHe
3HAHHS 0OOB’A3KIB IIJIBUILYE BIJIMOBIIAJIBHICTh KOKHOTO CIIBPOOITHHKA, B TOU
K€ yac BUKJII0UYa€e qyOJIFOBaHHS OTepalliil mij 4ac poOOTH 3 JOKyMEHTaMH.

€IIMHUI TOPSAJIOK CKJIaJaHHs JOKYMEHTIB 1 OpraHi3aiito poOOTH 3 HUMHU Ha
H1JIPUEMCTBI perjJaMeHTy€e IHCTPYKIIA 3 IUTOBO/ICTBA.

OpraHizanis JOKyMEHTOOOITY IPYHTY€ETbCS HAa TAKUX MPUHIIANAX:

— pyX JOKYMEHTIB MOBMHEH MaTH MIHIMaJbHY KUIbKICTb MOBEpPHEHb Ha
MOTIEPEe/IHI eTallu;

— JIOKYMEHTH TOBHHHI CIIPSIMOBYBAaTHCh BUKOHABIISAM BIIIOBIIHO JIO IXHIX
000B’513K1B, 11100 YHUKHYTH JTyOJIFOBaHHSI OTlepalii.

OCHOBHMMHM  €TaraMM JIOKYMEHTOOOITY € Taki: pO3TJsi, TMOPSAOK
MIPOXOJ/PKEHHS JOKYMEHTIB B Oprasisailii, iX BUKOHaHHS, KOHTPOJIb BUKOHAHHS,
dbopMyBaHHS CHIpaB.

ETtanu 1okyMeHTOOOITY B OpraHi3ailii:

— 00poOJICHHST TOKYMEHTIB, SIKi HAJXOJATh B Opradizaiito (IpuiiMaHHs i
peecTpaitis);

— TonepeIHINA PO3IIIsA] JOKYMEHTIB KEPIBHUKOM,;

— oprasizaiisi paloHaJIbHOTO pyXy JOKYMEHTIB BCEpEIuHl Oprasizaili,
30KpeMa JIOBEACHHS JOKYMEHTIB 10 BHKOHABIIIB, KOHTPOJIb 3a iX BUKOHAHHSIM,
MPOXOJIPKEHHS Y3TrOJIXKEHHS U MIJIMKUCY MPOEKTIB JOKYMEHTIB;

— (opMyBaHHS CTIPaB;

— MTOTOBKA U TIepeaayda Crpas 70 apXiBy.

PosrnsineMo crieniniky OCHOBHUX €TarliB JOKYMEHTOOOITY.
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[lepBuHHe O0OpOOJEHHS BXIJHUX JOKYMEHTIB IIOJSITa€ B  TEPEBIPII
MPaBUJIBHOCTI JOCTAaBKU JHUCTIB. PO3KpUBaIOTHCS BC1 KOHBEPTH, 32 BUHSITKOM
0COOMCTOI KOpECIOHEHIIT (3 MOMITKOI «0co0ucTO»). KOHBEpPTH 3HUIITYIOTHCH,
KpIM THUX BUIAJKIB, KOJM JIMIIE 3 KOHBEPTA MOKHA BH3HAUUTH aJIpecy
BIJINIPaBHMKA, J1aTy BIANPABICHHS 1 ATy HAIXOKEHHS a00 KOJH Ha KOHBEPTI €
MOMITKa «KOH(DIIESHIIIITHOY, «TEPMIHOBOY.

[Tomepenniii po3risn  BXIAHMX JTOKYMEHTIB 3MIACHIOETBCS 3 METOIO
PO3MOiTy JOKYMEHTIB Ha Ti, 10 TOBUHHI PEECTPYBATHCS, i Ti, 110 peeCTparii He
NOTPEOYIOTh.

Peectpariis mokymeHTiB — e (ikcaris ¢akTy CTBOpeHHS abo onep)KaHHA
JIOKYMEHTIB 4epe3 MPHUCBOEHHS M MOPSAIKOBUX HOMEpPIB 1 3aIMUCy HEOOXI1THHX
BIIOMOCTEH, 1m0 MicTaTbcst B HuUX. CyTh ii mossirae y 3a0e3neudeHHi OOJIKY,
KOHTPOJIIO ¥ TOLIYKY AOKyMEHTIB. KOXHUI TOKYMEHT peecTpyeThCs JIMILE OUH
pa3: BXiHI — y J€Hb HAJXO/HKCHHS, @ BUX1AHI ¥ BHYTPIIIHI — Y J€Hb I1ITUCAHHS.
Ha noxymeHTax, 110 pEECTPYIOTBCS, MPOCTABISAETHCS PEKBI3UT “BIAMITKA MPO
HAJXOJDKEHHS’, 1aTa HaJIXOJDKEHHs, BXIJHUN HOMep JokyMmeHTa. “BigmiTka mpo
HAJXOJKEHHS” HE MPOCTABISETHCS HA JOJATKaxX J0 JTOKYMEHTIB, HA MIPOCHEKTax,
KaTajorax Ta iHIINX MaTepiaiax, o He PeECTPYIOTHCA.

OOOB’SI3KOBOMY PEECTPYBAHHIO MIJIATAIOTH JOKYMEHTH, IO HAAXOASATh
B1JI BUIIIUX OpraHizaiiii (yCTaHOB), 1 Ti, 1[0 HAJCUJIAIOTHCS IO BUILIIUX OpraHi3alilii
(ycTaHOB), BaXJIMBI BHYTpIIIHI JIOKYMEHTH (HaKa3W, pO3MOPSIIKECHHS,
MPOTOKOJIM, TOTIOBIIHI 3aMIMCKHU TOIIO), @ TAKOXK MPOMO3HUIIii, CKApru TPOMA/ISH.

