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YKFAEHCLHI&?’[ IHCTHTYT EKCIHEPTH3H COPTIB POCJIHH

HAKA3
W4 » wermom@016 p. s, Kuie Na i:"

MMpo sareepixenHs IHeTpyKLiT 3
ginosogcTea 8 YrpalHCbKOMY
IHCTHTYTI EKCIEPTIH3H

COPTiE POCITHH

Ha Buronanus nocranos Kabinery Minictpis Yxpaiun sig 30 mucronajia
2011 poxy MNe 1242 «Ilpo sarsepmienns Tunmosoi iHcTpykuii 3 jinoBojcTEa ¥
LUEHTPAILHHX ~ OpraHax BHKOHABYOI  BAAMM, Pagi wminicTpis  ABTOHOMHOI
PecniyGnikn Kpum, MiclieBux opraHax sukonasuoi Bnagws, Bin 08 cepnus
2007 poky Ne 1004 «[lpo npoee/leHHA eKCHEPTHIH HIHHOCTI AOKYMeEHTiB» Ta 3
METOI0 Y/OCKOHATEHHA TNOPAAKY OMNpAIIOBAHHA JOKYMEHTIB OpraHis BHILOIO
pieuA

HAKA3YIO:

1. 3areepmuti Inctpykuito 3 ninosoactsa B YKpalHChKOMY iHCTHTYTI
EKCIEPTH3H COpTIB pociui (Aani — [HeTpyKuia), Wo AoHacThCA.

2. KepiBankam  CTpYKTYpHHX  mimpo3ainies Ta  jupexropaM  dimiii
YKpaiHCBKOrO iHCTHTYTY eKCHEpTH3H COpTiB pociu 3abesnedntn Gesymosme
AOTPHMAHHA  BMMOr  3asHadeHoi IucTpykuii npauisBHHKAaMH  BUINOBLHHX
i Aposainis.

3. Bigminy indopmaTusauil Ta BIpOBAKEHHA NporpaMHoro zabesnedeHHs
(Liuba C.B.) mesigknagno posmictuTd AaHuii Hakas Ha odiuiiinomy seb-caiiri
VIECP.

4, BU3HATH TAKHM, 110 BIPATHE MHHHICTB, HaKa3 YKpaiHCHKOrO IHCTHTYTY
excnepTH3n coprtis pocaud Bin 10 nmeronaga 2010 poky Ne 448 — O]1 «flpo
3aTBEPIKEHHS HCTPYKIUT 3 AinoBojcTsa B YKpalHChKOMY IHCTHTYTI eKCIepTHan
COPTIB POCITHHY.

5. KonTpons 3a BHKOHaHHAM HAKazy 3anHwaie 3a coboo.

JupexTop w@(&&%ﬁa C. Meabnnk
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3ATBEPIXXKEHO
Haka3 YKpaiHCbKOTO IHCTUTYTY

CKCIIEPTU3H COPTIB POCIUH
Bia 14 muctomana 2016 p. Ne267-O/]

THCTPYKIIISA 3 JIJIOBOJICTBA B YKPAIHCBKOMY IHCTUTYTI
EKCIIEPTHU3U COPTIB POCJIMH

I. 3araabHi MoJI0KEeHHS

1. TncTpykuis 3 OI0BOACTBA B YKPAiHCBKOMY I1HCTHTYTI €KCIIEPTH3U COPTIB
pociuH (mami — [HCTPYKIlis)) BCTAHOBIIOE 3arajibHi TpaBWiIa 10 JTOKYMEHTYBaHHS
YIOPaBIiHCHKOI JISUTBHOCTI Y KPAiHCHKOTO 1HCTUTYTY €KCIEPTU3H COPTIB POCIHH (Haii —
[HCTHTYT) 1 periamMeHTye MNOpPAOOK poOOTH 3 JOKYMEHTAMU 3 MOMEHTY IXHBOTO
CTBOpEHHs a00 HAJAXOHKEHHs 10 BIAIpaBiIeHHs abo mepeaadl B apXiB.

2. IHcTpyKuis BH3HAUa€e MOPAJOK BEJIEHHS 3arajbHOro JAUIOBOJCTBA, i
MOJIO)KEHHSI TOUIMPIOIOTHCSI HA BCIO CIIY)KOOBY JOKYMEHTAI[ll0, B TOMY YHCIII
CTBOpIOBaHY 3a jomnoMorow mnepcoHansbHux KoM 'totepiB (I1K). Kowmm’rotepni
(aBTOMaTH30BaHI) TEXHOJOTIT OOpPOOKH JOKYMEHTaJIbHOI 1H(OpMaIii MNOBUHHI
BIJINOBIJIATH BUMOTaM JIEPKABHUX CTaHAAPTIB Ta 1i€i [HCTpyKIIii.

[lopsinok BeAeHHS MAUIOBOACTBA, IO MICTUTHh 1H(QOPMALIID 3 OOMEXEHUM
JAOCTYTIOM, 3MIACHEHHS [IJIOBOACTBA 32 3BEPHEHHSMU TPOMAISH BU3HAYAETHCS
CHeIiaIbHIMU HOPMaTHUBHO-TIPABOBUMH aKTaMH.

3. BignoBimanbHICTh 3a OpraHi3allito IiJ0BOJCTBA B [HCTHTYTI MOKIATAETHCA HA
JTUPEKTOPa BIIMOBIAHO JI0 PO3MOALITY 000B’SI3KIB.

3a 3MICT, SIKICTb MIATOTOBKM Ta O(OPMIIEHHS Ha HAJIEKHOMY PiBHI JTOKYMEHTIB,
10 PO3pOOISIOTECA HAa BUKOHAHHS 3aB/aHb, BU3HAUEHUX Y 3aKOHAX YKpaiHW, aKkTax
[Ipesunenrta Ykpainu, nocranoBax BepxoBHoi Pagu Ykpainu, npuiHATAX BiJAMOBITHO
no Koncrutyii Ta 3akoHiB Ykpainu, aktax Kabinety MinicTpiB Ykpainu, JOpydeHHIX
[Ipem’ep-minictpa Ykpainu, akrax BepxoBuoi Panu ABronomuoi PecriyOniku Kpum ta
Pamu minictpiB ABToHOMHOiI Pecmy6miku Kpum, neHTpanbHUX 1 MICIIEBHX OpraHiB
BHKOHABYOI BJIaJM (J1aJll — aKTH OpPTaHiB JIep)KaBHOI BJIaJI1, OPTaHiB BiIaJx ABTOHOMHOI
PecniyOniku Kpum Ta gopydeHHs BUIIUX TMOCAJAOBHX 0Ci0), a TakoX BIANOBiJEH Ha
3alUTH 1 3BEPHEHHS HAPOAHMX JEMyTaTiB YKpaiHM Ta JAEmyTaTiB MICHEBHUX paf,
kopecnonzeHuiro BepxoBHoi Pamu VYkpainu, Anminictpauii Ilpesmpenta Ykpainw,
Kabinery MinicTpiB Ykpainu (najii — 3aluTH, 3BEPHEHHS, a TaKOXX KOPECIOHACHIIIS
BepxoBnoi Panu Ykpainu, Anminictpauii [Ipesunenta Ykpainu, Kabinery MiHicTpiB
Vkpainu), MOroJyKeHHSI TMPOEKTIB HOPMATHUBHO-TIPABOBUX aKTIB  BIAMOBIAAIOTH
3aCTYIMHUKH IUPEKTOPA 3TIAHO 3 pO3MOALIOM (PYHKIIOHATBEHUX 000B’SI3KIB.

3a CTPOKM BUKOHAHHS, 3MICT, SKICTh MIATOTOBKU Ta 0OPMIICHHS HA HAJIEKHOMY
PiBHI 1HIIUX JOKYMEHTIB, a TAKOX OpTraHi3aIliio A1JI0BOJCTBA Ta 30epiraHHs JOKYMEHTIB
y CTPYKTYPHHUX MiApo3/aiiax [HCTUTYTY BIAMOBIIAIOTh iX KEPIBHUKHU.

4. B IncTuTyTI A1IOBOCTBO BEAETHCS LIEHTPAI30BAHO.

5. Oprani3aitis I170BOJICTBA B [HCTUTYTI MOKIIAIA€THCS HA KAHIICISIPIIO.

6. OCHOBHMM 3aBIaHHAM KAaHIEJSAPii € BCTAHOBIEHHSA B [HCTUTYTI €IMHOTO
MOPSAIKY JOKYMEHTYBAaHHs YIPaBIIHCbKOI 1H(popMarii 1 poOOTH 3 JOKYMEHTaMH 13
3aCTOCYBAaHHSM CY4YaCHUX aBTOMATHU30BaHUX CHUCTEM, METOJMYHE KEPIBHUITBO 1
KOHTPOJb 3a JOTPUMAHHSM YCTAHOBJIEHOTO MOPSAJKY pOOOTH 3 JOKYMEHTaMH B



CTPYKTYpHHUX Tiapo3ainax [HctuTyTy. Bigain kaapiB Ta IUIOBOJACTBA BIAMOBIIHO 0
MOKJIa/ICHUX HA HbOTO 3aBJ/IaHb:

po3po0Isie [HCTPYKINIIO Ta HOMEHKIIATYpy cripaB [HCTUTYTY;

3MIIMCHIOE peeCTpalliio Ta BeJie 001K JOKYMEHTIB;

OpraHi3oBy€ TOKYMEHTOOOITr, popMyBaHHs cpaB, iX 30epiraHHs Ta MiJATOTOBKY
710 TIepe1adi B apXiB (J1ajii — apxiB IHCTUTYTY);

3a0e3neyye BIOPOBA/KEHHS Ta KOHTPOJIOE TOTPUMAHHS CTPYKTYpPHUMU
nigpo3ainaMu [HCTUTYTy BUMOT 1IHCTPYKIIIM, perJaMeHTIB Ta HAIllOHAIbHUX CTaHAAPTIB;

BXKUBAE 3aXOIB /10 3MEHIIIEHHS 00CATY CIIy>kOOBOTO JTUCTYBaHHA B [HCTUTYTI Ta
Ha oro (uTisx, 10 HAJNEXKaTh 10 cepu yrnpaBiIiHHS [HCTUTYTY;

MPOBOJIUTh PETYJIAPHY TMEPeBIpKy CTaHy JiJOBOJCTBA B  CTPYKTYPHHX
nigposainax [HeTuTyTy, a Takoxk Ha (UTiSX, 10 HaJeXaTh A0 chepu HOTO YIpaBIiHHS;

Oepe yyacTb y  BIPOBaJKEHHI Ta  BHUKOPHUCTaHHI  1HdOpMaIliifHO-
TEJICKOMYHIKAIIMHOI CHCTeMHU J1IJI0BOJICTBA B [HCTUTYTI;

3MIICHIOE KOHTPOJIb 32 CBOEYACHUM PO3TIISIZIOM Ta MPOXOHKEHHSIM JIOKYMEHTIB B
[ncTHTYTI;

3a0e3nedye JAOTPUMAHHSA €JUHUX BUMOI IIOJO MIJATOTOBKH JOKYMEHTIB Ta
oprasizaiiii po60TH 3 HUMH B YMOBaX €JIEKTPOHHOTO JJOKYMEHTOO0O0ITY;

MPOBOJUTH aHalli3 1H(oOpMaIlii PO TOKYMEHTOOOIT, HEOOXITHOT JJIsl MPUNUHSATTSA
YIPABIIHCHKUX PIIIEHB;

OpraHizoBye 30epeKeHHS JOKYMEHTaIiHOTO (GOoHAY [HCTUTYTY Ta KOPUCTYBaHHS
HUM;

HIII0e Ta Oepe ydacTh B OpraHizailli HiJBUINCHHS KBamiQikalii mpaiiBHUKIB
[HCTUTYTY 3 TUTaHB A1IOBOJCTBA.

7. Ha xaHuenspito [HCTUTYTy MOKJIATA€ThCS MIATOTOBKA TUIOBUX IHCTPYKIHN 3
J17I0BOJCTBA, TUIIOBUX HOMEHKJIATYP CIPaB JJIsl OAHOPIAHUX 32 XapaKTEPOM JISITBHOCTI
MIAMPUEMCTB, YCTAaHOB, OpraHi3ailiid, 10 HajJexaTth 10 cdepu #oro ympapiiHHS,
BIIOMYMX (TaJly3eBUX) TEPENIKiB JOKYMEHTIB 13 3a3HAUCHHSAM CTPOKIB 30epiraHHs Ta
MOTO/DKCHHST TaKUX JOKYMEHTIB 3 JlepskaBHOWO apxiBHOIO ciyxk00t0 Ykpainu (LHEITK
YkpaepxapxiBy).

8. Opranizaiisi IITOBOJCTBA B  CTPYKTYpHUX Tiaposauiax — [HcTUTyTy
MOKJIAJIA€ThCSl HAa TOCAJ0OBY OCO0Y Miapo3aiiay (BIAMOBIMAIBHY 3a AIJIOBOJCTBO), IO
BHU3HAYEHa 11 KEPIBHUKOM.

I1. JlokymeHTyBaHHA yNpaBJIiHCHbKOI iIH(popMaiii.
3arajbHi BUMOI'M /10 CTBOPEHHS IOKYMEHTIB

9. JlokyMeHTyBaHHs YIpaBIiHCBbKOiI 1H(GOpMAIi TMOJsra€e y CTBOPEHHI
JOKYMEHTIB, B SIKUX (DIKCYETbCSI 3 JOTPUMAHHSIM YCTAHOBJIEHUX TpaBui 1H(hOpMarlis
PO YIPABIIHCHKI Jii.

10. TIpaBo Ha CTBOpEHHS, MIANKUCAHHS, IOrO/HKEHHS, 3aTBEPXKEHHS JTOKYMEHTIB
BU3HAUAETHCS AaKTaMHM 3aKOHOAaBCTBa, CTaryToM [HCTUTYTY, HOJOXXEHHSMHU TPO
CTPYKTYPHI TIAPO3ILIU 1 TOCAIOBUMH 1HCTPYKITISIMH.

11. B IHcturyTi BU3HA4Ya€TbCcs CYKYIHICTh JOKYMEHTIB, MepeadadyeHux
HOMEHKJIATYPOIO CIIPaB, HEOOXITHUX 1 IOCTATHIX JJI JOKYMEHTYBaHHs 1H(popMallii mpo
IXHIO MISITIBHICTS.

3 NUTaHb, 10 CTAHOBJIATH B3AEMHUM 1HTEPEC 1 HAJEKaTh J0 KOMIETEHIIT PI3HUX
YCTaHOB, MOXYTb CTBOPIOBATHUCH CIIIJIbHI TOKYMEHTH.



12. Bubip BUly TOKyMEHTA, IPU3HAUYEHOTO JJisi JOKYMEHTYBAaHHS yIPaBIIHCHKOT
iHpopMmariii (Haka3, pO3MOPSPKEHHS, JOPYYEHHS, pIIMICHHS, MPOTOKOJ TOIIO),
3YMOBJIIOETBCS MPABOBUM CTAaTyCcOM I[HCTUTYTY, KOMIIETEHIIIE€I0 MOCa0BOi ocoOu Ta
MOPSIZIKOM TIPUUHSTTS yIPaBIIHCBKOTO PIIIEHHs (Ha MiACTaBl €IMHOHAYaJIbHOCTI 200
KOJIET1aIbHOCTI).

13. JIokyMeHT BUIA€ThCSl Ha BUKOHAHHS 3aKOHIB YKpaiHu, mocTaHOB BepxoBHOI
Pamu VYkpainu, axtiB Ilpesunenta Yipainu, KaGinery MinicTpiB Ykpainu, Haka3iB
MiHicTepcTBa arpapHoOi MOJITUKH Ta MPOJOBOJILCTBA YKpaiHM B MEXaxX KOMIIETEHIT
[ncturyTy.

14. Knacu ympaBiiHCHKOI JAOKyMEHTAIlll BH3HA4YarOThCS 3riiHO 3 JlepxaBHUM
KJacu(iKaTopoM yrpaBiaiHChKoi mokymenTanii (mami — AKY ).

OxHuM 13 KJaciB yNpaBIIHCHKOI JOKyMEHTAIlll, M0 3abe3mneuye OpraHizaliio
MPOIIECIB  YIPaBIIHHS, € OpraHi3aliiHO-po3nopsada JOKyMeHTalis. PekBi3utu
OpraHizaliifHO-pO3MOpAIYOi  JOKyMEHTAIlli Ta  MOPSIOK  iX  pO3TallyBaHHS
Bu3HavaroThesa JICTY 4163-2003 «YHidikoBaHa cucTeMa OpraHizalliiHO-po3Nopsauol
nokyMeHTallii. Bumoru mo odopmimoBanns aokymeHtiBy (mami — JACTY 4163-2003)
(momartox 1).

15. JlokyMEHT HOBUHEH MICTUTH O0OB’SI3KOBI JJIsl IEBHOT'O HOTO BUAY PEKBI3UTH,
10 PO3MIIIYIOTBCS B YCTAHOBJIICHOMY MOPSIIKY, @ caMe: HallMEHyBaHHS yCTaHOBU —
aBTOpa JJOKYMEHTa, Ha3BY BHUY JTOKYMEHTa (KpiM JIMCTIB), AaTy, pEECTPALITHUN 1HACKC
JTOKYMEHTA, 3aT0JIOBOK J0 TEKCTY, TEKCT, ITiIIKC.

[lix yac mMiAroTOBKH Ta OPOPMIIEHHS JOKYMEHTIB MOXYTh 3aCTOCOBYBATHUCH HE
TUTIBKM OOOB’SA3KOBI, a TaKOX IHII PEKBI3UTH, SIKIIO L€ BIANOBIIAE€ MPU3HAYEHHIO
JIOKyMeHTa ab0 croco0y Woro ornparroBaHHs.

16. 3 meTor0 NiABUILIEHHS €(EKTUBHOCTI Ta ONEPATUBHOCTI OpraHizaiii poooTu 3
JOKYMEHTaMu OJHAKOBI 3a 3MICTOM JOKYMEHTH MOXYTb OyTH YHI(IKOBaHI HUISIXOM
po3po0eHHsT TpadgapeTHUX TEKCTIB, SKI BKIIOYAIOThCS 0 30ipHUKA (aIbOOMY)
yHi(iKOBaHUX (TUMIOBUX) POPM JOKYMEHTIB [HCTUTYTY.

17. I"cTHTYT 3IIACHIOE [IJIOBOJICTBO JEP’KaBHOIO MOBOK. JlokymeHTH
CKJIQJIAI0ThCA JICPKABHOIO MOBOIO, KPIM BUTAJKIB, TIEpe10a4eHNX 3aKOHOAABCTBOM IPO
MOBU B YKpaiHi.

JlokyMeHTH, $KI HaJICUJIAIOThCS 1HO3EMHHM ajpecataM, O(OPMIIOIOTHCS
YKpaiHChKOIO MOBOIO 200 MOBOIO Jiep)KaBU-ajipecara, abo OJIHIEI0 3 MOB MIKHAPOJHOTO
CHIJIKYBaHHS.

18.  OdopmiieHHS JOKYMEHTIB, 1[0 BUTOTOBJISIIOTHCS 34  JIOTIOMOTOIO
IPYKYBaJbHUX 3aCO0IB, 3J1HCHIOETHCS BIJMOBIIHO A0 BUMOT, 3a3HAYCHUX Y JOJATKY 2
i€l [HeTpykiii.

OxpeMi BHYTpIIIHI JOKYMEHTH (3asiBU, MOSCHIOBaJIbHI, CIY>KOOBI Ta JOIMOBIJIHI
3alUCKU TOIIO), aBTOpPAMH SIKUX € MOCaJ0BI Ta iHIN (PI3UYHI O0COOH, TO3BOJISIETHCS
o(opMITIOBaTH PYKOIIMCHUM CIOCOOOM.

Biaanku 10KyMeHTIB
19. OpranizamiitHo-po3nopsaa4ui TOKyMEHTH OQOPMIIOIOTHCS Ha OJaHKax, o
BUTOTOBJISTFOTHCS 3T1THO 3 BUMOTaMH IIi€l [HCTpyKITii.
Jlyis BUTOTOBJIEHHS OJIaHKIB BHKOPUCTOBYIOTHCS apKylll mamepy ¢opmaty A4
(210 x 297 mMm) Ta AS (210 x 148 Mm). JI03BOIEHO BUKOPUCTOBYBATU OJIaHKK (hopmMaTy



A3 (297 x 420 mm) — 17151 ohOpMIIEHHS TOKYMEHTIB y BUTIISAA1 Tabauis 1 A6 (105 x 148
MM) — JIJIs1 PE30JIIOLIiH (IOpyUEHB).

bnaHky JOKYMEHTIB IIOBHHHI MaTH TaKi MO (MM):

30 — miBe;

10 — mpage;

20 — BEpXHE Ta HUXKHE.

bnaHky KOXKHOTO BUAY BUTOTOBIISIIOTHCS HA OCHOBI KyTOBOTO 200 MO3/I0BXHBOTO
PO3MIIIEHHS PEKBI3UTIB. PEKBI3UTH 3aroj0BKa pO3MIIIYIOThCS [ICHTPOBAHUM (ITOYATOK 1
KIHEI[b KOJKHOTO PSKa PEKBI3UTY OJHAKOBO BijJajieHl Bil MEX 30HH PO3TAITyBaHHS
PEKBI3UTIB) 200 MParmopoBUM (KOKHHUH PSAIOK PEKBI3UTY MOYMHAETHCS BiJ JIIBOT MEXIi
30HU PO3TaIlyBaHHs PEKBI3UTIB) CIIOCOOOM.

20. B [HCTUTYTI BUKOPUCTOBYIOThH TaKi OJIaHKH TOKYMEHTIB:

OJIaHK Jy1s1 JIUCTIB (70aTOK 3);

OnaHk Jy1s UcTiB (Pumiid [HCTUTYTY, YCTAaHOB Ta OpraHizallii, 110 HaJleXKaTh JI0
ctepu ynpapininHg [HCTUTYTY (101aTOK 4);

OJJaHK KOHKpPETHOro BHUIY JOKyMeHTa (13 3a3HaueHHSM Ha OJaHKy Ha3BU BUIY
JIOKyMEHTa) (10/1aTOK 5).

