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3arajgbHi MOJ0KEHHS 1010 OpraHi3aii JiJJ0BOJCTBA B YCTAHOBI

3ATAJIBHI OJIOKEHHS IIO10 OPTAHI3ALIL
JLJTOBOJICTBA B YCTAHOBI

JIUTOBOJICTBO B OpraHi3aiii BCTAHOBJIOE 3arajbHi TpaBWiIa JIO-
KYMEHTYBaHHsI YIPaBIIHCHKOI JISUTBHOCTI B CTPYKTYPHHMX MiApo3aijax i
periaMeHTye TOPSI0K POOOTH 3 JOKYMEHTaMH 3 MOMEHTY IX CTBOPEHHS
a00 HaAXOIKEHHS 10 BiJNpaBieHHs a0o mepenadi 10 apxiBy.

Kypc Bu3HAauae MOpSAMOK BENCHHS [IIOBOACTBA, WOTO IMOJIOMKCHHS
MONIMPIOIOTBECS Ha BCIO CIYKOOBY TOKYMEHTAII(O, IO CTBOPHOETHCS
3acobamMu 00YHCIIOBaNbHOT TexHikd. Komm'roTepHi (aBTOMAaTH30BaHi)
TeXHOJOrll  OOpoOJEeHHS  JOKYMEHTaJlbHOI  iH(opMarii  MOBHHHI
BiJITIOBIIaTH BUMOTaM JISP>KaBHUX CTaHIAPTIB.

Y Kypci pO3TIsAAaeThCs TOPSAAOK BEIEHHS UIOBOACTBA IOJO
JIOKYMEHTIB 3 00MEXEHUM JOCTYIIOM, a TaAKOX JTUIOBOJCTBA IIPU PO3TIISLII
3asB, CKapT Ta MPOITO3UITIH.

[IpaBunma 1 pexoMeHAamii MOMO0 TOPSIKY 3IIACHEHHS IJTOBOIHUX
MIPOIIECIB  PO3POOINIAIOTECS 3TiTHO 3 BHMOTaMH OCHOBHHUX TIOJIOXCHb
€nuHoi  gepxkaBHOi cuctemu aitoBoactBa (€ACJ]), nmepkaBHUX
CTaHIApPTIB  Ha  OpraHi3aulifHO-pO3MOpSAAYY  JOKyMCHTAIlll0  Ta
HOPMATHBHMX aKTiB 1 METOAWYHUX peKOMEHJaIii ['0J0BHOrO apxiBHOTO
YIpaBIIiHHS 1010 OpraHi3alii JOKyMEHTaIbHOTO 3a0€31eUeHHSL.

3araqpHe  KEpiBHULITBO pOOOTOI0  CIYXOM  JOKYMEHTaJIbHOTO
3a0e3nevyeHHs 3MIHCHIOE KEpiBHMK opradizamii abo omuH 3 Horo 3a-
CTYITHUKIB 3TiHO 3 PO3MOILIIOM 000B'S3KIB.

BinmoBimaigpHICT 3a OpraHi3allito Ta BeJICHHs JUJIOBOJICTBA B amapari
oprasizarii BianoigHo 10 Bumor €JICJI, nep>kaBHUX CTaHIAPTIB, a TAKOXK
METOJIMYHE KEPIBHUIITBO IUTOBOJCTBOM Y CTPYKTYPHHX MiApO3aijax
MOKJIAJIAETHCSA Ha KAHIENAPIIo, a B CEPEAHIX Ta MAIUX IMiAIPHEMCTBAX Ta
opraHizarlisix — Ha cekperaps (a0o odic-MeHeKepa). Bumorn kepiBHUKa
YM BiAMOBIAATBLHOI 0COOM IIi€i CcykOM 3 MUTaHb OpraHizallii Ta BeJCHHS
JioBoACTBA 1 poOOTH 3 JOKyMEHTaMH € OOOB’S3KOBHMHU Il BCiX
MpaIiBHYUKIB anapary yrpasJiHHS OpraHi3arii.

BinmoBinaiabHICTh 32 JIOAEPKAHHS BCTAHOBJICHHUX TPABWI J1JIO-
BOJICTBA, CTaH JUTOBOJCTBA B CTPYKTYPHHX IIJPO3Iiidax, a TaKoX 3a
30epiraHHs i BAKOPUCTAHHS JOKYMEHTIB, 1[0 3HAXOAATLCSA B CTPYKTYPHHUX
MiZpO3AiIax Ha BHUKOHAHHI, 0 Tiepefadi iX Ha apxiBHe 30epiraHHs



JLI Ckibiyvxa JUIOBOACTBO

MOKJIA/IA€THCS HA KEPIBHUKIB CTPYKTYPHUX MiPO3ALTIB.

besnocepenHe BeleHHS AUIOBOJCTBA Y BIANOBIAHUX CTPYKTYPHHUX
MiApo3AiiaX 3MIHCHIOIOTh AIJIOBOAM (CEKpeTapi KepiBHHUKIB, 1HCIEKTOPH,
oic-meHemxKepH, pedepeHTn).

Ha nmepion BiACYTHOCTI AiIOBOAA CTPYKTYPHOIO MigpO3ALTY
(BimmycTka, THMYacoBa HEMpAIe3/1aTHICTh TOIO), a TAKOX Y CTPYKTYPHHUX
mifpo3inax, /e 3a TaTHUM PO3NHCOM He IepedadyeHo mocary AijIoBOJa,
BEJCHHS  JIJIOBOJACTBA  IOKJIANAETHCA 33  BKA3iBKOIO  KEpiBHMKA
CTPYKTYPHOTO MiAPO3/iTy Ha OAHOTO 13 MPaliBHUKIB MiIPO3ALTY.

[TocamoBi ocobu Ta mpaliBHUKH OpraHizaiii 3000B’s3aHi 3HATH 1
JOTpPUMYBaTHCS BHMMOT [HCTpyKmii 10O BUKOHAHHA pO3pOOKH,
odopMmIeHHs, peecTpallii, MOPSIKY IPOXOKEHHS, 30epiraHHs JOKYMEHTIB
1 BUKOPUCTAHHS CIy>KOOBOI JOKyMEHTAILli1.

KepiBHUKH CTPYKTYpHHX MiJpO3AiTiB 3000B’3aHi O3HAHOMIIIOBATH
BCIX MNpUHHATUX Ha poOOTy ocid 3 oOpraHisali€lo MAiJIOBOJACTBA B
oprasxizarii.

Oco0u, mpuitHATI Ha TOCaay CceKperaps, IUIOBOJA, 1HCIEKTO- pa-
JIOBOAA CTPYKTYPHOTO MifpO3Ainy, 3000B’s3aHI MPOTSATOM TPHOX IHIB
michasl MpU3HAYeHHS X Ha Iocaxy NPOHTH IHCTPYKTaX B YTMpaBIiHHI
CIpaBaMH 3 MUTaHb BEICHHS A1JIOBOJICTBA.

IIpu 3BiTBHEHH] MpaIliBHUKA CTPYKTYPHOTO MiAPO3ailTy 3 poboTH abo
B pasi BiAMYCTKH, BiAPSKEHHS TOLIO BC1 HE BUKOHAHI HUM CIYXOOBI
JOKYMEHTH MEpelaloThCsl 3a BKA3iBKOIO KEpiBHMKA CTPYKTYPHOTO
HiApOo3aily 11l BUKOHAHHA Ta 30epiraHHs oco0i, fka Horo 3actymae, 3
BIIMITKOIO TIPO TEpeadyy B PEECTpaliifHO- KOHTPOJBHUX KapTKax, a
cnpaBd (JOKYMEHTH, JiTeparypa), mo Oynu B3sTi 3 apxiBy (0i0mi0TeKH),
HiASraloTh MOBEPHEHHIO A0 apXiBy (0ibmioTekn). Y pasi HEOOXiAHOCTI iX
OTpUMYE B apXiBi (6101i0TeIl) TPU3HAYSHHIA TTPAIliBHUK.

[Ipu 3BiMbHEHHI a00 mMepeMillleHHI JUTOBOJIB  CTPYKTYPHHX
MiAPO3AUTIB CKJIAJAEThC aKT 37adi 1 NpuUiMaHHS BCiX CHOpas, IO
3HAXOAATHCSI B TOTOYHOMY IiIOBOJACTBI, 1 BCIX 3aKiHYEHHX CIIpaB, SKi
MiJIATal0Th 3/a4i 10 apXiBy. AKT CKIQJa€ThCS Yy JNBOX NPUMIpHUKAX,
3aTBEPIKY€ETHCA KEPIBHUKOM CTPYKTYPHOTO MHifpo3ainy. OIUH IpUMiIpHUK
aKTa 3aJHUIIAETHCS Y CIpaBaX CTPYKTYPHOTO MiIpO3AlTy, a JIpyrui
MePeIacThes 10 YTIPaBIiHHS cripaBamMu (KaHIEIspil).
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3arajgbHi MOJ0KEHHS 1010 OpraHi3aii JiJJ0BOJCTBA B YCTAHOBI

Y pasi 3BUIbHEHHs HaYalbHHKA CTPYKTYPHOTO MIPO3AUTY 1
MpHU3HAYCHHI HOBOTO Y MPUHMAIbHO-3aBAILHOMY aKTi TOPSA 3 IHIIAMHA
MUTAHHAMHU BUCBITIIOETHCS CTaH AUTOBOACTBA (KUIBKICTh JOKYMEHTIB, SIKi
3HAaXOJSAThCS Ha BUKOHAHHI, B TOMY YHCII NPOCTPOYEHHX, a TaKOX
3BEPHEHb TPOMAJISTH, CTAH apXiBy TOIIIO).

VY pasi 3BUIBHEHHS KEepiBHHKA JINOBOAHOI CIYXKOM BCi JOKYMEHTH,
MeYaTKy, IITaMIM, OJaHKH, 3acO0M OPITEXHIKM TepelaloThcsl HOBIi
Mpu3HaueHi 0coli 3riHO 3 aKTOM, SKHHA 3aTBEPIKYETHCS KEPIBHUKOM
oprasxizarii.

KepiBHHKH cTPYKTYpHUX MiAPO31iT1iB 3000B’A3aHi:

* BXXHBaTH HEOOXIJHWX 3aXOJiB IIOAO CKOPOYEHHS CIIYy>KOOBOTO
JUCTYBaHHs. 3a0OpOHSETHCS JUCTYBAHHS MK CTPYKTYPHUMH
MiApo3/iiaMi 3 THUTaHb, AKi He MOTPEOYIOTh JAOKYMEHTAIbHOTO
oopmiteHHs 1 MOXKYTh OyTH BHUpIIIEH] B OTIEPAaTUBHOMY IOPSIAIKY;

e 3a0e3nedyBaTu perysipHY IEpEeBIpKy CTaHy [UIOBOJCTBA Ta
JIOACPKAaHHS TPABWI BEACHHS IUTOBOICTBA B IAIOPSIKOBAHUX
CTPYKTYPHHUX ITiIPO3/IiIax;

* He JONycKaTH BUTPeOYyBaHb PI3HUX BiIOMOCTEH, 3BIiTiB, 3BEICHb
Ta IHIIMX JOKYMEHTIB, SIKi HE Tepea0adyeHi MPaBOBUMH aKTaMH i
HE BUKJINKAIOTHCS HEOOXIIHICTIO;

* 3IifiCHIOBATH KOHTPOIIb 32 JOTPUMAHHIM BUMOT MO0 CKJIaJaHH,
oopmiieHHsT ~ HOKyMEHTIB 1  oprasizamii  JiJIOBOJCTBA,
nependaueHuX JAEpXKaBHUMH CTaHIApTaMH Ha OpTraHi3aliiHo-
pO3MOpsIIYY TOKyMEHTAIIiIo;

* CHOpUATH pallioHami3alil AiIOBOJHUX MPOIECIB, BXKUBATU 3aX0JIiB
1010 3a0e3nedeHHs IIJIOBOIHOT CTy)KOU Cy4acHUM OOJIaJIHAHHSM,
3aco0aMM OPITEXHIKM Ta EJIEKTPOHHO- OOYHCIIIOBAIBHUMU
MaiHamu (EOM);

* 3a0e3revyBaTH OpraHi3alliro HABUYaHHsI MPAIiIBHUKIB JIIJIOBOTHOT
CITY>KOM JUTSI I IBUINEHHS T710BOT KBamipikarii.

3i CIIy’)KOOBUMH JOKYMEHTaMH, IO HE MiUIATAIOTh PO3TOJIONICHHIO,

MOXXYTh O3HAWOMHUTHCH TIJIbKM TIPAI[IBHUKU OpraHizailii, sSiKki MarTh 10
HUX OesmocepesHe BimHOmEHHS. O3HAHOMIICHHS 1HIIUX 0OCi0, BUAada iM
JIOKYMEHTIB 4YH iX KOIIiH, TOBiIOK a00 BiJOMOCTEH CITy>kOOBOTO XapakTepy
JOITyCKAETHCS TIIBKH 3 JO3BOJY KEPIBHUIITBA OpraHi3arii.



JLI Ckibiyvxa JUIOBOACTBO

[TyGumikaris cmy)00BUX JOKYMEHTIB Y MPeCi, OTOJIOMEHHS 0 Pajio,
TeNe0aYCHHIO, BHUKOPUCTAHHS B  JIOMOBINAX, JIGKIIAX, BUCTYIax
3MIACHIOETBCA BiANOBiIHO 10 3akoHy Ykpainu “IIpo indopmarito” Big 2
so0BTHS 1992 poky 3a Ne 2657-XI1I.

MoBoI0 IiNIOBOJCTBA 1 TOKYMEHTallii, a Tako>X B3a€MOBIIHOCHH 3
opraHaMu Jep>KaBHOI BUKOHABYOI BIIAJY, MiHICTEPCTBAMH, BiJJOMCTBaMH,
MiAPUEMCTBAMH, TPOMAJCHKUMH OpraHi3amisMd Ta TPOMAJSHAMH €
yKpaiHCbka MOBa. Y BHIIaJKaxX, Iepea0ayeHuX 3aKOHAMH, MOBOIO
JIJIOBOJICTBA, JOKYMEHTAIlll Ta B3a€MOBIJHOCHH 13 3a3HAYCHHMH BHIIIE
OpraHaMHu Ta TPOMAaJTHAMH TOPSAA 3 YKPAlHCHKOIO MOBOIO MOXKE OyTH
MOBa OinpmIocTi HacedeHHs Tiel u9M IHmIOi MicmeBocti abo MoBa,
MPUWHATHA TS HACENIEHHS TAaHOT MIiCIICBOCTI.




Tema 1. IOKYMEHTAJIBHE 3ABE3ITEYEHHA
YIIPABJIIHHA

1. Poub Ta Miclie TOKyMeHTaJIbHOT iH(QOpMaIlii B yIpaBIiHHI
MiAIPUEMCTBOM.

2. Busnauenns mokymeHTa. Buim nokymeHTiB Ta iX kiacudikariis.

3. JlokyMeHTyBaHHs Ta JOKyMEHTalIbHE 3a0e3MeUeHHs JisTIbHOCTI
HiAIPUEMCTBA.

4. Cucrema noxyMeHTalii Ta i Kiacudikaris.

5. JIoKyMeHTYBaHHS YNpaBIIiHCHKOI AiSIBHOCTI B OpraHizallii.

1. Poab Ta Micue 10KyMeHTaJbHOI iHpopMallii B
YIPaBJIiHHI NiINPHEMCTBOM

[MinnpueMcTBO MOXKHA PO3IIIAIATH SIK KOJIEKTHB, OpPraHi3alilo JItoeH,
00’€THAHUX CIUIBHUMH ITUIAMU. [lignpueMCcTBO Mae IEBHY CTPYKTYpY:
BHYMPIWHI 36 53Ky IO 3a0€3MeUyI0Th B3a€EMOJII0 MiX KEPIBHHIITBOM 1
CTPYKTYPHHMH TiAPO3IISIAMH UM TIPAIIBHUKAMH, & 306HIUHI 36 SI3KU — 3
IUTOBMMH TIapTHEPaMH, MiANMPUEMCTBAMH, OPTaHAMH BIIAAX. 3OBHIIIHI Ta
BHYTPIIIHI 3B’3KH MiIPUEMCTBA MOYKHA PO3TIISIATH SIK 1H(pOpMaIiiHi.

3 TOYKHM 30py TEXHOJIOTII, yIPaBIiHHS IiIMPUEMCTBOM SIBIISIE COOOIO
Ipolec OTPUMAaHHs, OOpOoOJeHHS iHdopMallil, MPUHHATTA pilleHHS Ta
JIOBeJIeHHs Horo 10 BUKOHABIA (Tepenada iHdopmarii). HaiiBaxknupimioro
YaCTHHOIO YIPABIiHHA € TPUHHATTA pimeHHs. s  BupoOneHHS
MPaBWIBHOTO pIIIeHHs HEoOXiJHa IIOBHA, ONEpaTHBHA Ta JOCTOBIpHA
inpopmartis. IToBHOTY iHpOpMaLii xapakTepusye ii o0csr, KUl Mae OyTH
JOCTATHIM Ul NPUHHATTA pilieHs. [Hpopmallist Mae OyTH ONEpaTUBHOIO,
TOOTO Takor, 100 3a yac ii mepemadi Ta OOpPOOJICHHS CTaH CHpaB He
3MiHuBCs. JJocTOBIpHICTH iH(pOpMaIlil BU3HAYAETHCS MIPOIO BIITOBITHOCTI
il 3MicTy 00’ €KTUBHOMY CTaHy CIIpaB.

Ha pobGoue wicme KepiBHHKa MIANPHEMCTBA YH BHKOHABIIS
iHpOpMAaIlisT Mae HATXOMUTH y (OpMI, IO TIOJIETIIYE ii CIPUHAHSATTS Ta
00poOneHHs.

Indopmaniss — 1e BiIOMOCTI MPO HABKOJMIIHE CEPEIOBHILE, PO
MIPOIIECH, IO B HHOMY BiZIOYBAaIOTHCA 1 SIKI CIIPHMMAIOTHCS JIOAMHOIO UM
CHEeIaIbHUMH TEXHIYHUMHU 3aCO0aMH.
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IcHye Benrka KiIbKiCTh BU3HAYCHD MOHATTA “iH(pOpMaIliss’, KOXHE 3
SKUX BUKOPUCTOBYETHCS 3TAHO 3 KOHKPETHUMHU LIUIAMU Ta 3aBJIaHHSAMH.

3 TOYKH 30py 3MICTy 4M CepH HisTTBHOCTI, B SIKI BUKOPUCTOBYETHCS
iH(opMallisi, yMOBHO ii IOAUIAIOTH Ha YIPaBIiHCHKY, HAYKOBY, TEXHIUYHY
tomlo. IHopMalis BUKOPUCTOBYETHCS MIANIPUEMCTBAMH ATl IUIAHYBaHHS,
oprasizaiii, KoopAuHaIii rocnoAapchKoi AisUTBHOCTI.

2. Bwu3zHayeHHs1 TokymMeHTa. Buan
AOKYMEHTIB Ta iX KJacudikamis

HokymenranpHa (ikcamis iHpopmalii € 000B’SI3KOBUM €JIEeMEHTOM
YIpPaBIiHCHKOI AiSIBHOCTI. MarepialbHUMH HocisiMH  iH(popManii, 1110
(ikcyeThCs, € JOKYMEHTH.

[Hdopmartis, 10 MICTUTBCS B JOKYMEHTaX, HEOOXiqHa Tl cTabUTEHOL
ISUTBHOCTI  OyIb-AKOi ~ opraHisamii, manpuemMctBa. Ha 1i ocHOBI
MPHIMAIOTHCS BIIMTOBIIHI YITABIIHCHKI PIIICHHS.

JlokyMeHT — MarepiaibHuid 00’€KT, IO MICTHTh iH(OpMAIlil0 B
3a(iKCOBAaHOMY BUTJISIII.

[epmmmu  moxymentamm Ha Pyci Oymu rpamorn. Came CiI0BO
JIOKyMEHT TIepEKIIaaeThCsl 3 JIATHHCHKOI MOBHU SK ‘‘CriociO aokazy”,
“B3ipens”’. B ykpaiHCbKy MOBY I1€ CIIOBO MPHUHIILIO 3 POCIHCHKOI: 3a YaciB
ITerpa I ngokymeHTaMH mMmodYaaM Ha3WBaTH [iOBI TamepH, IO MajH
npaBoBe (IOpUIUYHE) 3HAYEHHS, TOOTO CIYTYBaJId IOKA30M YHiXOCh MPaB,
MiATBEPIKEHHSIM 3aKOHHOCTI TIEBHUX JIiH.

3rigHo 3 JlepKaBHUM CTaHIAPTOM HA TEPMIHOJIOTIIO JITOBOACTBA Ta
apxiBHOI CIpaBH, JOKYMEHT — Iie 3aci0 3aKpiIuieHs pi3HUMH CIIocOOaMU
Ha cremiaJbHOMy MaTtepiami iHpopMariiii npo QakTv, mNomii, SBHUIIA
00’ €KTUBHOI TISITLHOCTI 1 MPOIYKTH PO3YMOBOT TisITBHOCTI JIFOVHHY.

SAx  Hocid iHpopMalii JOKYMEHT € HEOJAMIHHAM €JIEMEHTOM
BHYTPIIIHBOT OpraHizamii KOXHOi YCTaHOBH, MiINpUEMCTBA. JIOKyMEHTH
3a0€3MeYYIOTh B3a€MOJIIIO BCIX MIIPO3IIIB OpraHi3aiii.

KomynikatuBHa QYHKIISI JOKYMEHTIB 3a0e31edye 1 30BHIIIHI 3B SI3KH
YCTAaHOB Ta MiIIPUEMCTB.

JIOKyMeHTH BHKOPHCTOBYIOTBCA Ul Iepenadi iHdopmarii B gaci Ta
POCTOpi, TOOTO MAIOTh KOOPAUHYIOUY (DYHKIIIIO.

[Tin wac poboTm 3 JOKyMEHTaMH HEOOXiJHO KepyBaTHCh HOP-



Tema 1. JlokyMeHTanbHe 3a0e31eYeHHs YIIPABITiHHS
MaTHUBHUMH akTamH Ykpainu, ctanmapramu (JICTY), ski nependadarotsb
CKJIaJaHHS TOKYMCHTIB 32 IIEBHIMH IIPAaBHJIAMH, BEJCHHSI HOMEHKJIATYPH
CIpaB, CTBOPCHHS apXiBy MiANPHEMCTBA JJIs 3a0e3ledYeHHs 30epeKeHHS
HANOUIBII IIHHUX JIOKYMEHTIB.

B ympaBmiHCBKIA IiSUTBHOCTI BHUKOPHUCTOBYIOTH TOJIOBHHM YHHOM
TEKCTOBI ITOKyMEHTH, iHpopMallis B sSKkuXx 3agpikcoBaHa OyAb- SKHM
MUCBMOBHM CIIOCOOOM — PYKONMCHHUM, MAIIMHOMUCHUM, JAPYKAPCHKHM.
CyKymHICTh  JTOKYMEHTIB, O(OpMJIEHMX 3TiIHO 3 BHU3HAYCHUMH
MpaBWIAMH, HA3UBAIOTh YIPABJIIHCHKOI0 IOKYMEHTAII€I0.

YrnpagsiliHCbKa JOKYMeHTallisl sBJIsE COOOI0 CUCTEMY TOKYMEHTAIl],
110 3a0e3nedye ynpaBIiHCHKI POIECH B CYCIIBCTBI, HAa MIANPHUEMCTBI, B
oprasizaii Ta ycTaHOBI.

JIOKyMEHTH CTBOPIOIOTBCS dYepe3 HEOOXiIHICTh peamizarlii Tiei um
iHmoi  ¢yHKmii. B JOKyMeHTi, sSK MNpaBWIO, MEPEINIITAEThCS BEIMKA
KUTbKiCTh  (QYyHKIINW:  iH(opMalliiiHa, colianbHa, KOMYHIKATHBHA,
yIpaBIiHChKa, TPaBOBa, 00JIIKOBA.

3. IOKyMeHTYBaHHS Ta JOKYMEHTAJIbHe 3a0e3meYeHHs
AiSUTBHOCTI MiANPUEMCTBA

Y mpomeci agMiHICTpaTHBHOT Ta TOCHOJAPCHKOI  TisSUTBHOCTI
MIANPUEMCTB BUHHUKAE HEOOXITHICTh Y CKIQJaHHI Py JOKYMEHTIB.
Pobota 3 mokymentamu 3aitmae 45-70% pobodoro uyacy KepiBHHUKIB Ta
CHELiaNICTIB MiANPUEMCTB chepr 00CTyrOByBaHHS.

HdijioBoACTBO — 1€ JiSNIBHICT, fKa OXOIUIIOE MUTAHHA JIOKY-
MEHTYBaHHS Ta POOOTH 3 JOKyMEHTaMH NPU BUKOHAHHI YMPaBIiHCHKUX
¢yHKIINH 1 BKMIOYae BCi BHAU POOIT 3 O(OpMIICHHS, BHUTOTOBICHHS
JIOKYMEHTIB, 0OpOOJICHHS BX1IHUX Ta BUXIIHUX JOKYMEHTIB, KOHTPOJIIO 32
X BUKOHaHHSIM.

Jlo nijoBoJACTBA BiTHOCATH JOKYMEHTYBAHHS TPOIIECY YIPaBJIiHHSA,
JIOKyMeHTaliiHe 3a0e3neueHHs, poOOTy 3 TOTOBHMH IOKYMEHTaMHU, SIKi
CTBOpPEHI B J]aHii ycTaHOB1 a00 OTPUMaHi 330BHi.

JlitoBOCTBO B OpraHizaiii BCTAHOBJIOE 3arajbHi TpaBuUiIa JIo-
KyMEHTYBaHHS YIPaBIIHCHKO{ TiSUTBHOCTI B CTPYKTYPHMX MiApO3aiNax i
periiaMeHTy€e MOpSI0K POOOTH 3 IOKYMEHTAMH 3 MOMEHTY 1X CTBOPEHHS
a00 HaJIXOPKEHHS JI0 BiIpaBIeHHS a00 Tepeaadi 10 apXiBy.
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Ii npaBmia BHM3HAYAKOTH IOPAZOK BEIEHHS MiIOBOACTBA. Moro
MOJIOKEHHSI TOIIMPIOIOTECS HAa BCIO CIYXOOBY JOKYMEHTAlilo, IO
CTBOPIOETbCA ~ 3ac00aMHM  OOYMCIIIOBAJIBHOI  TEXHIKH, TIPH  LBOMY
KOMIT'IOTE€pHi (aBTOMaTH30BaHi) TEXHOJOr1l 00pOOIeHHs JOKYMEHTAIbHOL
iHpopMarlii TOBMHHI BIJIOBIZaTH BUMOTaM JEpKaBHHX CTaHIApTiB.
Bu3HavaeTbcss TOPSAIOK BEICHHS MUIOBOACTBA IOMO JOKYMEHTIB 3
00MeKEeHUM JIOCTYIIOM, a TaKOX JIIJIOBOJICTBA y pa3i po3risay 3asB, CKapT
Ta TPOTIO3HUIIIH.

[IpaBuna ¥ pexoMeHAaMii OO0 TOPSIKY 3MIMCHEHHS JiJIOBOJIHUX
MPOIIECIB  PO3POOINIIOTECS 3TITHO 3 BHMOTaMH OCHOBHUX TIOJIOXKECHB
€auHOi Nep)kaBHOI CHCTEMH MiJIOBOJCTBA, NEPKABHUX CTAaHAAPTIB Ha
OpraHi3alifHO-PO3MOPSIIYY JTOKYMEHTAIIF0 Ta HOPMATHBHUX aKTiB 1
METOJUYHUX peKoMeHIariii ['0JoBHOro apxiBHOTO YIPABIiHHS IIOAO
oprasizaii JOKyMeHTaJIbHOro 3a0e3MeueHHs.

3aranbHe  KEPIBHHULTBO POOOTOI  CIYXOHM  JTOKYMEHTAJILHOTO
3a0e3neueHHsl 3/iliCHIOE KepiBHUK opraHizamii abo oauH i3 ioro
3aCTYIHUKIB 3T1THO 3 PO3MOJALIIOM CIIY>KOOBHX 00OB'SA3KiB.

BinmoBimanpHICTh 32 OpraHizallito Ta BeJIeHHs AUJIOBOACTBA B amapari
MiANPUEMCTBA BIAMOBIAHO JIO BHMOT €IMHOI JEpKaBHOI CHUCTEMH
JIJIOBOJICTBA, JIEPYKABHUX CTAHIAPTIB, a TAKOXX METOAMYHE KEPIBHUIITBO
JIJIOBOJICTBOM Y CTPYKTYPHHX HIIPO3Iiiax MOKIAIAETHCS Ha KaHIICIAPIFO.
Bumorn kepiBHMKa Ii€i CIIy>)kOM 3 MHUTaHb OpraHizaiii Ta BEJCHHS
JIIOBOJCTBA 1 pOOOTH 3 JOKyMEHTaMH € OOOB’S3KOBHMH IS BCIX
MPAIiBHUKIB alapary opraHizarii.

BinmoBimanpHiCcTh 32 JOAEP)KAaHHS  BCTAHOBJICHHWX  TPABHII
JIIJIOBOJICTBA, CTaH JIIOBOJICTBA B CTPYKTYPHHUX MiAPO37iJiaX, a TAKOX 3a
30epiraHHs i BUKOPUCTaHHS JOKYMEHTIB, 1[0 3HAXOAATHCS B CTPYKTYPHHUX
mifpo3ainax Ha BHUKOHAHHI, O Tepefadi iX Ha apxiBHe 30epiraHss,
MIOKJIAIA€THCS] HA KEPIBHUKIB CTPYKTYPHUX MiPO3ILTIB.

Besnocepenne BeleHHS AUIOBOJCTBA Y BIANOBIAHUX CTPYKTYPHHUX
HiApo3ainax 3iMCHIOITE AioBOAM (CeKpeTapi KEpiBHHKIB, 1HCHEKTOPH,
odic-MeHeKEPH ).

[Ipu opranizamii JIiTOBOJACTBA HEOOXIAHO KEPYBATHUCh TAaKHMH
TPUHIAIIAMH

* omnepartuBHICTH (IIBMAKA Ta 4iTKa po0OTa 3 JTOKYMEHTaMH),

cydacHe TexHiuHe ocHamieHHs (BukopuctanHs [IEOM, dakcis,
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Tewma 1. JlokymenTanbhe 3a6e3e4eHHs YIPABIiHHS
KCEPOKCiB, 3aCO0IB MaJioi OPTTEXHIKH, 10 MOJETIIYIOTh poOoTYy 3
JIOKYMEHTaMH, HyMEpaTOpH, CTEILICPH);

* JIOUUIBHICTB YCIX AUIOBOJHUX omepauiil (koxeH BHJ pobOTH 3
JOKYMEHTAMH TOBHHEH OyTH HEOOXiMHMM y  JisUIBHOCTI
MiANPUEMCTBA);

* BMiJIe IOEMHAHHS JOKYMEHTAILHOTO 3a0€3MeUeHHs YIPaBIiHHS 3
0e310KyMEHTaIbHHM.

JlokyMeHTYBaHHSl — II€ IIPOIIeC CTBOPCHHS TOKYMCHTIB.

JlokymenTyBaHHs iH(pOpMaIli € 000B’I3KOBOI0 YMOBOIO BiTHECCHHS
iHpopManii g0 iHdopManiitHux pecypciB. JlokymMeHTyBaHHS iH(pOpMaIIii
3MIACHIOETECS B TOPSAKY, SKHM BHU3HAYAETHCS OpraHAMH JICPXKaBHOI
BIIAJIM, BIAMOBIJAILHUMH 3a OpraHi3aIlifo JIIOBOJCTBA, CTaHIAPTU3AIII0
JIOKYMEHTIB.

JloKyMeHTyBaHHS BKJIIOUA€ TakKi oneparii:

* TIATOTOBKA TOKYMEHTIB;

* CKJIQJIaHHA JOKYMEHTIB;

*  Y3rOJDKEHHS JOKYMEHTIB;

* o(dopMIeHHS JOKYMEHTIB;

* BUI'OTOBJICHHA ,Z[OKyMeHTiB.

Ha mignpuemMcTBi TOBHHEH OyTH BCTAHOBJICHHWH €IMHUN ITOPSIOK
(emuHI BUMOTH) MIOJO CKJIAJaHHSA IOKYMCHTIB Ta poOOTH 3 HuUMH. Llei
MOPAZIOK MOXXE OyTH 3aKpilZICHMH IHCTPYKI€l0 3  JIJOBOJCTBA
(TOKyMEHTAIBHOTO 3a0€3MeYCHHS YITPaBJIiHHS MAPH
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JLI Ckibiyvxa JUIOBOACTBO

€MCTBOM) a00 JOBENEHWH JO CIIBPOOITHHUKIB y BHUTJISAAI CHEIialbHUX
IHCTPYKTaXiB, MPAKTUYHUX 3aHATh 1 BIAMOBIJATH KPUTEPISIMU OLIHKU
SKOCTi JOKyMEHTYBAHHS CUCTEM YIpaBIiHHA (Tabu. 1).

Tabnuys 1
Kpurepii oninkn sikocTi A0KyMeHTYBaHHSA B
MpuHuun e ‘m'ﬁ‘o';cyMeH;auiﬂ
AOKYMEHTYBAHH5 IIponec-pikcamnis, CucremMa-KOMILIEKC
nepeaaBaHHsl, B32€EMOMNOB'I3AHUX
BHKOPHCTAHHSI, 30epiraHHs JOKYMEHTaliiHUX cucTeM i
JOKYMEHTIB niacucTeM
JOUiNBHICTE | BificyTHICTh MOKIMBOCTI | BinnmoBigHicTs npouemxypam
BHUKOPUCTaHHS peamizamii yrmpaBiIiHHS 1
0e310KyMEHTaLiHHIX BiJICYTHICTh Ha UTHIIKOBOL
KaHaJiB 3B'SI3KY iHdopmarii
HocToBipHicTs  |[TocToBipHicTs  BuXinHOi| O6'€KTUBHICT BifoOpax)eHHs (ak-
iHpopMalLii Ta BiACYTHICTB| TiB, 4iTKa TEPMiHOJOTIs
OMMUIIOK
IToBHOTA Hocrartnicts indopmanii | BinnoBinHicTs YnHHENM
IUISL IPUAHATTS pilieHb | yHiikoBaHMM cHcTeMaMm,
cTaHzapTam
IpaBomipHicTs | BignosignicTs unnnoMy | Te came
3aKOHOJIABCTBY,
MIpaBWJIBHICTH 0hopM-
JICHHS
CucreMHiCTh KoMILIEKCHICTh Moeananus yHipikoBaHUX
pauioHamizamii CTaHAAPTHUX CHCTEM 1 MiJCUCTEM y
JOKYMEHTOO0ITy raimy3eBoMy, GyHKIIIOHATEHOMY i
TEPUTOPiaTEHOMY PO3pizax
T exnonoriunicts | [Mpuctocosanicts Gpopm | [IprcTocoBaHHicTh yHi(iKOBaHIX
JOKYMEHTIB JUTst CHCTEM JI0 aBTOMAaTH30BaHOT'O
MAIIMHHOTO 00pOOIeHHS | 00pOOIICHHS
Ha po00YOMy MicCITi
OHCpaTI/IBHiCTB MiHiMalibHE AIanITUBHICTS, pyxj]]/[BiCT])
NPOJIEKYBaHHS JOKyMEHTa | JOKYMEHTIB IIIHHAX CHCTEM i
mizcucreMm

BukopucranHs CTaHApTIB i 4ac

3a0e31eunTn

IOPUINYHY

cury

JIOKYMEHTIB,

JOKyMEHTYBaHHS Ma€ Ha MeTi
CIPHUATH  IXHBOMY

OIICPAaTUBHOMY BHUKOHAHHIO 3 HACTYIIHUM BUKOPUCTAHHAM Y JIOBi}lKOBI/IX
Ta HAYKOBUX ]_[iJ'ISIX, CTBOPUTHU NICPCAYMOBU IJIA aBTO
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Tewma 1. JlokymenTanbhe 3a6e3e4eHHs YIPABIiHHS
MaTH30BaHOTO OOpOOJICHHs iH(oOpMaIlii, MO0 B HHUX MICTUThHCS, OIe-
paTuBHOrO 1i MONIYKY, CKOPOTUTH 3aTpaTd TWpalli Ta KOIITIB Ha JO-
KyMEHTYBaHHs Ta 00pOOJICHHSI JOKYMEHTIB.

BpaxoByroun pexoMeHIAIii CTaHAAPTiB, MOKHA CTBOPHUTH adbOOM
(cmipaBy, (aiin) 3pa3KiB JOKYMEHTIB, 1[0 HAYACTIIIE BUKOPUCTOBYIOTHCSI
B IpPaKkTUYHIM  JiSUIBHOCTI  MIANIPUEMCTBA, SKI MOTIM  OyAyTh
BHUKOPHUCTOBYBATH MPAIIBHUKY i IPHEMCTBA.

PoboTa 3 mokyMeHTaMH TiANPUEMCTBA CKIIAJAETHCS 3 TAKHX CTaIliB:

*  TpUIMaHHS;

*  pO3MOJIiT,;

* KOHTPOJb BUKOHAHHS;

* JIOBiJKOBa po0OOTa;

* (opMyBaHHS CIIpaB;

* TmepeaapxiBHe 0OpOOIEHHS;

* BUKOPHUCTaHHS;

* 30epiraHHs JOKyMEHTIB.

Cmyninb  00CKOHANOCMI MEXHONO02TUHOI cxeMu pobomu 3 OO0KY-
MeHmamu GU3HAYAEMbC ONEPAMUBHICINIO NEPecyYBaHHs Md GUKOHAHHS
Ookymenmie — ma  egexmugnicmio  3a0e3neyeHHs — KepigHUymaed
niONPUEMCmMea OOKYMeHMOBAHOI0 IHpopmayiero.

4. Cucrema aokymMeHTamii Ta ii knacudikamis

VY 3B’SA3Ky 31 IIBUAKUM 3pOCTaHHSIM oOcsry iHQopmarii, ska
BUKOPHCTOBYETHCSI B  YIPAaBIiHHI, 3HA4YEHHS IIIOBOJACTBA CYTTEBO
migBumyetsest. Lle moTpeOye HOTO CHCTEMAaTHYHOTO BIOCKOHAJICHHS,
MIiJBUIIECHHS PIBHSA 3HAaHb Ta KBamiQikaIli yrnpaBJliHChKUX MPAIiBHHKIB Y
rajxy3i  JIOKYMEHTYBaHHS Ta  JOKyMCHTAIIMHOTO  3a0e3rnedycHHs
00CIIyroByBaHHS TIPOIIECY YIPABIIHHS.

be3s  ymopsakyBaHHs  iH(popMaIiiiHOi  0a3W,  YJIOCKOHAJICHHS
JOKyMEHTAalifHUX  MPOLECiB  HEMOMJIMBO  BHUPIMMTH  THTAHHA
KOMIT'ToTepu3anii  ynpasniHas. HaiiBumoi edexkTuBHOCTI Bix BU-
kopuctaHasiM [IEOM MoxHa TOCATHYTH BHOPSIAKYBaHHIM YCi€i BUXiTHOT
iH(opMaIlil, MACOBUMHU HOCISIMHU SIKOi € JOKyMEHTH.

BrpoBamkeHHs ~ aBTOMaTH30BaHOTO  00poOneHHs  iH(opmarii  gae
MOXJIMBICTh HE TUIBKH TIJBHIIUTH TPOJYKTHBHICTh Tmpari, a u
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JLI Ckibiyvxa JUIOBOACTBO

CTBOPIOBATH HEOOX1THI YMOBH ISl TBOPYOT, aHATITHYHOT IIpaIli.

3HayHy pOJb Yy CHpaBi BIOPSAIKYBaHHS POOOTH 3 IOKYMECHTaMH, B
onTuMizanii JOKyMEHTalIHUX MpOLECiB y MaclTabli KpaiHM Biairpae
€nuna J[epxaBHa cuctema ginoBoiactBa (€JCH). lLle HaykoBo
BITOPSIIKOBAHUI KOMILICKC MPaBIJI, HOPMATHBIB Ta PEKOMEHAAIlIH II0/0
BEJCHHS JUIOBOJCTBA, IMOYMHAIOYA 3 HAIXOMKECHHS ab0 CTBOPEHHSI
JIOKyMEHTa JI0 3/1a4i HoTo 70 apXiBy.

JlokyMeHTa/IbHe 3a0e3Me4eHHs] — KOMIUIEKC OIepariiif 3 FTOTOBUMHU
JOKyMeHTaMH (puc. 1).

OcnoBHi mnonoxenHs €JIC/] ckimagaroThCs 3 3arajbHOI YacTHHH,
BOCBMH TE€MAaTHYHHUX PO3JLTIB Ta AoAatkiB. TyT cdopMynaboBaHi 3araibHi
npaBWia JOKYMCHTYBAaHHS  YIPABIIHCHKOI MisUIBHOCTI, BHKJIAJCHO
IPUHIMI yHi(iKaIii TOKyMEHTiB, BUMOTHY 10 (OpMyJISIpiB OpraHi3awiiHo-
PO3TIOPSIIINX TOKYMEHTIB, 10 TIOOYTOBH TEKCTIB TOKYMEHTIB, iX MOBH Ta
CTWIIO. 3arajbHOJAEpKaBHA CHCTEMa CKIIQNAEThCsS 3 YHUCICHHUX
MiZICHCTEM, SKI CTOATh Ha HIDKYHX MaOnax iepapxii. Bumaiisrors
(byHKITIOHAIBHI Ta TATY3€Bl CUCTEMH TOKYMEHTAIII].

OyHKIIOHATBHI  cUcTeMH  (TUIAaHOBa,  MaTepialbHO-TEXHIYHOTO
MOCTAYaHHS, 3BITHO-CTATHCTUYHA, OOJIKOBAa) XapaKTepHI JUIS IICH-
TpalbHUX  OpraHiB  (YHKI[IOHATBHOTO  mpu3HadeHHs  (MiH}iH,
JlepxKoMcTaT, MOAaTKOBA aJMiHICTpaIlis Tomo). OyHKIIOHATBHI CHCTEMH
TICHO TIOB’sA3aHI MiK co0or (cMcTeMa IUTAaHOBOI Ta  OOJIIKOBOL
JoKyMeHTarrii). ['amy3eBi cucTeMH (YHKIIOHYIOTh B OpraHax ray3eBOro
VIpaBIiHHS (MmiHICTEpCTBA, BiJIOMCTBA, rajry3eBi BIJUTUTH
JepxkaaMinicTparii). Bonu BimoOpaxkaroTh crnenudiky Tiel 4u  iHIIOL
cepu TisTTBHOCTI.

VY nonatkax €JICJ] HaBeneHO MPUOIM3HUIA MEpeNiK JOKYMEHTIB, AKi
Hi}lﬂﬂFa}OTL KOHTPOJIIO 3a BAKOHAHHAM.

OO00B’SI3KOBOI0  YMOBOIO palliOHAJILHOI OpraHizamii IiTOBOJCTBA €
aBTOMatu3allis npouecis aioBoacTBa. B €JICJ] nponoHyoThCsl BapiaHTH
TUTIOBHX KOMIUICKTIB TEXHIYHUX 3aco0iB JUIsi MeXaHizalii omepariii 3
JIOKYMEHTaMHU.
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JLI Ckibiyvxa JUIOBOACTBO

Krnacudikariiro ToKyMeHTIB 3a O3HaKaMH HaBelleHO B Ta0I. 2.
PosriisiHemMo aesiki 3 03HaK Kiacu@ikariii.

Tabnuys 2

Knacudikanist rokymeHTiB

Knacudikauiiini o3nakn

I’ pynu 1oxyMeHTiB

3a 3MicToM
(cmremianizami€ro)

3aranbHi

3 aaMiHICTpATUBHHUX IMUTAaHb

CreuianizoBani ( 00J1iKOBI, iHAHCOBI, KOMEPIIiiHI
TOIIIO)

OprasizaniitHo-po3nopsadi

3a npu3HAYCHHAMHI

®dinaHCOBO-pO3paxyHKOBI 3 ocTavyaHHs Ta 30yTy 3
0c000BOTOY CKIaIy

3a MoXOKESHHIM Odimitini
Ocobucti

3a MicleM CKIIaIaHHs Buyrpimni
30BHIIIHI

3a mKepenamu
BHHHUKHCHHS

IlepBunHi (BXiaHi)
IloxixHi (BTOpHHHI)

3a TeXHIKOIO BiATBOPEHHS

Pykonuchi pykoBaHi @OTOKIHOJOKYMEHTH 3BYKOB1
(aynioBi3yanbHi)

3a dhopmoro

InguBinyaneHi Crangapthi, Tunoi TpadaperHi

3a BUIOM HOCIs

IManeposi
Ha ¢otokiHommiBii, Ha BimeorwmiBimi Ha MarHiTHHX|
(ontuuHKX) Hocisix Ha expawi

3a cTymeHeM IIIacHOCTI

3BHyaiiHi

Jlnst ciry»60BOTO KOPUCTYBaHS

CexpertHi, 3 rpudom “KT”(komepiiiiHa TaeMHUILIS)
LlinkoM cekpeTHi

3a TepMiHOM BUKOHAHHS

3BuyaitHi (6e3cTpokosi) TepmiHOBI

3a KUTbKICTIO MUTaHb Ipocri
CknamHi

3a cTajisiMU CTBOPEHHS Opurinanu
YepHeTku

Konmii (Bumucka, ay6uikar)

3a cTpokamu 30epiraHHs

[TocriitHoro 30epiranHs
Tpusanoro 30epiranns (monaxn 10 pokis)
TumuacoBoro 36epiranus (1o 10 pokis

16



Tewma 1. JlokymenTanbhe 3a6e3e4eHHs YIPABIiHHS

3a TOXO/pKEHHSAM OMiIiifHI TOKyMEHTH (CIy)OOBi) CTBOPIOIOTHCS

YCTaHOBOK a0  MMocamoBOO  0CO0O0 Ta  O(GOPMITIOIOTBCS B

pETIIaMEHTOBAaHOMY TOPSAIKY, & OCOOHMCTI CTOCYIOThCS KOHKPETHOT 0co0n

1 CTBOPIOIOTBHCS 3a MeEXaMH cdepu CIykO0BOI MiSUIBHOCTI, TOOTO €
IMCHHUMH.

3a mnpusHavyeHHSAM, TOOTO 3a BHJAMH [IisJIBHOCTI JOKYMEHTH
MOJUIAIOTHCS HA YOTHPH TPYIIH:

1) opeanizayitino-poznopsoyi — BHU3HAYAIOTH TaKi BaXKIWBI ITH-
TaHHs, AK (YHKLIi Ta NpaBa MiANPHEMCTBA B IUIOMYy (CTaTyTH, Yyc-
TAQHOBYi JIOTOBOpH), HOTO CTPYKTYPHHUX MiAPO3JiNiB, BCTAHOBJICHHS Ta
3MiHY OPICTPYKTYPH YIpaBJIiHHS, OpraHi3alilo Mpolecy YIpaBIiHHS
(TIO0KEHHS, HaKa3M, JIMCTH, 3a5IBU, PO3IOPSHKESHHS TOIIIO);

2) ¢hinancoso-pospaxynkosa Ookymenmayisi 3abe3nedye TOYHE Ta
CBO€YACHE BUKOHAHHS (hiHAHCOBUX 3a00B’sA3aHb, OAHKIBCHKUX Ta 1HIIUX
oreparliid, IOB’A3aHUX 3 PYXOM KOIIITIB;

3) Odokymenmayin 3 nocmauanns ma 30ymy CYIPOBOIDKYE PyX
TOBapHO-MaTepialbHUX IIHHOCTEH, TOOTO € JIOTICTHYHHM 3abe3re-
YEHHSIM MiANPUEMHUALIBKOT TisITbHOCTI;

4) ookymenmayin 3 0co606020 ckiady BiIOMBAE BCI KaapOBi IMH-
TaHHS OpraHizaiii BiJ 3a0e3meueHHs KaJapaMu A0 iX MEepeMillleHHS,
nmpodeciitHOro BAOCKOHANIEHHS, IKICHOTO CKJIaly TOIIO.

3a KINBKICTIO THUTaHb, SIKIi B HHUX BiIOOpaskeHi, BHIUISIOTH JO-
KYMEHTH MPOCTi, 1[0 MICTATh OJHE MUTAHHs, Ta CKJIaJHI, IO MICTAThH
JEKIIbKa TUTAaHb.

3a MicreMm ckianaHHs (BUHUKHEHHS) JOKYMEHTH MOJIUISIOTH Ha
BHYTpIIlIHI Ta 30BHINIHI. J[0 BHYTpINIHIX Halle)XaTh JOKYMEHTH, SKi
TOTYIOTBCS, O(QOPMITIOIOTECS 1| BUKOHYIOTBCS B MEKax Ti€l YCTaHOBH, Jie
BOHU Oymu ckiageHi. Jlo 30BHINIHIX BIAHOCSITH Ti JOKYMEHTH, SKi
OTPUMaHI OpraHi3alliero 330BHI (BXiJHi) a00 HampaBlieHI HEK 3a CBOI
Mexi1 (BUXIiJHI).

3a ¢dopMoro TOKyMEHTH OyBalOTh i1HIWBIAYyaJIbHUMH, THIIOBUMHU,
TpadapeTHuMHU. IHAMBITyanbHI CTBOPIOIOTBCS B MOBUIBHIM (opMmi y
KO)KHOMY ~ OKPEMOMY  BHWIIQAKy JUIA  BHPIIIEHHS  KOHKPETHOL
YIPaBIiHCHKOI cuTyari. THIOBI — SBISIFOTE COOOIO0 TEKCT-3pa- 30K, Ha
MiJICTaB1 SIKOTO CKJIQJIAI0THCS TEKCTU JOKYMEHTIB aHAIOTIYHOTO 3MICTY 3i
30epeKEHHSIM OCHOBHHX I'paMAaTUYHUX KOHCTPYKIH Ta (hOpMYIIOBaHb.
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JLI Ckibiyvxa JUIOBOACTBO

VY 1padapeTHIX TOKYMEHTaX YaCTHHA TEKCTY BiIAPYKOBYETHCS 3aBYACHO
— IIe MOCTiiHa iH(OpMaIlis, a YacTHHA BIIMCYETHCS BN PYKH IMiJl Yac
Woro ckimagaHHa. TpadapeTHi TEKCTH, SK MpaBWiIo, (IKCYIOTHCS
OaHKaMu.

3a cTami€r0 BUTOTOBJICHHS PO3PI3HAIOTh YSPHETKH, OPUTIHAIHU Ta
Komii JOKyMEHTiB. PykonucHuii a60 MalIMHOMMCHUH JTOKYMEHT, SIKHi
BimoOpaxkae poOOTy aBTOpa Haa TEKCTOM, TOOTO OMpallOBaHHS
JOKYMEHTa, € YePHETKOIO.

Opucinan — 1€ JIOKYMEHT, CTBOpPEHUI mNepumuii pa3 iHAUBITY-
QTBHUM a00 KOJICKTUBHUM aBTOPOM.

Konis — 11e moBTOpHE, aOCONIOTHO TOYHE BiATBOPEHHS OpHTiHAIY,
3aBipeHe Y BCTAaHOBJICHOMY HOPSIIKY.

3i ciy’k00BUMH JOKYMEHTaMH, 110 HE MiIATaI0Th PO3TOJIOIICHHIO,
MOXXYTh O3HAHOMHUTHCH TUTbKH TPAIiBHUKKA OpraHi3allii, sKi MaloTh JIO
HUX Oe3nocepeaHe BiaHOIIeHH. O3HaHOMIICHHS 1HIIMX OCi0, BUIa4a iM
JOKYMEHTIB 4H X KOIIiH, JOBiZOK abo0 BigoMocTel CIyk00BOTO 3MICTY
JIOITYCKAETHCS TUTLKH 3 J03BOJTY KEPIBHHUIITBA OpraHi3altii.

5. IokyMeHTYBaHHS yHPaBJiHCbKOI AislJIbHOCTI
B oprasizamii

JloKyMeHTyBaHHS YIPaBIiHCHKOI AISUTBHOCTI Hosrae y ¢ikcamii 3a
BCTAHOBJICHUMH TpaBMJIaMH Ha mamepi a0o IHIIMX  HOCISIX
YIpPaBIiHCBKUX AiH y mpoueci iX 3midicHeHHs abo 3a iX mHiZcyMKamH,
TOOTO Y CTBOPCHHI YIPABITIHCBKUX JTOKYMEHTIB.

ITizcTaBoto A1 CTBOPEHHS JOKYMEHTIB € HEOOXiJJHICTh 3aCBiTUEHHS
HasIBHOCTI ¥ 3MiCTy YNpaBIiHCBKHX AiH, NepeaaBaHHA, 30epiraHHs Ta
BHKOPHCTaHHS 1H(POpPMAIIii IPOTAToM MEBHOTO Yacy abo MOCTIIHO.

YnpaBmiHCHKI TOKYMEHTH 32 HaWMEHYBaHHSIM, (POPMOIO i CKIIamoM
PEKBI3UTIB TOBMHHI BIAMOBIAATH JEPKaBHUM CTaHAApTaM Ta IHIIAM
HOPMaTHBHUM JIOKyMEHTaM Ha OpraHizamiiHO-po3NnopAaIy
JIOKYMEHTAIIIO.

Jnsa  3a0e3nedeHHs HAJeXKHOI Opradizamii  JOKyMEHTYBaHHS
KEepiBHUIITBO BU3HAYA€ KOHKPETHUH KOMIUIEKC JOKYMEHTIB, HEOOXiTHIX
1 TOCTaTHIX ISl TOKYMEHTYBaHHS JisUTBHOCTI OpTaHi3artii.

Binb6ip ¢opm 1 BuAIB JOKYMEHTIB, HEOOXIIHUX JUII BHKOHAHHS
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Tewma 1. JlokymenTanbhe 3a6e3e4eHHs YIPABIiHHS

VOPaBIiHCHKUX Ta IHIMMX (DYHKIN, 3MIHCHIOEThCS BIANOBITHO 0
nepenikiB GopM 1 BHIIB IOKYMEHTIB, SKi pO3pOOISIOTHCS I BCIiX
HaIpsMiB JTisUTBHOCTI OpPTaHi3allii i 3aTBEPUKYIOTHCS i1 KEPIBHUKOM.

VYnpaBniHChKa JISUTBHICTH OpTaHi3amii  3MIMCHIOEThCS — IIIISAXOM
BHIAHHS PO3NOPSITINX JTOKYMEHTIB. BUIaHHS pO3MOpSIIUNX TOKYMEHTIB
3[IMCHIOETBCS BIJIIOBITHO 10 NMOBHOB)XKEHb BH3HAUCHUX CTaTyTOM, a
TaKOX HOPMATUBHUMH aKTaMH, MPUAHATHMH KOoMiTETOM y Mexkax CBOET
KOMIIETEHIII.

3rigHO 31 CTAaTyTOM, OpraHi3allis BHJA€ Taki PO3MOPAIUl JIOKY-
MEHTH: HaKa3H, IOCTAaHOBH Ta PO3MOPSKEHHS.

[lincTaBoro i NPUNHHSATTS PO3MOPSIYUX JOKYMEHTIB B OpraHizanii

» Koncrturymis Ykpainu, 3akoHH YKpaiHH, ITOCTaHOBU BepxoBHOT
Pamu Ykpainu, ykasu i posnopspkeHHs IIpesunenra YkpaiHu,
MOCTaHOBH 1 po3nopskeHHs Kadinety MiHicTpiB YKpainuy;

* 3IiCHEHHS BHWKOHABYOI 1 PO3MOPSAIYOI MISTIBHOCTI 3 METOI0
BUKOHAHHS MOKJIaJA€HNX 3aBJaHb BIAIOBIIHO 10 KOMIIETEHIIIT;

* morpeba y IPaBOBOMY pEryJIOBaHHI [iSUIBHOCTI amapary
YIpaBIiHHSL.

Po3nopsa4i JOKyMEHTH BUIAIOTHCS 000B’I3KOBO:

* 3 Opradi3alifHMX ¢WTaHb: TNpPH YTBOPEHHI, peopraHizarii,
JIKBiAAIil CTPYKTYpHHUX MiAPO3ALTiB, BU3HAYCHH] iX (QyHKHIH i
3aBJaHb, 3aTBEP/DKEHHI CTPYKTYpH OpraHisamii, BH3HA4YEHHI
mpaB 1 OO0OB’A3KIB TOCAAOBUX OCIO, BiIMIHH, 3MIHH Ta
MIPUITMHEHHSI i1 paHille BUAaHUX HaKa3iB;

* 3 TWTaHb IUTAHYBAHHS, MPH BU3HAYCHHI TOPSAKY 1 CTPOKIB
CKJIQIaHHs TUIAHIB; Y BUMAJKaX 3MiHU IUIAHOBUX ITOKA3HHUKIB 1
BCTAHOBIICHHS JOMATKOBHX IUIAHOBHUX 3aBAaHb; IPH ITiIBEICHHI
MiZICYMKIB BUKOHAHHS TIIaHIB;

* 3 nuTaHb (iHAHCYBaHHS, MiJ Yac 3aTBEPUKEHHS 3BITIB, NpPH
3MiHI IIJILOBOTO BUTpPAuaHHS AaCUTHYBaHb, PO3MOALTI Ta Ie-
PEPO3MOIiTi TPOIIOBUX KOIITIB;

* 3 IHUTaHb KaapoBoi poOoTH, mpari i 3apobiTHOI IUIaTH: TpH-
3HAYEHHsI, TICPEBEJCHHS, 3BUIBHEHHS TMpAIliBHHUKIB, MpH
BHpILICHH] IUTaHb HPO BiA3HAYCHHS, TUCIUIUTIHAPHI CTSATHEHHS,
PO BIIPSIDKEHHS NPAIiBHUKIB, y BHUMAIKaX MpPEMIIOBaHHS,
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JLI Ckibiyvxa JUIOBOACTBO

BHIUIATH  OIHOPA30BHX TPOIIOBMX BHUHArOPOA, HAJTaHHS
BIIITYCTKH, TIPOBEJCHHS aTecTallii Ta TPHCBOEHHS paHTIB,
MJTOTOBKH Ta TMEPEIiArOTOBKH KaJpiB KEPIBHUX NPAIliBHUKIB i
(baxiBIIiB opraHi3arii.

B iHmmX BumagkaX NHTaHHS PO HEOOXIAHICTH BHIAHHS PO3-
MOPSITYUX JOKYMEHTIB BUPILIYETHCS KEPIBHULITBOM OpraHi3allii.

BupimieHHs HaWBaXIMBINIMX MUTaHb, a TaKOX MHUTaHb, IO
CTOCYIOTBbCS BCiX a00 JEKUIBKOX CTPYKTYpHHMX IiIpO3/iIiB, BHUKIJIA-
JAIOThCS, K MPaBWIO, B Haka3ax. KOHKPETHI NMHUTaHHA BUKOHAHHS i
YTOYHCHHS MPUHHITHX PIlIeHh BUKIAIAIOTECS B  PO3MOPSIKCHHIX
KEpiBHUIITBA OpraHizaii.

Posmopsiadi JOKyMeHTH, IPUHHATI HA OCHOBI €TMHOHAYAIBHOCTI, HE
MOXXYTh CKacoByBaTH a00 3MIHIOBAaTH pO3MOPSIYl  JTOKYMEHTH
KOJICTIaJILHOTO OpTaHy.

3 mwWTaHp, MO CTAHOBIATH B3a€MHHUU IHTEpeC 1 BXOIATH JIO
KOMIIETEHIIIi pI3HWX OpraHiB, MNPHUMAIOTHCA CHUIBHI pO3MOPSIUi
JokyMeHTH. Ili cCHmibHI IOKYMEHTH MpHAMAalThCA y ¢GopMi, IIo
BHU3HAYAETHCS OPTaHOM, SIKMI TOTY€E IPOSKT BiIMOBITHOTO JOKYMEHTA.

Po3nopaoui 0oKymenmu, w0 HAOX00Amb 00 Op2anizayii 6io
GUUUX OP2AHIG, AKWLO CROCIO 006€0€HHA He GUIHAUEHUI Yy CAMOMY
00Kymenmi, 00800AmMbCcA 00 anapamy 6 HNOPAOKY, GU3HAYEHOMY
KepieHUymeom.

Ile Mosxe 3aiHiCHIOBATHCS IIISIXOM:

* BHJAHHS CaMOCTIHHHX pO3MOPSAYUX JOKYMEHTIB (HaKasiB,
pO3NOPSIKEHb, ITUTIAHIB, 3aXOJiB, TpadikiB TOIIO), B SKHX
BHKJIQJIA€ThCS 3MICT OJACPKAHOTO JIOKYMEHTa 1 3aco0HM HOro
BHKOHAaHHSA a00 BKa3iBKM Ha fii, m0 X NOBUHEH 3IIHCHUTH
BHKOHABCIIb;

* PO3CHJIKH KOl IOKYMEHTa, SIKIIO OAEp)KaHWH IOKYMEHT He
moTpedye KOHKpeTH3allii 3aBAaHb IOJI0 WOro BUKOHAHHSA abo
HaiCJIaHWH 10 BiZoMa;

* 03HAWOMIICHHS BHKOHABIIB YH OCi0, SKHX CTOCYETHCS IaHUI
JOKYMEHT, il pO3IIHC.

Y pa3i notpeOM JOKYMEHTH BHUINUX OPraHiB pPO3CHIIAIOThH
CTPYKTYPHHUM TiIpO3AiJIaM y BUIIIAII KCEPOKOMIN pa3oM i3 CyIpOBiTHUM
JUCTOM 32 MIINHACOM KEpiBHUKA CTPYKTYPHOTO MiJPO3AITY B MEXax
CBOIX ITOBHOBa)KCHb.
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Tewma 1. JlokymenTanbhe 3a6e3e4eHHs YIPABIiHHS

JIoKyMeHTH, TII0 BUIAOTHCS Ha MiJACTaBI PO3MOPSIYNX JIOKYMCHTIB
BHIIMX OpPraHiB, IMOBMHHI MaTH IOCHWJIAHHS Ha HHUX i3 3a3HAUYCHHAM
HallMeHyBaHHS ITUX JIOKYMEHTIB, JaTH, iX HOMEPIB 1 Ha3B (3aroJI0BKIB).

Xig OoOroBOpeHHs MNUTaHb 1 pIlIeHHs, IO HPUHAMAIOTHCS Ha
3acilaHHAX KoJerid, Hapajgax, (IKCYFOThCS B HPOTOKoJdaxX. IIpoToxonm
0(opMITIOIOTECSI Ha MiACTaB1 3aUCIB, 3pOOJICHUX Y X0/ 3aCiJaHb.

VY Tux BUNaaKax, KOJIM 3acilaHHs cTeHorpadyeThes, po3mudpoBana
1 oopMIIeHa HAJIE)KHIM YHHOM CTEHOIpaMa JIOAAETHCS 10 MTPOTOKOITY.

Skmo xin 3acimaHHs (PIKCyeThbcS Ha MArHITHIA TUTIBIN IIISIXOM
3aMucy Ha MarHiTo(oHi 4M JUKTO(OHI, TO MIC 3aciJaHHs 3alMcaHi Ha
HIl TEKCTH BHUCTYIIIB IPYKYIOThCS, JOAAIOTHCS IO MaTepialliB 3aciaHHs,
a TaKOXX BHKOPHCTOBYIOTHCS TPH CKIAJaHHI IMPOTOKONIB 1 pIillICHb.
MarHiTHI TUTIBKH 13 3allUCaMM 3acilaHb TepelaroThcs 10 apxiBy 1
30epiraroThCs Ha 3aralibHUX ITiICTaBaXx.

PimreHHs MOBOJMTBCS 11O BiJJOMa BHKOHABI[IB — IM HAaJCHJIAIOTh
BUIIMCKH 3 pillleHb 200 iX KOmii.

IIpu 3nailficHeHHI omepaTHMBHUX 3B’A3KiB 3 BHUIUMU OpraHaMuy,
MiHICTEpPCTBAMH, BiOMCTBAMH, IiJIPHEMCTBAMHU, OpraHizallisiMH 1
OKpEMHMMH TpOMaJsIHAaMH B MEXaX CBO€I KOMIIETEHIi MOXXHa Ha-
MpPaBJISATH JIUCTH, SKi Ma€ MPaBO IMiJMHCYBATH KEPiBHULTBO 3TiTHO 3
PO3MOIIOM 000B’ SI3KiB.

SKmo mokyMeHT moTpedye HeTaifHOTO BUKOHAHHS, TIepeiada TEKCTY
CIy’)KkOOBOTO  JIOKYMEHTAa MOXE  3JIHCHIOBATHCS IO  TeleoHy
(Tenedonorpama), Teierpady abo dakcy, MmO OQOPMIAETbCI 3a
BCTaHOBIICHUMU ITPABUIIAMH.
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Tema 2. BAKOPUCTAHHSA IIEOM Y
JOKYMEHTAJIBHOMY 3ABE3IIEYEHHI
YIIPABJITHHA

1. Hanpsmu Bukopuctanas [IEOM y IOKyMEHTalbHOMY 3a-
Oe3mnedeHHi yrpaBimiHHA. [JOKyMEHTYBaHHS Ta OpraHizaiis poOoTH
3 TOKYMEHTaMH.

2. Tlporpamu mns ckjIamaHHS Ta pelaryBaHHS CIYXOOBUX JO-

KYMECHTIB.

3. Cucremu aBTOMAaTH3aIlii JUTOBOAHOTO MPOIIECY.

4. OcHoBHI 3aBJlaHHs HiACUCTEMHU “YpapniHHs
JOKYMEHTOOOIrom”.

1. Hanpsamku Bukopuctanis IIEOM y nokymeHTajJbHOMY
3a0e3ne4yeHHi ynpaBJ/iHHs. [lOKyMeHTYBaHHS Ta
oprasizaiisi po6oTH 3 T0KyMeHTaM#

BnpoBamxyoun HOBI TEXHOJIOTI pOOOTH 3 JOKYMEHTaMH, He-

00XI1/THO 3Ba)KaTH HA TaKi MOMEHTH:
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* JIOLIJBHICTh 3aCTOCYBaHHS THX YM 1HIIUX TEXHIYHUX 3aCO0iB;
*  MOJKJIHUBICTh IPUAOAHHS TEXHIYHUX 3aCO0IB y IIEBHI CTPOKH;
* HasBHICTh NPHUIATHUX NIPUMIILICHb;
* MOXIMBICTh TIJATOTOBKKM YH 3aJy4eHHs CIEIIaNICTIB IS
00CIIyroByBaHHS TEXHIKH, Tl pEMOHTY.
IIpu npomy GaxkaHO 3a0€3MECUNTH:
*  PpO3pOOKY i BIIpOBaKCHHS YHI(QiKOBaHHX 1 TpadapeTHuX Gopm
JIOKYMEHTIB;
* mpuiiMaHHA, peecTpaiiro (00MiK), PO3MOMIT JOKYMEHTIB 1
JIOCTaBKy 1X BUKOHABISIM;
* Oprasizailito, O0JIK i aHaJli3 JOKYMEHTOOOITY;
*  KOHTPOJIb 38 BUKOHAHHSAM JOKYMEHTIB;
creHorpad)yBaHHs, MAITMHONTMCHE BUTOTOBJICHHS, KOMMIOBaHHSA i
PO3MHOXEHHS IOKYMECHTIB;
o(opMIICHHS Ta BIANPaBICHHS BUXiTHOI KOPECIOHICHIIIT;
(hopMyBaHHS CIIpaB KaHIEIAPIl Ta mepeaady iX y BCTAHOBIIEHI



Tema 2. Bukopucrtanus IIEOM y IOKyMEHTAJILHOMY 3a0€3I€YEHH] ...

CTPOKH IO apXiBY YCTaHOBH;

* 30epiranHs Ta 3a0e3MeYeHHS YMOB BUKOPUCTAHHS JJOKYMEHTIB y
MIPOIIEC MIIJIOBOJICTRA;

* opranizalfiiiHe i METOJUYHE KEPIBHHUIITBO, KOHTPOIIb 32 POOOTOIO
3 JIOKYMEHTaMH y CTPYKTYpHHUX MiApO3AiIaX 1 MiJABIIOMYUX
yCTaHOBaX;

* CKJIAJaHHS 3BEICHUX HOMEHKIIATYp Ta OIKMCY CIIPaB YCTAaHOBH,
HATJSI 32 MPAaBWIBHUM (OPMYBAHHSAM CIPaB Y CTPYKTYPHHUX
Miapo3inax;

* migBUIIeHHA  KkBamigikamii  CHiBpOOITHUKIB ~ yCTaHOBU i
MiZBIIOMYOI CHUCTEMHM 3 MUTaHb OKYMEHTAJIBHOIO 3abesre-
YCHHS;

* BHBYCHHS NPHUHIUITB TEXHOJIOT] poOOTH 3 JOKyMEHTaMH Ha
0a3i TeXHIYHUX 3ac00iB, CKJIaAy 1 opMu TomaHHs 1H(OpMAaIIii,
CKJIaly KOPHCTYBayviB.

BupimneHHs 3aBaHb JTOKYMEHTAJILHOTO 3a0e3MeYCHHS YIPaBITiHHS
OpraHi3alli€l0 Ha CY4YacHOMY eTali Iepeadadae 3actocyBaHHi APM
pi3HHX KaTeropiii (axiBIiB Ta KEPIBHUKIB, a TaKOX JOMOMDXHOTO
nepcoHany Ha 6a3i BukopuctanHs [IEOM Ta ix JlokanbHUX 1 TI00aTBHUX
( abo perioHaJIbHUX ) MEPEK.

BuxopucTtaHHs KOMIT'IOTEPHOI TEXHIKH y JIJIOBOJCTBI mepeadayae
TI€BHI TIOJIOKECHHS:

1. Came pmOKyMEHTYBaHHS, TOOTO CKJIAJaHHS, peJaryBaHHS,
JIPYKYBaHHS, THPOXYBaHHS 1 pO3MOBCIOJDKCHHS (aapecalliro) Jo-
kyMeHTiB. CIOJIH K SIK CepBiCHI ()YHKIIIT BiTHOCATHCS aBTOMATH30BaHUN
MepeKIiaj 3 MOBU Ha MOBY (a00 Ha JeKUIbKa 1HO3EMHHUX MOB), TIEpeBipKa
opdorpadii, BHUKOPHUCTaHHS TIYMAYyHUX CIIOBHHWKIB Ta CJIOBHHUKIB
CUHOHIMIB, BUKOPUCTAHHS JOBIIKOBOI iH(OopMaIlii 3 BiNOBIMHUX (haiiniB
0a3u TaHNUX KOHKPETHOTO yKJIajada JJOKyMeHTa (3aIllOBHCHHS ITapaMeTpiB
JOKYMEHTIB 3 JIOBITHHKIB), 3aCTOCYBaHHA MIA0JIOHIB ()OPM TOKYMEHTIB
(ucTiB, ¢akciB TOIIO), CTBOPEHHs INA0JIOHYy 3arajlbHOro OJaHKa
JIOKyMEHTA.

2. Opranizaiito poOOTH 3 JOKYMEHTaMH, a caMe: BUKOPHUCTaHHS
CUCTEM YIPaBIiHHI JIOKyMEHTaMH, 30epekeHHS iX y 0a3l JaHuXx,
CTBOPEHHS apXiBiB, MiATOTOBKY A0 PO3CHIIKH Ta PO3CHIIKY 32 JOTIOMOTOI0
€IIEKTPOHHOI IoImTH ab0 MPOCTO OOMIHOM (paiiilaMu B IOKaJIbHINA MEepekKi
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JLI Ckibiyvxa JUIOBOACTBO

[TEOM; opraHizaiiro MiJIIMBKH JOKYMEHTIB (TOOTO KOMIUIEKTYBaHHS
JOKYMEHTIB OJIHI€I TeMaTHKH, (opMH UM JgaTd, abo 3a IHIIUMH
O3HaKaMH), OpTaHi3aIlil0 CHUIBHOTO JOCTYIy IO JOKYMEHTIB Yy
JIOKANIbHIA ~ KOMIT'IOTEpHIA  MepeXi,  PO3MEXyBaHHS  JIOCTYILY
KOPHCTYBadiB 10 JOKYMEHTIB (CaHKIIIOHYBaHHs], OOMEXEHHS MapOJIsIMU
Ta ieHTU(IKAIITHUMHI KOaMH KOPUCTYBAauiB), MiATPUMKY 3B’SI3Ky MDXK
JOKYMEHTaMH 3a JIOIIOMOT'OF0 IOCHJIaHb.

2. IIporpamu aisi cKJIagaHHS TA pelaryBaHHs
CJ1y:K00BHX JOKYMEHTIB

IcHye ©OaraTo mporpam mjsi CKIaJaHHS Ta pelaryBaHHS TEKCTIiB
CITy)KOOBUX JIOKYMEHTIB. iX Ha3WBalOTh TEKCTOBHMH peJaKTOpaMu ado
TEKCTOBUMHM Tpoliecopamu. Hackoroani HeodimiiinuM, ane (GpakTUIHUM
CTaHIapTOM, TOOTO HaWMOMy- JISIPHIIMM 3aco00M aBTOMaTH3Aalii
nimoBoxctBa € maker Microsoft Office, mo mpamroe B omepamiiiHomy
cepemopuii  Wmdows. Tlaker BMmilmlye mporpamHi TOHaTKHA IS
opraHizamii edekTnBHOI poOoTH B cydacHoMy odici, a came:
VHIBEpCaIbHHIA TEKCTOBHM pENaKTOp, CJNEKTPOHHI TaOJWIN, CHCTEMY
ynpaBiiHHsa 0azaMu naHux Ta iH. L{i JomaTku MO)KHA BHKOPHUCTOBYBATH
SIK OKPEMO, TaK 1 pa3oM abo B IIeBHUX KOMOiHaIisfX. [TakeT 3a HassBHOCTI
CHCTEMM €NEKTPOHHOI MOWITH Ja€ MOXIIUBICTh  OpraHizyBaTH
OTlepaTHBHE CKIAJaHHS Ta O(OPMIICHHS 1 PO3CHIIKY TOKYMEHTIB y OyIib-
kit mepesxxi [IEOM.

Bararo kopucTyBa4iB MOYMHAIOTH OMAHOBYBaTH makeT MicroSoft
Office i3 BuBuenus texcroBoro peaakropa Word. [TpuurHa B TOMY, 10 B
JaHUH Yac 1ie € OAUH i3 HAUTOMYJISPHIIIMX MPOTrPaMHHUX MPOAYKTIB, IO
BOJIOJII€ MOTYKHHUMH 3aCO0aMH TT1ITOTOBKH JOKYMEHTIB Pi3HOMaHITHOTO
THITy — BIJl TIPOCTOrO CIIY>)KOOBOTO JIMCTa JI0 BEIMKOi MoHorpadii. Sk
MpaBWI0, HaOlp JOKYMEHTIB, 3 SKHMH IIpaIlo€ KOpPHCTyBad B odici,
0OMEXeHUH paMKaMU HOTro MmocajgoBuX 000B’s3KiB. ToMy Ha mpakTuIl
OLIBLIICTh KOPUCTYBAYiB HE MPArHYTh OMAHyBaTH BCi MoskimBocti Word.
Haiiyacriire BUKOPUCTOBYIOTHCS BU3HAYCHI KOMAHIM 1 OMINT TUTBKH JIJIs
HaboOpy TEKCTIB JOKYMEHTIB Ta IiXHBOIO OpyKy. Tak, IOCHiIKEHHS
nokazand, mo 80% KOpUCTyBadiB y CBOill poOOTi 3aCTOCOBYIOTH MEHIIIE
MOJIOBMHH (DYHKIII TEKCTOBOTO perakTropa. Bce iHme mpocTto BiakH-
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Tema 2. Bukopucrtanus IIEOM y IOKyMEHTAJILHOMY 3a0€3I€YEHH] ...

JA€ThCs, TpoTe iM He oOidTHCS Oe3 KOoMaHA peaaryBaHHsA i1 (opma-
TYBaHHsS TEKCTy Ta WUIOCTpalliid, 3aco0iB CTBOpeHHS TaOmHIb i Qop-
MYJISIpiB, €JIEMEHTIB aBTOTEKCTY 1 MAaOJIOHIB JOKYMEHTIB.

B ympaBiiHCBKIH MISTIBHOCTI  MIANPHEMCTB TOJIOBHHUM YHHOM
BHKOPHCTOBYIOTh TEKCTOBI (iHOII TaOMW4Hi) JOKyMeHTH. Taki J0-
KyMEHTH, 0 O(pOpMIICHI 3a NEBHUMH INpPaBWIAMH, HA3UBAIOTh YII-
PaBJIIHCBKHMMH, a IX CYKYIHICTb — YIIPABIiHCHKOIO JOKYMEHTALIELO.

3. CucreMu aBTOMATH3allil 1IOBOHOTO MpoLecy

Ilpu BcTaHOBNIEeHHI Ha cBili koM toTep makery Microsoft Office
2000, xOpUCTyBa4 3acCTOCOBYE HOBITHI TEXHOJOTIl ISl €JIeKTPOHHOI
MiATOTOBKU JOKYMEHTIB 1 MOX€E POOUTH Li¢ MBUAKO i epekTuBHO. Ale
SKIIO JOBOAUTHCSA O(GOPMIIATH AECATKH TOKYMEHTIB Ha THXKICHb,
0co0NMMBO B KOMITIOTEpHI Mepexki, @pH BEIUKill KUIBKOCTI
CHIBpOOITHUKIB, IO IMIBUAKO I €(EeKTUBHO CTBOPIOIOTH JOKYMEHTH,
30epiraloTh iX Ha JIOKAIbHUX JHUCKAaX 1 AMCKAaX MEpexHOro (aiin-
cepBepy, 1 NMpH IOMY BHUTPAYAETHCS BEIMYE3HA KIJIBKICTh Yacy Ha
MOIIYK CTApHX JOKYMEHTIB, TO BUHHKA€ HEOOXITHICTH y 3aCTOCYBaHHI
MporpaM, TOKJINKAHUX IOJETIIHTH XHUTTS KOPHUCTYyBadaM, IO MaroTh
CIpaBy 3 BEIHMKHM iH(GOPMAIIMHAM HAaBaHTAKCHHSIM, — II€ CHCTEMH
ynpasJjaiHHs ajokymentamu (CY ).

Ilpuznauenna CY/]

IIpu 3acTocyBaHHI OUNBIIOCTI CHCTEM YINPABIiHHA JOKyMEHTaMHU
JUISL TTITOTOBKY IOKYMEHTIB BUKOPUCTOBYIOTH 3BHUHI 0(picHI makeTH abo
OKpeMi JoJaTKh (Xo4a JesiKi CUCTeMH MiATPUMYIOTh 1 CBOi BJacHi
(hopMaTH TOKYMEHTIB, a TAKOXK HAJA0Th 3aC00U iX pellaryBaHHs).

Ha CYJl nokmaaeHO BUKOHAHHS JOJATKOBUX JO OCHOBHHX
¢yHKIIi, a came.

* Opranizamiiss  36epeskeHHss  JOKyMeHTiB. Jleski  cuctemu
30epiraloTh MOCHJIAHHS Ha JOKYMCHTH, PO3MOAUICHI B PI3HUX MICI[IX
Mepexi [IEOM miampuemcTBa, iHIN JO3BOJSIIOTE OPTaHi30BYBATH
LeHTpalli3oBaHy 0a3y JaHWX JOKyMeHTiB. (OCHOBHOIO  METOI0
(YHKIIOHYBaHHS TaKMX CHCTEM € HAJaHHSA KOPHCTYBadaM JIOCTYITY JO
Oyab-KMX JIOKYMEHTIB, HE3QJIKHO Bil TOro, Je JOKYMEHTH
3HAXOmAThCI abo Ha skid cranmii B Mepexxi [IEOM OyB crBOopeHHiA
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JIOKYMEHT.

e [lomyk JOKyMEHTIB, IO MOXE 3IIMCHIOBATHUCS HA OCHOBI
MMOBHOTO TEKCTY Ta/ab0 3a KOHKPETHUMU aTpUOyTaMH JOKYMCHTIB.

* KoHTpoms 3a BUKOPUCTAHHAM JIOKYMCHTIB, OJIOKYBaHHS
BUKOPUCTOBYBAaHHMX JOKYMEHTIB, 100 YHEMOXJIMBUTH OJHOYACHY
Moau(DiKallilo OJHOTO JOKYMEHTA JeKITbKOMa KOPUCTYBAYaMU.

* Po3MexyBaHHsS ITOBHOBR)KCHb KOPUCTYBAuiB IO IOCTYIY [0
JIOKYMEHTIB.

e 3B’sa3yBaHHSA JOKYMEHTIB, IIATPUMKA CKJIQIHUX CKIAJIOBUX
JIOKYMEHTIB.

* CrBOpeHHS IOKYMEHTIB 3aco0amu caMoi cHCTeMH abo 3a
JIOIIOMOT' OO 30BHIIIHIX JOAATKIB.

* PenaryBaHHS JOKYMEHTIB.

He Bci cucremu yrpaBiaiHHS JOKYMEHTaMH HIITPUMYIOTh TOBHHHA
Habip nepepaxoBanux (GyHkid. binbmicts CY /] MiATPUMYIOTH TiIJIBKU
JIEKIIIbKa 3 IEPEePaxOBaHUX MOMKIIUBOCTEH, TOMY MPU MPUAOAHH] TaKO1
CHCTEMH 3BUYAiHO BUXOISTH i3 BAMOT KOHKPETHOTO 3aCTOCYBAaHHS 3
ypaxyBaHHIM MOXITUBOCTEH IMOJANBIION0 PO3IIMPECHHS.

Pieni CY/]

MoxHa TPOBECTH PO3MEKYBAaHHS CHCTEM VYIPABIIHHA JOKY-
MEHTaMH 3a PIBHSAMH CUCTEM KepyBaHHS: MiIPUEMCTBO, poboya rpyma i
CHUCTeMa IIOYaTKOBOT'O pIBHA JUIS 1HIWBIAYaJIbHUX KOPUCTYBAdiB.
CucremMH piBHS MIITPUEMCTBA HAWTIOBHIIII 32 CBOIMHU (DYHKIIIOHATEHUMH
MOKIIMBOCTAMH 1 3a ckianHicTio. OCHOBHA TXHS 03HaKa — MOXKIUBICTD
KepyBaTH JIOKyMEHTaMH, PO3MOJIICHAMH 10 BCid i1H(GOpMamiiHIA
CUCTEMI MIJNPUEMCTBA, HE3AJICKHO BiJ 11 CKIQIHOCTI, TEPUTOPIAILHOTO
po3mimeHHst Tomio. [HdopMmariiiHa cucTeMa Cy4yacHOTO BEJIHMKOIO
MiJIPUEMCTBA MOXE CKJIQJaTUCA 3 JCCATKIB JIOKAIBHUX MEpPex 13
0e3JIiy4i0 CepBEPIB Ta 3 PI3HUMHM OmNepaliiHuMu cucteMamu. JIokanbHi
Mepexi MOXyTh OyTH 00’eqHaHI B TEepUTOpiaibHy abo rinoOanbHY
KOMIT'IOTEpHY MEPEXY 3 3aCTOCYBAHHSIM Pi3HOMaHITHHX 3ac00iB 3B’SI3KY.
OcHoBOIO iH(OpMaLIfHIX CHUCTEM MOXYTh OYTH BEJIMKI KOMII IOTEpH
VHIBepcaabHOTO TpHu3HadeHHs (abo cepmepu). CHcTema yIIpaBITiHHS
JOKYMEHTaMH PIBHS IIiJIPUEMCTBA MTOBHHHA 3a0€3IeUyBaTH KOHTPOJb
32 BHKOPUCTAHHSIM JIOKYMEHTIB, 3pYYHICTh iXHBOTO TIOIIYyKY 1
JOOCTYIHICTh IS BCIX KOPUCTYBadiB, HE3AJICXKHO BiX (i3UIHOTO
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PO3MIIIIEHHST KOPHUCTYBAYiB i JIOKYMEHTIB, THITIB OIEPAIIHHAX CHCTEM i
ycTatkyBaHHs. Jlns 3abesnedyeHHs 1ux MoxkiauBocted CVY]l 3BuuaiiHO
MPOMNOHYIOTh BIAJANICHUN JOCTYH A0 cepBepiB a0 CXOBUII JOKYMEHTIB,
MEepeMillleHHs JOKYMEHTIB MK CXOBHILAMH, VYIPaBIiHHA MOTOKaMH
JIOKYMEHTIB.