He peectpyroThCsi MO3JO0pOBHI  JIUCTH, TMO3J0OPOBHI  TEJErpamu,
3anpolleHHs, 1Hdopmarllii 70 BioMa, TOKYMEHTH, [0 MPOXOJATh Yepe3 CIyK0y
JOKYMEHTYBaHHS ¥ MIJJAIOTbCS  OMEPAaTUBHOMY OOJIKY B  CHEHIAJbHUX
ormepaTuBHUX (opmax y rTamy3eBUX 1 (DYHKIIOHAIBHUX CTPYKTYPHHUX
MiIpO3aiIax: OyXranTepchKi JOKYMEHTH MEPBUHHOTO OOMIKY (iX peecTpyroTh Y
OyxranTepii), MOMICSYHI 1 IITOKBApTaJIbHI 3BITH IT1JIB1JIOMUYNX OpraHi3allii.

[Ticnst peectparlii HOKYMEHTH TEPENAOThCS Ha PO3MISA 1 MPUAHSTTS
pileHHs1 KepiBHUKY opranizaiiii. KepiBHuk opranizaiii mpu3Hayae BUKOHABII,
JIa€ YiTKI ¥ KOHKPETHI BKa31BKU I10JI0 BUKOHAHHS TOKYMEHTa, BU3HAYA€ peajbH1
CTPOKH Yy BUIJISIAI PE30JIoLii. 3 pe30JIoIi€l0 KepIBHUKA JOKYMEHT MEpPeaacThCs
BI/IMOBIJAIbHOMY BHUKOHABLIO TiJ] PO3IMUCKY B KypHaJIl BXIJHOI peecTparlii 3
MOCTaBJICHHSM JIaTH OTPUMAaHHS.

[Ticnss BUKOHAHHS POOOTH HA JOKYMEHTI MPOCTABISETHCSA BIAMITKA MPO
HOoro BUKOHAHHS U HAaMpaBJiCHHS JO CIpaBH, a JOKYMEHT IIiIIIUBAETHCS 0
CTIpaBH.

OOpoOneHHs BUXITHUX JOKYMEHTIB Iepen0avae Taki eTamm;

— CKJIQJJaHHs ¥ y3rO/KEHHS MPOEKTY TOKYMEHTA,

— TepeBipKa MPaBUIBLHOCTI 0(OPMIICHHS TPOCKTY TOKYMEHTA;
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— TIANACAHHS JOKYMEHTa KEpIBHUKOM (Y HEOOXITHHUX BHUMIAIKaX —
3aTBEPJIKEHHS);

— peecTparlisi JOKYMEHTa;

— BIJMNpAaBJICHHA JOKYMEHTA a/IpecaToBi;

— TIIIMBKA APYroro mpuMipHUKa (KOIii) JOKYMEHTA JI0 CIIPaBH.

[IpoeKkT BUXITHOTO AOKYMEHTAa CKJIAJA€ThCsl BUKOHABIIEM, MPABWIBHICTh
Horo odopMIieHHS TepeBIpS€TbCs, SK MPaBHIIO, CEKpeTapeM-pedepeHToM.
BuxigHi noKyMeHTH OQOpPMIIOIOTh Yy JIBOX €K3eMIUIspax, KpiM (akciB i
TenedoHorpam, 1O CKIAJAI0Th B OJHOMY ek3eMIunsipi. [liqrotoBneHuil mpoekT
BUX1JIHOTO JOKYMEHTA IMO/Ial0Th Ha MIANUC KePIBHUKY (PipMHU, KU MOKE BHECTH
3MIHM W JOTIOBHCHHS B JIOKYMEHT a00 TIOBEpPHYTH MHOr0 BHKOHABIIO Ha
JOOTPALIIOBAHHS.

[Ticns mignucy KEpiBHUKOM JBOX EK3EMIUIIPIB BUXIIHUA JTOKYMEHT
peecTpyeThest B «OKypHamii peecTpariii BUXITHUX JOKYMEHTIBY», € (IKCYIOTHCS
Takl JIaHi: 1HAEKC JOKYMEHTa, IO BKJIIOYAE 1 HOMEp CIpaBH; JaTa JTOKYMEHTA;
anapecar (KOPECHOHJEHT); KOPOTKHM 3MicT ab0 3arojoBOK; BIAMITKa Ipo
BUKOHAHHS; BHWKOHaBeIlb; mNpuMiTKa. Ilicima 1pOro BUXIAHI JTOKYMEHTH
KOHBEPTYIOTbCA U BIANPABIAIOThCA. Jpyruil eK3emIuisip BiJiCIaHOTO JIHCTa
MIIMBAIOTh Y CIIpaBy 3 JUCTyBaHHs. [l peecTpallii JOKYMEHTIB YCIX KaTeropii
(BX1IHMX, BUXIJHUX, BHYTPIIIHIX) BHUKOPUCTOBYIOTH PEECTPALIMHO-KOHTPOJIbHI
KapTKU a0 crellalibHi )KypHaJu.

