





CTPYKTYPHUX MiAPO3iniB.

6. BeneHnna ninoBoacTBa Ha (akynpTeTaX, IHCTUTYTaX Ta B CTPYKTYpPHHX
MiApo3Aiax YHIBEpCUTETY NOKJIANAEThCS Ha OMHOro abo JEKiNbKOX NpaliBHUKIB
(GakyabTeTy, IHCTUTYTY, CTPYKTYpPHOTO HiIpO3Aijy, BiAMOBIAHO 10 QYHKIiOHAIBHUX
000B's13KIB.

Jexanu GaxkynpTeTiB, JUPEKTOPH IHCTHTYTIB Ta KEPIBHUKH CTPYKTYPHMX
NiApo3AL1iB YHIBEpCUTETY MOBUHHI CBOEYACHO iH(POPMYBAaTH BiJliay AiNoBOACTBA
YHiBEpCUTETY NPO 3MiHY Y NepCOHANLHOMY CKJIaJi MpaliBHUKIB, BiANOBIJAIBHUX 3a
BEIECHHS IJIOBOACTBA.

7.3a 3MICT, #AKICTb IIATOTOBKM Ta OGOPMJICHHS Ha HaNeXHOMY piBHI
JNOKYMEHTIB, 110 pO3pOOJISIIOTHCS Ha BUKOHAHHS 3aBAaHb, BU3HAUCHUX Yy 3aKOHAX
Ykpainy, aktax Ta gaopydeHHsax Ilpesuaenra Ykpainu, akrax Kabinery MiHnicTpiB
Ykpainn, npopydeHHsax Ilpem'ep-minictpa VYkpaiuu, axtax BepxosHoi Paiu
Apronomnoi PecnyOniku Kpum Ta Panu MinictpiB ABToHOMHOI PecnyGniku Kpum
(Jainl - aKTM AEp’KaBHUX OpraHiB), a TAKOX BIAMOBiNEH Ha 3alUTH i 3BEPHEHHS
HapOJHUX JEMyTaTiB YKpalHM Ta JEMyTaTiB MICHUEBMX paj, KOPECMOHACHLLIO
Bepxosnoi Panu Ykpainu, Anminictpauii Ilpesunenta Ykpainu, Kabinety MinicTpis
YkpaiHu (nanl - 3aIUTH, 3BEPHEHHs, a TakoX KopecrnoHJeHIist Bepxosnol Paau
Ykpainu, Anminictpauii Ilpesunenta VYkpainu, Kabinety MinictpiB Vkpainu),
MOTOJUKEHHS TIPOEKTIB HOPMATUBHO-NIPABOBUX aKTiB, HECYThb BiANOBIAAlbHICTh
PEKTOp, NPOPEKTOPHU 3TiAHO CBOTX MTOBHOBAKEHB.

3a 3MICT, SIKICTb MIATOTOBKM Ta O(QOPMJICHHSI HA HAJEKHOMY PpIiBHI IHIIKX
JIOKYMEHTIB, @ TaKoX OpraHizaliio [giToBOJACTBa Ta 30epiraHHs JOKYMEHTIB Ha
daxkynpTeTax, IHCTUTYTax Ta CTPYKTYPHUX MiApO3/ijaX YHIBEPCUTETY BiANOBIAAIOTh
X KepiBHUKH.

8. OCHOBHUM 3aBIaHHSAM BiJAUIIB [OUIOBOJACTBA € BCTAHOBJEHHS B
YHIBEPCUTETI €OUMHOrO MOPSAKY JAOKYMEHTYBaHHs YNpaBiliHChKOI iH(opMauii i
pobOTH 3 NOKYMEHTAMH, 13 3aCTOCYBAaHHSIM CYYacHUX aBTOMATHU30BAaHUX CHCTEM,
METOJUYHE KEPIBHUUTBO I KOHTPOJb 32 AOTPUMAHHSM YCTAHOBJIEHOIO MOPSAKY
poOOTH 3 TOKYMEHTaMU B CTPYKTYPHHUX I1iApO3AiJiax.

KaHuesnsipis, BiAIIN JOKYMEHTYBaHHS Ta 00J1iKY JOKYMEHTIB, apXiB BIJIIOBIIHO
JI0 TIOKJIaIeHUX Ha HUX 3aBAaHb:

pO3pOOJIAIOTL  IHCTPYKLIKO YHIBEpCUTETY 3 JUIOBOACTBA Ta 3BEACHY
Homenknarypy crnpaB Y HiBEpPCUTETY;

3MIHCHIOIOTh PEECTPAllif0 Ta BeAYTh OOJIIK JOKYMEHTIB BXIJHOI Ta BHUXiJIHOI
KOPECTOHACHIIIT;

OpraHi3oByIOTb JOKYMEHTOOOIr, (opMyBaHHs cIpaB, IX 30epiraHHs Ta
MiATOTOBKY JIO Tiepeaadi 70 apXiBy YHIBEPCUTETY;

3a0e3MeYyI0Th BIIPOBA/PKEHHSl Ta KOHTPOJIOIOTh JOTPUMaHHS (QaKyJIbTeTaMH,
IHCTUTYTaMH Ta CTPYKTYPHHUMHU MiApo3AilaMu YHiBEPCUTETY BUMOT IHCTpyKILii;

y MeXaX KOMIIETEHLIT BXKUBAIOTb 3aXO[M 10 3MEHLIEHHsS 00cAry ci1y:x00BOTro
JUCTYBaHHS B YHIBEPCHUTETI;

MPOBOJATh DEryJspHO MEPEeBipKy CTaHy [iNOBOACTBA HA (PAKYJIBTETAX,
B IHCTUTYTax Ta B CTPYKTYPHHUX IiApO3/iNax Y HIBEpCHTETY;

OepyTh yuacTb Yy BIpPOBaI)KEHHI Ta BHKOPUCTAaHHI iHQopMaLildHO-
TeJIEKOMYHIKAl[i{HOT CHCTEMH IiNTOBOJCTBA B Y HIBEPCHUTETI;



Y MeXaX KOMIETEHLII 3AiHCHIOIOTb KOHTPOIb 38 CBOEYACHUM PO3INIANOM Ta
MPOXOMKEHHAM JNOKYMEHTIB B Y HiBEPCUTETI;

3a0€31eUyIOTh JOTPMMaHHs €AMHUX BUMOI 1IOJO MiATOTOBKK IOKYMEHTIB Ta
oprasisauil po6OTH 3 HUIMH B yMOBaX €JIeKTPOHHOTO JOKYMEHTOO0OIry;

MPOBOIATH aHali3 iHdopMaLii npo J0KyMeHT000ir, HeOOXiAHOT A1 IPUHAHATTS
YNIPaBIiHCBKUX PillleHb;

OpraHi3oBYIOTh 30€peXeHHs  JOKyMeHTauiiHoro ¢ouay VYHiBepcuteTy Ta
KOPUCTYBaHHS HUM;

JIOKYMEHTH, NiANHCaHI KepiBHUUTBOM YHIBEPCUTETY, CKPIIIIIOE repOOBOO
MEeYaTKOIO OpraHiz3aliiiHui Bianin (nogatku 3, 4).

9. lonepxxanns BUMOT Liel IHCTpyKuii € 000B'I3KOBUM 1JIst BCIX NpaLliBHUKIB
YHIiBepCUTETY.

10. Tlpu 3BiIbHEHHI MNpaliBHUKA, SKUM BHKOHYE AiNOBOAHI (yHKUII Ha
(paKyjabTeTi, IHCTUTYTi, Ta y CTPYKTYPHOMY NiZpo3iisi, a Takox, y pasi Horo
BIAMYCTKH Y BIAPSIIDKEHHS, yci HeodopmieHi ¢y 60Bi JOKyMEHTH 3a BKa3iBKOIO
JekaHa (akylabTeTy, IMPEKTOpa IHCTUTYTY, KEpiBHHKA CTPYKTYpPHOTO MiApo3.iay
[EPENaThCs 0c00i, sika HOro 3amiac.

I1.JlokyMeHTyBaHHSl ynpaBJiHcbKol iHdopMauil.
3aranbHi BUMOTH 10 CTBOPEHHS IOKYMEHTIB

1. loxyMeHTyBaHHs yNpaBlIiHCbKOI iH(QOpMaLil moysirac y CTBOPEHHI
JIOKYMEHTIB, B KUX (PIKCYETbCS 3 JOTPUMAHHAM YCTAHOBJIEHUX MpaBuil (1o1aTok 1)
iHpopMaLis MPo yNpaBiIiHChKI il

JIOKyMEHTH B €JEKTpOHHIM ¢OopMiI TOTYIOThCS 3 JIOTPUMAHHSAM BHMOTD
YCTaHOBJIEHUX HCTPYKLI€O 3 TIJIOBOJCTBA B €I€KTPOHHINA HopMmi.

12. [lpaB0 Ha CTBOpEHHs, NiAIMCAHHS, TM[OTOHKEHHs, 3aTBEPIKCHHS
JOKYMEHTIB ~ BU3HA4Ya€TbCcss ~ HOPMATUBHO-NIPABOBUMM  aKTaMu  YKpaiHH,
pernaMeHTyeThess CTaTyTOM YHiBEPCHUTETY, MTOJIOKEHHIMHU PO GaKyJIbTeT, iIHCTUTYT
Ta MOJIOKEHHSIMU TPO CTPYKTYPHI MNiApO3AiNM YHIBEpCUTETYy Ta MOCAI0BUMH
IHCTPYKLISIMM PALIIBHUKIB.

[linctaBor0 1711 CTBOPEHHS [OKYMEHTIB B YHIBEPCHUTETI € HEOOXIAHICThb
3aCBIAYMTU HAsBHICTh Ta 3MICT YNpaBAIHCbKUX [i#, nepenaBaHHs, 30epiraHHs
BHKOPHUCTAHHsI iHpopMaLii IpOTsAroM NEBHOrO yacy abo NOCTIHHO.

13. B VYHiBepcHTeTi BH3HAYAETHCA KOHKPETHHH KOMIUIEKC JOKYMEHTIB,
repen0aueHU  HOMEHKIATYpOK  ClpaB, HEOOXiZHMH 1  JOCTaTHIA  ajd
JOKYMEHTYBaHHS HOTO AisIBHOCTI.

VYnpaBiaiHChKa [iSNBHICTH YHIBEPCHTETY 3AIMCHIOETHCS ILIAXOM BUIAHHS
PO3MOPSAUMX JOKYMEHTIB.

14, ITincTaBaMud i MPUUHATTS PO3MOPSIUUX JOKYMEHTIB Yy IiSJIBHOCTI
Vuisepcutety €: Koncturyuis Ykpainu, 3akoHu Y kpainu, akty Ilpesujenra Ykpainu
ta Kabinety MinictpiB Ykpainu, Hakasu MiHICTepCTBa OCBITH 1 Haykd YKpaiHH,
30iCHEHHST BHMKOHABYOI 1 pO3MOPSIUOl  JisIBHOCTI 3 METOI  BUKOHAHHS
YHiBEpCUTETOM TIOKJIIE€HUX Ha HBOrO 3aBlJaHb Yy BIANOBIAHOCTI 3 HOro
KOMTETEHLIEO.

15. Po3nopsiaui JOKYMEHTH, L0 HaAXOAATb 1O YHIBEPCUTETY BiJ BHILMX
JEpKABHUX OPraHiB, JOBOIATHCS 0 CTPYKTYPHHX MiZPO3ALIiB, BIAALIIB IUIXOM:



PO3CHUIIKH KCEPOKOITii JOKYMEHTIB pa3oM i3 CyNpOBIAHUM JIUCTOM;

JOKYMEHTH, 1110 BHUAAKOTbCA HA MIJACTaBI PO3NOPSITUYUX JOKYMEHTIB BHUILMX
JEp>KaBHUX OpraHiB, ITOBHMHHI MaTH TMOCWJIAHHS Ha HUX, I3 3a3HAUYCHHSM
HaliMEHYBaHHS [IUX JTOKYMEHTIB, IaTH, HOMEPIB i 3ar0J0BKiB.

16. Ilpu 3aificHEHH] ONepaTUBHUX 3B’S3KiB i3 BUILMMH JeP)KaBHUMH OpraHaMu,
MIHICTEDPCTBaMM, iHIUMMH OpraHaMH BHKOHABYOI BJ&AM, MiANPUEMCTBAMH,
YCTaHOBAMH Ta OpraHisalisMU YHIBEPCUTET HAACUIIAE TUCTH EICKTPOHHOIO IIOIITOK
3 BAKOPHCTAHHAM CUCTEMH €JIEKTPOHHOI B3aeMO/1ii opraHiB BukoHaByoi Biaaau (CEB
OBB) mono oOminy iHdopMmalielo B MOpsiIKY, BU3HAUCHOMY B Pernamenti
oprasizauii B3aeMoAii OpraHiB BUKOHABYOI BJaAM B ENEKTPOHHIM (opMmi,
saTBepkeHoMy IlocranoBoro KMV Big 17.01.2018 p. Ne55 (i3 3minamu), Ta IHIIHX
HOPMaTUBHO-IIPABOBUX aKTax, siKi CTOCYI0ThCs PyHkionyBanHs CEB OBB.

17. Kilacu ynpaBiiHCBbKOI JOKyMEHTaUil BU3HAYAIOTRCS 3TifHO 3 JlepikKaBHUM
KJIaCH(IKaTOPOM yNpaBiliHCbkOl pokyMmeHTauil (mani - JKYJ), 3aTBepmkeHuit
Haka30M MIHICTEPCTBOM PO3BUTKY €KOHOMIKH, TOPTiBi Ta CUILCHKOTO MOCIIOAapCTBA
Bia 12.03.2021 p. Ne 526.

OnHuM 13 KJaciB ynpas/iHCbKOI TOKyMeHTallil, 10 3abe3neuye opraxisarir
NpOLECIB YNpaBJiHHS, € OpraHizauifHO-po3nopsaua ITOKyMeHTalis. PexsizuTu
OpraHizaliifHO-po3nopsayol  NOKyMEeHTalii Ta MOpsAOK IX  po3TallyBaHHS
BusHauaroteed  JICTY  4163:2020 "VYmuidikoBaHa cuctemMa oOprasizanifiHo-
po3nopsa4Yoil AokyMeHTauii. Bumorn no opopmieHHs noxkymeHtiB" (mami - JCTY
4163:2020), 3arBepaxkeHa Haka3oM JlepkaBHOro nianpuemMcrTBa «YKpaiHCHKHH
HAyKOBO-JOCIIAHULBKANA 1 HaBYaJbHUM UeHTp 1pobieM  CcTaHaapTh3alii,
ceptudikauii ta kocTi» Bix 01.07.2020 Ne 144.

18. JIOKyME@HT MOBUHEH MICTUTH OOOB'SI3KOBI [UIsl [I€BHOIO HOTO BUAY
PEKBI3UTH, 110 PO3MILIYIOTHCS B YCTAHOBIEHOMY IOPSLIKY, @ caMe: HailMeHYBaHHS
YCTAHOBM - aBTOpa JOKYMEHTA, Ha3By BHAY JHNOKyMeHTa (KpiM JIUCTIB), nara,
peecTpaliiHUI 1HAEKC TOKYMEHTAa, 3aroJ0BOK O TEKCTY, TEKCT, NiATMHUC.

[lig yac niarotoBky Ta 0GOPMIIEHHSI JOKYMEHTIB MOXYTh 3aCTOCOBYBATUChH HE
Jauile OOOB'SI3KOBI, @ TAKOX IHIII PEKBI3WTH, SIKIIO 1€ BIANOBIJAAE MPU3HAYECHHIO
JIOKyMeHTa ab0 crioco0y HOro onpantoBaHHs.

19. VHiBepcUTET 3M1MCHIOE AIJIOBOACTBO JEPXKABHOI MOBOIO. JIOKyMEHTH
CKIaJaloThCs  JAEPXKaBHOK ~ MOBOIO,  KpiM  BUIAAKiB,  nepeadaueHux
3aKOHO/aBCTBOM I1pO MOBH B YKpaiHI.

JIOKYMEHTH, $Ki HaJACWIAIOThCA 1HO3EMHHUM ajpecaTaM, OQOPMIIIOIOTHCS
YKpaTHChbKOIO MOBOIO a00 MOBOW J€p)kaBu-aapecarta, abo OJHi€l0 3 MOB
MI>XKHapOJHOTO CIIJKYyBaHHS.

20. OopmiieHHSI AOKYMEHTIB, WLIO0 BHTOTOBJIAIOTbCA 3a gonomoror [IK
31MCHIOETHCS BIAMOBIIHO 10 BUMOT, 3a3HAYEHUX Y JoJaTkax &, 9, 10.

21. Okpemi BHYTpIillIHi JOKYMEHTH (3asBH, MOSCHIOBAJIbHI Ta JONOBIJHI
3alUCKU TOILO), aBTOPaMH SIKUX € M0CaZoBi 0COOH, NO3BOJIAETHCS OGOPMIIIOBATH
PYKOMUCHUM CI1IOCOOOM.

22. BignmoBifaabHICTh 3@ 3MICT, piBeHb MIATOTOBKU Ta HAJEKHE OPOPMIIEHHS
JOKYMEHTIB MMOKJIaJa€ThCs Ha:

TaKHUX, L0 PO3POOJSIIOTHCS Ha BUKOHAHHS 3aBJaHb, BU3HAUYEHHUX 3aKOHAMH



YKkpaiuu, aktamu, nopydeHHamu [Ipesunenta Ykpainu, aktamu Kabinety MiHicTpiB
Ykpainu, Haka3iB MiHICTepCcTBa OCBITH 1 HAyKH YKpaiHH, 3aIIHTAMHU Ta 3BEPHEHHIMU
HapOIHUX JEMyTaTiB Y KpaiHH - 3a PILIEHHSM PEKTOpa Ta MPOPEKTOPiB BiANOBIAHO 10
pO3MoALTY C1y*00BUX 000B’sI3KiB,

IHIDMX CIy’KOOBHUX JOKYMEHTIiB - HA KEpPiBHMKIB CTPYKTYPHHMX IiIpO3MiJiB
YHiBepcuUTeTy.

BinnosiganbHICTh 3a 3MICT, piBe€Hb MIATOTOBKM Ta HalekHe OMOPMIIECHHS
JNOKYMEHTa, W10 BI3y€ThCS KUIBKOMa 0CO0aMH, HECYTh OJHAKOBOK MipOr BCi
110Ca 0Bl 0COOHU.

byiaHku AO0KyMeHTIB

OpraHizaniiHo-po3nopsiadi  TOKYMEHTH O(OPMIIIOIOTECS HA  3arajlbHUX
OnaHkax YHIBEPCUTETY, 1110 BUIOTOBISIOTLCS 3TiAHO 3 BUMoOramH wiel [HcTpykuil,

23. Jlng BUTOTOBJIEHHA OJaHKIB BUKOPHCTOBYIOTLCS apKyllli marepy dopmary

A4 (210 x 297 minimeTpiB).

bnanky 10KyMEHTIB [TIOBUHHI MaTH Taki noJs (MiliMeTpiB):

30 - niBe;

10 - npase;

20 - BEpXHE Ta HHUXKHE.

Jlesikl BHYTPIIUHI JOKYMEHTH (3asiBU MpalliBHUKIB, OKpeMi Ci1y>KO00Bi J10BiAKH
TOL10) Ta JOKYMEHTH, CTBOPEHI KinbkoMa abo Oinbliue opraHamu, 0QOpPMIIOKOTECS He
Ha OiaHKax.

bnaHky NOBHMHHI BHTOTOBISITHCS Ha OCHOBI MO3JOBXHBOTO PO3MIiLIEHHS
PEKBI3UTIB. PEKBI3UTH 3ar0JI0BHOT YaCTHHHU PO3MILLYIOTLCS 3LEHTPOBAHUM CIIOCOOOM
(moYaTok 1 KiHellb KOXHOTO psijika PEKBI3UTY ONHAKOBO BiIJaJIeHi Bif MeX 30HU
pO3TalllyBaHHS PEKBI3UTIB).

24.Bci  cnyx0OBi [OKYMEHTH [OBUHHI OQOpPMIIIOBAaTHCS Ha OJlaHKaX

YHiBepcuTeTy.

B YHiBepcHUTETI 3aCTOCOBYIOTH 3arajibHU OJIaHK /i1 CTBOPEHHS Pi3HUX BUIB
JOKYMEHTIB 0€3 3a3HaueHHs y OJlaHKy Ha3BHU BUAY JIOKYMEHTA (10aTOK 2).

KoHTponb Ta 00JiKk NpoHyMEPOBaHUX OJAHKIB 3A41HCHIOE MpPALiBHUK BIIILLY
JOKYMEHTYBaHHsI Ta 00JIiKY TOKYMEHTIB 3TiIHO PYHKILIOHATbHUX 000B’ SI3KiB.

[TopsiaxoBi HOMepH Ha OaHKaX MPOCTAaBISIOTHCS HYMEPATOPOM Ha HUYKHBOMY
NiBOMY I0Ji 3BOPOTHOI CTOPOHH OJaHKY.

bnaHky MOBHHHI BHUIOTOBJISITUCS APYKAPChKUM CIOCOOOM Ha OijoMy marnepi
abo marepi CBITJAMX TOHIB (hapOaMH HACUUYEHOTO KOJIBOPY.

