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IHCTPYKIIA
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I. 3arajabHi moJ10KeHHA

1. s IHcTpykuisi BCTAHOBIIOE 3arajbHi BHUMOTHM IMOJO JOKYMEHTYBAaHHS
yIpaBJIHCHKOI 1HGOpMaIllii Ta oprasizailii podoTH 3 1oKymMeHTaMH B HallioHambHOMY
yHIBEpcHUTETI «3amopi3bka MoJiTexHikay (nam — yHiBepcuteT abo HY «3amopizbka
MOJTITEXHIKA») HE3aJIeKHO Bl crocoly (ikcarii Ta BiATBOpeHHS iHOpMAarii, ska
MICTUTBCS B JOKyMEHTaX, 3 MOMEHTY iX CTBOpCHHS a00 HAaIXOJKEHHS [0
BIANpaBlIeHHs a00 mepenadyi B apxiB YHIBEPCUTETY, BKIIIOUAIOYM iX MIATOTOBKY,
peecTpalliro, 00K 1 KOHTPOJIb 33 BHKOHAHHSIM.

2. Uga iHCTpyKIis po3poOieHa 3 ypaxyBaHHSM BUMOT 3akoHy Ykpainu «IIpo
BUITy OCBITY», [locTanoBu Kabinety MinictpiB Ykpainu Bix 17 ciung 2018 p. Ne55
13 3MiHaMU 1 IOMOBHEHHSIMU, BHECEHUMHU TTocTaHOBaMH KabineTy MiHicTpiB YKpaiHu
Bin 7 mucromama 2018 poky Ne992, Bim 17 kBitHa 2019 poky Ne375, JICTY
4163:2020.

TexHonorii ABTOMATU30BAHOTO (KOMI'FOTEPHOTO) OTIpalIOBaHHS
3aJJOKyMEHTOBaHOi  iH(opMarllii MOBUHHI  BIJAMOBIIaTH  BUMOTaM  YUHHOTO
3aKOHOJIaBCTBA YKpaiHu Ta 11i€i IHcTpyKiii.

JloTprMaHHS TIpaBWJI 1 PEKOMEHIAIIN MO0 MOPSAKY 3MIMCHEHHS J1JOBOTHUX
MPOIIECiB, BU3ZHAYCHUX I11€10 [HCTPyKIli€t0, € 000B’SI3KOBUM JUIsl YCIX MpaIliBHUKIB
YHIBEPCHUTETY.

CrniBpoOitHuku  [lep>kaBHOro  apxiBy  3amopi3pkoi  0o0yiacTi  HAJArOTh
YHIBEPCUTETY OpraHi3aliiHO-METOIWYHY JTONOMOIY Y BJIOCKOHAJIEHH] Ta OpraHi3amii
JJIOBOJICTBA, 3aTBEPKYIOTh 00OB'SI3KOBI1 ISl BAKOHAHHS HOPMATHBHO-TIPABOB1 aKTH
3 MUTaHb OpraHi3allii JOKyMEHTIB y ALTOBOJCTBI, MAIOTh MPaBO MEPEBIPATH BEIACHHS
JIJIOBOACTBA B YHIBEPCUTETI, BHUMAaraTh BIJT PEKTOpa YHIBEPCUTETY YCYHEHHS
BUSIBJICHUX BHACIIJIOK MIEPEBIPOK HENOIKIB.

[Topsimox opraHizaiii €JIeKTPOHHOTO JIOKYMEHTOOOIry 13 3aCTOCYBaHHSAM
€JIEKTPOHHOTO 1IU(POBOTO MIANKUCY, POOOTH 3 EJINEKTPOHHUMH JIOKYMEHTAMU B
VYHiBepcuTeTi, 3AIMCHEHHSI JUJIOBOJCTBA CTOCOBHO JOKYMEHTIB, IO MICTSTh
iHopMallito 3 0OMEXKEHUM JTOCTYNOM, 3IIMCHEHHS IIJOBOJACTBA 3a 3BEPHEHHSIMHU
TrpOMaJsiH, 3amuTaMd Ha 1H(QOpPMAII0 BU3HAYAIOTHCA OKPEMUMH HOPMATHBHO-
MPaBOBUMU aKTaMH Ta PO3MOPSIIUYUMHU JOKYyMEHTaMH Y HIBEPCUTETY.

3. BignoBigaibHICTh 3a OpraHi3aIliio AJIOBOJCTBA B YHIBEPCUTETI HECE PEKTOP
YHIBEPCUTETY (32 HOTO BIICYTHOCTI — MPOQLIHHUI TPOPEKTOP).

3a 3MicT, SIKICTh MIATOTOBKU Ta O(POPMIICHHSI Ha HAJEKHOMY PiBHI JTOKYMEHTIB,
0 PO3pOOJIAIOTHCS HAa BHUKOHAHHS 3aBlaHb, BU3HAYCHUX Y 3aKOHaX YKpaiHw,
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nocraHoBax BepxoBHoi Pagu Ykpainu, aktax ta nopydeHHsax IIpesuagenrta Ykpainu,
aktax KabGinety MinictpiB Ykpainu, nopydennsx Ilpem'ep-minictpa Ykpainu, a
TAaKOXX BIAMOBIAEH Ha 3amUTH 1 3BEPHEHHS HAPOJHUX JEMyTaTiB YKpaiHu Ta
JIeMyTaTiB MICLEBUX pajl, KopecnoHaeHIii0 BepxoBnoi Panu Ykpainu, Anminictparii
[Tpesunenta Ykpainu, Kabinety MinictpiB Ykpainu (mami - 3a0UTH, 3BEpHEHHS, a
TakoX KopecrnonzeHiiss BepxoBHoi Pamum VYkpainu, Anminictpamii Ilpesunenta
VYkpainu, KaGinety MinicTpiB VYKpaiHH), MOTOKEHHS HPOEKTIB HOPMATHUBHO-
MPaBOBUX AaKTiB BIAMOBIJAIOTH IMPOPEKTOPH YHIBEPCHUTETY 3TiTHO 3 PO3MOJALIOM
GbyHKITIOHATBHUX 000B'SI3KIB.

3a 3MICT, SKICTh MIJATOTOBKM Ta OGOPMIJICHHS Ha HAJEKHOMY pPIBHI I1HIIUX
JIOKYMEHTIB, a TaKOXX OpraHizallifo JIUIOBOJCTBa Ta 30epiraHHs JIOKYMEHTIB Yy
CTPYKTYPHUX TIAPO3/1JaX yHIBEPCUTETY, B TOMY YHCJIl  BIJOKPEMJICHUX,
BIJIMOBIAAIOTH 1X KEPIBHUKHU.

4. 3aiiicHEeHHS MOTOYHOTO KOHTPOJIIO 3a JTOTPUMAHHSAM CTPOKIB, BCTAHOBJICHHX
JUIS BHUKOHAHHS OpraHi3alliifHO - pO3MOpsiaA4uoi JOKyMEHTalii, 1HQOpMyBaHHS
KEepIBHUIITBA y BUMAJKaX IX TMOPYUICHHS, MOKIAAA€ThCA Ha BIAMNOBITAIBHOTO 3
KOHTPOJIIO, IO MPU3HAYAETHCS HAKa30M pEKTOpa 3a MOJaHHSAM NpOoQIILHOTO
IPOPEKTOPa YHIBEPCUTETY.

5. 3aranpHe KepiBHMUITBO poOoTOI0 ciayx0 nainoBoactBa HY «3amopizbka
MOJIITEXHIKa» 31HCHIOETHCS PEKTOPOM YHIBEPCHUTETY, a Y pa3l MOro BiACYTHOCTI —
pod1IILHUM TPOPEKTOPOM.

PexTop yHiBepcutety (mpodiibHUN IPOpeKTOp) 3000B's13aHi:

- 3a0e3neuvyBaTd JOTPUMAHHS CTPOKIB BHKOHAHHS 3aBJaHb, BHU3HAYEHUX
3aKOHaMu YKpaiHu, nocrtanHoBamu BepxoBHoil Pamu Ykpainu, akramu Ilpe3unmeHrta
Vkpainu, pimendasmu Kabinety MinictpiB Ykpainu, popyuyeHHsmu I[Ipem'ep-
MiHICTpa YKpaiHH, CTPOKIB, YCTAHOBJICHUX [l BUPIIICHHS MUTaHb, 110 MOPYIICH] B
mucrax Ilpesmpenta VYkpainu, l['onmoBun BepxoBHoi Pamum VYkpaimm Ta ¥oro
3aCTYMHUKIB, TOMiB KoMiTeTiB BepxoBHoi Pagu Ykpainu i1 nemyTaTchKux (pakiii,
['onoBu Koucturyuirinoro Cyny Ykpainu, ['onoBu BepxoBHoro Cyny Ykpainu Ta
TOJIiB BUUIIUX CIEIiani30BaHuX Cy.iB, ['eHepanbHOro mpokypopa YKpaiHu, HakasiB
MinicTtepcTBa OCBITM 1 HayKu YKpaiHH, a TaKOXX CTPOKIB BHKOHAHHS 1HIIUX
JIOKYMEHTIB, [0 HATXOSATh IO YHIBEPCUTETY;

- BYKMBATH HEOOX1THUX 3aXOIB JO CKOPOUCHHS CITy>kOOBOTO JIMCTYBAaHHS;

- HE JIONMyCKAaTH BUMAaraHHs BiJ BIAOKPEMJIEHUX CTPYKTYPHHUX IMiJAPO3JLIIB, IO
HaJieXxkaTh 10 cepu yIpaBliHHSA YHIBEPCUTETY, PI3HUX BIJIOMOCTEH, 3BITIB, 3BECHb
Ta IHIIUX HE MepeN0ayeHrX HOPMATHUBHO-TIPABOBUMM aKTaMU 1 HaKa3aMH pEKTopa
JIOKYMEHTIB, SIKIIO 11€ HE BUKJIIMKAHO HEOOX1IHICTIO;

- 3a0e3MevyBaTH PeryJsIpHY MEePeBIPKy CTaHy JIJIOBOJCTBA B YHIBEPCUTETI Ta Y
BIJIOKpEMJICHUX CTPYKTYPHHUX MIAPO3JLJIax, M0 HajlexaTh 10 chepu YIpaBIiHHS
YHIBEPCUTETY;

- BCEOIYHO CIPUATH pallioHali3amii, MexaHi3allii Ta aBToMaTu3arlii JIJIOBOJHUX
IpPOILECiB, BXKMBATH HEOOXIIHMX 3aXONIB JO OCHAIEHHS BIJAULY MIIIOBOJACTBA
Cy4yacHUM OOJIaJJHAHHSM Ta aBTOMAaTH30BaHUMH pO60‘-II/IMI/I MICIISIMH 1 JIOKQJTbHUMHU
00YNCTIOBAIBHUMH MEpeKaMu Ha 0a31 mepcoHaIbHUX KoM toTepiB (mani — [1K);
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- 3a0es3redyBaTH OpTraHi3allil0 HABYAHHS MPAIIBHUKIB [IJTOBOAHUX CIIYXKO
YHIBEPCUTETY, HOTO CTPYKTYPHHX MiAPO3ILUTIB IJIs MABHUILEHHS KBaji(ikarii;

- 31ICHIOBATH KOHTPOJb 32 OOOB'SI3KOBUM JIOJIEP)KAHHSM B YHIBEPCHUTETI Ta B
HOro CTPYKTYPHHUX MIAPO3/iiaX, BUMOT HIOJ0 CKJIaJaHHs, O(POpMIIEHHS JOKYMEHTIB 1
oprasizamii IIJIOBOAHMX TMPOIIECIB, MependadyeHux IAepKaBHUMHU CTaHIAapTaMu Ha
OpraHi3alifHO-pO3NOPSAYY IOKyMeHTaulilo, [IpuMipHOIO I1HCTPYKI€I0 Ta LI€I0
[HCTpyKIIiETO.

BuzHaueHHsT TIOPSAKY JOKYMEHTOOOITY B YHIBEPCHUTETI Ta 3I1HMCHEHHS
KOHTPOJIIO 32 MOro JTOJCPKAHHSAM MOKIAJAEThCS 32 PIIICHHSIM PEKTOpa Ha OJHOTO 3
HOTO IPOPEKTOPIB.

6. Opranizaiiisi poOOTH MO BEJIEHHIO I1JIOBOJCTBA B YHIBEPCUTETI BIAMOBIIHO 10
BUMOT JIepKaBHUX CTaHAAPTIB, TUNIOBOI IHCTPYKIIi Ta i€l IHCTPYKIil Moki1agaeTbCs
Ha BIJUIIT IUJIOBOJICTBA YHIBEPCUTETY i/l KEPIBHUIITBOM HadaJIbHUKA (Haii - ciry»k0a
JIJIOBO/ICTBA) Ta KEPIBHUKIB BIJOKPEMJICHHX CTPYKTYpHUX MiAPO3auTiB (iX ciyk0
JJIOBOJICTBA).

B cTpykTypHUX migpo3ainax yHIBEPCHTETY, B SKUX 3@ IITATHUM PO3IKUCOM HE
nepeadayeHo TMocaau TMpaiiBHUKAa 3 JUIOBOJCTBA, BUKOHAHHS IIi€i poOOTH
MOKJIAA€ThCSl HA CIHEIialbHO BHUIAUICHY S LBOTO 0co0y, sIKa MPU3HAYAETHCS
HAKa30M peKTopa (KepiBHUKA BIJOKPEMIICHOTO CTPYKTYPHOTO TiAPO3ILTY).

7. OCHOBHHUM 3aBJIaHHSIM CIJIy>KOW JUIOBOJICTBA € BCTAHOBJICHHS B YHIBEPCHUTETI
€UHOTO TOPSAJKY JOKYMEHTYBaHHS YIpaBmMHCHKOI 1HQopMmarii 1 poOotu 3
JOKYMEHTaMH 13 3aCTOCYBaHHSIM CYYaCHUX aBTOMATHU30BaHUX CUCTEM, METOJIUYHE
KEpIBHUIITBO 1 KOHTPOJIb 3a JOTPUMAHHSM YCTAaHOBJIEHOTO MOPAIKY pPOOOTH 3
JTOKYMEHTaMHW B CTPYKTYpHHX MiApO3/Aijdax YHIBEpCUTETy, B TOMY YHCII
B1JIOKPEMJICHUX.

Cmyx0a UJI0OBOJICTBA BIJTIOBIIHO JI0 MOKJIaJACHUX Ha HEl 3aBJaHb:

- po3po0IIsA€ THCTPYKIIIIO YHIBEPCUTETY 3 AUIOBOJICTBA Ta HOMEHKJIATYpY CIIPaB
YHIBEPCUTETY;

- 3MIMCHIOE peeCTpallito Ta Besie 00K TOKYMEHTIB;

- Oprasi3oBy€ JIOKyMEHTOOOIr, (opMyBaHHS cmpaB, ix 30epiraHHs Ta
HiArOTOBKY A0 MepeAadl 10 apXiBHOTO MiApo3AuTy abo ocobi, BIAMOBiIAIBHIN 3a
BEJICHHSI apXiBY YHIBEPCUTETY;

- 3ale3meuye BIPOBAKEHHS Ta KOHTPOJIIOE JOTPUMAHHS CTPYKTYPHUMHU
MIPO3J1IJIaMA  YHIBEPCUTETY BUMOT  IHCTPYKIIIA yCTaHOB, pErjaMeHTIB Ta
HaIllOHAJIbHUX CTaHAApTIB;

- BXKHMBA€ 3ax0JlIB JI0 3MEHIIEHHA O0O0CITy CiIy»KOOBOTrO JIMCTYBaHHSA B
YHIBEPCHUTETI Ta HOTO CTPYKTYPHUX MiapO3iiax;

- TPOBOJUTH PETYJSIPHO TEPEBIPKY CTaHy JUIOBOJACTBA B CTPYKTYPHHUX
M1IPO3/17ax YHIBEPCUTETY;

- Oepe yd4acTh Yy BIOPOBQDKCHHI Ta BUKOPUCTaHHI 1H(OpMaIIiiHO-
TEJIEKOMYHIKaliiHOT CHCTEMH J1IOBO/ICTBA B YHIBEPCUTETI;

- 3/11iICHIOE KOHTPOJIb 32 CBOEYACHUM PO3IJIAI0M Ta MPOXOKEHHSIM IOKyMEHTIB
B YHIBEPCHUTETI;
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- 3a0e3meuye NOTPUMAHHS €JUHUX BHUMOT MIOJO MiJTOTOBKM JOKYMEHTIB Ta
oprasizamii poOOTH 3 HUMH y pa3l CTBOPEHHS B YHIBEPCHUTETI EJIEKTPOHHOTO
JOKYMEHTOO0O0ITY;

- TPOBOAWTH aHami3 iHdGopmarmii Mpo MTOKYMEHTOOOIr, HEOOXITHOT IS
OPUMHATTS yIPABIIHCHKUX PIIICHD;

- OpraHi3oBye 30€peXeHHs JOKyMEHTAIliiHOro (OHAY YHIBEpCUTETY Ta
KOPUCTYBaHHS HUM;

- 1HIIII0€E Ta Oepe yyacThb B OopraHizallii miABUIIEHHS KBamidikallii mpaiiBHUKIB
YHIBEPCHUTETY 3 MMUTaHb J1JIOBOJICTBA;

- 3acBiguye TepOOBOIO TEYATKOK JOKYMEHTH, TIJANUCAHI KEepPIBHUIITBOM
YHIBEPCUTETY.

8. OpraHizalis AUIOBOJICTBA B CTPYKTYPHUX IIJIPO3JLJIaX YHIBEPCUTETY
TIOKJIAJTAETHCS Ha CIEIiaTbHO MPU3HAYEHY TS IIBOTO 0C00Y.

VY pa3i 3BUIBHEHHSA TMpaliBHUKA CTPYKTYPHOIO MiAPO3JLTYy, MNPU3HAYEHOTO
BIJIMOBIIaJIbHUM 3a BEICHHS iJOBOJICTBA, @ TAaKOXX Ha 4Yac HWOTO BIJICYTHOCTI TpH
nepeOyBaHHI y BIIMYyCTII, BIAPAMKEHHI, Ha JIKapHIHOMY a00 3 1HIIUX MPHUYUH, 34
pPO3MOPSIDKEHHSAM  pekTopa  (mpodidbHOTO  mpopekTopa abo  KepiBHUKA
BITOKPEMJICHOTO CTPYKTYPHOTO MIAPO3/1Ty), 000B’A3KM BIANOBIAAIBFHOTO 32 BEICHHS
JIJIOBOJICTBA TIOKJIAJAOTLCS HA 0CO0Y, SKa HOTO 3aMillla€e 3 BiAMOBITHOIO BIIMITKOO
y peecTpaiiiHO-KOHTPObHIM kapTui (aamni - PKK).

I1. lokymeHTyBaHHS YIIPaBJiHCHhKOI iHdopMmamii
3araJibHi BUMOTH /10 CTBOPEHHSI IOKYMEHTIB

9. JlokymMeHTyBaHHS YNpaBIiHCHKOI iH(OpMaIl TOoJsSIra€ 'y CTBOPEHHI, 3a
BCTAaHOBJICHUMU IMPaBUJIAMH HA MANepOBUX, ONTHYHUX a00 IHIINX HU(PPOBUX HOCIAX,
JIOKYMEHTIB, B SIKUX (DIKCY€ThCS 3 HOTPUMAHHSIM YCTAHOBJICHUX MpaBuII iH(OpMaIis
PO YNpPaBIIHCHKI Aii.

[TincTaBoro 111 CTBOPEHHS JOKYMEHTIB B YHIBEPCUTETI € HEOOXITHICTh
3aCBIIYCHHS] HAsBHOCTI Ta 3MICTY YNPaBIIHCHKUX i, MepenaBaHHsA, 30epiranHs 1
BUKOPHUCTaHHSA 1H(OpMAaIii MPOTATOM MEBHOTO Yacy abo MOCTIHHO.

10. YopaBniHCbKa AiSUTBHICTh YHIBEPCUTETY 3IINCHIOETHCS HUIIXOM BUIAAHHS
pO3MOPAIUNX  JOKYMEHTIB (HakKas3iB, pO3MOPS/KEHb, IIOCTAHOB, 1HCTPYKIIIH,
JIOPYYEHb Ta 1HIINX JTOKYMEHTIB).

[IpaBo Ha CTBOpEHHS, MiJNUCAHHS, MOTOMKEHHS, 3aTBEP/KCHHS JTOKYMEHTIB
BU3HAYAETHCSI aKTaMU 3aKOHOJABCTBA, CTaTYTOM YHIBEPCHTETY, IMOJOXKEHHSMHU IIPO
CTPYKTYPHI HIIPO31IH 1 TOCATOBUMHU IHCTPYKIIISIMH.

11. B yHIBepcUTETI BHM3HAYAETHCS CYKYMHICTH JTOKYMEHTIB, MepeadadyeHuX
HOMEHKJIaTypOIO CIIpaB, HEOOXIAHMUX 1 JOCTATHIX JUIsl JOKYMEHTYBaHHs 1H(popmarii
PO WOTO AiSTHHICTS.

3 muTaHb, MO0 CTAHOBJATH B3a€EMHHM IHTEpEC 1 HaJIEeKaTh A0 KOMIICTCHIII1
YHIBEPCUTETY Ta IHIIMX YCTaHOB, MOXYTh CTBOPIOBATUCH CHIJbHI PO3MOPSAIYUI
JIOKYMEHTH.
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12. IlizcraBamMu 118 IPUMAHSTTS OpraHi3allifiHO - PO3MOPSIYMX JIOKYMEHTIB B
YHIBEPCUTETI €:

- Konctutymis 1 3akonn Ykpainu, nocranoBu BepxoBnoi Pagu Ykpainu, aktu
[Tpesunenta Ykpainu ta Kabinery MinictpiB Ykpainu, MiHicTepcTBa OCBITH 1 HAYKU
VYkpainu (nam - MOH VYkpaian);

- MPOBAHKEHHS BUKOHABYOI 1 PO3MOPSAUOT MISUTBHOCTI 3 METOK BHUKOHAHHS
YHIBEPCUTETOM IMOKJIaJCHUX Ha HbOTO 3aBJaHb 1 PYHKIIIH;

- notpeba y HOpMaTUBHO - MPABOBOMY PETyIIOBaHH1 TISUIBHOCTI.

KoHkpeTHI mUTaHHS BUKOHAHHS 1 yTOYHEHHS MPUHHATHX PIllIEHb BUKIATAIOTHCS
1 ACTaTI3yIOThCS Y BKa3iBKaxX Ta IHCTPYKIISX.

13. Po3mopsaui JOKYMEHTH, IO HAAXOASATh JI0 YHIBEPCHUTETY BiJ OpraHiB
BUIIIOTO PIBHS, JOBOJATHCS JI0 CTPYKTYPHHUX MIAPO3AUIIB IUISIXOM:

- BHJIaHHSI CaMOCTIMHUX PO3MOPSIYMX JOKYMEHTIB (HaKa3iB, PO3MOPSIKEHb,
pillieHb, BKa31BOK), Y SKHX BHUKIIQJA€ThCS 3MICT JTOKyMEHTAa OpraHy BHILOTO PiBHS
II0JI0 3aB/IaHb YHIBEPCUTETY;

- BUJIaHHA 1H(OOPMATUBHOTO JIUCTA, SIKIIO PO3MOPSAIUUI TOKYMEHT HE TOTpelye
KOHKpETH3aIlil 3aB/IaHb ISl YHIBEPCUTETY.

VYHiBepCUTET Mae MpPaBO PO3CUIATH KOIMii JOKYMEHTIB OpraHiB BHUIIOIO PiBHS
CTPYKTYpPHUM HIAPO3ILIAM.

14. JIokyMeHTH, 110 BUIAIOTHCA HA MiJICTaBl PO3MOPSIYNX JOKYMEHTIB OpPraHiB
BUIIIOTO PiBHS, TOBUHHI MaTH MMOCWJIAHHS HA HUX 13 3a3HAYCHHSIM HalMEHYBaHHS ITUX
JIOKYMEHTIB, JaTH, iX HOMEPIB 1 3aT0JIOBKIB.

15. Xig oOroBopeHHsI MUTaHb 1 PIIICHHS, [0 MPUNMAIOTHCA B KOJIET1AJIbHUX
opraHax, Ha 3acilaHHSX KoHdepeHIii, BYUSHUX pajJ, HAYKOBO - TEXHIYHUX paja 1
HAyKOBO - METOJIMYHMX Paj, CTUIICHIIAJIbHOI KoMicli, pekTtopaTy, kKadeap, IHIINX
Hapajgax 1 KOMICIIX YHIBEpCUTETY (CTPYKTYPHUX TIJAPO3IALIIB) (IKCYIOTHCS B
IPOTOKOJIaX.

[TpoToxonu oQopMIIAIOTHCS HA MiJICTaBl 3alUCIB 1 CTEHOTPpaM, 3pO0JIEHUX Yy X0l
3aciJjaHb.

VY pasi xonm 3acilaHHsA CTEHOTpa(y€eThCs, 3aMUCYEThCS HA EIEKTPOHHI HOCII,
3MICT BHCTYIIIB JI0 TMPOTOKOJIY HE 3aHOCUThCA. Po3mmdpoBana Ta odopmieHa
HAJIe)KHUM YHHOM CTEHOTpama JI0J1a€ThCs 10 MPOTOKOY.

Sxmo xig 3acigaHHS  (IKCYEThCS LUIAXOM 3allUCy Ha MAarHiToQoHi Yu
nukTodoHi (Ha ontwuHi Hocii, Ha [IK abo iHIIOMY eNeKTpOHHOMY HOCIT), MiCs
3acilaHHsl 3amicaHi TEeKCTH BHCTYMIB MEPEAPYKOBYIOTHCS 1 3aHOCATHCA [0
MIPOTOKOITY.

16. PimeHHsI KoJieriaJilbHUX OPraHiB YHIBEPCUTETY BBOAATHLCA B [il0
HAKa3aMM PEKTOPA YHiBePCHUTETY i J0BOASATHLCHA 10 BUKOHABUIB I CTPYKTYPHHX
MiAPO3aiJIiB, HIJISIXOM HAICWJIAHHS IM KOIIiH.

Pimenns xosneriadpbHUX OpTraHiB, MO TPUUHITI HAa 3aCiTaHHSAX KOJETIabHUX
OpraHiB BIJIOKPEMJICHUX CTPYKTYPHHUX MIAPO3IITIIB BBOAATHCA B [il0 HaKa3amu
KEpIBHUKIB BIJOKPEMJICHUX CTPYKTYpHHX Migpo3autiB (aami — BCII) 1 noBoasTecs 10
BukoHaBI(B y 1ux BCII, nuisixom HajCHIaHHS TM KO,
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17. OmnepatuBHuii 38’30k 3 MOH Vkpainu, opranizaimisiMi, yCTaHOBaMH,
THIITUMU 3aKJIaJJaMU OCBITH, TPOMAISTHAMH 3/IIMCHIOETHCS MUITXOM JINCTYBAaHHS 4epe3
KaHLEJSIPII0 BIALTY AUIOBOICTBA, 3aC00aMU €JIEKTPOHHOI B3a€EMOI.

SIK mpaBuUIIO, TUCTU CKJIANAIOTHCS y pasi, KOJIM HEMOXJIMBO BUPIIIUTH MUTAHHSA
HUIIXOM O€3I0KyMEHTHOTO OOMiHY iH(opmarlii€ro abo JaTH YCHI pO3’SICHEHHS Y
Oyab-skuii coci6 (ocobucTo abo mo TenedoHy), IPOBECTH IHCTPYKTYBAHHS TOIIIO.

18. SAxkmo cay:k00BHil JOKYMEHT MOTpe0y€e HEraiHOro BHKOHAHHS,
NnepeJaHHsA TEKCTY JOKYMEHTA MOKHA 3iMCHIOBATH MO TejgedoHny, Tejaedakcy,
€JIEKTPOHHOIO MOIITO a00 B iHIIHUIA cmOCi0.

19. Bubip Buay MAOKyMEHTa, TPU3HAYEHOTO JJS JOKYMEHTYBAaHHS
YIPaBIIHCHKOI 1H(pOpMaIli (Haka3, PO3MOPSKEHHs, PIIICHHS, MPOTOKOJ TOIIO),
3YMOBJIIOETHCS IPABOBUM CTAaTyCOM YHIBEPCHTETY, KOMIIETEHIIIEO TTOCaI0BOI 0COOH
Ta MOPSJIKOM MPUUHSITTS YIPaBIIHCHLKOTO PIllieHHs (Ha MiJICTaBl €JMHOHAYAJIBLHOCTI
a00 KOJIeT1aJIbHOCTI).

20. JIokyMeHT MOBHMHEH BIAMOBIJATH IOJIOKEHHSM aKTiB OpPraHiB Jep>KaBHOT
BJaJM, Ta CHOPSIMOBYBAaTHUCh Ha BUKOHAHHS YHIBEPCHUTETOM IMOKJIAJCHUX Ha HBOTO
3aBIaHb 1 PYHKITIH.

21. Knacu ynpaBiiHCHKOI AOKyMEHTAIlll BU3HAYAIOTHCA 3TiIHO 3 JlepkaBHUM
KiIacu@ikaTopoM yIpaBIiHCbKOi qokymenTauii (zamni - JIKY ).

OpHuM 13 KJaciB yIpaBIIHCHKOI JOKyMEHTAIlll, 110 3a0e3nedye OpraHizaiiio
MPOIIECIB YIPaBJIiHHs, € OpraHi3aliiiHO - po3mopsjaua JAOKyMeHTaiis. PekBizuTu
OpraHi3allifHO-pO3MOPSAU0l  JOKyMEHTAIii Ta TMOpPSIOK iX  pO3TallyBaHHS
Bm3HavaoThess  JICTY 4163-2020 «VYHiikoBaHa cuCTeMa OpraHi3aliiiHO -
posnopsauoi JoKkyMeHTarlii. Bumoru n1o odopmiatoBanHs gokymeHTiBy (mam - JICTY
4163-2020).

22. JIOKyMEHT TIOBUHEH MICTUTH OOOB'I3KOBI I TIEBHOTO MOro BHIY
PEKBI3UTH, IO PO3MIIIYIOTHCSI B YCTAaHOBJICHOMY MOPSIKY, & came: HaWMEHYBaHHS
YCTaHOBU - aBTOpa JOKYMEHTa, Ha3By BHUIY JOKyYMEHTa (KpiM JHCTIB), Aary,
pEECTpAIIMHIN 1HACKC JOKYMEHTA, 3aT0JIOBOK /IO TEKCTY, TEKCT, i IIHC.

[Tig yac miAroTOBKM Ta 0GOPMIICHHS TOKYMEHTIB MOXYTh 3aCTOCOBYBAaTHUCH HE
TIIBKM OOOB'A3KOBI, @ TAKOX I1HIN PEKBI3UTH, SKIIO II€ BIANOBIAAa€ MPU3HAYCHHIO
JTOKyMeHTa ab0 crioco0y MOTro OmpaIfoBaHHS.

23. 3 meTor0 miABUIIEHHA €()EeKTUBHOCTI Ta OMEPAaTUBHOCTI OpraHi3aii poooTu
3 JOKyMEHTaMH OJIHAKOBI 3a 3MICTOM JIOKYMEHTH MOXYTh OyTH YHI1()IKOBaHI1 IUISIXOM
po3po0IIeHHST TpadapeTHUX TEKCTIB, Kl BKIIOYAIOTHCS J10 30ipHUKA (aabOomy)
yH1(piKOBaHUX (TUMOBUX) (OPM JTOKYMEHTIB YHIBEPCUTETY.

24. B yHIBepCUTETI MAIJOBOJICTBO 3JIMCHIOETHCS JIEPKABHOK  MOBOIO.
JIOKYMEHTH CKJIaJalOThCSl JIEP’)KaBHOIO MOBOIO, KpiM BHITAIKiB, TependadeHux
3aKOHOJABCTBOM PO MOBHM B YKpaiHi. JJoKkyMeHTH, SKi HAACHUIAIOTHCS 1HO3EMHHUM
anpecaTtaMm, o(OPMITIOIOTHCS YKPATHCHKOI0O MOBOIO 200 MOBOIO JEpXaBH - ajipecara,
a00 OJHIEIO 3 MOB MI>KHAPOIHOTO CIILIKYBaHHSI.

ITyoaikanisi, inma ¢opma po3noBcOIxeHHs a00 mepeaadi TperiM ocodam
CJIy’KOOBHMX IOKYMEHTIB YHIBepPCUTETY A03BOJISIETHCH JIMIE 32 3r0AU peKTopa (y
pa3si iloro BiacyTHOCTI — Npo(iibHOrO NpopexkrTopa).
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25. OdopmieHHS JOKYMEHTIB, 10 BHUTOTOBIIIIOTBCS 3a  JOIMIOMOTOIO
IPYKYBAJIBHHUX 3aC001B, 3A1HCHIOETHCS BIIMOBITHO 0 BUMOT, 3a3HAYCHUX Y JTOJATKY
1.

OxpeMi BHYTpIIIHI JOKYMEHTU (3asBH, MOSCHIOBAILHI Ta JOIMOBITHI 3aMUCKH
TOII0), aBTOpPaMM SKHUX € TMOCaA0BI Ta I1HII (HI3UYHI OCOOH, JO3BOJSETHCS
0 OopMITIOBATH PYKOTIMCHUM CITIOCOOOM.

biaanku 10KymMeHTIB

26. OpranizamifHo-po3nopsaul  JOKYMEHTH O(OpMIIIOIOTECST Ha  OJlaHKax
YHIBEPCUTETY, 110 BUTOTOBJISIOTHCS 3T1IHO 3 BUMOTraMu 1ii€i IHCTpyKmii.

Jlns BUroTOBJIEHHS OJIaHKIB BUKOPUCTOBYIOTBCS apKylll mnamepy (opmary A4
(210 x 297 mimimetpiB) Ta A5 (210 x 148 minimeTpiB). J103BOJIEGHO BUKOPHUCTOBYBATH
onanku ¢dopmaty A3 (297 x 420 mimiMmerpiB) - ans opOpMIIEHHS NOKYMEHTIB Y
Burisial tabmuie 1 A6 (105 x 148 mimiMeTpiB) - s pe30IOMii (IOPYyYEHB).
CkiaiaHHA JOKYMEHTIB Ha namnepi J0BijILHOr0 (popMaTy He 103BOJISAETHCH.

braHku MTOKyMEHTIB MOBHHHI MaTH TaKi MoJist (MUTIMETPiB):

30 - miBe;

10 - mpage;

20 - BEpXHE Ta HUXKHE.

braHky KOXXHOTO BHJly BUTOTOBJISIOTBCSI HAa OCHOBI  KyTOBOro a0o
MO3/IOBXKHHOTO PO3MIIICHHS PEKBI3UTIB. PEKBI3UTH 3arojoBka PO3MILIYIOTHCS
IIEHTPOBAHUM (ITOYATOK 1 KiHEI[b KOXKHOTO PsiJIKa PEKBI3UTY OJHAKOBO BiIaJICHI Bi
MEX 30HHM PO3TAlllyBaHHS PEKBI3UTIB) a00 MparmopoBUM (KOKHHUH PSIOK PEKBI3UTY
MOYMHAETHCS BiJ] JIIBOT MEK1 30HH pO3TAIllyBaHHS PEKBI3UTIB) CIIOCOOOM.

27. B yHiBepcUTETI BUKOPHUCTOBYIOTh TaKl OJJAHKU JOKYMEHTIB:

3arajJbHUMN OJIAHK )11 CTBOPEHHS PI3HUX BHUJIB JOKYMEHTIB (0€3 3a3HAa4YCHHS y
0JIaHKy Ha3BU BUJy JOKYMEHTa) (40IaTOK 2);

OJIaHKHY JIs1 TUCTIB (moaaTku 3 14);

OJJaHK KOHKPETHOTO BHAY MOKyMeHTa (i3 3a3HAYCHHSIM Ha OJIAaHKY HAa3BH BUIY
JIOKyMEHTA) (10aTKu 5 1 6).

baanku, 1m0 MiCTATh PeKBI3UTH, BHKJAJAeHI IHO3€eMHOIO MOBOIO,
BUKOPHUCTOBYBATH B Me:KaxX YKPaiHU He PeKOMEHY€ThCS.

28. bnaHku JOKYMEHTIB MOBHHHI BUTOTOBJSITUCS JIPYKAPCHKUM CIOCOOOM Ha
O1710My Tanepi BUCOKOI AKOCTI (hapOaMu HACUYEHUX KOJIbOPIB.

3aexXHO BiJ XapakTepy AIsUIbHOCTI YHIBEPCUTETY 3a PIIICHHSIM peKTopa OJaHKH
MO>XKYTb BUTOTOBJISITUCH 32 JIONIOMOT00 KOMITFOTEPHOI TEXHIKU.

29. Buau OnaHKiB, 10 BUKOPHUCTOBYIOTHCS B YHIBEPCUTETi, Ta MOPAJIOK iX
00J1IKy BU3HAYaIOThCS 111€10 ITHCTpYyKIi€to.

OO0O0B's13k0OBOMY O0O0JIIKY MIJISATAIOTh MPOHYMEPOBAHI OJIAHKK YHIBEPCUTETY B
narepoBi Gpopmi.

[TopsinkoBi HOMEpPH MPOCTABISIOTHCS HyMEpPaTOpOM, APYKapChbKuM abo 1HIIHMM
crocoO0OM Ha HIDKHBOMY IIOJI 3BOPOTHOTO OOKy OnaHka a0o Ha JIIBOMY IIOJI
JUITLOBOTO OOKY Onanka. [[s1 00miky OaHKIB BUKOPUCTOBYETHCS KYpPHAT PEECTpAITii
BHJ1a4il 01aHKIB (101aTOK 7).
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Oco6u, K1 MEPCOHAIBHO BIJIMOBIIAI0OTH 3a 00JIiK, 30€piraHHs Ta BUKOPHUCTAHHS
OJIaHKIB, BHW3HAYAIOTHCA PEKTOPOM yHiBepcuTeTy (y pasi Horo BiICYyTHOCTI —
PO UTBHIM MPOPEKTOPOM ), TIPO 110 BUIAAETHCS POMOPSIIAIA TOKYMEHT.

30. Jlesxi BHyTpilIHI TOKYMEHTH (3asBH MpaIliBHUKIB, TOTIOBIAHI 3aIMCKH,
OKpeMi CIIy>KOOBI JIOBIJIKH TOIIO) Ta TOKYMEHTH, III0 CTBOPIOIOTHCS BiJI iIMEHI KIJTBKOX
yCTaHOB, 0()OPMITIOIOTHCS HE Ha OJTaHKaX.

OdopmiieHHs1 peKBI3UTIB JOKYMEHTIB

31. Ilig yac miATOTOBKU OpraHizaiiiHO-pO3MOPSAYNX JOKYMEHTIB IMpaIliBHUKH
yHIBEpCUTETY 0POopMIISIOTH iX 3 ypaxyBaHHsaM BuMor JICTY 4163-2020.

3o0pa:kenns Jlep:xxkaBHoro I'epda Ykpainu

32. 3o6paxenns JlepxkaBHoro I'epba VYkpaiHu po3MIIIyeThCsl Ha OJIaHKaX
JIOKyMEHTIB BIAMOBIAHO 70 TocTaHoBH BepxoBHoi Pamu Vkpainum Big 19 mrotoro
1992 p. Ne 2137-X11) «IIpo JlepxaBuuii rep0d Ykpainmy.

3o0paxenns [lepxxaBHoro ['epba YkpaiHu, po3MIIIy€e€ThCs HA BEPXHBOMY IO
OlaHKa 3 KyTOBHM pO3TalllyBaHHSM PEKBI3WTIB HAJ CEPEAMHOI0 HalMEHyBaHHS
YCTaHOBU, a Ha OJaHKaxX 13 MO3JOBXKHIM PO3TAIlyBaHHSIM PEKBI3UTIB - y LEHTPI
BepxHbOro Toyisi. Po3mip 300paxkenHs: Bucotra 17 wmimiMerpiB, ImupuHa - 12
MUTIMETPIB.

Komn

33. Kox yHiBepCUTETY MPOCTABISETHCS 3TITHO 3 CIUHUM JIEP)KaBHUM PEECTPOM
IIIPUEMCTB Ta opraizamii Ykpainu (€JIPIIOY).

Ha Omamkax s JUCTIB 3a3HAYEHWH KOJ PO3MINIYETHCS TICHS PEKBI3UTY
"JoBiAKOBI JaH1 IPO YHIBEPCUTET'".

34. Kox dopmu noxkymeHTa (3a HassBHOCTI) po3MimnyeThest 3riguo 3 JIKY I Burie
HA3BU BUY JOKyMEHTA.

Pimenns momo HeoOXimHOCTI (iKCyBaHHS KOAy (OpPMH JOKyMEHTa IpHiiMae
pexTop (y pasl HOro BiICYTHOCTI — NPOMIILHUI MPOPEKTOP) YHIBEPCUTETY OKPEMO
1010 KOXKHOTO BUY IOKYMEHTA.

HajliMmeHyBaHHSl YCTAHOBH

35. HaiiMeHyBaHHS YCTAaHOBH - aBTOpa JIOKyMEHTAa ITOBHHHE BiAMOBIIATH
HaliMEHYBaHHIO, 3a3HAY€HOMY B TMOJIOKEHH1 (CcTaTyTi) mpo HBoro. CkopodeHe
HalilMEHYBaHHS YHIBEPCUTETY BXXKHBAETHCS Y pasi, KOJIM BOHO OPIIiHHO 3adiKCOBAHO
B 3a3HauYeHUX JOKyMeHTax. CKOpoUYeHEe HaliMeHYBaHHS PO3MINTy€ThCs (Y dy’KKax ado
0€3 HUX) HIKYE MTOBHOTO OKPEMHUM PSIIIKOM Yy IIEHTP1 JOKYMEHTA.

HaiiMeHyBaHHS CTPYKTYpPHOTO MiIPO3AUTY YHIBEPCUTETY 3a3HAYAETHCS TOJI,
KOJI BOHH € aBTOpaMH JOKYMEHTA, 1 PO3MIIIY€EThCS HIDKYE HallMEHyBaHHS yCTaHOBH.
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JloBixkoBi 1aHi Npo yHiBepcHUTET

36. JloBiakOBI J[aHi MPO YCTAaHOBY MICTSTh: TIOIITOBY aapecy, HOMEpPH
TenedoHiB, TenedakciB, TEIEKCIB, PaXyHKIB y 0aHKY, aJpecy €JIeKTPOHHOI MOIITH,
aapecy BeO-caiity Tomio. J[oBImKOBI JaHI PO3MINIYIOTHCS HIDKYE HAaWMEHYBaHHS
YCTaHOBH 200 CTPYKTYPHOTO MIiAPO3ILITY.

PekBi3uTy momrToBOi ajpecu 3a3HAYaAIOThCS B TakKii MOCTIAOBHOCTI - Ha3Ba
BYJIWIII, HOMEp OyIWHKY, Ha3Ba HACEJIEHOTO MYHKTY, pailoHy, 00JACTi, TOMITOBHIA
iH1ekc: Byn. XKykoBcbkoro, 0ya. Ne 64, M. 3anopixoks, 69063.

Ha3Ba Buay 1o0kymeHrTa

37. Ha3Ba Buay JOKyMeHTa (HaKas, pO3IMOPSDKCHHS, PIIICHHS, IOIMOBIJIHA
3aMiCKa TOIIO) 3a3HAYA€ThCA HA 3arajJbHOMY OJIaHKYy JpPyKOBaHUM  YH
MaIIMHOIIMCHUM CITOCOOOM 1 IOBHMHHA BiANOBIIAaTH Ha3BaMm, nepeadadeanm JIKY /1.

JlaTta nokymeHTa

38. Yci cimyx00B1 JOKYMEHTH ITIJIATal0Th JaTyBaHHIO.

JlaToro mOKyMeHTa € BIAMOBIMHO JaTa HWOTO IMAMHUCAHHS, 3aTBEPKCHHS,
NpUIHATTS, peecTpamii abo BumanHsa. Jlata 3a3HadaeTbes apabCbkuMH mudpaMu B
OJIMH PSAIOK Yy Takii MOCTIAOBHOCTI: YMCJIO, Micslb, pik. Jlata odopmisieTbes
nudpoBuM ab0 cIOBEeCHO-IUPPOBUM crmocoboM. Y pas3i odopmiieHHS JaTu
UGPOBUM CIMOCOOOM YHCIIO 1 MICAIp MPOCTABISAIOTHCS JBOMA Mapamu U,
PO3IUIEGHUMH KPAINKOI; PiK - yoTUpMa nudpamMu, Kparnka HAMPHUKIHI{I HE CTaBUTHCSI.
Hanpuxaaa: 02.03.2020

VY TekcTax HOPMATHBHO-TIPABOBUX AKTIB Ta MOCUJIAHHSAX HA HUX 1 TOKYMEHTAX,
0 MICTATh BIAOMOCTI (PIHAHCOBOTO XapaKTepy, 3aCTOCOBYETHCS CIOBECHO-
1 poBHii cr1oci0O 3a3HAYCHHS AT 3 MPOCTABIITHHAM HYJIS B IIO3HAYCHH] JTHS MICSIIA,
SKIIO BiH MICTUTH OAHY mudpy, Hanpukaaa: 02 kBitas 2020 poky. Jlo3BonseTscs
B)KMBATH CIIOBO «PIK» Y CKOPOUEHOMY BapiaHTi «p.», HanmpukJjax: 02 ksitas 2020 p.

JlaTa mignucaHHS MPOCTABISIETHCS B JIIBIM BEPXHIN YaCTHHI JTOKYMEHTA pa3oM 3
1HJIEKCOM Ha CIeliaJbHO BIABEAECHOMY JUIS ITLOTO MICIl OJaHKy. SIKIIO JOKYMEHT
CKJIaJIcHO He Ha OJaHKy, JaTa 3a3Ha4aeTbCs HIDKYE MANMucy JiBopyd. Jlara
JOKYMEHTA TMPOCTABJSETHLCA IMMOCAA0BOK0 0C00010, fiKa HOro migmucye aoo
3aTBEPHAKY€E, B MOMEHT MiAMMCAHHA 200 3aTBEpP/I:KEeHHS.

O00B'SI3KOBOMY JATYBAHHIO | MIANMCAHHIO MiIJATAKOTH YCi CIOyKO00BI
BIIMITKH HA JOKYMEHTAaX, MOB'si3aHi 3 IX NPOXO/UKEHHAM Ta BHUKOHAHHAM
(pe3oJionii, MOro/:KeHHs1, BI3W, BIAMITKM NP0 BHKOHAHHA JOKYMEHTa |
HAIIPABJICHHS MOI0 10 CIIPABH).

Ha noxymenrti, BumanoMmy nBoMa abo OibIlle YCTaHOBAMHM, 3a3HAYAETHCS OJHA
JaTa, siKa BIJIITOBIIA€ 1aTi OCTAHHBOTO ITIJIIIHCY.
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PeecTpauiiinuii iHIeKC J0KYMEHTIB

39. Inmexcariis MTOKYMEHTIB TOJIATA€ y TPHUCBOEHHI IM yMOBHUX TO3HA4Y€Hb -
1HJICKCIB, SIK1 HaJIAIOTHCS JIOKYMEHTAM II1JT 9ac iX peecTparii.

Peectpamiiinuii 1HACKC CKJIAAA€THCS 3 TMOPSAKOBOTO HOMEpA JTOKyMEHTa ¥
MeXax TPYyNU JOKYMEHTIB, M0 PEECTPYIOTHCS, SKUW TOTOBHIOETHCSA 1HACKCAMU, IO
3aCTOCOBYIOTBCS B YCTaHOBI, 30KpeMa IHJEKCaMH 3a HOMEHKJIATypOIO CIpasB,
CTPYKTYPHOTO MiJIPO3/ILITy, KOPECIIOHICHTIB, MTOCA0BUX OCI0, SIKI pO3TJIAIaloTh abo
H1IUCYIOTh TOKYMEHT, BUKOHABIIIB, MUTaHb JAISJIBHOCTI SIKMX CTOCYETHCS JOKYMEHT,
TOIIIO.

Ck1a7ioB1 YaCTMHU PEECTPALIIHOTO 1HJEKCY BIIOKPEMIIIOIOTLCS OFHA BiJl OJIHOI
NpaBOOIYHOIO MOXWJIOK pUCKOIO. [lOCHiIOBHICTh HamMCaHHS CKJIAJIOBUX YacTHH
peecTpalifHoOro 1HAEKCY MOKE 3MIHIOBATHCS 3aJIeKHO BiJ] TOTO, SIKUH JOKYMEHT
PEECTPYETHCS, - BXITHAN YU TaKWH, IO CTBOPEHUI B YHIBEPCUTETI.

Hanpukaan: Bx 132/114 /32 Bux 32/01/234.

Y BHXIZHOTO JOKYMEHTa PEECTpAIliiHUN 1HIEKC MOXKE PO3MIILyBaTUCT ¥
3BOPOTHIN TIOCHIIOBHOCTI. B MOKyMeHTaX CTBOPEHHX B YHIBEPCHUTETI 1HJIEKC
PO3MIIIYETHCST BIAMOBIMHO N0 BXIJHUX JTOKYMEHTIB - IHJAEKC YyCTaHOBH, SIKii
HAIPaBJSETHCS JOKYMEHT, HOMEPY CTPYKTYPHOTO MiIPO3ALTY 1 MOPSIKOBOTO HOMEpa
peecTpallii BUXiTHUX JOKYMEHTIB 3 MOYATKy MMOTOYHOTO POKY, HampukJaaa: 34/114-
13/534 innexc ycraHoBu (Hampukiaa 34 — cyau, Ka3Ha4YeMCTBO), 1HAEKC CIpaBH 3a
HOMEHKIaTyporo (Hanpukiaa, 114-13) Ta mopsakoBui HOMEpP peecTpallli BUXITHUX
JIOKYMEHTIB (Hanpukian, 534).

JloxymeHTH 3 rpudoM «/JoKyMeHTH CiIy>KOOBOTO KOPUCTYBAHHS PEECTPYIOTHCS
OKpEeMO B KypHaJlax: «O0OJiKy JOKYMEHTIB Ta BuaaHb 3 rpudom «JCK» (BxigHUX;
BUXI1JIHMX) 1 MalOTh cCaMOCTIHY HyMepaiito (3rigHo [locranoru Kabinery MinicTpiB
VYkpainu Big 19.10.2016 p. Ne 736 ).