MeToro KOHTPOIIO € 3a0€3MEUeHHS CBOE€YACHOTO 1 SIKICHOTO BHUKOHAHHS
JIOpy4yeHb, 3adikcoBaHMX y JOKyMmMeHTax. KOHTpoio migisraroth yci
3apeecTpoBaHi JOKyMeHTH. CTpOKM BHUKOHAHHS JTOKyMEHTa OOUYMCIIOIOTHCS B
KaJeHAapHUX [HAX 3 JaTH MiJMUCAHHS JOKyMEHTa abo 3 JaTh HaJXOIKEHHS.
Jlata BUKOHaHHSI BKa3ye€TbCsl B TEKCTI JOKyMEHTa a00 B pEe30iIoLli KepiBHUKA.
SIKII0 CTPOK BHUKOHAHHS JOKYMEHTa HE 3a3Hau€HO, HOTO Mae OyTH BHKOHAHO HE
OUTbIII HIK y MICSYHUM CTPOK. 3MiHAa CTPOKY BHKOHAHHS BCTAHOBIOETHCS
kepiBHUKOM. [licis BUKOHAHHS Ha JOKYMEHTI MPOCTAaBISETHCS OIIHKA, MIAITUC
ocobwm, IO MIATBEP/KYE BHKOHAHHS, Jara. BinmoBigaapbHUN BHUKOHABEIh HECE
MEPCOHANIbHY BIAMOBIJANBHICT, 3a TOBHOTY U BIpOTiAHICTH 1H(OpMaIi 3
BUKOHAHHS JOKyMeHTa. J[711 BAOCKOHAJIEHHSI POOOTH BUKOHABIII MOXYTh 3aBECTH
Manku IS BUKOHAHHSA JOKyMeHTIB «TepminoBo», «Ha migmuc», «Ha
BiIMpaBiieHHs» (200 11e BBECTH B IIPOrpaMy KOMIT FOTEPa).

CnpaBu (opmMyrOTbCSi B CTPYKTYPHHMX IMIJIpO3AlJIax oOpraHizamii, 3a II0
BIJIOBIJIAIOTh iXHI KEPIBHUKHU. Y HEBEJIMKUX OpraHi3alisxX yci CIpaBH MOXKYTb
30epiratucs IEHTPaIi30BaHO y cekpeTaps. Teopi€ro 1 MpakTUKOIO A1IOBOJICTBA i
apxiBHOi CHOpaBM BHJAUIEHO O3HAKU TPYNyBaHHS JOKYMEHTIB B IEpPBUHHI
KOMILJIEKCHU-CIIPAaBU: HOMIHAJbHA (32 HA3BOIO), MPEAMETHO-IUTAIbHA (32 IEBHUM
NUTaHHSM), AaBTOpChbKa (3a aBTOPOM), KOPECIOHACHTChbKA (32 TEBHUM
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KOPECIIOHJICHTOM), reorpadiyHa (3a TepUTOpiaIbHOI0 O3HAKOI0), XPOHOJIOTIYHA
(3a gacom), ekcniepTHa (OCKUIBKH JOKYMEHTH 3 IMOCTIMHUM TEPMiHOM 30epiraHHs
(6ipmre 10 pokiB) 1 TUMYacoBUM (J10 10 poKiB) HE MOXKYTh I'PYITyBaTHCS B OJIHY
CIIpaBy).

[lopsmox ¢opmMyBaHHS JOKYMEHTIB y CIpaBU BHU3HAYa€ HOMEHKJIATypa
CIpaB — CUCTEeMAaTU30BAHMN TeEpeiK HaliMEHyBaHb CIIpaB, LI0 3aBOASTHCS B
Cy0’€KTi, 3 BU3HAUCHHSM TEPMIHIB iX 30epirants, opOopMICHUN B yCTAHOBICHOMY
nopsaky. Homenkiatypa cripaB OyBae TppOX BHJIB: KOHKpPETHA (HOMEHKJIATypa
cupaB cy0’ekTa), 3pa3koBa U TUNOBa. BuUMOrm 10 HOMEHKJIATypu CIpaB
BUKJIQJICHO B OCHOBHUX HOPMAaTHBHHUX JOKYMEHTAaX 3 OpraHi3aiii JiJIOBOACTBa
apxiBuoi copasu: JCI3Y i «3aranpHux mpaBuiax poOOTH BIIOMYHUX apXiBiBY.
3riIHO 3 IIUMU JOKYMEHTaMH B CIpaBl MariTh MICTHUTHUCS TUIBKH BHUKOHaH1
JOKYMEHTH BIJIIIOBIAHO JI0 3ar0JIOBKA CIPaBU; yCi JOKYMEHTH 111010 PO3B’SI3aHHS
OJHOTO MMTAHHA; JOKYMEHTH OJIHOTO KaJleHAApHOIO POKY, 3a BHUHATKOM
NEPEXIAHUX CIPaB; OKPEMO JOKYMEHTU IOCTIHHOTO 30€piraHHs W THUMYacOBHUX
CTpOKiB 30epiranHs Ta 1iH. JIOKYyMEHTH 3aHOCATHCSI B CIpaBy B OJHOMY
eK3eMIULsIpi. UepHETKH i1 YMCIIeHH] KOITi1, 32 BUHSATKOM YEPHETKOBHX 1 TyOJIETHUX
€K3EMIUISIPIB 0COOJMBO BaXXJIMBHX JOKYMEHTIB, O CIpPaBU HE MIAINIMBAIOTHCS.
Komii migmuBaiTbcsi B TOMY BHMNAJAKY, SIKIIO HA HUX € BI3M, PE3OJIIOLIT ¥ 1HII
HOTATKH, IO JOMOBHIOIOTH JaHl mepuioro ek3zemmuisipa. OOcsar copaBu He
noBuHeH nepeBunryBatd 250 apkymiB  (ToBmmHO 30—40 wmwm). ko
JIOKYMEHTIB BUABIAE€TbCS Ouabie, TO (OpMylOTh HOBI TomHu. CrpaBu
30epiraroThes 3a MiciieM GopMyBaHHS 10 Tiepeaadi iX 10 apXiBy cy0’ekTa.