21. IdactutyT TpU  BEACHHI JIMCTyBaHHA 3 TIOCTIMHUMHU 1HO3EMHUMU
KOPECIIOHACHTaMU MOYKE€ BUTOTOBJISITH OJIaHKH, PEKBI3UTU SIKUX 3a3HAYaIOTHCS JBOMA
MOBaMH: JIBOPYY — YKPaiHCHKOIO, IPaBopyd — 1HO3eMHOM. JlepkaBuuii ['ep0 Ykpainu
Ha TaKUX OJIaHKaX MPOCTABISIETHCA Y LIEHTP1 BEPXHBOTO TMOJIA.

22. Bunu OnaHKiB, IO BUKOPHUCTOBYIOTHCS B IHCTHTYTI, Ta MOPSAOK iX OOIIKY
BU3HAYAIOTHCA 1i€t0 [HCTpyKITi€ro.

B IHcTuTyTI OJ1aHKM BUTOTOBJISIIOTHCS 32 IOMTOMOTO0 KOMIT FOTEPHOT TEXHIKH.

23. Jesixi BHYTpIIIHI JOKYMEHTH (3asBH TMpAaIiBHUKIB, JOMOBIAHI 3aIllHCKH,
JOBIAKMA TOILIO) Ta JOKYMEHTH, LIO CTBOPIOIOTHCS BiJ IMEHI KUIBKOX YCTaHOB,
0(OPMITIOIOTECST HE Ha OJIaHKaX.

OdopMieHHs peKBIi3UTIB JOKYMEHTIB
24. Tlig yac MATOTOBKU OPTraHi3amiifHO-PO3MOPSIAYUX TOKYMEHTIB MPaIliBHUKU
[HcTuTYTY 0popMIsIIOTH X 3 ypaxyBanHusMm Bumor JICTY 4163-2003.

3o0pa:kenns [dep:xkasnoro I'epda Ykpainu

25. 3o0paxenns JlepxxaBHoro I'epba VYkpaiHu po3MilllyeTbcsi Ha OjaHKax
TOKyMeHTIB BifanoBimHO A0 IloctanoBu BepxoBHoi Pagu Ykpainu Bixg 19 mrororo
1992 poky Ne 2137-XII «I1Ipo [epxkaBuuii repd YKpaiHu».

3o0paxennst Jlep>kapHoro I'epba VYkpainm Ha OjaHkax 13 TIOB3J0BXHIM
PO3TalllyBaHHSIM PEKBI3UTIB PO3MIIIYEThCS HAJl CEPEAUHOIO0 HaliMeHyBaHHS [HCTUTYTY Y
LEHTpl BEpXHbOro mnoiid. Po3mip 300pakeHHs: BUcoTa — 17 MUIIMETpIB, IIMPUHA —
12 minimeTpis.



Koanu
26. Kon IHCTHTYTY TpOCTaBISETHCS 3TiMHO 3 €AMHUM JEpKaBHUM PEECTPOM
niAnpueMCTB Ta opranizamiii Ykpainu (€IPIIOY).
Ha Omankax s JHCTIB 3a3HAYCHUM KOJ PO3MIIIYETHCS IIICIS PEKBIUTY
«JloBiakoBi naHi mpo [HCTUTYTY.
27. Kox popmu nokyMeHTa (3a HasiBHOCT1) po3mimyeThes 3rigHo 3 JAKY /] Buie
Ha3BU BUY JTOKYMEHTA.

HajiimenyBanus IncTuryry
28. HaiimenyBanHs IHCTUTYTYy — aBTOpa JOKyMEHTa MOBHMHHE BIiJIIOBIIAaTH
HalilMeHyBaHHIO, 3a3HaueHoMy B Cratyti IHCTHTYTY mnpo HBOro. CKOpOoueHe
HaliMeHYBaHHS [HCTUTYTY BXKHBA€ThCS y pasi, KOJIM BOHO O(iliifHO 3adikCOBaHO B
3a3HaueHUX JOKyMeHTaX. CKopodeHe HalMEHYBaHHS PO3MIIIYETbCS HIKYE MOBHOTO
OKPEMHUM PSIIKOM Y LIEHTPI.

JoBigkoBi nani npo IncTuryt
29. J1oBiaKOBI 1aHi PO [HCTUTYT MICTATH: TIOIITOBY aApecy, HOMEPH TeJIEe(POHIB,
TenedakciB, paxyHKiB y 0aHKy, ajJpecy eIeKTpOHHOi MOITH Tomlo. J(OBIIKOBI JaH1
PO3MIIIYIOTHCS HUXKYE HAMEHYBaHHS [HCTUTYTY.
PexBi3uTH MOMITOBOI aJpecu 3a3HA4yaloThCsl B Takiid MOCHIAOBHOCTI — Ha3Ba
BYJMI[, HOMEp OYIMHKY, Ha3Ba HACEJIEHOro IyHKTy, pailoHy, 00JiacTi, KpaiHH,
MIOIITOBHH 1HJIEKC (711 1HO3EMI[IB — IHO3EMHOIO MOBOIO).

Ha3zga Buay n1okymeHnra
30. Ha3Ba Bumy JokyMeHTa (Hakas, JOTMOBIJHA 3alMCKa TOIIO) 3a3HAYAETHCS Ha
3arajJibHOMy OJIaHKy JPYKOBAaHMM YW MAIIMHOMUCHUM CIOCOOOM 1 TOBUHHA
BIIMOBiIATH Ha3BaM, repeadadenum JIKY /1.

JdaTta 1okyMeHTa

31. Jlaroro AOKyMEHTa € BIJAMOBIHO JaTa WOro IiIIMUCAHHS, 3aTBEPIHKCHHS,
NPUIHATTS, peecTpalii abo BumanHs. Jlata 3a3HayaeThecst apabChKUMH ITUGpamMu B OJTUH
PAZIOK Yy TaKii MOCIIOBHOCTI: YHUCIIO, MicAllb, pik. [laTa odopmiserbes udpoBum abo
CJI0BECHO-IIU(POBUM crtocoOOM. Y pa3zi ohopMIIeHHS AaTH IU(PPOBUM CIIOCOOOM YHUCTIO
1 MiCS1lb IPOCTABIISIOTHCS ABOMA apaMu HUGP, pO3AITIECHUMHU KPAIKOI0; PiK — YOTUpMaA
uQpamMu, Kparka HalpyKiHI He cTaBuThes (Hanpukian: 02.04.2016).

VY TekcTax HOPMAaTHBHO-TIPABOBUX aKTiB Ta MOCHJIAHHSIX HAa HUX 1 IOKyMEHTax,
[0 MICTATH BIJIOMOCTI (DIHAHCOBOTO XapakTepy, 3aCTOCOBYETHCS CIOBECHO-LU(PPOBUIA
Croci0 3a3HayeHHS JaT 3 MPOCTABJISHHSAM HYJIsSI B TIO3HAYEHHI JIHS MICALS, SIKIIO BIH
MICTUTh OJHY 1Py, Hanpukiaa: 02 kBiTHA 2016 poky. Jl03BONISIETHCS B)KUBATH CIIOBO
«PIK» Y CKOPOYEHOMY BapiaHTI «p.», Hanpukia: 03 gepsas 2016 p.

SIKII0 TOKYMEHT CKIIQJIeHO He Ha OJIaHKy, JaTa 3a3Ha4ae€TbCsid HIKYE MIANUCY
JiBopyd. Jlata JOKyMeHTa MpOCTaBIIAETHCS TIOCATOBOIO 0CO0010, SKa Horo mianucye ado
3aTBEPIIKYE.

OO00B’SI3KOBOMY JaTYBaHHIO 1 MIAMHCAHHIO MIJUISATAIOTh YC1 CIY>XO00B1 BIAMITKH
Ha JIOKyMEHTax, IOB’Si3aHI 3 iX TMPOXOKEHHSIM Ta BHUKOHAHHSAM (PE30JIOLIii,
NOTO/KEHHSI, Bi3W, BIAMITKM MPO BHUKOHAHHS JOKYMEHTa 1 HamNpaBJICHHS WOTro 0
CIIpaBH).



Ha nokymeHnTi, BuaaHoMy IHCTUTYTOM CHIIBHO 3 OJIHIEI0 a0o0 KUIbKOMa
yCTaHOBAaMH, 3a3HAYAETHCS OJIHA JIaTa, KA BIAMOBIIA€ JaTi OCTAHHBOTO ITiJIITHCY.

PeecTpauis 1okymMeHTIiB

32. Inpekcarlisi TOKYMEHTIB TOJISTA€ y MPUCBOEHHI IM YMOBHHMX ITO3HAYE€Hb —
1HJIEKCIB, K1 HAJAIOThCS JOKYMEHTaM IIiJ] 4ac iX peecTpartii.

PeecTpariiinuii iHAEKC CKIAJAETHCS 3 TOPSAKOBOIO HOMEpa JOKYMEHTa y MexXax
IpynH JOKYMEHTIB, WIO PEECTPYIOThCS, SKUW JIOMOBHIOETHCS 1HJAEKCAMH, IO
3aCTOCOBYIOThCS B IHCTHTYTI, 30KpeMa IHAEKCaMH 3a HOMEHKJIATypOl CIIpasB,
CTPYKTYpPHOTO MiJpO3JiTy, KOPECIOHACHTIB, MOCATOBUX 0CI0, sIKI PO3TIsiaiTh abo
MIIMUCYIOTh JOKYMEHT, BUKOHABIIIB, MUTAHb MISUIBHOCTI SKUX CTOCYETHCS JTOKYMEHT,
TOLIO.

Ck1a7ioBl YaCTHHU PEECTPALIMHOTO 1HIEKCY BIAOKPEMIIIOIOTHCS OAHA BiJ OJHOT
NpaBOOIYHOIO MOXWJIOK pHUCKOIO. [lochaimoBHICTP HamMCaHHS CKJIAJOBUX YacTUH
peecTpaliiiHoro 1HJAEKCY MOXKE 3MIHIOBATHUCSA 3aJIEKHO BiJ TOro, SKUH JOKYMEHT
PEECTPYETHCS, — BXIJTHUM UM TaKHii, 10 CTBOPEHUU B [HCTUTYTI.

JUis BXIAHUX JOKYMEHTIB PEECTpallifHUN 1HAEKC CKIAAA€TbCid 3 IOPSAKOBOTO
peecTpalifHoro Homepa.

Y BUXITHOTO JOKYMEHTa PEECTPALIMHUN 1HJIEKC MOXKE PO3MIILyBaTUCS Y
3BOPOTHIN MOCHIAOBHOCTI — 1HJIEKC 3a HOMEHKJIATypolo cripas (y pasi moTpedu Moxe
3a3HAYaTUCh TaKOX IHIIMKA 1HAEKC, 110 3aCTOCOBYETHCS B [HCTUTYTI) Ta MOPSAKOBUI
HOMeEp, Hampukian: 45-4-2-1/258, ne 45 — ingekc ycraHoBH, 4 — 1HIEKC CTPYKTYpHOTO
miIpo3aLTy, 2 — aapecar, 1 —oco0a, sika mignucana, 258 — mopsaKoBUi HOMED.

3 METOI pO3pI3HEHHS TPyN JOKYMEHTIB JI0 PEECTPALIHHOTO I1HAEKCY MOXKeE
J0JlaBaTHCs BIAMITKA, AKa CKIAMA€eThes 3 Jitep, Hanpukmaa: 120/02-15 ACK, ne ACK
3aCTOCOBYETBCSl Il MO3HAYEHHS JOKYMEHTIB 3 Tpudom «/ns cmyx0OoBoro
KOPHUCTYBaHHS.

KO JOKYMEHT MiATOTOBIEHO [HCTUTYTOM CHIJIBHO 3 KUJIbBKOMa yCTaHOBaMH,
PEECTpALIMHIN 1HACKC BKJIIOYAE 1HAEKCH KOXKHOI 3 IUX YCTAHOB, SIKI TIPOCTABIISIOTHCS
yepe3 aedic, Hanpukian: 41-P, 211-B — mi1s ciiabHUX po3MOPSIIYUX IOKYMEHTIB.

Miciie po3TanryBaHHs peeCTPAIIHHOTO 1HIEKCY Ha IOKYMEHTI 3aJIeKUTh B1J BUTY
OJlaHKa Ta BUAY JOKYMEHTA.

VY pa3i 3acTOCyBaHHS aBTOMAaTHU30BaHOI CUCTEMHU PEECTpallli JTOKYMEHTIB MOXKE
BUKOPUCTOBYBAaTUCh ITPUX-KOMA. JIIsi BUXIAHMX JOKYMEHTIB IITPUX-KOJ BKIIIOUAE
peecTpalliiiHuil iHIeKC 1 1aTy TOKyMEHTa Ta PO3TAIIOBYETHCS y MEKax, 3a3HAYCHHUX y
JNCTY 4163-2003 nnst pexBi3uTiB OJaHKy, a came: 3 KYTOBUM pPO3TallyBaHHSIM
PEKBI3UTIB — 73 MM BIJl TOYATKY MEPIIOrO PEKBI3UTY, 3 TO3AOBXKHIM — 77 MM.

IHocunanHs Ha peecTpauiiHMi IHAEKC i 1aTy
33. lnsg BUXIAHMX JOKYMEHTIB TIOCWUJIAHHS Ha PEECTpAIiiHUN 1HJEKC 1 Jary
JOKYMEHTa BKJIIOYa€ B ce0e peecTpaliiHuil 1HAEKC 1 JaTy TOro JAOKyMEHTa, Ha SKHM
TA€EThCS BIMMOBIAGL. Llell pexBi3UT € 00OB’SI3KOBUM 1 PO3TAIOBYETHCS HIKYE abo Ha
PiBHI PEECTPAIIITHOTO 1HAEKCY Y CHEIiaIbHO BIIBEACHOMY MICIIl Ha OJIaHKY.



MicIiie ckJageHHs 200 BHIAHHSA
34. BimoMocTi mpo Miclie CKiIaJeHHs a00 BHUJAHHS 3a3HAYalOThCS Ha BCIX
JOKYMEHTaX, KpIM JIMCTIB. 3a3HaueHi BIiAOMOCTI O(QOPMIISIOTHCS BIAMOBIIHO O
aJAMIHICTPAaTUBHO-TEPUTOPIAILHOTO  MOAUTY  YKpaiHW.  SIKIIO  BIIOMOCTI  TPO
reorpadigyHe MiCIIC3HAXO0KEHHS BXOJATHh J0 HaiMEHYBaHHS yCTaHOBH, IICH PEKBI3UT
HE 3a3HAYa€THCA.

I'pud odmexenHs qocrymy
35. TI'pud oOmexenns poctymy no gokymeHta («Jlms — cmyx6oBoro
KopuctyBaHus», «TaemHo», «llinkom TaemMHO», «OCOOIMBOI  BaKIUBOCTI»)
oopMIIAETHCS 3TIHO 3 BIAMOBIIHUMU HOPMATHBHUMHU aKTaMH 1 PO3TAIIOBYETHCS Y
MpaBiii YaCTHHI BEPXHBOTO TMOJS JOKYMEHTa BUIIE PEKBI3UTY «Amapecat» abo «I'pud
3aTBEPIKEHHSD.

Anpecar
36. JIoKyMEHTH aApecyloTbCs YCTaHOBl, ii CTPYKTYpHUM MiJpo3aiiaMm abo
KOHKPETHIM MocajoBiii ocobi. Y pa3l aapecyBaHHA JOKyMEHTa YCTaHOBI abo ii
CTPYKTYpPHUM Mifipo3aiaM 0e3 3a3HaueHHs I0CaJIoBOI 0coOM iX HalMeHyBaHHS
HABOJSITHCS Y HA3UBHOMY BIJIMIHKY, HAITPUKJIIA]T;:

MiHiCTepCTBO arpapHoOi MOJITUKH Ta
IIPOAOBOJIBCTBA Y KpaiHU

SKIIO TOKYMEHT HaJICHJIAE€ThCSl TTOCAT0BIA 0c001, HAiMEHYBaHHSI YCTAaHOBU Ta il
CTPYKTYPHOTO MHIiAPO3/Iy HABOASTHCS y HA3MBHOMY BIIMIHKY, a Mocaja 1 Mpi3BUIIE
azpecara — y JaBajbHOMY, HAIIPUKJIIA:

MiHicTepcTBO arpapHoOi TOJITUKH Ta
IIPOAOBOJILCTBA Y KpalHU

HupexToposi [lenaprameHTy
3emMJIepo0CTBa Ta TEXHIYHOT MOJITHKH B
AIIK

npi3BUIIE, 1HIIIaIM (1HIIIa]d IMEH1)

Y pa3l KoiM JOKYMEHT aJpeCyeTbCsl KEPIBHUKOBI YCTaHOBM abo0 MHOro
3aCTYITHUKOBI, HAWMEHYBaHHS yYCTAaHOBH BXOJWTH JO CKJIaJAy HAWMEHYBaHHS MOCaIU
aapecara, sK€ HABOIWUTHCS Yy JaBaJIbHOMY
BIJIMIHKY, HAaIIPUKJIA]T;:

l'onoBi [lep:kaBHOI MUTHOI CIyX)OHU
npi3BHUILE, 1HIIAMK (1HIIa]T IMEH])

Y pa3i KOIM JOKYMEHT aJIpeCye€TbCsl JBOM OJHOPIJTHUM CTPYKTYPHUM
MiIPO3/17aM, JernapTaMeHTaM OJIHI€T YCTaHOBHU:
MiHicTepCcTBO arpapHOi MOJITUKH Ta
IIPOJIOBOJILCTBA Y KpaiHU
JlemaprameHT  3emiiepoOCTBa  Ta
TexHIYHOI momTuku B ATTK



JlenaprameHT MI>KHAPOTHOTO
CIIBPOOITHUIITBA

SKIIO JOKYMEHT aJpecyeThCsl KUIBKOM OJIHOPITHHUM 3a XapaKTepPOM JIsUIbHOCTI
yCTaHOBaM, 3a3HA4Ya€ThCS y3arajbHEHE
HallMEHYBaHHS aJipecatiB, HAITPUKJIIA/;
IleHTpanpbHUM JEepKABHUM apXiBaM

JIOKyMEHT He MOBHMHEH MaTHu Oublle YOTUPHOX aapecaTiB. CIOBO «KOIMisH) Mepes
HAallMEHYBAaHHSM JPyroro, TPETbOTO, UYETBEPTOrO aJpecaTiB HE CTaBUThCA. Y pasi
HAJCWJIAHHS JOKyMEHTa Olbllle HIX YOTHPbOM aJpecaraM CKIAJa€TbCs CIUCOK Ha
PO3CHIIKY 13 3a3HAUYEHHSM Ha KO)KHOMY JJOKYMEHTI TUTbKH OJTHOTO aJpecara.

PexBizutr «Agnpecar» Moxke Bkimouyatu azapecy. Ilopsmok 1 dopma 3ammcy
BIJIOMOCTEH MpO aJipecy YCTaHOBU MOBHUHHI Bianosizatu I[lpaBuiiaM HagaHHs MOCIIyT
MOIITOBOTO 3B’sI3KY, 3aTBep/KeHUM TocTaHoBot0 Kabinety MinictpiB Ykpainu Big 05
oepesns 2009 poky Ne 270. [ToBHa ajipeca 3a3Ha4a€ThCs y pa3i HAJCUIAHHS JOKYMEHTa
pPa30BUM KOPECIOHIEHTaM, HallpUKIal:

MiHicTepcTBO I0CTULIIT YKpaiHU
By ['opoxenskoro, 6ya. 13,
M. Kuis, 01001

VY pa3i HaacwiaHHS JOKyMeHTa (i3U4YHIM 0co0l CIOYATKy 3a3HAYa€ThCS Y
HA3UBHOMY BIJIMIHKY MpI3BUIIE, IM s Ta 1O OAaTHKOBI (1HIIIAIKM YM 1HIIIAT IMEH1), TOTIM
MOIIITOBA aJjpeca, HAIPUKJIIAI;:

I'onuapyk Onekcanap CepriiioBuy
Byx. CypikoBa, Oy. 3-a, kB. 1,
M. Kuis, 03178

VY pasi HajcCWIaHHS JOKYMEHTAa OpraHaM 3aKOHOJABYOi 1 BHUKOHABYOi BJIAJIH,
MOCTITHUM KOPECTIOH/IEHTaM iX TOIITOBA a/ipeca Ha JOKYMEHTaX HE 3a3HAYa€ThCs.

I'pud 3aTBepaAKEHHS JOKYMEHTA

37. JIOKYMEHT 3aTBEep/DKYEThCS JUPEKTOPOM ab0 3aCTymHUKaMHU JTUPEKTOpa, A0
MOBHOBAXEHb SKUX HAJICKUTH BUPINICHHS MHUTAaHb, HABEJACHUX Y TaKOMY JTOKYMEHTI,
abo posnopsiauuM JOKyMeHTOM [HctutyTy. HOopMaTuBHO-TIpaBOBI akTH (ITOJIOXKEHHS,
IHCTPYKIIii, MpaBuiia, MOPSIKA TOIIO) 3aTBEPIKYIOTHCA PO3MOPAIUUM JTOKYMEHTOM
[HCTHTYTY.

3aTBepAKEHHS MEBHUX BUJIIB JOKYMEHTIB 3[[1IHCHIOETHCS 3 MPOCTABISIHHAM Tpuda
3aTBEpKEHHS (7101aTOK 6).

SKIIO JOKYMEHT 3aTBEP/KYETHCSA KOHKPETHOIO TOCAJ0BOK 0C00010, TpUd
3aTBepkKeHHs ckianaerbesi 31 cinoBa «3ATBEPIKVYIO», nHaiimeHyBaHHS mocaiw,
MiANUCy, 1HIIamiB (1HIMiaxy iMeHi) 1 Tpi3BUINa 0COOH, sKa 3aTBEPAMIA TOKYMEHT, TaTH
3aTBEPIKEHHS.