SKI0 MTOKYMEHT MiATOTOBJIEHO JIBOMA YU OUIbIIIE yCTAHOBaMH, PEECTpaIiitHui
IHIEKC BKIIIOYAE€ 1HACKCH KOXKHOI 3 IHMX YCTAaHOB, SKI TIPOCTABISIOTBCS depe3
npaBoOIUYHY TMOXWIYy PHUCKY B TOCTIAOBHOCTI, B SKIM JOKYMEHT MiJMHCAHO HOTO
aBTopamu (HampukJjaa: 41/68 - mis COiIbHUX PO3MOPSAYMX JOKYMEHTIB abo 03-
14/450/02-11/208 - myist CIUTBHAUX JIUCTIB).

Micue posTanryBaHHS PEECTPAIIHOrO 1HAEKCY Ha JOKYMEHTI 3alie)KUTh BiJ
BUJly OJlTaHKa Ta BUJly TOKYMEHTA.

IHocuiaHHs Ha peecTpaliiiHuil iIHAEKC i AaTy

40. Ins BUXITHUX JTOKYMEHTIB IOCHJIAHHS Ha PEECTpAIliMHUM 1HIEKC 1 Jary
JIOKYMEHTa BKJIIOYA€ B ce0e peecTpariiHuil iHeKC 1 JaTy TOro JOKyMEHTa, Ha SKHUM
naeThes BinmoBiab. Llel pekBi3UT € 000B'A3KOBUM 1 PO3TAIIOBYETHCSI HUXKYE a00 Ha
PiBHI PEECTPAIIHOTO 1HIAEKCY Y CHEIiaJbHO BIABEACHOMY MICIII Ha OJIaHKY.
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Miciie ckjiageHHs 200 BHIAAHHSA

41. BimomocTi mpo Miclle CKIaJeHHS a0o0 BHAAHHS 3a3HAYAIOTHCS Ha BCIX
JOKYMEHTaX, KpiM JIMCTIB. 3a3HA4eHl BIJIOMOCTI O(GOPMIISIIOTECS BIAMOBITHO IO
aJIMIHICTPATUBHO-TEPUTOPIAILHOTO TOMUTYy YKpaiam. SIKmo BioMoCTi  Tpo
reorpadivyHe MiCIIe3HaXOHKEHHS BXOIATH 10 HAMMEHYBaHHS YCTAaHOBH, 1M PEKBI3UT
HE 3a3HAYAETHCS.

I'pud oOmexxeHnHss nocrymy

42. TI'pud oOmexeHHs pgocTymy A0 JokyMeHTa («is — ciyx)OoBoro
KopuctyBaHHs», «TaemHO», «llimkoM TaemMHO», «OCOOIMBOI  BAKIMBOCTI»)
0hOPMIISIETHCA 3TAHO 3 BIAMOBIIHUMU HOPMATUBHUMHU aKTaMH 1 PO3TAIIOBYETHCS Y
MpaBiii 4YaCTUHI BEPXHHOTO TOJIA JOKYMEHTA BHUIIE PEKBI3UTY «Anpecat» abo «['pud
3aTBEPKESHHS.

Anpecar Ta 0cO0HCTe 3BEPHEHHS

43. JIokyMeHTH aapecylOThbCs YCTAaHOBI, 1i CTPYKTypHHM TMiapo3aiiamMm abo
KOHKPETHIM TOCafoBiii ocobi. Y pasi ampecyBaHHS JOKYMEHTa yCTaHOBI abo ii
CTPYKTYPHUM TIApO3aiiaM Oe3 3a3HaueHHs I0CaZoBoi ocoOum iX HaliMEeHyBaHHS
HABOJSATHCSA Y HA3UBHOMY BIJIMIHKY, HAITPUKJIIA:

I'os10BHE ynpaBJ/iiHHSI OCBITH |
HayKd 3anopizbkoi  00JacHOL
JAeprKaBHOI aaAMiHicTpauii

SIKIII0 TOKYMEHT HaJICUJIA€ThCs TTOCA0BIN 0c001, HAMMEHYBaHHS YCTAaHOBU Ta ii
CTPYKTYPHOTO MiApO3/Aily HABOJUTHCS Y HA3UBHOMY BIJIMIHKY, a IMOCaja 1 MPi3BUIIE
azpecarta - y JaBaJIbHOMY, HalpuKiai;

MinicTrepcTBO piHaHCIB
Binaia BHYTPilIHLOI0 KOHTPOJIIO
Ta AyAUTY

TI'osoBHOMY cneniagicTy
Baacue im's IIPI3BUIIE
Y pa3i KoJduM JOKYMEHT aJpecye€ThCcsi KEpIBHUKOBI yCcTaHOBHM abo #oro
3aCTYIHUKOBI, HAIMEHYBaHHSI YCTAHOBU BXOJAMThH JI0 CKJIaJy HaWMEHYBaHHS MOCAIU
ajzipecara, sikeé HaBOJIUTHCA Y 1aBaIbHOMY BIJIMIHKY, HAIIPUKJIA:
I'os0Bi depxaBHOI MUTHOI
CIIYKOH

Baacue im's IIPI3BUIIE
SKIO TOKYMEHT aJpecy€eThCsl KUTBKOM OJHOPITHUM 3a XapaKTePOM JIsTTBHOCTI
yCTaHOBaM, 3a3HAYAETLCS y3arajlbHEeHE HATMEHYBaHHS aJpecaTiB, HATPUKIIA;

[{enTpansHUM AEp)KaBHUM apXiBam
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JIOKyMEHT He TOBHHEH MaTH Oulbllle YOTUPbOX ajapecariB. CJI0BO «KOMIis»
nepea HallMeHyBaHHSM JPYTroro, TPEThOTO, YETBEPTOTO aapecaTiB HE CTAaBUTHCA. Y
pa3i HaJCWJIaHHS TOKYMEHTa OUIbIe HIXK YOTUPHOM aJpecaTtaM CKIATAEThCS CITUCOK
Ha PO3CHIIKY 13 3a3HAYCHHSIM Ha KO)KHOMY JIOKYMEHTI TUTBKH OJTHOTO ajpecara.

PexBizut «Agnpecar» Moxke BKItouatd aapecy. [lopsimok 1 ¢opma 3ammcy
BIJIOMOCTEH PO aJpecy yCTaHOBW MOBHWHHI BiamoBimatu [IpaBunam HamaHHS TOCITyT
nomToBOTrO 3B's3Ky. [loBHa aapeca 3a3HauvaeThCs B pa3l HAJACWIAHHS JOKYMEHTA
pPa30BUM KOPECIIOHICHTaM, HAPUKJIIA/:

MiHicTepcTBO KOCTHLIT

BYyJ. ['opogenskoro, 0ya. 13,
M. Kuis, 01001
VYV pa3i HajgcuinaHHS JOKyMeHTa (Gi3udHIA 0c001 CIOYaTKy 3a3HA4YaeThCs Y
JaBaJIbHOMY BIJIMIHKY BJIaCHE iM'sl Ta MPi3BUIIE, MOTIM MOIITOBA aJpeca, HAPUKIIAI;
Ouaexcanapy 'OHYAPYKY
ByJ. CypikoBa, O0ya. 3a, kB. 1,
M. Kuis, 03178
B pasi HagcumaHHS MTOKyMEHTa OpraHaM 3aKOHOJABYOi 1 BUKOHABUOI BIIAJIH,
MOCTITHUM KOPECMOHJICHTaM X TOIITOBA aapeca Ha JOKyMEHTaX He 3a3Ha4aeThes. Y
pa3l KoM JOKYMEHT aJpecye€ThbCs KOHKPETHIH 0co0i, y JIUCTI HIXKYEe aTpulyTa
«azpecaTy MOXe HaBOJAUTHUCH OCOOMCTE 3BEPTaHHS Y KIMYHOMY BIAMIHKY:
IIane (mani) BaachHe im’sa a6o Ilane (mani) [pizBuine
a0o
ITane (mani) mocajga ad0 3BaHHA
a0do
ITanoBe

Hanpuxnan:
ITIane Oaexciro IMani IBAHEHKO

Ilani nupexToOp I1aHe MOJIKOBHUKY

VY pasi #HeoOxigHOCTI mepen cimoBoMm «Ilane», «Ilani» abo «IlanoBe» Moxke
BUKOpHCTOBYBaTHCS clioBo «lllaHoBHMIT», «[1lanoBHAY» ab0 «IllaHOBHI» BiAMOBIIHO,
HaATPUKIIAT;

[Tanosna nani KOBAJIbCHKA

I'pud 3aTBepaKeHHA TOKYMEHTA

44. VY pa3zi notpedu JOKYMEHT 3aTBEPKYETHCS PEKTOPOM ab0 MPOPEKTOPOM, JI0
MOBHOBAXEHB SKOTO HAJIC)KUTh BUPIMICHHS MWTAaHb, HABEJICHUX Y I[bOMY JOKYMEHTI.
HopmaTtuBHO-ipaBOBI  akTH, BHUAaHI YHIBEpCUTETOM (TIOJIOKEHHS, 1HCTPYKIII,
CTaHJapTH, MIPaBUIIa, TOPSAKU TOLIO) 3aTBEPAKYIOTHCS HAKA30M PEKTOPA.

3aTBepKEHHS TIEBHUX BHUIIB JIOKYMEHTIB 3IIHCHIOETHCS 3 TIOCTABJICHHSIM
rpucdy 3aTBepmKeHHs (qonatok 10).
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SKIIO JOKYMEHT 3aTBEP/KYEThCSI KOHKPETHOI I0CaT0BOI0 0C00010, Tpud
3aTBepIKeHHs ckiamaeTrbes 13 ciaoBa «3ATBEP/DKYIOy», naliMeHyBaHHS ITOCaiu,
MiNUCy, BJIACHOTO 1M’ 1 mTpi3BUIIA OCOOHW, sIKa 3aTBepauiia JITOKYMEHT, JaTH
3aTBEPAKEHHS.

Hanpuxaan:

SATBEPIXYIO

Pextop HanioHaabHOIro yHiBepCcHTETY
«3anopizbka moJIiTexXHika»

mianuc, BjaacHe im’'s ta IIPI3BUIIE
Jara

Y pa3l Koo JOKYMEHT 3aTBEPUKYEThCS Haka3zoM, rpud 3aTBEepIKEHHS
ckianaerbes 13 cnoBa «3ATBEPJDKEHO», Ha3Bu BuUy [JAOKYMEHTa, SKUM
3aTBEPKYETHCSI CTBOPEHUHN JTOKYMEHT, Y HA3UBHOMY BIJIMIHKY 13 3a3Ha4Y€HHSIM HOTO
JaTH 1 HOMepa.

Hanpuxkaan:

3ATBEPI’)KEHO
Haka3 HanionajabHOro yHiBepcuTeTy
«3anopi3bka MmoJiTexHika»

12 Oepe3ns 2019 Ne 298
['pud 3aTBepmKEHHS PO3MINIYETHCS Y MPABOMY BEPXHBOMY KYTKY MEPIIOTrO
apKyIa JTOKyMeHTa.
VY pasi 3aTBep/KeHHs JOKYMEHTa KiJIbKOMa IIOCaJ0OBUMH oOcoOamMu Tpudu
3aTBEPKEHHS PO3TAIIOBYIOTHCSI HA OJTHOMY PiBH.

Pe3oaronis

45. Pesomroris - me 3poOJeHUN MOCAZOBOK OCO00I0 (PEKTOPOM, MEPIITUM
MPOPEKTOPOM,  MPOPEKTOpaMH, KEPIBHUKAMH  BIIOKPEMJIEHUX  CTPYKTYPHHUX
MiPO3AUTIB YHIBEPCUTETY) HANUC Ha JOKYMEHTi, SKUH MICTUTh CTHUCIUN 3MICT
MPUIHATOTO HEIO PIIICHHS 100 BUKOHAHHS JOKYMEHTA.

Peszomromisi Mae Taki OOOB'SI3KOBI  CKJIQJIOBI: TMpI3BHUINE, BJIacHE 1M's
BUKOHABL (BUKOHABIIIB) Yy JaBaJlbHOMY BIAMIHKY, 3MICT JOpPY4Y€HHS, CTpPOK
BUKOHAHHSI, 0OCOOMCTHI MAMKUC KePIBHUKA, J1aTa.

SKIO0  MOpydYeHHs HagaHO KiJIbKOM TOC3ZOBHUM 0c00aM, TOJIOBHUM
BUKOHABIIEM JOKYMEHTa € 3a3HaueHa INepIIor o0coba, sAKiii HamZaeThCs MPaBo
CKJIMKATH 1HIIUX BUKOHABIIIB.

CTBOpEHHSI HEKOHKPETHUX («IIPUCKOPUTHY, IOJIMIINTHY», «aKTUBI3yBaTH,
«3BEPHYTH yBary» TOIIO) 3a 3MiCTOM PE30JIIOIIiil HE Oy CKa€EThCSI.

Ha moxymeHTax i3 CTpOKaMHM BHUKOHAHHS, SKI HE MOTPEOYIOTh JOAATKOBHX
BKa31BOK, Y PE30JIIOIIT BU3HAYAIOTHCS BUKOHABEIh, TTIAUC aBTOPA PE3OIIIOITIT, AaTa.

Pe3oumortist mpocTaBiseThCst OE3MOCEPETHHO HA TOKYMEHTI HUXKYE PEKBIZUTY
«Anmpecat» mapajelbHO 0 OCHOBHOTO TEKCTy. SIKIIO MicHs 10 Pe30roIi
HEJOCTaTHbO, ii MOKHA MPOCTABJIATA HA BUIBHOMY BiJ TEKCTy MICILl y BEpXHIN
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YACTHHI MEPIIOi CTOPIHKK TOKYMEHTA 3 JIMIOBOI'0 OOKY, ajie He Ha IMOJIi JOKYMEHTa,
IPU3HAYEHOMY JTSI T IIIMBAHHSI.

3aroJiI0BOK 10 TEKCTY TOKYMEHTAa

46. 3aroioBOoK 10 TEKCTY (KOPOTKHM 3MICT) JAOKYMEHTa IIOBHHEH MICTHUTH
CTUCIHMI BUKJIAJ CYTI JOKYMEHTA. 3arojoBOK JI0 TEKCTy MOKyMEHTa (KOPOTKHIA
3MmicT), o0csar skoro mepeBuirye 150 3HaKkiB (M'STh PSAKIB), JO3BOJISIETHCS
MIPOJOBXKYBATH JI0 MEKi IpaBoro moiist. Kpamka B KiHIII 3aroJioBKa HE CTABUTHCSL.

3arojoBOK (KOPOTKUH 3MICT) BIAMOBIJIA€E HA MUTAHHS «IPO HI0?7», «KOTO?»,
«uoro?». Hanpuknan:

Haka3 (1mpo 1mo0?) Mpo HaJaHHS BiAMYCTKU;

JucT (TIpo 1107?) mpo OpraHizailiio Hapau, MPOTOKOoJ (4oro?) 3acigaHHs

aTecTaIllitHOT KOMICIi; mocazoBa IHCTPYKIIisl (KOro?) HavyaIbHUKA BiIILITY

CympoBiJiHI JUCTH, TOMOBIJHI Ta CIIy>KOOBI 3alMCKUA JO3BOJSETHCS CKIIAIATH
0e3 3aroyioBKa.

BigmiTka npo KOHTpoJIb

47. BigmiTka mpo KOHTPOJb O3HAYaA€, MO JOKYMEHT y3iTO HAa KOHTPOJb JJIS
3a0e3meueHHs 10ro BUKOHAHHS B YCTAHOBJICHUN CTPOK.

BingMiTka mpo KOHTPOIIb POOUTHCS IUIIXOM MPOCTaBieHHs iTepu «K» uu cioBa
«KonTposb» (Bii pyku a00 3 BUKOPUCTAHHSM IIITamIla) Ha JIIBOMY IOJII MEPIIOi
CTOPIHKM JIOKYMEHTA Ha PiBHI 3ar0JIOBKa JI0 TEKCTY.

VY pasi HeoOX1AHOCTI MOBEPHEHHS JJOKYMEHTA YCTaHOBI - aBTOPOB1 200 (p13uuHi
0co01 BIIMITKA TIPO B3STTSA HOTO Ha KOHTPOJIb MPOCTABISIETHCA HA OKPEMOMY apKyIIIi
JUISL PE3OJTIONTII.

TexkcT 10KyMeHTA

48. TekcT JOKyMeHTa MICTHTH 1H(pOpMAIio, s (IKCYBaHHS SIKOT HOro Oyiio
ctBopeHo. IHdopMmamis B TEKCTI JOKYMEHTa BHKJIANAETHCS CTHUCIO, TPaMOTHO,
3pO3yMLJIO Ta 00'€eKTUBHO. JIOKYMEHT HE MOBUHEH MICTHUTH MOBTOPIB, a TAKOX CIIB 1
3BOPOTIB, SIKI HE HECYTh 3MICTOBOrO HaBaHTakeHHs. [li7 yac ckiagaHHs JOKYMEHTIB
BXKUBAETHCS JIIOBUN CTUIIB, IJISl IKOTO XapaKTEPHUN HEUTpaIbHUN TOH BUKIJIAJCHHS,
1o30aBjieHUI 00pa3HOCTI, EMOIIMHOCTI Ta 1HAUBITyaIbHUX aBTOPCHKUX PHUC.

TekcT HOKyMeHTa MOBUHEH CTOCYBATHUCS TOTO MUTAHHS, siIke COPMYIIbOBAHE B
3aroJIOBKY JI0 TEKCTY.

TekcT mokyMeHTa ODOPMITIOETHCS y BUTIISII CYNUTBHOTO 3B'S3HOTO TEKCTY abo
aHKETH YM TaOJIHII, a00 IMUISXOM MOETHAHHS ITUX (GOpPM.

CyminpHu# 3B'SI3HUNA  TEKCT JOKYMEHTa MICTHTh TPaMAaTHYHO 1 JIOTIYHO
y3ro/pkeHy iHdopMalio mpo ymnpaBmiHChKl mii. Taka dbopma BHKIAIESHHS TEKCTY
JIOKyMEHTa BUKOPUCTOBYETHCS MM 4Yac CKJIAJaHHS TOJIOXKEHb, MOPSIKIB, MPABHII,
PO3MOPSITYUX TOKYMEHTIB 1 JIUCTIB.
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CyuuibHHM 3B'SI3HUN TEKCT, SIK IPABUJIO, CKJIAAE€ThCS 3 ABOX YaCTHH. Y MepIiii
(BCTyMHI#) 4YacTWHI 3a3HAYAETHCS MiACTaBa, OOTPYHTYBaHHS a00 MeTa CKIIaJICHHS
JOKYMEHTa, y JApyrid (3aKiIlodYHii) YacTHHI - BHUCHOBKH, IPOIO3HINI, PIIICHHS,
npoxaHHs. B okpeMux BUNajKax JOKYMEHT MOXKE IMICIIS BCTYITHOT YaCTMHHU MICTHTH
MOTHUBYBAJIbHY YaCTHUHY, B SIKIii OOTPYHTOBY€ETHCS IMO3HIIIS YCTAHOBH.

Y TekcTi NMOKyMEHTa, MIATOTOBJICHOTO BIAMOBIAHO 10 JTOKyMEHTIB IHIIHX
yCTaHOB a00 paHillle BHIAHUX JOKYMEHTIB, 3a3HAYalOThCS 1X PEKBI3UTH Yy TaKiii
MOCJIJIOBHOCTI: Ha3Ba BHUAY JOKyMEHTa, HallMEHyBaHHS YCTaHOBM - aBTOpa
JIOKYMEHTA, J1aTa, peecTpalliiHuii HOMEP, 3ar0JI0BOK /10 TEKCTY.

TekcTu CKIaAHUX 1 BEIMKHUX 3a 00CATOM JIOKYMEHTIB (TOJIOKEHHS, MpaBuUIa,
IHCTPYKIIii, OTJISAM, 3BITU TOIIO) MOAUISIIOTBCS HA PO3JUIH, MiJAPO3JLIN, IMyHKTH,
mianyHkTy. Po3aun 1, miaposain 1.1, myskr 1.1.1., manyskr 1.1.1.1.

B okpemux Bumagkax po3AUIM MOXYTh MNOAUIATHCS Ha TJIaBH, a TaKOX
HYMEPYBATHUCSI PUMCHKUMU T (DpaMHU.

dopMa aHKETH BUKOPHUCTOBYETHCA Yy pa3l BUKIAACHHS y mudpoBoMy abo
CIIOBECHOMY BHTJIsiAI 1HGOpMAIii mMpo OaWH O00'€KT 3a TEBHUM OOCSTOM O3HAaK.
[TocTiitHotO 1H(OpPMAITIEI0 B aHKETI € y3arajJbHEHI HaWMEHYBaHHS O3HAK, 32 SKUMHU
MIPOBOJIUTHCS OMUC 00’ €KTA, a 3MIHHOIO — KOHKPETHI XapaKTEPUCTHKH.

Tabmuuna ¢opMa JOKyMEHTa BHUKOPHCTOBYETHCS Yy pa3i BUKIAICHHI Y
muppoBoMy ab0 CIOBECHOMY BHUIJISAlL iH(pOpMalii mpo Kidbka 00'€KTIB 3a psAIOM
O3HaK. 3arojIOBKH Ipad TaOIHIl MULITYTHCS 3 BEJIMKOI JITEPH, 1J3ar0J0BKH - 3 MaJIO1
JITEepH, SKII0 BOHU CTAHOBJISATH OJIHE IIIJIe 13 3aroJIOBKOM, 1 3 BEJIMKOI - SIKIIO
M1/13ar0JI0BOK Ma€ CaMOCTIlHe 3HaueHHsI. Kpamnku B KiHIII 3aT'0JIOBKIB 1 TT17[3ar0JI0BKIB
rpa¢ He CTaBIATHCSA. 3arOJOBKM 1 Mi3arojoBku rpad Ta psAAKIB TaOIUIl TTOBUHHI
OyTH BHKJIAJeHI IMEHHHUKOM Yy HA3MBHOMY BIJIMIHKY OJIHUHHM. Y 3arojioBkax 1
M17[3aroJIOBKaxX psiKiB 1 rpad TaOauIll BXKUBAIOTHCS JIMILE 3araJIbHONPUNHATI YMOBHI
MO3HAYEHHSI 1 CKOpodeHHs. ['padu Tabmuii, sKi PO3MINIYIOTECA Ha KiJIBKOX
CTOpIHKaX, HyMepyloThcsa. Ha napyrii Ta HacTymHMX CTOpIHKax TaOwmin
3a3HAYAIOThCA HOMepHu Tpad, a TaKOXK y BEPXHBOMY IMPaBOMY KYTKY - CJIOBa
«ITponoBxeHHS JoAaTKAY.

BignoBiganbHICT, 3a 3MICT, SKICTh IIATOTOBKH Ta HaleXHE O(QOPMIICHHS
CIy’)kO0OBHX JTOKYMEHTIB ITOKJIaJIa€ThCS Ha OE3MOcepeHIX BHKOHABIB 1 0Ci0, sKi
BI3YIOTb JIOKyMEHT. Y pa3l BHUABICHHS JPYKapChbKUX TMOMUJIOK, MPOIIYCKIB,
HEJOTPUMAHHA MpaBW 11010 GOPMH MIATOTOBKUA JOKYMEHTA, BCTAHOBJICHHS 1HIIUX
nedexTiB, iX BUIIPABICHHS JIONMYCKAEThCS, K MpaBuio, Ha mamuHIll abo [TEOM, 6e3
OMapoOK BUKOHABIIEM.

BianoBiganpHICTh 32 3MICT Ta HajJeXHE 0(POPMIICHHS TOKYMEHTa, 110 BI3Y€EThCS
KUIbKOMa 0co0aMu, HECYTh OJHAKOBOIO MIPOIO YCI ITOCA0BI 0COOH.

BiagMiTkn npo HasiBHiCTh 10AaTKIB

49. JlomaTku A0 MAOKYMEHTIB, KpIM JOJATKIB JO CYNPOBIJHUX JIHCTIB,
CKJIQJIAI0ThCSI 3 METOIO JOMOBHEHHS, MOSCHEHHS OKPEMHUX MUTaHb JOKYMEHTa abo
JIOKyMEHTA B IIJIOMY.

JlonaTku 10 AOKYMEHTIB MOXKYTh OyTH TaKUX BUIIB:
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JOJIaTKH, 110 3aTBEPKYIOTHCS PO3MOPSIUMMH IOKYMEHTAMHU (ITOJIOKEHHS,

IHCTPYKIlii, TpaBWia, MOPSAKKA TOIIO); MOAATKH, IO JOMOBHIOIOTH Ta/abo
MOSICHIOIOTh  3MICT OCHOBHOTO JIOKyMEHTA; JOJATKH, IO HAJICHUIAIOThCA 13
CYTIPOBITHAM JIUCTOM.

Ha nonatkax, mo 3aTBEpIKYIOThCS PO3MOPSIUUMU JOKYMEHTaMH (TTOJIOKEHHS,
IHCTPYKIlli, TpaBuja, TOPSJIKH TOIO), TMPOCTABISEThCA TpUd 3aTBEPIKCHHS
BIANOBIAHO 10 MyHKTY 44 miei [HcTpykiii. ¥V BiIMOBIAHMX MYyHKTaxX pPO3MOPSIUOL
YACTUHH JIOKYMEHTa POOUTHCS MOCUIIAHHS: «ILI0 A0JAETHC» a00 «(101a€ThCS)».

Ha nomatkax 40 JIOKYMEHTIB, IO 3aTBEPIKYIOTHCS  PO3MOPSAYUMHU
JOKyMEHTaMH, pOOUTHCS BIMITKA Y BEPXHbOMY MPABOMY KYTKY IMEpPUIOTO apKylia
J0/1aTKa, HaPUKIIA;

Joxarok 6
o Incrpykuii
(myHkT 2.3.15)

Jlomatku mOBIKOBOTO 200 aHAITUYHOTO Xapaktepy (Tpadiku, cxemu, TabmuI,
CITUCKH TOIO) IO OCHOBHOTO JOKyMEHTa MOBHMHHI MAaTH BiIMITKY 3 TIOCHJIAHHSM Ha
e TOKYMEHT, HOro 1aTy 1 HOMep, HaIIPUKIIaI:

JlopaTox

10 HaKa3y

HaunionanbHOro yHiBepcurery
«3anopizbka moJiiTexHika»
20.03.2019p. Ne 295- O

VY TeKCTI OCHOBHOT'O JOKYMEHTa POOWTHCS BIIMITKA MPO HASBHICTH JOJATKIB:
«IO JTOAAETHCS», BT1IHO 3 I0JATKOM», «(10AaTOK 1)»; «BIAMOBIAHO A0 AOJATKA 2»
a00 «(auB. 10AaTOK 3)».

Jonatku opopMITIOIOThCS, K MPaBUiIO, HA CTaHAAPTHUX apKyliax mamnepy. Ha
JpYTid 1 HACTYyMHINA CTOpIHKAax moAaTKa poOWThCs Taka BiamiTka: «IIpomoBkeHHS
nonaTkay, «3akiHueHHs pojatka», «lIpomoBkeHHs momaTtka 1», «3akiHUCHHS
nonarka 1».

VY pasi HasSBHOCTI KUIBKOX JOJATKIB Ha HUX 3a3HAYAIOTHCS TMOPSIKOBI HOMEPH,
Hampukian: Jomarok 1, Homatoxk 2 Tomo. 3Hak «Ne»y mepen mudpoBuM
MO3HAYEHHSM HE CTAaBUTHCS.

Ha npomarkax 10 mMONOXEHb, TpaBWi, IHCTPYKIH TOMIO MPOCTABISIETHCS
BIJIMITKAa Y BEPXHbOMY IIPABOMY KYTI MEPIIOI CTOPIHKH J0JaTKa, Ka BKIIIOYA€ HOMED
J0/1aTKa, 3aroJOBOK HOPMAaTHBHO-NPABOBOIO AKTy Ta IMOCWIAHHS HA BIJMOBIJIHY
CTPYKTYPHY OIUHUIIIO.

JlonaTku  HOPMATHUBHO-MIPABOBOTO  XapakTepy  (MOJIOKEHHS,  1HCTPYKIII,
CTaHAApTHU, TMpaBWiIa, TMOPAIKH TOINO), WIO 3aTBEPJKYIOTHCA PO3MOPSIUUMHU
JNOKYMEHTaMH,  HIANUCYIOThCA  MPOPEKTOpaMHu, KEpPIBHUKAMU  CTPYKTYpPHHUX
MiPO3AUTIB YHIBEPCUTETY Ha JIUIIHOBOMY OOIIl OCTAHHBOTO apKylIlia T0AaTKa.

CTOpiHKH KOXXHOTO J0oAaTKa MarOTh CBOIO HyMepallito. Y KIHIN ITiJI TEKCTOM
JI0/TaTKa MPOCTABIISETHCS PUCKA, 1110 CBITYUTH PO HOTO 3aKiHYCHHS.

VYci mogatku 10 TOKYMEHTIB BI3YIOThCS MTPAIliIBHUKOM, SIKWUW CTBOPUB JIOKYMEHT,
Ta KEPIBHUKOM CTPYKTYPHOTO MIAPO3/LIY, B IKOMY HOTO CTBOPEHO.
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Jlonatku  HOPMATHUBHO-MIPABOBOTO  XapakTepy  (MOJIOKEHHS,  1HCTPYKIII,
CTaHAAPTH, TPABWIA, TOPSIKA TOIIO), IO 3aTBEPIKYIOTHCS PO3MOPSAIAMHU
JTOKyMEHTaMHU, MiIMACYIOThCSI KEPIBHUKAMU CTPYKTYPHHUX MIAPO3JIIIIB YCTAHOBH Ha
JUIIEOBOMY OOIli OCTAaHHBOT'O apKYIIIa JTOAaTKa.

VY pasi Koau J0MaTKH HAJACWIAIOTHCS 13 CYMPOBIIHUM JIMCTOM, BIAMITKA TIPO
HASIBHICTh TOJATKIB PO3MIIIYETHCS MICIS TEKCTY JINCTA TIEPE]T i IMUCOM.

SIKI0 TOKYMEHT Ma€ JO0JATOK, MOBHE HAMMEHYBAHHS SIKOTO HABOJUTHCS B MOTO
TEKCTI, BIIMITKA MMPO HAsSBHICTh LILOTO J0JIaTKa OPOPMITIOETHCSA 32 TaKOK (HOPMOIO:

JonaTok: Ha 7 apk. y 2 npuMm.

SO0 MOKYMEHT Ma€e JA0AaTKW, NMOBHE HallMEHYBaHHS SKHX Y TEKCTI He
HABOJIUTHCS, 1X HEOOXITHO MEPETIUMTH MICIAS TEKCTY 13 3a3HAYEHHSM KUIbKOCTI
CTOPIHOK y KOXXHOMY JIOJIATKY Ta KIJILKOCTI X MPUMIPHUKIB, HAITPUKIIA]T:

Honatkm: 1. JloBigka Npo BUKOHAHHS IJIAHY PO3BAHTAKYBAJIBLHHUX POOIT

3a 1 kBapraua 2019 p. Ha S apk. B 1 npum.
2. I'pagix pemonTHHX podiT Ha 1 kBapTaa 2019 p. Ha 3 apk. B 1
NnpuM.

SKIIo 10 TOKyMEHTA J0TA€ThCS IHIIWHA IOKYMEHT, SIKHMH Ma€ JOJIaTKH, BIAMITKY
PO HASBHICTH JA0JaTKa 0(hOPMIISIFOTh 32 TAKOIO (POPMOIO:

Honatok: auct YkpaepxapxiBy Big 20 BepecHst 2019 p. Ne 595/04-12 i
AOJATOK 10 HHOI'0, BCHOro Ha 20 apk. B 1 mpum.

VY pasi KoJiu TOKYMEHT MICTUTh OlIbIIe ACCATH JO0JIATKIB, CKJIAIa€ThCs OIMUC 13
3a3HAYECHHSAM Y JJOKYMEHTI TaKoi BIIMITKHU:

JoaaTok: 3rigHO 3 ONMUCOM Ha 3 apK.

Ko 0AAaTOK HAJCUIAEThCS HE 3a BCiMa 3a3HAYEHUMH B JOKYMEHTI
aZpecamu, BiIMITKA PO HASBHICTb JTOKYMEHTa O(POPMITFOETHCS 32 TaKOK (hOPMOIO:

JdoxaTok: Ha S apk. y 2 NpUM. HA NepIIy aapecy.

IHignuc

50. IlocamoBi ocobu YHIBepCHUTETYy MIAMKHCYIOTh JOKYMEHTH B MEXKax CBOIX
MOBHOBaXXEHb, BU3HAUeHNX y CTaTyTi YHIBEpCUTETY, MOJIOKEHHSIX PO CTPYKTYPHI
1 IPO3UTH, TOCAOBUX THCTPYKIIISAX, HAKa31 PO PO3MOILT 0O00B'SA3KIB MIXK PEKTOPOM
1 MPOpPEeKTOpaMu TOMIO. Y 3a3HAYEHUX JOKYMEHTAaX BU3HAYAETHCS TAKOXK MOPSIOK
MIMUCAaHHS TIOKYMEHTIB 1HIIMMH 0c00aMu y pa3i BIICYTHOCTI PEKTOpa Ta MOCag0BUX
0Ci10, sIK1 YIIOBHOBAXEHI1 X IIIMUCYBaTH.

JIOKyMEHTH, 10 HAJCHIAIOTHCS JI0 OPTaHiB JEp>KaBHOI BJIAAW, MiAMHUCYIOTHCS
pexkTopoM VYHiBepcUTETYy abo 3a HOTO JOPYYCHHSIM — TIEPIIUM TPOPEKTOPOM,
IPOPEKTOPaMH.

JIOKyMEHTH, IO HAACHIAIOTHCA MMiIAMPUEMCTBAM, YCTaHOBAaM, OpTraHi3allisM,
rpOMaJITHaM, ITiIMUCYIOTHCS PEKTOPOM Y HIBEPCUTETY 200 MPOPEKTOPAMH, TOJTIOBHUM
OyXxTanTepom, 3TiHO 3 PO3MOJIJIOM TOBHOBXEHH a00 KEPIBHUKAMH CTPYKTYPHHUX
I1IPO3/I1IiB BiIOBIIHO J0 iX IIOBHOBAXKEHb.

JlokyMeHTH, HaJIpyKOBaHI Ha OJIaHKy JHCTa YHIBEPCHTETY MIiAIHUCYE PEKTOP,
npopektopu, rojoBHuil Oyxranrep. Kepisauku BCII 3miiicHIOIOTh JTHCTYBaHHS 3
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BUKOPHCTAHHAM OJlaHKa JICTa CTPYKTYPHOTO Miapo3ainy. KepiBHUKH CTPYKTYpHHUX
1 IPO3AUTIB MOXKYTh BUKOPUCTOBYBATH HA JIUCTI KyTOBIH IIITaMII.

[Tignuc ckmamaeTbesi 3 HAWMEHYBAaHHS MOCQAM OCOOH, SKa MiAIUCY€E JOKYMEHT
(MOBHOTO — y pa3i, KoM JTOKYMEHT HaapYKOBaHWI HE Ha OJIaHKY, CKOPOUEHOTO — Y
pa3i, KOJIM JOKYMEHT HAaJAPYKOBaHWH Ha OJIAHKY), OCOOMCTOrO MiJMUCY, BIACHOTO
IMEHI 1 MPi13BUIIA, HAPUKIIAT;

Minictp ¢inancis nmignuc Baacue im's ITPI3BUIIE
a0o
Minictp mianmc Baacue im'ss IIPI3BUIIE

VY pasi HajcuiIaHHA JOKYMEHTa y mamnepoBid (opmi OJHOYACHO KUIBKOM
yCTaHOBaM TMIAMHUCYETHCS TIJIBKA OPUTIHAJ, KU 3aJIMIIAETHCSA y CIIPaBi YCTAaHOBH —
aBTOpa TaKOTro JOKYMEHTA, a Ha MICIlsl pO3CHJIAIOTHCS 3aCBiAUeHI KaHIEISIPieto HOro
KOITii.

JIOKyMEHTH MiAMUCYIOTHCS, SIK IPABHIIO, OJIHIEIO TTOCAA0BOI0 0c00010, a y pa3i,
KOJIM 3a 3MICT JOKYMEHTAa HECYTh BIAMOBINANBHICTh KiJbKa OCI0O (aKTH, (hiHaHCOBI
JIOKyMEHTH TOIIO), - TBOMA ab0 Olbie mocagoBuMu ocodbamu. [Ipu mpomy miamucu
IIOCAJIOBUX 0CI0 PO3MIIIYIOTHCS OJMH ITiI OJHUM BIIIOBIAHO JIO IMAMOPSIKOBAHOCTI
oci6. Hampukma:

PexTop mianuc Baache im'ss IIPI3BUIIE

I'osioBHMIA OyxraaTep mianmc Baache im’st IIPI3BUIIE

VY pa3i mianucaHHs CHUIBHOTO JOKYMEHTa KUIbKOMa oco0aMM, siKi 3aiiMaroTh
OJIHAKOB1 TOCAAM, 1X MIAMUCH PO3MIIIYIOThCSA Ha OJIHOMY PIBHI 1 CKPIIUIFOIOTHCS
NeYaTKaMH YCTaHOB, HATIPUKIIA;

MinicTp rocTumii MinicTp ¢pinancis
IHignmuc Baacue im'a ITPI3BUIIE nignuc Biaacue im’a IIPI3BUILE
BiIOMTOK rep00BOi NEeYaATKHU BiIOMTOK rep00BOI MEYATKH

JIOKyMEHTH KOJETiaIbHUX OPTaHiB MiAMUCYIOTh TOJIOBA KOJIETIaIbHOTO OpTraHy 1
ceKpeTap, HalmpuKIIaI;
I'os10Ba KoMicii mianuc Baacne im’ss IIPI3BUIE

Cexkperap komicii mianmc Baacue im'ss IIPI3BUIIE

VY pasi BiICYTHOCTI TTOCa0BOT 0COOU, HAMMEHYBaHHS TTOCAAH, MPI3BUIIE, BIACHE
IM'sl SIKOi 3a3HAYEHO Ha MPOEKTI JTOKYMEHTa, MOro mamnucye ocobda, 10 BUKOHYE il
000B's13KH, a00 11 3aCTYNMHHUK. Y TakoMmy pasi 00OB'S3KOBO 3a3HAYalOThCs (haKTUUHA
nocaja, BjacHe 1M’ 1 Mpi3BHUINE OCOOH, siKa MiJANHcana JOKYMEHT, MPU IbOMY
BUIPABJICHHS BHOCUTh PYKOMMCHUM CIIOCOOOM 0c00a, siKa MiANMKCY€E JOKYMEHT.

He momyckaerscs mig 4ac mignmucaHHS JTOKYMEHTA CTaBUTH MPUHMEHHUK «3a»
YU TpaBOOIYHY MOXWIY PUCKY TEepen HaiMEHYBaHHSIM Tocaau. Y pas3l 3aMillleHHS
KEepIBHUKA 3a HakKa3oM (PO3MOPSKEHHSM) 10 HAaWMEHYBAaHHS MOCaIu JOJAIOTHCS
cuMBOIM «B.0o.».

dakcuMiIbHE BIATBOPEHHS TMIAMUCY MOCAA0BOI OCOOM HA JOKYMEHTax He
JIOTTYCKA€ETHCS.
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VY pasi cTBOpEHHs yCTaHOBOIO JIOKYMEHTA y TarepoBiit ¢opmi 3a HAIBHOCTI JIs
IOTO OOIPYHTOBAHUX IMJCTaB JUIS iX TMOJANBIIOTO HAJACWIAHHS YyCTaHOBAM
CITY’>KOOF0 JIJIOBOJICTBA CTBOPIOETHCS B YCTAHOBJICHOMY TIOPSIKY €IEKTPOHHA KOIIis
MarepoBOro OPUTIHATY BIAMOBIAHOTO JOKYMEHTA, SKa HAJCHUJIAETHCS ajpecaram
Yepe3 CUCTEMY €JIEKTPOHHOI B3aEMOJIi1 OpraHiB BUKOHABYOI BJIAJIH.

Bi3u Ta rpud¢ nmoromxeHHst

51. TloromkeHHS IOKyMEHTa y pa3i MmoTpedW MoOKe 3MIIHCHIOBATHCS SK B
yHIBEepCcHUTETI (BHYTpIIIHE), TaK 1 3a HOro MeXaMu IHIIMMH 3aiHTEPECOBAHUMHU
yCTaHOBaMHU (30BHIIIIHE).

BayTpiniHe moro/pKeHHsT Oo(QOpMIIAIOTHCS HUISXOM IMPOCTaBISIHHS Bi3u. Biza
BKJIFOYAE: OCOOMCTHUM MIJANKC, BIACHE IM's 1 Mpi3BUILE OCOOM, SIKa BI3Y€E JOKYMEHT,
JaTy BI3yBaHHS 13 3a3HAYCHHSIM Yy pa3i MOTpeOu HaliMEHYBaHHS MOCA]U ITI€T 0COOH.

VY pasi HasSBHOCTI KUTBKOX Tpu(IB 3aTBEPHKEHHS 1 MOTOJDKEHHS (CXBaJCHHS)
JOKyMEHTa mepimuil Tpud IpyKyroTh 0€3 BIACTYITY BiJ MEXI JIIBOTO TOJS, APYTHA —
yepe3 100 MM BiJT MEXKi JIIBOTO TOJIA.

Biza mpocTaBisitoThecs Ha TUIBOBOMY ab0 B pasi, KOJW MICISI HAa JIMIIbOBOMY
OO0l OCTAaHHBOTO apKyIlla HEJIOCTATHHO, HA 3BOPOTHOMY OOIll OCTAaHHHOTO ApKYyIa
MPOEKTY JOKYMEHTAa. Bi3u MpPOCTaBISIOTBCS Ha TANEPOBUX NPUMIPHUKAX
JIOKYMEHTIB, III0 CTBOPIOIOTBCS Yy pa3l HAABHOCTI MiJCTaB, $KI BHU3HAIOTHCS
OOTPYHTOBAHUMHU JIJIs CTBOPEHHSI YHIBEPCUTETOM JIOKYMEHTIB y manepoBiii ¢popmi, Ta
3QJIMIIAIOTHCS B YHIBEPCUTETI

3ayBak€HHS 1 TIPOMO3HIIIT IO MPOEKTY JOKYMEHTA BHUKJIAIAOTHCA HA OKPEMOMY
apKy1IIi, Ipo 110 Ha MPOEKTI POOUTHCS BIJMOBIAHA BIIMITKA:

HavyajbHUK IOPUAMYHOTO BiIiTy
Hara mianuc Baache im'ss IIPI3BUIIE
3ayBaskeHHsI i MIPONMO3HUILiI 10AAK0THCSI

[Ipo HasiBHICTH 3ayBa)K€HHsI OOOB'SI3KOBO TOBIAOMIISIIOTH 0C001, sIKA MIiAIUCYE
JIOKyMEHT.

[IpoekT HOPMATUBHO-TIPABOBUX  AaKTiB, TMEPEBIPAIOTHCS  MPAIliBHUKAMHU
opuanaHoro Bigminy HY  «3amopizpka  momTEXHIKa» Ha  BIAINOBIIHICTH  1X
3aKOHO/IaBCTBY, MOTO/)KYIOThCSI HAYAJIbHUKOM IOPUAMYHOTO BIAMLTY, SIKMWA Bi3y€ yci
JIUCTU OPUTIHATIB JIOKYMEHTIB Ha 3BOPOTHOMY OOIll KOKHOTO apKyIlly 1 MIPOCTaBJIsi€
nevatky «OpuriHam).

Hakasu (po3nopsypkeHHs1) BI3YHOTBCS Ha 3BOPOTI  OCTAHHBOTO  apKYIIYy
JOKYMEHTY, 13 3a3HaU€HHSIM MOCaJI0BOT 0COOH, 32 YHIM IMOJAHHSIM TOTYETHCS MPOEKT
Hakazy (pO3MOpPSKEHHsI) Ta MOTOMKEHHSM 3aIliKaBICHUX IMOocagoBux ocid. [IpoekT
HaKa3y BHOCHUTh KEPIBHUK TIAPO3/iay, 10 KOMIICTCHIII SKOro Haka3z Mae
Oe3mocepeHe BITHOMIEHHS. SIKIIIO B TEKCTI MPOEKTY HAKa3y BKA3aHO MPI3BUIIE, IM S
Ta 10-0aTHKOBI, TO BOHU TOBUHHI OyTH 0€3 CKOPOUCHHS.

Haxka3u (po3mopspkeHHs) 3 OCHOBHOI MJISJIBHOCTI Ta aaMIHICTPAaTUBHO-
rOCTIOAPCHKUX MTUTAHb!

- TOJaHHA — BigHOBiZalbHA o0co0a, fAKa TOTyE€ IPOEKT  HAKazy

(po3nopsIKEeHHS );
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- TIOTOJDKEHHS - HauyaJIbHUK BIJITY KaJpiB, HAYAJbHUK OPUIUYHOTO BIJILITY,
IPOPEKTOPH,

y TOMY pa3i, KOJIM JOKYMEHT Ma€ (IHAHCOBHUM XapakTep, JO0 IOTOKCHHS
JOJIy9a€ThCsl Bi3a HaYalbHUKA IUIAHOBO-(IHAHCOBOTO BIAAUTy Ta TOJOBHOTO
Oyxraiarepa; y pa3l moTpeOM [0JdydaeTbcs Biza JekaHa (AKyJIbTETy, TOJOBH
PO CIIKOBOTO KOMITETY Ta 3aBIyI0YOT0 HAYKOBO-IOCIITHOO YaCTHHOIO.

Hakasu 3 kanpoBux nutanb (0COOOBOTO CKIIaAy) CIIBPOOITHUKIB Y HIBEPCUTETY:
MOJaHHS - 1HCIEKTOp BIAAUTY KaapiB a00 KEPIBHUK CTPYKTYPHOTO MiAPO3JALTY, J&
OyJI0 TIATOTOBAaHUN TPOEKT HAKaszy, MOTO/KEHHS - HayaJbHUK BUIIUTY KaJpiB,
HayaJbHUK TUTAHOBO-(pIHAHCOBOTO BIJLIY, TOJIOBHUH OyXraiarep, HadalbHUK
IOpUJIMYHOTO BIIALTY;

y TOMYy pa3i, KOJHM JOKYMEHT CTOCYEThCS HAYKOBUX CITIBPOOITHHUKIB, J10
TIOTOJKEHHS TOJTy9a€ThCs Bi3a MPOPEKTOpa 3 HAYKOBOI pOOOTH;

y pa3l MOTpeOM JOJMyYaeThCs Bi3a TOJIOBH MNPOMCHIIKOBOIO KOMITETY
CHIBPOOITHUKIB YHIBEPCUTETY

Hakasu 3 kaapoBux nutanb (0COO0OBOTO CKJIaly) BITYM3HSIHUX CTY/ICHTIB:

MOJTaHHS - AeKaH (PaKyIbTEeTy; MPOEKT HAKA3y TOTY€ HadaJIbHUK BiAUTY KaJapiB;
MOTOKCHHS - HaYaJIbHUK FOPUIMYHOTO BIJIUTY; V pa3i MATOTOBKY MPOEKTY HaKazy 3
(GiHaHCOBUX THTaHb, 10 TOTO/KEHHS JOJy4YaeThCA Bi3a HAaYalbHUKA IUIAHOBO-
(iHaHCOBOIO BiIiTY, TOJIOBHOTO OyXraiarepa; y pasi MiArOTOBKU MPOEKTY HAaKazy 3
BipaxyBaHHs Ta MOHOBJICHHS CTY/ICHTIB, MEPEBEICHHS CTY/IECHTIB, sIKIi HABUAIOTHCS
3a JIep)KaBHUM 3aMOBJICHHSM Ha HaBUaHHS 3a KOHTPAKTOM 3a PAaXyHOK KOIITIB
b13uyHUX (FOPUAMYHUX OCI0), MepeBeJACHHS CTYJICHTIB, K1 HABYAETHCSA 32 PaXyHOK
KOIITIB (p13UYHUX (FOPUAUIHHUX 0Ci0);

HaBYaHHS 3a JIEp>KaBHUM 3aMOBJICHHSM, 3aTBEP/KCHHs MPABWI BHYTPIIIHHOTO
PO3MOPSAAKY Ta MiSITBHOCTI CTYJCHTCHKUX MICTEUYOK Ta TYPTOKHUTKIB O TIOTOKEHHS
JIOJTY4a€ThCs Bi3a TOJIOBH OPTaHy CTYJICHTCHKOIO CaMOBPSIIYBAaHHS; y pa3i moTpedu
JIOJIy9a€ThCSI Bi3a TOJIOBU MTPO(PKOMY CTYJCHTIB Ta HAYAIbHUKA HABYAIHHOTO BIILTY.

Hakasu 3 xagpoBux muTaHb (0COOOBOTO CKJIady) I1HO3EMHHMX CTYJICHTIB:
MO/TaHHS - JIeKaH (PaKyIbTeTy MiATOTOBKHA 1IHO3EMHUX TPOMA/ISH;

MOTO/KCHHSI - HAYAJIbHUK IOPUIAMYHOTO BIIAUTY, TPOPEKTOp 3 HAYyKOBO-
NeJarorivHoi poboTu; y pasi MIATOTOBKM TPOEKTY HAKazy 3 BipaxyBaHHS Ta
MOHOBJICHHSI  CTYJIEHTIB, JIOJIy4a€ThCS Bi3a TOJOBU OpraHy CTYIEHTCHKOTO
CaMOBpSITyBaHHS .

Hakasu 3 kaapoBux muTaHb (0COOOBOr0 CKJIaJy) BITYM3HSHUX acHipaHTIB Ta
JIOKTOPAHTIB: TIOIaHHS — 3aBiAyBay acHipaHTypH;

MOTO/DKEHHS - HAYaJIbHUK FOPUIUYHOTO BTy, TPOPEKTOpP 3 HAYKOBO-
MeIaroriyHoi podoTH; y pasl MArOTOBKU MPOEKTY Haka3y 3 (DIHAHCOBUX MUTaHb, JI0
MOTO/KEHHsT JIOJyYa€eThCsl Bi3a HayajlbHUKA IJJAHOBO-()IHAHCOBOTO BUIAUTY Ta
TOJIOBHOT'O Oyxrajirepa.