OdopmiieHHs] peKBI3UTIB IOKYMEHTIB
25, I'lig yac niAroTOBKH OpraHizaniiHoO-po3nopsAuuX JOKYMEHTIB, IPALiBHUKU
YHIBepCUTETY 0POpPMIIIOIOTH 1X 3 ypaxyBaHHsM BUMor JICTY 4163:2020.

Koau
26. Kox VYHiBepcHUTeTy MNpOCTaBIsETbCS 3riAHO 3 CIMHUM JEPKABHUM
PEECTPOM MiAMPUEMCTB Ta opradizauiil Ykpainu (€APITIOY).
Ha 6maHkax [uis JIMCTIB 3a3HAYeHHH KOJA PO3MILLyEThCS MICHsl PEKBI3UTY
«JloBiKOBI JaHi PO yCTaHOBY.



HajiimenyBaHnHs YHiBepcuterty

27. HaiimenyBanHs YHiBepcuTeTy 3a3zHaueHo B CtaryTi, 3aTBepIKEHOMY
Haka3oM MiHicTepcTBa ocBiTH 1 Haykum Ykpaiau Bin 02.05.2018 Ne 443 «Ilpo
3aTBEpAKEHHs HOBOI penakuii CtatyTy HallioHasibHOro yHiBepcHTeTy GiopecypciB i
NIPUPOAOKOPUCTYBaHHA  YKpalHW». CkopoueHe HaWMEHYBaHHs YHIBEPCHUTETY
(HYBiIl  VYkpainu). Ilpy  nuctyBaHHi 3 iHO3EMHHMH  OpraHizamismu
BUKOPUCTOBYETHCS HAHMEHYBaHHS Y HIBEPCUTETY aHTJ1iHCHKOT MOBOIO, SIKE 3a3HaUYECHE
y CraryTi YHiBepcuteTy: National University of Life and Environmental Sciences of
Ukraine.

JoBinkoBi gaHi npo YHiBepcurter
28. JloBinkoBi faHi Mpo YHIBEpCUTET, pO3MillieHi HIKYE HOTO HAaHMEHYBaHHS,
MICTATB: IIOLUTOBY ajpecy, HOMepu TejedoHiB i Tenedakcy, aapecy eleKTPOHHOT
NOLUTH Ta axpecy odiuiiHOro BeO-cauTy.
PekBi3WTH TOIITOBOI aJipeCH 3a3HA4alOThCsA B TaKikd MOCAIAOBHOCTI: Ha3Ba
BYJIMLi, HOMep OyIWHKY, Ha3Ba HACENEHOro IMYHKTY, paidloHy, 00JacTi, MOLITOBHM
HJIeKC.

Ha3sBa Buay n1okymenra
29. HasBa Bua1y JOKyMeHTa (Hakas, pilleHHs, AOIMOBiJHA 3alHCKa TOLIO)
3a3HAa4Ya€ThCs HA 3arajlbHOMY OJIaHKY IPYKOBAHUM UM MAUIMHOMMCHHUM CIIOCOOOM i
MOBHHHA BIANOBIAaTH Ha3BaM, nependadeHum JAKY 1.

Jata nokymeHTa

30. JlaTor0 KOKyMEHTa € BiAMNOBIAHO JaTa WOro MiJMHUCAHHS, 3aTBEPIKCHHS,
NpUHHATTSA, peectpauii abo BunaHHA. [lata 3a3HauaeThesi apaOChbKUMHU HUbpaMu B
OOMH PANOK Yy Takiii NOCHINOBHOCTI: 4MCIO, Micslb, pik. Jlara odhopMisernes
LH(GPOBUM ab0 CIOBECHO-LUPPOBUM CIIOCOOOM. Y pa3i oPopMIIEHHS 1aTH HU(DPOBUM
Cnoco0OM, YMCJIO 1 MiCsSlb IPOCTABISAIOTHCS JBOMA MapamMu LKdp, po3diieHUMH
KpParkolo; pik - yoTrpMa nudpamu, Kpanka HanpUKiHIl He CTaBUThLCS.

Hanpuxnan: 07.04.2015

31. ¥V Tekcrax HOPMATHBHO-NIPABOBMX akKTIB Ta MOCWJIAHHAX Ha HHUX |
JAOKYMEHTaX, UI0 MiICTATh BIAOMOCTI (DiHAHCOBOIO XapakTepy, 3acTOCOBYEThCS
CJIOBECHO-LU(PPOBUH crIOCiO 3a3HAYEHHs AT 3 [POCTABJSIHHAM HYJIS B MO3HAYCHHI
IOHA MicCsAld, SKLIO BiH MICTUTh OAHY HMGpy, Hanpukiam: 08 kBitas 2012 poky.
Jl03BONAETLCA BXKMBATH CJIOBO "pik" y CKOpoueHOMy BapiauTi "p.", Hanpukiam: 07
uepsHs 2012 p.

32. SIkmo JOKYMEHT CKJIaJieHO He Ha OyiaHKy, JaTa 3a3Ha4yaeTbCsd HMKYC
nianucy niBopyd. Jlata 10KyMeHTa MPOCTABISETLCS MOCATOBOKO 0CO00F0, sIKa MOro
nianucye abo 3aTBEPAKYE.

33. O00B'A3Kk0BOMY JaTyBaHHIO 1 MiANMCAHHIO MiJIAral0Th yCi CIy)00BI
BIAMITKH Ha JOKYMEHTaX, MOB'sI3aHi 3 IX IPOXOPKEHHSIM T2 BUKOHAHHSM (pe30JioLLil,
NOTOIKEHHS, Bi3H, BIAMITKM MPO BHKOHAHHS JOKYMEHTA | HampaBlICHHS HOro 1o
CIIPaBH).

34. Ha noxyMeHTi, BUIaHOMY jBoMa abo Oifibliie yCTaHOBAMH, 3a3HAYAETHCS
OJlHa JlaTa, sika BIJINOBIIa€ AaTi OCTAHHBOTO MiAMHUCY.



35. JloxyMeHTH Ha0yBalOTb UYHMHHOCTI 3 MOMEHTY iX mnigmucaHus (ado
3aTBEP/KEHHSA ), AKIIO Y TEKCTI ab0 3aKOHOAABCTBOM He NependaveHa iHIa ymMoBa
HaOyTTs! YHHHOCTI.

PeecTpauilinuii iHaekc 10KyMeHTIB
36. Innekcauis JOKyMEHTIB MOJSra€ y NMPHUCBOEHHI TM YMOBHMX IO3HAYEHDb -
1HJIEKCIB, sIKi Halal0ThCS IOKYMEHTAM ITiJ yac 1x peecrparii.
PeecTpauifinuil innekc cknazaerbes 3 TMOPSAKOBOIO HOMEpa JOKYMEHTA Y
MEeKax rpyInu JOKYMEHTIB, 1110 PEECTPYHOThCS.
Micue po3sTallyBaHHSI PEECTpallifiHOro0 iHACKCY Ha JOKYMEHTI 3aJIeXKHTh Bif
BHAY [IOKyMEHTa Ta ¢popmu OyaHKa.

[Tocuiannsa Ha peecTpauiiiHuii iHaekc i nary

37. llocunanHs y TEKCTI JOKyMEHTa Ha JOKYMEHT, Ha SIKUM Na€ThCs BiANOBIAb
ab0 Ha BUKOHAHHA $KOTO MiANOTOBIEHO LEH JOKYMEHT, HaBOAWTHCS Yy Takild
NOCNIZOBHOCTI: Ha3Ba BMJY JOKyMEHTa, HaliMEHyBaHHsS YCTaHOBH - aBTOpa
JOKYMEHTa, [aTa Ta peecTpauidHuM iHOEKC, KOPOTKHMH 3MicT nokyMmeHTta. Y pasi
IIOCUJIAHHA Ha 3apEECTPOBAHUI HOPMATUBHO-IIPABOBUH aKT JOJATKOBO 3a3HAYAIOTHCS
Taki peecTpaliiiHi JaHi: 1aTa Aep>KaBHOI peecTpalii, HoMep akta 3rigHo 3 JlepxaBHuM
pEECTPOM HOPMATHBHO-TIPABOBUX aKTiB MIHICTEPCTB Ta IHIIMX OpPraHiB BUKOHABYOI
BJIAJM.

IocunanHa y TEKCTI AJOKyMEHTa Ha MOPSAKOBI HOMEPH PO3MiliB, IiapO3/iiiB,
[1aB, CTaTed, MYyHKTIB Ta MiJNYHKTIB HOPMAaTHBHO-IPABOBOTO aKTa pOOMUTLCS
uuQpamu; IOPsIAKOBI HOMEPH YaCTHH cTaTeld, ab3aliB 1 peyeHs - cioBaMu. | locumanHs
y TEKCTI HOPMATHBHO-1PABOBOI'0 aKTa Ha LIeH JOKYMEHT a00 HOro CTPYKTYPHI OAUHHULI
pPOOUTLCS 3 BUKOPUCTAHHSIM BKa3iBHOTO 3aMMEHHHKA “Lieh”.

Micue cki1ageHHs a00 BUZAHHS
38. BimoMocTi mpo Mmicue ckianeHHs a00 BHUJAHHS 3a3HAUYalOThCS Ha BCIX
JIOKYMEHTax, KpIiM JIUCTiB. 3a3HaueHi BIJOMOCTI O(OpPMISIOTHCS BiAMOBIAHO [0
aIMIHICTPaTUBHO-TEPUTOPIATIBHOIO  NOAiNy YkKpaiHH. SIKio BimomocTi mpo
reorpadiuHe MiCIIe3HaXOXKEHHS BXOAATh 10 HaWMEHYBaHHS YCTAaHOBH, 1IEH PEKBI3UT
HE 3a3HAYAETHCH.
binpie Hik YOTUPHOM aJpecaTaMm CKIANa€ThCsl CMMCOK Ha PO3CHIKY i3
3a3HAYEHHSIM Ha KOXXHOMY JOKYMEHTI TUIbKK OJJHOrO a/ipecara.

I'pug oOmexenHs aocryny

39.Tpud obmexeHHs noctyny no JnokymeHta ("[ns ciayxGoBoro
xopuctyBaHHsa", "TaemHo", "Llinkom TtaemHO", "OcOOJHMBOI BaXXJIUBOCTI")
0hOpMIIETHCS 3TiHO 3 BiAMOBIIHUMY HOPMATHBHUMH aKTaMH 1 PO3TaIIOBYETHCS Y
npaBiif YaCTUHI BEPXHBOTO MO JOKyMEHTa BHIUE pekBizuTy "Azxpecatr” abo "I'pud
3aTBEPIXKECHHS".

Anpecar

40. JIOKYMEHT aJpecyeTbcsi YCTAHOBi, il CTPYKTYpHUM HiApo3ainam ado

KOHKPETHIH IocamoBiii ocobi. Y pasi ampecyBanHs JOKyMEeHTa YCTaHOBi abo



CTPYKTYpPHOMY MiApo3ainy ©Oe3 3a3HadeHHs MocafoBoi ocobu iX HalMeHyBaHHS
NOJA0ThCS Y HA3UBHOMY BIIMIHKY, HAIPUKJIAL:
MiHicTepcTBO OCBITH i Hayku YKpaiHu,
MiHiCTepCTBO OXOPOHH 3I0POB’S YKpaiHH.

SKII0 TOKYMEHT HalICUJIA€ThCsl 10caioBiii ocoli, HalilMEeHYBaHHS YCTaHOBH
3a3Ha4a€ThCsl y HA3MBHOMY BIIMIHKY, a Ocaja i Ipi3BULIE afpecaTa - y AaBajJbHOMY,
HalpUKIa:

MiHicTepCcTBO arpapHOi MOJiTHKUA Ta IPOAOBOILCTBA Y KpaiHH
["onoBHOMY creniasnicTy
/Im’s1, ITPI3BULLE, /

Y pasi agpecyBaHHS JOKYMEHTa KEpiBHUKY ycTaHOBM a00 HOro 3acCTyIHUKY
HallMeHYBaHHS YCT@HOBH BXOJUTh 1O CKJaJy HaliMeHyBaHHs MOcaad anpecata,
HalpUuKIam:

["onoBi [lepxaBHOI ka3HAYEHCHKOI CTyk0U YKpaiHu

/ Im’s, TIPI3BULE /

kWO  OOKYMEHT  aApecyeThCsi  KUIBKOM — OJHOPIIHHUM  Oprasizalisim
(ycTaHoBaMm), ajipecaTa HeoOXiJHO 3a3HAYUTH y3arajJbHECHO, HAIIPUKIIA:

HauanbHukaMm ynpasiliHb OCBITH 00JIACHUX JIEPYKABHUX

aZAMiHicTpauiH

41. IOKyMEHT HE MOBUHEH MaTH Oijbllle YHOTUPbOX pi3HUX ajapecaTiB. CIoBO
“konis” nepesn 3a3HauY€HHIM JPYIroro, TPeTbOro, YeTBEPTOrO aAPECaTiB HE CTABUTHCS.
Y pasi HaACHUNaHHS JOKYMEHTa OUIbl SIK YOTHPHOM aJipecaTaM, CKIAAaeThCsl CIIMCOK
Ha PO3CHIJIKY Ha OKPEMOMY apKylli manepy, a Ha KOXXHOMY JOKYMEHTi 3a3Ha4aeThbCs
TIJIbKY OJIMH aJipecar.

42. Jlo pexBi3uTy “Anpecar” Moxe BXOAMTH ajpeca. [Topsgok i hopma 3anucy
BiZIOMOCTEH PO aJipecy yCTaHOBH MOBHHHI BiAnoBinaTi [IpaBuiamM HagaHHS MOCIYT
NIOLLITOBOIO 3B’513KY, 3aTBEPXKEHUM nocTaHoBoro Kabinety MiHicTpiB YkpaiHu Bijg 5
Oepe3ns 2009 p. Ne 270 (Odiuiiinuit Bichuk Ykpainu, 2009 p., Ne 23, ct. 750). [ToBHa
azpeca 3a3HAvya€TbCs y pas3i HaJACHUIAHHS JOKYMEHTa pa30BHM KOPECIOHICHTaM,
HanpHUKIa:

Penakuis xxypHainy «ApxiBu YKpaiHu»
ByJ. CojloM sIHChKa, 24

M. KuiB

03110

43. Y pasi HajculaHHs AOKYMEHTa (i3H4HIM 0cobi crovyaTKy 3a3HAYa€EThCS Yy
Ha3UBHOMY BIAMIHKY IMpi3BULIE, IM's Ta 10 0aTbKOBI (iHILianM 4 iHiLiag iMeHi),
TMIOTIM TOLITOBA ajjpeca, HallpUKJIal:

[Terpernko O.M.

ByJl. [Iparomanosa, 0ya.11, kB.20
M. KuiB

05213

44, Y pa3i HaJCHUJaHHS JOKYMEHTa OpraHaMm 3aKOHOAABYOI Ta BUKOHABYOI
BJIaJId, TOCTIHHUM KOpPECHOHJEHTaM IX I[OIITOBa aJpeca Ha [JOKyMEHTaxX He
3a3HAYAETHCS.



Sxulo y IUCTI € 0cOOMCTE 3BEpTaHHs nepea pekBisutoM «ITianucy» 3a3HauaeTses
¢pasa «3 nosarowo». Ilomanblia Qpasa 3a3HayaeThCsl uepe3 OAMH MIKPSIIKOBHIH
IHTepBaN BiJ OCHOBHOrO TE€KCTy abo noAartkiB (y pasi HasBHOCTI(, 6e3 BiACTymy Bij
Mex1 JiiBoro noss. Po3ninoBuit 3Hak nicnst ppaszu «3 moBaro» He CTABUTHCS, 4 Ha3Ba
MI0CaAX MOYMHAETHLCS B BEJIMKOI JiTepH, HAMPUKIAL;

3 NOBArow

["onoBa Buache iM’s T[TPI3BUILE

I'pu¢ 3aTBepaKeHHA JOKYMeHTa

45. JIOKyMEHT 3aTBEpPIKYETHCS N10CaA0BOK 0C000I0 (ITOCATOBUMH 0C00aMM ),
110 MOBHOBAXKEHDb AKOI (AKMX) HAJEKHUTh BUPILLEHHsI [IUTaHb, HABEJCHUX Y TAKOMY
NOKYMEHTI ab0 pO3NOopsiiYMM JOKyMEHTOM YHiBepcuteTy. HopmartuBHO-1paBoBi
aKTH (IIOJIOKEHHS, IHCTPYKUil, NpaBuia, TMOPAJKH TOIIO) 3aTBEPKYIOTHCS
PO3NOPSIAYUM JOKYMEHTOM Y HIBEPCUTETY 200 PEKTOPOM.

3aTBEPAKEHHS NEBHUX BUIIB JOKYMEHTIB 3A1MCHIOETHCS 3 MPOCTABJISIHHIM
rpuda 3aTBep/KEHHs (101aTOK 3).

46. SIKIIO DOKYMEHT 3aTBEPIKY€ETHCSA KOHKPETHOIO MOCAJOBOIO 0CO0010, Tpud
3aTBepILKEHHS ckiafaerbes 13 caoBa "3ATBEPJDKVYIO", HaliMeHyBaHHS mocaju,
NIANUCY, IHILIAMY i1MeHl 1 M[pi3BHIIA ocoOW, sKa 3aTBepAWsia JOKYMEHT, HaTH
3aTBEPIYKEHHSL.

Hanpuknan: 3ATBEPIXXVIO

Pexrtop HauionansHoro
yHIBepcuTeTy GiopecypciB i
NIPUPOJOKOPUCTYBAHHS
Ykpainu

niamuc, Im’g ITPI3BULIE
Jlata

47.Y pa3i KOAM JIOKYMEHT 3aTBEPIXKYETLCSI  PIILIEHHSIM, HAKa3oM,
pO3MOpPsIIKEHHSIM, rpud 3aTBepIKeHHs ckianaerses i3 ciora "3ATBEP/DKEHO",
Ha3BU BUJY AOKYMEHTA, IKUM 3aTBEPIXKYETHCS CTBOPEHUN JOKYMEHT, Y HAa3UBHOMY
BIAMIHKY 13 3a3HaU€HHSIM HOro J1atu i HoMepa.

Hanpuknan:

3ATBEP/DKEHO
Haxa3 MinictepcTBa ocBiTH
i Hayku YKpaiHu
21 moToro 2019 p. Ne 512

48. I'pud 3aTBEpIKEHHS PO3MILIYETHCS y IPABOMY BEPXHBOMY KYTKY NEPILIOTO
apKylla JOKYMEHTa.

VY pasi 3aTBepaKeHHs AOKYMEHTa KiJIbkOMa MOCagOBUMH ocobaMu rpudu
3aTBEPKEHHSI pO3TAIIOBYIOTHCS HA OJHOMY PiBHi.

Pesomouisn
49. Pe3omntoltis - 11e Hanuc¢ Ha JOKYMEHTI, 3p00JIEHHH PEKTOPOM, IPOPEKTOPAMHU



YHIBEpCHUTETY, L0 MICTUTh BKa3iBKH 1I0JI0 BUKOHAHHS TOKYMEHTA.

50. Pesomouiss cknafaeTbes 3 TaKUX EJIEMEHTIB: Mpi3BuIle, iHiLjan iMeHi
BMKOHABLS (BMKOHABLIB) y [JaBajJbHOMY BIAMIHKY, 3MIiCT JOpYUYCHHS, TEpPMiH
BHKOHAHHsA, OCOOMCTHUH IIANKC KepiBHHKA, Aata. Y pasi, KoM JOpY4YEHHS JAHO
KUJIBKOM NI0CaJOBUM 0C00aM, r0JI0BHUM BUKOHABLIEM € 0¢00a, 3a3HaueHa y JOPyUYEHHI
MEPLIOIO, AKLIO B JOKYMEHTI He 0OyMOBIEHO iHIIe. /{1 BUKOHAHHS JOpydYeHHs Tif
HaJA€ThCs NPABO CKJIMKATH IHIIMX BUKOHABLIB 1 KOOPJIMHYBATH 1X pOOOTY.

[Npuknan:

[Tpi3Buie, ininian

[Tpoury niarorysatu BiamoBiab
21.07.2019

[Tignuc Jlata

51. Ha noxymeHTax 3 TepMiHaMM BUKOHAHHSI, sIKi HE MOTPEOYIOTh JOJATKOBUX
BKa31BOK, Y PE30JIIOLIT 3a3HaYa€ThCs: BUKOHABELb, IiAANKUC aBTOpA Pe30JIIoLLl, JaTa.

52. SIx mpaBHJI0, HA TOKYMEHTI NOBHHHO OyTH He Oinbliie OXHIET pe3osoLil.
I pe3osronii MOXKJIMBI TiIbKM TOMI, KOJIM € HEOOXimHICTh Jeramizauil mopsaxy
BUKOHAHHS JOKYMEHTA.

Skuto mMicLd U1 pe30oLiT HeJOCTATHBO, 1T MOXHA MIPOCTABJIATH Ha BIIbHOMY
BLIl TEKCTY MiCLi Y BEpXHiH YacTHHI [IepIIoro apkyiia JJOKYMEHTa 3 JTHLEOBOI0 OOKY,
aJle He Ha I10J1l JOKYMEHTA, IPU3HAUYCHOMY IS TTiAIIMBAHHS.