Cucremu piBHA PoOOYMX TPyl TpU3HAYEHI 3BHUYAWHO I Kepy-
BaHHS JIOKYMCHTAMH B MEXaX JIOKAIbHOI MEpeXi 3 BUKOPHCTAHHSIM
OJTHOTO CXOBHUIIA JOKyMeHTiB. CHCTEMH, NpH3HAuYeHi JUIsl 1HIUBIAY-
QIBHUX KOPHCTYBaYiB, MalOTh MiHIMaIbHUA HaOip (YHKIH 1 BUKO-
PHUCTOBYIOTBCS sl aBTOMarm3amii 0a30BHX 3aBOaHb THITY HOIIYKY
JOKYMEHTIB Ha JIOKATHHOMY IHCKY KOMII I0Tepa.

Jlesiki cucTemMu MoOyIOBaHI y BT KOMITIOHEHTIB, 3 SKHX MOXE
OyTH ToOyJIOoBaHAa CHCTEMa MPAKTHYHO OyIb-SKOTO PIiBHS CKJIAaIHOCTI,
0 MOXE 3aCTOCOBYBATHUCS K Ha 130JbOBAHUX POOOYMX MICIAX, TaK 1 B
III00ATBHUX MEPexkax.

Ocnoeni gynkuii CY/]

OcHoBHiI (yHKLIi cucTeM yHOpaBiaiHHA JOKyMEHTaMH — L€
30epexeHHsI H MOIIYK JOKYMEHTIB Pi3HOTO THITY, CTBOPEHHX JAEKiTbKOMa
KOPUCTYBaYaMH.

30epekeHHs] TOKYMEHTIB 3BHYAHO OpPraHi3yloTh OJHUM 13 JBOX
METO/IIB:

* CTBOPCHHS LIEHTPATIi30BaHOTO CXOBHUIIA TOKYMEHTIB;

* CTBOpCHHS 0a3M JaHWX 3 TOCHIAHHSAME Ha JOKYMEHTH, IO

30epiraroThes y Qaiinax iHhopMaIliitHOT CHCTEMH.

[o-pizaomy okpemi CVY /] peamnizytoTs momyk qokymeHTiB. Lle Moske
OyTH TOIIyK 3a MOBHUM TEKCTOM, 3a aTpuOyTamu ab0 KOMOIHOBaHHH.
IIpy mOBHOTEKCTOBOMY MOIIYKY iCHye Oinbla iMOBIPHICTH 3HAMTH
JOKYMEHTH, Tpo sKi 30eperiucs TUIbKK (parMeHTapHi (abo HesCHI)
cnoragu. Ilpore arpuOyTMBHUI MOWIIYK Ja€ MOXIIHMBICTh IIYKAaTH
JOKYMEHTH 3a O3HAKaMH, II0 HE € YaCTUHOI TEKCTY JOKyMEHTa,
HampHUKJIAA, 3a aBTOPOM, JaTOl0, BHUIOM JOKyMeHTa Tomo. Jlis
opraHi3amii MOBHOTEKCTOBOI'O TNOIIYKY NpPH BHECEHHI IOKYMEHTIB Y
CHCTEMY IXHIH TEKCT 1HIEKCYEThCS — OyIYETHCSA TAONMUIIS, IO MICTHTH
yci cloBa OKYMEHTIB, 1 3 KOXHHM CIIOBOM 3iCTaBIIIETBCS CITUCOK
JOKYMEHTIB, y SKOMY BOHO 3ycTpidaeTbcs. OO0’eM iHAEKCY MOXKe
cxmagata 20-40% Bim BIacHOTO 0oOCATY MOKYMEHTIB. [yt 3MEHIICHHS
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00CATIB 1HJEKCY 3BHYANHO BHWKOPHCTOBYIOTH IIEPENIK CJIiB, MO HE
BHOCATBCSI 1O CIHCKY, HAalpHKIan [OesSKi YaCTHHH MOBH TOIIO.
AJIMIHICTpaTOp CHCTEMH MOXE 3MiHIOBaTH Iied crucok. KoHTposb 3a
BHKODHCTAaHHSM JIOKYMEHTIB Ta OJIOKyBaHHS JOKYMEHTIB, IO
MOJU(DIKYIOTBCS (TOOTO 3MIHIOIOTHCS), € OOOB’SI3KOBUMH (DYHKITISIMH
CVY/.

[pu oMy mepeciiTytoThes IBi METH:

1) apminictpatop CV][ 3MOXKe KOHTPOJIOBATH BHKOPHUCTAHHS
JOKYMEHTIB KOPUCTYBauYaMH;

2) cucteMa He MO3BOJHMTH OJHOYACHO MOAMGIKYBATH TOKYMEHT
PI3HHUMHU KOPHCTYBAYaMH.

3BUYAHHO MEePIIU KOPUCTYBaY, IO CTBOPUB 200 BHIC TOKYMEHT 0
CVY]1, 3M0OXke KOpUTYBaTH HOTO, MPH I[LOMY iHIII KOPHCTYBa4i MOXYTh
TIJIBKU TIEPETISHYTH a00 PO3IPYKYBATH JOKYMCHT.

e B 1995 p. dpipma “IndopmaTur” po3podmna CY /] moyaTrkoBoro
piBas KJIEPK 1 po6ouux rpyir Ta iHIUBIAyaIbHUX KOPUCTYBAYiB, 10
Ma€ TaKi MOKJIUBOCTI:

* iHTep(eiic, 10 Haraaye KOHTOPCHKY MAlKy 3 3aKJIaAnHKa- MU;

* CIUIBHHUH AOCTYII 10 JOKYMEHTIB Y JIOKaJIbHUX MEpPEKax;

*  PO3MEXYBaHHS JIOCTYILy KOPHCTYBayiB;

* 30epeXeHHS JOKYMEHTIB IOBUIFHOTO THUILY;

* CTBOpPEHHS 3ac00aMM CHCTEMH JOKYMEHTIB Ha OCHOBI IIAOJIOHIB;

* opdorpadiunmii kopekrop OPDO;

* IMIIOPT ICHYIOUYHMX JOKYMEHTIB JOBUTLHHUX THITIB;

* BCTaBKa JOKYMCHTIB JIOBUTbHUX THITIB ;

* 30epekeHHs TOKYMEHTIB y 0a3i MaHuX;

* pelaryBaHHsS JOKYMEHTIB y BiKHI CHUCTeMH a00 B OKpPEMOMY
BIKHI J0JaTKa, MO OOCIyropye (opMaT IOKYMEHTa, SKHHA
penaryeTscs;

* kyacHu(ikallis JOKyMEHTIB, 110 331a€ThCsl KOPHCTYBAUYEM, MOIIYK
JOKYMEHTIB 3a IOBUIBHUMM IIapaMmeTpamu, 0 OOyMOBIIEHI
KOpHCTYBaueM;

* 3arMoOBHEHHs NMapaMeTpPiB JOKYMEHTIB i3 IOBITHUKIB;

* MIATPUMKA 3B’SI3KiB MIXK TOKYMEHTAaMH 3a JIOIIOMOTOIO TI0-
CHJIaHB;

*  IepexiJg MiX JOKYMEHTaMH 3a MOCHIAHHIMHU.
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Cucrema KIJIEPK mpononye meron kimacugikamii ITOKYMEHTIB,
MoMiOHMIA 710 “nmarmepoBoi” TEXHOJIOTil. 30BHIIIHIA BHUTISAA TOJOBHOTO
BiKHa CHCTEMH AaHAJOTIYHUH KOHTOPCHKiM mammi 3 mnanepamu. Jlo-
KYMEHTH KIacCH]IKYIOTHCS 32 JTOTIOMOTO0 3aKJIIMHOK.

Koxuuid tHnm mokymeHTiB, oOpooOmoBanux KJIEPK, moxxe maru
JOBUTbHY  KIUJIBKICTh ~ MapameTpiB, 10 BHUKOPHUCTOBYIOThCS IS
HOJIeTIIeHHs 00poOneHHs 1 momyky. /s momyky HeoOXimHHX o-
KYMEHTIB MO’KHa BBECTH TaOJIMITIO 31 3HAUSHHAMH NIapaMeTpiB, 1 cuctemMa
cama 3Haifile JOKyMEHTH, 10 3aJI0BOJBHSIOTh BBEIEHHUM OOMEKEHHSIM
(6araroxpurepianpHi  3amutu). Y  cuctemi KJIEPK  npuitasaTta
Kjacugikamiss JOKyMEHTIB 3a JBOMa pPIBHSIMHU: PO3JUIN JOKYMEHTIB i
KJIacu (THIH) TOKyMEHTIB. Po3fiim — 1e HaWOUTBII 3arajibHi TpyIH
JOKYMEHTIB, HAIPUKJIA]: JOTOBOPH, KOHTPAKTH, aKTH, JIUCTH, HOBIIKH,
(bakcu, mpaiic-nucTH, HaKa3H.

Kitacu OKyMEHTIB HaJCKUTHh IO PO3IUTIB 1 BMIIIYIOTh KOHKPETHI
TATIA JOKYMEHTIB (HampuKkiaa JoroBip openmw). Ilpu 1pomy mis
KO)KHOTO JOKyMEHTa BH3HAYCHOTO KIAcy KOPHCTYBAad MOXE 3alaTh
JIOBUJIBHY CYKYITHICTh MapaMeTpiB, M0 OyAyTh BUKOPUCTOBYBATHCS LIS
MOUTYKY 1 J0JaTKoBOi Kiacuikarii noxkymeHTiB. Hanpukman, mis
JOKYMEHTIB KJacy JOTOBOPY OpEHAM MOKHA 3aJaTH TakKi MapaMeTpH:
JaTy JOTOBOPY, OpEHIHY TUIaTy, TPHUBAIICTh, CTOPOHH-YYACHUKHU
JIOTOBOPY 1 T.JI.

Metoau po6otH i3 cuctemoro KJIEPK makcumansHo HaOmmKeHi 10
CTIIIO po0OTH 31 3BUYAWHUMH [ANEPOBUMH JOKYMEHTaMH, IO
MiIABalOThCs B manku. Yepe3 ronoBHe BikHO cuctemu KJIEPK 3a
JIOTIOMOT'OI0 3aKJIaJIcHb BUOMPAIOTH MOTPIOHUH pO3AUT (3aKIATHHKH Ha
MPaBOIO CTOPIHKOIO MAIKH) 1 Kac (3aKJIaJMHKH T MPaBOIO CTOPIHKOIO)
JIOKYMEHTIB.

KopuctyBau Moxe pao7aBaTd, BUAAIATH 1 MOAM(DIKYBaTH TaKi
3akyaneHHs. Ha mpaBiif cTopiHI ANk 3BHYAHO Bi10OpakaeThCs OJUH
3 IOKYMEHTIB MMOTOYHOTO KJIACy, 1110 BiIHOCUTHCS 10 TIOTOYHOTO PO3ALTY.

VY pe3ynbTaTi HATUCKaHHS HA KHONKY “‘CIMCOK” y BEpXHil YacTHHI
BiKHa Ha MpaBy CTOPIiHKY MAamnKy BHUBOJHUTHCS CIIHCOK JOKYMEHTIB
MOTOYHOTO KJacy. 3a IOMOMOTOI0 “BiIrHYTHX KYTKiB CTOPIHOK MOXHA
MOCITIZIOBHO MEPETropTaTh JOKYMEHTH 1IbOT0 Kitacy. JIiBa cTopiHKa Manku
OararoyHKIIIOHAIbHA.
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Jis  mepexiIroueHHs pEeKUMY pPOOOTH BHKOPHCTOBYIOTBCS 3a-
KJIQJMHKH 1T Ii€10 CTOPIHKOIO: HA Hi MOXeE BioOpa)kaThcs TaOIUIIA 3
napaMerpaMu JokyMeHTa (3aknmanenHs “Tlapamerpu”), Tabnwms mis
(opMyBaHHA OaraTOKpUTEpIaIbHUX 3alWTIB Ha IOIIYK JOKYMEHTIB
(3aknmamenHs  “3amuT’), cUcTeMHa iHQOpMalis 3  JOKYMEHTIB
(3akmanmenHs “Iadopmaris’™), 3BelleHHS MPO piBEHb TAEMHOCTI (Cek-
peTHOCTI) AOKYyMEHTIB (3aknanka “TaemHicTs”). s BXOZy B cHCTEMY
HeoOXiTHO BBECTH iIeHTU(IKATOP Ta MapoJb KOPUCTyBaya.

KpiMm 1iporo, st KO)KHOTO KOPHCTYBaua BUSHAYEHO PIBEHb JOCTYILY
0 JOKYMEHTIB: 3arajlbHOJIOCTYIHI, CEKPeTHI Ta I[IJIKOM CeKpeTHi
JOKYMEHTH.

4. OcHoBHI 3aBIaHHA MiACHCTEMH
“YnpapiaiHHs J0KyMeHT000irom”

Peecmpauisn i 30epescenns 0oKkymenmie y cucmemi

Ilincucrema “YmpaBimiHHA JOKYMEHTOOOITOM” oOIlepye HeE JIOKY-
MCHTAaMH SIK TaKHMH, a eJIeMEHTaMH iHQopMaIlii, MOCTaBICHUMU Y
BIJIMOBITHICTh KOXXHOMY peajbHOMY JOKYMEHTY, IIPU HOTO peecTpariii B
cucteMi. Peectpariii B cucreMi mimisrae Oyab-SKWH IOKYMEHT, I03a
3aJISKHICTIO BiJl TUIY HOCIS, HA SKOMY BiH TOJaHHM.

Ipu peectparlii TOKyMEHTa B CHUCTEMi 3alIOBHIOETHCS €ICKTPOHHA
peecTparliifHa KapTka, B Ky 3aHOCHUThCS OCHOBHA iH(oOpMalis mpo
JOKYMEHT y CTPYKTYpOBaHOMY BHIIIsii. KpiM 3arambHUX BiomocTeit
PO KOXKHUH JTOKYMEHT, 710 0a3u JaHWX MOKHA 3aHECTH €JICKTPOHHUN
BapiaHT Horo opuriHany. Ha cboromHimHii AeHb 3aCTOCOBYIOTHCS J1BA
MiJIXO/IM A0 OpraHizallii 30epekeHHs eIeKTPOHHHUX JTOKYMEHTIB.

Ilepmmii mossrae B TOMy, IO BJAcHE TUIa JIOKYMEHTIB
30epiraroThcs y GaioBiit CHCTEMI cepBEPHOI ONEepaIliiHO CHCTEMH.

Jlpyruii minxix mpuIyckae 30epeXeHHsS T JOKYMEHTIB y 0asi
naHuxX. Y mimcucremi “YIpaBiiHHA ITOKYMEHTOOOIrOM™ peai3yloThes
obunBa miaxomgw. Hampukimam, SKIO eIeKTPOHHUN aHaJor JTOKYMEHTa
MOJIAHO Y SIKMICH (paiiil Ha MUCKY, TO MPH PEECTPAIlil TAKOTO JOKYMEHTA
MOXKHa MPOCTO 3a3HAYUTH MOBHUH NUIAX J0 1mboro Qaiina. daiin Oyzae
00poOTIOBAaTHCS 33 JIOTIOMOTOK) 3B’S3aHOTO 3 HHUM JOJaTKa, BUKIHUK
SIKOTO MOYe OyTH 371iICHEHUH sIK 13 caMoi MiICHCTeMH, TaK i 330BHi. Alle,
KpiM TOro, KONII0 OpHWTiHAJNy MJOKyMEHTa MO)XHAa TIIOMICTHTH

30



Tema 2. Bukopucrtanus IIEOM y IOKyMEHTAJILHOMY 3a0€3I€YEHH] ...

Oe3nocepeHbo B 0azy maHux y Burisagi OLE-00’ekta abo TekcTy.
OpmHak TpH [BOMY MJOKYMEHT CTa€ IIIKOM HEOOCTYIHHM 11032
CHCTEMOIO.

Hanani mig repminom “moxkyment” B CY I Mu pozymitumemMo Habip
iHpopMaIlii Tpo pealbHUI JTOKYMEHT, 10 30epiraeTbcs B 0asi JaHUX
CHCTEMH, 1 JOCTYIHOI IIpU Iepersi abo pefaryBaHHi BillOBITHOT oMy
peecTpariifHoi kapTku. EnemMeHTaMu HOKyMeHTa OyaeMo Ha3MBaTH BCi
PEKBI3UTH, 1[0 BKA3yIOTHCS B peeCTpaliifHii KapTIi IbOr0 JTOKYMEHTA.

Y CTpyKTypi KOXHOTO JOKyMEHTa B MiJCHCTeMi ‘‘YTpaBliHHSA
JOKYMEHTOOOITOM” MO>KHa BUAUTUTH OCHOBHI OJIOKM TaKHMX THUIIIB: OJIOK
3aroyioBka 1 0JIOK mo3uiiii. BiIok 3arogoBKa MiCTHTE ITOJIA, 3aralbHi s
BCHOTO JIOKYMEHTA 1 €IWHI Ha Bech MOKyMeHT. Ilo3wiii JoKymeHTa €
OJIOKOM JIOKYMEHTa, B SIKOMY MICTATBCS JaHi, YHCIO SKHX Y JOKYMEHTI
MOke OyTH JOBIIHHMM. BIIOK TO3WINNA MPEICTABISAETHCS B TAOIHMUIHOMY
BHDJIAI, 1 KOXHIM mo3umii (monro 3 OJioKa TO3WINK) BiIIOBiIAE
BH3HAYCHWA CTOBMNENb TaOyuii. Jlosd TIATPUMKH — OJHAKOBOCTI
30epeKeHHs] JOKYMEHTIB 1 iXHBOro O0OpOOJICHHS BCi ITOKYMEHTH B
CHCTEMI MiJKOPSIIOTBCS €QUHIN CTPYKTYpi 3 3ape3epBOBAHUM UHUCIIOM
MOJIB PI3HUX THIIIB, MPU3HAUCHHS SKUX BU3HAUa€ KOPUCTYBAd IiJ dac
HACTpOroBaHHs. /[IId KOXKHOTO 3 €NeMEHTIB JOKyMEHTa — TIOJs
3aroJIoBKa, CTOBMIIB MO3HMIlH, MiACYMKOBUX CyM 3a TMO3ULIAMH 1
MEPEMIHHUMY, BHUKOPHUCTOBYBAHHMX Yy pO3paxyHKax, 3ape3cpBOBaHi B
CUCTEMI YMOBHI iMEHa-MHe- MOHIKH, OJTHAK KO)KHOMY 3 HUX MOXXHA JIaTH
CBiif omwc.

BusnaueHi Tmonisi JOKYMEHTIB MOXYTh OYTH BHKOPHCTaHI IS
BHOOpY 1 MIiJACTAHOBKM B HHX 3HAYCHb 3 AHATITHYHHX JOBITHHKIB.
Hampuknaa, 3 AOBITHHKIB MiAPO3AUTIB a00 CHiBPOOITHHKIB, TOBApIB,
MOCTaYalIbHUKIB, KII€HTIB Tomo. Ilpw 1bOMy MOXHaA 3alaBaTh
napaMeTpu Jobopy iHpopMmaiii 3 JoBimHUKIB. KpiM CHOKOHBIYHO
3aKJaJIeHUX Yy TMiJCUCTeMYy JIOBIIHMKIB, MOXXHAa CTBOPIOBATH CBO1
KOPHCTYBaJIbH1 CIIUCKHU JJIS1 aHATIITHKH.

IIpu peectpamii JOKyMEHTa B CHCTEMi MOXHA 3a3HAUUTH OOK)-
MeHmu-0dcepena, iHbopMaIlisl 3 SKHH MOXke OyTH TIepeHeceHa [0
JIOKYMEHTA, IO PEECTPYETHCS, 32 CIEIIaTbHO HACTPOIOBAHOK) CXEMOI0, a
TaKOXK OOKYMeHmu-nputiMayi, 1e JTOKYMEHTH, JO SKHX MOXe OyTH
nepeHeceHa HeoOxiaHa iHdopMarlis. KpiM Toro, 10 KOKHOTO TOKyMEHTa
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MOXXHa O(GOPMHUTH JIeKilbKa JOJAaTKiB. VY 3arajlbHOMy BHUIAJIKY B
migcucteMi ““YIpaBlliHHSA JOKYMEHTOOOIroM” 3 KOXHHM JOKYMEHTOM
MoOke OyTH 3B’si3aHa JIOBUIbHA KUIBKICTH (DaiiliB Ha MUCKaX (Tak 3BaHi
“30BHINIHI" JOAATKH), a TAKOX JCKUIbKA “BHYTPIMIHIX JOJATKIB Y BUI
TekeT 1 OLE-00’extiB. Ileli 3B’s30K 3aaeThcsi NMPH HACTPOIOBaHHI
BapiaHTIB JOKYMEHTIB 1 YTOYHIOEThCSA IIPHU 3allOBHEHHI peecTpariiiHoi
KapTKH I KOXKHOTO JOKyMeHTa. IIpu cTBOpeHHI HOBUX “BHYTpIIlIHIX”
TEKCTOBUX JOJATKIB J0 JOKYMEHTIB y HMX MOJXKHa MepelaBaTH AEsAKY
iHpopMaltiro 3 6a3u JaHMX y BUIIIAAI napaMeTpiB. [lepenani mapamerpu
BHU3HAYAIOTHCS IIPU HACTPOIOBAHHI BiJIMOBIIHOTO BapiaHTa JOKYMEHTIB.

Knacugpixauia ookymenmis y CY/]

VYci nokyMeHTH, poOOTy 3 KOTPUMH HEOOXiHO aBTOMAaTH3YBaTH,
HacamIepea BapTO PO30OMTH Ha OCHOBHI BHAM 3aJIe)KHO BiJl IXHBOTO
MpU3HAYEHHS, TIPHUB’A3KK JI0 3aBJaHb 1 JIOCTYITY IO HUX CIIBPOOITHHUKIB
(hYHKIIIOHAIEHUX CITYXO.

VY cucrteMi mpuiHATa HACKpi3HA HyMepailis ITOKYMEHTIB OIHOTO
Buay. [IpaBuio GpopMyBaHHS peecTpamifHAX HOMEPIB TJOKYMEHTIB MOYKe
OyTH 3aJaHe MpU HACTPOIOBAHHI KOXKHOI'O BUAY JOKYMEHTIB y BHUIIAML
CHeIiabHOI MaCKH.

VYcepenuHi BHAYy [OKYMEHTH pO3pI3HSIOTBCS 32 BapiaHTaMH.
KoxHuii BapiaHT JJOKYMEHTa OMUCYE KOHKPETHY CTPYKTYPY JAOKYMEHTA,
aHAJITUYHI, CyMapHi, pO3paxyHKOBi W iHII mons (pekBi3uTH), (opmy
BBEJICHHS ISl PEECTpauifiHOl KapTKH, alIrOpUTMH  3allOBHEHHH,
mepeBipku ¥ 0OpoOJIeHHs, OJIAaHKH APYKYBaHHS, MEPENiK MOMKIHBHX
CTaHIB 1 omepallii, mo MOKHa BUKOHATH 3aJIKHO BiJl CYKYITHOCTI CTaHiB
JOKYMEHTA.

Ilpu HacTporoBaHHI BapiaHTa JOKyYMEHTa TepeadavyeHo Taki
MO>KIIUBOCTI:

* 3aBHaHHSA O3HAaKU BapiaHTa, SIKHH BHKOPHUCTOBYIOTH IIPH

HyMepaIlii JOKyMEeHTIB;

* BHM3HAUYEHHS CTPYKTYPH JIOKYMEHTA;

* ONMCAHHSA JOBIIHHUKIB CHCTEMH, SIKi BUKOPHCTOBYIOTh IIPH

3aIIOBHEHHI peecTpanifHiX KapTOK JOKYMEHTIB,

* HACTPOIOBaHHI €KpaHHOI (OpMHU BBEICHHS (peecTpawiitHol

KapTKH) JOKYMEHTA;
* 3aBmaHHA (OPMYNT pPO3PAaxXyHKy 3HA4YeHb IO 3aMOBYAHHIO, a
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TakoX (QOpPMYJ IepepaxyBaHHS 1 TEPEBIpKH JUIsl CIIEMEHTIB
JOKYMEHTA;

* VyKa3iBKa MOXIMBUX CTaHIB JIOKYMEHTa 1 HACTPOIOBAHHS
HEOOX1THUX OIeparlii Mo JOKyMEHTY;

* 3amOBHEHHS CTaHAAPTHOTO CIIHCKY PO3CHIIAHHSI, M0 Oyne HisTH
10 3aMOBYAHHIO JUIS BCiX JTOKYMEHTIB JaHOTO BapiaHTa;

* 3aBJAHHS NEPENiKy PeecTpiB A BUOOPY JOKYMEHTIB- OCHOB;

* YKIaJaHHA  CIMCKIB  PEECTpiB  JIOKYMEHTIB-DKeped 1
HACTPOIOBAHHS CXEM KOIIIOBaHHS JaHUX 13 JKepel;

* YKIAaJaHHA CIUCKY BapiaHTIB JOKyMEHTiB-IpuiiMauiB 1 Ha-
CTPOIOBAHHS BiMOBIIHUX CXeM KOMIIOBAaHHS JaHUX;

* HACTPOIOBAHHS MAKETiB IPYKY JOKYMEHTA;

* YKIAamaHHA THUIB JONATKIB 1O JOKYMEHTa Ta iXHE HacTpo-
IOBaHHS;

* HACTPOIOBaHHS CIICHAPIiB 3aIIOBHEHHS PEECTPAIIHHOT KAPTKH
JTOKYMEHTA.

Peccmpu 0okymenmis

JlokyMeHTH OJTHOTO BHIY MOXYTh 00’€IHYBATUCS 32 BU3HAUCHUMHU
YMOBaMH B peecTpH. bynp-siki mii 3 TOKyMEHTaMU — TEPETIii, MOIIYK,
JOJIaBaHHsI, BHJAJICHHS, 3MiHa 3 BUAKPUTTSIM (QOPMH BBEICHHS
(peecTpalliitHOT KapTKH), 3aITyCK OIEpalliid TOIO pOOIATHCS TIIBKH Yepes
PEECTPH TOKYMEHTIB.

Peectp sBisie cOOOFO TAONHITIO BiJICOPTOBAHUX 33JJaHUM CITOCOOOM
JOKYMEHTIB 3a BHW3HAUEHHWH TEepioJl, 10 BiJIMOBIIAIOTE HEOOXITHUM
KpHUTEPIisM.

Kpurepiii 1000py MOKYMEHTIB, 30BHIIIHIM BHITISI peecTpy Ta
iHpopMaIlisi Mpo JAOKYMEHTH (HampuKiaj, OyAb-iKi MOJS JOKYMEHTIB
abo cTaHM JOKYMEHTIB), SIKa BiIOMBA€TbCSI B PEECTpi, BHU3HAYAE
KOPHUCTYBad.

Toli caMuii JOKYMEHT MOXKE OJHOYACHO BXOJUTH JI0 PI3HHX
PEECTPIB, SKIIO HOTO PEKBI3UTH BIAIIOBINAIOTH 33/IaHAM Y LIUX PEECTPax
KpUTEpissM  1000py  IMOKyMeHTiB. Takok JOKYMEHTH MOXYTh
ABTOMATHYHO MEPEMIIIyBATUCS 3 OJHOIO PEECTPY A0 IHIIOTO 3aJIEIKHO
BiJl CBOTO CTaHy BHACTIJOK BHKOHAaHHS IepeabaueHuX Ui KOXKHOTO
JOKYMEHTA OIIepaIliid.

Onepauii ma emanu 06poonenna 0OKymenmis
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JLI Ckibiyvxa JUIOBOACTBO

Bynp-sxuif JOKyMEHT y CHUCTEMi MOXKE MaTH JEKiIbKa MOKIHBHX
CTaHiB, HAIPUKIAA, “0hOpMIICHUN”, “NMOTOIKCHUN”, ‘‘3aTBEpIKCHUI”
TOIIIO, 1 MOYKE 3MIHIOBATH CBill CTaH y Mipy BUMHEHHSI ISIKUX OTIepalliii.

MoxnuBi omeparii HaCTPOIOIOTHCS B IUIOMY JJs BapiaHTa J0-
KyMmeHTiB. KoxHill ormeparlii NpHUBIACHIOETBCS KOJ, IA€ThCS HaM-
MEHYBaHHS, YKa3yeThcs, IPH sKil koMOiHalii CTaHiB omnepartis JOCTyIHa
JUIS BUKOHAHHA 1 SK TI0 3aBepIIEHHI orepallii 3MIiHIOIOThCS CTaHH, a
TAaKOXK y SIKOMY CTaHi IOBHHEH OYyTH JOKYMEHT, MIO0 MOXKHA OyIo
3pobutu “Bimkatr” omepalii, 1 B SIKMH CTaH IOBUHEH BiH MEPEUTH Micis
BiZIKaTYy.

IIpu peectpauii akTy BUMHEHHS OyIb-gKOI oepanii o JOKyMEHTY
30epiraroThCs Taki KIIOYOBI JaHi: KOJAW BUAY 1 BapiaHTa JOKYMEHTa,
peecTparliifHi J1aTta i HOMep JOKyMEHTa, KOJA olepamii 1 jnara/dac ii
BuKOHaHHI. Takox ¢ikcyrorbes kom APM 1 koI KopHCTyBaua, IO
3poOuB oneparlito. J[s KOXKHOro TOKyMEHTa B CHCTEMI BEAEThCS ICTOPIs
3po0JCHUX TI0 HBOMY OIEpamid i3 MOXKIHUBICTIO 1 JeTalbHOTO
Teperisny.

Mapwpymu3sayia 0oKymeHmis

Y Momym “YnopaBmiHHS JOKYMEHTOOOIroM” iMiTaIris pyxy Jo-
KyMEHTa 32 BHU3HAYCHHM  MapIIPYTOM  pPEai3yeTbcs  IIISIXOM
MOCIIIOBHOTO BiIOOpaXEHHS ILOTO JOKYMEHTa B Mipy 3MiHH Horo
CTaHy B pI3HUX BIJNOBIIHMM YHMHOM HACTPOEHHX peecTpax 0e3
¢i3u4HOrO i0oro nepemimeHHs.

IToBHOIlIHHA MapIIpyTH3allisl JOKYMEHTIB 13 KOHTpOJIeM IX
BUKOHAHHS 3a0e3nedyeTbcs JOTPUMAHHAM MEBHHX YMOB TIpH Ha-
CTPOIOBaHHI CHCTEMH.

1. Y mpormeci ompaifoBaHHsS KOXXHOTO BapiaHTa TOKYMEHTIB 3a-
3HAYUTH eTary 00pOOJIEHHS TOKYMEHTIB (Omepariii o JOKyMeHTax)

2. 3alIOBHUTH CIIMCKH PO3CWJIAHHSA JJIi HEOOXIJIHWX BapiaHTIB
JOKYMEHTIB, IO OyAZyTh HiACTaBIATHCA IO 3aMOBYAHHIO B YCi JO-
KyMEHTH IMX BapiaHTiB. J{s 3aBmaHHS ‘“SKOpPCTKOI” MapmIpyTH3alii mpu
HACTPOIOBaHHI BapiaHTa MOXHA BCTAHOBHUTH TIparnop “3a00pOHUTH 3MiHY
MapmpyTy”. XKopcTka MapmpyTH3aiis 3aKIagacThCs B OMUC MOJETI
JIJIOBOTO TIpOIIECY HA eTalli BNPOBA/HKCHHS CHUCTEMH, ajie Hajaam, y
BHUMNAJKy 3MIHM HOPAAKY (DYHKIIOHYBaHHS amapara KepyBaHHsS, BOHA
MOX€ BHJ03MIHIOBaTHCH.
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3. HacTpoitn HeoOXiiHI peecTpy HOKYMEHTIB 13 PI3HUMH yMOBaMH
n000py MOKYMEHTIB 3a iXHIMH cTaHamd. Y TIIACYMKY TOM caMuid
JOKYMEHT 3MO>K€ TIOCITIIOBHO “TIEPEXOUTH 3 OJHHUX PEECTPIB B IHIII
Mpyu 3MiHI CBOrO CTaHy B pe3yJbTaTi BUKOHAHHS BCTAHOBJICHUX IS
HBOTO OTIepaIliii.

4. 3angati mpaBa JOCTYIy TPyH KOPUCTYBadiB 3a HacCTPOEHUMH
peecTpamMu, HaCTPOITH BUKIMKH HEOOXiTHUX PEECTPIB Y MEHIO KOXKHOTO
3 APMis.

Jis 37iiCHEHHS KOHTPOJIIO BHKOHAHHS JOKYMEHTIB y HifcHUCTeMi
peai3yloThes Taki QpyHKIii:

Konmponv Odocmasku O0okymenma. Y CIUCKY pPO3CHUIAHHA
JIOKyMeHTa (iKCYFOThCS JIaTa 1 Yac HaJAXOJKEHHS JOKYMEHTa 10
KOJKHOTO afpecary.

Koumponv _npouumanna__odokymenma. Koxuuii KopucTyBad
MOXKE MIATBEPIUTH CBOE O3HAHOMIIEHHA 3 JOKYMEHTaMH, IO
Hamifmom 10 Heoro. [lpm IBOMY B CHHCKY pPO3CHIIaHHS
JIOKyMEHTa TPOCTABISAEThCA OIliHKA B Trpadi “O3HaiiomiieHuit”
HaBIPOTH BIJTOBIAHOTO ajipecara.

Mounimopunz i _KOHmMpPO1b __6UKOHAHHA __O0oKymenma. Jlns
KOKHOTO JIOKyMEHTa B PEECTPi BiJ0OpaxaeThcsi HOro MOTOYHHMA
CTaH.

Koumponv mepminie _eukonannsa. Y MEHIO Moxe OyTH Ha-
CTPO€HMH CHEIiaJbHUN IyHKT AJIS MEperisity AOKyMEHTa, JUIs
SKOTO IPOCTpPOYCHA Aara BUKOHAaHHS (abo Ha Oymb- sKOMYy 3
eTariB IXHLOro 00pPOOJICHHS).

Icmopin_suxonanns 0okymenmig. 3a OyIb-SIKUM JIOKYMEHTOM
MOXXHA TIEPETJITHYTH ICTOPil0 BCIX BHKOHAHWX TI0 HBOMY
orepariii, y skiifi MiCTATbCS BIJIOMOCTI TIPO JaTy i yac yYUHECHHS
KOKHO1 oreparlii, BUKOHABIIIB Omepaliii, a TakoX IOKJIaIHi
3BE/ICHHS TIPO 3MICT JCIKHX CIELiaTbHUX OTepalliil.

Jnsa  inpopmariiiHoi  cyMmiCHOCTI  MOAYJiB  KOPIOPAaTHUBHOI
iH(pOopMaIIiiftHOi cucTeMu nepe1daveHo Take:

yCi MiJICKCTEMU TPAITIOIOTh 3 €AUHO0 03010 JaHHX;
NPUIYCKAE€ThCSl OpraHisamis po3MoaiTeHoi 0a3u JaHUX IS
pOOOTH 3 HEIO Pi3HUX MiJCHCTEM;

iCHye JOBIHUK TIJCHCTEM, IO BXOAATH JO KOMIUIEKCHOT
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CHUCTEMH aBTOMATH3AIlil IMiIIPUEMCTBA;

*  CIIMCOK IiJICHCTEM BU3HAYA€ PO3POOHHK CHCTEMH;

* KOXKHa TiJcucTeMa Mae cBii HaOip 3BiTiB 1 cBiii “EXE”-mo-
JTyJTb, O 3HAXOAUTHCS B OKPEMIiil TUPEKTOPIi.

Hapasi kommaniero “THOOCODT” po3pobiieHo HOBUiT poTrpaMHAI
MPOAYKT “YNpaBjiHHA JOKYMEHT000iroMm”, 1o sBjsie co0010 OKpeMuit
MOJyJIb KOPHOPAaTHBHOI CHUCTEMH, NpPU3HAYEHHH JUIi aBTOMAaTH3awil
ninoBoAcTBa. Y I MigCHCTEMI peallizyeThCs pO3IIUpPEHUH Habip
¢yHKIifl, 1mo 3abe3medyroTh  PIICHHA  3aBJaHb  KEPyBAaHHS
JOKyMEHTOOOIrOM  HiANpUEMCTBA:  peecTpamis, 30epexeHHs I
00pOOIEHHS eJIEKTPOHHUX TOKYMEHTIB Ta OOJIKOBUX KapTOK MarepoBUX
JIOKYMEHTIB (ZIOTOBOPIB, JIUCTIB, HAKa3iB, MPOTOKOJIB TOIIO), & TaKOK
OpraHizaiis B3a€MOMIl KOPHCTYBadiB MpPH BUPIMICHHI BHPOOHHUYUX
3aBJaHb.

ITincucrema “YmpapiliHHS TOKyMEHTOOOIroM” Ha/la€ KOPHUCTYBA4EBi
I[MTEOM Taxi MOKIIBOCTI:

* kiacu(ikamis JOKYMCHTIB;

* peecTpalis OyAb-sIKHX €JIEeKTPOHHUX JOKYMEHTIB y CUCTEMI

1 CTBOpPECHHS OOJIIKOBHUX KapTOK IS IANIEPOBUX JOKYMEHTIB;

* 1o0yznoBa ¢opM yBEeICHHS PEKBI3UTIB JOKYMEHTIB 1 allTOPUTMIB
iXHBOTO 00POOICHHS;

* CTBOPCHHS MakeTiB ISl IpyKYBaHHS JOKYMEHTIB;

* CTBOPEHHS MOBHOTEKCTOBUX IOKYMEHTIB 1 JOJATKiB 0 HUX Y
pi3HUX (opMmaTax, y TOMY YHCITI B TEKCTOBOMY BUIJISII Ta y
purisaai OLE-06’exTiB;

* BHKOPHCTaHHS JIOBUTbHUX JOBITHUKIB CHCTEMH MPH 3aBIaHHI
aTpuOyTIiB JJOKYMEHTIB;

*  MOXIMBICTh BIJIONTKA B OJHIM JOKYMEHTI OJJHOYACHO JEKIJIbKOX
TaOJUIh 13 TOBUIBHOKO KUTBKICTIO PSJIKIB 1 CTOBITUHKIB;

* ABTOMATHYHUH PO3paxyHOK IOJIIB JOKYMEHTIB IO 3aJJaHUX
dbopmynax;

* IIOUIYK JOKYMEHTIB 3a IXHIMH PEKBI3UTaMH;

* 3B’SI30K JJOKYMCHTIB;

* 3aBIaHHA eTamiB 00poOIeHHs i onepamii 3a TOKYMEHTaMH,
KOHTPOJIb BUKOHAHHS JIOKYMEHTIB;

* BU3HAUYCHHS MapUIpyTy OOpPOOICHHS TOKYMEHTA i pyX JI0-
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KyMEHTIB 3a 3aJaHUMH MapIIpyTaMH;
* IIOCTaHOBKAa JOKYMEHTIB Ha KOHTPOJIb;
* aBTOMATHYHE BUKOHAHHSI OIEpaIliil 32 JOKyMEHTAMU;
* IIepeBe/ICHHS JAHUX 3 MO3UIIN TOKYMEHTIB Y TEKCTOBUI
penakrop WORD 3 posmmpennsm TXT i RTF,;
* nepenaya ganux y nomatku WORD, EXCEL, ACCES;
* aBTOMATHYHA PEeCTpallisd 3BITiB Y BUIVIAA1 JOKYMEHTIB,
MOXKITUBICTh BUKJIUKY 3BiTy 3 JJOKYMCHTA;
pob6ota 3 HTML-nokymeHnramy;
pobota 3 enekTpoHHO nomToro (E-mraii );
CTBOPEHHS, aBTOMATUYHE BEACHHSI 1 JPYKyBaHHSI PEECTPIB
JIOKYMEHTIB;
PO3MEXYBaHHS MIPaB JOCTYITy KOPHCTYBAUiB 0 PEECTPIB JOKYMEHTIB;
HACTpOIOBaHHs MeHIo it APMiB;
(dbyHKIIT agMiHICTpyBaHHS 0a3M JaHUX;
BEJICHHSI PI3HUX JOBITHHKIB,;
moOyIoBa JOBIIBHKUX 3BITIB 1 MaKeTiB JJIS iXHBOTO IPYKYBaHHS, a
TaKOK MOKJIMBICTh HaJIaBaTU Pi3Hi iHIII cepBicHI QyHKIi.

Tema 3. OCHOBHI BUMOI'H, IO BUCYBAIOTBCA 10
OPOPMUVIEHHA JOKYMEHTIB

. PexBizuTtH nokymeHTa.

bnank noxymenra.

. JaTyBaHHS TOKyMEHTIB.

. Anpecartist JOKyMeHTIB.

[oromxeHHs Ta 3aTBEPIMKCHHS TOKYMCHTIB.

. 3acBiIYeHHA JOKYMEHTA.

IIpoxomkeHHs] TOKyMEHTa.

Bumorn 10 TekcTy TOKyMeHTa.

. IMo3Hauky 010 HAIBHOCTI TOAATKIB.

10. OdopmieHHS KOTIiH Ta pO3MHOKCHHS JTOKYMCHTIB.
11. TligroroBka Ta o(pOpMIEHHS JOKYMEHTIB O 3aCiTaHHS KO-
JIeTiaIbHUX OPTraHiB.

©O~NOUAWNPR
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JLI Ckibiyvka J1IJIOBOIACTBO
1. PekBi3uTH 10KyMeHTa

ITpn odopmiteHHI TOKYMEHTIB HEOOXITHO JOTPUMYBATHUCh MTPABUJI, IO
3a0€3MeUyYIOTh iXHIO IOPUIUYHY CHIIY, OTIEPATUBHUI MOIIYK Ta MOXITUBICTh
00pOOIEHHS 32 JOMIOMOI'0K0 CyYacHUX 3aC001B OPITEXHIKU.

[lepeBaxkHy dacTMHY JOKYMEHTIB O(QOPMIIIOIOTH Ha OJaHKax
MIAIPUEMCTB Ta OpraHi3allii, SKi MICTATh OOOB’S3KOBI PEKBI3UTH, IO
PO3TaIIoBaHi B IEBHOMY HOPSIKY.

PexBi3uT nOKymMeHTa — 1I¢ eneMeHT OQImiiHHOro JOKyMEHTa
(HampuKIan nara, Mmianuc, rmedyarka Tomo). CyKyImHICTh PO3MINCHUX Ha
apKyIlIi B yCTAHOBIICHOMY ITOPSIKY PEKBI3HTIB 3BEThCS (POPMYIISIPOM.

®opmyJsip-3pa3oK € OCHOBOIO CTBOpPEHHS (popMynspiB Ta OJaHKIB
YIPaBIiHCHKUX JJOKYMEHTIB yCiX BUAIB.

BiamoBigHO 10 YMHHOTO 3aKOHO/ABCTBA Ta HOPMATHBHHX aKTiB IS
oopmIIeHHSI JOKYMEHTIB BUKOPHCTOBYIOTh TAKMH HAO1p PEKBI3UTIB:

1. lep>xaBHuit repb.

2. EMOnema ninnpueMcTBa.

3. 300paxeHHs1 HaropoI.

4. Kon opranizamii 3a 3arajbHOJICpXKaBHUM Kiacu]ikaTopom
mianpueMcTB Ta oprafizaniit (3KI10).

5. Kox ¢hopMu nokyMeHTa 3a 3aralbHOJICP)KaBHUM KJTa-
cudikaTopoM ympaBiiHCEKOi fokymerTatii (3KY [1).

6. Ha3Ba miHicTepcTBa 4M BiIOMCTBA.

7. HazBa mianpuemMcTBa.

8. HazBa CTpyKTypHOTO MiJpO3/iTy.

9. Inaexc miampueMcTBa 3B’sI3Ky, TIOLITOBA Ta TeyierpadHa ajpecH,
HOMep TenedoHy, (hakca Ta TeneTaiina, paxyHka B OaHKY.

10. Ha3pa Buny noKymeHrTa.

11. Jlara.

12. Iagexc (HoMep) TOKyMEHTA.

13. TlocunaHHs Ha 1HAEKC Ta ATy BXiJIHOTO JOKYMEHTA.

14. Micue ckinagaHas ab0 BUIAHHSA.

15. I'puch oOMekeHHS OCTYIY 10 JOKYMEHTa.

16. Anpecar.

17. T'pud 3aTBepmKeHHS.

18. Pezomromis.

19. 3aroj0BOK 10 TEKCTY.
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20. BigmiTka po KOHTPOJIb.

21. Tekct TOKyMEHTA.

22. BigmiTKka po HasBHICTh JOJATKIB.

23. Ilignuc.

24. T'pud y3roJKeHHS.

25. Bizm.

26. INeuarka.

27. BigmiTka npo 3aBipeHHs KorIii.

28. Ilpi3Buille BUKOHABLIS Ta HOro Tene)OHHMI HOMEP.

29. BizMiTKa TpO0 BHKOHAaHHS JOKYMEHTa Ta HAJCWJIAHHSA HOro Mo
CIIpaBH.

30. Binmitka rnpo nepeHeceHHs JaHUX HAa MAIIMHHUHA HOCIH.

31. BigMiTka Ipo HAIXOKEHHSL.

Y ¢opmynsapi-3pa3ky BKa3aHO MaKCHMAaJbHHH CITUCOK PEKBI3HTIB,
MPOTE MPH BUTOTOBJICHI YCTAHOBOIO OJIAHKIB JIOKYMEHTIB IEBHOTO THUILY B
HUX BKJIFOYAIOTh PEKBI3UTH, IO BIAMOBINAIOTH JTOKYMEHTAM TIIBKH I[HOTO
TUILY.

Kosken Buzx nokymenra (axr, 3asiBa, Hakas, JIUCT TOIIO) IOBUHEH MaTH
BU3HAYCHUN KOMILJIEKC PEKBI3UTIB Ta CTA0LTBHUN MOPSIIOK X PO3MIIICHHSI.

Jliist KOXKHOTO BULy AOKYMEHTIB BCTAHOBJICHO JIBa BUJW PO3MIILIEHHS
MOCTIHUX PEKBI3UTIB — KyTOBHUil Ta mo310BxKHiH (1-9).

3aKpilyieHHs 3a PEKBI3UTaMU IOCTIHHMX Miclb pOOHTH JOKYMEHTH
3pYYHUMH AJISI 30pOBOTO CIPHHMAaHHS, CIHPOLIye iXHE OOpOONEHHS, Nae
MO>KJIUBICTh BUKOPUCTOBYBATH IIPH I[bOMY TE€XHI4Hi 3aCO0H.

PekBi3UTH B JOKYMEHTI PO3MIIIYIOTh 3 BPaxyBaHHSAM ITOCIIIOBHOCTI
oreparlii Horo miAroToBKH, 0(hOPMIICHHS | BHKOHAHHSI.

Crin po3pi3HATH NOCTIHHI Ta 3MiHHI PEKBI3UTH JOKYMEHTA.

Tlocmitinuti — PEKBI3UT JOKYMEHTa, SKWH HAHECEHO i dYac
BHUTOTOBJIEHHs Onanka (1-9);

3minnuii — pEKBI3UT MOKYMEHTA, SIKUH (PIKCYETHCS HA ONMAHKY i 9ac
HOro 3all0BHEHHS.

2. BJiaHK J10KyMeHTa

Jns ckmamaHHS CIykKOOBHX JTOKYMEHTIB BHKOPHCTOBYETBHCS TMAIIip
dopmariB A3 (297 x 420 mm), A4 (210 x 297 mm) Ta AS (148 x 210 Mm).
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Sk mpaBuno, BCl BHUXiAHI CIyk00BI JOKYMEHTH OGOPMIIOIOTH Ha
OJlaHKaX, SKi BUTOTOBIISIOTH BIAMMOBIIHO IO BUMOT JICP)KaBHUX CTaHNIAPTIB.

B ycramoBax Ta Ha MONPHUEMCTBAX MOKYMEHTH CKIAIalOTh Ha
OnaHkKax.

Baank — 1ie apkym namnepy 3 BiATBOPEHUMH Ha HbOMY PEKBI3UTaMH,
0 MICTSITh TIOCTIHHY 1H(pOpMAITifo.

3actocyBaHHS ONaHKIB Uil CKJIQJaHHS JOKYMEHTIB IIiIBHIY€E
KyJIbTYpy Hpali ymnpasiliHHA, Hajae iHpopmarii odiuifiHoro xapaxrtepy,
MOJICTIYe  CIPUAMAHHSA, BHKOHAHHSA Ta TIOAAJbIIC BHKOPUCTAHHS
JOKyMEHTA.

Axwo 0okymenm — obauuysa ycmanogu, mo 0aauk — it ¢izumua
Kapmka.

biiank Moxxe OyTH BiANpYyKOBaHWH y ApyKapHi a00 BiITHCHYTHH
mremneneM. braHk moBuHEH OyTH BHUKOHAaHHWHA O€3MOTaHHO: XOPOIIHH
mpudT, TPOAYMAHHHA TEKCT, sKicHWH mamip. KoxkHe manmpHeMcTBO
MTOBUHHO PO3POOMTH Ta 3aCTOCOBYBATH JIBA BHIW OJIAHKIB: JIJIS JIMCTIB Ta
IUTS BCIX 1HIIMX NOKYMEHTIB. BIaHKW BHTOTOBISIOTH y APYKApHSIX y TOMY
BHITAJIKY, SKIIO KUTbKICTh JOKYMEHTIB ITeBHOTO BUIy mocsrae 200 Ha pik.
HeBenuki mianprueMcTBa, B SIKUX KUIBKICTh BHXIAHUX JOKYMEHTIB MEHIIA
HiK 200 Ha pik, mpu O(QOPMIIEHHI JOKYMEHTIB 3aMICTh JPyKapChbKOTO
0J1aHKa BUKOPHCTOBYIOTH KyTOBHH T'yMOBHMH IITEMIIEINb, y BIAOUTKY SIKOTO
MICTSATBCS Ti CaMi PEKBI3UTH.

HepxaBHi craHmapTu mepeadayaroTh 1 KyTOBe, 1 TIOJJOBXKEHE
PO3MIIIIEHHST PEeKBi3UTIB. I'pyma pekBi3UTIB Ta iX MOCTIIHMX YacTHH, IO
BIJITBOPIOIOTHCS HA OJIAHKY JOKYMEHTA Y BUTJISAI €JIMHOTO OJIOKA, 3BEThCS
IITaMIIOM OJIaHKa.

Bitank 3 KyTOBUM IITaMITOM paIliOHATBHIIINKN, OCKIJIBKU IPABOPYY Bij
IITaMIla Ha BUTbHOMY MICITi MOXKHA 3alTOBHHTH PEKBI3UT “ajapecar’”.

SIKIO TEKCT MOKyMEHTa 3aiiMae OuTbllle, HK OJWH apKyIl, TO Ha
HACTYITHHM apKyll He MOYKHA MEPEHOCHTH JInIIe mianucy. KpiM miamucis,
TaM Mae OyTH HE MEHIIIE HDXK JABa PIJIKU TEKCTY.

Hymepariisi cropiHOk mpocTaBisieTbes 3 apyroi cropinku. Homepn
CTOPIHOK MO3HAYAIOTHCS Ha BEPXHHOMY I10JIi 6€3 KparoK i THpe.

Baanku 10KyMeHTiB NOBMHHI MaTH MOJISA:

- miBe — 20 MM;

- BepxHE — He MeHIIe HiX 10 Mvm;

- TIpaBe i HIDKHE — HE MEHIIE HiK 8 MM.
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Bbnanku (pipMu BUTOTOBISIIOTECS JBOX BUJIIB:

OJaHK ISt JIUCTIB;

* 3araJbHUH OJaHK — IS 1HIIUX BUJIB OpraHi3aiiiHo-po3-

MOPSAAYNX JJOKYMEHTIB.

KpiMm 1p0ro, MOXHa BUTOTOBHUTH OJAHKH JJs OKPEMHX BHIIB
JIOKYMEHTIB:

* TIOCTaHOBU Ta PO3NOPSIHKEHHS;

* Hakazy Ta PO3MOPSKECHHS KepiBHUKA OpraHizaii;

* MPOTOKOIY 3aCiJaHHs Ta BUIMCKH 3 HHOTO;

* MOPSAKY JCHHOTO 3aCiflaHHs KOJIETiaIbHOTO OpraHy;

* JIOpYYCHHS KepiBHUKA Ta HOrO 3aCTYIHUKA;

* JMCTa CTPYKTYPHOTO MiIpO3/Iily;

brnaHk# BUTOTOBIIOTHCS:

*  YKpalHCHKOIO MOBOKO — JUISI BUKOPUCTaHHS B MEXax Y KpaiHu;

*  YKpalHCHKOIO Ta iHO3eMHOIO MOBaMH — ISl BUKOPHCTAHHS 32

MEKaMHu YKpaiHH.

[Hmi JOKyMEHTH, B OCHOBHOMY BHYTPIIIHBROTO Xapaktepy (3asBu
MPAaIiBHHUKIB, CIIY>KOOBI, JOTIOBIHI 3alUCKH TOINO), a TAKOX JOKYMEHTH,
sIKi CTBOPIOIOTHCS Bifl IMEHI KIBKOX opraHizamuiif, 0()OpMIIIOIOTh Ha YHUCTUX
apKyIIax.

Jis  TpPUCKOpEHHsT BUKOHAaHHS  JOKYMEHTIB 1  MPaBUJIBHOTO
(hopMyBaHHS CIIpaB y JTiTOBOJICTBI KOKHUI TOKYMEHT MIOBUHEH CKIIQJaTUCS
3 OJIHOTO MUTAHHSL.

BunsTKOM € CcKklagaHHS TMPOTOKONIB, HaKa3iB, IJIaHiB, 3BITIB Ta
y3araJbHIOIOYHX JOKYMEHTIB.

PexBi3nTu agpecanTa — miIIPHEMCTBA, SIKE CKITAJa€ JOKYMEHT:

1. lepxaBuuii rep6 Ykpaiau. CBiTIUTE TIPO Te, IO JOKYMEHT BHUAaHO
OpTaHOM JIepKaBHOI Biaau a00 Nep>KaBHOTO YIIPaBIiHHSL.

2. EMOnemMa opranizamii abo miAmpueMcTBa — HaWdacTille BH-
KOPUCTOBYETHCSI TOBAPHUN 3HAK.

3. 300pakeHHS JAep’KaBHMX Haropoj (3apa3 Maibke HE 3acTo-
COBYETHCHA).

4. Kon miampuemcTBa, YCTaHOBM abo oprasizamii mo 3araibHo-
JepKaBHOMY KIlacH(iKaTopy MiANPHUEMCTBA Ta OpTaHi3allii.

Bepxuiif mnpaBmii KyT, HoAiOHO iHIEKCY Ha TIIOIITOBOMY KOHBEpPTI
(TTOIIYKOBUH, MAIIMHO3YUTYBAHHUH).
5. Kox dopmu mokymeHTa 3a 3araibHOJEpPKaBHUM KIacH()IKaTOPOM
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JLIL Ckibiyoxa JIJJOBOACTBO
VIPaBIiHCHKOI JOKyMeHTallil. 3HaXOUThCcAd HIKYE BiJ KOJYy OpraHizaiii,
BepxHiii mpaswmii KyT (0271110 — Haka3 nipo npuiiom Ha podoty; 0213013
— AKT TIpo JIKBIJIAITiIO TAMPUEMCTBA).

6, 7, 8 — pexBi3HTH, SKi BU3HAYAIOTh aBTOPCTBO JOKyMEHTa. MaloTh
OyTH MMO3HAYCHI B IOKYMEHTI y IMOBHIM BIIIOBIHOCTI J0 MPAaBOBUX aKTiB:
cTaryTiB a00 TOJOXEHb MPO MignpueMcTBo ( 6 — BHI, HyMeparlis,
JaTyBaHHS Ta aJPECyBaHHS JOKYMCHTIB).

ITlix gyac oopMIIeHHS IUX PEKBI3UTIB CIifl aM’ATaTH, 110 CUMBOJIIYHI
Ha3BH MiAMPUEMCTB MUINYThbCA B jankax (“HAutsumii cBit”, “Ykpimmekc”,
KoormepaTus “Mepkypiit”).

9. Iumexkc migmpueMcTBa 3B’s3KYy, TOIITOBA Ta TelerpadHa aapeca,
HOMep TenedoHa, HOMEp paxyHKa B OaHKy. Po3MilIylOTbCcS TiJBKH B
Omankax jusa JacTiB. [lopsaok Ta (opma 3amucy MOBWHHI BiIITOBiIaTH
MTOIITOBMM TIpaBUjIaM MiHicTepcTBa 3B’ S3KY.

PekBizutn 1-9 cTOCylOTBCS aBTOpa JIOKYMEHTA — aJlpecaHTa.
OcoOyivBe 3HAYCHHS Ma€ BKa3iBKa Ha 0e3MocepeHhOr0 BHKOHABIIA
BHXIJIHOTO JOKyMeHTa (JIMcTa, NoBinkH). [Ipi3BuIlle BUKOHABIA Ta HOMEP
Horo cmyx00Boro Teie@OHy BMIIIYIOTh Yy HIKHBOMY JIBOMY KYTKY
JIUIBOBOI CTOPOHU OCTAHHBOTO apKylia JoKyMeHTa. Hmkue BKa3yroTh
iHAEeKC JApykapku (meprni Jitepu il iM’d Ta mpi3BUINA), KIJTBKICTh
Ha/PyKOBAHUX IMPUMIPHUKIB Ta JaTy APYKYBaHHS:

Koponenxo 20 501 465 HK
310.08.06

10. HaszBa Buay JOKyMEHTa — OJUH 3 OOOB’SI3KOBUX DPEKBI3UTIB.
[Mosznaueno: AKT, HAKA3, TIIPOTOKOJI; 1eii pekBi3uT He
MIPOCTABJIAETHCS JIUIIE B JINCTAX.

3. JlaTryBaHHA JOKYMEHTIB

11. [laryBanHs nokyMmeHTiB. Ilo30aBneHuil 1aTu JOKyMEHT IMEBHOIO
MIpOIO BTpayae IpUANIHY CHITY.

JlaToro JTOKyMEHTy MOXe cTaTh a0o JIeHb HAllMCaHHS (JIUCT, Haka3),
abo JeHp 3aTBepIDKEeHHS (IUIaH, 3BIT, IHCTPYKIis), ad0 4ac 3ifiCHEHHS
3a(hiKCOBaHUX y HUX BUYMHKIB (aKT, IPOTOKOI).

JlaTa € MOITyKOBOIO 03HAKOIO i BUKOPHCTOBYETHCS MPH MOCHIIAHHI Ha
el JOKYMEHT pa3oM 3 iHJekcoM. IIpocTaBiise BIacHOPYy4YHO ocoba, 1o
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Tema 3. OCHOBHI BUMOTH, III0 BUCYBAIOTLECA J10 O(OPMIEHHS JOKYMEHTIB

mianucye abo 3aTBEPHKYE JOKYMEHT.

Jo cxiamy pekBi3uTy ‘“‘mara” BXOIATh YHCIO, MICSIb 1 piK.
PamionanpHie mucaTé TphOMa MapamMH apaOChKUX IUQP, PO3AIICHUX
Kpankamu. Pik, MicsIlb Ta YHCJIO MMO3HAYAIOTh JBOMA mudpamu. Y TeKCTi
CaMoro JOKYMEHTa KOPUCTYIOThCS TpaauiiifHuM 3anucoM (18 rpymas 2006
poky). Sxmo mudpa omHa, mepen HEK CTaBIATH Hylb. Micue natm — B
JIBOMY BEpPXHBOMY KYyTKY IOKYMEHTa pa3oM 3 IHIEKCOM abo mopyd 3
mianucoM, abo y rpudi 3arBepmxkeHHs. Ha qoKyMeHTax TakoX CTaBIIATh
JIaTH HAMWCAHHS PE30JIOILil, MOTOHKEHHs TOKYMEHTAa Ta O3HAWOMJICHHS 3
HUM, KOHTPOJIIO BHKOHAHHS, [IpOCTaBISIOTh TAKOXK YCi JaTH, MOB’s3aHi 3
MPOXO/DKEHHSIM JOKyMEHTa Ta HOr0 BUKOHAHHSAM: JaTa OTPHMAaHHS
(BXimHUH  peecTpamiiHMi HOMep, IITaMI), JaTa BHUKOHAHHSA Ta
HaTpaBlIiCHHS JOKYMEHTa [0 CHpaBH, Jara IEepeHeCeHHs ITaHuX Ha
MAaIIMHHAN HOCIH.

12. Tspekc (HOMep mokyMmeHTa). IHmekc — BHXIIHUHA HOMep
JIOKYMEHTA, SKUH BiIIPABISIETHCS 3 MiAPUEMCTBA, HOMEP — IMOPSAKOBHUIA
HOMEp BHYTPIIIHBOTO TOKYMEHTA.

Hywmeparis JOKyMeHTIB BeaeTbCs 3 CIYHA 10 TpyaeHb. Jlume B
HaBYAIBHUX 3aKJIalaX HyMEPAaLilo BHYTPILIHIX JOKYMEHTIB MOYMHAIOTH 3
MOYaTKy HAaBYAJbHOTO POKY (3 BEpEecHs ) Ta BEAyTh 3a HABYAIBHUMU
pOKaMH.

lamexc ckiamaerbes, SK OPaBWIO, 3 IHAEKCY CTPYKTYPHOTO
HiAPO3/iTy, SIKUi CKJIaB JOKyMEHT, HOMEpa CIPaBH, ¢ 3aIHUIIIIACh KOIIis,
Ta TOPSIKOBOTO HOMEpa BUXiHOT KOPECTIOHICHIII.

13. IocunanHss Ha IHOEKC 1 JaTy BXJIHOTO JOKYMEHTa TIpO-
CTaBJIAETHCS TIIBKW B JINCTaX-BiAMOBIASX. Hampukian, BianmoBimaro4yu Ha
sucT Ne05-12-154 Bin 05.07.05 000B’A3KOBO MPOCTABIISAIOTH MOCHIIAHHS HA
med Homep 1 Jjgary. Bama BignoBigs onpasy Oyjae HampaBiieHa
CTPYKTYPHOMY TiAPO3ALTY, SKUi Mae iHaekc 05, a BAKOHABEIb 32 HOMEPOM
HOMEHKJIATYPH CIIpaB oJipa3y 3HaiiJie KOIIIO iHIIIaTHBHOTO JIKCTa, HA SKUN
HaJIfIIa BIAMOBIIb.

14. Micue cxmaganHs abo BHIAHHS OQOPMIIOIOTH BiAMOBIAHO [0
aJIMiHICTPaTUBHO-TEPUTOPIATBHOTO po3nofiury Ykpainu. Hampukmanm, M.
Kuis, M. Cymu, cmt JKamkis, c. BoBukis.

43



JLI Ckibiyvka J1IJIOBOIACTBO
4. Anpecaitisi J0KyMeHTiB

15. I'pud obmexenns nocrymy no nokymenra (“Cekperno”, “Ilms
CIIyx00BOTO KOPUCTYBAaHHS’) PO3MIILYIOTh Yy 3arojloBHill 4YacTHHI
JOKYMEHTA.

16. Anpecata, SKOMY HAaIlpaBISETHCS JIOKYMEHT, DPO3MIILYIOTh Y
MPaBOMY BEPXHbOMY KYTi.

KoxHa ckitajjoBa yacThHa ajipecata — HalMEHYBaHHS IiAIPHEMCTBA,
CTPYKTYPHOTO MipO3/iTy, HAMEHYBaHHS TIOCA/IH, MPI3BUIIE OJIepKyBadya
MUIIYTH 3 HOBOTO PSAKA.

Po3aiioBi 3HaKH MiXK OKpEMHUMH €JIEMEHTaMU aJipecara He CTaBIATh,
TOOTO BUKOPHCTOBYIOTHCS TIPABUIIA BIIKPUTOT ITyHKTYAITIi.

S0 TOKyMEHT HaJICHIIaloTh MPHUBATHIA 0co0i (BIAMOBiAL Ha 3asBH,
cKapru abo JNUCTH TPYyJSIIIUX), CIOYaTKy MUIIYTh MOLITOBY ajapecy, a
MOTIM TNPi3BHILE OJIepKyBaya Ta HOro iHiIaIm.

IIpisBuiie azpecata ciif yka3yBaTH 3 iHiLlianaMy, CTaHAAPTHE
CKOPOYEHHS CJIOBA TOBApUIll — T., MaHa/maHi — 1. (T. May3zep IL.I., abo m.
Cipko T.T.).

JIOKYMEHT aJipecyloTh YCTaHOBI, OpraHi3aii, MmIIpHEMCTBY abo iX
CTPYKTYPHOMY MiJp03Aiiy (y HA3HUBHOMY BiIMIHKY):

Minicmepcmeo exonomiku Ykpainu Ilnanogo-exonomiune ynpageiuinus
Biooin npayi ma 3apobimnoi niamu.

MosxHa ajpecyBaTH IOKYMEHT IIOCAJIOBiii 0co0i B JaBaIbHOMY
BIIMIHKY:

Kuiscoxe eupobnuue 06’conanns “Obonons’
36ymy.

’

, HAYAILHUKY GI00LLY

MoxHa angpecyBaTH KOHKpETHill mocamoBiii ocobi (mocama Ta
MPi3BHUIIIC — B IaBATBHOMY BIIMIHKY):

Japuuyvkuii woskoguil kombinam, 3acmynHuxy oupexmopa — T.
Cuoopenxo.

HalimeHnyBaHHS MmigNpHEMCTBA MOXHA BKIIOYATH 1O CKIAIy
HaliMEeHyBaHHS MOCaIu:

Lupexmopy BAT Yuisepmae “/lumsauu ceim”, n. Ilonymosgiti C.I.

KonkpeTnii 0co0i JOKYMEHT aApecyloTh TOMAi, KOJIH BHKOHABELb
VIIEBHEHUH Y TOMY, 11O IIsl 0c00a MOCiIaE came IO MMOCay.
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Tema 3. OCHOBHI BUMOTH, III0 BUCYBAIOTLECA J10 O(OPMIEHHS JOKYMEHTIB

IIpu agpecyBaHHI JOKYMEHTA KiJIbKOM OJHOPIAHUM MIATIPUEMCTBAM X
CJIiJl HA3UBATHU y3arajabHEHO:

Jlupexmopam openonux mazazunie Ioodinbcovkoeo pationy m.Kuesa.

SIkmo To# camuii JOKyMEHT PO3CHIIAIOTh KUJTBKOM PI3HHM ajipecaram,
yCi BOHHW 3a3HAYAIOTHCSA HA JOKYMEHTI (X Mae OyTH He OibIlle YOTHPHOX.
Sxmio iX O1IbIIe, TO Y TAKOMY BHITAJIKy CKIIQTA€THCS CITUCOK PO3CHIIKH).

ITomroBy  ampecy  KOpECHOHICHTa  ITO3HAYAIOTh Yy  TOBHIH
BIJIMIOBIAHOCT] 3 MOIITOBUMH IpaBuiaMu MiHicTepcTBa 3B 3Ky YKpaiHu:
CIOYATKy MOIITOBUHN 1HAEKC, MOTIM 00J1acTh, MiCTO (paliOH, CeJo), BYJIHUIIA,
HOMeEp OYIUHKY, KBAPTHPH.

5. IloroaskeHHs Ta 3aTBepPAKEHHS JOKYMEHTIB

PekBizutn 24, 25. BiaMiTkm 1npo moropkeHHs. IloromkeHHs
JOKYMEHTa IOJISTae B MOMEPEAHFOMY PO3TIISAL HOro IpoekTy. Y mporeci
MOTOJKCHHS BH3HAYAIOTh IPABWILHICTh 3a(iKCOBAaHHMX IOJIOXKEHB, IX
OOTPYHTOBAHICTh, TPABOMIPHICTH IIOMO YHUHHOTO 3aKOHOAABCTBa. Y
MpoIieci X MOTOJKCHHS BHSBISIOTHCS 1 BPaxXxOBYIOTHCS IHTEPECH PI3HUX
MiAPO3IUIIB, peai3yeTbcsi KOMIUICKCHUN MiAXiA [0 BUPIIICHHS MHTaHb.
IIpoekTn MHOKYMEHTIB, MOTOMXYIOTh 3 YCTAaHOBaMHM, OpraHi3alisiMy,
CTPYKTYpHUMH  IiApO3JiNamMH, SIKi  KOMIIETEHTHI B  TIMTaHHSAX,
BiJJOOpaXEHHUX Yy JTOKYMEHTI.

[ToromxeHHas Moxe OyTH BHYTPIIIHIM Ta 30BHIIIHIM.

BHyTpilmHe TOTOMKEHHS JOKYMEHTIB BifIOyBaeTbcs B Takiil
MOCIIZIOBHOCTI: 3 (DYHKIIOHAJIGHUMH, Taly3eBHMH, TEPUTOPiaTbHUMH
MiAPO3aIaMy, JOPagdMMH OpPTaHAMHU JaHOi YCTAHOBH Ta TPOMAJICBKUMHU
OpraHizamisMy; 3 TIpalliBHUKaMH, $Ki BiJNOBIJAIOTh 3a PIlICHHS
(hyHKIIIOHATBHUX MMUTaHb (TOJIOBHI Ta CTApPIIN CHEIiaTicTH); 3 (iIHAHCOBUMH
MiApo3iiaMd a00 3 TOJIOBHHUM OyXTaJITepOM, FOPHIHMYHOIO CITYKOO¥0,
3aCTYIHHUKOM KEPIBHHKA, SIKHI 3aiiMa€ThCs IIUM ITHTAHHSM.

BHyTpimHe mTOTOMKeHHS MJOKyMEHTa O(OpMIIIOIOTH Bi3or0. Biza
CKIIQJIa€ThC 3 OCOOMCTOro TiAmMMCy Ta Jarth. SIkmo HeoOXigHo,
MO3HAYAIOTH ITOCAY Bi3yIOUOTO Ta PO3MHU(POBYIOTH Horo miamuc (iHimiamu
Ta MPi3BUILE):

Hauanbnux 6iooiny xadpis (nionuc) CI. [lempos 25.04.05.
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JII Ckibiyvrka JIJTOBOJACTBO

PosmmmdpyBanHs mianucy 3yMOBIEHO THM, IO B OLIBIIOCTI BHUITAIKIB
ocobucTuil miamuc OyBae HEPO3OIPIUBUM 1 32 HUM BaXKO BCTAHOBHUTH, 3
KHM TIOTOJKEHO JOKYMEHT.

SIKII0 BUHUKIN 3ayBa)KCHHS Ta IOIIOBHEHHS 1O MPOEKTY JOKYMEHTa,
iX BUKJIAIaloTh HA OKPEMOMY apKymli. B mipoMy BHmanmky Bi3a Mae TakKuii
BHTJISL:

Cm.1opuckouncyibm (nionuc) BA.Kosanenko
3aysascenns dooaromucs
05.06.05.

[IpocTaBisifoTECS Bi3W Ha MEPIIOMY HPUMIPHUKY, SIKIIO JOKYMEHT
BHYTpIlIHINA. SIKII0 MOKyMEHT Oyie BiANpaBICHO 3 YCTaHOBH, Bi3y
MPOCTABJIAIOTH Ha TOMY MIPUMIPHHUKY, IO 3aJIMIIIAE€THCS B YCTAHOBI.

Po3MintytoTh Bi3W HIDKYE BiJ] HiAMKCY KEPiBHUKA B JIIBOMY HHXHbOMY
KyTi JOKyMEHTA.

30BHIIIHE TMOTOJUKEHHA JOKYMEHTa 3alie)kKHO BiJl MOro 3MICTy
BiI0OYBa€ThCS B TaKii MOCHiIOBHOCTI:

* 3 oprasizamismMu, sSKi 3alMarThCS HAYKOBHMH JOCIIUKCHHIMH B

Till Tamy3i, 10 SKOT Ma€e BiHOIICHHS 3MICT JOKYMEHTA,

* 3 IPOMaJICLKHMHU OpraHi3allisamMu;

* 3 opraHamu, SIKi 3JIMCHIOIOTH JEp)KaBHUH KOHTPOJIb y TEBHIN

cdepi JIUTBHOCTI (CaHITapHUHN, TPOTUTIOKESIKHUI ),

* 3 BUIIUMH OPTaHaMH 3arajbHoi a00 rayry3eBoi KOMIIETEHIII.

30BHIIIHE MOTOJKEHHS JOKYMEHTa MOXkKe OyTH oopmiieHe TOBiAKOIO,
MIPOTOKOJIOM MOTO/PKEHHSI 00 rpr(OM NMOT0PKEHHS Ha JOKYMEHTI.

Y BiAMIOBITHOCTI 0 BUMOT CTAHAAPTY I'PH() MOTOPKEHHS PO3MIILYIOTh
HIDKYE BiJ MIANUCY Yy BEPXHBOMY JIIBOMY KyTi JokymeHTa. I'pud
ckinagaerbest 31 cioa [TOT'OXKEHO, nHa3Bu mocamgu ocoOu, 3 SIKOHO
MOTOIXKYEThCS JIOKYMEHT (BKIIIOYAIOYM HAa3BYy Oprasizaiii), ocoOUCTOro
MIKICY, HOTro po3mupyBaHHS, TaTH.

IHOIrO/’KEHO

Hauanvnux 6i00iny kadpis [1odinbcvkoco yHisepmazy

ITionuc (iniyianu, npizeuwye)

26.07.05.

SIKIIO TOTOKEHHS TPOBAIMTHCS 3 KOJETiaJlbHUM OpraHoM abo
TPOMaJICEKOIO OpraHi3aIli€ro, To rpud opOPMITIOIOT TaK:
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Tema 3. OcHOBHI BUMOTH, 110 BUCYBAIOTLCS 10 0HOPMIICHHS TOKYMEHTIB
IIOro/IZKEHO
Ilpomoxkon (HaiimeRy8anHs KOe2ianbHO20 OPeary
6 pooosomy 6iominky) 6io 01.02.05 Ne 12

6. 3acBigueHHs JOKyMEHTA

OCHOBHI ~ CTIIOCOOM  3aCBiTYEHHS  JIOKyMEHTa  IIiAIKACYBaHHS,
MPOCTABICHHS TeYaTKH, 3aTBEpDKCHHA. BoOHO Hamae HOKYMEHTY
FOPUIMYHOI CHITH, MATBEPDKYE BiIIOBIIAIBHICTh TIEBHOI 0cOOM 3a ioro
3MiCT.

Iignue — 000B’A3KOBUIA PEKBI3UT JokyMeHTa. CKIalaeTbcsa 3 Ha3BU
mocagu ocobM, fKa MiINHCYye TOKYMEHT, il 0COOMCTOro miamucy i
posmdpyBaHHsS [HOTO MANUCY (iHiLianW Ta mpi3BHIe). [Hinianu
MIPOCTABNAIOTH Nepes NpizBuineM. Po3mudpoBka mianucy He GepeTsest B
JIY)KKH.

HazBa mocagyi Moxe OyTH KOPOTKOIO (SIKIIO TOKYMEHT CKIIAIA€ThCS Ha
0JIaHKy) 1 MOBHOKO; 110 ii CKJaxy BXOJUTH MOBHA Ha3Ba YCTAHOBH, SIKIIIO
JIOKYMEHT JPYKYETHCS HA YUCTOMY Tarepi.

Iligmuc cTaByiATh TOCEPECHI MMiJ TEKCTOM Ha BIJICTaHi JBOX- TPHhOX
PAAKIB TicHsA 3akiH4YeHHs Horo (abo Tmmicisi mepepaxyBaHHSA B JOJATKY
JIOKYMEHTIB).

HaiimeHnyBaHHSI Tocagy 3BUYAHO MUINYTH JIIBOpYY BiJ TMpi3BHIIA,
caMe >K Tpi3BHIIE TOAI APYKYIOTh Ha PiBHI OCTaHHBOTO pPsIKa HAa3BU
mocajiu:

Hauanonux
mMo8apHo2o GiO0iy I'.B. I'nywenxo

VY mignucax mix oQimifHUMH TOKYMEHTaMH KpiM HOcCaau NPHHHATO
BKa3yBaTH TAaKOX IEPCOHANbHI 3BaHHS 1 BUCHI CTYIEHi: CIIOYATKy I10Cafa,
MOTIM NEPCOHANbHI, TOYECH] 3BaHHS Ta iHIII 3BaHHS:

3asioysau kagedpu menedscmemy,
0.e.H, npoghecop M. ]J[. Bunoepaocwkuii

OcobucTrii miAMIC Ha TOKYMEHTI MMOBHHEH OyTH po30ipimBHil (iHOMII
BHUHHUKA€ HEOOXITHICTh YCTAHOBUTH, XTO CaMe MiAmucaB JOKyMeHT). Hanro
IMPOKi, “pO3MAIIMCTI” MiAIHCH CIPABIATh HENPUEMHE BpaXKaHHS,
CBiYaTh MPO MOCHIIUIUBICTE a00 HEYBaXKHICTB.
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JII Ckibiyvrka JIJTOBOJACTBO

[lignucyroTh 3BUYaiiHO Hepiuuii IpUMIpHUK JOKyMeHTa. Bei BuXinHi
JOKYMEHTH, SK IIpaBWIO, MiANUCYE KEPIBHUK abo HOro 3acTyIHUK.
KepiBHUKH CTPYKTYpHHUX MiJPO3ALTIB MiANUCYIOTh AOKYMEHTU B MeEXax
CBOET KOMIETEHLII.

JlBa mignucu abo OibIlle CTaBIATh TOMI, KOJIU BiAMOBIAAIBHICTE JIATaE
Ha Kinpka oci6. Hampuxmax, Ha mpoTokojgax — MIANHC TOJOBH Ta
CeKpeTaps; Ha arecraTax — IIONHC JUPEKTOpa INKONIHW, 3aByda Ta
BUHUTEIIIB; Ha IOTOBOPaxX — ITIMTUCH CTOPiH; Ha (PiHAHCOBO-PO3PAXYHKOBUX
JIOKYMEHTaxX — ITJIKC KepiBHUKA Ta TOJIOBHOT'O OyXTaiTepa.

[ligmucu KiTBKOX CITY>)KOOBHX 0Ci0 Ha JOKYMEHTaX PO3MINIYIOTh OJHMH
ITiJ] OZJHUM Yy TIOCTIIIOBHOCTI, SIKa BIIIOBiNA€ Imocai:

Jlupexmop 06’ e¢onanus ioanens
Mincokozo paiiony m.Kuesa A.B.Cupomenxko
Tonosnuii Oyxeanmep M.C.Cywyx

SIKIo JOKYMEHT MiANUCYIOTH KilIbka 0ci0 ofHiel mocamy, ixX miamucu
PO3MIIIYIOTh HA OJTHOMY PiBHI:

Jlupexmop Jupexmop ¢abpuxu
Llenmpanvrozo ynisepmacy “Ilpoepec”
(ocobucmuii nionuc) (ocobucmuil nionuc)
14.Kosans JII. Cronuu

Konu moxyMeHT mifnucye KOMicisl, MO3HAYar0Thcs 00O0B’SI3KHM UYJICHIB
110 KOMicii, a He TIOCaIu:

T'onosa xomicii (nionuc) CI'hoposcvruii
Ynenu xomicii: (nionuc) AB.Cepoiok
(nionuc) I A.I'aniok

3 METOI0 TiJIBUINEHHA IOPUAMYHOI CHJIM Ha JIOKYMEHTaX, sKi
noTpeOyroTh 0COONMMBOTO 3acBiJUEHHS 11X JIHCHOCTi, MPOCTABISAIOTH
neyaTky. [ledaTku OyBaroTh repOoBi Ta MPOCTI.

I'epbosa nevamrka — 3aBXIU KPyIJia, 13 300pakeHHsIM repba Ykpainu
B LEHTPi, IO TNepUMEeTpy Ja€Tbcsi IIOBHA Ha3Ba YCTaHOBH abo
MiATPUEMCTBA.

I'epboBa mewarka CTaBUTBCA Ha JOKYMEHTH, $Ki IIOB’s3aHi 3
OTpPUMAaHHSM TPOIICH, MaTepialbHUX I[IHHOCTEH (YeKH, JOBIPEHOCTI), Ha
JOKYMEHTax, IO 3acBIMYYIOTh 0c00y, TPYIOBHH CTax, KBai(ikaiito
(macmopr, TpyIoBa, KHIDKKA, JUIUIOM Ta iH.).

Ilpocmi neuamxu OyBaroTh KPYTIIi, KBaAPaTHI, IPSIMOKYTHI, TPHKYTHI.
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Tema 3. OCHOBHI BUMOTH, III0 BUCYBAIOTLECA J10 O(OPMIEHHS JOKYMEHTIB

I'ep0 Ha HUX He 300paxyeThcs. IIpocTux meuaTok B yCTaHOBI MOXe OyTd
Jekinbka. BoHM IpocTaBisAOTbCA HA KOMISAX JOKYMEHTIB, IKI BUXOJATH 32
MEXI Oprasizaiii, Ha CIOpaBKax, MEpemycTKax, IpU Ole4yaTyBaHHI
OaHzaeposnell, MaKyHKiB.

BinOuTok nevaTtkyu NpoCTaBISIOThH TaK, 00 BiH YaCTKOBO 3aXOILIIOBAB
HallMeHyBaHHsI TOCau 0COOH, sKa MiAnucana, JOKyMEHT.

Ilicns migmucaHHS AESIKUX BHIIB JOKYMEHTIB HOPMATHBHI aKTH
nependavaroTh X 3arBepmkeHHs. Lle cratyTth, [lookeHHS PO yCTaHOBH
Ta X CTPYKTYpHI MIPO3IUIH, INTaTHI PO3KIAAW, IHCTPYKIII, 3BITH,
OaylaHCH, OKpeMi pI3HOBUIM aKTiB Ta iH.

3aTBep/KEHHsI Ma€ Ha MeTi CaHKI[IOHYBaTH 3MICT JIOKyMeHTa abo
MOUIMPUTH WOTO Mif0 Ha TMEeBHE KOJO MIiAMPUEMCTB. 3aTBEPIKECHHS
JOKYMEHTIB 3/1HCHIOETECS ABOMA criocobaMu: rpudoM 3aTBeppkeHHs (17)
a00 BUIAHHAM PO3MOPSIYOro AOKyMEHTA (IIOCTAaHOBH, PILIIEHHS, HAKa3y).
O6uaBa crocoOu MaroTh OJJHAKOBY FOPUAUYHY CHITY.

I'pud 3aTBepkeHHS PpO3MILLYIOTH y IIPAaBOMY BEPXHBOMY KYTi
apKy1ma.

SIK1mo 3aTBepKye mocagoBa ocoda:

3ATBEP/’KYIO

HAUMEeHYBAHHs NOCAOU, GKIIOUAIOYU HA38Y NIONPUEMCMEA, 0COOUCTUL
nionuc, posuugposxa, dama.

SIk110 3aTBEPHKEHO HITUM JJOKYMEHTOM:
3ATBEP/[’KEHO

HA36a 0OKYMEHMA 8 OPYOHOMY GIOMIHKY (4um?)
dama 0oKyMeHma, Homep

Cmoa 3ATBEPJ’KEHO, 3ATBEP/KYIO mnwumrythcsi BEeTHKAMH
JiTepaMu 0e3 Jarok.

7. HpOXO}I)KEHHﬂ AOKYMCHTA

IIpoxomkeHHs JOKYMEHTIB CYIPOBOKYETHCS BiIIOBIIHUMH Ha HUX
Mo3HAaYKaMHu. BiIMITKH CTaBIATH HA JHIBOBIA CTOPOHI MEPIIOI CTOPIHKA
JOKYMEHTa, IO MOJETIIye CHpUAMAaHHS ¥ IMiIBHUILYE OIEPATUBHICTH Yy
poboTi. Yci cmyx00Bi BIIMITKH Ha JOKYMEHTaX, SIKi BKa3yIOTh Ha HOTO
MIPOXOKEHHI Ta BUKOHAHHS, TIOTPIOHO 000B’SI3KOBO AaTYBaTH.