[linroToBKa cmpaB Jyuis 37a4l 10 apXiBy CyO’€KTa IJisg iX HACTYIHOTO
30epiraHHsl ¥ BUKOPHUCTAHHS — 3aBEepUIATbHUI eTam poOOTH 3 JOKYMEHTaMHU B
MOTOYHOMY JAUIOBOACTBI. [liAroToBKa crmpaB 1 mepenaya iX 10 apxiBy BKIIOYAE:
MPOBENICHHS eKCIEPTU3UW HAYKOBOI W MPAKTUYHOI IIHHOCTI JOKYMEHTIB,
opopMJICHHSI ClpaB, CKJIaJaHHS OMNUCIB HA CIOpPaBU 3 TOCTIMHUMU W
JIOBrOTPUBAJIMMHU TepMiHAMU 30epiraHHsa. BoHa 3miMCHIOETHCS BIAMOBIAHO 10
paBuJl, 3aTBepKEHUX [[eprkaBHOIO apXIBHOIO CITY>KO0010 YKpaiHU.

ExcnepTrsa HIHHOCTI JOKYMEHTIB TOYUHAETHCA B MOTOYHOMY J1JIOBOJCTBI U
3aKIHYY€ThCA B JE€P>KABHOMY apXiBi i CKIIAA€eThCA 3 TPhOX eTariB. [lepimii eTan
3MIACHIOETBCS TMiJ Yac CKJIaJaHHA HOMEHKIATypH CHpaB, KOJM TOMEPEIHBO
BU3HAYAIOTHCA TEPMIHM 30€piraHHs JOKYMEHTIB. [lpyruii eram ekcrnepTusu
MPOBOAUTLCA TPH MIJATOTOBIN JTOKYMEHTIB MJi 3/1aul iX B apxiB Cy0’€KkTa, a
TpeTii — Mpu nepenadl ix Ha NOCTiMHE 30epiraHHs 3 apXiBy YCTAHOBU JI0
JIEP>KaBHOTO ApPXIBY.

VY mporeci eKCrepTH3u LIHHOCTI JOKYMEHTIB BUIUISIIOTHCS YOTUPH TPYIU
CIpaB:

— TMOCTIHHOTO 30epiraHHs, M0 MIUITAI0Th Y TOJANBIIOMY Tepenadi 10
JIEP’KaBHOTO apXiBY;
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— TpUBAJIOTO 30epiraHHs B apXiBi cy0'ekta (Ou1biIe 10 pokiB);

— TUMUacoBoro 30epiranus (10 10 pokis);

— Taki, IO MHISTaloTh 3HUINCHHIO Yy 3B’SI3Ky 13 3aKIHUYCHHSM TEPMIiHIB
30epiraHHs.

Ha copaBu i3 3akiHUeHMMH TepMiHaMH 30epiraHHs, sKi BiglOpaHO Ui
3HUIICHHS, CKJIAJal0Th BIIMOBIAHMM akT. BusHauuBIIM TepMiHU 30epiraHHs
JIOKYMEHTIB, CIIPaBH 13 MOCTIMHUMHU W JOBFOCTPOKOBHMH TE€pMiHAMH 30€piraHHs
TOTYIOTh Ui 30epiraHHs B apXiBl. ApXiBHHI muU}p crpaBu oPOPMIIOETHCS, SIK
IpaBuIIO, B apXiBi cy0’ekTa. Bin mictuth HOMepu GoHIY, onucy i crpaBu. Omnuc
€ OCHOBHUM OOJIIKOBHM 1 JIOBIJKOBUM IOCIOHMKOM Yy JAUIOBOJICTBI M apXiBHii
CIIpaBi; 11e apXiBHUH JOBIAHUK, IO MICTUTh CUCTEMATU30BAHUN MEPETIK OJUHUITH
30epiraHHs, a TaKoXX MPU3HAUYCHUH TS iX 00Ky M 3aKpIIJIEHHS] CHCTeMaTH3aIlii.
Ha cnipaBu nocrtifiHoro 30€piraHHs, CripaBu 3 TepMiHaMH 30epiranns ouibiie 10
POKIB 1 CIIpaBU 3 OCOOOBOTO CKJIaTy OIUCH CKJIAJAI0ThCSI OKpeMO. Y BEJIMKHX
OpraHi3allisix OMUCHU CKJIAJAI0ThCsl HA CIPABH KOKHOT'O CTPYKTYPHOT'O MiJIPO3JLITY
OKpEMO, y HEBEJIMKMX — CKJIAJaloThCs 3arajpHi onucu. Ha ocHOBI omnucis
CTPYKTYPHHUX TMIIPO3AUIIB BIAOMYUN apXiB CKJIQJa€ PO3JAUIA 3BEICHOTO OMHCY
CIpaB OpraHizailii, Micjisl 4oro BIAOMYMI apXiB MEpeNae CIpaBH 10 AEP>KaBHOIO
apXxiBy 3T1HO 3 MMPAaBUJIAMHU.

4.2. ABTOMaTH3allisl JOKYMEHT000Iry B Cy4acHUX CJIy:k0ax IiJIoBOCTBa

Y AOCKOHANEHHS CYYacHOTO [iJOBOACTBA TOB’A3aHO 3 BIPOBAKEHHIM
1H(pOpMAaIIHUX TEXHOJOTIH.

Komm’rorepu3zariis 1i0BoACTBA 3a0e3euye Oe3nanepoBuil TOKyMEHTOOO0IT
1 3HAYHE CKOPOUEHHS B OINEpPaTUBHIA yMOPABIIHCHKIA POOOTI KUIBKOCTI
TpaJMIIIHUX TOKYMEHTIB. AJie TIpU IIbOMY MOBUHHI 30€piratucs HalBa)JIUBIII
YIPaBIIHCHKI JOKYMEHTH Ha TarepoBiii OCHOBI (Haka3u, IJIaHU, 3BITH TOIIO), 110
MaloTh IOPUIUYHE I ICTOPUYHE 3HAYCHHS Ta MOTPEOYIOTh MOCTIMHOTO 30epiraHHs
B JICpP’)KaBHUX apXiBax.