KopoTtkuii 3mictT 1okymeHTa

53.3aroysioBOK 10 TEKCTY (KOPOTKMH 3MICT) AOKYMEHTa MOBHHEH MICTUTHU
KOPOTKHUI BHUKJIAZ 3MICTY JOKYMEHTA I OYyTH MakCHMalbHO CTHCIHUM. 3arojoBOK 10
TEKCTY (KOPOTKHH 3MIiCT) (OpPMYIIOETHCS MPALiBHUKOM, SIKUH CTBOPIOE JOKYMEHT.
3aronoBOK 10 TEKCTY (KOPOTKUH 3MicT), oOcsr sikoro nepesuiye 150 3HakiB (5
PAAKIB), JO3BOJIAETHCS MPOJOBXKYBAaTH 10 Mexi npasoro mnojs. Kpamka B kiHOi
3arojiOBKa HE CTABUThCS.

3aroj0BOK 10 TEKCTY (KOPOTKHUH 3MICT) BiANOBiAae Ha MUTaHHS "mpo 10?",
"koro?", "uoro?". Hanpuknaz, Haka3 (Ipo wio?) npo HagaHHs BiAMYyCTKH; JTUCT (ITpO
1110?7) OpO OpraHisauiro Hapaad; NPOTOKOA (4oro?) 3acigaHHs aTecTallifHOl KOMICIT;
10CaJ0Ba IHCTPYKLisl (KOro?) roJIoBHOro crenjianicra.

BiamiTka npo KOHTpPOJIb

54. BigMiTKa Mpo KOHTPOJIb O3HAYaE, U0 NOKYMEHT y35iTO HAa KOHTPOJb JJIs
3a0e31eueHHs] HOro BAKOHaHHs B yCTaHOBJICHUH CTPOK.

BinMiTKa mpo KOHTPOJIb POOUTHCS LUISIXOM NMpocTaBisiHHs Jitepu "K" uu cioBa
"KoHTponb" Ha JIIBOMY MOJII NEpLIol CTOPIHKM JOKYMEHTA Ha piBHI 3arojioBKa J0
TEKCTY.

Y pa3i HeOOXiAHOCTI MOBEPHEHHS JOKYMEHTA yCTaHOBI-aBTOPOBI a00 (pi3H4HiH
oco0i, BiAMiTKa IpO B3SATTS HOro Ha KOHTPOJIb MPOCTABISETHCS HA OKPEMOMY apKyIli
ISl PE30ITIOLLII.

Texcr nokymeHnTa

55. Tekct nokymeHTa MicTUTh iH(opMalLilo, uid ¢ikcyBaHHs sIKO1 Horo Oymno
cTBopeHo. IHdopmailiss B TeKCTi NOKYMEHTa BHKIAHAA€ThCS CTHUCIIO, FPaMOTHO,
3p0O3yMijI0 Ta 00'€KTUBHO. JIOKYMEHT He IIOBUHEH MICTUTH IOBTOPIB, a TAKOXK CJiB i
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3BOPOTIB, 5IKi HE HECYTb 3MICTOBOrO HaBaHTaxxeHHs. [1in yac ckinanaHHs JOKYMEHTIB
BJKMBAETHCS A1TOBUM CTUIb, 7151 SIKOTO XapaKTepHHM HEHTPaIbHUM TOH BUKJIaACHHS,
no30aBIeHUI 00pa3HOCTI, EMOLIAHOCTI Ta IHAMBIAYanbHUX ABTOPCHKUX PHUC.

TexkcT JOKyMEHTa MOBMHEH CTOCYBATHCS TOIO MTUTAHHS, sike CHOPMYIbOBaHE B
3arojoBKY J10 TEKCTY.

TekcT 1okyMeHTa OGOPMIIAETBCS Yy BUIVISIAL CYLINBHOTO 3B'SI3HOTO TEKCTY abo
aHKETH YK TaONULi, a00 LUIIXOM MOETHAHHS LUX (GOPM.

CynineHuil 3B'S3HUH TEKCT NOKYMEHTa MICTUTh TIpaMaTu4yHO 1 JIOM4YHO
y3roJpxeHy 1rGOpMaLilo Npo ynpasiiHcbki Aii. Taka ¢opma BHKIAJEHHS TEKCTY
JOKYMEHTa BHKOPUCTOBYETbCS Mif 4ac CKIIaJaHHS I0JIOXKEHb, MOPSAKIB, IPaBHI,
pO3NOPSIYMX JOKYMEHTIB 1 JIUCTIB.

CyuinbHuH 3B'13HUHN TEKCT, K IPABUIIO, CKIANAETHCS 3 IBOX YaCTHH. Y Nepiiii
(BCTYMHIM) 4acTUHI 3a3HayaeThCs MiACTaBa, OOIPYHTYBaHHsS ab0 MeTa CKJIaIeHHs
IOKYMEHTa, y ApPYyrif (3akiO4yHIM) 4YacTHHI - BHCHOBKHM, NPOMNO3MIIT, piILCHHS,
MPOXaHHs. B OKkpeMux BHIIaJKaX AOKYMEHT MOXE IIiCJisl BCTYITHOT YaCTUHH MiCTHTH
MOTHBYBAJIbHY YaCTHHY, B IKiil OOIpYHTOBY€TLCS MO3HIIiSl YCTAHOBH.

Y TeKCTI AOKYMEHTa, MiATOTOBJIEHOrO BIAMOBIAHO IO AOKYMEHTIB IHIUMX
YyCTaHOB a00 paHIlle BHJAHUX JIOKYMEHTIB, 3a3HAa4alOThCsl iX PEKBI3UTH y Takii
MOCJHIJOBHOCTI: Ha3Ba BUAY JOKYMEHTa, HaWMEHYBaHHS YCTAaHOBH - aBTOpa
JOKYMEHTAa, JlaTa, peecTpaliiHuil HOMep, 3aroJOBOK 10 TEKCTY.

TexcTu CKIamHUX 1 BEIUKHX 3a 00CArOM AOKYMEHTIB (MOJIOXKEHHS, TIpaBUJla,
pernaMeHTH, IHCTPyKUii, OIJIsiAx, 3BITH TOILO) MOALIAIOTHCS HA PO3MINH, MiAPO3Aiiy,
NyHKTH, NiAMYHKTH. TIyHKTH y TEKCTI HYMEpYITbcsd apaOChKUMU LUdpamMu 3
KpParkolo, a MAMYyHKTH - apabcbKUMH LU(paMH 3 TyKKOHO.

B oxpemux Bumankax poO3ALTH MOXYTb MOAINATHCS Ha IJ1aBW, a TaKOX
HYMEDPYBATHCS PUMCBKUMU LIUPpamMu.

56. ®opMa aHKETH BUKOPUCTOBYETLCS! y pa3l BUKIAACHHS Y LuUbpPOBOMY abo
CJIOBECHOMY BMIJIsAl iHGoOpMauil Npo OJMH OO0'€KT 3a MEBHUM OOCSITOM O3HaK.
[locTiiiHOO 1HGOpMaLi€l0 B aHKETI € y3arajibHeHi HaMEHYBaHHS O3HAK, 3a SIKUMH
NPOBOJUTHCS OMHUC 00'€KTa, a 3MIHHOIO - KOHKPETHI XapaKTePUCTUKH.

57. TabnuuHa QopMa JOKyMEHTAa BHMKOPUCTOBYETbCS Y pa3l BUKJIAAEHHS Y
undpoBoMy abo cIOBECHOMY BUIUIAAL iHpopMalii npo Kilbka 00'€KTiB 3a psAaoM
O3Hak. 3arojioBku rpad Tadauul NUUIYThCSA 3 BEJMKOL JITEPH, MiJ3ar0JI0BKH - 3 MaJIOl
JiTepH, SKUIO BOHU CTAHOBJIATH OJHE Lij€ 13 3arojOBKOM, i 3 BEJHKOI - SKIIO
iA3aroJIoBOK Mae caMoCTiiHe 3HaueHHs. Kpanku B KiHIIi 3ar0fI0BKiB i i3aroIoBKiB
rpad He CTaBJIATLCA. 3aroJIOBKM i MiA3arojoBKU rpad Ta psiaKiB TaOJMI TMOBHHHI
OyTH BUKJQJEHI IMEHHUKOM Yy Ha3WBHOMY BIJMIHKY OJHUHH. Y 3arojioBkax i
MiA3arooBKax psikiB i rpad TabMULll BXKUBAKOTHCS JIMILE 3arajbHONPUUHSTI YMOBHI
Mo3Ha4YeHHsl i ckopoyeHHs. [ padu Tabamii, siki po3MilLlyrOThCS Ha KiJIBKOX CTOpIHKaX,
HyMepyloTbesi. Ha npyrifl Ta HacTymHUX CTOpiHKaX TaOJHlli 3a3HAYarOTHCsl HOMEPH
rpad, a TaKO)K y BEpXHbOMY MPaBOMY KyTKY - cjioBa "[IponoBkeHHs qoaarka'.

BiamiTKku npo HasiBHiCTb A0AATKIB
58. JlopaTkd [0 JOKYMEHTIB, KpIM JOAATKIB JO CYINPOBIAHMX JIUCTIB,
CKJIAA0ThCA 3 METOK JOINOBHEHHS, IMOACHEHHS OKPEMMX IUTaHb JOKYMEHTa ado
JOKYMEHTa B LIJIOMY.
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59. lonaTtky A0 AOKYMEHTIB MOXYTb OYTH TaKHUX BHIIB:

JOJATKH, IO 3aTBEPIUKYIOTBCA PO3MOPATYUMH JOKYMEHTAMHU (IOJOKEHHS,
IHCTpYKLIil, TpaBuia, NOPSIAKYU TOLIO);

JOJIATKM, 1O JOIOBHIOKTH Ta/ab0 MOSCHIOIOTH 3MICT OCHOBHOIO JOKYMEHTA,
JOJATKH, L0 HaJCHJIAIOTHCS i3 CYMPOBITHUM JTHCTOM.

60. Ha pojarkax, O 3aTBEPLXKYIOTbCS PO3MOPSAUYUMH JOKYMEHTAMHU,
PEKTOPOM (IMOJIOKEHHS, IHCTPYKLIT, TPaBUIa, MOPSIKH TOLLIO), IPOCTABISETHCH IPHD
3aTBEPIOKEHHA. Y BIINOBIAHUX IIYHKTaX pO3MNOPsa4ol YaCTHHH JOKYMEHTa POOUTECS
nocuiaHHsa: "wo gonaerbea"” adbo "(nomaernes)."”

Ha pojmatkax 10 HOKYMEHTIB, 110 3aTBEPIKYIOTBCS  PO3NOPSIYNMU
JIOKYMEHTAMH, POOUTBLCS BIAMITKA Yy BEPXHbOMY NPaBOMY KYTKY MEpIHIOrO apKylua
JOJIaTKa, HAPUKJIAT;

JonaTtok 3
1o IncTpykuii
(yHKT 5)

61. logatku NOBIAKOBOro ado aHajiTUYHOIO xapakrepy (rpadikd, CXemH,
Tabnuui, COUCKM TOILO) AO OCHOBHOIO JOKYMEHTa IOBHHHI MaTH BIOMITKY 3
IOCHUJIAHHSM Ha LEeH JOKYMEHT, HOro JaTy i HOMep, HapHKJIAaI;

Jlonatok
10 Hakasy pektopa HYBill Ykpainu
Bix 14.05.2013 poky Ne 125

Y TEeKCTI OCHOBHOrO JOKyMEHTa pOOUTHCS BigMiTKa MPO HasIBHICTH JOJATKIB:
"o nomaeTees", "3rigHo 3 gogatkoM", "(momarok 1)"; "BignmosigHo 10 qogatka 2" abo
"(nuB. mopatok 3)".

62. lonatky oOpMIIAIOTECS, K IPaBWIIO, Ha CTAaHIAPTHUX apKyllax mnarnepy.
Ha npyroMy i HacTymHMX apkyuiax gojarka poOuThes BinMiTka: "[IpogoBskeHHs
nonarka", "IlponosxkeHHs nojgatka 1",

Y pasi HassBHOCTI KiJNIbKOX AOJATKIB HAa HUX 3a3HAYAlOTHCS MOPSIKOBI HOMEPH,
nanpuknana: Jonarok 1, /logatok 2 Tomo. 3Hak "Ne " rieper 1upOBUM NO3HAYEHHSAM
HE CTaBUTHCSL.

Yci pgomatkd OO0 JOKYMEHTIB Bi3YIOTbCSl TMpaliBHUKOM, SIKMH CTBOPHUB
JIOKYMEHT, Ta KEPIBHUKOM CTPYKTYPHOTO MiAPO3JIiTy, B IKOMY HOTO CTBOPEHO.

JlomaTku HOPMATUBHO-NIPABOBOIO  XapakTepy (IIOJNIOXKEHHS, 1HCTPYKLII,
npaBujia, TOPSAKH TOILO), LIO 3aTBEPIKYIOTHCS PO3NOPSAYUMH JOKYMEHTaMH,
PEKTOPOM MIJNUCYIOTHCS KEPIBHUKAMH CTPYKTYPHHUX MIAPO3/iNiB YCTaHOBU Ha
JUIILOBOMY OOLII OCTAHHBOI'O apKyIla JOAATKa.

63. Y pasi KoJI JOAaTKH HAJCUIIAKOTLCS i3 CYNPOBIAHUM JIUCTOM, BiAMITKA MPO
HasiBHICTb JIOJATKIB PO3MIIILYEThCS TTICIsl TEKCTY JIMCTa Nepes MiATHCOM.

SIKUI0 JOKYMEHT Ma€ IOAAaTKH, IOBHE HaMEHYBaHHS SIKMX HABOAUTHCS B MOro
TEKCTI, BiIMiTKa MPO HASABHICTb J0JATKIB 0OPMIISIETHCS 38 TAKOIO POPMOIO:

JlonaTtok: Ha S apK. y 2 NpUM.

SIKIIO JOKYMEHT Mae AO0JaTkM, TMOBHE HaWMEHYBaHHS SIKUX Y TEKCTI He
HABOJUTHCS, 1X HEOOXiNHO TepeNiuuTd Micjs TEKCTy i3 3a3Ha4yeHHAM KIUJIbKOCTI
apKyIliB Y KOXXKHOMY JIOAaTKY Ta KiTBKOCTI iX MPUMIpHUKIB, HAIIPHKIIAL!

JlonaTku:

1. JloBijika Npo BUKOHAHHS MJIaHy peMOHTHO-0y 1iBesbHUX poOiT Ha Il kBapran
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2012 p. Ha 5 apk. B 1 mpum.

2. I'padik peMOHTHO-OyaiBenbHUX poOit Ha 111 kBapran 2012 p. Ha 3 apk. B 1
MPHUM.

SIKULO0 10 IOKYMEHTA AOAAEThCS 1HILUI TOKYMEHT, SIKHH Ma€ 0JaTKH, BiAMITKY
PO HasiBHICTh J0JaTKa 0QOPMIISIOTH 33 TaKOK HOpMOIO:

Honatok: BucHoBok atectauiiHoi komicii 25.01.2012 poky Ne 4 i gogatok 110
HBOI'0, BCbOTO Ha 21 apk.y 2 npum.

SIKIO  A0OaTOK HAJACHIAETLCH B E€JIEKTPOHHOMY BHIVISAAI (€JIEKTPOHHMMU
3ac00amu 3B'A3KY), PO Lie pOOUTHLCS BIAMOBIAHKE 3aMKC, HAIPUKIA:

JlopaTok: Ha 2 apk. B €JIEKTPOHHOMY BHIJISIAL.

64. Y pasi Koiu JOKYMEHT MiCTHTh OUJIBIIE A€CSATH NOAATKIB, CKIANAAE€THCS OIIUC
13 3a3HaYEHHIM Y JOKYMEHTI TaKkol BiIMiTKH:

JlonaTok: 3riIHO 3 ONIMCOM Ha 4 apk.

JIKIO [OJAaTOK HAJACHIAETBCA HE 3a BCiMa 3a3HAYEHUMH B JOKYMEHTI
apecaMy, BIIMiTKa PO HasBHICTh JOKYMEHTa OQOPMIISETHCS 3a TAKOIO (POPMOIO:

Jonarok: Ha 4 apk. y 2 NpyM. Ha nepuly agpecy.

Ilianuc

65.J10KyMEHTH, 1110 HAACHIIAIOThCS [T ANPUEMCTBAM, YCTAHOBAM, OpraHi3alismM,
rpoMazissHaM, MiANHACYIOTbCS  PEKTOPOM, IpopekTopamu abo  KepiBHUKAMU
CTPYKTYPHUX MiAPO3ALIIB, BIANOBIAHO 0 iX MOBHOBAXXEHb.

66. BHeceHHs y nianucaHi JOKYMEHTH Oylb-SKUX BHUIIPABJICHb Ta JOIOBHEHD
HE JOIIyCKAEThCH.

67.1lignuc ckianaersCss 3 HaHMEHYBaHHSA IOCaAd OCOOM, sKa IMiAIHUCYE
JOKYMEHT (II0BHOTO — Y pa3i, KOJU JOKYMEHT 0OpMIIEHO He Ha OJIaHKY, CKOPOUEHOTO
— Y pasi, KOJIM JOKYMEHT HaJpyKOBaHUH Ha OJaHKy), OCOOMCTOrO MiANKCY, iHiliany
IMEHI 1 mpi3BHULIA.

Ipuxnan:

Pektop HauionansHoro nianuc Im’s [IPI3BUILIE

yHiBepcuTeTy OiopecypciB i

IPUPOAOKOPUCTYBAHHS YKpaiHU

abo

Pextop

Mianuc Im’s TIPI3BBUILE

68. [lignucyerbes, sik NpaBuilo, MEPIIXN TPUMiPHUK JOKYMEHTA.

69. I1pu HancunanHi cnyx00BOro I0KyMEeHTa OAHOYACHO KUJIBKOM yCTaHOBaM
BUILOIO PIBHSA Ta IHLWIMAM KEpPIBHUM OpraHaM, MiANUCYIOTbCS BCi MPUMIPHUKU
JOKyMEHTA.

70. JlokyMeHTH, NiATOTOBAEH] YHIBEPCUTETOM Pa3oM 3 iHUIMMH BiJIOMCTBaMH,
MiAMUCYIOThCS BCiMa KEPiBHUKAMH LIMX BiIOMCTB, IPUYOMY 1X MIAIHUCH CTaBIATHCS
Ha JIOKYMEHTI TOpydY Ha OJIHOMY pIBHI 1 CKPIIUIIOKOTHCS I€4aTKaMH YCTaHOB,

HalpUKJIaI:
3acTyNHUK MiHICTpa Pexrop HauioHanbHOrO yHIBEpCUTETY
OXOPOHH 3/10pOB’sl YKpaiHH OiopecypciB 1 IPUPOAOKOPUCTYBAHHS

Ykpainu
/Mignuc/ / Im’a, [TPI3BUILLIE/ Migmue/ /  Im’s TIPISBUILE/
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BIZOMTOK repOOBOT nevyaTku BIAOUTOK repOOBOI IeyaTKu

71. Sk mpaBuiio, JOKYMEHTH MIANUCYIOTHCS OJIHIEIO MOCAA0BOI 0c000K0. JIBa
abo Oisiblle NiMUCIB NPOCTABIAIOTLCS Y TOMY BHI&JKY, KOJU 33 3MICT JOKYyMEHTa
HECYTh BIJMOBINANLHICTE KiJbka oci0 (axTH, ¢iHaHcoBi HokymeHTH TOINO). IlpH
LUbOMY iX MIAMUCH PO3MILLYIOTh OJHUH MiJ{ iHIIKM, Y MOCAiZOBHOCTI BiMOBIAHO 10
rocajau:

Pektop THITIC Im’s TIPI3BUILE

["onosuuit Oyxranrep MiAMUC Im’s TIPI3BUIIE

72. Slkuo nocagosa ocoda, MIANKC sIKOT 3a3HaYeHUH Ha MPOEKTI JOKYMEHTA,
BIACYTHS, TO JOKYMEHT MiANUCYy€e 0co0a, sika BUKOHYE 1T 000B’s13kH, 260 11 3aCTYIIHHUK.
[Tpn upoMy 000B’SI3KOBO 3a3HAUAEThCs MOcaaa 0coOH, sika TMianucana JOKYMEHT i ii
MPI3BUILE (BUIIPABICHHS BHOCATHCS JPYKApPCHKHM COCOOOM 200 YOPHHIIOM, SIKILO
JNOKYMEHT HEMOXJIMBO MEPEAPYKYBaTH, HATIPUKIAI: «B. 0.», «3aCT.»).

He nomyckaerbes mix yac MiANUCAHHS JOKYMEHTa CTABUTH MPUHMEHHHUK «38»
a00 NPOCTABIISIHHSIM KOCOi PUCKHM MeEpe]l HalMEHYBaHHSIM I0Caau. JlomaBaHHAM [0
HAMEHYBAaHHS II0CaJAu KepiBHUKa CJiB «BukoHyiouui 000B’si3KkuM» ab0 «B.0.»
30IHCHIOETBCSI Yy pa3i 3aMilleHHsI KepiBHUKA 3@ HAKA30M.

dakcHMinbHE BIATBOPEHHS MIANUCY IMOCANOBOI OCOOM Ha JOKYMEHTaX He
JIOITyCKa€EThCHI.

JIOKYMEHTH, 1110 BUMararoTh pPO3CWIKHM 3BOPOTHOI 1H(poOpMauil, 3BiTiB, pi3HUX
BIZIOMOCTEH, HE Nepe10aueHuX JepHaBHOK CTATUCTHYHOIO 3BITHICTIO, MiAMUCYIOTHCS
PEKTOPOM, OKPEMI 3 HUX MO0 3aCTYITHUKAMH.