Hakasu 3 xampoBux muTaHb (0COO0BOTO CKIaAy) 1HO3EMHHUX AacCIipaHTIB Ta
JIOKTOPAHTIB:

- TIOJIaHHS — 3aBiAyBad acipaHTypH;

- TIOTO/KCHHSI - HAYAJIbHUK IOPHIWYHOTO BIJIUTY; TPOPEKTOp 3 HAYKOBO-

NearoriyiHoi poooTH;
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y pa3i MArOTOBKH MPOEKTY Hakazy 3 (DiHAHCOBUX MHTaHb, JO TMOTOKEHHS
JOJIy9a€ThCsl Bi3a HaYaJIbHUKA IUIAHOBO-(IHAHCOBOTO BIAAUTy Ta TOJOBHOTO
Oyxrainrepa.

Jluctu YHIBEpPCUTETY BI3YIOTHCS BUKOHABIIEM HA JPYTrOMy NPHUMIPHHUKY JUCTa
011151 pexBi3UTy «BHKOHABEIIbY.

JloroBopH, KOHTPAKTH, YTOAW — Bi3yIOThCS HAa KOKHOMY apKyIlll IOPUIUIHUM
BIJUTIJIOM, Ha 3BOPOTHOMY OOIll OCTaHHBOTO AapKyIlla — HAYAILHUKOM ILIAHOBO-
(Gb1HAaHCOBOTO BIJJILTy, TOJOBHUM Oyxraiarepom, (axiBiueMm BUIAUTY Aep>KaBHUX
3aKyIliBeJIb, KEPIBHUKOM CTPYKTYPHOTO MiAPO3JILITY.

JIOKyMEeHT Ha BI3yBaHHS TMOC3JOBUM 0c0o0aM YHIBEpCUTETYy HaJae TOH
TiAPO3/IiT, SKHA TOTYBaB MPOEKT IIbOTO JTOKYMEHTY.

[Ticnst mianmucaHHs HaKa3y KEPIBHUIITBOM BHUIIPABJICHHS HE JO3BOJISIOTHCA.

3a 3MICT JOKyMEHTa, SKHH BI3yeThCAd KIJIbKOMa o0co0aMH, Takl 0coOu
BIJIMTOBIIAI0ThH 3T1THO 3 KOMIETEHITIETO.

30BHINIHE TIOTO/DKCHHSI TPOEKTIB  JIOKYMEHTIB  O(OPMIISIETHCSA  IIISTXOM
MOCTaBJICHHS Ha HHUX Tpudy TMOTO/DKEHHS, SKAW BKIOYaE B cede CIOBO
«IIOI'OXKEHO», mnHaliMeHyBaHHA IIOcaid OCOOM Ta YCTaHOBH, 3 SKOIO
MIOTOJIKYETHCS MPOEKT JOKYMEHTAa, OCOOMCTUI MIAMUC ITOCaI0BOI 0COOH, CKPITUICHUI
repOOBOIO IIEYATKOIO, BJIACHE IM's, Mpi3BHINE 1 JaTy ab0 Ha3By JOKYMEHTa, IO
HiATBEPHKY€ MOTOKEHHS, HOT0 aTy 1 Homep (1HAEKC), HampUKIa:
MNOTro’KEHO
MinicTp rocTumii
Hignuc Baacue im's ITPI3BUIIE
Jlara

MNOro’>KEHO

IIpoToko. 3acinanus

LleHTpaabHOI eKCNIEPTHO-TIEPEBIPHOL
Kowmicii YkpaepxapxiBy

Jara Ne

['pud moromkeHHsT CTaBUTHCSA HIDKYE MIAMUCY HA OCTAHHIN CTOPIHIN MPOEKTY
JIOKyMEHTA.

VY pa3l Komd 3MICT JOKYMEHTa CTOCYETbCSl OLfbIlle€ HIK TpPbOX YCTaHOB,
CKJIaJIA€ThCS apKYIII MOTOJKEHHS, MPO 110 POOUTHCS BIAMITKA Y JTOKYMEHT1 Ha MiCIll
rpudy MOTOKCHHS, HAIIPHUKJIAT;

APpKyIII TOTOKEHHS T0AA€ThCS

ApKyII TOTO/DKEHHS O(OPMITIOETHCS Ha IJMIBOBOMY Ta y pasi MmoTpeou
3BOPOTHOMY OOI11 OJTHOTO apKyIlia 3a Takow (HOPMOIO:

APKYUI IIOI'OJ’)KEHHSA

Ha3Ba npoekTy 10KyMeHTa

HajimenyBaHHs mocaau mianmuc Baacue im’a IIPI3BUILE
JlaTa
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30BHIIIHE TMOTOUKEHHS Yy pa3l MoTpeOH, BHU3HAYEHOI 3aKOHOAABCTBOM,
3MIIACHIOETHCST B TaKii MOCIIIOBHOCTI: YCTAHOBU OJHAKOTO PIBHS Ta 1HII YCTAHOBH,
IrPOMaJIChKiI OpraHizallii; opraHu, SKi 31HCHIOIOTh JACPKABHUNM KOHTPOJb B IICBHIN
ctepi; yCTAaHOBH BUIIIOTO PiBHS.

CTpok MiX JAaTO0 30BHINTHLOTO TOTO/IKEHHS MMPOEKTY HOPMATHUBHO-

MIPaBOBOTO aKTy, KWW MiIJIIrae ACep)KaBHIM peecTpairii, 1 JaTOK TPUAHSITTS
TaKOT'0 aKTy He MOBUHEH MepeBuIllyBatu 60 IHIB.

BinouToKk meyarku

52. Ha nokyMeHTax, 110 3aCBIAYYIOTh MpaBa I'POMAJsH 1 IOPUIUIHUX OCI0, Ha
AKUX (IKCYeThCsl (haKT BUTpPATH TPOIIOBUX KOIITIB 1 MPOBEACHHS omeparii 3
MaTepiaIbHUMHU IIHHOCTSIMH, MIJANUC MOCaJ0BOi (BIAMOBIAaILHOT) oco0u (pekTopa,
MEPIIOTO TMPOPEKTOpa, IHIIUX MPOPEKTOPIB, IO BU3HAUCHI OKPEMHM HaKa30M
PEKTOpa YHIBEPCUTETY) CKPITUTIOETHCS TEPOOBOIO MIEUYATKOKO YHIBEPCHUTETY.

['epboBa TmeuaTka CTaBUTHCA TAaKOXX HA CTaTyTaxX (MOJOXKEHHSAX) YyCTaHOB
(miapo3aiiiB), yromax (J0roBopax), OCBIAYCHHSIX, JOPYICHHSIX.

['epOOBOIO MEUATKOIO CKPIMITIOITHCS MIAMUCH PEKTOPA, MEPIIOTro MPOPEKTOpa,
IHIIMX TPOPEKTOPIB, IO BU3HAYEHI OKPEMHM HAKa30M pEKTOpa YHIBEPCHUTETY,
BUEHOTO CEKpeTaps YHIBEPCHUTETY Ha BIIMOBITHUX JOKYMEHTaX, MMATOTOBIICHUX Ta
0(OpMJIEHUX 3T1IHO 3 BAMOTaMHU YHHHOTO 3aKOHOJJaBCTBA.

[lepenik 1HIIMX JOKYMEHTIB, MIAMUCH Ha SKUX HEOOXIJHO CKPITUIFOBATH
repOOBOI0  TMEYATKOK, BHU3HAYAETHCSA PEKTOPOM  YHIBEPCUTETY Ha  IIiJICTaBl
HOPMAaTUBHO-NPABOBUX aKTIB Ta MPUMIPHOTO MEPEIIIKY JOKYMEHTIB, MIAMUCH HA SIKUX
CKPITUTIOIOTHCS TepOOBOIO NIEYaTKO0, B 11 IHCTPYKIT (101aTOK 8).

Bigbutok mnedaTkyd, Ha SKiM 3a3HAY€HO HaWMEHYBaHHS YCTaHOBM a0o ii
CTPYKTYPHOro Tipo3aiay (0e3 300pakeHHs repOa), CTaBUTHCS TaKOXK Ha KOIISX
JIOKYMEHTIB, 1[0 HAJCWJIAIOTHCS B 1HII YCTAaHOBH, Ta HA PO3MHOXXEHUX MPUMIPHUKAX
PO3MOPSTUUX TOKYMEHTIB Y pa3i PO3CHIIaHHS.

BinOuTok medaTku CTaBUTHLCS TAKMM YHMHOM, IIOO BiH OXOILIIOBAB OCTaHHI
KiIbKa JIiTep HaliMeHYBaHHSI MOCaAu OCOOM, sKa MiJANMUCcaTa JOKyMEHT, aje He
miAnuc mocaaoBoi 0co0u, a00 HA OKpeMO BHAJIEHOMY JJs UbLOro Micmi 3
BigmMiTKoI0 «MID>.

Hakazom (po3nopsiIzKeHHSIM) pEKTOpa YHIBEPCUTETY BU3HAYAETHCS MOPSIAOK
BUKOPHUCTaHHs, Micie 30epiraHHss TepOoOBOi me4yaTku 1 TocajoBa oco0a,
BI/IMOBIaIbHA 34 i1 30epiraHHs, a TaKOXK MepesiiK 0ci0, MIAMUCH SKUX CKPITUTIOIOTHCS
repOOBOIO MEYATKOIO.

BiagmiTka nmpo 3acBig4eHHs KOMiil JOKYMEHTIB
53. J103BOJIIETHCA 3ACBiIYYBATH JIMIIE Ti JOKYMEHTH, 10 CTBOPIOKTHCHA

(cTBopeHi) y caMoMy YyHiBepcHTeTi, a TaKO0X y BHIAJAKaX, NnepegdadeHNX B
a03aui IpyromMy Hboro myHKTY.
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Kormist ToKkyMeHTa BUTOTOBIISIETBCS 1 BHIAETHCA TUIBKH 3 JA03BOJIY PEeKTOpa
YHiBepCUTETY, MEPHIOr0 MNPOPEKTOPa, NPOPEKTOPiB, BYEHOI0 CeKpeTaps
YHiBepcUTETY 200 KEPiBHMKA BiIOKPEMJIEHOT0 CTPYKTYPHOIO MiAPO3aiay.

VY pasi miAroTOBKM MOKYMEHTIB /IS HAJaHHS CYJOBHM OpraHam, IIiJT 4ac
BHUPIIICHHS MUTaHb 00 MPUUHATTSA IPOMAASH Ha poOOTYy, HaBYAHHS, 3aCBIIUCHHS
iX TpyJOBHX, JKUTJIOBUX Ta IHIIMX MPAB Y B3aEMOBITHOCHHAX 3 YCTAHOBOIO, a TAKOXK
mig yac (opMyBaHHSI 0COOOBUX CIPAB MPAILIBHUKIB YHIBEPCUTET MOKE BUTOTOBIISITU
KOITi JOKYMEHTIB, BUJIaHUX IHIIMMH yCTaHOBaMHM (KOII1 JMIUIOMIB, CBIJOIITBA PO
0JIEp>KaHHS OCBITH TOIIIO).

Kormisi 1OKyMeHTY BIiATBOPIOEThCS Ha OJIaHKY YHIBEPCHUTETY 1 3aCBIAUY€ETHCS
MIJMUCOM  CIIY>)KO0BOT 0COOM, SKa MIATBEPIKYE BIAMOBIAHICT, 3MICTYy KoMl
OpUT1HAJIOBI Ta BIATIOBITHOIO MEYATKO0. SIKIO KOMis JOKYMEHTY BUTOTOBJISETHCS HE
Ha OJaHKy, TIpU 3HATTI (DOTOKOIMII Ma€e MOBHICTIO BIATBOPIOBATHCS TEKCT OJlaHKa
OpHUTiHaTYy.

Komii 1g0KyMeHTIB BHAAIOThCSA TIUIBKK BiIaijioM IiJI0BOACTBa, Biaaijiom
KaJpiB, Oyxrajrepiero i apxiBoMm yHiBepcHTeTY.

Bigmitka «Komis» MpoCTaBIsSI€ThCS Ha JHIILOBOMY OOINl Y BEPXHBOMY IIPAaBOMY
KYyTKY TIEPIIIOTO apKyIia TOKyMEHTa.

Hamuc mnpo 3acBigueHHS JOKYMEHTAa CKJIAHA€Thes 13  CHiB  «3rigHo 3
OpUTiHAJIOM», HaMEHYBaHHs IMOCaau, OCOOMCTOrO MIJAMUCY OCOOH, sIKa 3acBiAUYE
KOITit0, 11 1HiIiamiB (iHimiaxy iIMeH1) Ta MPi3BUIIA 1 TPOCTABIISETHCSI HIKUE PEKBI3UTY
nokymenTa «I[ligmucy, HanmpuKIas:
3r1IHO 3 OPUTIHAJIOM
HauanbHuK BiAJIUTY A1IOBOJICTBA (mgmuc)  Oner [TPUMMEHKO
ara

Hanuc npo 3acBiguyeHHsI Komil CKPIILUIIOETHCS MEYATKOIO 13 3a3HAYEHHSM Ha
Hi HalilMEHYBaHHS BIJIIIOBIIHOI YCTaHOBH (0e3 300paskeHHs rep6a) ado IeyaTKoro
CTPYKTYPHOTO MiAPO3iTy (BIAILTY MIJIOBOJICTBA, BIIILITY KaJpiB) YHIBEPCUTETY.

Ha xomisix BUXITHUX JOKYMEHTIB, IO 3aJUIIAIOTHECS Y CIpaBaxX YHIBEPCHUTETY,
TEKCT OJIaHKIB HE BIATBOPIOETHCS, a 3a3HAYAETHCS JIMIIIC JIaTa MiAIMHUCAHHSI JOKyMEHTa
Ta HOT0 pPeECTpAIliiHUM 1HICKC, TTocaga 0COOH, sIKa 3acBIIUniIa KOII0, 1 0cOOMCTHIH
TIJIITUC, 1aTa 3aCBITYCHHS Ta BIAOUTOK IMEYATKH CITy>KOU J1JIOBOJICTBA, HANPUKJIA:

Jara, iHAeKC

PexTop Bnacue im's ITPI3BUIIE
3r1IHO 3 OPUTIHAJIOM

HavanpHuk Biaai1y A1I0BOICTBA (migmac)  Omer IIPUMMEHKO
BiJIOMTOK TICYATKH CITY>KOM IUTOBOICTBA

JlaTa
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SIKII0 KOsl TOKYMEHTa MEePECUIIAEThCs A0 1HIIUX OpraHizaliil 4u BUIA€ThCS Ha
PYKH, TO KPIM MIIMKACY TPO 3aBIPsIHHS, POCTABISETHCS BIIOUTOK TIEYATKH.

Komiss nmoxymeHTa NOBMHHA BIJNOBIIATH OpWTiHATY Ta BigoOpa)kaTu yci
BUIIPABJICHHS, 3pO0JICHI B OpUTIHAII.

BinmMiTKu Ipo cTBOpPeHHSI, TEePMiHM BUKOHAHHS JOKYMEHTA, HASIBHICTH
HOr0 B eJIeKTPOHHIH (opMi Ta HAAXOAKEHHS /10 YCTAHOBH

54. KoHTposib 3a BUKOHAaHHAM 3aBJlaHb, BH3HAYEHUX 3aKOHAMM YKpaiHW,
noctaHoBamMu BepxoBHoi Pagu VYkpainu, aktamu ta gopyuyeHHsmu IIpesumenta
Vkpainu, pimennsmu KaOinety MinicTpiB Ykpainu Ta gopydeHHsamu I[Ipem’ep-
Minictpa Ykpainu, Hakazamu MOH Ykpainu 311HCHIOE€TBCS 3T1HO 3 TEPMIHAMM.

TepmiHu BUKOHAHHSI OCHOBHUX JIOKYMEHTIB:

54.1. Axtu Ilpesunenta Ykpainu — y pasi, konu B akTi [Ipesunenta Ykpainu
CTPOK BUKOHAHHS 3aBJaHHS HE BU3HAYCHO, HOTO BUKOHAHHS 3[IHCHIOETHCS TIPOTATOM
30 kaneHgapHUX JHIB 3 IaTH HAOpaHHS YAHHOCTI ITUM aKTOM.

54.2. 3amuT HApPOJHOTO JemyTara YKpaiHM — HE Mm3HIOe HIK Yy
I’ ITHATISATHACHHUN CTPOK 3 JTHS HOTO HAJXO/KEHHS a00 B 1HIIMKA YCTAaHOBJICHHIM
BepxoBHoro Pamoro VYkpainm crpok. 3amur jgemyrara MicIeBOi pagd — B

YCTAaHOBJICHHM 3a3HaueHOw Panoro crpok. SKmo 3anuT HApOAHOTO JemyTrara
Vkpainu (aenmyTtata MICLIEBOI paad) 3 OO0 €KTMBHUX NPUYMH HE MOXe OyTu
PO3IMIISIHYTO B YCTaHOBJIEHUHN CTPOK, HAJACWIAETHCS BIAMOBIIHO 10 3aKOHY MUCHMOBE
MOBIJJOMJICHHSI Cy0’€KTaM BHECEHHSI 3aITUTY.

54.3. 3BepHEHHS HAPOJHOTO JAenyTaTa YKpaiHu (JemyTaTa MICIIEBOI pajau) —
npotsroM He Ounbine sk 10 AHIB 3 AHSA HaIXOKEHHSA. Y paszi HEMOXKJIMBOCTI
pO3IIISIly 3BEpPHEHHSI HAPOJHOTO JieryTaTa YKpaiHu (JemyTara MICLIEBOi paju) B
YCTAaHOBJICHWA CTPOK HMOMY TOBIIOMIISIIOTH TPO 1€ OQIIIAHUM JIUCTOM 13
3a3HAYCHHSIM TPUYUH TPOJOBKEHHS CTPOKYy po3risigy. CTpok — po3risiay
JEMyTaTChKOTO 3BEPHEHHS 3 YpaxyBaHHSIM CTPOKY TIPOJOBXKECHHS HE MOXKE
nepesunryBaT 30 THIB 3 MOMEHTY WOTO HAXOKEHHSI.

54.4. Pimenns KaGinery MinicTpiB YKpaiHu 1010 JOOMpPAIIOBaHHS MPOEKTIB
HOPMATUBHO-TIPABOBUX aKTiB — 70 10 JHIB TIiCHs pPO3TISAy TPOEKTY aKTy Ha
3aciganHi Kabinety MiHicTpiB YKpaiHu (SIKIIO HE BCTAHOBIEHO 1HIIHMMA CTPOK).

54.5. TlocranoBu Ta BucHOBKM Kouerii PaxyHkoBoi mamatu — 15 gHIB 3 JHS
peectpanii JOKyMEHTa B YCTAHOBI (SKIIO IHIIMHA CTPOK HE BCTAHOBJICHO Y
JIOKYMEHT1).

54.6. IloromxenHs npoekTiB akTiB KabGinety MiHiCTpiB YKpaiHU yCTaHOBaMH,
SKUM 1[I IPOEKTU HATICTAHO JJIsl PO3IJISIAY, - Y CTPOK, YCTAHOBJIEHUN iX TOJOBHUMU
PO3pOOHUKAMU.

54.7. TlomanHs mpPOKypopa 3 BUMOraMU LIOJAO YCYHEHHS MOPYIIEHb 3aKOHY,
OPUYMH Ta YMOB, IO CIPUSUIM, TPUTITHEHHS 0cCi0 10 mepeadadeHol 3aKOHOM
BIIMOBIAANBHOCTI, BIAIIKOAYBAaHHS IIKOJIHW, CKACyBaHHSI HOPMAaTHBHO-IIPABOBOTO
aKTy, OKpEMHUX HMOTro YacTHMH a00 MPHUBEACHHS WOT0 y BIAMOBIMHICTH 13 3aKOHOM,
IMPUIIMHECHHS HE3aKOHHHUX Ji 9u OC3/IsVIBHICTh ITOCAIOBUX 1 CIYKOOBHX OCI0 — y
BU3HAYCHHUI MPOKYPOPOM CTPOK, IO OOYMCITIOETHCS 3 JTHS HAJAXOKCHHS MOJaHHS.
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[TocTaHoBa MpoOKypopa Mpo 1HILIFOBAHHS NPUTATHEHHS OCOOU J0 aAMIHICTPATHUBHOI
BIJIMOBIIAJILHOCTI — y NECATUICHHUN CTPOK 3 JHS 1 HAIXOJDKEHHS, SIKIO IHIIE HE
BCTAHOBJICHO 3aKOHOM.

54.8. 3anut Ha myOmiuyHy iH(pOpMAIiO BiJ (GI3MYHOI, HOPUAMYHOT 0CO0H,
00’emHaHHSA TpoMaasH Oe3 cTaTycy OPHUAWYHOI 0COOHM, KpIM CyO’€KTIB BIIQJHHUX
MOBHOBAXEHbB (Z1aJIi - 3aMMTyBay), Ta HAJAHHS BiAMOBIAI HA 3amUT Ha iHMOPMAITiIO0 —
He O1IbIIe I’ SITH POOOYMX JHIB B JHS HAIXOHKEHHS 3amuTy. Y pasi KOJM 3aluT Ha
iH(dopMallito crocyeTbes 1HGOpMaIllii, HEOOXITHOT JJIs 3aXHUCTY JKUTTS YU CBOOOJU
ocoOM, MPO CTaH JOBKULIA, SAKICTh NPOJAYKTIB 1 MPEIMETiB IMOoOyTy, aBapii,
katactpodu, HeOe3neyH1 NMPUPOAH] SABHUIA Ta 1HII HAI3BUYAKHI MOAII, IO CTAJIUCS
a00 MOXYTh CTAaTHCh 1 3arpoXKyrOTh Oe€3Meli IrpoMajisH, BIAMOBIIb MOBHHHA OYyTH
HaJlaHa He MI3HIIIe HIXK TPOTAroM 48 TOJMH 3 THS HAaJXOJKEHHS 3auTy. Y pa3l KOJIu
3alIUT CTOCYETHCSI BEIIMKOTO 00cAry 1H(opmarlii abo norpelye momyky iHpopmariii
cepe 3HaYHOI KUTBKOCTI JaHWX, PO3MOPSIIHUK 1H(POpMaIlii MOKe TPOJOBXKHUTH CTPOK
po3risany 3amuty 10 20 pobounx AHIB 3 OOIPYHTYBAHHSM TaKOTO MpoaoBxkeHHs. [Ipo
MIPOJIOBXKEHHSI CTPOKY PO3MOPSAMHUK 1H(GOpMAIl TMOBIIOMISE 3alMUTyBadyy B
NUCHMOBIM  (GopMi HE TMi3HINIE HDK MPOTATOM TII'STH POOOYMX JHIB 3 JIHS
HAJIXO/DKCHHS 3amuTy. BiACTpoueHHS B 3aJ0BOJICHHI 3amUTy Ha 1H(GOPMAIIIO
JOTYCKAEThCS B pa3i, KOJW 3aMHWTyBaHa iHQOpMAIls HE MOXKe OyTH HajmaHa Jis
O3HAllOMJICHHS B TependadeHi CTPOKH Yy pa3l HAaCTaHHS OOCTaBUH HemepeOOpHOi
cuiM. PimieHHs mpo BiICTPOYEHHS TOBOAUTHCS J0 BIAOMA 3amUTyBava y MUCHMOBIM
dbopmi 3 po3’ICHEHHSIM MOPAJIKY OCKapKEHHS IPUMHITOTO PIIICHHS.

54.9. 3BepHEHHS TpoMaJsiH — He OuUIbllle OJHOTO Micsld BiA AHA IX
HAJXOJDKEHHS, a Ti, SIKI HE MOTPeOYIOTh OJIaTKOBOTO BUBYEHHS, - HEBIJKIIAHO, aje
He mi3Hime 15 aHIB Bif JHA iX HAJAXOHKEHHS. SIKIIO y MICSAYHUN CTPOK BUPIIIUTH
NOPYUIEHHS! Y 3BEPHEHHI MHUTAHHS HEMOXKJIMBO, KEPIBHUK YCTaHOBU abo ioro
3aCTYITHUK BCTAHOBIIOIOTh HEOOXIAHWN CTPOK IS WOTO pO3MVISiAy, PO IO
MOBIJOMJISIFOTE  0C001, fKa TMojayiia 3BepHEHHA. [Ipu 1bOMy 3arajJbHUN CTPOK
BUPIIIEHHS TUTaHb, TOPYIICHUX y 3BEPHEHHI, HE MOXKE IEPEBUIITyBaTH 45 IHIB.

54.10. JIuctu-mopydeHHS 1 JIMCTU-3aMUTH YCTAHOB BHINOTO PIBHA — [0
3a3HAYEHOTO B HUX CTPOKY.

54.11. Tenerpamu, B SKHX TMOPYUIYIOTBCS THWTAaHHS, W0 TMOTPEOYIOTH
TEPMIHOBOT'O BUPIILIEHHS, - IO IBOX AHIB, pemTa — npotsirom 10 gHiB.

[Ipi3Bullle mpalliBHUKA, SIKUM CTBOPUB JOKYMEHT, 1 HOMEp MOro ciy>k00BOTro
TenedOoHy 3a3HaYal0ThCs Ha JIMIIbOBOMY 0011l B HUKHBOMY JIIBOMY KYTKY OCTaHHBOTO
apKyIla JOKyMEHTa, HAPUKJIA/:

[Tetpenko Bacuib 256 23 29
a00 y BHYTPILIHIX JJOKYMEHTaX

[Terpenko 256 23 29
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VY pasi notpedu HIKYE 3a3HAYAIOTHCS UMD IPYKAPKU (CKIATAETHCS 3 MEePIINX
JiTep IMEH1 Ta Mpi3BUILA), KIIBKICTh BIJAPYKOBAHUX MPUMIPHUKIB, 1aTa APYyKyBaHHS,
HANIPUKJIAL:

[Terpenko 256 23 29
JIH 3 16.03.2013

VY nmpoueci BUKOHAaHHS JOKyMEHTa BHUKOHABLEM Yy pEeECTpalliiiHiil KapTii
NEPIOAMYHO BIAMIYAETHCS X1J] BUKOHAHHS JOPYYEHHS, a MO 3aKiHYeHHI poOOTH
ohopMIISIETBCA BIJIMITKA MPO BUKOHAHHS, aHAJOTIYHA TIW, IO pOOUTHCA Ha
JIOKYMEHTI TIpH HaIlpaBJICHHI HOTO y CTIpaBy.

[Ticnst 3aBepiIeHHsT pOOOTH 3 JOKYMEHTOM IMPOCTABIIIETHCS BiIMITKA MPO HOTO
BUKOHAHHS. BigMmiTka po BUKOHAHHS JTOKYMEHTa CBITYHUTH MPO Te, MO0 pOOOTY HaA
JOKYMEHTOM 3aBEpIIEHO 1 HWOTO MOXKHa IOJYYHTH A0 CHOpaBH. BimMiTka Moxe
MiCTUTH ciioBa «Jlo cripaBw», HOMEp CHpaBH, MOCHIAHHS Ha JIATy 1 peecTpamiiHuii
1HJIEKC JTOKYMEHTA, SIKHH 3aCBi9y€ HOro BUKOHAHHS, HAMMEHYBaHHS ITOCAJIH, ITiIIHC
1 ;mary. SIkimo JDoKyMeHT He moTpeOye MMChbMOBOI BiAIOBIJII, 3a3HAYAIOTHCS KOPOTKI
BIJIOMOCTI Mpo BUKOHAHHSA. Ilimmmc 1 gaTy BIAMITKH MPOCTAaBIISA€ MPAIiBHHUK, SKUN
CTBOPHB JOKYMEHT, a00 KEPIBHUK CTPYKTYPHOTO MiIPpO3AiTy. 3a3HAUYEHUN PEKBI3HUT
IOPOCTAaBJSIETHCA Bl PYKH Y JIIBOMY KYTKY HH)KHBOTO TOJII Ha JIMLBOBOMY OOIIi
MEPIIOTO APKYIIa, HANPUKJIAA:

Jo cnipaBu Ne 03-10 o crpaBu Ne 05-19
JIuct-BignoBias Bix 20.05.2011 [TuTaHHs BUPIMIEHO MO3UTUBHO ITi]T
Ne 03-10/01/802 gac TejaedOHHOT PO3MOBH
04.03.2011

1ocajia, miJaInuc, 1HIIaIn 1ocajia, miJInuc, 1H1aan

(iHimian iMeH1), mpi3BUIIE (iHimian iMeHi), mpi3BUIIE
21.05.2011 05.03.2011

BiamiTka mpo HasBHICTH KOIIii JOKYMEHTA B €JEKTPOHHIN (OpPMI MICTUTH TOBHE
iM's (aiimy 1 Horo micme 30epiraHHs, KOJ OIlepaTropa Ta IHINI TOIIyKOBI JaHi.
BigmiTka cTaBUTHCS Ha MUIILOBOMY OOIll Y IIEHTPI HIDKHBOTO TIOJIS TIEPIIIOTO apKyIa
nokymeHTa, Hanpukiaan: c:/viddil/proekt/2011/instr _1.doc

BiamiTka mpo HagXOMKEHHS TOKYMEHTA IO YCTAHOBH MPOCTABIISETHCS BiJl PYKH
a00 3a JOMOMOTr0I0 ITamIa (I0AaToK 9), aBTOMAaTUYHOTO HyMEPAaTOpa Ha JIUIILOBOMY
MOJIi y TIPaBOMY KYTKY HH)KHBOTO TOJISI TIEPIIOTO apKylla OpPUTIHAIY JOKyMEHTA.
EnemMenTamMu 3a3Haue€HOr0 pEKBI3UTY € CKOpPOYeHE HalMEHyBaHHS YCTAHOBH -
oJIep)KyBada JIOKYMEHTa, peeCcTpalliiHui 1HAeKe, Aata (y pas3l moTpedu - roauHa 1
XBWJIMHU) HAIXOKEHHS JIOKyMEHTa. Y pa3i 3acTOCyBaHHS aBTOMAaTH30BaHOI
CUCTEMH peecTpallii 3a3HaueHa iHpopMarlisi HAHOCUTHCS 3a JOMOMOTO0 ITPUX-KOTY.

SKIO KOPECTIOHJEHIliI HE PO3KPUBAETHCA, BIAMITKA TPO HAIXOKEHHS
JIOKyMEHTA TIPOCTABIISIETHCS HA KOHBEpPTaX (yIaKyBaHHSIX).

VY pasi HaaxXOKEHHS 30pOITypOBaHUX JOKYMEHTIB Pa3oM 13 CYNPOBIIHUM
JUCTOM BIMITKA CTaBUTHCS HA CYMPOBIIHOMY JIUCTI.
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V pasi KoM yCcTaHOBa - aBTOP AOKyMEHTa MoJa€ CaykO0i AII0OBOJACTBA TOKYMEHT
pa3oM 3 HOro KOmi€r, Ha KOMii JOKyMEHTa, IO MMOBEPTAETHCS YCTaHOBI - aBTOPOBI,
pPEECTPALIIMHAN ITAMIT HE TTPOCTABIISIETHCA.

3anuc npo aep:kaBHY peecTpaniio

55. 3ammc mpo AepKaBHY PEECTpaIliio POOUTHCS HA HOPMATHBHO-TIPABOBUX
aKTaX yCTAaHOB, BKJIIOYCHHX O ECIWMHOTO AEpKABHOTO PEECTPY HOPMATHUBHO-
IPABOBHX aKTiB y BIJIMOBIAHUX OpTraHaxX IOCTHUIll B yCTAHOBICHOMY 3aKOHOJIaBCTBOM
HOPSTIKY.

Ha mepiiii cTopiHili HOpMAaTUBHO-TIPABOBOTO aKTy JJI MIPOCTABICHHS BIAMITKH
Ipo JIEp’KaBHY peecTpallito nmopuHHe OyTu BuUibHE Micre (60 x 100 mimimerpiB) y
BEPXHBbOMY MTPABOMY KyTKY IicIIsi HOMEpa aKTy 4H Mmiciisi Tpudy 3aTBEPIKSHHS.

CkyaeHHs1 1esIKMX BUAIB IOKYMEHTIB
Haxa3su (po3nopsiizkeHHs1)

56. Haxka3m (po3MOpSDKEHHS) BUIAIOTHCS SIK  PINICHHS OpraHi3aiiiHo-
PO3MOPSAYOTO YN HOPMATUBHO-IIPABOBOI'O XapaKTepy. 3a 3MICTOM YNpPaBIIHCHKOT i

HaKa3W BHUIAIOTBCS 3 OCHOBHUX TMHTaHb JiSUTBHOCTI  YHIBEpPCHUTETY,
aJMIHICTPATUBHO-TOCIIOAPCHKUX, KAJAPOBUX 1 IO CTyJACHTaX Ta (iIHAHCOBUX NMUTAHb,
BIJIPSAJKEHb, TUCIUTUTIHAPHUX.

[TpoexTn HakaziB, PO3MOPSIKEHb Ta IHCTPYKTHUBHUX JIMCTIB YHIBEPCUTETY
TOTYIOTHCSA 1 PO3POOJISIFOTHCS BIIMOBAHUMU IT1IPO3/IIJIAMH.

[IpoexTn Haka3iB, PO3MOPSIKEHb CKIAJAIOTh Ha TIJACTaBl PETEIBHOTO 1
BCEOIYHOTO BUBYEHHS MOPYLICHUX y HUX MUTaHb. [Ipomo3uiii y mpoekTax Hakasis,
PO3MOPSKEHb MOBUHHI OyTH KOHKPETHUMHU 1 PETENIbHUMH, BIANOBIIATH YMHHOMY
3aKOHOJIAaBCTBY, 3a0€3eUyBaTUCS HEOOXITHIMHU MaTepiabHO-TEXHIYHUMU 3aC00aMu
1 G1HAHCYBAHHSIM.

[Ipu ckiagaHHI TEKCTYy TMPOEKTY Haka3y, pO3MOPSIKEHHS HEOoOX1THO
JOTPUMYBATUCh HACTYITHUX MPABUI:

-TPOMO3UIlil, IO MICTITbCS B TMPOEKTAX HaKa3iB, pO3MOPAIKEHb
HEOOX1/THO y3ro/DKyBaTH 3 paHillle BUJAAaHUMHU TOKyMEHTaMHU 3 IIbOTO MUTAHHS,
11100 YHUKHYTH TTOBTOPIB a00 CYyNepeuHOCTEH;

-TIp¥ HEOOXiTHOCTI BKa3yBaTH JOKYMEHTH, IO BHABAJUCS 3 THTAaHb
BUCBITJICHUX Y TIPOEKTI HaKazy, PO3MOPSIKEHHS a00 OKpeMi IMyHKTH IHX
JIOKYMEHTIB, SIKi TTIOBUHHI OyTH BiMIHEH1 Yd 3MIHEHI y 3B’A3KY 13 BHUXOJOM
HaKazy, pO3MOPSKEHHsI 200 IHCTPYKTHBHOTO JINCTA;

-BU3HAYaTH pealibHl TEPMIHM BUKOHAHHS Ta KOHKPETHMX BUKOHABIIIB
3aX0JliB, TMepeAdadeHHX Yy Hakas3aX, PO3MOPSIKEHHSAX Ta I1HCTPYKTUBHUX
JUCTAX;

-BKa3yBaTl MiIPO3AUT 1 TOCAmOBY o0CO0y, Ha SKy TOKJIaJa€ThCs
3araJlbHUN KOHTPOJIb 32 BUKOHAHHAM JJOKYMEHTA.
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[TpoexTn Haka3ziB (pO3MOPSAIHKEHb) 3 OCHOBHOI MisJIBHOCTI, aJIMiHICTPaTHBHO-
TOCTIOAPCHKUX THUTaHb TOTYIOTHCSA 1 MOMAIOTHCS CTPYKTYPHHMH IMAPO3IiIIaMHU 3a
JOPYYCHHIM PEKTOpa YHIBEPCUTETY UM 3a BIACHOIO 1HIIIATUBOIO.

IIpoexkTH Haka3iB (PO3MOPS/IKeHb) 3 KAIPOBUX NMUTAHb i M0 cTyaAeHTax (TIpo
MPUIHATTS Ha poOOTY, 3BUTLHEHHS, HATaHHS BIJIYCTKH, BIIPSIIKCHHS, 3apaxyBaHHsI,
NIepEeBEJICHHS, BiApaxyBaHHs, TIOHOBJIEHHS, 3MIHY TPI3BHUIA TOIIO) TOTYE KaJApoOBa
cay:k0a Ha MmiJaCcTaBl JOMOBIJHUX 3alHMCOK KEPIBHUKIB CTPYKTYPHHUX MiAPO3ALIIB,
3as1B MPaIliBHUKIB, TPYAOBUX JIOTOBOPIB Ta 1HIIKX JOKYMEHTIB.

[IpoexT Haka3iB (pO3MOPSKEHb) 3 OCHOBHOI JISIBHOCTI, aJAMIHICTPATHUBHO-
rOCIOJIAPCHKUX MUTAHb Ta JOJATKHA O HUX Bi3yIOTHCS MPAIliBHUKOM, SIKHW CTBOPUB
JOKYMEHT, KEpiBHUKOM CTPYKTYpHOTO TIiApO3/Aily, B SKOMY WOTO CTBOPEHO,
MOCaJ0BUMH 0CO0aMU, SIKI BU3SHAUEHI Y MPOEKTI TOKyMEHTA K BUKOHABII 3aBJaHb,
o0 MICTITCA B HBOMY, YIOBHOBa)XKEHUM BIIMOBIJAIBHUM 32 peali3alliio
AHTUKOPYNIIAHOI MPOrpaMu YHIBEPCUTETY, IHIIMMH IOCAJOBUMHU 0CO0aMH, SIKUX
CTOCYETHCS JJOKYMEHT.

[TpoexTn HaKa3iB (PO3MOPSIKEHB) 3 KaIPOBUX MUTaHb (0COOOBOTO CKIIATY) 1 TIO
CTYJICHTaxX BI3yIOThCS MPAIlIBHUKOM KaJpPOBOi CIIykOW, SIKW CTBOPUB JOKYMEHT, Ta
HOTO KEpIBHMKOM, a TAaKOXX YIOBHOBRXCHUM BIAMOBIJATHPHUM 32 peati3alliio
AHTHUKOPYMITIHHOT MPOTpaMU YHIBEPCUTETY, KEPIBHUKOM OYyXTalTepPCHKOi CITy»KOWH,
THIITUMU TIOCAIOBUMH 0CO0AMH, IKUX CTOCYETHCS JTOKYMEHT.

[IpoexTn Haka3ziB, PO3MOPSIHKEHb, MOCTAHOB, PIlI€Hb, IHCTPYKIIH Ta 1HIIHUX
JIOKYMEHTIB 00OB’SI3KOBO NepeBipsilOTbCS  CHiBPOOITHUKAMHU  IOPUAUYHOTO
BiIlyly yHiBepcHTETY HAa MpeaMeT BIANMOBIAHOCTI IX BHMOraM YHMHHOIO
3aKOHOJABCTBA, BI3YIOTbCS HAaYaJIbHMKOM KOPHIHYHOrO0 Bilgily Ta Ha
3BOPOTHOMY OOIli KOXXHOTO apKylla MpOCTaBisiETbes ImTaMin «OpuriHamy i Bi3H
HAYAJIbHUKA IOPUIAMYHOTO BiIiTYy.

IIpoekTn Haka3iB (PO3MOPS/I:KEHb), W0 HAAAKTLCA IS MNiANUCAHHA
PEKTOPOM YHIiBEPCUTETY, BIi3yHOThCH MNEPIIMM MPOPEKTOPOM i MpopeKTopamMu
BiIMOBITHO /10 po3noAlTy QyHKIiIOHAJIBLHUX 000B'A3KIB.

VYV pa3i HEoOXIZHOCTI MPOBEICHHS OIIHKH 3MICTY Ta JOIIJILHOCTI BHIAHHS
Haka3y (PO3MOPSIHKEHHS) 3/IINCHIOETHCS 30BHITITHE TTOTOKEHHS TTPOEKTY JTOKYMEHTa
3 IHIIAMHA 3a1HTEPECOBAHNMH YCTAaHOBAMH.

Sx11o B mporieci MOroKEHHS 10 MPOEKTY Hakazy (PO3MOPSIKEHHS) BHOCSITHCS
ICTOTH1 3M1HH, BiH MiUISTa€ MOBTOPHOMY ITOTOJIPKEHHIO.

Haxkasu (po3nopsiizkeHHs1) MiINMUCYIOThCSI PEKTOPOM YHIBEpPCUTETY, a 'y pa3i
HOTr0 BiICYTHOCTI - MOCAI0BOI0 0CO0010, AKA BUKOHYE Or0 000B'SI3KH.

Iicas mipnucaHHsa Hakady (po3NOPSiIKEeHHs1) 3MiHH /10 HbOT0 BHOCATBLCS
JIMIIIE IIJIIXOM BHIAHHSI HOBOTO HaKa3y (Po3MOPsi/IKeHHs) PO BHECEHHS 3MiH.

Hakaz (po3nopsikeHHs1) ohopMiIsieTbess Ha OlaHKy Hakaszy (pO3MOpSIKEHHS)
(momatok 5, 6). 3MicT HaKa3y (PO3MOPSIKEHHS ) KOPOTKO BUKJIAJAETHCS B 3ar0JIOBKY,
SKUW TOYMHAEThCS 3 mpuiiMeHHuka «lIpo» 1 ckmamaeTecs 3a JTOMOMOTOIO
BimmiecniBHoro iMennuka («[Ipo 3artBepmkenHs...», «lIpo BBemenHs...», «llpo
CTBOpPEHHS...») a00 imenHuka («IIpo migcymkn...», «IIpo 3axonmu...»).
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Texcr Haka3zy (po3NMOPSKeHHS)) 3 TNHUTAHb OCHOBHOI JislIbHOCTI
YHIBEepCUTETY Ta 3 AJAMiHICTPATHBHO-TOCHOJAAPCHKUX NMHUTAHb CKJIAJAETHCH 3
JABOX YACTHH - KOHCTATYI0401 (peaM0yJin) i po3nopsayoi.

Y KoHcTaTywUiil 4acTHHI 3a3HAYAKOTHLCHA MiJCTaBa, OOIPYHTYBaHHS a0o
MeTa BMJAHHSI Haka3dy. 3a3HayeHa 4YacTHMHA Moxke NoyuHaTucs i3 caiB «Ha
BUKOHAHH», «3 METOK» TOIIO0. SIKIIO JOKYMEHT BHJIA€THCA Ha TMIACTaBl 1HIIOTO
pPO3MOPSITIOTO JTOKYMEHTA, Y KOHCTAaTyOYill YacTHHI 3a3HAYarOThCS Ha3Ba BUIY
OTO JIOKyMEHTa, HOro amTop, JaTa, Homep Ta 3arojioBoKk. Kpamka B kiHubi
KOHCTATYIH4Y0i YACTHUHHU He CTABUTHCH.

Posnopsiiua dactuHa Hakazy mnoumHaeThes 13 cioBa «HAKA3YIO»,
posnopskeHHs: Moxe mnounHatucs 13 cliB «30BOB'A3YIO», ske npykyerscs 3
HOBOT'O PsAJIKa BEJIMKUMH JIIT€paMH O0€3 BIACTYMY BiJ JIIBOTO MOJIs 1 JIAMOK, MICTS YOTO
CTaBUTHCS [JIBOKpamnka (BIIOKPEMIIIOIOTHCS BiJ] TMOMEPEAHBOTO Ta TMOCIHITYIOYOro
TEKCTIB 2 MDKPSAIKOBUMHU IHTEpBajlaMH, IPYKYIOTbCS BEIUKMMHU JiTepamMu 0Oe3
BIACTYIly BIA MeXl JiBoro Oepera (Bil HYJBOBOTO TIOJIOKEHHS TaOyssITOpa)
HE3aJIC)KHO BiJ] TOBHOTHU MOTIEPETHHOTO PSAKA).

Posnopsigua yacTuHa MOMUISAETHCA HA MYyHKTH 1 MIAMYHKTH, SIKI HYMEPYIOTHCS
apaOcbkumMu 1dpamMu. Y KOXKHOMY IyHKTI MOBHHHI OyTH 3a3Ha4yeHi BUKOHABIII
(CTpYKTYpHI Tigpo3aian ab0 KOHKPETHI ITOcaoBi (CIIy»K00Bi) 0CoOM), KOHKpETHI
3aBJlaHHS (JOpPYUYEHHS) 1 TePMiHU iX BUKOHaHHS. BuKoHaBII MOXyTh OyTH Ha3BaHI
TaKOX y3arajlbHEHO, HANpPUKJIAJ: «T0JIOBAM PAOHHUX JIEPKABHUX aJIMIHICTpaLlii»,
«HAYAJIbHUKAM CTPYKTYPHHX I1IPO3/ILITIBY.

[Ipy 1pomy, sK NpaBWIO, He 3aCTOCOBYETHCH HAMHCAHHS HEKOHKPETHUX
JOPYY€Hb, SIKI MICTATH CJA0BA: «IIPHUCKOPHUTH, «IOJIMIIUTH», «AKTHUBI3yBaTW»,
«3BEPHYTH yBary» ToIIo.

Skmo HakazoMm (PO3MOPSIKEHHSIM) BIAMIHSAETHCS TOINEPEIHIN PO3NOPSIUnid
JTOKYMEHT, Y PO3MOPSAYiid YaCTHHI 3a3HAYAETHCS MyHKT, SIKU MOBUHEH MTOYHMHATHCS
13 cIiB: «Bu3HATH TaKMM, [0 BTPATHB YHHHICTh,...».

3MiHU, 0 BHOCATHCS J0 Hakazy (po3mOpsKeHHs) o(QOpMIISIOTECS OKPEMHUM
Haka3oM (pO3MOpS/KEHHSM), SKUWA TIMOBMHEH MaTtu Takui 3aroyioBok: «IIpo
BHECEHHsI 3MiH 0 Haka3y (Po3MOPSIAKEHHS)...» 13 3a3HAUYCHHSM JaTH, HOMEpa,
HA3BU BHIy PO3MOPSTIOTO JOKYMEHTA, 10 SKOTO BHOCSATHCA 3MiHM. Posmopsmya
YacTUHA HaKazy (PO3MOPSIKEHHS ) TOUNHAETHCS 3 TAKOTO MYHKTY:

«1.BHectu 3MiHU 10 HaKa3y (PO3MOPSIKEHHS ).

Hanmi okpemMuMu TiANYHKTaMUd  (OPMYJIIOIOTH 3MIHH JI0  PO3MOPSIIOTO
JIOKYMEHTA, HAPUKJIA/L:

«1.1. myHKT 2 BUKJIACTH B TaKiil peaaKiii:...»;

«1.2. yHKT 3 BUKIIOUUTHY;

«1.3. ab3a11 Ipyruii MyHKTY 4 TOMOBHUTH CIIOBAMH...».

Skimo 3MiHH 0 PO3HOPSAYOro JOKYMEHTa O(QOPMIISIIOTECS Ha OKPEMOMY
apkymn  (apkymax), B TepmioMy TyHKTI PO3MOPSAY0i YaCTUHH  HaKazy
(pO3HOpsAIKEHHS ) 3a3HAYAETHCS:

«2.BHectr 3MiHH J10... (IOAAIOTHCS ).
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OcraHHI{ MyHKT pO3MOPSAIYO0T YACTUHH y pa3l MOTPEOU MOKE MICTUTH PILICHHS
PO TOKJIAJCHHS Ha CTPYKTYpHUU MiAPO3ail abo mocamoBy ocolOy (yHKIiN 3
KOHTPOJIIO 32 BUKOHAHHSM HakKa3zy (PO3MOPSIAKEHHS ).

Jlo HakasiB (po3mopsii:keHb) He MOKe BKJIWYaTHCH NYHKT «Haka3
(po3nopsizkeHHs1) T0BeCTH A0 BigoMa...». YCTaHOBH, iX CTPYKTYpHI MiAPO3IiJIH,
nocaioBi (ciry>k00B1) 0coOm, 10 BiJiOMa SIKUX JOBOIUTHCS Haka3 (PO3MOPSIHKEHHS),
3a3HAYAIOTHCA y TMOKKYUKY (CIHCKY) PO3CWIKH, SKUW YKJIamad roTye pa3oM 3
IIPOEKTOM PO3MOPSAYOrO JTOKyMEHTa 1 Mepefae A0 CHyKOW [IJI0BOJICTBA MICIS
H1JMUCAHHS TAKOTO TOKyMEHTA.

Haka3u (po3nmopsiizkeHHs1) 3 KaJAPOBUX NHUTaHb (0CO00BOro CKJamy) i mo
cryaeHTax o(GopMIsIlOTHLCA Yy BHIVISAI IHAUBiAyaabHMX i 3BeaeHux. B
IHIMBIIyaJIbHUX Haka3axX (pO3MOPSKEHHSIX) MICTUThCA 1H(OpMAaIlis mpo OJHOTO
npaiiBHUKa (CIiBpOOITHUKA), Y 3BECHUX - MPO KUIbKOX, HE3aJEKHO BiJ TOTO, SKi
YOPaBTIHCHKI PIMIEHHS IIOA0 HHUX MNPUAMAIOThCA (MPUUHATTS HA PpoOoTy,
MpU3HAYEHHS Ha TTOCaay, IEPEeBEICHHS Ha 1HIIY TIocany (poOoTy), 3BITLHEHHS TOIIIO ).

3MICT 1HAMBIAYyJIBHOTO Hakaszy (pO3MOPSHKEHHS) 3 KaJIpOBUX IHTAHb
(0co00BOTO CKIIaay) CTHUCIO BHUKIAJAETHCS B 3arojIOBKY, SKHH IIOYMHAETHCS 3
npuitmenauka «lIpo» 1 ckimamaeTscs 3a JOMOMOTOIO BiIJIIECTIBHOTO 1MEHHUKA,
Hanpuknaa: «lIpo mpusHadeHHs...», «IIpo NpUHHATTS...». Y 3BeJeHHX HaKa3ax
(PO3MOPSAMAKEHHSIX) MOKe 3aCTOCOBYBATHCH  Yy3arajibHeHHH  3aroJi0OBOK,
HanpuxJjan: «llpo kaaposi nuranus», «IIpo ocodoBui CKIAD).