ABTOMaTH3aIlis JIJIOBOACTBA po3noyanacs e 3 cepeanau 1960-x poxis,
KOJIM pO3pOOJISUTUCH 1 BIPOBAIKYBAIUCH OpPTaHi3alliiiHi aBTOMaTHU30BaH1 CUCTEMHU
VOPaBMIHHA, A0 (YHKUIOHATBHUX MIACUCTEM SKUX BXOJWJIU  JIOKaJbHI
iH(dopMaIliiiHl  MIJICUCTEMU:  «ABTOMATH30BAaHUM  KOHTPOJIb  BUKOHAHHSA
nokyMeHTiB», «Kampu», «OOmiK 1 KOHTPOJIb 3a BUKOHAHHSM 3BEPHEHBb
IrpOMaJISIHY, «ABTOMATH30BaHA PEECTpallisi KOPECIOHICHIII1». AJle OCKUIBKA BOHU
aBTOMATU3YBaJIM JIMILIE OKPEMI Ofepallii y AUIOBOACTBI U MpaloBaiud napaneabHo
ICHYIOUIM  py4HIH  CHCTEMI  OIpalllOBaHHS  JOKYMEHTIB,  TpaaullliHUMI
JIOKYMEHTOOOIT TIJIbKU YCKJIaTHIOBABCS 1 301JIbLITYBaBCS.

Bunuknennst Ha nodyarky 1980-x pokiB cyyacHux tumnisB EOM BuzHaumiio
HOBHMI eTam Yy pO3BUTKY aBTOMAaTH3allii IUJIOBOJACTBA, WLIO0 TMOB’SI3aHO 31
CTBOPEHHSIM THTErPOBAHUX J11aJIOTOBUX aBTOMATU30BaHUX CUCTEM
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JOKYMEHTAIIIHHOTO 3a0e3MeuyeHHsT YIpaBiHHs, $SKI OOYMOBWIM TepexXia Bif
JIOKaJIbHOI aBTOMATHU3allli OKPEMHUX JIJIOBOJIHUX ONEpaliii g0 aBTOMaTH3allil
BCbOI'O KOMILJIEKCY OIlepaiiid 3 OINpalloBaHHS YNPaBIIHCHKUX JOKYMEHTIB:
peectpariii (00J11Ky) TOKYMEHTIB, JI0BIIKOBO1, KOHTPOJBHOI ¥ MOIITYKOBO1 pOOOTH,
30epekeHHsT BIAMOBIAHOI 1H(pOpMAIl B MpoIleci CTBOPEHHS JOKYMEHTIB Ta iH.
CyuacHl TepCrneKTHBH aBTOMATH30BAHOTO iH(OpMaliifHOro 3abe3nedeHHs
YIPaBIHCHKOI Chepu MisUTbHOCTI 0a3yI0ThCs came Ha Iiil OCHOBI.

JliaoroBi aBTOMATU30BaHI CHCTEMHU JOKYMEHTAIIHHOTO 3a0e3MeyeHHs
ynpasmiaHa (ACI3Y) cTBOprOIOTECSI B 0araThOX YCTaHOBax (HAMPHUKIIA,
aBTOMAaTHU30BaHa cucTema OTIpAIfIOBAaHHS OprasizaliitHo-po3nopsAunX
JIOKYMEHTIB Ta iH.). PoboTa cucteMu BeIeThCs y PEKUMI JIOAMHO-MAIIMHHOTO
(3anmUTaHHA-BIAMNOBIAL) CIUIKYBaHHS, IO JIO3BOJISIE JICIEHTPAIi30BaHO 32
JIOTIOMOTOI0  TUCIUIEs] BHMKOHYBaTH IIUJIbOBE OIpallOBaHHSA JaHUX Ta iX
BIJIHOBJICHHSI 0€3IMOCEpe/IHbO Ha poOOYOMY MICIl KOpUCTyBada B OyAb-sSKHiA
3pydHHi JJIs HROTO 4Yac. KpiMm 1bOro, yBeIeHHs BHXIJHOI MacoBoi iH(popMalii
MOKE€ 3IIMCHIOBATUCS IIEHTPAII30BaHO 3 NEPBUHHUX JIOKYMEHTIB, a yCs
1H(popMallis, 10 BBOAUTHCS, BIIpa3y K CTA€ JOCTYNHOIO KOPUCTYBauyaM CUCTEMHU.
VYHacniiok 1bpOro BiAMaAa€e HEOOXIJHICTh Y CTBOPEHHI 3HAYHOI KIJIBKOCTI
CHEl1aTi30BaHUX BXIJHUX, MPOMDKHUX 1 BHUXIJHUX JTOKYMEHTIB Ha MamnepoBii
OCHOBI, 110 3HAYHO CKOPOYYE i CIPOIILYE JOKYMEHTOOOIT.