73. llpu mianucaHHi JOKYMEHTIB, CKJIaJACHHX KOMICi€r0, 3a3HAYAIOTHCS HE
nocaau ocid, SKMMH CKJIaJICHO JIOKYMEHT, a PO3Mofij 000B’s3KiB y CKIami KOMicii,

HanpyKIIa;
["osoBa koMmicii /mianuc/ Im’a TTPI3BBUMILIE
Ynenu xomicii / mianuc/ Im’s TIPI3BUILIE

74. Ha noxymeHtax BueHol pajy mpocCTaBAsiOTLCS MiAMUCH OCI0 - roJoBH
BueHoi paa# i cekpeTaps.

["'onoBa BUeHOI paau /nianuc/ Im’st TIPI3BUILE

Cexperap / mignuc/ Im’s TTPI3BUIIE

Bi3u Ta rpu¢ noroaskeHHsi J0KYMEHTIB, 10 CTBOPIOITHLCS B Naneposiii
popmi

75.Y pasi BUHUKHEHHsI MOTPeOH Yy TPOBEICHHI OLIiHKH AOLIJIBLHOCTI CTBOPEHHS
JIOKyMEHTA, Horo o0rpyHTOBAHOCTI Ta BIAMOBITHOCTI 3aKOHOIABCTBY, 311HCHIOETHCS
NOTOKEHHS TPOEKTY AOKYMEHTA.

76. [loromxeHHss Moxe 3AIHCHIOBATHCS $K B YHiBepcHUTETI I0OCaJOBHMH
oco0amMy, sIKi BIAMOBIJHO A0 1X KOMOETEHLI] BUPILIYIOTb NHUTaHHSA, IOPYLIEH] B
NPOEKTI JAOKYMEHTa (BHYTpIlIHE MOTOJKEHHS), TaK 1 32 HOro MeXaM{ 1HIUMMH
3alliKaBJICHUMH YCTaHOBAMH (30BHIILIHE [TOTOJPKEHHS ).

77. BHYTpiLIHE MOroHKEHHS 0QOPMITIOETHCS LLIISIXOM [IPOCTaBIsIHHS Bi3H. Biza
BK/IIOYAc: 0COOMCTUI MiANMuUC, iHiLia  iMeHi i Npi3BuUIIe 0coOH, sIKa BI3y€ NOKYMEHT,
JaTy Bi3yBaHHS i3 3a3Ha4YEHHSM, Y pa3i noTpeOu, HalkMeHyBaHHs IOCaaH Li€l OCOOH.
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78. Bisa npocTaBnfeThcs AK Ha JIMOBbOBOMY, TaK 1 Ha 3BOPOTHOMY OOLi
OCTAHHBOT'O apKyIlia IPOEKTY JOKYMEHTa, AKIIO MICLs [Ulsl Bi3yBaHHS Ha JIULBOBOMY
Ooui OCTaHHBOrO apKyllla NOKYMEHTa HENOCTaTHbO. Bi3W MpPOCTABIAIOTHCS HA
NPUMIPHHUKAX JOKYMEHTIB, L0 3QJIUIIAKTHCS B Y HIBEPCUTETI.

79.3ayBakeHHs | NpPOMO3MLIl 10 MPOEKTYy JOKYMEHTa BUKIAJAIOThCA Ha
OKpEMOMY apKylli, PO 10 Ha MPOEKTI poOUTHCs BiANOBiHA BiAMiTKa:

HauanbsHuk Bigainy

[ara nianue Im’s [TPI3BUILE

3ayBaXK€HHs 1 MPOMO3ULIT JOAIOTHC.

[Tpo HasBHICTH 3ayBakeHHs 00OB'I3KOBO MOBIJOMIISIOTH 0C0O0i, sIKa MiAmucye
JOKYMEHT.

80. Ilepeinik nocanoBux ocibd, siki MOBUHHI 3aBi3yBaTH JOKYMEHT, BU3HAYACTHCA
Ha M1ACTaBI 1X QYHKUIOHATBHUX 00OB’SI3KIB Ta HaKa3iB pekTopa Y HiBepCHTETY.

81.3a 3MICT JOKyMEHTa, SIKMH Bi3yeTbes Kinbkoma ocobamu, Taki ocobu
BIAMOBIJAIOTH 3TiHO 3 KOMIIETEHILELO.

82. Slkiuo mig yac Bi3yBaHHS 3'ACYEThCS, 1O Y HIATOTOBIEHHWH 10 MiAMTHCAHHS
JNOKYMEHT He0OXiJIHO BHECTH iCTOTHI 3MiHH, BiH NOTpeOy€e MOBTOPHOTO Bi3yBaHHSI.

83. 30BHIIIHE MOTOMXEHHSI NPOEKTIB AOKYMEHTIB, CTBOPEHUX Yy MaIepoBiif
dopmi, OQOPMIISIETBCS LISIXOM TPOCTABISIHHS Ha HUX Tpuda MOTOHKEHHS, SAKHH
Bkirouae B cede cioso "[1OI'ODKEHO", HalimeHyBaHHS nocaau ocoOu Ta yCTaHOBH,
3 SIKOKO TOTOJXKYETHCS TPOEKT JOKYMEHTa, OCOOHMCTHHM Mianuc, iHilian iMeHi,
Npi3BULLE 1 AaTy a0o Ha3BY NOKYMEHTa, 110 MiATBEPAXKY€ MOTOIKEHHS, oro aaty i
HoMep (iHIEKC), HApUKIIAI:

[TOI'O/DKEHO

Pexrop

HauionanbHoro yHiBepcuteTy

OiopecypciB 1 IPUPOAOKOPUCTYBAHHS

Ykpainu

nianuc, Im’sa TTPI3BUILIE

Jlata

[TOI'OKEHO

[IpoTokon 3acizanHs

lleHTpanbHOI eKcrepTHO-TIepeBIpHOT KOMICiT Y KpaepkapxiBy

Jara Ne

84.I'pud MOromxeHHs1 CTaBUTLCS HUMKYE MIANUCY Ha JIMILOBOMY OOLi
OCTaHHBOIO apKyllia MPOEKTY NOKYMEHTa.

BiaOuTOK nevyaTku

85. I'epboBOIO MEYATKOIO 3aTBEPIKYETHCS MiANUC Ha GipMOBUX OnaHkax, ne
dikcyeTbcss (akT BUTPATH TPOLIOBUX KOLUTIB, MaTepialbHUX LIHHOCTEH Ta Ha
JOKYMEHTAaX, 1110 3aCBiAYyOTh NIpaBa rpoMasiH Ta IOPUIUYHUX OCi0.

["'epboBa neuyaTka CTaBUTHLCS TAKOX Ha MOJOKEHHIX (CTaTyTax) yHiBEpCUTETY,
JOrOBOPAX, MOCBIAYEHHSIX, JOPYUYEHHSX.

[lepenik iHIIKMX JOKYMEHTIB, fKi HEOOXIZHO CKpIILUIIOBATH IepOOBOIO
NeyaTKOr, BA3HAYAETLCS Ha MiACTaBi Haka3iB pekTopa YHiBepcUTeTy (104aToK 4).

86. IleyaTka, sKa BIOTBOpPIOE HalMeHyBaHHS yHiBepcutery abo #oro
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CTPYKTYPHHUX IiAPo3.iiB (6e3 300paskeHHs repba), CTaBUTHCS HA KOMisAX JOKYMEHTIB,
L0 HAJICHJIAFOTRCS B iHILI yCTAHOBY Ta HAa PO3MHOXKEHUX NPUMIPHHKAX PO3HOPSIUMX
JOKYMEHTIB Y pa3i pOo3CHJIaHHS!.

87. BiZOWTOK MeyaTky CTaBUTLCS TAKUM YMHOM, 1100 BiH OXOIUIIOBAB OCTAHHI
KiJIbKa JIiTep HalMeHYBaHHS N0Caax 0co0u, siKa MiAnucana 10KyMeHT, ajle He Miarc
110¢a10Bo1 0c00H, a00 Ha OKpeMO BUALICHOMY /s LbOr0 Micli 3 BiaMiTkowo "MIT",

88. HakasoM  (pO3NOpAIKEHHSIM) — peKTOpa  BH3HAUYAETHCA  IOPSAIOK
BUKOPUCTaHHS, Miclle 30epiraHHd repOoOBOi MmeuaTku 1 rmocagoBa 0co0a,
BIJNOBIJAJIbHA 32 1T 30epiraHHs, a TakoX Mepestik 0ci0, MMMy SKMX CKPIILIIOIOThCS
repOoBOIO NEYaTKOIO.

BiamiTka npo 3acBiaueHHsI nanepoBUX Koniik JOKyMeHTIB

89. Konist 1OKyMEHTa BUTOTOBJISETHCS W BHIAETHCS 3 JIO3BOJY KEPiBHULTBA
YHiBepcuTeTy ab0 KepiBHUKA CTPYKTYPHOTO MiaApO3.iy.

90. IIpu BUpIILEHH] HTaHb, IO CTOCYIOTbCS NPUHOMY I'POMaJSH Ha poOOTY,
HABUYAHHS, 3aCBIIUEHHS X TPYyJOBUX, KUTJIOBUX Ta iHILIUX MpaB, NpU GOpPMYBaHHI
0cO0OBUX cCMpaB TMOCaAOBUX OCIO, YHIBEPCUTET MOXKE€ BHUIOTOBJISATH KOMIT
JAOKYMEHTIB, BHJIAHMX IHUIMMH YCTaHOBaMM (KOIMIl [UIMIOMIB, CBiZIOUTB PO
OJIEP>KAHHS OCBITHU TOWIO).

91. BiamiTka "konist" rMpoCTaBlIsSETbCS Y BEPXHBOMY TPABOMY KYTKY MEpLIOT
CTOPIHKU ManepoBOro JOKYMEHTa,

3acBiuyBaHUIM Hanuc ckianaerbest 31 ¢iiB "3 OpUTiHAIOM 3rigHO", Ha3BH
nocajau, 0COOMCTOro MiANUCY 0COOHU, sIKa 3aCBIUYE KOMito, 11 iHiliany Ta Npi3BHIa,
JlaTH 3aCBIJYEHHS KOMii 1 MPOCTaBNsIETLCA HUKYE peKBi3uTy nokymenTa "[lianuc”.

[Ipuknan:

3 OpUTiHAJIOM 3TiJHO

3aB. apxiBoM niAnuc Im’s TIPI3BUILIE

JlaTa

Hamnuc npo 3acBiqueHHs KOIiT CKPITIOETHCS NEUATKOLO, 13 3a3HaYEHHAM Ha Hil
HaliMeHyBaHHS Y HiBepcUTETY (€3 300paykeHHs repba) abo NeYaTKor CTPYKTYPHOIO
niapo3ainy Y HiBepCUTETY.

92.Ha komifx BUXiTHUX JOKYMEHTIB, ULIO 3aJMILAIOTBCA Yy CIIpaBax
VHIBepCUTETY, 3a3HAyaeTbCs JIMLIE Jara I[ANHCAaHHA JOKyMEeHTa Ta HOro
peecTpauiiHui iHAeKe, nocaga ocodu, sika 3acBiAYMIIA KOMiK, 1l MiamuMc Ta xara
3aCBIIUEHHS KOIII TIOKYMEHTA.

3 OpuUTiHaJOM 3[iJTHO

[Tocana T ATTHC Im’s TIPI3BULLE

Jlata

93. Komii BUXiZHMX JOKYMEHTIB MOBUHHI MaTH BCi BUMpPAaBJEHHs, 3p00JIeH] Ha
OpHTiHaJi.

94. Komis TeKCTy IOKyMEHTa IOBUHHA BiANOBIAaTH OpUIiHATY.
BiamiTku npo cTBOpeHHs], BAKOHAHHSA JOKYMEHTA

95. Ilpi3Buile mpaliBHUKA, SIKUH CTBOPUB JOKYMEHT, 1 HOMEp HOro
c1yk60Boro TesedoHy 3a3Ha4arThes Ha TMLBOBOMY OOLI B HHXKHBOMY JIIBOMY KYTKY
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IEepLIOro apKyla J0KyMEHTA.

96. Ilicna 3aBepuieHHs poOOTH 3 JOKYMEHTOM MPOCTABISETHCS BifIMiTKA MPO
MOro BMKOHAHHS, $fiKa MICTUTb HOMEp Ta JAaTy BHXiAHOro nucra. Bigmitka npo
BMKOHAHHsI IOKyMEHTA CBITYUTH PO Te, 110 poOOTY Hal JOKYMEHTOM 3aBEPILCHO.

SIK110 TOKyMEHT He noTpedye MUCBMOBOI BIANOBi/I, 3a3HAYAKOTHCS KOPOTKI
BIZIOMOCTI NP0 BUKOHaHHSA. llianuc i paty BiAMITKM NpPOCTaBisie€ MpaniBHUK, SKUH
CTBOPHUB JIOKYMEHT 200 KEPIBHUK CTPYKTYPHOTO MiAPO3JIiJTy.

97. BinmiTka npo HaAXOIHKEHHS JOKYMEHTA 0 YHIBEPCUTETY NPOCTABISETHCS
3a JIONIOMOrOK) ILUTamIla Ha JIMLLOBOMY IO, Y NMPABOMY KYTKY HHXKHBOTIO IOJIS
MEepLIOro apKylua OpHriHaly AOKyMeHTa. EnemMeHTaMu 3a3Ha4eHOro pekBi3uTy €
peecTpauidHUl HOMEp, AaTa HaAXOMKEHHs JOKYMEHTa.

BinmiTka npo HaAXOmKEHHS AOKYMEHTa MPOCTABISETHCS HA KOHBEPTI, SKILO
BiH Mae Hanuc "Ocobucto".

Y pasi HagXOIKEHHs 30pOLLYpPOBAHMX IOKYMEHTIB pa3oM i3 CympoBigHHM
JIUCTOM, BIJIMITKA CTaBUThLCS HA CYMPOBITHOMY JIUCTI.

3anuc npo aep:xkaBHy peecTpauiio

98. 3anuc npo aepkaBHy peecTpauiro poOUTLCS LI0J0 HOPMAaTHBHO-NPABOBHX
aKTiB yCTaHOB, BKJIIOYEHUX 10 €AMHOrO AEPKABHOTO PEECTPY HOPMATHBHO-MTPABOBHX
akTiB. [0 HakasiB (pO3MNOpsAIKEHb, IOCTAHOB, pIlLIEHb) HOPMATHBHO-NPABOBOTO
XapaKTepy He BKJIOYAIOTBCA CTPYKTYPHI OJIMHMLI, SKHUMH 3aTBEPIXKYHThCS,
3MIHIOKOTBCS a00 BHU3HAIOTHCS TAKUMM, WO BTPATUIM YHHHICTH, NOKYMEHTH, SIKi
JepxkaBHIM peecTpauii He NigIAraroTh, KpiM HakasiB (pO3NOpsKeHb, OCTAHOB,
pillieHb) NpO 3aTBEPHKEHHsT POPM 3BITHOCTI Ta iHCTPYKIiH 11040 1X 3aIOBHEHHS.

Y pa3l nogaHHs HOPMATHBHO-NIPABOBOIO aKTa Ha JIEpPKaBHY pPEECTpaLiio B
€JIEKTPOHHIH (DOPMI 3alMC NMPO JEPKABHY PEECTPALiI0 BHOCUTBCS 0 PeecTpauiiHo-
MOHITOPHHI'OBOI KapTKH, T2 MOXe y pasi notpebu OyTu BizyalizoBaHHH 3aco0aMu
CHCTEMH EJIEKTPOHHOIO A1OBOACTBA MiJ Yac Bizyasizaillil JOKyMeHTa.

CrjageHHs 1esIKUX BUAIB 1OKYMEHTIB
Haka3su (po3snopsiaskeHHs1)

99. Haka3u (po3MopsiikeHHs) YHIBEpCUTETY BHIAIOTHCS Ha BUKOHAHHS
3aKOHIB YKpaiHH, akTiB 1 JopydeHb [Ipesunenta Ykpainu, aktiB Kabinety MiHicTpiB
Vkpainu, Haka3iB MiHicTepcTBa OCBITH | Hayku YKpaiHM, a TAKOX 3a JOPYUCHHSIM
KEPIBHUIITBA @00 3a iHILIaTUBOI CTPYKTYPHUX TiAPO3IiIB.

100. BimnosigHo no Ilepeniky THNOBHX JOKYMEHTIB, IO CTBOPHIOTHCS B
JSTLHOCTI JIEPXABHUX OpraHiB Ta OpraHiB MICIIEBOIO CaMOBPSIyBaHHS, YCTaHOB,
Oprasizanif i NiANPHEMCTB, 1O HaJleXarTh 10 cEepH YNpaBliHHA YHIBEPCUTETY, 13
3a3HAUEHHSM TEpPMiHiB 30epiraHHs JOKyMeHTIB (mani - Ilepenik TunoBux
JOKYMEHTIB), 3aTBEp/PKEHOro Haka3oM [ OJOBHOro apxiBHOrO YHPAaBIiHHS IIpH
Kab6ineti MinictpiB Ykpainu Big 20.07.98 Ne 41, 3a 3micTOoM, CTpokamu 30epiraHHs
Ta HaNpsIMKaMH AisIbHOCTI YHIBEPCUTETOM BUAAKOTHCS TaKl HAKa3U:

3 OCHOBHOI JisJILHOCTI;

3 0c000BOrO ckiany cniBpoOiTHUKIB, npaiiBHUKIB HJIY (npo npuiHsTTS Ha
po0OOTY, IEpEBEICHHS, CTAKyBaHHS, 3BIJIbHEHHS, 3a0X0UEHHSI, CTATHEHHS TOLLO);

3 0co00BOro CKJaay CTYACHTIB, aclipaHTiB, JOKTOPAHTIB (3apaxyBaHHS,
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epeBeeHHs, BIApaxyBaHHs, TIOHOBICHHS, IOMYCK IO €K3aMEHIB i T.IL.);

MpO BIAPSAIKEHHSA CHiBPOOITHMKIB, HampaBleHHsS NOKTOPAHTIB, aCIipaHTiB,
CTY/IEHTIB.

101. ITpoekTH Haka3iB (PO3NOPSAKEHD) 3 OCHOBHOI isSNIBHOCTI PO3POOIAETHCA
(akyabTeTaMH, IHCTUTYyTaMH, CTPYKTYpPHUMH HiaposfiiaMud VYHiBepcureTy 3a
JOPYYEHHSIM KEPIBHUIITBA a00 3a BIACHOIO iHILIATHBOKO.

[Ipoextn HakasziB (pO3NOPSAIKEHb) 3 OCHOBHOI AisLIBHOCTI Ta JOAATKH A0 HUX
BI3YIOTbCA KEPIBHUKOM CTPYKTYPHOIO MiApO3.ily, B SIKOMY HOro CTBOPEHO, Ta
MOrOKYIOTHCS  MOCaZ0OBUMH  0CO0aMM, sIKI BHU3HAauyeHi y MPOEKTI JOKYMEHTa,
KEpIBHUKAMH: IOPUIMYHOTO Biaainy (nepea ocoboro, 10 MiANUCYE Hakas), Bimaimy
KaapiB, MIAHOBO-()PIHAHCOBOIO BiiTy, TOJIOBHUM OYyXTaJaTepOM.

102. Ilpoext nHaka3zy 3 0CO0OBOr0O CKJany TOTYEThCS BiIAUIOM KaapiB Ha
MiICTaBl JOMOBIAHUX 3allUCOK KEPIBHUKIB CTPYKTYPHHX MiAPO3IiNiB, 3asB
MpaniBHUKIB, TPYAOBHUX JOIOBOPIB Ta IHLIMX JAOKYMEHTiB. [IpoekT Hakasy Bi3yeThcs
BUKOHABLIEM, KEPIBHUKOM BIIJUly KaapiB, KEPIBHUKOM HOPUIUYHOTO Biaminy,
KEpIBHUKAMHU 1HIIMX CTPYKTYPHMX MHAPO3/iNIB YHIBEPCUTETY BIiAMOBIAHO [0
PO3MOALTY HOBHOBAXKEHb.

103. IlpopekTopy MIAMUCYIOTh Hakash 3 T[UTaHb, LIO Hajlexarh O0 IX
city»x00BUX 00O0B’SI3KIB.

[Ticns mignucaHHs Haka3y, 3MiHMA O HbOTO BHOCSATBCS JIMILE LLJIAXOM BHAAHHS
HOBOT'O Haka3y Mpo BHECEHHS 3MiH.

104. Haka3 (po3nopsmxeHHs1) oOpMIIOETbCS 3riIHO AoJaTka 9 Ta MICTUTh
Taki 000B'A3KOBI €JIEMEHTHU:

nata, HOMep;

3aroJI0BOK J10 TEKCTY;

Ha3Ba nocaau, MiAMNKC, iHiuiaa Ta npi3BUie TOCafoBOl 0COOH, sKa mignucana
Hakas.

105. 3MiCT Hakazy KOPOTKO BUKJAJAETLCS B 3ar0JIOBKY, SIKUN MOYHHAETLCS 3
npuiiMenHuka "IIpo" i ckilagaeTbes 3a JONOMOroro BiggiecniBHoro imennuka ("I1po

3arBepkeHHs...", "IIpo BBeaeHHs...", "IIpo cTBopenHs....", "IIpo BHeCEHHS 3MiH...")
abo iMeHHHKa, o Bka3ye Ha npeamet ("I1po niacymku...", "I1po 3axonu...").