[Ipu oTpuMaHHI JOKyMEHTa Ha HHOMY IIPOCTABIIIIOTH PEECTpaLliitHuit
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mrTamMn — BiAMITKY Opo HaaxomkeHHs (31). VY BigmoBimHOCTI 10
CTaHAAPTy HOTO CTABJATH Ha HIYKHBOMY IOJII IIEPIIOTo apKyIla, IIPaBopyd.
Brirouae ckopodyeHe HaliMEHYBaHHS IIANPHUEMCTBA, B SKE HAIIHIIOB
JIOKYMEHT, JaTy OTPUMAaHHS Ta BXIIHWUH peecTpaiiitHuii Homep. BigmiTky
pOOJIATE BiJ pyKH 200 3a JOMOMOTOKO TYMOBOTO IIITEMIIEIIS.

Iopsimox Ta xapakTep BHKOHAHHS ITOKYMEHTAa BKa3ylOTh Y PE30JIFOLii
(18), sixa moBMHHA BimoOpa)kaTH BiOHOIICHHS KEPIBHUKA 0 ITMTAHHS, IIPO
sIKe HAETHCS B IOKYMEHTI, Ta BKa3yBaTH Ha MOPSIOK HOTO BUPIIICHHS.

Pe3onronisi Bupaxkae cTaBiIeHHS 0coOHU 110 iH(pOpMaIIii, sika MiCTHTbCS
B JJOKYMEHTI, a TaKOXX JIa€ BIJIMOBIIHI BKa3iBKH, SKi MAlOTh 3arajlbHUN (10
BiJIOMA.. , 1O BUKOHAHHS.. , 1O KEPIBHUIITBA... ) 200 KOHKPETHHH XapakTep 1
aJIPECYIOThCS CIYKO00BO MIAMOPAIKOBAaHMM 0Oco0aM (TEpMiHOBO BXKHBITh

3aXO0[iB..., TPO pe3yJabTaTH IOBIJOMTE... , HEralhHo BiOPAOUTH... |,
PO3TNISHYTH 1 AOMOBICTH y II'ASTUIEHHMUH CTPOK). Pe3omoniro MuIyTh y
JiBOMY BEpXHbOMY KYTi OKYMEHTa, B JHMCTaX — MIX 3arojJOBKOM Ta

TeKcToM. Pe3oiromisi CckiIagaeTbcs 3 TaKUX €JIEeMEHTIB: Mpi3BUINA Ta
1HiIiaNiB BUKOHABIIS (KOMY IOPYYa€EThCA), M0 3pOOUTH ([1is1), TEPMiH BHKO-
HaHHS, 0COOMCTHH ITiITUC KEPIBHUKA Ta JaTa PEe30JTFOLii:

n.Cepeienxo B.A.! 36 ’soicimbes 3 nocmavanbHuKamu ma niocomytime
8i0noeios 0o 03.08.06.

(ocobucmuii nionuc)

01.08.06.

JlokyMeHTH, sIKi TOTpeOYIOTh BUKOHAHHS, OepyThcs Ha KOHTpoJb (20).
Ha niBomy mnomi mepmioi cTOpiHKM poONATh MO3HA4Ky Jjiteporo “K”
(uepBOHUM, 3€JI€HHMM, CHHIM OJiBIeM ab0 TYMOBHM IITEMIIEIEM
“KoHTpouns”.

BigMiTka mpo BUKOHAaHHS Ta HANpaBICHHS JOKyMEHTa IO CIIPaBH
(pexBizuT 29) MicTUTH Taki AaHi: KOPOTKY AOBiAKY PO BUKOHAHHS: CJIOBA
“Jlo cupaBH”; BKa3iBKy Ha HOMEp CIpaBH, 10 SKOi Mae OyTH IiIIINTO
JOKYMEHT;, JIaTy BHWKOHAaHHS 1 TIANMHC BHKOHABIA. BMINIyeTbcs Ha
HUKHBOMY TIOJII ITEePINOT CTOPIHKH:

Mo cnpasu 15-01 /137

(ocobucmuii nionuc) 31. Tpoxumenxo

12.04.06

BinmiTKy mpo mepeHeceHHs AaHUX 0 MamuHHOro Hocit (30)
MPOCTABIAIOTE Yy TOMY BHIAAKY, KOJIHM BIiIOMOCTI 3 JOKyMEHTa 3a-
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knanatoTbes 1o mam’sti IIEOM. Cknapmaetsest 3 Hamucy “IHdopmarnis
MepeHeceHa Ha MaIlMHHWKA HOCIH’, MiANuCcy 0coOW, BiIIOBiNAIBHOI 3a
MepeHeCeHHs TaHuX, JaTH MepeHeceHHs. Po3MinryeTbesi B HIDKHBOMY TTOJTE
apKyIIy MiX BiIMITKOIO ITPO BUKOHAHHS Ta BiIMITKOO PO HAIXOHKCHHSI.

8. BuMoru /10 TeKCTy J0KyMeHTa

Tekct (21) — TOJIOBHUIA PEKBI3UT JOKYMEHTa. 3MICT JIOKYMEHTa Ma€
OyTH O€3/I0TaHHUM Y IOPHINIHOMY BiHOIIICHHI.

JlokymeHTH Tpeba mucaTi KOPOTKO, TOYHO, 3PO3YyMLIIO.

3aBmaHHsA JOKyMEHTa — IICPEKOHATH, TOMY TOJIOBHA BHUMOTa IO
BUKJAIy 3MICTy — JOCTOBIpHICTH 1 00 €KTHUBHICTb, JAKOHIUHICTH MNpH
MOBHOTI iH(OpMAIL].

Tpeba yHUKATH BUKOPHCTaHHS apXai3MiB Ta KAHIEISIPU3MIB, pYCHU3MIB
Ta iHIIOMOBHHUX CINIB 33 HasBIHOCTI CJIIB PiHOI MOBH, a TaKOX CJEHTY,
XKaproHy.

[IpaBUNBbHO CKIAZCHUM € JIUIIEe TOW AITOBUM mamip, sSIKuil HamucaHui
O] IIIfHO-TIIIOBOO MOBOJO.

Pucu ninoBoro cTuio:

* HeiliTpanpHuii TOH BUKJIAJY, BIICYTHICTh eMoltiiiHocTi. OcobucTrit
Cy0’€KTHBHUI MOMEHT HE ITOBHHEH MPOSIBISTHCS Y TIIIOBOMY TEKCTI.

* Bupasna noriuHicth TEKCTy. BakKIMBO IOTPUMYBAaTHChH JIOTIYHOT
MOCIIZIOBHOCTI BHKJIQJy Ta CIIJKyBaTH 3a NPHUYMHHO- HACIIIKOBUMH
3B’sI3KaMH M)XK YaCTHHAMH TEKCTY.

* Tounicte. BoHa jocsAraeTbCsi BXWUBaHHSAM CJIiB  TiJIBKH B
CJIOBHHKOBOMY 3HAY€HHi, IIMPOKUM BHUKOPHUCTAHHSAM TEPMIiHIB, IIU(YPOBUX
naHux. He nomyckaeThes ABO3HAUHICT TIYMaueHHS CIIiB.

*  OJHOMaHITHICTh BHKJIaJy, sIKa O3HAYae, 110 BCi JOKYMEHTH OJHOTO
BUIy MAlOTh OJJHAKOBY KOMIIO3HUIII0, B HUX BHUKOPHCTOBYIOTHCSI PEUCHHS
oJTHaKOBOi o0y 10BY. HaBiTh cl10Ba HEPiKO BH
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KOPHUCTOBYIOTBCSI OJHI M Ti K cami — IIe CIpHs€ KpalioMmy, IIBHIKOMY
CIPHUIHSITTIO IOKYMEHTA.
+ JIakOHIYHICTb.
[Tpu miAroTORBIN JOKYMEHTA CIIijJi TOTPUMYBATHCh MEBHUX MPHUHIIUIIIB
(puc. 2).
OO0’ €eKTUBHICTh TEKCTY 3a0€3MeUyeThC TOYHO 3HAHICHUMHU (PaKTaMH,
KOHCTaTaLl€r0 Miif opraHizanii yxe 341l iCHeHUX YU 3iHCHIOBAaHUX.
IToBHa O0O'€KTUBHICTH JOCATAETHCS BHCOKUM CTyleHeM 0e30-
COOOBOCTI, BIACYTHICTIO OYAb-AKHX CYO'€KTUBHO-OLIHIOBaJbHIMX MOMEHTIB
y BHKJIAJIl TEKCTY.

LOﬁ'CKTI/IBHiCT
b

[ﬂoriqﬂa MOCJiA0OBHICTH

" IToBHoTa iHdopmanii
*3
bl_H
H SAxicTh BUKIaAY, TOUHICTH onuCy
91
. CBo0001a Big cynepeuHocrTeit
ol ynep
WV IlepexoHanBicTH BUKIARY

3 3 Tunizaniss MOBHHX 3ac00iB

Iv’:

B Etuker ainoBux nanepis
M

Puc. 2. IlpuHumnyu (OCHOBHI BUMOTH) 0 MiATOTOBKY JIOKyMEHTA
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JloriuHa NOCHiIOBHICTB.

(O3HaKH JIOTIYHO]T ITOCIIIOBHOCTI:

* TICHHI JIOTIYHUH 3B'A30K yCIX KOMIIOHEHTIB JIOKYMEHTA,;

*  YiTKO BUSIBIIEH] MIPUYHUHHO-HACITIIKOBI 3B'I3KU MIX

MTOBIIOMJIFOBaHUMH (PaKTaMH B MeXaX OJHOTO PEYCHHS 1 B MexKax
YCHOTO JOKYMEHTA, TIOBHAM HOTO TEKCTOM;

* IIPOTHUCTABIICHHS, K€ BUPAXKAETHCS CIOBAMH “poTe”, abo
“omHaK”;

* JIOTiYHE MiJKPECJICHHS YeProBOCTI (OJJHOYACHO, CIIOYATKY, MOTIM);
MeTH (3 1[i€10 METOI0, JUIA I[bOT0, TOMY); PE3YIbTaTUBHOCTI (OTXKeE,
TaKUM YMHOM, B PE3yJIbTaTi, 3arajioM); KOHCTATallisl SKOTOCh MiCIIs
B JOKyMEHTI (HalpUKJIaJ, 30KpemMa, sIK-TO).

JloriuvHa TMOCTIOBHICT, BHKJIATY TEKCTY JOCATAETHCA TaKOXK 32
PaxyHOK YITKOTO pO3MOJLTY TEKCTy IOKYMEHTa Ha OKpeMi ITyHKTH
(mymepartisi, OyKBeHI IMO3HAUEHHS, a03alM TOIIO), & TAaKOX BHIUICHHS
TOJIOBHOTO,  OCHOBHOTO,  HaWBaXJIMBIIIOro  cepex  (akTiB, IO
HOB1JOMIISIIOTEHCS.

IloBHoTa iHdopMmanii. IloBHMH — 1€ IOKYMEHT, 3MICT SKOTO
BUYEpIye BCi OOCTaBMHM, TIOB'SI3aHI 3 BHUPIMIEHHSIM MHUTaHHS, IO
po3risimaeThcs. Y TEKCTI HIIO HE MPOIYyIIEeHO, Hiyoro He Tpeba Jo-
MUCITIOBaTH. BaximBo Takoxk, 1mo0 y TekcTi He Oylo HEIOMOBOK,
JIBO3HAYHOCTEM.

SkicTe BUKIAMy, TOYHICTh OMUCY. MiXK IMMHU BUMOTaMH JI0 TEKCTY
JOKYMEHTa 1CHY€ TakM{ 3B'I30K: UMM IJIMOIIE MpPAIiBHUK IPOHUKA€E B
CYTHICTh CIIpaBH, MPO SIKy WICThCS B JIJIOBOMY Marepi, THM TOYHIIIE BiH
MpO Hel BHCIOBIIOETbCS 1 THM SICHINIOW Oyae BOHA IS THX, XTO
03HAHOMITIOETBCS 3 IIAM JIOKYMEHTOM.

Ilepin Hi>k BUKJIACTH OCTATOYHUM BapiaHT TOKyMEHTa, Tpeba JIeTalbHO
o0aymaT Horo, miOpaTH Taki clioBa 1 BHpa3H, sKi TOBHIIIE 1 TOYHIIIE
MepeaalTh TyMKy. BamHMBO WiTkO W TOYHO (POpMYIIOBATH MPOXaHHS,
MPOMO3UIIi{, HAKa3H, BAAJI0 BUAUISATH 1 HATOJIOITYBATH OCHOBHY IYMKY.

CBobOona Bix cynepeuHocted. lle HaiiBaxnmBimia BUMOra, TOMY IIO
CYHNEepEUHOCTI B TEKCTI IOKyMEHTa TPOSBIIOTECS y HEBIAMOBIAHOCTI
¢axTiB onuH onHOMY a00 B3a€MHO BHKIIOUAIOThCA. CyNEepedHiCTh MOXe
MPOSIBUTUCH 1 B TOMY, IIIO 3MICT TEKCTY HE BiJNOBiTae GopMi JOKyMEHTa
(mpoxaHHS BUKIAJA€ThCS Y POPMi HaKazy).

[epekonnuBicTs  BHKIAMY  3a0e3medyeTbcss  OOTPYHTYBaHHSIM
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BUCJIOBJICHOT ~JyMKH, JIOKAa30BICTIO Marepially, TOYHICTIO (akTiB 1
IU(POBUX JAHUX.

TekcT nOoKyMeHTa MOBHHEH OYyTH KOPOTKHM, V HBOMY MAioTh OyTH
JIUIIe OCHOBHI, HAWBaXJIMBINI IOJIOKEHHS W apryMeHTH, a KOHKPETHI
JIOKa3d Ta pPO3paxyHKH, TaOnuii OoQOpPMIISIFOTECS B JOJATKY.
[lepexonnuBuii, apryMEHTOBAHHHA TEKCT IOKyMEHTa MOXKE IMPHCKOPUTU
NPUIHATH TpaBWJbHE pIlEeHHS, CTBOPUTH YMOBU JUIS YKJIQJQHHS
KOHTpakTy (YyroJu), 3MiHUTH CTPOKH BUKOHAHHS 3000B's13aHb Ta iH.

Tunizaiisi MOBHUX 3ac00iB — IIe CTaHAapTH3allis MOBH CIYXOOBUX
JIOKYMEHTIB, BUKOPHCTaHHS KJIIOUOBHX CIHIB 1 THUII30BaHUX 3BOPOTiB. lle
pi3HiI BUAM JOKYMEHTIB, SIKi HOTPEOYIOTh CBOIX TUII30BaHUX CJIiB (y HaKasi
— HaKa3yl; y NOCTAHOBI — IIOCTAHOBIEMO; y JIUCTI — TapaHTYEMO,
HAJICHJIAEMO 1 T. IL.).

ETtuker ninoBux mnamepiB. HaWBaIHMBIIIUM TIPOSIBOM ETHKETY €
MEPEKOHJIMBICTh  TEKCTy JOKYMEHTa. bBuTbIICTh  IJIOBHX — TarepiB
0 OpPMITIOIOTH BiJl TPETHOI, a He Tepiioi ocodu. Ile mocumoe rpomMaachkuii
XapakTep JOKYMEHTA.

MoBHHUI €TUKET HE BUUEPITYETHCS BXXUBAHHAM CTAHIAPTHUX 3BOPOTIB,
10 BUCJIOBJIIOIOTH BBIWIMBiCTh. BiH MOBHHEH NIPOHM3YBATH IITOBHH Marip
YBECH, BiJT aJpeCH A0 MiJIHCIiB, BKIIOYAIOUH i CIIOCIO BUKIATY TEKCTY.

VYkiagaueBi TEKCTy CIiJ PETENbHO BHUINYKYBaTH HAJEKHY (GopMmy
BUKIJIATy JTyMKH.

Buknan noBuHeH OyTH CTpUMaHHMM 1 HE JOIYCKAaTH HENPHXOBAHOTO
MPOsIBY PO3ApaTyBaHHA, 37101 HACMIIIKK 1 rpybOomiiB. TekcT IOKyMeHTa,
VKJIaJIeHUH y Pi3KOMY TOHI, BHKJIMYE BIJIMOBIb Y TaKOMY K Pi3KOMY W
HECTEPITHOMY TOHI, IO 3HWXKYE €QEKTUBHICTh JIJIOBHX CTOCYHKIB 1
CTBOPIOE HEPBOBI, HANPY>KEHI B3aEMOBITHOCHHH MIX OpraHi3allisiMH.

Ilpn HamucaHHI TEKCTy JUIOBOTO JIUCTa CIiJ TaM'ATaTH, IO
OUIKYBaHWHA pe3yabTaT MOXKe OYTH JIMIIE TMiJKa3aHWW, alle aX HIiSK He
HaB'si3aHUH anpecatoBi. ToMy He CIiJ BHKJIAJIATH TPOXaHHS y ¢dopMi
xopctkoi BuMoru. JlopeuHime mpocuTH He “Bamoro mno3uTHBHOTO
pilleHHA”, a TPOCTO PO3INIALY BHUCIOBJICHOTO IPOXAaHHA 1 BHHECEHHS
NEBHOTO pilmieHHS. Heecamusene 6padicens cnpaeiac i  HAOMipHa
66IYIUBICIIb.

Jymxa, mio ii He BUCTIOBJIEHO y mpsiMiid (hopMi, TOBUHHA BHUITJIMBATH i3
camoi Jioriku ¢akTiB, a I[e Hajgae OUTBIIOI CHIM W TMEePeKOHIMBOCTI
JIOKyMeHTOBi. HemopednuM €  ipoHI3yBaHHS, TIPOSBU TpyOOIIiB,
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GaraTociiBHi JOpIKaHHS Ta iH.

ETuker mposBisS€ThCA 1 B MIANMHCAHHI JUIOBMX TamepiB 3 Jo-
TPUMaHHAM CIY’XKO0BOTO PIBHS NMPH MiANMCAaHHI JTOKyMEHTIB- BiJIIOBiJIEH.
BinmoBine Ha JMCT, TiANMHACAHWA TUPEKTOPOM, Mae OYTH IiANHACAHUHA
TaKOX IUPEKTOPOM, a He HOro 3acTymHUKOM. ETHKeT BuMarae qoTpuMaHHs
MPAKTUKH OJHOTO YU KUTBKOX IMIJIKCIB, 3aJIKHO BiJ TOKYMEHTA.

TekcT MOKYMCHTIB pPEKOMEHIYEThCS YMOBHO IOAUIATH Ha JBI
YACTHHHU: Y neputiti — OOTPYHTYBaHHS, ¥ Opy2iii — BUCHOBKH, IPOIO3HILI,
PpIllICHHS, PO3MOPSIKECHHS a00 POXaHHS.

TekcT JOKyMEHTa TMOBHHCH MICTHTH TICBHY 1 apryMEHTOBaHY
iH(pOopMaIlito, BUKIaeHy CTUCIO, TPAMOTHO, 3p03yMil0 Ta 00’ €KTUBHO, 0e3
MOBTOPEHb 1 BXKMBaHHS CIIB 1 3BOPOTIB, SIKi HE HECYTh 3MiCTOBOTO
HaBaHTAKCHHS.

3micT Mae OyTH TOB’S3aHMM 3 BHJIAHUMH paHillle JOKYMEHTaMHU 3
BOTO TIHUTAHHS.

Jliis ekoHOMIT Yacy Ha CKJIaJJaHHs CITY)KOOBHX JIOKYMEHTIB OJHOPIIHI
abo Oxm3bpKi 3a 3MICTOM JOKYMEHTH TIOBHHHI YHI(IKOBY- BaTHCA.
CynuieHU# 3B’A3HUN TEKCT AOKYMEHTa MOXKE CKIIQJAaTHUCh 3a TpadapeTom
abo MakeToM, IO MICTUTh IOCTIHHY iH(OPMAIiI0 1 HPOMyCKH IS
BHECEHHS 3MiHHO1 iH(opMmarii.

TpadapetHi TeKCTH pPO3POONIOIOTh CTPYKTYPHI MiAPO3AHA —
MiATOTOBIIOIOTH y BUTJISAL 30ipHUKIB TAKUX TEKCTIB, OJIAaHKIB TOKYMEHTIB 3
TpaapeTHUMU TeKCTaMH, y (opMi 3pas3KiB TEKCTIB 1 BBOJIATH y AiI0
Haka3oM KepiBHHLTBa. TpadapeTHi TEKCTH BHKOPHUCTOBYIOTHCS TakK:
BHKOHABI[I 3allOBHIOIOTH OJAaHKU 3 Tpa(apeTHHMHU TEKCTaMH, 3 SKHX
JIPYKYIOTh HEOOXITHY KUTBKICTh MPUMIPHUKIB, @ 3alIOBHEHUH BHUKOHABIIEM
TpadapeT MmiIIIHBalOTh 10 CIIPaBH.

3ayBa)keHHS I1I0JI0 Bi/IITOBIAaIBHOCTI:

* gionogidanvuicmy 3a AKiCMb RNiO20MOEKU OOKYMEHMie i
00CmogipHicmb 0AHUX, AKI 6OHU MICMAMb, NOKIAOAEMBCA HA
ocib, aKi zcomyeanu, 6izyeanu i NiONUCY8ANU OOKYMEHMU;

* gionogidanvHicms 3a 3micm OOKYMeHMA, AKUIL 6i3yEMbCA
KiibKOMa ocobamu, Hecyms 00HAKOB010 Mipoto 6ci Ui ocoou;

* gionogidanvHicms 3a 3Micm, NPAGUNbHY RIOZOMOGKY md
ohopminennn cayynco08uUx OOKyMeHmié NOKIAOACMbCA HA
KepisHUKI6 cmpPyKmypHUX niopo3oinie ghipmu.
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9. Mo3Haukn 1oao0 HASIBHOCTI )IOL[aTKiB

JlonaTku TONOBHIOIOTE, OSICHIOKOTh OKpeMi MUTAHHS JOKYMEHTIB, a00
JOKYMEHT y 1inoMy. IIpo HasBHICTh JOJATKIB 3a3HAYa€Tbca B TEKCTI abo
HicNIsl TEKCTy AOKYMEHTa Iepel pekBizurtoM “‘mignuc”’. Ha3pa nonmarka B
TEKCTi JOKYMEHTa IIOBUHHA BiMOBIIaTH HAa3B1 CAMOTO JI0JaTKa.
JlogaTku 10 JOKyMEHTIB MOXYTh OYTH TPbOX BHIIB:
*  JIOJATKH, 10 3aTBEPIKYIOTHCS a00 BBOIATHCS B IO BiMOBIIHUMHU
HOPMATHUBHUMH aKTaMH Ta PO3NOPSAUYNMU JOKYMEHTaMU (OJaTKU
JI0 HOPMAaTUBHUX aKTiB Ta PO3MOPSIYUX JOKYMEHTIB);

* JI0/aTKH, 1110 MOSICHIOIOTH a00 JOMOBHIOIOTH 3MIiCT OCHOBHOTO
JOKYMEHTA;

* JIOJaTKH, 1110 € CAMOCTIHHUMHU JOKYMEHTaMH 1 HaICUIAIOThCS 31
CYIIPOBIAHUM JIMCTOM.

JlogaTku MoBHHHI 0(OPMIIIOBATUCS HA CTAHJAPTHUX apKyIlax i MaTu
BCi HEOOXimHI JUIs KOHKPETHOTO BHAY JOKYMEHTa  PEKBI3UTH
(HaliMeHyBaHHs, 3arojlOBOK, MiAMHUCH OCi0, BiAMOBINANBHUX 3a X 3MIiCT,
JIaTy, BIIMITKH TIPO MOTOKEHHS, 3aTBEPHKEHHS TOIIO).

Y po3nopsauux JOKYMEHTaxX BIOMOCTI TMPO HAasBHICTH JIOJATKiB
3a3HAYaIOTHCSI B TEKCTI.

Jomatkn 10 HOPMATHUBHOTO aKTa Ta pPO3MOPSIUOro JIOKYMEHTa
MMOBUHHI MaTH BIAMITKY 3 TIOCWJIAHHSAM Ha IIeH akT abo BiIOBITHHMA
pO3MOpsAAYNH JTOKYMEHT, Horo aaty i Homep. Lo BiAMITKY CTaBJIAThH Y
BEPXHbOMY IIPaBOMY KyTi MEPIIOTO apKyIla J0JaTKa.

3a HasgBHOCTI KIJIBKOX MOJATKIB HAa HHUX IPOCTABISIOTH MOPSIKOBI
HoMmepH, Hanpukian: Jonatok 1, lomatok 2 i T.1. 3Hak Ne (HoMmep) mepen
U(pPOBUM MO3HAUCHHSM JI0J]aTKA HE CTABUTHCA.

SIKo 101aTOK CKIIAAa€eThes 3 JEKUIBKOX apKyIIliB, HA BCIX HACTYIMHUX
apKymax y TpaBOMY BEpXHBOMY KyTi poOnsaTe Hamwuc: “IIpomoBkeHHS
JojaTka’.

JlogaTku 10 BUXITHUX AOKYMEHTIB Bi3yIOTh Ha JBOX MpPUMIipHHUKAX;
OJIMH 3 HUX HaNpaBJSIIOTh 32 aJ[Pecoro, a JPYTHil 3alMINa€ThCs y CIpaBax
oprasizarii.

JlogaTku 10 HOPMATUBHHX aKTiB IMiIHCYIOTh KEPIBHUKH CTPYKTYPHHX
MiAPO3aUTIB, BIAMOBiNANBHI 3a I1X pO3poOKy, Ha JHIBOBIH CTOpPOHI
OCTaHHBOTO apKyIIa JOAATKA i3 3a3HAUCHHIM JaTH.
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JlogaTku, IO IIOSACHIOIOTH a00 JOIMOBHIOIOTH 3MICT OCHOBHOIO
JIOKYMEHTA, TIOBUHHI MaTH BiIMITKY B TEKCTi JOKYMEHTA TPO iX HAasIBHICTb.

Taki nojmaTKy TIOBMHHI MaTdh TOPSJKOBHA HOMEpP 1 BIIMITKY 3
TOCWJIAHHSM Ha IYHKT TEKCTY JOKYMEHTa, SIKUA BOHHU IMOSICHIOIOTH, Ta
MOBHY Ha3By JOKyMeHTa. SIKIIO Ha3Ba JIOKyMEHTa IEPEBUINYE KiJIbKa
PAAKIB, TO 11 TO3BOJSAETHCS CKOPOTHTH.

BiaMiTKy CTaBIATH y BEPXHBOMY IPABOMY KyTi IMEPIIOTO apKylla
JodaTKa.

SIKIo JMOKYMEHT Ma€ J0AaTKH, MOBHA Ha3Ba SKUX HABOAUTHCS B
TEKCTi, TO BiIMITKY MPO HASBHICTh JOJATKIB 0(hOpMITIOIOTH 32 PopMOIO0:

Jlooamox: Ha 6 apk. y 3 npum.

SIKIO JTOKYMEHT Ma€ JOAaTKH, sKi He Ha3BaHO B TEKCTi, TO IX
HaliMeHyBaHHs HEOOXiJHO TepepaxyBaTH Iicis TEeKCTy i3 3a3Ha4eHHSIM
KUIBKOCTI apKyIliB y KOXKHOMY JOAATKy Ta KUIBKOCTI IX HPUMIpHUKIB,
HaTpHUKIAI:

Honatku: 1. /[osioka npo 6UKOHAHHA NAAH)Y KOMNIJIEKCHOI nepesipKu
opeanizayii'y I keapmani 1999 p., na 6 apx. y 2 npum.

2. Ipagix nposedenns nepesipox OOMPUMAHHA 6UMO2 THCIPYKYIT 3
dinosoocmea cmpykmyphumu nioposoinamu opeanizayii wa 1999 p., na 2
apx. y I npum.

SIKIO 70 TOKyMEHTa JIOJA€ThCs IHIINI TOKYMEHT, 10 Ma€ JI0JaTKH,
TO MO3HAYKY NP0 HASBHICTH A0AATKa OPOPMIISIOTH TaK:

Jlooamok: Bucnosox excnepmuoi komicii 6i0 25.04.99 Nel825/158 i
000amox 00 Hb020, 6Ccb020 HA 25 apk. y 3 npum.

Slkmo nonatku 30ponypoBaHi (KHHTH, )KypHAJIH), KUIBKICTh apKyIIIiB
HE 3a3HAYAETHCS.

Ilpy Benwkiil KiTbKOCTI JTOJNATKIB HA HHMX CKJIAQJA€ThCS OIUC, a B
caMOMYy JOKYMEHTI IICJISI TEKCTY 3a3HAYaEThCS:

Jlooamox: 8i0nosiono 0o onucy Ha apx.

SIKImIo TOJATOK HAMpaBIIE€ThCS HE B yCi 3a3HA4YCHI B JIOKYMEHTI
aJipecH, BiIMITKY PO HAsSBHICTH T01aTKa 0QOPMITIOIOTE 3a (POPMOIO:

Jlooamox: Ha 6 apk. y 3-x npum., y nepuiy (abo opyey mowjo) aopecy.
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10. OdopmienHs Komiii Ta pO3MHOKEHHS JOKYMEHTIB

Komii MOKyMEHTiB BUTOTOBISIOTH TiAbKM 3 JO3BOIY KEpiBHHUIITBA
opraHizauii abo KepiBHMKA BIAMOBIJHOTO CTPYKTYpPHOTO MiIpO3AiTy
BIJIMOBIMHO JI0 KomrieTeH 1. OpraHi3allis Mo)ke 3aCBi4yBaTH KOIIii JIvIIe
THX JIOKYMEHTIB, SIKi HEI0 CTBOPIOIOTHLCS (KpIiM HOTapiaTy).

[Ipu BupimIeHHI MUTaHB, IO CTOCYIOTHCS NPUAMAHHS TPOMAISH Ha
poOoTy, HaBUAHHS, 3aCBIIUEHHS 1X TPYAOBHX, )KUTJIIOBUX Ta IHIIHMX IPaB,
mpu  (GOpMyBaHHI OCOOOBHX CIIpaB TpAIliBHUKIB, OpTaHIi3aiis MOXe
BHTOTOBJIATH KOIMi JOKYMEHTIB, BHIAHHX IHIIMMH YCTaHOBaMH (KOIIii
JIUTIIIOMIB, CBiZIOLITBA PO OJIEP>KaHHS OCBITH TOIIIO).

Komist 3 1oKyMeHTa BiITBOPIOETHCS PYKOITUCHUM a00 MAIIMHOIUCHUM
CIOCO0aMH, TEKCT JOKYMEHTa BIATBOPIOETHCS TMOBHICTIO, BKIIOYAIOYH
eleMeHTH OJaHka, 3acBiAUYeThCS MIAMUCOM CIyx00BOi ocolu, ska
MiATBEP/PKY€E BIIMOBIAHICTh 3MICTy KOIIl OPUIiHANOBI, 1 CKPIILUIIOETHCS
MevyaTkoro (He repboBoIo).

VY BepxHi YacTHHI JUILOBOTO OOKY TEpIIOro apKylla JIOKyMEHTa
MpaBOpyY BHIIE BiJl PEKBI3UTY “‘ampecar” TMPOCTABISIETHCA BiJAMITKA
“Komis™.

3acBiguyBaNbHUI HANUC CKIAJAE€ThCA 32 TAKOK (OPMOIO: CIOBO
“BipH0”, HaliMeHYBaHHS TIOCaH, OCOOUCTHH IMiIHC 0COOH, KA 3acBiauye
KO0, 11 iHiI[ia)Ii Ta Mpi3BHIIE, AaTa 3aCBITYCHHS KOMII 1 MPOCTaBISEThCS
HIDKYE PEKBI3UTY “‘mianuc”.

Hamnpuxnan:

Bipno

Incnexmop 6i00iny kaopis nionuc iniyianu, npizeuue

29.05.06.

Kormito ci1yx00BOro JOKyMEHTa 3aCBiq4ye CBOIM MiAMKUCOM MOCafoBa
0co0a TOTO CTPYKTYPHOTO MiJIPO3IITY, B SIKOMY 30€pira€TbCs OpHTiHAI.
Moro miAmuc cKpiluTIoeThCs MeaTKomo (He repGoBoIo).

Ha xomisix BHXiIHUX JOKYMEHTIB, fKi 3aJMINAIOTBCA B CIpaBax
opraHizaiii, peKBi3UTH OJIAHKIB HE BiATBOPIOIOTHCS, POCTABIIETHCS JIHIIIE
Jarta miAmIcanHs TOKYMEHTa Ta HOro peecTpaliiiHui 1HIeKC, a TAaKOX J1aTa
HWOro 3acBiTUEHHS, MOcaja MpalliBHUKA, SKHH 3aCBITYMB KOO, Ta HOro
migmnmc.

Hamnpuxinan:
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18.05.06 Ne 33-14/09-1328

Ha Ne 15665/92 gio 20.05.06.

Texcm

OOKYyMeHma

3acmynnux I'onosu npagninus iniyianu, npizeuue

Bipno

Incnexmop 6i00iny kaopie nionuc iniyianu, npizeuuye

18.06.06.

Komii BUXiIHUX HOKYMEHTIB MOBHHHI MaTd Bi3W 0Ci0, 3 SKUMU BOHH
MOTO/KEHI, Bi3M BHKOHABIIB; 3aCBiAYyBaJbHUA HAMUC CKPIIUTFOETHCS
MEYaTKOI0, sKa BiATBOPIOE HAWMEHYBAaHHS BIANOBIAHOI YCTaHOBH (HE
repboBa) abo ii cTpyKTypHOro miapo3ainy (kaxnesspii). Komii nokymeHTiB
MTOBMHHI MaTH BCi BUTIPABIICHHS, 3p00JICHI TIPH i MMCaHHI OPUTIHATY.

ITopsimok THpakyBaHHS Ta KOIIIOBaHHS JIOKYMEHTIB 3aco0aMu
PO3MHOXKYBAIBHOT TEXHIKM BU3HAYa€ KEPiBHUK OpraHizailii, HeoOXiTHICTh
PO3MHOKECHHS JOKYMEHTIB — KEPIBHHKH CTPYKTYPHHX IiIPO3ILTIB.

Po3MHOXEHHS JOKYMEHTIB 3IIHCHIOETHCS KOIIIOBAIBHO-IPYKAPCHKOIO
IPYIIOI0, KaHIEAPIEr0, ceKpeTapeM, odic-MeHEeIKepOM TOIIO 3 JO3BOIY
HavaJbHUKA.

JUii BUKOHAHHS PO3MHOXYBAJBHMX pPOOIT BHKOHABEIh 3allOBHIOE
OJlaHK 3aMOBJICHHS BCTAHOBICHOI (OpMHM, SIKMH MiINUCye HaYalbHUK
CTPYKTYPHOTO MiAPO3/iIy.

JlokyMeHTH Ha pO3MHOXEHHS BUKOHABEIlb IIepeac 0 KOMiIOBAIbHO-
JPYKapChKOi TPYIH pa3oM i3 3aMOBJICHHSIM, SIKE PEECTPYETHCS B KYypHAIi
001Ky POOOTH KOIIFOBATLHO-IPYKAPCHKOT TPYIIH.

3a 3MiCT JOKYMEHTIB, IO 3HAIOThCI HA PO3MHOKEHHS, HECYTh
BIJIMOB1AIBHICTH BUKOHABII 1 HAYAIBHUKH CTPYKTYPHHUX ITiIPO3/ILTIB.

OpuriHal JOKYMEHTa, IO 3IAEThCS JO0 KOMIIOBAIBHO-APYKAPCHKOT
TPYNH JUTsl THPKYBAHHS, NMOBHHEH OYTH HAaJPYKOBaHWH (HAIMCAaHWM) 13
BHKOPHCTaHHSM SIKiCHOT (hapOyBajbHOI CTPIUKK (YOPHHIIA, ITACTH) TAKOTO
KOJIbOPY 1 HACHMYEHOCTI, sIKi 3a0€3MeuyI0Th SIKICHE BIATBOPCHHS JOKYMEHTA
Ha PO3MHOKYBaJIbHUX amaparax. Y pasi HEBIAMOBIIHOCTI SIKOCTI OpUTiHATY
MM BUMOTaM KOMIIOBaJbHO-IPYKapchka Ipyrna Mae MpaBO HE MpUAMaTu
Horo Juist poooTH.

IIpu oTpuMaHHI pPO3MHOXKCHOTO MaTtepiany INpamiBHUK, SKUi ioro
OJIepKye€, IIepeBipsi€ TIOBHOTY 1 SIKICTh BUKOHAHOI POOOTH 1 pO3NMHUCYETHCS B
XKypHAJIi 32 BUKOHAHY POOOTY.
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OpuriHanu JOKYMEHTIB IHicIs 3HATTS 3 HHUX KOMiM MOBEPTAIOTHCS
BHKOHABITIO Pa30M i3 pO3MHOKCHUMH TIPUMipPHUKAMHU.

Hokymentn 3 rpudom “Jlnsg cayx00BOTO KOPUCTYBaHHS, 00-
MEKEHOTO IOCTYIy HMPHUHMArOTHCS Ul PO3MHOXEHHS TUIBKH 3 JJO3BOIY
KepiBHUKA OpraHizarlii

Haxka3u, mocTaHOBH, pO3MOPSIKEHHS PO3MHOXYIOTBCS B KUTBKOCTI,
BCTaHOBJICHIH PO3PaXyHKOM HaICHJIAHHSL.

[Ipu TupaxyBaHHI HOPMATHBHUX JIOKYMEHTIB Ha 3BOPOTI OCTaHHBOI'O
apKylla OpHTiHally JOKyMEHTa, 3 SKOro 3AiHCHIOBAJIOCS KOIiIOBAaHHS,
MPALiBHUKY KOMIIOBAIBHOTO OIOPO IPOCTAaBJISIOTH HOMEp 3aMOBIICHHS Ha
TUPAXyBaHHS, KUIBKICTh PO3MHOXKEHHUX NIPUMIPHUKIB 1 aTy.

JlokymeHTH, sKi  paHime OyaM  pPO3MHOXCEHi,  IOBTOPHO
PO3MHOXYIOTECS 3 JO3BOJNY HadaldbHWKa YTPABINIHHS CIpaBaMH Y
BUKJIIOYHUX BHMAJKAX.

HavampHUKH CTPYKTYpHUX MiAPO3AUIIB 3aMOBISIOTH PO3MHOXKCHHS
CIy’)KOOBMX JOKYMEHTIB Yy MIHIMAIBHO MOJJIMBIH KUIBKOCTI, IO
BH3HAYAETHCSA CIYKOOBOKO HEOOXIIHICTIO 3 YpaxyBaHHSM BCTaHOBJICHHUX
HOpM  3a0e3ledyeHHs  MaTepialbHUMH  pecypcaMH  BiIIOBiTHOTO
CTPYKTYPHOTO MiAPO3/iIy.

He no3BonsieThCcsi KOMIIOBATH JOKYMEHTH, SIKI HE 3apeecTpOBaHi B
arapari yIpaBIiHHS OpraHizariii.

bnanku, peecTpamiiini kapTku Ta iHII (GopMHU opraHizamiiHo-
PO3MOPSAYNX JOKYMEHTIB PO3MHOXKYIOThCS 3@ IOTO/DKEHHSIM 13 Ha-
YaJIbHUKOM YIIPABJIiHHA CIpaBaMy a00 KEPiBHHUIITBA OpraHizallii.

11. HMinroroBka Ta oopm/ieHHS TOKYMEHTIB 10
3acilaHHs KOJIeriaJJbHUX OPraHiB

Opranizamito i TeXHiYHE OOCIYTOBYBaHHS 3acCiaHb IIPABIIHHI abo
THIIIOTO KOJIETIAIbHOTO OpraHy 31HCHIOE HOro cexperap.

IligroToBka, MaTepiamiB 10 3acimaHHs npaBiaiHHg. I[luTaHHs I
PO3MISIAY HA 3acilaHHIX IMPABIIHHS BiOIOBIAHO IO IUIAHY MPOBEACHHS
3aciJiaHb, SIKAH CKJIaJa€ThCs HA KBapTal, a TAaKOX 3a 1HIIIATHBOIO YICHIB
MIPaBJIiHHS, HAYaJIbHUKIB CTPYKTYPHHUX MIIPO3/LIIB, IO OOTPYHTOBYETHCS B
JIOTIOB1THIM 3aITUCIIi Ha 1M’ KepiBHUKA OpraHi3aliii.

UneHn npaBmiHHSA, KEPIBHUKU CTPYKTYpPHUX MiAPO3ALNIB 3TiTHO 3
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PernameHTOM MpOBENEHHS 3acCiiaHb MONAIOTH JIsl BKJIIOYCHHS IO IUTAHY
poOOTH KOJIETialIbHOT'O OPTaHy 3a BCTAHOBIICHOIO (DOPMOFO TIepeltiK MUTaHb,
SIKi BOHM BB2)KAIOTh 3a JIOIUILHE PO3TIISHYTH Ha 3aCiIaHHAX KOJIETiaIbHOTO
oprany. Y HEOOXiJHMX BHIIQJKaxX J0 TEpeNiKy IOMa€ThCs JOBiIKa PO
MOTHBH BHECEHHSI TUTAHHS Ha PO3TJIS KOJICT1aIbHOTO OpTaHy.

l'onoBa mpaBimiHHA MOXE BHOCHUTH THWTaHHSA I8 PO3MNISALY Ha
3acilaHHi TpPaBIiHHSI 3a BIIACHOK IHIIMATUBOK NUISAXOM HAJaHHA
JOPYYCHb.

Iligpo3ain, uym mocagoBa oco0a, BIANOBiJalibHA 3a MiATOTOBKY
MUTAHHS [T PO3IISALY Ha 3aCiaHHI MPAaBIiHHSI, TOTY€E TaKi JOKYMEHTH:

* TMPOCKT DpilieHHS (TMOCTAaHOBH, PO3MOPSAIKEHHS), O SKOrO B
nepeabaueHUX  BUMAAKAX  JOMAETBCS  MPOCKT  TOKYMEHTA
(IHCTPYKIIiS, TIOJOXKEHHS, METOJUKA TOIIO) 3 OOTOBOPIOBAHOTO
MMUTAHHS;

e JIOBIIKY NP0 3ayBa)KEHHsI 110 MPOEKTY 3alliKaBJICHWX YCTAHOB 1
CTPYKTYPHHX IiIPO3ILUTIB (SKIIO TaKi €);

* TIOSACHIOBAJBHY 3allUCKy, B fAKiM JAIOThCA HEoOXigHi 00-
TPYHTYBaHHS 1 TMPOTHO3M OYIKyBaHHMX HACHIJIKIB peami3arii
NpUIHATOrO pILICHHS, MOBIAKOBUH Ta aHATITUYHUI MaTepianl 3
00rOBOPIOBAHOTO MUTAHHS;

* IPOCKT MPOTOKOJIBHOTO PIllICHHS;

*  CIIHCOK OCi0, SIKMX MPOIOHYETHCS 3aPOCUTH HA 3aCilaHHS;

*  (opMmynroBaHHS THMTaHHS, II0 BHOCHTHCS IO TMPOCKTY MOPSIKY
JIEHHOTO 3aCiaHHs 3a3HaYeHHIM JIOIIOBiTaya.

Haspani JOKyMEHTH TOJAIOTh JO 3arajJlbHOTO BiAMUTY, BIIIITY
(ynpaBiiHHS) KOOpAMHAILIT a00 iH(QOpMAIITHOTO MAPO3aiIY He Mi3HIIIe SK
3a 5 mHIB J0 3acijaHHsA. BOHHM TOBHWHHI OyTH 3aBi30BaHi Oe3mocepemHiM
BHKOHABIIEM Ta HAYaJIbHUKOM CTPYKTYPHOTO MiApO3IUTy, WICHOM
MIPaBIIiHHS BIAMOBIAAJLHUM 32 MIATOTOBKY IMHTaHHS JUIS POy Ha
3acilaHHI KOMITETy, 3acCTyIIHHKOM TOJIOBH TIPaBIiHHSA BiJIIOBiTHOTO
HATPSAMKY

IIpoekt moOpsiIKYy JCHHOTO 3acCilaHHA TPABIIHHA (QOPMYEThCS
3araJJbHAM BIJJIJIOM 1 pa3oM 3 MarepiajlaMi Ta 3arajlbHUM CITHCKOM
3aMpolIeHUX Ha 3aCiaHHs MOJAETHCSI Ha PO3TIIS]L TOJIOB1 MPABIIHHS, SKUN
mpuiiMae PilieHHst 1010 iX BHECEHHS Ha PO3TJIS ITPaBIiHHS.

ITicns BU3HAYCHHS AAaTH MPOBEJCHHS 3aCilaHHs HE MI3HIIIe 5K 3a TPH
JHI IO 3acilaHHs MaTepiajd HAJACHIAIOTh 3aralbHAM BIIIIIOM YiIeHaM
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MPaBIiHHS.

Ha xoHe 3acimaHHS KOJIETiaIbHOTO OPraHy CKJIaJaloTh IMPOTOKOI 3a
BCTaHOBJIIEHOIO (hOPMOIO.

[IpoTokonm Komerii OQOPMIIAIOTh CEKpeTapi IHMX KOoJIeTid 1 'y
BCTaHOBJICHOMY TIOPSIKY Pa3oM 3 MarepiajlaMu MepearoTh Ha 30epiraHHs
JI0 apxiBy.

JlokyMeHTH, TATOTOBIIEH] 10 3aciaHHs KOJeTid (IPOeKTH MOCTAHOB,
PO3MOPSIKEHb, JOBINKM, CIHUCKH TONIO), @ TAaKOX OJWH MPUMIPHHK
PO3MHOKEHHUX JOKYMEHTIB 30epiraloTbCsi B CEKpeTapsi KOJeriallbHOTo
OpraHy 3 KOXHOT'O 3aCiIaHHSI OKPEMO.

BianoBiganpHICTh 32 CBOEYACHY Ta SIKICHY MiITOTOBKY TIOKYMEHTIB JI0
3acilaHb IIOKJIQJA€ThCS HAa KEPIBHUKIB  BIAMOBIAHUX CTPYKTYPHHUX
MPO3LTIB.

Cekperap KOJETiaTbHOTO OpraHy KOHTPOIIOE CBOEYACHICTH HMOIAHHSI
JOKYMEHTIB JIO 3acCilaHb 1 IepeBipsSe HAABHICTh YCiX JOKYMEHTIB 1
MPaBHILHICTH iX 0(hOpMIICHHSI.

IIpu mopymeHHI BCTaHOBJIEHOTO TOPSAKY ITATOTOBKH TOKYMEHTIB JI0
pO3TIIsy HA 3acilaHHI CEKpeTap JONOBia€ KEpIBHUKY KOJIETiaIbHOTO
OpraHy, SIKUH BHUpiIIye, 4u Oyne po3riIsaaTHCA Lie MUTAaHHA, UM Oyze 3HsTe
3 MOPAJKY JICHHOTO 3aCiTaHHs.

Oco0u, sKi oNlep)Kald TMPOEKTH TIOCTAHOBW (pillieHHs) Ta iHIIi
JOKYMEHTH, /10 3acifjaHHs 3000B’s[3aHi YBaXXHO 1X BUBYHUTH 1 TP HAsIBHOCTI
3ayBaXKeHb 1 MMPOMO3HUIIH YiTKO iX CPOpMyITIOBATH Y MUCBMOBOMY BUTJISI 3
TUM, 100 y Pa3i 3roJ KOJIETIalbHOTO OpraHy 3 IHUMH 3ayBaKCHHAMH i
MPOTO3UIIISIMH iX MOXKHA OYJIO BIITBOPUTH B PillICHHI.

OCHOBHI BUMOTH JI0 TEKCTOBHX TOKYMEHTIB, SKHMH OIEpYy€ BHIIA
mikoJia, HaBeneHi B Jlomatky 7 mo Haka3y MinocBitn Ykpainm Ne285 Bin
31 yiumas 1998 p. (Tabmn. 3).

62
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OcCHOBHi BUMOT'M 10 TEKCTOBHX JOKYMEHTIB Tabnuys 3

TexcToBHii TOKYMEHT — CTaHAAPTHHI TEKCTOBUH (haiiil, SIKMH CTBOPIOETHCS B
TrekcToBoMy penakropi Microsoft Word for Windows’97 (abo y kpaitHbomy|
Bunanky 2.0, 6.0/7.0)

Daitnn 3 JOKyMEeHTOM Mae OyTH IpeACTaBICHHWH Yy HOpPMaJbHOMY (HE
CTHCIIOMY) BUTIISLAI

TekcT JOKyMeHTa HOBMHEH Ge3 mpobiem neperisimaruck y Microsoft Word
for Windows. HasuBaru daiisn 10BXHHOIO Ha3BH He Giibiie 8 (BOCKMH) JIiTep.
He momyckaeTbcss B JIOKYMEHTI BHKOPHCTOBYBATH IIPUGTH 3 MOCTABKH
Windows (Times New Roman, Arial etc.). Takox He IOIMYCKa€ThCs
(dopmyBatu TekcToBi mani y rpadiunux dopmarax PCX, GIF, TIF i im
mogi0HUX

SN

Po3Mip TOKyMEHTa HE OOMEXKY€EThCS

DopmyBaHHs ab3amiB 000B’si3k0Be. JIOKYMEHT INOBHHEH MaTH ab3amu 3
BiZICTYIIOM Bif JliBoro kpato 1,5 cM. Tpeba BUKOPUCTOBYBATH apKyl (hopMmary!|
A4, srigao 3 'OCT 2.301

KigbKICTB psIKIB HAa CTOPIHKY 3 OJHUM iHTEpBaJIOM — Onn3bKo 40.
Po3wmirnyBaru Tekct Tpeba 3 BigouBkoro 3 060x kpais (justify). B Texcri ne
MOBMHHO OYyTH HisIKHX KoJiB, kpiM koxiB Microsoft Word for Windows

[Tpu HabOPi TEKCTY AOMYCKAETHCS BUKOPHCTAHHS JIATHHCHKOTO an(aiTy

Koau cuMBOJIIB MOBHHHI BiamoBigzatu komoBiii tabmuii ASCl 866. s
HaGopy amoctpoda Tpeba BUKOPUCTOBYBATH swinni PO3KJIAJKU KiaBiaTypu 3|
YKpaiHCHKOT Ha JIATMHCHKY. BUKOPUCTaHHS MO3HAYKH “ 3aMiCTh arocTpoda He
TO3BOJIAETHCS

9

Po3knmagku  kmaBiaTyp — (JIAaTMHCBKOI,  POCIHCBHKOI,  yKpaiHCBKOI)  CIlif
BUKOPHCTOBYBATH JIUIIIE CTAaHJAPTHI

10

JIns mepenaui JOKyMeHTiB(a) BHKOPHCTOBYBAaTH IHMCKETy po3mipom 3,57,

srigao 3 TOCT 28388

Pos3miwgyeamu apkyui, 6UKOpUCmosyrouu onyii:

Portrait (ctostumit), Bigctynu: 3miBa — 2,5 cM, cnipaBa — 2 cM, 3BepXy Ta 3HH3Y
TaKOX 110 2 CM.

Ha BepxHi Ta HIXKHI KOJOHTHTYIH BifgBoauTy 1o 1,2 cM. Hymepattis cropiHok
000B’s13K0Ba
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Tema 4. OPOPMJIEHHS OPTAHI3AIIIMHO-
PO3IOPSATYOI JOKYMEHTALIL

1. Knacudikamis opraizamiiHO-po3MOpsAAY0i  JTOKYMEHTAIll 32
(YHKIIOHAIEHOIO 03HAKOIO.

2. CkiamaHHs OpraHi3alliiHOl JOKYMEHTAITi1.

CrItafiaHs po3MopsAa90i TOKYMEHTAITI.

4, CxnamaHHs TOB1IKOBO-iH(QOpMAaIiiHOT JOKYMEHTAITI.

w

1. Knacudikauis opranizaniiHo-po3nopsauoi
AOKYMeHTAalii 32 QyHKIIOHAJIBbHOI0 03HAKOI0

3a (pyHKIIOHATHHOIO 03HAKOIO BCIO OPTaHi3aliiHO-PO3IOPIITY
nokymenTaiito (OP/] ) moaiiasroTh Ha Taki TPYIIH:

e opranizamiiiHy (cTaTyT, yYCTAaHOBUWH JIOTOBIp, CTPYyKTypa i
IITATHUN PO3KJIAM, MOJOKEHHs, MOCaJ0Ba IHCTPYKILiS, MMPaBHia).
Ili MOKYMEHTH BHM3HAYaIOTh IIPABOBE IMOJOKEHHS Ta OCHOBHI
3aBJJaHHS YCTAHOB, MIANPHEMCTB Ta iX CTPYKTYPHHMX MiAPO3MLiNIIB i
OKpEMHUX IPaIliBHUKIB;

* posmopsiidy (Haka3, pilIeHHS, BKa3iBKa, posmopsypkeHHs). Lli
JOKYMEHTH CIYTYIOTh $K 3acié mepenmaui pillleHb iHIINM
OpraHizaiisM Ta KOHKPETHAM 0co0am;

* JIOBiIKOBO-iH(OpMAIliiiHy (aKT, MPOTOKOJ, OTJIS, JTUCT, JOTOBITHA
1 TIOSICHIOBAJIbHA 3alMCKH, JIOBIJKA, 3BIT, XapaKTEPUCTHKA TOIIIO)
(puc. 3).

2. CkiagaHHs opraizauiiiHoi 1okyMeHTauil

CratyT — 1me J[JOKYMEHT, SKHM O(OpPMIIOETECS YTBOPEHHS
MiAIPUEMCTBA.

VY craTyTi BH3HAaYa€eThCS CTPYKTypa, (QYHKIII 1 MpaBOBE CTAHOBHUIIEC
YTBOPEHOI Oprasizamii gu mianpuemcrsa. CTaTyT MiINHCYe KEPIBHUK Y 1
3aTBEpPIKY€ BIIACHUK MaiiHa, a MOTiM 000B’I3KOBO
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Tema 4. OhopMIIEHHS OpraHi3aliiiHo-pO3IoPAI40]l JOKYMEHTAIlT

| OPTAHIBALIMHO-PO3MOPSTUA JOKYMEHTALIS |

Opranizaniiina Po3nopsigua JloBinkoBo-indgopmaniiina

----CTartyT —Haxka3s --- Jluer
----IloJ102keHHs —IlocTanoBa --- IIpoToxoJr
—ITocagoBa ---- Pilmenns, BkasiBku, | --- JlomoBigHa
iHCTpyKUis yXBaJu 3anucka
TInanuma
PoznopsigxeHns __HoscHioBaabna

3anmucka
Puc. 3. Knacudikaris opraizamiiHo-po3nopsad0i JOKyMEeHTaITi i

peecTpyeTbcss B opraHax MinicTepcTBa (iHaHCIB  (ITOJaTKOBa
THCTIEKIIisl), MICIISl YOr0 HOBOCTBOPEHA YCTAHOBA MOXKE TIOYHMHATH CBOIO
USIIBHICTb.

TeKcT CTaTyTy CKIIAAETHCS 3 TAKUX PO3ILTIB:

1. 3aranbHi MONOXKEHHS: HA MiICTaBi YOTO CTBOPEHO
MiJIPUEMCTBO, Ha TiICTaBl YOTO JIi€ MiAMIPUEMCTBO, YUM Ke-

PYETHCS MiANPUEMCTBO Y CBOTN AiSITBHOCTI.
Merta i 3aBIaHHS MiAIPUEMCTBA.

OcHoBHI (pyHKIII.

YrpaBiiHHS MiATPHEMCTBOM.

IIpasa.

[Topsnok yTBOpeHHs 1 opraHizaiisi poOoTH.
BianoBigaabHICTD.

30BHINTHBOEKOHOMIYHA JisSIIBHICTD.

Peopranizanis 1 npunuHEHHS OisSUTBHOCTI MiAIIPUEMCTBA.

©ooNoO O~ WN

Tunosuil popmynsp craTyTy MICTHTH y cobi: repd, HaliMeHyBaHHS
BiJOMCTBA, MiAIPHEMCTBA, IpU( 3aTBEPIKCHHS, Ha3By BHUAY NOKYMCHTA,
JaTy i MicIie BUIaHHSI, 3ar0JI0OBOK JI0 TEKCTY, TEKCT, MiANUC, BIAMITKY PO
MOTOPKEHHSL.
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JL.L Ckioiyska JIJIOBOJACTBO

Iloy10:KeHHSI — T1I¢ JOKYMEHT — MPaBOBHH aKT, IO BH3HAYAE
(permamMeHTy€e) OCHOBHI TpaBWJIa OpraHizamii Ta IisSUTbHOCTI JepKaBHHUX
OpraHiB, CTPYKTYPHHUX ITiJJPO3/ILTIB OpraHy, a TAKOK YCTAaHOB, OpTaHi3alii i
mignpuemMcts  (imiii), mo M mANOPAAKOBYIOThCH, ab0o OKpeMHux
MIAIPUEMCTB Ta OpraHi3alliif, a TaKOX KOMICIH Ta OKpeMHX CITY>KOOBHX
0ci0 (TOJIOXKEHHS MPO EKCIIEPTHY KOMICIK0); IMiIIMUCYEThCS KEPIBHUKOM
OpraHizallii i 3aTBEPUKYETCS BUIIIUM OPTaHOM.

3mict, GopMyIIAp TOJIOKEHHS, TTOPSIOK O(OPMIICHHS, TIOTO/HKEHHS 1
3aTBEpKEHHSI TaKi caMi K 1 B CTaTyTi.

Pexsizutn:

* rep0, Ha3Ba BIIOMCTBA, OpraHi3allii, CTpyKTypHOT'O TiAPO3IiIy;

* rpud 3aTBEpIKCHHS,

* Ha3Ba BHUIY JIOKYMCHTA, TOJIOKCHHS,

*  MICIIC BUIaHHS,

* JaTa;

* IHJIEKC;

* 3aroJIOBOK JI0 TEKCTY;

*  TEKCT;

*  MAMHNC;

*  BIIMITKa PO MOTOJKESHHSI.

IHCTpYKIisi — TpaBOBHH akT, SKHUH CTBOPIOEThCS OpraHaMH

JIEpKABHOTO YIPaBIiHHS a00 KePIBHUIITBOM OpraHi3ailii JJi BCTAHOBJICHHS
MpaBwJI, IO PETYJIOIOTH OpraHi3alliiiHi, HAyKOBO- TE€XHIYHI, TEXHOJIOTIYHI,
(iHaHCOBI Ta iHIII CHEIiabHI CTOPOHH IiSUIBHOCTI Ta BiAHOCHH YCTAHOB,
3aKJIAJIIB, MiIPUEMCTB, CITY>KOOBHX 0OCI0:

* II0CajoOBa;

* 3 TEXHIKH OE3IEKH;

* 3 eKCIUIyaTallii pi3Horo o0JalHaHHS Ta 1H.

[HCTpyKIiST 3aTBEPKYETHCS BHIMUMH OpraHaMH a00 KepiBHHKaMH
opraHizamii (4u X HaKa30M i3 3a3HaYCHHSIM HOMepa Ta JaTh BuuaHHs). Ha
IHCTPYKIIT MoXke OyTH BiAMITKa PO Te, IO BOHA € IOJATKOM IO
PO3MOPSAYOro JOKyMeHTa. [Ipu 3aTBepKeHHI IHCTPYKIIi pO3IMOPSIIUM
JOKYMEHTOM y HBOMY BCTAHOBIIIOETHCS TEPMIiH BBEIEHHS I1HCTPYKIii,
3a3HAYarOThLCS BiAMOBIIAIbHI BUKOHABIII.

PekBi3uTH iHCTPYKITIT:

* Ha3Ba BHUIY JAOKyMEHTa (IHCTPYKILis);
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Tema 4. OhopMIIEHHS OpraHi3aliiiHo-pO3IoPAI40]l JOKYMEHTAIlT
* rpu 3aTBEPHKEHHSI,
*  3aroJIOBOK (CFOJIM 1HOJII BXOJUThH Ha3Ba JOKYMEHTA);
* HaliMEHYBaHHS BiJIOMCTBA;
* HaliMEHYBaHHS IiANPUEMCTBA;
* HaliMEHYBaHHS CTPYKTYPHOTO IiIPO3/IiTY;
e JaTa i MiCIiE BUAAHHS,

e iHIEKC;
* TEKCT;
*  IIJIHNC;

*  BUJIU MOTOIKCHHS.

TexcT BUKIAJAa€ThC Yy BKa3iBHOMY-HaKa3oBOMY CTwii i3 ¢op-
MYJIOBaHHSAMHU TUIY “TIOBHHEH”, “ciif’, “HE0OXigHO”, “He J03BOJICHO’.
TexcT nOKyMEeHTa Mae OyTH CTHUCIHA, TOYHHHA, 3pO3yMIJTHM, OCKIJIBKH BiH
MPU3HAYCHUH IS MOCTIHHOTO KOPUCTYBaHHS. 3MICT BHKIIAIA€THCS Bif 2-1,
3-i ocobwu, pinmre — y 6e30co00Bii hopmi.

I1InpoKko BUKOPHUCTOBYIOTHCS MOCAZOBI IHCTPYKIIT — II€ JIOKYMEHTH,
0 BHW3HAYAIOTh OpPTraHi3allifHO-PAaBOBE CTAHOBUINE TMpalliBHUKA B
CTPYKTYPHOMY MiAPO3AL, SIKUi 3a0e3rmeuye YMOBH Ul HOTO e(peKTHBHOT
Tpati.

IlocagoBa iHCTPYKIIsI — JIOKYMEHT, 1[0 BH3HAYa€ OpraHi3alliiHO-
MIPaBOBE CTAHOBUILE MPAIiBHUKA y CTPYKTYpPHOMY Mipo3aiii i 3abe3neuye
YMOBH Ui Horo eeKTHBHOI mparii. TeKCT MmocamxoBoi iHCTPYKIIl MiCTHTh
PO3LTH: 3arajibHa YacTuHa, QyHKIIii, 000B’sI3KH, paBa, B3a€EMOB1IHOCHHH,
BiJINOBiJAJIbHICTH MpAaIliBHHUKA, OLlIHKA MPAaIliBHUKA.

[HCTpyKIifFO 3aTBEpIKYyE KEPIBHUK YCTAHOBH a00 CTPYKTYpPHOTO
MAPO3ALTY.

[HCTPYKTHBHUE XapaKTep MalOTh TaKOX MPAaBOBI aKTH, K “NpaBuia’,
“pekoMeHaaii’, “MeTOAMYHI BKa3iBKH~ Ta IHIN JOKYMEHTH, SKi MAarOTh
OJTHAKOBY TIPAaBOBY MPUPOJY.

IlpaBmia — ciryx00Bi JOKyMEHTH OpPTaHi3alifHOTO XapakTepy, B
SAKUX BUKJIAAAKOTHCA HACTaAHOBU a6o BUMOTI'Y, IO PCIIIaMCHTYIOThH MEBHUHI
MOPSZIOK OY/Ib-SIKHX JIii, TOBEIHKH.

I'pynu:

1. IIpaBuna BHYTPILIHBOTO TPYJOBOTO PO3MOPSIKY.

2. ITpaBwmiia MiATOTOBKYM TOKYMEHTAIIIT /TS 3/JaBaHHS JIO apXiBYy.

3. IIpaBuna ekcrnyaTarii... 1 T. iH.

3a ¢popMoro Ta 3MICTOM TpaBWia MOMIOHI MO IHCTPYKIIH, iHOMI € X
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JLL Ckioiyoka JIJIOBOJCTBO
CKJIAJIOBOO YaCTHHOIO.
PekBi3uTu npaBui:
*  rpud 3aTBEpIIKCHHS;
* Ha3Ba BHJY JOKyMeHTa (paBUIIa);
*  3aroJIOBOK (CTHCJIVMIA BUKJIAI IPU3HAUCHHS IIPABHII);
e J1aTa i HOMeEp;
*  TEKCT;
*  miamuc ocoOu, IO BIAMOBIAAE 3a CKIIaJaHHs TPABHJL.

3. Cri1ajaHHs po3nOpPsiA4Y0i JOKYMeHTAaIil

Haka3 — npaBoBUii akT, SKWid BUIAETHCS KEPIBHUKOM ITiIIIPUEMCTBA,
OpraHizaiii.

3a 3MicTOM HakasW MOAUIIOTH HA HAaKa3W 3 3arajbHUX MUTaHb Ta 3a
0COOOBHM CKJIQJIOM.

IIpoekT Haka3y roTye NMEBHUM CTPYKTYpHHH migpo3ain abo okpeMa
ocazoBa oco0a 3a JOPyYCHHSAM KepiBHHKA.

Mii mocamoBoi ocoOw, sika TOTYE MPOEKT HAKa3Y:

1) BuBuae cyTh MUTaHHS, 30Mpae HEOOXiAHI BiIOMOCTI;

2) 3BEpTAETHCH J0 KapTOTEKH HakasiB, 1100 MEpersiHyTH BCi HAKa3H,
sIKi OyJIM BHJIaH1 3 IIbOTO MIMTAHHS 3 METOK0 YHUKHEHHS B HUX TyOJIFOBaHHS
Ta IPOTHPIY;

3) TroTye TpPOEKT Hakasy, SKHHA [OTOMKYETbCA 3  ycima
3aIliKaBJICHUMH T1IPO3JILTaMHU Ta CIy>kKO00BHUMH ocobamu. Bizn 30uparoThes
Ha TepuoMy ek3eMIuisipi. Jlo mpoeKkTy Haka3zy MOKHA TOJATH JTOKYMEHTH,
sIKi OOTPYHTOBYIOTh HOTO JOIIIBHICTE;

4) opraui3ye mianucaHHsA KEPIBHUKOM.

Haxka3 oopmittoeTbest Ha OIaHKy MiAIPUEMCTBA, MA€ TaKi
PEKBI3UTH :

* repb aepkaBu (AT JEP>KaBHOTO MiAIPHEMCTBA);

* HaiiMeHyBaHHS MiHiCTEpCTBa (JUIA ACP>KABHOTO MiANIPUEMCTBA);

* HallMEHYBaHHS MiAIIPHUEMCTBA,;

* Ha3BY BUJY JOKYMEHTa — HaKa3;

° Jaty;

* HOMEp — HyMepalig BiIOyBaeTbCs 3 CIYHS HO TPYACHb (BEIYThH

OKpEMO BiJl HaKa3iB 3 0COOMCTOTO CKIIANY);
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e MicIle BUJIAHHS;
¢ 3aroJIOBOK 0 TCKCTY,

*  TEKCT;
*  MANHC;
*  [EYaTKy;

*  BIIMITKH PO MOTOJKCHHS.

IIpoekt Hakazy npu HEOOXITHOCTI y3TOKYIOTh IUISXOM Bi3yBaHHS 3
3aIliKaBJICHUMH TIAPO3IiJaMH, IOPUCKOHCYJIBTOM Ta TOCAIOBUMHU
oco0aMH, SKHX BIH CTOCYEThCS, ajlé B YCIX BWITaIKaxX BI3YIOTh
BHKOHABEIlb 1 MEHEIDKEP CTPYKTYPHOTO IMiAPO3/ILTy, IKUH BHOCHTH
MIPOEKT Haka3y abo roTye Horo.

3 IOPUCKOHCYIBTOM Y3TO/UKYIOTh IIPOSKTH HAKA3IB 3 TAKAX MTUTAHB:

1) HeoOXiAHICTh BUIAHHS HAKa3y 3 JTAHOTO IUTAHHS,

2) BIANOBIAHICTH MPOEKTY HAKa3y 3aKOHOJABYMM Ta HOPMATHBHUM
aKTaM ypsaay YKpaiHu, HOpMaM, IMOJIOXKCHHSIM, IHCTPYKINSAM JepKaBHUX
OpTaHiB yNpaBJIiHHS;

3) noriunicth MOOYIOBH TEKCTY, BIAMOBIAHICTH peAaKiii, JiTKiCTh
(opMynTIOBaHb Ta BIANOBIAHICTE OKpeMHUX (OPMYIIOBaHb CHELiATEHUM
BuMoram (Bumoram K3nll, cyny, mpokypaTypu, opraHiB OXOpOHM Hpari,
COIIIaJIbHOTO 3aXUCTY, OXOPOHU 370POB'Sl, MOXKEKHOI OE3MEKH TOIIIO).

Hakaz mae He TiIBKM aIMiHICTPATHMBHO-TIPAaBOBE 3HAUCHHA, a M
BUXOBHE, TOMYy H0ro (opMymioBaHHS MOBMHHI Bi3HAYaTHUCh BUKIIIOYHO
TOYHICTIO Ta BUCOKOIO KyJITYPOIO BUKJIQJaHHSI.

3aBi30BaHMIl IPOEKT HaKa3y NMEPEAAlOTh KEPIBHUKOBI, IKUIl BHOCHTB y
HBOT'O 3MiHHM Ta JIOTIOBHEHHS, MiAMUCYE HaKa3 i MPOCTABIISE ATY.

BukoHaBelp, 10 TOTYe MNPOEKT HaKaly, BH3HAYAE IIPO3IUIH 1
MOCAZOBUX OCiO, SIKUM TOBMHEH HAmpaBiATH Haka3. CHECOK anpecariB
MOKHa APYKYBAaTH Ha 3BOPOTHIM CTOPOHI OCTAaHHBOTO JINCTAa Hakazy abo
TIPUKJIACTH Y BUIJISIJII CAMOCTIHHOTO JIOKYMEHTY.

Haka3 Bcrymae B cuily 3 4acy WOTO IMiIIHMCAHHS, SKIIO iHINI CTPOKH
CIeLiaIbHO He 00TOBOPEHI B HHOMY.

3 HaKa30M MOBUHHI OyTH O3HailoMJIeH] BCi Ha3BaHi B HhOMY OCOOH, SIKi
PO3MUCYIOTHCS Ha OMHOMY 3 MPHUMIPHHKIB Haka3dy a0o Ha CIelialbHOMY
Onanky. I[HKONMM Haka3Ww MOBOJATHCS IO BiJIOMY BCiX MpAaIliBHHUKIB 1
BHBIIIYIOTHCS IS O3HAHOMIICHHS 3 X 3MICTOM.

Haka3u i3 3araJpHUX MWTaHb 1 MO0 OCOOOBOTO CKJIAaay MarTh
OKpeMy CaMOCTIiHy HyMepallifo, SKa T[OYMHAETbCA 3 TMOYaTKy Ka-
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JIEHJApPHOTO POKY.

Haxka3 noBUHEH MaTH 3aroJ0BOK, SIKUI BifmoBifae Ha 3anuTanHs “TIpo
mo?”, Hampukiang “IIpo MiATOTOBKY MarTepialnbHO- TEXHIYHOI 6a3u
oprasizauii 10 po6oTtu B 3uMoBuit nepion”’, “Ilpo 3miny rpadika podbotu” i
T.1H.

Hakasu 3 nuTaHb OCHOBHO{ JisNIbHOCTI BUAAIOTHCA HA BUKOHAHHS:

1) BKa3iBOK BHIIMX OPraHiB yIPaBIiHHS;

2) 3a iHiOIaTMBOIO KEpIBHHKA Opramizaimii sK BHpOOHHWYA He-
00XI1IHICTB;

3) 3a IHIIATHBOI CTPYKTYPHHX MAPO3MiLTIB opramizamii (He-
0OXI1THICTh BUJIAHHS HAKa3y MICTUTBLCS B JOTIOBIIHIN 3aITHCIII).

VY Hakazax, SKi BHIAIOTHCS HA INJICTaBl PO3MOPSAYNX JTOKYMEHTIB
BUIIMX OPTaHiB, JOBOJAUTHCA A0 BiOMY MIETIMX MiAPO3/iTB BKa3iBKU
BUIIMX OpraHiB, KOHKPETH3YEThCS IX BHKOHAHHS B YMOBaxX MIisUIbHOCTI
OpraHisailii, BU3HA4al0ThCsl BUKOHABIIl, METOAM 1 CTPOKH BUKOHAHHS.

TekcT HaKa3y 3 OCHOBHOI IiSUIBHOCTI CKIIAQJA€ThCS 3 JBOX YACTHH:
KOHCTATYIO401 i PO3MOpaa4oi. Y MHeplriid BUKIAJaI0ThCA Ta aHANI3YIOTHCS
(akTH, 1O CTalu OPUYMHOK BUIAHHA Hakazy. SIKIIO TMiACTaBOW J0
BHJIAHHsSI HakKa3dy € pO3MOpSAYUil JOKYMEHT BHINOI OpraHizamii, TO B
KOHCTATYIOUild YacCTHHI BKa3ylOTh Ha3By, HOMeEp, JIaTy 1 3aroJIoBOK 10
TEKCTY PO3MOPSITIOTO TOKYMEHTA, a TAKOXK MEePelaloTh 3MICT TOTO PO3ILTY
JIOKYMEHTa BHIIOI opraHizaiii, sknii OyB MiJCTaBOIO JUIsl BHUJAHHS IIHOTO
HaKas3y.

KoHcraryroua wyacthHa Moxke OyTH BIJICYTHS, SKIIO [ii, 3ampo-
MIOHOBAaHI U1 BUKOHAHHS, HE MOTPEOYIOTh HISKUX MOSCHEHb. Y HaKasax,
MPUCBSYCHUX PI3HOIUIAHOBUM IHUTAHHSIM, KOHCTATYIOUOi YaCTHHH, TEX
MOJKe He OyTH. Y IIbOMY BHIIJIKy TEKCT HaKa3y CKJIaJIa€ThCs 3 aparpadis.

Posnopsoua wacThHA Haka3y BUKIAIA€ThCS B HAKA30BOMY IUIAHI Ta
nounHaeThes cioBoM HAKA3VIO, sike npyKyeThesl BETUKUMH JIiITEpaMH Ha
OKPEMOMY PSKY.

Kommnosunis Hakasy Mae OyTu diTka, (HOpMyNIOBAHHS KaTETOPUUYHUMH,
HE JIOMYCKATH PI3HUX TIIyMaueHb, KOXKHHUHA 3aXijl OYHMHAETHCS OKPEMHM
IIyHKTOM, SIKHH HyMEpYyeThCs apaOChKUMHU Hu(pamMu. Y KOXXKHOMY ITYHKTI
MepPepaxoBYIOTLCS 3aMPONOHOBaHI JIii, BKa3yIOThCS BUKOHABII KOXHOT [ii
Ta CTPOKM BHKOHAaHHS (KOMy, IO 3pOOWTH, B sKiii TepMiH). Skimo
JOpPYYCHHS BUKOHABIIO NA€THCS TOCTIMHE, TO TEPMiH BUKOHAHHS B HaKa3i
MOJke OyTH BiJCYTHIM. 3ampoIrOHOBaHi JIJIsl BUKOHAHHSI il HA3MBAIOTHCS B
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indiniTuBHIA Qopmi (3apaxyBarH, miArorysatu). i HamaHHS YiTKOCTI
TEKCTOBI Haka3y 31 3HAYHOKO KiJIBKICTIO IYHKTIB HOTO pO3MOPSIAYy YaCTUHY
JIOIIJIFHO MOaBaTH y GopMi TabIuIli. 3aCBiAUY€ETHCS PONOPIIA YACTHHA
Haka3y BKa3iBKOIO OpraHy abo 0ocoOW, Ha SKHX IOKJIaJIeHO KOHTPOIb 3a
BHKOHAaHH;IM Hakasy.

IIpu miaroToBIi HaKa3y CiiJ BpaXxOBYBATH, IO iX MOXYTh 3a4UTYBaTH
mepex  KOJEKTUBOM, a HEBUIpaBAaHe 0araTociiB’s  yCKIIAIHIOE
CIpUiiMaHH Ha CIIyX.

Haxa3 mae He TiIbKHM po3nopsinye, aje i BUXOBHe 3HAYEHHS.
Tomy MoBa Haka3dy MOBMHHA BiI3HadaTHCA 0COOJHUBOI0 TOYHICTIO
(popMyJ110BaHb | BHCOKOIO KYJIBTYPOIO.

Jlo OCTaTOYHO MiATrOTOBJIEHOTO MPOEKTY IIONPAaBKA MOXXE BHOCHUTH
JUIIE KePIBHUK YCTAHOBH, SIKUH MIAMUCYE HAKa3 Ta CTABUTH JaTy.

Jamoro nakazy € oama iioeo nionucamus kepignuxom. Hymepayis
HAaKa3zie 30IUCHIOEMbCA 3 CIUHS NO 2pyoeHd V medicax poky (Nel, Ne 2 i m.o.).

IIpu HEOOXiMHOCTI OKpeMHM IIYHKTOM Yy KiHIII Haka3zy NepeliuyloTh
pO3MOpsIAYil JOKYMEHTH, SIKi UM HaKa30M BiIMiHSIOTHCS, 3MiHIOIOTHCS a00
JIOTIOBHIOIOTHCS. B OCTaHHBOMY MYHKT1 PO3MOPAI40i YACTUHU BKa3yIHOThCS
oco0Ou, Ha SKHUX IOKJIANAETHCS KOHTPONb 32 BHKOHAHHSIM Hakaszy. Lleit
MYHKT 3aIACYETHCS TaK:

“KoHTponb 32 BUKOHAHHSM HaKa3y MOKIATAETECH Ha ................ (moBHE
HalMEHYBaHHS IMOCAJU 1 MPI3BHIIA Y 3HAXITHOMY BIZIMIHKY).

Haka3u 1010 0CHOBHOI AisUTLHOCTI HYMEPYIOTh OKPEMO BiJ Haka3iB
010 0COO0BOTO CKIIaay (epCOHAY) opraHi3ariii.

Haxka3su 110710 0co60BOT0 CKNNagy MalOTh Y YaCTHHI O(OPMIICHHS JEesKi
BIIMIHHOCTI BiJ] HaKa3iB 3 IIUTaHb OCHOBHOI JisUILHOCTI.

TexcT 3arooBKa TaKoro Hakazy (OPMYIIOETHCS TaK: MPO MPUNHHSITTS
Ha po0OTy, NMpO MEpeBEICHHS Ha IHIIy POOOTYy, MPO 3BUIBHEHHS, NPO
HaJlaHHA BiAMYCTKH, PO HArOPOKEHHS, MPO JAUCUUILIIHAPHE CTATHEHHS
TOIIIO.

Y TakMx Haka3zaX KOHCTAaTyloya 4YacTHHA MOXe OYyTH BiICYTHS.
Posnopsimua yactuHa OOOB'SI3KOBO TOAUIAETBCS Ha TyHKTH (Y pasi
notpebu). KoxkHui MyHKT Haka3ly MOYHHAETHCS MIECTIOBOM, IO O3HAYa€e
Iiro:

MPU3HAYMUTHU, IIEPEBECTH, 3BUIBHUTU, OI'OJIOCUTU
MOJSKY Tomro (MUIIEeThCS BEIUKAMH JTITEPAMH BiJl HYJIbOBOI O3HUIIIT).
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Hwxue, 3 ab3aiy, BETUKUMU JTiTEpaMU MUIIETHCS MPI3BUIIE 1 MATUMU
miTepaMu iM's Ta 1o OaThbKOBI 0COOHW, IIONMO SIKOi BHIAEThCS Hakas, ii
mocaja, CTPYKTYPHHUH MiAPO3aL, KyIH BOHA MIPH3HAYAETHCS 3 MTOCUITaHHIM
Ha BiAMoBiAHI ctaTTi Kogekcy 3akoHiB Mpo npallo YKpaiHu TOIIO.

Buknaz 3mMicTy TakuxX HakasiB IIOBUHEH OYTH YHi(iKOBaHHIM.

JIs MiaroTOoBKM HaKa3iB BUKOPHUCTOBYETHCS OJIAaHK YCTaHOBJICHOTO
3paska. Ha 3BopoTHOMY OOIli OCTAaHHBOTO apKyIia JOKYMEHTa
3a3HAYAETHCS PO3POOHUK JOKYMEHTA i 3 KM HOTO IMOT0/KEHO.

Oco0nuBe 3HAUCHHS HAAETHCSA JOBEACHHIO HaKa3y /10 BUKOHABIIB, a
TaKoX JI0 3alliKaBleHUX ocib, 00 caMe 3 LOr0 MOMEHTY IMOYWHAETHCS
NpakTUYHE BHKOHAHHA Hakady. [lim dYac TMIATOTOBKM  Hakaszy
BCTAHOBIIFOETHCS KOJIO MIAPO3AUIIB, Ky BiH Mae OyTH HalpaBlICHHH, i
BCTaHOBIIOETECS Horo Tupaxk. Cekperap-pedepeHT micis BUIaHHS HaKa3y
OpraHi3oBy€ O3HAHOMJIGHHS CIIBPOOITHHUKIB TIANPUEMCTBA 3 HOTO
3MICTOM: OJIMH €K3eMIUIAp Haka3y 3HAXOJWThCA Ha JIOmI 00’sB, Ha
JIPYTOMY €K3eMIUISIpi, SKHWi ie 0 crpaBH, (IKCYeThCS O3HAHOMIICHHS 3
HAKa30M CIIBPOOITHHKIB, BIAMOBIJAILHUX 32 HOro BUKOHaHHS. BHU3Y abo
Ha 3BOPOTHOMY OOIl CTOpPIHKM CHIBPOOITHHUK THIIE ‘“‘O3HaHOMIICHHI”,
CTaBUTh MIJIMUC 1 AaTy O3HAWOMIIEHHS. Y pa3i HeoOXiMHOCTI MiJNuCcaHui
HaKa3 PO3MHOXKYETHCS CEKpETapeM Ta pO3JA€ThCsl BHKOHABIISAM  JUIS
poboTu.

Ananoziuno eiodysacmovca poboma 3 maKumu ynpasiiHCoKUMU
O00KyMeHmamu, K pitieHHA ma po3nopAOIHCeHHsL.

Po3nopsiizkeHHsT — 1i¢ BAMOra J0 MUUICTIHX YIS BHUPIIICHHS
OKpEeMHX THTaHb. PO3MOpsSmKEHHS BUAAIOTH 3aCTYIIHUKH OHPEKTOpA,
TOJIOBH TPABJIiHHSA, KEPIBHUKH CIYX0 y MeKaX HaJaHHUX 1M MpaB 1 Mo KOy
MUTaHb, SKi 3amucaHi B [lojoXeHHI Tpo JiHIMHI a0 (QYHKIIOHATLHI
MiAPO3AUTH OpraHi3aii.

Hampukiaa, 3acTymHHK JUPEKTOpa OpraHizailii 3 eKOHOMIKH BHIA€E
PO3MOPSIIKEHHS 110 €KOHOMIYHOMY Bifaily, Oyxrantepii, (iHaHCOBOMY
BiJUILITY.

PosnopsikeHHST BUAAETHCS 3 KOHKPETHOTO BUTIAJIKY BiJIXUJICHHS Bij
3aJaHol TporpaMH 1 NOBHHHO 30epiraTé iHTEpecH IHIIMX CIyXO.
PosnopsipkeHHST  BiZIPI3HSAETBCA Bil HAaKazy THM, IO KHOTO MOXHA
OCKap)KUTH B IIEPIIOTO KEPiBHUKA OpraHizaii.

AHAIIOTIYHO HaKa3ly TEKCT PO3MOPSIKCHHS Ma€ KOHCTATYIoUy 1
pO3IOpSAYy YacTHHU. Y KOHCTATyIOUill YacTWHI BKa3zyeTbcs MeTa abo
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MpUYMHA BUAAHHS PO3NOPSKEHHS. Po3mopsiaua yacTMHA MOYMHAETHCS
cnosoM “ITPOIIOHYIO” — mponoHoBaHi Aii. ¥ KOHCTaTyrO4ii 4acTHHI

13

HEOOXiIHO  BUKOPHUCTOBYBAaTH  CTiMiki  (opMyltOoBaHHS  TUIy ‘Y
BiJIIOBITHOCTI”, “y 3B'SI3KY”, “3 METOI”’ TOLIO.

Hampuxnan:

V 36'a3ky 3 3aK0pOOHHUM GIOpAOINCEHHAM 3A8i0YI0H020 BIO0IIOM
mapxemunzy Cipenxo T.1. noxnacmu uxonanws 1io2o 0008'513Ki6 Ha
2ono6no20 cneyianicma Camconoga M.I1. 3 01.08.01 p.