Hanpuxknan:



3ATBEPJIXVYIO

Jlupektop YKpaiHCHKOTO 1HCTUTYTY
EKCIIEPTU3H COPTIB POCIUH

mignuc, iHimiany - (iHIimiaa — iMeHi),
Ipi3BUIIE

JlaTta

Y pa3l KOaM JOKYMEHT 3aTBEPIKYEThCS IIOCTAHOBOIO, HakKazoM, Tpud
3arBepKeHHs ckiamaetbes 31 cimoBa «3ATBEP/DKEHO», HasBu BuIy HOKYMEHTA,
SIKUM 3aTBEPJUKYEThCS CTBOPEHUU JOKYMEHT, Y Ha3WBHOMY BIAMIHKY 13 3a3HAa4CHHSM
foro natu 1 HoMepa.

Hampuxian:

3ATBEP/I’KEHO

Haka3 YkpaiHCbKOTO 1HCTUTYTY
€KCIIEPTU3H COPTIB POCIUH
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['pud 3aTBepmKEHHS PO3MIMIYETHCS y MPABOMY BEPXHHOMY KYTKY MEPIIOrO
apKyIa JOKyMeHTa.

VY pa3i 3arBep/UKEHHS JIOKYMEHTa KIJIbKOMa I0CaJOBUMHU ocobamu Tpudu
3aTBEPJIKEHHS PO3TAIIOBYIOTHCS HA OJTHOMY PiBHI.

Pe3ouronist

38. Pesomrortis — me caMOCTIHHO 3pOOJICHHMI TIOCAJI0BOI0 OCOOOI0 HAMKC Ha
JOKYMEHTI, SIKUA MICTUTh CTUCIUHN 3MICT MPUUHATOTO HEIO PIIICHHS 1040 BUKOHAHHS
JOKYMEHTa, Ta MePeTiK BUKOHABIIIB.

Pe3osronisi CkJIalaeThbesl 3 TAaKUX €JIEMEHTIB: Mpi3BUIIE, 1HIianu (1Hiliana 1IMeH1)
BUKOHABIS (BUKOHABI(IB) y 1aBAJIbHOMY BIJIMIHKY, 3MICT JOPYYEHHSI, CTPOK BUKOHAHHS,
0COOUCTHI MIANUC KEPIBHUKA, AaTa.

Ha nmoxymeHTax 31 CTpOKamMu BHKOHaHHS, $IKI HE MOTPEOYIOTh JOJAaTKOBHUX
BKa31BOK, Y PE30JIIOIIT 3a3HAaYaI0ThCS BUKOHABEIIb, ITIIMKMC aBTOPA PE30JIIOLii, JaTa.

SAxio nopydeHHsI HaJaHO KUTBKOM TOCaJI0BUM 0CO0aM, TOJIOBHUM BUKOHABIIEM
JOKyMEHTa € 3a3HadyeHa TMepiia ocoba, sAKid HAZA€ThCs TMPABO CKIUKATH 1HIIAX
BUKOHABI[IB Ta KOOPJIMHYBATH iX pOOOTY.

[lepmioro 3a3HavaeTbes ocoba, M0 (GYHKIIOHATHLHUX OOOB’SI3KIB SIKOT BXOJSATH
po3ruIsAl (BUPILIEHHS ) MOPYIIEHUX Y JOKYMEHTI TUTaHb.

[HI11 BUKOHABII BHM3HAYAIOTHCS 32 HEOOXITHICTIO, BIJAMOBIAHO 10 MOPYIIEHUX
MUTaHb, SKI BiIOOpakeHI B JOKYMEHTI, Ta 3HAXOASATHCS I03a MEXaMH KOMIICTCHIN|
OCHOBHOTO BHKOHABIIS.

Pe3omtotiist mpocTaBiiseTbest 6€3mocepelHb0 Ha JOKYMEHTI, Ha JTUIOBOMY OOIIl Yy
BEPXHIN YaCTHHI, TIOPSJ 3 PEKBI3UTOM «Aapecar», YiTKO 1 po30ipJuBO, MapayieIbHO 10
OCHOBHOTO TEKCTY, aji¢ He Ha MOJi JOKYMEHTY, IPU3HAYCHOMY JIJIs MiAIMBaHHA. SKIII0
MICIISl JUTsl PE30JIIONIi HEJOCTaTHhO, BUKOPUCTOBYETHCS CHEIIaJbHUN apKyIl mamnepy
dbopmaty A-5 cremianbHM OJIaHK, Ha SIKOMY TOCJTIZIOBHO 3a3HAYA€ThCA: MPI3BUIIIE,
1HIIIAA Ta TOcaja OCOOH, siKa CKJIaja PEe30JIIOIiI0, TEKCT PE30JIIOINil 13 3a3HAYCHHSIIM
1HCKCY 1 AaTH JOKYMEHTA, SIKOTO BOHA CTOCYEThHCA.



Yy pa3i KOJIM JOKYMCHT Himmrae INOBCPHCHHIO, BU3HAYAETbCA ,Z[GT&HBHI/Iﬁ MMopAaOK
BHKOHAHHA JOKYMCHTA abo YTOYHIOIOTBCA BI/IKOHaBHi.

3aroJi0OBOK 10 TEKCTY JOKYMEHTAa

39. 3aroj0BOK 70 TEKCTY JOKYMEHTA MOBUHEH MICTUTH KOPOTKUM BHUKJIAJ] 3MICTY
JOKyMeHTa 1 OyTH MaKCHUMaJbHO CTUCIUM. 3aroJioBOK (POPMYIIOETHCS MPAI[iBHUKOM,
KU CTBOPIOE TOKYMEHT. 3arojioBOK, o0csr skoro nepesuinye 150 3HakiB (5 psakis),
J03BOJISIETHCST TPOJIOBXKYBATU A0 MexXi mpaBoro mojis. Kpamka B KiHII 3arojoBka He
CTaBUTHCSL.

3aroyIoBOK BIAMOBiTAa€ HA MUTAHHS «IIPO MO?», «KOTO?», «doro?». Hampuknan
Haka3 (po mo?) Mpo HagaHHS BIAMYCTKH; JUCT (TIpO 1107) MPO OpraHizaiiio HapaIw,
MpPOTOKON (W4oro?) 3acifaHHs aTecTallifHOI KOMIcCii; mocajgoBa IHCTPYKIisS (KOro?)
TOJIOBHOT'O CHEIliaiicTa.

be3 3aroyioBka 103BOJIAE€THCS CKIaAaTH KOPOTKI TOKYMEHTH Ha OiaHKax dhopmary
AS (210 x 148 miniMeTpiB), 30KpeMa CyIpOBi/IHI JIUCTH, TeJIETpaMu, TeJe(oHOTpaMHu.

BinMiTka po KOHTPOJIbL

40. BigMiTKa Mpo KOHTPOJIb O3HAYAE, IO JIOKYMEHT Y35TO Ha KOHTPOJb s
3a0e3neyeHHs HOro BUKOHAHHS B YCTAHOBJICHUH CTPOK.

BiamiTka npo KOHTPOJIb POOUTHCS IUIAXOM MPOCTaBIsSHHSA JiTepu «K» uu cioBa
«KonTtposb» (Big pyku ab0 3 BUKOPHUCTAHHSIM IIITaMIa) Ha JIBOMY IOJI TMEPIIOi
CTOPIHKH JIOKYMEHTa Ha PiBHI 3aroJIoBKa J10 TEKCTY.

VY pa3i HeoOX1JHOCTI MOBEPHEHHS IOKYMEHTa YCTaHOBI — aBTOPOBI a00 (Pi3nyHin
0c001 BIAMITKA TPO B3STTS MOr0 HAa KOHTPOJIb MPOCTABIIAETHCA HA OKPEMOMY apKyIIl
JUTSL PE3OJTIONIII.

TexkcT 10KyMeHTa

41. TekcT AOKyMeHTa MICTUTH 1Hopmarlito, A (ikcyBaHHA AKoi BiH OyB
ctBopeHuid. I[Hdopmariss B TEKCTI JOKYMEHTa BHKJIQAAETHCA CTHCIIO, TPAMOTHO,
3p0O3yMiI0 Ta 00’€KTUBHO. JIOKYMEHT HE MOBHHEH MICTUTH ITOBTOPIB, a TaKOX CIIB 1
3BOPOTIB, SIKI HE HECYTh 3MICTOBOrO HaBaHTakeHHs. Ilim 9yac ckiagaHHsS JTOKYMEHTIB
BXKMBAETHCS JIJIOBUM CTHIIb, JIJISL SIKOTO XapaKTEPHUW HEUTPAJbHUM TOH BHKJIAICHHS,
1o30aBieHui 00pa3HOCTI, EMOLIIITHOCTI Ta 1HAWBIIyalbHUX ABTOPCHKUX PUC.

TexcT JOKyMEHTa MOBHHEH CTOCYBATHICS TOTO NMUTAHHS, sSKe c(HOpMYJbOBaHE B
3aroJioBKy J0 TeKCTy. TekcT JokymMeHTa O(OpMIISETbCS y BHIJISAlI CYLULIBHOTO
3B’SI3HOTO TEKCTY a00 aHKETH 4M TaOJIuIIl, a00 MUISIXOM MOETHAHHS [IUX POPM.

CyminbHUM 3B’SI3HUA  TEKCT JOKYMEHTa MICTUTh TpaMaTU4YHO 1 JIOT1YHO
y3rojpkeHy 1HQopMmalliio Mpo ympaBiiHChbKI Aii. Taka ¢opma BUKIAIECHHS TEKCTY
JOKyMEHTa BHKOPHUCTOBYETHCS ITJ 4Yac CKIATaHHSA TIOJOKECHb, TOPSJKIB, IMPaBHII,
PO3MOPSIIYUX TOKYMEHTIB 1 JIUCTIB.

CyminpHuM 3B’ 3HUHN TEKCT, K MPABHUIIO, CKIANAETHCA 3 JBOX YaCTHH. Y TepIIii
(BcTymHIM) dYacTHWHI 3a3HAa4yaeThbCsd IIJCTaBa, OOTPYHTYBaHHS ab0 MeTa CKJIaJCHHS
JTOKYMEHTa, y Jpyrid (3akaiouyHid) YacTUHI — BUCHOBKH, TMPOMO3UIli, PIIICHHS,
npoxaHHsA. B okpemux BUMaakax JTOKYMEHT MOXE IIICIS BCTYIMHOI YaCTHHHW MICTUTH
MOTHBYBaJIbHY YaCTHHY, B SIKIi OOIPYHTOBYETHCS MO3HILIIS [HCTUTYTY.

VY TeKcT1 TOKyMEeHTa, MATOTOBIEHOTO BIAMOBIIHO A0 TOKYMEHTIB IHIIIMX YCTAHOB
a0o0 paHillle BUJaHUX JIOKYMEHTIB, 3a3HAYaIOThCS 1X PEKBI3UTH Y TaKid MOCIIJOBHOCTI:



Ha3Ba BUAY JOKYMEHTa, HAalMEHYBaHHS YCTaHOBHM — aBTOpa JOKyMEHTa, JiaTa,
peECTpaliifHUI HOMEp, 3aT0JIOBOK J0 TEKCTY.

TexkcTu CKIAMHUX 1 BEIMKHUX 3a OOCSITOM JOKYMEHTIB (IOJIOXKEHHS, MpaBUIIA,
IHCTPYKIIii, OIVISIAM, 3BITH TOINO) MOJUISIOTECS Ha PO3AUIM, MIJPO3IIN, MYHKTH,
miANyHKTU. [IyHKTH y TEKCTI HYMEpYyIOThCs apaOChKUMHU HHUdpamMu 3 Kpamkoro, a
HIIMTYHKTH — apaOChKUMU ITU(PpamMu 3 TyKKOFO.

B okpemux Bumagkax po3AiUId MOXKYTh MOJUIATUCSA Ha TJIABH, SIKI HyMEpPYIOThCS
pPUMCBKUMU LU pamu.

42. dopma aHKETH BUKOPUCTOBYETHCS y pa3i BUKIQJACHHA y IUppoBOMYy abo
CIIOBECHOMY BUIJISAI 1HGOpMAIii Tpo OJAWH O0’€KT 3a TEBHUM OOCSTOM O3HaK.
[TocriitHoIO 1H(OpPMAIIIEI0 B aHKETI € y3arajibHeHI HaMEHYBaHHsS O3HAaK, 3a SKUMU
MPOBOAMUTHCS OMHC 00’ €KTa, a SMIHHOIO — KOHKPETHI XapaKTePUCTUKH.

43. Tabnmuyna ¢opma JOKYMEHTAa BHKOPHUCTOBYETHCS y pa3i BUKIAACHHS Y
udpoBomy ab0 co0BeCHOMY BUIJISAI 1H(OpMAITii PO KIJIbKA 00’ €KTIB 3a PsIJIOM O3HAK.
3aroyioBku rpad TaOIMIl MUIITYTHCS 3 BEIUKOI JITEpH, MiA3ar0J0BKHA — 3 MaJIOl JIITEPH,
SKIIO BOHU CTAHOBJISTH OJTHE II1JI€ 13 3ar0JIOBKOM, 1 3 BEJIMKO1 — SKIIIO MiJ[3ar0JIOBOK Ma€e
caMocCTiitHe 3HaueHHs1. Kpaliku B KiHIIl 3aroJIOBKIB 1 M1J[3ar0JIOBKIB Ipad HE CTaBISTHCS.
3aroJoBKM 1 MiI3arojIoBKM Tpad Ta psAAKiB TaOIUIll IOBUHHI OYyTH BHKJIAICHI
IMCHHUKOM y HA3UBHOMY BIJIMIHKY OJHMHH. Y 3arojoBKax 1 IiJ3arojoBKaxX PSAIKIB 1
rpad TabauIl B)KUBAOTHCS JIUILE 3aTalIbHONPHUITHATI YMOBHI TO3HAYEHHS 1 CKOPOUYEHHS.
I'padu Tabmuii, K1 po3MILLYIOThCS HA KUTBKOX CTOpPIHKaX, HyMepyroThes. Ha apyriit Ta
HAaCTYyIHUX CTOpPIHKAaX TaOJMIIl 3a3HA4alOThCsl HOMEpPHU rpad, a TaKOXK Y BEPXHbOMY
npaBoMy KyTKy — cioBa «IIpogoBkeHHs goaaTKay.

BigMiTkn npo HASIBHICTH 10AATKIB

44. Jlomatku 10 JOKYMEHTIB, KpIM JIOAATKIB JO CYNPOBIAHHMX JIKCTIB,
CKJIaIal0ThCsl 3 METOI0 JIOTIOBHEHHS, MOSICHEHHS OKPEMHMX MHTaHb JOKyMEHTa abo
JIOKYMEHTA B I[iIJIOMY.

45. JlomaTku a0 JOKYMEHTIB MOXYTh OyTH TaKWX BHJIB: JOJATKH, IO
3aTBEP/KYIOTHCS PO3MOPSAYMMH  JOKyMEHTaMHu (TIOJIOKEHHS, 1HCTPYKIli, MpaBuia,
MOPSIIKK  TOIIO); JOJATKHU, IO JOMOBHIOIOTH Ta/ab0 MOSCHIOIOTH 3MICT OCHOBHOTO
JOKYMEHTA; J0AAaTKH, 0 HAJCUJIAIOTHCSA 13 CYIPOBIIHUM JIUCTOM.

46. Ha pmomatkax, IO 3aTBEPIKYIOTHCS PO3MOPATYNMH JTOKYMEHTaMU
(MONOKEeHHsI, 1HCTPYKIi, TMpaBuia, TMOPAOKH TOLIO), MPOCTABISAETHCS TPUP
3aTBEP/KEHHS BIANOBIIHO A0 NYHKTY 39 miei IHcTpykmii. ¥V BIANOBIAHMX MyHKTax
pO3MOPSAUOT YaCTUHU JOKYMEHTa pOOUTHCS TMOCHIAHHS: «IIO JOJAEThCS» abo
«(momaetnes)». Ha momaTkax 10 MOKYMEHTIB, IO 3aTBEPDKYIOTHCS PO3MOPSITINMHU
JOKYMEHTaMH, pOOUTHCS BiIMITKa Y BEPXHbOMY IMPaBOMY KYTKY TEpIIOro apKylia
J0JaTKa, HAPUKIIA/I:

Jonatok 5
1o Iactpykii (myHKT 8)

47. JlomaTku JOBIAKOBOrO a0 aHAIITUYHOTO XapakTtepy (rpadiku, CXeMu,
TaOJUIll, CIHCKA TOIIO) JO OCHOBHOIO JOKYMEHTa IIOBMHHI MaTH BIIMITKY 3
MOCUJIAHHSM Ha IIe JOKYMEHT, HOTO JaTy 1 HoMep, HapUKJIa;
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Y TEKCTI OCHOBHOTO JOKYMEHTa POOMTHLCS BIAMITKA MPO HASBHICTH JOJATKIB:
«IIO JOAETHCS», «3TLIHO 3 JIOJATKOMY», «(I0JaTokK 1)»; «BIAMOBIIHO A0 JOJATKa 2
a00 «(IMB. 1OIATOK 3)».

48. lomatku opopMIISIOTHCS, SIK TIPABWIIO, HA CTAHJAPTHHUX apKymiax mamnepy. Ha
JIPYroMy 1 HACTYIHUX apKyllax JoJaTka poOuThCs BiaMiTKa: «[IpoioBxkeHHs J0/1aTKay,
«IIponosxxeHHs nogarka 1».

VY pasi HasgBHOCTI KUIBKOX JOJIaTKIB Ha HHUX 3a3HAYAIOTHCS IMOPSIKOBI HOMEPH,
Hanpukiaa: Jogatok 1, Jlogatok 2 tomo. 3Hak «No» mepea mu@ppoBUM MO3HAYCHHIM
HE CTaBUTHCS.

VYci qoaTtku 10 TOKYMEHTIB Bi3YIOThCSI MPAIlIBHUKOM, SIKUA CTBOPUB JOKYMEHT,
Ta KEPIBHUKOM CTPYKTYpHOTO IMIIPO3AUTYy, B SKOMY HOIrO CTBOPEHO, Ta y pasl
HEOOXITHOCTI — KEpPIBHUKOM BIJJIULy TIPaBOBOrO 3a0€3MEYEHHS Ta pO3pOOKHU
3aKOHOJABCTBA y cpepl OXOPOHU MPaB HA COPTHU POCIIHH.

JloaTKu HOPMATUBHO-TIPABOBOTO XapakTepy (MOJIOKEHHS, 1HCTPYKIIli, TpaBuIia,
MOPSIIKK  TOIO), IO 3aTBEPUKYIOTHCS PO3MOPSIIAMH TOKYMEHTAMH, MiAMHCYIOTHCS
KEpIBHUKAMH CTPYKTYPHUX MIAPO3ALTIB [HCTUTYTY Ha JHMILOBOMY OOILl OCTaHHBOTO
apKyIia Jo/1aTkKa.

49. VY pa3i KoJau JD0JaTKUA HAJCUIAIOTHCA 13 CYNPOBITHUM JIMCTOM, BiJIMITKA TIPO
HASBHICTH JIOJJATKIB PO3MIIIYETHCS TMICTS TEKCTY JINCTA TEePE]] IMiAMUCOM.

SIKo TOKyMEHT Ma€ JOoAaTKH, MOBHE HAWMEHYBAHHSA SKUX HAaBOJAUTHCS B WOTO
TEKCTI, BIAMITKA PO HASIBHICTh JOJATKIB OPOPMIISETHCS 32 TAKOIO (POPMOIO:

Honatok: Ha 7 apK. B 2 IpUM.
Ao JOKYMEHT Mae J0AaTKW, IOBHE HAWMEHYBaHHS SKHX Yy TEKCTI He
HABOJUTHCS, 1X HEOOX1AHO MEPENTIUUTH MICIS TEKCTY 13 3a3HAUYECHHSM KIJIbKOCTI apKyIIiB

y KO)KHOMY JO0JIATKY Ta KUIbKOCTI iX IPUMIPHHKIB, HATPUKJIIA:

Honatku: 1. JloBiika Npo BUKOHAHHS IJIaHY PO3BAHTAXyBaJlbHUX poOIT 3a I
kBaptan 2016 p. Ha 5 apk. B 1 mpum.
2. I'padix pemontHHX poOIT Ha I kBapTam 2016 p. Ha 3 apk. B 1 pum.

SIKI10 10 JOKYMEHTA J10AA€ThCS 1HIIMKA JOKYMEHT, SIKHH Ma€ JOJATKU, BIAMITKY
PO HASBHICTH J0JaTKa 0(hOPMIIIIOTH 32 TAKOI (POPMOIO:

Honmarok: muct YIECP Bix 25.03.2016 Ne 37/04-12 i mopgaTok 10 HBOTO, BCHOTO
Ha 20 apk. B | npum.

VY pa3i Koau JTOKYMEHT MICTUThH OUIbIlE€ ACCSATH JOJATKIB, CKIATAETHCS OMUC 13
3a3HAYCHHSIM Y JIOKYMEHTI TaKoi BIIMITKHU:

JonaTok: 3riJIHO 3 ONKUCOM Ha 3 apk. B 1 npum.



SIKII0 A0JaTOK HAACHIAETHCS HE 3a BCIMA 3a3HAYEHUMH B JOKYMEHTI aapecamu,
BIJIMITKA MPO HASBHICTh TOKYMEHTa OPOPMIIIETHCS 32 TAKOI (POPMOIO:
HonaTtok: Ha 5 apk. B 2 IPUM. Ha TIEPIITy aapecy.

