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TekceT Jexkmii

1. TIoHSATTS MPO TOKYMEHT

JIoKyMeHT — 11e nucemna gopma 0inoeoi mosu. CydacHUI AiITOBUN JOKYMEHT
BUKOPHUCTOBYETHCS B YCIX cdhepax CiIy’KO0BOI AISTIBHOCTI, BIH € BAXKIIMBUM €JIEMEHTOM
CYy4aCHOT0 sKMTTS, AKuH 3a0e3neuye oOMiH iHGOpMali€ro HE0OX1THOTO 1 BU3HAYEHOTO
XapakTepy, BIUIMBAE HA BITHOCUHU B CYCHIJILCTBI. 3 HUM 3yCTPI4a€EMOCH HA KOKHOMY
KPOIII.

CroBo '"mOKyMeHT'" JIaTMHCHKOTO IIOXOJKEHHs, IO O3Hayajao '"B3ipellb,
NOCBIIUEHHS, A0Ka3". B ykpaiHCbKY MOBY Li€ CJIOBO NMPUHIILIO 3 POCIMCHKOI: 3a YaciB
[Terpa I mokyMeHTaMu CTaiM HA3UBATH JIIJIOB1 MAMepy, 1110 MaJId IPaBOBE (FOPUTUIHE)
3HAQYEHHS, TOOTO CIY>XWJIM JOKa30M UYMIXOCh MpaB, MIATBEPIKCHHSIM 3aKOHHOCTI
Akuxoch Aid. [1ocTynoBo 1€ CI0BO BUTICHUIIO 3 YKPAiHChKOI MOBU TakKl TEPMIHH, SIK
epamoma, aucm.

B Vkpaini odpiuiiHO OpUIHATO TPM BH3HAYEHHSI JOKYMEHTAa, 3a(1KCOBaHl B
JE€p’KaBHUX CTaHJAPTAX:

1. JlokymMeHT — 1e 3amucaHa iHdopmamis, M0 MOXKE PO3IIAJATUCA SK
OJIMHHMIIA y TIpoIieci 3aiicHeHHs iHpopMariiiHol aisibHOCTI (JICTY 2392-94)

2. JIokyMeHT — 1ie MarepiajabHui 00’€KT 3 1HhOpPMAIl€r0, 3aKPITUICHHMA
CIIOCO0OM, CTBOPEHHM JIFOIUHOIO, [T T1 iepeaadi y vaci i mpocropi (ICTY 3017-95).

3. JIOKyMEeHT — 1€ MaTepiaibHUi 00’€KT, M0 MICTUTh Y 3aKpIMICHOMY
BUTIISAL iHGOpMAIIit0, O(OPMIICHUH 32 BCTAHOBIIEHUM TOPSIIKOM 1 Ma€ BIAMOBIIHO 70
YMHHOTO 3aKOHO/IaBCTBa MpaBoBe 3HaueHHs (JJCTY 2732-94).

Busnauennss Jlokymenta I o0oB’si3kOBe Il BUKOPUCTaHHS B YCiX BHJAX
HOPMATUBHOI JOKYMEHTAIlli: y JOBIJIKOBIA, HABUYaJbHO-METOAWYHIA Ta 1HIIIHN
JITEPATypl, 10 HANEKUTH 10 cpepu 1HPopMallii il JOKyMEHTAIli.

Busnauennss [loxymenta II npuitHsto y cdepi kuuroBuganus. Cdepa
BUKOpUcTaHHA BUu3HaYeHHs JlokymenTa III — ainoBoACTBO i apxiBHA cripasa.

Xapaxmepni o3naku 00OKymenma

> HasIBHICTH 1H(QOpMaIIii;

> cTtabimbHa pedoBMHHa (MaTepianbHa) (Qopma, 1O  3a0e3neuye
JIOBrOCTPOKOBE BUKOPUCTAHHS i 30€pe:KEeHHS JOKYMEHTA;

> byHKITIOHATBHE IPU3HAYCHHS IS TTepeadi iHdopmalii y mpocTopi i Jaci,

TOOTO ISl BAKOPHCTAHHS B COIIaIbHUX KOMYHIKAaTHBHUX KaHAJIaX.

TI'0/10BHOI0 CKJIA/IOBOI0 JOKYMEHTA TOCTa€ 1HQOpMaIlis, sIKa Mae BU3HAUCHY
cernudiky:

1. JIokyMeHT € HOCieEM COIliabHOI 1H(OpMAIlii, CTBOPEHOI JIIOJAUHOIO JIsI
BUKOPHUCTAHHS B CYCILIBCTBI.

2. JIOKyMEHT IPUITyCKa€e HasiBHICTh CEMAHTUYHOT 1HPOpMAIIii, 1110 € Pe3yTHTaTOM
IHTEIEKTYyaIbHOT JISTTbHOCTI 0 AuHU. HasiBHICTh 3MICTY — O/IHA 3 XapaKTEPHUX O03HAK
nokyMeHTa. besriy3na inpopmaiiisi JOKyMEHTOM OyTH HE MOXKE.



3. Iudopmariiss mepemaeTbcs MUCKPETHO, TOOTO Y BHIJSAI TOBIAOMIICHB.
3aBepiiieHe MOBIIOMIICHHS, 3a(pikcoBaHEe Ha MaTepiaJbHOMY HOCII (AMCKeTi, mamepi,
m1acTMaci, (DOTOILTIBIN), CTAE JOKYMEHTOM.

4. JloxymeHnT — 1ie iH(popmariis, mo 3adikcoBaHa HA MaTepiabHOMY HOCIT
criocoOOM, CTBOPEHHMM JIIOJMHOIO (3a JOMOMOTrol0 THChMa, rpadiku, doTorpadii,
3BYKO3aIlUCy Ta iH.).

5. JlokyMeHT Mae CyOCTaHIIOHAJIBHICTh (PEUOBHHHICTH OOOB’SI3KOBY
MarepiajgbHy CKiIaioBy). s moKyMeHTa BakiaumBa cTaOlIbHa pedyoBHHHA (opma.
[cHyBaHHS TOKyMEHTa 103a MaTepiaJbHUM HOCIEM HEMOXKIIUBO.

Otxe, marepiadbHUI OO’€KT CTa€ JOKYMEHTOM TUIBKM y BHUMAJAKY €IHOCTI
PEYOBHHHOTO HoCia # iHQopmamii. /[BoenquHa npupoaa JOKyMEHTa — OJHA 3
OCHOBHHUX OCOOJIMBOCTEH HOTro sIK CHUCTEMH. 3a BIJICYTHOCTI OJHIET 3 MEepepaxoBaHUX
XapaKTEePUCTUK HEMAE €JTHOCTI, a, OTXKE, 1 JOKYMEHTA.

HoxkymentyBannss B OBC oxommoe Bci  mOpomecd iX — JisSUTbHOCTI.
JloKkyMeHTYBaHHS — 1€ perjiaMeHTOBaHUH npolec ¢ikcalii iHpopMmaliii Ha TIEBHOMY
HOCli. Y CBOill JISUIBHOCTI MPaBOOXOPOHHI OpraHu KEpPYyIThCS HE TUIbKU
JOKYMEHTaMH BHUIIIOTO OpraHy 3aKOHOJAaBYOi BJaaAM, a W cami YKIagaroTh
pPI3HOMaHITHI  JOKYMEHTH. BianmoBijaJbHICTh 3a OpraHizalilo JIiJOBOJICTBA
(A1SUTBHICTB 3 TOKYMEHTYBAHHS i opraHi3auii poOOTH 3 JOKyMEHTaMHU) HECE KEPIBHUK
YCTaHOBH.

Bynp-skuit odimiiHuil  [OKyMEHT TONI(PYHKIIOHAIBHHM, TOOTO OJHOYACHO
BUKOHY€ JeKUIbKa (QYHKIIA, MO 1 JO03BOJISIE MOMY 3aJI0BOJIBHSTH PI3HOMaHITHI
JIIOJICHKI ITOTPEOH.

Cepen pyHKIIH JOKyMEHTa BUIISIOTH 3arayibHi 1 CIIeIiajIbHI.

3araabHUMHU QYHKIIIMH JOKYMEHTA €:

> ingopmaniiina — 1e 34aTHICTh JOKyMEHTa OyTH JuKepeaoM 1HpopMalii,
3HaHb. [lg QyHKIIS BU3HAYAETHCA TAKUMM TMOKA3HUKAMHU: KOPHUCHICTh, TMOBHOTA,
JIOCTOBIPHICTb, LIIHHICTh, HOBU3HA 1H(OpMAILIiT;

> KYMYJATHBHA — 1€ 3JaTHICTh  JIOKYMEHTa  HAKOIHUYYBaTH,
KOHIICHTPYBATH 1 yHOpsIKOBYBaTH 1HGOPMAIIIIO 3 METOIO 11 30epiraHHs;

> couiajJbHa: JOKYMEHT € COIllaJIbHO 3HAYYIIUM 00'€KTOM, OCKIJIBKU HOT0
NosiBa CIIPUYMHEHA TIE€I0 UM 1HIIOK COLIaIbHOK MOTPEOOIO;

> KOMYHIKATHBHA: JIOKYMEHT € 3aco00M 3B'SI3Ky MIXK OKPEMHMH
eJleMeHTaMu O(IIiitHOT, TPOMAICHKOI CTPYKTYPH;

> 3arajibHOKYJbTYPHA — II€ 3JaTHICTH JIOKYMEHTa CIPHUSATU PO3BUTKY

KyJbTypH CYCHUIbCTBA, OyTH 3aco00M 3akpiljieHHS ¢ Tmepenadi KyJIbTYpHUX
TpaIUIIN, MPUAHITUX Y CYCIUIBCTBI, BiTIOOpaKEHHs PiBHS HAYKOBOTO, TEXHIYHOTO 1
KyJBTYPHOTO PO3BUTKY CYCIIHCTBA.

CnenianbHuMu QyHKIIAMHM TOKYMEHTA €:

- ynpaBiiHCbKa - JOKYMEHT € 1HCTPYMEHTOM YNpaBiiHHS (OopraHizaliiHo-
po3mnopsiA4i, 3BITHI);



- IpaBOBa — I1¢ 37IaTHICTh JOKYMEHTa OyTH 3aCO000M J0Ka3y, MiATBEPIKEHHS
aKkux-HeOyap ¢akTiB (Bimomocteii). IIpaBoBoro QyHKIi€o, y Tmepmry 4Yepry,
BUKOHYIOTH O(iIiiiHI BUIaHHS (KOHCTUTYIISI, 3aKOHH, HAKa3M);

- icropuyHa (MeMopiajibHAa) — 1€ 3/IaTHICTh JOKYMEHTa OyTH «30BHINTHBOIO
maMm’ ITTIO» JIFOAWHU W CYCIIIILCTBA B LIJIOMY, 30epiraTu iHpopmalliro Ta mepeiaBaTu
il Big OAHOTO TOKONIHHSA A0 iHmOTO. Il ¢yHKIiS TpuTamMaHHAa 1CTOPUIHUM
JTOKyMeHTaM (apTedakTam), siki MalOTh OCOOJIMBY COIIABHO-KYJIBTYPHY IIHHICTb.