PosmnopsipkeHHsT Ma€e Taki peKBI3UTH:

* HaliMEHYBaHHS CTPYKTYPHOTO ITiIPO3ILTY (SKIO PO3MOPSIHKCHHS

BUJAETHCS HOTO KEPIBHUKOM);

* Ha3Ba BUJY AOKYMEHTA (PO3MOPSIKEHHS);

* narta;

e iHIEKC;

* Micle BU/IaHHS;

* 3aroJIOBOK JI0 TEKCTY;

*  TEKCT;
* IANmuC;
* Bi3W.

Bunasismu  po3mops/KeHHS MOXYTh OYTH Oprasizailii, CTpyKTYpHI
MiApOo3in abo MocaoBi 0COOH.

B ocTraHHROMY TYHKTI PO3MOPSIKEHHS BKAa3YIOTHCS OCOOM, Ha SIKHX
MOKJIAIAETHCST KOHTPOJIb 38 BUKOHAHHSAM PO3MIOPSIIMKCHb.

Y depxkaBHili cinyxO0i po3mOps/KeHHS BUpaoThes KabiHeTom
MisnicTpiB YKpaiHu, IepKaaMiHICTpalisMU Ta BUKOHABYMMHU KOMIiTETaMU
MICIICBOTO CaMOBPSIYBaHHS B MEXaX MPaB, HATAHUX 1M 3aKOHOIABCTBOM.

PimieHHsA npuiiMaroTe MicLeBi OpraHuM JAepXaBHOI BJIagM Ta
yOpaBIiHHA — MicleBl JepikaAMiHICTpalii, MicleBi paau camo-
BpSAAYBaHHS, a TAKOX 1HIII KOJIETiaJIbHI OpraHd — KOJIeTil MIiHICTepCTB i
BIJIOMCTB, HAyKOBO-TEXHIYHI Ta 1HIII pajiy, KOMITETH, ajic B [IMX BHIIaJKaX
pilleHHS HE € CaMOCTIMHHUM PO3MOPSAYMM JOKYMEHTOM, a BXOISTH JIO
CKJIaZy TPOTOKONY 3aciaHHs KoJeriampHOro oprany. [Ipoekt pimeHHs
KOJICTIaIbHOTO OpraHy BIi3ylOTh 0co0a, sKa HOro ckianxa, KepiBHUK
MiAPO3ILTY, IKHH BHOCUTH IPOSKT PIllICHHS, BKa3aHi B POCKTI BUKOHABIII,
FOPUCKOHCYJIBT, & TaKOX I0CajoBi 0COOM, BIAIMOBiTaiIbHI 32 BUKOHAHHS
pileHHs.

TekcT pillleHHs CKIaaeThCsl 3 KOHCTATYI0YOI Ta PO3MOPS 40T YaCTHH.
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Y KOHCTaTyoouiil UaCTUHI BKa3ylOThCS IPUUMHU BUAAHHS 200 I, sIKi
MTOBUHHI OyTH JOCSATHEHHI NIPY HOT0 BUKOHAHHI. SKIIO pillICHHS BHIAETHCS
HAa TiICTaBl PO3MOPSIIOTO TOKYMEHTA BUILIOTO OPraHy, TO B KOHCTATYFOUil
YaCTHHI BKa3yeThCS Ha3Ba, HOMEp, IaTa, 3arOJIOBOK I[bOTO JOKYMEHTa, a
TaKOX HAaBOAMTHCS 3MICT TOTO PO3MAUTY MOKYMEHTA, SIKHH BIAHOCHTBCS IO
JUSUTBHOCTI KOJIETIAIbHOTO OpTaHy, 110 IpUHMaE pillieHHs.

VY posnopsavii yacTHHI BKa3yeThCsl Ha3Ba KOJIETialbHOTO OpraHy abo
BUKOHKOMY IO TpHiiMae pimeHHd, notiM ciaoso “BUPIIINB”
MPONMUCHUMU OyKBaMH Ha OKpPEMOMY DSIKY. SIKIIO € HeoOXimHIiCTh, TO
PO3MOPSAYY YACTUHY PIlICHHS OUIATh Ha TMYHKTH I B KOXHOMY 3 HHUX
BKa3yIOTh BUKOHAaBL (OpraHi3allifo, CTpyKTYpHUI MiApO3AiT 1 mocagoBUX
ocib), nmit0 1 CTpok ii BUKOHAaHHS. Y OCTaHHbOMY IIYHKTI PO3MOPSAYOi
YaCTHHU PIIICHHS BKa3y€eThCs 0CaIa, PI3BHINE Ta iHIIIaIH 0COOH, Ha SKY
MOKJIAIAETHCST KOHTPOJIb 338 BUKOHAHHSM PIIICHHS.

PimenHs mignmucye rojoBa Ta cekpeTap KoJeriaabHOro oprany. BoHu
HE MOXYTh 3MIHIOBATH 3MICT TEKCTy pimeHnHsa. [lix yac pemaryBaHHI
MPUHHATOTO PIMICHHS 3MICT TEKCTy HE TOBHHEH 3MIHIOBATHChH. [laToro
PIICHHS € JaTa HOro MPUUHATTS Ha 3aCiTaHHI KOJIET1alIbHOT'O OpraHy.

Bunmcku 3  pilleHHS KOJETIialbHOTO OpraHy  PO3CHIIAIOTHCS
OpraHizamisMd oco0am, SIKUX Oe3lMOoCepeHbO CTOCYEThCS Te abo iHIe
pillleHHs, Y I'THIECHHUN CTPOK.

IlocranoBa — 1e ¢opMa po3MOPSAUOrO BIUIMBY Ha Xif MO y
Mpolleci yMpaBJIiHHSA KOJeTialbHOTO opraHy. [locTaHOBH BHIAIOTHCA
Ypsimom VYkpaiHu, JepKaBHUMH KOMITETaMH, KOMIT€TaMH, MiCIIEBUMU
JICp)KAaBHUMH ~ aJIMIHICTPAIliIMH, pPaJaMH MICIICBOTO CaMOBPSITyBaHHS,
KOMICIsIMH TOLLO.

IloctaHOoBOIO € TakoX 3aKIIOYHA YacTHHA MPOTOKONY 3aciTaHHs
KOJIETIAILHOTO OpraHy (300piB, MpaBiiHHS, npe3uii Tomo). i mocranoBH
BKJIFOYAIOTHCS JI0 MPOTOKOIY ab0 JOAAOTHCS JIO HHOTO. 3a HEOOXiTHOCTI
MOXYTh O(OPMIISITUCH SIK BUTIUCKH 3 TIPOTOKOITY.

TEeKCT TOCTAaHOBU CKJIAJAEThCA 3 KOHCTATYyHOUOI Ta pPO3MOPSIYOi
YaCTHH.

VY KoHcTaTylo4ii vacTuHi (IKCYIOTBCS MOTHBH IepeadadyyBaHHX
MOCTaHOBOO [Iilf, NA€ThCS MOCUIIAHHS HAa PO3MOPSAAYMA JOKYMEHT BHILOTO
OpraHy ynpaBJliHHsI — SIK OCHOBA JUIsl BUAaHHS TIOCTAHOBH.

Po3nopsigya yacTuHa MOYMHAETHCSA 3 HAWMEHYBAHHS KOJIETiaIbHOTO
oprany i cioa “TIOCTAHOBIJIAE”, sike MUIIETHCS BEITUKUMU JTITEPAMHU.
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HacTtynHuiil TekcT BUKIanaeTbes y BIaAHIA Haka3oBid ¢opmi (komy, 10 1
KOJIM POOHTH).

JlaToro mocTaHOBH € AaTa 3aciJaHHs KOJETiaIbHOTO OpraHy, Ha SKOMY
BOHA IIPUMHSITA.

[TignucyroTh MOCTAHOBY T'OJIOBA Ta CEKpETap KOJIETiadbHOTO OpraHy
Ha CIiemiajJbHUX OJIaHKax opraHizariii.

PekBi3uTH MOCTaHOBH:

* HaiiMeHyBaHHs Buay nokyMmeHTa (IloctaHoBa);

* JaTa;

e iHJEKC;

*  Miclle BUJAHHS;

*  3aroJIOBOK;

*  TEKCT;
*  MANHCH;

e Bi3m;

*  Tpud y3roKEeHHS.

Bka3iBKH — po3nopsaunii TOKYMEHT, SKHH TOTYIOTh MIHICTPH,

KEepiBHUKH 00’€THAHb, OpraHi3alliii, ycTaHoB. Bka3iBKH — INpaBOBUU aKT
KEPIBHUKIB €IMHOHAYAJIFHUX OPTaHiB ACP)KaBHOTO YIPABIIiHHS IIEPEBAKHO
1H(pOPMAIlIIHO-METOINYHOTO XapakTepy, IOB’SI3aHUI 13 BHUKOHAHHIM
HaKa3iB, IHCTPYKIIiH Ta IHIIMX aKTiB BUIUX OPTaHiB YIPaBIiHHS.

Bkaziexu euodaiomv npu oopmaenni 6iopsaodicensv, piuieHs
HOMOYHUX OP2AHI3AUITIHUX HUMAHb, A MAKOMC 0713 008E0CHHA 00
GUKOHABYIE HOPMAMUBHUX MAMEPIANi8.

PekgizuTu:

*  Ha3Ba BIJIOMCTBa, 3aKJIaJly Ta CTPYKTYPHOTO IMipO3Iiy;
* Ha3Ba BUJY JOKyMeHTa (BKa3iBKH);

e JaTa 1 MiCIle BUIAHHSI;

e IHJEKC;

*  3aroJOBOK, IIIITNC;

*  BiJMITKa PO y3TOKEHHS;

*  TEKCT.
YxBajga— mpaBOBHHM akT, M0 NPUHAMAETHCS MICLEBUMHU paJaMH,
JiepKaAMIHICTpaIlisaMHU, BUKOHABUUMU KOMITETaMH. YxBainoro

0 OPMITIOIOTH TAaKOX PE3YJIbTATH MiSTILHOCTI 1HIINX KOJIETiaIbHUX OpraHiB
— KOJIETill MiHICTEPCTB Ta BiJJOMCTB, HAYKOBHX PaJI TOIIIO.
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B yxeani 3aznauaromeca mepumopisa, Kono ocio, Ha AKi 6oHa
nowuprOEMbCA, KOHKDEmHI Rnocadosi o0codu, yYcmanoeu, w0
30008’°a3aHi KOHMpPOI06amMU 6UKOHAHHA OOKyMeHmd. 3 yXeajor
O03HATIOMIIOIOMb HACETIEHHA uepe3 3acoou macoeoi ingpopmauii.

PexBizuTu yxBanu:

* T'ep6 Ykpainuy;

* HAa3Ba BUIIOI YCTAaHOBHY,

* 3a3Ha4YeHHs MICII BUIAHHS;

* Ha3Ba BHIy JOKyMeHTa (yXBaJia);

* nata abo jara i Homep;

*  3arojioBOK;

* TEKCT yXBallH;

* MIJMUCH FOJIOBU Ta CEKpeTaps Nep>KaJMiHICTpallii YM iHIIO0T BUIIOT
YCTaHOBH;

e IIeYaTKa.

4. CkinagaHHs 10BiAKoBo-iH(popMmaniliHol JoKyMeHTaLil

IIpOTOKOJ — MOKYMEHT, sIKuil (ikCye NOCHITOBHHH Xix 00ro-
BOPCHHS NHTaHb Ta NPUIHATTS pilleHb Ha 300pax, Hapagax, KOH-
(depeHLisax Ta 3acifaHHAX KoJeriagpbHux opraHiB (puc. 4). IIporokon
TaKoXK € JIOKYMEHTOM, SIKMi CKJIaJeHHuH OQiliifHOI0 0co0ow s
3aCBIAUCHHS SIKOTOCh (DakTy (IPOTOKOJ iHCIIEKTOpa MOXKEXKHOI OXOPOHH,
CaHITapHOTO 1HCMEKTOpa TOIIO). 32 CBOIM 3MICTOM BOHM HAOIMKAIOTHCS
JI0 aKTiB; YacTKa iX HEBEIHKA.

IIpoTokonu (BIKCYIOTh TMOCTIIOBHHHA TPOIEC POOOTH Ta MPUAHATTS
pilieHHA. Y MOBHMX Ta CTEHOTpadigYHUX MPOTOKOJIAX MTOBHHEH OyTH 3MiCT
YCIX BHCTYIIB 3 KOXKHOTO MTUTAHHS HOPSIAKY AEHHOTO.

IIporokonu BeayTh:

*  TOcaJoBi 0cOONM — cekpeTapi, Ti0BOIU, CTeHOrpadicTH;

* ocobu, BHOpaHi Ha 3acizaHHi, — ceKkpeTapi, CeKpeTapiaTH.

[IpoTokonyM cKIagaroTh Ha MiACTaBl PYKONHCHHX, CTCHOTpadidHUX,
MAarHiTO(OHHHX 3aMKUCiB, MPOBEACHUX I/ 9ac 3aciJaHH.
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IlpoTokon
Hocriitnnx Kovweria IkHHX Opranig Tusmvaconx oprauin
(KOLIeITHL KOMTTE 1T TR L NP SH R, {wordrepenng . sGopie,
KOMICI ) HAPLL KOMICIA )

i '
# ' l

Kopomei  pivevions
HOPEICK JIGHHHEA.
HPESBAINEG J10NOBEL B 1a
BHCTVHAKOUHX, HPHAN
pimenns

Hoenti (nrceyionn,
KPHA IMTAEL T2 Pillci.
KOPOTKL WAIHCH
BUCTVIIE JONOBILANIE
TA VHACEHHEKIR

Cmenocpadhitii
pigerons geek xin
JACTANNA SOCTIRIG

Puc. 4. Knacudikariis mpoToKoiB

Y OpOTOKOII BHUCBITIIOIOTHCS BCi AYMKM, sKi OyiIM BHCIOBIEHI B
mporieci 0OrOBOPEHHS, TOYKW 30pYy Ta 3asiBH, a TaKOX YCI NPHHHATTI
PpIlIICHHS.

Y KOMepHiiHUX OpraHizamisx CKJIaJaloThCs IPOTOKOJIM 3aciTaHb
MIPaBIIiHHS AKIIOHEPHUX TOBAPHCTB, paad JTUPEKTOPIB (3aCHOBHHKIB),
MIPOTOKOJIM 3araJIbHUX 300piB aKI[IOHEPIB TOIIO.

IIpoBeneHHr0 3acimaHHsS  OyIOb-sIKOTO PIBHA Mae TepeayBaTH
miaroroBya pobota. I1lo60 0OroBOpeHHsS He NPOXOAWIO MapHO, s
YUYaCHHUKIB 3aCiZJaHHS TOTYETHCS Ta po3JaeThes iH(popMmaniiHuii MaTepian 3
MUTaHb, SIKI BKJIIOYEHO 10 MOPSAKY JeHHoro. [IpoTokon Beme cekperap
3acimaHHs, 300piB, SKMIl KOHcHekTye (cTeHorpadye abo 3ammcye Ha
JTUKTO(OH BUCTYIH YIACHUKIB).

Ho dbopmynsipa mpoOTOKOITY BXOISATH TaKl PEKBI3UTH:

1) wHaliMeHyBaHHS BiZIOMCTBa, HAWMEHYBAHHS ITiIIPHEMCTBA;

2) Ha3Ba BHY JOKyMeHTa ( IPOTOKOI), HOro HOMEP;

3) 3aroioBOK, 10 CKIaay SKOTO BXOIUTh HAaWMEHYBaHHS KO-
JIETIAIFHOTO OpraHy 3aciiaHHs, HapaIy;

4) nara npoBECHHS 3aCiTaHHS;

5) wMicre 3acigaHus;

6) cKiTax MPUCYTHIX;
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7) BKa3ziBKa roJIOBH, CEKpeTapsi, WICHIB MPe3uii;

8) mopAmOK IEHHHH, TEKCT.

SIKIo MPOTOKONW THUIIYTh y CIEHialbHIM KHU31, TO IOBHA Ha3Ba
MIANPUEMCTBA 1 MiClle CKIAJaHHA MICTATBCS Ha TMEpIIiid CTOPIHII
OOKJTIaJIMHKH. 32 MOBHOTOI BUCBITIIEHHS MMPOTOKOJIM MOXYTh OYTH TIOBHI 1
ckopoueHi. OQopmIIeHHS MMOBHOTO IMPOTOKOIY Ma€e ocoOmmuBocTi. Ilicis
JIBOKpAIKH, 3 ad3ally MUIIYThCs MPi3BUILA Ta iHILIaIH MPOMOBIIB, a yepes3
THpe — KOPOTKUI BHKIaA iX TeKcTy. SIKmio micis BHCTYmy abo B XOni
0OTrOBOpEHHS CTAaBWJINCh 3allUTaHHS, BOHM NOBUHHI OyTH 3adikcoBaHi B
MPOTOKOTI Pa3oM 3 BIANOBIAIMU. 3alKCH BUKOHYIOTBCSI B KOPOTKii,
nakoHi4HiN ¢opmi. Ilig yac BUOOPIB y MPOTOKOIAX BKAa3yIOTh Pe3yIbTaTH
rosiocyBaHHs. CKOpOYEHI NPOTOKOIM CKIAJal0Th B THX BHIIAJIKaX, KOJU
TEKCTH JIOTIOBiIel Ta BHUCTYIIIB TOTOBI 1 OyayTh JOJaHi A0 MPOTOKOIy. B
YCIX THIIMX BUITAKaX MPOTOKOJIM IOBHHHI OYTH MTOBHUMH.

TeKCT MPOTOKOIY CKIIAIAEThCS 31 BCTYITHOI Ta OCHOBHOT YaCTHH.

VY BerymHil yactuHi micis cioa “TIpucyTHI” BKa3yIOThCS MPi3BUINA
BCiX TIPHCYTHIX Ha 3acCiJJaHHI WICHIB KOJIETiaJIbHOTO Oprany a0o
MPAIiBHHUKIB, a TAKOXK 3aMPONICHUX 0Ci0. SAKII0 iX KUIbKicTh OutbIa 15, 1o
MPOTOKOJIY TPUKIAAAETHCS CIIMCOK IPUCYTHIX. Y IbOMY BHUIAAKY Yy
BCTYIHIN YaCTHHI MPOTOKOJY BKA3YEThCS TUIBKH iX 3arajbHa KiIBKICTb.
[Ipi3Buia ydacHMKIB 3acilaHHA PO3MIIIYIOTH B ai(aBiTHOMY MOPAIKY
(OKpeMO — WICHH KOJIETiaIbHOTO OpraHy, oKpeMo — 3ampoiieHi). [licus
MPi3BHUIIIA 3aMpolIeHo0i 0coOu BKa3yloTh Ha3BY OpraHisallii, sSIKy BiH mpe-
CTaBJIs€e, Miciie poboTH 1 mocaja. Ha Garatomoqaux 300pax Ta 3aciJaHHAX
BKa3ylOTh TUIBKH KUTbKICTh IPUCYTHIX (MpUCYTHIX — 90 0ci0).

ITicns BUOOPIB rojoBH Ta ceKpeTaps (SKIIO 1€ MMOTPIOHO) BKA3YIOTh 1X
MPI3BHUIIIA Ta 1HIIIAJH.

Ilicns 1mporo HIKYE PO3MINIYIOTh TMOPSAAOK JACHHUH 3acimaHHS
(epetik MUTaHb, SKi TpeOa PO3TITHYTH).

[IuTaHHs B MOPSAAKY ICHHOMY pO3MINIYIOTH 3a iX BaXKIIUBICTIO,
CKJIQJIHICTIO 1 YacoM o0OroBopeHHs. IIpocTi THTaHHSA PO3TISIAIOTHCS
octaHHiMU. KOXeH MyHKT MOPSAKY JICHHOTO HYMEpPYEThCS, 3alIMUCYEThCS 3
HOBOTO psAnKa i BixmoBimae Ha mutaHHsS ‘“npo mo”™? (“Ilpo mizcymkn

OCHOBHa YacCTHHA TPOTOKONY CKJIAJAEThCS 3 PO3JUTIB BiIMOBITHUX
MYHKTIB TOPSAKY JEHHOTO. TEKCT KOXKHOTO PO3AUTYy PO3MINIYEThCS 3a
CXEMOIO:
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CIIYXAJIU:

BUCTVYIIUIIU:

INOCTAHOBUJIU (BUPILLWIIN).

OcobnuBa yBara HaJaeTbhcs 3alUCy BHUCTYIIB OCi0, SKi MalOTh CBOHO
0COONMMBY JYMKY IIOAO 3MICTy OCHOBHOI nomoBigi. He 000B's13k0BO
3alUCcyBaTd MPOMOBY jochiBHO. Kpamie Hamucatd, Hpo IO T'OBOPHB
BUCTYNAIOYUU.

ITutanHs 10 JOTOBiNAYIB 1 BUCTYIAIOYHMX 3aITHCYETHCS B TaKii Gopmi,
SIK BOHU OYIIH C(OPMYITbOBaHI.

Cnoo “TIOCTAHOBWJIN” (BUPIIIWJIN) numeTscsi BETHKHUMH
JITepaMyu HIXKYE 3 HOBOTO a03aIry.

PimenHs, SIKII0 BOHO MICTUTh Pi3HI MHWTaHHS, Tpeba TPYyNyBaTH Ha
MYHKTH HOMEpaMHu apabcbkumu nudppamu. KokeH MyHKT MOYMHAIOTH 3
HOBOTO ab3airy.

SIKIIO pIllIeHHSIM 3aTBEPIDKYEThCS SIKHI-HEOYIb JOKYMEHT, TO BiH
JIO/IAETHCA JI0 IPOTOKOIY.

JlaToro TPOTOKOJIy € Jara MpOBENCHHS 3aciaHHs KOJETiallbHOTO
oprany (300piB, Hapaau), a SKIIO BOHO MPOXOJUTH JEKiJbKa IHIB, TO
BKa3YIOTBCS TaTH MOYATKY i 3aKiHICHHS Yepe3 PHUCKY.

IIporokonmu CHUTBHUX 3aciiaHb MalwTh JIpOOOBHUH HOMEp 3
BIJIMOBITHUMH HOMEpaMH MPOTOKOJIB PI3HUX OPraHiB, sKi Opajd B HHOMY
y4acTh. [IpOoTOKOI MiAMUCYIOTH TOJIOBH 1 CeKpeTap 300piB ab0 3aciaHHs.

Jlo IpOTOKOITYy TOAI0ThCA HEOOXIHI MaTepiajn: JOIOBI/I, JOBIIKH Ta

iH.

Pimenns, sxki mpuiHATI Ha 3acilaHHi, JOBOAATHCA IO MpalliBHUKIB
opraHizamii (BUKOHABI[B) y BHUIJIAMAI KOIMii CAMOTO NMPOTOKONIY ab0 BUTATY
MOCTAHOBUOi YACTMHH 3 HBOro, abo y BUIILAI IHIIMX PO3MOPSIIUUX
JIOKYMEHTIB: HaKa3iB, pillleHb, CKJIaJICHUX Ha MiICTaBl MPOTOKOY.

IIporokonu 30epiratoThcs He MeHmIe Hixk 10 pokiB, a MOTIM Te-
penarThes A0 apXiBy.

Ilig yac 3acimaHHS KOJETialbHOTO OpPraHy MPOTOKOJ CKIAA€EThCS B
YOpHOBOMY BapiaHTi. Ilpm 1bOMy BHKOPHCTOBYIOTBCS Martepianu
MiATOTOBKH HApaIu: KUTBKICTh Ta MPi3BHINA YIYACHUKIB BCTAHOBIIOIOTHCS 32
pPEECTpAIlIfHUM JICTKOM, 3MIiHH B TOPSIKY ICHHOMY. besmocepemnHbo
3allUCH BEAE CEKpeTap KOJETIabHOTO OpraHy, sSKAH TMOTIM i 0QopMITIoe
MOBHUI YHM CKOPOYEHHWH TEKCT MPOTOKONY. KOKeH BUCTYyMAlouuil Mmicis
3aciTaHHs MOBUHCH BUIIPABUTH 1 MiAMUCATH TEKCT CBOTO BUCTYITY.
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ITicns 3acinanHs (300piB) Y PO3MOPSIKEHHS CeKpeTaps NepearoThes
BCi THMCHMOBI MaTepianu 300piB: JINCTKH PEECTpalii NMPHUCYTHIX, Te3U
JIOTIOBiIEH Ta CHIBAONOBIJCH, MPOCKTH pillleHb, MUCHMOBI 3alTUTAHHS
YYaCHHUKIB Ta iH.

[IpoToko:xn mianucye rojgoBa Ta cekpetap. [IpoTokomnu 30epiratoThcs He
MeHIre Hixk 10 pokiB, a MOTIM MOXKYTh IIepEIaBaTUCh JIO apXiBY.

AKT — JIOKyMEHT INIpaBOBOI YHMHHOCTI, CKJIQJIeHWH OpHi€r0 abo
KiJIbKOMa oco0aMu, L0 IOPUAMYHO MiATBEPIKYE OYyAb-iKi BCTAHOBICHI
(haktu abo momii (jif).

Hampuxinan:

* aKT MpUHAMaHHSA POOIT, BAKOHAHUX 32 JIOTOBOPOM;

*  aKT MpUHAMaHHA-TIepeaadi JOKyMEHTIB;

*  aKT npuiMaHHS-TIepeavi TOBApHO-MaTEPiaIbHUX IIIHHOCTEH;

* aKT CIIMCaHHS MaTepialis;

* KOMEpIIIMHHHN aKT 1 T.1H.

AKTH CKJIagafoTh ICISA YXBajd, INCIS NPUHHATTS 3aBEpPIICHUX
OyamiBeNlbHUX 00’ €KTIB, IMiJT Yac MIPOBEACHHS BUIIPOOYBaHb HOBOT TEXHIKH, Y
pasi HEIIaCHWUX BWITAJKIB, 3MIHM KEpIBHHUIITBA Ta y 3B’SA3KYy 3 IHIIMMH
nmoxisMu. 3a HEOOXiJHOCTI aKT 3aTBep/Kye BUIA OpraHizamis abo
KEepiBHUK THixmpueMcTBa. AKT O(OPMIISIETBCS KOMICI€I0, CTBOPEHOIO
KEpIBHUKOM MiITPUEMCTBA Ta 3aTBEP/XKEHOIO BiIMTOBITHUM HaKa3oM. AKTH
CKJIAJalOThCsl 3 HAWPI3HOMAHITHIIMX CUTyaliif i ToMy MaroTh Oarato
pi3HOBUAIB: aKT MNpuilMaHHS pPOOIT 32 KOHTPAKTOM, aKT IpUHMAaHHS-
nepenavyi  JJOKYMEHTIB, KOMEpIIiHHUHI aKT. Hanpuknan, aKTHU
IHBEHTapH3allii, CKCIEPTHU3W YH IEPEOIiHKN, MPUHMaHHS MaTepiabHUX
MIHHOCTEH € OYXTalTepChKUMK JOKYMEHTaMU. IHI aKTH CKJIAIAarThCs Y
3B’SI3Ky 3 MEBHUMU TOJISAMHU (3MiHA KEpPIBHHUIITBA, HENIACHUH BHIAJOK Ha
BHPOOHHIITBI Ta iH.).

PekgizuTu:

. ABTOp MOKyMeHTa (Ha3Ba BiJIOMCTBA, OpraHi3allii).
. Jata, HOMED, MicCIle CKIIaaHHS.

. I'pud¢ 3aTBepmKEeHHS.

. 3aroJI0BOK.

. [lincraBa (Haka3 KepiBHUKA OpraHizailii).

. Cxmazg xoMicii.

. Ipucytxi.

. Texker.
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9. BigomocTi npo KiJbKicTh IPUMIPHHUKIB aKTY, IX MiCII€3HAXOJPKEHHS.

10. Ilepenik momaTKiB 0 aKTa.

11. [Mignucu 4ieHiB KOMicii Ta MPUCYTHIX (Y pa3i HEOOXiTHOCTI).

CtpyKTypa TeKCTy:

1. Becryn (migcraBu Juis CKJIaJaHHS aKTa, TiepepaxoBaHi WICHH
KOMICIi, X 3aBJIaHHA).

2. KoncrarauiitHa (cyTh i XapakTep IpoBeJeHOi poOOTH, YCTaHOBIIEHI
(hakTH, IPOIO3HULLii, BACHOBKH). AKT CKJIaal0Th y TPhOX NpUMipHUKax: 1-i
HaMpaBJIAIOTh 70 BUINOI opraizanii; 2-if — KepiBHHKOBI oprasizarii; 3-
W—/10 CTIpaBH.

VY BCTYmHIH 4YacTHHI aKTa BKa3yeThCsl MOCHIIAHHS Ha OCHOBY HOToO
CKIafaHHs (ImHCbMOBE a00 YCHE PpO3MNOpPS/UKEHHS KEpiBHUIITBA, SKiCh
(bakrtu, momii, mii).

IToTiM BKa3yeTbcs CKJIaa KOMICIi: TIPi3BUINE Ta IHIIIAJIM TOJIOBH i
YJICHIB KOMicii, 32 HEOOX1THOCTI — iXHi IMOcaH, a TAKOX MPUCYTHIX.

Koxen akT Mae CBilf 3aroJioBoK (AKT NMpuiMaHHS-TIepeIadi CrpaB Ta
iH.).

B OCHOBHI# 4YacTHHI aKTa BUKJIAJAIOTHCS METa, 3aBIaHHS, CYTHICTh
mpoBeleHoi poOOTH, ii pe3yabTaTH y BHIVIAAI BHCHOBKIB, pe3lOMeE,
MPOMO3UIIIH. Y KiHII TEKCTY BKa3yIOThCS AaHI MPO KIIBKICTh CKIAICHUX
€K3EMIULAIPIB 1 ISl KOTO BOHU NMPHU3HAYEHI.

AKTH NIANKCYIOTH FOJ0BA 1 YWICHU KOMICIi.

AKTH MOXYThb OyTM BHYTDIIIHIMH 1 30BHIIIHIMH JOKyMEHTaMHU
oprasizatii.

Slkmo  akTH CcKJameHi 3 MarepiadbHHX, (IHAHCOBHUX Ta IHIIHAX
BXJIMBUX THMTaHb, TO iX TOBUHHO 3aTBEPIUTH KEPIBHHIITBO OpraHi3allii i
3aBIpUTH MiANKC TedaTkoro. Ilicis 1mporo BoHM HaOyBarOTh FOPUIAMYHOI
CHLITH.

CKJIaJlaHHsA aKTiB JOPYYa€ThCsl KOMICIAM, IOCTIHHO Jit0YHM abo
NpU3HAYEHNM  KepiBHUKOM. [0  CKIamaHHA  OIHOTHUITHHX  aKTiB
PO3pOOISAIOTH TpadapeTHi iX OIaHKH.

Y BCTynHIN YacTHHI IIepepaxoBYIOTHCS Ti 0c00H, SIKi HOTO CKiIagany i
OyJIM IPUCYTHI, BKa3YIOThCS MiJICTABY [T CKIaIJaHHS aKTa.

ITicns croBa “mifcTaBa” BKa3yeThCs PO3MOPSIYNI TOKYMEHT abo yCHE
PO3MOPSIIKEHHS ~ CITy’)kO0BOi  ocobm. Ilicms  crmoBa  “‘ckmaneHuin”
MepepaxoBYIOTLCS IOCANH, iHIIIANK Ta Mpi3BUINA OCi0, SKi CKIald aKT.
Micns cniB “Oynu mpucyTHi” (“B MPHCYTHOCTI”) IIepepaxoBYIOTHCS TIOCAH,
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Ipi3BHIIA 0Ci0, AKi OyIM CBIAKAMU CKJIQJAHHS aKTa.

Y KOHCTaTylouill YacTHHI BHKJIAJAIOTHCS BCTAHOBIICHI (hakTH Ta
BHCHOBKH. AKT TiIMUACYIOTh 0COOH, sIKi Opaiy y4acTh y HOro CKIIaJaHHi,
Mocajay TPU [OMY HE BKa3YIOThCS. AKTH 3 MaTepialbHHX, (hiHAHCOBUX
MMUTaHb MMOBUHEH 3aTBEP/KYBAaTH KEPIBHHUK MiANPHEMCTBA Ta 3aCBIIYUTH
MEYaTKOIO, ITiCIIS YOr0 BOHH HA0YBAIOTh IOPUIUIHOT CHITH.

JIOBIAKM — JOKYMEHTH, SIKi MICTATH ONUC THX YM IHIIUX (aKTiB Ta
noniil. IloxminsroTecst Ha J1BI Ipymu: iHQOpMAIifHOrO Xapakrepy, SKi
MICTATh BIIOMOCTi CIy>KOOBOTO 3MiCTy, Ta IOPHAWYHI, SIKI 3aCBiI4yIOTh
IOpUANYHUA  (GaKT Ta BUJAIOTHCS 3alliKaBICHMM TpoMaasHaM Ta
OpraHizamisM.

PexBizutu:

* Ha3Ba BIIOMCTBa, yCTAaHOBH (aapecar);

* Ha3Ba BHIy JOKYMEHTa (JIOBiIKa);

* mara;

*  MicIle yKJIaJaHHS,

*  3arOJIOBOK JI0 TEKCTY;

*  TEKCT;

*  MiAmmC; IeyaTka.

Cnyscooea 006i0Kka nOGUHHA 00’€KMUBHO 6i000parycamu cmawn
cnpas, momy il cK1adanusa nompedye pemenvHozo 6i0dopy ma
nepegipku gidomocmeil, 3icCmaenenns i aHalizy OMPUMAHUX OAHUX.
Y nitt mosrcymo nasooumuca maoauyi, npueonysamuca 000amku.

JIoBiKH, SIKI HANPABIIIOTHCS 332 MEXI MIAMPHEMCTBA, CKIAJIAI0Th Ha
OJlaHkax 1 MICTATh Taki PEKBI3UTH: BHUA JTOKyMEHTa (JOBigKka), naTy,
IHIEGKC, MiCIle CKJIaJaHHs, ajpecar, 3aroJioBOK, TEKCT, miamuc. B
3aroJIOBOK JIO TEKCTY MOJKE BKITIOYATHCS JlaTa YW TEpioj Yacy, J0 SKOTro
BITHOCATHCS BIIOMOCTI TIPO JIOBINKY, HAINpPHKIAZA, JOBIIKA IPO CTaH
30epeKeHHs TOBapHO-MaTepialbHUX MIHHOCTEH B yHIBepMa3i 3a 2004 pik.

[lignucyroTe TOBiAKY 0coOH, SKi MPOBOIMIM IMEPEBipKy abo aHami3
JISITBHOCTI.

Haii6inpn  po3noBCIOJKEHI OCOOMCTI  JIOBIIKHM, SIKi BUIAKOTHCA
rpoMajsHaM JJIS MiATBEPPKEHHS Miclsl poOOTH, NMPOKWBAHHS, IOCAIH,
3apo0iTKy.

[TounHATH TEKCT DOBIAKK OCOOMCTOTO XapakTepy MOLINBHO 3 MOJaHHS
B Ha3WBHOMY BiJMIHKY Tpi3BHIIA, iMEHI Ta 1Mo OaTBKOBI 0COOH, PO SKY
MOJAIOThCS  BiOMOCTi. He peKOMeHAyeThCs BXKUBATH 3BOPOTH THILY
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“HificHO BYUTBCA, “MIACHO MPOXKHUBA€”, “IUM MOBigOMIIIEMO” 1 T. iH. B
KIHI[I TEKCTY HeOOXIJJHO BKa3aTu OpraHi3allilo, Kyau HaJaeTbCs AOBLAKA.

Taka noBigka — II¢ JOKyMEHT, SIKUH 3acBiguye Oiorpadiduni Ta
IOpUINYHI (PaKTH, AISUTBHICTH OKPEeMHX CIyxO00BuUX 0ci0. Y MiIOBOACTBI
MiANPUEMCTBA HaifyacTtille BHHHUKAae INOTpeda CKIaJaTH [OBIAKH, IO
3acBiUYIOTH POOOTY 1 OIUIaTy Impaii cHiBpoOiTHUKIB. KepiBHHLITBO
MiANPUEMCTBA 3000B’s13aHE BHIABATH JOBIJIKY Ha MPOXaHHsS MpalliBHUKA
nmpo pobOoTy B nmaHiii opranizamii. [lpm 1boMy MOXe BKa3yBaTHCS
CIEIaIbHICTh, T0ocaa, KBaTidikallis, yac poOOTH 1 po3Mmip 3apoOiTHOI
IIJIATH.

Jlis 3pydHOCTI 0(hOpMIICHHST MOKHA IMIATOTYBATH IOBIJIKHM- CTAaHIAPTH
Ha OnaHkax Qopmary A5 3 agpecHUMH JaHUMH IIIIPUEMCTBA 1
TpadapeTHIUM TEKCTOM.

JloBinKH, K MPaBHIIO, TOYUHAFOTHCS 3 MPI3BHUIIA, iM’S Ta MO- 0ATHKOBI
B HAa3MBHOMY BiAMIHKY OCOOHM, Npo SKy JaroTbcs Bigomocti. Jlami
BHKIIQJAI0ThCA JaHi PO Mmocay, 3apiiaTy.

Y mpaBoMy BepXHBOMY KyTi BKa3y€eThCsl Miclie, Kyl IPEACTaBIAEThCS
nosinka. Hanpukman: nutsda mikapas Ne 2, JKEK Ne604.

Ha noBiami, 060B’s3k0BO MOBMHHA OyTH jAata ii miamucaHHSA. Y THX
BUMAJIKaX, KOJHM 3AIMCHIOETbCS OOJIK BUAA4l JOBIOK B OKPEMOMY
JKYpHaJli, CTABUTHCS TOPSJAKOBHNA HOMEp JOBIIKH TOpyd 3 Aaroro. Taki
JIOBIJIKH TOTYIOTHCS B OJJTHOMY MTPHMIPHHKY.

OJHMM 3 BapiaHTIB JIOBIJAKH € JIOKYMEHT, 110 CKJIAZA€ThCS Ha BUMOTY
KEepiBHUIITBA 1 TOBiIOMIIsiE iH(OPMAIIO TOCIOAAPCHKOI TEMAaTHKHU.
Hampuknaa, noBigka mpo XiJ peamizamii MpoxyKIlil 3a OCTAHHIA MiCSIIb.
Taki JOBIAKKM MOXYTh OyTH BHYTPIITHIMH 1 30BHIIIHIMH JOKYMEHTAMHU.
JoBiakwy, M0 MpU3HAYCHI I KEpiBHUKA MiJNPHEMCTBA 1 HE BUXOATH 32
MeXi (ipMH, CKIAAAE 1 MiAMUCYE BUKOHABEIIb.

VYV mpotieci mMATOTOBKH PO3MIIALY BaXKIMBUX MHTaHb HA 3aCilIaHHAX
KOJIGKTUBHUX OPraHiB MPaKTUKYETHCS MiATOTOBKA PO3TOPHYTUX JOBINOK 3
aHali30M [isUIPHOCTI MiZIBIIOMYMX OpraHizaliii 4u OKpeMHuX MiApOo3ifiB,
TSUTBHICTE SIKUX PO3TIISAA€ThCS Ha 3aciganHi. HalgacTime aprymenTamnis i
(dakTHYHUKA MaTepian 3 MOAIOHHUX JOBIIOK CTAalOTh OCHOBOKO ISt
MiJTOTOBKH MPOEKTY PIllICHHS KOJIEKTHBHOTO OpraHy.

JIoBiIKH, IO TOTYIOTHCS Ha 3alMT 30BHIIIHIX OpraHi3aiii, Miamucye
KepiBHUK MianmpueMcTBa. IIpy boMy JTOBiZIKa MOBUHHA MATH 3aroJIOBOK, Y
SIKOMY PO3KPHBAETHCS KOPOTKHIA 3MICT TEKCTY 1 BKa3y€eThCs J1aTa 4u Mepioj
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qacy, 10 SKOTO BiTHOCSITbCS BUKJIAJIEH] y JOBLALI BiIOMOCTI.

Slkmo € HeoOXiJHICTh BKIFOYUTH B JIOBIIKY BIJIOMOCTI 3 KiJIBKOX
MMUTaHb, TEKCT TOJUISETHCS HA PO3JAUIH, KIJIBKICTh SKHX BH3HAYAETHCS
KUIBKICTIO THTaHb. PO3MinM TIOBMHHI MaTH 3arojlOBOK 1 HyMepallio
apadcpkuMu nudpaMu. SKIO TEKCT MOBIAKM Mae MU(POBI MOKA3HUKH, TO
1Horo Mo>kHa 0(pOPMIISATH y BUTIIAI TAOJIHIII.

JloBifKH 3 BUPOOHMYO! TEMATUKU CKJIAJAOTHCS B JBOX MPHUMIipHUKAX.
OnuH 3 HUX BiJNPABIAETHCS afpecary, NPYTUil MiJIIUBAETHCS O CIPABH.
3a HasgBHOCTI B JOBIiIIl BijoMocTel (piHAHCOBOTO XapakTepy ii migmucye
KEpiBHUK OpraHisauii, roJIOBHHH OyXrairep i 3aBipsOTh [I€YATKOIO.

3AIIMCKHA

JlonoBigHAa 3amKMcKa — JOKYMEHT, aJpecOBaHUN KEePiBHUKOBI AaHOT
YM BHUIIOi YCTAHOBU 3 iH(OpMAIi€I0 MPO CUTYyaIlilo, L0 CKJIANacs, Mpo
HasBHI (akTH, SBHIA, BAKOHAHY POOOTY 3 BHCHOBKAMH Ta MPOMO3HUIIISIMU
aBTOpA.

I'pymu 1OMOBIMHKX 3aMUCOK:

1) 3BiTHi;

2) indopmarriiini;

3) iHimiaTMBHI.

TeKkCcT JMOMOBIAHMX 3alMCOK IMHUIIETHCSA Bi PyKH ab0 JIPYKYeThCsS Ha

MaIIHHIII, KOMIT FOTEpi.

Pexsizurn:

* Ha3Ba ajapecata (mocaja, Npi3BHIIE, iHIIATH KePIBHUKA, TKOMY
MOJJA€ThCA 3aIHCKa) (BEPXHIil MpaBUil KyT);

* Ha3Ba aBTOpa JIOKYMEHTa (3J1iBa);

*  3arOJIOBOK, SIKMH PO3KPHUBAE ii 3MICT;

* Tekct: y 1- yacTHHi BuknanaroThes GakTH Ta MOJII, MO CTAIH
NPUYUHOIO JI0 HAMCAHHS JOMOBIIHOI 3aMMCKH; Y 2-i YaCTHHI —
BHUCHOBKHM Ta TPOIO3MLII 3 KOHKPETHUMHM [isIMH, AKi, HA JYMKY
JIOTIOBIZIada, HEOOXiTHO 3IMCHHUTH y 3B’S3KYy 3 BHKIQJICHUMH
(haktamuy;

* MepeliK J0JaTKiB;

* MIANHKC aBTOPA;

* JaTa CKJIaJaHHS.

BHyTpimHIO JONOBIAHY 3amHCKy MIAMKACYE TOH, XTo II CKJIajae.

30BHIIIHIO 0(GOPMITIOIOTh Ha 3araJlbkHOMY OJIAHKY YCTAQHOBHU 3 IIIIHCOM
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KepiBHHUKA.

Cay:x00Ba 3amMcKa — [IOKYMEHT, aapecoBaHuil (axiBIeBi un
KEepiBHUKY OJHOTO i€papXidYHOTO PIiBHS 3 aBTOPOM 3aITUCKH JaHOT YCTAaHOBU
3 iH(OopMaIli€lo PO CUTYAIliI0, IO CKJajacs, Ipo HasBHI (akTH, SBUINA,
SIKI CTaHOBJIATH CHUIBHWUH iHTEpec (a TakoX MPO BUKOHAHY poOOTY), 3
BHCHOBKAMH Ta MPOTIO3UIIISIMU aBTOpA.

HosicuroBanbHa 3amucka. Ilix 1miero Ha3BOH iCHYe JBa BUIU
nokyMmeHTiB. [losicHIOBanibHA 3amucka Moke OyTH MOSCHEHHSM a0o
JIOTIOBHEHHSIM JI0 SIKOTOCh OCHOBHOT'O JIOKyMEHTa (3BiTY, IIPOEKTY Ta iH.). B
Hill moaeThest onuc podoTH, 6e3 po3paxyHKOBUX JaHUX. [10sCHIOBAIEHOO
3aIHCKOI0 3BETHCS TAKOX JIOKYMEHT OCOOHCTOrO XapakTepy, B SKOMY
MOSCHIOIOThCS MeBHI Aii ab0 BUYMHKM CIy>X00Boi ocobu (Haifuacrime
MOpYIICHHsS]  AWCUWIUTIHA, HEBUKOHaHHA poboTH Ta iH.). Taky
MOSICHIOBAJTbHY 3aITUCKY ITUIIIE MPAliIBHAK HA BUMOTY aIMiHICTpaIlii.

[NosicHIOBaNIEHA 3aMUCKa 3’ICOBYE 3MICT IIEBHUX MOJI0KEHH OCHOBHOTO
JIOKyMeHTa (IIJIaHy, 3BITY, MPOSKTY TOIIO) a00 MOSICHIOE MPUYUHU TIEBHOTO
(hakTy, BUMHKY, ITOIi.

PekBi3uTH Taki cami, o ¥ y TOMOBIIHIH 3amKCII.

XapaKTepUCTHUKA — JOKYMEHT, Y SKOMY JA€ThCS OIIHKA AUIOBUX 1
MOpaJIbHUX SKOCTEH IpalliBHUKA. BoHa mpen’sBise€TbCs MPH BCTYHI 10
BY3iB 1 TEXHIKYMIB.

Dakc — JAOKYMEHT, OTPUMAaHHH 3 JIOTIOMOTOIO CIIEL[iaIbHOTO arapara
(Tenedaxca) mo TenedoHHUX KaHanax 3B’ sA3Ky. Dakc € KOMi€ NepeaHoro
JIOKyMEHTA.

JIMCTH — y3arajgbHEeHa Ha3Ba PI3HOMAHITHUX 33 3MICTOM JIOKYMEHTIB,
sKi € 3aco00M CIUIKYBaHHS MDK YCTaHOBaMH, IMiJANMPHEMCTBAMHU Ta
TIPUBATHUMH OCOOAMH.

JlioBe mucTyBaHHS — 3aci0 3B’SI3KYy MIANPHEMCTBA 3 OpraHi3allisaMHy,
30BHIIIHIM cepermoBhIIeM. Yepe3 IUCTyBaHHS BEAYTHCS IIEPETOBOPH,
3’SCOBYIOThCS TIpeTeH3ii. B JMuCTyBaHHI MOXHa BUAUTUTH J1Ba OCHOBHHUX
BUJIM JOKYMEHTIB — JIMCTH 1 paKcu.

3MiCT KOXHOTO JICTa 3BHYAiHO iHANBIAyalbHIHA. JIncTn MaroTe OyTH,
SIK IpaBuUJIo, l'[pI/ICBH"IeHi OJHOMY IMUTAHHIO.

Cki1azioBi 9acTHHU (PEKBI3UTH) BCIX JIUCTIB TaKi:

* Ha3Ba i azipeca yCTAaHOBHU BilNIpaBHHUKA JIUCTA;

* HOMED i JaTa;

* Ha3Ba i apeca oiepKyBaya;
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*  3arojioBOK;

* HOMED 1 J1aTa JIMCTA, 110 € MiICTABOO JUTsI CKIIaJIaHHs BiIMOBIII,

*  TEKCT;

* TepeltiK JOJATKIB i3 3a3HaYCHHSM KiJIbKOCTI CTOPIHOK;

* IJIITUC KepiBHUKA.

VYci ni0Bi JUCTH 32 (YHKIIOHATLHUM NMPU3HAYCHHAM TTOAUISIOTHCS Ha
Taki, MmO TMOTPeOYIOTh JIMCTA-BIANOBiAI (IUCT-HA- TaayBaHHS, JIHCT-
MIPOTO3UIIisl, JINCT-3aMUT, JHCT-BUMOTa), 1 TaKi, IO HE MOTPeOyrOTh ii
(MucT-TIoTIepeIKEHHS, JUCT-HAarajyBaHHs, JIMCT-BIIMOBA, CYMPOBiIHUI
JIUCT, TapaHTiiHUM TUCT, iH(GOpMaLifHUMA JIUCT).

3a KIJIBKICTIO a/ipecaTiB pO3Pi3HSIOTH JUCTH 3BUYANHI (HAICHIIAETHCS
OfMHIM  1HCTaHIil), LUPKYISIpHI  (HAACUIAETBCA  LUIOMY  pAAy
MIATOPSAKOBAHUX THCTAHIIIN 3 OJJHOTO JIXKepena) i KOJIEKTHBHI.

SIKmo et OJHOTO 3MICTy HAJCHIIAETHCSA JEKUIBKOM alpecaraM, TO
CIIOYATKy 3a3HAYa€ThCsAd  aJpeca OCHOBHOTO  OJep)KyBada, IOTIM
MepPepaxoByIOThCA 1HIN. SKIIO Tel MOKYMEHT HAJACHIAEThCS OUTBIN HiK
YOTUPBOM ajJipecataM, TO CKJIAJIAEThCS TEPETiK PO3CHWIKH 1 Ha KOXXHOMY
MPUMIPHUKY ITO3HAYAETHCS JIMIIEC OJWH ajpecar, SKOMY HalpaBIsSEThCS
KOHKPETHHUH NPUMipHUK.

Jluctn 3 (¢iHAHCOBMX IUTAHb IIANHCYe KEPIBHUK 1 TOJIOBHHUI
Oyxramarep. Jluctu, sKi HagalOTh TapaHTii, 3aBipAIOTHCS MEYATKOIO
oprasizatii.

CkiafjanHg  JIUCTIB  1HO3EMHUM  JUIOBUM  TMapTHEpaM  JIeuio
BiZIpI3HAETHCS. ICHYIOTH MIXHApOAHI CTaHZAPTH HA OCHOBHI KOMEpIiHHI
JIOKYMEHTH, B TOMY YHCJi i Ha JUIOBI JIMCTH, NPYKYIOThCS Ha OJlaHKaxX 3
oJIIMHU 2,54 MM.

KonekTuBHMIA THCT, HABMAKHU, TTUIIETHCS BiJl IMCHI KEPIBHUKIB KIJTbKOX
MIJIPUEMCTB 1 HAJICHIIAETHCS Ha OJTHY aJipecy.

Iepesarcna dinvuiicmo aucmie nuUymovca Ha OAAHKAX.

JlonucyroTh: ajapecar, 3arojioBOK, TEKCT, MiIMUC, MpI3BUINA BH-
KOHABIISI.

Jloriuni emeMEeHTH 3MICTy CIIy)KOOBOTO JIHCTa: BCTYI, OKa3H,
BHCHOBKH. [IpoTe 30BciM He 000B’SI3KOBO, 100 KOXKEH JIHCT OyayBaBCs 3a
TaKOI CXEMOIO.

TekcT mucTa CKIIaIa€eThCs 31 BCTYITHOT 1 OCHOBHOT YaCTHH.

* YV BCTYmHI# 4YacTWHI BKa3yIOTBCS TPHYUHH, SIKI BHUKIHKAJIH
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Tema 4. OhopMIIEHHS OpraHi3aliiiHo-pO3IoPAI40]l JOKYMEHTAIlT
CKJIQJIaHHS JIUCTA, 3 MIATBEPAXKECHHAM (DaKTiB, JaTU 1 JOKYMEHTIB.

* V gpyrid dvactuHi JmMcta (QopMyeThcs IHOro OCHOBHa MeTa
(mporo3uttisi, MPOXaHHs, BiIMOBA, TapaHTIis, MOMEPEPKEHHS, 3alPOIICHHS
Ta iH.).

YMiHHS HamucaTth CIIy>)KOOBOTO JIMCTa TIOJNSATaE B TOMY, MO0
MPaBWJILHO BH3HAYWTH, K 3 TEpeTiueHuX JIOTIYHUX EJEMEHTIB y JaHid
cuTyalii HeoOXifHi, a BiI skux Tpeba BiaMoBUTHCH. Ha puc. 5 momano
BUMOTH JIO0 TeKcTy jnucta. [lomiOHICTh cuTyaliii, siIKi € MPUBOAOM IJis
JIUCTIB, JJa€ MOXKJIMBICTH 3aCTOCOBYBAaTH TOTOBI, CTaHJApTHI BHUCIIOBH i B
noOyzaoBi nepioi ¢pasu JucTa, 1 HaBITH PO3POOIIATH TUIOBI TeKCTU (abo
BHUKOPHUCTOBYBATHU IAOI0HH).

Bumoru a0 TekcTy aucra

= NMaxouiunicTe

TMocni 10BHICTS

¥

w| [lEpEKOHIMBICTD

KoHrpeTHICT

¥

w| OO EKTHBHICTE v BHKIAI (hAKTIB

»| BcebiuHe 1 oBHE BUCBITISHHS [THTAHHA

w| KOPOTKC | #CHC BUKTAACHHS

Puc. 5. Bumoru 1o Tekcry iucra

3asexHOo Bl IpU3HAUCHHS JIUCTA 1 BiJ TOTO, Ha 1[0 aBTOP Oaxkae 3BEPHYTH
yBary ojiep>kyBava, MOXe BUKOPHCTOBYBAaTHCh PO3TAIITYBaHHS JIOTTYHHX
yacTtuH Tekcty: Berym. Jlokas. 3akinuenHs. [louaTok JucTa Moxke MaTH
BapiaHTH 3BepTAHHSA:

[anosuwmit Bitamniro [1aBmosuay! [Tane Ctapocenscpkmii! LllanoBHI

maHoBe ! (SKIIO HEBIIOMI iMeHa ofepkyBadiB mucta). Jajai MoKyTh

WTH €JI0BAa MOASAKH:
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JL.L Ckioiyska JIJIOBOJACTBO

Mu 6ynu paai orpumatu Bam nucr...,

Benuka momsika 3a dakc...

Jani 0i1bmicTh JUCTIB NMPOJ0BKYIOTHCS CJIOBAMU:

B 3B’s13Ky 3...,

3riJHO 3 KOHTPAKTOM... ,

BigmosinHo 10.....

3anescno 6i0 npu3HAUEHHA TUCIA GUKOPUCHOBYIOMb NEGHI
360pomu.

Jlucty knacugikyoTh 3a 3MICTOM Ta IPU3HAYEHHIM (puc. 6).

lieTpyk-
uifini

Tapauriiini

Cyuposo-
MYRAILHI

- lmb.o..p_.
JHCTH Maniiini

Kpeturii
C) > Q\lcplliiiui

Puc. 6. Kinacudikartist TUCTIB 3a 3MiCTOM Ta l'IpI/ISHal_{eHHHM
CVHDOBOI[?KVB&JILHi JIMCTHU .
Bincumnaemo Bawm...,
Hampasnsemo Bawm...
Jluer — HaraiyBaHHs:

Haragyemo Bawm, 1110 miciast 3akiH4eHHS TepMiHY ITPOTO3HUITIST HAIoi

¢bipmu BTpavae cuny JIMCT — miATBEpAKEeHHS:
[TinTBEepKYEMO, 1110 TTAPTIIO TOBAPy OTPUMAHO.
JlneTn — npoxaHHd:
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Tema 4. OhopMIIEHHS OpraHi3aliiiHo-pO3IoPAI40]l JOKYMEHTAIlT

Bynp-nacka nosinomre...,

[TpocrMO OILTATHTH MPOTSTOM....

Mu Oynemo BIs9HI, KoJiu Bu...

JIncTH-IOBiIOMJIEHHS:

ITosimomisemo Bawm, 1io...

Homnosinaemo Bawm, mio........

CraBumo Bac 10 Bigomy, 11o...

JlucTu-rapanTii:

Ormiaty rapaHTyeMo.

SkicTe TOBapy Hama pipma rapaHTye.

JIuCcTH-NPONno3uILii:

Mu pani 3anpononyBaT Bawm...

IIpononyemo Bawm...

Mu MOKeMO PEKOMEHIYBATH...

Mu BrieBHeHI, 1110 Bu 3a11iKaBUTECE. ..

JIuCTH-BIJIMOBH:

Ha sxans, Bama npormo3utiist He Moxe OyTH NPUIHSTA 3 TAKUX
MPUYHH...

Ha sxanb, 3a10B0IbHUTH Baiie mpoxaHHs B HAHOMMKYMIA Yac MU HE
MO>KEMO Y 3B'SI3KY 3...

Ha >xanb, My He MOkeMO TTPUKHATH Bairy mpono3uiito y 3B's13KY 3...

JIucTH-nonepeKeHHs s

Kopnopanis 3anmumae 3a cob0r0 NpaBO 3BEPHYTHCH..., AKIIO BH...

3arpuMKa MOCTaBOK TOBAPY MOKE MPUBECTH JIO...

Jlani Bamu 0oOIIITHKH, HA KaJlb, HE BUKOHYIOTHCS, TOMY MH 3MYIIICHI...

JlucTu-3anpouieHHs:

IIpocumo B35ITH y4acThb...

3anpomryemo Bac...

Mu pani 3anpocutu Bac...

IcHye nmomatkoBa kiacudikarlis ciyx6oBux ¢dakciB (puc. 7). Y
HIDKHBOMY JIIBOMY KYTi JINCTA MHUIIYTh MPi3BHIE BUKOHABIS 1 HOMeEp Horo
TeneoHy, a TAaKOXX CTaBIATH BiIMITKY NPO BUKOHAHHS JOKyMEHTa i
HaTpaBJICHHS HOTO J0 CIpaBu. SIKIIO JIKCT TOTYEThCS HE Ha ONAHKY, TOII
JUTSL KyTOBOTO IIITaMIla 3aJIMIIAF0Th Miclie — 15 MKPSAKOBUX 1HTEPBAIiB.
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JL.L Ckioiyska JIJIOBOJACTBO

w{ INCTpYRTIRI
{ THPEKTHRHL)

- Caparrriiii

w| Indopymaniiini

E [ | - Peraanmni
=

- Komepniiiai
E = I
DE §
S = =  Peraamaniiivi
S S
g
= w| JIncru-3amrm
)

JInem-sicri

.J]IIC'I'll-'!illlpUlllL‘llll}l

Juern-pianoBia

—_—l
Puc. 7. Knacudikaris cmyx00BUX JUCTIB Ta HakciB

OTxe, 3a 3MICTOM Ta NPU3HAYCHHSM JIHCTH KIaCH(IKYIOThCS 3a
NICBHUMH O3HAKAMHU.

IncTpykuiiini (IUpeKTUBHI) JUCTU HAAXOAATH 3 JACPKABHHUX abo
MYHIIATIATBHAX OPraHiB By Ta YIPABIIHHS 1 32 3MICTOM, SIK MPaBHJIO,
¢ peKOMEHJaIlil, BKa3iBKH, TOSCHEHHS 3 IWTaHb 3BITHOCTI, MOJATKIB
€KOJIOTIT TOIO.

I'apanTiiiHi JuCcTH BMINIYIOTH TapaHTil OIUIATH, TEPMIHN MTOCTABKU
a0o BHMOTM J0 sKOCTI mpoxaykiii. KpiM kepiBHHKa MiANPHEMCTBA
(opramizariii), Taki JUCTH MiIIHCY€ TOJIOBHHUN OyXxranTep, i iX 000B’sI3KOBO
3aBipsIOTH TePOOBOIO MTEYATKOIO.

Indopmaniiini aucTH yMOBHO 00’€IHYIOTH JIHCTH, SIKI MICTATH
MTOBiTOMJICHHSI, IPOXAHHS, HAraIyBaHHS, TPOTIO3HIIii.

KomepuiiiHi 1ucTH cKIagaroThCs MiM Y4ac YKIaJaHHS Ta BUKOHAHHI
KOMEPIIIHHOI yrOAH Bifl iMEHI FOPHIUIHOI 0COOH i MAIOTh IIPaBOBY CHITY. 3a
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Tema 4. OhopMIIEHHS OpraHi3aliiiHo-pO3IoPAI40]l JOKYMEHTAIlT
CBOIM  (YHKIIOHAIGHUM  TMPH3HAYCHHSIM  BHAULIOTH TPU  THUIH
KOMEPIIHHOTO JHCTyBaHHA: 3amut, [Ipomosuris (odepra), Pexnmamaris
(npetenzisi). Came i BUIM KOMEpPUIHHUX JIUCTIB  HAWITOBHIIIE
BIITBOPIOIOTH ~ IpOIeC  JBOOIYHOrO OOMiIHY JOKYMEHTAIIE€  MiK
CTOpOHAMH.

3amuT- KOMEpIiHHUA JTOKYMEHT, SKWH SBIIsS€ COOOK 3BEPHEHHS
MOKYMIS 10 TPOIABIL, IMIIOpTepa IO eKCIopTepa 3 MPOXaHHAM HagaTd
JOKIIaJHY iH(popMaIliro po ToBap (mociyry) i (abo) HagaTH MPOITO3HUIII0
PO TTOCTAYaHHS IPOIYKTY.

VY 3amuTi, SK NpaBWIO, 3a3HAYAETHCS Ha3Ba ToBapy (MOCIYTH) W
YMOBH, Ha SKHX IMIIOPTEPOBi 0a)KaHO OTPUMATH TOBap (KUIBKICTh 1 SKICTh
TOBapy, HWOro Mojenb (Mapka), IiHa, TEpMIHH IIOCTaYaHHS Ta YMOBH
OIUIaTH. 3alUT TKOTO POJY BXOIUTH JO TPYNH KOHTPAKTHHX JOKYMEHTIB i
BHUKOPHUCTOBYETHCS B OMEPALlisX 3 MiATOTOBKHU Ta YKJIAJaHHS YTOJIH.

IIpu BiAMOBiAL HA 3aIUT y BUIIAJIKY, KOJIU IIPOJABEIb HE MOXKE 0J[pasy
BHUCJIATH TIOKYIIEBI MPOMO3UII0, BiH HaJCWIaEe HoMy JHcTa, MO
MOB1IOMIIE€ HEOOXiHY 1H(OpMaLlilo, 30KpeMa: PO IPUIHATTS MUTAHHS 0
pO3DIISAY; 3°SICYBaHHS MOXIIMBOCTEH MOCTaYaHHS TOBapy, IO 3alliKaBHB
MOKYMIIB; MPO BiAMOBY IOCTaBUTH TOBap; PO 3MiHYy YMOB 3alUTy
(HampuKIIag Mpo 3MiHY KiJIBKOCTI TOBapy, MOJENi, TepMiHIB IOCTa4aHHS);
OOIISIHKY HaJiCIaTH MPOTO3HUIIIIO 1010 TOCTauYaHHS TOBapy.

VY BUNaAKy, KOIH IPOJaBELb MOXKE Bifpa3y 3aJ0BONBHUTU MPOXAHHS
MOKYTIIIS 1 MTOCTABUTH TOBAp, BiH HAJICKIIA€ MPOTO3UILiIO (0depTy).

Ipono3uuisi (opepra) — KOMEpUiIHHUN JOKYMEHT, SKHU SBIIIE
co00¥0 3asBy ekcropTepa (mocravyajibHHUKA) MPo Oa)kaHHs YKIIACTH YTOAy 3
3a3HAYCHHAM ii KOHKPETHUX YMOB.

Y mpormo3wuii 3a3HaYa€THCS Ha3Ba MPOMIOHOBAHOTO TOBAPY, KUIBKICTh
Ta SKICTh TOBapy, IiHA, TEPMIHH IIOCTABKH, YMOBH ILIATEXKY Ta 1HII YMOBH
MOCTauaHHS 3AJIC)KHO BiJl XapaKTepy ToBapy.

IIpono3uriist Takoro TUIy 3a CBOIM 3MICTOM aHAJIOTi4HA TEKCTY
JIOBOPY KYHIBII-IPOAAXY, TOMY IO B Hid MEpeNidylOThCS BCI YMOBH,
HeoOXiIH1 A7 YKIalaHHS YTO/IH.

VY BiAMOBiAI HA MPOMO3WINIO y BUMAJAKY, KOJIH MOKYIElb 3TOJIEH 3
yciMa yMOBaMmH MPONO3HIIii, BiH MiATBEPKYe (AKLIENTye) 1 MPUHHATTS
npojasieBi. Toai 30BHINTHBOTOPTOBENIbHA YroJ]a BBAXKAETHCS YKIIAJCHOIO.
[TpuHAHATTAM MPOMO3HUIIIT € BUIa4a 3aMOBJICHHS a00 yKIIaJAaHHSI KOHTPAKTY.
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JLL Ckioiyoka JIJIOBOJCTBO
SIKmo mMmoKymeus 3rofiecH 3 YMOBaMHU MPOMO3HWINT ab0 SKIIO BiH He
3aIliKaBJICHUH y 3aKyIiBJIi MPOIMOHOBAHOTO TOBapy, BiH BiaXWisie ii i
MOB1TOMJISIE TIpoIaBIieBi. Toli yroja BBAXKAEThCS HE YKIAICHOO.

SIKmo moKymens He 3rojieH 3 SKUMHU-HEOyIb YMOBaMH IPOIO3HUIIil
(HampuKIa] 3 KIUIBKICIO, SKICTIO IPOIOHOBAHOTO TOBAapy, TEpMiHAMHU
MMOCTAa4YaHHS ), BiH MTOB1IOMIISE IPO 1€ MPOJIABIICRI.

Pexnamariis (nmpeTeHsist) — 1ie 3asiBa ofiepKyBaua (aapecara) TOBapy
Opo Te, M0 TMOCTA4YaIbHUK (KOHTPAreHT) HE BHUKOHYE JOTOBIPHHUX
3000B's13aHb. Y pekjaMallii BHCIOBIIOIOTHCS BUMOTH IOAO YCYHEHHS
nedeKTiB, 3HIKEHHS I[iHM 4YM BIAIIKOAYBaHHS 30MTKIB 3a TMOCTaYaHHS
HESAKICHUX TOBapiB a00 HEBUKOHAHHSA 1 TOPYIICHHS YMOB KOHTPAKTYy.
Pexnamariiss moBUHHA MaTH KOMil JOKYMEHTIB, L0 MiATBEP/DKYIOTH TakKi
nopymeHHast. O¢GopMIIIOIOTh TOMIOHI KOMil Yy BUIJSAI  JOJATKy JIO
OCHOBHOT'O JIOKYMEHTA (peKJIaMartii).

KpeauTHi J1UCTH BHKOPUCTOBYIOTBCS IPH YKIaJaHHI KOHTPAKTIB 3
iHozemunmu maptHepamu (L/C — “leter of credit”), B sxkux mpomaBelb
MPOCUTh HANATH TAPAHTIMHWN JHCT 3 OaHKy MOKYIIS 3 HOMEPOM
BAJIFOTHOTO PO3PaxyHKOBOTO paxyHKa 1 TapaHTisIMH OaHKY IOAO OILIaTH
MOKYIIIIEM TOBapiB a00 MOCIYT.

VY aucrax-3amurax HiZ[HpI/ICMCTBO NpOCUTL JaTh IOACHCHHSA SIKOT-
HeOyap momii abo ¢axkTy Ta Haraaye Mpo OYiIKyBaHHA Bif QipMmu-
KOHTpareHta (JepxaBHOi a0o iHIIOI opraHizamii) amcra- BigmoBimi. Y
JACAKUX BUITaAKax CKIIaJakrThCA CprOBOJI}KyBaHLHi JINCTHU, KOJIN
HEOOXiHO JIaTH TOSCHEHHS JO OCHOBHOTO JIOKYMEHTa, HaJIiCIaHOTO
azpecaToBi. Y CYIPOBOIKYBAJILHOMY JIHCTI BKA3Y€TBCS, 3 SIKOIO METOIO
HAJICHJIA€EThCSA OCHOBHHMM JOKYMEHT, IO 3 HUM TpeOa 3poOWTH 1 B SKUN
TEPMiH.

Tenerpama — y3aragbHeHa Ha3Ba PI3HOMAHITHAX 32 3MiCTOM
JIOKYMEHTIB, Iepenanux tenerpadom. Tenerpama — BHJ KOPECTIOHACHITIT 3
TPaHUYHO CTHCIUM TEKCTOM, CHPWYMHEHOI HEOOXIiTHICTIO HeralHoro
BTPY4YaHHS B IEBHY CIPaBy ab0 TEPMiHOBOTO PO3MVIsAY MUTaHHS. TekcT
TeJerpaMy MICTHTh JIMIIE CIOBECHY iH(popMaIliro (CIoBaMH CIijl MUCATH
TakKi 3HaKW, sIK HOMEp, TUIFOC, BIJICOTOK Ta 1HIII; U(PPU TAKOXK MUIITYThCS
cioBamu). TekcT TenerpaMu MUIIEThCS 0COOTMBOIO TenerpadHO0 MOBOIO,
CYLIJIPHAM TEKCTOM, Oe3 ab3aIliB Ta epeHOCiB.

Ilepen TekcToM TenerpaMu BKa3ylOTh KOPOTKY ajpecy OepiKyBadya.
Buximauii HOMEp TelerpaMu PO3MIIIYIOTh HAMPUKIHII TEKCTy Mepen
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Tema 4. OhopMIIEHHS OpraHi3aliiiHo-pO3IoPAI40]l JOKYMEHTAIlT
MiAMACOM, TIPH IIOMY IO HOMEpa IOmUCYroTh nBi OykBu HP. Homep
TeNerpaMy, Ha SKYy BIiAIIOBIZAIOTH, BKAa3yIOTh IIE€ped TEKCTOM. TeKCT
TeJIerpaMH BiTOKPEMITIOIOTh PHCKOIO.

[Ticnst TekcTy ciry>x00Ba 0coba CTaBUTh CBil IMiJIKC, MTOTIM BKa3yIOTh
aJipecy BIINpaBHUKA, MpI3BUINE OCOOM, sKa 11 miamucana, il mocamy,
CTaBJIATDH IIEYATKY Ta NATy.

TesepoHOrpama — KOPOTKUH JHCT, mepenanuii TeaegoHoM. 3mict
TEKCTy TMepelaloTh ajpecaToBi Tele(OHOM (TEKCT JTUKTYEThCS 1
3aMUCYETHCS), MPABUIBHICT TEKCTY IMEPEaloTh MOBTOPHUM YHTAHHSM.
AfpecaT Mae 3amUCaTH Taki PEKBI3UTH Tene(hOHOTpPaMH: 3arojoBOK,
HOMep, JaTy, Ha3By ajpecaTa Ta yCTaHOBH, 1O Mepenaia TeaedoHorpamy,
TEKCT, MOcajly 1 Mpi3BHILE 0COOH, IO MiANucana JOKYMEHT, MPUMITKY MPO
yac TPUHAHATTA 1 Tepeaadi mocaad 1 Mpi3BUIIAa 0ci0, sKi mepenaid u
MIPUHHSIIHN TeneoHorpamy.

Ilicns mepemadi Ta npuiiMaHHS TeleoHOTpaMH Tpeba HeEraiHo
3apEECTPYBATH B CIICIIAILHOMY KypHaIIi 0JIep)KyBaya Ta BiAPaBHUKA.

Y Tekcti TenedoHOTpamMH OakKaHO YHHKATH CIiB, SKi BaXXKO
BHMOBJISIFOTBCS, MOXKYTh OyTH TIEpEKpYIECHI.

3aJeKHO Bi NpU3HAYCHHS JIUCTA 1 BiJl TOTO, Ha II0 aBTOp JIUCTa Oaxkae
3BEPHYTH yBary OJAEpKyBada, PO3MIIIYIOTHCS JIOTiYHI YaCTUHH TEKCTY:
BCTYII, JIOKa3, 3aKiHYCHHS.

Y BecTymi ampecaT TOTYETbCA O CIOPUHHATTS TEeMH (3a3HAYAETHCS
NpUBIT, L0 CHPUYMHMB CKJIAJaHHS IOKYMEHTa, BUKIAMAETHCSA iCTOPIs
MUTaHHs). Y 0Ka3i BUKJIAAAETHCS CYyTh NUTAHHA (IOSCHEHHS, MipKyBaHHS,
IOKa3n), IO CYHIPOBOKYIOTHCS TOCIJIAHHAMH Ha 3aKOHOAABYI aKTH Ta
1HIII HOPMATHBHI Martepiaiiv, MU(QPOBHMH PO3paxyHKaMu). Y 3aKiHYCHHI
(OPMYITIOETBCST METa, 3apajid K0T CKIaeHO TOKYMEHT.

Tema 5. IOKYMEHTALIA 3
OCOBOBOTI'O CKJIATY

OO6J1iK 0COO0BOTO CKIIAY.

[Mopsimok BeIeHHsT 0COOOBUX CIIPAB.

TpynoBi KHIKKH.

[T 00TIKOBI JOKYMEHTH MIOZ0 OCOOOBOIO CKIIAMY.
TpynooBi KOHTPAKTH.

Hakasu 3 ocoboBOro cKiIafy.

Oco60Bi KapTKH.

No ok wh e
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JLL Ckigiyvka JIJIOBOJICTBO
8. Oco0oBi cripaBu.
9. CknanaHHS 0COOHMCTHX JOKYMEHTIB.
10. OdopmneHHS TOKYMEHTIB PO BiPSIKESHHS.

1. O0Jik 0c000BOIrO CKIATY

CyKkynnicmv O0OKymeHmie, y AKuUx 3agpikcogano emanu
mpyooeoi dianvHocmi cnigpOOIMHUKIE, HA3ZUBAEMBCA OOKYMEH-
mauyicto 3 0c0606020 cKk1ady (kaopu nepconauy).

Jlo TakuX TOKYMEHTIB HaJleXaTh:

* TPYIOB1 KOHTPAKTH (IOTOBOPH), K1 YKJIaa€ MiIIPUEMCTBO 3

POOITHHKOM;

* TPYyJOBi KHMXKKH;

* Haka3su 1o ocoboBoMYy ckJaay (Ipo MpUMaHHs, 3BIJIbHEHHS,
NepeBeICHHS CIIBPOOITHUKA);

* 0co0oBi kapTku dopmu T-2;

*  0coOOBi cripaBM.

JdoxkyMeHTaniszs 3 0co00BOro CKJIAAy — HaWBaXIMBINIA IOKY-
MeHTalisg. BoHa moTpedye 0coOJIMBOT peTENBbHOCTI Ta aKypaTHOCTI i
gac O(OpMIICHHS, BEICHHS 1 3a0e3MedeHHsI 30epeXEeHOCTI MPOTIroM
TPUBAJIOTO MEPiOAY.

VY nporueci pobOTH 3 dokymermamu 3 0c0608020 CKIAdy HEOOXiTHO
BPaxOBYBAaTH, IO MEPCOHAIBHI AaHi (BiZOMOCTI mpo ¢akTH, moaii Ta
00cTaBUHM TPYJIOBOI JTiSUTBHOCTI i OCOOMCTOTO XKUTTs) TpoMajsiH (3aKkoH
VYxpainu “Ilpo iHdopmairo...”) BiTHOCATH A0 KaTeropii KoH¢iaeHIiiHOT
iH(popMarii.

OO6mik 0c000BOTO CKJIQAY WIAMPHUEMCTBA TOKIAACHO Ha CIyX)Oy
nepcoHaiy (1HCIEeKTopa 3 KajapiB). BilmoBiHO 10 MOKIaIeHUX Ha BiAIIT
nepcoHally  (YHKIIA BiH TOBHHEH 3a0€3MEYUTH CHCTEMaTHYHE
oJlepKaHHs Takol iH(popMaIlii:

*  TIPO YHCEIbHICTh MPAIFOIOYMX Ha MiANPUEMCTBI, Y BiIILIAX Ta

IHOIMX TMIPO3/iIax;

* Mpo CKJIaJ TPAIiBHUKIB 3a KaTeropisiMu, MpodecisMy,
KBalTi(hiKaIli€ro, OCBITOK, CTaXeM pOOOTH, CTaTTHO, BIKOM,
HAILIIOHAJIBHICTIO Ta IHIIUMH O3HAKaMM;

* MpO 3MiHM YHCENbHOCTI 1 CKIaxy MpaliBHHUKIB Yy IMJIOMY IIO
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Tema 5. JlokyMeHTaI1is 3 0c000BOT0 CKIAIY

HiANPUEMCTBY Ta HOro CTPYKTypHHX MiApO3AiAax 1 Mpo
MPUYKHY 3MiH.

Jis ogeprkaHHs Takol iH(popMalii NOoTpiOHO MaTH Taki JOKYMEHTH:

* Haka3u (pO3NOPS/KEHHsS) MpPO MNPUMMaHHS, 3BUIBHEHHA 1
HepeMillieHHs Ha HITy po0oTy;

* 3alHCH NPO HaJlaHHA BiAITYCTOK.

Ha ocHoBi 11i€i iHdopmartii pobasTh BiAMNOBIAHI 3aMKUCH B OOTIKOBUX

JIOKyMeHTax (0COOOBHX KapTKaX, TPYIOBUX KHHKKAX).

OcoboBa kapTka — L€ 3aTBepKkeHa popma 00TIKOBOTO JOKYMEHTa,
SKY 3aIIOBHIOE CIIEI[aJIiCT CIy>KOM NepCOHaNy Ha MifCTaBi ONMUTYBaHHS
oco0w, Ky NMPUIMaloTh Ha poOOTY (MOCTIHHY, THMYAacOBY ab0 CE30HHY),
1 TakuX IOKYMEHTIB: TACIOpPTa, TPYAOBOi KHIDKKH, IHUIDIOMA,
MOCB1TYCHHS, TIPaB Ha YIPaBIiHHS TPAaHCIIOPTHUMH 3aCO0aMH 1 T.II.

OO6mikoBa ocoOoBa KapTka 3a ¢opmoro T-2 BemeTbcs Ha BCIX
MPAaIiBHUKIB, IKAX MPUHAMAIOTh Ha MOCTIHHY abo ce30HHY poboty. Kpim
IILOT0, Ha CIICIIATICTIB 3 BHIIOI0 OCBITOIO 3aITOBHIOIOTH OOJIIKOBY KapTKy
3a (opmoro 206, a Ha CHELIaiCTiB i3 CepeAHBOI0 CIIEI[iaIbHOK OCBITOO
— 3a (opmoro 210.

Ha HaykoBuX MHpaIliBHUKIB 3alIOBHIOIOTH KapTKy 3a ¢opmoro T-4.
3amoBHEHy KapTKa MiAMHCye ocoba, sIKy NpuilMaioTh Ha poOoTy, i
3aBips€e KEPIBHUK CIYKOU IepcoHay.

OO6mikOBI KapTKHM 3a Ha3BaHUMHU (OPMaMHU BEAYTHCS HA BEIHMKHX
TOPTOBEJIbHHUX  IMIIMPHEMCTBAX, Ji¢ TPAIOE BEJIWKAa  KUIbKICTh
crerianmicTie. BoHM mMmoJyiermyrooTh TOMIyK, OONIK 1 3BITHICTh, Omepa-
TUBHHUH KOHTPOIH 32 iX MEPEMIIICHHSIM Ta CIy>KOOBUM BUKOPHUCTAHHSIM.

Oco00Bi KapTKH TMpAIiBHUKIB KOMIUICKTYIOTECS 32 CTPYKTYPHHUMH
MiAPO3AIaMH TINPUEMCTBA, 3a MPI3BUIIAMHU B ajihaBITHOMY TOPSJIKY.
I3 0co0OBHX KapTOK CTBOPIOETHCS KapTOTEKa OCOOOBOTO CKJIAay BCIX
MPaI[iBHUKIB MiAPUEMCTBA.

[Ticys 3BiTbHEHHS MpalliBHUKA HOTO 0cO00Ba KapTKa 30epiracTbes y
cIyx0i TepcoHaNy MiANMPUEMCTBA MPOTATOM JIBOX POKIB, a TOTIM
MePEeIAETHCS B apXiB MiANPHEMCTBA ISl 30epiraHHst MPOTATOM 75 POKiB.
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2. Tlopsiiok BeleHHSI 0COOOBHX CIIPaB

Oco0oBi cmpaBH BemyTbCS Ha KEPIBHUKIB TMANPHUEMCTBA, iX
3aCTYIHUKIB, HAYAJIBbHHUKIB CTPYKTYPHUX MiAPO3AUIIB, CIyX0, BIIJIUIIB,
CeKIIiH, CIemiaicTiB, fAKi BEIyTh CAMOCTIHHI pPOOOTH, a TaKOX Ha
MaTepiaabHO BiIOBIAATBHUX MPALiBHUKIB.

Oco6oBa cnpaBa — 1e 100ip pi3HUX JOKYMEHTIB, SKi Xapak-
Tepu3yoTh OiorpadivHi, AIOBI Ta OCOOUCTI SKOCTI mpaniBHUKaA. BoHa
HeoOXifHa JUId BHUBUYCHHSA, J00OpPY 1 BUKOPHCTaHHSA IIEpCOHATY Ha
MiAMPUEMCTBI.

Oco00Bi cITpaBy CUCTEMATU3YIOTHCA B all(paBiTHOMY MOPSIKY a0 3a
CTPYKTYPHHMH TIAPO3MiJaMH Yy BIAMOBITHOCTI 13 3aTBEpIKECHUM
MITaTHUM po3kiagaoM. OkpeMo 30epiratoTb 0co0OBi CIpaBU MaTepiabHO
BIANOBIZANBHUX 0CiO0.

KoxHiii 0co00Bil CHpaBi MPHUCBOIOIOTh MOPSAKOBUN HOMEp, SKUN
BiJINIOBIJIa€ HOMEPY B IITATHO-TIOCAIOBIH KHU3I.

Oco00By cIipaBy IpalliBHUKA KOMILIEKTYIOTh 3 TAKUX JOKYMEHTIB:

*  OITUC IOKYMEHTIB;

* JOIOBHEHHS 10 0COOOBOTO JHMCTKA 3 0OIKY KaIpiB;

*  0COOOBHI JIUCTOK 3 00Ky KapiB;

* aBtobiorpadis;

* KOl JOKYMEHTIB IIpO OCBITY;

*  3asBa PO NpuiiMaHHs Ha po0OOTY;

*  KOmil TOKYMEHTIB IPO MPH3HAYCHHS HA ITOCAIY;

e arecrariiidi JUCTH;

*  Komii HaKa3iB MPO 3a0XOYCHHS 1 TOKapaHHS.

Onuc TOKYMEHTIB CKJIaae IpariiBHUK CIy>KOM MEepCOHAITY il Yac
MEPBICHOTO O(GOPMIIEHHS JOKYMEHTIB 0COOOBOI CIIpaBH, a MOJAJbIIi
3aMKMCH 3aHOCATH MIcIs OJIepKaHHA BiJMOBITHUX JOKYMEHTIB.

dopma ommcy 0COOOBOI CIpaBH Ja€ MOXKIHMBICTh TPAIliBHUKOBI
CIIy)KOM TIEpCOHATy BPaxOBYBaTH THMYAacOoBE BWIYYCHHS 3 Hel
JIOKYMEHTIB.

Oco0oBwMif TUCTOK 3 OOJIIKY KaJpiB € OTHAM 3 OCHOBHUX JOKYMEHTIB
y ocoboBiii cmpaBi. BiH BimoOpaxkae aBToOiorpadivuHi maHi TIpo
npariBHUKA, HOrO TPYAOBY MIisUTBHICTH, CIMCHHHH CTaH, HasSBHICThH
YPAMOBUX HAropoi, mepeOyBaHHS 3a KOPAOHOM TOIIO. [IpaBHUIBHICT
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3allOBHEHHS O0CO0OBOTO JIHCTKA OOJIKY KapiB 0O0OB’SI3KOBO 3Bipse

IHCIIEKTOp 3 MepcoHaly 3 opuriHajamu (abo KOMHisIMHM) JOKYMEHTIiB
OpaliBHUKA:  [AcOpPTOM,  TPYAOBOK  KHWXKKOK,  JUINIOMOM
(mocBigueHHsM), BiiCbKOBMM OijeToM Tomo. Ilpu mpomy matu Ta iHIOI
MOKA3HUKU JIOKYMEHTIB 3BIPAIOTHCS 3 TUMM, 10 BKa3aHi B 0COOOBOMY
JIUCTKY 3 O0JIIKY KaJpiB.

3. TpynoBi KHHKKH

TpynoBi KHIKKU Ha MPAI[iBHUKIB BEAYTHCS HA BCIX MiAMPUEMCTBAX i
opraHizalisx HesaJexHO BiX (opm BracHocTi. TpymoBa KHIKKA €
OCHOBHUM JIOKYMEHTOM, IO MiATBEP/UKY€E 3arajbHUM, Oe3nepepBHUH i
CrenianbHUM cTak poOOTH. 3aKOHOM 3a00pOHSEThCA MaTH OAHINH 0coO0i
KiJTbKa TPYIOBUX KHIKOK.