IMignmuc

50. [Ilocaoosa ocoba Incmumymy nionucye OOKYMeHmMU 6 Medcax CB0IixX
NOBHOBANCEHb, BUSHAYEHUX ) HNONONCEHHAX NPO CMPYKMYPHI NiOpo30inu, Nnocado8ux
IHCmMpYKYIsX, Hakaz npo pos3noodil 0008 ’a3Ki6 MidC OUPeKmopom ma 1oeo
3acmynuukamu. Y  3a3Hauenux OOKYMEHmMAax BUSHAYAEMbCSA MAKONC NOPAOOK
NIONUCAHHA OOKYMEHmMI8 [HWMUMU ocobamu y pasi i0CymHOCmi Oupekmopa ma
3ACMYNHUKIE OUPEeKMOpa i ROCA008UX 0Ci0, sIKI YNOBHOBANCEHT IX nionucysamiu.

JIOKyMEHTH, 110 HAJACHIAIOTHCSA JO0 OpraHiB JEpXKaBHOI BIAAH, MiAMHCYIOTHCS
JUPEKTOPOM abo 3a WOro JOPYYEHHSIM — 3aCTYIMHUKAMH JAMPEKTOpa, ab0 0co0oro, siKa
BUKOHY€ 000B’si3kM nupektopa. [IpaBo mianucy aucTiB iHGOpMaIliiHOTO XapakTepy Ta
IHIIMX JOKYMEHTIB, IO HAJCHJIAIOThCS IO OpraHiB JEpXaBHOI BJIAaad Ta SKI HE
MOB’si3aH1 31 3MIACHEHHSIM JUPEKTOPOM TMOJITHYHMX (YHKIM, MOXE HaJaBaTHCS
KEepIBHUKAaM CaMOCTIMHUX CTPYKTYPHHUX IiIPO3ILTIB.

JIOKyMEeHTH, W0 HaJCHJIAIOThCS MiANPUEMCTBAM, YCTAHOBaM, OpTaHi3allisM,
rpoMajisiHaM, MiAMUCYIOThCS JUPEKTOPOM, 3aCTYITHUKaMU TUPEKTOpa, abo 0cobolo, fKa
BUKOHY€ OOOB’SI3KM JUPEKTOPA 3TITHO 3 PO3MOIALIOM (PYHKIIOHAIBHUX OOOB’SI3KIB YU
KEpIBHUKAMH CTPYKTYPHUX HIAPO3ALIIB BIMOBIIHO JI0 1X TOBHOBAKEHb.

51. Ilipmuc ckimamaeTbesi 3 HaWMEHYBaHHS TMOCaAud OCOOHU, fKa IMIJMHUCYE
JOKYMEHT (MOBHOTO — SIKIIO JTOKYMEHT HaJIpyKOBaHUM HE Ha OJIAHKY, CKOPOYEHOIO —
Ha JIOKYMEHTI, HaIpyKOBaHOMY Ha OJIaHKy), OCOOMCTOrO MiJNUCY, IHIMamB (1HILIATY
IMEH1) 1 Ipi3BUILA, HATTPUKIA/:

HMupexrop YIECP MITUC THITIATN (1HiIian iMeHi), mpi3BUIIE
abo
Jupektop MITUC THITIATN (1HiIian iMeHi), pi3BUIIE

52. ¥V pasi HaACWIaHHS JOKYMEHTA OJIHOYACHO KIJTBKOM ajapecaTaM OJHOro abo
BUIIIOTO PIBHS JUPEKTOP MIAMUCYE BC1 HOTO MPUMIPHUKH.

Y pa3l HajacwiaHHS JOKYMEHTa OJHOYACHO KIJIBKOM IMIJNOPSIKOBAaHUM
yCTaHOBaM MIANUCYETHCS TUIBKU OpUTIHAN, SKUN 3alUIIA€ThCsl Y CIpaBl [HCTUTYTY
(aBTOpa JOKYMEHTA), @ Ha MICIISI PO3CUIIAIOTHCS 3aCBIYEH] KOIIi.

53. JlokyMeHTH MIAMUCYIOThCS, SIK MPABUIIO, OJHIEID MOCAJOBOI0 0CO00I0, a y
pasi, KOJIM 3a 3MICT JOKYMEHTa HEeCyTh BIJMOBIIAJIBHICTh KUJIbKa 0Ci0 (akTH, (piHAHCOBI
JOKYMEHTH TOIII0), — JIBoMa a0o Ouiblie mocajgoBUMu ocobamu. [Ipu npomy mignucu
MOCaJIOBUX OCI0 PO3MIILIYIOTHCS OAWH 1] OAHUM BIAMOBIIHO A0 MiAMOPSAKOBAHOCTI
oci0.

Hanpuknan:

Jupextop TITNC 1HimiaayM (1H111aa IMeHi), MPi3BUIIE
["onoBHMIt Oyxranrep TITNC 1Himany (1H111aja IMeH1), MPI3BUILE



VY pasi mianuMcaHHs CHUIBHOTO JOKYMEHTa KiIbKOMa oco0aMu, sKi 3aiMaroTh
OJIHAKOB1 TOCaAM, iX MIJMUCH PO3MIIIYIOTHCS Ha OJHOMY pIBHI 1 CKPIIUTIOIOTHCS
neyaTKaMy yCTaHOB, HAIPUKIIA/T:

MiHicTp arpapHoi IOJITHKH Ta HMupexrop YIECP

IIPOJAOBOJILCTBA Y KpaiHU

mianmue  iHimiaaym - (IHimaa — iMeHi), mignice  iHimanmy - (iHiman — iMeHi),
MPi3BUINE BiIOUTOK TepOOBOT IIEUATKU TPi3BHINE BIIOUTOK T€pOOBOI MEUATKH

54. JIoKyMEHTH KOJETIaIbHUX OpPTaHiB IMiIMUCYIOTh TOJIOBA KOJETiaIbHOTO
Oprasy i CeKpeTap, HalpHUKJIaI:

["omoBa komicii ITTHC iHimanM (1HiIian iMeHi), pi3BUILe
Cekpertap koMicii 1ITUC 1Hi1any (1H1Iaz iMeHi), Npi3BUIIe

55. V pasi BiACYTHOCTI TOCaI0BOiI 0COOHM, HaMEHYBaHHS TMOCAJH, MPI3BHUIIE,
1HiI1any (1HIIiaa IMeH1) SIKOi 3a3Ha4€HO Ha MPOEKTl JOKyMEHTa, HOTo MIAMHUCYE 0coba,
10 BUKOHYE ii 000B’s13ku. He pomyckaeTbes mijg yac MiANHUCAaHHS JOKYMEHTa CTaBUTH
NPUIAMEHHUK «3a» YW MpaBOOIYHY MOXWIY PHUCKY Mepe]l HalMEHYBaHHSM IOCaJIu.
JloiaBaHHs 10 HaUMEHYBaHHA MMOCAu KEpiBHUKA ClIiB «BUKOHYIOUM 000B’A3KM» a00
«B. 0.» 3a1liCHIOETBCA Y pa3l 3aMilIEHHS TUPEKTOPa 32 HAKa30M.

56. 3acBigueHHS EJICKTPOHHOTO JOKYMEHTA 3IIHCHIOETBCS 3a JIOMIOMOTOO
€JIEKTPOHHOTO IU(PPOBOTO MIJAMUCY 3T1IHO 13 3aKOHOIABCTBOM.

57. ®akcuMuIbHE BIATBOPEHHS MIAMKUCY IMOCAAOBOI OCOOM Ha oOpraHizaliiiHo-
po3nopsaaIunx, piHaHCOBHUX, OYXTadTEPChKUX JOKYMEHTaX 3a JOMOMOIOK MEXaHIYHOIO
a00 1HIIIOrO KOIIFOBAHHS HE JOIMYCKAETHCS.

Bi3u Ta rpud norogkeHHs

58. ¥V pasi BUHUKHEHHS MOTPeOU y MPOBEJACHHI OIIHKH JOULILHOCTI CTBOPEHHS
JIOKyMEHTa, HOro OOIpyHTOBAHOCTI Ta BIAMOBIAHOCTI 3aKOHOJABCTBY 3IIMCHIOETHCS
MOTO/DKCHHST MPOEKTY JIOKYMEHTa BIAMOBIIHO J0 Haka3dy YKpaiHCHKOTO 1HCTUTYTY
excrieptusu coptiB pociuH Bif 08 cepmast 2011 poky Ne 386-O/] «IIpo BperymtoBanHs
MpOLEypH BHYTPIIIHBOIO Y3rOJKEHHS (Bi3yBaHHS) JOKYMEHTIB y YKpaiHChKOMY
THCTUTYTI €KCIEPTU3U COPTIB POCIIUH.

59. [loromxeHHs: MOXKeE 3/1MCHIOBATUCH SIK B IHCTUTYTI OCaAOBUMHU 0CO0aMHU, sIK1
BIJIMOBIJIHO JI0 1X KOMIIETEHI[li BUPILIYIOTh MUTAHHS, MOPYILIEHI B MPOEKTI JOKYMEHTa
(BHYTPpIILIHE MOTOJKEHHS), TaK 1 3a il MeXaMH 1HIIUMH 3a1HTEPECOBAHUMH YCTaHOBAMU
(30BHIIIIHE MMOTOKCHHS).

60. BHyTpimHe moromkeHHs oQOpPMIISETHCS NUIIXOM MPOCTaBIsSHHA Bi3u. Biza
BKJIFOYA€E: OCOOMCTHH Tianuc, iHimiany (1Himiaa iMeHi) 1 mpi3BHIe 0coOu, sika Bi3ye
JIOKYMEHT, JAaTy Bi3yBaHHS 13 3a3HAYEHHSM Y pa3i MoTpedu HaltMeHyBaHHS MOCAIH ITI€T
ocoou.

61. Biza mpocTaBisieTbCs SIK Ha JMLIBOBOMY, TaK 1 Ha 3BOPOTHOMY OoIIi
OCTaHHBOTO apKyllla MPOEKTY JAOKYMEHTA, SKIO MICIS JAJs BI3yBaHHS Ha JIMLBOBOMY
0oLl OCTaHHBOTO apKyllla JOKYMEHTa HEJOCTaTHbO. Bi3u NpOCTaBIsIOTHCS Ha
NPUMIPHHUKAX JIOKYMEHTIB, IO 3aIUIIAI0THCS B [HCTUTYTI.



62. 3ayBakeHHS 1 MPOIO3MINT JO TNPOEKTYy ITOKYMEHTa BHKJIAIAIOThCA Ha
OKpPEMOMY apKyIIli, PO 110 Ha IPOEKTI pOOUTHLCS BIAMOBIAHA BiIMITKA:

HavanbHuk BiaiuTy Kajapis

[Tigmuc, iHimiany (1Himianx iMeH1), Tpi3BHUIIe
3ayBakK€HHS 1 IPOTIO3HUITIT JOTAFOTHCS.
JlaTa

[Ipo HasBHICTH 3ayBa)keHHsI OOOB’SI3KOBO TMOBITOMIISIIOTH 0CO01, sIKa MiAMUCYE
JOKYMEHT.

63. Ilepenik mocagoBuUx o0ci0, AKI MOBHMHHI 3aBi3yBaTH JOKYMEHT, BH3HAYa€
MpaLiBHUK, SIKAHH CTBOPIOE TOKYMEHT, BUXOJITYH 3 OTO 3MICTY.

[lopsinok BI3yBaHHS JOKYMEHTIB 3JIMCHIOETbCA Y Takld IOCHIIIOBHOCTI:
IpaliBHUKOM, SIKMM CTBOPUB JOKYMEHT, KEPIBHHUKOM CTPYKTYpPHOIO MipO3Ally, B
SKOMY HOT0 CTBOPEHO, IHIIMMH BUKOHABISIMH, IOCAJOBUMU 0CO0AMHU, SIKUX CTOCY€EThCA
JIOKYMEHT, 3aCTYIMHHUKaMU JTUPEKTOpa BIAMOBIIHO 10 (YHKIIOHAJBLHUX OOOB’SI3KIB,
AKIIIO IOKYMEHT ITOBUHEH MiANKUCYBATH TUPEKTOP.

[Ipu cxiiamanHi IPOEKTIB 3aKOHIB YKpaiHu, noctaHoB BepxoBuoi Paau Ykpaiunu,
aktiB [Ipesunenta Ykpainu ta KaGinery MiHicTpiB Ykpainu, Haka3iB MiHicTepcTBa
arpapHoi MOJITUKH Ta MPOJOBOJILCTBA YKpaiHU Bi3yBaHHS 3/1MCHIOETHCS B TaKOMY
MOPSAIKY: TMPAI[iBHUKOM, SIKHA CTBOPUB JIOKYMEHT, KEpPIBHUKOM CTPYKTYPHOTO
MIIPO3/1ly, B SIKOMY HOTO CTBOPEHO, IHIIMMHU BHKOHABLSMH, MOCAJAOBHUMHU OCOOaMH,
SAKUX CTOCYETbCA JOKYMEHT, KepIBHUKAMH Ta CHEIialicTaMy CTPYKTYPHHUX MiAPO3ILTiB
3 MWTaHb 3amo0iraHHs Ta BUSBICHHS KOPYMINi 1 3 MpaBOBOro 3abe3neueHHs,
3aCTyMMHUKAMHU JTUPEKTOpa BIAMOBIAHO M0 iX (QYHKIIOHATHHUX TOBHOBAXEHb Ta
MEPIIUM 3aCTYITHUKOM JUPEKTOPA.

64. 3a 3MICT IOKyMEHTa, SKMM BI3yEThCS KITbKOMa oOco0aMu, Taki OcoOu
BIJIITOBIJAIOTH 3T1HO 3 KOMIIETEHIIIEIO.

65. SIkmo mijg 9ac BI3yBaHHS 3°SICYETHCS, IO y IMIATOTOBJICHUN A0 IMiIMHCAHHS
JOKYMEHT HEOOX1THO BHECTH ICTOTHI 3MiHH, BIH MOTPeOy€e MOBTOPHOTO Bi3yBaHHS.

66. 30BHINIHE TOTO/HKEHHS TPOEKTIB JOKYMEHTIB OQOPMIISETHCA HUISIXOM
MPOCTABJIICHHS Ha HUX Tpuda TMOroJKEHHS, SKUM BKIIOYaE B cebe CJIOBO
«ITOI'OKEHO», nHaliMeHyBaHHS MOCaaud OCOOM Ta YCTAHOBH, 3 SIKOIO MOTOJIKYETHCS
MPOEKT JTOKYMEHTa, OCOOMCTUN MiAMKC, iHiianu (1HiIiaa iMeHi), Mpi3BUIle 1 JaTy abo
Ha3By JOKYMEHTa, L0 MIATBEPIKY€ MOTOIKEHHA, Horo naty 1 Homep (1HAEKc),
HATIPUKIIAT;

ITOI'OIPKEHO

HMupexrop YIECP

ITigmuc, iximiany (1Himiaa iMeHi), IPi3BUIIE
JlaTa



I[HOI'O’KEHO

[IpoTokon 3aciianHs

IleHTpanbHOI eKCIIEPTHO-TIEPEBIPHOT
KoMicii YKpliepKapxiBy

Jlata Neo

67. I'pud mOromKeHHS CTaBUTHCSA HIDKYE MMANMACY HA JIMIBOBOMY OOIl
OCTaHHBOTO APKYIIIa MPOEKTY JOKYMEHTA.

68. ¥V pa3i KoaM 3MICT JTOKyMEHTa CTOCY€ThCS OLbII€ HIK TPHOX YCTAHOB,
CKJIAIa€ThCS «APKYII MOTOKEHHS», PO 110 POOUTHCS BIAMITKA Y JOKYMEHTI Ha MiCIIi
rpuda moroKeHHs, HAMPUKIAI:

ApKyllI IOTOJIKEHHS 101a€THCS.
ApKy1 norokeHHs: 0pOpMIISETHCS 3a TAaKOK (GOPMOIO:

APKVYII ITOI'OXKEHHA
Ha3Ba npoekty nokyMeHTa

HaliMenyBaHHs mocau miAnKUC iHia M (1Hiiaa iIMeHi), TPi3BUILe
JlaTa

69. 30BHINIHE MOTOMKEHHS y pa3i MOTpeOU, BHU3HAYCHOI 3aKOHOIABCTBOM,
3I1HCHIOETHCS B TaK1M MOCI1IOBHOCTI:

3 YCTAaHOBaMH OJIHAKOBOT'O PIBHS Ta IHIIMMH YCTaHOBAMU;

3 rPOMaJICBKUMHU OpTaHI3aIlisIMU;

3 OpraHamu, sKi 3[[1ACHIOIOTH Jep>KaBHUI KOHTPOJIb B MIEBHIN cdepi;
3 YCTaHOBAaMH BUIIOTO PiBHSI.

BinOouTok meuarku

70. Ha mokyMeHTax, 110 3aCBIIYYIOTh IpaBa TPOMASH 1 IOPUAMYHUX OCiO, Ha
AKX (IKCyeTbCad (PakT BUTPATH KOIUTIB 1 MPOBEIEHHS Omepaliil 3 MareplaJbHUMU
IIHHOCTSMH, TIAMNUC TOCaa0BO1 (BIAMOBIIATIBHOI) OCOOU CKPIIUTIOETHCSI TepOOBOIO
reyaTkoro [HeTUTyTy.

[lepenik 1HIMMX JIOKYMEHTIB, NIANUCH Ha SKUX HEOOXIAHO CKpIIUIOBATH
repOOBOIO TEYATKOK, BU3HAYAETHCS [HCTUTYTOM Ha IMiJICTaBi HOPMATHBHO-TIPABOBHX
aKTIB Ta MPUMIPHOTO MEPENIKY TOKYMEHTIB, MIAMKUCH Ha AKUX CKPIILIIOIOTHCS repOoBOIO
MEeYaTKOIO 3T1JIHO 3 oAaTKOM 7 1€l [HeTpyKitii.

71. Bigbutok meyaTky, Ha SKiM 3a3Ha4yeHO HaliMeHyBaHHSA [HCTHTYTy abo Horo
CTPYKTypHOTO Tiapo3aury (6e3 300paxeHHs repba), CTaBUTHCS TaKOXK Ha KOMISAX
JIOKYMEHTIB, 10 HAJICUJIAIOTHCS B 1HI YCTAHOBHU, Ta HA PO3MHOXEHUX MPUMIPHUKAX
PO3MOPSIUUX TOKYMEHTIB Y pa3i PO3CHIIaHHS.

BinOuTOK meuaTky CTaBUTHCA TAKUM YHHOM, 1100 BIH OXOILIFOBAB OCTAaHHI KIJIbKa
JiTep HaWMEHYBaHHS TMOCaaAM OCOOM, sKa TMiANMcana JOKyMEHT, aje He IMIIIHIC
oca0Bo1 0co0H, a00 Ha OKPEMO BUIIJIEHOMY JIJIS IIbOTO MICIIi 3 BIAMITKOIO «M. IL.y.



72. Haka3oM JupeKTOpa BH3HAYAETHCS IOPSJIOK BHKOPHUCTAHHS, MICIE
30epiranHs repOoOBOi MeyaTKH 1 mocajaoBa oco0a, BIAMOBiJaNbHA 3a ii 30epiraHHs, a
TaKOX MEPeIIK 0Ci0, MAMUCH IKUX CKPITIIIOIOTHCS TepOOBOIO IMEYATKOIO.

BigmiTka nmpo 3acBigueHHs KOMiil JOKYMEHTIB

73. JHCTUTYT MO’Ke 3aCBIUyBATH KOMIi JIUIIIE TUX JOKYMEHTIB, III0 CTBOPIOIOTHCS
B HBOMY, a TaKOX y BHUIAJKax, nepeadadeHux B ab3arli APyroMy MbOTO ITYHKTY
Inctpykmii. Komisi gOKyMeHTa BHTOTOBISETHCA 1 BHIAETHCS TUIBKH 3 JJO3BOIY
JAUPEKTOpa Ta HOro 3aCTYIMHHKIB.

Y pasi mATOTOBKM JOKYMEHTIB JUIS HAJaHHS CYJOBUM OpraHam, IIiJl 4ac
BUPIIIEHHS MATaHb 010 IPUHHITTS TPOMAIsIH Ha poOOTY, HABYaHHS, 3aCBIAUYCHHS X
TPYIOBUX, JKUTJIOBUX Ta IHIIUX MPaB y B3a€EMOBIHOCHHAX 3 [HCTUTYTOM, a TaKOX ITiJT
yac (opMyBaHHS OCOOOBHMX CIpPaB MPALIBHUKIB [HCTUTYT MOKE€ BUTOTOBJISATH KOMIi
JIOKYMEHTIB, BUJIAaHUX 1HITUMHU YCTaHOBaMU (KOIIii TUIIJIOMIB, CB1IOITB MPO OJIEPKAHHS
OCBITH TOIIIO).

Bigmitka «Kormis» mpocTaBisieThCsl Ha JUIBOBOMY OOIl Y BEPXHHOMY IIPABOMY
KYTKY TIEPIIIOTro apKylia JTOKyMEHTA.

74. Hammc mnpo 3acBiTYEHHS JOKYMEHTA CKJIQa€ThCs 31 CIiB  «3riHO 3
OpUTiHAJIOMY», HaWMEHYBaHHS IOCaJd, OCOOMCTOrO MIAMHCY OCOOHU, fKa 3acBiAUYye
KOI, 11 1HImIamiB (IHIMIady 1MEHl) Ta TMpI3BUINA, JaTH 3aCBIAYEHHS KOMil 1
MIPOCTABIISIETHCS HIDKYE PEKBI3UTY MoKyMeHTa «lliamucy, Hampukia:

3TiIHO 3 OPUTIHAJIOM
3aBigyBay BIAJILTY KaapiB N1ANUC 1HIm1any (iHimiaa iMeHl), Npi3BUILe
JlaTa

Hammc mnpo 3acBigueHHS KOIMi CKPIIUIIOEThCSA TeyaTkor IHCTuUTyTy (063
300pakeHHsI TepOa) abo MeYaTKOI CTPYKTYPHOTO Mipo3Auly (BiAILTYy KaapiB Ta
JIJIOBOJICTBA, BIJUIUTY OyXTaJITepChKOro 00Ky Ta (PiHAHCOBOTO 3a0€3MeUeHHs TOIIIO).