BuMoru 10 ykiagaHHs JOKYMEHTIB:

1. KoxeH MOKyMEHT YKIaJa€eThCsi MOBHOBAXXHUM OpraHoM abo 0co0oro
BIJITIOBIJTHO JI0 11 KOMIETEHI[i. 3aHECEHHS IO IOKyMEHTa BIJJOMOCTEH, 1110 BUXOJSATH
3a KOJIO ITOBHOBAXKEHb BIIMIOBIIHOTO OpraHy, poOUTh JTOKYMEHT HEAIMCHUM.

2. JIOKyMEHT MOBHHEH BIAMOBIIATH YUHHOMY 3aKOHO/IaBCTRBY.

3. JIOKyMEHT  TOBMHEH  MaTH  JOCTOBIpHY  IHQoOpMamlil,  sKa
M1JITBEPIKYETHCA MOT0 3aCBIAYCHHAM (TT1IIKC, IT€YaTKA)

4. BaxusmBo, mo0 iHdopmaliis, BMillleHAa B HbOMY, OyJia MOBHOIO W
JIOIIJIBHOIO, a (POpMYITIOBaHHS — TOUHUMH M TAKMMH, 110 HE JOMYCKaIOTh PI3HOYNTAHD.

5. VYci TOKyMEHTH YKJIaIatoThCsl 32 BCTAHOBJICHOIO (POPMOIO, TOTPUMAHHS
K01 000B’SI3KOBE J1JIs BCIX.

6. [IpaBuUnbHO CKIIAEHUH € TOW NIJIOBUM Marip, sIKHA HANMMCAaHU MOBOIO
0(iIHO-IITOBOTO CTUITIO.

7. JlokyMeHT mMae OyTu Oe3/10raHHO BiapeaaroBaHUM. Y HbOMY HEJOMYyC-

TUMI IOPUUYHI YU TpaMaTUYHI TOMIJIKHU.

2. Knacudgikauist 1ToKyMeHTIiB

JIOKyMeHTH, SIK 3a3Ha4aJIOCh, PI3HATHCS MK COO00 3a IPU3HAYCHHAM, (POPMOFO,
CTPYKTYpPOIO, OCh UOMY ITOCTa€ NMoTpeda Kaacu@ikaii ix 3a 03HaKaMH.

Knacudikauia — 1ie po3nojia AIOBUX TEKCTIB Ha KJIACH 3a y3arajJbHEHUMU
O3HAaKaMHM 3 METOI0 MiABUIIEHHS ONEPATUBHOCTI POOOTH amapaTy yHpaBiiHHSA Ta
BIIMOB1AJILHOCTI BHMKOHABIIIB. Y TOTOYHIM poOOTI KiIacu@ikaiio JTOKYMEHTIB
3MI1MCHIOIOTH HA €Tami TpyNnyBaHHs iX y CIIpaBU 3a KUIbKOMa O3HAKaMH:

3a HaiiMeHYBaHHSIM: panopT, 3asABa, IPOTOKOJ, JOBIJIKa, XapaKTepHUCTHKA,
CYyIpOBITHUH JUCT, TTOSCHIOBAJIbHA 3aITHCKA.

3a TexHiKOI0 BiATBOPEHHS IOKYMEHTHU

- PYKOTIHCHI,

- BIATBOPEHI MEXaHIYHUM CITOCOOOM

- BIATBOPEHI €JIEKTPOHHUM CITIOCOOOM

3. 32 NOX0AKEHHAM

- ciTy>k00BI (0diIiiiHI): JOKYMEHTH CTBOPIOIOTHCS OpraHi3allisIMK, IMIIPHEMCTBAMH Ta
CITy>KOOBUMH 0CO0aMH, SIK1 TX TIPEICTABIISIIOTh.

- 0COOMCTI JOKYMEHTH CTBOPIOIOTH OKpeMi OcoOM mo3a cheporo iX ciykKO00Boi
TISIIBHOCTI,

4. 3a micieM BUHUKHEHHS JOKYMEHTH TOJIUISIOTHCS Ha



- BHYTpIIIHI, 0 SKUX HaJeXaTh TOKYMEHTH, IO Maiomv YUHHICMb JuuLe
6cepeduni Ti€1 opraHizallii, yCTAHOBH YU MIANPUEMCTBA, JIe 1X CKJIAJICHO.

- 30BHIIIHI, K1 € pe3y1bmamom CRiIKy8aHHsA YCMAHO8Y 3 THIIAMH yCTaHOBAMH
YU OpraHi3aiisiMH.

5.. 3a HanpsiMOM:

- BXIJTHI, 1[0 HAJIXOATh 0 YCTAaHOBH;

- BUXI1JIHI, IO aIpE€COBaHI 3a MEX1 YCTaHOBH, OpraHizarlii.

6. 3a npu3HAYEHHSAM:

- Oprasi3amniiHo-po3nopsa4i (111010 0COO0BOTO CKIIANY),

- KaJpoBi,

- IOB1AKOBO-1H(GOpMAITiifHi,

- 00J11KOBO-(h1HAHCOBI TOIIO

7. 3a ¢opmoro: TunoBi, TpadapeTHi, IHAUBITyaIbHI.

- TUNOBI (CTaHIAPTHI) — II¢ JIOKYMCHTH, SIKI MarOTh OJHAKOBY (opMmy i
3aMOBHIOIOTHCS Y TIEBHINM TOCHIIAOBHOCTI 3a 0008'13x06umu npaguiamu (Nacmopr,
CB1JIOIITBO, aT€CTaT, JUILJIOM).

- IHIUBIAyadbHI - YKIQTAIOTHCS Y KOXKHOMY KOHKPETHOMY BHUTIAKY JIJISl PO3B's-
3aHHS OKpPEeMHX MpoOIeM. IX ApyKyoTh 4M nuuiyme 6i0 pyxu (3asBa, TPOTOKOI,
pamopT, JONOBiAHA  3amuCKa, MOSCHIOBajJbHAa  3alKcKa, aBToOiorpadis,
XapaKTEepPUCTHUKA).

- TpadapeTHi - BUTOTOBIAIOTHCS JPYKAPCHKUM CIOCOOOM: HE3MiHIOBaHa
YacTHHA iX TEKCTY OpYKYEMbCA HA OIAHKY, a AJIsl 3MIHHOT 1H(POpMAIIiT 3IUIIAI0THCS
BUTbHI Micis. L[ ¢opma HaOyBae Bce OUIBIIOTO MOMIMUPEHHS, 00 Ja€ MOXKJIUBICTDH
€KOHOMUTH 4ac 1 MOJIETIIY€E MAIIUHHY 00pOOKY ([I0B1/IKa, TTOJIOKEHHS, IHCTPYKIIis).

8. 3a ckyIaHICTIO JOKYMEHTH MOUISIOTHCS HA

- MMPOCTI, 1[0 MICTATH 1H(OPMAIIiIO 3 OJHOTO MUTAHHS;

- CKJIaJIH1, SIK1 MICTSITh 1HPOPMAIIIIO 1010 JBOX 1 OUIBIIE MUTAHb.

9. 3a TepMiHOM BUKOHAHHSI:

- TEPMIHOBI, IO YKJIAJAIOThCS Y CTPOKH, 8CMAHOBNEH] 3aKOHOM, BIJIIIOBIIHUM
MIPABOBUM aKTOM, KEPIBHUKOM, a TAKOXK JOKYMCHTH 3 MIO3HAYKOIO «TEPMiHOBOY;

- Ty’K€ TEPMIHOBI — 31 CHEI[1aIbHOIO MO3HAYKOIO CTPOKY;

- HETEepPMIHOBI (3BUYAliHI OE3CTPOKOBI) — JIOKYMEHTH, $IKIi BHUKOHYIOTHCS )
nopsoKy 3a2anbHoi yepeu ado B CTPOK, 3a3HAUCHUIN KEPIBHUIITBOM CTPYKTYPH.

10. 3a cTryneHeM IJIaCHOCTI JOKYMEHTH NOJUISIOTHCS Ha

- 3BUYAHI,

- 111 ciryx60Boro kopuctyBanHs (JIICK),

- TAEMHI, IUJIKOM Ta€EMHI, sIKI MalOTh yropi mpaBopyd mo3Hauky "Taemuo",
"Himkom TaemHO". Po3rojiomeHHs 3MICTYy Takoro JIOKYMEHTa MPHU3BOAUTH M0
KPUMIHAJBHOI BIAMOBIAATBLHOCTI)

11. 3a cragisiMu CTBOpEHHSI

- OpUTTHAT — 11€ OCHOBHUIL BUO OOKYMEHMA, Nepuiuil i €OUHUL KOTO IPUMIpHUK. BiH
Mae€ TIIMUC KePIBHUKA YCTAHOBH 1, Y pa3i OTPeOH, 3aBIPEHUI IIITAMIIOM 1 IIEYaTKOIO;



- Komist — 1e mouHe siomeopenus opueinany. Ha komii ToKyMeHTa OOOB'S3KOBO
pobuTthcst momiTka «Korrispy Bropi mpaBopyd. JIucTyrourcs 3 oprasizaiiisiMi i yCTaHOBaMH,
y CIpaBax 3aBIH 3aJMIIAIOTh MOTPiIOHI IS TOBIZOK Kormii. Taki Komii 3ByThCS 8i0nyckoMm.
OpuriHai 1 KOs MalOTh 00OHAKO0BY 10PUOUYHY CUTLY,

- 3a MOTpeOu BIATBOPUTH HE BECh JIOKYMEHT, a JIMIIE HOro YacTHHY, POOUTHCS
BUMNCKA (BUTST);

- Ty OJIIKaT BUJIAETHCS , SIKITIO JIOKYMEHT 3ary0JieHo, 1€ IPYTHid MPUMIPHUK IOKYMEHTA.
KOpunmaHo opueinan i 0yonikam pieHOYIHHI.