TpymoBa KHIKKa 3aBOAWTHCS HA TIPALliBHUKA, SKHH BIIEpIIe
MPUUMAEThCS Ha POOOTY. i1 3aIOBHIOIOTH Y MPUCYTHOCTI MIPHHHATOTO Ha
po0OTY He Ii3HIle THXKHEBOT'O CTPOKY ICHS IiIMUCaHHS Hakazy Ipo
3apaxyBaHHA Ha poOoTy. 3amucu 10 TPYJOBOi KHIKKHM BHOCSTH Ha
MiZICTaBi MAcopTa Ta JOKYMEHTIB MPO OCBITY i podeciro.

Ha TtutynpHi# cTOpiHLI TPYROBOi KHMXKKM BKa3yeThCsl MPI3BHIIE,
iM’ss Ta mo OaThKOBI TOBHICTIO, 0€3 CKOpoueHb. JlaTa HapoIKEHHS
BKAa3y€ YHCII0, MIiCSIb 1 piK.

Hani mpo ocBity (cepemHsi, cepelaHs CcremiajdbHa, BHINA) Ta
CHEIiaNbHICTh YM Tpodeciro BKa3ylTbCsd Ha MiACTaBl aTecTaTiB,
JTUTUIOMIB, cepTu(dikaTiB, a TaKOX JOBIJIOK, SKIIO OCBiTa HE- 3aKiHYEHA
BUIIA.

Ha TtuTynbHill cropiHui OOOB’S3KOBO CTaBUThCA MIiAMHC 0coOH,
BIIMOBiaNbHOI 32 BHAaUy TPYJOBUX KHIDKOK, 1 IeyaTKa IiIpUEMCTBA,
Jie KHIXKKa BIiepiie Oyna 3amoBHEHA. 3alKc Ha HACTYIHUX CTOPIHKax
TPYZOBOI KHIDKKU MOYMHAETHCS 13 MPOCTABJICHHS IITAMITy I IIPHUEMCTBA
abo HamWCaHHS Bl PYKH HWOTO Ha3BH. SIKIIO MiAMPUEMCTBO 3MIHHIIO
CBOIO Ha3BY, TO POOUTHCS 3aIIMC OKPEMUM PSIAKOM.

V BinmoBigHMX Tpadax TpyAOBOi KHHKKHA 000B’I3KOBUMH € 3aITUCH:

1) mopsiakoBHil HOMED 3aIKCy;

2) naTta mpUOMY YH 3BIIBHCHHS,

3) BkasziBka Ha Mi0 1 mocamy (OPUMHATHN HA MOcaay CTapIIoro
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IH)KeHepa, 3BUTbHEHUI 32 BIACHUM Oa)kKaHHsIM, MEPEeBEACHUI Ha MOcay
3aBimyBaua Jiaboparopii);

4) mincrasa (Haka3 3a Ne... Bix 00.00.00).

Yci patu BKasylOThCsl B TOYHIA BIANOBITHOCTI 0 Hakazy Mpo
NPURHATTS, MepeBeacHHsS abo 3BUTBHEHHS aKypaTHO, 0€3 BHIIPABJICHb 1
MOMapoK. SIKII0 BCe-Taku BUHUKAE HEOOXiTHICTb 3pOOUTH BUIPABICHHS,
TO 1€ OOYMOBIIOETHCS 1 3aBIpsI€THCSA MIAMACOM TOCAIO0BOI OCOOHM Ta
MEYaTKOIO.

VY 3amucy mpo 3BUIBHEHHS BKa3yeTbes BinmoBinHa ctarts Kogekcy
3aKOHIB YKpaiHU MO Mpairo, CTaBUThCS MIIMUC MOCaZ0BOi 0COOM i
neyaTka ipmu.

3 KOXXHUM 3aIllUCOM Y TPYJOBiM KHIXII HEOOXiTHO O3HAHOMHUTH ii
BJIaCHHKA.

VY TOMy BHITQJIKy, KOJIM B TPYJIOBId KHIDKII HE 3aJUIIAETHCS MICIIS
JUTSL 3aTMCiB Y Tpadi “BigoMocTi Ipo poOOTY”, 3aBOMUTHECS YKJIaaKa JI0
Hel.

[Ipu 3BiTBHEHHI TPYIOBa KHHXKA BHUAAETHCS NPAIiBHUKOBI y JIeHb
3BIJIBHEHHS.

3 MeTor0 3a0e3neUeHHs 30ePEeKESHHS TPYIOBI KHIKKH 30€pirafoThest
y cetiax. He 3anuTaHi TpyioBi KHMKKH 30epiratoThcsi He MeHIe Hixk 50
POKIiB.

4. Tnuii 00.1iKOBi JOKYMEHTH 11010 0COO0BOT0 CKJIATY

Jlo 1iHmUWX OONIKOBHX JOKYMEHTIB IIIOJA0 OCOOOBOTO CKIIAIy
BiTHOCHUTHCS IUTATHO-NOCA/I0BA KHHUIA, sIKA € OCHOBHMM POOOYUM
JIOKYMEHTOM CIIY>)KOM TepCOHANIOY, SKWUH TMOKa3ye CTaH YKOMILIEK-
TOBAHOCTI amapaTy MiANPHUEMCTBA 1 WOTO MiAPO3ALTIB MpalliBHUKAMU
BCiX KaTeropiit nepconainy. Lo KHUTI'Y CKIafaloTh Ha OCHOBI IITATHOIO
PO3KJIAAy MiANPUEMCTBA 32 BU3HAUCHOIO (POPMOIO 3 TAKMMU IpadamMu:

*  HOMEp 32 MOPSIKOM;

*  HaliMEHyBaHHS MiAPO3ALIIB 1 Moca;

*  TOCaJOBUM OKJIA;

*  KaTeropis nepcoHay,;

*  TIpI3BHILE, IM’S Ta TIO OATHKOBI;

*  pIiK HApPOKCHHS,
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*  OCBITa, CICIIILHICTH 3a OCBITOIO;

* Jara i HOMep Haka3y Mpo MPU3HAYCHHS HA ITOCAy.

KHura cnyrye ais BU3HaYCHHsI IKICHOT'O CKIIATy TIPAI[iBHHUKIB
y naHuil yac (pik, kBapTan, micsub). g mporo Tpeba MOpIBHATH
IITaTHUN po3kiaj (moTpedy) 31 MTaTHO-ITOCAI0BOIO KHUTOO ((haKTH4HA
YKOMIUIEKTOBAHICTB).

[lItaTHO-TIOCAIOBAa KHHra Ja€ MOXKIHUBICTh CIYyXO0i IepcoHaTy
ONepaTHBHO JaTH BIIOBIIb MIOJO YKOMILIEKTOBAHOCTI SKICHHM 1
KUTbKICHAM CKJIAZIOM TIEPCOHATY OYIb-SIKOTO MiAPO3ALTY MiAIPHEMCTBA.

JIJIs omepaTHBHOTO TMOMIYKY JTAHHX 1 OJep)KaHHS PI3HUX JOBIJIOK
PO TpAIliBHHUKIB, MO TMPAIlOI0Th, IMEpPeBeleH] B IHII IMiAPO3ILIH,
BHOYJIM, TIpO 3araJbHUN 1 Oe3mepepBHU CcTaxk poOOTH CITy)Oa
nepcoHay Bejie a0€TKOBY KHULY, B sIKiif 3a3HAYAETHCS:

* HOMep 3/IT; pi3BUILE, iM’4 Ta 10 0ATHKOBI;

* HOMep 0coO0BOI cripaBH, 0COOOBOT KAPTKHU;

e Micre poOOTH, HOMEp HaKa3y PO MPU3HAYCHHS 1 IEPEMIILICHHS;

* crax pobotu (6e3nepepBHUil, 3aranbHuil);

e Jara i HOMep Haka3y Mpo 3BUTbHCHHS.

Jist BU3HAYCHHS YacTOTH 3MIHHOCTI (TUNTMHHOCTI) KaapiB Ha TiH 4u
1HOIM Tocazi i A BUBYEHHS MPUYMH TUTMHHOCTI HAa TMOCaai BEAYTh
NOCA/I0BY KaPTKYy.

Oco00Bi JUCTKH 3 00Ky KaJpiB € HEOOXITHUM JOKYMEHTOM, 110
HOro 3aMOBHIOE TPOMAJISTHUH IIiJ] Yac Yd TO MpUHAMaHHS Horo Ha poOoTy
(HaByaHHS), YM TO JUIS yYacTi B IEBHOMY KOHKypci Tomo. Takuit
JIOKYMEHT € Yy3araJlbHeHHSIM aBTOOIOrpadiyHHX JaHWUX TPOMAJSTHUHA,

OCHOBHI PeKBi3HUTH:

* Ha3Ba BHUIY JOKyMeHTa (OCOOOBHMH JIMCTOK; aHKETa HAyKOBOTO
MpaiiBHHUKA); TMpI3BHINE, iM’s, IO OaThKOBI, naTa 1 MicIe
HapODKEHH, POTO TOTO, XTO 3aMIOBHIOE JOKYMEHT;

*  BIZJJOMOCTI IIPO OCBITY;

* BIZJOMOCTI IIPO HAYKOBIi CTYIICHI, BUCHI 3BaHHS;

*  SKHMH MOBaMH BOJIOJIE;

* TPYAOBa JisUIbHICTH;

* JepkaBHI HAarOpPOIH;

* BITYM3HSHI, 3apyODKHI Ta MKHAPOJHI HAYKOBI BiI3HAKH;
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* BIJJOMOCTI IIPO POJUHY;
* TIACTIOPTHI JaHi; TOMAIIHS aapeca;
e OCOOHMCTHH MiITHC;
* J1aTa 3arOBHEHHS JJOKYMEHTA.
5. TpynoBi koHTpakTH

KoHTpakT — 11¢ npaBoBHil JOKyMEHT, IO 3acCBiI4ye IEBHY J0-
MOBJICHICTh MDK MNapTHepaMu (IiJIPUEMCTBOM UM YCTAHOBOIO I
IPaIiBHUKOM) NP0 3aCaiM CIUIbHOI BUPOOHHUYOI 1 TBOPUOI IiSUTBHOCTI.
TpynoBuil KOHTPAKT (AOTOBip) — IOKYMEHT, KU (iKCye MOTOMKEHHS
CTOpIH TIPO YCTAHOBIICHI TPYAOBI INPABOBIIHOCHHW Ta PETYIIOE iX.
CropoHaMH TPYIOBOT'O KOHTPAKTY € MiANPHEMCTBA (POOOTOMABEIL) Ta
POOITHHK (KOHTPAKTAHT).

Yepe3 KOHTPAKT TPOMAIHM PEATi3yIOTh NPABO PO3IMOPSIKATHCS
CBOIMH 3MI0OHOCTAMH II0 Tpami 3rigHo i3 3akoHamu Ykpainu “TIpo
nianpuemctso”’, “IIpo BiacHICTh”.

KoHTpakT moBHMHEH ykiamaTHcs B NUCHMOBiM ¢opmi. IIucemoBa
(hopMa KOHTPAKTy MiJBHUILYE rapaHTii CTOpiH y peasizalii JOCATHYTHX
JIOMOBJICHOCTEH 3 HABaXTUBIIINX YMOB Mparii.

PekBi3uTH KOHTpPaKTY:

* Ha3Ba BUJY JOKyMEHTa (KOHTPAKT) i3 CTHUCIMM 3a3HauYeHHSIM
Horo Tmpu3HaueHHS (HA YHOPaBIiHHA MiANPHEMCTBOM, 3
HAaYaJIbHUKOM BIIUTy, Ha oOpraisamiro i BeIcHHS Oyxrai-
TEPCHKOr0 O0OJIIKy B TOBAapHCTBI Ha BHKOHAHHS OOOB’S3KiB
TOIIIO);

e JaTa, MICIIE;

* Opras, 1o HailMae KepiBHUKA,

* TI0Caja, Mpi3BHIIE, iM s, O 6ATHKOBI TOTO, KOTO HAWUMAIOTh;

*  TEKCT;

* MIiJNHCH CTOPIH — YKJIaAa4iB KOHTPAKTY;

* TIeyaTKa, 0 3aCBiqUye MiAMKUC HaiiMaua;

* rpadpu TOTOMKEHHS Il KOHTPAKTIB, IO YKIAZalOThCA 3
KEpPIBHUKOM  JEp)KaBHOTO, MYHIIMIANbGHOTO, IPHBATHOTO,
HIIOTO MiIIPHUEMCTBA.

CrpyKTypa TeKCTy:

*  3arajgbHi MOJOXKEHHS;

*  (ynkuii Ta 000B’s13KK KepiBHUKA ((paxiBIs);
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* KOMIIETEHIs i IpaBa KepiBHUKa ((axiBILIs);
* (opMyBaHHS / YMOBH JisTIBHOCTI AMPEKIl (amapary)
HiANPUEMCTBA;
* MaTepialbHE Ta COLIANBHO-TIOOYTOBE 3a0e3NeUeHHs KepiBHUKA
(paxiBus);
*  BIJNOBiANBHICTE CTOPiH, PO3B’SI3aHHS CYNEPEUOK;
* 3MiHa i po3ipBaHHs KOHTPAKTY;
* TEPMiH Jii Ta iHIII YMOBH KOHTPAKTY;
* aJpecH CTOPIH Ta iHII BIIOMOCTI.
[lig gac ykmamaHHS KOHTPAKTy PEKOMEHIYEThCS BKa3yBaTH TaKi
OCHOBHI YMOBH:
e wmice poOOTH (HaMEHYBaHHS INIIPUEMCTBA, KyId TpHH-
MAa€eThCs pOOITHUK, HOTO azxpeca);
* KOHKpETHy poOOTy BiANOBiAHO 10 KBamiikaiii 3 meBHOI
npodecii abo mocanau, Ky OBUHEH BUKOHYBATHU NPalliBHUK;
* JaTy modaTKy poOoTu 1 ii 3aKkiHUCHHS, SKIIO YKIAJa€ThCs
TEpMiHOBUI TPYIOBUI KOHTPAKT;
* oIUIaTy Ipaili;
*  00OB’s3KH IMiIPUEMCTBA IIOA0 3a0€3CUCHHS] OXOPOHH TIPAITi.
KoHTpakT MoOXe MIiCTUTH 1 JOAAaTKOBI YMOBH, SIKi KOHKPETH3YIOTh
000B’s3kM  cTOpiH. Ile Moxe OyTu: BUNPOOYBAILHUN TepMiH;
CYMICHUIITBO Tipodeciit (Tocam); MiABHIICHHS KBaTi(iKallii; 101aTKOBa
BIJIITYyCTKA 1 T.1.
TpynoBuii KOHTPAKT MOXKE YKJIaJaTHCS Ha HEBHU3HAUCHWHA TEPMIiH,
Ha BM3HAYCHUH TepMiH He Oinblne HDK 5 POKiB, Ha Yac BUKOHAHHS
neBHOi poboTH.
Ilin wac yxiagaHHS TPYAOBOIO KOHTPAaKTy HE MOXYTh YycTa-
HOBJIFOBATHUCS 32 3TO0I0 CTOPiH TaKi yMOBH:
* TiJICTaBU 3BUIbHEHHS pOOITHHKA;
* JMCIMIUTIHAPHI CTATHEHHS (TOKapaHHs), HEe IependadeHi
3aKOHOIABCTBOM;
* BBEICHHS /U1 pOOITHUKIB TIOBHOI MaTepiaJbHOI  BiAIMOBI-
JAJTBHOCTI, 32 BUHSTKOM BUMA IKiB, epeadauennx K30T.
Kontpakr yknmamaerbcss (CKIQaeThess) B 2-X  IMPUMIpHHKAX
MiAMACYETHCS KEPIBHUKOM 1 TIPAIiBHUKOM, 3aCBIIUYETHCS II€YATKOIO.
OnvH TPUMIPHUK KOHTPAKTy 30epiraeThCs Ha MiANPHEMCTBI, OPYTHUA Y
poGitHuka. [Ipo 1e 3a3Ha4aeThCSA B TEKCTI KOHTPAKTY.
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TpynoBi KOHTPAaKTH MOXYTb BKIIFOUATHCS A0 CKIALy OCOOUCTHX
CIpaB MpaliBHUKIB MiANPHEMCTBA. Y JAaHOMY BHIAJKy iX TepMiH
30epiranHHs BiJNOBifae TepMiHy 30epiraHHs OCOOMCTHX cIpaB. Ko
0COOMCTI CIpaBH HE 3aBOAATHCS, KOHTPAKTH (OPMYIOTHCS B OKpeMy
crpaBy 3a an(asiToM Ipi3BUIL POOITHUKIB.

TpynoBi KOHTPAKTH 30€piratoThCs 75 POKiB.

OnHUM 3 OCHOBHHUX JIOKYMEHTIB, SIKi PETYyJIOIOTh MPABOBITHOCHHHU
MIAMPUEMCTBA 3 POOITHUKOM, € TPYIOBHM KOHTpaKT. [licis mianmucaHHs
KOHTPAKTy BUJAETHCS HaKa3 MPO MPUHHATTS CITIBPOOITHHKA.

Ha mimcraBi Hakasy npo TPHHAHATTS OQOPMITIOETHCS OCOOHCTa
kapTka popmu T-2 (abo 3aBOIUTHCS OCOOMCTA CIIpaBa), POOUTHCS 3aIHC
y TPYJOBIMA KHHXKII.

Komii Haka3y mpo HpUHHATTS HAAXOAATH 10 0co0OBOI CIpaBU i
Oyxranrepii, Je MNpaliBHUKOBI, SIKMH IOCTyIUB Ha poOOTy, MpH-
CBOIOEThCA TaOENbHUM HOMEp Ta 3aBOAUTHCS OCOOOBHH paxyHOK IIO
sapruiati. [Ipoueaypa odhopmieHHs Ha poOOTy MpalliBHUKA HaBeAeHa Ha
puc. 8.

Tpy10RUil KOUTPART 3
POBITHHROM

'

Hacus npo upuiiisirms

ua podory
3amic v OcoBora Kaprga §. Ocotopit
TPy ORI T-21/a0a ocolora PANVHOK TIpO
KM CIIpaRa SAPOCITHY TLTaTY

Puc. 8. [Topsaok opopmiIeHHS IPUAHATTS NpalliBHUKA Ha POOOTY

3asBy Mpo 3BUJIBHEHHSA POOITHHK IHINE 3a JBa THXKHI JO TIIe-
penbadeHoro TepMiHy 3BUTbHEHHS 3 poOOTH 1 mojae ii Ha Y3roJKEHHS
KEpiBHUKY.
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KepiBHUK HifnmpueMcTBa BHUIA€ Haka3 MO OCOOOBOMY CKIIaxy Ipo
3BUIBHEHHS], BIAMOBITHO 3 SIKUM POOUTHCA 3alUC y TPYAOBIN KHUXKII 1 B
oco0oBiit kaprmi ¢. T-2.

Komii Haka3iB HaaxoAsTh B OCOOOBY CIHpaBy IpalliBHUKAa 1 B
Oyxranrepito, e Ha MiJCTaBl HaKa3y BiJOyBa€TbCA MOBHUH PO3paxyHOK
3 IpaliBHUKOM. 3BUIPHEHHS MpaliBHUKA TPOXOIUTH 33 CXEMOIO,
MTO/IAaHOIO0 Ha pucC. 9.

3assa upauiBHUKA NPO
3BLIbICHIISE

!

Hawaz upo
IBIILHCHIN

/ \

Janme B ocoboniit
kaptin §. T-2 /ado
OCODORLI ClIpaR

3w v TPy lori
KHKIN

Puc. 9. Iopsimox opopMieHHS 3BIIbHEHHS MTpalliBHUKA 3 poOOTH

IIpu nepeBeneHHi MpaliBHUKa Ha IHIIy TOCAagy B MeXax
HiAIPUEMCTBA TIOPSAOK OGOPMIICHHS JIOKYMEHTIB 3AiHCHIOETBCS 32
CXEeMOI0, HaBeJIeHOto Ha puc. 10.

Hakas mo ocoboBorzy
CRTATY MPO Nepexi
THILY 1ocaTy

AR RN

. e 3amic v
3amuc v 3ammc B ocotoRIi o
L . g oCoGoBROALY
TPV, TORII kaprol . 1-2 1/ abo B ;
S PR . PANVHEY TTO
KHHKTI 0coloRIIT CIIpaBl S

PO THLH TnaT

Puc. 10. [Ipouenypa odopmieHHs IepeBeAeHH MpalliBHAKA Ha
HIIY rocaxy

KepiBHUK BHJae Haka3 1O 0COOOBOMY CKJIAmy IpO TEpEeBEICHHS
CHiBpOOITHUKA Ha iHIIY MOCaay, Ha OCHOBI 4OTO POOMTHCS BiIMOBITHUIN
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3amMC, /e BKa3yeThCsl HOBa MOcajga B TPYAOBIH KHIXKII Ta B 0COOOBIif
kaptui ¢. T-2. Komii Haka3zy HampaBIsSOTBCS 10 OCOOOBOI1 cHpaBH i
OyxranTepii, y BHIIQIKy 3MiHH OKJamgy pOOHMTHCS BiNIOBiIHAa 3MiHa B
JUIEBOMY PaxXyHKY I10 3apIljiaTi.

TpyaoBi_yroam — 1e JOKyMEHTH, IO YKIAJAIOThCS MK Op-
raHizamisiMu i mpauiBHUKaMHU, sIKi He BXOJSATh JI0 CKIIaay 1i€i opraHizaiii,
JUTsI BAKOHAHHS TICBHUX BHIIB POOIT, KOJH IIi poOOTH HE MOXYTh OYTH
BHKOHAHI Ha JOTOBIpHUX 3acajaX 3 BUIMOBIIHUMH YCTaHOBaMH Ta
MiANPUEMCTBAMH.

PekBizuTu TpymoBoi yroau:

* HasBa JIOKyMEHTa (TpyIOBa yroja);

* JaTa i MicIle CKJIQIaHHs; TIepelTiK CTOPiH, IO YKIIAIH yroy;

* 3MICT yroJ i3 3a3Ha4eHHsAM 00OB’3KiB BUKOHABIIA 1 3a-

MOBHHKA;

*  IOpHUIUYHI aJIpecH CTOPiH;

* MIJNKCH CTOPIH;

* TIeYaTKa MiJnpHeMCTBa ado opraHizaii.

Tpyoosa yeooa (konmpaxm) YKIA0AEMbCL 8 KibKOX NPUMIPHUKAX,
00UH 3 AKUX BUOAEMbCA BUKOHABYESI, a HW 30epiearomvbcs Y cnpasax
op2eanizayii-3aMo6HUKA.

JonaTtkoBa yroja — Iie JOKYMEHT, IO CKIIaJa€ThCs K J0AaTOK 10
KOHTPAKTy 13 3aCTYHHHKOM KepiBHMKa MiANPHEMCTBA (yCTAHOBH),
TOJIOBHUM OYXTalITePOM TOIILIO.

6. Haka3m 3 0c000BOT0 CKJIATy

3HauHy MArpyny JOKyMeHTalii 3 0COOOBOTO CKJIaay SBISIOTh
coboro Hakasu. Hakazamum 1o oco0oBOMy ckiIaay O(GOPMIIOIOTH
NPUIHATTS, TEPEeMIlleHHs, INEepeBe/ICHHS, 3BIIbHEHHS IMpalliBHUKA, a
TaKOX HaJaHHS BIAIYCTKH, OTOJIOLICHHS 320X04YEHb i CTATHEHb.
OdopmieHHs TakuX HaKa3iB Mae CBOI 0COOJIIMBOCTI, a came:
* 10 HOMEpIB HaKa3iB MPUEIHYIOTE iHmekcH “K” (kagpm), “BK”
(Bigmin kampis), “OC” (ocoboBuHil CKIaM);
* iHIEKCH JIOTIOMAraroTh BITOKPEMHTH HAKa3U [EOT0 THITY Bif
HaKas3iB i3 3araIbHUX [TUTAHb MIAPHEMCTBA.
Haituacrinre KOHCTaTyl04Oi YaCTWHH TakKi HaKa3HM HE MAiOTh, a
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IOYHKTH PO3NOPSAU0i (SKIO IX JEKUIbKA) pO3MILLYIOTh Yy IEBHil
MOCIIJOBHOCTI OKpEMHUMU Maparpadamu:

* NpUHHATTA HA POOOTY;

* TIEPEBECHHS;

* HaJaHHS] BiIYyCTKH;

*  3BIJIbLHCHHS,

* 3MiHY Npi3BHIIA;

* HampaBJICHHS y BiIPSIKCHHS.

Haxa3u mpo 3a0X0ueHHS Ta CTATHEHHS 0(OPMITIOIOTH OKPEMO.

Koxumii maparpad Hakasy IOYHHAETHCS IIECIOBOM Y HEBHU3-
HaveHid Qopmi: TPHU3HAYWTH, 3apaxyBaTH, IICPEBECTH, 3BIIBHUTH,
BIJIPSITATH, OTOJIOCUTH IOJSKY, a MOTIM 3a3HAYA€THCS TPI3BUIIE, 1M’ Ta
1o 0aTHKOBI.

Sxmo B maparpadi BkasyeTbcsi Jekilbka ocid, TO iX mpi3BuIna
MAaloTh PO3MIIyBaTHCA B al(aBiTHOMY HOPIIKY.

VY KiHII Haka3y BKas3yeTbCs, IO CTaJO IPUBOJIOM s ioro
CKJIaJIaHHSl — Ha Ti/ICTaBi 3asBH, 3TiJHO 3 HANPaBJICHHSM, BiAMOBIAHO 110
crarti K3nll.

Haka3 Bctymae B cminy 3 MOMeHTy miamucanHsi. OmHaK OKpemi
naparpa¢d Hakady MOXYTh MaTH CBOi TepMiHW. Hampuknan, npu-
3HAYCHHS MpalliBHUKA Ha Tocaxy Moke OyTH ImpoBeneHo 3 1 BepecHd,
TOJII SIK HAKa3 MiAmucano 28 ceprus.

Y Hakazax Mpo 3apaxyBaHHS Ha PoOOTy HEOOXiIHO BKa3yBaTH, Ha
Ky TIOCanay, A0 SKOTO CTPYKTYPHOTO TIiAPO3MIIY 1 3 SIKOTO YHCIIa
opopMITIOEThCSI HA po0OTy, BUA pPOOOTH (TOCTiiiHa, 3 iCIIMTOBUM
CTPOKOM, 31 CTaXKyBaHHSIM, THMYacOBO — Ha BM3HAUYEHHH CTpOK, 3a
CYMICHHUIITBOM TOIIO), OCOONIMBI yMOBH poOOTH (3 MarepiabHOIO
BiJINOB1JIANIbHICTIO, 31 CKOPOYCHHUM JHEM Ta iH.)

IIpu nepeBenenHi Ha iHITY poOOTY B TEKCTi O3HAYAIOTh BUJ, MOTHB
Ta CTPOK IEpeBeleHHs. B ycix BuIaakax THMYacoOBOTO IEPEBEACHHS
BKa3yIOTh HOT'O TPUBAICTb.

VY Hakazax mpo HaJAaHHS BiJITYCTKU CJiJ] IIO3HAYATH ii BUA (OCHOBHA
JOJIATKOBA, HaBYajJbHA, Oe3 30epekeHHs 3apoOiTHOI IUIAaTH), 3araibHy
KUTBKICTh pOOOYHNX JHIB, IaTy BUXOIY Y BIIIYCTKY Ta MOBEPHEHHS 3 Hed,
3a SIKUH [epio]l HaJaeThCs BIATYCTKA.

[pwu 3BiMTbHEHHI MPALIIBHIKIB 000B’SI3KOBO BKAa3YIOTh ATy T4 MOTHB
3BiTbHCHHS. MOTHB TOBHHEH BHKJIAJaTUCh KOPOTKO B IOBHIH
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BIAMOBIAHOCTI 3 YUHHUM 3aKOHOJABCTBOM.

Hakasu 3 0oco60oBoro ckiaay ohOpMIIOIOTHCS aHAJOTIYHO HakazaM
PO OCHOBHY HisNbHICTb. OcoONUBY yBary Ipu LbOMY NPHIUISIOTH
BisyBaHHIO. Haka3u 3 0cOOOBOTO CKJIaqy OTOJIOIIYIOTHCS IpalliBHUKAM
i PO3IHCKY.

BinmoBinHO 10 3aKOHOJABCTBA Bij POOITHHKIB Ta CIIY>KOOBIIB, SIKi
MOPYIIMIIA ~ TPYJAOBY  ITUCIMILIIHY, cJiJg O0OOB’SI3KOBO  3a)KaJIaTH
MMUCHMOBOTO MOSICHEHHS 1 TUTBKH TOJI MPUIMATH BIIITOBIIHI 3aX0JTH.

[HIM# MOPSIOK CKJIAJaHHS HaKasiB MPO 3a0XOUYCHHS CYMIIIHHHX
MpaIiBHUKIB. Y TEKCTI HaKa3y BKa3ylOTh IJCTABH T4 BHIU 3a0XOUCHb,
Ha YecTh sKOich momii. Haka3W mpo 3a0XOYEHHS MPOTrOJONIYIOTHCS B
YPOYHCTI 0OCTAHOBINI Ta 3aHOCATHCS 10 TPYAOBOT KHIKKH.

7. Oco0oBi KapTKH

OCHOBHHM JIOKyMEHTOM 3 OOJIKy TEepCOHaNy WiANPHEMCTBA €
ocoboBa kaptka (opmu T-2, ska 3aBOOUTBCS HA BCIX MpPAIiBHUKIB
MiANPUEMCTBA, MPUAHITAX Ha TIOCTIHY abo TUM4acoBy poboty. Bci
3aMMcy B KapTIi poOJIAThCSA Ha MiACTaBi JOKYMEHTIB, SKi MpeacTaBIsie
MpaI[iBHUK.

Y HOBOMY BapiaHTi 0cOO0BOi KapTKH BUKIIOYCHO 3aCTapisii MO3HUIIiT
(HaIiOHANBHICTh, MAPTIHHICTD, WIEHCTBO B MpodCiiii Ta iH.).

OO0O0B’SI3KOBO CTaBUTHCS JaTa 3aloOBHEHHS OCO0OBOi KapTKU Ta
ocobuctuii mianmuc mpaniBHuKa. Ha 3BOpPOTHIH CTOPOHI KapTKu
3HaxXOMAThCS po3ninu “Tlpu3HadeHHs 1 mepeminieHHs”, “Bimmycrtka”,
“JlonaTkoBi BimoMocTi”, “/laTta i mpuYMHA 3BUTLHCHHS .

3anucy B ITUX PO3/iIax TIOBUHHI MaTH TIOCHJIAHHS Ha JIaTH 1| HOMEPH
HaKas3iB.

8. Oco0oBi cnpaBu

OcoboBa cmpaBa (ZOCbE€) — II€ CYKYIHICTh JOKYMEHTIB, SfKi
YTPUMYIOTh BiIOMOCTi IIpO POOITHHKA.

Oco00Bi cnpaBH 3aBOIATHCS YACTIIIE HAa KEPIBHUKIB Ta BEAYUHX
creniamicTiB (IIpU IIbOMY Ha IHIIUX CHIBPOOITHHKIB O(OPMIIOIOTH
0co6oBi kapTku popmu T-2).

Jlo cxiay 0co00BO1 cripaBy BXOJATH TaKi JOKYMEHTH:

* BHYTpINIHIA OMKC JOKYMEHTIB, SKi 3HAXOASITHCS B 0COOOBIH
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CIpaBi;

aHkeTa a0 0co0OBHUI IUCTOK 3 O0MIKY KapiB;

aBToOiorpadis abo pesrome;

KOMii JOKyMEHTIB IIPO OCBITY;

KOMI1 JOKYMEHTIB PO 3aTBEPPKEHHS Ha MOCAIi;
XapakTepucTuka abo peKoMeHalliiiHi JIUCTH;

TPYAOBHH KOHTPAKT (IOTOBIp);

KOITii HaKa3iB Mo MpU3HaYCHHS (TIepEeMIIIeHHs, 3BIJIbHEHHS; )
JIOBIJIKH Ta 1HII TOKYMEHTH, 110 CTOCYIOThLCS TAHOTO POOITHUKA.

9. CkianaHHs 0COOMCTHX IOKYMEHTIB

Jiia 3BepHEHHS 10 KEpiBHHIITBA MiANPHEMCTBA ab0 Jep)KaBHUX
YCTaHOB CKJIAJIAFOTHCS JOKYMEHTH OCOOMCTOTO XapaKTepy, KOJH aBTOPOM
JIOKYMEHTA € MOoro yKJaaay.

Jlo TakuX JOKYMEHTIB HaJIeXKAaTh:

3as1Ba;
pesiome;
aBTobiorpadis;
XapaKTePUCTHKA,
pO3IHCKa;
JOPYYCHHSL.

TekcT iX MOxe OyTH TOBUTBHUM 1 CKIIAJA€THCSl CAMUM aBTOPOM, ajie
TaKi PEeKBI3UTH, SIK Ha3Ba BHJY JOKYMEHTA, JaTa, MiANUC MOBHHHI OyTH
000B’SI3KOBO.

3asiBa — 11e TOKYMEHT, KM MICTHTH MPOXaHHS a00 MPOIIO3HUIIII0
OJTHIET UM KIJIBKOX 0Ci0, aJipecoBaHy yCTaHOBI a00 TOCaI0BIH 0cOo0i.

3asiBY 3 KaIPOBUX MMATaHb CKJIAJTAIOTHCS 3 TAKHUX PEKBI3UTIB:

1) anpeca (na3Ba opraizariii abo ciry:k00B0i 0c00H);

2)

BiJIOMOCTI Mpo 3asiBHHKA (IIpi3BUILE, iM’s, MO OATHKOBI; aapeca,

1HOJII TI0Caa);

3)
4)
5)
6)
7)

Ha3Ba BUJY JIOKyMEHTa (3asiBa);

TEKCT;

TIepesTiK JOAATKIB 13 3a3HAYEHHSAM KiTBKOCTI CTOPiHOK;
MIJIIKC aBTOPA;

JlaTa HaIMCaHHs 3asBU.

Axmo 3asBa agpecyeThes A0 Ti€l opraHizallii, ie Mpairoe aBTop, He
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Tpeba 3a3HavaTH aapecy, NaclopTHI AaHi, a JOCTaTHbO Ha3BaTH MOcCaxy
Ta Micle poOOTH (CTPYKTYpHHUM MiAPO3ILT).

TexcT 3asBU Ma€ TaKy CTPYKTYpYy:

1) mpoxanHsI (BUCHOBOK);

2) OOrpyHTYBaHHsS TpOXaHHA (OOKa3u) — IJsi 3asB  OPO
3BUIBHEHHS, IEPEBEICHHS.
Pe3loMe — JOKyMEHT, SIKUH MICTUTh KOPOTKI BigoMocTi 0ior-

padidHOTO TUIaHY 1 TPEACTABIIAETHCS OCOOOK IiJI dYac IparieBlalil-
TYBaHHS JIO KOMEPIIIHHOTO MiIMTPHEMCTBA, YacTinie 10 iHodipmu.

PesromMe MicTHTh: Ha3BY BUY JOKYMEHTA; aTy; MPI3BHIIE, 1M S, 11O
0aTbKOBI; TOCAJy Ta TOIMITOBY aJpecy IMpeTEeHICHTa; Tele(oH; TEKCT;
miamnuc.

TekcT pe3toMe CKITaJaeTbes 3 TAKUX PO3ILITIB:

* TIepCOHANbHI JaHi;

* MeTa IpaleBJIalTyBaHHs (IKy caMe poboTy abo mocaay XOTiB

Ou oTpUMAaTHU NPETEHIEHT);

* OcBiTa (TepepaxyBaHHS B 3BOPOTHIM XPOHOIOT1UHIi
MOCJIiTOBHOCTI, MOYMHAIOYH 3 OCTAHHBOT'O MICI[s] HABUAHHS;

e JIOCBiJl poOOTH (KOPOTKHIA OIMHC XapaKTepy POOOTH 3 TIOAAHHM
mocaJi, siki 3aiiMaB MPETEHICHT, 1 J1aT);

e JgonmatkoBa iH(popMarlis (3HAHHS 1HO3€MHHX MOB, KOHKPETHI
HaBWYKH, SKI MAalOTh BITHONICHHS JO THpodecii, pobora B
IPOMAJICLKHX OpTraHi3arlisx);

* peKkoMeHJAIl (3 Mpi3BUIIaMH Ta Tesie(hOHAMU );

¢ TIIIHNC.

ABT0Oiorpadis — e MOKyMEHT, y SKOMYy 0c00a, sika CKIIaJae
fioro, TMojae OMHUC CBOTO XMTTS 1 AisUIbHOCTI. ABTOOiOrpadis THIOBOTO
hopMynspy He Mae i CKllafaeThes NOBiNbHO. [TumieTses, Ik mpaBuio, Bij
PYKH Ha apKyIlli YUCTOTO Hamepy abo Ha cIeliaJbHOMY OJIaHKY Mif dac
BCTYILY Ha pOOOTY i B ICSKUX 1HIINX BUIAJKAX.

dopma BUKIIaly — pO3MOBiaAHA (Bif repmoi ocodun). Bei BimomocTi
MOJAFOTHCS Y XPOHOJIOTIYHOMY TOPSAKY (BiA HaTH HAPOMIKEHHS 1O JaTh
HAITMCaHHS TOKYMCHTA).

B aBTOGiorpadissx 000B’s3KOBO BKa3yIOTh:

* TIpi3BHIIE, IM’s, MO OATHKOBI,

* JaTy HapOJKCHHS,

*  MicIle HapO/KEHHS;
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* BIJIOMOCTI IIPO HaBYaHHs (IIOBHE HaMEHYBAHHS BCIX Ha-
BYAIBHUX 3aKJIAJliB, Y IKUX JJOBEIOCS HABYATHCA);

*  BIZIOMOCTI IpO CIIY’K0Y B apMif;

*  BIJIOMOCTI IIPO TPYAOBY IisSUIbHICTH (KOPOTKO, B XPOHOJIOTTUHIH
MOCI1IOBHOCTI — Ha3BU MicLb Ipalli 1 mocan);

* BIZIOMOCTI IIPO I'POMAJICEKY POOOTY;

* HAroOpo.W;

e CIMEHHHMH CKIamn;

*  KOPOTKI BIIOMOCTI Mpo ckiaj cim’i (0aThbKo, MaTH, YOJIOBIK,

JPY>KWHA, JTITH);

* OCTaHHE MicIle poOOTH, Mocaa;

* JOMAIIHIO aJIpecy;

* JaTy HaIMCaHHS aBToOiorpadii;

e ocobucTHi miamuc.

XapakTepucTUKa — OQiliiHUN TOKYMEHT, y sKoMy chopMmy-
JHOBAHO TPOMAJCHKY IYMKY MpO TpalliBHUKA SK WieHa KOJEKTHBY 1
BUCJIOBJICHO 11 B odiumiiHii Qopmi 3a mignmucaMu mpencTaBHUKA
aZMiHiCTpanii Ta KOJICKTUBY.

SIKmo mpamiBHUK TPOCHUTH BHUIATH HOMY XapakTEPHCTHKY,
ajJIMiHICcTpaIlis 3000B’s13aHa 11e 3pOOHTH.

Y KOXHIH TPaBWIBHO CKIIAJCHIA XapaKTePUCTHIII MOYXHA BHIITHTH
JIOT1YHO OB’ sA3aH1 MiX cOOOK0 CKJIAA0B1 YACTUHU:

IMepma — 1e ankeTHI NaHi, sSKi CTIAYIOTh 32 HAa3BOIO JOKYMCHTA,
Jie BKa3aHO TPI3BHINE, iM’S Ta TIO0 OAaTHKOBI, 1MOCANa, PIK HAPOJKCHHS,
HAI[lOHABHICTh, OCBITA (11i BiIOMOCTI 3aBEJICHO PO3MIIIYBAaTH MPABOPYY
CTOBITYMKOM).

JApyra — nasi npo TpyaoBY AiSUIBHICTE (CHENiaNbHICTh, TPHBATICTD
poOOTH Ha JaHOMY MIiANPHEMCTBI, CIYX)OOBe MEPEMIllleHHs, 1Mocaaa Ha
JIaTy CKJIaJaHHs JOKYMEHTA).

TpeTss yacTHHA — BIIacCHE camMa XapaKTEPHCTUKa, TOOTO OIliHKa
MOpAIBHUX Ta JUIOBUX SIKOCTEH: CTaBJICHHS N0 POOOTH, IiJBHIICHHS
npodeciiHOro piBHA, y4acTh y TPOMAJCHEKOMY JKUTTI, IOBENIiHKA B
OOYTi, CTaBJICHHS 10 TOBAPHIIIIB IO POOOTI.

YerBepTa, 3aKII0YHA, YACTHHA — BUCHOBOK, Y SIKOMY BKa3aHO
MPU3HAYCHHS XapaKTEPUCTUKH.

Buknanenns tekcty — y TpeTiit oco0i. Ilix yac ommcy mismIBHOCTI,
BOJIi, 3MII0HOCTEH Ta OCOOJIMBOCTEH XapakTepy JIFOJWHHU BAAKOTHCS U 10
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OLIIHOYHMUX MOBHHX 3acO0iB: 3aclyXeHHil aBTOPHUTET, HAIPYKEHO
MpaLoe, HETAKTOBHUM, CTPUMAaHUH, Oepe akTUBHY Y4acTh TOLIO.

[Ticist TekcTy CTaBIATH ATy Ta MiJIUCH, IEUATKY.

XapaKTepUCTUKY MUIIYTh y ABOX MPHUMIPHUKAX, OAWH 3 SAKHX
BUAIOTH 3alliKaBJIeHi 0co0i, a KOO MiIMBAIOTh IO CIIPABH.

Po3nucka — 16 JOKYMEHT, SKWUH TIATBEPIXKYE TIepenady i
OJIep’KaHHS JIOKYMEHTIB, TPOIICH, TOBAapIBTONIO, 3aBIpCHHU IMiAIIHCOM
oJlepKyBaya.

Pexsizutn:

* Ha3Ba BHUIY JOKYMEHTA (PO3IICKa);

* TI0Caja, MPI3BHIIE, iM S Ta TI0 OATHKOBI TOTO, XTO Ja€ PO3IUCKY;

* KOMY JA€THCS PO3IUCKA;

* 'y YOMY KOHKPETHO JaHO PO3MHUCKY (0OOB’S3KOBO CJiJl BKa3aTH
TOYHE HAMEHYBaHHS MaTepiajJbHUX IIHHOCTEH, MPEIMETIB,
IHCTPYMEHTIB);

* Ha MiJCTaBi SIKOTO PO3MOPSIKCHHS YU TOKYMEHTA OJIEPKAHO
LIHHOCTI;

e JaTa ¥ miANMC oJiepKyBaya IIHHOCTEH.

TekcT pO3NUCKU BKITFOYAE:

* TI0CajM, PI3BUIIA, IMEHA 1 IT0 0ATHKOBI OCIO, SIKI BUIAIH Ta
oTpuUMali OyIb-1110;

* TIepeNTiK OTPUMAHOTO 3 BKa31BKOKO KUTBKOCTI Ta BAPTOCTI
(tdpamu 1 B 1yKKaxX MPOITHUCOM 3 BEJIUKOT JIITEPH );

* Tiamuc ocoOwu, siKa Jaa po3IHCKY.

TexcT po3NMCKM PO3MOYMHAETHCA CIOBaMU: Bupana MHolo,
imkeHepoM... Ll posmucka Bupana... S, yuntensb cepenHboi HIKOIH No
2.. lara nmumeTtbest 3a TakuM 3paskoM: 17 Gepesnst 2001 poky. I'porrosi
CyMH MNHUIIyThCS LuppaMu, a B OyKKax — ciaoBamu: B cymi 600
(1ricTcoT) rpH.

Jlopy4eHHs — JOKYMEHT NpO HAJaHHs IpaBa KOHKPETHill 0coOi
Ha TIEeBHI Ji1 BII IMEHI IMIMPUEMCTBA Y¥ OKPEMOT0 IpOMaJIsTHHHA.

JopydeHHsT TOAUIAIOTE Ha odimiitai i ocoducTi. OdimiiHi MOKYTh
BUAABaTHCS Ha OJACpKaHHA TPOIIOBHUX 1 TOBapHO-MaTepialbHUX
[IHHOCTEH, 3MiICHEHHS TOCTIOIapPCHKUX, MOCEPEAHUIIBKHX,
TPAHCIIOPTHHUX onepalliii Tomo. OcoOUCTI CKIamalThCs 0CO0aMH, SKi
MepealoTh BIACHI mIpaBa iHImmMM ocobam. lle moxe Oytm mpaBo Ha
oJIep KaHHs 3apo0OiTHOI IJIATH, MOIITOBOTO IIEPEKa3y Ta 1HIIMX OIeparliil.
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Odhiyiiini Oopyuenna noGuHHI Mamu maxi pekeizumu:

Oco0ucTe J10pYYEHHSI — II¢ JIOKyMEHT, IO CBIIYUTH

Ha3BY MIiAMPUEMCTBA;

IOPUIUYHY apeca MiANPHEMCTBA;
Ha3BYy BUJY JOKYMCHTA;

Aary;

iHAEKC (HOMEp);

TEKCT;

M ANMKMCH TTOCaI0BHUX 0CIO0;
MeYaTKYy IMiIPUEMCTBA.

npo Ha-

JAaHHS TIpaBa JOBIpeHi 0co01 Ha 3AIMCHEHHS IEeBHUX il abo oT-
PUMaHHS TPOIIOBHX, YH TOBapHO-MaTepiaIbHUX IIHHOCTEH Bix ocodw,
110 JOBIpsI€.

Ocobucrte 1opydeHHs! Ma€ PEKBI3UTH:

Ha3BYy JOKYMCHTA,
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¢ Jary;
* TIpi3BHILE, iM’$, 10 0ATHKOBI OCOOM AKiil BUJAHO JOPYUEHHS;
* 3MICT;

* miamuc ocoOwu, gKa JOBIpsE;

*  TIANUC MOCazoBoi 0coOH, siKa 3aBipuiia TOPyUCHHS;

*  [EYaTKYy.

J1o TeKCTy nopydeHHsS BHOCATH JIaHi TAKOTO 3MICTY:

* TI0Caja i MacIopTHI BIIOMOCTI 0cOOH, SIKii BUIAHO “JIOpYyYCHHS;

* Oprasi3allis, 3 SIKOX0 3IIHCHIOIOTHLCS [Iii TI0 JOPYYCHHIO;

*  3pa3oK MIAMKUCY 0COOH, KA OTpHMAaa JOPYICHHS;

* CTPOK JIii JOpYyYEHHS.

Burororistoreess TpadapetHi ONaHKU IOpydeHb. BOHH MOXYTh
opopmmaTics 1 Ha OnaHKy miANpUeMcTBa. SIKImlo omepauii, 10
3MIHCHIOIOTBCSL  4epe3  JIOPYYEHHsS, CTOCYIOTbCS TPOIIOBHX — abo
MaTepiaJbHUX IIHHOCTEH, Ilel [JOKYMEHT O0OOB’S3KOBO MIJIUCYE
KEpiBHUK IiIIPUEMCTBA 1 TOIOBHUI OyXxranTep.

Oco0bucTi Jopy4eHHs Ha OTpUMAaHHS MEHCIH, CTUMEHIIN, BKIaaiB y
0aHKax, KOPECIOHJEHILIi HOTapialbHOTO 3aCBiUEHHS HE MOTPEOYIOTb.
BoHu 3acBimuyroThCsS 1 3aBIpSIOTBCS MIAMACOM IOCAZ0BOI OCOOM Ta
MEYaTKOK OpraHizaiii, B SIKHi TOH, XTO pOOWUTH JOPYYEHHS, MPAIIIOE,
HaBYa€eThCs, a00 BiJINOBITHOI JKUTIOBO-EKCIUTyaTalliiHOT opraHizaiii 3a
MICIIEM MTOCTIHHOTO MPOXKHUBAHHSI.

JopydeHHsT BHIOAIOTHCS, SK MPABHJIO, HA CTPOK, IO BH3HAYCHUH
KOHKPETHUM JIOKyMEHTOM. SIKIIO K TaKuii CTPOK y TOpYUYEHHI BiICYTHIH,
TO IOpYUYEHHs 30epirae CuiTy MpOTATOM MICSIIS Bil AHS BUJAYI.

Skmo nata BUIA4i B JOPYICHHI BiACYTHSI, TO JOKYMEHT BBAXKAETHCS
HEJIHCHUM 1 BiH HE Ma€ FOPUANYHOT CHITH.

10. OdopmieHHsI JOKYMEHTIB PO BiApsiAKeHHS

Cayx00Bi BiIpsIDKCHHS MPAIiBHUKIB OpraHizamii 3IiHCHIOIOTHCS
3TiAHO 3 INIAaHOM POOOTH 3 YpaxyBaHHSM acCUTHYBaHb 1 KOIITOPHCOM
BUTpAT Ha BiAPAIKEHHS.

Y pa3i HeoOXiHOCTI BiAPS/DKEHHS TpaIliBHUKA HaYaJbHUK
CTPYKTYPHOTO TIIPO3JIITy pa3oM 3 JOTOBIJTHOIO 3allUCKOI0, JIe 3a3HAYaE
KyId, Ha SKHHA TEpMiH, 3 SKOIO METO HEOOXiTHO BiIPATUTH
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Tema 5. JlokyMeHTaIlist 3 0cOO0BOTO CKIATY
MpAI[iBHUKA, TOJIA€ HA 3aTBEPKEHHS 3aBJaHHsI Ha BiPSKCHHS.
3aTBep/pKEHE 3aBJAHHS Pa3oM 13 MOCBLAYCHHSM PO BIAPSIKEHHS
Ta 3aBI30BAHUM OyXTajJTepi€l0 MPOEKTOM HakKazy PO BiIPAIKEHHS
MOJA€ThCS HA PO3TJIISL] KEPIBHUILITBY, K NIPABUIIO, HE Mi3HIIIE HIX 32 TPU
JOOU 70 TIOYATKY BIAPSIIKESHHS.

Peectpariiss mocBiAueHb NMPO BIAPSMAKEHHSA Ta OONIK MpaliBHUKIB,
10 BUOYBAIOTh Y BIAPSAIKEHHS, 3IIHCHIOETHCS Y CIEIIATbHOMY JKypHAJTI.

[Ticist moBepHEHHS 3 BIAPSAKEHHS MPALliBHAK Y TPUACHHUN TEpMIiH
JIOTIOBIZIa€ TIPO BHUKOHAHHS OJACP)KAHOTO 3aBAaHHsA (IOJa€ 3BIT TIPO
BIIPSIDKCHHS)  KEPIBHHWKOBI, SKHHA 3aTBEpPKyBaB 3aBJaHHSA Ha
BiJIPSIUKCHHS.

3BIT PO BIAPSAIKEHHS 3 PE30JIOIIEI0 BiIIIOBITHOTO KEPIBHUKA PO
BUKOHAHHs 3aBIAaHHS Ta aBaHCOBHUH 3BIT 3a BCTaHOBICHOIO (OPMOIO,
3aTBEP/DKEHUM  KEpIBHUKOM, MpAIiBHUK Iojae 1o Oyxranrepii
oprasxizarii.

BigmiTka Ha TMOCBIAYEHHI PO BIAPS/KEHHS MPO BUOYTTS
IpaliBHUKA y BIAPSIKECHHS Ta NPUOYTTS 3 BIAPAIPKEHHS 3aCBiIUYETHCS
MiAMMCOM HadallbHUKA BTy Ta medaTkoro /g BigpsaKkeHs”.

BinMiTka Ha IOCBITYEHHI TTPO BIAPSDKEHHS 0COOH, siKa Mpuoysia 10
opraizaiiii 3a BHKJIMKOM, 3aCBIUYEThCS Me4aTkoro “‘/Ijisg BiApsIKeHb”
3a HAsABHOCTI IMiJITHCY MTOCAI0BOi 0COOH, Ha BUKIIHK SIKOT BOHA MPHOYIIA,
ICJIS PeeECTpallii B )KypHaJT.

[Ipn mnpoBeneHHI 3aXOMdiB, TIOB’S3aHUX 13 BHKJIMKOM 3HAYHOI
KUTBKOCTI TpAIliBHHUKIB, TOCBIAYEHHS TMPO BIIPSIDKCHHS 3allOBHIOE
MpaliBHUK MiJPO3/iTy, BiANOBINAIBHOTO 32 OpraHizaliio MpoBeIeHHS
3aXO0JliB, 1 MiCIS MAMUCY BiJNOBITHOIO MOCaF0BOI OCOOOK MOAa€e BCi
OJTHOYACHO Ha 3aCB1IUECHHS [I€YATKOIO.

Ocobausocmi oghopmaenns 3aKOpOOHHUX GIOPAODIHCEHD

OdopmiIeHHST TOKYMEHTIB AJIS TMpAaIliBHUKIB AEPKAaBHUX YCTaHOB,
OpraHiB BiIaau (KpiM KepiBHHUKA Ta HOTO 3aCTYIHHMKIB), 110 BiOyBaIOTh Y
3aKOPAOHHI BiAPSPKEHHS, 3MIMCHIOE YTPaBIiHHSA 30BHIIIHIX 3B’S3KiB
BiJIIOBITHOTO MiHicTEpCcTBa a00 BiIOMCTBAa 3TiJHO 3 YCTaHOBICHHUM
HOPSAIKOM, SIKUH BKIIIOYAE:

* O/ep)KaHHS JIUCTAa-3alpoIIeHHs (MiATBEPIKEHHS) BiJ CTOPOHH,

10 MpUIMaE;
e HagaHHA METOOMYHOI [OMMOMOTH B IINATOTOBI[ TEXHIYHOIO
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3aBJIaHHS;
OTPUMaHHS JI03BOJTY Ha BiIPSAIKESHHS;

oopMIIEHHS  BWIi3y  4epe3  KOHCYJIbCbKE  YIPaBIiHHA
MinicTepcTBa 30BHIIIHIX cHpaB YKpaiHM (TOJAlOThes JO-
KyMEHTH: KOIMisl 3alpolleHHs, KOIis JIMCTa-I03BONy Ha
BIAPSUDKEHHS,  JIMCT 70  KOHCYJIBCBKOTO  YIPaBIIiHHS
MiHicTepcTBa 30BHIITHIX CIpaB YKpaiHu);

o opMIICHHS 3aKOPIOHHHX MTACIIOPTIB (32 HEOOX1IHOCTI);

0o OpMIICHHS Bi3H B ITOCOJIbCTBI;

odopmiieHHs mepeOyBaHHS B 3aii o(imiHHWUX meneramid (3a
HEOOX1THOCTI).

OdopMiIeHHS JTOKYMEHTIB JJIS  3aKOPAOHHOTO  BIAPSDKEHHS
KepiBHUKA JIepXKaBHOI yCTaHOBH/OpraHizallii Ta Horo 3acTyIHHUKIB MalOTh
Taki BiIMIHHOCTI:

HEOOXIAHICTE MOTOKEHHS TEXHIYHOI'O 3aBJAaHHS B
MiHicTepcTBi 30BHIIIHIX clIpaB YKpaiHuy;

OTPUMAaHHS J03BOJIY Ha BIPA/HKEHHS Y BUIIOTO KEPIBHUIITBA,;
MOJaHHS  JIOKyMEHTIB 7O  KOHCYJBbCHKOTO  YIpaBJIiHHS
MinicrepcTBa 30BHIIIHIX CcIpaB YKpaiHW s Onep KaHHS
JI03BOJTY IIbOoro MiHicTepCTBa.



Tema 6. OPI'TAHI3AIIA POBOTHU 3 JOKYMEHTAMU

1. [pwuitmMaHHS, pO3TJIIS 1 peecTparlist JOKYMEHTIB.
2. Pobota 3 BUXiTHUMHU TOKyMEHTaMH.

1. IlpuiimanHus, po3rJsij i peecTpauisi JOKyMeHTIB

Ipuiimannus 0oKymenmie

YCI0 KOPECMOHJIEHIII0, [0 HAIXOAWUTh IO YCTAaHOBH, MpHIMae
kaHuemsipis. [IpuiiManHIO MigJiArae TakoX 1 JAOIUIaTHA KOPECTIOHACHIIIs,
oriaTa AKoi 3J1iICHIOETHCS Ha TiICTaBl KOHBEPTIB, JIe 3a3HaUeHa ii cyma.

VY kaHIENnsApii pO3KPUBAIOTHCS BCI KOHBEPTH, 32 BUHATKOM THX, IO
MaloTh HalHC “0COOMCTO” YU agpecOBaHUX IPOMAJCHKUM OpraHizauisim
ycTaHOBU (IIpodKoMy, KIHOUIH paji TOIIO).

[Ipu pO3KPUTTI KOHBEPTIB NMEPEBIPSEThCA IX IUIICHICTH, a TAKOK
BiJITIOBITHICTh HOMEPIB Ha JOKYMEHTaX 1 KOHBepTax. ¥ pasi BiCYTHOCTI
JIOKyMeHTa a00 JI0JaTKiB JO HBOTO, HEBIAMOBITHOCTI HOMepa Ha
KOHBEPTI HOMEpPY JOKYMEHTA, CKIIQJAETHCS aKT Y ABOX MPHMipHUKAX,
OIUH 3 SIKAX HAICWIAETHCS BIINNPABHUKY, a OPYTHUHA 3aUIIAECTHCS B
KaHIEsIpii. 3pa3ok akra HaBeneHo B Jlomatky 1.

SIKIo0 BUSIBICHO NOIIKOMXKEHHS KOHBEPTa, HEOOXimHO 3po0HuTH
BiJINIOB1/IHY MTO3HAYKY B MOIITOBOMY PEECTPI.

30epiraTd KOHBEPTH 1 JOAaBATH iX 0 JOKYMEHTIB HEOOXiTHO Yy
BUMAJKaX, KOJM JIMIIE 32 KOHBEPTAMH MOXXHAa BCTAaHOBUTH aJpECH
BiJIPAaBHUKIB, 4Yac BiANpaBIeHHS 1 OJEpXaHHA JOKYMEHTIB, KOIU B
KOHBEPTI BiJICYTHI OKpeMi IOKYMEHTH a00 HOMEpH AOKYMEHTIB He
BIIIOBIaIOTh HOMEpaM Ha KOHBepTax. KoHBepTH HOMAIOTBCS TaKOX IO
CYJIOBHX, apOIiTpaXHHUX CIpaB, MO30BHUX 3asiB 1 KacaliiHUX CKapr Ta
JIMCTIB, 3asB Ta CKapr TPOMAJISH.

HenpaBunsHO odopmiieHi (He WiAmMMcaHi, HE 3acBiIYEHi), IIO-
IIKO/DKeHI a0 HaNiclaHi HE 3a aJpecor0 JOKYMEHTH IOBEPTAIOTHCS
BiJIIIPABHHUKOBI 200 IMEPECHIIAIOTHCS 32 HAIEKHICTIO.

Po32n120 0oKymenmie

[omepeaniii po3risiag MOKYMEHTIB 3IIHCHIOE KEPIBHUK KaHIEIPil
ycTaHOBM a0 iHIIA TpU3HAYCHA I [OTO 0cola BIIIOBIAHO IO
posmoniny (GyHKIIOHATEHUX 000B’SI3KIB.
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MerToro nonepeaHboro po3risiLy AOKYMEHTIB € PO3Monia iX Ha Ti,
o NMoTpeOyroTh 000B’SI3KOBOr0 PO3TJISAY KEPIBHULTBOM (BJIACHUKOM)
ycTaHOBU ab0 0e3mocepefHbO BUKOHABISIMU  BIAMNOBIZHO JO iX
(pyHKIIOHANBHUX O0OB’SI3KiB, BU3HAUEHHS HEOOXIAHOCTI IX peecTpauii, a
TaKO BCTaHOBJICHHA TEPMIHY BHUKOHAHHS. 3I1ICHIOETBCS BiH Yy J€Hb
OJIepKaHHS JOKyMEHTIB abo B mepmuii pobouuil neHp y pasi ix
HAJAXO/DKCHHS y HepoOoumid uac. JlopydeHHS BHINUX OpraHiB
VIOpaBIiHHS, TelerpaMu 1 TeieoHOrpaMH HEOOXiTHO pO3TIIAAaTH
HeraHo.

Y Xomi MOmepemHpOro PO3TILILY MTOKYMEHTIB BapTO KEpyBaTHCS
IToyto’keHHSAMH TIPO YCTAHOBY Ta i CTPYKTYPHI MIAPO3ALTH, TOCATOBHMU
IHCTPYKIisAIMH, KiIacu(dikaropaMd JUISHOK Ta TIMTaHb JiSUTBHOCTI
yCTaHOBH, HOMEHKJIATYpaMH CIPaB, CXeMaMU PyXy AOKYMEHTIB.

KepiBHuITBY a00 BIACHUKOBI YCTAaHOBH HacamIlepel MepeaaroThest
JIOKYMEHTH YPAJOBHX Ta 1HIIWX BUIIUX OPTaHiB, a TAKOX HAWBaXIJIMBIII1
JOKYMEHTH, IO MICTITh iH(QOpMAIil0 3 MNPUHIUIOBUX IHUTaHb
JISUIBHOCTI YCTaHOBH 1 MOTPeOYIOTh X BHpilIEHHS. IHIN JOKyMEHTH
HepealThcs  CTPYKTYPHHM — MiAPO3AiIaM 1 BUKOHAaBISAM 32
npu3HaueHHsIM. Hacmiaku po3rsimy  JOKYMEHTIB  (DIKCYIOThCS B
PE30ITIOII.

3 wMeroro 3a0e3MEeUeHHsT PUTMIYHOCTI poOOTH KaHHEIApis 3a
MOTOJUKCHHSM 3 KEPIBHUIITBOM YCTAHOBHM YH 11 BIIACHUKOM PO3POOIISE
rpadiku JOCTaBKHA KOPECTOHICHIIIT MiAPO3/IiiaM.

Peecmpauin 0okymenmis

Peectparis nokymeHTiB nojsirae y dikcarii GpakTy cTBOpeHHS abo
HAJIXOKCHHS JHOKYMEHTA MIIIXOM IPOCTABICHHS HAa HHOMY YMOBHHX
MO3HAYCHh — PEECTPAlIMHUX 1HJICKCIB 3 TOJATBIIMM 3allUCOM Y
peecTpamiiiHux hopmMax HEOOXiTHUX BIZIOMOCTEH PO JOKYMEHT.

Peecmpauin 0okymenmie — 1ie 3amuc HEOOXIIHUX BimMOMOCTEH
PO JOKYMEHTH 3 MO3HAYKOI Ha HUX 1HJEKCY Ta JaTu peectpaiii. Merta
peectpamii — 3a0e3meyuTH OOJIK, KOHTPOJh 33 BHUKOHAHHAM Ta
OTIEPATHBHICTH MMONITYKY JOKYMEHTIB.

OCHOBHHM TIPHHITUIIOM PEECTPaLii JTOKYMEHTIB € OJHOKPATHICTE.
KoskeH TOKyMEHT MOBHHEH OYTH 3apeecTPOBAHUI TUTHKH OUH Pa3.

BXigHi TOKYMEHTH PEECTPYIOTHCS B JICHb OJICpKaHHs, BHXIJHI Ta
BHYTpIIIHI — B JCHb MIANHCAHHA. PeecTpamis NPOBOIUTHCS
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LEHTPATi30BaHO — B KaHUeNspii mianmpuemcrBa. Ha nmunboBomy Oori
MIEPIIOro apKylla BCiX BXIJHHX JOKYMEHTIB y IPaBOMY HW)KHBOMY KYTi
MIPOCTABIIAETHCSI PEECTPAIlIfHUIA IITaMI, sSKHA ¢ikcye ¢dakT 1 gary
HAIXO/KCHHS TOKYMEHTA 10 I JIPHEMCTBA.

JIoKyMeHTH, 10 HE MiIATal0Th PeeCTpallii, IepeaarThes 3a
npU3HAaueHHsIM.  PeecTpamiiHuii  iHAEKC  BXIIHOTO  JTOKyMEHTa
CKJIAJIa€ThCA 3 TIOPSIKOBOTO HOMEpa JOKYMEHTa, IHICKCY CTPYKTYPHOTO
MiAPO3AUTY Ta IHIEKCY CIpaBU 32 HOMEHKJIATYpOIO, B SIKy Oyje MiIIIUTO
JIOKYMEHT a00 Horo Kormisl.

BxinHi BiAMOBiAHI JOKYMEHTH, SIKi HE MOTPEOYIOTh HAICHIAHHS
BIMIOBIi Ha HHX, OJEPXKYIOTh IHJAEKC IHIMIATUBHUX BHXiJTHUX
JOKyMeHTiB. BiamoBimHo BXifHI JOKyMEHTH, Ha fAki TpeOa maBaTu
BIJITIOBi/lb, PEECTPYIOTH SIK 1HII[IATUBHI 32 HOBUM PEECTPOM.

VYci TOKyMEHTH 3aJIeKHO BiJl MPU3HAYCHHS MOIUISIOTh HA GUXIOHI
(K10 HANPABJISIOTHCS IO 1HIIOT OpraHi3anii), 6xioui (SIKIIO IPUXOIATH 3
IHIIMX OpTaHi3aIii) Ta suympiwmi (SIKIIO TOTYIOTHCS, 0(OPMITIOIOTHCS Ta
BUKOPHCTOBYIOTHCSI UM BUKOHYIOTHCS B MEXKAaX IiIIIPHEMCTBA).

Y CcBOW depry BHXIJHI Ta BHYTPIIIHI JTOKYMEHTH 3aJIC)KHO BiJ
3MICTY TEKCTY MOJIUISIOTHCS Ha HIIIATHBHI Ta BiAMOBIIHI.

* [HiyiamuséHuM HA3UBAETHCS JOKYMEHT, 1110 MICTUTh 3aITUTaHHS J10

1HIIOT Opraui3aiiii, Ha sike Oy/ie oJiep>KaHa BiJlMOBib.

*  Bionogionum Ha3UBAEThCSA JOKYMEHT, IO MIiCTUTh BiJMOBiIh Ha

oJlep)KaHe 3amuTaHHs.

[liampueMHUIITBO OpraHi3ye i BeAe JUCTYBaHHS 3 BHUIIUMH Ta
IHIIUMH  OpraHi3allisiMH, a TaKoXX TpOMagJIHaMH B MeXax CBOE]
KOMIIETEHIIi1, BU3HaueHOi CTaTyToM.

JIncTy HAPaBASAIOTHCS:

1) Ha BUMOTY BHUINKX TaTy3¢BUX Ta QYHKIIOHATBLHUX OPTaHiB;

2) Ha MPOXaHHS CTOPOHHIX OpraHizariif, mMAMIPHEMCTB Ta YCTAHOB;

3) npwu 3AifCHEHHI OMIEPATHBHOTO 3B’ S3KY;

4) Ha MPOXaHHS IPOMAJISH.

[Tepenava mOKyMEHTIB Ha BCIX e€Tamax MPOXOJKEHHS (Ha PO3TJIS,
BUKOHAHHS, Bil OJHOTO BWUKOHABIISl JIO 1HIIOTO) 37iHCHIOETHCS TLIBKH
yepe3 pPOOITHMKA, IO BIJMOBINAE 3a JUIOBOJICTBO, 32 PE3OIIOIIE0
KepiBHUKA ITiJIIPUEMCTBA.

VY minsax pamioHANBHOI OpraHi3amii JiTOBOACTBA B IMiIPHEMCTBAX, Y
3B’S3KY 3 YHCIICHHICTIO JOKYMCHTOIIOTOKIB, HEOOXIHO BH3HAYHUTH Ti 3
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HUX, SAKi HaWOLIbIIC BIUTMBAIOTh HA 3IIHCHEHHS OCHOBHHX (GYHKITii
mignpueMcTBa. BuBueHHS i1H(QOpMAIIHUX ITOTOKIB Ja€ MOJMIJIUBICTb
BU3HAUUTH 3aBAHTAXEHICTb CTPYKTYPHHUX MiAPO3ALTIB MiANPUEMCTB
NPUHHATTSAM, ITepeiadero Ta 00pOOIeHHIM TOKYMEHTaNIBHOT iH(popMartii.

OpraHnizaiisi TOKyMeHTO00Iry 3HaYHOIO MipO0 3aJIEXKHUTh BiJ 00CsTy
KopecnoHeHii. OOcIr TOKYMEHTOOOIry € OZHMM 3 HaWBaXKIUBIIIUX
MMOKA3HUKIB YIPaBIIIHCHKOT MISUTBHOCTI MiAIPHEMCTBA.

[IpuitmMae 1 06poOITFOE BXi/THI JOKYMEHTH CeKpeTap-pedepeHr.

JlokyMeHTH, sSKi HamXoAsTh O MiANPHEMCTBA, MPOXOIATH TaKi
eTamm:

* TIepBHHHE 0OPOOJICHHS;

*  TIONIEPEIHIN PO3TIISL;

*  peecTparlio;

*  pO3IIIsA JOKYMEHTIB KEPIBHUIITBOM;

* HampaBJICHHs HA BUKOHAHHS;

*  KOHTPOJIb BUKOHAHHSI,

* BUKOHAaHHs JOKYMCHTIB;

* MiJIHUBKY JOKYMEHTIB 0 CIPABH.

[TepBuHHE OOpPOOJICHHS HAJIXOPKEHb KOPECIIOHJCHINT IOJIATaE B
MepeBipIll MPaBHUIIBHOCTI JOCTABKH Ta IUTICHOCTI BKJIaJCHB; (iKCyBaHHI
(akTy HaIXO/DKCHHS JOKYMEHTa Ta IArOTOBII KOPECIOHICHIIIT,
IOCTABJICHOT HE 32 MIPU3HAYCHHSM.

[Tin gac mepeBipKy MUTICHOCTI BKJIaJICHb YCI KOHBEPTH, 38 BUHITKOM
THX, SIKI MaFOTh TIOMITKY “OCOOMCTO” Ta JIMCTIB Ha aJpecy rpoMaJICbKHX
Opraizarliii, po3KpHUBarOThCA.

ITpu 11bOMy mepeBipsIIOTH IUTICHICTh KOHBEPTA Ta BKIAJEHHS. Y pasi
BUSBIICHHSI MOIIKO/KEHb, BIICYTHOCTI JOKYMEHTIB UM JIOJATKIiB 0 HUX
CJIiJT IOBITOMUTH TIPO 1€ KOPECTIOHACHTOBI.

CopTyBaHHS 3A1HCHIOETHCS Ha:

*  JINCTH, 3a5IBH, TEICTPAMH;

* IOKYMEHTH, SIKi BiTHOCSTHCS O TICPETINCKH 32 3asBaMU;

* iHII JOKyMEHTH.

AHOHIMHI 36epHEHHA He PeECMPYIOMbCAL.

KonBepTn, sKi HaAXOAATH 3 KOPECHOHJACHINIEI0, 30€piraloThCs Ta
JOJAIOTHCS 10 TOKYMEHTIB!

* TUIBKM TOHi, KOJH IO KOHBEPTY MOXIHBO BHUSBUTH aapecy
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ajZipecaHTa, JaTu BIANPAaBKHU Ta OTPUMAHHS JOKyMEHTa abo Konu
JaTH MalOTh PO301KHOCTI;

* IIpU HEKOMIIETEHTHOCTI BKJIQJICHUX JIOKYMEHTIB;

* SKIIO JJOKYMEHT He0OX1JHO MIPEJCTaBUTH ISl MiATBEPPKEHHS
BUTPAT I10 OIJIATI KOPECIOHACHIII].

Tnwi konsepmu 3HUULYIOMbCS.

Juns GikcyBaHHA (akTy HAAXO/PKEHHS Ha TOKYMEHTI, SIKUil mijuisrae
peecTpaitlii, IPOCTABISETbCA PEECTPALlifHUNA MITaMIT HA TOJI PEKBI3UTY
“BigMITKa TPO HAAXODKEHHSA, Jie 3alUCYeTbCsA JaTa OJep)KaHHS
JIOKyMeHTa — Tie (akT peecTpallii JOKyMeHTa.

[Tepenaua BXITHUX JIOKYMEHTIB KEepIBHUKOBI [IOBUHHA
3MIMCHIOBATUCH  MMCAS  peecTpamii B MalIMHHO-OPi€EHTOBaHIN
peectpamiiiHo-koHTponbHil kaptmi (PKK). Ilepemik peksizutiB PKK
HaBENEHO B Ta0I. 4.

[TpuiHATTS yIPaBIiHCHKOTO PIilIEHHS O KOHKPETHOMY TOKYMEHTY
— OJHAa 3 OCHOBHUX (YHKIIf KepiBHUKA, BHUpIIIANbHA JAaHKAa B
TEXHOJIOT1{ yIpaBIiHHS.
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Tabnruys 4
Ilepesik 000B’I3KOBHX PEKBI3UTIB 1JIA 3aMOBHEHHSI MAIIIHHO-
OpieHTOBaHOI peecTpaniiiHo-KOHTPOabHOI KapTKu (PKK)
PekBizuTu IlosicHenas J10 3AaIIOBHCHHHA

Bun moxyMenTa | 3anoBHIOETBCS BiAMOBIAHO 0 HA3BU JOKYMEHTA, IO PEECT-
pyetbes. Ilin yac peectpaltii TUCTIB rpada He 3aNOBHIOETHCS

ABTOpD, ITix yac peectparii TOKyMEHTa, 10 HAIIHIIOB, 3aMUCYEThCS
KOPECTIOHJICHT | Ha3Ba yCTaHOBM (0coOu) — aBTopa JoKymeHTa. [Ipu peect-
paitii IOKyMeHTa, 10 BiIPaBiIs€ThCsI, 3aUCYEThCS HAa3Ba
ycTaHOBH (0c00M) — KOpecnoHAeHTa. JIomycKaeThest
3aCTOCYBaHHS CKOPOYCHOI Ha3BH OpraHizaii

Jlata Jlata, HaflaHa JOKYMEHTY YCTaHOBOIO-aBTOPOM, IIEPEHO-
JIOKyMEHTa cutbes Ha PKK tproma napamu apabebkux nudp (4ucio, mi-
CsllIb, PIK)
[Hexe Innexc, HanaHuil TOKYMEHTY aBTOpoM, iepeHocuThbes Ha PKK]
JIOKyMEHTA 3 TOKYMEHTA, 1[0 HaJiIIIOB a00 BiANPaBIsSETHCS
Jlara Jlata HaIXOMKEHHS TOKYMEHTA 1O YCTAHOBU IIEPEHOCUTHCS

HAJXOKEHHS Ha PKK Takox Tppoma mapamu apadcpkux mudp (4ucio,

MiCSIIb, PiK)

[Hexce Inpexc, HanaHuil TOKyMEHTY yCTaHOBOIO-0/IEP)KyBaueM,
HaIXOKEHHS TIePEeHOCUTRCA TMiJ] Yac peectpaiii HagxomkeHHs Ha PKK: 3

peectpariifHoro mramna. Ilicist BUKOHaHHS JOKYMEHTa J10-

TIOBHIOETHCSI HOMEPOM CIIPAaBH 32 HOMEHKJIATYpoIo crpaB abo

IHIIUMY THAEKCaMU

3aroI0BOK a60| [TepeHOCHTHCS 3ar0JI0BOK, CHOPMYITHOBAHUI HA TOKYMEHTI; B
KOPOTKUI 3MICT| pa3i BiJICyTHOCTI TaKOTO BiH (YOPMYJTIOETHCS 3TiTHO 3
TOKyMeHTa MIpaBHIAMH

Pesomronis Iepenocutscs va PKK 3 tokymMeHTa OCHOBHHI 3MiCT TOpY-

YEHHS, aBTOP 1 1aTa PE30ITOLIT
Binnosinaneeuil | [Ipissuie, iHilliany BiAOBiaIEHOr0 BUKOHABLA

BHUKOHABEIlb MEPEHOCATHCS 3 PE3OITIOLIT, MOXKIIMBE 3a3HAUCHHS HOMepa
Teneony
Tepmin [TpocTaBIsAIOTECS YHUCIIO, MICSIb, PIK TPHOMA ITapaMu
BUKOHAHHS apabcerkux mudp. [1ix gac peectparii iHiIiaTHBHOTO

JIOKYMEHTA, 1[0 BiJINPABISETHCS, 3aMUCYETHCS 1aTa BiAMOBII,
110 OYIKY€EThCS

TTo3Hauka nipo| KopoTkwuii 3amuc BUpIlIeHHsI TUTaHHS 3a CYTTIO abo jara ta
BUKOHAHHS 1H/IEKC TOKYMEHTA BiJIOBii

Ckyan 0OOB’SI3KOBHX PEKBI3UTIB y pa3i HEOOXiTHOCTI Moxke OyTH
JOTIOBHEHMI: 3a3HAYCHHSM BHKOHABII, HOTO PO3MHUCKOIO0 B OAEp>KaHHI
JOKYMEHTa, XOAy BHKOHAHHS, JAOJaTKaMy Tomo. Ilopsgok po3MilneHHs
PEKBi3UTIB BU3HAYAE YCTAHOBA.
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Tema 6. Opranizariiss poOOTH 3 JOKYMEHTAMH

KepiBHHK MiANPHEMCTBA, PO3MIAJAIOYM  BXIAHUH JIOKYMECHT,
MOBUHEH BU3HAUYWTH BUKOHABIIA, JaTH YiTKi 1 KOHKPETHI BKa3iBKU II0JI0
BUKOHAHHSI JOKyMEHTA 1 BCTAHOBUTHU PEANTbHI TEPMIiHH.

Hoxymenmu, sKi 6i0npagnaomvcsa 3 NiONPUEMCMEA, HAZUBAIOMbCA
BUXIOHUMU.

OO0po6eHHS BUXIIHUX TOKYMEHTIB BKJIIOYA€E TaKi OIepariii:

*  CKIIaJaHHS IPOCKTY JOKYMEHTA;

*  Y3TOIDKEHHS MPOEKTY TOKYMEHTA;

* TIepeBipKa MPaBHIILHOCTI 0(POPMIICHHS MTPOSKTY JOKYMEHTA

CeKpeTapeM;

*  TIAMUCaHHS JOKYMEHTa KepiBHUKOM (3aTBEpP/PKCHHS B He-

0OXI1THAX BHIIA/IKaX);

* peecTpalis T0KyMEeHTa;

* BifpaBKa JOKyMEHTA 3a aJPecolo;

* MiJIIUBKA JPYroro NpUMipHUKA (KOMi{) JOKyMEHTa JI0 CIIPaBH.

IIpoekT BHXiTHOTO TOKyMEHTa CKJajJa€ BUKOHABEllb, PaBHIIBHICTh
fioro odopmileHHs nepeBipse cekpeTap-pedepeHT miaAnprueMcTBa.

BuxinHi mAOKyMeHTH O(OPMIIOIOTECS B JBOX IPUMIPHHUKAX, 3a
BHHATKOM (akTiB 1 TenedoHOrpaM, SKi CKIAJAlOTECI B OJHOMY
MPUMIPHHUKKY.

VY C10 KOPECIOHICHITIIO, SKY CIIiI BiAMPaBUTH, 31al0Th CEKpeTa- pro-
pedepeHTy B JIeHb MiANNCY, a Ty, 10 HAIMIUIa B APYTiil OJOBUHI JHS,
— He Ti3HilIe Iepioi MOJOBUHU HACTYITHOTO JHSI.

JlokyMeHTH, SIKi CIiJl BiINpPaBISATH, TEPEHAIOTHCA IMOBHICTIO
oopMIeHNMH, MiANUCAHUMH Ta 3apEECTPOBAHUMH.

Cexperap-pedepeHt, skuil odopmitoe MiANUCaHI JOKYMEHTH Ha
BIJIIPABKY 3a MIPU3HAYCHHSM, [IOBHHEH:

* TEpEeBIPUTH MPABUIIBHICTD aJIPECH O/IEPXKyBaya,;

* TEepEeBIPUTH HASIBHICTH MiJNHCY HA NEPIIOMY IPUMIPHUKY

JOKYMEHTA;

* IIOCTaBUTH HA JOKYMEHTI HOMEp JIHCTyBaHHSI,;

* [IOCTaBUTH HA JOKYMEHTI IIOCHJIAHHS Ha BXiJHHUU IPOITYCK;

* BKa3aTH Ha KOMii JOKyMEHTa IaTy MiANUCAHHSA, HOMEp JIU-
CTYBaHHS;

* [EpeBipUTH HASBHICTH OJATKA, BKA3aHOTO BUKOHABIIEM Y JIUCTI;

* BHECTH B KOIIii JOKyMEHTa BCi IOMPABKH, TOMIOBHEHHSI, 3pO0IICHI

TTiJ] Yac MmiIMUCYBaHHS OpUTIHAIY;
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JLI. Ckigiuvka J1IJJOBOJCTBO
* TMOCTaBUTH 3BepXy IMEpIIOi CTOPIHKH CYIPOBIAHOTO JIUCTa
mraMIl (HaJeKUTh ITOBEPHEHHIO), SKIIO JOKYMEHT, SKHH
Ha/ICWIAETHCS, Ma€ OyTU TOBEPHYTHM.

HemnpaBunbHO a00 HeoxalHO O(GOpMIIEHI JOKYMEHTH, a TaKOXK
ojopmieHi, Ha HHU3BKOMY KyJIbTYPHOMY piBHI IOBEpPTarOTHCS
KEpiBHUKOBI OpraHizariii.

Buxigai TeierpamMu Ta TelneOHOrpaMH MAalOTh MOPSJAKOBY HY-
MEpaIilo Ta PEECTPYIOThCA I 00Ky B ycix (opmax (KypHanax,
peecTpax) y TakoMy caMoOMy TOPSAIKY, 5K 1 1HIIA KOPECTIOHICHITIS.

Peectpariiini HOMepw JOKYMEHTIB TPHCBOIOIOTH Yy TOPSIKY
3pOCTaHHS TaAKUM YHHOM:

1) iHiIiaTHBHHX BXiTHHX JOKYMEHTIB Ta iHIIIaTHBHUX BHUXITHHX Y
MeKax KOXKHOT 3 ITUX TPYIIIT;

2) posnopsamauux (HakasiB, HakasziB 100 0COOOBOrO CKIaay) Ta
IPOTOKOJIIB Hapaja y KepiBHMLTBI opradisalii — B MeXaX CIpaBH, 10
SKOT BOHH BiZTHOCSTBCS;

3) BHYTpILIHIX JOKYMEHTIB — y MeXaX CIpaB, OO0 SIKHX BOHU
BITHOCSTBCS.

3pa3ku KypHaJiB peecTparlii BXiIHUX, BUXIIHUX Ta BHYTPIIIHIX
JIOKyMEHTIB HaBeJieHo Ha puc. 11, 12.

[opsnkoBuit Kynu i KOMY| Kopotkuii 3micT Innexc
HOMep HarpaBicHa MiAPO3 LTy
KOpPECTIOHICHITiS
1 2 3 4
Puc. 11. XKypHax peectpauii BUXiJHUX Ta BHYTPIIIHIX JOKYMEHTIB
[Jara nanxon- [Kopecrongenr| Kopot Komy Pezomonist  |[To3Hauka
JKSHHSI Ta Ta IHJEKC Knit HAIPaBJICHO (91 KOMY[IPO ~ BHKO-
IHZIEKC TOKY- | OEp)KAaHOTO | 3MICT | JOKYMEHT Ha [HAIpPaBJICHO [HAHHS
MeHTa JOKYMEHTa PE30JIOi0  [TOKYMEHT) |TOKyMEHTa
1 2 3 4 5 6

Puc. 12. XKypnain peectpartii BXiTHUX JOKYMEHTIB

Peectparniiini HOMepH BXiJHMX 1 BHUXIJHMX JOKYMEHTIB CKJa-

JAIOThCS 3 TIOPSIKOBOTO HOMEpa JIOKYMEHTa, YMOBHOIO IO3HA4Y€HHS
CTPYKTYPHOTO TiIPO3AUTY UM MOCATOBOI 0cOOM, HOMEpa CIPaBH, IO SIKOi
Oyme miAmmMTo IOKYMEHT, abo Horo komito. Hampukmax, HoMmep
mokymenta 81/02-04 3acBimuye, mo 81 TIOPSIIKOBUM  HOMED
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Tema 6. Opranizariiss poOOTH 3 JOKYMEHTAMH

JNOKyMeHTa B OKypHaii peectpamii, 02-04 — Homep cmpaBu 3a
HOMEHKJIaTypor0. MoxxyTh OyTu # 1HIIII CUCTEMU peecTpariii.