75. Ha xomisix BUXITHUX JOKYMEHTIB, 110 3aJHMIIAIOTHCSA y CIpaBax [HCTUTYTY,
TEKCT OJIaHKIB HE BIITBOPIOETHCS, & 3a3HAYAETHCS JIMIIIC JIaTa IMiAMKCaHHs JOKYMEHTA Ta
Horo peecTpamiiiHui 1HIEKC, Iocajga OcoOH, sKa 3acBia4uiIa KOIio, ii 0COOMCTHH
MIJNKAC, JaTa 3acBIMYEHHS Ta BIAOUTOK IMEYATKW BIAALIY KaJpiB Ta A1JIOBOJICTBA,
HaIPUKJIAT;

Jlata, iHACKC

Jupektop ninuc iHimiany (iHiianx iMeH1), Npi3BuUlle
3riIHO 3 OpUTIHAJIOM
[TpoBigHMit ciemianicT BiAALTY MANUC 1HIIamy (1111 iIMeH1), Tpi3BUIIE

OTIpAITIOBaHHS KOPECIIOH ICHITIT
B1IOMTOK TI€YaTKH BIJIITY KaJpiB Ta J1JI0BOJICTBA
(xaHIeTSIPis)
JlaTa

Ha komisix BUXIZHMX JOKYMEHTIB, LI0 3aJMIIAIOTHCA y COpaBax I[HCTUTYTY
(Biamyckax), MOBHHHI OyTH Bi3M MOCAJOBUX 0OCiO, 3 SIKUMU BOHU TOTOJKEHI, Ta BI3U
BUKOHABIIIB.

Komist nokymMeHTa MoBHUHHA BiJIMOB1AATH OPUTIHAITY.



BigMiTku npo cTBOpeHHs1, BAKOHAHHS JOKYMEHTA, HASIBHICTh MO0 B €JIEKTPOHHI
¢opmi Ta HagEXOXAKEeHHS 10 [HCTUTYTY
76. Ilpi3Bulle mpalriBHUKA, SKUM CTBOPUB JIOKYMEHT, 1 HOMEp MOTro CIIyKOOBOTO
TenedoHy 3a3HAYaOThCSl HA JIMIIBOBOMY OOIll B HXKHBOMY JIIBOMY KYTKY OCTaHHBOTO
apKyIla JOKyMeHTa, HAPUKIIA/I;

IBanenko 256 27 54
abo
IBanenko ['anna MuxkosnaiBuaa 256 27 54

77. Tlicns 3aBeplIeHHS POOOTH 3 JOKYMEHTOM MPOCTAaBISIETbCA BIAMITKA PO
Horo BUKOHaHHS. BigmiTka nMpo BUKOHAHHS JOKYMEHTa CBIIYUTH MPO TE, 10 pPOOOTY
HaJ[ JIOKYMEHTOM 3aBEpIICHO 1 WOTr0 MOKHA JOJYyYWUTH JO CIpaBu. BigmiTka Moxe
MICTUTU clioBa «Jlo crpaBu», HOMEp CIpaBU, MOCUJIAHHS Ha JaTy 1 peecTpariitHui
1HJIEKC JOKYMEHTa, KUl 3aCBIIUy€ HOro BUKOHAHHS, HAallMEHYBaHHS MOCAIU, TIAMKUC 1
naty. Skmo AOKyMeHT He moTpeOye MHUCBMOBOI BIATOBIII, 3a3HAYAIOThCS KOPOTKI
BIJIOMOCTI TIpo BUKOHaHHA. Iliamuc 1 jgaTy BIAMITKH TMPOCTAaBIIS€ MPAI[iBHUK, SKUMA
CTBOPHUB JOKYMEHT, a00 KEPIBHUK CTPYKTYPHOTO MiJIPO3ALTY. 3a3HAUCHU PEKBIZUT
MIPOCTABIISIETbCSL BIJ PYKH Yy JIIBOMY KYTKY HHKHBOIO IOJSl Ha JIMI[bOBOMY OOIIl
MIEPIIIOTO apKyIlia, HAPUKIIA:

Jlo copasu Ne 03-10 Jo copasu Ne 05-19

JIucT-B1ANOBIAL B 20.05.2016 [TutanHs BUPIIIEHO MO3UTUBHO ITi]T Yac
03-10/01/802 04.03.2016 TeneoHHOT pO3MOBH

rocaja, marmuc, nocaja, mijanuc, iHimatu(iHiian iMeHi),
Himanu (1Hiran pi3BUIIE

iMeH1), pi3BHILEe 05.03.2016

21.05.2016

78. BigmiTka Tpo HasSBHICTH KOIIi JOKYMEHTAa B €JIEKTPOHHINA (OopMi MICTUTH
nmoBHE 1M’ (paitiry 1 #ioro Miciie 30epiraHss, KoJ oneparopa Ta 1HII MOIIYKOB1 JaHi.
BiamiTka cTaBUTHCS Ha JUILOBOMY OOIll Y IIEHTP1 HMXKHBOTO TOJISl MEPIIOTO apKyIla
JOKYMEHTA, HallpUKIaI:

c:/viddil/proekt/2016/instr_1.doc

79. BigMiTKa Mpo HAaaXOIXKEHHS JOKYMEHTa A0 [HCTUTYTY HpOCTaBISE€THCA BiJl
pyku abo 3a JOMOMOTO0 ITaMIla, aBTOMAaTUYHOTO HyMepaTopa Ha JIMIbOBOMY TOJI y
MPaBOMY KyTKY HI)KHBOTO TTOJISI TIEPIIOTO apKyllla OpUTiHAy NOKyMeHTa. EnemenTamu
3a3HAYEHOT'0 PEKBI3UTY € CKOpOUYEHEe HalMEHYBaHHA [HCTUTYTY, peecTpaliiiHuil 1HJeKC,
nata (y past moTpeOu — roavHa 1 XBWJIMHM) HAIXOJDKCHHS JIOKYMEHTa. Y pasi
3aCTOCYBaHHS aBTOMATHM30BaHOI CHUCTEMH peecTpaulii 3a3HayeHa 1Hopmarlis
HAHOCUTHCS 32 JOTIOMOTOI0 IITPUX-KOY.

SIKII0 KOpECHOHJEHINSI HE PO3KPUBAETHCA BIAMOBIAHO 10 NyHKTY 148 miel
[HCTpyKIii, BiAMITKAa MPO HAIXOMKEHHS JOKYMEHTa MPOCTABISETbCS HA KOHBEpPTaX
(ynmakyBaHHSX).

VY pa3i HagxomKeHHs 30pOIIypOBaHHUX JIOKYMEHTIB pa3oM 13 CYIPOBIIHUM
JMCTOM BIJIMITKA CTaBUTHCS HA CYMPOBIAHOMY JIUCTI.



VY pas3i Koau ycTaHOBa — aBTOP JOKYMEHTA MOJIa€ KAHIENIAPii JOKYMEHT pa3oM 3
HOro KOIi€w, Ha KOmii JOKYMEHTa, IO IIOBEPTAEThCS YCTAaHOBI — aBTOPOBI,
peecTpalliitHuil mTami He TPOCTaBIISIEThCA.

CriaaeHHs 1esiIKMX BU/IIB JOKYMEHTIB.
Haka3su

80. Hakasu BUAAIOTbCS SK PIIICHHS OPTaHI3alliifHO-PO3MOPSIAYOTO  Yu
HOPMAaTUBHO-TIPABOBOTO XapakTepy. 3a 3MICTOM YIIPaBIIHCHKOI /i HaKa3u BUIAIOTHCS 3
OCHOBHUX MMUTaHb AISUTBHOCTI [HCTUTYTY Ta KaJpOBUX MHUTAHb.

81. [IpoekTn Haka3iB TrOTYIOTHCS 1 MOAAIOTHCS CTPYKTYPHUMHU MiAPO3ALIaMHU 32
JOPYUYEHHSIM JUPEKTOPA B OTHOMY €K3EMILIAPI.

[IpoexkTn Haka3iB 3 KaJpOBUX MUTaHb (0COOOBOTO CKiamy) (MPO MPUUHATTS Ha
po0OOTYy, TIepeBeICHHS, 3BUILHEHHS, HAJlaHHs BIJIMMYCTKU TOIIO) FOTY€E BIIILI KaApiB Ta
JIJOBOJICTBA Ha IIIJICTaBl JOMOBIIHUX 3allMCOK KEPIBHHUKIB CTPYKTYPHUX IIJIPO3ILIiB,
3asiB IPAIIBHUKIB, TPYJAOBUX JOTOBOPIB Ta 1HIIUX JOKYMEHTIB.

[IpoekTn HakaziB MPO CIYKOOBI BIAPAJKEHHS TOTYIOTHCS 3alHTEPECOBAHUMU
CaMOCTIMHUMHU CTPYKTYPHUMHU MiApo3aiIaMu  [HCTUTYTy, $AKI TICAS MIAMHCAHHS
PEECTPYIOTBCST Ta 30€piraroThCs y B OyXraiaTepchbKoro oO0diKy Ta (hiHAaHCOBOTO
3a0e3neyeHHs .

82. IlpoekTn Haka3iB 3 OCHOBHOI [ISJIBHOCTI Ta JOJATKH 110 HUX Bi3YIOTHCS
MpAaIiBHUKOM, SKUH CTBOPUB JIOKYMEHT, KEPIBHUKOM CTPYKTYpHOIO MIAPO3JALITY, B
AKOMY HOr0 CTBOPEHO, MOCaJ0OBUMH O0COOAMM, SIKI BU3HAYEH] Y MPOEKTI JOKYMEHTA SIK
BUKOHABIl 3aBJlaHb, [0 MICTSITbCSA B HBOMY, KEpPIBHMKOM BIJJAUIY KaJapiB Ta
JJIOBOJICTBA, KEPIBHUKOM ab0 MOCaJ0BOK0 0COO0I0 CTPYKTYPHOTO MiAPO3ALTY 3 MUTaHb
3ano0iraHHs Ta BUSBJICHHS KOPYMIIii, IHIIUMH MOCaJ0OBUMH O0COOaMHU, SIKUX CTOCYETHCS
nokyMmeHT. Ilicns mianucaHHsl HaKa3u peecTPYOThCs Ta 30epiraloThbes y BIAAUIL KaJpiB
Ta J1JI0BOJICTBA.

83. IlpoexkTn Haka3iB 3 KaJApOBUX NHUTaHb (0COOOBOTO CKJIAay) BI3YIOTHCS
MpAaIliBHUKOM BIJJIUTY KaJpiB Ta MIiJIOBOJCTBA, SKUW CTBOPUB JOKYMEHT, Ta HOTO
KEPIBHUKOM, a TaKOXX IHIIMMH ITI0CAJIOBUMH OCO0AMH, SKHUX CTOCYETHCS JTOKYMCHT.
[licns mignmucaHHs HakKa3W PEECTPYIOThCS Ta 30epiraroThbCsl y BIAAUIL KaapiB Ta
JIJIOBOJICTBA.

84. Bigninom mpaBoBOTO 3a0e3MEYeHHs] Ta PO3POOKH 3aKOHOAABCTBA y cdepi
OXOpPOHU TIPaB Ha COPTH POCIHH [HCTUTYTYy O0OOB’SI3KOBO BI3yIOThCA 32 HASIBHOCTI YCIX
HEOOXITHUX BI3 yCl IMPOEKTH HAKa3iB 3 OCHOBHMX MUTaHb MisJIbHOCTI [HCTHTYTY, 3
KaJpoBUX TIMTaHb (0COOOBOro CcKjiady). Bi3za KepiBHHUKA BIIJIIIYy IPABOBOTO
3a0e3nedeHHs] Ta PO3POOKH 3aKOHOJIABCTBA Y cepl OXOPOHM MpaB HA COPTU POCIUH
TaKOX MPOCTABIISETHCS HA 3BOPOTHOMY OOIIi KOYKHOTO apKyIlia MPOEKTy HaKa3zy.

[IpoekTn Haka3ziB, IO HAJAOTHCS JJISl MIANMUCAHHS TUPEKTOPOBI, BI3YIOTHCS MOTO
3aCTYITHUKAMU BIMOBITHO /IO pO3MOALTY (DyHKIIIOHATFHUX 000B’SI3KIB.

SIxu1o B mporeci NOroKeHHsI 10 MPOEKTY Haka3y BHOCSTHCS 1CTOTHI 3MiHH, BiH
M1JIATa€ TOBTOPHOMY HOTOJKEHHIO.

85. Haka3u mianucyroThCcsi TUPEKTOPOM, a Y pasi HOTo BiJICYTHOCTI — TIOCAI0BOIO
0c000¥0, sTKa BUKOHY€E HOTO 000B’SI3KH.

[Ticnst migmucaHHs Haka3y 3MIHM O HbOTO BHOCSATBHCS JIMIIE LUISIXOM BHJIAaHHS
HOBOTI'0 HaKa3y MpO BHECEHHS 3MiH.


http://sops.gov.ua/pro-nas-2/110-pidrozdili/177-viddil-pravovogo-zabezpechennya-ta-rozrobki-zakonodavstva-u-sferi-okhoroni-prav-na-sorti-roslin
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86. Haxkaz odopmiserbcss Ha OJaHKy Hakazy. 3MICT Haka3zy KOPOTKO
BUKJIAJIA€ThCS B 3aroJIOBKY, SIKMM TMoOuYMHaeThes 3 npuiiMenHuka «llpo» / «Illomo» 1
CKJIaJIa€ThCs 3a JOMOMOroio BijiecaiBHoro iMeHHuKka («IIpo 3aTBepkeHHs...», «IIpo
BBeACHHS...», «[Ipo cTBOpeHHs...»,) abo imeHHuka («IIpo migcymku...», «IIpo
3aX0JIH...»).

87. TekcT Haka3y 3 MUTaHb OCHOBHOI JISNIBHOCTI [HCTUTYTY CKIAaa€eThes 3 ABOX
JaCTUH — KOHCTATYyr04oi (TTpeamMOysn) 1 po3mopsTuoi.

Y KOHCTaTyIoUid YacTHHI 3a3HAYAIOTHCA TiACTaBa, OOTpyHTyBaHHS abo MeTta
BHUJIaHHS Haka3y. 3a3HaueHa YacTWHA MOKE MOo4YuHATHCA 31 cliB «Ha BukoHaHHS», «3
METOIO» TOIIO. SKI0 AOKYMEHT BHIAETHCA HA MIACTaBl 1HIIOTO PO3MOPSIIOTO
JTOKYMEHTa, Y KOHCTATYIOUii YaCTHHI 3a3HAYAIOThCSA Ha3Ba BHUAY I[HOTO JTOKYMEHTA,
Horo aBTOp, /aTa, HOMEp Ta 3arojioBok. Kpamka B KiHIII KOHCTAaTylO4Oi YaCTHHH HE
CTaBUTHCS.

Posnopsiqua uvactuHa Hakazy mnounHaeTbes 31 ciaoBa «HAKA3VYIO», sike
JIPYKYETHCS 3 HOBOTO PsJIKa BETMKUMU JIITepaMu 0€3 BIACTYITY Bijl JJIBOTO ITOJIS 1 JIATIOK,
TICTISt YOTO CTaBUTHCS JIBOKPAIIKA.

Posnopsigua yacTuHa MOAUIAETHCS HA MYHKTH 1 HIAMYHKTH, SIKI HYMEpYIOThCS
apaOcbkuMu 1UppamMu. Y KOXKHOMY IIyHKTI TMOBHHHI OyTH 3a3HayeHi BUKOHABIII
(CTpyKTypHI miApo3AIM ab0 KOHKPETHI MocaaoBi (Ciyk00Bi) 0COOM), KOHKPETHI
3aBAaHHS (JOPYYEHHs) 1 CTPOKHM iX BHKOHaHHS. BHUKOHaBLI MOXyTh OyTH Ha3BaH1
TaKOX y3araJlbHeHO, HapHUKIaa: «JupekTopaM (puiid [HCTUTYTY».

[Ipy 1pOoMy, SK TIpaBUIO, HE 3aCTOCOBYETHCS HAMHMCAHHSI HEKOHKPETHHX
JIOPYYEHb, SIKI MICTATh CJIOBA: «IPUCKOPUTH», «IOJIMIIUTHY», «AKTUBI3YBaTH,
«3BEPHYTH yBary» TOIIO.

88. SIkmo Haka3oM BIAMIHSAETHCS TMOMEPEIHIN PO3MOPSAUMN TOKYMEHT, Y
pO3MOPSAIYIA YAaCTUHI 3a3HAYAETHCS MYHKT, SKUM TOBUHEH TOYMHATHUCS 31 CJIB:
«Bu3HaTH TakuMm, 1110 BTPaTUB YHHHICTD, ...».

3MiHH, 1O BHOCATHCS N0 Hakazy, OGOPMIISIOTHCS OKPEMHUM HAKa30M, SKUAN
MOBMHEH MaTH Takuil 3aroyioBok: «[Ipo BHecCeHHs 3MiH J0 Hakasy...» 31 3a3HAYEHHSIM
JaTH, HOMEpA, HA3BU BHUIY PO3MOPSAUOTO JOKYMEHTA, IO SKOTO BHOCSTBHCS 3MIHHU.
Posnopsigua yacTuHa HaKa3y MOYMHAETHCS 3 TAKOTO MyHKTY:

«1. BHecTu 3MiHU 10 HAKa3y».

Jami oxpeMuMH MIAMYHKTaMd (OPMYIIOIOTHCA 3MIHK JO PO3MOPSIUOrO
JTOKYMEHTA, HalIPUKJIAI;

«1) yHKT 2 BUKJIACTH B TaK1d peIaKIlii: ...»;

«2) MyHKT 3 BUKJIIOYUTHY;

«3) ab3a1l 1pyTruil NyHKTY 4 IOMOBHUTH CJIIOBAMH...».

K10 3MIHU 10 PO3MOPSATIOTO JOKYMEHTAa OPOPMIISIOTHCS HA OKPEMOMY apKylili
(apkymax), B MepIIoMy IMyHKTI PO3MOPSTIO YACTUHU HAKa3y 3a3HAYAEThHCS:

«1) BHecTu 3MiHU 10 ... (JIOAIOTHCS)».

89. OcranHI TyHKT PO3MOPSATYOi YACTUHU Yy pasi MoTpeOu MOXKEe MICTUTH
pIIIIEHHS TIPO TOKJIAJICHHS Ha CTPYKTYPHHUU MIAPO3ALT a00 mOCcagoBy 0co0y DyHKIIiH 3
KOHTPOJTIO 32 BUKOHAHHSIM HaKasy.

90. Mo nakasiB He MOXe BKIOYaTucs MyHKT «Haka3 moBecTu 10 Bigoma...».
VYcraHoBH, 1X CTPYKTYpPHI MiAPO3JUIH, MOCaA0BI (CIIy)KO0B1) 0COOM, A0 BIOMa SIKUX
JIOBOJIUTHCS HaKa3, 3a3HAYAIOTHCS y MOKAKYUKY (CIHMCKY) PO3CWIKH, SKUW yKiaaad



rOTy€ pa3oM 3 MPOEKTOM PO3MOPAIYOro JTOKYMEHTa 1 mepenae A0 BIIAULY KaJapiB Ta
JIUJIOBOJICTBA TICIIA MiAMMCAHHS TAKOTO JOKYMEHTA.

91. Haka3u 3 kaJpoBUX MHUTaHb (0COOOBOTO CKJIaay) OhOPMIISIOTHCS Y BUTIISAIL
IHAUMBIAyalbHUX. B 1HAMBIIyalbHUX HaKa3axX MICTUTbCS 1HGOpMAIlS PO OJHOTO
npaliBHUKA (CIBpOOITHUKA).

92. 3micT 1HIMBIAYyalbHOTO HaKa3dy 3 KaJpOBHUX MUTaHb (0COOOBOTO CKJamy)
CTHCIIO BHUKJIQJA€ThCS y 3arojioBKy, SIKMUA TMOYMHAETHCS 3 NpuiiMeHHuka «[Ipo» i
CKJIQIa€ThCS 32 JOMOMOIOI0  BiJJIIECTIBHOTO  IMEHHHKA, Hampukmana:  «lIpo
IIpU3HAYEHHS...», «lIpo NMpUUHATTA...». Y 3BEIEHMX HaKa3ax MOKE 3aCTOCOBYBATHCH
y3arajJpHEHUN 3aroyioBok, Hampukian: «[Ipo kaaposi murtanHs», «[Ipo ocoboBuit
CKJIa1».

93. V¥V TekcTi HakaziB 3 KaIpOBUX MHUTaHb (0COOOBOTO CKiIamy), SIK MPaBHUIIO,
KOHCTaTyl04ya 4acTHHA HE 3a3HAYa€ThCs, KPIM BHUIIAJIKIB MPU3HAYCHHS HA mocaay ado
3BUIBHEHHS 3 TOCAJM KEPIBHUX MPAIIBHUKIB OPraHOM BHILOTO PiBHS ab0 3a 1HIIOIO
mpolenypor. Y TakoMy pasi B KOHCTaTyHOYid YacTHMHI HABOAMUTHCS IMOCHJIAHHS Ha
BIIMOBITHUN MPABOBHI aKT OpraHy BHUIIOIO PiBHS Yy TaKidl MOCIIJIOBHOCTI: BUJ aKTa,
Woro aBTOp, AaTa, HOMEp, IOBHE HAMEHYBaHHS.

94. Po3mnopsiiua 4acTUHA HaKa3y MOYMHAETHCS, SIK MPABUIIO, 3 Ji€ciioBa y dhopmi
1H(]I1HITUBY: «IPUUHSITHY, «[TPUSHAUYUTU» «IEPEBECTH», «3BIJIbHUTU»,
«BIIPAIUTN», «<HAIATHW», «OI"'OJIOCUTH» Tomo.