12. 3a cTpokamu 30epiranHs JOKYMEHTH OyBalOTh

- TuM4acoBoro (10 10 pokiB),

- TpuBasoro (moxaj 10 pokis),

- IOCTINHOTO 30epiranHs (75 pokKiB)

13. 3a Hociem indopmamii - Ha mnamnepi, JUCKy, (OTOIUTIBII, MarHITHIM
cTpiuil, nephoKapTi, TUCKETI

14. 3a 10pUAUYHOIO CHJIOKO PO3PI3HAIOTH TaKl JOKYMEHTHU:

- cripaBHi (ICTHHHI) — II€ Ti, SKi BHJaHI B YCTAaHOBJICHOMY 3aKOHOM TOPSIKY
3 JoJepkKaHHAM ycix npaBuil. CripaBkHi JOKYMEHTH OyBaliOTh YMHHI Ta HEYMHHI.
JIOKyMEHT CTa€ HEYMHHHM, SKIIO BTpada€e OPUINYHY CUITY 3 OyIb-sIKOi IPUINHU;

- miapoOeHi (panblivBi) — 1€ Tl, B IKUX 3MICT Y4 OPOPMIIEHHS HE BIANOBIAAE
ictuHi. QaNplIMBUMH JOKYMEHTH MOXYTh OyTH BHACHIJOK MaTepiajabHOI YH
IHTENEKTyaIbHOT iApoOKu. Mamepianbra OyBa€ TOA1, KOJH 10 3MICTY CHPaBXKHbHOTO
JIOKyMEHTa 3aMICTh TMPAaBWIbHUX BHOCITh HEMPaBHIbHI BIOMOCTi, pPOOJISATH
BUIIPABJICHHS, MIAYUCTKU TOINO. [Hmenekmyanbha niopoOKa BUPAKAETHCI Y
CKJIaJICHHI 1 BUJ1aul JIOKYMEHTa CB1JIOMO HEMPABAUBOIO 3MICTY, X04 1 IPaBUILHOTO 3
dbopmanbHOTO OOKY.

15. 3a Tunom ¢gikcoBanoi indopmauii Ta cpeporo GyHKUiOHYBAHHS:

- JUI0B1 — (IKCYIOTh 1H(POpPMALiI0 MPO OCOOIUBOCTI (PYHKIIOHYBaHHS
YCTaHOB, OpraHizailiii (ci1y>k00B1 JIUCTH, TeIePOHOTPAMHU, IOBIIKH, PIIIICHHS, HAKA3H,
MOJIOKEHHS, CTaTyTH, THCTPYKIIii);

- TEepCOHalbHI — TMOCBIAYYIOTH 0C00y, i1 mpaBa, OOOB’SI3KH, MICTSTh
Oiorpagiyni BiZOMOCTI (CBIIOLTBO MpPO HAPOHKEHHS, MACHOPT, BOJIINCHKE
MOCBIIYCHHSI, BIMNCHKOBHM KBHUTOK, IICHCIMfHE TIOCBIIUEHHs, MirpaijiiiHa KapTa,
MeaudHa 1oBigka «Popma 086/y»)

- IMBUIBHO-TIPAaBOBI — (IKCYIOTh 1H(OpMAIIiIO, [0 Ma€ IOPUIUIHE
3HAYCHHS 1 perynrotoThes [[uBUTbHUM KOIeKCOM Y Kpainu (3amoBiT, JOTOBOPH KYITiBIIi-
MPOJIaXy, PEHTH, 3aCTaBH, 1MOTEUHI, TOPYICHHS)

- TIpoOIIeCyabH1 — 3aCBIIYYIOTH ITOPSAIOK JOCY0BOI Ta CY0BO1 IsTBHOCTI
YIOBHOBXEHUX OPraHiB (MPOTOKOJ JOMUTY, OOIIYKY, TOCTAHOBH, YXBaJIH, BUPOKH )

B Vkpaini  mpouecu = JIOKYMEHTOTBOPEHHS ~ Ta  JIOKYMEHTOOOIry
PErIaMeHTYIOThCSI TAKUMU HOPMATUBHUMU aKTaMH:

1. TunoBa 1HCTPYKIIi 3 AIOBOJACTBA Y LUEHTPAIbHUX OpraHax BUKOHABYOI
Bnaau, Paai minictpiB ABToHOMHOT PecnyOmiku Kpum, MiciieBuX opraHax BUKOHaABYO1
Bnaau, 3aTB. [loctanoBoro KMY Ne 1242 Bin 30 nuctomana 2011 p.



2. Haka3z MinictepctBa roctuilii Ykpaiau «lIpo 3arBepmkenns [IpaBwn
oprasizaiiii JiJI0OBOJICTBA Ta apXiBHOTO 30epiraHHs TOKYMEHTIB y Jep’KaBHUX OpraHax,
opraHax MICIICBOTO CaMOBpSIyBaHHS, Ha MIANPUEMCTBAX, B yCTaHOBaxX 1
opranizamisx» Big 18.06.2015 Ne 1000/5

3. 3akon Ykpaiam «IIpo 3BepHEHHS TpomMaasH» Bif 2 KOBTHA 1996 poky
Ne 393

4. 3akoH Ykpainu «IIpo nepxaBHy Taemauiro» Big 21 ciuns 1994 No 3855-
Xl

5. 3akoH VYkpainu «IIpo enexkTpoHHI JOKYMEHTH Ta €JIEKTPOHHHM

ToKyMeHTooO01r» Bif 22 tpaBHs 2003 Ne 851-1V

6. JACTY 2392-1994 «Iudopmariss ta noxkymentaiis. ba3oBi mOHSTTS.
TepMinu Ta BUBHAUYCHHS», YMHHUH Bij 1 ciunsg 1995

7. JACTY 2732:2004 «J{imoBojacTBO ¥ apxiBHa cmpaBa. TepMiHH Ta
BU3HAYCHHS MOHATHY, SIKHMHA 3a Haka3oM Jlep’KKoMcTaHmapTy HaOpaB CHITy B YepBHI
2005 p.

8. JACTY 4163-2003 «/lepxaBHa yHIipIKOBaHAa CHCTeMa JOKYMEHTAIII].
VHidikoBaHAa CcHCTEMa OpraHi3alllHO-PO3IMOPSAIU0i JOKyMeHTalli. Bumorm 10
oopMIICHHSI TOKYMEHTIBY», YnHHUM 3 01.09.2003

9. «IHCTpyYKIIA 3 AUTOBOACTBA B cUcTeMi MIHICTEpCTBa BHYTPIIIHIX CIIPaB
VYkpainny, 3atBepxeHoro HakazoM MBC Ykpainu Big 23 ceprias 2012 poky N 747.

10.  «IacTpykuis 3 odopmiieHHS HOKyMeHTiB y cuctemi MBC Vkpainuy,
3atBepmkeHa HakazoM MBC Big 27 aumas 2012 p. Ne 650.

Otrxe, odopmieHHS JOKYMEHTIB BHM3HAY€HO CTaHAapTaMH 1 CYBOpPO
pernmamenToBano. CTaHAapTU3aIlis JOKYMEHTIB — 1€ JOTPUMAHHS €IMHUX HAayKOBO-
OOTPYHTOBAHMX MPABWII MATOTYBAHHS ¥ 0(DOPMIICHHS IOKYMEHTIB.

Cranpaptuzanis € OOOB’S3KOBOK0 O3HAKOK JOKyMEHTa. 3a CTYIEHEM
CTaHAapTU3allii i peraraMeHTanli BCl JOKYMEHTH MOAUIAIOTh Ha TPU TPYIIu:

1. /lokymenmu eucoxkoi mounocmi cmanoapmie.

Akmo xoya 6 OAWMH 13 CTAaHAAPTIB HE BUTPUMAHO — JOKYMEHT YyTpauae
IOpUJIUYHY CWITY (nacnopm, Ouniom, cei0oymeo Hpo HAPOONCEHHS, BIUCLKOBUL
keumok). Takl TOKYMEHTH 3a3BUYall YKIJIaJIalOThCS 3a37ajerijib, TOTyeThCs OJIaHK, a
KOHKpeTHa 1H(oOpMallisi BOHCYETbCA BIJ PYKM YW 32 JOTMOMOIOI KOMII IOTEpa;
BUTOTOBIIIOTHCS OJTAHKM TAaKUX JOKYMEHTIB CEIlaIbHUMU JIEP)KaBHUMHU YCTaHOBAMU
Ha Tanepi 3 BOJASTHUMU 3HaKaMu;

2. /lokymenmu HeBHCOKOI TOUYHOCTI CTAHAAPTIB: 008i0Ka, pa3o6a nepenycmxka,
akm TOIO. Y HHUX 3a30ai1eciob Ni020moeGieHa He3MIHHA YacmuHd, wo TIPUCKOPIOE 1
MOJIETTIIy€e poOOTY 3 iH(popMaIi€ero.

3. /lokymenmu Hu3bko20 pieHa cmanoapmu3auii, e TniepenOadeHi I
3aeanbHi NpuHyunu YKIaJaHHA 1 neBHa (opma moOyaoBH: MOBHI 3aco0M Ta ix
KOMIIOHYBaHHSI B TEKCTI aBTOp-ykiaoau oOobupac cam (xapaxmepucmuka, 36im,
npomokos). JIns Takux JTOKYMEHTIB HE MO)KHA MIJAroTyBaTH OyiaHK. Skpa3 came mia
yac YKJIaJlaHHsS JIOKYMEHTIB I[i€l Tpynu HaWyacTille TPaIisioThCsl CYNepeyHOCTI,
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NOMMJIKH, 00 iCHY€ HailOuTbIa cB0OOAa BUOOPY; caMe B YKIIaJaHHI IUX JOKYMEHTIB
OUYEBUHOIO CTA€ MOBHA KYJIBTYypa aBTOPA.

ITlim gac ykjagaHHsl JUIOBUX JOKYMEHTIB MOBII OOMEXKEHI Y TBOPYOCTI.
VYkiramad Mae JOTPHUMYBATUCS BCTAHOBJICHUX IPaBWII 1 HE Biaxoautw Big HuX. Och
YOMY TOBOPSTH, IO TOKYMEHTH YKJIAAAI0ThCsl, 2 He MUILYThCS .

1. KokeH JOKYMEHT CKJIAJa€ThCsl 3 OKPEMHUX EJIEMEHTIB, SIKi HA3MBAIOTHCS
pekBizuTamMu. CJI0BO «requisitey» 3 JIaT. 3HAUUTh «HEOOX1JTHE», «IIOTPIOHEY.

PekBi3uT — 11¢ 000B’SI3KOBUI €JIEMEHT Yy CKJIaIl IOKYMEHTA, BIJICYTHICTh SKOTO
1o30aBJsie HOro IPUIUYHOT CHIIA. PEKBI3UTH MOUISIOTHCS HA

a. [TocTiitH1 — IPYKYIOTHCS 1] YaC BUTOTOBJICHHS OJIaHKa;

b. 3MiHHI — QIKCYIOTHCS B MPOIECI 3aIIOBHEHHS JIOKYMEHTA.

KoskeH pekBI3UT Ma€ 4iTKO BCTAHOBJICHY JUTs HOT'O 3aITUCY KUTbKICTh IpadiyHMX 3HAKIB
Ta MPOOLIIB, SIKa HA3UBAETHLCS IOBKMHA PeKBi3uTy. KonBaHHsa Mex + 2 MM.