Y mnpakTU4HI{ [AiSABHOCTI Oprasizaniii BUKOPUCTOBYIOThCS JB1
peecTpariiiiHi popmu: 1) xKypHau i 2) KapTKH, IO MAIOTh Taki rpadu:

* iHzAeKc (HoMep) TOKyMEHTa;

* Jara JOKyMEHTa;

* aBTOp JOKYMEHTa (BHYTPIIIHS OpTraHi3amis) — JJIs BXITHHX

JIOKYMEHTIB;

* ajnpecaT (KOPECIOHICHT) — JUISl BUX1THUX TOKYMEHTIB;

*  pPE3OJIIOIis;

* BUKOHaBeIlb;

* CTPOK BHKOHAHHS;

* BiIMITKa IPO BUKOHAHHS;

* HOMEp CIpaBU.

®ipMu Ha BIaCHUN PO3CYA MOXKYTh BUOMpATH ONTUMANBHUN CKIIaf
peecTpariinux rpad.

PeecTpyroTbcs TOKyMEHTH 3 METOIO 3a0e3ledeHHs iX OOJMiKy,
KOHTPOJIFO BUKOHAHHS Ta OIMEPATUBHOIO BUKOPUCTAHHS HASBHOI B HUX
iH(popMarii.

Sx  mpaBHiO, peecTpalis JOKYMEHTIB 3IIHCHIOETCS  IICHT-
paitizoBaHo. JleneHTpari3oBaHa peecTpailis IPUITYCKaeThCS B YCTAHOBAX
3 00csAToM JOKyMeHTooOIry moHan 10 THC. JOKYMEHTIB Ha piK, 3
TEPUTOPIATBHO PO3’€THAHUMH CTPYKTYPHUMH TIAPO3ILIaMH Ta Y
BHIIaJIKaX, CIHPUYUHEHHUX CHEIU(IKO isSUTBHOCTI yCTaHOBH. Micie
peecTparii JOKYMEHTIB 3aKpiILTIOEThCS B IHCTPYKLii AiJTOBOJCTBA
YCTaHOBH, J0 SKOi JIONAEThCS 3aTBEP/HKCHUN KEPIBHUKOM (BIIACHHKOM)
YCTaHOBU MEPENIK JOKYMEHTIB, 1110 HE MiUIAraloTh peecTpartii.

Peectparnii mignaraioTe yci JTOKYMEHTH, IO THOTPeOyIOTh OOJIIKY
BUKOHAHHS 1 BUKOPUCTAHHS 3 JOBIZIKOBOIO METOIO (pO3MOpsAYi, IITAHOBI,
3BiTHI, OOJIIKOBO-CTATUCTHUYHI, OyXTanTepchKi, (piHAHCOBI TOIIO) SIK Ti,
IO CTBOPIOKOTHCS 1 BHKOPHCTOBYIOTHCS B YCTaHOBI, Tak 1 Ti, IIO
HAJXOJIATh BT IHIIIMX YCTAHOB Ta MPUBATHUX 0Ci0.

KoxxHuil TOKYMEHT peecTpy€eThCs B TaHIM YCTAHOBI JIUIIE OJIMH Pa3:
BXiTHI — Y JICHb HaJIXOIDKECHHs ab0 HE Mi3HIIIe HACTYITHOTO JHS, SKIIO
JOKYMEHT HaAidIIOB y HepoOOYHMH dYac, CTBOPIOBaHI — Yy JCHb
miamucaHHs abo 3aTBeppKeHHsA. B pasi mepemadi 3apeecTpoBaHOTO
JIOKYMEHTA 3 OJJTHOTO CTPYKTYPHOTO IMiIPO3/ILTY IO 1HIIIOTO MOBTOPHO BiH

123



JLI. Ckigiuvka J1IJJOBOJCTBO
HE PEECTPYETHCSL.

PeecTpyroTh JOKyMEHTH B MeXax TPyl 3aJIeXKHO Bill HAHMCHYBaHHS,
BUuAy, aBTopa 1 3micTy. OKpeMo, HAIpUKIafd, PEECTPYIOTh YpsiloBi
JOKYMEHTH, HaKa3W KEpiBHHUKA 3 OCHOBHOI IisSUTHOCTi, HAKa3W IOJIO
0c000BOr0 CKJIaQy Ta MPO BIAPSIKEHHS, PILIEHHS KOJErii, aKTu peBi3iit
(hiHAHCOBO-TOCHIOAAPCHKOT ISUIBHOCTI, OyXTraaTepchbKi 3BEICHHS, 3asBKU
HAa MaTepiabHO-TEXHIYHE IOCTadaHHs. Y  TIpoleci  peecTparii
JIOKyMEHTaM HAaJar0ThCsl YMOBHI IMO3HAYECHHS — PEECTpaIliiiHi 1HICKCH,
SIK1 CKJIaJIAal0ThCS 3 MOPSIKOBUX HOMEPIB y MeXKaX THITYy IOKYMEHTIB, 1110
PEECTPYIOTHCS 1 TOMOBHIOIOTHCS 1HIEKCAMU 32 HOMEHKIIATYpPOIO CIIPAB,
MUTaHb JISUTBHOCTI, KOPECTIOHACHTIB TOIIIO.

Jliis peectpaltii BCix KaTeropiii BXiIHUX 1 CTBOPIOBAHUX JIOKYMEHTIB
y lep)KaBHHX YCTaHOBAaX 3aCTOCOBYETHCS PEECTPALifHO- KOHTPOJIbHA
KapTKa, IpuaaTHa i 00poOsieHHs 3ac00aMi 00UYHCIIOBAIBHOT TEXHIKU.
Y HEBeNMKHX YyCTaHOBaxX 3 o00CsIroM JoKyMeHToobiry mo 500-600
JOKYMEHTIB Ha PIiK JIOITYCKA€ThCsS 3aCTOCOBYBAaTH IKYypHAIBHY (GopMy
peecTpatii.

3a kapTkoBOi (GopMH peecTpallii BUA 1 BU3HAYEHHS KUIBKOCTI
KapTOTEK 3aJICKUTh BiJl KOHKPETHHX TOTped poOOTH YycTaHOBU. B
YCTaHOBaX, J€ JIOBIJIKOBI KapTOTEKH BEAYThCS B CTPYKTYPHHX ITiJI-
pO3JiJiax, peecTpamiiHi KapTKU CKIAAa0ThCs Y IBOX MPUMIpHHUKAX (IIs
KaHIEISIpii 1 CTPYKTYPHOTO MiIPO3JUTy, SKOMY KapTKa TepeaacThCs
pa3oM 3 TOKyMEHTOM). Y pa3i, KOJH ITOKYMEHT OepyTh Ha KOHTPOJUIb,
BUTOTOBIIIIOTH TPY MPUMIPHUKA KapTKH.

Jns 3pydHOCTI peecTpamiifHi KapTKH TpyNylOTh B  OO0JIIKOBO-
JIOBIIKOBI KapTOTEKH, 5IKi 3aBOASATHCA OKPEMO Ha KOKHHUI KaJleHIapHUN
pik. Taki KapTOTeKkH, sSK IpPaBWIO, CKJIAAIOTBCA 3 JIBOX YaCTHH:
BUKOHAaHMX 1 HEBUKOHAHMX JOKyMeHTiB. Ilepmia dYacThHA BH-
KOPUCTOBYETHCSI JUIsI TOMIYKY BHKOHAHMUX JOKYMEHTIB 3 TEBHOIO
MUTaHHsI, pyra — JJIsl OIIYKY JOKYMEHTIB Y TPOIECi IX BUKOHAHHS 32
BUKOHABI[IMH, KOPECHOHIEHTaMH a00 CTPOKaMH BHKOHAaHHS. Ko
peecTpamifHuX KapToK 0arato, iX pO3KIANalOTh 32 pPO3AUIaMH 32
HaNpsIMKaM{ TiSUTGHOCTI yCTAaHOBH, TOKITAJICHUMH B OCHOBY HasB il
CTPYKTYPHHX IiIPO3ILTIB.

Y Mipy BUKOHAHHS TOKYMCHTIB KapTK{ 3 PO3ALUIIB MEPIIO] YaCTHHU
3 IPOCTABICHUMH HAa HUX HEOOXITHUMH MMO3HAYKAMH IMEPECTABIIIOTH Y
BIZIIOBIAHUH PO3ALT 1 pyOpPHKY Ipyroi YaCTHHU KapTOTEKH.
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3a >xypHaimbHOI (oOpMH peecTpallil JOKYMEHTIB PEKOMEHIYETHCS
BECTH TaKi KypHaJIH peecTparii:

a) YpSAIOBHX JOKYMEHTIB;

0) Haka3iB KepiBHUKA YCTAHOBHU 3 OCHOBHOI JisIbHOCTI;

B) HakasziB I10JI0 0COOOBOTO CKIIAAY;

') BIAPSAIKEHB;

I') pillIeHb KOJIET11 YCTaHORBH;

J1) aKTiB peBi3ii (JiHAHCOBO-TOCTIONAPCHKOT TisUTBHOCTI TOIIO.

Aemomamuszosana peecmpayisi 00KyMeHmig IPOBOAUTHCS
IEHTPATI30BaHO B MICIAX PEECTpallii JOKyMEHTIB, OOJaJlHAHUX 3a-
cobaMu OOYNCIIOBATFHOT TEXHIKH.

Bammc s3mificHoeTses 3 PKK, ckmamenoi ma 0a3i 000B’SI3KOBHX
PEKBI3UTIB peecTpallii, 0 3a0€3MeUyI0Th CyMICHICTh IPOrpaMHUX
1 TEXHIYHMX 3ac00iB a00 HUIAXOM MPSMOTO BBEACHHSA 3 JOKYMEHTa
PEKBI3UTIB peecTparii.

Y pa3i  aBTOMaTu30BaHOi  peecTpauii  ¢GopMmyeTscst  OaHK
peecTpalifHUX JAaHUX, a 3@ HAABHOCTI KOMII'FOTEPHOI Mepexi —
LEHTpaJIbHUI OaHK peecTpauiifHuX JaHUX.

ABTOMaTH30BaHI OaHKH JaHUX 3a0e3IMEUyIOTh MPaIliBHUKIB anapaTy
yIpaBiiHHs iH(OPMALIEI0 PO BCi JOKYMEHTH 1 MicIle 1X 3HaXOKEHHS
3a JIOTIOMOTOI0 BBeNleHHS iHdopmalii Ha JWCIed 1 BUTOTOBIICHHS
MmamuHorpaM. Ilpu gacTkoBiif aBTOMaTH3aIl] NOIIYKOBHUX ONEpaIii ciix
JIOJIEPIKYBATUCST CYMICHOCTI TPaaWIlifHOI Ta aBTOMAaTHU30BaHOI CHCTEM
peecTparii i MOIIyKiB.

IMomyk HeoOximHoi iH(oOpMamii, Sk npaBUIO, 3IIHCHIOETHCS
IIEHTPATI30BAHO Ha aBTOMATHU30BAaHUX MICIIX peeECTpallii Ta 00poOIIeHHS
iHpopMarii. KopuctyBad mOBHHEH MaTH 3MOTY B OyJb- SIKHH MOMEHT
olepkaTH iHpopMaIliFo Tpo Bci ab0 KijbKa PEKBI3UTIB peecTpartii i
MICIIe3HAXOKCHHS TOKYMEHTA.

Icaye nekinbka (opM peecTparlii JTOKYMEHTIB: IIEHTpPai30BaHa,
JIeNlCHTpalli3oBaHa 1 3Mimana. [Ipu  [eHTpadi3oBaHid  cHCTEMI
CTBOPIOETHCS €AWHUM JOBIAKOBHUH IIGHTP pPOOOTH 3 IOKYMEHTaMH.
JeuentpanizoBana cucTeMa Iependadae peecTpamiio B MiCIIX
CTBOPEHHSI YM BHKOHAHHS NOKYMEHTIB. 3 ypaxyBaHHSAM OCOOIMBOCTEH
MiAIPUEMCTBA MOKE 3aCTOCOBYBATHCH 1 3MilllaHA CHCTEMa, KOJM OfHA
YacTUHA JOKYMEHTIB pPEECTPYEThCS IEHTPATi30BaHO, IHIIA — Yy
CTPYKTYPHHX IiAPO3IiIaX.
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Y  HEBeNMKUX  KOMEPUIMHMX  MIANPUEMCTBAX  HaWYacTiIIe
MPAaKTHKYEThCS IICHTpalli3oBaHa cHUcTeMa peectpamii. OgHaK BoHA
3aBKAM MMOBHHHA OYTH OJHOAKTHA. 3apPEECTPOBAHUI JOKYMEHT HE MOXKE
peecTpyBaTHCsl TOBTOPHO B Tpoleci Horo o0iry B cepenuHi
MiAPUEMCTBA.

JIOKyMEHTH TIpu peecTpallii po3MOAUIAIOTECS Ha JACKUIbKAa TPYII,
KOJKHA 3 IKAX PEECTPYETHCS OKPEMO:

*  BXIiJHI JOKYMEHTH;

*  BHXIiJHI JOKYMEHTH;

* BHYTpIIIHI JOKYMEHTH;

* KOMEpIIiifHi KOHTPAKTH;

* nokymeHTH 3 rpudom “KT” (“Kondinenuiitno”, “Komeprriitna

TaeEMHUIA ).

Brok-cxemy po0oTH 3 BXiTHAMH JOKyMEHTaMH ITOJaHO Ha puc. 13.
IlopsinkoBuii  peecTpamiifiHUiE HOMEp JOKYMEHTa IPHUCBOIOETHCS,
nmoynHaroud 3 Ne 1 3 Teprioro CigHs KOXXHOTO poky 1o 31 TpymHs.
Ilepenik MOKYMEHTIB, SIKi HE PEECTPYIOTHCSA IUIOBOIHOKO CITYKOOIO,
HaBENEHO B Ta0II. 5.
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OpieuToBHMI MepeJtiK T0KYMEHTIB, siKi He mixasirafonsuys 5
peecTpauii 1i10BOHOIO C1y:K0010

JIucru, 1110 HagIAIUIKA B KOIIIi 10 BigoMa

Tenerpamu i TUCTH PO AO3BIT BiAPSAIKEHD 1 BIAMYCTOK
[oBimoMieHHS PO 3aciTaHHs, Hapaau, 300pH 1 MOPATOK ICHHUH
I'padixu, Hapsau, 3a1BKU, POSHAPSIKH

Hapuanshi mnanu, nporpamu. Komii

PexnaMHi moBioMiIeHHsI, TNIaKaTH, IPOTpaMy HapaJ, KOH(epeHii
3BeneHHs Ta iHpOpMaIlii, HaxicIaHi 10 BiToMa

[petickypanTu nin. Komii

Hopwmu Butpar marepianis

IT0310pOBYI JINCTH Ta OTOJIOLICHHS

JpykoBaHi BUnaHHA (KHUTH, )XypHaJIH, OI0JIETeHi)

HaykoBi 3BiTH 32 TeMaMu

MicsuHi, KBapTaJlbHi, HIBPiYHI 3BITH

Dopmu CTaTHCTHYHOI 3BITHOCTI

O O N[O U1 | W N

=
(=]

[EEN
[EEN

=
N

=
w]
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SN

Ilpumimxka. JloxymenTH, nepeniveni B .. 4, 6, 11, 12, 13, 14 migsaraoTsb
cremianbHOMy OOJIIKY Yy BIJNOBIIHMX clyk0ax ycTaHOB (Biadini Kafipis,
Oyxranrepii, 6i0ioTewi, Biaisli HAYyKOBO-TE€XHIUHO1 iH(pOpMaLii TOIO).

2. Po6oTa 3 BUXiTHUMM JOKYMEHTAMHU

JIOKyMeHTH, sIKi BIANPABJIAIOTHCSA 3 IMIIIPUEMCTBA, HA3WBAIOTHCS
BUXIIHUMU.
OOpoOJICHHS BUXITHUX JOKYMEHTIB BKIIIOUYAE PSIJI OTIEepaIliid:

*  CKIIaIaHHS IPOCKTY JOKYMEHTA;

*  Y3TODKEHHS MPOEKTY JOKYMEHTA;

* TepeBipKa MPaBMWIIBHOCTI O(OPMIIEHHS MIPOEKTY JOKYMEHTa
CEeKpeTapeM;

* MiANKCaHHS JOKYMEHTa KePiBHUKOM (3aTBEPKCHHS B He-
0OXIJTHUX BHITAIKaX);

* peecTparis JOKyMEeHTa;

* BiANpaBKa JIOKyMEHTA ajpecary;

*  MiJIIUBAHHS IPYroro NpuUMipHHUKa (KOTIil) JOKyMEeHTa JI0
CIIPaBH.
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Tema 6. Opranizariiss poOOTH 3 JOKYMEHTAMH

IIpoekT BHUXiTHOTO MOKYMEHTA CKJIaJa€ BUKOHABEIb, IPABIIBHICTh
1oro oopMIICHHS TepeBipse cekpeTap-pedepeHT mianprueMcTBa.
BuxigHi J10oKyMeHTH OGOpPMIIIOIOTh Y JBOX MPUMIpHUKAX, 3a
BHHATKOM (akciB 1 TenedoHOrpaM, SKi CKIAJAIOTECI B OJHOMY
MIPUMIPHUKY.
Ve BUXiZJHA ~ KOPECHOHJCHINS  MYCHTh  OOpoOJsITHCA — Ta
BIIMIPABIIATHCS  [IEHTPATI30BaHO KAHIENAPIEO  IMIANpUEMCTBA. Sk
MPaBWJIO, BOHA BINNPABISAETHCS B JICHb OJCP)KAHHS BiJ] CTPYKTYPHHUX
HiApO3/iiB 00 HACTYITHOTO JIHS.
Ilin uac mnpuilMaHHS BiJA BUKOHABIIB BHXiJHUX JOKYMEHTIB
HEOOXiAHO MEepeBipsATH:
* IPaBWIBHICTh OPOPMIICHHS JOKYMEHTa, PO3MIIIICHHS HA HHOMY
PEKBI3UTIB;

* TNPaBWIBHICTh 3a3HAYCHHS aJ[pecy KOPECTIOH/ICHTa,;

* HasBHICTb yCiX HEOOXITHUX IMIAMKUCIB HA JOKYMEHTI Ta J0JaTKax
JI0 HEOTO;

* HasBHICTb Bi3 Ha KOIAX JIOKYMEHTIB, IO 3aJIMIIAIOTHCS B
CIIpaBax;

* HasBHICTh Ha JOKYMEHTI ITO3HAYKH PO JTOJATKH;

* BIANOBIIHICTB KiNBKOCTI IPUMIPHUKIB KiJIBKOCTI aipecaTiB.

JlokyMeHTH, 10 HAJCHJIAIOTHCSA BOJHOYAC OJHOMY i TOMY CaMOMY
ajipecaTy, BKJIaJal0ThCs B OJMH KOHBEpT. Ha KOHBEPTI MPOCTaBISIOTHCS
peecTpalliifHi HOMEpU BCiX JIOKYMEHTIB, SIKi 3HaXOASTbCS B KOHBEPTI.
SIKIo opuriHam JOKyMEHTa MiJUIArae MOBEPHEHHIO, TO Ha BEPXHBOMY
moji  mepmioi  CTOPIHKM — NpOCTaBiseTbess  mramn  “Ilionszae
nogepHentio”.

OpuriHaii Haka3ziB, IUIaHIB, MPOTOKOJIB TOIIO HEOOXIAHO 3a-
JIMIIATA B YCTAHOBAax-aBTOpax IWX JOKYMeHTIB. [limposmizam Haz-
CWJIAIOTHCA 1X APYTi MPUMIPHUKH.

JIOKyMeHTH, SIKI aJpecyroTh ITOCTIHHUM KOPECIOHJICHTaM, pe-
KOMEHJIYEThCSA BIINPAaBISTH B KOHBEPTax 3 aJpecOl0 OJiep)KyBada Ta
BiJITPABHUKA, 1110 BUTOTOBIISIOTHCS 3a37AJIET1lb IPYKAPCHKUM CIIOCOOOM.

OcHOBHI mNpaBWja BiINpPaBJdeHHS suximioi JOKyMeHTAIIL
(xopecnonaenmii'):

* BignpaBnenHs a0o mnepegaya MpaliBHAKaM MiJIPUEMCTBA
JOKYMEHTIB 0e3 1X peecTparlii B KaHIEISIpil HENpHUITyCTUMA.
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* YV pa3i BiNpaBlIeHHA KOPECHOHICHILII 3a KOPIOH Micis
Mpi3BHIIa aapecaTa BKAa3yeEThCS CIOYATKy HOMEp OYAWHKY, BYJIHIL,
MicTo, TpadcTBO ab0 mTAT, KpaiHa i MOIITOBHH 1HICKC.

* MoxmBe 3acTOCyBaHHS KOHBEPTIB 3 HEBEIWYKHM ILIAC-
THKOBUM BIKOHIIEM. ['OJIOBHE MpH IOMY — BH3HAYUTH, II00 Miclie
HaITMCAHOT aJpecy Ha JIMCTI BiAIOBIAIIO pO3MipaM BiKOHIIS.

* V mpaBoMy BepXHHOMY KyTi KOHBEpTa IOPsI 3 MapKaMH iHOJI
BKa3yIOThb  MOPSANOK  HANCHIAHHA 1  OCOOJMBOCTI  BKJIAIEHOI
KOPECTIOHISHIT11.

* JloKyMeHTH, SKi JOCTaBJIs€e Kyp €p, HEOOXiAHO MepenaBaTd
azipecaTaM IiJl pO3NUCKY Y BiANIOBITHOMY >KypHAJII.

* CrBopeHi 3aco0aMu OOYHCIIOBAJIBHOI TEXHIKH JOKYMEHTH
BIIMIPABIISIOTHCS 13 CYNPOBIAHUM JIUCTOM B YHAKOBIN, IO BiIMOBigae
TEXHIYHUM BHMOTaM 30epeKeHHs HOCIIB 3allMCaHol Ha HUX 1H(popMaIrii.

* Komito cympoBigHOro JHCTa MiAIIMBAIOTh O CIPaBW Ha 3a-
TaJIbHUX I1iICTaBaXx.

*  VYcro BHUXIJIHY KOPECTIOHICHIIIIO Ta 1HIII IOIITOBI BiIIpPaBICHHS
CTPYKTYPHI TIiIpO3aiad ab0o BHKOHABII IEPeNaloTh y KOHKPETHO
BH3HAYCHI JUISl [IbOTO TOJIMHK, BCTAHOBJICHI 1HCTPYKIIIEIO 3 JLTOBOJCTBA
KOHKPETHOI YCTaHOBH.
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Tema 7. OPTAHI3AIIIA JOKYMEHTOOBIT'Y Y
HIAIPUEMCTBI

IToHATTS IPO JOKYMEHTOOOIr MiIPUEMCTBA.

CkiagaHHg HOMEHKJIATypH Ta (JOpPMYBaHHS CIIpas.
TuIoBi CTPOKM BUKOHAHHS JIOKYMEHTIB.

OpraHnizalisi KOHTPOJIIO 32 BHKOHAHHIM JJOKYMEHTIB.
Po6oTa 3 nrctamMu, MpOTO3HIISIMHU, 3a9BAMH Ta CKapraMu
TPOMAISH.

agprwdE

1. IloHATTA MPO JOKYMEHTOOOII MiANPUEMCTBA

ITig TOKyMEHTOO0ITOM PO3YMIIOTh PYX JOKYMEHTIB Y ITiITPHEMCTBI
3 MOMEHTY iX OTpHMaHHs a00 CTBOPEHHS 10 3aBEPIICHHS BUKOHAHHS 200
BIJIITPaBKK Ha apXiBHE 30epiraHHsl.

€/ICl BcraHoBWJIAa OCHOBHI NPHHIMWIM Oprafizaiii ITOKyMeH-
TOOOITY — MPOXO/HKEHHS JOKYMEHTIB Y IMiJIPUEMCTBI MOBUHHO OYTH
ONEpaTHBHUAM, IJICCIIPIMOBAHWM, TOOTO BHKIIOYATH  3BOPOTHI,
3MI3aronofiOHi Ta iHII MapmpyTH. Mae AisSTH NPUHIUI OJHOPAa30BOTO
nepeOyBaHHSI JTOKYMEHTa B OJHOMY CTPYKTYpHOMY MiIpo3aiai abo B
OJTHOT'O BUKOHABIIS.

IcHye yiTKa cucTema 3/11iCHEHHS BCiX MOCIIIJOBHUX OTepallii
3 JOKYMCHTAaMH: TPHUHHATTA 1 peecTpallis, po3Msi KEpiBHUKOM,
MOPSIIOK TPOXOPKCHHA JOKYMEHTIB B OpraHizaiii, iX BUKOHAHHS,
KOHTPOJIb BUKOHAHHS, ()OpMYBaHHs CIpaB, MIFOTOBKA 1 Iiepeiaya cripas
JI0 apxiBy.

OCHOBY IpaBWIJILHOI OpraHi3aiii 00iry JOKYMEHTIB CTAHOBUTP YiTKE
po3MexxyBaHHS ~ (YHKIIA Ta  OOOB’S3KIB MK  MpalliBHUKaMHU
mianpueMcTBa. TouHe 3HAHHS OOOB’S3KIB IMIJBHUIINYE BiAMOBITAIBHICTH
KOXHOTO CITIBpOOITHUKA, B TOH YK€ Yac BUKIIFOYAE TyOITFOBAaHHS Onepariiit
mijJ 9ac poOoTH 3 TOKyMEHTaMH. BilMmoBiMHUI pO3MOIiN mpalli B TaKUX
BHIAJIKaX 3aKPIIUTIOETHCS B MOCANOBHX 1HCTPYKIIAX 1 (DYHKIIOHATBHUX
000B’sI3Kax.

2. CriiajaHHsl HOMEHKJIATYPH Ta GopMyBaHHS CIIpaB

Knacugikayia odoxymenmie — 1€ PO3MOAIT yCiX IOKYMEHTIB 3a
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NEBHUMHU O3HaKaMd Ha cnpaBu. CIpaBoX HAa3UBAETHCS CYKYIHICTh
JOKYMEHTIB, C()OPMOBAHUX 3a SKOKCH O3HAKOIO, 310paHUX y TBEpAY
OOKITaUHKY, O)OpPMIIEHHX 32 YITKUMU IIPABUIAMH.

[lpakTH4yHE  JITOBOJACTBO  KOPUCTYETHCS  TaKMMH  O3HaKaMHu
TPYIyBaHHS JOKYMEHTIB y CIIPaBH:

* 33 Ha3BOIO BUJIB JOKYMEHTIB, Hanpukiam: “Axrtu”, “Haka3u”,

“KonTpaktu’ i T.iH.;

* 32 3MICTOM JIOKYMCHTIB;

* 33 00’€KTaMu;

* 3arpuhoM 0OMEKEHOCTI JOCTYITY J0 JOKYMEHTIB, 1[0 MICTATh

KoMepIiiHy ( a00 Aep)KaBHY) TAEMHUITIO.

Moxyts OyTh ¥ iHIII o3HakW kinacudikamii. Lle 3amexuTh Bif
KOHKPETHHUX YMOB JisIIBHOCTI KOHKPETHOI opraHizauii 4u GpipMu.

OCHOBHUM BHJOM poOOTH, IO 3a0e3ledye CHCTEeMaTH3AIliIo
JOKYMEHTIB y J1JIOBOACTBI, € CKJIaJJaHH HOMEHKJIATypH CIIPaB.

Homenxnamypa cnpas — 11¢ CUCTEMaTH30BaHUH CIIHUCOK CIIPaB, 110
3aBefICHI B JIIOBOACTBI MignpueMcTBa. BoHa mpu3HaueHa s oOdiKy i
TpyIyBaHHS BHKOHAHMUX IOKYMEHTIB y CHpPaBH, BKIIOYAE BCi CIpaBU
MIAIPUEMCTBA, JKYPHAIM pEECTpallii, JIOBIIKOBI KapToTeku. He
BKITIOYAIOTHCS 10 HOMEHKIATYpH HAYKOBO-TEXHIUHI ITOKYMEHTH Ta
JIPYKOBaH1 BHIAHHSI.

Homenkitatypa cripaB MoTpiOHA JTs IIBHIKOTO MOIITYKY JTOKYMEHTIB
3a 1X 3MicTOM 1 BUAaMH. Bif 11 SIKOCTI 3aJI€KUTh OMEPATHBHICTH pOOOTH 3
JOKYMEHTaMHU Ta HaIiMHICTH iX 30epiranus. HasBHICTP HOMEHKJIATYpU
CIpaB y KOXKHIl yCTaHOBI, OpraHizariii, miAnpueMCTBi 000B’I3K0Ba.

Jlnist BU3Ha4YeHHsI PO3/IiJIiB HOMEHKJIATypH BUKOPHUCTOBYIOTHCS Ha3BU
CTPYKTYPHUX MiAPO3iIIB MINPHEMCTBA, a 3a IXHBOI BiJICYTHOCTI —
HaMpsMH AisTIBHOCTI (ipMH 200 1Mocaj] KEPIBHUKIB 1 CIIEIIaIiCTIB.

Hamnpuxinan:

1 — nupekTop;

2 — YOPHCKOHCYJIBT;

4 — romoBHUI OyxranTep.

Ha modyaTky KOXXHOTO pO3MiJy BKa3ylOTbCS HAWBaXIWBINI IS
JISUTBHOCTI MIATPAEMCTBA TOKYMEHTH, HaKa3H, IPOTOKONH, akTH. [licms
[IbOTO HABOAATHCSA JIMCTYBAaHHSA Ta IHIN iH(OpPMAIiHO-TOBIIKOBI
JOKYMEHTH. Y KIiHIlI PO3AUTIB — JXKypHaId OOJIKYy YH JIOBIJKOBI
KapTOTCKH.
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3aroJoBKU CIpaB MOBHUHHI OyTH KOPOTKHMH 1 BiANOBIJATU 3MICTY
JIOKYMEHTIB, 1[0 TIepeOyBaIOTh Yy NaHil crpagi.

HomeHknaTypy cripaB MiIIucye cekperap-pedepeHT i 3aTBEPIKYE
KepiBHUK TianpueMcTBa. HOMEHKIATypa CKIaaeTbes, SK MIiHIMYyM, Yy
TPHOX NMPUMIPHHUKAX: TIEPIIHIA 30epiracTbes y Cpasi, APYruil € pobounm
1 BUBIIIYEThCS Ha CTIHIN Imadu i3 cnpaBaMu, TPETil NepeaaeThes 10
apxiBy MIANMPUEMCTBA.

[IpotsiroM poKy /10 HOMEHKJIATypH MOXKYTh BHOCHUTHCS 3arOJIOBKH
HOBUX crpaB. [{Jis IbOTo MK PO3/ijTaMi HOMEHKIIATYPHU CIIifl 3aJTHIIATH
MPOITYCKH. 3aBEJCHOI0 HOMEHKIIATypOI MO)KHA KOPHCTYBAaTHCS KiJIbKa
POKiB, SKIIO HE BifOYyBaeThCsS 3HAYHMX 3MIH Yy CTPYKTYpi 1 (PyHKIISIX
MiAPUEMCTBA.

Ilpu opmysanni cnpag pexomenoycmuvcs OOMPUMYBAHHA MAKUX
BUMO2:

* JIOKyMEHTH Pi3HMX TEPMiHIB 30epiraHHs (OPMYIOTHCS B Pi3Hi

CIIpaBH;

* CTaTyT MIANPUEMCTBA Ta IHIIN YCTAaHOBYI JOKYMEHTH (Qop-
MYIOTBCS B OKpEMY TAIKY;

* KOHTPAaKTH IMiANPUEMCTBA PO3MOAUIATHCS Ha Bl TPYIH, IIO
30epiraloTeCsl B pi3HUX crpasax. [lepira rpyma — KoMepIiiiHi
KOHTPAKTH; Ipyra — TPYJOB1 KOHTPAKTHU 3 TpalliBHUKAMH;

* HAaKa3u 1O BUPOOHMYIH HiSTIBHOCTI (DOPMYIOTBCS OKPEMO BiX
HaKa3iB 10 0COOOBOMY CKIIaJy;

* 0co00Bi cmpaBu, 0co0OBI KapTKU (DOPMYIOThCA 3a aj(aBiToM
NPi3BHIL CHIBPOOITHUKIB MiIIPUEMCTBA;

e JIOKyMeHTH oOMexkeHoro pgoctyny 3 rpudom “KT” abo
“KoH}imeHIiHO” (GOPMYIOTHCS OKPEMO BiJl PEIITH JTOKYMEHTIB.

st hopMyBaHHS CITpaB BUKOPHUCTOBYIOTH 3BHUAiHI KaHIIEIAPCHKI
manky, po3paxoBani Ha 200 apkymiB. OCTaHHIM YacoM HAIXOMSATh
ManK{ iIMOOPTHOTO BHUPOOHUITBA. Y HHUX OOCAT MIAIINTOTO Marepiaiy
MOJKHA 301TBIINTH B KiJIbKa pasiBb.

3. Tunosi cTPOKH BUKOHAHHS IOKYMEHTIB

Ilepenik JOKYMEHTIB i3 3a3HaUEHHSIM TUIIOBHX CTPOKIB BUKOHAHHS:
* 3akoHu YkpaiHu, iHmi pimenHs BepxoBroi Pagn Ykpainm Ta ii
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Ilpesunii; ykasu IIpesumenta  YkpaiHM; TIOCTaHOBH 1
posnopsixeHHst KaGinery MinicTpiB YkpaiHu; npomnosuii i
3ayBa)KCHHS JICMyTaTiB, BUCJIOBJICHI Ha cecisx BepxoBHoi Pamm
VYxpainu; pillieHHsI i po3NOPsHKEHHS BUKOHKOMIB MiciieBux Pan
HapOJHUX JEIyTaTiB; HakKa3W KEpiBHWKA YCTaHOB; pIIICHHS
KOJIETIaIbHUX OpPraHiB YCTAHOB — BIIMOBIAHO O BCTAHOBJICHUX
CTPOKIB.

* Pexomennanii noctiiiHux komiciii BepxoBHoi Pamn Ykpaiam —
IO JBOX MICAINB, SKIO KOMICIIMM HE BCTAHOBJEHO IHIIHI
cTpok. 3amut Jnenyrara BepxoBHoi Pagm VYkpainm Ha cecii
BepxoBHoi Pajgu — He Oibine HiX y 3-7¢H- HAH CTPOK.

» Tlpomo3wumii Ta 3asBu gemyratiB BepxosHoi Pangn Ykpaiaum — 1o
OJIHOTO MICSIIsl, a Ti, [0 HE MOTPEOYIOTh JOAATKOBOTO BUBUCHHS
1 IEpEBIPKU — HEBIKIIA THO.

* Ilpomo3unii, pexoMeHnamii i 3ayBaKCHHS, IO MICTATbCA B
pilIEeHHAX Ha ajpecy MiANPUEMCTB, YCTAaHOB 1 OpraHizarii
BUIIOTO  MiANOPAAKYBAHHS, PO3MIIICHHX HAa  TEPUTOPIi
BinoBimHOI Pagu; pekomeHaallii mOCTIHHUX KOMICii MiCIEBUX

Pan — y cTpoku, BCTaHOBIEHI 3aKOHaMH MpO MicleBi Paam
HApOJHUX JIETyTaTiB YKpaiHu.
* Kputnuni 3ayBaXXeHHS 1 IPOIO3HILii, BUCIOBJICHI B IIpeci, — JI0

OJTHOT'O MICSLIS.
* Ilpomo3unii rpoMaasH — y CTPOK 0 OJAHOTO MicAIld, 3a BH-
HSITKOM TIPOIO3HUILiH, 110 MOTPeOYIOTh JOAATKOBOTO BUBUCHHS.
[Tpomo3utii 1mom0 yTOYHEHHsSI aCCOPTUMEHTY, MPO pPO3ipBaHHA a0o
3MiHY YMOB JIOTOBOPY — H€ Ti3Himie Hixk 10 qHIB michs ofepKaHHS
TTPOTIO3HIIi.
Ckapra Ha HenpaBWIbHI [ii a00 pPO3MOPSIPKEHHS (iHOPraHiB;
PO3TJIsT — HE MIi3HIIIE 5-IEHHOTO CTPOKY 3 JIHS HAIXO/KCHHSI.
3asBH 1 CKapru TpOMaasH — Yy CTPOK JO OTHOTO MICSIS 3 JHS
HaJIXO/DKeHHS; Ti, IO HE IMOTPeOYIOTh JOAATKOBOTO BHBYCHHSA 1
nepeBipku, — He Mi3Hime 15 aHiB.
Jluctu-nopydeHHs i TUCTU-3aIMTH BHUIIMX YCTAaHOB 1 opraHizamiii —
JI0 BKA3aHOTO B HUX CTPOKY abo mpoTsiroM 10 mHiB.
[IpoTokon po3dikHOCTEH: CKiTagaHHsI 1 HarpaBieHHS — B 10-neHHMIA
CTPOK; po3risan — y 20-AeHHUM CTPOK.
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3asiBKa MOKYML — He Mi3HIIIe TPhOX JHIB MICIA OAEpKaHH.

Jluctu mianpueMcTs, 00’ €HaHb, YCTAHOB 1 opraHizariii — 10 mHIB.
JloroBip Ha MocTaBKY TOBapiB: IMiMMCAHHS 1 IOBEPHEHHS HE i3HIIIe
10 gmiB (g JgoBroctpokoBux — 20 JHIB) MCHS OAep KaHHS
MPOEKTY; BIAMOBIAh Ha MPOIO3UILII0 MPO YKIIAJaHHs JOTOBOPY — B
10-neHHHI CTPOK IMiCIs OfCP KAHHS.

3aMOBJICHHS Ha TPOAYKIIIIO: IMiANUCAaHHSA 1 momaHHs B 10- mgeHHUM
CTPOK ITiCJIsl OJIepyKaHHS ITOBIJOMJICHHS.

Hapsn Ha moctaBKy MpOAYKIii: BHAaya NpOTsSroM 15 mHIB micns
OJIep KaHHs MTOBITOMIIEHHS PO PO3MOILT (POHIB.

OnutyBanbHUIl JTHCT HAa NPOIYKLIiIO: HMOAaHHI — Yy 20-meH- HUH
CTPOK 3 MOMEHTY OJIepyKaHHS Hapsy.

Jlopy4eHHs TuIaTe)xXy: BUNHCYBAHHS 1 Iepefadya 1O YCTaHOBH OaHKY
— He TI3HIIIe HACTYITHOTO JTHS MICIIs OJIepyKaHHs TOBapiB.

AKT nipuiiMaHHS MPOIYyKIlii — He mi3Hime 10 IHIB michs oxepikaHHsS

TIPOIYKIIIi.
3BIT OyXranTepChKui 1 piYHMKA OanaHC: PO3MIIAN, 3aTBEpPIKEHHS 1
HOBIJIOMJIEHHS pillieHb 10 HbOMY — B 10-IeHHHH CTPOK 3 MAHS

OJiep’KaHHS. CTaHAAPT MiANPHEMCTBA — CTPOK, IO HE TEPEeBEpIIye
OJIUH MICSIIIb 3 THS HaAXOKEHHS.
* Biayk Ha IpoeKT — He Mi3Hille, HiK Yepe3 Micsb. YToam — B
3a3HAa4YEHUH y HUX TEPMiH.
* Tenerpamu, o NoTpe0yIOTh TEPMiHOBOT'O BUPIIIEHHS, — 10
JIBOX JHIB; pemrta — npotarom 10 nHiB.

4. Oprasizanisi KOHTPOJIIO 32 BAKOHAHHSAM /IOKYMEHTIB

Peectpariii jokymMeHTa — 1ie¢ OJHOYAacCHO 1 TOYATKOBUM eTam

KOHTPOJIIO 32 HOro BUKOHAaHHAM. PeecTpamiiiHi i KOHTpOJIBHI (YyHKIIT
IpU I[bOMY HEPO3PHBHO IOB’S3aHI 1 3/iMCHIOIOTBCS 32 JOTOMOTOI0
3rajlaHuX >KypHamiB 1 KapTok. YacTo KOPUCTYIOThCS CHEIialbHO
KOHTPOJIHOIO KapTOTEKOI0, Y SIKY BKJIQIAIOTHCSI KAPTKU Ha JOKYMEHTH,
CTPOKHM BHUKOHAHHS SIKMX Hepea0adeHi MpoTAroM HACTYITHOTO Micsis. Y
KOHTPOJIbHIM KapToTell KapTKH PO3MIIIYIOTh 3a JaTaMH BUKOHAHHS
JOKYMEHTIB, 1110 1a€ MO>KJIMBICTB 3/1IICHIOBATH KOHTPOJIb KOXKHOTO JTHS.

OcHoBHaA MeTa KOHTPOJIIO — 3a0€31eUYNTH BHUKOHAHHSI THX J0-
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KYMEHTIB, III0 32 JJOPYYCHHSM KEpiBHUKA B3STi HA KOHTPOIb.

KonTpons 3a0e3neuye cBOeYacHe Ta sIKICHE BHKOHAHHS JIOKYMEHTIB.
oMy mijuisrae BUKOHAHHS BCIX 3apeecTPOBAHHMX JOKYMEHTIB.

BinmoBinanbHiCTh 32 BUKOHAHHS JJOKYMEHTa HeCyTh 0cOOH, BKa3aHi
B PO3MOPSAAYOMY JOKYMEHTI (HaKasi, pilleHHi, BKa3iBIi TOIIO),
pe3oiontii KepiBHUKA Ta Oe3mocepelnHi BUKOHABII. Y THX BHIAJKaX,
KOJIN JOKYMEHT BUKOHYETHCS KUTbKOMa BHKOHABISIMH, BiIIOBiTaIbHUM
€ BUKOHABEIIb, SKUI y Pe30JIIOLlii BKa3aHUH MepIIrM.

besnmocepenHiif KOHTPOJb 3a BUKOHAHHSIM JIOKYMEHTIB IIOKJIa-
JA€ThCS Ha KaHLENSPio a0 CIeliaIbHO CTBOPEHY KOHTPOJIBHY CIIYXO0Y.
Y CTpyKTypHMX HiApo3finax Horo 3ailicHIOe cekperap abo ocoba,
BIIOBiAaIbHA 3a BEAECHHS JJI0BOICTBA.

CTpOoKH BHKOHAHHS JOKYMCHTIB BHUPAXOBYIOTBCS B KaJICHIAPHUX
THSX BiJ JaTH TWiANHACAHHS a0o 3aTBEepKEHHsI JUIS CTBOPIOBAHUX
YCTaHOBOKO JOKYMEHTIB YHM BiJl JaTH HAIXOJDKEHHs Jia BXimHuX. Lli
CTPOKH MOXYTh OYTH THIIOBUMH Ta IHIWBiTyadbHHMH. JIJI1 OKpPEMHX,
HaHOUTBII MAacOBHX KAaTeTOpid JOKYMEHTIB BCTAHOBIIIOIOTHCS THIIOBI
CTPOKH BHKOHAHHSI BIATIOBIIHO IO aKTIB BHIIUX OPraHiB 3aKOHOIABYOI
Ta BUKOHABYOi BIaaud YKpaiHu. B iHIIUX BUITaJKaX CTPOKH BHUKOHAHHS
JOKYMEHTIB He TOBMHHI nepesunryBaty 10 mHiB. TpuBamimi cTpoku
BCTAHOBIIOIOThCS  JUI  JOKYMEHTIB, CKIQIHHUX 33 XapakTepoM
BUKOHAHHS.

[HnuBinyanbHi CTPOKM BHKOHAHHS BCTAHOBIIOE Ui HaWOiMbII
BO)XJIMBUX JIOKYMEHTIB KEpiBHUK ycTaHOBH. KiHIleBa /aTa BHKOHAHHS
(IKCYEThCS B TEKCTi JOKYMEHTA.

Slkmo y BXITHOMY JOKYMEHTI 3a3HAYeHHH CTPOK, JIO SKOTO TIie-
penbavaeThCcsl OJEPIKATH BIAMOBIAb, HOro MOTPIOHO JOTPUMYBATHCA.
3MiHa CTPOKY BHKOHAHHS IIPOBOIUTHCS JIHIIIE 332 BKa31BKOIO KEPiBHUKA B
TaKOMY TIOPSAKY: THUIOBI CTPOKH — NPUHHATTSIM HOBOTO aKTy,
IHAMBITyaJIbHI — KEPIBHUKOM, SKHI HOT0 BCTAHOBUB.

IIponoBkeHHs CTPOKY BUKOHAHHS Ma€e OyTH oopMIiieHe BiApasy Xk
TICIIs OZiep>KaHHS JOKyMEHTa BUKOHABIIEM a00 HE MEHINIC HiX 3a TPU JAHI
JI0O HOoro 3aKkiHYeHHS, SKIIO0 B TpOIleci BUKOHAHHS 3’ACyBaJIOCS, IO
BKJIACTHCSI Yy BCTAaHOBJIEHUW CTPOK HEMOXJIMBO. SIKIIO IHOTO HE
3pOOHTH, JOKYMEHT BB)KAE€ThCS HEBHKOHAHUM Y CTPOK. [IpHruHHTH
BHKOHAHHS JIOKyMEHTIB a00 BiJIMIiHUTH 1X BHKOHAHHS Ma€ TPaBO JIMIIIC
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BHIIA B MOPSAAKY HiAMNOPSIKYBAHHS OpraHisallid, opraHisalis — aBTOp
JOKYMEHTa 1 OpraH JepyKaBHOTO HATJISY.

Cmpoxu niozomoexku (oghopmnenns), nooannusa (6ionpaeieHus)
i munoei cmpoKu GUKOHAHHA OOKYMEHMIE 3aKpPInaoIomuscsa
iHcmpykyiero 3 0inosoocmaa.

KoHTpons 3a BUKOHAHHSM JOKYMEHTIB BKITIOUAE:
* IIOCTaHOBKY AOKyMEHTa (JOpPYUEHHS) Ha KOHTPOIb, (HOPMYBaHHS
KapTOTEeKH KOHTPOJILOBAHUX JIOKYMEHTIB;

* IepeBipKYy CBOEYACHOTO JAOBEJICHHS JOKYMEHTA 10 BUKOHABIIS;

* IIONEPEIHIO NEPEBIPKY 1 peryaoBaHHSA X0y BUKOHAHHS;

* 00K 1 y3araJbHEHHS pe3yNbTaTiB KOHTPOJIIO BUKOHAHHS

JOKYMEHTIB (ZOpYyYCHb);
* iH(pOpMyBaHHS KEpiBHHUKA MPO XiJ Ta MiICYMKH BUKOHAHHS
JIOKYMEHTIB (JJOPYYEHB);

* TIOBIJOMJICHHS TPO XiJX 1 MiJCYMKH BUKOHAaHHS TOKYMEHTIB Ha

olepaTHBHUX 300pax, 3aCiJaHHAX KOJIeTialbHUX OPraHiB;

*  3HATTS JOKYMEHTIB 3 KOHTPOJIIO;

* (opMyBaHHS KapTOTCKH BUKOHAHHUX JIOKYMEHTIB.

KoHTpoJIb 32 BUKOHAHHSAM JIOKYMEHTIB BiJOOpaKaeThCs Y
peecTpariifHO-KOHTPOIBHUX KapTKax, JOJaTKOBI NPHMIPHUKH SIKHUX
BUTOTOBJISIIOTh NPHU B3SITTI JTOKYMEHTIB Ha KOHTpoib. OJHOYACHO Ha
JiBOMY IOJIi MepmIoi CTOPIHKM JOKYMEHTa, L0 MiAsrae KOHTPOIIO,
cTaBuUThCs mTamn “““Koumponws"abo mitepa “K, miClis 4Or0 JOKYMEHT
MEPeNacThCsl BUKOHABIIO, a JOMATKOBMH TMPUMIPHHUK peecTpauiifHol
KapTKHU BMIIYETBCS B KOHTPOJIBHY KapTOTEKY.

KapTkn KOHTpOJILOBaHHUX JOKYMEHTIB TPYNYIOTHCS B CHEIalibHIM
KOHTPOJIbHIH KapToTemi abo y BIANOBIIHOMY pO3IUII  JOBIIKOBOT
KapTOTeKH 32 CTPOKAMH BHKOHAHHS JOKYMEHTIB, BUKOHABIIIMH,
rpylaMu JOKYMEHTIB (HaKa3H, PillleHHS TOIIO).

Jlani mpo Xia BUKOHAHHS JIOKYMEHTIB, OJEp)KaHI MUIIXOM Te-
JeOHHOTO 3amUTy ab0 TiN Yac MEpeBIpKH CTPYKTYPHOTO MiAPO3.ILTY-
BHKOHABIIS, BHOCITHCSA 110 Tpadhu “Kowmponvui giomimxku"” KOHTPOIBHOT
KapTku. [Ipu 11boMy monepeHi 3arucy He 3aKpECTIOI0THCSL.

B yctanoBi 3 06csarom mpokymeHToobiry monan 25000 nokyMmeHTIB
Ha piK TEpiOAWYHO CKIAJArOThCA 1 HAACWIAIOTECA B CTPYKTYpHI
MiAPO3AUIN-BUKOHABII HEpeNikh JOKYMEHTIB, HE BHUKOHAHHX Y
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BCTaHOBJICHUH CTpoK. Ilicisl 3amOBHEHHS BIANOBIAHUX rpad MHepeniku
MOBEPTAIOTHCS JO KOHTPOJIBHOI CITYKOH.

B ycraHoBi 31 3HAaUHUM TOKYyMEHTOOOIrOM KOHTPOJIbh 32 BAKOHAHHIM
JOKYMEHTIB MOXKE IPOBaJWTHCh 3a JOIOMOTOK KOMIT'FOTEpPHOI i
€JIEKTPOHHO-00YHCITIOBAIIBHOT TEXHIKH. [liICyMKOM aBTOMAaTH30BaHOTO
MOITYKY € BHUBEJCHHS HAloKa3 NIykaHoi iH(opmarllii abo TOoBiIOMIICHHS
mpo il BigCyTHICTb. ABTOMAaTH30BaHOMY KOHTpPOIIIO BHKOHAHHS
MiJUIATaI0Th JOKYMEHTH 31 CTPOKOM BUKOHAHHS HE MEHIIIE HiXK 5 JHIB.

HaragyBaHHS BUKOHABISIM MPO CTPOKU BUKOHAHHS, 3BSIICHHS CTaHy
BUKOHAHHS], BIOMOCTI TIPO TEPEHECeHHs CTPOKIB  3aBEPIICHHS
BHUKOHAHHS TOIIO BUBOAATHCS HA JPYKAPCHKUIA IPUCTPIiid (TIPUHTED).

JIOKyMEHT BBa)KA€ThCsl BUKOHAHUM JIUIIEC TOJI, KOJH ITOCTABIICHI B
HBOMY ITUTAHHSI BUPILIEH] 1 KOPECTIOH/ICHTY JaHa MIOBHA BiAMIOBi/b.

[licns BUKOHAHHS MTOKYMEHTH 3HIMAIOTBCS 3 KOHTPOIIO; 3HATH
JOKYMEHT 3 KOHTPOJIIO MOXK€ TUIBKM Ta BIANOBiZaibHa ocoba, sKa
MOCTaBMJIa HMOTr0 Ha KOHTPOJb, NMPH IOMY Ha JOKYMEHTI 1 KapTii
pOOHTHCS TO3HAYKa IMPO 3HATTA 3 KOHTpouto. JlaHi mpo BUKOHAHHSA
JOKYMEHTA i 3HATTS 3 KOHTPOJIIO BHOCATH Y KOHTPOJIBHY KapTKy.

3a aBTOMAaTH30BaHOI (OPMH KOHTPOIIO TiCIs BHKOHAHHSI [O-
KYMEHTa BUTOTOBJIIIOTh MAIIUHOTPaMy, SIKY BHKOPHCTOBYIOTH Y
JIOBIIKOBOMY JyOJIFOFOUOMY MacuBi (qupekTopii, (aiini), mo mnepe-
Ja€ThCsl Ha 30epiranHs 70 BiIOMYOT0 apXiBy OJJHOYACHO 3 JOKYMEHTaMH.

JlaHi mpo HacHiIKM BUKOHAHHS B3STUX Ha KOHTPOJIb JOKYMEHTIB
MEePiOTUYHO y3arajbHIOIOTECS 1 JOIOBIAAIOTHCS KEPIBHUIITBY YCTaHOBH,
Ha ONEpaTUBHUX Hapajnax, 3acilaHHsAX KoJeTiaJbHUX OpraHiB 3
MPOTO3UIIISIMK IIIOJ0 TOJIMIIEHHS POOOTH. 3BEEHHS MPO BUKOHAHHS
JIOKYMEHTIB, IO MiJIATAIOTh 1HAMBIIYaIbHOMY KOHTPOIO, TIOJAIOThCS
3a BCTAHOBJICHOIO (hOPMOIO.

5. PoGoTa 3 1ucTtamu, npono3uuiaMu, 3asiBaMu
Ta CKApramMu rpoMajsiH

Jlucty, 3asBH, MPOMO3HUIIIT Ta CKAPTH TPOMAISH HAAXOMATH Y Pi3HI
YCTaHOBHU: OpPTaHM BIIAJW, MIHICTEpCTBA Ta BIIOMCTBA, PEHAKIIi ra3er i
KypHaIiB, Ha pamio 1 TtenebaueHHs. JIOAM CHTHANI3YIOTH IPO
MOPYIIEHHST 3aKOHIB 1 HENOJMKM B poOOTI ycTaHOB, OepyTh
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0e3MmocepeqHI0 y4yacTh Yy 3MIIHEHHI 3aKOHHOCTI Ta IpPaBONOPSIKY,
BHCIIOBITIOIOT ITOTJISIA HA BAKITMBI MTUTAHHSL.

[Tpomo3uii, ckapru i 3asBU IPOMaIsH HAIXOISITH B YCTaHOBU SIK B
YCHOMY, TaK 1 IHChbMOBOMY BHIJIAMI. [IMCEMOBI 3asBH MOXYTh
MepecuiIaTucs MOMTO, TenerpadoM, BpydaTHcs OCOOMCTO abo uepes
EKCIIe/IUIIT Y1 CIIeIiaibHI OI0pO CKapr, CTBOPEHI y BEIMKHUX YCTaHOBAX.
YCHI — BUCIIOBIIIOIOTECS Ha OCOOMCTOMY MPHHOMI YH TEPEeIaroThCs
TeregonoM. OCTaHHI y3arajbHIOIOTHCS B IIMCBMOBOMY BUIJISIIII AOBIJKH
4y B iHIIIH opmi.

VYci ckapru MaroTh OJTHAKOBY CHILY, SIKIIIO 3aKOHOM HE BCTaHOBJICHE
1HIIIe, 1 MiUISraloTh peTeNbHIN mepeBipil.

IIpunmun peectparii npomo3uiiii, ckapr, 3asB MOAIOHI 1O
OPUHIMIY pobOTH 31 Cchyk00BUMM  JOKyMeHTamu. Peecrtparii
MJUIATAI0Th YC1 TMPOIO3UINI, CKApTW 1 3asiBH, IO HAAXOIATH, alie
OCOOJIMBICTIO 1HJEKCAIi TYyT € Te, M0 1O 1HAEKCY TOJAEThCs TepIia
JiTepa TPI3BHINA aBTOpa JOKyMEHTa (HampHuKiam, ckapry rp. JImceHko
mig Ne83 3ammcyroTh TakuM guHOM: JI-83).

Kaproreka 3asB, Npomo3wiid 1 CKapr BeICTbCS OKPEMO Bif
KapTOTEKH IHIMUX BHJIB JOKYMEHTIB. KapTku po3TamoByOTh 3a
MpPi3BHIIAMHU 3aBHUKIB B al(aBiTHOMY HOpsIKy. B pasi HeoOximHOCTI
andaBiTHYy KapTOTEKy MOXHAa PO3MOAUIUTH 32 aaMiHICTpaTHBHO-
TEPUTOPIaJIbHOI O03HAKOK, a BCEPEIUHI — 3a Tpi3BUIAMH (3TiTHO 3
andasitom).

I1ig gac peectpallii IEPBUHHOTO HAIXOHKEHHS 3as1BH, CKaprd TOIIO
KapTKy 3allOBHIOIOTh MOBHICTIO, 332 BHHATKOM JESIKHX KOJIOHOK. Y
kosioHI “KopecnoHAeHT” NHIIYTh Mpi3BUINE, iM’s, M0 0aTHKOBI, MiCIle
poOOTH UM [JOMAamIHIO aapecy TpoMaasH. Y pa3i TOBTOPHOTO
HAJXOIDKCHHS 3asBY PEECTPYIOTh y Tid caMmiil KapTii B CIEI[iaJIbHO
nependoayeHux rpadax.

VY psni BUMAAKiB BeAyTh JKYpHAIM peecTpalii HMpormo3uiil, 3asB i
cKapr. 3amoBHEHHS Trpad IKYpHAIY TPOBOAWUTECS  AHAJOTIYHO
3aIIOBHEHHIO Tpad) €ANHOI peecTpariiiHol KapTKH.

[HKONMM HAIXOASATH MOBTOPHI JUCTU TPOMAJSH 3 OJHOTO W TOTO
caMoro NMuTaHHA. J|OBOAWTHCSA MEPEropTaTv *KypHal, 00 yCTAaHOBUTH,
M 3asBa HE TMOBTOpHA. ByBaloTh BHUIAAKU MPOIYCKIB IpH IMEpeTyIsiti
XKypHaITy, III0 BEJIe 10 HOBOI peecTpallii JOKYMEHTIB 1 HalpaBJICHHS iX Ha
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PO3TJISAL iHIIAM BHKOHABIISM.

[Ipo HamXOmKEeHHS Ta pPe3yIbTAaTH PO3IIISAY IPOIO3UINH, 3asB i
ckapr rpomMaasiH B yctaHoBax I 1 Il kareropiii momicsis CKJIaTarOTh
okpeme 3BeneHHs, 11 i IV kareropiit — 3amoBHIOIOTH CIICHIATBHY Tpady
B €IMHIA TNIOMICAYHIA JOBIAI NMPO BHKOHAHHS MokyMmeHTiB. Lli mami
BHKOPHUCTOBYIOTB IJIS Y3aralbHEHHS Ta aHAMi3y.

Ilicns peectparlii BCi TPOIMO3HILIi, 3asiBH, CKApTH IEPEHAIOTHCS
KEepIBHUKOBI YCTAHOBH, KU MPH3HAYa€ BUKOHABIIS.

Po3rasin mpomo3uniii, 3aAB i ckapr rpoMaasin. Y posrisii
MPOTIO3UIIiiA, 3asIB, CKapr BEJHMKE 3HAYCHHS MAIOTh TEPMIHM BUKOHAHHS.
Posrmsim 3asB 1 ckapr TpoMaasH B YCiX oOpraHax HE IIOBHHEH
MEPEBUIYBATH OAWH Micsis. [Ipy 1mboMy 3asBE 1 CKapru, MmO He
noTpeOyIOTh JT0IaTKOBOTO BHBUCHHS 1 TIEPEBIPKH, MiUIATAI0TH PO3TIIAY
HEBIJKJIaIHO, B YCAKOMY pa3i He mi3Hime 15 JHiB 3 JTHSA HaJIXODKECHHS.
KepiBHHK yCTaHOBH MOXKE TPOJOBKUTH TEPMIH PO3TIBIAY 3asiBH YU
CKapru, aje He Oijbllle HDK Ha OJWH MiCSIlb, TMOBIJOMHUBIIM MPO IIiE
3asBHUKOBI B IUSITUACHHUH CTPOK. TepMiH pO3IJLILy MHHTaHb, IO
MICTATBCSI B TIPOMO3HINIAX, 3asABaX TOIIO, PAXYETHCS 3 MOMEHTY iX
HAJXOJDKCHHS B OpPTaHi3allilo.

3asBM UM CKapry, 10 HAIifIUIM 10 YCTaHOBHW, sIKA HE BHUPIIIye
JAaHUX NIUTaHb, HE Mi3HIlIe HIX Y I’ ITUJCHHUN CTPOK TIEPECHIIAIOTHCS JI0
BIJINIOBITHOTO 3aKJiaJy, 3 TMOBIIOMIIEHHSM 3asBHUKA. Ha ocoOuctomy
mpuifoMi B TAKOMY BHIAIKY IPOMAISIHAM JA€ThCS PO3’SICHEHHS, KyIU iM
MOTPIOHO 3BEPHYTHUCH.

VYci ckapru, 3asBM, Hpomo3uLii Tpeba po3IIsiaTH BYACHO, Y iX
BHpIIICHHI HE TPUIYCKATH TATaHWHHU. KaTeropudHo 3a00pOHSETHCS
HATPaBIITH CKaprH TPOMaIsSH IS PO3LIIAY MOCAJOBHM Ocodam, il
SIKHX OCKap)KyIOTBCSL.

ITocamoBi 0coOH, BUpIIIYIOUH MHTaHHS, 3a3HAYCHI B MPOIO3UIIISX,
3asiBax Ta cKaprax, 3000B’si3aHi YBaXXHO Po3iOpaTHCs B iX CyTi, BUHECTH
OOTpyHTOBaHI pilllcHHs, 3a0e3MeYnTH iX OIepaTHBHE 1 MpPaBHIIbHE
BHKOHAHHS, MOBIIOMHUTH TPOMAJsIHaM NP0 HPUIHATI pilIEeHHS, BYACHO
BHUSBUTH Ta YCYHYTH NPHYUHHM, SIKi TOPOKYIOTH IOPYIICHHS IIpaB
rpoMassH.

OcoOuctuii nmpuiiom rpomaasin. JloOpe opraHi3oBaHHH O0CO-
OucTHi IPUIOM, YBa)KHE CTAaBJICHHS KEPiBHUKIB yCTaHOB, IMiANPUEMCTB,
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MpaliBHUKIB MICLEBUX OpraHiB BIagud A0 MOBCAKICHHUX MOTped 1
3aIUTIB TPOMAJISH 3HAYHOIO MIPOI0 3HWKYE KUIBKICTH 3asiB 1 CKapr, 1o
HAJXOIATh Y Pi3HI JepKaBHI OpraHy Ta TPOMaJIChKi OpraHi3ailii.

KokxHa ycTaHOBA MOBUHHA MaTH KHUTY JIJIS 3aITUCY B CTHCIIH (opmi
iM’s Ta IO OaTHKOBI BiBiMyBaya, CyTi HOTO 3asBU Ta HAIPSIMY PO3TIISILY
CIIPaBH.

IIpuitoM TpoMaasiH IPOBOIUTHCS Y BCTAHOBIICHI 1 JOBEIEHI IO iX
BiloMa JHiI Ta TOJWHHM, B OCHOBHOMY 3pY4Hi HIJisl HHUX, B pa3i He-

00XiIHOCTI — Yy BedYipHi TOAWHH. BiAmoBiganbHICTH 3a NPOBEICHHS
MPUIOMY TPOMAJISIH TIOKJIAIa€ThCsl HA KePIBHUKIB YCTAaHOB, OpraHizallil,
HiATPUEMCTB.

Benuke 3HaueHHS MaroTh (opMa NpHUiioMy, 0OCTaBUHH, B SIKUX BiH
MIPOXOJIUTh, BMIHHS KEpiBHUKA BUCIyXaTU BiABiTyBada, 3p0O3yMiTH CYTh
CKaprH 4 3asBH, YylHE, yBa)KHE CTABJICHHS IO CIIIBPO3MOBHHUKA TOIIO.
ToMy mo mpuifoMy TpOMamsH CIiJ PETENbHO TOTYBATHUCS: MPOIyMAaTH
Woro JHI 1 TOAWHHW, MIATOTYBaTH NPHUMINICHHS, CTBOPUTH JiJIOBY
atMoc¢epy. BinnoBinanbHui 3a pHIOM TTOBHHEH (DIKCYBaTH Bce, MPO
10 TOBOPUB 3asBHUK, 1 PIllICHHS, SIKE PUIHHSB KEPIBHUK YCTAHOBH.

OO0k TpUiOMy TPOMaJH BEIEThCS Ha CHEIiadbHIN KapTii, 1o
MICTHUTh TaKi PEeKBI3UTH:

* IOpPSIKOBUI HOMED, laTa IpUHOMY;

* M s, I0 OaTHKOBI, IPI3BHIIE Ta aJipeca 3assBHUKA;

* 3MICT 3asBH,

* Tpi3BHIIE 0COOH, KA BEE MPUIOM; PE3yIbTaTH PO3TIISLY 3asBU.

Ypa3zi noemopnozo npuitomy na 3eopommiii cmoponi kapmixu
ocoba, aAKa éede NPUIoM, 3a3HAYUAE 0AmY i pe3yIbmam HOGHMOPHO20
PO327130Y 3AA6HU.

HaBenemo opieHToBHY (opMy KapTKH OCOOUCTOrO TpPHHAOMY:
KAPTKA OCOBHUCTOI'O TPUMIOMY T'POMAJISTH
Hara___

Ne

[IpisBumie, iHimiamM 3asBHUKA

Anpeca____

3micT 3asBH

IpizBuIe ocodwn, siKa MPOBOMIIA TIPUHOM.

PesynbpraT posrisiay 3asBu
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3BopoTHMUIi Oik

ITo3Hauka mpo NOBTOPHI 3asBU

Jama

I'poMansHuH, KUl NpUIIIOB Ha MPUIOM, Mae TICTaTH 3aJl0BUIBHY
BIJNOBiAb a00 po3’sicHeHHs (B pa3i HENPaBOMIPHOCTI MPOXaHHS). SIKIIo
K MIUTaHHS BUMarae J0JaTKOBOTO BUBYEHHS, BiJ[BillyBaueBi MOSICHIOIOTS,
10 Horo 3asBy OyJe po3risHYTO HAKOIMKIUM 4acoM, He TIEPEeBUIITYIOUH
TEPMiHH, BU3HAYCHI 3aKOHOM. Y psJi BHITJKIB TPOMAISIHHHOBI AIOTh
MPOMIKHY BIJIITOBLIb 100 BXKWUTHX 3aXOJIiB Y 3B’S3Ky 3 HOTO 3asBOIO,
MOBIIOMJIIFOTE  TEPMiH OCTaTOYHOI BIMIOBIMI, TOSCHIOIOTH NPUYUHY
3aTPUMKH.

Tema 8. POBOTA 3 JOKYMEHTAMM, 1O MICTATDb
KOMEPIIMHY TAEMHHUIIIO MIAINPUEMCTBA

1. TloHSTTS PO KOMEPILIHHY TAEMHHITIO Ta KOH(PEACHIIHHY
iH(opMaItiro.

2. TlpaBoBe peryiroBaHHs 3aXHUCTY KOMEPIIIHHOT TAEMHHIII B
VYkpaiHi.

3. YMoBH 3a0e3NedeHHs 3aXUCTy KOMEpLiiHOI Ta KOH(iAeHITIHHOT
iHpopMarii.
4. BigoMocTi, 1110 He CTAHOBJIATH KOMEPIIIHOT TAEMHUIII.

1. TIoHATTS PO KOMepUiliHy TAEMHULIO
Ta KoHeneHuUiiiny iHdopmaniro

PunkoBa exoHOMIiKa mependadae iCHyBaHHSI KOHKYpEHIli. 3a Takux
YMOB JIy’K€ Ba)IJIMBO 30€epiratu BiJIOMOCTI, IO CTOCYIOTHCS KOMEPIIHHOT
taemuui (KT) mianpuemcrsa.

I{iHHICTP HAYKOBO-TEXHIYHOI iH(pOpMaIll Hpu3Besa JO TOro, IIo
HAyKOBI JTOCII/DKEHHS, PO3POOKHU 1 HAWHOBIII TEXHOJIOTIT Ta IHHOBAIIIT,
Hanpukian y CHIA, Oymu BigHeceHi MO cepH MOCHICHOI OXOPOHH i
Oararo Qipm cTBOpHIH CBOI CITy:kOH Oe30eKku, 10 HYHKIIH SKUX, pa3oM 3
OXOPOHOIO PYXOMOTO i HEPYXOMOTO MaifHa, BXOISATH IONCPEDKEHHS 1
3aro0iraHHs PO3TOJIONICHHIO CEKPETIB (ipMH.

Komepuiiina TaeMHMISI — 1i¢ Ta BUpOOHHYA, HAYKOBO- TCXHIUHA,
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Tema 8. Po6oTa 3 JOKYMEHTaAMH, 1110 MICTSATh KOMEPLIMHHY TAEMHHULIO ...

yIIpaBIliHCBbKa, (iHAHCOBa Ta iHIIA JOKYMEHTOBaHa iH(opMamis, IIo
BHUKOPUCTOBYETHCS IS JOCSATHEHHS KOMEPIiiiHOT MeTu (OTpUMaHHS
npuOyTKy, 3armobiraHHs 30UTKy, OTpUMaHHS IOOPOCOBICHOI IepeBaru
HaJl KOHKYpEHTaMH), sIKy MiANpHeMels BBaxkae KoH(ineHmiiHOM0. [0
KOH(IJICHIIHHUX BIIHOCATBCS BIIOMOCTI NMpO MpHOYTOK (ipMmu, izei,
BIIKPUTTS, BUHAXOJH, TEXHOJOTIi, IHIUBIAyaJbHI JeTalxi KOMepIliiHOi
JUSUTBHOCTI, 1[0 TAIOTh MOXKITUBICTH YCITIITHO KOHKYPYBATH 1 T. 1H.

CyTb MOHATTS KOMEPITIIHOT TAEMHHUIII TOJIATAE B TAKUX TI0-
JIOKCHHSX:

* ne Oynmp-sika nainmoBa iHdopMmaris, o Mae aiiicHy abo Tmo-
TEHUIHHY LIHHICTh IJIS MiANPUEMCTBA 3 KOMEPIIMHUX NPUUUH,
MPOCOYCHHS K0T MOYKE 3aBJIATH IIKOIH IiANPHEMCTBY;

* BOHAa HE € 3arajbHOBIIOMOI0 a00 3arajJbHOJOCTYIHOIO Ha
3aKOHHHUX ITi/ICTABAX;

* I BIJOMOCTI BiNOBITHIUM YMHOM IO3HAueHi, 1 QipMa 3ailiCHIOE
HaJIC)KHI 3aX0IM 1010 30epekeHHs 1 KoH(e- NeHIIHHOCT;

* 15 iHpOpMaIlis HE € TEePKAaBHUM CEKpPeToM (TIOHATTS AepKaBHOT
TaeMHUII AaHe B cTarTi 1 posmimy 1 3akony Yxpaimm “TIpo
nepxkaBHy TaeMHuIo” Bim 21.01.94 p.) i He 3axXWIIAETHCS
ABTOPCHKUM 1 TATEHTHUM TIPABOM;

* ms iHdopMallis HE CTOCYETbCA HETaTHMBHOI  AisUTBHOCTI
MiJIPUEMCTBA, SIKa MOXE 3aBAAaTH WIKOJM CYCHIJIbCTBY (TO-
pYIIEHb 3aKOHIB 1 HeeekTHBHOI pPoOOTH, aIMiHICTPATHMBHUX
MMOMHJIOK, 3a0pyIHEHHS! HABKOJIUIITHBOTO CEPEI0BHUIIA TOIIO).

27 6epesns 1991 p. Bepxosna Padaro Ykpainu nputinaia 3axou
“Ilpo nionpuemcmea 6 Yxpaini”. 3eiono 3 uacmunoro 1 cmammi 30
Ybo2o 3axony, “ni0 KOMEpUIliHOW MAEMHUUEI) NIONPUEMCMEa Ma-
JOMbCS HA Y8a3i 8I00MOCMI, N08 A3AHI 3 GUPOOHUYMEOM, MEXHONOSITUHON
iHopmayiero, ynpaeninuaMm, QinaHcamMu mMa  IHWOW  OiSLIbHICHIO
niONpuUeEMcmea, wo He € O0epiCcasHol0 MAEMHUYEIO, PO320A0ULeHHS
(nepedasants, NPOCOUYBAHHS) SKUX MOMdNCE 3a80amu WKOOU 1020
inmepecam”’.

“Kondpioenuiiina ingpopmauin — ye ioomocmi, wo 3Haxo-
0ambCcst Yy B0J00IHHI, KOPUCMYBAHHI AO0 PO3NOPAONCEHHI, OKpeMUX
@i3uuHUX YU OPUOUYHUX OCIO I NOWUPIOIOMbCA 34 iX OAXNCAHHAM
8i0Nn06IOHO 00 nepedbauenux ymos.”
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(3akon Ykpainu “IIpo indopmaniro” Bix 02.10.92 p., po3xin 2, ct. 30)

YMoBH BigHeceHHs Tiel ym iHmOI iHpopMmanii no “KT” BusHa-
YarIOTHECS BIAIMIOBIIHUM 3aKOHOJABCTBOM. TaKUMU €:
e nilicHa abo MOTeHIIiHA KOMEPITiiiHA IIHHICTD iH(popMarlii uepes
HEe3HaHHS 11 TpeTiMU 0cobamu;
* BIJICYTHICTh BUTLHOT'O JOCTYITY JO ITi€l iH(opMaIlii Ha 3aKOHHUX
micTaBax;
* BXMWTTS BIaCHUKOM iH(opMmanii HeoOXiTHUX 3aX0/IB JUIs
30epexeHHs ii KOH(1AeHIIIHHOCTI.
3abesneueHHs ~ 30epekeHHs — KOH(ineHuiHOCTI  iHdopmamii
KOMEPIIHHOTO MiIPUEMCTBA OTPeOy€e TOTPUMAHHS TAKHX YMOB!
* BU3HAUCHHJ BiZloMOCTeH, 110 cTaHoBIATh KT mignpreMcTBa;
* 3a0e3reveHHs MOPSIIKY Ta YMOB IUIA iX 3aXHCTY.

Axwo uyi eumozu He OOMPUMYIOMbCA, MO Y RIONPUEMCIEA
HemMae 3aKOHHUX RIOCMae 01 NPUMAZHEHHA 00 6i0n08i0anbHOCHI
npayieHukie, AKi po3zonocunu uu nepeoanu iHgopmayiio, w0
cmanosums KT.

Bimomocti KT mignpuemMcTBa yMOBHO MOJKHA IOJUTATH Ha JIBi
rpynu:

* HAyKOBO-TEXHIYHA (TEXHOJIOT1YHA) iH(pOpMaIlis;

e niyoBa iH(OpMAITis.

Jlo HayKOBO-TeXHIYHOI (TeXHOJoriuHo1) iHpopMarlii HanexaTh JaHi
PO KOHCTPYKI[I0 MAIIMH 1 YCTaTKyBaHHS; KPECICHHSA, CXEMH,
KOHCTPYKTHMBHI MaTepiajiy, pelenTypH, METOAHU 1 CIOCOOM BUPOOHUIITBA,
HOB1 TEXHOJIOT'11, HANIPSIMU MOJIEpHI3allii BIJOMUX TEXHOJIOTIH, MPOIIECiB i
yCTaTKyBaHHS, IporpaMHe 3abesneyeHHs s [IEOM.

2. TlpaBoBe peryJilOBaHHA 3aXHCTY
KOMepuiiHOI TAEMHHILI B YKpaiHi

3 npaBoOBOi TOYKH 30pYy KOMEpIIiiiHA TAEMHUIISA € 3aCO00M 3aXHUCTY
Bil HEmOOpOCOBICHOI KOHKYpEHII B paMKax peaii3amii MpaBa Ha
IHTeNeKTyal bHy BIACHICTh. lle 3araibHOBH3HAHE Yy CBITI IOJOKEHHS
BurumBae i3 3micty myHkry YIII crarri 2 KonBenmii 1967 poky, o
yTBep/UKyBaa BCecBiTHIO oOpraHi3aififo iHTEJEKTyaJlbHOI BJIACHOCTI,
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Tema 8. Po6oTa 3 JOKYMEHTaAMH, 1110 MICTSATh KOMEPLIMHHY TAEMHHULIO ...

y4acHUKOM sikoi OyB 1 konuHiit CPCP.

3riTHO 3 3aKOHOAABCTBOM YKpaiHH mepenbadeHa KpHMiHaIbHa,
aJIMIHICTpaTUBHA, [IUBIIBHO-IIPABOBA Ta 1HIIIA BIANOBINANBHICTb HE JIHIIE
3a PO3TOJIONICHHS, a ¥ 332 He3aKOHHE 30MpPaHHA 3 METOI BHKOPHCTAHHS
a00 BUKOPHUCTAHHS BIJIOMOCTEH, 10 CTAHOBIIATH KOMEPIIHHY TAEMHUITIO
(gactura 3 cratti 30 3akony “TIpo mignpuemcTBa B YKpaiHi”).

Y crarti 47 posminy IY 3akony Ykpaiam “Ilpo iHdopmamio”

TOBOPUTHCS:
“[TopymieHHS 3aKOHOJABCTBA YKpaiHH mNpo iH(OpMAIl0 TATHE
JUCLUILTIHAPHY, rpOMaJICEKO-TIPABOBY, aJIMIHICTPaTUBHY qu

KpUMiHQJIBHY BiANIOBIJAIBHICTE 3TiHO 3 3aKOHOAABCTBOM YKpaiHu™.

BingnoBinanbHicTh 32 NOpYLIEHHA 3aKOHOAABCTBA PO
iHopManilo HecyThb 0cO0M, 110 BMHHI Y CKO€HHI TaKMX MNOpPYy-
IIEeHb:

* HEOOrpyHTOBaHa BiIMOBa BiJl HaJlaHHS BilMOBiAHOI iH(opMaIii;

* HaJgaHHA iHQOpMAIIii, IO He BiAMOBiIae MIHCHOCTI;

* yYMHCHE IPUXOBYBaHHS iH(HOpMAIIT;

* PpO3TOJIONICHHS JAep)kaBHOI abo0 1HIIOI TAaEMHMIN, IO OXOpO-

HSETHCS 3aKOHOM, 0c000¥0, sIKa MOBHHHA 30epiraTH TAEMHHIIIO;

* TMOpYIICHHS MOPSJIKY 30epekeHHs iHpOopMallii.

28 ciuns 1994 poky Oye mpuiinstuii 3akoH Ykpainun Ne 3888- XII
“IIpo BHeceHHs 3MiH 1 JomoBHEHb a0 KpuminanpHOro, KpuminanbHo-
mpoliecyanbHOTo  Kojiekcy Ykpaimm 1 Komekcy VYkpaiHu mpo
aAMIiHICTpaTHUBHI HOpymeHHA”. 3rifHO 3 IUM  3aKOHOM, [0
KpuminansHOTO KOjiekcy YKpaiHU 10JaTKOBO BHECEHI TakKi CTaTTi:

e Crarra 148-6 “HesakonHe 30MpaHHSA 3 METOK BUKOPUCTAHHS
a00 BHKOpDHMCTAaHHS BIJOMOCTEH, IO € KOMEPLIHHOK TaCMHHUIEID
(mompueMHUNBKE  IIOUTYHCTBO), SKIIO €  3aBHAI0  BEJIUKOL
MaTepiajgbHOT MKOAN CYO’€KTY MiAMPHUEMHHUIIBKOT TisSUTBHOCTI, Kapa€eThCs
M030aBJICHHSIM BOJII Ha CTPOK JI0O TPhOX pOKIB abo mrTpadoM Bij
TPBOXCOT JIO I’ ITUCOT MiHIMaJbHUX PO3MIpiB 3apoO0iTHOT IITAaTH.

* Crarra 148-7 “PosroiouieHHs KOMEpPLUHHOI TaeMHUII”.
YMECHE PO3TONIOMICHHST KOMEPIIIHOT TaeMHUII 0e3 3roau i BIacHUKA
0c00010, SIKiil I TaeMHHWIS BigoMa y 3B’s3Ky 3 mpodeciiiHoo abo
CIIy’)kOOBOIO JIISUTBHICTIO, SKIIO BOHO 3JiliCHEHE 3 KOPUCIHMBHX abo
IHIIMX OCOOMCTHUX MOTHBIB 1 3aBHal0 BEIWKOI MaTepialbHOI IIKOIN
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JLI. Ckigiuvka J1IJJOBOJCTBO

Cy0’€KTy MiAMPUEMHUIIBKOI HiSUIBHOCTI — KapaeTbcs M030aBICHHAM
BOJIi Ha CTPOK JI0 JIBOX POKIB, a00 BHIIPABHUMH POOOTAMH HA CTPOK IO
JIBOX PpOKiB, a00 Mo030aBlIeHHSIM MpaBa IOCIAaTH MEBHI Mocaau abo
3aiiMaTHUCS TIEBHOO JISUTBHICTIO HAa CTPOK JI0 TPhOX POKiB abo mrpadom
JIO T’ ITHIECATH MiHIMAJIbHUX PO3MIpIB 3ap00iTHOT IIIaTH.

Kpim 1poro, 1mum ke 3akoHOM nomnoBHeHnH Komekc Ykpainum mpo
aaMIHICTpaTUBHI TpaBomopyineHas cTaTrTerw 164-3 “HemnoGpocoBicHa
KOHKYpEHIIis”, 'y dacTHHI 3 sAKOi TOBOpUThCA: “OnepkaHHS,
BUKOPHUCTAHHSI, pO3TOJIOMIEHHS KOMEpIIHOI TaeMHHII, a TaKOX
KoH(eneHuiHoi iHpopMmalii 3 METOW 3aBIaHHS IIKOAW MAUIOBIH
penyrtarii abo MaiiHy iHIIIOTO MIANPHEMIL HeCce HaKIaJaHHs Tpady Bif
JECSITU J0 ABAIIATH MiHIMAJIbHUX PO3MIpPiB 3ap0o0iTHOT myatu’”.

He 3auIIeHe mosa yBaroko MOYKIJIUBE BUSIBJICHHS
MiANPUEMHHIILKOTO IIIMUTYHCTBA B Tajly3i NPOHUKHEHHS B KOMII IOTEpPHI
cucremu. Tak, 20 >xoBTHs 1994 poky OyB mnpuitHATHI 3akoH YkKpaiHu
“IIpo BHECEHHS 3MiH 1 TOMIOBHEHB /10 KpuMiHAIBHOTO KOIeKCYy YKpaiHu i
KpuminaneHo-tiporiecyasHoro kogekcy Ykpainu” 3a Ne 218/94-BC, B
SIKOMY HIIETBCS TIPO TIe:

VY 3B’13Ky 3 npuitHATAM 3akoHy Yipainu “IIpo 3axucr iHpopmarii B
aBTOMaTU30BaHUX cucTeMax’ BepxoBHa Pana Ykpainu noctaHoBise:

Honouut Kpuminanbuuit komekc Ykpainu cratero 198-1
“HopymieHHst poOOTH aBTOMATH30BAHUX CHUCTeM” . YMHUCHE BTOPTHEHHS Y
po0OTY aBTOMATHU30BAHUX CHUCTEM, IO CIPUIMHUIIO CIIOTBOPEHHS a00
3HUIIEHHS iHpopMarllii, abo PO3MOBCIOPKEHSI MPOTPAMHUX 1 TEXHIYHUX
3ac00iB, IPU3HAYCHUX JJIsI HE3KOHHOTO MTPOHUKHEHHS B aBTOMATH30BaHI
CHCTEMH 1 CIIPOMOXHHUX IPU3BECTH 0 CIIOTBOPEHHS, ab0 3HUIICHHS
iH(pOopMartii, abo x HociiB iH(popMarii, — KapaeThCcsi TO30aBICHHIM BOJI
Ha CTOPK JI0 JIBOX POKiB a00 BH-

MpaBHUMH pOOOTaMH Ha TOW caMHU CTPOK, a0 mTpadoM y po3Mipi Bix
CTa JI0 BOXCOT MiHIMAJIbHHUX PO3MIpiB 3apOOITHOT TIIATH.