Jlami 3a3HavyarOThCAd BEJIMKMMHU JIITEpAaMU TMPI3BUIIE MpPALIBHUKA, HAa SKOrO
MOIIMPIOETHCS Jis HAaKa3y, 1 MaJlMMU — 1M s, IO OaThKOBI IPALlIBHUKA Ta TEKCT HAKA3y.
VY 3BegeHMX Haka3zax (pO3MOPSDKEHHSX) TMpi3BUIIA OCi0 y Mekax IyHKTIB
PO3MIIIYIOTECSA 3a andaBiToOM.

95. V nHaka3i nmpo npu3HadeHHs a00 3BITLHEHHS MpalliBHUKA 3a3HAYA€THCS TTOBHA
nata (4ucio, Micslb, pik) (paKTUYHOTrO BUXOAY MpaliBHUKA Ha poOOTYy (IpUMNHHEHHS
TPYIOBUX BIJIHOCHH), PO3MIpPH HOT0 MOCAJ0BOTO OKJIAMy BIAMOBIIHO IO IITAaTHOTO
PO3MHKCY, HaJ0AaBOK Ta JIOILIAT.

96. V 3BenmeHrX HaKazax 3 KaApOBUX MUTaHb (0COOOBOTO CKIIAY) 10 PO3MOPSAUOT
YaCTMHU BKIIIOYAETHCS 1HGOpMAIlis, IO PO3MINIYEThCS Y Takiil IOCIHIIOBHOCTI:
NPUIHATTS Ha poOoTy (CiyxO0y), mepeBelieHHs, 3BUIbHEHHS. [Ipu 11boMy 10 OJHOTO
3BEJICHOT0 HaKa3dy HE MOXKE BKJIIOYATHCS 1H(pOpMAIlis, sKa 3T1IHO 13 3aKOHOJAABCTBOM
Mae€ pi3Hi CTPOKHU 30epiraHHs.

97. V K0>)XHOMY IMyHKT1 HaKa3y 3 KaJpOBUX MUTaHb 3a3HAYAETHCS MiICTaBa 1010
oro BuIaHHS (3asBa TpalliBHUKA, KOHTPAKT, JIOMOBIJHA 3alucKa, pPIIIEHHS
aTecTalliitHOT KOMICIii TOIIIO).

98. I1ix yac o3HalOMJIEHHS 3 HAKa30M BKa3aHUMHU Y HbOMY O0COOaMHU Ha MEPIIOMY
NPUMIPHUKY HakKazy 4Yd Ha CIEUIalbHOMY OJIaHKy NPOCTaBIAIOThCSA IX MIAMUCH 13
3a3HauEHHSIM JaTH O3HAWMOMJICHHS.

99. CninbHHI HaKa3 yCTaHOB OJHOTO PiBHS OGOPMIIIETHCS HA YACTUX apKyIIax
narnepy dopmary A4 (210 x 297 mm). [epxauuii ['epd Ykpainu min gac opopmiaeHHsS
TaKMX Haka3iB HE BIATBOPIOEThCS. HaliMeHyBaHHSI yCTaHOB PO3MIIIYIOTHCS Ha OJHOMY
piBHI, a Ha3Ba BUY JOKYMEHTa — IocepeauHi. JlaTa cnijibHOTO Haka3y MOBUHHA OyTH
€IMHOIO, BIJIMOBIIATH ATl OCTAHHBOTO MIMUCY, a PEECTPALINHUI 1HACKC JOKYMEHTa —
CKJIAIaTUCS 3 PEECTPALIMHUX 1HCKCIB, K1 MPOCTABISAIOTHCS Yepe3 MPaBOOIUHY MOXUITY
PUCKY B TIOCIIJIOBHOCTI TMIAMUCAaHHSA HakKa3y KepiBHMKaMu ycTaHoOB. Posmopsaua
yacTiHa mounHaeTbest 31 cioBa «HAKA3YEMOpy. Ilianucu KepiBHUKIB YCTaHOB



PO3TAIIOBYIOThCS HW)KYE TEKCTY Ha OJHOMY piBHI CKpIIUIIOIOTECS TepOOBUMU
neyaTKaMH IIUX YCTaHOB.

KinpKicTh NPUMIPHHKIB CIUIBHUX HaKa3iB IMOBHMHHA BIJAMOBIJATH KUIBKOCTI
YCTaHOB, IO 1X BHJIAIOTh.

100. Haka3u HyMepyIOThCs y TIOPSJIKY 1X BUJAHHS Y MEKax KaJICHJIapHOTO POKY;
HaKa3u 3 OCHOBHOI JIISUTBHOCTI, aJIMIHICTPaTHBHO-TOCIIOIAPCHKHX MMUTaHb Ta 3 KaAPOBUX
UTaHb (0COOOBOTO CKJIaAy) MAlOTh OKPEMY TMOPSIKOBY HyMEpAIIifo.

IIporoxkonu

101. V mnpotokonax ikcyeTbest iH(OpMaliss Mpo XiA BEACHHS 3aci/iaHb,
NPUMHATTA B YCTaHOBax pIlIEHb KOMICISIMHU, JOPaAuYMMU OpraHamMu, 300paMu TOIIO.
[IpoTokon ckmagaeTbcs Ha MiJACTaBl 3amlKCiB, 3pOOJICHHUX O€3MOCepeHbO TiJ dYac
3acilaHb, MOJAHUX TEKCTIB Ta T€3 JOMOBLAECH 1 BUCTYIIB, JOBIIOK, MPOEKTIB PIIEHb
TOIILIO.

102. IIpoTtokonu MOXYTh CKJIagaTHUCS B TMOBHIA abo crucmid ¢opmi. Y
MIPOTOKOJaX, CKIAJCHUX y CTUCIINA (hopmi, (PIKCYIOThCS JUIIE NMPUNUHATI PIIICHHS, a HE
X171 OOTOBOpPEHHS TUTaHHSI.

103. IIpotokon odopmisieTbecsl Ha YUCTOMY apkyii nanepy ¢opmary A4 (210 x
297 mimimMeTpiB).

104. JlaToro MPOTOKOIY € JaTa MPOBEACHHS 3acigaHHs. SIKIO 3acifaHHs TPUBAJIO
KUJIbKa JHIB, TO YEPE3 TUPE 3a3HAYAIOTHCS MMEPUINI 1 OCTaHHIN I€Hb 3aC1TaHHS.

105. Homep (iHIaEKC) MPOTOKOJY MOBHWHEH BIANOBIAATH TMOPSIKOBOMY HOMEPY
3aciganHsa. Hymeparliis mpoTOKOJIIB BEIEThCS B MEKaxX KaJEHIAApPHOTO POKY OKPEMO 3a
KOKHOIO TPYIIOI0 MPOTOKOJIB 3aCiIaHHs BIAMOBITHOTO KOJETiaJbHOTO OpraHy: BYEHOI
paau, TEXHIYHUX, HAYKOBUX, €KCIEPTHUX KOMICIHA, paj Towo. Y PEKBIZUTI «Micle
3aC1IaHH 3a3HAYAETHCS HA3Ba HACEJIEHOTO MTyHKTY, B IKOMY B1AOYOCS 3aciaHHs.

106. 3arosoBoK 10 TEKCTYy MPOTOKOJY IOBHHEH BigoOpa)kaTH BHJ 3acCiJTaHHS
(mapana, 300pu, KOoHGEpeHIliss TOIO) abo KOJETianbHOI MISIILHOCTI (KOMICis, pana,
BUEHA pajia, podoya rpyrma ToIo) 1 BKIOYATH HA3BY BUIY TOKYMEHTA.

107. TekcT MPOTOKOJY CKJIAIA€THCA 31 BCTYIHOI Ta OCHOBHOI YaCTHH.

108. V BcrynHIM 4acTHMHI MPOTOKOJY 3a3HAYAIOTHCA TMPI3BUINA Ta 1HIIHAIH
(1HiI1a7T IMEH1) TOJIOBU a00 TOJOBYIOUOT0, CEKpETaps, 3alpOIICHUX, a TAKOXK MPUCYTHIX
oci0.

VY cnucKy NpUCYTHIX 3a3HAYAIOTHCS B al(aBiTHOMY MOPSIAKY CIIOYATKY MPi3BUILA
Ta 1HILIAJIM MPUCYTHIX MOCTIHHUX YJIEHIB KOJIET1aJIbHOTO Oprany 0e3 3a3HayeHHs 1ocall,
MOTIM — 3aMpoIIeHHX OCI0 13 3a3HAYEHHSM Moca] Ta y pas3l moTpeOu HallMeHyBaHb
YCTaHOB. SIKIIO KUIBKICTh MPHUCYTHIX NepeBullye 15 oci0, 3a3HavaeTbes iX 3arajibHa
KUTBKICTh 3 MOCUJIAHHSM Ha CIIUCOK, 1110 JOJIA€ThCS 10 MPOTOKOITY.

BerynmHa uacTMHa BKIIIOYAE TOPSAOK JGHHUH — TMEpENiK pPO3TISIHYTHX Ha
3acilaHH] MUTaHb, 110 PO3MIIIEH] Y TOPSAIKY 1X 3HaUYHIOCTI 13 3a3HAYEHHSM JI0TIOBIJa4a
3 KoxHOro nuTaHHs. [lopsiiok JeHHUI JaeThCs HAPUKIHI BCTYITHOI YaCTHUHH.

CrnoBa «Ilopsimok neHHUI» JPYKYIOTBCS BIJ MEXI JIBOTO MOJs, MICIAS HUX
CTaBUTbCS JBOKpamka. KoxHe mNHTaHHS HyMepyeTbes apabchbkumu IudpamMu 1
ApyKyeTbesa 3 ab3amy. DopMyBaHHA MUTaHb y MOPSJIKY JACHHOMY IOYMHAETHCS 3
npuiiMenHuka «IIpo» / «1{omo».



109. OcHoBHa YacTHHA TMPOTOKOIY CKJIAIA€ThCs 3 PO3JUIIB, SKI IOBHUHHI
BIJIMOBIAATH MMyHKTaM MOPSIKY JH€HHOTO. Po3aiin HymMepyroThesl apaOChKuUMU 1 pamMu
1 OyIyIOThCS 32 TAKOIO CXEMOIO:

CIIYXAJIN - BUCTVYIINJIN - BUPIILINIIN (YXBAJIWJIN,
I[TOCTAHOBUJIN).

3a3HaueHi CI0Ba APYKYIOThCS BEIMKUMHU JIiTepaMu 0e3 BIJCTYITy BiJl MEXI1 JIIBOTO
noutst. [Tics ¢i1iB CcTaBUTHCS TBOKpAIIKA.

110. IMicns cmoBa «CJIIYXAJIM» 3a3HavyaeTbcs TEKCT BHCTYIy OCHOBHOTO
nomosinada. [Ipi3Bumie Ta inimiamm (iHiIiad iIMEeHi) KO)KHOTO J0TOBia4a APYKYIOTHCS 3
HOBOTO psiika. TeKCT BUCTYITY BUKJIAIAE€THCS Y TPETIN 0CO01 OTHUHH.

Texctn ab0 Te3W JOMOBIAI Ta BUCTYMIB, OPOPMIIEHI SIK OKpEMI1 JOKYMEHTH, IO
TEKCTY MPOTOKOJIy He BKJIouUaroThes. [licnms BiomMocTed MmMpo JOMOBijada CTaBUTHCS
TUpE 1 3a3HavaeTbes: « TeKCT TOMoBiAl (BUCTYITY) TOAAETHCS 10 TIPOTOKOITYY.

111. ITicns cnoBa «BUCTYIINIIN» ikcyroTbest BUCTYNH TUX OCIO, SIKI B3SJIU
y4acTb B 0OTOBOpPEHHI J0MOBI1. BucTynu ohopMisitoTbes y MPOTOKOJI 13 3a3HAYCHHIM
1ocaji, Mpi3BUII Ta 1HIIANIB (1HIIiady 1MEH1) MPOMOBIIB Yy Ha3UBHOMY BIJIMIHKY, a
TaKoXX 3 BHUKIAJICHHSIM 3MICTy IMTAaHHS Ta BIANOBIAEH Ha HBOTO. 3MICT BHUCTYIIIB
BUKJIA/IA€THCA B1I TPETHOI OCOOU OJHUHMU.

112. Tlicna cnoBa «BUPIINIIN» («YXBAJIMJIN», «IIOCTAHOBWJIN»)
(QIKCyeTbCd TPUUHATE pIMIEHHS 3 OOrOBOPIOBAHOTO IHTAHHS MOPSAKY JEHHOIO.
PimienHst moBuHHE OyTH KOHKPETHUM 1 BKJIFOYATH CKJIAJIOBI, IO BIJMOBIIAIOTh HA TaKl
MUTaHHA: KOMY, 1110 3pOOUTH 1 B SIKUH CTPOK.

PimieHHs, Mo MICTATh KiJbKa MUTaHb, MOIUISIOTh HA MYHKTH 1 MIAMYHKTH, SIKI
HYMEPYIOTbCs apaOcbkuMu 1 pamu. [[IATyHKTH HyMepyIOThCS HIUPPAMU 3 TYKKOIO.

113. V pasi konu Ha 3acijaHHI TPUHAMAETHCS PIIICHHS PO 3aTBEP/KCHHS
JIOKyMEHTa, SIKHA OOTOBOPIOBABCS HA 3aCiliaHHi, 1€ JOKYMEHT JIOJA€THhCS 10
MIPOTOKOJIY 1 B HhOMY POOMTHCS MOCUIIAHHS Ha HOMED 1 ATy MPOTOKOJTY. 3a HAsIBHOCTI
IHIITMX JTOKYMEHTIB, 1110 PO3IJISIATUCS HA 3acijaHHl Ta (akT OOrOBOpPEHHS SAKUX OYJI0
3aIKCOBAHO y TEKCTI MPOTOKOJy, BOHM HYMEPYIOThCS apaOChKUMU IudpamMu
(momatok 1, nonarok 2). YV BIANOBIIHUX IMYHKTaX MPOTOKOJY POOUTHCS MOCHIIAHHS Ha
Il TOJATKH.

PexBizut «BiaMiTka Mpo HAsIBHICTH JOJATKIB» HAIPUKIHII TEKCTY MPOTOKOJIY HE
3a3HaYa€THCS.

114. TIpoTOKON MIAMUCYETHCA TOJIOBYIOUMM Ha 3acCiiaHHI KOJIET1aJbHOTO OpraHy
Ta CEKpeTapeM.

115. [esaxi TpOTOKOJAM 3acigaHb (TEXHIYHUX KOMITETIB, METOJIUYHUX,
EKCIIEPTHUX, HAYKOBUX pajl 1 KOMICIM TOIIO) MiJJISATal0Th 3aTBEP/KCHHIO. Y TaKOMy
pa3i MPOTOKOJ TOBUHEH MaTH TPU( 3aTBEPIIKESHHS.

116. Komii mpoToKomiB a00 BUTATH 3 HUX 3aCBIAUYIOTHCSA BIIIIJIOM KajpiB Ta
JIJIOBOJICTBA 1 HAACWIAOTHCS ¥ pa3i MOTPeOU 3aiHTEPECOBAHUM YCTaHOBAM, IMOCAOBUM
ocobam, npamiBHuKaM. CIIMCOK PO3CHIIKH CKJIAJIa€ 1 TMMUCY€E CeKpeTap.

Cay:xx00Bi JuCcTH
117. Cnyx00BlI JHCTH CKJIAJAlOThCS 3 METO OOMIHY 1HGOpMAIIEID MiX
yCTaHOBaMH SIK:



BIJINOBIJII MPO BUKOHAHHS 3aB/laHb, BU3HAYEHUX B aKTaxX OpPraHiB Jep>KaBHOI
BJIa/IM, TOPYYECHHSIX BUILIHUX MOCAI0OBUX 0OC10;

BIJINOBIJIl HAa 3allUTH, 3BEPHEHHS, a TAKOXX KOPECIOHJCHIIII0 BHILECTOSIIUX
OpraHiB,

BIJIMOBI/Il HA BUKOHAHHS JIOPYYEHb YCTAHOB BUIIIOTO PIBHS;

BIJIMOBI/Il HA 3alIUTH 1HIIUX YCTAHOB,;

BIJIMTOBI/Il HA 3BEPHECHHSI TPOMA/ISH;

BIJIMTOBI/II HA 3aIMUTH HA 1H(POPMAIIIFO;

1HIIIaTUBHI JINCTH,

CYTIPOBITHI JTUCTH.

118. Cayx060Buii TUCT 0GOPMIIAETECS Ha CIEHMIATbHOMY JJIS JIUCTIB OJaHKY
dopmary A4 (210 x 297 MM) B OTHOMY €K3eMIUTSIpi. SIKIIO TEKCT JIMCTAa HE TIEPEBUIILYE
CEMH PsIJIKiB, BUKOPHUCTOBYIOTh O1aHK popmary AS (210 x 148 mm).

119. JIuct Mae Taki PEKBI3WTH: JAaTa, PEECTpAIlIMHUMA 1HIEKC, MOCHIAHHS Ha
peecTpaliiHuil 1HJEKC 1 JaTy JOKYMEHTa, Ha SIKUM Ja€ThCsA BIATOBiAb, ajapecar,
3aroJIoBOK JI0 TEKCTY, TEKCT, BIAMITKA MpO HAABHICTh J0AaTKIB (y pasi moTpedwu),
ITIJIMTKAC, BIAMITKA ITPO BUKOHABIIA.

JlaToro nucTa € mara MOro MiANMKMCAHHS, SKa TMOBHHHA 30iraTucs 13 AaTolo
peecTpailii BUXiIHOT KOPECTIOHICHIIIT Y BIJUILI1 KaapiB Ta ILIOBOJICTBA.

Jluct, opopminenunit Ha Onanky dopmary A4 (210 x 297 mM), MOBUHEH MaTu
KOPOTKHUH 3MICT, 200 3aroJ0BOK JI0 TEKCTY, 110 BIANOBIAAE HA MUTAHHS «IIPO LI0?».

120. OCHOBHHM pEKBI3UTOM CITy’)KOOBOTO JHCTa € TEKCT, IO, SK IPaBHIIO,
CKJIQJAEThCS 3 JIBOX YaCTHH. Y NEpIIid YaCTUHI 3a3HAYAETHCSA MPUYMHA, MiACTaBa abo
OOTpYHTYBaHHSI ITiITOTOBKH JIUCTA YA HABOISITHCS IMOCUJIAHHS HA JOKYMEHTH, 10 OYJIH
MiJCTABOIO JUIA MOTo CKIajeHHs. [[pyra yacTWHa BKJIIOYAE BHCHOBKH, IPOTO3MIII,
MPOXaHHS, PIIIEHHS TOIIO, K1 PO3MIIIYIOThCS 3 ab3alty.

121. SIx mpaBMIIO, y JTUCTI OPYIIYETHCS OJTHE MMUTAHHS.

TekcT nucTa BUKIAAAE€THCS BiJl TIEPIIOi 0COOM MHOKMHU 3 BUKOPUCTAHHSAM CIIIB:
«IPOCHUMO TIOBIJIOMHTH...» «PO3’SICHIOEMO, II10...» ab0 BiJ TPETHOI OCOOM OJHUHU —
«IHCTUTYT 1H(POPMYE...», «BIIIII BBAXKAE 3a JOIIJILHEY.

Skmo gucT ckimajeHo Ha OJIaHKy MOCaaoBOi OCOOHM, TEKCT BUKIQIAETHCS Bij
MEepIIOi 0COOU OJTHUHU — «IIPOIILY...», KIPOMOHYIO...».

Cnyx00Bl JIMCTU MIANHUCYIOTHCS BIAMOBIIHO 10 NYHKTY S1 miei IHCcTpykiii.
I'epOoBOIO MEYaTKOIO 3aCBIAUYIOTHCS JTUIIIE TAPAHTIINHI JTUCTH.

122. Cnyx00BMI JIUCT Bi3y€ MpaliBHUK, KU CTBOPUB JOKYMEHT, KEPIBHUK
CTPYKTYPHOTO TMIAPO3AUIy B SKOMY WOro CTBOPEHO, BHUKOHaBLI (BIAMOBIAHO 10
PE30I0111i), KEPIBHUKU 3a1HTEPECOBAHUX CTPYKTYPHUX MiIPO3ALTIB [HCTUTYTY, a TAKOX
3aCTYMMHUKH JUPEKTOpA BIAMOBIIHO A0 (PYHKIIOHAIBHUX OOOB’SI3KIB (SIKIIO JIMCT
MOBUHECH ITiITUCYBATH JUPEKTOP).



JloKkyMeHTH 10 3aCiIaHb KOJIeriaJIbHUX JIOPATYUX OPraHiB
(BueHa paga, MeTOAUYHA KOMICIf)

123. IliarotoBka Ta oOQOpPMIIEHHS JOKYMEHTIB [0 3acilaHb KOJETialbHUX
JOpauuX OpraHiB MPOBOJSTHCA 3 METOI 3IMCHEHHS MOBHOBAXEHB, Mepe0aueHUux
MTOJIOXKEHHSIMU TIPO 111 KOJIeTialbH1 OpTraHH.

124. 3acimaHHs KoJIeT1aJIbHUX JOpaJudX OpraHiB MPOBOASATHCS BIAMOBIIHO J10
3aTBEP/DKEHUX IIAHIB X poOOTH Ta y pasi moTpebu. Y miaHi poOOTH KOJIETialbHOTO
J0paJuoro OpraHy 3a3Ha4yaroThCS MUTAHHS, 10 MOBUHHI PO3TIISAIATUCS, 1aTa PO3TIISLY,
npi3BuIie, iHimiany (iHIiaa iMeHi) IomoBigadya Ta HAWMEHYBaHHS CTPYKTYPHOTO
MiIPO3AUTY amapaTy KOJETiaIbHOTO JOPaadoro OpraHy, SKHWA TOTYE€ NTOKYMEHTH JJis
PO3TISAY TUTaHHS KOJIET1albHUM OPTaHOM, CTPOK MOJAaHHS JOKYMEHTIB.