3rimno JICTY 4163 B HOKyMeHTaXx MOXYTh BHUKOPHUCTOBYBAaTHCS JBa BHUIU
pO3TaIlTyBaHHS PEKBI3UTIB:

KYTOBMii (y JTIBOMY YH IIPaBOMY KyTKY apKyIIia)

MO3/10BKHiM (B37I0B)K BEpXHBOI YACTUHH apKyIIia)

VY pi3HHX THMax JOKYMEHTIB CKJaJ PEKBI3UTIB HEOJHAKOBUM. BiH 3aleXUTh Bif
3MICTY, IPU3HAYEHHS 1 CIIoco0y 00poOKH JoKyMeHTa. KOXKHOMY pEKBI3UTY BIJIBEJICHE ITEBHE
mictie. Ile poOWUTh JOKYMEHTH 3pYyYHHMH JUISi 30pPOBOTO CHPUMHATTSA, CIPOIIYE iX
OTIPAITFOBAHHSI.

JCTY BCTaHOBIIOIOTh MaKCUMAJIbHUM CKJIaJ PEKBI3UTIB 1 TMOPSIOK iX
posTtainnryBaHHs. Bcroro € 32 pekBizuTw.

2. CyKyIHICTh PEKBI3HTIB, PO3TAIIOBAHUX Yy MEBHIN MOCIIIOBHOCTI Ha mamepi
cranaaptHoro popmaty (A4 a6o AS), HazuBaeThcs popmyasipom. Dopmysassp — 11e
MOJIeJIb JOKYMEHTA, 3pa30K NOOYAOBH TIOKYMEHTIB IEBHOTO BUAY.

3. CTaHAApTHUI apKyll mamnepy 3 BiATBOPEHHUMH TMOCTIHHUMH PEKBI3UTaMU
Ha3UBAETHCS O1aHK. BCTaHOBIEHO TpU BUIU OJIAHKIB:

- IS JIACTIB;

- ISl KOHKPETHOTO BUAY JTOKYMEHTIB;

- 3arajgbHUM (AJ1 PI3HUX BUJIIB IOKYMEHTIB)

4. I'pyna pekBi3UTIB Ta iX NOCTIMHUX YaCTUH, BIATBOPEHA Ha OJIAHKY SIK € JUHUIN
0510k Ha3uBaeThes mTami. [lItamm Tex OyBae KyTOBUH 1 TO37J0BXKHIM.

KyToBuii mramm po3TanioByeThbCs 371iBa Y BEPXHbOMY KYyTi JOKYMEHTA, BiH
MICTUTh TakKi PEKBI3UTH, K 300pakeHHS eMOJieMH OpraHizailii, Haropoj, Ha3Ba
oprasizailii Yu CTPyKTypHOTO MIAPO3JALTY, PEECTPALIMHUMA 1HIEKC TOKyMEHTa, JaTa
JIOKyMEHTA.

IMo3n0B:AxHIi mWITAMI JOUUIBHUN TOM1, KOJM Ha3Ba YCTAHOBH 1 CTPYKTYPHHX
MIJIPO3/1TIB CKIATAETHCS 3 BEIUKOI KIJTbKOCTI CIIIB.
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OCHOBHI PEKBI3UTHU
No PexBizuTn Po3ramyBanns Ta npaBujia opopmiieHHs
JleprxaBHUI repo ITocepenuni O:1aHKy a00 y KYTKY HaJl CEpPEAMHOIO Psi/IKa
1 | Ykpainu 3 Ha3BOIO OpraHizarii
(po3mip — BucoTa -17Mm, mmpuHa 12Mm)
2 EmGnema opranizartii uu [Mopsin 3 HA3BOKO OpraHizariii,
T IIPUEMCTBA Ha JIIBOMY T10JTi OJIaHKY
300pakeHHs Y BepxHbOMYy JiBOMy KyTKy a0o mocepeauHi
3 | JEpXKaBHUX HArOPO. JOKyMEHTa
4 Kon opranizarii VY BepXHbOMY IPaBOMY KYTKY, Iicisl peKBi3uTy Ne 9
5 Kox popmu nokymenTta Y BepXHbOMY IPaBOMY KYTKY.
ITin KomoM opraHi3arii
6 Hazga minicrepcTBa abo [TocepenuHi psiika a00 Y BEpXHHOMY JIIBOMY KYTKY.
BiZIOMCTBa
7 IloBHa Ha3Ba [Tocepenuni psinka a00 Y BEpXHHOMY JIIBOMY KYTKY.
YCTAaHOBH, oOpraHizamii — Moxe HAHOCHUTHCS 3a JONOMOIOK INTaMmna abo
aBTOpA JIOKyMEHTA JPYKAPCHKAM CIIOCOOOM.
8 Haszea  crpykrypHOro Y BepXHBOMY JIIBOMY KYTKY
1 PO3 Ty J103BOJISIETBCSL IPYKYBATH MAIIMHOIIMCHAM CIIOCOOOM
9 JoBinkoBi gaHi 11po Y BepXHbOMY JIIBOMY KyTKY (Ha O1aHKax)
opraHizaiiro (TOIITOBa ajpeca, oopmIIsIETECST  BIATIOBIAHO JO Cy4YacHHUX TIOIITOBHX
HOMepH Tesne(hoHiB TIpaBUII:

syn. Ilupozosa, 9, xB. 5, M. Kuig, 01054, Yxpaina

Ha3zBa Buay 10KyMeHTa

OOGOB’sI3KOBUI PEKBI3UT ISl BCIX JIOKYMEHTIB, KpIM
CITy>KOOBHX JIUCTIB.

Ha3zBa nopaerbesi 3 BeJIUKOI JiTepH, MOcepenHi
psnka Ha3Ba moBuHHA BIAMOBIIATH KOMIETEHINT YCTAHOBH

Jlara

O00B'A3K0BHI1 PEKBI3UT YCiX JOKYMEHTIB

Jlata Ha JOKYMEHTI TPOCTAaBISIETBCSI B MOMEHT
mignucanHs abo 3aTBEPMKEHHS 0CO00I0, SKa HOro MiAIICye
a0o 3aTBEpIIKYE

Ha nokymeHTax nary CTaBISThH MiJ TEKCTOM JIIBOPYY
yepe3 1,5 iHTepBaH

Jara 3anmucyerbcest

- cnoBecHO-TM(GpoBUM criocodbom (24 ceprast 2002 p.)

- 1MppoBUM — apaOChKUMH IMppaMu y Takii
MOCTIZIOBHOCTI: JIeHb, Micsib, pik — 17.06.2002 (Tobto 17
yepBH: 2002 poky).

S0 mopsnkoBui  HOMEp Micsmg  abo  ymcia
CKJIAJIA€THCS 3 OJIHIET U(PH, TO TIEpe Hero TpocTaBisieTbes 0
(aymB): 03.04.2002.

Ha nucrax Ta ¢iHaHCOBHX JOKYMEHTax JaTa
CTaBUTHCSI TUIBKHU CJIOBECHO-IM(POBUM CIIOCOOOM.

Bkazyroun y JOKyMeHTax TPHUBATICTh:

-y MEeKax MICSIIs 10 - 05.08.99

-y MeXax poKy Bizx 16.09. 10 09.10.12

-y Mexax JeKutbkox pokiB  Big 07.12.10 no 07.04.12
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SIKIIIO B TEKCTi TOKYMEHTA Yac BU3HAYAETHCS 30 POKOM —
BHKOPHUCTOBYEThCS POIOBHIA BiZIMIHOK, & HE IPUMEHHUKH Y(B):
Hapoouscsi 1978 poxy

PeecTpaniiinmii iHgexc
AOKYMEHTAa

VYMOBHE TO3HA4YEHHS IIiJI 4Yac PEECTpallii JOKyMeHTa
Po3rarmoByeThest y BEpXHii YaCTHHI apKyIiia 371iBa.

Innekc moxymeHTa BKITIOYa€e B ceOe TpU Iapy apadChKHX
udp:

- TIepIia rnapa — iHJAEKC CTPYKTYPHOTO MiAPO3ILTY,

- Ipyra — HOMEp CIIPaBH 32 HOMEHKJIATYPOIO,

- TPETSl — MOPSIKOBUIA HOMED 3a )KypPHATIOM OOJTIKY.

Hanpuxma: Ne 02-10/36,

oe 02 — wugp cmpyxmyproeo niopo3oiny;

10 — nomep cnpasu;

36—peecmpayitinuii Homep OOKYMeHmMA 3a HCYPHATIOM
00JlIKY BXIOHUX OOKYMEHMIG

[TocuanHs Ha iHAEKC Ta 1Aty
BXIIHOTO JIOKYMEHTa

Y BepxHiif YaCTHHI CTOPIHKH 371iBa.

Micrie ykiasiaHHsl Ui BHJIaHHS
JIOKyMEHTa

Y BepxHiii YaCTUHI CTOPIHKH 31iBa.
MicTuTh Ha3By MICTa YM HACEIICHOTO ITyHKTY, JIe
BUJIA€THCS IOKYMEHT

['prd oOMerkeHHsT
JIOCTYIIy JIO IOKyMEHTa

3 mpaBoro 60Ky i KogoM (opmu.
3ammcyerbess 3 cepeuHU psaka: «Jlms  cimyx00Boro
KOPUCTYBAHHA», KTAEMHO»

Anpecart

Opranizanisi, mocagoBens 4M NpPHUBaTHA 0co00a,
SIKii mepeaaeTbesi JOKYMEHT

JloOKkyMeHT He TIOBHHEH MIiCTHTH Oijabiie
YOTHPBHOX a/pecaTiB

Po3rarmoByerbest 3 mpaBoro GOKy y BEepxHIM 4acTHHI
CTOPIHKH.

KoxHuii enemMeHT — Ha3Ba YCTaHOBH, MiAPO3JILTY,
rmocasia, TPI3BUIIE Ta IHIIATM OCOOM, TOIITOBA ajpeca —
IIUILETBCS 3 CEPEANHH HOBOTO PsiJIKa

Po3aiy10BUX 3HAKIB MIXK €JIEMEHTAMU HE CTABIIATE.

1. SIkmo NMOKyMEHT aJpecoBaHO 10 YCTaHOBH 0Oe3
3a3Ha4YeHHs M0CaI0BOI 0cO0M, Ha3BU NojaroThes y Hazuenomy
GIOMIHKY, a

TOIITOBAa a/ipeca BKa3yeThCs IMICIS HAa3BH YCTAHOBH,
CTPYKTYPHOTO MiAPO3ALTY

Hanpuxan:

Minicmepcmeo enympiwnix cnpas Ykpainu

Tonosne crioue ynpaeninmus

eyn. bocomonwvys, 10 Kuis, 252024

2. SIkmo JTOKyMEHT aJpecyloTh YCTaHOBI i3
3a3HaYEHHAM [0CaZ0BOI OCOOM, TO Ha3By YCTAHOBHU
HaBoAATh y HasuBHOMy, a mocagy, Mpi3BUIIE — Y
JaBajbHOMY BiAMiHKY

Kuiscokuii enexmpomexarniunuii 3a600

Ingpopmayitino-obuuciosanvruii 8i00in

IIposionomy cneyianicmosi

Kosanenky B. C.
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3. SIKmo JOKyMEHT aJpecyroThb KEpiBHUKOBI
MiJIPUEMCTBA, TO Ha3Ba IbOTO MiJIMPUEMCTBA BXOJIUTH JIO
CKJIaJy Ha3BH IOCAIH aJipecaTa, TO ajapecar oQpopMIISETbCS
y [JaBaJbHOMY BiIMiHKY, a HalMEHYBaHHA YCMAHOBU
TIOJTAETHCS Y POOOBOMY BIOMIHKY'

3acmynnukosi oexana
I0pUOUYHO20 haxyromemy
Hauyionanvnoi akademii
BHYMPIWHIX cnpas YKpainu
Llenento M.A.