Ti >k cami JIii, IKIIO HUMHM 3aBJIaHO IITIKOJIU Y BEIMKHUX PO3Mipax, abo
3MiHCHEHI TOBTOPHO, ab0 3a TOMEPEIHLOI 3MOBOIO TPYIOK OCIO,
KaparoThCs 1030aBICHHSM BOJII Ha CTPOK BiJ{ TBOX JIO II’SITH POKIB.
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Te%a & Pob6oTa 3 IQKYMEHTAMH, 1110 MICTATh KOMEPLIMHY TAEMHHULIO ...
. YMOBM 3a0€311cYcCHHA 3aXUCTy KGMeleI/IHOI Ta

KOH(pineHuiiinoi inopmanii

Criag i obcsr BimomocTel, mo craHoBisATh KT mimmpuemcTBa,
CTPOKM  KOH(QIICHIIHHOCTI, TOPSAAOK 3aXUCTy 1 JIOMYCKY 1O
KoH(OIAeHIIHHOT 1HpOpMalii, a TakoXX TpaBwia i1 BUKOPUCTAHHS
BH3HAa4Ya€ KepiBHUK. KepiBHUK MOXe 3aIydduTH I 3IIACHEHHS i€l
poboTH (axiBIliB aHATITHKIB.

Opranu IepaBHO{ BJIagy i MICIIEBOTO CAMOBPSAYBaHHS HE MarOTh
npaBa BTPYYaTHCS B OXOPOHY KOMEpLIHHOI TAEMHUIII MiANPUEMCTBA, 32
BHHATKOM BHIAJIKiB, IIepe10aueHUX 3aKOHOM.

OcHOBHa MeTa OXOPOHM KOH(iIeHUiHHOI iHpopMarllii B ToMy, 11100
BOHa HE INOTpanuiga A0 KOHKYPEHTIB. Y psiii BHUMNAAKIB NOTpiOHA
OXOpOHa 1 YYKUX KOMEpIiIfHMX TAaeMHHIb, SKi MOXYTb OyTH
MOBIJOMJIEHI  MIJNPHUEMCTBY  IHIIMMH  OCOOAaMH, OpraHi3allisIMH.
BimcyTHiCTh TakKOro 3axUCTy MOXKE I030aBHTH (ipMy BHUTIIHUX
MapTHEPIB, KIIEHTIB.

3ade3neuenns 3axucty KT nependauae:

1) Bu3HaueHHS MpaBwWI BigHeceHHs iHpopmariii 1o KT;

2) po3poOKy i JOBefeHHsS J0 OcCi0, sSKi IOMyIIeHi IO BiIOMOCTEMH,
mo craHoBiATh KT, 1HCTpyKmi 3a JOTPUMAHHSIM  PEXUMY
KOH(IJICHIIIHHOCTI;

3) obMexeHHs I0CTyIy 10 HOCiiB iHpopMmarrii 3 KT;

4) Take BeICHHS IJIOBOJACTBA, siKe 3abe3medye BUIUICHHS, 00K i
30epesxeHHs JoKyMeHTiB 3 KT;

5) BUKOpHCTaHHS OpraHi3aliifHUX, TEXHIYHHX Ta IHIIUX 3aco0iB
3aXUCTY KOH(DiIEHITIHHOCTI TOKYMEHTIB;

6) 3mifiCHEHHS KOHTPOJIO 33 TOTPUMAHHSIM PEXKUMY OXOPOHU

Jis 30epexxenHs poctyny no iH@opmamii KT kepiBHHK Bumae
crieliaibHUi Haka3 1po BBeAcHHS “Tlepelniky BiIOMOCTEH, IO MICTSTh
KT mignpuemcTBa”, 3aX0/IiB 3 OXOPOHH WX BiIOMOCTEH, BCTAHOBJICHHS
KoJIa oci0, sIki MaroTh JOCTYI A0 Takoi iHdopmarii, mpaBmwi podoTH 3
IOoKymMeHTamu, mo3HaueHumu  rpudpom  “KT”.  CroiBpoOiTHHKH
MiANPUEMCTBA TIOBHHHI I PO3MHCKY O3HAMOMMTHCS 3 HAKa3oM 1
JolaTKaMH 10 HbOro. IHkomum  mopsmok  3abesmedyenHs KT
00yMOBIIIOETECS B TPYJOBOMY KOHTPAKTI 3 MIPAI[iBHUKOM.

VY Bunaaxy HEOOXiAHOCTI TAKWH CIIHCOK MOXE OyTH IPOJOBXKCHUHI i
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Tamx—é%mfjgmn—%ncmﬂ'l' Criofupg LIOBONCTIES KepiBHUKA 3 TMPOCTABICHHSAM HOBOI JIATH.

>

Sxkmo Bimomocti i3 “Ilepenmiky...” TMepeHOCATbCS B JTOKYMEHTH, TO
JIOKYMEHTH CTaloTh KOH(ICHIIIHHIMH, 1 BiJl TOTO, K OyJie OpraHi3oBaHa
pobora 3 HHMH, OaraTo B 4YOMYy 3aJeKUTh YCHilIHA poOoTa
HiAPUEMCTBA.

Benenns ninoBoxcTBa, MmO 3abe3nedye OOMIK 1 30epekeHHs
nokymeHnTiB KT, nepenbavae BUKOHaHHS psAAy pekoMmeHaanid. Hakazom
KEepIBHUITBA TakoX MoXke OyTH oOyMoOBIIeHa KOH(iIeHIIHHICTh
BiJIOMOCTEH, MpaBa MiAMPUEMCTBA IOI0 HUX, MOPAIOK iX BUKOPHUCTAHHS
tomio. Hampukaz, ko koMepiiifina TAEMHHUIIS € Pe3yJIbTATOM CIUTBHOT
JUSUTBHOCT] 3 1HIIUM MiAIPUEMCTBOM, TO HEOOXITHICTH ii 30eperkeHHs
MMOBHHHA OYTH BiJJOOpakeHa B KOHTPAKTI. Y BHIAJKY BiJICYTHOCTI TpUdy
“KT” i mocunanb Ha KOHQIICSHIIIHHICTD ¥ TEKCTI, BBAXKAETHCS, IO aBTOP 1
ocobw, SKi Tianmucanmy abo 3aTBEPIWIN el JTOKYMEHT, Mepea0admivi BCi
MOJJIMBI HACTINKH Bill BUTbHOI (06€3 OOMEXeHHs IOCTyIy) poOoTH 3
mokymenToM. Ha gokymenti 3 tpudom “KT” (“KoHdimeHiiiHo”)
BKA3Y€ThCsSI KUIBKICTh HMPUMIPHHUKIB JAOKYMEHTA 1 Miclie 3HAXOMKCHHS
KOXHOro 3 HUX. Hanpukman:

CrradeHuii y 080X RPUMIPDHUKAX:

npum. Ne | — na aopecy; npum. Ne 2— oo cnpasu 01.08.

Ha 3BopoTi abo B pe3omonii nokymenra 3 rpudom “KT” xepiBHHK
MUIIE MPI3BUIIE THX MOCAIOBUX OCIO, KM J03BOJICHO KOPHUCTYBATHCS
uuM gokyMentom. Hanpuknan:

Jloszeonsaro:

1. Cmenanenxy B. I’

2. Ocunenxy B. b,

ITionuc xepienuka, oama.

Honatok 10 Haka3y aupekropa gipmu “TIpomereit” Bin
11.03.06.

MEPEJIIK BITIOMOCTEM, mo € KoMepuiiiHOI0 TAEMHHAIIEI0
¢ipmu “IIpomereii”
Po3mip kpeawuTiB, o X B3su1a a00 IIAHY€e OTpUMATH (ipMa.
OO0csT BUpOOHUIITBA MTPOMYKIII (32 MiCSIIb, KBAPTA, PIK).
HasBa ¢ipM-KoHTpareHTiB.
Po3mip npubyTKy, OTpUMaHOTO 32 MiCAIlb, KBAPTAJ, PIK.
Cxema posnoziny npuOyTKiB.
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YMOBU KOMEPIIHHUX KOHTPAKTIB, IJIATEXKIB, TIOCIYT.
[ToTpeba y mpunOaHHi TOBapiB YU OAEpKaHHI TIOCIHYT.
3apo0OiTHa 1mIaTa MpaliBHUKIB MiANIPUEMCTBA.

Xapakrep 1 pemyTarist nepcoHaiy GpipMH.

Perionu 30yTy npomyKIiii.

TemaTnka MapKeTHHIOBUX JOCIIKEHb Ha I IIPHEMCTBI.

Jupexrop TTiTITHC I'. I. KonapaTeHko
MLIIL.

HpykyBaHHs JOKyMeHTiB 3 rpudom “KT” 3apilicHIOETBCS II€H-
TPai30BaHO, Y CHELIaIbHO BiBEIEHOMY AJIS IIbOTO NMPHMIIIEHH] a0o Ha
pobouoMy MicIli, Kyau 3a00pOHEHO BXil CTOpOHHIM. BimapykoBani i
MiAMUcaHi JOKYMEHTH TEepelaloThecsl A peecTpallii mocaaoBiii ocoli,
dKa BiAmoBimae 3a iX oOmik. YepHeTkH 1 BapiaHTH JIOKyMEHTa
3HUIIYIOTBCS L€ OCO00I0 3 MIiATBEP/PKCHHAM (DAKTy 3HUILEHHS
3alMCOM Ha KOMIi BHUXIJHOTO JIOKyMEHTa: 4YepHeTka (1 BapiaHTH)
3uuiieHo. [Tignuc. dara.

Yci  JoKyMeHTH 3 KOH(IJEHIIHHOW iH(popMaIli€o TMOBHHHI
pEeECTPYBATHCST OKPEMO BiJl PeIITH TOKyMeHTIB y “YKypHaii peectpartii
JokyMeHTIB 3 rpudom “KT”. TIpu 3HaYHOMY 00Cs31 JOKYMEHTIB MOXYTh
3aBOJUTHCA JKypHAIIM OKPEMO JUIS BXiJHUX, BHUXIJIHUX 1 BHYTPIIIHIX
JOKYMEHTIB minmpueMcTBa 3 rpudom “KT”. Bei apkymri xKypHaliB mpu
[[OMY HYMEPYIOThCSI, TIPOIIMBAIOTECS 1 OMEUATYIOThCS.

Hokymentu 3 rpudom “KT” mnpuiimMaroThCs 1 BiICHIIAlOTHCSA
CHEIialbHO BUJIUICHOIO TMOCAaIoOBOrO0 0coboi0 abo cekperapeMm-pe-
(dbepeHToM, SKIIO HOMy HamaeThcsl Take mpaBo. [Ipu HagXomKeHHI
O00OOB’SI3KOBO  TIEPEBIPSAIOTHCSI  KUIBKICTh ~ apKyIIiB 1  NMPUMIPHUKIB
OCHOBHOTO JIOKYMEHTA 1 TOJIATKIB J0 HHOTO. Y BUIAJKY BIICYTHOCTI YH
HETIOBHOT KOMILIEKTHOCTI B. KOHBepTax IOKyMeHTiB 3 rpupom “KT”
CKJIaJa€ThC aKT y NBOX MNPHUMIPHUKAX, OJWH 3 SKUX HAICUIAETHCS
BiJIIPABHUKOBI.

Hoxymentu 3 rpudom “KT” dopmyroTscs B okpemy cmpaBy. Ha
OOKITagWHIII CHOpaBH y TMpaBoMy KyTi craButhes rpu¢p “KT”. Ha
BHYTPIIIHIN CTOPOHI OOKIAIMHKH CIIPaB MHUIIETHCS CHHCOK MPAIiBHUKIB,
SKi MarOTh MPaBO KOPUCTYBATHCS IIi€0 CrpaBor. Bci apkymn crnpaBu
HYMEPYIOTBCSI TPOCTHM  OJIBIEM Y TPAaBOMY BEPXHBOMY KYTi.
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Geipiygara ATIOBOACTIBQ ceidi, 10 ormeyaTyeTbes BiANOBIAATBHIM

3a 30epiraHHd JIOKyMeHTiB 3 rTpudom “KT”. IHmi npamiBHUKA
HiAMPUEMCTBA HE TIOBHHHI MaTH IIPaBa JIOCTYITY JI0 IEOTO cerdy.

OO6ir (Bumaya 1 IOBEpHEHHs) HOKyMeHTiB 3 rpupom “KT”
BimoOpaxxaerses B “ypHaii o0miky Buiadi ToKyMeHTiB 3 Tpudom “KT”.
Bunmani s pobotu  KOHGIAEHIIWHI TOKYMEHTH TOBEPTAIOThCA
cekperapro-peepeHTy TOro K JHSA. 3  [I03BONy KEpiBHHUIITBA
HiAIPUEMCTBA OKpeMi ToKyMeHTH 3 rpupoM “KT” moxyTh nepedyBatu y
BHKOHABIIS MPOTATOM TEPMiHY, HEOOXIMHOTO I BUKOHAHHS POOOTH 3
HUMH. Alle TpHd IbOMY IOBHHHI IOTPUMYBaTHCS YMOBH IIOBHOTO
3a0e3MeYeHHs 30epeKeHHS JOKYMEHTIB Ha poOOYOMY MICIli BHKOHABIIS
(HasiBHICTE ceiida). [lpm moBepHeHHI HOKyMeHTiB 3 Tpudpom “KT”
cexperap-pedepeHT 3Bipse HOMEp JOKYMEHTa 3 KYypHAJOM, IepeBipse
KUTBKICTh apKyIIiB 1 B MPUCYTHOCTI BUKOHABIS CTaBUTh Yy Tpadi
“BiaMiTKa Mpo MOBEpHEHHS CBill MIANHUC 1 JaTy HOBEPHEHHS JOKYMEHTA.

Ilepenaga  mOKyMEHTiB 1 chopaB IHIIUM  CHIiBpOOITHUKaM
MiANPUEMCTBA, SKi MalOTh JOCTYIl O LUX JOKYMEHTIB, 3IIHCHIOETHCS
TUIIIE Yepe3 cekpeTapsa-pedepeHTa 3 000B’I3KOBUM 3aIHCOM Y JKYpHAI.

Jokyment 3 tpudpom “KT” 3a00pOHSETHCS BHUHOCHTH 13 OQicy.
TiNBKM y BUHATKOBUX BHUITaJKaX KEPIBHUK a00 HOT0 3aCTYIMHHK MOXYTh
JaTH Ha I¢ J03BUT OKPEMOMY CITIBPOOITHUKOBI JJIsi TIOT'OJIKCHHS,
MAMACY 1 T.iH. 32 YMOB BXKHTTS HEOOXITHUX 3aXOJiB 30eperKeHHs
JOKYMEHTA.

Ha mignpueMcTBi MOBUHHI JOTPUMYBATHCS CYBOPOTO TIOPSAKY
PO3MHOKEHHsT JTOKyMeHTiB 3 rpudom “KT”. Komii 3 HHX 3HIMAIOThCS
JIMIIE 3 JIO3BOJY KEPIBHUIITBA Y CIEMiadbHO 00JaTHAHOMY JUIS IHOTO
npuMinieHHi. Bei komii BpaxoBYIOThCSI, 3arajbHa KiJbKICTh MPUMIPHHUKIB
MaKCHMAbHO OOMEXKYEThCS, KOXEH NPUMIPHHK TOTYETBCS IS
MOTIEPETHFOTO BU3HAYCHOTO ajpecara ad0 BUKOHABIA. PO3MHOMXEHHS
JOKYMEHTIB 3[iMCHIOETBCS Yy TPHUCYTHOCTI 0COOHM, BiANOBITANBHOI 3a
JOKyMeHT. bpaxoBaHi komii HmiUIsraroTh HeralfHOMY 3HUIIEHHIO.

VYci crnpaBu 3 tpudom “KT” 000B’SI3KOBO BHOCSTBCSA JIO HO-
MEHKJIATypH MiANPHEMCTBA.

o 3akiHYEeHHIO KaJICHOAPHOTO POKY CIEIiadbHO CTBOPEHA KOMICIis
BHUKOHYE€ TaKi poOoTH:

* TepeBipsie HAABHICTD yCiX JOKYMEHTIB 3 Tpudom “KT”;

* Binbupae nokymenTu 3 rpudom “KT” nnsa apxiBHoro

30epiraHus;
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KepigHuymea  nionpuemMcmea  Modice  30IUCHIO8AMUCA 3 THULOIN
nepioouyHicmI0, HANpUKIa0 nicis 3aKinueHus keapmany. [lpu empami
KOH@IOeHYTIIHO20 OOKYMEeHma Npo ye He2anHo iHHOPMYEMbC KepiBHUK
nionpuemcmesa. Bowcusaromuvcs 6Ci 3ax00u, wjod po3utykamu OOKyMeHm.
lna poszcrioysannsi ¢haxmy empamu KepiGHUK NIONPUEMCMBA CMBOPIOE
cneyianviy KoMmicito. Y 6unaoky, Koau posuwlyk He 0a8 NO3UMUBHUX
Hacniokie, ckaadaemvcs akm, a 00 ‘“JKypuany peecmpayii” eHocumvcs
npo ye 8i0N0GIOHULL 3anuc.

IIpu 3BinBHEHHI 3 pOOOTH CHIBPOOITHHKA, BIIIOBIAATBHOTO 3a
nokymeHtn 3 rpudom “KT”, 3nilicHIO€TbCs mNepeBipka HasBHHUX JO-
KYMEHTIB, SIKi IepeJatoThCs 3aHOBO MPU3HAueHIN Ay 1boro ocoOi. IIpo
I[e CKJIANAEThCA aKT NpuilMaHHSI-TIepefadi, IO 3aTBEPAXKYETHCS
KEpiBHUKOM MiANPUEMCTBA a00 HOTO 3aCTYITHUKOM.

Ha ocoby, sky Ha miampuemctBi Oyino monymeno mgo KT i1 ska
3BUIBHMJIACS 3  POOOTH, 3000B’SA3aHHS MPO  HEPO3TOJIOIICHHS
KOHQIAeHIIHHOT 1H(popMaIlii TONMIUPIOETHCS TIe TMPOTIrOM IBOX POKIB
TICJIS 3BUTbHEHHS, SKINO 1HIIWKA TEPMiH He OYB 0OYMOBIICHUH TPYIOBUM
KOHTPAKTOM.

[Ipu mepenadi cnpaB g0 apXiBy Ha JOKyMeHTH 3 Tpudom “KT”
CKJIAJa€ThCsl OKpEeMHH omuc. ApxXiBHe 30epiraHHsl TaKUX JIOKYMCHTIB
3IHCHIOEThCS B  ONEYAaTAHUX KOpOOKaXx y MPHUMIIICHHI, KyaH
3a00pOHSETHCS] HECAHKI[IOHOBAHUH JOCTYTI.

Ha nmoxymentn 3 tpudom “KT”, mo BimiOpaHi s 3HUIICHHS,
cknanaeTbest akT. [lporec 3HUIIEHHS BiAOYBAa€ThCS B MPHUCYTHOCTI
komicii. Ilpu 1mpoMy poOuTBCS Bce 3anexHe, MO0 Oyna BHKIIOUCHA
MOJKJIMBICTh TIOHOBJICHHS HASIBHOT B IIUX JJOKYMEHTaxX iH(opmaIii.

4. BigomocTi, 110 He CTAHOBJISITL KOMEPUiHHOI TAEMHUILI

BimomocTi, o He CTaHOBJIATh KOMEPIIHHOT TAEMHUIII:

* YCTaHOBYI JOKYMEHTH, a00 JOKYMEHTH, IO JO3BOJISIFOThH
3aiiMaTUCS MiIMPHEMHHUIIBKOIO YU TOCIIOAAPCHKOKO JTISUIBHICTIO 1
11 OKpEMUMH BUIAMU

* iH(opMalis 32 BciMa BCTAHOBICHUMH (pOopMaMH JAEp>KaBHOT
3BITHOCTI,
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AL Criviges 5 HBROACTRS epeBipKH OOYHCIICHHS 1 CIUIATH MOJIATKIB

Ta IHIIMX 000B’SI3KOBUX IJIATEKIB;

* BIIOMOCTI TIPO KUIBKICTH 1 CKJIaJ MpAIIOKYNX, IX 3apoOiTHY
miary B MJIoMy 1 3a mpodeciiMu Ta TocajgaMH, a TaKOX Ha-
SIBHICTD BUIBHUX POOOYHX MICIIb;

* JTIOKYMEHTH IpO CIUIATy MOAATKIB 1 000B’I3KOBUX TLIATEXKIB;

e iHpopMalis Npo 3a0pyJHEHHS HABKOJIUIIHBOIO MPHPOIHOTO
CepelOBUIIA, HENOTpUMaHHA Oe3MEeKH yYMOB Ipall, peasizarii
MPOJYKIIIi, 110 3aBJIa€ KO 3I0POB’I0;

*  JIOKyMEHTH TIPO IUIATOCIIPOMOIKHICTE;

* BIIOMOCTI MPO ydYacTh IMOCAAOBUX OCI0O MiAMPHEMCTBA B KO-
olepaTHBax, MalluX IIANPHEMCTBAX, 00 ’€IHAHHAX Ta IHIITUX
OpTraHi3aIisx, o 3aiMarOThCS MiAIPUEMHHUIIBKOIO TisUTbHICTIO;

e BIZOMOCTI, SKI BIONOBIAHO [0 [JIIOYOTO 3aKOHOJABCTBA,
MiIJIArar0Th OrOJIOIEHHIO.

32iono 3 Ilocmanoeorw Kabinemy Minicmpie Ykpainu 6io 9
cepnua 1993 poky, nionpuemcmea 3a6o06’a3zani nepedasamu
nepepaxoeami i0omMocmi op2anam OeprHcasHoi 6UKOHAsUoi 61a0u,
KOHMPOJIIOIOYUM | RPAGOOXOPOHHUM OP2AHAM, THUIUM IODUOUYHUM
0cooam 6iOn0GIOHO 00 0il0U020 3AKOHO0ABCMEA, 3d IX 6UMO2010.

Tema 9. OCHOBHI BUMOTH 1O OPT AHI3AIIIL
CYYACHOTI'O AIJIOBOACTBA

1. Oprani3ariist 1iJIOBOJICTBA B YCTAHOBI.

2. Crpykrypa Ta (hyHKIIT cIIykO1 ITITOBOACTBA.

3. YnpapniHHs cIykx0010 JIIJIOBOJICTBA.

4. YMOBHM mparli NpamiBHUKIB CIyOH J1TOBOJICTBA.

1. Opranizanis aiJioBoacTBa B yCTAHOBI

Opranizanisi JUIOBOJICTBA ICTOTHO BIUIMBAE HAa OIEPATHUBHICTH,
eKOHOMIYHICTh 1 HAAIWHICTH (DYHKIIIOHYBAaHHS amapary yIpaBIiHHSI
YCTaHOBH, KYJIbTYpy Tpalli YIPaBJIiHCHKOTO MepcoHaly. SKIo mporec
JIJIOBOJICTBA B YCTaHOBI TIOCTaBJICHWH palioHalbHO, axiBmi ¥
KEpIBHUKU 3BINBHSIOTHCS Bil BUKOHAHHS HEBIACTHUBHX iM (YHKIIH,
HiIBUIYETHCST PE3yAbTATHBHICTh iX TIIpami, CKOPOUYYIOTHCSI BUTPATH,
OB’ s13aHi 3 QYHKIIIOHYBaHHSAM anapaTy yIpaBTiHHS.
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Tema 9. OCHOBHI BUMOTH JI0 OpraHi3allii Cy4acHOro JiJ0BOJICTBA

Po3rnsiHeMO OCHOBHI TOHATTSA JJIOBOJCTBA, SIKIi CTOCYIOTBCS
YCTaHOB YCiX ()OPM BIIACHOCTI.

JJI0BOICTBO BU3HAYAETHCS SIK MISUTBHICTD, 1[0 OXOIUTIOE MHTAHHS
JOKYMEHTYBaHHS Ta Oprasizamii poOOTH 3 JOKYMEHTaMH y MpOIeci
BUKOHAHHSI yIIPABIIHCHKUX Ail.

Ji10BOJICTBO B yCTaHOBI sIBJIsIE COOOK0 TIOBHUH ITUKJI 0OPOOJICHHS Ta
PYXy HOOKYMEHTIB 3 MOMEHTY iX CTBOpeHHs (abo opepxaHHS) 0
3aBepIICHHS BHKOHAHHS 1 BiIIpaBlieHHS. Bix mpaBuibHOT oprasizamii
JIJIOBOJICTBA, HOTO aBTOMATH3AIlll 3aJIe)KUTh €(DEKTUBHICTD YIIPABITiIHHS B
iIOMYy.

JJokyMeHTYBaHHI — 1II¢ CTBOPEHHS IOKYMEHTIB, TOOTO iX
MiATOTOBKA, CKIIaIaHHA, 0(OPMIICHHS Ta BUTOTOBJICHHSI.

Opranizaigiss poOOTH 3 JOKYMEHTaMH — II¢ CTBOPSHHS YMOB, SIKi
3a0€e3MeyIOTh PYyX, IOIIYK Ta 30€peKeHHS JOKYMEHTIB Y JIIJIOBOJICTBI.

JokyMeHTO00Ir — pyx IOKYMEHTIB B YCTAaHOBI 3 MOMECHTY
CTBOpEHHsI JIO BimmnpaBicHHA. OOCAT TOKYMEHTOOOIY BH3HAYAETHCS
KUTBKICTIO BXIJHHX, BUXIIHUX Ta BHYTPIIIHIX JTOKYMEHTIB, HAIIPHUKIIAJ,
3a pik.

HIBuAKICTE TOKYMEHTOOOIrY 3ajJeXHUTh BiJ SKOCTI JOKYMCH-
TaJIBHOTO OOCIYrOBYBaHHS amapary YIpaBiIiHHA B IJIOMY Ta BifJ
CHUCTEMH OpTraHizallii Ai10BocTBa (TTOBHOT 200 4aCTKOBOI).

IloBHY meHTpadi3anilo AUIOBOACTBA PEKOMEHIYETHCS 3aCTO-
COBYBaTH B YCTaHOBax 3 00cCiIroMm aokymeHTooOiry mo 10 Tuc. mo-
KyMeHTiB Ha pik (IV kareropis) i HEBEIMKOI KiJbKICTIO CTPYKTYPHHUX
MiAPO3ALTIB.

JeuenTpanizopana cucremMa AUIOBOJCTBA Mae Micle B ycTa-
HOBax 3 TEPUTOPIALHO PO3’€MHAHUMH CTPYKTYPHUMH MiAPO3AIIaMH Ta
KUTBKICTIO TOKYMEHTIB TtoHay 100 THC. OAWHHUIG Ha PIK.

3aranmpHi TpaBWiIAa TOKYMECHTYBAaHHS YIPaBIIHCHKOI HisUTBHOCTI
BuKianeHi B OpieHTOBHIM IHCTPYKIi 3 IiNOBOACTBA B MiHICTEPCTBax i
BiJoMCTBaxX YKpaiHH, MICIIEBUX OpraHax JepKaBHOI B, MiCIIEBOTO
Ta PETIOHAIFHOTO CaMOBPSAyBaHHSI. BoHa perimamMeHTye MOpSIOK
po0oTH 3 JOKYMEHTaMH 3 MOMEHTY iX CTBOPEHHsI a00 HaJIXOJKEHHS JI0
BiAmpaBieHHS a0o mepegadi 10 apxiBy ycTaHOBH. llojoskeHHS
IHCTPYKIIi1 OIIHMPIOIOTHCS HA BCIO CIIY’)KOOBY JOKYMEHTAIIit0, [0 HE Ma€
TAEMHOTO  XapakTepy, y TOMY UHCIi CTBOpeHy 3aco0aMu
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JLI. Ckigiyska JIJJOBOJCTBO

004HCITIOBATBHOT TEXHIKH.

[IpaBuna i1 pexkomeHIalil PO MOPANOK 3IHCHEHHS IiOBOJIHUX
IpOLECIiB  PO3POONSIOTECS  BIAMOBIHO OO 3aKOHIB YKpaiHM, INO
BCTAHOBIIIOIOTh MOPSAAOK OpraHizamii i AisTIBHOCTI OpPraHiB JEpaKaBHOI
BIIQJIA, Ta aKTIB OPraHiB JIEp>KaBHOI BHUKOHABYOI BIIAJH, MICIIEBOTO i
PETi0HATBHOTO CaMOBPSITyBaHHS.

OpranizamiifHo-MeTOINYHY JOMOMOTY Y BJIOCKOHAJICHHI CUCTEMH
JIOKYMEHTAJILHOTO 3a0e3NeUeHHS IepyKaBHOTO YIIPABIIHHA 1 TIJIOBOACTBA
HAJAlOTh YCTAHOBM JIEPXKABHOI apxXiBHOI cioyxOm Ykpainu, sKi
PO3pOOIIOIOTE 1 3aTBEPIXKYIOTh OCHOBHI HOPMATHBHI JOKYMEHTH 3
BIJMIOBIAHUX IUTaHb, MEPEBIPAIOThH 1 MalOTh IPaBO BUMAraTu Bij
KEpiBHUKIB YCTAHOB YCYHEHHsI BUSIBICHUX ITiJ] Yac NEPEBIpOK HEMOIKIB.

2. Ctpykrypa Ta QpyHKUii c1y:k0u 1ijioBoACTBa

3aranpHe KEPIBHUILITBO OpraHi3alli€lo iJOBOJACTBA B YCTaHOBI
3niificHIoe 11 KepiBHMK. Ycsi oprasizaniiHa po0OoTa 3 palioHaJbHOI
MOCTAaHOBKH JUJIOBOJICTBA B YCTAaHOBI TOKJIQJa€Tbcd Ha CIYxKOy
ninoBoactBa. OcTaHHS € CaMOCTIMHMM CTPYKTYPHHM MiIpO3A1IOM
YCTaHOBH 1 MiATIOPSIAKOBYETHCS 11 KEPIBHUKOBI.
dakTopaMH, SKi BH3HAYAIOTH OpTaHi3allifHy IMOOYIOBY CIyXOH
JIIOBOJICTBA, € 11 OCHOBHI (DYHKIIT, 0OCST pOoOIT MO KOXHIH 3 HUX, a
TaK0 PO3MIp YCTAHOBH, TOOTO KUTBKICTh 11 CTPYKTYPHHUX MIAPO3ALIIB, X
TEPHUTOPIATBHE PO3MIIIECHHS, 3arajibHa KUTbKICTh MPAIiBHUKIB, KITBKICTh
PIBHIB TIPUHHATTSA pilllcHb, HOPMH YIPABJIHHSA, NPUHHATA CHCTEMa
JIOKyMEHTYBaHHS ¥ oprasizamii poOOTH 3 JOKyMEHTaMH, pIiBCHb
MeXaHi3allii Ta aBTOMaTh3allii JOKYMEHTaIbHUX MPOLIECIB TOIIO.
VY npaxTull ynpasiiHHS iCHYIOTh Taki BUAM CITyXO AiJIOBOJICTBA:
*  ynpaeninHa cnpagamu — B MIHICTEPCTBaX, BiIOMCTBAX,
KOpIIOpanisx;
*  3@eanbHUll 8i00i1 — Y BUKOHKOMAX Ta OpraHax ylpaBJliHHS
IPOMaJICEKUMH OpraHi3alisMy;
*  Kauyenspis — B 00’ €IHAHHAX, OpraHi3amiix, GpipMax, Ha
MiIPUEMCTBAX.
B ycranoBax, ski He MAarOTh TaKuX CTPYKTYPHHX ITiJpO3MLTiB,
BIJIMOBIIANIGHICTS 32 OpraHi3allil0 JIiJIOBOJCTBA TOKJIATAEThCA HA
cekpeTapst a0 CIIeIiaabHO BUAUICHY UL IIBOTO 0C00Yy.
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Tema 9. OCHOBHI BUMOTH JI0 OpraHi3allii Cy4acHOro JiJ0BOJICTBA

VY cBoiif poboTi ciryk0a IUTOBOJICTBA Ma€ KepyBaTUCS 3aKOHAMH
YkpaiHu, IO BCTAHOBIIOIOTh TOPANOK OpraHisamii i1 AisSIBHOCTI
JIep’KaBHOTO arapaTy, akTaMW OpTraHiB Jep)KaBHOI BUKOHABYOI BIIAJH,
MICIIEBOTO Ta PETiOHAJIBHOTO CaMOBPAAYBAaHHA 3 ITUTaHb 3/IHCHEHHS
KOHTPOITIO 32 BUKOHAHHSIM JIOKYMEHTIB, YIOCKOHAJICHHS OpTraHi3aiifHuX
CTPYKTYp, IEpKaBHUMH CTaHIAapTaMH Ha OpraHi3allifHO-pO3MOPIIIy
JIOKYMEHTAIIIf0, TIOJOXEHHAMH THIOBOI 1HCTPYKIi 3 JiJIOBOJICTRA,
PO3MOPSTYNMH TOKYMEHTAMH BHUINOi i caMoi yCTaHOBH, BKa3iBKaMU
apXiBHUX OPTaHiB Ta IHITUMH YAHHUMH HOPMAaTHBaMH IIOJ0 poOOTH 3
JOKYMEHTaMH.
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Tema 9. OCHOBHI BUMOTH JI0 OpraHi3allii Cy4acHOro JiJ0BOJICTBA

Ho cxnany ciayxOu IiIOBOJACTBA MOXKYTh BXOIUTH: CEeKpeTapiart;
nigpo3ainu (abo AiSHKKA poOoTH) 3 OO0JNIKY Ta peecTpalii, KOHTPOIIO,
panioHanizauii pobOTH 3 JOKyMEHTaMHM, pO3IJLY JHCTIB (cKapr);
SKCITC/IHIIIS; KO I0BaJbHO-PO3MHOXYBaJIbHE Oropo; apxis.
Oprani3aiiitHo i MeTOJIMYHO i MiAMOPSAIKOBaHI CEKpeTapi CTPYKTYPHHUX
MiAPO3AUTIB Ta OOYUCITIOBATILHUH HIEHTP.

KinbkicHU# ckilag TpaIiBHUKIB CIIYKOW MIJTOBOJCTBA BU3HAYAETHCS
TUTIOBUMH HOPMaMH 4Yacy Ha poOOTH 3 JUJIOBOAHOTO OOCIyrOBYBaHHS,
XapaKTepoM Tpalli, O0CSATOM ITOKYMEHTOOOIry, a iX O0O0OB’SI3KH —
MOCaJJOBUMH 1HCTPYKIISMHU.

OCHOBHMMH 3aBIaHHAMH CIY)XOM MIIJIOBOACTBA € BCTaHOBJICHHS
€IMHOTO TIOPAIKY POOOTH 3 JOKYMEHTAaMH B YCTaHOBI Ta MiABimoMuii
Mepexi, JOKyMEHTalbHE 3a0e3le4eHHs MisSUIbHOCTI Ha  OCHOBI
BUKOPHUCTaHHS CYYacHOI OOYHCIIOBAJbHOI TEXHIKH, aBTOMATH30BaHOL
TEXHOJIOT1i poOOTH 3 TOKYMEHTaMH i CKOPOUCHHS KIIbKOCTI TOKYMEHTIB.

BinmoBigHO 10 1TMX 3aBaHb CIyk0a JIUTOBOJCTBA:

* po3po0iise€ IHCTPYKIIi 3 JUTOBOJCTBA JUIS YCTaHOBH Ta
IMiJBIAOMYOT Mepexi, HOMCHKIIATYPH Ta OIMCH CIIPaB YCTAHOBH i
THTIOB1 HOMEHKIJIATYPH JUTS TTiAB1IOMYOT MEepExKi;

* OpraHi3oBy€ 3a JOPYYCHHSM KEPIBHHUIITBA ITiITOTOBKY MPOEKTIB
JIOKYMEHTIB, 3a0e3reuye JIOKyMEHTaJbHE ¥ oOpraHisaliiHo-
TeXHI4HEe 00CITyroByBaHHS pOOOTH KOJETiaIbHUX OPraHiB;

* OpraHizoBye poOOTY 3 IPOMO3HUIIISAMH, 3asIBAMH Ta CKapramu
rpOMa/IisiH;

* OpraHi3oBye€ ApPYKapChbKe BUTOTOBJICHHS, KOIMIIOBAHHSA 1 TH-
paXyBaHHS JOKYMEHTIB;

* 37iiicHIOE yHI(IKAIII0 CUCTEM HOKYMEHTAIII] 1 JOKYMEHTIB
3 ypaxyBaHHSIM MOXIIMBOCTI I1X MAIIUHHOTO OOpOOIIeHHS,
BXKHBA€ 3axOJiB JI0 CKOPOYCHHS KIUTBKOCTI (opM 1 BHUJIB
JIOKYMEHTIB;

* KOHTPOJIIOE SAKICTh MIATOTOBKHA Ta O(OPMIICHHS NOKYMEHTIB, iX
CBO€YACHE BHKOHAHHS B YCTaHOBI, BXXKMBAE€ 3aXOIiB MIOIO
CKOpPOYEHHS CTPOKIB IMPOXO/DKEHHSI I BHKOHAHHS TOKYMCHTIB,
y3arajJbpHIOE 1 aHaNi3ye AaHi PO Xif 1 pe3yabTaTH Li€l poOoTH;

e 3faiificHIOE TpuUAMaHHS, peecTpanilo, o0mik, 30epiraHHs,
OTIEpPaTHBHUI TOIIYK, TOCTAaBKY JOKYMEHTIB, iH(pOopMyBaHHS 3a
JOKYMEHTaMU;
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Tema 9. OCHOBHI BUMOTH JI0 OpraHi3allii Cy4acHOro JiJI0BOJCTBA

peanizye €IUHUI MOPAIOK BinOOpy, oOmiKy, 30epiraHHs, sIKOCTi
00pOOJICHHs Ta BUKOPUCTAHHS TOKYMEHTIB, IO YTBOPIOIOTHCS B
JISUTBHOCTI YCTaHOBH 1 MiABIAOMYOT Mepexi, s mepenayi Ha
Jiep>kaBHE 30epiraHHs;

YIOCKOHAMIOE (HOpMU W METOOM POOOTH 3 JIOKyMEHTaMH B
YCTaHOBI 1 MiABIMOMYIA Mepexi 3aBISKH BHUKOPUCTAHHIO Op-
rafi3aliiHol TEXHIKH 1 3aC001B 0OYHMCITIOBAIILHOT TEXHIKH;
3MIHCHIOE OpTaHi3aliiHO-METOJUYHE KEPIBHUIITBO POOOTO 3
JIOKYMEHTAaMH y TAPO3/iJiax 1 MiIBiqoMuiii Mepexi;

OpraHi3ye WiABHINCHHS KBadi(ikarii IpamiBHUKIB yCTaHOBH
10710 POOOTH 3 TOKYMEHTAMU;

BIIPOBA[KYE JEpXKaBHI CTAHAAPTH, YHi(IKOBaHI CHUCTEMHU
JOKYMEHTallii Ta iHIII HOPMAaTWBU B YCTAHOBI Ta MiIBiTOMYii
Mepexi;

3aBipsi€ MEYATKOW JOKYMEHTH B YCiX BHUIAIKaX, HMepeadadeHux
IHCTPYKIIi€l0 1010 POOOTH 3 TOKYMEHTaMH B YCTAHOBI.

3. YnpapiaiHHA CJIy:K0010 TiJIOBOACTBA

3rizHo 3 TUIIOBMM MOJOXKEHHSAM IMpo CIyk0y JinoBoacTBa ii
KEepiBHUK MYCHTh MaTH BuIily (06e3 BHMOTr 10 cTaxy poboTtu) abo
CEpEeJTHIO CTeliaibHy (31 cTaxkeM poOOTH HE MEHIIE TPhOX POKiB) OCBITY.
Ocoba, BiAmoBimampHa 3a PoOOTy 3 ITOKYMEHTaMH B YCTaHOBI 0e3
CIy’)kOW  JTIJIOBOJACTBA, TIOBMHHA MAaTH JIOCBIL poOOOTH B  CiIyxO0i
JIJIOBOJICTBA HE MEHIIIE HIXK TPH POKH.

KepiBHuk ciy’)xOM JUJTOBOACTBA MPH3HAYAETHCA 1 3BUIBHAETHCS
HaKa30M KepiBHUKA YCTAHOBH.

3a xapakTepoM IisJIBHOCTI KepiBHMK CJIYyxk0M AiT0BOICTBA
TicHO B3aeMojie:

3 KepiBHUKAaMM CTPYKTYpHHX MiAPO3IUIB  yCTAaHOBH 1
MiABIIOMYOI MepexXi: 3 MUTaHb POOOTH 3 JIOKYMEHTaMH,
KOHTPOJIIO 1 TEPEBIpKM BHUKOHAHHS JOKYMEHTIB, MiSUTBHOCTI
KOJICTIQJILHUX OpraHiB, MJITOTOBKK 1 TIOJaHHA HEOOXiTHHX
KEpIBHUIITBY JOKYMEHTIB, BHKOpUCTaHHS iHdopMmarmii B
CITY’KOOBUX I[UISX;

3 IOPHAMYHOIO CIY)K0OI0: 3 IPaBOBUX IMTaHb, MOB’A3aHHUX 3
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MiATOTOBKOIO JOKYMEHTIB;

31 cmyxbaMu MarepiaJbHO-TEXHIYHOTO TIIOCTa4yaHHS 1 Toc-
MOJAapChbKOro OOCIYroByBaHHSA: 3 NHUTaHb 3a0e3Me4eHHS 3a-
co0amMHl OpPITEXHiKH, OJaHKaMU JOKYMEHTIB, KaHUEISIPCbKUM
MPWIAAIAM, TTOOYTOBOTO OOCITYrOBYBaHHS TPAIIBHUKIB CITYKOU.
Y Mexax CBO€i KOMIICTEHIII BiH TaKOXX MOXE BCTYIATH Y
B3a€EMOBIJHOCHHH 3 IHIIMMH YCTaHOBaMH 3 IHUTaHb POOOTH 3
JOKYMEHTaMH.

JJ1s1 BUKOHAHHS 000B’S13KiB KEPiBHUKY CJIYK0M TiJIOBOJACTBA
HAJa€ThCA NPaBo:

KOHTPOJIIOBATH 1 BUMaraTH BUKOHAHHSA BCTAQHOBJEHUX INpaBHI
pOoOOTH 3 JOKyMEHTaMH B YCTaHOBI Ta MiJBiIOMYiH Mepexi;
JIONIOBIJaTH KEPIBHUKOBI YCTaHOBH MNP0 CTaH pPOOOTH 3 JI0-
KyMEHTaMH, T0JaBaTu JOKYMEHTH JUIS PO3IIIALY;

BHOCUTH Ha PO3IJISA KEPIBHHUIITBA IOAAHHS MPO MPHU3HAYEHHS,
MepeMillieHHS 1 3BUIBHEHHS NMPALiBHUKIB CIy)XOM Ii1IOBOACTBA,
X 3a0X0UCHHS 1 HAKIaJaHHS Ha HUX CTATHEHB;

3aJTy4aTH CIEIAIICTIB CTPYKTYPHHUX MIAPO3ILTIB Ta i BIOMYOT
MEpeXi JIO IMiJIrOTOBKH IMPOCKTIB JOKYMEHTIB 3a JOPYYCHHSIM
KEepIBHUIITBA,;

3aMTYBaTH B CTPYKTYPHUX MIAPO3AUIIB 1 YCTaHOB ITiJIBi-
JIOMYOi Mepexi BiIOMOCTIi, sIKi HEOOXiTHI JJis BIOCKOHAJICHHS
¢hopM 1 MeTo1iB pOOOTH 3 TIOKYMEHTAMU;

BXKMBATH 3aXOIB LIOJ0 CKOPOYEHHS 3aiBOi JOKyMEHTalIbHOI
iH(poOpMaIlii B yCTaHOBI Ta MiABIAOMUiil Mepexi, KOHTPOIIOBATH
L€ Tpoliec;

MiANUCYBATH 1 Bi3yBaTH JOKYMEHTH B MEXaxX CBO€1 KOMIETEHIIIT;
3aCTOCOBYBATH  CaHKLIi B yCiX BHUIAJKaX. MOPYLICHHS
MIJPO3iIaMH 1 CTYKO0BUMH 0COOaMH YCTAaHOBH BCTAHOBJICHHX
MpaBUI poOOTH 3 TOKYMEHTAMHU;

MOBEPTATH BHKOHABIAM JIOKYMEHTH, MIATOTOBIICHI 3 TIOpPY-
[ICHHSM yYCTAHOBJICHUX BHMOT, 1 BUMAraTH iX JOOMpPAaIOBaHHSI;
3aTBEPKYBATH MOJIOKEHHS PO CTPYKTYPHI MiAPO3TIIH CITyKOH
1 IOCaa0B1 IHCTPYKIIIT ii paliBHUKIB,;

OpaTh y4yacTb y 3aciJlaHHSX KOJIerii, Hapaaax, sSKi TPOBOJHTH
KEPIBHUIITBO YCTAHOBH.



Tema 9. OCHOBHI BUMOTH JI0 OpraHi3allii Cy4acHOro JiJI0BOJCTBA

VY pasi 3BUIbHEHHS NpaLiBHHUKA, HOTr0 BIAIYCTKU YU BiAPAKEHHS
BCl HEBHKOHAHI CIyKO0OBI JOKyMEHTH 3a BKAa3IBKOIO KepiBHHMKA
nepenaloThes JUIE BUKOHAHHA 0c00i, 10 HOro 3acTymae, 3 BiJMITKOIO B
peecTpaIifHO-KOHTPOIBHHUX KapTKaX.

Ha kepiBHHKa CITy)KOM AIUTOBOJCTBA TOKIIQJAETHCS IEPCOHATBHA
BiJINIOBITAJIBHICTh 32 3a0e3IeUeHHs] BCTAHOBJICHOTO MOPSIKY POOOTH 3
JIOKyMEHTaMH, BHKOHAHHS BKa3IBOK 1 JOpPYYeHb KEpIBHUIITBA YH
BJIACHHKA TIIITPHEMCTBA, IUIaHy POOOTH, JOTPUMAaHHS HEOOXiTHHX YMOB
mpami CHiBpOOITHHUKIB, & TAaKOX JOJEPKaHHA HHMH TpPYIOBOi i
BUPOOHUYOT JUCIUTUTIHH.

BpaxoByrouu Te, 110 B OKPEMHX Traily3sx isUTBHOCTI Ma€ Micie
neBHa crnenu@ika B opraHizaiii Ta BEJCHHI IIOBOJCTBA, Ha OCHOBI
€ACOA ta ACTY po3pobieHi Ta 3aTBEpIKEHI rairy3eBi 1HCTPYKIIi 3
JITOBOJICTBA, HANPUKIA, “THCTPYKIliS 3 AUIOBOICTBA B IECHTPAIHHOMY
anapati MiHicTepcTBa TOPTiBIi Ta 30BHIIIHIX €KOHOMIYHHMX 3B’S3KiB
Ykpainu”, “!HCTpyKuis 3 AUIOBOACTBA Y CTPYKTYPHHMX HiIpo3Aiizax
AHTUMOHOIIOJIBHOTO KOMITETY YKpaiHu’ TOIIO.

[Hdpopmartis, MmO MICTUTBCS B JOKYMEHTax, HEOOXiaHA JUIs
cTalinbHOI MisTbHOCTI Oynb-sikoi opranizamii. Ha i1 ocHOBI mpwii-
MAalOThCS BIAMOBIAHI YIpPaBIiHCHKI pimeHHS. JlokymMeHTH B 0aratbox
BUMAOKaX € TOJOBHHM apryMEHTOM V CYIEPEWINBUX CHTYAIisX,
MIATBEDKYIOYM THM CAaMHM IEPBUHHE BU3HAYCHHS TEPMIiHY “JTOKYMEHT
K “croci0 mokazy”’, “B3ipernp’”.

Besnanns B 30epiraHHi JDOKYMEHTIB MOXE OOEPHYTHCS PHU3UKOM
3aryOuTH IiHHY iH(OpMAIlilo, 10 HEraTUBHO BIUIMHE HA AisUTBHICTB
KOMEPIIHHOTO MiAIPHEMCTBA.

[Tomuku Tipu BEeJIEHHI KaJpOBOi JOKYMEHTAIlil, sika (ikcye TpyAoBi
BiTHOCHHU TIPAaIliBHUKIB 3 MiJNPUEMCTBOM Ta MATBEPDKYE IXHIO
3apo0iTHY TUTaTy ab0 TPYAOBHU CTaX, MOCAJU, HE MPOCTO IMOKA3yHOTh
HETIOBary /o CiBpoOiTHHKA, a € mopymreHHs M K3IIIT Ykpainu.

Kepienuku nionpuemcme Hecymv HePCOHAIbHY  6i0NO-
gioanvHicms 3a cK1ao, 30epericeHHs ma NpaguibHe OPopMIeHHA
00KyMeHmia.

KepiBunku mignpueMcTB (opraHizamiil) Ta iX CTPYKTYPHHMX
niapo3ainiB 3a00B’s13aHi:

* BXXMBaTH HEOOXiJHHX 3aXOJiB IMOJO CKOPOUYEHHS CIIy>k00BOTO
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JLI. Ckigiyska JIJJOBOJCTBO

JUCTyBaHHs. 3a00pOHSETHCS JHUCTYBAHHS MIK CTPYKTYpPHUMHU
MiApO3/iiaMi 3 MHUTaHb, SIKI HE MOTPEOYIOTh JOKYMEHTaJIbHOTO
oopMIIeHHS 1 MOXYyTh OyTH BHpINIEHI B ONEPaTHBHOMY
MOPSIIIKY;

3a0e3MevyyBaTH peryJspHy IEpeBIpKy CTaHy JiJIOBOACTBA Ta
JOACpKaHHS TPaBWI BEACHHS TUTOBOACTBA B IiAIOPSIIKOBAHUX
CTPYKTYPHHUX ITiIPO3/IiIax;

HE JIOIyCKaTH BUTPeOYyBaHb Pi3HUX BIJIOMOCTEH, 3BITiB, 3BEJICHD
Ta IHIMUX JTOKYMEHTIB, AKi HE mepea0dadeHi MpaBOBUMHU aKTaMU 1
HE CIpUYHMHEH]1 HeOOX1THICTIO;

3MIACHIOBATH KOHTPOJb 33 JOTPUMAHHSAM BHMOT  IIOJO
CKJIaiaHHs, oOpMIICHHS TOKYMEHTIB 1 OpraHizaiii JiJIOBOJICTBA,
nepenbaueHUX JCpKaBHUMH CTaHIAAPTaMH Ha OpraHi3alliifHo-
pO3MOpsIIYY TOKyMEHTAIIiI0;

CHPUATH pallioHaNi3allil 1iJI0BOJAHUX MPOLIECIB, BYKUBATH 3aXO0/IiB
mofo  3abe3NedeHHs  AUIOBOJHOI  CIYyKOM — CydyacHHMM
oOnamHaHHSIM, 3aco0aMH  OPITEXHIKM Ta  EJICKTPOHHO-
obuncmoBansHUMH ManmHamu (EOM);

3a0e3rmedyyBaTi OpraHi3allil0o HaBYaHHS MPAIiBHUKIB JUIOBOIHOT
CITY>KOM JUTSI ITiIBUIIICHHS TIJI0BOT KBami(ikarfii.

4. 'YMoBH npani npauniBHUKIB cJIyk0M 11JI0BOCTBA

PamionansHa opranizaris mpami B CiayXO0i JUTOBOJCTBA IMOBHHHA
BianoBimaTy cydacHuM BuMmoramM HOII Ta MOXIHMBOCTSAM TEXHIKH 1
TEXHOJIOTl BHWKOHAHHS poOiT. Jlas edekTUBHOI Tpami amapary
VIpaBIiHHS B LIJIOMY Hacamrepea HeoOXiqHO MPaBHIBHO OpPraHi3yBaTH
pobOTY mepcoHaTy CIIy>kOH JTiJIOBOJCTBA.

[IpaBunbHa opraxizamisi mpaii HEepcoHATy CIyXOM IiTOBOJCTBA
yCTaHOBH Iieperdayac:

160

ONITHMAJIbHY OpraHizauniiHy moOyI0BYy CIIyX0wH;

BUOIp palioHATbHOI CUCTEMU JIIJIOBOJICTBA;

YiTKHH po31oAia QyHKIIH MiX CIIiBpoOiTHUKaMU;
HOPMYBaHHS TIpalli KO>KHOT0;

MpaBWIbHE BU3HAYCHH KUTbKICHOTO CKIIAy MPaliBHUKIB;
BITPOBA/KEHHS IIPOTPECUBHUX METO/IB YIIPABIIiHHS MIEpCO-



Tema 9. OCHOBHI BUMOTH JI0 OpraHi3allii Cy4acHOro JiJI0BOJCTBA

HAJIOM;
3aCTOCYBaHHs 3ac001B CyuacHOi 00YHCIIOBAIBHOI Ta Op-
raHi3alifHOl TEXHIKH;

panioHaNbHy OpraHizaliro poOOUnX MiCIb;

OpraHizailiifiHe Ta METOANYHE KEPIBHUIITBO J1JIOBOJICTBOM.

PobGoue Micrie KOXHOTO TpaliBHUKA ITOBUHHO OyTH OpraHi3oBaHe
Tak, 100 HWOro po3yMoBI Ta (i3WUHI 3YCHIUIA CHPSIMOBYBAJUCS Ha
BHKOHAHHS CIY>KOOBHX OOOB’S3KIB 0€3 IMEpeIIkoa Ta He- 3pYyYHOCTEH.
TexHi4YHI 3acO0M Ta CydacHe 00JIaHAHHS Jal0Th 3MOT'Y CTBOPHUTH YMOBH
JUTSI HOpPMAJIBHOTO (DYHKITIOHYBaHHS Ta poOOTH NIEPCOHAY YCTAaHOBH.

Kommuiektu MeO1iB Ta 3ac00M OPrTeXHIKA MAtOTh BKIIIOYATH:

MUCBMOBI CTOJIM, KOHTOPCHKI Iady 3BUYaiHi Ta I AOKY-
MEHTIB;

MPUCTaBHI CTOJIU, CTiJIBII;

TyMOHU 17151 30epiraHHs namnepis;

HaCTLIbHY KapTOTEKY;

Ha01p KaHIEIAPCHKOT0 00JIaTHAHHS,

JIPYKapChKy MAIIMHKY YH IIEPCOHAIBHUN KOMII I0TED;
JUKTO(OHH;

3IIMBaYi JOKYMEHTIB TOIIIO.

[lin yac TuTaHyBaHHS Ta OOJIAAHAHHSA POOOYMX MICIh NPAIliBHUKIB
CITy’kOH JTIJIOBOJICTBA HEOOXIIHO:

BCTaHOBJIFOBATH OOJaIHAHHS, CTENAX1 YU ITYXJISIH JTsT
JOKYMEHTIB TakK, I[00 HUMHU OyJ10 3py4HO KOPUCTYBATHUCS;
PO3CTaBJIATH TpPEAMETH Ta 3aco0M Tpami 3 YypaxyBaHHSIM
oTieparliii, 110 BUKOHYIOThCS, 0€3 3aiBUX pedei;

JUTsL MatepialiB, ki He MOTpeOyIOTh TEPMIHOBOTO OOPOOICHHS,
nepen0oaynuTH CHemiadbHl UIYXJSAM Yd  BiAgieHHsA. Skuio
JIOKYMEHTH MOTPEOYIOTh MTOIAJTBIIIOTO 00po0IIeHHS,
pO3MIIIyBaTH X y MICIISIX 3TiJJHO 3 HOMEHKJIATYPOIO CIIPaB, 100
HUMH MOTJTH KOPUCTYBATHUCSI 1HIII CITIBPOOITHUKH.

pO3MIIyBaTH 3acOOM OPITEXHIKM HEOOXigHO Tak, o0 3a-
Oe3leuynTH aBTOMATHYHE BUKOHAHHS orepamiii. Bukopucrani
MaTepiajiy CKJIaJaTh Tak, o0 iX MoxkHa OyJio Oe3mepernkoaHo
3HalTH B pasi moTpedy;

JUId MIBUAKOTO 1 OE3MOMMJIKOBOTO 3HAXOKCHHS JTOKYMEHTIB
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JLI. Ckigiyska JIJJOBOJCTBO

BUKODHCTOBYBAaTH  pi3HIi 3a  (OpPMOIO Ta  KOJIBOPOM
LIBUIKO3IIUBAYl a00 KapTKH.

PoOoumii CTin mpauiBHUKa CIy>kOM AIIOBOJICTBA Mae OyTu 00-
JaJHaHUP BIANOBIIHMUMU JO HOro (yHKIIOHATBHUX OOOB’SI3KIB 3a-
cobaMu OpPrTEXHIKH, SKI TOJNETIIYIOTh Ta IPUCKOPIOIOTH BHUKOHAHHS
OKpeMHX olepamid. Y BepxHIM IiBiH MyXJAgli CTONYy TOBHHHI
3HaXOJMUTHCS KaceTa 3 JIMIKOK CTPIYKOI, KJIeH, JipkonpoOuBad,
KOpoOKa JiIsl KaHIENAPChKUX JpIOHWIG TOmo. Y TIpaBiid BepXHIiH
IIyXJISAl PO3MINIYEThCS peeCTpalliiiHa abo KOHTPOJbHA KapTOTeKa.
HacrinpHuit HaOip BKJIIOYAE KOMIDIEKT PYYOK, OJIBIIB Ta Marepy yis
3ammciB. 3 MpaBoro OOKY CTONY pPO3MIIIYEThCA OJOKHOT Ta TeneQOoHHUMA
JIOBITHUK.

JloBiZKOBI MaTepiaiM MOCTiIIHOr0 BHKOPUCTAHHS (HOMEHKIATYypa
cnpa, opdorpadiuHuii CIOBHHK Ta iH.) CIiZl 3PY4HO PO3MICTHTHU
BEPTHKAIBHO B CTENaXI U1 KHIKOK TaK, 1100 OyJIo BUIHO iX Ha3BH.

TenedoH BCTaHOBIIOETHCSA JIBOPYY Ha CTOJi aboO MPHUCTaBLi [0
HBOTO Tak, 1100 JIBOIO PYKOIO MOKHA OyJI0 B3ATH TPYOKy, a IpPaBOIO
3aMMCcyBaTH HEOOXITHY TH(POPMAIIIFO.

3acobu oprrexHiku (Tenedakc, KCEPOKC TOMIO), SKUMH KOpH-
CTYIOTHCS BCi CIIBPOOITHUKH, MalOTh OYTH JOCTYITHI KO)KHOMY 3 HHX.

[MuceMoBI cTONMM ISt IPYKapCHKUX MANIMHOK Ta IMPUCTABKU IO HUX
BHUT'OTOBIISIOTH 68 CM 3aBBHIIKH (HWKUE BiJI 3BBHUAIHHX ).
BceranoBmoBatn  iX HEOOXiHO Tak, MO0 MepemKoAuTH BiOparrii.
lyxnmsan cTody MaroTh JIETKO BUCYBATHCA. B HUX pO3MIIIYIOTh MaIip
JUIS IPyKYBaHHSA, Marmip /I KOMiIOBAHHS, KOMIIOBAJIBHY CTPIUKY Ta iHIII
IpeaMeTH, HeoOXiIHI 1 poOOTH Ha MAIIKHIII.

Jisa 3py4HOCTI pOoOOTH 3a THCHMOBHUM CTOJIOM KOPHCTYHOTHCS
CHEIialIbHUM CTiIBIIEM 3 MOBOPOTHUM CHIHHSM Ta criuHKoro. dopma i
pO3MIpH  CHIIHHS Ta CIOWHKA CTUIBIA MalTh 3a0e3nedyBaTH
PIBHOMIPHHU PO3IIOJIIJ Bary JIOIUHH.

[Ipenmeramu 0oOTamHAHHS MPUMIIIEHD AUIOBOTHHUX IIAPO3ILUIIB €
TaKOXK KaHIEISIPCHKI madwu, ae 30epiraloThCs pi3HI mamepu, OnaHKu
KaHIEISIPChKiI  mpwiaagas  Tomo. Hepimko — KOPUCTYIOTBCS i
KoMOiHOBaHMMHK mIadamMu, sIKi pa3oM 3 IHIIUMH KaHIEIIPCHKHMU
MeOISIMU pOOIIATE MTPUBAOIMBUM 30BHIIIHIN BUIVISA MPUMIIICHHS.

Cetithn HeoOXiaH1 u1st 30epiraHHs ciyKOOBUX IOKYMEHTIB, IEYaTOK
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Ta IITaMIiB. BinkpuBaeTbes celid numie B pasi HOTpeOU B3STH 3 HBOTO
YM MOKJIACTH B HBOTO JOKyMeHTH. [licis poOOTH mpamiBHUK ITOBHHEH
3amedaTaTd Horo, a MpUHIIOBIIM HA POOOTY, MEPEBIPUTH BiIOUTOK
TICYATKH.

Cnyx00Bi TpuMillleHHsT Ta po0O0di MicCIsl CIIBPOOITHUKIB MOBUHHI
MaTH JToOpe IPUPOIHE OCBITIeHHs. POO0OYi CTOJIM CiTiJl pO3CTABIATH TaK,
o0 CBITJIIO Majajio 3JiBa BiJ Mpalorouux. J[ias oOMexeHHs JTeHHOTO
CBITSIA  BHUKOPHUCTOBYIOTHCS ~ JKQJIt031  PI3HOT  KOHCTPYKINi,  JUId
3a0€3MeYeHHS PO3CISTHOTO OCBITJIEHHS 3a HEBEJIHMKOi SCKPaBOCTI
CBITHJIBHUKIB 3aCTOCOBYIOTB JIFOMIHECIICHTHI JIAMITH.

OcBiTieHHS pob0oYnX MiclLlb 3a0€3MEUYETHCS 32 JOIOMOIOK Pi3HUX
3a BUKOHAHHSM TIEPECYBHUX a00 MOBOPOTHHX HACTUIBHUX JIAMIT 3
JI3epKAIbHUMU BiIOMBavYaMu.

3rifHO 3 BUMOTaMH TEXHIYHOI €CTETHUKH, CIyXOOBI MpUMIILECHHS
(hapOyroTh 3 ypaxyBaHHSM OCOOJHMBOCTEH KIiMaTy, YMOB poOOTH
MepcoHally Ta XapakTepy OCBITIEHHS. BuKopucTaHHsS BiAIOBIIHOTO
KOJIbOPY HE TUIBKH TOJININY€E 30BHIIIHIA BHTJIAN TPUMINICHHSA, a W
MIiJBUIYE MPOXYKTHBHICTD TMpaIli, 3MEHINYE CTOMJIIOBAHICTh, CIpABIIsIE
BIAMOBIIHUM IICUXOJIOTYHUI BIUIUAB.

JUIs  TpalliBHUKIB CIY>)KOM  JIIJIOBOJICTBA HEOOXIJTHO CTBOPUTH
TIEBHUH 310poBUH KOM(OPT. BaxKITMBO BUKOPHUCTOBYBATH KOJIIp SIK HOCIH
iHpopMallii, a TakoX s CTBOPEHHS HEOOXiIHOTO TIOPSAAKY Ha
pobouomMy Miclii, Kpaioi oprasizaiii mpaii. KoHKpeTHHIA Koip MTOBUHEH
BIAMOBiAaTH (QYHKIISAM OpuMilieHHS. [IpuMiIIeHHS 3 BHCOKOIO
TEMIIEpPaTypol0 TOBITPS MOLIBHO (apOyBaTH B XONOIHI TOHH, a 3
HU3bKOIO — B Temu. CBimie modapOyBaHHS CTBOPIOE 1ITIO3iI0
301/IbIIICHHS HEBEJIMKOI KIMHATH, TEMHE — HABIIAKH.

{06 3a0e3meunTy HOpMAIBFHI YMOBH Tpalli, HEOOXiIHO 3MEHIITUTH
3aiiBuid 1ryM. PiBeHb 3alBUX IIyMIB, IO MPOHHUKAIOTH y MPHMIIICHHS,
BH3HAYAETHCSA 3TIIHO 3 YAHHUMH HOpMaMHU. AJie B OyJb-SIKOMY pa3i BiH
He Moxe mepeumryBatu 40 JIb. Bopors0a 3 HIyMOM IPOBOIMTHCS
IUIIXOM 3BYKOI30JIsIMii 00MagHaHHS Ta PoOOYMX MicIb. SIKIIO piBeHb
mrymy oOJNagHAHHS MEPEBUIIYE MPUITYCTHMHUM, CTIHH, MIJJIOTY i CTENIO
OPUMIIIEHh ~ MOKPUBAIOTH  aKyCTHYHWMH  3BYKOIOTJIMHAIOYHMHU
MaTepiajgaMu, Mif APYKapChbKy MAIIMHKY MiJKITaJaloTh ITOPOJIOHOBI
MiAKTaJKA, HDKKH ~ CTUIBIIB  MJKJICIOIOTh  3BYKOMOTJIMHAKOYAM
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MaTepiaaoM TOLIO.

Crmig TakoX 3HATH, IO Yy BHU3HAYEHHX J03aX LIyM MO3UTHBHO
BIUIMBA€ Ha IIpale3/laTHICT, TOMY BHKOHAHHS MOHOTOHHOI pPOOOTH
(copTyBaHHsSI KOpECIOHJAEHII, MiAUIMBAaHHA JOKYMEHTIB TOIIO) BapTo
CYIIPOBOKYBATH MEIIOTUIHOIO Y PUTMIYHOIO MY3HKOIO.

Cnyx00Be MPUMIMIEHHS HEOOXITHO PETYJIAPHO MPOBITPIOBATH 200
KoHauIIOHyBaTH. HerpuBaie mpositproBaHHS (5-10 XB) MepeHOCUTHCS
JIeTIIe, HiXK MMOCTIMHWN JICTKUH MOBITPSHUAN TOTIK y BUTJISAI MPOTATY.
BiaropiiiHuii BIUTMB ~ CIIpaBIisi€  O3CJICHEHHS NpuUMilIeHb. KBiTH
BUKOHYIOTh HE TIUIbKHA JIeKOpaTHBHY (yHKIIIO, a ¥ CHpPHUSAIOTH
MOJIMIICHHIO CKJIaZy TOBITPA, 3MEHINYIOTh HEPBOBE Ta 30pOBE
Harpy>KeHHS.

Pexxum po0OoTu mepcoHay ciryOu AIIOBOJACTBA Mae nepeadadaTy
BIJINIOBiIHE YepryBaHHS MEPioJIiB Mpalli Ta BIANOYMHKY. TuM, 4us mparis
IIOB’S3aHa 3 TPUBAIUM NepeOyBaHHAM 32 pOOOYMM CTOJIOM, HEOOXiTHO
HaJaBaTH 5-8 XB mepepBU KOXkHI ABI roguHu. Taki mepepBU IOLLUIBEHO
BHKOPHCTOBYBATH JUIsl aKTUBHOTO BiJIMOYMHKY Ta 3aHATH (i3KYJIBTYpOIO.
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Tema 10. OIEPATUBHE 3BEPII'AHHSA JOKYMEHTIB

ITiaroroBka crpas JO HACTYIHOTO 30€piraHHs Ta BUKOPUCTAHHS.
3abe3neueHHs 30epeKEeHHs JOKYMEHTIB.

ExcrniepTHe OLIiHIOBaHHS JOKYMEHTIB.

Ilepenaua cipas 1o apxiBy.

CrpaxoBuii (hoHI 0COOIHBO IIIHHUX IOKYMEHTIB.

30epekeHHs OJIaHKIB, TEYATOK Ta IITAMIIIB.

ButydeHHS JOKYMEHTIB.

SHUIIEHHS] TOKYMEHTIB.

N>R WN R

1. MigroroBka cnpas 10 HACTYIHOI0 30epiraHnHs Ta
BUKOPHCTAHHS

JlokyMeHTH 3 Yacy 3aBelleHHs (HAIXOJUKCHHS) X Yy AUJIOBOJCTBI 1 10
nepenadi y BiIOMYHMA apXiB 30epiraroThCs 3a MiciieM (OpMYBaHHS Y
cnpaBu (y HEBEJIMKUX YCTaHOBAaX OIIbHE IEHTpaATi30BaHe 30epiraHHs
CIpaB y KaHIEIPii).

3 MeTOr0 Mi/BUIEHHS ONEPaTUBHOCTI MOIIYKiB JOKYMEHTIB CIIPaBU
pPO3MIIYyIOTh  BIAMOBIAHO JIO 1X HOMEHKJIaTypu. Ha KOpiHIsX
O0KJIQJIMHOK CIpaB 3a3Ha4YalOThCs IHACKCH 32 HOMEHKJIATYPOIO.

VY paszi 30epiranHs cpaB y CTPYKTYPHHX MiApO3/iJiax 30epeKeHHS
JOKYMEHTIB 1 cmpaB 3a0e3ledyroTh iX KEepiBHHKHM 1 CHIBpPOOITHHKH,
BiJINIOB1IAJTbHI 33 JOKYMEHTAITIIO.

CripaBy IMOBUHHI 3HAXOJUTHCh Y POOOYHX KiMHATaX ab0 CIeIiaibHO
BIJIBEJICHUX I i€l METH NPHUMINICHHAX y madax i cTojax, Mo
3aMHKAIOThCS, UM 3a0€31eUy€EThCS MTOBHE 30epeIKEHHS IOKYMEHTIB.

MarHiTtHi cTpiuku 3 poHOrpaMaM¥u 3aciilaHb KOJIETiaIbHOTO OpraHy
30epirarThCs y BIAMOBIAATBLHOTO cekperaps. Ha crpiuri i
KOpOOIIi poOUTHCS BiAMITKA MPO ATy 3acifaHHs 1 yac 3amucy. CexpeTap

KOJIETialIbHOTO OpTaHy Hece Bi/IMOBIMaTIbHICTD 32 X 30€peKeHHS.

JlokyMeHTH, CTBOpEHi 3aco0amMu  OOYMCIIOBaJIbHOI TEXHIKH,

30epiraroThCs Ha 3aralibHUX TTiICTaBax.
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2. 3a0e3neveHHs 30epesKeHHA IOKYMEHTIB

CXOpOHHICTh JOKYMEHTIB B YCTaHOBI 3a0€311€UyEThHCS:

* HaJaHHSIM OPUMILICHHS A1 BIIOMYOTro apXiBy;

* o0yiagHaHHAM NPUMIIIEHHS apXiBy 3ac00aMU MOXKEKHOTO
raciHHs, OXOPOHHOI CUTHAJI3aIlil;

* 3aCTOCYBaHHSM CIIEIiaIbHOTO 00NaiHaHH [Tl 30epiraHHs
JOKYMEHTIB (CTenaxiB, cei]iB, kapTOHaXIB Ta iH.);

* CTBOPCHHSM  ONTHMAIBHOTO  BOJIOTO-TEMIEPATypHOrO |
CBITJIOBOTO PEXKHAMY B MPHMIINICHHIX apXiBy, NPOBEICHHIM
CaHITApHO-TITIEHIYHUX 3aXO/IiB.

Bunaga cipaB y THMYacoBe KOPHCTYBaHHS CTOPOHHIM YCTaHOBaM
MPOBOAMTECS 3 JO3BONY KEpiBHHKA YCTaHOBH. Ha BumaHy cmpaBy
3aBOJIUTHCSA KapTKa-3aMiHHHK CIIPABH, y SIKif 3a3HAYAIOTH: CTPYKTYPHUI
MiAPO3I1I, HOMEp CIpaBH, IaTy BUAadi, KOMY BHIAHO, JaTy TOBEPHEHHSI.
IlepenbauaroTs Tpadu [UIsi PO3MHMCOK B OJEpXKaHHI Ta NpUAMaHHI
CIIpaBH.

BuiyueHHs TOKYMEHTIB 31 CIIpaB MOCTIHHOIO CTPOKY 30epiraHHs
3a00pOHS€ETECS. Y BHUKIIOYHHUX BHIIQJKaX BHIIYYEHHS JIOKYMEHTa
JIOTYCKAETbCSA 3 JIO3BOJIy KEpiBHUKA YCTaHOBH 3 OOOB’SI3KOBUM
3aJTMIICHHSM Y CIIpaBi 3aCBiAUEHOI KOMil TOKyMEHTA.

3akiHYeHI JUTOBOJCTBOM CIPaBU MOCTIHHOTO 1 TpuBajoro (TOHA
10 pokiB) CTpOKIB 30epiraHHs MalOTh 3/1aBATHCS Y BIAOMYHHA apXiB JUIs
HACTYITHOTO 30epiraHHs Ta BHUKopHCTaHHA. CIpaBH THMYacOBOTO
30epiranas (o 10 pokiB BKJIFOYHO) MOXKYTh MEPENaBATHCS Y BIJOMYHIA
apxiB 3a TOTO/PKCHHAM 3 KepIBHUKaMH YCTaHOB.

[ligroToBKa IOKYMEHTIB 10 HACTYImHOTO 30epiraHHs 1 BHUKO-
PUCTaHHS BKJIFOYA€ TaKi BUIU POOIT:

*  eKCIepTHu3a IIIHHOCTI JOKYMEHTIB;

* odopmIeHHS cipas;

*  CKJIQJIaHHA OITUCIB CIPAB;

* Iepezava CIpaB [0 BiIOMUYOIO apXiBy i 3abe3nedeHHs cXo-

POHHOCTI TOKYMEHTIB.
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Tema 10. OnepaTuBHe 30epiraHds JOKYMEHTIB

3. ExcnepTHe OlliHIOBaHHSI JOKYMEHTIB

Exkcrieptr3za IIHHOCTI JIOKYMEHTIB IIOJIATa€ Yy BH3HAUYCHHI 1X
LIHHOCTI 3 METOI0 BCTAHOBIIEHHS CTPOKIB 30€piraHHs Yd 3HUIICHHA Ta
BifI0OOpY Ha 30epiraHus ( B T.4. 1 IepkKaBHE).

Juia opranizanii i mpoBeJieHHsI eKCIIePTH3H I[IHHOCTI JTOKYMEHTIB i
BifOOpYy iX Ais 30epexeHHs ab0 3HHUILECHHS, a TAKOX JIST KOHTPOJIIO 3a
JISUTBHICTIO €KCHEPTHUX CIYKO MiABIJOMYUX YCTAHOB Yy MiHICTEpCTBAX 1
BIZJOMCTBAaX CTBOPIOIOTHCS IIOCTIMHO [if04i LEHTpajbHI EKCIepTHI
komicii (LIEK). B iHmmX ycTaHoBaX 1 CTPYKTYpHUX IIiApoO3aijax
MIHICTEpPCTB 1 BIIOMCTB CTBOPIOIOTHCS IMOCTIHHO JTiF0Ui €KCIepTHI KOMicii
(EK).

EK mpu3HagaeThcst HaKa30M ITUPEKTOpa MiAMPUEMCTBA Y CKIIai HE
MeHIIle HiK 3 ocoOW 3 yuclia HaWOUTII KBauTi(hiKOBaHUX MPAIliBHUKIB.
Odoiroe KOMICiIO KepiBHHK mimmpuemcTBa. Jlo ckiamy KoMicii
3ally4aeTbCs 3aBilyBad apXiBOM MiANPHEMCTBA (3a HAasBHOCTI Takoi
mocajay) 3 MOKJIAJeHHIM Ha HbOTO OOOB’A3KIB ceKpeTaps KoMicii abo
CHiBpPOOITHUK, O OOOB’SI3KIB SKOTO BXOJHUTH JIHCHEHHS KOHTPOIIO 3a
apxiBoM Ta BeleHHs AinoBoncTBa. PyHkuii Ta mpaBa EK Bu3HavaroThCs
MOJIOKEHHSIM, SIKE 3aTBEPPKYE KEPiBHUK MiANPHEMCTBA.

Y cBoiit pobori EK kepyerbcs 3akoHom VYkpainu “TIpo
HaI[lOHABHUN apxiBHUK (GoHa Ta apxiBHI ycraHoBu” Bim 24.12.93,
yka3iBkamu ['0J10BHOrO apXiBHOTO yrpasiiHHs npu Kabineti MiHicTpiB
YxpaiHuBiAIOBITHOTO Hepxapxiny, Tunosum TepesikoMm
JIOKYMEHTAJIbHUX MaTepialiB 3 3a3HAUYCHHSAM TEPMIHIB 1X 30eperKeHHsI.
[HCcTpyKIiEr0 3 AUTOBOACTBA Ha MiANpueMCTBI Ta [loJIokKeHHSM MPo
nmocTiiiHO Airouy ekcriepTHy kKomici (EK) mianpuemcTra.

EK € nmopamuum opraHoM. ii pillleHHS BCTYHAlOTh Yy CHIIy IICIIs
3aTBEP/DKEHHS KEPIBHUKOM MIANPHEMCTBA a0 IICIS PO3MIIAY €K-
cneptHo-niepeBipounoto komiciero (EINK) BimnmosimHoro Jlep:kaBHOTO
apxiBy. BoHa mpoBOAWTH 3acilaHHS HE MEHIIe JBOX pa3iB Ha pPikK;
3acijaHHs KOMICii MPOTOKOMIOIOTCA. [IpOTOKOIN MiINHUCYIOTh TOJIOBA Ta
cekperap komicii. OdopMIIeHHS TOKYMEHTIB KOMICii MOKIaIaeThes Ha ii
cekperapsl.

EK 3nificHroe Taki (hyHKIIIT:

* IIOPIYHO OTaHi3ye BiAOIp JOKYMEHTIB 10 30epeKeHHS abo

167



JLI. Ckigiyska JIJJOBOJCTBO

3HUIICHHS,

* pO3MNIAfAE OMMCU CIpaB MOCTIMHOrO TepMiHy 30epiraHHs, IO
MiJUIATal0Th Mepegadi A0 BiAnoBigHoro JlepikapxiBy, 1 mOJar0Th
ix o 3atBepmxkenHs EIIK JlepxapxiBy;

*  pO3IIIAAAIOTH IPOIO3HMINI MO0 3MIHH TEPMIiHIB 30epeKCHHS
OKpEeMHX KaTeTOpii TOKYMEHTIB, YCTaHOBICHHX YHHHUMHU
TepesikaMu JUIsl BHECEHHS 1X Ha 3aTBepKeHHS y JlepkapXiBi;

* po3TIsae aKkTH MPO BUAUICHHS Ta 3HUIIECHHS IOKYMEHTIB Ta
CIpaB MIANMPUEMCTB, MaTEPiali SKUX HE IMUIATAI0Th Mepeaadi
1o JlepkapxiBy;

* Oepe ydacTb y HiITOTOBII Ta pO3INIAae HOMEHKIATYPY CIIpaB
MiANPUEMCTBA.

EK mnpamtoe y xontakti 3 EIIK BignmopimHoro JlepxkapxiBy i OT-

pUMye Bif Hel HeoOXiAHI OpraHi3aliifHO-MeTOANYHI BKA3iBKH.

Pimennss EK mnpuiimarotses OinblumicTio rojociB. Ilpu posmomimi
roJI0CiB OPiBHY CyNepedyHe MUTaHHS BUPIIye KePiBHUK MiANPHEMCTBA.

Excrieptnza MmiHHOCTI JOKYMEHTIB TIPOBOJIUTHCS Ha IMiACTaBi
HOMEHKJIATYp CHpaB 1 TMEpeNiKiB (TUIOBHX, BIIOMYHX) JOKYMEHTIB i3
3a3HAYCHHSIM CTPOKIB 30epiraHHsA. 3a pe3yibTaTaMH CKCICPTHU3H
IIHHOCTI JIOKYMEHTIB CKJIaJal0ThCSl ONMUCH JOKYMEHTIB IOCTIHHOTO 1
THMYaCOBOTO CTPOKIB 30epiraHHsS Ta aKTH BUIUICHHS JTOKYMEHTIB Ta
CTpaB IUTsl 3HUIICHHS.

Binbip moxyMeHTIB Juid 3HMINEHHS 1 CKIaJaHHS Ha HHUX aKTa
MPOBOAMTECS MIiCHs MiJTOTOBKU OINKUCIB CIpaB MOCTIHHOTO 1 TPHUBAJIOTO
30epiraHHs 3a Iel caMuii epioa; akTH PO BUAUICHHS AJOKYMEHTIB IJIs
SHUILIEHHSI PO3TJISAlOTBCA Ha  3aCilaHHSAX  eKCIepTHOI  Komicii
OJTHOYACHO 3 OIMcaMHu crpaB. s yCTaHOB, IO NMEPEAAlOTh JOKYMEHTH
Ha JiepKaBHE 30epiraHHs, akTU 3aTBEPXKYIOTh KEPIBHUKH LUX YCTAHOB
MIC)IS 3aTBEP/PKEHHS OMHKCIB CIpaB MOCTIHHOTO 30epiraHHs €KCIIePTHO-
nepeBipouHoto komiciero (EITK) BimnoBimHoro Jlep>kaBHOTO apXiBy.

[Ipu mpoBeneHHI eKCIEePTU3N MIHHOCTI JOKYMEHTIB 3IiHCHIOETHCS
BiI0Ip JTOKYMEHTIB IIOCTIHHOTO Ta THUMYacoBOIr0 30epiraHHs s
nepenadi ix no JepskapxiBy, BUAUICHHS O 3HHIICHHS CIIPaB, TEPMiHU
30epiraHHs AKX 3akiHImwmcs. OTHOYACHO MEPEBIPSETHCS SIKICTh Ta
MOBHOTAa YHHHOI HOMCHKJIATYpH CIPaB, NPAaBWIBHICTh BHU3HAYCHHS
TEpMiHIB 30epeXeHHsI CIpaB, IOTPUMAHHSA TOPAAKY O(QOPMIICHHS
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JOKYMEHTIB Ta (pOpMyBaHHsI CIIPaB.

3a pe3yibTaTaMd €KCHEePTU3U I[IHHOCTI JOKYMEHTIB CKIIAJAI0ThCS
OIKCH CIIPaB MOCTIHHOTO, TUMYAacOBOTO 30epiraHHs Ta 3a Kajpamu, a
TaKOXK aKTU BUIUICHHS CIPaB 10 3HUIICHHS.

[Ticas 3aTBepKCHHS aKTiB JOKYMEHTH 1 CHpaBH, BHIUICHI IUIS
3HUINCHHS, MPAIliBHUKU CIIY)KOW JOKYMEHTaIlii ab0 BiIOMYOro apxiBy
oprasizamii 31al0Th TOCHOAAPYid CIyk0i ycTaHOBH ab0 KOHTOpaM i3
3aroTiBJli BTOPHHHOT CHPOBHHH.

JIOKyMeHTH YCTaHOBU (OPMYIOTHCS y CIPaBH, SKi MiJIATaIOTh
o(pOpMIICHHIO TIpW IX 3aBEJCHHI 1 TMICJIA 3aKiHueHHS poky. CrnpaBu
HOCTIMHOrO 1 TpUBajOro 30epiraHHs MiUIAraloTh MOBHOMY O(opM-
JIeHHI0, sKe Tependayae: MiAUIMBaHHA B OOKIagUHKY 3 TBEPIOTrO
KapTOHy; HyMeEpalilo apKyLIliB y CIpaBi; CKJIaJaHHsS IiJCYMKOBOTO
HaluCy; CKiIagaHHA (y pas3li HEOOXiTHOCTI) BHYTPILIHBOTO OIHCY
JIOKYMEHTIB; 0(hOpMIICHHSI OOKJIaIMHKHU CTIPaBH.

ChopmoBaHi y cmpaBd JOKYMEHTH THUMYacOBOTO 30epiraHHs
O(QOPMIIAIOTBCSA  CIIPOIICHO: BOHW HE TMIAMIMBAIOTHCS, apKyll He
HYMEPYIOThCS, YTOYHCHHS €JIEMEHTIB O(QOPMIICHHS OOKJIAIMHKH HE
TIPOBOIMTECH.

OxpeMi Tpymu crpaB MOCTIHHOTO 30epiraHHs, HAMEHYBaHHS SKHX
HE TIOBHICTIO PO3KPHBAIOTH 3MICT (CHpaBU 3 TOCTAHOBAMH, HaKa3aMH,
PO3IOPSIKEHHSIMH ), TOBUHHI MATH BHYTPIIIIHI OIMCH JOKYMEHTIB. Omuc
MOJA€ThCS HA MOYATKy CIPaBH 1 MICTHTh IHAEKCH JOKYMEHTIB, iX
KOPOTKHUH 3MICT, JaTH 1 HOMEPH apKyIIliB y CIpaBi.

OOknamuHKa chOpaB IOCTIHHOTO 1  TpuBayjoro  30epiraHHs
0(opMITIOETHCA 32 BCTAHOBJICHUM 3Pa3KOM.

