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INEPEIMOBA

KinneBuii pe3ynbTaT ynpaBIiHCHKOI JiSUTBHOCTI SIK OpPraHiB Jepika-
BHOTO yTIPaBIIiHHSA, TaK 1 OyIb-sIKUX 3aKjajliB, YCTAHOB Ta OpraHi3allii,
MiATPUEMCTB (y TOAANBIIOMY BHKJIAJIL, JJIS CTUCIOCTI, iX CYKYITHICTBH
MO3HAYATUMETHCS TEPMIHOM «OpTraHi3allisi») 3aJeKUTh Bil 3HAYHOI Ki-
apKocTi (akTopiB. He ocTanHe micie cepeln HUX 3aiiMae IiTOBOACTBO,
SIKE JI03BOJISAE 3a0€3MEeYUTH ONEPATHBHICTh 1 THYYKICTh Y TIPUHHATTI pi-
[IeHb Ta OpraHi3amii ix BuKoHaHHsA. /[1IIOBOACTBO KOOPAWHYE BCi eTanu
poOOTH: BiJT TPOSKTYBaHHS JI0 KOHTPOJIIO 32 BUKOHAHHSM PIIICHHS.

3 TOKyMEHTaMH B OpraHax JIEpXKaBHOTO YIPABIIHHS Ta MICIIEBOTO
CaMOBpSITyBaHHSI TIOB’Si3aHa JiISUTBHICTH YCIX NpAIiBHUKIB amapary
VOPaBIiHHSA — BiJ TEXHIYHUX BUKOHABIIB O KEPIBHHUKIB IiIPO3/LTIB.
OpH1 3 HUX CTBOPIOIOTH JOKYMEHTH, 1HIII 3a0e31edyroTh iX odopMieH-
HS 1 TIepelaHHs 32 HAJICKHICTIO, BAKOPHCTOBYIOTH IIi TOKYMEHTH il Ha
X OCHOB1 YXBJIIOIOTh YIPABIIHCHKI PIIICHHS.

3 KO)KHHUM JIOKyMEHTOM B arapari yrnpaBJliHHS JIepPKaBHOI YCTAaHOBU
Ta OpraHy MiCIIEBOTO CaMOBPSIyBaHHsS TPOBOJHMTHCS BEIMKa pobOoTa
1I0JI0 CKJIaJIaHHs, BUUUTYBaHHS, 00Ky (peecTparltii), COpTyBaHHs, 30e-
piraHss, MouyKy, nepepoOku indopmaiiii, 0 MICTUTHCS B IOKyMEHTaX,
KOIIIOBAaHHS, IEPEHOCY BIJOMOCTEH, TPAaHCIIOPTYBAHHS JTOKYMEHTa BCeE-
peAvHi 1 To3a arnapaTtoM YIpaBiIiHHS OpraHi3alli€ro.

B ynpaBniHHI 0IHAKOBO IIKIIJIMBI SIK IEPEOIIHKA, TaK 1 HEAOOIIHKA
3HAYEHHS KOPECIOHICHIIii 1 AioBojicTBa. [lepeoiiinka sk mpaBuiIO MpH-
3BOAMTH JI0 3aCTOCYBAaHHS KaHLEISIPCHKO-OIOPOKPATHYHUX METOJIIB
yIpaBIliHHS, KOJIM KUBE KEPIBHUIITBO, yBara Jo0 JIIOJIeH, onepaTuBHe BU-
pillIeHHs TUTaHb, 110 BUHUKAIOTb, MiMIHIE€THCS HAJITO BETUKUM 3aXOIl-
JICHHSM TanepamM 1 HaJJIWIIKOBUM KaHIEISPChKUM JIMCTYBAaHHSM. 3
iHmoro OOKy, He3aJ0BiIbHA OpTraHi3ailisl JiJTOBOJCTBA, HEMPaBUIbHE
BUKOPHCTAHHS KOPECTIOH/ICHITIT MPU3BOAATH J0 OE3BiAMOBITAIBHOCTI B
poOOTi, CTBOPIOIOTH YMOBH JIJIS1 pI3HOMAHITHUX 3JI0BKUBaHb.

B sikocTi oHOTO 13 3aC00iIB perysroBaHHS JIOKYMEHTOIIOTOKIB BU-
CTYNarOTh JEepXKaBHI CTaHIAPTH, 3araJbHOJEpXaBHI Kiacudikaropu i
yHidikoBaHi cucteMu aokymeHTamii. [{i Ta iHIIi HOPpMAaTHBU TOKJIMKAHI
cTablmi3yBaTH JOKYMEHTOOOIT B KpaiHi 0 BCbOMY TEXHOJIOTTYHOMY IIH-
KITy, CTBOPHTHU ONTUMAIIbHY TEXHOJIOTIIO BEIEHHS TOKYMEHTAJIBHOTO TO-
CTIOAAPCTBA KOKHOI yNPaBIIHCHKOT OJTMHHMIIL.

Buxonsun 3 BukiameHoro Buiie, Kypc «/limoBoactBo B opraHax
JIep)KaBHOTO YTIPABIIHHS Ta MICIIEBOTO CAMOBPSAYBaHHS» € OJHIEIO 3
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MPOBIAHNX 3arajibHOMPOQPECIHHNX AUCIUILTIH TP MiATOTOBII (aXiBIIiB
3 HampsaMy «JlepkaBHe yIpaBJIiHHS Ta MICIIEBE CaMOBPSTyBaHH:», BiH
Ma€ CIOpUSATH BUXOBAHHIO TPaMOTHOTO YIIPABIIHIIA.

JimoBOACTBO BUBYAETHCS 3 METOIO (hOpMYBaHHS y MalOyTHIX (haxi-
BIIIB, SIKi TPAIFOBATUMYTh B OpraHax JCp>KaBHOTO Ta MYHIIMIIAIEHOTO
YOpPaBIiHHS, YMIHHS 1 HABUYOK POOOTH 3 JOKYMEHTaMH, SIKi CYIPOBO-
JUKYIOTh JisUTBHICTH Oylib-SIKO1 opraHizaiii, 1 Jep»aBHoi, 1 MpUBaTHOI, a
B OpraHax MiCIIEBOTO YIIPABIIiHHS I CAMOBPSAYBaHHS MAalOTh CBOIO CIIe-
UQiKy, OCKUIBKH 3HaYHA YaCTHHA [UX IOKYMEHTIB BUXOJUTh 32 PaMKH
camoi oprasizauii 1 iX Jis MOIIUPIOETHCS HA BCKO TEPUTOPIIO, MiAMOPSI-
KOBaHy oprany micuesoi Biaau. Kpim Toro, 10 IHMX JOKYMEHTIB 3Bep-
TaloTbhcs OaraTo Jrojed, BOHU Jy’Ke 4acTO HOCSTh HOpPMAaTHBHUH, Mpa-
BOBMI XapakTep, CKJIaJalouu OCHOBY JOKYMEHTAJIbHOI KOMYyHIKALil My-
HIUNAIILHAX OPTaHiB YIPaBIiHHA SIK 3 HACEIEHHIM, TaK 1 3 MiANpUEMC-
TBaMH, YCTaHOBaMH, OpraHi3allisiMu, SKi pO3TallOBaHi Ha IiMOPSIKO-
BaHili OpraHy ynpaBIliHHSI TEpPUTOPIi, a TAKOXK 13 3aKJIaJaMu Ta yCTaHO-
BaMH, sIKi Oe31ocepeIHbO MiMOPSKOBaHI IepKaBHUM aJMIHICTpaIlisiM.

[TinpyyHuk Mae 03HAHOMHUTH CTYJCHTIB 3 OCHOBHMMHU BHUIAMHU JI0-
KYMEHTIB, BUMOTaMH, IO MpPeJ] ABISIOTHCS 10 O0(GOPMIIEHHS JOKyMEH-
TiB, BEJICHHS JIOKYMEHTOOOITY B OpraHizalii Ta 3JiHCHCHHS KOHTPOIIO
3a BUKOHAHHSM JIOKYMEHTIB, 3a0e3MeUcHHs 30epiranHsi Ta KOPUCTyBaH-
HSl JOKyMEHTaMH, 110 € B opraHizaiii. /letaibHo po3risialoThCs MUTaH-
Hs1 0QOPMIICHHSI OKPEMHX BHJIIB (TPyI) JOKYMEHTIB, 30KpeMa TaKuX, SIK
OpTHaHI3aIHO-PO3MOPSAAYl Ta JOBIAKOBO-iH(OpMaIiiiHi, 3 KaIpOBUX
MUTaHb, 3 MUTaHb JOKYMEHTYBaHHS JsUILHOCTI KOJETialbHUX OPraHiB
yTpaBIiHHS, POOOTH 31 3BEpHEHHSAMH IPOMAJISTH TOIIIO.

O0’€KTOM BUBYEHHS KypCy € Ti JJOKyMEHTH, SIKi CIIEI[iaJIbHO CTBO-
prOIOThCs ISl (pikcamii MPUIHATOTO YHPaBIIHCHKOTO pilIeHHs, 30epi-
TaHHS Ta Tepeaadi comiaabHol iHpopMarlil y mpocTopi Ta gaci.

OcobnuBa yBara nNpuaiIsETbCs pOOOTI 3 TOKYMEHTaMH, SIKi MiCTSTh
Jiep)KaBHY TAEMHHUIIO a00 € JOKYMEHTaMH, SIKi € BIIACHICTIO JepKaBH 1
MIPHU3HAYCHI JIUIIE JJIS1 CITY’KOOBOTO KOPUCTYBaHHS.

VY migpydHUKY BUCBITIIEHO MHTAHHS, IO CTOCYIOTHCS JOKYMEHTa-
JBEHOTO O(OPMIICHHSI POOOTH 3 TIEPCOHAJIOM OPTaHiB JICPKaBHOI BIIaJIH
Ta MICIICBOTO CaMOBPSTyBaHHs (IepKaBHUMH CITY>KOOBILISIMU).

Haii0inpma yBara TpUAUISETHCS MIATOTOBII MPOEKTIB PO3IOPS-
JKEHB TOJIOBU JIEPKABHO1 aMiHICTpaIlii Ta MiCBKOTO T'OJIOBU, HaKa3iB —
OCHOBHHX PO3MOPSIYNX JOKYMEHTIB, HalMCAaHHIO JIMCTIB — OJHOTO 3
HaWITOMIUPEHIINX BUIIB JTOKYMEHTIB, TPOTOKOJIB, a TAKOX ITiITOTOBKU
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IHIIMX JIOKYMEHTIB, @ came: aKTiB, JOMOBIIHUX Ta MOSCHIOBAJILHUX 3a-
MTUCOK, JIOTOBOPIB, XapaKTEPUCTHK, Pe3FOMe, 3asIB TOIIIO.

[Tpn HammcaHHI MiapyYHUKA BPaXxOBAaHO HAWHOBIMI OdimiiiHi, HOp-
MaTUBHI Ta THCTPYKTHBHO-PETJIaMEHTYIO4l JOKYMEHTH B o0JjacTi 3ara-
JHHOTO JIUJIOBOJCTBA, 1 30KpeMa JiJIOBOJACTBA B OpraHax ACpKaBHOIO
VOpPaBIiHHS Ta MICLEBOTO CAMOBPSAYBaHHS, SIKI AIIOTh HAa TEPHUTOPIi
VYkpainu. ABTOpaMy BUKOPHCTAaHO 3HAYHY KUIBKICTH CIEIialbHUX MMy0-
JiKarii, BUJaHuX K B YKpaiHi, Tak i B Pocii, bisopyci, HalO1IbII BaXK-
JIMBI 3 IKMX HaBEJIEH1 Y CIMCKY JIITepaTypH.

[Tinpy4yHUK TONOBHEHO TEPMIHOIOTIYHUM CIIOBHUKOM, 1110 MICTUTb BH-
3HAYEHHS PI3HUX JJOKYMEHTIB Ta MPOIIECIB, sIKI MAIOTh MICIIE MTPY OpraHisa-
i1 JOKYMEHTAILHOTO 3a0e3MeUeHHs JISUTbHOCTI BIAIHUX CTPYKTYP.

ABTOpH BUCJIOBJIIOIOTH MOASIKY HAYKOBOMY CHiBpOOITHHKOBI [HCTH-
TyTy nporpamuux cucreM HAH Vkpainu JI.B. Ku6i 3a miarorosky po3s-
niny «ladopManiitHi TeXHOIOTIT MATPUMKH JOKYMEHTOOOIrY».



1. TOKYMEHT I JOKYMEHTAIIITHE
3ABE3IEYEHHS VIIPABJITHHS B YKPATHI

1.1. Jlokymenm, tio2o poib ma micye 8 0epiacagHoMy YNPAasHiHHi ma mMic-
Ye8oMy camo8psOYEaHHi.

1.2. Hopmamueno-memoouuna 6aza 0inosoocmsa.

1.3. Buou doxymenmis ma ix knacugixayis.

1.4. Cmanoapmusayis, ynigixayis ma mpagapemuszayis ynpagnincbKux
O0OKyMeHmis.

1.5. Jlokymenmyeanns ma OOKyMeHmManbHe 3a06e3nedeHHs YNpasiiHCy-
KOI QIsIbHOCMI 0peanié 0epiCcasHO20 YNPAGIiHHs ma MiCyesoco ca-
MOBPAOYBAHHSL.

1.6. Icmopis po36umky 0in0800cm8a 8 OpeaHax 0epHcA8HO20 YNPABIIHHSL
ma micyeeo2o camospsi0y68aHHs.

1.1. /IokymeHT, ii0OT0 PoJIb Ta Miclie B Iep:KaBHOMY
yYHPAaBJiHHI Ta MiClIeBOMY CaMOBPSAYBaHHI

[TOHSITTS «IOKYMEHT» HIMPOKO 3aCTOCOBYETHCSI B yCiX cepax misi-
npHOCTI. MlOro po3ymiioTh mo-pisHOMy, B 3ale:KHOCTI Bin crerugikn
TUX 00’ €KTIB, IKUM HAJA€ThCS CTATyC JIOKyMEHTA.

Ha mixkxHapomHOoMy piBHI HaWOUIBIN 3arajbHO BU3HAHO BH3HAYCHHS
JOKYMEHTA AK 3anuc ingopmayii, aka modxce Oymu UKOPUCMAHA 5K
00UHUYs 8 OOKYMeHmayiliHomMy npoyeci. Y BIINOBIITHOCTI 31 CTaHAapTa-
mu [CO, iHdpopmaris Moxe OyTH 3amHCaHO0 y OyIb-akuii crocid ¢ik-
CyBaHHSI Oy/b-SIKMX BijiloMocTel, TOOTO 3a JIOTIOMOTOI0 HE TiJIbKW 3Ha-
KOBOT'O THCHMA, aje i 300pa)KeHHs, 3BYyKy TOmo. Take BU3HAYCHHS J10-
3BOJISIE IPUYHCIUTH 0 JOKYMEHTa BCl MaTepiaibHi 00’ €KTH, IKi MOKHA
BHUKOPUCTATH JUISI Tiepeaadi iHpopMmariii B CyCHiabCTBI.

Buxonsuu 3 BU3HAYCHB JOKYMEHTA, sIKi 3a(hiKCOBaHI B JICPIKABHUX
CTaHJapTax YKpaiHW, OCHOBHUMH O3HAKAMH JOKYMEHTA €:

» HasgBHICTH iHPOpPMAIIii, IKa Ma€ IEBHUH 3MICT;

» crabinbHa MarepiaabHa (hopma, sKa 3a0e3rnedye JOBroTpUBAIC
BHUKOPHUCTAHHS Ta 30epiraHHs TOKYMEHTa;

» (yHKIIOHAJIbHA BU3HAUYCHICTH JUIS Tiepeaadul iHgopmariii y npoc-
TOpi Ta 4aci TOOTO IJIsl BUKOPUCTAHHA Y COLIaIbHUX KOMYHIKalliHHUX
KaHajax (Hanpukiaa, ynpaBiIiHCbKUI JIOKYMEHT);



TakuM YHHOM, TOJIOBHOIO CKJIAIOBOIO JIOKYMEHTa € iH(opmarlis,
TOOTO HAWPI3HOMAHITHIIII JaHi, BiZIOMOCTI, TTOBIJJOMJICHHS, 3HAHHS TO-
0.

[adopmaris 3adikcoBaHa B JOKYMEHTI, Ma€ CBOIO crienuQiky, sKa
MIPOSIBIISIETHCS. YHHOM:

1) moKyMeHT — HOCi#i comianbpHo1 iHpopMartii, ToOTo iHpOpMaIii sKa

CTBOpPEHA JIFOMHOIO;

2) moxyMeHTalbHa iH(popMallis Mae OyTH 3MICTOBHOIO, OCKIIBKHU €
PEe3yJIbTaTOM IHTENEKTYaTbHOI AISUIBHOCTI JTIOMHM;

3) indopmMaris nepenaeTbes JUCKPETHO, TOOTO y BUTIISII OKpEMUX
MOB1IOMJICHB, TIEPEBAYKHO 3aBEPIICHOTO XapaKTepy;

4) TOBiIOMJICHHSI SIBJIIE COOOIO 3aKO/JIOBAaHUI TEKCT y NMEBHIN 3HA-
KOBI# cHCTEMI;

5) indopmanis 3adikcoBaHa Ha MaTepiaibHOMY HOCi€Bi y crmocio,
SIKMI CTBOPEHO JIIOJUHOIO (ITMCbMOBO, IpaivyHO, 3BYKO3aIHCOM
TOIIO).

Jls TOKyMeHTa € XapaKTepUCTUKOI0 TaKoXK cTablIbHA MaTepiaibHa
(hopma. TakuM YUHOM, TOKYMEHT CTAHOBHTH COOOIO €THICTh MaTepiaib-
Hoi hopmu 1 iHopmarii, sika B Hil 3adikcoBaHa. [[BoequHa mpupoaa
JIOKYMEHTa — OJIHa 3 Oro 0COOJMBOCTEH, BiJICYTHICTh Oyab-SKOi 3 IUX
JIBOX CKJIQJIOBUX 3HUIIYE TOKYMEHT SIK Takuii [34, c. 21-22].

Jlinosa cepa — o1Ha 3 OCHOBHUX JKUTTEBO HEOOXIIHUX Talmy3eu Ji-
SUTBHOCTI JIFOACTBA. 3a JIOTIOMOTOO JIIJIOBHMX TAarepiB, JOKYMEHTIB, JIMC-
TiB BCTAHOBIIOIOTHCS O(illiiiHi, CIIy>k00BI, I1IOBI, HTAPTHEPCHKI KOHTAK-
TH MK 3aKJaJaMH, MiANPHEMCTBAMH, YCTAaHOBAMH, JI€p)KaBHUMH Opra-
HaMH, a TAaKOK HAJIAroJUKYIOThHCSI TPUBATHI CTOCYHKH MIX JIFOJbMHU.

JlinoBe crminKyBaHHS BEIETHCS /IeP:KABHO MOBOIO, B YKpaiHi Ta-
KOO MOBOIO € yKpaiHCBKa.

Bin 06’€KTHBHOCTI, JOCTOBIPHOCTI, ONIEPATHUBHOCTI, IOPHINIHOI CH-
JH JOKYMEHTA 3aJIeKUTh SKICTh pillleHb, M0 MpuiiMaioThest. Hociem iH-
¢dopmamii y TpamuIiifHOMy BUTJISII € TOKYMEHT, BU3HAUYCHUH cTaHmap-
TOM SIK "MaTepiajbHUA 00’€KT 3 iHopmauiclo, 3aKkpinJieHoO0 CTBO-
PEeHUM JIIOIbLMH CIIOCO00M /114 il mepeaayi y yaci i mpocropi".

OpHi€I0 3 IPHYUH HESKICHOTO MPHIHATTS YIPaBIIHCHKHUX PIIICHB,
0CO0JIMBO OpraHaMu JIEP>KaBHOTO YMPaBIIHHS Ta MICLEBOTO CaMOBPsI-
JyBaHHS, € c1a0Kka TeopeTHYHa i MpaKTUYHA ITirOTOBKa 0aratbox Ipa-
LIBHUKIB, SIKI HEJIOCTATHHOIO MIPOI0 BOJIOJIIOTh KOMIUIEKCOM BCTaHOB-
JICHUX B YCTaHOBax, OpTaHi3alisX Ta Ha MiANPUEMCTBAX METOJIB, CIIO-
c001B 1 IpUitOMiB POOOTH 3 JOKYMEHTaMH, a B JESKUX BUTAJKaX — 1 He-



3HAaHHS BUMOT JlepKCTaHaapTiB, 0 BU3HAYAIOTH MOPSIOK 0(QOPMIICHHS
JIOKYMEHTIB.

[TuTaHHSIM CKJIaJaHHSA TEKCTOBUX JIOKYMEHTIB BIiJIIOBIJIAIOTH CY-
YacHI HAYKOBI JUCIUIUIIHU: MPUKIIATHA JIIHTBICTHKA 1 TEOpis CTaHAap-
TH3aIlii, IlKCHEPHA TICUXOJIOTIS 1 TICMXOIIHTBICTHKA, TEOPIs 1 MpaKTUKa
peaaryBaHHsl, Teopisl 1 IpaKTUKa yIPaBIiHHS H1APHEMCTBOM.

3 MeTOI0 eKOHOMIi Yacy B MpoIleci CKIaJAaHHs 1 BUKOPUCTAHHS J10-
KYMEHTIB, He0OXi1HO po3MexyBaTH (HopMaIbHUMA TiaAXig 10 odhopmMieH-
HS JIOKYMEHTIB Ta TBOPYICTh y MPOILEC] CKIaJaHHs TeKCTiB. Takuii mif-
Xil Ja€ MOXKIIMBICTh CKOPUCTATHUCS MEBHUMU PEKOMEHAIISIMH, 3arajib-
HUMU MIPaBUJIAMHU 1 HOpPMaMU TIPU CKJIAJIaHHI Ta TEKCTOBOMY BHKJIA1 Mi-
JIOBHX TIATepiB, a TAKOXK iX KOHKPETHUMHU 3pazkamu. Llumu npoOiemamu
3aiMa€eThCsl TAKUH BUJT JiSUTBHOCTI, SIK JIIJTOBOACTBO (CIIPAaBOYMHCTBO).

inoeoocmeo (cnpasouurncmeo) — uye 0iAbHICHb, WO OXONTIOE
RUMAHHA 0OKYMEHMYGAHHA | op2aHizauii pooomu 3
00KyMeHmamu 6 npoueci 30iliCHeHH: YnpaesaIiHCbKUX 0iil

OcranniM "acom cepeq (axiBiiB HaOyBae MONIMPEHHS Taka Ha3Ba
BOTO BUY AisIbHOCTI: JlIokyMeHTailiHe 3a0e3mevyeHHs] yNPaBJIiHHSA
(A3Y).

OCHOBHUMHM €JIEMEHTaMM CIIPABOYMHCTBA € IMUCHMOBI JJOKYMEHTH
Ta JOKYMEHTYBaHHS, TOOTO CTBOPEHHS IOKYMEHTIB. JIoKyMeHT (Bij JaT.
documentum — 3pasok, B3ipelb, CBIJIONTBO, JO0Ka3) — MaTepialbHHMA
00’exT, mo Mae iHpopMallito B 3adikcOBAHOMY BUTIISI 1 CremiaabHO
MpU3HAaYeHU# [uid 11 nepenadi y npoctopi. JlokyMeHT — e IinoBuil na-
Tip, M0 MATBEPKYE Oyab-siKui PakT abo mpaBo Ha MIOCh. | TOMy yIs
FOpUCTa JOKYMEHT — IIe 3aci0 JoKa3y MoJIii, s iCTOPUKA — MEPIIoJKe-
perno, i yrpaBIiHI — 3aci0 ¢ikcarii 1 mepenadi ynpaBiiHCBKOTO pi-
meHHs. JlepkaBHUM CTaHIapTOM Y KpaiHW JTOKYMEHT BU3HA4YEHO TaK:

JNOKYMEHT — ue ocnoeHuil 6ud 0i1060i mosu, 3acio ixcauii
HeBHUM YUHOM HA CReyiaibHOMy Mamepiani iHgopmauii npo
haxkmu, nodii, aguwia 06’ ckmuenoi diticnocmi ma
PO3YMOB0T 0isAnbHOCII TI0OUHU




OCKUTbKH JIOKYMEHTH € 3ac000M 3acBIUCHHS, JOBEJCHHS MEBHUX
(axTiB, TO JOKYMEHTH MalOTh BEJIWKE MMPABOBE 3HAYCHHS, TOOTO IOpH-
JYHY CHITY.

FOpuauyHa cuiia — 1e BIacTUBICTh JOKYMEHTA, sIKa HaJIa€ThCs HO-
My YMHHHM 3aKOHOJIABCTBOM, KOMIICTCHIII€I0 OpTraHy, IO HOTO BUIAB,
BCTaHOBJICHUM TOPSIIKOM odopMiteHHs. Buxonsdu 3 1p0ro, JOKyMEHT
MMOBUHEH OyTH:

1. docmosipHum;

2. NepeKOHIUBUM,

3. HanedCHUM YUHOM BIOpPedaz08aHuM i OGhoOpMaACHUM,

4. micmumu KOHKpemHi npono3uyii ma exa3iexu.

Binb1icTh JOKYMEHTIB Ma€ 3aJ0BOJBHITH TaKUM BUMOIaM, K IpHUJa-
THICTb JI0 TPUBAJIOr0 30epiraHHs, MaKCUMalbHa TOYHICTb.
JIOKyMEHTH BUKOPHCTOBYIOThCS BIATOBITHO 0 (PyHKIIIN, SIKi BOHU
MOKJIMKaHI BUKOHYBaTH. Yci OQilliliHI JOKYMEHTH MalOTh 3arajibHi Ta
creriayibHi QyHKITII.
Jlo 3aranbHUX QYHKIIIH TOKYMEHTIB CJiJl BiTHECTH:
v' indopmalliiiHy (TOKYMEHT CTBOPIOETHCS s 30epiranus iHdop-
Mariii);

v/ comiaibHy (IOKYMEHT — COIIaIbHO 3HAYMMHI 00 €KT, OCKIJIbKU
BiH 33JIOBOJIHSIE TIEBHY COIIAJIbHY MOTPEOY);

v/ KOMYHIKaTUBHY (JIOKYMEHT — II€ 3aci0 3B’3Ky MiX Oprasizaris-
MU Ta HITUMH CYCHUIBHUMHU CTPYKTYpaMHu);

v’ KyJbTYpHY (JIOKYMEHT 3aKpiILIIO€ Ta MEPeIae KyIbTyPHI Tpajiu-

11ii, 30KpeMa piBeHb HAYKOBOTO Ta TEXHIYHOT'O PO3BHUTKY).

o cneyianvrux GyHKLINA TOKYMEHTa HaJI)KATh TaKi:

» yIpaBIliHChKA (JOKYMEHT BiIirpa€ BEJIUKY POJIb B YIPABIiHHI);

» npaBoBa (JOKYMEHT Ma€ OPUIUYHY CUITY);

» icTopryHa (IOKyMEHT € HaJ0aHHSIM icTopii, MaTepialbHUM MiATBEp-
JDKEHHSIM TIOJTiH, SBUII, 110 BigOyBasucs y CBITi). JJOKyMEHTH SIBISIFOTH
co0010 JKeperto icTopii.

VY cyuacHHX ymoOBax sl CKJIaJaHHS JOKYMEHTa BUKOPHUCTOBYIOTH
SK 3BUYaifHy MOBY, TaK 1 IITy4HY, i3 3aCTOCYBaHHSM HOBUX HOCIIB iH-
(hopmarrii. ChOroJiHi YaCTHHA JIOKYMEHTIB 00OPOOJIIETHCS 3a JOMOMOT OO

00YHCITIOBANIbHOT TEXHIKH, TOMY PO3PI3HAIOTH TaKi JOKYMEHTH:
*

MAWUHO-OPIEHMOBAHI — TIPUCTOCO-
BaHi J1s1 00pOOKHM TaHWX 3ac00aMu OOUUCITIOBATLHOT TEXHIKH;
® MAWUHOUUMAEMI — TIPUCTOCOBaHI

JUT aBTOMAaTUYHOTO YHTAHHS BMIIIEHOI B HUX iH(popmarii. [Hpopmartis



B JJOKYMEHTI BiJIoOpa)keHa KOJOM, a il MOIIyK Ta BUjaua 3/1HCHIOEThCS
TUIBKH MaIIIMHOIO;
® MawiuHHi — CTBOPEHI 3ac00aMH 0OUNCITIOBAIBHOT TEXHIKH.

CydvacHi BUMOTH J10 OOPMIICHHS JIOKYMEHTIB, 30KpeMa oprasiza-
HiiHO-po3nopsiiunx, 3adikcoBani B Jlep:kaBHuUX craHmaptax [5-14].
Kpim Toro, y BignosimHocTi 3 «IIpuMipHOIO IHCTPYKIIi€O 3 JUTOBOJICT-
Ba...», 3aTBepkeHoro [loctanoBoro Kabinery MinictpiB Ne 1153 Big 14
»oBTHS 1997 p.[16], B Iep’kaBHUX yCTaHOBAX Ta IHIIUX ICHTPAIBHUX 1
MICIIeBHX OpraHax BHKOHABYOl BJaJd BU3HAYAETHCS KOHKPETHUH KOM-
IUIEKC JOKYMEHTIB, Nepea0aueHNX HOMEHKIATYypoIO CIIpaB Ta HEOOXif-
HUX 1 JOCTATHIX JUISI JOKYMEHTYBaHHSI 1X JTisTLHOCTI.
CkJtaj IOKyMEHTIB B OpraHizallii 3ajeXuTh Bi:
® MOPSAKY MPUUHATTS PilICHHS (€JMHOHAYAILHICT a00 KOJeriallb-
HICTB);

e 00CHTIB 1 XapaKTepy B3a€MO3B’sI3KiB B OpraHi3allii;

e XapakTepy B3a€MOCTOCYHKIB 3 1HIIUMH OpTaHi3aIlisIMH Ta JepiKa-
BHUMH OpTaHaMH.

1.2. HopmMaTuBHO-MeTOAMYHA 0a3a XiJI0BOACTBA

[Ipomec niOBOACTBAa OPraHi3yeThCSA 32 JOMOMOTOK HOPMAaTHBHO-
METO/I0JI0TIYHOT 0a3H, a came:
» nonoxxeHb Koncrurynii Ykpainy;
» 3aKOHIB YKpaiHu;
» HOpMaTHBHO-TIpaBoBuX akTiB [Ipesmmenra VYkpainum, KaOinery
MinictpiB Ykpainu, Pangu minictpis AP Kpum;
» 1HIIMX METOJAMYHUX JJOKYMCHTIB.
HopmaTtuBHo-MeTomuHa 6a3a IiJI0BOACTBA BKIIOYAE B cede:
1.3akoHOoaBYi akTH YKpainu y cdepi iHpopmariii, tokymeHTarii ta
JOKYMCHTYBaHHS;
2.yka3u Ta po3nopsupkeHHs [Ipesunenra YkpaiHu, MOCTaHOBH Ta
po3nopsipKeHHsT Ypsiny YKpaiHH, SiKi perJIaMeHTYIOTh NMUTAHHS IOKY-
MEHTaLI{HOro 3a0e3Me4YeHHs YIpaBIiHHA B YKpaiHi;
3.1mpaBoBi aKTH OpraHiB BUKOHABYOI BlIaJu (MiHICTEPCTB, BiJIOMCTB,
KOMITETIB) SIK 3arajlbHOTATY3€BOTO, TaK 1 BIJIOMUOTO XapaKkTepy;
4.1paBOB1 aKTH HOPMATHBHOT'O TA IHCTPYKTUBHOI'O XapaKTepy;
5.MeToAnYHi JOKYMEHTH 3 JIUIOBOJCTBA 3aKJajiB, OpraHi3alii, mi-
JTIPUEMCTB;

10



6. Iep)KaBHI CTaHAapTH HA JJOKYMEHTAIIIIO;

7. yHi}pIKOBaHI CHCTEMH JIOKYMEHTIB;

8. kmacu(ikaTopu TEXHIKO-eKOHOMIYHO] 1 comiainbHOT iH(opMarrii.

MeTtoan4Hi JOKyMEHTH PETIaMEHTYIOTh:
v/ TEXHOJIOTII0 CTBOPEHHS, OOpOOKH, 30epiraHHs, BHKOPHCTAHHS
JIOKYMEHTIB B OpraHizariii;
v poboty ciyx0u IiOBOACTBA, 1i CTPYKTYpY, OYHKIII, MITAT, TEX-
HiyHe 3a0e3MeyeHHs! TOIIIO.

Kpim Toro, apxiBHI yCTaHOBU HaJar0Th Cy0’€KTaM ¢ MPaBOYMHCTBA
OpraHi3aiiifHo-MeTOJUYHY JIOMOMOTY IIOJI0 BJOCKOHAJICHHS Ta OpraHi-
3amii JIiJIOBOACTBA, PO3POOJISIOTH Ta 3aTBEP/PKYIOTH OOOB’SI3KOBI ISt
BUKOHAHHS BCIMa MiANPUEMCTBAMH, YCTAHOBAMH, OpTaHi3allisiMH HOP-
MaTHUBHO-IIPABOB1 aKTH 3 IMUTaHb OpraHi3allii JOKYMEHTIB y JIJIOBOJACTBI,
MaroTh IIPaBO NEPEBIPATH BEIECHHS A1JI0BOJICTBA B HUX 1 BUMarartu Bif iX
KEPiBHUKIB YCYHEHHS BUSIBIICHUX BHACIIIOK TIEPEBIPOK HEJOMIKIB.

1.3. Buau 1oxkyMeHTIB Ta iX kiaacuikanis

BupoOHuvo-rocnofapcbka AisIbHICTh OpraHizailiid, B TOMy YUCIi i
OpTaHiB JIEpP)KaBHOTO YIPABIIHHS Ta MiCIIEBOTO CAMOBPSIIYBaHHS, JTyKe
pisHomaHiTHa. Pi3Hi ¢akTh, mopii sSBUIIA BHMAaraloTh BiJIIOBIHOTO
oOopMIICHHS, a 1Ie BUKJIMKA€ HEOOXIAHICTh Yy CKIIaJaHHI Pi3HHX 3a Ha-
3BO10, OPMOIO, 3MICTOM JIOKyMEHTIB. 3 METOIO IMiJIrOTOBKH JOKYMEHTA,
SIKAM BiJIMOBiIaB OM BCiM BHMOTaM Ta JJIsi 3pYYHOCTI POOOTH 3 HUMH,
JOKYMEHTHU MPUIHATO TUINTH HA TPYNU Ta BUIM 3a PI3HUMU O3HAKaMHU
KIacudikarii.

Kaacudikanist 1okyMeHTiB — 11e MOJiN TOKYMEHTIB Ha KJIacH 3a
HaWOUIBIN 3aralbHUMHU O3HaKaMH TOJIIOHOCTI a00 BimMiHHOCTI Ta (op-
MyBaHHS Ha Iill OCHOBI CTIpaB.

[lepmn 3a Bce BUAUISIOTH Pi3HI CHCTEMH JIOKyMEHTAIlii Ta JJOKYMEH-
TyBaHHS.

Cucmema Ooxymenmauii — 1e CYKYNHIiCTb JOKYMEHTIiB, B3a€MO-
NMOB’SI3aHUX MikK 00010, 10 B3AEMOJIIOTH Ta CTBOPIOIOTH WHiMicHI
YTBOPEHHSI i3 neBHUMHU (hopMaMHU.




HalfuncenpHIO0 € cucTemMa yrpaBIiHCBKUX (aIMiHICTPAaTUBHUX, 3a-
rajgbHuX) TokyMeHTiB. Crienndiky pisHuX cdep IisUTbHOCTI CYCHijIbCTBA Bi-
JTBOPIOIOTH crienndivHi (Tamy3eBi) TOKyMEHTaIliifHI CHCTEMH, SK-OT OaH-
KIBCBKa, TUTUIOMATUYHA, 30BHIIITHEOCKOHOMIYHA, FOPUIMYIHA TOIIIO.

[TpeameroM BHBUYEHHS JUJIOBOJICTBA € aJIMIHICTpaTHBHA (3arajibHa)
cucTeMa JOKYMEHTYBaHHSI.

Mertoro kiaacudikauii J0KyMeHTIB €:

v/ MiJIBUIIIEHHSI OMEPATHBHOCTI pOOOTH amapary yIpaBJiHHA 1 Bil-
MOBIAAILHOCTI BHMKOHABIIIB INUISIXOM PO3MEXYBaHHS (DYHKIIIH
CTPYKTYPHUX MiJIPO3AUIIB 1 000B’A3KIB BUKOHABIIIB, YITKOTO PO-
3noAiy iHopmartii;

v/ eKOHOMisl Tpaii 3a paxyHOK BHMKOPHMCTaHHs iH(OpMAaIiiiHO-
JIOBIJIKOBOT'O anapary (ImpeIMeTHO-TeMaTUYHOI'0 KaTajory).

3HauenHs kiaacuikamii JOKyMEHTIB MOJISITaE y:
¢ 3a0esmnedeHHi iX MIBUAKOTO MOIIYKY B TOTOYHOMY JiJIOBOJICTBI;
¢ TIBUILEHH] ONEPaTUBHOCTI pOOOTH 3 IOKYMEHTaAMHU.

Jnst knacudikanii TOKyMEHTIB Y MeKax OJIHI€T opraHi3amii MOXYTh
OyTu cknaneHi kinacudikaniiiai cxemu, knacudikatropu. Bonu OyBaioTh
JIBOX THUIIIB: CTPYKTYpHi Ta BUpoOHMUYO-Tamy3eBi. [lepiii 1okymeHTario
MOJIUISIIOTH HA YaCTUHH Y BIJMIOBIIHOCTI IO CTPYKTYPHUX MiIPO3ALIiB. Y
bOMY BHIIAJIKy PYOPUKH — II€ CTPYKTYPHI MiAPO3/iin, a CTaTTi — Ha3Ba
JIOKYMEHTa. Y BiAMOBITHOCTI 3 BUPOOHWYO-TATY3eBOIO Kiacu(iKallieo
JIOKYMEHTH TOJINSIOTh HA TPYIH 3a PI3HUMHU KBamiQikaliiHUMHU 03Ha-
KaMH.

[[o6 moxymMeHT MaB yci Ha3BaHi BUIIE BIACTUBOCTI, HOTO CIijI pa-
BUJIBHO CKJIACTH SIK 3a (DOPMOIO, Tak i 3a 3MicToM. BianoBimHO 10 1HX
BHMOT BHJIUUISIFOTH BUAU JOKYMEHTIB 32 03HaKaMu Kiacudikailii ta rpy-
MaMH.

VY tabn. 1 HaBeAeHO Kiacudikaiiio JOKYMEHTIB Ta JaHa iX KOpOTKa
XapaKTepUCTHKA.



Tabnuys 1

Knacughikauia ocnoénux 0oKymenmie y 0inoeoocmei

N | O3naku kJjaacu- Buan HpumiTky Ta npukJIagu
n/n dixamii JOKYMEHTIB
1 2 3 4
1. |Cnenianizaniss |3aranbHi 3 agMiHICTpaTHBHUX MMUTAHb.
CrerianizoBani 3 (hiHAHCOBHX MTUTAHB.
3 KOMEpILIWHUX MUTAHb.
2. |Ilpu3navennss |Posmopsaui JlokyMeHTH, sIKi B1TOOpaKaroTh M-
TaHHS ONEPATHBHOTO YIPABIIHHS Op-
TaHi3aIi€ro.
Opranizariii JIOKyMeHTH, SIKi peTIIaMeHTYIOTh JTisi-
JIBHICTh OpraHi3allil, BU3HAYar4u il
¢ysKuii Ta GyHKIT 1T eTeMeHTIB.
Tapopmartiitai JIOKyMEHTH, B SIKHX MiCTUThCS iH(DO-
pMmaltist mpo GaKTH, Moii, SBHIIA, IO
BifnOymucs B oprasizarii Ta 3a ii me-
KAMH.
3. | Micme BryTpinai JloKyMeHTH, CTBOPEHI Ha TOMY MiAM-
CKJIA/IAHHA PHEMCTBI, Ie BOHU (DYHKIIOHYIOTb.
JIOKYMEHTH, 110 HAIAIILIN 3 1HITHX
30BHIIIHI oprasi3ailiif 200 HarpaBJICHI IHITUM
OpTaHi3allisIM Y1 TPOMaJITHAM.
4. |Hampsam Bxini JloKyMeHTH, CTBOPCHI 3a MEXKaMHU Op-
pPyxy rafizarii Ta HaJiclaHi B OpraHizaliio.
Buxingni JIoKyMeHTH, CTBOPEHI B OpraHizariii,
aJIe BUKOPHUCTOBYIOTHCS 32 11 MeXaMH.
5. | dQxepena [NepBunHi XapakTepu3yoTh CTaH MiIPHEMCTBA
BHHUKHEHHSI (cratMcTHYHA 3BITHICTB).
Bropunsi OTpuMaHi Ha OCHOBI aHAMI3y Ta y3a-
raJbHEHHS BiIOMOCTEH, 1110 HaBE/ICHI
y HEpBUHHHX JOKYMEHTAX.
6. |®opma CrangapTHi CTBOPIOIOTHCSA 32 YITKO BH3HAYCHUMHU

[HuBiTyanbHI

HOpPMaMHU Ta IPaBUIaMH, HE JOITYC-
Kal4H BIIXWICHB BiJ 3pa3KiB.
CTBOPIOIOTHCS 32 JOBUTHHOIO (hOp-
MOIO.




IIpooosoicenns mabauyi

1 2 3 4
7. |Cnocio Tumosi € TexcT-3pa3ok: 3aasu.
BUroTOBJeHHs1 | TpadaperHi YacTrHa TEKCTY BXKE HAJIPYKOBaHa,
IHIIIA BIUCYETHCS TIPU 3aIIOBHCHHI:
K8UMAaHyii, 1ucmox 3 00Ky Kaopie
mowo.
InnuBinyanbHi Jlucty, BIATYKH, pereH3ii
8. | Texnika PyxormucHi Harmmucani Bix pykn.
BiATBOpeHHS
BintBopeni mexa- | HampykoBaHi.
HIYHUM CITIOCOOOM
Ha aynio- ta Aynio- abo Bieo3arnuc sKoich MoIii.
BifeorumiBLi
Ha nuckerax abo | CTBOpeHi st poOOTH HAa KOMII IOTEPi.
CD nuckax
9. |Crynins [inkom TaeMHi MaroTb my’xe 0OMeKEeHIH JOCTYTI,
rJacHOCTI 30epiraroThCs B CHEHiAIFHIX YMOBAX.
Taemni 30epiraroThCs B OKpEMUX KiMHATax,
BHJIAIOTHCSI CITIBPOOITHUKAM 3a CIIeITi-
AIBHUM CITHCKOM, iX PeeCcTparis Ta
O0JTiK BEETHCS y CICHiaTbHUX KHH-
rax.
JCK (s cmyx- | 30epiraroTbes y celiax, BHIAIOTHCS
0OBOT0 KOPHUCTY- | Ul pOOOTH Y BiJIIOBITHOCTI 13 3a-
BaHHS) TBEP/PKEHUM KEPiBHIKOM CITHCKOM.
3aranpHOAOCTYIHI | JJOKyMEHTH, 3 SIKUMH MOXYTh O3Ha-
HoMuTHCH yci Oaxkarodi, 6e3 oomMe-
JKCHb.
10. | CrmagnicTh OnHocka a1 CKr1aaroThes 3 OJTHOTO MATAHHS.
Cxitaani Mictate B cob6i aBa abo OiiblIe M-

TaHb.




IIpooosoicenns mabauyi

2

3

4

Cranii
CTBOPEHHSI

Opurinan

Komii

JIOKyMeHT, SIKuil CTBOpPEHO BIIepIe i
HaJIC)KHIM 9HHOM oopmiieHo. Bin
MOKe OyTH PO3MHOKEHUI KOIisSIMHU.
3a FOpUMYHUM 3HAYCHHSIM OpUTriHAaM 1
KOITis PiBHO3HAYHI.

Kormis siByisie cOO010 TOYHE BiATBOPEH-
HS OpUTiHAITY, Ma€ Yy BEpXHBOMY TIpa-
BOMY KyTHKY IpKyIIa mo3Hauky «Ko-
MisDy 1 3aBipeHa y IIEBHOMY MOPSIAKY.
Po3pi3HAIOTE TPH PI3HOBHUIN KOTIIH:

Bionyck — Komist OpUriHamy JOKyMEH-
Ta, 10 3AJIMIIAETHCS Y BIANPAaBHUKA,
Bumsie — xomis, 1110 BIATBOPIOE YacCTH-
HY OpHTIHATY;

ybnikam — IpyTHA TPUMIPHAK eK3e-
MIUTSp TOKYMEHTA, BUIAHHUH y 3B 3Ky
3 BTPATOI0 OpUTiHATY

12.

Tepmin
TaHHS

30epi-

[ToctiiiHoro
30epiranHs
Tpusanoro
30epiraHas

TumyacoBoro
30epiranus

75 poxkiB.

Ionax 10 pokis.

Jo 10 poxiB.

13.

3acobu dikcauii
(BinOuTTAN)

TInceMoBi

(pyxonucHo- py-
KOBaHi)

I'padiuni

®doHo-, poro-,
KIHOJIOKYMCHTH

BrutrogaroTs y cebe BCi pyKOIHCHI Ta
MAIIMHOIKCHI JOKYMEHTH, BUTOTOB-
JIeH1 Ha Pi3HOMaHITHHX araparax i
JIPYKapChbKUM CITOCOOOM.

Kpecnenns, rpadiku, kKapTH, MaTiOH-
KM, CXEMH, TIJIaHH, SIKI LIHHI CBOEIO
LTIOCTPAaTHBHICTIO.

JlatoTh MOXKJIMBICTB 3aKapOyBaTH Ti
00’€KTH, SIBUIIA, IPOLIECH, KOTPi 3adi-
KCYBaTH iHIIUMH 3ac00aMH Ba)XKO ab0
HEeMOXTHBO. DOHOJOKYMEHTH JAa0Th
MO>JIMBICTH POOUTH TOYHHUI 3BYKO3a-
nuc iHdopMaltii, IX MHUPOKO BUKOPHUC-
TOBYIOTb ITPH MIPOTOKOJTIOBaHHI 300-
piB, Hapas, 3acilaHb TOIIO.




IIpooosoicenns mabauyi

1 2 3 4
14. |3mict OpranizariitHo-
po3nopsiaui;
(inaHcoBo-
00J1iKOBI; MTOCTa-
YaJbHULIBKO-
30yTOBI
15. | HaiimenyBanus |Ilonoxenns, Ha- |(OfHaK KiIacu(iKyBaTH JOKYMEHTH 3a
Ka3W, IHCTPYKIIi{, |Ha3BOIO HE CIIi/I, OCKLIBKH € JOKYMCH-
3BITH, aKTH, 3alli- | TH, OJTHAKOBI 32 Ha3BOIO, AJIe IOCUTh
CKH, JIUCTH Ppi3Hi 3a 3MicTOM, Hanpukiaxg "3assa'.
16. | Tepmin  BuKo- | Jyxe BumaratoTb BUKOHaHHS y CTPOKH,
HAHHS TEpMiHOBI BCTAHOBJICHI 3aKOHOM, TIPaBOBUM aK-
TOM, KEPIBHHKOM a00 IiUIAral0Th BH-
TepminoBi 3HAYEHOMY CIIOCOO0Y BiJIIPABICHHS,
BpYUCHHS (TeJerpamu,
TenedoHOrpaMu TOIIO 3 HO3HAYKOIO
"TepmiHOBO".
3BHyaiii, He BuMararoTs 00OMeKEHOT0 YaCOM
0e3CcTPOKOBI BUKOHAHHS UM BiITPaBICHS.
17. | FOpuauyHa CnpasikHi iticni, ToOTO TaKi, sIKi MalOTh I0pH-
cuia JUYHY CHJIy Ha JAHUH MOMEHT.
HepiticHi, TOOTO TaKi, 10 BTPAaTUIIN
CHITY Yepe3 3aKiHYCHHS CTPOKY il
(HampuKIIa, TOTOBIp KOHTPAKTY).
BuHHKaIOTH BHACTIIOK MaTepiaabHOT
YW IHTETEKTYaIBbHOI MiPOOKH.
[Mizpo6wi MarepiansHi mixpoOku OyBaroTh TOI,
KOJIH JTO 3MICTY CIIPaBXHBOTO JOKY-
MEHTa 3aMiCTh IPaBUILHUX BHOCSTH
HETIPaBUJIbHI BiIOMOCTI, pOOJIATh BU-
MpaBIeHHS], MiAYNCTKH.
IHTenexkTyanpHi nixpoOKy BUpaXka-
I0ThCS y CKJIJICHHI 1 BUAaYi JJOKyMEH-
Ta CBiZIOMO HENPABHILHOTO 3MICTY,
X04 1 MPaBUIILHOTO 3 (HOPMaTBHOTO
0OKYy.
18. | IToxomskeHHsI Curyx00Bi CTOCYyIOTBCSI IHTEpPECiB HiIIPHEMCTB,
YCTaHOB Ta OpraHi3amiil.
Ocobwucrti CTocyroThCs IIEBHOI 0CO0H 1 € IMCH-
HHUMH.
19. | Ctyninb JupeKTuBHI ITotpebyroTh 000B’3KOBOT BiAMOBIII.
00oB’si3koBocTi | [HpOpMaIiiiHi BuUrorosisoTheCs 10 Bigoma.




Kpim TOro, y nioBOICTBI BCS JOKYMEHTAIlisl, CTBOpEHA B OpraHi3a-
wii 1 Ta, M0 HaAifIIa 330BHI, TPYHYETHCS 3a MEBHOIO cxemoro. [Ipu
IOMY MO’KHA 32aCTOCOBYBATH KJIACH(IKAIIIO 32 TAKUMH O3HAKAMH:
¢ Hominanwvholo (06’ €IHYIOTBCS TOKYMEHTH 32 Ha3BOIO: MIPOTOKO-
JIM, HaKa3H, aKTH TOIIO);

¢ npeomemnoro (00 €HYIOTBCS JOKYMEHTH, OJIHOPIIHI 3a 3Mic-
TOM, HAIPHUKJIA]], BIPOBAKCHHSI MTEPESIOBUX METOJIIB peaizallii
TOBapiB);

¢ asemopcvkoio (00’ €HYIOThCS JTOKYMEHTH, CKJIaJIeHI OTHHM 3a-
KJIaJIOM, YCTaHOBOI a00 0c00010; HampHUKIaJ, AJOKYMEHTH, IO
Hafiimm 3 MinicrepcTBa (hiHaHCIB, TOJATKOBOI aaMiHicTparltii);

¢ KopecnonOenmcbKoro (00’ €THY€EThCSl TUCTYBaHHS 3 TEBHUM 3a-
KJIa7IoM 200 0c000F0, HATPUKJIIAJ, JTUCTYBAHHS 13 3aBOJIOM TOPTi-
BEJIbHOTO0 MAIIMHOOYyBaHH);

¢ 2eocpagpiunoro (00’ €THYIOTBCS TOKYMEHTH, ITOB’s13aHi 3 KUIBKO-
Ma KOpECIOH/IEHTaMH, SIKI pO3TallOBaHI Ha MEBHINA TEpUTOPIi;
HaNpUKIaJ, JUCTYBaHHSA 3 mianpuemctBamu Pocii, Momnnosu
TOIIO);

¢ xpononoziunomy (00 €HYIOTbCS JIOKYMEHTH, SIKi BiJIHOCSITHCS
710 TIEBHOTO TIEpioAy, HANPHUKIAMI, PidHi 3BITH, piuHi (iHAHCOBI
IIJIaHH).

Koskna 3 BKa3aHuX O03HAaK MOXe OyTH NOKJaJieHa B OCHOBY (hopmy-
BaHHS CIIPAB.

Krnacudikaris Takox HeoOXiiHa )T MPOBEICHHS POOIT 31 cTaHAap-
Th3amii Ta yHiikarii JOKyMEeHTIB.

1.4. Cranpaprusauis, yHidgikauia ta tpadaperusaunis
YHPaBJIIHCHKUX JOKYMEHTIB

CranaapTu3anisi — 1€ BCTAHOBJICHHS €JJMHUX HOPM Ta BUMOT, SKi
npen’ ABISIOTHCS 10 JTOKYMEHTIB.

VYHidikanisa 10KyMeHTIB — 11¢ BCTAHOBJIEHHS €JMHOTO KOMILIEKCY
BUIB 1 PI3HOBUAIB JOKYMEHTIB JJIsl aHAIOTIYHUX YMPABIIHCHKUX CHUTY-
ariif, po3poOka equHUX GOpM i paBWII CKIaJaHHs, OPOPMIICHHS 1 CTBO-
peHHs TpadapeTHUX TEKCTIB.

Crannapru3zamis Ta yHi(iKalis ynpaBIiHCEKUX JTOKYMEHTIB J103BO-
JIsI€ TOCATTH OJHOMAHITHOCTI B CTPYKTypi Ta 00poodmi indopmarii. Cra-
HAApTH3alis Ta yHi(IKaIis COpUAIOTh TAaKOXK HAIPALIOBAaHHIO MPOTpe-
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CHBHHX METOMIB POOOTH 3 JOKyMeHTaMH. METolo craHmapTu3amii Ta
yHiikamii JOKYMEHTIB € palfioHai3allis MpOoIeciB MiATOTOBKH, BUKO-
HaHHS, TMOIIYKY JOKYMEHTIB; CKOPOYCHHS JIOKYMECHTOIIOTOKIB: IIiJBH-
IIeHHST €(peKTUBHOCTI YIPABITIHHS 1 CTBOPSHHSI ONTHMAIBHUX YMOB JUIS
MalIMHHOT 00pPOOKH YIIpaBIiHCHKOI iH(OpMaIlii.

Jlo ocHOBHEX eTariB yHi(ikaIii Ta cTaHgapTH3aiii B Oyab-sKiid op-
radizamii BiJHOCSITLCS:

¢ BCTaHOBIICHHS KOJIa JOKYMEHTIB, sIKi 00€pTalOThCsl B OpraHizaiiii;

¢ craHmapTH3auis GOPMYIISIPIB Ta TEKCTIB JOKYMEHTIB;

¢ Tpadaperusanis GopMyIApiB JOKYMEHTIB.

3 MeTor craHfapTu3allii ynpaBIiHCHKOT JOKyMeHTalii Oyia 3a-
TBEp/DKEHA cepisl JepKaBHUX CTaHJIApPTIB HA YNPaBIIHCbKY JOKYMEHTa-
wito [5;6;7;8:9;10;11;12;13], a Takok HU3KA CTaHJIAPTIB HA JOKYMEHTH,
SIKI HAaHOUTBII YacTo 3yCTPivaloThes B YIPABMIHCHKIN AisITBHOCTI ITi/I-
puemctia [9;14].

Tpadaperusanin — e 3aci6 yHidikamii TeKCTiB JOKYMEHTIB, KU
MoJIArae B TOMY, 100 Besl iHGopMallisi, XapakTepHa Jijisi TIEBHOT TPYyIH
JIOKYMEHTIB, YMOBHO IMOJAUISETHCS Ha TpadapeTHy, ado ToCTiliHy, Ta iH-
JMBiTyanbHy, a00 3MiHHY. CTBOPIOIOTHCS 30ipHUKH TpadapeTHUX TeKC-
TiB, IpM IOMY €Ki TEKCTH MAalOTh IO KiTbKa 3allacHUX BapiaHTiB.
Jluct 3 TpadapeTHUM TEKCTOM CKIAJA€ThCs 3 JBOX YAaCTHH: THUIIOBOI
(TpadapeTHol) YaACTHHM Ta 3MIHHOI YACTHHU — BCTABKH.

Crynine Tpadapernsanii Moxke OyTH pi3HUM: BECh JTOKYMEHT, HOro
JacTUHA, OKpemuid ab3ar abo peyeHHsA. THUTIOBI TEKCTH J03BOJISIOTH 3€-
KoHOMUTH 10 50-75% dYacy BHKOHABISI IPU CTOBIJICOTKOBIH rapaHTii,
110 JKOJTHE CJI0BO He OyJie MPOITyIIeHe B TEKCTI.

TpadapeTHi TeKCTH BBOIATHCS B JiF0 HAKa30M KEpIBHUKA OpraHi3a-
uii. X po3po6ka 3aBxmu NoBMHHA Ga3yBaTHCS HA JAEpP/KABHUX CTAHAAp-
tax. Tpacdaperusaiiss D0O3BOJISE MiABHIIUTHA TPOAYKTUBHICTH TIparli,
CTIpHSIE MABUINECHHIO KYJIBTYpPH J1TOBOJICTBA.

1.5. JlIokyMeHTYBaHHS Ta JOKYMEeHTaJIbHe 3a0e31e4eHHs
YIPaBJIiHCHKOI i1IbHOCTI OPraHiB Aep;KaBHOI0
YHPABJiHHS Ta MiCIIEBOT0 CAMOBPSIAYBAHHS

JlokyMeHTyBaHHsI yIPaBIiHCHKOT TisSUTBHOCTI mossirae y Qikcartii 3a
BCTAHOBJICHMMHU IPAaBWJIAMH Ha IAnepoBOMYy a00 MarHiTHOMY HOCIsIX

YIPaBIiHCHKUX Jil, TOOTO Y CTBOPEHHI JIOKYMEHTIB.
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CykynHicTsb giii, 31iliCHIOBAHNX OpPraHaMHu YIPaBJiHHA 10
CTBOPEHHIO i BUKOPHCTAHHIO IOKYMEHTIB HAa3UBAETHCA
JOKYMEHTYBAHHAM YNPAaBJIiHCHKOI Ti1IbHOCTI

B ympaBniHCEKiH TisSUTBHOCTI BUKOPHUCTOBYIOTHCS TOJIOBHUM YHMHOM
TEKCTOBI JJOKYMEHTH, iHpOpMalis B SKUX 3adikcoBaHa Oyab-SKUM TH-
CbMOBHM CIIOCOOOM — PYKONUCHUM a00 ApyKapchKuM. Taki TOKyMEHTH,
ogopMmIIeH] BIAMOBIAHO 10 MEBHUX MPaBWJI, HA3UBAIOTh YHPAGIIHCHKU-
Mu, a X CyTHICTb — YIPaBIiHCHKOIO JOKYMEHTAIII€I0.

YupapiaiHcbka 1I0KyYMeHTalisl SBJisi€ COO0I0 CUCTEMY JIOKYMEHTIB,
110 3a0e3MeuyroTh YNPaBIiHChKI MPOLIECH B CYCIIILCTBI, B YCTaHOBI, Ha
MiIIPUEMCTBI, B OpraHizaiii.

[lincTaBoto i CTBOpPEHHSI JOKYMEHTIB B YCTaHOBax € HEOOXiJ-
HICTh 3aCBiTYCHHS HABHOCTI Ta 3MICTy YIPaBIIHCHKUX Jil, TIepeaaHHs,
30epiranHsi i BUKOPUCTAaHHA iH(oOpMalii mpoTSIroM MEeBHOrO 4acy abo
HOCTIiiHO.

3 MOTJISIY 8UKOPUCHMAHHA 6 YNPAGIIHHI PO3PI3HAIOTH TaKi JOKY-
MEHTH:

oditiitHi, 0cOOMCTI i 0COOMCTOTO MOXOPKCHHSI;
CTIpaBKHi opuriHanu oimifHUX TOKYMEHTIB, TyOikaTH 1 Komii, BU-
TATH 3 ODILIHHAX TOKYMEHTIB.

OdiuiliHuM € TOKyMeHT, CTBOPEHHUII opraHizalii€to abo 1mocagoBo0
0ocoboro0 i odopmiieHH# y BCTaHOBIECHOMY mMopsiky. [lin mocanoBoro
0c00010 pO3yMiIOTh 0CO0Y, SKa 3iHCHIOE (DYHKIIIT MpeacTaBHUKA BN
abo 3alimae Tocangy, sKa BHMara€ BHKOHAHHS OpraHizaiiHo-
PO3MOPSAUNX YU aJIMIHICTPATUBHO-TOCTIOAAPCHKUX 000B’SI3KIB.

OcobucTnii — e odiniiHMA TOKYMEHT, IO 3acBiauye ocoly Ta ii
mpaBa, 000B’sI3KH, CIIy’)kO0Be a00 TpOMaJChKe CTAaHOBHUIIE, HHOMY MO-
XKyTbh OyTH TaKOX iHII BiJoMOCTi 6iorpadigHOrO Xapakrepy.

Oco0ucToro MoXoMKeHHs € JOKYMEHT, KUl CTBOPIOE ocoba 1mo3a
cheporo ii cimyx00BOi JisITBHOCTI a00 BUKOHAHHS T'POMAJSTHCHKHX
000B’sI3KiB.

CrnpaB:kHiM € TOKYMEHT, BIiZJOMOCTI TPO 4ac i1 MiClle CTBOPEHHS
SKOTO 1 TIpOo HOro aBTOpa 3a3HAyYeHI CaMOMYy JOKYMEHTi a0o BHSBIICHI
Oy/Ib-SIKUM CITOCOOOM 1 BiJIMOBITAFOTH JIIHCHOCTI.

Opurinain ogiuiiiHoro goKymMeHTa — II¢ Tepmuid ado €IMHHUI
MPUMIpHUK O(IMiIHHOTO JOKyMEHTA.



Bursr 3 odiuiiiHoro 1okymenTa — 1e Korist opimiiHOTO JOKyMeH-
Ta, 110 BIATBOPIOE HOr0 YAaCTHHY 1 3aBIpeHa B YCTAHOBJICHOMY IMOPSJIKY .

VYnpaBaiHCEKI JOKYMEHTH MalOTh TaKi OCOOIMBOCTI:

® CTBOPIOIOTHCSI 1 BUKOPUCTOBYIOTHCS OpraHaMM YIIpaBJIiHHS
(cy0’ektamMu Ta 00’€KTaMHM) Yy BIJIOBIJIHOCTI JI0 BCTaHOBJICHOT
KOMIIETEHIII] 1 TOCTaBJIEHUX 3aB/aHb;

® CIy’)aTh 3aCO00M 3aKpirIeHHs (PYHKIIH OpraHiB yIpaBIiHHS;

® MICTSITh iH(OpMAIIII0 TPABOBOTO Ta JIOBIJIKOBOTO XapakTepy, IO
Bi0Opakae MpUpoy BUKOHABYOI 1 pO3MOPsAU0i AiSUTLHOCTI TIEB-
HOTO OpraHy ynpaBJliHHS;

® IIPOIEC CTBOPEHHS IOKYMEHTIB, iX (hopma, 3MicT, mapaMeTpH, Ha-
JIAfOTh iM 3arajbHOI 3HAYYIIOCTI Ta 000B’I3KOBOCTI BUKOHAHHSI.

1.6. IcTopisi po3BUTKY AJIOBOJACTBA B OPraHax AeP:KABHOI0
YHPAaBJiHHS Ta MiCIIEeBOT0 CAMOBPSIAYBAHHS

P03BUTOK BITYM3HSIHOTO JIJIOBOJICTBA CSra€ y JAaBHUHY 1 MPOWIIOB
KkubKka eTtamiB. CpOrojHi IUIOBOICTBO OXOIUIIOE MISJILHICTH KOXKHOI'O
HiAMPUEMCTBA, YCTAaHOBHU, OpraHi3ailii, CKJIaJHO 3HAWTH OpraHizaiiio, B
AKiil OM He 3aCTOCOBYBAIMCH Ti UM iHINI JIOKYMEHTH a00 CUCTEMH JIOKY-
MEHTIB, OJIHAK 3 CaMOT'0 MOYATKY JIIJIOBOJICTBO CTOCYBAJIOCH MEPEBAXKHO
JIOKYMEHTIB, K1 BUIABAJIICS OpraHaMM JEp:KaBHOI'O YIPABJIiHHA Ta Mi-
CLIEBOI'O CAMOBPSAIYBaHHS 1 TUIBKU MTOTIM BOHO HaOyJI0 TaKOTO MOIINpE-
HOT'O XapakTepy.

CTBOpEHHS Ta PO3BUTOK IMMCEMHOCTI Y CBITI MIPU3BEIHN A0 TOTO, L0
3’SBWJIACh MOYIJIMBICTH YTOJHM, SIKI YKJIQJadlch MK IUIEMEHHUMH Ta
JIEPKaBHUMHU YTBOPEHHSIMHU, TOPTiBEJIbHI YroJy Ta iHII TOCMOAApPChKi
nii ikcyBaTH MUCHMOBO, HAJAIO4M 1M TIPABOBOTO XapakTepy Ta 30epi-
raroud iHGOpMaIliro K Ha JepKAaBHOMY PiBHI, TaK 1 B IPUBATHUX CTPYK-
Typax. [lepmmMu nucekMOBUMEU TOKYMEHTaMHU, 3HAMIEHUMHU apXeoJora-
MU, OyJIM TEKCTH 3aKOHIB. BoHM BMOWTI HA KaM’STHOMY CTOBITI KJIMHOTIH-
COM, 1 BIIHOCSITHCS JIO Yacy TPaBIiHHS JIaBHLOBABIJIOHCHKOTO Tapsi Xa-
mmypari (1792—-1750 pp. o H.e.). [IucpmMoBI maM’sITKH, 3HaiieH] B ma-
Jami accipiiicbkoro mapst AmmrypOaninana (669—663 poku 10 H.e.), IO
MaloTh (popMy TTUHSIHUX TAOJIMUOK, YACTKOBO MICTATH TEKCTH 3 Ipama-
THKH, @ TAaKOK XPOHIKY, B Kl pO3MOBIIAE€THCS PO BAXKIIMBI ICTOPUYIHI
MOIi1, IO CTAJHCS B JKUTTI HapoAiB Mexupiudsi. 3HaiiIeH] TaKoX J0TO0-
BOpHU MK KpaiHaMH, 3aKOHH, 3BiTH NpO OyIiBHUITBO, JOHOCH YAHOBHU-
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KiB, TOBIJIOMJICHHS PO3BIIHUKIB NP0 CTaH CIpaB y CYCiOHIX KpaiHax,
JIMCTH, CKapTH, JOTOBOPH, OYXTalTepChKi KHUTH TOIIO.

Bin camoro novarky 3apomkeHHs Qikcamii iHGopMmarii, sika HocuIa
JUTOBHMIA XapaKTep, BH3HAYAIOTHCS O3HAKU 3acCBiJUEHHS JOKYMEHTa,
TOOTO MIATBEPKEHHS HOT0 CIIPaBXHOCTI, a BiJIITOBITHO, HAJaHHSI HOMY
IOPUANYHOI CHIIM, 11O TPOSIBUIIOCH Y HAsIBHOCTI BiOUTKa ocobucToi me-
YaTKU BJIACHUKA. SIK 3acBiAUyIOTH 1CTOpWUYHI JaHi, mpoueaypa 3aTBep-
JDKEHHSI JIOKyMEHTa TIeYaTKOI Ha TIIMHSHHUX TaOauukax Oyya posro-
BCIOJKEHOIO, 10 JaJI0 JOCTIIHUKAaM TiJIcTaBy 3pOOHUTH BHCHOBOK IIPO
HasIBHICTh 1ILOTO aTprOyTy Maibke B ychoro HaceneHHs CTaponaBHbOTO
Cxony, okpiM HaibOinHimmx BepcTB. [loaiOHI dakTh TOBOPSTH MPO po-
3yMIHHS TOTOYaCHUMH IOKOJIIHHSMM BaXJIMBOCTI KYJIBTYPH JTOKYMEH-
TyBaHHsI Ta 3aCBiJJYCHHS JOKYMEHTIB, OCKIJIbKM Ha 3HaWjeHil y Ctapo-
JnaBHbOMY BaBuioHi crnerianbHild Tabaudili 3aHOTOBaHI (akTU BTpaTh
TMeYaTKy BIACHUKAMH .

JIMHAMIYHOTO PO3BHUTKY [iJIOBOJACTBO HAOYJIO TIiCHsl BUHANICHHS
nanepy. Hanpuknan, y JlaBupomy Pumi Oyio yBeneHO MpaBMIIO YiTKO
nucanux 3akoHiB. CkiananHs 3adikcoBaHUX Ha Marepi 3aKOHIB Ta Ipa-
BIJI OyJI0 TaKOX TOJIOBHOIO BHUMOT'OK YYacCHHMKIB HapOJHUX IOBCTaHb,
IpU LBOMY, 11100 TOKYMEHT MaB IOPUANYHY CUITY, BiJ CIIPAaBOYMHLS BH-
Marajiach aOCOJIFOTHA TOYHICTh (POPMYIIIOBaHb Ta JOCKOHAJIE 3HAHHS
tdhopmu oxkymenta. To ik, SIK CBIAUUTH iCTOPisl, eI JOKYMEHTH CKJla-
JTACh came JUTst pikcarlii 3aKoHIB Ta MiXKIACPKABHUX YrOI.

3BepTae Ha cebe yBary Toi (hakT, 10 OJHUM 3 MEPIIUX JOKYMEHTIB,
AKUi 3aQikCyBaB MoAia Biaau, OyB 3akoH, npuitHaTuil y Cnapri. Llei
3aKOH 00OMEXyBaB BJaJly LapiB 1 HAJUISAB BIQJIOK CTAPIHIINH, JKUTEIIB,
crapmux 60 pokiB, SIKi HA3WBAIKCH TEPOHTAMHU. 3aKOH OYyJIO MPUHHATO
JUIsL TOTO, 100 TEePOHTH, 1api 1 HAPOJ HE criepedaIncs M co0oto y 60-
poThOi 3a Biagy. 3a UM 3aKOHOM HapoJ OJIepKaB MpaBo Ha 300pH, HA
SKUX 1ap abo TepOHTH POOMIN TMPOMOBH, a HApPOJ KPUKOM CXBAIIIOBAB
a00 BIJXUJISB TIPOTIO3HMIIIT JTOTIOBIaYiB.

JlaBHBOpYCBKa Jiep)kaBa BUHUKIIA B PE3yJIbTaTi TPHBAJIOTO MPOLECY
PO3BHUTKY CXiTHOCIIOB’ THCHKUX TuieMeH. Lleit mporec mMaB i cnenuniky,
10 3HAXOJIMIIO BiOOpakeHHS B CKJIaJaHHI Ta NMEPENCyBaHHI BiJ PyKd
JiTepaTypHUX TBOPIB, TakuX K «Ci0Bo 0 moJsiky Iropesim», neren, pe-
JiridHEX MigiB Tomo. Y TOH ke yac, MpUBaTHA BIACHICTh Ta 3aCHOBAaHA
Ha Hi MaifHOBa HEPIBHICTb MPHU3BENH A0 COLIAIBHOTO PO3IIAPYBAHHS

! Kynewie C.I'. JlokymenTo3nacTBo: Ictopis. Temypuuni ocrosu. YJIHIIAC/. — K., 2000. —
160 c.
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HACEJICHHS 1 HeOOXITHOCTI CTBOPEHHSI IOPHINYHUX TOKYMEHTIB, a caMe:
3aMoBITIB, 3aMMCiB OOPTiB, TOPTOBEIBLHUX YTOJ, KOHTPAKTIB TOIIO. 3PO-
3yMiJIO, IO TaKi BaXKJIMBI JOKYMEHTH Majlll peTelbHO 30epiratucs. Bi-
JIOMO, TI10 3a YaciB SIpociiaBa Myiporo HaiiIaBHiII TpaMOTH 1 JOTOBOPH
Pyci 3 inmmmMu kpainamu 30epiranucst y MuxaiiniBcskomy npenini Co-
¢iticekoro cobopy. OHUM 3 HAWBIAOMIMINX Ta HAMOUTBIIKMX 310paHb i-
noBux nanepiB 0yB Kuepo-Ileuepcbkuii MOHACTHP.

HaiictapimmuM 1 HaWBaXIUBINIUM JOKYMEHTOM, IO 30epir AaBHI
HOpMH 3BHYaeBOTO mpaBa, € «[IpaBma Pycbka», choromHi Bimoma sK
«Pycobka [IpaBna». KiracoBe cycnijbcTBO, IKe OCTATOYHO c(HOpMYBaIOCh
Ha TepuTopii cydacHoi YKpainu HanpukiHii [X cT., oTpuMao ToKyMeH-
TaJlbHEe O(GOPMIICHHS B IIbOMY 3BOJI 3aKOHOAABUYMX AaKTIB JaBHbOC-
JIOB’STHCHKOT'O TpaBa, HE3BAXKAIOUM Ha T€, 110 B HbOMY IPOSIBIAETHCA
cyTTeBui BB si3nuaniTBa. Opurinan «lIpasau Pycbkoi» He 30epircs,
aJie € KiJbKa COTeHb PYKOIMCHUX KOMiH I[bOro JokyMeHTa. OCKUIbKU Y
JIaBH1 YacH KOITiIOBaHHS JIOKYMEHTIB 31MCHIOBAIIN TIEPENUCyBayi i Komii
KOIITYBaJIU JOCUTH JI0POr0, TO KOMIIOBAJIU JIMIIE Ba)KIMBI JTOKYMEHTH,
SIKi TIOTIM PETEeNbHO 30epiraiu.

BaxnuBumMH JOKyMEHTaMH TOTOYacCHOI €MOXH BBAKAIOTBHCS KHSKI
Ta IEPKOBHI YCTaBU Ta KHKI «ypokm». KHsDKI ycTaBU SIBISIFOTH COOOIO
BHYTPIITHBOJICPXKABHI HOPMH 1 TOpsIKK (TIpaBuia), 30KpeMa «YcraB
Bononumupa Monomaxa» ¢(akTuuHO OyB JONOBHEHHSM, YacTHHOIO
3BOJly 3aKOHOAABYMX aKTiB JaBHBOCIOB SHCHKOro mpaBa — «Pycbkoi
[IpaBau». LlepkoBHI ycTaBU BIOPSAIKOBYBAJIN IPABOBE CTAHOBUIIE LIEp-
KBU Y JiepaBi, IIEPKOBHUX CYJIiB, BUPINIyBaIX MaTepiaibHe 3a0e3re-
YeHHS LepKBH. KHSKI «ypOKm» — 11 MOCTaHOBU KHSA3IB, 110 HOCHIIU Tie-
peBakHO (piHAHCOBUH XapakTep 1 CTOCYBAJIHCS CTATHEHHS MOAATKIB, a-
HUHH Ha KOPHUCTH KHI351, Cy/IOBHX CTATHEHB TOIIIO.

HaliBa)KTMBIIIAM ICTOPUYHUM JIOKYMEHTOM € HaWJaBHINIMNA JIITO-
muc «I1oBicTh BpeM’ SIHUX JIT», B IKOMY MICTATBCS BiJIOMOCTI PO TIEPIIi
MDKHapOAHI akTh — goroBopu KuiBcekoi Pyci 3 iHO3eMHUME neprkaBa-
Mu. B omHOMY 3 TekcTiB moroBopiB 971 poky momana ¢popmyna si3UUHH-
IBKOT MMPHUCATH PYCHKUX KHS3IB Ta iX )1py>1<I/IHI/I.2

Taxum grHOM UTs icTOpii KHsKOI 100m (KuiBcbkoi Pycu Ta [Nanm-
[IbKO-BOJIMHCHKOI JIepy)KaBl) OCHOBHUMH JJOKYMEHTAIBHUM JDKEPEIIaMH €
JITOMHCH, IO 30eperiucs A0 ChOTOAHIIIHBOTO JTHS Y BHUIJIAII JIITOMUC-
HUX KOJCKCIB, aKTiB, KHSDKAX TPaMOT, MPABOBUX KOACKCIB TOIIIO.

% [Tanexa FO.I. Yupasiiscbke 1okyMeHTyBaHHs. Hapu.moci6.: Y 2 4. —4.1. — K., 2003. — C.17.
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[Momanemmii pO3BUTOK CYCIIIJILCTBA HA TEPUTOPIi CydacHOi YKpaiHu
Ta €Bpony OyB MOB’SI3aHUIA 31 CTAHOBIICHHSIM JIEPYKABHOCTI KpaiH Ta po-
3BUTKOM B HHX MICIIEBOTO CaAaMOBPSYBAaHHS, 110 3HAXOAWTH BiJIMOBIIHI
MIATBEP/UKCHHS 1 B JIOKYMEHTaX, SIKi PO3BUBAIOTHCS Ta BIOCKOHAIO-
IOTBbCS Pa3oM 31 CTAHOBJICHHSIM CYCIIJILCTBA. 3aHENaJ MIChKUX IUBITI-
3alliii aHTHYHOTO TIepioly Ha MEeBHUI Yac MepepBaB PO3BUTOK CYCITUTBC-
TBa 1 BChOro aAioBojicTBa. [louaTok BimpomkenHs natyrots [X—XI cr.,
KOJIN €BPOTICUCHKI MICTa 3 PO3BUTKOM PEMICHHIITBA, BAHUKHEHHIM TO-
BapHOTO BUPOOHUIITBA, MOYAIH IHTEHCHBHO 3pOCTaTH 3a PaXyHOK Hace-
JICHHSI, siKe OYJI0 BXKE 3alHsTE HECUIbChKOTOCIIOIAPCHKUMU BUIAMU Iisl-
apHOCTI. B MicTax cTBOPIOIOTHCS BUPOOHMYI KOpIopaliii — 1exu KoBa-
JIiB, IIEBIiB, TOHYAPiB, KYIIIiB TOIIO, SIKi HAKOMMYYBaJIM BEIUKI MaTepi-
anbHi pecypcu. OHak 6e3mipHa Biana ¢peolaniB He JaBaia MOKIMBOCTI
PO3BHMBATHUCS MiCTaM, HapajielbHe 3POCTaHHS aBTOPUTETY LEXIB CTAJIO
00’ €KTUBHUM YMHHUKOM (OpMYyBaHHsI MiCHKOT rpoMajiy Ta il mparHeHHs
JI0 CaMOYIIPaBIIiHHSI.

[Ticnst HamoseriMBoi 60pPOTHOM MiChKi TPOMajM BU3HAIIM JIMIIE CY-
JIOBY 3BEpPXHICTb BJIaJy MOHapxa i CIUIadyBajlM MEBHY CyMy KOILTIB Ha
Horo yTpuMmaHHS Ta HaJlaBaju BiiCHKOBY JIOTIOMOTY iJ yac BiitHu. Ile-
BHI IIpUBiJIei Ha/IaBalUCh TPaMOTaMK MOHapXxa, Mi3Hille BOHU 0QOpMHU-
JUCh MICBKUMU CTaTyTaMH, sIKi CTaad CBOEPIIHUMHU MiCHKUMU KOHCTH-
TYIisIMU 1 00OB’SI3KOBUMH aTpuOyTamMHu caMOBpsAHOTO Micta. OHUM 3
Mepimx cratyTiB OyB craryT, ckinaaennii y XIII cr. y micti MarneOyp3i,
KU Ha0yB IIMPOKOTO BHUKOPHCTAHHS B IHIIMX MiCTax €BpoIy, IO B
MOJIAIBIIOMY JICTAallo Ha3By «Marne0yp3bke MpaBo». MarneOyp3bke
MPaBO BCTAHOBIIIOBAJO MOPSIOK BUOOPIB 1 yHKIIi OpraHiB MicLEBOTO
CaMOBPSIyBaHHS, Cyly, PEMICHHYUX IIEXiB Ta KyHeUbKUX 00’€IHaHb, a
TAKOXK PEryJIIOBANO MUTAHHS TOPTiBIIi, CIIAAKyBAHHS, OMIKH TOIIO".

V Toii ke yac Ha TepuTopii YKpaiHu, HE3BaKAIOUM HA Te, 10 3HAY-
Ha yactuHa MicT [IpaBoOepexHOT yacTHHU YKpaiHu Maiu Marjae0yp3bke
MPaBo, OJJHAK BOHO CYTTEBUM YHMHOM BiJPI3HSIIOCH Bij TOTO, 1m0 OyJo y
€Bpomi. Sk cBiq4aTh ICTOPHYHI JOKYMEHTH, OKpEeMi MiCTa HaBiTh HE
MaJid Horo mucaHoi Gopmu, a AesKi MicTa MaJId KiJTbKa MaricTpaTiB, SKi
B1JI0OpaXkaiu eTHIYHUN CKJIAJ] HACEJICHHS, 30KpeMa TaKuM MiCTOM OyB
Kawm’snenp-Iloainbebkuil, y sSIkoMy CBOT MaricTpaTd Malld TOJISIKU, Bip-
MEHH, YKpaiHIIi.

* 3 jcropii camoBpsityBanHs Ta eMokparii y Kuesi. — K.: [HCTHTYT rpoMajIssHCBKOTO CyCITIThCT-
Ba. —2000. — C.14.
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s mporo mepiogy XapakTepHi TpaMOTH BEJIMKUX KHS31B JTUTOBChH-
KHX 1 KOPOJIB MOJIbCHKHX, aKTH CEMMIB, aKTH TPUOYHAIIIB TOIIO, 1110 Bi-
N00pakajo ICTOPUYHUI PO3BUTOK JEprKaBH 1 BXiX 10 y ckiamy JIuros-
ceko-ITonmbehkoi mepkaBu. B meit wac HaOyiam MOMIMPEHHS TOKYMEHTH
MI>KHApOJAHO-TIPABOBOTO  XapaKTepy, XPOHIKH, JITOMHUCH MOCKOBCHKI,
MOJIbCHKI, TYPElbKO-TaTapPChKi, P13HI OMUCH TOIIIO.

[lounHarouu 3 yaciB HalllOHAILHO-BU3BOJIBLHOT OOPOTHOM YKPATHCHKOTO
Hapoay mmij opymor bormana XMeTBHHUITBKOTO, 3pOcCTae TUQEepeHITIaIls
JOKYMEHTAIBHUX JKEpen 1 30UIbLIyeThes iX 3arajibHa KUIbKICTh. JlepikaB-
HUM XapakTepOM TeTbMAaHCBhKOI YKpaiHM BH3HAYA€THCS TMOXOIDKCHHS 1
3micT AoKyMeHTiB XVII-XVIII cr. OcHOBHMMHU JOKyMEHTaMH Iii€i 1001 €
M1KHApO/IHI JIOTOBOPH, KOHCTUTYIIIi, YHIBEpCATM 1 JIUCTH TeThbMaHiB, aKTH
['enepanbHOl KaHIENISIPIi, AIJTOBI JOKYMEHTH PaTyIll, MaricTpaTiB. 3pocTaH-
HS JIOKYMEHTYBaHHS JisUTbHOCTI HEHTPAIBHUX OPraHiB YMpaBIiHHS Ta Cy-
JIOYMHCTBA COPHUUYMHUIIO MOSIBY aKTOBOI IOKyMEHTALli.

Cepen JMOKYMEHTIB 4iIbHE MicCIle TMOCigae Tpymna JUPEKTHBHO-
PO3MOPSAIUUX AKTIB: «YHIBEPCAIDb» «yKa3b», IUCTBY, «OPAEPH», «iH-
CTPYKILisD», «PE30JIOLis), «IPUKA3b» Ta 1H.

3 XVIII cr. mij BIIIMBOM POCIHCHKOTO JIIJIOBOACTBA MPOBITHUM PO-
3MOPSAIYUM JOKYMEHTOM CTa€ YKas3, BiH PO3MOBCIOAMBCS HACTUIBKU IIH-
POKO, 1110 IPOHUK HABITh y CYAOYMHCTBO. J{JIs IIbOr0 JOKyMEHTa Xapak-
TepHOIO OyJia YiTKO BU3HAUYEHA CTPYKTYpa, Ka CKJIaJanacs 3 3aroJoBHOI
YaCTUHH, OCHOBHOI (BMKJIa/) 3 MOTHUBYIOUMMHU Ta PE3OJIOLIMHUMU elie-
MEHTaMHU Ta 3aKJIIOYHUN MPOTOKOJI. 3BepTae Ha cebe yBary Toil (axT,
0 ajpecaT B yKasi 3aBkJId OyB KOHKPETHUH.

IMeHHI JUCTH TeHepaJbHOI Ta MOJKOBOI cTapmuHu y 30-X pokax
XVII cr. 3aiiManu mpoMiKHE MICIle MK yHIBepcallaMH Ta yKa3aMH.
Bonwu 36epiranu BiamoBiaHi GopMu Kiime B yCiX YaCTUHAX, TOYWHAIOYN
BiJl 3arOJIOBKA 1 3aKiHYYIOYH KiHIIEBUM MPOTOKOJIOM. 3 4acOM YacTHHA
iX eBOJIOIIOHYBajla B HaKa3| (MIPHUKa3H), YOMY CTPHUSIB CTHIb Ta Gopma
BUKJIQJICHHS TEKCTY IIbOTO JOKyMEHTa. BoHa HOcMiIa Haka3oBuii abo 1H-
CTPYKTHBHUI Xapakrep. Kpim Toro, y ckimaai opiiifHuX JIUCTIB i€l 10-
OM JOCHUTH YITKO BUAUISETHCS Tpyla IHCTPYKTUBHUX JIMCTiB-3BEPHEHb,
JIUCTIB-JIOHECEHb, JINCTIB-CBIUEHbB, JINCTIB-CKApPT TOIIO.

Haxas sk po3mopsqunii JOKyMeHT Ha0yB CBOTO CTAaHOBJICHHS Ta PO-
3BUTKY B 50—60-x pokax XVIII ct. 3 moOyTOBOI chepr BiH MOCTYIOBO
MIEPEHIIIOB y CYCIUTBHO-TIONITHYHY, 3 JOTPUMAHHSIM TIEBHOI CTPYKTYPH,
a caMe: HasBHOCTI KOHCTaTYyIO4Oi YaCTUHHM, B SIKiil BHUKJIAICHO OOTpYH-
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TYBaHHS, Ta MOCTAHOBJISFOUOI YACTHHHM, B SIKii HABOAWUTHCS 3BEPTAHHS
JI0 ajipecaTa, MpH [bOMY aKTHBHO 3aCTOCOBYETHCS 1H(IHITHB.

OpJiep — po3MOPSHKCHHS-CIIOBIIIEHHS, CITYIIEHE 3 BUINOT 1IHCTAHIIIT
Ha mici — ctae nonyisipauM 3 X VIII ct. [lopsia 3 HuM, anie He ayxe 4a-
CTO, 3aCTOCOBYETBCSI «OUTYyTH» — CITy’)KOOBHH TPUIIHC KOMYCh 3rOpH Ha
y4dacTb B oimiiHii aKiii.

VY ueit nepioa chopmyBaBcs GopMysIsip IHCTPYKIIi, siKa BU3HAUAA
CTaTyC CIy>KOOBHMX Ta YIMOBHOBa)KEHUX 0Ci0, MicTuia oimiifHi peria-
MEHTAIII] 100 3IHCHEeHHS 3aXO0AiB, Aii Tomo. OQHAK paHHI 3pa3Ku Ta
IHCTPYKLIi KO3allbKOT CTapIIMHU HE MAIOTh pyOpHKallii, 0 MOSICHIOETh-
sl pI3HUMH YHHHUKAMH, Cepe]l IKUX — €KOHOMIs TIarepy.

Pezomonii micTuincs y BUIISIAI KOPOTKUX MPHUITUCIB OQilliiHIX
oci0 Ha ToMy uu iHImoMy marnepi (y HWKHIl YacTUHI IOKyMEHTa) abo
BUKJIJICHOT OCIOHO PEeKOMEH/IAITIT .

BinpiiicTh AMPEKTUBHO-PO3MOPSIUUX aKTIiB Malld cTaOuIbHI ¢op-
MyJIW TIepeadi ajgpecara Ta ajpecanTa (MPUAMEHHHK «i3by», Jalli Ha3Ba
KaHLEJSIpii y pOJIOBOMY BiIMiHKY; iM’sl Ta 1M0-0aThKOBI, CTaH OJIEPKY-
Baya y JIaBaJlbHOMY BiJIMIHKY OJIHUHH).

Jpyra rpyna IOKyMeHTiB — BUKOHaBYi akTu. Cepen HUX BHIUIA-
I0ThCSl «JIOHECEHIE» (JIOHOMICHNE) Ta «panopThy». Lli nokymenTn HaOynu
TUTIOBUX O3HAK periaMeHTOBaHUX parnopTiB y 60—70-x pokax XVIII cT.
3 COTEHHMX Ta MOJIKOBUX KaHIEAPiN 1 JOKYMEHTH HaAXOIWIN K pa-
MOPTH, SIKUMH 3aCBiI4yBaBcsl (DaKT OJICpyKaHHS yKa3iB BHIOI iHCTAHIIII.
[Tpu iboMy BigMivaeThbesl HE3MIHHUEN HaOlp OCHOBHUX (hOpMYJI, a came:

e Ha3Ba ajpecata (KaHIEIAPii yu 0coOH) y (Gopmi AaBaILHOTO YH

3HaX1THOTO BiJIMiHKa OJTHMHU 3 TIPUIMEHHUKOM «BY;
e Ha3Ba ajpecaHTa (KaHiemspii) y ¢opMi poIOBOrO BiJIMiHKA OTHU-
HU 3 IPUIMEHHUKAMHU «OTBY», «U3bY», KHCH;

® Ha3Ba JJOKYMEHTA i3 CYNPOBIIHOI PEMapKOI0, sKa PO3KpUBAE HO-
r'o 3MICT;

® OCHOBHA YacCTHMHA (Ha3Ba 0/IEP’KAHOT0 JOKYMEHTA 13 3a3HAYEeHHSIM
JIaTH, BUX1JIHOTO HOMEpa Ta KOPOTKOI aHOTaIlii);

e mignuc (YpsaoBHi CTaH, iM’s Ta TOOATHKOBI — CIIpaBa);

e nata (piK, MiCSIb YMCIIO — 371iBa).

Pamopt crae 3aranbHOBKHMBaHUM aKTOM Y BCiX cdepax aaMmiHicTpa-
TUBHOI'O YIPaBIiHHSA, aapaTy CyiB, MaricTparis, paTyll, iHOAL LEpKO-

* Jlinosa nokxymenTanis I'ersmanmmuan X VIII cr./ Yiopsaauk BT opo0enp, K.: Hayk.1ymxa,
1993. -392 c.
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BHUX €mapXxiid. Ha TUTyi AeSKIX TOKYMEHTIB IMOYMHAE 3’ IBISATUCS TpHD
«I10 CEKPETY» (y BEpXHBOMY KyTi apKyIia).’

3acBiguyBaibHa JTOKYMEHTAIliS TpPEJCTaBlIeHAa B aKTOBUX TMare-
pax TaKUMU PI3HOBHIIAMH, K «aTTyCTaTbh», «CBUIYTEIbCTBO» 1 «IIa-
ITIOPTH». ATecTaT — CIIy)k00Ba XapaKTEpPUCTHKA, IO BHIaBaliacs 3a
BUMOTO0 (Y 3B’SI3KY 3 IEPEX0JIOM Ha KaHUEISIPChKY CIIyxkOy, 3aBep-
MIEHHSM TIEBHHMX KiaciB B akajaemii Tomo). Kpim Ha3zBu, dhopmysip
aTecTaTa MiCTHB BKa3iBKy Ha aJpecaHTa, KUl BUIA€ JOKYMEHT, daHi
Mpo ajpecaTa: mocajaa, iM’s Ta Ipi3BUILIE, MepesiK cCIyKO00BUX 3aCTyT
13 Bi/I3HaYGHHIM MOpaJIbHUX AKOCTel. Micle i nara Buaayi, mignucu
i meyaTka — B TPAJUIIMHOMY MICII.

Oco0nuBe Micie cepell TOKYMEHTIB 3aiiMalio CBiJIOITBO, SIKE BKJIIO-
yayo B ceOe Iy HU3KY MOCBIAKOBUX JIOKYMEHTIB 1 32 4ac iCHyBaHHs
HaOyno cremniamizaiii, ToOOTO JUIsi IEBHOTO BUY TOCBIIYEHHSI yTBOPH-
JHCcs pi3HI TOKyMeHTH. 3a Ha3Bowo «CBigouTBO» 30eperiucst QyHKIiT
nocBimueHHsT (akTy TpPOMISIHCBKOro CTaHy (IUTO0Y, HapOJKCHHS,
cmeprti). [yig mocBildeHHS 0cOOM CTalli BUKOPUCTOBYBATH MACIOPT, B
SIKOMY HE TUIbKHM TIOCBiJldyBajacsi ocoba, ajie ¥ 3a3XHavaluch TUTYJ
oco0w, ii couiaapbHUI cTaH, y OiIbII PaHHI NMEPioAM BKa3yBallOCh Miclle
CJTiTyBaHHS 0cOoOM, MpoXaHHs Ha i1 BUTbHUI MPOITyCcK 200 MPOKUBAHHS.

OcobOnvBa yBara B  JIUIOBOJCTBI  MPHUAUISIACE  OOJIIKOBO-
cratuctiuHii gokymenTarii. [Ipotsrom XVIII ct. HaOyBaloTh BU3HAYe-
HUX (HopM ii )KaHPH Ta PI3HOBUIN — «BEAOMOCTHY, KBHTAHIUS, «pac-
MTUCKAY, «BEKCEIIb) TOIIO.

Jlist 1iboT0 TIepiony XapakTepHUM € 0OMeXeHHs aBToHOMIT ['eTbMa-
HIIMHYU 3 OOKY POCICHKOTO Laps, MOCIIJOBHE BUTICHEHHS YKpPaiHCHKOI
MOBH 3 O(IIIITHOTO JIJIOBOJCTBA Ta OCTATOYHOTO 3allPOBA/DKCHHS Ha
YKpaiHCBKUX 3EMIIIX aJAMIHICTPATHBHO-TEPUTOPIATIFHOTO YIPABIiHHS
Pociticekoi iMIiepii, 1110 BiIMOBIITHUM YMHOM TIO3HAYMIIOCH 1 HA J1IOBUX
marepax Ta BeJACHHI KaHIIESIPChKOT JOKYMEHTAII1.

Crin 3a3naunty, mo 10 XVIII cT. 1i1oBoACTBO B ycTaHOBAX BEJIOCH
BiJITIOBIJTHO JI0 KAHIEIAPCHKUX TPAIHIIN 1 3aKOHOIABCTBOM HE PETYIIIO-
Basock. CTBOpeHHS B mapchbkiii Pocii 3 MeToro pedopmyBaHHS yrpas-
JHHS IeP’KaBOO KOJIETii, sIKi MiAMOpIIKoByBauch CHHOMY, TPU3BETIO
no npuitHaTTa B 1720 poui «I'eHepanbHOrO periaMeHty» JAepiKaBHUX
KOJIETi, B SIKOMY BH3HA4YE€HO CTPYKTYpPYy KOJETiii Ta 3acaayl opraHizamii
JITOBOZICTBA B IEPYKaBHUX YCTaHOBAX.

5
Tawm camo.
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«["eHEepaTbHUM pErIaMEeHTOM» BH3HAUYAIHCH Ta 3aKPIILTIOBATIMCH (yH-
KLii Mipo3aiIiB KoJerii, X mpaBa Ta 000B’SI3KM, MEK1 KOMIIETEHIIi1, 1110 €
MTPOTOTUTIOM CHOTOJTHIIITHIX ITOJIOMKEHB TIPO CTPYKTYpHUH Tipo3ait. Ocoo-
7uBa yBara «[ eHepabHUM periaMeHTOM» OyJia TpHIiICHa BU3HAYCHHIO
CTPYKTYpH, (YHKIIH KaHuenmsipii Ta i cekperaps, BiINOBIIAILHOCTI 3a
CKJIaJIaHHsI TIOKYMEHTIB, a TAKOX PEKUMY pOOOTH JIep>KaBHUX CITYKOOBIIIB,
TaKHX K PEECTPATOPH, apXiBapiyCH, KO IOBATLHUKHU, MTUCLI.

Citizt 3a3HaYUTH, 110 B IIbOMY JIOKYMEHTI 3’ SIBISETHCS BUMOTA III0JT0
CKJIaJJaHHSI OKPEMHUX JIOKYMEHTIB 3a «T€HEpAIbHUM (HOPMYJIISIPOM», TOO-
TO MOYMHAETHCS yHipikaisg GopM JOKYMEHTIB Ta po3poOka cramux ¢o-
PMYJISIPiB 7Sl Pi3HUX BUAIB JIOKYMEHTIB.

YV 1722 poui OyB npuiiaatuii «Tabens 0 paHraxy», IKUA 3aM04aTKy-
BaB CHUCTEMY YHHIB, 3BaHb Ta TUTYJIB JIepKaBHUX CIY»KOOBIIIB 1 3aCTO-
coByBaBcst 10 1917 poky. HaOyia nmogansiuioro po3BUTKy i HOpMaTHBHO-
npaBoBa 0a3a JOKYMEHTYBAaHHS [iSUIBHOCTI JI€p’KaBHMX YCTAHOB, sKa
OCTaTouYHE BiJJOOpakeHHs 3HAWIUIA y BUAaHOMY B 1775 polli TOKyMeHTi
«YdepexxaeHus Ui yrnpasieHus». LluM 10KyMEHTOM BCTaHOBJICHO, IO
OCHOBHHM JJOKYMEHTOM CIIIJIKyBaHHS MK yCTaHOBAaMH CTa€ JIUCT, a JIH-
CTyBaHHS HaOyBae hopmu putyany, 6e3 3HaHHS SIKOI YUHOBHHMK HE Mir
3aifHATH BiJIIOBIIHY MOCAy.

B wneit yac y nmpakTuky AiI0BOACTBA BBOJAATHCS €IEMEHTH OpraHi3a-
1ii 00Ky, MPOXOHKEHHS Ta 30epiraHHs JJOKYMEHTIB.

PedopmyBaHHS 1IEHTPaIBHOTO JICPKABHOTO arapary, sike Big0yinoch
npotsirom 1810-1812 pokiB, nepeadadano CTBOPEHHs BUIIOTO JIEpKaB-
HOTO 3aKOHOABYOTO oprany — JlepkaBHoi Paju, Ta HU3KH MIHICTEPCTB
3 0araTtocTyneHeBO CTPYKTYpOIO, a caMe MOJUIOM Ha JenapTaMeHTH,
SIK1 CKJTaJaliucs 3 BIIIIIIB, @ Ti, B CBOIO YEPTy MaJli Taki CTPYKTYpPH, K
cronu. Taka CTpyKTypu3alis cripusia YiTKOMY PO3MEXKYBaHHIO JiepKa-
BHOTO armapary Ta [IBHIKOMY CTBOPEHHIO IPOIIApKy OIOpOKpaTiB-
YHHOBHHUKIB, SIKi MepeOyBaiy Ha CIIykO0i1 y maps i MOBHICTIO 3aJeyKaln
BiJ HhOTO. KiNbKiCHE 3pOCTaHHS amapaTry YWHOBHHUIITBA MPHU3BEIIO JI0 Bi-
JUITOBITHOTO PO3IIMPEHHS HOro MOBHOBKEHBL Ta MOPAJILHUX 1 Marepia-
JHHUX TIPHUBIIETB.

HaOyna momamemoro po3BHTKY i HOpMaTHBHa 0a3a IiIOBOZICTBA.
ITocranoBoro «3arambHa TOOYAOBa MIHICTEPCTB» Iepeadadanacs €1-
HICTh ()OPMH CKJIAJIaHHS JOKYMEHTIB 32 HaBEJICHUMH 3pa3KaMH, a MO0
CTBOPEHHS JOKYMEHTIB CKJIATHOTO 3MICTy, TO iX CTPYKTypa IOBHHHA
Oyna MaTu Taki €JIeMEHTH: BCTYI, OOTPYHTYBaHHSI Ta «COOOpaKeHis i
3aKII0YeHisn. Ha 3akoH01aBuOMY piBHI YiTKO BCTAHOBJTIOBABCS MOPSIIOK
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MIPOXOJKCHHS JJOKYMEHTIB 1HCTaHIIISIMU 3 MiHIMAJIbHUMU BiJIXUJICHHSIMH
Bi/I 3a3HayeHOro muisixy. KpiM TOro, KokHa IHCTaHIlS JUIsl peecTparii
BXIJJHMX Ta BUXIJIHUX JOKYMEHTIB ITOBUHHA OyJla MaTH KYpHAJIU PEECT-
partii, sKi CKJIafaiaucs 3 TPhOX YaCTUH Ta B SAKUX OKPEMO PEECTPYBAIH
JOKYMEHTH BEPXOBHOI BIaJiv, TIOTOYHI MATICPH Ta TAEMHI HAJIXOIKEHHS.
Cami cripaBu, SIKi BUPILIYyBaJIM JileNapTaMEHTH, MOJUISIIUCS HA TPU KaTe-
ropii: TepMiHOBI, a00 Ha/J3BUYAlHI; HEBIIKIAHI; 3BUYaAliHI, YU MTOTOY-
ui.% 3 meToro MTOKpAIIeHHS POOOTH 3 IOKyMEHTaMU 13 cepeauan XIX cT.
B JICP’KaBHUX YCTaHOBAaX BIIPOBAKYIOTHCS MOCAIH OCOOMCTUX CEKpeTa-
piB MepIIuX KEPiBHUKIB.

CydacHe IiIOBOACTBO aKTHBHO TIOYaJl0 PO3BUBATHCS TICIS JKOBT-
HeBol pesomtonii 1917 poky. Bixke na nmouarky 1918 poky Pama Hapon-
nux KowmicapiB npuiinsiia nocranoBy «IIpo ¢popmy OnaHkiB AepkaBHUX
YCTaQHOBY», SIKOI0 BCTAHOBJIEHO €IMHUI (hOPMYJISIp 1I0OBOrO JOKYMEHTA.
VY 20-x pokax Oysi0 CTBOpPEHO crerianbHuil JlepkaBHUI IHCTUTYT TEXHi-
KW YIPaBIiHHS, KW 3aliMaBCsi pO3pOOKOI0 HOPMATHBHHUX JOKYMEHTIB
110710 OpraHi3aiii Ta BeJieHHs ainoBojacTBa. Cepel HUX HAHOUIBIT BiJlO-
MUMU € TIpaBuUJia OpraHi3allii apXiBHOTO CIIPAaBOYMHCTBA B JICP)KABHUX,
npodeciiHuX Ta KOONEepaTUBHUX YCTAHOBAX 1 MIANPHEMCTBAX KpaiHU Ta
NPOEKT «3aralbHUX MPaBWI JOKYMEHTAIIl 1 JOKyMeHTooOIry». OaHak
el 3aKiaj MPOiCHYBaB HEJOBIO, 1 3 HOTO 3aKPUTTSIM (JOPMYBAHHS CY-
YacHOI CHUCTEMH JIOKyMEHTYBaHHS Ta 3abe3rneueHHs 11 HOpMAaTHBHUMHU
JIOKyMeHTamMu OyJIo BiIKJIaJieHe MaiKe Ha COPOK POKIB.

3pocTaHHsI yBaru Jio opraizariii ta BesenHs AinoBojctea B CPCP mo-
qanocs 3 1969 poky, ko Oyio po3poOIIeHO 1 3aTBEPKEHO HU3KY 3aralib-
HOCOIO3HHX CTAQHJAPTIB YIPaBIiHCHKOI ToKyMeHTaii. Y 1972 pori moyanu
JUSATH €UHI TIpaBHja IMJATOTOBKA Ta OMOPMIICHHS OpraHizamiiHo-
pO3MOPSAIYNX TOKYMEHTIB 1 €JMHI MpaBuia poOOTH 3 TOKyMEHTaMu. Y
1975 pomi 6yio nipuitasaTo [OCT 6.15.1-75 «YHUPHUIIUPOHAHHBIC CHCTEMBI
nokymeHTary. CrucTeMa OpraHH3aIOHHO-PACTIOPSIUTENIHHON JTOKYMEH-
tauud. OCHOBHBIE TOJOKEHUs». Lli HOPMATHBHI TOKyMEHTH BH3HAYaJIH
BUMOTH JI0 YHi(pikOBaHHX (pOpM OpraHi3amiitHO-pO3MOPSIINX JTOKYMEHTIB,
a 3a0e3reveHHsT HOPMATHBHO-METOIOJIOTIYHOrO KEePIBHUIITBA TPOIIECOM
yHidikarmii, cranmapTU3amii TOKYMEHTIB Ta pO3pOOKOI0 YHI(iKOBaHUX
(hopMyJIApiB JOKYMEHTIB OyJi0 MOKJIaJeHO Ha JlepikcTaHaapT, sSIKUi 1 B
VYkpaiHi IpoI0BXKYE 110 pOOOTY.

® [Tanexa FO.I. Yupasrinchke 10KyMenTyBanms: Hapa.moci6.: ¥ 24, — U.1. — K., 2003. — C.33.
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[MapanensHO 3 TporiecoM yHidiKaIli TOKyMEeHTIB HIITa po3poOKa chc-
TeMH Kiacuikamii JOKyMeHTIB, i B 1984 pori Oyio 3atBepmkeno 16 yHi-
¢ixoBanux cucreM nokymenTarii (Y/IC) 3aranpHOCOI03HOTO 3HAUeHHS, 27
neprkaBHUX crangapTiB Ha YJIC Ta 26 3aranbHOCOIO3HMX KJIacHU(iKaTopiB
TEXHIKO-eKOHOMIYHO1 iH(popmarii. Ycsoro Oyno yridikoBano monaza 4,5
THC. HOPM JJOKYMEHTIB’, 1110 JO3BOHIIO C(OPMYBATH B KpaiHi LUTICHY CHC-
TEMy JOKyMEHTAIIHOTO 3a0e3MeYeHHsI yIIPaBITiHHsI.

[Ticast oTpuManHst YKpaiHOIO HE3aJIEKHOCTI 1 CTBOPEHHSI CaMOCTiH-
HOT Jiep:kaBu poOOTa MIOA0 MOJIMIICHHS JIOBOJICTBA B KpaiHi HE MpH-
nuHSAETbCS. MOYKHA BIIMITUTH Taki BaKJIMBI BiXW I[LOTO MPOIECY: B
Koncrutynii Ykpainu, npuiinsatiii y 1996 porii, 3a3HaueHo, 110 JeprKaB-
HOIO MOBOIO B YKpaiHi € yKpaiHChKa 1 BiMIOBIHO BCi JJOKYMEHTH Opra-
HIB JIep’KaBHOI BJaJy Ta MICIIEBOIO CaMOBPSAYBaHHS MalOTh BECTHUCH
JIEp’KaBHOIO MOBOIO; B 5k0BTHI 1997 poky I[locranoBoro Kabinery MiHi-
cTpiB YKpaiHu 3aTBepikeHo [IpumipHY IHCTPYKIIIO 3 JUTOBOJCTBA B
MiHICTEpCTBaX 1 BiIOMCTBaX YKpaiHu, opraHax JAep>KaBHOT BIaJu Ta Mi-
CLIEBOI'O CaMOBPSAYBaHHS; MOPSA 3 UM pO3pOOIISAETHCS Ta 3aTBEPAKY-
€Thcsl HU3Ka JlepkaBHUX cTaHIapTiB YKpaiHu 3 JIIJIOBOACTBA Ta apXiB-
HOI CHpaBu, B SIKMX BU3HAYAIOTHCSI OCHOBHI MpaBWJia CKJIAJaHHS Ta Be-
JICHHSI JUTOBOJICTBA B YKpaiHi; y 3aKoHaX, sIKI MpUHAMAaroThcsi Bepxos-
HOtO Panoro, HaBOAATHCS HOBI THMOBI (JOPMHU, sIKi HEOOXiTHO 0hopMITsI-
TH JJI1 BUKOHAHHS X BHMOT; BBOJSITHCS B JIiI0 JepKaBHUM Kinacugika-
TOp YNPaBIIHCHKOT IOKyMEHTAIlii, AepkaBHuiA Kiacudikarop rpodeciii
Tomio. Bee 1e cripusTiMe MOKpalieHHIO BEACHHS IiIOBOJCTBA B KpaiHi,
MiBUIIATE KYJIbTYPY CKIAJaHHS JIOKYMEHTIB Ta 3a0€3MeUuTh iX ONTH-
MaJlbHE TPOCYBAHHS B OpraHax JEpXKaBHOI BJIQJM, MICIIEBOTO CaMOBPsI-
JyBaHHS, MiANPHUEMCTBAX, YCTAHOBAX, OPTraHi3allisfiX Ta IHIIMX TOCHOo/a-
prorounx cy0’extax B YKpaiHi.

7 Tanexa 10.1. Tam camo. — C.37.
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ITumannsa ona nepegipku 3HaAHb:

. TTosICHITH CYTHICTh TOKYMEHTA Ta JaiiTe 0ro BU3HAYCHHSI.
. OxapakTepusyiTe TOKyMEHTAIbHY iH(popMaIlito Ta il 0co0IMBO-

CTI1.

. HasBiTp 3aranpHi Ta crenianbHi QYyHKIIT JOKYMEHTa 1 JaiTe ix

KOPOTKY XapaKTEpPUCTHKY.

. OxapakTepusyiTe HOpMaTUBHO-METOIMYHY 0a3y NIJIOBOACTBA, il

CYTHICTB Ta CKJIaJ.

. HasBiTe mizicTaBu Ta 3Ha4eHHs Kiaacu}ikaiii JOKyMEHTIB.
. IITo Take crangapTH3auis Ta yHiQikalis JOKYMEHTIB, B SIKUX BU-

najkax il peKOMEeHIyIOTh POBOJUTH?

. lllo Take TpadapeTrusauis IOKYMEHTIB, K BOHAa BUKOPUCTOBY-

€THCSI TIPH CKJIAJIAaHH] YIIPaBIiHCHKUX TIOKYMEHTIB.

. BuzHaute 0co0nMMBOCTI JOKYMEHTYBaHHSI yHPaBIiHCHKOT Misib-

HOCTIi OpraHiB MIiCIIEBOTO yIPaBIiHHS.

. Ha3BiTh OCHOBHI eTamu CTaHOBIICHHS AIIOBOJICTBA Ta OXapakTe-

pu3yirTe ix.
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2. OCHOBHI BUMOTI'H, 1O NPE/’ABJAIOTHCA
0 CKIIAJAHHSA TA O®POPMJIEHHA
YIIPABJIIHCBKUX JTOKYMEHTIB

2.1. @opmynap ookymenma, 1020 OCHOBHI peKsizumu ma ix xapax-
mepucmuxa.

2.2. Bnaux ookymenma, umoau, wo npeo s81s10mucs 00 Hb0o20.

2.3. 3azanvni 6umocu 00 oghopmaens mexkcny OOKyMeHmis.

2.1. ®opmyJsip A0KYMeHTa, HOr0 OCHOBHi
PEeKBI3UTH Ta IX XapaKTepUCTHKA

3a IOMOMOTOI0 JOKYMEHTIB 3/1iCHIOETHCSl 3HAYHA YacTUHA YIpaB-
THCHKUX (PYHKIIIN, a 1 3HAXOAUTh B HUX CBOE BijoOpaxeHHs. 1o KOX-
HOTO TOKYMEHTa CTaBJIATHCS TICBHI BUMOTH: BiJITIOBIJIHICTh CBOEMY TIPH-
3HAYEHHIO, JIOCTOBIPHICTH 1 IOPUIMYHA CHJIA, YiTKa CTPYKTypa Ta 3pyd-
HICTh B 00pOOIIi.

TakuMm 4MHOM, 1100 JOKYMEHT BIJIOBIZaB CBOEMY IpPHU3HAYEHHIO,
BiH Mae OyTH CKIaJieHuH 3a pOpMOI0, IKa NpUIHATA AJIs 1aHOi KaTeropii
JIOKYMEHTiB. Bij MOBHOTH 1 SIKOCTI 0(hOpMIICHHS TOKYMEHTIB 3aJIe)KHUTh
iX FOpUAWYHA CWJIA, OCKUIBKM BOHHM € CBIJIOITBOM, MiATBEPIKCHHSIM
KOHKPETHHUX (PaKTiB, MOJiH, SBHII.

PernameHTyroTh Ipoliec MiroToBKM Ta O()OPMIICHHS TIOKYMEHTIB 3a-
TBepKeHi 1 aitodi B Ykpaini cranaaptu: JICTY 3843-99 JlepkaBHa yHidi-
KoBaHa cucrtema nokymeHtariii. OcHoBHi monoxenus; JICTY 3844-99
JlepxaBHa yHiikoBaHa crcTteMa JoKyMeHTarlii. dopmynsp-3pa3ok. Bumo-
v 710 o0ynoBH hopmysapy-3pazka nokymenta, JICTY 4163-2003 Vridi-
KOBaHa CHCTEMa OpraHi3alliifHO-po3Mops 40l JoKyMeHTallii. Bumoru mo
oopmrnenns nokymenris, JACTY 2732:2004 JlimoBoacTBo i apxiBHa
cripaBa. TepMiHM Ta BU3HAYCHHS.

Buxonsum 3 mux craHaapris, GOpMyIIsip-3pa30K BU3HAYAETHCS Ta-
KHUM YHHOM.

DopmyJisip-3pa3ok (Ciry>k00BOro JIOKyMEHTa) — 1€ MOJEIb Mo0y-
J0BH (opMyJIsipa ciIy’k00BOro JOKyMEHTa, 1110 BCTAHOBIIIOE c(hepy Horo
3aCcTOCYBaHHs, (hopMmat, po3mipu Oeperis, BUMOTU 10 MOOYAOBU KOHC-
TPYKIIHOT CiTKU Ta ocHOBHI pekBizutu (JACTY 2732:2004).
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Dopmyisip sBIIsi€ COO0I0 €IMHI, HAYKOBO OOTPYHTOBAHI ITpaBHJIA TTi-
JTOTOBKU Ta O(QOPMIICHHS TOKYMEHTIB. BBEJICHHSI TaKuX MPaBHI CTBO-
pro€ HeOOXiTHI TepeyMOBH JIJIsl OUTBIN MeTadbHOI yHidikamii ToKyMeH-
TiB, 10, Y CBOIO 4epry, Oy/e CIPHUIATH BUKOPHUCTAHHIO IX B aBTOMATH30-
BaHMX CHCTEMaXx YIpPaBIIiHHS.

CraHgapTy BCTaHOBIIIOIOTH HAHOUIBII 3arajibHi MpaBUIIa CKIIaJaHHs
JIOKYMEHTIB, a TaK0X PErIaMeHTYIOTh MAallMHOMHUCHE O(OpMIICHHS IX
OKPEMHUX PEKBI3UTIB.

Pekgizumu — ue ejieMeHTH, 3 SIKHMX CKJIAJA€TbCS NOKYMEHT, 0e3
SIKMX BiH HeMoO3ke OYTH MiACTaBOIO 1Js 00JIiKy Ta He Ma€ IOPUAH-
YHOI CHJIH.

PexBizutn OyBatoTh mocTiiiHi Ta 3MiHHI. [loCcTiiiHI peKBi3UTH HAHO-
CSITh, KOJTM BUTOTOBISIIOTH YHipikoBaHy ¢opMy uu ONaHK JOKyMEHTAa,
3MIHHI — M1/l 4ac CKJIaJaHHs JOKYMEHTA.

Burnsaa gopmynspa 3anexurs BiJ NIpU3HaYeHHs JOKyMEHTa Ta ioro
KOHKPETHOTO 3MICTYy.

Jlo 000OB’sI3KOBHX €JIEMEHTIB JIOKYMEHTIB Halle)aTh; J1aTa, Mijmuc,
azipeca, 3arojIoBOK Ta iHIIIE, a TAKOXK TEKCT.

OpranizaniiHo-po3nopsAUl JOKYMEHTH MOBUHHI CKJIaJaTUCS Y CY-
BOpIii BiIMOBIIHOCTI /10 BUMOT [lepKcTanuapry.

KinbkicTb 03HaK, TOOTO PEKBI3HTIB, pi3HA 1 BU3HAYAETHLCS JJOKYMEH-
TOM, Horo BuaoM, 3MictoM. JICTY 4163-2003 BcTaHOBIIIOE MaKCHMaJlb-
HUH CKJIaJl PEKBI3UTIB 1 IOPSAOK iX po3TalryBaHHS.

Jlo HUX HajexKaTh:

1. Jepxasuuii I'ep6 Ykpainu, ABroHomHOi Pecry6miku Kpuwm;

2. EmOnema opranizarii;

3. 3o00pakeHHs1 Haropoz;

4. Kop opranizamii 3a knacudikaTropoM migIpUEMCTB 1 OpraHi3amii
(3KII0);

Kon nokymenra 3a kmacugikaTopoMm ynpaBiIiHCHKHX JTOKYMEHTIB

(BKYI);

HaiimeHnyBaHHS MiHICTEpCTBA UM BiIOMCTBA;

HaiimenyBanHs oprani3artii;

. HaiimenyBaHHs CprKTypHoro miapo3aity;

9 IHnmexc migmpueMcTBa 3B’s3KY, MOmTOBa i TenerpadHa aapeca,
HOMEp TeJieTaiina, aboHeMeHTHOro Tenerpady, HoMepu Teiaedo-
HiB, HOMEp pPO3paxyHKOBOTO paxyHKa B OaHKY;

9]

© N o
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10.
11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24.
25.
26.
27.
28.
29.

30.
31.
32.

Ha3Ba Buay nokymeHTa;

Jara;

Iagekc;

[TocunanHs Ha 1HAEKC 1 1aTy BXITHOTO TOKYMEHTA;
Micue cknaganHs a00 BUAAHHS,

I'pud oOMekeHHS TOCTYITy 10 JOKYMEHTA;

Anpecar;

['pud 3aTBepKECHHS;

Pezoronis;

3aroJIoBOK J10 TEKCTY;

BinMiTka mpo KOHTPOIIb;

Texcr;

BinMiTka mpo HasBHICTh 10/1aTKa;

ITigmuc;

I'pud moroxeHHs;

Bizu;

Bin0OuToK meyaTku;

BinMiTka mpo 3aBipeHHSs KOITii;

[pi3BuIe BUKOHABIIS i HOMEp Horo Tenedony;
BinMiTka mpo BUKOHaHHSI JJOKYMEHTa 1 HalpaBJIeHHs HOro 70
CIpaBy;

BinMiTku po HasBHICTh IOKyMEHTa B EICKTPOHHIN (hopMi;
BinMiTka mpo HailieHHS IOKYMEHTa 10 OpTaHi3aiiii;
3amuc npo Aep:kaBHY PeeCcTparlio.

Po3mileHHst pekBi3UTIB Ha apKyIili anepy MmpeacTaBlIeHo Ha puc. 1.
3 MeTor0 yHidikamii Ta cranaapTu3alii JOKyMeHTIB y PansHcprkomy

Coro3i

Oyo po3poOJIeHO Ta 3aTBEP/HKEHO €IUHY JEPKABHY CHUCTEMY

nokymenTanii (€J1C/J1).

€nuHa nepxaBHa cucTeMa JOKYMEHTANIl — e HAYKOBO

BHOpﬂIIKOBaHI/lﬁ KOMILJIEKC OCHOBHMX I10J/10K€Hb, HOPM, IIPaBUJI
Ta peKOMeHalil, AKi perJaMeHTYIOTh MPOoIecH TJIOBOICTBA.
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Puc. 1. Posmiwenus oCHOBHUX peKgizumie Ha opmynsapi 00OKyMeHma
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€IMHOIO JIep)KaBHOIO CHCTEMOIO JIOKYMEHTaIlli BH3HAYEHO YOTHPHU
TOJIOBHI HaMPsIMU 1 111010 POOOTH 3 TIOKyMEHTAMHU:

1. VHidikaris Ta cranzapTH3aIlis TOKYMEHTIB;

2. Partionami3zarist JOKyMeHTOOOITY;

3. ExoHomisi, miaHyBaHHSI Ta Opraizaiis mpaii criBpoOiTHHUKIB,

110 BEIYTh JLIIOBOJICTBO;

4. ABToMaru3zallig Ta MeXaHi3allis yIpaBIiHChKOT isITbHOCTI.

CtBopenns €JICJ] croHykayio BBEJEHHS B JISUTBHICTH JILTOBOJTHHX
CITy>k0 Ta Oprasizalliio mpouecy JOKyMEHTIB €JeKTPOHHO-00UNCTIOBAILHOT
TEXHIKH, OCKIJIbKH 3 CaMOT0 No4yaTKy ocHOBHi nonoxkenus: €J{CJ] Oymy-
BaJIUCh Ha MeXaHi3alii mpoleciB ckiIajanHs Ta opopmIIeHHS TOKyMEH-
TiB, a ii BBEJACHHS B amaparax yIpaBJliHHS MiHICTEpPCTB i BiIOMCTB He
TUIBKM JAJI0 3MOT'Y 3pOOMTH HpOLEC AOKYMEHTYBAaHHS 1 caM JOKyMEHT
OJHOTHUITHUMHU, a ¥ CTaJ0 MepeIyMOBOI0 aKTUBHOI'O MEPEXOY /10 aBTO-
MaTH30BaHoi cuctemu ynpasiinas (ACY).

3ynmuHUMOCS Ha 0COOJIMBOCTSX BiJIOOpaKEHHS Ha JOKYMEHTaX OKpe-
MUX PEKBI3UTIB.

HAUMEHYBAHHSI OPTAHI3ALI nosunso Bignosixnatn Ha-
HMEHYBaHHIO, 3a3HAYEHOMY B TI0JI0)KeHHi (cTaryTi) mpo Hei. CkopoueHe
HallMEHYBaHHSI MOXe OyTH BUKOPHCTAHUM y TOMY Pasi, KOJIM BOHO o(i-
iHO 3a(iKCOBAHO Y MOJIOKEHHI UM cTaTyTi opraHizamii. [Ipu npoMmy Ha
OJ1aHKYy CKOpOYeHE HaliMEHYBaHHS PO3TAIIOBY€ETHCS MICIIsi TOBHOTO.

HA3BA BUJAY JOKYMEHTA (Haka3, po3nOpsIKeHHS, PIIIEHHS
TOII[0) 3aMUCYEThCA Ha ONAHKY JPYKapChbKUM a00 MAIIMHOMUCHUM CIIO-
co0OM 1 Ma€e BiJINIOBIIaTH KOMIIETEHIIiT OpraHisailii, 3MiCTy ymnpaBiIiHCh-
KOI IiSUTBHOCTI.

AJIPECYBAHHSI. € kinbka crioco0iB ajipecyBaHHS.

1. SIKIIo MOKYMEHT aApecyeTbesi opraHizaimisiM abo CTpyKTYpHHUM
migpo3iiamM 0e3 3a3HAa4YeHHS I[MOCaJ0BOI 0COOM, TO B I[LOMY BHIIAIKY
ajZipeca MUIIETHCS Y HA3UBHOMY BiIMIHKY, HalIPUKJIA!

AxkajneMisi MyHIiIMIIAJBLHOTO YIIPABJIiHHSA
Daky/JbTeT MEHETKMEHTY
M. KuiB, Bya. EnexkTpukis 26/8

2. SIKIO TOKYMEHT aJpecOBaHO KOHKPETHIN MocasioBiii 0coOi,
TO TP HOTO ajpecyBaHHI 3a3HAYAETHCA 1TOCAIa Ta MPI3BHIIE TTOCATOBOI
0co0wu, AKi CTOATH Y TaBATLHOMY BiIMIHKY, HATIPUKJIA],
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AxkaaeMisi MyHiMIIAJBLHOTO YIIPABJIiHHA
JexaHoBi pakyJIbTEeTYy MEHETKMEHTY
KaH/l. eKOH. HAYK, J101.

Tyasakosiii K.M.

3. YV Bumanmky, KOJIU IOKYMEHT aJpeCy€ThCs KUTBKOM MOCaJTOBUM
ocobaM (KepiBHUKaM), TO JIOMYCKAEThCS 3a3HAYaTH B HbOMY HE OijbIle
HIX YOTHPH aJIpecH

IMpe3unenToBi XoaaiHroBoi KoMnaHii
«ToproBuii xim»

JInpekTOopoBi 3 KOMepPUiHHUX MUTAHb
HavanbHMKaM TOProBUX BijainiB

4. SIKI0 TOKYMEHT € BIANOBIAII0 HA CKapry, 3asBU MPOMaJsH TOILO,
TO TIPU aJlpecyBaHHI 3a3HAYAETHCS TPI3BHIINE 3assBHUKA Ta TOIITOBA al-
peca.

CugopeHky
ByJa. baxkana 3, kB. 15
02140 m. Knis 140

5. Tpu anpecyBaHHI KOPECTIOHICHIIT MPUBATHINA 0CO01 — 3a3HAYAETh-
Cs1 310YATKY TPI3BHUIIE Ta 1HIIIAIM OJIep)KyBaya, MOTIiM ITOIITOBA ajpeca.

Bbartwoky L.1.
ByJ Pynenko 15, kB 88
02140 m. Kuis 140

Ilpu adpecyeanni npuiiMeHHUKU 8 adpecax 6UNYCKAIOMbCA.

JIoKyMeHT aJipecyeThcsi KOHKPETHIH TOCai0Bii 0c001 y THX BUTIAJI-
KaX, KOJHM Big Hel Oe3mocepeHbO 3aJeKHUTh BUpilIeHHs muTanHs. [Ipu
IIbOMY CIIiJ{ TaM’SITaTH, 1110 OJIHE MPi3BHUIIE BKAa3yBaTH HE MPUHHSTO, He-
00X1THO 3a3HraYMTH # iHILiaIN.

[Ticnst mpi3BuINa 3a3HAYAIOTH aApecy MiANPHEMCTBA, Ky MHIIYTh
3TiHO 3 IPaBUJIaMH, BCTAHOBJIEHUMHU OpTaHaAMH 3B’ SI3KY.

B ogHOMYy JMOKYMEHTI pEKOMEHAYEThCS MHUCATH HE OLUIbIIe 4OTH-
PBOX ajnpecatiB, cioBO "Komisf" Tiepes APYTUM, TPETIM Ta YETBEPTUM
NPUMIPHUKAMH HE MUY Th.
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Sxmo € HeoOXigHICTh po3iciaTh OiLIbITy KUTBKICTH KOIIiH, HAIpH-
KJIaJ, JIUCT BIAAUTY OCBITH paiiepkaaMiHicTpalii KepiBHUKAM 3arajib-
HOOCBITHIX MK II0/I0 TIPOBEICHHS PAifOHHOT HApaJanu TUPEKTOPIB MIKLI
Ta MPHUPIBHIHKUX JI0 HUX HaBYAJIBHHUX 3aKJIaJIiB, TO CKJIAJIal0Th CIIUCOK Ha
PO3CHIIKY (peecTp), a Ha KOKHOMY TPUMIPHUKY JOKYMEHTa MPOCTaBIIs-
10T TIJIBKU OJTHY aJpecy.

YacTto TOKyMEHTH PO3CWIAIOTH I'PYMi OAHOPIIHUX Opranizamiii. ¥
bOMY BUIAJKY KOPUCTYIOThCS y3arajJbHEHOIO0 aJPEecolo, a cami JIOKY-
MCHTH PO3CHJIAIOTh 3a CIIMCKOM, HaIpHUKiIad 1HQOPMAaIiMHUA JIUCT
KJIMA mono npoBeaennst «llkinsHoro 6azapy» Ha Xpemiatuky Hare-
penoHI MoYaTKy HABYAJIBHOTO POKY Ta 3alpOIICHHS B3STH B HHOMY
y4acTh 3allikaBlieH] MiAMPUEMCTBA.

IIpu HanucaHHi agpecu po3AiI0OBi 3HAKU MiK OKpeMUMH il
eJleMeHTaMH He CTaBJISITHCS, TOOTO 32CTOCOBYHOThHCS
NMpaBUJIa BiAKPUTOI MyHKTYAILil.

JATYBAHHS JOKYMEHTIB. J[latoro cTBOpeHHS IOKyMEHTa
BBAKAETHCSL:

1. AeHb miJNMCcaHHs Ta peecTpallii mcra abo Hakasy;

2. IeHb 3aTBEp/KEHHS TIaHy, 3BiTY, IHCTPYKIIi;

3. neHb ¢ikcallii BUNHKIB y MPOTOKOJIAX, aKTAX;

4. 1eHb HaOpaHHS YMHHOCTI PO3MOPSIIOTO JOKYMEHTA IicTs 0Jep-
JKaHHS aJpecaToM (KO JJOKYMEHT 11 He 00yMOBITIOE).

CraHzapTt BCTaHOBIIIOE JIBA CIIOCOOM HANMCAHHA JaT:

TpaguLiiHui — croeecho-yugposuii: 21 tpasus 2007 pik.

yugpposuir: — 02.10.06.

Micue naTyBaHHS, SIK IPaBUIIO, BU3HAYCHO Ha OnaHka. SKmo moky-
MEHT BHKOHAHO Ha YHCTOMY apKylli Tamepy, TO JaTa MpOCTaBISETHCS
micys TeKCTy mepes abo mia mianucom. Jlara 3aTBEp/KCHHS JOKYMEHTA
MIPOCTABIISIETHCS Y BIAMIOBIIHIH rpadi.

Jlaty Ha mOKyMeHTI mpocTaBisie ocola, sika ioro mignucye abo 3a-
TBEP/DKYE, SIK MPABHIO, B MOMEHT MIANMMCAHHS YH 3aTBEPIKEHHS JTOKY-
MEHTa.

O00B’I3K0BOMY 3aTBEP/KSHHIO M1 UIATAIOTh YCi CIy)00B1 JOKyme-
HTHU Ta BIIMITKH Ha JOKYMEHTaX, MOB’s3aHi 3 iX MPOXO/HKCHHSIM Ta BH-
KOHaHHSIM, a caMe: PEe30JIIOlii, TIOTOPKEHHS, Bi3U, BIAMITKA MPO BUKO-
HaHHA JOKYMEHTA Ta HAaIPaBJICHHS HOTO JI0 CIIPABH.

37



IHAEKCAIISA JTOKYMEHTA. Innekcarist — 1i¢ MPUCBOEHHS JI0-
KyMEHTY YMOBHOT'O TIO3HAU€HHSI, K€ HAJA€ThCS MOMY I/l 9ac peecTparti i
BKa3ye Ha MicIle HOro CKJIaJlaHHs1, BAKOHAHHS Ta 30epiranHs. B koxHiit op-
rasizaiii nmopuHHa OyTH €/IMHA 1 cTaOlIbHA CUCTEMa 1HJICKCYBaHHS JIOKY-
MEHTIB 1 IPOCTiiHE PO3TAIlyBaHHSI CKJIA/IOBUX YACTHH 1HACKCY.

B ocHOBI iHIeKCyBaHHS JIGKHTh HOMEHKJIATypa CIIpaB OpraHi3arii.
Innexc HaBOAATH Jmie apadcbkuMu 1udpamu. [IpocTuid iHaEKC CKITa-
JIA€THCS 3 TIOPSIKOBOTO HOMEpa JIOKyMEHTa i 1HAEKCY CIpaBu 3a HOMe-
HKJIATYPOIO.

[Hmexc Ha BXIJIHUX JOKyMEHTaxX Ta JOKYMEHTaX, sIKi CTBOPCHI B
yCTaHOBI (Opranizariii), CKJIaaloThCs 3 MOPAIKOBUX HOMEPIB Y MekKax
Ipyn JOKYMEHTIB, IO PEECTPYIOTHCS, HANPHUKIAJA, HAKa3u, PO3HOps-
JDKEHHSI, TIPOTOKOJIH, JINCTH, aKTH TOIIO0. BOHM MOXYTb 10MOBHIOBAaTHChH
1HIeKCaMH 3a HOMEHKJIATypOIO CIIPaB, MUTAHHSAMM [iSUIBHOCTI, KOpec-
HOHEHTaMH, BUKOHABLSIMH TOLLIO.

CKJ1aJ10B1 4YaCTUHU 1HACKCY PO3MINIYIOTHCS Y TAKOMY MOPSIKY: TI0-
PSAAKOBUI HOMEp peecTpallii y Mekax IpylH JOKYMEHTIB, 1HJIEKC 3a HO-
MEHKJIATYpOIO CIIPaB, MUTAHHAMH AiSUTBHOCT1, KOPECTIOHICHTaMH, BUKO-
HaBISIMU.

[HeKc cniIbHOrO0 HOPMAaTUBHO-TIPABOBOTO IOKYMEHTA JBOX OpraHi-
3aIiil CKIIAJA€Thes 3 1HJIEKCIB YCTaHOB, IO HOTO BHUAJH, SKI MPOCTaB-
JSIFOTHCS Yepe3 Api0 (HABCKiCHY PUCKY).

CKI1aJ1oBi YaCTUHH 1HJIEKCY BiJJOKPEMITFOIOTLCSI OJTHA Bij OJ[HOI Ha-
BCKICHOIO PHCKOIO, Hanpuknaa: 225/02-325/27 abo 35/48/95.

[Ipu iHmekcarlii 3asB, MPOIO3UIIIA Ta CKapr TPOMaJsH B iHJEKC
BKJTIOYAIOTh TEPII JTITepH NPi3BHIIA 3asIBHUKA.

HasBHICTh B iHJIEKCI TTOPSKOBOTO HOMepa 3abe3reuye MprUCcKOpeH-
HS TIOIIYKY 1 30€epiraHHs JOKYMEHTIB.

3AT'OJOBOK JOKYMEHTA. TekcTy 10KyMeHTa, IO MEepPEBU-
mrye 10 psikiB, ciniji 000B’SI3KOBO JIaBaTH 3aroJiOBOK, KU CKJIaIae BU-
KOHaBeIlb. 3arojoBOK JO0 TEKCTY (OPMYIIOEThCS OJHIE ¢pa3or. B
y3arajibHeH1H (opMi 3aroJIoBOK 0O3HaYae 3MiCT JUIOBOro manepa. Hasu-
BA€ThLCS HE JIMIIC TIOHSTTS, MPO SIKE WJICThCS, ane i cyTh Jii. 3arojloBOK
Ma€ BIATOBIAAaTH Ha 3a MATaHHS: Tpo 1mo? Lleil pekBi3uT moBUHEH OyTH
JIAKOHIYHUM 1 TOYMHATHCSA 3 puiiMenHuka "[Ipo". 3aronoBok 3a3Buyai
CTaBHUTHCS Y JIBOMY BEpPXHBOMY KYTi ITi]T HOMEPOM 1 1aTO0 abo mocepe-
JUHI psiiKa Micisl Ha3BU JOKyMeHTa. HasBHICTh 3aroioBka 3HaYHO CKO-
pouye 4Hac mpH peecTpallii T0KyMeHTa, BUBUIBHIOIOUN TPAI[iBHUKIB Bij
MIPOYUTAHHS TEKCTY, 1 TIOJIETIIY€E HOTO TONIYK.
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SIKII0 y TOKyMEHTI WAEThCS MpO KilbKa IMUTaHb, TO 3ar0JIOBOK MOYXKE
OyTH y3arabHEHUM. Y pa3i CKIIaJaHHs JJOKYMEHTa Ha OCHOBI yHi(iKOBaHOI
(dbopmu, ToCTiifHA YacTHHA 3ar0JI0BKa, IO BXOHUTH y Ha3By (OPMH, TOTIOB-
HIOETHCS 3MIHHOIO 1H(OPMAIII€T0, IKa KOHKPETH3YE HOTO 3MICT.

Tekct moKyMmeHTa, HaapyKoBaHWi Ha (opmaTi A-5, M03BOJSIETHCS
nmojaBaTu 0e3 3arojoBKa. 3arojOBKH TaKOXK HE CKIIAAIOThCS JI0 TEKCTIB
TEJIerpam Ta IMOBIIOMJICHb.

HOTI'OJIZKEHHS NOKYMEHTIB. IHozo0sscennsa — 1ie crociod
MOTIEPETHHOTO PO3TJISLY Ta OIIHKH MPOESKTY JOKyMeHTa. BinmosinHo 10
Bumor €JICJ] BoHO MOKITMKaHe 3a0€3MEYUTH MPABHIbLHE PO3B’I3yBaHHS
KOMIUIEKCY TTUTaHb, OB’ 3aHUX 3 JOKYMEHTOM, a CaMe II0/I0 HOTO:

- IKOCTI;

- CBOEYACHOCTI 1 JOIIJILHOCTI;

- HAYKOBO-TE€XHIYHOTO 1 EKOHOMIYHOTO OOTPYHTYBaHHS;

- BIAMOBITHOCTI YUHHOMY 3aKOHOJABCTBY, IPABOBUM aKTaM, 1110 BU-
3HAYAIOTh KOMIIETEHTHICTh OpraHisailii, ika BUJa€ JOKYMEHT.

[TpoexTH NOKyMEHTIB MOTO/UKYIOThCS YCTaHOBAMH, OpraHi3alisMy,
CTPYKTYPHUMHU TiAPO3LSIaMH, TOCAJTOBUMHU 0COOaMU, KOMIICTCHTHUMU 3
IUTaHb, UI0 MICTATHCS Y MPOEKTI TOKYMEHTA.

IcHye BHYTpIlIHE Ta 30BHIIITHE MTOTOKEHHSI.

BHyTpilIHE MOroAKeHHS 3/iICHIOETHCS NUIAXOM Bi3yBaHHSl J10-
kyMeHTa. Bi3za — 1e mignuc mocagoBoi 0coOu Ha TOKYMEHTI, SIKUW 3aCBi-
qaye 11 3rofy 31 3MICTOM JIOKYMEHTa YM O3HAWOMIICHHS 3 HUM. Bona
BKJIFOUA€ OCOOMCTHH MMiIHC, THIIAMH 1 TIPI3BUIIE 0COOH, SKa Bi3ye JI0-
KYMEHT, Ta JIaTy Bi3yBaHHS. Y pa3i HeoOXiTHOCTI Moxe OyTH 3a3Ha4yeHa
mocaaa ocodu, ska Bi3y€ TOKYMEHT.

Bi3za mpocTaBiseTsCcs K Ha JUIBOBOMY, TaK 1 HA 3BOPOTHOMY OOIIi
OCTaHHBOTO APKYIIa MPOEKTY JOKYMEHTA, SIKIIO MicLis JJIS IIbOTO HE BH-
crayae. Bi3u MpoCTaBISAIOTbCS HA TPUMIPHUKAX, SIKi 3aJHIIAIOTHCS B
YCTaHOBI.

3ayBaskeHHsI Ta TPOIIO3UIIIT 10 MPOCKTY JOKYMEHTa BHKJIAJIAIOTHCS
Ha OKpEMOMY apKymli Tamepy, Mpo M0 POOUTHCS BIAMOBIIHUI 3ammc
TIpH Bi3yBaHHI, HATPHUKIIA/L:

IOpucr-koncyasT

(migmuc) A.K.Cugopos

3ayBa’KeHHs Ta NPONO3MLIl 101aI0ThCs
05.04.2007.
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I3 3ayBaskeHHSIMH OOOB’SI3KOBO 3HAHOMHUTBCS 0C00a, sIKa MIIMUCYE
JIOKYMEHT.

Kpim TOTO, MpOEKTH HOPMAaTHUBHO-TIPABOBHX aKTiB OpraHi3amii me-
PEeBIPAIOTHCS TPaIliBHUKAMU FOPUIMYHOI CIY’KOHM Ha BIAMOBIAHICTH iX
YUHHOMY 3aKOHOJIABCTBY 1 Bi3yIOTHCSI HUMHU Y BIAMOBIAHOCTI 3 iCHYIO-
YUMH NPaBUIIAMU.

30BHIllIHE MOTOM:KeHHSsI 3/I1MCHIOETHCS MOCTABJICHHSAM MIIUCY Y
JIBa CTIOCOOU:

1. HKYe PEeKBi3UTIB, SKIIO MOTO/KEHb HE OaraTo;

2.Ha OKpPEeMOMY apKyIIi, SIKIO JOKYMEHT Ma€e OyTH MOTO/KEHUM 31
3HAYHUM YUCIIOM TOCAJ0BUX OCI0.

[Ipu upoMy B 000X BUNAAKaX 3a3HAYAETHCA MOCaJa, POOUTHCS Mi/I-
MUC 1 MOAAETHCS PO3MU(PPOBKA MiANKUCY, HATPUKIA;

MNOIroAXEHO
aupexTop mkoau Ne 209
(migmmc) A.B.I'yanak

05.05.2007

[Ipu moromkeHHi JOKyMEHTa 3 KOJIETiallbHUM OpPraHOM BKa3y€ThCS
HOMEp MPOTOKOIY a0o0 JINCTA, HAPUKIIA!

HOTOAKEHO
IIpoTokou 3acitanHsi
npogpxomy
10.04.2007 Ne 5

abo

HOTOAKEHO
Jluct MiHocBiTu Ykpainu
10.05.2007 Ne 01-3/125

Sko moropkeHHsT poOIsAThCSI HA OKPEMOMY apKyIIi 1 JTOJIAl0ThCs
710 JOKYMEHTA, TO TaKUi TOKYMEHT O(pOPMIISIETHCS TAKUM YHHOM: Y TEK-
CTi TOKYMEHTa POOHTHCS MOCWIIAHHS HA HASBHICTH apKyIla IOTOKEH-
HSl, HAMPUKJIA: APKYII TIOTOKEHHS JOAA€THCS.
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VY 1mpoMy pasi apKynl MOro/pKeHHs oOopMISIEThCS 3a Takow (Hop-
MOHRO:

ApKyIII TOTOIKEHHS
Komrtopuc Ha 6yAiBHUIITBO TOPrOBOTO AOMY
«bapBiHok»

HavanbHuk ynpaBiiHHA HauanbHuk noxexHoi 0XOpOHU
['onoBMiCEKapXITEKTYpH [pupiunoro paiiony M. CoHus
(minpmuc) A.P.Ceparox (migrmc) A.C.Kpusyns
07.05.2007 08.05.2007

3acBinuennsi pokymeHTiB. OCHOBHI criocoOu 3acBiueHHsS JOKY-
MEHTIB MOJIATAIOTh Y MiJIMUCaHHI, 3aTBEPKEHHI iX 1 MpOCTaBIeHi meva-
TKH. JJOKyMEHTH MiIMUCYIOTh TI0CaJI0BI 0COOM YCTaHOBH BiJIIOBIIHO JI0
iX KOMIeTeHIii, BCTAHOBJICHOI YMHHUMH HOPMAaTHUBHO-IIPABOBHMH aK-
TamMu. B ycraHoBax, 1110 JiIOTh HA OCHOBI €IMHOHAYAILHOCTI, JOKYMEH-
TH TIANUACYIOTh KEPIBHUK OpraHizaiii abo Horo 3acTymHUK, BiAMOBITHO
710 IOBHOBA)XEHb. Y JICSKUX BUIMAJKaX JOKYMEHTH MOXYTh OyTH ITiAIH-
CaHi KepiBHUKOM IIEBHOTO CTPYKTYPHOTO MiJPO3/iiy, SKIIO 1Ie 3/ilCHe-
HO BIJIMTOBIAHO JI0 KOMIIETEHIIIi KepiBHUKA.

Pexegizum ""nionuc"’.
# CKJIQJIA€ThCs 3 HAWMEHYBaHHS IOCAJM Ta IHII[ANIB, TPI3BUIIE
MMATIETHCS MOBHICTIO 1 B IYKKW HE OepeThCsl, HATPUKJIIA]:

Jexan pakyabrery
npodecop (migmuc) LILIIputyaa

¢ iHIIIAJU CTABISTHLCS MEePeJI MPI3BUIIEM;

¢ T[OBHC HaliMEHYBAaHHS IMOCAIU HE BKA3YEThCS B TOMY BHUIAMKY,
KOJIM JIOKYMEHT BUKOHAHO Ha OJaHKY 1 € BiIOMOCTI IIpo ajpeca-
Ta. SIKIIO TakuX BIZIOMOCTEW HeMae, TO HaWMEHYBaHHS IOCATU
HABOJMTHCS MOBHICTIO;

¢ SKIIO JOKYMEHT MiJIMUCYIOTh KiTbKa 0ci0, TO MIMKUCH PO3TAIlO-
BYIOTH OJIH IIiJ] IHIIMM, Y TIOPSIIKY CyOOpAMHAIIT, HATPUKITA;

upekTop 3aBoay
PemmnoOyTtrexnika (mignuc) A.K. Ilerpos
I'osioBHuii Gyxrauarep (nianuc) B.B. FOmko
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¢ Y BHUINAJKY, KOJU HiANUCYIOTH JOKYMEHT KEPIBHUKH OJHOTO i
TOTO CaMOTro PiBHS, TO MiJMUCH PO3TAIIOBYIOTH Ha OJHOMY PiBHi, Ha-
HPUKIIAI:

MinicTp exoHomiku Ykpainu  MinicTp npani Ta couiaabHoi
MOJITUKH Y KpaiHu
(mignuc ) B.B. Ilputuka (mignuc) H.H.Binuii

Skio mocaoBa ocoda, miANKC SKOi 3a3HAYEHO HA MPOCKTI IOKYMEH-
Ta, BIICYTHS, TO TOKYMEHT MIAMUCYE ii 3aCTYMHUK a00 ocoba Ha SIKy T0-
KJIaJICHO 000B’S3KHU BifIcCyTHROTO. [IpH 11boMy 00OB’S3KOBO 3a3HAYAETH-
cs mocazia ocobu, siKa MAMUCYE JTOKYMEHT, Ta BKAa3yEThCs ii MpPi3BHUILE
(BUTIpaBIIEHHS! BHOCSITHCSI B TEKCT YOPHWIOM ab0 HA MalIWHII, HANPH-
knan: «B.0.», «3act.» Tomo.).

BAIAM’SITAMTE:
IIpy nmignucaHHi 10KYMEHTIB He 10NYCKA€THCSI CTABUTH NPUIMEHHUK
""32" a00 HaBKiCHY pHCKY nepe] HaiiMeHyBAHHSAM MOCA/H.

3BepHiTh yBary!

Ininiaam Toro, XTo miamucye 10KyYMeHT, CJIi/I pO3TalllyBaTH:
. TIpH aJIpecyBaHH1 — IiCJIs Npi3BUIa, Hanpukian: IBanroky 1.
. TIpH MiIMTUCaHHI JOKYMEHTa, HOro 3aTBEPIKCHHI — TNepe]] MPi3BHIIEM, Ha-

npukiang A.A.binan;
3. Ha pe3ororii — Tichs Tpi3BUINa a00 0e3 3a3HAYCHHsS IHIIIANIB, HAIPH-

knan: Cumonenko; [lerpenky M.IL;

4.y TeKCTax JOKYMEHTIB (y CIIUCKaX, aHKeTax, aBTo0iorpadisx, I0oBiAKax Ta,
1H.) — MicIs Tpi3BHING, HapHUKIaa: Haropoautu Kopamenka O.O. 1miHHUM
MOJJAPYHKOM;
5. iHiniany He OakaHO BIAPMBATH BiJ IPi3BHINA IIPU MEPEHOCI HA IHIIUH psi-
JIOK TCKCTY.

[N

SATBEP’)KEHHS AOKYMEHTIB. Lls nponenypa 3aiiicHro-
€THCS Y JIBa CIIOCOOM, III0 MAIOTh OJIHAKOBY CHJIY: I'pH(OM 3aTBEpKEH-
HSl 1 BUJIAHHSIM BiIMIOBiTHOTO PO3MOPSIIYOTO JIOKYMEHTa — Hakaszy, pi-
IICHHSI, TOCTAHOBH.

1. I'pud 3aTBEepKEHHST MPOCTABISETHCS Yy BEPXHIM YacTHHI JIOKY-
MeHTa. CIIOBO 3aTBEPIKYIO NMUIICThCs O€3 JIAOK BEIMKUMH JIiTEPaMH,
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IiJT HAM BKAa3ye€ThCs TOcaja OCOOM, siKa 3aTBEPJDKYE JOKYMEHT, CTa-
BHTBCS MIMKC 1 HABOJUTHCS HOro po3mudpoBKa, MPOCTABISIETHCS AaTa.

3ATBEPIKYIO
AupeKTop mKoau Ne 209
(migmuc) A.B. T'ynak
12.03.2007

2. IIpu 3aTBep/KEHHI JOKYMEHTIB TIOCTaHOBaMHU, PIIICHHSAMH, HaKa-
3aMU 1Iel peKBI3UT 0hOPMIISIFOTH TAKMM YHHOM:

3ATBEP/’KEHO
HAKa30M JHPEKTOPa

10.10.2006., Ne 124
abo

3ATBEPJIKEHO
IIpoTokoJ 3araabHux 300pis
TPYA0BOr0 KOJICKTHBY
15.03.2007, Ne 4

B opranizamii icHye mepemik JOKyMEHTIB, IO Mi/JISIraloTh 3aTBEp-

JUKEHHIO. Y JIepKaBHUX YCTaHOBAX JI0 TAKUX JJOKYMEHTIB HAJIC)KATh TaKi:
MNEPEJIIK
JOKYMEHTIB, 110 MiJISAITal0Th 3aTBEP/I’KEHHIO
AKTH TIepeBIpOK 1 peBi3iif, mepemadi crpas, CHUCAHHS MaTepialbHO-
TEXHIYHUX IIHHOCTEH TOIIIO.
Komroprucn BupaTkiB (Ha yTpUMaHHS amapaTy yNpaBIiHHA, OYIWHKIB,
MIPUMIIIIEHb, CTIOPY/I; Ha KalliTalbHe OYIiBHAITBO).

3BiTH PO BiAPSTKESHHS.

HopmaruBu (BUTpadaHHS €1eKTPOEHEPTii; YNCeNTBHICTh TPAI[IBHHUKIB TOIIIO).

ITepenik moca nMpamiBHUKIB 3 HCHOPMOBAHUM POOOYHM JTHEM.

[epenik THIOBHX MOKYMECHTAIILHHX MAaTepialiB i3 3a3HA4YEHHSIM CTPOKIB
30epiraHHs JOKyMEHTIB TOIIO).

[Tmanu po6OTH yCTaHOBH, YIIPABIiHb 1 BiTIMIB, IPABITiHHSA, KOJIETii TOIIO.

IIporpamu (3axoiB, BIAPSHKEHb, CEMiHAPIB TOIIIO).

Crpykrypa GoHy 3apoOiTHOT IIIATH 1 IITATHA YHCEIILHICTD.

@Dopmu yHIPIKOBAaHUX TOKYMEHTIB.

ITatHi po3nucH.

[pumiTka: Ha neskux JOKyMEHTax sl 3aKPIilUICHH X FOPHIUYHOI CHIH 1
3aCBIJIYEHHSI CIIPABKHOCTI CTaBJISITh NEYATKY.
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*—

MEYATKMH icHyIOTh 1BOX BUIB: npocmi ma 2ep6osi. Ilpocmi ne-
wamku — KpyTii, IPSAMOKYTHI, KBaJpaTHi, TPMKYTHI. IX CTaBIATH Ha KO-
MisX, PO3MHOKEHHUX TPUMIpHUKAX PO3MOPSAIUX aKTiB, HAa TOBIJIKAX TPO
TPYJOBY IISTILHICTh TPOMAJISiH, MIEPEIyCTKaX, MPU BiANpaBiIeHHI OaHe-
poJieH, MakeTiB TOIIO.

I'epbosa neuamka — cTaBUTbCA Ha JOKYMEHTaX, MEpPEiK SKUX Tie-
peabdadeHo HOPMATUBHUMH aKTaMU, a CaMe:

MEPEJIIK

JAOKYMEHTIB, Ha SIKMX NMPOCTABJISIETHCA repooBa MeyaTKa

AKTH CIIUCAHHS.

ApKy1Ii MOro/KeHHS MPOEKTiB HOPMAaTUBHO-TIPABOBUX AKTIB.

JloBinku (JTIMITHI; PO BUIUIATY CTPAXOBHUX CYM; PO BUKOPHUC-
TaHHA OI0/DKETHUX aCUTHYBaHb Ha 3apIUiaTy; MpO HapaxoBaHy i Ha-
JIKHY 3apIniary, mpo micue poOoTH TOIIO).

JlopyueHHsT Ha OJiep)KaHHS TOBApHO-MaTepialIbHUX IIHHOCTEH,
Or0/KeTHI, 0aHKIBCBKI, MEHCIHHI, TIATKHI TOPYUYCHHS.

JoroBopu (mpo MaTepianbHy BiAMOBINATBHICTH, PO OPEHIY
MIPUMIIIEHB, PO 3AIMCHEHHS POOIT TOIIO).

3asBu (Ha aKpEIUTUB, TIPO BIAMOBY BiJ] aKIIENTY TOIIO).

3pa3ku BIAOUTKIB MEYATOK 1 MiAMUCIB MPAIiBHUKIB, SKi MAlOTh
MPaBo 3/1iHCHIOBATH (JiIHAHCOBO-TOCIIONAPCHKI OTeparii.

[TocBigueHHs PO BiAPSHKEHHS.

Komrropuc BugaTkiB (Ha yTpUMaHHs amapaTy yNpaBlliHHS, Ha
KaJIBKYJIAIIIO 32 JJOTOBOPOM, Ha KalliTajJbHe OYIIBHUIITBO TOIIIO).

Jluctu rapanTiliHi (Ha BUKOHAHHS pOOIT, TOCIIYT TOIIIO).

[TomaHHs 1 KJIOMOTaHHS MPO HArOpO/DKEHHS OpJICHAMH 1 Me/a-
JISIMH.

Peectpu (dekiB, OIOKETHUX IOPYYCHB).

TuTyIIbHI CIIHCKHU.

ITatHi po3nucH.

3BEPHITDH YBAI'Y !

BinTuck meyatku cTaBiATh Ha TOKYMEHTAX IMOpPYY 3 MiJIMHCOM Ta-
KHM YMHOM, 1100 YaCTKOBO 3aXOIMUTH Ha3BY MOCAIH 1 ITi IIHC.

VY ¢pinaHcOBHX JOKyMEHTAaX, 1[0 HATIPABIIAIOTHCS B OAaHK, IeyaTKa
HE MOBUHHA 3aXOIUTIOBATH IAINC.

Ha ciyx00Bux nmucTax, 1o HaJpyKoBaHi Ha OJaHKY, revyaTka He
CTaBHUTKCSI.
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JMoaarku. [HOAI 10 TOKYMEHTIB JIOAAIOTHCS PI3HOTO POIY JOJATKH.
€ kinpKa crnoco6iB X 0POPMIICHHSI.

1. SIkmo y MOKyMEHTI 3rafy€ThbCs MPO OJATOK, TOMI Y HbOMY HE
HaBOJSTH HOro HallMEHyBaHHS, a TUIbKM BKa3YIOTh KiJIbKICTh apKYIIiB 1
npuMipHukiB. Hampukma:
Honarok: Ha 2 apk.y 3
NMPUMipH.

2. SIkmo y JMOKyMEHTI He 3rajiyloTh JOJIaTOK, TO 0OOB’SI3KOBO IH-
LIyTh HOT0 Ha3BY, HAPUKIA:
JlonaTok: NpoeKT peKOHCTPYKIii pecTopany
"Yaiika'" Ta KOIITOPHCY BUTPAT HA Hel Ha
10 apk. B 1 npuMipHHKY.

3. SIxmo 10 JOKYMEHTA JIOA€ThCS THIMNN JOKYMEHT 3 JIOJaTKOM, TO
B1JIOMOCTI TIPO HASIBHICTb JI0JIATKA TIOJJAIOTHCSI TAKUM YHHOM:
JMoaarok: juet MiHicTpa QinanciB Ykpainu
Bix 01.01.02 Ne 4 -5/015 i nonaTok
J10 HBOT' 0, Yycboro 15 apk.

4. SIKI0 JOKYMEHT HaJCHIAE€THCS Ha KiJIbKa aapec, a JOAATOK JIUIIE
Ha OJHY, TO BiIMITKa MPO HASBHICTH IOJaTKa OOPMIISETHCS 32 TAKOIO
(hopmoro:
| Honatok: Ha 7 apk. y 3-X npuMipH., Ha APYry aapecy. \

PE3OJIIOIISA. Pesonrouin — nie po3nopsKEHHS KEPIBHUKA CTO-
COBHO BUKOHAHHS JOKyMEHTa Ta MPU3HAYCHHS KOHKPETHOTO BUKOHAB-
1s1. BoHa ckitamaeThest 3 TAKUX €IEMEHTIB: TPI3BHIIE BUKOHABIS (BUKO-
HAaBIIIB), 3MICT OPYUYCHHS, TEPMiH BUKOHAHHS, OCOOMCTHH MIANUC Kepi-
BHHUKA Ta Jara.

Teket pe3onronii Mmoxke OyTH BUKIaneHuil Tak: «Ha mgomky orosno-
HICHBY, «JI0 BIOMa, «J0 BUKOHAHHS», «I0 KEPIBHUITBA», «3aJ0BOJIb-
HUTH TIPOXaHHS». TOJOBHOMY OyXTajrepy», «TEpMIiHOBO BUPILIUTHY,
«Ilepenatu [BaneHKO 17151 BUKOHAHHS» Toio. O HAK Taki pe30ooLii mo-
TpeOYIOTh Ie JOJATKOBOTO PO3’SICHEHHS! CTOCOBHO BHPIIICHHS TOTO YU
1HIIOTO MUTaHHS, TOMY JIOIILHO POOUTH OUIBII JETalbHY PE30IOLIIO 3
BKa31BKOIO NPO OakaHe BUKOHAHHS JJOKYMEHTA.
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SIkmio B pe3osromii 3a3HaueHo OiTbIe OHOTO BUKOHABIL, TO BUKO-
HaBeIlb, NPI3BUIIE IKOTO CTOITh MEPIINM, BBAKAETHCS BiJMOBIATFHUM
BHKOHABIIEM, TOMY BiH KOOPIUHYE poOOTY IIOJ0 BUKOHAHHS JOpyUYCH-
HS, 3a3HAYCHOTO0 B PE30JIIOIli. Pe3omroIio MaTyroTh 1 MANMHUCYIOTh Y
MpaBiil BEpXHi YaCTHHI IOKyMEHTa Ha BUILHOMY MicCIli (HE Ha TEKCTI).

Bbaxxano, o0 Ha JOKyMeHTI OyJi0 He OibIe OJHIET Pe30ITHoLil, ae
AKIIIO HEOOXITHO JAeTaii3yBaTH BHUKOHAHHS POOOTH, TO Ha JOKYMEHT
MOXYTh OyTH HaKJIaJICHI 1HII PE30TIOITIi.

Pe3omnrontiss nmpocTaBiisieTbes Oe3ocepeHbO Ha JTIOKYMEHTI, HHXK4Ye
PEKBI3UTY «ApecaTy, IMiJ] KyTOM JI0 OCHOBHOTO TEKCTY ab0 MmapajielibHO
omy. SIKIIo MicIst A71st pe30JIrolii HeIOCTaTHLO, TO 11 MOKHA IPOCTAaBH-
TH Ha BUIBHOMY BijJl TEKCTY MicCIli Y BepXHiil 4acTHHI JUIILOBOTO OOKY
miAmMBKY. Pe30sioniro He MOKHA TIMCATH HA JIIBOMY MO, SIK€ BUKOPH-
CTOBY€THCS JUIs MIJIINBKU JTOKyMeHTa. HamucanHs pe3ostonii Ha okpe-
MUX apKymiax abo crerialbHuX OJaHKaX JOMYyCKA€EThCsS Y pasi, KoM J10-
KyMEHT MiJIsirae MOBEPHEHHIO 200 JETalli3y€eThCsl TIOPSI0K BUKOHAHHS
JIOKyMEHTa Ta YTOYHIOIOTHCS BUKOHABII.