106. TekcT Haka3y CKJIaJa€ThCs 3 IBOX YACTUH: KOHCTATYr04o1 (rpeaMOynn) i
po3nopsAayol.

Y KOHCTaTyrouiil 4yacTHHI 3a3Ha4yalrOTh MiJCTaBy, OOTPYHTYBaHHs abo Mery
BMJAHHS Hakasy. BoHa Moxe nounnatucsa cioBamu "Ha BukonaHHs", "3 mMeToro"
TOLLO. SKIIO TOKYMEHT BUJIAETHCS HA MiJACTaB1 IHUIOTO PO3MOPAIUOTo TOKYMEHTa, TO
y KOHCTATYIOUIH 4acTHHI 3a3HayaroTh Ha3By LbOrO AOKYMEHTa, HOro asTopa, Aary,
HOMeD Ta 3arojioBok. Kpamnka B KiHIi KOHCTaTytO4O! YaCTUHHU HE CTABUTHCSI.

KoncraTyroua wyacTHHa Hakazy 3akiHuyeTbcs ciaoBoM «HAKA3VYIO», a
posnopsipkeHHs: — «30BOB A3YIO», ske NpyKy€eThCsl )KUPHUM LIPU(TOM 3 HOBOTO
psiaKa, BEJIMKUMU JiTepaMy, 0€3 BIACTYIy BiJ JIIBOTO Kparo 1 JIaNoK, Micjs HbOTO
CTaBNSATh IBOKPAIIKY.

Posniopsiquy yacTuHy po30MBalOTh Ha MyHKTH 1 MiAMYHKTH, SKI HyMEpYIOThb
apabCbKUMH LMPpaMU. Y KOXKHOMY MYHKTI MarOThb OyTH 3a3HAa4€HI BHUKOHABLI
(CTPYKTYpHI mizpo3aiii abo KOHKpPETHI MocajoBi (ciyk00Bi) ocoOu, BUKIAAEHI
KOHKPETHI 3aBAaHHs (JOpYYeHHsI) 1 CTPOKH iX BUKOHaHHS. BUKOHaBLI MOXYTh OyTH
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Ha3BaHi i ysarabHeHO, HANPHUKIA;: "KePiBHUKAM CTPYKTYPHMX MiApO3/iiB".

Hexonkperni ("npuckoputu”, "mominmurtu", "aktuBi3yBaTH", "3BEpHYTH
yBary" TOLIO) Ta HEKOHTPONBHI («JOBECTH OO BinOMa», «O03HAKMOMHUTHY» TOLIO)
JOPYUYEHHs B HAKA3aX HE 3aCTOCOBYETHCS.

OcCTaHHIM NYHKT pO3MOpANYoi YaCTHHH IMOBHHEH MICTHTH BiOMOCTI mHpo
miapos3ain abo nocanoBy oco0y, Ha SKy NOKIANAETLCS KOHTPOJIb 3d BHKOHAHHSIM
Hakazsy.

Y BUINIQJIKY KOJIM HAKa3 CKACOBYE (BIAMIHSIE), 3MIHIOE UM TOTIOBHIOE MONIEPEAHI I
po3nopsaYUi JOKYMEHT ab0 OKpeMi HOro MONOXEHHS, TO OJWH i3 IYHKTIB
PO3MOPSI40l YaCTHHHU HaKa3y [MOBUHEH MICTUTH IOCHJIAHHS Ha JOKYMEHT (IYHKT),
IO BIAMIHAETBCS, 13 3a3HAYEHHSAM JaTH, HOMepa i 3aroyioBka. TeKCT MyHKTY IOBUHEH
MOYMHATHUCS cnoBamMu "BU3HATHU TakuMm, 1110 BTPATUB YUHHICTD, .

107. 3MiHM, 11O BHOCATHCSA JIO Hakasy, O(I)OpMJHO}OTLCH OerMHM HaKa3OM
SIKHHA MOBMHEH MaTH Takui 3arosioBok: "[Ipo BHeceHHs 3MiH A0 Hakasy ..." i3
3a3HAYEeHHSM JaTH, HOMEpa, HA3BU BHJY DPO3MNOPSAAYOTO HOKYMEHTA, JO SIKOTO
BHOCATBCA 3MIHU. Po3nopsiya yacTHHA Haka3zy MOYMHAETHCS 3 TAKOTO MYHKTY:

"1. BHecTu 3MiHU 70 HaKka3y (po3nopsimkeHHs)" .

Jani OKpeMHMM MiJNYHKTaMH (QOPMYJIOIOTbCS 3MiHH JO pO3NOPSAYOrO
JOKYMEHTA, HallpUKJIaN;

"1) MyHKT 2 BUKJIACTH B Takiil pegakuii: ..."; "2) MyHKT 3 BUKIIOUUTH";

"3) ab3ay Apyruil NyHKTY 3 JOMOBHHUTH CIOBaMH ...".

SIkwo 3MiHM O pO3MOPSAAYOrO AOKYMEHTa O(OPMIIIOIOTHCS Ha OKPEeMOMY
apkylli (apkyluiax), B NEPLIOMY IIyHKTI pO3IOpSAYO0l UYacTHHH Hakasy
(pO3MOPSLIKEHHS ) 3a3HAYAETHCS

"1) BHecTH 3MiHH H0... (101at0ThCs)".

®daxynbpTeTH, iIHCTUTYTH, CTPYKTYPHI MIAPO3AUIH, N0 BiIOMA SIKUX OBOJIUTHCS
Hakas, 3a3HauyaroThes Ha 3BOPOTHOMY OOLIl OCTaHHBOI CTOPIHKKM Hakasy (po3paxyHoOK
PO3CHUIIKH).

108. Sxmo g0 Hakasy noAaroThes Tabauni, rpadiku, GOpMH, CXeMH, IHCTPYKIIiT
TOIIO, TO iX O(QOPMIIIOIOTh HAa OKPEMUX apKyillax siK AOJATKH, a y BIAMOBIHUX
MyHKTaxX HaKa3y JaioTh MOCHJIaHHs Ha Ui JokyMeHTH. [Ipy upomy pekBi3uT "BiamiTka
PO HAsBHICTh AOJATKIB" MiC/s TEKCTY HE 0OPMIIOIOTh. Y Ci 10AAaTKU MOBUHHI OyTH
npoHymepoBasi. Ha koXHOMY JoIaTKy, y BEpPXHbOMY I[pPaBOMy KyTi IEPIIOro
apkylia, poOJsTh BiIMOBIAHY BIAMITKY 3 TOCHJAHHSM Ha Haka3, Horo pary i
peecTpaliiiHui iHl1eKc.

JloJaTky 10 HaKazy MiAnucye ado Bi3y€ KEPIBHUK CTPYKTYPHOIO HiApO3.ify,
1[0 MiArOTYBaB MMPOEKT HAKa3zy.

109. Haka3mu 3 0co0oBOro ckiany cniBpoOiTHHKIB OQOpPMIIIOIOTL Y BHUIVISIAL
iHIMBIOyaIbHUX 1 3BeleHUX. B iHAMBiMyalbHHUX Haka3ax MICTUTbCS iH(popMmallis
JIMLLE TIPO OJHOIO CiBPOOITHUKA, Y 3BEICHUX — IIPO KiJIbKOX HE3aJI€KHO BiJ TOrO, IiJ
siKi yHpaBJIiHChKI i1 BOHM MiANagaroTh (IPUHHSATTS HA poOOTY, NepeBeieHHsI Ha iHIILy
nocany (po6oTy), 3BiIILHEHHS TOLLO).

3MiCT iHOUBIIyaJbHOTO HaKaly 3 0COOOBOrO CKJIaly CTUCIIO BUKJIANAETHCS B
3arojIOBKY, sIKHH MOYMHAETHCS 3 MPUMMEHHHKA "TIpO" 1 CKJIAJAEeThes 32 AOMOMOIOK0
BifiecHiBHOTO iMeHHMKA, Hanpukiaan: "[Ipo npusHayeHHs... ", "[Ipo npuAHATTA...".
V 3BeJicHUX HakKazaX MOYE 3aCTOCOBYBATHCh y3araJlbHeHUH 3arojiOBOK, HAIPUKJIA:
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"[Ipo ocobosuii cknan", "[1po kaaposi muTaHHs".

Y TekcTi HakasiB 3 0coO00BOroO CKIady, sK IPaBUIIO, BIACYTHS KOHCTaTyl04a
yactuHa Ta cioBo HAKA3VYIO. Posnopsinuy yacTUHY Haka3y MOYMHAIOTE Ji€CI0BOM,
IO TOYHO TI03HAYa€ Jilo: HPI/II?'IH}ITI/I, ITPU3HAUYUTH, TIEPEBECTH,
3BUIBHUTH, BIAPAJUTHU, HANATH, OI'OJIOCUTH To1o.

Lli cnoBa ApyKyIOTh BEJIMKUMHU JliTepaMu 0e3 BIICTYIy BiA Mexi JiBOro mos,
MTICJIS HUX CTaBJIATh ABOKPAINKY. Y 3BelEHHMX Haka3zax 3 0COOOBOrO CKJIaAy MyHKTH
pO3MopsAI40i YacTUHHM Hakasy APYKYIOTh y Takidl MOCIIAOBHOCTI: MPUUHATTS Ha
poOOTy, NepeBe/ICHHs], 3BIILHCHHS.

[3 HOBOrO psiika NPYKYIOTh BEJIMKUMHU JIiT€paMy Mpi3BUILE MpalliBHUKA, Ha
SKOIO MOILUMPIOEThCS Nisl Hakasy, 1 Jani pSAaKOBUMH — iM's, TI0O 0aTbKOBI Ta TEKCT
Hakasy.

Y Hakasl npo npuszHadeHHs abo 3BUIbHEHHS MpalliBHUKA 3a3HAYA€ThCs TTOBHA
Aata (4Mcio, Micsiib, pik) GakTHYHOrO BUXOLY NpalliBHHKA Ha poOOTY (IpHITHHEHHS
TPYZLOBHX BIJHOCHH), pO3MIpH HOro mocajoBoro okjany BiAMOBIAHO IO IITATHOrO
po3nucy, Han0aBoOK Ta AOIIaT.

Y 3BeaeHuMX Hakazax 3 0COOOBOI'O CKJIaJQy [JO pO3MOPSIAYOl YacCTHHH
BKJIIOUYAETHCA 1HOPMALLis, O PO3MILLYETbCS Y TakKil MOCHiTOBHOCTI: IPUHMHATTS Ha
po0oTy, MepeBeNeHHs, 3BiIbHEHHS. | IpH IbOMY 10 OJTHOTO 3B€ACHOT0 HaKa3y HE MOXKE
BKJIIOUATUCS 1HGOpMaLis, sKa 3rifHO 13 3aKOHOJABCTBOM Ma€ pi3HI CTPOKHU
30epiraHHs.

JI0 KOXHOro TYHKTY 3a3HauaeThCsl MiAcCTaBa 1100 HOro ckiagaHHs (3asBa
NpaLiBHUKA, KOHTPAKT, AOIMOBI/HA 3aIlIMCKa, PILLEHHs aTecTaluidHOl KoMicii Too).
Cnoo "llincraBa" npyKylOTb BiA MeXi JIBOro Kpawo, a TEKCT dYepe3 OJHH
MDKPSIIKOBUH IHTEPBAJL.

[Tin yac o3HallOMJIEHHS 3 HaKa3oM (PO3MOPSIDKEHHAM), 3ralaHiMH Y HbOMY
ocobaMu, Ha TepuioMy I[PUMIPHUKY Hakazy YU Ha CIelialbHOMY OJIaHKy
IPOCTABJSIIOTHCS X MIANKUCH 13 3a3HAUEHHSIM AaTH 03HAHOMJICHHSI.

110. Haka3z HaOyBae YMHHOCTI 3 MOMEHTY HOro MiANMHUCaHHS Ta peecTparii, y
BU3HAYEHHUX BUMAJKaxX - ONyOiKyBaHHS, OMPUIIIOAHEHHS.

111. Haka3u peecTpyroTbCs 3a MOPSAKOM HOMEPIB y Mexkax KaJeHAapHOTo
pOKYy.

112. Opurinanyd HakasiB (pO3NOPSIXKEHb) 3 OCHOBHOI JiSJBHOCTI, 3i
CTYI€HTCHKUX IHTaHb, HAKa3iB PO BIAPSIKEHHS CIiBPOOITHHKIB, HampaBjeHHS
JIOKTOPAHTIB, aCHipaHTIB Ta CTYJEHTIB PEECTPYIOTHCS 1 30€pIraroThCsl y KaHLEPil.

113. OpuriHajin Haka3iB 3 0COO0BOI0 CKJIay CIiBPOOITHUKIB YHIBEPCUTETY, 3
0c0o00OBOr0 CKJaAy CTYJEHTIB PEECTPYIOThCs 1 30epiraioThesi y Bl KaapiB
YHIBEPCUTETY.

IIpoTokoau

114. Y mporokonax ¢ikcyerbes iHdopMauis Mpo XiJ BeIEHHS 3acifiaHb,
NPUAHATTS B yCTaHOBax pillleHb KOMICIIMH, IOpAJUMMH OpraHaMu, 300pamu TOLLO.
[IpoTokos ckiamaeTbcsi Ha MiACTaBi 3amuciB, 3po0seHUX Oe3MOoCepeHbO MiJ 4Yac
3aci/laHb, MOJAHUX TEKCTIB Ta T€3 AOMOBiAEH I BUCTYNIB, N0OBIIOK, IPOEKTIB PilIECHb
TOWIO.

115. Tlporokonn MOXyTb cCKlazaTucs B INOBHIH abo crtucaiit dopmi. Y
IPOTOKOJIAX, CKIAAEHUX Y CTUCIINA dopmi, PikCyIOTbHCS JMIle NPUMHATI PIllIEHHS, a
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HE XiJl OOrOBOPEHHS MATAHHS,

116. [Iporokon odopmisgeTbest Ha OnaHKy MPOTOKOY (3a HASBHOCTI TAKOToO
OnaHka) abo Ha 3arajibHOMY OaHKY YCTaHOBH, a Y pasi, koyik GJIaHKM He nependadeHi,
- Ha 4ucTOMYy apkyuli nanepy ¢opmary A4 (210 x 297 miniMeTpiB) SIK 3 KyTOBUM
(MepeBaXxKHO), TaK i 3 MO3A0BXKHIM PO3TAllyBaHHIM PEKBi3HTIB (10JaTOK 9).

117. JlaTor0 NMpOTOKOJy € Jara TMpOBEAEHHS 3acimaHHsa. SIkuio 3acimaus
TPUBAJIO KiJbKa OHIB, TO uepe3 THpEe 3a3Ha4arOTLCs IMepIUMd i OCTAaHHIM IeHb
3aciaHHs.

118. Homep (iHaekc) mMpoTOKOy TOBUHEH BiAIOBIJATH HOPSIKOBOMY HOMEDY
3acigaHns. Hymepauis npoTokouiiB BeAEThCs B MEXKaX KaIEeHIaPHOr0 POKy OKPEMO 3a
KOXXHOIO TpYIOK MPOTOKOJIB 3aCillaHHs BiJIOBIHOrO KOJIETiaIbHOTO OpraHy:
KoJlerii, TEXHIYHHX, HayKOBHX, EKCIIEPTHUX KOMICiH, paa Towio. Y pexBisuTi "Micue
3acifaHHA" 3a3HaYa€eThCsl HA3Ba HACEICHOTO MYHKTY, B IKOMY Bia0Oys10cs 3acimaHHs.

119. 3aronoBok 10 TEKCTy NMPOTOKOJIY MOBHHEH BigoOpa)kaTd BHJ 3acifaHHA
(Hapana, 300pH, KOH(pepeHUis TO110) abo KoleriaabHOI AisUTBHOCTI (KOJIeris, KoMicis,
pazna, poboua rpyrma Toulo) i BKJIOYATH Ha3BY BUIY JOKYMEHTA.

120. TekcT NpOTOKONY CKIAAAETHCS 3 BCTYITHOT TA OCHOBHOI YaCTHH,

121. ¥V BCTynHIN 4acTHHI MPOTOKOJY 3a3HAYAIOTHCS MPi3BHILA Ta IHilliad IMeH]
roJIOBH ab0 rOJIOBYIOYOT0, CEKpeTaps, 3arpolIeHNX, 8 TAKOXK NPUCYTHIX 0Ci0.

Y chnucKy NpHCYTHIX 3a3HadaroThess B alipaBiTHOMY MOPSAKY CIOYATKY
NpI3BUIIA Ta IHILIANM TNPHCYTHIX MOCTIHHUX UJEHIB KOJIEriaJIbHOrO opraHy 0e3
3a3HAYEHHA [0Ca, IOTIM - 3aPOLLEHHX OCi0 13 3a3HaYeHHAM I10cal Tay pasi notpedu
HallMEHYBaHb YCTaHOB. SKILIO KIJIbKICTh MPUCYTHIX NepeBHUIILy€e 15 0cibd, 3a3HaYa€THCs
iX 3arajJpHa KiIbKICTh 3 MOCHJIAHHSIM HAa CIMCOK TMPHUCYTHIX, IO JOJAETHCS JIO
POTOKOJY.

BeTynHa yacTHHa BKIKOYAE MOPSJAOK JEHHUH - Tepesiik pO3MISHYTHX Ha
3aciJlaHHi MWUTaHb, 10 PO3MiLIEH] y MOPSAAKY 1X 3HAYYLIOCTI, i3 3a3HAYEHHSIM
J0TOBiJaua 3 KOXKHOTO nUTaHHs. [Topsiiok A€ HHUI HaBOAUTHCS HATPUKIHIIL BCTYITHOL
YaCTHUHM.

Cnosa "llopsaok aeHHHH" APYKYIOTbCSl BiJ MEXI JIBOrO MOJS, MICIS HUX
CTaBHTbCA JBOKparnka. KoskHe MHUTaHHS HyMepyeTbCs apaOChkumy Ludpamu i
IpyKyeThesl 3 ab3amy. @OpMyBaHHS IHTaHb y MOPSAKY JEHHOMY IIOYMHAETHCS 3
npuiimenHuka "Ipo".

122. OcHOBHa 4YacTHHA MPOTOKONY CKJIAAA€TbCs 3 PO3JiNiB, siki MOBUHHI
BIAMOBIZATH IYHKTaM TOPSAKY JEHHOTO. Po3ninM HymepyroTbes apabCbKUMH
uudpamu 1 OyAyrOThCS 38 TAKOIO CXEMOKO:

CIYXAJIM - BUCTYIIMJIIM - BUPIUWIM  (YXBAJIWIY,
ITOCTAHOBUWJIN).

3a3HayeHi ClIoBa APYKYIOThCS BEIMKUMHU JiTepaMu 0€3 BIACTYIy Bif MEXi
aiBoro mouist. [1icyst cniB CTaBUTHCS ABOKpAIKa.

123. Ilicns cnoa "CJIYXAJIM" 3a3HayaerbCcss TEKCT BUCTYIy OCHOBHOI'O
nonosigaua. [pisBuile Ta iHidiad iMEH] KOKHOrO JOIMOBiAa4Ya APYKYHOThCS 3 HOBOTO
psnka. TeKCT BUCTYIY BUKIQJAEThCs Y TPETid 0c00i OXHUHH.

Tekctu abo Te3M JOMOBI/I Ta BUCTYIIB, 0OpPMIIEHI K OKpeMI JOKYMEHTH, 10
TEKCTY MPOTOKOJY He BKJIKOYArOThCs. ITicis BiioMocTed npo J1onoBifaya CTaBUTHCS
Tvpe i 3a3HavaeThes: "TekeT KonoBial (BUCTYIY) JOAAETLCS O IIPOTOKOTIY".
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124. Iicns cnosa "BUCTYITUJIN" dhikcytoTbest BUCTYIIH THX OCi0, sKi B3sUIH
y4acTb B OOroBOpeHHI JomnoBifi. Buctynu o¢QopMio0TECS Y MpoToKonmi i3
3a3Ha4Y€HHAM 110Ca/l, NPI3BHLL Ta iHiLialy iMEeHi TPOMOBLIB Y HA3UBHOMY BiAMIHKY, a
TaKOXK 3 BHUKJIAQJEHHAM 3MICTYy NUTaHHA Ta BiANOBiZeH Ha HBHOTO. 3MICT BHCTYIIIB
BUKJIAA€ThCS BiJ TPETHOI OCOOM OJHUHH.

125. ITicnsa cnosa "BUPIIHAJIA" ("YXBAJIMJIN", "TIOCTAHOBHWJIN")
(QIKCY€TbCS TpUHHATE pilleHHS 3 OOTOBOPIOBAHOTO NHTAHHS MOPAAKY AEHHOTO.
Piluenns noBuHHe OyTH KOHKPETHHM i BKJIIOYATH CKJIaIHHKH, 110 BiANOBINaOTH Ha
TaKi MUTAHHS: KOMY, 10 3pOOUTH 1 B SIKHH TEPMiH.

PienHs, wo MicTATh KifbKa MUTaHb, NOAUISAIOTh Ha IIYHKTH | NiAMYHKTH, SKi
HYMEpYIOThCS apabcbkuMu LHppamu. [linnyHKTH HymepyrThcs uudpamu 3
JYKKOIO.