4. SIkio JTOKyMEHT HaJICHIIA€ThCSI PUBITHIA 0001, TO
npizeuwe, im’ss no bamvkosi (ab0 IHIIAM) 3a3HAYAIOTH Y
0aBa/IbHOMY GIOMIHKY, aJipeca MHUILCThCS ITepe]] MPi3BUIIIEM

np. l'acapina, 9, k6.18, Xapkis, 61091

Muxaiinosy B.I1.

5. JSIKmo JOKYMEHT aJpecyeThCsi  KiIbKOM
OJHOPITHMM OpramizaumifaM, TO ajpecara 3a3HA4Yal0Th
y3arajibHeHO (KJIF0YOBi IMEHHUKH Y (DOPMI MHOKHHH):

3aBimyBauam kadeap
HarmionansHOTO YHIBEPCUTETY
iM. MLII. JlparomaHoBa

AnpecaHTt

ABTOp 10KYyMEHTA

OdopmitroeThes y TIpaBiid YaCTHHI TOKYMEHTA MiCIIs
pekBizuty Anpecat uepe3 1,5 intepBamun y PomoBomy
BiIMiHKY Oe3 npuilMeHHUKa 610

OCHOBHI €71eMEHTH:

- nocasia (y BHyTPILIHIX JOKYMEHTaX )

- Ipi3BUILE, IM 5 Ta 10 OATHKOBI

- agpeca (y 30BHILIHIX JOKYMEHTaX)

I'pu¢ 3aTBepaxenns

3aTBep/sKeHHs1 - 3aCBIUEHHS JIOKyMEHTa MICIsl Horo
TIIMTUCAHHS, SKUM CAHKIIIOHYE TIOMIMPEHHS il JOKyMEHTa Ha
BU3HAYEHE KOJO CTPYKTYPHUX IPO3AUIIB, OpraHizamii 4u
CITy>k00BHX 0CIO.

JdoxkymeHT Ha0yBae YHUHHOCTI BiI JaTh
3aTBep/IKeHHSs

Po3raroByeTbest y BepxHii mpaBiii 4acTHHI HEpIIOro
apKylIla JOKyMEeHTa.

EsemenTH rpuga 3aTBepIKeHH

— cnoBo 3ATBEP/IXXVIO (6e3 nanok)

— Ha3Ba Tmocaau; (3 BENUKOI JiTepu Y
Ha3MBHOMY BIJIMIHKY)

-MAMUC 0COOH, IO 3aTBEpIia 3 PO3MIU(POBKOIO;
—  Jara 3aTBepIKEHHS

Koxen enemeHT po3ramoByeTbcs dyepe3 1,5
1HTEepBaI

Hamnpukian:

3ATBEP/DKYVIO

Jupexmop wixonu

(nionuc) JI. C. Cemenosa

24.04.1990
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Pe3oaronis

3MiHHUI PeKBI3UT, KU MUIIETHCS BiJ PYKH

Pesomoriss — me iHdopMmalis, sKa MiCTUTh
BKAa3iBKH 11010 MOAJIBIIOT POGOTH 3 TOKYMEHTOM.

IcnyroTs 3 BUaM pe3oatoniii:

- PE3OIOIA-TIATBEPDKEHHS  (JIOKYMEHT He
BHUMArae HisIKUX il 3 00Ky 3aCTyIHHKIB Ta KOJIECKTHBY)

- pPE3ONIOIISA-pO3rIIsA  (BHMAara€  BXKUTTS
TIEBHUX 3aXO0/IiB)

- PEe30IOMIS-BIANOBI AL (HAIXOIUTh KYp €pOM,
Ma€ HeTaTUBHY BiJIIOBI/Ib)

Po3sramoByeThest y mpaBoMy BEPXHBOMY KYTKY.

Slkmo me Micue 3alHATE 1HIIUM PEKBI3UTOM, TO
PE30IIIOIIII0  PO3MINIYIOTh Ha Oyab-SKili BUIBHIA TUTOIII
CTOPIHKH JIOKYMEHTA, KpiM TI0JIiB, Ha OKPEMHUX apKyIiax abo
criemiajgbHUX OJIaHKaX.

Pe3outrorist MiCTUTH Taki €JIEMEHTH:

— NpPI3BUIIE Ta IHIIAJIM BUKOHABI, SKOMY
BiIMpaBIIeHUH TOKyMEHT(Y JaBaJIbHOMY BIAMIHKY)

— BKa3iBKa Ha MOPSAA0K BUKOHAHHS JOKYMEHTA
(mopyuenns) Cnoga ,,J10 Bimoma'", ,,Jlo nporoxkoay", ,,J1o
HaKa3y

— TEpMiH BUKOHAHHS JOKYMCHTA,

— 0COOMCTHUH MIMKC KEPIBHUKA,

— Jara.

Hamnpukian:

IBanenkosi H.I'

[lepeBipuTH 3BITHY JOKYMEHTAILIIIO

dinancosoro Biaainy 1o 23.12.2007

ITignuc

18.12.2007

3aroJ10BOK 10 TEKCTY

BinoOpaxkae roJjioBHy igero 10kymMeHTa

Po3milyeTses mil HA3BOK0 BUAY AOKYMEHTA:

- K MpaBWIO (OPMYJIOETHCS K BIANOBIAL Ha
MUTaHHSA IO 1O? Mpo Koro? 4oro?

- 37e0UTBIIIOTO, TIOYMHAETHCA 3 MPUHMEHHUKA
«TIpO»; Ma€ OyTH JIAKOHIYHUM 1 TOUHHUM,

- SIK1mo y MOKYMEHTI MIeThCsl Mpo KiIbKa MHUTaHb,
3aroJ0BOK MOXe OyTH y3arajJbHEHHUM.

Hanpuknao: Hakas npo cmeopens ycmaHosu. ..

JIpyKy€eThCsl MaIMMU JliTepaMu, yepe3 | iHTepBai
BiJI Ha3BU JOKyMEHTA.

SIK1110 3ar0JI0BOK BIUIUISETHCA B/l HA3BH IOKyMEHTA
IHIIMMH peKBi3UTaMHu (zarta, micue, Ne), TO IPYKYyeThCs 3
BEJIMKOI JIITEPH, BiJ MEXI JIBOTO TOJIS.

MaxkcruManbHa JOBKHMHA psAJIKa 3arojioBKa 72 MM (28
JIPYKOBaHUX 3HAKIB), OOCSAT HE TIOBHHEH MEPEBUIIYBATH S5
PAIKIB

Kparnky B KiHIII 3ar0JI0BKa HE CTaBJISITh.
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TekcT NOKyMEHTa, HaJApyKOBaHUI Ha mamepi AS,
JI03BOJIAETHLCS MOAABATH 0€3 3aroJI0BKA.

3arojloBKM  HE  CKJIAJalThCcd OO0  TCEKCTIB
tenedoHOrpam, TeJlerpam Ta IMOBiIOMJICHb

Buay po3minieHHs 3arojoBKiB:

- 3IIEHTPOBAHMK (MOYATOK 1 KiHEIb KOXXHOTO
psaKa OTHAKOBO BIIJTAICHI BiJl MEXK);

- panopoBuid (KOXKEH PSAAOK OYNHAETHCS BiJT
MEXI JIIBOTO TIOJIsT)

BiamiTka mpo KOHTPOJIb

3 miBoro OOKy y BEpXHIH YacTHHI IMOJSA TEPIIOro
apKylma JOKyMEHTa.
il mpocTaByst0Th 32 hopMoro «K» a6o «KoHTposb)»

Texcr

OOOB’SI3KOBHI PEKBI3UT JOKyMeHTa. Moxke OyTu
0oOpMIIEHUM CITOCOOAMH:

- CYUUIBHUH TEKCT (PO3TAlIOBYETHCS Bif TOJS IO
monss 3 a03alHUMH ~ BHCTYIIaMH Ta  HEOOXITHOIO
pyOpHKaIi€ro);

- aHKeTa,

- Ta0IuIIs

- 3MIIIaHUH

TekcTn  JOKYMEHTIB  MOCTIHHOrO  30epiraHHs
JIPYKYIOTh Ha OJTHOMY OOIll apKyIia

BinmiTka npo HasiBHiCTH
a0JaTKa

BiaMiTKy pO3MIIIyIOTh il TEKCTOM JOKyMeHTa 0e3
BiICTYIy BiJ MesKi JIIBOro moJIsl.

SIKIII0 TOKYMEHT Ma€ JIOAATKH, He 3a3Ha4YeH1 B TEKCTI, TO
X MOTPIOHO NepeNYnTH i3 BKAa3IBKOIO HA KIJIbKICTh apKyIIiB
i npuMipHuKiB

1. Jlo 3aa6u 0ooaro: (Ha3BU JOKYMEHTIB Y 3HAXIOHOMY
siominky) — Hanpukma: 1oBiaKy

2. Jlo 3assu Oooatomvcsi maki Ooxkymenmu: (y
HA3UBHOMY 8IOMIHKY)

3. Jlooamox: 1...

2...
3...

Jlomatku 10 TOKyMEHTIB MOXYTh OyTH 3 BHUIIB:

1) NOJATKU, IIO0  3aTBEPKYIOThCS  abo
BBOJIATHCS B JIIF0 PO3MIOPSIYAMH TOKYMEHTAMU

2) JOJaTKH, 110 € CAMOCTIHHUMH JIOKYMEHTaMHU
1 HA/ICUJIAIOTHCS 13 CYTIPOBIIHUM JIUCTOM;

3) IOIATKH, 110 HOSICHIOIOTH a00 TOIMOBHIOIOTH
3MiCT OCHOBHOTO JOKYMEHTA.

JlonaTok 10 po3nopsIIMX JOKYMEHTIB TOBUHEH MaTH
BIZIMITKY 3 TIOCHJIAaHHSIM Ha IIeW TOKYMEHT, HOro JaTy 1 HoMep.
BiamiTKy poOmsiTh y ipaBoMy KyTi IEpIIOro apKylia JI10/aTKa:

Jomarok 1

10 Haka3y MiHicTepcTBa
OXOpOHH 3710pOB’ YKpaiH!
20.01.2001 Ne23
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Mignuc

Lle o0oB'si3koBHMii  peKBI3UT  OyIb-SIKOTO
JOKYMEHTa, 110 3acBigf4yye€ #oOro JaOCTOBipHicTH i
OPUINYHY CHITY.