BIIMITKH ITPO MPOXOAKEHHSA TA BUKOHAHHSA 10-
KYMEHTA. [IpoxomkeHHS JOKYMEHTIB B OpraHizailii MO3HA4aeThbCs
TaKUMHU PEKBI3UTAMHU.

IIpo naoxooincennn (peectpailiro) JOKYMEHTa POOUTHCS MO3HAYKA
Ha MpaBOMY I10JIi EPIIOTo apKyla JOKyMeHTa. BoHa mpocTaBisieTbest y
BUTJISIAII IITAMIIa, HA IKOMY 3a3Ha4€HO CKOpOYeHE HallMEeHyBaHHS Opra-
Hizaii (yCTaHOBH), JlaTa HAJAXODKEHHS IOKyMEHTA Ta 1HJIEKC.

Ilpo 63ammsa na Kommpons TO3HAYKA TPOCTABISETHCA HA JTIBOMY
MOJIi TIEPIIOro apKylla JOKyMEHTa (Ha piBHI 3aroyioBKa 0 TEKCTY) —
MUIIETHCS CIIOBO «KOHTPOIIBY ab0 miTepa «K».

Ilpo eukonanna 3a3Ha4ar0Th BHU3Y JOKYMEHTA 3I1iBa:

o crpaBu 63/02.
Bignosins gana 12-03/48 Bix 26.03.07.
C. JlebGenena

27.03.07.

Binmitka «/Jo cnpaguy cBiTUUTH NIPO Te, 10 POOOTA HAJ JOKYMCH-
TOM 3aKiHYeHa.

IIpo eukonasysn. KoxxeH NTOKyMEHT MOBMHEH MaTH BIAMITKY IIPO
0e3mocepeTHLOr0 BUKOHABIIS, KA CKJIAIA€ThCs 3 MPI3BHINA Ta CITY)K00-
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BOTO Tese()OHY 1 3a3HAYAETHCS 3J1iBa BHU3Y Ha JIMIILOBOMY OOIIi OCTaH-
HBOTO apKyIlla JOKyMEHTa, HAIPUKIIAI:

| Kimamyk 221-01-01 |

IIpo po3mHuoscenns 0oKymenma. Y pasi MOTPeOH MMM MPi3BUIIIEM
BHUKOHABIIA 3a3HAYAIOTh TAKOX IHAEKC JApyKapku abo omeparopa eleKT-
ponHoro HaOopy (Imepii JiTepu IMEHi Ta MPi3BHUINA), KUIbKICTb BiAIpY-
KOBaHUX MPUMIPHUKIB, IaTy APYKyBaHHS:

Kimumyk 221-01-01
T.P. 8 10.04.2007.

O®OPMJIEHHS KOIIUM JTOKYMEHTIB. Komnis 10KymeHTa
BUTOTOBJISIETHCS T4 BUJAETHCS TUTBKH 3 JO3BOJIy KePIBHHKA MIAIPHEMC-
TBa, opranizaiii abo cTpykTypHOro miapo3ainy. Opranizaiiisi Mae mpaBo
3acBiUyBaTH KOIIii JIUIIE TUX JOKYMEHTIB, SIKi CTBOpEHi B Hiil. OnHak
1€ TIPaBUJIO HE MOIINPIOETHCS HA apXiBHI YCTAaHOBH, HOTApiaibHi KOHTO-
pH Ta TpUBaTHUX HOTapiyciB. Takoxk opranizailisi Moxe BUPIIIMTH MH-
TaHHS PO KOMIIOBaHHS JOKYMEHTIB MPO OCBITYy, CBiJIOLTBA MPO HApO-
JUKEHHSI Ta OApY>KEHHS CBOIX MpalliBHUKIB.

Komist nokyMeHTa BUTOTOBISETHCS PYKOMMCHUM YU MAIIMHHUM
crocobamu abo 3acobamu omnepatuBHOI momirpadii. [lim yac BUTOTOB-
JICHHSI KOMi1 PyKOMMCHUM 1 MallTMHHUM CIIOCOOaMH TEKCT JIOKyMEHTa Bi-
JITBOPIOETHCS TIOBHICTIO, BKITIOYAIOYH €JICMCHTH OJIaHKA, 1 3aCBiUyEThCS
IiITUCOM ITOCaJI0BOI 0cO0OU, sIKa MiATBEP/KYE BIAMOBIHICTD KO OpH-
riHamy.

BinmiTka «Komis» MPOCTaBISETbCA Y BEPXHI 4aCTHHI JUIBOBOTO
OOKy IMepIIoro apKyIa JOKyMEHTa.

Harmmc nipo 3acBigueHHsT KOMii CKIaIa€ThCsl 31 clioBa «3TiTHOY», Ha-
HMEHyBaHHS [TOCAJIH, OCOOUCTOTO MAMUCY 0cO0OH, sIKa 3aCBiYY€ KOIIiIO,
ii iHiI{iaTiB Ta MPI3BUINA, AATH 3aCBIUEHHS KOIIi 1 MPOCTABISETHCS HU-
KY€ PEKBI3UTY «ITiIMTUCY», HAPUKJIIA!

3rigHo
3aB.KaHIIEISIPi€I0 (mirmc) A.M.Cunoposa
08.05.2007.
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Ha xomisix BUXIJIHUX JOKYMEHTIB, III0 3aJMIIAIOTLCSI Yy CIpaBax,
TEKCT OJIaHKIB HE BiITBOPIOETHCS, 3a3HAYAIOTHCS JIMIIE JaTa iAMUCaHHS
JIOKYMEHTa Ta WOT0 peecTpaliifHuii iHAEKC, mocaaa 0ocoOH, sSka 3acBil-
YpJjIa KOITifo, ii mAmuc Ta gaTa 3acBiTdeHHS.

Ha komisix BUXiJHUX JOKYMEHTIB MalOTh OyTH Bi3U MOCa0BHUX 0CiO,
3 SKUMH BOHH TOTOJIXKEH1, Ta Bi3W BUKOHABIIIB; HAIMUC MPO 3aCBiTYCHHS
JIOKYMEHTA, 3aBIpEHMI MeYaTKOI 3 HallMEHyBaHHSIM BiAMOBIIHOI ycTa-
HOBH a0o0 ii cTpykTypHOro migpo3ainy. Kormis moBuHHa MaTH BCi BHIIpa-
BIICHHSI, 3p00JIeH] B OpHUTiHAMI.

HYMEPALISA CTOPIHOK. Homepu cTOpiHOK MPOCTaBIISIOTHCS
MMOYMHAIOYM 3 JIPYroro apKyla Bropi crpasa Ha Bijcrani He MeHine 10
MM BiJ] KpaiB.

skskock

3riIHO 3 OCHOBHMMHM TNOJOXEHHSIMH €IMHOI Jep>KaBHOI CHUCTEMH
nokymeHnTiB (€JICT) cknananns 1 ohopMiieHHS JOKYMEHTIB Tiepeidavae
000B’SI3KOBY HasIBHICTh TaKWX iX aTpUOYTIB :
3a3HAa4YCHHS YCTAaHOBH-aBTOPA;

HallMeHyBaHHS BUly TOKYMEHTa (BKJIIOYAIOUH JIUCT);

CKJIaJJTaHHS 3ar0JIOBKA IOKYMEHTA;

aJipecyBaHHS 1 IaTyBaHHS TOKYMEHTA;

MIOCTaBJIEHHS BIIMITOK PO MOTOJKEHHS TEKCTY;

3acBiqUEHHsS JOKyMeHTa (TIIMUCAHHS, 3aTBEPDKCHHS, TOCTaB-
JICHHSI TICYATKN);

® [IOCTABJICHHS BiJIMITOK PO TIPOXO/PKCHHSI 1 BUKOHAHHS JIOKYMEHTA.

3 mepeniky 000B’3KOBUX aTpUOYTIB JOKYMEHTa BHUHO, 1110 KOXKEH
3 HUX MOJKE BKJIIOYAaTH B cebe BiJ OJHOIO 10 JIeB’SITU PEKBI3UTIB abo
B3arajiai BOHM MOXYTh OyTH BiZICYyTHI Ha ONaHKY JIOKyMEHTa, aje iX Has-
BHICTh JIO3BOJISIE €(EKTUBHO OpraHi3yBaTH PyX JOKyMeHTiB. Hampu-
KJ1aJl, 3a3HaYCHHs YCTAaHOBU aBTOpa MO’KE BKJIIOYATHU JIO0 JEB SITH PEKBi-
3MTIB; 3aCBIUEHHS JOKYMEHTa — BiJl OJJHOTO 10 TpbOX; HallMEeHyBaHHs
BUJIy IOKYMEHTa — OJTUH.

Kpim Toro, atpulyTu 3ayiexaTh BiJ| TUIIB JIOKyMEHTIB, TOOTO MO-
KyTh OyTH crienii(iYHUMH 1 3yCTpivaTHCs JIUIIE y MEBHOT IPyIH JIOKY-
MeHTiB. Hanpukian, éxioni nokyMeHTH 1opsiJi 3 0a30BUMU aTpuOyTaMu
MaloTh TaKi CEIU(IUHI: KOHMPOILHUL MEPMIH GUKOHAHHS, IKAH YU 3a-
3Ha4Ya€ThCs Oe3MocepeIHbO Y JOKYMEHTI, UM BKA3y€ThCsl Y YNHHOMY 3a-

8 AtpuGyr (Bix 1at. atribio — Hanaro, HATLISIO) — HEOOXIHA, CYTTEBA BIACTHBICTh 06’ €KTA.
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KOHOJ[ABCTBI MO0 TOTO 200 1HIIOrO JOKYMEHTA, UM BU3HAYAETHCS Kepi-
BHHKOM OpTraHi3allil; xoumponoioua ocoba (IK MPaBUio, Ie KePiBHUK
opraizariii, SKuii B pe30JIIOIliil NMPU3HAYa€e BiJIIOBIIATLHOIO BUKOHABIIS
(BUKOHABIIIB) 1 TEpMiHM BUKOHAHHS JoKyMeHTa). Ciia 3a3HauYMTH, 110
JMaHui aTprOyT HE € XapaKTepHUM ISl BCiX JOKYMEHTIB, a IPOCTaBIIs-
€ThCS JINIIE HAa HAHO1IBIIT BAKIIUBUX 13 HUX.
Buympiwini 0oKymenmu MOXyTb MaTH TakKi aTpUOyTHU:
» CIHCOK MiIPO3UIIB UM ITOCAIOBUX 0CI0, SIKi TTOBUHHI OyTH O3HA-
HOMJIEHI 3 JOKYMEHTOM;
» KOHTPOJILHHI TEPMiH 03HAHOMIICHHS YY1 BUKOHAHHS;
» CIIMCOK BHKOHABIIIB Ta THMTaHHS, 32 BUKOHAHHS SIKUX BOHH BiJI-
MOB1JIaJIH.
Buxioni 0oxymenmu MOXXyTh MaTH TaKi 1I0AaTKOBI aTpUOyTH:
v/ JIOKyMEHT-IIiJICTaBa, Ha OCHOBI a00 Ha BUMOT'Y SIKOTO CTBOPEHO
JOKYMEHT;
v’ CIIUCOK (PEECTP) PO3CHIIKH;
v/ KOHTPOJIbHUH TEPMIiH BiJIIIOBIIi.
KpiMm Toro, MoxkyTh 3ycTpiuaTcs H iHIi aTpuOyTH, 30KpeMa mepe-
7K oci0, sKi MOBUHHI Bi3yBaTH MPOEKT JIOKYMEHTa (Haka3zy, 3asBH, I0-
JIaHHS TOIIIO).

2.2. biaHk 10KyMeHTa, BUMOTIH,
1[0 Npex’ siBJASIIOTHCS 10 HHOT'0

Jnst yHiikoBanux (HopM TOKYMEHTIB, SIKi B opraHi3allii BUJIal0ThCS
y KibKocTi TioHa ] 200 mpuMipHUKIB Ha PiK, JOMYCKAETHCS BUTOTOBJICH-
Hs OJaHKY TIOKyMEHTa.

bnank 0okymenma — ue CTaHIAPTHUH apKyLI namnepy 3
BiITBOPEHOI0 HA HHOMY MOCTIilHOIO iH(pOpMAaLIi€I0 TOKYMeHTa
i MicueM, 3aJMIIeHUM VIS 3MiHHOT iH(opMmaii.

BceraHnoBiieHo Taki BUIM OJNaHKIB: 3arajdbHUM OJIaHK JIsT CTBOPEHHS
PI3HHX BUJIB JOKYMEHTIB, OJIaHK JJIsl JTUCTiB, OJaHK /Ui KOHKPETHOTO
BUJly JOKYMEHTA, a caMe HaKas3iB, IOCTaHOB TOIIIO.

Jlyist GaHKiB 3aCTOCOBYIOTH MAIlip Pi3HOMAaHITHUX PO3MIpIB, SKi 3a-
tBepkeHi ['OCTom 9327-60, 3okpema: A3 — 297x420 mm; A4 —
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210x297; A5 — 148x210; A6 — 150x148mm. OpranizaiiiftHO-po3nopsa4i
nokymentu (OPJl) opopmistoTs Tibku Ha popmarax A4, AS.

Hnst cucremu OPJ[ JICTY 4163-2003 BcTaHOBIIOE Taki po3Mipu
OeperiB: niBuii — 30 MM, BepxHiil Ta HWKHIN — 20 MM; ipaBuii — 10 MM.

bnaHku MOXyTb BUTOTOBJISITHCS y BHUIVIAJI MO3JOBXKHBOIO abo Ky-
TOBOT'O pO3TallyBaHHs PeKBi3UTIB. [10310BKHE po3TallyBaHHs PEKBi3U-
TiB mepeadadae po3MillleHHsSI PEKBi3iTIB B3JIOBX BEPXHBOI YaCTHHU ap-
KyIlla, HAalPUKIa;

MiHicTepCcTBO OCBITH Ta HAyKH YKpaiHU
AxazieMis MyHIIUITaIbHOTO YIIPAaBIiHHA

HAKA3

KyToBe posramryBaHHsl peKBi3UTIB mepeadavae, Mo NOCTiiHI peKBi-
3UTH PO3MIIILYIOTHCS B JIIBOMY BEPXHbOMY KYTi apKyIlla, HAalpHUKIIA;:

MiHicTepcTBO BYTiIBHOT
MPOMUCIIOBOCTI YKpaiHu
JloHeubKuii MeTaxypriiiHuii 3aBoJ

POBNMOPAAXKEHHA

Kpim Toro, i KyToBe, 1 I03/I0BXKHE PO3TATYBaHHS PEKBI3UTIB MOXKE
OyTH TparnopoBUM a00 CIIEHTPOBAHUM.

IIpanopose po3raiyBaHHs PEKBI3UTIB Tepeadayae, mo KOXEH psi-
JIOK PEKBI3UTY MOYMHAETHCS BiJl JTiBOI Mexki poO0YOT TIIOIIIi.

Cuenmpoeane po3TairyBaHHs PEKBI3UTIB niepeadayac, mo MmovyaTok
1 KiHEeI[b KOXKHOTO PsIJIKa OJTHAKOBO BIJUTUIGHUH BiJ MEX BiJIBEJCHOI pO-
0040l 1IOoIIL.

I'ep6 300paxyroTh a00 mocepeuHi O1anka, a00 B KyTOBiH YacTHHI
HaJI CepeIMHOIO PSI/IKIB HAaliMEHYBaHHS OpraHi3arfii.

[ToBHe 1 ckopoueHe HaliMEHYBaHHsS Oprasizallii MOBUHHO BiJIOBi-
JaTH HOpMaM TIPaBOBUX aKTiB, TOOTO 3a3HAYCHO TakK, K y CTaTyTi abo y
MIOJIOKEHHI PO OpraHi3allilo.

HaiimenyBaHHSI CTPYKTYpHHX IiJPO3AUTIIB TO3BOJSETHCS TOIPYKO-
BYBaTH y OJIaHKY, BAKOHAHOMY JIPYKapChKUM CITIOCOOOM.
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Ha Gmankax MOKyMEHTIB MOKe 300pa)kyBaTHCh emOjeMa MiarpH-
€MCTBa, OpraHizailii, yctaHoBH, a00 3aMicTh Hel MOKe OyTH BUKOPHCTA-
HO TOBAPHUM 3HAK, 3aPEECTPOBAHUI B YCTAHOBICHOMY MOPSIKY.

Kpim mporo, Ha OmaHKax i JUCTIB yKa3yIOTh JOBIIKOBI PEKBi3H-
TH, a caMme: 1HAEKC MiIMPUEMCTBA 3B’ 13Ky, MOMITOBY 1 Tenerpaduy aape-
cy, HoMepH Tese(oHiB, GakciB, MEHIHKEPIB, PO3PaXyHKOBUI PaxXyHOK Y
0aHKy, ATy, 1HJAEKC, MOCUIAHHS Ha 1HJEKC 1 IaTy BXiJTHOTO JOKYMEHTa,
KOJIM JIUCTA 32 3arajibHUM KJIAaCH(IKaTOPOM YIIPABIIHCHKHX JOKYMEHTIB
(BKY ), xon opranizamii 3a 3araibHUM Kiacu(pikaTOPOM MiJMPHEMCTB
ta opranizamiii (3KI10).

Ha 3aranpHux OnaHkax BKa3ylOTh JIMIIE OKpeMi pekBi3uTu. Oome-
JKyBaJIbH1 TTIOMITKH JIJIS TIOJIiB Ta 1HIIMX PEKBI3UTIB HAHOCSTHCS Y BUIJISI-
ni KyTukiB. [Ipu cTBOpeHHi O1aHKIB Ha JBOX MOBaxX PEKBI3UTH TOBHHHI
OyTHu TpoayOIbOBaH.

bnanku, nanpukinan [lenciiinoro ¢honmy, MatoTh TaKWK BUTIISI:

a) 3araJbHUH OJIaHK

JIEP)KABHUI TEPB YKPATHI
MEHCIMHNN ®OHJT YKPATHA

252014, Kuis-14, Byn. bactionna, 9
Ten. 294-89-33, dakc 294-73-37
Ne
Ha Ne

®opwmar A 4
(210 x 297)

51



0) OJlaHK Haka3iB

JIEPYKABHUI TEPB YKPATHI

HAKA3

M. Kuis

®opwmar A 4
(210 x 297)

bnanku opranizaniii — 11e¢ JOKyMEHTH CyBOPO1 3BITHOCTi, TOMY B Op-
raizamii OJaHKW MmiUIsTraloTh HyMmeparlii, a iX Bujauda peecTpyeEThCs Y
BIJIMIOBITHOMY JKypHaJIi, 3pa30K 0(hpOpMIICHHS SIKOTO HABOAUTHCS HUXKYE.

KYPHAJL
00J1iKy BUa4i 0J1aHKIB
Ne Howmep 01aHKy Jarta Bugaui Komy Mignuc
3/n BU/IAHO OTPpUMYBay4a

He Bukopucrani abo 3irncoBaHi 0J1aHKH MEPENAIOTHCS 10 CTPYKTYP-
HOTO MiJpO3/iy opraHizaiii, SKUM BOHH Oyl BUIaHi, Ji¢ 3ilCOBaHi
OJTAHKU TIICIIS CKJIaTaHHsI BiJIOBIAHOTO aKTa 3HUITYOThCS.

2.3. 3arajabHi BUMOIH 10 0()OpMJICHHA
TEKCTY 10KYMEHTIB

JlinoBa KOpECHOHICHIIISI TOTYETHCS, SIK MPABWIIO, HAa CIEIIaIbHIX
OnmaHKax, pEeKBI3UTH  SKUX  MICTATh  IOCTIHHY  iH(OpMaIilo.
OO00B’I3KOBUMHU MAIOTh OyTH: PEKBI3UTH BiJIIPaBHHUKA, a TAKOXK 3arojio-
BOK JIOKYMEHTa, aJipeca OpraHizaiii, ycTaHOBU, KyIH MOCHUIAETHCS JI0-
KyMEHT, ITiIIHIC TpeCTaBHUKA OpraHi3ailii, sSKa MmiroTyBaia JOKyMEeHT.

TekcT — TroNOBHUIA eNeMEHT JOKYMEHTa. BaxmiBo, mo0 3MicT OKy-
MEHTa TPAaBWIHHO 1 TOYHO BUCBITIIOBAB (DaKTH, SIKi B HHOMY BHKJIAJIAFOTh-
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cs. [pu ckamanHi IOKYMEHTa HEOOXiTHO JIOTPUMYBATHCh BUMOT 3aKOHY,
JIaBaTy 4iTKi (hopMyIIFoBaHHS, pOOMTH apryMEHTOBaHI BUCHOBKH.

TekcTn TOKYMEHTIB, SIK MPAaBHJIO, MPOAUISIOTH Ha JBI 4acTUHH. B
MepUIii YacTHHI BKA3yIOTh MiICTaBy JJIs CKJIaJaHHS JOKYMEHTa, B Y-
riii — BUKJIAQNAlOTh BUCHOBKH, TPOIO3UIIIT, PIIICHHS, PO3MOPSIKEHHS,
npoxaHHs. HaBiTh y THX BUTAIKaxX, KOJM JTOKYMEHT CKIIAIA€ThCS JIUIIIE 3
onHi€el ppasu, To B mepiiil ii yacTUHI PEKOMEHTy€ThCSl BKA3aTH IiJICTa-
By a00 MPUYMHY CTBOPEHHS JOKYMEHTA, a B IPYTii — MPOXaHHS, PillleH-
Hsl, PO3TOPSDKEHHS. Y BUKIIOYHUX BHUIAIKaX TEKCT MOXKE CKIaIaTHCS
JIMIIE 13 3aKJIFOYHOT YaCTHHU (HANPUKJIal, IPOXaHHS).

st Toro, mo6 TekeT OyB 3pO3YMITUM 1 BUKJIAJIEHUM OUTBII YiTKO,
3aCTOCOBYETHCS HOTO pyOpHKaILis.

Pybpukayia — 11e 4ieHyBaHHS TEKCTYy Ha CKJIaJOBI YacCTUHM, a Ta-
KOX BUKOPHCTaHHS 3aroyioBkiB. Haiimpocrima pyOpukariisi — momin Ha
a63auu. Koxxen a03all MOBUHEH PO3NOYMHATH HOBY JAYMKY YM MIKpOTE-
My. Kpim ab3aiiiB y TeKCTi JOKYMEHTIB MOXKYTh BUAUIATUCS naparpadu,
IYHKTH.

Hymepauia — 1ie uncnose abo OyKBeHE MMO3HAYCHHS TOCTIIOBHOCTI
pO3TallyBaHHs CKJIaJOBUX YaCTUH TEKCTY. ICHYIOTh JBI cuCTeMU HyMe-
parii:

e nepma 0a3yeThCsl HA BUKOPUCTAaHHI 3HAKIB PI3HUX THITIB 1 Oymy-
€ThCS 32 CKIJIAJTHOIO KOH(DIrypariero:

ABBT I

IRIRIIBAAY

12345

2)3)4)5)

a) 6) B) 1) 1)

e sipyra 0a3yeThCsi Ha BUKOPUCTAHHI JIMIIE apaOChbKUX IUPpP, po3-
MIIIIEHUX Yy MEBHIN OCTiIOBHOCTI:

I. 2.

1.1. 1.2. 1.3. 2.1.22.23.

[Toxin Tekcty Ha ab3aM Mae BEJMKE MpakTHYHE 3Ha4deHHs. Lle mo-
rmomMara€e OCMUCIIUTH TPOYUTAHE 1 MirOTYBATUCS O CHPUHHSATTS 1HIIOT
miaremMu. AG3any He TOBUMHHI OyTH BenwkuMH. HopmaTHBHMM MOXXKHA
BBaKaTH a03aIl 3 TPHOX UM I1'SITH PeUeHb. J{JIsl CIpUAHATTS Kparie, K0
i pedeHHs OyAyTh pi3Hi: HAMKOPOTIII Ha MOYaTKY i B KiHIl ab3aiy. AO-
3aly TaKO)K BUMAraloTh YepryBaHHs B 3aJIeKHOCTI Bix po3mipiB. Haiiz-
PYYHIIIUMH € PEYEHHS 3 TPhOX, IT'SITH, CEMH i HaiOLIbIe — JeB’STH
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ciiB. [Ipu miAroTOBI TEKCTIB TOKYMEHTIB PEKOMEHIYEThCS CKIIaIHI pe-
YEHHS 3aMIHATH IPOCTUMHU, IIUPIIIE 3aCTOCOBYBATH TpadapeTHi CI0BOC-
MONYYEeHHS, Y PO3MOPSIIYNX JOKYMEHTaX BHUKOPHCTOBYBATH [i€CTIOBA
HEBU3HAUEHOI ()OPMH 1 KOHCTPYKIIiT HAKa30BOTO XapaKkTepy.

VYknagady JOKYMEHTa CIif] maM’siTaTH, 110 JTOKyMEHTH TOBHHHI Bi-
JIIOB1/IaTH ICHYIOUOMY 3aKOHOJIAaBCTBY, TOMY B Pa3y HEOOXiIHOCTI CHij
3BIPSITH JIOKYMEHTH 13 3aKOHAMHU 1 MiJI3aKOHHUMU akTaMu. OcoOImBO 11e
Ba)XJTMBO BPaxOBYBATH, JOKYMEHTYIOUH JisUTbHICTh OPTaHiB AePKaBHOTO
VOPaBIiHHS Ta MICIIEBOIO CaMOBPSIyBaHHs, a TaKOX MPU MiArOTOBII
pillileHb, HaKa3iB Ta IHHIIMX PO3MOPSIUMX JOKYMEHTIB. Y JOKyMEHTax
CJIiJl BUKOPUCTOBYBATH JIHIIIE TIEpeBipeHi GaKTH.

JIoKyMeHTH MOXKYTh OyTH MPOLIIOCTpOBaHi TabauIsiMu. SKio Tab-
JMLS HEBEJIMKA, 3aliMa€e 4aCTHHY CTOPIHKM, TO BOHA JPYKY€TbCS Y 3ara-
JHLHOMY TEKCTi JOKyMeHTa. SIKio Tabmuis Benruka ado B JOKYMEHTI iX
KiJIbKa, TO BOHU BUHOCATBCS Y JOAATOK, PO 10 POOUTHCS MOBIIOMIIEH-
HS MiCJs 3aKIHYEHHS OCHOBHOT'O TEKCTY JOKYMEHTA 4M MOCHUJIAHHS Aa-
IOThCS Y TEKCTI.

KoxHOMy TEKCTy mepeaye 3arojloBOK — KOPOTKE BUKIIAJECHHS 3Mic-
Ty JIOKyMEHTa. 3arojoBOK — 116 OCHOBHHIl MOIIYKOBHH €JIeMEHT JOKY-
MmeHTa. [IpaBUiIbHO CKIageHMH 3arojIOBOK CKOPOUYYE Hac PO3MIILY J10-
KyMEHTa.

Jlnst cknmanaHHsT JOKYMEHTIB iCHYE crenu(iuHui KaHIeIsIpPChKo-
JUTOBUN CTHIIB, HOMY MPUTAMaHHI aKaJieMi3M, 3Ha4Ha KUIBKICTh TEepMi-
HIB, JIOT19HA MOCIi0BHICTh. OJIHAK CITijl YHUKATH apXai3MiB, 3acTapiiinx
CIIB 1 BUpa3iB, HEOOXIAHO 3aMIHSATH X HOBUMH CYYaCHUMH CIIOBAMHU:
oabu — wob; Ha npeomem — ona moeo Tomo. DaxiBiro, KU TOTye
TEKCT TOKYMEHTa, MOTPiOHO YHHWKAaTH 3aCTOCYBaHHS 1HO3EMHHX ClIIiB
0c00JIMBO y TOMY BHIIQJIKY, KOJIU € YKpaiHChKI BiamoBigHuku. Kpim To-
r0, HEJIOMYCTUMO BUKOPUCTAHHS BY3bKOCTICIiaJIi30BAaHUX T'ally3€BHX Te-
PMiHIB, JTiaJeKTH3MIB, [0 BUKOPHCTOBYIOTHCS B SKHXOCh TOBIpKax, BY-
JBrapu3MiB — CIiB 3 BiATiIHKOM HemoBaru. CJ0BO y CiIy)k00BOMY JOKY-
MEHTI TTOBHHHO CYBOPO BiJIIIOBITaTH TOHSTTIO, SIKE€ B HHOTO BKIIQJA€Th-
cs. TekcT moKymeHTa Mae OyTH YiTKHM, KOPOTKHM, B HhOMY HEIOITyC-
TUMI pi3HI TaymMadeHHs. He pekoMeHIyeThCs BAKOPHCTOBYBATH ypOUH-
CTY JIEKCHKY B POOOUYMX JOKYMEHTaX, 10 MatoTh O(QiLiHHUI XapaKkTep.

VY cyyacHHMX JOKYMEHTaxX CIIOCTEPIraeThbcs MIBHIKO MPOTpecyroua
TEHJICHITIS JI0 3aMiHU CJIIB Ta BepOadbHUX KOHCTPYKIIA CHMBOJIAMH,
TOOTO TpadiYHUMU 3HAKAMU, SIKI 3aMiHIOIOTH LiJIi CJIOBa Ta iX CIOBOC-
noiy4yeHHs (Hanpukian, Ne — Homep, % — MporeHTH, $ — gomap TOIIo).
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3HAYHOTO MOIIUPEHHS HaOYJIH 3arabHONIPHIHATI CKOPOUYEeHHs, abpeBia-
TYpH TOIIO.

31e01LTbIIOro JOKYMEHT MHIIETHCS BiJl TpeThol ocoou. Hampukiar,
Axademis inhopmye npo Hosull cKiad cmyoeHmis.

JloriyHa TOCIIIOBHICTh SIK HEOOXiTHA O3HaKa KOXHOTO JILJIOBOTO
JIOKYMEHTa peali3yeTbCcsl 3a JIOMOMOTOK  IPHYUHHO-HACIIIKOBUX
3B’SI3KIB Y ME€XaxX OJTHOTO PEUCHHsS Y B MOBHOMY TeKcTi. Kpim Toro, jo-
rigHa TOCIIIOBHICTh MOXE BHPAXKATHCS 32 JIONIOMOTOK0 MPOTHUCTABIICH-
Hs. BaxnmuBHUM y JOKyMEHTI MOXke OyTH W CyBOpe JOTpUMaHHS MEBHOI
HOCIIIIOBHOCTI BUKJIQJy MaTrepiany, HiAKPIIUIEHHS HACTYIHOCTI YU yep-
TOBOCTI Moiil abo siBuml. Lle mocsAraeThes 3a TOIMOMOTOKO CIIIB: «CIloYa-
TKY», «BOJHOYAC», «MOTiM». OJHUM i3 CIOCOOIB BUPAKEHHS JIOTTUHOT
MOCIIZIOBHOCTI € BHJIIJICHHSI METH 3a JIOTIOMOTOIO CIIB: «TOMY», «IJIs
BOTOY, «3 I1€I0 METOIOY». 3arajibHa JIOT1YHA TOCHIIOBHICTh JJOKYMEHTIB
JOCATAEThCS 32 JIOTIOMOTOI0 CITIB HAa TMO3HAYCHHS PE3yJbTaTUBHOCTI:
«TaKUM YHHOM», «y PE3yJbTaT», OTKE» TOIIIO.

3 pokamu ckjanucs npaBuiia oOPMIICHHS YPSIIOBOi, CIy)O0BOT,
npuBaTHOI JoKymeHTarii. [le 1 cyBopa HOpMATHBHICTB, i JOTPUMAaHHS
IOPUINYHUX TIOJIO’KEHb, 1 0e3/10TaHHe BOJIOJiHHS MPaBUIaMH MOBH.

IInTanHs 1Js nepeBipKu 3HAHb

1. 1o Take hopmysip foKymeHTa?

2.11lo Take peKBi3UTH AOKYMEHTIB, VI YOI'0 BOHH iICHYIOTbH?

3.JlaliTe XapakTepUCTHKY KO)KHOMY PEKBI3HTY Ta BHU3HAYTE 0COO-
JMBOCTI HOTO PO3MILIICHHS HA JOKYMEHTI.

4. OdopMIieHHST TIPOXOJDKEHHS JIOKYMEHTIB, PEKBI3WUTH, IO CBiJI-
9aTh NP0 HAIXOJUKCHHS, KOHTPOJIb BUKOHAHHS, NTEPEHECEHHS 1H-
(hopmMmartii, KomiroBaHHS

5. Pe3omronis sik hopma 0pOpMIICHHS YIIPAaBIiHCHKOTO PIlICHHS

6. Bumoru 10 opopMIICHHS TEKCTY TOKYMEHTIB.

7.1lpaBuna ckiaaHHs TEKCTY JOKYMEHTIB

8. EnneMeHTH TEKCTY: 3arojioBOK, TOJATKH, OPOPMIICHHS TaOIUIh

9. bianky TOKYMEHTIB, iX BUIH Ta OCOOIUBOCTI O(hOPMIICHHS.
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3. OOOPMJIEHHS
OPT' AHIBAIIMHO-PO3MOPSIUOIL
NTOKYMEHTAILII

3.1. Knacugpixayis opeanizayiiino-po3nopsaouoi 0oxymenmayii 3a
@yHKYIOHANbHOIO 03HAKOTO.

3.2. Cxnaoanmnss ma ogopmients opeanizayitiHux 00KyMeHmis.

3.3. Posnopsoui doxymenmu: ocobausocmi ckiadanHs ma oghopm-
JIEeHHS.

3.4. Ocobrusocmi niocomoexu 008iOK080-iHGOpMayYiliHUX OOKYMe-
HMig ma ix ogopmaenns.

3.1. Knacugikanis opranizaniiiHo-po3nopsa4uoy
AOKyMeHTalil 32 yHKIIOHAJBLHOI0 03HAKOI0

Opranizanilino-po3nopsiayua gokymentanist (OP/]) Binirpae nmpoigny
POJIb B YIIPABIIIHCHKIN AisbHOCTI. L[5 cucTtema mOoKyMEHTIB IpU3HaueHa
JUIsE 0)OPMIIEHHSI TIPOIIECIiB OpraHizallii ynpaBiIiHHS, MPABOBOTO 3aKpir-
JIEHHS PO3NOPSIIY0-BUKOHABYMX JiM SIK B OpraHi3alisx, Tak 1 IX CTpyK-
TYpHUX MiIPO3/iIax Ha OCHOBI €JMHOHAYATHLHOCTI 200 KOJErialbHOCTI.

Ile moxymeHTalis, sika CTOCYETHCSI B3AEMHH OpraHi3allii Sk 3 BHIIH-
WMU OpraHamM¥ yMIpaBJiHHS, TaK 1 3 MiAMTOPSIAKOBAHUMU 11 MiAIPUEMCT-
BaMH, YCTaHOBAMH, 3aKJaJaMH,a TaKOX 13 CTOPOHHIMH OpraHi3alisiMH.
OpranizaniiHo-po3nOPsSAY00 JOKYMEHTAIIIEI0 3aKPIMTIOETHCS TPYAO0BE
JKUTTSI BCIX JIAHOK Oprasizaiii, BKIIOYAr04YM HaBiTh TaKi MOMEHTH, SIK
odiriitHe oopMIICHHS BiJITyCTKH PSIOBOTO MpaIliBHUKA.

VYci 1oKkyMeHTH B amnapaTi yIpaBiiHHS 32 (yHKI[IOHATbHUM MPU3HA-
YEHHSIM MOYKHA MTOJIUTUTH Ha TaKi TPYTIN:

1. Oprani3auiiini (monoxxeHHs, CTaTyTH, IHCTPYKIii, TpaBUiIa);

2.Po3nopsiaui (MOCTaHOBH, PINICHHS, PO3MOPSHKCHHS, HaKa3W i3
3arajibHHUX MUTaHb, BKA31BKN);

3. loBinkoBo-inpopmaniiini (JIOBiZIKK, MTPOTOKOJHU, OTJISIH, aKTH,
JIOTIOBIJTHI Ta MOSICHIOBAJIbHI 3aITUCKH, JIOTIOBiI, 3BiTH, IJIAHH POOOTH,
JIOTOBOPH, TEJIErpaMH, TeIeQOHOTpaMH );

4.3 kaapoBUX NHUTaHb (3asBH, HaKa3H, 0COOOBI JHCTKU, TPYHOBI
KHIKKH, 0COO0BI KapTKH, XapaKTePUCTHUKH Ta iH.);

5.0co0ucti oginiiini goxkyMeHTH (TIpOMO3MWINi, 3asBU, CKapru
rpoMajisiH, aBToO10Tpadii, po3MucKu, JOPYIEHHS OCOOHCTI TOIIO).
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3riiHO 13 3aKOHOJJABCTBOM OPTaHU YIPABJIIHHS CTBOPIOIOTH TaKi Op-
raHi3amiHO-po3nopsA T4l JOKYMeHTH (TaliI. 2):
Tabruys 2
Ynpaesnincoki 0okymenmu ma opeanu ynpaeninnus,
w0 ix cmeopoomo

. HaszBa cTBOproBaHoOro
Opran ynpasJiiHHs
JOKYMEHTA

Bepxosna Pana 3aKOoHH, TOCTAHOBU
[Ipe3upent Yka3u, po3nopsIpKeHHs
Kabiner MinicTpis ITocTaHOBH, PO3NOPSIPKEHHS
MinicrepcTBa Haxkasu, iHCTpyKIIii, BKa31BKH
JepkaBHiI KOMITETH Ta KOMicii [locTaHoBH, IHCTPYKIIi1, BKa3iBKH
T"010BHI yNIpaBITiHHS Ta YIPABIIHHS IPH Haxkasw, iHCTpyKIIii, BKa3iBKH
Kabineri MinictpiB
JepxaBHi anMmiHicTparlii, iX ynpapiiHas Ta | PinreHHs (aeprxaaMiHicTpartii),
Biainu Haka3u (YIpaBJIiHHS Ta BiIIIIN)
MicrieBi pajiii, BAKOHKOMH Pimrenns
TNomoBu micueBux pam, 'omoBH MicIieBIX Poznopsimxenns
JieprKaIMiHICTpaIlii
BitacHuKY M ATPHEMCTB, YCTAHOB, Haka3zwu, iHcTpyKIii,
opranizamii PO3IIOPSKCHHS, BKa3iBKH

3.2. CknagaHHs Ta 0()OPMJICHHSA
OpraHizaniiHuX J10KYMEHTIB

OpranizauiiiHi 10KyMeHTH — Ipyna pi3HUX 32 HA3BOK JOKYMEHTIB,
SIKi peryiaMeHTYITh AislJIbHICTh OpraHizauii, if CTpyKTypHUX
nigpo3ainiB Ta mocagoBUX 0€i0, 3aKPiNJIIOIOTH 32 HUMH QYHKIIIT,
000B’SI3KU Ta NIpaBa HA TPUBaJMIi yac.

VYci opranizariii y cBoill AiSUTBHOCTI, MOPSAJ] 3 aKTaMU OpTaHiB Aep-
’KAaBHOI BIIAJIU, KEPYIOThCS IOJOXKEHHSIMHU, CTATyTaMH, MPaBUIAMH Ta
IHCTpYKLisIMU. B HUX 3akpirumoroTecs GyHKIIi, 000B’S3KH 1 mMpaBa op-
raHiB Ha TpuBali cTpoku. OpraHizaliiiHi JOKYMEHTH y MOPIBHSAHHI 3 poO-
3MOPSAIYUMHE 1 TOBIIKOBO-iHPOPMALIHHIMY € OLTBII 3arajJbHUMU, IPYH-
toBHUMH. Cepell pi3HUX (HOPM BHKOHABYO-PO3MOPAIUO] TiSITBHOCTI Op-
rafizaiiii mpoBijgHe Micile 3aliMae BUJIaHHS MTPABOBHX AKTIB PO3MOPS/I-
9Oro XapakTepy, IO MiUIAraloTh 000B’ I3KOBOMY BUKOHAHHIO. Y TOH ke
Yac oprai3alliifHi JOKyMEHTH MalOTh BUIIY IOPUAWYHY CHITY, OCKUIBKA
JOKYMEHTH JIBOX HACTYITHUX T'PYTI CTBOPIOIOTHCS Ha 0a3i opranizamiiHol
JIOKYMEHTAII1.
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Jlo opranizalifiHuX JOKYMEHTIB HAJCKaTh CTATYyTH, IOJIOXKCHHS,
IHCTpYKUii, MpaBuia.

Cmamym — 11 IOPUINYHUHN aKT, IO € 3BEICHHSIM MTPABHJI, SKi pery-
JIOIOTh JiSUIBHICTH OpraHizailii, yCTaHOBH, TOBApUCTBA TPOMAJSH, iX
CTOCYHKHM 3 IHIIMMHU OpraHizalisiMd Ta TpOMajJsHaMH, BU3HAYAIOTH X
CTPYKTYpY, (QyHKIIi, TpaBOBHI CTaTyc Ta OOOB’SI3KM y TEBHIH cdepi
JIEP’KaBHOTO YIPaBIiHHS ab0 rocmoAapchKoi AisibHOCTi. CTaTyTH, Tic-
7151 iX 3aTBEP/KEHHS TOBHOBAKHUM OPraHOM, MiJUIAraloTh 000B’ I3KOBIi
peecTpanii y BIAMOBITHUX JEPKaBHUX opraHax (JJ1s TOBApUCTB, MPUBA-
THUX TANPUEMCTB Ta MAIUX MiANPUEMCTB TaKUM OPraHOM € palOHHA
Jiep’kaBHA aIMIHICTpaIlisd 332 MICIEeM FOPUIANYHOI aJpecu 00’ €KTa ITiJI-
PUEMHHIIBKOT isUTbHOCTI). BOHM BHIalOTh MiANPUEMCTBY CBiJJOIITBO PO
peecTpalliio 13 3a3Ha4E€HHIM peecTpauiifHOro HoMepa Ta IPUAUYHOI aj-
pecH, MicIs Yoro HOBOCTBOPEHA OpraHi3allis BIIPaBi pO3NOYMHATH CBOIO
HisutbHICT. CTaTyTH MOXYTh OyTH iHIUBiAyadbHI Ta THUIOBI (Tabmn. 3).
dopMyIsp-3pa3oK CTaTyTy HABEJCHO HUXKYE.

Tabnuys 3
Buou cmamymie ma ix ocnoena xapakmepucmuxa
Ipyma Jnst koro Hpukaaan Kum
PO3po0IsiEThCS opraxi3amiit 3aTBEPIKYEThCS
1 2 3 4
Tunosi Jlnst neBHUX rpyn | AKuioHepHi ToBapucTBa | Bummmu opranamu
(3arampHi) |opranizamii, mia- |(AT), Mani mianmpuemMcTBa | Aep’kKaBHOI BIaJN Ta
MpUEMCTB, ToBa- | (MII), ToBapucTBa 3 00- | ympaBiiHHs, 3’ i31aMU
pHCTB ME)KCHOIO BI/IIIOBiJalib- | [POMAJICHKUX OpraHi-
aictio (TOB) Tormio 3arii
IamuBiny- |dns neBHoi opra- |AT «MambBay, Buioro ycranosotro,
anbHI Hizamil IUIsIXoM MII «Komno6osy, SIKIH T IIOPSIZIKOBAHO
KOHKpETH3aIlii TOB «Epa» i IIPUEMCTBO, Opra-
TUIIOBOTO CTATYTY HizaIis
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Dopmynap-3pazok cmamyniy

3ape€CTp0BaH0 3aTB€pZ[)KeH0 3aCHOBHUKOM
BUKOHKOMOM

(3aCHOBHHKaMH)

(na3Ba Paju)

Pamu Hupexrop

(Ha3Ba IiNPUEMCTBA 3aCHOBHHKA)

(o6macti, micTa)

Bi[l « » 2007p. (HOMep Ta 1aTa peectpartii)
Ne
InenTudikariitanit
KOJ
(miznnc) (po3umdpoBKa Iiamucy)
ML.IL.
CTATVYT

(ToBHA Ha3Ba MiAMPHEMCTBA)
CTpyKTypa TeKcTy

3araibHi MOJ0KEHHS.

Merta i mpeaMeT RisIbHOCTI.

TIpaBa i 000B’SI3KM TiANPUEMCTBA.

VYTBOpEHHS i BAKOPHUCTAaHHS KOIITIB. MaifHO MiANpHEMCTBA.
Opranu ynpasJiHHS iANPUEMCTBOM.

Unenctso. [IpaBa i 000B’s13kH 3aCHOBHHKIB.

CTBOpCHHS 1 BUKOPUCTAHHSA alioBOTO (POHTY.

3BiT, 3BITHICTH i KOHTPOITb.

9. BupoOHHYO-TOCTIOAAPCHKA, 30BHINTHHOSKOHOMIYHA JTiSUTbHICTb.
10. Peopranizartis Ta JiKBigaris.

11. HaOyTTs cTaTyTOM YHHHOCTI, 3MiHH Ta JJOIOBHEHHS JIO CTAaTyTy.

XNANR DD =
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PexBi3uTu craTyTy:

1. Tpu 3aTBEpIPKEHHSI BUIIIOI0 YCTAHOBOIO UM OPTaHOM YTIPABITIHHS;

2.Ha3Ba BUIY JIOKyMECHTA,

3.3aroJI0BOK;

4. TeKcr;

5. BIIMITKH TPO TIOTOJPKEHHS Ta PEECTPAIIiIO;

6. nara.

CraTyT € OCHOBOIO IJIsi PO3POOKH TOJOXKEHHS MPO CTPYKTYPHUI
HiApO31I1LI.

CratyTtn po3poOsSIOTECS ISl TPYT OpraHi3aliiHO-paBoBUX (OpM
HIANPUEMCTB, 3a IIEBHOIO CXEMOIO:

Cmamym openoHo20 nionpucmcmea BU3HAYAE: METY 1 3aBJIaHHS Ti-
JMPUEMCTBA, BUPOOHUYO-TOCIIONAPCHKY AiSJIbHICTh, YTBOPEHHS 1 BUKO-
PHUCTaHHS KOILUTIB, CTBOPEHHsI 1 BUKOPUCTAHHS MaiioBoro GoH1y, YieHc-
TBO y MiAMTPUEMCTBI, OpraHi CaMOBPSIyBaHHs, IpaBa i1 000B 3K 3ara-
JTHHUX 300piB OpeHAapiB, mpaBa W OOOB’SI3KM JMUPEKIlii W JUpEKTOpa,
NPUNHATTA yXBaJ 1 IepeaBaHHs TOBHOBAXKEHb.

Cmamym npo 3acHy8anHsa manoeo nionpuemMcmea BU3Ha4ae: 3aCHO-
BHUKIB — IOPUAMYHUX OCI0, TPOMaJISH, 13 3a3HAYCHHSIM, YH € TiAIPUEMC-
TBO 3aHOBO CTBOPCHHMM, YW BUJUICHUM 13 CKJIaJly JIFOYOro; 3aBJaHHS i
GyHKIIT mignpreMcTBa; OpraHi3allilo W oruiaTy mpalli; 3BiT, 3BITHICTH i
KOHTPOJIb; 30BHIIIHLOCKOHOMIYHY JisUIbHICTh; PEOpraHizallito i mpuIm-
HEHHS JTSUTBHOCTI i IIPUEMCTRA.

Cmamym KonekmusHo20 NiONpUEMCmed, cmamym mosapucmed 3
0bMmedcenolo 8i0nosioanbHicmio, cmamym axKyioHepHO20 MO8apucmed
CKJIAJIA€THCS 3a TIEI0 CaMOI0 CXEMOIO, IO i MOTePeIHi.

I'pud «[IOI'OPKEHO» numryTs y JdiBOMY KyTi JOKYMEHTA BEJH-
KHMHU JIiTepamH, y npaBomy KyTi mumryTh cinoBa «CTATYT 3APEECT-
POBAHO». [lam mocepenuni nmumryts Ha3zBy «CTATYT», Hmxkue 3a-
3HA4Yal0Th HAa3BY MiANPHEMCTBA.

3eepnimen yeazy!

Pyopuxauia ona cmamymy 0006°a3K08a; Hymepyoms He auuie po-
30U, a 1l NYHKMU Y MeXHcax KOHcHO20 po30iny. /Ina mexkcmie 0i-
J106UX OOKYMEHMI8 61ACMUGI CINAHOAPMHI NOUAMKU |
3AKIHYEHH L.
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IMono:keHHs — 11e TPaBOBUH aKT, IO BCTAHOBJIIOE OCHOBHI ITPaBUIIa
oprasizaiii Ta IisJIbHOCTI AepKaBHUX OPTraHiB, CTPYKTYPHHUX MiApPO3Ai-
JIB OpraHiB, a TaKOXX YCTAHOB, OpraHizamii 1 mianpuemMcTs (pimii), mo
M miAmopsiAKOBaHI.

[TonoxxeHHst MOKYTh OyTH 1HAMBIAyalIbHI Ta TUIIOBI (Tab. 4.).

Tabnuys 4.
Buou nonosycenv ma ix ocoonugocmi
I'pyna Juais1 koro Mpukaaau op- | Kum 3arBepaxy-
PO3podIsiEThCsI radizauii €TbCs
1 2 3 4
Tumogi (3aranehi) | [lns cuctem ycra- | MiHicTepceTBa, Bummmu opranamu
HOB 1 MIIIPHEMCTB | HAYKOBI 3aKJa- | Jep>KaBHOI BIIa/iU Ta
7, OHAHM, TOLIO | YIPaBJIiHHS
IunuBinyanbHi Jns nesuoi opra- | [Tonmosxennst npo | Buroro ycranooto,
Hi3aIil, CTPYKTyp- | YIpaBIiHHSA, [I0- | SAKii MiAIOpsAAKOBa-
HOTO TiIPO3ILTY JIO’KEHHS PO HO ITiIIPUEMCTBO,
NUIIXOM KOHKpE- | BUIIUT MapKeTU- | opraHisaiisi, Kepis-
TH3allii TAIOBOTO | HTY, TOILO HUKOM MiIPUEMCT-
TIOJIOKECHHS Ba

DopmyIsip-3pa3oK MOJIOKEHHS HaBEIEHO HIDKYE.

VY mepmoMy po3zisti MoI0KEHHS BU3HAYAETHCS METa CTBOPEHHS Ti-
JIMPUEMCTBA, YCTAaHOBH, OpraHizallii, CTPYKTypHOTO MiAPO3ILTY TOMIO. Y
JPyroMy — HaBOASTHCS JaHi PO OCHOBHI Ta OOIrOBiI KOIITH, MOPSIOK
pua0aHHs BJACHOCTI, MPUOYTOK, BipaxyBaHHs Ha MPEMIiIOBaHHS poOi-
THHKIB 1 CITy>)KOOBIIIB, )XKUTJIOBHHA (poHA. B ocTaHHIX po3adinax periaMeH-
TY€ThCSI BUPOOHMYO- TOCHOJApChKa MisUTBHICTH IMiIPUEMCTBA, BU3HA-
YaroThCs 3aBAAHHS I0JI0 SKOCTI BUPOOJICHOT MPOIYKIIii.
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q)OPMle}lp-SfpaS'OK NOJ10)CeHHA

3ATBEP/KVIO
I'enepanbHuii JUPEKTOP

(mignuc i iforo po3mudposka)

« » 2007 p.

IMOJMOXEHHA
npo diniro 6aHKy «beray
15.12.2006 p.

CTpyKTypa TeKcTy
. 3araJyipHi MOJIOKCHHSI.
. OcHOBHI 3aB/IaHHSI.
. DyHKIT.
. [IpaBa Ta 000B’s3KH.
. KepiBauurso.
. B3aemoBigHOCHHY, 3B’SI3KM 3 THIIUMU ITiIPO3/IiTaMU
. MaiiHo i xomTy.
. Kontpos, mepeipka ta peBi3yBaHHs isUTbHOCTI.
. Peoprawnizaris ta nikBigarmis.

O 03N L Wi~

KepiBauk ¢inii 6aHKy
T JTITAC po3muGpyBaHHS i ITHCY

Ho cnpaBu Ne
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3anexHo Bif crienmiku AisUTEHOCTI OPTaHiB y MOJIOKEHHI MOXKYTh
BiIOOpaKaTHCS: X1 KamiTaIbHOTO Oy IIBHHUIITBA, BUHAXITHUIITBA 1 palli-
OHATI3aTOPCTBA; CTaH MaTepialbHO-TEXHIYHOTO 3a0e3MeueHHs; TPYI0-
BHUH pEeXHM; OIJlaTa KPEeIWTIB TOIIO. BHU3HAYAETHCS TaKOXK MPaBOBHIMA
CTaTyC TUMYACOBO YTBOPIOBaHHMX KOMICiH, Tpyr, Oropo, miapo3ainis. Pe-
KOMEHJAIi MO0 CKJIaJaHHS IOJIOKEHb MPO CTPYKTYPHI MiAPO3Iiin
OCTaHHIX HaBeJIeH] B 10/1aTKy A.

[IpoekT MoJ0XKEeHHsI PO CTPYKTYPHHUHM MIAPO3ALT MiANUCYE KepiB-
HUK CTPYKTYPHOTO MiIpO3MIiTy, 3aTBEP/UKYE KEPIBHUK BHUIIOTO paHTY,
SKOMY T AMOPSIIKOBY€ETHCS TAHUN TT1IPO3ILL.

[TonoxeHHs1 PO MIATNPHEMCTBO 3aTBEPIKYETHCSI POIOPSAIUM J10-
KyMEHTOM BHILOTO OpraHy ympasiiHHSA. BoHo HaOyBae 4MHHOCTI 3 1HSA
fioro 3aTBep/pKkeHHs (a0 AaTH, 3a3HaYCHOI B PO3MNOPSIIYOMY JOKYMEHTI,
SKUM 3aTBEPPKEHO IOJI0KEHHS).

IncTpykuisa — 11e TpaBoOBUM aKT, SIKUH CTBOPIOIOTH OpraHU yIIpaB-
JHHS JJ1 BCTAHOBJICHHS TPaBWJI, 110 PETYJIOI0Th OpraHisailiiiHi, Hay-
KOBO-TEXHIUHI, TEXHOJIOT1YHi, ()iHAHCOBI Ta iHII CHemiadbHi CTOPOHHU
JUSUTBHOCTI yCTaHOB, MIAMPUEMCTB, OKPEMUX X MiJIPO3IITIB Ta CIyk0, a
TaKOX MOCa0BUX 0ci0 abo rpomajsiH. BoHa HanmexuTh 10 KaTeropii op-
ra”i3aiiHuX JOKYMEHTIB, [0 BUJAIOTHCS MiHICTEPCTBAMHM, yCTaHOBA-
MU, 1 € HODMAaTUBHUM aKTOM, III0 PETJIAMEHTY€E Pi3HI MATAHHS.

[cHyIOTE IHCTPYKIIIT nOCadosi, 3 mexniku be3nexu, eKcniyamauii
PI3HO20 ycmamKyganHs Ta iHIII.

Kosxna 3 Hux mae OyTu 3aTBepKeHA BUIIUM OPTaHOM YIPaBIIiHHSI
a00 KepiBHUKaMU OpraHizailii i3 3a3Ha4eHHSIM CTPOKY i1 BBEJICHHS B JIiIO.
Texct IHCTPYKIIi CKIaa€ThCs 3 PO3/LTIB, SKI MOKYTh OyTH MOJIJICHI Ha
MyHKTU Ta MiAMYHKTH, Ta BUKJIAJAETHCS BiJl TpeThoi ocobu abo B 6e3o-
coboBiit (opmi. IHCTpyKIIist oopmisieTbes Ha OnaHKy. PopMyIsip Mae
Taki PEeKBI3UTH: HAlIMEHYBaHHS 3aKjaly, HAallMEHYBaHHS CTPYKTYPHOTO
MiApO3iTy, HaMEHYBaHHS BHIY JOKYMEHTa, KOPOTKE (hOPMYITIOBaHHS
3MICTY (3aroJIOBOK), TEKCT, ITOCaJIa 1 IPi3BUIIEe 0COOH, BiJIMOBITATLHOT 32
il ckJIaAaHHs, MiAMKC, gata, HoMep (1HACKC) 3a KI1acu(pikaTopoMm.

B opranizamii cyTTeBy poiib BiIIrparOTh nOCao0si incmpyKuii, siki
BHU3HAYAIOTh OPTaHi3aliiHO-TIPAaBOBHI CTaTyC MpaIliBHUKA B CTPYKTYp-
HOMY Timposaimi. [TocamoBi iHCTPYKIIT pO3pOOISIOTHCS, SK TPABUIIO, HA
0a3i TUMIOBHX TOCAIOBHUX 1HCTPYKIIIH IS TIPAI[iBHUKIB OKPEMHX KaTeTo-
piii. Po3po0uisie Ta mianmcye mocaaoBy iHCTPYKIiFO KEPIBHUK CTPYKTYP-
HOTO MiApO3[iTy, 3aTBepIKye ii KepiBHUK opraHizauii (ycTaHOBH).
TekcT mpOro JOKyMEHTa MOBHHEH OYTH KOPOTKHM, TOYHHM, 3PO3yMi-
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JIMM, OCKIJTBKH 1HCTPYKIIiSl MPU3HAYeHA ISl TIOCTIHHOTO KOPUCTYBAaHHS.
Tekcr BUKIAMarOTh Bix Japyroi abo TpeTrboi ocobm, 4m y 0e30c000Biit
dopmi. DopmyIsAp-3pa3oK IHCTPYKINiT HABEICHO HIUKYE.

[TocanoBi 1HCTPYKIIIT pO3pOOIIAIOTECS HE MEHII SK Y JBOX MPUMIp-
HUKaX, Ha 3araJlkHOMYy YH CIelliaJlbHOMYy OJaHKy a00 Ha YHCTHX apKy-
max nanepy ¢gopmary A4. Ha omHOMy 3 MPUMIpHUKIB PO3TAIIOBYIOThH
PEKBI3UTH TOTO/KCHHS Ta O3HAHOMJICHHS TOCAJI0OBOi 0COOM 3 IHCTPYK-
LI€IO.

IIpaBuna — e cinyx00Bi JOKYMEHTH OpraHizaliiiHOTO XapakTepy,
B SIKUX BUKJIQJAFOTHCS HACTAHOBU a00 BUMOTH, IO PErJIaMEHTYIOTh Tie-
BHUH TOPSIOK OY/Ib-SIKUX i, TIOBEIHKH.

[IpaBuna OyBatoTh KITbKOX TPYIL:

[TpaBuia BHYTPILIHBOTO TPYZOBOTO PO3NOPSAAKY;
[TpaBuia miAroTOBKM JOKYMEHTAL] 10 3/1aBaHHS B apXiB;
[TpaBuna excrutyararii.
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Dopmynap-3pazox nocaooeoi incmpyKuyii

3ATBEP/IXXKVYIO
T"onoBa MichKoi nepKaBHOI aJMiHICTpaIlii
O.I1.Cunopenko
21.12.2007

IMOCATIOBA THCTPYKIILA
THCTIEKTOpA
3arajJibHOTO BiJILTy

CTpyKTypa TeKCTy:
1. 3aranbHi TOJIOXKEHHS.
2. OyHKIii.
3. IlpaBa.

4. TTocaoBi 000B’sI3KU.

5. BiamoBigaabHICTE.

6. SIk nonoBHeHHs: B3aemoBignocunn
(3B’53KH 32 110CAJI0N0).

HavanpHuk 3arajabHOro
BiJUILTY L.I. Kapnienko

CniBpo0OiTHHKA 03HAHOMIICHO:
15.01.2007 p.

o cripaBu Ne
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OdopMIIAIOTh TIpaBHUjIa HAa 3arajibHUX, Y CIEHiaTbHUX OJIaHKax 3
KyTOBUM pO3TAlIyBaHHSIM ITOCTIHHMX PEKBI3HUTIB, OCKUTBKU IIEW JOKY-
MEHT BHMarae Takox rpudy 3arBepukeHHs. DopMymsp-3pa3ok JoKyMe-
HTa HABOJUTHCSI HUXKYE.

3ATBEP/XVIO
MinicrepcTBo
BIHOMCTBO (HOCHHH, Ha3Ba yCTaHOBH, HiHHpH€MCTBa
Hazga 11 JIPUEMCTBA (ocobucTHii miamuc, npi3BuILe, Ta iHiniamm)
«_» 2007 p.
[IpaBuna
BHYTPIIIHBOTO PO3MOPSIIKY
(TeKCT MOKyMEHTa)
TlocamoBa ocoba,
1110 BiAIoBigae

3a CKJIaJIaHHS TIPaBUII (mimc) po3mudpyBaHHs MiATUCY

3.3. Po3nopsiaui 10KyMeHTH:
0CO0IMBOCTI CKJIAJAHHS Ta 0(popMIIeHHS

Po3nopsiadi A0KyMeHTH — Lie JOKYMEHTH, 32 IOLIOMOTOFO SIKHX 371iii-
CHIOETBCS PO3MOPSAAYA IisUTbHICTh, ONIEpaTHBHE KEPiBHULTBO Y MEBHIil
YCTaHOBI, opraHizaii, ¢hipMi, Ha ITiJITPHEMCTBI.

[TigcraBamu UIsE CTBOPEHHS PO3MOPSTINX JOKYMEHTIB CITyKaTh:
e 3akoHU BepxosHoi Pagu Ykpainuy,
e ykasu [Ipe3unenra Ykpainu;
e 10CTaHOBHU i posnopsmkenHsa Kadinety MinicTpiB Ykpainu;
® BKa3iBKM BHILECTOSAIIUX OpPraHizailiid, OpraHiB Jiep>KaBHOI BIaH i
YIPaBIIiHHS;
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® JIiSUTbHICTH OpPTaHiB YNPaBIiHHA, sKa NepeadadyeHa HOpMaTHBHU-
MU aKTaMH, NOJOKEHHAMH, CTAaTyTaMH, IHCTPYKIISIMU Ta iH.;

® iHIII MiJCTaBH, [0 BUKJIUKAIOTH MOTPEOy Y MPABOBOMY PETYIIO-
BaHHI poOOTH amapaty yrnpaBJliHHS.

[Topsimok, nUIAXH, MEXaHi3M BUPILMICHHS HAWOUIBII BaXKIUBUX ITH-
TaHb BUKJIAAIOTHCS y TAKUX PO3MOPSIIUMX TOKYMEHTaX, SIK TIOCTaHOBA,
pilieHHs, HaKa3, pO3MOPSHKEHHS, BKa3iBKa.

BumanHs po3nopsaunx TOKYMEHTIB € 000B’SI3KOBUM B TaKWX BHUIIA-
JIKax:

» 3 opeanizayitinux numaxb — CTBOPEHHS, peopraHi3arlis, JIKBiIa-

i opraHizalid abo CTPYKTYpPHUX MiAPO3AUIIB, 3aTBEPAKEHHS
CTPYKTYpH Oprasizaiii, BU3HaUYCHHs MpaB Ta 00OB’s3KiB moca-
JIOBUX OCI0, MiIBEACHHS MiICYMKIB JisSTIbHOCTI OpTaHi3aliii;

» 6 eany3i niaHysanHs — BASHAYCHHS TIOPSIKY 1 CTPOKIB CKJIaaHHs
IJIaHIB, 3aTBEPKEHHS MEPCIIEKTUBHUX Ta PIYHMX IJIaHIB, 3MiHA
OpIEHTOBHHUX MOKAa3HHUKIB PO3BUTKY I IIPUEMCTBA;

» y eanysi eupobnuymea — MPOBEACHHS 3aX0JiB 1 BIPOBAKCHHS
IHHOBAIII}, BUIYCKY MPOAYKLii a00 HaJlaHHS HOBUX CIIEIialli3o-
BaHUX BUJIIB MIOCIYT;

¥y eanysi po3eumky nionpuemcmea ma KanimanbHo2o OyOieHuym-
6a — 3aTBEPIKEHHS TEXHIKO-€KOHOMIUYHUX OOIPYHTYBaHb HOBO-
ro OyJIiBHUITBA, MPUHHSTTS JI0 €KCIUTyaTallii TOTOBUX 00’ €KTiB;

» y eanysi ¢hinancie — 3aTBepIKCHHS (DIHAHCOBUX 3BITIB, OTPUMAaH-
Hs1 OaHKiBCHKHUX KPEJIUTIB;

» v eanysi YnpaeiiHHs mpyooguMuU pecypcamiu — 3aTBEPIIKCHHS
LITaTHOT'O PO3KJIaay, OCaJ0BUX OKJIA/IB 1 CTAaBOK, 3aTBEP/KEH-
Hs pO3MIpiB 3a0X04Y€Hb, MOKapaHb, OPOPMIICHHS BiJIPSIKEHBb
TOLIO.

HaBenenwii nepemnik He € BUUEPITHUM 1 BKIIOYaE B cebe JnIie Haid-
OUTBII XapakTepHi 1 cTabibHI MArPYHTS JUIsl 000B’SI3KOBOTO BHJIAHHS
PO3MOPSAUNX TOKYMEHTIB.

VY npakTuii AisTIBHOCTI MYHIIUNAIBHAX OPraHiB yNpaBliHHS Haii-
YacTilie 3yCTPIYalOThCSA TaKi pO3MOPSIIYi JTOKYMEHTH, SK MOCTAHOBH,
10 BUJAIOTHCS KOJETiaIbHUM OPraHOM YTPaBIIiHHS, Ta PO3MOPS/IZKeH-
HSl, [0 BUJIAIOTHCS TOJIOBOKO MICIICBOI JIEp)KaBHOI aaMiHICTpalii B Me-
Kax HOro KOMITETEHIIIi Ta MOIIMPIOIOTHCS Ha TEPUTOPIIO, MiAIOPSIKO-
BaHy MICIIEBIH JiepkaaMiHicTpaltii. Y JisUTbHOCTI MiANMPUEMCTB Ta Opra-
Hi3allii HalvyacTille 3aCTOCOBYIOThCS HAKA3H Ta PO3MOPSHKCHHS.
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IlocranoBa — 1e MpaBOBHH aKT, IO NMPUIMAETHCSA BUIIUM Ta Je-
SKAMH IIEHTPAJIbHUMH OpTaHaMH YIPAaBIiHHA 3 METOI PO3B’SI3aHHS
HAMOLIBII BaXKJIMBUX 1 MPUHIMIIOBUAX 3aBJaHb Ta BCTAHOBIICHHS CTa0i-
JHHUX HOPM 1 TIpaBWII moBeniHku. [locTaHoBa MoXe OyTH 3aKIFOUHOIO
YaCTUHOIO TIPOTOKOJTY 3aCiIaHHs KOJIeTialbHOTO oprany. Tak mocraHOBU
BKJIIOUAIOTHCS JI0 MPOTOKOTY ab0 JOJAI0ThCs A0 HHOTO. Y pasi HeoOXif-
HOCTI X MOXHa O()OPMIISITH SIK BUTST 3 IIPOTOKOIY.

[TocranoBu npuiimatotbesi BepxoBroro Pagoro Ykpainu, Kabinerom
MinictpiB Ykpainu, MiCIIeBUMH pajiaMy JIeNyTaTiB Ta iHIIMMHU KoJieria-
JBHUM OpraHaMHy YIPaBIIiHHSL.

TeKkcT MOCTaHOBU CKJIAAAETHCS 3 JIBOX YACTHH: 1) KOHCTATyIOYOT;
2) po3nopsiayoi.

Koncmamyioua vactiHa MiCTUTh BCTYII, OI[IHKY CUTYaIlii ab0 mocu-
JIAHHA Ha PO3MOPSAYNM JOKYMEHT BUILECTOSIIO] YCTaHOBH.

V' posnopsouiii 4acTUHI HaBOAATHCS 3alpONOHOBAHI MOCTaHOBOIO
3aX0/I1, BU3HAYAIOTHCSI BUKOHABIII Ta TepPMiH BUKOHAHHA. TeKCT BHKJIa-
JAI0Th Y HAaKa30Bil (opMi.

[TocTaHOBY MiAMUCYIOTH JIBI 0OCOOM: TOJIOBA KOJIETiAIbHOTO OpTaHy
Ta KepyIOUui cpaBamu (cekperap).

Po3nopsizkeHHs1 — 1€ IPaBOBUM aKT YNPaBIiHHS JEPKABHOTO Op-
ra"y, 110 BHJAEThCS Y paMKax HaJaHOi MOcaioBili 0co0i, JepkaBHOMY
OpraHy KOMIIETEHIIIT, 1 € 000B’SI3KOBUM ISl TPOMAJISIH Ta OpTaHi3ailii,
KOTpHUM #oro ajpecoBaHo. L[ell qokyMeHT Mae oOMeKeHUH CTpOK Iii i
CTOCYETBCS BY3bKOTO KOJIa OpraHi3aliii, mocaioBuX oci® Ta rpoMaisH.

PosnopsiyikeHHst OyBarOTh 3arajibHi Ta CHemialibHi.

Posnopsikennst BunaroThest Kabinerom MiHicTpiB YkpaiHu, Mic-
LEBUMH PaJjaMH, a TAKOXK KEPIBHUKAMHU KOJIETIaIbHUX OPTaHiB JIepKaB-
HOTO YNIPaBITiHHSA, aIMIHICTPAII€I0 MiIPUEMCTBA, 3aKIay B MEXax Ha-
JIAHWX 3aKOHOM TIpaB JIJIsl PO3B’sI3aHHS ONEPAaTHBHUX MUTAHb.

TekcT po3MOpsKEHHS CKIAAEThCs 3 KOHCTATYIO4Oi Ta pO3Mops-
JT901 YaCTHH.

KoncraTtyroua yacTiHa MIiCTUTH 1H()OPMAIIIIO PO MPUYHHY, 3 SKOi
BUIAHO PO3MOPSDKEHHS, a PO3MOpsII4a — 3aBIaHHS, BUKOHAHHS SIKHX
CTIpUSATHME TIOJI0OAHHIO TIpo0JIeM, 1110 BUHUKIIH. B posmopsiagiii yactuHi
BHU3HAYAETHCS 0Cc00a, ska Oy/ae HECTH BiANOBIAAIBHICTh 32 BHKOHAHHS
3aBJIaHHS, BKA3y€ThCS CTPOK BUKOHAHHS PO3IIOPSIKECHHS.

BceranoBmoBaHi y po3nopsyiKeHH] 3aBJlaHHS TIOBUHHI OyTH KOHK-
PETHUMM 1 pealbHUMHU, CIPSIMOBAHUMU Ha JOCSTHEHHS Y HAWKOPOTIIHIA
CTPOK METH, BU3HAUCHOI PO3IOPSIKEHHSIM, 13 3a3HAUYCHHSIM BHKOHABIIIB
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Ta 0co0M, Ha AKY MOKJIAJIEHO KOHTPOIb 32 BUKOHAHHSIM PO3MOPSIKSHHS
1 BU3HAYCHHSIM TEPMiHIB BUKOHAHHS 3aBJIaHb.

[Micns mignmucaHHs PO3MOPSHKEHHS Ha HBOMY HPOCTaBISIFOTHCS
JlaTta, iHJIeKC, TepOoBa rmevaTka.

PosnopsimxeHHss 000B’I3KOBO IOBOAUTHCS JI0 BijloMa ITiIJICTIIHX.

Po3nopsipkeHHST — OJTMH 3 OCHOBHHX JIOKYMEHTIB, $IKi BHIAIOTHCS
rOJIOBAMH MICIIEBHUX JIep)KaBHUX aaMiHicTpariii. ['ogoBa MicmeBoi aep-
*aBHOi anMiHicTpanii Ha BukoHaHHS KoHctutymii YkpaiHu, 3akoHIB
VYkpainu Bugae 0JHOOCOO0BO B MeXaxX BIACHUX IMOBHOBA)XEHBb PO3MOPSI-
JDKEHHS 1 HeCce 3a HUX BIAMOBIAAIBHICTD 3T1IHO 13 3aKOHOIaBCTBOM.

VY pasi BiICyTHOCTI TOJIOBH MICIIEBOI JIep>KaBHOT aiMiHicTparlii io-
IO TIOBHOBAYKEHHS 11010 BHJAHHS PO3NOPAIKEHb BUKOHYE MepIuuil 3a-
CTYIHMK TOJIOBU Jep:kaamiHicTpauii. IIpoxokeHHs MpoeKTy po3mnops-
JKEHHSI, HallPUKJIaJ] MiCbKOTO I'OJIOBH, y’e CKJIa/{HE 1 Ma€ MEBHI eTalH.

[TpoexTn po3MOpPSKEHb BHOCATHCS 3a MOJAHHSAM KEpiBHHUKIB Io-
JIOBHMX YIIPaBJiHb, yNPaBiiHb, BIATUIB 1 cIyK0 MicIeBOi JaepKaBHOT
aZMIiHICTpaIlii Ta miNOPSAKOBAHMX TH aqMiHICTpalliidi HIKYOTO PiBHSI.

TekcT mpoeKTy pO3MOPSKEHHS BHKIJIAQAAETHCS YKPAaiHCHKOIO MO-
BOIO y cTuciil ¢popmi. Bukman okpeMux MyHKTIB, T0JaTKIB Ta TEKCTY B
[iJIOMYy TIOBUHEH OYTH OPTaHivyHO IMOB’SI3aHUM 1 HE JIOMYCKAaTH MOKJIH-
BOCTI MOABIHHOTO TiTyMaueHHs 3MicTy. OO0B’SI3KOBOIO CKJIaJIOBOO Yac-
THUHOIO PO3IMOPSKEHHS € 3arojOBOK, SIKUM CTUCIO PO3KpPHUBA€E HOTrO
3mict. [IpeamOyia mpoeKTy po3nopsKEHHs, KpIM MOTHUBIB Ta Il Ho-
ro BUJAHHSA, SIK MPABWJIO, MOBUHHA MICTUTH TIOCHJIAHHS Ha BiJIOBIJHI
3aKOHU 200 HOPMATHBHI aKTH, M0 PETYIIOIOThH TPEMET MPaBOBITHOCHH,
3a3HaYCHUX y PO3MOPSIKEHHI.

[IpoekT po3nopsJKeHHs] y HEOOX1IHUX BUTIAJAKaX TTOBHHEH MICTH-
TH TIYHKT II0JI0 0C10, SIKi 3JIIHCHIOIOTH KOHTPOJIb 32 HOTO BUKOHAHHSIM.

Ha 3BopoTHOMY 0OI1i OCTaHHBOT CTOPIHKH MPOEKTY PO3MOPSIKEHHS
JPYKYIOTBCS JTaHi PO MOJaHHS 1 MOTO/HKEHHS MPOEKTY, a CaMe, BKAa3yEThCS
CTPYKTYPHUI MIIPO3/Ii, SIKU BHOCUTH TIPOSKT PO3MOPSKEHHSI, Ta Ioca-
TIOB1 0CO0OH, 3 SIKUMH TIPOEKT PO3NOPSKEHHS 0YII0 TIOTO/KEHO.

[TpoexT po3nopsKEHHS Bi3yIOTh: KEPIBHUK Ta FOPUCKOHCYJIIBT TO-
JIOBHOTO YTIPaBIiHHS, YIPABIIHHSA, BIIITY 9H CIyKOU Aep:kaBHOT aami-
HicTpallii, sika BHOCUTH MPOEKT, KEPIBHUKH 3allIKaBIEHUX OpraHi3allii,
TOJIOBH BiMOBITHUX HIDKYECTOSUHX JIEPKaBHUX aaMiHICTpamii — y pasi,
KOJIM 1I€ CTOCYIOThCS IHTEPECIB MiAMOPAIKOBAHUX iM TEPUTOPIH.

69



[Tpu bOMy, SKIIO aTa MOTOPKEHHS, 3a3HAYeHa ITiJ] Yac Bi3yBaH-
H, niepeBuiye 30 110 10 MOJaHHS HA IMAMKAC MPOSKTY PO3TOPSIKEHHS,
BOHA BBAXKAETHCSA HEIHCHOIO.

[TigroroByieHwiA 3riTHO 3 BUINE BUKJIAJCHUMH BHUMOTaMHU TPOCKT
PO3TOPS/DKEHHST TIOAA€ThCSI B CEKpeTapiaT BIIMOBIAHOTO 3acTyITHHKA
TOJIOBU MICIIEBOI JIep:KaBHOI aIMiHICTpaITii.

3aBigyrounii cekperapiaTom 3abe3neuye MoroKeHHs! OAaHOTro Mpo-
eKTY PO3MOPSIKEHHS 13 3aCTYITHUKOM T'OJIOBH MICBHKOI JAEP>KaBHOT aIMiHIC-
Tpalii, SIKOMy MiJMOPSIKOBaHE TOJIOBHE YIPaBIIiHHSA, YIPABIIHHS, BiIILI,
1110 BHOCSTH TIPOCKT, JIITPSIAKTOPOM Ta KEPiBHUKOM FOPHIMYHOT CITY>KOU.

Bci mpoekTu po3nopsiKeHb, MO HOCSATh HOPMAaTHBHHN XapakKTep
Ta MaroTh, HAPUKJIAJl, 3araJlbHOMICbKE 3HAUEHHS, MOTOXKYIOThCS BiJ-
MOBIJIHUM CEKpeTapiaToM 3 ycima 3acTyMHHKaMHU T'OJIOBH MICBKOI Jiep-
JKaBHOI agMiHiCTpallii.

[epiuii 3aCTYMHUK TOJIOBU MICIIEBOI JIep>KaBHOT aJiMiHicTparlii Bi-
3y€ MPOEKT PO3NOPSAIKEHHSI OCTaHHIM.

CTpoK po3risiy Ta MOTOJKEHHS MPOEKTY PO3MOPSIKEHHS HE IMO-
BUHEH IE€PEBUIILYBAaTH OJHOIO JIHS, a THUX, LII0 BUMAraroTh J0AAaTKOBUX
y3TO/IKEeHb, — TPU JIHI.

[TpoexTr po3nopsAKEeHb MOTOLKYIOTHCS FOPUIMYHOIO CITYkKOO0K0 Mpo-
TSITOM CTPOKY, 1110 HE TIEPEBHIIYE TPH [IHI, a Ti, 1[0 BUMAraroTh JJOJATKOBO-
T'O OIPAIFOBAHHS — y CTPOK JI0 ceMu JHIB. [Ipu 1iboMy Bi3yt0Th BCi CTOPIiH-
KH TIPOEKTY PO3MOPSIIKEHHS 1 IOJATKIB JI0 HHOTO (i3 3BOPOTHOTO OOKY).

[Ticns Bi3yBaHHS MPOEKTY PO3MOPAHKEHHS IOPHIUYHOIO CITYKO0I0
BHOCHTH JI0 HbOT'O 3MiHH 1 JONOBHEHHS HE JIOITYCKA€ETHC.

3ayBaske€HHsI Ta MPOIIO3UIIi], IO BUHUKAIOTh IiJ] Yac MOTOJKECHHS
MIPOEKTY PO3MOPSKEHHS, BUKJIAJIAI0THCS Y IUCHMOBIN (hOpMi Ha OKpe-
MOMY apKyuri. BunpaBneHHs, JONMCYBaHHS Ta HII 3MiHH TEKCTY pO3-
MOPSKSHHS 1T 9ac TOTO/KSHHS He JI0yCKAaIOThCS.

V pas3i HEMOKITMBOCTI Y3TOKEHHS TO3UINIH 1010 CIIPHUX IMUTAaHb
Ha piBHI CTPYKTYpPHHX MiAPO3ILTIB MICHEBOI Jep>KaBHOI aaMmiHicTpamii
pilIeHHs TIPO BiAXWJICHHS a00 BpaxXyBaHHS 3ayBakeHb MPUIMAIOTh, Bifl-
MOBITHO, TIEPIIUI 3aCTYIMHUK TOJIOBH, 3aCTYITHHK T'OJOBHU JIEpKaaMiHiC-
Tpaii, 0 BiJJaHHS SIKOTO BiJIHOCHTHCS KOHKPETHE MUTAHHA. Y IBOMY
pasi Bi3a 3acTylHHMKa TOJIOBM MICHEBOI JEp)KaBHOI afMiHICTpamii Ha
MIPOEKTI MiATBEPKYE OCTATOUHY PEIAKINIO MPOEKTY, 110 BHOCUTHCS. B
OKpEMHX BHIAJKAX TaKi MPOEKTH PO3MOPSIKEHh MOXKYTh OyTH 3arpo-
MTOHOBaHI JIs1 KOJIETiaIbHOTO OOTOBOPEHHS Ta MIPUUHSITTS PIILICHHSI.
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PimenHs ipo BHECEHHS MPOEKTY PO3MOPSHKEHHS Ha KOJIeTiaJbHe
00roBOpEHHs IpUKIMae rojioBa MICLIEBO1 JIep:KaBHOT aaMmiHicTpauii 3a
MMUCHbMOBUM OOTPYHTYBAHHSIM BiJIIOBIHOTO 3aCTYITHHKA TOJIOBH JIEPXK-
asMiHICTpaIlii.

[TpoexT po3nopsiaKeHb, IO MOAAITHCS Ha IMIIMUC B OCTATOYHIN
pedakuii, MarTb MICTUTH BI3M KEpIBHMKA T'OJIOBHOI'O YIpPaBIiHHS,
YHOpaBIiHHS, BIIUTY a00 ciyx0u Aep:KaBHOI aJMiHiCTparii, mo 3poou-
Ja TIOJJaHHS, BIJIMOBITHOTO 3aCTyITHWKA T'OJIOBH, 3aCTYITHUKA TOJIOBU —
KepiBHUKA CeKpeTapiaTy, KepiBHUKA IOPUANYHOI CITYKOH.

Jogatku 10 po3NOpsKEHb Bi3yHOTh KEPIBHUK TOJIOBHOTO YIPaB-
JHHS, YIpaBIiHHS, BiAAiay abo ciay»0u MicleBoi 1ep:KaBHO1 aqMiHICT-
parii, 1o 3po0uia MojaHHs, BiNOBIIHUN 3aCTYIHHUK TOJOBU MiCIIEBOT
JepKaaMiHIcTpallii, KepiBHUK opuandHoi ciyxOu. [linnucye nomatku
JI0 PO3MOPSAXKEHb 3aCTYIHUK T'OJIOBH MICLIEBOI JIep»KaBHOI aJMiHICTpa-
i — KepiBHUK ceKpeTapiary.

BignoBinaneHICTh 32 SIKICTh MIATOTOBKH TPOEKTY PO3MOPSIKESHHSI,
BIIMOBIIHICTh BUMOTaM YMHHOT'O 3aKOHOJABCTBA Ta JIITEpaTypHE peary-
BaHHS HECYTh 3aCTYITHHUK TOJIOBH MICIIEBOI JIEp»aBHOI aJMiHiCTpailii, /10
KOMIIETEHLIIT SIKOro HaJleKaTh 3a3Ha4YeHl MUTaHHs, Ta IOPUINYHA CITIyK0a.

[linroToBNIEHMI Ta MOTO/UKEHUN B YCTAHOBICHOMY TOPSIAKY MPOCKT
PO3TIOPSIHKEHHSI y JIBOX MPUMIPHUKAX Pa3oM 3 IHIIAME HEOOXiTHUMH JI0-
KyMEHTaMH Ta PO3paXyHKOM PO3CHJIKU MOJAETHCS 3aBIAyIOUMM CEKpeTapi-
aTOM BIJINOBIIHOTO 3aCTYITHUKA TOJIOBH MICIICBOT JIepKaBHOI aJIMiHiCcTpaIlii
JI0 CEKTOpa peJlaryBaHHs Ta BUITYCKY PO3MOPSHKEHb 3arajbHOTO BiUILTY.

Po3paxyHOK pO3CHJIKH PO3MOPSAIKEHHS MTOBUHEH MICTUTH TOBHY
ajipecy oprasizaiiii-onep>KyBayiB Ta OyTH MiIMHUCAHUM 3aBiTyIOUHM Ce-
KpeTapiaToM BiJIIOBIAHOTO 3aCTYITHHKA TOJOBH MICHEBOi Jep>KaBHOI
aZMiHICTpaIii.

CexTop penaryBaHHs Ta BUITyCKY PO3IOPSHKEHb 3aralbHOTO BIIUTY
3IIHCHIOE KOHTPOJIb 3a JOJCPYAHHSIM BHMOT IIOJIO IJITOTOBKH TPOEKTIB
PO3HOPSKEHB 1 B pasi X MOPYIICHHs TIOBEPTA€E MPOESKT BUKOHABIISIM.

[TpoexTn po3nopsKeHs oJa€ Ha MIAMKC TOJIOBI MiCIIEBOT 1epiKa-
BHOI aJIMiHiCTpaIlii 3aBiJlyBay 3arajbHOTO BiJUILTY.

[Migmucani po3nopsmKeHHsT 0POPMIISIOTHCS CEKTOPOM pelaryBaH-
HS Ta BUITYCKY pO3nopsiKeHb. CEeKTOp pelaryBaHHs Ta BHITYCKY PO3IIO-
pSUDKeHb 3a0e3rnedye 3HATTS HeoOXiTHOI KITBKOCTI KOMiK po3mops-
JUKCHHS BIATOBITHO 10 PO3PaxyHKY PO3CHJIKH 1 BIANPaBICHHS iX BKa3a-
HUM Yy PO3paxyHKY OpraHi3allisiM 4epe3 CEKTOp CITyKOOBOI KOpECIIOH/Ie-
HITI{ 3aTaJIbHOTO BIJTLITY.



PosmopspkeHHs MiCTIeBOT iepskaBHOT aIMiHICTpallii HAOMPaIOTh YHH-
HOCTI 3 MOMEHTY iX BHJaHHS, SKIIO iHIIIE HE 3a3HAYEHO B PO3MOPSPKEHHI.
Po3nopsikeHHs, MO CTOCYIOTHCS TpaB 1 00OB’SI3KIB TPOMAISH 1
MalOTh 3araJlbHUi XapakTep, MTOBOASTHCS /IO BiloOMa HACEJICHHS Tpec-
CITY’K0O0F0 JIepKaBHOI aAMiHiCTparlii.
Omneporpama MiArOTOBKK PO3MOPSHKEHHS TOJIOBU MICIIEBOT JepxkKa-
BHOI1 aJIMiHICTpallii IpeIcTaBICHO Ha pHC. 2.
3pa3ok po3nopskeHHsT KHiBCBKOTO MICBKOTO TOJIOBH HaBEICHO
HUYKE.

PO3BNOPAAKEHHA

3a TMPEKTHBHUMHU 3 iHIL[iaTHBY T0JI0BH 200 KepiBHUKA
BKa3iBKaMH CTPYKTYPHOT'O MiZPO3/ILITY

KouTposb 3a 36upanns indopmarii
BHKOHAHHAM

\ CxI1aanHs IPOeKTy

PO3MOPSKEHHS

v
V3romkeHusa
IMepenpyKkyBaHHsSI
BizyBanns
[MinnucyBaHHs po-

3MOPSKEHHS

Peectpauis
Po3mHOXKeHHS
Poscunka
30epiranss

Puc. 2. Onepocpama niocomoexu ma 6u0auHs po3nopsoACents
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KUIBCbKA MICBKA JIEP)KABHA AJIMIHICTPAILIISA
PO3MNOPAIKEHHA
10.01.2001 Ne 1 m.Kuis

[Ipo Pernament KuiBchkoi
MICBKOI JiepaBHOI afMiHicTpartii

BiamosinHo mo m. 2 nocranoBu KaGinety MiHicTpiB YkpaiHu Bif
11.12.99 Ne 2263 «IIpo 3aTBepmxeHHst TUTIOBOTO periiaMeHTy MicIeBOi
JIEP’KaBHOT aIMIHICTpAIIii»:

1. Permament KuiBchkoi MichKoi JeprkaBHOI aaMiHicTpallii 3aTBep-
IIUTH 3T1OHO 3 TOTATKOM.

2. Konrtponp 3a nonep:kanHsiM PersiaMeHTy MOKJIacTH Ha MEpIIOTro
3aCTYITHHUKA, 3aCTYIHHKIB TOJIOBHM MICBKOI JepKaBHOI amMmiHicTparii.
BceraHoBuTH, 1110 TIOPYIIEHHS MPAIliBHUKAMU MIChKOi JIEPKaBHOT ajMi-
HicTpallii BUMor PeriamMeHTy TArHE 3a COOOK0 JUCIUILTIHAPHY BiIINOBI-
MAIBHICTE BIAIIOBIAHO SO YHHHOI'O 3aKOHOJLABCTBA.

3. Po3nopskeHHsT KUTBCHKOT MiCBhKOT JIepyKaBHOI aIMiHICTpaIlii Bi
03.01.97 Ne 1 «Ilpo Permament KuiBcbkoi nepkaBHOI aaMiHICTpaIiii» Ta
Bix 30.12.98 No 2526 «IIpo nepikaBHY peecTpallito po3nopspkeHs Kuis-
ChKOI MICBKOI JIep’KaBHOI aIMiHICTparii» BBaKaTH TaAKHMH, III0 BTPATH-
JIA YUHHICTb.

I'osoBa O.OMenBpYEHKO

Haxka3 — e nmpaBoBuUI aKkT, pO3NOPSIINI JOKYMEHT, 10 BUAAETHCS
KEpIBHUKOM ITiIIPUEMCTBA, OpraHizallii, yCTaHOBH Ha TpaBax €IMHOHA-
YaIbHOCTI 1 B MEKaX CBO€T KOMITETEHIIH1.

Haxkasu BumaroThCcsi Ha OCHOBI Ta Il BUKOHAHHS 3aKOHIB, TOCTAHOB
1 pO3MOpsIKEHb ypsAy, HaKa3iB Ta TUPEKTUBHUX BKAa3iBOK BHIIECTOS-
[IMX OPTaHiB BIAJIH.

MoxHa BUAITUTH HACTYTIHI TPYITH HaKa3iB (Ta0m.5).
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Tabnuys 5
Buou nakaszie

I'pyna naka3siB

3micT, MeTa

Haxka3s 3 oco6oBoro
CKJIaTy

O opMIISIFOTh TPU3HAYSHHSI, TIEPEMIIIICHHS, 3BiJThb-
HCHHS NPAIiBHUKIB, BIAPSHKEHHS, BIITyCTKH, 330-
XOYEHHSI, HATOPO/KCHHSI Ta HAKJIA/ITAaHHS CTATHEHb.

Haxas3 i3 3arajibHUX Iu-
TaHb (3 MUTaHb OCHOB-
HOT JIiSUTBHOCTI)

a) 1HIIIaTHBHUI

0) Ha BUKOHAHHS PO3-
MOPSIIKCHBb BHIIECTOSI-
IIUX OPTaHiB yIpaBIiH-

Bupaerscs 11 onepaTHBHOTO BIUIMBY Ha IIPOLIECH,
110 BUHUKAIOTh BCEPEIMHI OpraHizariii
(mianpueMcTBa).

Bunaerbes ipu CTBOPEHHI, peopraHizaii, JJKBigamii
CTPYKTYPHHX MiAPO3/ILTIB, P 3aTBEPIKCHHI T10JIO-
JKEHb PO CTPYKTYPHI MiAPO3ALUIH, IPU MiICYMOBY-

HS BaHHI JisUTFHOCTI yCTaHOB.

Sx BuaHO 3 Tabn. 5, 32 MpU3HAUCHHSIM HAKa3W MOAUISIOTH Ha JIBa
BuaM: 1) HaKa3W 3 OCHOBHOI AiSTBHOCTI, 2) HaKa3M 3 0COOOBOTO CKIATY.

Hakasu 3 ocnosnoi disivhocmi — 1ie IPaBOBI aKTH, B SIKUX 0POpM-
JSIFOTH pIilIeHHs] KepiBHUKA, TIOB’S3aHI 3 OpraHizaliero poOOTH MigmpH-
€MCTBA B IIJIOMY YH HOTO CTPYKTYPHHUX MiIpo3ziniB. Taki Haka3u BH-
JIAf0Th, KOJIM HEOOXiTHO JOBECTH /IO BiJIOMa MpAIliBHUKIB JUPEKTHUBHI
JOKYMEHTH, 1[I0 HaJIAIUIN BiJl BUIIUX OpPTaHiB, CIUNIAHYBAaTH KOHKPETHI
3ax0M MIOAO X BUKOHAHHS, MPU3HAYUTH BIAMOBITAIBHUX OCI0, TepMi-
HU TPOBEJICHHS IMX 3aXO/IiB.

Haxkasu 3 0cHOBHO{ IisuTBHOCTI O(OPMIISIOTH Ha 3arajbHUX, CIellia-
JHHUX OnaHKax a00 Ha YMCTHUX apkymax mnarepy (opmaty A4. [lepea-
TY BiIIAIOTh MO3/I0B)KHEOMY PO3TallyBaHHIO OCHOBHHX PEKBI3HTIB.

Haxkasu, 1o CTOCYIThCS 0c0008020 cKlady, BUIAIOTh Ha OCHOBI
JIONIOBITHUX 3aIMCOK KEPIBHUKIB CTPYKTYPHHX MiAPO3ALIIB, 3asB Ipo-
Ma/JisiH, IPOTOKOJIIB KOJIET1aJIbHUX OpraHiB TOLIO.

PexomeHTyeThesi KOKHHI TYHKT TIOYMHATH Hakazy cioBamu: «[Ipus-
HauuTthy, «IlepeBecti», «Oronocutu noasky», «Hamatu BigimycTky», — ki
MO3HAYAIOTh KOHKPETHY [IiF0, HA BUKOHAHHS SIKOI CIPSIMOBAaHO Haka3 Ne.
Jani mopasy 3 HOBOTO psiJIKa BETUKUMM JIITEpaMu JPyKYIOThCS MPi3BU-
nia Ta iHimiamu oci0, Ha SKUX TOIIUPIOETHCS TIed MyHKT Hakazy, IXHs
nocaja (BUCHUH CTYMiHb, 3BaHHS, CHEIIaIbHICTh, PO3PSI TOIO), Ha3Ba
BIJUIITY UM 1IeXY, B IKOMY 11 0co0a mpaifioe. HanpukiHili KOXHOTO MyH-
KTy Haka3y 3a3Ha4yacTbcs MijcTaBa Jjisl HOTO CKIaJdaHHs (JIOTIOBiHA 3a-
IKCKa, 3asBa TOILO).
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SIK1mo B 0JJHOMY ITyHKTI Haka3zy Ha3BaHO KiTbKa 0Oci0, TO iXHi mpi-
3BUIIA MIOJJAIOTHCS B AlI(DaBITHOMY TTOPSIZIKY.

CkiaanHs i 0pOpMIICHHS HaKa3y pPeriIaMeHTYIOThCS IHCTPYKIISIMU
o0 poOOTH 3 JOKYMEHTaMH, MPaBHJIAMH TPO TMOPSIAOK ITirOTOBKU
MPOCKTY HaKa3y Ta IHIIUMH NMPaBOBUMH akTamMH. B HuX mepembadeHO
000B’sI3KOBE JOTPUMAaHHS HU3KA BUMOT 1 MpaBWJI, IO MalOTh 3a0e3re-
YUTH FOPUIUYHY TIOBHOIIHHICTH TOKYMEHTIB, OTICpaTHBHE BUKOHAHHS
ix, mpaBuJIbHE Ta BceOiuyHE BUPILICHHS MATAHHS.

TekcT Haka3y CKIaaeThCs 3 KOHCTATYOUO0l Ta pO3MOPS 40T YaCTHH.

KoncraTyro4a 4acTUHA MICTUTB: BCTYT, JOBEICHHS, BUCHOBOK.

Posnopsinay wactuny nounHarote cioBamMu «HAKA3VIO:». Bona
CKJIA/IA€ThCS 3 TMYHKTIB, M0 TIOUISIFOTHCSI HAa TaKi YaCTUHU: JIisl, TEPMiH
BUKOHAHHS Ta BiJIMOBIIaTbHICTh 32 BAKOHAHHSI.

B ocraHHbOMY MyHKTI pO3MOpPAIYOi YaCTUHM 3a3HA4yaloTh OCiO,
SKUM JIOPy4€HO KOHTPOJIb 32 BUKOHAHHIM HaKa3zy.

TexcT HaKa3y MOBMHEH MaTH HaKa30By (opmy.

KoxeH myHKT Haka3y HyMepyeTbcsi apaOCbKUMU IM(pamMH, po3Io-
YUHAETHCS HAa3BOIO BUKOHABI (Y JaBaIbHOMY BiJIMIHKY), MPOJOBXKY-
€THCSI — HA3BOIO il (B iH(IHITUBRI), TEPMiH BUKOHAHHS (32 JECATHHHOIO
CHUCTEMOIO HAIlMCaHHS JIaTH).

[IpoekT Haka3y ciiJi 000B’S3KOBO TMOTOPKYBATH 3 yciMa 3allikaBlie-
HUMHU 0co0amMu (CTPYKTYPHHMH TiIPO3/iJIaMH) TaHOTO TiANPUEMCTBA, a
B pa3i moTpeOu — TaKOX 1HIMUX opraHizaiii. SIKIo BCTaHOBIICHI MTPaBH-
Ja BUJIaHHS HaKa3zy MOPYIIEHO, TO BiH BTpavae IOPUIMYHY CHITY, 1 HOro
cimij ckacyBatu. Jo mpoekTy Hakaszy J0JalTh JOKYMEHTH, 1110 00yMOB-
JFOIOTH HOTO JAOIIBHICTD.

[Ipn mpOMy, Bi3M MOTOHKEHHS PO3TAIIOBYIOTHCS HIDKYE ITiIIHCY
KepiBHUKA TAKUM YHHOM:

IIpoekT HaKa3y BHECEHO:

[Tocanosa ocoba abo cTpyk-

TypHUH TAPO3ALI, SIKi

CKJIQJI TIPOEKT HaKazy T ITHC Pozmmdposka mignucy
[IpoekT Haka3y MOrOIKEHO:

1. ITocamoBa oco6a abo

CTPYKTYpPHUH MiAPO3aiT, 3

SIKUMU TIOTOJPKEHO MPOEKT  TiJINC Pozmmudposka mignucy
2...
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[TpoexT Haka3y MOTOKYETHCS 13 3aCTYITHHUKOM KEpiBHUKA, KypaTo-
POM 3 TIOPYLICHUX Y Haka3l MUTaHb, KEPIBHUKAMHU MIAPO3JALIIB, IOpHUC-
ToM opranizaimii. OneporpaMmy MiATOTOBKM Haka3zy IOJaHO Ha pwuc.3.
dopmysp-3pa3ok HaKa3y HABEICHO HIDKYE.

Haka3 naOyBae 4YMHHOCTI 3 MOMEHTY WOTrO MiJMUCAHHS, SKIIO iH-
M TEPMiH HE 3a3HAYSHO B TEKCTI.

[IpaBo migmucaHHs Haka3ly BHU3HAYAETHCS 3aKOHOJABCTBOM: 3a3BH-
4al, 11e MpaBo MarOTh KEPIBHUKH, a TAKOXK JIEAK] ITOCaJ0Bl 0COOM BiAIO-
BIJTHO J0 IXHIX IOBHOBa)KE€Hb 1 KOMIIETEHIIIT.

Haxkasu BHIAIOTh Ha MiJCTaBi i 3 METOK BUKOHAHHS YMHHHUX 3aKO-
HIB, yKa3iB, IOCTAHOB 1 pillleHb ypsIy, HAaKa3iB Ta IHCTPYKLIA BHIIUX
opraHiB. KepiBHUK MOe BHJIaBaTH HAaKa3u 3 yCIX IMHUTaHb, 10 HAJIEXKATh
710 1oro KOMIeTeHIii.

3nebinbpioro Haka3 jaie, JOKH HOTO He Oyjie ckacoBaHO a0o JIOKU He
MHHE TepMiH Horo 1ii, BU3Ha4eHu# y camoMy TekcTi. CkacoByBaTH Ha-
Ka3M MOE TiJIbKH YITOBHOBa)KE€HA 0c00a UM 1HCTAHITIS.

Hakasu OyBaroTh: HOpMaTHBHUMHM Ta iHIUBIdyaabHUMU. Hampukmnan,
HaKa3 KepiBHUKA PO 3aTBEPUKEHHS MIPAaBUJI BHYTPIIIHBOTO TPYAOBOTO PO-
3MOPSIIKY HAJISKUTH 10 HOpMaTUBHUX. BiH € 3aranbHuM (0€30C000BUM),
OCKIJIBKH CTOCYEThCS HE KOHKPETHUX 0Ci0, a BChOTro KoJleKTuBY. Haka3s mpo
MPEeMirOBaHHS KOHKPETHUX MPAlliBHUKIB Ma€ 1HUBITyJIbHUN XapakTep.

HesBakatoun Ha 0arato CHUIBHUX PUC MiX PO3MOPSIKEHHIM Ta
HaKa30M, BOHU MalOTh CYTTEBY PI3HUIIIO, & CaMe:

1) Haka3u MUIIYTh, K MPABUIIO i3 3araJibHUX, BCEOXOIUTIOIOYUX IH-
TaHb, @ PO3MOPSAIHKEHHS — 3 YACTKOBUX;

2) KJIIOYOBHMH CJIOBaMH, IO BHUKOPHCTOBYIOTHCS MPU CKIIAJaHHI
Hakazy, € «HAKA3VYIO», a po3mopsmkeHHS — «HpPONOHYIO», «30-
008’a3V10%», «00PYHAIO», «BUMAAIY, «O0380JUMU» TOIIIO.

3) Haka3W BUIAIOTH JIMIIE MEpIIi KePiBHUKU MiIIPHEMCTBA, a PO3IIO-
PSDKEHHS. MOKYTh BU/IABATH KEPIBHUKH HOTO CTPYKTYPHUX ITiIPO3ILTIB.
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HAKA3

3a TUPEeKTUBHUMU 3 iHiliaTUBU KEPiBHUKA OpraHizaii abo 3a
BKa3iBKaMH MOA@HHSM CTPYKTYPHOTO ITiAPO3LITY

36upanus inpopmariii
KonTpors 3a ti P top
BUKOHAHHIM

\ CknagaHHs

MIPOEKTY HaKazy

V3romkeHHsa
[epenpykyBaHHs
BisyBanus
[ignucyBaHHs

Hakazy

Peecrparis

Po3mHoOxkeHHS
Poscunka
30epiranHs

Puc.3. Onepocpama niocomoexu ma sudanms naxazy [39, c¢.61]
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Dopmynap-3pazoK Hakazy

I'ep6 Ykpainu
MiHicTepcTBO
BigomctBO
[TignpuemcTBO

HAKA3
nara Ne Miclie CKIIaJaHHs

3aroJIOBOK

Koncraraniiina yactiuaa (0OrpyHTYBaHHS HEOOXITHOCTI BU-
JAHHS HaKa3y, MOCHJIAHHS Ha CHTYAIIIIO, sIKa IPUMYCHUIIa BUIATH
Haka3z, Ne Ta Ha3Ba pO3MOPSPKEHHS BUIIECTOSIIOT OpraHi3arii,
3akoH, npuiiHaTHi BepxoBHoro Panoro, [ToctanoBa Kabinery
MIHICTpIB, HaKa3 MiHICTpa TOIIIO).

HAKA3VYIO:
Posznopsigua yactuna
(xoMy, 10 1 B SIKHI TEPMIH CIiI pOOUTH)
(KoMy, 10 1 B SIKMI TEPMIH CJIiJl pOOUTH)
KonTtpons 3a BUKOHAHHAM Haka3y MOKJIaAeHO Ha

KepiBHuK mignpuemcTBa mianuc Posmmdposka mianucy

HpOGKT HaKa3y BHCCCHO: HpOGKT HaKa3zy NOroJpKeHO:
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Pimenns (yxBaja) — npaBOBHiA aKT, 0 MPUUMAETHCS MiCIIEBUMHU
paaamu, IepkaaMiHicTpanisiMy (BUKOHABYMMH KoMiTeTamu). PimeHHs M
0 OPMIISFOTh TAKOXK PE3yJIbTATH JIISTILHOCTI 1HIIUX KOJICTiaJIbHUX Opra-
HiB-KOJIETi{ MIHICTEPCTB Ta BiJOMCTB, HAYKOBHUX paj, CYIiB TOIIO.

B pimenHni 3a3Ha4ai0ThCsi TEPUTOPIsl, KOJO 0Oci0, HAa SIKUX BOHA TO-
LIUPIOETHCS, KOHKPETHI TI0CaZI0B1 0COOM, YCTaHOBH, AKi 3000B’s13aH1 KO-
HTPOJIIOBATH BUKOHAHHS OKYMEHTa. 3 PIlICHHSIM O3HAaHOMIIIOIOTH Ha-
CeJICHHS Yepe3 3aco0u MacoBoi iHpopmMariii.

Koo mutanb, 3 SKUX MPUUMAIOTHCS PIIICHHS MICIIEBUMU pajlaMy,
JIOCUTh IUPOKE, OCKUIBKH OCTaHHI 3IMCHIOIOTH Jep)KaBHE KEPIBHUIITBO
ycimMa Taiy3siMd TOCHOJIaPCHKOTO 1 COIiaTbHO-KYJIBTYPHOTO KHUTTA. Pi-
IIEHHS ¥ PO3MOPsAAKEHHsS. BUKOHKOMIB, IPUIHATI B MEXaxX HaJaHUX iM
npas, € 000B’SI3KOBUMHM /ISl BUKOHAHHS BCIMa MiJNPUEMCTBAMH, YCTa-
HOBAaMH 1 OpraHi3allisiMi, po3TalllOBaHUMH Ha TEPUTOPIi, IO MiIOpsia-
KOBaHa pajli, a TAaKOXK CIIyKO0BUMHU 0c00aMH 1 rpoMajITHaAMH.

3a cBOIMU IOPHIMYHUMH BIACTUBOCTSIMH PILLICHHS BUKOHKOMIB MO-
KyTh OyTH HOpMaTUBHUMH a00 iHIUBIMyambHUMH. HopMaTUBHUME MO-
JKHA HAa3BaTHU PIIICHHS MIPO PEKUM POOOTH IMiJIPUEMCTB TOPTIBII Ta I10-
OyTOBOr0 OOCIYrOBYBaHHSI HACEJICHHS, 1HIUBIAYaTbHUMH — DIIIEHHS
po TPUUHATTS JO EeKCIDTyaTtarii Toro abo IHIIOro JOMOOY/yBaHHS,
BCTaHOBJICHHS OMIKYHCTBA TOILO.

Pimennst mMicueBuX paj, a TakoXX iX BUKOHKOMIB YKJIaJalOThCS 3a
€IMHOI0 (popMOI0. BiIMIHHICTH MK HUMH TIOJISITA€ JIUIIE B TOMY, IO
pimeHHst Pag He HyMepyIOThCs, a pillIeHHS BUKOHKOMIB MArOTh MOPSI-
KOBY HyMEpAIIifo.

Posnopsiiai TOKyMEHTH, 1110 PO3TIISIAI0THCS, MICTATh TaKi OCHOBHI
PEKBi3UTH: 300pakeHHs repba Ykpainu; Ha3By micueBoi Paau HapogHux
JenyTaTiB abo il BUKOHABYOTO OpraHy; 3a3HaueHHS MicCllsd BUJIAHHS, Ha-
3By BHIY IOKYMEHTa; 1aTy a0 aTy i HOMep; 3arojoBOK; TEKCT pillieH-
HSI; TIITACH TOJIOBH 1 CEKpeTaps AeprKaJAMiHICTpaIlii; mevyarky.

3BHYAHO PIMICHHS CKJIAJAIOTHCS 13 BCTYIHOI YaCTHHH, B Kl KOH-
CTAaTy€eThCSl CTaH MUTAHHS, IO PO3TISAAETHCSA, 1 MOCTAHOBISAIOYOI, IO
MICTHTB TIEpEIIiK 3aXO0/IiB 13 3a3HAYCHHS TEPMiHIB BUKOHAHHS U TEperiK
CITy’)KO0BUX 0Ci0, SKi BiAMOBIIAIOTH 32 CBOE€YACHE BTUICHHS X Y JKHUTTH,
a TaKOXX THX, KOMY JOPYYE€HO KOHTPOJIb 32 BUKOHAHHSM PillleHHS.
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JYIBbKA MICBKA PAJIA
BukonaBumii komiteT

PIINEHHA

07.05.2001.
M. JIynpk
Ne 23

[Tpo 3aTBepKEHHS CIIUCKIB

i IIPUEMCTB, OpraHizailiii i ycTaHOB pailoHy
JUIsL HaJJaHHS KUTIOBOI IUIOII TPOMAJIsTHAM,
1o nepe0yBaroTh y KBApTUPHIN 4ep3i

PosrnsHyBIM ciMCKy [UTS HaJ@HHS JKUTIOBOI TUTOII IMpAalliBHU-
KaM MIAMPUEMCTB, OpraHi3amiii i ycranoB M. JIyIipka i mpomo3uiii xu-
TJIOBOI KOMicii, kKepytrounch [10om0KeHHAM PO MOPSAOK HATAHHS KHUT-
noBoi o B Ykpaini, Bukonkom BUPIIINB:

I'p. Ierperko M.IL., imXeHEPY-KOHCTPYKTOPY Opyroi Karteropii,
o mpamoe y Tpecti «JIynpkMicbkOym» Ne6 3 1999 poky, Mmemnikae 3a
azpecoro BonmmHCcbKa By, 3, KB. 2.

Saitmae ziBi KiMHaTH, TIOmE0 26,1 M y TPHKiMHATHII KBapTHPI,
7ie Ha mionti 26,1 M IPOKKMBae mIicTh 0ci6, JUTs ciM’ y CKIai:

1. Ilerpenka Mukoau IBaHOBHYA — 3asiBHUKA

2.Ilerpenko [punu AHIPIIBHU — APYKUHU

3. Kupuuenko ['anau TumoddiiBuu — MaTepi

Buninutu ABOKIMHATHY KBapTHUpPY MOBTOPHOTO 3aceneHHs Ne 18
Ha BYJI.. SIpocnaBcbKiii 12 KUTIOBOKO TUTOMICHO 32 M2, 3rigHo 3 4eproro
Ne 16 3 1980 p.

MicbKuii Tos10Ba

BkaziBka — po3nopsyTanii JOKYMEHT, KUl TOTYIOTh MIHICTpH, KepiB-
HUKH 00’€THaHb, OpraHi3amiii, ycTaHoB. BkasiBka — mpaBoOBHI aKT KepiB-
HUKIB €IMHOHAYAILHUX OpPTaHiB JIEP)KaBHOTO YIIPABIIIHHS MEPEBAKHO iH-
gopmauitino-memoouunozo Xapaxrepy, rMoB’A3aHUN 13 BAKOHAHHIM HaKa-
31B, IHCTPYKIIiH Ta 1HIIMX aKTiB BUIIMX OPTaHiB YIPaBIiHHSL.
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BkaziBku BUmatoThCs Mpu 0OPMIICHHI BiIPS/KEHb, PIIIEHb TOTO-
YHUX OpraHi3aliiHUX MUTaHb, a TAKOX JJISl JOBEJICHHS /0 BUKOHABIIIB
HOpPMAaTHBHUX MaTepiajis.

3.4. Oco0aMBOCTI MiATOTOBKHU J0BIAKOBO-iH(OpMaiHHNX
JOKYMEHTIB Ta ix opopMmiieHHS

BinbnricTh JOKYMEHTIB, SIKi BUKOPUCTOBYIOTHCSI B yIPaBJIiHHI, HO-
CSTHh JOBIIKOBHI a00 iHpopManiiiHuii xapaktep. Bonu mictats iH)Op-
Mallito TIPO CTaH CIpaB B OpraHizallii, ONMUCYIOTh MO/Il, 0 MaIH MicIle,
1H(POPMYIOTH PO TMEBHI Momii, SKi MalOTh BiAOyTHCS Yy MalOyTHbOMY,
tomo. [Hdopmallis, o MICTUTLCSA B HHUX, MOXE CIOHYKATH J0 Jii abo
OyTH JIMIIIEe IOBEJICHOIO JIO BioMa.

OpHUM 3 HaWNOUIMPEHIMMX 1H(POPMALIHHO-TOBIAKOBUX JOKYMEH-
TiB € akm.

AKT — IOKYMEHT, CKJIaJieHUi OIHi€10 a00 KiTbKoMa ocodaMm,
1[0 MiATBEPAKYE SIKiCh YCTAHOBJIEHi (hakTH, MOTil.

VY pszi BUMAIKIB CKIIAJaHHS aKTiB PETIIAMEHTYETHCS CIeIialTbHIMU
MIPaBOBUMH HOPMAaMHU.

BuaiinsroTs KlJIbKa BUIIB aKTiB.

Hopmamueni akth MICTATh DILIEHHS BUIIMX OPraHiB BIAAU W
yIpaBIIiHHS, @ TAKOK OPraHiB BIaIy y MeXax Ha/JaHOi IM KOMIICTEHIIIT.
Bonu Maroth ¢opmu 3aKkoHIB, yKa3iB, IOCTAHOB, pillleHb, CTATYTiB, 1H-
CTPYKLIH, THTIOBUX JIOTOBOPIB.

AOminicmpamugni axTH CKJIaJal0Thb Ha IMIATBEP/DKEHHS (DaKTiB,
MoJIiH, BYMHKIB, MOB’SI3aHUX 3 JISUTBHICTIO yCTaHOB (opraHizailiii) Ta
OKpeMHX 0ci0.

AKmu 2pomaoancyko20 cmany MiATBEPAKYIOTh (DaKTH, OB’ I3aHI1 3
YKJIaJJaHHAM 1UTI00Y, HAPOHKEHHSIM Ta CMEPTIO JIFOIUHMU.

T'ocnoodapcoki aktu BinoOpakatoTh siBUINa, (hakTU MO/Iii, OB’ sA3aHi
3 FOCHOAAPCHKOIO AISUTBHICTIO MiATIPHUEMCTBA.

Axmu — 11e TaKOX JOKYMEHTH HOCTIIHO A1F0UMX €KCIIEPTHUX KOMi-
Cili, crmeriaJbHO YMOBHOBXKEHUX 0Ci0 abo Tpe[CTaBHUKIB CTOPOHHIX
oprasizarii.

Taki akTH CKIaJalOThcs 3 Pi3HUX MPUYUH, a caMe: MICisl peBisii,
MpY Tepeiadi TOBapHO-MaTepialbHUX IIIHHOCTEH BiJ OJHIET ocobu J10
THIIO1, MicIsl MpUAMaHHS 3aBEpIICHUX OYAIBEIbHUX 00’ €KTIB, TIPU TPO-
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BEJICHHI BHITPOOOBYBAaHb HOBHX 3pa3KiB MaIlWH, 00JaJHAHHA, IPH 00-
CTEXKEHHI MO0O0TB, TUIECHUX YIIKOKEHbB. [Ipy HEoOX1THOCTI aKT 3aTBEp-
JOKYETHCSI BUIIIECTOSIIIO OpraHizaiiero abo NmepiiuM KepiBHUKOM ITiIT-
pHEMCTBA.

CkJaBIIM aKT, KOMICis MMOBUHHA IiJ] PO3MUCKY O3HAHOMHTHU 3 HOTO
3MICTOM 0Ci0, TIPO SKUX HUIUIOCS B aKTi.

TekcT akTa CKJIaIa€Thes 3 IBOX YaCTHH: BCTYITHOI Ta KOHCTATYFOYOI.

VY mepmriii yacTWHI 3a3HAYAIOTHCS TIJICTaBH U CKIIAJaHHS aKTa,
4yieHn Kowmicii, i1 3aBmanus, nepion podotu. Ilicns cnosa «IlincTaBa»
BKa3y€eThCsl JOKYMEHT YH YCHE PO3MOPSIKEHHS CITy)K00BOi 0cO0OM 1010
HEOOX1THOCTI Ta IOPUIMYHOI Bark nieBHoro akTa. [licns cioBa «Ckiaze-
HO» Ha3WBAIOTHCS OCOOM, fKI CKIAJar0Th akT abo Oylu MPUCYTHI NpH
Joro ckiajaHHi, 1 000B’A3K0OBO 3a3HAYAIOTLCS iXHI IOCAIX, 1HIIIAIN Ta
npi3BuUIa. SIKIO akT rotyBanacs KOMICi€r0, TO MEPIIMM APYKYIOTh TIpi-
3BUINE TOJIOBU KOMICii, TIPi3BUINA 1HIINX YICHIB KOMICii pO3TaIlllOBYIOTh
B a(aBiTHOMY MOPSJIKY.

VY npyriit yacTUHI aKTa OMUCYIOTHCS CYTHICTh Ta XapaKTep BUKOHA-
HOI poOOTH, BCTAHOBIECHI (PAKTH, & TAKOXX BHOCSTHCS MPOIO3UIIii, BU-
KJIQIaf0ThCsl BUCHOBKH. Y KiHIN akTa (mepen MiJnucaMu) MOBiIOMIIs-
€THCSI KUTBKICTh MPUMIPHUKIB Ta BKa3y€eThCs MicIe 1X 30epiraHHsi.

Sk mpaBMII0, aKT CKJIAIAl0Th Y TPHOX NMPUMIpHHUKAX:

MEPIIUN 3 HUX MEPEJAEThCS BHINECTOSANIIN OpraHizaiii; Ipyruid —
KEepIBHUKOBI; TPETii — y CTIpaBy.

AKT MiMHUCyIOTh yCi 0cobu, siki Opaiu y4acTe y HOro CKJaJaHHi.
(3pa3ok ckiIaaHHs aKTa MOJAETHCS HUXKYE.)

AxTH 0()OpMITIOIOTH Ha 3arajbHuX TpadapeTHUX OnmaHkax abo Ha
YHCTUX apKymIax nanepy popmaty A4 sk 3 KyTOBUM (TIEPEBAXKHO), TaK 3
MOB3/I0BKHIM PO3TAIlyBaHHSIM MMOCTIHHUX PEKBI3HTIB.
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3paszok opopmienna akmy

BAT «/lexop» 3ATBEP/IKVYIO
T'onoBa npaBmiHHES
A.A.CunopeHko
25.05.2007
AxT Ne 8
24.05.2007

npuiiMaHHS-TIepeiadi KOMIT IoTepa

ITincTaBa: mOmMOBiHA 3amMcKa HadallbHUKA BiIUTY KanupiB [Ba-
cenxka M.T. Bixg 21.05.2007.

Kowmicist y cknani ronosu M.T.IBacst i uinenis M.M.Bopontoka ta
C.C.TkayeHKa CKJIAJNM aKT IpUHMaHHS-TIepeiadi KOMIT FoTepa, 1HBEH-
tapHui Ne 9, 13 BiLIiTy MapKeTHHTY Y BiIUIUT KaIpiB.

Komm’roTep npunaTHUi A7 eKCIUTyaTanii i OCHaIeHUH BCiM He-
00XigHUM JUT poOoTH (KIaBiaTypa, AUCIUICH, TPUHTED).

KowMmm’toTep mepenaerbes y BiIIia KaapiB AJIsl MOCTIHHOTO KOPH-

CTYBaHHSI.
T'onoBa xomicii IiAIAC M.T.IBace
Ynenu komicii mianuc M.M.BopoHtok

MiAIIC C.C.Tkauenko

JloBinKa — 11e JOKYMEHT, I1I0 MICTHTb OITKC Ta MiATBEPPKCHHS TUX YU
iHImMX (axTiB 1 moxii. J{oBiAKM MOXKYTh OyTH CITy’KOOBOTO 1 0COOHCTOrO
xapakrtepy. JloBijika ciry>k00BOTO XapakTepy CKIaJaeThCsl y BIJIOBiIb Ha
3anuT a00 HA BKA3iBKY BHUILECTOSIIOI OpraHi3amii 4 Ciyk00BOi 0COOH.
JloBifKa, sika HANPaBIAETHCS 32 MEXKI YCTAaHOBH, OPOPMIIIEThCS Ha OJIAHKY
1 MICTUTB TaKi peKBI3UTH: HA3BY BHIY JTOKyMEHTa, aJjpecar, JaTy, Miclie yK-
JIaJIaHHS, 3arojIOBOK JIO TEKCTY, TEKCT, mianuc. BHyTpinHs J1oBiqKka odop-
MIIIETHCS HA BHYTPIITHEOMY OJaHKy a00 Ha YMCTHX apKyIIax.

Ciyx00Ba JOBiKa MOBWHHA 00’ €KTHMBHO BimoOpakaTW CTaH CIIpaB,
TOMY i CKJIalaHHsI OTPeOye PEeTeNbHOro BiOOPY Ta MEpeBipKH BilOMOC-
Tel, 3ICTaBJICHHS i aHANI3y OTPUMAaHHUX JaHUX. Y Hiil MOXKYTh OyTH TaOIu-
1, 10 Hei MOXKyTh OyTH npueaHaHi goaatki. OGopMIIIETHCS CITy)k00Ba 10-
BiJIKa Ha 3araJbHOMY OJIaHKY yCTaHOBH a00 Ha apKyIi marepy 3 peKBi3u-
TaMH.

JIOBiZIKH OCOOMCTOro Xapaktepy ohOpMIISIFOThCS Ha OfaHkax abo Ha
YHUCTUX apKyIax 1 MalOTh Taki PeKBI3UTH: Ha3By BHIY JOKYMEHTA, IHICKC,
JIaTy, TEKCT, Mi/IKC, TIeYaTKy. Y TEKCTi 3a3Ha4a€ThCsl Ha3Ba YCTAHOBH, JUIS
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SIKOT HAJA€ThCs JOBIAKA. JOLIIBHO HOYMHATH TEKCT JOBIAKH 13 3a3HAYCHHS
y Ha3MBHOMY BiIMIHKY Tpi3BHIIA, IMEHI Ta 10 OATHKOBI 0COOH, MPO SAKY
TIOAAIOTHCS BimoMocTi. He pekoMeHI0BaHO BXXHMBATH apXaidHi 3BOPOTH TH-
1y «LlyM ioBimomMizsieMoy, «/lificHO poxuBaey, «JliiiCHO TIpaItoey.

OCKIJIBKH TEKCT JOBIJIKH OCOOMCTOTO XapaKTepy THITIOBHM, Tpebda KO-
puctyBatucs TpadapeTHUMHU OJaHKaMH, BUTOTOBICHUMH IPYKapCHKUM
crocoboM, JIe Bijl PyKH 3alIOBHIOIOTHCS JIMIIIE OKPEMi YACTUHH PEKBI3UTIB.

JlonoBiab — TOKYMEHT, B SIKOMY BHKJIaJIalOTHCS TICBHI MMTaHHS, Ha-
BOJISITHCSI BUCHOBKH, BHOCSATBCS Mpomo3uilii. BoHa mpu3HadeHa s yc-
HOTO (ITyOIIYHOT0) BUTOJIONIEHHS T2 0OTOBOPEHHSI.

TekcT OMOoBifIl CKIIAMAEThC 3 TPHOX JIOTTYHUX €JIEMEHTIB: BCTYIY,
JIOBEJICHHS 1 BUCHOBKIB.

JomoBinHi, MOSCHIOBAJIBHI i CIy:K00BI 3aNMCKH — 1€ TOKYMEHTH,
AKi 1HPOPMYIOTH KEPIBHUKA YCTAHOBH UM CTPYKTYPHOTO MiJIPO3ALTY PO
SBHINA 1 PaKTH, 110 CTAINCS, PO BUKOHAHY POOOTY, MPO CUTYAILiIO, IO
CKJ1ajacs, TOILO.

/lonogiona 3anucka yknaaaethes sIK 3 HIIIATHBH ii aBTOpa, TakK i 3a
BKa31BKOIO KEpPiBHUKA.

3aJIe)HO Bijl aJJPECHOCTI PO3PI3HSIOTh 6HYmpiuiHi TOTIOBIIHI 3aITUCKH,
10 aJIPECYIOThCsI KEPIBHUKOBI YCTAHOBU a00 MiIPO3/IiTy, e MpAIfoe YKIIa-
Jad, 1 308HiuHI, 110 AIPECYIOTHCS KEPIBHUKOBI BUIIIECTOSIYOI OpraHi3ailii.

JlonoBigHMMH 3armuckaMu 0(hOPMITSIFOTBCST Pe3yIbTaTH POOOTH, IPOBE-
JICHOT 3 METOI0 (PAKTUYHOI TIepPEeBIPKH BUKOHAHHS BKA3iBOK BHUILECTOSIIHX
OprafiB Ta MOCafoBUX 0ci0. TekCT 3amucku, sSK MPaBUIIO, CKIIAJAETHCS 3
JIBOX YAaCTHH, ¢ BUKIAat0ThCs (PakTH, M0 CTAIN TiICTABOO JUIS ITiAr0TO-
BKH JIOTIOBITHOT 3aITMCKH, a TAKOX BHCHOBKHU Ta MPOTo3Huilii. JlorosiHi 3a-
ITUCKH, HAINPBJICHI BiJ IMCHI OpraHi3allii, mmicye 1 KepiBHUK, a BijJ iMEH1
MpUBATHOI 0COOM — aBTOp. PekBi3uTamMu JOMOBIIHUX 3alHMCOK €: HalMEHY-
BaHHSI OpraHizallii Ta il mirnopsIKOBaHICTh, J1aTa, iHACKC, MIiCIle CKIIaJaHHs,
3aroJIOBOK JI0 TEKCTY, TEKCT, TIEPEIIK JOAATKIB, T IIHC.

3pa30K JIOTOBITHOT 3aITMCKU HABOUTHCS HIDKYE.

Ilosacniosanvna 3anucka opopMISIETBCS IS TIOSCHEHHS CUTYAIlil,
0 BHHHMKIIA, (AKTIiB, il a00 BYMHKIB INparliBHUKa. BoHa cKiianaeTbes
Ha BIMOTY KEpiBHHKA, a B ISIKUX BUMAIKaX — 3 IHIIIaTHBHU TiJIETIIOTO.

[TosicHIOBaTbHA 3aMMCKa, 10 HE BUXOAMTH 32 MEXI YCTaHOBH, 0(0-
pMIIIETBCS Ha OJaHKy a00 Ha CTaHAAPTHOMY apKylli marmepy dpopmary
A4 1 MICTUTB Taki PeKBI3UTHU: ajpeca Ta Ha3Ba BUAY JOKYMEHTa, KOAIH,
MPi3BUILE BHKOHABII, HOMEpP HOTO TeseOHy, 3aroJIOBOK 0 TEKCTY,
TEKCT, JaTa, ITiJIIHC.
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AHaJOTIYHI PEeKBI3UTH Ma€ i ciayxchosa 3anucka. SIKio 3ammcka Ha-
MPABJIIETHCS 3 MEXKI YCTAHOBH, 11 O(OPMIISIIOThH Ha OJIAHKY 1 PEECTPYIOTh.

Cuay:x00Ba 3asiBa — I1¢ TIMCHMOBE TIITBEPKESHHS TPOMAJISIH Y1 Opra-
Hi3alliii 3 IPUBOY 3/1IHCHEHHS HUMH CBOIX IpaB a0 3aXHCTY 1HTEPECIB.

Cay:x00BHii JUCT — y3arajlbHEHa Ha3Ba PI3HUX 32 3MICTOM JOKY-
MEHTIB, III0 BUPI3HSIOTHCS 32 €IMHAM CIIOCOOOM Tiepeaadi TeKCTiB (T10-
IITOIO) 1 CKIIaAI0ThCS IOBIIBHO.

3paszok 0onogionoi 3anucku

I'onoBi npaBniHHS
BAT «YuiBepcam Ne 1»

JOTTIOBIJHA 3AITMCKA
[Tpo exoHOMIIO KOIITIB BiJl peopraHi3allii mianprueMcTBa

3a Bamum popydennsaM Big 05.01.2007 BUBYEHO MUTaHHS MPO MOXK-
JIUBICTh MPOBEJICHHSI peopraHizallii armapary ynpaBJiHHS MiIIPUEMCTBOM
Ta BU3HAYCHO OOCSTH KOIITIB, IK MOXKYTh OyTH 36KOHOMJICHI MPH LbOMY.
Ha moto tymKy, citit mpoBecTH Taki poOoTH:

1.O6G’emHaTk BIAIUIM Ta BU3HAYWTH HOBY OpTaHi3allifiHy CTPYKTYPY
YIPaBIiHHS MIATPHUEMCTBOM, IO JaCTh MOXKIIHMBICTE CKOPOTHTHU OJM-
36K0 30% crneniaicTiB anapaTy yrnpasiHHS.

2. OdicHi pumMinieHHs mwiomero 150 KB. M, 1110 BUBUIBHATHCS Y 3B SA3KY
31 CKOPOYCHHSM IITATiB, MOXYTh OyTH 3JaHUMH B OPEHAY, IO JacTh
npudyTok O1am3pK0 900 TPH Ha MicsIIib, a00 X CIIiJ] BUKOPUCTATH JIJIS
PO3IIMPEHHST OCHOBHOI JIsUTBHOCTI MiNPHEMCTBA, 10 TOTpedye J1o-
JATKOBUX PO3PaXyHKiB I[0JJ0 OTPUMaHHS MPUOYTKIB.

3. BuBinbHeHi odicHi MeOii Ta iHIIEe 0ONagHAHHSA MOXKHA peayizyBaTH
mijgcoOHOMY TocnonapetBy. Korrru, oTpuMani Bin peamizarii MeOIiB,
MOYTh CKJIACTH O713bK0 20 THC. IpH.

4.3aranpHa piyHa cymMa eKOHOMII KOIITIB BiJl peopraHizaii Moxe 10cs-
rru 100 Tuc. TpH.
3anpornoHOBaHUN MPOEKT peopraxizallii minprueMCcTBa J03BOIHUTD Ii-

JIBUIIMTH €(EKTUBHICTh HOTO JisTBHOCTI.
Pozpaxynku, mponoswuini II0A0 HOBOI OpraHi3amiifHOl CTPYKTypH
YIpaBJIiHHS MiIPHEMCTBOM HABEACHO y J0JaTKax 1-5.

CT.eKOHOMICT A.ILIlerpenko
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Benenns nminoBoi kopecrmoHeHIii (JIUCTYBaHHS) — L€ CIPaBKHE
MucTenTBo. Binomuil ameprukancbkuil my6minuct i mapkeronor Pon Te-
Tmep TipKO 3ayBakWB, IO B «CY4aCHOMY CBITI MTAHYIOTh BiJIeO Ta yCHa
MOBa, a 100pe HalucaHi J1J0B1 JIMCTHU 1 3aHUCKH CTAlOTh PiAKicTION. I 3
HUM MOJKHA ITOTOJUTHCH. AJDKEe ChOTOJHI JIEsKi opraHizarii J0ar0Th
JMIIE Mpo Te, mOo0 4YiTKO BHKJIACTH iH(opmariro, i 3a0yBaroTh, IO LI
KOPECIOH/ICHIIIS — He IPOCTO Tnepenana indopmaitis, a 00aud4st oprasi-
3aIii-BipaBHUKA KOPECITOHICHIT1.

Icnye Garato BuaiB ciy>K00BHX JIUCTIB:

* iHpopMaLiliHi;

" pEeKJIaMHi;

" JIUCTH-3aIPOIIEHHS;

" CyNpOBiAHI JTUCTH;

® JMCTHU-TIOBI1IOMJICHHS;

® JIMCTHU-MIATBEPIKECHHS;

® JIMCTU-HAraJayBaHHS;

® rapaHTilHi JINCTH;

= [HII[IaTUBHI JUCTH;

= JJUCTHU-BIAMNOBII;

® JTUCTH-ITPOXaHHS Ta iH.

Cayx00B1 JTUCTH PEKOMEHIYETbCS O(QOPMIIATH JIMIIE B TOMY pasi,
KOJIM HEMOJKJIMBO BUPININTH MHUTAHHS B YCHOMY TOPSIKY, MPH 3yCTpidi
4H 110 TeNieoHy, a00 KOJIM MOYKE BUHUKHYTH CHUTYaIlisl, sika moTpeOyBa-
THUME MUCHMOBOTO MiATBEPKEHHS MEBHOTO (akTy, moxii, aii, abo 6e3-
JISIIBHOCTI.

Buknaza TekcTy ciry:k00BOTo nucTa Ma€ OyTH JIAKOHIYHUM, TIOCIII0-
BHUM, TMEPEKOHJMBUM 1 KopekTHHM. Daktu i mozii cuig ommcyBatu
00’€KTUBHO, BCl aCMEKTH MUTAHHSA, 10 PO3TIIAAAETHCS, BUKIAIATH 3PO-
3yM1JI0, CTHCIIO, aje JOCTaTHhO TMOBHO. Y CITy’KOOBUX JINCTax JIOITyCKa-
€THCS TaKOK MOPYIIYBaTH KiIbKa MUTaHb. [IpoTe cimi BpaxoByBaTH, 10
Taki JIMCTH JOBOAUTHCS 0OpoOssATH Habarato aoBiie. ToMmy JOMIUITBHO
0 OPMIIATH KiJIbKA JIUCTIB, AKIO HEOOX1THO BUPIIIUTH KiJIbKA MUTAHb.

Texct nmucTa, K MPaBHIIO, CKIANAETHCS 3 BOX JIOTIYHO TOB’SI3aHUX
YAaCTUH: BCTYITHOI Ta OCHOBHOI. Y BCTYINHIN YacTHHI 3a3HAYAIOTh (PaKTH,
moJIii, 0OCTaBHHU, 110 CIIPUYMHIIIN HAITMCAHHSI JINCTA, a TAKOXK ITOCHJIA-
I0ThCS Ha (PaKTH, JaTH, HOPMATHUBHI Ta IHCTPYKTUBHI MaTepiaH.

B ocHOBHIlf 4acTWHI TEKCTY JIMCTa BUKJIAJAIOTh MOTO TOJIOBHY Yac-
TUHY y ¢$opMi MPOMNO3ullii, BiIMOBH, TapaHTii, 3ayBa’KeHHS, BUCHOBKIB
TOLIO.
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3aseKHO BiJ MPU3HAYEHHS CIY»KOOBOTO JIMCTA Ta BiJl TOTO, HA YOMY
HOro aBTOp XOUe CKOHIIEHTPYBATH YBary ajpecara, MOpsSIOK PO3Tallly-
BaHHS JIOTIYHAX YAaCTHH TEKCTY MOXKe OyTH pi3HUM. SIKII0 BpaxoByBaTH
HEBIMHHE 3POCTaHHS MOTOKY iH(popMarii, To UIs aKTUBI3aIil il crpuii-
HATTSI PEKOMEHIIY€ThCSI TEKCT CIIy’)KOOBOTO JIMCTA IMOYUHATH 3 OCHOBHOL
YaCTUHM, a IOKA3H Ta IiJICTaBU BUKJIAIaTH HIDKYIC.

Cry>x00Buil TMCT OGOPMIIIOTH HA OIaHKY IS CITy>KOOBOTO JIUCTa 200
Ha YHCTOMY apKyIII rarnepy (B TaKOMY pasi 3aJIAIIA0Th MICIIe IS BiAOUT-
Ka KyTOBOT'O Y TIOB3/IOBKHBOT'O LITAMIIa aJIpecanTa. 3aJIeKHO Bii 00csary
TEKCTY BUKOPUCTOBYIOTh OJIaHKH 4u apKy1i ¢popmary A4 ado AS.

Inghopmauniiini nucmu — 1ie Ciry>x00Bi JIUCTH, B IKUX apecaHT iHhop-
Mye ajpecata Ipo sKich (aKTu 4M 3axoau. Sk mpaBuiio, apecaHT Mpomo-
Hye cBoi BUpoOH uM nociayry. [Hdopmariis, HaBeleHa B JIUCTaX TaKOro TH-
1y, Ma€e OyTu HIMPOKOI0. AJjpecaTa MOXHA 3a3HAYUTH y3arajJbHEHO.

Pexnamui nucmu — pizHoBH] iHGOPMAIIMHUX JTUCTIB, SIKI MICTATh
JieTalbHUN OMKC TOBAPIB Ta MOCIYT 1 HAACUIAIOTHCS KOHKPETHUM ajipe-
caTaM, abM CIIOHYKaTH iX CKOPUCTATHUCS 3aporoHoBaHuM. He3paxkaroun
Ha Te, L0 JIUCTH MUIIYTh Ha OJaHKaX, B TEKCTI MOBTOPIOIOTH MOIITOBY
azipecy, HoMepH TenedoHiB opraHizaii.

Jlucmu-3anpowtenna — NUCTH, B SIKUX aJpecaToBl HPONOHYIOTh
B3ATH y4yacTh y HEBHUX 3aX0j/ax, JETaJIbHO 3HAHOMIIAYM HOro i3 3axo-
JlaMH, IPOTPaMoIo iX MPOBEICHHS, YaCOM IPOBEICHHS, YMOBAaMH y4acTi
y 3ax0Jax TOIIO.

Cynpogioni nucmu — TUCTH, B IKUX 1HPOPMYIOTH aapecaTa Mpo Ha-
MpaBJIeHHS HOMY JOKYMEHTIB, 110 JOAAIOTHCS J10 JIHCTA.

JIucmu-nogioomnenna — JIMCTH, B SIKUX MOBIIOMIISETHCS PO MIOCH
a0 MmiaTBEepIKY€ETHCS IEBHUM (HaKT.

JIucmu-niomeepoycenna — ITUCTH, B SKUX IITBEPIKY€ETHCS
SAKHIACh (DakT abo MiATBEPIKYETHCS 1H(OpPMAIIiSl PO YUHHICTH PaHIIIe
YKJIaJIeHUX OTOBOPIB, JOMOBJICHOCTEH TOIIIO.

JIucmu-nazadysanns — nUCTH, B SAKUX HaragyeTbcsl Mpo HaOIu-
KCHHSI YW 3aKiHYCHHS TEpMiHy BHKOHAHHS SKUXOCh 3aBJaHb, MPOBE-
JICHHSI 3aXO0/1iB Ta HEOOX1THICTh PUHHATTS BIAMOBITHUX PIllICHb.

Tapanminni 1ucmu — IUCTY, B SIKWX TapaHTYETHCS] BUKOHAHHS YO-
rOCh, HAPUKIIA]], OIJIATH 32 MOCIYTH YM TOBapH, 3a0e3MeUeHHs POBe-
JICHHSI JIOCIJIB, HAJaHHS poOOYOro MicIs, TOIo. B rapaHTidiHUX JHC-
Tax, Kl MICTSITh (iHAHCOBI YM MaTepiayibHI rapaHTii, BKa3yloTbcs OaH-
KIBCBKI PEKBI3UTH ajpecaHTa. ['apaHTiiHI TUCTH MiIUCYIOTh KEPiBHUK
I ITPUEMCTBA Ta TOJIOBHHM OyXTranTep.
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Iniyiamueni nucmu — nUCTH, K1 CIIOHYKAIOTh ajpecara JaTH BiJl-

MOBiAb agpecanToBl. TemMaTHKa TaKUX JUCTIB HAWPI3ZHOMAaHITHIIIA.

Jucmu-6ionoeioi — MUCTH, B AKUX TA€THCS BIAMOBIIb Ha IHIIIATHB-
HI JIUCTH.

VY nijoBOMY JUCTYBaHHI ICHY€ HU3Ka 3aralIbHONPUHHITHX MTPABHIT:

* cayxOO0BI JINCTU MUIIYTh HA YMUCTOMY OJaHKy abo apKyli mare-
Py JMILIE 3 JIULBOBOI CTOPOHU;

y MDKHApOJIHIA MPaKTHUIl MHCATH JOBrl JHCTU HE MPHUHATO.
Sxo nuct Oinblie o/IHi€T CTOPIHKH, TO B HU3Y apKyIlia Tpeba 3a-
3HAYUTH «Ialli Oyae»;

* KOXHa CTOPIHKA, OKPIM MEpUIoi, HyMepYy€eThesl apaObChbKUMH -
pamu;

ciyk00Bi JINCTU JIPYKYIOThCS HA MAIIWHI, KOMIT IOTEpi, mepe-
JAl0ThCS (paKcoMm;

* puxigHa iHdopmalig odiliiHOro XapakTepy He TMOBUHHA MIiCTH-

TH OyJb-5IKi TIO3HAYKH, 1HII[IaM MAITUHICTKH, HOMEPH Telie(hOoHIB
touo. Taki Mo3HAa4YKM POOIATHCA JIUILE HAa NPUMIPHUKY, L0 3a-
JIMILIAETHCS Y aJIpecaHTa;

y TEKCT1 He JI0MyCKalThCs BUIIPABJICHHS Ta MiIYUCTKHU;

KOHBEPTH MalOTh OYTH BIAMOBITHIUX PO3MIpiB;

JIUCT 3TOPTAa€ThCS TEKCTOM BcepeauHy. HaliBaxmmpimii JinoBi
aucTu Oa)XaHoO HEe 3ropTaTH, a HAACWIATH Y BEJIMKUX IYNKHX
KOHBepTax. MeHn1 oQilliiiHi JINCTH MOXHA 3TOPTATH;

Ha TenerpadHuii 3anuT Tpebda JaTH BiIMIOBIIb IPOTITOM TPHOX JIHIB,
Ha jucT — a0 10 gHiB. SKII0 3anuUT BUMarae JIETajabHOTO PO3TIISLY,
TO TPOTATOM TPHOX JHIB CIIiJ TOBIJOMUTH, IO JIUCT MPUHAHATO JI0
BiZIOMa, 1 JaTH OCTATOYHY BiJITOBI (b MPOTSATOM 30 JTHIB.

*

Cayx06oBi Teserpamu. Tenerpamu HaJICHIAIOThCS Y HaWTEpMiHO-
BIIIIMX BUIAKaX, KOJIM 1HII BUIX 3B 3Ky HE MOXKYTh 3a0€3MEUUTH CBO-
€YaCHOTO JTOCTaBJICHHS iH(OpMaIlii aapecaTosi.

[Tpn yxnamaHHI TelerpaM JOAEPKYIOTBCS BUMOT, IO CTaBJIATHCS 10
CIy’kK00BHX JIMCTIB. XapaKTepHa pHca TellerpaM — OCOOJHMBA CTUCIICT.
Bonu mMaroTh OyTr BUKIIaICH] SIKHAISACHIIIE. 3 TelerpamMu BUITy9aloTh CIIO-
JYYHHUKH, TPUAMEHHHUKH, PO3JILIOBI 3HAKH, IO BXKUBAIOTHCS JIHIIE TOII,
KoJTH 0€3 HUX MOKEe CTaTH He3pO3YMLUIMM (BHKPHUBIICHUM ) 3MICT.

Po3ninoBi 3HaKM MUIIYTH CKOPOYEHO, MaJUMH JITEpaMu: «KPIIK»,
«KMY, «JmK». 3Haku «Ne» (Homep), «-» (MiHyC), «+» (IUII0C) MUIIYTh
CIIOBaMH.
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VY tenerpamax He MOBHHHO OyTH >KOAHOTO 3aiiBoro ciosa. Uucna y
TEKCTI MUY Th JIiTepaMu. 3anepeyeHHs! «He» HE BUIIy4alOTh.

Cayx00Bi TenerpamMu MUANIyTh y ABOX NMpuMipHHUKax. [leprmii mpu-
MIpHUK HaJICHMJIAIOTh JI0 BIJIUICHHS 3B’SI3KY, APYTUil (KOMIIO) MmiIIrBa-
I0Th JIO CIIPaBH.

YV BUMaaKy, KOJIU CIy>KO0B1 TeJerpaMu HaJICUJIAIOTh CITyK00BI 0CO-
Ou, siki epeOyBaroTh y BIAPSAHKEHI, MMiJi PUCKOIO BIJNPaBHUK 3a3Havya-
I0Th, KPIM BJIACHOTO TIPIi3BHUIIIA, IIE i IOCaay, KAM 1 IKUM HOMEPOM BH-
JTaHO OMY MOCBIIYEHHSI TIPO BIAPSKEHHS, 8 TAKOXK CEPito 1 HOMep ma-
cropTa, Miclie # aTy Horo Buayi.

Tekct TenmerpamMu NHIIYTh HA APYKAPCHKUX MAITUHKAX BEIUKUMH
JiTepaMu 4epe3 JBa IHTepBAIM MK psJIKaMU. SIKIIO TEKCT Teaerpamu
BUKOHAHO BiJI pyKH, TO TpeOa MucaTu MOro BETUKUMU JTiTepamMH, YiTKUM
pO30IpIUBUM [TOYEPKOM, TEMHUMHU YOPHHUIIAMH.

TenerpaMu mUIIYTh JIMIIE 3 JTUIBOBOro OOKY TenerpadHoro OnaHKy
a00 YMCTOro apKylia namnepy.

[Tianuc cTaBiATE OKPEMHUM PSJIKOM, BiACTYNHBIIN BiJ] TEKCTY.

TesedoHorpamMu — 1ie TEPMIHOBI MOBIJOMIICHHS, IO TEPEIAOTh
azpecaram 1o TenegoHy. BoHM BUKOPUCTOBYIOTBCS Ul JOKYMEHTAlb-
HOTO O)OPMIICHHSI YCHUX TIEPETOBOPIB 1 € OJJHUM 3 BUIB JIJIOBOT KOpe-
CHOH/JICHIIT.

Pekgizutu Tenedonorpam:

1. Ha3Ba nokymMeHTa — 3aroJioBOK;

2.Howmep i nata tenedonorpamu. (Cnoso «Tenedonorpamay, ii HoO-
Mep 1 1aTy HaJXOJUKEHHS MUILYTh y nepuiomy psaky. Jlara Temne-
¢donorpamu — nata ii nepenaui.);

3.HasBa oprani3arii i cimy»k00Boi ocoOu — BinmpaBHUKa TenedoHo-
rpam# (BiZ KOro);

4.HasBa oprani3zaii i ciry»)k00Boi 0cobu — ofepKyBada TenedoHor-
pamu (KoMmy);

5. Tekct teneonorpamu. (TexcT TenedoHorpammu Mae OyTH TaKUM
CaMHM CTHUCIIUM, SIK 1 TEKCT TejerpaMu. Tpeba yHUKATH CIIiB, IO
BaXKO BUMOBJISIFOTBCA, 1 CKJIAJHUX 3BOPOTiB. CI0Ba MUIIYTH I10-
BHICTIO 0€3 CKOpodYeHb. Y TeKcTi TenedoHorpamMu Mae OyTH He
oinpire 50 cmiB.);

6. ITigmuc cmyx00Boi ocoOn — KepiBHUKA opraHizallii abo Horo 3a-
CTYITHUKA (B OKPEMHUX BHUIIAJIKaX — KEPIBHUKIB BiJII1IIIB);
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7.V rpadax «Ilepenanoy i «[IpuitHsITO» 3a3HAYAIOTH MTOCATY, 1HIII-
anu, Tpi3BUILE TOrO, XTO nepenae ado XTO NPUKUMAE JIOKYMEHT, 1
HOMEpH iX Tesne(OoHiB.

Ha 6araThox migmpueMcTBaXx BUKOPUCTOBYIOTHCS ClieliaibHi OlaH-

KH, Ha SIKUX 3aIUCYIOTh TeJleoHOrpamMu:

TEJIE®OHOI'PAMA Ne Bif « » 200 p.
Big xoro Tenedon [Tepenas
Komy [Ipuiinss
T'oguH. XB.

(Tekcr)

(mignmc)

®axkc — 11e ci1y’)KO0BUIM JOKYMEHT, OJIepKaHU 3a JOIOMOIOIO CIie-
mianbHOTO anapara (tenedakca) TeneOHHUMH KaHallaMu 3B s3Ky. Dakc
€ KCEpOKOIIIEI0 MepelaHoro JoKyMeHTa. TenedakcoM MOXYTh Nepesa-
BaTUCh OYJb-sIKi JOKYMEHTH 1 JOJIaTKW JI0 HUX, TAOJHII, KPECICHHS,
CXEMH, PUCYHKH, PoTokapTKu Touo. dakc ohopMiIsioTh TaK, 5K 1 CIy-
#KOOBHI JTHCT.

IIpoTokos —0MH 3 HAHMOIMUPEHINNX BHUJIB JJOKYMEHTIB KOJjeria-
JHHUX OpraHiB. ¥ MPOTOKOJI (iKCYyIOThCS MicIle, Yac i MeTa MpOBEACHHS
300piB (koH(epeHIii, 3acifiaHHs, Hapaaud TOIIO), CKJIaJ MPHUCYTHIX,
3MICT 3aCilyXaHHX JONOBIJACH, BUCTYIIB 1 MPUUAHATI 3 3 0OrOBOPEHHX
MUTaHb YXBaJIH.

[TpoTokon Moxke OyTH yKIaneHui oQiliifHOI0, KOMIIETEHTHOIO 0CO-
0010, siKa MOCBiUye TOH ab0 iHImMI (akT (MPOTOKOI CaHIHCIEKTOPA, aB-
TOIHCHEKTOPa). ICHYIOTh TaKOX MPOTOKOJH, 3MICT AKHX — 00’ €KTHBHHUI
OTTUC SIKOICh TTOT.

3a obcsirom iH(opMaIllii, HaBEJICHUX BiJIOMOCTEH MPOTOKOIN MOKHA
TIOJIUTATH HA TPH TPYTIH:

1. crucii, y TEKCTI SIKUX 3aIIFCAHO JIUIIE YXBAJIH;

2. TIOBHI, y TEKCTI SKUX, KPIM YXBaJl, CTUCIIO 3aIUCYIOTh BUCTYIH

JIOTIOBI/IaviB Ta 1HINMX YYaCHUKIB 300piB, Hapa, 3aciTaHb;

3. cre”orpadiuHi, e BCi BUCTYIH 3alUCYIOTh JTOCIIBHO.

[Tpu ykiagaHHi TPOTOKOJIB PEKOMEHI0BAaHO BUKOPUCTOBYBATH TaKi
PEKBI3HTH:
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- Ha3By BUJY JOKyMeHTa (mpoTokoi). Llei pekBi3uT mumyTh mo-
CEpeIHI PAIKA;

- TIOPSAIKOBHI HOMEp MPOTOKONY (MHIIEeThes micist cioBa «lIpo-
TOKOII»);

- Ha3By 300piB, KOH(EpeHLii, 3acifaHHs, HApaaAH 13 3a3HAYCHHIM
ix xapakrtepy (3arajnbHi 300pH, BUpOOHHMYA Hapajia, PO3IIUPEHA
Hapaja TOIIO);

- Ha3BYy MIiJNPUEMCTBA, OpraHizaiii ae BinOymmcs 300pu, KoH]e-
pEHIIis, 3aciTaHHs Hapaja;

- Jary mpoBeqeHHs 300piB, KOH(epeHIlii, 3acilanHs, Hapaau (Mae
BIJIMOBiIaTH JHIO iX mpoBeneHHs). Llel pekBi3UT MUy Th HUKUYE
BiJl Ha3BU Oprasizaiii 3 JiBoro 60Ky. Y bOMY PSAJKY 3 TPaBOTrO
OOKy MHIIYTh Miclie IPOBEICHHS (Ha3Ba MiCTa);

- KUIBKICHUH CKJIaJl YYaCHUKIB, KM MHUIIYTh 3 HOBOIO psJKa.
[Topsiiok 3aMOBHEHHS 1ILOTO PEKBI3UTY 3aJICKHUTh BiJ KIIBKOCTI
MpUCYTHIX. SIKIO KiMbKicTh yuacHUWKIB csirae 10-12 ocib, To
MO’KHa BKa3aTH BCiX MPUCYTHiX. SKIIo ckiaa 300piB, 3acianHs,
HapaJy BEJIUKHMA, TO JOCHUTh 3a3HAYUTH KUIBKICTh MPHUCYTHIX 1
JI0JaTH J10 MIPOTOKOIIY peecTpalliiiHuii JINCT;

- Tocajy, TPi3BUIA, iHIIAM KepiBHUKIB 300piB, KOH(epeHIil,
HapaJu (ToJIOBH, CEKpeTaps, WICHIB Tpe3u/Iii);

- TOPANOK JCHHUH, TOOTO MUTaHHSA, IO MiAIATAIOTh PO3IJILY Ha
mux 30opax, xKoHpepeHuii, 3aciganHi abo Hapani. Y MOPAIKY
JICHHOMY THTaHHS MaioTh OyTH CPOPMYJIbOBaHI y Ha3UBHOMY
BiJIMIHKY;

- TEKCT (IOTOBI/li, BUCTYNHN YYaCHUKIB, YXBaJH TOIIO);

- TIepeNiK JONATKIB 10 MPOTOKOMY i3 3a3HaUYEHHSIM KIJTBKOCTI CTO-
PIHOK;

- TINUcH KepiBHUKIB 300piB, KOH(EpeHIil, 3acimanHs abo Hapa-
71 (TOJIOBH 1 ceKpeTaps).

TekcT MpOTOKONY CKIAJar0Th HA IMiJCTaBI BHCTYIB YYaCHHKIB
300piB, KoH(epeHIii, 3acinands abo Hapajau. Bin mae OyTu ctuciaunM,
3pO3yMUINM, TOYHHUM, JIAKOHIYHHUM, ajie y TOW CaMUil 4yac IOBUHEH MicC-
TUTH iH(OpMaIIifo, MO BCeOIYHO XapaKTepu3ye OOTOBOPEHHS MHTAaHHS.
[TOHATTS «IIPOTOKOJIEHA TOYHICTH» MOPOJPKEHE CYTTIO IOKYMEHTA i CTH-
neMm BukiTany. Omneporpama miAroTOBKYM Ta 0(OPMIICHHS MTPOTOKOJY Ha-
BEJICHA Ha puC. 4.



TeKCT NPOTOKOIY Ma€ CKJIaJIaTUCS 3 TMTO3UIIIN BiIMOBIIHO J0 MyHK-
TIB OPAAKY JIeHHOTO. TeKCT KOXKHOI MO3MINT YKIaIaeThes 3a GopMOro:
CIIYXAJIN, BUCTYIINJIN, YXBAJINJIN.

Crnoo «CIIYXAJIW» nuinyTs B OAHOMY PSAKY 3 H(POIO, 110 MOo-
3Hauae nutanHs, micis cnoBa «CIIYXAJIM» craBmsite ABOKpanky. [Hi-
iy 1 TPi3BHUIIA JOMOBI1ada Tpeda MUcaTH 3 HOBOTO PsiIKa B HA3WBHO-
My BIAMIHKY 1 MiJKPECIIOBATH; MICIIS MPI3BUIIA CTABISITH TUPE 1 MUIIYTh
3MICT JIOTIOBIi, BUCTYTY 3a (HOPMOIO IPSIMOi MOBH.

Hanpuknan:

1. CIIYXAJIA:

O.L. I'puropyx — ...

S0 HasIBHUM TEKCT JOMOBI/I, 11€ HEOOX1HO MO3HAYUTH MPUMIT-
K010 («TeKCT HOIOBIII JOIAETHCS ).

Hwmxde 3anucytors nutaHHs 1 BiamoBigi Ha HuX. CrnoBa «CJIY-
XAJIN», «BUCTVYIIUIN», «YXBAJIMJIN» Tpeba mucaru (apyxkysa-
TH) BEJIMKUMH JIITEPaMH 3 HOBOTO PsijiKa, sl Toro mo0 ix Oyso Buijie-
Ho. [licis HUX CTaBJIATH IBOKpAIIKY.

CrnoBo «YXBAJINJIN» nmumnyTh micis MONEPEHLOTO TEKCTYy Be-
JMKHMH JIITEpaMH 3 HOBOT'O PsJIKA.

Skio B yxBasi MICTSThCSI IUTAHHS, IO € PI3HUMH 33 XapaKTepoM,
TO X TOJUISIFOTHh HA TPYIH, SIKi HyMEPYIOTh apaObChbKUMHU U pamH.
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[TinroToBKa MaTepiaiiB
CTPYKTYPHUMH MiIPO3/IiTaMU

/ N
Cnmcok 3a- [Tpoext JloBinkwu, Jormosigna
IIPOLIEHUX pileHHs 3aMUTaHHA 3amnMckKa

Cxnaganss pe-
€CTpaliitHoro
JINCTKA TEXHIY-
HUM CEeKpeTapeM

CkraiaHHA TUIaHy
poOIT BiMOBIAAITH-
HUM CEKpeTapeM Ko-
JIeTiaJIbHOTO Oprany

N\

i/

O O O

Crenorpama 3anuc cexkpeTapem ®donorpama
IIporoxour
PenaryBanns
Pimenns
@ ITignicanss
Cnpasa -

Poscuinka

Puc.4. Onepoepama niocomogku i ogpopmnentss npomoxonbHoT
doxymenmayii 6 opeanizayii [39, c. 81].
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3pazok npomoxony:

JIiOpoBchKa paiaepxkaJaMiHICTpaLlis

ITpotokon Ne 10

12.12.2006.

M. Jlibposa

o0mnacTi

BHpOOHWYA Hapana MPaliBHUAKIB YIPABIiHHSI KOHTPOIIO 33 OlIaroyc-
TPOEM

I'onosa O.B. MakapeHnko

Cekperap A.M. ['onocHa

MOPSIJIOK JEHHUI:
1. CknagaHHA 3BiTy 3 BUpOOHWYOI IistibHOCTI 32 2006 pik (iH(Op-
Mallis HadajapHHuKa ynpaeninHsa C.B.Mapuenka)
2. 3aTBepMKCHHS 3aXO[(iB YIPABIIHHS IIOA0 OJIATOYCTPOIO MicTa Ta
KOHPOJIFO eKoJsiorigHoro crany y 2007 pori (ITOBiJOMJICHHS 3aCT. Hava-
npHMKA ynpasnainas M.I.Pyns)

1. CIIYXAJIMA:

C.B.MapueHnko 10moBiB PO MOPSAOK MiArOTOBKH W CKJIaJaHHs pid-
HOTO 3BiTy, PO 3aBIaHHS MPAIiBHUKIB yIIPABIiHHS

BUCTVYIIWUIIN:

C.I1. ImMuTpieB — BKa3aB Ha NOTpeOy SKHAHPETEIbHINIO! MiITOTOBKU
MarepiaJiB 3BiTY 1 3aTIOBHEHHS CTATHCTHYHUX TaOJIHIb

I'.C.AxoBiieBa — 3amporoOHyBalia OPraHi3yBaTH pOOOTY TAKUM YHHOM,
100 3aKiHYUTH cKiIafaHHs 3BiTy 10 1 ciunsg 2007 poky

YXBAJIWJIU:

1. YciM mpariiBHUKaM yIpaBTiHHS 3a0€3IEYUTH CBOEYACHY TiITOTOB-
Ky § BUCOKY SIKICTb MaTepialiB 3BiTiB 3 BUPOOHHUOI AiJIBHOCTI YIpPaB-
ninas 3a 2006 pik.

2. llogatu piunuii 3BiT 1o OOnnepxkaaminicTparii e mizHime 10 ci-
yHs 2007 poky

2. CIYXAJIN:

M.I".Pyns — [1nan 3axoniB no ynpasiiHHio Ha 2007 pik.

YXBAJIWIIN:

[Tnan 3ax0/1iB 3aTBEPANUTH 1 KEPYyBATHCS HUMHU.