VY TekcTi HakaziB (PO3MOPSIKEHD) 3 KaJPOBUX MUTAHb (0COOOBOr0 CKiIaay) i 1o
CTYJIEHTaX, AK MPABWJIO, KOHCTATYI0YA YACTHHA He 3a3HAYAETHCS, KPIM BUNAIKIB
NMPU3HAYEHHSI HA mocaay a00 3BiJIbHEHHSI 3 MOCAAM KepiBHUX NpaliBHUKIB
OpPraHoM BHMIIOr0 PpiBHA a0o0 3a iHIIOW mpoueayporo. Y TakoMy pasi B
KOHCTaTyIOYill 4YacTHUHI HaBOAMTHCS MOCWJIAHHS Ha BIJNOBIIHUN MPAaBOBUM aKT
OopraHy BUIIOTO PIBHS Yy TaKid MOCHIZIOBHOCTI: BUJ aKTy, HOTO aBTOp, Jara, HOMEP,
ITIOBHE HalIMECHYBaHHS.

Posnopsinua yactuHa Hakazy (pO3MOPSKEHHS) MOYMHAETHCS, K MPaBUIIO, 3
miecmoBa y  dopmi  indinitmBy:  «IIPUMHSTH»,  «IIPU3HAUYNTNy,
«ITEPEBECTW», «3BUJIBHU TN, « BIAPAAUTN», <HAJATW», «OI'OJIOCUTN»
Tomo. Jlami 3a3Ha4aroThCA BEJMKHUMHU JIiTepaMu NMpi3Bulle NpaniBHUKA, HA SKOTO
NOIIMPIOETHCS  Aisl Hakasy (PO3MOPSKEHHS), 1 MaJuMu - 1M's, 1O OaThbKOBI
mpalriBHUKA Ta TEKCT HaKa3zy. Y 3BEJICHHX Haka3ax (pO3MOpsIKEHHSX ) Mpi3BUILla 0C10
y MeXKax MyHKTIB PO3MIIIYIOThCS 3a aJipaBITOM.

VYV Haka3i (po3mopsyKEeHH1) Tpo MpU3HAYeHHs a0o0 3BUIBHEHHS IMpalliBHUKA
3a3HAYA€ThCS MOBHA AaTa (YMCII0, MIcsAlb, PIK) (DAKTUYHOTO BUXOY IpalliBHUKA Ha
poboTy (MpUMUHEHHS TPYAOBUX BIAHOCHH), PO3MIpH HOIro IOCATOBOTO OKJIATy
BIJIMIOBIJTHO /IO IITATHOT'O PO3MUCY, HaJI0ABOK Ta JOILIAT.

Y 3BeneHMX Haka3ax (PO3MOPHAIKEHHSIX) 3 KAJAPOBUX NHUTAaHb (0COOOBOIrO
CKJIAY) 10 PO3MOPSIAY0] YACTUHU BKJIKYAETHCA iH(opMallis, 10 PO3MIIY€ThCHA
y Takiii MOCHiJOBHOCTI: NPUIHATTA Ha Ppodoty (cayxk0y), mnepeBeleHHs,
3BijibHeHHs. [Ipu bOMY /10 0HOTO 3BeEHOI0 HAKa3y He MOKe BKJIKYATHCSH
iH(opmanisi, siKa 3riIHO i3 3aKOHOJABCTBOM MAa€ Pi3Hi CTPOKHM 30epiraHHs.
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VY KOXXHOMY IMYyHKT1 Haka3zy (pO3MOPSIKEHHS) 3 KaJPOBUX MUTAHb 3a3HAYAETHCS
MiJCTaBa MO0 WOTO BUAAHHS (3asBa MpalliBHUKA, KOHTPAKT, JOMOBIJHA 3aIlnCKa,
pIIIEHHS aTECTalliHOT KOMICIT TOIIO).

[Tin gac o3HallOMJICHHS 3 HAKa30M (PO3MOPSKEHHSAM) 3TalaHUMH Y HBOMY
ocobaMyd Ha TEPHIOMYy MPUMIPHUKY HaKa3ly YMd Ha CIEMiaJbHOMY OJIaHKY
MPOCTABJITFOTHCS 1X MIAMKUCH 13 3a3HAYCHHSIM JaTH O3HANOMIICHHS.

CrhinbHul Haka3 (PO3MOPSIKEHHS) YCTAHOB OJHOTO PIiBHSA O(POPMIISETHCS HA
yuCTUX apkymiax manepy dopmary A4 (210 x 297 minimerpi). JdepxkaBuuii I'epo
Ykpainu mig 4Yac odopmileHHIT TaKHX HaKa3iB He BIATBOPIETHCH.
HaliMeHyBaHHS yCTaHOB PO3MIIIYIOTHCS Ha OJJHOMY PiBHI, 2 Ha3Ba BUAY JOKYMEHTA -
nocepeanHi. Jlata coibHOro Hakaszy (pO3MOPSIKEHHs) MOBHHHA OYTH €IMHOIO,
BIIMOBIZATH JIaTi OCTaHHBOI'O TIJMUCY, a PEECTPAIiMHUM 1HAEKC TOKyMEHTa —
CKJIAIATHCSl 3 PEECTPAIlIMHUX 1HACKCIB, SKI IMPOCTABIAIOTHCS 4Yepe3 MpaBoOIuHY
MOXWJTy PHUCKY B TOCTIJOBHOCTI TMIANMWCAHHS HakKa3dy KEpIBHUKAMH YCTaHOB.
Po3nopsgua YacTUHA MMOYNHAETHCS i3 CJ0Ba «HAKA3YEMO»,
(«(30BOB'A3YEMOp»). Ilignucu KepiBHHUKIB yCTaHOB PO3TAIIOBYIOTHCS HIKUE
TEKCTY Ha OJTHOMY PiBHI 1 CKPITUTIOIOTHCS TEPOOBUMU TIEYATKAMH ITUX YCTAHOB.

KinbkicTh TpUMIpHHKIB  CHITBHUX  HakasiB  (PO3MOPSKEHb) TMOBUHHA
BIJIMOBIATH KUIBKOCTI YCTAHOB, IO 1X BUAAIOTh.

[Topssmox MIATOTOBKM HAaKa3iB HOPMATHBHO-TIPABOBOTO  XapakTepy, sKi
MJJIATal0Th JACpKaBHIA peecTpanii B MiH'TOCTI, MOro TepUTOpiaIbHUX OpraHax,
BHU3HAYAETHCS 3aKOHOIABCTBOM.

IIpoexkTH Haka3iB (PO3MOPAAKEHB) 10 iX MOT0JKeHHS 1 MIANMCY HATAKTHCS
A0 BiIaijly IiJI0BOACTBA Pa3oM 3 €JIeKTPOHHOI0 BEPCi€0 HMUX JTOKYMEHTIB JIJIs
nepeBipKkM iX Ha BiANOBIAHICTL BCTaHOBJIeHiH ¢opMi MIArOTOBKH Ta
opopmiieHHS.

Be3nocepenniii BMKOHaBenb 3000B’A3aHMIA 0COOMCTO NMOTOAMTH NPOEKT
Haka3ly (po3NopsiizKeHHs1) 3 KepPiBHMUTBOM THX MiAPO3AiJiB, KOJO iSIHLHOCTI
AKX OOYMOBIIIOETBCA y TIOKYMEHTAX, @ MAKOMC 3 IOPUOUYHUM 8I00LTOM.

IIpoekTn Haka3iB, po3MOPSJKeHb NMOAAHI HA MIANUC PEKTOPY, NMOBHHHI
MAaTH Bi3y NMepIIOro MPOPEeKTOPA.

Bi3u mpo moromkeHHs MNPOCTaBISIOTHCA Ha JIMIBOBIA CTOPOHI OCTaHHBOTO
apKyla Meproro NpuMipHUKa MiArOTOBIEHOTO TOKYMEHTA.

3a0opoHsieTbCs Tepegaya MPOEKTIB JOKYMEHTIB I3 OJHOr0 MiApo3aijly B
iHIIMH oco0aMHu, siKi He MAaIOTh BiJHOIIEHHS 70 iX MiATOTOBKH.

[Ipo mpoekTn HakaziB (PO3MOPSIKEHb) JO SKUX 3alliKaBl€HI OCOOM MaloTh
3ayBKEHHS, KEPIBHUK MIAPO3JAUTY, SKUM MIATOTOBJIEHO MPOEKT JAOKYMEHTY,
JIOTIOB1/IA€ PEKTOPY, MEPIIOMY MPOPEKTOPY ab0 MPOPEKTOPaM OCOOUCTO.

[Ticnst moro/pkeHHs Ta MIANMCAHHS Haka3y, PO3MOPSIKEHHS BUKOHABEllb Ha
3BOPOTHOMY OOIll OCTaHHBOTO apKyllla OPUTIHATY AOKYMEHTa CKJIaJa€ 1 MIAMUCYE
pPO3KIIAKy Ha #oro po3cwiky (momatok 11) 13 3a3HaYeHHSAM MIAPO3IUIIB Ta
MOCAI0BHX OCI0, SIKUM HAIPaBISETHCS KOIiS TOKYMEHTA 1 TT0/Ia€ OPUTiHAJ A0 BIIJILTY
JJIOBOJICTBA ISl pEECTpaIlii, pO3MHOKEHHS Ta PO3CHIIKH.

Hakasu (po3mopsikeHHSI) HyMEpYIOThCS y TOPSAIAKY iX BHIAHHA Yy MEXKax
KaJICHTAPHOTO  pPOKY; Hakazu (pO3MOPSAKEHHS) 3 OCHOBHOI  JiSTTLHOCTI,
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aJIMiHICTPATUBHO-TOCIIOIAPCHKUX, (IHAHCOBHX, MO CTYACHTAX Ta 3 KaAPOBUX MHUTAHb
(0co060BOTO CKIIaAy) MaIOTh OKPEMY ITOPSAAKOBY HyMEpAIIiio.

Komii Haka3iB (po3mopspKeHb) 3a HEOOXITHICTIO 3aCBIAYYIOTHCS CITY»KOOFO
JJIOBOJICTBA YU KAJPOBOIO CITY’KOO0I0 1 HAJCHIIAIOTHCS 3alHTEPECOBAHUM yCTaHOBAM,
nocajoBuM ocobam, mpariBHUKaM. CIHUCOK PO3CHIIKU CKIATAETHCS 1 MIAMUCYETHCS
TIPaIiBHUKOM, SIKHI OTO CKJIaB.

Hakasu peectpyroTbes y KaHLETSpii y JKypHajgax peecTpallii Haka3iB (10AaTOK
12).

Koxna rpyma Mae caMOCTiifHy HyMepallilo B MeXax KaJeHIapHOTO POKy. Y
MIIPO3/I1IIM KOIMii Haka3iB BUIAIOTHCS IIIJI PO3IHUC, BIAMOBIIHO CIUCKY PO3CHIIKH,
SIKWI CKJIaJla€ BUKOHABEIIb HaKa3zy.

O3HallOMJICHHS 3 BiANPaIlbOBAHUMH HaKa3aMU Ta PO3MOPIIKECHHIMHI MOYKITUBE
TUIBKH 3 JIO3BOJIY PEKTOPA, KPIM HOPUAUIHOTO BIJIILITY.

VY Bumaakax po3roJIOMIEHHS 3MICTYy CIy>KOOBUX JOKYMEHTIB OCOOWM, BUHHI Y
IIUX TOPYIICHHSX, TMPUTITAIOTHCA 10 aAMIHICTPATUBHOI BIAMOBIJATBHOCTI (JIOTaHa
tomo), 3rimao K3nll Ykpainu cr.cT.147,151.

Ilos10:keHHS PO CTPYKTYPHI MiApO31iin

57. TlonoxxeHHS TPO CTPYKTYpPHI MIAPO3IAIIM — IJOKYMEHT, SIKUA BH3HAYa€e
MOPSZOK CTBOPEHHS, MOTO 3aBiaHHsA, (yHKIi, mpaBa, OOOB’SI3KKM 1 OpraHi3alio
poOOTH CTPYKTYPHOTO TIIPO3/1Ty, B3a€EMOBIIHOCHHHM 3 I1HIIMMU CTPYKTYPHUMU
M1PO3/1JIaMUA YHIBEPCUTETY Ha TPUBAIUN TEPMIH Uacy.

[TpoexT IlonoxkeHHS MIANUCYE KEPIBHUK CTPYKTYPHOTO MiIPO3IiTy, KEPiBHUK,
SKOMY 0€3MOocepeIHbO MAMOPSIAKOBYETHCS TaHUN TMAPO3IIT Ta 3aTBEPIKYE PEKTOP
YHIBEPCUTETY.

[TonoxeHHss HaOyBa€e YMHHOCTI 3 JTHS MOTO 3aTBEpPKEHHS a00 JAaTu, 3a3HAUYEHOT
y pO3MOPATIOMY TOKYMEHTI, IKUM 3aTBEPPKEHO MOJIOKEHHSI.

[TonoxenHs: oOpPMIIIIOTH Ha 3arajibHUX a0o0 crHerianbHuX OjaHkax Qopmary
A4. JlominbHO BUKOPHUCTOBYBATH OJaHKM 3 KYTOBUM pPO3TAIlyBaHHSIM MOCTIHHUX
pekBizuTiB. Skmio IlonokeHHS HE BUXOIUTH 33 MEXI YHIBEPCHTETY, TO HOTO
MOJIMBO 0OPMIISITH Ha YUCTUX apKyIlIax mamnepy.

Texcr IlonoxeHHS MOAUIAIOTH Ha PO3AUIH, KOXEH 3 SKHUX MOXE MaTu
MIPO3/1IU, MYHKTH, MIANYHKTH, SKI HYMEPYIOThCA apaOchkumu Iudpamu. [Hoxl y
TEKCTI 3a3HAYAIOTHCS JIUIIE TyHKTH.

Crpykrypa Tekcty [lonoxeHHs:

VY po3aini «3arajibHi MOJ0KEHHS» BKa3yIOTh: MMOBHY HA3BY IMiAPO3J1TY, CTYIiHb
CaMOCTIMHOCTI, Horo Oe3mocepelHE MIANOPSAAKYBaHHS, 3aKOHOJIaBYl  aKTH,
HOpPMAaTHBHI JOKYMEHTH, IHCTPYKTHBHI Ta METOAMYHI HACTAHOBH, SIKUMHU KEPYyEThCS
MPO3UT y CBOTM ISITBHOCTI.

VY pozaini «OCHOBHI 3aBAaHHS» y3arajibHEHO (OPMYIIIOIOTH OCHOBHI 3aBIAaHHA,
SIK1 JAI0Th YSBIIEHHS PO MUJTLOBE MPU3HAYEHHS CTPYKTYPHOTO TIAPO3ILTY.

Y posmimi «DyHKIID» 3a3HAYAIOTHCS HAMNPAMKH  JISJIBHOCTI  MIAPO3JLITY.
KoXHOMY OCHOBHOMY 3aBAAaHHIO MiAPO3AUTy MOBHHHA BIANOBIJATH T€BHA Tpyma
byHKITIH.
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VY posnini «I[IpaBa» Bka3ylTbcs MpaBa, sKi AENETYIOThCS KEPIBHUKOM yCTaHOBU
1 3M1MCHIOIOTHCS KEPIBHUKOM MIAPO3AUTy Ta MpaliBHUKAMH Y BIAMOBIIHOCTI 3
BCTAHOBJICHUMHU TOCAJOBUMH 1HCTpyKiisiMu. IlpaBa moBuHHI 3a0e3nedyyBatu
BUKOHAHHS TIOKJIAICHUX Ha MAPO3/1T QyHKITIH.

Y posnini  «BignoBiganbHICTE» OOYMOBIIOIOTH 3arajibHi BHUMOTH  IOJIO
BIJIMOBIIAJIbHOCTI KEpPIBHWKA Ta TMPAI[IBHUKIB 32 HECBOE€YaCHE 1 HEHAJECKHE
BUKOHAHHS 3aBJIaHb Ta (PYHKIINA 3aKOHOAABCTBA Y KpaiHU.

VY posnun «KepiBHUIITBO» BKa3ylOTh Ha3By, MOCaaM, KBali(ikalliiiHi BUMOTH,
MOPSA0K MPU3HAYCHHS Ta 3BIJILHEHHS 1 3aMIIIIEHHS Ha MEePi0Jl BIJICYTHOCTI.

Y  pos3mimi  «B3aemoBiZHOCMHM 1 3B A3KH» BKa3ylOTh JIOKYMEHTAJbHO
M1TBEPPKEHI B3aEMOBIJTHOCUHHU 1 3B’ SI3KU MK CTPYKTYPHHUMHU T1PO31IaMHU.

IncTpykuis

58. IHCTpyKuisi — J[JOKYMEHT, SIKHM BH3HA4ya€ MpaBWia, IO PETyJIOITh
Oprasi3amiiiii 1 crmeuiagbHi CTOPOHU AISUIBHOCTI YHIBEPCUTETY, MOTO MIAPO3ILIIB 1
OKPEMHUX MOCaTOBHX 0Ci0.

B iHCTpyKIii BKa3yOTh 1Tl Ta IPUYUHH 11 BUAAHHA, CEPy pO3MOBCIOIKEHHS,
migcTaBu po3poOku. HopmaTHBHI pO3MOPS/KEHHS B 1HCTPYKUISAX IMOYMHAIOTHCS
clIoOBaMM 3 MOJAJILHAM 3HAQYEHHSIM «3000B’SI3aHHUN», «CII», «HEOOXITHOY,
«TOBUHEH» 1 MOXITHUMH BiJI HUX Y CHOJy4YeHHI 3 JI€CIOBOM («3000B’sI3aHUH,
3a0€3MEeUUTHY, «CI1J] 3aCTOCYBATH ).

[HCTpYKIIT PO3pOOJIAIOTE BIAMOBIAHI CTPYKTYPHI MIAPO3/IIM YHIBEPCUTETY.
BoHu 3aTBepKYIOTBCS PO3MOPSHKEHHIMHI MIPOPEKTOPIB YHIBEPCUTETY y MeXax iX
TTOBHOBKEHb.

B okpemux Bumagkax HCTPYKIIi MOXKYTh OyTH 3aTBEp)KEHI HAaKa30M PEKTOpa.
VY Haka3l a00 pO3NOPSIKEHHI BCTAHOBIIOETHCS TEPMIH BBEIEHHS 1HCTPYKIIII,
BIJIMOBIIaJIbHUN BUKOHABEIlb, MEPEPAXOBYIOTHCA OpTraHi3aIiifHl 3aXxo01u, HEOOXiIHi
JUTSI BBEJICHHS IHCTPYKITIi y TifO.

IIporokosn

59. ¥V npotokonax ¢ikcyeTbes 1H(OpMalis Mpo XiJ BEACHHA 3acCiJaHb,
NPUIHATTS pillleHb KOMICISIMH, AOpPaAdyuMH OpraHamu, 300opamu Tomio. [IpoTokon
CKJIAJIa€ThCSl Ha IIJICTaBl 3aMKCiB, 3pOOJICHHX O€3MOCepeHbO TiJ] 4Yac 3acijaHb,
MOoJaHUX TEKCTIB Ta T€3 JIOMOBIJIEH 1 BUCTYIIIB, JIOBIJIOK, MPOEKTIB PillIeHb TOIIIO.

[IpoTOoKOIM MOXYTh CKJIQJaTUCS B MOBHIN abo ctuchiiii Gpopmi. Y mpoTokosax,
CKJIAICHUX Y CTUCHIA (opmi, (BIKCYIOThCS JHINE TPUNUHATI PIMICHHS, a HE XIT
0OTOBOPEHHSI MUTAHHS.

[Ipotokon odopmiseTbess Ha OJaHKY MPOTOKONY KOJIETIAIBbHOTO OpTraHy
dbopmary A4 (3a HagBHOCTI Takoro OJlaHKy) abo0 Ha 3araJlbHOMYy OJIaHKY
YHIBEPCUTETY, a ¥ pasi, KOJu OJIAaHKW HE TiepeadadeHi, - Ha YUCTOMY apKyIll marnepy
dopmaty A4 (210 x 297 MiniMeTpiB) SK 3 KyTOBUM (IIEPEBAXKHO), TAK 1 3 MO3I0BKHIM
pO3TaITyBaHHIM PEKBI3UTIB.
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JlaToro MpOTOKOJNy € JaTa MPOBEACHHS 3aciiaHHs. SIKIIO 3acilaHHs TPUBAJIO
KUJTbKA JIHIB, TO Yepe3 THPE 3a3HAYAIOTHCS MEPIITNi 1 OCTaHHIN JTHI 3aCiTaHHS.

Homep (iHmekc) mnpoTOKONYy TOBWHEH BIAMOBIAATH TOPSIKOBOMY HOMEPY
3acimanns. Hymepartis mpoTOKOJIIB BEAETHCS B MEXaX KaJCHIAPHOTO POKY OKPEMO 32
KOXKHOIO TPYIIOI0 TPOTOKOJIB 3aCiTaHHs BiIMOBIIHOTO KOJIETIaTIhHOTO OpTraHy:
KoH(epeHI1ii, BYCHOI paju, TEXHIYHUX, HAYKOBUX, €KCIIEPTHUX KOMICIH, 1HIIUX paj
TOIIO. Y PEKBI3UTI «MICIE 3acCiJaHHsD 3a3HAYa€ThCS HAa3Ba HACEJIEHOTO MYyHKTY, B
SKOMY BIJIOYJIOCS 3aCi/IaHHS.

3aroyioBOK 10 TEKCTy MPOTOKOJY TOBUHEH BiIOOpakaTh BHJl 3aCiIaHHS
(Hapama, 300pu, KOHQepeHIlis Toio) abo KoJeriaabHoi JisbHOCTI (KOMicis, paja,
KoJieris, poOoya rpyra TOII0) 1 BKJIOYAaTH Ha3BY BUIY JOKYMEHTA.

TekcT MpOTOKOY CKIIAJIA€ThCS 3 BCTYITHOI Ta OCHOBHOI YaCTHH.

VY BCTYNHIN YacTHHI MPOTOKOJYy 3a3HA4YarOThCs MPI3BHINA Ta 1HIIAmU (1HIIIaI
IMEH1) TOJIOBU 200 TOJIOBYIOYOTO, CEKPETapsl, 3alPOIICHNX, a TAKOXK MPUCYTHIX OCI0.

Y cmucKy mNpUCYTHIX 3a3HAYalOThes B ajaaBITHOMY TOPSAJKY CIIOYaTKy
NpI3BUINA Ta IHIIATM MPUCYTHIX MOCTIHHUX YJIEHIB KOJET1aIbHOTO OpraHy 0e3
3a3HAYEHHS MOCaJ, TMOTIM - 3aMpOIIeHUX OCi0 13 3a3HAYEHHAM TOcaa Ta y pasi
noTpeOn HaliMEHyBaHb yCTaHOB. SIKIIO KUTHKICTh MPUCYTHIX TepeBumrye 15 ocio,
3a3HAYAETHCH iX 3arajbHa KUIBKICTh 3 MOCHUJIAHHSM Ha CIUCOK, IO JOJAETHCS 0
MIPOTOKOITY.

BerynHa yacTuHa BKIIOYA€E TOPAOK JEHHUM - MEpeiK PO3INIAHYTUX Ha
3aCiJaHHl MHWTaHb, IO PO3MIIIEHI y TMOPSAKY iX 3HAUYYHIOCTI 13 3a3HAYCHHSIM
JIOTIOB1/1aya 3 KOKHOTO NMuTaHHA. [Topsiiok neHHUN HaJa€eThCsl HAPUKIHII BCTYITHOT
YaCTUHH.

CnoBa «llopsimok neHHUI» APYKYIOTHCS B MEXI JIIBOTO TMOJIsA, MICIAS HHUX
CTaBUTbCS JIBOKpamnka. KokHe NUTaHHS HyMepyeThcs apaObCbKuMu LUpamu 1
IpyKyeTbes 3 ab3aryy. PopMyBaHHS MHUTAaHb Yy TOPSAKY JACHHOMY TOYMHAETHCS 3
npuriMeHHuKa «IIpo».

OcHOBHA YaCTHHA MPOTOKOJY CKJIAJIAETHCS 3 PO3JILTIB, K1 IOBUHHI BiJIIOBIIATH
OyHKTaM TOpsAKY JeHHoro. Po3minnm HymepyroTbes apaOCbKUMH  HUppaMu 1
OyAyIOThCS 32 TAKOIO CXEMOIO:

CIYXAJIM -  BUCTYIIMIIMA -  BUPIIWIN (YXBAJIAJIN,
[TOCTAHOBUJIN).

3a3HaueHl CJIOBA JIPYKYIOThCS BEJIMKUMHU JiTepaMud O3 BIACTYMy BT MeExXi
aiBoro nouis. [liciis ciiB cTaBUTHCS IBOKpAIIKa.

[Ticngs cnoBa «CJIIYXAJIM» 3a3Ha4aeTbCsi TEKCT BUCTYIY OCHOBHOTO
nonoigaya. [Ipi3Buiie Ta iHimiamy (1Himiaa iMeH1) KOJKHOTO JI0TNOB1/1aua IPyKYIOThCS
3 HOBOT'O psijika. TeKCT BUCTYIy BUKJIAJAETHCS y TPETIA 0CO01 OTHUHH.

TekcTu abo Te3u AOMOBIAI Ta BUCTYIIB, OPOPMIICHI SIK OKpeMI JOKYMEHTH, J0
TEKCTy IPOTOKOJIy HE BKIIOYArOThCA. Ilicis BimoMocTel mpo JOMOBigada CTaBUTHCS
TUpE 1 3a3HaYaeThes: « TeKCT JOmoBiAl (BUCTYITY) TOAAETHCS 10 TIPOTOKOITYY.

[Ticns cnoBa «BUCTVYIIUJIN» ¢dikcyroTbesi BUCTyNnH THX 0Ci0, sKi B3sUIH
y4acTh B OOTOBOpeHHI J1omoBiml. Buctymu oQopMIsioThcs y TPOTOKOM 13
3a3HAYEHHSM MOCaJ, MPI3BUII Ta 1HINIAIB (1HILiaTy iIMEH1) IPOMOBLIB Y HA3UBHOMY
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BIIMIHKY, a TaKOX 3 BHUKJIAJEHHSM 3MICTy MUTAHHS Ta BIAMOBIJIEH HA HHOTO. 3MICT
BUCTYIIB BUKJIAJA€THCS Bl TPETHOI OCOOU OTHUHH.

[Ticns  cmoBa «BUPIHIWIIN» («YXBAJIMJINY», <«IIOCTAHOBWJINY)
(bIKCy€eTbCsl TMPUUAHATE PIMIEHHS 3 OOTOBOPIOBAHOTO IMHUTAHHS TMOPSAKY JSHHOTO.
Pimennss moBuHHE OyTH KOHKPETHHM 1 BKJIIOYATH CKJIAJOBI, IO BIAMOBINAIOTH Ha
TaKi MATaHHS: KOMY, III0 3POOUTH 1 B SIKHI1 CTPOK.

PimeHHs1, 10 MICTATHh KUIbKA MUTAHDb, MOALISIOTHh HA MYHKTH i MiAMYHKTH,
SIKi HyMepyloThcs apadcbkumu nudpavu. IixnyHKTH HYyMepyHOThCH HUppaMu
3 IYKKOI0.

Y pa3l konum Ha 3acilaHHl TPUHUMAETHCS PIIMICHHS TMPO 3aTBEPKCHHS
JIOKyMEHTa, SKUH OOroBOpIOBaBCS Ha 3aciJaHHl, el JOKYMEHT JOAA€ThCS [0
IPOTOKOIY 1 B HHOMY pOOMTHCS TOCHJIAHHS Ha HOMEp 1 JaTy NpOTOKOIy. 3a
HAsIBHOCTI 1HIIIMX JOKYMEHTIB, III0 PO3MVISLIAIMCS Ha 3acigaHHl Ta (pakT 0OroBOpEeHHS
aKkuX Oyno 3adiKCOBaHO y TEKCTI MPOTOKOIY, BOHH HYMEPYIOThCS apabChKUMU
muppamu (omatox 1, JlogaTok 2). YV BiAMOBIMHUX MYHKTaX MPOTOKOIY POOUTHCS
MIOCWJIAHHS Ha 111 IOJATKH.

PexBizuT «BigmiTka mpo HASBHICTH JOJATKIB» HAMPHUKIHII TEKCTY MPOTOKOIY
HE 3a3HAYAETHCS.

[TpoTOKON MiAMUCYETHCS TOJIOBYIOUMM Ha 3acCiJaHHI KOJIETIaIbHOTO OPTaHy Ta
CEKpeTapeM.

Jlesxi mMpoTOKOJU 3acilaHb (TEXHIYHUX KOMITETIB, METOJUYHUX, €KCIIEPTHHUX,
HayKOBHMX paJl 1 KOMICIH TOIIO) MiAJISITal0Th 3aTBEPHKEHHIO. Y TaKOMY pasi MpOTOKOJ
MOBMHEH MaTu Tpu( 3aTBEPIKEHHS.

Komii mnpoTokoniB ab0 BUTATM 3 HHUX 3aCBIIYYIOTHCS TIE€YATKOK CIYXOU
JIJIOBOACTBA 1 HAACWIAIOTBCS Yy pasl IMOTPeOM 3alHTEPECOBAHUM YCTaHOBaM,
ocajoBUM 0cobam, npaniBHuKaM. CIIMCOK PO3CUIIKH CKIIAJIA€ 1 MAMUCY€E CeKpeTap.

[Ipu ckiamaHHI MPOTOKOMIB HEOOXIAHO KEpyBaTHUCS MpaBWIaMU O(OpMIICHHS
OKPEMHUX PEKBI3UTIB.

Cuay:xk00Bi JHCTH

60. Cnyx00B1 JHMCTH CKJIAJAIOTBCA 3 METOI OOMiHY 1H(OpMaIi€ro Mix
yCTaHOBAMHU SIK:

BIJINTOBIJII PO BUKOHAHHS 3aBJlaHb, BU3HAUCHUX B aKTaX OPTaHiB Jep>KaBHOI
BJIaJM, oOpraHiB Biaan ABToHOMHOI PecmyOmikn Kpum, SJ0opydeHHSIX BHIUX
II0CaJIOBHUX 0OCI0;

BIJIMOBI/II HA 3allUTH, 3BEPHEHHS, a TaKOX KopecnmoHieHIl0 BepxoBHoi Paau
Ykpainu;

BIJIMOBI/Il HA BUKOHAHHS IOPYYE€Hb YCTAHOB BUILIOTO PIBHS;

BIJIMOBI/l HA 3aIMTH 1HITUX YCTAHOB,;

BIJIMOBIII HA 3BEPHEHHS IPOMAJISIH;

BIJIMOBI/II HA 3aIUTH Ha iHPOpMAaIliio;

BIJIMTOBI/II HA 3aMMUTH HA MyOJIIYHY 1HGOPMAITITO;

1HII[1aTUBHI JINCTH;

CYTIPOBI/IHI JTUCTH.
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OCHOBHHMMHU PI3HOBHJIAMH CTBOPIOBAHHMX B YHIBEPCHUTETI JIUCTIB €: CYNPOBITHUM
JUCT;, JNHUCT-TMIATBEP/DKCHHSA;, TapaHTIMHWA aucT; 1HPOpPMAIINHUN JHCT; JHCT-
HaraayBaHHs; JIMCT-NIOBIIOMJICHHS;, JIMCT-3aMPOIICHHS; JIUCT-TIPOXaHHS; JIUCT-
BHMOTA.

Ipukaaau fesKuX JUCTIB:

CynpoBiiHHIA TUCT Hanpasnsemo 36im... [Ipomokon eunpobyeantsi...
["apaHTiiiHMIA TUCT s maoammss  Ooonomoeu  npocumo... Onnamy
2apanmyemo.

Jluct-niaTBepKkeHHS [1i0meepocyemo ompumanHs Tucma...
Jluct-naranyBanus Haeaodyemo, wo Bu nosunni naoamu 36im npo...
Jluct-3anpoiennst Ilpocumo Bac e3amu yuacmo 6 3acioarHi...

Jluct-tipoxanHs VYV nopsoxy nadanus 0onomoau npocumo UCiamu...

Jlucr-Bumora  Hanpaesnsaemo nozoe na onnamy... [lpocumo ne nizniwe...

Cnyx00Buii TUCT 0OPOPMIISETHCS HA CIEIIaTbHOMY OJaHKY JJIst TUCTIB (hopmaTy
A4 (210 x 297 wmimimeTpiB). SIKIIO TEKCT NHWCTa HE TEPEBUIYE CEMH PSJIKIB,
BUKOPUCTOBYIOTH OtaHk dopmaty AS (210 x 148 mimimeTpiB).

Jluct Mae Taki pEKBI3WTH: [aTa, PEECTpAIlifHUN 1HAEKC, MOCHUJIAaHHS Ha
peECTpaIiifHAi 1HAEKC 1 aTy JHOKYMEHTa, Ha SKUW HAJA€ThCs BIAMOBIIb, aapecar,
3arojIOBOK /10 TEKCTY, TEKCT, BIAMITKa MPO HAsBHICTh JOAATKIB (y pa3l motpedn),
T1TUC, BIIMITKA PO BUKOHABIISI, HOMEpa Horo TenedoHiB.

Jlatoro nmcra € gata HMOro mMiANMCAHHS, sSKa IOBHHHA 30IraThcs 13 JaTOO
peecTpaliii BUXiJHOT KOPECOHIAEHIIIT Y CTy>k01 11JIOBOJICTBA.

Jluct, odopmienuii Ha OnaHky ¢opmaty A4 (210 x 297 minimMeTpiB), TOBUHEH
MaTH 3aroJIOBOK JI0 TEKCTY, 110 BIAMOBIIA€ HA TUTAHHS «IIPO HI07».

VY pasi BiampaBieHHS JIUCTa OUIBII SIK MO YOTUPHOX ajpecax, MiAMUCYHTh
NEePIINA MPUMIPHUK JIUCTA 1 MPUCBOIOIOTH HoMy HOMep. [10oTiM JTHCT pO3MHOXKYIOTH Y
HEOOX1THIM KUTBKOCTI MPUMIPHUKIB 1 HAJICWJIAIOTh Y BIATIOBITHOCTI 3 PO3CUIIKOIO.

OCHOBHUM PEKBI3UTOM CIy’)KOOBOTO JIUCTa € TEKCT, M0, SK MPaBUIIoO,
CKJIaJIA€THCS 3 JIBOX YACTHH. Y TEPIIiil YaCTHUHI 3a3HAYAETHCS MPUYHHA, ITiIcTaBa abo
OOTPYHTYBaHHS MiJITOTOBKU JIUCTAa YU HABOMATHCS MOCWIAHHS HA JTIOKYMEHTH, IO
Oynu TIiACTaBOIO IS WOTro CKiIaaeHHsd. Jlpyra dYacTwuHa BKJIIOYA€ BHUCHOBKH,
MIPOTIO3HIIIT, MPOXAHHSI, PIIIIEHHS TOIIO, SIKI PO3MINTYIOTHCS 3 a03aIry.

Sk npaBuiIo, y JIUCTI MOPYITYETHCS OJTHE TUTAHHS.

TekcT JMCTAa BUKJIAAAETHCA BiJl NMEPIIOi 0CO0M MHOKUHHU 3 BUKOPUCTAHHSIM
CJIB: «MPOCHUMO TOBIJOMHUTH...», «PO3'SICHIOEMO, II10...» abo0 BiJ TPEThOi 0COOHU
OJIHUHU — «YHIBEPCUTET 1HPOPMYE...», KyHIBEPCUTET BBAXKAE 3a JIOLIJIBHEY.

SIKIIO JIMCT CKJIAJeHO HAa OJIAHKY MOCAJ0BOI 0CO0M, TEKCT BUKJIANAETHCS
Bi/I mepIoi 0co0M OJHUHM — IIPOIIY...», «ITPOMOHYIO...).

Ciry00B1 JTUCTH MIAMUCYIOTHCS BIAMOBIIHO A0 MyHKTY 51 11i€i IHcTpyKIii.

I'ep00oBOI0 MEYATKOIO 3aCBiAYYIOTHCH JIMILE FAPAHTIHHI JIUCTH.

Cnyx00BUI JHCT BI3y€ TPAIiBHUK, SIKAUA CTBOPUB JOKYMEHT, KEPIBHUK
CTPYKTYPHOTO TIAPO3/ITy yHIBEPCUTETY, B SKOMY HOTO CTBOPEHO, Yy pa3i moTpedm
(SIKII0 B JUCTI TMOPYHIYIOTHCS BaXKIWBI Ta TPHUHIMIOBI TUTAHHS) - KEPIBHUKU
3alHTEPECOBAHUX CTPYKTYPHUX MiIPO3JALTIB yHIBEPCUTETY, a TaKOX 3aCTYIHUKH
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peKTOopa YHIBEPCUTETY BIJMOBIAHO 10 (PYHKIIOHAJIBHUX OOOB'A3KIB (SKIIO JIUCT
3000B'sI3aHUI MiAMUCYBaTH KEPIBHUK YCTAHOBH).

JlokyMeHTH /10 3aCiiaHb KOJIeriaJIbHUX OPraHiB

61. [TinroToBka Ta oopMIIEHHS TOKYMEHTIB /10 3aCijaHb KOJET1aIbHUX OPTaHiB
MIPOBOJIATHCS 3 METOIO 371CHEHHS TOBHOBAXEHbD, MEPEI0AYCHUX TOJTOKEHHSIMU PO
111 KOJIeT1aJIbHI OpTraHH.

3acimaHHs KoJieriaJbHUX OPraHiB MPOBOJATHCS BIAMOBIIHO JO 3aTBEPIKEHUX
IJIaHIB X poOOTH Ta y pasi moTpedu.

VY 1utani poGOTH KOJETiadhbHOTO OpraHy 3a3HadaloThCs MUTAHHS, IO MMOBUHHI
po3risaaTycs, JgaTa po3Tiisaay, Mpi3BHINe, 1HIMiaau (1HIIaa iMeHi) JOoMoBigada Ta
HallMEHYBaHHS CTPYKTYPHOTO WiApPO3/iTy amapaTy KOJeTiadbHOTO OpraHy, SKHN
roTy€ JOKYMEHTH JJIsi PO3TJISAy MHUTAHHS KOJIETIaJbHUM OPTaHOM, CTPOK IMOJAHHS
JIOKyMEHTIB.

[TpoexT mmaHy poOOTH KOJETIAIbHOTO OpPraHy CKIAJAEThCS CEKPETapeM IhOTO
oprany a0o IHIIOI0 ITOCaTOBOIO 0CO00I0, SIKa BIJIIMOBIIHO 10 CBOIX ITOBHOBA)KCHB
3a0e3neyye oprasizamilo poOOTH IOTO OpraHy 3 YypaxyBaHHAM MPOMO3UILIN
CTPYKTYPHUX MiAPO3IIIIB.

KepiBHUKM  CTPYKTypHMX  MIAPO3AUTIB  3aBYaCHO  MOJAIOTH  amapary
KOJIETIaTbHOTO OpraHy IJjisi BKJIIOYCHHS JO0 TUIAaHY POOOTH KOJETiaJlbHOTO OpTraHy
nepesik MuTaHb, SIKi BOHU BBa)XalOTh 32 HEOOXIJHE PO3TJIIHYTH Ha HWOTO 3aciJaHHI.
Jlo mepeniKy JoAaeThCsl MOBiAKA 3 OOTPYHTYBAHHSM IIi/ICTaB BHECCHHS TMHUTAaHHS HA
PO3TJISA KOJIET1aIbHOTO OpTaHy.

3aTBep/PKeHUN KOJIETiaIbHUM OpPTaHOM IJIaH POOOTH JOBOAUTHCSA /IO Bijoma
YJICHIB KOJIET1aJIbHOTO OpraHy 1 KEPIBHUKIB CTPYKTYPHUX IMIAPO3ALIIB MOTO amapary.
JlomaTkoBl TUTaHHS 1O 3aTBEPHKEHOTO TUTAaHY pPOOOTH KOJETiaIbHOTO OpTraHy
MOXXYTh OyTH BKJIFOUCHI 3a PIIICHHSAM Horo royioBu. CekpeTap KOJIETiaIbHOTO OpTraHy
abo iHmIa mocamoBa 0co0a, sfKa BIAMOBIIHO 1O CBOIX IMOBHOBAXXEHBH 3a0e3Ieuye
oprasizariito poOOTH TaKOTO OpraHy, IHQOpMy€e BCiX YJICHIB KOJETIAIbHOTO OpTaHy Ta
BI/IMOBIJaIbHUX BUKOHABIIIB IIPO BHECEHI JI0 TJIaHy 3MiHH.

JIOKyMEHTH 3 TUTaHb, IO BHOCATHCS HA PO3IIISA KOJETialbHOTO OpTaHy,
MOBMHHI TIOJIABATHCSl HE TI3HINIE HIX 3a M'ATh JHIB J0 3acilaHHsA, a y pasi
MPOBEJICHHSI 1103a4YeproBOr0 3aciJaHHs - He TMi3HIIe HiXK 3a OJWH JIeHb. 3a3Ha4YeH1
JIOKYMEHTH MICTSITh:

JIOTIOBIJTHY 3aIlMCKy, aJpecoBaHy KoJjeriaibHoMy opraHy (y pasi moTpeobu), B
K1 TPYHTOBHO BUKJIQ/ICH1 TUTAHHS 3 BUCHOBKAMHU 1 IIPOTIO3UIIISIMU;

MPOEKT pilIeHHS (PO3MOPSIKEHHS, ITOCTAaHOBM) KOJIEriaJbHOTO Opray,
3aB130BaHUM KEPIBHUKAMHU 3a1HTEPECOBAHUX CTPYKTYPHUX MiAPO3ALTIB HOTO amapary
(cexpeTapiary), Ta JOKYMEHTH JO HbOTO (QaHAIITWYHI TOBIAKH, TAOIHIN, JlarpaMu
TOIIO), 3aB130BaH1 iX KEPIBHUKAMH, a Y pa3l MOTPEOH - MPOEKT HAKA3Y;

JOBIZIKY TIPO TOTOKCHHS TPOEKTY PIMICHHS (PO3MOPSKEHHS, MTOCTAHOBH) 13
3alHTEPECOBAHUMH CTPYKTYPHUMH ITiIPO3/1IaMHU YCTAHOBHU Ta 1HIITUMHU YCTAHOBAMU,

CIHMCOK 0ci0, fIKl 3alpoIIyIOThCSl HA 3acCilaHHs KOJEriaJbHOTO OpraHy; IHIII
JIOKYMEHTH, HEOOXI1IH1 JJIs1 PO3TJIsIAY MUTAHb.
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JIOKyMeHTH, TIATOTOBJICHI AJIsl PO3TIISAY KOJETialbHIUM OPTaHOM, a TaKOX OJIUH
NPUMIPHUK iX KOMiN 30epiraloThbes y ceKperapsi KOJeTiallbHOTO opraHy abo iHIIoi
M0CaI0BOi 0COOM, SIKa BIAMOBITHO JO CBOIX MOBHOBaXEHBb 3a0€3Medy€e OpraHi3alliio
po6oTH Takoro opraHy, abo B MPOTOKOJIbHIM YaCTHUHI KOJIET1aJIbHOTO OpraHy OKpeMo
3 KOXHOTO 3aCiIaHHS.

VY pa3i mpoBeneHHS 3aKpPUTOTO 3acCiaHHS KOJICTIaJbHOTO OpTaHy (3aKpUTOTO
OOTOBOpEHHSI OKPEMUX TMHTaHb) IMMATOTOBKA JIOKYMEHTIB 3HIHCHIOETHCS 3
JOTPUMAHHSIM TOPAJIKY poOOTH 3 JOKYMEHTaMH, IO MICTITh 1HdopMalio 3
00OMEXEHHUM JIOCTYIIOM.

3a cBO€UacHy Ta HAJISKHY MIATOTOBKY JOKYMEHTIB JJIsi TIPOBEACHHS 3aCiaHb
KOJIET1aJJbHOTO OpTaHy BIAMOBIJAIOTh KEPIBHUKH 3aIHTEPECOBAHUX CTPYKTYPHUX
MIIPO3/LTIB 1 anmapaty (cekpeTapiaTy) KoJIeTiaIbHOr0 OpraHy.

CekpeTap KoJieTiaJIbHOT0 opraHy abo iHIIa rmocajaoBa ocoda, sika BIJMOBIIHO J0
CBOIX ITOBHOBa)XCHb 3a0e3Ieuye oOpraHizalir0 poOOTH TaKOro oOpraHy, 31HCHIOE
KOHTPOJIb 32 CBOEYACHWM TIOJIaHHAM JIOKYMEHTIB Ha PO3TJIAN 1 MepeBipse iX Ha
HASIBHICTh Y TIOBHOMY 00C$131 Ta MPaBWIBHICTh O()OPMIICHHS.

JlokyMeHTH, TIOJIaHi 3 TOPYIIEHHSM YCTAHOBJIEHOTO TMOPSAKY 1 CTPOKIB, IO
PO3IIIAly HE NPUMMAKOTHCSL.

[IpoToKOT KOXXHOTO 3aciaHHS KOJETIalbHOTO OpraHy CKJIAJa€ThCs 3
ypaxyBaHHSIM BUMOT, 3a3HA4€HUX Y MYHKTI1 59 niei [HeTpyKkmii.

PimeHHs] KOJIETiaIbHOTO OpraHy peami3yThCs MNUISIXOM BHJIAHHSA HaKasiB,
PO3MOPSAIKEHb PEKTOpa YHIBEPCUTETY, SKUMHU BOHU BBOISATHCSA B JHif0. Y pasi
MOTpPeOW BUKOHABIIM Ta MiAPO3/AiaM MOXKYTh HaJICHJIATHUCS KOTMIi MPOTOKOJIB abo
BUTATIB 3 HUX. BUTATH 3 TPOTOKOJIB 0GOPMIIOIOTECA Ha BIJIMOBIAHOMY OJIaHKY 1
3aCBIIUYIOTHCS TIEYATKOKO CITY>KOHU J1JTIOBO/ICTBA.

JIOKYMEHTH Npo cJIyK00Bi BiApAAKEHHS

62. Cmyx00B1 BIAPSKEHHS TMPALIBHUKIB YHIBEPCUTETY 3A1MCHIOIOTHCS Yy
BIMOBIAHOCTI 3 IJIaHOM pOOOTH YHIBEPCUTETY 3 YypaxyBaHHSIM acCUTHYBaHb 3a
KOIIITOPUCOM BUTPAT Ha BIAPSAHKECHHS.

VY pasi BUHUKHEHHS MOTPeOW y HaIMpaBJCHHI MpaIliBHUKA Y BIAPAKEHHS, HE
nependaveHe miIaHoM poOOTH YHIBEPCHUTETY, KEPIBHUKOM CTPYKTYPHOTO MiAPO3ALILY,
B SIKOMY IpAIlfO€ TpaIliBHUK, TOTYEThCS JIOMOBIIHA 3amicKa (3asBa) Ha iM's peKTopa
ab0 oco0wu, sika 3aMilly€e HOro Ha yac BiACYTHOCTI, B IKi{ 3a3HAYAETHCS PO T€, Ky/IH,
Ha SIKMI CTPOK, 3 IKOIO METOIO BIAPSIIPKAETHCS MPAI[iBHUK.

JlonoBigHa 3amucka (3asiBa) pa3oM 3 MPOEKTOM Haka3zy MpoO BiIPSIHKEHHS,
BIIJIUIOM KaJIpiB MEepEeAaeThCs Ha MIAMUC PEKTOPY YHIBEpcUTETYy abo 0co0i, sika oro
3aMIIIye€, sIK MPABUIIO, He Mi3Hillle HisK 32 TPU A00M 710 MOYATKY BIAPSIKEHHS.

Hakasu mo cepii «B» - mo VYkpaiHi peecTpyroTbCs y BIAAUI KajpiB Yy
BIJIMOBITHOMY >KypHAaJIi, HaKa3u Mo cepii «A» 3- 32 KOPIOH PEeCTPYIOThCS Y BT
JJIOBOJACTBA Y BIAMOBIZHOMY XypHami (qonaTtok 12) 1 3aBipsIOTBCS MEYATKOIO
BIIUTY JainoBojcTBa. Jlatm BUOYTTS 1 TOBEpPHEHHS TpAIiBHUKA 3 BIAPSIHKCHHS
3aBIpAIOTHCS y MOCBIAYEHHI MIAMKUCOM MpaIliBHUKA BIJUTY T1JIOBOACTBA 1 EYATKOIO
OO MiIPO3ALTY.
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[Ticnst moBepHEHHS 3 BIAPSIDKEHHS NPALIBHUK TOTYE Y TPUACHHUNA CTPOK
NUCHMOBHI 3BIT MPO pe3yjbTaTH BUKOHAHHS 3aBJaHHSA, a TaKOX MOJAE 3BIT IMPO
BUKOPHCTAHHA KOUITIB 32 BCTAHOBJIEHOIO (hOPMOIO.

3BIT Mpo BIAPSIHKCHHS (BUKOHAHHS 3aBJAaHHS) 3aTBEPKYETHCS KEPIBHHUKOM
CTPYKTYPHOTO MIAPO3/iTYy, 3BIT MNP0 BUKOPUCTAaHHS KOINTIB, HAJaHUX Ha
BIIPSIIDKEHHS, BI3Y€ThCS 3a3HAYEHHM KEPIBHUKOM, IMICIS YOTO MEpeNaeThecsl 10
BIJUTITY OyXranTepChKOro 00Ky YHIBEPCUTETY.

AKTH

63. AKT - JOKyMEHT, CKJIQJCHHUU JeKiIbkoMa 0co0aMu, M0 MiATBEPKYE
ycTaHoBJyieH1 ¢akTu 1 aii (mogaTok 1-A). AKTH 0oQOpMIIOIOTECS IO pe3yJbTarax
peBi3iii, mpu mnpuiomi-nepenadi cmpaB, NPUHOMI HABYAJIBHOTO OOJaJHAHHA 1
TEXHIYHUX 3acO01B HAaBUaHHS, 1HIIMX MaTeplajJbHUX 1 HeMaTepiaJbHUX LIHHOCTEM,
IpU BUAUICHHI JIJIs1 3HULIEHHS JJOKYMEHTIB TOIIO. Y Psfi BUMAJKIB aKTH MIJISTal0Th
3aTBEP/XKEHHIO KEPIBHUIITBOM YHIBEPCUTETY a00 CTPYKTYPHHUX M1APO3/IiIiB.