[Tics 3akiHYeHHS TUIOBOJHOTO POKY JO HAMHUCIB Ha OOKIaIWHKAX
COpaB TOCTIHHOTO 1 TpUBaNOro 30epiraHHs BHOCATh HEOOXiIHI
YTOYHEHHS, TIEPEBIPSIOTh  BINMOBIAHICTH 3aroJIOBKIB  CIIpaB  Ha
OOKJIQJMHITI 3MICTy MIiJIIATHX JOKYMEHTIB, y pa3i HEOOXITHOCTI 10
3arojoBKa CIPaBH BHOCSATH JOAATKOBI BiOMOCTI (IIPOCTaBIIIOTH
HOMEpH HaKa3iB, IIPOTOKOIIIB, BKa3YIOTh BUIH i (JOPMH 3BITHOCTI TOIIO).

Jlata Ha OOKJIaIMHII Ma€ BIAMOBIAATH POKY 3aBEACHHS 1 3aKiHUCHHS
CIpaBH; y CIpaBi, [0 MICTUTh JOKYMEHTH POKIB, 1[0 TIEpEIyBaIH POKOBI
YTBOPEHHS CIPaBH, 1] 1aTOI0 POOJISATH 3aIUC: € OOKYMEHMU 3d  POKUL.

Ha oOknamuHkax cmpaB, [0 CKIQNalOThCA 3 KUIBKOX TOMIB
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("4acTuH), IPOCTaBJISIIOTHCA KpaiHi JaTu.

CrmpaBu NOCTIIHOTO 1 THMYacoBOro TEpMiHIB 30epiraHHs 1 Jo-
KyMEHTH 3 0COOOBOr0 CKJIaxy NEpeAaroThCsl A0 apXiBy MiJIPHUEMCTBA
micnss oOpMIICHHS 1 3aTBEp/DKEHHsI ONMUCIB CIpaB Ha JOKYMEHTH
MOCTIHHOTO 30epiraHHs Ha TIOTOYHHH PiK.

4. Ilepenaua cnpas 10 apXiBy

[IpakTuyHa IIHHICTH OKpPEMHUX JOKYMEHTIB MiJNpPHUEMCTBA pi3HA.
Jlesiki 3 HUX MOCTiiHO BUKOPUCTOBYIOTH IS JOBIAKOBO- iH(opMaLiitHOT
poOOTH, iHIII JTy>Ke IIBHIKO BTPAYalOTh CBOE 3HAUCHHS.

Jlis  tpuBayioro 30epiraHHS JIOKYMEHTIB CTBOPIOETHCS —apXiB
MiAMPUEMCTBA, HOTO Belle OKpEeMO NMpHU3HAYeHa 0coba, Oe3mocepenHbo
MAMOPsIIKOBaHA KEPIBHUKOBI 200 HOTO 3aCTYITHUKOBI.

ApXIB HANMPUEMCTBA 3IIHCHIOE TaKi QYHKITIT:
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MpuiiMae y BCTaHOBJICHI CTPOKH, Bele OOJIK 1 30epekeHHS
3aBEpIICHUX [iJIOBOJACTBOM JIOKYMEHTIB MOCTIHHOTO 1 THM-
4acoOBOT0O TEPMiHIB 30epiranHs, 0OpoOJCHNX Yy BiAMOBIAHOCTI A0
IHCTPYKIII 3 IOBOACTBA KOHKPETHOTO MiANPUEMCTBA;
opranisye pasom 3 EK migmpuemcTBa ekcriepTU3y HAayKOBOI Ta
MPAaKTUYHOI I[IHHOCTI JIOKYMEHTIiB, sIKI 3HAaXOAAThCS Ha
30epexeHH] B apXiBi HiAMPUEMCTBA;

y BCTaHOBJICHI TEPMIHM OpraHidye nepefady JTOKYMCHTIB
MOCTIHHOTO TepMiHy 30epiraHHs 10 BianosigHoro JlepkapXiBy;
OpraHi3ye BHKOPUCTAaHHS JIOKYMCHTIB, 5Ki 30epiraroThCs B
apxiBi, 1 BUJAa€ y BCTAHOBJICHOMY IOPSIKY apXiBHI JIOBIIKH,
BHITHCKH Ta KOTIi1 IOKyMEHTIB apXiBY;

KOHTPOJIIOE CTaH 30€peeHHS 1 BiNOBIIHICTH (OPMYBaHHS i
oopmIIeHHS CHpaB 3TiHO 3 3aTBEPAKCHOI HOMEHKIATYPOIO
CTIpaB MiANPHEMCTBA;

y BCTAQHOBJICHI TEPMiHH mepernae a0 JepxapxiBy macmopT apxiBy
BCTaHOBJIEHOT ()OPMH 1 JjaHi MO0 CKIIaTy Ta 00csary (oHIY;
MPOBOJNUTE 1H(POPMALINHO-OBIAKOBY po0OTYy 3 apXiBHUMH
JOKyMEHTaMH IiAMPUEMCTBA,;

3IiIICHIOE OpraHi3alliifHO-METOMUYHY JIOIIOMOTY II0 BEJECHHIO
IIJIOBOJCTBA.
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Ilepen mnepenauero JOKYMEHTIB JIO apxiBy MEpeBIPAIOTbCS 1
YTOUHIOIOTbCA TEPMIHH iX 30epiraHHs. ApXiB NpHuiiMae JOKYMEHTHU
3TiHO 3 OIUCOM.

Bu3HaueHHsI TepMiHIB 30epiraHHsl JOKYMEHTIB 3MiMCHIOETBCS 3 1
CIYHS POKY, IO i€ 32 POKOM 3aBEpIICHHS 1X I1JIOBOJCTBOM.

VY mporieci poOOTH CTBOPIOETBCS OE3MiY JJOKYMEHTIB, IIHHICTD SKUX
pi3Ha, TOMY B MIIIPUEMCTBAX VYCi JOKYMEHTH pO3IMOIUISIOTHCS 32
rpynamu:

*  JTIOKyMEHTH TUMYacoBOTO 30epiranHs ( 10 10 poKiB BKIIFOYHO);

* JIOKyMEHTH TpHBajioro 30epiranus (Oinpime 10 pokis);

* JOKyMEHTH IIOCTIHHOro 30epiraHHs, fKi B TEpPMiHH, IO ycC-

TaHOBIIIOIOTHCS AEPKABHUMH apXiBaMH, NEPEIAfOThCS 10 HUX.

B ycraHoBax 3aiie)XHO Bil 3HAYMMOCTI JTIOKYMEHTIB YCTaHOB-
JIOIOTHCS TaKi TepMiHM 30epiranus: 6 micauis, 1 pik, 3 poku, 5 pokis, 10
pokiB, 15 poxkiB, 50 pokiB Ta 75 pokiB Tepmin 36epiranus “AMIT” (noxu
MHUHE MoTpebda) O3Ha4dae, L0 JOKYMEHT Mae OOMEKEHE IpPaKTHYHE
3HAaYEHHS, 1 TEPMiH HOTO 30epiraHHs BU3HAUAE caMe ITiIIPUEMCTBO.

Jlo TOKYMEHTIB JOBIOCTPOKOBOTO 30epiraHHs, sIKi MepenarThes JI0
apxiBy, BIJIHOCATHCS HacamIiepell JOKYMEHTH 3 OCOOOBOTO CKJIATy
MiATIPUEMCTB, CTaTYT, IIPOTOKOJIHN 3aCiTaHb Pyl JUPEKTOPIB, IPOTOKOIU
3acilaHb MPaBJIiHHSA, PIYHI TUTaHHU, 3BITH IMiIPUEMCTB.

Byxranrepcbki TOKyMeHTH (32 BUHSATKOM OCOOHCTHX PaxyHKIB IO
3apIuiati, piYHHUX 3BiTiB, OanaHCiB) 1 JUCTYBaHHS MiJANPUEMCTB 3a
piIKICHUM BUHITKOM, Ha apXiBHe 30epiraHHs He nepenaroTbes. Cuig
BpPaxoBYBAaTH, 1110 3a00POHSAETHCS BUIUIATH JIO 3HUILICHHS OyXTaaTepChKi
JOKYMEHTH, $IKi HE TpOWIIIM pEeBi3ilo, HaBiTh SKIIO0 TEpMiH iX
30epiraHHs 3aKiHYMBCA.

Tepminu 30epiraHHs JOKyMEHTIB 3 0co0oBoro ckiagy (0coOoBi
cripaBH, 0co00Bi KapTku ¢.T-2, KHUTU OOJIKY CIiBPOOITHHKIB, OCOOMCTI

pPaxXyHKH I10 3apIliaTi) po3paxoBYOThCS Mo Gopmymi: 75 p. — “B”, mo
o3Hayae 75 pOKIB MiHyC BIiK pOOITHHKA, Ha SKOTO CKIQJAETHCI
JOKYMEHT.

Yci DOKyMeHTH, $Ki HagXOIATh IO apxXiBy, PO3MIIIYIOTBECS B
NOPAAKY MIOPIYHUX HAAXOKEHb. J(OKyMEHTH MOCTIHHOTO TepMiHy
30epiraHHs 30epiraroTbCsi OKPEMO Bifl TOKYMEHTIB THMYACOBOTO TEPMiHY
30epiraHHs, a TAKOX BiJ TOKYMEHTIB IO KaJipax.
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HoxymenTn 30epiraloTbcsi B KopoOkax abo mamkax. [lo Hux
HiIKPITUTIOIOTECS APIMKK 3 BKa3iBKOIO HOMepa ()OHIy Ta OIHCY, POKY i
KpaifHix (Tmepioro Ta OCTAaHHBOTO) HOMEPIB CIIPaB, AKi MOKJIaeH] B JaHy
KOpoOKy. OOJiK HagXOJKEHHS Ta BUOYITS JOKYMEHTIB B apxiBi
BEIETHCS 32 JIOTIOMOTOIO CIENialbHO KHUTH.

Ha 3aTBepmKkeHHS Jep>KaBHOTO apXiBy HAACWIAIOT YOTHPU
MPUMIPHUKH OIMCIB, OJUH 3 SKHX IICJIA 3aTBEPKEHHS 3aIHIIAETHCS B
JIep)KaBHOMY apXiBi, a pelnTa MOBEPTAEThCS YCTaHOBI. BimmoBimHo 0
3aTBEPKEHHUX OIMCIB YCTaHOBA 3000B’s3aHA IIepeNaBaTH CBOI CIPaBH
JIO0 IEp’KABHOTO apXiBy B YCTAHOBJICHI CTPOKH.

3Be/ieHl ONMCU CIpaB TPUBAJIOrO 30€piraHHs CKJIAJAIOTHCS Yy ABOX
IpUMipHHUKax 1 0pOPMIISIOTBCS TaK CaMo, SK i OMMCHU CHpaB MOCTiiiHOro
30epiranHs. OmHCH CHpaB TPUBANOTO 30€epiraHHsS Ha 3aTBEPIXKCHHS
apxiBy He HAJCUIAIOTHCSL.

3akiH4YeHi [IIOBOACTBOM CIPaBM IMOCTIHHOTO 1 TpPUBAJIOTO
30epiraHHsl pa3oM 3 peecTpallifHUMU >KypHaJlaMH, KOHTPOJIBHO-
0OJIIKOBUMH KapTKaMH Ha JIOKyMEHTH TIepeIaloThCs 10 apXiBy YCTaHOBH
gyepes JIBa POKH IMicis 3aBEPIICHHS iX Y IJIOBOJCTBI (HAIPHKIIAM, CITPABH
3a 1999 p. nepenarotbes a0 apxisy B 2002 p.).

CrpaBy THMYacoBOTO 30€piraHHs IEepelaloThCs J0 apxiBy 3a
PO3CYIOM KEpiBHUKA YCTAHOBH.

CripaBH 10 apXiBy YCTaHOBH HepeaarOThes 3a rpadikoM, CKIAICHIM
apxiBoM, IOTO/DKEHMM 3 KEpIBHMKAMM CTPYKTYpHHMX MiJPO3AITIB i
3aTBEP/PKEHUM KEPiBHUKOM YCTaHOBH. SIKIIO OKpeMi CIIpaBH HEOOXiTHO
3QJIMIIATA Yy AUTOBOJCTBI JJIi TMOTOYHOI pPOOOTH, apxiB YCTaHOBH
odopmise X BUIaYy B THMYACOBE KOPUCTYBAHHS.

[Ipuitmanns (epeaaBaHHs) KOXKHOI CIpaBH 3AIHCHIOE 3aBigyBau
(cmerfiambHMi  CIIIBPOOITHWK)  BiZOMYOrO apxiBy B INPHUCYTHOCTI
MpaliBHUKA JIJIOBOJIHOT CITYKOHW JIUIIE MicCis MPOBEACHHS SKCIIEPTH3H il
HAyKOBO-ICTOPUYHOT ~ I[IHHOCTi, = IOBHOT'O  BIOPSIKYBaHHS  Ta
odopmitenHs. CripaBu MOCTIHHOTO 1 TPUBAIOTO 30epiraHHsI IEPETAIOTHCSI
B apxiB 3a onrcamu. [Ipu 11boMy Ha BCiX MPUMIiPHHUKAX OIHKCIB HABIIPOTH
KOJKHOI CIIpaBH POOUTHCS TO3HAYKA IPO 11 HASBHICTB.

VY KiHII KOXKHOTO MPHUMIpPHUKA OMKCY 3aBigyBad apxXiBy abo ocoba,
BiJINIOBiJIAJIbHA 32 apXiB YCTaHOBH, PO3MHUCYETHCA Y MPUHHATTI CIIPaB 3
000B’S3KOBUM 3a3HaYEHHAM IM(paMu i JiTepaMu KUTBKOCTI IepeIaHnx
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JI0 apxXiBy cIpaB, CTaBUTh Aary. OJUH NPUMIPHHUK OIHCY TOBEPTAETHCS
CTPYKTYPHOMY MiPO3ALITY, PEIITa 3a/IUIIAETHCSA B APXIBI.

CrpaBu TUMYAacOBOro 30epiraHHs MOXYTb IepeJaBaTUCs [0 apXiBy
YCTaHOBU 32 HOMEHKJIATYpOIO.

Jlo BimoM4oro apxiBy CIpaBH JOCTaBJISIOTH CITIBPOOITHHKH
JIIIOBOJTHOT CITYKOH, 3B’ I3aHUMH y B’ s3KaX.

5. CrpaxoBuii poHx 0c00/1MBO HIHHUX IOKYMEHTIB

CrpaxoBuii (oHI 0COOIMBO LIHHUX JOKYMEHTIB — L€ CYKYIHICTh
CTPaxOBUX KOMii OCOOJMBO ITIHHUX Ta BaXJIMBUX (B T.4. 1 CEKPETHHUX)
JIOKYMEHTIB, SKi 30epiratoThCs B apXiBi MiIPHEMCTBA.

CrpaxoBuid (OHI CTBOPIOETbCS 3 METOK 30epeKeHHsS I[IHHOI
JIOKyMEHTalIbHOI 1H(opMaIlii Ha BUIAJOK BTPATH a00 MOIIKOJKCHHS
OpHWTIHATIB JIOKYMEHTIB, BIH € HEJIOTOPKaHUM 1 Mae 30epiraTcs
TEPUTOPIATBHO BIJOKPEMIICHO BiJl OpPHWTIHATIB JOKYMEHTIB, 3 SKHX
3p00JIEHO CTPaxoBi KOTIii.

O6nik ctpaxoBoro (GpoHay BeAeTbCA B KHU31 OOJIKY HAaJXOIKEHb i
BUOYTTS cTpaxoBoro (onay 1 ¢oHAy KOPUCTYBaHHS Ta B OIHCAaX
CTpaxoBoro GoHmy.

Omnucu cTpaxoBux Komii posrisnatoTe EK mianmpuemct 1 micis
CXBaJICHHS 1X HampaBisioTh Ha 3aTBeppkeHHs EIIK nepskaBHOT apxiBHOT
YCTaHOBH.

6. 30epeskeHHs 0JIaHKIB, M€YATOK Ta IITAMIIIB

OCHOBHI TIOJIOKEHHS:

o [lignpuemMcTBO Mae TUTBKM oOnHY oQinidHy meyarky. Jo3-
BOJIIETBCS MaTH KPYTJy TEYaTKyIUIS MAKeTiB, KyTOBUH IITaMI
migmpueMcTBa AnsA  ONaHKa, Maly MeTaleBy II€YaTKy ISt
OCBIiIYEHb.

o [leyaTku Ta MITAMITA BUTOTOBJISFOTHCS 38 BUMOTOIO, ITiAMMCAHOO
KEepIBHUKOM ITiIPHEMCTBA.

* TleuyaTku Ta mrammnu 30€piraloThCs Y BOTHETPUBKUX METAJICBUX
mraax abo ceiidax.

e 30epiraTy meyaTKH B IIyXJIAAax CTOJNIB, IepegaBaTHd IX Ha
30epiraHHs ocobaM, MO0 HE MAalOTh Ha II€ TpaBa, HOCHUTH B
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KHILIEHIX 01Ty 3a00pOHEHO.

* Oco0a, 0 MEpCOHATBHO BIAMNOBIA€ 3a OOJIK 1 30€pexeHHs
MEYaToOK 1 IITaMIIiB, TPU3HAYAETHCS HAKa30M KEpiBHUKA
HiANPUEMCTBA.

* bnanku mianpueMcTBa 30epiraroTbcs B 0COOH, 10 BiAMOBIIAE 32
BEJICHHS JIIJIOBOJICTBA; JUIs CKJIAJaHHS HEOOXiIHUX NOKYMCHTIB
BUIAE€ThCA  (DiKcOBaHa  KUIBKICTh  OJIAaHKIB  CYBOpO  3a
NMpHU3HAYCHHSIM 1  TUIBKH  YITKO  OKpPECICHOMY KOy
CHIBPOOITHHKIB.

7. Buiy4yeHHs JOKYMEHTIB

IlepBUHHI 1OKYMEHTH — i€ TIHCHMOBI CBIIONTBA, SIKi PIKCYIOTH i
MiATBEPIKYIOTh (DaKTH 3IIHCHEHHS TOCIIOJapChKUX oOmepalliii, B T.d.
Haka3d 1 PO3MOPSHKEHHS, JO3BOJHM aAMiHiCTpalii abo BJIacHHKa
MiAMPUEMCTBA Ha X 3A1HCHEHHSI.

O0JikoBi pericTpn — 11e Hocii crenianbHOro hopmMarty (Ianeposi
1 MamMHHI) y BHIVIAAI BiJOMOCTEH, >KypHaJiB-opiepiB, 00OOpOTHO-
CallbJIOBUX BIZIOMOCTEH, XKYPHAiB, KHUT, MalllMHOTpaM, [ '0JI0BHOT KHUTH
TOLIO, MPU3HAYCHHUX JUI1 XPOHOJOTIYHOTO, CHCTEMAaTHYHOrO abo
KOMOIHOBAHOT'O HAKOMUYEHHS 1H(pOpMAaIlii 3 TEpBUHHKUX JOKYMEHTIB, 10
MIPHIHATI 10 OOJTIKY.

BunydeHHs TIepBHHHUX  JIOKYMEHTIB, OOJIIKOBHX  PETiCTpiB,
OyXrajTepchKuX 3BITiB 1 OaaHCIB Ta 1HIIUX JTOKYMEHTIB Y MiANPHEMCTB,
YCTaHOB MOKe OYTH 3IIHCHEHO TUIBKH 3a TIOCTAaHOBOK OpraHiB
JIO3HAHHS, TOMEPEAHBOTO CIIJICTBA, MPOKYPATypH 1 CYIiB, JEp:KaBHOT
KOHTPOJIBHO-PEBi3iHHOI 1 TOJATKOBOI CiIy0 y BiANOBIAHOCTI 3 YMHHUM
3aKOHOZABCTBOM YKpaiHW. BuimydeHHS OQOPMIIOETECS IMTPOTOKOIOM
(axTOM), KOMisl SKOTO BPYYA€ThCS IMifl PO3MUC BiANOBIAHIN MOCamoBiid
0c001 MiIIPUEMCTBA, YCTAHOBH.

3 g[o3Bolmy 1 B TPUCYTHOCTI TIPEACTaBHUKIB OpraHiB, SKi
3MIHCHIOIOTh BUIYYCHHS, BiJIOBiNalbHI OCOOHU MiANMPHEMCTBA, YCTAHOBH
MOXYTh 3HATH KOMIl 1 CKJIACTH PEECTpP BWIYYCHUX HOKYMEHTIB 3
3a3HAYCHHSM IIICTaB i JaTH BHITYYCHHS.

SIKIIO BHITYHYAIOTHCS TOMH JOKYMEHTIB, sIKi € Hemoodopmite- HUMH
(He mepeIUIeTeHi, HE MPOHYMEpPOBaHI TOMmO), TO 3 JIO3BONYy 1 B
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NPUCYTHOCTI TPEICTABHUKIB OpraHiB, MO TPOBOIATH BUITYYCHHS,
BIAMOBIIHI 0COOM MiANPHEMCTBA MOXYTh JTOO(OPMUTH 1Li TOMH
(3po0OuTH OmMHUC, TMPOHYMEPYBATH APKYII, MPOIIHYPYBaTH, OINCYATATH,
3aCBITYUTH CBOIM IIAMUCOM Ta IEYATKOIO).

Opranu, sIKi BHJIYYHIA JOKYMEHTH, 3a0€3MeUyIOTh i IPUEMCTBAM,
yCTaHOBAM 3a IX IHCHBMOBHM 3BEPHEHHSM MOJIHBICTH 3pPOOHUTH
BHITUCKY, KOITFO JUTsl BUJAdi JIOBIZOK 32 0OCTaBHHAMH, IO TiepeadadeHi
3aKOHOAaBCTBOM.

Y BHIIQIKy TOBEPHEHHS 3a3HAUYCHHMH OpraHaMH BIUTYYEHUX
paHille JOKYMEHTIB TakKi JOKYMEHTH TMPHHUMAIOTBCA TiJ PO3IHC
BiJIIOBIIANIBHOT MOCAJI0BOT OCOOM MiANPHEMCTBA, YCTAHOBH 1 pa3oM 3
JIO3BOJIOM Ha MOBEPHEHHS MiANIMBAIOTHCS IO TUX CAMHX TOMIB, 3 SIKHX
BOHHU OyJIM BIJIYYCHI 1 B SKUX 3HAXOIATHCS MOCTAHOBH MPO BHITYYICHHS,
peecTp 1 KOmii TaKuX TOKYMEHTIB.

(Ilynkm 6.9 “Ilonoscenns npo 00KymeHmaibHe 3a0e3ne4eHHs
3anucie y Oyxzanmepcokomy o001IKy”, 3ameepoicene HaAKA30M
Minicmepcmea ¢hinancie Yxainu ¢io 24 mpasena 1995p. Ne 88)

Y Bumagky mpomaxi a00 3HUIIECHHS, MOIIKOMKCHHS NEpBUHHUX
JIOKyMEHTIB, OOJIIKOBHX PEECTPIB 1 3BITIB KEPIBHUK IMIIIPHEMCTBA
MUCEMOBO TOBIIOMJISIE TIPO II€ TPABOOXOPOHHWM OpraHaM i HaKa3oM
MpHU3HAYaE KOMICIIO U1l BCTAHOBJICHHS TEPENTIKY BiZCYTHIX JJOKYMEHTIB 1
PO3CIiyBaHHS TPUYHMH iX 3HUKHEHHS a00 3HWIICHHA. [ ydacti B
POo06OTI KOMiCii 3aIPONTYIOTHCS MPEACTABHUKHU CIIIAYUX OpTaHiB, OXOPOHU
1 TIOXKEXKHOTO HATJISAY.

Pesynpratn pobGoTu KoMicii O(GOPMITIOIOTECS aKTOM, OAMH 3
NPUMIPHUKIB SKOTO HaJACWiIaeThCsl Jlep’kaBHIM MOAATKOBINH iHCHEKINi{
HiAIPUEMCTBAMH, a YCTAHOBAMH — MICIIEBOMY (piHAHCOBOMY OpraHy B
10-nenHwMit TEPMiH.

8. 3HMIIEHHS T0KYMEHTIB

Bynp-sike 3HUICHHS HOKYMEHTIB MPOBOJIUTHCS TiNBKH BiJlIIOBiIHO
JI0 YMHHOTO 3aKOHOJIaBCTBA Y KpaiHU.

YcTaHOBH, B SIKUX HE CTBOPIOIOTHCSA JOKYMEHTH HalioHaJbHOTO
apxiBHOro (HDOHTY, MAIOTh MPABO 3HUIIYBATH CBOI JOKYMEHTH
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Ha mifcraBi “Ilepeniky TUIOBUX AOKYMEHTIB”, SIKIO IpaKTHYHA
HEOOXIMHICTh y HUX MHHyJA 1 TepMiHH 30epiraHHs Buuepnasi. llpu
[IbOMY aKTH IIPO BUIUICHHS JUIS 3HUILEHHS JOKYMEHTIB ITOTOKYIOTHCS 3
BIANIOBITHUMH JIep)KaBHUMH apXiBHHUMH YCTQHOBaMH. Y BHIIQJIKY
BUHUKHEHHS PO30DKHOCTEH, CyNepedok, CIiTYMX Ta CYIOBHX CIpaB
JIOKYMEHTH 30epiraloThCsi 10 BHHECEHHS OCTaTOYHOro pimreHHs. [ls
NMPUMITKa KOHKPETH3ye TepMiHM 30epiraHHs OUIBIIOI  YaCTHHU
OyXraJTepCchbKHUX JOKYMEHTIB.

Byxrantepcbka [J0OKyMeHTalisi 3HUINYETHCA TICJASl TPbOX
pokiB  30epiranHs 3a yMOBH 3aBeplUIeHHSl MepeBipKH
NOJATKOBMMH OPraHaMHU 3 NHMTaHb JOTPHUMAHHS IOJATKOBOI'O
3aKOHO/AABCTBA.

CrpaBy, 1O BHUIUICHI A0 3HUILEHHS, MICHS 3aTBEPIKCHHS aKTiB
3AI0THCS IO MIANPHEMCTB 3 NEpPepoOKH BTOPUHHMX pecypciB. 3aada
JIOKYMEHTIB 0(OPMITIOETHCS MPUHMAaNIbHO-3/JaBATBHOI0 HAKJIAJHOIO, B
AKiil 3a3HaYaEeThCA Bara 3JaHOi MakyiaTtypu. [laTa 3mavi JOKYMEHTIB, iX
Bara i HOMEp HaKIJIaJHOI BKAa3ylOThCS B aKTi, SKUH IiIIIUBAETHCS O
BiJINIOBITHOT CIIPABH TIiCJISI BHECEHHS 3MiH Y OOJIIKOB1 IOKYMEHTH apXiBy.
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TOJATKH Joxatox 1 TECTH IS

KOHTPOJIIO 3HAHDb Tema 1. lokymeHTalIbHE
3a0e3nmeYyeHHs] yIPaBJIiHHSA
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. o Take indopmamis?

CyKyIHICTh ~ BIIOMOCTEH, IOBIIOMJICHb IIPO  TOCIOIAPCHKY
(KOMepIIiiiHy)  MisUTBHICTh  MIANPUEMCTB Ta  iXHE  30BHIIIHE
CepeIoBHIIIE.

CyKyIHICTE ~ BIJOMOCTEH TPO  TOCHONAPCHKY  (KOMEpIliitHy)
JUSUTBHICTD MiMTPUEMCTB.

BinomocTi mpo BHYTpIIIHE Ta 30BHIIIHE CEPEIOBUILE MiAMTPUEMCTB.

IIlo Take foKymMeHT?

MartepianbpHa hopMa ofep>kaHHs Ta MOMUPEHHS MEBHOT iH(GOpMAITii.
JlokyMeHT — MarepiajJbHHH 00’ €KT, IO MICTUTH iH(pOpPMAIlIO B
3a()iKCOBAaHOMY BHUTJISIII.

dopMa oiepKaHHS Ta BUKOHAHHS ME€BHOI iHpopMariii.

Ha siki rpynu noaiyisiloTbest 10KyMeHTH ?
Odiniiiai, 0cOOUCTI.
OpranizamiitHo-po3nopsndi, (piHaHCOBO-PO3PAXYHKOBI, 3 MOCTAYaHHS

Ta 30yTYy.
BHyTpiniHi, 30BHIIIIHI.

o 3a0e3ne4yye KOMyHiKaTUBHA (PYyHKLisAA JOKYMeHTIiB?
3B’S130K MIXK MIIMTPHEMCTBAMH, OPTaHi3aIlisIMU.
BHyTpimHi  3B’S3KM MK~ CTPYKTYPHHUMH  HiPO3JiJIaMH
MIPUEMCTBA.

3B’SI3KM MK CTPYKTYPHHAMH TIAPO3/IiIaMA MINPUEMCTBA Ta 3
30BHIMIHIM CEPEJOBHIIICM.

Ha siki rpynu noaiisiloThes 10KyMeHTH 3a (popmoro?
IIpocri, cknaHi.

InnuBinyansHi, THIOBI, TpadapeTHi.
PyxomucHo-apykoBaHi, TpadivHi, 3BYKOBi.
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Ski icHy1I0TBH KOMil TOKyMeHTIiB?

. Bunincka, my0mikar.
. Bummcka, BiOHTOK.
. Burncka, BitOuTOK, TyOsiKaT.

IIlo Take gisioBoACTBO?

. JliSmBHICTB, KA OXOILIIOE MUTAHHS JOKYMEHTYBaHHS Ta poOOTH 3

JIOKYMEHTaMH.
Pob6ora, sika oB’s13aHa 3 pyXOM JIOKYMEHTIB.
JisyIBHICTB, SIKa OXOIUTIOE TUTAHHS JOKYMEHTYBaHHS.

o Take kopecnoHaeHin?

CyKyIHICTh JOKYMEHTIB, K1 IPU3HAueHi 1 0(OPMIICHHS I1ITOBUX
CTOCYHKIB MiX MiJIIPHEMCTBAMH.

CyKyIHICTh JOKYMEHTIB, 1110 iCHY€ B CUCTEMi JOKYMEHTOO00Iry

M AIPHEMCTBA.

CyKyITHICTh JIUCTIB, SKi MPU3HAYEHI 11 0(hOPMIICHHS JTIJIOBHX
CTOCYHKIB MIXK TIIIPHEMCTBAMH.

o Take nOKyMeHTyBaHHs?
PoGoTa 3 roTOBUMHI TOKyMEHTaMHU
[Iponec cTBOpEeHHS JOKYMEHTIB.
Pyx mOKyMEHTIB B MiNPHEMCTBI.

10. XT0 € aBTOpPOM 0COOMCTUX TOKYMEHTIB?

1.
2.
3.

Cam yknagad Ta iHCIEKTOp BiAIiTy Kaapis.
Cam yknanau.
Cam yknagad Ta iHCIIEKTOp CITyXO0u.
11. Mo Take ToKyMeHTAaNiiiHe 3a0e3MeYeHHs?
1. Komrutekc omepariiif 3 TOTOBHMH JOKYMEHTaMHU.
2. 3abesmneveHHs MiAMPHEMCTB OJIaHKaMHU JIOKYMEHTIB.
3. Komrutekc JOKyMEHTIB, SKi HEOOXiIHI IS HOPMATHBHOTO
GYHKIIOHYBaHHSI MTiAPUEMCTBA.

12. 1o aBasi€ cO00I0 BUMNCKA (BUTSHT) 3 IOKYMEHTA?
1. e xormisi, iKa BIATBOPIOE YACTHHY TEKCTY TOKYMEHTA; sIKa MOXE
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OyTH BUKOpHCTaHA SIK IOpUANYHUI OKa3.
2. lle BinoOpakeHHs OKpeMUX (akTiB, 3a3HAYCHUX y JOKYMEHTI.
3. lle wacTkoBa KoIisl OpUTiHaJy, 3aBipeHa KEPIBHUKOM
HiAIPUEMCTBA.

13. 3 sIKMX miICcHCTEM CKJIATAETHCS 3araIbHOIEPKABHA CHC-
TeMa aiioBojacTBa?
1. TligcucrteMu MiHICTEPCTB, BIIOMCTB, AeprKaaMiHICTpaIIii.
2. MartepiabHO-TEXHIYHOTO OCTAYaHH, 3BITHO-CTATHCTHYHA,
o0IrikoBa.
3. OyHKIIOHATLHOT, TaTy3€BOi.

14. SIki ocHoBHi 3aBHaHHA Kypcy “,JinoBoacTBo”?
1. O3HaHOMHTH 3 TEOPI€IO JOKYMEHTYBAaHHS Ta MOKYMCH-
TaIiHOTO 3a0e3TeUeHHS MiIPUEMCTB.
2. O3HaHOMHTH 3 TEOPIEIO Ta MPAKTHKOIO JOKYMECHTYBAHHS 1
JIOKyMEHTAIIHOTO 3a0e3MeYeHHs ITiAIPHEMCTR.
3. O3HaliOMUTH 3 TEOPI€I0 JOKYMEHTYBaHHS I IPHEMCTB.

15. Sk kaacudikyoThCH JOKYMEHTH 32 BUIAMHM TiSlJILHOCTI?

1. IsguBinyanbHi, TUIOBI, TpadapeTHi.

2. OpranizaniiHo-po3nopsaayi, 3 PiHAHCOBUX MUTAHB, 3 MO-
CTa4yaJbHUX Ta 30yTOBHX MHUTaHb.

3. BuytpinHi i 30BHilIHI (BXiJHI i BUXiIHI).

16. Sk knacudikywThCH JOKYMEHTH 32 MiclieM CKJIATaHHS?
1. [nmuBinyaNbHI, THITOBI, TpadapeTHi.
2. BHyTpiHi 1 30BHIIIHI (BXiAHI H BUXITHI).
3. 3aranbHi, 3 aAMIHICTPaTUBHUX MTUTAHb.

17. Ax KJacH(iKyIOThCSI JOKYMEHTH 32 CTaTi€l0
CTBOpPEHHA?
1. YepHerku, OpUriHaH, KOTIi.
2. 3BuvaiiHi, A7 CIy>KOOBOTO KOPUCTYBAHHS, CEKPETH.
3. PykonmcHo-npyKoBaHi, rpagidHi, 3BYKOBi, (POTOKIHO JOKY-
MEHTH.
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18. fIk ki1acuPikyOTHCS JOKYMEHTH 32 CTyleHeM IJIACHOCTi?
1. YepHerku, opUriHaiy, KOmii.
2. 3BUYaiiHi, JUIs CIy>KOOBOTO KOPHCTYBAaHHS, CEKPETHI.
3. 3BuuaiiHi 6€3CTPOKOBI, TEPMIHOBI, IIIJIKOM CEKPETHI.

19. sIk kaacudikyThCS JTOKYMEHTH 32 CIocoooM (pikcy-
BaHHs iHdopmanii?
1. Kartanoru, BileOMarHiTHi CTpiuKy Ta AUCKH.
2. Ha mamepi, Ha AucKeTi, Ha IepGOKAPTI.
3. PyxonmcHo-npykoBaHi, rpadiuHi, 3ByKOBi, (JOTOKIHOJIOKY-
MEHTH.

20. SAx  3ailicHIOETBCS 00CJYTOBYBAHHSA 3 1IJIOBOACTBA?
1. llenTpanizoBaHe, JelEHTpaNli30BaHE, 3MilIaHE.
2. 3minraHe.
3. 3aJeXHO BiJl TEPUTOPIATIBHOIO PO3MIILIEHHS.

Tema 3. OcHOBHI BUMOT'H, 10 NPe/’ ABJISIIOTHCS 10
CKJIQIaHHSI IOKYMEHTIB

=

Ilo Take 61ank?
. Ile apkymr manepy BimmoBijHOro GopMaty 3 BiITBOPCHHMH Ha
HbOMY PEKBI3UTaMH, IO MICTATH MOCTIHHY 1H(OPMAITIIO.
[e nucT marnepy BiAMOBIAHOTO POPMATY 3 KYTOBHM IITAMIIOM.
[le moxyMeHT CyBOpOI 3BITHOCTI.
o € naTorw AOKyMeHTIB (J1MCTa, HAKA3Yy)?
JeHb mifnucatHs.
JleHb 3aTBEepIKEHHSL.
JleHb 3a¢hikCOBaHUX Y HUX BUMHKIB.

[EEN

o Take ingexkc 10KymeHTa?

. Ile BuUXimHWUN HOMEp JOKYMEHTa, SKHH BIANPABISIEThCS 3
MiATIPHEMCBA.

lle HOMEp cmpaBuW, [ 3aUIIAETHCS KOS BigIPABICHOTO
JIOKYMEHTY.

3. Lle nopsigkoBHii HOMEP BHYTPINIHBOTO JOKYMEHTA.

PW ONE NN

N
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4. XT0 € agpecaToM J0KyMeHTa?
1. Komy HampaBisseMo JOKYMEHT.

2. XTO HampaBJIs€e JOKyMEHT.

3. XTO roTye JOKYMEHT.
5
1

o Take pekBi3uT TOKYMeHTa?
Ile 00OB’SI3KOBUI €IIEMEHT, BIACTUBHHA KOXXHOMY OKPEMOMY
BUJY IOKYMCHTY.

2. lle 00OB’SI3KOBWII  eJEMEHT  OpraHi3aliiHO-pPO3MoPAIIOT
JIOKYMEHTAIII].

3. Lle 000B’sA3KOBHI €IEMEHT OyXraiTepchKoi JOKYMEHTAITIT.

6. o Take ¢opmysap-3pa3ox?

1. lle emuna wmomenb NOOYIOBH KOMIUIEKCY JOKYMEHTIB 3
BINOBIAHUMM DEKBI3UTaMH{, PO3MIIIEHMMU B YCTaHOBJIEHIH
HOCJIIOBHOCTI.

2. lle MOKyMEHT 3 BUKOPUCTAHHSAM PEKBI3UTIB.

3. e emuna wMojaenb MOOYIOBH KOMIUIEKCY IOKYMEHTIB 3
MaKCHMAJIBHOIO KiJTbKICTIO PEKBI3UTIB.

7. Slkmii MaKkcUMAJBLHUH CKJIAJ PeKBI3UTIB Ma€ popmy.asip-
3pa3ok?

1. 31 peksizur.

2. 21 pekBi3ur.

3. 41 pexBizut

8. Slkwmii 3a ¢popmaTomM mamip BUKOPHCTOBYETHCH JJIs1 OP-
raHizaniifHo-po3nopsiA4oil JOKyMeHTalii?

1. ®opmar nanepy A4 i AS.

2. ®opwmar nanepy A3 i A4.

3. ®opwmar nanepy A3 i A2.

9. SIxuii BUA TOKyMeHTA He MiCTHTh PeKBi3UTY “Ha3Ba j10-
KyMeHTa”?

1. Jlucr Ta #oro pi3sHOBUIH.

2. AKT Ta HOTO pi3HOBHH.

3. IIporokox Ta HOro pi3HOBHIH.
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10. SIki eJieMeHTH BKJIIOUYEHO 10 Pe30.TIOMii?

1. BkasiBka BUKOHABIIS, 3MICT Jii, TEpMiH BUKOHAHHS, OCOOMCTHI
MiJnHUC KepiBHKKA, JaTa.

2. [lpizBuiie BUKOHABII, HOTo TenedoH, IHACKC IPYKapKH,
KUTBKICTh BIAIPYKOBAHUX TPUMIPHHUKIB.
3. CkopoyeHe HaMEHYBaHHS YCTAHOBH, JaTa OTPUMAHHS, 1HIEKC.

11. 3 aKuX eJleMeHTIB CKJIAAA€ThCsl peKBi3uT “BI3A”?

1. OcoOwucTuii mianuc, gaTa, 3a HEOOX1IHICTIO — I10Caaa Ta
po3murdpyBaHHS i IMTUCY.

2. Howmep cripaBu, Kyau HiAMATO JOKYMEHT, 3MICT Jii, IPi3BHIIE
BHMKOHABIIS, J1aTa.

3. Crnoso “Y3I'OJIPKEHO”, mocaaa, 0cCOOUCTHI MMiIHC,PO3-
mudpyBaHHs, gaTa.

12. 3 AKuX eJIeMEHTIB CKJIAAE€ThCS PEKBI3UT “BiqMiTKa Mpo
BUKOHAHHS JOKYMeHTa”?
1. Homep cnpaBy, KyAu HiJIMIATO JTOKYMEHT, 3MICT Jii, IPi3BUIIE
BUKOHABIIS, JaTa.
2. Crnoeo “Y3I'OJPKEHO”, mocaga, 0ocoOMCTHIA MiAnHC, po3-
mQpyBaHHs, 1aTa.
3. OcobwucTuii mianuc, gaTa, 3a HEOOX1IHICTIO — I10Ca/a Ta
po3mmppyBaHHs MiMUCY (MPI3BHUIILE, THIIIATH).
13. 3 sIKMX JOriYHMX eJleMeHTIB CKIAIAETHCS TEKCT T0KY-
MeHTY?
1. Bcerymy, noka3y, 3aKiHYCHHS.
2. Bcerymy, 3aKiHYEHHSI.
3. Bcrymy, mokasy.

14. Ski cryx00Bi TOKyMEHTH, He3a/1€:KHO BiJl BU1Y, MIOBUHHI
MAaTH 3aroJI0BOK /10 TEKCTY?

1. Vci opranizanifHO-po3mopsIdi JOKYMEHTH.
2. Jluctu, HaKa3M.
3. AKTH, IPOTOKOJIH.

15. fki icHyloTh popMU y3roasKeHHSI TOKYMEHTIiB?
1. BHyTpiuiHs, 30BHIIIHS.
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2. TunoBa, iHIUBITyaJIbHA.
3. Odiniiina, TMMIOBA.

16. o sikMX JOKYMEHTIB NPHUKJIAIAETHCS repOoBa neyarka?
1. o craTyTiB, 0JIOKEHB, JTUCTIB.
2. Jlo mucTiB, HaKa3iB.
3. Jlo Haka3iB, MOJIOKEHB, IHCTPYKIIiH.

17. SIky ¢opMy MOKYTH MATH MPOCTi MeYATKH?
1. Kpyruy, KBagpaTHy, TPUKYTHY.

2. Kpyray, xBagpatHy.

3. T pukyTHy, Kpyriy.

18. Jlo AKHX TOKYMEHTIB MPUKJIATAETHCS MPOCTa meyaTKa?
1. Jlo po3MHOXXEHUX MTPUMIPHHKIB PO3TOPSIIINX JTOKYMEHTIB.
2. [lo craryTiB, MOJIOKEHb, JIUCTIB.
3. Jlo mucTiB, HaKa3iB.

19. SIxkumu cnioco0amMu 3AilCHIOETHCS 3aTBEPIKEHHS TOKY-
MeHTIB?

1. BupasHsM po3MOPSIYOro JOKYMEHTa, Tpu(OM 3aTBEPIKCHHSL.

2. BunmanHsM po3nopsayoro TOKyMEHTa.

3. I'pudom 3aTBEpHKEHHS.

20. [de po3mimyerbcesi rpud 3aTBepIsKeHHs HA TOKYMeHTi?
1. VY npaBoMy BEpXHbOMY KyTi JOKyMEHTA.
2. Y niBOMYy BEpXHBOMY KyTi JIOKYMEHTA.
3. Y npaBoMy KyTi JOKyMEHTA.

Tema 4. OpopmiieHHs1 opraHi3aiiiHo-po3NOPsIAY0L
AOKYMeHTAamil

1. SIki foxyMeHTH BiTHOCATBHCS /10 KaTeropii opranizauiino-
pO3NOpPAXINX?
1. IlpaBuia, IHCTPYKIIil, TOCTAHOBH, HAKA3H, CTATYTH, PIIICHHSL,.
2. JlucTtH, NpOTOKOJH, TOBIKH, JOTIOBITHI 1 MOSICHFOBAJIbHI
3aITUCKH.
3. AHKeTH, I0CaJ0Bi IHCTPYKIIii, HOJTOKECHHSI, 3a5BH.
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2. SIkumii JIMCT HA3MBAETHCS CIOYKOOBUM?

1. Ile y3arampHeHa Ha3Ba Pi3HUX 3a 3MICTOM JIOKYMEHTIB.
JIuct psist ciy)k00BOr0 KOPUCTYBAHHSI.
Jluctr s B3a€MO3B 3Ky 3 IHIIMMHU OpTaHi3allisMu.

IIlo Take MpKYJISIPHUH JHUCT?

e nmucT-po3nopsiKeH s, IKUH pO3CUIAETHCS 1IB1IOMYUM
HiAIPUEMCTBAM.

Le et my1st MOJaIbIIoro PO3MHOKEHHSI.

Le mucT-po3mopsmKeHHs TSI IPOBEICHHS 3aX0iB B yCTa-
HOBJICHI TEPMIHH.

pPw W

w N

4. 3 IKAX ABOX YACTHH CKJIAMAETHCSA TEKCT HAKA3Y 3 OCHOB-
HOI JisJIbHOCTI?
Koncraryrouoi Ta po3nopsiagoi.
BcerynHoi Ta OCHOBHOI.
BerynHoi Ta po3nopsaayoi.
IIlo Take nmonoxenHs?
[le TOKyMEHT, SIKHil perjaMeHTye IisIbHICTh MiNPHEMCTRA,
KOMICIiH Ta OKpEMHX CITy’KOOBHX OCi0.
[le TOKyMEHT, Yy SIKOMY 3aKpiIJIEHO OCHOBHI ITOJIOKECHHS
JISUTBHOCTI MiJIPHUEMCTBA.
3. Lle mOKyMeHT, SIKHii HaIIpaBJICHO HA CTBOPEHHS CTPYKTYPHOTO
iApO3ALTY.

=W e

n

6. Ilo Ha3mBaeThCst HAKA30M ?

1. IlpaBoBuii aKkT KepiBHUKA OpPraHy yIpaBIiHHS.

2. JIOKyMeHT, SIKHii € 000B’I3KOBUM JAJIS1 BUKOHAHHS.
3. AKT, KU BUKJIMKAE TIPABOBI Jii.

7. Sk xknacudikyoThCs JUCTH 32 3MICTOM Ta MPU3HAYEH-
HAM?

1. IeCcTpyKUiliHI, TapaHTiiHI, iHPOpMAaIiiHI, KOMEPIIHHI JTUCTH.

2. 3BUYaliHIi, TUPKYISIPHI, KOJICKTHBHI JIUCTH.

3. Irdopmarniiiai, AiT0Bi, OCOOHCTI JTHUCTH.
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188

8.
cartiB?
1.
2.
3.

9.

1.

Sk kiIacnpiky0ThCS JIUCTH 32J1€:KHO Bil KiTbKOCTI aape-

3BUYalHI, IUPKYJISAPHI, KOJIEKTUBHI JINCTH.
Ji710B1 Ta OCOOHUCTI JINCTH.
3BUYAlHI Ta KOJICKTHBHI JIUCTH.

o Take cratyt?
[IpaBoBHii aKT, KW BU3HAYAE TIPABOBUI CTATYC IMiITPUEMCTBA.

2. AKT 3 OCHOBHHMH BuaaMu IIISIJ'ILHOCTI HII[HpI/ICMCTBa

3. AKT, SIKMI BUKJIUKAE HpaBOBl Illl.

10. Ha aki rpynu noaiyisiioTh opratizauiiHo-po3nopsaaay
AOKYMeHTAauilo 32 GyHKIiOHATHLHOIO 03HAKOI0?

2.
3.

1. Opranizauiiiny, po3nopsauy, J0BiIKOBO-iH(pOpMaLliiiHy.
Opranizaniiiny, po3nopsauy.
JoBinxoBy, iH(popMariiiiny.

11. 3a nomoMororo sikMX OoprasizaniiiHuX 10KyMeHTiB
3MilCHIOETHCS METOAUYHE IHCTPYKTYBaHHS?

1.
2.
3.

[IpaBun Ta iHCTPYKILiil.
[MocamoBux 1HCTPYKIIIH.
[HCTpYKIIH.

12. lllo Take Haka3?

1.

Po3nopsaauo-nipaBoBHil JOKYMEHT, SIKHH BHIA€THCS KEPIBHUKOM
oprasxizartii.

Posmopsauo-paBoBrii TOKYMEHT, SIKHH BUIAETHCS KEPIBHUKOM
oprafizamii Ta KEpIBHHKaMH CTPYKTYPHHX  HiJAPO3IIJTIiB
oprasizartii.

OpranizaiiitHo-po3nopsIIHid JOKYMEHT, SIKHH BUIAETHCS
KEepiBHUKOM OpTaHy YIpaBIIiHHSL.

13. o Take po3mopsaIKeHHNA?

1.

2.

Poznopsiauo-nipaBoBUil TOKYMEHT, SIKUI BUAAETHCS MEPEBAKHO
KepiBHUKaMH CTPYKTYPHHX ITIAPO3ILTIB OpraHizaii.
Po3znopsauo-nipaBoBUil JOKYMEHT, SIKUM BUJAE€THCS
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KepiBHUKaMHU Ta clelianicTaMy opraHizauii.
3. Posmopsmuo-npaBoBHid JOKYMEHT, SIKUI BUIAETHCS TUTBKH
crieTfialicTaMH OpraHizallii.

14. Koau BcTynae B CUJIy Haka3?
1. 3 MOMEHTY MiIIHCAHHS.

2. 3 MOMEHTY 3aTBEPIXKCHHSI.

3. 3 MOMEHTY y3TOKEHHS.

15. SIki JOKyMeHTH BiTHOCSATHLCS 10 opraHizamiiinnx?
1. IlonoxxeHHs, CTAaTyT, IHCTPYKIIisl, IPABUIIO.
2. Haka3, pinieHHs, BKa3iBKa, PO3MOPSIKCHHS.
3. Jlucr, noBiaKa, pO3MOPSIKCHHS, TOMOBITHA 3aIHCKA.
16. SIki 3 mepeJiiueHUX JOKYMEHTIB € 30BHilIHiMU?
1. Jluct, ypsimoBa OCTaHOBA, TEJIErpaMa, NOPYICHHS.
2. JlomoBijHA 3aITUCKa, MACHIOBAIIBHA 3aITUCKa, TOTOBIp MaTepiaibHOT
BIIIOB1AANBHOCTI.
3. Jluct, TOTOBIp MaTepiabHOT BiAMTOB1IAIBHOCTI, BiIOMICTh
HapaxyBaHHs 3apO0iTHOT IJIATH.

17. 5Iki 3 mepesnidyeHMX JOKYMEHTIB € BHYTpilnHiMu?

1. JlomoBinHa 3anucka, MOSCHIOBAJIbHA 3aIMCKA, JOTOBIp MaTepianbHOL
BIIIOBiAANBHOCTI.

2. Jluct, noroBip MaTepialbHOI BIIMOBIAAILHOCTI, BiIOMICTh
HapaxyBaHHs 3apO0ITHOT IJIATH.

3. Jlucr, ypsimoBa MocTaHOBA, TeNerpama, JOpydeHHS.

18. SIki ocodu mixmucyThL aKkT?

1. TonoBa Ta 4ieHH KOMICIi.

2. T'onosa Ta cexperap.

3. KepiBHUK Ta roJIOBHHI OyXraiyiTep.

19. fIki ocodu mignucyOTH rapanTiiiHuii JucT?
1. KepiBHHK Ta TOJOBHHUHA OyXranrtep.

2. TonoBa Ta cexkperap.

3. I'onoBa Ta "WwiIeHu KoMicii.
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20. SIkumii TOKyMeHT HAa3UBAEThCS IHCTPYKILi€0?

1. TlpaBoBuii aKT OpraHiB JePKABHOTO YIPABIIHHS, SKHI PETYIIOE Pi3HI
CTOPOHH IiSTTPHOCTI MiIPHEMCTBA.

2. IlpaBoBuii aKT Ha BUKOHAHHS OpraHi3alliiHuX, (IHAHCOBHX Ta IHIIHX
poOiT.

3. TlosicHeHHs 3a TaTy3MH AisUTLHOCTI HAPOIHOTO TOCIIOAPCTRA.

21. SIxkmii TOKYMEHT HA3MBAETHCS I0BiIKOI0?
1. JIoKyMeHT, SKHi MICTHTb OITMC THX YH 1HIUX (PaKTiB Ta MMOJIIH.

2. JlokyMeHT, 3 TIeBHO 3a(piKCOBaHOO 1H(POpPMAITIETO.
3. JlokyMeHT, y sKoMy 3a(iKCOBaHi Ti UM iHIII TOII1.

22. SIkuii TOKyMeHT HA3UBAETHCS aKTOM?

1. JIoKyMeHT, SKH{ TATBEPIDKYE FOPUANIHUHN (PaKT, OIIT0.
2. JIOKyMeHT, SKH{ MICTHTb OITUC THX YU 1HITUX TOJIH.

3. JIoKyMeHT mpo pyX MaTepialbHHX 1 IPOIIOBHUX 3aCO0iB.

23. Sk kiacuikyloTHC HAKA3M 32 3MicTOM?

1. Haxasu i3 3arajipHUX IUTaHb Ta 32 0COOOBUM CKJIAZOM.
2. Hakasu HOpMaTHBHI Ta 1HIUBIAyaJIbHI.

3. Hakasu 3 0CHOBHOT JisSUTBHOCTI Ta 1HIUBIAYaJIbHI.

24. 1o € naTorw Haka3y?

1. Jara fioro migmucaHHsI.

2. [laTa iioro 3aTBepIKCHHS.

3. Jlara momii, sika B HbOMY 3aikcoBaHa.

25. o € naTorw akra?

1. Jara monii, sika B HbOMY 3adikcoBaHa.
2. [lata fioro migmucaHHs.

3. Mara iforo 3aTBepa>KEHHSI.

26. o € naTow incTpyKmii?

1. Jlara 3aTBepKEHHS.

2. JaTa mignucaHHs.

3. Jlarta momii, sika B Hiif 3apikcoBaHa.
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27. SIki icHyIOTH Pi3HOBMIH AIJIOBUX JUCTIB?

1. CympoBinHi, 3aNIUTH, TApAHTIIHI, TPOXaHHS, PEKIAMHI.
2. CympoBinHi, 0COOUCTI, peKJIaMHi.

3. TapanTiiiHi, ceKpeTHi, KOITii.

28. 1llo Ha3MBA€ETHLCSI IOMOBITHOIO 3aNTUCKOI0?

1. Jloxy™meHT, skuif iHpopMye KepiBHHUKA MiJNPHEMCTBA NPO SIBUIIA
Ta (aKTH, BUKOHAHHS POOOTH, 3 BUCHOBKAMH Ta MPOMO3HUIIiSIMH.

2. JlokyMeHT, SIKWH MICTUTh BIJJOMOCTI CIIy’)KOOBOTO XapakTepy Ta
OPWIMYHI, SIKi 3acBiqUyIOTh IOPHIUYHANA (akT, 1 BUIAETHCA
3aIliKaBJICHUM IPOMaJISTHaM Ta OpPTaHi3allisiM.

3. JokyMeHT, SIKUi € JOMOBHEHHSM IO SIKOTOCh OCHOBHOTO JTOKYMEHTA
(3BiTY, IPOCKTY).

29. Illo Ha3MBA€ETHCSI MPONO3UITi€H?
1. KomepuiiHU# TOKYMEHT, IO SBISE COOOK 3asBYy €KCIIOpTEpa Ipo
Oa’kaHHS YKJIaCTH YTOmy.
2. KomepuiiiHuii JOKyMEHT, IO SBJISIE COOOI0 3BEPTaHHS MOKYIIIS 10
MIPOJIABIIA.
3. KomepuiHUH TOKYMEHT, IO SBJISIE COOOK JOTOBIp IMOCTAYaHHS
TOBapY, HAJTaHH MTOCIIYT.

30. o Ha3uBaeTHCS MPOTOKOJIOM?

1. Ile mokymeHT, sikuii (piKCye MOCHIZOBHUH Xil OOTOBOPEHHS IHUTaHb
Ta NPUAHATTS PillICHb.

2. lle moxyMeHT, akuii (BiKCye FOPUINIHMIA (HAKT, MTOTIFO.

3. Ile nokyMmMeHT, sKWi Hajgae HeoOXimHy 1HQOpMaIi0 Tpo
MIPOXOKEHHS 300piB, Hapaj, KOHpEpeHIIiil.

Tema 5. lokymeHTAallisi 3 0c000BOro CKJIATY

1. lllo Ha3MBa€ETHCS TOKYMEHTAIIIEI0 0 0C000BOMY CKJIamy?

1. CykymHICTh JOKYMEHTIB, y SKHX 3a(iKCOBAHO €Tamu TPYIOBOL
JUSUTBHOCTI CIIBPOOITHHKIB.

2. CyKkymnHICTb JOKYMEHTIB IO O0JIIKY IIEPCOHAIY MiAIPUEMCTBA.

3. CyKymHICTh JOKYMEHTIB, SIKI yTPUMYIOTh BiJOMOCTI PO pOOITHHKA.
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2.
1.

IIlo Ha3uBa€THCSA TOPyYeHHSAM ?
Ile MOKyMeHT, 10 CBIAYUTH MIPO HAJAHHS MpaBa JIOBipeHii 0cobi Ha

30

IMICHEHHS IIEBHUX I1M.

Ile MOKyMEHT 3 TIpaBOM OTPHMaHHS TIPOIIOBHX ab0 TOBapHO-
MaTepiaJbHHUX IIIHHOCTEH.

3

3.

4.

. Lle mOKyMeHT, IO CBiYUTH MPO MPABO 3AIMCHEHHS IIEBHUX .

Skuii JIOKYMEHT HA3MBAETHCS PO3NUCKOK?

Ile nokymeHT, SKAH WIATBEPIKYE OTPUMAHHA OYyIb-SIKUX
MaTepiaJbHUX [IHHOCTEH.

e moxKyMeHT 3 MpaBOM OTPUMAaHHS TPOILIOBHX ab0O TOBApHO-
MaTepiaJbHHUX [IIHHOCTEH.

Ile moOKyMeHT, sKWii € 3000B’A3aHHAM KpEIUTOpa Tepes
Je0ITOpOM.

SIKi JOKyMEHTH BiIHOCATBHCS 10 JOKYMeHTAalii 1o 0c000-

BOMY cKJIagy?

192

1

2.
3.

. TpymoBi KOHTPaKTH, KHWXKH, HaKa3H, 0COOOB1 KApTKH, CITPABH.
Hakasu o oco6oBoMy cKJ1ay, 0cOOOBI CIIpaBH.
TpynoBi KHIDKKH, TPYA0OB1 KOHTPAKTH, 0COOOB1 KAPTKH.

. SIkuid AJOKYMEHT HAa3UBA€THCHA TPYAOBUM KOHTpaKTOM?

. JloxymeHT, skuil pikcye MOTOMKEHHSI CTOPIH MPO BCTaHOBJICHI

TPYZAOBi IPABOBiAHOCHHH.

JlokyMeHT, siKuil (ikCcye NOTOKEHHS CTOPIH NMPO BHKOHAHHS
KOHKpPETHOI poOOTH BiANOBIIHO 10 KBami¢ikamii 3 MNeBHOi
npodecii abo mocanu.

JlokyMmeHT, sikuii (hikcye 000B’SI3KH 1 BiIOBIIABHICTH CTOPIH 32
KOHTPaKTOM.

. o odopMmasieTbesi HaKa3aMu 10 0CO00BOMY CKJIany?

[Ipuitom, mepeMillieHHs, TepeBEACHHS, 3BIIbHEHHS, HaJIaHHS
BIJIITYCTKH, OTOJIOIICHHS 320X0UYEHb 1 CTATHEHb.

HananHs BillyCTKH, OTOJIONIEHHS 320X0UYCHD 1 CTATHEHbD.
[Ipuiiom, 3BiIbHEHHS, HAJIAHHS BiAITYCTKH.
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. SIxmil JIOKYMEHT € OCHOBHHMM 10 00JIiKy IepcoHATY

mianpuemMcrBa?

1

2.
3.

3.

1

. OcoboBa kaptka popmu T-2.
Oco00Bi crpaBH.
Oco0uCTI JOKYMEHTH.

. SIknii JOKyMEHT HAa3UBAa€ThCH pe3ome?

. JIokyMeHT, SKHH YTpUMYy€ KOPOTKI BIimOMOCTiI OiorpadiqHoro
XapakTepy.

. JIoKkyMeHT, y IkoMy 0c00a, sika HOTro CKJIaae, MoJa€e OIMKIC CBOTO
KUTTA 1 AISUTEHOCTI.

. JIOKyMeHT, y $KOMY BCi BiJOMOCTI HOJAIOTBCSI B XPOHO-
JIOTIYHOMY HOPSAKY BiJ IaTW HapOPKEHHS JI0 AaTH HallCaHHS
JOKYMEHTA.

3 AKMX YACTHH CKJIAAETHCH XapaKTepucTuKa?

. AHKETHUX JaHHX, JAQHUX IIpPO TPYIOBY JiSUIBHICTB, OI[IHKH
MOpAJIFHUX Ta JNIOBUX SIKOCTEH, BUCHOBKY.

. JlaHuUX TpOo TPYAOBY [IiSNBHICTH Ta OI[HKH MOpPAJbHUX Ta

JIJIOBUX SIKOCTEM.

Berymny, OCHOBHOT 4aCTHHH, BUCHOBKY.

0. 3 AKHX YaCTHH CKJIATAETHCA TEKCT HAKA3Y M0 0CO00BOMY

ckaany?

1
2
3

. Posnopsguoi yactiHu 3 maparpagamu.
. Koncraryrouoi i po3nopsa4uoi yacTuH.
. Koncrarytowoi yactuau 3 maparpadamu.

Tema 7. Oprauizauiss 10KyMeHT000iry y mianpuemcrni

1
1

2
3

. Ilo Ha3MBa€eTHCA TOKYyMEHTO00Iirom?

. PyX moxyMeHTIB y HiImpueMCTBI 3 MOMEHTY iX OTpHUMAaHHS 10
3aBepILCHHS BUKOHAHHS.

. 3aranbHui 00CST TOKYMEHTIB Y IiIPHEMCTBI.

. PyX BXiIHUX TOKYMEHTIB y MiJIPHEMCTBI.
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2. IIlo HA3MBAETHCA PEECTPALIEI0 JOKYMEHTIB?
1. 3amuc HEOOX1THUX BiIOMOCTEH PO TOKYMEHT.

2. dikcyBaHHS Ha JOKYMEHTI BXiJTHOTO 1HAEKCY Ta JaTH.
3. 3anmc y )KypHaIi Mpo HAAXOMKCHHS TOKYMEHTIB

3. Ski cTpykTypHi miapo3aisim mixnmpueMcTBa BiinmoBiganTs
3a IiJI0BOJCTBO?
1. Kanuenspist yrpaBitiHHs CIpaBaMH, CeKpeTapiaT, 3araibHi
BIUTUIHA.
2. KepiBHUKH MIAIPUEMCTB Ta OpraHi3amii Ta X cekperapi.
3. HavanpHukY Bigainis i minoBoau.

4. 11lo Ha3UBa€THCA HOMEHKJIATYPOIO cIIpaB?
1. CuctemaTH30BaHU CIIMCOK 3ar0JIOBKIB CIIPaB, SIKi 3aBECHO Yy
MiATPUEMCTBI, 3 BU3HAUEHHSIM TEPMiHIB 30epiraHHs.
2. CHucTeMaTH30BaHUM CITUCOK YCiX JIOKYMEHTIB, SIKi 3aisH1 y
JIOKYMEHTOOOITY I ITPHEMCTRBA.
3. CucTeMaTU30BaHMI CITUCOK CIPaB MIEPEIaHuX IO apXiBy.

5. SIki onepanii BKiII0o4a€e 06podaeHHsI BXiTHOI TOKyMeH-
Tanii?

1. TlepBUHHE COPTYBaHHS, PEECTPALIis, TIAMACAHHS, BIIPABICHHS.

2. IlepBUHHE COPTYBaHHS, Y3TOJKCHHS, PE30JIIOLisl, BUKOHAHHS.

3. [lepBuHHE COPTYBaHHS, Y3TOJXKSHHS, PE30JIOL1isl, BUKOHAHHSI.

6. Sxi onmepanii BK/I04a€ 00podIeHHS BUXITHOT TOKyMeH-
Tanii?
1. CryiafiaHHs IPOEKTY, Y3rO/DKEHHS, MepeBipKa, MiIMICcaHHs,
peecTpariis, BiApaBICHHS.
2. IlinroToBKa MPOEKTY, Y3rOPKEHHS 3aTBEPAKCHHS, BiIIpaB-
JICHHSL.
3. V3romKkeHHs, peecTpallisi, BillpaBIeHHs.

7. 3a AKAM MPHHIIUIIOM 3IilICHIOETHCSI COPTYBaHHS KOpec-
MOHAEHNII y miAnpHeMCTBI?
1. Jlucth, 3asiBu, Tenerpamu; SKi BIIHOCSTBCA IO JIMCTYBaHHS 3a
3asBaMH; 1HIII JOKYMEHTH.
2. Opranizamiiizi, posnopsindi, iHpopMaminHi.
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w

OpraHizaiiifHo-po3nopsia4i, (GiHAHCOBI, I IOCTAYaHHS Ta
30yTy, 32 0COOOBHUM CKJIAJIOM.

. SIki icHy10TBH popMM peecTpanii TOKyMeHTIB?
. LlentpamnizoBaHa, AeLEHTpaTi30BaHa, 3MillIaHA.
LentpanizoBaHa i 3MiIaHa.

LlentpamnizoBaHa, AELEHTPATI30BaHA.

. SIKi icHYI0TH CTPOKHM BUKOHAHHS TOKYMEHTIB?
. Tumogi abo iHAUBIAyaNIbHI.

IHnuBinyabHi.

. 3Mimasi.

WNPFP O© WNPEF o

10. SAxi onepauii BKiII0Ya€ 06po0JieHHS BHYTPIllIHHOI IOKY-
MeHTauii?
1. IligrotoBka MIPOEKTY, TepepyKyBaHHs, y3r0JKeHHS,
MiAMACYBaHHS, 3aTBEPHKCHH, BUKOHAHHS.
2. CxiagaHHs MPOEKTY, MiAMUCAHHS, BUKOHAHHS.
3. TlepBuHHE COpPTYBaHHS, peeCTpallisi, pe30JIOllis, BAKOHAHHS.

Tema 8. Pobora 3 HOKyMEHTaMM, 110 CTAHOBJISITH
KOMepLiliHy TAEMHHUIIO NiANPHEMCTBA

1. IIlo HA3UBAETHCS KOMEPUiiHOI0 TAEMHUIIEI0?

1. Bynp-ska iH(pOpMAIis, 10 BUKOPUCTOBYETHCS JUIS JOCSTHEHHS
iIei MiANpUEMCTBA 1 SKy  OigIpUeMenb BBa)Kae
KOH(DICHIIIHHOFO.

2. dinaHcoBa iH(opMaIlis, sKa BUKOPUCTOBYETHCS JIJISI OTPUMAaHHS
npuOyTKy a00 3amobiraHHs 30UTKaM.

3. HinoBa iH(opMalis, MO 3HAXOAUTHCA Y BOJOIIHHI OKPEMHX
FOPUIMYHKX OCI0 1 MOMUPIOETHCS 3a TX OaXKaHHSIM.

2. Sk 3aiiicHIOETHCS IPYKYBaHHS TOKYMEHTIB 3 rpugom

“KT”?

1. IlentpainizoBaHo.

2. lleHTpaimizoBaHO i ACIICHTPATI30BAHO.

3. CexkpetHo.

195



JLI. Ckigiyska JIJJOBOJCTBO

3.

XT0 BH3HAYa€ NPABNJIA BUKOPHUCTAHHS KOMepUiliHOI

TaEMHHUII?

3.
6.

Bk whE

KepiBHuK, crieriaricTu-aHaTI THKY.
KepiBHuKk, rooBHMiA OyXrajirep.
KepiBHuk.

o na3uBaeTbcs koHdineHuiinow0 ingopmaniero?
BimomocTi, mo 3HaXoAAThCS y BOJIOMIHHI a00 PO3MOPSIKEHHI
OKpeMHUX (PI3UYHHUX UM IOPHUIANYHHX OCi0 1 MOITUPIOIOTHCS 3a 1X
OaxaHHIM Ta 3a IX YMOBaMH.

JinoBa iHpopMaIis, Ky MiAIPUEMENb BBaXKa€e
KOH(DIICHIIIHHOO.

Bynp-ska nmimoBa iHopMarlis, 110 3HAXOAWTHCS Y BOJOIIHHI
OKpEeMHUX FOPUIMYHHUX OCI0 1 MOIIMPIOIOTHCS 3a 1X OaKaHHIM Ta
3a iX yMOBaMu.

Ski BiToMOCTi He CTAHOBJIATH KOMePUiHHOT TaeMHMIT?
YcTaHoBYI OKYMEHTH, (OPMH JISp)KaBHOI 3BITHOCTI, JaHi TPO
CIUTaTy IOJATKIB, BIJIOMOCTI TPO KUIBKICTh MPAIIOIOYUX Ta iX
3apobiTHY TUIaTy B IUIOMY, JIOKYMEHTH TIpO  Ijia-
TOCTIPOMOJKHICTb.

YcTraHOBYI JOKYMEHTH, JaHi 1po (iHAHCOBY AisIIBHICTH
HiINpUEMCTBA, IUIAHK  PO3BUTKY  MiANPUEMCTBA,  IUIaHH
PEeKIaMHOT TisTIbHOCTI.

HaykoBo-TexHiuHa iH(poOpMais.

e peecTpyloThcsi JOKyMeHTH 3 KOHineHuiliHo10 iHdop-

Mamicr?

1.

2.
3.

VY “AKypnani peectpauii fokyMeHTiB” 3 rpucom “KT”.
VY “AKypnani peectpanii BXiTHUX JOKYMEHTIB”.
VY “XKypnani peectpauii BHyTpilIHIX JOKYMEHTIB”.

7. XTo npuiimac i Bigcuaae nokymenTu 3 rpugom “KT”?
1. Cexpetap-pedepent un ocoda, sKa CIeIiabHO IPH3HAYCHA IS

3.
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8. Uu MoKHA BHHOCUTH JOKyMeHTH 3 rpudom “KT” 3
mianpuemMcrBa?
1. Tinbky y BUHATKOBUX BUIAIKAX 3 I03BOJY KEpPiBHHUKA.
2. Tinbkd y BUHATKOBHX BUIIAJIKAX 3 JIO3BOJIY OCOOH, KA
BIJIMIOBIJIA€ 3a IIi JOKYMEHTH.
3. He no3Bonserscs.

9. Ywu MokHa 3HiMaTH Komii 3 HokyMeHTiB 3 rpudom “KT”?

1. MoxxHa 3HIMaTH KOTIii JIUIIe 3 T03BOJTy KEPiBHUIITBA Y
crierianbHO 00IaJHAHOMY AJIS IILOTO PUMIIIEHHI.

2. He no3BoiseTncs 3HIMATH KoImii JOKyMeHTiB 3 rpudom “KT”.

3. MoxHa 3HIMAaTH KoITii JOKyMeHTiB 3 rpupom “KT” y
crierianbHO 0018 THAHOMY JUIS ITHOT'O TIPUMITIICHHI.

10. Ywu BinOuparoTbes nokymentu 3 rpudom “KT” nus
apxiBHoro 30epiranns?

1. Tax.

2. Hi.

3. V neskux BUIIagKax.

JHonarok

2 KoHTpo/IbHI NUTAHHA /181 iIHAUBiIYaJIbHOI PO60TH
CTY/ICHTIB Ta NPOBe/ieHHs 3aJiKy 3 Kypcy “/liioBoacTBo”

1. o Take iHpopmarris?
2. o Take TOKyMEHT?
3. Ha sxi Tpynu moAiistoTECS TOKYMEHTH 32 MMOXOKSHHAM ?
4. o 3abe3nedye KOMyHIKaTUBHA (DYHKIIiSI JOKYMEHTIB?
5. Ha sixi rpymnu noAinstoThCS TOKyMEHTH 32 popMoro?
6. SIki icHyrOTb KOMii JOKyMEHTiB?
7. IIlo Take AiOBOACTBO?
8. Illo Take KOpecnoHeHIisA?
9. llo Take HOKyMEHTYBaHHS?
10. XT0 € aBTOpOM OCOOMCTUX TOKYMCHTIB?
11. o Take TOKyMEHTaJIbHE 3a0e3MeUcHHs?
12. Ilo siBnsie cOOOIO BUITUCKA (BUTST) 3 TOKYMEHTA?
13. 3 sSIKUX MACUCTEM CKIIAAE€ThCSI 3arabHOIEPKABHA CHCTEMA
ninosoacTea?
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14. 5Ixi ocHOBHI 3aBJIaHHSI MpeaMeTa ,,J1110BoJACTBO™?
15. Sk kracuQikyroThCsl JOKYMEHTH 33 BUIAMH JisUTHHOCTI?
16. Sk kracuikyroThCsl JOKYMEHTH 32 MIiCIIeM CKIIalaHHs?
17. Sk xracuQikyroThCsl JOKYMEHTH 32 CTaII€I0 CTBOPEHHS?
18. Sk KIacuQikyrOThCSI JOKYMEHTH 33 CTYIICHEM TJIACHOCTI?
19. Sk kracuikyroThCS TOKYMEHTH 32 CIIoco00oM iH(opMartii?
20. SIk 3miiCHIOETHCS 0OCITYTOBYBaHHS 3 IIJIOBOJICTBA?
21. IIo Take iHAEKC TOKyMeEHTA?
22. Illo Take OmaHK?
23. Illo € maToro MOKYMEHTIB (JIHcTa, HaKa3y)?
24. XT0 € ampecaToM JOKyMEHTAa?
25. Illo Take peKBi3UT JOKyMeHTa?
26. Illo Taxe Gopmyssip-3pa3ok?
27. SIkmit MakCHUMaJIBHUH CKJIaJ] pEKBI3UTIB Mae (popMyIisip-
3pazok?
28. Skwii 3a hopMaToM Marip BUKOPUCTOBYETHLCS IS Op-
raHi3aIifHo-po3nops U0l JOKYMEHTAITI1'?
29. SIkwii BUJ TOKYMEHTA HE MICTUTh PEKBI3UTY — Ha3Ba J0-
KyMeHTa?
30. Axi eneMeHTH BKIIOYEHO 10 PE3OITIOLi'?
31. 3 AKuX eneMeHTIB CKIaJaeThcst pekBi3uT “BI3A™?
32. 3 SKUX eJEeMEHTIB CKJIaJJaEThCsl PEKBI3UT “BiMITKa PO
BUKOHAHHSI JIOKyMeHTa ™?
33. Jlo SIKMX JOKYMEHTIB NPUKJIAA€THCS IPOCTA IeYaTKa?
34. 3 AKHX JOTTYHUX €TIEMEHTIB CKJIaJJaEThCA TEKCT JJOKyMeHTa?
35. SIki cmy)00Bi IOKyMEHTH, HE3aJIC)KHO BiJl BULY, TOBHHHI MaTH
3ar0J0BOK JI0 TEKCTY?
36. Sxi icHYIOTh ()OPMH Y3TOKEHHS TOKYMEHTIB?
37. J1o IKuX JOKYMEHTIB PUKIAIa€ThCs TepOoBa reyaTka?
38. fAxy GopMy MOKYTh MaTH MPOCTI TIEYATKU?
39. Jlo sIKMX TOKYMEHTIB IMPHUKIANAETHCS IPOCTa IeYaTka?
40. Sxumu ciocobaMu 3MIHCHIOETHCS 3aTBEPKEHHS JOKYMEHTIB?
41. Jle po3MintyeTsesi rpu 3aTBEpHKEHHS Ha TOKYMEHTI?
42. Illo Take mosoKeHHs?
43. SIki MOKYMEHTH BiJTHOCATKCS JIO KaTeropii opraHizariitHo-
po3nopsiauux?
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44. SIxknii TUCT HA3UBAETHCSA CITY>KOOBUM?

45.
46.

o Take MUPKYISIPHUANA JTUCT?
3 KX JBOX YaCTHH CKJIQJAETHCS TEKCT HaKa3y 3 OCHOBHOI

IisIbHOCTI?

47.

49.
50.
51.

Slkwif TOKyMEHT HA3WBAETHCS HAKA30M?

48. Sk xnacu(iKyrOThCS JJUCTH 332 3MICTOM Ta MPU3HAYCHHAM?
Sk kmacu(iKyrOThCS JINCTH 3aJI€)KHO BiJl KUTBKOCTI aapecatiB?
[lo Taxe cratyt?

Ha sxi rpynu noainsoTh oprasizaiiiiHo-po3nopsiady 10-

KyMEHTALIO 32 (PYHKI10HAJIBHOIO 03HAKOIO?

52.

3a JOIOMOrOI0 SIKMX OpTaHi3allifHuX JOKyMEHTIB

3/IHCHIOEThCA METOJUUHE IHCTPYKTYBAHHS?

53.
54.
55.
56.
57.
58.
59.
60.
61.
62.
63.
64.
65.
66.
67.
68.
69.
70.
71.
72.

74.
75.
76.

[To Take Haka3?
[o Take po3mopsmKeHHs?
Komu BcTymae B cumy Hakas?
SIxi JOKYMEHTH HaJIe)KaTh JIO OpraHi3aifHux?
SIxi JOKYMEHTH HaJIe)KaTh JIO OpraHi3aifHux?
SIki 3 mepeniueHuX JOKYMEHTIB € 30BHINTHIMH?
Sxi 3 mepeniueHuX JOKYMEHTIB € BHYTPIIIHIMA?
SAxi ocobu MANUCYIOTH aKT?
SIki ocobM MiAMUCYIOTh TapaHTIHHU THCT?
Axuii TOKyMEHT Ha3UBAETHCS IHCTPYKIIIEIO?
SAxuii TOKyMEHT Ha3UBAETHCS JIOBIAKOI0?
Skt JOKyMEHT Ha3HBAETHCS aKTOM?
Sk xiacuikyroThesl Hakas3| 3a 3MicTOM?
[o € matoro Hakazy?
[lo € matoro akTy?
1o € maToro IHCTPYKITIi?
SIKi ICHYIOTb PI3HOBHIM JUTOBUX JIUCTIB?
1o Ha3WBAETHCS TOTIOBITHOIO 3AIHCKOI0?
[I{o Ha3MBa€eTHCS MPOTO3HIIIE€I0?
[ITo Ha3KMBa€THCS IPOTOKOIOM?

73. 1llo Ha3MBAETHCS TIOKYMEHTAIII€0 3 0COOOBOTO CKIIaay?
[ITo Ha3uBa€eTHCS JOPYUEHHAM?
SIkuit TOKyMEHT Ha3UBA€ETHCS PO3IUCKOI0?
SIKi JOKyMEHTH HaJeKaTh 10 JOKYMEHTAaIlii 3 0c0O0BOTO
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ckiany?
77. Sxuii MOKyMEHT Ha3WBAETLCS TPYJOBHM KOHTPAKTOM?
78. 1llo odopMIIETECS HaKa3aMU 32 0COOOBUM CKIIAJIOM?

79. Slkuii JOKyMEHT € OCHOBHHUM IO OOJIIKY ITepCcoHAITY
mianpueMcTBa’?

80. Sxuii TOKyMEHT Ha3MBA€EThLCS pe3toMe?

81. 3 SIKMX CKIIaIOBHUX YaCTHH CKJIAAETHCS XapaKTCPUCTHKA?

82. 3 AKMX YaCTUH CKJIAJA€ThCS TEKCT HaKa3y 3 0COOOBOTO CKIary?

83. 1llo Ha3uBa€eThCs TOKYyMEHTOOOIrOM?

84. 11lo Ha3MBaETHCS PEECTPAIIE0 JOKYMEHTIB?

85. SIki cTpyKTYypHI MiAPO3IIIH i IIPHEMCTBA BiAMIOBIAAIOTH 32
II0BOICTBO?

86. 1l{o Ha3MBaEeTHCS HOMEHKIIATYPOIO CIpaB?

87. SIki omepartii BKIro4ae 00poOICHHS BX1THOT JOKYMEHTAITii?

88. SIki omepartii BkIro4ae 00poOICHHS BUX1THOT JOKYMEHTAITIi?

89. 3a sAKMM TPUHIMIIOM 3IHCHIOETHCS COPTYBaHHS Kopec-
MOHJICHIIIT Y i IIPUEMCTBI?

90. fIki icHytoTh (hOpMH peecTparlii JOKYMEHTIB?

91. SIki icHY!OTh CTPOKH BUKOHAHHS JOKYMEHTIB?

92. Sxi omnepamii BkIO4ae OOpOOJCHHS BHYTPIIIHBOI JOKY-
MeHTarii?

93. Illo Ha3MBa€ETHCS KOMEPIIIIHOI TAEMHUIICIO?

94. Sk 3milicHIOETHCS IPYKYBaHHS JOKYMEHTIB 3 Tpudom “KT”?

95. XT0 BH3HaYa€ NMpaBUIIa BUKOPHUCTAHHS KOMEPIIHHOT TAEMHHILI?

96. Illo Ha3mBaeThcs KOHDIAEHITIHOIO 1HPOpMaIIier0?

97. SIki BiTOMOCTI HE CTAHOBIIATH KOMEPIIIMHOT TAEMHHMITI?

98. ki € ocHoBHI HanpsiMu BukopucTanHs [IEOM y ninoBoactsi?

99. Ski BHM 3HAETe CHCTEMH aBTMAaTH3allil JOKYMEHTOOOITY B
oprasizarii?

100. SIlkiocHOBHI (yHKII CHCTEM aBTOMAaTH3allii JiJIOBOJIHOTO
npoiiecy?

101. JlatiTe BU3HAUYCHHS OCHOBHHX MOHSTH IiJIOBOJACTRA.

102. CxapaxTepusyiiTe iCHyI0UYi CHCTEMH JIIIIOBOJICTBA.

103.5Ixi ¢akTopm HEOOXimHO BpaxoBYBaTH, OOHparouul (opmy
opranizaiii po6oTH 3 gokyMeHTamu. Ha3BiTh OCHOBHI 3aBHaHHS CIYXO0
JIIJIOBOJICTBA.

200



JOJATKU fMooamox 1

104. fIxi nmpaBa HaafOTHCS KEPIBHUKOBI CIIY>KOM /110BO/ICTBA?
105. Illo moBWMHHA 3a0e3MEUNTH pallioHAbHA OpTraHi3allis Ipari
TepCcoHaTy KaHIeIsApii?
106. CxapakrepusyiiTe TOHATTS “KyJIbTypa yIPaBIiHCHKOI Tparti”.
107.5Iki omepamii Hame)aTh IO TIONEPEIHBOTO OOPOOJICHHS JO-
KyMEHTiB?
108. Sk BU3HAYAETHCS MPABWILHICTD apeCyBaHHS 1 MUTICHICTD
BKJIQJICHb?
109. V sxux BUIaaKax 3aCTOCOBYIOTHCS KOHBEPTH 3 HAJIPYKO-
BaHMMU Ha HUX aJpecaMy Ta KOHBEPTH 3 “BiKOHLEM ™ ?
110. Sxumu € popMu peecTparii JOKyMEHTIB, YIM BOHU
BIZIPI3HAIOTHCSA?
111. Cxapakrepu3yiTe OCHOBHI BUMOTH A0 BiJIpaBIeHHs KO-
peCTIOH/IEeHTTi1?
112. Ha3BiTh THIIOBI CTPOKH BUKOHAHHS JOKYMEHTIB 3aJIC)KHO BiJl
X BUIB.
113. CxapakTepu3syiiTe 0COOTMBOCTI pOOOTH 3 JIUCTAMH i
CKapraM TPOMasH.
114. TlepenidiTh BUAM HOMEHKJIATYD Ta CXapaKTEPHU3YHTE iX.
115. SIxi BUMOTH HEOOXiZHO TOTPUMYBATH, (POPMYyrOUH CIipaBU?
116. PosmmdpyiiTe OCHOBHI MIPUHITUIIHN 3BEI€HOT HOMEHKIIATYPH
CIIpaB.
117. SIx cucTeMaTU3yOThCs B CIIPaBH JOKYMEHTH PO3MOPSAAIOTO
xapakrepy?
118. 3 gaxux eneMeHTiB CKIIAJal0ThCs OMUCH CIIPaB JUIA Nepe- NaHHS
B apxiB?
119. TlepeniviTh OCHOBHI MpaBWJIa CKJIAJIaHHS OIUCY CIPABH.
120. I3 ckiabKOX MPUMIPHUKIB CKJIQIAIOTHCS OTHCH CIIPaB?
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