JlonmaTok: peectpariiitauii ciucok Ha 1 cTopiHIi B 1 mpuMipHHUKY

l'onosa (i ammc) 0.B.MakapeHko

Cekperap (mmigmmc) A.M. T'onocHa
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IMuTanus 1Js nepeBipKu 3HAHb
Jaiite xnacudikaIiro opraHizaiifHo-po3nopsauoi JOKyMeHTaIlil
3a (QYHKIIIOHAIEHOIO 03HAKOIO.
Slke 3HaYEHHS Ma€ OpraHi3aliifHO-pO3MOopsAaYa TOKYMEHTAIlsl B
YIPaBIIHCHKIN AIIBHOCTI?
JlaiiTe KOPOTKY XapaKTEPUCTHKY TaKUX JOKYMEHTIB, SIK CTaTyTH,
BHU3HAUTE IX CYTHICTh, BUJIM, 3MICT Ta cepy 3aCTOCYBaHHSI.
JlaiiTe KOpOTKY XapaKTEPHCTHKY TaKUX JOKYMEHTIB, SIK TOJO-
JKEHHS TTPO ITiIMPUEMCTBA Ta 1X ITiIPO3ILIH.
JlaiiTe KOPOTKY XapaKTEPUCTHKY TaKUX TOKYMEHTIB, SIK 1HCTPY-
KIIi1, 30KpeMa MocaJIoBUX 1HCTPYKIIIH.
JlaiiTe KOpPOTKY XapaKTepUCTUKY TaKMX JOKYMEHTIB, SIK IpaBU-
na, 30kpeMa [IpaBuiia BHYTPILIHBOTO TPYAOBOTO PO3HOPSIIKY.
[TocTanoBu Ta pillleHHs KOJETiaIbHUX OPraHiB.
ITpoTokonu: nokmagHi Ta cKopodeHi. BcTynmHa Ta ocHOBHA yac-
THHU TEKCTIB POTOKOIIB.
JlaiiTe KOPOTKY XapaKTepUCTUKY TaKUX JIOKYMEHTIB SIK pO3IO-
PSIKEHHS, HAaBEeiTh OCOOJIMBOCTI 1X BUJIAHHSI TOJIOBOKO MiCIIEBOT
JepKaaAMiHICTparlii.

10.Hakasu six ocHOBHa (hopMa JIOKYMEHTYBaHHsI PO3MOPSIIOi Jisi-

JILHOCTI Ha I IMTPUEMCTBAX.

11. AxTh, X BUAM, CKIIQJ Ta TIOPSI0K OPOPMIICHHS.
12.Cny»00Bi THCTH, IX BUJU T4 OCOOJIUBOCTI CKIIATaHHS.
13.JloBiaKH, X CYyTHICTH Ta OCOOJIMBOCTI CKIIAAHHS.

14. Jlopy4eHHs, iX CyTHICTb Ta OCOOTMBOCTI CKJIa/IaHHSI.
15.Cnyx00Bi, TOTIOBiJTHI Ta MOSICHIOBAIbHI 3aITHCKH.
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4. IJOKYMEHTH 3 OCOBOBOI'O CKJIAAY

4.1. lonsmms ma knacugixayis OOKymenmie 3 0co606020 CKAAdy.

4.2. Jlokymenmu 3 KOHMPAKmMHoOi cucmemu HauManus NPayieHUKIs.

4.3. Hopsook 0oKymenmanbho2o 0popmienHs NputiHamms, nepe-
8€0€eHHS1, 36iIbHEHHS 3 pOOOmI.

4.4. Ocobrusocmi OOKYMEHMATbHO20 OPOPMIEHHS OpeaHizayii po-
bomu 3 kaopamu y micyesiti oepaicashiil aominicmpayii.

4.5. Haxasu 3 0co606020 ckaaoy.

4.6. Tpyoosi kHUdICKU, NOPAOOK IX 8edeHHs, 00Ky, 30epieanHs ma
suUOaui npu 36iMbHEHI NPAYIBHUKIS.

4.7. Cknadanns ocobucmux oQiyiunux 0OKyMeHmis.

4.1. [TonsaTTsa Ta kiIacudikaunis
JOKYMEHTIB 3 0C000BOI0 CKJIAIy

Posnopsiiya fisuibHICTE OpraHiB yrnpasiiHHs y cdepi podoTu 3 miep-
COHAJIOM TIOJISITAa€ B TOMY, 11O BOHM 3aiIMalOTHCSI JOOOPOM 1 pO3CTaHOB-
KO0 KaJIpiB, MPUHMAIOTh Ha POOOTY TIEPEBOMASTH 1 3BUIBHSIIOTH IpOMa-
JISTH, BUAIOTh TOKYMEHTH, HEOOXinHI poOITHHKAM 1 cIy)OOBISIM Tpu
3/IICHEHHI HUMH MTpaBa Ha MPAIIfo.

Cepen JOKYMEHTIB 3 0COOOBOTO CKJIa)Ty BHJIUISIOTHCS TaKi:

® TPYAOBHil TOTOBIp;

® TpPyJIOBa Yroja;

e Haka3 ab0 PO3MOPS/KCHHS TPO 3apaxyBaHHS Ha PoOOTY, 3BiIb-
HEHHSI, IEPEBEACHHS Ha 1HIIY mocaay abo poOoTy;

JIUCTOK 3 00JIIKY KajpiB;
aBTOOiOrpadis;
3as1Ba;

® JIOBijIKa 3 POOOTH TOIIIO.

B opranizanii odpopmisieTbes mie 3Ha4YHA KUIBKICTH CIIEIiaIbHUX
JIOKYMEHTIB, SIKi CHPUSIOTH pallioHANBHIN opraHi3alii 00Ky KiTbKiCHO-
r0 Ta SIKICHOTO CKJIaay MepCOHay, HOro po3CTaHOBKH, PyXy B OpraHiza-
1ii, a TAKOX CIPHUAIOTH MBUIAKOMY IMOIIYKY iH(OpMAIlii PO MpaliBHU-
KiB Tomo. Cepes HUX CITiJ] Ha3BATH:

» WITATHUIl PO3MKC OpraHizalii,

> IITaTHO-ITOCAI0Ba KHWTA,

» rpadik BiIIyCTOK MEPCOHANTY;
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» pe3epB Ha 3aMIMICHHS 1MOCa]] KEPIBHUKIB CTPYKTYPHHX ITiIPO3/Ii-
JiB.

Po3pobnena # 3acTocoByeThecsl mifcucTemMa yHi(ikoBaHHX (opm
JIOKYMEHTIB 11010 3a0e3MeUeHHsI TisUTbHOCTI KaJIPOBUX OPTaHiB JepiKa-
BHOTO YITPaBIIiHHSA, SIKa € CKJIaJ0BOI0 YHi()IKOBaHOT CHCTEMHU Oprasiza-
uiiiHo-po3nopsa4oi AokyMeHTanii. [i pospobka crpuuMHEHAa CTBOPEH-
HSM yHI(IKOBaHUX JOKYMEHTAI[IHHUX KOMIUIEKCIB, MPUAATHUX JUJIsI BU-
KOPUCTaHHS B aBTOMaTH30BaHUX CHUCTEMax YIpaBJIiHHS i B yMOBax 3a-
CTOCYBaHHS TPAIUIIHHUX METO/iB 0OpPOOJICHHS IOKYMEHTIB. 3a3HaueHy
HiJICHCTEMY JIOKYMEHTIB PErJIaMCHTOBAHO Il BUKOPUCTAHHS Ha BCIX
PIBHSX YITPaBIIiHHS.

o cknany migcucteMu BXOJSATh yHidikoBaHiI (OpPMH JOKYMEHTIB,
AKi 3a0€3MeuyIoTh peanizallito 3aBJaHb, OB’ SI3aHUX 3 MPUUHSITTAM, Tie-
peBelleHHsIM, 3BUIbHEHHSM INpalliBHUKIB, HAJlaHHAM BiIYCTKU (aHKeTa,
JI0JIaTOK J0 aHKEeTH, HaKa3, pO3MOPSKEHHS, 3as1Ba, 01aHHs, rpadik Bi-
JITYCTOK, TMOSICHIOBaJbHA 3amucKa, JOMOBiJHA 3ammcKa), a TaKoX iH-
CTPYKIIisl MIOJI0 3aCTOCYBaHHS YHi(piKoBaHUX (POPM JTOKYMEHTIB.

B opranizaimisx, ae o0csir JoKyMeHToo0iry He mepesuitye 10 Tuc.
JIOKYMEHTIB Ha PiK, TAKOTO CTPYKTYPHOTO MiIPO3.Iiiy, K BiAIIN KajpiB,
MOKe He OyTH, TOMY BCi omnepailii, MoB’s3aHi 3 HOro poOOTOr0, BUKOHYE
cekperap-pedepeHT (TEXHIYHUN cekperap, odic-MeHeKep), SAKUH To-
BUHEH MaTH 3HaHHS CTOCOBHO POOOTH 3 JOKYMEHTaMH 3 OCOOOBOIO
CKJIaJly ¥ HaJaBaTH JOMOMOTY BiJIOBIIHUM CIIy>)k0aM Yy TMiJArOTOBIII,
CKJIaJjaHH1, 0)OpMIICHHI IMX JOKYMEHTIB.

[Ipuiimaroun Ha poOOTY 0COO0Y, BIAMOBIAAILHUHN MIPALIBHUK BiJILTY
KaapiB (abo cexkperap-pedepeHt, TexHIUHUI cexpeTrap, odic-MeHEKED)
MOBHHEH 3BIPUTH BCi BiIOMOCTi, BHECEHI HEIO B aHKETy il aBTOOiorpa-
¢iro, 3 opuriHazamu ii TOKYMEHTIB (IIaCIIOPTOM, JUIZIOMOM, TPYIOBOIO
KHIKKOIO).

4.2. IOKyMeHTH 3 KOHTPaKTHOI
CHCTeMH HaliIMaHHA NPaliBHUKIB

VKIlaiaHHs TPYJOBOTO JOTOBOPY CIYTy€ MiAIPYHTSM JJISl BUHUK-
HEHHS Y CTOPiH HHU3KW TpaB i 000B’S3KiB, Mepea0aueHnx 3aKOHOaBCT-
BOM IIPO Tpallo, JIFOYMMH, B Oprasizailii mpaBuiIaMH BHYTPIITHHOT'O
TPYIOBOTO PO3MOPSAKY 1 KOJICKTUBHUM JOTOBOPOM.
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Tpyooesuii 0o206ip — 1e 1OTOBIp NMpaliBHAKA 3 OpraHizaiicro, Mo Mi-
CTUTH B3a€MHi 3000B’si3aHHAA cTOpiH. BiH € ¢opmoro 3ailicHeHHsA
NnpaBa Ha npaimto, 3ade3nevye NpaBo rpoMaiHUHA HA BiIbHUNA BH-
0ip po0oTH 3 YpaxXyBaHHSAM ii0r0 YCTpPeMJIiHb Ta iHTepeciB.

TpynoBi 10roBOpH YKIIaJar0THCS Ha:
e HEBU3HAUEHMH CTPOK, TOOTO MOMEHT X NMPUIIMHEHHS HE BCTaHO-
BITIOETHCS;

® Ha IIEBHUH CTPOK (BiI OJTHOTO JIO ITSITH POKIB);

® Ha yac BUKOHAHHS NEBHOI pOOOTH.

JIBa ocTaHHIX BUJIU € PI3HOBUIOM CTPOKOBHX JIOTOBOPIB.

PospizHsoTh Taki GopMu TPyAOBUX TIOTOBOPIB:

- TPyAOBUi1 JOTOBIp;

- TPYAOBUI KOHTPAKT;

- TpyAOBa yroja.

[Tutanns npo GopMy TpyIOBOro JOTOBOPY BHUPILIYETHCSA 3a MOTO-
JOKCHHSIM CTOPIH.

OdopmiieHHST TPUIHATTA Ha poOOTY 3aBEPUIYEThCS BHJIAHHIM Ha-
Ka3y a0o pO3MOpsSKEHHS PO 3apaxyBaHHS MpalliBHUKA Ha MTOCATy.

Tpyoosa yzo0a — noxkymeHT (popma TpyJOBOrO JOTOBOPY), SIKHM
0 OPMIIFOTBCST B32EMOBIJTHOCHMHM MiX OpraHi3aiielo i MpamiBHUKOM,
SIKAWA HE HAJIEKUTH JI0 11 IITaTy.

Tpyoosuii konmpaxm € 0coOnMBOKO (OPMOI TPYAOBOIO JOrOBOPY,
cdepa 3acTOCyBaHHS SIKOTO BH3HAYAETHCS 3aKOHOJABCTBOM, a IPUHHSIT-
Ts (HaiimMaHHs) Ha PoOOTY MPAIIBHUKIB 3MIHCHIOETHCS HUISXOM YKJa-
JaHHS 3 HUMU KOHTPAaKTy BJIACHUKOM a00 YNOBHOBa)XEHUM HHUM Opra-
HOM, TPOMA/ISTHUHOM Yy BHIIAJIKaX, MPSIMO Mepe0aueHuX YUHHUM 3aKO-
HOJIaBCTBOM.

bazoBuMH HOPMATHBHUMH aKTaMH, IIO PETYIIOIOTH TMOPSIOK YKiIa-
JIaHHS TPYAOBUX KOHTpakTiB, € Komekc 3akoHiB mpo mparro (K3mll),
[TonoxeHHs PO MOPSIOK YKJIaJaHHS KOHTPAKTIB MPHU NPUHHSTTI (Haii-
MaHHi) Ha poOOTy TpaIliBHHUKIB, 3aTBepKeHEe NOCTaHOBOI KabiHeTy
MinictpiB Ykpaiau «[Ipo ynpaBniHHsS MaliHOM, IO € Yy 3arajibHOZepkKa-
BHIlf BiacHocTi». Kpim Toro, Hakazom Minmnpami Ykpaiau Bix 15 kBiTHS
1994 p. Ne23 Oyno 3atBepmkeHo THMOBY (opMy KOHTpPakTy 3 MpalliBHU-
KoM, a mocrtanoBoro KaGinery MinictpiB Ykpainu Bin 2 cepras 1995 p.

98




Ne 597 — TunoBy GopMy KOHTPAKTY 3 KEPiBHUKOM HIAMPHEMCTBA, IIO €
y 3araJbHOJIEpPIKaBHIN BIaCHOCTI.

3rigHo i3 1. 6 [TooKEeHHS TPO MOPSJIOK YKIAJAaHHS KOHTPAKTy 3
KEepIBHUKOM MiIMPUEMCTBA, 110 € y 3aralbHO/ICPKaBHIN BIACHOCTI, IPH
HaliMaHHI Ha po0OOTY, y pa3i BiIMOBH OpraHy yIpaBlliHHS MalHOM yKJja-
CTH KOHTPAKT 3 KEPiBHUKOM ITiIIPUEMCTBA, TPYJIOBUH JIOTOBIp pO3pHBa-
eTbest Ha mizgcrasi m. 1 ct. 40 K3nll. ¥V pasi BiaMoBH KepiBHUKA MiANPH-
€MCTBA YKJIACTH KOHTPAKT TPYAOBHUI JOTOBIp 3 HAM NPHUIUHSIETHCS Ha
migcTasi m. 6 cr. 36 K3nll.

B iHmmx »xe BHIaAKax yKIaJaHHS a00 HE YKJIaJaHHS KOHTPAKTY
3aJIe)KUTh BiJl BOJIEBUSIBJICHHS CTOPiH, TOOTO pOOOTOIABIIS Ta MpalliBHU-
ka. BracHuk abo ynoBHOBaK€HUI HUM OpraH MOK€ BUMaraTH BiJ| IIpa-
L[IBHUKA, SIKMH Mpalo€e 3a TPYJOBUM JOrOBOPOM, YKJIQJAHHS KOHTPAKTY
TiIJIBKK Y TOMY pa3i, KOJH BiH HaJEKUTh JI0 KaTeropii MpaiiBHUKIB, SKi
3TiIHO 13 3aKOHOJIAaBCTBOM IPALIOIOTh 3a KOHTpAakToM. IlopymieHHs mux
BHMOT MOe OYyTH IiJICTaBOIO JJIsi BU3HAHHS BinoBiaHO 1o cT. 9 K3nll
HETIMCHUMHU YMOB TIpalli 3a KOHTPaKTOM, sIKi MOTipIIYIOTh CTaHOBHIIE
MpaliBHUKA TOPIBHSIHO i3 3aKOHOJABCTBOM YKpaiHH, ajpKe MpH yKia-
JaHH1 CTOPOHAMH TPYJIOBUX JJOTOBOPIB Yy (POpPMI KOHTPAKTIB MOXKYTh Oy-
TH miepe0avyeHi HEBUT1IHI JJIs TpaIliBHUKA YMOBH: THMYACOBUH Xapak-
TEp TPYAOBUX BiJTHOCHH, ITiJIBUIICHA BiJMIOBIIANIBHICTh MPAIliBHUKA, J10-
JIATKOBI MMiJICTaBU PO3ipBaHHS JIOTOBOPY TOIIIO.

Binnosigao mo cr. 24 K3nllY koHTpakT yKJIajgaeTbes y MUChMOBIH
¢dopmi, mianucyeTscss poOOTOAAaBIEM Ta MPAILiBHUKOM 1 HaOyBae YMHHO-
CTi 3 MOMEHTY MOTO MiJMKCaHHs a00 3 JIaTH, BU3HAYCHOT CTOPOHAMH Y
KOHTpaKTi. BiH € miacTaBoro 1yt BUAaHHA HaKa3y (PO3MOPSIKEHHS) PO
MPUKHHATTA NpaliBHUKA Ha POOOTY 3 IHS, BCTAHOBIICHOTO Y KOHTPAKTI 32
yTOJIOI0 CTOPIH.

Y KOHTpPaKTi MOXKYTh Tepe10adaTucs: 00CITy MPOIIOHOBAHO1 poO0TH
Ta BUMOTH JI0 SIKOCTI 1 CTPOKIB 11 BUKOHAHHS, CTPOK JIii KOHTPAKTY, Ipa-
Ba, 0OOB’SI3KM Ta B3a€MHA BIJIMOBINAIBLHICT CTOPIH, YMOBH OILIATH H
opraHizaiii mpari, TiJCTaBH MPHUIMHEHHS Ta PO3ipBaHHS KOHTPAKTY,
COIIATLHO-TTOOYTOBI Ta 1HIN YMOBH, HEOOXI/IHI JUIsi BUKOHAHHS B3SITHX
Ha cebe cTopoHamH 3000B’s3aHb, 3 ypaxyBaHHIM cremudika poOoTH,
npodeciifHnX 0coOIMBOCTEN TpalliBHUKA Ta (PiHAHCOBUX MOKIMBOCTEH
poGoTonasis. Ane y 0yAb-iIKOMY pa3i yMOBH KOHTPAKTY He NOBHHHI
NOriplIyBaTH CTAHOBHIIE NMPAUIBHUKA MOPIBHAHO 3 3aKOHO/JABCT-
BOM mpo npamw. Hanpukiaa, po3Mipu BUIUIAT HE MOXKYTh OYTH HWX-
YUMH, HIXK Tepea0aueH0 YNHHUM 3aKOHOJABCTBOM, TPUBAIICTh BiJlITycC-
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TKU HE MO>Ke OyTH MEHIIIOI0 BiJl BCTAHOBJICHOT 3aKOHOIaBCTBOM IS IIi€i
Kareropii MpaliBHUKIB.

YWHHIM TPYAOBUM 3aKOHO/IaBCTBOM Iepe0a4eHo /1Ba BUAM BiJIO-
BITAJTLHOCTI TIPAIliBHUKIB — TUCIUIIIIHAPHY Ta MaTepialibHy. 3a TIPOryI,
[0 € TMOPYIICHHSIM TPYAOBOI TUCHHUIUTIHU, HACTAE MUCHUILTIHAPHA Bif-
MOBIIaTBHICTE 3a npaBuiamu cT. 147 K3nll y Burmsini qoranu abo 3Bi-
npHeHHst. e nepenik juis O1TbIIOCTI KaTeropiil mpaiiBHUKIB € BUKIIIO-
YHHM, 1, OT’KE, HOTO pO3MMpPEHHs (PAaKTUYHO O3HAYAE 3BY)KEHHS iX Tpy-
JIOBUX TIpaB, Mo He gomyckaetbes. 1o »x 10 marepiaibHOI BiamoBiga-
apHOCTI, TO 32 ¢T. 130 K3nll BoHa moknamaeTscst Ha MPaIiBHUKIB TUTBKH
B pa3i 3amojissHHS HUMHU TPpsAMOi TIHCHOT IIKOIM ¥ JIUIe B MeXax, Ie-
pendaueHnx 3aKOHOAABCTBOM, TOOTO, SIK IPABUIIO, B MEKax MEBHOI yac-
THUHU 3apo0iTKy MpariBHuKa. OCKibKH mTpad BUXOAUTH 32 MEXKi BilI-
KOJlyBaHHs MPSIMOT A1MCHOT KO, Or0 3aCTOCYBaHHS 3BYKY€ TPYAOBI
npaBa rpoMa/isHUHA.

KoHTpakTOM MOXyTbh BU3HAYaTUCS JOJATKOBi, KPIM BCTaHOBJICHHUX
YUHHUM 3aKOHOJABCTBOM, TiJICTaBM HOTO PO3ipBaHHA SIK 3 IHIIIaTUBH
npaiiBHUKA, TaK 1 3 iHIIaTHBU poOoTonasist. Hampukman, moxe OyTn
BCTAHOBIICHO, 1110 3 1HIIIaTUBU MpaIliBHUKA KOHTPAKT MOXEe OyTH po3ip-
BaHO B pa3i 3MEHIIEHHS PO3MIpy 3aMOBJICHb TpU BIAPSAHIN dopmi
oriaTH mpari abo 3a YMOBH IICHXOJIOTIYHOT HECYMICHOCTI 3 KOJEKTH-
BoM. OCKiJIbKY Ha TPaIliBHUKIB, 3 SKUMH YKJIaJICHO KOHTPAKT, MOIITUPIO-
€THCS 3aKOHOJIABCTBO TPO TPAIII0, IO PETYIIOE BITHOCHHH 32 TPYJOBUM
JIOTOBOPOM, 32 BUHSTKOM, BCTAHOBJICHHM Ui Ii€l GOpPMU TPYHOBOTO
JIOTOBOPY, KOHTPAKT MOKe OyTH MPUIMHEHO W 3 1HIIMX MiJCTaB, Tepe/-
06ayeHnx 3aKkoHOIaBCTBOM (CT. 36, 39—41 K3nll).

3rigno i3 1. 23 [onokeHHs PO MOPAAOK YKIaJaHHS KOHTPAKTIB MpU
NPUHHATTI (HaliMaHHI) HA pOOOTY MpAIiBHUKIB KOHTPAKT MiJUISTae posip-
BaHHIO JIOCTPOKOBO HA BHUMOT'Y TIpALliBHUKA B pa3i Horo XxBopoOu abo iHBa-
JIJTHOCTI, SIKI TEPEIIKO/KAI0TH BUKOHAHHIO POOOTH 332 KOHTPAKTOM, TIOPY-
IIeHHsT POOOTOAABIIEM 3aKOHOAABCTBA TIPO MPAII0 Ta MOJIOKEHb, repeada-
YEeHUX KOHTPAKTOM, Ta 3 1HIIMX MMOBAKHUX MPUYUH. 3BUTHHEHHS TPAIliBHU-
Ka y IIbOMY pa3i MpOBOIUTHCS BiAIMOBiAHO /10 cT. 39 K3nlL.

[TincraBu po3ipBaHHA KOHTPAKTy 3 IHIMIATUBH POOOTOMABIII HE TI0-
BHHHI TIOTIpIIYBaTH CTAHOBHILE MPAIiBHUKIB MOPIBHAHO 13 MepeadadyeHum
3aKOHOAABCTBOM. Hampwkian, He MOXKHA 3BUIBHHUTH TIPAIliBHUKA 3 TaKWX
MiJICTaB, K JIOCATHEHHSI HUM TIEHCIMHOTO BIKY, OCKUIBKU I1e 0OMEXYE Tpy-
noBi nipaBa rpoMajisiH (ct. 21 K3mll), abo cucremarnuni 3amizHeHHST Ha Po-
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00Ty, SKIIO JIO MPAIliBHAKA PaHIIe HE 3aCTOCOBYBAIMCH 3aXOJTU JTUCIIUTLITI-
HApHOTO YM TpoMaJIcbKoro cTaraeHHs (1. 3 cr. 40 K3nll).

V pasi po3ipBaHHsS KOHTPAKTy 3 1HIIIATUBHA pOOOTOABIIA 3 ITiJICTaB,
3a3HaYCHUX Yy KOHTPAKTI, aje He mepeadadeHNX YHHHUM 3aKOHO/IABCT-
BOM, 3BUIbHEHHS MPOBOANTHCS 3a 1. 8 cT. 36 K3nll, 3 ypaxyBanusm ra-
paHTiii, BCTAHOBJICHUX YMHHUM 3aKOHOJIABCTBOM 1 KOHTPAKTOM.

3rimHo i3 m. 18 IlomokeHHS KOHTpaKT MOBHWHEH IepeadadaTH 30-
00B’s13aHHS POOOTOAABIIS 11010 KOMIIEHCallll MOpajIbHOI Ta MaTepiaib-
HOT IIKOJM, 3allO/IisTHOT MPalliBHUKOBI y pa3i JOCTPOKOBOTO PO3ipBaHHSA
KOHTPAKTY:

" IpaIiBHUKOM — 3 NMPUYMH HEBUKOHAHHS YH HEHAJIC)KHOTO BUKO-

HaHHs poO0TOAABILIEM 3000B’13aHb, Nepe0aYeHNX KOHTPAKTOM;
* poboTOAaBLEM — 3 MiACTaB, HE Mepel0aYeHUX YMHHUM 3aKOHO-
JITABCTBOM Ta KOHTPAKTOM.

VY pa3i HeBUKOHAHHA a00 HEHAJEKHOIO BHKOHAHHS CTOPOHAMM 30-
0O0B’s13aHb, Mepe10aYeHNX Y KOHTPAKTI, HOro MOXe OyTH JOCTPOKOBO PO3i-
PBAHO 3 MOIEPEPKEHHSIM BIIIOBITHOI CTOPOHH 3a JBa THKHI, 1110 IOBOJUTh
BiJIMIHHICTh TPYJIOBOTO KOHTPAKTY BiJI ITMBIJIbHO-TIPABOBOI YTOJIH.

4.3. IlopsA0K JOKYMEHTAJIBLHOT0 0(OPMJICHHS
NPUHHATTS, NIepeBeAeHHS, 3BiJIbHEHHSA 3 PO0OTH

Iopsanok 1OKyMEeHTAJBbHOT0 0()OPMJICHHS] PUIHATTA Ha podo-
Ty. Konm momHa 3BepTaeTbest 3 MpOXaHHIM MPO NPUAHSTTS Ha poOOTY,
HEI0 3aiiMaeThCsl BT KaApiB IMiJIPUEMCTBA, YCTAHOBH, OpraHi3arlii.
e nepmia daza npuitHATTS Ha poboTy — (haza 3ycTpivi. 3assBHUKOBI Ja-
I0Th OJIAHKH 3a56U, 0COOUCTO20 NUCmKA 3 00iKy Kaopis, agmobioepa-
@i, 0co6060i kapmku 1 pO3NOBIIAIOTH PO YMOBU MPUNUHATTS HA poOOTY
1 PO MAMPUEMCTBO sIK Miciie poOotu. [IpuiiHATTS Ha poOOTY HA MifM-
pueMcTBa pisHUX (HOPM BIACHOCTI 3AIMCHIOETHCS Y BIATOBITHOCTI 3 npa-
sunamMu 6HYmMpiuHb020 Mpyoo8o2o po3nopsioKy, AKi 3alpoBaJlKeH] Kepi-
BHUKAMHU MiJIPUEMCTB Ta MOTOKEHI 13 MPO(CIIKOBUMU OpraHi3arlis-
MM, SIKIIO TaKi iCHYIOTb Ha TiAMPUEMCTBI.
BrnamrroByrounck Ha poboTy, MpalliBHAK Ma€ MOIATH aIMiHICTpallii:
» TPYIOBY KHIXKKY, a Y BHUIIAIKY, KOJH 0co0a BIIAIITOBYETHCS Ha
poboty Brepie — noBiaKy 3 pomoynpasininus, JKEKy a6o cinb-
CBKOT pajiil PO OCTAHHIO JISUTbHICTB;
» 3BUIbHEHI y 3amac BiliCbKOBOCITY)KOOBIII TIOMAI0Th GiliCbKOBI K6U-
mKu;
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» MOJIOJII CIICIIANICTH — HanpaeieHust ha pobomy, SKIIO TaKe BH-
JA€ThCSI HABYAJILHUM 3aKJIaIOM.

B ycix Bumaakax nacnopm nogaeThecsi OCOOUCTO.

V pasi, ko podoTa moTpedye crerianbHUX 3HaHb, aaMIHICTpaIlis
MO)KE€ BUMAaraTu BiJ MpaliBHUKa JUIUIOM (KOIMIIO) MpO 3aKiHYCHHS Ha-
BUAJLHOTO 3aKJIaJly Ta CIEMiabHy TpodeciiiHy MmAroToBKy.

3 METOI0 OXOPOHH 3J0POB’Sl HAceJICHHS 0COOM, SKi IparleBiIallTo-
BYIOTBCS Ha MIANPHEMCTBA Xap40BOT IPOMHUCIIOBOCTI, TPOMAJICBKOTO Xa-
pUYyBaHHS, MPOJOBOJILYI Mara3uHM, JUTSAYI 3aKJIa/d, yCi BUAU TPAHCIIO-
PTY, @ TAKOXK Ha MIANPUEMCTBA 31 WIKIAJIUBUMHU YMOBAMHU Tparli, Mmiamis-
rafoTh MEJAUNYHOMY OOCTEKEHHIO 1 32 HOro pe3ysbTaTaMH HAJal0Th Me-
OuuHy 008IOKY.

Crniucku npodeciii Ta MOPAJOK MEIUYHOIO OOCTEKEHHsSI BCTAHOB-
moe MiHicTepcTBO OXOPOHHU 3/I0pOB’ sl YKpaiHu.

ITig wac Geciam oco0a, sika nmpuitmMae Ha poOOTY, Ma€ MEPECBITUUTH-
csl, O JJOKYMEHTH TOT'0, XTO MPAIeBIAIITOBY€ETHCS, BiIMOBIIHO 0popM-
JieHi, To0To 3amucu 3pobJaeHo BipHO, POTOKAPTKH HA JTOKyMEHTax Bif-
MOB1/1at0Th 0CO01 Mpe’ IBHUKA.

IToTim 0co0i, sika MPaIEeBIAITOBYETLCS, BUAAETHCS OMaHK HAKa3y Mpo
NPUIHATTS HA PoOOTY, a00 11e MOKe OyTH THTIOBa (hopMa 3asBH, SIKY Bi3ye
KEpIBHUK BiJUILTy, Ky/IM BIAIITOBYETLCSI 0C00a, TOOTO BIH IOTOKYETHCS 3
MOXKJIMBICTIO IPUMHATTS NPALliBHUKA, @ TAKOK BU3HAYAETHCS, HA SIKY TOCa-
Ty MOKe OyTH NPU3HAYCHUI NIPETESHJICHT 1 3 IKUM OKJIaJIOM.

[Tix vac opopmiieHHs Ha POoOOTY 0coOa 3HAHOMUTBCA 3 MOCAOBOIO
THCTPYKIII€IO Ta TPaBUJIIAMH BHYTPIIIHBOTO PO3MOPSAKY OpraHizaiiii, mi-
JMPUEMCTBA.

PesynbTati METUYHOTO OOCTENKEHHS, BI/IMITKH TIPO BCIIISIKOTO POIY
IHCTPYKTaXi 3 TEXHIKM OE3MEKH 1 MPOTHIIOKEKHOTO MIHIMyMY IIPOCTaB-
JSIFOTBCS Ha 3BOPOTHOMY 00111 OJIaHKY-3asBU TIPO MPUHHATTS Ha POOOTY.

[Ticst mimUcaHHs 3asBH MEPIIOK 0COOO0 IMiIMTPHEMCTBA (YCTaHO-
BH, OpraHisailii) BiJjIiJ1 MEPCOHAIY 3allOBHIOE 0C0008)Y KApMK) Ta 3aIu-
CYy€ TIPI3BUIIIC MPAIBHUKA Y UMAmMHO-NOCA008y Ta aighasimmy KHUTH.

Ocob6o6a Kapmka — 11e 3aTBepKeHa (hopmMa OOIIKOBOTO TOKYMEHTA,
SIKY 3aIOBHIOE CTICIIIATICT KaJIpoBOi CITy»KOM HAa OCHOBI OITUTYBaHHS 0COOH,
110 MPUIMAETHCS Ha poOOTY (ITOCTIHHY, TUIMYacoBYy abo ce30HHY). Ha Bcix
oci0 3amoBHIOETBCS KapTKka 3a (opmoro T-2; Ha CHEIamiCTiB 3 BHUIIOIO
ocBiToro — 3a ¢gopmoro ®-206, HaykoBHX mpalliBHUKIB — T-4. 3anoBHEHY
KapTKy MiJNUCYIOTh KEPIBHUK, MPALiBHUK Ta 3aBipsi€ KEPIBHUK CITYKOH r1e-
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pcoHany (kaapoBoi ciayx0u). OcoO0BI KapTKH KOMITIEKTYIOThCS 3@ CTPYK-
TYPHHMH MIIPO3/IiIaMH, B aJI(PaBITHOMY TIOPSIIIKY.

[Ticnst 3BiTBHEHHSI TpaIliBHIKA 0cO00Ba KapTKa 30epiraeTbes y Bij-
JIT1 IepCoHaTy TPOTSrOM JIBOX POKIB, a B apXiBi — 1ie 73 POKH.

HlImamno-nocadoea Knuza — 11e KHUra peecTpalii NpUuHHATOro Ha
poboty mepconany. BoHa ciyrye s BH3HA4YeHHS SIKICHOTO CKJIay
MpaIiBHUKIB HAa MEBHUN MOMEHT 1 € OCHOBHUM POOOYHMM JIOKYMEHTOM,
SIKHI CKJIAZA€ThCSI HA OCHOBI IITAaTHOTO PO3KIIAY.

[ITatHO-TIOCaT0BA KHUTA A€ MOMIIUBICTH CITY’KOi MEPCOHATY JIaTh
OINEpaTUBHY BIJMOBib Ha YKOMIUIEKTOBAHICTh IUTATy B SIKICHOMY 1 Ki-
JBbKICHOMY BUMIpI.

Jlis onepaTHBHOrO IOUIYKY AAHUX MPO MPALiBHUKIB ICHYE angha-
6imHna KHuza, 10 SKOi BCi MPAIIO0Yi 3aMUCyIOThCS B aihaBiTHOMY T0O-
PAAKY.

VY Bunajxax, Koy ocoda MpU3HAYAEThCS HA MOCAy 3 MaTepiajbHOIO
BI/IMOBITATILHICTIO, 3 HEIO YKIIJa€ThCsl OCOOIMBA IMUCBMOBA y200a Npo Gio-
nogioanvsricmy 3a 3a0e3nedeHHs1 30epekeHH s TiepeJaHnX ii IHHOCTEH, sKa
30epiraerres y Oyxrantepii abo B 0CO0O0BIi CrIpaBi MpailiBHUKA.

V pasi OpuragHoi BiANOBIIAIBHOCTI OpUragvp MPU3HAYAETHCS Ha-
Ka30M KEpiBHMKA, HOBUX MPAI[iBHUKIB J]O OPUTAIN 3apaxoBYIOTh TiJIbKU
3a 3r0JI0K0 3arajibHUX 300piB OpHUram.

IMopsanoKk 1OKYMEHTAJbLHOr0 0()OPMJIEHHSI NepeBeeHHs] Ha iH-
my poborty. [lepeBeeHHs nMpamiBHUKIB i3 OJHOTO MAPO3AUTY S0 1HIIO-
ro 0o(hOpMIIIETHCS HAKA30M PO MEPEBEICHHS.

[pamiBHUK 3BiTYy€E 3a MOMEPEIHIM MicIleM POOOTH, Mepellae CrpaBu
3TiTHO 3 OMHCOM, SIKIIO ILOTO MOTpPeOyITh yMOBU. MeauuHe oOcTe-
KEHHS Ta IHCTPYKTAX 3 TEXHIKH O€3MeKH MPOBOIATHCS Y BHIIAAKAX, KO-
71 11e HeoOX1THO.

[TepeBenenns Ha iHIIY poOOTY peeCTPYEThCS y BT KaapiB, HA-
Ka3 Mpo MepeBeICHHS 30epiracThcsi B 0COOOBIH CIIpaBi MpalliBHUKA.

[Ticns BumaHHS Haka3zy Mpo 3apaxyBaHHS Ha poOOTy IMpo TmepeBe-
JICHHS Ha IHITy poOOTY B TPYAOBIi KHIDKII MPALiBHUK KaJAPOBOI CITyKOU
pOOUTH BIJIMOBITHUH 3aITHC.

VY Hakasi CIiJi TOYHO 3a3HAYUTH HA3BY IMOCAIH, HA SKY MPU3HAYCHO
MpaliBHUKA, BIJIMOBIAHO JI0 IITATHOrO po3kiany. Te came mae OyTu
3p0o0JICHO 1 B TPYIOBIH KHIDKITI.

[Tig yac odopmiIeHHS TEepeBeCHHS Ha 1HITY POOOTY MpalliBHUK, Y
pasi notpedu, 3HAOMUTHCS 3 TTOCAZA0BOIO IHCTPYKIIIEIO Ta 3 TIPaBUIIaMHU
BHYTPILIHBOTO PO3MOPSIAKY MiAPO3ALTY.
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Bci mokymeHTH, mojasi y BiUIiT KaapiB MPH NPUHHSTTI HA POOOTY,
repeBeieHl Ha 1HIIy po0oTy, BUAAHI 100 MpaliBHUKA 3a 4ac Horo po-
00TH, MiJIIUBAIOTHCA Yy TMANKy (TeKy), sSKa BH3HAYAETHCS SIK 0COOOBa
CIpaBa IMpaliBHUKA.

Ocoboea cnpasa — 11e 100ip TOKYMEHTIB, III0 MICTUTh JOKJIAHI Bi-
JOMOCTI mpo mpainiBHUKa. KoxHili 0co00Biii crpaBi MPHUCBOIOIOTH HO-
Mep, SIKAH BiJMOBiZa€ HOMEPY y IITaTHO-IIOCAI0BIH KHM31. B 0co0oBy
CTpaBy MiAMIUBAIOTHCS BCl JOKYMEHTH 1 PO3TIOPSKEHHS, SIKI CTOCYFOTh-
Cs TIpalliBHHUKA 1 BiTOOpaXkatoTh HOTO TPOXOKEHHS 10 CIy>K0i, BiZOMO-
CT1 PO BHHAropoJy, MPOXOJKEHHS KypCiB MiABMILIEHHS KBamidikauii,
pe3yJbTaTH aTecTallii, BiJIOMOCTI IPO JIOTaHH 1 CTSITHEHHS.

Iopsaaok noxkyMeHTaabHOr0 OGopMIiIeHHS 3BiIbHEHHSI 3 Po0o-
TH. 3BITbHEHHSI MTPAIliBHUKA 3 pOOOTH y BIAMOBIJHOCTI 3 YHHHUM 3aKO-
HOJJaBCTBOM MOXe€ 3/1MCHIOBAaTHCA 3a BIACHUM Oa)XaHHSAM, MEPEBOJOM
Ha iHOTY poOOTY B iHIIY OpraHi3ailito, 3alHATTSIM BUOOPHOI mocaau (fe-
nytatT BepxoBHoi Paau), mpu3zoBoM 70 JiaB apMii, a TaKOX 3 iHIIlIaTUBU
aaMiHicTparii.

Jlnist 3BiTbHEHHSI 3 POOOTH 32 BIIACHUM O2)KaHHSIM Ta y 3B’SI3KY 3 T1e-
PEeBEICHHSIM JIO 1HINOI opraHizaiii mpaliBHUK THIIEe 3asBy Ha iM’s Kepi-
BHUKA Oprasizailii, 03HalHOMITIO€ 3 HEI KEPIBHUKA CTPYKTYPHOIO Tij-
po3ainy, e Tpalloe, KaJipoBy CIy»x)O0y, a TAKOX IHIIMX OCi0, sIKi BU3HA-
4yeHi opranizamieto. O3HaOMIICHHS 3JIIHCHIOETHCS 32 JOMOMOIOI0 Bi3y-
BaHHSI 3as1BU TT0CcaoBUMK ocobamu. OTpUMaBIIY BiJIMOBI/IHI Bi3W Ha 3a-
SIBi, TPAIIBHUK TIOJIA€ 11 HA MiAMKUC KePIBHUKOBI, MICIIST YOro BOHA 1 Ha-
MPABISETHCS A0 KAAPOBOI CIIY:KOM, J€ CKIANAEThCs HAKa3 MPO 3Bib-
HEHHS TPAIiBHUKA, B IKOMY (DOPMYITIOETBCS MiJCTaBa I 3BUTBHEHHS 1
3a3HavyaeThes cTarTs Komekcy 3akoHiB mpo mparro YKpainu. Y BiAmosi-
JTHOCTI 3 YMHHUM 3aKOHOJIAaBCTBOM IPOIIEC 3BUILHEHHS TPUBAE ABA THXK-
Hi (14 nHiB).

VY Bigmim KagpiB MpamiBHUK OJEpXKye OOXIMHUN IUCT. O0Xionuil
Jucm — JOKYMEHT, SIKAH J03BoIIsi€ 3a(iKCyBaTW MOBHHUK PO3PAXyHOK
MpaliBHUKA 3 opraHizaiiero. BiH MICTUTH mepernik miapo3aiiiB, SKi mo-
BHHHI 3aCBIUUTH BiJICYTHICTH OOpTriB Mepe OpraHizaIli€ro y mpamiBHu-
KiB, IO 3BUILHSAIOTHCSA. OOXITHUN JHCT Ma€e JOBUIBHY (HOpMy, 3pa3ok
HaBEJICHO HIDKYE.
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BAT «Pexopn»
OBXIJTHUI JIUCT
Cuooposa 1.
«31» TpaBus 2007p.
Hasga minposzainy BigmiTka nmocasoBoi ocodu
. 'ocnonapua yactuHa
. HauanpHuk 3 pexumy
. bibmioreka
. HaganpHuk Bijiiny
. Bimmin kanpis
. byxranrepis

OTpuMaBIIH BCi BiJIMITKH, MIPAIIIBHUK 371a€ OOXITHUIN JIUCT B OyXTai-
TEpilo, sIKa 31HCHIOE OCTATOYHUI PO3PAXYHOK 3 0COOOI0, SIKa 3BUIBHAETHCS.

Skio 3 SKWXOCh MPUYHMH KEPIBHUIITBO HE BiJITycKae MpalliBHUKA,
TO, 3aPEECTPYBABIIH 3asBY TIPO 3BUILHEHHS y CITyK0i, sIKa Bi/IMOBiIa€ 3a
Oprasizarfito JiJIOBOJICTBA, JTIOMHA TMPAIIO€ BU3HAUCH]I 3aKOHOaBCTBOM
14 nHiB, a MOTIM MOXKE HE BUXOJUTH Ha poOOTY.

VY BUMaJKy, KOJM MpaiiBHUKA 3BUIBHIIOTH 3 1HILIATUBU aJIMiHICT-
parii, B OCTaHHBOI MarOTh OyTH CEpHO3HI MIJCTaBH ISl HOTO. Takoro
MiCTaBOIO MOXYTh OyTH HaKa3W MpPO MOPYIICHHS MPaliBHUKOM TpPYI0-
BOTO PO3MOPSIKY, TUCIHHUILIIHU a00 Mpo 3IIHCHEHHS SKUXOCh I1HIITUX
MPOCTYNKiB. 3aKOHOJABCTBOM BH3HAYEHO, IO MMICIS MEPIIOro MPOCTYI-
Ky TpaliBHUK He MOXe OyTH 3BUTbHEHNM. Takux 3ayBa)KeHb, TOKapaHb,
JIOKYMEHTAJIbHO O(hOPMIICHHUX, Ma€ OyTH HE MCHIIE JIBOX, 1 JIUIIIE TICIIs
FOTO MOXKe OyTH PO3ipBaHO yroJy MpoO TPYJOBI CTOCYHKH MK TIparliB-
HUKOM Ta IiJIPUEMCTBOM i BUAHO HAKa3 MPO 3BUTHLHEHHS MpalliBHUKA 3
IHIIIATUBY QJIMIHICTpAIlil, SIKUH 111e MOTpeOye MOTOKCHHSI MPOQCITUIIKH,
SIKIIIO TaKa ICHY€ Ha MiIPUEMCTRI.
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4.4.0c00/1MBOCTi JTOKYMEHTAJIBHOI0 0()OPMIICHHA
oprasizauii po6oTH 3 KajpamMu B OpraHax MicueBoi BJaaau

Opranizaiiito poOOTH 3 KaapaMu y MICbKill Jep)kaBHIN agMiHicTpaii
3IIIMCHIOE BIJUILT KaJpOBOT pOOOTH Ta 3 TUTaHb JIEPYKaBHOI CITy»KOH, a B ro-
JIOBHUX YIPABIIHHAX, BIUIUIAX Ta IHIIMX CIyXO0aX MICIEBOI JepiKaBHOT
aJIMiHICTpaIlii — CTPYKTYpHI MiAPO3ALIH (BiJUILT, CEKTOP, CITy>K0a) KajpiB.

Koopaunariro podotu 3 kajapamu, Hanpukian y KuiBebkiil MichbKiit
Jiep KaBHIN aJMiHICTpallil, 31iHCHIOE perioHaIbHa paja Mo podoTi 3 Kaf-
pamu.

V¥ cekperapiari, TOJIOBHHX yNpPaBIIHHAX, YIPABIIHHAX, BiIiIax Ta
IHIIMX CITy>k0ax MICHEeBOI JepKaBHOI anMmiHicTpamii po3poOsIoThes pi-
YHI 1 IePCIIeKTUBHI TIaHU POOOTH 3 KaJpaMH, B AKHX BU3HAYAIOTHCS 3a-
XOJIU MIOJI0 iX J00OpY, IMiJIrOTOBKHU, MEPEIirOTOBKU Ta ITi{BUIICHHS
KkBamiikaiii, 3a0X04eHHS 1 KOHTPOJIIO 3a X POOOTOI0.

Ipuiinamms na oepocashy ciyxcohy B MICIIEBY JIepKaBHY aIMiHICT-
pariro 3miCHIOETBCS MHUITXOM KOHKYPCHOTO Bimbopy abo 3a iHIIO0
IPOLIEAYPOIO, TepPeadaueHOI0 3aKOHOIaBCTBOM.

[TpuitHATTS 0Cci0 Ha poOOTY 0 MICIICBOI JIep:KaBHOT aaMiHICTparlil
Ha T0ocajy, 0 He BiJIHECEHI JI0 KaTeropil Jep>KaBHUX CITyKOOBIIIB, Ta
YBUIBHEHHS iX 3 POOOTH 3[iHCHIOETHCS BIIIOBITHO 10 3aKOHOJABCTBA
PO Mpario.

Binnin kagpoBoi poOoTH Ta 3 MUTaHb JIEP>KABHOT CIIyKOU, KEPiBHU-
KM CTPYKTYPHHUX HiJPO3JALIIB MICUEBOI AEp)KaBHOI ajMiHicTpalii BH-
BYAKOTh JUIOBI SIKOCTI 0ci0, SIKI IPETEeHIYIOTh Ha MOCaIu JAEp:KaBHUX
CITyKOO0BIIiB.

3 MeTOr0 HaOyTTs MPAKTUYHOTO JOCBIY, MepeBipku mpodeciitHoro
PiBHSA 1 IMOBUX SIKOCTEH 0Ci0, sIKi MPETeHIYIOTh Ha MOCAIN JIePKaBHUX
CJIy’KOOBLIIB, MOKE€ IPOBOJAUTUCH B YCTAHOBJICHOMY IOPSIKY CHMIAMNC)-
6anHs y BIATIOBITHUX CTPYKTYPHUX MiJPO3/iIax aJMiHiCTpaIlii.

[Tpu npuiHATTI Ha AepKaBHY CITy’KO0y MOK€ BCTaHOBJIIOBATHUCS 6lU-
npoOysanHs CTPOKOM JI0 IECTH MICSINB. Y pa3i HEraTUBHOTO Pe3yiibTa-
Ty BUIPOOYBaHHS 0c00a 3BUIBHSETHCS 3 MOCAAN JIEPKABHOIO CIyKOOB-
151 BiJITIOBITHO J10 3aKOHOJIABCTBA MPO IMPAIIFo.

Oco0u, sIKi BriepIle NpU3HaYaloThCsl Ha TIOCAIN JIepKaBHUX CITyKOOB-
B, npuiimaroth [lpucary i mianucyroTs ii Tekct, nepeadauenuii cr. 17 3a-
koHy Ykpainu «Ilpo nepxaBHy cimyxOy», mpo 10 poOUTHCS 3amuc y
TPYJOBIH KHIKITI.
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JIyist 3aHATTS 1MOca ISP KaBHHUX CITY>KOOBIIB Ta MPOCYBAHHS X 1O
ciyx01 B MicUeBid Jiep:KaBHIN agmiHicTpauii Ta il CTPyKTYpHHUX MiJIpO3-
JIJTaxX CTBOPIOETHCS KAOposuil peseps. 3 TpalliBHUKAMU, 3apaxOBaHUMHU
JI0 KaJpOBOTO pe3epBY, MPOBOIUTHCS po0OTa, MO CHpusie HAOYTTIO HU-
MU TIPAKTHYHOTO JTOCBiY, HEOOX1AHOTO ISl 3aWHATTS MOCAI.

[TepeBaxkHe TIpaBO MPOCYBAHHS MO CIYKO1 MAOTh JIepPKaBHI CITyXK-
OOBIIi, SIKI 3apaxoBaHi J0 KaJPOBOTO PE3EPBY, JOCITIN HaHKpaIiux pe-
3YJBTATIB Y pOOOTi, BUABIISAIOTH 1HINIATUBY, MMOCTIHHO MiBUIYIOTH CBil
npodeciiiHnii piBeHb.

Biopsioocenns KepiBHHMIITBA Ta MpPAIiBHUKIB MICLEBOI JepKaBHOI
aZMiHICTpalii 3iHCHIOETHCS Y BiJMOBIIHOCTI 3 TUITaHAMU POOOTH aaMi-
LIEHTPAJIbHUX OPraHiB BIaju.

BinpsyxkeHHst opopMIIIETBCSL PO3TOPSIKEHHSIM KEepiBHUKA Micliie-
BO1 JiepKaBHOI aJMiHICTpaIllii 3a moJlaHHsIM OAHOTO 13 Koro. [IpoekT po-
3MOPSKEHHS TTPO BiAPS/HKCHHS B MEXKaX JEpPKaBH TOTYEThCS BiAJIITIOM
KaJpoBOi poOOTH 3 NMUTAHb AEP>KAaBHOI CIIy>KOH, a PO BIIPS/UKEHHS 3a
KOPJIOH — CITy>)kK00I0 MIDKHAPOJIHUX 3B’SI3KiB CEKpeTapiaTy MICIIeBOi Jiep-
JKaBHOT aaMiHiCTpallii.

[TocBigueHHs PO BiAPSAPKEHHST B MEXax JIepiKaBH O(QOPMIISETHCS
BiJUIIJIOM KaJIpOBO1 poOOTH Ta 3 MUTAHb JIEP)KABHOI CIIykOM Ha TijicTaBi
BUJIAHOT'O PO3MOPS/HKCHHS 1 MiIMUCYETHCS 3aCTYITHUKOM TOJIOBH MicIle-
BOT JIep’KaBHOI aJIMiHiCTpaIlii — KEPIBHUKOM CEKpeTapiarty.

[TocBigueHHsT MPO BIAPSHKEHHS 32 KOPIOH O(QOPMIISETHCS CITYXK-
0010 MIDKHAPOJIHUX 3B’SI3KiB Ha IMiJICTaBI BHJIAHOTO PO3MOPSIPKEHHS 1 ITi-
JMHCY€ETHCS 3aCTYITHUKOM TOJIOBH 3 NMUTaHb MDKHAPOJHUX 3B S3KIB 200
0COOHMCTO TOJIOBOIO JIeprKaJAMiHICTpaIlii.

VY pasi, KOJM 3aCTYIHHKH TOJIOBH, MPALliBHUKU CEKpeTapiary, Kepi-
BHUKU CTPYKTYPHHX IiPO3/ALTIB MICHEBOI Jep:KaBHOI aaMmiHicTpamii
BLUDKDKAIOTh Y BIAPS/DKCHHS, ke He 0(DOPMIISETHCS Y MICIIEBIH Jiep-
JKaBHIN aJIMiHiCcTpaIlii, BOHU MMOBUHHI O0OB’SI3KOBO IMOBIJJOMUTH TIPO II€
TOJIOBY aaMiHICTpalii Ta OTpUMAaTH HOTO MUCHMOBY 3Tr0o/y Ha BHI31 y Bi-
JPSKEHHS.

Yepeosi 6ionycmiku TpAIliBHAKAM MICHKHX JIEpXKaBHUX aJIMIHICTparlii
HaJIAl0ThCS B YCTAHOBJICHOMY TTOPSIIKY 3T1THO 3 TpaghiKoM BiIITyCTOK.

I'padix BiAITyCTOK MEPIIOTO 3aCTYITHHUKA, 3aCTYITHHUKIB TOJOBH, Ke-
PIBHUKIB CTPYKTYPHHUX MiJPO3/iIIB ceKpeTapiary MicleBOi aep:KaBHOT
aZMiHicTpallii, KepiBHUKIB ii TOJIOBHUX YTNpaBIiHb, YIIPABIiHb Ta IHIINX
CITY’K0 3aTBEPKYETHCS PO3TOPSHKESHHSIM TOJIOBHU aIMIHICTpaIIii.
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I'padix BiamyCTOK MpaIiBHUKIB CEKpeTapiaTy MICIEBOi JIepKaBHOI
aJMiHICTpaIlii 3aTBEPPKYEThCS HAKa30M 3aCTYITHHKA TOJIOBU aJMIiHICT-
parii — KepiBHUKaA CeKpeTapiary.

[Mepmmii 3acTyMHUK Ta 3aCTYIMHHKH TOJIOBH MICIIEBOI JIEpyKaBHOI
aZMiHICTpalii MoJal0Th 10 BTy KaapoBOi poOOTH Ta 3 MUTaHb JIEp-
KaBHOI CITy’)KOHM 10 15 TpyaHS KOKHOTO POKY IMPOMO3HINIi MO0 CKIa-
naHHs rpadikiB YeproBUX BiJIIIyCTOK Ha KEPIBHHUKIB CTPYKTYPHHUX Mif-
PO3ALIIB cekpeTapiaTy aAMiHICTpallii, KepIBHUKIB TOJIOBHUX yNpaBIiHb,
YIpaBJiHb, BIAIUTIB Ta IHIIMX CITYXO.

Binmyctka HajaeThes Ha MiJCTaBi 3as1BH, sika 3a 14 qHIB 710 MOYATKY
BIJIITYCTKU MOJIA€THCS HA 1M 51 TOJIOBU aAMiHIcTpallii. 3asBa mpo HaJaHHs
BiJITYCTKH KEPIBHUKIB TOJIOBHUX YINPaBIiHb, YIPaBIiHb, BIIIIB Ta 1H-
IMX CIY’KO MicIeBOi AepiKaBHOI aJMiHiCTpallii, KEpPiBHUKIB CTPYKTYP-
HUX TiIPO3JiJIiB cekpeTapiaTy Mae OyTH TOTOJ[’KEHA Y BiAMOBIAHOTO 3a-
CTYITHWKA TOJIOBH aJMiHiCTpaIlii.

BinmycTku mpaiiBHUKaM CeKpeTapiaTy HaJlaloThCsl Ha Ti/ICTaBi 3asi-
BU, 5IKa 32 14 IHIB 0 MOYATKy BIAMYCTKU MOJAETHCSA HA IM’s 3aCTYIHU-
Ka TOJIOBH MICIIEBOT JIep’KaBHOI aJIMiHiCTpaIlii — KepiBHUKA CeKpeTapia-
Ty. 3asBa NpO HAJaHHA BIAMYCTKM Mae OyTH MOTOAKEHAa KEepPiBHHUKOM
CTPYKTYPHOTO TiJpO3/ily ceKpeTapiaTy Ta BiAMOBIAHUM 3aCTyITHUKOM
TOJIOBH MiCIIEBOT JIep’KaBHOT aIMiHiCcTpallii.

BinmycTku mpariBHUKaM ceKpeTapiaTy HaJaloThCsl HAKa3oM TI0 ce-
KpeTapiaTy MicIIeBOi JepKaBHOI aaMiHicTparlii.

Kontpons 3a norpumaHasM rpadiky BiIyCTOK 3iHCHIOETHCS Bij-
JIJIOM KaJpoBOi poOOTH Ta 3 TIMTAHb JCPKABHOI CITYKOH.

4.5. Haka3u 3 0c000BOIro cKJIaay

3 0co0IHMBOIO yBarow HEOOXIHO MiAXOMUTH JI0 CKIIAJaHHS TEKCTY
HaKa3iB 3 KaJ[pOBUX MUTaHb, 1AM ATAIOYH, 10 HOTO YITKICTh 1 MPaBUIIb-
HICTb JIOTIOMO’KE YHUKHYTH MOPYIICHb MPpaBa Mpo MpPaLo.

Hakasu 3 0c000BOr0 CKilaly periaMeHTyIOTh NPUHHATTS TPOMaISH
Ha poOOTy, MepeMilIeHHs PAIiBHUKIB Ha 1HIII 1MOCaIH, 3BUILHECHHS, Ha-
JIaHHSI BiJIITyCTOK, 320X0YEHHs1, HAKJIaJCHHS CTSATHEHb TOLIO.

Ha Benukux mianpueMcTBax BHKOPHCTOBYIOTH YHi(ikoBaHi hopmMu
Haka3ziB 3 0co00BOro ckiaxy. Ha mimnpuemcrBax (B ycTaHOBax, OpraHi-
3alisfX) 3 HEBEIMKUM OOCSITrOM JOKYMEHTOOOIry 3a3HaueHi Haka3u odo-
PMIIIIOTH Ha 3arajibHUX, CTeHiabHUX OnaHkax abo Ha YUCTHUX apKyIlax
nanepy.
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Texnika oopMiIeHHST HaKa3iB 3 0COOOBOTO CKIIAAY Ma€ JesiKi 0c00-
JHUBOCTI. Y 3arojIoBKy Takoro Haka3y mumyTh: «IIpo oco0oBuil ckiamy.
KoncraTtyroya yacTrHa MOXKE OMYCKaTHCh. Y pO3MOPSI4iid YaCTUHI ITyH-
KTH PO3MIIYIOTHCSL y TIEBHIM MOCTIIOBHOCTI: MPU3HAYCHHS HA MOCany,
NepeBEICHHS, HaIaHHs BiJITYCTKH, 3BUTBHEHHS 3 TIOCAH, 3MiHA MPi3BH-
1112 TOIIIO.

HaxnaneHHs TUCHMITTIHAPDHUX CTSATHEHD 1 OTOJIOMICHHS 320X0YCHBb
0(OpMIISIFOTB, SIK TIPABUIIO, OKPEMUMH HaKa3aMH.

3a ¢opMoro Haka3u MaroTh OyTH olHaKOBUMU. Lle monermye BUKO-
pUCTaHHSI 1X K JOBiAKOBUX. KOXKHUI MYHKT HaKa3y MOYUHAETHCS 3 JTi€-
CJIOBa, sIKa O3HAYA€E Mif0 («IPU3HAYHUTH», IIEPEBECTH», «3BUILHHTHY,
«OTOJIOCUTH HOJSIKY» TOLIO) 1 MUIIEThCS BEIMKUMHU JIiITepaMu. 3 HOBOT'O
pAZKa 3a3HAYalOThCS Mpi3BHINE, iM’s, TT0 6aThKOBI 0COOH, a MOTIM BH-
KJIaJJa€ThCsl TEKCT MyHKTY. HanpukiHIi KOXKHOTO MyHKTY Hakazy 3a3Ha-
YaeThCsl MiZICTaBa sl HOro CKJIaJaHHS.

Haka3 HaOupae 4MHHOCTI 3 MOMEHTY HOTO IiJITUCaHHS 1 peecTpartii.
Opnak okpemi maparpady MOXKyTh MaTH CBOI TEpMiHW HaOpaHHS YWH-
HOCTI.

Jlo BUKJIQy TEKCTy HakKa3zy CTaBIATbCS MEBHI BHUMOTHU, OCKUIBKU
npaBWiIbHE 1 WiTKEe HOro (OpMYIIIOBaHHS TapaHTye TPYJIOBi TpaBa Ipa-
LIBHUKIB.

VY Hakazax mpo NpUHHATTS Ha poOOTY HEOOXITHO 3a3HAYUTHU: HA SIKY
rmocajy, 70 SIKOTO CTPYKTYPHOTO MiIPO3JIiTy 1 3 SKOro ynucia odhopmiis-
€TbCS HAa POOOTY JIOAMHA; BUJ MPUHHATTSA Ha poOOTy (Ha MOCTIHHY — 3
BUNPOOYBAJIbHUM CTPOKOM, 31 CTaKyBaHHSM TOIO, HA TUMYAcOBY — Ha
MIEBHUI CTPOK, 32 CyMICHUIITBOM TOII0); 0COOIMBI yMOBH poOOTH (TIpH-
WHATTA MaTepiajgbHOI BiIMOBINAIBHOCTI, CKOpOUYeHHH poOoumii IeHb
toio). [Ipu mepereieHHI HA POOOTY B TEKCTI 3a3HAYAOTHCS BUJT 1 MOTH-
BYBaHHS MEPEBECHHA. B yCiX BHIaJKax TUMYACOBOTO TEPEBEICHHS 3a-
3HAYA€THCSI HOTO TPUBATICTb.

V Hakazax Tpo HaJaHHS BIIIYCTKH CJiJI 3a3HAYUTH 11 BUJ (OCHOB-
HUH, TOJIATKOBUH, HaBYAIbHUMN, 0e3 00MexXeHHsI 3apo0iTHOT IJ1aTh), 3a-
rajbHy KUIBKICTh POOOYHX JHIB, 1Ty BUXOIY Y BIAIYCTKY i TIOBEPHEH-
HS 3 Hed, 3a sIKUif iepiol poOOTH HalaHO BiAITYCTKY.

3BUTBHSIOYM TIPAIliBHUKIB, 000B’SI3KOBO 3a3HAYAIOTh ATy 1 MOTH-
BYIOTb IiZICTAaBY 3BUTLHEHHSI.

Jlo ocoOnuBocTel HakIaJAEHHS CTSATHEHHS Ha TMOPYIIHMKA TPYJOBOL
JUCIIATUTIHA 1 BUAAHHS Y BIJIMOBITHOCTI 3 MM HaKa3y CIIij BIIHECTH TOU
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¢akr, 110 1iit TpoIeaypi Ma€e IepeayBaTH OTPHUMAHHS BiJl OPYITHUKA TI0-
SICHEHHSI 1I0ZI0 BYMHEHOTO MPOCTYIIKY, 1 TUIbKH MOTIM BUJIA€THCS HAKA3.

Haxa3 mpo 3a0X04YeHHSI BUIAEThCSA HA MIACTaBl MOJaHHS KepiBHUKA
MiAPO3ALTY 1 32 MOTOKEHHS MPO(CIUIKH, SKIIO Taka ICHY€ Ha IMiAIpH-
€MCTBI. Y TEKCTi HaKa3y HaBOJUTHCS IT1ICTaBa 1 BUJI 3a0X0UYCHHS.

Haxkasu 3 oco6oBoro ckiamy opopMISIFOTh B TAKOMY TOPSIIIKY, SIK 1
HaKa3u 3 OCHOBHOI AisibHOCTI. IIpy npomy ocoGiuBa yBara mpuaiis-
€THCSI BI3yBaHHIO.

Haxkasu 3 0co60BOro ckiiajly MaroTh Takl peKBI3UTH:

1) Ha3Ba opranizaiiii, 10 BUJa€ HaKa3;

2) Ha3Ba JIOKyMEHTA;

3) Miclie BUJaHHsI HaKa3y;

4) HOMEp HaKaszy;

5) nmara mianucaHHs;

6) 3aroJIOBOK;

7) TEKCT HaKazy;

8) mignuc KepiBHUKA OpraHizaiii.

4.6. TpynoBi KHMKKH, MOPSIJIOK iX BeleHHs, 00TiKY,
30epiranHsi Ta BUAa4i Npu 3BiJIbHEHHI NpaliBHUKIB

Tpyoosa Knuxcka € OCHOBHUM JOKYMEHTOM IIPO TPYIOBY IisUIb-
HICTh TpalliBHUKA. TPYZOBI KHIKKH 3aBOJISITHCS HAa BCiX MpAIiBHUKIB
MiIPUEMCTB, 3aKJa/liB, YCTAHOB 1 Ooprasizamiil ycix ¢op™m BIacHOCTI,
SKi IPONpalloBaii B HUX TOHAJ I'SITh JIHIB, Y TOMY YHCIi 0ci0, 5Kl €
CIiBBIIACHUKAMH (BJIACHUKAMH) MiANPUEMCTB, CEISIHCHKUX ((pepMepch-
KHX) TOCIOJIAPCTB, CE30HHUX 1 TUMYACOBHUX MPAI[iBHUKIB, a TAKOXK IO-
3alITaTHUX HPALiBHUKIB 32 YMOBH, 110 BOHM MI/UIATalOTh JEPKABHOMY
COLIQJIBHOMY CTPaxyBaHHIO.

Ha npauiBHUKIB, SIKi IPALIOIOTh 32 YMOBaMU TPYJOBOTO JIOTOBOPY Y
HiANPUEMIIIB, 110 HE MalOTh MPaB IOPUIUYHOI 0COOH, a TAKOX Ha Ipa-
[IBHUKIB, SIK1 MIPAIIOIOTh Y OKPEMUX TPOMAJISH MO IXHLOMY OOCIIyTOBY-
BaHHIO (SIK JIOMAlllHi poOITHUII, HIHBKHU, MIO(EPH, OXOPOHHUKHU TOIIIO)
TPY/IOBi KHMKKH HE 3aBOJATHCA. IXHS po6OTa MiATBEpIKYEThCS JO0Bi-
KOIO Oprasi3arlii, 3a y4acTio sikoi OyJi0 YKJIaJeHO TPYJIOBUI JIOTOBIP MiK
HaliMaveM 1 MpaimiBHUKOM, a TaKOX JOBIJIKOIO MPO CIUIATYy BHECKIB JIO
(hoHIy 1epKaBHOTO COIIATBHOTO CTPaXyBaHHS.

Ha oci0, sixi mpaIiioroTh 3a CyMICHHUIITBOM, TPYJIOBI KHIDKKH Be-
JIyThCSI TUTBKY 32 MicIIeM OCHOBHOT pOOOTH.
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[Tpn BrmamTyBaHHI Ha POOOTY TMpAIiBHUK 3000B’SI3aHUIA MOJATH Ka-
POBIif CITy>k01 TPYIOBY KHIKKY, O(DOPMIICHY B YCTAHOBJIICHOMY TIOPSIZIKY .

Oco0m, siKi Briepie oGpopMISIIOTECS Ha poOOTY 1 HE MalOTh TPYIOBOI
KHWO)KKH, TIOBUHHI TIPEJ’ IBUTH NACTIOPT, TUIJIOM a00 THIINMA JOKYMEHT Mpo
ocBiTY un mpodeciiiHy miAroToBKYy. BiliChbKOBOCITY>KOOBIIi, 3BUILHEHI 13
30poitanx Cut YKpaiHu, mpea’ siBISIOTh BiiCBKOBHI KBUTOK.

Oco0wu, 3BiUIbHEHI 3 MICIl TTOKapaHHs, 3000B’s13aHi MIpea’ SBUTH J10-
B1JIKY TIPO 3BIJIbHEHHS.

TpyA0Bi KHIDKKH 1 BKJIQJUIII 10 HUX 3alIOBHIOIOTHCS Y BiJIOBIIHUAX
po3ainax yKpaiHChbKOIO Ta POCIHCHKOI0 MOBaMH.

3amoBHEHHST TPYAOBOI KHW)KKH BIIEpIIE 3/IHCHIOE BIIACHHK a00
YIOBHOBAaXEHUH HUM OpraH He Mi3Hille TH)KHEBOIO CTPOKY 3 JIHS MpH-
HHATTS Ha POOOTY.

J1o Tpy10BOT KHUKKH BHOCSTBCSL:

» BIJIOMOCTI TIpO TMpalliBHUKA: Mpi3BUILE, iM’s, 10 0aThKOBI, JgaTa

HapOJKECHHS;

» BIJIOMOCTI TIpo poOOTY, NEPEBEICHHS Ha IHIIY MOCTiIHY poOOTY,
3BUILHEHHS,

» BIJIOMOCTI IIPO HArOPOYKEHHS 1 320X0UEHHS: PO HATOPOKESHHS
JIep’)KaBHUMHU Haropojamu YKpaiHu Ta Bi3Hakamu YKpaiHu, 3a-
OXOUEHHS 32 YCIXU B POOOTI Ta 1HIII 320XOUYEHHS BiJIMOBIIHO
JI0 YMHHOTO 3aKOHO/ABCTBA Y KpaiHH;

» BIJIOMOCTI TIPO BIJAKPUTTS, Ha sKi BHJIAHO TUILUIOMH, PO BUKO-
pHUCTaHi BUHAXO/H 1 palmioHali3aTOpChbKi MPOMO3HULii Ta Ipo BU-
TUIa4Y€Hi y 3B 3Ky 3 IIMM BUHATOPOIH.

3amucu B TPYAOBIH KHWXKII NpU 3BUIbHEHHI a00 mepeBeIeHHI Ha
iHITY poOOTY MaroTh OYTH BYMHEHI 3TiAHO 3 (POPMYITIOBAHHSAMH, TIEpE/I-
0aueHUMHU YMHHHM 3aKOHOJIABCTBOM, Ta 3 MOCHUJIAHHSIM Ha BIIMOBIIHY
CTaTTIO, ITyHKT 3aKOHY.

VYci 3anmucu 10 TPyIOBOi KHIDKKU MIPO MPUHHATTSA Ha poOOTy, mepe-
BEJICHHS HA IHIIY MOCTiifHY poOOTy ab0 3BUIBHEHHS, a TAKOXK MPO HAro-
pPOIM Ta 3a0X0YEHHS] — BHOCHUTH BIIACHHK a00 YIOBHOBAKEHHI HUM Op-
TaH MICII BUIAHHS HaKa3y (PO3MOPSHKEHHS), aje He Mi3HIIIe THKHEBO-
ro CTPOKY, a B pa3i 3BUILHEHHS — Y JICHb 3BUJIBHCHHS 1 MOBUHHI TOYHO
BIJIMOBIAATH TEKCTY HaKa3y (pO3MOPSIHKEHHS).

Jlatn BUKOHYIOTBCS apaOChKUMU IU(ppaMu (4UCIIO 1 MiCSIb — ABO3-
HayHuMHK). Hanpukiiaz, sSIKIo npamiBHUKa NPUIHITO HA poOOTY 5 CluHA
2007 poky, y rpadi 2 TpyA0BOi KHWKKH 3anucyeThes «05.01.2007».
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3anucu BUKOHYIOTHCS aKypaTHO, PyYKOIO 3 TIEpOM ab0 KyJIbKOBOIO,
YOPHWIOM (ITACTOI0) YOPHOTO, CHHBOTO ab0 (h10JIETOBOIO KOJIBOPIB. 3a-
IHCH TIPO 3BUIBHEHHS, & TAKOK BIOMOCTI PO HATOPOJKEHHS Ta 320X0-
YEHHSI 3aBIPSIIOTHCS MEYATKOIO.

3 KO’KHHMM 3aITMCOM, 110 3aHOCHUTBCS JIO TPYIOBOI KHIDKKH Ha TTiICTaBi
Hakazy (po3MopsKEeHHs ) TIPO TPU3HAYEHHS Ha POOOTY, TIEPEBEICHHS 1 3Bi-
JIbHEHHS], BIIACHUK a00 yIIOBHOBaKEHUI HUM OpraH 3000B’s13aHUI O3Hailo-
MUTH TIPAIiBHUAKA MiJ1 PO3MHICKY B OCOOHCTIH KapTili, B SIKii Mae MOBTOPIO-
BaTHCh BIITIOBIIHUIA 3aIKC 3 TPY/I0BOI KHIKKH (BKJIAIMIIIA).

VY pa3i BUSBIICHHS HETIPABHIBLHOTO 200 HETOYHOT'O 3aITUCY BiIOMOC-
TE Mpo poOOTY, MEepeBeICHHS, a TAKOK MPO HATOPOPKEHHS Ta 330X0-
YEHHS TOILO BUIIPABICHHS BUKOHYE BJIACHUK a00 YIOBHOBAaXXEHUN HUM
opras, sIKuii 3poOUB BiJNOBiIHUE 3amuc. BrnacHuk abo ynoBHOBaKeHHH
HUM OpraH 3a HOBUM MiclileM poOoTH 3000B’s13aHi HAJATH MPAI[iBHUKY B
[LOMY TIOTPiOHY TOTIOMOTY .

3a motpebu BiacHUK ab0 YMOBHOBAKCHHMI HUM OpraH BUIA€ TIpa-
[IBHUKaM Ha 1XHI MPOXaHHS 3aBipeHi BUMHUCKH 3 TPYJIOBUX KHMKOK II10-
JI0 BiJIoMOCTel mpo poOoTy.

VY posaini «Bimomocti mpo poboTy», «BigoMocTi mpo HaropopKeH-
Hs», «BigoMocTi mpo 3a0XOuUeHHS» TPYAOBOT KHWKKH (BKIIAJHINA) 3a-
KpPECJICHHSI paHillle BHECEHUX HETOYHMX a00 HENMPaBWILHUX 3aIlMCIiB HE
JIOITy CKA€ThCSL.

3a nmoTpebu, HANPUKIA, 3MIHU 3aITUCY BIIOMOCTEH PO POOOTY IIi-
CJI 3a3HAYEHHS BiJNOBITHOTO TOPSAIKOBOIO HOMEPY, NaTH BHECEHHS
3anucy B rpadi 3 numryTth: «3amuc 3a Ne... nepiiicauii. [lpuitasro 3a ...
npodeciero (mocamoi)», a y rpadi 4 moBTOPIOIOTH JaTy i HOMEp HaKaszy
(posmopsipkeHHs ) BIacHUKA a00 YITOBHOBAaXEHOTO HUM OPTaHy, 3aIucC 3
SIKOTO HETIPaBHIILHO BHECEHO J0 TPYJO0BOT KHHKKH.

VY TakoMy camMoOMy TOPSIAKY BU3HAETHCS HEMIHCHUM 3aIiC PO 3BilIb-
HEHHsI 1 IepeBeICHHsI Ha 1HIITy TIOCTiifHY poOOTY B pa3i HE3aKOHHOTO 3BiTb-
HeHHsI a00 TiepeBelieHHA. Y LbOMY pasi OpraH, sIKHMH pO3IIsiIaEe TPYHOBI
CIIOpH, POOUTH 3aITMC PO MOHOBJICHHS Ha MONepeIHiil poOoTi abo mpo 3Mi-
Hy (OpMyITIOBaHHS NPUYMHY 3BUTbHEHHA. Hampukman, numersest: «3armmce
3a Ne... € HeiCHIM, TIOHOBJICHO Ha TiorepeHiid podoti». [Ipu 3mini dop-
MYJTFOBaHHS TIPUYWH 3BIUTBHEHHS MMUIIETHCS: «3armc 3a No... € HeTiiCHIM,
3BUIBHEHO ...» 1 3a3HAYAETHCSI HOBE (DOPMYITFOBAHHSI.

V rpadi 4 B Takomy pa3i poOUTHCS MMOCHIaHHSI Ha HaKa3 PO MTOHO-
BJICHHsI Ha PoOOTi 2060 Mpo 3MiHy HOpMYITIOBaHHS MPUYUHU 3BUTbHEHHS.
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3a HasgBHOCTI B TPY/IOBii KHIXKIII 3aIUCy PO 3BIIbHEHHS a0 mepe-
BEJICHHS Ha 1HITY POOOTY, Hajadl BU3HAHUX HEAIMCHUMH, HA MTPOXaHHS
MpaliBHUKA BUIAETHCS AyOJIiKaT TPYI0BOT KHIKKH O3 BHECEHHS 10 Hei
3aIUCy, BU3HAHOTO HEIHCHUM.

3anecennsn gioomocmeil npo npauieHuka. BimoMocTi Tipo mpartis-
HUKa 3alUCYIOTh Ha MEPIIil CTOPiHLI (TUTYJIRHOMY apKyllli) TPYyI0BOi
kHIKKH. [Ipi3Buiie, iM’s Ta mo 6aThKOBI (MOBHICTIO, 0€3 CKOPOYCHHS
a0o 3aMiHU IMEHI Ta 1Mo 0aTHKOBI iHIIIANaMK) 1 laTa HAPOJKEHHS BKa-
3YIOThCS Ha MiJICTaBi macmopTa abo CBIJOITBA IIPO HAPOIKEHHSI.

[Ticns 3a3Ha4YeHHS NaTH 3alOBHEHHS TPYIOBOI KHMKKHU TIPAIliBHUK
CBOIM IMiJIMUCOM 3aBipsi€ MPaBWIBbHICTh BHECEHHMX Bigomoctei. [leprry
CTOPiHKY (THTYJBHUN apKyll) TPYJOBOI KHWKKH MiJNHCYy€e 0coda, Bif-
HOBiJaJIbHA 3a BUJA4y TPYJIOBUX KHMKOK, 1 MIiCJsl LIbOTO CTaBUTh Mevat-
Ky oprasizariii (a0o nmeuaTky BiJJIUTy KaapiB), J€ BIEpIIE 3alIOBHIOETHCS
TPYy/I0Ba KHHXKKA.

3MiHa 3amuciB y TPYJOBHX KHW)KKaX MO MPi3BHILE, iM s, 0 0aTh-
KOB1 1 J]aTy HapoOJKEHHs BUKOHY€E BJIACHUK a00 yIMOBHOBa)XEHUN HUM
Opras 3a OCTaHHIM MiciieM poOOTH Ha MiJICTaBi JOKYMEHTIB (MacmopTa,
CBIJIONTBA MPO HAPOJHKEHHS, MPO N0, PO PO3ipBaHHs NUTIO0Y, PO
3MiHY MPi3BUIIIA, iM s, IO OATHKOBI TOIIO) 3 TOCUIIAHHIM Ha HOMeEp 1 Ja-
Ty [UX JIOKyMCHTIB.

3a3HaveHi 3MIHM 3aMHMCYIOThCS Ha TMEpIIiil CTOPIHI (TUTYILHOMY
apKy1i) TpyAoBoi KHIKKH. OIIHIEI0 PUCKOIO 3aKPECIIOI0Th HAIPUKIIA,
KOJIMIIHE Tpi3BHUILE a00 iM’s, IO OaTHKOBI, ATy HAPOJKECHHS 1 3aIHCY-
IOTh HOBI JIaHi 3 TIOCWJIAHHSM Ha BIJIIMOBIJHI JOKYMEHTH Ha BHYTpIIII-
HbOMY OOIIi OOKJIaJIMHKH, ITiCJIsl YOrO HOBUH 3aITUC 3aBipSIOTH IMiIIMTUCOM
KepiBHUKA OpraHizaiii abo CremiajbHO YIIOBHOBKEHOI HUM OCOOM i
MEYaTKOI0 opranizanii abo BiaiTy Kaapis.

Buecenns gioomocmeit npo pooomy. Y rpadi 3 pozainy «Bigomo-
CTi IIpo poOOTY» SIK 3ar0JIOBOK MHIIYTh TIOBHY Ha3BY OpraHizaliii.

[Tix umm 3aronoBkoM y rpadi | cTaBiIsITh MOPSAKOBHN HOMEp 3alv-
Cy, III0 BHOCUTKCS, y Tpadi 2 3a3HAYAIOTh ATy MPUHHATTS Ha poOoTYy.

VY rpadi 3 mumyts: «[IpuiiasaTo (abo MpHU3HAYEHO) O TaKOTO-TO
BLUILTY, (TTAPO3AUTY, IIEXy, HA JIIHHUIO, BUPOOHHUIITBO)Y 13 3a3HAUYCH-
HSIM HOTO KOHKPETHOI Ha3BH, a TaKoX poOoTH, mpodecii abo mocanu i
Ha0yTOro po3psiay. 3amucH npo Ha3By podoTH, mpodecii abo mocaau, Ha
SIKy TPUMHATO TpAaliBHUKA, BUKOHYIOTh JUIsl POOITHHUKIB 1 CITy>KOOBIIIB
BIJINIOBIIHO 710 Ha3BU mpodeciii 1 mocaj, 3a3HaueHuX y €AuHIN JepiKaB-
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Hill K1acudikarii mpodeciii BCiX KaTeropii mpariBHUKIB HA OCHOBI MiXK-
HapOJHUX CTaHApTiB.

SIkmo TpaliBHAK Mae€ MPaBO HA TICHCIIO 32 BIKOM Ha MUIBMOBHX
YMOBaX, 3aIliC Y TPYJOBIM KHMXKIII POOUTHCS Ha MiACTaBl HaKasy, BUa-
HOTO 3a pe3yJbTaTaMHU aTecTarii poOo4Yux MicCIllb, 1 Ma€ BIAIOBIAaTH Ha-
3Bi CnuckiB BHpOOHHMITB, poOiT, mpodeciii, mocaa i MOKa3HUKIB, IO
JIAl0Th MPABO Ha MIBTOBE MIEHCIHHE 3a0e31eYeHHS.

[Toxa3zuukw, 3a3Haveni y nqux Cruckax, 000B’sI3KOBO TTOBHHHI OyTH
nigTBep/ukeni y KapTi oninku ymMoB mpartii po6o4oro mici 3a pe3yJibTa-
TaMH aTecTallil i MOXKYTh 3aIlIUCyBATUCh Y JTyKKaX.

SIK110 MpamiBHUKY B Tepioll poOOTH MPUCBOIOETHCS HOBUH PO3PS,
po 11e y TPYAOBiH KHIXKIII B YCTAHOBICHOMY MOPSAKY POOUTHCS BiJIIO-
BIHUH 3amuc.

PoGota 3a cymicHMIITBOM, 0OpOpMIIEHA B YCTAaHOBIEHOMY MOPAIKY,
y TPYAOBIN KHWXIII BUAIISETHCS OKPEMUM DPSAKOM. 3amuc BiJOMOCTEH
npo poOOTy 3a CYMICHHUIITBOM BUMHSIIOTH 33 Oa)kKaHHSIM IpalliBHUKA BJa-
CHMK 200 YITOBHOBa)KEHUI HUM OpraH.

[lepeBenenHs mpaliBHUKa Ha 1HITY MOCTIHHY POOOTY Ha TOMY ca-
MOMY MiIpUeMCTBI (opraHizaiii) ohOpMIISIFOTh TAKUM TMOPSIKOM, SIK 1
NPUIHATTS HA poOOTY.

Skio 3a yac poOOTH TpalliBHUKA HAa3Ba, HATIPUKIIA, TTAMPHEMCTBA
3MIHIOETHCS, TIPO 1€ OKPEMUM PSIKOM Y rpadi 3 Tpy10BOi KHUKKH PO-
outbes 3ammc: «IlimnpuemcTBo (HazBa) 3 «_ » 200 p. mepeiiMeHOBaHO
Ha (Ha3Ba)», a y rpadi 4 mpocTaBiIgeThCA MiAcCTaBa MeperMeHyBaHHS,
Haka3 (pOo3MOpsKEHHS ), HOTo JlaTa 1 HoMmep.

CryneHram, ciyxadaM KypciB, Y4HSM, aclipaHTaM Ta KIIHIYHUM
OpAMHATOpPAM, SIKi MAIOTh TPYAOBI KHMKKH, HAaBYAJIbHUHN 3aKias (HayKo-
Ba yCTaHOBA) BHOCHTH 3allMICH MPO Yac HAaBYaHHS HA JCHHUX BiIIiJICH-
HAX (Y TOMY YHCII MIATOTOBYMX) BUIIMX HaBYAIbHUX 3aknafiB. Ilixcra-
BOIO JUIsl TAKMX 3aITMCIB € HaKa3u HABYAJILHOTO 3aKiany (HayKOBOi ycTa-
HOBM) TIPO 3apaxyBaHHS HAa HABYaHHSA Ta MPO BiApaxyBaHHSA 3 YHCIA
CTYZCHTIB, YUHIB, aCIlipaHTiB, KIIIHIYHUX OPAMHATOPIB.

Jlo TpyOBHX KHIKOK 32 MiclieM poOOTH BHOCSTH OKPEMHUM PSITKOM —
3 MOCHJIAHHSAM Ha JIaTy, HOMep, HaiiMEeHYBaHHS BiATOBITHAX TOKYMEH-
TiB — TaKi 3aMKCH:

» 1po 4ac ciyx6om y 30poiianx Cunmax Ykpainu Ta iHIINX BiiChKaX, 1e

Ha TUX, XTO MPOXOJAUTH CIYXKOY, HE TOIIMPIOETHCS 3aKOHOJABCTBO
PO TIPAIIIO 1 IepyKaBHE COIiallbHE CTPaxyBaHHs, 13 3a3HAUYCHHSIM Ja-
TH NIPU30BY (3apaxyBaHHs) 1 1aTH 3BUILHEHHS 31 CITYKOH;
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» PO Yac HaBYaHHS y NpoQeciiHNX HaBYATbHO-BUXOBHUX 3aKJa-
Jax Ta 1HIIMX 3aKjiajax, y HaBYaJbHO-KypPCOBMX KOMOiHATax
(meHTpax, MyHKTax TOMLIO);

»Ipo 4Yac HaBYaHHS y BUIIUX HAaBYAIBHUX 3aKJaJax Ta MPO dYac
nepeOyBaHHs B acHipaHTypi ¥ KIiHIYHIN opauHaTypi (CIoau BXO-
JUTh 1 4ac poOOTH B CTYJIEHTCHKMX Tabopax, Ha BUPOOHHUIN
MPaKTHIN Ta TIPH BUKOHAHHI HAYKOBO-JOCIIITHOI TOCIIJIOTOBIpHOT
TEMaTHKN);

» 1po poOOTYy SIK WICHIB KOJTOCITY — Yy TOMY pasi, KOJIH YNHHUM 3a-
KOHOJ[ABCTBOM Tiepe0aueHo 3apaxyBaHHs I1i€el poOoTH 10 3ara-
JILHOTO TPYJIOBOT'O CTaXKy MpAaIliBHUKIB,

» TIpO Yac JIOTJIsLy 3a iHBamizoM [ rpymu abo TUTHHOK-IHBAJIIIOM Bi-
KOM 710 16 pOKiB, a TaKOX 3a MEHCIOHEPOM, SIKMH 3a BUCHOBKOM Me-
JMYHOTO 3aKyiazy MoTpedye MOCTIHHOIO CTOPOHHBOIO AOMIAAY (II.
«E» ct. 56 3akony Ykpainu «lIpo neHciiine 3a0e3MeueHHs»), y TOMY
YHCITI 32 MPeCTapiiuM, sIKui tocsr 80-piuHOro BIiKY (3riflHO 3 MEHU-
YHUM BHCHOBKOM);

» 06e3po0iTHUM ocobaM — MPO TEepioJ OACPIKAHHS JOMOMOTH TI0
6e3po0ITTIO — 3aHOCUTH Y TPYJIOBY KHHMXKKY OpraH JAep’KaBHOL
citykOu 3alfHSATOCTI HACEJICHHSI.

3a3HavyeHi BUILE 3aMUCH BHOCATHCS J0 TPYAOBOI KHIDKKU MEpen 3a-
HECEHHSIM BiZIOMOCTEH PO POOOTY HA IILOMY MiIMPUEMCTBI (B YCTAaHOBI,
oprasizariii).

3anecennsn @ioomocmeil npo HA2OPOOIyCceHHA | 3a0xoueHHA. J1o
TPYJOBHX KHIKOK IPAIIBHUKIB Y po3aisl «BioMocTi po HaropokeH-
HSD» 3aHOCATHCS BIIOMOCTI PO HAarOpoOKEHHS JEpP:KaBHUMH Haropoja-
MU YKpaiHu Ta Bif3HaKamMu YKpainu; y po3ain «Bimomocti po 3aoxo-
YEHHSI» 3aHOCSIThCS BIJIOMOCTI TIPO 320XOUEHHS 3a YCITIXH B ITparli.

Jlo TpyAOBUX KHIKOK HE 3aHOCATHCS 3allCH TPO TpeMmii, mependa-
YeHI CHCTeMOIO 3apOoO0iTHOI TuIaT abo BUIUIATA SKUX Ma€ PeryJIsIpHUN
XapaxTep.

[Topsimox 3aHEceHHs BiOMOCTEH MPO HATOPOIM i 3a0XOYCHHS Ta-
Kuid: y Tpadi 3 BiIMOBITHOTO PO3AUTY TPYIOBOI KHIKKH THIIETHCS Y
BHIJISIII 3ar0JIOBKA Ha3Ba MiIMPUEMCTBA, HUXKYE y Tpadi 1 3a3HaYaeThCs
MOPSIIKOBUE HOMED 3amucy (HyMepallis 3p0CTae MPOTATOM yChOTO Tiepi-
OJly TPYJOBOI JisUTEHOCTI MpalliBHUKA); Y rpadi 2 cTaBUTHCA aTa HAaro-
poKeHHS 00 3a0X0YEeHHS; ¥ Tpadi 3 3aMuCy€eThCs, XTO HArOPOJIUB a00
3a0XOTHB MPAIiBHUKA, 32 SIKi JOCSATHEHHS 1 SKOK HAropoJorw abo 3ao-
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XO4eHH:M; y rpadi 4 3a3Ha4aeThCs, HA MiICTaBl YOro BHECEHO 3amnwuc (i3
TTOCHJIAHHSAM Ha JIaTy, HOMEp 1 Ha3BY JOKyMEHTA).

3anoenents mpy0oeoi KHUMCKU npu 36iibHeHHI. 3aTCH TIPO TPUYIH-
HU 3BUIbHEHHS y TPYJOBIil KHMXKIII MalOTh BUYMHSITHCS Y TTOBHIN BiIOBII-
HOCTI 3 ()OPMYITFOBAHHSIM YHHHOTO 3aKOHOJABCTBA 3 TOCHJIAHHSAM Ha Bil-
MOBIJIHY CTaTTIO, MyHKT 3aKoHy. Hampuknian: «3BUIbHEHO Y 3B’S3Ky 3 MPO-
ryjoM 0e3 OBaKHUX Ipu4HH, 11. 4 ¢T. 40 K3nll Ykpainuy.

[Ipu pozipBaHHI TPYAOBOrO KOHTPAKTY 3 IHII[IaTHBHU MpalliBHUKA 3
MIPUYWH, i3 SIKUMH 3aKOHOJIABCTBO ITOB’SI3y€ HaJIaHHS MEBHUX IUIBI Ta Iie-
peBar, 3amnwc mpo 3BUTbHEHHS BHOCUTBCS JI0 TPYJIOBOI KHIKKH 13 3a3HAUYCH-
HSAM UX nprarH. Hanpukinan: «3BiIbHEHO 3a BIacCHUM OaykKaHHSIM i3 3apa-
XYBaHHSIM JI0 BUILIOTO HaBYAJIBHOTO 3aKiany, cT. 38 K3nll Ykpaiam».

3anuc y TpyJ0Biil PO 3BUIbHEHHS KHIKIII MPaI[iBHUKA MPOBAINTh-
cs 3 JAOTPUMAHHAM TaKUX HpaBWI: y rpadi 1 cTaBUTBHCS MOPAAKOBUI
HOMeEp 3amucy; y rpadi 2 — nata 3BinbHEHHs; y Tpadi 3 — npuynHa 3Bi-
TpHEeHHsI; y rpadi 4 3a3HavaeThesl, HA MiJCTaBl YOro BHECEHO 3aIUC —
Haka3 (PO3MOpSIKEHHsI ), Horo Jara i HoMep.

JlHeM 3BiJIbHEHHS BBOKAETHCS OCTAHHIH JIeHb pOOOTH.

Hanpukman, TpyaoBuii 10roBip 3 HNpaliBHUKOM MiIPUEMCTBA HPHITH-
HSETHCS Y 3B 13Ky 13 ckopoueHHsM 1mrary 10 xoBtHs 2006 p., SIKHii € ocTaH-
HIM JTHEM poOOTH TIpaIliBHUKA Ha 1[LOMY TiIPHEMCTBI. Y TPYJIOBIH KHUKIT
npalliBHAKa NOTPiOHO 3po0uTH Takmii 3anmc: y rpadi 1 po3ainy «BimomocTi
PO POOOTY» CTABUTKLCSI IOPSAKOBHI HOMEP 3amucy, y rpadi 2 — aara 3Bijib-
nennst (10.10.2006 p.), y rpadi 3 3anucyersest: «3BUIBHEHO 32 CKOPOYEH-
HsM 1TatiB, 1. 1 c1. 40 K3nll Ykpainmy», y rpadi 4 3a3Hauarotses nara i
HOMEp Hakazy (PO3MOPSHKEHHS ) PO 3BUTbHEHHS.

VY pasi nepeBe/icHHS 3 OJHOTO ITIIIPHUEMCTBA HA IHIIE 3a TOTO-
JDKEHHSIM MK iX KepiBHHKamMH y Trpadi 3 3ammcyeThCsi MOCHIAHHS Ha
MOTO/DKEHHS: «3BUIBHEHO Y 3B’S3KY 3 TMIEpEeBEICHHSIM Ha poOOTy Ha (Ha-
3Ba MAMPUEMCTBA), 1. 5 ¢T. 36 K3nll Ykpaiamy.

VY pasi nepexoay Ha BHOOpHY mocany y rpadi 3 pobuthcs 3ammc
«3BUTBHEHO y 3B 513Ky 3 00paHHSAM Ha BUOOpPHY 1ocany B (Ha3Ba oprai-
3amii), m.5. ct. 36 K3nll Ykpainuy.

VY pasi po3ipBaHHS TPYJOBOTO JOTOBOPY 3 iHIIIaTHBH BIACHUKA 200
YIOBHOBAYKEHOTO HUM OPraHy y 3B’sI3KYy 13 3J1HCHEHHSAM 3aXO0/liB II0J0
BJIOCKOHAJICHHSI OpTaHi3allii ympaBIIiHHS TPOMHUCIOBICTIO Ta IHIIMMHU
rajxy3siMd HapOJHOTO TOCTIONAapCTBa, KPiM IMiICTaB, IepeadadyeHnx YnH-
HUAM 3aKOHOJIaBCTBOM, POOHUTHCSI TMOCHIJIAHHS HAa BIAMOBIJHE PIIICHHS
VYpsany Yxpaiaun. Hampuxnan, y rpadi 3 3anmcyerscsi: «3BUIBHEHO 3a
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CKOPOYCHHSIM INTATiB (YU YHCEITBHOCTI) MpamiBHUKIB, 1. 1 cT. 40 K3nll
VYkpainu» 1 1ani B AyKKaxX 3a3HA4a€ThCS BiANOBiIHA ocTaHoBa KabiHe-
Ty MiHicTpiB YKpainu.

V pasi npu3HaueHHs MEHCIi 3a BIKOM, IEHCIi 3a BUCIYTY POKIB Y TpPY-
JIOBI KHIDKITI OpraHaM{ COIIAJIBHOTO 3a0€3MEUeHHsI CTABUTHCS IITAMIT
«[lencito mpuzHauenoy. Lltamn craButhest y po3ain «Bimomocti mpo npu-
3HAYCHHIO TIEHCI». Y TPyIOBUX KHIDKKAX paHillle BCTAaHOBJICHOTO 3pa3Ka
(1938 pik) 3a3HaYCHUIA TIITAMIT CTABUTHCS HA TICPIITi CTOPIHIIL.

Bxnaouw 0o mpyooeoi knuyxcku. Y TOMy pasi, KOJIH y TPYAOBii
KHIDKII 3aTIOBHEHI BCi CTOPIHKHM BiAMOBITHUX PO3/iNIB, i JOMOBHIOIOTH
BKJIQTUIIIEM.

Bxknaanmn BIIMBA€TbCS y TPYAOBY KHHKKY, 3aIlIOBHIOETHCS 1 BEJIETh-
Csl BJJACHMKOM a00 YNOBHOBa)XEHUM HHUM OPraHOM 3a MicleM poOoTu
IpaliBHUKA y TAKOMY CAMOMY MOPSAIKY, 110 i TPY10Ba KHUXKKA.

Brxmagunr 6e3 Tpym0BoT KHIKKHM HEIHCHUA.

[Ipo kOXHMU BUIAHWH BKJIAMII HA TEPINid CTOPIHIN (TUTYJIHLHOMY
apKyIIIi) TPYAOBOI KHIKKH 3BEPXY CTaBUTHCA ITaMIT po3mipom 10 x 25 mm
3 HanmucoM «BumaHO BKIAAMII» 1 TYT e 3a3HAYAIOTHCS cepis 1 HoMep
BKTagumia. [lpu KOoKHIM HACTYITHIM HOTO BHIAa4i Ma€ CTaBUTHCS HOBHI
IITaMI 13 3a3HaYCHHSIM Ccepii 1 HoMepa BKJIaJIHIIA.

VY pa3i noTpedu TOMOBHUTH TPYAOBY KHIKKY BKJIJUIIEM BUIAETH-
Csl BKJIAJIMIII HOBOT'O 3pa3Ka HE3aJeKHO BiJ TOTO, SIKY TPYIOBY KHIDKKY
Mae TMpariBHUK (HOBOTO 4M paHilie BctaHoBieHoro — 1938 1 1974 pp. —
3pasKiB).

Buoaua mpyooeoi knusxcku y pasi 3¢invbnenns. Y pasi 3BUIbHEHHS
IpaliBHUKA BCl 3allUCH MPO poOOTy 1 HAropojau, BHECEHI 10 TPYJIOBOT
KHIDKKHY 32 4yac poOOTH B LIl opraHizaiii, 3acCBi4yIOTh MiMUCOM ii Ke-
piBHMKa a00 cIeliaJbHO YIIOBHOBAXXEHOI HUM 0COOM Ta MEYaTKOK Op-
rasizanii abo Biaainy Kajapis.

VY TpynoBiii KHWXKI 0ci® Tpale3aTHOro BiKy MOTPIOHO 3a3HAYUTH
yac, TPUBAIICTh Ta MicIle MiJABHIIEHHS KBai(ikarlii, 32 OCTaHHi JiBa po-
KU Tepe]l 3BIIbHEHHSM.

VY pasi 3BUTbHEHHS 0CcOOM, sKa TpaIoBaiga B celsTHChKOMY (dep-
MEPCHKOMY) TOCIOIAPCTBI 32 TPYJOBHM JOTOBOPOM, a00 B pa3i MpHUIH-
HEHHS YJICHCTBA B CEJITHCHKOMY ((hepMepChKOMY) TOCTIOAApCTBI TiCIs
BiJIMOBIIHUX 3aIlMCIB Y TPYJOBIM KHUXKIIi, 3pO0JICHUX TOJOBOIO CEJIsH-
ChKOTO ((hepMepCchKOro) rocrnoiapcTBa, TPYJAOBUN CTaX y IIbOMY T'OCIO-
JapCTBl MIATBEPPKYETHCS MIAMUCOM KEpIBHHMKA, 3aCTYNHUKA, I1HIIOL
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YIOBHOBAaKEHOT 0COOM MICIIEBOTO OpraHy Aep:KaBHOI BHKOHABYOI BIIAIH
Ta 3aCBITIYETHCS TIEYATKOIO IIHOTO OPraHy.

TpymoBa KHIKKA 3alTOBHIOETHCSI OJJHOYACHO YKPaiHCBKOIO Ta pO-
CIHCBKOI0 MOBaMH, OOM/IBAa TEKCTH 3aCBITIYIOTHCS OKPEMO.

Biiachuk abo ymoBHOBa)KEHHH HHMM OpraH 3000B’Si3aHUN BUAATH
MPaliBHUKY HOTO TPYIOBY KHM)KKY B JICHb 3BIJIbHEHHS 3 BHECCHHSIM [0
Hel 3ammcy Mpo 3BUTBHEHHS.

[Tpwm 3aTpuMIli BUAa4i TpyIOBOi KHMKKHM 3 BUHU BIIaCHHKA a00 yIIo-
BHOB2)KCHOTO HMM OpTraHy MpaIliBHUKOBI CILIAYY€ThCS CepeHiil 3apodi-
TOK 32 BECh 4aC BUMYIICHOTO MPOTYITy.

JlHeMm 3BUTbHEHHS B TaKOMY pa3i BBaXKAEThCS JICHb BHAYi TPYIOBOI
KHIWKKH. [Ipo HOBMIA 1eHb 3BUILHEHHS BUJIA€ThCS HAKa3, & TAKOXK BHOCUTh-
Csl 3alMC JI0 TPYAOBOI KHIDKKH IpalliBHUKA. PaHirie BHeCEHHH 3amuc mpo
JIEHb 3BUIbHEHHS BU3HAETHCS HEIHCHUM Y BCTAHOBJICHOMY TIOPSIZIKY.

SIK1o mpariBHUK BiICYTHIH Ha poOOTi y JIeHb 3BiIIBHEHHS, TO Biac-
HUK 200 YITOBHOB)KEHUI HUM OpraH y Iiel JIeHb HaCHJIa€ HOMY IOIITO-
BE TIOBIJIOMJICHHSI i3 BKa3iBKOIO TpO MOTpe0y OTpUMaHHS TPYI0BOL
KHIDKKH.

[Tepecunanus Tpy0BOI KHMKKU MOIITOIO 3 TOCTaBKOIO Ha 3a3Haye-
HY a/Ipecy JI0MyCKA€eThCs TUIBKH 32 MUCbMOBOIO 3T0JI00 MPAIliBHUKA.

VY pazi cMepTi mpaiiBHUKA TPYJ0Ba KHMKKA BUJIAETHCS HA PYKH HOTO
HAMOMVOKYMM POZIMYaM ITijl PO3MUCKY a00 HaJICHIAETHCS TOIITOI Ha TXHIO
BUMOTY. Y TPYIOBIi KHUKIII ITOMEPIIOro MpailiBHUKA y po3aii «Bimomocti
mpo poOoTy» micis natu 3anucy B rpadi 3 3amucyerses: «PoboTy nmpumnu-
HEHO y 3B’SI3KY 31 CMEPTIO», JTaJli 3aITOBHIOETHCS Tpada 4 — 3a3HA4aI0ThCS
nata i HoMep Hakasy (po3mopsypkenHs). Llel 3ammc 3acBimuyeTscsi B
YCTQHOBJICHOMY TIOPSIIIKY .

Jlyonikam mpyooeoi knuxcku. Ocoba, sika 3aryOuia TpyaoBy KHU-
KKy (BKJIaIUMI 710 HET), 3000B’s13aHa HETAHO 3asBUTHU PO 1€ BIACHUKY
a00 yIOBHOBa)XCHOMY HHMM OpraHy 3a MiCIIeM OCTaHHbOi poooTu. He mi-
3HimIe 15 qHIB micis 3asBH, a B pa3i yCKIaJHEHHS — B 1HIII CTPOKH, BIla-
CHHK 200 YITOBHOBa)KEHUI HUM OpTaH BHJAE MPAIiBHUKY HOBY TPYIIOBY
KHIDKKY a00 BKJIQJHIN 70 Hel (HOBUX 3pa3KiB) 3 HamucoM «/lyOumika) y
MIPaBOMY BEPXHbOMY KYTKY IEpIIOi CTOPIHKH.

HyOmikaT Tpy10BO1 KHUKKH a00 BKIJIAJUII /IO Hei 3aIIOBHIOETHCS 3a
3araJlbHUMHU TIpaBwiaMu. Y posniiax «Bigomocti mpo podoty», «Bimno-
MOCTI ITPO HArOpOUKECHH», «BiZoMOCTI PO 3a0XOYSHHS» TPU 3aIOB-
HEHHi Jy0JliKaTa BHOCSTBCS 3alIUCH MPO poOOTYy, a TaKOXK MPO HATOpO-
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JDKEHHSI 1 3a0X0UYSHHS 32 MICIIeM OCTaHHBOI pOOOTH Ha Mi/ICTaBi paHimie
BHJIAHUX HaKa3iB (PO3MOPSIKEHb).

SIKII0 TpaIiBHUK O BIIAIITYBAaHHS HA II€ MIANPHEMCTBO BXKE TIpa-
L[}OBaB, TO MPHU 3aMOBHEHHI QyOiiKaTa TPYJI0BOi KHIKKUA B po3ain «Bi-
JIOMOCTI1 Tpo poOoTy» y rpady 3 crnoyaTKy BHOCUTHCS 3amuc Mpo 3ara-
JBHUAN CTaX WOro poOOTH 10 BIAIITYBaHHS Ha 1€ TMiIMPUEMCTBO, SKHN
MiATBEPIKYETHCS TJOKYMEHTAMH.

3aranpHUIA CTaXXK poOOTH 3aIHUCYETHCS CyMapHO, TOOTO 3a3HAYAETh-
sl 3arajibHa KUJIBKICTh POKIB, MICAIIB 1 IHIB POOOTH O€3 yTOUHEHHS, Ha
SKOMY MIAIPUEMCTBI, B IKUH Yac 1 Ha SKUX MMOCagax MpaloBaB y MUHY-
JIOMY BJIACHUK TPYJOBOT KHIKKH.

ITicnsa uporo 3arajibHUil CTaX, MIATBEPIYKEHUH HAJIEKHO O(POpMIICHH-
MM JJOKYMEHTaMH, 3alUCY€EThCS 38 OKPEMUMH TIEpioJaMu poOOTH B TaKOMY
NOpSAKY: y rpadi 2 3a3HAYAETHCS JlaTa MPUHHATTS Ha poOoty; y rpadi 3
NMIIEThCS Ha3Ba MIANPUEMCTBA, 1€ MPAlIOBaB IMpPAL[iBHUK, a TaKOX LEX
(Bimmin) 1 mocanga (pobota), Ha Ky OyJI0 MPUAHSTO MPaIliBHUKA. 3amuc y
JTyOmTiKaTi Tpy/I0BO1 KHMXKKH BIZIOMOCTEH MPO poOOTY 3a CyMICHHIITBOM Ta
3a CyMIIlIeHHSIM Tipodeciit poBaAnuThCs 32 OaXKaHHSIM TpaIliBHUKA.

SIK110 3 MOAAaHUX JOKYMEHTIB BUAHO, L0 NpalliBHUKA ME€PEBOANIN
Ha 1HNIy TOCTilHY POOOTY Tii camiii opraHizalii, To Mpo 1e poOUTHCS
BIJIIOBIAHU 3aITHC.

[Ticnst uporo y rpadi 2 3amucyroTh Aary 3BibHEHHs, a B rpadi 3 —
MIPUYMHY 3BUTBHEHHS, SIKIO Y MTOJaHOMY MPAIliBHUKOM JJOKYMEHTI € TaKi
JIaHi.

VY ToMmy pasi, KOIM JOKYMEHTH HE MICTATh YCiX 3a3HAYCHHUX BUILE
JaHUX TPO poOOTy B MUHYJIOMY, B JyOJiKaTi TPYIOBOI KHMKKHU 3aIu-
CYIOTh TIJIBKHU Ti JIaHi, 10 € B JOKYMEHTaX.

VY rpadi 4 3a3Ha4alOTH Ha3BY, AATy i HOMEp JOKYMEHTA, Ha MiACTaBi
SIKOTO BYMHEHO BIJIIIOBI/IHI 3amucy B AyOmikaTi. JIOkyMeHTH, 1O ITiIT-
BEPIUKYIOTh CTak poOOTH, MMOBEPTAIOTHCS BIACHUKY. BrmacHuk abo ymo-
BHOB@KCHHII HUM OpraH 3000B’S3aHUI CIIPHATH NPAIiBHUKOBI B OfEp-
YKaHHI JJOKYMEHTIB, SIKi MATBEPKYIOTh CTaX HOro podoTH, M0 Tepey-
BaB BJIAIITYBAHHIO HA 1€ MiAMPHEMCTBO.

He 3a3HavarioThCs B MiJCYMKOBOMY 3arajlHOMy CTaxi po0otu, a
3aIUCYIOTHCS OKPEMUM PSIKOM 3 TOCHJIAHHSAM Ha J1aTy, HOMEp 1 Ha3BY
BIJIMOBIHHUX JIOKYMCHTIB, KPIM BIJOMOCTEH, 3a3HAUCHUX BHUIIC 3aIHCH:

a) TIpo 4ac nepedyBaHHS y HAPOJHOMY OITOJTYCHHI Ta MapTHU3aHCh-

KHX 3aroHax i3 3a3Ha4CHHSM JaTH 3apaxyBaHHS 1 JaTh 3BUIbHEH-
HS 31 CITyXO0u;
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0) mpo PoOOTY SK YICHA apTiJii IPOMHCIOBOI KOOTepariii.
Sxmo TpynoBa KHMXKKa (BKJIAIWII 0 HEi ) craja HENpUIaTHOIO
(oOropisioro, po3ipBaHOIO, 3a0PYIHEHOI TOIIO), BIACHUK a00 YIOBHO-
Ba)KEHUI HUM OpraH 3a OCTaHHIM MiclieM POOOTH BMJIA€ TPAaIliBHUKOBI
IyOmiKaT TPYI0BOI KHMKKHY (BKJIaAUII 10 HEY).
[Tpu npoMy Ha TepIIiii CTOPIHI TPYAOBOI KHIDKKH, IO CTaja He-
MPUIATHOK, pOOUThCS Hamuc: «Bumpano ayOrikaT», a KHIDKKaA IMOBEpTa-
eTbesl 11 BnacHuKy. [Ipu BiamTyBaHHi Ha HOBE Miclie POOOTH IMpaliBHUK
3000B’s13aHMI TIpe]1’ IBUTH Ty OJIiKaT TPY10BOT KHIKKH.
Po3paxynku 3a mpyoogi knusxcku ma ix 30epicanns. 3a BUNINCYBaHHA
TPYI0BOT KHM>KKH 3 TIPALIiBHUKA CTATYETHCS CyMa il BapTocTi. Y pasi Buaaui
nyOnikaTa TPyJOBOi KHMKKH, BTPau€HOI 3 BUHM IpalLliBHUKA, CTATYEThCS
riata y po3mipi 10 BificOTKiB MiHIMaJIbHOT 3ap00ITHOT MJIaTH.
VY pa3i HeNpaBUIBHOTO MEPBUHHOIO 3aIIOBHEHHS TPYJI0BOI KHHKKU
a0o BKJIaJuILIa 10 HEl, a TAKOXK NCYBaHHS OJaHKIB BHACIIIOK HE0AI0ro
30epiranHst BapTicTh 3iMCOBaHUX OJIAHKIB CIIJIa4ye OpraHi3allis.
Slkio TpyZI0BY KHMXKKY TpalliBHUKa 3ary0JjeHO opraHizaili€ro BHa-
CIIJIOK CTUXIMHOTO Jinxa abo 3 HIIUX MPUYHH, MPAIIBHUKOBI BUAAETHCS
TyOmiKaT TpyI0OBOi KHMKKH Oe3 CTATHEHHS 11 BApTOCTI.
TpyaoBi KHWKKH Ta AyOJIiKaTH, HE OJeprKaHi MpalliBHUKAMH TPH
3BUIBHEHI, 30€PiraloThCsl MPOTITOM JIBOX POKIB y BT KaJIpiB, OKPEMO
BiJI TPYJIOBUX KHMKOK Mpamorounx ocio. Ilicis Toro sik mei cTpok mMu-
HYB He3aTpeOyBaHi TPYI0BI KHIKKH (J{yOIiKaTH) 30epiraroThCsi B apXiBi
opranizanii nmpotsirom 50 pokiB, a MiCIs 3aKiHYEHHS 3a3HAYEHOT'O CTPO-
Ky 1X MOKHA 3HUIIUTH B yCTAaHOBJICHOMY TOPSIKY.
Brnacuuk a6o ymoBHOBaXEHHWH HUM OpraH 3000B’si3aHUN MOCTIIHO
MaTH 3arac OJaHKIB TPYJIOBUX KHIKOK 1 BKJIQJIMIIIB 10 HUX.
Oo6nik mpyoosux Knuxcox. B opranizanii BeneTbcs Taka JOKyMEH-
Tamist 3 00JiKy OJaHKIB TPYIOBUX KHIKOK 1 3allOBHEHUX TPYIOBHX
KHIKOK:
a) kHUra oO;iKy ONaHKiB TPYJOBHUX KHIKOK 1 BKJIQJWIIIB 10 HUX,
3aTBep/pKeHa HakazoM Mincrary Ykpainu Bix 11 cepmas 1993 p.
Ne 180;

0) kHUTA OOINIKY pyXy TPYAOBUX KHM)KOK 1 BKJIAQIUIIIB 10 HHX, 3a-
TBepKeHa HakazoM MiHcraty Ykpainu Bing 11 cepmus 1993 p.
Ne 180.

Jo Kuauru o6miky GyiaHKIB TPYIOBUX KHMYKOK 1 BKJIQJMIIIB 0 HUX
BHOCSITHCSI BC1 omepallii, oB’si3aHi 3 oJiep>KaHHAM 1 BUTpayaHHsAM OJaH-
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KiB TPYJOBHX KHM)KOK 1 BKJIQJHIIIB IO HUX 13 3a3HAYCHHSIM cepii Ta HO-
Mepa KoxHoro Oianky. Kuury Bene Oyxranrepis.

Kuury o0miky pyxy TpyIOBHX KHM)KOK 1 BKIQJIHWIIIB JIO HUX Bele
BIJUIIT KaapiB abo iHIMI mimpo3min (cmiBpoOITHHK), SKUH odopmitste
NPUUHSTTA 1 3BUIbHEHHSA MPALiBHUKIB. Y 1[Il KHM31 PEECTPYIOThCS BCi
TPYJOB1 KHMXKH, IPUWHATI Bl MPaliBHUKIB MPH BJIALITYBAaHHI Ha PO-
00Ty, a TaKOX TPYZOB1 KHIKKH 1 BKJIaJWII 10 HUX, BU/IaHI MpaliBHU-
KaM 3HOBY 13 3amHCcOM cepii 1 Homepa.

VYV pasi ogepkaHHS TPYJOBOi KHMKKH Y 3B’SI3KYy 13 3BUIbHEHHSIM
HpaLiBHUK PO3MUCYETHCS B OCOOUCTIN KapTii 1 KHU31 00Ky .

Kuwnra oOniky OnaHKiB TPyAOBHUX KHWKOK 1 BKJIQJUIIIB JO HUX 1
KHHATa OOJiKY pyXy TPYJOBHX KHI)KOK MaroTh OyTH MPOHYMEpOBaHi,
MPONIHYPOBaHi Ta CKPIIJIeH] MiIMUCOM KepPiBHUKA 1 IEYaTKOIO.

brnanku TpyJJ0BUX KHHMIKOK 1 BKJIQJIUIIIIB 10 HUX 30epiratotbes B Oy-
XTanTepii K JOKYMEHTH CYBOPOI 3BITHOCTI 1 BUIAIOTHCS 32 3asiBKOIO B
mia3BiT 0c001, BiIMOBIabHINM 32 BEICHHS TPYAOBUX KHIKOK.

ITicita 3aKkiHYEHHS KOKHOTO MICSAII, 0c00a, SIKa BIAMOBIIAE 3a BEICHHS
TPYJIOBUX KHIDKOK, Mojiae OyxranTepii 3BiT Mpo HasBHICTL OJIAHKIB TPY/I0-
BUX KHIDKOK 1 BKJIQJIMIIIB J0 HUX Ta IPO CYMH, OJIep>KaHi 3a 3allOBHEHHS
TPYI0BOT KHMKKH 1 BKJIQJIMIIIB JI0 HUX, 3 JIOJIATKOM MPHUOYTKOBOTO OpJiepa.

Ha 3imcoBani mij 4dac 3armoBHEHHS OJAHKW TPYAOBUX KHUKOK 1
BKJIQJIMIIIB JI0 HUX CKJIAZA€THCS aKT 3a (POPMOIO, 3aTBEP/IKEHOIO HaKa-
30M Mincrary Ykpainu Big 11 ceprasg 1993 p. Ne 180.

Po3znao mpyoosux cnopis. Binnosinno no ct. 224 Kojekcy 3ako-
HIB MpO Tpaifo YKpaiHW KOMICisi 3 TPYAOBUX CIIOpPIB € 00OB’SI3KOBUM
MIEPBUHHUM OPTaHOM JUIS PO3TIIALY TPYAOBUX CHOPIB, OB’ A3aHUX 13 Be-
JICHHSIM TPYJOBUX KHUKOK.

Po3’sicHeHHs] UTaHb, MOB’A3aHUX 13 BEICHHSIM TPYJOBHUX KHUKOK
Hatae MiHICTepPCTBO Mpatli 1 COIiabHOT MOMITUKA YKpaiHH.

4.7. Cxiaganus oco0ucTux oQiuniiiHUX JOKYMEHTIB

Ocobucmuii aucmox 3 001Ky Kadpie — JOKYMEHT, B SIKOMY MicC-
TATHCS OCHOBHI BiJIOMOCTI MMPO TpailiBHUKA. BiH 3aMTOBHIOETHCS TPAIliB-
HUKOM 1 Ma€ THIIOBY (opMmy.

Aemobiozpaghia — 1e XuTTENUC 0COOU, SKUH CKIAAEHO 0COOO0I0
BracHopyd. dopma BUKIALy TEKCTy AOBLTbHA. ABTOOIOTpadis — AOKY-
MEHT 3 HE3HAYHUM pPIBHEM CTaHIApTH3allii, TOMy OCHOBHI BUMOTH [0
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HOT0 HaNMCaHHA TOJATAI0Th, HACAMIIEPEl, B HEBHUEPITHOCTI MOTPiOHMX
BIJIOMOCTEH 1 B JTAKOHI3MI1 BUKJIAY.

B aBToGiorpadii 000B’I3K0BO BKa3yIOThCS:
Mpi3BHIIE, iM 51, IO 0aTHKOBI;
JaTa HapOHKCHHS;
MicCIIe HapOPKEHHS,
B1JIOMOCTI MpO HaBuaHHS (IOBHE HAMMEHYBaHHS BCIX HaBYaJlb-
HUX 3aKJIaJliB, B SKHX JIOBEJIOCH HABUATHCSA);
B1JIOMOCTI MPO TPYAOBY IiSUIBHICTH (KOPOTKO Yy XPOHOJOTIUHIN
MOCITiIJOBHOCTI MEPENTIUUTH MicCIIs ITpalli Ta Iocajn);
B1JIOMOCTI TIPO TPOMaICHKy poOoTy (Bci ii BUIH);
KOPOTKi BifiomMocTi mpo ckiajg cim’i (0aTbko, MaTH, YOJIOBIK,
JIpYKUHA, JTITH).

HasBy noxymenrta («ABToOiorpadisi») MUIIyTh MOCEpEUH] psjKa,
TPOXHU HIKYE BepXHbOro mnois. KoxkHe HOBE MOBITOMIJIEHHS Ma€ MOYH-
HATHCH 3 a03airy.

Vi nati nuiyThes 3a TakuM 3pazkoM: «13 rpyans 2002 poxy», «y
oepesni 1998 poky», «mpotsrom 1997/1998 HaBuaNbHOTO POKYY.

JlaTy HamucaHHs CTaBJATH JIIBOPYY MiJl TEKCTOM, MiJIIKC aBTOpa —
paBopyHY.

/lopyuenns — 11e TMCBMOBE TIOBHOB)KEHHS, 1110 BUJIAETHCS OpraHi3aili-
€10 200 OKpeMoro 0co0Ot0 1HIITIM 0co01 /IS TIOAAaHHS TpeTiit 0co0i ((izuy-
HIill UM FOPWINYHIN) NPy 31HCHEHH] SIKUXOCh FOPUINYHKX T, OJIepKaHHi
MIEBHUX T'POLIOBHX KOIITIB 200 MarepialbHUX LIHHOCTEH, HIIMMH CIIOBa-
MH, JIOPYYCHHS — TIe JIOKYMEHT, 3a SIKUM OpraHi3allisi 4u okpeMa ocoda Ha-
JIa€ TPaBo 1HIIIH 0co0i Bif ii iMeHI 3/[ICHIOBATH SIKICh JIil.

JlopyueHHSs OAUIAIOTh Ha O(iliifHI Ta 0COOUCTI.

Oqiyiiini nopy4eHHS YHOBHOBAaXKYIOTh 0COOYy — Ha BUKOHAHHS Op-
ragizamifaux Aii. BoHn mogiasfroThLCs Ha TaKi BUIH:

" pa3oBi — YIOBHOBAaXYIOTh Ha BUKOHAHHS OJHOPA30Bi 1ii (Haitgac-
TillIe — IIe OTPUMAaHHS TOBapHO-MaTepiabHUX MIHHOCTEH);

* crienianbHi — HAaJal0Th TIOBHOBAXCHHS CITY)00Biil 0c0o0i Ha 3iii-
CHEHHS OJJHOTHITHMX BYMHKIB: Ha MPEACTAaBHUIITBO B OpraHax Cyay, Ha
3MIACHEHHS TPAaHCIOPTHUX, TOCMOJAPCHKUX, OAHKIBCHKUX OMeparii y
Me)Kax MeBHOTO Yacy;

" 3arajbHI — HAJAlOTh MPABO 3AIHCHEHHS ONeEparlliid, MoB’ I3aHUX 3
yTPaBIIiHHSIM MaiHOM.

Ocobucmi nOopydeHHsI — Ha/Ial0Th TOBHOBA)KEHHS OJIHIET 0COOM THIIIII
(paBo Ha ojiep>kaHHs 3apOOITHOT TIIATH, TIOLITOBOTO MEPEKasy TOIIO).

YVV VYV VVVY
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Odiniine nopydyeHHs opopmiisie opranizariisi. BoHo Mae Taki pekBi-

S3UTH:
L]

Ha3Ba OpraHi3allii, sKka BHIAE€ TOPYYCHHS (TMO3HaUYeHa Ha OJIAaHKY
a00 Ha MPOCTaBJICHOMY IITAaMIIi 3J1iBa Bropi apKyIia);

Ha3Ba BUIY JTOKYMEHTA (JOPYYCHHS);

HOMED, JlaTa, MiCIle BUIai;

rocaja, Mpi3BUIIe, iM s, TT0 0aTEKOBI 0COOM, SKilf BUIAETHCS H0-
PYYCHHS;

Ha3Ba oOprasizailii, BiJi sikoi MOBHHHI OyTH O/iep>KaHi TOBAapHO-
MaTepialbHI LIHHOCTI;

HOMeEp 1 J1aTa BHJAa4i CYNPOBIHOTO JAOKyMEHTa (Hapsay, po3Ha-
PAAKH);

TEPMiH JIii 1OpyUYEHHS;

3pa3oK MiJNUCy 0co0u, SIKi BUIAHO JOPYUCHHS,

Ha3Ba JOKYMEHTa, 1110 MOCBIAYYy€e 0CO0Y, AKi BUIAHO JOPYUYECHHS
oJIepKyBaya I[iHHOCTEH (MacnopT, MOCBITYCHHS);

MiTUCH CIY)XKO0BUX 0OCi0, SIK1 BUIAIH JOPYUEHHS;

revarka opraHizailii, o Buaaza JopyueHHs.

Ocobucmi dopyyenns CKIalaloTh oKpeMi (Pi3udHI 0COOH.
OO00B’s13K0B1 PEKBI3UTH OCOOUCTOTO JOPYUYCHHS TaKi:

Ha3Ba BHUJLy IOKYMEHTY (JJOpYUYCHHS);

npi3BHIIE, iM’s1, IO 6aTHKOBI 0COOM, sSIKa BHJIAa JOPYUCHHS;
npi3BuIIe, iM’s, Mo 6aTbKOBI 0COOH, SIKil BHUJAHE 1€ TOPYYCHHS
(oBipeHoi ocobn);

TEPMIH JIii JOKYyMEHTA;

JaTa CKIIAJaHHs, MAMUC 0COOH 1 JOBIPUTEIIS;

3aCBIUEHHS MIIHUCY OPTraHi3ali€lo, /e TMPAIoe, HABUYAETHCS JI0-
BIpHUTEb.
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3pa3zok oghiuiiinozo dopyuenus

JOPYUYEHHA Ne
M. KuiB, cboMe JIF0TOTO JIBi TUCSYi CBOMOTO POKY

A, Terpenxo Onexcanap IlaBnosuu, agpeca m. Kuis, Byin. ['pymieBcyko-
ro, 24, k8. 3, nopy4ato rpomagsani Kupumtok Huni CrenaniBHi, sika MEIIKae
B MicTi Jlynpky o Byaumi Mupy, 18, kB. 3, nmpojatu OyJIUHOK, IO € MOEO
BJacHicTo, B cem bopoBuui BonmHchkoi oOnacti, mo Bynuii JlicoBiit mia
HOMepoM 15 3a 1iHy 1 Ha yMoOBax, siki OyAyTh JOLUIBHI Ha ii po3cya, oaep-
JKyBaTH BCl HEOOXITHI JIOBIJKH 1 IOKYMEHTH, ITOJaBaTH BiJl MOTO iMEHI 3asBH,
MiAMUCAaTH JOTOBIpP MPO KYMiBIIO-MIPOAAXK, OJEPKATH HAJICKHI 33 MPOJAHHMA
OyAMHOK TPOIIIi, PO3MUCATHCS 32 MEHE 1 BUKOHYBATH BCi JIii, ITOB’s13aHi 3 BU-
KOHAHHSM IIHOTO JOPYICHHS.

27 motoro 2007 poky Iie JOpy4YeHHs 3acBigdeHo MHoto, [laBmoBum I'.M.,
CeKpeTapeM BUKOHKOMY BOJIMHCBEKOT MiCEKOT pajii HAPOIHUX JCITyTATIB.

Hopyuenns mianucano rp. [lerperko Onexcanapom IlaBnoBudyem y mMo-
iif MPUCYTHOCTI, 0co0a OTO BCTAHOBJICHA, JII€3/IaTHICTH MEpeBipeHa.

I'epOoBa neyaTka BUKOHKOMY

Cexkperap (migmmc)
3apeecTpoBano B peectpi 3a Ne 2718/2
CriadeHo JiepyKaBHOTO 300py

I1.A.IBaHEHKO

JOPYUEHHS
S, I'puropenko IBan Kupuinosuy, nopyvaro brnusniok Tamapi [BaHiBHI
ONlepKaTH B Kacupa YNPaBIiHHI HAJICKHY MCEHI 3apIuiaTy 3a JIOTHH
2007 poky.
Hopyuenns niticae 1o 1 xBiTHs 2007 poky.

07.02.2007 poky
Imxenep ['puropenko 1.K. 3acBimuyro: LK.I'puropenko
(migrmuc)
HauvanbHuk ynpasiiHHA
BHPOOHUYO-TEXHOJIOTIYHOI KOMIUTEKTAIIi1 O.M. [lerpenko
(migmuc)

07.02.2007 p.
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3asnea — e nyOaivyHE OQiIiiHE MOBIIOMIICHHS B YCHIM a00 MUCHMO-
Bilf OpMi, B IKOMY BHKJIQTA€THCS MIEBHE MTPOXaHHS.

Po3pi3HAIOTH 3asBH Bijl OpraHi3aliiii i ycTaHOB Ta 0COOMCTI 3asBH.

B ocoOucriit 3as1B1 peKkBi3UTH PEKOMEHAYETHCSI PO3MIIIYBaTH y Ta-
Kill MOCITiTOBHOCTI:

1) mpaBopyY Ha OCTaHHIN TPETHHI PSAKA MUIIYTh HA3BY OpraHizarii
a00 yCTaHOBH, KyJIH TTOJAETHCS 3as1Ba; MPIi3BUIIE, HIIIAIH 11 KEPIBHUKA;

2) HIKYE KOJIOHKOIO BHKJIAJAIOTh BIJOMOCTI MPO TOTO, XTO MOJIAE
3asABY: MMOcaja, Miciie poOOTH, MPi3BHINE, iM’sI, IO OaTHKOBI, JTOMAITHS
azapeca;

3) 1ie HUXKYe, MOCePeIUHI PsAIKa TUITYThs cloBO «3ASABAY;

4) uepe3 oAuH pAAOK 3 al3ally 3 BEJMKOI JITEPH MOYMHAIOTH TEKCT
3asBHU, B SIKOMY YITKO BUKJIQJal0Th IPOXaHHS 3 KOPOTKUM Horo oOrpyH-
TYBaHHSM;

5) mij TEKCTOM 3 HOBOTO PSJIKA MHINYTh MEPENiK J0JaTKiB 13 3a3Ha-
YEHHSIM KUIBKOCTI CTOPIHOK;

6) JTiBOpYY CTaBUTKCS JaTa, IPaBOpyd — MiJIUC 0coOu, KOTpa muca-
na 3as1By (MAMKCYBATH CIIiJ] Y4iTKO 1 po30ipiauBO).

Bapro mam’sitatu! [lin yac HamucaHHSI TEKCTy 3asBU CIOCTEpira-
IOTBCSI BapiaHTH B TakuX JETaISX OQOPMIICHHS: MpIi3BHINE KEpPiBHUKA
oprasizariii, 0 sSKoi 3BepTar0ThCsl 13 3asBOI0, MOXKE BKa3yBaTHUCs a00 HE
BKa3yBaTHCST; cePeJl JIAHUX MPO OCBITY 0COOU, KOTpa 3BEPTAETHCS 13 3asi-
BOIO, HOMEp 1 cepisi macrnopra CTaBISTLCS JIMIIE TOJi, KOJMU y 3asBi
WAEThCS TPO BUILIATY TPOLICH; MEpeiiK JOKYMEHTIB, IO JIOJAIOTHCS,
Moxke mounHarucs cioBamu: «JIO 3AABU JIOAAN» (toai Ha3Bu J0
JAaHUX JOKYMEHTIB CTaBJIATHCS Y 3HAXITHOMY BIJIMIHKY: «JIOBIJIKY», «aB-
tTobiorpadito»), abo cioamu: «J1O 3ASABU JJOIHAIOTHCA TAKI
JOKYMEHTMW»: (nani Ha3Bu JOKYMEHTIB NMUIIYTh Y HA3UBHOMY BiJMi-
HKY), abo cioBoM «IOJATOK»: 1) , 2) ,
3) .

VY TekcTi 3a5BH, KOJIU € KUTbKa MapaleIbHUX CIOCO0IB BHCIOBIICH-
Hs1, BHOMpATH MOTPiOHO HAMTOYHIITY TpaMaTudIHy GopMmy.

Xapakmepucmuka — TOKyMEHT, B SIKOMY Ja€ThCS OIIHKA JIJIOBUX 1
MOpaJIbHUX SKOCTEH MpaliBHUKA.

XapakTeprucTrKa Ma€ TaKi peKBI3UTH:

" Ha3Ba JOKYMEHTa;

" [pi3BUIIE, M 5, TT0 OATHKOBI;

" piK HAPOJ/KEHHS; OCBITa;

" TEKCT;
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" [IiIEC KEPIBHOI 0COOM; IMeyaTKa opraHizariii, sska BUaia Xapak-
TEPUCTHKY; J1aTa CKIIaJlaHHs.

VY TekcTi XapaKTepUCTHKH HeOOXiTHO 3a3HAYHTH, 3 IKOTO Yacy Ipa-
1I0€ 0c00a, SIK CTaBUTHCA A0 BUKOHAHHS CBOIX CIIY’KO0BHX 1 rpoMajiCh-
KHX 000B’SI3KIB, SIKI Ma€ HAarOpOAH, CTATHEHHS, K MIABUILYE CBii (axo-
BUH piBEHb, IKUI aBTOPUTET MA€ y KOJIEKTUBI TOIIIO.

[lpaBuiIbHO HamWcaHa XapaKTEPUCTHKAa Ma€ YOTHUPH JIOTIYHO
OB’ s13aH1 Mk co00r0 yactuHu. [lepima — ankeTHi naHi. Born HayTh 3a
HA3BOKO JIOKyMCHTA, B HUX 3a3HaYarOTh Mpi3BHUILE, iM’s, 110 GATbKOBI,
rnocasy, BYEHHi1 CTYIIiHb i 3BaHHS, OCBiTY. IX TIPHIHATO po3MillyBaTH Yy
CTOBITYMK TIpaBopyd. [pyra — maHi nmpo TpyJoBY TisUTBHICTH ((ax, TpH-
BaJiCTh POOOTH B OpraHizailii, MpocyBaHHs MO CIyXxO0i, piBeHb mpode-
cifinoi maiictepHocTi). TpeTs — BiacHe XapaKTEepUCTUKA, B AKil OLHY-
I0Th CTaBJIEHH MpalliBHUKA 10 BUKOHAHHS CBOIX 110CAaJJOBUX 000B’S3KiB,
JI0 TiABHIIEHHS MPOodeciiHOro i HayKOBOTO PiBHsI, HOTO CTOCYHKH Y
TPYJOBOMY KOJIEKTHBI. TyT ke MOJAI0ThCs BIIOMOCTI MPO ypsIOBi Ha-
ropoau abo 3a0xoueHHs. YeTBepTa — NpU3HAYCHHS XapaKTEPUCTUKU.

XapakTepucTuKa BHJIAEThCS TPAIIBHUKOBI Ha pPyKH abo 3 HOTo Bi-
JIOMY TIEPECHIIA€ThCS A0 MiANPUEMCTBA, YCTAHOBHU, OpraHizaiii, sKi Ha-
JlicNIaNy 3amuT Ha Hei.

TekeT XapakTepUCTUKH BHKIIAJAOTh Bifl TpeThoi ocoOu. Ilimmucu
Ha I[bOMY JIOKYMEHTI 3aCBITUYIOThCSI KPYTIIOI0 TepOOBOIO MEYATKOIO.

Po3nucka — TMCbMOBUH JTOKYMEHT, SIKMI TIATBEPJPKYE MEBHY IO,
mo BigOynach, HalfdacTile — Ofep)kKaHHS Tpomreld abo MaTepialbHUX
LiHHOCTEW Bij opraHizamii abo mpuBaTHOT 0coOu. CKIIaIaeThCs IOBIIb-
HO. Ofep)kaHy cyMy TpoOIIei BKa3yloTh HU(ppaMu, a B Ty>KKax — IMPOIH-
COM, 1HOJII Ha3WBAIOYHU CBIJIKiB, Y IPUCYTHOCTI SKHX BHHA HalucaHa. Y
TaKOMY BHIIAQJIKy OCTaHHI 3aBipsIFOTh JOKYMEHT CBOIMH ITiITHCAMH.

Ilepenycmka — 1ie TIOCBiTYEHHSI 0COOH, IO JIa€ TIPAaBO HA BXif JI0 Op-
raHizaiii, Mae THIOBY (pOpMy, BHUTOTOBISIETBCS IPYKAPCHKAM CIIOCOOOM
a00 mMae popMy KapTKH 3 BIIIOBIJHUM PIBHEM 3aXUCTY BiJT MiIPOOKH.

Pe3tome — NOKyMEHT, B SIKOMY BUKJIAIAIOTHCS BIJIOMOCTI TPO Tpo-
MaJIsTHUHA, 110 IIykae podoTy. OKpiM 3araqpHHX BiOMOCTEH mpo cebe,
MeperiKy mocas, siKi oco0a 3aiiMana, Ta BUAIB POOIT, SKi BOHa BUKOHY-
BaJila, 0COOJIMBO B OCTaHHI POKH, BKA3YIOTHCS 3aXOIUICHHS JIFOJUHH,
npodeciiiHi HAaBHYKH, 3HAHHS 1HO3EMHHUX MOB TOIIIO.
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12.

13.

14.

15.
16.

ITumanns ona nepegipku 3HaHb

3MicT Ta Kiaacudikalis JOKYMEHTIB 3 0COO0BOTO CKIIAIY.
JlokyMmeHTallisi, sika CyrnpoBOJKY€E MPUHAOM, 3BUILHEHHS, Ta IIe-
pEeBEZICHHS Ha 1HIIY Mocaay (IISTHKY ).
JIOKyMEHTH 3 KOHTPaKTHOI CHCTEMH HalMaHHs TpaIliBHHUKIB.
BusHaveHHs TpyIOBOrO KOHTPaKTy. Po3mainm, mo € cKiaJoBUMH
KOHTPAKTY.
Hakasu 3 0oco6oBoro ckiiaay Ta ix 0COOIMBOCTI.
XapakTepHcTHKa, il OCHOBHUH 3MICT Ta MOPSAA0K 0hopMIICHHS.
TpynoBi KHMKKH, OCOOJIMBOCTI IX 3allOBHEHHS, 30epiraHHs Ta
BH/JIa4i MPAI[IBHUKOBI B pe3y/IbTaTi 3BIIbHEHHSI.
Oco0oBi KapTKH.
Oco0oBi crpaBH, CKIaJl IOKyMEHTIB, 110 BXOJSTh 0 0COOOBOT
CIIpaBH.

Oco0arBOCTI TOKYyMEHTATBLHOTO OQOPMIICHHS! MPAI[iBHUKIB JI0

MICIIEBUX JIEP’)KABHUX aJIMiHICTpaIlil.

Oco0arBOCTI JOKYMEHTAIBHOTO O(hopMIIEHHS BiAPSHKEHD MTpa-

I[IBHUKIB MICIICBUX JCPKaBHUX aJMiHICTpaIliil.

Oco0nrBoOCTI JOKYMEHTAILHOTO O(OPMIICHHS BiAMYyCTOK Ipa-

I[IBHUKIB MICIICBUX JCpPKaBHUX aJMiHICTpaIliil.

CxajilanHsi 0COOMCTUX JIOKYMEHTIB: 3asiBH, pe3lOMe, aBTO010T-

padii.

CxrafanHs pO3MUCKH.

Oco0ucTi TOpy4eHHs, 0COOIUBOCTI iX CKJIaaHHSI.

3asBu, iX CYTHICTh Ta BUU 3as1B, 0OCOOJTUBOCTI CKJIaIaHHS.
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5. OCOBJIMBOCTI AOKYMEHTAJIBHOI'O
OPOPMJIEHHA POBOTHU 3 TIEPCOHAJIOM B
OPI'AHAX JIEP’)KABHOI BJIAJIU TA
MICHEBOI'O CAMOBPAAYBAHHSA

5.1. Mlepoicasna cyscoa ma ii ocobaueocmi 6 Yxpaiti.

5.2, Jloxymenmanvte ogopmaeHus yuacmi y KOHKYPCI 0epicasHux
cnyaHcoosyie.

5.3. Jloxymenmanvhe oopmuenus ma poboma 3 KaOposum pesep-
60M OJ151 3QUHAMMSL NOCAO OEPAHCABHUX CYAHCOOBYIB.

5.4. Jdoxymenmanvhe ogopmienns niocomoeku ma npoeeoeHHs
amecmayii 0epaHcasHux ciyrcoosyis.

5.5. Ocobrusocmi 0OKYyMeHMANbHOZO OOPMAEHHS NIO20MOBKU, Ne-
peniocomoexku ma niosuwenns keanigixayii kaopie @ opzanax
0epaHcagHo20 YNPAasIiHHiL Ma MiCYe8020 Camo8ps0YE8aAHHS.

5.6. [loxymenmanvne ogopmnenns noooexicenHs mepminy nepeody-
BAHHSL HA OEPIACABHTLL CTYIHCOL.

5.7. Ocobrusocmi eedenHsi 0CODOBUX CNPA8 0ePACABHUX CIYHCOOB-
yi6 6 opeanax enaou.

5.1. lepxaBHa ciayx0a Ta ii 0co01uBOCTI B YKpaiHi

BinnoBigHo 1o 3arayipHOi Aekiiapalii mpaB JIIOJUHH, sIKa MPUHHATA
rerepanbHoio Acambneero OOH 10 rpyanas 1948 p., KokHa JII0IMHA Ma€e
npaBo OpaTH y4yacTb B YIPaBIiHHI CBOEIO0 KpaiHOIO Oe3mocepesHho abo
4yepe3 BITbHO 00paHuX MPEJCTaBHUKIB, MPABO PIBHOTO JOCTYITY 10 Jep-
JKaBHOI CITy»KOM y CBOil KpaiHi.

Jepocasna cayocoa B Ykpaini — 1ie npodeciitHa JisUTbHICTH 0ciO,
SIKI 3aliMaroTh TOCaaU B JCpKABHUX OpraHax Ta IX amaparax I[oJo
MPaKTUYHOTO BUKOHAHHS 3aBJIaHb 1 QYHKIIH JepKaBU Ta OACPKYIOTh
3apo0iTHY IIATy 3a paxyHOK jepxkaBHUX KomTiB. [[i ocobu € nepxas-
HUMU CITY>KOOBIISIMH 1 MaIOTh BiJIMTOBIIHI CTY»KOOBI TOBHOBaYKEHHSI.

Ilocada — e BU3Ha4Y€HA CTPYKTYPOIO 1 IITATHUM PO3MUCOM TEPBHUHHA
CTPYKTypHA OAMHHMII JIEP’)KaBHOTO OpraHy Ta HOro amapary, Ha Ky MOKJIa-
JICHO BCTAHOBJICHE HOPMATUBHUMH aKTaMH KOJIO CIY’KOOBHX ITOBHOBA-
xeHb. [locamoBumu ocobamMu BBaXKaIOTHCS KEPIBHUKH Ta 3aCTYITHUKU Kepi-
BHIHKIB JIepKaBHUX OPraHiB Ta iX amaparty, iHII JepkaBHI CITy>KOOBII, Ha
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SIKAX 3aKOHaMH a00 1HITMMU HOPMAaTHBHIMH aKTaMH TTOKJIaIeHO 3/1iiCHEeH-
HSl OpTaHi3aniitHO-PO3MOPSAYNX Ta KOHCYIBTATUBHO-IOPATIUX (PYHKIIIH.

[TpuitHATTS Ha Aep)KaBHY CIyXOy, POCYBAaHHS IO Hil 31IHCHIOETh-
CsI BIJIMTOBITHO JIO KaTETOpiit mocaj CiIyKOOBIIiB, a TAaKOX 3TiAHO 3 paH-
ramu, siKi IM TTPUCBOIOIOTHCS.

OcHOBHUMHM KpUTEpisiMU Kiacudikalii mocaja Aep:kaBHUX CIIyKO0B-
1[iB € OpraHi3aliifHO-TIPaBOBUI piBeHb OpraHy, KUl MpuiiMae ix Ha po-
00Ty, 00CsT 1 XapakTep KOMIETEHIIIi Ha KOHKPETHI! mocaji, pojb 1 Mic-
1€ TIOCaIU B CTPYKTYPI Jep>KaBHOTO OpPTaHy.

B Vkpaini BcraHoBieHO ciM KaTeropid mocaj CciayKOOBIIB Ta
ITITHAIATh PaHTIB, SKi MMPUCBOIOIOTHCS BIATIOBIIHO JI0 3aiiMaHOI ITOCaIH,
piBHs ipodpeciitnoi kBaridikarii Ta pe3ynbTariB podoTh. [Ipu npuidHATTI HA
JIep’KaBHY CITy>KOy CITy>KOOBIIIO IPUCBOIOETHCS PAHT y MEXax BIIMOBIIHOL
kateropii mocaa. Ocobam, siKi BIepIlle 3apaxoBaHi Ha JiepKaBHY CITyKOY,
HPUCBOIOETHCS, SIK MPaBUIIO, HAHWKUMI paHr, nepeadaveHuii ais Biamo-
BIJIHUX KaTeropii mocaj. [t MpUCBOEHHS YeproBOro paHry B Mexax Bifl-
MOBIIHOT KaTeropii mocajy JiepKaBHUI CTy>KOOBEIb MOBUHEH YCITIIITHO Bi-
JIIpaIroBaTH Ha 3aiiMaHii Tocaji Ba POKH. 3a BUKOHAHHS OCOOJIMBO BiJI-
HOBIJAJIbHUX 3aBJIaHb JIEPKABHOMY CIIy’KOOBIIO MOKe OYTH NPHUCBOEHO
YeproBUi paHT JOCTPOKOBO B MEXax BiJIMOBITHOT KaTeropii mocaj.

J11s IPUCBOEHHS YEPrOBOTO PAHTY O(GOPMIISETHCS MOAAHHS JepxKa-
BHOTO CITy’KOO0BIIS [UIs IPUCBOEHHS PAHTYy, SKe MiIHCY€EThCS HaYallbHU-
KOM YTpaBiiHHS (OKPEeMOro BiJUIUTy, CIYy»XOH), 3aBIpsEThCsl TepOOBOIO
MIEYATKOIO Ta MOJAETHCS 10 KapOBOTO OpraHy JCp»KaBHUX CITy>KOOBIIIB
(mocamoBux 0ci0), SIKUM HaJIaHO TPABO PO3MIISLY JTOKYMEHTIB JJISl Tij-
TOTOBKH MIPOEKTIB HAKa3iB MPO MPUCBOEHHS PAHTIB.

JHepxaBHuii cmy»0oBemb Moke OyTH 1M030aBICHUI paHTy JHIIE 3a
BUPOKOM cyay. lIpucBoeHHs, 3MiHa, MO30aBICHHS paHTy 3a BHPOKOM
Cyay opOpMIISIOTHCS HaKa3aMHU BiIIOBITHUX MOCAA0BUX 0ci0. Y Tpymo-
Bilf KHIIKII JIEPYKABHOTO CIYKOOBIISI POOUTHCS 3aruc MPO MPUCBOEHHS,
3MiHY 1 1030aBJICHHS BIIMOBITHOTO PAHTY.
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5.2. lokymeHTaJIbHE 0QOPMJIEHHS Y4acCTi
Y KOHKYPCi 1IepkaBHUX CJIy:K00BLIiB

[TpuitHATTSI HA JEpXKaBHY CIyKOy Ha MMOCaJ TPEThOi-CbOMOT KaTero-
piit 31iHCHIOETBCST HA KOHKYPCHIN 0CcHOBI. [Topsiiok poBeIeHHSI KOHKYPCY
JUTsL BCTYITy Ha JIepKaBHY CIIy>kOy perymoerses [lonoxkeHHsM, 3aTBepmKe-
Hum Kabinerom MiHictpiB Ykpainu (Bif 4 :xoBTHS 1992 p., Ne 782).

Pimmennst mpo npoBeieHHsS KOHKYPCY Ta PO HOTO0 YMOBH NMPUAMAETHCS
KEpIBHUKOM OpraHy, B SIKOMY OTOJIOLIY€ThCs KOHKypC. [l mpoBeneHHs
KOHKYPCY HaKa30M KepiBHHKA YTBOPIOETHCS KOHKYPCHA KOMICisl, SIKYy 04O-
JIO€, SIK TIPABHJIO, 3aCTYIHUK KepiBHUKA. [H(pOpMalist mpo KOHKypC Ha 3a-
MIIIIEHHS] BaKaHTHUX T10CAJT Ta YMOBH KOHKYPCY MiJUISTalOTh MyOJiKaIii B
peci Ta MOMIMPEHHIO Yepe3 1HIM 3aco0u MacoBoi iH(pOpMAIIii He Ti3Hile
SIK 32 MICSIIIb JI0 MTPOBEJICHHSI KOHKYPCY Ta JOBOASATHLCS JO BifloMa TparliB-
HHKIB OpraHy, B SKOMY OTOJIOIIYETHCS KOHKYPC.

Ocobu, sixi 0axaloTh B3STH y4acThb Y KOHKYpCi, MOJAIOTh Ha iM’s
KepiBHHKA 3asBY, 10 SIKOI JOAAIOTHCS OCOOOBHH JIUCTOK OOJIIKY KaJpiB,
aBToOiorpadisi, Komii JOKYMEHTIB PO OCBITY, JeKapalis Ipo JT0XO/AH,
3000B’s13aHHS ()IHAHCOBOTO XapaKkTepy, B TOMY YHCIIi 32 KOPJOHOM, II0-
1o cebe Ta uieHiB cim’i 3a opmoto, 3aTBepkeHo0 Mindinom Ykpai-
HU. Jlexnapallisi mpo A0XOAM Ma€ TaKHid BUTIISI.
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®opma Ne 001-/1C
Hexnapauis
PO 10X0/1H, 3000B’s13aHHs iHAHCOBOT0 XapaKTepy Ta MalilHOBHIi CTaH
ACPKABHOI'0 CJ'Iy)KﬁOBIIﬂ Ta 00061/1, SIKA MMPETECHAYE HA 3aHATTA MMOCaAaN aAep-
“KABHOI'0 CJIyKO0BLSI 111010 cede Ta YJieHiB cBOET cim’T *

*Pozninu LILIII 3aroBHIOIOTE IepskaBHi clly»k00BLIi BCIX KaTeropiii, a
pozainu [V,V,VI — nuie nepsxaBHi ciy»00BIIi MepIioi Ta Apyroi KaTeropii.

Po3aia 1. 3araanui BinzomocTi

1.

(npizsuwye, im’s, no 6amvkosi)

2. Micue npoXKiUBaHHS:

(nowmosa aopeca)
3. 3aiiMaHa mocaja i KaTeropisi Iep>KaBHOTO CITYKOOBIIS

4. Iocana 1 karteropisi Jep>KaBHOTO CIIyKOO0BII, HA SIKYy MPETEHAYE 0CO-
0a, 110 TI0JTa€ JIeKIapaIio

5. UneHu cim’1**;

(Ilpizeuwe, iniyianu i cmyninb pOOUHHO2O 36 ‘A3KY)

Po3nin II. loxoan, oxep:xani (HapaxoBaHi) 3 qxepesa B YKpaiHi Ta 3a 1i
me:xkamu 3a 20 p.

Po3mip moxony (TpH.)
Ne [epenik goxonis JepxxaBHoro | Yienis
CITy O O0BIISI cim’i

1. | 3arampHa cyMa CyKyITHOTO JIOXOY, B T.U.

1.1. | JIuBimeH 1, IPOIIEHTH, POSIITI

1.2. | MatepianpHa gomomora

1.3. | CtpaxoBe BiAILIKOyBaHHS

1.4. | Moxim Bl HAYKOBOI, BUKJIAQAANBKOi, TBOPYOI [Ti-
SUTLHOCTI, aBTOPChKa BUHATOpo/1a (ToHOpap)

1.5. | Joxim Big mMANPHEMHHUIBKOI 1 HE3aIeKHOT
npodeciitHol TiATbHOCTI

1.6. | loxim Bix BiAYy>KEHHS [IHHUX TarepiB Ta KOp-
MOPaTUBHUX IIPaB

1.7. | 3apo0iTHa mara

* [lst wiel Jlexnmapaii 0 4ieHiB ciM’1 BITHOCSTHCS: YOJIOBIK (IpyKHHA), OaTbKU Ta HEOAPYIKEHI
JUTH, 110 IPOXKUBAIOTH 3 HUMH.

131



Pozpia I11. 3060B’s13anHs1 ¢piHAHCOBOTO XapaKTepy, B TOMY YHCJIi 32 KOP-

JoHom 3220 p.
JepxaBHOTO Ciy>K00BIIS UnewniB cim’i
. B tomy un- B Tomy un-
Ilepenik 30608’ s13aHb 0210 | Bcekoro romy Bceboro Y
Ne . ! cI1l 3a KOp- cii
CIUTATH BHECKIB (TIATEXKIB) | CIIAYEHO cruiaye-
JIOHOM 3a KOpJo-
(rpH.) HO (TpH.)
(rpH.) HOM (TpH.)
1. | 3a moroBopam J00pOBiNIb-
HOTO CTpaxyBaHHS
2. | 3a moroBopaMu Ha J0JaT-
KOBE TIeHCIliHe 3a0e3meueH-
3. | va
4. | 3a toroBopaMu NO3UKH
5. | 3a moroBopamu Haitmy

(opennn)
Ha yrpumanns maiina, 3a3-
HadeHoro y posaiiax [V, V

Pozpia IV. BigomocTi npo HepyxoMe MaiiHO, 10 3HAXOAUTHCS Yy IPUBAT-
Hiiil BJ1acHOCTI

JepxaBHOTO CITy>KO0BLISI

Ynenis cim’i

Ne [Tepenix 00’ exTiB 3aranbua mioma (M%) 3aranLHa; II01Ia
(m?)

1. | 3emMenbHi OUTIHKA

2. | KutnoBuit 0y 1MHOK

3. | Keaptupa

4. | CamoBwuii (TauHMii) OyAHMHOK

5. | Tapax

Po3ain V. Binomocti npo TpancnopTHi 3aco0u, 110 3HAXOAATHCSA B NMPH-
BaTHIl BJIACHOCTI

JleprkaBHOTO CcITy)00BIIs

Ynenis cim’1

Ne n . , . Mapxka/ | O6’em nBu- | Mapka/ 06 em
epeIik 00’ eKTiB s JIBUTYHA

MO/JICITh ryHa (cmM®) | Mopmenb (o)

1. | ABTOMOOILTI JIerKOBI

2. | ABTOMOOLII BaHTa)KHI, CIIe-

miaikeHi 1 aBTOOYCH

3. | MoTtouukiu

4. | Tpaxtopu

5. | BogHi TpaHCTIOPTHI 3aco0u

132




Po3nin VI. Binomocti npo Bki1aau y 6aHkax, HiHHI Nanepu Ta iHIi akTUBHU

Jlep»aBHOTO CITy>KOOBIIS Uenis cim’'i
B Tomy B Tomy
Ne [Tepenix 00’ exTiB Bceroro 9Hci 3a Bceroro 1 (Wil
(rpH.) KOPJOHOM (rpH.) 3a KOpHo-
(rpH.) HOM (TpH.)

1. | HomiHanpHa BapTiCTh MPH-
N0aHKX [IHHKUX ManepiB

2. | Po3mip BHeckiB (maiB) 1o
CTaTyTHHX (MMaioBux) (GoH-
B ITiIITPHEMCTB, YCTaHOB,
oprasizamii

3. | Cyma rponioBux KOIITiB Ha
paxyHKax y 0aHKax Ta iH-
mux (GiHAHCOBO-KPEAUTHHX
yCcTaHOBaxX

IIpo BiAMOBIIHICTH 32 MOJAHHS HEMIOBHUX UM HEMPaBIAMBHUX BiIOMOCTEH
PO JIOXO/W Ta 3000B’s13aHHA (hiHaHCOBOTO Xapakrepy (c. 9 3akoHy Ykpainn
«IIpo 6opoThOy 3 KOpymITiero» Ta cT. 30 m. 7 3akony Ykpainu «I[Ipo nepxas-
HY C1y)0y») TIonepeKeHUH.

(nionuc) (0amay)

Oco0wu, sIKi TPaLIOOTh B OPraHi, /I¢ OTrOJIOMIEHO KOHKYPC, YU 3apa-
XOBaHi JI0 KaJJpOBOT0 pe3epBY LILOIO OpPraHy i 0a)KaroTh B3ATH Y4acTb Y
KOHKYPCi, 3a3HaYeHUX JOKYMEHTIB JI0 3asBH HE JJOAAIOTb.

3a pilleHHsIM KOMICii 0 y4acTi y KOHKYpCi JIOMyCKAITLCS 0CO0H,
SIKi BiJIIOBiIatl0OTh YMOBaM KOHKYpcy. Ocolu, siKi TOCSITIN TPaHHUYHOTO
BiKy mepeOyBaHHS Ha JiepKaBHiN cIy»0i, y4acTi y KOHKypci He OepyTh.
Pimennst komicii mpo HeIOMyIICHHS 10 KOHKYPCY HAJCHIIAETHCS 3asiB-
HUKOBI 1 MOKe OyTH OCKapKEHO KEPIBHUKY MPOTATOM TPhOX JIHIB 3 JIHS
OJIepKaHHs Bi]IMOBH KOMICII.

VY4acHWKaM KOHKYPCY HaaaeThes iH(OpMallis M010 0COOMMBOCTEH
YMOB Mpalli 3a BiJmoBigHOIO MOcano0. IM Moxke GYTH 3ampONOHOBAHO
BUKIIACTH CBOT MIpKyBaHHSI YW TIArOTyBaTH pedepar Ha Temy,
OB’ s13aHy 3 Mail0yTHROIO POOOTOIO.

VY4YacHUKH KOHKYpPCY 3aBYaCHO MOBIJOMIISIOTBCSA HPO 4ac i micue
3aciZJaHHs KOMICIi.

Kowmicist mpoBomuTh criiBOECiAy 3 KOKHIUM yYaCHUKOM KOHKYPCY.
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Ha mincraBi BUBYEHHS MOJaHUX TOKYMEHTIB, pedepartis, criBOecis
KOMICisl TIpHiiMaEe pIlIEeHHS CTOCOBHO KOXKHOTO YYacCHUKa KOHKYPCY
LUIIXOM T'OJIOCYBaHHSI.

3acinanHsi KOMicii BBaXKa€ThCSl IPABOMOYHUM, SIKIIIO HA HBOMY TIpPH-
CyTHI He MeHIe 2/3 ii cknaay. PinienHs npuilMaeTbest mpocToro O1bIIi-
CTIO TOJIOCIB WJIEHIB KOMICii, TIPUCYTHIX Ha 3acifaHHbl. ['omocyBaHHs
MMPOBOJIUTHCS HA 3aKPUTOMY 3aciflaHHi. 3acigaHHs KoMicii 0opMIII€ETh-
Csl MPOTOKOJIOM, SIKMH MIJIUCYETHCS BCIMa MPUCYTHIMH Ha 3aciiaHHi
YJIeHaMH KOMICii 1 HaJJa€ThCsl KEPIBHUKOBI HE TTI3HIIIE SK Yepe3 JBa JH1
nicis ronocyBaHHs. KoxeH uieH Komicii MOXke JoJaTH 10 MPOTOKOIY
CBOIO OKpEMY JTYMKY.

PimenHs npo ykiaaeHHs TPyIOBOIO JOrOBOpPY IpuilMae KepiBHUK
Ha MiJICTaBi PillieHHS KOMicii PO MEPEeMOXKIISE KOHKYPCY.

BianmosigHo 10 pexoMenpariit ['onoBaepxkcayx0u, HaKa3 Mpo MpH-
3HAYEHHS Ha MOCcau Oci0, SKi MPOUIUIM KOHKYPCHUH BinOip, Mae OyTu
TaKOTO 3MICTY:

Bumecrosima oprasi3aitisi, skiii nignopsakoBana
YCTaHOBA, OpraHizauis
Ha3sga opranizauii ycranoBu

HAKA3
Jlata Ne MiCII€ BUIAHHS

[Ipuznauntu (npi3Bue, iM’s, 0 OATHKOBI) 3 (YUCIIO, MiCSIb, PIiK)
Ha nocaay (Ha3Ba Mocaau) 3 OKJIQZAOM IPH Ha Micslb 3
MPUCBOEHHIM HOMY paHry JepiKaBHOTO CIYXKOOBILS, SIK Ta-
KOT0, 110 IPOHIIOB 33 KOHKYPCOM.

KepiBHuk opranizaiiii, ycraHOBH (nionuc) po3mmdpoBka miamucy

134




[HI11 y9acHUKM KOHKYpPCY MOXYTh OyTH 3apaxoBaHi 10 KaJpOBOTO
pe3epBy UM NPUKHATI Ha cTaxyBaHHA. [ pomansanu Ykpainu, siKi Brepiie
3apaxoBYIOThHCS Ha JIEp:KaBHY CIyxOy, npuitMarots [Ipucsary. Bona mae
TaKU 3MICT:

Iloenicmro yceioomnrowuu ceoio UCOKy 6i0n08Ii0AIbHICHb, YPOUUCHIO
npucazaio, w0 0yoy 6ipHO cayydcumu Hapooosi Ykpainu, cysopo 0o-
mpumysamu Koncmumyuii ma 3axonie Ykpainu, cnpusamu eminennio
ix y scummasa, 3miyntogamu ix agmopumem, 0XOpOHAMU NPAGA, C60-
000u i 3aKoHHI IHmMepecu 2POMAOAH, 3 ZIOHICIIO HeCHU UCOKE 36AHHA
0ePIHCABHO20 CIYIHCO08UA, CYMIIIHHO BUKOHYBAMU C80I 0008’ A3KU.