[Tinnucye TOKyMeHTH, SIK PABUIIO, KEPIBHUK YCTaHOBH,
HOro 3aCTYIHHK UM KEPIBHUK CTPYKTYPHOTO I IPO3/LTY.

HinmucyoTh, fIK NPaBUIO, NEPIIMA NPUMIPHUK
JTOKYMEHTA.

[Tinmwc craBUTHCS 111 TeKCTOM Yepe3 1,5-3 iHTepBam.

[Timmic OGyBae CTHCINIA 1 TOBHUI B 3aJI€)KHOCTI BiJI TUITY
JIOKyMEHTa

J1o ckJta ry MOBHOTO ITi/IIKCY BXOJISTH:

— HallMEeHyBaHHs Tocaau (3 JiBoro Ooky 0e3
BIZICTYIY);

— ocoOucTui manuc (MK Ha3BOK TOCaaU U
Mpi3BUILEM);

— HilATM W TPI3BUINE OCOOHW, IO IIiamucana
JOKYMEHT (IIpaBOPYY) Ha PiBHI OCTAHHBOTO PSI/IKA ITOCAJIH.

Hauanvnuk ynpaeninns

2eHepan-manop Miniyii P.O. Ayuwun

nionuc

1. V pa3i HajchIaHHs JOKYMEHTa OJHOYACHO KUTBKOM
YCTaHOBAM BHIIIOTO PiBHS KEPIBHUK MAMHCY€E BCl IPUMIPHUKH.

2. [Tigmicn KinbKoOX CJIy:K00BUX 0OCi0 Ha JOKYMEHTaxX
PO3TAIIOBYIOTECS OMH TiJ OJHAM Y TOCHiJIOBHOCTI, IO
BIZIMTOBITA€ CITy>K00BI# 1epapXii (BiJT BUIIIOT IO HUKYON)

SIKII0 MOKyMEHT MiAMKUCYIOTh KijlbKa 0ci0, 1110
o0iliMaloTh OJHAKOBI mOcagW, TO IiXHI  IIAMHCH
PO3TaILIOBYIOTHCS HA OJTHOMY PiBHI:

Lupexmop 30LL Ne 277 Jlupexmop 30LL Ne 282
(nionuc) JI. C. Cemyyx (nionuc) FO. FO. Hosax

4. Y pasi BigcyrHocti mocagoBoi ocodu, Migmuc
SKOi 3a3HAYEHO B JOKYMEHTI, JOKYMEHT MiJMUCy€E 0coba,
sIKa BUKOHYE 11 000B’s13KH, 200 11 3aCTYNHUK.

VY 1poMy BHUMAJKY 3a3HAYalOTh MOCAAY 1 MPI3BUILE
ocobw, 10 TiAnucana J0KyMEHT (BUIPABICHHS BHOCATHCS
PYKOMHUCHUM a0 MAIIMHOMUCHUM CITIOCOOOM):

«B.0o», «3acT.». CTaBUTH TOXWIYy PHUCKY TMepen
Ha3BOIO ITOCA/IA HE JIO3BOJICHO

Po3mmppyBanHs mianucy B Ty>KKHA He OepeThCsl.

Inimiaam ToOro, XTo miANMUCYE AOKYMEHT CJijg

po3TalIyBaTH:

1. MIpU aJpecyBaHHI - MICJs Mpi3BUILA, HAMP.:
IBantoky LI

1. Ipy  MIAOUCYBAaHHI  JIOKyMEHTa, HOro
3aTBEpUKEHHI - repe] npi3zBuiieM - A.A.binan;

2. Ha pe3oJromii - micis mpi3Buma abo 6e3

3a3Ha4YeHHA iHiUiamiB, Hanpukiaa, CuMoHeHko; IleTpeHky
M.IL,;
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3. y TEKCTax JOKYMEHTIB (y CIIMCKaX, aHKeTax,
aBToOiorpadisx, JOBIAKAx) - MICIA MPI3BHUINA, HAPUKIIA,
Haropoaut Kosanenka O.0. [IiHHUM OJapyHKOM;

4, 1HiIany He Oa)KaHO BIPUBATH BiJl IPI3BHINA
IIPU NIEPEHOCI CIIOBA.

I'pud noromxennst

[To3Hnauka Mpo MOro/KEHHS TOKyMEHTa 32 MEeKaMu
oprasizarii.

I'pud moromxeHHsI poO3TaIOBYIOTECS 0€3 BiICTymy
BiJl MesKi J1iBOTO 1MOJISl HUKYE PEKBI3UTY «HiAmuc» abo Ha
OKpeMiii CTOPIHIII.

Llei pexBi3UT CKIATAETHCSA 13:

— ciosa [IOI'OJIDKEHO;

— Ha3Ba IOCaau CIy>X00BOi 0coOH, 3 SIKOIO
MOTO/IKY€EThCS TOKYMEHT, Ta Ha3BH YCTaHOBH;

— 0COOWMCTHIA T IKC, IHIIATH, TPI3BHIIIE;

— nara.

Koxen eneMeHT po3TamioByerbcs uepe3 1,5
inTepBanu. Hanpuknan:

IIOI'O/DKEHO

Llupexmop 30LL Ne 246

(nionuc) C. b. /[mumpie

01.09.2002

V pasi, Ko 3MICT JOKYMEHTa CTOCYEThCS OLIbIIe
HIXK TPbOX YCTAHOB, CKJIAJJAETHCSI — APKYILI MOT O KeHHS

BuyTpilHe y3roqkeHHsi JOKyMeHTa

Biza Bizy posmimytore Huxkue pekBizuty «Iligmucy
yepe3 1,5 iHTepBanM, SK Ha JUIBOBOMY OOI, Tak 1 Ha
3BOPOTHOMY OCT@HHBOT'O apKyIlla JJOKyMEHTA.

Bisu craBiAThCS HAa mepUIOMY HPUMIPHHUKY
JOKyMEHTa

Biza cknanaeTnces 3:

— mocaja

- ocobuctuii miamuc ocoOu, WO Bi3ye, 3
po3MHUpyBaHHSM;

— naTa

3asioysau kagheopu  (nionuc) b. M. Caiixo

28.08.2002

PexBizut, 1m0 3acBimdye Ha JOKyMEHTI IIIIHC
YIIOBHOBAXKEHOI 0COOU

IleuaTka [leuatku € repOOBI Ta MPOCTI.

I'epOoBa meyaTka MpUKIAIAECTHCS 0 TOKYMEHTIB, 110
3aCBITUYIOTH fopuandHI a00 (i3udHI TpaBa 0ci0; 10 CTaTyTIB,
IOJIOJKEHD, IKI BUMATAlOTh BIIOMTKA IIEUYATKH Ta 1H.

IIpocti mewyarkm wMaroTh pi3Hy GoOpMy: Kpyriy,
KBaJIpaTHy, TpUKYTHY. ['ep0 Ha HUX He 300paxyerbes. [Ipocty
TeYaTKy MPUKIAIAl0Th 10 IOKYMEHTIB, IO BUXOJSTH 32 MEXI
oprasizartii.
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[Teyatky TpeOGa MPOCTaBIATA TAKAM YMHOM, 1100 BOHA
3aXOIUTIOBA/Ia OCTAHHI KUIbKa JHTEp HAWMEHYBAaHHS I0CAIU
oco0wu, siKa mignucaia JOKYMEHT

BinmiTka mnpo 3acBiTueHHst
KOITii

VY npaBoMy BEpXHbOMY KyTKY IHILETHCS CIIOBO «KOIILsD;

PosramoByerbes 6e3 BicTymmy Bifx Me:Ki JIIBOTO 1oJist
/I PeKBI3UTOM «IIiANMHUC» —

Enemenru:

- CIIOBO «3T1JTHO 3 OPUTIHAIIOMY, «3 OPUTIHATIOM 3TiHO»
«IIpaBUIBHOY;

- [10Ca/1a BUKOHABLI

- mmimac 1 oro ponmdpyBaHHs

- J1ata;

3a moTpeOu miIIC 3aCBiTIYETHCS IEUYATKOO

[lpisBuiile  BUKOHABIIS
HOMeEp #oro TenedoHy

Ta

Lleii pexBi3UT OOOB'SI3KOBHIT HA BUXITHMX JOKYMEHTAX
(ymrcTax, ToB1IKaX, BACHOBKAX).

Cxilanaerbes 3:
NPi3BUILA BUKOHABIIS;
HOMepa Horo ciry:k00Boro tenedony.

BoHu cTaBisITECS B HIDKHBOMY JIIBOMY KYTKY 3BOPOTHOT'O
a00 JIMIOBOTO OOKY OCTAaHHBOI CTOPIHKH JJOKYMEHTA.

BigmiTka 1po  BUKOHAHHS
JOKYMEHTa 1  HalpaBJICHHS
HOro 70 CpaBu

Leit pekBI3UT PO3MIIIYETHCS B JIiBIH a00 IEHTPATHHIN
YacTHHI HWKHBOTO TOJI MEpIIOi CTOPIHKM JOKyMEHTa M
MICTUTh TakKl BIJJOMOCTI:

— CTHCIY JAOBIJKY PO BUKOHAHHS;
cnoBa «Jlo cripaBm» Ta HOMEp CIIpaBH, JI0 SIKOi
Mae OyTH MIIUTHI JOKYMEHT;

JIaTy CKepyBaHHS JIOKyMEHTA JI0 CIIPaBH;
HiANNC KePIBHUKA CTPYKTYPHOTO MiAPO3LITY
BUKOHABIIS:

abo
Lo cnpasu Ne 07/54
Ilumannsn  eupiweno no3umMueHo y meneqoHHill
posmosi 05.09,2002
(nocaoa, iniyianu, npizeuwye)
Binmitka «/Jlo cripaBm» CBITIUTE TIPO T€, 1110 POOOTY HaT
JTIOKYMEHTOM 3aKIHYEHO

BiamiTka mpo  HasABHICTH
JOKYMEHTa B €IEeKTPOHHIN

bopmi

Mictuth moBHE iM'st (aiiiy 1 Horo Micie 30epiraHHs, KoJ
orieparopa Ta 1HIII ITOIITYKOBI JIaHi.

Po3amirtyeTsest mmicnst TEKCTy Ha HIDKHBOMY IIPaBOMY
TIOJT1 MIEPILIOT CTOPIHKU JOKYMEHT

BiamiTka mpo HaaAXOMKEHHS
(peecTpyBaHHs) JOKYMEHTa
JI0 opraHi3aiii

MicTuTh Taki aaHi:
CKOpOUYEHY Ha3By Oprasizatii,

naty (3a moTrpedbu - TOAMHY 1 XBWJIMHY)
HAJIXO/DKEHHS  JIOKyMEHTa 1 peecTpaliiiHui  iHAeKc
JOKYMEHTA.