126. ¥V pa3i koau Ha 3acifaHHi NpUIMAaeTbCs PILLIEHHS MPO 3aTBEPIKCHHS
JNOKYMEHTa, sKHA OOroBOpIHOBaBCS Ha 3acigaHHi, UEH TOKYMEHT [OJA€EThCS JIO
MPOTOKOJY i B HbOMY POOUTHLCS MOCUIAHHS Ha HOMEP i JaTy NPOTOKOJIY. 32 HAsBHOCTI
IHILKX JJOKYMEHTIB, L0 PO3IJISLIAJIUCS Ha 3acijaHH] Ta pakT 0OrOBOPEHHS SIKUX OYJI0
3a()iKCOBAaHO y TEKCTI IPOTOKOJY, BOHH HYMEpPYIOThCs apabCbkuUMH IubpamMu
([omatok 1, onatox 2). Y BiIMOBIAHWUX MyHKTax MPOTOKOJNY POOUTHCS MOCHJIAHHS
Ha Ui JOJATKH.

Pexsi3ut "BiamiTka npo HasBHICTh JOJATKiB" HAMPUKIHII TEKCTY MPOTOKONY
HE 3a3HAYAETHCS.

127. TIpoTokoJl MiAMUCYETLCS TOJIOBYIOUMM Ha 3acCiiaHHi KoJeriaJlbHOro
OpraHy Ta CeKpeTapeM.

128. Konii npoTokojiB ab0 BUTArM 3 HUX 3aCBiAYYIOTHCS MEYATKOK BiIIiTy
JUIOBOJCTBA 1 HAICKUJIAIOThCS Y pa3i NoTpeOU 3alliKaB/IEHUM yCTaHOBaM, [10CAJOBUM
ocobam, mpauiBHukaM. CHHCOK PO3CUIKH CKJIaJae 1 MIONACYE CeKpeTrap
KOJIeT1aJIbHOTO OpraHy.

Cay:x060Bi JiucTH

129. Cnyx60Bi JHCTH CKIaalOThCsl 3 METOK OOMiHY 1H(MOpMaUi€o Mix
YCTaHOBaMH SIK:

BIAMOBIMI PO BUKOHAHHS 3aBllaHb, BU3HAYEHUX B aKTax OPraHiB AepKaBHOI
BJIaJ1, TOPYUEHHSX BUUIUX NOCaJOBUX OCIO;

BIJIMOBI/I HA BUKOHAHHS IOPYYEHb YCTAHOB BUILIOTO PiBHS,

BIJIIIOBIZI HA 3aMUTH HIIWX YCTaHOB;

BiJINIOBi/1i HA 3BEPHEHHS I'POMA/IsH;

BiJIMIOBI/II Ha 3aIUTH Ha iHQOpMaLito;

iHILIaTHUBHI JIUCTH;

CYIIPOBIJIHI JIUCTH.

130. Ciy>x60BUil THCT OQPOPMIIIOETHCS Ha CIELIaNbHOMY AJIS JIUCTIB OJaHKY
dopmary A4 (210 x 297 minaimeTpiB).

131. Jluct mae Taki peKBi3WUTH: JaTa, peecTpaliiHUN 1HAEKC, NIOCHUIaHHs Ha
peecTpalidiHUl iHJEKC i JaTy JOKYMEHTa, Ha sSIKMU JaeTbCs BIANOBIAb, aJpecar,
3arojIOBOK 10 TEKCTY, TeKCT, BiAMiTKa MpO HAsBHICTH AOAATKIB (y pasi moTpedu),
MiAnyc, BiAMITKa PO BUKOHABLS.

JlaToro JIMCTA € AaTa peecTpallil BUXiIIHOT KOPECHOHIEHL].
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132. OCHOBHHMM DEKBI3UTOM Cily’)OOBOIO JIUCTA € TEKCT, 1110, K NPABHIIO,
CKJIAJIA€THCA 3 IBOX YACTHH. Y MepIliil YacTHHI 3a3HAYAETHCSA MPUUKHA, NTizicTaBa a6o
OOIDYHTYBAHHS ITiATOTOBKHM JIMCTA YH HABOAATHCS [OCHJIAHHS Ha JOKYMEHTH, 11O
Oyl¥M mNiAcTaBoO s HOro ckiajeHHs. Jlpyra 4YacTHHA BKJIKOYAaE BHUCHOBKH,
NPONO3ULIT, MIPOXaHHs, PILIEHHS TOLIO, SIKi PO3MIlllytOThCS 3 ab3alry.

133. V nucTi nopyuryeTsest OAHE ITUTAHHS.

TexcT nUCTa BUKIAAAETbCS BiJ NeEpLIol 0COOM MHOXHHH 3 BHKOPHUCTAHHSM
CJ1B: "IIPOCHMO MOBIJOMHUTH...", "pO3'ICHIOEMO, 1110..." 200 Bi TPETHOI 0OCOOH OIHUHU
- "VHiBepcuTeT iHpopmye...", "YHIBEpCUTET BBaXKac 3a JOLLIbHE".

Cny>x00B1 IMCTH NIANUCYIOThCS BiANOBIAHO 10 nyHKTY 17 1iel [HcTpyKii.

HoxymeHnTH BueHoi paau YHiBepcurery

134. ByeHa pana yHIBEpCHUTETY Ha CBOIX 3aCilaHHSIX PO3IJSAAE MHTAHHS
peasizauii aep>kaBHOI MOJITHKK B ragy3i HaUiOHAJBHOI OCBITH, CIIPAMOBAHOI Ha IT
BIAPOJUKEHHS, 3a0€3ME€YeHHs CYCIHIJIBHOrO BHPOOHULTBA  KBaJli(hikOBAaHMMH
NpaLiBHUKAMU Ta CIeliallicTaMU, 3MiHCHEHHS KOHTPOJIO 3a AOTPMMAaHHSAM AaKTiB
3aKOHOZABCTBA 3 LMX [MTaHb B YCIX CTPYKTYPHHUX MiJIpO3AiNax HE3aeXHO Bij
MANOPSAKY BAHHS.

135. Pobota Buenoi paau 3a1iCHIOETHCS BIAIIOBIAHO 10 3aTBEPIKEHOTO TIAHY
Ha OJMH HaBYaJbHUM pik. Y pasi HaraabHOI HEOOXIAHOCTI PO3TNSHYTH IMTAHHS
CKJIMKA€EThCs Mo3adeproa Buena paga.

136. IInan poGoTH BueHOT paau cknaiaoTh 3a TaKO GOPMOIO:

Jlata 3acigaHHs 3MICT NUTaHHS BingnosigansHuii 3a
MiArOTOBKY MaTtepiary

1 2 3

137. Ilnan pobotu BueHol panu rotye BueHui cexperap BueHol pagy Ha OCHOBI
NPOTO3UILIA CTPYKTYPHUX MiAPO3MiNiB, MOAAaHUX He Mi3Himle, sk 3a 20 AHIB 10
o4aTky HaBYaJIbHOIO POKY.

[lpoekt mnaHy pobGoTu BueHOi pagu Ha HaBUalbHUN PIK po3MUisiAacThes H
OCTATOYHO NPUHUMAETHCS Ha MEepLIOMY NJIAHOBOMY 3aciflaHHI BueHol paau, micist 4oro
3aTBEPAXKYETHCS PEKTOPOM Y HIBEPCUTETY.

138. 3MiHH 70 3aTBEPIKEHOrO MJIaHy poOOTH BHOCSITHCS PILLIEHHSIM T'OJOBH
BueHol pany 3a MoJaHHsIMH KEPIBHUKIB CTPYKTYPHHUX [MiPO3AUIIB YHIBEPCUTETY 3a
MOTO/DKEHHSM MTPOPEKTOPIB, 3a AKUMU 3aKpPirIeHO BiANOBIAHI MiAPO3AiIY.

139. Marepianu 4eproBoro 3acilaHHs BueHOI paau IOJAIOTbCS BUEHOMY
cexperapto BueHoOi pajy He mi3Hile sk 3a M°sATb poO0YUX AHIB 10 AHS 3acigaHHs. [[o
HHUX BXOJSTh:

- KaapOBi MHUTAHHS: MPUCBOEHHS BUEHUX 3BaHb;, 3aMIiILEHHS
BaKaHTHMX 10Ca]l HAyKOBO-NIEAaroriYHUX MpalliBHUKIB; 3aMIILIEHHS BAKAHTHUX 110CAL
HayKOBHUX IPalliBHUKIB;

- OCHOBHI NUTaHHS: MPOSKTH yxBaj BueHoi paau i3 3a3HaYEHHAM
BHKOHABIIIB JOPYU€Hb, CTPOKIB BUKOHAHHS, MiAPO3iiB I NPI3BULL [10CAAOBUX OCIO;

- HOTOYHI TMUTAHHA: IPOEKTH PO3NOPSAYMX [OKYMEHTIB Ta
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IHCTPYKTUBHUX JIMCTIB, MepefdaueHuX yxBajlol BueHO! paau; CMCOK HAyKOBHX
NPaliBHUKIB U y4acTi y KOHKypci Ha 3100yTTst [lepkaBHUX mpemiit Ykpainwu;
CIIMCOK 0CiO Ha 3100yTTA Npemil, Meaanei, rpaHTiB, CTUNEHMI; iHbOpMaLis 11po
pesyapraty [locTiiiHux komiciii BueHoi pagu ¥ iHiui MUTAHHS, 1O BXOISATH 10
KomrneTeHii BueHol panu;

- CITMCOK 0¢10, K 3anpollylOThes Ha 3acimaHHs Buenol paau i3
3a3HAYEHHAM IIpi3BHILA, IMEHI, 110 0aTbKOBI (MOBHICTIO), TIOCAAHM i Micist poGOTH.

Ha 3aciganns Buenoi paau 3anpounyroThest 0co0H, siKi MaroTh Oe3nocepenHe
BIIHOLIEHHS JO IIMTaHb, 110 pPO3MVISANAIOTh. BUKIMK 1uX O0cCi6 (3anpolieHux)
301HCHIOIOTH BIAMOBIAHI MiIPO3/AIIH 32 CIMCKOM, 3aTBEPAKEHUM KEPIBHUKOM JIAHOI'O
MiAPO3IITY.

140. Buenuii cexkperap BueHOl pajau KOHTPOJHOE CBOEYACHICTH ITOAAHHA
JOKYMEHTIB Ha pO3IJIsi] Ta NepeBipsi€ MPaBHJIbHICTb TX 0OPMIICHHS.

141. Marepiann no 3acigaHHs BueHoi pagu noBuHHI OyTH mignucai
KepIBHUKOM MIAPO3AiNY, SKMH BHOCHTH 1X Ha PO3IIsi, | 3aBi30BaHi MPOPEKTOpaMH 3a
HaIpSIMOM.

Buenuit cexperap BueHol panmu mae npaBo He IpUMaru Mmartepiaid 06e3
J03BOJIY I'0JIOBH ByeHol paau.

142, BinnoBiganbHICTh 3a CBO€YACHY Ta SIKICHY IIArOTOBKY JOKYMEHTIB 10
3acifaHb BueHOI panu Mok/najgaeTbCss HA KEPIBHUKIB BIAMOBIIHUX CTPYKTYPHHX
MiApO3a1IIB Y HIBEpCUTETY.

143. ¥V pasi nopyllueHHsl BCTAHOBJIEHOTO MOPSJKY MiATOTOBKU JOKYMEHTIB J10
po3risny Ha BueHiil paai YHiBepcUTETY BUEHUU cekpeTap AONOBiAae roiosi BueHoi
pany, IKUi BUpillye, uu Oy/ie Lie MTUTAHHS PO3IVIAIaTUCs Ha 3acilaHHi, uu Oyze 3HsTe
3 NOPSAKY JEHHOTO.

144. 'V pa3i npoBeleHHs 3aKpUTOro 3acifiaHHs BueHol paau (3aKpHUTOro
OOrOBOpPEHHSI OKpEMHX IIUTaHb) MIATOTOBKA JIOKYMEHTIB 3[IMCHIOETBCS 3
JOTPUMAHHSIM YCTaHOBJICHUX NPaBUil poOOTH 3 TOKYMEHTaMH OOMEXEHOro JOCTYITY.

145. Marepianu a1 TUpaKyBaHHs IepEAAIOTLCS y cekpeTapiar BueHol paau
ocobaMy, BIANMOBINaTIbHUMU 3a MiATOTOBKY A0 3acifaHHs BueHol paau, He mi3Hilne
HiXk 3a 5 poOOUMX JTHIB 0 YEPrOBOro 3aCiIJaHHsl.

146. CexperapiaT Buenoi paau 3ade3neuye:

- TIONEpPeHIO PO3CHIIKY MPOEKTHUX MatepiajiB 0 4eproBOro 3aciaHHs
BueHOI paau €1eKTPOHHO MOLITOK 4ieHaMm BueHoI paau 3a mocaaoro, siki MaroTh
MepcoHaNbHY  €leKTpoHHY  azapecy.  KepiBHMKH  (aKyJbTETiB/iHCTUTYTIB
3a0e3neuyloTh nepegady LUX MaTepiajiB wieHaMm BueHol paau - BHOOpHUM
NpeJCTaBHUKAM BiJ] CBOIX MiJApPO3ALIiB;

- TUpaXyBaHHS MaTepiasiB 0 4eproBoro 3acilaHHs i mepeaauy ix uieHam
BueHol paau i3 MOpsSAKOM JI€HHUM Y€ProBOro 3aciaHHsl.

147. PilueHHssMu BueHoT panu € yxBaiiu, pe30JroLii, 3BEpHEHHS, 3as1BH, a TAKOX
NpOLEAYPHI Ta iHIUI PIICHHS, O 3aHOCATHCS 10 IPOTOKOIY 3acigaHb BueHoi paau.

148. [Tpotokon 3acinanus BueHol pagu rotyersest BOpoaoBxk 14 pobounx aHIB
micyst koxxHo1 BueHoi panu.

149. Tlporokonu 3acifiaHHs BueHOI paan MarOTh MOPSIIKOBY HyMeEpalilo B
MEKax HaBYaJILHOIO POKY, 1X MiJANUCYE rojioBa 1 BUeHUH cekperap BueHol panu.

150. MoompaitoBaHHsl yxBajl BueHol paiu 3 ypaxyBaHHSIM 3ayBaK€Hb 1
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IIpONO3MLIH uneHiB BueHol paay 3aiHCHIOIOTE BiANOBIAHI Miapo3ainu ado ciyx6oBi
0co0H B 5-TH AE€HHHH CTPOK, AKLIO BUEHOIO pajiolo He BCTAHOBEHI iHIII CTPOKH.

151. JloonpatbOBaHi JOKYMEHTH BUEHUH cekpeTap Mepenae Ha Iianuc rojosi
Buenoi panu.

152. Opurinan yxsanu BueHoi paau 30epiraethest y cekperaps BueHol pai i
posmilyetbes Ha WEB-caiiTi Buenoi paau.

153. 3aTtBepakeHi peKTOpOM yxBaiu BueHol paau THPaXyIOThCS 1 pO3Aat0THCs
ujeHaMm BueHoi panu.

154. Buenuit cexperap BueHol pany BUKOHYE 1| KOHTPOJIIOE€ BUKOHAHHS PillIcHb
BueHol panu.

JIOKYMEHTH Npo cay:k00Bi BiApsiAsKeHHS

155. Cnyx00B1 BiApAAKEHHS IpaliBHUKIB YHIBEPCUTETY 3IiHCHIOIOTHCS Y
BIANOBIAHOCTI 3 IUIAHOM POOOTH YHIBEPCUTETY 3 YpaXyBaHHSM acUrHyBaHb 3a
KOLITOPUCOM BUTPAT Ha BIJIPSJPKECHHSI.

156. SIxmo BuHKMKae notpeda y BIAPAJKEHH] NpaliBHUK [I0JA€ 3asBy Ha iM’s
pEKTOpa, MPOPEKTOPIB, BKA3YE KYAU, HA KU CTPOK, 3 AKOK METOO i 3a SIKi KOLITH Ta
3 Bi3010 Oe3nocepeiHbOr0 KepiBHHUKA.

3asiBa pa3oM 3 MAKeTOM JOKYMEHTIB Ha BIAPS/DKEHHS Ta Bi30I0 IMJIaHOBO-
(1HAHCOBOroO BIAAINY (SIKILO BiAPSKEHHS 3/IHCHIOETHCS 3a KOINTH YHIBEpCUTETY)
MOJA€ETHCS HA 3aTBEPKEHHSI MPOPEKTOPY 32 HanpsiMOM poOOTH He Ti3Hille HiX 3a
4OTUPU poOOUI IHI 10 AHS BIAPAIKEHHS.

157. Tlicns MOromKeHHs 3asBM  KaHUEJSApis TOTy€ TIPOEKT Haka3ly Ha
BIAPSKEHHS MO YKpaiHi.

ITpoekT Haxazy npo BIAPSAIKEHHS 3 KOPIOH TOTY€E MI>KHAPOAHUM Biadif.

158. TlocBimyeHHs TPO BIAPSIXKEHHS BUJAE KAHUEIAPIA IMCJS IigmucaHHsa
Haka3y peKTOpOM YHIBEpCUTETY.

159. Tlicns 1nOBepHEHHS 3 BiAPS/KEHHsI MpaliBHUK y TPUACHHUM CTPOK
CTaBUTh BiIOUTOK PO NPpUOYTTs B KaHLEJISIPii Ta TOMOBI1a€ MPO BUKOHAHHS 3aBIaHHS
KEepiBHUKY CTPYKTYPHOTO MiAPO3IALITY.

KepiBHHK CTPYKTYpPHOIO NiAPO3aidy NiATBEPIKY€E BUKOHAHHS 3aBJaHH 1 Bi3ye
aBaHCOBUH 3BIT, AIKMUH pa3oM 3 IMOCBIAUEHHSM IIPO BIAPSIDKEHHs MEepeaacThes 0
OyXrajaTepcbKoi cilyOu YHIBEPCUTETY.

160. BigMITKH y MOCBIJYEHHAX Npo AaTy npuOyTTs 1 naty BUOYTTA 0ciO, ski
NPUDKIKAKOTE 10 YHIBEPCUTETY, CTABJIATHCS CEKPETAPEM BiNOBIAHOTO (aKyJbTETY
Yy MiAPO3ALTY i 3aBIPSIOTHCS MEUATKOK B KaHLEAPIT.

I1I. Oprani3zauiss 10KyMeHT0006iry Ta BHKOHAHHS JOKYMEHTIB

Bumoru moao pauionanizauii 10KymMmeHT000iry
161. lIokyMeHTOOOIr VYHIBEpCUTETY — L€ IPOXOIKEHHS! JOKYMEHTIB B
YHIBEPCHTETI 3 MOMEHTY iX CTBOpPEHHS a00 OAep aHHs IO 3aBEPILECHHS BUKOHAHHS
a0o BiANpaBICHHS.
JIOKYMEHTH He3aJleXHO Bia cnocoly Qikcallii Ta BIATBOpEHHs 1HQoOpMmaLil
MPOXOJSATh 1 ONpallbOBYIOTBCS B YHIBEpCUTETI HA €IUHHUX OpraHizaliiHUX Ta
MpaBOBUX 3acajiax OpraHisailii JOKyMeHTOO0OIry.
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162. EdexTrBHA OpraHisallis J0KyMEHTOO00Iry nepeadayac:

NPOXOJKEHHS JOKYMEHTIB B YHIBEPCUTETI HAWKOPOTIIIHUM IILJISIXOM;

OZHOPA30BICTh  oOnepauif 3 OMmpaliOBaHHS JOKYMEHTIB, YHUKHEHHs
AyOII0BaHHS Mij yac poOOTH 3 HUMU;

LEHTpaNi3alilo, 30CEpPEKeHHS] 3MIMCHeHHS OJHOTHIIHHMX oOnepauii 3
JOKYMEHTaMH B OJTHOMY MiCIIi.

163. ITopsaox  1OKyMEHTOOOIry — pernaMeHTyeTbest L€  [HCTpykiicro,
CratyToM VYHIBEPCHUTETY, MOJOXEHHAMH TNpPO (PakylIbTeTH, IHCTHTYTH Ta
TIOJIOKEHHAMM IIPO CTPYKTYPHI MIAPO3A1IH, T0CAJOBUMHU iHCTPYKLISAMH MPaLliBHUKIB
BIANOBIHUX CTPYKTYPHHUX MiAPO3ALIIB.

OO0k 00CsAry TOKYMEHTOOOITrY

164. OOcAr noxyMeHTIB YHIBEpCHTETYy — Lie CyMapHa KiJIbKiCTh OTPMMAaHMX
(BX1IHHMX) | CTBOpEHHS B YHiBepcuTeTi (BHYTpIlIHIX, BUXiIHMX) JOKyMEHTIB 3a
NeBHUH Nepioj (KBapTan, pik).

165. TlizpaxyHOK KiNbKOCTI OKYMEHTIB 3JiHCHIOETBbCS 3a peecTpauiifHuMu
dopmami 1 MicLsIX 1X peecTpallii. 3a OMUHUIIIO 00Ky OepeThbCsi JOKYMEHT.

IlpuiiMaHHs Ta nepBHHHE ONPAaUIOBAHHS 10KYMEHTIB, L0 HAAXOAATH A0
YHiBepcuTeTy
[IpuiiMaHHs1 1IOKYMEHTIB

166. Bes kopecnoHAeHUIs, WO HaAXOAWTb 10 YHIBEPCUTETY, NMPHHAMAETHCS
LEHTPai30BaHO — B KAHUENAPil YHIBEPCUTETY.

167. JlocTaBka JOKYMEHTIB A0 YHIBEPCUTETY 3MiHCHIOETHCS, SIK MPABUJIO, 3
BUKOPHUCTAHHSM 3aC001B MOLUTOBOIO 3B'A3KY 1 €JIEKTPO3B'A3KY, a4 TAKOX Kyp'€pChKOIO
Ta QeNba'erepchbKoro Ciyx0aMu.