HepxaBuuii cimysx6oBenp mianucye Texct [Ipucsru, sikuit 36epira-
eTbes 3a MicueM pobotu. [Ipo mpuiinsarrsa IIpucsru pobuthes 3anuc y
TPYJOBIM KHIKII.

[Tpu npuilHATTI Ha fepKaBHY CIIy’KOy MO>Ke BCTaHOBIIIOBAaTHCS BU-
poOYyBaHHS CTPOKOM JI0 IIECTU MICSIIiB.

5.3. JlokymeHnTa/ibHe 0)OPMJIEHHSI Ta po00Ta 3 KaAPOBUM
pe3epBOM IS 3AHHATTS MMOCAJ JAePKaBHUX CJIY:K00BLIB

VY nepkaBHHUX OpraHaxX CTBOPIOETHCS KaJPOBUHN pPe3epB LTS 3alHIT-
TSI IOCAJT ISPKABHUX CITY)KOOBIIIB, a TAKOXK MPOCYBaHHS 10 Ciryx0i. Ka-
JIPOBHI pe3epB GOPMYETHCS 13: CIEIIATICTIB MICIIEBOTO Ta PEriOHAIBHO-
rO CaMOBpSIyBaHHS, BUPOOHUYOI, COIIATBHO-KYJIBTYpHOI, HAYKOBOI Ta
iHmmx cdep, a TAKOXK BUIYCKHHUKIB HaBYAIBHUX 3aKJIAJ(iB BiAMOBIHOTO
npodinto; AepKaBHUX CIYKOOBILIB, K1 HIABUIIMIN KBalidikamiro abo
NPOMIIUIN CTa)KyBaHHS Ta PEKOMEHJOBaHI Ui MPOCYBaHHS Ha OLIbII
BHCOKI TIOCa/IH.

Jlo kaIpoBOro pe3epBy 3apaxoBYIOThCS MPOGdeciiHO MiAroToBIEH]
MPAIiBHAKY, SIKi YCIHIITHO CIPABJISIOTHCS 3 BUKOHAHHSIM CITY>KOOBHX
000B’sI3KiB, BUSBIISIIOTH iHII[IaTUBY, MAIOTh OPTraHi3aToOpChbKi 3A10HOCTI i
HeoOX1THUH J0cBi podoTh. Ha KoxkHY mocaay Iep:KaBHOTO CITyKOOBIIs
KaJpoBHU pe3epB (POpPMY€eThCS 3 TAKOTO PO3paxyHKy: Ha MOCaay KepiB-
HHMKa — HE MEHIIIe JIBOX OCi0, Ha 1MOca Iy CIeLialiCTIB CKJIAAal0ThCs CIH-
CKH 0Ci0, 3apaxOBaHMX JI0 KaJAPOBOTO PE3EpPBY, 3 YPaxXyBaHHIM (aKTHU-
HOT TOTpeOH.
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dopma CIuUCKy, 3apaxoBaHUX 10 KaJ[pOBOTO PE3EPBY Ma€ TaKWil BU-
LIS

S3ATBEP/KYIO

CiIbChKHH, CEUITHNUN, MICHKHI TOJIOBA,
roJioBa pailoHHOT, paifoHHOI y MiCTi,

obnacHoi paau

« » 200 poky

CIIMCOK
Oci0, 3apaxoBaHMX 10 KAIPOBOI0 pe3epBy
(HalIMeHY8AHHS OP2aHy MICYe8020 camo8pPsA0YEaHHs)

8 Oco0a, sKa mparoe Oco0a, sika 3apaxoBaHa
Q Ha moca/i JI0 KaJIpOBOTO PE3EPBY
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HavaneHuk migposiny,
110 3alMaEeThCs
KaJIpOBUMU [UTAHHAMU
(nionuc) (iniyianu ma npizeuuye)

Crmcok 0cid, 3apaxOBaHUX J0 KaJpOBOTO PE3EpBY, MEPETIIIAETHCS
HIOPOKY B TPYIHIi. Y pa3i HEOOXITHOCTI 10 CIUCKY MPOTSATOM POKY MOXYTb
OyTH BHECEHI 3MiHHU Yy TOPSIKY, BCTAHOBJICHOMY JUTS 3apaxXyBaHHS JI0 KaJ-
poBoro pesepBy (mocranoBr Kabinery MiHicTpiB Ykpainu Bij 28 JroTOro
2001 p., Ne 199 ta Big 24 xoBTHs 2001 p. Ne 1386).

3apaxyBaHHS JI0 KaJpOBOTO PE3EpPBY 3aTBEP/UKYETHCS HAKA30M YU
PO3TOPS/DKEHHSIM KEpiBHUKA JIEPKABHOTO OpraHy 3a IMOTO/DKEHHSIM 3
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IHIIUMY OpraHaMU, SKIIO JJIs MPU3HAYCHHS Ha MOCcaju, Ha sKi hopmy-
€TBCS KaJIPOBUH pe3epB, MependadaeThCsi MOTOPKEHHS KaHIUIATYp 3
[IUMH OpTaHAMH.
IIpono3uii moao pesepBy Ha mocaau, IpU3HAYEHHS Ha SIKI 3iHC-
HIOETHCS OpraHaM¥ BHUILOTO PiBHS, PO3IIISAIAIOTHCS CIEIIaTbHUMU KOMi-
CisSIMH, YTBOPEHHMH TPHU IUX opraHax. OYoI0€ KOMICil0 KepiBHUK Op-
ra"y abo Horo nepmuid 3acTynHuk. CKiaJl KOMICii 3aTBEPAKY€EThCS Pi-
IIEHHSM BiJIMIOBITHOTO OpTraHy.
[Ticns 3apaxyBaHHS 10 KaJpOBOTO pe3epBy Ha MOCaad, podoTa Ha
SKHX Tiepeadadae JOCTyN J0 ACPKaBHOI TAEMHHINI, PO3TIIAIAETHCS TTH-
TaHHS 11010 OQOPMIICHHS B YCTaHOBIICHOMY TIOPSIIKY JOMYCKY JIO JIep-
’KaBHOI Ta€EMHHII 0co0aM, sIKl HOro He MaloTh.
3 mpauiBHUKaMH, 3apaxOBaHUMH JI0 KaJpOBOI'O pPE3epBY, MPOBO-
JUThCS poOOTa 3TiJHO 13 3aTBEPIKEHUMHU KepIBHUKAMH JEp>KaBHUX Op-
ra”iB 4M iX CTPYKTYPHHUX MiTPO3/iTiB OCOOMCTUMU PIYHMMHU TUIAHAMM,
Jie iepe0avyaeThes:
e BHUBYCHHA i aHaJTi3 BUKOHAHHS 3aKOHIB YKpainu, aktiB [Ipesune-
HTa Ykpainu i Kabinery MinicTpiB Ykpainu;

® CHUCTEMaTHYHE HaBYAHHS LUIIXOM CAMOOCBITH;

e repioiMYHEe HABYAHHS 1 MiABUILEHHS KBaiikalii y BiJIOBITHUX
HaBYJIBHUX 3aKiaiax (y TOMy 9Hcii i 3apyOiKHUX);

® y4acTh Y poOOTI ceMiHapiB, Hapaj, KoH(epeHIiil 3 mpobieM Ta mu-
TaHb JiSUTHHOCTI IEPYKaBHUX OPraHiB 1 CTPYKTYPHHUX MiJPO3/IiiB;

® CTa)XyBaHHS CTPOKOM JI0 JIBOX MICALIB y JA€p:KaBHOMY Oprati, /10
KaJJpOBOT'0 Pe3epBY SIKOTO 3apaxOBaHO MpAIliBHUKA;

® BUKOHAHHS 000B’S3KIB JICP)KABHOTO CITY>KOOBIIS, HAa TIOCAY SIKO-
T'O 3apax0BaHO TpAIiBHUKA JI0 KaAPOBOTO PE3EPBY;

® 3aJIyyeHHs /10 PO3MJIAY BiANOBIAHUX MHUTaHb, IPOBEIEHHS Nepe-
BIpPOK, CITY>KOOBUX PO3CIIi/TyBaHb;

® y4YacTh y MIATOTOBII MPOEKTIB aKTiB 3aKOHOJABCTBA, 1HIINX HOP-
MaTHBHUX JJOKYMEHTIB.

KepiBHHK nepKaBHOTO OpraHy Hece BiAMOBINAIBHICTH 32 e(heKTHB-
HY TIATOTOBKY i BUKOPUCTAHHS KaJIpoOBOTO pe3epBy. Y pasl 3aMillleHHS
BaKaHTHOI TIOCa/JM KEPIBHUK JEPKABHOTO OpraHy B MOJAHHI MPO MPH3-
HaYeHHS KaHAWJaTa Ha IO 10cay TIOBUHEH 3a3HAYUTH, MPOTSITOM SKO-
ro mepiony BiH mepe0yBaB y KaApOBOMY pe3epBi, SKHM YMHOM BHSBUB
cebe, a AKIIO HE rMepe0yBaB — IMOATH OOTPYHTOBAHI MOSICHEHHS TIPUYH-
HU HEBUKOPHUCTAHHS KaJIPOBOTO PE3CPBY.
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Jlep>kaBHUM CITy’)KOOBIISIM CTBOPIOIOTHCSI YMOBU JUTSI HABUAHHS 1 TTi-
JIBUIIICHHS KBaji(ikamii y BiMOBIIHUX HaBYAJbHUX 3aKiajax (Ha Qa-
KYJIbTETaX) Ta MUITXOM CAMOOCBITH.

JepxaBHi CITy»KOOBIIl TiBHUIIYIOTh CBOIO KBami(hiKalilo MOCTIHHO, Y
TOMY YHCJIl Yyepe3 HABYAHHS Y BIATOBITHUX HABYAIBHUX 3aK/Iaax, K Mpa-
BWJIO, HE PiALIE OJJHOTO pa3zy Ha I'STh POKiB. Pe3ynbTatu HaBUaHHS 1 mij-
BUITICHHS KBaJTI(DIKaITil € OJHIEIO 3 TiICTaB JJIs POCYBAHHS 10 CITYXO1.

[Ipumipnuii nopsimok GopMyBaHHsS KaApOBOTO pPeE3epBY pO3POOIIs-
€ThCsl 1 3aTBeppKy€eThest Kabinerom MinicTpiB Ykpainu. Ha fioro ocHo-
Bi BIAMOBITHOIO pasior0 po3podmsieTbes [lopsimok gopmyBaHHs Ta Be-
JIEHHSI KaJPOBOTO Pe3epPBY KOHKPETHOTO OpraHy Jep>KaBHOI BJIAIH, Op-
rasizarii, yCTaHOBH.

5.4. lokymeHTabHe 0GOPMIICHHS MIITOTOBKH Ta
NMPOBeIeHHS aTecTallil JepKaBHUX CJIYKO0BUIB

3 METOI0 OLIHKU JUIOBHX Ta MPOQeciiHUX SKOCTEH, a TAKOXK KBaJli-
¢ikarii mocagoBux 0ci0 MICIIEBOr0 CaMOBPSTyBaHHS BOHU OJIWH pa3 Ha
YOTHUPH POKH I IJISTAIOTh aTECTAIlii.

ArTecTarii He HiJIsararTh CUIBCHKI, CEIHUIIHI, MICbKI TOJIOBH, TOJI0BU
pailfoHHHUX y MICTax, palOHHUX 1 00JAaCHUX paj, CeKpeTapi CLIbCHKHX,
CENTMIIHUX, MICBKUX PaJl, MPALliBHUKU MATPOHATHOI CIIy»kOu, 0coOH, sKi
nepeOyBaloTh Ha TOCAJli MEHIIE OJHOTO POKY, MOJIOJI CIIEIialliCTH, Ba-
TITHI KIHKW 9 XKIHKH, SKI TPAIIOI0Th MEHIIE OJHOTO POKY TICIs BUXO-
JIy Ha poOOTY 3 BIMYCTKH 10 BariTHOCTI 1 MOJIOTAX Y JOTJISIY 3a JIH-
THUHOIO, OCOOH, IPUIHATI Ha MOCaay Ha BU3HAYCHUH CTPOK.

YV X0z mAroTOBYOI Ta OpraHizamiitHoi poOOTH 0 TIPOBEICHHS aTe-
cTamii JepKaBHUX CIYKOOBIIB KaJpOBi CIYX)OW TOTYIOTh MPOMO3UIIT
IOJI0 CKJIaly aTecTaliiHUX KOMICid, TepMiHiB i rpadikiB MpOBEACHHS
aTecTallii, BU3HAYAIOTh KIJIBKICTh Ta CKJIQJAlOTh CIHUCKH JIEepP’KaBHUX
CITYKOOBIIIB, sKi TIiUISATAIOTh aTECTaIlli; pO3’sSCHIOIOThH I 1 MOPSII0K
MIPOBEJICHHS aTecTallii; TOTYIOTh HEOOXiAHI JUIsl aTrecTallii JOKyMEHTH:
aTeCTaIliiHUN JINCT TONEePEHBOI aTecTallil Ta OJaHK aTeCTaIliifHOTO JIH-
CTa 4eproBol aTecTarii 3a 3pa3koM, 3aTBEPIHKCHUM MocTaHOBOKO Kabi-
HeTy MinictpiB Ykpainu Bin 28 rpynns 2000 p. Ne 1922. Hlopiuni ori-
HKM BHKOHAHHS JICP)KaBHUM CIIy)KOOBIIEM IOKJIAJICHUX Ha HBOTO 3a-
BJIaHb Ta 000B’SI3KIB 3a TePioj1, 0 MUHYB MiCHsl MONEPeHBOI aTecTarrii,
MOJIaBaTUMYThCS JIO aTeCTAIiifHOT KOMicii IpHU MPOBEACHHI HACTYIMHHUX
aTecTarii.
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ArecTarliiiHa KOMicisi CTBOPIOETHCS 3a PIIICHHSAM TOJIOBU BiJIOBIJI-
HOT paau. ['010BOIO aTecTaliiHol KoMicii MpU3HAYa€EThCS ceKpeTap abo
3aCTYITHUK TOJIOBH BiTIOBITHOI paman. Y CUTbCHKHX, CENUIIHUX pajgax 3
HEYHCJICHHUMH BUKOHABYMMH OpTaHaMH (70 5 0cCi0) aTecTalliro Moxe
MIPOBOAMTH CIJIbCHKUH, CEMUIIHUNA TojoBa. Jlo ckiamy Kowmicii BKIoYa-
IOTbCS KEPIBHUKH CTPYKTYPHHUX MiJIPO3JITiB, A€ MPAIIOIOTh JIepP’KaBHI
CITy’KOOBII, MPEICTABHUKHA KaJpOBOi Ta FOpUIUYHOI ciyx0. KepiBHuK
MOXKE 3aJlydaTd A0 poOOTH B KOMicCii He3aleKHUX EKCIEPTiB. 3aJeKHO
BiJI KIIBKOCTI JIEp’KaBHUX CIYKOOBIIB, K1 MiJJIATAIOTh aTecTallii, HasB-
HOCT1 TEPUTOPIAJIbHUX 1 MiAMNOPSIKOBAaHUX OpraHiB, crenudiku aepxa-
BHOTO OpraHy yTBOPIOIOTHCS OJIHA YW KiJIbKa aTecTalliiHUX KOMICIH 3
HETIapHOIO YMCENbHICTIO WICHIB KOMicii (sIK paBuJio, BiJ 5 10 11 ocid).

Tepmin 1 rpadix mpoBeneHHsI aTecTallii 3aTBEP/UKYIOThCS HAKa30M
KepiBHUKA 1 JJOBOAATHCA JI0 BijoMa JIEpPKaBHUX CITyKOOBIIIB, AKi aTec-
TYIOThCSI, HE TI3HIIIE HIK 32 MICSIb 0 MpoBeieHHs aTecTaii. Y rpadi-
Kax, sIK PaBUJIO, 3a3HAYAIOThCS Ha3Ba MiAPO3LTY, Jie MPAIoe JIeprKaB-
HUI ciy)00Belb, HOro Mpi3BuUIe, iM s, MO 0aThKOBi, Mocaja, Aara Ta
4ac MpOBEJICHHS aTecTallii.

KinbKicHMii Ta MEepCOHATBbHUIN CKJIaJ| aTecTallifHIX KOMICiH, TepMiHH,
Miclie MPOBEICHHs atecTarlii, rpadik il MpoBeIeHHS 3aTBEPHKYIOTHCS HaKa-
30M (PO3MOPS/PKEHHSAM) KEpiBHHUKA JiepskaBHOTO oprany. [{um Hakazom Ta-
KOXK MOXKYTh HaJIaBaTHCh BiJIOBI/IHI IOPYYEHHS 1 BCTAHOBIFOBATUCS JATH
TOJIAHHST HEOOX1THUX JIOKYMEHTIB JI0 aTeCTAIlIHHNX KOMICIH.

ATecraris Aep>kaBHUX CIYKOOBIIB — KEPIBHUKIB CTPYKTYPHHX Mij-
pO3AiiB Ta 0ci0, sIKi YBIHIIIN 10 CKJIaMy KOMicii, — mepenye arecTarii
THIIMX TPAIiBHUAKIB WX T1APO3JIIIIIB.

Ha xoxHOrO TpalliBHUKA, KWW TIJIATaE aTecTallii, CKIaJIaeThCs
ciryk00Ba XapakTEpUCTUKA, 1[0 MIAMUCYEThCS HOro Oe3rmocepeHiM Ke-
PIBHHKOM, 3aTBEPKY€ETHCSI KEPIBHUKOM BHIIOTO PIBHS 1 MOJAETHCS 10
KOMicii He Mi3HillIe HiX 3a THXJICHb JI0 npoBeaeHHs atectaii. Ciryx00-
BY XapaKTepUCTUKY Ha KEpiBHHUKA JEP>KaBHOTO OpPTaHy IiIIMUCY€E KepiB-
HUK JIEP’)KaBHOTO OpPTraHy BUIIOTO PiBHSL.

VY cimy»00Biil XapaKTepUCTHIII MalOTh OyTH BiOOpakeHi Taki JaHi:

e 3arajbHi BiOMOCTI (Tpi3BHIlE, iM’sl, IO OATHKOBI, MOCaAa, CTaX

poboTu Ha Tocai);

e mpodeciifHi 3HaHHS, PiBeHb BOJOMIHHS JEP’KaBHOIO MOBOIO, J10C-

BiJ poOoTH 3a axom;
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® aHaJli3 BUKOHAHHA I10CAJOBUX OOOB’SI3KIB, JOTPUMAaHHS IPaBUI
MOBEJIIHKK JICPKABHOTO  CIY>KOOBIISI, BiOMOCTI Tpo  00cHr,
SKICTh, CBOEUACHICTH 1 CAMOCTIiHICTh BUKOHAHHS pOOOTH;

e JiyioBi sKocTi (mpodeciiiHa KOMIETEHTHICTh, BiJIMOBIAAILHICTD,
IHIIIaTUBHICTD, CAMOCTIHHICTh y POOOTI, OTMEPATUBHICTD y TPH-
WHATTA pilIeHb 1 3[aTHICTH MO KOHTPOJIO 3a iX peali3alli€ro,
BMIHHS aKyMYJIIOBaTH HEOOXiIHY 1H(OpMAIliI0 Ta BUAUIATH Haii-
TOJIOBHIIIIE, TIPAIIOBATH 3 HOPMATHBHO-TIPABOBHUMH aKTaMH, iH-
LIMMH JOKYMEHTaMH );

e ocoOucTi sKOCTi (Tpalne3aTHICTh, KOMYHIKaOEeNbHICTh, BMiHHS
KepyBaTH IiJUIErJIUMH, BMiHHS BCTAHOBJIIOBAaTH B3a€MOBITHOCUHU
3 KOJIeraMH, TBOPYHMH MiJXiA 10 CHpaBy, NPUHIMUIOBICTb, MOCII-
JIOBHICTB B POOOTIi, CAMOKPUTHYHICTB);

® pe3yJbTaTUBHICTH pOOOTH;

e mijBuIeHHsS KBadidikauii (BuAM mpodeciiHOro HaB4YaHHS, IO
MPOXOJUB JIEpXKAaBHUW CIy)OOBelb, a00 NMPUYUHM, 3 SKUX Ha-
BYAHHS HE MPOBOJMIIOCH, BUKOPUCTaHHS OJIEpKaHUX 3HAHb Y pO-
00Ti, 3/1aTHICTh JI0 CaMOOCBITH, CTaBIEHHs /10 MpodeciiHOro Ha-
BYAHHS M1JUIETTIUX TOLIO);

® MOKJIMBOCTI MpodeciitHoro i cay)k00BOro MpocyBaHHS (3a SKUX
YMOB, Ha SIKy ITOCaJy, KOJIH);

® 3ayBakKCHHS 1 MOOAKaHHS JEPKaBHOMY CIIy>KOOBIIIO, SIKUH aTec-
TY€EThCS,

e BHCHOBOK PO BiMIOBIIHICTH 3aiiMaHii mocaji.

JlepxaBHu ci1y»)O0BEIh 03HAHOMITIOETRCS 13 CITYKOOBOIO XapaKTe-
PHUCTHKOIO JI0 aTecTamii i yac criBOeciy 3 Oe3mocepeiHiM KepiBHU-
KoM. Y Xoi criBOeciiu MOBUHHI 0OTOBOPIOBATUCH TIO3UTHBHI i HETaTH-
BHI pe3yJibTaTH poOOTH AEP>KaBHOTO CIyKOOBIA, HOro ciabKi MicIid,
BH3HAUATHUCS IUISXU TOJIOJIAHHS HEJOMIKIB. Jlep:kaBHOMY CITy»OOBITIO
HA/IA€ThCS MOXKIIUBICTh CTABUTH 3alIUTAHHSA Ta KOMEHTYBAaTH 3ayBa’KeH-
HS i BACHOBKH 11010 HOTO PoOOTH. Y pa3i HE3roJiu 3 BiJOMOCTSIMH, BU-
KIQJICHUMH y CIY»OOBIil XapaKTepUCTHIII, JEp:KaBHUHN CIyk00Benb
MOJKE TIOJIATH JI0 KOMICii BiJMOBIIHY 3asBY, OOIPYHTYBaHHS, JIOAATKOBI
B1JIOMOCTI 111010 CBOET CITy»00BOT JiSIIBHOCTI.

ITix wac koxHOT aTecTalii 10 KOMicii MOJAIOTHCS MOPIYHI OIIIHKK
BUKOHAHHS JIEPKABHUM CITY»KOOBIIEM TOKJIaICHUX HA HHOTO 3aBIaHb Ta
000B’SI3KIB 32 MePioJl, 10 MUHYB TICJIS MONEPEHBOT aTecTallil, a TAaKOXK
aTeCTalllifHUI JTUCT TIONePeHBOT aTecTallii.
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3pa3ok aTecTaliiHOTO JINCTa HABOAUTHCS HUXKYE.

ATECTAUINHUM JTUCT
1. 3araabhi nani
IpizBuie, iM’s1, M0 6aTHKOBI
Jarta HapoJKEeHHS
Iocana, siKy 3aiiMae mpamiBHUK, i cTak poOOTH Ha Hil (Ha MOMEHT aTecTamii aep-
JKABHOTO CITy>KOOBIIS)
OcpgiTa (0CBITHbO-KBaM(iKaI[IHUN PiBEHb, HAMEHYBaHHS HABYAILHOTO 3Ky
1 piK 3aKiHYCHHS, CIICI[IAJIbHICTB)
HaykoBwuii CTymiHb, BUCHE 3BaHHS
[TigBumienHs kBamiQikamnii (Koiu i 1Mo 3aKiHIHB)
3arajbHUN TPYLOBHUIT CTaX, Yy TOMY YHCII Ha AEpXKaBHIH cIyk0i
Kareropis nocagu paHr
ITocana B kanpoBoMy pe3epBi

II. Pe3yabTaTn atecrauii
3a miicyMKaMH roJI0CYBaHHS aTeCTALitHOT KOMICiT:

Binmogimae 3aiimaniii mocai (3a , IPOTH )
Bingnosinae 3aiiMaHiif mocai 3a yMOBH (3a , IPOTH___)
He Binnosinae 3aiimaniii mocani (3a , IPOTH )
Pimmenns arecramniiinoi koMicii
(3a , IPOTH )
Tonosa arecTaniiinoi komicii
(nionuc) (poswuppyearns)

Ynenu KoMicii

(nionuc) (pozwugpysantis)
Mara arecrarii « » 20 poky

3 pe3ysbTaTaMu aTecTallii 03HaliOMIICHHH

(nionuc npayisHuka, SKuti amecniyemvcs)

Arecrartisi, a Takox criB0Oecizia iepe;] aTecTalielo MatoTh TPOXO/IH-
TH B yMOBaX JOOPO3HUWINBOCTI Ta HEYNIEPEIKEHOCTI.

3a pe3ybpTaTaMu aTrecTallil KOXKHOTO JIEPKaBHOTO CITYKOO0BIIs aTec-
TarifHa KOMicisi puiMae oJIHE 3 PIllleHb, & TAKOXK BHOCUTH Ha PO3TIIS]T
KEepiBHUKA JIEPKaBHOTO OpPraHy peKOMEHJallii, 30KpeMa BOHU MOXYTh
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CTOCYBaTHCS yIOCKOHAJICHHS HABHYOK BHUKOPUCTAHHS KOMIT FOTEPHOT
TEXHIKHU Ta 1HHOPMaLIHHUX TEXHOJIOTH, YIOCKOHAJICHHS BOJIOIHHS O
HI€IO 3 1THO3EMHUX MOB TOINO. Y pa3i MOTO/HKCHHS MpalliBHUKA 37100y TH
Taki 3HaHHs a00 HABUYKHU KOMICisl MpUiiMae pillieHHs PO BiAMOBIAHICTD
3aiiMaHiii Tocaji 3a MEeBHUX yMOB (HETOBHA CITy>KOO0Ba BiJIOBIIHICTS) 1
pEKOMEH/Iy€ KEpiBHUKOBI MPHU3HAYHTH ITOBTOPHE aTECTyBaHHS depes
KOHKPETHHH TepioJl, aje He Mi3Hilme HiX depe3 pik. Y pasi BiAMOBH
MpalliBHUKa BUKOHYBATH JlaHI HOMY 3ayBakKeHHS Ta peKOMEHAaIlii, KO-
MiCis, SIK TpaBWUJIo, NMPUIMAae PIlIeHHS MPO HOro HEBiJMOBIAHICTH 3a-
Hmaniil mocani.

Pesynbratn atecraii qepxaBHOTO CIy»)OOBLS (PIICHHS 1 peKOMe-
H7amii) GiKCyIOThCS Y MPOTOKOJI 3acijaHHs KOMicii Ta 3aHOCSTBCS JI0
atecrauiiinoro sucta. Ilicas mpoBeneHHs aTecTalii JepKaBHUHM CITyX-
OoBellb 03HAHOMITIOETBCS 13 3MICTOM aTeCTalliiHOTO JIUCTA i PO3IHC.
VY pasi BiIMOBH BiJ] MAMUCY CKIAAA€TLCS BiJNOBIIHUH JIUCT.
3YIOThCSI TOJIOBOIO aTECTAIIHOT KOMICIT 1 KaJIPOBOIO CITYKOO0I0 JIepIKaBHOTO
oprany. OctaTo4He pillleHHs 32 HACTIJKaMU aTecTallii mpuiMae KepiBHUK
JIep’KaBHOTO OpraHy 1 BUIa€ BiIMOBITHUN HaKa3 (po3nopspkeHHs ). B Haka-
31 (pO3MOPSIKEHHI) JIOMIJIPHO BU3HAYUTH 3aX0/IH I0/I0 MOJIMIIIEHHS po0o-
TH 3 KajJ[pamMy Ha BIIMOBIAHWE Tepion. Y nojarkax Jio Hakazy (po3rmopsi-
JUKEHHST) 3a3HAYaI0ThCsl BCI JIepKaBHI CITy»KOOBIIi, 110 TIPOXO/IMIIM aTecTa-
11i10, 3 BIIMOBIHUAM PILICHHSM II0/I0 HUX:

— TpO BU3HAHHS TAaKWUMH, IO BIJAMOBINAIOTH 3aiiMaHIN mocaii, y
TOMY YHCIII MO0 TUX IMPAIiBHUKIB, SKi 3apaxOBYIOThCS 710 Ka-
POBOTO pe3epBYy, KOMY J03BOJIIEThCS MPONTH CTa)XyBaHHS Ha Bi-
JITOBIIHIN MOcaji, — BCTAHOBIIOIOTHLCS HaJg0aBKU a00 3MIHIOEThCS
iX po3Mip, MPHUCBOIOIOTHCS PAHTH JIEPKABHOTO CITY>KOO0BIIS (3 710-
TPUMaHHSM TOPSIZIKY, BCTAHOBJICHOTO 3aKOHOJAaBCTBOM);

— TpO BU3HAHHS TaKWMHM, IO BiAMOBIJAIOTh 3aiiMaHil rmocaii 3a
MEBHUX YMOB, 3 BU3HAUCHHSM MOPSIKY X BUKOHAHHS;

— TpO HEBIAMOBITHICTH 3aiiMaHii Mocaai 3 BUHAYCHHSM OCI0, sKi
MEPEBOMIATRLCS 3a IXHBOIO 3TOJIOF0 Ha 1HIY TIOCaay, a TAKOXK SKUX
OyJie 3BUIBHEHO 3 TIOCAIH.

Sxuio nep>kaBHUIA CITy>KOOBELlb BU3HAHHI 32 pe3ybTaTaMH aTecTarlii
TaKuM, 110 HE Bi/IMOBiAe 3aliMaHiii TI0Cali, BiH 3BUIBHSAETHCS 3 pOOOTH Ha
mijcrasi, nepeadadeHiii Kogekcom 3akoHIB mpo npaifro Y KpaiHw.

IIpo pesynbratu arecranii ['onoBaepxcmyx0i HagaeTbes iHGOpMa-
Iisl 10 3aKiHYeHHsI TOTOYHOTO PoKy. [Hpopmaris ckiaanaeTses 3 mudpo-
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BUX JIaHUX 33 BCTAHOBJICHOIO (hOPMOIO Ta MOBIIKU. Y JOBiAII BKa3y€eTh-
Csl: UM MaJIM MiCLIe B OpTaHi PpH MPOBECHHI atecTallii BUMaJK1 HE3ro1n
3 BIJIOMOCTSMH, BUKJIQJICHUMHU Yy CIYyXXOOBIH XapaKTEpHUCTHIl, OCKap-
JKEHHsI Jiil aTecTaniiHol KOMIcCii Ta pillleHb KepiBHUKA OpraHy, MPUHS-
THX 3a pe3yJbTaTaMy aTecTallii, a TaKOK MPOMO3HIIii MO0 yIOCKOHA-
nenHs [TomoskeHHs PO MPOBEICHHS aTeCTallii Jep)KaBHUX CITy>KOOBIIIB.

5.5. Oco01MBOCTI JOKYMEHTAJBLHOT0 0(popMiIeHHS
NiArOTOBKH, MEPEeNMiArOTOBKM Ta MiJIBUIIEHHS
kBajidikanii kKagpiB B oprasax Jep:;kaBHOro
YIPaBJIiHHSA Ta MiCLIEBOT0 CAMOBPSIIYBAHHS

3 MeTo10 3a0€e3MeUeHHs1 OpraHiB JAep KaBHOI BN Ta MICLIEBOTO CaMo-
Bps/TyBaHHS, sIKI MOKJIMKaHI BUKOHYBAaTH 3aBJIaHHs po30y/I0BU JEMOKpaTH-
YHOi, PaBOBOI, COLIATBLHOI JIepKaBH, 3a0e3MeuyBaTH PO3BUTOK MPOMAISIH-
CBKOTO CYCMIJIbCTBA, MPOBEJCHHS aIMIHICTPATUBHOI pe)OpMH, HEOOXiTHO
MiIFOTYBAaTH BUCOKOKBATI(DIKOBaH1 KaJJpu YIPABIIHHS, & TAKOXK POIIUPUTH
MiJI'OTOBKY HAYKOBIIIB y cdepi JepKaBHOTO YIPABIIHHS Ta MICIIEBOTO Ca-
MOBpsITyBaHHsI. 3MiHa TMapaJurMu JIEP’KaBHOTO YIPABIIHHS Ta MICIIEBOTO
CaMOBP$/TyBaHHS [TOBMHHA CYTTEBHM YMHOM BIUIMHYTH 1 Ha SIKICTb KaJIpiB,
10 TIPAIOIOTh Y WX OpraHax, a Iie moTpedye, 6e3yMOBHO, HOBOTO MiAXOY
JI0 3MICTy TIJITOTOBKH, TIEPEIIITOTOBKH Ta MMiIBUIICHHS KBaTi(iKaii aep-
JKaBHUX CITy>KOOBIIIB JIJIs 3aMIIIIEHHS TI0Ca]| B OpraHax JepKaBHOI B Ta
OpraHax MiCIIEBOTO CaMOBPSAYBaHHS, a TAKOXK (JOPMyBaHHS KaJpOBOTO pe-
3epBy Ha 1 mocamu. Buxomsun 3 1poro, po3pobdieHo «KomrmekcHy mpo-
rpaMy HiJrOTOBKH JEpKaBHUX CITy’KOOBLIIB», 3aTBepIKeHy YkazoM [Ipesu-
nenta Ykpainu 09 macronama 2000 p. Ne1212/2000. Komrrekcha mporpama
Ta 3aXO0JIM Ha il BUKOHAHHS BU3HAYAIOTH IJTi i 3aBIaHHS OPraHiB JICPIKaBHOT
B Ta MICIIEBOTO CAMOBDSIyBaHHS Y CIIPaBi PO3BHTKY MPOQECiiiHOro
Ka/IpOBOTO TTOTEHITIATY IIIISIXOM SIKICHOTO BJJOCKOHAJICHHSI (DYHKIIIOHYBaHHS
3araJlbHOHAIIOHATEHOT CHUCTEMH IIATOTOBKHM, TEPEIiIrOTOBKH Ta IIiJIBH-
HIeHHs KBatidikarii (axiBimiB 11 mpogeciifHOl MisTEHOCT] y IIMX OpraHax.

CydvacHi moTpeOU JIep KaBOTBOPEHHS, IMpolecu npodecionamizarii
JIEPYKaBHOTO YIPaBIiHHS, 3MIHA BUMOT JIO BJIaJd HA MICIISIX BUKJIMKA-
I0Th HEOOXIIHICTh BHPIIIEHHS HU3KH MPOOJeM, cepel SKHX OIHIEI0 3
TOJIOBHUX € TIpo0sieMa HaBYaHHS JICP)KaBHUX CIIYKOOBIIB. Y 3B’SI3KY 3
UM B YKpaiHi CTBOPEHA CHCTEMa HAaBYAIBHHUX 3aKJIAIiB, iX perioHab-
HUX QiTiH, I0 3aiMarOThCS TATOTOBKOI KaJIPIB JUISl IEPIKaBHOI CITYK-

143



ou. [Topsimox mpuitoMy /10 BUIMX HaBYAIBHUX 3aKJIa/IiB HA HAaBYaHHS 32
OCBITHBO-TIPOECIHHIMH MPOrpaMaMH I ATOTOBKH MaricTpiB B OCBITHIN
raimysi «/lepaBHe yNpaBIiHHS» 3MIHCHIOETHCS BIAMOBITHO 0 HOpMa-
TUBHUX JokyMeHTiB KaGinery MinicTpiB YKpaiHu, 30kpeMa MOCTaHOB
KMY Big 16 tpaBusa 1996 p. Ne 533, Bix 8 mororo 1997 p. Ne 167, Bin
1 BepecHst 1997 p. Ne 949 Ta in.

BianoBigHo 10 UX TOCTAaHOB Ta 3aTBEP/KEHUX HUMH THCTPYKIIiH
0 OpPMIIIOTBCS TaKi JOKYMEHTH ISl OTPUMAaHHS MPETEHIEHTOM Maric-
TEPCHKOTO CTYTICHSI B OCBITHIH rany3i «/lep:kaBHe yrpaBimiHHY.

[lepmr 3a Bce, Mk OpraHOM JIEp>KaBHOT BIAJM Ta MPETCHICHTOM Ha
HaBYaHHS YKIIAJA€THCS YTo/la-HAMPABICHHS TAaKOTO 3MICTY.

YI'OJA-HAIIPABJIEHHS
J10 BHIIIOr0 HABYAIBHOTO 3aKJIA/1y, 110 3/AIHCHIOE MIATOTOBKY MaricTpis
B OCBITHIH ranysi «Jlep:xaBHe ynpaBiiHHs»
Bin«  » 200 p. Ne

(nosHe HalIMEHYBAHHSL OP2aHy OEPHCABHOT 611A0U ADO OP2aHY MICYeB020 CamMo8psi0yEaHHs)
B 0001

(nocaoa, npizeuuje ma iniyian KepisHUKA OpeaHy)
Ta

(npizeuiye im.’si, no 6amvKkosi, nocada, micye pobomu ocoou,

SIKA Hanpaeisaentvci Ha HaG'lClHH}Z)

Viuanu 1o Yroay npo miAroToBKY MaricTpa B OCBiTHIN raysi «JlepkaBHe yrpaBIiHHs.
1. Opran nepsxaBHO{ BIaau a00 OpraH MiCIIEBOTO CaMOBPSITyBaHHS 3000B I3y €ThCA:
3apaxyBaTH Ha Iepiojl HABYAHHs JI0 KaJPOBOTO PE3epBY

(npizeuwe ma iniyianu ocobu, ska HaNPAsIsLEMbCs HA HABYUAHHS)

Ha [ocajy

(naszea ma kamezopis nocaou)

3 ypaxyBaHHSAM TOTrO, L0 OIlIaTa mpaui Oyjae HUXK4e Bif Tiel, Ky BiH (BOHA) OTPUMYBaB
(oTprMyBaa) 10 BCTYIy y BUILMI HaBYAIbHHUN 3aKJIa/l;

CTBOPHUTH YMOBH UL CTaXKyBaHHS CJIyXada 3TiJHO 3 HaBYaIbHUM ILIAHOM;

HaJIaTH CITyXaueBi MiCIisl 3aKiHYCHHsI HABYaHHS POOOTY Ha MOCa/Ii Ta 3 OIUIATO0 HE HIDKYE BIJ Ti-
€i, sika OyJ1a BU3HaYeHa oMy IpU 3apaxyBaHHi 10 KaJPOBOrO PE3EPBY 3ri/IHO 3 L€l YTOO0H0.

2. Oco0a, sika HAMPaBJIIETHCS HA HABUAHHS, 3000B’SI3Y€THCS:

OBOJIOJITU BCIMA BUIAMU T€OPETHYHOI Ta MPAKTUYHOI MATOTOBKH, IepeadadeHol npodeciiHo-
KBaTi(hiKaIITHO XapaKTEePUCTUKOK MaricTpa B OCBITHIH raiy3i «/lep:kaBHe yrpaBItiHHs;

HOTOJMTH 3 OPraHOM JIepKaBHOI Biaau ab0 OpraHOM MICLEBOIO CaMOBPSLYBaHHS TEMy
MaricTepcbkoi poboTH;

npuOyTH MICIs 3aKiHYCHHS BHILOTO HaBYAJIBHOTO 3aK/aay Ha pOOOTY 10 BiAIOBIXHOIO Op-
raHy B yCTAHOBJCHHUII TEPMIH 1 BIAMPAIFOBATH B HHOMY HE MEHIII SIK TPH POKU. Y pasi Bigpaxy-
BAHHJ 3 BHILOTO HABUAJIBHOTO 3aKJIay, HESIBKH Ha ciy0y abo BiIMOBH IPHUCTYIHTH 10 Hei 6e3
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MOBaYKHUX NPUYUH BIILIKOAYBATH JiepskaBi (B 0c00i opraHy, 110 HallpaBUB HA HABYAHHS) BUTpa-
TH, TI0B’s13aHi 3 HaOyTTsIM KBauidikamii MaricTpa B OCBITHIN rany3i «JlepkaBHe ynpaBlIiHHI, B
YCTaHOBJICHOMY 3aKOHOM HOPSIJIKY.

3. IIpHKiHIEBI IOTIOKEHHS

3MiHH 1 IOTIOBHEHHS J10 11i€] YTOU BHOCATHCS LUISIXOM ITiIIIMCAHHS JJOAATKOBUX YTOJI.

Is Yrona npumuHse miro:

MicJIs 3aKiHYEHHS TePMiHY, Ha SIKMIf BOHA CKJIaIeHa;

3a 3rOI010 CTOPIH (OPOPMIISIETHCS IPOTOKOIIOM);

y pa3i HEeBUKOHaHHs CTOPOHAMH CBOIX 3000B’513aHb (B YCTaHOBJICHOMY TOPSIKY ).

s yroma naOupae uMHHOCTI 3 JHS MHiANMCaHHS ii oOomMa CTOpoHamu 1 Jie 10
« » 200 p. (BU3HAYAETHCS BiAMOBIIHO 10 HOPMATHBHOTO TEPMiHY HABYAHHS).

11 Yrona ckinamgaeThes y ABOX MPUMIpPHHUKAX, HEPLINi 3 SKUX 30epiraeThCcst B Oprati aep-
JKaBHOI BJIa i a00 OpraHi MICIIEBOTO CaMOBPSIAYBaHHsI, APYTHUil — y ciiyxada.

4. Anpecu cTopiH:
opras Jep:kaBHOI Biaau abo OpraH MiCL[EBOTO CAMOBPSITy BaHHSI:

oco0a, AKa
HAIpPABISETHCS HA HABYAHHSL:
(micye nocmitino2o npoxcuUsanHs)
[Tacnopt
(cepisi, Homep, Kum i Konu 6udaHuil)
KepiBHHUK opraHy Jiep>kaBHOI Bi1agn Oco0a, sika HaIpaBISIETHCS] HA HAaBUAHHS
a00 opraHy MiCLIEBOIO CaMOBPSIIyBaHHS
(iniyianu ma npiseuwye) (iniyianu ma npizeuuye)
Jlama nionuc Jlama nionuc

TNonoBHwMit Oyxranrep

Jlama nionuc

MLIL.

VYronamu-HanpaBIeHHAMH MOXYTh TaKOX JOAATKOBO BH3HAYaTHCS
YMOBH Ta 3000B’s13aHHS JIEp’KaBHUX OPraHiB 00 HaJaHHSI HUMU Matepi-
QJTLHOT JIOTIOMOTH 32 PaXyHOK BJIACHUX KOIITIB CIyXadaM, HalpaBJIeHIM Ha
HaBYaHHS, @ TAKOXK BCTAHOBJICHHS VISl HUX JIOTUIATH O JIePKaBHOI CTHIIE-
Hyii. OCKUIbKA BUITyCKHHK 3000B’s3aHHI BIIIPALIOBATH Y JEPKaBHOMY
oprani abo 3a HOro 3ro/Ior0 Ta MOTOPKEHHM 3 | 0JI0BIepIKCITY K000 B iH-
[IOMY OpTraHi BUKOHABYOI By a0 iHIIIOMY OpraHi MiCIIEBOTO CaMOBpSI-
JTyBaHHSI HE MEHIIIE TPbOX POKIB, TO KEPIBHULITBO HABUAILHOT'O 3aKJIAay 32
TIOTO/KEHHSIM 3 BIATIOBITHUM JIepKaBHUM OpraHOM HE ITi3HIIIe HiK 3a ITiB-
POKY /10 3aKiHYEHHs BHITYCKHUKOM HABUaHHS TPOIOHYE HOMY BaKaHTHY
M0Ca/Ty BIATIOBIHO 10 YKJIA/ICHOI yroIy-HaNpaBieHHs a00 MepeltiKy Baka-
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HTHUX mocaj. [Ipu mbOMy HaBYABHUM 3aKJIaIOM O(GOPMISIETHCS KapTKa
TIpaIleBIAIITYBaHHS BUITYCKHUKA 32 BCTAHOBJICHOIO (POPMOIO (HABOIUTHCS
HIDKYE) Y TPHOX NPUMIpHHUKaX Ha KOXHY ocoOy. [lepmmii mpumMipHUK 30e-
piraeTscst y HaBYaJLHOMY 3aKijaji, APYTHid HAJCHIIAETHCS 32 MiCLeM Ha-
paBJieHHsL, TpeTii — ['oJgoBaepKcIyxOi.

KAPTKA MPALHEBJIAILITYBAHHS
BUITYCKHHKA-MaricTpa B OCBITHi} rany3i «/lep:kaBHe yIpaBIiHHI)

(Hatimeny8anHts BUUI020 HABYATLHO20 3aKNAQY, 1020 NIONOPAOKOBAHICMb,

aopeca, menegon, ¢akc)

1. INpizBurue
Im’st

[To 6aTpKoBi
Pik HapoKeHHS
2. OcBiTHBO-KBaTiiKaIHHUN pIBEHb
3. HampsM miaroToBKH 3a mpodeciitHiM CTIpSIMyBaHHAM (CTIELiaJIbHICTD)
Crrermiamizaris
4. Opran nepskaBHOI Biaaau ab0 OpraH MICLIEBOTO caMOBpsLyBaHHS (32 YT0I0r0-
HaTPaBJICHHSAM)

(nosHe HallmeHysaHHs, aopeca, mene@oH, gaxc)

5. ITocana (3a Yromoro-HarpaBJIeHHSIM)
MicsuHuii OKJ1az
6. [TomrepenHe Mictie podoOTH

(nosne HaimenysarHs, aopeca, meied)oH, gaxc)
7. Ilocana (10 BCTyITy Ha HaBYAHHSA)
Micsynuii oxnazn
8. Cimeitnumii cTan
9. Micre mocTiiiHOro MPOKUBAHHS

(adpeca, menegon)
10. JTomaTkoBi BiZoMOCTI

Bunycknuk JlaTa 3aroBHEHHS
Hionuc

BiamoBigansHuiA MpaiBHAK BUIIOTO HABYAIHHOTO 3aKiany (rmocaja)

M.IL

Jama nionuc iniyianu ma npissuuye

KepiBHUIITBO JIep’kaBHOTO OpraHy 3a MICIIeM HalpaBJICHHS BUITYCK-
HUKIB HE Mi3HIIIEe HIK 32 TPU M SCAIll A0 3aKiHYECHHS] HUM HaBYaHHS Ha
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MiJCTaBl OJepKaHOI KapTKW TpaIeBIAIITYBaHHS HAJCHIAE MiATBEp-
JUKCHHS HaBUYAJIBHOMY 3akiany Ta [ ojoBaep:kciayO0i Mpo BUKOHAHHS
YMOB TIpaleBJIAIITYBaHHS BUITYCKHUKIB.

BpydeHHsT BHITyCKHUKOBI AMIDIOMa TPO 3aKiHUYCHHS HABYaHHSA Y
BHIIIOMY HaBUYaJbHOMY 3aKJIaJli 32 OCBITHHO-TIPOQECIHHOIO ITPOrPaMOr0
MiITOTOBKU MAaricTpiB B OCBITHIN ramy3i «Jlep>kaBHe ynmpaBiiHHS», BH-
Jlavya HampaJjeHHsS Ha poOOTYy (32 BCTAHOBIEHOIO (JOPMOIO — HABOIUTH-
Csl HIDKYE Ta BHUIUIATA HAJICSKHUX HOMY KOIITIB 3[IHCHIOIOTHCS TIPOTATOM
CEMH JIHIB MICIsl 3aKIHYCHHS HUM HaBYaHHSI.

OdopmieHe HaBUaIbHUM 3aKJIaJ0M 32 MOTOKEHHSIM 3 BiAMOBIJI-
HUM JIepKaBHUM OpPTaHOM HampaBieHHS Ha POOOTY € TiACTaBOIO s
YKJIQZIeHHS [IUM OPTaHOM TPYJIOBOT'O JIOTOBOPY 3 BUITYCKHUKOM.

HAITPABJIEHHS HA POBOTY
BUIIYCKHHKA-MaricTpa B ocBiTHIll ramysi «/lep;xaBHe ynpaBJIiHHD»
« » 200 p. Ne

(npizsuwye, im’s, no 6amvKo8i BUNYCKHUKA)
Sxnii (s1xa) 3akiHuuB (3akiHauna) B 200 p.

(nosne HauMeHy8aHHsA 8UUJO0

HABUAILHO20 3aKAAY, 11020 NIONOpsOKosanicmy, adpeca, meaeg)om, ghaxc )

Ta MPOUIIOB (IIPOHIIIIA) MiIrOTOBKY 32 OCBITHHO-KBaNi(iKalifHNM piBHEM MaricTp
B OCBITHIH raiy3i «Jlep:kaBHe yIIPaBIIiHHA» 32 CHELiabHICTIO

3a CIieriari3amnicro
HAaIpaBIISETHCS B PO3MOPSIKEHHS

(HatimenysanHs opeany 0epoicasHol e1aou

abo opaawny micyeso2o camospsdysants, aopeca, meiedoH, akc)

3TiAHO 3 KapTKOIO MPAIEBIAIITYBAHHS Bif
JUTSE pOoOOTI Ha TTocai
3 MICYHUM OKJIaZIOM

Jarta npuOyTTs 10 MicI IPU3HAYECHHS « » 200 p.

KCpiBHI/IK BUIIIOT'O HABYAJIbHOI'O 3aKJIagy

(nocaoa)

Hama nionuc iniyianu ma npissuuye

ML.IL
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VY MicsyHMIA CTPOK BiJ AaTH MpHOYTTS BUITyCKHHKA Ha poOOTy, 3a-
3HAaYeHOi y HampaBlieHHI, OpraH BUKOHABYOI Biajau abo opraH MiCLEBO-
rO CaMOBpSIIyBaHHS 3a MICIEM HAIpaBICHHS BHITyCKHHKA HaJICHIIA€
BUILOMY HaBYaJbHOMY 3akjaay Ta [onoBraeps;kciyx0i MOBiAOMICHHS
PO IMpAaIeBIANITYBAHHS BUITYCKHUKA 32 BCTAHOBJICHOIO (popMoto (HaBO-
JIUTHCS HIKYE).

MMOBIZIOMJVIEHHS ITPO NPALEBJIALITYBAHHS
BHIYCKHUKA-MaricTpa B OCBiTHii ramay3i
«/lep:kaBHe ynpaBJIiHHI»
« » 200 p. No

(mipyIsirae TOBEPHEHHIO JI0 BUIIOTO HABYATLHOTO 3aKJIaJTy B I’ ITHJICHHUM
TEPMIH 3 JTHS YKJIQJICHHST BUITYCKHUKOM TPY/IOBOTO JIOTOBOPY)

(HatiMeHy8anHs Opeany 0epaHcasHol 61a0u abo opeany Micyeeo2o camospsO0yeaHHs,

aopeca, menegon, gharc)

MOB1TOMJISIE, 1110 BUITYCKHUKA-MaricTpa B OCBITHIH ramysi «Jlep:kaBHe
YIPaBIIiHS

(npizeuwye, im’s, no 6amvKosi)

IIPU3HAYCHO Ha 1mocanxy
3 MICSYHHM OKJIaJOM
3a0e3MeYeHO KUTIOM

(6u0 arcumia)

KepiBHEK opraHy nepaBHOI Biiaan a00 OpraHy MiCIIEBOTO CaMOBPSIITY-
BaHHS

(nocaoa)

(0ama) (nionuc) (iniyianu ma npizéuuye)

M.IL.
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5.6. lokymeHTaJIbHE 0OPMJIEHHSI MOI0BKEHHSI TEPMIiHY
nepe0OyBaHHS Ha JePKABHIN Cayx0i

Binnosigno no 3akony Ykpaiau «[Ipo nepxkaBHy ciyxOy» rpaHud-
HUI BiK mepeOyBaHHSI Ha JiepXaBHiN cinyk0i craHOBUTH 60 pOKiB Jist
YOJIOBIKIB 1 55 pokiB juis xiHOK. [licist mocsITHEHHST Iep)KaBHUM CITy K-
OOBIIEM I'PaHUYHOTO BiKy NepeOyBaHHs HA Jiep’KaBHIN CiIyxk0i MpooB-
KEHHs pOOOTH B OpraHax BJIa/Jid MOKJIMBE JIMIIE 3 JO3BOJIY HayalbHUKA
lNonoBnepsxkcnyxo6u. ITopsiiok MOroaKeHHsT MPOJIOBKEHHS TEPMiHy Tie-
peOyBaHHsI Ha Jiep)KaBHIN CIy»)01 perymoeThesi moctaHoBoto Kabinery
MinictpiB Ykpainu Big 26 rpyasas 2003 p. Ne 2020. [um gokymeHTOM
rependadeHo, mo JJIsl MPOJIOBKEHHS TIepeOyBaHHs Ha JIEP)KaBHIN CITyX-
01 cIry>KOOBIISI, SIKUH JIOCST TPAHUYHOTO BiKYy mepeOyBaHHS Ha JepiKaB-
HI cIyk0i, KEpIBHUK JEPKABHOTO OpraHy, Ji¢ IpaIoe JepKaBHUMA
CITy>KOOBeIlb, 3BEPTAETHCS /10 HadalbHUKA | 0oBaepKCITy)OU 3 Bimo-
BIIHUM TIOJIaHHSM, SIKE Ma€ OyTH TMOTOJDKEHUM 3 KEPIBHUKOM OpraHy
BHUIIIOTO PiBHS B MOPSAKY MiAMOPSAKYBaHHS.

[TomaHHs 1M10/10 IPOJIOBKEHHS TEPMiHY NepeOyBaHHS Ha JepKaBHIH
ciry k01 JIep)KaBHOTO CITy>KOOBIISI HAJACHIIAEThCS HE MMi3HIIIE HIK 32 Mi-
CSIIb 10 JOCATHEHHS JIep)KaBHUM CITy>KOOBIIEM TPaHUYHOTO BIKY Iepe-
OyBaHHSA Ha JepKaBHill ciy:x01 ab0o 10 3aKiHYEHHS TEPMiHY TOIepes-
HBOTO TIPOJIOBKEHHS.

[TizcTaBoro A7 MPOIOBKEHHS TEPMiHY TIepeOyBaHHS Ha JepKaBHIN
ciyk0i JIep)KaBHOTO CIy»OO0BIIS € HOr0 BaroMUil BHECOK Y JisUTBHICTD
JIep)KaBHOTO opraHy abo HOTo CTPYKTYPHOTO MiAPO3/ILTy TPOTSATOM TPH-
BaJIOTO Yacy, aje He MEHIIEe OJHOTO POKY, Y4acTh Y HiATOTOBII BasKJIH-
BHUX HOPMAaTHUBHO-TIPABOBUX aKTiB, MATOTOBIII Ta BIIPOBA/KEHHI JIepiKa-
BHUX Ta PETiOHAJIBHUX MPOTPaM, MO3UTHUBHI Pe3yIbTaTH aTeCTallii, 110-
piYHa TO3UTHBHA OIlIHKA JIiSTILHOCTI, HArOPOJKCHHS JCpKaBHUMH Ha-
ropoaamu, [lodecHUMEU TpaMOTaMK BHIIMX OpPTaHiB BIAIH KpaiHu, a Ta-
KOXX IHIIMMU 320X09yBaJIbHIMH BiZ[3HAKAMH KpaiHU Ta BiZJOMCTBA.
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[MomauHst 0hOPMITIOETHCS 32 HACTYITHOO (HOPMOIO:

MHHOJAHHSI
1010 TMOTOKEeHHSI MPO/IOBKEHHS
TepMiHy nepedyBaHHsS Ha Jiep:KaBHil c1y:Ko0i
IpizBurie, iM’s1, M0 6aTHKOBI
Jarta HapoJKEeHHS
HasBa oprany, B IKOMY MpaIitoe Aep>KaBHUN CITy:KOOBEIIb
ITocana (moBHa Ha3Ba 3aiiMaHoi OcaN)
PaHr, kareropisi Ta MPUCBOEHUI paHT BIAMOBITHO 30 3aIHUCy B TPYAOBIH KHUKIII

Ocsita

(HallMeHy8aHHs HABYANLHOO 3aKAA0Y MA PIK 1020 3aKIHYeHHS)
OcBiTHBO-KBaMi(hiKaIifiHUI PiBEHB Ta Or0 BIIMOBIIHICTh 3aliMaHill TOCAIi
HaykoBwuif CTyTIiHb i BUCHE 3BaHHS
Crax pobotn
3aranbHUN CTax poboTH
Craxx 1epKaBHOI CITyKOH
Crax poOOTH Yy BiJIIOBITHOMY JIep)KaBHOMY OpraHi
Crax po0OoTH Ha Iiif mocai
Haropoau, nouecHi 3BaHHS
PiBeHb BUKOHAHHS MTOCAOBUX 000B’SI3KiB, TUTOBI Ta MpodeciitHi sikocTi
PesynbpraTi arectariii Ta mOPIYHOT OIIHKYA BUKOHAHHS JIEPKaBHUMH CITYKOOBI-
MU TIOKJIQJCHHX Ha HHUX OOOB’S3KIB 1 3aBlaHb (CTHCJIO)

[TincTaBu I IPOIOBXKECHHS TePMiHY TepeOyBaHHs Ha JepKaBHIH CIy»xOi:

Baromuii BHECOK JEp:KaBHOTO CIyKOOBIS Y MisUIbHICTh ICPKABHOIO OpPraHy
a00 HOro CTPYKTYPHOIO MiJPO3/UTy HPOTSIrOM TPUBAJIOTO Yacy, ajie He MEHILE OJi-
HOT'O POKY;

[IpoBigHA pone AEp:KaBHOTO CIyX)OOBLS ab0 HOro y4acTh y poO3pOOJICHHI,
BIPOBAKEHHI HOPMAaTUBHO-IIPABOBUX aKTiB, MIATOTOBII i BUKOHAHHI JeP)KaBHUX,
perioHaJbHUX Ta rajly3eBHUX IPOrpam;

[Tpu4rHN HEBUKOPHUCTAHHS KaJIpOBOTO PE3CPBY.

TepmiH, Ha sIKUIT HEOOXiTHO MPOJIOBKUTHU MepeOyBaHHS Ha JICPXKaBHIN CITyK-
oi

[HopMarist o0 MONePeHHOTO MOTOKEHHS MMPOJOBKEHHS TEPMiHY Iepe-
OyBaHHS Ha JCpKaBHIN CITyxkO1

(O0ama, HoMep NONepeoHbO20 TUCMA-NO200ICEHHS)

KepiBHUK 1ep»KaBHOTO OpraHy, B IKOMY
MIPALIoE JeP>KaBHUN CITyKOOBELb

(nionuc) (iniyianu, npizeuwye)
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J1o 1moJiaHHs 10/1at0ThCA:
JIMCT-TIOTO/IKEHHS KEPIBHUKA OpraHy BUILOTO PiBHS II0AO IMpO-
JIOBKEHHS TepMiHy nepeOyBaHHS Ha JepiKaBHIN CITyKOi;

— JUCT-TIOTOKEHHS KEePIBHUKA HEHTPAIBHOI0 OpraHy BHKOHABYOT
Branu. 'omoBu Pamu miHicTpiB ABToHOMHOI Pecmy6Omiku Kpuwm,
TOJIOBH BiJIIIOBIIHOT MICIIEBOI JIEPIKAaBHOT aaMiHICTpallii 111010
MIPOIOBKEHHS TepMiHy mepeOyBaHHS Ha JepKaBHINA CIyxkO1 s
0ci0, SIKi MPU3HAYAIOTHCS HA TTOCAIN Ta 3BUTHHIIOTHCS 3 MOCal 3a
MIOTO/DKEHHSM 3 IMMH OpraHaMH;

— KoIii aTecTaliifHOro JIMCTA 3a pe3yIbTaTaMU OCTAaHHBOI aTecTarii
Ta OJAHKY OCTaHHBOI IIOPIYHOI OLIHKM BUKOHAHHS IMOKJIAQJCHUX
000B’SI3KIB 1 3aB/IaHb;

— KOIIis TPYIOBOi KHIDKKH, 3aBipeHa B yCTaHOBICHOMY HOPSIIIKY;

— KOMisl CIHCKY 0ci0, 3apaxoBaHMX [0 KaJpOBOTO PE3EPBY s
JIepKaBHOI CITy>)kKOM Ha BiJNOBiIHY Tocaay (3a BCTaHOBJICHOIO
hopmoro);

— KOIisl JOKYMEHTA, IO TOCBITYy€ HArOPO/IKEHHS 0COOM JIepiKaB-
HUMH Haropojami, [lodecHO rpaMoTor abo 3a0X04yBaIbHOIO
Big3Hakoo Kabinery MiHicTpiB YKpaiHH, HarpyIHUM 3HAKOM
«/lepxaBHa cioyx0a Ykpaiau «3a cymminny npaiio» ado [Togec-
HOI0O TpamMoTol0 [ oJoBIEpKCITYyKOM, BIZOMYMMH 320X0UyBaJIhb-
HUMH BiI3HAKaAMHU.

[TomanHs 3 yciMa JOKYMEHTaMH PO3TIISAIA€ThCS HadalbHUKOM [o-
JIOBICPIKCITYKOM B MICSYHHMI CTPOK 3 JHS iX HAIXOJUKCHHS. Y pasi He-
00XigHOCTI Ha 3amuT ['0JIOBAEPKCITY:)KOHM 10 TTOJaHHS JOAAIOTHCS 1HIII
JIOKYMEHTH Ta TIOSICHEHHSI.

5.7. OcobuBOCTI BeleHHsI 0COO0OBHUX CNIPaB
JAep:KaBHUX CJYKO0BIIB B OpraHax BJjaajau

BinnoBigHo 10 HOpMaTUBHO-TIpaBoBOi 0a3u Ykpainu (opmyBaHHS
Ta BEJCHHS 0COOOBOI CIIPaBH JIEPIKABHOTO CIYXKOOBIIS 31HCHIOETHCS
KaJpOBOIO CITyk0010 OpraHy JAep;KaBHOI BJIaJy Ta MICLEBOIO CaMOBPsI-
nyBauHs. Oco0OoBa cripaBa pOpPMYy€ETHCS Ha KOKHOTO JEP>KaBHOTO CITYXK-
OOBIII 1 PO3MOYMHAETHCSA 3 AT PO3MIIALY MHUTAHHS MPO MPU3HAYECHHS
fioro Ha mocaay. OHi€0 3 0cOOMUBOCTEH (hOpPMYBaHHS CIIPAaBU JIEepiKa-
BHOT'O CITy>KOOBIISl € TIepeBipka HASBHOCTI Ha HLOTO OCOOOBOI CIPaBH B
MOTOYHOMY apXiBi. SIKIIO BOHA €, TO MOAAHI TOKYMEHTH J0JAIOTHCS 110
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0Cc000BOI CIpaBH, MPO IO POOUTHCS BIJMITKA B ONMHUCI JOKYMEHTIB, SIKi
3HAXOJATHCS B 0COOOBIN CIIpaBi.

Oco0oBa crpaBa (OpMY€EThCS 3 TaK JJOKYMCHTIB:

1. Ocob6oBa kaptka (hopma I1-2/1C) 3 BiAMOBIAHUME TOTATKAMH Ta

(hOTOKAPTKOIO pO3MIpOM 4X6 CAaHTUMETIB;

2. Komii 10KyMeHTIB TIPO OCBITY, HAYKOBHIA CTYIiHb, BUCHE 3BAHHS,
MiBUIICHHS KBaTi(ikarii;

3. Bigomocti mpo noxonu, 3000B’s13aHHST (DIHAHCOBOTO XapakTepy
Ta MalHOBUH CTaH JIep»KaBHOI'O CIyOOBIS M 0codu, 110 mpe-
TEHJIy€ Ha 3aUHSITTS MOCaJM JACPKABHOTO CITY>KOOBIIS, 1 YIICHIB
Horo cim’i;

4. IlignucaHi MpeTeHJECHTOM TOMEPE/KEHHSI PO BCTAHOBIICHI 3a-
KOHOJIaBCTBOM YKpaiHH OOMEKEHHS, TIOB’sI3aHl 3 MPUUHATTIM
Ha JIepXKaBHY CIy>KOy Ta ii MpOXO/KEHHSIM, a TAKOXK JTOKYMEHT
PO O3HAHOMJICHHS 13 3araJlbHUMH NpaBUJIAMH MOBEIIHKU Jep-
YKABHOTO CITY>KOOBIIS;

5. JloBiika mpo HASBHICTH BCTAHOBICHOI (POPMHU JOIMYCKY O JEp-

YKaBHOT TAEMHMIII (17151 BIIMOBIIHUX ITOCAN);
. biorpagiuna noBiaka, momaHHs MpoO MPHU3HAYESHHS HA TMOCaIy, Ka-
pTKa moroukeHHs (y pasi moTpedn);

7. [loromxenHsi, nepeadadeHi 3aKOHOJABCTBOM [UI TPU3HAYECHHS

Ha 1T0Ca i KePiBHUKIB BiAMOBIIHUX OPTaHiB;

8. loBiaka mpo mepeOyBaHHS y KaJpoBOMY pe3epBi (s oci, 3a-

paxoBaHUX JI0 KaJpOBOTO PE3EPBY);

9. HanpaBnennsa Ha poOoTy (Ui MaricTpiB JepKaBHOTO yIpaBIliH-

HS 1 BUITyCKHUKIB BUIIIMX HaBYAJLHUX 3aKJIAIIB);

10. 3asBa Mpo y4acTh y KOHKYPCi, MPOTOKOJ (BUTST 3 MPOTOKOIY)
KOHKYPCHOT KoMicii (7151 0ci0, ki MpU3HAYaloThCs HA KOHKYP-
CHill OCHOBI);

11. 3asBa mpo MPOXOKEHHs CTAXXyBaHHS HA BIIMOBITHIN MOCa,
IHIMBIyaIbHUH TUTAH CTaKYBaHHS Ta JIOTIOBiHA 3aIlcKa Mpo
CTa)XyBaHHS 3 BUCHOBKAMH KEPiBHUKA CTPYKTYPHOTO MiIPO3Ii-
ny (asst oci0, sIKi IPOXOAMIIN CTaKyBaHHS);

12. 3asBa 110710 MpU3HAUYEHHS Ha BiAMOBIAHY TOCATY.

Oco06oBi kaptku (popma I1-2J[C) 3amoBHIOIOTH BC1 OpraHu, yCTaHO-

BU (opranizaiii), Ha TPaIiBHUKIB SIKUX TMOIIUPIOETHCS 3aKOH YKpaiHu
«IIpo nepxxaBHy ciayxOy». OcoboBa KapTKa 3allOBHIOETHCSI YKpaiHCh-
KOIO MOBOIO, B HA3MBHOMY BiJIMiHKY (KpiM OKPEMO 3a3Ha4CHOT0).

(@)
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tdopma I1-2]1C

OCOBOBA KAPTKA Ne
1. 3araabni BiI[OMOCTi9
1. pizBumie
Im’st

Ilo 6aTeKOBI1

2. I'pomagsHCTBO YKpainu

3. Micre HapOKEHHS

4. Jlata HApO/PKCHHS

5. Ocsira
(6uwa, cepedns)

Ha3ssa Ha- Pix Pik 3akin- | Crnemiane- | Ksamidika- | Ne gum-
BYATBHOTO | BCTYIy | 9eHHS abo HICTB IS 3a AWTI- JoMma,
3aKnasy Ta BUOYTTA JIOMOM Jata BU-
foro micue navi

3HaXo-

JOKCHHS

6. HaykoBuii CTymiHb, BUCHE 3BaHHS

Hasga Pik npucBO€HHS .
Ja4i TMIuIoMa

Ne nmumioma, mara BU-

7. SIkuMH MOBaMH BOJIOJIIETE 1 IKOO MipOIO

(uumaeme ma nepexnadacme 3i CIO8HUKOM,

yumaeme i Modiceme po3mMoGIMU, 80100i€me GLIbHO)

8. HaykoBi mipalii Ta BHHAXOIH

9. CiMeiinnii ctan

(nepeniuumu unewnie cim’i i3 3a3HaueHHAM 0AMU HAPOONCEHHS)

10. ITacmopT: cepist No

KUM BHJIaHUI aTa Bujadl

11. lomamrns aapeca, TenedoH

OcobucTuii mianuc
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12. Mata npuitasrrs [pucsru

13. I1puiAHSTTS Ha AEPXKABHY CITyKOY:

a) Ha miacTaBi KOHKypcy. [Iporokxom No BiJT « »

0) 710 TaTPOHATHOI CITYKOU

(nocaoa xepieHuxa)

B) 3 PE3EPBY « » p.

(Oama exntoUeHHs. 8 pe3eps)

T) iHIIe

(321010 3 6CMAHOBIEHUM 3AKOHOOABCEOM)
14. 3aranpHuii cTax poOOTH AEPKABHOTO CITyKOOBIIS

15. BesnepepBHUiA cTaxk poOOTH

16. Crax nepaBHOI CITy:KOH

« » p.

I1. IIpoaoB:keHHs1 TepMiHY Nepe0yBaHHS HA JAep:KaBHIl coryx0i

Ha tepmin POKIB 3 bi (o) . ITincrasa
Ha tepmin POKIB 3 bi (o) . ITincrasa
Ha tepmin POKIB 3 J10 . IincraBa

II1. ITpocyBaHHs 10 c1y:k0i B Jep:KaBHOMY OpraHi

Jlata Hazsa Haszpa | Karero- Crocib IMigcra- | ITigmuc
CTPYKTYyp- | Toca- pis, MPOCyBaH- BH BJIac-
HOT'O M- big7t OKJIA/I, HS TI0 HHUKa
posnity pasr ciyx0i1 ocobo-
(xoHKYpC, BOI Kap-
CTa)XyBaH- TKH
Hfl, pe-
3epB)
IV. Binnyctkun
Bun 3a gxuit Jlata ITincraBa
BiJIITyCTKU nepion MOYaTKy Bi- | 3aKiHYCHHS
JUTYCTKU BiJIIYCTKH
V. JucuunjiHapHa BiinoBigajbHicTh
[Ipuunna Bun crarnenns, ITixcraBa Jara | ITincraBa
3axiJ IUCIUIUTIHAPHOTO | CKacyBaH-
BIUIHBY Hs
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VI. 3a0x04eHHs1, HATOPO/IM, N0YeCHI 3BAHHSA

Bu 3aoxoueHHs
(Haropoju, MOYECHI 3BaHH:)

ITizcraBa

Jlara

VII. 3apaxyBaHHs /10 KaIpOBOI0 pe3epBy

Opran, 10 sikoro | Ilocana, Ha axy npo- | Jlata 3apaxysanns | Iligcra-

3apaxoBaHo B Ka- | TOHYETHCS Pe3epB B pe3epB Ba
JIpOBUI1 pe3eps

VIIL. ITiasumenns kBajigikauii

HaiimenyBan- [lepiox HaBYaHHS IMporpama | Homep i na-
Hsl HaBYaJlb- MOYaTOK KiHEIIlb YW TeMaTH- | Ta BHAadi

HOT'O 3aKJIay Ka Mi/BU- JHAIIIOMA,

[IEHHS KBa- | ITOCBIAYEH-
midikamii Hs

IX. BinomocTi npo BilicbkoBuii 00.1iK

I'pyma obmixy

Kareropis o0mixy

Ckmang

IIpunaTHicTh 70 BIHCHKOBOT CITy)KOU
Ha3sBa paifBiiicbKKOMAaTy 3a MiCIIEM MPOKUBAHHS

BilicbkoBe 3BaHHS

Biiicbk0B0-0011K0OBa CcriemiaabHICTh Ne

ITepeOyBac Ha criero0miky Ne

JlonaTkoBi Bizomocri:"’
a) Bigmosinxo no crateit 12, 16 3akony Ykpainu «IIpo nepskaBHy ciyxOy»

6) [Ipo HasBHICTH MIBT
JlaTa i npuvrHa 3BITbHEHHS
TpynoBy KHHKKY OTPUMAB «
[Mignuc BIacHUKa TPYAOBOI KHIIKKH

»

[Tignuc mpamiBHUKa KaIpoBoi cIyKO0H
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bBiozpaghiuna ooeioka mae maxy ghopmy:

BIOI'PA®IYHA JOBIAKA

(npizsuwye, im’s, no 6amvkosi)
IlonaeTbcs Ha

(nativenysanHs nocaou)
IIpartroe

(nocaoa, niopo30in, opean, 6 AKOMY NPAYIOE, 3 AKO20 4ACY)
I'pomansCcTBO

Yucito, Micsib 1 pik HAPOIIKCHHS

Micue HapOPKEeHHS

(Oepoicasa, obracms, mMicmo, patioH, ceno)
Ocsirta

(oceimnvo-keanigpikayitinuii pieens, nogHe HAUMeHYBANHS HABYATLHO20

3aK1a0y,0ama 3aKiHYeHH s, CReyialbHIiCmb ma Keanigikayis)

HayxkoBwuii cTymniHb, BueHE 3BaHHS

Bomoginas MmoBamMu

(AKUMU, KOO MipOIO)
Haropoau, nouecHi 3BaHHs

Hara npuitaattsa [pucarn gep:xaBHOTO CIIy»KO00BIIST

Panr neprxaBHOTO CITyKOOBIISI

(0ama npuceoenHs)
3aranpHUN CTaX podoTH

Crax Jep)KaBHOI CITy:KOH

Henyrat panu
(natimenyeanns paou)
CrsrHeHss
(KL, KuM i 3a Wo HaKIA0eHi)
TpynoBa misUTbHICTH bi(o) 110 el yac
(nocaoa kepisHuxa Kadpoeo2o niopo30iny) (nionuc)  (iniyianu, npiseuiye)
ML.IL
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KAPTKA INOT'OKEHHS
oo npu3HaYeHHs HA MOCAAy

(HatimeHny8anHs Nocaou npayieHUKa opeany 61aou)

IpizBuie, iM’s1, M0 6aTHKOBI
JlaTa HapOHKEHHS

[pi3Buiie, iM’4, 11O BucnoBok ITignuc, nara
0aTbKOBI Ta mocaga
oco0wu, sika MPOBOIUIIA
criBoOeciny

[Tpu movaTkoBOMy (opMyBaHHsS 0COOOBOI CrpaBH OPOPMIISETHCS B
OIUC, J0 SIKOTO BKJIFOYAIOTHCS JIOKYMEHTH BIAMOBIIHO 10 1X PO3MIIICH-
HSl Y CTIpaBi i3 3a3Ha4YeHHSIM MMOBHOI HAa3BU JIOKYMEHTa, OpraHizaiiii, ska
fioro Buzaza, HOMepa i 1aTH JOKYMEHTA, a TAKOXK JIaTH BKJIIOYECHHS HOT0
10 0co00BOi crpaBy 1 KinbKkocTi apKymiiB. Onuc TOKYMEHTIB 0c000BOi
CIIpaBH pOOHUTHCS 33 TaKOIO (hopMoro:

OoInuc
JIOKYMEHTIB 0COO0BOI CrIpaBH
Ne

(npizsuwye, im’a, no 6amvrosi)

Ne | HatimenyBanust nokymeHTiB | Kinpkicts apkymriB | [TpumiTku
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[IpaniBHUK KaapoBOi CIIy>)KOM TOBHHEH INEPEBIPUTH TPaBIIBHICTH
3aMoBHEHHST MaTepianiB 0coO00BOI CrpaBH, BIAMOBIIHICTh 3a3HAYCHHUX Y
HUX BIZIOMOCTEH OpHUTiHAIaM JTOKYMEHTIB (IacropTa, BIHCHKOBOTO KBH-
TKa, TOKYMEHTA PO OCBITY TOIIIO).

CdopmoBana ocoboBa cIipaBa peeCTPYEThCS y KHU31 PyXy 0COO0BUX
CTIpaB MPOTATOM THKHSA 3 JHS MPU3HAYCHHS MpaIliBHUKA Ha MOCaIy.

[Ticns mpu3HaYeHHS MpaliBHUKA Ha 1MOCaTy JACPKaBHOTO CITYKOOB-
1151 10 0COOOBOT CIIPaBH JTOJIAIOTHCS:

1. JlokymeHT mpo mpu3HadeHHs (MOCTaHOBa, Haka3 abo po3mopsi-
JDKEHHST) Ha TI0Caly, SKHii MOBUHEH MICTUTH HaWMECHYBaHHS OpraHy, Ja-
Ty, HOMEp 1 Ha3By IOKYMEHTa;

2. Komii yka3iB, mocTaHOB, HaKa3iB, PO3MOPSI?KEHb OPTaHiB BUILIOTO
PiBHS PO NMpHU3HAYEHHS, OOpaHHs Ha rocay. SIKIo Ha nocaay Npu3Ha-
YaloThCsl KEPIBHI MPALiBHUKH, IPU3HAYEHHS SIKUX 3T1HO 3 YMHHUM 3a-
KOHO/IaBCTBOM 3HAXOAMUTHCS y KOMIIETEHILIi KEpiBHHKA BHUILECTOSAIIOT
oprasizariii, TO BUIA€ThCS BiIOBIIHUN JOKYMEHT. Y pa3i Mpu3HauYeHHS
HpaliBHUKA Ha T0OCaay 3a MMOTOJUKEHHSIM 3 OpraHOM BHILOIO PiBHA abo
3a MOTOJKEHHSIM 3 T'OJIOBAMH MICHEBUX JEPKAaBHUX aJMiHICTpaIliil J0
0c000BOI CIIpaBH J0JA€THCSI BUCHOBOK OpraHy, 3 SKMM IOTOKYBaJoCs
NpU3HAYEHHS;

3. Tekcr Ilpucsru, CKpirIeHUI MAMACOM JIEPKABHOTO CITYKOOBIIS
(mnst oci0, ynepie NpuiHIATHX Ha JIepKaBHY CITYKOY);

4. Komii TOKyMEHTIB PO HaJIaHi MiJIbIH;

5. Komis macnopra;

6. Kormist BilicbkOBOTO KBUTKA (JIJ1s1 BIHCHKOBO3000B’sI3aHUX);

7. Onuc JOKyMEHTIB 0c000BOi CIIpaBH;

8. Y pasi 3BUIbHEHHS TpaIliBHUKA 10 0COOOBOI CIPaBH JOJAETHCS
JOKYMEHT TIPO 3BUIbHEHHSI.

[IpaniBHUK KaapoBOi CIIy>KOHM, OTPUMYIOUM MaTepiaiu Ui BHECECH-
HS X 10 0COOOBOI CITpaBH, TOBUHEH MEPEBIPUTH JOTPUMAHHS MTPABHIT 1X
3aIOBHEHHS, BI/IMOBIJHICTh 3a3HAYEHUX B HUX BijomMocTed (0coOIMBO
MPi3BUIL, IMEH, IO OaTHKOBI) OpUTiHATAM JOKYMEHTIB.

OcoboBa cnpaBa B Mipy MPOXOKEHHS IEPKaBHOI CITy>)KOH JIeprKaB-
HUM CJTy>OO0BIIEM TIOITOBHIOETHCS BIJTIOBITHUMH MaTepiaiaMu, yTOYHIO-
etbest. [IpoTsiroM poOOTH IepKaBHOTO CITy>KOOBIIS 10 0COOOBOI CIIpaBU
JIOTY9al0ThCS TaKi JOKYMEHTH:

1. 3asBu mpo mepeBeZieHHs Ha BIAMOBIIHY MOCaLy, IPOJOBKEHHS Tep-
MiHYy niepeOyBaHHS Ha JepKaBHil ciTyk01, 3BUILHEHHS 3 TIOCa I TOIIO;
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2. Hakasu npo mepeMilieHHs Ha iHITy mocaay abo 3BUTbHEHHS 3 T10-
canu;

3. Haka3u, po3mopsipKeHHsI MPO TPUCBOEHHS PAaHTY IEep>KaBHOTO
CITY)KOOBIIS, 3a0XOUYEHHS, CIy>KOOBE pPO3CIiyBaHHs, HaKJIaJCHHSI Ta
3HATTS CTSTHEHB;

4. JIokyMEHTH TIPO MiABHINCHHS KBai(iKaIlii;

5. ArecTartiiiai MaTepiaiu (XapaKTepUCTHKA, aTECTAlIHHUN JIUCT);

6. [HITI TOKYMEHTH, SIKi MICTSITh BiZIOMOCTI TIPO MPOXOKSHHS JIep-
JKABHOT CITy>KOH.

Oco00Bi cripaBu JIep)KaBHHUX CIYKOOBIIIB € JOKYMEHTaMH ISl CITy-
KOOBOTO KOPUCTYBaHHS, 30€piratoThcsi B ONEYATAaHUX METAJICBUX Ia-
(hax abo ceiichax. PoOoty mono BegeHHs, 30epiranHs 0coOOBUX CIpaB
3a0e3neuye KaJpoBa ciy’k0a abo MpailiBHUK, Ha SIKOTO MOKJIAJIEHO BH-
KOHAHHS KaJIpoBOi pOOOTH.

Koxna ocoboBa crpaBa MiJIIMBAETHCSA Y CHELIANbHO MPU3HAYECHY
JUTSL TIbOTO TIPOHYMEPOBaHy manky. Ha mepimiii cTopiHIi 3BepXy 3a3Ha-
YaeThCsl TOBHA Ha3Ba oprany. IlopsakoBuii HoMep CIpaBU BU3HAYAETHCS
BiJITIOBI/THO JI0 PEECTPAIIfHOTO HOMEpPa Yy KHU31 00JIiKY pyXy OCOOOBHX
CIIpaB JIEP’KaBHUX CITY’KOOBIIIB.

[Ticst npunMHEHHS ACPKABHUM CITyKO00BIIEeM poOOTH Horo ocoboBa
CIIpaBa 3aJIMIIAETHCS B KAJIPOBiH Cityk0i 1 IepelaeThest 10 apXiBy B I0-
PAAKY, BU3HAYEHOMY BIAMOBIAHOWO 1HCTpYKIiew. [Ipu npomy B 0cobo-
Bilf KapTIli pOOJIATHCS BiJIMOBI/IHI BIIMITKH PO 3BUIBHEHHS MPAIliBHHUKA,
3a3Ha4Ya€ThCs MPUYMHA 3BUTLHEHHS, AaTa i HOMEp Haka3y Mpo 3BUIbHEH-
Hs1. [lanmkm jyist 30epiranHs apXiBHUX CIIPaB HYMEPYIOThCS 1 30epiraroTh-
Csl OKPEMO BiJI CTIpaB MpAIO0UuX 0ci0. Y pasi MOBEPHEHHS EPKaBHOTO
CITy’)KOOBIISL Ha JIepKaBHY CIykOy PEKOMEHIYETHCS BHUKOPUCTOBYBATU
copmoBaHy paHilie 0coOOBY CIIpaBy.
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Ilumanns ona nepesipku 3HAHb:
CyTHICTh AepkaBHOI CITy>)kOM B YKpaiHi Ta OCOOJIMBOCTI JTOKY-
MEHTAJIBHOTO O(GOPMIICHHS POOOTH 3 TIEPCOHAIIOM B OpraHax
Jiep>KaBHOT BIIaJIM Ta MICIIEBOTO CaMOBPSTyBaHHS.
[Ipouec opranizaiii Ta HOKyMeHTajdbHEe OMOPMIIEHHS yd4acTi y
KOHKYPCI JiepaBHUX CITyKOOBIIiB.
Kanposwii pe3epB Ta iioro 1okyMeHTaabHe 0hopMIICHHS.
JlokymeHTanbHe 0(OpPMIICHHS MTIATOTOBKH Ta IPOBEJCHHS aTec-
Talii AepKaBHUX CITY>KOOBIIiB.
SIKUM YMHOM JOKYMEHTaJIbHO O(QOPMIISIOTHCS MiJArOTOBKA, IIe-
pemiaroToBKa Ta MiABUIICHHS KBamidikamii KajapiB B OpraHax
JIEpKABHOTO YIPaBJIIHHS Ta MICLIEBOTO CaMOBPSIyBaHHs?
Oco06MBOCTI TOKYMEHTAJILHOIO O(OPMIIEHHS MOIOBXEHHS Te-
pMiHy niepeOyBaHHS Ha JepKaBHIN CITyKOi.
Oco0nMBOCTI BeJIeHHS 0COOOBHX CIIPaB JIEPIKABHUX CITY>KOOBITIB
B OpraHax BJIajy.
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6. JOKYMEHTYBAHHS AISAJIBHOCTI
KOJIEI'TAJIBHUX OPI'AHIB JEPKABHOI'O
YHPABJIIHHA TA MICHEBOI'O CAMOBPAYBAHHSA

6.1. I[lnanysanus pobomu 6 opeanax 61aou.

6.2. Ilopsoox niocomoexu, npogedeHHsi ma OOKYMEeHMAaIbHO20 Oo-
PMAEHHS anapamuux Hapao, 3acioans, 300pie, KoHgepenyil,
Koneziil.

6.3. Joxymenmysanns Oisiohocmi 6ubopuux Komiciii ma Komicii 3

peghepenoymis.
6.1. IlnanyBanHs po00OTH B OpPraHax BJIaAH

JlokyMeHTyBaHHs JiSUTbHOCTI KOJIETialbHUX OpraHiB — 3acijiaHb,
300piB, KOH(EpEeHI[il, KOoJeriii — mosirae B CKJIaJaHHi miaHy pooit, mo-
PSIKY I€HHOTO, CIIMCKY 3aIllpOIIEHUX, PO3CUIILI MOBIIOMIIEHb, PeeCTpa-
i y9acHUKIB, CKJIQJaHHI MPOTOKOIY 1 TOKYMEHTAIbHOMY O(OpMIICHHI
NPUNHATHX PIllIEHb.

CBOIO JISTBHICTH KOJIETialIbHI OpTaHy 3/IIMCHIOIOTH Y BiJIMOBIAHOCTI
3 IJIaHOM POOOTH.

IInan pooomu Bk04Yae B cebe BC1 MUTAHHS, 3aPOIIOHOBAHI KEPiB-
HUKaMU CTPYKTYPHUX TIPO3/IUIIB, BHECEH] WICHAMH KOJIET1alIbHOTO Op-
rany ynpasiiaas. [Ipoekt mpany poOOTH CKIaIa€ThCsl 32 GOPMOI0, IO
HaBe/IeHa HUXKYE.

[TpoexT mmaHy y3roKyeThes 3 KEPIBHUKOM KOJIET1aIbHOTO OpraHy.
[Ipu po3risini MpoeKTy IUIaHy JAesKi MUTAaHHS BUKIIOYAIOTHCS, 1HII MO-
XKyTh OyTH TIepeHeceH] Ha 1HII TePMiHU PO3TIISAY — Mi3HILIEe YU paHilIe.

KepiBHHK KOJIETiabHOTO OpraHy MOe 3MIHIOBAaTH (OPMYITFOBaHHS
MUTaHb, BHOCUTH JIOMIOBHEHHS 1 OCTAaTOYHO KOperyBaTd IuiaH. [Ipoekt
TUTaHy MICIS Y3TOKEHHS PO3MHOXKYIOTh 1 PO3AAI0Th JJIsi O3HAHOMIICHHS
BCIM 3aIliKaBJICHUM OpraHi3allisiM, CTPYKTYPHUM MiApO3/iiaM, 1mocajio-
BUM 0cO0aM.

Ha 3acimanHi KoJeriabHOTO OpraHy HpeACTaBICHUIN MPOEKT 00Tro-
BOPIOETHCA, TMPUHMAETHCS 32 OCHOBY. [IWTaHHS MpoO BHECEHHS 3MiH Ta
JIOTIOBHEHB [0 TIaHy POOOTH, 1110 BUHHUKIIM IIPH OOTOBOPEHHI, OCTATOY-
HO BHPIIIYETHCS WieHaMu KoJierii. [licis 3aTBepKeHHS KOJIeTiaTbHUM
OpraHOM IITaH pOOOTH CTa€ 000B’SI3KOBHM JUIS BCIX 3aKJIaJiB, OpraHi3a-
IIii 1 0Ci0, 3aIliKaBJICHUX y peajizallii 3aX0/IiB, SKi mepea1davcHi.
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3ATBEP’)KEHO

I IMHCBEKOIO MiCBKOIO paaoro

nipotokon Ne 2
5 cignst 2007 p.

IInan po6oTu
I'muabcrkoi Michkoi paan Ha 2007 pik

Ne Hara . BinnosigasneHi 3a .
poBe- 3micT poboTH . IIpumitku
3/m MiATOTOBKY
JICHHSI
1 Ciwens | . Ilincymku mpoBenensst | Hau. ynpaBmiHHS
HOBOPIYHUX SPMapKiB TOPTiBIi
2. Ilincymku npoBeseHHst | Hau.ynpasniHas
JUTSYUX HOBOPIUHMX CBSIT | OCBITH 1 HAYKH
Ta HOBOPIYHMUX KAHIKYJI Hau. ynpaBninas
MIKOJISIPIB KyJIbTYpH
3. 3BiT KOMyHAJIBHUX Hau. ynpaBnsuas | 3ampomieHi:
Ciryx0 1010 TEIUIoNo- JKUTJIOBOTO TOCTIO- | KEPIBHUKU
CTa4yaHHs JlapcTBa MANPUEMCTB
y M. ['muHCBKY
4.
2 Jrotuit | 1.
2

T'onosa pagu
Cexperap

nionuc
nionuc

A.C.CrenanoB
LI. tpex

Jlnst koopauHAIl JisUTbHOCTI KOJIETiabHUX OPTaHiB CKIIJIAal0ThCS
KBapTajbHI Ta THKHEBI TUIAHW OCHOBHHX 3aXOJiB MICIIEBOT JepiKaBHOT
aaMinicTparii. KBapranbHi mianu poOOTH BKIIIOYAIOTh y cebe meperik
MUTaHb JIJISl PO3TIIAAY Ha amapaTHUX HapajgaxX TOJIOBH Ta 3aCTYIHHUKIB
TOJIOBHM MICIIEBOI Jiep)KaBHOI aJIMiHICTpallii, a TaKOX MUTaHb, 10 PO3T-
JSITAIOTHCST B TIOPSIIKY KOHTPOJIIO Y TEPIIOTO 3aCTYIMHHUKA Ta 3aCTYITHH-
KiB T'OJIOBU MiCIIEBOI JIepKaBHOT aqMiHICTparii.

[TuceMoOBI Tporo3uIlii 10 TWIaHiB poOOTH Ha KBapTal IOAAIOTHCS
MEPIIMM 3aCTYITHUKOM Ta 3aCTyITHUKaMHU TOJIOBH MICIIEBOI JIep>KaBHOL
aZMIiHICTpaIii 3 ypaxXyBaHHSM TIPOIO3MINA KEPIBHUKIB TOJOBHHUX
yIpaBIliHb, yNPaBIliHb, BIJJIIIIB Ta IHIIMX CIYy>X0 MICIEBOi Jep:KaBHOI
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aJIMIHICTpaIlii, TOJI0BaMH PAOHHHX Yy MICTax JIepKaBHHUX aaMiHICTpamii
3a 15 AHIB 10 3aKiHYEHHS KBapTaly J0 opraHizauiiHoro Biaaity. Ilpo-
MO3UIIIT JI0 IJIaHy KaJIeHJaps OCHOBHHX 3aXOJiB MICIIEBOI JepyKaBHOT
ajMiHICcTpaIlii Ha TYKICHb TOJAIOTHhCS y MMCHMOBOMY BHTJISI IIOYET-
Bepra 70 12 roanHu oprasizaiifHoMy BiIUTY AJsl y3araabHEHHS.

KoHTpob 32 MOTOYHUMHM IIAHAMU 3IHCHIOIOTH TEPIIUI 3acTyTI-
HHUK TOJIOBH MICIIEBOI JIep>KaBHOI ajMiHICTpallii 3riIHO 3 PO3IOIIIOM
000B’SI3KIB.

['on0BHI ynpaBiiHHS, YIPaBIiHHS, BIJJIUTH, 1HIII CIy)O0HU MicueBoi
JIepKaBHOI aJMiHiCcTpalii OpraHi3yloTh CBOIO pOOOTY BiAMOBIAHO J0
TUTaHy, 110 3aTBEPIUKYETHCS X KEPIBHUKOM.

3aTBep/KeHUH Ha MicsIb a00 KBapTal MjiaH poOOTH KOJIErialbHOTO
OpraHy yInpaBJliHHs € OCHOBOIO JUIsl CKJIaJJaHHs MOPSIIKY I€HHOTO.

Ilopaodok Oennuit CKIAnA€ThCsl 3 ypaxyBaHHAM YCIX NUTaHb, fKi
HeoOX1/IHO BUPINIUTH Ha 3acifiaHHi KoJierianbHoro oprany. [lopsia 3 mu-
TaHHSMH, 110 TUIAHYIOTHCS 10 0OrOBOPEHHS, BU3HAYAETHCS Yac, IKU, Ha
JYMKY OpTaHi3aTopiB, HEOOXiIHO BUTPATUTH Ha iX BupimeHHs. Sk mpa-
BUJIO, JIOTPUMYIOTHCSI TAKOTO CITiBBIJIHOIICHHS: IIOJO JIOTOBiJIi — 4Yac
BU3HAYAEThCS BaKJIMBICTIO MUTAHHA Ta MPOXAaHHAM JONOBiJaya; MUTaH-
Hs1 JIOTIOBiJIavy 1 BiJINOBi/I HA HUX — 5 XB; 00roBOpeHHs nuTaHHs — 10—
15 xB.; ynTaHHS MPOEKTY pimeHHs — 10 xB.

[Mopsimox neHHMiA 32 TpW JHI A0 3aCiJiaHHs KOJIETiallbHOTO OpraHy
PO3CHIIAIOTh YCiM 3ampoiieHuM. Jlo MopsaKy AEHHOTO J0JAEThCs Tepe-
K 0ci0, SKi IeBHI B3STH y4acTh Y 3aCilaHHi.

Posrnsa muTtaHp 3a TOPSIIKOM JEHHUM TOYMHAETHCS 3 HAHOLIBIN
BAXIIMBUX 1 BaXKUX. JloTpUMaHHS perjamMeHTy CBITYHTH MPO AUIOBY i
YiTKy poOOTY KOJIETialbHOTO OpraHy, PO peTeNbHY MiArOTOBKY 1 BMiie
MIPOBEJICHHS 3aCi/1aHb.

Ilogioomnenna npo 3acioannsa i MaTepiaiu 10 HHOTO PO3CUIIAIOTH-
Csl WIeHaM KOJIET1aJIbHOTO OpraHy i 3alpolIeHUM He IMi3HIlIe HiX 32 TPU
nHi. [ToBiMOMIICHHSI MICTATh TaKi PEKBI3UTH: JATy, MiClle TPOBEIACHHS
3aciZlaHHs, HOTO MOPSAOK ACHHUH Ta Yac MPOBEICHHS.

[lepen mouaTkoM 3acifaHHS TPOBOIUTHCS peccmpauia 3anpouie-
Hux 3a CIeNiajJbHO MiJATOTOBJICHUM CITUCKOM 1 3a3HAYCHHSM IPi3BHII,
1HIIIaJIB, TTOCa 1 MiCIIs pOOOTH.

BigkpuBmm 3acimaHHs, TOJIOBA CTaBUTh MHUTAHHS OO 3ayBaKEHb
Ta TPOTO3UIi BITHOCHO TOPSIIKY ACHHOTO, IICIS YOTO MOPSIOK JIeH-
HUIl 3aTBEPIDKY€ETHCS. 3aTBEPMBIIU MOPSIOK ICHHUN, YYaCHUKH 3aci-
JIaHHSI BHOCSATH TPOTIO3UIII] 10 perjJaMeHTy poOOTH (HAMpHUKIA[, JIOTI0-
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Bimauy — 10 XB.; BUCTYIH B OOTOBOpEHHI — 5 XB.; IOBIIKH, TOBTOPHI BH-
CTYIU — 710 3 XB.).

XiJl KOXKHOTO 3aCiJJaHHs KOJICT1aIbHOTO Oprany 000B’s3KOBO (DiKCy-
€THCS Y TIPOTOKOI.

IIpomoxkon — noxyMeHT, 1o BiioOpakaeH Xi 0OroBOpeHHs MUTAaHb
1 IpUUAHATTA pilieHs Ha 300pax, Hapaaax, KOH(MEPeHIsX 1 3aciTaHHIX
KoJeriaJbHux oprani. opMyIsip mpoTOKOIIy Ma€e Taki PeKBI3UTH: Mif-
MOPSIKOBAHICTh OPraHy Ta HOro HalMEHYBaHHS;, Ha3Ba BUIY TOKYMEHTa
(mpoTokoi); n1ata i HoMep JOKyMeHTa (1H/IeKC); Miclle MPOBEICHHS 3aci-
JIAHHST; Ha3Ba KOJICTIAJIbHOTO OpraHy abo KOHKPETHOI Hapa/au; MPHUCYTHI
Ta BIJCYTHi; MOPSJOK JACHHUN; TEKCT; MiJIMUCH BIAMOBIAAIBHUX OCIO
(IpOTOKOI MiIMUCYIOTh T0JIOBA KOJIETIAIbHOTO OpraHy 1 ceKperap, KUl
CKJIaJiaB MIPOTOKOJI 3aCiAaHH).

Xin 3acimaHHsi KoJeriaabHOro oprany ¢ikcye cexkperap. Hymepartis
IPOTOKOJIIB BEAETHCS 3 MOYATKY KOXKHOIO KaJeHIapHOro poky abo i-
JIOBOJTHOTO POKY (HampuKJIa, A1 HaBUAIbHUX 3aKJIajiB 11e 1 BepecHs —
30 gepBHs). [IpaBuibHEe 0(hOpMIIEHHS IPOTOKOJY MA€ BaXKJIMBE 3HAYEH-
HS, OCKIJIbKM OPUJUYHOI CHIIM HaOyBarOTh PIllICHHs, sIKi MPUAHATI Ha
3aciJlaHHi i1 3aHeCeHi JI0 MPOTOKOY.

TekcT MpOTOKOIY CKIANAEThCs 3 JIBOX YACTHUH: BCTYMHOI 1 OCHOB-
HOI. Y BCTYIHIN YacTHHI BKa3yIOThCS IMPI3BHINA Ta IHIIATH MPUCYTHIX
YJICHIB KOJIET1aIbHOTO OpPraHy, 3allpoIIeHUX — MPHU HEBEIUKIH KiJTbKOCTI
npucyTHiX (0 10—15 oci6). Skio 3anpornieHnx 6araTo, TO CKJIAIAEThCS
CITUCOK, SIKHU € JOJaTKOM JIO MPOTOKOJTY. BilmoBigHO, y BCTYMHIN Yac-
THHI BKa3ye€ThCS 3arajibHa KUTBKICTh TMPHUCYTHIX. BcTymHa wacTtmna
BKJTIOYA€ MOPSIOK JCHHUH 3 MEPeikOM MUTaHb , 10 PO3TIIAIAI0ThCS Ha
3acigaHHi.

OcHOBHa YacTHUHA MPOTOKOITY OyIyeThes 3 Takux po3aiiiB: «CJIIY-
XAy, «BUCTYIIUIN», «[IOCTAHOBWJIN» («BUPILLINIIN»).
CroBa «ciryXanm», «BHCTYIWIN), «ITOCTAHOBWIN» («BHPIIIWINY») APY-
KYIOTh TIPONTMCHUMHU JIITEPaMU 1 MICHIA HUX CTaBJIAThH JBOKpanky. Hacry-
IMHUW PAJAOK TIOYMHAIOTH IHIIIaaMK 1 MIPI3BUIIIEM JOTOBIIada, 3a HUM
CTaBJISITh TUPE 1 BUKJIAJAOTh 3MICT JIOTIOBI/I.

B po3nini «BUCTYIINUJIN» BKa3yroTh iHimiaidw, Mpi3BUIIA BHCTY-
MalYuX 1 BUKJIAJAI0Th OCHOBHUH 3MmicT BUcTymy. B pozaini «IIOCTA-
HOBUWJIN» — BUKIAagarOTh 3MICT MPUHHATHX PIMICHb i3 3a3HAYCHHSIM
TEPMIiHIB, 0Ci0, BIAMOBITAIbHUX 32 BUKOHAHHSI PIlIICHHSI.

[Ticnst BiAMOBIAHOT MiArOTOBKY (OMPALIOBAHHS BCiX BUCTYMIB, 1X y3-
TO/DKEHHSI 3 JIOTMOBiayeM Ta BUCTYMAIOUUMHU, y3TOKCHHS (hOPMYITIO-
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BaHb IMOCTAHOBJISIFOUOI YAaCTHHU TMPHUHATHX pPIlIeHb) MPOTOKON Tepe-
JIPYKOBY€ETHCS, HOTO MiAMUCYIOTHh TOJIOBA 3aCiJaHHs KOJIEriaJlbHOTO Op-
raHy i cekperap. (JeTaibHille PO OCOOIMBOCTI CKIIAAaHHS IIPOTOKOIY —
y po3nini 3, m.3.4.).

Komii npoTokosniB, BUMTMCKY 3 HUX PillIeHb, IPUHHSATUX Ha 3aciiaH-
HSIX KOJIETIaJIbHUX OpPTaHiB, 0OPOPMIISIOTH TaK, SIK 1 1HII pO3MOPSIYi J10-
kyMeHTH. OdopmiieHHs 3A1MCHIOIOTH a00 MPOTOKOJBHUHN Bimii, abo
rpyna Haka3iB, a00 KaHIEJIAPis Ui CEKpeTap, B 3aJIEKHOCTI BiJ] TOrO, XTO
y BIAMOBIAHOCTI 3 (PYHKIIOHAILHUMH OOOB’sI3KaMU BiJIOBIIA€ 3a IO
pobory.

Po3MHOXKEHHST TIPOTOKOJIB Ta JTOJIATKIB BUKOHYETHCS HA JIPYKapCh-
KHX MalIMHKax a00 KOMII'IOTepax, CIIOCOOOM ONEpaTUBHOIO PO3MHO-
JKyBaHHS (Ha KCEPOKCI, pOTanpuHTax) 1 IPyKapChKUM CIIOCOOOM.

Komii npoTokosiB, BUIUCKM 3 HHMX PO3CHJIAIOTH 3a 3a3[aJlerijib
CKJIaJICHUM CIIUCKOM, SIKUM J10J1aloTh 10 opuriHany. IIpumipHuku, mo
PO3CHIIAIOTHCS, TIAMUCYIOTHCS, MiATBEPIKYIOTCS 3aBIpEHUM TiAMHACOM
BIINOBIAATIBHOT 10CAI0BOT OCOOH 1 MEUATKOIO.

KoHTposib 32 BUKOHAHHSIM pillleHb, TPUHHSATUX Ha 3aciJaHHi KoJie-
TaJIbHOTO OpraHy, MOKJIAJAE€ThCs Ha BIAMOBIJAIBHY TMOCAJOBY OCOOY
(kepiBHMKa opraHy a00 HOro 3acTyNMHUKIB, KEPiBHHKA CTPYKTYPHOI'O
MipO3/Iiny) 3 000B’I3KOBUM 3a3HaueHHsM mpi3Buina. He go3BomsieTbes
MOKJIaJIATH KOHTPOJb HA CTPYKTYPHUH MiJIPO3/1iJ, OpraH yrnpaBiiHHS, 00
1Ie MPU3BOJIUTH JI0 3HEOCOOJCHHS 1 OE3KOHTPOJILHOCTI BUKOHAHHI MPH-
WHATOTO pilIeHHS.

VY psini BUMAJKiB pilIEHHS KOJIET1aJbHOTO OpraHy HaOyBarOTh IOpH-
JMYHOI CHJIM TICIIS BUJIAQHHS BiJIOBIAHOTO HaKa3y, PO3NOPSIKEHHS TO-
10, TOOTO PO3MOPSAYOTO JOKYMEHTA, SIKHH BUAAETHCS KEPIBHUKOM Ha
rpaBax €JIMHOHAYaIbHOCTI.

3aranpHU KOHTPOJIb 32 BHKOHAHHSAM PO3MOPAIYUX JTOKYMEHTIB
MOKJIQAEThCS HA TPYITYy 1HCHEKIT 0 KOHTPOJIO, CEKpeTaps CTPYKTYp-
HOTO T JIPO3JILTY.
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6.2. [lopsinok MiArOTOBKH, MPOBEJACHHS TA
AOKYMEHTAJIbHOr0 0OpMJICHHSI AIAPATHUX Hapa/,
3acifaHb, 300piB, KOH(pepeHuiii, Koyaerii

Anapamna napada — 1€ HapaJa rojlOBU Ta 3aCTYIHUKIB F'OJIOBU Mi-
CIEBOI JiepKaBHOI aJMiHicTpallii, KepiBHUKIB OCHOBHUX CTPYKTYPHHX
HiAPO3/LTiB, SIKI BXOJATH IO CKJIaay arnapary BUKOHABUOTO OpraHy Mic-
LIEBOI BIaHU.

AnapaTHa HapajJa IPOBOAMUTHCS T'OJIOBOIO MICLEBOI JIepKaBHOI aj-
MiHicTpailii abo, 3a HOTO JOPYYCHHSIM, OJTHUM 13 HOr0 3aCTYyIHHKIB, 5K
MIPABWJIIO, IO ITHUIIL O 9-1 To/IuHI.

OpranizaiiiiHo-TeXHiuHe 3a0e3meueHHs MiJIrTOTOBKH Ta MPOBEICHHS
anapaTHUX HapaJl 3JiHCHIOE opraHi3aliiHui BiIIi.

[opsimok neHHME anapatHol Hapaau GOPMYy€EThCs Ha IMiJICTaBl MPH-
MIpPHOTO MEPeNiKy MUTaHb, M0 CKIAJAEThCA Ha KBapTall Ta 3aTBEP/DKY-
€THCS TOJIOBOIO MICIIEBOT IEpKABHOT aqMiHiCTparii.

3a pileHHsIM TOJIOBU MiCIIEBOI JiepKaBHOI aJiMiHicTpaiii abo oco-
0w, sika Oro 3aMilrae, Ha PO3TJISI armapaTHoi Hapaau MOXKYTh BHHOCH-
TUCH TUTAHHS, HE TIepe10ayeHi MPUMIPHUM TEPEIIiKOM.

J10 KO’KHOTO MUTAHHS TOPSIIKY JEHHOTO armapaTHOi HapaJa Biamo-
BITHIMH CITy’)KOaMHU TOTY€TBHCS JOBITKOBHI Marepiall, MPOeKT MPOTOKO-
JBHUX JIOPYYEeHb Ta, 32 HEOOXITHOCTI, MMPOEKT PO3MOPSIKEHHS MICIIEBOi
Jiep KaBHOT aJMiHICTpaIlii, CIHCOK OCi0, 3ampOMIeHNX ISl PO3TIISILY TTH-
TaHHS.

BinmoBiganbHICTh 32 SIKICTh Ta CBOEYACHICTH MiJATOTOBKH MaTepia-
JIB MOKJIAIA€THCS HA MEPIIOro 3aCTYIMHHUKA Ta 3aCTYIHUKA TOJOBH MiC-
IIeBOI JIep kaBHOI aIMiHICTpaIlii 3T1THO 3 PO3MOIIJIOM 000B’I3KIB.

[TixroroBneHi mMarepiaiu, MOTOHKEHI B YCTaHOBICHOMY IMOPSAKY,
MOAAIOTHCS JIO0 OpTraHi3amifHOro BIMIUTY 3a YOTHUPH JHI J0 3aciaHHS
JUTSL y3arajibHEHHS 1 MMiITOTOBKU HEOOX1THOTO KOMIUIEKTY JOKYMEHTIB.

Komo cimy»060Bux 0ci0, siKi 3ampoITyIOThCS Ha anapaTHy Hapazmy 3
MMUTaHb MOPSIKY JCHHOTO, BU3HAYAETHCS TMEPIIUM 3aCTYITHHKOM Ta 3a-
CTYITHUKOM TOJIOBH MICIICBOI JepKaBHOI aJIMIHICTpaIlii, BiITOBIIaTbHU-
MU 3a IiJIrTOTOBKY ITUTaHb.

VY4yacHUKM anapaTHOI HapaJay 3alpollyOThCs Ha 3acCiflaHHS OpraHi-
3alifHUM BiJII1JIOM MiCII€BOI AepKaBHOI aMiHiCTpallii.

JlopydeHHs, HampalbOBaHiI Il yac amapaTHOI Hapaau, o(opmils-
I0ThCSI IPOTOKOJIBHO OpraHi3alliiHUM BiJIIIIIOM 1 IOJIAIOTHCS HA 3aTBEp-
JKEHHSI TOJIOBYIOUOMY Ha 3aCi/laHHi.
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[Topsiiox miATOTOBKY Ta MPOBECHHS HAPaJl 3 OKPEMHUX ITHTaHb, Op-
rafizamis poOOTH MOCTIHHUX a00 TUMYACOBUX POOOYMX OpraHiB BU3HA-
YarOTHCS TIOJOKEHHSIMH TIPO HUX.

Hapaou 3 okpemux numans TPOBOATHCS TOJIOBOIO, MEPIINM 3a-
CTYITHUKOM, 3aCTyITHMKaMH TOJOBH MICIIEBOI JIep:KaBHOI agMmiHicTparii
y BIATIOBITHOCTI 3 TUTAaHAMH POOOTH, a TAKOXK y pa3i OmepaTHBHOI HE0O-
X1IHOCTI.

Koo cimy»00BuX 0ci0, 3alpomeHnx Ha Hapaad, BUSHAYAETHCS BiI-
ITOBITHUM KEPIBHUKOM, 3 IHIIIaTHBY SKOT'O BOHU ITPOBOIATHCS.

3ampolieHHs Ha Hapaau (KpiM amapaTtHux) abo 3a iHIIOH CiIyk00-
BOIO HEOOXI1/IHICTIO T'OJIiB PAOHHUX y MiCTax JIep>KaBHUX aJIMIHICTpaIlii
3MIIACHIOETHCS 32 MOTOPKEHHSIM 3 TOJIOBOIO MiCBKOI JIep:KaBHO1 afMiHic-
Tparii.

[ToBigoMiIeHHS PO 3aMPOIICHHS HA HAPaJH 3A1MCHIOETHCS BiIMOBI-
JHUM CEKpeTapiaToM 3aBYacHO, SIK MPaBWJIO, HE Mi3Hille, HDK 3a OIUH
JIEHb J10 iX IPOBEJECHHS.

Pimennst, npuitHsITi Ha Hapanax, oGpOPMISIFOTHCS MPOTOKOIAMHU i3
3a3HAYCHHSIM BUKOHABI[IB Ta TEPMiHIB BUKOHAHHSI.

[Mutanus, oo noTpedyoTh (DiHAHCOBOTO 3a0e3MeYeHHs], Y3TOKY-
I0ThCs 3 (PIHAHCOBHUM YIPaBIiHHAM. BeeHHS IPOTOKOIIB i KOHTPOJb 32
X BUKOHAHHSM IOKJIaJIA€THCSI HA BiJIIOBI/IHI CEKpeTapiaTH.

6.3. JlokymMeHTyBaHHS JiAJIbHOCTI BUOOPUYMX KOMIcCiH
Ta KoMiciii 3 pedepenaymis

3 Meroro 3abe3ledyeHHs] HaJEKHOI oprasizaiii poOoTH BHOOPUUX
KOMICii Ta kKoMmiciii 3 pedepeHayMiB, BiAnoBiaHO A0 m. 1 4. 2 c1. 15,
ct. 18 3akony Ykpainu «IIpo Bubopu Ilpesunenta Ykpainuy, m. 1 4. 2
cT. 22, cT. 25, 4. 1, 2, 4 ct. 86 3akony Ykpainu «IIpo Bubopu HapogHuX
nenyTtaTiB Ykpainuy, ct. 14, 48 3akony Ykpainu «lIpo Bubopu aemyra-
TiB BepxoBHoi Pagu ABronomHuoi PecriyOmiku Kpumy», ct. 21, 4. 1, 2, 3
cT. 56 3akony Ykpaiau «IIpo BubOpH gemyTaTiB MiCIIeBHX paj Ta Cilb-
CBKHX, CEIIMIIHUX, MICBKUX TOJNiBY», m. 4 cT. 26, 4. 1, 2 cT. 31 3akony
VYkpainu «lIpo Bceykpainchkuii Ta MicleBi pedepeHaymMu», 3aKoHY
VYkpainu «IIpo 3BepHeHHs rpomMansn», 4. 2 cr. 1, ct. 11, 12, m. 7, 9
ct. 13, m. 6, 15 ct. 14. II. 6, 8 cT. 15 Ta u. 1 cT. 17 3akony Ykpainu
«IIpo LlenTpanbHy BUOOpUY KOMICiIO», 3 ypaxyBaHHsIM moctaHoBu Ka-
Oineri MminicTpiB Ykpainu Big 14 kBitHs 1997 p. Ne 348 «IIpo 3aTBep-
JUKEHHsI [HCTpyYKIIiH 3 A17I0BO/ICTBA 32 3BEPHEHHSAMH T'POMAJISiH B OpraHu
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Jiep >KaBHOT BIIQJM 1 MiCIIEBOTO CaMOBPSIyBaHHS, 00’ €JHAHb TPOMAJISH,
Ha TIANPUEMCTBAX, B YCTaHOBAX, OpraHi3allisiX He3aJeKHO Bix (Gopm
BJIACHOCTI, B 3ac00ax MacoBoi iH(popmariii», [{enTpaasHa BuOOpUYa KOMi-
cist po3podmia Ta npuiiHsuia «I1opsiIoK BeeHHS AUTOBOACTBA BUOOPUYHX
KOMICiii Ta KOMicCiii 3 pedepeHayMiB», 3000B’sI3aBIIM BHOOPUI KOMicCii
o Bubopax [pesnaenra Ykpainu, HapOJAHUX JIEMyTaTiB Y KpaiHH, KOMi-
cil 3 BceyKpaiHChKOTO pedepeHayMy Micis iX yTBOpEHHs 3a0e3MeYnTh
HEYXWIbHE JOTPUMaHHS 3aTBeppKeHoro [lopsaky.

Iliozomoeka ma ogpopmaenns 0oKymenmie 00 3acioanns eudop-
yoi Komicii uu Komicii 3 peghependymis. I1inroToBKY MaTepianiB o0 3a-
cimanHs BUOOpUOi KOMicii Ta KoMmiciid 3 pedepenaymiB, opopmieHHS Ta
JIOOTPAIIOBaHHS MPUHHATHX Ha i1 3acCilaHHI IOKYMEHTIB, TOCTOBIPHICTh
JIOKYMEHTYBaHHsI 3aCilaHHs KOMicii 3abe3mnedye cekpeTap KoMicii.

[IpoekT mopsAKy JEHHOTO 3aciiaHHS KOMICii TOTy€ cekpeTap KoMi-
cii 3riiHO 3 TUIaHOM poOOTH Ta 3a AOPYUCHHSM T'OJIOBH KOMicii, Bpaxo-
BYIOYH MpOoNo3uilii uieHiB komicii. [lopsaok nennuit Mmae Oyt miaroro-
BJICHO HE Mi3HillIe HIX 3a JIeHb J0 3aCilaHHs.

[IpoekT mopsAKy JIEHHOTO, IiCIsl HOTO TIOTOJDKEHHS 3 TOJIOBOKO KOMi-
cii, cekpeTap KOMicii IOBOIUTH /IO BijioMa 4iIEHIB KOMiCii, SIK MPaBWIIo, He
Mi3HiIIe HIX 32 JIeHb JI0 3aCiIaHHs KOMICii, a B JIeHb, 1110 TIEpPE/Iy€e JTHIO BU-
0opiB, pedepeHIyMiB 1 B JieHb BUOOPIB, pedepeHyMiB — HETalHO.

[Ipo mopsiiok AeHHUH 3acilaHHs KOMICii Ta 1aTy HOro mpoBeeHHS
YJIGHW KOMICIT Ta 1HII 3aIliKaBJIeHI 0COOM MOBIOMIISIOTHCS, SIK MTPABH-
JI0, HE TI3HIIIe HiX 3a JIeHb JI0 3acCiIaHHs KoMicii. 3a HeoOXiJHOCTI Mpo
3acilaHHsl KOMICii, IOPSI0OK JICHHUI OrOJIONIYEThCS y 3aco0ax MacoBOI
iH(popMallii Ta TIOBIIOMIISIIOTECST 0COOH, SIKI MalOTh TIPaBO OpaTH y4acThb
y 3aciJlaHHi KOMicii, a TaKoK 000B’3KOBO — 0COOM, 3aMpoIlieHi Ha 3aci-
aHHA KOMICIT.

[IpoekT mocTaHOBU KOMicii Ma€e BIIMOBIAATH YHHHOMY 3aKOHOJ1aB-
CTBY YKpaiHM Ta MpUHMATHCh y MeKaxX MOBHOBaXeHb Kowmicii. [locTa-
HOBa KOMICii TTOBUHHA MICTHTH Taki PEKBI3UTH: Ha3By KOMICii, Ha3BY
JIOKyMeHTa (IT0OCTaHOBa), MICIe Ta JaTy MPUUHATTSA MOCTAHOBH, MOPSI-
KOBHUI1 HOMEp, 3arojIOBOK JI0 TEKCTY MOCTAHOBH, MOTHBYBAJIbHY YaCTH-
HY, PE30JIIOLIIHY YaCTHHY.

3aroi0BOK 10 TEKCTy MOCTAHOBM KOMicii Mae OyTH JAKOHIYHUM 1
TaKUM, IO BiJioOpaxkae 11 OCHOBHHUU 3MicT. SIKIIO B MOCTaHOBI KOMicCii
WIETHhCS PO KiJbKa MUTaHb, Ha3Ba MOKE OyTH y3arajJbHIOIYOIO.

MotuByBagbHa YacTUHA IMOCTAaHOBH MAa€ MICTHTH OOCTaBHHH, BH-
CHOBKH KOMicCii Ta HACTaHOBH, IO 3YMOBWJIH TPUIHSATTS IMOCTAaHOBU 3
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BIJIMOBIIHOTO TTUTAHHS, TOCWJIAHHS HA 3aKOHH YM 1HIII HOPMATHBHO-
MpaBoBi akTH abo CyIOBI pIllICHHS, SKUMH KepyBanacs KOMICisi mpu
MPUAHATTI PIlICHHS.

Pe3onroTBHA YacTWHA TIOCTAHOBH MICTUTH BIJIOBITHE PIMICHHS
KoMicii, BukiazaeHe y ¢GopMi BUCHOBKY 13 3a3HAUCHHSIM 3aBJaHb 1 3aX0-
JIiB, CIIPSIMOBAaHMX Ha peajii3allilo OBHOBAXEHb KOMICIi 3 MUTaHb, 10
pO3MISIIAOTRCA. Y pa3i MoTpeOr Pe30IOTHBHA YaCTHHA MOXKE MICTUTH
BKa3iBKM Ha HEOOXIIHICTH JOBEICHHS il 3MICTy 10 Cy0’ €KTIB, Ha SKHUX
MOIITMPIOETHCS JTisl TOCTAHOBH, BUKOHABIIIB, 0C10, Ha SIKMX MOKJIAIa€ThCs
KOHTPOJIb 32 BUKOHAHHSM JIOKYMEHTa, a TaKOXX CTPOKU (TepMiH) #oro
BUKOHAHHS Ta JOJATKH.

Pe3ontoTuBHA 4acTHHA MOCTAHOBM CKJIAZAETHCS 3 MPOHYMEPOBAHUX
MYHKTIB Ta MiJITYHKTIB.

[Ticnst o3HalioMIIEHHS 3 MiTOTOBIEHUMH MaTepiajJamu i B pasi Bifl-
CYTHOCTI TIOTpeOU BHECEHHS TOIMPAaBOK JI0 TEKCTY TOJIOBa KOMicii cTa-
BUTb Ha MPOEKTI NOCTAHOBH, L0 MPONOHYETHCS NPUIHSITH, PE3OIIOLII0
JUTSL PO3TJISIY Ha 3acilaHHi KOMicii.

Cekperap KoMmicii BiJNOBilae 3a peectpariito ocid, gki OepyTh
y4acTh y 3aCiIaHHi, Ta Tepej] Horo MoYaTKoOM T0JIa€ TOJIOB1 KOMICii criu-
COK IIUX 0ci0.

Ochopmnenna piwienns, npuiinamozo na 3acioanni komicii. Pimen-
Hs1 KOMICIT MpUiAMAaeThCs SIK IPaBIIIo, Y (hopmi rocTaHoBU. XijJi 00roBOpeH-
Hs1 PIIIICHHS, 1110 PO3TJISIAETHCS Ta MPUAMAETHCS Ha 3acCilaHHI KOMicil, (ik-
CYETBCS TIPOTOKOJIOM, SIKUI 0(hOPMIISETHCS TTICHS 3aciflaHHs Ha TiJICTaBi 3a-
MUCIB, 3pOOJICHUX ITiJ] Yac 3acCiJaHHsI CeKpeTapeM KOMICii UM 0co0or0, sika
BUKOHYBaJIa 000B’SI3KH 32 JJOPYUEHHSIM KoMicii abo il royioBu.

[IpoTokonm MarOTh Taki PEeKBI3UTH: Ha3Ba JJOKYMEHTY — IIPOTOKOJI, Ha-
3Ba BUIy pOOOTH JTUTLHHYHOT KOMICIT — 3aciiaHHsI, Ha3Ba KOMICIT, jara i Mi-
CIle MTPOBEJICHHS 3aCiJIaHHs, 3arajibHa KiIbKICTh WICHIB KOMICIi, KUTbKICTh
MPUCYTHIX HA 3aCiTaHHI YWICHIB KOMICil, KUTBKICTh 3alpOIICHNX Ha 3aciTaH-
Hi (y pa3i moTpedu 10 MPOTOKOIY JOAAETHCS PEECTPALIIHUMA JIHCT), TIOps-
JIOK JIeHHWH 3 (hOpMyIIOBaHHAM TNHTaHb y HA3UBHOMY BiJMIHKY, TEKCT
MIPOTOKOJY, SIKMI CKJIQAETHCS 3 TPHOX YACTHH, IIO MPOUYNHAIOTHCS CIIOBA-
mu «Cryxanmm», «Buctymmmmy «Bupinmmm ([TocranoBmm).

[Iporokon 3acimanHs KoMicii odopmitsse cekperap komicii. Jlo mpo-
TOKOJTY JTONYYaroThCs Y BUTJISII JIOMATKIB OPHUTIHAIN JOKYMEHTIB, TIPH-
WHATUX HA 3acilaHHi, a TaKOX BHKJAJEHI B MUCHMOBIH (opmMi okpemi
JYMKH 0Ci0, sIKi BXOJIMJIM JIO CKJIaly KOMIcCii 1 He MOTOAMINCH 3 IPUIAHSI-
TUMU Ha 3aciJlaHH1 KOMICii pillICHHAMH.

169



[TpoTokoJ MminICye TOJIOBYIOUYHI Ha 3aciflaHHI Ta CeKpeTap KOoMicii
91 0c00a, sika BUKOHYBaJla 000B’I3K1 CEKpeTapsl.

[ToctanoBa, MpUIfHATA HA 3aCiIaHHI KOMICIT, TJIATaE MOAATBIIIOMY
0(OpPMIICHHIO JIsl MiANUCAHHS, HAJACUIAHHS 1 ONPWIIIOAHEHHS (y pasi,
SKIIO TOKYMEHT MiJUIArae ONpUIIOAHEHHIO BiAMOBIAHO A0 3aKOHY a0o0 3a
pimenHsM kowmicii). [Iporokonn onHOoro pobovoro AHA 3acilaHHs MatOTh
OJTMH HOMED, SIKIIO 1HIIIE He BCTAHOBIICHO TOJIOBOIO KOMICii.

[Ipu goomnpaltoBaHHI TOCTAHOBH KOMICIi cekpeTap KOMicii BHOCUTD
JI0 TEKCTY 3MIiHHM 1 JIOTIOBHEHHS, CXBAJICHI IUISIXOM TOJIOCYBaHHS Ha 3a-
ClIaHH1 KOMICIT.

KoMIuiekTHICTh MaTepiaiB, 10 TOAAFOTHCS JI0 TOCTAHOBH, a TAKOXK
peectpariis iX y BiAMOBITHOMY KypHaI i3 3a3HaYCHHSIM PEECTPAIiHHUX
HOMEpIB Ha JIOKyMEHTax 3a0e3MeuyI0ThCS CEKpeTapeM KOMICii.

ITocTanoBy, nogaTku 10 Hei MIANUCYIOTH IOJI0Ba KOMicii UM roJo-
BYIOUHIA Ha 3aCiaHHI.

3aneHOo BiJi XapakTepy MUTAHHS, 10 PO3MIISIATI0CH KOMICIET0, TTOC-
TaHOBA HAJICHUJIAETHCS yYaCHUKaM BHOOpUYOro mpouecy i pepepeHyMis,
OpraHaM MICIIEBOI'O CaMOBPSIyBaHHS, MICHEBUM OpraHaM BHUKOHABYOI
BJIa/I1, BUOOPYHMM KOMICisIM, KOMICisIM 3 pedepeHIyMiB, MiCIIEBUM 3aCO-
O0am MacoBoi iH(dopmallii, TPOMaJICEKOCTI, SKIIO MPEAMETOM PO3TISLY
Ha 3aciJiaHHi OyJM 1iKaBi YM BaXKIIMBI IS HUX [MATAHHS, K MPABUIIO, Y
JIeHb ITiJIMUCaHHs TOCTAaHOBU ab0 HACTYMHOTO JHS, HalepesoHi Ta B
JIeHb BUOOPIB uu pedhepeHIyMy.

Peecmpauia ma po3enad 00Kymenmie i 36epHeHb. uj0 HA0X00AMb
00 Komicii. JlokyMeHTH, 3BEPHEHHS, 10 HAJAXOIATH IO KOMICIi, mpuii-
MaloThCsl TOJIOBOIO, 3aCTYITHUKOM T'OJIOBH, CEKpeTapeM Komicii abo — 3a
JIOPYUYEHHSIM TOJIOBH KOMICIT UM HOT0 3aCTyITHUKA — YJICHOM KOMICIT.

3BepHEHHS MOKe OyTH YCHUM, BUKJIAJICHUM TPOMAISTHIHOM 1 3a(iKco-
BaHMM TOJIOBOIO, 3aCTYITHUKOM TOJIOBH 200 WIEHOM KOMICii Ha 0COOUCTOMY
MIPUHOMI, YW IMMCBMOBHM, HAJIICJIAHUM TIOIITO0 ab0 Tepe/laHiM 0COOUCTO
710 KOMICIT 91 uepe3 yIoBHOBAKEHY 0CO0Y, SIKIIO i TOBHOBaKEHHS O(OpM-
JICHO BifNTOBITHO JT0 YMHHOTO 3aKOHOIABCTBA Y KpaiHU.

JIoKyMeHTH, 3BEpHEHHSI PEECTPYIOThCS y ACHb 1X HAIXOKCHHS Y
KYpHaJi peecTpailii TOKYMEHTIB 1 3BepHEHb BUOOPUYHX KOMICii Ta KOMi-
ciit 3 pedeperaymiB. JIoKyMEeHTH, IO HAAXOIATH 0 KoMicii TenedoH-
HUAM a00 (aKCOBHM 3B’SI3KOM UM CJICKTPOHHOIO TIOIITOI0, TAKOXK PEECT-
PYIOThCSI.

He peecTpyroTbesi B 0COOHCTI, TO3IOPOBHI JIMCTH, 3aNPONICHHS, 110
HAJIXOJIATh Ha apecy KOMICIi.
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VY mpagiii HIKHIM 9aCTHUHI IEPIIOTO apKyIla JOKyMEHTa, 3BepHEHHS
a00 Ha 1HIIOMY BUTBHOMY BiJl TEKCTY MICII I[LOTO apKylla (BibHE Miclie
37TiBa MPU3HAUEHO IS TIIIMBKH JOKYMEHTA) 3a3HAYal0Th PEeeECTparliii-
HAW HOMEp, 110 BIJAIOBiJA€ MOPSJKOBOMY HOMEpPY 3aIlucy B KypHasl
peecTpariii JOKyMEHTIB 1 3BEpHEHb, Ta JaTy HaJAXOKCHHS.

V pa3si, KO0 JOKYMEHT Yd 3BEPHEHHS HAIWIUTN TOBTOPHO, MICIs
MIPUCBOEHHS M YEepProBOI0 PEECTPAIiMHOTO HOMEpa y TpaBiii BepXHil
YaCTUHI MEPIIOTo apKymia poouTbest Harmmc «[IoBTOpHOY.

JIoKyMeHT, 3BepHEHHsI Miciisl peecTpailii po3risgatoThCsl TOJIOBOIO
KOMicii, a B pa3i HOro BiICYyTHOCTI — 3aCTYITHUKOM T'0JIOBH a00 ceKpeTa-
pPeM KOMICiT 3 METOI0 TIOCTABIICHHSI PE30JIFOIIIT PO HOTO BUKOHAHHSI.

He mipnsrarots po3risany (3anumaroThesi 0€3 po3risiay) JTOKYyMEH-
TH, 3BEpHEHHs 0€3 3a3Hau€HHs JaTH, MICL MPOXKUBAHHS 3asBHUKA, HE
HiANUcaHi aBTOpoM (aBTOpaMu) a0o SIKIO 32 HUIMU HEMOXJIMBO BCTAHO-
BUTH aBTOPCTBO. BUHATKOM € MOBiJJOMJIEHHS PO BUMHEHHS 3JI0YHHY.
Take MOBIIOMJICHHSI HAJCHIAEThCS 10 OpraHiB MiHicTepcTBa BHYTpIIII-
HiX cripaB YKpaiHu 3a MicIieM po3TalryBaHHs KOMicii.

He po3risiiaroThCsi MOBTOPHO JOKYMEHTH, 3BEpHEHHS BiJl OHI€T i
Tiel camoi 0coOU 3 OTHOTO i TOro CaMoro MUTAHHS, SIKIIO MEPIIOro pasy
MUTAHHS BUPIIIEHO IO CYTi, MPO IO MOBIJOMIISIEThCSI 0C001, Ka Tojjaia
3BEPHEHHS, a TAKOX 3BEpPHEHHS 0COOM, BU3HAHOI CY/IOM HE1€3/1aTHOIO.

OcoOucTuii mpuiioM POMaJIsIH TPOBOJIUTHCS B TIOPSIKY, BCTAHOB-
JICHOMY T'OJIOBOIO KOMICIi.

Peectpamis ocib, siki 3BepHYIHCSA 10 KOMicCii, BEAECThCS B JKypHAaIi
001Ky 0cOOMCTOTO MPUHOMY TPOMAISIH Y BUOOPUME KOMICIT Ta KOMIcii 3
pedeperaymy.

KoHTpoib 32 BUKOHAHHSAM JOKYMEHTIB (BKJIIOUAIOYH KOPHUTYBAaHHS
mporecy iX BHKOHAHHs, OONIK Ta aHaji3 pe3yJbTaTiB BUKOHAHHS, J10-
TpUMaHHS BCTAaHOBIIEHOTO TEPMiHy BUKOHAHHS) 3/1IICHIOE CeKpeTap KO-
Micii.

[Ipo BHKOHAHHA JOKYMEHTIB pPOOUTHCA BIAMITKA Yy BIAMOBIIHIN
rpadi KypHaIly peecTparlii TOKyMEHTIB i 3BepHEHb Ta KypHaly OOIiKy
0COOMCTOT0 NPUHOMY TPOMAISH.

Po3rnsHyTI TOKYMEHTH, 3BEpHEHHS TEPENAlOThCS CEKPeTapro KOMi-
cii i1 TOAaBIIOro JOPMYBAHHS CIPABH BIJMOBIIHO JIO 3aTBEPKCHOT
TOJIOBOO KOMICil HOMEHKJIATypH CIIPaB.

[Tpo BUKOHAHHS JOKYMEHTIB, 3Be€pHEHB CEKpeTap KoMicii iHpopmye
rOJIOBY KOMICIi.
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Ilumanns ona nepegipku 3HAHb.

1.OnumniTh TOPSIIOK TUIAaHYBAaHHS POOOTH KOJETiaIbHUX OpTaHiB
YIPaBIiHHS.

2.0co0mMBOCTI PO3pOOKH MPOEKTY IIaHy POOOTH Ta HOro 3aTBep-
JDKEHHSL.

3.Tlopsimok JAEHHWH: CYTHICTH JOKYMEHTa Ta OCOOIMBOCTI HOro
CKJIaJJTaHHS.

4.1IpoToKoJ 3acilaHHs KOJIET1aJIbHOI'O OpraHy yIpaBJliHHS.

5. AnapaTHi HapajJu: CyTHICThb, TIOPSIIOK MPOBEACHHS Ta JOKYyMCH-
TaJIBHOTO OQOPMIICHHSI.

6.1linroroBka Ta oopMIEHHs JTOKYMEHTIB JI0 3acifaHHs BHOOpUOL
KoMicii un Komicii 3 pedepeHmaymis.

7. OdopmiieHHs pillieHHs, MPUHHITOrO Ha 3acilaHHI KOMIcii.

8. Peectpartist Ta po3riisig JOKYMEHTIB 1 3B€pHEHb, 1110 HAJXOIATh J10
KOMici.
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7. 3BEPHEHHS 'POMA/JISAH 10 OPI'AHIB
JAEPKABHOI'O YIIPABJIIHHA
TA CAMOBPSAJ1YBAHHA

7.1. Cymuicmb 36epHeHb epoMaosn 00 Opeamie 0eprHcasHo20 ynpaes-
JHHA

7.2. Ocobnusocmi CKIA0aHHs. OKpeMux OOKYMeHmig.

7.3. Tepminu (cmpoxu) posensioy (36epHens epoMaosi) i 8ionogioany-
HICMb 34 iIX NOPYULEHHSL.

7.4. Peccmpayis 36epHenb 8 0epiHCasHUX OP2aHaX YNPAGTIHHA.

7.5. Opeanizayis nputiomy epomaosn y micyegiil 0epicashiii aomi-
Hicmpayii.

7.6. Ingpopmysanns nacenenns npo OisibHiCmb Micyesoi 0epaicasHol
aominicmpayii.

7.7. 36epHennss epomadsam 6 iHuli opeanu 0epicasHol enaou ma 0o
nOCad08UX i CyHcO08UX OCID.

CyTHicTh 3BepHEeHb I'POMA/ISIH /10 OPraHiB
AePsKABHOT0 YIPABJIiHHS Ta MiCLIEBOT0 CAMOBPSIIyBAHHSA

[HCTpyKIisSt 3 MiOBOJACTBA pPalOHHOI JEp>KaBHOI aaMiHicTparii
BCTAHOBJIIOE 3arajibHi MpaBWiia JOKYMEHTYBAaHHS YNPaBIIHCHKOI Jisiyib-
HOCTI paloHHOT JIepKaBHOT aJIMiHiCTpaIlii 1 periaMeHTye TOpsA0K pooo-
TH 3 JOKyMEHTaMU 3 MOMEHTY iX CTBOpEHHs a00 HaJIXOIKEHHS 0 Ie-
penadi B apxis.

[Topsimok BefieHHSI JUTOBOJICTBA, 110 MICTUTh iHpoOpMaIio 3 oOMme-
KEHUM JIOCTYTIOM, Ta J1IOBOACTBA 31 3BEpHEHHSAMHU IPOMaJisiH BU3HaYa-
€THCS CIEIiaTbHUMUA HOPMATUBHO-TIPABOBUMH aKTaMu. ToX IpoMajsiHU
VYkpaiHu MaroTh MpaBoO 3BEPHYTHCS O OPraHiB Jep>KaBHOI BIAAH, Mic-
[IEBOTO CaMOBpsyBaHHS, 00’€IHaHb T'POMAJISIH, YCTAHOB, OpTaHi3allii
HE3aJIe)KHO BiJl ()OpM BIIACHOCTI, MIAMPUEMCTB, 3aC00iB MacoBoi iH(Op-
Mailii, mocagoBux 0ci® BiIMOBIIHO A0 iX (QyHKITIOHATHHUX 000B’SI3KIB 13
3ayBa)KEHHSIMHM, CKapraMy Ta MPOTO3HUIISIMH, III0 CTOCYIOTHCS iX CTaTyT-
HOT JIiSUTBHOCTI, 3as/BOX0 200 KJIOMOTAHHSM IIIOJI0 peai3aliii cBOiX COIli-
QIbHO-€KOHOMIYHUX, MOJIITUYHUX Ta OCOOMCTHX TpaB 1 3aKOHHUX 1HTE-
peciB Ta CKaproro mpo iX MOpPyIICHHS.
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BilicekoBOCITYK0OBIII, MPALiBHUKKA OpPTraHiB BHYTPIIIHIX CHOpaB i
JepKaBHOT O€3MeKH MaloTh MPaBO MOAABATH 3BEPHEHHS, K1 HE CTOCY-
FOTBCS 1X CITy»KOOBOT isTHHOCTI.

Oco0wu, siKi He € TpoMajsTHAaMK Y KpaiHU 1 3aKOHHO 3HaXOAATbCSA Ha
ii TepuTOpii, MaIOTh TaKke came MPaBO HA MOJAHHS 3BEPHEHHS, SIK 1 TPo-
MaJsiHU YKpaiHu, SKIIO 1HIIEe HEe rependadeHo MDKHAPOJAHUMHU JI0TOBO-
pamu.

Ilix 3BepHEeHHAMM TPOMAJSIH CJIi PO3YMITH BUKJIA/IeHi B MHCHMO-
Biif a00 ycHiii ¢opmi mpono3uuii (3ayBa:keHHs), 3a9BU (KJIOMOTAH-
HA) i cKapru.

7.2. Oco0/MBOCTI CKJIAJAHHA OKPeMHX JOKYMEHTIB

Ilpono3uuyia (3aysarxcenns) — e 36epHeHHs TPOMAJISH, JI€ BUCIOB-
JIOETHCS TOpaja, PEKOMEHAIIS MIOA0 MisUTbHOCTI OpPTaHiB Jep:KaBHOI
BJIAJIM 1 MiCIIEBOTO CaMOBPSIyBaHHS, JEIyTaTIB YCiX PiBHIB, TOCAOBUX
0ci0, a TaKoX BHUCIIOBIIOETHCS TyMKa MO0 PETYIIOBAHHS CYCHUTBHIX
BITHOCHH Ta YMOB JKUTTSI TPOMAJISTH, YJIOCKOHAJIICHHS TPaBOBOI OCHOBU
JIep>KaBHOTO 1 TPOMAJCHKOTO JKUTTSA, COIIabHO-KYJIBTYPHOI Ta 1HIINX
cdep AiSITBHOCTI Aep>KaBy 1 CyCIIbCTBA.

3anea (k1onomauns) — 1e 36epHenHs TPOMAISH 13 IPOXAHHSM IIPO
CIpUSTHHS peaiizamii 3akpituieHnxX KOHCTHTYI€I0 Ta YMHHUM 3aKOHO-
JTABCTBOM iX TpaB Ta iHTepeciB ab0 MOBIOMIICHHS PO MOPYIICHHS
YHHHOTO 3aKOHO/IaBCTBA YK HENOJIKU B JiSUTLHOCTI MiANPHEMCTB, yCTa-
HOB, Oprasi3aliii He3aJeKHO BiJl (OpPM BIACHOCTI, HAPOJAHUX JICMTyTATIB
VYkpaiHu, AenyTariB MIiCUEBUX pajl, IOCAJOBUX OCI0, a TaKOX BUCIIOB-
JIEHHS IyMKH L0JI0 HOMIMNIIEHHS 1X AISUIbHOCTI.

Knonomanna — nuceMoBe 38epHenHs 3 MIPOXAHHAM TPO BU3HAHHS
3a 0CO0OI0 Bi/IMOBITHOTO CTATyCy, MPaB YU CBOOO/I.

Ckapea — 36epHenHs 3 BUMOIOIO PO TOHOBJIEHHS MpaB 1 3aXUCT 3a-
KOHHUX 1HTEPECiB TPpOMaJIsiH, MOPYIICHUX AisIMU (OE3isUTbHICTIO), pillleH-
HSIMH JIep’)KaBHUX OpraHiB, OPraHiB MICLIEBOIO CaMOBPSITyBaHHs, YCTAHOB,
oprasizaiiiii, 06’€JHaHb TPOMaJISH, T ITPUEMCTB, TOCATOBHUX OCI0.

36epnenns anpecyloTbCs OpraHaM JAEp’KaBHOI BJIAAM 1 MICIEBOIO
CaMOBpsIIyBaHHS, YCTAaHOBaM, OpraHi3allisiM He3aJIe)HO Bij opM BIac-
HOCTi, 00’€HaHHSAM TPOMaJsfH, MIANPHEMCTBAM abO0 MOCAJOBHM OCO-
6aM, 10 TOBHOBA)KEHb SKUX HAJICKUTh BHUPIIIEHHS MOPYLICHUX y HHUX
MUTaHb.
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V 3BepHEHHI MaroTh OyTH 3a3Ha4eHi MPi3BHIIE, IM’5, 10 OATHKOBI, MiC-
1Ie TIPO’KUBAHHS TPOMAISTHIHA, BUKJIAJICHO CYTh ITOPYIICHOTO THTAHHS, 3a-
YBaXEHHSI, IPOTIO3UIIii, 3asIBU UM CKapTH, POXaHHS YA BIMOTH.

3BepHEHHSI MOXKe OyTH YCHUM (BUKJIaIEHUM TPOMAJITHUHOM 1 3aIu-
CaHUM I10CaJI0BOI0 OCOOOI0 Ha 0COOMCTOMY TPUHOMI) UM MUCHBMOBHM,
HaJIICJIAaHUM TIOMITOI0 a00 TepPeTaHnM TPOMAISTHIUHOM JI0 BiJIITOBITHOTO
opraHy, yCTaHOBU OCOOMCTO YH Yepe3 YIOBHOBAKEHY HHUM OCO0Y, SKIIO
1i TOBHOBaYKEHHS 0(h)OPMJICHHI BiIMOBIHO 10 YHHHOTO 3aKOHOIaBCTBA.

3BepHEHHSI MOKe OyTH TMOJIaHO SIK OKPEMOIO 0c00010 (1HIMBITyalb-
HE), TaK 1 TpyIoro oci0 (KOJIEKTUBHE).

[TuceMoBe 3BEpHEHHS Ma€e OyTH ITiIHCAHO 3assBHUKOM (3asiBHHKA-
MH) 13 3a3HAYCHHSAM JaTH.

3BepHEHHs, oopMmiieHe 6e3 TOTPUMAHHS LIUX BUMOT, IOBEPTAETHCS
3asIBHUKOBI 3 BIAMOBIJHUMH PO3’SICHEHHSAMH HE Mi3Hime sk udepe3 10
JIHIB B1JT IHS 1Or0 HaJXOJKEHHS.

3BepHeHHs, oopMIICHI Halle)KHUM YMHOM 1 TIOJ]aHi B yCTaHOBIIE-
HOMY MOpPSAKY, MJUIAratoTb 000B’A3KOBOMY HPUNHSTTIO Ta PO3IIIALY.
3a00pOHSETHCS BIIMOBIISATA B MPUHHSATTI Ta PO3TIISAL 3BEpHEHB 3 MOCH-
JIAHHSIM Ha TOJITUYHI MOTJISIN, MApTiiHY HalleXKHICTh, CTaTh, BIK, Bipo-
CIIOBI/IaHHSI, HAIIOHAIBHICTh, HE3HAHHSI MOBU 3BEPHEHHSI.

3a00pOHAETHCS MEPECITiJyBaHHsI TPOMAJISIH 1 YiICHIB iX ciMeil 3a mo-
JIaHHS 3BEPHEHHS /10 OpPTaHiB JIepyKaBHOI BIa/lu, MICIIEBOIO CaMOBPSILY-
BaHHsI, YCTAaHOB, OpPTaHi3alliii, MANPUEMCTB HE3aJeKHO Bij (hopM Biac-
HOCTI, 00’ €IHaHb TPOMAJISH, TOCAJOBUX OCI0 32 KPUTUKY Y 3BEpPHEHHI 1X
JUSUTBHOCTI Ta PIllICHb.

Hixto He Moxe OyTH mpUMYIICHUH 10 TMOAAHHS BJIACHOTO UM Mij-
MUCAHHS KOJIEKTUBHOTO 3BEPHEHHS ab0 ydacTi B akKlisfX Ha MIATPHUMKY
3BEpHEHb IHIIMX OCi0 4 opranizaimiif. TakoX HE JOMyCKAaeThCS PO3To-
JIOIICHHS OJICPXKAHMX 13 3BEPHEHBb BIJJOMOCTEH IMPO OCOOWCTE MKHUTTS
rpoMajsiH 0e3 iX 3roy YM BiJIOMOCTEH, 110 CTAHOBJIATH JiepKaBHY a0o
IHIy TAaEMHUINIO, KA OXOPOHSETHCS 3aKOHOM, Ta iHIIOI iH(opmaii,
SIKIIIO BOHA YIIIEMJISIE TIpaBa i 3aKOHHI iHTepeCcH TPOMaJIsH.

He nomyckaetbes 3°sicyBaHHS TaHUX MPO 0co0y TpOMaJsSHHUHA, SKi
HE CTOCYIOThCS 3BepHEHHs. Ha mpoxaHHS rpoMajsiHHHA, BHCIOBJICHE B
ycHill ¢opmi abo 3a3HaueHE B TEKCTI 3BEPHEHHS HE MIIJISATAE PO3TOJIO-
MICHHIO HOTO TIPi3BUIIIE, MICIIe MPOKUBAHHS Ta POOOTH.
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7.3. Tepminu (CTPOKH) pO3IJIsiAy 3BePHEHb IPOMAIASIH
i BiAmoBizaabHICTD 32 IX MOpyIIEHHA

3BEpHEHHS PO3ITISAAIOTECS | BUPILIYIOTECS y CTPOK' He Gimbiie of-
HOTO MicSIlsd BiJi IHS X HAJAXOJDKEHHS, a Ti, SIKi HE MOTPeOYyIOTh J0JaT-
KOBOI'O BHMBYEHHS — HEBIOKJIAAHO, aje He MmisHime 15 mHiB Bim IS IX
OoTpuUMaHHs. SIKIO B MICSYHUN CTPOK BUPINIUTH MOPYIICHI Y 3BEpHEHI
MMATaHHS HEMOXJIMBO, KEPIBHUK BIJAMOBIAHOTO OpraHy, MiJNpUEMCTBA,
YCTAQHOBH, Oprasizaimii a0o HOro 3acTymHHMK BHM3HA4YarOTh TEPMiH, 10
SIKOTO Ma€ OyTH 3aBEpIIEHO HOro PO3IJIsiI, MPO IO TMOBITOMIISETHCS
0co0i, sika mojana 3sepHeHHs. [Ipu pboMy 3aranbHU CTPOK BUPILICHHS
MUTaHb, IOPYIICHUX Y 3BEPHEHHI, HE MOKE MEPEBUIILYBaTH 45 IHIB.

Opranu aep:kaBHOI BJaJId, MICIIEBOIO CAMOBPSIyBaHH:, yCTaHOBH,
oprani3arii, mianprueMCcTBa HE3aJIeKHO Bia GopM BiacHOCTI, 00’ € THAHHS
TPOMaJIsiH, TIOCAI0BI 0COOM PO3TIISIAI0Th 3BEPHEHHS TPOMAJISTH HE CTsI-
TYIOYH TUTATH.

Oco0wu, BuHHI y opymeHHi 3akony Ykpainu «[Ipo 3BepHeHHS Tpo-
MaJsiH», HECYTh LIMBUIbHY, aJIMIHICTPATUBHY, KpUMIHAIbHY BiAINOBiAa-
JBHICTB.

V pa3i 3aJ10BOJICHHS CKapI'yl OpraH ado MocaoBa 0co0a, sIKi TPUHHSITHA
HETIpaBOMIpHE PIillIeHHSI MIOJI0 3BEPHEHHS TPOMAJITHUHA, BiIIKOJOBYIOTH
oMy 3aBIaHi MarepiajibHiI 30WTKH, TIOB’S3aHI 3 IMOJAHHAM 1 PO3TIISIOM
CKapru, OOTpyHTOBaHi1 BUTPATH, IOHECEH] Y 3B’S13KYy 3 BUI3/I0M JUI PO3IJIs-
JTy CKapru Ha BUMOTY BiJIIIOBIIHOTO OpraHy 1 BTpayeHuii 3a 1ei yac 3apo0i-
TOK. CIIOpH PO CTSATHEHHSI BUTPAT PO3TIISIIAIOTHCS B CYIOBOMY TIOPSIIKY.

I'pomasissHMHY Ha HOro BUMOIY 1 B YCTaHOBJICHOMY HOPSIKY MOXYTb
OyTH BIJIIKOIOBaHI MOpaJibHI 30WMTKH, 3aBJaHi HENPAaBOMIPHUMH JisIMU
a00 pilIeHHsIMA OpraHy YH 1OCa0BOi 0COOU MPH PO3IIIIL CKapry.

[TomanHsa rpOMaJsIHUHOM 3BEPHEHHSI, SIKe MICTUTbh 00pa3H, AUCKpe-
JUTALiI0 OpraHiB JAep>KaBHOI BJIaJy, OPraHiB MICLEBOI'O CaMOBPsIyBaH-
Hs1, 00’ €THAHb TPOMAJISTH Ta IXHIX MMOCaI0OBUX OCi0, KEPIBHUKIB Ta IHIINX
MOCaoBUX OCI0 MiANPHEMCTB, YCTAHOB 1 OpraHizaiiid He3aleXHO BiJ
(¢opM BIACHOCTI, 3aKJIMKU O PO3MAJIOBAaHHsS HalllOHAJIbHOI, PacoBOi,
peniriiiHol BOpOXHeUi Ta IHIMUX Jii, TATHYTh 3a COOOI0 BiJMOBiAalb-
HICTb, Miepe10aueHy 3aKOHO/1aBCTBOM.

' CyuacHe 3aK0HOMaBCTBO (IMBINBHE, TOCTIONAPCHKE) TIOHATTS «CTPOK» PO3MIAIAC AK BUKOHAHHS SKOICH
Jii IpoTAroM neBHOro 4acy y JHsx (15 aniB), Micsausax (oauH Micslp), pokax (1sa poku). [ToHATTS «rep-
MiH» PO3yMi€ThCs SIK TOUHA J]aTa BUKOHAHHS siKoick 1ii (Hanpukian 1 6epesns 2007 p.).

176



Butpartn &, moHeceHi OpraHoM JIep)KaBHOI BJIaJv, MICIIEBOTO CaMOB-
pSLyBaHHsI, YCTaHOBOIO, OpraHi3ali€lo, MiANMPUEMCTBOM HE3AJICKHO BiJl
(hopM BITaCHOCTI, 00’ €THAHHIM TPOMAJISH, , 3ac00aMH MacoBoi iH(hopMaIlii
y 3B’SI3KY 3 MEPEBIPKOIO 3BEPHEHb, SIKI MICTSITh 3aB1IOMO HETIPaBIMBI BiJ0-
MOCTIi, MOXKYTb OyTH CTSTHYTI 3 TPOMaITHUHA 32 PILICHHSIM CY/Y.

KoHnTposb 32 1oTpUMaHHSIM 3aKOHOAABCTBA MPO 3BEPHEHHS rpoMa-
JISTH BIiATIOBITHO JI0 CBOiX ITOBHOBaXKCHBb 3IMCHIOIOTH BepxoBHa Pana
VYkpainu, HapoaHi genytatd Ykpainu, [Ipesuaent Ykpainmu, KaOiner
MinictpiB Ykpainu, YIOBHOBa)KeHUH 3 mpaB JitoiuHu BepxosHoi Paau
VYkpainu, BepxoBHa Pana ABronomuoi Pecniy6miku Kpum, o6nachi, Ku-
iBchka Ta CeBacTOIONIbChKAa MiChKa, MIChKi, paiiOHHI, pallOHHI B MicTax
Kuesi ta CeBacronosi nep:kaBHi aMiHICTpallii, ClIbChKi, CEHIIHI, Mi-
CBKi paJii Ta iX BUKOHABYI KOMITETH, JIEMyTaTH MICIIEBUX PaJl, a TAKOX
MiHICTEpCTBa Ta 1HII IEHTPaJIbHI OPraHu BUKOHABYOI BJIaJU MO0 Mij-
HOPSIIKOBaHUX IM MIANPUEMCTB, yCTAaHOB Ta OpraHizaliil.

7.4. PeecTpauisi 3BepHeHb TPOMAISH Y
opraHax BJagu

JlimoBo/ICTBO 110710 3BEPHEHBb TPOMAJISIH BEACTHCS OKPEMO BiJIl 1H-
IIUX BHJIIB JIIJIOBOJICTBA. BiAMOBIANBHICTB 3a 11 HECYTh MOCA0BA 0CO-
0a, KepiBHUK CITy0u 1 anapart.

Peectpartiis 3BepHeHb 31MCHIOETHCA 13 3aCTOCYBaHHSAM PEECTPAIliii-
HOTO KypHaJTy (KOMIT IOTep) Ta KapTKH (peecTpaliiiHO-KOHTPOJIbHA Kap-
TKa). 3pa30K Takoi KapTKU HABEJIEHO HUXKYE.
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JIuuesa cropona

Ten.

Biomimka npo konmpons

020305 PeecTpariiiiHO-KOHTPOJIbHA KapTKa 2000

Kopecnonaent
Paiion _ Tun 3BepHEHHS

Anpeca

Kareropis Bua noxkymenra

(colianbHuUii cTan)
Jlara 3BiAKH Ianexc Jata OpnepxaHo
HAPOJHKCHHS OJIepIKaHO JTIOKYMEHTa HaTiCIaHHs

IIpusnano

IMonepenui
3BEPHEHHS
Koporkwuii 3mict IIuranns Ilignuranus PosrisnryTo ITignuc
Pesomronis TepMiH BUKOHAHHS
ABTOp pe3odorii DaKTHYHO BUKOHAHO 3a IIHIB
[Tonepe st BiAnoBigh Pesynbrat posrisgy
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3BOpOTHA CTOPOHA

Xin BUKOHAHHS

Jlara nepenaui | Bukonasenp | Ilignuc B
Ha BUKOHAHHS OTpUMaHHI

3anucu npo mpojao-
BXKCHHSI TEPMiHY

KonTposns-
Hi BIIMITKHU

[lepeBipeHo Ha MicIi «_ »

POKy

Jata, iHIeKC BUKOHAHHS

MpPaIiBHUKOM arapary

Anpecat

| Pesynbrar po3risgy nuTaHb ‘

3 KOHTPOJTIO 3HSB

Cmpasa TOM apKyIIiB

Onuc Cunpasa

boun

7.4. Opranizauisi npuiiomy rpoMaasiH

Y MicleBHX opraHax BJaJau

[TpuiioM rpomaasH y MiCIIEBUX OpraHax BJIaal aJMIiHICTpaIii 3/iic-
HIOIOTh T'OJIOBA, MEPIINNA 3aCTYITHHK, 3aCTYITHUKH TOJIOBH 3TiJHO 3 Tpa-
(hikoM, 3aTBEpPKEHUM TOJIOBOIO. [1opsaaok mpuiioMy TpoMaJisH y Micrie-
BHX OpraHax BJIaJid, 3aIIUC Ha MPUHOM J10 11 KepiBHHUKIB BU3HAYAE 1 3/TiMi-

CHIOE BiJ/ILJI 1TO pOOOTI 31 3BEpHEHHIMH TPOMAJISH.

Opra#nizaiito IpuioMy TPOMaJIsiH TOJIOBOK) OpPTraHy MICIIEBOI BIIJIX 3a-
Oe3redye BiAII 1O POOOTI 13 3BEpHEHHSIMU TPOMAJISTH, MIEPIIAM 3aCTYTTHH-

KOM Ta 3aCTyIHUKaMH rOJIOBH — BIATIOBIIHI CEKpeTapiaTy.
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KoHTpous 32 BUKOHAHHSM J0pYYeHb, JaHUX ITiJ1 9ac TPHHOMY TpoMa-
JISTH, 3JIIACHIOE, BIIITOBITHO, BIUILT ITO POOOTI 13 3BEpHEHHSIMH TPOMAISIH Ta
CeKpeTapiaTH MepIIoro 3acTyMHUKA Ta 3aCTYITHHUKIB TOJIOBU OpraHy MicIie-
Boi Bitau. Pe3ynbraTi X BUKOHAHHS JIOTIOBIIAIOTHCS KEPIBHUKAM MiCIIEBOT
BJIaJI B YCTAHOBJICH] CTPOKHU.

[TucpbMOBI 3BEpHEHHSI TPOMASH, MPUUMAIOTHCS, PEECTPYETHCS Ta
MOTIEPEHBO PO3TISAAIOTHCS BIAJIJIOM MO POOOTI 13 3BEpPHEHHSIMU TPO-
MaJIsIH OpraHy MiclleBOi By, SIKUi Mepeaae iX BiIMOBITHUM CEKpeTa-
piaTam Jij1st TOTIOBI/i KepiBHUKAM MiCIEBOI BIIQJM Ta PO3TIISTY MO CYTi.

VY pasi HeoOX1JHOCTI OKpeMi 3BEpHEHHS 3 BIJIINOBITHUMHU JOPYYEH-
HSMHU MOXXYTh HAJICHJIATUCS Ha PO3TIISA] HUKYECTOSIINM MICIIEBUM Op-
raHam BIaau O€3MOcepeaHbO BiJIIOM MO poOOTi 13 3BEpHEHHAMH TPO-
MaJisH.

KoHTposb 32 CBO€YACHUM BUKOHAHHSAM Ta SKICHUM PO3IJISJIOM 3Be-
PHEHb I'POMAJISIH Y MICLIEBUX OpraHax BJaJu 3A1HCHIOIOTh:

" BiJUIiT 11O poOOTI 31 3BEPHEHHSAMHU TPOMAJISIH — 110 3BEPHEHHSX, SIKi
HAJIUIIIN 3 OpPraHiB BIaJAM Ta YIPABIiHHS BUILOTO PiBHS, Bif Jie-
MyTaTiB yCiX PiBHIB, 3ac00iB MacoBoi iH(opmallii Ta iHIIKUX opra-
HiB 1 TIOCTaBJIE€HUX HUMHU Ha KOHTPOJb, & TAKOX IO 3BEPHEHHSX,
SIK1 PO3TIISAIOTHCS BiAIITIOM Oe3MocepeIHbO;

" CeKpeTapiaTH MEpIIOro 3acTyIHHUKA, 3aCTYIHHUKIB TOJIOBH OpraHax
MICIIeBO1 BJIaJ iy — IO MMChbMOBHX 3BEPHEHHSIX, SIKi HAIIUIIUIM 3 opra-
HIB JICP’)KaBHOT BN Ta YIPABITIHHS BUIIOTO PiBHS, JICMYTATIB yCiX
PpiBHIB, 3ac00iB MacoBoi iH(popMaIlii 1 HaiCIaHUX 10 MICLIEBOI Aep-
JKaBHOI aJIMIHICTpaIlii JUIs pO3IJIsiTy, a TAKOXK IO 3BEPHEHHSIX, SIKi
HaIIAIILIN 10 MICUIEBOT JIEpyKaBHOI aJIMiHICTpaIlil.