[Ipoektr mmaHy poOOTH KOJIETIAIBHOTO JOPagdyoro OpraHy CKIAJaeThCs
CEKpeTapeM IbOro opraHy a0o I1HIIOK MOCaT0BOI0 0CO00I0, siKa BIAMOBIIHO O CBOIX
MOBHOBAKEHb 3a0e3leuye oOpraHizalilo poOOTH LBOIO OpraHy 3 YypaxyBaHHSAM
MIPOTIO3UIII CTPYKTYPHHUX T1PO3ALTIB.

KepiBHUKM CTPYKTYpHUX MIAPO3AUIIB [HCTUTYTy 3aBUYacHO TMOMAIOTh IS
BKJItOUeHHs 10 [lnaHy poOoTH KOJeriaJbHOro J0paadoro opraHy IMepelik MUTaHb, SKi
BOHHU BBXKAIOTh 32 HEOOXIJHE PO3MISIHYTH Ha ¥oro 3aciganHi. [{o meperiky noaaeTbes
JIOBIZIKa 3 OOIPYHTYBaHHSM MIiJICTaB BHECEHHS IMHUTAHHS Ha PO3TJISi KOJIET1aJbHOTO
Oprasy.

[Iman poOOTH KOJNETiaTbHOTO MOPaAuoTro OpraHy 3aTBEp/UKYETHCS HaKa3oM
[HCTHTYTY Ta JOBOAMTBCS 1O BIAOMAa HOTrO WIEHIB 1 KEPIBHUKIB CTPYKTYPHHUX
nigpo3aunB IHcturyty. JlomatkoBi mnuTaHHSA OO0 3aTBepakeHoro Ilmany pobGortu
KOJIET1aJIBHOTO OpPraHy MOXKyTh OyTH BKJIIOUEHI 3a pileHHsIM Horo ['omoBu. Cekperap
KOJIET1aJIBHOTO OpraHy 3abe3rneuye opratizauio poOOTH TaKOro oprasy, iIHpopMmye BCIxX
YJICHIB KOJIET1aJIbHOTO OpraHy Ta BIANOBIIAJbHUX BUKOHABLIB MPO BHECEHI /10 IUIAHY
3MIHHU.

125. JlIokyMEeHTH 3 MUTaHb, 110 BHOCITHCS HA PO3TIISA] KOJETialbHOTO OpraHy,
MOBUHHI TOJABaTUCS HE TI3HIIIE HDK 3a S JTHIB 10 3acCiaHHs, a y pa3i MPOBEIACHHS
1103a4eproBOTO 3aciJaHHd — HE IMM3HIIIe HDK 3a OJWH JIeHb. 3a3HadyeHl JOKYMCHTH
MICTSTD:

JIOTIOBI/IHY 3aMKCKY, aIpECOBaHy KOJIET1aJbHOMY Oprany (y pasi motpebu), B sKii
I'PYHTOBHO BUKJIaJI€H! TUTAHHS 3 BUCHOBKAMU 1 TPOTIO3HIIISIMHU;

OPOEKT pilmeHHs (PO3MOPSAKEHHS, IOCTAaHOBM) KOJIETIaJIbHOIO  Oprasy,
3aBI30BAHMM KEPIBHUKAMHU 3alHTEPECOBAHMX CTPYKTYPHUX MIApo3AUIB [HCTUTYTY, Ta
JOKYMEHTH J0 HhOTO (aQHaJITU4HI JOBIAKU, TAOJWIIl, JlarpaMH TOIIO), 3aBI30BaH1 iX
KEepIBHUKaMH, a y pa3i MoTpeOu — MpOEeKT HaKa3y;

JOBIJKY MPO TMOTOJKEHHS MPOEKTY pIMIeHHS (PO3MOPSAKEHHS, MOCTaHOBHU) 13
3a1HTEPECOBAHUMHU CTPYKTYPHHUMH MiIPO3/11aMU YCTAHOBU Ta IHIIMMHU YCTAHOBAMM;

CIHCOK 0C10, 5IK1 3alpOIIYIOTHCS Ha 3aC1AaHHS KOJIET1aJbHOTO OpraHy;

1HIT JOKYMEHTH, HEOOX1TH1 JJIs PO3TIISAlY TUTAHb.

126. JloxymeHTH, TIATOTOBICHI JUIsl PO3TIISAY KOJETialbHUM OPTaHOM, a TaKOX
OJIMH TPHUMIPHHUK X KOMIN 30epiraroThCsi y CEKpeTaps KOJETiaJIbHOTO OpraHy, SKU
3a0e3neyye oOpraHizaililo poOOTH TaKoro opraHy, abo B TPOTOKOJBHIN dYacTHHI
KOJIET1aJIbHOTO OpTaHy OKPEMO 3 KO>KHOTO 3aCiJaHHS.



127. Y pa3i mpoBeAeHHS 3aKpPUTOTO 3acijaHHs KOJET1albHOTO OpTraHy (3aKpUTOTrO
00rOBOpPEHHS OKPEMHUX MHUTaHB) MATOTOBKA JOKYMEHTIB 31HCHIOETHCA 3 JOTPUMAHHAIM
HOPSIAKY pOOOTH 3 TOKYMEHTaMHU, 110 MICTATh 1H(GOPMAIlIIO 3 00MEKEHUM JIOCTYIIOM.

128. 3a cBoeuyacHy Ta HaJleHY MIATOTOBKY JIOKYMEHTIB [IJIi TIPOBEIICHHS
3acilaHb  KOJICT1aJIbHOTO  OpraHy BIJMOBIAAIOTh  KEPIBHUKH  3alHTEPECOBAHMX
CTPYKTYPHHX MAPO3UIIB [HCTUTYTY.

129. Cexperap KOJIETIaJbHOTO OpraHy BIAMOBIAHO 10 CBOIX TOBHOBA)XCHD
3a0e3mnedye oprafizaiiro poOOTH TaKOro OpraHy, 3[IHCHIOE KOHTPOJIb 32 CBOE€YAaCHUM
MOJIaHHSAM JIOKYMEHTIB Ha PO3IJIS Ta MEpeBips€ X HA HASBHICTH y TOBHOMY 00CsI31 Ta
MPaBHJIbHICTH OQOPMIICHHS.

JIOKyMeHTH, MOAaHi 3 MOPYUICHHSIM YCTaHOBJIEHOTO TMOPSJIKY 1 CTPOKIB, 0
PO3IIIALY HE NPUMMAKOTHCSL.

130. TIIpoTokom KOXXKHOTO 3aciaHHS KOJETIaIbHOTO OpraHy CKJIAJa€eThCs 3
ypaxyBaHHSM BUMOT, 3a3HaueHuX y nmyHkTax 105—120 wuiei [acTpykiii.

131. PimeHHs KOJIETIaNIbHUX JIOpAaIyuX oOpraHiB I[HCTUTYTYy peami3yloThCs
IUISIXOM BHUJIaHHS Haka3iB [HCTUTYTy, SKUMH BOHU BBOJSTHCS B Jit0. Y pasi moTpedu
BUKOHABISIM Ta YCTAaHOBAM MOXYTh HAJICHJIATHCS KOIIii MPOTOKOIIB 200 BUTSTIB 3 HUX.
Butsru 3 mpoTokoiiB oQOpMITIOIOTHCS Ha BIAMOBIIHOMY OJaHKY 1 3aCBIIYYIOTHCS
MeYaTKOI BIIJIUTY KaJIpiB Ta I1JIOBOJICTBA.

JlokyMeHTH 1po ci1y:K00Bi BiApsiIzKeHHS

132. Cnyx00Bi1 BigpsKEHHS MpAIiBHUKIB MepeAdadaroThCsl y IUIaHi poOOTH
[HCTHTYTY.

PimleHHs mnpo BIAPAJKEHHS 3aCTyMHUKIB JUPEKTOpPa, BYEHOrO CeKpeTaps,
KEpIBHUKIB ~ CTPYKTYPHUX MiAPO3AUIIB  IHCTUTYTY mnpuiiMae JOUPEKTOp, sIKe
0(OPMIISIETBCS HAKA30M.

VY pa3i BUHUKHEHHs MOTpeOU y HaIpaBiICHHI MpalliBHUKA y BIAPAIKEHHS, HE
nepeabaveHe MiIaHOM poOOTH [HCTUTYTY, KEpIBHUKOM CTPYKTYPHOTO IMiAPO3ALTY, B
SAKOMY TIPAIIO€ MPAIiBHUK, TOTYETHCS JIOMOBIHA 3aITMCKa Ha 1Ml TUPEKTOpa abo Moro
3aCTYIHUKA, B SIKIM 3a3HAYA€ThCS MPO T€, KyAHW, HA SIKUHA CTPOK, 3 SIKOIO METOI0
BIIPSJIKAETHCS TIPaIliBHUK.

Pimmenns mpo ciry00B1 BIAPAKEHHS 32 KOPJIOH MOCATO0BUX OCi0, KEPIBHUKIB Ta
MpaIiBHUKIB [HCTUTYTy TpUHAMAEThCA B TOPSAAKY, BCTAHOBICHOMY IUPEKTOPOM, Ta
0o(OpMIISIETHCS BIIMOBIIHUM Haka3oM [HCTUTYTY.

JlomoBiHa 3amUCcKa pa3oM 3 MPOSKTOM Hakasy Mpo BiAPSKCHHs, MOJAETHCS Ha
PO3TJIsi, SIK MPABWIIO, HE MI3HIIIE HIXK 32 TPU 0O J0 MOYaTKY BIAPSIKCHHS.

J{nst peecTparlii BiApSKEHb BEAEThCS KypHaT (10JaTOK §).

133. Ilicnsa moBepHEHHS 3 BIAPSKEHHS MPaliBHUK BIAMOBIIHO 10 MOPSJKY,
BU3HAYEHOT'0 AUPEKTOPOM, TOTYE y TPUACHHHUM CTPOK MUCbMOBHUI 3BIT 200 MOB1IOMIISIE
KEPIBHUKOBI CTPYKTYPHOTO MiIPO3ALUTY PO PE3YIbTaTH BUKOHAHHS 3aBJAHHS, a TAKOXK
MO/1a€ 3BIT PO BUKOPUCTAHHS KOIITIB Y CTPOKH, BU3HAYCHI 3aKOHOIABCTBOM.

3BIT MpO BIAPSKCHHsS (BUKOHAHHS 3aBlIaHHS) 3aTBEPIKYETHCS KEPIBHUKOM
CTPYKTYPHOTO MiPO3iTy, 3BIT PO BUKOPUCTAHHS KOIITIB, HAJJAHUX HA BIJIPSIHKCHHS,
BI3y€ThCS  3a3HAYECHUM  KEPIBHUKOM, IICJISI YOrO0 TEPEeNaeTbcs A0  BIIUTY
OyxranrepchbKoro 00Ky Ta (iHaHCOBOTO 3abe3nedeHHs [HCTUTyTY.



II1. Opranizauis 10KyMeHTO000II'y Ta BAKOHAHHS JOKYMEHTIB
Bumoru moao paumionaJizauii 10KyMeHTO00Iry

134. JoxkyMeHTOOOIT IHCTUTYTY — 1€ MPOXOJKEHHS JOKYMEHTIB B IHCTHTYTI 3
MOMEHTY iX CTBOPEHHSI 200 OJIep>KaHHS /10 3aBEpPIICHHSI BUKOHAHHS a00 BIIpaBICHHS.

JIOKyMEeHTH He3aJIe)KHO Bif crocoOy (ikcarii Ta BiATBOpeHHs iHGOpMaIli
IPOXOJATh 1 ONMPalbOBYIOTHCS B IHCTUTYTI Ha €QMHUX OpraHi3allliHUX Ta MPaBOBUX
3acajax oprasizaiii JOKyMEHTOO0O0Iry.

135. EdbexTuBHa opraHizailisi JOKyMEHTOOOITY repeadaJac:

MPOXOKEHHS IOKYMEHTIB B [HCTUTYTI HAWKOPOTITUM TIUISIXOM;

CKOpPOYEHHS KUTHKOCTI 1HCTaHINA, O SKUX TTOBUHHI HAJXOJWTH JTOKYMEHTH
(HampwuKIIaI, T 9ac MOTOKEHHS);

OJTHOPA30BICTH OMepalliil 3 OMpaIfOBaHHS JOKYMEHTIB, YHUKHEHHS TyOIIOBaHHS
111 Yac poOOTH 3 HUMU;

HEHTpaTi3aIliio, 30CEPE/KEHHSI  3/A1MCHEHHS  OJHOTUIIHUX  Omepaiiii 3
JIOKYMEHTaMH B OJJHOMY MICIIi;

palioHaibHE PO3TallyBaHHS B [HCTUTYTI CTPYKTYpPHUX MIIPO3AUIB 1 pOOOUUX
MICIIb.

136. [Topsimok MOKYMEHTOOOIry perjameHTyeTbes Iieto [HeTpykiieto, CtaTyTom
[HCTUTYTY, MONOKEHHSIMU TIPO CTPYKTYPHI MIAPO3/ILITH, TOCATOBUMHU 1HCTPYKITISIMHU.

137. OcobnuBocTi OpraHizaiii eJIeKTPOHHOTO JIOKYMEHTOOOIry BHU3HAYAIOTHCS
1i€r0 [HCTpyKITi€ro 3 ypaxyBaHHIM BUMOT HOPMATUBHO-TIPABOBUX aKTiB y I1iHi cdepi, 1Mo
MalTh BHIY IOPUIUYHY CHIIy, @ TAaKOX XapaKTePUCTUK TEXHIYHHUX 1 TPOTPAMHHUX
3ac00iB, 10 (PYHKIIOHYIOTH B [HCTHTYTI.

VY pa3l BOpoBaJKeHHS B IHCTUTYTI CHCTEMH aBTOMAaTu3allli ALIOBOJACTBa abo
CUCTEMH €JIEKTPOHHOTO JOKYMEHTOOOITY BIIIII KaJpiB Ta JAUIOBOJCTBA pa3oM 13
BIIUVIOM HAYKOBO-TEXHIYHOi iHopMalii po3polisie periiaMeHTd pobotu 3
JIOKyMEHTaMU B €JIEKTPOHHIN GopMi.

138. Opranizartiisi JOKyMEHTOOOIry y pasl 3aCTOCYBaHHs 3acCO0IB aBTOMaTH3aIlil
JIJOBOJICTBA TOBHMHHA 3a0€3MEUUTH CYMICHICTh TPAJMIIIHHOTO Ta aBTOMATH30BAaHOTO
crioco0y oOmpalffoBaHHS JOKYMEHTIB 13 MOXJIMBOCTSMH 3acO0IB  aBTOMAaTH3aIlli
TIIJIOBOJICTBA.

00.1ik 00cATY TOKYMEHTO000iry

139. Obcar mokymeHTO0OIry IHCTUTYTY — 1€ CyMapHa KUIBKICTh OTPHUMAaHHUX
(BX1AHMX) 1 CTBOpEHUX B IHCTUTYTI (BHYTPIIIHIX, BUXIJHUX) JTOKYMEHTIB 3a MEBHUUN
nepiof (KBapral, piK).

140. IligpaxyHOK KUIBKOCTI JOKYMEHTIB 3IIHCHIOETBCS 3a PEECTpaIliiHUMHU
(dbopmamu B MICIISIX IX peECTpallii.

3a oauHULIO O0JiKy OepeTrbcsi JOKYMEHT. PO3MHOXEHI MpUMIPHUKH,
OMpalbOBaHI KAHIIEISPIEIO, MAPAXOBYIOTHCS OKPEMO HAa OCHOBI NPUUHATOL B [HCTUTYTI
CUCTEMH OOJIIKY TOKYMEHTIB.

OOk TOKYMEHTIB 3[IACHIOBATH sIK 3a [HCTUTYTOM B IIIOMY, TaK 1 3a KOXXHUM
CTPYKTYPHUM TMIJIPO3AUIOM, 3a TPYyHor JOKyMeHTIB. OKpeMo MiIpaxOBYIOThCS
3BEpPHEHHS TPOMAJISIH, 3aITUTH Ha 1H(GOpMAIIiTo.

PesynpTat 00Ky JTOKYMEHTIB Y3arajbHIOIOTHCS BIJJIUIOM KaapiB Ta
TJIOBOJCTBA 1 TMOJAIOTHCS IUPEKTOPOBI IS BXKHUTTS 3aXOJIB ISl yIOCKOHAJCHHS
poOOTH 3 JOKYMEHTaMH.



141. TTincymKoBi naHi 00JiKy 0OCSITY JTOKYMEHTOOOITY MOAAIThCS B TaOJIMUYHIN
dhopmi (momatok 9).

IIpuiiMaHHs Ta NepBUHHE ONPANIOBAHHSA JOKYMEHTIB, 110 HAAXOAATH /10
IncTuryry

142. ]JloctaBKka JOKYMEHTIB 110 IHCTUTYTy 3I1ACHIOETBCS, SK TPaBUJIO, 3
BUKOPHCTAHHSM 3aC001B IOIITOBOTO 3B’S3KY 1 €JIEKTPO3B’SI3KY, a TAKOXK Kyp €PCHKOIO
Ta (heb’ ErepchKoI0 CIIyKO0010.

[Tomroro Ta 4epe3 Kyp'€pCcbKy  CIyKOy  JOCTaBISETbCA  MHCHbMOBA
KOPECTIOH/ICHIIIA, MOIITOBI KapTKW, OaHaeposi, ApiOHI MakeTh, a TaKOoX MepioauyHi
JIpYKOBaH1 BUIAHHS.

®enb1’erepChKO0 CITYKO010 TOCTaBISETHCS CIeIiabHa KOPECTIOH ICHITIS.

Kananamu enekTpo3B’si3Ky JOCTaBIAIOTHCS: TelierpaMu  (TeseTailmorpaMm),
dakcorpamu,  TeIePOHOTpPAMH,  €JIEKTPOHHI  JIOKYMEHTH 13  3aCTOCYBAaHHSIM
€JIEKTPOHHOTO MHU(POBOro TMIAMUCY Ta JOKYMEHTH B €JEKTpPOHHIM dopmi 06e3
€JIEKTPOHHOTO IM(ppoBOro miAnucy (y ckaHoBaHii Gopmi).

143. VYci J0OKyMEHTH, MI0 HaaXoAidTh 10 I[HCTUTYTYy, NPUUMAIOTHCS
[EHTPaII30BaHO KAHIEISIPIELO.

PekomennoBana, cremiajibHa Ta KOPECHOHJIEHIlS 3 OrOJOIICHO I[IHHICTIO
MPUIMAETHCS M1 PO3NUCKY B )KypHAJIl, PEECTP1 a00 MOBIIOMJIEHH] PO BPYUYEHHS.

VY pa3i HaAXOMKEHHS KOPECHOHIEHIIIT 3 BIAMITKOIO « TepMiHOBO» (DIKCY€ThCS HE
JIMIIIE 1aTa, a 1 9ac JIOCTAaBKU.

VY pa3i NOMIKOMKEHHS KOHBEpPTa pPOOUTHCS BIJIMOBIJHA BIIMITKA y MOLITOBOMY
peectpi.

JlokymMeHTH, 10 HamiMuumM y HepoOO4YMil Yac, NPUNMAIOTbCd YEpProBUM
MpaIiBHUKOM [HCTHUTYTY.

144. YV xanuenspii po3KpUBaIOTHCS BC1 KOHBEPTH, 32 BUHITKOM THX, 110 MAaOTh
HaIUC «OCOOUCTOY.

145. KonBeptu 30epiratloTbCs 1 JOMAIOTHCS 10 JOKYMEHTIB, a TaKOX aJpecHi
SAPIUKUA PEKOMEHJOBAaHUX KOHBEPTIB 1 MAKETIB.

VY pa3i BUSBJICHHSI BIJICYTHOCTI IOJATKIB, 3a3HAYEHHUX Y JJOKYMEHTI, 800 OKpeMHUX
apKyIliB, a TaKOXX MOMHUJIOK B O(GOPMIIEHHI JOKYMEHTa, 10 YHEMOXIIMBIIOE HOTO
BUKOHAaHHS (BIACYTHICTh MIJANUCY, BIJOUTKY IEYaTKH, rpudy 3aTBEPIKEHHS TOUIO),
JOKYMEHT HE PEECTPYETHCA 1 BIAIMPABHUKOBI HAJICUIIAETHCS MMCbMOBHIA 3aTUT 200 oMY
MOBIIOMJISIETBCS TIPO 11 TesnedoHoM. [Ipu 1boMy Ha JTOKYMEHTI poOUTHCS BIAMOBIIHA
BIIMITKA 13 3a3HAYEHHSM JaTd 3anuTy (po3MOBH TelnedOHOM), MOCAAM Ta MpI3BUIIA
oco0wu, sKii 3po0JIeHO 3amuT, MiANKCY, 1HIMiaMIB (1HIIlaTy IMEHi) Ta Mpi3BHUIIA 0COOH,
10 3a1MCHWIIA 3aIIUT.

Y pa3i BiACyTHOCTI ab0 HEITICHOCTI BKJaJeHb, IOIIKO/KEHHS KOHBEPTA,
yHaKyBaHHs, IO TPHU3BEJIO JO0 HEMOXJIUBOCTI TPOUYUTAHHS TEKCTYy JOKYMEHTA,
CKIIQZIA€EThCS aKT y JBOX TMpuMipHUKax. OAuH TPUMIPHUK aKTa HaJCUIAETHCS
BIJIMPAaBHUKOBI, 1HIIHIA — 30€piraeThCs y BT KaAPiB Ta JIJIOBOJICTBA.

146. Hagicnani He 3a aipecor0 JOKYMEHTH MOBEPTAIOTHCS BIAMPABHUKOBI O€3 iX
PO3TISAY.

147. ®akT 1 para HAAXOKEHHS JOKyMeHTa 10 [HCTUTYTy 00OB’S3KOBO
(hiKCyIOThCS 3a MpaBUIaMu, 3a3Ha4eHUMH B TyHKT1 80 111€1 [HCTpyKIIii.