Crpykrypa ACJI3Y nependayae HasIBHICTh CAaMOCTIMHHMX TEXHOJIOTTYHUX
OoKiB: OJIoKa omparroBaHHs iHPopMaiii (peectparis iHGopMarlii mpo oaepxkaHi,
BIJIIPABJIEHI JOKYMEHTH BHYTPIIIHBOTO OOITy, KOHTPOJIb 3a BUKOHAHHAM
JOKYMEHTIB 1 JOpy4YeHb, (QOpMyBaHHS TPyl [OKYMEHTIB [JIsl CKJIaJaHHS
HOMEHKJIATYpH CIpaB, MIArOTOBKM ¥ 31a4i chopaB B apxiB Ta iH.), Oioka
aBTOMATU30BaHOI MIATOTOBKU JOKYMEHTIB ((hopMyBaHHsS OaHKY JaHHX TUIIOBUX
TEKCTIB IOKyMEHTIB, TEKCTOBUX 3Pa3KiB, CIIMCKIB aJIpecariB, NMPi3BUILl KEPIBHUKIB,
Kl TANUCYIOTH PI3HI BHUIM JOKYMEHTIB Ta 1H.), OJoka TNpaBOBOTrO M
1H(popMaIiiHOTO 3a0e3MeUeHHs YIPABIHCHKUX pilleHb ((hOopMyBaHHS, MOMIYK 1
BEJICHHS aKTyaJbHOI 3arajibHOl 1 CremiaIbHOI TPaBOBOi, HOPMATUBHOI, HAYKOBO-
TEXHIYHOI ¥ 1HWoOi 1H(opmamii, a Takox 30epiraHHs HaWBaKIMBILIUX
OpraHizauifHO-pO3NOPAIUNX, IHCTPYKTUBHUX, METOJAMYHUX JOKYMEHTIB Ta 1H.).
KonkpeTtHi BapianTu, 1mo po3pooisitorbest ACJI3Y, BiApi3HAIOTHCS OJIWH Bij
OJTHOTO CTPYKTYpOIO OJOKIB 1 BHAaMH JOKYMEHTIB, IO OMpPAIbOBYIOTHCS B
CHCTEMI YIpaBIiHHS.

CyyacHUl PHUHOK CHUCTEM aBTOMAaTH3allli JIJIOBOACTBA U E€JIEKTPOHHOIO
JIOKYMEHTOOOITY BIJIPI3HIEThCS TUBEpCU(]IKALII€0 KOMIT IOTEPHUX MPOrpam, SKi
BPaxoBYIOTh Clieln(iKy BEJACHHs BITYU3HAHOTO JIJIOBOJACTBA, CEpel SIKUX € TaKi:
«doxIIpod», «InterDocy», «eDocLib 2.0», «/limo», «Atmac JJOK», «€EBDOPAT-
JlokymeHTOO0Ir» Ta 1H. Yci mporpamMud COPSIMOBAHO Ha  ONTHMI3AIIIO
JIOKYMEHTOOOITY B Cy4yaCHHUX CIIy’k0ax JiJIOBOJCTBA.
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Tak, cuctema «JlokIIpod» yxe QyHKIIOHY€E B 6araTb0X yCTaHOBaX KpaiHM.
[i mpusHaueHo s aBTOMaTM3alii MPOLECIB MINOBOACTBA B JEPKABHUX
yCTaHOBaX OYJb-IKOTO PIiBHS, BOHA Ja€ MOXIJIMBICTb 00’€HATH PO3pi3HEHI
IOTOKU JTOKYMEHTIB TEPUTOPIAJIBHO BIJOKPEMJIEHUX YCTAaHOB B €JIUHY CUCTEMY.
PobGota migmpueMcTB MiATPUMYEThCS B pexumax On- i Off-line. Cucrema
3a0e3nevyye THyYKe YOPaBIiHHSA JOKYMEHTaMH 3a JOMOMOTOI0 SIK BHU3HAYCHHS
JUHAMIYHAX MapIIpyTiB BIANpalbOBYBaHHS JOKYMEHTIB, TaK 1 BUIBHOTO
po3cunanus. lle mae MOXIHMBICTH HAJIaroAWTH 1i MiJ BXKE ICHYIOUY TEXHOJOTIIO
po0OTH 3 TOKyMEHTaMHU 1 CKOPOTUTH 4Yac ynpoBamkeHHs. Cucrema «JlokIIpod»
CKJIaIa€ThCS 3 TPHOX (DYHKI[IOHATBHUX MIICUCTEM: CTPYKTYpH, JOMYCKY, KIII€HTA.
[Tincucrema «CTpykTypa» Ja€ MOXIHUBICTH IEHTPATI30BaHO  YHIPABISATH
CUCTEMOIO B IIJIOMY 3aBSKH MOXJIMBOCTSIM I110J0 BCTAHOBJIEHHS OpTaHi3alliiiHo-
MITaTHOI CTPYKTYPH, MOPSAKY B3a€MOJIT i JTOTIYHOTO PO3MIILIEHHS TAPO3JILIIB Y
CUCTEMi, BEICHHIO LIEHTPAJI30BAHOIO CIHCKY KOPHUCTYBadiB  CHUCTEMH.
[Tlincucrema «J/lomyck» € BIANOBIZAIBHOIO 3a YHPaBIiHHS JIOKAJbHUMH
nigpo3auviaMu. Y Hilt GOpMYEThCS PEECTP KYPHATIB 1 JOKYMEHTIB, XapaKTepHUX
JUISL TaHOTO MIAPO3JUTY, PO3MEXKYIOThCS INpaBuia B3a€MOJIl MOCAJOBUX OCIO 1
MOPSAZOK JIOMYCKYy A0 >KypHanmiB 1 gokyMeHTiB. Iligcucrema «Kimient» nae
MOJKJIMBICTh OPraHi30BYBaTH pPOOOTY KOPUCTYBadiB Yy CHUCTEMI BIATOBIIHO [0
3aJJaHUX MTPaBUIL.

Cucrema «loklIIpod» 3a0e3nedye Taki eranu opraHizailii JOKyMEHTOOOITY:

— CKJIaJaHHs 3aBIaHHS Ha PO3pOOJICHHS MPOEKTY JOKYMEHTA,;

— PO3pOOJIEHHS IPOEKTY TOKYMEHTA;

— pOo3poOJIEHHSI CUCTEMU pPeeCTpallli JOKyMEHTIB;

— 30epiraHHs JOKYMEHTIB y JKypHaJll peecTpallii;

— BHKOHAHHS ¥ KOHTPOJIb BUKOHAHHS JTOKYMEHTIB;

— CHHCaHHS 3 MOJATBITNM 30€PEKEHHSIM Y CITPaBI.