Bimin mo poOoTi i3 3BEpHEHHSMU IPOMAJISIH OpTaHax MicCIeBOl Bia-
I y3arajbHIOE Ta aHai3ye poOOTYy MO MPUHOMY I'POMAISH 1 PO3TIISAY
MUCHMOBUX 3BEPHEHb Ta iH(POPMYE TOJOBY BIAMOBIIHOTO OpraHy BIaJu
3a miicyMKaMu poOOTH 3a MiBpivUs Ta PiK.
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7.5. IndopmyBaHHS HACeJIEHHS PO
AiSJIHICTH OpPraHy micueBoi BJaajau

[HpopMyBaHHS HaceleHHS MPO MisUTLHICTh OpraHy MiICIIeBOi BTN
3MIIHCHIOETRLCS TIPEC-CITy)K0010 uepe3 3aco0n MacoBoi iH(opmarrii.
Jcepenamu ingpopmauii e:
v po3nopaoicenna opzany micueeoi enaou;
v npomokonu napad;
v nnanu ogiuiiinux ma pobouux 3axodie 20106u, nepuiozo 3a-
CHYRHUKA | 3aCMYNHUKIG 2071081 OP2AHY MiCUegoi 61a0u.
KepiBHUKH CTPYKTYypHUX MiJpO3ALUIIB CEKpeTapiary opraHy micue-
BO1 BIaau 3a0€3MevyIOTh B3a€MOJIIIO 3 MPEC-CIIyKO0I0 Ta OIEPATUBHO
HAQ/JIal0Th Ha il MpoxaHHS BCi HEOOXimHI Marepianu Ta iH(pOpMaiio,
3MICT SIKOi TTOTOJKYETHCS 3 TOJIOBOIO 200 BIAMOBITHUMH 3aCTYITHHKAMU
TOJIOBH OpraHy MicIIeBOi BIIaIu.
3arnporreHHs MpeICcTaBHUKIB 3ac00iB MacoBOi iHpOpMarii 1 y4a-
CTi B Hapajax Ta iHMHX OQIMIHHUX 3aX0/aX OpraHy MiCIEBOi BIAIH 91
OKpPEeMHX 11 CTPYKTYpHHUX MiJPO3JALTIB 31IHCHIOETHCS BUKIIOYHO IIpec-
CITy>KOOI0 BIATIOBITHOTO OpTaHy.

7.6. 3BepHEeHHs TPOMA/ISIH B iHILII OPraHM Jep:KaBHOL
BJIJIM TA 10 MOCAIOBUX i CJIY:KO0BHX 0Ci0

OpnHuM 13 BUJIB 3BEPHEHHS TPOMAJITHUHA JIO TTOCAIOBUX 1 CITYK00-
BUX 0Ci0 € IPOXaHHA PO IMOCBITYCHHS 3aIOBITY.

3anosim — 1€ JOKyMEHT, B SIKOMY BHKJIAJICHO BOJICBUSBICHHS OJHi-
€1 ocoOu (3amoBizaya) MI0A0 PO3MOPSHKEHHS MaliHOM, III0 HOMY Haje-
JKUTh, HA BUTIQJIOK CMEPTI.

3amoBiT BUKJIAJA€THCS B MUCBMOBIH (hopMi 13 3a3HAYCHHAM Mics 1
gacy HOro CKJIagaHHA, MiANMUCYETHCS 3aIOBiAadeM 1 3aCBITUY€EThCS HO-
Tapiycom.

VY pasi BiACYTHOCTI Ty HacelleHOMY IyHKTi HOTapyca 3aloBiT MOKeE
OyTH TIOCBITYCHUH YMOBHOBA)XEHOIO HA I TOCAJI0BOIO, CITY’)KOOBOIO
0c00010 OpraHy MiCIIEBOTO CAMOBPSTyBaHHS.

Sxmo ocoba nepedyBae Ha JTIKyBaHHI y JIIKapHi, TOCHITaMl, IHIIOMY
CTalllOHapHOMY JIIKyBaJbHOMY 3aKjiaji, OyJMHKY iHBamiJliB Ta 0oci0 mo-
XHWJIOTO BIKY, 11 3aIIOBIT MOXKYTh MOCBITYMTH TOJOBHUH JiKap, Horo 3a-
CTYIHHK 3 MEAMYHOI YacTUHH ab0 YeproBUil JiKap, HAYaJIbHUK T'OCIITa-
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JIF0, TUPEKTOp abo0 TONIOBHUH JiKap OyAWHKY 1HBAIIIIB Ta 0CI0 MOXMIIO-
O BIKY.

3amoBiT MOKYTh TAKOX ITOCBIUYMTH KalliTaH CyJIHA, IO MmepedyBae
B IUIaBaHHI; HAYaJbHUK EKCIeOuIlil, 1o mnepedyBae B momryui (1odi);
KOMaHIUp (HadaJlbHUK) BiICPKOBOi YaCTWHH, YCTAaHOBH, HABYAILHOTO
3aKJaay — 0codaM, sIKi B HUX CITy’KaTh, MPALIOI0Th, BYATHCS; HAYAIbHUK
Miclisl T030aBIIEHHS BOJII — 0co0am, sKi BijI0yBarOTh MOKapaHHSI.

3anea — 11e BUI 3BEpHEHHS, 32 IOTIOMOTOIO0 SIKOTO TPOMAJISTHH pealli-
3yI0Th Yepe3 JIep’kaBHI opranu abo rpoMajichbKi oprasizamii HajgaHi iM
npasa (Ha 4eproBy BIJIyCTKY, OOMIH JKUTJIOBOI IUIOLI, OTPUMAaHHS HaJl-
0aBoK J10 3ap00ITHOT MIaTH).

Pi3HOBUIOM 3asBH, 110 YacTO 3yCTpiHaeThCsi B MPAKTHIL, € 3as48a

npo NPUHAYEHHs NeHCIT:

Pexsizuru:

1. Ha3Ba yCTaHOBHU, CTPYKTYPHOI'O MiJPO3ALITY, 10 SKOTO 3BEPTAETh-

Csl TPOMAJISTHUH;

. Ha3Ba BUJY JIOKYMEHTY (3as1Ba);

. TIpi3BHIIE, 1M s, IO 0ATHKOBI Ta ajpeca TOro, XTO MOJIAE 3asBY;

. JlaTa HaApOJKEHHS;

. BiioMocTi Ipo macnopt (cepist, HoMep, KOJU 1 KUM BUJIaHUH );

. BUJI TICHCI, SIKY TIPOCSITh MPU3HAYNTH, & TAKOXK BIJOMOCTI ITPO TE,
YH OTPUMYE TOH, XTO TIOJIAE 3asIBY, iHITY TICHCIFO;

7. 3000B’A3aHHS NOBIJOMHUTH BIJUIJI COLAJbHOIO 3a0e3IedYeHHs
Ipo BCTym Ha poOOTy (TUMYAcOBY, MOCTiiiHY, CE30HHY), HPO
3MIHHU B CKJIafi CIM’T;

8. mara, MiAMKC TOTO, XTO CKJIA/IA€ 3asBY;

9. BiIMITKa PO peECTpPaLifo JOKyMEHTA.

3pa30K 3asiBH PO MPU3HAYEHHS MEHCIT Ta 3pa30K JOBIIKU Mo ii pe-

€CTpAIlil0 HABOJATHCS HIDKYE.

AN L AW
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Kowmicist 3 mpu3HaueHHs eHcii mpu

[lewepcrkiii paiioHHi# anminicTparii micta Kuea
Coxonuk Bipu IBaniBHH, sika mpaifioe Ha
KuiBcekoMy MaprapuHoBOMY 3aBO/i,
Haponunacs 30 yepBHs 1952 poky,

MIpOMHCcaHa 3a aApecoro:

Kuis-28, Byn. Civoux Ctpinbiis 12, kB. 4
nacnopT CO Ne 056567,

Buganuil CesaromwmHeskuM PY I'Y MBC VYkpainu
M. Kuesa 1 rpyans 1999 poky

3ASBA
[Ipomy npu3HAUUTH MEHCito 3a cTapicTio. [ToBigomisito, 110 Ha
YTPUMaHHI Maro ogHOro wieHa ciMm’i. IleHcito Ha IHIMX mmigcTaBax
YH BiJI 1HIIOT OpraHi3alii He OTPUMYIO.
VY pasi Beryny Ha poOOTY, 3BUIBHEHHS 3 pOOOTH, 3MiH y CKJIaJi
ciM’1 1 MemIKaHHs 3000B’s3YI0Ch CBOEYACHO IMOBIJJOMUTH Yy BiJIILT
COLIIATEHOTO 320€3TEeYCHHSI.

10 mrororo 2007 poxy Cokomuxk B.1.

(migmuc)

IpencraBiaenns: 3asBy Cokonuk B.l. 3 qomannMu moxymeHTa-
mu oTpuMano 10 igrororo 2007 poky Ta 3apeecTpoBaHo i Ne 23,

JlokyMeHTH, SKWX HE BUCTayae Jyisl NMPU3HAYEHHS TICHCIi, 1MOo-
BUHHI OyTH nojaxi 15 mororo 2007 poky.

Incniexrop M.O.I"'aBpuitrok
(migmuc)

[Ile oHUM Pi3HOBHIOM 3BEPHEHD TPOMAISIH € HO3UGHI 3as16U 1O CYTY.

[To30BHI 3asBH, HANPUKIIA, MIPO CTATHCHHS aJTIMEHTIB, MOJAIOTHCS
710 CYAy B IUCBMOBIH ()OpPMI 1 MICTSTB TaKi peKBI3UTH:

1.Ha3Ba cyny;
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2.1pi3BUIIe, iM’sl, IO OAaTHKOBI MO3MBaya, BIAMOBIJaYa i Micie ix
MPO>KUBaHHS a00 3HAXOKCHHS;

3.3MiCcT BUMOTH ITO3UBaYa, Yac BCTYITY JI0 NUTIO0Y, HasBHICTh JiTEH,
PiK iX HAPOJIKECHHS,

4.4ac, 3 KOO BIIIOBIAaY YXUISETHCS Bl CBOIX 00OB’SI3KiB, BUMOT
M03MBayYa;

5. ToKa3w, MO0 MiATBEPKYIOTh TI030B;

6. mata, IiJIInC.

OCO0IMBICTIO TAKUX JIOKYMEHTIB € HasBHICTh HAa3BH CyAy, 10 SIKOI'O
3BEPTAETHCS 1103MBaAY, MpPi3BUIIA, iIM’S1 Ta IO OATHKOBI MMO3MBava Ta Bif-
MOBiIa4a, MicIlsl 1X TPOYKUBAHHS, 3HAXO/DKEHHS, Ha3BU JIOKYMEHTa (T10-
30BHa 3asBa).

3MICT TEKCTY MO30BHOI 3asiBU 3yMOBIIIOETbCS MPUUNMHOIO 3BEPHEHHS
70 CyAy.

V 3asBi mo3MBayY MOBMHEH SKOMOIa JETaJIbHIIIE BUKJIACTH (aKTH,
110 CTaIH MPUYUHOIO 3BEPHEHHS JIO CYJTy, IPEICTABUTH MicCIIe 1 poJib Bi-
JINOBi/Iaya B KapTUHI MOAiM, HA3BaTH TPi3BUINA OYEBUJIIIIB, CBIJIKIB, 3a-
MPOMOHYBATH MaTepialibHy OIIHKY IIKOM 3aJIC)KHO BiJ] 3MICTY 3asBH.

[To3uBau 000B’SI3KOBO MOCHIIAETHCS HA CTATTIO a00 cTaTTi L{MBiIb-
HOTO KoJIeKcy YKpainu abo KpuMinansHOro Kofiekcy YKpaiHu.

[To3oBHa 3asBa 70 Cyay Ma€ J0JAaTOK, PO IO 3a3HAYAETHCSA B TEKCTI:
«/lonarok». JlonatkamMu MOXXyTh OyTH JTOBIZIKH, KaJIBKYJISIIIii BAPTOCTI pe-
MOHTY YOT0Ch, BACHOBKH €KCIIEpPTIB, KOIis MO30BHOI 3asBH, PyKOIHCH TBO-
PiB, CBIIOLTBO MPO MUTIO0, JOBIIKK PO 3apOoOITHY MJIaTy TOLIO.

Sk 1 Bci oiniiiHI TOKyMEHTH, TaKi 3asBU 3aKiHUYIOThHCS 3a3HAYCH-
HSIM JaTH ii cknagands (udpamMu) Ta TiAMucoM mo3uBayva.
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ITumanns ona nepegipku 3HaHb

1.CyTHICTb 3BepHEHHSI TPOMAJSIH JI0 OPraHiB JAEp>KaBHOTO YIpaB-
JHHS.

2.0co0nMMBOCTI CKIIaAaHHs TPOMasTHAMH TPOTIO3UIIINA Ta 3asB y Mi-
CIICB1 OpPTaHU BIIaIIH.

3.Oco0IMBOCTI CKIIaJaHHsI CKapr .

4.Oco0amnBOCTI CKJIalaHHsl 3BE€pHEHb TPOMAJISIH 10 OpraHiB Jepika-
BHOTO yTIPaBIIiHHS Ta MiCIIEBOTO CaMOBPSITyBaHHSI.

5. TepwmiH po3riisaay 1 BiANOBIJAIBHICTE 32 MOPYIIEHHS TEPMiHIB PO-
3MJISAy 3BEPHEHB IPOMA/ISH.

6. PeecTpattist 3BepHEHb TPOMaJISTH B JICP’)KaBHUX OpraHax YIpaBTiHHS.

7.Oprasizanis npuiioMy rpoMajisiH y MIChbKil JepaBHil agMiHICT-
parii.

8.IHopmyBaHHST HacesNeHHs MPO iSUIBLHICTh MICIIEBOI Jep:KaBHOI
aaMiHicTparii.

9.3BepHEeHHs TPOMAJISIH B 1HIII OpPraHH JAEp’KaBHOI BJIAAM Ta J10 HO-
caJloBHX 0Ci0.
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8. OPTAHIBAIIA AOKYMEHTOOBIT'Y
B YCTAHOBI

8.1. Opeanizayis pobomu 3 OOKyMeHmMamu.

8.2. Cmpyxmypa ma po3mip 00Kymenmoooicy.

8.3. Ocnosni npunyunu opeanizayii kanyeaspcokoi pobomu.
8.4. Opeanizayis npoyecy pyxy 0oKymenmis.

8.1. Oprani3zauisi po60TH 3 TOKYyMeHTAMH

Opranizais po60oTH 3 JOKyMEHTaMH — 1€ CTBOPEHHS ONTUMAaTbHUX
YMOB JIJIsl BCIX BUAIB POOIT 3 JOKYMEHTaMH, MOYMHAIOUN 31 CTBOPCHHS
a00 MpUMaHHS JIOKYMEHTA Ta 3aKiHIYIOYH HOro 3HUIIEHHSM a0o0 repe-
Javero B apxiB Ha apxiBHe 30epiranns. B opranizaiii 3 pi3HUMH Ipyna-
MU JOKYMEHTIB 3/1ICHIOIOThCS Pi3HI BHIU poOiT (Ta0:1.6).

Taxk, Ha MiANPUEMCTBAX, K MPABUIIO, 3JIIHCHIOETHCS IIEHTPAII30Ba-
HUW JIOKyMEHTOOOIT, TOOTO BCi BaXKIIUBI JIOKYMEHTH TPOXOJSITH Yepes
CrelianbHi OpraHu, SKi 3aliMalOThCS OPraHi3ali€l0 PyXy IOKYMEHTIB,
YIOPAIKYBaHHSAM iX 30epiraHHs Ta BUKOPUCTAHHS NpU 3AIHCHEHHI
YIPaBIIHCHKOI AisIIBbHOCTI. OJJHAK, KPIM IEHTPATi30BaHOTO TOKYMEHTO-
00iry, HampuKIaj BEIUKOTO IMiANPHEMCTBA, ICHYIOTH CIeIiaii30oBaHi
JIOKYMEHTO0001TH (y MiIpo3/1iiax, y BUIIIAX CHemiali3oBaHOro JIII0BO/-
CTBa TOIIIO).

B 3amexHOCTI BiJl TEPUTOPIaIbHOTO PO3TAIIyBAHHS CTPYKTYPHHX
YacTUH MIANPUEMCTBA (3aKiiamy, yCTaHOBHM, OpraHisaiii), po3Mipy, xa-
pakTtepy Ta 00CSIry HOro misTbHOCTI IIi POOOTH MOXYTh BECTHUCh
LIEHTPaJI30BaHO a00 JCLEHTPA130BaHO.
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Buou po6im 3 0okymenmamu

Tabauys 6.

Ckuamosa | Oneparii AiJI0BOJICTBA I'pymu qOKyMEHTIB
YacTHHA
IiToBOIC-
TBa
BHYTPIIIIHI | BUXi/IHI BXIJHI
CkraiaHHs IPOEKTy A0Ky- | O60B’s3- O60B’13- | He Buxo-
MeHTa KOBO KOBO pHUCTOBY-
€TBCS
E V3roKeHHS IPOEKTY 3i Moo | Moxiuso | He Buko-
= creniaxicTaMu pHUCTOBY-
é €TBCS
E [epeBipka mpaBUILHOCTI O00B’s13- O6oB’s13- | He BuKo-
am o(hopMIIEHHS JIOKYMEHTIB KOBO KOBO pHUCTOBY-
E €TBCS
> IMignucanns (3atBepmaxker- | OG0B’ s13- O60B’a13- | He Buxo-
% HS IOKYMCHTIB KepiBHH- KOBO KOBO PHUCTOBY-
= KOM) E€TBCS
Peectparis MosxnuBa | MoxnuBa | He Buko-
BiJIIPaBKa | pO3MiTKa | PUCTOBY-
€TBCS
KoHTposib BUKOHaHHS MosxnuBo | Moo | MoxiiuBo
BukonaHHS TOKyMEHTa O060B’s13- Moxmuso | O60B’s3-
= KOBO KOBO
S = ®dopmyBaHHS CTIpaB O060B’513- O6oB’s13- | OO0B’s13-
R > KOBO KOBO KOBO
2 ﬁ ITotoune 30epiranns i Bu- | O00B’s13- O60B’s13- | OO0B’s13-
KOPUCTaHHS KOBO KOBO KOBO
= =
=
==
g > [lepenaua Ha apxiBHe 30e- | MoximBo | MoximuBo | MoKInBO
o % piraHHs
é = Posrmsin noxymeHTiB kepiB- | MoximBo | He Buko- | MoxiuBo
g “® HUKOM (PE30JIIOIIiT) pHUCTOBY-
€TBCSA
HUILCHHS JTOKYMCHTIB OIKIIUBO 0’KJIUBO 0’KJIUBO
3 M M M
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[lpu moBHIN yenmpanizayii NiNOBOACTBA MPUHUMAaHHS, peeECTparlis,
KOHTPOJIb BUKOHAHHS 1 BIATPaBICHHS JOKYMEHTIB, a TAKOXX (OpMyBaH-
HSI CTIPaB BiJIOYBA€ThCS B OJIHOMY MicCIli — KaHIesipii abo cekperapiari —
1 30cepepKeHo B pyKax OJHiel 0coOu — cekpeTaps UM IiI0BOJIA.

IenTpanizoBana gopma € HAHOUTBIT TOMIILHOK, OCKUJTLKYA BOHA JIA€
MOJKJIMBICTh IIMPOKO 3aCTOCOBYBATH 3acO0M MeXaHi3allii Ta aBTOMaTH-
3amii BCIX MpOIIECiB AITOBOACTBA, a TAKOX BIIPOBAKYyBAaTH Cy4acHi 3a-
coOH opraHi3aliifHOl TEXHIKH, MPOrPaMHOTO 3a0E3MEYeHHs, TOCATTH
MaKCHUMAaJIbHOTO 3aBaHTaKEHHS po0OOYOro IHS CITy>KOOBLIB JIJIOBOTHOT
CITyXOH.

Ha BelMKHMX miampreMcTBax, 0COOJIMBO TEPUTOPIAILHO PO3IOPO-
MICHUX, 31 3HAYHUM 00CATOM POOIT 3aCTOCOBYETBCS YACHMKO8A YeHmMpPA-
aizayis 0inosoocmea, MpU SIKIA OKpeMi oreparlii, mepeBakHO BaXKIUBI
abo TpyIOMICTKi, HaNpPUKIAJ, KOHTPOJIb BHKOHAHHS, PO3MHOKYBAaHHS
JIOKYMEHTIB, BUKOHYIOTh B OJJHOMY MicCIli, & iHIIl BHAM POOIT mepeaaHi
CTPYKTYpPHUM TiIPO3/iJiaM MiAMPHUEMCTBA.

B nmpaktuuniil AisibHOCTI BiloMa Takok Taka (opMa oprasizarii
TIJIOBOJICTBA, SIK OeyeHmpanizayis, KOIU BCl BUIU POOIT 3 JOKYMEHTaMH
3MIIHCHIOIOTHCS Oe3MOCepeIHhO B CTPYKTYPHUX MiAPO3/iiax.

3 MeTor cranpapTuzaiii, yHidikamii sk caMoro JOKyMEHTa, Tak i
Horo pyxy B opraizaiiii po3poOmstoThCsl IHCTPYKIIil 3 IIJIOBOACTBA, SIKi
3aTBEPKYIOTHCS 11 KEPIBHUKOM.

IHCTpyKILisA 3 OUIOBOJACTBA € HOPMATUBHUM JOKYMEHTOM, IO per-
JaMEHTY€ Oprasiszallito, paBuia, IPUHOMHU Ta MPOLECH CTBOPEHHS J10-
KYMEHTIB, TIOPSA0K poboTH 3 HUMHU. Jlo iHCTpYKIil AoAaroThes GopMu
Ta 3pa3KH JIOKYMEHTIB, SIKi BAKOPUCTOBYIOTKLCSI B OpraHizailii, 006JikoBo-
peectpatiiiii ¢opmMu (HOMEHKIATYPH CIIPaB, OMHUCH TOIIIO), JTOBIIKOBO-
METOJIMYHI MaTepianu (Tepenik JOKYMEHTIB, sIKi HE TiAIATal0Th PEecT-
parii, cxeMH JIOKyMEHTOOOITy TOIIO).

Jlnst opraHiB Jiep)KaBHOTO YHPAaBIIiHHS Ta MICIICBOTO CaMOBPSITY-
BaHHS Taka IHCTPYKIIisl Oyia 3aTBepKeHa nmoctaHoBoro Kabinery MiHi-
ctpiB Ykpainu Ne 1153 Bix 17 sxoBtHs 1997 p.

Crnmparourch Ha M0 THCTPYKIIiF0 KOKHA OpraHi3allisi, Ha Ky IMOIIH-
proeThes ii s, po3po0IIsie BIACHY 1HCTPYKINIO, SIKa BPaxOBY€ 0COOJIH-
BOCTI ITi€l opranizarii.
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8.2. CTpykTypa Ta 00cSr JOKYMEHT000iry

JlokyMeHTO0O00Ir — 11e pyX JIOKyMEHTIB B OpraHi3aiii 3 MOMEHTY iX
CTBOpEHHSI 200 OTPUMAaHHS 1 JI0 3aBEepIICHHS BUKOHAHHs abo BiJpaB-
neHns [7, c.4].

Jlo opranizariii JOKyMeHTOOOITY TIpe]1’ IBJISIFOTHCS TaKi BAMOTH:

» NPSMOIUTMHHICTh PyXy JOKYMEHTIB (JOKYMEHT HAHKOPOTIIUM
HUISXOM TOTpAIUIsie O BUKOHABILS, 3BOPOTHI MEPEMILICHHS J10-
KYMEHTIB BUKITIOYAIOThCH);

» PO3MO/IiT JOKYMEHTIB MiXK KEpIBHUKaMH 1 CremianicTaMy BiJIIo-
BIJIHO JI0 iX ()YHKIIIOHAIBHUX 00OB’SI3KIB;

» 3a0e3MeUeHHs JHIIe HeOOXiJHOTO PyXy NTOKYMEHTIB, BHUKIIIOYAIO-
4y JTyOrOBaHHs, 3aiiBi 1HCTAHIIT Ta Jii;

» OTHOMAHITHICTh MapUIpyTy PyXy AOKYMEHTIB 1 TEXHIYHHX OIIe-
partiii (TTOpAI0K MPOXOIKESHHS).

JIOKyMEHTOO0O0IT CKIIQIA€ThCA 3 TPHOX TOKYMEHTOIOTOKIB.

Jlokymenmonomik — 11e CyKyIHICTh JOKYMEHTIB, SIKi pyXaloThCs, iX
MapuipyTu. ParioHarmizamisi JOKyMEHTOIIOTOKY Tependadae pyx HOKY-
MEHTIB Oe3MepepBHUM MOTOKOM 0e3 3aTpUMKH. JJOKYMEHTOMOTIK Xapak-
TEPU3YETHCS MICLIEM CTBOPEHHS YHM HAJXOPKEHHS JOKYMEHTIB, 1X BH-
JIOM, KUTBKICTIO 1HCTaHIIIH, X TPOXOKEHHIM, XapaKTepOM 1 MOCHTiI0B-
HICTIO OIepartiii 3 JTOKyMEHTaMHU.

JIOKyMEHTOIIOTIK 6XiOHUX 0OKyMeHmie¢ — 1 PyX ITOKYMEHTIB, SIKi
HaJIIAIUTA B OpraHi3aIliio Bijl 30BHINIHIX TapTHEPIB. BUTBIIICTh BXiTHUX
JIOKYMEHTIB, K IPaBUIO, HOPOKYIOTh BIAMNOBIAHI BUX1AHI, IPUUOMY B
YiTKO BU3HAuYeHi TepMiHHU. TepMiHU (CTPOKH) BCTAHOBIIOIOTHCS ab0 HO-
PMaTUBHUMH aKTaMH, 10 BU3HAYAIOTHh TOW a00 1HIIMK Yac BiAMOBiAl Ha
BX1IHUI TOKYMEHT (Hampukiaj, npotsrom 10 nuiB), abo TepminoMm (na-
TOI0) BUKOHAHHSI, 3a3HaYCHUM O€3M0CEPEHBO Y BXITHOMY )10KyMeHTil.

! Cydache 3akoHOIABCTBO (LHBLIbHE, TOCIIONAPCHKE) PO3PI3HSAE MOHITTS «TEPMIH» 1 KCTPOK».
Ilix «TepMiHOM» PO3yMI€THCS TOYHO BCTAHOBJICHA JlaTa BUKOHAHHS SIKOICh Jii (1aTa MmiiIrOTOBKH
BIZIMIOBI/I HA JIMCT, IaTa PO3PaxyHKy 3a BUKOHAHY poOoTy, nociyry tomo). [Tix «cTpokom» po-
3yMi€ThCsl Yac BUKOHAHHS i1 (TpH JHI, ABA MiCSAL, I1’ITh POKIB TOILIO).
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JIOKYyMEHTONOTIK UXIOHUX OOKyMeHmig — 1Ie PyX JOKYMEHTIB, SIKi
CKJIaJieHl B Oprasizamii AJs BUKOPHUCTaHHS IX IHIIUMH OpraHi3allisMH.
BibmicTh BUXITHUX JOKYMEHTIB TOTYETHCS HA OCHOBI BHYTPIIIHIX J10-
KyMEHTIB opranizaiii. HeBenmka KiUIBKICTh BUXIIHUX JOKYMEHTIB MOXKE
noTpeOyBaTH HAIXOKEHHS BXITHUX JTOKYMEHTIB (HApUKJIa, 3aIUTH B
CTOpoHHI opranizamii tTuny «[Ipomry natum noBiAKy moa0 MUTAHHS ... Y
TEPMIH J10.....»).

JIOKYMEHTONOTIK 6Hympiuinix 00OKyMenmie — 11e pyX TOKYMEHTIB,
SIKI BUKOPUCTOBYIOTHCS ISl OpraHi3amii poOOTH MiANPHEMCTBA, YCTaHO-
BH, 3aKjany. Yepes KaHIEISPIto MPOXOAATh HE BCl BHYTPILIHI TOKYMEH-
TH, a TUTbKU JIMCTYBaHHS HAOUIBII 3HAYHUX CTPYKTYpPHHX ITiIPO3/ILITIB
(0cO0IMBO SAKIO BOHM TEPUTOPIATBHO BiIaJiCHI OJHI BiJl OJHHX) i Ha-
Ka3W Ta PO3MOPSKEHHS KEepiBHHUIITBA opradizamii. Yepe3 KaHIETIAPit0
MPOXOMATh TAKOXK 1 BHYTPIIIHI JOKYMEHTH, IO TMOPOKYIOTH BHXIiIHI.
30kpemMa, y BIAMOBIIHOCTI JO 3arajbHUX MPaBUJI JIJIOBOJICTBA €IMHUI
3aci0 BiMpaBUTH 3aIUT, JUCT a00 Marepianu 70 30BHINIHBOI OpraHiza-
il — 1[e HapaBUTH BHYTPIIIHIA JOKYMEHT JI0 KaHIEJAPIi, Ae HOro Ie-
PETBOPATH Y BUXITHUH 1 BIANIPABIIATH Y CTOPOHHIO OpraHi3allito.

VYci JoOKyMEeHTH, 10 MPOXOJATh Yepe3 KaHIIeNspito, OB’ A3aHi MiXK
c00010, OCKIIbKH y OUIBIIOCTI 3 HUX € MOCWJIAaHHS HA 1HIII JOKYMEHTH.
Haii6inbin THOBUM BHITaIKOM € BXiTHUH JOKYMEHT, SIKUH, sIK TPABHIIO,
MOPOJIKY€E BiNOBIMHUN HoMy BUXimHUW. be3 3B’s3KiB, SIK TakuX, MO-
JKYTb 3’SIBIIATHCS JIMIIE BHYTPIIIHI 1 BXiIHI IOKyMEHTH. Y TOU Ke Yac
BX1JIHI IOKYMEHTH MOXYTbh MaTH 3B’3KH K 3 BUXITHHUMH, BKIIOYAIOUU
iXHIO MOSIBY, TaK 1 3 1HIIMMHU BXiJJHUMH B MPOILIEC y3ro/PKEHHS a00 yTo-
YHEeHHsI BiAMOBiAl (puc. 4). Yci JOKYMEHTH MOB’si3aHi MiX CO0OI0 SIK Y
CUCTEMI YIpPaBIiHHS, TaK 1 B CUCTEM] BUKOHAHHS, IEBHUM YUHOM J1y0-
JIFOIOYH 3B’ SI3KH.

3B’S13kM B OUTBIIOCTI BHIIQJIKIB CIPSIMOBAHI 32 CXEMOIO: «KEPIBHUK —
mijprermii»y.  [HOAI  3ycTpivaroThCs  HECHPSIMOBAaHI  3B’SI3KH, IO
00’€IHYIOTh CIIOPiTHEH] IOKYMEHTH (JIOKYMEHTH, MPUCBSIYCHI OJTHOMY
MMUTaHHIO).
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Iporec min-

Buxinauii
JIOKYMEHT

!

ITigroroBka BUXigHOTO

JOKYMCHTA Ha OCHOBI

BHVTDIIIHBOTO

Buxignuii
JIOKyMEHT

A

Bxinauit

Bxinnmii TOTOBKH BHXi-
JIOKYMEHT JTHOTO JIOKY-
MEHTa
[pomec migro-
TOBKHU BHYTpI-
HIHBOT'O JOKY-
MEHTa
| , BuyTtpiumnii
JOKYMEHT
Puc.4. 36’330k 6xionoeo 0okymenma 3 uUXiOHUM
Bxignuii Bukonasernp rotye
JOKYMEHT BUXIJHUN TOKYMEHT
BHyTpiuHii Ha ocHOBi BHYTPiIIHEOrO
AOKYMCHT JIOKYMEHTa KaHIeIsApis
(noxymenTH) TOTY€ BUXITHUI TOKYMCHT
Puc. 5. ITiocomoska 6uxiono2o 0oKymeHma.
Buxinnuii BuxiaHuii JOKYMEHT 1o~
JIOKYMEHT TpeOye HaIXOKEHHS

BX1IHOT'O IOKVMEHTA

JOKYMEHT

Puc. 6. Buxionuii 0okymenm, wo 3Haxooumscs Ha KOHMpo.i
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Bxixmmii CranmapTauii  mpouec Buxinuuii
JIOKYMEHT MiATOTOBKY BiATIOBi i JOKYMEHT
ITpouec YTOYHEHHSI BIIMOBI, |«
IIOBTOPHOTO Y3TOJIKEHHS PillleHHs
3BEpPTAHHS
Bxinnmii CrangapTHHi IpoLeC Buxinnuit
NOKYMEHT MATOTOBKH BiAMOBIII JIOKyMEHT

Puc.7. Ilpoyec y3e00sicenns piwientss abo ymoyHeHHs: 8i0n08ioi

O0csir I0KYMEHTO0O00IIy BH3HAYAETHCS SIK CyMa BXIJTHUX, BUXITHUX i
BHYTpIIIIHIX JIOKYMEHTIB 3a MIEBHUI TIepioJl yacy (Micsllb, KBapTal, pPiK).

Piunuit 06caz 0okymenmoooizy — 1ie BUXijiHa BETMYMHA JUI PO3pa-
XYHKY YHCENBHOCTI CIiBpOOITHUKIB ciy:xk0u I3V, BU3HauUEHHS CTyNeHs
3aBaHTAKEHOCTI CTPYKTYPHHMX MiJIPO3MITIB 1 OKPEeMHX IMpAIiBHUKIB, a
TaKoX 3aci0 BU3HAuUeHHs MOTPeOM B OpraHi3amiiiHii 0OYMCIIOBATBHIN
TEXHiIli, BHOOPY HaiO1LIbII €(peKTUBHOI CHCTEMH peecTparii JOKYMEHTIB
1 TOTIOMI>KHOTO amnapary (TeXHIYHUX MpPaIliBHUKIB, Kyp €piB TOMIO).

8.3. OcHOBHI NpUHIUIHK OPraHi3amii
KaHIeJsIPpCcbKoi po6oTH

OCHOBHUMHM TIPUHLUIAMU JOKYMEHTOOOIry € Te, IO B >KOJHOMY
CTPYKTYpHOMY MiJIpO3/IiIi opraHizailii He MOBUHHO i1CHYBATH JIOKATbHHUX
apxiBiB JIOKYMEHTIB. by/b-sikuii BXigHHN JOKYMEHT, IO HE MOTpPAaInB
JI0 3arallbHOTO apXiBY JIOKYMEHTIB, MOTEHIIIITHO MOXe OyTH HEe BUKOHA-
HHUM, BTpaueHUM. B opranizanii € BinoBigHa city»0a, a caMe KaHLeJs-
pis, sika BiAMOBIIa€ 3a MPOXOKEHHS JIOKYMEHTIB. JlOKyMeHTH, He 3ape-
€CTPOBaHI BiATIOBITHIM YMHOM B KaHIICJIAPIi, TYOIAThCS HalYacTiIe.

BbaxkaHo, mo06 opraxizailisi Mana TIJIbKA OJMH KaHaJl HAIXOJKCHHS
BXIIHUX OKYMEHTIB. SIKIIO mpuiioM JOKyMeHTIB 1moOynoBaHUU 3a Je-
LEHTPaII30BaHOI0 CXEMOI0, IO CIPSMOBAHO HA MiJIBUIICHHS MIBUIKOCTI
OTIPAIIOBAHHS JJOKYMEHTIB, TO BCi MIAPO3ALIH, SKi 3MIHCHIOIOTH TaKUN
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MPUHOM, MUTTEBO TMONAIOTH 1H(POPMAIIiI0 B KaHIEIsApio (0akaHO B pe-
xumi on-line 3B’s3Ky 3 KaHieunspiero). [Ipu npomy BijmaneHi MyHKTH
peecTpariii JOKyMEHTIB MOKHA BBKATH IT1IPO3IiJIaMH KaHIIEISPil.

JIoKyMeHTOOOIT He OBUHEH 3aKiHUyBaTUCh Ha BiJNOBIIaIbHUX BU-
KOHABISIX, TOOTO CHUCTeMa aBTOMAaTH3allii JJOKYMEHTO00Iry opraHizarii
HE TMOBUHHA 3aMUKATHCS JIMIIEC HAa KAHIENSAPil, a MaTH MPOJIOBKCHHS B
CUCTEMaXx YIPaBIiHHA JOKYMEHTOOOIrOM MiIpO3/IiIiB OpraHizaiii.

Hacamnepen, yci TOKyMEHTH, IO TIPOXOSATH Yepe3 BiJil, MAlOTh
YHIKQJIbHUI peecTpariftHuii Homep (MOXKIIMBI CBOi aJITOPUTMH MO0y 10-
BH HOMEPIB IS KOXKHOTO 3 THITIB JIOKYMCHTIB).

Byap-sxuii mamip, 1110 HEe Ma€e peecTpaliiHOro HoMepa — 1e MPOCTO
narip, a He JOKyMEHT.

JlokyMeHTOM #OTro poOUTHh caMme HasBHICTh Ha HbOMY PEECTpalliii-
HOTO HOMEDA.

8.4. Opranizauisi npouecy pyxy 10KyMeHTIB

B koxHilt opranizaiiii JOKyMEeHTH epe0yBaroTh B IMOCTIHHOMY 00ITy,
TOMY iCHYE YiTKa cHcTeMa 37[ICHEHHsI BCIX MOCTIJIOBHUX OMepalliii 3 JI0Ky-
MEHTaMM: IPUHMaHHs 1 peecTpallisi, po3IJsil KEpIBHUKOM, MOPSIIOK IPOX0-
(hopmyBaHHS cripaB, MiJI'OTOBKA 1 Iiepe/iada cIpas JIo apXiBy (puc. 8).

Ilopsinok mnpoxogxeHHs1 BXiIHMX JOKYMeHTIiB. BiamomigHo 10
BuMor JICTY ta €/IC/] Ha KOXHOMY JOKYMEHTI, 10 HaJiHIIOB JO
YCTaHOBH, POOUTHCS BIIMITKA MPO HAAXO/KEeHHS. Llg BiaMmiTka Mae BU-
IS PEECTPAIIHOTO IITAMITy, SIKAH IPOCTABIISIIOTh HA HUNCHbOMY RO-
Ji nepwio2o apkywia npagopyu. llltamn Bkitodae B cebe cKopoueHe Ha-
WMEeHYBaHHsI opraHizallii, ycraHoBH a00 MiMPUEMCTBA, ATy OJepXKaH-
HS JOKYMEHTA 1 HOTO THJ/IeKC.

OCHOBHHM 3aBJIaHHSIM, SIK€ TOBUHHA BUKOHYBATH KaHLEJSPIs, € op-
2anizayia npoxoodricennsn 6xionux ookymenmie. Cinyxo6a J[3V Binmosi-
Jla€ 32 TEPMIHU BUKOHAHHS BXIJHUX JOKYMEHTIB, TOOTO BUKOHY€E KOHT-
poinbHi (yHKIT: (hikcyloun iHPOpMAITio PO Te, XTO, KOJIU i Ha CKIIBKH
3aTpUMaB BHKOHAHHS JTOKyMeHTa. BimoMi /1Ba OCHOBHHMX MapIIpyTH
(cxeMu) MPOXOJKEHHSI TOKYMEHTA!

1) TOKyMeHT nepeaaeThest Oe3MmocepeTHHO BUKOHABIIIO;

2) MOKYMEHT TepeacThCsl BUKOHABIO MICIS TMPUHHSATTS PIlICHHS
PO BUKOHABIIS Ta BUKOHYBaHI HUM [Iii y IEHTPAIILHOMY arapari yrpas-
JHHS (TUPEKTOPaTi).
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[TpwiimMaHHs BXiTHUX JOKYMEHTIB

——

ITonepenniii po3risi (poO3MiTKa) ce-
Kperapem

=

Peecrpartist TOKyMeHTIB
e ———

JlonoBiab KepiBHUKY 1 PO3TIISLT
JIOKYMEHTIB KEPiBHULITBOM

e

[TpuitHATTS pilICHHS KePIBHUKOM 1 Ha-
MPaBJICHHS JOKYMEHTIB HA BUKOHAHHS

—  —

KoHTpoJib BUKOHAHHS JOKYMEHTIB

—

@dopMyBaHHS JOKYMEHTIB y CIIpaBU

-

BukopucTaHHs TIOKYMEHTIB Yy
JIOBiIKOBO-1H(OpMaLiitHii poOoTi
| I

BusHaueHHs cTpOKiB 30epiraHus
JIOKYMEHTIB

— T,

Ilepenaua no
apxiBy

ITomanbire
BUKOPHUCTaHHS

3HUIIEHHS
JIOKYMECHTIB

Puc. 8. Opeanizayis pobomu 3 0oKymeHmamu
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[Tix yac MpoXoKEHHS TOKYMEHTa 3a MEPIIo0 cxeMolo (puc. 9) BiH
BiJpasy nepenaeThes ciyxooro J[3Y Ha BuKoHaHHS Oe3mocepeaHiM BH-
KOHABIIM (HANMpUKIaJ, iH(pOpMaIiiiHi JTUCTH, aapecoBaHi KOHKPETHIN
mocaJioBiit 0co0i).

Bxigunit
JIOKYMEHT

O6poOKa BXiTHOT
KOPECIIOHISHTIiT

L

Kanueasipis

BignoBigaabHuii
BHKOHABEIb

ITpoexr
BUXIIHOTO
JIOKyMEHTa

Bukonasui

[porec miaroToBkn
BHXI1THOTO TOKYMEHTA

Puc. 9. Cxema npoxo0oicennsi OoKymenma 3
nepeoauero 6e3nocepeoHbo GUKOHABYIO.

Takum 4MHOM, SIK BUAHO 3 pHC. 9, HA BXOJI LHOTO MPOLECY — BXiJ-
HUI JOKYMEHT, Ha BUXO1 — MPOCKT BUXITHOTO TOKYMEHTA, IKHU pyxa-
eThest yepes ciyx0y A3V 1 crae peanbHUM BUXIAHUM JOKYMEHTOM IIic-
JIs1 Horo peecTpallii y ciykoi.

Jpyruii MapmipyT o3Hadae€ Te, IO el TOKyMEHT OyJie MOCTaBICHO
Ha KOHTpOJb. BoJHOUac, oro He BapTO IUTyTAaTH 3 iHIIMM MaplIpyTOM
JIOKYMEHTIB, 110 HAJXOJATh HAa BUKOHAHHS B IIEHTPAJbHI OpraHizaiii.
Taki TOKYMEHTH XapaKTepH3YIOThCS THM, LIO BiANOBiJaJbHUM BUKO-
HaBIIEM JUIsl HUX € OJIMH 13 3aCTYMHUKIB KepiBHUKaA opraHizaiii. s no-
KYMEHTIB, 1[0 MPOXOJATH IO JPYroMy MapilpyTy, BiJIITOBIIaILHUM BH-
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KOHABIIEM € XTOCh 13 KEPIBHUKIB CEPEIHLOT JIAHKH, a anapaT YIpaBITiHHS
(mmpekTopaT) 3IIMCHIOE KOHTPOJIb 3a pe3yibTatamMu poOoTu. [Homi s
nporenypa Mae opmMaibHUA Xapakrep. Pyx JOKyMeHTIB 3a Jpyrum ma-
pLIpyTOM mpezcTasiieHo Ha puc. 10.

3 peanbHOT MPAKTUKYU KAHIEJISAPId BEIMKUX OpraHi3alliii BiJoMo, 110
Ha KOHTPOJIb CTaBIATHCS TUTBKU JTOKYMEHTH, IO PYXAIOThCS 32 APYTOIO
CXEMOI0, TOOTO Yepe3 AUPEKTOpaT. Sk CBiqUaTh MpaIliBHUKA KaHIEIAPil
JOKYMEHTH (CTIpaBH), IO PYXalOThCS 3a MEPLIOI0 CXEMOI0, Y9acTo Ty0-
JSTHCS B XO1 ONpaIfoBaHHs. SIKIIO B Mail0yTHROMY XTOCH 13 TUPEKTO-
piB mobakae onepkatu iH(GOPMAILO PO TaKWil JOKYMEHT (CTpaBy), TO
y KaHHesipii BUHUKHYTH BeJHMKI MpoOiemMH, 1 iX po3B’s3aHHS,
3’SICOBYBAHHs MICIIC3HAXO/KEHHS JIOKYMEHTa IMOTpedyBaTuMe 0OaraTo
qacy.

Ilpuiimanna xopecnondenyii. Yci TOKYMEHTH, IO HAIXOIATh IO
oprasizarii, TpHAMarOThCS 3araJIbHAM BIJILIOM, IIIPO3A1IOM a0o Bif-
MOBITAIEHOIO 0c000t0. [TpariBHUKN PO3KPUBAIOTH BCI KOHBEPTH, 33 BU-
HIATKOM THX, III0 MalOTh Hanuc «Ocoducrey.

VYV pasi MOMIKOJKEHHS KOHBEPTa POOUTHCS TOMITKA B MOIITOBOMY
peectpi. KouBepTtu 30epiratoThcs i JOAAIOTHCS A0 JIOKYMEHTIB y TOMY
pasi, KOJIM JIMIIe 32 KOHBEPTOM MOYKHA BCTAHOBHUTHU aJIPECy BiIPaBHU-
Ka, 4ac BIJMPaBIECHHS Ta OTPUMaHHSA JOKyMEHTa ab0 KOJIM B KOHBEPTI
HEMae JIeSKUX JIOKYMEHTIB YW BCTAHOBIJICEHO HEBIJIMOBIJHICTh HOMEPIB
Ha JIOKYMEHTI Ta Ha KOHBepTi. HenpaBunbHO ohopMIIeH], MOIIKOKEHI
abo HajiciaHi He 3a aJpecol0 JOKYMEHTH IOBEPTAIOTHCS BIANPABHUKY
a00 TepecuIarThCsl aIPecaToBi.

Ilonepeoniit po3ensad kopecnondenuii. Bci fokyMeHTH, 110 HaTINAII-
T 10 OpraHizailii, miiaraoTs 000B’ I3KOBOMY TIONIEPEIHEOMY PO3TJIs-
ny. [lonepeaniit po3risiy 37iHCHIOETBCS BIAMOBIAAbHOIO 0c00010. MeTa
MOTIEPEHBOTO PO3TIISTY JOKYMEHTIB — PO3MOJILT iX Ha Ti, 0 OTpeOy-
FOTh O0OB’SI3KOBOTO PO3IJISTY KEPIBHUKOM ITiITPHEMCTBA, HOTO 3aCTYTI-
HUKaMH, BUKOHABISIMHU BiJIIIOBITHO /10 ()YHKITIOHATHLHUX 000B’SI3KiB, BU-
3HAaYeHHS HEOOXITHOCTI iX peecTpallii, a TakoX BCTAHOBIICHHS CTPOKIB
BUKOHAHHS JIOKYMEHTIB, SIKi MEpelaloThCs CTPYKTYPHHUM MiApO3iiiaM
4y Oe3rocepeIHIM BUKOHABIISIM, IPUKUHSATTS PIlICHb 10 JIUCTAX, B SIKUX
MOPYUTYIOTHCS MMTAHHS, 1[0 HE HAJIEXaTh 10 KOMIIETEHIIIi YCTAHOBH.
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[Tomepeaniit po3rIsi)i KOPECTIOHCHINIT 3/IIHCHIOETHCS B JICHB 11 OTpH-
MaHHs a00 B mepmmii pobounii AeHb MiChHs HaIXOMKEHHS ii B HEpobo-
4Mii yac.

Hopyuennsa opzanie euuj020 pisnsa, menezpamu,
meinehonozpamu po32nsadamsca He2aiino.

Kopecnonaenmis nepegaeTbCcsi Ha o3I KEPIBHULTBY Yepe3 CeK-
perapst npuiiMaibHi, SIKHi pOOUTH Y KYpHAJI peecTparii BXiTHHX TOKY-
MeHTIB BiamoBinHi 3anmucu. XXypHan ohopmisaors 3a Gopmoro, 0 Ha-
BOJIUTHCS HUKYE:

KYPHAI
peecTpanii BXiTHUX TOKYMEHTIB
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He mipnsiratoTe peectpallii B 3araJbHOMY BiJIJIiTI, CEKpeTapeM Kepi-
BHHKA I IIPUEMCTBA TaKi JOKYMEHTH:

1) Kormii JINCTIB, 110 HAIIMIILIK JI0 BiJlOMa;

2) rpadiku, HApsIIK, PO3HAPSIIKH;

3) 3BesieHHs Ta iHdopMallii, HalicIani 10 BiIoma;

4) HaBUYaJIbHI TUTAHU, TIPOTpamMHu (Korii);

5) peknamHi MOBiIOMIJICHHS, IJIAKATH, TPOrpaMu HapaJl, KoHpepeH-

i# TOIIO;
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6) nipelickypaHTy (Kortii);

7) IO3I0POBHI JINCTH 1 3aTPOIICHHST;

8) npykoBaHi BUJIaHHS (KHUTH, )KypHAJIH, OFOJIETEHI);
9) MmicsiuHi, KBapTaJbHi, MIBPIYHI 3BITH;

10) hhopmMu CTAaTUCTHYHOT 3BITHOCTI.

Pesynbratu po3risiay JOKYMEHTIB KEPIBHUUTBOM (DIKCYIOTBCS B pe-
30JTFOLISX, 3TIAHO 3 IKAMH JJOKYMEHTH TIiCIIS BIATIOBITHOTO O(OPMIICHHS
KOHTPOJBHUX (KOHTPOJIBHO-PEECTPAIIIHAX) KAapTOK IMEPearoThCsl BU-
KOHABIISIM.

KonTtponbHO-peecTpariitna kapta, Hanpukian [lenciiinoro ¢onmy
VYKpaiHu, Ma€ TakKuil BUTIIS:

Jlata HagXxOMKEHHS Ta [encivinmii poun Ykpainu Bukonasenp
1HAEKC TOKYMEHTa
Ne PEECTPALIIMHO- Ter
« » 2000 p. KOHTPOJIbBHA KAPTKA
Kopecnonnent Ha3sBa noky- Jara i iHIEKC Crtpok
MEHTa JIOKYMEHTa BHUKOHAHHS
3MiCT JOKyMEHTa IIpoxoa:KeHHs JTOKYMEHTA
JlaTa mepenadi Komy Posmu- | Jlara
rnepeaaHo cKa 1po | 1mosep-
oTpH- HEHHS
MaHHS

S0 3a pe3ooNiel0 KepiBHUIITBA BUKOHABISIMUA JIOKYMEHTa BH-
3HAYEHO JIBa YMpaBIiHHS (BiAIIIH, TO0cajgoBi ocodu) abo Oinbiie, TO
OpUTIHAJ IOKyMEHTA Mepe/IatoTh YIPaBIHHIO (BiJiTy, OCAA0BINH 0CO-
01), 110 3HAYMTHLCS B PE3OJIIOMIT TIEpIIMM. [HIIMM BUKOHABIISIM Tiepesia-
€THCSI KOITisSl TJOKYMEHTA.

Peccmpauin 0okymenma — e (ikcyBaHHsA (PakTy CTBOpPEHHsI abo
HA/IXO/DKEHHS TOKYMEHTa HUISXOM TOCTAaBICHHS HAa HHOMY YMOBHOTO
MMO3HAYCHHS — PEECTPAIIIMHOTO 1HJCKCY 3 MOIAJBIINM 3aIHCOM y PEECT-
pamiifHux popmMax HEOOXiTHUX BIJOMOCTEH MPO TOKYMEHT.

Peectpariiss TOKyMEHTIB TIPOBOJUTHCS 3 METOI0 iX OOJNIKY, 3Jiiic-
HEHHS KOHTPOJIIO 32 BUKOHAHHSAM 1 ONIEpPAaTHBHUM BHUKOPHCTAaHHSM Has-
BHOI B IOKyMEHTI iH(opMmarrii.
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Peecmpayii nionseaioms dokymenmu, wo nompebyoms 00aiKy, 6u-
KOHAHH3 | BUKOPUCMANHSA 3 008I0K08010 Memoto. OCHOBHUM NPUHIIUTIOM
peectpariii IOKyMEHTIB € OJHOKPaTHICTb. BXiJHI JOKYMEHTH peecTpy-
IOTBCSl Y JIeHb HAJXO/DKEHHS, CTBOPEHI — y JIeHb MiANMCcaHHA abo 3a-
TBEP/DKEHHS. 3apeecTpoBaHW JOKYMEHT, IO HEepPElacThcs 3 OIHOTO
IiIPO3/IUTY 10 HIIIOTO, IIOBTOPHO HE PEECTPYETHCA.

Jns peectpamii BCix TOKYMEHTIB 3aCTOCOBYETHCS €IMHA PEECTPA-
LIHO-KOHTPOJIbHA KapTKa, MpuaaTHa 1 00pooku Ha [1K, abo xypHa.
[Tpu peectpartii KOXKHOMY TOKYMEHTY MIPHUCBOIOETHCS 1HICKC.

Peccmpauitinuil indexce cKiagaeTbes 3 MOPSIAKOBOIO HOMEPA B Me-
Kax TPYIHU JOKYMEHTIB, II0 PEECTPYIOTHCA, 1 JOTIOBHIOETHCS 1HICKCOM
KOPECIOH/ICHTA, a JUIS BUXITHUX JOKYMEHTIB — IHJIEKCOM YIpPaBIiHHS
(camocriitHOTO Bimminy). CKIa0Bi YaCTUHU 1HICKCY BiIOKPEMITFOIOTHCS
0JTHA BiJ] OJIHOT KOCOI0 PUCKOI0, Hampukia: 415/0 — 13/27, Tomo.

[Hnekcamu HakasiB, MPOTOKOJIIB, CIY>KOOBHX PO3MOPSIKECHb € iXH1
peecTpaltiitHi TOpsSIKOBI HOMEPH, IO MPUCBOIOIOTHCS OKPEMO KOKHOMY
BHUJly JOKYMEHTIB y MeXax KajeHIapHOro poky. OOmik mepeniueHux
JIOKYMEHTIB BEJIETHCSI B OKPEMUX KypHAJIax.

Ilomimku npo npoxoosrcennsa ma 8UKOHAHHA O00Kymenmies. 11po
HAIXOJDKEHHsI (PeecTpallito) JOKYMEHTa IMO3HA4YKa POOUTHCS HA HUXK-
HBOMY TIOJII CIpaBa Ha MEPIIil CTOPIHII JOKyMEHTa (peecTpaiiiHui
IITaMIT); TIPO B3ATTS OKYMEHTa Ha KOHTPOJIb — Ha JIIBOMY TOJIi TepIIol
CTOPIHKHM JIOKyMeHTa (Ha PiBHI 3ar0JIOBKY TEKCTY), /i€ THIIETHCS CIIOBO
«Kontponby abo mitepa «K».

[ToniTuka nMpo BUKOHAHHS JOKYMEHTa 1 HallpaBJCHHs HOro ajapeca-
TOBI, @ TAaKOXX MPO HAIPABIEHHS HOT0 J0 CIpaBU pOOUTHCSA HA HUKHBO-
My TIOJIi 371iBa TEpIIOi CTOPIHKKA JOKYMEHTa (KOpOTKa JIOBiJKa MPO BH-
KOHaHHS, SKIIO HEMae JTIOKyMEHTa PO BUKOHAHHS; cioBa «/{o cripaBm»
1 HOMep CIpaBH, B SKill TJOKyMEHT 30epiraTUMEeThCS; 1aTa HalpaBJICHHS
JIOKYMEHTA JIO CIIpaBH; 11 HAliMEHYBaHHS 1 ITiJ{MTUC BUKOHABIIS).

Ilopsdox 06podKu i Hadcunanus UXiOHUX 0OKyMeHmie. Buxioni
OoKyMeHmu 00poOAAIOMbCS I HAOCULAIOMbCS YEHMPANIZ08aHO 8 Oeb IX
ompuMantsl 8i0 CmMpyKMypHuXxX niopo3oinie ma euKonasyis, a mi, wo ni-
Oonucani nicis 15 200unu — ne nizHiule 5K HACMYNHO20 POOOH020 OHSL.

[lin wac mnpuiiMaHHS BiJl BWKOHABIB BHXIJHHX JIOKYMCHTIB
000B’SI3KOBO MEPEBIPSIFOTHCA:

O TpaBHIBHICTH OQOPMIICHHSI TOKYMEHTA 1 PO3MIIICHHS Ha HHOMY

BCIX PEKBI3UTIB;
{ TpaBHIBLHICTH 3a3HAYCHHS AJPECH;
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0 HasBHICTH yCiX HEOOXiTHUX MIIMUCIB HA TOKYMEHTI Ta JOJaTKax
710 HBOTO;

¢ HasgBHICTH Bi3 Ha KOIii JOKyMEHTa, 10 3aJMIIAETHCS y CIpaBax

3araiabHOTO BiJUIUTY (CeKkpeTaps);

¢ HasSBHICTH HA JJOKYMEHTI BIIMITKH MPO JIOJIATKH;

¢ BIMOBIHICTH KiJIbKOCTI MPUMIPHHUKIB KiTBKOCTI aApecaTiB.

VY peecrpartiifniii kKapTiii (KHU31, )KypHaIi) 3a3Ha4al0ThCsl HOMEP BH-
XiZIHOTO JOKYMEHTa, JaTa peecTpallii, 3aroioBoK (KOPOTKUH 3MICT) J10-
KyMEHTa 1 HOMep CIpaBH, B sIKiii 30epiraerhcs 1oro komisi. @opma xKyp-
HaJly Ma€ TaKuil BUIVISA:

KYPHAJL
peecTpanii BUXiTHUX IOKYMEHTIB

Hara ta ingexc | Kopecnonnentr | Koporkwuit Komy B sikiit
JIOKYMEHTa 3MICT HAIPAaBICHO crpaBi
JOKYMEHT | 30epiraerscs

Opzanizauia KOHmMpOaW 34 GUKOHAHHAM OOKyMeHmis. MeToro
3MIACHEHHS! KOHTPOJIO 32 BUKOHAHHSM JIOKyMEHTIB € CIPUSHHS CBOE€Ya-
CHOMY Ta BUCOKOSIKICHOMY 1X BUKOHAHHIO. BimoBigampHICTh 3a oprai-
3aIliF0 KOHTPOJIIO HECYTh MOCAJ0BI 0COOM, K 3aliMarOThCsl OpraHizarii-
€10 BEJICHHS JIIJIOBOJICTBA, HAYAIBHUKH YIPaBIiHb, BB, Konmponio
nionsearoms yci OOKyMeHmu (6XiOHi, 6UXIOHI, 6HYMPIUWIHI), 8 AKUX BUHA-
YeHO CMpOKU GUKOHAHHS. SIKIIO TOKYMEHT BHKOHYETHCS KUTbKOMA
yIpaBIiHHAME (BiJIiJIaMK), BiIMOBIJAILHUM 32 OpraHi3alif0 BUKOHAH-
HSl € BUKOHABEIlb, SIKHI y Pe30IIIoNii 3a3Ha4eHni nepmuM. Bin oprani-
30By€ BUKOHAHHS JOPYYCHHS 1 MMOJA€ HA PO3TIISI KEPIBHUITBY TOBHIC-
TIO BUKOHAHUH JIOKYMEHT 3 Bi3aMH yCiX BUKOHABIIiB.

Cmpoku eukonanns 00Kymenmis. JJokyMeHTH MOXYTh OyTH 13 3a-
3HaYEHHSIM 1 03 3a3HaueHHSI CTPOKY TepMiHy BUKOHaHHS. CTpPOKH BH-
KOHAHHS MOXYTh OYTH BCTQHOBJICHI aKTaMH 3aKOHOIaBCcTBaMH a0o 3a-
3Ha4yeHl y caMoMy JIOKyMeHTi. JIokyMeHTH Oe3 3a3HauyeHHS CTPOKY BH-
KOHAHHS IIOBUHHI BUKOHYBATUCh HE Mi3HILIE K 3a 30 kanenoapHuux OHie
8i0 damu peccmpayii, a TOKyMEHTH 3 TIO3HAUKOIO «MEPMIHOB0» — Npo-
mseom 7 pobouux OHie 8i0 damu nionuUcanus OOKyMeHma.
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CTpok BUKOHAHHS JOKyMEHTa MOXe OyTH 3MiHEHHI JIUIIe 32 BKa3i-
BKOIO 110CaJ0BOI 0COOM, sika HMOro BCTaHOBHMJA, ad0 MOCagoBOi 0co0Ow,
gKa ii 3amimae. Y pasi morpeOu cTpok Moxke OyTH MPOJOBKEHO 3a 00-
I'PYHTOBaHMM IPOXaHHSIM BHKOHABIL, IO MOJAETHCSA HE Mi3HINIE 5K 3a
Tpu poOOYMX JHI 10 3aKiHYEHHS BCTAHOBJICHOTO CTPOKY, a IOJO JOKY-
MeHTa 0e3 3a3HaUYeHOr0 CTPOKY — J0 3aKiH4eHHS 30-IeHHOTO CTPOKY Bill
JIaTh UOro OJICPHKAHHSL.

KoHTposs 32 BUKOHaHHSM JIOKyMEHTIB niepedadae Taki BUIH pOOiT:

0 MOCTaHOBKY JOKYMEHTIB Ha KOHTpPOJIb, ()OPMYBaHHS KapTOTCKH

KOHTPOJIbOBAaHUX JIOKYMEHTIB;
¢ mepeBipKy CBOEYACHOTO JIOBEACHHS JJOKYMEHTIB J10 BUKOHABIIIB;
0 momnepenHi EPEeBIPKH 1 peryIIOBaHHS X0y BUKOHAHHS;
¢ 00k 1 y3araibHEHHS Pe3yJIbTaTiB KOHTPOIIIO 32 BUKOHAHHSIM JI0-
KYMEHTIB;

¢ iHpOpMyBaHHS KepiBHUKA IMPO XiJ BUKOHAHHS Ta IMiJCYMKH BH-
KOHAHHS JIOKYMCHTIB;

¢ MOBIIOMJICHHSI MPO XiJI Ta MiJICYMKH BUKOHAHHS JIOKyMEHTIB Ha
OIEepPaTUBHUX HapaJax;

{ 3HATTS JOKYMEHTIB 3 KOHTPOJIIO;

¢ ¢dbopMyBaHHS KapTOTEKH BUKOHAHUX JIOKYMEHTIB.

JIOKyMEHT BBa)Ka€TbCs BHUKOHAHMM JIMIIE TOAl, KOJM HMUTAHHS, IO-
pyIIeHi B HbOMY, PO3B’sI13aHO, 1 KOPECTIOHICHTY JaHO BiAMOBIIb O CYTI.

3HATU JOKYMEHT 3 KOHTPOJIIO MOKE TUIBKU Ta 0c00a, sika IoCTaBHiIa
Horo Ha KOHTpPOJb, HpPU I[bOMY Ha JOKYMEHTI 1 peecTpauiiHo-
koHTpoubHIN KapTi (PKK) poOuThcst moMiTka mpo 3HATTS 3 KOHTPOITIO.

CkiaagaHHS HOMEHKJIATYpH cnpaB Ta ix popmyBanus. Homenk-
Jamypa cnpag — CUCTEMAaTU30BaHUIN IepelliK Ha3B CIIPaB, 110 CTBOPIO-
IOThCSI B CTPYKTYpHHUX migpo3ainax. Lle — oOOB’S3k0BUM JAOKyMEHT
yHOpaBIiHb (BiAMTIB) amapaTy yrnpaBiiHHsI, 32 SIKUM 3iHCHIOETbCS 00JTiK
i hopMyBaHHSI CIIpaB y A1IOBOJICTBI.

Homenknarypa cnpaB CKIaJaeThcsi HA KOKHUN JITOBOJIHUUN PiK ISt
BCTAHOBIICHHS €IMHOT cUcTeMH (POpPMYyBaHHS CIIpaB 3a iX 3MiCTOM Ta pi-
3HOBHUJIOM, JUIsl 3[iHiCHEHHS BiOOpY JOKYMEHTIB Ha Jep:kaBHE 30epi-
TaHHsA B TpOLECi IUIOBOACTBA. 3pa3oK O(OPMIIEHHS HOMEHKIATypu
CTpaB HaBOJUTHCS HUKYE.

Jlo HOMEHKJIAaTypH CIpaB BKJIIOYAIOTH YCi CIpPaBH 1 JOKYMEHTH, IO
B1JI0OpakaroTh JJOKYMEHTOBAHI JUISTHKH poOOTH Ta OKpeMi MUTAHHS Hi-
SITBHOCTI BiITIOBIJTHOTO CTPYKTYPHOT'O TiIPO3ILITY.
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3a cBO€yacHe Ta SIKICHE CKJIaJlaHHs HOMEHKJIATypH CIpaB Ta iX mepe-
IS BIANIOBIZIA€ KEPIBHUK CTPYKTYPHOTO MiAPO3ILTY.

(HaliMeHyBaHHsI OpraHi3arlii)
(HalfMEHYBaHHS CTPYKTYPHOTO MiAPO3ILTY)
HOMEHKJIATYPA CIIPAB

Ne

(Micrie CKaiaHHs)

Ha pik

(HaltMeHyBaHHS PO3/iy)

Innmexc 3aroyioBoK KimbkicTh Crpok 30epi- | [IpumiTka
CrIpaBu CIpaBu crpaB TaHHS CIIPaBU
(Tomy, (TomiB, | (TOMYy, YaCTHHH)
YaCTHHN) 9acTHH) | 1 HOMEpH cTaTel
3a MepesikoMm

HaiimenyBanHs mocau
KepIBHUKA CTPYKTYPHOTO

HiIpOo3IiTy

(mignuc) (iHiLianu, mpi3BHIIE)
NOroJKEHO* MNOroAKEHO
ITpoTokosioM excriepTHOT KoMicii 3aBiyiounii apxiBom
CTPYKTYPHOTO HiAPO3ILITY Oprasisarii
Ne
(mignuc, iHiianum, npi3BuUILe) (ocoba BinnmoBiganbHa 3a apXiBHUN

MiPO3LT yCTaHOBH)

JHata

*VY pa3i HassBHOCTI EKCIIEPTHOI KOMiCii CTPYKTYpPHOTO i IPO3ILTY
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Jlo HOMEHKJIATypH CIIpaB He BKJIIOYAIOTH JPYKOBAHI BHJAHHS, 30ip-
Huky nocraHoB Kabinety MinicTpiB Ykpainu, «Bimomocti BepxoBHoi
Pagu Ykpainm», Opourypu, 10BiIHUKH, OrosieTeHi, pedepaTHBHI KypHa-
1M, eKcrpec-iHdopMario Ta iHII moxioHI MaTepianu.

HaiimenyBaHHS cripaB y HOMEHKJIATYpi MOBHHHO B CTHCIiH (opmi,
KOHKPETHO BiZOOpakaTH CKJIAJ 1 3MICT JTOKYMEHTIB, IO MAlOTh TPYITy-
BaTUCh y crpaBax. OCHOBHOIO YaCTHHOIO HAallMEHYBAaHHS CIPaBU € BH-
KJIaJl TUTaHHS (IPeaMeTa), 3 SKOTO BOHA 3aBOIMTHCS, a TAKOXK BHI JIO-
KyMeHTa (HakKa3, po3MOpHKEHHS, JOBIIKa, JTUCT TOIIO).

Koxna cmpaBa, BKIIIOYEHa 10 HOMEHKJIATYpH, IMOBHHHA MaTh CBiil
1H/IeKC, SIKUI CKIIQIa€ThCs 3 IHACKCY YIPaBIiHHSA (BIAIUTY) 1 TOPSIIKOBO-
ro HOMepa crpaBu B Mexax Bimauny. Hampukman: 02-1-03, ne 02 — iH-
JeKC yrpaBmiHHg; | — inaexc Biaainy; 03 — mopsaKoBHil HOMEP CIPaBH.

SIKIIo Marepiaiy CKIaJaroThes 3 KUTbKOX TOMIB, TO HOMEpP TOMY JI0-
JTAETHCS 710 1HIIEKCY.

Ctpoxu 30epiraHHs CIIpaB BU3HA4YaIOThCs 3rifgHO 3 [lepemikom Turo-
BUX JIOKYMEHTIB, IIO CTBOPIOIOTHCS B JAISUIBHOCTI OPraHiB Jep:KaBHOI
BJIQId Ta MICHEBOTO CaMOBPSIyBaHHS, iHIIMX YCTAaHOB, OpraHizamii i
HiATPUEMCTB.

[licnst 3akiHYeHHsSI [iIOBOJHOTO POKY HOMEHKJIATypa CIpaB
00OB’I3KOBO 3aKpUBAETHCA. 3AaKPUTTS HOMEHKJIATYPH OQOPMIISETHCS
iICyMKOBUM 3aIIUCOM, B SIKOMY 3a3Ha4aroTh KUIBKICTb 1 KaTeropito ¢a-
KTUYHO 3aBeJIeHUX crpab. [liICyMKOBHIi 3aluc CKpIIUIIOE CBOIM MiJIH-
COM HavallbHUK yNIpaBIiHHS (BiILTY).

Dopmysanna cnpae¢ — 1€ TIPyNyBaHHA BUKOHAHUX JOKYMEHTIB Yy
CIpaBi BIJMOBIHO 0 HOMEHKnaTypu crpaB. [lig uwac dopmyBanHs
CIpaB MOTPIOHO JOJEPIKYBATHCH TAKUX MPABHUIL:

0 TpymyBaTH y CIIpaBH TiJIbKM OpPHUTiHAIM, a B pa3i iX BiACYTHOCTI —
3acBiUeHi B YCTaHOBJICHOMY IMIOPSAAKY KOIii, HE JIOIyCKaTH
BKJTIOYCHHS /IO CIIPaBM YOPHOBUX, OCOOMCTHX, ITyOJIETHUX IOKY-
MEHTIB, JIOKYMEHTIB, 0 MiJIATal0Th TOBEPHECHHIO;

0 rpymyBaTH y CHpaBU JOKYMEHTH OJHOIO AUIOBOAHOIO POKY (3a
BUHSTKOM 0COOOBUX, CYJIOBHX, TIEPEXiTHUX CIIPAB);

¢ oco0oBi cipaBu (popMyBaTH MPOTATOM YCHOTO Yacy poOOTH 0OCO-
Ou B opranizariii;

0 rpynyBaTH y CIpaBU OKPEMO JOKYMEHTH MOCTIHHOTO CTPOKY 30e-
piraHHs Ta THUMYacOBOI'O;

¢ BKIIIOYATH JI0 CTIPaBU JIOKYMEHTH TUTBKH 3 OJHOTO MUTAaHHS a00
TPy CIIOPiTHEHUX MUTAHb, [0 CTAHOBIIATH €JMHUN TeMaTHYHHHA
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KOMIUICKC, B TAKOMY TMOPSJIKY: CIIOYATKY iHII[IATUBHUHN JIOKYMEHT,
a ITOTIM BCI 1HIIN B JIOTIYHIN ITOCJIITOBHOCTI;

¢ cmpaBa He moBMHHA TiepeBuiryBatu 250 cropinok (3040 MM 3a-
BTOBIIKH);

¢ TOKyMEHTH BCEpE/IMHI CIIPABH IPYMYIOTHCS B XPOHOJIOTTYHOMY UM
JIOTTYHOMY MOPSJIKY 200 B 1X MOETHAHHI.

Onepamuene 36epizanns 0OKyMeHmie. 3 METOIO TiABUILEHHS OTie-
PATUBHOCTI TMONTYKY JIOKYMEHTIB CIIPaBH PO3MIIYIOTHCS BiIMOBIAHO JI0
HOMEHKJIAaTypH cmpaB. Ha kopiHISX OOKIaJMHOK CIpaB 3a3HAYAIOTHCS
THJICKCH 32 HOMEHKJIATYPOIO.

BaxnuBuMm 3aBmgaHHSAM € 3a0e3MedyeHHs CXOPOHHOCTI cmpaB. Y
CTPYKTYpHHUX MiJPO3/iJax CXOPOHHICTh JOKYMEHTIB 1 crpaB 3abesrme-
YyIOTh KEPIBHUKU CTPYKTYPHUX MiAPO3LTIB, a CIIpaBU MOBUHHI 30epira-
THCS B poOOUYMX KiIMHATax a0 y CHeIiaibHO BiJIBEJICHUX JIJIS i€l METH
MPUMIMIEHHSX, Y madax i cToyax, Mo 3a4HHAIOTHCS.

Butydatin mokyMeHTH i3 cIpaB MOCTIHOTO CTpPOKY 30epiraHHs 3a-
OopoHsieThCs. Y BUHATKOBUX BHITAJKaX BHIYYCHHS TOKYMEHTa JOITyC-
Ka€eThCs 3 JI03BOJIy KEpiBHHWKA Oprafizamii, Ha4aJbHHUKA BIIIMOBIIHOTO
yIpaBIIiHHS (CTPYKTYPHOTO IiPO3AiTy) 3 000B’I3KOBUM 3aIHIICHHSM Y
crpaBi 3aBipeHOi KOMii JOKyMeHTa.

ITiozomoska cnpaeé 0o 30epicanna ma euxopucmanms. 3aKiHUYCHI
JIJIOBOJICTBOM CIPaBM TMOCTIMHOTO Ta TPUBAJIOro 30epiraHHs MOBHHHI
3maBaTHCs 10 apxiBy. [liIroToBKa JOKYMEHTIB 0 TIepenadi B apXiB Ie-
penbdadae:

® CKCIEPTHU3Y IIHHOCTI JIOKyMEHTA;

e o(hopMIICHHS CIIpaB;

® CKJIa/IaHHS OIMCIB CIPaB;

e repegavy CrpaB A0 apxXiBy 1 3a0e3MeYeHHsI CXOPOHHOCTI T0KyMe-

HTIB.

ExcnepTrsa HiHHOCTI TOKYMEHTIB MOJISITA€ y BU3HAYCHHI iX IIHHOCTI 3
METOI0 BCTaHOBJIGHHS CTPOKIB 30epiranus i BimOopy ix Ha nepxaBHE
30epiranHs. 3a pe3ysibTaTaMu eKCIIePTH3U IIHHOCTI JJOKYMEHTIB CKJja-
JIAFOTHCS OMKCH JIOKYMEHTIB TIOCTIHHOTO 1 TPUBAJIOTO CTPOKiB 30epira-
HS Ta aKT MPO BWIUICHHS JJIs 3HHINCHHS JOKYMEHTIB, IO HE Mijjisra-
10Tb 30epiranHio. (3pa3oK aKTa HaBEJCHO HIKYE).
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HaiimenyBanHs opranizarii 3ATBEPJIXKVYIO
AKT KepiBHuk mianpuemcraa
Ne

(nionuc, poswugposxa nionucy)

(micye cknadanHs)

(nata)
IIpo BuaineHHs 1/l 3HUIIIEHHSI JOKYMEHTIB,
110 MiISITal0Th 30epiraHHIo
Ha nigcrasi

(nasea i 6uxioni OaHi OOKymenmis

i3 3a3HAUeHHAM CMPOKie ix 30epicanHs)

BiliOpaHoO JUIs 3HUILEHHS TaKi, II0 HE MAIOTh HAYKOBO-ICTOPUYHOI L{IHHOCTI 1 BTPATUIIN MPAKTHU-

YHE 3HAUCHHS, JOKyMeHTU (oHTy Ne (naiiMeHyBaHHS (HOHTY)
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Pazom CrpasB 3a poKun
(yugppamu, nimepamu)
Ommcu cnpaB IOCTiifHOTO 30epiraHHs 3a POKH 3aTBEPUKEHO, a
crpaBH 3 0coboBoro ckitaay noromkero 3 EITK
(HaliMeHyBaHHs apXiBHOI YCTaHOBH)
(IpoTOKOI Bix Ne )
HaitmenyBanHs nmocagu ocobw, ska npo-  Ilignuc Posmmudposka
BOJIMJIA €KCIIEPTU3Y IIIHHOCTI JOKYMEHTIB miAmucy
Jara
CXBAJIEHO
IIporokomnom EK Bix Ne
JIOKyMEHTH B KiJIbKOCTI CIIpaB Barolo KT 371aHO B
(yugppamu i nimepamu)
Ha nepepoOKy 3a MpUMaIbHO-31aBalIbHOI0
(Hatimeny8anHs yCmaHosu)
HaKJIAJHOIO Bij No
HaiiMeHyBaHHS Iocaay oco0H, fKa 31ana JokyMeHTH  [ligmuc Pozmmudposka mignucy
Jlarta
Dopmat A 4 (210 x 297)
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CrpaBu mocTiitHOTO 1 TpuBasoro 30epiranHs 0QOPMIISIOTh Y TAKOMY
HOPSIIKY:

MiAMUBAIOTH B O0KIaIUHKY 3 TBEPAOTO KapTOHY;

HYMEpPYIOTh CTOPIHKH Y CIIPaBH;

CKJIAJat0Th ITiICYMKOBHI HAIIUC;

CKJIAJIaf0Th y pa3i moTpedu BHYTPIIIHINA ONMUC TOKYMEHTIB;
oopMISIFOTE OOKITaIMHKY CTIpaBH (3pa30K HABEACHO HIKYE);
HaNMCcH Ha OOKJIaIMHKaX CIpaB IMOCTIHHOTO Ta TPUBAIOTO CTPOKIB
30epiraHHss poOJISATh YiTKO, YOPHUM CBITJIOCTIHKUM YOPHUIOM
a0o TYIIIIO;

3a pe3yJbTaTaMH CKCIEPTU3U I[IHHOCTI JJOKYMEHTIB CKJIaJIal0Th
OTIHCH CIIPaB MOCTIHHOTO, TPUBAJIOIO CTPOKIB 30epiraHHs i 3 0co-
00OBOTO CKITaTy (3pa30K HABEJICHO HIDKYE).
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Kox neprxapxiBy
Kox opranizarii

(HaliMeHyYBaHHS JICP)KaBHOTO apXiBy)

(HaiimeHyBaHHS OopraHizaiii, HANMEHYBAaHHS CTPYKTYPHOTO MiPO3AiNY)

CIIPABA Ne

TOMNe

(3aroI0BOK CIIpaBH)

(nata)

D. Ne
OIT. Ne
CITP. Ne

Ha
36epirati

apKyIIax
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HaiimenyBaHHs opranizauii
(HaliMeHYBaHHS CTPYKTYPHOTO MiIPO3/iTy)

3ATBEPJIKYIO

(HaliMeHyBaHHs TTOCaN KepIBHUKA
CTPYKTYPHOT'O HiJIPO3iTy)

(niznmc, po3muQpoBKa MiANucy)

(mara)
OITNC Ne
(nazea po30iny)
Tunexc 3aronoBok | Jlata cnpaBu | Kimbkicts | Crpok 30epiranss [pu-
Ne crpaBu CIpaBu TOMY, crpas crpasu (ToMy, MiTKa
/i (Tomy, (Tomy, YACTHHN) (TomiB, YACTHHH), CTATTS 32
YAaCTHHHU) | YacTHHH) YaCTHH) nepestikoM™®
Jlo onucy BKITIOYEHO crpas 3 Ne o Ne , Y TOMY YHCJIi:

JlitepHi HOMepu:
BuryueHo HoMepu:

(HaliMeHyBaHHS IT0Ca/H YKIIaa4a OIHCY) (miamuc, iHiniaam, npi3BHILE)

(mara)

MNOTOAKEHO CXBAJIEHO
HauanpHuk 3aransHOro BifIiny IIporokonom EK ** cTpykTypHOro miaposiny
Minnuc, posmudposka niamucy Ne
Ilepenas CIIpaB Ta peecTpaiiitHo-KOHTPOJIBHUX
(uudpamu i pitepamu) (uudpamu i nitepamn)
KapTOK 10 TIOKyMEHTIiB ***

HaiimMeryBaHHS mocaau Imimmc (miamuc, iHinianm, Ipi3BuUIIe)
0COOH CTPYKTYPHOTO TiIPO3 LTy

(mata)

* I'pacha mocTa BUITy4aeThCsl B ONMCAX CIIPAB MOCTIHHOTO 30epiraHHs.
** VY pasi HasBHOCTI EK cTpykTypHOTO minposainy.
**% [lepenatoThCs pa3oM 13 ClIpaBaMM 3arajibHOTO BIUILTY.

dopma onucy crpas MOCTIHHOrO, THMYacoBoro (moxas 10
poKiB) 30epiraHHs Ta CIpaB 3 0COOOBOrO CKJIALy CTPYKTYp-

HOTO MiZPO3/y YCTaHOBH

Popmar A 4 (210 x 297)
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Iumannsa ona nepegipku 3HaHb

1. o sBnsie coboro opranizamis podOTH 3 JOKyMEHTaMH?

2.Oco0aMBOCTI IEHTPATI30BAHOI Ta ICHEHTPATI30BaHOI OpraHi3aril
IIIOBOJCTBA.

3.Buau poOiT 3 TOKyMEHTaMHU Ta OCOOMBOCTI X 3MIHCHEHHS IS
PI3HUX TPYI TOKYMEHTIB.

4. JlIokyMeHTOOOIT Ta BUMOTH, [0 NIPe ABISIOTHCS JJO HOTO OpraHi-
3arii.

5. JIOKyMEHTOIIOTIK Ta OCHOBHI BHJIM JOKYMEHTOITOTOKIB B OpTraHi-
3arii.

6. Oco0MBOCTI B3a€MO3’A3KIB JOKYMEHTIB B Oprasizariii.

7. OCHOBHI IPUHIIMITK OpraHi3amii KaHIEeIIpCchKoi poOoTH.

8. Opranizaitist mporecy pyxy JTOKyMEHTIB, KOPOTKa XapaKTePUCTH-
Ka eTaIliB IPOXOJHKEHHS IOKYMEHTIB.

9. llpuiHATTS Ta MOMEPEAHIN PO3TJIsLA JOKYMEHTIB.

10. Peectpariisi BXilHUX JOKYMEHTIB Ta BIJIMITKH TIPO iX TPOXO-

JUKEHHS Ta BAKOHAHHSL.

11. OcoGnuBocTi 00poOKM Ta peecTparii BUXIAHUX JOKYMEHTIB.

12. Cxema JOKYMEHTOOOITY BHYTPIIIHIX JIOKyMEHTIB.

13. Merta 1 3aBAaHHS KOHTPOJIIO 32 BUKOHAHHSM JJOKYMEHTIB.

14. HomeHnknaTypa cripaB Ta 0COOJIMBOCTI iX (opMyBaHHSI.

15. 30epiranHs IOKyMEHTIB: ONIepaTUBHE Ta apXiBHE.
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9. META, 3ABJJAHHSA TA ®YHKIIII
CJHYKBU JOKYMEHTAINIUMHOI'O
3ABE3IIEYEHHSA YIIPABJIIHHSA

9.1. Cnyacoa 0oxymenmayitino2o 3abe3nedenHs YnpasiinHi OpeaHi-
3ayiero.

9.2. @yHxyii 0inosooHoI cayaicou.

9.3. @ynxyii kepigHuKa 0in0B00OHOI CYIHCOU.

9.4. 3gimnicmo xanyensapii npo UKOHAHY poOOMy.

9.5. Ocobnusocmi opeanizayii ciyacou doxymenmayitinozo 3abes-
NeyeHHsl YUPAGIiHHA 8 OP2AHAX 0epIHCcaA8HOT 61a0U ma Micyeso-
20 CaMo8ps0y8anHslL.

9.1. Cy:x0a noKyMeHTaliiiHOT0 3a0e3ne4YeHH s
YIPAaBJIiHHSA MiNPUEMCTBOM

BiamoBiganbHICTh 32 OpraHi3allito JIIJOBOJICTBA y JCPKABHUX yCTa-
HOBAaX IMOKJIQJAA€ThCS HAa MEPIIOTO KepiBHHUKA. Y IICHTPAIbHOMY arapari
MIHICTEPCTB, BIJOMCTB, KPYITHUX OpTaHi3amiil J1TOBOACTBO BEIETHCS 3a-
raJIbHAM BiJJIIJIOM YTIPaBJIIHHS CIIPaBaMH, B OPTaHi3allisixX CEpeaHix po-
3MIpiB JIJIOBOJICTBOM 3aliMa€ThCsl KAHIEISAPIs, Y 3aKjajgaX MEHIIHUX PO-
3MIpiB — CEKpeTap KepiBHMKA Oprasizailii, B oprasizaiisx, Jie oocsr po-
0OTH 3 JIJTOBOACTBA HEBEIMKHI, 000B’SI3KH 3 HOTr0 BEJCHHS ITOKJIaa-
I0TbCS HA MpaliBHUKIB Oyxrantepii. ['onoBHuil (crapmmii) Oyxranrep 3a
ITOTO/DKCHHSAM 3 KEPIBHUKOM OpTaHi3allii po3mofiisie 000B’I3KH 10 JIi-
JIOBOAICTBY MDK OKPEeMHMMH NpalliBHUKaMH OyxranTepii 37iliCHIOE MO-
BCSIKJICHHUH HArJIsIl 32 TIPAaBWJIBHUM Ta CBOE€YACHUM CKJIAIAHHSM CITYK-
00OBUX JIOKYMEHTIB, BAKOHAaHHSM OCHOBHUX NpaBHJI JUCTYBaHHS, MIAT0-
TOBKOIO JIOKYMEHTIB ISl JIOTIOBi/li KEPIBHUKOBI opranizarii. Bin e iH-
CTPYKTYE MOCaT0BUX 0ci0 Mpo cKkiagaHHs 1 0hOpMIICHHS JOKYMEHTIB.

VY BeNMKHX, OpraHi3alisx MTaTHUM PO3KJIaJ0M HepeadadaeTbes Mo-
caia cexpetaps. J{o #Woro o0OB’sI3KiB BXOJSTh OOJIIK BXiJTHUX Ta BHUXIif-
HUX JOKYMEHTIB, BeJICHHS IOTOYHUX CIpaB, 3abe3meueHHs ix 30epiran-
Hsl, BUaya pi3HUX JOBIJOK, HArJIsAA 32 CTPOKAMU BUKOHAHHS JJOKYMEH-
TiB, iHOPMYBaHHSI PO 110 POOOTY KEPiBHUKA OpraHizallii.

KepiBHuK, opranizaiii MOBUHEH CBOEYACHO PO3TJISIATH OTPUMAaHY
KOPECIOH/ICHIII0, CIIIIKYBATH 33 TIPABUIILHICTIO 1 3aKOHHICTIO CKJIaJaH-
HS JIOKYMEHTIB, HE JIOIyCKaTH TATAaHWHH B iX O(OpMIICHHI, BUMaratu
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BiJI yCiX TIOCaJ0BHUX OCi0 3HAHHSI 1 JOTPUMaHHS (HOPM JTOKYMEHTIB, ITOC-
TITHO KOHTPOJIIOBATH BUKOHAHHS TOKYMEHTIB, 3a0e31meuyBaTi HEOOXi-
Hi YMOBH JIJIsI OpraHi3aliii Ta MexaHizarlii JIiJI0BOACTBA TOIIIO.

BinmoBigansHICTh 32 MPaBUIIBHICT BEACHHS JIJIOBOJICTBA B OpraHi-
3amii Hece 11 kepiBHUK. BeJeHHsI TUTOBOJICTBA 3IHCHIOETHCS BIAMIOBITHO
710 BUMOT JIep’KaBHHUX CTAaHAAPTIB, , IPUMIPHOT IHCTPYKIIi (3aTBEpIKEeHA
nocraHoBoro Kabinery MinictpiB Ykpainu Bix 17 xoBtHs 1997 p.) Ta
IHCTPYKILIN 3 IIJTOBOJCTBA YCTaHOB (Opranizamiii). BoHo mokmamaerbces
Ha YIPaBJIiHHS CIIPaBaMH, 3arajibHi BiIIUTH, KaHIEIsIpii a00 cekperapis.

3arajbpHe KepPiBHUIITBO POOOTOIO JUTOBOJHUX CIYXO 3IHCHIOETHCS
KepiBHHKaMH opraHizamiil. KepiBHUK y Mekax HaJaHHX HOMy IpaB 30-
0OB’sI3aHUI:

» BXKUBATH HEOOXIJTHUX 3aXO/JIIB JIO CKOPOUYCHHS CITY>KO00BOTO JIHC-

TYBaHHS;

» HE JIOIyCKaTH BHMAaraHHs BiJl MiATNPHEMCTB, 3aKJIaJiB, YCTAaHOB
Ta opraHizamiid (maji — opraHizailiii), Mo Hajaexath 10 chepu
YOpPaBIiHHSI YCTaHOBH, PI3HUX BiJIOMOCTEH, 3BiTiB, 3BEJCHb Ta
IHIIUX He Tepen0adyeHUX HOPMATHBHO-TIPABOBUMH aKTaMH JI0-
KYMEHTIB, sIKi HE BUKJIMKaH1 HEOOXiHICTIO;

» 3a0e3nevyBaTH peryJsipHy MEpeBipKy CTaHy AUIOBOJICTBA B ara-
paTi ycTaHOBM Ta B OpraHizamisx, 10 Hajlexarb a0 chepu ii
yIpaBIIiHHS;

» BCeOIYHO CIIPHSATH pallioHaTi3allii, MexaHi3allii Ta aBToMaTu3alii
JIIJIOBUX TIPOIIECIB, BXKUBATH HEOOXITHIX 3aX0J1iB 10 OCHAIICHHS
KaHLEeJsApii cydacHUM 00JaJHaHHAM Ta aBTOMAaTU30BaHUMHU PO-
00YMMH MICIISIMH 1 JIOKQTbHUMU OOUYMCITIOBAILHUMHU MEPEKaMu
Ha 6a3i I[1K;

» 3IIHCHIOBATH KOHTPOJIb 32 00OB’SI3KOBUM JIOJICPIKAaHHSM B aria-
paTi ycTaHOBU Ta B OpraHizamisx, 1o Haiuexatb Jo chepu ii
YIPAaBIiHHS, BUMOT IIOJI0 CKJIaJaHHs, 0(hOPMIICHHS JTOKYMEHTIB
1 opraizariii 1iJIOBOJAHHUX TIPOIIECIB, TIepeI0auCHUX JePKABHUMHU
CTaHJIapTaMU Ha OPTaHi3aliiHO-pO3MOPSAYY JOKYMEHTAIII0 Ta
[TpumipHOIO THCTPYKITIi€TO.

V pasi 3BiIbHEHHS NpalliBHUKA, a TAKOXK Y pa3i HOro BiAIMyCTKH, Bi-
JPSADKEHHS YU TPUBAJIOL BIICYTHOCTI 3 1HIIUX MPUYHH yci Heo(opMIiIeHi
CITy’K0OBI TOKYMEHTH 3a BKa31BKOIO KEpIBHUKA MEPEIar0Thesi 0co0i, sika
Horo 3aMimiae, 3 BiIMITKOIO B PEECTPALIHHO-KOHTPOIbHUX KapT. Opranu
BHKOHABYOI BJaJU 3/1HCHIOIOTh JIIJIOBOACTBO, BEIYTh JOKYMEHTAIIIO i
JHMCTYBAaHHS MK COOOIO JIep)KaBHOIO MOBOIO. Y MICIIIX (CeJo, CenuIe,
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MICTO, IHITMI HACEICHUN MYHKT), 7€ OUIBIIICTh HACEICHHS CTAHOBJISATH
TPOMAJIsIHH, SKi HaJEKaTh 10 HAI[IOHAIBHUX MEHIINH, Y BHYTPIIIHbOMY
JIJTOBOJICTBI MOYKE€ BHKOPHUCTOBYBATHCS, TMOPSJ 3 JEPKaBHOK MOBOIO,
MOBa BIJIIIOBIIHOT HAIIOHAILHOT MCHILIUHU Y MOPSJIKY, BCTAHOBICHOMY
3aKOHOM.

9.2. ®yHKUIT AUIOBOAHOT CJIYKOM

PoGora ninoBomHOT CiykOM pETrIaMEeHTYEThCSI TIOJIOKEHHSIM TIPO
Hel, sike Po3poOISIETECS HA OCHOBI TIOJIOKEHHS (CTATYyTY) PO YCTAHORBY i
[TpumipHOi iHCTPYKLIi Ta 3aTBEpAKY€EThCSI KEPIBHUKOM yCTaHOBH. [lis-
JBHICTh TPAIliBHUKIB JIJIOBOJHOT CIYX)OM pEriiaMeHTYEThCS TTOCAIOBH-
MU IHCTPYKI[ISIMH, SIKI PO3POOJIIOTHCS KEPIBHUKOM JIIIOBOTHOI CITYKOU
Ha IMiJICTaBl KBAM(iKaiiHOro JOBITHUKA IMOCAJ KEPIBHUKIB, CIIeIiaic-
TiB 1 CIyOOBIIIB 1 3aTBEPHKYIOTHCS KEPIBHUKOM YCTaHOBH.

OCHOBHUM 3aBIaHHSM JIOBOJHOI CITYKOM € BCTAHOBJICHHS €IMHO-
rO MOPSAKY JOKYMEHTYBAaHHS i pOOOTH 3 IOKYMEHTaMHU B yCTAaHOBI Ha
OCHOBI BUKOPHCTaHHS Cy4acHOI 0OYMCITIOBABHOI TEXHIKH, aBTOMaTH30-
BaHOI TEXHOJIOTii POOOTH 3 TOKYMEHTaMHU Ta CKOPOYEHHS KUTBKOCTI JI0-
KyMEHTIB.

BiamoBigHO 10 OCHOBHOTO 3aB/IaHHs J1TIOBOIHA CITyK0a:

» po3po0Jisie IHCTPYKIIT 3 IIOBOICTBA Ta HOMEHKJIATYPH CITPAB;

» Oprasi3oBy€ 3a JOPYYCHHSM KEPiBHHUIITBA IMIJATOTOBKY MPOEKTIB

JIOKYMEHTIB, 3a0e3neuye o)OpMIICHHS 1 BUITYCK JIOKYMEHTIB;

» opraHi3oBye i 3a0e3nedye JOKyMEHTaIliifHe Ta opraHi3amiiHo-
TEeXHI4YHE 00CITyroByBaHHS poOOTH KOJleTiaJbHUX OPraHiB;

» Oprasi3oBy€ ApyKapChbKe BUTOTOBJICHHS, KOIIIOBAHHS 1 THPAXKY-
BaHHs JOKYMEHTIB;

» yHi(ikye cucremu TOKyMeHTalii Ta JOKYMEHTIB 3 ypaxyBaHHIM
MOJXKITUBOCTI iX MammHHOI 00pOOKH, BXKHMBAE 3aXOJIiB 0 CKOPO-
YeHHsI KUTBKOCTI ()OpM 1 BUJIIB IOKYMEHTIB;

» 3IIHCHIOE KOHTPOJIb 32 IirOTOBKOIO Ta O(POPMIICHHSIM JJOKyMe-
HTIB, 3a IX CBOEYACHUM BHKOHAHHSM, B)KHMBAE 3aX0/IiB JI0 CKOPO-
YEeHHS CTPOK IPOXO/UKEHHS 1 BUKOHAHHS JOKYMEHTIB, y3aralb-
HIOE Ta aHaJI3ye JaHi Mpo Xija i pe3yabTaTH 1iei poOOoTH;

» TpuiimMae, peecTpye, Bejie 00K, 3a0e3neuye 30epiranHs, onepa-
TUBHHUM pO3LIYyK, IHPOPMYBaHHA 3a JOKYMEHTaMU Ta JOCTaBIIsE
JIOKyMEHTH;
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» 3a0esrnedye J0ACp)KaHHS €IUHOrO TOPSIKY BiAOOpY, OOJIKY,
CXOPOHHOCTI, SIKOCTI 00pOOJIEHHS Ta BUKOPUCTAHHS TOKYMEHTIB,
[0 CTBOPIOIOTHCS T Yac AISUTLHOCTI YCTAHOBU Ta OpTaHi3alliid,
10 HaJIeXaTh 0 cepu 11 ynpasiiHHS, A Iepeaadi Ha Aepika-
BHE 30epiraHHs;

» yIOCKOHATIOE GOpMH i METOJH POOOTH 3 JOKYMEHTAaMH B yCTa-
HOBI Ta OpraHi3aiisx, o Hajiexarts 10 chepu ii ynpasmiHH, 3
ypaxyBaHHSIM BHUKOPUCTAHHS OpTaHi3alliifHOT TEXHIKH 1 mepco-
HAJIbHUX KOMIT IOTEpiB;

» 3IIHCHIOE OpraHi3aliiHO-METOUYHE KEPIBHUIITBO POOOTON 3
JOKYMEHTaMH B TIIPO3/IIaX YCTaHOBH;

» Oprai3oBy€ MiJBHUIICHHS KBai(iKaIlii mpaliBHUKIB YCTAHOBH B
po0OTi 3 TOKyMEHTaMU;

» BIPOBADKYE NEpKaBHI CTaHAAPTH, YHiI(DIKOBaHI CHCTEMH JIOKY-
menTanii (YCJ), iHmi HOpMaTHBH B yCTaHOBI Ta OpraHizallisix,
10 HaJeXaTh 110 cepu 11 ynpaBiiHHS;

» 3aBips€ NMEYaTKOKW JOKYMEHTH Yy BHIIQJIKax, Mepea0adyeHux iH-
CTPYKIII€IO TIO POOOTI 3 JOKYMEHTaMH.

9.3. ®yHKil KepiBHUKA AiJIOBOJIHOI CIIyKOU

JinoBoaHy city’)k0y OYOJIO€ KEPIBHUK, KU MPU3HAYAETHCS HA T10-
camy i 3BUIBHAETHCS 3 TIOCAAM KEPIBHUKOM opraHizaiii (ycranosm). Ke-
PIBHUK JITOBOJHOT CITy>KOM TMOBMHEH MaTH BUILY ab0 CEpeiHIO crielia-
JBHY OCBITY (i3 cTaxeM poOOTH B JUTOBOJHIN ciy>kK01 He MEHIIE TPhOX
pokiB). IlocamoBa ocoba, BianmoBimaigbHa 3a poOOTY 3 JOKYMEHTaMH B
oprasizariii, o He Ma€ AUTOBOHOI CiIyO1, MOBUHHA MaTH JOCBiJ pO-
00TH y A1IOBOJIHIH CITy:k01 HE MEHIIIE TPHOX POKIB.

KepiBHUK I1T0BOJHOT CITy>K0U 32 XapaKTepOM AisUIbHOCTI B3aEMOJIIE:

» 3 KepiBHUKAMHU CTPYKTYPHHUX MIJIPO3IUTIB YCTAHOBU Ta OpraHiza-
i, o Hanexarhb J0 chepu ii ynpasiiHHS, — 3 TUTaHL POOOTH 3
JOKYMEHTaMH, KOHTPOJIIO 1 NMEpeBipKH BUKOHAHHS JIOKYMEHTIB,
po0oTH KojerianbHUX OpTaHiB, MIATOTOBKH 1 TOJaHHS HEOOXif-
HUX KEePIBHUITBY JIOKYMEHTIB, BAKOpUCTaHHs iH(popmarii B ciy-
KOOBHX LIIAX

» 3 IOPUIUYHOIO CITY)K00F0 — 3 IPAaBOBUX NMUTaHb, OB’ I3aHKUX 3 MiJI-
TOTOBKOIO JIOKYMEHTIB;
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» 13 cimyk0aMu KaJIpiB, Tparli i 3apo0iTHOT TUIaTH — 3 MUTaHb PO3C-
TAHOBKHU KaJIpiB, MiJBUIICHHS KBaJi(hikarii mocagoBux oci0, 3a-
HHATUX pOOOTOIO 3 IOKYMEHTAaMHU;

» 13 ciayx0aMu MaTepiallbHO-TEXHIYHOTO MOCTa4YaHHsS 1 rocronap-
CBKOTO OOCITyrOBYBaHHSI — 3 TMHTaHb 3a0e3MeUeHHs YCTaHOBH, 1
30KpeMa MpaIliBHUKIB A1JI0BOIHOI CITyk0H, 3ac00aMH OPTTEXHIKH,
OnmaHKaMH JOKYMEHTIB, KaHIEISIPCHKUM TPHIAAISAM, a TaKOXK 3
MUTaHb MOOYTOBOTO OOCITYrOBYBAaHHS IMpPALiBHUKIB IJTOBOIHOL
CITyKOH.

KepiBHHK AiJTIOBOHOT CITy>KOM B MEKax CBO€i KOMIETEHIIIT B3aEMO-

Ji€ 3 KepiBHUKAMH IHIIUX YCTaHOB 3 MUTaHb POOOTH 3 JOKYMEHTaMH.
KepiBHHK IiTOBOTHOT CITy:KOH:

» KOHTPOJIFOE€ BUKOHAHHS BCTAHOBJICHUX MPaBWII poOOTH 3 JOKyMe-
HTAMH B YCT@HOBI Ta OpraHi3amisx, M0 HalexaTh 10 chepu ii
YIpaBIiHHS;

» IOTIOBiZ]a€ KePIBHUKOBI YCTAaHOBU IPO CTaH pOOOTH 3 JOKYMEH-
TaMH;

» BHOCUTh Ha PO3TJIS/ KePIBHHUIITBA TOJAHHS MPO MPUHMAaHHSA, TIe-
peBelleHHsl 1 3BIIbHEHHS MpaliBHUKIB JUIOBOJHOI CIyxOu, 3a0-
XOYCHHS 1 HAKJIaJICHHS CTSTHCHHS,

» BKUBA€ 3aXO/iB 1 3IIHCHIOE KOHTPOJb 32 CKOPOYCHHSM 3aiiBoi
JIOKyMEeHTalliHo1 iH(popMalii B yCTaHOBI Ta Oprasizauisix, IO
HaJIeKaTh JI0 cepH ii yrpaBIiHHS,

» IIIMUCYE 1 Bi3y€ TOKYMEHTH B ME)KaX CBOET KOMIIETEHIIIT;

» Oepe ydyacTh y 3acCilaHHSIX KOJIETii, a TAaKOX Hapajax, sKi MpoBO-
JSThCS KEPIBHULTBOM YCTaHOBH.

KepiBHUK JiTOBOIHOT CITy>KOM Ma€e TIpaBo:

» 3ajlyd4aTd CIEUIaNICTIB CTPYKTYPHHUX TiIPO3IUIIB YCTAHOBH Ta
oprasizariiii, o Hanexarb 0 cepu i1 ynpaBIiHHS, O TiATOTO-
BKH MPOCKTIB JIOKYMEHTIB 32 JIOPYYCHHSIM KEPIBHUIITBA;

» BUMaraT BiJi CTPYKTYpPHHX IiIPO3/iJIIB YCTAHOBU Ta OpraHiza-
i, 10 HaJeXaTh A0 chepH 11 yrpaBTiHHS, BiJIOMOCTI, HEOOX1THI
JUTSL BIIOCKOHATICHHsI POPM 1 METOTiB pOOOTH 3 JOKYMEHTAMH;

» MOBEpTAaTH BUKOHABISIM JTOKYMEHTH 1 BHUMaraTH iX JIOOIpALlo-
BaHHS B pa3i MOPYIICHHS BCTAHOBICHUX BUMOT.

Ha kepiBHHKA J1UTOBOJIHOT CITYKOU IMOKIIaIa€THCS TIEPCOHAIBHA BiJI-

IIOBIIAJIBHICTE 3a:

» 3a0€3MeUYeHHs] JOTPUMaHHS BCTAaHOBJCHOTO TOPSAKY POOOTH 3
JOKyMEHTaMH B OpTaHi3alii;
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» BUKOHAHHS TUIaHy POOOTH 1 TOTPUMaHHsS HEOOXIHUX YMOB Ipalli
MOCa0BUX 0CI0 IITOBOTHOI CITyKOU;

» NOTPUMAaHHS TPYAOBOI 1 BUKOHABCHKOT JAUCIUILIIHK B KOJICKTUBI
JITOBOJTHOT CITYKOH.

9.4. 3BiTHiCTH KaHUEJAPII MPO BUKOHAHY po0oTYy

OCHOBHHMM PE3yJbTaTOM poOOTH KaHUENsIpii (CIyKOu JiI0BOJICTBA)
€ 3BiTH, sIKi BOHA TMMOJA€ KEPIBHUIITBY OpraHizarlii mpo MOTIK JOKyMEH-
TiB. 3BiTH YMOBHO MOKHA MMOJUIMUTH Ha JIBI TPYITU: ONEPATHBHI Ta aHai-
TUYHI.

Onepamuegni 36imu. OCHOBHE iX TIpU3HAYEHHS — OJEpPKATH
00»aKTUBHY iH(MOpMAIli0 TIPO PyX JAOKYMEHTIB, iX 00csr i mpobiemu,
SIKI BUHUKITU TIi/1 4ac iX BAKOHAHHS B ONEPAaTHUBHOMY YIIPaBIIiHHI MpoIe-
coMm. Ilpu3HaueHHs NaHOTO BUIY 3BITIB — OjepaHHs iH(opMartii as
OTIepaTUBHOTO YIPABIIIHHS OpraHizailieto. 3BITH FOTYIOTHCS IO JTHS a0o
mo THKHSA. OCHOBHMH iX 3MICT — CHHCOK pOOiT, sSiKi He0OXiTHO 3aBep-
MUTH HaOKkauM dacoMm. OJiepKyBadi 3BITIB — BUINMOBITAIbHI BUKO-
HaBIIi i KEPIBHUIITBO OpraHi3ariii.

3BiTH OyBalOTh 3BEACHUMH Ta IHAWBIAYaTbHUMU. [HOU8IOyanvhi
36imu SIBISIFOTH COOOIO 3BEJICHHS POOIT, 110 HAIEkKATh JO KOMITCTEHITIT
Ti€el abo 1HIIOT ocaoBOi 0co0U. 36edenuil 36im — e CIIUCOK POOIT, SAKi
nepeOyBaloTh y CTajii 3aBEepIICHHS B 3aJaHUN Nepion 4acy (MOMKIUBO,
PO3MOITICHN Ha OKpEeMi YaCTHHHM 32 PI3HOMAaHITHUMHU O3HaKaMHu). 3Be-
JIeHi 3BITH HAJXOIATH 10 KEPIBHUIITBA OpraHizamii abo KaHIemspii s
3arajbHOTO KOHTPOJIIO 3a MPOIECOM JTOBOJICTBA. [HIMBIIyalbHI 3BITH
HAJICHIIAIOTh 0e3MmocepeTHh0 BUKOHABIIM 200 KOHTPOIIOIOYUM 0CO0aM.

OmnepaTHBHUH 3BIT MOKE MAaTH IOJLT HA IMiIYHKTH, B OCHOBY SIKHX
3aKnagaeTbes GakTop yacy, ToOTO mepiof, B KU BigOyAeTbcs 3aBep-
meHHs poOiT. [laHi nmpo Taki MiAMYHKTH TOJAIOTHCS B 3ar0JIOBKY 3BITY.
TumoBMMH NPUKIIaJaMH TaKUX TIAMTYHKTIB MOXKYTh Oy TH:

® JIOKyMEHTH, poOOTa HaJl SIKWMHU 3aBEPIIYETHCS, MO BiJIIOBIab-

HUX BUKOHABLISIX;

e 3BeJIeHi 3BITH M0 MiAPO3ILTaX OpraHi3aiii;

® 3Be/IEHMI 3BIT IO KOHTpAareHTax.

Ananimuyni 36imu CIlyTylOTh JJIS aHANI3y 3arajbHOi KapTUHU JI0-
KyMeHTO000Iry B oprasizaiii. TUMOBI mepioan miJrOTOBKH 3BITIB JaHOT
rpynu — Micsillb, KBapTall, MiBPiuYs, pik. AHANITUYHI 3BITH MICTATH 1H-
(dbopmMmariito mpo BUKOHaHY poOoTy. Xoua BiJJoMi CTaHJIApTHI 3BiTH, alie
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KOXXHa Oprasizallisi MoXKe CKJIaJlaTH iX 3a BiacHoro (opmoto. Lli 3BiTH
CIyTYIOTh JUIA TUIAaHyBaHHA poOOTH OpraHizamii B MaOyTHbOMY, IS
aHai3y HOMEHKJIATYpU CIIpaB OpraHizallii, CIUCKy il KOHTPareHTiB TO-
0. AHAMITHYHI 3BITH MOXXYTh BUJABAaTHCA 10 OKPEMHUX CTPYKTYpPHHX
miapo3aiiax opraHizaiii. 3BiTH MOBUHHI BioOpakaTu poOOTy opraHiza-
1ii 32 3HAYHUH MPOMIXKOK Yacy, 30Kpema:

® 3a Mics1b (13 3a3HAYEHHSIM KOHKPETHOIO MICSILS POKY);

e 3a KBapTaJ (3 MOCWIAHHSAM Ha KOHKPETHUH KBapTan),

e 3a pik (0e3 3a3HaUEHHS POKY — IIOTOYHUH PiK).

AHaIITHYHI 3BITH BUIAIOTHCS MOPIBHSIHO pinko. Yacto ix odopm-
JSIFOTh 'y BUTJIS/II OKPEMOTO BHJIAHHS i PO3IOBCIOKYIOTh Y MEKaxX Op-
ra”izamii. Y 3B’S3Ky 3 IIUM JI0 HUX CTaBJSATHCS JIOCTATHRO BHCOKI BUMO-
'Y MO0 sIKOcTi opopmiieHHs. BoHM MOBUHHI MaTH JIOTOTUIH OpraHiza-
wii, repOu # iHIIy rpadiyHy CUMBOMIKY. 3pa3kaMy TaKHX 3BITIB MOKYTb
OyTH: BHKOHaHI JJOKYMEHTH 10 BUKOHABIISX, [0 KOHTPAreHTax, Mo HO-
MEHKJIaTypi CIIpaB.

9.5. OcobsmmBoCTI opraunizauii ciy:x0m
AOKYMEHTAIliliHOTo 3a0e3neyeHHs] YIPABJIiHHS B OpraHax
Aep:KaBHOI BJIaJN Ta MiCII€BOT0 CAaMOBPSyBAHHS

Opranizanis po6OTH 3 JOKYMEHTaMH y pallOHHIN JepKaBHIH aaMi-
HICTparii 31IHCHIOETHCS BIMOBITHO 0 1HCTPYKII 3 JUIOBOJACTBA, IO
3aTBEPUKYETHCS TOJIOBOIO paiiepkaaaminicTparii 3rigHo 3 [IpumipHoio
IHCTPYKII€IO 3 UIOBOJCTBA Y MiHICTEPCTBAX, IHIIUX IEHTPATBHUX Op-
raHax BHKOHaBYOi Biagu, Paxi wmiHicTpiB ABTOHOMHOI PecryOmiku
Kpum, MicreBuX opraHiB BHKOHABYOI BIIAJH, 3aTBEPIKEHOI MOCTAHO-
Boro Kabinery MinicTpiB Ykpainu Bix 17 xoBTHS 1997 p. Ne 1853.

BiamnoBinaibHICTh 32 OpraHi3aiil0 BUKOHAHHS JOKYMEHTIB HECYTh
roJIOBa, 3aCTYITHUKH TOJIOBU paijepxkaaMiHicTparii (BiAMOBIIHO 10 po-
3n0/iy 000B’SI3KiB), KEPIBHUKM YIPaBIiHb, BIIUIB Ta 1HIIMX CTPYK-
TYPHHX TTiPO3ILITIB.

Opranizaiito Ta METOJUYHE KEPIBHUITBO POOOTOI0 MO KOHTPOJIIO
BUKOHAHHSI, MEPEBIPIIl HOro cTaHy y BiJiifiaX Ta yNpaBiIiHHIX 311HCHIOE
3aCTYITHUK TOJIOBH paiiep KaJIMIHICTpaIlii 3 opraHi3alliiHuX MUTaHb Ta
3araJibHUN BIIL.

BukoHnaBmsiMu € 11ocaioBi 0codu BiAMOBIAHUX BIAAUIIB, YIIPaBIiHb
paiiaep:kaaMiHicTpallii Ta MANPUEMCTB, YCTAHOB 1 OpraHizailiii palioHy.
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OmnepaTuBHUI KOHTPOJb 3a CTPOKAMH BHKOHAHHS JOKYMEHTIB
3MIACHIOE 3araibHuU Bigaia. KOHTpOIIO miuisararoTh JOKYMEHTH, B SIKHX
MMOCTaBIICHO 3aBJIaHHs a00 SKi MICTATh MUTAHHS, 1110 MOTPEOYIOTh BUPI-
meHHs. O00B’I3KOBOMY KOHTPOJIIO TiJIsira€ BUKOHAHHS 3aKOHIB YKpa-
iHuM, yKkasiB i po3nopsmpkeHs [Ipe3naenta Ykpainu, mOCTaHOB 1 po3mopsi-
mxeHb Kabinery MinHicTpiB YkpaiHu, akTiB iHIIMX OpPraHiB BUKOHABYOI
BJIAIM BUIIOTO PiBHS, ITOopy4deHb lIpe3nmenTta Ykpainu, po3nopskKeHb
TOJIOBH MICBHKOI JIep>KaJIMiHICTpaIllii, 3amuTiB 1 3BEpHEHb HAPOJTHUX Je-
myTaTiB YKpaiHu.

Jnis 3miliCHEHHS KOHTPOJIIO 32 BHKOHAHHSM aKTiB 3aKOHOJABCTBA,
nopyuens [Ipesunenra Ykpainu i Kabinety MinicTpiB Ykpainu, po3mo-
PSUDKEHD TOJIOBU paiiepikaJMiHICTpallii, y pas3i HeoOXiTHOCTi, po3poo-
JSIETHCS TUTAaH KOHTPOITIO, Y SKOMY BH3HAYarOThCS IPOMIKHI KOHTPOJIBHI
TEpMIHU CTaHy BUKOHAHHS 3aBIaHb 1 yIPaBIIiHHI, BIUIUTN Ta iHIII CTPY-
KTYpHI TiAPO3iIH paiinepkaaMiHicTparii, siKi BiIIOBIAA0Th 3a OpraHi-
3aIlil0 1 KOHTPOJIb 32 BUKOHAHHSM OKPEMHX 3aBIaHb, Ta CTPYKTYPHHI
MiAPO3 L, SKHii 3a0e3meuye KoopAnHaIliio poOOTH 3 opraHizaiii i KOHT-
pOITIO 3a X BUKOHAHHAM Y HijoMy. [1maH KOHTPOIIO 3aTBEPIKYE 3acTy-
OHUK TOJIOBM paijepxajMiHicTparii (BiMOBIHO JI0 PO3MOJIiTY
000B’sI3KiB).

KoHTponb 3a X0JOM BHMKOHAHHS aKTiB 3aKOHOJABCTBA, JIOPYYEHb
IIpe3unenra Ykpainu 1 KaGinery MinicTpiB YkpaiHu, po3nopsiikeHb
TOJIOBH MIiChKO1 Ta pailOHHOT JiepKaBHUX aJIMIHICTpaIlii 3/iHCHIOEThCS
IITISIXOM:

- aHai3y Ta y3arajJbHEHHsI y BH3HA4Y€HI TEPMiHU MUCBMOBOI iH(]O-
pMarii BUKOHABI[IB PO CTaH BHUKOHAHHS B IIJIOMy a00 OKpeMuX
BCTaHOBJICHUX HUMH 3aBJIaHb;

- CHCTEeMaTHYHOI'O aHaJli3y CTaTUCTUYHUX Ta ONEPAaTUBHMX JaHUX,
10 XapaKTePU3YIOTh CTaH iX BUKOHAHHS;

- TepioAnYHOI KOMIUIEKCHOT abo IiThOBOI MEPEeBIPKU OpraHizarlii
Ta CTaHy BUKOHAHHS 3aBJIaHb 0€3M0CePeIHhO Ha MICIIIX;

- posmsay poOOTH (3acilyXOBYBaHHS 3BiTy) BHKOHABIIIB Ha 3aci-
JAHHIX KOJIerii, Hapajgax y TOJIOBU paiaepxkaaMiHicTpailii adbo
HOTO0 3aCTYIMHUKIB (BIAMOBITHO /IO PO3MOJIITY 000B’SI3KiB) 3 BUKO-
HaHHS BCTAHOBJICHUX 3aBIaHb.

AmnanitiuHi Ta iHpOpMaUiHI Marepiand TpO CTaH BHUKOHAHHS
BCTaHOBJICHUX 3aB/aHb, MiATOTOBIIEHI 3T1IHO 3 POMIXHUMHU KOHTPOJIb-
HUMH TE€pMiHAMH, HaJAIOTHCS TOJIOBI PalilOHHOI JIEpKaBHOI aaMiHIiCTpa-
ii a6o #oro 3acTymHUKY (BIAMOBIAHO 10 PO3MOALTY 000B’SI3KiB) HE Ii3-
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Hillle HIK Yy JECATUACHHUN CTPOK, BU3HAUYEHHUH aKTOM 3aKOHOJIABCTBA,
nopyuenusm [Ipesunenra Ykpainu, Kabinery MinictpiB Ykpainu, pos-
MTOPSJKCHHSM TOJIOBH paiiepikaaMiHicTpallii abo TIaHOM KOHTPOJTIO.

3a marepiangamu, 10 MICTATH BiIOMOCTI PO MOKJIMBUIN 3pUB CBOE-
YaCHOTO YM MOBHOTO BHKOHAHHS 3aBJaHb, TOJIOBA paiinepkaaMiHicTpa-
ii abo oro 3acTyMHUK (BIAMOBIAHO A0 PO3MOALTY 000B’SI3KIB) Ja€ J10-
PYYCHHS BIAIOBITHAM BUKOHABIIM IIOJI0 BXKHUTTS JOJATKOBHX 3aXOJIiB
JUISL YCYHEHHSI IPHYHH, 110 MEPENIKOKAI0Th BAKOHAHHIO 3aBIaHHS.

[Hpopmamito (3BiT) Mpo CTaH BUKOHAHHS 3aKOHIB YKpaiHH, yKas3iB,
posnopsypkeHb 1 gopydenb [lpeswnenta YkpaiHu, MOCTaHOB, pO3MOpS-
JoKeHb 1 opydenb Kabinety MiHicTpiB YKpaiHH, aKkTiB iHIIMX OpraHiB BU-
KOHABYOT BJIa 1 BUILIOTO PIBHS i IIKHCY€ TOJOBA paiiiep aIMiHICTpaIlil.

Ha BWKOHAaHHS KOHTPOJBHHX TOKYMEHTIB BHILNECTOSIINX OPTaHiB
MOJKYTh BUJIaBAaTHCS PO3MOPSIKSHHS TOJIOBH paiiiepKaaMiHiCcTpartii.

BinnoBigaroTh 3a BUKOHAHHS PO3MOPSAKEHb OCOOM, SIKI Ha3BaHi y
JIOKYMEHTI Ta y PE30JIONisAX KEePIBHUKIB MEpIIMMU a00 BHU3HAYEHI Bif-
MOB1AAJIbHUMU.

VYci po3nopsi/pkeHHs TOJI0BU aIMiHICTparlii MPOTSITroM OJHOTO JIHS
peecTpyroThes 1 MepefatoTbes Ha PO3IUIAA KEpIBHUKY YIpPaBJIiHHSA, Bil-
Ity 1HIIOT cay»)0u aaMiHicTpallii, a B pa3i iX BiJICyTHOCTI — 3aCTYITHU-
Ky, SIKI B PE30JIIOIISIX BU3HAYAIOTH KOHKPETHI JOPYYEHHS BiJIOBIIHUM
npaliBHUKaM JUIsl OpraHi3ailii BUKOHAHHS, BKa3ylOTh CTPOKH, CTaBJIATh
CBill miamuc i gary.

KoHTpob 32 BUKOHAHHSAM JIOKYMEHTIB 3A1HCHIOETHCS 3@ J0MOMO-
rO0 KOHTPOJIbHUX MaroK, KOHTPOJIBHUX KapTOK, KOMIT I0Tepa.

BianmoBinanbHuii 32 KOHTPOJIb MPAIiBHUK, PO3MOPSKEHHS M iH-
U KOHTPOJILHUH JOKYMEHT IepeJiac BUKOHABITIO IMiJT pO3MHUCKY. B pe-
€CTpaIiHIN KapTili BiH 3aHOTOBYE PE3OJIIOIII0, 3a3Ha4Yae, KOMY 1 KOJIN
repesiaHo JIOKyMeHT. BifmoBijjaibHui 32 KOHTPOIbL MPAIiBHUK CTEXKUTh
3a CBOE€YACHUM HOT0 BUKOHAHHSM JIOKYMEHTA.

Ha BukoHaHHS pO3MOPSHKEHD TOJIOBU paiijiepkaaMiHicTpailii, e
repedadeHo 31HCHEHHS 3aX0/IiB, 110 CTOCYIOTHCSI POOOTH YIPaBITIHHS,
BLUTUTY YM 1HIIOT OpraHi3aiii, y pa3i morpeOu, BUAIOThCS HaKa3|u Hava-
JTHHUKAMU BB, YIIPABIiHb Ta 1HIIUX CTPYKTYPHHX MiJAPO3JAUIIB aj-
MiHicTpaii He mi3Hime gk yepe3 10 poOoynx IHIB MiCIs OAepKaHHS.

Ha kosxHe po3mopsKeHHS TOJIOBH paljiepKaJAMiHICTparlii, 1o Ii-
JUISTAE KOHTPOJIIO HA MICISAX, BIAMOBITAILHUN 32 KOHTPOJb MPAIliBHUK
3aIOBHIOE KOHTPOJBHY KapTKYy i3 3a3HAUCHHSIM, XTO, KOJH 1 SIKE JOpY-
YEeHHS TIOBUHEH BUKOHATH, CTEKUTh 32 BUKOHAHHSM 1 BUMarae Big 0e3-
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MocepeIHIX BUKOHABINB iH(OpPMAIliI0 Ta JOIMOBiAa€ KEPIBHHUIITBY IPO
CTaH BUKOHAHHSI.

VY pa3i HEMOKJIMBOCTI OAEP)KAaHHS JAaHUX 3 OPraHiB CTATHCTUKU
iH(pOpMaLis 3 MiCIIb HE 3aIUTYETHCA.

[adopmariss mpo BUKOHAHHS PO3MOPSKEHHS TOJIOBU paiiepkai-
MiHICTpamii miANUCY€eThCS KEPIBHUKOM BiJUIUTY, YIPaBIiHHA 1HIIOL CITy-
»OM, a B pasi iX BiJICYTHOCTI — 3aCTYyITHUKAMH, 1 HAJICUIIAEThCS B aMiHi-
CTpallio y BU3Ha4eHi CTpoku. B iHdopmarii KOPOTKO i KOHKPETHO BH-
KJIaJa€ThCs, K1 3ICHEHO 3aX0/, AKI iX HACIIIKH, HASBHI HEIOIIKH 1
siKka po0OTa ITAHY€ETHCS Ha MaiiOyTHE.

OOk 1 KOHTPOJIb 33 TOTPUMAHHAIM TOPSIIKY PO3TIISAY CITy>KO0BOT
KOPECHOHICHIIIT 31CHIOE 3aranbHuil Binail. besnocepenniii KOHTPOIb
3a BUKOHAHHSAM JIOpYy4Y€Hb 3a0e3MedyloTh HaydallbHUKH BIAJIUTIB Ta
YIpaBITiHb aJIMIHICTpAIii.

CTpoku po3risiny Ciay>KOOBUX JOKYMEHTIB, 110 HAiHILIN [0
paiiaepkanMinicTpaiii, He MOBUHHI nepeBuiyBatu 30 qHIB (32 BUHSAT-
KOM THX, JI€ BCTAHOBJICHO KOHKPETHHI TEPMiH) BiJ AHS iX peecTpaiii B
3aranbHOMY BiJIlTl. Y pa3i HEOOXiJHOCTI MPOJOBXKUTH CTPOK BUKOHAH-
HSl OKPEMOTI'0 JIOpYUYCHHs HadalbHUK BIJZIUTY YM YIPaBIIHHA TOTYE J10-
MOBI/IHY 3alMCKy Ha IM’sl TOJIOBH paiiep:kaaMiHicTpauii abo Horo 3a-
CTYIHMKIB PO MPOJOBKEHHS CTPOKY BUKOHAHHS JOKyMEHTa He Mi3Hi-
Ie SK 3a JBi J0OH 10 3aKiHYeHHsI CTPOKY. B iHIMX BUIAKaX TOKYMEHT
BBAXKA€THCSI HE BAKOHAHUM B CTPOK.

JIOKyMEHTH BUILECTOSIIUX OpPraHiB MiJUIAraloTh BUKOHAHHIO MPO-
TsroM 30 poOOYMX IHIB, SIKIIO B JOKYMEHTaX HE BCTAHOBJICHO 1HIIMHA
CTPOK (TepMiH) BUKOHAHHSI.

Jopyuennst Bumiectosimux opradiB  (Cekperapiaty [lpesumenta
VYxpainu, KabGinery MinictpiB Ykpainu, BepxoBnoi Pangu Ykpainu) Buko-
HYIOThCSI He Mi3Hime Hik 3a 10 poOounx JTHIB 3 4acy iX HaJXOJPKEHHS JI0
YCTaHOBH, SIKIIIO B IOPYYCHHI HE BU3HAYEHO 1HIINI CTPOK BUKOHAHHS.

JlenmyTaTChKi 3amUTH PO3TISAAIOTHCS HE Ti3HilIe K y 15-neHHuit
CTpPOK, ycTaHoBieHUl BepxosHoto Panoro Ykpainu. 3BepHeHHs aenyTa-
TiB YCIX PIBHIB BIaJH PO3MIISLIAIOTECS mpoTsaroM 10 qHIB 3 qHS iX onep-
YKAHHS.

Tenerpamu, TeneTalmnorpaMu, B sIKUX MOPYIIYIOTHCS MATAHHSA, 110
MOTPeOYIOTh TEPMIHOBOTO BUPIMIEHHS, BAKOHYIOTHCS TTPOTSATOM OJIHOTO-
JBOX poOOYMX JHIB, SAKIIO B HUX HE BU3HAUEHO IHIINN TEPMiH BUKOHAH-
Hs1, pemTa — npotsrom 10 aHiB.
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[HaMBiTyalibHI CTPOKW BHKOHAHHS HAMOIIBII BAXKIUBUX JOKYMEH-
TiB BCTaHOBIIIOE TojioBa aaMiHicTpaii. L{i cTpokn 3aTBepIKyrOThCS Ti-
JUTUCOM KepiBHUKA.

Bukonani 1oKyMeHTH (H)OPMYIOTECS y CIIPaBH, 3aTBEPKEHI HOMEHK-
JaTyporo.

Jlo mpoBeieHHs TepeBipOK, BUKOHAHHS OKPEMUX 3aB/JIaHb MOXKYTb
3ay94aTuCs MPAliBHUKU BiJUIUIIB Ta yIPaBIIiHb 3a TIOAAHHSIM 3aCTYITHU-
Ka TOJIOBU paljieprkaJIMiHICTpallil 3 opraHi3aliiHuX MUTaHb, MICIs I10-
TODKEHHS 3 3aCTYITHUKAMH TOJIOBHU aMiHICTpallii 3a HalpsIMKaMH.

BukoHaH1 TOKYMEHTH 3HIMAIOThCS 3 KOHTPOJTIO TOJIOBOKO paijiepika-
JIMIHICTpaIlii, 3aCTYITHUKaMH TOJIOBU Ha TIaJICTaBl JIOMOBITHUX 3aIlMCOK Ha-
YaJbHHKIB BiJUIUTIB, YIPABIiHb Ta TPOMO3MIIISIMU 3aTJIHOTO BiUILTY.

JIOKyMEHTH BHIIECTOSIIIIUX OPraHiB 3HIMAIOTHCS 3 KOHTPOIIO TO-
JIOBOKO aaMiHICTpamii miciasi TMONepeHOT0 PO3IIISLY 1X 3aCTYIMHHKOM
TOJIOBH 3 OpraHi3aliiHUX MUTaHb 3a TOJAaHHSIM JIOTIOBIIHHUX 3aIHCOK
HavYallbHUKIB BIAIUTIB Ta yIpaBIiHb.

[[loMicsi9HO Ta MIOKBApTAIBLHO 3araJIbHUM BIIJIUT TOTYE Ta MOJAE
rOJIOBI paiifiep>kaqMiHICTpallii aHaJITUYHY JOBIJKY NP0 CTaH BUKOHAB-
CHKOI JUCLUIUTIHU.

Kontpons B paiinep:kaaMiHicTpalii 3A1MCHIOETbCA 3a JIOIOMOIOO
aBTOMAaTH30BaHOi  CHCTEMM KOHTpPONIO Ha 0a3l  €JIeKTPOHHO-
00YMCITIOBAILHUX MaIIWH.

Opzanizayia 0inoeodocmea. JIiNOBOJICTBO B pallOHHIN JepiKaBHIiM
aJIMiHICTpallii Be1eThCs 3T1JHO 3 HOMEHKJIATypOIO CIpaB, 1110 BBOJUTHCS
B fIito 3 | CiyHs mOpivHO.

KoHTposib 32 TOTpUMaHHAM €IMHOI CUCTEMH JIJIOBOJICTBA B CTPYKTY-
PHEX TIPO3/iIax paiaepKaaMiHICTpallii 3MHCHIOE 3aranbHUA BiIIiI.

BinmoBiganeHICTh 32 cTaH BeJEHHS JiIOBOJCTBA i 30epiranHs jio-
KYMEHTIB B YIPaBIiHHAX, BIJJIJIaX Ta IHIIUX CIIyk0ax aaMiHicTpaii
MTOKJIAIA€THCS HA TXHIX KePiBHUKIB.

Vs cnyx060Ba KOPECIOHACHINIS, 10 HAIXOIUTh A0 paiijaepikanmi-
HicTpallii, TPUUMAaEThCS W OMPAILOBYETHCS 3arajibHUM BiJIIIJIOM, BBO-
JTUTHCS B 0a3y JaHUX €NIEKTPOHHOT CHCTEMH OOJIIKY Ta KOHTPOJIIIO 1 B TOM
)K€ JICHb TepeIaeThCsl HAa PO3MIISl KepiBHUKAM paijepxkaaMiHicTpaiii
3TiHO 3 pO3MOALIOM 000B’s13KiB. TepMiHOBI JOKYMEHTH PEECTPYIOTHCS 1
MePealoTHCS Ha PO3IJISL HETaiHo.

[Tepenaya MOKyMEHTIB, 3apeECTPOBAHUX y 3arajlbHOMY Biafini, Bi-
noOpakae y )KypHaJIax peecTparii BHaadi cry>k00Bo1 KOPECTIOHISHIIIT 3a
BCTaHOBJICHOIO (hOPMOIO.
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Ha nopyueHHsIX TOJIOBU paliepKajMiHICTpallii, 0 MICTITh KOHT-
POJIBbHI CTPOKH Ta MOTPEOYIOTh BIANOBI/I 3assBHUKAM, MPAIliBHUKY 3ara-
JHLHOTO BiJIUTY BUMIYalOTh Yac B3STTS iX HA KOHTPOJb.

Pe3omrontii Ha MOKyMEHTax MOBHHHI TOYHO BHU3HAYUTH XapakTep
JIOPY4YeHb, CTPOKM BUKOHAHHS 1 BiJIMOBIaIbHUX BHKOHABIIIB. O00OB’sI3-
KOBHMH € OCOOMCTHIH ITiJIMTUC KEPIBHKKA 1 3a3HAYCHHS JaTH.

Pe3omroniii Ha TOKyMEHTaX MHUIIYTHCS YKPATHCHKOIO MOBOIO.

SIKII0 MUTaHHS, MOPYIIEeH] y CITy>KOO0Bii KOPECTIOHIEHIIi1, BUXOISATh
3a MEXI KOMIIETEHII OJHOTO KepiBHUKA, TaKWH JTOKYMEHT HaIpaBJIsi-
€ThCS 0CO0I, sIKa B PE30JIOLIT BU3HAUCHA K BiJNOBiIaIbHA. SIKIIO Bij-
MOBITAIbHUIT BUKOHABEIb HE BKAa3Y€ThCS, HUM BBAKAETHCS CITy)KOOBa
oco0a, Mpi3BUIIE SKOT CTOITh B PE3OIFOIIIT TEPIITHM.

[Ticast po3rysity AOKYMEHTIB 3aCTYITHHUKOM TOJIOBH paiiiep:kaamiHi-
CTparlii mpariBHUKH 3arajJbHOTO BiJUIiTy 3HIMAIOTh 3 HUX HEOOXiIHY Ki-
JIBKICTB KOIMiK (110 YMCITy BUKOHABLIB) 1 MEPEAAIOTh Y BIAIUIM Ta YIIpaB-
JIHHS BUKOHABIISIM.

OpuriHayii TOpy4eHb 3 BiMOBITHUMHU JOKYMEHTAMH 30€piratoThCs
B 3arajbHOMY BiIILMI. SKIIO citykKO0BUI TOKYMEHT HE MiAJIsArae po3m-
HOXEHHIO, TO O3HaOMJIIOIOTh 3 HMM OCi0, SIKMX BiH CTOCYETbCS, Ipa-
LIBHUKH 3arajibHOTO BiJILTY.

[IpuitoM TOKYMEHTIB Ui MEPEBIIMITKM 1 BiANpaBICHHS BUKOHAB-
ISIM 3[IACHIOE 3aradbHUE BiAILN, K paBuio, 3 9.00 go 13.00 a3 17.00
1o 18.00 moneHHoO.

3a BUMOTOIO BiJIOBIJAJIbHOIO BUKOHABLIS CIIBBUKOHABILI HA/lalOTh
yci HeoOXifHI MaTepialdy He Mi3Hile SIK 3a MSATh JHIB J0 3aKiHYCHHS
CTPOKY BHUKOHAHHS JJoKyMeHTa. CIiBBUKOHABII PiBHOIO MIpOI0 HECYTh
BIJIMOBIIANIGHICTh 32 CBOEYACHY Ta SIKICHY MiJITOTOBKY MPOEKTIB JIOKY-
MEHTIB.

30epiranHsi TOKyMEHTIB y TPalliBHUKIB BUIIUTIB Ta YIpaBIiHb a-
MiHiCTpaIlii OBIIIE BCTAHOBIICHOT'O CTPOKY 3a00POHSIETHCSI.

VYeci pezomonii Ta coyk00Bi BIAMITKH Ha CIIy)kK00BOMY JIOKYMEHTI,
10 MOB’sA3aHi 3 KO0 MPOXOKEHHSIM Ta BUKOHAHHSM, IOBUHHI JlaTyBa-
THUCS 1 MAMUCYBATHCA.

Ha koxHMIA TOKYMEHT, 110 HaJIHIIOB J0 paiaepKaaMiHicTpaii, y
3arajibHOMY BIJJIUTI 3aIIOBHIOETHCS KapTKa BCTAHOBJICHOTO 3paska, /¢
BIIMIYA€ThCS MPOXOJDKEHHSI 1 PO3IIISIT IOKYMEHTa 32 JIOTIOMOTOIO Tep-
coHanbHOi EOM.
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[Ticst po3risimy ciay»KOOBHUX JJOKYMEHTIB TOJIOBOIO paiiiepikaamiHi-
CTpaIlii, 3aCTYITHIKOM T'OJIOBU BOHHU HAJCHIAIOTHCS BUKOHABISIM, Y Bij-
MTOBITHOCTI JIO PE30JIIOLIiT, Yepe3 3araibHUN BiJIiI.

[HiniaTHBHI MJIaHW KEPIBHUKIB BiAIUTIB, yIIPaBIIiHb paliAep:KaaMiHi-
CTparlii Ha iM’sl TOJIOBH 00OB’SI3KOBO Bi3YIOTHCS BIATIOBITHUM 3aCTYITHH-
KOM TOJIOBH 3TiJTHO 3 po3mojiiiioM 000B’si3kiB. [IpoekTn nmUCTIB moja-
FOThCS Ha MIMKUC TOJIOBI, 3aBi30BaHI BIIMOBIAHUMH 3aCTYITHUKAMHU TO-
JIOBU YM KEepiBHUKaMHM BIIJLTIB Ta YHpaBIiHb paiiiep:kaaMiHICTpalii, i3
3a3HaYCHHSM Ha 3BOPOTHOMY OOIi OCTaHHBOI CTOPIHKH TIPi3BUIIA Ta
HIIIATIB BUKOHABIIS 1 HOTO CITy:K00BOTO Telie(hoHy.

Bcro BuxigHy ciy)00BYy KOPECTIOHIICHIIIIO PEECTPYE Ta BiATIPABIISE
3arajlbHUN B, KU TIepeBipsie PpaBWIbHICTS ii odopmuteHHs. Kormii
JUCTIB (DOPMYIOTHCS y CTPaBH 3TTHO 3 iX HOMEHKJIATYpOIO Ta 30epira-
IOTHCS B 3araJIbHOMY BiJUIUTI JUTsI TIepeiadi B apXiB.

Hanpasnennsi qokyMmeHTiB royioBi KuiBchbkoi MiChKOi Jep:kaBHOT
ajMiHicTpallii, KepiBHUKAM IHIIWX OpTraHi3alliii JepKaBHOI BUKOHABUYOI
Ta 3aKOHO/IaBYOi BJIa I, 3MIHCHIOETHCS TUTBKHU 3@ MIAMMCOM TOJIOBH paii-
JepKaJMiHICTpallii, 3aCTyITHUKaM TOJIOBM Ta HaYaJbHUKAaM BiJJIUTIB Ta
yIpaBIiHb MICBKOI JiepKaBHOI aJIMiHiCTpaIlii — 3a MiAMUCOM TOJOBU a0
3aCTYIHUKIB TOJIOBU paiifiep kaqMiHICTpaLii.

Benenns sxypHaiy peectpaliii BXiIHUX TelepOoHOrpaMm, 110 HaIXOIITh
Ha iM sl TOJIOBM aJIMiHICTpallii, HOro 3acTYITHHKIB, MOKIAIA€ThCS HA BiJIO-
BIJIHMX CIIEIIATICTIB palfepkaaminicTparii. Ha HUX TakoX MOKIIaqaeThes
BEJICHHS KypHaIy peecTparlii BuxijiHux tenedonorpam. TekcTr BUXiTHUX
TeneoHorpam B 000B’13KOBOMY HOPSIKY 3aTBEPIKYIOThCS 3aCTyITHUKAMU
TOJIOBH paiijiepKaIMiHICTpallil 32 HAPSMKOM POOOTH.

Dopmysanns cnpae ma niozomoexa ix 0o nepeoaui ¢ apxie. O0IIK
i (hopMyBaHHS CTIpaB y AUTOBOJICTBI paiiep:KaaMiHiCTpallii 31iHCHIOETh-
Cs 32 HOMEHKJIATYPOIO CIIPaB, 110 CKJIAAA€THCS MOPIYHO 3arajbHUM Bijl-
JIJIOM Pa30M i3 KepiBHUKAMH CTPYKTYPHHUX MiJIPO3IITIB aJMiHicTparii
Ta 3a y4acTio mparjiBHuka Jlep>kaBHOTO apxiBy.

Homenkmnarypa crnpaB CTPYKTYPHOTO MiJIPO3JIITY TMOTOKYEThCS 3
HaYaJIbHUKOM 3aralibHOTO BIJITUTY Ta MpAIiBHUKOM apXiBy i1 Miamwucy-
€THCSI KEPIBHUKOM CTPYKTYPHOTO ITiIPO3JILTY.

3BellcHy HOMEHKJIATYpy CIpaB paiaepkaJMiHICTpaIii MiAMUCye
HayvaJIbHUK 3arajbHOTO BIJUIUTY Ta 3aTBEPUKYE TOJIOBa paiaepxaaMiHi-
cTpartii.

VYci BUKOHaHI JOKYMEHTH paiiepkKaJAMiHICTpallil, mcis ix opopm-
JICHHSI B YCTAHOBIICHOMY TOPSIZIKY, (DOPMYIOTBCS Y BIAMIOBIAHOCTI 13 3a-
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TBEP/DKEHOI0O HOMEHKJIATyporo crpas. CripaBu (HOpMYIOTECS 3 OpHTiHA-
7iB (3a iX BiICYTHOCTI — 13 3aCBIJYEHUX B YCTAHOBJICHOMY IOPSAIKY KO-
i) JIMIe BUKOHAHKWX JJOKYMEHTIB. HeBUKOHAHI JOKYMEHTH ITiIITHUBATH
y CIpaBu 3a00POHSETHCS.

JIOKyMeHTH TIOCTIIHOTO 1 TpUBasIoro 30epiraHHsIHHS, CPOPMOBaHi y
CTpaBH, MAMNBAIOTHCS Y TBEPAIA NATITYPIIi.

Ha Bci mOKyMeHTH TOCTIIHOTO 1 TpHUBajoro 30epiraHHs, MICIs 3a-
KIHYeHHS iX NITOBOJICTBA, KEPIBHUKH CTPYKTYPHHX IiIPO3/UTIB paiiae-
prKaaMiHICTpallii CKIIAAa0THCS OMHCH.

OpuriHaiau po3mopsHKEHb TOJOBU paiiiepikaaMiHicTpalii 30epira-
IOTHCS B 3arajIbHOMY BiJUIiTi. BUHOCHTH OpuWTiHANH i3 3aralbHOTO BiIi-
7y 3a00pOHSIETHCA.

3aKiH4eHI AIJI0OBOJCTBOM CIpaBu OGOPMIISIIOTHCS 3T1AHO 3 OMHUCOM
Ta 33 aKTOM TMEePEIalThes 10 JleprkaBHOTO apXiBy MicTa.

Iumannsn ons nepesipku 3HaHb

1. OcobauBocTi opraHizanii AUIOBOAHOT CiIy>KOM B oprasizauii (mia-
MIPUEMCTBI, YCTaHOBI).

2. dakTopH, MO0 BH3HAYAIOTH BHJ CTPYKTYPHOTO TiIPO3ILTY JOKY-
MEHTAIIITHOTO 3a0e3MeYeHHs yIPaBIiHHS OpraHizalli€lo.

3.0O00B’s13kM TIOCAZOBHUX OCi0 111010 OpraHi3alii Ta BeJIeHHs Kopec-
MOHJIEHLT 1 11JI0BOJICTBA.

4. ®yHKIIIT KepiBHUKA I[0JI0 OpraHizallii AiJIOBOJICTBA B YCTAHOBI.

5. OyHKIIT A1TOBOIHOT CITYIKOH.

6. KepiBHUK A110BOIHOT CiTy»)0U opranizariii, Horo QyHkIfii.

7.B3aeMoist AiTOBOHOL CITy>)KOW 3 1HIIMMHU CITy>KOaM# 1 KepiBHU-
KaMH Oprasizarfii.

8.1IpaBa Ta BiAMOBIJAILHICTH KEPIBHUKA JLTOBOTHOT CITYKOU.
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10. 3AXUCT JOKYMEHTIB

10.1. Ilopsook 36epicanis i 0XOPOHU OOKYMEHMIS.
10.2. Komepyiiina maemuuys ma ii 30epeicenms.
10.3. 3axucm inghopmayii 3a 0onomocoio mexuiunux 3acoois.

10.1. ITopsinok 30epiraHHs i 0OXOPOHM JTOKYMEHTIB

Oco0wu, BignoBimanbHi 32 poOOTY 3 JOKyMEHTaMH, 3000B’s13aHi 3a-
Oe3nedyBaTH 30€peXKEHHS JJOKYMEHTIB, 1110 CTBOPIOIOTHLCS B OpraHizaiiii.

CnpaBu 3 MOMEHTY iX 3aBeJieHHs 1 /IO 37]a4i B apXiB oprasizariii
30epiratoTbcss B poOOUYMX KIMHATaX YW B CHEIIAJIbHO BiJIBEJCHHUX IPH-
MimeHHsx. [[i mpuMilieHHsT MaroTh BIAMOBIJATH BHUMOTAaM IMOXKEXKHOT
0e3MeKr, MaTy TIEBHUH TeMITEpaTypHUN PEKUM.

CopaBu TpuMaroTh y Imadax KaHLIENAPCHKOTO THILY, SKi
000B’SI3KOBO 3aKpuBarOThes. Lle gomomarae 30eperTd JOKYMEHTH BiJ
MOTIaJ[aHHs TIJTY, BIUIMBY COHSIYHOTO CBITJIA Ta IHIIUX MCYIOYMX YHHHH-
KiB. JIOKyMEHTH i {IIMBAIOTHCS B TBEPJi OOKJIAIMHKH YU B ITaIKH-
peectpatopu. [lanku po3cTaBisIOTh Ha NOJMHUIAX Madu B Til MOCIIIOB-
HOCTI, B SIKili BOHM BKa3aHi B HOMEHKJIATYypi CIpaB, TOCUTH IIIIHHO MPH-
TUCHYTI OJHa 10 oHOi. [Tanku CTaBIsATh BEPTUKAIBHO, KOPIHIIEM HA30-
BHI. [Ipn TakoMy 30epiraHHi OCHOBHHI TUCK HAlpaBJICHUI HAa KOPiHEIb,
TOMY apKylIlli JJOKYMEHTIB yCepeIuHi Manku TUCKY He BimdyBaioTh. Lle
3py4HO Ui 30epiraHHs JOKYMEHTIB, Ta i BUIMATH MANKH, IO CTOAThH
BEPTUKAIBHO, 3pYUHIIIIE.

SIKIIO JTOKYMEHTH MiJIIUTI B MANKK 3 M SIKAMH OOKJIaJUHKaMH, TO
CTaBHTH 1X BEPTUKAIBHO HE MOXKHA, 0O BiJ] IIbOTO TICYIOTHCS 1 PBYTHCS HU-
HI Kpai apKyIiB JOKyMeHTiB. Taki manku 30epiraroThCsi TOpU30HTAIBHO.

®DiznyHOMY 30€pEKEHHIO JOKYMEHTIB CIPHSIE TaKOX 1 IMPaBHIIbHA
MiIIMBKA iX apKyliB y crpasi. [Ipu migmuBii HEOOXiTHO CHiAKYBaTH
3a THM, 11100 HIKHI Kpai JOKYMEHTIB OyJii Ha OJHOMY PiBHI 1 BUILE Bij
Kparo Manky npuonnu3Ho Ha 1 cM.

Bunydenns 1 Bugaua Oynb-sSIKMX JOKYMEHTIB 31 CIIpaB MOCTIHHOTO
30epiraHHsl HE J03BOJISIETHCS. Y BUHATKOBUX BUIMAIKaX (HAIPHUKIIAI, HA
BUMOT'Y CyIIOBO-CII/TYMX OPTaHiB), TaKe BHIYYCHHS OKYMEHTa JOITyC-
Ka€eThCs 3 JIO3BOJTY KEpPIBHUKA YCTAaHOBU 3 00OB’S3KOBOKO 3aMiHOIO HOTO
CIpaBi TOYHO 3aBIPEHOIO KOII€IO 1 BKJIAJAHHIM aKTa MPOo MPUYMHY BH-
JYyYCHHS OpHUTIHAIY.
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[TpoTsiroM CHpaBOYMHHOTO POKY Ha BHUJAHY 3a CIyKOOBOIO HEO0O-
X1IHICTIO CIIpaBY 3allOBHIOETHCS KapTKa, B AKii 3a3HAYAIOTh CTPYKTYp-
HUH MiPO3/Iii, HOMEp CIpaBH, JIaTy BUAUi, il 3aroJI0BOK, KOMY CIIpaBa
BUJAaHA, AaTy TIOBEPHEHHs. Y KapTi mepeadadaroThes Tpadu st po3nH-
COK IIPO OTPUMAHHS 1 IPUIOM CIIPABH.

10.2. KomepuiiiHa TaeMHUISA Ta Ti 30epeKeHHA

KomepiiiftHOI0 TaeMHHUIICIO € JIiJIoBa iHpopMaIlisi, 10 Ma€e TAaKTHIHY
YU TOTEHIIMHY I[IHHICT JUIsl MiJMPHEMCTBA, 1HIIOT BUPOOHWYOI abo
TBOpYOI opranizamii 3 koMepuidHux npuunH. g indopmamis € xkomep-
LIAHO BUT1HOIO 7151 HeTOOPOCOBICHUX KOHKYPEHTIB y pa3i MOTparvisH-
HS 710 iX pyK. Brpara koMepuiifHOi Ta€MHHUIII MOKE HAHECTH 30MTKH TIi-
JMpUEMCTBY (Opranizaiii), a00 HaBiTh MPUBECTH 10 OAHKPYTCTBA.

3axucT KOMEpIiifHOT TaEMHUIII 3a0€3Meuy€eThCsl 3aX0AaMU MTPABOBO-
r'0 Ta OPraHi3amiiHoOTo XapakTepy.

[TpaBoBHii 3aXUCT 3AIMCHIOETHCS METOJIOM 3aKPITUICHHS MPaB 1 Mo-
PS/IKY 3aXUCTY KOMEPIIiIfHOT TAEMHUIII B HOPMAaTUBHUX 1 CTaTyTHUX aK-
TaX. 3aX0H 3aXUCTY MOXYTh OyTH 3aKpiIUICHI y CTaTyTi MiANPHEMCTBA,
TPYJOBHX yrojax (KOHTpakKTax) i3 criBpoOiTHUKAMH, HaKa3ax, MpaBHiax
BHYTPILIHBOTO PO3MOPSIAKY TOIIO.

OpranizauiiHUMU MipaMu 3aXHCTY €:

" 3aMpoBaPKEHHs KOH(IACHIIHHOTO cripaBoyrHCTBA. [Topsaok GyHK-
[IOHYBaHHS IIbOTO CITPABOYMHCTBA 1 CTYIIHL KOH(IICHIIIHHOCTI J10-
KyMEHTIB BU3HAYAE 1 3aTBEPXKy€e KEPIBHULITBO MiANPHUEMCTBA;

" PO3MEXyBaHHS JOCTYNMy A0 KOMeEpIiiHOi iHdopmamii: KoxkeH
CHIBPOOITHUK MiANPUEMCTBA MOXKE KOPUCTYBATUCh TLIBKM THUMU
BIJTOMOCTSIMH, $SIKi HEOOXiZHI HOMy Jisi BHKOHAHHS CITYKOOBUX
000B’s13kiB. J{03Bin Ha mocTym J0 Takoi iHdopmallii BHIAETHCS
KEpiBHUKOM TMIiANPUEMCTBA, TIPU IIbOMY CIIiBpOOITHUK HEce BiJi-
MOB1JIAJIbHICTH 32 PO3rOJIOIIEHHS! OTPUMAaHUX B1IOMOCTEH;

" BCTAHOBJICHHSI TAKOT'0 MOPAAKY BUKOPUCTAHHS TEXHIUHUX 3aC001B
1 MpUMIllleHb, SIKUH BUKJIIOYaB OW BHUTIK BimoMocTei. Hampuknar,
npu poOOoTi 3 KomitoBaTbHUMH 3ac00aMu HEOOXiHO 3a0e3MeunTH
CYBOpO perjlaMEHTOBaHE KOMIIOBaHHA THX JOKYMEHTIB, Ha sKi
MOIINPIOETHCS PEXKUM KOH(DIIESHITIHHOCTI;

= BCTAHOBJICHHS TIOPSJIKY BEJICHHS TIEPEroBOPIB 3 BijBiayBayamu,
SIKUM OW To-TiepIiie, YHEMOKIIMBUB BUTIK KOMepIilHOT iHpOopMa-
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mii 1, mo-Apyre, JO3BOJIMB OTPUMATH HAMOIIBII IMOBHI BiJIOMOCTI
PO HaMipH BiIBiTyBadiB;

" HaBYaHHS CHiBPOOITHUKIB MiAMPHUEMCTBA 3aX0J[aM 3aXUCTY KOMe-
pUifiHOT TaEMHHMIII, TABUINEHHS 1X BIAMOBIIATBHOCTI 3a i1 po3ro-
JIOIICHHS.

10.3. 3axuct indopmauii 3a 10MOMOro TeXHiYHHUX 32c00iB

BukopucranHs TeXHIYHHX 3ac00iB JUIs 3a0e3MedueHHs 30epeKeHHS
iH(popMalIlii CTBOPIOE JIOJIATKOBI TapaHTil TOTro, M0 JOKYMEHTH Ta 1HIII
Hocii iHpopmanii OyayTs HamiiHO 3axuiieHi. TexHiuHi 3aco00u 3aXUCTy
MOXYTh OyTH TOZIJICH] HA TaKi BUIH:

- 3aco0M OXOPOHU TEPUTOPIT MiIPUEMCTBA;

- 3aco0M 3aXHCTy KOMYHIKaIIiif;

- 3ac00M 3aXHUCTy KOMIT IOTEPHHUX CHCTEM 1 0a3 JIaHWuX BiJl HECaHK-

[IOHOBAHOT'O JIOCTYITY.

3acobu oxoponu mepumopii — 11e PI3HOMaHITHI THITH OOMEKEHb 1 KOH-
TPOJTIOIOYHX CHCTEM, BKITIOYAIOUM CUCTEMH TEJIEBI31IHHOTO KOHTPOITIO TEePH-
TOPIi, pI3HOMaHITHI eIeKTPOHHO-ONITHYHI Ta iHIII 3aCO0M OXOPOHH.

3acobu 3axucmy xomyHikayit. Y HaIll 4ac JHKEPEIOM BUTOKY iH(]O-
pmariii y OUITBIIOCTI BUITAJIKIB € TIPOIIECH OTIpAIfOBaHHs, iepeaadi i 30e-
piranns indopmarii, TOB’s3aHi 3 BUKOPUCTAHHSAM EJIEKTPOHHUX, CJICKT-
POMEXaHIYHUX Ta eJIEKTPOTEXHIYHHUX 3ac001B. JJOCHTH IPOCTO BUKOPHUC-
TaT iHdopMmallito, sika 30epiraerecsi B EOM, 3ByKO- Ta BiJico 3amucyo-
4iif anapaTypi, SIKII0 HE BXKUTO CHELiaIbHUX 3ac001B AJIA 11 3aXUCTY.

OCHOBHUMH 3aX0JIaMU 3axucmy ingopmayii npu UKopucmauHi me-
XHiYHUX 3aCO0IB €:

= 3a0e3neyeHHst 3akpuToi mepenayi iHdopMmarii mo TenedoHo-

TeserpaHUM KaHajlaM HUIAXOM ii mudpyBaHHS;
* crieniaJbHUM 3aXMCT anapaTypH BijJl OMPOMIHEHHS 3a JI0OTIOMOI0I0
CIIEIIAJILHUX 3aXHUCHUX 3aC00iB;

" BUKOPHUCTaHHS CIELabHUX 3ac00IB 3aXMCTy KOMIT IOTEPHUX CH-

cTeM 1 0a3 JaHux;

" CTBOPEHHS IITYYHUX MEPELIKOJ JUIl MepexBaTy eJIeKTPOHHHUX Yu

aKyCTUYHUX CUTHAJIIB.
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3axoaM 3aXMCTy KOMEpIIMHOI TaeMHHUIIl TpH BUKOPUCTAHHI
KOMIT FOTEPHUX CHCTEM 1 0a3 TaHUX MO>KHA TOAUTUTH Ha Taki TPYIH:

" KOJyBaHHS JIOKyMEHTIB Ha MAarHiTHUX HOCISIX, TOOTO JIOTIOBHEHHS
TEKCTY JOKYMEHTIB O3HAaKOI aBTOPCTBA, IO NMPH HOPMAIBHOMY
MPOCITyXOBYBaHHI HE YUTAETHCS;

* mmdpyBaHHS BCHOTO JOKYMEHTA YM HOTO YaCTHH Ha MAIIMHHUX
HOCISIX, IO pOOUTH LEH TOKYMEHT HEIOCTYITHUM ISl PO3YMIiHHS
oco0awm, sIKi He BOJIOAIIOTH KITFOUEM YU KOJIOM JIJIsl PO3IIH(POBKH.

Buxopucranss koMt ' 10TepiB y Oi3Heci IpU3BENO 10 TOTO, IO BEJHKI
0o0’emu  mimoBoi  iH(opmarii mepemarThCs 1 OTPUMYIOTBCS — TIO
KOMIT FOTEPHUX Meperax, sKi OXOIIIN BXKe Maibke Bech cBiT. Came depes
KOMIT TOTePHI MEPEXKi 3/[IHCHIOETHCS OLTBITICTh BUKPAACHb 1H(POPMAITIT.

[HIII0r0 TIPOOITIEMOTO € 3aXUCT iHhOpMAaIIii, IO TIEPENAETHCS, BT MiAPO-
00K Ta mepekpydeHsb. /|1 IIbOro BUKOPUCTOBYETHCS MpOrpaMa TiiJ Ha3BOO
«CJISKTPOHHUIA Tinnucy. BoHa M03BOIIsE 3aCBIMUMTH HAJICKHICTH BaM JI0-
KyMeHTa, IO MePeIacThCsl TI0 MEPEIKi,BIACHUKY «EIEKTPOHHOTO TiIIUCY,
aJie TeKCT JIOKYMEHTA MPY [[bOMY 3aTUIIAETHCS HE3aXUILICHUM.

o6 3axucTuTH BClO iH(MOpMAIit0, IO MEepelaeThes, 11 MoTPiOHO
3amu@poByBaTH. 3pyuHilie 3poOUTH L€ 3a JOIOMOIOK0 amapaTHUX 3a-
c001B, MIAKIIOYUTH A0 KOMII FOTe€pa JOAATKOBY €JIEKTPOHHY ILIaTy.

IIpocto Ta edeKTUBHO 3axXWIIAIOTh JIaHi, M0 30epiraroThcs B
KOMIT'FOTepi, Bi/i KOMIIOBaHHSI MEXaHI4HI 4YM EeJIEKTPOMEXaHIuHI KoY,
K1 BXOJATh JJO KOMIUIEKTY KoMIT toTepa. IIoBopoT Kilto4a, KUl MOKHA
HOCHTH 3 CO0010, HAJIITHO OJI0OKY€E POOOTY KOMIT IOTepa.

I3 Gesniui BapiaHTiB 3axUCTy 1 30epexeHHs iHhopMaIlii TOJTOBHUM
MPaBWILHO MiiOpaT 11 HOCIH Ta sKOMOTa HalKpamui BUA 3aXUcTy. B
TakoMy pasi iHpopmarrisi Oyje HaleKaTH TUTbKH ii BJACHUKY.

Iumanna ona nepegipku 3nansy

1. Oco06MMBOCTI OXOPOHU JOKYMEHTIB.

2.3abe3neuyeHHs Gi3uaHOro 30epeKeHHs TOKYMEHTIB.

3.OxopoHa JOKYMEHTIB, SIKi MICTSATh KOMEPI[IHHY TAEMHHIIIO.

4. TexHIYHUH 3aXUCT KaHATIB, SKUMH pyXaeTbes iH(opmaris, Ta
JOKyMEHTA.

5.3axucT JOKyMEHTIB, 110 3HAXOAATHCS B KOMII IOTEPHIN MepexKi.

6. 3axuct 6a3 TaHUX BiJl HECAHKI[IOHOBAHOTO JIOCTYITY.
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11. OXOPOHA JIOKYMEHTIB, AKI MICTSTh
JNEPKABHY TACMHMUITIO I KOH®IIEHITAHY TH-
®OPMALIIO, 1110 € BJACHICTIO JIEP)KABH,
TA POBOTA 3 HUMH

11.1.Cymuicmv Oepoicasnoi maemuuyi, 0cobausocmi GioHecenHs
inghopmayii 0o deparcasnoi maemuuyi.