AKT odopmiseTbes Ha apkymax nanepy ¢gopmary A4 (210 x 297 miniMeTpiB) 1
Ma€ HACTYIHI PEKBI3UTHU: Ha3Ba YHIBEPCHUTETY, Ha3Ba CTPYKTYPHOTO MiAPO3ALIY,
Ha3Ba Buny nokymenta (AKT), mara, peectpariitHuii iHmekc (HOMEp), MicIe
CKJIa/IaHH$, 3ar0JI0OBOK JI0 TEKCTY, MiACTaBa JJIsl BUJIAHHS aKTy, TEKCT, BIAMITKH MPO
HAsIBHICTh JIOJATKIB, MAMKCH, TpUd 3aTBEPHKEHHS (32 TOTpeOn).

VY KiHII TeKCTy akTy (mepen MiAnucamMu) BKa3yHOThCA JlaHl MPO KUIbKICTh
MPUMIPHUKIB aKTy Ta MICIIE 1X 3HAXOKCHHS.

AKT TIJMUACYETHCS yciMa oco0amu, siki 0epyTh y4acTh B HOTO CKJIaJaHHI.

3a HasIBHOCTI OCOOJMBHMX JAYMOK B OCi0, III0 CKJIQJIalOTh aKT ab0 y MPHUCYTHIX,
BOHM BUKIAJAIOThCS HWXKYE TIANUCIB Ha TEPIIOMY TNPUMIPHHKY akTy abo Ha
OKPEMOMY JIUCTI 13 3aCBITYEHHSIM IPO 1€ Ha OpPHUTiHAMI.

[TpaBuna oopmiieHHST OKpEeMUX PEKBI3UTIB aKTy MPUBEIECHI y 10AaTKy 1 maHol
[HCcTpyKIii.

JlonoBigHi 3anucku

64. JlomoBiHa 3amUCKa — JOKYMEHT, IO CKJIAJAEThCSA 3 METOIO TOBIJOMIICHHS
KEPIBHUIITBA YHIBEPCUTETY (200 YCTaHOBH BHIIOTO PIBHS), MOCAJOBUX OCIO Mpo
neBHUM (Qakt abo MoAil0, a TakoX Npu OGOPMIIEHHI PI3HUX BIJJOMOCTEH MPO
pe3yJIbTaTH BIAPSKEHb, 00CTEKEHB Ta 1HIIIE.

JonoBigHa 3amucka ohopMIIsIETCA Ha apkylnax mamnepy ¢gopmary A4 (210 x
297 winmiMeTpiB) 13 3a3HAYEHHSM HACTYIIHMX PEKBI3UTIB: Ha3Ba CTPYKTYpPHOTO
M1PpO3/1Ty (1 30BHIIIHIX JOMOBIIHUX 3alMMCOK — Ha3Ba YHIBEPCUTETY ), HA3Ba BUY
JTOKyMEHTa, JaTa, pPEECTpaliiHuNA 1HAEKC, Micle CKIagaHHsS (IUisi 30BHIIMIHIX
JIOTIOBITHUX 3aIMKCOK), apecar, 3aroj0BOK 10 TEKCTY, TEKCT, MIAIMHUC.

Jlata uWm mepiog dYacy, N0 SKOTO BIIHOCATHCS BIAOMOCTI, BHUKIAIEHI Yy
JIOTIOB1/THIH 3aIUCITl, HABOASTHCS y 3aTOJIOBKY JOKYMEHTA.

[TpaBuna odopmiieHHS OKpeMUX pPEKBI3UTIB JOKYMEHTa MPUBEIACHI y HaHii
[HCcTpyKIii.
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III Opranizauniss JOKYyMeHT000Iiry Ta BUKOHAHHS JOKYMEHTIB
Bumoru moao pauionasniizamnii 10KyMeHTO00iry

65. JIOKyMEHTOOOIT YHIBEPCHTETY - II€¢ MPOXO/HKCHHS JOKYMEHTIB B
YHIBEPCUTETI 3 MOMEHTY 1X CTBOPCHHS a00 OJEp>KaHHS J0 3aBEPIICHHS BUKOHAHHS
a0o BiAMpaBICHHS.

JIokyMEeHTH He3aJeXHO BiJl crnocoOy ikcarii Ta BiATBOpeHHs iH(opMarii
MPOXOJSATh 1 OMPAIlbOBYIOTHCS B YHIBEPCUTETI Ha €IUHUX OpTraHi3alliiiHuX Ta
MIPaBOBHX 3acajiax opraHizaii T0KyMeHTOOOITy.

EdexTrBHa opraHnizailis 10KyMEHTOOOITy nepeadaJac:

- POXOJIKEHHSI IOKYMEHTIB B YHIBEPCUTETI HAWKOPOTIIIMM LUIIXOM;

- CKOPOYEHHS KIJIBKOCTI 1HCTaHIM, J0 SIKUX MOBUHHI HAaJXOJAUTH JOKYMEHTH
(HAmpPHUKJIaJ, 1111 9ac IOTOKEHHS ),

- OJHOPA30BICTh ONEpalid 3 OMNpAIIOBAHHA JOKYMEHTIB, YHHUKHEHHS
nyOmroBaHHS i 9ac poOOTH 3 HUMU;

- LEHTpali3aliio, 30CEPEMKEHHS 3AIMCHEHHS OJHOTUIIHUX OmNepamiid 3
JIOKyMEHTaMH1 B OJTHOMY MICIIi;

- pamioHaJbHE PO3TAlIyBaHHS B YCTAHOBI CTPYKTYpPHHUX MiIPO3AUIIB 1 poOoUnx
MICIIb.

[Topsimok ~ JMOKYMEHTOOOIry  perjiiamMeHTyeTbes 1€ IHeTpykiiero,
periaMeHTaMu poOOTH YHIBEPCHUTETY, IMOJIOKCHHSIMU PO CTPYKTYPHI MHIAPO3ALIH,
MOCaJJIOBUMH 1HCTPYKITISIMH.

Oco0nMBOCTI  opraizaili eJeKTPOHHOTO JOKYMEHTOOOITY YHIBEPCHUTETY
BU3HAYAIOTHCS OKPEMOIO 1HCTPYKIII€IO 3 ypaxyBaHHSIM BUMOT HOPMAaTHBHO-TIPABOBUX
aKTiB y 1A cdepi, M0 MAKOTh BUINY HOPUAUYHY CHIY, a TaKOX XapaKTEPUCTUK
TEXHIYHUX 1 MPOTpaMHUX 3ac00iB, M0 QYHKIIOHYIOTh B YHIBEPCHUTETI.

VY pasi BOpOBaPKEHHS B YHIBEPCUTETY CUCTEMH aBTOMATH3AIlli IIJT0OBOICTBA 200
CHCTEMH  E€JICKTPOHHOIO JIOKYMEHTOOOIry cIlIyk0a JUJTIOBOACTBA pa3oM 13
CTPYKTYPHUM TIAPO3IIIOM, IO BIJAMOBiIa€ 3a aBTOMATH3aIlil0, PO3POOIIsIE
periaMeHTy poOOTH 3 JOKYMEHTaMH B €JICKTPOHHIN (hopmi.

Opranizamiss JOKyMEHTOOOITY y pa3l 3acTOoCyBaHHS 3aco0iB aBTOMAaTH3allii
JJIOBOJICTBA TTOBUHHA 3a0€3MEUNTH CYMICHICTh TPATUIIIHHOTO Ta aBTOMAaTH30BAaHOTO
CIoco0y ompalfoBaHHsI JIOKYMEHTIB 13 MOXJIMBOCTSIMH 3ac00iB aBTOMaTH3aIlil
JJIOBOJCTBA.

00J1iKk 00CSATY TOKYMEHTOO00Iry

66. O06CsAT TOKYMEHTOOOITY YHIBEPCUTETY - 11€ CyMapHa KUIbKICTh OTPUMAaHHUX
(BXiTHMX) 1 CTBOPEHUX B YHIBEPCHUTETI (BHYTPINIHIX, BUXIJHUX) TOKYMEHTIB 3a
MIEBHUI 1epioj (KBapTas, MiBpivYsl, PiK).

[TigpaxyHOK KUTBKOCT1 JOKYMEHTIB 3/IICHIOETHCS 32 PEECTPAIMHIMEU (HOpMaMu
B MICIISIX 1X peecTparii.
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3a oauHUIID OOMIKYy OepeTbcs JOKyMEHT. PO3MHOXEHI NPUMIPHUKH,
OTpaIbOBaH1 CIykO0O0I0 J1I0OBOJCTBA, MIPAaXOBYIOThCS OKPEMO Ha OCHOBI MPUIHSATOI
B YCTaHOB1 CUCTEMU OOJIIKY JOKYMEHTIB.

OO0k TOKYMEHTIB MOXKE 3JIHMCHIOBATHCS SK 32 YCTAaHOBOIO B IIJIOMY, TaK 1 3a
KOXXHUM  CTPYKTYPHUM  TIAPO3IIIIOM, 3a Tpymoro  JokymeHTiB.  Oxpemo
HiApaxoBYIOTHCSA 3BEPHEHHS TPOMAJISH, 3alUTH Ha 1H()OPMAIIito, 3aTTUTH Ha IMyOIIYHY
1H(pOpMALiIO.

PesynbTaT 00JIIKY JOKYMEHTIB Y3arajlbHIOIOTHCS BIJIIOM JIIJIOBOJCTBA 1
MIOJIAI0THCS PEKTOPY YHIBEPCUTETY ISl YIOCKOHAJICHHS pOOOTH 3 TOKyMEHTAMHU.

[limcymMKoB1 JaHi OOJIKYy 0OCSTY MOKYMEHTOOOITY MOJIal0ThCAd B TaOJIMUHIM
dbopwmi (nonarok 13).

IIpuiiMaHHs Ta NePBUHHE ONPANIOBAHHS JOKYMEHTIB,
1[0 HAAXOJATH 10 YCTAHOBU

67. JlocTaBka JOKYMEHTIB JO0 YHIBEPCUTETY 3IIHCHIOETBCS, SK MPaBUJIO, 3
BUKOPUCTAHHSAM 3aC0O01B TMOIITOBOTO 3B'A3KY 1 €JIEKTPO3B'SA3KY, 4 TAKOXK Kyp'€pPCHKOIO
Ta (eNbI'erepchKOI0 CIIyKOaMH.

[Tomroro Ta yepe3 Kyp'epcbKy  CIyXOy  JOCTaBISETHCS  MHUCHhMOBA
KOPECIIOH/ICHIIIS, MOIITOBI KapTKH, OaHAepoil, ApiOHI MaKeTH, a TaKOXK MEPioJUYHI
JPYKOBaH1 BUJAHHS.

®enb1'erepchbKOI0 CITY>KOO0H0 TOCTABIISETHCA ClelialibHa KOPECTIOHICHIIIS.

Kananamu enexTpo3B'si3Ky JOCTaBJISIOTHCS: TeJIerpaMu (TejeTannorpamu),
dbakcorpamu, TenedoHOTpaMH, €JIEKTPOHHI  JIOKYMEHTH 13  3aCTOCYBaHHSM
CJIEKTPOHHOTO HMGPOBOTO MIAMKCY Ta JOKYMEHTH B €JIEKTpOHHIM dopmi 06e3
eJeKTPOHHOTO IudpoBoro miganucy (y ckaHoBaHiit popmi).

VYci moKkyMeHTH, M0 HAIXOIATh 10 YHIBEPCHTETY, y TOMY YHCII CTBOPEHI 3a
nonomororo [1K, mpuitmMaroThes IIEHTpaTi30BaHO B CITyk01 nioBoacTBa. dakcorpamu
Ta TeIe(POHOTPAMH MOXKYTh IPUMUMATHCS CEKPETAPEM PEKTOpa.

IIpauniBHUKaM YyHiBepCHTETY KAaTerOpM4HO 3200POHAECTHCH NPHUIMATH
JOKYMEHTH 0e3M0cepeHb0 BiJ NMPeICTABHUKIB iHIIUX YCTaHOB 0e3 peecTpamii y
CITy>01 T1JIOBO/ICTBA.

PexomennoBana Ta creriagbHa KOPECTIOHCHITISI 3 OTOJIOIICHOK IIHHICTIO
MPUKUMAETHCS T PO3MUCKY B )KYpHaJIl, peecTpl a00 MOBIIOMIICHH] PO BPYUYEHHS.

VY pa3i HaAXOKEHHS KOPECHOHACHINT 3 BIAMITKOIO "TepMiHOBO" (IKCYIOThCS
JaTa, TOJAMHA 1 XBUJIMHU JOCTABKHU.

VY pasi nomkoKeHHST KOHBEpTAa pOOUTHCS BIAMOBIAHA BIAMITKA Yy MOIITOBOMY
peecTpi.

JlokyMeHTH, W0 HaAIHNUIM y HepoOO4YMd dYac, MNPUUMAIOTBCS YEPrOBUM
MPaIliBHUKOM YHIBEPCHUTETY.

VY cmyx01 MiTOBOICTBA PO3KPHUBAIOTHCS BCI KOHBEPTH, 3a BHHITKOM THX, IO
MaloTh Hamuc "ocobucto".

KonBepTu 30epiratoTbcsi 1 AOJAIOTHCS A0 JOKYMCHTIB Yy pasi, KOJH JIUIIC 3a
KOHBEPTOM MO’KHAa BCTAaHOBHUTH aJpecy BIJNIpaBHMWKA, 4Yac BIAMPaBICHHS Ta
OJIep’)KaHHSA JIOKyMEHTa a00 KOJM y KOHBEPTI BIACYTHI OKpeMi AOKYMEHTH YU
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BCTAHOBJICHO HEBIJANOBIHICTH HOMEPIB JIOKYMEHTIB HOMEpaMm, 3a3Hauy€HUM Ha
KOHBEPTI, & TAKOX aJpPECH] APIUKA PEKOMEHIOBAaHMX KOHBEPTIB 1 MAKETIB.

KonBepTy m0ar0ThCs TAaKOX 10 JIMCTIB, 3asiB 1 CKapr rPOMajsiH, 0 CYJIOBHUX,
apOITpaXHUX CIIPaB 1 TO30BHUX 3asB.

[Ipy pO3KPUTTI KOHBEPTIB NEPEBIPAETHCS BIAMOBIAHICTH HOMEPIB Ha
JOKyMEHTaX 1 KOHBEpPTaX. Y pa3i BUSBJICHHS BIJCYyTHOCTI JOJATKiB, 3a3HAYCHUX Y
JOKYMEHTI, a00 OKpEeMUX apKyIliB, a TAK0>X MOMUJIOK B 0(OpMJICHHI JOKYMEHTa, 1110
YHEMOXKJIUBIIIOE HOT0 BUKOHAHHS (BIACYTHICTh MIJANHUCY, BIAOUTKY IeUYaTKu, rpudy
3aTBEP/KEHHS TOIIO) JOKYMEHT HE PEECTPYETHCS 1 BIANPABHUKOBI HAJCUIIAETHCS
NUCbMOBHM 3amuT ab0 oMy MHOBIAOMIIAEThCA Mpo 1e TenedonoM. [Ipu npomy Ha
JIOKYMEHT1 pOOUTHCS BIAMOBIAHA BIAMITKA 13 3a3HAYEHHSAM JaTH 3alUTy (PO3MOBHU
TeneoHOM), Mmocaau Ta Mpi3BHUIA 0COOU, SIKIM 3pOOJICHO 3aluT, MIANUCY, 1HIIaIIB
(iHiIiaTy iMEH1) Ta Mpi3BUILA OCOOH, 1110 3A1MCHUIIA 3aMUT.

VYV pasi BiacyTHOCTI a00 HEMUTICHOCTI BKJaJeHb, TMOIIKOKCHHS KOHBEPTA,
yHaKyBaHHS, IO TPHU3BEIO 1O HEMOXXJIMBOCTI TPOYUTAHHS TEKCTYy ITOKYyMEHTAa,
CKIIQJIA€EThCS aKT y JBOX mnpuMipHukax. OJuH TPUMIPHUK aKTa HAJACHIAETHCS
BIJIIIPABHUKOBI, 1HIIUI - 30epiraeThcs y Ciryx01 I1I0BOACTBA.

HemnpaBunsHo odopmieHi (HemiamucaHi, HE3aCBIAYEH1), MOMIKOMKEHI abo
HAJICJIaH] HE 3a apPeCcOr0 JOKYMEHTH MOBEPTAIOTHCS BIMIPABHUKOBI 0€3 1X PO3TIIsIY
a00 MepecuIaroThCs aIpecaToBi.

@dakT 1 JAara HAIXOIDKEHHS JOKyMEHTa JI0 YHIBEPCUTETY 000B'SI3KOBO
(bIKCYIOThCS 3a MpaBUJIaMH, 3a3HaY€HUMH B TyHKTax 38, 39 miei IncTpykuii.

Enextponni Hocii iH(opmarlii 000B'I3KOBO MEpPENarOThCS JO YCTaHOBH 13
cynpoBiHUM JnucToM. Ilin yac npuiiMaHHs TakuX JTOKYMEHTIB OINpPallbOBY€ETHCS
TUIBKU CYyTPOBITHUMN JIUCT.

VY pasi HaaAXOKEHHS JTOKYMEHTIB, HaJICIaHUX TeaedaKkcoM, MepeBIPIEThCS
3arajbHa KUIBKICTh apKyIIiB Ta BiAMOBITHICTH iX TIA KIIBKOCTI, IO 3a3HA4YeHa Ha
NEepIIoMy apKyllli, a TaKoXX HaJIeKHA SKICTh JpYyKy. Y pas3l oJepKaHHs
(haKCUMIIBHOTO TOBIIOMJICHHS HE B TMOBHOMY 00Cs31 a00 3a HAsBHOCTI TEKCTY
HEHAJIEKHOI SIKOCTI JOKYMEHT HE PEECTPYETHCS 1 MPO 1€ 00OB'I3KOBO 1HPOPMYIOThH
BiJITPaBHUKA.

IonepeaHiii po3rJisii IOKYMEHTIB

68. Bci 10KyMeHTH, 10 HAJIMIILIIM 10 YHIBEPCUTETY, @ TaKOXX Taki, B SIKUX HE
3a3HAYEHO KOHKPETHY IMOCaJ0BY 0co0y abo CTPYKTYpPHHM MiIpo3Mdia SK aapecar,
M1JJIATal0Th 000B'SI3KOBOMY TOTIEPETHHOMY PO3TJISY B CIYKO1 IIJIOBOJCTBA.

[Tomepeaniit po3riIsin TOKYMEHTIB 3MIHCHIOETHCS HAYAIBHUKOM Ta JIUTOBOJAMHU
BUIJIUTY J1JOBOJICTBA YHIBEPCHUTETY a00 1HIIOK BHJAUICHOK ISl I[OIO 0COO00
BIJIMTOBITHO JI0 PO3MOILTY 00OB'SI3KIB MK ITpaIliBHUKaAMHU.

MeTo10 MOMEepeHbOro po3MsiAy JAOKYMEHTIB € pPO3MOAUIEHHS iX Ha Ti, IO
HOTpe6yIOTB 00O0B'S3KOBOTO PO3TIISTY pexTopom yHIBEpCUTETY a00 BUKOHABISIMU
BIJIMOBITHO 70 (PYHKI[IOHATHHUX OOOB'SI3KIB, BU3HAUEHHS HEOOXITHOCTI peecmauu
JIOKyMEHTIB, a TaKOX BCTAHOBIICHHS TEPMIHIB BHUKOHAHHS JOKYMEHTIB, SKi
MEPETAIOTHCS CTPYKTYPHUM T IPO3A1JIaM 49U O€3M0CepeTHIM BUKOHABIISIM.
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PexTtopy yHiBepcuTeTy Bipazy MICIAS peecTpaiii MepelarThCs aKTH
3aKOHO/ABCTBa, JAopydyeHHs [Ipem'ep-minicTpa VYkpaiHu, 3anuTu 1 3BEpPHEHHS
HApOJHUX JEMyTaTiB YKpaiHH, 1HIIAa KOPECIOHACHINS, 0 HAaIXOIUTh Bl OpraHiB
BUIIOTO PiBHS, B mamii 3 rpudom «HeBiakaaaHo».

3akonu Ykpainu, moctaHoBu BepxoBhoi Paau Ykpainu, KaGinety MinictpiB
VYkpainu, MOH VYxkpainu, HOpMaTHBHO-IIPaBOBI aKTH OpPraHiB BHUKOHABYOl BIIAJH,
pIIICHHS OpraHiB MICIIEBOTO CAMOBPSIYBaHHs, @ TAKOXK HAMBAXKJIUBIII TOKYMEHTH,
K1 MICTATh 1H(POPMAITIIO 3 TPUHIMIIOBUX MUTAHb IISUIBHOCT1 YCTAaHOBH 1 MOTPEOYIOThH
BUPILIEHHS! KEPIBHUIITBOM, PO3IJISIaI0THCS MEePIIOYepProBo.

[HIII JOKYMEHTH MepearoThbesi MEpIIOMYy MPOPEKTOpYy, MpopekTopam ado
CTPYKTYPHUM TIJApO3[iJiaM (BHUKOHABIIM) YHIBEPCUTETY BIANMOBIIHO JO iX
GbyHKITIOHATBLHUX 000B'SI3KIB.

[TonepenHiii  po3risy JAOKYMEHTIB TMOBHHEH 3JIMCHIOBATUCA Yy  JICHb
HAJXO/DKCHHST a00 B MEPIINM HACTYMHUW pOOOYMH NEHb y pas3l HaIXOKEHHS IX
MiCIIA 3aKIHYCHHS poO0YOro AHS, Y BHUXIAHI Ta CBATKOBI HepoOoui mHi. JlopydeHHS
YCTaHOB BUIIOTO PiBHSI, TeJErpaMu, TeaehOHOTPaAMH PO3TIISAAIOTHECS HETAHO.

[Tin gac momepemHbOrO PO3TISAY JOKYMEHTIB BPaxOBYIOTHhCS TTOBHOBAKCHHS
Cy0'€KTIB pO3TIISALY KOPECHOHACHINT, mepeadadyeHi y CTaTyTli YHIBEpCHUTETY Ta ¥y
MOJIOKEHHSX TIPO HOTO CTPYKTYPHI MAPO3AUTH, PO3MOPSIAUNX JOKYMEHTaX PO
po3noain 00OB'SI3KIB MK PEKTOPOM, MEPIIMM MPOPEKTOPOM 1 MPOPEKTOPAMH
YHIBEPCUTETY, IOCAJOBUX IHCTPYKIISAX, a TaKOX Yy KiacudpikaTopi HdisJILHOCTI
yCTaHOBH, HOMEHKJIATypl CIIpaB, TOLIO.

Ha crazii monepenHboro po3risiay 31HCHIOEThCS BiIOIp JTOKYMEHTIB, IO HE
MJJIATA0Th PeeECTpallli CiIy»0010 IUI0BOACTBA (oaaTok 14), a TakoX TaKuX, IO
NepeIat0ThCs ISl peECTpaLlil CTPYKTYPHUM HiAPO3ILIaM.

Jlnst 3a6e3ne4eHHsT pUTMIYHOCTI poOOTH BIAJILI ITOBOJICTBA 32 MOTOHKEHHIM 3
PEKTOPOM  YHIBEPCHUTETY 1 KeplBHHKaMH CTPYKTYPHHX rnz[posmmB po3polIIsie
rpadika JOCTaBKH KOPECMOHICHITIT KEPIBHUIITBY 1 CTPYKTYPHUM MIPO3A1IaM.

PeecTpanis 10KymMeHTIB

69. OCHOBHMUM NPHMHIHUIIOM peecTpalii JOKYMEHTIB € NPHHIMI
OHOPAa30BOCTi peecTpalii ( TOOTO B yHiBepCHTETi JOKYMEHT PeECTPYEThCS JIMIIE
OJIMH pa3).

Peectpaliiiss JOKyMEHTIB TOJISiTa€ 'y BEACHHI 3amucy OOJIKOBUX JaHUX IIPO
JIOKYMEHT 3a BCTAHOBJICHOIO peecTpalliitHoi ¢(opmoro, SKUM (GIKCyeTbes (akT
CTBOpEHHSI, BIANIpaBICHHS a00 OJEep)KaHHS OKYMEHTa IIJITXOM MPOCTABIICHHS Ha
HBOMY PEECTPALIfHOTO i1HAEKCY 3 MOJAJBIIMM 3aliCcOM Yy 3a3Ha4eHUX Qopmax
HEOOX1THUX BIJJOMOCTEH PO IOKYMEHT.

PeecTpamiss TOKYMEHTIB MPOBAaIUTHCS 3 METOIO 3a0e3ledyeHHS IiX OOIKY,
KOHTPOJIIO 32 BUKOHAHHIM 1 OTIEPATUBHUM BUKOPHUCTAHHSIM HASBHOI B JJOKyMEHTaX
1H(pOopMaLii.

PeecTpyioTbcss TOKyMEHTH HE3aJIeXKHO Bl COcOoOy iX JOCTaBKH, Mepeaadl uu
CTBOpEHHS.
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Peectpaiiisi akTiB OprasiB Jep>KaBHOI BJaJM Ta JAOPYYEHb BUIIMX MOCATOBUX
ocib, 3amWTiB, 3BEpPHEHb, a TAKOX KopecmoHAeHIii BepxoBuoi Pamu VYxkpainm,
AJ:[MiHiCTpaui'l' HpesnﬂeHTa VYkpainn, Kabinety MinicTpiB YkpaiHnu, Haka3iB, JUCTIB
Ta 1HmMUMX J0KyMeHTiB MOH VYkpaiaw, JOKyMEeHTIB, M0 HAIWNUIM HA PO3TIIS
peKTopa YHIBEPCHTETy, NEpPIIOr0 MPOPEKTOopa 1 NPOPEKTOPIB YHIBEPCHUTETY,
pPO3MOPSAYNX TOKYMEHTIB, JIUCTIB 3a MIJNUCOM PEKTOpa YHIBEPCUTETY, MEPIIOTO
POPEKTOpa 1 MPOPEKTOPIB YHIBEPCUTETY, MPOTOKOJIB 1 PINICHHh KOJIETIAThHUX
OpraHiB MPOBOJUTHCS LIEHTPATI30BAHO CIIYKOOI0 JIIJI0BOJICTBA.

B yHiBepcUTETI JONMyCKAE€ThCSA  JICIICHTPaATi30BaHa  pEeCTpallis  1HIIUX
JOKYMEHTIB Yy 3B’SI3Ky 3 HAasBHICTIO TE€PUTOPIAILHO PO3'€IHAHUX BIAOKPEMIIEHUX
CTPYKTYPHUX MIAPO3AUIIB Ta y BHUINAJIKaX, BUKIUKAHUX CHENU(]IKOWO MisUTBHOCTI
YHIBEPCUTETY.

MicuieM I1eHTpai30BaHOl peecTpallli JOKYMEHTIB € BIJII JA1JI0OBOJICTBA
YHIBEPCHUTETY.

PeecTpanii mianaratoTh TaKOX 1HII JOKYMEHTH, CTBOPEHI B YCTaHOBI (JOBIIKH,
JOTIOBIJTHI 3aITMCKH, 3a/BH TOIIIO).

Peectpanii migisraioTb JOKYMEHTH, IO MOTPeOyIOTh OOMIKY, BUKOHAHHS 1
BUKOPHCTAHHA 3 JOBIJIKOBOIO METOIO (pO3MOpsadi, IUIAHOBI, 3BiTHi, OOJIKOBO-
CTAaTUCTUYHI, OyXraiaTepchbki, (IHAHCOBI TOIIO), SIK Ti, IO CTBOPIOIOTHCS 1
BUKOPHCTOBYIOTHCSl B YHIBEPCUTETI, TaK 1 Ti, 10 HAAXOJATH BiJ 1HIIUX YCTaHOB 1
IpPOMAJIsH.

Peectpanii miansraroTh K TpagulliiiHI MalTHHOMUCHI (PYKOMHUCH1) JTOKYMEHTH,
TaK 1 cTBOpeHi 3a pornomororo [1K.

[lepenik JAOKYMEHTIB, 110 HE MIAJISITAIOTh peecTparlii BIAIIJIOM AiJOBOJICTBA,
HaBeJEHO y noAaTtky 14 nanoi IHcTpykmii.

KoXHMI TOKYMEHT pEeECTPYEThCS B YHIBEPCUTETI JIMIIE OJWH pa3: BXIAHI — y
JIeHb HAJXOJKEHHS a0 He Mi3HIIIe HACTyMHOIrO JHS, SKIIO JOKYMEHT HaJIMIIOB Y
HEpOoOOUMil yac, HOBOCTBOPEHI — Yy JE€Hb HiAMHMCAHHA a00 3aTBEp/KEHHS. Y pasi
nepesavl 3apeecTpoOBaHOTO JOKYMEHTA 3 OAHOTO CTPYKTYPHOTO MiAPO3JALTY B 1HIINN
BiH TIOBTOPHO HE PEECTPYETHCH.

JIOKYMEHTH pEeCTpyIOTbCA 3a TpylaMH 3ajeKHO BiJ Ha3BU BHIY, aBTOpa 1
3MiCTy TOKyMeHTiB. HampukJiaa, okpeMo peecTpyoThCS:

- 3aKOHM VYKpaiHM, aKkThu Ta KopecmnonzieHuiss BepxoBunoi Paau VYkpainu,
[Ipesunenta Ykpainu ta Kadinety MinictpiB Ykpainu, MOH VYkpainu;

- HaKa3W YCTAaHOBU 3 OCHOBHOI JISJIbHOCTI;

- Haka3d 3 KaJpOBHX IHUTaHb (0COOOBOTO cKiIaay) (Mpo MPUHHATTS,
NepeBEJICHHS, 3BUILHEHHS, 3a0XOUYEHHS, CYMICHMIITBO MpAalliBHUKIB; MPO HAJIaHHS
BIJIMMYCTOK; MPO HAKJIAQJCHHS CTSATHEHHS Ha TpalliBHUKA, BIJIPSIKEHHS IpalliBHUKIB,
TOIIO);

- HaKa3M 3 aIMIHICTPATUBHO-TOCIIOIAPCHKUX MUTAHb;

- pIIICHHA KOJeT1aJbHUX OPTaHiB YHIBEPCUTETY;

- aKTH peBi3ii (P1HAHCOBO-TOCIIOAAPCHKOT AiSIIBHOCTI,

- OyXranTepchbKi TOKyMEHTH;

- 3asBKM Ha MaTepiajJbHO-TEXHIUHE MOCTA4YaHHs, CIY>KOOB1 JIUCTH; 3BEPHEHHS
TpOMaJIsiH;
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- 3aMUTH Ha 1HGOPMAIIIFO TOIIIO.

daxkcorpamu (TIarepoBi KOmii JOKyMEHTIB, TIEpeIaHi 3 BUKOPUCTAHHAM 3ac00iB
(haKCUMITBHOTO 3B'SI3KY) PEECTPYIOTHCS OKPEMO BiJ IHIIUX JOKYMEHTIB.

JIoKkyMeHTH, 110 TePeIaloThCs eISKTPOHHOIO IMOIITO y CKaHOBaHii ¢opmi Oe3
€JIEKTPOHHOTO MU(PPOBOTO MIAMUCY, PEECTPYIOTHCS OKPEMO Bij 1HIITMX JTOKYMEHTIB 13
3a3HAYCHHSIM €JICKTPOHHOI aJpeCH BiAMpPaBHUKA Ta aapecara.

Opurinan JOKyMeHTa, SIKMW HaaidmoB Biapasy michas (akcorpamu abo
CJICKTPOHHOIO TIOIITOK B CKaHOBaHIA (QopMi, PEECTPYETHCS y BIAMOBIIHUX
peectpaniiHux Ggopmax BiAMoBiaHO 11i€i [HCTpYKILl.

[1ix yac peecTpallli TOKyMEHTY HaIa€ThCSl YMOBHE IMO3HAYEHHS - PEECTPAIliHHUMI
1HIEKC, SKUH O(QOpMITIOEThCS BIANMOBIIHO 10 MYHKTY 39 1ie€i IHcTpykmii Ta
CKJIQIA€THCS 3 TIOPSIIKOBOTO HOMEPY JOKYMEHTa y MeKax TPYNH JOKYMEHTIB, IIO
PEECTPYIOTBCS, 1  JIOTIOBHIOETHCS  IHAEKCAMHU 32 HOMEHKJIATypOK  CIIpaB,
KOPECTOHICHTaMH, MUTAHHSIMH JISUTbHOCTI, TOIIO.

Iopsimok peecTpaiii npono3uiiii, 3a8B i CKAPT IPOMAJISH 3iHCHIOETHLCA 3a
OKpPeMOI0 iHCTPYKUII€H0.

PeecTpanis 3anutiB Ha my0JiuHy iH()opMaLil0 3MilCHIOETHCA OKPEMO.

B yniBepcuTeTi MOXKE 3aCTOCOBYBAaTHUCS OJHA 3 TPhOX (opMm peecTparrii

JOKYMEHTIB - JKypHallbHa, KapTKOBa Ta aBTOMAaTH30BaHa (3 BUKOPHUCTAHHSIM
CHeliabHUX KOMIT'IOTepHUX mporpam). [lepeBary HamaHo KypHajabHiil ¢opmi
peecTpaimii.

Ilpu peectpanii BXiIHMX JOKYMEHTIB Ha iX MEpIIM CTOPIHII y MpPaBOMY
HIDKHBOMY KYTI CTaBUTBHCS IITaMN (I0AaTOK 9) 3 mator peectparlii 1 MOPSIAKOBUM
HOMEPOM JIOKYMEHTa BIJ] MOYATKy KaJeHJIapHOTO POKY, a MPH peecTpaulii BUXiTHUX
JOKYMEHTIB Ha KOMIfX, IO 3aJIMIIAIOTBCS B YHIBEPCUTETI, CTABUTHCS IITAMII
(momatok 9) y J1IBOMY BEPXHbOMY KYTi JIOKYMEHTA.

Jlns peectpaiiii BXiIHUX JTOKYMEHTIB 3aCTOCOBYIOTHCSI JKYpPHAlU peecTparii
BXIZTHOT KOpecmoHAeHMil (momatok 15), >KypHamM peecTparii TPOCTUX JIUCTIB
(momatok 16), xKypHan peecTpailii peKOMEHAOBAHUX JIUCTIB, TIOBIAOMIIEHB (I0aTOK
17), xypHan peecTparliii iHIIKUX TOKyMEHTIB (IOBIAKH, 3asBU TOLIO) (1oaaTok 17-A).

BuxigHa nokymeHTalisi peecTpyeTbcs y BIIAU autoBoAcTBa. Jljis 1bOTO
3aCTOCOBYETHCS JKYpPHAJI PEECTpAIlii BUX1THOT KOpECTIOHIEHITI (101aToK 18).

Jluctu, migOMCaHI PEKTOPOM, TEpPUIMM MPOPEKTOPOM 1 MPOPEKTOpaMHU
JIPYKYIOThCSl Ha OJIaHKaX JUIsl JIMCTIB YHIBEPCUTETY 32 BCTAHOBIEHUMU (popmMamu.

Jluctu, mignucani kepiBHukoMm BCII yHiBepcurery, HOro 3acTymHUKaMHU
IpYyKy0Thcs Ha Oankax s ucTiB BCII 3a BctanoBinenumu BCIT hopmamu.

Jluctu, WO MIANUCYIOTHCS JHUPEKTOpaMU HaBYaJIbHO-HAYKOBHUX IHCTUTYTIB,
nekaHaMmu (akyJbTeTiB, 3aBijyBauamMu Kadeap Ta KEpiBHUKAMH CTPYKTYPHHX
MIIPO3ILTIB JPYKYIOThCS Ha OJIaHKAaX CTPYKTYpPHOro Miapo3ainy abo Ha OjlaHKax 3
KyTOBUM IITAMIIOM.

Opurinanau JucTtiB pa3oM 3 iX KOMiSIMHM TMOJAIOTHCSI BUKOHABIIEM JI0 BIJUTLTY
JJIOBOJICTBA 1 MICJISA 3aCBITYCHHS IIITAMIIOM B1JOMOCTEH OO0 1X BIATPABICHHS KOl
BIJMOBI/ICH y MOJANbIIOMY 30€piratloTbCs y HAKOMMYYBAJIbHUX CIPaBaX CTPYKTYPHUX
H1APO3/UTIB.
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OkpeMo peecTpyroThCA HaKa3Hu MOCTIMHOTO Ta TAMYACOBOI'O CTPOKIB 30€piraHHs
3 MeTOr 3abe3medeHHs iX 00JKy, ONMEepaTUBHOTO BUKOPHCTAHHS Ta KOHTPOJIIO 32
BUKOHAHHSIM.

[Tim wac peecTtpamii Hakas3iB, IM HAJA€TbCSI YMOBHE IIO3HAYEHHS —
peecTpaliiiHuii 1HIEKC, SIKUH CKIAJa€ThCs 3 MOPSIKOBOIO HOMEpa B MeXaxX TIpymH
JIOKYMEHTIB, 10 PEECTPYIOThCS Ta JOMOBHIOIOTHCS I1HJAEKCAMH 3a MUTAHHIMHU
TISUTBHOCTI.

VY BiaauI KaapiB peeCTPYIOTHCS HACTYMHI JOKYMEHTH, 110 HaBeeH1 y Ta0. 1.

Taomung 1
JIOKyMEHTH, 1110 PEECTPYIOThCS Y B KaIpiB

3MICT TOKYMEHTY

Hakasu abo 3anmucku, 1110 MarOTh CHITY HaKa3y, PO HaJIaHHS BIAITYCTKH

Haxkasu npo BiapsyKeHHS palliBHUKIB, 3 1HIACKCOM «By

JloBiaKu 3 Mictst po6oTH

ITocaioBi IHCTPYKITIi

HamnpaBieHHs! BUITYCKHHKIB 32 PO3MOIII0OM

JIoBIJIKM TTPO BiJIbHE MIpalleBJIAITYBAHHS! BUITY CKHUKIB

NN [N B WIN = Z
B A i Bl Pl g M -

Jurnnomu GakayiaBpiB, CHEIATICTIB, MariCTpiB, 0 BUJAOTHCS BUIYCKHUKAM —
rpomajsgsHaM Y KpaiHu

8. | XapakTepucTUKH Ha CIBPOOITHUKIB 1 BUITYCKHHKIB YHIBEPCUTETY

9. | Haka3u mo oco00BOMY CKJIaJly IPAIiBHUKIB

10. | Haka3u mo 0co60BOMY CKJIaJy CTYJICHTIB, aCIIIPAHTIB

11. | lucuurutiHapHi HaKa3u

VY Bigaun JiI0BOACTBA PEECTPYIOTHCS HACTYIHI JOKYMEHTH, IO HABENCHI Y
Tabm1. 2.

Tabmanis 2
JIOKyMeHTH, 110 PEECTPYIOTHCS Y B JIJTIOBOACTBA
No 3MICT IOKYMEHTY Ianexc
1. | Haka3u 3 OCHOBHOI A1SUTIBHOCTI 0€3 1HJIEKCY
2. | Hakasu 3 aAMIHICTPaTUBHO-TOCIOIAPCHKO1 NisITIbHOCTI A
3. | Po3nopsikeHHs 3 aMIHICTPAaTUBHO-TOCIIOAPCHKUX MUTaHb 0€e3 1HJIeKCY

VY Bigmimi Oyxrantepii peecTpyrOThCS HACTYMHI JOKYMEHTH, IO HaBEICHI Y
Tab. 3.
Tabmuus 3
JIOKyMEHTH, 10 PEECTPYIOTHCS Y B OyxTanTepii

No 3MICT TOKYMEHTY Ianexc

Haka3u npo 3a0xoueHHs, HaJlaHHS MaTepiaJIbHOI JIOTIOMOTH M
npalliBHUKAM, 1HIIT BUILIATH
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VY opuaudHOMY BIJUILII PEECTPYIOThCS HACTYIHI JOKYMEHTH, IO HaBEICH1 y
Tab. 4.
Tabmums 4
JIOKyMEHTH, 110 PEECTPYIOTHCS B OPUIUIHOMY BIIILITI

No 3MICT JOKYMEHTY

KOpuandHi BUCHOBKHU

[IpoekTu yroa (10roBOpiB)

had Il

[IpeTeHsii Ta MO30BHI 3as1BU, MPEJT’ IBJICH] JI0 TPOMAJISIH Ta FOPUIUYHUX 0C10

VY nekanarax (pakyJnbTETIB pEECTPYIOTHCS HACTYIHI JOKYMEHTH, 110 HABEJEHI Y
Tab. 5.

Tabmuus 5
JIOKyMeHTH, 10 PeECTPYIOThCS B JeKaHaTax (IHCTUTYTAaXx)
No 3MICT JTOKYMEHTY
1. | JonaTku 10 AMILIOMIB
2. | AkageMiyHl JOBIJIKHU
3. | CTyaeHTChKl KBUTKH
4. | 3amikoBi KHUKKH
5. | JIOoBiIKM-BUKIIMKH CTYACHTIB 3a04YHHKIB Ha CEClI0, MPAKTUKY, AUILIOMYBAaHHS,
JEPKICITUTH
6. | JIoBiAKM CcTyJieHTaM PO HaBYaHHS Ha (DaKyJIbTETI
7. | XapaKTepucCTUKH Ha CTYJEHTIB (PaKyJIbTeTy

BignoBiganbHICTh 3a MpPaBUJIBHY PEECTpaIil0 CIY>KOOBUX JIOKYMEHTIB, Ta
CBOEUACHE HAJCWIAHHS 1iX aJpecaraM, IMEpelaHHs Ha PO3MVIAN KEPiBHUIITBA,
KOHKPETHHUX BHUKOHABI[IB TMOKJIAJAETHCS HA BIIIII JUTOBOACTBA 1 BiMOBIJAIBHUX
NpaLiBHUKIB CTPYKTYPHHUX MiIPO3/ALIIB YHIBEPCHUTETY.

Opranizanis nepeaavi 10KyMeHTIB Ta iX BAKOHAHHS

70. Jns 3abe3nedeHHST PUTMIYHOCTI POOOTHM Ta CBOEYACHOTO BHUKOHAHHS
JOKYMEHTIB CIy»0a IIJI0BOACTBA po3pobiiie rpadiku mepeaadl KOpeCTOHAEHLT
KEPIBHUIITBY YHIBEPCUTETY 1 CTPYKTYPHHUM M1IPO3/I1IaM.

3apeecTpoBaHi TOKYMEHTH MEPEAAIOTHCS HAa PO3TJIISA KEPIBHUIITBA YHIBEPCUTETY
B JICHb iX HAaJIXO/UKCHHS a00 HACTYNMHOTO po00Yoro AHS y pas3i HaIXOIKCHHS
JOKYMEHTIB y HepoOouui yac. Tenerpamu, TenepoHOrpaMud Ta IHIIN TEPMIHOBI
JOKYMEHTH TIepeIal0ThCsl HETalHO.

Bigpazy micist peectpailii  peKTOpy YHIBEpCHUTETy y Temi 3 Tpudom
«HeBinkaaaHo0» mepenaroThCsl aKTH OPTaHiB JAEPKABHOI BJIAU Ta JOPYICHHS BUIIUX
MOCaJ0BHUX OCI0, 3amUTH, 3BEPHEHHS, a TaKOX KopecmoHAeHIliss BepxoBuoi Pamm
VYkpainu, Apminictpauii [lpesunenta VYkpainu, Kabinery MinictpiB VYkpainu,
KOPECTIOHICHIIIsI, 1[0 HAXOIUTh BiJI YCTAHOB BUIIIOTO PiBHS.

JIOKyMEHTH, PO3TISHYTI KEPIBHUIITBOM YHIBEPCUTETY, TOBEPTAIOTHCA 3
BIJIMTOBITHOIO PE3OJIIOIIEI0 CITY>KO1 JIITTOBOJICTBA, SIKA 3/IIMNCHIOE TIepeiady TOKYMEHTIB
Ha BUKOHAHHSI.
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JIOKyMEHT, BUKOHABLISIMU SIKOTO € KUIbKa CTPYKTYPHUX IMAPO3JUIIB, MOXe OyTH
NepeTaHrii BUKOHABIIIM Y TOPSAKY BHU3HAUCHHS iX B pe30Jiorii abo OJHOYACHO Y
BUTJISIAI KOMIM 3 Tepenadero OpWriHaly TOJIOBHOMY BHKOHABITIO, BH3HAYECHOMY B
pesomrorii  mepmmM. Y pas3i  BOPOBAKEHHS EJIEKTPOHHOTO JOKYMEHTOOOIry
CIIBBUKOHABIIl OTPUMYIOTh JOKYMEHT B €JIEKTPOHHIN (hopMi.

dakT mepemayi JTOKYMEHTIB BHKOHABISAM (DIKCYETHCS MIISTXOM IPOCTABIICHHS
BIMOBIAHOT BIAMITKM B peecTpauiiHid ¢opMi 13 3a3HaueHHAM iH(opmamii mpo
BHUKOHABIIIB, SIKMM TI€PEIaHO OPHUTiHAJT TOKYMEHTa Ta HOTro KOTii.

[lepemaga moKymMeHTa 3 OJHOTO CTPYKTYpPHOTO MiAPO3IAiTy 1O IHIIOTO B
00O0B'SI3KOBOMY TIOPSAKY 3AIMCHIOETHCS Yepe3 CIykOy ITOBOACTBA, B SKiM OyJIo
3apeeCTPOBAHO JOKyMEHT. JIOKyMEHTH, BUKOHAHHs SKUX IepeOyBae Ha KOHTPOII,
NepeatoThCsl A0 IHIIUX CTPYKTYPHHUX MIAPO3AUIIB a00 1HITUM BUKOHABIISIM TIJIBKH 3
MOB1JIOMJICHHSIM TIPO 11€ BIJIMOB1IaJIHOTO 3 KOHTPOJTIO.

[Tepenada TOKYMEHTIB y MeXax CTPYKTYPHOTO MIAPO3ALTY 3MIMCHIOETHCS Yepes
0co0y, BIAMOBITAIbHY 3a JIOBOJCTBO B CTPYKTYPHOMY IIIPO3ALII (CeKpeTaps).

OOK JOKYMEHTIB, IO MEPEAaloThCs 3 OJHOTO CTPYKTYPHOTO MiIPO3ALTY 0
IHIIIOTO,  3MIMCHIOETHCS  MUISXOM  TPOCTABJICHHS  BIAMOBIAHUX  BIIMITOK Yy
peecTpariitaux hopmax, sKi Beae Ciry)0a Ji0BOICTBA.

BignoBizanbHICT, 3a BHKOHAHHS JOKYMEHTa HECYTh OCOOM, 3a3HA4YeHl Y
PO3MOPSAUYOMY JOKYMEHTI, Pe30JIoLii KEepiBHUITBA YHIBEPCUTETY, Ta MpalliBHUKH,
SIKUM 0€3M0CepeTHhO JOPYUECHO BUKOHAHHSI.

["onoBHUI BUKOHABEIb OpraHi30BY€e pOOOTY CITiBBUKOHABIIIB, 30KpeMa BU3HAUAE
CTPOKU TOAAHHS HUMH TPOTO3UIIHA, MOPSIAOK TMOTOHKCHHS 1 MIATOTOBKH TMPOEKTY
JIOKYMEHTA.

CriBBHKOHABII BiAMOBIAI0Th 3a MIATOTOBKY Ha HAJIGKHOMY PiBHI Ta CBOEYACHE
MOJIaHHSI TOJIOBHOMY BHKOHABIIO TPOTIO3MINA. Y pasi HECBOEYACHOTO IOJAHHS
IPOMO3UIIiN CHIBBUKOHABISIMU T'OJIOBHMI BUKOHAaBellb 1H()OpPMYye Mpo 1€ KepiBHHKA,
SIKUW HaJlaB JOPYYECHHS.

BukonanHs mokyMmeHTa mnepembadae 30MpaHHS Ta OIPALOBaHHS HEOOX1THOT
iH(dopMarrii, TATOTOBKY MPOEKTY BIAMOBIAI HAa JOKYMEHT YM HOBOTO JOKYMEHTA,
1oro oopMIICHHS, Y3TO/HKCHHS, TTOTaHHS IS TAMUCAHHS (3aTBEPKEHHS) PEKTOPY
YHIBEPCUTETY, a y NEAKNX BHIMAAKaX - KEPIBHUKOBI CTPYKTYpPHOTO MiAPO3ILTY, a
TaKOX y pasi moTpedu - mArOTOBKY JJIs epecuIaHHs aapecary.

[lepen mogaHHSIM MPOEKTY JOKYMEHTa Ha MIiAMUC BIAMOBIIHOMY KEPIBHUKOBI
MpaiiBHUK, KUK MIATOTYBaB JIOKYMEHT, 3000B'S3aHUM TEPEBIPUTH IPABUIIbHICTh
fioro ckmageHHs Ta OQOPMIICHHS, TOCWUJIAHHS HAa HOPMATHUBHO-TIPABOBI AaKTH,
YTOYHHUTH ITU(POBI J1aH1, HAIBHICTh HEOOX1THUX Bi3 1 I0JIATKIB.

JIOKYMEHT MoAa€ThCs Ha MIAMKIC Pa3oM 3 TOKyMEHTaMHU, Ha MiJACTaBl SKUX HOTO
OyJIO CKJIaJIeHO.

SO0 AOKYMEHT HAJICWIAETHCA M0 KUTBKOX YCTaHOB MICHS HOTO peectpartii
BUKOHABEIh OPTaHI30BY€ BUTOTOBJIEHHS HEOOX1THOT KITLKOCTI MPUMIPHUKIB.

[IpamiBHMK, BiAMOBINATBHUN 32 BUKOHAHHS JOKYMEHTa, Yy pasi BIIMYCTKH,
BIIPSJDKCHHS, 3BUIBHEHHS 3000B'S3aHUN IEepeJaTH 1HIIOMY MPAIiBHHKOBI 3a
MOTOJKEHHSIM 13 CBOIM Oe3MocepeHIM KepIBHUKOM yCl HEBUKOHAHI JTOKYMEHTHU Ta
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noiHpopMyBaTH BIAMOBIJAILHOTO 3 KOHTPOJIO TMPO Iepeaady JOKYMEHTIB,
BUKOHAHHS SIKUX MepedyBae Ha KOHTPOJI, IHIIOMY BUKOHABLIEBI.

Opranizanisi KOHTPOJIIO 32 BUKOHAHHSAM JOKYMEHTIB

71. KoHTpoiib 3a BUKOHAaHHSM JIOKYMEHTIB 3JIIHCHIOETHCS 3 METOIO
3a0€e3Me4YeHHs] CBOEYACHOIO Ta HAJIEKHOTO 1 IKICHOTO X BUKOHAHHS.