[HII0I0 PO3MOBCIOKEHOI0 CHUCTEMOIO E€JIEKTPOHHOTO JOKYMEHTO0OIry €
cucrema «InterDoc», moO € aBTOMaTUYHOIO KOMII IOTEPHOIO TEXHOJIOTIE0
peecTpalii i MOHITOPUHTY BX1IHMX 1 BUXITHUX JIOKYMEHTIB, SKa 3J1HCHIOE:

— 3a0e3MeyeHHs1 E€JEKTPOHHOrO0 OO0JIIKY BHKOHABUYOl MAISUIBHOCTI i
JIOKYMEHTOO00ITY;

— BHUKOHAHHS CTaTUCTUYHOTO OOPOOJIEHHS HAKOMMYYBaHOi 1HpOopMallii;

— MATPUMKY TEXHOJOrli KIlEHT—cepBep y cepenoBumli Microsoft
Windows;

— PpO3MOAUICHHS NOCTYMY KOPUCTYBaYiB 3 IpaBaMU aIMIHICTPyBaHHS;

— MIATPUMAHHA OAHOYACHOI poO6oTH He MeHII Hik 500 KopucTyBayiB;

— po3MUpeHuit momyk iHdopmartii;

— 1iHTerparito 3 renedonom, [HTEpHET Ta EIEKTPOHHOIO MOIITOIO;

— THYYKY CHUCTEMY I'€Hepallii CTATUCTUYHOI 1 3BITHOI IOKYyMEHTAIIli;
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— CHCTEeMY apXiByBaHHS, BITHOBJIIOBAHHS i pe3epBHOIO KOIMIIOBAHHS.

CrpykTypa 6a3u BXiIHMX JOKYMEHTIB J1a€ MOKJIUBICTb ITPOBOJIUTH PO3IIHC
JIOKYMEHTIB BUKOHABISIMU PI3HUX MiJIPO3JALUIIB, MPOBOJUTH KOHTPOJb 32 CTAHOM
BUKOHAHHS JOKYMEHTIB. YOymoBaHuii penakrop 3BiTiB InterReport nae
MOJKJIMBICTh CTBOPIOBATHM M MIAKIIOYATH OYIb-sKI 3BITHM 0€3 MepeKOMMIUIALIL
porpaMHOro 3a0e3MedeHHs. Y CHUCTEMI € MOKJIMBICTh apXiBarii JaHUX Tij] Jac
poOOTH KOpPHUCTYBadiB, a TaKOX CTBOPEHHS IIA0JIOHIB TpaB IJisl IIBUAKOTO
3aCTOCYBaHHS TPUBIIEIB JO HOBOTO KOpUCTyBadya mporpamu. llporpamne
3a0€3IeUeHHs] OCHAIICHO I1HCTPYMEHTapieEM JiJIsg BIATBOPEHHS JaHUX Yy pasi
npoOieM 3 OmepalifHUMU CcUCTeMaMH a00 TEpPEepUBAHHS EHEPronOoCTaYaHHS
koM ’toTepiB. [lporpamune 3abe3reueHHs Mae€ YKpaiHCbKUM  1HTepdeiic,
3pO3YMUIMM  JUIsi  KOpUCTYyBadiB, 1 3a0e3medyye CeaHCHICTh poboTu #
OaraTopiBHEBICTh JOCTYITY KOPUCTYBayiB /10 iHGOpMAIIii i CUCTEMH B3araJii.

VYci  3a3HayeHi W pO3MJISHYTI  BUINE MpPOTpaMy  COPSIMOBaHI  Ha
aBTOMATHU3allil0 POOIT 3 JOKYMEHTaMH BIIMOBIJHO SK JI0 BUMOT TPAJULIMHOTO
JUJIOBOJCTBA, TaK 1 JO CY4YaCHUX TEHJACHIN yHOpPaBIIHHSI 3a pI3HUMU
TEXHOJIOTISIMU, Hampukian 3a texaonoriero Workflow y mporpami «€EBDPAT-
JIoKyMEeHTOOOII», SIKy MPU3HAYEHO JIs aBTOMAaTH3allli JOKYMEHTOOOITY B Pi3HUX
ciIy’k0ax JIJI0BOJICTBA OPTaHiB JAEpP>KaBHOI BJIaJld, HAYKOBUX 1 OCBITHIX YCTAHOB,
IIPOMHUCIIOBUX MIANPUEMCTB Ta 1H.

[lepcnekTHBOIO  MOCTYINOBOI  aBTOMAaTHU3alli  JOKYMEHTOOOIry B
PI3HOMAHITHUX Cy4YacHUX CIIy>)kOax JIJIOBOJCTBA € CTBOPEHHS IHTETPOBAHOI
cucteMu enekTpoHHoro nokymenrooOiry (ICEJl), ska cmopsmoBaHa Ha
3a0€3MeUYeHHs pyXy JOKYMEHTIB, CKOPOUEHHS TEPMIHY MIATOTOBKUA ¥ MPUUHSTTS
pillieHb B YNPaBIIHCHKIN cepl B KOHTEKCTI BUKOHAHHS KoHIenii « Exexrponnuit
ypsLI».