BigmiTky mnpo  HamiiieHHS ~ JIOKyMEHTa [0

oprasizarlii JOIUIbHO CTAaBUTH 3a IONIOMOTOIO IIITamIIa.
BimMmiTka Tpo HAAXOIDKEHHS PO3TAIIOBYEThCS HA
HIDKHBOMY TIPABOMY TIOJTi TIEPIIIOi CTOPIHKU JJOKYMEHTA
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3 | Banmc npo JiepKaBHY DiKCYIOTh TUTBKHM HA HOPMATHUBHO-TIPABOBUX aKTax
peecTpariito OprafiB JepaBHOi BJIagu, JOIYYEHHX 0 JIE€P>KaBHOTO
peectpy BinmoinHo 10 Yka3zy Ilpesunenra Ykpainu "Ilpo
JIep’KaBHY PEECTPALiF0 HOPMATUBHHUX aKTIB MIHICTEPCTB Ta
IHIIIMX OpPTaHiB JIepPKaBHOT BUKOHABYOI BIaau"

Horo po3TaIoByiOTh Iicas HOMEpa aKTa YH Hics
rpuda 3aTBepIKEHHSL.

4. OopmiieHHSI CTOPIHKH TOKYMEHTA

OcHoBHI npaBwia opopmieHHsI TOKyMeHTIB MicTaThea y Hakasi MBC
Ykpainu Bin 4 :xoBTHA 2003 poxky Ne 1150 "IIpo 3arBepm:kenHss IHcTpykmii 3
AiJIOBOACTBA B IICHTPAJBLHOMY amapati 1 MiApo3aijilax BHYTPINIHIX CIIpaB, Ha
MiIIPUEMCTBAX, B YCTAaHOBAX 1 OpraHi3aIisax, M0 HajlexaTh J0 ChepH yIpaBIIiHHS
MBC VYkpainu, HaB4aIbHUX 3aKJIaJiaX Ta ypsIOBUX OpraHax Jep:KaBHOrO yIPABIIHHS,
aK1 11107k y ckiagl MBC Ykpainu.

Ha miacraBi JICTY 4163 po3pobiieHO OCHOBHI mpaBwia O(QOpPMIECHHS
JIOKYMEHTIB:

Opranizatiiiino-po3nopsiadi 1okyMmeHTH 3rigHo 3 'OCT 9327

opopMITIOI0TH Ha mamnepi popmary - A4 (210 x 297 mm) 1 AS (210 x 148 mm).
Jlo3BoneHo BukopuctoByBatu OnaHku A3 (297 x 420 mm) 1 A6 (105 x 148 mm).
VYkiamanHsa JOKyMEHTIB Ha Tanepi J0BUIbHOTO (hopMaTy — HE 103BOJISIETHCA.

1. dopmyisap-3pa3ok BuzHadae Oeperu (mosst) mokymeHta. beperu (mosis)
JIOKyMEHTA — I1€ TUTOIA YHI1(p1KOBaHOI hopMu uu OJIaHKa, TpU3HAYECHA TSI 3aTIOBHEHHSI
OCHOBHMMH PEKBI3UTAMH.

BianoBinHO 10 JepKaBHUX CTaHAAPTIB YCTAHOBJIEHO TakKl PO3MIPU IOJIB
JIOKYMEHTIB, MM:

30 - miBui;
10 - npaBwif;
20 - BepxHiif Ta HIKHIH.

3. JIOKyMEHTH BHUTOTOBJIIOTh Ha JAPYKApPChKii MamuHIl a00 3a JOMOMOTOI0
KOMITIOTEpHOI TexHikW. [lomaHi y MojanblIvX MOJOKEHHSIX PO3MIPH CTOCYIOTHCS
JIOKYMEHTIB, SIK1 MAIOTh SIK MPABHUIIO po3Mip mpudty 12-14.

Okpemi BHYTpIIIHI JOKYMEHTH (3asBH, MOSCHIOBaJIbHI W JIOTOBIAHI 3aIlMCKH
TOIII0), aBTOPAMH SIKUX € TIOCa0B1 Ta 1HII (Hi3UIHI 0COOH, T03BOJICHO OPOPMITIOBATH
PYKOITUCHUM CIIOCOOOM.

4, TexcT NOKYMEHTIB, HAJPYKOBAHUX Ha manepi popmamy A4, peKOMEHIOBAHO
npykyBaTu uepe3 1,5 (moyTopHuii) MKPSIKOBUX IHTEpBaH, a popmaty AS - yepes
1-1,5 MIXpSIIKOBOTO IHTEPBAIY.

5. PexBi3uTH nokyMeHTa (KpiM TEKCTY), SKI CKJIANAIOThCS 3 KIJIbKOX PAJIKIB,
JIPYKYIOTh uepe3 - 1 (oJMHApHMI) MIKPSIAKOBUM 1HTEPBAI.

6. CxiazmoBi yactuHu pekBi3uTiB "Anpecar", "I'pud zarBepmxenus", "I'pud
MOTOJ/KEHHSI" BIIOKPEMITIOIOTh OJIMH BiJ 0HOTO uepes 1,5-2 (moaBIHHMIN ) MIKPSIKOB1
1HTEpBaJIH.
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7. PexBI3UTH BIIOKPEMIIIOIOTHCA OAWH Bif omHOTO 1,5 — 3 MIKPSIKOBUMH
1HTepBaaMu

8. Hymepamisi cropinok. Homep MpoCTaBISIIOTBECS MOYMHAIOYW 3 JAPYIroro
apkyuma apabcbkuMu 1udpaMu nmocepenHi BEpXHbOro MoJis.

Km0  MOKYMEHT THINEThCS Ha 000X CTOpIHKaxX apkyma, Iudpu
MIPOCTABIIAIOTHCSL Y MPABOMY BEPXHbOMY KYTKY - HeNapHi, Y JIiBOMY BePpXHLOMY
KYTKY — IIapHi.

9. MakcumaibHa JIOBXKUHA PsAKa 0araTopsIKOBUX PEKBI3UTIB (KPIM PEKBI3UTY
TEKCTY) - 73 MM (28 qpyKoBaHMUX 3HAKIB).

10. Odopmitoroun AOKYMEHTH, TpeOa JOTPUMYBATHUCS TAKUX BIICTYIIB BiJl
MEXI1 JIIBOTO TOJIS JOKYMEHTA!

12,5 MM - ju1st ToyaTKy ab3alliB y TEKCTI;

92 MM - st pekBizuTy "Anpecar";

104 mm - qiig pexsizutiB "I'pud 3arBepmxenna” ta "I'pud oOMexkeHHs TOCTyITy
JI0 TOKyMeHTa'";

125 MM - qyist po3mmdpyBanHs nianucy B peksizuTi "Ilianuc";

11.He BimcTymaroTh BiJ MeXI1 JiBOro moisi, ogopmiarorund pekBi3uTH [larta,
Iligmuc, Homatok, 3arosioBok, I'pmd moromkenHs, a Takox ciaiB CIIYXAJIN,
BUCTVYIINJIN, YXBAJIMJIN, HAKA3V1O, ITPOITOHVIO.

12. TexcTn MOKYMEHTIB MOCTIHHOTO 30epiraHHs APYKYIOTh Ha OJIHOMY OOIIl
apkymia. JIokyMeHTH 31 CTpOKOM 30epiraHHs J0 5 pOKIB MOXHa JIPYKyBaTH Ha
JUIILOBOMY 1 3BOPOTHOMY OOITi apKyIIia.

13. Ha octaHHIO CTOPIHKY JOKYMEHTa MO>KHA MEPEHOCUTH TIITUC 1 HE MEHIIIEe
JIBOX PSIIKIB TEKCTY.

14. HoBa cuctema pyOpuKailii IpyHTYEThCSI HA BUKOPUCTAHHI JIUIIE apaOChKUX
u@p.

Hanpuxnan:

1

1.1

1.2

1.2.1

2

5. BUMOrH 10 TeKCTy T0KyMeHTa

YknagaHHA TOKyMEHTIB — CKJIQJHHUIA MPOIIEC, 1 BEIMKE 3HAYCHHS TyT Ma€ MOBa
JIOKYMEHTIB, SIKa BHUKOHYE AaKTUBHY pOJb. [ OJOBHI TPUHIMUIHN, SIKUAX CJIJ
JOTPUMYBATHUCS TPH MIATOTOBII TEKCTY JOKYMEHTIB:

1. O6'ekmugnicmsb 3MICTy TOKyMEHTA TIPOSBISAETHCS Y (hopMax BUPAKEHHS B
HBOMY TpoMmaachkux iHTepeciB. Ili ¢opmu moOBMHHI BiAMOBiAaTH HOpPMaM
aaMiHICTpaTUBHOTO TipaBa. MDakTUYHUN MaTepial MOBWUHEH OYTH JOCTOBIPHHM,
00’ €KTUBHUM, TOYHUM, HECYTIEPEWINBUM, PETEIbHO nepeBipeHnM. Ciyk00Bi manepu
o(OpPMITIOIOTBECSL TEPEeBAKHO BIJl IMEHI IOPUJIMYHOI OCOOM — YCTaHOBM abo ii
CTPYKTYPHOTO MiIPO3/iTy; TOMY OCOOMCTHW TOTJSA B OIIHII (DaKTIB Ta TOMIN
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MOBUHEH OyTH 3BefieHUH 10 MiHIMyMy. [IoBHa 00'€KTUBHICTD OCSATAETHCS BUCOKUM
CTyrmeHeM 0e30C000BOCTI, BIACYTHICTIO Oyb-SKUX CY0'€KTUBHUX OIIHOK y BHKJAI,
1000pi1 IGKCUKH, CHHTAaKCHUYHIN Oy TOBI.

1. Ile mocsiraeTscst 3a TOMOMOTOI0 BUKOPUCTAHHS 0€30CO000BHUX KOHCTPYKIIIH,
HaIMpUKIAI:

3anpononosano enecmu Ha po32asi0 NUMAHHS NPO...

Y munynomy micayi eucomosneno ...

2. O0’eKTUBHOCTI Ha/Ia€ IOKYMEHTaM TEKCT, BUKJIAJICHUH BiJl TPEThOI 0CO0H

Kowmicisa yxeanuna...

Yuieepcumem npocums...

Bing mepmioi ocodum BuKIamarThCA 3asiBH, aBToOiorpadii, JOMOBIAHI Ta
MOSICHIOBAJIbHI 3aITUCKH, HaKa3U.

2. Jloziunicme.

Koxen ogimiinnii TOKyMEHT MOBUHEH OYTH CKJIAJCHUN Yy BIAMOBIIHOCTI 3
CYBOPOIO BHYTPIIIHBOIO CTPYKTyporo. Ilpu mpoMy BeCh TEKCT HEOOXIJHO YITKO
CTPYKTYpYBaTH, MMOAUTABIIHA HOTO Ha a03ally.