Uepe3 mnowTOBE BiAJiJICGHHS JOCTaBISETHCS TIMCHbMOBA KOPECTIOHACHILs,
MOLITOBI KapTKH, OaHAEpO, ApiOHI NaKeTH.

KopecnoHzieHLiss TaEMHO, CYTO Ta€MHO, [HOCTaBISETbCA KYyp'€PCHKOK Ta
dbenba’erepehbkor CIIy)k0aMu 10 PEXKUMHO-CEKPETHOrO BIAAUTY Y HIBEPCHTETY.

PoboTa 3 He3apeeCTpPOBaHUMHU IOKYMEHTAMH HE JO3BOJISIETHCS.

168. IlpencraBHrkaM MIANPUEMCTB, YCTAHOB Ta OpraHisailliii IOKyYMEHTH
MoAaTH 0COOMCTO MOKHA MIPU HAsBHOCTI peeCTPy nepenadi JOKyMEHTIB.

V peecTpi MpauiBHUKOM KaHUESAPIl MPOCTABISETHCS BiAMITKA PO NPUHAMAHHS
KOPECIIOHEHLIT.

BigMiTka mnpo mnpuiMaHHS KOPECMOHACHLI Ha KOMisX JOKYMEHTIB HeE
CTaBUTHCH.

[IpauiBHMKaM YHIBEPCUTETY HE3aJE€XKHO BiJ I1X CIly)kO0BOro MOJIOKEHHS,
3a00pOHSETHCS TPHUMMATH KOPECMOHJAEHIIIO 0e3MocepeJHbO Bl NpPEICTaBHUKIB
IHIIKMX yCcTaHOB 0€3 peecTpallii.

JloBiaxoBa iHdopMalis Mpo HAAXOMXKEHHS, PEECTpalLilo Ta MOJAJBIUHN pyX
JIOKYMEHTIB HaIa€ThCsl 110 TENEPOHY.

169. Best kopecrnionieH1is, 110 HaAiliia Ha iM’ sl peKTopa BiJl OpUIMYHUX 0Ci0
200 (i3MYHHUX OCi0 pPO3KPHUBAETHCS 1 PEECTPYETHCS B KaHLEJAPIL, 32 BUHATKOM THX,
II0 MAaloTb Hamuc "OCOOHCTO", BOHM I€pPEAAlOThCsl OE3MOCEPEJHbO anpecaTy B
HEpO3KPUTOMY CTaHI.

170. EnextponHi Hocil iHpopmallii 000B's13K0BO MMepeatoThes i3 CyNpOBIAHUM
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aucroM. [lim dvac npuiiMaHHA TakMX JOKYMEHTIB OINpPAllbOBYEThCA TUILKH
CYNPOBIAHUH JIUCT.

171. ¥V pa3i HagXO[KEHHs AOKYMEHTIB, HaAiclaHUX (aKcoM, MepeBipsAeThCs
3arajibHa KiIbKIiCTh apKyIUiB Ta BIANOBIAHICTH TX Til KiJILKOCTI, IO 3a3HaYeHa Ha
NEPLUIOMY apKylli, a TakoX HajlexHa SKICThb Apyky. Y pasi ojepxaHus
(aKCUMIIBHOTO NOBIJOMIIEHHS HE B IOBHOMY 00cCs3i a0 3a HasiBHOCTI TEKCTY
HEHAJIE)KHOI AKOCTI JOKYMEHT HE PEECTPYETHCA i PO I1e 000B'SIBKOBO iHHOPMYIOTh
BiJIIIpaBHUKA.

[Tpn pO3KpUTTI KOHBEPTIB MNEpeBips€TbCd IX LIMICHICT, Ta BiAMOBigHICTE
HOMEpIB Ha JOKyMEHTaX i KOHBepTax. SIKLIO BUSIBJICHO BiACYTHICTh JOKYMEHTA abo
JOJATKIB JO HBOIO, HEBIAMOBIIHICTH HOMEpAa HA KOHBEPTI HOMEPY HOKYMEHTA,
BIACYTHICTb MIAMUCY, CKJIQAAETBCS aKT y J[ABOX MNPUMIPHHKAX, OOUH 3 SKHX
HaJCUJIAETbCS BiTIPABHUKY, a IPYTUH 3a71U1IA€ThCS B KaHIIEIAPil.

Y pasi nowkomKeHHs KOHBEPTa pOOUTHCS BIAMITKA Y MOIITOBOMY PEECTpi Ta
Ha KOHBEpTI.

KonBepTu 30epiratorsesi i 10AAIOTLCS 10 JTOKYMEHTIB y THX BHIAAKAX, KOJIH
JMLIE 3a KOHBEPTOM MO’KHA BCTAHOBUTH aApecy BiJNpaBHUKA, YacC BiANpaBjieHHS i
OJepXaHHs [NOKyMEHTa a00 KOJIM y KOHBEPTI BIJICYTHI OKpemi JOKYMEHTH 4H
BCTAHOBJICHO HEBIJMOBIIHICTh HOMEPIB IOKYMEHTIB HOMEpaM Ha KoHBepTi. Konseptn
000B’SI3KOBO JI0JIAl0ThCSl 10 CYJOBHX CIIPaB, MO30BHUX, anesliiHUX, KacalidHuX
3as1B Ta B IOPSIAKY HaMJIAy 3a CKapraMu rpoMajisiH.

172. HenpasuibHO opopmileHi (He mianucani, He3acBi4eHi), OIIKOHKeH] a00
HadiclaHl He 3a aJpecord JOKYMEHTH TIOBEpPTalOThbCsA  BiinpaBHUKY abo
MePEeCUNIAI0THCS aIpecaToBi.

ITonepeaniii po3ryisaa 10KyMeHTIB

173. Best kopecnoHAeHIIs, O HAAXOAUTh 10 YHIBEPCUTETY Ha iM’s peKTopa,
KEPIBHUKIB MIAPO3MLIIB, KpiM JHCTIB 3 Hanmucom “Ocobucro”, migisarae
000B’SI3KOBOMY PEECTPYBAHHIO.

[lonepenniit po3rnsy MOKYMEHTIB, IO HaAXoAsTh 3 BepxoBHoi Pasw,
Anminictpauii [Ipesunenta i Kabinety MinicTpiB Ykpainu, iHIIMX YCTAHOB BHILOTO
piBHsI Ha IM’sl peKTOpa, peecTpallist 3A1MCHIOEThCS KaHLESAPie0 YHIBEPCUTETY.

174. MeToto nonepeaHboro po3nisily JTOKYMEHTIB € pO3MOAIICHHS 1X Ha Ti, 1110
notpedyroTh 00OB’SI3KOBOr0  pPO3MVIALYy KEPIBHMUTBOM BIAJITY, CTPYKTYPHHX
niApo3auviiB  ado BHUKOHABLSIMH  BIANOBIAHO 10 (YHKUIOHAJIBHHX 00OB’S3KIB,
BU3HAUEHHs] HEOOXITHOCTI peecTpalii JOKyMEHTIB, @ TAKOX BCTAHOBJICHHS TEPMIiHiB
BUKOHAHHA JOKYMEHTIB, Kl [MEpPelaloTbCs CTPYKTYPHUM MIAPO3IiNaM  4u
0e3nocepeiHiM BUKOHABIISIM.

175. [lonepeaHit po3riasa AOKYMEHTIB MMOBUHEH 3/IMCHIOBATHUCS y JOEHb
oJiepaHHs abo B replivi poboUYMi eHb y pa3l HAAXOIKEHHS 1X Y HEpoOOUUuH yac.
PakcorpaMu, TeleGOHOTPAMH PO3MJISNAKOTLCS 1 IEepeJaloThCsl 38 NPU3HAYCHHSIM
HeranHo.

176. Ha po3riisia pekTopa Ta IpOpEKTOPIB MEPEal0ThCsl 3aKOHU Y KpaiHH, aKTH
Ta KopecnoHAeHUiss BepxoBHoi Pagu Ykpainu, IlpesuneHra Ykpainu, KaOinety
MinicTpiB YkpaiHu, IHIIMX OpraHiB BHKOHABYOI BIAAM, OpPraHiB MiCLEBOro
CaMOBpSZIyBaHHs, a TaKOX HalBaIuBillll JOKYMEHTH 3 IIMTaHb disIbHOCTI
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YHIBEPCHUTETY, sIKi TOTPEOYIOTh BUPILICHHS KEPIBHULITBOM.
[HII JOKYMEHTH NEPeAaroThCsl y CTPYKTYPHI MiAPO3MiaH i BAKOHABLSAM.

PeecTpauist 1oKymMeHTIB

177. Peectpanis OOKyMeHTIB - 1e ¢ikcamis ¢akTy cTBOpeHHS abo
HAIXOKEHHs JOKYMEHTA LLUISIXOM NPOCTABJISIHHS HA HbOMY YMOBHOTO IMO3HAUEHHS —
peecTpallifHOro HOMepYy 3 T[OJAJIBIIUM 3allHCOM Y PEECTpaliiiHOMY IKypHAai
HEOOXiIHUX BIIOMOCTEH PO JOKYMEHT.

PeecTpaniss 1OKyMEHTIB NMpPOBOAUTHCA 3 METOIO 3a0e3MedyeHHs 1X 00Ky,
KOHTPOJIKO BUKOHAHHS 1 OINEPATUBHOIO BHKOPUCTAHHS HAsBHOI B JIOKYMEHTax
iHpopMaii.

178. Peectpautis  BXiiHOI KOpeCHOHAEHLIl BiJg MiHiCTEpCTB Ta IHLIMX
IEp’KaBHUX OpPraHiB BIaAH, IOPUIMUHUX 0OCi0, @ TAKOXK 3BEpHEHb, MPOTO3HUILiH, CKapr,
3aIIMTIB Ha IHQOpPMALiI0 IPOMAISH 3IHCHIOETHCS KAHIIENSPIETO.

179. Peectpauii miansraroTb BXigHI, BHUXiJHI Ta BHYTPIlUHI JOKYMEHTH
YHIBEPCHUTETY, 3a BUHSITKOM JOKYMEHTIB ONEPATUBHOTO XapaKTepy.

180. OCHOBHMM NPHUHLHUIOM peecTpauii JOKYMEHTIB € OJHOKDPATHICTb.
KoxHHH NOKYMEHT peecTpyeThCsl B YHIBEPCHUTETI JIMIlIEe OJIMH pa3: BXifHI - Y eHb
HaJXOKEHHs ab0 He Mi3Hillle HACTYNHOro IHs, SKIIO JOKYMEHT HalifIuoB y He
pobounii yac, CTBOPIOBaHI - y JIeHb MiANHCaHHA a00 3aTBepKeHHs. Y pasi nepegayi
3apEECTPOBAHOIO JOKYMEHTa 3 OJHOIO0 CTPYKTYPHOTO MiAPO3Nidy B iHINHA BiH
MIOBTOPHO HE PEECTPYETHCSL.

181. Y Biaaini JOKYMEHTYBaHHs Ta 00JIiKY JOKYMEHTIB PEECTPYIOTHCS BUXIHI
JOKYMEHTH 3a MIANUCOM PEKTOPOM Ta MPOPEKTOPiB (1oaaTok 7).

182. ¥V CTpYKTypHHX HiApPO3MUIax PEeECTPYOThCS JMCTH, LHO MiJNUCYIOTHCS
MPOPEKTOPAMH, HayaJbHUKAaMH IHIIMX CTPYKTYpPHUX Migpo3nimiB. s wuporo
3aCTOCOBYETBCS KYpHaJl peecTpauii BUXiJHOI KOPECIIOHAEHIL].

183. B kaHuenspii peecTpylOThCsS Hakasd 3 OCHOBHOI HisIbHOCTI, HakasW 3i
CTYJICHTChKHX IUTaHb, HAKa3W Npo BiapsiakeHHs, Hakazu JJCK.

184. B cekperapiaTi BUEHOI paik PEECTPYIOTHCS PO3MOPSAXKEHHS PEKTOPA.

185. BiamoBilanbHICTh 3a NpaBWIbHY PEECTpalito CiyKOOBUX JOKYMEHTIB,
NPOMNO3ULIH 1 JUCTIB rPOMaJIsiH Ta CBOEYACHE PO3CHIIAHHS 1X apecaTam; repeaady Ha
PO3TJISi KePiBHUIITBA KOHKPETHUM BUKOHABISIM [TOKJIAAETHCS HA 3araibHi BIIIIN i
BiJTIOBIIHUX MPAIiBHUKIB CTPYKTYPHHUX MiAPO3/iIiB YHIBEPCUTETY.

Opranizauis nepeaayi AJ0OKYMeHTIB Ta IX BAKOHAHHA

186. Ilepenaya 3apeecTpOBaHUX CIIy>)KOOBHX TOKYMEHTIB 1 JIUCTIB 'POMAJIsH 3
OJIHOTO HiAPO3ALTY YHIBEPCUTETY JI0 iHIIOrO MPOBOAUTLCS JIMLIE YEPE3 KAHLEISPIIO
YHIBEPCUTETY.

187. Tlepegaya JOKyMEHTIB y MexXaxX CTPYKTYPHOTO MiAPO3AiTy 31 HCHIOETHCH
yepe3 0coly, BIAMOBIAaNbHY 32 AIJIOBOACTBO B CTPYKTYPHOMY IiAPO3ALII.

188. KepiBHHKH CTPYKTYpHUX TiIpO31iNiB YHiBEepcUTETY 3a0e3NneuyroTh
OTNEpaTUBHUM PO3MJIA] MOKYMEHTIB, JOBEAEHHS IX A0 BMKOHABLIB B JE€Hb IX
HaJXOKEHHs, KOHTPOJIb 32 CTPOKaMH Ta SIKICHUM BUKOHAHHSAM JJOKYMEHTIB I10 CYTI
MUTaHb.

189. BiamosiganbHICTh 32 BUKOHAHHS JOKYMEHTa HECYTh OcOOH, 3a3HaueHi y
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pO3NOPANIYOMY  NOKYMEHTI, pPE30JIOLil KepiBHHKA Ta NPALiBHHKH, SKUM
0e3nocepeHbO TOPYyUEeHO BUKOHAHHS.

CniBBUKOHABLI BIANOBIAalOTh 3a [IJATOTOBKY Ha HaJEXKHOMY piBHI Ta
CBO€YACHE IIOJaHHS TOJIOBHOMY BMKOHABLIO MPOMO3MIi¥. Y pa3i HecBOCYaCHOro
[I0OlaHHA NPOMO3ULIH CIIBBUKOHABLSMHU I'OJOBHUM BHKOHABENb iHPOpPMYe mpo 1ie
KEPIBHUKA, SIKHH Ha/laB [OPYUYCHHS.

190. BinnoBiganbHuii BUKOHABELh HECE INEPCOHANBHY BiANOBIAAILHICTL 32
MOBHOTY Ta JOCTOBIpHICTh 1H(OpMaLii, 10 BHKOPUCTOBYBaNach MHpPH MiArOTOBL
JIOKyMEHTA.

["'onoBHuii BHMKOHaBeLb OpraHi3oBy€ poOOTY CIiBBHKOHABILIB, 30KpeMa
BM3HAYa€ CTPOKHM MOJAHHS HUMH INPONO3ULIH, MOPSAOK MOTOMKEHHS 1 IiATOTOBKH
MPOEKTY NOKYMEHTA.

191. BukoHanHs JokymeHTa Triepenbadae 30MUpaHHs Ta ONpaLfOBAHHS
HeoOx1aHOI 1H(poOpMaLlil, IiArOTOBKY MPOEKTY BiJAIMOBiAI HA HOKYMEHT YU HOBOIO
JOKYMEHTa, HOro O(OpPMICHHS, Y3rOJXEHHS, T[OAaHHS [UIS  IiJIHCaHHS
(3aTBEpIKEHHSI) KEpPIBHULUTBY YHIBEPCUTETY, & Yy BH3HAUCHUX BHIIaJKaxX -
KEPIBHHKOBI CTPYKTYPHOTO MipO3/iy, a TaKOX Yy pa3i moTpedu - MmiAroTOBKY AJIs
[epecusiaHHs ajipecary.

192. Ilepen mnonaHHAM TMPOEKTY JOKyMEHTa Ha MiANMC BiAMOBIIHOMY
KEpIBHHMKOBI, IpAaliBHUK, SKUH NiAroTyBaB NOKYMEHT, 3000B'3aHUM MepeBipuTH
TNPaBUJIbHICT HOro CKIaJEHHS Ta OQOPMIIEHHS, IOCUIaHHS Ha HOPMATHUBHO-IIPABOBI
aKTH, YTOUHUTH LHIUPPOBI J1aHi, HABHICTh HEOOXiHUX Bi3 1 1OJATKIB.

JIOKYMEHT NOJa€ThCs Ha MiAIUC Pa3oM 3 JOKYMEHTAMHU, Ha MMiICTaBi IKUX HOTO
0yJ10 CKJIaJEHO.

193. [1pauiBHUK, BIANIOBIIAJIbHUH 32 BAKOHAHHS IOKYMEHTA, y pa3i BiIMyCTKH,
BIAPSUKEHHS, 3BiJbHEHHA 3000B’d3aHUH TepelaTH iHIIOMY I[paliBHMKOBI 3a
MOTOJKEHHSM 13 CBOIM Oe3nocepeIHIM KepiBHUKOM yCi HEBUKOHAHI JOKYMEHTH.

P03MHOKEHHS NOKYMEHTIB
194. OnepatuBHEe pPO3MHOXEHHSA JOKYMEHTIB 3MiHCHIOETbCS B pemaxiiiHo-
BUAABHUYOMY BIJIiIi 3TiJHO 3 BCTAHOBJIEHUMH MTPaBUJIAMH.

OpraHizanis KOHTPOJIIO 32 BUKOHAHHSIM JOKYMEHTIB

195. be3nocepenniit KOHTPOJb 38 BUKOHAHHSM JOKYMEHTIB TOKJIaIa€ThCs Ha
BIZIT AOKYMEHTYBaHHSI Ta OOJIIKY HOKYMEHTIB. Y CTPYKTYPHUX TMiApo3ainax
Oe3nocepeHili KOHTPOJIb 32 BHUKOHAHHSAM JIOKYMEHTIB 3JIHCHIOE cekperap ado
NpauiBHUK, BIIIOBIAILHUN 32 J1IOBOJCTBO.

196. CTpOK BMKOHAHHS [JOKYMEHTA MOJKE€ BCTAHOBJIIOBATHCS Yy CaMOMYy
NOKYMEHTI, HOpMATUBHO-IIPABOBOMY aKTi, pO3MOPATYOMY JOKYMEHTI ab0 pe3otoii
KepiBHULUTBA YHiBepcuTeTy. CTpOKM BHKOHAHHS BHYTPILUIHIX JOKYMEHTIB
OOUHCIIOIOTBCS B KAJCHOAPHUX JHAX, [OYMHAKOYM 3 JaTd  [iJNHCaHHA
(3aTBEPIKEHHS ).

SIKU10 OCTaHHIN €Hb CTPOKY BUKOHAHHS IOKYMEHTA MpHUIlafiae Ha HEpoOOUuit
JI€Hb, OCTAHHIM JTHEM CTPOKY BUKOHAHHS IOKyMEHTa BBAXKAE€ThCsI EPLINI JCHb MiCIIs
HEpOOOUYOro IHS.

197. Ctpoku MOXyTb OyTH TUIIOBUMH ab0 1HAUBIAYAIbHUMHU.
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Tunosi CTPOKM BUKOHAHHS JOKYMEHTIB YCTAHOBJIIOIOThCS 3aKOHOJABCTBOM.

CTpOKM BUKOHAHHSI OCHOBHHMX JOKYMEHTIB HABOJSIThCS y JOAaTKy 11,

InaMBigyanbHi CTPOKM BCTAHOBJIOIOTBCS KEPIBHULUTBOM Y HIBEpPCHUTETY.

KinneBuii cTpok BUKOHAHHS 3a3HA4Ya€THCS y TEKCT TOKyMEHTa ab0 pe30sIroLii.

|HaMBinyanbHUI CTPOK BUKOHAHHS JOKYMEHTA MOKe OyTH 3MiHEHHI yuIe 3a
BKa31BKOIO 110CaJ0BOI 0coOM, sika MOro BCTaHOBMNA, a Yy pa3i 1 BimcyTHOCTI -
nocagoBol ocoOH, AKa i1 3aMilIac.

198. V pasi noTpedu cTpok BUKOHAHHS JOKyMEHTa MOKe OYTH MPOIOBKEHO 32
ITHCbMOBUM OOTPYHTOBAaHHM ITPOXaHHSM BUKOHABLS 10 KEPiBHUITBA YHiBEpCUTETY,
sSIKE TIONAETHCS HE Mi3Hille HiX 32 TPU poOOUYMX JHI A0 3aKiHUYEHHS BCTAHOBJIEHOI'O
CTPOKY.

199. JlokyMeHTH, B SKMX HE€ 3a3HA4€HO CTPOK BHUKOHAHHS, TOBHHHI OyTH
BUKOHAHI He Mi3Hiule Hik 3a 30 kaJleHAapHUX IHIB 3 MOMEHTY peecTpallil JOKyMeHTa
B YHIBEPCHUTETI.

kw0 3aBraHHs NoTpedy€e TEPMIHOBOIO BUKOHAHHS, 00OB'SI3KOBO 323HAYA€THCS
KOHKPETHUH KIHUEBHH CTPOK BUKOHAHHSI.