OCHOBHMMM  TlepeBaraMM  IHTETPOBAHOI  CHCTEMHU  E€JIEKTPOHHOIO
JTIOKYMEHTOOOITY €:

— BIACYTHICTh OOMEXEHb Ha KUIbKICTh MIJKIIOUYEHUX [0 IHTErPOBAHOI
CUCTEMH HOBUX OpraHizarlii;

— MPO30pPICTh YCIX MIAKIOYEHUX [0 CHUCTEMU OpraHizaiiil, a TakoxX
IXHBOI'O IIEPCOHAY;

— CTaHJIapTU30BaHUM iHTEep(delic KOPUCTYBAYA;

— MOXKJIMBOCTI aBTOMaTHu3alii 0araTb0X (DYHKIIH yNpaBlliHHSI CHCTEMOIO
JIOKyMEHTOOOITY.
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KOHTPOJIBHI 3AITMTAHHA

J110BOACTBO SIK Tally3b 3HaHb 1 MJISJIBHOCTI: OCHOBHI TIOHSATTS, OO0 €KT,
peMeT, MeTa 1 3aBIaHHS.
Cxi1aioBi YaCTUHU ¥ BUAM ILJTOBOJICTBA.
JlinoBoACTBO  SIK  CKJIAJ0Ba  YIPaBIIHCHKOI  AISUIBHOCTI:  3arajbHa
XapaKTepUCTHKA.
OCHOBHI eTanu po3BUTKY JA1JIOBOJICTBA.
Crenndika 3aK0HOIaBUOTO PETYIIIOBAHHS IJIOBOJICTBA.
YnpaBniHCHKUNA JOKYMEHT: 3arajibHa XapaKTepHCTHKA.
JlokyMeHT sk 3aci0 peanizamii GyHKIIN yIpaBIiHCHKOT JISUTBHOCTI: TOHSATTS 1
KJ1acudikaris.
3arajbHa XapaKTEpUCTHKA CKJIAJ0BUX €JIEMEHTIB TOKYMEHTA.
[ToHSATTS IOPUAMYHOT UYMWHHOCTI JOKYMEHTa B Cy4YacHIM YNPaBIIIHCHKINA
ISUTBHOCTI.
TekcT AOKyMeHTa SIK HAWBaKIUBIIIMK HOTO PEKBI3UT: IMOHSITTS, BHMOTH,
npaBuia.
JIOKyMEHTH 1100 0COOOBOro ckjiaay abo 3 KaJpOBO-KOHTPAKTHUX IMUTAHb:
3arajibHa XapaKTePUCTHKA.
3asBa: MOHATTS, Kiacudikalis, cnenudika CKiIaJ aHHs.
ABTOG10Tpadist: NOHATTS W PEKBI3UTH.
XapakTepuCTUKa: TOHATTSA U 0COOJIMBOCTI CKJIaIaHHS.
Pe3toMe: mOHATTS, BUMOTH ¥ ITpaBuiia HAIMCAHHS.
JloB1AKOBO-1H(MOPMAILIIiHI JOKYMEHTH: 3arajibHa XapaKTEpPUCTHKA.
JloBiaKa sIK p13HOBH]I TOBIJIKOBO-OpTraHi3allitHUX JOKYMEHTIB.
JlomoBiHa 3anKcKa: BUZHAYCHHsI OHATTS, TPy JONOBIIHUX 3aIIUCOK.
Tumnu nosiCHIOBAIBHUX 3aITUCOK, 0COOIMBOCTI 0(hOPMIICHHS.
Crnenudika HaMCaHHS TEKCTY 3BITIB.
OrognotieHHs sIK pi3HOBU/ 1HGOPMAIIHHUX TOKYMEHTIB.
['pynu npoTokomiB 3a Tunom dikcarlii iHdopmariii.
Oco6auBocTI 0OPMIIEHHS TEKCTY MPOTOKOJIIB.
Cny>x00BI JTUCTH: BUSHAUYEHHS MOHATTSA, IPU3HAYEHHs, c(hepa 3aCTOCYBaHHS.
['pynu cimy*00BUX JTUCTIB.
Cneundika ckiaiaHHs CIy>KO0BUX JIUCTIB.
Tunosorist opranizaiiHO-pO3NOPSAUUX JOKYMEHTIB.
CraryT Ta IHCTPYKLIiS SIK BUJIA OPraH13aliiHO-PO3MOPSIAUMX TOKYMEHTIB.
[TocranoBa ¥ yxBaja, PO3MOPSKEHHS SK OCOOJMBI THUIIM OpraHizaliiHoO-
PO3MOPSTUUX TOKYMEHTIB.
Haka3: Bu3HaueHHs OHSTTS, TPYIIU HaKa31B, 0COOIUBOCTI OPOPMIICHHSI.
O061iKOBO-(h1HAHCOBI JOKYMEHTH: 3araJibHa XapaKTePUCTHKA.
Creuudika TopydeHHs K 00J11KOBO-(1HAHCOBOIO JOKYMEHTA.
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33.
34,
35.
36.

37.

38.

39.
40,

Posmucka: moHSTTsI, 0COOIMBOCTI CKIaIaHHS.

JlumioMaTyHi JOKYMEHTH SIK Pe3yJIbTaT TUIUIOMATHYHOTO JINCTYBAHHS.
BepbanbHa HOTa SIK PI3HOBUI JUTUIOMATHYHUX TOKYMEHTIB.

[Tam’siTHA 3amucka SK PI3HOBUA JUTUIOMATHYHOI JOKYMEHTAIlii: TIOHSATTS,
BU/H, crienndika CKIaJaHHs.

Opranizanis pob0OTH 3 TOKYMEHTaMH B CYYacCHHMX CIIy:kO0axX JiJIOBOJICTBA:
3arajibHa XapaKTepUCTHKA.

JIOKyMEeHTOOOIT SK CKJIamoBa OpraHizaiii poOOTH B CydYacHHX CIyX)Oax
JJIOBOJICTBA: TIOHSTTS, IPUHITUITN 1 OCHOBHI €TaIlH.

ABTOMaTH3AIlis JOKYMEHTOO0ITY B CY4aCHHX CITy:K0aX J1JI0BOJACTBA.
XapakTepucTUKa BITYM3HSIHUX CHUCTEM AaBTOMATH30BAHOTO 3a0e3rmeueHHs
JIIJTOBOJICTBA B YIIPABIIIHCHKIHM cdepl TIsITbHOCTI.
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