VY¢i yacTuHN JOKYMEHTA JIOT14HO TT0B’s13aHi1. 1le BUSBISIEThCS B MEXKaX peUCHHS
YU TEKCTY JJOKYMEHTA, iK1 Oy 1yIOThCS 3 YITKUM JIOTPUMAHHSIM MOCI1JOBHOCTI BUKJIATy
Marepialy. MoBHUMHU 3aco0aMu peasizallii JIOTIYHOCTI € CJIOBa, SIKI BKa3ylOTh Ha
MPUYUHHO-HACTIIKOBI 3B S3KU (MOMY WO, OCKIIbKU, Yepe3 me, Wo, 8HACII00K MOo2o,
140), T JIKPECIIOITh HACTYIHICTh, YePTOBICTh MO/iH ab0 SBUII (cnouamky, 600HOYAC,
nomim, HAcamKiHeyv), BHUPAXKAIOTh MPOTUCTABICHHS (He...a), TO3HAYAIOThH
pe3yabTaTUBHICTh BUKOHAHHS [ (0moice, makum YuHoMm, 8 pe3yibmami).

> JI1st TeKCTY TOKyMEHTa XapaKTepHUN MPSMUAN TOPSIIOK CITIB Y PEUEHHI:
MiMET Mepeay€e NPUCYIKY, O3HAUCHHS CTOITh Mepe/l 03HAYyBaHUM CIIOBOM, J0JIaTOK
— MICJISI KepyBaJIbHOTO CJIOBAa, BCTaBHI CJIOBAa — Ha IMOYaTKy pedeHHs (/[yoaikam
mpyo0060i KHUNCKU 3ANOBHIOEMbCSL 3d 3A2ATbHUMU NPAGULAMLL).

> JienpuciiiBHUKOBI 3BOPOTH NOTPIOHO BXXKUBATH HA MOYATKY PEUCHHS:
Bpaxosyiouu...

bepyuu oo ysaeu...

Poszenanyeuwu numanns...

> JloriuHa MOCHIOBHICTh JOCSTAEThCS 3aBASKU pyopuxayii — TOALTY

TEKCTY Ha ab3ally, MyHKTH, MAMYHKTH.

Ab3ay — mepios TEKCTY, IO CKIAAAETHCA 3 KUIBKOX PEUYCHB, MOB'SI3aHUX MiX
co0o010 3a 3MicTOM. BBaxkaeThcs, M0 ONTUMANLHUAN po3Mip ab3arly mae Oytu 4 — 6
peuenb. [IpoTe B TekcTax TOKYMEHTIB OyBaioTh ab3aly, 110 CKJIAJAI0ThCA 3 OJHOTO
pEUYCHHS.

3. Akmyanovnicmo hakmie ma ix ceoeuacnicme.

3amizHina iHdopMallis 4acTo IMIKOJIWUTH JIJJOBUM CTOCYHKaM 1 IIKIJJIMBA Yy
JTOKYMEHTAJIbHOMY BiJ0OpaK€HHI.

4. Ilogenoma inghopmauii nomnsrae y Tomy, 10 BCli HEOOX1H1 JJIs1 MPABUIBHOTO
PO3yMiHHS TJOKYMEHTa CKJIQJHUKH TyMKH MAarOTh Y TEKCTI CBO€E CIIOBECHE BUPAKEHHS,
HIIIO HE TMPOMYIIEHO 1 Hidoro He Tpeba gomuciaoBaTd. [IoBHUM MOXHA Ha3BaTH
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JIOKYMEHT, 3MICT SIKOTO BHUEPITy€ BC1 OOCTaBUHH, MOB'sI3aH1 3 BUPIIIICHHSAM MUTaHHS,
IO PO3TJISIIA€THCS.
5. Onmumanvnuii 3micm 0oKymenma.

Bin moBuHEH MaTH HE OLIbITIE 2-X OCHOBHUX YaCTHH:

y TIEpIIiNA BUKJIATAETHCS MPUIMHA ¥ METa HAITMCAHHSI,

y JOpyTid - pINICHHS, MPOTMO3UIlii, BUCHOBKH (32 TaKUMH X MpaBUIaMU
YKJIAJIA€ThCS 1 TEKCT, 1[0 MA€ OJIHE PEUYCHHS [pamopT Mpo BiAMYCTKY, 3asBa]).

Haiikpaiiie 61716111 pO3TOPHYTHI TEKCT YKIAAaTH PO3PaXOBYIOUYH Ha CTPYKTYPY 3
3-X OCHOBHHX YaCTHH:

. BCTYIHA (MMPUYMHU 1 IPUBLI JJISI YKJIQIaHHS );

. JI0OKa30Ba (PO3KPHUBAETHCS CYTh MUTAHHA, MOAAIOThCA (aKTH, LUPPH,
BHCHOBKH);

. 3aKiHUYCHHS (MeTa yKJaJaHHS JOKYMEHTa, MPOIO3HUIlis, 3roja/BiMOBA,
IIPOXaHH).

TekcT nokyMeHTa, 10 CKIAJA€ThCS 3 CAMOT0 3aKIHYCHHSI, HA3UBAETHCS
npocmum, a TOM, 110 MICTUTb, TAKOK 1HIII JIOT14HI €JIEMEHTH, CKIAOHUM.

6. Jlakoniunicmp

[Touyttss Mipu B odopmiieHHI OQIIiAHOT AOKYMEHTAIlli MOXE JIONMOMOITH
YHUKHYTH 0aratociiB's a0 HaMIPHOT CTHCIIOCTI.

OnHe 3 mpaBUII CKIIAJIaHHS TJIOBOTO IOKYMEHTA - MIHIMYM CITiB TP MaKCUMyMi
1H(popMmarii.

L5 IKiCTh JOCATAETHCS B)KUBAHHSIM

l.mpocTux pedeHs,

2. 3aTaJIbHONIPUIHATHX CKOPOYCHb, YMOBHUX ITO3HAYCHb,

3. cTaHAApTHUX 3BOPOTIB MOBH.

JIakOHIYHMM BBa)XA€TbCSI TEKCT, B SIKOMY HEMae 0araTocCiiBHOI apryMeHTallli,
3aiiBUX CJIiB 1 IOBTOPEHb.

He pomyckaerbcsi BHUKOPHUCTAHHS CIEHTOBMX BHpa3ziB 1 HEOPIIIHHOIO
cTwricThkd. Bcest odimiiiHa JOKyMEHTAIlsl CTHIICTUYHO O(GOPMITIOETHCS B CYBOpIN
BIJIMOBITHOCTI 3 MPUIHSATUM €TUKETOM, KM 3amepedye 3aCTOCYBaHHS PO3MOBHOTO,
b oabKIIOpHOTO a00 HEOMIIIHHOTO MOBJICHHS.

Ao B TEKCTI JOKYMEHTa HEOOXIJHO B)XMBAaHHS MAaJOBIJOMHUX MOBHHX
3BOPOTIB a00 3amo3W4YeHuX CIiB, iX HEOOXiMHO po3mudpyBaTd, JaTH ACTATLHUN
NePEeKyIaa, YTOUHUTH 3MICT pEUCHHS.

Tak 3BaHE «ETUKETHI KJIIIIE» Hala€ JOKYMEHTY O(]iIio3 1 BBIYJIMBUM BIITIHOK,
a MOBHI CTaHJIApPTH JOMOMAararoTh HOMYy 3alHSATH CBO€ Miclie B OQiliitHOMY
JIOKYMEHTOOOITY.

o6 nocsrTu JIaKOHIYHOCTI, B TEKCTaX 0araThOX JOKYMEHTIB BHITYCKAaIOThCS
0co00B1 3aiimeHHUKu: 2005 p. 6cmynus 00 XapKiecvko2o padiomexrHiuHo20 mexHikymy
(3 aBTOO10TpAdii). [Ipowty 38inbHumu 3 nocadu (13 3asBNU).

7. [IncbMOBHIA TEKCT JIJIOBOTO TAriepy norTpedye epaghiunozo ogpopmaenns:

- TpanuiiiiHuil TiHIKHUN 3anUC 3B’ S13HO0T MOBH (pamopT, 3asBa, aBTo010Tpadis).
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- Tpadaper. Tpanumiitanii JTIHIHHWN 3amuc, SKUH 0(OPMIICHO 3a37aJIETib, ajle
13 IPOITy CKaM!, SIK1 3aITOBHIOIOTHCS MMi3HiIIE 3MIHHOTO iHpopMartieto. TekcT TpadapeTy
PO3TaIIOBAHHI TOPU30HTAILHO (JIOBIIKA).

- Amnkera. TekcT po3TamioBaHWUN BEPTUKAIBHO Yy BUTIISAMI «3alHUTaHBY 1
«BiATOBiACH». TEKCT aHKETH PO3TANMIOBYETHCS BEPTUKAILHO, 11 3MICT APiOHIIINIMA, HIXK
3MicT Tpadapety. B ankeTi muTaHHs 1 BIAMOBIIb - 1BA CAMOCTIHHUX PEUCHHS:

1. [Ipi3BuiIe. 6. HamioHa/IbHICTE.
1. Im’s. 7. OcsiTa.

1. [To 6aTbKOBI. 8. Miciie po6oTH.
1. Pix HapoxeHHS. 9. Ilocana.

1. Micue HapOIKEHHS. 10. Cimelinunii cTaH.

- Tabnuug. Texer BukiagaeThest y mudpoBiil yu cioBecHI GopMmi 1 3alIOBHIOE
pyOpUKHN BEPTUKAIBHOT 1 TOPU3OHTAIBHOI TUIONIUH (3aJ1IKOBA KHUKKA).

- Kom0OinoBanwmii. CrioslydeHHsI pI3HOTEKCTOBHUX €JEMEHTIB (IOBIAKOBA KapTKa
Ha IPABOMOPYIIHUKA.

8. lorpuMaHHs PaBUJI AVIOBOI0 €THKETY.

Kanonu ciy>x00BOTro €TUKETY BUMararoTh, 100 TOKYMEHTH OYJIY MiATOTOBJICH1
Ha IIJICTaBl TOYHO BHBIpEHHX (aKTiB, MICTUIU OO'€KTHBHY 1 JIETKO JOKAa30BY
iH(popmarliro 1 Oyiu nepekoHaMBUMU. He3Baxkarouum Ha Te, IO AUIOBUA JOKYMEHT
XapaKTEPHU3YETHCS CYyXICTIO M OQIIINHICTIO, BIH MOBUHEH OyTH CKJIQJCHHI 3a BCiMa
MpaBUJIaMHU BBIWIMBOCTI, B TOMY YHCIII MOSCHIOBAJIbHI 3aMUCKH, MPETEH311, MO30BHI

3asiBM, BUMOTH TIPO OIUIATy Ta IHII CIY>XKOOBI JIOKYMEHTH 3 HEraTUBHUM
3a0apBIICHHSM.