KoHTposnb 311HCHIOETHCST 32 BUKOHAHHSIM YCIX 3apEECTPOBAHMX JOKYMEHTIB, Y
SKUX BCTAHOBJICHO 3aBJaHHS, a TAKOX BUKOHAHHA SKUX MIISIrae 00OB'AI3KOBOMY
KOHTpPOJIIO, 32 MepesikoM JTOKYMEHTIB, 110 3aTBEP/UKYETbCSI OKPEMUM HAKa30M
pPEKTOpa YHIBEPCUTETY.

OO00B'SI3KOBO KOHTPOJIFOETHCSI BUKOHAHHS 3aBIaHb, MEPeN0aYeHHX Yy aKTax
OpraHiB JEpXXaBHOI BJIAM Ta JOPYYEHHSX BHIIHMX IOCATOBUX OCIO, HaJTaHHS
BIIMOBIZICH HA 3alUTH, 3BEPHEHHS, a TaKOXX KopecmoHjeHIlio BepxoBHoi Pamu
Vkpainu, Apaminictpauii [lpesunenta VYkpainu, Kabinery MinictpiB VYkpainu,
MinicTtepcTBa OCBITH 1 HayKH, YKpaiHH, IHIIMX OpraHiB BHKOHABYOl BIIAJH,
MPOKYpaTypu, MPABOOXOPOHHUX 1 KOHTPOJIIOIOYUX OPTaHiB, 3alWTIB Ta 3BEPHCHD
HapOJHMX JIEMyTaTiB YKpaiHH, PO3MOpsaAdl TOKYMEHTH Ta AOPYUYEHHS KEpiBHMIITBA
YHIBEPCUTETY, PIINIEHHS KOJIETIaJIbHOTO OpraHy YHIBEPCUTETy, 3alluTh Ha
iH(dopMaIlito, a TaKoXX CTPOKM BHKOHAHHS YIPaBIIHCHKUX PIlI€Hb, MPUUHATHX 3a
pe3yabTaTaMu pO3TJsAY 1HIIOT KOPECTIOHSHII].

BianoBiganpHICTh 32 BUKOHAHHS JIOKYMEHTIB HECYTh OCOOM, 3a3HA4eHl Yy
pO3MOPATIOMY JTOKYMEHT1 (Hakasi, pO3MOPSAKEHHI, PIIICHHI TOIO), PEe30JIOIi
KEepIBHHUKA, Ta Oe3Mocepe/iHi BUKOHABII. Y BHUMNAAKY KOJHU JIOKYMEHT BHUKOHYETHCS
KUTbKOMA MpalliBHUKaMU, BIAMOBIIaJbHUM 32 OPTaHi3aIlil0 BUKOHAHHS (CKJIMKAHHS) €
IpaliBHUK, SIKOTO Y PE30JIOLIT 3a3HAY€HO MEPIIHIM.

Opranizaifito  KOHTPOJIIO 3a BHUKOHAHHSM 3aBllaHb, BU3HAYCHHX 3aKOHAMH
VYkpainu, nocraHoBamu BepxoBHoi Pamu VYkpainu, akramu Ta JOpPYYEHHSIMU
[Tpesunenta Ykpainu, pimenasmu Kabinety MinicTpiB YKpaiHu Ta IOpYy4YEHHAMHU
[Tpem’ep-Minictpa YKpaiHu, po3nopsaIduMH JOKYMEHTaMH 1 TuctamMu MiHicTepcTBa
OCBITH 1 HayKH YKpaiHH, OpTraHiB Jep>KaBHOI BJIAIH 1 MICIIEBOTO CaMOBPSTyBaHHS,
OPOKypaTypd Ta I1HIIMX TNPABOOXOPOHHUX OPraHiB 3A1MCHIOE OCOOMCTO MEpIIHii
npopekTop (rmpodibHU npopekTop). besnocepenHiil KOHTPOJIb 3a X BUKOHAHHSIM
JIOKYMEHTIB MOKJIAJA€ThCS Ha BIANOBIAAIBHOTO 3 KOHTPOIIO YHIBEPCUTETY.

Y  CTpyKTypHHMX mMipo3aigax Oe3nocepeqHiii KOHTPOJb 3a BHKOHAHHSIM
JOKYMEHTIB 3JIHCHIOIOTH iX KepiBHUKA a00 TIpalliBHUK, BIJAMOBIJIAJbHUN 3a
JJIOBOACTBO.

CTpok BUKOHAaHHA JOKyMEHTa MOXKE BCTAHOBIIIOBATUCA Y HOPMATHUBHO -
MPaBOBOMY aKTi, pO3MOPSAYOMY JIOKYMEHTI a00 pe3ofiomii KepiBHUIITBA
yHiBepcuTeTy. CTpOKM BHKOHAHHS BHYTPINIHIX JOKYMEHTIB OOYHCIIOIOTHECS Yy
KaJICHIAPHUX THAX, MOYMHAIOYH 3 JaTH MiAnucaHHs (peecTpariii), a BXiIHUX - 3 AaTH
HAJXODKEHHS (peecTpartii).
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S0 ocTaHHIN J€Hb CTPOKY BUKOHAHHS JIOKYMEHTA MpPUIIAJIa€ Ha HEpOoOOUni
JIeHb, OCTaHHIM JIHEM CTPOKY BHKOHAHHS JOKyMEHTa BBAXKAETHCS TEPIIMA JICHD
micist HepoOOoJoTo JHS.

CTpoku MOXyTh OyTH TUTIOBUMH 200 1HIAWBITYATbHUMH.

TumnoBi CTPOKM BUKOHAHHS JOKYMEHTIB YCTAaHOBIIOIOTHCS 3aKOHOJIABCTBOM.
CTpoky BUKOHAHHSI OCHOBHUX JOKYMEHTIB HABOIATHCS y MyHKTI 54 i€l [HCTpyKITii.

[HnuBiMyalbHI  CTPOKM  BCTAQHOBIIOIOTHCS ~ KEPIBHHUIITBOM  YHIBEPCHUTETY
(cTpykTypHOro mipo3ainy). KiHneBuil CTpOK BHKOHAHHS 3a3HAYAETHCS Y TEKCTI
JOKyMEHTa ab0 pe30JItollii.

VY pa3i Konau CTPOK BUKOHAHHS y JOKYMEHTI HE 3a3Ha4€HO, BIANOBiJalbHA 3a
BUKOHAHHS YCTAHOBA CAMOCTIMHO BU3HAYA€ CTPOK 1 MOPSAIOK BUKOHAHHS, BUXO/ISIUH 3
IIJIeH Ta CKJIQJHOCTI 3aBIaHHS, PO 110 MOBIJOMIISIE CITIBBUKOHABIISIM.

Skio 3aBaaHHs MOTpeOye TEPMIHOBOTO BUKOHAHHSI, 0OOB'SI3KOBO 3a3HAYAETHCS
KOHKPETHUN KIHIIEBUN CTPOK BUKOHAHHS.

CmiBBUKOHABIII 3000B's3aHI TOJABaTH MPOIO3UINI TOJIOBHOMY BHKOHABITIO
NPOTAroM MNepPHIoi MOJOBHHU CTPOKY, BiIBEICHOTO Jisi BUKOHAHHS JOPYYCHHSI,
3aBJIaHHS, SIKIO 1HIIE HE TIepe10adeHo TOJIOBHUM BHKOHABIIEM.

[HauBiAyansHUN CTPOK BUKOHAHHS JOKYMEHTa MOXE OyTH 3MIHEHUH JHUIIE 3a
BKa31BKOIO 1OCA/10BOT 0CO0H, sIKa 1Or0 BCTAHOBMIIA,  y pasi BIACYTHOCTI - TOCA0BOT
oco0u, sKa i1 3aMiIac.

CTpok BUKOHAHHS JOKYMEHTA MOKE OyTH MPOJIOBKEHO PEKTOPOM YHIBEPCUTETY
ab0 mocaloBUMH 0co0aMu, siKi HOro BCTaHOBWIH. [IpooBKEHHS CTPOKY BUKOHAHHS
MOBUHHO OyTH O(OPMJIEHO Bifpa3y IICis OJep)KaHHS JOKyMEHTa BUKOHaBIleM abo
HE MEHIIE HIX 3a TPU JHI JO0 3aKIHYEHHS CTPOKY BHMKOHAHHS, SIKIIO y IpOIeci
BUKOHAHHS 3 4CYyBaJioCsi, IO BHKOHATH JOKYMEHT Y BCTaHOBJICHHH TepMiH
HEMOKJIMBO, a IIOJ0 JOKYMEHTa, B SIKOMY HE 3a3HAY€HO CTPOK, - 10 3aKiHYEeHHS
TPUALUSITHIEHHOT0 CTPOKY BiJl JaTH MOTO PEECTpaIlii.

VY pa3i 3MiHHM CTPOKIB BUKOHAHHS IIPOCTABIISIOTHLCS HOBUM CTPOK, AaTa 1 MiIucC.
Bignosigxi 3Mian BHOCATHCS 10 PKK ab6o 6aHKy peecTpamiiiHuX TaHUX.

B3saTTs moxymMeHTa Ha KOHTPOJIb 3MIMCHIOETHCS HA MIACTaBl PE30JIIOIil peKTopa
yHIBEpCUTETY a00 MEPIIOTro MPOPEKTOPA.

KoHTponb 3a BUKOHAaHHSM JOKYMEHTIB BKJIIOYA€ B3ATTS JIOKYMEHTIB Ha
KOHTPOJIb, BH3HA4YeHHS (GOpM 1 METOIIB KOHTPOJIO, TMEPEBIPKY  XOIy
CBOEYACHOTO JIOBEJEHHS  JOKYMEHTIB  JO BHKOHAaBILIB, KOHTPOJIb 3a CTaHOM
BUKOHAHHS (TOMEpPEe/IHI TMEPEeBIPKH 1 PETyJIIOBaHHA XOAY BHUKOHAHHS), 3HATTS
JIOKYMEHTIB 3 KOHTPOJIIO, HANpaBJI€HHS BUKOHAHOIO JOKYMEHTa JI0 CHpaBH, OOJIIK,
y3arajibHEHHS Ta aHaJll3 PE3yJbTaTIB BUKOHAHHA JOKYMEHTIB, MOBIJIOMJIEHHS MPO
Xig 1 MIACYMKM BHUKOHAHHS JOKYMEHTIB Ha ONEpaTUBHUX Hapaaax, 300pax,
3aCiJaHHSX KOJIeTiaJbHUX OpraHiB, 1H(GOPMYBAaHHS KEPIBHUIITBA YHIBEPCUTETY
npo Xig Ta pe3ydbTaTH iX BUKOHAaHHS, (OPMYBAaHHS KAPTOTEKM BUKOHAHUX
JIOKyMEHTIB.

KoHnTpons 3a BUKOHAHHSIM JIOKYMEHTIB 3HIMCHIOETBRCS 33  JOIMIOMOTOIO
peecTpaliiHo-KOHTpoabHO1 KapTku (domarok 19, 20) abo aBTOMAaTH30BaHOI
iHpopmariitnoi  cuctemu (6asm ganux). [lim 9ac MOCTAaHOBKM JOKyMEHTa Ha
KOHTpOJIb Ha JiBOMy Oepe3l #Oro mepmoro apkyma OpOCTaBISETbCA
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mramn  «Koutpois» abo mitepa «K», micias Yoro JOKYMEHT NEpeaaeThes
BHKOHABIICBI, a JoaaTKOBHH npuMipHUK PKK cTaBUTBCS 10 KOHTPOIBHOT KAPTOTEKH.

PKK nokymeHnriB, mo nepe0yBaloTh Ha KOHTPOJI, TPYIMyIOThCS B KapTOTEIll 3a
CTPOKaMU BHKOHAHHS JOKYMEHTIB BHUKOHABISIMH a00 KOPECIOHJICHTAMH, TPYIIaMH
JIOKYMEHTIB (HaKa3u, PO3MOPSIKEHHS, JOPYUYEHHS BHUIIUX OPraHiB BIaJd, PIIICHHS
TOIIO).

3 gpyrux mnpumipaukiB PKK ¢opmyroTbesi KOHTpONBHI KAapTOTEKH B
CTPYKTYPHHUX MiAPO3a1sIax.

Ha oauH KOHTpOJIbOBaHMN AOKYMEHT Moxke OyTu 3aBeneHo Kinbka PKK,
KUIBKICTh SIKHX BH3HAYA€ThCS 3aJ€KHO BiJ KUIBKOCTI BHUKOHABIIB a00 CTPOKIB
BUKOHAHHS OKPEMUX 3aBJaHb, 3a3HAUYECHUX Y TOKYMEHTI.

Y pa3l KOAM BU3HAYEHO KUIbKAa BUKOHABIIIB, aji¢ BiJAMOBIIAJIbHICTh
nokjafaerbcsi Ha ogHoro 3 Hux, PKK cknajgaeThcss TUIbKM Ha BIANOBIIATBHOTO
BUKOHABIIS.

JlaHi mpo XiJI BUKOHAHHS JOKYMEHTA, OJICpKaHl IIIIXOM 3aIuTy 110 TeledoHy
a00 i 9ac mepeBipKU pOOOTH CTPYKTYPHOTO MiIPO3ILTY - BUKOHABIIS, BHOCSITBCS 110
PKK y rpapy «Kontponphi BinmiTkm». Ilpu npomy mnomepenHi 3amucud He
3aKpPEeCIIOIOTHCS.

Bigmimom nmimoBoxcTBa  Ta  BIAMOBIJAIBHOI 3a 3MIMCHEHHS KOHTPOJIO
BUKOHAHHS IOKYMEHTIB 0CO00I0 CHCTEMAaTU4YHO TOTYETHCS 1 MOJAETHCS KEPIBHUIITBY
iH(dOopMalIlis PO HEBUKOHAH1 Y BCTAHOBJICHI TEPMIHU JOKYMEHTH.

[lepeBipka XOoy BHMKOHAHHS JOKYMEHTIB MPOBOAUTBHCS Ha BCIX eTanax
OPOXOJPKEHHS  JOKYMEHTa  JO0  3aKIHYEHHS  CTPOKY  MOro  BHUKOHAHHS
(mornepemKyBaJIbHUNM KOHTPOJIb 3a JIONOMOTOI0 HarajJlyBaHb) y TAKOMY MOPSAKY:

- 3aBJIaHb Ha HACTYITHUMU PIK - HE PiJillIe OJHOTO pa3y Ha PikK;

- 3aBJaHb Ha HACTYIIHI MICSIl MOTOYHOTO POKY - HE PIAIIE OJHOTO pa3zy Ha
MICSILIB;

- 3aBIaHb HAa NOTOYHHUH MICSILL - KOXHI JECATh OHIB 1 3a II'STh IOHIB 10
3aKiHYEHHS CTPOKY a0o 3a 3alrTaMHU.

3a yMmoBHM (DYHKIIIOHYBaHHS CHCTEMH C€JIEKTPOHHOIO JIOKYMEHTOOOIry,
BUKOHABITIO HAJICUJIAETHCS €JICKTPOHHE TIOB1IOMJICHHS MPO TUTAHOBY JIaTy BUKOHAHHS
JIOKyMEHTA.

[Ticnst BUKOHAHHS TOKYMEHT 3HIMA€ETHCS 3 KOHTPOJIIO. JJOKyMEHTH BBaXKAIOTHCS
BUKOHAHUMH 1 3HIMAIOTBCA 3 KOHTPOJIIO IIICJs BUKOHAHHS 3aBJIaHb, 3allMTIB,
MOBIJIOMJICHHSI NP0 Pe3yJbTaTH 3alHTEPECOBAHUM YCTaHOBaM 1 0cob6am abo 1HIIOTO
M1ATBEPAKEHHS] BAKOHAHHS.

3HATU JTOKYMEHT 3 KOHTPOJIO MOXE TUIBKM o0co0a, siKa BCTaHOBUJIA
KOHTPOJIBHUU CTPOK Yy pe3oolii, abo 3a 1 JOpYyYEeHHSM BIJIMOBINAIBHUN 3
KOHTpOItO, TIpu 1boMy Ha jJokymeHTi 1 PKK poOutbcs momiTka mpo 3HATTS 3
KOHTPOJTIO.

PimenHst mpo BUKOHAHHS HakKa3iB MpHUIIMae TUTbKH KEPIBHUITBO YHIBEPCUTETY
Ha TMIJICTaBl JOBIIKH, MiAMUCAHOT 0CO00I0, HA Ky TOKJIAJCHO (PYHKIIT KOHTPOJIIO
BUKOHAHHS IILOTO HAKa3Yy.

3HATTS 3 KOHTPOJIIO 3AIMCHIOE BIJII JIJIOBOJICTBA HA TMJCTaBl BIJIOMOCTEH,
NOJIaHUX KEpIBHUKAMU CTPYKTYPHHX MiJPO3JALTIB yHIBepcUTETy. JIOKYMEHTH 3
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TUMIOBUMH CTPOKAMU BHUKOHAHHS 3HIMAIOThCS 3 KOHTPOJIIO 3a  PIIICHHAM
BIJIMOBIAAIBHOTO 3 KOHTPOJIIO.
JlaH1 TpO BUKOHAHHS TOKYMEHTA 1 3HATTS MOTO 3 KOHTPOJ0 BHOCATHCS 10 PKK.
JlHeM BUKOHAHHS 3aB/laHb, BU3HAUEHUX B aKTax OPraHiB JAEp)KaBHOI BIagu 1
JOPYYCHHSIX BHIMUX IMOCATOBUX OCIO, Ta BUKOHAHHS 3alHTIB, 3BEPHEHBb, a TaKOXK
kopecrionaenuii BepxoBnoi Pamm VYkpainm BBaxkaeTbCsi JeHb peecTpalii B
YHIBEPCUTETI BUX1IHUX TOKYMEHTIB PO BUKOHAHHSA 3aB/aHb.

Indopmaniiino-10BiTKoBa pod0oTa 3 JIOKYyMEHTAMH

72. IndopmariitHo-10B1IKOBA poOOTa 3 IOKYMEHTaMHU

3acagu TipoBelieHHS 1H(OPMAaIIMHO-IOBIIKOBOT pPOOOTH 3 JOKYMEHTaMH
BH3HAYAIOTHCS [HCTPYKITIEIO 3 IIJIOBOJCTBA B CICKTPOHHIN (popMi.

[adopmartiitHo-0BiIKOBa pobOTa 3 JOKYMEHTAMH TIOJIATA€ B  TOIIYKY
HEOOXI1THUX IOKYMEHTIB.

Jlnst migBumieHHs €(eKTHBHOCTI POOOTH TMONIYKOBOI CHCTEMH KaHIIEISPIEO
PO3pOOIIETHCS HOMEHKIIATYpa CIIpas.

[Tormyk KOHKPETHOTO JIOKYMEHTa 3IIMCHIOETBCS 3a PEKBI3UTaMH (3aroJiOBOK,
Ha3Ba BUAY JOKYMEHTA, JaTa MPUUHSATTSA, HOMEpP JOKYMEHTa, aBTOp JOKyMEHTa
TOI0) a00 32 KOHTEKCTOM (KJIFOYOBUM CJIOBOM a00 (hpasoro).

[TorykoBuMii 3aIUT MOKE MaTH OYJIb - IKY KOMO1HAIIIF0 PEKBI3UTIB.

Po3MHOKeHHSI TOKYMEHTIB

73. Ilops10K pO3MHOKEHHS TOKYMEHTIB 3ac00aMHM PO3MHOXKYBAJIbHOI TEXHIKH
BU3HAYAETHCS] KEPIBHUIITBOM YHIBEPCHUTETY, & HEOOX1IHICTh PO3SMHOXKEHHS OKPEMHUX
JOKYMEHTIB — KEPIBHUKAMHU CTPYKTYPHUX MiIPO3ILITIB.

OnepatuBHE PO3MHOXKYBAaHHS JOKYMEHTIB 3IHCHIOEThCS B  THUHOrpadii
YHIBEPCUTETY 3a TAKMMH MTPaBUIIAMHU:

- N7 BHUKOHAHHS PO3MHOXYBAJIbHHUX POOIT 3aMOBHUK 3allOBHIOE OJIaHK
3aMOBJICHHSI, SIKUH MIANHCY€ KEPIBHUK HOTO CTPYKTYPHOTO MiIPO3JALTY, PEKTOp abo
IPOPEKTOP YHIBEpCUTETY (m0oaaTok 21);

- JOKYMEHTU MEepPeNaroThcsl y TUHorpadiro pa3oMm 13 3allOBHEHUM OJIAHKOM
3aMoBJeHHs. [Ipu 11bOMy KO)KHOMY 3aMOBJIEHHIO HAJA€ThCS PEECTpaLiiiHUI HOMED,
BU3HAYAETHCS J1aTa Moro nepeaayi,

- 3aMOBJICHHS PEECTPYETHCS Yy CIEMIAIbHOMY >KypHali oOOJiKy poOOTH
tunorpadii (momatox 22). Ilim yac oaepkKaHHS KOIIM PO3MHOXKEHOTO JOKYMEHTa
ocoba, sKa IiX OJEp)Kye, PO3MNMCYETbCS HA 3aMOBJIEHHI 13 3a3HAUEHHSAM JaTH
OJIep>KaHHS;

- OpUriHAIM JAOKYMEHTIB MICJISI BUTOTOBJICHHS 3 HUX KOIIi MOBEPTAIOTHCA 32
HAJICKHICTIO.
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IMopsaok onpanoBaHHs TA HAJCUJIAHHS BUXITHMX JOKYMEHTIB

74. BuxigHi JOKYMEHTH HAJICHIAIOTHCS ajpecaraM 3 BUKOPUCTAHHSM 3acO0iB
MOIITOBOTO 3B'SI3KY, €JIEKTPO3B'A3KY, a TaKOX JOCTAaBISIOTECS KYyp'€PCHKOIO,
denpa'erepchKoro ciryx00to.

OmpaifoBaddsi  JOKYMEHTIB  JUIS  BIAMPABICHHS  IOIMITOBUM  3B'SI3KOM
3IIACHIOETHCS BIAJIIJIOM A1IOBOJICTBA YHIBEPCUTETY BiAMOBIAHO 10 [IpaBun HamaHHs
MIOCITYT TIOIITOBOTO 3B'SI3KY.

3 BUKOPUCTAHHSIM 3ac00IB €JEKTPO3B'A3KY CIyk0a UJIOBOACTBA 3IIHCHIOE
nepenady tenerpaMm, dakcorpaMm, TenaedoHOrpaM, EJICKTPOHHUX JIOKYMEHTIB 13
3aCTOCYBAHHSM €JICKTPOHHOTO HU(POBOTO MIAMUCY Ta JOKYMEHTIB Y CKaHOBaHIH
dbopmi 63 eIeKTPOHHOTO ITU(POBOrO MIAMHUCY.

VY pa3i HaacwiaHHs (akcorpaM 1 JOKYMEHTIB y CKaHOBaHi dopmi 0e3
€JIEKTPOHHOTO IM(PPOBOTO MIAMUCY MOXKE OYyTHM HAIICIaHWA TaK0X OpHUTIiHAI
JIOKyMEHTA B TIANIEPOBii hopmi.

Buan nmoxymenTiB, iHdoOpMaIis 3 SIKUX MEPeIacThCsl KaHAJIaMU €JICKTPO3B'SI3KY,
a TaKOX HEOOXITHICTh 1 TMOPSIIOK MOCHIIAHHS apecaToBl IX OPUTIHAIY B MarepoBid
¢dopMi Bu3HaualOThCA Li€l0 [HCTPYKLi€w 3 ypaxyBaHHSIM HasBHHUX B YCTaHOBI
TEXHIYHUX 1 TPOTPaMHUX 3aCO01B.

[apopmaniitni, TeneKOMyHIKalidHI Ta 1H(QOpMaIiiHO-TeNIeKOMYyHIKaIIHH1
CHUCTEMH TOBHHHI 3a0e3rnedyBaTH 3aXHUCT BiJ] HECAHKI[IOHOBAHUX [1H, SKI MOXYTh
MIPU3BECTHU JI0 BUIAJIKOBUX a00 YMUCHUX 3MIH UM 3HUIIEHHS 1HGOpMaIIii.

BuxigHi TOKyMEHTH OTMPaIbOBYIOTHCS 1 HAJCHIIAIOTHCS LIEHTPANi30BaHO B JIEHb
iX HaAXOUKEHHS B CTPYKTYPHHX IIJAPO3JUIIB - BUKOHABIIB a00 HE III3HIIIE
HACTYITHOTO poO0YOro JHS.

Hancunannsa a0o mepenava nmpaniBHHKAMHU YHIBEPCHTETY HOKYMEHTIB 0e3
iX peecTpauii He J0IMYCKAETHCH.

[Tix yac mpuitMaHHS BiJ BUKOHABI[IB BUXITHUX JOKYMEHTIB MPAIliBHUKA BIAILTY
JJIOBOICTBA 3000B'sI3aHi IEPEBIPUTH:

- MPaBWIbHICTh OGOPMIICHHS OKyMEHTa (CKJaa 1 PO3MIIIEHHS B HbOMY BCIX
PEKBI3HTIB);

- HasIBHICTD 1 TPaBUJIBHICT 3a3HAYCHHS aIpEeCH KOPECIIOHICHTA;

- HasIBHICTb Ha JJOKYMEHTI BIIMITKH PO JTOJATKU;

- HasIBHICTh yCiX HEOOXITHUX IIJIMKCIB Ha TOKYMEHTI Ta JI0JIaTKaX J10 HbOTO;

- HasIBHICTH Bi3 Ha BIJIMMYCKY - KOl BUXITHOTO JIOKYMEHTA, 1110 3aJIUIIAETHCS Y
CIpaBax yYHIBEPCUTETY;

- HasIBHICTbH 1 TIOBHOTY J0JIaTKIB;

- BIJIMOBIIHICTh KUJIBKOCTI MIPUMIPHUKIB KIJILKOCTI ajjpecaTiB.

JlokymeHTH, 110 O(OpMIIEHI 3 MOPYIICHHSM IMpaBWi, NepeadadeHuX i€k
IHCTPYKITI€I0, IO BIAMPABIICHHS HE IPUHMAIOTHCS.

Ha opwurinamax moKyMeHTIB, sIKI TiAJIATalOTh TOBEPHEHHIO, HA BEPXHBOMY
IPaBOMY IIOJT1 MEPIIOT CTOPIHKK CTaBUThCS ImTami «Ilijisrae moBepHEHHIOY.

JIOKyMEeHTH, 10 HAJCUJIAIOTBCS OJHOYACHO OJHOMY 1 TOMY X aJpecaToBli,
BKJIAJIAIOThCST B OAWMH KOHBepT (ymakyBaHHs). Ha KOHBEpPTI MPOCTABISIOTHCS
peecTpalliiiHi 1HIEKCH BCIX JTOKYMEHTIB, sIKI MICTSTHCSl Y KOHBEPTI.
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[Tpu HajmcwIaHHI KOPECTOHJICHINI, KpiM HallMEHyBaHHS YCTaHOBH, IMOCAau Ta
Npi3BUINA aapecara, CIiJ 3a3HAYUTH TOYHY TIOMITOBY ajpecy (BYJIHIIO, HOMEP
OyIuHKY, MICTO, 00J1acTh, MOMTOBHIA 1HAEKC). [li BiZOMOCTI BIacCHOPYY 3allOBHIOE
IHIIIaTOp BiATPABKH.

JIOKyMEHTH, IO aJPECYIOThCA MOCTIMHUM KOPECTIOHJIEHTaM, PEKOMEHIYEThCS
BIJIIPABIISITH Y KOHBEPTAX 13 3a3HAYCHHSIM aIpeCH OJIepKyBada Ta BiJMIPAaBHUKA, IO
BUTOTOBIITIOTHCS 3a3AJIET1 b MAITMHOMMCHAM a00 APYKaPCHKUM CTIOCOOOM.

Opurinanu Haka3ziB, MUIAHIB, 3BITIB, MPOTOKOJIB TOIIO 3aJUIIAIOTHCS 32 MICLIEM
ix peectpanii (y 3araJpHOMY BiIJIUT, CTPYKTYpHHUX Miapo3ainax). B iHmn ycrtaHoBU
HAJICUJIAIOTHCS iX APYT1 MPUMIPHUKH (KOITIT).

JIOKyMEHTH, IO JOCTABJISIOTHCS (ENIbErepchKO0 CIIy k0010, MepeaaroThCs
azpecaTaM il PO3MUCKY Y BIATOBITHINA KHU3I.

JocunanHsa abo 3aMiHa PO3ICIAHOTO paHillle JTOKYMEHTa 3IINCHIOETHCS 3a
BKa31BKOIO TOCAI0BOI 0COOM, siKa MiAmucaia AOKYMEHT, a00 KepiBHUKA BiAJILTY
TTIJTOBOJICTBA.

CTpyKTypHI MIIPO3JiIM YHIBEPCUTETYy Ta OKpeMi BHKOHABIII 3000B'si3aHi
nepeaaBaTH BHUXITHI JOKYMEHTH Ta IHII TIOMITOBI BIiJANPABICHHS 0 CIIyKOH
JIJIOBOACTBA MPOTATOM poOodoro aus A0 15 roaumnun 30 XBUJIMH. Y OCTaHHI ABa IHi
NMOTOYHOT0 MicAlUA Ta TMepHIUil JeHb HACTYNHOI0 MicAls BianpaBka
KOpecnoHAeHii 00MexXyeTbcsl, a00 NMPUIUHAETHCA Yy 3B’A3KY i3 MIATOTOBKOIO
CJIY:K0010 ILI0BOJACTBA MiCAYHOIO 3BiTY .

IV. CucremaTusauisi Ta 30epiranus JOKYMeHTIB Yy AUJI0OBOIACTBI
Cr1aJleHHSI HOMEHKJIATYPH CIIpaB

75. Homenkiarypa crpaB - 11¢ 00OB'S3KOBHH CHCTEMAaTH30BaHUM IEPEIiK Ha3B
(3aroJyIoBKiB) crpaB, mo (HOPMYIOTECS B JUIOBOJICTBI YHIBEPCUTETY, 13 3a3HAYCHHSIM
CTPOKIB 30€piraHHs CIIpas.

Homenkmatypa cmpaB po3poOisieThCS HAa OCHOBI  aHaNi3y  TIsUTBHOCTI
YHIBEPCUTETY B LUJIIOMY 1 KOXXHOIO HOTO CTPYKTypHOro migpo3naury. Ilpu npomy
BUKOPHUCTOBYIOThCS [10JI0’KEHHS PO YHIBEPCUTET Ta MOTO CTPYKTYPHI MiIPO3JALIH,
MTATHAA PO3MUC, HOMEHKIATypU Ta OMHCH CIpaB 3a MHUHYJIl POKH, CIHCOK
KOPECIIOH/ICHTIB, OOJIKOBO-pEECTpalliifHl KypHalld Ta KapTOTEKH, Kiacudikatopw,
B1JIOMUI 1 THUIIOBI TIEPEIKH 13 3a3HaUYCHHSIM CTPOKIB 30€piraHHs TOKYMEHTIB, a TAKOXK
BPaxOBYIOThCS 3aBJJaHHS YHIBEPCUTETY Ha PiK, HA SKUW CKIIaJa€ThCSl HOMEHKIIATYpa.

Homenkmatypa cripaB mpu3Ha4eHa sl BCTAHOBJICHHS B YHIBEPCHUTETI €IMHOTO
nopsaky (GopMyBaHHS CIpaB, 3a0e3MedYeHHs iX O0OJKy, ONEepaTUBHOTO TOIIYKY
JIOKYMEHTIB 3a iX 3MICTOM 1 BMJIOM, BU3HAQYE€HHS CTPOKIB 30€piraHHs cCHpaB 1 €
OCHOBOIO JJI CKJAJCHHS OMHUCIB CIpaB HoCMIilin0z0 ma mpueanozo (nonax 10
POKiB) 30epicannsa, a TakoX mia OOJIKy cmpaB mumuacoeozo (1o 10 pokis
BKJIIOYHO) 30epicanns.

B yHiBepcuTeTi CKIamar0ThCsl HOMEHKIIATYPH CIPaB CTPYKTYPHUX IMiIPO3ILTIB
(momatok 23) 1 3BeIcHa HOMEHKJIATypa CIIPaB YHIBEPCUTETY (101AaTOK 24).
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Homenkmatypa cripaB CTpyKTYpPHOTO MiAPO3ALTY pO3poOIsSeThes He Mmi3Hime 15
JIMCTOMNA/IA MOTOYHOI0 POKY TTOCAT0BOI0 0CO00T0, BIATOBITAIIBHOIO 32 J1IIOBOJCTBO
y CTPYKTYPHOMY ITiIPO3/IiJIi, HAa MiJCTaBl JOKYMEHTIB 3 YCIX MUTaHb HOTO JISIILHOCTI
13 3alydeHHsM (HaxiBIiB, fKI MPAIIOIOTh B MIAPO3MALII Ta BIAAUTY JUIOBOJICTBA
YHIBEPCHUTETY.

HomeHnkjaTypu copaB mNiANUCYIOTbCS  KePiBHUKAMH  CTPYKTYPHHUX
miapo3auIiB i 000B’SI3KOBO TMOTOMKYHTBHCA i3 Biggliom [aijoBoACTBa Ta
3aBijlyBaueM apxiBy yHIBepCHUTeETY.

3Be/lecHa HOMEHKJIaTypa CIpaB CKIATAEThCS CIYy»X)OOI0 IIIOBOJICTBA HA OCHOBI
HOMEHKJIaTypH CIPaB CTPYKTYPHUX IT1APO3/LIIB.

MeToaudHa gomomora y CKJIaJeHHI HOMEHKIIATypu CIpaB HAJA€ThCS apXiBOM
YHIBEPCUTETY.

IMicjisi BUKOHAHHS JOKYMEHTIB iX IPynylOTh y CIHPABH, AKUM HAJAAKTbHCS
HailMeHYBaHHs (3ar0JIOBKH), 0 Yy CTUCJiH y3arajibHeHiil (popMi BiITBOPHOIOTH
CKJIaJ i 3MicT 10KyMeHTIB y cipaBax. OCHOBHOIO YaCTHHOIO 3ar0JI0BKY CIIPABH €
BUKJIA/l MUTAHHA (MPeJAMeT), 3 AKOT0 BOHA 3aBOAUTHCSI.

Po3MimenHss cnpaB y HOMEHKJIATypl CTPYKTYPHOIO MIAPO3ALTY MOBHHHO
BINOBIAATH CTYMEHIO BAXXJIMBOCTI NHUTAaHb, LIO0 BHUPIIIYIOTbCS 3 ypaxyBaHHAM
B3a€EMO3B 13Ky JOKYMEHTIB, BKJIIOUYEHHUX [0 KOHKPETHHX CmpaB. SIK mpaBuio,
NEPIIOID PO3MIILLY€ETHCA Tpyna COpaB, IO BKIIOYAE€ JOKYMEHTH OpraHiB BHIIOTO
PIBHS, JaJll TpyIa OpraHi3aiiitHO-po3Nops U0l JOKYMEHTAllli YHIBEPCUTETY (HaKa3H,
PO3IOPSKEHHSI, PIIICHHS TOIO), MJAHOBO-3BITHA JIOKYMEHTAIllS 1 JMCTYBaHHA. Y
Ipymi JINCTyBaHHS TEPIIUMHU PO3MIIIYIOTHCS CIPAaBH, IO MICTITh JIUCTyBaHHS 3
OpraHaMH BHII[OTO PiBHSI.

KoxxHa cnpaBa, BKIIIOYEHA O HOMEHKJIATypu CIpaB, MOBUHHA MAaTH YMOBHE
no3HaueHHs (apaOCbkuMM LUdpamMu) — 1HACKC. [HAEKC cHpaBu CTPYKTYpHOTO
HIAPO3UTY CKIIAMAEThCA 3 1HIEKCY CTPYKTYPHOTO MIIPO3AUTY 3a KiIacu(]pikaTopom
CTPYKTYpHUX MIAPO3ILIIB 1 MOPSIIKOBOIO HOMEpa B MeXax MiApo3aury. Y pasi
HAsBHOCTI y CIIpaBi TOMIB (YacCTWH) IHACKC CTaBUTHhCS Ha KOXKHOMY TOMI 13
3a3Ha4YeHHIM: T. 1, T.2 TOIIIO.

VY KiHII JIJIOBOJHOTO POKY HOMEHKJIATypa CIpaB CTPYKTYPHOTO MiAPO3ILITY
000B’SI3KOBO 3aKPUBAETHCS M1JCYMKOBHM 3alHUCOM, Y SKOMY 3a3HAYa€ThCA KUTBKICTh
1 kaTeropii (pakTUYHO 3aBEJCHMX 3a pik crpas. [liIcyMKOBuUl 3amKC CKPITUIIOE CBOIM
MIMUCOM 0c00a, BIJIMOBIIAJIbHA 3a J1IJIOBOJACTBO Y CTPYKTYPHOMY TI1IPO3Iii.

HoMmenknaTypu cnpaB CTPYKTYpPHUX HIAPO3IUIIB IMICHS iX PO3TIAAY 1 aHAI3y
3BOASATHCS BIIIIIOM JIJOBOJACTBA B €AUHY (3BEJACHY) HOMEHKIIATYpYy CIIpaB
yHiBepcuTeTy. Jlo 1i CKIagaHHA 3allyda€ThCs 3aBiAyrOUud apxiBoM. 3BejieHa
HOMEHKJIaTypa CIpaB MiJMUCY€EThCS HaYaIbHUKOM BiIJIITY NUJTOBOJCTBA, KU HECE
BIIMOBIAANBHICTh 3a CBOEYACHICTh Ta SKICTh 11 CKJIAJaHHs, IPaBHIbHICTh
0 OpMIICHHS.

3Be/icHa HOMEHKJIATypa CHpaB  yHIBEPCUTETY CXBATIOETHCA  KOMICIEIO
YHIBEPCUTETY 3 TPOBEICHHS €KCIIEPTU3H I[IHHOCTI JOKYMEHTIB (Jajll - eKCIepTHa
KOMICIisI) Ta TIOTOJKYETHCSI €KCIIEPTHO-TIEPEBIPHOIO KOMIcCi€lo Jlep:kaBHOTO apXiBy
3amnopi3pkoi 00JacTi OAMH Pa3 Ha N'ATH POKIB a00 HeBiAKIaaHO Yy pa3i 3MiHHU
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¢GopmMu BJIaCHOCTI MaiiHA, CTPYKTYpPH, (QYHKLIA Ta Xxapakrepy podoTH
YHiBEepCHTETY, MiCIIsl YOTO 3aTBEPAXKYETHCSI PEKTOPOM YHIBEPCHUTETY.

3BeleHa HOMEHKJATypa CIpaB YHIBEPCUTETY CKIAJAETbCS y YOTUPBHOX
IPUMIPHUKAX, HA KOXKHOMY 3 SIKMX IMOBHHEH OyTH 3allOBHEHUU Tpu( MOTOHKEHHS 3
HepxaBHuM  apxiBom 3amopizbkoi  obmacti. [IpuMipHMKM  HOMEHKJIATYypH
PO3MOIUISIOTHCS HACTYITHUM YHHOM:

- epiuii (HeIOTOPKAaHHUI ) MPUMIPHHUK - 30€piraeThes y CirykO01 J1T10BOACTBA;

- IPYTHiA IPUMIPHUK - BUKOPUCTOBYETHCS CITY>KOOIO TIITOBOACTBA K pOOOUMIA;

- TPETI MPUMIPHUK - MEPENAEThCS A0 apXiBY YHIBEPCHUTETY, JJIS 31MCHEHHSI
KOHTPOJTIO 32 (OPMYBAHHSIM CIIPaB y CTPYKTYPHHUX TiIPO3/isiax;

- YETBEPTUW MPHUMIPHUK - HAJACHUIAETbes 0 [lepkaBHOTO apxiBy 3amopi3bkoi
o0Jacri.

CTpyKTypHI TIAPO3AIAM YHIBEPCUTETY OTPUMYIOTH BUTATH 3 BIJAMOBIIHHUX
PO3ILTIB 3aTBEPAXKEHOT 3B€ICHOI HOMEHKJIATYPHU CIIPAB JIJIsl BAKOPUCTAHHS Y POOOTI.

J10 HOMEHKJIATypH CIIpaB YHIBEPCUTETY BKIIIOUAIOTHCA yC1 0€3 BUHATKY CIIPaBU 1
JOKYMEHTH, 1110 CTBOPIOIOTHCS y MPOLIEC AISTBHOCTI yHiBepCHTeTy

Jo HOMEHKIIATYPH BKIIOYAIOTHCS TAKOXK HE 3aKiHUEH1 1JI0BOJICTBOM CIpaBH,
M0 HAIIWNUIM BiA 1HIIHAX YCTaHOB 171t iX MpPOJOBXKEHHSA, Ta BCi JOBIAKOBI 1
KOHTPOJIbHI KapTOTEKH J0 JOKYMEHTIB, HOMEHKJIATYpH CIIpaB, JOKYMEHTH, CTBOPEHI
3a nonomororo 11K.

HaiimeHnyBaHHS CIIpaB 3 MUTaHb, BUPIMICHHS SKUX TPUBA€E O1IBIIE OAHOTO POKY
(mepeximHi CrpaBH), BHOCSITHCS B HOMEHKJIATYPY KOXXHOTO POKY IMPOTATOM yCHOTO
CTPOKY BHpIIICHHsS MUTaHb. BeneHHs Oynb-iKHX CIpaB 1M03a HOMEHKIJIATypOIO HE
JIOTTY CKA€ETHCSI.

Y 3BemeHy HOMEHKIATYpy CIIpaB BKIIOYAIOTHCA CIPaBU TPOMAJCHKHUX
oprasizaiiii yHiBepcutery (mpodcriakoBoi, 1T00pOBUIBHUX TOBAPUCTB TOIIIO).

CripaBu TpoMaICbKUX OpraHizaiiid po3MilIyIOThCs B KiHIII HOMEHKIJIATYypH MiCTs
CIPaB OCHOBHHUX CTPYKTYPHUX IMITPO3/LIIB.

Y HOMEHKJaTypy ChpaB HE BKIIOYAIOTHCS 301PHUKM 3aKOHOJABYUX aKTIB Ta
nocranoB  KaOinery MinicTpiB  YkpaiHu, pO3NOpsKEHHS — AaMiHICTparii
[Ipesunenta VYkpainu, Opourypu, NOBIAHHKH, OroieTeHi, pedepaTHBHI KypHaIH,
excrpec-iHdopmariis Ta 1HII IPyKOBaH1 BUJAHHS.

Po3ninamMu HOMEHKIATypu CHpaB € Ha3BU CTPYKTYPHHUX  MIIPO3ILIIB
yHiBepcuTeTy. HaliMeHyBaHHS CTPYKTYpHHMX MiAPO3AUTIB  PO3MINIYIOTHCS 32
KJIacH(1KAaTOPOM CTPYKTYPHHUX HIAPO3ALIIB, MPUUOMY SIK TEPIIUM PO3iT BKA3YEThCS
BIJIALT J1JIOBOJICTBA.

HaiimenyBaHHs cripaB y HOMEHKJIATYpl y CTUCHIN (hOpMiI KOHKPETHO BijioOpaxkae
3MICT JOKYMEHTiB. OCHOBHOIO YAaCTHHOI HalMEHyBaHHs (3aroJIOBKY) CIpaBU €
BUKJIAJ] 3MICTy MUTaHHS (IPEAMETY ), 3 IKOT'O BOHA 3aBOJIUTHC.

[Ipotsirom ychOTrO CTPOKY Jii HOMEHKJIATypd B HIA CBOE€YACHO POOJISTHCS
BIAMITKMA TPO 3aBEJCHHs CIIpaB, MPO Mepenady ix B apXiB, MPO MEPEXiJHI CIpaBH,
npo ocib, BIAMOBITANbHUX 3a (OpMyBaHHS CHpaB, MPO IMepeaady ChpaB B 1HII
CTPYKTypH A ipofoBkeHHs. Ll BiamiTku ciig pooutu y rpadi «[Ipumitkum».

[Ticns 3akiHYEHHS [JUIOBOJHOTO POKY 3BEACHAa HOMEHKJIATypa CIpaB
000B’SI3KOBO 3aKPUBAETHCS M1JCYMKOBHM 3alHUCOM, Y SKOMY 3a3HAYa€ThCA KUTBKICTh
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1 kateropis ¢akTUYHO 3aBEJACHUX 3a PiK crpaB. [Ipo HasSBHICTH 3aBEICHHX 3a PIK
CIpaB MOBIAOMIISIETbCS apXiB yHiBepcuTeTy. lliaicyMKoBuUI 3amuc y 3BeeHIH
HOMEHKJIaTypi CIPaB MiAMUCY€E HAYaTIbHUK BIJIIUTY ALTOBOJICTBA.

3Be/icHa HOMEHKJIATypa CIpaB YHIBEPCHUTETY, SK 1 HOMEHKJIAaTypa CIpaB
CTPYKTYpHOTO MIAPO3AiTYy, UIOpIYHO (HE Ti3HINIE JHUCTONaAa — TPYAHs)
NEPETISIa€ThCs, aHAI3Y€EThCS 1 yTOUHSEThCS. [licisa BHECEHHSA 3MiH HOMEHKIATYpa
CIpaB TEPEAPYKOBYETHCS, PO3TIATAETHCS HA 3acijaHHl eKCIepTHOI KoMicii
YHIBEPCUTETY, 3aTBEPKY€ETHCA PEKTOPOM Ta BBOJUTHCA Yy JIit0 3 1 CIYHS HACTYITHOTO
KaJICHJAPHOTO POKY.

Jlo HOMEHKJATypu CHpaB YHIBEPCUTETY BKIIOYAIOTHCS HA3BU CIIPaB, IO
bopMyIOTbCS Ta BIIOOpaXXarOTh YyCl JUISHKH POOOTH, SKa JOKYMEHTYETHCS B
YHIBEPCHUTETI, 30KpeMa CHpaBH TOCTIHHUX Ta TUMYACOBO MJIIOYMX paj, KOMICIH,
KOMITETIB Toulo. Jl0 HOMEHKJIATypu CHpaB BHOCITHCS TaKOXX HAa3BU CIpaB, IO
BEIyTHCS JINIIIE B €TIEKTPOHHIHN (hopMi.

['padhm HOMEHKIIaTypH CTIpaB 3aNIOBHIOIOTHCSI TAKUM YHHOM.

Y rpadi 1 mpocraBiseTbcs 1HAEGKC KOXKHOI CHpaBH. IHAEKC cropaBu
CTPYKTYPHOTO TIJPO3AUTY CKJIQAAE€ThCS 3 1HAEKCY CTPYKTYPHOTO TMiAPO3ALTY
yHIBEpCUTETY (32 IITATHUM PO3MHCOM ab0 KIacH(PIKaTOPOM CTPYKTYPHUX
MPO3AUTIB) Ta TMOPSAIKOBOTO HOMEpPA CIpaBU B Mekax miaposnury. Hampukmam: 06-
12, ne 06 - iHAEKC caMOCTIMHOTO BiAAUTy, 12 - mopsinkoBuit HoMep crpasu, ado 04.1-
07, ne 04.1 - inAeKc BiAAUTY y CKIal ynpaBiaiHHs, 07 - MOpsSIKOBUN HOMEpP CIIPaBH.

3a HasIBHOCTI y crpaBi TOMIB (4aCTHH) IHJIEKC CTaBUTHCS Ha KOXHOMY TOMI,
Hanpukiam: T. 1, T. 2 Touno.

VY rpady 2 BKIIIOYAKOTHCS 3ar0JIOBKH CIIPaB (TOMIB, YaCTHH).

3aroJI0BOK CIpaBM MOBUHEH YITKO Y CTUCHIN y3arajabHeHid GopMi BiIoOpakaTH
CKJIaJI 1 3MICT JOKYMEHTIB CITPaBH.

He no3BossieTbest BXKMBaHHS B 3ar0JIOBKax CIpaB HEKOHKPETHUX (HOPMYITIOBaHb
(«pi3HI Marepiaam», «3arajibHe JUCTYBaHHS», «BX1JTHA KOPECHOHJICHIIIS, «BUXITHA
KOPECIIOHJICHITISH» TOIIO), a TaKO0X BCTAaBHHUX CIIB 1 CKJIQJHUX CHHTAKCUYHUX
3BOPOTIB.

[Tim wac ¢dopmymtoBaHHS 3arojOBKIB CIpPaB BPaxOBYIOThCS TaKi O3HAKH
dbopmyBaHHS CcrmpaB, SK HOMIHAJIbHA, aBTOPCHKA, KOPECTOHIEHTCHKA, MPEIMETHO-
nuTajdbHAa, XPOHOJIOTIUHA, reorpadiuHa. JlokymeHTH (OPMYIOTBCS y CHpaBu Ha
OCHOBI OKpEMOi 03HaKH1 ab0 CIOJIy4eHHsI O3HaK.

3aroyioBOK CIpaBU CKJIAIA€ThCS 3 €JIEMEHTIB, 10 PO3MIIIYIOThCS y TaKiid
MOCJIIJIOBHOCTI: Ha3Ba BHJY CIIpaBU (JMCTYBaHHS, *YypHaj, KHUTA TOIIO) YU BUIY
JOKYMEHTIB y chpaBl (HaKa3W, IPOTOKOJH, AaKTH TOIIO); aBTOpP JOKYMEHTIB
(HaliMeHyBaHHSI yCTAHOBU, CTPYKTYPHOTO MIIPO3/11y); KOPECHOHACHT abo aapecar
(HaliMeHyBaHHSI yCTaHOBH, J0 SKO1 aJipecoBaHi abo BiJl K01 HAAIMIIUIM JTOKYMEHTH);
KOPOTKHM 3MICT JIOKYMEHTIB CIIpaBH (IIMTAHHSA, 3 SKOTO (DOPMYy€EThCS CIIpaBa); Ha3Ba
perioHy (TepuTopii), 3 SIKOIO TOB'S3aHUI 3MICT JTOKyMEHTa; Aata (mepion), 0 SKOi
HaJIeXXaTh JOKYMEHTH CITPaBH; BKa31BKM HA HASBHICTH KOMIH TOKYMEHTIB y cripasi (y
pasi moTpedn).