11.2. Oxopona 0oxkymeHmis, wo Micmame 0epIcasHy ma Komepyitl-
HY MAEMHUYIO, MA OGOPMAEHHIM OONYCKY 00 pobOmu 3 HUMU.

11.3. Cymnicmo xongioenyitinol ingpopmayii, wo € énracuicmio oep-
HCaBU.

11.4. Oxopona ooxymenmis, wo micmsams Koupioenyiuny ingop-
mayiio, KA € 61ACHICMIO depacasu, ma poooma 3 HUMU.

11.5.3abe3neuennss cxoponnocmi doxymenmis. Ilepesipka ix Hase-
HoCcmi.

11.1. CyTHicTh 1ep:KaBHOI TA€EMHHUII, 0COOJIMBOCTI BijHe-
ceHHd iHopmanii 10 1epKaBHOT TAEMHUIL

3 MeTor0 3aXucTy iH(opMarii Ta MaTrepiadbHUX HOCIIB, SIKI MICTATh
Jiep KaBHY TAaEMHUINIO, B YKpaini Oyio npuitaaro 3akoH «[Ipo nepxxaBHy
TaeMHUITIO». L{eil 3aK0H peryioe BiTHOCHHU y CYCHIbCTBI, OB sI3aHi 3
BiHECEHHSAM iH(OpMaIi 10 Aep>KaBHOI Ta€MHMIII, 3aCEKPEUyBaHHSIM,
po3ceKpeuyBaHHIM 11 MaTepialbHUX HOCITB Ta OXOPOHOKO JICPKABHOI Ta-
€MHUII 3 METOIO 3aXHCTy HAIllOHAIBLHOI Oe3mekn YKpaiHu.

BigmosigHo 10 3akoHy JepkaBHA TAaEMHUI (CeKpeTHa iH(opmartis) —
e BUJI Ta€EMHOI iH(OpMaIil, 0 OXOIUTI0E BigOMOCTI y cdepi 000poHH,
CKOHOMIKH, HAYKH 1 TEXHIKH, 30BHIIIHIX BiTHOCHH, JACPXKABHOT OC3IMEKH Ta
OXOpOHHM TPABOTIOPSIKY, PO3TOJIOMICHHS SIKMX MOYKE 3aBIaTH IIKOAW Halli-
OHaNIBHIN Oe3meli YKpaiHu Ta siKi BU3HAaHI y MOPSIKY, BCTAHOBJICHOMY 3a-
KOHOM, JISPYKaBHOIO TAEMHHMIICIO 1 ITiJIATAI0Th OXOPOHI JIEPKaBOIO.

TakuM 4MHOM, J0 JEP>KaBHOI TAEMHUII BIAHOCUTHCS iH(oOpMalist y
pizHUX cdepax AiSIBHOCTI, a caMe: y chepi 000poHH, y chepl eKOHOMI-
KM, HAYKH 1 TeXHIKH, y cdepi 30BHIIIHIX BITHOCHH, Y cdepi JepxKaBHOI
0e3MeKr Ta OXOPOHU MpaBomnopsAKy. KoHKpeTHi BiIoOMOCTI MOXYTh Ma-
TH PI3HUH CTYMiHb CEKPETHOCTI, 1110 BU3HAYa€e 0COOIMBOCTI IOCTYILy 10
TaKUX BiIOMOCTEH. 3a CTYNEeHsIMHU CEKPETHOCTI B1JIOMOCTI MOXKYTh OyTH
BiJTHECECHI JI0 KaTeropii: «ocoOIMBOi BaKIIMBOCTI», «IIUTKOM TaEMHO,
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«raeMHO». KOHKpeTHI J1aHi BiIHOCSIThCS JIO TIEBHOI KaTeropii BigoMoc-
TEH, IO MICTATH JEp>KaBHY TAEMHUINIO, JIUIIE 32 YMOBH, IO iX pO3Tro-
JIOIICHHSI 3aB/IaBaTUME IIKOM iHTepecaM HallioHAIBHOT Oe3rekn Ykpa-
ian. [lpu oMy CITiji 3a3HAYMTH, IO 3aKOHOM 3a00POHEHO BIJIHOCUTH
JI0 JICP’KABHOT TAEMHUII OYJb-SIKI BiJOMOCTI, SIKIIIO IUM 3BYXYIOThCS
3MICT 1 00CAT KOHCTUTYLIHHUX TpaB i cBOOO JIFOJUHU 1 TPOMAIHUHA,
3aBJIA€THCS IIKOIa 37I0POB 10 Ta Oe3Melli HaceICHHSI.
OxopoHa Aep:kaBHOI TAEMHUII BIAMOBIIHO O BUMOT PEKUMY CEK-
PETHOCTI B OpraHax Jiep>KaBHOI Ta MICIIEBOT BIIaJH, MiJMPUEMCTBAX Ta
oprasizarisix, JisUTbHICTh SKUX TIOB’S3aHA 3 JCPKABHOIO TAEMHHIICIO,
MOBHHHA 3a0e3MeuyBaTHCs KEePIBHUKOM 3a3HAYCHHWX OpTaHiB, MiANpH-
€MCTB, YCTaHOB Ta OpTraHi3allii.
BaxnmBoro cripaBoro € BU3HAaUeHHs iH(OpMaIlii Ta MarepiaJbHOTO
HOCIf, SIKI MICTATh Jep)KaBHY TAEMHHIIO. 3aKOHOM BBEIEHO TTOHSTTS
JIep)KaBHUHM EKCIEepT 3 MUTaHb TAEMHUIb. BUKOHAaHHS (QYHKIIIH epKaB-
HOTO €KCIIepTa 3 MUTaHb TAEMHHUIIb ITOKJIAJA€THCS HA KOHKPETHUX TT0ca-
JIOBUX OCi0, SIK TIpaBUIIO, KEPIBHUKA OpPTaHy JEPXKABHOTO YIIPABIIHHS Ta
MICIICBOTO CaMOBpSAyBaHHS, IiAMPUEMCTBA, OpraHizaii, yctaHoBu. [1Jis
BifHECeHHs iH(opMalii 10 Iep>KaBHOT TAEMHUIII IEP)KaBHUM €KCIIEPTOM
3 IMUTaHb TAEMHUIIb BUIA€THCS MOTHBOBaHE pimieHHs. BoHO Moxe OyTn
BUJIAHO SIK 32 HOTO BJIACHOIO iHIIIATMBOIO, TaK i 32 3BEPHEHHSM KEpiB-
HUKIB BIAMOBITHUX OPraHiB Ta opranizailii, a Takox rpomaist. s to-
ro, mo0 iHdopmarlis BBaxkagach AepKaBHOIO TAEMHHIICIO, BOHA Ma€ Oy-
TH BKJIFOUEHa 710 3BOJy BiomocTtel. ToOTO 3 yacy omy0iikyBaHHS 3BO-
Jly BIJJOMOCTEH, 1110 CTAHOBIISATH JiepkaBHy Taemuuio (3BJIT), no sikux
BKIIIOUEHA 1151 1H(OpMAIlisl, Y1 BHECEHHs 3MiH 1 JIOMOBHEHBIO HBHOTO Y
MOPSJIKY, BCTAHOBJICHOMY 3aKOHOM, BiJOMOCTI CTAalOTh JIEP’KaBHOIO Ta-
€MHHUIEIO 1 OXOPOHSIOTHCS BIAMOBITHUM YHHOM.
VY pimeHHi (JOKYMEHTI) Iep:KaBHOTO €KCIepTa 3 MUTaHb TAEMHUIIb
3a3HAa4Yal0THCS:
e iHpopMaris, sIKa Ma€ CTAHOBUTH JIep’KaBHY TAEMHHITIO, Ta ii BiIIIO-
BIJTHICTh KaTEroOpisiM Ta BUMOTaM, Tiepe10aueHIM 3aKOHOIaBCTBOM;

® [Ii/IcTaBy JUIsl BiJHECEHHs 1H(OpMAIIiT 0 Jep>KaBHOT TAEMHHIII Ta
OOTIpYHTYBaHHS IIKOJHM, KA MOXe OyTH HaHeceHa HalliOHaJIbHiH
Oe3nerni kpainu y pasi ii po3roJomeHHs;

® CTYIiHb CEKPETHOCTI 3a3Ha4eHoi iH(popmarii;

® OpraH JepKaBHOI BJIaJHM, OPTaH MICIIEBOTO CaMOBPSAyBaHHS, ITi-
JMPUEMCTBO, YCTaHOBA, OpTraHi3allis Yd IPOMAJSHHH, KU BHIC
MIPOMO3UIIIT PO BigHECeHHS i€l iHpopmarii 10 AepKaBHOI TaeM-
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HUIIi, Ta OpPraH Jep>KaBHOI BJIaH, SKOMY HAIa€ThCs MIPABO BU3HA-
9aTu KOJIO Cy0’€KTiB, sIKi MATUMYTh OCTYII /10 wi€l iH(opMmarii;
® CTPOK, IPOTATOM SIKOTO Ji€ pillleHHsI PO BiJHECEHHs iH(popMarrii
JIO JIep KaBHOT TAEMHMIII.
[Hdpopmarnis, sika BkIOYeHA 10 3BOJY BIJOMOCTEH, IO MICTSThH
Jiep)KaBHY TAEMHUITIO, MTOJIAETHCS 32 TAKO0 (POPMOTO:

BinomMocTi, 1110 CTAHOBJIAITH JIEPKABHY TAEMHHUITIO

Homep | 3wmict Binomocreid, | Cryminb | Ctpok nii pimen- | Peectpauiitauii
CTaTTi 10 CTAaHOBJIATh CEeKpeT- | Hi IpO BiHECeH- | HOMep i aara pi-
3BT | nmepxaBHY TAaEMHH- | HOCTI | Hs iH(poOpMaIii 10 | IICHHS JAepiKaB-
110 JIep’kaBHOT TaEM- | HOTO EKCIIepTa 3
HHLI Y pOKax | MUTaHb TAEMHHIIb
1 2 3 4 5

Pimenns mpo BimHeceHHs iHdopMallii 10 Jaep>KaBHOT TAEMHHUII TIPH-
HMaeThCs 1epKaBHUM €KCIIEPTOM 3 MUTaHb TAEMHMIb HE Mi3HIIIE OHO-
TO MICSIIS 3 JTHS OJICpKaHHS 3BEPHEHHS BIAMOBIIHOTO OpPTraHy JIepKaB-
HOI BJIa/id, OPTraHy MICLEBOI'0 CaMOBPsIyBaHHs, MiANPUEMCTBA, YCTaHO-
BU, OpraHizaiii 41 rpoMajsiHiHA, MicIs 4OT0 BOHO MijyiArae peectparii
Crnyx6010 Oesrekn Ykpainu y 3BOJIi BIJOMOCTEH, 10 CTAHOBJIATH JIEp-
KaBHY Ta€MHHITIO.

[adopmariss Takok Moxke OyTH BIIIYYEHOIO i3 3BOAY BiIOMOCTEH,
IO CTAHOBIIATH JI€P’KaBHY TAEMHUINIO. [linCTaBOIO A IIBOTO € BHCHO-
BOK JIEPXKABHOTO €KCIepTa 3 MUTAaHb TAEMHUIIb PO CKACyBaHHS pilllcH-
Hs TIPO BijHeceHHs iHdopMallii 10 aepkaBHOi TaeMHUII. [leil BUCHOBOK
HaOWpae YMHHOCTI 3 MOMEHTy BHeceHHs Ciyx0o0ro Oe3nekun YKpaiHu
3MiH 10 3BOJY BiIOMOCTEH, IO CTAHOBJATH JAEP’KaBHY TAEMHUILIO, SIKI
3rigHo 31 cT. 12 3akony Ykpainu «IIpo nepkaBHy TaeMHHIIO» (HOpMye
Ta myOmikye B odiniitanx Buganusax Ciyx0a Oe3nexkn YKpaiHu Ha Mifc-
TaBi pIlICHb JIEPIKAaBHUX €KCIIEPTIB 3 MUTaHb TAEMHHIIb.

3pasku ¢GopM pimeHb (BUCHOBKIB) JCpKABHUX CKCIICPTIB 3 NMUTaHb
TaEMHUIIb, TIOPAJOK Ta MEXaHi3M (OpMyBaHHsS 3BOJIY BiIOMOCTEH, 10
CTaHOBIIATH JIEPXKABHY TAEMHHIIIO, 1 1Or0 OmyOIiKyBaHHS BU3HAYAIOTHCS
Kab6inerom MinictpiB Ykpainu. Ha mijcraBi Ta B Mexxax 3BOJy BiOMO-
CTEH, 110 CTAaHOBIATH JAEP)KaBHY TAEMHUINIO, 3 METOI0 KOHKpETH3alliil Ta
CUCTeMaTH3allii JaHuX MPO CEKpeTHY iH(opMaIlifo OpraHu JepKaBHOL
BJIa/IM CTBOPIOIOTH Tally3eBi a00 BiJIOMYi PO3rOPHYTI MEPENiKK BiJOMOC-
TeH, 1110 CTAHOBJIAThH JI€P’KaBHY TAEMHUIIIO, @ TAKOXK MOXYTh CTBOPIOBa-
TH MDKranay3eBi a0 MiXKBiJOMYi PO3TOPHYTI MEPENiKA BiIOMOCTEH, 110
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CTaHOBIIATH JIepKaBHY TaeMHHIIO. OHAK BOHU CTBOPIOIOTHCS HA MifC-
TaBi Ta B Mekax 3BOJy BiJOMOCTeH. Buxozsium 3 mboro, mignpueMCTBa,
YCTaHOBU Ta OpraHizailii He3aJaekHO Bij (GopM BiIacHOCTI, 10 MpOBa-
JSITh JiSUTBHICTD, TOB’SI3aHy 13 JepKaBHOIO TAEMHUIICIO, 32 TOTOJIKCH-
HSM 13 3aMOBHUKOM pOOIT, MOB’A3aHUX 3 JIEPKABHOIO TAEMHHIIEIO, MO-
YTh CTBOPIOBATH BJIACHI PO3TOPHYTI MEPENTIKH BIJOMOCTEH, 1110 CTaHO-
BJISITh IEP/KAaBHY TAEMHHUIIIO.

CTpoK, IPOTITOM AKOTO Jii€ pillleHHs Mpo BifHeceHHs iH(opmarii
710 IepKaBHOT TAEMHHIII, BCTAHOBIIIOETHCS ICPKaBHIUM €KCIIEPTOM 3 TTH-
TaHb TaeMHHIB. [Ipr IboMy 000B’SI3KOBO BpPaXOBYETHCS CTYITIHB CEKpe-
THOCTI iH(opMarlii, KpuTepii BU3HAUCHHS SKOTO BCTAHOBIMIOIOTHCS Ciry-
0010 Oe3rekn YKpaiHu, a Takok iHIUX o0ctaBuH. CTPOK, KOJIU 3aCTO-
COBYETBCS JIisl PIlIICHHS TIPO BijJHEecCeHHs iH(opMaIlii 10 JIep>KaBHOT Tae-
MHHUII, HE MOXE TIEPEBUIIYyBaTH sl iHOpMaIlii 31 CTylIeHEM CEKPETHO-
CTi «0co0MMBOT BaxkIMBOCTI» — 30 POKIB, AJis iHGOpMAITiT «IIJTKOM Tae-
MHO» — 10 pokiB, juisg iHopMaIii «TaEMHO» — 5 POKIB.

[Ticnst 3akiH4eHHs nAii pimeHHS Mpo BiJHEceHHs iHopMalii 10
JIep)KaBHOT TAEMHMIII JICP’)KAaBHUI €KCIEPT 3 MUTaHb TAEMHHIL POOHUTH
BHCHOBOK TPO CKacyBaHHS PIlICHHA NPO BiJIHECEHHS i1 /10 JepKaBHOI
TaeMHUII a00 TpuiiMae pilieHHs PO TPOJOBKEHHS CTPOKY il 3a3Ha-
YEHOTO PillICHHS.

[ligBumenns abo 3HMKEHHS CTYINEHS CeKPeTHOCTI iHdopmarii Ta
CKacyBaHHsI PILLICHHS MPO BiJHECEHHS i1 10 JepKaBHOI TAEMHUIII 37iic-
HIOETBCS HA MiJCTaBli BUCHOBKY JEP)KaBHOTO €KCIIepTa 3 MUTaHb TAEM-
HUIL 200 Ha mijacTaBi pimeHHs cyny ta odopmisieTbess CiyxOor0 6e3-
nekyn YKpaiHu IUIIXOM BHECEHHsI BiJIMOBIIHUX 3MiH 10 3BOJy BiJlOMOC-
TeH, 110 CTAaHOBJISTh JAE€P/KABHY TAEMHHUIIIO.

3acekpeuyBaHHA MaTepialbHUX HOCIIB 1HQOpMaIii 31iHCHIOETHCS
[IUISIXOM HaJIaHHS BiJITOBITHOMY JOKYMEHTY, IHIIOMY MaTepialbHOMY
HOCIit0 iH(popMaIlii rpuda CeKpeTHOCTI.

PexBi3uTH KOKHOTO MaTepiabHOTrO HOCIS (JIOKyMEHTa) CEKpPETHOI iH-
(dopmarii MaroTh MICTUTH TpU() CEKPETHOCTI, KW BIATIOBINAE CTYTICHIO
CEKpETHOCTI iH(OopMaIlii, BCTAHOBICHOMY PIIICHHSM JEPKABHOTO EKCIIepTa
3 IIUTaHb TAEMHMIIb, («OCOOIUBOI BAKIIMBOCTI», IIJIKOM TAEMHOY», «TA€EM-
HO»), JIaTy 1 CTPOK 3aCeKpedyBaHHsI MaTepiallbHOr0 HOCIS CEKPEeTHOI iH(O-
pMallii, 110 BCTAHOBJIOETHCS 3 YPaXyBaHHAM BH3HAYEHUX 3aKOHOM CTPOKIB
i pillleHHs PO BiJJHECEHHS iH(OpMaIIii 10 Jiep>KaBHOI TAEMHHII], Ti/IIHC,
fioro posmmdpyBaHHs Ta Tocagxy 0coOH, siKka Hajana 3a3HaucHUi rpud, a
TAKOK MOCUJIAHHS HA BIIMOBIIHUI MYHKT, CTAaTTIO 3BOAY BIOMOCTEH, 11O
CTAQHOBJIATH JICPKaBHY TAEMHHITIO. SIKIO PEKBI3UTH HEMOXKIIMBO HAaHECTH
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Oe3nocepeHbO Ha MaTepialibHU HOCIH cekpeTHOI iHdopmarlii, BOoHH Ma-
F0Th OYTH 3a3HAUCHI Y CYMPOBIIHUX JIOKYMEHTAX.

ITicns 3aKiHYEHHST BCTAHOBJICHUX CTPOKIB 3aCEKpEUyBaHHS MaTepia-
JTHHUX HOCIIB iH(OpMaIii Ta y pasi MiIBUIIEHHS Y1 3HUKCHHSI BU3HAYEC-
HOT'O JIEp’)KaBHUM €KCIIEPTOM 3 MUTAHb TAEMHHIIb CTYIEHS CEKPETHOCTI
Takoi iH(opMallii abo ckacyBaHHs pillleHHs MPO BiAHECEHHs ii 10 aep-
JKaBHOI TAEMHHIII KEPIBHUKM OPraHiB JIep:KaBHOI BIaJH, OPTaHiB MicIie-
BOTO CaMOBpsAyBaHHs, IiIIPUEMCTB, yYCTAaHOB, OpraHi3allid, y SKHX
3MIACHIOETBCST 3aCEKpedyBaHHs MarepiaJbHHX HOCIiB iH(opMarlii 30-
0O0B’sI3aHi MPOTATOM HIECTH MICALIB 3a0€3MEUNTH 3MIHY TpUda CeKpeT-
HOCTi 200 po3ceKpeduyBaHHs [UX MaTepialbHUX HOCITB Ta MTUCHMOBO I10-
BIJOMUTH TIPO 11€ KEPIBHUKIB OpPTaHiB Aep>KaBHOI BJIAJH, OPTaHiB MicCIie-
BOT'O CaMOBPSIIyBaHHS, IMPUEMCTB, YCTAHOB, OpraHizalliid, sKuM Oyiu
niepeaHi Taki MatepiajibHi HOCIi ceKpeTHOI iH(hopMaIlii.

Pimennst mpo 3acekpeuyBaHHs MaTepiadbHOrO HOCisS iHpopmarii
MoXke OyTH OCKapKEHO IPOMaJITHUHOM YM IOPUANYHOI 0CO00I0 B IO-
PAAKY TiAJETTIOCTI BUIOMY OpraHy a0o mocaioBiit 0cobi uu 1o cyay. Y
pa3i He3aJ0BOJICHHS CKapTH, MOJAHO1 B TIOPSIKY MiUICTIIOCT, TPOMaJIs-
HUH a00 IOpUAMYHA 0C00a MAIOTh MPABO OCKAPKUTH PIlIEHHS BHUILOTO
oprany a0o0 1ocaoBoi 0co0H J10 CyIy.

11.2. OxopoHa 10KYMEHTIB, 10 MiCTATH AePKABHY
TAEMHHULIO, T2 0()OPMIIEHHS AONMYCKY 10 POOOTH 3 HUMHU

3 METOI0 OXOPOHH AEp>KaBHOI TAEMHHII BIPOBAKYETCS HU3KA Op-

rafizamiifHo-npaBoBux 3axoAiB. Cepes| WX 3aXOMIB CIIiJ BUIITUTH:

e BcraHoBJeHi KaGineroM MiHicTpiB YKpaiHU €IMHI BHMOTH IO
BUTOTOBJICHHS, KOPUCTYBaHH, 30€pekKeHHs, Nepeaadi, TpaHCIIOo-
pTyBaHHS Ta 00JIiKy MaTepialbHUX HOCIIB ceKpeTHOT iH(opMmarlii;

® JI03BUIBHUN TIOPSJIOK TPOBA/DKEHHS MISUTBHOCTI, TIOB’SI3aHOT 3 Jep-
YKaBHOIO TAEMHUIICIO, 10 TIepea0dayae HaaaHHs OpraHaM JIep>KaBHOL
BJIa/IM, MICIIEBOTO CAMOBPSIYBAaHHS, MIIPHEMCTBAM, OpTraHi3aIlisamM,
OKpPEMHM TpOMaJSIHAM CIIEHiaIbHOTO J03BOy. Hanmanus mo3BoIy
3IIIMCHIOETHCS HA MMiICTaB1 3asSBOK BIAMOBITHUX OpPTaHiB, OpraHiariii
Ta YCTaHOB 1 Pe3yJIbTATIB CHEIiaTbHOT SKCIIEPTU3H III0JI0 HAsIBHOCTI
YMOB JUISl 3AIHCHEHHS JAiSUIbHOCTI, MOB’A3aHOI 3 JIePKaBHOIO TaeM-
HUIIEIO, SIKI 0QOPMITSIIOTHCS BIAMOBITHUM akToM. CTpOK Aii 103BOITY
Ha MPOBAKEHHS JisUIbHOCTI, OB’ 3aHO] 3 JIEP’KaBHOIO TAEMHULIEIO,
BcTaHOBIIOEThC City:k0010 Oe3nekn YKpaiHW 1 HE MOXKe TepeBH-
LIyBaTH I’TH POKiB. Oro TpUBATCTh, KATEropis PesKUMY CEKpeT-
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HOCTI 3aJIeXaTh Bij 00csATy pOOIT (IisUTBHOCTI), IO 3IIHCHIOETHCS
OpraHoM JEpKaBHOI BJIaJW, OPraHOM MICHEBOTO CaMOBPSITyBaHHS,
T IMTPUEMCTBOM, YCTAaHOBOKO, OPTaHi3alli€to, CTYTICHsI CEKPETHOCTI Ta
00CsTy TIOB’3aHUX 3 UMK POOOTAMH BiJIOMOCTEH, 1110 CTAHOBJIAThH
Jiep’KaBHY TAEMHHULO.
[Topsimox HamaHHs, nepeoOpMIICHHS, 3yNMUHEHHsS Iii abo ckacy-
BaHHs JJO3BOJIy Ha IIPOBAKEHHS AISUIBHOCTI, OB A3aHOI 3 JepkKABHOIO
TaEMHUIICI0, (OpMa aKTa CHemiadbHOI EKCIIEPTU3W IOJ0 HAsSBHOCTI
YMOB JIJIsl TPOBA/KEHHS JisUTBHOCTI, TIOB’S3aHOI 3 JIeP’KaBHOIO Ta€EMHHU-
[ICI0, Ta KaTeropii pekuMy CEKPETHOCTI BCTAHOBIIOIOThCs KabineTom
MinictpiB Ykpainu.
3 MeTOor po3po0JIeHHs Ta 3IMCHEHHS 3aXOJiB MO0 3a0e3NeueHHs
PEXUMY CEKPETHOCTI, TIOCTIHHOTO KOHTPOITIO 32 1X JIOJICpKaHHIM B OpraHi-
3allisIX CTBOPIOIOThCS HA TMPaBaX OKPEMHX CTPYKTYPHHX MiIPO3JILUTIB pe-
sicumHo-cexpemui opeanu. CTBOPEHHS, PEOpraHizallisi Ta JKBIJAIis TUX
OpraHiB 37IHCHIOETHCS 32 TIOroKeHHsM 31 Ciryk00r0 Oe3rexu YKpaiHu.
Jlo cknagy peXMMHO-CEKPETHHX OpraHiB BXOJSATh MIAPO3ALIM pe-
JKUMY, CEKPETHOTO JIJIOBOJCTBA Ta iHIII, sIKi Oe3mocepeaHbo 3ade3re-
YYIOTh OXOPOHY J€PKaBHUX TAEMHHIIb, 3aJIC)KHO Bij] crieUUDIKH isb-
HOCTI OpraHy Jep>KaBHOTO YTPaBIIIHHS Ta MICIIEBOTO CaMOBPSAyBaHHS,
a TaKOXX MIAMPUEMCTB, YCTAaHOB Ta OpTaHi3alliil.
VY pasi, koau B opraizamii 3IiHCHIOIOTBCS 3HA4YHI 0OCSTH pPOOIT,
MOB’s13aHUX 3 JeP)KaBHOIO TAEMHHIICIO, BBOAMTHCS MOCAAA 3aCTyITHUKA
KEepiBHUKA 3 MTUTaHb PEKHUMY, Ha SIKOTO MOKJIAJIAl0ThCsl 000B’SI3KU Kepi-
BHUKA PEKUMHO-CEKPETHOTO Ooprany. SIKIIo * B opraHizaiiii o0csru po-
OIT He 3Ha4yHi, TO 00OB’A3KM MIOA0 3a0€3MEUYCHHS PEKUMY CEKPETHOCTI
MOKJIAJIAI0THCSl OCOOMCTO Ha KepiBHUKA MiAMPUEMCTBA, opraHizallii abo
3a HOro HaKa3oM Ha OKPEMOTro MpalliBHUKa Micsl CTBOPEHHS HEeOoOXin-
HUX YMOB, II0 320€3MeUyI0Th PEKUM CEKPETHOCTI.
PeKUMHO-CEKPETHI OpraHu KOMIUICKTYIOThCS CICIialiCTaMH, SIKUM
HA/Ia€ThCS JOMYCK JI0 AeP>KaBHOI TAEMHUIII 31 CTYTICHEM IIUTKOM TaEMHO,
SIKIIO XapakTep poOiT He BUMarae iHmoro. [IpuifHATTS 10 HUX CTPYKTY-
PHEX IiIPO3A1TIB TAMYACOBHUX MPAIIBHUKIB HE TOITYCKAETHCS.
OCHOBHMMH 3aBJJAHHSAMU LIUX CTPYKTYPHHUX MIAPO3ILTIB €:
® HEJOMYIICHHS HEOOIPYHTOBAHOTO JOMYCKY Ta JOCTYIy OCi0 J0
CEeKpeTHOI iH(popMmarii;

® CBOEYACHE PO3POOJICHHS Ta pealtizallisi pa3oM 3 IHIIUMHU CTPYKTY-
PHUMH TiAPO3/AiIaMU OpPraHiB JEp>KaBHOI BIaJM, OpraHiB Micie-
BOTO CaMOBPSIyBaHHS, IMiINPUEMCTB, YCTAaHOB 1 OpraHi3alii 3a-
XOJIIB, 1110 3a0€3MeUyI0Th OXOPOHY JIEPIKaBHOT TAEMHUII;
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e 3ano0iraHHs PO3TOJIONICHHIO CEeKpeTHOi i1HQopMarlii, BUMaIKaM
BTpaT MarepialbHUX HOCIIB mi€i iH(opMaIllii, 3aBOJIOAIHHIO CEKpeT-
HOIO iH(pOpMAIII€I0 1HO3EMHUMH JIep’KaBaMH, IHO3EMHUMH FOPUINY-
HUMH 0cO0aMH, 1HO3EMIIMU, 0co0aMu 0e3 TPOMaJITHCTBA Ta TpOMa-
JTHaMU Y KpaiHu, sSIKUM HE HAJAHO JIOIYCKY Ta JOCTYILY JI0 HET;

® BHSBJICHHS Ta 3aKPHUTTS KaHAJIB BUTOKY CEKpETHOI iH(opMarii B
MpoIIeCi MiSTTBHOCTI OpPTaHiB JIepKaBHOI BIIaJid, OPTaHiB MiCIIEBO-
r'0 CaMOBPSITyBaHHS, MIAMPUEMCTBA, YCTAHOBH, OpraHi3allii;

e 3a0e3MeueHHs 3allpPOBAHKCHHS 3aX0/IiB PEXUMY CEKPETHOCTI Mij
yac BUKOHAHHS BCIX BHIIB pOOIT, TTOB’SI3aHKUX 3 JICP’KABHOK) Ta€-
MHHUIIEIO, Ta i Yac 31CHEHHS 30BHINIHIX BIJTHOCHH;

e oprasi3ailisi CCKpeTHOTO JIIJIOBOJICTBA;

® 3/IiCHEHHS! KOHTPOJIIO 32 CTAHOM PEKUMY CEKPETHOCTI B OpraHax
Jiep>KaBHOI BJIajM, OpraHax MiCLIEBOTO CaMOBpsIyBaHHs, Ha Mif-
MIPUEMCTBAX, B YCTAHOBAX 1 OpraHi3allisx Ta Ha MiJIoPsSIKOBAaHUX
iM 00’ exTax.

3aneXHO BiJ] CTyHeHs CEKpeTHOCTi iH(opmailii BCTaHOBIIOIOTHCS
Taki GOpMH JOMYCKY 0 ACPKaBHOI TAEMHUIII Ta CTPOK i1 i

dopma 1 — 11 poOOTH 3 CEKPETHOO TH(POPMAITIETO, IO MA€E CTYTICHI
CEKPETHOCTI «OCOOJIMBOT BAXKIUBOCTI», «IIJIKOM TAEMHO», «TAEMHOY.
Ctpox aii — 5 pokis;

dopma 2 — 11 poOOTH 3 CEKPETHOO 1HPOPMAITIETO, 110 MA€E CTYTICHI
CEKPETHOCTI «IIJIKOM TAaEMHO» Ta «TaeMHO». CTpok il — 10 pokiB;

dopma 3 — a5 poOOTH 3 CEKPETHOO 1HPOPMAITI€TO, 110 MA€ CTYIiHb
CEKPEeTHOCTI «TaeMHO». CTpoK Jiii — 15 pokiB.

Jomyck 10 ep>kaBHOT TAEMHHUIII 13 CTYMEHAMH CEKPETHOCTI «0C00-
JIMBOT BYKJIMBOCTI», «IIIKOM TAaEMHO» Ta «Ta€MHO» HAJA€ThCS Ji€3/1aT-
HUM TpoMajisHaM Y KpaiHu BikoM BiJl 18 pokiB, siki moTpeOyroTh Horo 3a
YMOBaMH CBO€i cIy’k00BOi, BHpPOOHWYOI, HAyKOBOI YW HAYKOBO-
JIOCITITHOI TisUTBHOCTI 200 HaBYaHHS, HAKa30M UM MHCHMOBHM PO3MOPSI-
JDKEHHSIM KEpiBHHMKA OpraHy Jep:KaBHOI BJIaJy, OpraHy MiCLIEBOrO ca-
MOBpSAyBaHHS, MiIIPUEMCTBA, YCTAHOBU a0 oprasizamii, e Tparoe,
nepeOyBae Ha CITy)k0i 4M HaBYAETHCS TpoMajsHUH. HamanHs normycky
JI0 poOOTH 3 JOKYMEHTaMH, 1110 MICTITh JIep)KaBHY TAEMHHIIIO, 3T1MCHIO-
€TbCsl BIANOBIAHO 10 [losojkeHHsI Mpo MOPSIOK HaJaHHA, epeopopm-
JICHHS Ta CKaCyBaHHS IpoMajisiHaM JOMyCKY A0 JEp>KaBHOI Ta€MHMII],
3aTBepKeHOro noctanoBoro Kabinery MinictpiB Ykpainu Big 29 muc-
tommaza 2001 p. Ne 1601. IIpu npomy 3aroOBHIOETHCS 0OJIKOBa KapTKa
TpOMaJIsTHIHA TIPO HAJaHHS JOIMYCKY JI0 JIEpYKaBHOI TAEMHHIII 3a 3aTBEp-
mxeHoto Ciyx6o0to 6e3nexn Ykpaiau (popMoro, 1110 HaBOAUTHCS HUXKYE.
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TpyaoBa JisijIbHICTD 3 Yacy NEPBUHHOIO HA/IAHHS JONYCKY

Ne | Opran nepxasnoi Baaay, | [Tocana | Homep Ta nata Hakasy [Ipu-
3/11 | OpraH MiCIIeBOTO CaMOB- IIpo mpusHa- | IIpo 3Binb- | MiTKa
PsILyBaHHS, HiIIPHEMCT- YEHHS HEHHS
BO, YCTAQHOBA, OpraHiza-
11is1, agpeca
1 2 3 4 5 6
Jinia 3euny

Oo6sikoBa KapTKa rpOMaJAsiHMHA
PO HAJAHHSA AOMYCKY 10 IePKABHOI TA€MHUII
Ne BIJT « » 20 p.

(3a JrcypHanom oo1iKy)

st cmyx00BOTO KOPUCTYBAHHS
(nicns 3anosHens)

1. Micue amst GoTOKapTKH
Ipizsuwe, im’ss ma no 6amokogi 4,5%6,0
M.IL
2. Jlata HApOJKEHHS «___ » 19 p. DOTOKAPTKY
3. Micue HapoKEeHHs pizeuye

iM’st ma no 6amvkogi

4. Miclie IposKMBaHHs! Ta BIJOMOCTI, 3a3Ha4YeHI B
00JTiKOBI KapTIli, 3aCBif-
5 %)

(IIpumimku npo 3minu npizeuwya, micys
KepiBHuK pesxuMHO-

NpOdICUSAHHS MOUO) cekperHoro oprany (PCO)
6.
(Bioomocmi npo nopywienns (ITionuc)
pedlcuMy CeKpemHocmi) (Ilpizeuwe, iniyianu)
« » 20 poky»

HadvanpHUK ynpaBimiHHSI OXOPOHH i
KOHTPPO3BIJlyBAILHOTO 3aXHCTY JIEPKaBHOT
taemuuni Ciryx6u 6e3nexn Ykpainu
Hionuc Pozwugposka nionucy
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Bci 006m1ik0B1 KapTKH TPOMaAsHUHA TPO HAJAHHS JOMYCKY IO JIep-
YKaBHOI TAEMHMUII PEECTPYIOThCS Y JKypHAJl peecTparii oOiKOBUX Kap-
TOK IPOMaJTHIHA PO HAJIaHH JIOITYCKY JI0 ICPKABHOT TAEMHHII.

B oxpemux Bumagkax, ski BU3Ha4alOThCS MiHICTEPCTBAMH, HITHMU
LHEHTPATFHIMH OpTaHAMH BUKOHABYOI BJIaH, 32 MOTOMKeHHS 31 Ciyxk-
6010 Oesnexkn YKpaiHu TpoMaasHaM YKpaiHHu BIKOM Bif 16 pokiB Moxke
HaJ[aBaTHCS JOIMYCK JI0 JePKaBHOI TAEMHUIII 13 CTYNEHSIMH CEKPETHOCTI
«IIJTKOM TAaEMHO» Ta «TAEMHO», a BIKOM BijJ 17 pOKiB — TaKoX JIO Jiep-
YKaBHOT TAEMHHIII 13 CTYTICHEM CEKPETHOCTI «OCOOIMBOI BaXKITUBOCTI.

Jlomyck 10 fepkaBHOI TAEMHHINI MOXKe OyTH HAJaHO TPOMAJSTHUHY
VYxpainu i He OyTH TOB’SI3aHUM 3 MiclleM pOOOTH, CITy»kOu abo HaBuUaH-
Hs. Takwil JOMYyCK HAgaeThCs 3a MICIEM IPOBAKEHHS isTBHOCTI,
OB’ s13aHO 3 JIepKaBHOIO TaeMHHMIICIO. HajmanHIO HOmycKy mepenye BH-
KOHAHHS TaKHUX JiH:

® BU3HAYCHHS HEOOXIIHOCTI POOOTH TPOMAJSTHUHA 13 CEKPETHOIO
iH(hOopMaIli€ro;

e IepeBipKa rpOMasTHUHA y 3B’SI3Ky 3 JOMYCKOM JIO Jep:KaBHOI Ta-
€MHHULIL,

® B3STTS 'POMASIHUHOM Ha ce0e MUChbMOBOTO 3000B’SI3aHHS 111010
30epekeHHs Iep)KaBHOI TAEMHHUIIL, siKa Oyjie oMYy JIOBipeHa;

e O/iepKaHHS Y MCBMOBIH (OpMi 3roiu TpOMaIsTHUHA Ha niependa-
YeHI 3aKOHOM OOMEXEHHS HOTO TpaB y 3B’A3KYy 3 JOMYCKOM JIO
JIEpKaBHOT TAEMHMUIII;

® 03HaOMJICHHS TPOMaJITHWHA 3 MIpOI0 BiJIMOBiAaNBHOCTI 3a MO-
PYLIEHHS 3aKOHO/IaBCTBA MPO J€P’KaBHY TAEMHHIIIO.

BinmoBa y HajaHHI JIONMyCKy 10 A€p>KaBHOI Ta€EMHHIII MOXE MaTu

MicClle y TaKUX BUIAIKaX:

® BiJICYTHICTH Y rpoMaJsHUHA OOTPYHTOBaHOI HEOOXiTHOCTI B PO-
00Ti 13 CEKPETHOIO 1H(HOPMAILTIEIO;

® CIPUSHHS TPOMAJSTHUHOM JIisTTbHOCTI 1HO3EMHOI JIepKaBH, 1HO3e-
MHO{ opraHizauii 4u iX IpeACTaBHUKIB, a TAKOX OKPEMHUX 1HO3E-
MIIIB 9 1X TPEJICTaBHUKIB Ta 0ci0 0e3 rpoMajsIHCTBa, 110 3aBla€e
IIKO/IM 1HTepecaM HallioHalbHOI Oe3mekn Ykpainu, abo ydacTh
TPOMaJISHUHA B JiSUTBHOCTI TOJITHYHUX MApTil Ta TPOMaJChKUX
oprasizariii, JisUTbHICTh SIKHX 3a00pOHEHA Y TIOPSIKY, BCTAHOB-
JICHOMY 3aKOHOM;

® BiJIMOBa TPOMAJTHUHA B3SATH Ha ceOe MUCHMOBE 3000B’s3aHHS
1010 30epeKeHHs Iep’KaBHOI TaEMHHMIII, sika Oyae oMy JoBipe-
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Ha, a TAKOX 3a BIJICYTHOCTI HOr0 MMCHMOBOT 3roJid Ha Tepeoda-
YeHi 3aKOHOM OOMEXEHHS MPaB y 3B’S3KY 3 JIOIYCKOM JI0 JIeprKa-
BHOI TAEMHMIII;
® HAsSBHOCTI Y TPOMaJSIHMHA CYIMMOCTI 32 TSDKKI 3JI0YMHH, HE TIO-
TaIeHol UM He 3HATOI B YCTAHOBJICHOMY MOPSIKY;

® HASIBHOCTI Y TPOMaJsTHUHA TICUXIYHUX 3aXBOPIOBAHb, SIKI MOXKYThb
3aBJIaTH MIKOJU OXOPOHI JIep)KaBHOI TA€MHHUII, BiIMOBIAHO JO
Mepertiky, 3aTBEP/HKEHOro MIHICTEpCTBOM OXOPOHH 30pOB’s
VYkpainu 1 Ciryx6010 6e3nexn YKpaiHu.

Kpim Toro, y HajianHi JOMyCKY TaKoXK MOYKe OYTH BIJIMOBJICHO Y pasi:

® IIOBIJIOMJICHHS TPOMAJITHIHOM TIiJ1 Yac 0(OPMIICHHS IOITYCKY He-
JIOCTOBIPHHUX BijioMOcCTel Tpo ceoe;

® [OCTIHOIO MPOKUBAHHS TPOMAJITHUHA 332 KOpAoHOM abo odop-
MJIGHHSI HUIM JOKYMEHTIB Ha BHUi3[ ISl MOCTIHHOTO MPOKUBAHHS
3a KOPJIOHOM;

® HCBUKOHAHHS T'POMAJISHHHOM OOOB’S3KIB IIOJIO 30CpeKECHHS

Jiep)KaBHOT Ta€EMHMIII, SKa oMy moBipeHa abo JoBipsiacs paHi-
mre.

VY pasi BiAMOBU IPOMaISIHUHOBI Y JIOIYCKY /10 JepKaBHOI TAEMHUII
Mae OyTH BHECCHO MOTHMBOBAaHWN BUCHOBOK opranHy CiyxOu Oe3mexu
VYkpaiHu, sikuil mpoBOIUB MepeBipKy. PileHHs mpo BIAMOBY y HaJaHHI
JOTIYCKY JI0 JEpKaBHOI TAEMHHMIN TOCaJ0BI 0coOM 3000B’si3aHi y
I’ ITUJICHHUH TEPMiH MHUCHMOBO TOBIJIOMHTH TPOMAJsSIHUHA, 3a3HAYMB-
[ITA IPUYXHY 1 TiJICTaBU BiJIMOBH.

['poMa/iTHUH Ma€e TIPAaBO OCKAPKHUTH 1[0 BIJIMOBY B MOPSIKY Tijier-
JI0CTI TIOCaJI0BiH 0CO01 BUIIIOTO PiBHS UM JIO CYY.

KepiBHUKM OpraHiB Jiep>KaBHOI Biaji, OPraHiB MiCIIEBOTO CaMOBPSIILY-
BaHHsI, MIAPUEMCTB, YCTAHOB 1 OpraHizailiii 30008’ s13aHi 3/1iHCHIOBATH MOC-
TIMHUIA KOHTPOJIb 3a 3a0€3MeUeHHAM OXOPOHH JIeP>KaBHOT TAEMHMIIL.

11.3. CyTHicTh KOHigeHiiTHOT iHpOpMAaii,
10 € BJACHICTIO Jep:KaBH

Y poGoTi opraniB Jep»aBHOI BJIaJli Ta MICIIEBOI'O CAMOBPSITYBaHHS
IHIIMX OpraHi3aliii BUKOPUCTOBYETHCS IiJla HU3KA JOKYMEHTIB, CIpaB,
BUJIaHb Ta IHIIUX MaTepialbHUX HOCIIB iH(OpMaIii, 10 MicTATh KOH]I-
JICHITIMHY 1H(pOpMAIliIo, sIKa € BJACHICTIO JIep)KaBH, ajic B TOH e yac 11
HE MOJKHA BIJIHECTH JIO JIepKaBHOI TaeMHHMII. L{ro iHpopMmarliito BHOKpe-
MJICHO B OKpeMy TpyIy, 3 HaJlaHHsIM il rpudy «list cmy>k00BOro Kopu-
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CTyBaHHS». B opranizanisx mae 0yt po3poOieHO IHCTPYKIIii mpo mopsi-
JIOK 00JTiKy, 30epiranHs i BAKOPUCTAHHS JOKYMEHTIB, CIIpaB, BUAAaHb Ta
IHIIMX MaTepialbHUX HOCIIB iH(OpMaIii, sIKi MiCTATh KOH(DIICHIIHHY
iH(popMallito, 110 € BiacHicTIO jJepxkasu. Jis mporo Kadiner MiHicTpis
VYxpaiau po3pobus Ta mocranoBoro Ne 1893 i 27 mucromama 1998 p.
3aTBEPIUB THUIIOBY IHCTPYKIIIO MPO MOPSAOK 00MiKy, 30epiraHHs i BH-
KOPUCTAaHHS JIOKyMEHTIB, CIIPaB, BUIaHb Ta 1HIINX MaTepiaJbHUX HOCIIB,
SIK1 MICTSATHh KOH(iIEHIIHY iH(OpMaIlifo, IO € BIACHICTIO JIepKaBH.

[Nepeniku xoH(iAeHIIHHOI iH(OpMaIii po3poOISIOTECS Ta BBOAATH-
csl B JII0 MiHICTEPCTBaMH, IHITUMH [EHTPAILHIMU OpraHAMH BUKOHAB-
yoi Biaju, Pajgoro MinictpiB AP Kpuwm, obnacaumu, Kuiscskoro ta Ce-
BaCTOMOJBCHKOI0 MICHKOIO JIep)KaBHUMH aJMIHICTpAIlisIMHA, B SIKHX
YTBOPIOIOTHCS a00 y BOJIOAIHHI, KOPUCTYBAHHI UM PO3MOPSIKEHHI SIKUX
nepeOyBaroTh 1i BiomocTi. Kpim Toro, Ha Jep’kaBHUX ITiIIPUEMCTBAX,
B yCTaHOBAaX i OpraHi3alisix MOXXYTh CTBOPIOBATHCS TIEPEIIiKH KOHKPET-
HUX BUJIIB JOKYMEHTIB y BiJIIIOBIHIN cepi AisTTBHOCTI.

Ha noxymenrax, mo MicTATh KOH(DiIEHUIHHY 1HpOpMaIllito, y mpa-
BOMY BEPXHHOMY KYTKY MEPIIOi CTOPIHKH, a JUTS BUIAaHb — HA OOKJIAIH-
HIIl Ta Ha TUTYJI NPOCTaBIsOTh rpud «Jlist ciayx00BOTO KOpHUCTYBaH-
HS» Ta HOMEP MPUMIpPHUKA. Y TOMY pasi, KOJIH Ili TO3HAYKU HEMOXKIHBO
HaHeCTH 0e3M0CepeIHbO Ha JOKYMEHT, TO iX MPOCTABISAIOTH HA CYNPOBI-
JTHOMY JIOKYMEHTI.

3a 3abe3reueHHs] PaBUIIBLHOTO BeJCHHS 00Ky, 30epiraHHsi Ta BUKO-
pHUCTaHHS JTIOKYMEHTIB 3 TpudoM «/[1s1 ciry:k60BOro KOpUCTyBaHHS Bi/IIoO-
BiJIalOTh KEPIBHUKK opranizaiiiii. besmocepenne BeneHns, o0k, 30epiran-
Hsl, PO3MHOKEHHSI Ta BUKOPUCTAHHS 3a3HaY€HUX JOKYMEHTIB, 8 TAKOXK KOH-
TPOJTb TIOKJIQIAETHCS HA YIPABIIIHHS CIIPABAMHU, 3arajibHi BiJIIUIH, KaHIIEIsI-
pii opranizarii. KoHTposb 32 HEpPO3TONOIIEHHSIM BiIOMOCTEH, IO MIiCTSATh-
csl y IOKyMEHTax 3 rpudoM «Jl1st ciry:>kO0BOr0 KOpUCTYBaHHsDY, 3IMCHIO-
€THCS PEKMUMHO-CEKPETHUMH IMiAPO3/IIIaMU OpTraHi3atlii.

CriBpoOITHUKH OpraHizailiid, sKi MpaloTh 3 TAKUMU JIOKyMEHTa-
MU, B 00OB’SI3KOBOMY TOPSJIKY ITiJ] PO3MUCKY O3HAHOMITIOIOTHCS 3 1H-
CTPYKIIIEIO MIOJI0 POOOTH 3 JOKYMEHTaMH, SIKI MiCTATh KOH(DIICHIINHY
iHpopMalilo 1 € BIacHicTIO aepxkaBu. CriBpOOITHUKH, JOMYIIEHI 10 pO-
60T 3 mokyMeHTaMu «Jlis cay)OOBOro KOPHUCTYBaHHS», HE MAalOTh
MpaBa pO3roJIONIyBaTH yCHO a0 MUCHMOBO Oy/Ib-5IKi BIZIOMOCTI, IO Mi-
CTATBCS B IOKYMEHTaX, OKpIM BUIAJIKIB, SIKI Iepe10adaroThCst CIIyk00-
BOIO TTOTPEOOI0.
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11.4. OxopoHa 10KYMEHTIB, 1110 MiCTATH
KOH(ineHuiliny iHpopmauiro, sika € BJACHICTIO
Aep:KaBH, Ta po00Ta 3 HUMH

[Ipuitmanns 1 o0mik (peectparlisi) JOKYMeHTIB 3 Tpudom «Jlist cmy-
KOOBOTO KOPHUCTYBaHHS» 3JIHCHIOETHCS KAHIIESPI€I0 opranizalii, ska
Be/ie O0JIIK HECEKPEeTHOI JOKyMEHTaIlii, TOTPUMYIOYNCh BUMOTH OJTHO-
pasoBoi peectparii. KopecnorneHiist 3 rpudom «/ s ciry>x00Boro ko-
PHUCTYBaHHS», 110 HAJAXOAUThH A0 OpraHizailii, IpuiiMaeThecs 1 mepeBipsi-
€TbCS LIEHTPAII30BAHO y KaHLENSPii CHiBpOOITHUKAMU, SIKMM JOpy4eHa
poboTa 3 TakKMMHU JOKyMeHTaMH. [Ipu 11boMy 0OOB’SI3KOBO 3BIpSIFOTHCS
HOMEpH, MepepaxoBY€eThCsS KUIBKICTh CTOPIHOK Ta MPUMIPHUKIB JIOKY-
MEHTIB, MEPEBIPSIETHCA HASBHICTh JOAATKIB, 3a3HAYCHUX Y CYIIPOBIIHO-
My JIUCTi. Y pa3i BiICYTHOCTI JTOKyMEHTIB 200 JOJATKIB 10 HUX CKJIaja-
€THCSI aKT y JBOX IpuMipHHUKax 3a (opmoro 1 (3pa3ok dopmu 1 HaBo-
JUTHCSL HUXKYE), OJIMH 3 SKMX HAIlPaBISETHCS BIANPABHUKY.

SIKIIO KOPECHOHCHLII0 JOCTAaBICHO Yy HepoOOuMii 4ac, TO BOHA
NPUIMAETHCS TOCTIHHUM YeproBuM. SIKIIO B opraHizailii HemMae MmocTii-
HOT'O YeproBoro, To JOKyMeHTHU «/[1s ciay’k00BOro KOpucTyBaHHs» J10C-
TaBJATH Y HepoOounii yac 3a00pOHEHO.

JokymenTtu 3 rpudom «Jlyis ciry>k00BOr0 KOPUCTYBAHHSI», SIKi Ha-
JUUIITY TOMHUITKOBO, TIOBEPTAIOTHCS BiJMPABHUKOBI 200 TEpEeCUIIaloThCs
ajZipecaToBi.

Peectpanii miuisraroTs yci BXiJHi, BUXi/IHI Ta BHYTPIIIHI JOKYMEH-
TH 3 TpudpoM «JIs ciry>k00BOr0 KOpUCTYBaHHS». BoHN 00TIKOBYIOThCS
3a KUTBKICTIO CTOPIHOK, a BUJaHHA (KHUTH, )KypHaJIU, Opomrypu) — 3a Ki-
JBKICTIO MPUMIpHUKIB. OOJIK JOKYMEHTIB Ta BUAaHb «J{i1st ciry:k60BOTO
KOPUCTYBaHHS» 3IMCHIOETHCS Y CHEIIAIbHOMY XYypHaITi 32 GopMoro 2
abo Ha KapTKax 3a (opMor0 3 (HAaBOIATHCS HIDKYE), OKPEMO BiJ OOMIKY
1HIIIOT KOPECTIOHACHIIII.
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®opma

AKT
PO BiJICYTHICTh BKJIQJICHb Y KOHBEPTI (TTaKeTi)

BiJI Ne

(Micye cknadanns)

Ieit akt cxmanenuii Ha miacTasi [HeTpykii mpo mopsiiok o0miKy, 30epi-
TaHHS 1| BUKOPUCTAHHSA JOKYMEHTIB, CIIPaB, BUIAHb Ta IHIINX MaTepialbHUX HO-
ciiB iH(opMaIii, SKi MiCTATh KOH(IIECHIIIHY 1HPOPMAIIiO, IO € BIACHICTIO
JIepKaBH, 3aBiIyI0YNM KaHIICISIPIEO

(Haiimenysanns opeanizayii)

(Ilpizeuwe ma iniyianu)
y IPUCYTHOCTI

(Ilocaoa, npiseuwe, iniyianu)

PO Te, IO MiJ] Yac PO3KPHUTTS KOHBEPTa (TTaKkeTa), HaliCIaHOTO

(Haiimenysanus opeanizayii, wo nadiciana naxkem)

HC BHUABJICHO TaKUX BKJIaJCHb

(Haszeu i Homepu 0oKymMenmis, AKux He 8UsA81eH0)

3aBiyrounii KaHIEISIPIEO

(ITionuc) (Iniyianu ma npizeuwe)

IIpumimka. AKT CKIIQIAa€ThCA Y IBOX MPUMIPHUKAX, OJWH 3 SIKHX HaJCHIA-
€TBHCSI BIATIPABHUKOBI ISl HAJ[ICIaHHS IOKYMEHTIB, SIKHX HE BUCTAYaE.
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KYPHAJI
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Ipumimka :J103BONAETHCSI OKpEME BEICHHS JKypHAIIB Ha BXIiJHI Ta BUXIJHI JOKYMEHTH 1

BHUJIaHHA 3 FpI/Iq)OM «IIJ'IH CJ'Iy)K6OBOl"O KOPUCTYBaHHSA».
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®opma 3

KAPTKA
00J1iKy TIOKYMEHTIB Ta BUIaHb 3 rpu¢om
«J1o1s1 cJ1y:K00BOTr0 KOPUCTYBAHHSI»

(JInupoBwii 6ix)

1. KonTtpoiss

2.135791113151719212325272931

3. I'pud

4. KopecrionieHT

5. Anpecar

6.J]aTa HaIXOMKEHHS Ta IHIAEKC

7. JlaTa Ta iHI€KC TOKYMEHTA

8. Bung nmoxkymeHTa Ta HOro KOpPOTKHIX
3MicT

9. KinpkicTh IPUMIpHUKIB Ta IX HOMEPH

10. KiibKicTh CTOPiHOK

11. Pe3osrortist a0o KOMy HajicIaHWA Ha BAKOHAHHS

12. BinmiTka mpo BUKOHAHHS JOKYMEH-
Ta

13. Homep cnpaBu 3a HOMEHKJIATYPOIO

(3BOpOTHHIL OiK)

14. BinMmiTKa Ipo OTPHMaHHS

15. BigmiTKa IIpo NOBEPHEHHS

16. IlepeBipka BUKOHAHHS

17. Iamni BigMiTKH

18. ®onpg Neo 19. Omuc Ne

20. Copasa Ne
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OO6mnik MarHiTHUX HOCIiB iH(popMarii 3 rpudom «/[st ciryxOGoBoro ko-
PHCTYBaHHS» BEIETHCS OKPEMO BiJ 00Ky ManepoBHX HOCIiB. 3 Ii€l0 Me-
TOIO CTBOPIOETHCS OKPEMUI sKypHAIT a00 3alIOBHIOETHCS OKpPEMa KapTKa.

3araibHAM TSl BCIX KYPHANTIB, y SKUX PEECTPYETHCS JOKYMEHTAIIiS 3
rpudom «/171s1 cimy>k00BOr0 KOpPUCTYBaHHS», € HyMepallisi CTOPIHOK, TPo-
[IHYpOBYBaHHS JKypHANIIB Ta iX oredyaryBaHHs. Ha ocranHiil cTopiHmi po-
OWTBHCS 3aITUC TIPO KUTBKICTh CTOPIHOK Y JKYpHAJTI, IKUH ITiAMACYETHCS Tpa-
LIBHUKOM KaHIIEJISIPI1 Ta 3aBipSETHCS MEUYATKOIO «J1JIs TaKeTiB.

VY ToMy BUMAIKy, KOJIH 00CAT JOKyMEHTIB 3 rpudom « s ciyx60-
BOTO KOPHCTYBAaHHS» HE3HAUYHUI, BOHH MOXYTh PEECTPYBATHUCS B XKYp-
HaJIaX peecTparii HeCeKpeTHOI JOKyMEeHTallii, OJIHaK TPH IIbOMY B KYp-
Has1i ab0 Ha KapTIli 0 HoMepa peecTpallii 101ar0Th mo3Hauky «JICK».

Ha xoxxHOMy mokymeHTi «Jlst cimy»>k00BOTO KOPHCTYBaHHS» TIPH pe-
€cTparii MPOCTABISETHCS IITAMII, B SIKOMY 3a3HA4alOThCsl HAMEHYBaHHS
oprasi3ailii, peectpariiiHuii HoMep TOKyMEHTA Ta JlaTa HoTro HaJIXO/KCHHS,
a TIPOXOJ/KCHHS JIOKYMEHTIB Y CTPYKTYPHUX MiJpO3/iIax opraHizarii mo-
BHUHHO CBO€YACHO BiJTOOpaKaTHCS HAa KapTKax Ta B )KypHaJIax.

Tupaxx BuganHs 3 rpudom «/[s ciy’00BOro KOpUCTYBaHHS», OJle-
pPKaHU U1 pO3CUIIaHHS, PEECTPYETHCS 32 OJJHUM BUX1THUM HOMEPOM Y
JKypHaITi 00JIIKY 1 po3moAiy BuaaHb 3 rpudoM «J1ist ciry>k00BOro Kopu-
CTYBaHHS» 32 BiAMOBITHOIO POPMOIO (HABOIUTHLCS HIKYE).

Jlo1aTKOBO PO3MHOXKEHI MPUMIPHUKU JOKYMEHTa (BUAAHHS) oO0ui-
KOBYIOTBCS 32 HOMEPaMH I[bOI'0 JJOKYMEHTa (BHJAHHS), PO 10 POOUTH-
sl TIO3HAYKa Ha PO3MHOKEHOMY JOKYMEHTi (BuJaHHi) Ta y popmax 00-
niky. Hymepaitist 101aTKOBO PO3MHOKEHUX MPUMIPHHUKIB MPOJIOBXKYETh-
Cs1 BiJl OCTAaHHBOT'O HOMEpa MPUMIPHHUKIB, 110 OyJIM PO3MHOKEH1 paHillle.
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KYPHAJL
00J1iKy Ta po3noaiiny BUAaHb 3 rpugom
«/1s1 c1yK00BOr0 KOPUCTYBAHHSI»
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BinnoBiganeHICTh 32 BUIYCK JOKYMEHTIB 3 rpudom «/ s ciyx60-
BOTO KOPHCTYBAHHS, [0 THPAKYIOTHCS, HECYTh KEPIBHUKH OpraHi3amii
(CTPYKTYpHHX IiIPO3MILIIIB), y SKHX BOHU THPAKYIOTHCS.

Jokymentu 3 rpudom «/1i1st ciry>k00BOTO KOPHCTYBAaHHS, OJIepKaHi
BiJl CTOPOHHIX OpraHi3aiiif, MOXyTb OyTH PO3MHOKEHI TUTBKH 3a iX 3r0-
J0X0.

JpykyBaHHS MOKyMeHTIB 3 Tpudom «Jlins ciayk00BOro KopucTy-
BaHHS» 3JIUCHIOETHCS Y JIPYKapchKoMy OOpo (OrOpo KOMIT FOTEPHOTO
Habopy) ab0 y CTPYKTYpHHUX MIiAPO3AiNIax Mia BiJMOBIJATBHICTE KEPiB-
HUKiB. Ha 3BOpOTi 0OCTaHHBOT CTOPIHKM KOXKHOTO MPUMIPHUKA TOKYMEH-
Ta JIPYKYETHCS KUTBKICTh BUTOTOBJICHUX NMPHUMIPHHKIB, MPI3BUIIIE BUKO-
HAaBII, IPI3BHIIE IpyKapKH (OnepaTopa) i [aTy IpyKyBaHHS JOKYMEHTA.

HanpykoBaHi JOKyMEHTH pa3oM 3 YepHETKAMHU MEPeHaroThCs s
peectpanii criBpoOITHUKY KaHUENspil, IKUK 31iHCHIOE O0JIIK HaapyKO-
BaHHMX MPUMIPHUKIB, a YEPHETKU Ta BapiaHTU JOKYMEHTAa 3HUIIYIOTHCS
BUKOHABIIEM Ta CIIBPOOITHHKOM KaHIEIAPIii, PO M0 POOHUTHCS 3aIuc
Ha KOTii BUXiHOTO JOKYMEHTA.

Po3MHOKeHHST TOKYMEHTIB 3 rpudom «list ciryk00BOro KOpUCTyBaH-
HsD» Y IpyKapHi ab0 Ha pO3MHOXKYBAIBLHHX arapaTax 3iHCHIOEThCS 3 J0-
3BOJIy KEpiBHHKA OpraHizailii (CTpyKTypHOTO MiIpO3Aiiay) TiJi KOHTPOJIEM
kaHiemsapii. OOMK PO3ZMHOKEHUX JIOKYMEHTIB BEJIEThCS 32 KUIBKICTIO iX
npumipHuKiB. [licns 3akiHYeHHS APYKYBaHHs JOKYMEHTIB 3 Tpudom «Jlms
CITy’k00BOr0 KOPUCTYBaHHs» Hallp MOBHHEH OyTH PO3CUIIAHUM, IpyKapCh-
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Ki (opMH aHyJbOBaHI, 3aMCH HA MArHITHUX JUCKAaX 3HHMIIEHI, MPO IO
CKJIAIAETHCS aKT a00 POOUTHLCS BiIIOBITHA BIJMITKA y KYPHAIII 32 ITi/IITH-
CaMH 3aMOBHHKa Ta BUKOHaBLS. [1i7 yac po3MHOXKEHHS JOKYMEHTIB 3 TpH-
¢bom «/Inst cmy>k00BOr0 KOPUCTYBAaHHSD 3 BUKOPHCTAHHSAM 3aC0O0IB KOITIIO-
BAJILHO-PO3MHOXKYBAIGHOT TEXHIKM 3aXO0W TEXHIYHOTO 3aXHCTy iH(popMa-
i1 31CHIOIOTHCS BIAIOBIAHO IO 3aKOHOIABCTBA.

Tupaxy ToKyMeHTIB 3 Tpudom «J{ist ciry’00BOro KOpUCTYBaHHSD PO-
3CHJIA€THCS HA MIJICTaBl PO3HAPSIOK, MiMMCAaHUX KEePIBHUKOM OpraHizarii
Ta KePIBHUKOM KaHLEISIPii, 13 3a3HaUeHHSIM OOJIIKOBHX HOMEPIB MPUMIpPHH-
KiB, II0 PO3CHIAIOThCS. Jlo IHINMX OpraHi3aiii JOKyMEHTH TMEpPECUNIal0Th
PEKOMEHIOBaHUMH a00 IIHHUMH TOIITOBUMY Bi/NpaBlieHHsIMU. Born mo-
KYTb JIOCTaBJIATHCS TAKOXK Kyp’epamu opraHizarii. JlocTaBka JOKyMEHTIB 3
rpudom «Jl7st ciry>k00BOro KOPUCTYBaHHS MEPCOHATIOM 1HIIIMX OpraHisa-
i 3ICHIOETHCS Ha TIJICTaBl MUCBMOBOTO JIOPYUYCHHS.

JlokymeHTH, cripaBd i BUIaHHA 3 Tprdom «/1Jist ciry’)k00BOTro Kopuc-
TYBaHHS», [0 PO3CHIAIOTHCS, BKIAAI0Th Y KOHBEPTH a00 yIIaKOBYIOTh
TaKUM YUHOM, II00 YHEMOKJIIMBHUTH JIOCTYI J0 HuMX. Ha ymakoBmi um
KOHBEPTI 3a3HAYalOTh AJpPECH 1 HaliMEHyBaHHs OJep KyBaya 1 BiAIIPaB-
HMKa, HOMEpHM BKJIAQJEHUX JOKYMEHTIB 3 IIOCTAaBJICHHSIM IO3HAYKU
«JICK». Ilpn 1pboMy Ha KOHBEpTax Ta yHakoBKax 3a00pOHSETHCS 3a3HaA-
YaTH MPi3BUINA 1 TOCAAN KEPIBHUKIB OpraHi3ailii i BAKOHABIIB JTOKyMEH-
TiB, a TAKOX HallMEHYBaHHS CTPYKTYpPHUX M1APO3/LIIB.

O3zHaliomyIeHHs1 iHO3eMIIiB Ta o0ci0 ©0e3 TrpoMajsHCTBa, a TaKOX
npe/ICTaBHUKIB 3ac00iB MacoBoi iHGopmariii 3 JokymeHTamu «Jlist ciry-
#KOOBOIr0 KOPUCTYBaHHSA» JIOIYCKAETHCS Y KO)KHOMY OKPEMOMY BUIIA/IKY
BIIMOBIAHO /10 3aKOHOABCTBA Y KpaiHHU.

JlokymeHTH 3 rpudom «Jliist coy:KO0BOTO KOPHCTYBaHHS» IMicIs iX
BUKOHAHHS (JOPMYIOTBCS y CIIPAaBH BIMOBIAHO IO MOPSAKY GOpMyBaH-
HS CIPaB HECEKPETHOro AiIoBoJCTBA. [licis 3akiHUEHHS J1IOBOJHOTO
poky cnpaBy «JlokymenTu 3 rpudom «lst ciry>k00BOro KOpUCTYBaHHS»
Teperssiiae ekcrepTHa KOMicis 3 MeToro il mepedopMyBaHHs, TOOTO J10-
KYMEHTH TOCTIHHOTO 30epiranusi GOpMyIOThCS B OKpEMY CIIpaBy, a Jio-
KyMEHTH TMMYacOBOI'O KOPUCTYBAHHS 3aJIUINAIOTHCS y IiH crpasi. Sk-
10, 32 BUCHOBKOM €KCIIEPTHOI KOMICIi, cripaBa 3a CYKYITHICTIO MIiCTHTb
B1JIOMOCTI, sIKi CTAaHOBJISITh JIEPYKaBHY TAEMHHIIIO, TO MPO 1€ CKIAIAETh-
cs BignoBigHuii akt. L{ilf cripaBi HamaeTbest rpug 0OMEKEHOro AOCTYILY
3TiHO 13 3aKOHOJJAaBCTBOM IIPO JIEP’KaBHY TAEMHHUIIIO.

Jo poGoru i3 cipaBamu 3 Tprudom «JIJist ciry’k00BOro KOpUCTYBaHHS
JIOMYCKAIOTHCSI 0COOM, SIKi MalOTh JAOCBLA poOOTH Ta Oe3rmocepeiHe BiTHO-
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IISHHS JI0 IIUX CIPaB, 3T1JTHO 31 CIUCKaMU, TIOT'OJDKEHUMH 3 KaHIIEISIPIET0, a
710 JIOKYMEHTIB — 3TiTHO 3 BKa31BKaMH, BUKJIAJCHUMH Y PE3OJIOLISIX KepiB-
HUKIB oprasizaiiii ado cTpyKTypHOro miapo3/ainry. Kareropii npariBHUKIB,
SIKI JIOMYCKAIOTBCS IO poOOTH 3 BUAaHHSIMU 3 Tprdom «Jlis ciry:xGoBoro
KOPHCTYBaHHS», BU3HAYA€ KEPIBHUK OpraHizarlii.

3a00pOHSETHCSI KOPUCTYBATHCS BIZIOMOCTSAMH 3 JIOKYMEHTIB 3 TproM
« st ciry»00BOTO KOPUCTYBAHHSD JUTS BIIKPUTHX BUCTYTIB 200 OIMTyOIiKYy-
BaHHS y 3ac00ax MacoBoi iH(popMallii, eKCIOHYBATH TaKi JOKYMEHTH Ha Bi-
JKPUTUX BHCTaBKaX, Ha CTeHAaX. Y pa3i HEOOXiTHOCTI 3 MHUCHMOBOTO JO-
3BOJTY KepiBHHKA OpraHi3allii JOIyCKaeThes Oy OIiKyBaHHS a00 MepeaHHs
JUISL OITyOJIIKYBaHHSI HECEKPETHHX BIJIOMOCTEH OOMEXKEHOTO IMOIIHUPEHHS,
SIKIIO 1€ HE CYNePeYNTh YATHHOMY 3aKOHOJIABCTBY.

[Tepenada xoHbpineHIIIHHOT iH(DOPMAITii, IO € BIACHICTIO JIEPKaBH,
KaHaJIaMU 3B’SI3Ky 3IIMCHIOETHCS JIMIIE 3 BUKOPUCTAHHSIM 3ac00iB TEX-
HIYHOTO Ta KpUNTOrpadiqHoro 3axucty iHpopmariii.

[IpencraBHUKYM IHIIMX OpraHi3amiil MOXyTh OyTH O3HalOMJIEHI Ta
MOJKYTh TIPAIIOBATH 3 JIOKYMEHTaMu 3 TpudoM « /s ciryx60Boro xopu-
CTYBaHHS» Ha MiJCTaBl MACHMOBOTO 3alHUTYy KEpiBHUKA OpraHizaiii, e
MpaItoe CriBpoOITHUK, 13 3a3HAYEHHSIM XapaKTepy 3aBjaHHs, 1110 BHUKO-
HY€TbCS, Ta JO3BOJY KEpiBHHMKA OpraHizalii, y BOJOIHHI Ta po3Mops-
JOKCHHS SIKUX TepeOyBaloTh Il JIOKyMEHTH. BHUINUCKH 3 JOKYMEHTIB i
BUJIaHb Ul CIy*)OOBOr0 KOPUCTYBaHHS, 11O MICTATh B1IOMOCTI 0OMe-
KEHOT0 MOLIMPEHHs, pOOIATHECA B OKPEMI 30LIMTH, 110 MAalOTh aHAJIOTi-
yHUH rpud, SKi micis 3aKiHdeHHsI poOOTH HA/ICUIIAIOTHCS B OpraHizallito,
sika poOuIIa 3aMuT Ha BIAMOBIHI TOKYMEHTH.

CrpaBu Ta BuaanHs «/ls c1y’k00BOro KOpUCTYBaHHS» BUAAIOTHCS
BUKOHABISIM 1 MPUHAMAIOTHCS BiJ] HUX IiJl PO3MHUCKY B KapTii OOJIKY
cripaB i BuJaHb (popma KapTKH HABOJUTHCS HIKYE).
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Haspa CIipaBu abo BUJaHHA

KAPTKA OBJIIKY
CIpaB Ta BU/IaHb, 10 BUAAIOTHCA 3 TPUPOM
«Jlns cayxk00BOro KOPUCTYBAHHSD)

No | Howmep crnipasn, MMinpo3min i Posmucka i nata ITpumitka
3/l | HOMEpH IpPUMi- IPi3BHIIE OTPUMAaHHS | TOBSPHEHHS
PHHMKIB BUJaHb | CIIBPOOITHHKA
Ta KiJIbKICTh
CTOPIHOK
1 2 3 4 5 6

[lepioguuHo crpaBu MOCTIHHOTO Ta TpUBajoro 30epiraHHsi 3 Tpu-
dom «Jlst ciry’)k00BOr0 KOPUCTYBaHHS» MEPETIAAOTHCS 3 METOK MO-
KITMBOTO 3HATTS 1bOro rpuda. Sk mpaBmio Taka mporeaypa 3aiicHIo-
€THCSI TIPH TIEpeIadi JOKYMEHTIB 13 CTPYKTYPHOTO MMiJIPO3JIITY 10 apXiB-
HOTO TiAPO3/1iTy oprasizarii abo mij| 4ac MmiJIroTOBKH CIpaB MOCTIHHOTO
30epiranHs AJs iepesadi 0 AepKaBHOI apXiBHOT YCTaHOBH.

BinOip mokymeHTiB juis 30epiraHHsi 1 3HUINEHHS TMPOBOJUTHLCS Ta-
kuM yrHOM. [leprr 3a Bce 3IIHICHIOETHCS €KCIepTh3a HAyKOBOI, iCTOpH-
KO-KYJIbTYpHOT I[IHHOCTI JJOKYMEHTIB i cripaB 3 rpudom «Jlns ciyx6o-
BOrO KOPUCTYBaHHs». 1i pe3ysIbTaTh PO3IJIANAIOTHCS 1 3aTBEPIKYIOThCS
BiNoBiHO /0 [lonokeHHS PO TPUHIUIKM Ta KpUTEpii BU3HAYCHHS
LIHHOCTI TOKYMEHTIB, MOPSIOK CTBOPEHHS Ta AISIIBHOCTI €KCIIEPTHUX
KOMICiif 3 MMTaHHA BiJIHECEHHS NOKYMEHTIB 10 HarioHanmbHOTO apXiB-
Horo (hOHTY, 3aTBEpKEeHOro nmocranoBoio Kabinery MinicTpiB Ykpainu
Bix 20 sx0BTHS 1995 p. Ne 853.

BiniOpani mis 3HMIIEHHS cripaBu 3 rpudom «J s ciayxO60Boro xo-
PUCTYBaHHS», 110 HE MArOTh HAYKOBOi, iICTOPHKO-KYJIBTYPHOI IIHHOCTI
Ta BTPATHIIM MIPAKTUYHE 3HAYCHHS, MOKYTh O(OPMIIITHCS OKPEMHUM aK-
TOM 200 BKIJIFOUATHUCS Y 3arajibHUI aKkT 3a TaKo (HOPMOIO:
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3ATBEP/KYIO

(lionuc)

(Ilocaoa kepienuxa opeanizayii)

(IIpizeuwe ma iniyianu)

(lama)

HaiimenyBannst opranizanii
AKT
MPO 3HUIEHHS] JOKYMEHTIB i cipasB,
10 He HMiAIAranTb 30epiraHHIo
BiJ| Ne

(Micye ckraoanns)
Ha migcrasi

(Haszea ma euxioni 0ani nepeniky 0okymenmis

i3 3a3HayenHsAM cmpoxKie ix 30epieaniisi)

Bi1iOpaHi JUIsl 3HUIICHHS SIK TaKi, [0 HE MalOTh HAYKOBOI, iCTOPHUYHO-

KyJbTYpHOI HIHHOCTI Ta BTPAaTHJIM MPAKTUYHE 3HAYCHHS, CIIPABHU 1 JI0-
KyMeHTH QoHmy Ne

(HatimenysanHs ponoy)

Ne 3aroio- Jlara cnpa- Homepn Innexc Kinbkicth Tepmin
3/m BOK cripa- | BH (IOKyMeH- OMHUCIB crpaBu crpas 30epiraHHs
BHU (IOKy- | Ta) abo KpaiiHi | (HOMEHK- | (TOoMy, 4ac- (TomiB, CIIpaBU
MeHTa) abo JIaTH CrpaB naTypH) THHU YaCTHH) 1 (Tomy,
CHUTbHUI (TOKyMEHTIB) 3a piK 3a HOMEH- HOMEpH YaCTHHU)
3aroJo- (poxm) KJIaTypOIO <
BOK CIIpaB abo HoMep =
(TOKyMeHT- CIIpaBH 3a =
TiB) OITHCOM) =
1 ]2 3 4 5 6 7 8
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Pazom CIIpaB 3a pOKH
(Jlimepamu i yughpamu)

Onucu crpaB MOCTIMHOTO 30epiranHs 3a pPOKH 3a-
TBEPJIKEHi, a 3 0co0oBoro cKiany — noromkeni 3 EINK
(Hatimenysantsi OepacagHoi apxieHoi ycmanosu)
[IpoTokon Bix Ne
Excneprusy npoBoaus

(llocada ocobu, nionuc, npizeuwe ma iniyianu)
Jara
CXBAJIEHO
IIporokon EK
BIJI Ne
JIOKyMEHTH y KUIBKOCTI CIIpaB

(Lugppamu i nimepamu)

Baroro KiJIOTpamiB 3/1aHO

(Haimenysanns opeanizayii)
Ha Hepep06Ky 3a HpHﬁMaﬂLHO-3)IaBaJ’IBHOIO HaKJIaJHOIO
BiJ Ne

(Ilocaoa ocobu, sika (ITionuc) (IIpizeuwge ma iniyianu)
30ana 00KymeHmu)

(Hdama)

BiniOpani s 3HAIIEHHS TOKyMeHTH 3 rpudom «Jlist ciayx0oBoro
KOPHUCTYBaHHS» Tepe]l X 3[a4ei0 Ha MepepoOKy MOJAPIOHIOITH TaKUM
YUHOM, 100 X HEMOXJIMBO Oyiio mpounTtatu. [licas 3HUIIEHHS MaTepi-
aniB 3 rpudom «/7s1 ciyk00BOro KOPUCTYBAaHHSA» B OOJIIKOBUX JIOKyMe-
HTax pOOUTHCS BiAMITKa «3HUIICHO. AKT No Bix (mara)».

11.5. 3a0e3neyeHHs] CXOPOHHOCTI JOKYMEHTIB.
IlepeBipka ix HasgsBHOCTI

JokymenTtu 3 rpudom «Jliast ciry:k60BOr0 KOPUCTYBAaHHS» MOBHHHI
30epiratucs y ciry>)k00BHX MpUMINIeHHAX 1 0i0mioTekax y madax (cxo-
BHIAX), SIKIi HAJIHHO 3aMHKAIOThCS 1 OMEUYaTYIOThCA. 3a00pOHSETHCS
30epiraTtu Taki JOKYMEHTH Yy TiIcoOHNX PoHmax 0i0mioTeK.

CrpaBu 3 rpudom «last cmy’O0BOT0 KOPUCTYBAHHS» BUIAIOTHCS
JUTSE POOOTH, SIK TIPABHWJIO, HA OJMH JIeHb, TOOTO HAMPHUKIHIN POOOYOTr0
JTHSI BOHU TTIOBUHHI OyTH TTOBEPHEHI /10 KaHIIENSpii ab0 10 CTPYKTYPHOTO
MiAPO3 LTy, Ie BOHH 30epiraroThes. Y pasi HeOOXiTHOCTI 3 T03BOJY Ke-
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piBHHKA TOKYMEHTH MOXYTh BU/IAaBaTHCA 1 HA CTPOK, KU TaHO BUKO-
HaBIEBI JJI BUKOHAHHS 3aBJAHHS, OJHAK NPH I[bOMY BOHHU ITOBHHHI
30epiratucs BiJMOBIIHUM YUHOM Yy Tadax, siKi 3aKpUBAIOTHLCS 1 JI0 SIKUX
HE MalOTh JOCTYIY CTOpOHHI ocobu. [lepenaua mOKyMeHTIB 3 rpudom
«/ns cimy:k00BOTO KOPUCTYBaHHS» IHIIMM CHIBpOOITHHKAM 3[iCHIO-
€THCS JIMIIE Yepe3 KaHLEeAPito, apXiBHUH Miapo3aia abo 6i0mioTeKy.

Crpasu 3 rpudom «/1st cryk00BOro KOpUCTYBaHHSD» 3a00POHSETh-
Csl BUHOCHTH 3a MeXi oprasizamii. JlIOKkyMeHTH MOXyTh OyTH BHHECEHI
3a MeXI1 opraHizaii 3 J03BOJIy KEpPiBHUKA JUIS IMOTOHKEHHS iX BUKOHAH-
HS 3 IHIIMMH OPraHi3allisMy y MEKax HACEJIICHOTO MYHKTY. Y pasi sSKIIo
JOKYMEHTH TIOTPiOHI U IpOBeNeHHs poOOTH 3 HUMHU B iHIIOMY Hace-
JICHOMY TYHKTi, TO 1X HAQJCHJIAIOTh TYJIW 3a3Jajerijb, a Micis 3aBep-
IeHHsI pOOOTH MOBEPTAIOTh Ha3aj y Crocid, nependadyeHuil 3aKOHOAaB-
CTBOM. 3a00pOHSETHCS MEPEBO3UTH JOKYMEHTH 3 rpudom «ls cimyx-
0OOBOr0 KOPUCTYBaHHS» OKPEMHUM 0CO0aM, SIKi ITyTh Y BIAPSKCHHS 10
1HIIOTO HACEJICHOTO MYyHKTY. 3 JA03BOJY KEpiBHHKA OpraHi3allii J10Kyme-
HTH MOXXYTh MEPEBO3UTHCS TPYIOI0 0Ci0, 10 iMyTh Y BiAPSIKEHHS, 32
YMOBH SIKIIO IX HE MEHIIE JBOX a00 SKIIO JTOKYMEHTH MEPEBO3MTH
030pO€HUH TpalliBHUK.

VY pasi 3MiHM BIJIOBIJAJBHOIO 3a 30€pEKEHHs JOKYMEHTIB 3 IpU-
¢bom «/Inst cayk00BOro KOpUCTYBaHHSA» INpalliBHUKA CKIAJAEThCSA aKT
npuiioMy-nepeaadi JOKyMEHTIB, KU 3aTBEPAXKY€ KEPIBHUK OpraHizaril
YU CTPYKTYPHOTO MiAPO3ALITY.

[[{opiuHO KOMICi€0, 110 MPHU3HAYAETHCS HAKAa30M KEPiBHHKA 1 JI0
CKJIa/ly 5IKOi 000B’SI3KOBO BKITIOUYAIOTHCS 0c00a, IKill JOpY4YeHO 00K Ta
30epiranHsi IMX JOKYMEHTIB, @ TaKOX KEPIBHUK PEKUMHO-CEKPETHOIO
MiPO3/iTy, 3MIHCHIOEThCS TEePEBIpKa HASIBHOCTI JJOKYMEHTIB 3 TpU(OM
«/na coyx0OoBoro KopuctyBaHHs». Pe3ynbraTu mepeBipkH HasBHOCTI
0QOPMIIIIOTBCS aKTOM, POpMa SIKOTO HABOJUTHCS HUKUE.
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3ATBEP/KYIO

(lionuc)

(Ilocaoa kepienuxa opeanizayii)

(Ilpizeuwe ma iniyianu)

(llama)

HaiimenyBanHns opranizarii
AKT
nepeBipKy HASIBHOCTI Ta cTaHy JOKYMEHTIB i cipaB
BIJ No

(Micye cxnadanns)
CxutajieHuit KOMICI€I0 Ha MiJICTaBl HaKa3y Bij Ne
Kowmiciero:
T'onosa xomicii

(Ilocaoa, npizeuwe, iniyianu)
Unenu Komicii

(Ilocaoa, npizeuwe, iniyianu)
[lepeBipkot0 BCTAaHOBIJIEHO:
1. Ycworo 3a onucamu (HOMEHKIATypamH CIIpaB, KypHaiaMmu OOJiKY)
HAMIYy€eThCs JIOKYMEHTIB, CTIPaB.
3 HUX HasIBHI
He BusiBneno

(Inoexcu (Homepu) Ookymenmis, cnpas, 8UOaHb
2. 3HaiiieHo HE BiIHECEHUX JI0 OMKCIB (HOMEHKJIATYPH CIPaB, KypHaJIiB
00iKYy)

3.XapakTepucTuKa CTaHy JJOKYMEHTIB, CIIpaB Ta BUJAHb:
[lepeBipky mpoBOAUIH:

T'onosa xomicii

Ynenu komicii

Pimenns kepiBHMKa KaHUEsIpii (apXiBHOTO Mipo3aiiay, 6101mi0TeKH) 3a
pe3yJbTaTaMH IepeBipKH
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IIpo daktu BTpaTé MOKyMeHTIB 3 rpudomM «/lis ciry)k00BOro Kopu-
CTYBaHHs» POOMTHCS BiANOBIJHE TOBIIOMIICHHS KEPIBHUKY OpraHis3aiii,
SIKUH TIPU3HAYAE KOMICIFO JITISl pO3CHiyBaHHS (haKTy BTPATH JIOKYMCHTIB
YU PO3TOJIONMICHHS BiJIOMOCTEH, 110 MICTAThCS B HUX. KoMmicist ToTye BU-
CHOBOK, SIKMI 3aTBEpUKYE KepiBHUK opraHizarii. Jlo mokyMeHTiB 3 00-
JiKy crpas 3 rpudom «Jis cayk00BOro KOpUCTyBaHHS» BHOCSTHCS Ja-
Hi TIpO BTpaTy MarepianiB, a Ha 0ci0, SKi MPUYETHI 10 BTPATH TOKYMEH-
TiB 200 PO3TOJIONMIEHHS BiJJTOMOCTEH, 110 MICTATHCSI B HUX, HAKJIAAEThCS
JUCIUILTIHApHA 200 IUBLIHLHO-TIPABOBA BIIMOBIAAIBHICTE 3TiTHO 13 3a-
KOHOZ[ABCTBOM.

0o6niK, 30epizanna i 6UKOPUCMAHHA NeYamoK, wimamnie i 01aHKie.
IMocranoBoro KabGinery MinictpiB Ykpainu Bix 27 mmcromama 1998 p.
Ne 1893 3arBepmkeHa iHCTPYKIIis mo0 00Ky, 30epiraHHs 1 BUKOpPHC-
TaHHS MMEeYaTOK, MITaMIIiB 1 OJaHKiB. BiAmosigHo 10 Hel 000B’I3KOBOMY
00Ky TiAMsAraroTh NMEYaTKU 1 ITaMIU 3 TOBHUM HaWMEHYBAaHHSM Op-
rafizaiiii; OJ1aHKH 3 KyTOBUM Ta MOB30BKHIM IITAMIIAMH OpTaHi3allii,
0 MalTh HEOOXiAHMI TpadapeTHUl TEKCT JTOKYMEHTIB, SIKi JaloTh
MpaBO HA 1HCTIEKTYBaHHS, HATJIS Ta BiJIBIAYBaHHS OpraHizalliii; mocBij-
YeHHsI 0COOH, MOCBITYCHHS TIPO BIAPSHKEHHS, a TAKOX YCi BUIH Tepe-
MyCTOK, OJaHKW JOKYMEHTIB MPO OCBITY (aTecTaTH, AWUIIJIOMH, MOCBiJ-
YEHHSI ), TPYAO0BI KHUKKH.

Hakazom kepiBHHKa opraHizallii mpu3HavaroTbcss 0coOH, sIKi epco-
HAJBHO BiJINOBiIalOTh 3a 00K Ta 30epiranHsa neyatok OOJIK MmevyaTok
Ta MITaMIIiB BEJIEThCS Y JKypHai 32 TaKoo (HOpPMOIO:

KYPHAJL
00J1iKy Ta BUAAYi NeYaToK i uramMmiB
Ne | Binbutku Komy Buano Jara IIpu-
3/m | mevatok i | Haiimeny- [pisBume | dataipo- | TloBepHeHHs | MiTKa
IITAMIIB | BaHHS MiApO3- | Ta iHiliamm 3MHUCKA 1 po3mucka
QTy, B IKOMY | BIANOBi- | TIPO OTPH- | TIPO MPHIA-
30epiratoThcs | AanbHOI MaH-Hsl MaHHs
TIeYaTKH 1 ocobu
[ITAMITH
1 2 3 4 5 6 7
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OO0k OnaHKIB BENEThCS y JKypHalil 3a BUJIaMH OnaHKiB. Bumada
0JIaHKIB BIIMOBITAILHAM 32 iX BUKOPUCTAHHS 0co0aM 3IHCHIOETHCSI ITi]T
PO3MHUCKY Y BIAMOBITHUX *KypHAaNaX. XKypHas Mae Taky Gpopmy:

KYPHAJL
00J1iKy 0J1aHKIB

Hanxomxenus Bupaua

Komy Bugano
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Kypnanu ob6niky meyaTok, IITaMIliB i OJIaHKIB BKIIIOYAIOTHCS Y HO-
MEHKJIATypy CIIpaB, iX apKyllli HyMepYIOThCs, IPOIINBAIOTHCS 1 oneva-
TYIOTBCHL.

[lewyatku i mTamnu MOBUHHI 30epiratucs y ceiidax abo MeTaneBux
madax. bnanku no3BonseThes 30epiratu y madax, mo HagiifHO 3aMu-
KaroThCsl 1 oneuaTyroThes. Ha 6nankax apykapcbkumM criocobom abo Hy-
MEepaTopoM IMPOCTABIISIFOTHCS MOPSKOBI HOMEPH Ha BCIX CTOPIHKAX ITUX
OnankiB. Bumaya 3anmoBHEHUX ONAHKIB 3IMCHIOETHCS Tl PO3MUCKY Y
BIIMOBITHUX OOJIIKOBUX (hopMax, 110 nepeadoaueHi BiIOMYNMHU 1HCTPYK-
misMu. Bujjada nux OyiaHkiB 0e3 3aroBHEHHS 3a00POHSIETHCS.

3HuIIeHHS OJaHKIB 31MCHIOETHCS 32 aKTaMU 3 BIIMITKOIO Y XKypHa-
7i BiAMoBiAHOT opmu. [leyaTku i mTaMIy, BUTOTOBJICHI 3 JIO3BOJIY Op-
raniB MBC, 31at0ThCst sl 3HUIICHHS MM OpTraHaM 3a MiCIleM 3HaXo-
JOKCHHSI OpraHi3arfii.

[lepeBipka HasIBHOCTI TEYATOK, IITAMITIB i OJAaHKIB 3MiHCHIOETHCS
HIOPIYHO KOMICi€l0, MPU3HAYCHOI0 HaKa30M KepiBHUKa opraHizaii. [Ipo
MIEPEBIPKU HASBHOCTI MEYATOK, MITAaMIIB 1 OJIAHKIB pOOISATHCS BiAMITKA
y KypHaiax oOJiKy ITicis OCTAaHHBOTO 3ammucy. Y pasi MopyIeHHs Tpa-
BWJI 00JIiKy Ta 30epiraHHs MevaToK, ITAMIIIB 1 OJIaHKIB KOMICIs CKIIagae
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BUIMOBIIHWN aKT 1 MOBIJIOMJISIE TIPO BHSBIICHI MOPYIICHHS KEPiBHHUKY
opranizamii. Y pasi BTpaTH Me4aToK i MTaMIliB KEPIBHUK OpraHi3aii 30-
0OB’s13aHMI HETaHO TOB1IOMUTH Tpo 11e opran MBC Ta BXXHTH 3ax0/1iB
JUTSL X PO3LIYKY.

IuTanHs 1J1s1 nepeBipKU 3HAHbD.
1. Y gomy mosArae CyTHICTB Aep>KaBHOI TAEMHUIII?
2. BusnauTe 0coOMMBOCTI BiHECEHH iH(opMarii 10 JepKaBHOT Ta-
€MHHUIII.
3. SIkuM 9MHOM 3[IHICHIOETHCSI OXOpPOHA Ta po0OOoTa 3 TOKYMEHTaMH,
0 MICTSITh JICPIKaBHY TAEMHUITIO?
4. 1o Take koH(iaeHIIIITHA iH)OpPMAILIis, 10 € BIACHICTIO Iep)KaBu?
. SlkuM 9YUHOM 3MIHCHIOETHCS OXOPOHA Ta POOOTA 3 JIOKyMEHTAaMH,
SIK1 MICTATh KOH(QIACHIIHY iH(pOpMaIlifo, IO € BIACHICTIO Jep-
*KaBu?
6. SlkuM YMHOM 3/1MCHIOETHCS 3a0€3MEUCeHHSI CXOPOHHOCTI JIOKyMe-
HTiB?

|9,
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12. IH@OPMALINAHI TEXHOJIOI'I
NIATPUMKUA JOKYMEHTOOBIT'Y
12.1. Tenoenyii po3sumxy ingopmayiinux mexHono2ii.
12.2. Cucmemu enekmpouHo20 0OKYMeHmMO00i2y.
12.3 Ananiz npoepamuux cucmem agmomamusayii 0inogoocmea i
0oKyMenmoooicy.

12.1. Tenaenuii po3BUTKY iHGOpMALIITHUX TEXHOJIOTIH

Indopmanis — HeoliHeHHUH ckapO, a MpaBUIbHE PO3YMIHHS pOJIi
iH(popMalliiiHOT CKIIaJ0BOT B Ipoleci yNpaBiiHHS — HaJiliHa 3amopyka
ycHimHoi poboTu Oy/b-sIKOi OpraHizaiii — 44 TO BEIWKOl JepKaBHOI
YCTaHOBH, a Y1 MaJloi MPUBATHOI (ipMH.

Ha chorosiHi JOKYMEHTH € HOCISIMM KPUTHYHO BaxXJIMBOi iH(pOpMa-
ii, 6e3 sikoi ycmiliHa AiSUTbHICTH CydacHOi oprasizaiii Oyma 6 HeMOX-
AuBOIO. BupilleHHS KIIOYOBUX YIPABIiHCHKMX 3a/Jady Ta CyLiJIbHA
KOMIT I0TepHU3allisi 3yMOBUIM CTBOPEHHS K JJI MajlMX, Tak 1 JJs BEIH-
KUX Oprasizailiii, B sikiii Ou raiy3i BUpOOHUIITBA BOHHM HE MpaItOBaH,
BHCOKOTIPOJIYKTUBHUX TPOrpaMHUX 3aco0iB JUIsl cHUCTeMaTH3allii Ta
e(eKTHBHOTO BUKOPUCTAHHS CBOiX iH(opmariitHux pecypcis. [Hpopma-
uiitHi cuctemu (IC) Habynu crarycy coulianbHO 3HAYYHIOro (akTopa,
SKMI BILTUBAE HA Oe3MeKy Ta J0OpoOyT CycHiibeTBa.

Y HOBHX €KOHOMIYHHX 1 PUHKOBHUX YMOBaX I'OJIOBHE 3aBJaHHS OY/ib-
KOl opraHizaiii mosisArae B eeKTUBHIN peanizamii ynpaBIiHCHKUX (DyHK-
il 110 ¥ 3yMOBITIOE JOIIBHICT BUPIIICHHS MMTaHL aBTOMATH3AIlIi came
CTOCOBHO YTIPABIIIHCHKOI Ta OpraHi3aliifHO-po3nopsadoi AisTbHOCTI. Y 3a-
3HAYCHUX HAIpPSMKAX JISUTBHOCTI 3aIpoBaKYIOTHCS iH(OpMAIIiiiHI TeXHO-
gorii (IT), axi 3a0e3medytoTh MiBUIEHHS PIiBHS MiITOTOBKU Ta €()EKTHUB-
HOCTI TIPUHAHATTSA YNPABIIHCHKUAX PIIEHh 32 JOTIOMOTOK CyYacHHX
KOMIT FOTEpiB, 30KpeMa Mepexi Internet, cpsiMoBaHi Ha BTIICHHS HOBOTO
CTHITIO OpTaHi3aliifHOl KyJIbTypH, OPI€EHTOBAHOI HA MiIBHUIIEHHS THYYKOCTI
YIIPaBIIiHHS, 1OTO TOTOBHOCTI JI0 3MiH, BOPOBA/DKEHHSI PUHKOBHX METOIIB,
BU3HAHHS TAKUX MPIOPUTETIB, K KITIE€HT-CIIOKUBAY YIIPABITIHCHKUX MOCITYT
3 HaOMIKEHHSIM YIIPABIIIHHS JI0 HBOTO.

Jn1s BUpIIICHHS KITFOYOBHX YIPABIIHCHKUX 33/1a4 1 OIIHKH 1X SIKOCTI
3 TOYKH 30y JOCSTHEHHS KiHIIEBOTO Pe3yJIbTaTy, Mpo IO 3aCBIIUYE JI0-
CBiJI aqMiHICTpaTUBHUX pedopM y IPOBIIHUX KpaiHax 3axo[y, 3aCTOCO-
BYIOTBCSI TIIXOJH JIIJIOBOTO MEHEIKMEHTY, SKi 0a3yrOThCS Ha TPHOX
cknanoBux (tpu «E»): pesynpratuBHicTh (Effectiveness), epexTuBHICTD
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(Efficiency) ta exonomiuHicTh (Economy). TexHooTii i7I0BOro MeHe-
JDKMEHTY SIK JeJIeTyBaHHS MOBHOBAa)KEHb BHYTPIIIHIM MiAPO3IiIaM st
MPUAHSTTS YNPaBIIHCHKUX PIllleHb, 3aCTOCYBaHHS KOMaHJIHOI pOOOTH,
MaTPUYHI METOAM YTIPaBIIiHHS, BUKOPUCTAHHS CHCTEMHOTO aHaji3y Ja-
HUX, MTOKJIAZICHI B OCHOBY 1H(OpMAIiifHUX TEXHOJIOTIH sIK 3ac00iB aBTO-
MaTH3amii 0a30BUX MPOIECIB YIPABIiHHS — TUIOBOJCTBA Ta JOKYMEHTO-
00iry, i BU3HAYalOTh HOBUI CTHIIb YIIPABIIHCHKOI AiSTTBHOCTI.

B VxpaiHi noBiIbHO, ane MOYMHAIOTH PO3YMITH Ba)KIHBICTH KOM-
TUIEKCHOTO MIAXOMy 1O MpoOjaeM aBTOMAaTH3AIlii MiJIPUEMCTB 1 OpraHi-
3aIliif, YCBIJOMJIIOIOUYH, 110 €()EKTHBHICTH aBTOMATHU3AIlli 3aJICKHUTh,
MepII 3a BCe, BiJl TOrO, HACKUIBKK MOBHO 1 BCEOIYHO OXOIMMJIa BOHA BCi
chepu BUpoOHMYOI fisitbHOCTI. CaMe TOMY B ocTaHHI poku B obyacTi [T
3HAYHO 3pocya poib cucTeM kepyBanHs nokymentamu (CKJI), siki € Ba-
KITMBOIO CKJIAZIOBOK) YAaCTHHOI CHUCTEM YIIPABIIHHS MiANPHEMCTBOM
(opranizaiii€ro), XapakTepHOIO cTaja ifies MOO0YyJIOBU KOPIIOPATHBHUX
inpopmaniiinux cucrem (KIC). Ilpu npoMy MOHSTTS KOPHOPAaTUBHOCTI
nepeabdavae HAsBHICTD IOCUTh 3HAYHOT TEPUTOPIaIbHOT PO3IMOPOIICHOC-
Ti 1HpOPMaLIIHOT CUCTEMH.

Indopmaniiina cucrema — 1e cucreMa, sika MPOBOAMUTH 30ip, 00pOO-
Ky, 30epiranss Ta BUpoOJieHHs iHpOpMAIlii JTI0bMHU 3 BUKOPUCTAHHSAM
ABTOMATUYHHUX TPOIECOPIB, TOOTO 3A1MCHIOE iH()OPMAIIHHY ITiITPUM-
Ky SIK BUPOOHHMYO1, TaK 1 YIPaBIiHCHKOI TiSUIBHOCTI CyYacCHHUX HIANPH-
€MCTB Ta OpTraHi3aliii.

Tepmin «iHpopmarliiiiHa cuctemMay BiTHOCUTHCS 10 Kiacy mporpa-
MHHUX MPOJYKTIB, IO MOJIETIIYIOTh a00 «aBTOMAaTHU3YIOTh)» OCHOBHI IPO-
[ECH JIOACHKOI AisTbHOCTI. XapakTepucTuka iHGOpMaIiiHUX CHCTEM
MiTPUMKH YIIPABIiHCHKOI TisITbHOCTI HEMOXKITUBA 0€3 PO3TJIsily OCHOB-
HHX TIPOLECIB, 1IO ii CYNPOBOKYIOTh Ta iCTOTHO BILUIMBAIOThH Ha OIepa-
TUBHICTb 1 SIKICTh YIIPaBJIIHHS, a cCaMe — aHali3, MiJrOTOBKY i yXBaJeH-
HS pillleHb, BAKOHAHHS PIllIeHb, OOJIIK 1 KOHTPOJIb MPUHHATHX PIillICHb.

[Iporsirom octannix pokiB B obOnacti IT momideHo Kiibka
OCHOBHHX TEHJCHIIH, 110 1 BH3HAYWIN HANpPSIMOK IXHBOTO PO3BHTKY.
Opniero 3 HUX € 3poctanns por CKJI, Tomy 110 caMe BOHH € Ba)KJIIMBOIO
CKJIJIOBOIKO YaCTUHOIO CUCTEMH YIIPABIIIHHS KOPHOPAIIEI0, IEP)KABHOIO
YCTaHOBOIO a00 BiZOMCTBOM, MiJNPUEMCTBOM abo0 IHIIMM 00’ €KTOM
aBTomatuzauii (OA).
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[HIIa TEHIEHITIS TPOCIIIKOBYEThCS B CYLIIBHINA KOMIT oTepH3allii
HapI3HOMaHITHIIIUX c(ep JTOACHKOT AISTTBHOCTI, IO JO3BOJISIE IBUIKO
1 TouHO 00pOOUTH BeNMKI 1H(OpMaIIiiHI 00’€MH, a caMe 3aCTOCYBaHHS
KOMIT IOTEpiB KaTanizye 3HauHe 30iabmeHas o0csriB indopmarii Ha OA.
Bunukae HeoOXiTHICTH CTBOPEHHS BHCOKONPOAYKTUBHHX IPOTPAMHHX
KOMIUIEKCIB JJIsl CHUCTeMaTH3allii i e(peKTUBHOTO BUKOPHUCTaHHSA iH(OP-
MaIliifHuX 3amaciB Oyb-sIKOi opraHizarii.

Bce nie 06ymoswmiio migsuinenHs sumor g0 CKJI i X kopiHHE Tiepe-
TBOPEHHsI Ha sKicHO HOBoMy piBHi. CK/l MOBUHHI XapaKkTepu3yBaTHCS
MPEKPACHOI0 MACIITAOHICTIO 1 HAAIWHICTIO, OE3MPEIeICHTHOIO BiAKPHUTI-
CTIO (MOYJIMBICTIO HACTPOIOBATH 1 MOAM(]IKYBaTH SIK JIOTIKY pOOOTH, TaK
1 iHTEepdeiic CUCTeMH), JETKICTIO aaMiHICTPYBaHHS 1 BHCOKOIO MPOAYK-
THUBHOCTIO.

I, HapemTi, TPETHOIO TCH/CHIIIEIO € TOIIMPEHHS MEPEK Ha OCHOBI
TexHonori Internet/intranet 1 moOyzoBa TETEPOreHHUX MEPEKEBUX
KOMIUIEKCiB, 1110 TOTPeOyIOTh BiJl MPUKIAIHOTO MPOrpaMHOro 3ade3re-
yennst (I13) yminns npamtoBatu (abo cmiBiCHYBaTH 3 iHIIMM NIPOTpam-
HUM 3a0e3MeueHHsIM) y PI3HOMaHITHUX OIEpalifHuX CepeloBUIAx i Ha
pi3Hux cuctemax kepyBanHs 0azamu ganux (CKBJ). 3Bimcu i Bumora —
rapHe nepeHeceHHs CKJ] 1 miaTpuMKka BCIX paHille NepepaxoBaHUX
matdopm.

Indopmarniiini TeXHOIOrT € TOTYKHUM 3aCO00M ONTUMI3AL] MEHe-
JOKMEHTY .

Indopmaniiini TexHosorii — 1e Hacamrepe, BUCOKA IIBHJIKICTH Tie-
penadi it 06poOku iH(OpMaIii, a TaKOXK MPAKTUIHO HE OOMEKEHi 3a
00CSATOM Ta OJJHOYACHO KOMITAKTHI CXOBHIIA JIAHUX.

OcobmuBocti [T 103BONSAIOTE PO3MIIAAATH iX SIK 1€ OJIMH 3aci0 mi-
JMBUIICHHS  €(QEKTUBHOCTI  YHPaBIiHHSA  OYIb-SIKOIO CTPYKTYPOIO.
HaiiGinpmmii inTepec ctaHOBIATH JiBa actiekty I T, a came:

1) IT sk iIHCTpYMEHT CKOPOYCHHSI BUTpPAT;

2) IT sk iHCTPYMEHT ONTHMI3aIliil AisTbHOCTI MEHEKEPIB.

VYcim Bijlomo, 110 6ararto 3ajad, BUPIIIyBaHUX JIFOJUHOIO, MallTHHA
MOYKE€ BUKOHATH HA0araro MIBUJIIE 1 3 MEHIIOK KUIBKICTIO ITOMHJIOK.
Kpim Toro, BUTpaTH Ha MallMHH iCTOTHO MEHIIE BUTPAT Ha IEPCOHAIL.
Bce me cBimunTh mpo Te, IO B AEAKHX BHIAJKAX BUKOPUCTOBYBATU
KOMIT IOTepHU TIopsiJ] 3 iHmmMHU eneMentamu [T HabaraTo edekTuBHiIe,
HiXK ">KUBY" mparto.
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o crocyetbes [T sk iHCTpYMEHTY ONTHMI3aIli MEHE/DKMEHTY, TO BH-
COKa IIBHUAKICTH niepenadi it 00poOku nqanux poomsts [T HesaminHuM B i
o0JiacTi, ajpke came B yIPaBIIiHHI OMIEPATUBHICTD 1 CIYIIHICTh MPUAHATHAX
pimens 6arato B YoMy 3aJieKaTh 1 Bill MOBHOTH iH(opMarlii mpo cran op-
raHizarfii i 30BHIITHBOTO CEPEIOBHIIA Ta IIBUAKOCTI 1T 00pOOKH.

MakcumanbHa MBHAKICTH 0OOMiHY ¥ 00poOkH iH(poOpMarii B KOHTYpi
KepyBaHHS JOCATAEThCS TUTbKU Tipu BukopucTtanHi IT. [Ipornknenns 1T y
BCl CITy>kOM, TIIPO3IUTH 1 BIAAUIM OpraHi3amii, 0COOJMBO BUPOOHWUYOI —
MapKeTHHT, po3po0Ka, MOCTa4YaHHs, BUPOOHUIITBO, 30yT 1 (hiHaHCH — 103~
BOJISIE MCHE/PKEPY B PEKHMI peabHOrO 4acy 30upaTH iH(pOpMAIlio Mpo
poboty Bciel opranizarii i 6aunTH 1i K €TUHNI (PYHKIIOHYIOUHI OpraHi3M.

Ha mincraBi orpumanoro "3pi3y" cTaHy oprasisaiii i BHKOPHCTO-
BYIOUHM 3aco0Ou aHamizy — HeBix emHy uactuHy IT — MeHemxkep Moxke
MOMEHTAJILHO OI[IHUTH MMOTOYHUI CTaH CIIPaB 1 MPOpaxyBaTH aJlbTepHa-
TUBH MOJAJIBIIOTO PO3BUTKY CHUTYaIlii 3aJ€KHO BiJl MPUHHATTS TOTO YU
IHIIOTO YIPaBJIIHCHKOTO pillleHHs. BpaxoByroun BiIacHU# JTOCBiA Ta pe-
3yabTatu po3paxyHkiB IT-cucremn, Mmenemxep BuOUpae HalbUIBII Mpa-
BWJIbHE pIIIEHHS 1 OyJye IJIaHM, aJeKBaTHI MPOrHO3aM Ha MalOyTHE.
Kpim Toro, aBromaTuzalisi AisUIbHOCTI MEHEKEPIB CIYXKHUTh 3aCO00M
CKOPOYCHHS 1 3JICUICBIICHHS amapaTy YIpaBIiHHS, 10 TaKOX 3HIKYE
BUTPATH, & 3HAUUTH BiAMOBIIa€ YMOBI KOHKYPEHTHO3JaTHOCTI.

CporoJieHHsI, Ui SIKOTO XapaKTepHE IIBUAKE 3pOCTaHHS iHpOpMa-
[IHHUX acTEeKTIB YIpaBIiHHS IMiIMTPUEMCTBOM, YCTAHOBOIO UM OpraHiza-
i€ HEe3aIeKHO Bi (OpM iX BIIACHOCTI, 3MYIIIyE KEPIBHUKIB YCBiJIOM-
moBaTu BaxunBicTh modyaosu KIC sk HeoOXigHOTrO iHCTpyMEHTapito
YCHIIHOTO YIPaBIiHHA Oi3HECOM, a TaKOX JIP)KaBHOIO YCTAHOBOIO YH
Oprasizalfi€ro B cydyacHUX ymoBax. [Ipu BHOOpPI MEpCIEKTHUBHOTO TPO-
rpamuoro 3ade3nedents (I13) mis modynoBu IC HEOOXiTHO UITKO YSB-
JISITH BC1 aCMEKTH PO3BUTKY OCHOBHUX METOOJOTIH 1 TEXHOJIOTIH iX po-
3pOOKH.

Ha possutok IC sk cykymHocTi cremianizoBanoro I13 i oGuuciio-
BaJIbHOI amapaTHOi MmiaTgopMH, Ha sKil, BIAcHE, 1HCTaIhbOBaHE 1 Ha-
ctpoene 13, cyTTeBO BIUIMBAIOTH TP HAHOUIBI BAaroMuX (hakTOPU:

" PO3BUTOK METOJIMK YIPABIIiHHS OpraHizalli€ro;

" PO3BUTOK 3arallbHUX MOKJIMBOCTEH 1 MPOXYKTHBHOCTI KOMII 0-

TEPHUX CHCTEM;

" PO3BUTOK IIJXOJIB O TEXHIYHOI Ta MPOrpamMHOl peamizamii eine-

menTiB IC.
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Pozeumox memoouxk ynpaeninna opeanizauicro. HeoOXiaHICT
OTEepaTHUBHOIO BHPIIICHHS 3a/1a4 y Tany3i JIepKaBHOTO YNPaBIiHHS 3Y-
MOBJIIOE TOTPeOy 3aCTOCYBAaHHS TaKUX METOJIB, sKi O 3a0e3medyBaiu
MO>KITUBICTh BCEOIYHOT OIIHKM OOCTAHOBKH 1 TIPOIIECIB, IO BiOYBAETH-
Csl B CYCITIJIBCTBI B IIJTIOMY 1 B OKpEMUX pPerioHax, IMBUKOTO pearyBaHHs
Ha HUX, IPUWHATTS ONTUMAIBHUX PillIeHh HA OCHOBI OTpUMaHO1 iH(OP-
Mariii. Y ramysi BUpOOHHMIITBA PiBEHb KOHKYPEHIIil, 1110 MOCTIHO 3poc-
Ta€, 3MYLIy€ KEPIBHUKIB KOMIIAHIM IIyKAaTH HOBI METOIU 30epeKeHHS
CBO€1 TIPUCYTHOCTI Ha PUHKY Ta YTPUMaHHS PEHTAOEIBHOCTI CBOET Mis-
apHOCTI. J[0 TaKWX METOMIB BITHOCATHCS JUBEpcUDIKallisl, JTeHeHTpaTi-
3amist, ynpasiiHHs skicTio Tomo. CydacHa IC moBWMHHA BiAMOBIJATH
BCIM HOBOBBEJICHHSM B TEOPii Ta MPaKTUII MEHEPKMEHTY. be3 cymHiBy,
11¢ HAaWTOJIOBHIMIUI (haKTOP, OCKITBKHU MMOOYA0BA MEPEIOBOI B TEXHIUHO-
My PO3YMiHHI CHUCTEMH, SIKa HE BIAMOBIJA€ BUMOraMm o0 (GyHKIioHa-
JTBHOCTI, HE Mae cMuciy. Ha mifcraBi y3aranbHEHHST OKPEMHX METO/IiB
YOPaBIiHHS J]a€ MOXJINBICTh CTBOPUTH HOBI YIIPaBIiHCHKI METOAMKH SIK
CYKYITHICTh B3a€MOIIOB’SI3aHUX CMOCOOIB Ta MPHUHOMIB JOLIIBHOTO M
e(eKTUBHOTO MPOBE/ICHHS YNPaBITHCHKOI TiSIIBHOCTI.

Po3eumox  3azanvnux  modicaueocmeit i nPOOYKmMUGHOCHI
Komn’tomephux cucmem. llporpec B ramy3i 3pOCTaHHS TOTYKHOCTI 1
MPOAYKTUBHOCTI KOMIT IOTEPHHX CHUCTEM, PO3BUTOK MEPEKEBUX TEXHO-
JOTid 1 CcHUCTeM Tmepedayi JaHuX, IIMPOKI MOKIMBOCTI IHTETpamii
KOMIT FOTEPHOI TEXHIKH 3 HalPi3HOMAHITHIIINM 00JIaTHAHHSAM JI03BOJISIE
MOCTIHO HapomyBaTH MpPOoAyKTUBHICTH IC 1 iX (yHKIIOHATBHICTH Y
cdepi ynpaBIiHCHKOT TisITLHOCTI.

Po3eumok nioxooie 0o mexuiunoi ma npozpamnoi peanizauii eneme-
nmieg IC. TlapanensHo 3 PO3BUTKOM TEXHIUHHX MPUCTPOIB («3ai1i3a») mpo-
TSTOM OCTaHHIX POKIB B1I0YBa€eThCS MOCTIHHUI MOIIYK HOBUX OUIBII 3pyd-
HUX 1 YHIBepcalbHUX METOJIB MpOrpaMHoO-TexHoJoriynoi peanizamii 1C.
[Mo-miepiire, 3MIHIOETHCS 3aralbHAN TAXIT 0 MPOrpaMyBaHHS: 3 ITOYATKY
90-x pokiB 00’€KTHO-OPIEHTOBAaHE MPOrpaMyBaHHs (AKTUYHO BUTICHHUIIO
MOyJIbHE, 1 3apa3 Oe3nepepBHO BIOCKOHATIOIOTHECS METOIM TOOYHOBU
00’extHIX Mozenel. [lo-npyre, y 3B’S13Ky 3 PO3BUTKOM MEPEKEBHX TEXHO-
JIOTi JIOKaJbHI CUCTEMH IMOCTYMAIOTHCS MICIIEM KIIIEHT-CEPBEPHUM peati-
3artisiv. [TosiBa Mepex Internet Hajana MOXKIIMBICTD TIPAIIOBATH 3 BiJyiaie-
HUMH TiPO3/IIaMH, BiJIKPUIA IUPOKI MEPCIIEKTUBH SIIEKTPOHHOT KOMep-
uii. BusBunocs, 1o BukopHucTaHHS Internet-TexHOJNOrIN B iHTpamepexax
Oprasizailii TakoX HaJia€ OYEBHUJIHI MIEPEBArH.

Ilodyooea IC crhoroHi € akTyalbHUM 3aBIaHHSIM JUIs 0araThox
MPUKIQTHUX  o0nacTedl  (pO3MOAUICHI  CTPYKTypH  JIEPKaBHOTO
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YIPaBIiHHS,

MiANPHEMCTBA  Ha(TOTa30BOTO

KOMIUIEKCY, TOpPTOBi

00’enHanHs Tomo). Bumorum Oi3Hecy, BIIMOBIIHO 10 SKUX BHHHKIIA
norpeba B TaKUX CTPYKTypax, JUKTYIOTh OCHOBHI BJIACTUBOCTI ITUX
CHUCTEM, sIKi BIOBHI BIJIMOBIaI0Th 1 BUMOTaM JIEP’KABHOTO YITPABIIiHHS.
BriactuBocTi cucTeM Ta iX XapakTepHCTHKa HaBeAeHi B Ta0u. 7.

Tabauys 7

Bnacmusocmi ingpopmauinnux cucmem

Ha3Ba BaacTuBoCTi

XapakTepucTHKA BJIACTHBOCTI

HenTpanizoBanicTb

TouHimre — NeHTpati3oBaHe 30epeKeHHS I 00poOKa
inpopwmarii. Lle o3Hauae, o BCi qaHi, HEOOXiIHI s
BUPIIICHHS BUPOOHNYNX 1 piHAHCOBHUX 3a/1ad,
BKITIOYAIOYH 1H(POPMAIIIIO PO POOOTY BiTATICHHX
MiAPO3/ILTIB, TOBHHHI HAAIHHO JOCTABIIATUCS B
LEHTpaJIbHy 0a3y IaHMX, i HaBMaKH, iHPOpMAILis, KOO
HEHTP JUTUTHCS 3 yciMa a00 YaCTHHOIO MiAPO3IiIiB
MiAIPUEMCTBA, TOBUHHA TAPAHTOBAHO JTOCTABIATHCS B IIi
HiIpO3ILIH.

TepurtopiajibHa
po3noaijieHicTb

OOyMOBIIeHa BiIAICHICTIO TiIPO3IIIIB, € KIIFOYOBOIO
0cO0IMBICTIO JUIs 6araThOX Cy4acHUX BHUJIB Oi3Hecy. L{s
BJIIACTHBICTH CHCTEMH MOTpeOye mo0y10BH aBTOHOMHHX
(nmepudepiiiHnx) iHPOpMAIIIfHAX BY3JIiB i3 BIACHUMHU
6azamu ganux (bJ]). ABTOHOMHICTD — Iie HasIBHICTb
BJIACHOI KITI€EHT-CEPBEPHOI apXiTEKTYPH B KOKHOMY
BiJTAJICHOMY ITiJIPO3 LI,

3B’sA3HiCTH

Jlnis meHTpatizarii kepyBaHHS OIMTUCAHUMHU BHUIILE
PO3MOUIEHUMH OpTraHi3aitHuMy 200 BUPOOHUUINMHU
CTPYKTYpaMH, 13 TEXHIYHOI TOYKH 30py, HEOOXiTHA
Ha/JliiiHa CHHXPOHI3aList iHpopMallii, HassBHOI B LIEHTPI, 3
iH(pOpMaIli€ro aBTOHOMHHX ITiAPO3/iiB, MO0y I0BaHa 32
MIPUHIIMTIOM KOTIFOBaHHSI TPAHCAKIIIH.

HeBucoxmuii
OCHAILIEHHS
nepudepiiiHux
iHdopmaniiinux
BY3/1iB (ABTOHOMHMX
nigpo3ainis)
004YHCJII0BAJILHOIO
TeXHIKOI0

piBeHb

s ocoOMBICTh HAWYACTIIIE TTOB’sI3aHA 3 HEYMCIICHHICTIO
TaKHX IiIPO3/ILUTIB 1 HEJTOIUIbHICTIO BAKOPUCTAHHS B HHUX,
HAIPHKIIAJI, allapaTHO BUIIICHUX CEpBEPIB (HABITH Mif
Windows NT, ne roopsuu Bxe rpo RISC/Unix-
cuctemn). [Ipore BuMora moOynoBU CHCTEMH Ha OCHOBI
KIIIEHT-CEPBEPHOI apXiTEKTYPH 3aIHIIA€THCS B CHII.
OKpeMHM BUIIaZIKOM aBTOHOMHOT'O HiJIPO3JIUTy € OKpeMHIA
KOMIT 10Tep, 110 cnoxyduTs b/l sika mepioandHo
CHHXPOHI3Y€EThCS 3 IEHTPOM, 1 IPUKIIAJHY KII€EHTCHKY
JaCTHHY.

I'eteporenHicTs

O06’emHanus B eanHy iHQpacTpykTypy BJI # iHmmx
eneMeHTIB [C, 1110 OCTABISIOTHCS PI3HOMaHI THUMH
BUPOOHHUKAMU.

261




[Tpu mobynoBi Bnacuoi IC opranizamis Mae BpaxOBYBAaTH OCHOBHI
Kpumepii oyinku IC. TakuMu KpUTEPISIMU €:

0e3mexka — iHdopmallis MOBUHHA OyTHM 3axWileHa SK TIiJ] 4Yac
30epeKeHHsI B CHCTEMi, TaK 1 B MOMEHT OOMiHY MiK KOpHUCTyBadaMu
pi3HUX piBHIB opraHizamii. MOXIHBICTh HECAHKIIOHOBAHOTO JOCTYITY
(HCO) w™mae Oytm BukimodeHa. Bci  omepamii  moBuHHI  OyTH
3apeECTpoBaHi, a Oy/Ib-sKi MOPYIICHHS CUCTEMH OC3MeKH —BUSBJICHI i
BUIIPABJICHI;

HafiiinicTp — IC moBuHHA OyTH HajiliHA (K amapaTHA YaCTUHA, TaK
i [13). Indopmaris kiieHTa Mae OyTH TOYHOIO, TOCTYITHOO 1 HaJaBaTHUCS
HeraiiHO. Y pa3l TONOMKH cucTeMH iH(popMalis MOBHHHA OyTH
BiJTHOBJICHA, a TIOJIOMKA — YCYHYTa;

NMPOAYKTUBHICTHL — HaJlaHHS KITi€HTY ">knBO1" 1HPOpMAILIil TOBUHHO
MaTH BUpimIajgbHe 3HadeHHA. Kpim Toro, Mae OyTtm 3abe3medcHa
MOXJIUBICTh ~TIaKeTHOI  00poOku  iHQoOpMalii, HampukiIag, npu
IiJIBEJICHHI IIOJIEHHOTO OallaHCy B OaHKIBCHKIM CUCTEMI;

aJanToBaHiCTh — OCKUTbKM Oumbmiicte OA y  jgaHWH  d9ac
nepeOyBaloTh Ha BUCOKOMY PiBHI JMHAMIKH CBOTO PO3BUTKY, TO ICHYIOYI
CHCTEMH HiIAraloTh MOAU(IKYBaHHIO, PO3LUIMPEHHIO, a HalYacTime — i
noBHii nepepoodii. Tomy IC MOBUHHI MaTh y CBOEMY CKJIaJIi BiAMOBIIHI
MOOITbHI METOAMYHI U 1HCTpyMEHTaJbHI 3aco0H, IO MiIATPUMYIOTh
JuHaMiKy po3BUTKY OA 1 10ro HaBKOJIMIIHBOTO CEPEOBUINA;

3pyuHicts excrutyatamii — IC moBuHHI OyTH JIeTKO BCTaHOBITIOBaHi,
Jerko KOH(IrypoBaHi IiJi KOHKPETHOTO KOPUCTyBaya, 3pydHi y
BUKOPHCTaHHI U 00ciyroByBanHi. JlyOmroBanHs iHdopmarii mae OyTu
3BeJICHE JI0 MiHIMyMy, a MHOXXHMHA BCIX JIOKYMEHTIB CHCTEMH —
MaKCHMAJILHO CTaHapTU30BaHA, 11100 3BECTH JI0 MiHIMyMY 3aiiBi BUTpaTH;

MOKJIMBICTH  PO3BUTKY —  ockinbku  OA  Haivacrimne
PO3POCTAIOTHCS, Y HUX 3 SBISIOTCS HOB1 BUJIM JiSUTBHOCTI, 301TBIITY€THCS
00’em iHdopmarii, TO IS KOpUCTyBaua Mae OyTH TMependaveHa
MOJKJIMBICTh PO3LIUPEHHS] CUCTEMH O€3 IMOpYyIIEeHHS BHUIIE3raJlaHuX
kputepiiB. [nmmmu crnoBamu, IC moBuHHa OyTH BIAKPUTOIO 3 TOYKU
30py ii pO3BUTKY.
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12.2. CucremMu eJIEKTPOHHOTO JOKYMEHT000iry
12.2.1. OcHOBHI OHATTH

V 3aranpHOAEp)KaBHUX CTaHIAPTAX TEPMiH «IOKYMEHTO0OIr» O3Ha-
4ae KOHTPOJIbOBAHHH PyX OTOBHX JOKYMEHTIB SIK BCEpEIMHI opraHiza-
mii, Tak i1 3a 11 Mexxamu. ENexTpoHHUI HOKYMEHTOOOIr OXOIUTIOE 1IIe i
cTamii MATOTOBKM JOKYMEHTIB 1 BUIbHUH OOMIH iH(OpMAaIi€o TOo
KOMIT' FOTEPHHUX Mepexax.

VY CBiTi iICHYIOTh JIBa OCHOBHHMX THITH JIOKYMEHTIB — IarepoBi i ix
KJIOHM — eJeKTpoHHi. [lamepoBi MOKYMEHTH MOPOIKYIOTh €JIEKTPOHHI
(Hampuknaa, cKaHyBaHHS JIOKyMEHTAa), 1 HaBMaKH, EJIIEKTPOHHI —
MarnepoBi JOKYMEHTH (HAPUKIIA, TPOIEC IPYKY JOKYMEHTA).

Enexrponnnii gpoxkyment (EJI) — me daitn, mo mnpencrasise
3MIiCTOBHY iH(popmarito, sika Moke OyTH BHKOPUCTaHA, HANPHUKIAJ,
JUTS TIOIIYKY JIOKyMEHTa a00 BiJTHECEHHS HOro JI0 Tiei a0 1HIIOT Ipyu
JIOKYMEHTIB.

Ile moxe Oyt Tekct abo enektpoHHa (opma Microsoft Word,
tabmuusa Excel, moBizomiieHHs y opmarti eneKTpoHHOI momTy, Internet.
Daiinu OOKyMeHmie Moxcymov Oymu HecmpyKmyposanumu (36UdaiiHi
mekcmogi  dokymenmu) abo cmpykmyposanumu. OCTaHHI MICTATb
€JIEMEHTH CTPYKTYpPH, 110 HaJIa€ 30BHINIHIM JIOJaTKAM MOXJIHBICTH X
posmizaanHs (hopmu Word, enexTponHi TabnuIl, TOKyMeHTH y (hopmari
XML). [le omHuM pi3HOBUAOM [aHOI TPyNH IOKYMEHTIB € (haiimm
30ipHUX («CKIaJEHWX») JMJOKYMEHTIB, Hampukian ¢aitmn Binder
Microsoft Office.

Cucrema enekrpoHHoro jgokymeHtoobiry (CEJ/l) moBuHHa
MATpUMYBaTH poOOTYy 3 yciMa THIIAMH JIOKYMEHTIB, 3a0e3nedyroun
MpO30pYy  HAaBiramil0  KOPUCTYBa4diB 1O  BCbOMY  JOCTYITHOMY
iH(hOopMalifHOMY TIPOCTOPY 1, 32 HEOOX1IHOCT1, 6€300ICHO MiAKII0YATH
JI0 CUCTEMH 1HIII THITK JIOKYMEHTIB, BU3HAYAIOUH TIPH IIbOMY PETJIAMEHT
ixHboi 00poOKK. OCHOBHMM MPUHIUIIOM OpraHizaiii cucreM poOoTH 3
EJl € npunmun "indopmamiiiHoi mapacoibku — TMpamroBaTH 3 yciMma
TUTIAMH JIOKYMEHTIB, IO TIOB’s13aHi 3 JKUTTEISIIBHICTIO MiIMTPUEMCTBA.

KurreBuii ki noxkymenta (K1) — e icHyBaHHS IOKyMeHTa
BiJl MOMEHTY HOTO CTBOPEHHSI IO MOMEHTY HOT'O 3HHIIICHHS.
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JKutTeBuil LUK TOKYMEHTA CKIIaJa€ThCs 3 TBOX OCHOBHUX CTaIiil.

1. Cmadis po3podku 0oKymenma, sika BKIIIOYAE:

e BJacHE PO3pOOKYy CaMOro JOKYMEHTa,;
e oopmIieHHS TOKyMeHTa (peecTparltis);
® 3aTBEP/DKCHHS JTOKyMEHTA.

SIkmo moKyMeHT mepe0yBae B cTafii po3poOKH, BiH BBaKAETHCS
HEeoImyOIiKOBaHMM, 1 TpaBa Ha JOKYMEHT BHU3HAUYAIOThCS IPaBaMU
JOCTYITy KOHKPETHOTO KOPHCTYyBaya.

2. Cmaois onyod1ik08anoz0 00OKyMeHma, sika BKIIOYAE:

® aKTHUBHUI JOCTYI;

e apxiBamito 1 po3apxiBamilo (KOPOTKOCTPOKOBE 30epeKeHHS,
JIOBTOCTPOKOBE 30€PEIKECHHS);

® 3HHIICHHS JOKYMEHTA.

Konn nokyMeHT nepexoauTs 3 MepIloi Ha Jpyry CTaJilo, BIH CTae
omyOJIiKOBaHWM, 1 MpaBa Ha JIOKYMEHT 3alUIIAlOThCS TiAbKU OJHI —
JoCTynl Ha uuTaHHA. IlpukinanoM omyOJiKOBaHOTO JTOKYMEHTa MOXKeE
OyTu mIabnoH cTaHaapTHOro OnaHka mignpueMcTBa. Kpim mpasa
JOCTYIy Ha YHMTaHHsS, MOXYTh ICHYBAaTH IIpaBa Ha I€PEBEICHHS
OMmyOJIIKOBAaHOTO JOKYMEHTa B CTajif0 pPO3pOOKH. 3aJekHO BiJ
KOHKPETHOI ~ cTajii  JKUTTEBOrO  IUKIY  JOKYMEHTa  apxiBu
i PO3IISIFOTHCS HA TaKi TUITH:

v/ CTaTUYHI apXiBU JOKYMEHTIB (a00 MPOCTO apXiBH) — CHCTEMH, 10
MaloTh CIPABY TUIBKH 3 OMyOIIKOBAaHUMH JJOKYMEHTAMU;

v muHaMmiuHi apxiBu qokymenTiB (6o CKJI) — cucremu, 1o MarTh
CIpaBy SIK 3 ONMyOJiKOBAaHUMH JOKYMEHTaMH, TaK 1 3 THMH, IO
3HAXOJIATHCS B PO3POOIIi.

12.2.2. IcTopist pO3BUTKY CHCTEM JOKYMEHTOO00Iry

CucteMn JOKyMEHTOOOIry OepyTb CBili MOYaTOK 3 TOSBH
(doToamapara, KOJM CTAIO MOMJIMBO CTBOPIOBATH 3MEHIICHI KOITii
nokymeHTiB. llImuryHceki TexHomorii OynM KOHBEpTOBaHI 1 cramm
3aCTOCOBYBATHCA Ui CTBOPEHHS MiKporpadiyHUX apXiBiB JOKYMEHTIB.
Mikpodima 3pobuna sKiCHHN CTpUOOK y BapTOCTi 30epexeHHs 1
KOMIIOBaHHA JOKYMEHTIB, aje 3 TMOTJSAy IIBHAKOCTI IX MOMIYKY 1
KOJIGKTUBHOTO BHUKOPUCTAHHS JIOKYMEHTIB yC€ 3aJMINWIOCS Ha PiBHI
MaTiepOBHUX IOKYMEHTIB.

[TosBa KOMIT'IOTEpHUX CHCTEM 13 KOJEKTHBHHUM JIOCTYIIOM
JIO3BOJTMJIA  JIOCATTH TPOpMBY Wy mid oOmacti. BinOymacs
TpaHcopMallis Bif MiKporpadiyHUX ITOKYMEHTIB 10 €JIEKTPOHHHUX
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o0pa3iB marepoBUx JOKYMEHTIB, BiJl MIKpOrpa(iqHUX CHUCTEM JI0 TaK
3BaHUX Imaging-cucreM. Po3mmpena cuctema IMOIIyKY, MOXKJIHBICTBH
OJIEpKYBaTH JOCTYII JI0 OJAHOTO JOKYMEHTa JEKUIBKOM KOPUCTyBauaM
OHOYACHO, MOXIIMBICTh BiJJIaJieHOI 1 po3moAiieHoi podoTu mpu
HE3HAYHIN BapTOCTi 30EpEeKEHHS 1 KOMIIOBaHHS 1H(pOpMAIi 3yMOBHIIO
TEHJICHINIO 3aMiHM MiKporpadiyHuX JOKYMEHTIB Ha €JEeKTpOHHi. 3
9acoM YCKJIQIHIOBAIOCS YCTaTKyBaHHS 1 TporpamHe 3a0e3neueHHs,
3 SBIISTMCST OUTHIN TIBUJKICHI 1 HEBHUOAriMBI JIO SKOCTI TArepoBOro
JOKyMEHTa CKaHEpH, CHelialbHi IUIaTH, IO JO3BOJISIOTH MPUCKOPUTH
MpolLec APYKY, MEePerjsiay 1 CKaHyBaHHs JIOKYMEHTIB, CTBOPEHO ONTHYHI
1 Mar”HiTOONTHYHI poOOTH30BaHI 010TI0TEKH.

Imaging-cuctemMu  gaqM  TOIITOBX  JJISI  PO3BUTKY  CHCTEM
pO3Mi3HAaBaHHS MANIMHONUCHUX 1 PYKONUCHUX CHMBOIIB, TOII X
3’sBuincst meprri workflow- cucremu, mpu3HAa4YeHI UTS  OpraHi3amii
mporiecy  BIPOBA/DKCHHS — TANEepPOBUX  JOKYMEHTIB Yy  CHCTEMY
30epexenHsa. Hapam workflow-cucremu Oynu mommpeHi Ha ogicHY
JUSTBHICTB T IITPUEMCTB.

Ha nowarky 90-x pokiB y CIHIA 3’sBUBCSI HOBUI Kiac CHUCTEM,
NPU3HAYEHUX JUIsI KEpyBaHHA €JEeKTPOHHUMHU JOKyMEeHTamHu. B
OCHOBHOMY I1€ Oynu (ailii TeKCTOBUX MPOLIECOPIB, 1 3alIUTH HA TaKOrO
polly pillleHHsT B OCHOBHOMY MPHUXOJWIH BiJ (enepalbHUX areHTCTB i
IOPUANYHUX KoMmaHiid. Tak 3’sBHBCSI HOBMH KJaCc CHUCTEM, Ha3BaHUMN
CKJI. Po3BuTOoK (YyHKIIIOHATBHOCTI, HAsABHICTh (yHKIINH podOTH 3
o0pa3aMu JIOKyMEHTIB Mpu3Beno g0 Toro, mpo cydacHi CKJ|
MEPEeKPUBAIOTH 32 PYHKIIIOHATBHICTIO iImaging-cucTeMU NPy MPHOIUIHO
BABIYl MeHIIii BaprocTi. KpiM QyHKIii 30epexeHHs 1 Momnryky, o
BrnacTuBi imaging-cucrtemam, y CKJI 3’sBunmcs (yHKIIT KOHTPOIIO
JKUTTEBOTO IHMKIY JAOKYMEHTa — Ha BIIMIiHY Bijl CBOIX IMOIEPETHHUKIB
CKJI nmpuzHaueHi st poOOTH 3 TMHAMIYHUMHY JOKYMEHTaMHU.

12.2.3. IIpo nepeBaru nepexoay A0 eJJeKTPOHHOI0 TOKYMEHTO000Iry

Jns  BHCBITJIGHHS TepeBar MEpPexXoay [0  eJIEeKTPOHHOIO
JIOKYMEHTOOOITY ~ HaBeJAEMO OIIHKH  3aXiIHUX  KOHCAJITHHTOBUX
KOMIIaHIH Tpo Te, SK CHIBICHYIOTh CBITH EJIEKTPOHHUX 1 TMarepoBUX
JIOKYMEHTIB.

Kommaniss BIS migpaxysanma, mo 90% yciei KkoprmopaTHBHOI
iH(pOpMalii 3aNMnIIaeThCs Ha mamnepi.

3a migpaxynkamu kommaii XPLOR, 3a octanHi Tpu poKH YacTka
CJIEKTPOHHHUX MOBiTOMJIEHb 3pocia 3 29% no 44% Big 3araiabHOL
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KUIBKOCTI TOBiJJOMJICHb. 3araibHHUi 0OcsT iH(pOopMaIlii TOBOIETHCS
KOKHI TATh POKIB 1 cTae B 4oTUpU pazu OumpmuM 3a 10 poxis.
CriBBiJHOIIEHHS KUIBKOCTI TMAmepoBHX 1 ENEKTPOHHUX JOKYMEHTIB
ckiane yepes Atk pokiB 50 Ha 50%, a yepe3 10 pokiB — 30 Ha 70%.
KinmbKiCTh eeKTpOHHHX JOKYMEHTIB 3a PiK ITOJBOIOETHCS, a MANEPOBUX
— 3pocTae nutie Ha 7%.

JlokyMeHT, K OyIb-fKa pid, [0 NPUHOCUTH MNPHOYTOK i
noroMarae B Oi3Heci, Tak camo morpedye i BuTpaT. SK Bigomo,
MiABHUIYBaTH TPUOYTOK MOYKHA MUIAXOM 3HW)KEHHS BUTpAT. 3aximHi
KOHCAQJITUHTOBI KOMIIAHIT TMPOBEJIM OIIHKK BHTpPaT Ha OOpPOOKY
MarepoBUX JTOKyMEHTIB. /I yHHKHEHHS HEBIINOBITHOCTEW mpU
MEPEHOCI IUX OI[IHOK Yy HaIlly JIMCHICTh, IIi OIIIHKK HaBEJCHI HE B
Joapax, a B pas3ax, MTyKax i BimcoTkax. CrpaBa B TOMYy, IO JOTEIEp
ICHYIOTh 3Ha4HI PO30DKHOCTI y BapTOCTI OIUIaTH Tpali B Hac i Ha
3axoi, Mo, IPUPOAHO, € HEMAIOBAKHUM CTPHUMYIOYUM YHHHUKOM Y
Mepexoi 0 eNEKTPOHHUX JOKYMEHTIB.

Komnaniss DELPHI «koncrarye, mo 15% ycix mnanepoBux
JOKYMEHTIB 0€3M0BOPOTHO TI'yOJIATHCS 1 MpAliBHUKM BHUTPAYarOTh [0
30% cBoro yacy Ha ix nmomyk. 3a ouinkoro kommnanii Coopers&Lybrand,
kopropauii poOnsaTe 19 komiif KoXXHOro noKymeHTa, a 7,5% ycix
JIOKYMEHTIB TyOnsaTbest 6e3noBopotHo. Jlume y macmradax CHIA nmani
BTPaTH CKJIAJAl0Th OJM3bKO OJHOTO TPWUJIbHOHA JosiapiB Ha pik. Tomy
3po3ymisie OakaHHSI OI3HECMEHIB SIKHAWIIBHUIIIE MO30yTHCS TANIEPOBUX
JIOKYMEHTIB 1 IepeTH 10 e1eKTPOHHUX.

IcHyIOTH OLIHKM BUIpally KOMIIaHiIM BHACHIIOK Hepexony 10
€JIEKTPOHHUX TOKYMEHTIB.

Nortan Nolan Institute oriHioe 3pocTaHHs TPOAYKTUBHOCTI TIpalli
crniBpoOiTHUKa Ha 25-50%, 3MeHIIeHHS 4Yacy A OOpoOKH OJHOro
JOKyMeHTa — OIblI HiX Ha 75% 1 3HMW)KEHHS BUTPAT Ha OIUIATy IUIOIII
Jutst 30epiranns JgokymMeHTiB Ha 80%. [IpubOnu3Ho Taki OMIHKK aae U
BijjomMa kommaHist Ernst & Young.

V3arajapHIOIOYM  BHUKJIQJE€HE  BHIIE, BHU3HAYUMO  IepeBaru
EJIEKTPOHHHX JIOKYMEHTIB, SIKi MOJISITAI0Th Y MOYKITUBOCTI:

1) o6cnyzoeyeamu knicnma kpauwge. Meta Oyib-K0i opranizarfii —
00CITyroByBaTH Kpamlie CBOIX KIEHTIB. YTPOBAKEHHS CHCTEM
€JIEKTPOHHOTO JTOKYMEHTOO0Iry MJ03BOJII€E BHMKOHYBAaTH L0 3a/ady
6inpm epextuBHO. [Ipu poborti 3 EJ] yac momryky moxkyMmeHTa, a OTKe i
gac peakiii Ha 3armuT, Habararo MEHIINH, HiXK MpH POOOTI 3 ManepoBUMU
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nokyMmeHTamu. KIilieHT ojepiKye BiJIOBiJb MIBUIIIE, HIX paHilie, i,
MIPUPOJIHO, 3aJI0BOJICHUI Habararo OijbIie;

2) ynpagnamu ingpopmauicto 6invut eghpexmusno. KepyBaHus
KHUTTEBO BAXIMBUMH JIOKYMEHTaMH, 30€pE)KEHUMH B EJICKTPOHHOMY
BHIJISIII, PAIUKAIBHO TOTINIIyeThes. [IpamiBHUK MOXe:

- OZepKyBaTH AOCTYH 0 JOKYMEHTIB IIBU/IIIE;

- He TYOWUTH TOKYMEHTH;

- TepeiTH 110 3aco0iB MPaBMIILHOTO 30epiranHs TOKYMEHTIB;

- 30uparty, OMpaIbOBYBATH JOKYMEHTH y OUTBIIIA KiJTBKOCTI, HIXK

pasimie, i IpUiMaTH pilleHHs IIBUIIIC i TOYHIIIIE;

3) 3axuwamu Ookymenmu Kpawte. TEXHOJOTISI JIO3BOJISIE
30epiratd KItOYOBY iH(GOPMAIIF0 HA ONTHYHUX 200 MAarHiTHUX HOCIfX.
Lle Bimpa3y mae 3HaYHI epeBary, a came, 3a0e3neuye:

- 3axHCT BiJ BTpaTH abo0 yniko pkeHHs. BTpaTta Bciel abo yacTHHU
iHdopMalii A MANPUEMCTBA MOXE 3arpOKyBaTH 3HAYHUMH
HACNIKaMH, aX [0 OaHKPYTCTBa 1 TOBHOTO TPHUITMHEHHS
nisubHOCTI. 3 mamepoM yce HabaraTo CKIajHillle, HDK 3
€JIEKTPOHHUMHU HociamMu iHpopmauii. [lamip cxumnbHHE 10
OaraThox XBOpOO, a came — cTapiHHs, HeOe3MmeKr HarpiBaHHS i
BOrHio. Kpim Toro, qyxe BakKKO 3pOOUTH KOIMiIO BCHOIO apXiBy
[anepoBUX  JOKYMEHTIB Ha BHUIAJOK HemependauyBaHUX
oOcraBuH. lle BUKIMKAaHO, TO-TIEpIIE, BUCOKOK BapTICTIO
30epexKeHHs, MO-Apyre, BUCOKOK BApTICTIO 1 TPUBAIMM 4YacoOM
KOMIIOBaHHS JIOKYMEHTIB. Y BUIAJKYy 3 €JIEKTPOHHUMHU HOCISIMU
yce HaBHaku. KOMMaKTHICTb, MIBUIKICTD 1 JEIIEBUHA KOMIFOBaHHS
JIO3BOJISIIOTh  pOOUTH 1 30epiraTv CTUIBKH Komii iHdopmartii,
CKUTbKY TIOTPIOHO /1715 3a0e31eueHHsT Ha/IIHOCTI Oi3Hecy;

- 3aXHMCT BiJi HECAaHKIIOHOBAHOTO JOCTyMy. ElekTpoHHi Hocii
JIO3BOJISIIOTE 30epertu Oinblie iHdopMaliii B MEHIIOMY OO0CS3i.
Omke wMeHmUA o0car JemieBmie 3axumard. Kpim  Toro,
eNeKTpoHHa  iHQopmarist  Jerme  oOpoONSIEThCS,  TPOIEC
KpUNITO3aXUCTy  iHpopMmaIii  MOXHA  aBTOMAaTU3yBaTH 1
BUKOHYBATH IIBHIIIIE 1 JICIIEBIIIE;

4) niosuwumu npodykmuguicme npayi. Ilpansg OyIb-sKOTO
CmiBpoOITHMKa Ma€ [JBi OCHOBHI CKIQJOBI — TPOIYKTHBHY 1
3a0e3neyuyBajbHy AiSJIbHICTE. 3aJIeXKHO Bijl KaTeropii mpariBHUKA 1 BUTY
JUSUTBHOCTI CITIBBITHOIICHHSI IIUX CKJIAJIOBUX Pi3HE, aJie IPH Oy Ib-TKOMY
PpO3KJIal YacTka 3a0e3rnmeuyBalibHOT JISTIBHOCTI 3aIMIIAETHCS YUMAJIOHO.
Omeparii 3 manepoBUMH W €NEKTPOHHUMHU JTOKYMEHTAMHU BiTHOCSTHCS
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0 3abe3neuyBalibHOI JISTIBHOCTI, 1, OTXKE, CKOPOYYIOYM Yac Ha IIi
oreparii, MU CKOPOYYEMO YacTKy L€l AisUTbHOCTI, 3BUTHHSIIOUN Yac st
MPOAYKTUBHOI mpani. KpiM NpoayKTHBHOCTI TMparii OKpPeMoi JIFOUHH,
mepexil 0 eJEeKTPOHHUX JIOKYMEHTIB paJuKaldbHO  ITiJBHUILYE
MPOAYKTUBHICTH Tpami poOouux rpyn (Ipu oMy Hepexia 10 00poOKu
€JIEKTPOHHHUX JIOKYMEHTIB Hi B SIKOMYy pa3i HE BapTO PO3IIIAIATH SK
camorine). PoGora 3 eNEeKTpOHHMMH JIOKYMEHTaMH pa3oM 3
MEpPEKEBUMHU  TEXHOJIOTIIMH  JIO3BOJIIE  OJHOYACHO  OaraTtboM
KOPUCTYBa4aM i3 po0OY0i rpynu OJepKyBaTH AOCTYI JO0 JTOKYMEHTIB,
oI0 JOCUTh NpoOJIEeMaTHYHO 1 JOporo mpu poOOoTi 3 ManepoBHMHU
JOKYMEHTaMH. A SKIIIO OpraHi3amis y CBOIl JisSUIbHOCTI BUKOPUCTOBYE
Taki TexHojorii, sk workflow i groupware, To 1e Hama€e MOXKIHMBICTH
B3a€MOJIi1 CIIBpPOOITHHUKIB BCEPEAMHI BCIX ii MAPO3ILTIB, IO TO3BOJISE
YHUKHYTH AyOtoBaHHs (QDYHKIIIH 1 33124 i, OT)Ke, IIe 3HU3UTH BUTPATH;

5) smenutysamu sumpamu:

- Ha 0bpodxy nanepy. llpu poOOTI 3 €IEKTPOHHUMH JOKYMEHTaMHU
HEMae MoTpedu poOUTH MamepoBi KOMii JTOKYMEHTIB AJis TOTO,
00 BOHM CTalM JIOCTYIHI KiJIbKOM CIiBpOOITHUKAaM OpraHizariii
onHouacHo. Kpim Toro, 1me 3MeHInye HeoOXiJHICTh HalMaTh Ha
pobGoTy Kyp’epiB Juis 300py 1 JOCTaBKM JOKYMEHTIB, IO
3a0e3neuyroTh iHGPAcTpyKTypy mepedadi iHdopmarii Mix
CHiBpOOITHUKAMU;

- na  ycmamkysanus.  CkaHep,  (akc-1uiata,  IporpamHe
3a0e3MeyeHHs MOXKYTh KOIUTYBAaTH MEHIIE, HI’)K BUCOKOMIPOIYK-
THUBHE KOMIIOBaIbHE 1 (haKc-yCTaTKyBaHHS;

- Ha niompumxy npoyecy 06pobxu. 30epeKeHHs] OKYMEHTIB B
€JIEKTPOHHOMY BUTJISIII MOXKE 3HM3UTU HOTpeOy B TaKUX Mpea-
MeTax, SIK CKpIlKH, CTETJIEpH, TanKH 1 madu IS manepis;

- Ha 30epedxcenns. 3BITbHEHHS peanbHOi, (i3U4HOT TUIOMI],
HeoOXiTHOT jiy1st 30epiraHHs IOKYMEHTIB, 3a0e3MeYeHHs HeoO0Xi/1-
HUX YMOB Jyis 30epiraHHsi MamepoBUX JOKYMEHTIB, CTBOPEHHS
KOIIi{ JIOKYMEHTIB TOIIIO.

OpnHak MOKHA BUJIUTUTH TPYAHOII TPhOX PiBHIB MPH MIEPEXO/Ii Ha
Oe3narnepoBy TEXHOJIOTF0 pOOOTH 3 IOKyMEHTaAMMU:

1) TexHiYHA HETOTOBHICTh OpraHizalfiii Jjas poOOTH 3 EICKTPOH-
HUMH JOKYMEHTaMH (110 MOYKe BHpa)KaTHCS AK Y TpUBIaNbHIN TpolieMi
BiJICYTHOCTI KOMIT IOT€pa Ha CTOJaxX y CIiBPOOITHUKIB, TaK i B TOMY, 11O
B Oprasizaimii HemMae HEOOXiIHUX MPOrpaMHO-arapaTHUX 3aco0iB IS

268



repexoty JOKYMEHTIB 3 OfHiel (JOpMHU NPEJCTABJICHHS JI0 1HIIOT — BiJ
MAriepoBOTO JI0 €IEKTPOHHOTO — Yepe3 BiJICYTHICTh CKaHEpa);

2) TEXHOJIOTIYHA HEJOMYCTHMICTh MEPEeX0ay OKPEeMHUX KaTeropii
KOH(IIEHIIMHNX OKYMEHTIB B €JIEKTPOHHHUH BHJ (CIykOu Oesmexn
BHMAraroTh, 00 TaKOro POAY JOKYMEHTH MepeaaBalucs Iif PO3IHC
gepe3 J0BipeHy ocoly abo Kyp’epa). He MokHa BHUITyCKaTH 3 TOJISA 30py
1 Taky 0OCTaBHHY, K BIJCYTHICTh y OaraThbOX BHCOKOIOCTAaBIICHHX
ciBpoOITHUKIB (KepiBHA JIaHKa) BUIBHOTO dYacy Ui MOCTIHHOTO
CIUTKYBaHHS 3 KOMIT IOTEPOM, IO MPU3BOANUTH J0 MPOIETYPH TIEPEBOLY
JOKYMEHTa 3 eJEeKTPOHHOTO BHUAY B TAamepoBuil (4epe3 Ipyk) abo
HaBMaky (IUIIXOM CKAaHYBaHHS) 1 CTBOPEHHS, HANpUKIAN, Bepcii
JOKYMEHTA;

3) 3aKkoHO/JaBYAa HEBPETYIHOBAHICTh EJICKTPOHHOTO JIOKYMEHTO-
00iry. HaBiTb, SIKIIIO B MeXax OKpeMo B3ATOI KoMIaHii abo opraHizartii
BUPIIIMIIY NEPEUTH A0 Oe3manepoBoi poOOTH 3 JOKYMEHTaMH, KOMITaHis
BCE OJIHO HE 3MOXKE ICHYBaTH 130JIbOBAaHO — MK HEIO 1 30BHINIHIM
CBITOM IIOCTIHHO WMPKYIIOIOTh PI3HOMAHITHOIO POAY JAOKYMEHTH.
Bunukae HeoOXiTHICTh 3aKOHOIABUOTO BUPIIICHHS MTUTAHHS, 110 BJIACHE
CHiJT PO3YMITH TiJi €JIEKTPOHHUM JIOKYMEHTOM 1 SIKMii HOro BUJ MOXKeE
MaTH IOPUAMYHY cuily (IDUTaHHS, TOB’S3aHI 3 JOCTOBIPHICTIO
JIOKYMEHTIB, 110 TMEePECHIaloThCs, JOCTOBIPHICTIO MiAMHCIB MOCAI0BUX
0ci0 To1o).

12.2.4. llpuauunu no0ynoBu ingopManiiHUX cucTeM
Sx ocHOBHI mpuHIMNK MOOYA0BM iHGOpPMAIIHHMUX CHUCTEM CIiJl
BU3HAUUTH TaKi:

1) Macwmabnicme. Jlana BIACTUBICTh € 3aXHCTOM 1HBECTHIIIH KO-
pHUCTyBaya, BUTPAaYeHUX HA CTBOPEHHS 1 HACTPOIOBAHHS CHCTEMH, Ha-
BUAHHS KOPHUCTYBadiB i 00CIyroByrodoro nepconany. lle o3nauae, mo
CUCTEMa MOXE TPAIFOBATH 5K 3 OJHUM KOpUCTyBadeMm, Tak i 3 10 000,
stk 13 10 qokymeHTam#, Tak i 3 10 minelionamu. [Ipu 30inbiIeHHI HaBaH-
Ta)KEHHS HA CHUCTEMY 3MIHIOETHCS JIMIIE CepBep, Ha SKOMY BOHA Ipa-
mroe. ToMy Tipy IPOEKTYBaHHI CUCTEMH MOTPIOHO KEPyBaTUCS MPUHITH-
MOM MIATPUMKH MaKCUMAIBHO MOXKIUBOT KUIBKOCTI OmNepaliiHuX CHUC-
TEM, a TaM JIe 1€ He BAacThCs, HeoOxinHa miarpumka Windows NT. s
TOro, MO0 3a0e3MeYnTH MEePeHECEHHs JaHuX, OaxkaHa miaTpuMKa Oara-
TortarGOpMHUX cepBepiB 0a3 nmaHWx, Takux sK Sybase, Oracle,
Microsoft, Informix. fIkmo 11i mMpyHIAITK BUTPUMAHI, TOJII Y pa3i pi3Ko-
ro 30UIbLICHHS YHCIa KOPUCTYBayiB, 1 OTXKE, HAaBAaHTA)KEHHS Ha CHCTe-
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My, MO’KHA TIEpEeHTH Ha OUIBII MOTYXKHY anapartHy raropmy npu He-
3MIHHOCTI caMoi cucTemH i JaHux. Kpim Toro, MacmrabHicTh — 1€ MOX-
JUBICTh HAPOIIYBATH MOTYKHICTh CUCTEMH, HE ITiJIBUIIYIOUN TIOTYKHO-
CTi cepBepa, a 301IbIIYIOYH KUTBKICTh cepBepiB HA mignmpueMcTBi. Ocob-
JIMBO BXKJIMBO, 1100 MPHU IIbOMY CHCTEMa 3aJHMINANACS €MHUM IITHM i
He noTpeOyBasa "HaCTPOIOBAHHS 3 HYJIS'.

2) Biokpumicms. CucteMa MOBUHHA KOPEKTHO BIIMCATUCH Y BIKE
icHyroui a00 HOBI JI0OJIaTKH, KpiM TOTO, KOMILJICKC HaivacTiie
3000B’s13aHUN  (PYHKIIOHYBaTH B TETEPOreHHUX 1, IIO OCOOJIUBO
BaXXJIMBO, Y PO3MOIUICHUX cepenoBuiiax. LI Bumora TicHO OB s13aHa 3
BHMOT'OI0 MacIITaOHOCTI, TIJIbKK BOHA i PO3IINPIOE, TOMY IO TOTpeOye
OJTHOYACHOI MIATPHUMKH MHOXHHHU TUIATPOPM, MEPEKEBUX CEPETOBUII i
cepBepiB 0a3 mammx. KpiM TOro, 3ampomoHOBaHE PIMICHHS Mae
3a0e3MmeuyBaTH JIETKE TIAKIIFOUCHHS 30BHIIIHIX JOJATKIB, a II¢ 03HAYaE,
10 JI0IaTOK TOBUHEH MaTH:

- Bigkpure API;
- miarpumky COM (DCOM), CORBA-TexHom0r1.

Bigkpuricte cuctemu nependadae TakoXk MIITPUMKY 1CHYHOUHX
CTaHJIapTiB y BiAMOBITHUX 001aCTAX, OB’ sI3aHUX 3 00POOKOIO JTOKyMe-
HTiB. Jlo 11X cTanmapTiB B 001acTi poOOTH 3 TOKYMEHTAMU BiJTHOCATHCS
Shamrock i ODMA (Open Document Management API), B o0nacTi ke-
pyBansust ainosumu nponecamu — WorkFlow Coalition API Tomro. ITinr-
pUMKa 3a3HauCHHMX CTAHAAPTIB JO3BOJUTH 03 0COONMBUX TPYIHOILIB
NEPEeXOIUTH Ha HOBI Bepcii JOJaTKiB;

3) Mooynvuicmes i mexnonociunicms. He 3aBxam HEOOXiTHO
BIPOBA/UKYBAaTH BeChb KOMIUIEKC pPOOOTM 3 JIOKYMEHTaMH Ha
MiIpUeMCTBI Bifipasy. Lle Moxke OyTH BHKJIIMKaHO PI3HUMH MPUYMHAMH:
BiJl BiJICYTHOCTI BiJIIOBIIHUX 3acO0iB y JaHUH MOMEHT JI0 HE3/1aTHOCTI
oprasizaiii Bpa3 sIK MOBHUTBCS «3 IOHEIIJIKa») PI3KO TMepeOyayBaTu
cBo10 poboTy. ToMy cucTemMa MOBUHHA CKIIQAATHCS 3 MOJYJIIB, KOXKHUN
i3 SIKUX JIO3BOJISIE BUPIIIUTH Ty a00 1HINY 3a7ady, MPUIOMY IIi MOy
MOXYTh 0€3 0COONMBUX 3yCWJIb OyTH J0JIaHi B MPAIOI0Yy CHCTEMY B
JOBUIBHIN TIOCHIIOBHOCTI. [, 1110 TONOBHE, BOHU MalOTh OyTH HE3aleXKHi
OJIMH BiJ OJIHOTO, 30epirarouu mpu MbOMY TNIMOOKY 1HTErpaiiio Mix
coboro. Hampukiiaz, po3B’si3aHHs 3aa4i aBTOMATH3allii TOYaTH MOKHA 3
BpIllICHHS 3aja4i MATPUMKH BHUKOHAHHS 3aBJiaHb, a MOXHa 3
€JIEKTPOHHOTO apXiBy, ajie, HE3aJeXKHO BiJ BHOOPY, MOXKHA BCE OIHO
MPUUTH JI0 TIOBHOI[IHHOI crcTeMu. HEMOXIJIMBO 3HAWTH CHUCTEMY, sKa
4yepe3 IT’SITh XBWIMH IICHs 1HCTAJSMII BUpINIyBaTHME BECh KJIac 3ajad
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ONTUMAJIBHO JUISI KOKHOTO KOPUCTyBada (SKIO, 3BUYAWHO, TEXHOJOTIs
poboTH 3 MOKyMEHTaMH y Ballliii opraHizamii IUJIKOM BiJIIOBiJae TUM
HACTPOIOBAHHSIM, SIKi IMOCTABJISIOTHCSI 3 KOMIUIEKCOM, IO OyBae BKpaii
pigko), ame cucremMa TOBMHHA  MOTpeOyBaTW  MiHIMAJIBHOTO
MporpaMyBaHHA W aganTaimii ImiJ KOXKHOTO KOpHCTyBada. BuKoOHaHHS
JIAHOT'O TPUHIUITY 3HIDKYE I[iHY, 3MEHIIY€ Yac BIPOBAJKCHHS, IO,
MIPUPOJIHO, TIIBUINYE HAJIIWHICTL B ekcrutyaTaii. Oco0iMBe 3HaUCHHS i
BKJIMBICTH JIJISl TIJNPUEMCTB HAOyBa€ YMHHUK TPOCTOTH MoJU(iKaIii
HACTPOIOBAaHb ICHYIOUYOI CHUCTEMH CHJIAaMHU OOCITYTOBYIOUOTO TIEPCOHATY
(Bimmizm po3pobku — 1ie, 0€3yMOBHO, 3py4YHO, aje JIOCHTh JOPOTO s
0araTboX OpraHi3alliif) BiAIIOBITHO JO AMHAMIKH PO3BUTKY OpraHi3ariii.

12.5.2. CkJ1a/10Bi YACTHHH CHCTEMHU €JIeKTPOHHOI'0 IOKYMEHT000iry

CucremMa eJIeKTPOHHOTO JOKYMEHTO000Iry — OJlHa 3 HaWBaKIUBIIIMX
CKJIIa/IOBUX 1H(MOpMAIiHHOI CUCTeMH, siKa BIJANOBIZA€ 3a YNpPaBIiHHS
BBOJIOM JIOKYMEHTIB Y CHCTEMY, 30€peKeHHSI, MOIIYK, MapIIpyTHU3AIIil0,
00poOKy JOKYMEHTIB, 30ip i aHami3 iHoOpMaIlii Mpo MOTOYHHIA CTaH BU-
KOHAHHS JUJIOBUX 1 aJIMIHICTPATUBHUX MPOILEITYP.