3niliCHEHHS] KOHTPO.II0 32 CTPOKAMH BUKOHAHHS

200. B3aTTsd 1OKyMEHTa Ha KOHTPOJb 3A1MCHIOETBCSI Ha MiACTaBi pe30JTroLil
KepiBHULTBA Y HiBepcUTeTy abo i€l [HcTpyKii.

201. Ilicnsi BUKOHAHHS JOKYMEHT 3HIMAEThCsl 3 KOHTPOJIO BiAMOBINANIbHUM
CIIBPOOITHMUKOM  BIAAITYy JOKYMEHTYBaHHS Ta oOO0JIiKy JMJOKYMEHTIB 3riZHO
(GyHKLIOHANBHUX 000B’S3KIB.

202. JIokyMEHTH BBa)XalOThCS BUKOHAHHWMH 1 3HIMAIOTHCSI 3 KOHTPOJIIO, SIKILO
NOCTaBJICH] Y HhOMY 3aBJaHHs BUPIILIEHI 1 TUCT-BiAMOBI AL (iHdopMallis) 3a MTiAIHCOM
YIIOBHOB2XXEHO! OCOOM HaIpaBjCHO A0 BIANOBIAHMX OpraHiB JepxaBHOI BIAJIH,
YCTaHOB, OpraHizauii, NignpHueMCTB Ul 0co0aM, siKUM BiH aJipeCOBaHUM, a00 HaJaHO
IHILIE TiATBEPAKEHHS BUKOHAHHS.

203. J/IHeM BUKOHAHHs 3aBJaHb BBAKAETHCS JIEHb peecTpallil B YHiBepCcUTETI
BUXIJHUX JOKYMEHTIB, II0 MICTATh iH(OPMALiI0 MpO BHKOHAHHS BiAMOBIIHHX
3aBJlaHb.

204. OpuriHainu 3aBiaHb, Marepiajii Opo X BUKOHAHHs 30epiraroTecs y
CTPYKTYPHHUX MiJIPO3a1Jax y BIANOBIAAIBHOIO 3a IOKYMEHTOOOIT.

[lopsizok onpauoBaHHS Ta HAACUJIAHHS BUXiAHUX T0KYMEHTIB

205. BuxigHi JOKyMEHTH ONpalUbOBYIOTHCS 1 HAJCHUIAIOTBCS B  JIEHb
HAAXO/DKEHHS 1X BiJl CTPYKTYPHMX IIiJIpO3/ALIB-BUKOHABIIB ab0 He [Mi3Hille
HACTYMHOTO pobOYOro JHS.

206. He nonyckaetses:

HaJcHJIaHHs a0o nepeaaya JOKyMEHTIB 0e3 ix peecTpallii;

nyOJeTHE HAACHJIAHHS MPUMIPHHKA, Y TOMY YHCIi OpUTiHaIbHOTO, JOKYMEHTA
y TanepoBiit Gopmi, SKIL0 HOro NpuMipHUK abo KOIIiI0 BXKE HAICIaHO B €IEKTPOHHIH
dopmi.

207. I'lix 9ac npyuiMaHHs BiJ BUKOHABLIB BUXiJHUX JOKYMEHTIB NIPalliBHUKOM
BiJIiTy JIOKYMEHTYBaHHsl Ta 00JIIKY JOKYMEHTIB NEPEBIPAETHCA:

MpPaBUJIBHICTE O(OPMICHHS JOKyMEHTa 1 pO3MIlIeHHS Ha HBOMY BCIX
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PEKBI3UTIB,;

HAsIBHICTb 1 IIPaBUJIbHICTb 3a3HAUEHHS aJIpeCH KOPECTIOHCHTA,;

HasiBHICTh HEOOXiAHUX MiJNUCIB HA JOKYMEHTI,

HasIBHICTb Ha IOKYMEHTI BIAMITKH PO J10JATKH;

HAsBHICTH 1 TOBHOTY JOJATKiB,

HasiBHICTb TPI3BHULIA BUKOHABLIS Ta HOMEPA TEICPOHY;

BIANOBIIHICTb KIJIBKOCTI NPHUMIPHHKIB KiJILKOCTI ajipecaris.

Oco0u, BiamosigaNpHi 3a JUIOBOJACTBO Y CTPYKTYPHHX [MiApo3jijax,
3000B's13aH1 MiJ 4Yac rnepejavi BUXIOHUX NOKYMEHTIB Ha BiANpaBKy 10 Biamiiy
JIOKYMEHTYBaHHsI Ta 00JIiIKY JOKYMEHTIB HEPEBIPITH HASBHICTh Bi3, KOMIiH BHXiTHUX
JOKYMEHTIB, 110 3JIMWAIOTLCS Yy CIpaBax CTPYKTYPHOTO MiApO3AiNy, IOBHOTY
JO0JATKiB, MIANHCY HA JOKYMEHTI Ta HassBHICTb 1 IPaBWJIBHICTh 3a3HAUEHHS a/IpECH.

208. loxymeHTH, 1O OGOPMIIEHI HEHAJEXKHUM YHHOM, IIiJJIsAraioTh
[IOBEPHEHHIO.

209. JIokyMEHTH, U110 HAICWJIAIOTBCA OJHOYACHO OJIHOMY  ajJipecarty,
BKJIAZIAIOTLCS B OJIMH KOHBEPT. Ha KOHBEPTI NPOCTaBISIOTHCS PEECTPaIliiiHi HOMEPH
BCIX JOKYMEHTIB, SIKi 3HAXOASITHCSI B KOHBEPTI.

210. OnpantoBaHHs [JOKYMEHTIB TIpd HaJACWIAHHI KOPECTHOHACHILT JIs
BiAINpaBJICHHs MOILUTOBUM 3B'SI3KOM 3IiHCHIOETHCS BiAMOBiAHO 10 IIpaBun HamaHHs
NOCIIYI TOLITOBOIO 3B'A3KY, 3aTBEpPHKEHUX I0cTaHOBOWO Kabinery MiHicTpiB
Yxpainu Big 5 6epesns 2009 p. Ne 270.

IV. CuctemaTusauis Ta 30epiraHHs JOKYMeHTiB y Ai10BOACTBI
CkJaieHHsl HOMEHKJIaTypH cripaB

211. Homenknatypa crpaB - L€ OOOB'SI3KOBUI [1JIi KOXKHOI YCTAHOBHU
CHCTEMATH30BaHUH MEPeTiK Ha3B (3arojl0BKIB) CIIpas, O GOPMYIOThCS B iI0BOACTBI
YHIBEpCUTETY, 13 3a3HAUEHHSIM CTPOKiB 30€piraHHs BiITOBIIHUX CHpaB.

212. HomeHknaTypa chpaB CKJIaJa€Tbcsi 3 METOK  BCTAHOBJICHHS B
YHIBEpCUTETI €IMHOI CUCTeMU (OpMYBaHHS crpaB, 3abe3nedyeHHs iX OOiKy,
OIIEPATUBHOIO IMOLIYKY AOKYMEHTIB 3a iX 3MICTOM 1 BHAOM, 3/1MCHEHHS BimOopy
JOKYMEHTIB Ha JepkaBHe (apXiBHe) 30epiraHHs y mpoueci AiJI0BOACTBa, BUZHAYCHHSI
CTpOKiB 30€piraHHs clpaB € OCHOBOIO /s CKJaaHHs OIKCIB crpaB MOCTiIHHOTO,
Tpusayioro (noxnan 10 pokiB) 30epiranHs, KaapoBUX MUTaHb (OCOOOBOro CKIamy) Ta
00niky cnipaB THM4acoBoro (10 10 pokiB BKJIFOYHO) 30epiraHHsl.

213. HomeHkiatypa cnpaB po3poOisieTbCss Ha OCHOBI aHamizy MissIBHOCTI
YHIBEpCUTETY B LIIOMY 1 KOXHOIO MOro CTpyKTypHOro mixpo3ainy. [Ipu 1mpomy
BUKOPHUCTOBYIOThCSI CTATYT YHIBEPCUTETY Ta HOJIOKEHHS PO CTPYKTYPHI MiIPO3IijH,
IITaTHUH pO3MHUC, HOMEHKJATYpH Ta ONHUCH CHOpPaB 3a MHHYII pPOKH, CIIMCOK
KOPECIIOHJEHTIB, OOJIIKOBO-PEECTPAllifiHI KYpHAJIU Ta KapTOTEKH, kKiacudikaTopu,
BIZIOMUI 1 THIIOBI MEpENiKH 13 3a3HaYeHHSIM CTPOKiB 30epiraHHs CrpaB. 3aTydaroThCs
(axiBLli, fKI NPaLIOTh y CTPYKTYPHUX MiAPO3AiNax.

HomeHknaTypu crpaB CTPYKTYPHHUX MiAPO3ALIIB 000B’SI3KOBO MOTOMKYIOTHCS
13 3aB. apxiBOM YHIBepCHUTETY 1 MiANHCYIOTHCS KEpPiBHUKAMHU CTPYKTYPHHX
NiApO3aiMiB.

214. HomeHknarypa cripaB CTPyKTYPHOTO MIAPO3A1IY CKIaAa€ThCs Ha MiACTaBi
BMBUEHHS JOKYMEHTIB 3 yCiX MUTaHb KO0 AiSABHOCTI.
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Bona nignarae mepecknagaHHIO Ta OBTOPHOMY 3aTBEPDKEHHIO JIMILE y pasi
3MiH y CTPYKTYypi, PyHKLIsIX Ta Xapakrepi poboTu YHiBepcUTeTy. K0 TaKUX 3MiH
He 0yJ10 — PO 1i€ MOBIJOMJISIETHCS BIATIOBIIHA YCTaHOBA IEP>KABHOT apXiBHOI CI1yK0H,
3 KO0 0YJIO ITOTO’KEHO HOMEHKJIATYPY, BOHA NIEPEAPYKOBYETHCS 1 BBOAUTELCH B IIiI0
3 1 ci4Hs HAcTyIHOIO POKY.

215.1licast BUKOHAHHS JOKYMEHTIB BOHH TPYMYIOTBCS Y CIIPABH, SKUM
HalalThCs HaMMeHYBaHHs (3arojoBKHM), ILO B CTUCHIH y3aranbHeHid ¢dopmi
BIATBOPIOKOTH CKJIAJ 1 3MICT JOKYMEHTIB y ciipaBax. OCHOBHOK YaCTHHOIO 3aI0JI0BKa
CIIPABH € BUKJIAJ NUTAHHSA (MPEAMET), 3 IKOTO BOHA 3aBOIUTHCS.

216. Po3miuieHHs cnipaB y HOMEHKJIATYPI CTPYKTYPHOTO MiAPO3/iNy MOBUHHO
BIANOBIAATH CTYINEHIO BAXJIMBOCTI IIMTaHb, 1O BHPILIYIOTHCS, 3 YypaXyBaHHSIM
B3a€MO3B’SI3Ky JOKYMEHTIB, BKJIIOYEHMX J0 KOHKPETHHMX cIpaB. Sk mpaBuio,
[IEpPLIOK) PO3MILLY€EThCA Tpyna CHpaB, L0 BKIIOYAE JOKYMEHTH OPraHiB BHILOTO
piBHSA, Jajl Ipyla OpraHi3alifHO-pO3NOpsAYOoi AOKyMeHTauii caMoro miapo3uiay
(Hakas3H, pO3IIOPAUKEHHS, PpILIEHHS TOLIO), IUIAHOBO-3BITHA JOKYMEHTAllisi 1
JHUCTYBaHHs. Y Tpylll JUCTYBaHHS MEPIIMM PO3MILIYIOTBCS CIpPaBH, IO MiCTATH
JIUCTYBaHHSI 3 OpraHaMH BHILIOTO PiBHSI.

217. Homenknatypa COpaB  CTPYKTYPHOrO  MiAPO3LiINYy  YHIBEPCHUTETY
CKJIQJIa€ThCsl y TPbOX NPUMIPHUKAX:

- [eplMd TNpUMIPHHUK - HEAOTOpKaHWi, 30epiraerscs y
CTPYKTYPHOMY MiApO31ini;
- JIpyruil MNpUMIPDHUK - MEpPENaEThest [0 apxiBy YHIBEPCUTETY;

- TpeTii NPHUMIPHUK - BUKOPHCTOBYETbCS B pOOOTI, (7151 OpMyBaHHS CIIpaB
1 [I011YKiB NIOTPIOHOTO JOKYMEHTY ).

218. HomenkiaTypu cnpaB miciis X po3riisay i aHalli3y 3BOASITECS apXiBOM B
€IMHY (3BElleHY) HOMEHKJIATypy cIpaB YHiBepcuteTy. J1o iT ckiagaHHs 3a1y4aeThCs
3aBIJYIOYMH apXiBoM YHIBEpCUTETY. 3BeJeHa HOMEHKIATypa CIpaB IiAMKUCy€eThCs
3aBijlyBayeM apxiBy Ta cxBajtoeThcss EK YHiBepcurerty.

219. 3BeieHa HOMEHKIIATYpa CIIpPaB CKIANA€ThCsl HAIPUKIHLI NOTOYHOTO POKY
(He Mmi3HillIe JUCTONaAa-rPyAHs ) 1 Michs it 000B’I3KOBOr0 NOTOHKEHHS 3 Bi ATIOBIAHOIO
YCTGHOBOK JIepXAaBHOI apXiBHOI CJayXOM Ta 3aTBep/KEHHS KEPiBHHULTBOM
YHIBEpCUTETY BBOAUTLCS B JIit0 3 [IOUATKY HOBOTO KaJe€HAapHOTO POKY.

220. 3BeleHa HOMEHKJIATypa CIpaB CKIANaeTbCsd y 4-x NPUMIpPHUKaX, Ha
KOXXHOMY 3 SIKMX ITIOBMHEH OYyTH 3arlOBHEHUH rpud TNMOroJKEHHS 3 BiJMOBiIHOIO
YCTAaHOBOK ~ JiepxaBHOi  apxiBHOI  ciayxOu. [IpUMipHUKH  HOMEHKJIATYpH
PO3NOIUISAIOTHCS TaK:

- 1-i 1npuMipHuUK - HeNOTOpKaHWH, 30epiraerbcs Yy clipaBax apXxiBy
YHIBEPCUTETY;

- 2-# NpUMIpHUK - NEpPEeNaEThCss B apXiB YHIBEPCHUTETY I 3H1HCHEHHS
KOHTPOJIIO 32 (OPMYBaHHSM CIPaB y CTPYKTYPHHX NiApPO3inax;

- 3-ii MPUMIpPHHUK - 3QJIMIIAETHCSH B YCTAHOBI JCPXKABHOI apXiBHOI ciyx0H, 3
SIKOIO MIOTOJIKY€ETHCSt HOMEHKJIATYypa;

- 4-i npuMIpHHAK - poOOYMH, 3 SKUM Npauroe BiAAIT NTOKYMEHTYBAHHS Ta
00J1iKy JOKYMEHTIB Ta KaHUEJsIpis.

CTpyKTYpHi MiAPO3IidH YCTAHOBH OTPUMYIOTH BUTSTU 3 BIANMOBITHUX PO3/ijiB
3aTBepKEHOT 3B€JIeHOT HOMEHKJIATYPH CIIPaB JiJIsl BUKOPUCTAHHS y poOOTi.
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221. 3Be/ieHa HOMEHKJIATYpa CNpaB LIOPOKY MEPErISAaEThCs, aHaATi3yeThCs i
YTOYHIOETLCS, 1O HET BHOCATHCA BIJIOBIAHI KOPEKTHBH.

222. J1o HOMEHKIIATYpH CHpPaB K CTPYKTYPHOTO MiAPO3AiTy, TaK i 3BeIeHY I10
YHIBEPCUTETY BKJIOYAKOThCS BCI 0€3 BUHATKY CNIPABH i JOKYMEHTH, IO CTBOPIOIOTHCS
y npolleci AisIbHOCTI YHIBEPCUTETY.

HaliMeHyBaHHs CNIpaB 3 MUTaHb, BUPILLCHHA AKUX TPUBAE OifibIlIe OJJHOIO POKY
(repexizHi CIIpaBH), BHOCATBHCS B HOMEHKJIATYPY KOXHOTO POKY IMPOTATOM BCHOTO
CTPOKY BUPILUEHHs NUTaHHS. BeneHHs OyIb-sKHX CHpaB M03a HOMEHKIATYPOIO HE
JOMYCKA€EThCSI.

223. Y HOMEHKJIATYpY CIIpaB HE BKJIIOYAIOThCS 30IpHUKH 3aKOHOJABYMX aKTiB
ta Ilocranos Kabinety MinicTpiB VYkpainu, po3nopsupkeHHs AnMidicTpaii
[Ipesunenta Ykpainu, OpollypH, NOBIIHMKH, OroneTeHi, pedepaTHBHI >KypHaIH,
excrpec-iHpopMallis Ta 1HIII JPyKOBaHi BUAaHH.

224. Po3ninaMy HOMEHKJIATYpH CIpPaB € Ha3BH CTPYKTYPHHX IiAPO3JIiTiB
YhiBepcutery. HallMeHyBaHHS CTPYKTYpHUX MiJpO3MiJiB  PO3MILILYIOTECS Y
BIAMOBIAHOCTI i3 3aTBEPAXKEHOI CTPYKTYpOIO, INPUYOMY SIK MEPLIMH po3in
BKA3Y€TbCSI KAHLESAPIs.

225. HaliMeHyBaHHs CIIpaB y HOMEHKJIATYpl y CTUCHIH (GOpMi KOHKPETHO
BioOpaxkae 3MICT JOKYMeHTiB. OCHOBHOIO YaCTHHOK HaWMEHYBaHHsS (3aroJIOBOK)
CIPaBU € BUKJaJ 3MICTY NMUTAHHS ([IPEAMET), 3 1KOTO BOHA 3aBOJUTHCS.

226. Bcim cTpyKTYypHUM MiPO3/1J1aM YHIBEPCHUTETY 38 HOMEHKJIATYPOK CIIpaB
[IPUCBOIOIOTHCS YMOBHI MO3HAUEHHS - iHAeKkcH (apaOcbkumu uudpamu). KoxkHa
BHECEHAa B HOMEHKJATYpy clipaBa OJEpXKYE CBIfi HOMEP y Mexax CTPYKTYPHOI'O
MApO3Aiy. IHIEKe chnpaBu CKIANAETbCs 3 MMOEIHAHHS IHAEGKCY CTPYKTYpPHOTO
NiApO3/iLy 3 HOMEPOM CIIPaBU LIbOrO MiIPO3ALTY.

227. IlpoTsirom ycboro cTpoky Ail HOMEHKJIATYpH B Hill CBOEYACHO POOJISITHCSE
BIAMITKH PO 3aBEJICHHS CIIpaB, PO nepeaayy ix B apXiB, PO MepeXiJiHi CripaBH, MMpo
oci0, BiANOBIZANBbHUX 32 (opmyBaHHs cnpas. Lli BiamiTku cnig pobutu y rpadi
“lIpumMiTku”.

228. I'licns 3akiHYE€HHS IJIOBOJIHOTO POKY HOMEHKJIATypa cripaB 000B’SI3KOBO
3aKpUBAETHCH. 3aKPUTTS HOMEHKJIATYPH O(MOpPMIISETHCS MiACYMKOBUM 3alliCOM, Y
SKOMY 3a3HA4a€ThCs KUIbKICTH 1 Kareropis (akTUHHO 3aBEIEHMX 3a pIK CIpaB.
[lincyMKOBUH 3amuc CKpIIIIOIOTH CBOIM MIJNMCOM HayaJdbHUKH CTPYKTYPHHX
niapo3ainiB. IlizcyMKOBHHM 3amuc y 3BeIeHId HOMEHKJIATYpi CIpaB MiJIMUCYE
3aBiyBay apxiBy. [Ipo HasBHICTH 3aBelEHUX 3a PiK CIpaB MNOBLAOMIISETHCS apXiB
YHIBEPCHUTETY.

229. HoMmeHknaTypa chnpaB YHIBEPCUTETY HiJJiira€  IOTOJDKEHHIO 3
BIIMOBITHUM JIEP>KaBHUM apXiBoM a00 CXBaJ€HHIO OpPraHOM BHUUIOTO PiBHS OJIMH pa3
Ha I’ATh POKIB 200 HEBIAKJIAJHO B pa3i ICTOTHUX 3MiH Y BJIAaCHOCTI MaiHa, CTPYKTYpi,
GYHKIIAX Ta xapakTepi poOOTH YCTaHOBH, BTPATH YHHHOCTI THUIIOBHUM (TaJly3€BHM)
nepesikoM JOKYMEHTIB 13 3a3HaU€HHSAM CTPOKIB iX 30epiraHHs.

230. [Moromxena EIK BianoBiaAHOro AepxkaBHOIrO apXiBy HOMEHKJIATypa CIIpaB
3aTBEPIKYETHCS PEKTOPOM Y HiBEPCHUTETY.

231. Tloromxkena 3 EIIK BigmoBimHOro Oep:KaBHOrO apxiBy HOMEHKJATypa
cripaB YHIBEpCHUTETY HANPUKIHII KOXXHOIO POKY YTOUYHSIETLCS, NEPENIPYKOBYEThHCH,
3aTBEP/KYETHCS PEKTOPOM Y HIBEPCUTETY Ta BBOJAUTHLCS B Jit0 3 01 ciuHS HOBOrO
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