VY 3aromoBkax o0co00BHX (MIEPCOHAIBHMX) Ta IHIIMX CHOpPaB, IO MICTATh
JOKYyMEHTH 3 OJHOTO THUTaHHS, TIOB'sI3aHI TOCHIIOBHICTIO BEICHHS MPOIEAYP
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TUJIOBOJICTBA, BXKMBAETHCS TEPMIH «cCIpaBa», Hanpukiaa: «OcoboBa crpaBay,
«IIepconanbHa cripaBay.

VY 3aronoBkax cmpas, MO MICTATH JOKYMEHTH 3 OJHOTO NMUTAHHS, HE TOB'SI3aH1
MIOCJTIIOBHICTIO BEACHHS MPOIEAYP AUIOBOJACTBA, BKUBAETHCA TEPMIH «JIOKYMEHTH,
a TMCIg HBOTO B JYXKKaX 3a3HAYAlOTHCS OCHOBHI BHJAM JOKYMEHTIB CIpPaBH,
Hanpukiad: «/lokymeHnTn (Tutanu, aHKETH, TOBIJIKHM) MPO MPOBEICHHS OISy CTaHY
JJIOBOJICTBA Ta apXiBHOI CTIPABH y BUIUX HABUYAILHUX 3aKJIaJIax».

TepMiH «JIOKYMEHTH» BXKUBAETHCA TAKOXK Yy 3arojloBKax CIpaB, IO MICTSTh
JTOKYMEHTHU-I0AATKU 0 Oy Ab-SIKOTO HOPMAaTUBHO-IIPABOBOTO aKTy ab0 PO3MOPSI4Oro
JIOKyMEHTA YCTaHOBH.

VY 3aronioBkax crpas, MPU3HAYEHUX JJISl TPYIMYBaHHS TOKYMEHTIB OJHOTO BHIY,
3a3HAYAETHCS BHUJI JIOKYMEHTAa y MHOXHHI Ta aBTOpP JOKYMEHTIB, HaINpUKIA:
«IIpotokoinu 3aciganb KoJierii JepxaBHOi apXiBHOI CITyKOM».

VY 3aronoBkax CIpas, IO MICTATH JIMCTYBAaHHS, 3a3HAYAIOTHCS KOPECIOHACHT 1
KOPOTKHUI 3MICT JOKYMEHTIB, Hampukias: «JIucryBanHs 3 MiHICTEpCTBOM OCBITH 1
HayKW YKpaiHu PO 3aTBEP/KEHHS 1 3MiHY IITATHOTO PO3MUCY.

Y 3arojoBkax cmpaB, M0 MICTATh JIUCTYBaHHS 3 KOPECIIOHIECHTAMH,
OJTHOPITHUMHU 32 XapaKTEepPOM TiSTILHOCTI, TaKi KOPECMIOHICHTH HE MEePeTiIyIOThCs, a
3a3HAYAETHCS X y3arajJbHEHE HAMEHYBaHHS, HAMPUKIAL: «JIucTyBaHHS 3 OpraHamu
MICIIEBOTO CaMOBpSIYBaHHS 3 TMUTaHb 3a0€3MEYEHHS COLIAIbHOTO 3aXUCTY
HACEJICHHS.

VY 3aronoBkax copaB, 10 MICTATh JIMCTYBAaHHA 3 PI3HUMH KOPECIOHIEHTaMH,
TaKl KOPECIOHJIEHTH HE 3a3HayaloThCsl, HAMPUKIAL: «JIMCTyBaHHS MPO OpraHi3aliio
ceMiHapy 3 MiABUILECHHS KBami(iKallii MpailiBHUKIB KaJPOBUX CITYKO».

VY 3aronoBkax crpas, 110 MICTATh IJIAHOBO-3BITHY JOKYMEHTAIII0, 3a3HAYAETHCS
nepiog (Mmicsib, KBapTaja, MBpIYYsl, pIK), B SIKOMY IUIQHYEThCA CTBOPECHHS
JIOKYMEHTIB, a00 1epio ix (aKTHIHOTO BUKOHAHHS, HATIPUKITA/T;

1. [Iman OCHOBHMX OpraHi3aIliiHuX 3aX0/(iB ycTaHOBHU Ha 2022 pik;

2. 3BiT PO BUKOPHUCTAHHS OFOPKETHUX KOIITIB YCTAaHOBOO 3a 2022 pik.

Sxmo cmpaBa CKIAAA€ThCsl 3 KUIBKOX TOMIB a00 dYacTWH, (POPMYITIOETHCS
3arajbHUMN 3aroJIOBOK CIIPaBH, a TIOTIM Y pa3i MOTPeOH - 3aT0JI0BOK KOXKHOI CITPABH.

[limx dvac poO3MIIICHHS 3arojoBKIB CIpaB Yy HOMEHKIATYpl BpPaXOBYETHCS
BOXJIMBICTh JIOKYMEHTIB, BKJIIOUCHHUX JO CIpPaBH, iX B3a€MO3B's30k. Ha mouatky
PO3MIIIYIOTBCSI 3arOJIOBKM CHpaB IIOJ0 JOKYMEHTIB, SIKi HaJIWIUIM BiJ OpraHiB
BUIIIOTO PIBHS, Jaji - IIOJ0 OpraHizailiiHO-pO3MOpsIu0i JOKYMEHTallli, TJIaHOBO-
3BITHOI JOKyMEHTallli, JIMCTYBaHHs, OOJIKOBO-IOBIJIKOBUX BHJIB JTOKYMEHTIB. Y
KOXHIN 3 [IUX TPYI JOKYMEHTH TaKOX PO3MILIYIOTHCS 3 YpaXyBaHHIM BaXKJIMBOCTI Ta
CTPOKIB 30epiraHHs.

['pada 3 HOMEHKIATYpH 3alOBHIOETHCS HAPUKIHII KaJIEHIAPHOTO POKY.

VY rpadi 4 HOMEHKIATypH 3a3HAYAIOTHCS CTPOKHU 30€piraHHs CIpaB, HOMEPHU
cTaTel 3a MepeikoM TOKYMEHTIB 13 CTpOKaMu 30epiraHHs.

VY rpadi 5 «BigMmiTkay poOIATHCS TO3HAYKKA MPO TEPEXiTHI CIpPaBH;, PO
CIIpaBH, IO BEAYTHCA B €IEKTPOHHIN (OopMi; TIPO MOCATOBUX OCIO, BiAMOBITATHLHUX
3a (hOpMyBaHHS CIIpaB; PO Mepeaady CIpaB 0 apXiBy YCTAHOBU YH 1HIITUX YCTAHOB
JUIA 1X TIPOJAOBKEHHS TOLLO.
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HanpukiHili poKy HOMEHKJIaTypa CrpaB 3aKpUBA€ETHCS 3 MiJJCYMKOBUM 3alllCOM
PO 1X KUIBKICTb.

®opMyBaHHA CIIpaB

76. dopmyBaHHS CTpaB - 1€ TPYMyBaHHS BUKOHAHWX JOKYMEHTIB y CIPaBH
BIJITTOBITHO 10 HOMEHKJIATYPH CITPaB.

CnpaBu GopMyIOThCS B YHIBEPCUTETI, SIK MIPABUIIO, ACIIEHTPaII30BaHO, TOOTO B
CTPYKTYPHHUX TIIpOo3/iaax. Y BUIAIKY KOJIU 0OCIT JOKYMEHTOOOITY HE IMEpPEeBUIIYE
10 ThC. MOKYMEHTIB Ha piK (OPMYBaHHS CIPaB MOMJIMBO 31MCHIOBATH y CIyXO0i
IJIOBOJCTBA.

[Tig yac popMyBaHHS CTIpaB CiJI JOTPUMYBATHUCS TaKUX 3arajJbHUX MIPABIL:

- BMIILIYBAaTH y CIPaBH TUIBKA BUKOHAHI JJOKYMEHTH BIJIIOBIIHO JIO 3aroJIOBKIB
CIIpaB B HOMEHKJIATYPI;

- TPyMyBaTH y COpPaBH JOKYMEHTH, BUKOHAHI MPOTATOM OJHOTO KaJICHIAPHOTO
POKY, 3a BHUHATKOM TMEpEeXiHUX CIpaB (BEAyTbCA MPOTIrOM KUIBKOX POKIB),
oco0oBuX cmpaB, cymoBux. OcoOoBi crpaBu (GOPMYIOTHCS TMPOTATOM yCHOTO Yacy
poOOTH 0COOM B YCTaHOBAX;

- BMINIYBAaTH y CIPaBH JIUIE OPUTIHAIM MPABWIBHO O(POPMIICHUX 1 BUKOHAHUX
JOKYMEHTIB a00 y pa3i iX BiJICYTHOCTI 3aCBIT4€HI B YCTaHOBJICHOMY MOPSAKY KOIMIii
JIOKYMEHTIB;

- HE JOIMYyCKaTH BKJIIOYEHHS 1O CIpaB YOPHOBUX, OCOOMCTHX JOKYMEHTIB,
PO3MHOKEHUX KOIIii Ta TOKyMEHTIB, IO MiUIATal0Th TOBEPHEHHIO;

- OKpeMO TpymyBaTh Yy CIpaBU JOKYMEHTH IIOCTIHHOTO 1 THMYacOBOTO
30epiraHHs;

- 3a o0csarom cmnpaBa He mnoBuHHA mnepeBuinyBatu 250 apkymii (30-40
MUTIMETPIB 3aBTOBIIKH).

SIK BUHATOK, KOJIM OTO BUMArae crenudika poooTu yHIBEPCUTETY, TOKYMEHTH
NOCTIHHOTO 1 TUMYACcOBOro 30epiraHHs, MOB’s3aHl 3 BHUPIIICHHSIM OJHOTO MUTAaHHS,
MOXYTh TPYIYBaTUCA MPOTSATOM JAUIOBOTO POKY B OAHY crpaBy. Ilicis 3akiHUeHHS
TIJOBOJHOTO POKYy abo Tepen TmMepenayero ChpaBu J0 apxiBy YHIBEPCHUTETY
JOKYMEHTH TIOBHHHI OyTH pO3KJIaJeHl 3a OKPeMHUMH CIpaBaMH 3TiTHO 3
HOMEHKJIaTypOIO:

- B OJIHIM CIipaBi JOKYMEHTH MOCTIHHOIO, B 1HIIIN — JOKYMEHTH TUMYacOBOIO
TEepMiHY 30epiraHHs;

- BKJIIOYATH IO CIpaBU JTOKYMEHTH TUTBKH 3 OJHOTO THUTaHHS abo Tpymnu
CHIOPITHEHUX MUTaHb, [0 CTAHOBJATH €IMHWA TEMATUYHHA KOMILJIEKC, CTIOYATKY
1HII[IaTUBHUM TOKYMEHT, a TIOTIM YyCl 1HIII y JIOT1YHIN MOC1JOBHOCTI;

- AKIIO0 JOKYMEHTH 3a CBOIM 3MICTOM 1 CTPOKOM 30epiraHHsi HE MOXYTb OyTH
3rpynoBaHl y copaBH, NependadyeHi HOMEHKIATypolO, 3aBOJAUTHCS HOBa CIpaBa 3
00OB’SI3KOBUM BHECEHHSIM 1i HaliMEHyBaHHS Ta CTPOKy 30epiraHHs B IIIOYY
HOMEHKJIaTypy CIIpaB;

- IOKyMEHTH, CTBOPEHI 3a JOMOMOTOI0 KOMIT IOTEPHOI TEXHIKH, TPYMYyIOThCS y
CIPaBH Ha 3arajbHUX IMi/ICTaBaX.
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JIOKyMEHTH TpyINyIOThCS y CIpaBU B XPOHOJOTIYHOMY Ta/ab0 JIOTIYHOMY
MOPSJIKY UM Y iX TIO€THAHHI.

Posmopsigui  mokymMeHTH pa3oM 3 JoJaTKaMu TPYNyIOThCS Yy CIpaBH 3a iX
XapaKTepOM 1 XpPOHOJIOTIETO.

CraryTH, TOJOKEHHSI, PaBWIa, 1HCTPYKINi Ta IHII JOKYMEHTH, 3aTBEpIKCHI
pPO3MOPSTYUMHU TOKYMEHTAMH, TPYIMYIOTHCS PAa30M 13 3a3HAYCHUMH JOKYMEHTaMHU.
SIKIO0 BOHU 3aTBEP/KEHI K CAMOCTINMHI JOKYMEHTH, TO iX TPYIyIOTh B OKpemi
CIIPaBH.

Hakasu (po3nopsijpkeHHs1) 3 MUTaHb 3 OCHOBHOI IiSJIBHOCTI; MPO MPUUAHSTTS,
NIEpeBEICHHS, 3BUIBHEHHS, 3a0XO0YCHHS, CYMICHHUIITBO MPAI[iBHUKIB;, TPO HAJaHHS
BIJIMMYCTOK; MPO HAKJIQJEHHS CTATHEHb HA MPaIlIBHUKIB, BIIPSIHKEHHS MPaIliBHUKIB, 3
aJIM1HICTPATUBHO-TOCIIOJAPCHKUX MUTaHb IPYIYIOTHCA Y Pi3HI CIpPaBHU.

JIoKyMEHTH 3aciJlaHb KOJIETiaIbHUX OpraHiB IPyNyIOThCS Yy JIB1 CIIPaBU:

- MPOTOKOJIH 1 JOKYMEHTH JI0 HUX (JIOITOB1/Ii, TOBIIKH, IIPOEKTH PIllICHb TOIIIO);

- JOKYMEHTH 3 OpraHizaiii 3aciianb (HOpSAAOK IEHHHUM, MaKeT PO3MIIEHHS,
CIIMCOK 3aMpOIIEHUX TOIIIO).

[IpoTokonm 3acijaHb KOJIETIAJTLHUX OpPTaHiB TPYNYIOThCS Y CIOpPaBH B
XPOHOJIOTIYHOMY TIOPSJIKY 1 3a HoMepamu. JIOKyMEHTH 10 3acijaHb 3a3HaueHUX
OpraHiB CHCTEMAaTH3YIOThCS 3a JJaTaMH Ta HOMEpPaMHu MPOTOKOJIIB, a B MEXaxX TPyIMH
JIOKYMEHTIB, II0 CTOCYIOTBCSI OJTHOTO MPOTOKOITY, - 33 TIOPSIKOM IEHHUM 3aCiIaHHS.

JlopyueHHsI yCTaHOB BHIIOTO PiBHSA 1 JOKYMEHTH, MOB'Si3aHi 3 iX BHKOHAHHSM,
IPYNyIOTBCS Y CIpPaBU 3a HaNpsSMaMH isJIBHOCTI YHIBEPCHUTETYy abo 3a aBTOpaMu
1HIIIAaTUBHUX JOKYMEHTIB. JJOKYMEHTH y HEBEJHMKIH KUJIBKOCTI TPYyNYyIOTHCS B OJHY
cnpaBy. Y clipaBi JOKYMEHTH CHCTEMAaTU3YIOThCS 3a JaTaMu JOPYUYCHb.

3aTBep/UKEHI TUIaHU, 3BITH, KOIITOPUCH TPYMYIOTHCS y CHpPaBH OKPEMO Bif
MPOEKTIB ITUX JIOKYMEHTIB.

JluctyBaHHSI TPYIyETbCA 3a 3MICTOM Ta KOPECIOHAEHTCHKOIO O3HAKOK 1
CHUCTEMATHU3Y€ETHCS B XPOHOJIOTTYHOMY TOPSAKY: JOKYMEHT-BIAMOBIIb PO3MIILY€ETHCS
3a JOKYMEHTOM-3aIHUTOM.

JIoKkyMEHTH B OCOOOBHUX CIpaBax TPYMYIOThCS y XPOHOJOTIYHOMY TOPSAKY B
Mipy iX HaJXOPKEHHS y TaKiil MOCiI0BHOCTI:

- BHYTpIIIHINA OMHC JOKYMEHTIB, BKIIFOUEHUX JI0 CIIPABH;

- 3a51Ba PO NMPUUHATTA Ha poOOTY;

- HarpaBJICHHS a0o MMOIaHHS;

- 0CO0OBUI TUCTOK OOIIKY KaJpiB;

- aBToOiorpadisi, JOKYMEHTH PO OCBITY, BUTSTH 3 HakKa3iB MPO MPU3HAYCHHS,
TIepeBEICHHS, 3BUThHEHHS;

- JIOTIOBHEHHS 710 0COOOBOT0O JIUCTKA OOJIIKY KaJIpiB;

- IOTIOBHEHHS JI0 0COOOBOTO JIMCTKA MPO 3a0X0YCHHST,

- IOBIJIKM Ta 1HIII JJOKyMEHTH.

JIoBiKM 3 Micls MPOXHUBAHHS, MEIUYHI JOBIAKK MPO CTaH 370POB’S Ta IHIII
aHAJIOT1YH1 TOKYMEHTH IPYIYIOThCS B OKpEMI CIpPaBU TUMYACOBOTO 30epiraHHs i J0
0COOOBUX CIIPaB HE BKIIOYAIOTHCS.
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Komii Haka3iB po CTATHEHHS, 320X0UYCHHsI, 3MiHY MPi3BHIIA TOIIO JO 0COOOBOI
CIIpaBW HE BKIIFOYAIOTHCS Y 3B’SA3KY 13 BHECEHHSIM BiJJOMOCTEH MPO 1€ Y JOMTOBHCHHS
710 0COO0BOTO JTMCTKA 00JIIKY KaJpiB.

Po3paxyHkoBo-miaTiH1 BioMOCTI (0COO0B1 paxyHKH) MPaIliBHUKIB YCTAaHOBU
CHUCTEMATH3YIOThCSI B MeEXaxX POKy 3a TMpI3BUIIAMH B an(aBiTHOMY MOPSAKY, a
BIIOMOCTI Ha BWIUIATY 3 TpOIIed (BIIOMOCTI HapaxyBaHHS 3apOOITHOI IIJIaTH)
NOBHHHI OyTH c(hopMOBaHi MIOMICALIA 3a PIK.

MetoauyHe KEPiBHUIITBO 1 KOHTPOJIb 3a (POPMyBaHHSIM CIIpaB B YHIBEPCUTETI Ta
il CTPYKTYpHHMX MiAPO3AUIaX 3AIMCHIOETBCS BIJIJIOM JJIOBOJICTBA Ta apXxiBOM
YHIBEPCUTETY.

30epiraHHsi JOKYMEHTIB B YHiBepCHTEeTi

77. JlokymeHTH 3 4yacy CTBOPEHHS (HAIXOJDKEHHS) 1 0 mepenadi 10 apXiBy
YHIBEPCUTETY 30€piratoThcsl 3a MiCIIeM ix ()OpMyBaHHS y CITpaBax.

KepiBHUKM  CTPYKTYpHUX  MiIpPO3AUTIB  YHIBEPCHUTETY 1  MpaIliBHUKH,
BIJIMOBIJIaJIbHI 3@ OpTraHi3aIlif0 JUIOBOACTBA B IUX MIAPO3MALIaX, 3000B's3aHi
3a0e3neunTu 30epiranHs JOKYMEHTIB 1 CIIpaB.

VY pobounx kiMHaTax abo CIemiaabHO BiABEASHUX JUIA Ii€1 METH MPUMIIICHHIX
CIpaBH MOBHHHI 30epiraTUcs y BEPTUKAIbHOMY MOJIOKEHHI B Imadax 1 cTojax, 1o
3aKpHUBAIOThCS. [[1s1 MiIBUINEHHS OMEPATUBHOCTI PO3UIYKY JOKYMEHTIB CITPaBH
PO3MIIIYIOTHCST BIAMOBIIHO J0 HOMEHKJIATypu crpaB. Ha KOpiHISIX OOKJIaguHOK
CIIpaB 3a3HAYAIOTHCS 1HIIEKCH 32 HOMEHKIJIATYPOIO.

OnrtuuHi Ta udposi Hocii iHGOopMaIlii 3 poHOrpaMaMu 3aciiaHb KOJIET1aJIbHOTO
opraHy 30epiraroThcsi y Horo cekpetaps. Ha Hocii 1 kopoOi1i poOUTECS BiAMITKA PO
JaTy 3acifaHHs 1 yac 3anucy. Cekperap KOJerialbHOTO OpraHy BIJINOBIJAE 3a ix
30epirandsa. J[OKyMeHTH, CTBOpPEHI 3a JIOMOMOTOI0 KOMII FOTEPHOI OPTTEXHIKH
30epiratoThCs Ha 3arajbHUX MiACTaBaxX.

Bumaua cmpaB y TuMuacoBe KOPHUCTYBaHHS TIpAIliBHUKAM CTPYKTYPHHUX
MiPO3AUTIB  YHIBEPCUTETY 3IIMCHIOETBCS 3 JI03BOJYy KEpIBHHUKA CTPYKTYPHOTO
HiIpO3aUTy, B SIKOMy Oyj0o chopMOBaHO CHpaBy, 1HIIUM YCTAaHOBAM - 3 MMHUCHMOBOTO
JI03BOJTYy PEKTOpa YHIBEPCUTETY (3a HOTO BIICYTHOCTI — MPO(UIEHOTO MPOPEKTOPA).
Ha Bumany cmpaBy cki1amaeTbcs KapTKa - 3aMIHHUK. Y KapTii 3a3HAYalOThCS
HaliMEHYBaHHS CTPYKTYPHOTO IMiIpO3/iy, iHAEKC CIIPaBH, 3ar0JI0BOK CIIpaBH, aara ii
BHJIaul, 0c00a, sIKIi CrpaBy BUJAHO, JaTa il MOBEPHEHHs, MIAMUCH OCIO, SIKi BUIATU
Ta TMPUNAHSIIH CTIPaBY.

HananHs cnpaB y THM4YacoBe KOPUCTYBAHHS 3MiMCHIOETHCS He OiJIbII IK HA
OJIMH MiCAIllb.

ButyueHHsI TOKyYMEHTIB 13 CHpaBU MOCTIHHOTO 30epiraHHs 3a00pPOHSIEThCA. Y
BUHSTKOBUX BHUMAJKaX BWJIYYEHHS JOKYMEHTIB JOIYyCKA€THCS 3 JI0O3BOJY pEKTOpa
YHIBEPCUTETY (32 HOro BIICYTHOCTI — MPOQUIHLHOTO MPOPEKTOpa) 3 00OB'SI3KOBUM
3aJIMILIEHHSAM Yy CIIpaBi 3aCBITYCHUX HAJICKHUM YHHOM KOIIIH.
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V. Ilopsigok miAroTOBKM CPAaB 10 NMepeaadi AJs apXiBHOro 30epiranHs
Excneprnsa niHHOCTI JOKYMEHTIB

78. 3akiH4eHi J1JIOBOJCTBOM CIIPaBH MOCTIMHOTO 1 TpuBaioro (moHan 10 pokis)
CTpOKiB 30epiraHHs MOBHHHI 3/1aBaTUCSA B apXiB YHIBEPCUTETY MAJsl HACTYHMHOTO
30epiranHsi Ta BHUKopucTaHHs. CrpaBu TuMuacoBoro 36epiransas (mo 10 poxis
BKJIIOYHO) MOXKYTh TI€pEelaBaTHCS B apXiB YHIBEPCUTETY 3a IOTO/UKEHHSIM 3
HayaJbHUKOM BIJIJILTY J1IOBOJICTBA.

[linroToBKa TOKYMEHTIB JI0 Tiepeaaydl B apXiB YHIBEPCUTETY BKJIIOUA€E HACTYIIHI
eTarnu:

- €KCIePTU3y IIHHOCTI JOKYMEHTIB;

- o(hopmIIeHHSI CTIpaB;

- CKJIaJ]JaHHSI OMHUCIB CIPAB,;

- Tepemady CIpaB 10 apXiBy yHIBEpCUTETy 1 3a0e3redeHHs 30epe’KeHOCTI
JIOKyMEHTIB.

[IpoBeneHHsT €KCMEPTU3U IIIHHOCTI JOKYMEHTIB TIONIATAE Yy BCEOIYHOMY iX
BHBYCHHI 3 METOIO BHeceHHs 10 HarioHansHOTO apXiBHOTO (hOHIY a00 BHIYUCHHS 3
HBOTO Ta BCTAHOBJIEHHS CTPOKIB 30€piraHHs TOKYMEHTIB, IO HE MiAJIATralTh
BHECEHHIO 10 HarionanpHOTO apxiBHOTO (DOHLTY.

Jns  opranizamii Ta MNPOBEICHHS EKCHEPTU3M I[IHHOCTI JIOKYMEHTIB B
YHIBEPCUTET! (BIAOKPEMJICHUX CTPYKTYPHHUX IMMIAPO3JILIax) YTBOPIOKOTHCS MOCTIHHO
JIF0Y1 €KCTIEPTHI KOMICII.

Excnieptusza IMiHHOCTI JIOKYMEHTIB MPOBOAMTHCS WIOPOKY B CTPYKTYPHUX
MIIPO3/1Iax  YHIBEPCUTETY Oe3mocepeHbO0 0coOamu, BIAMOBITAILHUMH 34
Opraizaliiro IIJIOBOACTBA B IUX IMIJPO3/LJIaX, pa3oM 3 €KCHEPTHOK KOMICIEI T
METOAUYHUM KEPIBHUIITBOM BIJILTY JLIOBOJICTBA Ta apXiBY YHIBEPCHUTETY.

[Tix gac mpoBeaeHHS SKCIEPTH3H I[IHHOCTI JOKYMEHTIB 3IHCHIOETBCS BiIOip
JIOKYMEHTIB IMOCTIHHOTO Ta TpuBajoro (moHas 10 pokiB) 30epiranHs s iepeaadi 10
apxiBy YHIBEPCUTETY, BWIYUYEHHS IJIS 3HUINCHHS TOKYMEHTIB 1 CIpaB 3a MUHYJI
POKH, CTPOKH 30€piraHHs SKUX 3aKIHYUIIHCS.

BuwiydenHss JOKyMEHTIB JUIs 3HHINEHHS O€3 TMPOBEJACHHS TOMEePeIHbO1
eKCIIEPTU3H X I[IHHOCTI 3200 POHSIETHCS.

Bin0ip 1oKyMeHTIB OCTIMHOTO 30epiraHHs 3A1MCHIOETCS Ha MM1/ICTaBl TUIIOBUX
Ta BIOOMYMX (Tajdy3eBHUX) TMEpeiKiB JIOKYMEHTIB 13 CTpoKamu 30epiraHHs,
HOMEHKJIATypU CIIPAaB YHIBEPCUTETY LUISXOM NEPETIsAy KOXKHOTO apKylla CIpaBH.
3a0opoHsieTbest B110Ip JOKYMEHTIB ISl TIOJAJIBIIOTO 30epiraHHs abo 3HUILECHHS Ha
M1JICTaB1 3ar0JI0BKIB CIIPaB B OMUCI a00 HOMEHKJIATYypi CIpaB.

3a pesyiabTaTaMH €KCHEPTH3W IIIHHOCTI JOKYMEHTIB B  YHIBEPCHUTETI
CKJIQJIAIOThCS OMKCH CIpaB MOCTiitHOTO, TpuBayioro (moHax 10 pokiB) 30epiraHHs, 3
KaJIpOBUX MHUTaHb (OCOOOBOTO CKJIaJay) Ta AKT MPO BWIYYEHHS JIS 3HUILCHHS
JIOKyMEHTIB, HE BHeCeHUX 10 HarionaasHOTo apxiBHOTO (QOHIY (M01aTOK 25).

3BeJICH] OMHCH CIpaB MOCTIHHOTO, TpuBaioro (moHaa 10 pokiB) 30epiranHs i 3
KaJIpOBUX MHUTaHb (OCOOOBOTO CKJIaay) Ta AKT MPO BWIYYEHHS JIS 3HUILCHHS
JOKYMEHTIB, He BiHeceHuxX 10 HamioHanbHOTO apxiBHOTO (POHIY, PO3TISAAIOTHCS
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excriepTHoro komiciero (mami - EK) yHiBepcuTeTy oaHodacHO. Taki akTu pa3om 3
OIMCaMHM CIpaB IOCTIMHOTO 30epiraHHs Ta 3 KaJApOBHX MUTaHb (0COOOBOrO CKIIAmy)
MO/TAIOThCS B YCTAHOBJICHOMY TIOPSIKY Ha PO3IJISI €KCIIEPTHO-TEPEBIPHOT KOMICii
(mam - EIIK) JlepxaBHoro apxiBy 3amopi3pkoi o0maacti. Iloromkeni akTu
3aTBEP/KYIOTBCS KEPIBHUIITBOM YyHiBepcuTery. Ilicias 3aTBepIKeHHS akTiB Mpo
BUJIIJICHHS JIOKYMEHTIB  JIJI1  3HUIIEHHS 3a3HA4€HI JOKYMEHTH 37al0ThCA
OpaliBHUKAMU apXiBy yHIBEPCUTETY MIANPUEMCTBY 13 3aroTiBii BTOPUHHOI
CUPOBUHHU.

AKT Tpo BUIy4YeHHS Ui 3HUIICHHS JOKYMEHTIB, HE BHECEHUX O
HamionansHOro apxiBHOTO (OHIY, CKIIAHAEThCS, SK TPABUIIO, HA CIPABH BCHOTO
YHIBEpCUTETY. SIKIIO B aKT1 3a3HAYEHO CHPABU KIJIBKOX CTPYKTYPHHMX MIAPO3ALTIB, iX
HaliMEHYBaHHS 3a3HAYAIOTHCS TTEPEI IPYIO0 3aTr0JIOBKIB CIIPaB IILOTO MiAPO3ALTY.

CxJy1aieHHsI ONIMCIB crIpaB

79. Onuc cnpaB - apxiBHUN JOBITHUK, TPU3HAYECHUN TSI OOMIKY Ta PO3KPUTTS
3MICTy OAMHMIIb 30€piraHHs, OJUHHIIL OOJIKY, 3aKpIIUICHHA iX CHCTEeMaTH3alii y
MeKax apXiBHOTO (GOHTY.

Onucu crpaB yKIAAalOThCS OKPEMO Ha CIPaBU IMOCTIHHOTO Ta TPHUBAJIOTO
(monaz 10 pokiB) 30epiranss Ta 3 KaapOBUX MUTaHb (0COOOBOTO CKIATY).

Ha cnpaBu tumuacoBoro (1m0 10 pokiB) 30epiraHHs OMUCH HE CKJIAJIalOThCs. Y
pas3l JKBijamii YW peopraHizaiii yHIBEPCUTETy TakKl OMNHUCH CKJIAJalThCs
000B'SI3K0BO.

Omnucu crpaB CTPYKTYPHOTO MiAPO3/IIY YHIBEPCUTETY CKIIAIal0OThCsl HIOPOKY 3a
BCTAHOBJICHOIO (POPMOIO (J107aTOK 26) MOCAT0BOIO 0CO00I0, sIKa € BiAMOBIATLHOIO 32
JIJIOBOACTBO Yy CTPYKTYpPHOMY MiApO3AiT, 3a METOJWYHOI JIOTIOMOTH apXiBY
YHIBEPCHUTETY.

Homep ommcy cmpaB CTpyKTypHOTO MiIPO3AiTYy YHIBEPCUTETY TOBUHEH
CKJIATIaTUCS 3 ITU(POBOTO MTO3HAYEHHS CTPYKTYPHOTO MIAPO3/IITY 32 HOMEHKIIATYPOIO
CIIpaB 3 JIOJAaBaHHSAM ITOYATKOBOi JITEpHM HaA3BH KaTeropii JOKYMEHTIB, IO
BKJIFOYAIOTHCS JI0 OIHKCY, Ta YOTUPHOX UMD POKY, B SIKOMY pO3MOYATO CIPABH, IO
BKJIFOUEHI JIO OITHCY.

Hanpuknan, ommcu cnpaB mnocTiiiHoro, TpuBanoro (monan 10 pokiB)
30epiraHHsi Ta 3 KaJpOBHUX MHUTAaHb (OCOOOBOrO CKJIaAy) CTPYKTYPHOTO MiIPO3ALTY
No 5, mo oOJIKOBYIOTBCS 3a HOMEHKJIATyporo cmpaB 1 posmodati y 2020 pori,
MaTuMyTh Taki Homepu: 5 I1-2011; 5T -2011; 5 OC - 2011.

[1ix yac ckiaiaHHs OMUCIB CIIPaB CIiJ] TOTPUMYBATHUCS TaKUX BUMOT:

- KO’KHA CIpaBa BHOCHUTHCS JI0 OMUCY MiJl CAMOCTIMHUM MOPSIKOBUM HOMEPOM
(SIKIIO crpaBa Mae€ KuIbKa TOMIB 200 YaCTHUH, KOKHUN TOM ab0 4acTHUHA BHOCSITHCS 10
OTIHCY ITiJT OKPEMUM HOMEPOM);

- rpadu ommcy OGOPMITIOIOTHCS BIAMOBIHO JO BIIOMOCTEH, 3a3HAYE€HUX Ha
OoOKJIaauHIN (TUTYJIbHOMY apKyini) crnpaBu. ONMUC HA CHOpPaBH TPUBAJIOTO CTPOKY
30epiraHHsi MOBHHEH MaTh JAojaTtkoBy rpady «CTpok 30epiraHHs, CTaTTs 3a
HEPETIKOMY;
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- Y pa3i BHECEHHS JI0 OMHCY KUIBKOX CIIpaB MiApsi 3 OJHAKOBHM 3arojIOBKOM
3a3HAYAETHCS TIOBHICTIO JIMIIE 3arojIOBOK MEPINOi CIpaBH, a BCl 1HII OHOPIIHI
CIIpaBW MO3HAYAIOTHCS CIOBAMHU «T€ CaMey, IMPH IIbOMY 1HII BIJOMOCTI MPO CIIPaBH
BHOCSITHCSI [0 OIKCY TOBHICTIO (HAa KOXHOMY HOBOMY apKyIll OIKCY 3arojoOBOK
BIITBOPIOETHCS IMOBHICTIO);

- rpada omucy «lIpumiTka» BUKOPUCTOBYETHCS IS BIAMITOK MPO OCOOIHBOCTI
¢i3uyHOrO0 CTaHy CrpaB, MpPO Mepenady CHpaB IHIIMM CTPYKTYpPHHUM MiApO3AiaM
yHIBEpCUTETY a00 1HIIINA YCTaHOBI, PO HASBHICTh KOMiH JOKYMEHTIB y CIIpaBi;

- CHCTEeMaTHu3allis CIpaB CTPYKTYPHOTO MiAPO3/iy, IO BKIFOYAIOTHCS 10 OMUCY
MOBMHHA BiJIMOBIAATH CHUCTEMAaTH3aIlil 32 HOMEHKJIATYPOIO CIPaB SIK CTPYKTYPHOTO
M1IPO3/LITY, TaK 1 YHIBEPCUTETY Y LIIJIOMY;

- cmpaBu 0COOOBOTO CKIIaTy BHOCSTBCS JI0 OMUCY 3a a0ETKOK, TEMAaTHKOIO,
XPOHOJIOTIEIO.

Onucu crnpaB BEAYTHCS TPOTATOM KUTBKOX POKIB 3 BHUKOPHCTAHHSIM €IUHOI
Hackpi3zHoOi HyMeparlii. CripaBu KOKHOTO POKY CTAHOBJISITh PIYHHUIA PO3iI OIHUCY .

VY KiHII ommMCcy pOOMTHCA MiACYMKOBHMHM 3amuC 13 3a3HAYCHHSM KIUIBKOCTI
(mudpamu 1 cIoBaMH) CrpaB, MO0 OOMIKOBYIOTHCS 32 OMMCOM, MEPIIMA 1 OCTaHHIN
HOMEPH CTIPaB 3a OMKCOM, & TAKOXK 00YMOBIIOIOTHCSI OCOOJIMBOCTI HyMepaIlii CripaB B
omuci (JITEpHI Ta MPOMYIICHI HOMEPH CHpaB). Y PIYHUA PO3IIT OMUCY CIpPaB
BHOCSITHCSI TaKOXK CIIPaBH, HE 3aBEpPILEHI MPOTATOM KaJCHIAPHOTO POKY. Y TaKux
BUMAJKaX y KIHI[l PIYHUX PO3JUIIB OMUCY KOXHOTO HACTYIHOTO POKY, MPOTATOM
SIKOTO CITPaBH MPOJIOBKYBAIUCH B JIIOBOJICTBI, 3a3HAYAETHCS: «JJOKYMEHTH 3 I[HOTO
MATAHHS JUB. TAKOXK y PO3ALII 3a pik, No ».

Omnwuc crpaB CTPYKTYPHOTO MiAPO3/iTy YHIBEPCUTETY MiAMUCYEThCA yKIaaadeM
13 3a3HAYEHHSIM HOT0 IMOCaJiy, MOTOKYEThCA 3 KEPIBHUKOM BIJIUTY A1JIOBOJICTBA 1
3aTBEPIKYETHCSI  KEPIBHUKOM  CTPYKTYPHOTO MiApo3airy. 3a HasgBHOCTI B
cTpyktypHomy miapo3nuti EK omuc 1o #oro 3aTBEepKeHHS pPO3IIISIAETHCS Ta
cxBamoeTbest EK.

Onuc cmpaB CTPYKTYPHOTO MIAPO3JLTY YCTaHOBU CKJIANAEThCS Y JBOX
OPUMIPHUKAX, OJMH 3 AKUX MEPENacThCsl pa3oM 13 CIpaBaMH 0 apXiBy YCTaHOBH, a
THIINH 3aJIMIIA€THCA SIK KOHTPOJIBHUM MPUMIPHUK Y CTPYKTYPHOMY I1IPO3/ILTI.

Omnucu cnpaB CTPYKTYPHHUX MiJIPO3JAUTIB € MiACTaBOIO Ui CKJIaJaHHSA PIYHOTO
PO3ILTy 3BEJEHOrO OMHCY CIIpaB YHIBEPCUTETY, 3a SIKUM CIpPaBH MEpEAaroThCs Ha
30epiranss A0 JlepkaBHOro apxiBy 3amnopi3bKoi 001acTi.

Ha ocHOBI omuciB crpaB CTPYKTYPHUX MIAPO3ALIIB apXiB YHIBEPCUTETY TOTYE
3BEJICHI OIMCHU CIIpaB IMOCTIMHOTO Ta TpuBanoro (moHan 10 pokiB) 30epira”Hs, 3
KaJIpOBUX MUTaHb (0COOOBOTO CKIAAY).

3Be/ICHUI OMUC CIpaB IOCTIMHOTO CTPOKY 30epiraHHsl YHIBEPCUTETY
CKJIaIa€ThCcsl Y 4-X TpUMIpHHUKAx 1 miisarae o6oB’si3koBomy cxBajeHHI0 EITK
JlepxaBHOTO apxiBy 3amopi3bKoi 001acTi yepe3 ABa POKH MICHs 3aBEPIICHHS CIIPaB y
ninoBoacTBi. Jlnms cxBamenHs 1o JlepkaBHoro apxiBy 3amopi3pkoi  00JacTi
HAJCUJIAIOTBCA YCl YOTHPU MPHUMIPHUKH OINMCIB, OJUH 3 SIKMX MICIS CXBaJCHHS
3anuiaeTscs y JepkaBHOMY apxiBi 3anmopi3bkoi 007acTi, a perra HOBepTaAETHCS 0
yHIBEepCcUTETYy. BIAMmoBiAHO 10 3aTBEpIKEHHX OIHUCIB YHIBEPCUTET 3000B’sI3aHHIA
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nepegaBaty crpaBu 10 JlepkaBHOro apxiBy 3amopi3bkoi 00J1acTi B YCTaHOBJIEHI
CTPOKH.

3BeseHi onucH crpaB Tpusasioro (moHaa 10 pokiB) 30epiraHHs CKIaAalOThCS Y
JBOX TPUMIpPHUKAX, O(OPMIISIIOTECA TaK, SIK 1 ONHCH HAa CHPAaBU TOCTIHHOTO
30epiranns, cxBamooThesa EK yHIBepcHuTeTy 1 3aTBEpIKYIOTHCSI PEKTOPOM.

Omnwucu crpaB TPUBAJIOTO CTPOKY 30epiranHs JlepxaBHUM apXxiBOM 3amopi3bKoi
00JacTi He 3aTBEPAKYIOTHCSI.

3BeJieH1 OMKUCH CIpaB 3 KaJPOBUX MUTaHb (OCOOOBOTO CKIIAy) CKIANAIOThCS Y
TPHOX NPUMIPHHUKAX, MIJMUCYIOThCS yKazaduem, cxBamtoroTbesi EK yHiBepcurery,
noro/kyoThesi 3 EIIK JlepskaBHoro apxiBy 3amopi3bkoi 00JacTi, MICHS 4YOro
3aTBEPIKYIOThCS pekTopoM. OOUMH TPUMIPHUK 3BEACHOTO OMHUCY MOJAETHCA [0
HepxaBHOTO apxiBy 3amopizbKoi 00J1acTi.

YcranoBu 3000B'A3aH1 OMUCYBATH JOKYMEHTH MOCTIMHOTO Ta TPUBAJIOTO (MOHA]T
10 pokiB) 36epiranHs, 3 KaApOBHUX MUTaHb (0COOOBOTO CKIIAly) Yepe3 JIBa POKHU ITiCIIS
3aBEpIICHHS CTpaB y AUT0BoACTBI (Hampukian cupasu 2004 poky - y 2007 por,
2006 p. - y 2009 pomi), a TakoXK IepeaaBaTH AOKYMEHTH MOCTIHHOTO 30epiraHHs
BIJIMTOBITHO IO 3aTBEPKCHHUX OMHCIB crpaB 10 JlepkaBHOTO apxiBy 3amopi3bKoi
00JacTi B yCTaHOBJIEH] 3aKOHOJIaBCTBOM CTPOKH.

Odopmiienns cupas

80. OdopmiteHHS crpaBu MOCTIHHOTO 1 TpuBaioro (moHasa 10 pokiB) 30epiraHHs
nepeadayae  HyMepallilo apKylliB Yy chopaBi, ckilageHHs (y pasi MmoTpedn)
BHYTPIITHBOTO OIMHUCY JOKYMEHTIB CIIPAaBH, HASIBHICTh 3aCBITYCHOTO HAIUCY CIPaBU
PO KUIBKICTh apKYIIiB 1 PO 0COOIMBOCTI (hp13MYHOTO CTaHy Ta GOpMyBaHHS CIPaBH,
MiIIIMBaHHs a00 oOmpaBieHHS CchOpaBd, OMOPMIEHHS OOKIAAMHKH (TUTYJIHHOTO
apKyllla) CIpaBHy.

JIokyMeHTH  TUMYacoBOro 30epiraHHs, c(opMoBaHI y CIOpaBH, HE
MIUBAIOTHECS, apKyIll HE HYMEpPYIOThCS, YTOYHCHHS €JEMEHTIB O(OpPMIICHHS
OOKJIAIMHKK HE TIPOBOJUTHCSA, 3a BHUHATKOM TIEPBHUHHOI  OyXraaTepchKoi
JIOKyMEHTAIT1.

Cnpasu 3 rpudom « st ciryxk00BOT0 KOPUCTYBaHHS», 0COO0BI Ta OKpEMIi TPyTH
COpaB TMOCTIMHOrO 30epiraHHs, Ha3BU SKUX HE TOBHICTIO PO3KPUBAIOTH 3MICT
(cipaBy, 110 MICTATh MOCTAHOBH, PO3MOPSIKEHHS, HaKa3M, PIIlICHHS TOIIIO), TOBUHHI
MaTh PO3MIIIEHUH Ha IMOYATKy CHpaBU BHYTPIIIHIM OMUC JOKYMEHTIB Yy CIHpaBi.
HeoOxigHiCTh CKJIAAEHHS BHYTPINIHBOIO OMHUCY JOKYMEHTIB JIESIKHUX CIIPaB
BU3HAYAETHCSI OKPEMOIO IHCTPYKIIIEIO B CTPYKTYPHOMY T1IPO3ILII.

[licns 3akiHYEHHS JIJIOBOAHOTO POKY JI0 HAmNMCIB Ha OOKJIAJWHKax CIIpaB
MOCTIAHOTO 1 TPUBAJIOTO 30epiraHHs BHOCSATHCS HEOOX1/THI YTOUHEHHS, TIePEBIPSIETHCS
BIJIMOBIAHICT 3aroJIOBKIB CIIPaB Ha OOKIAJMHIN 3MICTY HiIIIUTHX TOKYMEHTIB, Y
pa3i moTrpeduM 10  3aroJioBKa CIpaBH  BHOCSTHCA  JOJATKOBI  BIJIOMOCTI
(MpOCTaBISAIOTbCS HOMEPU HaKa3iB, MPOTOKOJIB, 3a3HAYalOTbCcd BHAU 1 (opmu
3BITHOCTI TOIIIO).
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JlaTta Ha OOKJIaJAMHII CIIpaBU MOBUHHA BIAMOBIIATA POKY MOYATKY 1 3aKIHUCHHS
CIOpaBH; Yy CIOpaBl, IO Ma€ JOKYMEHTU 3a OLIbII paHHI POKU, HIXK PIK YTBOPEHHS
CIPaBH, MiJ] 1aTOI0 POOUTHCS HAIHUC: € JOKYMEHTH 34 ... POKI.

Ha oOxmamuakax copaB, MO CKJIAJalOThCS 3 KUTBKOX TOMIB (YacTHH),
MIPOCTABJITFOTHCS JATU TIEPIIIOTO 1 OCTAHHBOTO TOKYMEHTIB KOKHOTO TOMY (YaCTHUHU).
VY pasi 3a3HavYeHHS TOYHO! KAJICHIAPHOI JaTH MPOCTABISETHCS YUCIIO, MICSIh 1 PIK.
Yucno 1 pik MO3HAYAIOTHCS apaOChbKUMU [IU(PPaMu, MICSIb MHUILIETHCS CIIOBOM.

Ha oOknaauHIl cripaBu MPOCTABISIETHCS HOMED CIIPaBH 3a 3BEJICHUM OIHCOM i
3a MOTO/KEHHSM 3 apXiBOM YCTaHOBH - HOMEP OMHCY 1 POHTY.

VY pa3i 3MiHM HaliMEHYBaHHSI YHIBEPCHUTETY (MOro CTPYKTYpPHOTO MiAPO3aLTY)
IPOTATOM TMIEPIOY, KU OXOIUTIOE JOKYMEHTH CTpaBH, ado MiJ] 9ac rnepeaadi CrpaBu
JI0 1HIIOT YCTAHOBU (CTPYKTYPHOTO MIAPO3/ILUTY) HAa OOKJIAIMHII CIIPaBU 3a3HAYAETHCS
HOBE HalMEHYBaHHS YCTaHOBH (CTPYKTYPHOTO MIiAPO3ALTY), a ONIEPeaHE OEpPEThCs B
JTY)KKH.

Hammcn Ha oOkitamuHKax crpaB MOCTIHHOTO Ta TpuBaioro (monam 10 poki)
30epiradHsl poOJATHCS YITKO YOPHHUM CBITJIOCTIMKMM YOPHWUJIOM a0o0 TAacToro.
3a00pOHAETHCA HAKJICIOBAHHS TUTYJIBHOI0 APKYIIA HA 00KJAAUHKY CIIPABH.

Ilepenaua cnpas 10 apxiBy yHIBepCUTETY

81. 3akiHueH1 J1JI0OBOJACTBOM CIIpaBU MOCTIHHOTO 1 TpuBajaoro (moxnaa 10 pokiB)
30epiraHHs, 3 KaJpoBUX MNHUTaHb (0OCOOOBOTO CKJIady) pa3oM 3 peecTpaliiHuMU
KypHaJlaMd, KOHTPOJbHO-OOJIIKOBUMHM KapTKaMH Ha JIOKYMEHTH MEpEeAaroThCs [0
apXiBy YHIBEPCUTETY B YIOPSJAKOBAHOMY CTaHI JUIsl TMOJAJBIIOTO 30epiraHHs Ta
KOPUCTYBaHHSI 4epe3 JIBa POKM TICIS 3aBEepLIEHHS iX Yy JUIOBOJCTBI (HampHUKIIaa
cripaBu 2004 poky niepenarothes B apxiB y 2007 pori, 2006 p. y 2009 porri).

CopaBu TumuacoBoro (1o 10 pokiB BKIIOYHO) 30epiraHHs MOXKYTh
nepeaBaTUCs 0 apXiBy 3a PIMICHHSM PEKTOPa YHIBEPCUTETY.

[lepemaua cmpaB 10 apxiBy YHIBEPCHTETY 3IIACHIOETBCS 3a Tpadikom,
MOTOJKEHUM 3 KEPIBHHUKAMHU CTPYKTYPHHUX MIAPO3IUTIB 1 3aTBEPAKEHUM PEKTOPOM
YHIBEPCHUTETY.

Sximo okpemi cipaBu HEOOXIAHO 3AIHIIUTH y CTPYKTYPHOMY MIAPO3AUIL JJIS
NOTOYHOI poOOTH, apXiB YyHIBEpcUTETy OQoOpMmIsie BHIAYy CIOpaB y THUMYAacoBE
KOPUCTYBaHHSI.

[IpuiiMmanHs - mepeadya KOXKHOI CIpaBU 3AIMCHIOETHCSA MPAIIBHUKOM apXiBYy
YHIBEPCUTETY B IMPHUCYTHOCTI MpalliBHUKA CTPYKTYPHOTO MiIPO3AilTy, KU Mepenae
yHOPsIAKOBaHI Ta 0pOpMIICHI CIpaBH.

CrnpaBu MOCTIHHOTO 1 TPUBAJIOTO CTPOKY 30epiraHHs MepearThCs B apXiB 3a
onucamu. [lpy 1bOMy Ha yCiX MNPUMIPHUKAX OIMUCIB HAMPOTH KOXKHOI CIpPaBH
pPOOUTHCS MOMITKA PO 1 HAsIBHICTh. Y KiHIII KOKHOTO MPUMIPHUKA OINKCY 3aBiTyBay
apXxiBy pPO3IHUCYETHCS y MPUHHATTI CIpaB 3 000B’SI3KOBUM 3a3HAYCHHSAM IUpamMu i
JiTepaMu KUTBKOCTI MepeJaHuX J0 apXiBYy CHpas, mpocTasisie qaty. OAuH NpUMIpHUK
OIMHCY TOBEPTAETHCS 10 CTPYKTYPHOTO MiPO3JALTY, BCl 1HIII 3aJUIIAIOTHCS B apXiBi
YHIBEPCHUTETY.
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Crnpasu noctiiiHoro ta TpuBanoro (moHan 10 pokiB) 36epiraHHs nepeatoThes

710 apXIBY YHIBEPCUTETY 3 OTHCAMH.