CyuacHa iHTerpoBaHa cHcTeMa KepyBaHHS CJICKTPOHHUMH JTOKyMe-
HTaMHU TOBMHHA MiJTPUMYBAaTH MEXaHI3MHU aBTOMAaTH3allli KOMILICKCY
TaKHX 3aj]ay:
v aHai3 opraHisaiiii Gi3Hec-mpoIeciB 1 CYIMyTHHOTO TOKYMEHTOO00i-
Ty,

v 30ip, 30epiraHHs, MOIIYK i Meperisl JOKyMEHTIB;

v/ MapuipyTusaiis i 06po0Oka JOKYMEHTIB, KepyBaHHS Oi3Hec-
NpoLIeCaMy 1 IpaBHJIAMU NPOXOHKEHHS JOKYMEHTIB.

CkiajoBUMH YacTMHAMHU CHCTEMHU (IMiJICUCTEMH), IO IMPAIoE 3
JTOKYMEHTaMH, €:

1) cucremu KepyBaHHS JOKyMEHTaMHU;

2) cucTeMH aBTOMAaTH3aIlil JIIJIOBOJICTBA;

3) apxiBU JIOKYMEHTIB;

4) cUCTeMU CTBOPEHHS JIOKYMEHTIB 1 CHCTEMHU 00pPOOKH JIOKYMEHTIB;

5) cucteMu KepyBaHHS BapTiCTIO 30epiraHHs JOKYMEHTIB;

6) cucTeMH MapIIpyTU3allii JOKYMEHTIB;

7) cucTteMH KOMIUIEKCHOI aBTOMaTH3alii BUPOOHWUYMX IPOIECIB

(GizHec-mporeciB);
8) cucTemMu MiATPUMKY PUHHATTS pillIeHb
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Koxwna mijcucrema Mae Hao0ip crienupivaux s Hel Gynkmin. [Tpu
IbOMY OKpeMi MiJICHCTEMH TICHO B3aeMOJIIOTh MK coboro. [lofin
CUCTEeMH JIOKYMEHTOOOIr'y Ha TMiJICHCTEMH HOCHTh B JEsKil Mipi
«aKaJeMiuHMi» XapakTep. Y peanbHil MPaKTUI MPOTrpaMHi MPOIYKTH
JIOCUTh YMOBHO MO’KHA BIJIHECTH JO Ti€i ab0 iHIIOI rpyny B HaBEACHIN
knacuikamii. Sk MpaBHIO, CHCTEMH pEaNi3ylOTh JIMIIE YaCTUHY
GYyHKIINA, TPH OHOMY MPOAYKT OJHOTO KIJIACYy MOXE MICTHTH B €001
yacTuHy (yHKIIH cuctem iHmoro kmacy. Tomy moOynoBa cuUCTeMHU
CIIEKTPOHHOTO JOKYMEHTOOOITY 3 ICHYIOUMX Ha PHHKY MPOAYKTIB
norpedye HE TUTBKM YITKOrO pO3yMiHHS KIHIEBOI 3amadi, ame W
BiIMIHHOTO 3HaHHSI pUHKY IIPOTPAMHOTO 3a0€3IeUCHHS.

1) Cucmema kepysanns oOoxymenmamu. CucteMa KepyBaHHS
JIOKYMEHTAMH — [P0 CHCTEMH POOOTH 3 JOKyMEHTAMH. 1i OCHOBHHMH
3a7a4aMu €:

3a0e3neyeHHsi  peecrpauii  iHdopmanii, 00  HAAXOAUTH
(3amOBHEHHS HEOOXIAHUX aTPUOYTIB TIOKYMEHTA);

oprai3auist 30epiraHHsi JOKyMeHTIB;

NiATPUMKA NPHUCTPOIB 30epiraHHsl AaHMX Pi3HUX THHIB (Bif
NIBUJIKMX MarHiTHUX AHWCKIB JIO CTPUMEPIB, Y TOMY YHCIi MiATPUMKA
po0oTH 31 3HIMHUMH HOCISIMH);

miATPUMKa Mirpamnii JOKyMeHTIB MiXX TPUCTpOsiMU 30epiraHHs B
3aJIeKHOCTI BiJl 3MIHM aKTUBHOCTI 00iry iHpopmauii. Buninstorscs nsa
BUJM Mirpaiii JOKYMEHTIiB: Mirpaiisi JJOKyMEHTIB, II0 HACTPOIOETHCS
KOpPHCTyBadeM, 1 aBTOMAaTW4HA. TEXHOJOTis aBTOMATHUYHOI Mirparii
JMOKyMeHTiB HazuBaeThcsi Hierarchical Storage Management, a
OPOAYKTH, SIKi ii migTpumMyroTh — HSM npoaykramu;

aBTOMATH4YHi  omepauii 3  AOKyYMeHTaMM  (KOIIiIOBAaHHS,
BIJIHOBJICHHSI, 3HUIIICHHS );

opraHizamisi iHIeKCYyBaHHSl JOKYMEHTIB [Jii TOJAJbIIOrO iX
mBuAKoro  mnomyky. Croad  BiJHOCHUTBCS — MATPUMKA  IHJCKCIB
PI3HOMaHITHHMX THUITIB. BUALISAIOTE IBa OCHOBHUX THIH. AmpubymueHuil
iHOeKc, KON JOKYMEHTY MPUCBOIOETHCS HA0IP TEKCTOBUX, IU(POBUX Ta
iHmMX 3HadeHb. Lli 3Ha4YeHHsS TOTIM 30epiratoThCcsl B 0azax AaHUX, 1
MOJAJIBIINK TIOIIYK JOKYMEHTa 3/iHCHIOEThCS 3a IUMH 3HAYEHHSIMH.
[HIIMM IMPOKO 3aCTOCOBYBAHMM THIIOM I1HJIEKCYBAaHHS JOKYMEHTa €
no0yI0Ba 1nOBHOMEKCmMOB8020 iHOekcy 3a 3MicToM (cioBa, (pasm)
JOKYMEHTa;
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ayautT i 3a0e3meueHHss Oe3mexku AoKyMeHTIiB. [lim mum
PO3yMIIOTh KOHTPOJIb JIOCTYITY JIO JOKYMEHTA 1 MPOTOKOJIFOBAHHS BCIX
TIOJTii, TIOB’SI3aHMX 13 JOKYMEHTOM.

Kontpoas nmocrymy — 1e 703Bin abo 3a00poHa BHUKOHAHHS,
3aJIeKHO Bijl MOBHOBA)KEHb KOPHCTYBAya, 110 BBIMIIIOB y CUCTEMY, TAKHX
oreparii sSK: Meperisy JOKyMeHTa, KOMIOBaHHS JTOKYMEHTA, 3HUIICHHS
JOKYMEHTa, pelaryBaHHs JIOKYMEHTa, KEpyBaHHS JOCTYIIOM [0
JOKyMEHTA.

Cucrema KepyBaHHs JTOKYMEHTaMH TIOBHHHA JTO3BOJISITH PO3Paxo-
BYyBaTH BapTICTh BUKOPHCTaHHsS JOKyMeHTa. [IpupomHo, mo BapTicTh
JIOKYMEHTa BHMIPIOETHCSI HE B TPOIIOBOMY BHPAXKCHHI, 2 B 4YaCOBOMY.
Jana QyHKIIiS BakKJIMBa HE TUTBKH JJIA aHATI3Y AiSUTBHOCTI TATPUEMCT-
Ba i KOHKPETHUX CIIBPOOITHUKIB, aje i IS BHCTABJISHHS PaxyHKIB Ha
orutary kimieHTaMm. OKpeMo CIIiJ] BiI3HAYUTH MOXJIUBICTh BUKOPHUCTAHHS
CTeliai30BaHuX anapaTHO-POrPAaMHHUX MOJYJIIB KPUITO3aXUCTY Ja-
HUX, 110 HAJAIOTh TOJATKOBUH CEPBIC 1010 3aXUCTY JTOKYMEHTIB (€JIeK-
TPOHHUH MiNKC, UPPYBaHHA);

iHTerpauisi 3 nogaTkamMmu 00poOKHM JOKyMeHTa. IcHye MHOXXMHA
JOJATKiB, 10 TMOPO/DKYIOTh JOKYMEHTH. SIKImo B oprasizamii
BCTAHOBJIEHUH KOPIOPAaTUBHUI CTaHIApT Ha BUKOPUCTOBYBAHI JOJATKH,
TO 1X YHCIIO OOMEXKYETHCSI IECATKOM, SIKIIO XK Hemae, To moAiOHa 3ajaua
3HA4YHO YCKJIAJHIOEThCSA. BUALISIOTH 1Ba TUIIN 1OJIATKIB, 13 IKUMH MOXeE
BiIOyBaTHUCS 1HTETPALlis:

- Jojatku, mo 30epirailoTh pe3yiabTaTH CBOEl poboTH y daiinax

BJIacHOTO (opmary;
- JIOJIaTKH, IO TOTYIOTh 1 BUBOJATH Pe3yJibTaTH TUILKH Ha JIPYK.
Buxozsiuu 3 TUIIB 10/1aTKIB, BUIJIMBAIOTh JABA TUIH IHTErparii:

1) inTerparrist Ha piBHI orneparliii i3 Qaitnamu;

2) inTerpariisi Ha piBHI BUBOJY HA JPYK.

Sk okpemuii BuWja iHTerpaimii MOXXHa BUAUIATH IHTErpalio 3
EJICKTPOHHOIO TIOMITOI0 1 (pakc-cucTeMamMul sIK HAHOUTBIT TOMTUPEHUMHU
MeXaHi3MaMHU repeadi iHpopmariii;

opraHizaulisi KoJeKTHBHOI po0OTH 3 J0KyMeHTamMu. Sk yxe
Bi3HAYAJOCs  paHille, OpraHi3amisi  KOJEKTUBHOI  poboTm 3
€JIEKCTPOHHUM JIOKYMEHTOM JIa€ CepHO3HUIl BUTpAIll Y MPOTYKTUBHOCTI
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mpari Bchoro mianpueMctBa. CHITBHUE JIOCTYI JIO €IEKTPOHHOTO
JIOKYMEHTA € OCHOBOIO JIJISI IbOT0;

opraHizamisi po3moJiieHMX CXOBHII AOKyMeHTiB. B ymoBax
3aCTOCYBAaHHSI CHCTEMH KEpYBaHHsS JOKYMEHTOOOIrOM 4YacTO BHUHHKAE
MUTAHHS TIPO MIATPUMKY PO3IOAUICHOTO B TMPOCTOpi cxoBuma. Ilix
BHMOTOIO PO3MOAICHOCTI PO3YMIEMO:

docmyn 8i00aneHUx KOpucmysadie 00 CXo8uujd OOKYMEHmI8
pexxumi on-line abo x y pexumi off-line — konmu Oymo 6 JoriyHEM
BUKOPUCTOBYBATH  EIEKTPOHHY TMOWTY JJISi  BiANparbOBYyBaHHS
MeXaHi3MiB 3aMOBJICHHSI-I0CTaBKH JJOKYMEHTIB;

83AEMO0II0 0eKIIbKOX CX08ULY | OOHOUACHUTI OOCMYN KOPUCMYBAUI8
00 ingpopmayii, poszmawosanoi 6 pisnux apxisax. Takoro pomay
B3a€EMO/Iisl MOXKe OyTH MOOY/J0BaHA Ha JIBOX OCHOBHUX MPHHITUIIAX:

- B3a€EMHE TUPAKyBaHHSI CXOBHIIL;

- TEXHOJIOT1Sl PO3TIO/IICHOTO JTOCTYITY.

2) Cucmemu aemomamuzauii 0inoeodcmea. Oynkiii aBTOMaTH-
3arlii JAiI0BOJCTBA B TOMY a00 iHIIIOMY BHII MPEACTABICHI B OYyIb-sKiit
cucTeMi  aBTOMaru3alii JOKyMeHTooOiry. VY  ¢QyHKHiI cucreM
aBTOMAaTM3allii JIOBOJICTBA HE BXOAUTH 30epiraHHs i1 mepemilneHHs
JIOKYMEHTIB B opraHnizamii. B ix ¢yHkiii BXoquTs (ikcarist TOKyMeHTIB
y crenianbHiil BJl, mo BupakaeThcs B 3aMIOBHEHHI CIEI[iaIbHOT KapTKH
JOKyMeHTa. BMICT KapTKu JOKyMEHTa MOXE BapilOBaTHCS B 3aJIC)KHOCTI
BiT copmoBaHOi B opranizamii curyarii. CTpykTypa JIOKYMEHTIB,
3a(hikcoBaHMX y 0a3ax JaHHUX, COMPAETHCSA HA TaK 3BaHYy HOMEHKIIATYpPY
CIIpaB, HasBHY, SIK MPABWJIO, Y KOKHIN Oprasizaliii, a TeXHOJIOTis 00Ky
i 00poOKHM JOKYMEHTIB chupaeThcss Ha copMylbOoBaHe B JaHIl
opranizarii «IlonoxxeHHs Mo AiTOBOACTBOY». JIOKYMEHTH 30€piraroThest
B TIAlIEpOBOMY BWIJISIIL, Y CHEIialbHOMY apXxiBi, ale B 0a3ax JaHHX
B1J10OpakaeThCs X TOTOYHE MICIe pO3TAllyBaHHS 1 CTAaTyC, BKIIOYAIOUH
aTpuOyTH KOHTPOJIO BUKOHAHHS. 3a3BUYail B CHUCTEMax MIJIOBOJICTBA
PO3pI3HAIOTh BXiJHI 1 BHXiJHI JOKYMEHTH, HOPMATHBHO-PO3MOPSIUi
JIOKYMEHTH,  JIOKYMEHTH  KOJICTIQJIbHUX  OpraHiB  yIpaBJiHHS,
iH(hOopMaIlifHO-TOBIIKOBI Ta 1HII BUAM JOKyMEHTIB. JOKyMeHTH, IO
3HAXOMATHCS HA  KOHTPOJII  BHKOHAHHS, TIJAPO3AUISIOTBCA — 3a
BUKOHABIISIMH, CTaTyCOM BHUKOHAaHHS, TEPMIHAMH BHUKOHAHHS TOIIO.
KoxeH goKyMeHT y cuctemi siBIsie co0O0r0 3amuc y 0aszy JgaHuX, M0
XapaKTepu3y€eThCsl HAOOPOM 3HAYCHb aTpUOYTIB KapTku. KpiMm o0miky i
MOIITYKY JOKYMEHTIB y 0a3axX JaHWX, CHCTeMa NMOBHWHHA 3a0e3nedyBaTu
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TeHepaIlito 3BiTiB, 1110 JO3BOJISIOThH OJIEPKATH BIJJOMOCTI PO BUKOHAHHS
JIOKYMEHTIB Ta 1HIIOT 3BEICHOT iHpopMaIii.

st po3poOKM JIOAATKIB, 10 BUKOHYIOTH (DYHKIIIT aBTOMaTH3arlii
JIJTOBOJICTBA, HAWOUIBII MPUJIATHUMHU € CTaHIApTHI 1HCTPYMEHTH, SKi
BUKOPUCTOBYIOTH JUISI PO3POOKH aBTOMAaTH30BAHMX POOOYMX MICIh, —
BiJl HACTUIBHMX 0a3 JIaHUX JI0 cHcTeM Ha 0a3i pizHoMaHiTHUX SQL
cepepiB. Ilpore B TOMy BHIIAAKy, SKIOIO  aBTOMATH3aIlis
JOKYMEHTO00Iry He 3aKiHUUTHCS TaHUM KPOKOM, TO MOXHA IOJTyMaTH 1
Mpo 1HOI I1HCTPYMEHTH, IO 3a0e3MeuyrTh OIIBII  MOCIIJOBHUN
PO3BHTOK cHCTeMH. Tak, HaNpHKIad, IpU TEePexolli 0 eICKTPOHHOTO
CXOBHIIA JTOKYMEHTIB 0a3a JaHUX CHCTEMH [JIOBOJCTBAa ITOBHHHA
MICTHTH TIOCWJIAaHHS Ha BIJIOBIIHI 00’€KTH €JIEKTPOHHOTO apXiBy, IpH
BUKOPUCTAHHI €JEKTPOHHUX 3aco0iB MapuipyTusamii JOKYMEHTIB
crcTeMa MOBHHHA 3a0e3MeuyBaTi MOXKIIMBICTD PO3CHIIAHHS JOKYMEHTIB
Ha poOodi Miclsi KOPHUCTYBadiB, BHU3HAUCHHS IOTOYHOTO MICIIS
po3TanryBaHHs JOKYMEHTA TOIIIO.

3) Apxieu O0oxymenmie — 1i¢ T€ MiCIle, JI¢ BIacHe 30epiraerbcs
SJIEKTPOHHHUI JOKyMeHT. [Ipu 1iboMy Moke 30epiratucst abo BUTIISL J10-
KyMeHTa, a0o #oro 3micT, abo i Te # inme. Kpim BiacHe 36epiranns Jio-
KyYMEHTIB, apXiB MOBUHEH 3a0e3leuyBaTH HaBIrawilo Mo iepapxii J0Ky-
MEHTIB 1 X MOIIYK.

Ha BigmiHy Bix momyky 3a arpuOyTamMu JOKYMEHTIB, 110 OyB 1 B
cucreMax IONEepeAHbOr0  Kjacy, apXiBM JOKYMEHTIB IOBMHHI
3a0e3neyyBaTd TOBHOTEKCTOBUM TOHIYK 3a BMICTOM TEKCTOBHX
(bparMeHTiB y TOKyMeHTi. B mpuHImmi, nomykoBuid MexaHi3M OBHHEH
MaTh JeAKAH 1HTEJNEeKT, ToOTO 3ale3medyBaTH TOMIYK OJMM3BbKUX
rpaMaTUYHUX KOHCTPYKIIIH, @ TAKOXK MONTYK OJIM3bKUX 32 3MICTOM CIIiB.

Ha BigmiHy Big cHcTeM TIONEpPEeIHLOTO Kiacy, B apxiBax
30epiratoTbcss  cami  JOKYMEHTH, 1 TOMYy CHCTeMa [TOBUHHA
3a0e3neyyBaTé  PO3MEXKYBaHHA TMpaB JOCTyIMy JO JOKYMEHTIB.
KopucryBau moxe ifeHTH(IKYBaTHCS 200 32 JOMOMOTOI0 MEPEKEBOI0
iMeHi, a00 3a JIOTIOMOTO0 CIEIiaIbHOTO IMEHI 1 TTapoJisi, BU3HAYEHOTO B
cucTeMi KepyBaHHs apxiBoMm. KpiM mojiny mpaB noctymy Ha piBHI
KOpPHUCTYBaJiB, CHCTeMa IIOBUHHA 3a0e3le4yyBaTd BHJIJICHHS TPYII
KopucTyBauiB a0o poneil. Takoro QyHKIIEIO apXiBy TOKYMEHTIB €
3a0e3neueHHsT MOKJIMBOCTI TPyNMoOBOi POOOTH 3 JIOKYMEHTaMH, IO
3HAXOAATBCS B CTajil cTBOpeHHsA. [Ipu mBbOMY BHKOPHCTOBYETHCS
¢yskuis 6mokyBaHb qokymeHTiB abo Check-In/Check-Out xkoHTpOIE.
Bona monsrae B TOMy, IO KOJM OJMH 13 KOPUCTYBadiB CHUCTEMHU
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MOYMHAE peJaryBaTd JOKYMEHT, OCTaHHIM OJIOKYeThCS AJsl JOCTYILY
IHIINX KOPUCTYBAYiB JJOTH, TOKH 3 HUM HE 3aKIHYUTHCS pOOOTAa.

Ille omHiero QyHKIEO apxiBy € MATPUMKa KOHTPOJIO BepcCiil.
Bepcii nmokymeHTiB MOXyThb (ikcyBaTHcs abo aBTOMAaTu4HO, abo 3
iHIIiaTHBM ~ KopHcTyBada. Y pasi moTpedM KOPHCTYBad MOXKE
MOBEPHYTHCA 0 OHI€T 3 TONEepPEeIHIX BepCiil JOKyMEHTa.

Jlo cepBicHuX (QyHKIOI apxXiBy JOKYMEHTIB BiIHOCSATBHCS
MOJKJIMBICTh CTBOPEHHS PE3EPBHUX KOIIH JTOKYMEHTIB 0€3 MPHUITMHEHHS
poOOTH CHUCTEMH, THTETpaIlis 13 cHcTeMaMu 3a0e3MeUeHHS ONTUMATBHOT
BapTOCTi 30epeKeHHS TaHHUX Ta iH.

4) Cucmemu cmeopeHHs OOKyMeHmi6 I cucmemu o00pooKu
00Kymenmie. OHIEO 13 CaMOCTIHMX (DYHKIIIHA CHCTEM JOKYMEHTOOOITY €
BBEJICHHS JIOKYMEHTIB B apxiB. llin 1mM po3ymieTbesi mepexim Bif
MArepOBUX JIOKYMEHTIB JI0 EJICKTPOHHUX. Y HAWIPOCTIIIOMY BHIAIKY IS
mpolelypa 3BOUTBCS 110 MPOCTOro CKaHyBaHHA. [Ipote, sk mpaBimIio,
mpocroro 30epiraHHs 00pa3y JOKyMEHTa HeJOCTaTHbO. EjekTpoHHuMit
o0pa3 JOKyMEHTa I[IOBUHEH MaTH ideHTH]IKaliiiHi aTpulyTH, 110
JIO3BOJISITH  ieHTHdiKyBaTH HOro y CHCTeMi JiJIOBOJACTBA 1 B apxiBi
nokymeHTiB. Li onepattii mpoBoAATECS BpyUHY.

binbi cknagHOo0O (YHKIIEIO € aBTOMATHYHE PO3IMI3HABAHHSA BMICTY
JIOKYMEHTa 1 ()OpMyBaHHS JOKyMEHTa, 1110 MICTUTh Horo TekcT. [ 1poro
NpPU3HAYCHI TIPOrpamMM, IO BIIHOCATbCA JIO KIAacy HPOrPaMHOrO
3BOe3MedYeHHs po3mni3HaBaHHs TekcTy. llle OuIbII ckiIagHO0 (DYHKIE €
posmizHaBaHHs BMicTy ¢dopm. [Ipy oMy mporpama BU3HAuUae HasBHICTH
3alMCIB, Yy TOMY 4YHCII M PYKONMCHUX, y BHM3HAUeHUX MOJAX OraHKa
JOKYMEHTa, PO3Mi3Ha€ HOro BMICT i aBTOMAaTMYHO 3allOBHIOE 3HAYECHHS
aTprOyTIB JJaHOTO JOKYMEHTAa B CUCTEMi. 32 HEOOXiIHOCTI 3HAYCHHS OB
OaHKa MO>Ke BUOMpATHUC 3 JI0BITHUKA, TEpPe10a4eHOro B CHCTEM.

5) Cucmemu kKepysanus eapmicmio 30epizannus OOKymMeHmie.
CbhOrojiHi 3aCTOCOBYETBCS J[Ba MIJXOAW JO OpraHizamii 30epiranHs
eNeKTPOHHHUX JIoKyMeHTiB. Ilepmmii monsirae B TOMy, IO TiJio
JIOKyMeHTa 30epiraeTbcsi y QaiyioBiii cucrtemi, JIpyruil mnependayae
30epiranHst JOKYMEHTIB Yy pelisiiiiiHili abo criemianizoBaHiil 0a3i JaHHHX.

IIpn 30epiraHHi JIOKYMEHTIB B apXiBi 00CsATH 30epiraHHs MOXYTh
MIBU/IKO 3pOCTATH 1 JOCATAaTH 3HAYHUX po3mip. [Ipy mpoMy iHTEHCHBHICTB
3BepTaHb 70 JOKYMEHTIB, 110 3HAXOJAThCSA B apXiBi, HE piBHOMIipHaA. [[o
JIOKYMEHTIB, 10 3HAXOIATHCS B POOOTI, 3BEPTAIOTHCS JOCTATHBO YaCTO, Yy
TOH 9ac K JOCTYN JO JOKYMEHTIB, poOOTa 3 SIKUMH B)XE 3aBEpIICHA,
3IIACHIOETBCS JIyXe pinko. BiAmoBigHO, cucrema Moe 3a0e3redyBaTd
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pi3HYy ONEPATUBHICTH JOCTYITY 0 PI3HUX TOKYMEHTIB. OCKUIBKH BapTiCTh
30epiraHHs JOKYMEHTIB B apXiBi, SIK HPaBWIO, OOEPHEHO MPONOPIIiiHA
MBHJIKOCT] JIOCTYITY, TO MOKHA CKOPHUCTATHCSI BKa3aHOIO 3aKOHOMIPHICTIO
JUIsL  onTHMi3alii BapTOCTi yTpuMaHHA apXiBy. CuHCTeMH KepyBaHHS
BapTiCTIO 30epiraHHs came 1 BHUPINIYIOTh JaHy 3aaady. 3abe3rnedyroun
MOXJIMBICT POOOTH 3 PI3HOMAHITHOIO Tepudepieio, cucremMa 3ade3nedye
ABTOMATHYHE TICPCHECCHHS JAHUX Ha OUIBII «JICIICBI» HOCI Y BHUIAJKY,
SIKIIO JOCTYT JI0 HUX 3IHCHIOETHCS HEIOCTATHHO YacTo.
6) Cucmemu mapwpymuszauii i Konmponio euxkonauns. OHieIO 3
OCHOBHHX CKJIQJIOBHX CHCTEM JOKYMEHTOOOITY € CHCTEMH MapIIpyTH-
3amii i KOHTPOJO BUKOHaHHS. [Ipm moOymoBi cucTeM MapmipyTu3arii
MOJKYTh 3aCTOCOBYBATHCS JIBa OCHOBHHUX ITiIXOJTH.
Iepwuit — 0okymenmo-opienmosanuii. JIOKyMeHT € OCHOBHUM
00’€KTOM CHCTEMH, 1 MapIIPYTU3YETHCS caMe BiH, a BCI iHII MapaMeTpu
MapIIpyTH3allii acoliiioBaHi came 3 JOKYMEHTOM.
Jlpyzuit — pobomo-opicnmoeanuii, i ioro OCHOBHUM 00’ €KTOM €
poGota. lo poGoTu Moke OyTH NPUKPITUIEHWH HaWPi3HOMaHITHIIIUI
CIMCOK 00’€KTIB, y TOMY 4ucii i 1okyMeHTH. [Ipupoano, pobora Moxe
icHyBaTH i 6e3 ToKyMeHTiB. pyruid miaxij € O1IbII 3arajJbHIM.
Bynp-skuii mporiec MapmpyTu3anii JOKyMEHTIB — [Ie PyX OIHOTO
JIOKyMEHTa, a He MHOKUHM HOro KoIiH, sIK 11e BiAOyBa€eThCs B cCHCTEMax
€JIEKTPOHHOI ITOLLITH.
Po3rasiHeMo Ternep THNM CHCTEM MapIIpyTH3aLii.
Binvna mapwpymuzayis. BuminsoTbCs JIBa  OCHOBHI  THITH
MapIIpyTiB JOKYMEHTIB:
1.TlocninoBHA MapHIpyTU3aLis — JTOKYMEHT MOCIi0BHO NMPOXOAUTh
BHUKOHABIIIB OJIMH 3a OJTHUM;

2.1TapanenpHa MapuIpyTH3aLis — JOKYMEHT OJHOYACHO HAIXOAUTh
yCiM BUKOHABIISIM, & 3aBEPIICHHS MAapUIPYTy BiIOYBAEThCS, KON
oJiiH ab0 BC1 KOPUCTYBayi 3aKiHYaTh pOOOTY 3 JJOKYMEHTOM.

Cucmemu  enexmponnoi nowmu. MIiHIMaJIbHOIO JOCTaTHHOIO
CUCTEMOI0, sika 3abe3reuye MaplipyTH3allilo JIOKYMEHTIB, € cucTeMa
EJIEKTPOHHOI TOIITH, M0 3/IHCHIOE TMapajielbHe pPO3MOBCIOIKEHHS
JIOKYMEHTIB (MapuIpyTH3allis BiJPi3HAETHCS BiJl PO3MOBCIOJKEHHS 200
PO3CHJIaHHSI THM, IO MapIIPyTH30BAaHUH TOKYMEHT ITOBEPTAETHCS B
MOYaTOK MapuIpyTy, HAmpHKIaj, 10 IiHiliaropa, a MIOKyMEHT, IO
PO3CHIIA€THCS, TOCHIAETHCS 10 BUKOHABISA 0O€3 KOHTPOMIO (akTy
MOBEPHEHHS). 3a JIOMOMOTOI  JOJATKOBUX E€JIEMEHTIB  CHCTeMa
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€JICKTPOHHOI MOIITH MOXKe 3a0e31edyBaTH MOCIiIOBHY MapIIpyTH3AII0
JIOKYMEHTIB.

Binvna mapwpymuszayis 0okymenmis i3 KOHmMpoOJeM GUKOHAHMHSI.
KoHTposbr BUKOHAHHS BKITIOYAE:

" KOHTPOJb JIOCTABKM 3aBJaHHA — IHIIIATOpy  BHUIAETHCS
iHpopMaLis Tpo Te, IO WOTr0 3aBAaHHS IOCATIIO MicIs
MpU3HAYCHHS (BUKOHABIIS);

" KOHTPOJIb YUTAHHS 3aBJaHHS — IHIIATOPY BHIAETHCS iHPOpMALis
PO Te, MO 3 HOT0 3aBJIaHHAM 03HAHOMUIIKCS CITIBPOOITHUKH, JIJIS
KOTPUX II€ 3aBJaHHs OyJI0 MPU3HAYCHO;

" KOHTPOJIb BHKOHAHHSA — IHIIIATOPY BHIAETHCS iH(GOpMAILisS PO
T€, 110 3aB/IaHHS BUKOHAHE;

" MOHITOPHWHT 3aBJaHHS — IHIIIATOP 3aBXKIH MOXKE ITOIMBUTHUCS,
XTO 1 1110 3apa3 poOUThH 13 HOro 3aBIaHHSM;

" TIOBiJOMJICHHS IPO MOPYIICHHS TEPMiHIB BUKOHAHHS — CHCTEMa
JIOKYMEHTOOOITy MOXe CIOBICTUTH iHIilliaTopa Tpo Te, IO
MocjJaHe  HUM  3aBAAaHHS  MPOCTPOYCHE  KOHKPETHHM
CHIBPOOITHUKOM;

®* iCTOpis BUKOHAHHS 3aB/aHb;

" KOHTPOJIb SIKOCTI BHKOHAHHS — O3HA4ae, 110 SKIIO KOPUCTyBad
TOBOPUTH PO Te, 110 3aBJAaHHs BUKOHAHO, II€ 111 HE 03HAyaE, 110
BOHO JiMiCHO BMKOHAHO, IHIIIATOp MOBHHEH MNEPEBIPUTU SKICTh
BUKOHAHHS, MIATBEPIUTH a00 HE MiATBEPIUTH BUKOHAHHS.

[Hdopmartist MoXKe BUIaBATHCS y BUTIISIII 3MIHH CTaTyCy 3aBIAaHHS Y
BIKHAX BXIJHHMX 1 BUXIJHHMX 3aBJlaHb a00 y BHIVIAAI HOBOTO 3aBJaHHS,
chOopMOBaHOTO  CHCTEMOIO  iHiIiaTopy, abo 3a  JIO[OMOTOI0
MOBIZIOMJICHHSI 110 €JIEKTPOHHIN TOIITI.

Mapwpymusayis ~ 0okymenmie  no  3az0aneziovb — UIHAYEHUX
Mapuwipymax i3 KOHmMpoaem GUKOHAHHA (JHCOPCMKA Mapupymusayis).
MapuipyTd MOXyTh OyTH OUIBII CKJIQJIHUMH, HIXK TPOCTI IMOCIIiJOBHI
a00 mapa’enbHi:

1) KOMOIHOBaHI 3 MTOCIIJIOBHUX 1 MapaJieIbHUX EJIEMEHTIB;

2) yMOBHI, i3 Mepexo/ilaMu B 3aJIe)KHOCTI BiJl CTaHy THX abo0 iHIINX
3MIHHHX MapuipyTiB.

7) Cucmemu KomniekcHoi agmomamu3auii 6UpoOHUYUX NPOUECIE
(6i3nec-npouecig). Po3BUTKOM CHCTEM MapiipyTu3allii JOKYMEHTIB €
WorkFlow cucremu, a0o cHCTEMH KOMIUIEKCHOI aBTOMAaTH3alll
opraHi3aliiifHo-BUKOHaBYMX, BUPOOHWYMX TIporeciB (Oi3HEC-TIPOIIECiB).
Ha Bigminy Bix cucreM MapuipyTu3amii JOKyMEHTIB, 00 €KTOM
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MapuipyTusanii B HHMX € CYKYNHICTh JaHHMX, BUKOPHCTOBYBAaHUX Y
BH3HAUCHOMY TMporieci. BUTbHIiCTh crieriamicTiB B 00J1acTi CydacHUX
iHpOpMaLIHHUX TEXHONOTIH po3risaaiTs TexHosorito WorkFlow sk
HaAOLIBII MEPCTIEKTUBHY TEXHOJIOT1I0 KEPYBAHHS JUIOBUMHU MPOIIECAMH.

bykBanpuuii mepexnan tepmina workflow — moTik poOiT, €,
0e3yMOBHO, KOPEKTHHM TpaMaTU4HO, ajleé Maike HISIK HEe pPO3KPHBAE
HOTO 3MICTY.

Binbmr indopmaTHBHUM € BU3HAUSHHS MPOAyKTiB kinacy WorkFlow sik
MPOTPaMHHX CHCTEM, IO 3a0e3edyoTh MOBHY a00 9acTKOBY KOOpPIIMHA-
[iF0 BUKOHAHHS BHUPOOHWYMX oOrmepaiiii (3aBaaHb, poOiT, (QYHKINH), 10
CKJIA[IAf0Th, HATIPHKJIA, CTPYKTYpOBaHi Oi3HEC-TPOIIECH i IIPHEMCTBA.

[Tpn npoMy KOXKHa cucTema 3a0e3rnedye BHPIMICHHS TPHOX TaKUX
3amadq:

v/ po3po0Ka Omucy mpoLecy;

v/ KepyBaHHsI BAKOHAHHSIM IPOIIECY;

v iHTerparisi BAKOPHCTOBYBAaHHX y MPOIIEC] TO/IaTKIB.

Buxopucrtanns texnosorii WorkFlow ans Bupimenns 3amaui
KepyBaHHs TpOIECIypaMH JITOKYMEHTOOOITY IO03BOJISIE IIOCATTH PSIY
NPUHIMIIOBUX MepeBar, HallBaKIIMBIIIMMHU 3 SKUX € TaKi:

1) BopoBamxenHs cuctemu kiacy WorkFlow 6asyerbcs He Ha
MapHIpyTU3alii NPOXOKEHHsI JOKYMEHTIB 1 HE Ha aBTOMaTH3aLli Ipynu
omepariii abo Bumy nii, a Ha OmMHUCI mpoiecy, 3apagn ePeKTUBHOIO
BUKOHAHHS SIKOTO 3JIHCHIOETHCS MAapHIpyTH3alisi JIOKyMEHTIB 1/a0o
aBTOMATH3aIlisl omepamid. Y Takuid crnoci® yHpoBajKEHHS CUCTEMHU
CIPSIMOBAHE Ha JIOCSITHEHHS cmpamez2iunux 11IeH MPOeKTy;

2) texHojoris WorkFlow He Hakiamae SKUXOCh CIHEIlialbHUX
oOMeXeHb Ha PiBeHb JieTallizallii mporecy i/abo CTymiHb aBTOMAaTH3aIlii
BUKOHYBaHMX onepalliil. B sikocTi enemeHnTapHoi onepaiii IpumycTUMO
BUKOPUCTOBYBaTH SIK PYTUHHY, (opmaneHy [Iit0  (HampuKIa,
3apeecTpyBaTH OOJIIKOBI JlaHI KIIIEHTA), TaKk 1 TBOpYY, HETPUBIAIbHY
3a/1avy (HampuKiaa, po3poOuTH TeXHOJorio miaiiomy TuTtanika). Takum
YHMHOM JIOCATA€ThCS aJanTallis CUCTEMH A0 pPEalbHUX BHPOOHHUYMX
mporieciB (Oi3HeC-MpoIieciB) opraxizallii, He3aJIeKHO Bijl IXHROTO PiBHSA
CKJIAIHOCTI;

3) rexnonoris WorkFlow no3Boisie 06’ennatu B pamkax €IWHOTO
iH(hOpMAaIIHHOTO TIPOCTOPY OpraHizailii CTPYKTYpPOBaHi 1 HECTPYKTYpO-
BaHi JlaHi, a TAaKOX PI3HOMaHITHI MporpamMHi 3acobu 06poOku iHpopma-
ii. OTKe, TOCITraeThCsl HE3AICKHICTh TPABUI AISUTHLHOCTI 1 BIJITIOBITHUX
MpaBUJI MPOXODKEHHS MOKYMEHTIB BiJ iHAWBITyalbHUX 0COOIHMBOCTEN
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oprasizarii poboTH KOHKpETHOro cmiBpoOiTHuKa, cTpykrypu B/, dop-
MarTiB MpeICcTaBIeHHS iH(popMaii.

3a ominkamu puHKY cucrteM kiacy WorkFlow, mnposenennmu
kommanismu IDC/Avante 1 Qvum, JiJgepoM cepell CHCTEM KIacy
WorkFlow € Staffware (BemmkoOpuranis). Staffware minrpumye Bci
nonyisipHi cuctemu: UNIX, Microsoft Windows NT i OS/2 y sikocti
CepBepHUX TUIATPOPM, a KIIEHTCHKI MICISI MOXYTh TpAIfOBaTH B
cepenopumax Windows 3.1, Windows 95, Windows NT, OS/2,
Macintosh abo acuaxpoHHHMX TepMmiHanax. Cuctema Staffware 1inkom
MaciTaboBaHa, IO J03BOJISIE BUKOPHCTOBYBATH CHCTEMY B OpraHi3arfi-
X OyIb-SIKMX PO3MIpiB.

Baprto 3BepHyTH yBary Ha Ie OJWH HroaHC. ICHyroui cUCTeMH
aBromaruzamii ginoBux mponeciB (CA/II), sk mpaBuio, miATPUMYIOTH
OIHY 3 1BOX Mertadop (BHIIB) MapmipyTH3amii: 1) )KOpcTKy, 2) BUTBHY.
[lepma 3 HHMX BH3HAYAETHCS KapTOK JIJIOBOTO MpOIECy, IO
KOHCTPYIOEThCS 3a3layeriib. TakuM YHWHOM, 3aCTOCYBaHHS >KOPCTKOI
MapuipyTu3amii OpUIycTHMO TaM, J€ TeXHoJoris pobotn 3
JOKyMEHTaMH a00 IpOCTO BUKOHAHHSA 3aBIaHb A00pe (GopMani3yeTbes.
BinbiicTh 3aKOPJIOHHUX CHCTEM KEpyBaHHs HAJEKUTh caMe /0 LbOro
KJIacy TMporpam, IO B MPHHIUII LIJIKOM 3pO3yMUI0O — 332 KOPAOHOM
00T MOPAJOK Y BCbOMY, B TOMY YHCIi i y AUIOBUX mHporecax. Y
TOW e Yac OJHIEI 3 XapaKTepHUX OCOOIMBOCTEH BITUU3HSHOIO
BEJICHHS TOCIO/ApPCTBA € HASABHICTh BUIIAJKOBOro abo Cy0’€KTUBHOIO
YUHHUKA, 110 BHOCUTb [ESKy HENEBHICTh Y CTPYKTypy JUIOBHX
nporeciB. Y 3B’A3Ky 3 MM ISl BITYM3HSHHUX OpTaHi3amiil JOoUigbHO
BUKOPUCTOBYBATH JIpyI'Mi BHJ MapHIpyTH3alii — BUIBHY KOJIU
MOCIIJIOBHICTh ~ €TamiB  JIJIOBUX  TpolleciB  BU3HAvaeThest (i
JIOBU3HAYAETHCS) HA CTa/lii BAKOHAHHS 3aBJIaHb.

TakuMm YUHOM, MU TIPUXOJUMO 10 BUCHOBKY, 110 CAJIII moBruHHa
BpPaxoOBYBATH 1 HAI[IOHATILHI OCOOJIMBOCTI YIPABIIHHS, 1 TOMY, Y HAIIOMY
BUTIAAKY, TIATPUMYBAaTH OOWJIBI MapagurMu — 1 JKOPCTKY, 1 BUIbHY
Mapipyrtusamito. [logiounii cuM0103 JBOX PI3HHMX MiJXOMIB JTO3BOJISIE
YHUKHYTH HETIOPO3YMiHb 1 OTPUMATH T€ MOETHAHHS JKOPCTKOI 1 BUTbHOT
MapIipyTu3ailii, oo HaWOIBII ONTHMAILHO BiAMOBigae crenudimi
i IIPUEMCTRA.

8) Cucmemu niompumku npuitnamms piwiens. HemanoBaxHum
MOMEHTOM Yy (YHKIIOHYBaHHI iH(QOpPMAIIHHUX CHUCTEM € HEOOXITHICTH
3a0e3MmeunTH, KpiM 3aco0iB TeHepallii JaHWX, TaKoX 1 3aco0M IXHBOTO
anami3zy. Hassai B ycix cygacanx CK/l i CKB/I 3aco0u moOy10B1 3anuTIB i
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PI3HOMAHITHI MEXaHI3MH IOIIYKY XO4a 1 TOJIETIIYIOTh BHUTST MOTPIOHOT
iH(opmarlii, aie Bce K He CIPOMOYKHI JIaTH JTOCTATHBO IHTENEKTYAIIbHY ii
OIlIHKY, TOOTO 3pOoOWTH Yy3arajbHEHHS, TPYIyBaHHS, BUJIAICHHS
HAQUTMIIKOBUX JIAHWX 1 MiABUIIUTH JOCTOBIPHICT 3a PAXYHOK BHUITPABIICHHSI
TIOMHJIOK 1 OTIPAIffOBAaHHS EKUTHKOX HE3aJISKHUX JpKepen iH(opmarti (sx
MpaBWiIO, HE TUIBKM KOPIOpAaTHBHHX 0a3 JaHWX, aje 1 30BHIIIHIX,
po3raioBaHux, Hanpukiazd, B Internet). [lpoGnema us crae Haa3BUYalHO
BOKJIMBOIO y 3B’SI3KY 3 JIABUHOMOMIOHMM 3pOCTaHHsIM 00csTy iH(opmarii i
30UTBIIEHHSAM BHMOT 10 iH(OCHCTEM IIOJ0 TMPOIYKTUBHOCTI — CHOTOJHI
yCmiX B YNpaBJIiHHI OpraHizamiero 0arato B HYOMY BH3HAYAETHCS
OTIEpPATHBHICTIO TPUHHATTS pimeHs, gaHi ais skux 1 Hagae KCEH. Y
IbOMY BHIIAJIKy Ha JIOTIOMOTY CTapuM METOJaM TPHXOIUTH ONepaTHBHA
0o0poOka manmx (On-Line Analitical Processing, OLAP). Cuma OLAP
MOJISATaE B TOMY, IO HA BiIMiHY BiJl KIACHYHUX METOJIB TOIIYKY, 3aIllUTH
TYT (DOPMYIOTHCSI HA OCHOBI THYYKHX HEPETJIAMEHTOBAHHX TTiJIXO/IiB.

Crorogni AOCTYNHUUN Winwi psn pizHomaniTHUX cucteM OLAP,
ROLAP (pensmiiini OLAP), MOLAP (6araromipai OLAP) — Oracle
Express, MetaCube (Informix) Ta iH.

12.2.6. Buxopucranus Internet-rexnoJorii

BulyxoBe 3poctanns Internet, sikuii OB’ sI3yIOTh 13 PO3BUTKOM HOBOI
TEXHOJIOTi1, Ma€ y CBOill OCHOBI MPOCTE EKOHOMIUHE OOTPYHTYBAaHHS — IS
TEXHOJIOTiSl €KOHOMIYHO BHUTI/IHA, OCKUJIbKM BapTICTh Nepefayi JaHUX IO
MEpEsKi CTaE MEHIIIO0 33 BapTiCTh 0OUYHCIIEHD HA KITIEHTCHKIM MaIluHi, 1 115
TEHJICHIIISl Ma€ CTIHKUIM XapakTep. 3BiJICM BUHUKAIOTH 1 Ti 3MIHH Y CBITI
TEXHOJIOTH, CBiIKaMM SKUX MH €. CTpIMKE 3pOCTAaHHS HPOITYCKHOL
cnpoMoxxHocTi  kaHanmiB  (Internet-2, HOBI OB TIBHAKI  MOAEMH,
CYMyTHHKOBI KaHaIM JUIsl JIOMAIIHBOTO KOPUCTYyBaua), MPUCYTHICTh Y
MepeKi OUTBIIIOCTI Kopriopailii i Mac Mejia, eJIeKTPOHHA KOMEpIIist 1 OaHK!
Tomo. Ha OCHOBI IMX TEXHOJIOTIM BHUPOCITM HOBI HampsiMu Oi3Hecy, a
MOIMpPEHICTh Internet 3poctae HebaueHMMHU Temmamu (1BuIIe TenaedoHii i
TenebadeHHs1). Bce 1e 3yMOBIIOE IIBHIKE TPOHUKHEHHs Internet-
TEXHOJIOTIM 1 B TIPOLIECH aBTOMATH3allil JiSUTbHOCTI OPraHiB JEpP>KaBHOTO
YIIPaBIIiHHSI.

Xapakmepucmuka Internet-mexnonoczii. Internet-TexHomnorii — me
TEXHOJIOT1], B SIKHX HEMAa€ HiYOTr0 PEBOJIIOIIMHOTO, 32 BUHSTKOM TOTO,
0 BXE BiJIOMI pIllICHHsI 3aCTOCOBaHI B HOBi¥ oOyacTi. JlaBHO Bimomi
moBHu po3miTkn (TeX), mporokomm nepenadi qaaux (TCP) i Bigmanennx
cepgiciB (NSF, POP), posnmonineni Tpansakuii (MOHITOPH TpaH3aKIiif),
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MOBH, SKI MiaTpumytoThcsi Oaratema muiatdopmamu (C, Perl), Tomro.
Bech cekper HOBUX pillleHb — Yy 3aKJIaJeHIi CIIOKOHBIYHO CYMICHOCTI,
0 CITUPAETHLCS HA BIJIKPUTI CTaHIApTH.

Cama K TEXHOJIOTISI TIOKM IO JIOCTATHBO Cia0Ka, SK 1 Oyjb-sika
TEXHOJIOTiSl Ha MOYaTKy CBOTO MUIAXY. BIMOrH 10 CHCTEMHHX pecypciB He
3MeHmmmmcsa. [Ipore 3arampbHa eKOHOMIS 3aco0iB 32  TeTepilrHbOL
JICTIIEBI3HM KOMIT IOTEPHUX PECYpCiB, MPU JOPOKHEUl JOACHKHX, ITyXkKe
3HaYHA.

CTBOpECHHST peallbHUX TPUKIAIHUX CUCTEM Ha OCHOBI Internet-
TEXHOJIOTI], y CBOIO Yepry, KaTalli3yBaJlo 3MIiHHM B CaMiil TEXHOJOTIi.
Briepmie cTaBUTBCS T MHUTAaHHS HEOOXIIHICTH ONMEPAlifHOI CHCTEMHU
(OC), ockinpku Ui BUKOHAHHS PEajbHUX JTOJNATKIB HEOOXITHA YCHOTO
nuie cayxooBa Gynkmis (Hegapma Sun i1 Oracle ykmanu yromy, Iio
nossosse BOynoByBatu pyHkiii OC y CKBJl i CKB/] B OC).

3HayHO MEeperisHyTI W iHIm HenopywHi koHuenmii. TexHomoris
KIIIEHT — cepBep mnoOynoBaHa Ha 3BEpTaHHI KII€HTAa IO cepBepa 3a
omHMM TIeBHMM mpotokojioMm (SQL Net, nampukian). Listener cepsepa
3a0e3neuye 3’€HaHHs 1 00pOoOKy 3anuTy. BUHMKAa€e MUTaHHA: @ YOMY 110
CKB/Jl MoHa 3BepTaTHcs JUIIC 32 OJHUM CHeI[ialbHUM MPOTOKOJIOM?
Amke npu noOymoBi nonatkiB B Internet moBoAWMTHCS JeKiibKa pas3iB
BUKOHYBaTH TiepeTBopeHHs1 mporokoiniB http y SGI (Perl, cepsrern i
T..) 1 notiMm y SQL. BucHoBok: MoxkHa mpocto nopyuutu listener’y
ompanboByBatu 3amutu 1o http, POP3, IMAP4, NFS Ta inmmx
npoTtokonax. [logiona koHmemntis, sika peanizoana B Oracle8i, no3Bosse
peanbHo meperBoputH pessiniiiny CKBJl y cxoBumie indopmamii B
Internet. [ToaiOHi pileHHs] KapAWHATBHO MTEPEBEPTAIOTh HAII ySIBICHHS
PO MIPaBWIILHY MOOYI0BY 1HPOPMAIIIHOT CUCTEMH.

Cucmemu, 3acuoeani na 3acmocysamui Internet —mexmnonociil.
Hesin’emuoro pucoro cydacanx KIC cramo 3acrocyBaHHSI TEXHOJIOTii
Internet. 3 ormsiny Ha neit ¢akr, mpu Bubopi cknagoux KIC nHeobxigHo
BimaBatu nepeBary mnporpamam (CKJI, CAJII), mo miaTpuMyooTh
MMOBHOIIIHHY POo0OTYy 31 3BHUYaiHOro Opay3epa, (pakTHYHO, MAIOTh TaK
3BAaHOTO «TOHKOTO» KIII€HTa 1 CHEI[iaibHe CepBEepHE MPOrpaMHe
3a0e3neueHHs], M0 3a0e3nevye (QyHKIIOHYBaHHS JaHOTO KiieHTa. Sk
MpaBUIO, TaKe TEXHIYHE pIMIEHHS JO3BOJSE BHKOPHUCTOBYBATH
CTaHJIAPTHI CXOBHWIA JaHUX (OiONIOTEKH JOKYMEHTIB, 0a3 JMaHWX) i3
JOKaJIbHUX, KOPHOPATUBHHUX 1 TJIOOAIBHUX MEpeX, HE BUMAararouu
ICTOTHHX BHTpaT Ha JOJAaTKOBE aJMIHICTPYBaHHA 1 MIATPUMKY
LITICHOCTI, HaJIIHHOCTI 1 O€3MeKU 30epiraHHs JJaHHX.
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Posrsinatoun muTaHHS 3acTOCyBaHHS Internet-TexHOJOTIH, He
MOKHa HE TOPKHYTHCS Takoi BaKIMBOi MpoOieMu, K 3abe3rmedeHHs
iHpopMmartiinol Oesreku. JIIT  HEAONMYNIEHHS HECAHKI[IOHOBAHOTO
JIOCTYIY JO JOKYMEHTIB 1 JUIsl 3anoOiraHHS MOXIWUBUAM JUBEPCISIM
BMoHTOBaHux 3aco0iB CKJI i CAJIIT nemocratHbo. ToMy 10 ckiany
KIC 0060B’s13k0BO TMOBHHHI BBIMTH CHENiajgbHI pPOrpaMHO-araparHi
3acO0U 3aXUCTYy.

Bonn, 30kpema, m03BONSIOTH MH(PYBATH JaHi, MiATPUMYIOTH
SJIIEKTPOHHUN TU(PPOBHUHA MIANHC i MOXKYTh MPOBOJUTH HA HOTO OCHOBI
ayTeHTU(IKAII0 KOpHCcTyBadiB. Bce Ie 3abe3mneuye JTOCTOBIPHICTH 1
uimicHicTh iHpOopMarii Becepenuni KIC. Cucremn kepyBaHHS 3aXHCTOM
iHpopmanii (CK3I) — e BITKpHUTi CUCTEMH, IO JOMYCKAIOTh 1HTETPAIlio
3 30BHINIHIMH TpOrpamMamH, ajie HeoOXiJHO 3BEpHYTH OCOOJIMBY yBary
Ha Te, uu ceprudikoBana CK3I i 3a sskum kimacom.

EdextuBHicTh MporpaMHUX 3ac00iB 3aXUCTy MOXE OyTH 1CTOTHO
MiBHUINCHA 32 paxXyHOK 3acTOCYBaHHsS amapaTHUX 1 OlOMETpHYHHUX
3aco0iB: amapaTHUX KJIIOYiB, CMapT-KapT, YCTPOiB pO3IMi3HaBaHHS
B1JIOMTKIB MaJIbIIiB, CITKIBKH OKa, TOJ0CY, 0COOH, IU(POBOTO MiAMNHUCY.

BiamiTuMo, 10 Ha CTHKY CETMEHTIB JOKalbHUX Mepex 1 Internet
OaxaHa ycTaHOBKa OpaHaMmayepiB — 3ac00iB KOHTPOJIO 3a 30BHIIIHIMU
(BX1IHUMHU 1 BUXITHUMH) 3’ €THAHHIMH (HAWOIBII TUTTOBUM MPUKIIAJIOM
cuctemu naHoro knacy € CheckPoint FireWall-1 ¢ipmu CheckPoint
Software.). BoHu 103BOJIAIOTH BiAICTiAKOBYBaTH Tiepenady iHopmariii
MPAaKTHYHO YCiX BiJOMHUX Ha CHOTOAHIIIHIN JIeHb TPOTOKOMIB Internet.

Konuyenuia XML i npoekmysanna cucmemu eaeKmpoHHO20 00-
Kymenmoooizy. Ha nanmii yac xonueniis XML € HalO1IbIT MOJHOIO i
nonyisipHoto. Moa XML npusHaueHa st ONMUCY 1HIIAX MOB, TOOTO 11e
metamoBa. XML 1103BoJIsie IpeCTaBUTH JJaHi Y BUIJISAAL CTPYKTYpOBa-
HOT'O TEKCTOBOT'O JJOKyMeHTa. PO3MiTKa CTPYKTypH 3aJa€ThCs Yepe3 Tak
3BaHI Terw, 10 MaroTh neBHUN Qopmar. [lpuknagoMm 1poro €
HTML-nokyMeHT (BHYTpIIHIA «TOPTPET» Web-CTOPIHKH), OCKUIbKH
HTML e peanizamieto MoBu Ha ocHOBI XML 1 onmcye HaGip TeriB aiis
Bizyamizamii manux web-0payszepom. Jlokymentn XML — 1me TekcToBi
(hatinm, sIKi MICTATh JIaHi Ta TET'H, KOTPI iIEHTU(PIKYIOTh CTPYKTYpH BCE-
penuHi TeKCTYy.

3rigHo 3 konnenuieto XML cTpykTypa iHpOpMaLiitHOI CHTEMU Mae
BUTIsL fepeBa. OCHOBHI €JIEMEHTH CHCTEMH 3aJal0ThCs CIHCKOM
XML-teriB. B pe3ynbraTi oTpuMyeMo onuc iHGOpPMAIfHOT CHCTEMH 10
piBHA KiHIIEBHX 0i3Hec-00’€kTiB. JIsi KOKHOTO 00’ €KTa POOUTHCS HOTO
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ormrc MoBOI0 XML. Bynb-sikuit 6i3HeC-00’€KT BOJIOAIE SIK MiHIMYM 4O-
TUpMa MeTogamu: 1) GopMyBaHHAM CIHCKY €JIEMEHTIB, IO HaJeXaTb
00’exTy, 2) popMyBaHHSIM iHPOpMAIIil IO KOHKpETHOMY 00’ €KTY, 3) J0-
JlaBaHHSAM/peJaryBaHHsIM 00’ €KTa, 4) BUITy4eHHAM 00’ €KTa.
Texnonoriuna crpykrypa CE/], mobynoBaHoi Ha OCHOBI KOHIIETIIIT
XML, ckimamaerbes i3:
1)cepsepa B/l, mpusnadyenoro mis 30epiranss i 00poOku iH(popma-
uii 3 Bukopuctanusm CKB/I, takux sk MS SQL Server, Oracle
a6o x Sybase. ®akTuuno cepep B/l sBisie coboro 13 CKB/JT i
Habip TabIUIb, IPOIIEYP i 3aIUTIB,

2)cepBepa XML-nanux, sikuii 3abe3mnedye o0’e€KTHUI iHTEpderic
JUTs TaHuX (TIPEJCTABICHHS JMaHWX y BULJSAL Oi3Hec-00’€KTIB 1
peamizamis Oi3HEC-JOTiKM), 00pOOKY TaKMX JaHHWX 1 peajli3arlito
neBHUX anroputmiB IC. XML-00’ekT Moxke MicTUTH iH(OpMa-
1ifo, siKa He € yacTuHOow bJl, Hampukiaz, imocTparlii 1 MmaTepial,
JUHaMidHO oTpuMyBaHui i3 Internet. CepBep peanizyerscst Ha Oa-
31 Web-ceppepa (MS IIS, Netscape abo Apachie) abo x y BUTIIsII
OKpEMOT0 JIoJIaTKa, HalkcaHoro, Hanpukian, Ha C ado Java,

3)cepepa HTML-inTepdeiicy, nmpuszHaueHoro s (GpopMyBaHHS
JUHAMIYHUX Web-CTOpPIHOK, sIKl BI3yasli3ylOTh Oi3HEC-00’€KTH 13
XML-nanux 1 npoBOJATH MoNEpeHI0 00poOKy BBEIEHOI KOpHUC-
TyBaueM  iH(opmarlii, dopmaTtyBaHHA ~ Ta  BIJNpPaBKY
XML-ceprepy. Jlanuii cepBep peanizyerbes Ha 6a3i Web-cepBepa
(MS 1IIS, Netscape abo Apachie).

Ilepesazu euxopucmanus mpvoxpieneeoi apximexkmypu. OOmin
Oanux 3 inwumu dodamxamu. Bukopucranas XML B KoCTi BiIKPUTOTO
cTaHaapty oOMiHy JaHWMH JIO3BOJISIE BUPIIIYyBaTH MPUHIIMIIOBO HOBI 3a-
BJIaHHS B 00J1acTi MOOYA0BU KOPIIOPATUBHUX CHCTEM, & caMe — e(PeKTH-
BHE BUKOPUCTAHHS OKPEMHX MOJAYJIB Pi3HUX BUPOOHUKIB B paMKax Ofl-
miei IC, gocsraroum muM Takoi IX KOMOiHaIil, [0 € HafOIIbII ONTHMA-
JBHOIO SIK 3 TIOTJISITY (PYHKIIIOHATBHOCTI, TaK 1 3 TOUKH 30py (PiHAHCOBUX
BKJIa/ICHb.

Poboma 3 113 i anapamnum 3abe3nevenHam pi3HUX 8UPOOHUKIE.
Peanizanis XML-cepBepiB i cepBepiB iHTepdeiiciB Moke OyTH BUKOHA-
Ha IS Pi3HUX MPOTpaMHUX TUIaTdOpM, Hampukiaa, B pamkax IC ogniei
opranizanii MmoxxyTb BukopuctoByBaruck CKB/] Microsoft mig Windows
NT i Oracle mig Solaris, Web-cepepu Microsoft i Netscape.

Internet/Intranet-mexnonozii i axicmv 00Cny208y8ants KOpucmy-
sauie. Bukopuctanns Internet/Intranet-rexnosnoriit sik 6a3ucy ajis CTBO-
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penns KIC BinkpuBae 11e oHy HaiOUIBIN [[IKaBy MOXKIIMBICTD — yNpaB-
JiHHA SIKICTIO 00CIyrOBYBaHHS, sIKa BKJIIOYAE BJIACHE KOHTPOJIb SIKOCTI
MPOJYKIIil, Pi3HI CXEMH TapaHTIHHOTO 1 MOCTrapaHTIHHOTO 00CITyTOBY-
BaHHS NpoTsaroM Bcboro JKLI, BHeCeHHS 3MiH B KOHCTPYKIIIIO Ha OCHOBI
nobaxxanb criokuBaya Tomo (koumenmis CRM — Customer Relationship
Management). [Hmra mikaBa MOXJIMBICTh — MOBHOGYHKIiOHAIbHE Bip-
TyajibHe NpeACcTaBHMUTBO Kommnadii B Internet, mo Hamae MOXIH-
BICTh OTPUMYBATH KOPHCTYBaudy IMOBHHI CIIEKTP TEXHIYHOI Ta iH(popma-
LIAHOI MATPUMKH (BUKOHAHHS 3aMOBIICHHS, MOCTAITHUI KOHTPOJIb IIHO-
ro TpoIecy, 3MiHa CTPOKIB 1 T.JI.) 1 BUKOHYE (YHKIFO OOEpHEHOTO
3B’s3Ky (OTEpaTWBHA «rapsda» JiHisf, y4acTh B IHMCKYCisIX, BHECCHHS
MIPOTIO3HUIIIH KOPHCTYBaYaMH).

Hosnomacumabnuii giodanenuti docmyn i numanus desnexu. I1n-
TaHHA Oe3neku iHdopmallii, sSKa MepeacThesi MePEekero, He Mae 0e3ro-
cepenHporo BimHomeHHS 110 peamisainii KIC, ockinbku HaJ HUMH IIpa-
LI0€ IIiJIa 1HaycTpis po3poOHuKiB crerianizoBanoro I13. V koxHOMy
KOHKpeTHOMY mpoekTi crBopeHHss KIC moxke Oytu BuOpaHa cuctema
Oe3nekH, sika HalOLIbII 3a0BOJIBHSIE 3 TOUYKH 30pY (DYHKI[IOHAJIBHOCTI
Ta BapTOCTi. MOXKIUBICTh BiJIaJICHOTO JIOCTYIY J0 KOPIOPAaTUBHOI 1H-
(dhopmariii OyBae pyxe HEOOXiAHOIO.

Biokpumicms ma npocmoma o6cnyzoeysarns. OJHAM 13 OCHOBHHX
kpurepiiB ouinku 113 mig nobynosu KIC e iforo rHyukicTs 1 agantosa-
HICTh MiJl KOHKPETHOro 3aMOBHHUKa. [ly)e 4YacTo ajamnTaiis BEIHKHX
KJIIEHT-CEPBEPHUX CHCTEM YCKJIAHIOEThCS Yepe3 HasiBHICTh BHYTPILIHIX
crerianizoBaHux MoB. Y pasi  BUKopucTaHHs Internet/Intranet-
TEXHOJIOT1M pO3POOHMK TIepeiac 3aMOBHUKY BCI TEKCTH, SIKI HAMTUCaHi Ha
DHTML, XML, JavaScript, a HaBYaHHSI CHEIIATICTIB 1 JOpoOKa mpo-
rpaM 3a0uUparoTh Majo 4acy, OCKiJIbKH BCI IIi TEXHOJIOTIi € aOCOIIOTHO
BiikpuTuMH. KpiM 115010, (hakT BiJICYTHOCTI CIieliani3oBaHoi mporpamMmu-
KIII€EHTA caMmo 1o co0i aae 3HauHi nepeBaru. OiHa i3 HUX — CYTTEBE CKO-
POYEHHSI YHCENBHOCTI 0OCIYroBYIOUOTO MEPCOHANY, TOMY IO TpH iH-
CTaJIALIT, TOMUJIKAX HACTPOMKH, 3MiHI Bepciii Bcs poOoTa e Jimiine Ha
cepBepi 1 crienianicraM He MOTPIOHO BUTpayvaTH Yac Ha oOXija yciX po-
004X MICLIb.

Hosa moocnusicms — ASP (Application Service Provider). ¥V
3B’S3Ky 3 InependadyBaHUM BHITYyCKOM NpOBiIHUMH BHpoOHHMKamu [13
Internet-Bepciii CBOiX NPOAYKTIB 3’SBHJACh MOKM MHIO0 TEOPETUYHA
MoxxmBicTs posMintyBaTi KIC Ha cepBepax BigmaieHOro mposaiiaepa i
MparoBaTH 3 Hero 1Mo kaHamax Internet. Ane i B Pocii, i B Ykpaini mnei
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MiaXiJl He 3Haije MATPUMKH HahHOmmwkuuMm yacoM. [lo-meprie, e
OB’ s13aHO 3 HEAKICHUMH KaHaiaMmu Internet, a mo-apyre, i3 3arajgbHOIO
HEJIOBIpOIO, IO CKJIajacs B eKOHOMIYHOMY Ta KOMEPIIHHOMY cepelio-
BHIII 32 OCTAHHE JCCATUPIUUS — KEPIBHUK OpTraHi3aiii He 3axode JOBi-
PUTH CBOIO KOPIIOPATUBHY iH(OPMAIIF0 CTOPOHHBOMY IIPOBAHIEPY.

12.3. IIporpamui cucteMn aBToOMaTH3AIIl
AIJIOBOACTBA i JOKYMEHTOO00Iry

CHeKkTp Cy4acHHX CHUCTEM aBTOMATH3allii JTOBOJCTBA 1 JOKYMCH-
TOOOITY TOCHUTH PI3HOMAHITHUI MIOAO iX (YHKIIOHATHHOCTI Ta TEXHO-
JOTiYHOTO piBHA. JlaMO KOPOTKY XapaKTepPHCTUKY 3aXiIHHUX IMPOrpam-
HUX MPOJIYKTIB, SKI Ha JaHUI Yac € JiepaMu PHHKY CUCTEM aBTOMAaTH-
3aIii AIJI0BO/ICTBA 1 JOKYMEHTOOOITYy.

Cucrema InterOffice (Oracle) 3a6e3neuye oprasizaiiro JOKyMEH-
TOOOIrY, KOJIEKTUBHY pOOOTY, 1HTErpalito 3 1HIIUMH 3ac00aMU KOJEK-
TUBHOI POOOTH, MIATPUMKY 0a30BOi CHCTEMH Mepeaadi MOBiJOMIICHb,
KaJleHaapsi, CIIy>KOM KaTaJloTiB 1 ManoK, HalllOHATLHUX MOB.

Cuctema GroupWise WorkFlow Professional (Novell) sBinse co-
ooto rpadiuny Bepcito GroupWise WorkFlow, TicHO iHTerpyerbcs 3
€JICKTPOHHOIO TIOIITOO ISl OpraHi3allii KOJIeKTUBHOI POOOTH 1 BIIOCKO-
HaJIeHHs poOOYMX MPOLECIB, MICTUTh IIMPOKHH CIIEKTpP MIKTOrpaMm (ene-
MEHTIB rpadikn) A OMUCY JOKYMEHTOOO0Iry.

Cucrema Saros Document Manager (Saros Corporation) 3a6e3-
nevye JABOPiBHEBE YMPaBIiHHS JOKYMEHTaMH — Oi0IiOTeuHUH cepsep i
kiienTcebke 113, yHiBepcaabHMIA JOCTYI IO CXOBHUII IaHUX, Ma€ aTpudy-
TUBHUH TIOIIYK, aBTOMATHU3AIlII0 PyTHHHOT poOOTH (IpYyK, apXiByBaHHSI,
0OMiH MO eJIeKTPOHHIHM TOIITI), €MUHY CHCTEMYy OE3MeKH 1 YIpaBIiHHSA
JKUTTEBUM ITUKIIOM iH(OpMaIlii,

Cucrema Action WorkFlow (Action Technologies) npusnauena
JUTSL aBTOMaTH3allii iHpopMalliiHuX MOTOKIB y cepenosuiili Lotus Notes
abo Microsoft SQL Server, miaTpumye craHmapTHI TEXHOJIOTIi yIpaB-
JHHS JJOKYMEHTOIOTOKaMH, TpadivHe MOJSIIOBaHHs Oi3HEC-MpoIecis,
(hyHKIIT IepeBipKU ITICHOCTI MOJIeII 1 11 onTuMizallii, po3paxyHOK dacy
BHKOHAHHS Ta BApPTOCTI MPOIIECIB, TEHEPYE 3BITH.

Cucrema Work Expeditor (Compag) 3a06e3neuye mBuiKy Ta ede-
KTUBHY OpraHi3alil0 KOJIEKTUBHOI pOoOOTH 1 aBTOMaTH3amis Oi3Hec-
MpoIIeciB, 3axKCT iH(popMaIllii Ha PiBHI MONIB JTaHUX, ayAUT BCIX BHUIIB
orepauii, MUTICHICTh TpaH3aKLii i JOKYMEHTIB, aBTOMAaTUYHUN KOHT-
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pOJIb Bepcili JIOKyMEHTIB, MATPUMKA JKOPCTKOI Ta BIJIBHOI, a TAKOXK T10-
CJIIZIOBHOI Ta MapajenbHOi MapipyTHU3allii, KOHTPOJIb BUKOHAHHS Ta PO-
3CHJIKY TMOBIIOMJICHb, Tpo3opy iHTerpanito 3 Outlook, MOXIUBICTH
HIBUIIKOT PO3pOOKHM 3aMOBIIEHb Ha 0a3i cTaHAapTHUX iHTepdeiiciB Mi-
crosoft, moTyxHuit rpadiyHIIA pegaKTop KapT AUTOBHUX MPOIIECIB

Cucrema EDMSuite (IBM) micTuTh crucTeMy aBTOMAaTH3aIll JOKY-
MeHTo00iry FlowMark, 3acobun 006poOku rpadigHIX JOKYMEHTIB, 3a0€3-
nevye TPbOXPIBHEBUH PO3MOMALI MpaB OCTYITy, KOHTPOJIb BEPCiid AOKY-
MEHTIB.

Cuctema FormFlow (Symantec) nmpu3HadeHa st MOBHOTO 3a0e3-
TeYeHHs BCiX moTped opraHizamii Mo 0 aBToMaTH3aIii JiJI0BUX, BUPOO-
HUYMX TPOIECiB Oi3HEC-TTPOIECIB HA OCHOBI €JICKTPOHHUX (HOPM.

BinpmricTe BITYM3HSHUX CHUCTEM JOKYMEHTOOOIry moOyjoBaHi Ha
0a3i 3axigaux IC, ane Ha pUHKY BKe 3’ SIBHJTUCH 1 TOBHOIIIHHI BITYM3HSHI
pO3poOKH, sIKi BIAMOBIAAIOTH ACPKABHUM CTaHAApTaM 1 BPaxoBYIOTb
cnenudiky BITUM3HSIHOTO JUTOBOJCTBA (MOBY, TPaIUIlil BEJCHHS Ta Op-
raHisarii, HOpMaTUBHI BUMOTH, TEXHOJIOT1}0 aBTOMAaTH3aIlii).

Cuctema «bocc-Pedepent» po3pobiena Ha ocHoBi Lotus Notes, Bu-
KOHY€E LIEHTpasIi30BaHe 30epiraHHs, MOUIyK, MEPECUNIKy CKIIaJHUX JIOKyMe-
HTIB Oy/b-KuX ()OpMATIB Ta PO3MEXKYBaHHA JOCTYIy 10 HUX. Sk cucTema
KepyBaHHs JJOKyMeHT000irom € ckinagoBoto ACYII — «bOCCy.

Cucrema «€Bdpat’99» (Cognitive Technologies) mpairoe B cepe-
nosuiti Windows 95/98/NT/2000 i 3abe3neuye KOMIUIEKCHY aBTOMa-
THU3ALlI0 J1JIOBO/ICTBA, BKJIIOYAIOYM PEECTPALil0, KOHTPOJIb BUKOHAHHS,
oprasizaifito Ta 0OCIYroByBaHHSI €JIEKTPOHHOTO apXiBYy JIOKYMEHTIB,
OTpUMaHMX 13 pizHuX Kepen. [lependauae momyk TeKCTy 3a BMICTOM
JIOKYMEHTa Ta 3a pEeKBi3uTaMu, MOpQOJOTIYHUIA aHalli3 JOKyMEHTIB,
HiATPUMKY IIUPOKOTO crekTpy rpadiunux ¢dopmatiB. HasBHi poOoui
cromun — «Cekperapiar», «byxramrepis», «Bimain kaapisy, «Ctpaxosa
KommaHis», «Jlomammus 6aza €Bdpar». [ligTpumyroThCcs T0IaTKOBI
MOXKITUBOCTI: YTHIIITH AJist TecTyBaHHs B/, 11 yniiibHeHHs1, apXiByBaHHSI,
¢bynkuii GinpTpyBaHHs iHGOpMAITI.

Cucrema «/leso» («EnexTponni ogicui cucremu»). OcHoBa mpo-
JyKTa — TIOHSITTS MPEeJIMETHOI 00JIacTi JIOBOJICTBA, B3ATI 3 HOPMATHB-
HUX JIOKYMEHTiB, iH(opMmamiiina Ta (QyHKIIOHANIFHA  MOJENi
JITOBOJICTBA, TOOYIOBaHI 3 ypaxyBaHHSIM MDKHAPOJHHUX CTaHIApTiB
CTPYKTYPHOTO aHaJi3y 1 MPOEKTYBAaHHS CHCTEM 3 BHKOPHCTAaHHAM CY-
gacHux CASE-texnonoriid. Po3pobnennii Web-opieHToOBaHM BapiaHT
CHCTEMH IS PO3MOiIeHol poboTH 3 JoKyMeHTamHu B Internet.

287



Cucrema «LanDocs» (AO «Jlanut») — nBOpiBHEBHIA KoMmIuiekc [13,
MpU3HAYCHUH A1 aBToMaTH3amii (QyHKIiN peectpamii Ta 3armoBHEHHS
00JIIKOBUX KapTOK JIOKYMEHTIB, PO3CHIIKH JIOKYMEHTIB, 3aBJaHb, JIOPY-
YeHb, 3a0e3nevye KOHTPOJIb CTaHy JOKYMEHTIB, BEpCii, CTBOPEHHS 3Bi-
TiB, 3aITHC B apXiB.

Cucrema «Docs Open» («BecTb») siBiisie 00010 MOTYKHY CHCTEMY
KepyBaHHs OKYMEHTaMH MacmTady MiANpHeEMCTBA, 3a0e3redye aBTO-
MaTHU3allio JIIJIOBUX TPOIIECiB HAa OCHOBI KapT Oi3Hec-QyHKIiH. Cucrema
e(EeKTHBHO MIATPUMY€E HE TUTBKU EJICKTPOHHUM, aje W mamepoBHi J10-
KyMEHTOOOIT.

Cucrema «Kpon» («Ankeiin) mae CKJ, sika 3a0e3mneuye eneKTpoH-
HUH MiIN#C, CIbHE BUKOPUCTAHHS 1 KOHTPOJIb BEPCiid, MOMTOBY CHC-
TEMY, CHCTEMY PEeCTpallii Ta BUKOHAHHS SIK MPOCTHX, TaK 1 CKIIAJHUX,
JIOKYMEHTIB.

Cuctema Optima WorkFlow («OnTuma») — KOMITJICKCHa CUCTEMa
KepyBaHHsI IOTOKaMH poOiT i opraHizailii KOH)IEHIIaIbHOTO TOKYMEH-
TOOOITYy.

BpaxoByroun Te, 1m0 Npua0aHHS KOXKHOI i3 BHIIE3TaIaHUX CUCTEM
II0OB’s13aHe 3 BarOMUMU BUTpPATaMU Ta MOJAJIBLIO0 aalTalli€l0 A1 KOH-
KpPETHUX MOTpeO, MOKHA BBaXKaTH, 1[0 OUIBII AOLUIBHOIO € po3polka
BJIACHUX CHUCTEM aBTOMAaTH3allli JIJIOBOJCTBA 3 YpaxyBaHHSIM HiAXOJIB
Ta TEXHOJOTi HaHOUIBII KOHKYPEHTHOCIIPOMOXXHHX OXapaKTephu30Ba-
HHUX CHCTEM TaKoro Kjacy.
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Ilepenik ymoenux noznauenvb, CUMeE0is,
00UHUUb CKOPOUEHDb | mepMinie 00 po30iny 12.
B/ — 0asza JaHux

'AIC -  rnoGanmpHa aBTOMaTH30BaHa iH(oOpMaIliitHa cucrema

EN - CIIEKTPOHHUN TOKYMEHT

KIT - JKUTTEBUN LIUKJIT

IC—- iHpopMariitHa cucrema

IT- iHpOpMaLiitHi TeXHOPIOTIi

KAIC—-  kopmoparuBHa aBTOMaTH30BaHa
iHpOopMaliiiHa cucrema

KIC - KopItopaThBHA iH(OpMaIiiiHa cucrema

KCEJl—-  kopmopaTvBHa CUCTEMa EIEKTPOHHOTO
JIOKYMEHTO00ITy

JIOM - nokanpHa 00UMCIIOBaIbHA MEpEka

MIIT - MojieTb 1H(pOpMAIIHTHUX TOTOKIB

HC - HECaHKI[IOHOBaHUH JIOCTYTI

OA — 00’eKkT aBTOMAaTH3aLl

00 - 00’ €KTHO-OPI€EHTOBAHUI

OOBJl - o0’ekTHO-OpieHTOBaHa 0a3a JaHUX

I3 - MmporpaMHe 3a0e3nedeHHs

113 - MPUKIAIHI TPOTpamMHi 3aco0u

CAI- crcTeMa aBToMaTH3allii JOKyMEeHTo00Iry

CEO - CHCTEeMa eJIEKTPOHHOTO JIOKYMEHTOO00ITy

CAIl - cucremu aBTOMAaTH3aIi] IJTOBUX MPOIIECIB

CEO- CUCTEMa EJIEKTPOHHOTO JIOKYMEHTOO0O0ITy

CIIT - cxeMa iH(popMaIiiHUX MOTOKIB

CKI - cHcTeMa KepyBaHHA JTOKyMEHTaMu

CKBJl - cucrema kepyBaHHS 0a3010 JaHUX

CK3I - CUCTEeMa KepyBaHHsI 3aXUCTOM iH(opmMarii

UML — yHiiKOBaHa MOBa MO/ICTIOBAHHS
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W

PHER

9.

IHumannsa ona nepegipku 3Hauby
o Take indopmariis?
JlaiiTe BU3HaUeHHS iHPOPMAIITHIX TEXHOJIOTIH.
SIki TeHaeHuii po3BUTKY iH(OpPMALIHHUX TEXHOJOTIH BaM BimO-
Mi? OxapakTepusynre ix.
SIki BmacTHUBOCTI MatoTh iH(OpMaIiitHi cucreMu?
JlaiiTe XapaKTepHCTUKy KPUTEPIiB OIIHKH 1H(pOpMAIiiftHUX cHCc-
TeM.
SIke o3HaUEHHS €IEKTPOHHOTO JOKyMeHTa?
OnuuIiTh KUTTEBUIA UK JOKYMEHTA.
SIki € cTanii >KATTEBOTO IUKITY TOKyMeHTa?
Koy BUHHKITH cHCTEMH JOKYMEHTO00Iry?

10. SIki mepeBaru BUKOPUCTAHHS CUCTEM JOKYMEHTO00Iry?
11. SIxi TpyAHOII BUHUKAIOTH TPU MEPEXOi 10 SIEKTPOHHOTO J10-

KyMEHTO000iry?

12. Ha3ite ocHOBHi npuHunu nooyaosu CEJI.

13. fxi ckmamosi CEJ] Bimomi?

14. Ha3BiTh THIH CUCTEM MapIIPyTH3AIIii.

15. Po3kaxith mpo 3acTocyBaHHS Internet-TexHomorii aias aBToMa-

TH3alii JOKyMEHTO0OIry.

16. ke 3nauennst mae konHuemniis XML nis ctBopenns CEJL?
17. Naiite cTHCOMM aHami3 NPOrpaMHUX CUCTEM aBTOMAaTU3alil

JITOBOJICTBA 1 IOKYMEHTOOOITY.
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TepmiHo0TiYHUI CTOBHUK

Aemobiozpaghina — KUTTEMUC 0COOM, CKIIAJICHUI HEIO BIacHOPYY, (op-
MOIO BUKJIATy TeKcTy. L{e — TOKyMEHT 3 He3HaYHHUM PiBHEM CTaHIApTH-
3aIii, TOMy OCHOBHI BHMOTH J0 HOT0 HAaIMCAHHS MOJISTAI0Th, HacaMIle-
pen, y HeBHUEPITHOCTI MOTPIOHMX BiJJOMOCTEH 1 B JTAKOHI3M1 BUKIIAJTY.

AKm — TOKyMEHT. CKJIaJICHUI o/iHier0 abo KilbkoMa ocobamH, 1o TiITBep-
JUKY€ SIKICh YCTaHOBJIeH1 (daxTu, nofii. Hopmamueni abo 3axonodasui ax-
TH MICTSITh PIIIICHHS 010 3aKOHIB, YKa3iB, MOCTaHOB. BoHM MaroTh hopmy
3aKOHIB, YKa3iB, IOCTAHOB, PIllIeHb, CTATYTIB, IHCTPYKIIH, TUTIOBOTO JIOTO-
BOpY. AOminicmpamueni akmu CKIaJaloThCsl HA MiATBEpIKEHHS (aKTiB,
TOAIiH, BUMHKIB, TIOB’SI3aHUX 3 JISUTHHICTIO YCTaHOB (OpraHi3ariif) Ta oKpe-
MHUX 0Ci0. AKmu zpomaoancvkozo cmany — TIOTBEPIKYIOTH (DaKTH,
OB’ s13aH1 3 YKJIaJaHHAM NUTI00Y, HAPOKEHHSIM, CMepTIO toauHu. I o-
Cnooapcuki akmu — BiOOPaKAIOTh sBHINA, (AKTH MOAII, IMOB’s3aHI 3
TOCTIOZAPCHKOIO JISUTBHICTIO MIATPHEMCTBA. AKTH €KCIEPTH3U — 1€ JI0-
KYMEHTH TIOCTIHHO JIF0YMX EKCIIEPTHUX KOMICi, CIeIialbHO YIOBHO-
BaKEHHUX 0¢10 a00 MPEICTABHUKIB CTOPOHHIX OpraHi3allii.

BiaaHk 10KyMeHTa — CTaHIApTHHUHA apKyll Tarepy 3 BiATBOPCHUM Ha
HbOMY IIOCTIHHMM TEKCTOM JOKYMEHTa ¥ MICIeM, 3aJIMIICHUM JUIs
3MiHHO{ iH(opMaIii.

Bi3za — minnuc Ha JOKYMEHTI MocagoBOi 0CcOoOH, SIKUM 3acBiAuyeThbes i1
3roja 31 3MICTOM JIOKyMEHTA Y O3HAMOMJICHHS 3 HUM.

BuTtsar 3 odiniiinoro nrokymenta — xomist oimiifHOTO JOKyMEHTa, 110
BIZITBOPIOE FOTO YaCTHHY, 3aBipeHA B YCTAHOBJICHOMY MOPSIIKY.

Buxignuii 10KyMeHT — JJOKYMEHT, CTBOPEHUH B OpraHi3allii JJsi BUKO-
PHUCTaHHS HOTO 1HIIIOIO (MMHU) OpTaHi3aii€eto (SMu).

BkaziBka — po3nopsiiunii JOKYMEHT, SIKUH TOTYIOTh MiHICTpH, KepiBHU-
K1 00’€IHaHb, OpraHizaiiii, ycranoB. lle — mpaBoBUll aKT KEPiBHUKIB
€IMHOHAYAJIbHUX OPraHiB JEP’KaBHOIO YIIPABIIiHHA, MIEPEBaKHO iHgop-
MauiiiHO-MemoOUUHO20 XapaKTepy, MOB’ I3aHUI 13 BUKOHAHHSM HaKa-
31B, IHCTPYKIIIH Ta 1HIIUX aKTiB BUIIUX OPraHiB yIpaBIiHHS.
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BHyTpilHili 10KYMeHT — JOKYMEHT, SKUH BUKOPUCTOBYETHCS NS Op-
rafizanii po6oTH miApUeEMCTBA.

BxigHuii JOKyMeHT — JIOKyMEHT, SIKHI HaIIMIIOB Ha MiAMPUEMCTBO BiJT
30BHIIIHIX MapTHEPiB. BUTBIIICTh BXiJHUX JOKYMEHTIB, SIK TIPABUIIO, T10-
POUDKYIOTH BiJIOBIHI BUXIHI TOKYMEHTH, IIPUYOMY BHKOHAHI y YiTKO
BH3HAYEHI TEPMiHH.

JloBigka — JOKYMEHT, 1[0 MICTUThH OIKC Ta IMiITBEP/PKEHHS THX YU iH-
mux (HakTiB 1 moaii. Moxe OyTH CiIy»)00BOTO 1 0COOUCTOTO XapakTepy

JlokyMeHT —OCHOBHHI BHJI JIJIOBOi MOBH, 3aci0 (hikcarii MeBHUM YH-
HOM Ha CIleiaIkHOMY MaTepiaii iHdopmaii mpo ¢akTh, Momii, SBUIIA
00’€KTUBHOI IHCHOCTI Ta PO3yMOBOI MisUTBHOCTI JOAWHU. JlepaBHUI
CTaHIapT BU3HAUYa€ WOTO sIK "MaTepiadbHUI 00 €KT 3 iHpopMmali€ro, 3a-
KpIIJICHOI0 CTBOPEHUM JIIOABMH CIIOCOOOM JUJIs 11 Tiepeadi y 4aci i mpo-
cropi" [5].

JokymeHT ocoducTuii — oilliiHUN JOKYMEHT, IO 3acBiguye ocoly Ta
ii mpaBa, 000B’s13kH, ciyx)00Be a00 rpoMajachbke CTaHOBUILE. Y HHOMY
MOXYTh OyTH TaKOXK 1HII BiZIOMOCTi 6iorpadiyHOrO XapakTepy.

JlokyMeHT 0c00MCTOr0 MOXOMKEHHA — JJOKYMEHT, AKUH CTBOPIOE OCO-
0a mo3a cdeporo i1 cimyk00Boi AisTLHOCTI 200 BUKOHAHHS TPOMAaJICHKHIX
000B’sI3KIB.

JlokyMeHT000ir — pyX JOKYMEHTIB B Oprasizailii 3 MOMEHTY iX CTBO-
peHHs 200 OTpUMaHHS 1 10 3aBEpIICHHS] BAKOHAHHS 200 BiIpaBIeHHS.
JlokymMeHTYBaHHS YNIPABJiHCHKOI AisNILHOCTI — CYKYTHICTb JTil, 3/TiH-
CHIOBaHMX OpPraHaM¥ YIPAaBIiHHS IO CTBOPEHHIO 1 BUKOPUCTAHHIO JI0-
KYMEHTIB.

JlonoBiab — JOKYMEHT, B SIKOMY BUKIIQJAalOThCs TICBHI MUTAHHS, HABO-

JSITHCSI BACHOBKHM, BHOCSITBCS Tiporio3uiil. [Ipu3Hauena juis ycHoro (1ry-
OJIIYHOT0) BUTOJIOMICHHS Ta OOTOBOPEHHS.
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JlonoBinHi, mMosicHIOBAJIbHI i CJy:K00Bi 3aNMCKH — BUJU JIOKYMEHTIB,
10 iHPOPMYIOTh KEpIBHUKA YCTAHOBH YU CTPYKTYPHOTO MiIPO3/LTYy PO
SIBUINA 1 (PaKTH, IO CTAITKCS, PO BUKOHAHY POOOTY, TIPO CUTYAIlil0, 110
CKJIaJacs.

Jlopy4eHHsl — MMCHhMOBE TTOBHOBAYKEHHS, 1110 BUJIAETHCS YCTAaHOBOIO 200
OKpEeMOI0 0CO0O00 1HIIIH A1 MOaHHS TPETiid 0coOi (pi3nuHil 9 10pH-
JIMYHIN) TIpH 3A1MCHEHHI SKUXOCh IOPUINYHUX JiH, OJiepyKaHHI TIEBHUX
TPOIIOBHX KOMTIB 200 MaTepialbHUX IMiHHOCTEH. [HIIMME croBamu, J10-
PYYEHHS — 1€ TOKYMEHT, 3a SIKUM OpraHi3allis 9 OKpema ocoba Hajae
MpaBo iHMI# 0co0i Bij 11 iIMEHI 3IIHCHIOBATH SIKiCh Jil.

3asBa — myOumiyHe odiliiiHe MOBiTOMIICHHS B YCHiil a00 muchMoBii do-
pMi, B IKOMY BHKJIQIA€THCS TIEBHE TTPOXAHHS.

Injexcanisi 10KyMeHTa — TPUCBOEHHS JIOKYMEHTY YMOBHOTO IO3Ha-
YEeHHsI, SIKe Ha/Ia€ThCsl HOMY TIiJI 4ac peecTpalii i BKa3ye Ha Miciie Horo
CKJIa/IaHHsI, BUKOHAHHS Ta 30epiraHHsl.

IHcTpyKIiA — HOPMAaTUBHO-IIPABOBUI aKT, CTBOPEHUN OPIaHOM YIIPaB-
JHHS 3 METOI BCTAaHOBJIEHHS 3arajlbHUX MPaBUIL, SK1 PEryiIrol0Th opra-
Hi3alliliHi, HAYKOBO-TEXHI4HIi, TEXHOJIOT1YHi, (IHAHCOBI Ta iHIII crellia-
JBbHI CTOPOHU JiSTTLHOCTI MiJIPUEMCTB, YCTAHOB, OpTraHi3allii, OKpeMux
X MApO3AiIiB Ta CIyK0, a TAKOXK M0CaTOBUX 0Ci0 a0 rpoMajisiH.

Kaacudikauis 7okyMeHTIB — O JOKYMEHTIB Ha KJIacy 3a HaHOUTbII
3aralbHUMH O3HAKaMHU TOMIOHOCTI ab0 BiAMIHHOCTI Ta (hOpMyBaHHS Ha
Iill OCHOBI crpaB.

MamuHHUHA TOKYMEHT — JIOKyMEHT, CTBOpEHUH 3acobaMu 00UYUCITIOBa-
JBHOT TEXHIKH.

MamuHOOpPi€eHTOBAHWI JTOKYMEHT — JIOKYMEHT, NPUCTOCOBAHUM ISt
00poOKHM JaHUX 3acO0aMH OOUNCITIOBAIBHOT TEXHIKH.

MamnHOYMTAEMUI JOKYMEHT — L€ JOKYMEHT, IPUCTOCOBAHUN IJIst
aBTOMATHMYHOTO YMTaHHs BMilIeHOi B HboMY iH(popmarii. [Hpopmais B
HbOMY B1JI0OpakeHa KOJIOM, a ii MOIIyK Ta BUAa4a 3IHCHIOETHCS TUTbKH
MAaITHHOIO.
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Haka3 — HOpMaTUBHO-IIPABOBUM aKT, PO3NOPSAYUNA JOKYMEHT, IO BU-
JIA€ThCSl KePIBHUKOM OpraHy yIMpaBIiHHS IMiINPUEMCTBA, OpraHi3aii,
YCTaHOBH Ha MpaBax €JIMHOHAYATHHOCTI 1 B MEKaX CBOET KOMITETEHITIT.

Homenkiaatypa cnpaB — CIHCOK KOHKPETHHX Ha3B CIIPaB, IO CTBO-
PIOIOTBCS B CTPYKTYPHHUX IMiJIpo3Jiiiax. € 0OOB’SI3KOBHM JIOKYMEHTOM
yTpaBIliHb (BIAUIIB) amapary yIpaBliHHS, 32 SKHM 3IIHCHIOETHCS 00K
1 popMyBaHHS CHIpaB y AiTOBOJCTBI

O0csir TOKYMeHTO000iry — cyma BXiJHHX, BUXIIHUX 1 BHYTPIIIHIX J10-
KyMEHTIB 3a TIEBHUH Tepiof yacy (MicsIlb, KBapTal, PiK).

OOXigHuii JUCT — TOKYMEHT, 1110 TIOCBIAYY€E BiJCYTHICTh OyIb-SIKOI 3a-
OOproBaHOCTI MpaliBHUKA TP/l OpPTaHi3aIliero y pas3i Horo 3BUTbHEHHS
3 poboTH.

OpranizaniiiHi J10KyMeHTH — rpyna pi3HUX 33 Ha3BOIO JIOKYMEHTIB, SIKi
MOCaI0BHUX 0Ci0, 3aKPITUIIOIOTH 32 HUMHU QYHKIIi1, 000B’S3KH Ta IIpaBa Ha
TpUBAJINH dac.

Opurinan odiniiiHoro fokymeHTa — nepuuii abo eIMHUNA TPUMIPHUK
oimiitHOro JOKyMEHTA.

Oco0oBa kapTka — 3aTBepkeHa (Gopma OOJIKOBOTO JOKYMEHTa, SIKY
3aMOBHIOE CIIEIiAiCT KaJpoBOi CIy»OU Ha OCHOBI OMUTYBaHHS OCOOW,
10 MPUIMAETKLCS Ha POoOOTY (ITOCTiHHY, TUMYAacoBY a00 Ce30HHY).

Oco0oBuii JUCTOK 3 00JIiKy KaJpiB — JOKYMEHT, B SIKOMY MiCTSAThHCS
OCHOBHI BiZIOMOCTI MpO TpalliBHUKA. BiH 3aMOBHIOETHCS MPAIIBHUKOM 1
Mae THIOBY (Gopmy.

Odinilinnii 1OKyMeHT — JJOKYMEHT, CTBOPCHHI OpraHizaliero ado mo-
CaJI0BOI0 0c00010 1 oopMIIeHHH Y BcTaHOBICHOMY mopsiky. [1i moca-
JIOBOIO 0CO0O0I0 PO3YMIIOTH 0CO0Y, SKa 3iIHCHIOE (DYHKIIIT MpeIcTaBHUKA
Braau abo 3aliMae mocaiy, 10 BUMara€ BUKOHAHHS OpraHizaiiHo-
PO3MOPSATUNX UM AMIHICTPATHBHO-TOCHIOJAPCHKUX 000B SI3KIB.
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IlepenycTka — MOCBiTYEHHS 0COOH, 110 JIa€ MPABO HA BXiJ| IO OpraHiza-
uii. Mae THoBy (opMy, BUTOTOBJICHY APYKapChKUM crocoOom, abo
(hopMy KapTKH 3 BIIMOBITHUM PiBHEM 3aXHCTY BiJI MiIPOOKH.

IMeuyaTka repdoBa — crienianbHUI TPEMET Ta BIATUCK KPYyTioi GpopMu
13 TEKCTOM, IO MICTHTB IMOBHY HAa3BYy Ta iHIII PEKBI3UTH MiAMPUEMCTBA,
YCTaHOBH, OpraHizallii 3 BioOpaxeHHsM Aep>kaBHOTO repOa. CTaBUTHCA
Ha IOKYMEHTaX, IepelliK IKUX rnepe0adeH0 HOPMATUBHUMHE aKTaMH.

IMe4aTku MPoOCTi — KPYIIT, NPAMOKYTHI, KBaJpaTHi, TPUKYTHi. IX cTaB-
JSITH Ha KOIISX, PO3MHOXKEHUX MPUMIpPHUKAX PO3MOPSTYNX aKTiB, JTOBi-
JIKaX TpO TPYAOBY IisSUTBHICTH TPOMAJISH, MEPerycTKax, Mpy BiANpaB-
JIeHH1 OaHAepoieH, MaKkeTiB TOIIO.

IloromkeHHst — croci0 MOMEPEAHBOTI0 PO3IIISIAY Ta OLIHKH MPOEKTY J10-
KYMEHTA.

IMonoxkeHHs1 — HOPMATHUBHO-TIPABOBUI aKT, L0 BCTAHOBIIOE OCHOBHI
npaBwiia OpraHizaiii Ta JIisIbHOCTI JepPKaBHUX OPraHiB, CTPYKTYPHHX
HiIPO3/IUTIB OPraHiB, @ TAKOX yCTAHOB, OpraHi3auiil 1 manpuemcts (pi-
Jiit), M0 1M MiAMOPSIKOBaHI.

IMocranoBa — a) HOPMAaTHBHO-NIPABOBUIl aKT, IO MPUAMAETHCS BHIMM
Ta JEeSIKMMH IIEHTPAJbHUMH OpraHaMM yIpaBIiHHA 3  METOI0
PO3B’sI3aHHS HAMOUIBII BaXKJIMBHUX 1 MPUHIMIIOBUX 3aBJIaHb T4 BCTAHOB-
JeHHsI cTabimbHUX HOPM 1 MpaBWJI TOBEIHKW; 0) 3aKIIOYHA YacTHHA
MIPOTOKOJITY 3aCiJIaHHS KOJIET1alIbHOTO OpraHy.

IMosicHOBa/IbHA 3aMMCKA — JOKYMEHT, SKAH CKIAJa€ThCs Ha BUMOTY
KEepiBHUKA, a B JCSIKUX BUTAAKAX — 3 1HIIATUBY ITiJUIETIIOTO, JUTsl MOsIC-
HEHHSI CUTYaIlil, 0 BUHUKJIA, (aKTiB, 1ili a00 BYMHKIB TpaIliBHUKA.

IMpaBuaa — cinyx00Bi JOKYMEHTH OpraHi3aliiiHOTO XapakTepy, B SIKUX
BUKJIaJAl0ThCS HACTAHOBH a00 BUMOTH, 1[0 PErJIAMEHTYIOTh MIEBHUH T10-

PANOK OyJIb-SIKHX JTiH, TIOBEIIHKH.

IIpoTokoa — onvH 3 HAUMOMMPEHIMIUX BHUIIB JOKYMEHTIB KOJIETiajb-
HUX OpraHiB. Y MpoToKomi (hiKCYIOThCS MiCIle, Yac i MeTa MPOBEIACHHS
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300piB, KoH(DepeHIil, 3acilanHs1, Hapa U, CKJIaJ] PUCYTHIX, 3MICT JIOTO0-
BiJIeH, 1110 3acTyXaHi, BUCTYIIIB 1 yXBaJl 3 00TOBOPEHUX NUTAHb.

PeecTpaniiinuii iHgekc — mMo3HAYEHHS OKYMEHTA, IO CKJIAA€THCA 3
MOPSIIKOBOTO HOMEpA B MEKax TPYIH BXITHUX UM BIXITHHUX TOKYMEHTIB,
0 PEECTPYIOTHCS, JIOTIOBHEHOTO 1HJIEKCOM KOPECIIOHJICHTA JIJIsl BUXIij-
HUX JOKYMEHTIB — 1HIEKCOM YTIPaBIiHHS (CAMOCTIHHOTO BiJILTY).

PeecTpauis 1okymenTa — QikcyBaHHS (akTy CTBOpEeHHS a00 HamXo-
JDKEHHS IOKYMEHTa IUISIXOM IOCTaBJICHHS Ha HhOMY YMOBHOTO ITO3Ha-
YEeHHS — PEECTPAIITHOTO 1HAEKCY 3 MOJANBIINM 3aIIHCOM Y PeeECTparliii-
HUX (hopMax HEOOXiTHUX BIOMOCTEH PO TOKYMEHT.

Pe3oaionisi — po3nopsKeHHs] KEPiBHUKA CTOCOBHO BHUKOHAHHS JIOKY-
MEHTA Ta MPU3HAYCHHS! KOHKPETHOTO BUKOHABIIS.

Pe3rome — TOKYMEHT, B IKOMY TOJQIOTHCS BIJOMOCTI MPO IPOMAISTHUHA,
o 1mykae podory. OKpiM 3aragbHUX BiZIOMOCTEH Mpo cede, TeperiKy
nocaJ, ki ocoba 3aiimana, Ta BUAIB POOIT, SIKi BOHA BUKOHYBaJa, 0CO0-
JMBO B OCTaHHI POKH, BKa3YIOThCS 3aXOIUICHHS JIIOAMHHM, Mpodeciiini
HAaBUYKH, 3HAHHS 1HO3eMHHX MOB TOIIIO.

PekBi3uTH — eneMeHTH, 3 SIKMX CKJIAIA€ThCS JOKYMEHT, 0e3 KX BiH He
MO’Ke OYyTH MiJICTABOIO JJIsl OOJIIKY Ta HE Ma€ FOPUIUIHOT CHITH.

Po3nucka — nMCEMOBUIT TOKYMEHT, CKJIaJIeHUI Ha MiATBEPKSHHS KO-
ick nii, mo BigOysach, HaiiuacTilie — ojepKaHHs rpoiiel abo marepia-
JHHUX I[IHHOCTEW BiJ] YCTaHOBHW, Oprasizamii ado TpHUBAaTHOI OCOOH.
Crxutamaerbes y IOBUTBbHIN (HOopMi.

Po3nopsiaikeHHs1 — HOPMaTUBHO-TIPABOBHI aKT YNPaBIIHHS JepiKaB-
HOT'O0 OpraHy, IO BHJIA€ThCS y paMKax HaJlaHOi MmocajioBiii ocoOi,
Jep’KaBHOMY OpTraHy KOMIETEHIII1 1 € 000B’I3KOBUM JIJII TPOMAJISTH Ta
oprasizaiiiii, KOTpUM BOHO ajipecoBaHo. L{eil JoKyMeHT Mae oOMexe-
HuK cnhjr mii 1 cTocyeThCcs By3bKOTO KOJIa OpraHi3aiiif, mocagoBHX
oci0 Ta rpoMajisH.
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Po3nopsigyi 10KyMeHTH — TOKYMEHTH, 32 JOIIOMOTOI0 SIKUX 3/IHCHIO-
€THCS PO3MOPSAAYA AISUTBHICTD, OTIEPAaTUBHE KEPIBHUIITBO Y MEBHIH ycTa-
HOBI, opraHizaiiii, ¢pipmi, Ha TAMPUEMCTBI.

CucreMa 10KyMeHTallil — CyKyIHICTh JOKYMEHTIB, B3a€MOIOB I3aHIX
MiX c00010, IO B3aEMOJIIIOTH Ta CTBOPIOIOTH IUTICHI YTBOPEHHS 3 TIEB-
HUMH (hopMamH.

Cay:x0oBa 3asiBa — MICHMOBE ITiITBEPKEHHS TPOMAJISTH UM OpraHi3a-
¥ 3 MPUBOY 3A1MCHEHHS HUMH CBOIX TpaB a00 3aXHCTy IHTEPECIB.

Cay:x00Bi JMCTH — y3araJbHeHa Ha3Ba Pi3HUX 32 3MICTOM JOKYMEHTIB,
0 BUJUIAIOTHCS 3a €IWHUM CIIOCOOOM Tiepenadi TEeKCTiB (TIOIITOIO).
CkJ1a1atoThCsl TOBUTHHO.

Cay:x00Ba TejerpamMa — JIOKyMEHT, 1[I0 HAJICUJIAEThCS y HAUTEpMiHO-
BIIIMX BUITAQJIKAaX, KOJH 1HII BUIHU 3B SI3KY HE MOXYTh 3a0C3IICUYUTH CBO-
€49aCHOTO JTIOCTABIISTHHS 1H(OpMaIlii ajjpecaTosi.

CnpasikHiil TOKyMeHT — JJOKYMEHT, BIJOMOCTI IIPO 4Yac i Miclie CTBO-
PEHHS SIKOTO 1 PO aBTOpaA SIKOTO € B caMOMY JIOKYMEHTI abo BUSIBICHI
Oy/Ib-sIKUM CTIOCOOOM 1 BiJIMOBIAAI0TH JIHCHOCTI.

Cl'lpaBO‘ll/IHCTBO (IllJ'IOBOIICTBO) e ,HISIJ'IBHICTL 10 OXOILIIO€E ITMTaH-
Hsl JOKYMCHTYBAHHS i opraH13au11 pO6OTI/I 3 OOKYMCHTamMu B HpOI.IGCl
SIIII/ICHGHH}I ynpaBHlHCLKI/IX IllI/I.

CranpapTu3aimiss — BCTAaHOBICHHS €JIMHUX HOPM Ta BHUMOT, SIKi
peJ1’ IBISIIOTHCS JIO JIOKYMEHTIB.

CraryT — 1opuIu4yHAl (HOPMATHBHO-TIPABOBUH aKT, IO € 3BEJICHHSIM
MpaBWI, sIKi PETYIIOI0Th JisSIIBHICTD MIANPUEMCTBA, YCTAHOBH, OpraHi3a-
1ii, ToBapuCTBa TPOMASH, X CTOCYHKH 3 IHIIMMH OPTaHi3allisiMH Ta
IrpOMaJISTHAMH, BU3HAYAIOTh iX CTPYKTYpY, PYHKIIII, MPaBOBHUI cTaTyC Ta
000B’SI3KH B MEBHIH c(epi Aep’KaBHOTO YHpaBIiHHSA a00 TOCIIOAAPCHKOI
JISIIBHOCTI.
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Tesedonorpama — TepMiHOBE MOBIJOMJICHHS, TIEpEaHe aJpEcaToBi MO
tenedony. BUKOPHCTOBYETHCS sl TOKYMEHTAIBHOTO O(OPMIICHHS yC-
HUX MIEPETOBOPIB 1 € OJHUM 3 BHJIIB JIIOBOT KOPECTIOHICHIIIT.

Tpadaperuzauis — 3aci6 ynidikamii TEKCTIB JOKYMEHTIB, SIKUH MMOJISATAE
B TOMY, 100 ycsi iHpopMalis, XapaKTepHa Ui TPyNH JOKYMEHTIB, yMO-
BHO TMMOJUIIACh Ha TpadapeTHy, ado MOCTiiHY, Ta IHAMBITyalbHY, a00
3MiHHY.

TpynoBuii 10roBip — yrosaa npaiiBHiKa 3 yCTaHOBOIO, IMiAIPHEMCTBOM,
opraHi3ali€ro, Mo MICTUTh B3a€MHI 3000B’s3aHHS CTOpiH. Bin € dop-
MOIO 3I1HCHEHHs IIpaBa Ha IMpalio, 3a0e3nedye MpaBo rPOMaAASHUHA Ha
BUTbHUI BHOIp poOOTH 3 ypaxyBaHHIM HOTO YCTPEMIIiHb Ta IHTEPECIB.

TpynoBa KHUKKA — OCHOBHUH JJOKYMEHT PO TPYIOBY JiSUIBHICTH Ipa-
LIBHUKA. 3aBOJUTHCS HA KOXKHOTO MpalliBHUKA MiIPUEMCTB, YCTAaHOB 1
oprasizamiii ycix ¢opM BIaCHOCTI, SKHI MPOMNPAIFOBAB Ha HUX ITOHAJ
II’SITh JIHIB, y TOMY YHUCJII Ha OCi0, fKi € CHiBBJIACHUKaMHU (BIACHUKAMH)
HiNPUEMCTB, CEISTHCBKUX ((epMepCchbKUX) TOCHOJAPCTB, CE30HHUX 1
TUMYacOBUX TMPAI[iBHUKIB, a TAKOX IMO3AIITATHUX MPAI[iBHUKIB 32 YMO-
BY, 1110 BOHU MJISTAIOTh JIEP’)KABHOMY COIIialbHOMY CTPaxyBaHHIO.

TpynoBa yroga — HOKyMEHT, SKMM O(OPMIISIIOTBCS B3a€EMOBIIHOCHHU
MDK YCTAHOBOIO 1 PALliBHUKOM, 1110 HE HAJIEXKUTh J0 ii LITaTy.

VYHijikaiiss 1T0KyMeHTiB — BCTAHOBJIICHHSI €JJMHOTO KOMILUIEKCY BHIIB i
PI3HOBUJIIB JOKYMEHTIB JIJISl aHAJIOTTYHUX YNPaBIIHCHKUX CUTYaIlil, po-
3pobka eauHUX (QOpPM 1 TPaBUI CKIaJaHHSI, OPOPMIICHHS 1 CTBOPCHHS
TpadapeTHUX TEKCTiB.

YupagpiiHcbka JOKyMeHTaNis — cUCcTeMa JIOKYMEHTIB, 1110 3a0e3meuy-
FOTh YIPABIIHCHKI TIPOIECH B CYCIIILCTBI, B YCTAHOBI, HA MIMPUEMCTBI,
B Oprasizariii.

PimenHs1 — mpaBoBU aKT, M0 MPUIUMAETLCS MICIIEBUMH PajiaMu, JACPK-
aZMiHICTpaIlisiMu (BUKOHABYMMH KOMiTeTamu). PimeHHsM odopmiisitors
TaKOX PE3yNbTaTH IiSUTBHOCTI IHIIMX KOJETiaIbHUX OpPTraHiB — KOJETil
MIHICTEPCTB Ta BiJOMCTB, HAYKOBUX PaJ{ TOIIO.
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Dakc — ci1y)00BUI JTOKYMEHT, OJIepyKaHUH 3a JIOTIOMOTOK0 CIeIiallbHO-
ro amapara (tenedaxca) Tene)OHHUMH KaHAJIaMH 3B s13Ky. Pakc cTaHo-
BUTh KCEPOKOIIIIO MEPEIaHOT0 IOKYMEHTA.

@opmMyBaHHS cHpaB — IPyIMyBaHHS BUKOHAHUX JOKYMEHTIB y CHpaBi
BIJIMTOBIHO 10 HOMEHKJIATYPH CITPaB.

Dopmyasip-3pa3ok — MoJieNb o0y 0B (OPMH TOKYMEHTa, sIKa BCTa-
HOBITIOE TaTy3b BUKOPUCTaHHS, (hopMaTH, po3Mipu OeperiB, BUMOTH 10
moOy10BH KOCTPYKIIHHOI CITKH Ta OCHOBHI [7].

XapakTepuCcTHKA — JOKYMEHT, B SIKOMY JAa€ThCs OIIHKA JIJIOBUX 1 MO-
PANBbHUX SIKOCTEH IpalliBHUKA.

IITaTHO- -[ocaoBa KHUTA — CJIyrye JJisd BUSHaAYCHHA SIKICHOT'O CKJiany
HpaHlBHI/IKlB Ha MEBHUI MOMEHT 1 € OCHOBHHM p060‘II/IM JAOKYMCHTOM,
SIKUH CKIIaJa€TbCA Ha OCHOBI IIITATHOT'O po3mnuc.

IOpmqua CHJIa — BJIACTHUBICTD AOKYMCHTA, SIKa HaJa€TbCA fIOMy YHH-

HUM 3aKOHOJaBCTBOM, KOMIICTCHIIIEI0 OpTraHy, 10 WOro BUIaB, BCTAHO-
BJIEHUM TOPSAIKOM O(pOPMIIEHHS.
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Jonarku
3pa3ku J0KyMEHTIB

JonaToxk A
CTATYT
BAT «Toprosuii nim «Ykpaina»

Crarrs 1. 3ATAJIBHI ITOJIOKEHHSI

1.1. 3acnyBanust BAT «Toprosuii n1im «Ykpaina». Toprosuii 1im
«Ykpaina» (Haznani «ToBapucTBO») CTBOpEHE 3riiHO 3 pieHHSIM DoHIy
nepkaBHOro maiiHa Ykpainu Bin 5 rpynns 2002 p. Ne 36-AT nuisaxom
MIEPETBOPCHHS JICP’KABHOTO IMIIIPUEMCTBA Y BIJIKPUTE aKI[iOHEPHE TO-
BapUCTBO BIANOBIAHO 1O YUHHOI'O 3aKOHOAABCTBA Y KpaiHH.

1.2. KepiBHe nmpaBo i I0pUIAMYHI OCHOBH IiSIbHOCTI. 3aCHYBaHHS
TOPTrOBOI0O JI0MYy «YKpaiHa» Ta HOro AisJIbHICTH PEryJIIOI0ThCS YNHHUM
3aKOHOJABCTBOM YKpaiHu. ToBapHCTBO y CBOil AiSJIBHOCTI KepyeTbCs
3aKoHaMu YKpainu, iuM CTaTyToM TOProBOro oMy «YKpainay (Hagami
"CraryT") 3 yciMa MOMJIMBHUMH MOAAJBIIAMH 3MiHAMH Ta JTOKAIBHUMHU
HOPMAaTHBHUMHM aKTaMH, 110 BUAAIOThCS ToBapucTBOM /sl 3a0e3neueH-
HsI CBO€T TISIIBHOCTI.

1.3. Aknionepu. Akuionepamu ToBapucTBa MOXKYTh OyTH FOPUINY-
Hi Ta Qi3u9HI 0coOH.

1.4. HaiimenyBaHHsl Ta Micue3Haxoa:keHns ToBapucrBa. ToBa-
PHUCTBO Ma€ Take HaliMEHyBaHHS:

1.4.1. Yxpaincekoro, MoBoto — Toprosuii niM «Ykpainay .
1.4.2. AHTTIIICBKOI0 MOBOIO

1.4.3. ToBapucTBO Ma€ Take MiCIE3HAXO/PKCHHSI:
VYkpaina, M. Kuis — 140, npocn. baxana.

1.5. Crpok aisiibHOCTi. TOBapuUCTBO CTBOpPEHE Ha HEBHU3HAYEHUI
TEPMiH 1 MPOJOBKYE CBOIO MISUTBHICTH O MOMEHTY NMPUIMHEHHS HOTO
JUsTbHOCTI (JTiKBijanii abo peopranizaiiii) BinoBiiHO 710 1boro Crary-
Ty Ta YAHHOTO 3aKOHOJABCTBA Y KpaiHM.

1.6. FOpuanunuii craryc. ToBapuCTBO € IOPUIMYHOIO 0CO0OIO,
CTBOPEHOIO y (opMi BIKPHUTOTO aKI[IOHEPHOI'O TOBAPUCTBA BIIMOBITHO
710 3aKOHOJIABCTBAa YKpaiHu. ToBapHuCTBO MOXKE MaTH CTAaTyC MiIIPUEM-
CTBa 3 IHO3EMHHMMH 1HBECTHIIISIMHU BiIITOBITHO 10 3akoHy Ykpaiau "[Ipo
pexuM iHO3eMHOTO iHBecTyBaHH:". ToBapuCTBO MOKe 3/IiIICHIOBATH 30-
BHIITHHOCKOHOMIYHY MIsUTBHICTH Y BUJAX Ta (popmax, 1o mpsMo He 3a-
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OOpOHEHI YMHHUM 3aKOHOAABCTBOM YKpaiHu. TOBapHCTBO MOXKE CTBO-
pIOBaTH JOYipHI MiAnpueMcTBa, (inil Ta mpeAcTaBHUITBA SIK B YKpaiHi,
Tak 1 3a il MeXaMH, a TaKoX Ha0yBaTH y CBOE BOJOJIHHS 3EMIIO, 1HIIIE
HEpyXOMe MaifHO Ta LiHHI ManepH iHIUX IPUANIHUX 0ci0 3TiaHO 3 3a-
KOHOZaBcTBOM YKpainu. ToBapucTBo HaOyBae mpaB IOPUINIHOI 0cOOH 3
MOMEHTY Horo peecrtpaiii. ToBapucTBO Mae cBiii OayiaHC, OaHKIBCBHKI
paxyHKH, BKJIIOYAIOYH PaxXyHKHA B 1HO3EMHIM BajJIOTI KpYIJIy IEYaTKy,
[ITaMIH, 3aPEeECTPOBAHI 3HAKM JJIsl TOBAPIB 1 MOCIYT Ta IHII PEKBI3UTH
opuaudHoi 0ocobu. ToBapHCTBO Mae MpaBO BiJ CBOTO IMEHI yKiIajgaTu
JIOTOBOPH, KOHTPAKTHU Ta iHIII yroau, HaO0yBaTh MaifHOBUX Ta HEMaifHO-
BUX IIPaB, HECTH 3000B’s13aHHA, BUCTYIIATH TIO3UBAYEM 1 BiIIIOBiaueM y
CyIi, TOCTIOAapCHKOMY Ta TPETEHCHKOMY CY/Ii, @ TAaKOK MaTH 1HIII mpa-
Ba, [0 HAJTAFOTHCS IOPUIAUIHIN 0CO01.

1.7. O6me:xxkennsi BiqnoBinaabHocTi. TOBapHCTBO Hece BiIMOBiAa-
JBHICTh 32 CBOIMH 3000B’SI3aHHSIMHM TEpe]l KPEAUTOPaMU BCIM CBOIM
MaiHOM Ta akTHUBaMH, a AKI[IOHEPH HECYTh BiJIMOBIAANBHICTh 32 OOpru
ToBapucTBa TUIbKH y MeXax HasexHUX iM akuii ToBapuctsa. ToBapuc-
TBO HE HECE BiAMOBIJAIBHOCTI 32 3000B’sI3aHHSMH JIEPKaBHU, a JiepKaBa
HE Hece BiAMOBIATbHOCTI 32 3000B’s13aHHsAMHU ToBapucTBa. ToBapucTBO
HE Hece BIANOBIIANIbHOCTI 3@ 3000B’13aHHAMU AKIIIOHEPIB.

Crarrs 2. IIJII TA IPEAMET AIAJIBHOCTI

2.1. Hjini gisasHocti. ToBaprcTBO cTBOpeHE ISl 3/IHCHEHHS roC-
MOJIAPChKOT 1 MANPUEMHUIIBKOT TiSUTBHOCTI 3 METOIO OJIEp>KaHHs PUOy-
TKY.

2.2. Mlpeamer aistabHOCTi. J71s1 TOCSTHEHHS IIeH MisTIBHOCTI, 110
BcTaHoBieHi y myHKTI 2.1 mporo Craryty, ToBapucTBO 3IIHCHIOE Taki
BUJIU JiSTIBHOCTI:

2.2.1. Oprani3aris Ta 31iliCHEHHS pO3/piOHOT TOPTiBIIi;

2.2.2. Oprani3aris Ta 31iHCHEHHS ONTOBOI 1 KOMICiIHOI TOPTiBIIi;

2.2.3. Opranizariisi Ta 37ilCHEHHS TPOMaJICBKOTO XapuyBaHHs (Y
T.4. CTBOPEHHS, OPCH/IA 1 eKCIUTyaTallis MiAMPUEMCTB TPOMAJICEKOTO Xa-
pUyBaHHs);

2.2.4. Opranizamis Ta 3AiHCHEHHS HEBHPOOHMYOTO MOOYTOBOTO
00CITyroByBaHHS HaCEJICHHS;

2.2.5. 3nilicHEeHHS] TIOCEPEIHUIIBKUX TIOCITYT Ta HAJaHHS TMOCIYT
MapKeTUHTY, JI3UHTY, OPCH/IH;

2.2.6. BuroroBneHHs TOBapiB HAPOAHOTO CIIOKMUBAHHS;

2.2.7. IlpoBeicHHS MAPKETHHTOBUX JIOCII/PKEHB;
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2.2.8. ToproBo-3aKymiBeJIbHa, TOPrOBO-IIOCEPETHUIIBKA isITb-
HICTB;

2.2.9. KomepuiiiHa IisuIbHICTD TIOB’si3aHa 3 MPHI0AHHSAM CUPOBH-
HU, MaTepiaiiB, peaizaliero TOTOBOI MPOAYKIii, 3MIHCHEHHIM OapTep-
HUX Ta JII3UHTOBUX OTIepaIliii;

2.2.10. 3nxiificHeHHs 30BHIIMIHBOEKOHOMIYHOI IisSUTBHOCTI y cdepi
po31piOHOT Ta OMTOBOI TOPTIBITi;

2.2.11. IIpoBeneHHs €KCIIOPTHO-IMIIOPTHHUX OTIepaliil K B YKpa-
iHi, TaK 1 3a ii MeXKaMu;

2.2.12. CTBOpEHHsI ONTOBO-PO3APIOHMX ITiJIPUEMCTB TOPTIBIIL Ta
MOCITYT HaCEJICHHIO;

2.2.13. BukoHaHHS TOCEPEAHUIIBKUX, KOMEPLIHHIX, THICPCHKUX
Ta JUCTPUO yTOPCHKUX TOCITYT BUPOOHUYOTO Ta HEBUPOOHUYOTO XapaK-
Tepy;

2.2.14. 3niiicHeHHs 1HBECTHUIIHHOT HISJIBHOCTI;

2.2.15. HagaHHs mociyr aBTOCEpBICY, TPAHCHOPTHE OOCIYrOBY-
BaHHS IOPUANYHUX Ta Pi3UYHHX 0OCi0;

2.2.16. Haganus ropuauyHUM Ta (I3MYHUM 0COOAM TpaHCIOPT-
HHUX, TPAHCIIOPTHO-EKCIEAULINHUX MOCIYI MPH MEPEBE3EHHAX MIXKHA-
POIHHX 1 TPAH3UTHHUX BaHTAXiB, MUTHE 0()OPMIICHHS,

2.2.17. HaganHs MOCIYT 3 TEXHIYHOTO 0OCITYyrOBYBaHHS, MPOKATY
Ta JII3UHTY aBTOTPAHCIIOPTY;

2.2.18. HajanHs miaTHUX MOCITYT HACEJICHHIO;

2.2.19. Opranizatiisi Ta eKcIIyaTallisi CKIaiB Ta oOna HaHHs s
30epiranHsi MaTepiaiB, y TOMY YUCIi HaJaHHS KOHCUTHAI[IHHUX MOCITYT
MPOABISIM IMITOPTOBAHUX TOBAPIB 1 MPOAYKTIB 3TiAHO 3 YKPaiHCHKUMHU
MUTHHUMHU NPaBUJIAMH Ta MOJIOKEHHAMU;

2.2.20. Opranizailis y KOMEpIiHHUX, OCBITHIX a00 1HIIUX IISIX
BHCTaBOK, KOHKYPCIB, TIOKa3iB, pMapKiB, ayKIliOHIB, CEMiHapiB, KOH]e-
PEHITiH Ta IHIKMX TOIOHUX 3aXO0/IiB;

2.2.21. CTBOpeHHs Ta 00CIyTOBYBaHHSI CTalliOHAPHUX Oararoro-
BEPXOBHX CTOSIHOK JIJIsl aBTOTPAHCIIOPTY;

2.2.22. 3niiicHeHHs] BATIOTHUX OTEpaIliid BiJMOBIIHO 10 YMHHOTO
3aKOHOJABCTBA YKpaiHH, B TOMY YHUCIII OMepaliil KymiBIi-Ipoaaxy iHo-
3eMHOI BaJIFOTH B T'OTIBII;

2.2.23. 30BHIMHLOEKOHOMIYHA IISUIbHICTE;

2.2.24. CTBOpeHHS MyHKTIB OOMiHY 1HO3€MHUX BaJIOT, 371 ICHEH-
HS oTiepaniii 0OMiHy iIHO3eMHHUX BaJIOT BiAMIOBIIHO /10 YUHHOTO 3aKOHO-
JIaBCTBA YKpaiHu;
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2.3.25. CTBOpeHHSI CUCTeMHU PUHKOBOI iH(opMmarlii, HaJaHHA 1H-
(bopmaniiHO-NOCEPEIHUIBKAX Ta KOHCYJIBTATUBHUX TOCIYT 3 TpoOIeM
3a0e3neueHHs, BUBUYCHHS Ta PO3BUTKY PHHKY TOBApiB HApOIHOTO CIIO-
KUBAHHS;

2.2.26. IligroToBKa Ta MiJBUIICHHS KBai(iKaiii CremiamicTiB y
cdepi TOpProBeabHOI Ta KOMEPUIHHOT AisITHHOCTI,

2.2.27. Hanauus OyniBenbHUX, OyIiBeTbHO-MOHTaKHUX Ta PEMOH-
THHX TIOCITYT;

2.2.28. Po3npiOHa Ta onTOBa TOPTIiBJIS TIOTIOHOBUMH BHpOOaMH Ta
QJIKOTOJIbHUMH HAIIOSIMH;

2.2.29. ByaiBHUITBO CHCTEM 30€piraHHs i PO3MOBCIOPKEHHS TTaINB-
HO-MaCTHJIBHUX MatepiajiB, mepepoOka BUKOPUCTAHNX HA(TOMPOIYKTIB, a
TaKOX IMIOPT, TPAHCHIOPTYBAHHS 1 TOPTiBIIST HAPTONPOAYKTAMHU;

2.2.30. 3nilicHEeHHsT OpeHAHUX (JI3WHTOBHX) OINEpaliil mOoa0 py-
XoMoT0 (00JIaJJHaHHS, YCTaTKYBaHHS, MEXaHi3MIB TOIIO0) Ta HEPYXOMOIO
MaiiHa (OyiBII, CIIOPYAH, OKPEMi MPUMIIIEHHS TOMIO);

2.2.31. Opranizaliis MUTHHUX JIIEH31HHUX CKJIAJIB, HaJaHHS I1OC-
JYT 1I0JI0 MUTHUX JIIEH3IWHUX CKJIa/IiB, BUKOHAHHS (YHKII MUTHOTO
Opoxepa;

2.2.32. 3paiiicHeHHsl 1HIIMX, HE MEpeiueHUX BHUIIE BUJIB JisIb-
HOCTI, sIKi MOTPiOHi, MOB’sI3aHi a00 CHPUSAIOTH JAOCATHEHHIO TOBapuCT-
BOM LJIel HOTro AisIBHOCTI, 110 BCTaHOBJIEH] Y MyHKTI 2.1 nporo Crary-
Ty, SIKILO 116 HE 3200POHEHO Ta HE CyNEpPeYUTh, YNUHHOMY 3aKOHOJIABCT-
By YKpaiHu.

Crarrs 3. CTATYTHUM ®OHJI AKIIIOHEPHOI'O TOBAPUCTBA
3.1. CraryrHuii ¢pona. CrarytHuii ¢ong ToBapucTBa CTaHOBHTH
MPOCTUX IMEHHMX aKIii, HoMiHambHOIO BapTicTio 0,005 TpH.

KOXKHA.

3.1.2. TosapuctBo Mae mpaBo 30unbinyBatu CraTyTHHH (OHT,
SIKIIIO BC1 paHillle BUMYIIEH] aKilii MOBHICTIO OIJIaueHi 3a BapTicTIO HE
HIK4Ye HOMiHanmbHOI. 30inbmenHs CtaTyTHOro (OHIY 3AIHCHIOETHCS
[UISIXOM BUIYCKY HOBHUX aKkIliii, oOMiHy oOumiraiiii Ha akiii abo 30i1b-
MIEHHSI HOMIHAJIBHOT BAPTOCTI aKIIii.

3.1.3. ToBapuctBo Mae mpaBo 3MmeHmryBatu CraTyTHHI (OHT
[UIIXOM 3MEHIIEHHS HOMIHAJIbHOI BapTOCTI aKIii 4K KIABKOCTI aKuii
gyepe3 KyHiBIIO 1X YacTUHHU y AKIIOHEpiB Ui iX MOJAIBIIOr0 aHYJIIo-
BaHHS.
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3.1.4. Pimennst npo 30inbineHHs uu 3MeHmeHHs CtatyTHoro ¢o-
Hay ToBapucTBa MpUMAETHCS BUKITIOUHO 3aralbHUMHU 300paMu AKIIio-
HepiB ToBapucTsa.

3.2. Akmii. Akmii ToBapucTBa € MPOCTUMHU IMCHHUMH aKIlisSIMU 1 HY-
MEpYIOThCS TOCTIIOBHO. byb-sika mepenayda axiii AKIioHepaMu Bio-
OpakaTuMeThCsl y PeecTpi BIacHUKIB iIMEHHUX LIHHUX manepiB ToBapu-
CTBa Ta HE MOTPeOye BHECEHHS 3MIH YU JIOTIOBHEHB 10 HbOro CTaTyTy.
Bynb-sixuit monatkoBuil BUITycK akiiidi ToBapucTBa BiJ0OpaKaTUMEThCS
y Craryti ToBapucTBa IUITXOM BHECEHHS J0 HHOTO 3MiH Ta JIOTIOBHEHbD,
a Takox y Peectpi BnacHUKIB iIMEHHHX LIHHUX TanepiB ToBapucTaa.

3.3. Bunyck ceptudikariB akuiii. Koxxnomy Axrmionepy Toapuc-
TBOM BumaeTbes CepTudikaT akmii Ha cymMapHy HOMiHAJBbHY BapTiCTh
aKIIii, SIKUM TOCBIUYETHCS TIPABO BIACHOCTI AKITiOHepa Ha akilii Toga-
puCTBa.

3.4. HecipoMo:kHicTh 3aiiicHuTH omiarty. HecipomoskHicTs Oy/ib-
KOro 3 AKIIIOHEpiB BUACHO 3JIIHCHUTH OIUIATy CBOIX aKIii 3riJHO 3
OKpEMHM JIOTOBOPOM 3 TOBapHCTBOM MpO MiJNUCKY Ha aKIlii peryio-
€TBCS YMOBaMH TaKOTO JIOTOBOPY MO MiAMKCKY Ha aKIlii Ta MpaBUIaMu
YHHHOT'O 3aKOHOJIaBCTBA.

3.5. Peectp BaacHuMKiB iMeHHHX uwiHHMX nanepiB ToBapucrtsa.
[[Momo iMeHHUX LIHHUX marnepiB ToBapucTBa, y TOMY YHCIi IMEHHUX aK-
uiif ToBapucta, BeneTbcst PeecTp BIacHUKIB IMGHHMX LIHHUX HanepiB
TosapuctBa (Hamani "Peectp"). Benenns Peectpy 3nilicHIOETBCS Bimo-
BIZTHO J10 YMHHOT'O 3aKOHOJaBCTBA YKpaiHHU.

3.6. 3araabHi moJiokeHHs1 mpo o0ir axkuiii ToBapuctsa.
Bynp-sixkuit Akiionep moxe 6e3 0OMexeHb poaaBaT ad0 THIIUM IIs-
XOM BiuykyBaTh akiii ToBapuctsa (Hanani "[Ipogax akiiii ToBapuct-
Ba") IHIIMM IOPUANYHUM Ta (I3UYHUM o0cobaM, OJHAK 3a YMOBHU
000B’SI3KOBOTO JIOJICP’KAHHS BIIMOBITHUX TPaBUI Ta MPOILETYp, IO
BcTaHOBJIEHI M CTaTyTOM Ta YNHHMM 3aKOHOJIABCTBOM Ykpainu. [lo-
pyueHHst mpaBui Ta nporenyp [lpomaxy akmiii ToBapucTBa, M0 BCTa-
HoBJeH] MM CTaTyTOM Ta YNHHUM 3aKOHOJIABCTBOM YKpaiHu, TSATHE 3a
c0000 FOPUUYHY HEJIHCHICTh TAKOTO MPOJAXy 1 0coba, M0 ojepxKaia
akii ToBapucTBa 3 TOpPYIIEHHSIM BCTaHOBIEHHX LUM CTaTyToM Ta
YUHHUM 33aKOHOJABCTBOM YKpaiHM IpaBwi Ta npouenyp npo ITpomax
akuiii ToBapucTBa, He HaOyBae mpaB Ha akuii ToBapucTBa Ta npaB AK-
uionepa ToBapucTsa.

3.7. llpaBuna i npouenypu npoaaxy akuiii Toapuctsa. IIpo-
Jax akmii ToBapucTBa 3IHCHIOETHCS BIAMOBITHO O YUHHOTO 3aKOHO-
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naBcTBa YKpainu, nporo Cratyty, a Takox [IpaBun obiry akuiit ToBa-
pHUCTBa, SIKi MOXYTh OyTH 3ampoBaUKEHI 1 3aTBEpKEHI 3a PIIICHHIM
Cnocrepexnoi paau Tosapuctsa. IlpaBuna oOiry akmiii ToBapucTBa
MTOBHMHHI Bi/IMOBiIaTH YNHHOMY 3aKOHOJIABCTBY Ta IboMy CTaTyTy.

3.8. JlonaTKOBi NUTaHHS, [0 BUILUINBAIOTH 3 MPaB HAa AKIIii.

3.8.1. Koxxen AkIioHep mMae mepeBakHI IpaBa IiIMUCATUCS Ha
Oyab-siKi aKiii HOBOTO BHUITYCKY MPOIOPIIIHO KUTBKOCTI aKIii, SKHMU
BOJIOJII€ TaKWi AKIIIOHEp Ha MOMEHT TaKOTO BHITyCKY akKIii. SIKmio
Oyab-sSKUH 13 AKITIOHEpiB BUPIIIUTE HE MiMHUCYBATUCSI HA MAaKCUMAaJIbHY
KUTBKICTh aKIliii HOBOTO BUITYCKY, Ha SIKy BJK€ Mae€ IMpaBo, BCi iHII AK-
[iOHEpH, Ha CBiii BUOIp, MOXKYTh MiAMHCATHCA HA TaKi akiii, Mpomop-
IHHO KIJTBKOCTI CBOIX aKI[ifi HA MOMEHT TAaKOro BHUIYCKY. AKIIIOHED
BBA)KAETHCS TaKUM, IO BIJMOBHUBCS BiJl HAQJAaHOTO HOMY TEpEBa’KHOTO
MpaBa MmiAnucaTucs Ha akiii ToBaprucTBa HOBOTO BHUITYCKY, SIKIIO MPOTSI-
TOM Tepiofy 4Yacy, 0 BCTAHOBJIIOE TOBapUCTBO 3TiJHO 3 IMiJITYHKTOM
3.8.2 mporo CratyTy Juis pearnizaiii AKilioHepaMu 1bOTO TpaBa, BiH HE
MIAMANIETHCS Ha 3aIIPOIIOHOBAHI aKIlii HOBOTO BHITYCKY.

3.8.2. YMoBH mianucku Ha Oynb-sKl akilii HOBOTO BHITYCKY BH-
3HAYaAIOThCS B 1HQOpMaIl po BUIYCK akiliid, B fAKiii, cepea iHIIOTO,
BCTAHOBIIIOETHCS MEPI0JI, MPOTIATOM SKOTO AKIIIOHEpaMH MOKE OyTH BH-
KOpHUCTaHe NepeBakHe MPaBo Ha NPUAOaHHS 10JJaTKOBO BUITYIIEHUX aK-
uiil. Takuii nepiox MOBUHEH TPUBATU HE MEHIIE, HIXK 4 (YOTUPU) THKHI
3 1aTh onyOikyBaHHs iHpopMarrii.

3.8.3. ToBapucTBO Ma€ MpaBO BUKYIUTH y AKIliOHEpa OruiayeHi
HHUM aKIii TUIbKU 32 PaxXyHOK CyM, 1110 nepeBulytoTh CTaTyTHUH (QoHu,
JUIs X TOJAJIBIIOro MEPenpoaaxy, po3MOBCIOIKEHHS cepesl CBOIX Impa-
LIBHUKIB 9¥ aHyIroBaHHs. Taki akiii MaroTh OyTH pearnizoBaHi abo aHy-
JHOBaHI y CTPOK He Oinble ogHOTrO poky. [IpoTsrom Takoro mepiomay
PO3MO/TiI MPUOYTKY, TOJIOCYBaHHS 1 BU3HAYCHHSI KBOPYMY Ha 3arajbHUX
300pax AKIIIOHEpIiB MPOBAUTHCS O€3 ypaxyBaHHs puaoanux Tosapuc-
TBOM BJIACHHUX aKIIiH.

Crarra 4. PO3INOAL NPUBYTKIB. BIIPAXYBAHHS PE3EP-
BHOI'O TA [HIIUX ®OH/IIB

4.1. Po3noain mpudyTkiB. 3aranbHi 300pu AKITIOHEpIB 3aTBEPIKY-
I0Th 200 BIAXWISIOTH PO3IMOILT YUCTOrO MPUOYTKY Ta HapaxyBaHHS JH-
BiJIEH/IIB Ha mijcTaBi npono3uiliii CriocTepexxHoi pagu ToBapucTsa.

4.2. CrBopenns ¢ouaiB. Kpim CraryrHoro ¢onmxy, ToBapucto
ctBoproe PesepBuuit ponn, @onn crnoxkuBaHHS Ta iHOIN (HOHIU, CTBO-
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PEHHS KHX BUMAaraeThCsl 3aKOHO/IaBCTBOM YKpaiHu ab0 MOXe BH3HAa4a-
tucst Criocrepexxnoro panoro ToBapucTsa. Bci pimeHHS 1m010 YyTBOpEH-
Hs abo mikBimamii ¢oHAIB, 1X po3Mipy npuiimMaroTbes CroCTepe:KHOIO
panoro ToBapuctBa 3a momanusm Ilpasminas. [IpaBmiHHS camocCTiHO
BH3HAYa€ HANpPSIMKH BUKOPHUCTaHHS KOIITiB (oHAiB ToBapucTsa Ta mo-
nae CrioctepekHild pafi 3BIiT PO X BUKOPHCTAHHS.

4.3. PezepBHuii ¢pona. Posmip PezepsHoro ¢onmy cranoButs 25%
CrarytHoro ¢onny ToBapuctBa. ToBapucTBO poOHTHME MIOPIUHI Bij-
paxyBanHs 10 PesepBHoro oy y po3mipi 5% cymu 9ucToro npuoyT-
Ky JI0 MOMEHTY, Ko Pe3epBHUI (OHA JOCATHE CBOTO BCTAHOBJICHOTO
po3mipy. PesepBHuil OH BUKOPHCTOBYETHCS ISl TOKPUTTS 30UTKIB Ta
MO3aIJIaHOBUX BUTpAT ToBapHCTBa.

Crarras 5. OPFAHU YIIPABJIIHHSI TA KOHTPOJIIO TOBA-
PUCTBA
5.1. Opranu ToBapuctBa. ToBapuCTBO Ma€ Taki OpraHu ynpaBIliH-

HS Ta KOHTPOJIIO:

5.1.1. 3aranbHi 300pH aKI1OHEPIB.

5.1.2. CnocrepexHa paja.

5.1.3. IlpaBninHs.

5.1.4. PeBi3iiiHa KoMicisl.

Crarrs 6. 3AI'AJIBHI 350PU AKLIIOHEPIB

6.1. Bummii opran ToBapucTBa. Bumum opranom Toapuctsa €
3aranbHi 300pu AkuioHepis: Yeprosi abo [lozadeprosi. 3aranbHi 300pu
AKIIiOHEpiB MalOTh yCi MpaBa Ta MOBHOBAKCHHS, BCTAHOBJICHI YNHHUM
3aKOHOAABCTBOM YKpainu i ium CTaTyToM.

6.2. YUeprosi Ta [lo3zaueprosi 300pu.

6.2.1. Yeprosi 3araabni 300pu AxiionepiB (Hamani "Ueprosi
300pH") CKIMKAIOThCA Ta MPOBOJATHCA OJUH pa3 Ha pik mporsarom 90
(meB’siHOCTA) KaJeHJApHUX JHIB Ticis 3akiHueHHsT DiHaHCOBOTO POKY
ToBapucrsa.

6.2.2. Tlo3aueproi 300pu AxmioHepiB (Hanmani "llozaueprosi
300pu") CKJIIMKAIOTHCS B pa3i HEIIATOCIPOMOXHOCTI ToBapucTBa IS
BHPIIICHHS TEPMiHOBUX MHUTaHb, IO BUXOISITH 32 MEKI KOMITETEHIIIT Bi-
JUIOBIIHAX OpraHiB ympaniiHHsS ToBapucTBa, Ta B IHIIUX BHITAJKaX,
SIKIIO 1IhOT0 BUMArarTh intepecu ToBapuctsa. [lo3aueprosi 30opu mo-
BuHHI OyTn cxnmkani [IpaBminasm ToBapucTBa Ha MHCHMOBY BHUMOTY
Cnocrepexxnoi panu TosapuctBa abo Pesiziiinoi kowmicii. [IpaBminns
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ToBapuctBa 3000B’s13aHe mnpoTrsrom 20 (IBaAIATH) JHIB 3 MOMEHTY
OTpPUMaHHS MHCbMOBOI BUMOTH NPUAHATH pieHHs npo ckiukanHs [o-
3a4eproBux 300piB 3 MOPSAKOM JEHHUM, 3alponoHoBaHUM CriocTepex-
HOIO panoro ToBapucTBa abo PeBi3iiiHOI0 KOMICI€R0.

6.2.3. AKiioHepH, sIKi BOJIOJIIOTh y CYKymHOCTI Oinbmt sik 10 (me-
CSITbMa) BIZICOTKaMH T'0JIOCiB, MAIOTh MPaBO BUMaratu ckinkanus [lo3a-
4eproBux 300piB y OyIb-IKHii gac i 3 OyAb-SKOT0 MPUBOIY. SKIIO Tpo-
TsaroM 20 (nBaausTv) AHIB [IpaBiiHHSA HEe BUKOHAJIO 3a3HAYEHOI BUMOT'H,
AKIIiOHEpH MaroTh TIPaBO cami ckiimkatu [lo3aueprori 300pu BiAMOBII-
HO JI0 BUMOT YHHHOTO 3aKOHOaBCTBA Y KpaiHH.

6.2.4. Y BUmagKy HEIIaTOCIIPOMOXHOCTI ToBapucTBa, 3arpo3u
icHyBaHHIO TOBapuCTBa, a TAKOX KOJIM JisIbHICTH [IpaBiiHHsS cymepe-
YuTh iHTEpecaMm ToBapucTBa Ta oro AkiioHepaM, AKIIOHEPH, SIKi BO-
JIOJIIIOTh Y CYKYIHOCTI OibI sik 20 (ABaANSATEMA) BiJICOTKAMH T'OJIOCIB,
y pasi SKIIO BOHU BHPIIIMIA HE BUKOPHCTOBYBATH HaJaHE M 3aKOHOM
npaBo Bumaratu Bija IlpaBninas cknukanns [lo3aueproBux 300piB (mif-
nyHKT 6.2.3 nporo CtaTyTy), MOXKYTh HeraifHO cami ckiukaTt [lozauep-
roei 300pu. Y 1bOMy BUNAJIKy Taki AKI[IOHEpM HE MEHII HIK 3a 5
(m’ate) aHIB g0 nath npoBedcHHs [lozaueproBux 300piB 3000B’s13aHi
3po0UTH 3arajibHe MOBIJOMIIEHHS Ipo ckiMkaHHsA [To3aueprosux 300piB
y MicIeBill Tpeci 3a Micle3HaxoJDKeHHsIM ToBapucTBa i B OJJHOMY i3
odiuiiHuX npykoBaHux BuaaHb BepxoBHoi Pagu Ykpainu, KaGinery
MinictpiB Ykpaiau un JlepxkaBHoi Komicii 3 iiHHUX marnepisB Ta ¢oHJ10-
BOIO PUHKY 13 3a3Ha4YeHHsAM uacy 1 Micus mnposeneHHs [lozadeprosux
300piB Ta MOPSAKY JEHHOTO.

6.3. IoBinomaenns npo cknukanHs Yepropux abo IlozaueproBux
300piB MOBUHHO MIOHAWMEHIIIE MICTUTH TaKy iHpOpMaIlito:

1. Ha3ga ta agpeca ToBapucTBa.

2. lara, micre 1 yac npoBeieHHs1 300piB.

3. [lutaHHs, sIKi MatOTh po3risaaTrcs Ha Takux 36opax (maimi "Ilo-
pANOK neHHuit").

4. BkaziBky mono tumy 300piB — Ueprosi uun Ilozaueprosi. Skmio
iHIIe He BCcTaHOBIEHO HMM CTaTyTOM Ta YMHHUM 3aKOHOJABCTBOM
VYxpainu, [loBinomnenns npo ckiukanas Yeprosux 30opiB abo [Tozaue-
proBux 300piB HaACHIAETHCS AKIIIOHEpaM JIUCTOM 4epe3 MomTy YKpai-
HU a00 BpPYy4YaeThcs OCOOMCTO 3a ajgpecaMu, HaBeJeHUMHU y Peectpi, He
MeHIIe SK 3a 45 (COpOoK IT’SITh) AHIB 0 CKIMKaHHA Takux Yeprosux 300-
piB a6o ITo3aueprosux 300piB. Kpim TOTO, MOBiTOMIICHHS TIPO CKITMKAH-
Hs1 Yeprosux 300piB abo [lozaueproBux 300piB pO3MINLy€THCS HA AOIIL
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orojomieHs ToBapucTBa. Y Bunanky, sakmo cepeq Axiionepis ToBapuc-
TBa € 1HO3eMHI 0cO0OH, MOBIIOMIICHHS PO CKIMKaHHSA YeproBux 300piB
a6o [lozadyeproBux 300piB MOBUHHO OyTH TaKOX TeEpeqaHO KOXKHIH 3
mux ocid ¢akcom abo wepes3 ocoly, MpHU3HAYCHY 1HO3EMHUM AKITiOHE-
pom. IloBimomienHst npo ckimkanHs [lozageproBux 300piB MOXe Hal-
CHJIATHCS 32 MEHIIY KUIBKICTh JHIB Ta B IHIIMHA CHOCIO 3a pillIeHHAM
Cnocrepexnoi paan ToBapucTBa, SKIIO IEOTO BUMAararwTh iHTepecu To-
BapHCTBA.

6.4. Yuactp y 3arajbHux 300pax Akuionepis. Y 3araibHux 300-
pax AKIIiOHEpiB MalOTh MPaBO OpaTH y4acTh yci AKI[IOHEpH, HE3aJIEKHO
BiJ KIIBKOCTI aKIliii, BJACHUKAMH SIKUX BOHHU €.

6.4.1. V 3aranpaux 300pax AKIIIOHEPIB 3 MPABOM JIOPATIOTO TOIOCY
MOXXYTh OpaTh y4acTb 1 4ICHH BUKOHABUMX OPTraHiB, fKi He € AKIiOHe-
pamu.

6.4.2. IlpaBounHHicTh 3araibHUX 300piB AKI[IOHEPIB Ta MPUUHSATTA
HUMH PillIeHb, MOPSIOK Ta TEPMiH iX CKIMKAaHHS BU3HAYAIOTHCS BIJIO-
BIJIHO JI0 YHHHOTO 3aKOHOJAaBCTBa YKpaiHu, nporo Craryry Ta Perna-
MeHTy 3aranbHux 300piB AkmionepiB BAT "Toprosuii niM «Ykpainay,
KU 3aTBEPAKY€ThCS 3aralbHUMH 300paMu AKIIOHEPIB.

6.5. Komnerenuii 3aranpHux 300piB AkuioHepiB. /o kommnereHmii
3aranbHHUX 300piB AKIIIOHEPIB HANEKATh:

6.5.1. BuzHaueHHsI OCHOBHUX HampsMmiB AisuibHOCTI ToBapucTBa 1
3aTBEPKEHHS MOTro IJIaHIB Ta 3BITIB IIPO IX BUKOHAHHS.

6.5.2. BHecennst 3MiH Ta gonoBHeHb 10 CratyTy ToBapucrTsa.

6.5.3. OOpanns Ta BigknukaHHs wieHiB CrnoctepexHoi paau To-
BapuUCTBa, 3aTBeppKkeHHs [lonoxkenHsa npo CrioctepexHy paiy.

6.5.4. O0pannst ta BinknukanHs [onmou [lpaBniHHS Ta 4ieHIB
Pesiziiinoi Komicii ToBapucTsa.

6.5.5. 3aTBep/uUKeHHS PIYHUX pe3ylbTaTiB IisimbHOCTI ToBa-
PHUCTBA, BKIIFOUAIOYH WOTO JIOYIpHI MiIPUEMCTBA, 3aTBEPPKCHHS 3BITiB
i BUCHOBKIB PeBiziiinoi Kowmicii, mopsjky po3nofiny nmpuOyTKy, CTPOK
Ta MOPSJIOK BUIUIATH YaCTKU MPUOYTKY (JIMBiNEHIB), BUSHAYCHHS I10-
PAIKY TIOKPUTTS 30U TKIB.

6.5.6. CTBOpeHHS, peopranizaiis Ta JIKBiJalis JOYipHIX HiANpH-
€MCTB, (Il Ta MPEICTaBHUIITB, 3aTBEPPKEHHS iX CTATYTIB Ta IMOJO-
KEHb.

6.5.7. IlpuiHATTA pilIeHHS NMPO NMPUIUHEHHS AisIIbHOCTI ToBa-
pucTBa, npu3HaueHHs JlikBimaniiinoi Kowicii, 3aTBep/keHHs JIiKBija-
iHHOTO OaaHcy.
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6.5.8. IlpuiinaTTs pimeHHs npo Oyab-sIKy 3MiHy po3mipy Ctaryt-
Horo ¢ouay ToBapucTBa, BKIIOYaOUN HOTO 301IbIIeHHS 200 3MEHIICH-
HsI, 3MiHY HOMIHAJIBHOI BapTocTi ab0 aHyJOBaHHs AKIliH, BUITYCK HO-
BUX 200 J101aTKOBUX AKIIiH a00 AKIIil IEBHOTO KJIacy, a TAKOX MPO Po-
3MOUT OYIb-SIKUX AKIIIH, Ha SIKI 11I¢ HE TTITACATHCS.

6.5.9. Posrusin Ta BupilieHHs OyJIb-SIKUX THIIUX MTUTaHb 100 Ji-
smpHOCTI ToBapucTBa.

6.6. llepenaua 3arajibHuMHM 300pamMu AKIiOHepiB JesIKMX IH-
TaHb [Jis1 BUpilieHHs iHmum opranam TosapucrBa. Oxpemi nuTaH-
HS, SIKI B MOXYTh OyTH mepenani aisi BupimeHas CrocTepexHiid pai
ToBapuctsa a6o IIpasrinaio ToBapucTBa.

6.7. O0OMexkeHHS 1I0A0 Mepenayi 3arajJbHUMHU 300paMu AKIio-
HepiB JesiIKMX NUTAHB /sl BUPilleHHs iHmMM opranam ToBapucrt-
Ba. [loBHOBaXkeHHs, mepeadaveHi myHkramu 6.5.2, 6.5.5, 6,5.6, 6.5.7 i
6.5.8, Hamex)aTh O BUKIIOYHOI KOMITETCHINI 3aranpbHUX 300piB AKIIiO-
HepiB 1 He MOXKYTh OyTH MepeiaHi iHmKUM opranaMm ToBapucTBa.

6.8. IlpaBounHHicTh 3arajbHux 300piB AkuionepiB. bynp-ski 3a-
rayibHi 300pu AKIIOHEpiB BBaKAIOTHCSA MPABOYMHHHUMH, SIKIIO HAa HUX
npucyTHI ocobucto AKIioHepu abo iX yMOBHOBaKEHI MpEICTaBHUKH,
SKi1 pa3oM BOJOJit0TH Oibil HixK 60% (1ricTaecsaTeMa) Beix ronociB To-
BapuCTBA.

6.9. IllpeacraBuukn (AoBipeHOi ocoOn) AkmioHepiB. byap-xTo 3
AKIIioHepiB MOke OyTH MpejacTaBlIeHHU Ha 3aradbHUX 300pax AKIlio-
HEPIB CBOIM YITOBHOBa)KEHUM MPEJICTABHUKOM ([IOBIpEHOIO 0c00010), 32
YMOBH, IO BCi MPU3HAYEHHsI TaKUX OCI0 3AIMCHIOIOTHCS Y MHCHMOBIMH
a00 HoTapianbHii QOpMi 3TiHO 3 YMHHUM 3aKOHOAaBCTBOM. JloBipe-
HICTh € JIHCHOIO 3 AaTh 11 opopMIIEHHS JI0 TOTO Yacy, 10 3a3HaueHUl y
Hill, 200 JOKM AKITiOHep He aHyJjro€e i y mucbMOoBil popmi abo HoTapia-
JTHHOMY TIOPSIAKY 3T1JIHO 3 3aKOHOJABCTBOM. AKITIOHEp, IO € FOPHINY-
HOI0 0CO0O00, MOXKE peaii3yBaTH CBOE IMPABO ToJIOCY 4epe3 Oyab-sKHii
CTaTYTHHUH OpraH, SKUi YIOBHOBaXCHUH JiSITH BiJ HOTO IMEHI.

6.10. I'onoBa 3aranbHux 300piB AxuionepiB. Ha 3aransuux 360-
pax AxIioHepiB TOJIOBYye ocoba, oOpaHa 3araipbHUMH 300pamMu AKIIiO-
HEpiB.

6.11. IIporokou. I'omoBa 3aranpHux 300piB AKIIIOHEPIB TPU3HAYAE
cekpeTaps, He 00O0B’SI3KOBO 3-IOMIK AKIIIOHEPIB, JUIA BEICHHS MPOTO-
KOJIy BHHECEHHX Ha OOTOBOpPEHHS MUTAaHb, IPUYOMY TaKHH MPOTOKOI
3aranpHuUX 300piB AKIIIOHEPIB 3aHOCHTHCS JI0 CTICLIAIBHO MPU3HAYEHO-
rO Ui IBOTO KypHaTy. [IpaBUIBHICTE 1 TOUHICTh BUKJIAZACHHS y TPOTO-
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KoM (SIKUi BeJeTbCs YKpalHCHKOIO MOBOIO), MHTaHb, OOTOBOPEHHX Ha
3aranpHuX 300pax AKIIIOHEPIB, MiITBEPIKY€ETHCS TOIOBOIO Ta CEKpeTa-
pem 3aranbHux 300piB AKIiOHEpiB, siKi 3000B’s13aHi miJ yac nux 3ara-
JpHUX 300piB AKIioHepiB a00 mpoTarom 3 (TphOX) poOOUYMX JHIB MiCIs
3aKiHYeHHS 3arajbHHUX 300piB AKIIIOHEpIB MiMUCATH TaKUi MPOTOKOI,
3aCBIUYIOYM HOTO MPAaBHIBHICTH 1 TOYHICTD, 3 MPHUKJIAACHHAM M€YaTKN
ToBapucTtBa Ta nepenatu ioro Ilpasminaio ToBapuctsa. ToBapucTBo,
Ha TpOXaHHS AKIIIOHEpiB, SKi € IHO3eMHUMHU 0co0aMH, pOOUTH TEpeK-
Ja]1 IPOTOKOJIY TaKUX 3araibHUX 300piB AKIIIOHEpIB aHTITIHCHKOK MO-
BOIO.

6.12. T'onocyBanHs. [lopsinok ronocyBaHHs (3aKpUTE TOJIOCYBAHHS
9H BIJKPUTE TOJOCYBaHHS) Ha 3araJbHUX 300pax AKIIOHEpiB BH3HAYa-
€Tbcsl AKLioHepaMu (iX MpeacTaBHUKAMHU), K1 OepyTh ydacTh y 300pax
akiioHnepiB. Skmio nmutaHHs HEe BHeceHe 10 [lopsiaky meHHOTOo, TOIoCy-
BaHHS [0 HbOMY HE TIPOBOIUTHCS.

6.12.2. KoxHa akuis Hagae AKIIOHEpy NIpaBo OJHOro rojocy. Bei
pIlICHHS MPUIMAaIOThCS OUIBUIICTIO TOJIOCIB AKIIIOHEPIB, SIKI MPHUCYTHI
abo mpencTaBiieH]l Ha 3arajlbHUX 300pax AKIIOHEpPIB, 32 BUHATKOM BH-
naJIKiB, BcTaHOBJIeHUX UM CtatyToM (yHKT 6.13 1iporo CraryTy).

6.13. PimenHsi, mo npuiiManTbcsd KBali(pikoBaHOW Oijib-
mictio roJsiociB AxkuionepiB. Hespaxaroun Ha Oyjb-sKe MOJIOKEHHS
nporo CraryTy, pillleHHs, 3a3Ha4eHl y mianyHkrax 6.5.2, 6.5.6 1 6.5.7
nporo CratyTy, BUMararoth 3/4 (Tpu uBepTi) abo OinbIIe TOJIOCIB AKIIi-
OHEpIB, SKi OepyTh y4acTh y 3araibHuX 300pax AKIIOHEPiB.

6.14. Pernament 3araapHux 300piB Akuionepis. 3aranabHi 300-
pu AKIioHepiB MOXYTh NpuitHATH PermameHT 3aranbHuX 300piB AKITi-
oHepiB (Hagaini "PermameHt"), 0 BCTAHOBIIIOE MPOIIECyallbHI MTpaBUIIa
MPOBEJICHHsI 3araabHUX 300piB AKIIIOHEPIB Ta MPUUHATTS HUMH PillICHb.
PernamMeHT MOBMHEH BIiANOBIIATH IOJOXKEHHSM, BCTAHOBJICHUM IIUM
Crarytom. byap-skuit AkuioHep Moke Ha 3aranbHuX 300pax AKIiOHe-
piB OpaTu y4actb B 00roBOpeHHI MuTaHb [lopsiiKy AEHHOTO.
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Crarrsa 7. CHOCTEPEKHA PAJIA TOBAPUCTBA
7.1. Cnoctepe:kHa paga ToBapucrsa.

7.1.1. CnocrepexHa paga ToBapuctBa € opraHoM ToBapuCTBa,
SKHIA 3 METOIO 3aXHCTy iHTepeciB AKIIIOHEpiB 3/IiIICHIOE B MeXaX KOM-
neTeHmii, Bu3HaueHoi muM CTaTyToM Ta YHHHHM 3aKOHOJIABCTBOM
VYkpainu, KOHTpoJb 32 AismbHicTIO [IpaBminas ToBapucTBa Ta mpeacra-
BIISIE iHTepecH AKIIOHEPIB y mepiof MiX 3aralbHUMH 300pamMu AKIIiO-
HEpIB.

7.1.2. Cnocrepexxna pana ToBapucTBa MiImopsiKOBaHa y CBOIN
JUSTBHOCTI 3aranbHUM 300paM AKI[IOHEPIB, PIIICHHS SKUX € JuIsd Hel
000B’I3KOBUMH.

7.1.3. CnoctepexxHa pajga ToBapucTBa mojae 3araibHUM 300pam
AKITIOHEPIB 3BIT MPO CBOIO poOOTY 3a piK. Y pasi BU3HAHHSI pOOOTH
CroctepexHoi pajau ToBaprcTBa HE3aI0BIIBHOIO 3araibHi 300pu AKIIi-
OHEPIB BHOCATH 3MIHH JI0 11 CKJIay.

7.1.4. Unenun CnoctepexxHoi paau ToBapucTBa He MOXYTb OyTH
YyjieHaMu BUKOHaB4Oro oprany ToBapuctsa Ta PeBizilinoi Komicii.

7.1.5. Unenn Croctepexxnoi paau ToBapucTBa € T0CaJOBUMH
ocobamu ToBapucTBa i HECYTh BIIMOBIAAIBHICTh Y MEXaX CBOIX MOBHO-
Ba)KCHb.

7.1.6. 3a pimenHsiM 3araibHUX 300piB AKITIOHEPIB, O KOMITETEH-
uii CniocrepekHoi paau ToBapucTBa Moke OyTH meperaHa 4acTHHA I10-
BHOB&)XCHb 3araibHUX 300piB AKIIIOHEPIB.

7.1.7. 'V cBoiii gisuibHOCTi CrnioctepeskHa paga ToBapucTsa kepy-
€TbCS YNHHUM 3aKOHOJABCTBOM YKpaiHH, UM CTaTyTOM, IHIIMMHU BHY-
TPILIHIMU HOPMAaTUBHUMHU JOKYMEHTaMH.

7.2. KinbkicHuii ckiaaa Ta oOpaHHs.

7.2.1. Cnoctepexxna pana ToBapucTBa oOupaeThcsi 3araibHUMH
300paMu AKITIOHEPIB 1 CKIaJIa€Thesl 3 7 (CeMH) YIIEHIB, 10 OOUPAIOThCS
3 yuciia AKIIOHEpiB CTPOKOM Ha 3 (TpH) POKH.

7.2.2. TlepconanpHuii ckian CrnocrepexHoi paau ToBapucTsa Ta
3MiHU B HbOMY 3aTBEPXKYIOTHCS 3aralbHUMU 300paMu AKIIIOHEPIB.