Y KIHLI KOXHOro IpUMIpHHMKA OMKMCY MpAIliBHAK apXiBy YHIBEPCUTETY
PO3MHUCYETLCSA Y NPUMHATTI CIIpaB 3 060B'I3KOBUM 3a3HAaUEHHSM KiNbKOCTI (LM(ppaMH
i croBaMH) mepegaHux chpaB i mpocraBisge pAaTy. OIUH NPUMIPHUK ONHUCY
IOBEPTAEThCA CTPYKTYPHOMY IIAPO3ALTY, BCI iHII 3ajMIIAlOTECA B  apXisi
YHIBEPCUTETY.

CripaBH, IO HepefaloThCsa 0 apXiBy YHIBEpCHTETY, NOBHHHI OyTH 3B'A3aHi
HaJIe)KHUM YHHOM.

YV pasi nmikeigauii abo peopranisauii CTPyKTYpHOrO HiJpo3jiny ocoba, sika €
BiAMOBIAANBHOIO 3a OpraHi3allilo AiJTOBOACTBA B MiJpO3[iNi, B IepioA NMpOBEAEHHS
nikBimauifinux 3axomiB (GoOpMye BCi JOKYMEHTH Yy CIpaBH, O(GOPMIIOE CIPaBH |
nepefac ix IO apxiBy yHIBEPCHTETY He3aleXHO BiJ cTpokis 3bepiranns. [lepenaya
CrpaB 3/1MCHIOETHCS 3a OTHMCAaMH CIIPaB I HOMEHKIIATYPOIO.

YHiBepcuTeT 3060B'13aHuM 3a6e3neunTr 30epiraHHs apXiBHHX JOKYMEHTIB Ta
micis 3aKiHUeHHS BCTAHOBJIGHHMX TpPaHMYHHX CTPOKIB 1x 30epiraHHs B apXiBi
YHiBEpCUTETy Tepejady AOKYMEHTIB, 10 Hajexarh A0 HallioHanpHOro apxiBHOIO
doHy, ANs nocTiiHoro 36epiranns mo JlepkaBHOro apxiBy 3anopi3bkoi 06/1acTi.

36epexeHicTh NOKYMEHTIB B YHiBepcUTeTi 3abe3ledyeThCs HasBHICTIO apXiBy
arigHo i3 3akoHoM Ykpainu «IIpo HauioHanbHumit apxiBHMH (OHA Ta apxiBHi
YCTaHOBM.

HavaabHHK Biagiay aijioBoacTBa %ﬂer NPUMMEHKO
70 - 06, 2022

3aBinyBau apxiBy / Jiwpmuaa XAPUTOHOBA
A 2. 2022
RoIpopexrop 3 HIIP i BC
I'onoBa excnepTHOI KoMicii -
HY «3anopi3bka nosirexnika» Anpapiii IBAHYEHKO
3. o¢ 2022
KepiBuuk HMB Aupapiit IAPXOMEHKO
i3 O & 2022
B.o. HaYaJIBHHUKA IOPHAHYHOIO BIAALITY ' Jina ABPAJIbSAH
) (3. &6 2022
CXBAJIEHO INOroa>KEHO
IIpoTokoJ 3acitaHHs IIporokou 3acizanus EIIK
EK HY «3anopi3bka nojairexHika» Hep:#aBHOro apxiBy

3anopi3bkoi ob6aacTi
£ ’\L;p“hﬂ 2022 Ne 2 /1 ’ze/(é)w; 2022 Ne £
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Honatoxk 1

BUMOI'
710 0(hOPMIICHHSI TOKYMEHTIB, III0 BUTOTOBJISIIOTHCS
3a IOTIOMOTO0 APYKYBaJIbHUX 3aC001B

1. Jns pApyKyBaHHS TEKCTIB CIIy>)KOOBUX JIOKYMEHTIB BHKOPHUCTOBYETHCS
rapHitypa Times New Roman, mpudt posmipom 12-14 npykapchbKUX ITyHKTIB.
J103BOJISIE€THCST BUKOPUCTOBYBATH MIpU(PT po3MipoM 8-12 mpyKapChKHUX MyHKTIB IS
IpyKyBaHHS pekBi3uTy «IIpi3BHIlle BUKOHABIA 1 HOMEp HOTO TenedoHy», BHHOCOK,
MOSICHIOBATPHUX HAIMUCIB JI0 OKPEMHUX EJEMEHTIB TEKCTy IOKyMeHTa abo i#oro
PEKBI3UTIB TOIIIO.

[Tig gac apyKyBaHHS 3aroJIOBKIB JO3BOJISETHCS BUKOPUCTOBYBATH HAMIBXKUPHUN
mpudt (mpsimMuii abo KypcuB).

2. Tekct noxkymeHTiB Ha mamepi ¢opmary A4 (210 x 297 wminimeTpiB)
PEKOMEHIOBAaHO JpyKyBaTu depe3 1-1,5 MiXpsakoBoro iHtepBaiy, a gopmaty AS
(148 x 210 mimimeTpiB) - uepe3 1 MDKPSAKOBUIN 1HTEPBAI.

TekeT n0KyMeHTa, 10 MOJAETHCH IS IePKaABHOI peecTpanii 1o MiH'locry,
APYKyeThcs Ha nanepi ¢gopmary A4 (210 x 297 miniMeTpiB) 3 BUKOPHUCTAHHAM
rapaitypu Times New Roman ta mpudgry posmipom 14 npykapcbKux NyHKTIB,
yepes 1,5 MixkpsAKOBOrO iHTEpPBAJTYy.

PexBizutu pokymeHTa (KpiM TEKCTYy), SIKI CKJIQIarOThbCs 3 KUIBKOX PSIKIB,
JIPYKYIOThCS depe3 1 MKpsakoBuil i1HTepBas. CKJIagoBI YacTHHU PEKBI3UTIB
«Anpecary», «['pud 3aTBepmxeHHs», «'prd MOTOMKEHHI» BiIOKPEMIIOIOTHCS OJWH
B1J1 OJTHOTO 4epe3 1,5 MIKPSIAKOBOTO IHTEPBATY.

PekBi3uTH MOKyMEHTa BiIOKPEMIIIOIOTBCS OJWH Big omHOro uepe3 1,5-3
MDKPSIKOBUX 1HTEPBAJIH.

3. Ha3Ba Buny noKyMeHTa JPYKY€ETHCS BEIMKUMU JIITEPAMH.

4. PosmmdpyBanHs mianucy B pekBizuTi «lligmucy apykyerbcs Ha piBHI
OCTaHHBOTO PAJKA HA3BH MOCA/IH.

5. MakcuManbHa TOBXKHHA psKa 0araTopsIKOBUX PEKBI3UTIB (KpPIM PEKBIZUTY
TEKCTYy) - 73 mumiMeTpu (28 ApyKOBaHHUX 3HAKIB).

Skmo 3aromoBok 0 TekcTy nepeBuinye 150 3nakiB (5 psakiB), i#oro
JI03BOJIIETHCS TIPOIOBXKYBATH J0 MeXi mpaBoro mossi. Kpamka B KiHIII 3arojioBKa He
CTaBUTHCSI.

6. [1ix yac oopmMiIEHHS TOKYMEHTIB CJIijl JOTPUMYBATHUCS TaKUX BIJCTYIIB Bij
MEX1 JIIBOTO MOJIsi JOKYMEHTA:

10 miimMeTpa - 715 ab3aIliB y TEKCTI;

90 MUTIMETPH - JIJIs1 PEKBIZUTY «AJIpecary;

100 minmimeTpu - 1715 pekBi3uTiB «I'pud 3aTBeprxeHHs» Ta «['prud oOMexeHHS
JOCTYIYy A0 AOKYMEHTa;

125 MiniMeTpiB - A po3mudpyBaHHs MIATUCY B peKB3UTI «Iliamucy.
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[IponoBxkenHs nogatka 1

7. He poOuThcs BIACTYI Big MeEXi JIBOro moyig Uil PEKBi3HTIB «Jlara
JTIOKyMEHTA», «3arojIoBOK JI0 TEKCTY NOKyMeHTay, « Texct» (06e3 ab3ariB), «BigmiTka
PO HASBHICTH n0AaTKiB», «lIpi3Buie BUKOHABISI 1 HOMEP HOro TeneoHy»,
«BigMiTKa TpO BUKOHAHHSA JOKYMEHTa 1 HQJACWIAHHA WOro 40 CIpaBW»,
HaliMeHyBaHHA Tmocaau y peksizutax «Iligmue» Ta «['pud moromxeHHs»,
3aCBIIYYBAHOIO0 HAIUCy «3TiAHO 3 opuriHajgom», a Takoxk ciiB «CIIYXAJIN»,
«BUCTVYIINJINy, «BUPIIIMNJIN», «YXBAJINJIN», «HAKA3VYIO»,
«30BOB'AA3YIO».

8. 3a HasABHOCTI KITbKOX Tpu(dIB 3aTBEP/PKCHHS 1 TIOTOJKEHHS BOHU
PO3MIIIYIOTHCS HA OJTHOMY PiBHI BepTUKaIbHUMU psifikamMu. [lepiuii rpud - Bix Mexi
JBOTO MOJIs; ApyTHil - uepe3 100 mMigiMeTpH BT MEXI JIIBOTO TTOJIS.

9. Skmo B TEKCTI JOKYMEHTAa MICTUThCS IOCHJIAHHS Ha J0JaTku abo Ha
JOKYMEHT, III0 CTaB ITiJICTABOIO I MOro BHUIAHHS, cioBa «JlomaTtok» 1 «IligcTaBay
JIPYKYIOTBCSL Bi MEXI JIBOTO TOJs, a BIAMOBIAHUN TEKCT A0 HHUX - d4epe3 |
MDKPSAKOBUN IHTEPBAJL.

10. ITig yac odopmieHHS JOKYMEHTIB Ha JBOX 1 OUIbIIE CTOpIHKAaX Apyra Ta
HACTYTHI CTOPIHKH MMOBUHHI OyTH POHYMEPOBaHI.

Homepu CTOpPiHOK CTaBJATHCS MOCEpPeIUHI BEPXHHOI0 MOJIA ApPKylIa
apa0cbkumu nudpamm 0e3 3a3HAYEHHS CJI0BA «CTOPIHKA» Ta PO3AUIOBHX
3HaKiB. [lepiia ctopiHKa He HyMEpPYEThCS.

11. Tekcrn mOKyMeHTIiB mMOCTiHHOro Ta TpuBajgoro (monax 10 pokis)
30epiraHHsi JAPYKYIOTbCSl HAa OJHOMY Oomi apkyma. /[OKyMEHTH 13 CTPOKOM
30epirands 10 10 pokiB MOXKHAa JPYKyBaTH Ha JIMIbOBOMY 1 3BOPOTHOMY OOIII
apKy1ia.
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Honatok 1-A

HAIIOHAJIbHUM YHIBEPCUTET «3AIIOPI3bKA IMOJITEXHIKA»

AKT

M. 3amopidoKs Ne

(KOpOoTKuU# 3MICT TTOAIN ab0 (akTy)

[TincraBa: (Ha3Ba, AaTa Ta HOMEP MOKYMEHTA, SKUW € MIACTaBOIO IJIsi CKJIaJaHHS
aKTy)

CxItaJieHO KOMICI€I0 Yy CKIIai:

["onoBa: mocana, mpi3BwHILe, 1HIIIATN
Unenu KoMmicii: mocaja, npi3BHuiLe, iHimiamm (B andaBiTHOMY MOPAIKY)
[IpucyTHi (3a motpedu): mocajaa, mpi3Bulle, iHiiaM (B aIpaBITHOMY MOPSIKY)

TekCcT KOHCTAaTy04O1 YaCTUHU AKTY.
(Buknagarorh MeTy Ta 3aBIaHHS CKJIQJaHHS aKTy, CyThb MPOBEIEHOI pOoOOTH,
BCTAHOBJICH! (paKTH, BUCHOBKHM Ta 3aKJIFOYEHHS KOMICIi 1 KOHKPETH1 MPOIO3HIIi.
KoHcTaTyroua yactTuHa Moke OyTH TOiJI€HA Ha MyHKTH SIKIIO B aKTi BigoOpa)keHO
JeKiTbKa (aKTiB).

KinpkicTh mpuMipHHKIB akTy (BKa3ylTh B KIHIII TEKCTy Mepei MiANUCaMu)
BU3HAYAETHCS] YUCIIOM 3aI[IKaBJIEHUX CTOPIH a00 HOPMATUBHUMH JOKYMEHTaMH, SIKi
pErJaMeHTYIOTh CKJIAJaHHS aKTy.

OdopmiieHO y.......... IPUMipPHUKAX

Honatok (y pa3i HE0OOX1THOCTI)

['onoBa miamnuc Cepriit IBAHOB
Ynenu komicii M1IITUC IBau I[IETPOB

[TpucyTHi 1IHIC ITerpo CEPI'€EB
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YKPATHA

Jonatoxk 2

MIHICTEPCTBO OCBITU I HAVKU YKPATHU

HAIIIOHAJIbHUM YHIBEPCUTET «3ANIOPI3bKA MOJITEXHIKA»
(HY «3AIIOPI3BKA INOJIITEXHIKA»)

(Micume aJs Ha3BU BUJAY NOKYMEHTA)

Ne
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JomaToxk 3

VKPAIHA
MIHICTEPCTBO OCBITHU I HAYKHU YKPAIHU
HAIJIOHAJ\le/lﬁ YHIBEPCUTET «3AITOPI3bKA ITOAITEXHIKA»

(HY «3anopiatka nonitexHika») Byn. Xykoscekoro, 64, m. 3anopixoksa 69063
Ten. (061) 764 25 06, chakc (061) 764 21 41 e-mail:rector@zp.edu.ua
kog EAPMOY 02070849

Ne Ha Ne Big
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YKPAIHA

[IponoBxxkeHHs noaarka 3
(KONIbOPOBUI BapiaHT)

MIHICTEPCTBO OCBITH I HAYKHU YKPAIHU
HALIIOHAAbHUM YHIBEPCUTET «3AIOPI3bKA [TOAITEXHIKA»

(HY «3anopiskka nonitexHikar) Byn. Kykoecskoro, 64, M. 3anopineka 69063
Ten. (061) 764 25 06, dakc (061) 764 21 41 e-mail:rector@zp.edu.ua
koa €APNOY 02070849

Ne Ha Ne BiA
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Honatok 4
YKPAIHA
UKRAINE
MIHICTEPCTBO OCBITH MINISTRY OF EDUCATION
I HAYKH YKPAIHH AND SCIENCE OF UKRAINE
HAIJIOHAJ\le/Iﬁ YHIBEPCUTET ZAPORIZHZHIA POLYTECHNIC
«3AITOPI3ZbKA ITOAITEXHIKA» NATIONAL UNIVERSITY
(HY «3anopiabka nonitextikax) Byn. XykoBcbkoro, 64, M. 3anopixoks 69063 (Zaporizhzhia Polytechnic NU) st. Zhukovsky, 64, Zaporizhzhia 69063
Ten. (061) 764 25 06, chakc (061) 764 21 41 e-mail:rector@zp.edu.ua Tel. (061) 764 25 06 Fax (061) 764 21 41 E-mail:rector@zp.edu.ua
koa €[PTIOY 02070849 Code GCEO 02070849

Ne Ha Ne Bif
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[IponosxkeHHs noaatrky 4
(KONIbOPOBUI BapiaHT)

YKPAIHA
UKRAINE
MIHICTEPCTBO OCBITH MINISTRY OF EDUCATION
I HAYKHU YKPAIHHU AND SCIENCE OF UKRAINE
HAIJIOHAJ\bHI/Iﬁ YHIBEPCUTET ZAPORIZHZHIA POLYTECHNIC
«3AITOPI3ZbKA ITOAITEXHIKA» NATIONAL UNIVERSITY
(HY «3anopiabka nonitextikay) Byn. XykoBcbkoro, 64, M. 3anopixoks 69063 (Zaporizhzhia Polytechnic NU) st. Zhukovsky, 64, Zaporizhia 69063
Ten. (061) 764 25 06, chakc (061) 764 21 41 e-mail:rector@zp.edu.ua Tel. (061) 764 25 06 Fax (061) 764 21 41 E-mail:rector@zp.edu.ua
kop €[PTIOY 02070849 Code GCEO 02070849

Ne Ha Ne Bif
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YKPAIHA
MIHICTEPCTBO OCBITU I HAVKU YKPATHU

HAIIIOHAJIbHUHM YHIBEPCUTET «3ANIOPI3bKA IOJIITEXHIKA»
(HY 3AIIOPI3BKA ITOJIITEXHIKA»)

HAKAS3

JlonaTok 5

20 p. 3anopixKs No
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YKPAIHA
MIHICTEPCTBO OCBITU I HAVKU YKPATHU

HAIIIOHAJIbHUHM YHIBEPCUTET «3ANIOPI3bKA IOJIITEXHIKA»
(HY 3AIIOPI3BKA ITOJIITEXHIKA»)

PO3HOPAIKEHHA

Jonatok 6

20 p. 3anopixoKs No
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JlomaTok 7
KYPHAJ
peecTpariiii Buaaul 6JIaHKIB JIMCTIB CyBOPOi 3BITHOCTI
Mara, I11b Homepu | BinmiTka npo [Tigmuc [TpumiTka
HallMEHYBaHHS | OTpUMYyBaua | OJIaHKIB | BUKOPUCTAHHA | OTpUMYyBaya
CTPYKTYpPHOTO OJ1aHKy
1IPO3LTY-
OTpUMYyBaya

1 2 3 4 5 6
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Jomatok 8

MEPEJIIK
JOKYMEHTIB, T1ITUCH
HAa SIKUX CKPIIITIOIOTHCS TepOOBOIO MEYATKOIO

1. AkTu (BUKOHaHHS POOIT, CIHMCAHHSA, EKCIEepPTU3H, (PIHAHCOBUX NEPEBIPOK;
BUJTYUEHHS CTIPaB ISl 3HULIECHHS; TIepeaayl CIipaB TOIIIO).

2. ApKy1iIi IOro>KeHHSI MPOEKTIB HOPMATUBHO-TIPABOBUX AKTIB.

3. BuCHOBKM 1 BIATYKM YCTAaHOB Ha JAucepTaiii Ta aBTopedepaTu, IO
HAJICUJIAIOThCS CrielianizoBaHuM BueHUM pajgam 1 MOH VYkpainu.

4. JloBiaku (JIMITHI; TPO BHUILJIATY CTPAXOBHUX CYM; BUKOPHUCTAHHS OOJIKETHUX
aCUTHYBaHb Ha 3apIUIaTy; PO HapaxoBaHy 3apIujiaTy TOIIO).

5. [HoroBopu (mpo MarepiaibHy BIANOBINAJIBHICTb, HAYKOBO-TEXHIYHE
CHIBPOOITHUIITBO, MiIPSIN, OPEHAN MPUMIIIECHB; PO BUKOHAHHS POOIT TOIIIO).

6. lokyMeHTH (I0BiKH, TOCBIAYEHHS TOIIO), IO 3aCBIAYYIOTh MpaBa rpOMaIsH
1 IOPUAUYHUX OCIO.

7. JlopydeHHsI Ha OJCp>KaHHA TOBAapHO-MAaTepiaJbHUX IIHHOCTEH, OIOHKETHI,
0aHKIBCBHKI, IICHCIIHI, IUIATIXKHI.

8. 3apmaHHs (Ha NPOEKTYBaHHA OO'€KTIB, TEXHIYHMX CIOPYJ, KaIiTajabHe
OyIIBHUIITBO; TEXHIYHI1 TOIIIO).

9. 3asBu (Ha aKpEIUTUB; TIPO BIIMOBY BiJ aKIIEIITY TOIIIO).

10. 3asBku (Ha 00J1aIHAHHS, BUHAXO/IU TOIIIO).

11. 3pa3ku BIIOWTKIB IMEYATOK 1 MIAMUCIB NPAIliBHUKIB, SIKI MaloTh MPaBO
311MCHIOBATH (PIHAHCOBO-TOCTIONAPCHKI OTIepallii.

12. Komrropuc BuTpar (Ha yTpUMaHHS anapaTy yIpaBiiHHS; Ha MATOTOBKY Ta
OCBO€HHS BHpPOOHHMIITBA HOBHUX BHPOOIB; Ha KAaJIbKYJSIIIO 3a JOrOBOPOM; Ha
KaritajabHe OyIIBHUIITBO TOLIO).

13. JIuctu rapanTiiiti (Ha BAKOHaHHS POOIT, HaJITaHHS TOCTYT TOWIO).

14. HomeHnknaTypu cupas.

15. Onucu cipas.

16. Ilomanns 1 kIomoTaHH (PO HATOPOKEHHS OPJCHAMHU 1 MENAJSIMU; TPO
IpEMIIOBaHHS).

17. IIpoTokonu (MOTOMKEHHS TIJIaHIB OCTABOK).

18. Peectpu (uekiB, OI0/PKETHUX JIOPYUYEHb).

19. Cnenudikarii (BupoOiB, TpOaAYKIIii TOIIO).

20. CninpHI TOKYMEHTH, MiATOTOBJICHI BiJl IMEHI JIBOX 1 O1JIbIIIE YCTaHOB.

21. CratyTH (IIOJIOKEHHS ) yCTaHOB (TI1PO31IiB).

22. TuTynbHI CIIUCKU.

23. lITaTHi po30HCH.

24. J1oBipeHICTb.
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OPOPMA
peeCTpaIiitHOTO IITaMITy BX1IHUX TOKYMEHTIB

Bigmin quioBoacTsa

Bxiguauii Ne

« » 20 p.

OPOPMA
peeCTpaliitHOrO MTaMITy BUXITHUX TOKYMEHTIB

Bigmin quioBoacTsa

Buxigawnii Ne

« » 20 p.

Jomatox 9
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HomaTtok 10

HEPEJIIK
JIOKYMEHTIB, 110 3aTBEPIKYIOThCS
3 MIPOCTABISTHHAM TpUdy 3aTBEPKSHHS

1. Akt (ToToBHOCTI 00'€eKTa N0 €KCIUIyaTallli, CIHMCAaHHS; 1HBEHTapH3allii,
eKCIIePTU3H; BUIIYUEHHS CIIpaB JJIsl 3HUILEHHS; Mepeayl crupas; JiKBiAallil yCTaHOB
TOIIIO).

2. 3aBgaHHA (Ha TPOEKTYBAaHHS OO'€KTIB, TEXHIYHUX CIIOPYJ, KalliTaJlbHE
OyIIBHUIITBO; Ha MPOBEACHHS HAYKOBO-AOCTIAHUX, MPOEKTHO-KOHCTPYKTOPCHKUX 1
TEXHOJIOTTYHUX POOIT; TEXHIUHI TOIIIO).

3. 3BiTH (PO OCHOBHY MAISUIbHICTB; BIAPSKEHHS; HAYKOBO-TOCIHIIHI poOOTH
TOIIO).

4. Kowmropucu BuTpaT (Ha YTpUMaHHS amapaTy yOpaBliHHA, OYIUHKIB,
IPUMIILIEHb, CIOPY/I; HA MIATOTOBKY Ta OCBOEHHS BUPOOHHUIITBA HOBHX BHUPOOIB; HA
KaritajabHe OyIIBHUIITBO TOLIO).

5. Homenknatypu cipas.

6. HopmatuBu (BUTpayaHHS CHPOBHHM, MAaTepialiiB, EJIEKTPOCHEPTii;
TEXHOJIOTTYHOTO MPOEKTYBAHHS;, YNCEIIBHOCTI MPAI[iIBHUKIB TOIIIO).

7. Onucu crpas.

8. Ilepeniku (mocaa MpariBHUKIB 3 HEHOPMOBAHUM POOOYMM JHEM; THUIIOBUX,
B1JIOMYHUX (TaJly3€BHX) JTOKYMEHTIB 13 CTPOKaMHM 30€piraHHs TOIIIO).

9. Ilmanu (BupoOHUYI; OYyIiBEIBHO-MOHTQKHHUX, MPOEKTHO-PO3BITYBAIbHUX,
HAyKOBO-JIOCIIHUX POOIT; BIPOBAIKEHHS HOBOI TEXHIKH; KOOIIEPOBAHUX MOCTABOK
OPOAYKII; PO3MOALTY MPOMYKIIi 3a BCTAaHOBJIEHOIO HOMEHKIATYpOIO; poOOTH
KoH(epeH1ii 1 paja yHIBEPCUTETY Ta HOTO CTPYKTYPHUX MiAPO3ALIIB TOIIO).

10. ITocamoBi iIHCTPYKITIi.

11. Tlporpamu (¢iHAHCOBO-€KOHOMIYHI; TPOBEACHHS pOOIT 1 3aXO/IiB;
BIJPSII>KEHB TOIIO).

12. TIpoTokonwu 3acijaHb KOJETiaIbHUX OpraHiB (3a moTpedn).

13. Po311iHKM Ha BUKOHAHHS POOIT.

14. CtatyTH (MOJI0KEHHS) YHIBEPCUTETY Ta HOTO CTPYKTYPHUX IT1IPO3/ILIIIB.

15. CtpykTypa yCTaHOBH.

16. ®opmu yHI1(IKOBAaHUX JTOKYMEHTIB.

17. llITaTH1 po3nHUCH.
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Po3skiagka Ha po3CuiKy

1 BJI - 1 npum.(opwur.)
2 Jlekanat 1OD - 1 mpum.

3 Kadenpa M 1 TJIB - 1 npum.

VY cporo BUKOHAHO : - 3 npum.
3aBimyBau kadenpu Isan IBAHOB

Abo
Po3kiagka Ha po3CuiKy

1 BK - 1 mpum.(opwr.)
2 HMB - 1 npum.

3 Hexanat E® - 1 npum.

4 Kadenpa ETIII - 1 npum.

Y cbOro BUKOHAaHO: - 4 pum.

HauanesHuk BiIuTy KaapiB Onena BEHBKO

Homatox 11



KYPHAJI
peecTpallii Haka3iB

(3 OCHOBHOI Ta aJAMIHICTPATUBHOI MiSJILHOCTI)

HY «3anopi3pka nosiTexHika

Jonmartok 12

No 3/m1

Jlata XTO migrcan

KopoTtkwuii 3micT

[Tpumitka
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Homatox 13
3BIT*
po 00CAT TOKyMEHTOOOITY
3a 20 p.
JlokyMeHTH KibpKiCTh JOKYMEHTIB
OpUTIHAJIH | KOTii | YChOTO
Bximni
Buximgni
Baytpimai
Yeboro
HauanbHuK BiAJIUTY A1IOBOJICTBA Oser IIPUMUMEHKO

*V pasi noTpebu 3BIT MOKE AOMOBHIOBATUCS AOJATKOBUMH rpadamu.

S
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Jonartok 14

IMEPEJIIK
JIOKYMEHTIB, TI10 HE MISATaI0Th
peecTpairii ciryx00t0 aioBoaCcTBA*

. JIucTu, 1m0 HaIIMIUIM B KOMii 10 BijoMa.
. Tenmerpamu 1 JUCTH TIPO TO3BLI HA BIAPSJKEHHS 1 BIJIITYCTKH.
. I'padiku, Hapsau, 3as1BKU, PO3HAPSIKH.
. 3BenieHHs Ta 1H(OopMallis, HaaicaaH1 0 BioMa.
. HaBuanpHi mianu, nporpamu (Korii).
. PexnaMHi moBiJoMJICHHS, TIJIAKAaTH, POrpamMu Hapal, KOH(EpeHIliil ToIo.
. [IpeiickypanTu (komii).
. Hopmu BuTpatu matepiaris.
. BiTanbpHi mucTy 1 3anpoIieHHs.
10. JIpykoBaHi BuaHHs (KHUTH, )KypHAJIHU, OIOJICTEH1).
11. HaykoBi 3BiTH 32 TEMaMHU.
12. MicsiuHi, KBapTasibH1, TIBPIYHI 3BITH.
13. ®opmu CTATUCTUIHOT 3BITHOCTI.
14. lorosopu.

O 00 1O\ bW —

* JlokymeHTH, 3a3HaueHl y myHkTax 3, 5, 10-14, mignsraioTe crerialbHOMY
00JKy Yy BIIMOBIAHUX CTPYKTYpPHHUX MiJIPO3JALSIaX YCTaHOB (OyXraiaTepchkiil ciy»ko0i,
KaJpoBii ci1yx01, 616710Te1l, Cyxk01 HAyKOBO-TEXHIUHOI 1HPOpMAIIiT).
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Jonatok 15
pe€CTpaH1'l' BX1IHUX I[OKYMeHTlB
Iligmmc,
Aara JlaTa Ta iHgeKc . Komy II1b .
Ha/IXO/KEHHS Koporkwuii . . IIpumitka

. 0JIepPIKAHOTO Kopecnonnent . Pe3oumomist HaIpaBJICHUIT BUKOHABIIS TA

Ta iHAeKC 3micT
JOKyMEHTa JOKYMEHT MO3HAYKa IIPO
JIOKyMEHTa
BUKOHAHHSI
1 2 3 4 5 6 7 8
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Jonmatok 16
KYPHAJ
peecTpairii MpOCTUX JTUCTIB
[HIEeKC TOKYyMEHTa Kopecnonaent OtpumyBau [TpumiTka
Ta JgaTa nianuc, [1Ib orpumyBaua
HAJIXO/KEHHS
1 2 3 4
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Homatox 17
KYPHAJI
peecTpaiiii peKOMEHI0BaHUX JIUCTIB, TOB1IOMJICHb

Inexc No Kopecnonnent | OtpumyBau [Tignuc, [Tpu-
JIOKYMEHTa PEKOMEHI0BA I11b MITKa

Ta Jara HOT'O JIMCTA OTpUMyBaya

HAJXOJKECHHS
1 2 3 4 5 6
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KYPHAJI

Honatok 17-A

peecTparlii J0KyMEeHTIB, CTBOPEHHX YCTaHOBOIO*

JlaTta ta KopecnonneHr Kopotkuii 3mict Binmitka mpo
1HJIeKC JOKyMEHTa BUKOHAHHS
JTOKYMEHTa
1 2 3 4

*V pasi motpedu KypHaI MOXKE TOMOBHIOBATUCH JTOJaTKOBUMH rpadaMu.
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KYPHAJ
peecTpairii BUXiTHUX JOKYMEHTIB

JomaTtok 18

Buxonasens Ta

Jarta Ta Homep . Komy
: Koporkuii . . . MIO3HA4YKa Ipo
IHAEKC OnmaHKy . HaJliCITaHu’ [Mignuc
3MICT BUKOHAaHHS
JOKyMEHTa aucTa JOKYMEHT
JIOKYMEHTa
1 2 3 4 5 6

dopmar Ad (210x297)
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Jonartok 19

PEECTPAILIMHO-KOHTPOJIbHA KAPTKA

Jluyvosuil Oix

N P A P O S N P P P P P

ABTOp TOKYMEHTa (KOPECTIOH/ICHT) Hasga Bumy noKymeHTa CTpOK BUKOHAHHS
70 MM o 70 MM 70 MM
» db I~
- >
Jlata Ta iHAEKC HaIXOIKCHHS Jlata Ta iHAEKC TOKyMEHTa
105 mm 105 mm
. d
» -
3aroo0BoK JOKyMeHTa a00 KOPOTKHUH 3MiCT
Pesomonis abo BiAMOBigaNbHMI BUKOHABELb
[To3Havka mpo BUKOHAHHS
Po3smricka B oiepikaHHi JOKyMeHTa
210 MM
| -
>

3eopomnuii 6ix

KoHTponbHi No3HaYKH

oux Ne onuc Ne crpasa Ne
70 MM - 70 MM 70 MM
T« > < >
210 Mm

A

\4
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Jonmatok 20

HOPAAOK

3al0BHEHHS PEKBI3UTIB
peecTpaliitHo-KOHTPOJIBHOT KapTKU

PekBizutu

[TosscHeHHSs J0 3aIIOBHCHH

HasBa Buny n1okyMeHTa

3alOBHIOETHCS  BIMOBIAHO [0 HAa3BU
JOKYMEHTa, 10 peectpyeThes. Ilim dac
peectpartii JIUCTIB rpada HE
3aIOBHIOETHCS

ABTOp (KOPECIIOHAEHT)

mi vac peecTpamii JOKyMEHTa, IO
HAJIMIIOB, 3a3HAYAIOTHCA HaMEHYBaHHS
ycTaHoBU (0coOu) - aBTOpa JOKYMEHTA.
[lin wac peecTpamii JOKYMEHTa, IO

HAJICHIIAEThCS, 3a3HAYA€THCS
HalMEHYBaHHS yCTaHOBH (ocobm) —
KOPECTIOH/ICHTA. JlomyckaeThCs
3aCTOCYBaHHS CKOpPOYEHOTO

HallMEHYBaHHS YCTaHOBHU

Jlata nokymMeHTa

aarta, 0 MPOCTABISIETHCS HA JIOKYMEHTI
YCTAHOBOIO - aBTOPOM, IEPEHOCUTHCS Ha
peeCTpaliiiHO-KOHTPOJIbHY KapTKy (maui
- KapTKa) 3 BUKOPUCTAHHIM U y TaKii
MOCTIIOBHOCTI:  YHCJTIO, MICAIlb, PIK
(ducmo 1 MicAlb 3a3HAYAIOTHCS JBOMA
napamu apadbcbkux nudp, pik - 4oTHpMa
apa0bcpkuMu 1 pamn)

[Hnexc nokymenra

1HJIEKC, IPUCBOEHUIN JTIOKYMEHTY
YCTAaHOBOIO - aBTOPOM, NIEPECHOCHUTHCS Ha
KapTKy 3 JOKYMEHTa, 110 HaJilmoB ado
HaJICUIIAETHLCS

JlaTta HaaXOIKEHHS

JaTa  HAOXO/UKCHHS  JIOKYMEHTa  JI0
YCTAaHOBH TIEPEHOCHTHCS Ha KapTKy 3
peeCTpaIiiHoOro mrammna

Innexc

1HJIEKC, MIPUCBOEHUI BX1THOMY
JOKyMEHTY yCTaHOBOIO - OJIEpP)KyBaueM,
NEPEeHOCUThCS Mg 4Yac  peectparii
HAaIXOKEHHS Ha KapTKy 3
peecTpaniiHoro IITaMria. [Ticns
BUKOHAHHS JOKYMCHTa JOIIOBHIOETHCS
HOMEPOM CIPaBH 3a HOMEHKJIATYPOIO
cripaB a00 1HITUMHU 1HJIEKCAaMHU
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ITponosxxenus noaarka 20

3arosoBOK TOKyMeHTa a0bo
KOPOTKUM 3MICT

MIEPEHOCHUTHCS 3ar0JIOBOK,
chopMyIbOBaHUM HA TOKYMEHTI. Y pasi
BIJICYTHOCTI 3arojloBKa Ha JOKYMEHTI BiH
(hOpPMYITIOETHCS BIMOBIIHO J0 MPABHUII

Pesomrons

NIEPEHOCUTHCSI Ha KapTKy 3 JOKYMEHTa
OCHOBHUM 3MICT JOPYYEHHsI, MPi3BHUIIE
aBTOpa 1 JaTa Pe30IrONii

BiamosigansHMIT BUKOHABELD

Opi3BUIIE, I1HINIAJKM  BiJMOBIAAIBEHOTO
BHUKOHABLISA MEPEHOCATHCS 3 PE3OIIONII, Y
pa3i mOTpeOM  3a3HAYAETbCSI  HOMEDP
tenedony

CTpoKH BUKOHAHHS

MPOCTABISIETBCST  YUCJIO, MICSIb, PIK
(ducmo 1 MicAlb 3a3HAYAIOTHCS JBOMA
napamMu apadbcbkux nudp, pik - 4oTHpMa
apabcekumu  tubpamu). Ilig  yac
peecTpairii iHIIIaTUBHOTO TOKYMEHTA, 1110
HAJICUJIAETHCS, IIPOCTABIISIETHCS
OUiKyBaHa JiaTa HaJXOHKEHHS BiOBIII

[To3Hauka ITPO BUKOHAHHA

KOPOTKHI 3amuc TOro, SK BHUPIIICHO
NUTaHHS MO CyTi, abo Jara Ta IHJIEKC
JIOKYMEHTa-BIOBIII
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Honatok 21
MiHICTepCcTBO OCBITW | HayKK YKpaTHM
HauioHanbHMn yHIBEpCUTET «3anopi3bka NoniTexHika»
3AMOBJIEHHA N©______
[lpopekTop « » 20 P.

(nignuc]

Mpowy Ao3BONUTH

(HeobxigHe BIAMITUTK, fonncaTul

BiAAPYKYBaTU / pO3MHOXUTH y/6 O konip O

BUIrOTOBUTU opuriHanD 3bpowypyBaTtu O

3aNlaMiHyBaTK
/ ckaHyBaTu / Tepmonepennet y U

Ha3Ba OOKYMEHTY

KA®EQPA
BIAAI

2
=
T
m
(=)
=
<<
()
w
=)
T
m
(=)
=
<<
()

3as. kadenpu/ sinainy @

(nignwnc] (ten. kag./ein.]

KUTBbKICTb CTOPIHOK KINbKICTb KOMIFA
JOKYMEHTY OPMAT AIPYKY (TUPAX)

A3 | A4 | AS

[MpMHATO 0,0 BMKOHAHHSA

OAEP)XYBAY

[nignwc 3as. gpykapHil

<« », 20___p.

(npizBuuLe Ta iHiLianm) (nignuc]

LIPYKAPHA HY «3ATMOPI3bKA OMTEXHIKA» | Ten. 7698-377 / druk@zp.edu.ua



N2

(peccTpauia opykapHi)

BUTPATU MATEPIAJIIB
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[Iponos:xenus noaatka 21

(3BOPOTHS CTOPOHA)

Manip

Cneu-nanip

KapToH

Kackapg

MancTep-nniBka

[TniBka naMiHaT

Tepmoknewn

CANON 2016 | CANON 6555i RIS0O 3770
BifO-
TUCK
LLifTb=
HICTb
KONICA c224
BifO-
TMCK
LLinb-
HICTb
BukoHaBeUb

(mignwc, gaTal
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KYPHAJI
00J1iKy BUKOHaHUX po0OiT Ha KMA (komitoBaJlbHO-pO3MHOKYBAIBHOMY arapari)

Jonarok 22

BunatkoBi maTepianu
No Jlar
3aMOB Haiime | Ctpykryp- a

No Jlara o . .
oy | reHH peectp HyBaH | Huii ' Tupax | apk. | BiAT | apk. | BinT. Kacka Kapron BUK
s anii HS MiAPO3 1T A4 A4 A3 A3 I OHa
3aMOB HHS

JICHHS

1 2 3 4 5 6 7 8 9 10 11 12 13

Dopmar A4 (210 x 297)
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Homatoxk 23
HarionaneHuii yHiBepcuTeT
«3arnopi3bKa MOJITEXHIKa»
HaiiMmeHyBaHHS CTPYKTYpPHOTO MiAPO3/ILTY
HOMEHKJIATYPA CIIPAB
Ne
Ha piK
(Ha3Ba po3zliny)
Inaexc cnpaBu | 3aronoBok KinbkicTh Crtpok [TpumiTka
cripaBu (TOMy, | cipaB (ToMiB, | 30epiraHHs
YACTHUHH) YaCTHH) (TOMy, yacTu-
HU) 1 HOMEPHU
crareu 3a
nepeTikom
1 2 3 4 5
HaiimenyBanns nocaau
KEpIBHUKA CTPYKTYPHOTO
Hi,[[pOS,[[iJIy (niz[rmc) (BJIaCHe iM’st HPIBBI/IU_[E)
20 p.
[HOI'OKEHO
3aBiyBau apxiBy Jlronmuna XAPUTOHOBA
(niz(rmc)

20 p.Ne
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ITIponoBxkeHHs nogarka 23

[TincyMKoBHMiA 3amuc PO KaTeropii Ta KUIbKICTh CTIpaB, CKIAICHUX Y
POIIi Y CTPYKTYPHOMY ITiIPO3iTi

3a cTpokamu Pazom VY toMy umci
30epiraHHs
TaKUX, IO 3 BIAMITKOIO
MEPEXOJISITh «EITK»
[TocTiitHOTO

Tpusanoro (monan 10 pokiB)

TumuacoBoro (;10 10 pokiB BKIIFOYHO)

Ycroro

HaiimenyBaHHsI mocaau ocoou,
BIZIIIOB1IQJIHHOI 32
JJIOBOJICTBO B CTPYKTYPHOMY
1 IpO3 LT

(niurmc) (BnaCHe iM’st HPI3BI/IU_[E)
20 p.

[TincyMKOBi BiIOMOCTI IE€peIaHo 0 CIy>KOU IJIOBOJCTBA

HaiimenyBaHHsI ocaau ocoou,

BIJIIIOB1IQJIHHOI 32

nepeaavdy BijoMOCTei (mizmwc) (Bnacue im’s TIPI3BUILIE)
20 p.

3aBigyBad apxiBy Jronmuna XAPUTOHOBA
(niz(rmc)

20 p.Ne
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Jonartok 24
Harionanenuii yHiBepcuTeT 3ATBEP/KVYIO
«3arnopi3bKa MOMITeXHIKa» PexTop
HY «3amnopi3bka nomitexHika»
Biktop 'PELLITA
M.IL
20 p.
HOMEHKJIATYPA CIIPAB
Ne
Ha pik
Innexc cnpasu 3aronoBOK KinbkicTb Crpox [Tpumitka
CIpaBU crpas 30epiranHs
(Tomy, (TOMiB, cipasu (TOMy,
YaCTHHH) YaCTHH) YaCTHHM) 1
HOMEPHU CTaTeU
3a MePeIIKOM
1 2 3 4 5
(Ha3Ba po3aiTy™)
Hauanpauk Bigmaimy 5
JIJTOBOJZICTBA Oger IIPUMMEHKO
20 p.
Biza kepiBHUKa apxiBY (0co0H, BIAMOBIAILHOI 32 apXiB) YCTAHOBH
CXBAJIEHO [HOT'OXXKEHO
[IpoToko 3acijlaHHs €KCIEPTHOL [IpoTokon 3acimaHHs
KOMicii EKCTIEPTHO-TIEPEBIPHOT KOMICiT
HY «3anopi3bka momiTexHikay Jepx’aBHOTO apXiBy

3anopi3pKoi 0071acTi
Neo Ne
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[TponoB:xkeHHs noaaTtka 24

[TincymMKoBHii 3amuc mpo KaTeropii Ta KUIBKICTh CIpaB, CKIAJEHUX Y
pOIIi B YCTaHOBI

3a cTpokamu Pazom Y TomMy umci
30epiraHHs
TaKHUX, IO 3 BIAMITKOIO
epexXOasiTh «EITK»
ITocTiiiHOTO

Tpusanoro (monan 10 pokiB)

TumyacoBoro (10 10 pokiB BKIIFOUHO)

Ycroro

HauanbHuk Biaainy 5
JIOBOJCTBA Oxer [IPUMMEHKO

(HiZ[HI/IC)

20 p.

[TincyMKOBi BiIOMOCTI ME€peIaHO B apXiB YCTAaHOBH

HaiimenyBanns nocanu

oco0u, BIANOBIAAILHOT

3a repeavy BiIoOMOCTEH (mizmnc) (Bracue im’st TIPI3BULLE)
20 p.

* HaliMeHyBaHHSI CTPYKTYPHOT'O MIiAPO3ALTY (i1 YCTaHOB, B SIKMX HEMae
CTPYKTYPHUX MiAPO3ALUTIB, HAMIPSMY JISITBHOCTI)




101

Jonmartok 25
AKT
PO BIJTYYEHHS 10 3HUIIECHHS JOKYMEHTIB
MiHicTepCcTBO OCBITH 1 HAYKH Y KpaiHu
HamionanpHuit yHiBepCcUTET 3ATBEPIIXKXYIO
«3arnopi3bKa MOJITEXHIKa» Pexrtop
HY «3anopi3bka momiTexHikay
Bikrop I'PEILITA
M.IL
No 20 p
AKT

NP0 BUJIYYCHHS JJIsl SHUILCHHS
AOKYMEHTIB, H¢ BHECEHHUX /10
HanionaiabHoro apxiBHoro ¢gponay
M. 3anopiAsKs

2022 p.

Ha miacrasi

(na3Ba i Buxinni mani

neperiky JOKYMEHTIB 13 3a3Ha4€HHSM CTPOKIB iX 30epiranHs

a00 TUTIOBOI (IPUMIPHOT) HOMEHKJIATYPH CIIPaB)

Bi/IIOpaHO NJIsl 3HMINEHHS SK TaKi, 0 HE MAaOTh KyJbTYpPHOI I[IHHOCTI Ta BTPATHIIH

paKTHYHE 3HAYCHHS, JOKYMEHTHU (oHIy No
(naiiMenyBanHs GoHy)

Ne | 3aronoBok | [lara | Homepu | Inmexc cnipaBu | Kinbkicts | CTpok [Tpumitka
crpaBu abo | cripaBu | ONUCIB | (TOMY, cripaB 30epiranHs
rpynoBuii | abo (HOMEHK | yacTMHM)  3a| (TOMIB, CIPaBH
3aroJIOBOK | OCTaHH | JIaTyp) HOMEHKJIaTypO | YaCTHH) (Tomy,
CIpaB 1 jmatu|3a  pik| 10 abo HOMep YacTUHN),
crpaB | (pOKH) CripaBu 3a 1 HOMEPH
OIIUCOM crareu 3a
TIePETIKOM
1 2 3 4 5 6 7 8
Pazom CIIpasB 3a pOKH

(uudpamu i cnosamn)
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[IponoBxkeHHda nonarka 25

HaiimenyBanHs mocaau ocoOwu, sika
POBOAMIIA €KCIIEPTU3Y LIIHHOCTI

JIOKYMEHTIB
(migmac) (Brnace im’s TIPI3BHILIE)
20 p.

CXBAJIEHO I[TOTI'OJIP’KEHO
[TpoTokon 3acimaHHs [Ipotokon 3acimaHHs
eKCIIEPTHOT KOMICIT EKCIIEPTHO-TIEPEBIPHOT KOMICIT
HY «3anopizbka nomiTexHika» JlepxaBHOTO apXiBy 3amopi3bKoi 00acTi

Ne Ne
Cekperap EIIK

Jronmuiia XAPUTOHOBA

Onucu cnpaB TOCTIHHOrO (TpUBaioro) 30epiraHHs 3a pPOKH

CXBAJIEHO, a 3 0COOOBOTO CKJIaAy TMOTODKEHO 3 EKCIIEPTHO-TIEPEBIPHOIO KOMICi€l0
JHepxaBHOTO apxiBy 3aropizbKoi 06JacTi

(IpOTOKOJ BiJL 20 p.Ne )
JIOKyMEHTHU B KIJIbKOCTI CIIpaB
(umdpamu i cosamm)
Baroro KUTOTpamiB 371aHO B

(naliMeHyBaHHS yCTAHOBH )
Ha MEpepoOKyY 3a MPUIAMaIbHO-31aBaILHOI0 HAKIIAJHOIO Bil Ne
abo SHUIIICHO HIJIIXOM CITaJICHHS.

HaiimenyBaHHsI mocaau ocoou,
sKa 3/1aJ1a (3HUIIIIA)
JIOKYMEHTH

(migmac) (Brnacue im’s TIPI3BUILIE)
20 p.
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Bimnin kagpis

Jlonatok 26

HauionanbHuii yHiBepcuTeT «3anopisbKa noJiTexHika

JITepHI HOMEpHU

MPOMYIIeHI HOMEPHU

(umdpamu i cnioBamu)
Ne , Yy TOMY YHCIIL:

3ATBEPJ/IKYIO
HavaneHuk Binainy Kaapis
Onena BEHBKO
20 p.
OITNUC Ne 3
0C000BHX CIPAB CTYJEHTIB, K1 3aKIHYWIA HaByaHHs v 20 poiti
(Ha3Ba po3aLLY)
Ne | Tnpexc 3aroioBoOK Kpaiini natu | Kinpkictsb Crpok | [Ipumir
CIpaBu | cropasu (TOMY, crpaBu apkyiriB | 30epiranus Ka
(Tomy, YaCTUHMN) (Tomy, y crpasi CIIpaBH
YaCTUHU YACTHUHH) (Tomi, (Tomy,
YaCTUHI) | YaCTWHHM),
CTaTTs 32
nepeIikoM
*
1 2 3 4 5 6 7
BeziepHikoBa 0 12 (])38311:60{19[ 23 75p. — «B»
1 | 18-156 Mapuna p-
BonoaumupisHa 01 mnss
FIMAD 2008 p.
BeIIbMOKKO Ol2 (1)3(§:§)eCH;1 28 75p. — «B»
19 | 18-158 Makcum p-~
MuxkomnaiioBuy O1 ks
2008 p.
VY 1ew onuc BKIFOYEHO copas 3 Ne ()
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[IponoBxeHHs nonarka 26

HaiimenyBanns nocanu
yKJIaJlaya OIucy

(miamuc) (Bnacue im’st [TPI3BUILLE)
20 p.
CXBAJIEHO I[TOT'OXXEHO
[TpoTokon 3acimaHHs HavanpHuk Binaity AiT0OBOJICTBA
EKCIIePTHOT KOMICIi Oner ITPUMMEHKO
HY «3anopi3bka momiTexHikay
No
20 p.
ITepenas CIIpaB
(mudpamu 1 cIOBaMM)
Ta PEECTPAIITHO-KOHTPOJILHUX KAPTOK J0
(unpamu i ciioBamm)
JTOKYMEHTIB**
HaiimenyBanns nocaau
IpaliBHUKA CTPYKTYPHOTO
1 IPO3ALTY (migmuc) (Bnacue im’st TIPI3BUILE)
20 p.
[TpuitHsB CIIpaB
(mudpamu 1 c1oBaMm)
Ta peeCTpaliitHO-KOHTPOIBHUX KaPTOK IO TOKYMEHTIB.
(mdpamu 1 ciroBamMm)
3aBijyBay apxiBy Jlronmuna XAPUTOHOBA

20 p.

* I'pada mocTa He 3aMOBHIOETHCS B OMKCAX CIIPaB MOCTIHHOTO 30epiraHHs.
** [lepenaroTbcst pa3oM 13 CIpaBaMHu CIy»KOU T1IT0OBOACTBA.