7.2.3. T'onoBa Cnioctepexxnoi paau ToBapucTBa 0OMpaEeThes Ta Bi-
JIKITMKAEThCsI Ha 3acigani CrioctepeskHol paau 3 uncia dieHiB Crocte-
pexnoi pagu ToBapucTBa, o 00paHi 3araJbHUMU 300paMH aKIiOHEPIB.

7.3. Kommnerenuisa Cnocrepe:xHoi paaun ToBapucrsa

7.3.1. Cnocrepexna paaa ToBapucTBa ykianae KOHTpakT 3 ['ono-
Boto [IpaBninnasa ToBapucTBa, sIKuii MiAMKACY€ETHCS Big iMeHi ToBapucTBa
lNomosoro CriocTepexHoi paam.
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7.3.2. lae 000OB’SI3KOBY IOTEPETHIO 3roAy Ha MPOBEAEHHS Oyib-
SIKHX ONepaliil po3nopsKeHHS HepyXoMuM MaiiHoM ToBapucTsa.

7.3.3. Posrnsijiae ta 3aTBepKye 3BiTH, siki moaae [Iparminng i Pe-
Bi3iifHa KOMicis 3a KBapTaJ Ta pik.

7.3.4. Anamizye nii IIpaBminas mopo ympasiiHHs ToBapucTBOM,
peaizariii iHBeCTUIIHHOT, TEXHIYHOI Ta I[IHOBOI MOJITHKH, JOJCPIKAHHSI
HOMEHKJIATypH TOBApIB 1 MTOCIyYT.

7.3.5. Buctynae, y pa3si notpebu, iHiliaTOpOM MPOBEICHHS 103a-
YeproBUX  peBi3iii Ta  ayJUTOPCBKUX  MEpeBipoK  (piHAaHCOBO-
roCroAapchKoi AisutbHOCTI ToBapucTBa.

7.3.6. Ilonae 3arampauM 300paM AKITIOHEPIB MTPOTO3HUIIIT 3 TUTAHb
nisibHOCTI ToBapucTBa.

7.3.7. 3aTBepaKy€E IO MOMEHTY MiAMHCaHHS Oynb-SKHW TOTOBIp,
KOHTPAKT, JIOMOBJICHICTh a00 1HIIY yroay 3 OyAb-IKOI0 0C00010, Y TOMY
YHUCIIl IOYipHBOIO KOMMaHiew, ¢Qiniero ado iHmow adiniioBaHO 0CO-
0oro ToBapuctsa, 1m0 po3paxoBani (0e3rmocepeHbO abo OIocepeIKOBa-
HO, OJTHOPa30BO a0o0 3a JEKijbKa pa3iB) Ha 3arajibHy Cymy OibII HIX
exBiBasieHT 200 000 (mBicti Tucsa) nonapiB CLUA, un Oyab-aKy yronuy,
KOHTPAKT a00 TOMOBJIEHICTb, SIKa BUXOJUTh 32 paMKH 3BUYalHOI rocIo-
JapchbKoi JisyTbHOCTI abo 0a3yeThCsi HAa HE3BUYAMHUX KOMEPIIHHUX
yMoBax (ToOTO Oynb-sIKy yroay, KOHTPakT YU JOMOBJICHICTh, KA HE €
BUIIPABIAHOIO 3 KOMEPIIHHOI TOYKH 30pY), a TAKOK 3aTBEPIKYE Oyb-
SKHI JI0TOBip, KOHTPAKT a00 1HIIY JJOMOBJICHICTh 3 OY/b-5IKOI0 0CO0O0I0,
CTPOK YMHHOCTI sikux nepesuinye 1 (oauH) pik. CrocrepesxkHiit pani To-
BapUCTBA HAJA€THCS MPaBO 3MEHIIYBaTH BUIIE3a3HAYCHE y LIbOMY Hij-
nyHkTi 7.3.7 nporo CraryTy moporose 3HaueHHs y po3mipi 200 000
(mBicti Tucsiv) gonapis CIIA nuisixom npuiHSTTS BiIMOBIAHUX PillICHb.

7.3.8. 3arBepmKye Oynb-siKi JIOTOBOPH, YIOJU Ta JIOMOBIIEHOCTI
1070 OpeHIH OyJb-sIKOT0 PyXOMOI'O Ta HEPyXOMOI'o MaiiHa 4u oOnaj-
HaHHS, CTPOK YHHHOCTI SIKUX TEPEBUIILYE 3 (TPH) MICSILI.

7.3.9. llpuiiMae pimeHHs PO TPUTATHEHHS 10 MAifHOBOT Bi/IIOBI-
JATBHOCTI MOCaIOBUX OCi0 opraniB yrpaiinHs ToBapucTaa.

7.3.10. 3aTBep/Kye MpaBWiia MPOLEAYPH Ta iHIIN BHYTPINIHI J10-
KyMeHTH ToBapHCTBa, 3aTBep/UKye 3a moaaHHsM [lpaBiiHHsA opraniza-
uiiiHy cTpyktypy ToBapucTBa.

7.3.11. Bupimye nutanus npo npuadaHHs ToBapHUCTBOM aKIIiH,
10 BUITYCKAIOTHCS HUM.
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7.3.12. BusHauae yMOBHM OIUIATH Ipalli MOCaJ0BUX 0cCi0 (BUIIOT
nanku) ToBapucTBa, OO JOYIpHIX MANPHUEMCTB, (iNiii Ta mMpencTas-
HUIITB.

7.3.13. Ilpuiimae pimenHs npo npuadaHHs OyIb-IKOi YaCTKH BIla-
CHOCTI OyJb-sIKOT 1HIIOT KOMMaHii abo BChOI0 MalHA Takol KOMITaHii,
a0o 1oro yacTUHM.

7.3.14. 3aTBepKy€E TOCTPOKOBY OILIATy Oyab-sKOi 3200proBaHO-
CTi 32 TO3UKAMH.

7.3.15. Ilpuitmae pimieHHst po Oyab-sKe TPUIHHEHHS a00 BiIMO-
By ToBapucTBa BiJ] BUKOHAHHS [ill, 10 CylepevaTh Ta 3arpoKyrOTh HO-
'O IIJISIM Ta THTepecaMm.

7.3.16. 3niiicHro€e iHIII Aii 100 KOHTPOJIO 3a MisutbHiCTIO [TpaB-
ninHsa ToBapucTBa.

7.4. llpaBa Cnocrepe:kHoi pagu ToBapucrsa. CrioctepexHa pana
ToBapucTBa Mae Mpaso:

7.4.1. OrpumyBaru 6e3 oOMexkeHb iHGOpMAII0 TPO TiSIBHICTH
ToBapucrsa.

7.4.2. 3acnyxoByBartu 3BiTH [IpaBninng Ta nocagoBux ocid Tosa-
pPHUCTBA 3 OKPEMHX NMUTaHb HOTO AISUIBHOCTI.

7.4.3. TUMUYacoBO NMPUIUHATH NOBHOBa)K€HHsI wieHiB [IpaBniHHs
ToBapuctsa.

7.4.4. 3anydaTu eKCHEpTIB AJI aHANI3y OKPEMHUX MUTaHb isiib-
HocTi ToBapuctaa.

7.5. O6meskeHHs moa0 AigabHOcTI Cniocrepe:knoi paau ToBapu-
cTBa. CriocrepekHa paga ToBapucTBa He Mae IpaBa BTPY4aTHUCs B OIle-
patuBHY AisutbHicTh [IpaBninns ToBapucTga.

7.6. 3acinaHHs Ta NPUHHATTS pillleHb.

7.6.1. 3acinannst CriocrepexkHoi paau ToBapucTBa MPOBOASTHCS
HE PiJIIIe OHOTO pa3y Ha KBapTall i BBAXKAIOThCS MPABOYMHHUMH, SKIIO
Ha HUX TpuUCyTHi 2/3 (181 TpeTnnn) wieHiB. Pimenus CrnoctepexHoi pa-
mu ToBapucTBa NpUUMAIOTHCS OLIBINICTIO TOJIOCIB. Y pasi po3nojainy
rojiociB mopiHy rojioc ['omoBu CrocTepexHoi pamu € BUPILIATbHHUM.
[Tozaueprogi 3acinanus CriocrepekHoi pagu ToBaprcTBa CKIMKAIOThCS
Ha Bumory ['onoBu CnioctepesxHoi panu ToBapuctsa, 1/3 (oaniei TpeTu-
HU) ii uneniB abo [Ipasninas ToBapuctsa Ta PeBiziiiHoi KoMmicii.

7.6.2. Tlutanns, sIKi pO3MIIAIAIOTHCS HA KOXHOMY 3acimanHi Crio-
cTepexHoi pagu ToBapHucTBa, 3aHOCATHCS 10 MPOTOKOIIB, SIKi BEIXyThCS
YKpaiHCHKOIO MOBOIO, Ta MICHIA 3aciganHs ToBapucTBa Ha MPOXaHHS 1HO-
3eMHUX AKIIIOHEPIB POOUTHCS TMEpeKIag TaKOro MPOTOKOIY AHTIIHCH-
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KO0 MOBOI0. Takuii TPOTOKOJ 3aciJlaHHS 3aHOCUTHCSI JIO CIIEHiabHO
MPU3HAYECHOTO U LOTO XypHaTy. IIpaBMIIBHICTH 1 TOYHICTH BHKJIA-
JICHHSI Y TIPOTOKOJIi TTUTaHb, PO3TIISIHYTUX Ha 3aCiJ]aHHI, 3aTBEPKYEThCS
I'onoBoro CriocTepexHOT paan Ta CEKpeTapeM BiIMOBITHOTO 3acCiiaHHS,
sIKi 3000B’s13aHi ITiJ] 4ac bOTO 3acifianHs abo MpoTaroM 3 (Tprox) pobo-
YUX JIHIB TICJIA HOTO 3aKiHYCHHSI MiAMUCATH TaKUH TPOTOKOJ 3 MPUKJIa-
JICHHSIM TIe4aTku ToBapucTBa.

7.7. ToaoBa Cnoctepe:xxHoi pagu. Pobotoro Cnoctepexnoi paau
TosapuctBa kepye ['omoa CrnocTepexHoi panu, SIKHH y MeXKax CBO€Q
KOMIIETEHIIIT 3TiJHO 3 YMHHUM 3aKOHOJIABCTBOM YKpainu Ta uuMm Crary-
TOM:

7.7.1. Yxnanae Big imeni ToBapucTBa KOHTpakT 3 rojosoto [Ipas-
ninHsg ToBapucTBa.

7.7.2. Cxnukae, opraHi3oBy€e Ta TOJIOBYE Ha 3acimaHHsx Criocte-
pexHoi pagu ToBapucTsa.

7.7.3. Oprani3oBy€e BeJileHHsI TPOTOKOJIB 3aciianb CrocTepekHol
panu ToBapuctsa.

7.7.4. 3niiicHioe iHII QYHKIIT, 10 TPSIMO BHUILTUBAIOTH 3 I[LOTO
CratyTy Ta/a0o0 nepenbdadyeHi YAHHUM 3aKOHOJIaBCTBOM Y KpaiHU.

Crarra 8. IPABJIIHHSI TOBAPUCTBA
8.1. IIpasainus ToBapucrsa.

8.1.1. IlpaBninus ToBapucTBa € BUKOHABUYMUM OPraHOM, IO 37iic-
HIOE KEPIBHUIITBO BCI€I0 TIOTOYHOIO AisLTbHICTIO ToBapucTBa.

8.1.2. IlpaBninus ToBapucTBa mig3BiTHE 3aranbHUM 300paM AK-
nionepiB i CnocrepeskHiit pagi ToBapucTBa Ta opraHizye BUKOHAHHS X
pillicHb.

8.2. KinbkicHuii ckiag Ta NpU3HAYEHHS.

8.2.1. T'onosa IlpaBninas ToBapucTBa 0OHMpacThcs 3aralbHUMU
30opamu AxuionepiB Ha 3 (tpu) poku. 3 'onooro IIpasninus ykianga-
€THhCSI KOHTPAKT, skl Bijx iMmeHi Toapuctsa mianucye ['omoa Crocte-
pexHoi panu ToBapucTsa.

8.2.2. KinbkicHuli Ta mepcoHansHuii cknaj [IpaBminHg BU3HAYa-
etbest ['onoBoto [lpasninus. Unenu [IpaBiaiHHS NMpU3HAYAIOTHCSI HA CBOT
nocaan Haka3oM ["omoBu IIpaBninaa. CTpok, MOBHOBaXEHb MpH3HAYE-
HUX uieHiB [IpaBiiHHS He MOke OyTH JIOBIIMM, HIXK CTPOK IOBHOBa-
xeHb ['onosu [IpaBiiHHs.

8.3. Komnerenuii [Ipasainns ToBapuctsa. [Ipasninas ToBapucTsa:

8.3.1. Po3pobuisie HanpsiMu misiibHOCTI ToBapucTBa.
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8.3.2. BuzHnavae nuTaHHsl, SKi TOBUHHI OYTH BUHECEHI HA PO3TJISL
3aranpHuX 300piB AKIIIOHEPIB Ta TOTY€ MPOEKTH pimeHb 300piB 3 IUX
MUTaHb.

8.3.3. Cxmagae piyanii 3BIiT PO (HiHAHCOBO-TOCTIONAPCHKY isIb-
HicTh ToBapuCTBa, BKIIOYAIOUM HOTO OYIpHI MiJIPUEMCTBA, Ta BHHO-
CHUTb HOTO Ha PO3IIIA Ta 3aTBEPKEHHS 3aralibHUX 300piB AKIIIOHEPIB.

8.3.4. Opranizye Ta 31HCHIOE 30BHIITHLOCKOHOMIYHY JTisSITbHICTh
ToBapucTsa;

8.3.5. Inanye nismmpHicTh ToBapucTBa, WOTrO (iNiH, BiJUIUICHB,
MPEJCTaBHUIITB Ta IHIIMX CTPYKTYPHHX MiAPO3MALTIB, OpraHizye Ta KOH-
TPOJIOE TX pOOOTY.

8.3.6. KoHTposroe MisuTbHICTh CIUTBHUX MIiAPHEMCTB, CTBOPEHHUX
3a yqacTio ToBapucTsa.

8.3.7. BusHauae cTpaterito MapKeTHHTY, TOJITHKY 30BHIIIHBOE-
KOHOMIYHOT JIISTTLHOCTI Ta LIHOYTBOPEHHSI.

8.3.8. Bunocuth Ha 3atBepmkeHHs: CrioctepexkHoi paau Tosapu-
CTBa JI0 MOMEHTY IIiIHCAaHHS OY/b-SIKHI TOTOBIp, KOHTPAKT, JTOMOBJIE-
HICTh a00 1HIIY yrogy 3 OyAb-SKOK 0CO0OI0, Y TOMY YHCII JOYipHBOIO
KoMnaHier, dimiero adbo iHmOoW adiniiioBanor ocodoro ToBapucTaa, o
po3paxoBani (6e3mocepelHp0 ad0 OMocepesIKOBaHO, OJJHOPa30BoO abo 3a
JIEKiNbKa pa3iB) Ha 3aralbHy cyMy Ounbin Hik ekBiBasieHT 200 000 (1Bi-
cti tucsid) ponapis CIIIA (3 ypaxyBaHHSAM OOMEXeHb, nepeadaueHux
nignyHkrom 7.3.7 mporo CraryTy), 9u OyAb-SIKy YroJy, KOHTPakT a0o
JIOMOBJIEHICTh, IKa BUXOJMTh 32 PAMKH 3BHYaiHOI rOCIOAAPCHKOI Mis-
TpHOCTI a00 0a3yeThcs Ha HE3BHUAWHUX KOMEPIIHHUX yMOBax (TOOTO
Oyab-sKy yroay, KOHTPAKT Y JOMOBJICHICTh, IKa HE € BUIIPABIaHOIO 3,
KOMEPIIIHOT TOYKH 30pY), & TAKOXK OyAb-SIKHI JOTOBIp, KOHTPAKT abo
IHITY JTOMOBJICHICTh 3 OY/Ib-SIKOI0 0CO000, CTPOK YMHHOCTI SIKUX Tepe-
Buirye | (ouH) pik.

8.3.9. Bunocutb Ha 3arBeppkeHHs1 CniocrepekHoi paau Tosapuc-
TBa JI0 MOMEHTY IIiJIMUCaHHs OyJlb-sSIKUW JOTOBIp, YroJy Ta JIOMOBIIE-
HICTh LIOA0 OpPEeHOH OYyIb-IKOr0 PyXOMOTO Ta HEPYXOMOI'O MaifHa 4u
o0JaIHaHHS, CTPOK YNHHOCTI SIKUX TMEPEBUIILYE 3 (TPHU) MiCHILI.

8.3.10. Opranizye Ta NMpoBOAUTH KaApPOBY pOOOTY, BU3HAYAE BU-
poOHHMUyY cTpyKTypy ToBapucTBa, CKIIaJ i CTaTyC MiIPO3IUTiB Ta CIIyXO,
YHCENbHICTh Ta CTPYKTYPY anaparty ynpasiiHHs ToBapucTsa, po3risaae
3BITH PO POOOTY CTPYKTYpHHX Mmiapo3ainiB ToBapucTsa, 3aTBEpIKye
THCTPYKIIi Ta BHYTPIIIHI TIOJI0XKEHHS, [0 PETJIAMEHTYIOTh iXHIO POOOTY,
BeJle O0JIIK KaJIpiB.
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8.3.11. Cknagae motouHi (DiHAHCOBI 3BITH.

8.3.12. Opranizye matepialbHO-TEXHIYHE 3a0€3ICUCHHsSI T'OCIIO-
JapchKoi Ta 1HIIoT MismbHOCTI ToBapucTBa.

8.3.13. 3abe3neuye opraHi3aliifHO-TEXHIYHY AiSJIBHICTH 3aralb-
HuX 300piB Akuionepi, Crnocrepexnoi paan ToBapucTBa Ta PeBiziitHoi
Kowmicii.

8.3.14. Opranizye (iHaHCOBO-€KOHOMIUHY poOOTY, OOJIIK Ta 3BiT-
HicTh ToBapucTBa.

8.3.15. 3iiicHIOE KOHTPOJIL 32 CTAHOM MPHUMIIIEHB, OYiBENb, 00-
JaTHAHHS.

8.3.16. OpraHnizye JIiIOBOJICTBO Ta BEJCHHS apXiBiB.

8.3.17. Opranizye comiaabHO-TOOYyTOBE OOCIYTOBYBaHHS POOIT-
HuKiB ToBapucTBa.

8.3.18. Heraiino inpopmye Crocrepexxny paxy TosapucTtBa y
BUMAJKY, SIKIIO 3arajibHa MicsiuHa 3a00proBanicTh ToBapucTBa 3a Oyab-
SAKUMH JoroBopamu (yrojamu), OaHKiBCBKMMH TMO3UKaMHU Ta 1HIIMMH
3000B’sI3aHHSIMU  Tiepe]  OyIb-sKUMU  oco0amMu (32  BHHSITKOM
000B’SI3KOBUX IJIATEXKiB 10 OI0JKETy Ta 00IrOBHX BUTPAT), IEPEBUIILYE
cymy, ekBiBajeHTHy 2 500 000 (1Ba MiNBHOHU IT’ATCOT TUCSY) J0JIApiB
CILIA.

8.3.19. Posrnsimae ta Bupinrye Oynb-siKi iHII TUTAaHHS, BUHECEHI
Ha HOro po3risi 3araabHUMH 300paMu AKIIIOHEPIB, SKIO BOHU HE Bif-
HOCSATBCS JI0 BUKITIOYHOT KOMIIETEHIIIT 1HIIWX OpraHiB ynpasninHs ToBa-
PHUCTBOM.

8.4. 3acinaHHs i NPUIAHATTSA pillleHb.

8.4.1. IlpaBninHs 30upaeThest y paszi morpebu, ane He pijlie oj-
HOTO pa3y Ha Micsib. [lozadeprosi 3acimanns [IpaBiaiHHS CKIMKaIOThCS
Ha BuMory: ['onoBu [Ipasminnsg abo 1/3 (omguiei Tpetnnn) wienis [1pas-
ninns, abo CnoctepexHoi paau Tosapucta, abo PesiziitHoi Komicii
ToBapucrsa.

8.4.2. 3aciganns [lpaBninas Beae [omoBa IlpaBninus. ['omosa
[IpaBninng opranizye po6oty [IpaBimiHHS 3TiIHO 3 TUTAHHSIMH TOTOYHOL
nisuibHOCTI. [0 MOpsiAKY AEHHOrO JOAATKOBO BKIIIOYAIOTHCS MHUTAHHS,
3arponoHoBaHi i posrisiay CrocrepexHoro pagoro Tosapuctsa, Pe-
Bi31ifHOIO KOMicCi€ro Ta wienamu [IpaBmiHHs.

8.4.3. 3acinanus [IpaBiiHHS BBaKAIOTHCS TPABOMOYHUMHU, SKIIO Y
3acigaHHi 6epe yyacTb He MeHIIe HiX 2/3 (AB1 TPETHHM) HOTO YIEHIB.

8.4.4. Pimennst [IpaBniHHS TpHEMAIOTHCS MPOCTOKO OLTBIIICTIO
ronociB. Koxen wien IlpaBninnsa mae oaun ronoc. [Ipu onHakosii Ki-
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JBKOCTI TOJIOCIB MPUHMAEThCSI PIllIEHHs, 3a sike mporosiocyBas [ oioBa
[IpaBninas. [IpaBiaiHHS MOXKe IPUIIMATH PIIIEHHS IUIIXOM OIUTYBAaHHS,
SIKIIO BC1 MOT'O WICHU MOTOMIINCS 3 ITUM Y TTUCHbMOBIH (hOpMi.

8.4.5. Pimenns IlpaBiiHHA OQOPMIISIOTHCS TPOTOKOJIOM, SIKHIA
miamucyrots L'omoBa IlpaBninas Ta Cekperap IlpaBminas. Pimenns
[IpaBninasg BHOCATHCS 10 KHUTH TIPOTOKOIIIB.

8.4.6. IlpaBmiHHS YIPOMOBXK TPHOX MICSIIB MICIsA 3aKiHUCHHS
4eproBoro (piHaHCOBOTO POKY BHHOCHTH HA PO3TJISI Ta 3aTBEPIKCHHS
3aranpHHUX 300piB AKIIOHEPIB pidyHHN OallaHC, MMPOEKT PIYHOTO 3BITY Ta
MIPOEKT IUIaHy isuTbHOCTI ToBapuCTBa HAa HACTYITHHM PiK.

8.5. Kommnerenuii I'onoBu IpaBainns. ['onosa I[lpaBminas y
Me)Kax CBOIX KOMIIETEHIIIH 3TiJHO 3 YHHHUM 3aKOHO/JIaBCTBOM Y KpaiHH,
muM CTaTyToM Ta Ha YMOBax, repe0a4eHnX KOHTPAKTOM 3 HAM:

8.5.1. 3niiicHIOE OniepaTUBHE KEPIBHUIITBO JIsUTbHICTIO TOBapHCTBa.

8.5.2. 3a0e3neuye BUKOHAHHS PillIeHb, 110 MPUUHATI 3aralbHUMHU
360pamu Ta CrioctepekHOIo pasnoro ToBapucTsa.

8.5.3. ®opmye KinbKicHUN Ta nepcoHanbuuii ckiaj [IpaBninns ta
iHpopmye mpo 1e 3aranbHi 300pu AkuioHepiB Ta CrnocTepekHy pamy
ToBapucTsa.

8.5.4. IIpencrapnse Ha 3acinanHsax CrnocrepexHoi paau ToBapuc-
TBa, PeBi3iiiHOI KOMicii Ta Ha 3araabHuUX 300pax AKIIIOHEPIB TOUKY 30py
[TpaBninHsL.

8.5.5. be3 noeipeHocti nie Bix iMeHi ToBapucTBa, TpeCTaBIIsIE
Horo B ycix mMiANpUEMCTBAxX, yCTAaHOBAX 1 OpraHizaiisx YKpainu Ta 3a ii
MeKaMH, MiMUCYe Bij iMeHi ToBapucTBa TOTOBOPH, KOHTPAKTH, YTOMH,
JIOMOBJICHOCTI Ta iHIII JOKYMEHTH.

8.5.6. IIpuiimae pinieHHs, BUJa€ HaKa3M Ta PO3MOPSKEHHS 3 yCixX
MUTaHb JisUTbHOCTI ToBapucTBa.

8.5.7. llpuiiMae pimeHHs po BiApsKEeHHs mpalliBHuKiB ToBapu-
CTBa, Y TOMY YHUCJIi 3aKOPIOHHI.

8.5.8. 3abe3neuye nOTpUMaHHS HOPM 3aKOHOJIABCTBA MPO TPAIIL0,
MpaBWJI BHYTPIIIHEOTO TPYJAOBOTO PO3MOPSJIKY, YKiIagae Bij imeHi To-
BapUCTBA KOHTPAKTH Ta TPYAOBI IOTOBOPHU, YTOJAHU 3 MpaliBHUKAMU, 3a-
CTOCOBYE 3aCO0M 320X0UEHHS, HAKJIaJa€ CTSATHEHHS.

8.5.9. 3nilicHIOE 1HINI Iii, 110 HCOOXIAHI IJis JOCSTHEHHS Lilaei
nisttbHOCTI ToBapucTBa.

8.6. T'onosa Ilpasninus Bing iMeHi ToBapucTBa yKianae KOJEKTHB-
HUI TOTOBIp 3 TPYAOBUM KOJEKTUBOM TOBapHCTBa.
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8.7. 3a BincytHocti ['omoBu IlpaBninHs moBHOBakeHHS ['omoBu
[IpaBniHHA EepeaaloTHCS HOTO MEPIIOMY 3aCTYITHHKY.

8.8. Jlyig BHUpIIIEHHS O0COOJIMBO BaXCUIMBHX Ta CKJIAJHUX MUTaHb (¢i-
HAHCOBOI Ta Tocmoaapchkoi nisutbHocTi ToBapuctsa ['omosa IlpaBminns
MOKE CTBOPIOBATH TUMYAcOBi a00 MOCTIHHO Jitoui koMiTeTn Ta Komicii
3 KOMIIETEHTHHX MpaliBHUKIB ToBapucTBa Ta/abo i3 3a1y4eHHsIM BiAIo-
BIJIHUX €KCIICPTIB.

Crarrs 9. PEBI3IMHA KOMICISI

9.1. Cruan PeBi3iitHOi KoMmicii oOupaeTbesi 3arallbHUMH 300pamMu
AxuionepiB 1 craHoBuTh 3 (Tpu) ocobu. Unenn CrioctepexHoi paau To-
BapucTBa Ta [IpaBimiHHsA HE MOXKYTh OyTH uieHamu PeBisiitHoi KowMicii.

9.2. O60B’sa3ku. PeBiziifHa KOMICisl CKJIajjla€ BUCHOBKH JIO0 PIYHHUX
3BITIB 1 ()IHAHCOBMX JOKYMEHTIB, OajaHCy 1 3BITIB MPO OTpUMaHi MpHOy-
TKH 1 3aBJiaHi 30MTKH, a TAKOXK JTOKYMEHTHU, 10 HAJCUIIAIOTHCS JI0 ToJa-
TKOBO1 iHcnekii (nani "Piyni 3BiTH"), Ta Hamae inmy pomomory Crio-
crepexHiil pani Tosapuctsa, [IpaBiinHio 1 mocagoBUM ocobaM y KepiB-
HULTBI ()IHAHCOBUMM Ta IMOJATKOBUMHU NuUTaHHAMU ToBapuctsa. Pesi-
3iifHa KOMICisl 3aiiMa€eThCsl TAKOXK MEPEBIPKOI0 3aKOHHHMX ACIEKTIB Jis-
abHOCT [IpaBninnsa ToBapucTBa, mocajgoBUxX 0ci0 1 MpaliBHUKIB, a Ta-
KOX MOJKE 3aIpONOHyBaTH ckiukatu [lozadeprosi 300pu AKIiOHEPiB y
BUTIAJIKaX, KOJIM HEI BUSBJICHA 3arpo3a )KUTTEBO BXKJIMBHM IHTEpecaM
ToBapucTBa abo 37OBKMBaHHA 11070 MaiitHa ToBapucTBa 3 OOKy #oro
MPaIliBHUKIB.

9.3. 3BiTHicTb. PeBiziiiHa KOMICis CKJIaJla€ BUCHOBOK 111010 PiuHMX
3BITIB 1 TOJa€ X Ha po3ruis] 3araabHuUM 300pam AkiioHepiB ToBapuct-
Ba 3 JICTAILHUM aHaJi30M i KOMEHTapeM piuyHux 3BiTiB ToBapuctpa. Pe-
Bi3iiiHa KOMicis TIofjae iHII 3BiTH 3aranbHUM 300paM AkiionepiB Toa-
puCTBa.

Crarrsa 10. KAJIPOBI IMTAHHSA

10.1. Kaaposa nmoaituka. [Ipasninas ToBapucTBa BCTaHOBIIOE Op-
ra”i3alifHO-ITaTHUN pO3KJIaa, KBamidikalidiHi BUMOTH, 3apoOiTHY
IJIATHIO TIpaliiBHUKaM ToBapucTBa, BUHATOPOJIU, TPUBAIICTh POOOYOTO
JIHSI, YMOBH TIpaIli Ta iHIII MUTAaHHS KaJIpOBOi MONITUKK ToBapucTBa Bi-
JUIOBIJIHO JIO BUMOT 3akoHojaBcTBa Ykpainu. [IpaBninas Toapuctsa
Ma€ 3TiIHO 3 3aKOHOZABCTBOM YKpaiHM BCi NMOBHOBAKEHHS MpPUHAMATH
Ha poOOTY 1 3BUIBHATH TPAIliBHHUKIB, POBOIUTH IEPETOBOPH Ta YKIaaa-
TH KOJIEKTHBHI UM 1HIII TPYIOBi TOTOBOPH, YTOJM Ta KOHTPAKTH, a Ta-
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KOX BU3HA4YaTH TEPMIH 1 YMOBHU NpHiiOMy Ha poOOTYy, BKIIOYAIOYH BH-
3HAYEHHS pO3Mipy MpeMiii Ta 320X04UyBaJIbHUX BUILIAT.

10.2. Onaara npaui nocagoBux oci6. [Ipasninus ToBapucTsa Bij-
MOBITHO IO YMHHOTO 3aKOHOJABCTBAa YKpaiHu Ta 1poro CraTyTy BCTa-
HOBJIFOE PO3MIp Ta YMOBH OILIATH TMpalli MOCaj0BUX 0CI0 Ta MpariBHUKIB
Tosapucrsa.

Crarra 11. IPABO HNIAIIMUCY BIJ IMEHI TOBAPUCTBA

Sxmo 3aranpHuME 300pamMu AKIIOHEpIB HE MPHUHHATO iHIIE pi-
LIeHHs Ta, Oepydn 10 yBarum oOMeKeHHs, BctaHoBNeHI num CraTyToMm,
I'omnoa IlpaBminHs, a TaKOX iHII MOcazoBi 0codu, mpu3HadeHi Crocre-
pexHOO panoro ToBaprucTBa, MATUMYTh NIPABO MiAMUCy Bifj iMeHi ToBa-
puCTBa.

Crarra 12. ®IHAHCOBO-OBJIKOBI JOKYMEHTHU. BYXT ' A-
JITEPCBKA TA AYAUTOPCBKA 3BITHICTb

12.1. ddinancoBmii pik. Jy1si BeeHHS KHUT 1 3BITIB BIAMOBIIHO 0
IpaBUi OyXrajaTepchbKoro oouiky YkpaiHu iHaHcoBUM pokoM ToBapu-
CTBa € KaneHaapHuii pik (Hagani "®dinancoswuii pik"). st BeaeHHs KHUT
1 3BITIB BIIMOBIAHO /10 MI>KHAPOHO BU3HAHHX MPHUHIIMIIB OyXranrepch-
Koro o0Ouiky 3a pimensasmM CroctepexHoi pagu Toapucta dinanco-
BUil pik ToBaprcTBa MOKE TAKOXK MapajesbHO MOYMHATHCS 3 | KBITHA 1
3akiHuyBatucs 31 OepesHsa. byxrantepchkuii, ayJUTOPCHKUI OOJIK Ta
3BITHICTh TOBapuCTBa BEAETHCA 3T1JHO 3 MOJOXKEHHAMU Lboro CraTtyTy
1 BIJITIOB1IHOTO 3aKOHOABCTBA Y KpaiHu.

12.2. ®dinancoBa 3BiTHicTh. TOBapuUCTBO Beje MOBHUN 1 TOYHHIMA
naker (iHAHCOBUX 1 OyXTalnTepChKHX 3BITIB 3TiHO 3 JIIFOYUMU IPABU-
JaMH 1 THCTPYKIISIMU. Y TakuX 3BiTax TOYHO BiOOpakaroThCs MPUOYT-
KH, 30UTKH, JTOXOAM, BUTPATH, aKTUBH 1 acuu ToBapucta. Kpim Oyx-
raJITepCchKoi JIOKyMEHTAIlii, 0 BEACThCS 3TIHO 3 TpaBUIaMH OyXrai-
Tepchbkoro 007Ky YKpaiHu, MIOKBApTaIbHO 1 MIOPIYHO 3a PIilIeHHSIM
Crocrepexnoi paaun ToBapucTBa MOKYTh TOTYBAaTHUCS TaKOX OanaHco-
BUH 3BIT, 3BIT PO MPHUOYTKH i 30UTKH, 3BIT PO PO3MIIICHHS KOIITIB Ta
iHI (pIHAHCOBI JOKYMEHTH 3TiJTHO 3 MDKHAPOJHO BU3HAHUMH MPUHITH-
namu OyXraJjTepchbKoro o0miKy.

12.3. He3anexuni aynutopu. KpiM ayauTOpChKHX IEpEeBIpoOK, IO
MPOBOIATHCA YKPAiHCHKUMH AyJUTOPCHKAMH OpTraHi3amisiMu 3TiTHO 3
BAMOTaMH 3aKOHOJABCTBa YKpaiHu, TOBaprCTBO MOXKE 3a pILICHHSAM
CrnoctepexHoi paau ToBapucTBa IpOTITOM BChOr0 Yacy 3a BIACHUU pa-
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XYHOK 3alpolIyBaTH HE3aJeKHUX ayIUTOpiB 3 OyAb-iKoi KpaiHu st
MPOBEICHHS PIYHUX Ta IHIIUX MEPIOJAUYHUX AyJUTOPCHKUX MEPEBipOK
ToBapucTBa 3riJIHO 3 3arajbHO BU3HAHWMHU Yy CBITI CTaHIapTaMH Ta
MPUHIUITIAMU OyXTaaTepChbKOro 00Ky .

12.4. bankiBcbki paxyHkHu. ToBapuCTBO Ma€ MpaBo Ha BiAKPUTTS
TaKkuX OAHKIBCHKHX PaxXyHKIB:

a) paxyHKiB B YKpaiHChKUX TPUBHAX y OaHKax YKpaiHu;

0) OyIb-KHX IHIIUX PaxXyHKiB, BKIIOUAIOYH PaXyHKH B 1HO3EMHiil
BAIOTI B YKpaiHi Ta 3a ii MeKaMH, BIKPUTTS SIKUX € HEOOXITHHUM JUIS
3nificHeHHsT TOBapHUCTBOM TOCHOAAPCHKOI TISUTBHOCTI, SIK Il BH3HAYa-
erbest CriocTepeskHoo panoo ToBapuCTBa, OJHAK 32 YMOBU OTPUMAHHS
ToBapucTBOM BimnoBigHOI JineH3ii un no3Boy HamioHampHOTO OaHKy
VYkpaian abo iHIIOTO oOpraHy, SK II€ BUMAaraeTbcs 3aKOHOIABCTBOM
VYkpainu.

Crarra 13. IPUIIMHEHHSA AISAJBHOCTI TA JIKBIJALUA
TOBAPUCTBA

13.1. 3araabHi moJjoxenns. [Ipununenns nisuibHOCTI ToBapucTBa
3IHCHIOETHCS NUISIXOM HOTO peopraHizamii (3IUTTs, IpUETHAHHS, IO~
7y, BHJIIJICHHS, TiepeTBopeHHs) abo mikBinarmii. JlikBigamist ToBapucTsa
3IACHIOETHCS Ha MiJICTaBl pilleHHs] 3araibHUX 300piB AKIIOHEpiB abo
NPaBOMOYHOTO OpraHy Jep)>KaBHOI BIIaJIH.

VY Bumajky peopranizaiii Bci mpaBa Ta 000B’s3ku ToBapucTBa Iie-
PeXoATh 10 HOro MPaBOHACTYITHUKIB.

13.2. ToBapucTBO MOKe OYTH JIKBiIOBAHO y TAKUX BUMAJKaX:

a) 3a pileHHsIM 3arajibHuX 300piB AKIIOHEpiB;

0) 3a pileHHsIM Cyly a00 rocroAapchKOro Cyjay Ha BUMOTY TPaBo-
YUHHOT'O OpraHy JAEp:KaBHOI BJIaJH, SKIIO BUBICHO CYTTEBE MOPYILIECH-
Hs1 TOBapuCTBOM BiJIMOBITHOTO 3aKOHO/IABCTRA;

B) PIIICHHSM TOCIOJAPChKOTrO CYAy 3TiJTHO 3 MOPSJIKOM; repeada-
yeHuM 3akoHoM Ykpaiau "[Ipo 6aHkpyTCTBO".

13.3. JlikBinaniiina komicist. [Ipunuaenns gisuibHocTi ToBapucTBa
1 JiKBimaIisg #oro MaiHa 34IHCHIOIOTHCS JIIKBIAAIIMHOIO KOMICIEIO, KA
MpU3HAYA€ThCS 3araJbHUMU 300paMu AKIIOHEPIB, a y BUNAAKy OaHK-
pyrctBa ToBapucTBa Ta MPUNMHUHEHHS HOTO MiSUTBHOCTI — JIKBIAALIHHOIO
KOMICI€10, TIPU3HAYEHOIO CyI0M a00 roCIoAapChKOTo CYIOM.

13.4. YnpasJiHHs, 10 31ilicHIOETHCS JiKBifaniliHOW KoMiciero.
[Tounnaroum 3 maté mpu3HadeHHS JikBigamiiHoi Kowmicii, Bci moBHOBa-
KEHHS 1I0A0 ympasiiHHsS ToBapucTBoM mepexoasrs no miei Kowicii.
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YHOponoBxk CTPOKY, SKUH OOYyMOBIIOETHCS a00 TO3BOJISIETHCS 3aKO-
HOJIaBCTBOM YKpaiHu, JNiKBiAamiitHa koMicis myOumikye iHpopmarito mpo
ToBapucTtBo B 0(iliiHNX (3arajibHOHAIIOHAILHUX 1 MICIIEBUX) OpraHax
MpecH, BU3HAYA€ TPAHUYHI TEPMIHM TOAAHHS MPETEH3Il Ta MOBIIOMIIIE
PO HUX KPEIUTOPIB, 3iMICHIOE OIIHKY HAasBHOrO MaiiHa (aKTHBIB i ma-
cuBiB) ToBapucTBa, BHUsABISE OOpKHUKIB 1 kKpeauropiB ToBapucTBa Ta
3MIHCHIOE HEOOXIHI pO3paxyHKH 3 HUMU (Oepydr 10 yBaru 000B’sI3KOBI
BHMOTH II[0JIO MEPIIOYEPrOBOr0 3aJJ0BOJICHHS OOpriB mepe OropKeTa-
MH), B)KMBA€ 3axoJiB 1o cruiari 6oprie ToBapucTBa TperiMm ocobam Ta
Ax1ioHepaM, CKiIagae JKBIAaMiiHUA OanaHC 1 Mojae Horo Ha po3TIIsT
3aranpHuX 300piB AKIIIOHEPIB.

13.5. JlikBinaniiinmii 6amanc. JlikBigariiiHa KOMicisl TOTy€ 10 3a-
MMPOTIOHOBAHOI JTaTW 3aKiHYCHHs JIKBiAamii JikBiganiiauii OamaHc (Ha-
nami "JlikBimaniitauii Oamanc"), B sSIKOMy BiJOoOpa)karOThCS BCE MaiHO,
[0 3aJUIIMIOCS TICIS PO3PaxyHKIB MO HECIUIAYCHUX 1 MOKIMBHX 30-
OOB’sI3aHHAX, BKJIIOYAIOYH, 30KpeMa, MOAATKH Ta iHII 300pH, 3a00pro-
BaHOCTI OaHKaM 1 TocTayaJbHUKAM, TEPMIH OIUIATH SIKUX MPUIIAIAEe Ha
naty mikBinamii abo y mepion micis Hel. JlikBigariiiHa koMicist mojae Ha
posrisig 3aranbHuxX 300piB AkiionepiB JlikBigamiiiHuid Oananc pazom i3
KiHIIEBMM 3BiTOM IPO XiJ1 JIKBiJaIii 1 TPOMO3UIIISIMH 1010 PO3PaxXyHKIB
3a OyIb-KUMHU 3000B’3aHHAMM, 110 3IUIIMINCA, a TAKOXK IO0J0 PO3-
MineHHs MaiiHa ToBaprcTBa, 110 3aTUIITUIOCS TICIs JTIKBigallii.

13.6. Hagxom:kenHs Bin npunuHenHs aissibHocti. [Ticas 3aTBep-
moxenHs JlikBigamiiiHoro Oanancy 3aranbHUMH 300pamMu AKIIIOHEPIB Ji-
KBi/laliiHa KOMicCisl po3MOYMHAaE 3ropTanHs JisuibHocTi ToBapuctsa. [1i-
CJIsl IPUNIMHEHHS JisibHOCTI ToBapucTBa 1 JiKBijaIii oro MaliHa, Haf-
XOJUKCHHS BiJl po3mycky ToBapucTBa poO3MOAUIIOTECS Y TaKidl mMOCi-
JIOBHOCTI:

a) MOKPUTTS BUTPAT 1 MOTAIICHHS 3000B’s13aHb TOBapUCTBA;

0) pO3MOJIiN KOIITIB, 10 3aTUINAINCS (SIKIIO Taki €), Mk AKIliOHe-

pamu, IPOMOPIIHHO HOMIHAIBHIN BapTOCTi iX akmiit y CtaTyTHO-
My (QOH/II.

13.7. BUHATKH 3 iep:KaBHOTO peecTpy. [licist npunuHeHHs Tisiib-
HOCTI Ta JikBigamii ToBapucTBa JKBiAAIIIHA KOMICIS:

a) YIEBHIOETHCS B TOMY, III0 BC1 KHUTH OOJIIKY Ta OOJIIKOBI JOKyMe-

Htu ToBapucTBa Oyniu TiepeiaHi Ha HaJliliHEe 30epiraHHs Ha CTPOK,
10 Tepen0avaeThCs 3aKOHOIaBCTBOM;

0) 3JiliCHIOE 3aXOAM MO BHUKIIIOUEHHIO TOBapucTBa 3 BiJIIOBIIHUX

peeCTpiB MiAPHEMCTB.
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JlikBinamiss ToBapucTBa BBaXka€Tbes 3JIHCHEHOIO, a ToOBapHCTBO
BBXKAETHCS TAKUM, IO MPHUITMHUIO CBOIO JisUTbHICTh, 3 MOMEHTY BiJIO-
OpaXeHHsI IbOTO (aKTy y BIAMOBITHOMY JIEPKAaBHOMY PEECTPI.
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Jonaroxk b

MICBKA JIEP)KABHA AJIMIHICTPALIISI

PO3IOPA I KEHHSA
02.01.2007 p. Ne 1
M.
IIpo Pernament MicbKOI

JepkaBHOI agaMiHicTpaii

1. PermameHnT MICBKOI Jiep’kaBHOI ajMiHICTparlii 3a-
TBEPJUTH 3T1IHO 3 IOAATKOM.

2.Kontponb 3a noaepkaHHsM PermameHTy MOKJIacTH Ha MEPIIOro
3aCTyNHHUKA, 3aCTYMHHKIB TOJIOBM MICBhKOi JepKaBHOI ajMiHicTparii.
BceranoBuTH, 110 MOpyLIEHHS MpaliBHUKaMU MICBKOI Jep:KaBHOI aaMmi-
HICTpalii BUMOT PErVIAMEHTY TATHE 32 cOOOK0 TUCLMILUIIHAPHY BiAIOBI-
JAJIbHICTD BIAMOBIAHO 1O YMHHOTO 3aKOHO/AaBCTBA.

T'onosa K. Ocranko
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Joparok

JIO PO3MOPSKEHHS
MICBKOI JiepKaBHOT afMiHicTpartii
BiJt «2» ciuns 2007 p. Ne 1

PEI'JIAMEHT
MicbKOI iepxkaBHOI aqMiHicTpamii

1.3arajibHi N0J105KEeHHS

1.1. Permament MICBKOI JIep’KaBHOT aJMiHICTparllil €
HOPMAaTHUBHUM aKTOM, SIKHU BU3HA4Yae MEXaHi3M opraHizaiii B3aeMoil
KEpiBHHIITBA, CEKpeTapiary, yrnpasiliHb, BIIIUIIB Ta IHIINX CTPYKTYPHUX
ITiIPO3ALUTIB MICHKOI JIep)KaBHOI ajMiHICTpallii o peai3allii MOBHOBa-
KeHb, Bu3HaueHNX KoHctuTymiero Ykpainu ta 3akoHamu YKpaiHu, iH-
IMMHA HOPMATHBHUMH aKTaMH, 3[IHCHEHHS CEKpeTapiaToM IpaBOBOTO,
OpraHizamiitHO-TeXHIYHOI0 Ta 1HIIOTO 3a0e3IIeUeHHS IisITbHOCTI MiChKOT
JIep’KaBHOT aJIMiHICTpaIlii.

1.2. MiChbKa Jiep’KaBHa aJMiHicTpaiist OyJye CBOIO
po0oTy Ha 3acajax 3aKOHHOCTI, IEPCOHAIBHOI BiJINOBIIATBHOCTI, MOE/T-
HaHHS 3arajbHOJEP KaBHUX IHTEPECIB Ta IHTEPECIB MiCTa, B3aeMOZIi 3
OpraHaMM MiCIIEBOI'O CaMOBPSAyBaHHs Ta INIACHOCTI.

1.3. OcHoBHI 3acanu opraizauii AisSIBHOCTI

po3ainiB Bu3HauaroThes [lonoxennsm mpo obnacHy, KuiBebky i CeBac-
TOMOJBCHKY MICBKY JIEp’KaBHY aaMiHicTpallito, TUIIOBUM TMONOKEHHIM
npo cekperapiaT oOmacHoi, KuiBcbkoi Ta CeBacTOmonbcbkoi MiChKOT
JIep’KaBHOI aaMiHIiCTpallii, TOJOXEHHSIM TMPO TOJOBHI yHIpaBIiHHS,
YOpaBIiHHSA, BiJJIUIN Ta 1HIII CIY»KOM MiChKOI JIep:KaBHOT aJMiHiCcTparlii,
PO3MOPSKEHHSIMU MICHKOT JIepKaBHOT aaMiHICTpallii 3 opraHizamiiHux
MUTaHb Ta UM PermamenToM.

2.llnanyBaHHa podoOTH MiCbKOT Jep:KaBHOT
aaMinicTpamii

2.1. Jlnst BUKOHAHHS MPOTpaM €KOHOMIYHOTO 1 COIaTbHOTO PO3BU-
TKy MicTa Ta 3a0e3nedeHHs e(peKTHBHOTO ()YHKIIOHYBAaHHS MiCHKOTO
rOCHOAApCTBA MEPIUIMKA 3aCTYMHHUK Ta 3aCTYHMHHUKH T'OJOBU MICBKOI Jaep-
YKaBHOI aJIMIHICTpallii MIaHyIOTh CBOIO POOOTY 3 ypaxyBaHHSIM IPOIIO-
3WIIHA KEPIBHHUKIB TOJOBHHUX YNPaBIiHb, YIPaBIiHb, BIAIUTIB Ta 1HIINX
CITy’K0 MICBKOI JIepKaBHOI aagMiHicTparii.
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2.2, Jlnst xoopauHAIi JisSUTBHOCTI MICBKOT JIepKaBHOI aaMiHicTpa-
il CKJIAJIar0ThCSl KBApTaJIbHI Ta THXKHEBI TJIAHW OCHOBHHX 3aXOJliB Mi-
CBhKO1 JieprkaBHOT ajMiHicTparlii. KBapTalibHi miiaHu poOOTH BKJIFOYAIOTh
MEPeTiKN MUTaHb I PO3TJISILy Ha amapaTHUX Hapanax y TOJIOBH Ta 3a-
CTYITHUKIB TOJIOBU MiChKOI JIep’KaBHOT aJIMiHICTpaIlii, a TAKOX MUTAHb,
IO PO3IIIAAAIOTHCS B MOPSAKY KOHTPOJIIO y MEPIIOro 3aCTyIHUKA Ta 3a-
CTYIHHKIB T'OJIOBU MiCBKOI JIep>KaBHOI aJIMiHICTparrii.

2.3. IluceMOBiI mpomo3uIii A0 TUaHiB poOOTH Ha KBapTaj MOAA-
FOTHCS TICPIIMM 3aCTYITHUKOM Ta 3aCTYITHUKaMH TOJIOBH MIiCBHKOI JiepiKa-
BHOI aJMiHiCTpallii 3 ypaxyBaHHSIM IPOMO3HIIH KEPiBHUKIB TOJIOBHHUX
YIpaBIiHb, yNpaBliHb, BIAAUTIB Ta IHIUX CIykO0 MiChKOI Aep>KaBHOI
aJIMiHICTpaIlii, roJJoBaMu paiiloHHUX y M. KneBi gep:kaBHUX agMmiHicTpa-
mii 3a 15 gHIB 70 KiHI KBapTaldy J0 opraHisamiiiHoro Biamury. [Ipormo-
3UIIT 10 TJIaHy KajaeHAapsh OCHOBHMX 3aXOJ(iB MIChKOI Ta pailOHHUX
JIep)KaBHUX aMIHICTpallid Ha THXKIEHb MOAAIOTHCS Y MUCHbMOBOMY BH-
Il movyeTBepra a0 12 roguHW oprasizaliiiHoMy BiJiny Ui y3a-
TaJIbHCHHSI.

2.4. KoHTponb 32 OTOYHMMH TJIAHAMH 3IHCHIOIOTH MEPIINNA 3a-
CTYITHUK Ta 3aCTYIHUKH TOJOBU MICHKOI Jiep»KaBHOI aJiMiHiCcTparii 3rij-
HO 3 PO3MO/IiJIOM 00O0B’SI3KiB.

2.5. TonoBHi ynpaBiiHHS, YIpPaBIiHHS, BIJUIUIH, 1HII CITYKOH Mi-
ChKOI JIepaaBHOI aJMiHICTpallii OpraHi3yloTh CBOIO POOOTY BIJIOBITHO
710 TUIaHy poOOTH, 110 3aTBEPKYETHCS IX KEPIBHUKOM.

3. Iopaaok MiATOTOBKM Ta NMPOBeICHHS allapaTHUX Hapaj, op-

ra”izamis po0oTHM NOCTIHHMX Ta THUMYACOBHX pPOOOYMX OpraHiB
MicbKOI IepxkaBHOT aaMiHicTpamii

3.1. AmnaparHa Hapaja MPOBOJUTHCS I'OJOBOIO MICHKOI JiepKaBHOT
aaMinicTparlii abo 3a HOTo JOPYYCHHSM OJHHMM i3 3aCTYIHHUKIB TOJOBU
MICBKOI JIep>KaBHOT aJMIiHICTpaIlii, SIK MPaBUIIO, IO SITHHI O 9 TOIMHI.
OpranizamniiHo-TeXHiuHe 3a0e3MeYeHHs TIJTOTOBKA Ta MPOBEICHHS
anapaTHUX HapaJl 3JiHCHIOE opraHi3alliiHui BiIi.

3.2. Tlopsmox neHHuit amapaTHoi Hapaau GopMyeThCsl Ha TijcTaBi
MPUMIPHOTO TEPeNiKy MUTaHb, IO CKIAJA€ThCS HAa KBapTall Ta 3aTBEp-
JDKY€ETHCS TOJIOBOIO MiCBKO1 IepKaBHOI afaMiHiCTparii.

3a pileHHsM TOJIOBH MIChKOI JIepikaBHOT aqMiHicTpallii abo ocodw,
sKa HOro 3amilae, Ha PO3TJIA armapatHoi Hapaad MOXKYTh BHOCHUTHCS
MUTAHHS, HE TIepe10adeHi MPUMIPHAM TIEPEITIKOM.
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3.3. Jlo KOXHOTO THUTaHHS TOPAAKY JEHHOI'O amapaTHOi Hapaau
BIJIMOBITHUMH CITY»OaMH FOTYEThCS JTOBIJIKOBHI MaTepiall, MPOEKT MPO-
TOKOJILHUX JIOPYYCHb Ta, HEOOXIHOCTI, MPOEKT PO3MOPSKEHHST MiCh-
KO JIep>KaBHOT ajMiHICTparllii, CIIUCOK 3aNpOIICHUX 0Ci0 JUIsl pO3TIISTY
MTUTAHHS.

3.4. BiamoBigaiabHICTH 3a AKICTH Ta CBOCYACHICTH IIIATOTOBKHM Ma-
TepiaiB MOKIAJAE€THCS Ha MEPIIOTO 3aCTYIMHUKA Ta 3aCTYITHUKIB TOJIOBU
MICBKOT JIepKaBHOI aMiHICTpalii 3T THO 3 pO3NOIiIoM 000B’S3KIB.

3.5. IligroroBneHi marepiaju, TMOTO/KEHI B YCTaHOBICHOMY IIO-
PAZIKY, TIOAAFOTHCS JI0 OpPTraHi3allifHOTrO BiIALMy 3a 4 JHI 10 3aciJaHHS
JUTSL y3arajibHEHHS 1 IMiJITOTOBKU HEOOX1THOTO KOMIUICKTY JOKYMEHTIB.

3.6. Koo ciny00BHX 0¢i0, sIKi 3aMpOIIyIOTLCS Ha anapaTHy Hapa-
1y 3 TUTaHb MOPSJIKY JEHHOTO, BU3HAYAETHCS MEPIINM 3aCTYITHUKOM Ta
3aCTyMHUKAMH TOJIOBH MICBKOI JepKaBHOI aaMiHICTpallii, BiMOBi1alb-
HUMH 32 TATOTOBKY MTHTaHb.

3.7. YyacHMKM amapaTHOI Hapajaud 3amnpoIryloThCs Ha 3aciaHHS
OpraHizarifHuM BiJIIIIJIOM MiCHKOT JIepKaBHO1 aAMiHICTparlii.

3.8. HopyueHHs, HampalbOBaHi IiJ] 4ac anapaTHoi Hapaau, odop-
MIISIFOTBCSI TIPOTOKOJIBHO OPTaHi3alliifHUM BiJIIUIOM 1 TOJaI0ThCS HA 3a-
TBEP/IKEHHS TOJIOBYIOUOMY Ha 3aCiaHHi.

3.9. Tlopsiiok MiArOTOBKM Ta HPOBEIEHHsS Hapaj 3 OKPEMHUX IH-
TaHb, OpraHizalis poOOTH MOCTIHHUX a00 THMYACOBUX pOOOUYUX OpPraHiB
BU3HAYAIOTHCS MTOJIOKEHHSAMHU PO HUX.

3.10. Hapangu 3 okpeMHX NMUTaHb MPOBOJATHCA T'OJIOBOIO, MEPIIUM
3aCTYITHUKOM, 3aCTYITHMKOM T'OJIOBH MICBKOI JIepKaBHOI aJMiHICTpalii y
BiJIOBIIHOCT] 3 TUTAaHAMU POOOTH, a TAKOXK BUXOJSYHM 3 ONEPATHBHOI
HEOOX1THOCTI.

Koo cnyx60Bux 0ci0, 3anpoIIeHNX HA HApaJv, BU3HAYAETHCS BiJl-
MOBIJTHUM KEPiBHUKOM, 3 1HII[IaTHBH SIKOTO BOHHU MPOBOISTHCSI.

3.11. 3anpomeHHss Ha Hapagu (KpiM amapaTHUX) a0o 3a I1HILIOO
ci1yk00BOIO HEOOXI/IHICTIO TOJIIB palOHHHUX JICPXKABHUX aJIMIHICTpaIlii
3MIIHCHIOETRCS 32 MOTOPKEHHSIM 3 TOJIOBOIO MiCBhKOI JIep:KaBHOT ajMiHic-
Tparii.

3.12. TToBigoMIeHHS TIPO 3aMpoIIeHHs Ha HApaJn 3/IMCHIOETHCS Bi-
JIOBIIHAM CEKpETapiaToM 3aBUACHO, SIK MPABWIIO, HE Mi3HilIe, HiXk 3a |
(omuH) eHb 10 IX MpoBejeHHs. PiieHHs, NpuitHsTI HA Hapauax, odop-
MIISTFOTBCSL TPOTOKOJIAMH 13 3a3HAYEHHSM BUKOHABIIIB TA TEPMiHIB BUKO-
HaHHA. [luTanHsa, mo moTpeOyroTh (PiHAHCOBOTO 3a0E3MEYEHHS, y3To-
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JOKYIOTBCSL 3 (DIHAHCOBUM YIPABIIiHHSAM. BeJeHHS MPOTOKOJIB i KOHT-
POJIb 3a TX BUKOHAHHSM TIOKJIAJIA€ThCS Ha BIAMOBIHI CEKpeTapiaTy.

4. Tlopsaaok miAroToBKH i BUIAHHA PO3NOPAIKEHb
MiCbKOI Aep:KaBHOT agMiHicTpawmii

4.1. Po3nopsypkeHHs MiChKOT AepKaBHOT aMiHICTpallii BUTAIOTHCS
y MeXax MMOBHOBa)XCHb, BU3HAUCHUX YMHHHUM 3aKOHOIABCTBOM, OJTHOO-
CiOHO TOJIOBOO MICBKOI IepKaBHOT aiMiHICTpaLlii.

VY pasi BiICYTHOCTI TOJIOBH MICBKOI JIepKaBHOI aaMiHicTparii ioro
MMOBHOB)KEHHSI IIOI0 BHJIAHHS PO3MOPSKCHb BUKOHYE TIEPIIAN 3acTy-
ITHUK TOJIOBH MICBKOI Jep:KaBHOI aJMiHICTpaIii.

4.2. TIpoeKTH pO3MOPSKEHL BHOCITHCS 3a MOJAHHSAM KEPIBHHUKIB
TOJIOBHMX YMPaBIliHb, YNPaBIiHb, BUAILIIB 1 CIy>KO MIChKO1 JepKaBHOI
aJIMiHICTpaIlii, ToiB pailoHHUX y M. KHeBi nepkaBHUX aJMiHICTpaIliii.

4.3. TekcT MpoeKTy PO3MOPSHKEHHS BUKIAIAETHCS YKPATHCHKOIO
MOBOIO y cTuciii popmi. Bukmnan okpeMux myHKTIB, TOJIATKIB Ta TEKCTY
B LIJIOMY TIOBUHEH OYTH OpPraHivyHO MOB’SI3aHUM 1 HE IOMYCKAaTH MOKJIH-
BOCTI IOABIHHOr0 TiyMaueHHs 3MicTy. OOO0B’SI3KOBOIO CKJIaJOBOKO Yac-
TUHOIO PO3IMOPSAKEHHS € 3arojOoBOK, SIKUM CTUCIO pPO3KpHUBAa€e HOro
3MmicT. [IpeamOyia mpoeKkTy po3nopsiAikKeHHs, KpiM MOTHBIB Ta LJIeH Ho-
IO BUJAHHS, K MPaBUJIO, IOBUHHA MICTUTH ITOCUJIAHHS HA BiJNOBITHUNA
3aKOH a00 HOPMATUBHI aKTH, IO PETryJIOITh MPEJAMET MPaBOBITHOCHH,
3a3HaYeHUX Yy po3nopspkeHHI. [IpoekT po3nopskeHHs y HE0OXiIHUX
BUIAJIKaX MOBUHEH MICTUTH MYHKT IOJO OCi0, AKi 3I1MCHIOIOTh KOHT-
pOJIb 32 HOrO BUKOHAHHSIM.

4.4. Ha 3BopoTHOMY 0OIli OCTaHHBOI CTOPIHKH MPOEKTY PO3MOPS-
JUKEHHSI IPYKYIOTbCS JJaHi PO MOJAaHHS 1 HOTOPKEHHS IPOEKTY, a caMe:
nocaja, Mpi3BHIIE Ta iHilianu KePiBHUKA, SIKUH TTOTOJIKYE TIPOEKT.

[TpoexT po3mOpsKEHHS Bi3yIOTh: K€PIBHUK Ta IOPHUCKOHCYJBT I'O-
JIOBHOTO YTPABIIHHS, YIPaBIiHHS, BUIMITY YM 1HIIOI CITY>KOM MiChKOI
JepKaBHOI ajMiHICTpallii, sKka BHOCHUTh MPOEKT, KEPIBHUKHU 3alliKaBje-
HUX Oprasi3ailiii, TOJIOBH BiJINIOBIIHUX PAMOHHUX JICPKABHUX aIMIiHICT-
pariii y pasi, KOJu 3a4iMaroTbcs iHTEpeCH PalioHiB.

[Ipu upoMmy, SIKIIO J1aTa MOTOKEHHS, 3a3HaUeHa I1iJ] 4ac Bi3yBaHHA,
nepeuinye 30 mi0 10 MOMaHHS HA TIAMHC MPOCKTY PO3MOPSKEHHS,
BOHA BBAXKAETHCI HEIIHCHOIO.

4.5. TligrorosneHwii 3rigHo 3 BUMoramu mm. 4.2.—4.4. nporo Per-
JAMEHTY MPOEKT PO3MOPSKEHHS TTOIA€ThCA B CEKpeTapiaT BiAIOBIIHO-
r'0 3aCTYITHUKA TOJIOBH MiCBKOT JIep)KaBHOT aJMiHiCTpaIlii.
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3aBigyrounii cekperapiaToM 3abe3nedye MOTO/PKEHHS I0JAaHOTrO
MPOCKTY PO3MOPSHKEHHS 3 3aCTYIHUKOM TOJIOBH MICBHKOi Jep>KaBHOL
aZIMiHICTpaIlii, SKOMY ITiIOPSIKOBAHE TOJIOBHE YIPABIIHHSI, yIIPaBIiH-
HSI, B, IO BHOCSITH MPOEKT, JITPEIAKTOPOM Ta KEPIBHUKOM FOPHIH-
YHOT CITyXOH.

Bci nmpoekT po3nopsKeHb, 10 HOCSITh HOPMaTHUBHUHN XapakTep Ta
MalOTh 3arajJbHOMICHKE 3HAYCHHS, MOTODKYIOTHCS BIMOBITHIM CEKpe-
TapiaTOM 3 yciMa 3aCTyIMHHKAaMHU TOJIOBH MICBHKOI JIep)KaBHOI aJMiHICT-
parii.

[Meprmii 3aCTYTHHUK TOJIOBH MICBKOI JIepKaBHOT anMiHicTparii Bi3ye
MIPOEKT PO3MOPSIKEHHS OCTaHHIM.

4.6. CTpok po3Isiy Ta MOrOKEHHS IMPOCKTY PO3MOPAIKECHHS HE
MOBHHEH TepeBUIIyBaTH | (OAHOTO) JHS, a THX, III0 BUMAararmTh J10J1aT-
KOBHUX y3TOJUKEHb — 3 JHIB.

4.7. TIpoekT! pO3NOPSIKECHb IMOTOUKYIOTHCS FOPUIAMYHOIO CITYXK-
0010 TIPOTATOM CTPOKY, 1110 HE TepeBullye 3 (TpbOX) AHIB, a Ti, IO BU-
MararoTh J0JIAaTKOBOT'O OTPAIfOBaHHA, — Y CTPOK a0 7 (cemmu) aHiB. [Ipn
IbOMY BI3YIOThCSI BCl CTOPIHKH MPOEKTY PO3MOPSKEHHS 1 JOJIATKIB 70
HBOTO (i3 3BOPOTHOTO OOKY).

4.8. ITicnst Bi3yBaHHS MPOCKTY PO3MOPSPKEHHS FOPUINIHOIO CITYK-
0010 BHECEHHS JI0 HBOT'O 3MiH 1 JOIIOBHEHB HE JOIYCKAEThCA.

4.9. 3ayBaxKeHHS Ta TPOMO3MIII, IO BHHUKAIOTH IMij] Yac TIOro-
JUKEHHSI TIPOEKTY PO3MOPSAIKEHHS, BUKIIAIAI0ThCS Y MUCbMOBIM Gopmu
Ha OKpEeMOMY apKylii. BunpasieHHs, qonucyBaHHs Ta 1HIII 3MiHH TEKC-
Ty PO3MOPSIKEHHS M1/l 4ac MOTr0/IKEHHS He IOy CKalOThCS.

V pazi HeMOXKITMBOCTI y3TO/PKEHHS MMO3MILIH 11010 CIIPHUX NUTaHb Ha
PiBHI CTPYKTYPHHUX TiIPO3/ILTIB MiChKOI AepyKaBHOT a/IMiHICTpallii, pillleHHs
PO 3HATTS a00 BpaxyBaHHs 3ayBaKeHb NPUHMAIOTH BIANOBIAHO MEPLIMiA
3aCTYIHHUK, 3aCTYITHUK TOJOBH MICBKOI JIep’KaBHOI aJMiHIiCTpallii, 10 Bi-
JIaHHSA SKOTO BIJIHOCHTBCS KOHKPETHE MHUTAHHS. Y I[bOMY BHIIQJKY Bi3a 3a-
CTYITHUKA TOJIOBU MICBKOT JiepKaBHOI aJIMiHICTpallii Ha TIPOEKTI po3mopsi-
JUKEHHSI TITBEP/PKYE OCTATOYHY PEAKINiIo TMPOEKTY, 10 BHOCHUThCA. B
OKpPEMHX BHIIQJKaxX TaKi MPOEKTH PO3NOPSIKEHb MOXYTbh BHOCUTHCS JUIS
KOJIETIaJTbHOrO 0OTOBOPEHHST Ta MPUUHSTTS PIllICHb.

4.10. PimenHst mpo BHECEHHSI MPOEKTY PO3MOPSIKEHHS Ha KOJeria-
JbHE OOTOBOPEHHSI MPUIMAETHCS TOJIOBOIO MICHKOI JiepKaBHOI ajMiHic-
Tpaii 32 MICbMOBUM OOTPYHTYBaHHSM BiJIIOBITHOTO 3aCTYITHUKA TOJIO-
B MICBKOI JIep>KaBHOI aJIMiHICTpaIrii.
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4.11. IlpoekTu po3MOPSIKEHD, IO MOJAAIOTHCS Ha ITiJIITUC B OCTATO-
YHI pegaxiii, MalOTh MICTUTH Bi3M KE€piBHHKA T'OJIOBHOTO YIPABIIiHHS,
YOpaBIiHHSA, BiJJITy a00 CITy’kOM MiChKOT JiepaBHOT aIMiHiCTpallii, 1o
3po0uiia MoJaHHs, BiAMOBIIHOTO 3aCTYMHHWKA TOJIOBH MICBKOI JIepKaB-
HOT ajiMiHICTpaIlii, 3aCTyITHUKA TOJIOBU MIChKACpKaIMiHICTpaIlii — Kepi-
BHHUKA CEKpeTapiary, KepiBHHKA IOPHIUIHOL CITY>KOH.

4.12. logatku 710 PO3MOPS/KEHb Bi3YyIOTh: KEPIBHHK TOJOBHOTO
yIpaBIiHHS, YIPaBIiHHS, BiAAUTy ab0 CIy>KOM MICBKOI JIepKaBHOI af-
MiHicTpallii, 110 3po0wiia MOJAaHHS, BiJMOBIIHUN 3aCTYITHUK TOJIOBH Mi-
ChKOI JIepKaBHOT aaMiHicTparii, KepiBHUK IOpUIUdHOI cayxO0u. [Tigmm-
Cy€ JOJIATKH JIO PO3MOPSKEHb 3aCTYITHUK TOJOBU MICBKOI JepKaBHOI
aJIMIHICTpaIlii — KepiBHUK CeKpeTapiary.

4.13. BignoBifaiabHICTh 32 SIKICTb MiJITOTOBKM MPOEKTY PO3IOps-
JDKEHHSI, BIIOBIHICT, BUMOTaM YHHHOTO 3aKOHOIABCTBA Ta JITEpaTy-
pHE penaryBaHHs Hece 3aCTYIHUK T'OJIOBU MICHKOI IepyKaBHOI aMiHICT-
parrii 10 KOMIETEHIIIT SKOTO HaJe)KaTh 3a3HAYCHI MUTAHHS, Ta FOPUINY-
Ha cyk0a.

4.14. IligrotoByieHU Ta MOrOKEHUIl B yCTAHOBJIEHOMY HOPSAKY
IPOEKT PO3MOPSIKEHHS Yy JIBOX NPHUMIPHUKAX pa3oM 3 1HIIMMH HE0O-
XITHUMH JIOKyMEHTaMH Ta PO3PaXyHKOM PO3CHJIKHU MOJAETHCS 3aBiTyFO-
YUM CEeKpeTapiaToM BiJIOBIJHOIO 3aCTyIHUKA FOJOBU MICHKOI JIepikKaB-
HOI aJIMIHICTpaIlil 0 CEKTOpa pelaryBaHHs Ta BHUITYCKY PO3MOPSIKCHb
3arajabHOTO BiJJILTY.

Po3paxyHOK pO3CHIIKM PO3MOPSAKEHHS MOBHMHEH MICTUTH IOBHY
ajZipecy opraHizamii-oJepKyBadiB Ta OyTH MiIMMCAaHUM 3aBiIyIOYHM Ce-
KpeTapiaToM BiJIIOBITHOIO 3aCTYIHHKA FOJIOBU MICBKOI JIep’KaBHOI aj-
MiHicTpallii.

4.15. Cextop penaryBaHHsI Ta BHUITYCKY PO3MOPSIKEHb 3arajJbHOTO
BLUTUTY 3A1MCHIOE KOHTPOJIb 32 JOJCPKAHHIM BUMOT HIOJ0 MiATOTOBKH
MTPOEKTIB PO3MOPSHKECHD 1y pasi X MOPYIICHHS MOBEPTAE MPOCKT BUKO-
HaBISIM.

4.16. IIpoeKkTu po3Mops/HKEHb MOIAI0THCS Ha MIINNC TOJIOBI MiChKOT
JIEpKaBHOT aMiHICTpallii 1 3aBi{yFOUNM 3araJIbHAM BiJJILIOM.

4.17. llignucani po3nopsiKeHHsT O0QOPMIISIOTHCS CEKTOPOM peaa-
TYBaHHS Ta BUIYCKY po3nOpsikeHb. CeKTop peaaryBaHHS Ta BHITyCKY
po3nopsiKeHb 3a0e3rneuye 3HATTS HeoOX1IHOT KUTbKOCTI KOmiil po3ro-
PSUDKEHHS BIIIOBITHO 0 PO3PaxXyHKY PO3CHIIKH 1 BiAIPABICHHS iX BKa-
3aHUM y PO3paxyHKy OpTaHi3allisiM 4epe3 CEKTOp CIIy>KOOBOI KOPECTIOH-
JICHIIIT 3arajJbHOTrO BiJILTY.
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4.18. Po3nopsiypkeHHsT MicbKOi JiepyKaBHOI anaMiHicTpallii HaOupa-
IOTh YUHHOCTI 3 MOMEHTY iX BHIAHHS, SKIIO 1HIIE HE 3a3HAYEHO B PO3-
MTOPSIJKCHHI.

4.19. Po3nopsiKeHHs, 10 CTOCYIOThCS MpaB Ta 00OB’SI3KiB rpoMa-
JSTH 1 MArOTh 3arajlbHUM XapakTep, MOBOAATHCS O BilOMa HAaCEICHHS
mpec-ciy)0010 MiCbKOT IepKaBHOI agMiHicTparii.

5. Oprani3zauisi 1J1I0BOACTBA B MichKili iep:kaBHili agmiHicTpauii

5.1. JIioBOJCTBO Y MICBKil JiepyKaBHIM aJMiHICTpaIlii BEICThCS 3TiHO
3 HOMEGHKJIATYPOIO CIIPaB, 110 BBOAUTHCS B JIO 3 1 CIYHS IOPIYHO.

5.2. KoHTpoJIb 32 JTOTPUMAHHSIM €IUHOI CHCTEMU JIIOBOJICTBA B Mi-
CBKiH JIeprKaBHIN aJMiHICTpaIlil 3MIHCHIOE 3araJbHIIA BiIJIi.

5.3. BinmoBiganpHICTh 3a CTaH BEJACHHS JTUIOBOACTBA 1 30€peKEHHS
JIOKYMEHTIB y CeKpeTapiarax TOJOBH, IMEPIIOr0 3aCTYITHHUKA, 3aCTYITHH-
KiB T'OJIOBH MICBHKOI JepKaBHOI aJMiHICTpallii, TOJIOBHUX YIPaBIiHHSX,
YOpaBIiHHAX, BiAJIIaX Ta IHIIMX CIy>K0aX MIChKOT JepKaBHOI afMiHic-
TpaIlii MOKJIaa€ThCsl Ha IXHIX KePiBHHUKIB.

5.4. Bca cnyx0oBa KOPECHOHJEHINIS, MIO HAJAXOAWTH JI0 MICHKOT
JepKaBHOI aJMiHiCcTpallii, MPUIMA€EThCS 1 OMPAILOBYETHCSI CEKTOPOM
ciryk00BO1 KOpECHOH/IEHIIi1 3arajlbHOTO By, BBOAUTHCA B Oa3zy Ja-
HHUX €JIEKTPOHHOI CUCTEMH OOJIKY Ta KOHTPOJIO 1 B TOM ke JAeHb mepe-
JIA€THCST HA PO3IJIsLL KEPIBHUKIB MICHKOI Jep>KaBHOI aJMIHICTpaLii y Bi-
JIIOBITHOCTI 3 PO3MO/IiSIoM 000B’sI3KiB. TepMiHOBI IOKyMEHTH PEECTPY-
IOThCSI 1 IePeatoThCs Ha PO3IJIS/ HeraiHo.

5.5. Ilepenaya JOKYMEHTIB, 3apEECTPOBAHUX y CEKTOPI CIIy:KOOBOT
KOPECIIOH/ICHITi1, 3IHCHIOETRCS i PO3MKUCKY Y JKypHajaX PEECTPiB BU-
Jadi c1y»)K00BOT KOPECTIOH/ICHIIIT 32 BCTAHOBJICHOIO ()OPMOIO.

5.6. Cnyx00Ba KOpPECHOHICHIIS, 10 MiAJISATa€ pO3IJsly I'OJOBOIO
MICBKOI JIepKaBHOT aJIMiHiCTpallii, JOMOBIAA€THLCS HOMY 3aBiIyIOUYHM 3a-
TaJIbHUM B1JI1JIOM.

5.7. Ha nopy4eHHsIX TOJOBU MIiChKOI JIepKaBHOI aJMiHICTparlii, o
MICTSTh KOHTPOJIBHI CTPOKH Ta TOTPEOYIOTh BIJINOBIJII 3asIBHUKAM, 3ara-
JHHUM BiJIILIOM pOOISATHCS BIAMITKH MPO B3ATTS X Ha KOHTPOJb. Cek-
TOp CITY’KOOBOT KOPECIIOHICHIIIT HAMPABIISIE KOMIT ITUX JIOKYMEHTIB 3 JI0-
PYUYCHHSIMHU Ta KOIIEIO PEECTPALiTHO-KOHTPOJIBHOI KapTKU 10 CITy>KOH
KOHTPOJIIO.

5.8. Ilicns po3risigy DOKYMEHTIB 3aCTYIMHHKAMH TOJIOBU MiCBKOI
Jiep KaBHOT aJMiHICTpallii MpamiBHUKHA BiAMOBIIHUX CEKpeTapiaTiB 3Hi-
MalOTh HEOOXIAHY KUTBKICTh KOMii (ITO0 KiBKOCTI BUKOHABIIIB) 1 Tepe-
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JAIOTh 1X JI0 CEKTopa CIy»KOO0BOT KOPECIOHCHINIT 3arajlbHOTO BiJUITY.
OpuriHanu nOopydYeHb 3 BiNMOBITHUMH JTOKYMEHTaMHu 30epiraroTbes y
ceKpeTapiaTax 3acTYIHHUKIB TOJIOBH MICHKOI JIep>KaBHOT aaMiHiCTpallii.
Sxmio cimy>)x00BU TOKYMEHT HE MiUIsrae pO3MHOKEHHIO, 03HAOMIICH-
HS 3 HUM 1 JOpPYYEHHSM KEpiBHHKIB MICHKOI Jep:KaBHOI aaMiHicTparii
3MIACHIOIOTD BiMOBIAHI CEKpeTapiaTH.

[TpuiioM MOKYMEHTIB Ui TEPEBIAMITKH 1 BIATPABICHHS BUKOHAB-
ISIM 3IIMCHIOETBCS CEKTOPOM CITY>KOOBOi KOPECHOHACHIIIT, SIK TIPaBUIIO,
10 14.00 moneHHo.

5.9. Komii 3akoHiB YkpaiHu, ykasiB i po3mnopsipkeHb [Ipe3umenta
VYxpainu, moctaHoB i po3nopsupkens Kabinety MinicTpiB Ykpainu ta
IHIINX HOPMATHBHHX aKTiB, @ TAKOXK PO3MOPSKEHb MICBKOI JIepKaBHOT
aJIMiHICTpaIlii HaIPaBJISIIOTHCS JI0 FOPUIUIHOT CITYKOH.

5.10. IHiniaTHBHI JIUCTH KEPIBHUKIB TOJOBHUX YIPAaBIiHb, YIpaB-
JIiHb, BB Ta 1HIUX CiIy)0 KuiBChKOi MIChKOI JIepkaBHOT aMiHICT-
parii Ha iM’s TOJIOBH MiCBKO1 JIep:KaBHO1 aJMiHICTpaIllii onepeaHbo po-
3MIISAJAI0THCS BiJIMOBITHIUMHU 3aCTYITHUKAMH TOJIOBH MICBKOI JepKaBHOI
aJIMIHICTpAIlii 3T1HO 3 PO3MOALIOM 000B 3KIB.

5.11. IIpoekTn MUCTIB MOJAIOTHCS HA MiNKIC TOJIOBI MICBKOI JiepKa-
BHOT aJMiHICTpaIlii 3aBi30BaHi BiJJIOBIIHUMH 3aCTYITHUKAMH TOJIOBU Mi-
CBKO1 JIep>KaBHOT afMiHICTpallii Ta i3 3a3Ha4eHHSM Ha 3BOPOTHOMY OOITi
OCTaHHbOI CTOPIHKM MPI3BUIIA Ta 1HILIATIB BUKOHABII 1 HOro ciyx00-
BOTO TenedoHy.

5.12. Bcst BuXijiHa KOpPECTOHJEHITSI 32 TIANHACOM TOJOBU MiChKOI
JIep’KaBHOI aMiHICTpallii peecTPy€EThCSI B CEKTOP1 CIy>KOO0BOI KOpeco-
H7CHIIIT 3aranbHOTO Bigainy. Komii mucTiB GOpMyIOThCs B CIpaBH 3Tij-
HO 3 HOMEHKJIATYPOIO Ta 30epiraroThCsl B CEKTOPi CIIyKO0BOT KOPECIIOH-
JICHITI1 10 Tepeiayi B apXiB.

5.13. BuxigHa KOpeCHoH/ICHITisl 3a IMiIIUCOM IEPIIOTO 3aCTyIMHUKA
(KpiM BUTIQJIKIB, KOJIM BiH BUKOHYE OOOB’SI3KH TOJIOBH) Ta 3aCTYITHHKIB
TOJIOBH MICBKOI JIEp>KaBHOT aJIMiHICTpaIlil peECTPYEThCS Y BIJTOBITHUX
cekperapiaTax. ¥ cekperapiaTax TaKoK 30epiraroThCsi KOMiil JUCTIB, SKi
(hopMyIOThCS B CIPaBH 3TIHO 3 HOMEHKJIIATYPOIO.

6. ®opMyBaHHs cIIpaB i MiATOTOBKA iX 10 Mepegayi B apxis

6.1. OOk 1 (hopMyBaHHS CHIpaB y IUITOBOJCTBI MICBKOI JiepKaBHOT
aZIMiHICTparllil 3JIHCHIOEThCS 32 HOMEHKIIATYpaMH, SKi CKIIaJIal0ThCs
CTPYKTYPHUMH TiPO3IiTaMU MICBKOI Aep>KaBHOI aJMiHICTpallii 3a y4a-
CTIO MPALiBHUKIB apXiBY.
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Homenkmnarypa crpaB CTPYKTYPHOTO MiJPO3/IITY IMOTOKYEThCS 3
3aBiyIOYMM 3araJbHUM BIIIUIOM Ta MPALliBHUKOM apXiBy 1 MiANUCY€Th-
Csl KEPIBHUKOM CTPYKTYPHOTO TiIPO3JILTY.

3BelieHy HOMEHKJIATypy cnpaB KuiBcbkoi MiChKOT JepKaBHOT aaMi-
HICTpaImii MiANUCY€e 3aBiMyIOYWil 3arajJbHUM BIIIUIOM CeKpeTapiaTy
Jiep KaBHOI aaMiHICTparlii.

6.2. Yci BUKOHaHI JIOKYMEHTH, MICIs X O(pOpMIICHHS y BCTAHOBIIC-
HOMY TOPSIKY, (GOPMYIOTBCS Y BiJIIIOBITHOCTI 3 3aTBEPPKCHOI0 HOMEHKJIA-
Typoro. CripaBu (OPMYIOTECS 3 OpUTiHANIB (TP 1X BIICYTHOCTI — 3 3aCBifI-
YEHUX B YCTAHOBJIICHOMY TIOPS/IKY KOIIiif) JIMIIIE BUKOHAHHX JOKYMEHTIB.
HeBukoHaHi TOKYMEHTH TiJIIINBATH B CIIPaBH 3a00POHSIETHCS.

6.3. JIOKyMeHTH TOCTI{HOTO 1 TpUBAIOTO 30epiranHs, chopMOBaHi
y CIpaBH, MAIIUBAIOTECS y TBEpAiN maniTypui. Ha Bci cipaBu mocTiii-
HOTO 1 TpHUBANOro 30epiraHHs, MiciAs 3aKiHYCHHS IX JUIOBOJICTBOM,
CKJIQJIAlOTHCS OIHCH.

6.4. 3akiH4yeHi [iJIOBOJICTBOM CIpPaBU pa3oM 3 KOHTPOJBHO-
OOJTIKOBUMHM KapTKaM{ Ha JIOKyMEHTH TepefaroThCsi B apXiB MiChKOi
Jiep>KaBHOI aaMiHicTpauii yepe3 3 (Tpu) poKH MICIIs 3aBEPIICHHS iX y Ai-
JIOBOJICTB1 CTPYKTYPHHX TiIPO3/LITIB.

7. Opranizanisi KOHTPOJIIO 32 BUKOHAHHAM JTOKYMEHTIB y
MicbKiil Tep:kaBHiil agMiHicTpamii

7.1. KOHTpONbHO-KOOPAMHAIIHI TTOBHOBAKEHHS MICHKOI JIepiKaB-
HOT aJMIiHICTpallii 311HCHIOITHCS: TOJIOBOIO, MIEPIINM 3aCTYITHUKOM, 3a-
CTYITHUKaMU TOJOBHM MIChKOI JIEpKaBHOI aJMiHicTpallii, KepiBHUKAMH
CTPYKTYPHUX MiPO3/iTIB MICHKOI JIep>KaBHOT aiMiHiCTpallii.

OpranizamiiiHe Ta  METOJWYHE  KEPIBHUITBO  KOHTPOJIBHO-
KOOPAMHAIIMHOIO [isSIBHICTIO CTPYKTYPHHUX MiJAPO3/UTB MIChKOI Jiep-
JKaBHOI aMiHICTpallii 3iHCHIOE cITy’KO0a KOHTPOJIIO.

[Mopsimok opraHizaiii KOHTPOJIIO Y MIChKill JiepikaBHil agmiHicTpa-
uii perymroerbest [lomokeHHSIM PO CIy>KO0Y KOHTPOJIO Ta UM Perna-
MEHTOM.

7.2. OO0OB’SI3KOBOMY KOHTPOJIO 32 BUKOHAHHSAM ITiJIJISITAIOTh: 3a-
KOHM YKpaiHu, NocTaHOBH BepxoBHoi Panu, ykasu Ta po3nopsiuKeHHS
[Ipe3unenra Ykpainu, moctanoBu i po3nopsupkenns Kabinery MiHicT-
piB YKpainu, po3nopsaKeHHs Ta JOPYUEHHS TOJIOBH MiChKO1 Iep:KaBHOT
ajJIMiHICTpaIlii, BUX1/IHI 1HII[IaTUBHI JJOKYMEHTH 3 OCHOBHUX ITUTAHb Jis-
JBHOCTI MICHKOT Jep>KaBHOI aMiHICTpaIlii.
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KoHTpostto mijyiaratoTh Bei JOKYMEHTH, Y SIKHX BKa3aHi CTPOKH BU-
KOHAHHSI.

7.3. BiamoBiganeHICTh 32 BUKOHAHHS JOKYMEHTa HECYTh OCOOH,
BKa3aHi y pO3MOPSAYOMY JOKYMEHTI Ta y Pe30oLii KepiBHUKA MEPIIH-
MU a00 BU3HAYECHI BINIIOBIIAILHUMH.

7.4. OONIK 1 KOHTPOJb 32 JOTPUMAHHSIM TOPSIKY MPOXOPKEHHS
CITy’)KOOBUX JIOKyMEHTIB B CEKpeTapiaTi MiChbKOI Jep>KaBHOI aaMiHiCTpa-
mii 37IHCHIOETBCS CEKTOPOM CITy>KOOBOI KOPECHOHAEHIIT 3aralbHOTO
BiqIiy. besnocepenHiii onmepaTuBHUI KOHTPOJIb 32 BUKOHAHHAM JI0PY-
YeHb 3/1IHCHIOETHCS BIIOBIIHUMH TPAIliBHUKAMH CEKpeTapiaTty MiChKOi
JIepKaBHOT aIMiHICTpaIlii.

7.5. CTpoku po3riisiny CiIy>k00BHX JIOKYMEHTIB, IO HAJINIUIN JIO
MICBKO1 JIepKaBHOI afMiHICTpaIllii, He MOBUHHI mepeBunyBaTu 30 THIB
(32 BUHATKOM THX, IO SIKUX BCTAHOBJIEHO KOHKPETHUH CTPOK) BT THS 1X
peecTparlii B ceKTopi Ciry»00BOi KOpecroHAeHIIil. Y pa3i HeoOXiaHOCTI
MPOIOBKUTU CTPOK BUKOHAHHSI OKPEMOTO JIOPYUYCHHS BiIIMOBITHUIA CEK-
perapiar (3a MOTOPKEHHSIM i3 3aCTYITHHKOM T'OJIOBH MICBHKOI JIep:KaBHOT
aZMiHicTparllii) TOTye MOTHBOBaHY JIOBI/IKY 1 mepesae ii B ciy0y KOHT-
pomto. IlutaHHs Npo NPOJOBKEHHS CTPOKY BHUKOHAHHS MOPYILIYETHCS
BIJIMOBIIHMM CEKpeTapiaToM He Ti3Hille, sK 3a 2 (1Bi) J00u 10 3aKiH-
YEHHS CTPOKY.

7.6. Jlo mpoBeAEHHS INEPEBIPOK BUKOHAHHS OKPEMUX 3aBJaHb
ciyk0010 KOHTPOJIO JiepaBHOI aJMiHicTpalii MOXYyTh 3alydaTucs
MpPAaIiBHUKN CEKpeTapiaTiB, TOJIOBHUX YMPaBIiHb 1 yNpaBiiHb, BiJJIIiB
IHIIMX CITy’K0 MichbKOi JepkaBHOI aJMiHiCTpallii, MICbKUX OpraHizailii
3a NOT'OJPKEHHSIM 3 BiJINIOBIAHUMU KePiBHUKAMH.

7.7. BukoHaHi JOKYMEHTH 3HIMAIOThCS 3 KOHTPOIIO BiAMOBITHUM
KEePiBHUKOM MiChKOi Jiep»aBHOI aJMiHICTpaIlii 3a MOTOKEHHSIM 13 CITy-
KOO0 KOHTPOJTIO MiCBKOT JIepKaBHOT aMiHiCTpariii.

7.8. LloxBapTampHO CIy»)00I0 KOHTPOJIO JIEPXKABHOI aaMiHICTpa-
i TOTY€EThCS TOJNIOBI MICHKOT JIep>)KaBHOT aJIMiHiCcTpaIlii aHaTiTHYHA JI0-
BiJIKa PO CTaH BUKOHABCHKOI JTUCIIMILIIHU.

8.Opramnizanis podoTn 3 Kagpamu B MicbKHi
Aep:kaBHil agminicTpamii

8.1. Opranizamito poboTH 3 KajpaMu B CEKpeTapiaTi MIiCbKOi 1ep-
JKaBHOI aJMIHICTpallii 3IHCHIOE BT KaJIpoBOi poOOTH Ta 3 MUTAaHb
JIep KaBHOI CITy>KOH, a B TOJIOBHUX YIPABIIHHAX, YIPABIIHHAX, BiIisIax
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Ta IHIIUX CIY»K0aX MiChKOI JIep>KaBHOT aJMiHICTpaIlil — CTPYKTYpHI M-
po3ninu (Bimain, cekrop, ciayx0a) Kaapis.

Koopaunamiro podotu 3 kaapaMu y MIChKIH Jiep>KaBHIA aJMiHiCT-
parii 31iHCHIOE perioHaibHa pasia mo poOoTi 3 KaJpamH.

8.2. 'V cekperapiari, TOJIOBHUX YIPABITIHHAX, yIPABIIHHAX, BiIIi-
Jax Ta IHIUX CIyk0aX MICBKOI Jep)KaBHOI aiMiHiCTpalii, palOHHUX
Jiep)KaBHUX aJIMIHICTPAIIISIX M. PO3pOOIIAIOTECS pivHi 1 TIepc-
MEKTUBHI IUTAHU pOOOTH 3 KaJpaMH, B IKUX BU3HAYAIOTHCS 3aX0/IH 100
ix mo0opy, MiJATOTOBKH, MEPEMiATOTOBKA Ta TiJBHINCHHS KBasiikarii,
320X0YCHHS 1 KOHTPOJTIO 3a iX poOOTO¥0.

8.3. TlpuitHATTS Ha AepkaBHY CIykO0y B MICHKY JIepKaBHY aJMiHi-
CTpAIlit0 3/IIMCHIOETHCS IIJISIXOM KOHKYPCHOTO BiIOOpY abo 3a 1HIIOI0
IPOLIEAYPOIO, TePea0aUCHOI0 3aKOHOIaBCTBOM.

[TpuitHATTS 0Ci0 HAa POOOTY 710 MICHKOI epKaBHOT anMiHICTpamii Ha
rmocajy, MO HE BIAHECCHI O KaTeropi Jep>KaBHUX CIYXKOOBIIB, Ta
YBUIBHEHHA iX 3 POOOTH 3I1HCHIOETHCS BIAIOBIIHO 10 3aKOHOJABCTBA
PO Mpario.

8.4. Bimuin xaapoBoi poOOTH Ta 3 MUTaHb JEPHKABHOI CIIykKOH, Ke-
PIBHUKH CTPYKTYPHHX MiApPO3/iIiB MIChKOI Jep:KaBHOI aaMiHicTparlii
BHBYAIOTH JIIOBI SIKOCTI 0Ci0, sIKi MPETEeHAYIOTh Ha MOCaan JACPKaBHUX
CITykOO0BIIiB.

3 MeTOr0 HaOyTTs MPAKTUYHOIO JOCBiY, NepeBipku npodeciitHoro
PiBHSA 1 IMOBUX SIKOCTEH 0Ci0, sIKi MPETeHIYIOTh Ha MOCAIN JIePKaBHUX
CJIy’KOOBLIIB, MO)X€ MPOBOAUTUCH B YCTAaHOBJICHOMY IOPSAIKY CTaxy-
BaHHS Y BiJINOBIIHUX CTPYKTYPHUX MiAPO3/AiJiax agMiHiCTparrii.

[Tpu npuiHATTI Ha JIepXkKaBHY CIykO0y MOXKE€ BCTAHOBJIIOBATUCS BH-
MpoOyBaHHS CTPOKOM JI0 IIECTH MICSIIB. Y pa3i HEraTUBHOTO pPe3yJbTa-
Ty BUIPOOYBaHHS 0c00a 3BUIBHSETHCS 3 TOCAAU JIEPKABHOTO CIykKOOB-
1151 BiJITIOBI/THO J10 3aKOHOJIABCTBA MPO IPAIIIo.

8.5. Ocobu, sKi BHepIiie MPU3HAYAIOTHCS HA MOCAAU JIEPKABHUX
ciyk00BIiB, ipuiiMatoTh [Ipucary i mignucyroTh ii TeKCT, BU3HAYCHUN
crarreto 17 3akony Ykpainu «IIpo mepikaBHy ciyxOy», Mpo IO po-
OUTBCS 3aMKC y TPYJOBIH KHIKITI.

8.6. Jlist 3aifHATTS mocaj JAep>KaBHUX CIIY>KOOBIIB Ta MPOCYBAaHHS
ix mo cmyx0i B MIChKIl Aep)kaBHIN anMmiHicTpamii Ta i CTPYKTypHHX
MiAPO3/iJax CTBOPIOETHCS KaJpoBUil pe3epB. 3 MpaliBHUKAMH, 3apaxo-
BaHUMH JI0 KaJpOBOTO pe3epBY, MPOBOJUTHCS poOOTa, IO CHpHUsE Ha-
OyTTIO HUMH MTPAKTUIHOTO JIOCBIY, HEOOX1THOTO JIJIs 3aiHATTS MOCa.
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8.7. llepeBaskHe MpaBO MPOCYBaHHA MO CIIy:KO1 MalOTh Jep>KaBHI
CITy>KOO0BIIi, SIKi 3apax0oBaHi 10 KaJpoOBOTO PE3EPBY, JOCATIN HAWKPAIIIX
pe3yNbTaTiB y po0OTi, BUSABISIOTH 1HIIATUBY, TOCTIHHO IiJIBHIYIOThH
CBill mpodeciitHnii piBeHb.

8.8. BigpspkeHHs KepiBHUIITBA Ta MPAIiBHUKIB MiCHKOI JepKaB-
HOI aaMiHICTpalii 3[1HCHIOIOTHCS Yy BIAMOBIIHOCTI 3 IUIaHaMU poOOTH
aZMiHICTpaii, I CTPYKTYPHHUX MiIpO3/iIiB, a TAKOX 3T1THO 3 JOKYMEH-
TaMH HEHTPAJIbLHUX OPraHiB BIaIu.

BinpspkeHHs: 0pOpMITSIETBCS PO3MOPSKEHHSIM MiChKOI IepKaBHOT
aJIMIHICTpaIlii 3a MOJaHHSAM TIEPIIOTO 3aCTYIMHHUKA, 3aCTYIMHHKIB TOJIOBU
MICBKOI JlepaBHOI aaMiHicTparii. [IpoekT po3nopsKeHHs po Biaps-
JDKEHHSI B MEXKax Jep)KaBU TOTYETHCS BIAIIOM KaapoBOi poOOTH Ta 3
MUTaHb JIEPXKABHOI CITY)KOH, a PO BiAIPSHKCHHS 32 KOPIOH — CIIy’KO0I0
MDKHapOIHUX 3B’ A3KIB CEKpeTapiaTy MiCbKOI IepKaBHOI aaMiHIiCTparrii.

[TocBigueHHs TIPO BIAPSIKESHHS B MEXax JCpiKaBU OPOPMIISETHCS
BIJIIIJIOM KaJpoBOi pOOOTH Ta 3 MUTaHb JEP’KaBHOI CiIykOU Ha mifcTaBi
BUJIAHOTO PO3MOPSIHKCHHS 1 IMiIIHCYETHCS 3aCTYITHUKOM TOJIOBH MiCh-
KOI JIepkaBHOI aJMiHICTpalii — KepIBHUKOM CeKpeTapiary.

[TocBigueHHs 1po BIJIPSA/KEHHSI 32 KOPAOH O()OPMIIAETHCS CIIyXK-
0010 MDKHApOJIHUX 3B’SI3KIB Ha TIICTaBl BUIAHOTO PO3MOPSIKCHHS 1 TTi-
JMHUCY€ETHCS 3aCTYIIHUKOM T'OJIOBU MICBHKOI Jiep:KaBHOI agMiHicTpauii 3
IUTaHb MI)KHAPOHUX 3B’ SI3KIB.

V pasi, KoJu 3aCTyNHHUKHU TOJIOBH, MPAIiBHUKK CEKpeTapiary, Kepi-
BHUKH CTPYKTYPHUX MiJPO3IUTIB MICHKOI Jep:KaBHOT aaMmiHicTparlii
BiJl’ TK/KAIOTh Y BIIPSKEHHS, 1110 HE 0(hOPMIISTIOTRCS y MICBKiH JepxKa-
BHI/ agMiHiCTpallii, BOHU OBHHHI 000B’3KOBO TIOBIIOMHUTH TPO II€ TO-
JIOBY MICBKOI JIep>KaBHOT aJMiHICTpallii Ta OTpUMATH HOTO MHUCHMOBY
3roJly Ha BUi3] Y BiAPSIKEHHS.

8.9. Ueprosi BiamycTku mpariBHikaM KHIBChKOT MIiCBKOT jiepikaB-
HOT ajMiHicTpaIlii HAAArThCsl Y BCTAHOBJICHOMY IMOPSJIKY 3TiHO 3 Tpa-
(hikOM BiITyCTOK.

I'padix BiAITyCTOK MEPIIOro 3aCTyIMHHUKA, 3aCTYITHUKIB TOJIOBH, Ke-
PIBHUKIB CTPYKTYpHUX MiJIPO3IIIiB CEKpeTapiaTy MiChKOi Jiep:KaBHOT
aZMiHICTpaIlii, KepiBHUKIB TOJIOBHUX YyIPaBJiHb, YIPABIiHb Ta IHIIMX
CITy’)k0 MICBKOI Jep:kaBHOI afMiHICTpallii 3aTBEPIKYETHCS PO3MOPS-
JOKCHHSIM MIChKOI JIep»KaBHOI aJMiHICTpariii.

I'padix BiamycTOK HpaIiBHUKIB CEKpeTapiaTy MiCbKOi Jep:KaBHOL
aZIMIHICTpaIii 3aTBEpPKY€EThCS HAKa30M 3aCTYITHHKA TOJIOBH MiChKOT
Jiep KaBHOI aJMiHICTpallii — KEpiBHUKA CEKpeTapiary.
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[epmuii 3aCTYTHUK Ta 3aCTYITHUKH TOJOBH MIChKOI JIEpIKaBHOI aJl-
MiHicTpaIlii ToJarTh JI0 BT KaJpoBoi poOOTH Ta 3 MUTaHb JCPKAB-
HOT CcITy’>K0u 710 15 TpyHS KOKHOTO POKY MPOMO3UIIIT 010 CKIIATaHHS
rpadikiB 4eproBUX BiAIYCTOK HAa KEPIBHHUKIB CTPYKTYpPHHX ITiIPO3IiIiB
CeKpeTapiaTy MICBKOi Jep’KaBHOI aaMiHiCTpaii, KepiBHUKIB TOJIOBHHUX
yTIpaBIliHb, YIPaBIiHb, BB Ta IHIIAX CITYXO.

KepiBHUKH CTPYKTYpHHX MIAPO3ALTIB CEKpeTapiaTy MiChKOI Jepika-
BHOI aJIMiHICTpaIlil MoJal0Th J0 BiJUIUTY KaJpoBOi poOOTH Ta 3 MHUTAaHb
Jiep KaBHOT CITy>KOH 110 15 TpyaHS KOKHOTO POKY HPOTIO3UIIiT, TIOTO/IKe-
Hi 3 3aCTyITHUKaMH TOJIOBH MICBKOI JIep»aBHOI aaMiHicTpamii moao
CKJIaJaHHs rpadiky 4eproBUX BiIMyCTOK HA MPAI[iBHHUKIB MiAIOPSIKO-
BaHUX M IiPO3ALTIB.

BimmycTka HamaeTbes Ha TIJCTaBi 3asBH, sKa 32 14 MHIB 10 TOYATKY
BIJIITYCTKH TOJIAETHCSI HA 1M’SI TOJIOBM MICBHKOI JIEpyKaBHOI aJIMiHiCTpallii.
J111s1 KepiBHUKIB FOJIOBHUX YIPABIIiHb, YIIPABIIiHb, BIJUIUIIB Ta IHIINX CITYKO
MICBKOI JIep>KaBHOI afMiHICTpallii, KepiBHUKIB CTPYKTYpHHX TMiIpO3/iiiB
CeKpeTapiaTy 3asBa MpO HAJAHHS BiJTYCTKH MOBHHHA OYTH TIOTODKCHA Y
BIJIMOBITHOT'O 3aCTYIHUKA FOJIOBH MICHKOT IeprKaIMiHICTpallii.

8.10. BiamycTku mpariiBHUKaM cexpeTapiaTy HaJlaloThCs Ha MiJcTa-
Bi 3asiBM, AKa 3a 14 JHIB JI0 MOYATKY BiJIMyCTKH MOAAETLCS HA iM’s 3a-
CTYITHUKA TOJIOBU MICBKOI JIepKaBHOT aJIMiHiCTpaIlii — KepiBHUKA CEKpe-
TapiaTy. 3asBa MpO HAJaHHSA BIAMYCTKH TOTOKYETHCS KEPIBHHUKOM
CTPYKTYpPHOTO MiJpO3/ily ceKpeTapiaTy Ta BiAMOBIAHUM 3aCTyITHUKOM
TOJIOBH MICHKOI JiepKaBHOI aMiHiCTparlii.

BinmycTku npauiBHUKaM cekpeTapiaTy HaJlaloThCsl HaKa3oM I10 ce-
KpeTapiaTy MiChbKOi JepKaBHOI aAMiHICTpaIlii.

8.11. KouTponb 3a moTpumaHHSIM rpadiky BiAMYycCTOK Ta odopm-
JICHHSIM JIOKYMEHTIB, MOB’sI3aHUX 3 BiAMYyCTKaMH, 3IHCHIOETHCS BiJi-
JIOM KaJIpoBO1 poOOTH Ta 3 MTUTaHb KaJIPOBOI CITYKOH.

9. Opranizanis npuiiomy rpomMaisid y MicbKiil
nep:kaBHiil agMminicTpauii. Ilopsimok po3riasizy nmucbMOBHX 3Bep-
HeHb.

9.1. Ilpuiiom rpomazsiH y MICBKIH JIep)KaBHIM aJIMiHICT-
parii 31iiCHIOIOTH: rojgoBa M/IA, mepmmii 3aCTYTHUK, 3aCTyITHUKA TO-
JIOBU MICBKOI JIepKaBHOI aaMiHicTpamii 3rifHo 3 rpadikoM, 3aTBepaxKe-
HUM TOJIOBOIO MICBKOI jepkaBHOi aaminictparii. [lopsyiok mpuiiomy
TPOMAJsIH Yy MICBKIA JIepXKaBHIM aaMiHICTpalii, 3amuc TPOMaAsH Ha
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MPUHOM JI0 KEepIBHUKIB MIiCBhKOI jJepKaBHOI aJIMiHiCTpaiii MpPOBOAHUTH
BT IO poOOT 31 3BEPHEHHSIMHU TPOMAJISH.

Oprani3aiito npuifoMy rpoMajsiH ToJIOBOIO MIChKOI JepKaBHOT aji-
MiHicTpamii 3abe3nedye BiAgin mo poOOTi i3 3BEPHEHHSIMH TPOMAJISIH,
MEPUINM 3aCTYITHHKOM Ta 3aCTYITHUKAaMH TOJOBU — BiJIOBIIHI CEKpeTa-
piaru.

9.2. KoHTpOJbh 32 BUKOHAHHSAM JOpYy4YeHb, JAHUX IiJ] Yac MpHHOMY
rPOMaJISIH, 3/IIMCHIOE BIIMTOBIAHO BT IO POOOTI 13 3BEpHEHHSIMU TPO-
MaJISIH Ta CEKpeTapiaTé IMepIIoro 3acTYMHHKA Ta 3aCTYMHHKIB TOJOBU
MICBKOI JIep:KaBHOT ajMiHicTparlii. Pe3yibraTi iX BUKOHAHHS JIOMOBI-
JAFOTHCS BIATIOBIAHUM KEPiBHUKAaM MICBHKOi Jep>kaBHOI afMiHiCTparii y
BCTaHOBJICHI CTPOKH.

9.3. [lucbMOBI 3BEpHEHHSI TPOMAISH, MO HAAXOISATH O MiChKOT
Jiep KaBHOI anMiHICTparii, MPUAMAIOThCS, PEECTPYIOTHCS Ta MOTEPEIHBO
PO3TIISIIAFOTHCS BIJIIIIOM IO pOOOTI 31 3BEPHCHHSIMHU TPOMAJISIH MIiChKOI
Jiep’KaBHOI aaMiHICTpallii, SKui repeae ii BIAMOBIIHUM CeKpeTapiaTamM
JUTSL JTIOTIOBIJII KePIBHUKAM MICBKOI JIep>KaBHOI aJIMiHICTpaIlii Ta po3TJis-
Iy TIO CYTI.

[Tpu HEOOXiTHOCTI, OKpEMi 3BEpHEHHS 3 BiJIOBITHUMU JIOPYYCHHSI-
MU MOXXYThb HAJICWJIATHCS HAa PO3TJIS]l paHOHHUM JCP)KaBHUM aJIMIiHICT-
parisM BiJAiIoM 1o poOOTi i3 3BEPHEHHSIMHU TPOMa/IsiH 6e3M0cepeTHBO.

9.4. KoHTponb 3a CBO€YACHUM Ta SKICHUM pO3IJISAOM 3BEPHEHBb
TPOMaJISIH y MiChKill Iep:kaBHIN aMiHICTpallii 3A1iCHIOIOTh:

- BiAJi7 10 POOOTI 31 3BEpHEHHSIMU TPOMAISTH — IO 3BEPHEHHSX, K1
HQIIMIIUTA 3 OPTaHiB BIAIU Ta YIPaBIiHHS BUIIOTO PiBHSI, B/l IEMyTaTiB
yCiX piBHIB, 3ac00iB MacoBoi iH(pOpMaIlii Ta iIHITUX OPraHiB i TOCTAHOB-
JICHUX HUMHU Ha KOHTPOJIb, a TAKOXK IO 3BEPHEHHSX, SIKI PO3IIIAAAI0THCS
BiJI1JIOM Oe3mocepeiHbO;

- CeKpeTrapiaTH Meplioro 3acTyMHUKA Ta 3aCTYIMHUKIB TOJIOBH MiCh-
KO JiepKaBHOI aJIMiHICTpaIlii — M0 MUCbMOBUX 3BEPHEHHSX, SIKI HaiH-
[IUTA 3 OPTaHiB JIEPKAaBHOT BIa/I Ta yNPABIiHHS BUIIOTO PiBHS, JCMyTa-
TiB yCiX piBHIB, 3ac00iB MacoBoi iHdopmailii i Haicnanux g0 KuiBcbkoi
MICBKOI JIep>KaBHOT aJIMiHICTparlii JJisi PO3risiay, a TAaKOXK IO 3BEpHEH-
HSIX, SIK1 HaJIIAIITK 10 MIiCBKOT JIep KaBHOT aJIMiHiCcTpaIIii.

9.5. Bingain mo poOoTi i3 3BepHEHHSIMH TPOMAJISTH MiCBKOT JIepiKaB-
HOT aJMiHICTpaIliil 3IHCHIOE y3arajlbHEHHS Ta aHali3 POOOTH IO TpUii0-
My TPOMAJsH 1 PO3IJSILy MHCHMOBHX 3BepHEHb y KuWiBCHKIN MiCHKil
Jep KaBHIN afMiHICTpallii Ta iHPOPMY€E TOJIOBY MICHKOI Jep>KaBHOI aj-
MiHicTparii 3a mijicyMKamMu poOOTH 3a MiBpIvUs Ta PiK.
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10. BukoHaHHA MAIIMHONMMCHUX i PO3MHOXKYBAJIBLHUX POOIT y
MicbKiil nep:xaBHiil agmiHicTpamii

10.1. JIpykyBanHsl CiIy’)kOOBUX JIOKYMEHTIB Y MICBKIi
JIepKaBHIN ajMiHICTpaIlil 3IHCHIOETBCS Y CEKTOpI APYKYBaHHS JIOKY-
MEHTIB.

Hesenuki 3a obcsrom ciyk00Bi nokymeHTH (1o 1 cTop.) Ipyky-
IOTBCSL B CTPYKTYPHHUX MIIPO3IiIax CeKperapiaTy MICBhKOi Jep:KaBHOI
aJMiHICTparii.

10.2. Pykonucu, 0 miAsaraoTh APYKYBaHHIO y CEKTOpI JpyKyBaH-
HS JIOKyMEHTIB, TOBHHHI OyTH pOo30ipIMBO HAMMCAaHi, PETEIILHO BUBIPEHI
Ta 3aBI30BaHI BUKOHABIIEM.

TekcTu, HanMCaHi OJIBIEM, 10 IPYKYBaHHS HE IPUHMAIOTHCS.

Ha pykomnucy BHUKOHaBelb BKa3ye KUIbKICTh MPUMIPHHKIB, SIKI HeE-
00XiTHO HAIpyKyBaTH, Ha SKOMYy OJaHKy a0o mamepi, aTy 1 4ac mepe-
Jladi MaTepialliB 10 APYyKapChKOro Oropo.

10.3. MammHonMcHI poOOTH BHKOHYIOTBCSI MO TPhOX KaTETOpisix
TEPMIHOBOCTI: OCOOIMBO TEPMiHOBI, TEPMIHOBI 1 3BUYANHI.

Oco06mBO TEpMIHOBI pOOOTH BUKOHYIOTHCSI IPU HAsIBHOCTI pPE30-
JIOIIT 3aBiIyI0YOT0 3arajJbHUM BiJJIIJIOM a00 HOro 3acTyHHUKA — Herai-
HO, TEPMIHOBI — B CTPOK 710 3-X rOJH. 3BUYaiiHi poOOTH BUKOHYIOTHCS
MPOTATOM 2-X JTHIB.

10.4. HanpykoBaHMii TEKCT NepEBIpA€TbCS BUKOHABLIEM 1, IPU Has-
BHOCTI JIPYyKapChKHUX MOMMJIOK, ITOBEPTAETHCS 10 CEKTOpa IPYKYBaHHS
JIOKYMEHTIB Ha BUIIPABJIEHHs pa3oM 3 pyKonucoM. BurpaBieHHs TEKCTY
OJIiBIIEM a00 PYUYKOIO B CITy’k00BHX TOKYMEHTaX HE JIOMyCKAa€eThC.

10.5. Tlopsimok pO3MHOKEHHSI JIOKYMEHTIB 3aC00aMU PO3MHOXKYBaJIb-
HOi TexHikn y KUWiBChKill MichKill JiepKaBHIM ajMiHICTpallil BU3HAYAETHCS
3aBiyIOUYMM Ta 3aCTYITHUKOM 3aBiIyI0YOro 3arajibHUM BiIJIiioM, a HEoO-
X1JTHICTh PO3MHOXEHHSI OKPEMHX JIOKYMEHTIB — KEpIBHUKAMH CTPYKTYPHHX
ITAPO3IITIB CEKpeTapiaTy MICHKOI JIepKaBHOI aJMiHICTpaITil.

10.6. JInst BUKOHAHHSI pO3MHOXKYBAIBHUX POOIT BUKOHABIIEM OQop-
MJISIETBCS 3aMOBJICHHSI, SIKE TIIMUACY€E KEPIBHUK CTPYKTYPHOTO TiAPO3/Ii-
Ty ceKpeTapiaTy MiChbKOi JAepkaBHOI aaMiHicTparlii. ¥ 3aMOBJICHHI BKa-
3YIOThCS TEPMIHOBICTh, KUTbKICTh MPUMIPHUKIB, JIaTa 1 4ac repenadi Ma-
TepiasliB Ha PO3MHOXKEHHS. J[03BUT Ha 3HATTS KOMIM y KiJIbKOCTI IMOHAJI
10 npuUMipHUKIB HaJa€ 3araJIbHAN BiJILI.

10.7. Opurinanu JOKyMEHTIB, HICIs 3HATTS 3 HUX KOIIi, OBepTa-
FOTHCS 32 HAJICKHICTIO.
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11. IndopmyBaHHS HaceJIeHHSl MicTa MPO AiAJIBHICTH MicbKOT
AepkaBHOI aaMiHicTpamii

11.1. InpopmyBaHHsT HacelleHHsT MicTa Mpo  TisUTHHICTD

MICBKOI JIepKaBHOI afMiHICTpamii 3IIHCHIOETBCS TIpec-
cIry>k0010 "epe3 3acobu MacoBoi iHpopmarii.

11.2. Ixepenamu indopmarii €:

- pO3MOPSHKEHHS MiCBKOT IepKaBHOI anMiHICTparii,

- TIPOTOKOJIH Hapas,

- maHd o(inifHUX Ta poOOYHMX 3aXO0/iB TOJOBHU, MEPIIOTO 3aCTYII-
HUKA 1 3aCTYIHUKIB TOJIOBH MICBKOI IepKaBHOT aMiHiCTpaii.

11.3. KepiBHUKH CTPYKTYpPHUX MiJPO3AUIIB CeKpeTapiaTy MiChbKOI
JIepKaBHOT aMiHICcTpallii 3a0e3Meuy0Th B3aEMO/II0 3 TIPEC-CITyK00K0 Ta
OTIEpPaTUBHO HA/IAIOTh Ha 11 MPOXaHHS BCi HEOOXIiTHI MaTepiainu Ta iH(po-
pMaItiro, 3MiCT SKOi MOTOPKYETHCS 3 TOJIOBOIO 200 BiIMOBIAHUMH 3aCTy-
ITHUKaMU TOJIOBU MICBKOI JIep:KaBHOI aIMiHICTpaITii.

11.4. 3anpornieHHs NpeJCTaBHUKIB 3ac00iB MacoBoi iHhopMarltii J1st
y4acTi B Hapajax Ta HImuX oQiliiiHUX 3aX0Aax MICbKOI JepaBHOI aj-
MIHICTpalii Y1 OKpeMHUX ii CTPYKTYpHUX MiJIPO3/UIIB 3A1HCHIOETbCS BU-
KITIOYHO TIpec-CITy>K0010 MIChKOT JIep:KaBHOT aqMiHiCTpallii.

3acTyMHUK TOJIOBH B. Pomanrok
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Jonatoxk B
METOJIUYHI PEKOMEHJIAIIILI
1010 po3pooxku IlonoxkeHs Npo ynpasaiHHSA, Bilaiin 00’ €1HAHDb,
NiANPUEMCTB i oprasiszaniii, pi3HUX rocnogap4Ynx TOBAPUCTB

1. META PO3POBKHU ITOJIO)KEHb

1.1. KokeH CTpYKTypHH MiApO3/iJd TMOBUHEH (YHKIIIOHYBaTH B
yMOBax MpaBOBOi periJaMeHTaIlii.

1.2. Meroro po3podku [lonokeHp Mpo CTPYKTYpHI MiAPO3AUTH €
CTBOPEHHSI OCHOBHHX JOKYMEHTIB, IO BH3HAYalOTh IMPABOBUIl CTaTyC
MiAPO3 LTy, HOTO MICIe B CHCTEMI yNpaBIiHHS 1 TPU3HAYEHUX IS YiT-
KOTO PO3MEKyBaHHS (DYHKIIH ITiIpO3AUTIB, TABUIICHHS BiIIOBIIATh-
HOCT1 KepPiBHUKIB, BUKOHABIIIB 1 MOCWJICHHS TPYI0BOi 1 BUPOOHUYOT JH-
CIUIUIIHHA.

1.3. Po3po0Oka [lonoxkeHb MOBHHHA CYyNPOBOJ)KYBATUCH BIIOPSJIKY-
BaHHSAM (DYHKILIN MiIPO3AUIIB 3 METOI0 1MOOYA0BU OiIbII parlioHaIbHOT
(yHKIIIOHATBHOT CTPYKTYPHU yTPaBIiHHS.

1.4. TlonokeHHST € OCHOBOIO JIJISl PO3POOKH MOCAJOBUX THCTPYKITiH
MPAIiBHUKIB BiJIMOBIIHUX ITi{PO3/ILTIB.

[TonoxeHHs: MOBUHHI OyTH pOo3p0oOJIEeHUMU IJIs BCIX 0€3 BUKIIIOYEH-
HSl CTPYKTYPHHX MiJIPO3JIJIiB amapaTy YIpaBJiHHS TpecTa, MiAIpUEMCT-
Ba, OpraHizailii, pi3HUX IOCMOAAPCHKUX TOBAPUCTB.

2. CKJAJ 1 3MICT NOJIOKEHHSA
2.1. Ckuaj BCix MOJIO’KEHB MMOBUHEH OYyTH YHIIKOBaHHUM 1 BKIIIOYa-
TH TaKi pO3/IiIH:

3arajbHI IT0JI0KEHHS;

GyHKIIT;

npaBa;

oprasxizariist poboTu;

JOJATKU: CXEMH CTPYKTYPH arapara yrpasiIiHHS TOLIO.

2.2. B po3mini «3arajibHi MON0KEHHSD BKAa3yIOThCS:

® TOYHA ITOBHA i CKOPOYEHA Ha3Ba MiAPO3ILTY;

® Yy € BiH CAMOCTIHHUM MiJPO3/IiJIOM, Y1 BXOJIUTh JI0 CKIIAay TEB-
HOT cITy>k0M (CTaTyc MiApO3aiTy), HOro miAmOpsIIKOBaHICTh;

® sKi 00 €KTH yNpaBIIiHHS BIH Ma€ y CBOEMY ITiIIOPSIKYBaHHI;

® XTO OYOJIFOE TICH MMiaPO3Ii;

® TOPSJIOK MPU3HAYCHHS 1 BUBLJIBHEHHS IOCA0BOT 0COOH, sIKa 0Y0-
JIFO€ TIAPO3LT;

343



® IEpeJik OCHOBHHX IPAaBOBUX, TUPEKTHBHHUX, HOPMAaTHBHHX IO-
KYMEHTIB, SIKUMHU KE€PYETHCS JTAaHUH MiIPO3/Iia Y CBOiM JisSUIBHOCTI.

2.3. HaiiBaxnuBimi 3a1adi miapo3airy TOBUHHI OyTH chopMyIbo-
BaHI YiTKO, KOPOTKO 1 B TOM K€ Yac OXOILIIOBATH BCl CTOPOHU JTisITHOC-
Ti JAHOTO MiAPO3ALTY.

2.4. B po3nuti «DyHKIi» BiIOOPaKAIOTHCS HAMPSIMH JTisTTEHOCTI
yNpaBJliHHS, BIIALTY.

@DyHKIIT € PO3BUTKOM OCHOBHHMX 3a/1ay.

2.5. B po3aini « @yHKIi1» BUKIAJAIOTECS B JIOTIYHIN MOCIiOBHOCTI
Bci (DyHKIIIT, sIKI BUKOHY€E TiAPO3/T y BIAMOBIAHOCTI 3 HOro 3aiayamu,
chopMylIbOBaHUMH y BifgnosimHomy po3zaimi [lonoxenns. Koxxna rpymna
(yHKIi# TOBUHHA BiJMOBIIATH MEBHIN 3aa4i.

2.6. Ilpu BuzHaueHHi QyHKIIHA MOBUHHI OyTH BKa3aHi: peaMeT Aii,
xapakTep Jii, il CpsSMOBaHICTb.

[Tpenmer Bkaszye Ha HaPSAM Aii.

Moro xapakTep moKasye, SIK peai3yeThCsl YIPABIIHCHKUI BILIAB
(kepye, opraHizye, po3risiiae, KOHTPOIIIOE, TOIIO).

Hanpsim 1ii Bu3Havae, Kyiu BOHa 3BEpPHEHA: JI0 BHUIIECTOSIIONO Op-
ra”y ynpasJiHHS, JO iIHIIMX OPTaHiB, J0 MiAJIErIUX OpraHi3allii.

®DopmytoBaHHS KOKHOT PyHKINIT BijoOpakae, 110 Ha KOXKHIN JTiJsi-
HII pOOJIATH yHpaBIiHHS, BT, SKUH XapakTep HOCAThH iX JHii, Kyau
BOHH CHPSIMOBAHI.

2.7. Caix TakoX YiTKO BU3HAYUTH B3aEMOCTOCYHKH JTAHOTO YIIPaB-
JHHA, BIJJIUTY 3 IHIIMMH OpraHaMM, 30KpeMa y BHUKOHAaHHI OKpEeMHX
GhyHKITIH.

2.8. B poznim «IIpaBa» Bka3yloThCs mpaBa, HEOOXiAHI ISl 37iic-
HeHHS (DYHKIIIH yrIpaBIiHHS.

[Tpu po3poOiii moI0KeHb He0OXiJHO BpaxoByBaTH, IO (PYHKIIT MO-
BUHHI OyTH MiIKpITUIeHI JOCTaTHIM 00CSATOM TpaB, mpudoMy oaHa (GyH-
KIIisE MOKe OyTH MiJKpiIJIeHa KiTbkoMa paBaMHy 1, HaBMaKH, KuTbka dy-
HKIIH MOXKYTb OYTH IiJKPITJICHUMH JIUIIIE OJHUM TTPABOM.

2.9. BkazyeTncs nepertik mpas, HeoOXiTHUX [T peaizamii GyHKIii
KEepiBHUKOM MiAPO3/A1Ty 10 BiAHOMICHHIO JI0 1HIIMX OpraHi3allii.

SIKIO Miapo3aia HAJAUIEHO CreNiabHIUMHK MpaBaMu, IKUX 3BHUYANHO
HE MAIOTh 1HIIII MiIPO3AUIA aHAIOTIYHOTO XapaKTepy, 11e TAKOXK JOILTb-
HO 3adikcyBatu y IlonoxxeHHi.

TyT TakoX BKa3yeThCsl, B AKil (HOpMi KEpIBHHUK MiAPO3/IiNy 31ikc-
HIOE HaJlaHi MPaBa, B IKOMY TOPSIKY 1 SKHMU TOCAJ0OBUMH 0COOaMH po-
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3TJISIA0THCS PO301KHOCTI, SIKI MOXKYTh BUHUKHYTH B MPOIIECi peatizarii
B3a€MOBITHOCHH 3 IHIIMMHU IiIPO3AIIaMH, CITy>KOaMu OpraHi3arii.

KpiM TOrO, BKa3zyerbes, SIKYy BIAMOBIAAIBHICTh (JUCIHILTIHAPHY,
MaTepialibHy) y BIAMOBIAHOCTI 3 YUHHAM 3aKOHOJABCTBOM MOBHHEH He-
CTH KepiBHUK MiJAPO3/ALTy 3a HEBUKOHAHHS a00 HEHaJIe)KHE BUKOHAHHS
MOKJIQJIGHUX Ha HHOTO (YHKIIN, HEpalliOHAIbHY OpTraHi3alliio mpari
CHiBpOOITHHKIB, a TaKOX 3a HESKICHICTh 1 HEMPABMIBHICTh PO3POOOK 1
MTPOBEJICHHS 3aXO/IiB.

2.10. YopaBiiHHAM 1 BifiiaM MOKYTh OyTH HaJaHi :

[TpaBa, HE0OXiMHI 151 HOPMAIILHOTO 3IMCHEHHS (DYHKITIH:
BHMaraJid Ha/IaHHs 3BITHHUX BIJOMOCTEH Ta 1HITUX MaTepiaiB;
3aTBEP/DKYBATH TUIAHOBI 3aBIaHHS;
BCTaHOBJIIOBATH HOPMU;
JTaBaTH JI03BOJIH;
[IpaBa, HEOOXiAHI 11 BUKOHAHHS BiIXWJICHH Bl HOPMaJILHOTO XO-
Iy JSUTBHOCTI:
* MPOBOJUTH TIEPEBIPKH AisUTHHOCTI MiIPUEMCTB 1 OpraHi3amiii;
* npaBa, HEOOXiJHI JUId TOMOJAHHS BIIXWICHb 1 3aCTOCYBaHHS
Bl'IJ'II/IBy JI0 IOPYIIHUKIB;
BUCYBaTH BUMOTH TIPO TIO0JIaHHS MTOPYIICHb;
BIJIMIHATH 1 IPUITUHATH A1i HE3aKOHHUX AKTIB;
MPUTATYBATH JI0 BiJIOBIAaTbHOCTI;
HaKJIaJaTu CTATHEHHS.
2.11. Skmo mpaBa 3AIHCHIOIOTHCS CIUILHO a00 MO Y3TOJDKEHHIO 3
iHmMMH opranamu, B [lomoskeHHi ciifi BKa3aTu Ha 11i 00CTaBUHHU.

2.12. Tlpu BUKNaJeHH] MpaB CiJ 3pOOUTH iX PO3MOJIIT MiXK ITiJjIer-
JTUMH OpraHi3alisiMu, MiJIPUEMCTBAMH 1 3aKJIaJaMH, HE ITiJIOPsAKOBa-
HUMHU OpraHamu i 0co0amMu; BUIIECTOSAIIMMHU OpraHaMu.

[TocniioBHICTh BUKJIQ/ICHHST BU3HAYAETHCS CHENU(]IKOO yIpaBIiH-
HSL, BIJIUTY.

2.13. Po3ain «Opranizaiiisi poO0TH» periameHTy€e CTPYKTYpY, IO-
PANOK poOOTH yHpaBIiHHS a00 BTy, KOMIIETEHITIIO KePiBHUKA.

2.14. B po3aim HaBOJIUTHLCS BHYTPIIIHS CTPYKTypa Migpo3ainy i
BKa3y€ThCS:

® KUM 1 Ha MiACTaB1 SIKNX IUPEKTUBHUX TIOKYMEHTIB 3aTBEP/KYETh-
sl CTPYKTYypa 1 IITaTH HiAPO3.LTY;

® KUM 1 Ha MiJCTaBi SKUX JOKYMEHTIB BiAOyBa€Tbcs PO3MOJILNT
000B’SI3KiB MK TIPAIliBHUKAMH ITi{PO3/IITY;

* ¥ ¥ *

* ¥ ¥
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e HaliMCHYBaHHS MOCaJ MPAIiBHUKIB y BIAMOBITHOCTI 3 JIOYMMH
JIUPEKTUBHUM JIOKYMEHTaMHU.

2.15. Nonatkom 1o IlonoxkeHHsS € cxema CTPYKTypu yHpaBIIiHHS,
BIITLTY.

B cxemi rpadiuno 300paxkyIoThCsl CKIal 1 TAMOPSIKOBAHICTh MijI-
PO3ILTIB 1 IPAIliBHUKIB, K1 HE BXOAATH JI0 CKJIAJTY ITiIPO3ILTIB.

3. HIOPAAOK PO3POBKH, Y3I'OI’)KEHHS TA 3ATBEP-
JKEHHS IMMOJIOKEHD IMPO YIIPABJIIHHSA 1 BIAJAIJIM TPE-
CTIB (OB’€JHAHD), IMMIANPUEMCTB 1 OPTAHI3AIIIM, I'OC-
HOJAPCBKUX TOBAPUCTB

3.1. Po3poOky mpoekty [lonoxeHHs mpo ympaBiIiHHS i BiATIIH 3a-
0e3MnedyoTh KepIBHUKHU YIIPaBIiHb Ta BiJJiMiB.

3.2. Ilpoexkrt ITon0KeHHS y3roIKy€EThCS:
* 13 3aCTYTHUKOM KepiBHUKA TpecTy (00’ €/JHaAHHS) B 3aJIC)KHOCTI BiJI
PO3MOJITy MiX 3aCTyMTHMKaMH OOOB’SI3KiB MO KEPIBHUIITBY YIIPaBIliH-
HSIMH Ta BiAgiIaMU;

* 3 IJIJAHOBUM BIIIIJIOM;
* 3 BIIIIOM OpraHizaiii mparii i 3apo0iTHOT MmiaTH;
* 3 FOPUCKOHCYIIBTOM.

3.2. SIxkmo npu y3romkenHi [TomoxeHHs MiX MiIpO3aiIaMu TPECTIB
(00’eTHAHB) BUHUKIIU CYNIEPEUKH, TO BOHH BHPIIIYIOTHCS 3aCTYITHUKOM
KepiBHHKA, SKOMY MiIMOpsAKOBaHI miapo3aimm. OcCTaToyHe pilleHHs
MPUHMAETHCS KEPIBHUKOM TPECTy (00’ €THAHHSA).

3.4. B mipy HeoOxigHOCTI 3MicT TlosokeHHST TIOBUHEH TIeperisia-
TUCS 1 YTOYHIOBATUCS. PilIeHHS MPO TMeperisi MPUAMAEThCs OPTaHOM
a00 1MocaI0BOI0 0c000T0, IO 3aTBEP.IMIIA TIOJIOKEHHS, 32 TIOJIAHHSIM Ke-
PIBHUKA JJAHOTO T APO3LTY.

[Mopsimok koperyBaHHs JitounX [1070XKeHh PEKOMEHAYETHCS TaKUil
caMHi, SIK 1 po3poOKa HOBUX.

3.5. KepiBHUKH ympaBIliHb 1 BIAIUTIB TOBOJSATH 3aTBEPIKEHE TIOJIO-
JKEHHSI JI0 BiJoMa KEpIBHUX NPAlliBHUKIB, CIELIaTICTIB Ta KEPIBHHUKIB
MAMOPSIKOBAHUX OpraHi3alliid 1 miAMpHEMCTB, BCTAHOBIIOIOThH MOPSIIOK
30epiranHs npumipHukiB [lonoxkens. 3HOBY MPHIHATI HA PpOOOTY KepiB-
Hi MPAaIiBHUKY 1 CTIeLialiCTH yHpaBIiHHS, BiAIiTy OBHHHI OyTH O3Ha-
riomteHi 3 [TomosxeHHSIM.
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Honarok I'
METOJIUYHI PEKOMEHJIAIIILI
1010 PO3POOKHU MOCAAOBUX IHCTPYKUIii 111 NpaniBHUKIB ynpas-
JiHb, BigAiNiB i ciry:k0 TpecTiB (00’€AHAHB), MiIANMPUEMCTB i OpraHi-
3aniii, pi3HUX rocrnogapymx TOBapucTB

1. 3AT AJIBHI NOJIOKEHHSA

1.1. [TocamoBi iIHCTPYKIIi — 1€ JOKYMEHTH, [0 BU3HAYAIOTh OpraHi-
3aliifHO-TIpaBOBHI CTaH mparmiBHUKIB. [TocamoBi iHCTpyKIii po3pobs-
FOThCS 3 METOI TOYHOTO BHU3HAYCHHSI OOOB’SI3KIB, MPaB 1 BiMOBIIAb-
HOCT1 KO’KHOTO TIpaIliBHAKA, BUKJIFOUCHHS TyOJIFOBAHHS 1 3HEOCOOJICHHS,
a TaKOXX perJiaMeHTaIlil MPOIEeCiB YIpaBITiHHS.

1.2. Bumoru nocasioBux IHCTPYKIIIM BPaXOBYIOThCS:

" [Ipy BU3HAYCHHI BiJIMOBIIHOCTI MpaIliBHUKA MOCAI, Ky BiH 00i-
iiMae, y mepeabadyBaHrX 3aKOHOM BUMaAKax (OLIHKA Pe3ybTaTiB
BUNPOOYBaHHSI, SIKE BCTAHOBJIEHE TIPU MPHUIMaHHI Ha POOOTY, 3Bi-
JbHEHH] 3 poboTH 3riaHo 3 1. 2 cT. 40 K3IIII Ykpainnm );

" IIpU MPUTSATHEHHI TpaIliBHUKA JI0 BCTAHOBJICHOI 3aKOHOM BiJIITO-
BiJJAIBHOCT1 (AMCHUILTIHAPHOT, aAMIHICTpATUBHOI, MaTepianbHOi,
KpUMIiHAJIbHOT) 32 HEBHKOHAHHS a00 HE HaJIC)KHE BHKOHAHHS
ciryk00BUX 000B’SI3KIB.

1.3. IlocanoBi iHCTPYKIIiT HEOOX1HO BUKOPUCTOBYBATH MIPH PO3PO-
Ol MTaTHUX PO3KJIA/IiB, OCKUIBKM BOHU CIY>KaTh OJHHUM i3 3aC00IB BH-
3HAaYEHHS 00CsTY pOOIT, 1110 BUKOHYIOTHCS CITYKOOBIISIMH.

1.4. Ha ocHOBI mocafioBUX IHCTPYKIIH MIaHY€EThCS CITy>)KOOBa JTisi-
JBHICTH MPAaIiBHUKIB, JAIOTHCSI 3aBAAHHS HA POOOTY.

1.5. TlocanoBi iHCTPYKIIii MOBUHHI BiJIOBIIaTH YMHHOMY 3aKOHO-
naBctBy Ykpainu, K3IIII Ykpainu, [IpaBunam BHYTPITHBOTO TPYA0BO-
IO PO3MOPSIIKY.

1.6. TlocamoBi iHCTPYKIlii MOBUHHI MaTH CBOE OcHOBOK I[loo-
JKEHHSI TIPO CTPYKTYPHI MiAPO3AUTN 3 THM, 00 yBECh KOMITIEKC (YHK-
il OyB MOBHICTIO 1 YITKO PO3MOJIIJICHUI MK MpaI[iBHUKAMHU [IbOTO TIiI-
po3ainy.

1.7. 3 BpaxyBaHHSIM BCTAHOBJICHHMX B YMpaBIiHHI, Bimmimi, ¢imii,
MPECTaBHUIITBI PO3MOALTY Ta Koomeparii mpari kBamidikamiiiHa xapak-
TEPUCTHKA OJHI€T mocaau abo TUMOBa (3pa3koBa) MOCaA0Ba IHCTPYKILiS
Moke OyTH BUKOpPHUCTaHA JJIsl pO3POOKH MOCAJOBUX THCTPYKLIN 3 Kib-
KOX TOCa.
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1.8. Jlyis mpaniBHUKIB, IO BUKOHYIOTh aHAJIOTIYHI 000B’SI3KH 1 Ma-
IOTh OJIHAKOBI IPaBa, PEKOMEHIYETHCS PO3POOIISATH 3arajibHi MOCaI0BI
THCTPYKIII.

2. CKJIAJI 1 3MICT MIOCAJOBOI IHCTPYKIIII

CkJaj ycix mocaJoBUX IHCTPYKINH MOBHHEH OyTH yHi(iKoBaHUH i
BKJIFOUATH TaKi pO3UIH:

1. 3aransHi 3acagu.

2. KBamiikamiiiHi BAMOTH 1 HEOOX1THUI PiBEHb 3HAHb.

3. O60B’s13KH.

4. Ilpasa.

5. BignoBiganabHICTE.

JonaTok: mepenik JOKYMEHTIB, 110 3aTBEPAKYIOThCS, MiIUCYIOTh-
cs 1 BI3YIOTBCSI TPALliBHUKOM; OCHOBHI JJOKYMEHTAJIbHI 3B’ SI3KH.

2.2.IlocanoBi IHCTPYKIII KEPIBHUKOBI KOXXHOTO 13 CTPYKTYPHHX
MiPO3/IUTIB HE PEKOMEHAYETHCS PO3POOIISITH, OCKUILKA BOHU 3a0e3Ie-
YYIOTh BUKOHAHHS BCHOTO 00CTY (PYHKIIN MiAPO3ALTY 1 KOPUCTYIOThCA
ycima npaBamu, 1o nependadeni [lomosxxkeHHsIM npo Biaid.

2.3. Y 3arojoBKy mocajioBoi iHCTPYKIlii BKa3y€eThCsl HAMEHYBaHHSI
ocaJii y JaBATLHOMY BiJIMiHKY.

HaiimenyBaHHS 1ocaay MOBUHHO BiINOBIAATH €IMHIN HOMEHKIATY-
pi mocap ciyx6oBuiB. Hanpuknan: «IlocanoBa iHCTpyKIlis TOBapO3HAB-
oy, «IlocagoBa iHCTPYKIIiS ceKpeTapro-pedepeHTy».

2.4. OcHOBHI 3a/1aui criemianicTa MOBUHHI BU3HAYATH I[IbOBE TPH-
3HaueHHs nocaau. Hampuknan: o6maik ocHOBHUX 3ac00iB 1 BUTpaT Ha BU-
poOHUIITBO (7151 OyXrantepa).

2.5. Y mocaioBuX iHCTPYKISIX BKa3yeThCsl Oe3mocepenHs Miamno-
PAZIKOBAHICTh CIIEIIANICTIB 1 TEXHIYHUX BUKOHABIIIB.

2.6. Y mocaJloBy 1HCTPYKIIiIO BKIFOYAEThLCS MEpellik Oe3rmocepeHbo
MiIOPSIAKOBAHUX —MPAIIBHAKOBI MIIPO3JIUIIB, CTPYKTYpHUX JIAHOK,
OKPEMHUX TPAIiBHUKIB.

Crig MaTv Ha yBasi, MO MAJETINX MPAIiBHUKIB MOXYTh MaTH HE
TIJIbKWA KEPIBHUKH, alieé ¥ CrHemiamicTy (HampuKIIaj, CTapili iHXeHepH,
CTapiIi eKOHOMICTH), & TAKOK TEXHIYHI BUKOHABIII (HAIIPHUKIIAJ, CTApPIIi
MAIIHICTH).

2.7. Y mocanoBuX IHCTPYKIisIX MOBMHHA OyTH BKa3iBKa PO 3aMi-
IICHHS OJHOTO TPAIiBHUKA HIIUM IMPH HOro TUMYACOBIN BiJCYTHOCTI
(BiamycTKa, BIAPSHKEHHS, XBOPOOa TOIIIO).
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2.8. Y mocanoBiii IHCTPYKIIi BKa3y€eThCs, 110 MPALliBHUKOBI BCTaHO-
BJICHO HEHOPMOBaHWH poOOUMH JIeHb, SKIO HOro Tmocaja BKIIOUCHA B
Tepeltik 1mocaji MpaiiBHUKIB 3 HECHOPMOBAHUM POOOYUM JTHEM.

2.9. KpanigikaiiiHi BAMOTH 1 HEOOX1IHUH piBEHh 3HAHL BH3HAUa-
IOTBCSl HAa OCHOBI KBaJi(piKaIlifHUX XapaKTEPHUCTHK 1 TUTIOBHUX MOCAIO0-
BUX IHCTPYKIIii, ajie MOBHHHI OyTH KOHKPETH30BaHi CTOCOBHO JI0 YMOB
JISUTBHOCTI yIpaBiIiHHS a00 BiUIiTy.

2.10. Iix xBani¢ikauifHUMKA BUMOTAaMH PO3YMIIOTh BUMOTH JIO PiB-
HS CIETIaTIbHOI MIATOTOBKM 200 OCBITH, a IPHU HEOOX1THOCTI 1 MPaKTHY-
HOTO CTaxy poOoTH.

2.11. Ilig HeoOXigHUM piBHEM 3HAHb PO3YMIiIOTH BHMOTHU Y cdepi
3HaHHS JWPEKTUBHUX, HOPMATUBHUX aKTiB, METOAWYHUX MaTepiaiB,
SIKIMW TIOBUHEH KepYBaTHCS MPAIliBHUK, 1 CHICIIaJIbHUX 3HAHb.

2.12. YV pozaimi «O00B’sI3KM» BKa3ylOThCS 03yMOBHI JJISi BHUKO-
HaHHS [i1 MpalliBHUKA, 1[0 BU3HAYAIOThC crienudikoro mocaau. Hapo-
JIUTHCS TIEPEITiK BCiX 000B’s3KiB AaHOI 1ocaioBoi ocobn. HeoOxigHo He
TUTBKH TIepepaxyBaTu poOoTH, aje i MaKCHMaJIbHO PO3KPUTH X 3MICT,
MepioUYHICTh BUKOHAHHS, iHpOpMaIlito, o HeoOXiaHa JIsi BAKOHAHHS
poboTH, HaliMEeHyBaHHS MiJICYMKOBUX JOKYMEHTIB, iX aJpeCcHICTh.

2.13. SIxmo 00O0B’A3KM BUKOHYIOTHCSI Pa3oM 3 IHIIMMHU IMpalliBHU-
KaM{ 200 IHIIUMU TiAPO3/AiIaMU YM OpTaHi3alisiMH, 11e MOBUHHO OyTH
B17I00pakeHO y (hOpMyJIHOBaHHAX 000B’SI3KIB.

2.14. B poznini «IlpaBa» Bka3zyroThCs il , IKi MOXKYTbh 3/1HCHIOBA-
TUCSl TpPAlliBHUKOM 3 METOI0 BHMKOHAHHS IIOKJIAJEHUX Ha HBOTO
000B’sI3KIB.

BcranoBmoeTsCsl MOpAIOK 311HCHEHHS MpaB AaHOI 110CAJ0BOI 0CO-
6u. He ciij Bka3yBaTu mpasa, 1110 HaJal0ThCS PAIliBHUKOBI 3araJIbHUMHU
HOpPMaMH 3aKOHO/IaBCTBA PO MpPaIlio.

2.15. TpaniBHuky, SKi MarOTh MiAJIETIUX, MTOBUHHI MaTH MpaBa Ha
111 10 BiHOILICHHIO 10 HUX. Hampukiaz, mpaBo gaBaTtu JOpy4eHHS, BU-
MaraTy MOsICHCHHS MPU HEHAJIe)KHOMY BHKOHAHHI 0OOB’SI3KiB, BHOCUTH
MIPOMO3HUIIT PO HAKJIAZCHHS MOKApPaHHS TOILO.

2.16. B po3nini «BignoBinajabHicTh» mepepaxoByEThCs 3a IO 1 B
SIKIF Mipi 1 3a IKMX yMOB JlaHa TocaoBa 0coda Hece AUCIUILTIHAPHY Bi-
JUTOBITANBHICTD.
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3. HOPAAOK 3ATBEP/’)KEHHS 1 BBEAEHHSA B A11O 110-
CAJIOBUX IHCTPYKIIN

3.1. [TocamoBi iHCTPYKITii PO3POOISIFOTHCS:

" IS IPaNiBHUKIB TpecTy (00’ €aHaHHS), MiANPHEMCTBA, OpraHizarii —
KEPIBHUKOM TIiIpO3/Iiy;

" s JIHIAHOTO TepcoHally (HadaldbHUKA JUTBHHIN, MaicTpa) —
B1JUTLIOM TIparli i 3apruiaTy;

" IS TPaIiBHUKIB (QYHKIIOHAILHOTO TAPO3ALUTY — Oe3mocepeiHiM
KEPIBHUKOM.

3.2. 3aTBepKEHHS TIOCAIOBUX 1HCTPYKIIH OPOPMIISETHCS HAaKa30M

a6o rpupom «3ATBEPKYIO».

3.3. B Hakasi npo 3aTBepKEHHS MTOCAA0BOI IHCTPYKIIii BKa3y€EThCS:

Ha BHECEHHS 3MiH 1 OTIOBHEHb Y PaHillle BUAaH1 IHCTPYKIIIi;

Ha BU3HAHHS TaKWUMHM, IO BTPATHJIU CHITY, TIOCAJOBUX IHCTPYKITiH
JAHOMY TIPAI[iBHUKOBI, SIKI A15UTHA PaHilIIe.

Hakazom Moske OyTH 3aTBEpIKEHO KiJIbKa OCAJOBUX THCTPYKIIiH.

3.4. Skmo 3aTBEp/UKCHHS IMOCAA0BOI 1HCTPYKLII ohopMisieTbes
rpudom «3ATBEPJIKYIO», To Ha BHECEHHS 3MiH, JIONIOBHEHD 1 BiaAMi-
HYy aKTiB JIaHOTO KEpiBHHMKAa BKAa3yeTbCS y JOJATKy 1O [OCAJOBOI iH-
CTPYKIIIi.

3.5. [TocanoBi iHCTPYKIIii 3aTBEPIKYIOThCS:

" U1 IPaLiBHUKIB anapaTty yHIpaBiiHHA TpecTy (00’ €nHaHHA), M-
MIPUEMCTBA, OpraHi3allii — KepiBHUKOM TpecTy (00’ eTHaHHS), MijI-
MIPUEMCTBA, OpPTaHi3alii:

" IS JTIHIAHOTO TIepCcoHaly — Ha4YalbHUKOM OpraHi3arfii:

" IS HAaYaJbHUKA OIOpO, CEKTOPIB, Ipyl QPYHKIIOHAIBHUX MiJPO3-
JITIB — BiJITIOBITHUM 3aCTYITHUKOM KEPiBHUKA OpraHi3ailii.

3.6. Y Mipy 3MiH QyHKIIOHATBHUX 000B’SI3KIB M1OCAI0BI 1HCTPYKIIiT
MOBHMHHI KoperyBatucs. [lopsaok KoperyBaHHsS PeKOMEHIY€EThCS TaKUi
kKe, 1o 1 711 PO3pOOKH HOBUX.

3.7. IlpamiBHuk, 1m0 NMpUAMAaETbCs a00 MEPEBOJNUTRLCS Ha JaHy Io-
cazy, TIOBUHEH O3HAHOMHUTHUCH 3 1HCTPYKLIEI O BUIAHHSA HaKa3y IPO
MpUMMaHHS a00 TIepeBeICHHS.
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JIOJATOK ]I

MO3 Ykpainu 3ATBEPIKVYIO:
JIT Meauune HayKOBO-TIPAKTUYHE I"onoBa npasiiHHs
00’ eananns «MeacTpax» AxarmuH C.B.

IlocanoBa incTpyKuis
CeKpeTapsi-iHCIIeKTopa 1Mo Kapax,
JITOBOJICTBY 1 KOHTPOJTIO 32 BHKOHAHHSM
Cunoposa C.K.

= 3arajbHi MOJ0KeHHS.

* DyHKWOii.

= Cany:x00Bi 000B’A3KH.

= [IpaBa.

= BignoBigajabHicThb.

= B3aemMo3B’si3KkH (3B’ SI3KHU 3a 10CAA010).

INonosa nmpasninas MHITO «Meactpax»» C.B. Axamun

[IpocanoBy iHCTPYKIIitO OTpUMAaB C.K. Cunopos



DOyHKIiOHATBHI 000B’ 13K
ceKpeTapsi-iHCIIEeKTOpa 1o KaApax,
AiTOBOJACTBY i KOHTPOJIIO 32 BUKOHAHHSAM
HayxoBo-npakTu4yHoro o0’eqHanus «Meacrpax»
C.K. Cugoposa

1. 3aranpHa yacTuHAa.

1. CexpeTap-iHCIIEKTOp MO KaJpax, AUTOBOACTBY i KOHTPOJIIIO 3a BU-
KOHAHHSIM CTBOPIOE KepiBHUKaM (hipMu yMOBH, 5IKi 3a0€3ME€UyIOTh MaK-
CHUMaJIbHY €(DeKTUBHICTb iX mpari.

2.Ha cekperaps-iHCIIEKTOpA MOKJIAIA€ThCS OpraHi3arlisi cTabiIbHO-
O JIIJIOBOJICTBA 1 KaJpOBOi poOOTH MiAIPUEMCTBA.

3.Ha mocany cekperaps-iHCIIEKTOpa MpHU3HAYAEThCS KBamidikoBa-
HUI CIIELIaNICT, KU Ma€ CepPeIHIO OCBITY Ta iHIHMBITyalbHY MiATOTOB-
Ky HE MEHIIIE TPHOX MICSIIIB.

4. [lpu3HaueHHs1, 3BUTbHEHHS CeKpeTaps-iHCIEKTopa Mo Kajpax, Ji-
JIOBOJICTBY 1 KOHTPOJIIO 32 BUKOHAHHSIM 3IIHCHIOETHCS TOJIOBOIO IPaB-
ainasg MHITO «Meactpax».

5. CekpeTap-iHCIIEKTOp y CBOiH poOOTI MiAMOPSIKOBYETHCS TONOBI
MIpaBJIiHHA, a 32 MOro BiJICYTHOCTI — BUKOHaBuOMY aupektopy MHIIO.

6. CexpeTap-iHCIIEKTOp KepyeTbess y cBoill poOoti [lonokeHHsaM
npo MHIIO, a Takox Bka3iBKaMM I'OJIOBH ITPABJIIHHS 1 HOr0 3aCTyIHUKA-
BUKOHABYOI'O IUPEKTOPA.

2. Ilocanosi 000B’A3KM.

v OpraHnizoByBaTH IIPUIAOM BijIBiqyBadYiB.

v'Bectu TeneoHHI MEPEroBOpU, PEECTpyBaTH 1 JONOBIIATH TIPO
HUX KEpIBHUITBY.

v’ Po3MHOXKYBaTH (JIPyKyBaHHs, KCEPOKOIIFOBAHHS) MOTPIOHUX Ke-
PIBHUKY CITy’)KOOBUX JOKYMEHTIB.

v O6cnyrosyBaru anaparypy «Tenedakcy.

v'BukopuctoByBatd y poboTi npodeciiHuil  nmepcoHaNbHUI
KOMIT FOTEp.

v KOHTPO/II0OBAaTH CBOEYACHE BUKOHAHHS CIIBPOOITHUKAMH HaKas3iB,
PO3TOPSIKEHbB, 3aBJIaHb 1 JOPYYEHb KePIBHUKIB.

v P0o3po0IIsSTH METOAUKA KOHTPOJIK BHKOHAHHS POOIT, BECTU Kap-
TOTEKH OO0JIIKY BUKOHAHHS HAKa3iB, PO3MOPSKEHb, 3aBlaHb, TOPYUCHb
Ta IHIIMX TOKYMEHTIB 3 TpupoM «KoHTporb» («K»).

v'T'oTyBaTi Hapa/u i 3acianHs, AKi IPOBOAUTH KEPIBHHUK.
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v'ToTyBaTy BifpsDKEHHS KEPIBHUKA.

v'3abe3neuyBaTu OpraizamiiiHuii i TeXHiYHUIA OGiK po6OYOro puT-
My, SIKHI CTBOPEHO KEPIBHUKOM.

v 1I{oIeHHO CKJIaJIaTh MaM’ITHUM CIUCOK MOTOYHHX i He3aBepIle-
HUX CIIpaB.

v’ OpieHTyBaTH CIiBPOOITHUKIB MMiAMPUEMCTBA Ha TIOPSIOK pOOOY0-
T'O JIHS KEPiBHHKA.

v Tlepenbavyatu motpedy KepiBHUKA Y THUX YM IHIIUX CIIY)KOOBHUX
JOKYMEHTaX, 3BUTBHSAIOYHN HOTO BiJ] 3aiBUX MOIIYKIB.

v TlpuiiMati ci1y>K00Bi JOKYMEHTH i 0COOMCTI 3aBH, SIKi HAPABJICH]
CHiBpOOITHIKAMH Ha PO3TIISA] Ta MMiIMUC KepiBHHUKA.

v'36epirati BCi HEOOXigHI KEPIBHUKOBI CIIy»KO0OBi TOKYMEHTH i
3MIMCHIOBATH iX MIBUAKUHN TTOTIYK.

v'BuzaBatu B ycHili (opMi J0BIIKM MO CIYKOOBUX JTOKYMEHTAX,
SIKI HQTIMIITK Ha 1M’ KEpIBHUKA, 3a BUKIIOYCHHSIM KOH(IICHIIIHHOT 1H-
(hopmartii.

v'BUKOHYBaTH 3aBIaHHs KePiBHUKA 3 iH(GOpMAMiiHOI i TEXHIYHOT
IiITOTOBKH 3aCiIaHb, Hapaj, MEPEeroBOpiB 1 3ycTpidei.

v'HarajyBaTi KepiBHHUKOBI NPO HEOOXiJHICTH BHpILIEHHS HEBIiJI-
KJIQJIHUX TTUTaHb.

v BecTH CIUCKU HEOOXIJHUX KEPIBHUKOBI ajipec, TeneoHiB Ta JIart.

v'36epirati y TaeMHUII Bce mobaueHe i mouyrte B KabiHETi KepiB-
HUKa, a TAKOXK JIOBIPUTEIBHY iHpOpMAIlilo, SKa MepelacThCsl BiJIBiTyBa-
YamH 1 CIiBPOOITHUKAMHU.

v'Bectr omnepaTuBHUI 00K JOKyMeHTIB 3 rpudoM «KoHTpoib»
(«K»), 3abe3neuyBatu ix 0OpOOKY BHKOHABIISIMH y BiAMOBITHOCTI 3 pe-
30JTIOIISIMU KEPIBHUKA.

v'KepyBatu KafipoBor poGOTOr0, CIy:KO0K0 /IiTOBOICTBA, TOTYBATH
MIPOEKTH KaJIPOBUX HaKa3iB.

v OpranizoByBaTu poboTy 3 MPUHAOMY i apXiBHOTO 30€piraHHs 10-
KyMEHTQJIBHUX MarepialiB, (GOpMyBaTH apXiBHE rOCIIOIAPCTRO.

v P0o3p0o0IIsTH i BAKOPUCTOBYBATH B POOOTI HOMEHKIJIATYPH CIIPAB.

v/ VKiasaTi iHCTPYKIii 10 BEJEHHIO JIJIOBOJCTBA y CTPYKTYPHUX
i PO3IiIax.

v Bectu 06k i 30epiraHHs OpUriHajI-MaKeTiB JOKYMEHTIB i apy-
KOBaHUX MaTepialiB.

v CBoeuacHO 3a0e3redyBaTtd CTPYKTYpHI migposminu dipmu dop-
MaMH JJOKYMEHTIB BHYTPIITHBOI MTEPiOAMYHOI 3BITHOCTI.

v OprauizoByBaTu THPaKyBaHHs CIy>KOOBUX JTOKYMEHTIB.

353



v/ 3abe3neuyBaTu HaJEXKHI yMOBH €KCIUTyaTallil pO3MHOKYBaJIbHOT i
JPYKYBaJbHOT TEXHIKH.

v'3abe3neuyBaTu palioHaIbHE BUKOPUCTAHHS BUTPATHHX MaTepia-
JiB, SIKi BUKOPUCTOBYIOTBCS B pOOOTI.

v OdopmiisiTi IpUiioM rpoMajisH Ha poOOTY Ta iX 3BiIbHEHHS.

v’ BecT npoTOKOIM pOOOYMX HAPA.

v'Bectu TabenbHuii 00IiK.

v/ AHaJtizyBaTi NIPUYUHU [TOPYIIECHHS TPYI0BOI JUCHUILTIHHM 1 TUIMH-
HOCTI Ka/IpiB, HANIPABJISITH BUCHOBKM KEPIBHUKOBI OpraHi3aiii.

v'3abe3neuyBaTu HaJEXKHI yMOBH IpH poOOTi 3 KOH(DiAEHIIHHIMI
JIOKYMEHTaMH.

v/ CKJIa1aTi TIPOCTi JIMCTU 1 KOPOTKi PO3MOPSIAYi JOKYMEHTH HA OC-
HOBI YCHUX BKa31BOK KEpIBHHUKA.

v CBO€YACHO JIOBOJUTH JI0 BiJlOMa MpAIliBHUKIB OpraHisailii BKa3is-
KM KepiBHHUKA.

v'TlocTiiiHO BUBYATH IPUHAOMHE i METOIH POOOTH 3 HOBOIO TEXHIKOIO
1 aKTUBHO BBOJUTH i1 B MPAKTUKY CBOET Mparii.

v'Be3nepepBHO BJIOCKOHAIOBATH CBOI 3HAHHS | HABUYKH NLIIXOM
CaMOOCBITH 1 Bi/IBilyBaHHS CTIelliajbHUX 3aHSTh.

3. IIpaga:

v CaMOCTIiiHO BUPIIIYBAaTH MOTOYHI MUTAHHS, SKi HE BUKIHUKAIOThH
CYMHIBIB B OTPHUMAaHHI MTO3UTHUBHOI'O PE3yJIbTATY.

v HanpaBisiTi KepiBHUKOBI MPOMO3HILT 100 BIOCKOHAICHHS KOH-
TPOJIIO BUKOHAHHS 1 IUIOBOJICTBA.

v'3aiy4yaTd npu HEOOXiTHOCTI CremianicTiB oprasisaiii B SKOCTI
MMOMIYHHUKIB TIPU MiJrOTOBIII CITY>KOOBHX JOKYMEHTIB, SIKi MOTPiOHI Kepi-
BHUKOBI.

v'He npuiiMaTtu Ha MiJNUC KEPIBHUKOBI CIyKOOBI JOKYMEHTH, SKi
BHKOHaHI 3 MOPYIICHHSM JIEPXKaBHUX CTAHIAPTIB Ta BHYTPIIIHIX HOpMa-
TUBHUX BHMOT OpraHi3arfii.

v'Hapuatu, IHCTPYKTYBaTH i HE piJile OJHOrO pasy Ha THKICHb
pobutu ny0nepomM CiBpOOITHHUKA, SIKHH TUMYACOBO BUKOHYE 00OB’SI3KH
CeKpeTaps-iHCIIeKTopa 10 KaJpax, JUIOBOJICTBY 1 KOHTPOJIO 332 BHKO-
HaHHSM.

4. BinnoBigajibHicThb:
v/3a SIKiCHE 1 CBO€YACHE BUKOHAHHS PO3IIOPSIPKEHD KEPIBHUKA.
v/ 3a panioHaibHy Ta e(peKTHBHY OpPraHi3alliio JiLI0BOICTBA.
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v/ 3a siKicHe 0pOPMIIEHHS KaIPOBUX JTOKYMEHTIB.

v/ 32 BUKOPUCTAaHHSI BUMOT HAaKa3iB i pO3MOPSIPKEHb KEPiBHUIITBA.

v/3a IOTPUMAHHAM TIPABHJI BHYTPILIHBOTO TPYIOBOTO PO3MOPSIKY,
30epexeHHs KoH(DineHIiHHOT iHpopMarii.

5. IloBUHEH 3HATH:

BUMOTH YMHHOTO 3aKOHOJABCTBA YKpaiHM B YacTHHI IUBUIHHOTO,
aIMiHICTPAaTUBHOTO, TOCTIOAAPCHKOT0, KPUMIHAIBHOTO 1 TPYAOBOTO
Tpasa.

OCHOBH MEHEKMEHTY.

METOJI BEJCHHS JTOBUX OECI/I Ta TIEpEroBOpiB.

opraHi3alliifHi IPUHIMIN KaJAPOBOT CIykKOu.

METOMKY OpraHi3allii i BeJICHHsI ILJIOBOJICTBA.

BHYTPIIIHI aAMiHICTPaTUBHI 1 HOPMATHUBHI JJOKYMEHTH.

MpaBWJIa eKCIuTyaTallii 1 30epirants OprTexHiKu.

6. Kpanidikauiiini Bumoru:

cepeqHs OCBiTa Ta IHAWBIAyaldbHA MiJATOTOBKA HE MEHIIE TPHOX

MICSILIIB.
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