148. EnextponHi Hocii iHpopmaIllii 000B’I3KOBO MepeaaroThes 10 [HCTUTYTY 13
cymnpoBigauM smctoM. I1ig gyac mpuiiMaHHS TaKUX JOKYMEHTIB ONPaIlbOBYETHCS TITbKU
CYIIPOBITHUM JIHCT.

149. V pa3i HaaXOJKEHHS JOKYMEHTIB, HAJICIAHUX EJICKTPOHHOIO IIOIITOIO,
NepeBIPSEThCS 3arajibHa KUIbKICTh apKYIIIB Ta BIAMOBIAHICTh iX TiM KUIBKOCTI, IIO
3a3HayeHa Ha TEPIIOMY apKyllli, a TaKOXK HaJEeKHA SKICTh APYKY. Y pas3i oJiepKaHHS
(GakCUMIUTFHOTO TOBIJOMJICHHS HE B MOBHOMY o00cCs31 a00 3a HasgBHOCTI TEKCTY
HEHAJIEKHOI SIKOCTI JOKYMEHT HE PEECTPYEThCS 1 MpO L€ OTpuUMyBad OOOB’SI3KOBO
iH(bOpMYyE BiATIPaBHUKA.

Ionepeaniii po3riasa 10KyMeHTIB

150. JlokymeHTH, aJpecoBaHi KepiBHULITBY [HCTHTYTY, a TaKOX Taki, B SKHX HE
3a3HAYEHO KOHKPETHY N0caaoBy o0coOy abo CTPYKTYpHUM MIAPO3AUT SIK ajapecar,
[1UIATal0Th NONEPEAHBOMY PO3IIISAAY KaHLEISAPIELO.

151. OGOB’SI3KOBOMY ~ PO3IJISILY  AUPEKTOPOM  MIUISTAIOTh aKTH  OpraHiB
JepXaBHOI BJIAJAM Ta JIOPYUYECHHS BUIIUX MOCATOBUX OC10, 3aIIUTH, 3BEPHEHHS, a TAaKOX
KOPECTIOHACHIIIS, 1110 HaJXOAUTh BiJ] YCTAHOB BUILOIO PiBHSA, a TAKOXX HalBa)KJIMBILI
JOKYMEHTH, SIKI MICTATh 1H(POpPMAIII0 3 OCHOBHMX IMHUTaHb AISUIBHOCTI [HCTHUTYTY 1
noTpeOyIOTh BUPILIEHHS 0€3110CEPEAHBO JUPEKTOPOM.

152. Tlomepennii po3risin MTOKYMEHTIB TOBHUHEH 3IIHCHIOBATUCH Y JICHb
HAJXO/DKEHHS a00 B MEPIIMM HACTYNHUN pOOOYMid JIeHb y pasi X HAIXOIKEHHS MiCis
3aKIHYEHHSI poOOYOro AHs, y BUXIAHI Ta CBATKOBI HEpoOoul aHI. JlopydeHHs yCTaHOB
BUILIOTO PiBHS, TEJIETpamu, Teae(oHOTpaMu PO3TIISIAI0ThCS HETalHO.

153. Ilix yac monepeaHBOTo PO3TIIAY JOKYMEHTIB BPaXOBYIOTHCSI TOBHOBAYKEHHS
cyO’€KTIB pO3IJISIAYy KOpECIOHAEH i, nependadeHi B [HCTpyKLii Ta y MOJIOKEHHIX MPO
CTPYKTYpPHI TIIPO3ILIH, PO3MOPSAUMX JTOKYMEHTaX MPO PO3MOJAUT OOOB’S3KIB MIX
JUPEKTOPOM Ta KOTO 3aCTyMHUKaMH, OCAJOBUX 1HCTPYKIISIX, @ TAKOK HOMEHKJIaTypax
CIpaB, CXeMax MPOXOIKEHHS JOKYMEHTIB.

154. Ha cranii monepeHbOTO pO3TISAY 3MIMCHIOETHCS B1AOIp JOKYMEHTIB, 110 HE
JJIATal0Th PEECTPAIlii BIIILIOM KaJIpiB Ta AUIOBOACTBA (J1ogaTok 10).

PeecTpanisi 1oKyMeHTIB

155. PeecTpallisi TOKyMEHTIB MOJIATa€e y BEACHHI 3aMUCy OOJIIKOBUX JAHUX IPO
JOKYMEHT 3a BCTAHOBJICHOIO peecTpaliiHo Qopmoro, sKuUM (ikcyeTbest (akT
CTBOpPEHHS, BiANpaBieHHS ab0 OAep)KaHHS MOKyMEHTa IUISIXOM MPOCTaBICHHS Ha
HBbOMY PEECTPAILITHOTO 1HAEKCY 3 MOJAJbIIUM 3allMCOM Y 3a3HadeHux Qopmax
HEOOX1HUX BIJIOMOCTEN MPO JTOKYMEHT. PeecTpallisi JOKyMEHTIB MPOBAIUTHCS 3 METOIO
3a0e3nedeHHs iX 00JIIKy, KOHTPOJIIO 32 BUKOHAHHSM 1 ONEPAaTUBHUM BUKOPHCTAHHSIM
HasIBHO1 B IOKYMEHTax 1HhopMaIrii.

PeecTpyroThCsi TOKYMEHTH HE3QJIEKHO B CHOCOOY iX JOCTaBKH, Mepeaadl 4u
CTBOpEHHSI.

156. PeecTpartiist akTiB OpraHiB JAEp>KaBHOI BJIAJIA, TOPYUYEHb BUIIHMX MMOCATOBUX
oci0, 3amuTIB, 3BEPHEHb, JOKYMEHTIB, 110 HAIIWIUIA HA PO3IJISIA JUPEKTOpa, HOTO
3aCTYMHUKIB, PO3MOPSIYMX JOKYMEHTIB, JHCTIB 3a MIAMHCOM AMPEKTOpa Ta MOro
3aCTYyMHMKIB, TPOTOKOJIB 1 pillIeHb KOJEriaJbHUX OpraHiB  MPOBOAUTHCA
IIEHTPaTI30BaHO BIJIIIIOM KaJpiB Ta J1JIOBOICTBA.



[HI  1OKyMEHTH, 10 CTOCYIOThCA HAmpsIMIB  JISUIBHOCTI  CTPYKTYPHHX
M1PO3/1I1B YCTAHOBU, MOXKYTh PEECTPYBATHUCA B IIUX CTPYKTYPHUX M1IPO3/1IaX.

Micue peecTpallii OKpeMUX TpyIl JOKYMEHTIB (Haka3u 3 KaJpOBUX IHUTaHb
(ocoboBOro CKjIaay), JOTOBOPU, 3BITH, MPEUCKypaHTH TOIO) BU3HAYAETHCSA B INH
[HCTpYyKITIi.

Peectpamii mianaraioTh TaKoX JOKYMEHTH, CTBOpeHI B IHCTHTYTI (HOBIIKH,
JOTIOBITHI 3aITUCKH, 3as5BH TOIIIO).

157. JIOKyMEeHTH peeCTPYIOThCS JIMIIE OJWH Pa3: BXiHI — Yy JACHb HAJXOKCHHS
a00 He MI3HINIE HACTYIHOTO IHS, SKIIO JOKYMEHT HAIIWIIOB y HEpoOOuYWid dac,
CTBOPIOBaHI — y JICHb MiAMHCaHHSI 200 3aTBEPKESHHS.

Y pa3i mepemaui 3apeecTpOBAHOTO JOKYMEHTa 3 OJHOTO CTPYKTYpHOTO
MiAPO3/UTY 10 1HIIOTO HOBHIA peeCcTpalliiiHuii 1HAEKC Ha IOKYMEHT1 He TPOCTaBIISIEThCA.

158. JlokyMeHTH PeeCTpyIOThCS 3a TPyMaMH 3aJI€KHO BiJ Ha3BU BHIY, aBTOpa 1
3MICTY TOKyMEHTIB. Hampukiaza, okpeMo peecTpyroThCs:

aKTU OpraHiB JEpP>KaBHOI BJIAJIM Ta JOPYYEHHS BUIIUX MOCAJOBUX OCIO, 3aMUTH,
3BEPHEHHSI, a TAKOK KOPECIOH ICHIIIsI, 1110 HAAIUILTH 10 [HCTUTYTY;

HaKa3u 3 OCHOBHUX MUTaHb JISTILHOCTI [HCTUTYTY;

HaKa3M 3 aIMIHICTPATUBHO-TOCIIOIAPCHKUX MMUTAHb;

HakKa3W 3 KaJpoOBUX IUTaHb (0COOOBOTO CKJIaay) BIAMOBIIHO 1O iX BHJIB Ta
CTpPOKIB 30€epiraHHs;

pilIEHHS] BYEHOI pajiy;

aKTH peBi3iil (P1IHAHCOBO-TOCIIOAAPCHKOI TISIIBHOCTI;

OyXraaTepchKi IOKYMEHTH;

3asBKM Ha MaTepiaJIbHO-TEXHIYHE MMOCTavYaHHs;

CITY>KOOBI JIUCTH;

3BEPHECHHS TPOMAJISH;

3aMUTH Ha 1HPOPMAILIITO.

159. ®akcorpamu (mamepoBi KOMii JOKYMEHTIB, IMepeJaHl 3 BUKOPHUCTAHHSIM
3ac001B (PAKCUMUITBHOTO 3B’SI3KY) PEECTPYIOTHCS OKPEMO BiJ IHIIIUX JOKYMEHTIB.

160. JlokymeHTH, III0 TIEPEAAIOTHCS EIEKTPOHHOIO TIONITOI0 Yy CKaHOBaHIN (hopmi
0€e3 eJEeKTPOHHOTO IUGPOBOTO MIMUCY, PEECTPYIOTHCS OKPEMO BiJ] IHIIUX JTOKYMEHTIB
13 3a3HaYEHHSIM E€JIEKTPOHHOI aJIpecH BiANpaBHUKA Ta ajpecara.

161. Opwrinan moKyMeHTa, KWW HAQMIMIIOB Bifmpa3y Imicis ¢akcorpamMu ado
CJIEKTPOHHOIO TOIITOI0 B CKAaHOBaHIM (OpMi, pPEECTPYETHCS Yy  BIAMNOBIIHUX
peecTpaniiHux Gopmax BIANOBIAHO A0 NMyHKTY 161 wiei [HCTpyKIii.

162. Ilim wac peecTparii JAOKyMEHTa HAJIAEThCSI YMOBHE TIO3HAYEHHS —
peeCTpaLiiHUM 1HAEKC, SIKU 0(OPMITIOETHCS BIANOBIAHO 0 MyHKTY 34 1i€ei [HCTpyKiii.

163. B IhcTuTyTi MOXKE 3aCTOCOBYBAaTHCS OJIHa 3 TpboxX (opM peecTparlii
JOKYMEHTIB — JKypHajbHa, KapTKOBa Ta aBTOMaTHW3oBaHa (3 BHUKOPHCTAHHIM
CIeHIATPHUX KOMIT IOTEPHHUX IPOTPaM).

164. BukopucTaHHs XypHAJIBbHOI (HOPMHU peecTpallii JOKYMEHTIB JOIMYyCKAE€ThCs
npu 00cs31 JokyMeHToo0iry 10 600 nokymeHTiB Ha pik (mogaTtku 111 12).

165. OCHOBHUM TMPHUHITUIIOM pPEECTpaIlli JOKYMEHTIB 3a KapTKOBOIO (HOPMOIO €
MPUHIIUIT OHOPA30BOCTI, TOOTO KOXKEH JOKYMEHT PEECTPYETHCS B yCTAHOBI JIUILIE OJUH
pas.

166. Ilpu aBTOMaTHM30BaHiil (opMi peecTpallii JOKYMEHTIB (OPMY€EThCS OaHK
PEECTpALIMHUX JTaHUX B €JIEKTPOHHOMY BHUIJISIAL, @ 32 HAsBHOCTI JIOKAJIbHOI MEpexi —



IEHTpaIbHU OaHK pEeeCcTpalliiHUX JJaHWX. 3a JIOTIOMOTOI aBTOMAaTH30BaHUX
peecTpaliiHuX OaHKIB JaHUX MPAIIBHUKK 3a0€3MeuyroThCcsl 1HPOpMaIli€eo Mpo BCi
JOKYMEHTH 1 MicIIe iX po3TalryBaHHS.

Opranizanis nepegayi 10KyMeHTIiB Ta IX BUKOHAHHSA

167. Jns 3a0e3nedyeHHs PUTMIYHOCTI pPOOOTH Ta CBOEYACHOTO BUKOHAHHS
JOKYMEHTIB KaHLEJApis po3pobiisie rpadiku mepeaadi KOpPECIOHACHIII KEepiBHUIITBY
JUPEKTOPOBI 1 CTPYKTYPHUM HIAPO3ILIaM.

168. 3apeecTtpoBaHi JOKYMEHTH TIEPEHAIOThCS HA PO3TISAI KEpPIBHHUIITBA
[HCTUTYTY B IeHB X HaIXOHKEHHS a00 HACTYIMHOTO POOOYOTO THS y pa3i HAIXOMKEHHS
JOKYMEHTIB y Hepoboumii uac. Temerpamu, TenedoHorpaMu Ta iHIII TEPMIHOBI
JNOKYMEHTH NEPENAIOTHCS HETAMHO.

Bigpa3zy micns peectpaiii AUpekTopoBl y Teul 3 Tpudom «HeBimknamHo»
MepPEeIAI0OThCS aKTU OPTaHiB JIEP>KaBHOI BJIAJU Ta JOPYUYEHHS BHUIUX MOCAJOBHUX OCIO,
3aMUTH, 3BEPHEHHS, a TAKOXX KOPECTHOHJEHIIIS M0 HAIXOJIUTh BiJl YCTAaHOB BHILOTO
PI1BHSL.

169. JlokyMeHTH, pO3TISHYTI KEpIBHUITBOM [HCTUTYTy, MOBEpPTAIOTHCS 3
BIIMIOBITHOIO PE3OJIIOIEI0 KaHLEApli, sKa 3I1MCHIOE Iepeaady JIOKYMEHTIB Ha
BUKOHaHHSI.

170. JlokyMeHT, BUKOHABIIMU SIKOTO € KUTbKa CTPYKTYpHUX MiAPO3ALIIB, MOXKE
OyTH mepenaHuii BUKOHABISAM Y MOPSIKY BU3HAYEHHS 1X B pe30JOIlii a00 0JJHOYACHO Y
BUIJISIAI KOMIM 3 TEpelayvero OpUriHady TrOJOBHOMY BHUKOHABIIO, BU3HAYEHOMY B
pesoforii  mepmuM. Y pas3l  BIOPOBAIKEHHS EJIEKTPOHHOTO JIOKYMEHTOOOITYy
CIIBBUKOHABLII OTPUMYIOTh IOKYMEHT B €JIEKTPOHHIN (opMi.

171. ®akr mnepenayi JOKYMEHTIB BHUKOHABLUAM  (IKCYETbCA  LIISXOM
MPOCTABJICHHS BIANOBIAHOI BIAMITKM B peecTpauiiiHid (opMi 13 3a3HAYEHHSIM
iH(pOopMaIIi PO BUKOHABIIIB, IKUM MIEPEIaHO OPUTIHAT JOKYMEHTA Ta MOTO KOITii.

172. Tlepemaua AOKYMEHTa 3 OJHOTO CTPYKTYPHOTO MIAPO3AUTY 10 1HIIOTO B
000B’SI3KOBOMY MOPSJIKY 3A1MCHIOETHCS Yepe3 KaHLETSIPito, B SIKiil OyJI0 3apeecTpOBaHO
JOKYMEHT. JIOKyMEHTH, BUKOHAHHS SIKUX IepeOyBa€ Ha KOHTPOJIl, MEPEAA0ThCs 0
THIIMX CTPYKTYPHUX MIAPO3/IIIB 200 1HIIMM BUKOHABIISM TIJILKH 3 TIOBIIOMIIEHHSIM PO
11 BIJIUTY KaJIpIiB Ta J1JIOBOJICTBA.

173. Tlepemaya MOKyMEHTIB y MeXax CTPYKTYpHOTO MiAPO3ALTY 3MiHCHIOETHCS
yepe3 0co0y, BIAMOBIAAIBHY 3a J1IJIOBOACTBO B CTPYKTYPHOMY ITiAPO3/ILIL.

174. O6ik JOKYMEHTIB, 110 MEPEIAI0THCS 3 OJHOTO CTPYKTYPHOTO MiAPO3ALTY 10
1HIIIOTO, 31MCHIOETHCS IIUISIXOM MPOCTABJICHHS BIAMOBIIHUX BIIMITOK y PEECTpAIliiHUX
dhopmax, sSKi Bejie KaHIIespis.

175. BinnoBianpHICTh 32 BUKOHAHHS JIOKYMEHTa HECYThb OCOOH, 3a3HAauy€Hl y
pO3MOPSATIOMY  JOKYMEHTI, PE30JIIOIii  JAUPEKTOpa, Ta  MpaliBHUKH, SKUM
0e3nmocepeIHbO 10PYUEHO BUKOHAHHS.

CniBBMKOHABII BIJMOBIAAIOTH 3a MiJITOTOBKY HA HAJE)KHOMY PIBHI Ta CBOE€YACHE
MOJAaHHS TOJOBHOMY BHMKOHABIIEBl MPOMO3MINN. Y pa3i HECBOEYACHOTO TMOJaHHS
MIPOTIO3HIIII CIIBBUKOHABISIMU TOJIOBHMI BUKOHABEIh 1HGOPMYyE TMPO 1€ KEpiBHUKA,
SKWM HAJaB TOPYUYECHHS.

176. BukonanHs nokymMeHTa nepeadaydae 30MpaHHs Ta OMPAIIOBAHHA HEOOX1THOT
iH(opMallii, miAroToBKY MPOEKTY BIAMOBIII Ha JOKYMEHT UM HOBOTO JOKYMEHTa, HOro
odopMIICHHS, Y3TOJIPKCHHS, TIOJaHHS ISl TMUCaHHS (3aTBEPIPKEHHSI) TUPEKTOPOBI, a y



NeSIKUX BUMAJKaX — KEPIBHUKOBI CTPYKTYPHOIO MIJIPO3/LITY, a TAKOXK Yy pa3i moTpedu —
HiArOTOBKY AJIs EpECUIaHHs aJipecary.

177. Tlepen moOgaHHSIM TMPOEKTY JOKYMEHTa Ha IMIANUC BIAMOBIIHOMY
KEpIBHUKOBI TIpaIliBHUK, SIKUM MIATOTYBaB JOKYMEHT, 3000B’S3aHHMM TIEPEBIPUTH
NPaBUWIBHICTh HOro CKJIaACHHS Ta O(QOpMIIEHHS, MOCUJIAHHA HAa HOPMAaTHUBHO-TIPABOBI
aKTH, YTOYHUTH IIU(PPOBI TaH1, HASBHICTh HEOOX1HUX BI3 1 IOJATKIB.

JIOKYMEHT TOJIa€ThCsl Ha MIANUC Pa3oM 3 JOKYMEHTaMH, Ha MIJACTaBl SKUX HOTro
OyJ10 CKIJIaJICHO.

178. S0 HOKyMEHT HAJACUIAETHCS O KITbKOX YCTAHOB MICTS MOTO peecTpartii,
BHUKOHABEIb OPTaHi30BY€ BUTOTOBJICHHS HEOOX1HOI KITBKOCTI MPUMIPHHKIB.

179. TlpamiBHuK, BIAMOBIJANbHUNA 32 BUKOHAHHS JOKYMEHTA, y pa3l BIAIMYCTKH,
BIIPS/DKCHHS, 3BUIBHEHHS 3000B’S3aHUAN TEpenaTd I1HIIOMY TMPAIliBHUKOBI 3a
MOTO/DKEHHSIM 31 CBOIM O€3MocepeqHIM KEpIBHUKOM YyCi HEBUKOHAHI JOKYMEHTH Ta
noiH(GOpPMYBaTH KaHIIEJISPIIO MPO Mepenavy JOKYMEHTIB, BUKOHAHHS SKUX Mepel0yBae
Ha KOHTPOJI, IHIIOMY BUKOHABIIEBI.

Opranizanisi KOHTPOJII0 32 BAKOHAHHSAM JI0OKYMEHTIB

180. KoHntposb 3a BHUKOHAHHSIM JOKYMEHTIB 3JIIMCHIOETBCS 3 METOIO
3a0e3MeUYeHHs CBOEYaCHOIO Ta HAJIE)KHOT'O 1X BUKOHAHHS.

181. KoHTpoab 3a1HCHIOETHCS 32 BUKOHAHHIM yCiX 3apeeCTPOBAHUX JTOKYMEHTIB,
y SIKMX BCTAaHOBJICHO 3aBIaHHs, a TaKOXK BUKOHAHHS SIKHX MiJJIsITa€ 000B’SI3KOBOMY
KOHTPOJTIO, 32 MEPETIKOM JOKYMEHTIB, 3aTBEPPKEHUM JHUPEKTOPOM.

OOOB’SI3KOBO  KOHTPOJIFOETHCSI BUKOHAHHS 3aBJaHb, IepeAdaueHux y aKrax
OpraHiB JAEp>KaBHOT BJIaJI Ta TOPYUYEHHSIX BUIIUX MOCAAOBUX OCI0, HaaHHS BiAMOBIICH
HA 3aMuTH, 3BEPHEHHSA, a TAaKOXX KOPECIOHMACHIII0, pO3MOPSAAYl JOKYMEHTH Ta
JOPYYEHHSI KEPIBHULTBA [HCTUTYTY, pillIEHHS KOJIETIi, 3alUTH Ha 1H(QOPMALIO.

Opranizaifito KOHTPOJIIO 32 BUKOHAHHSM 3aBJlaHb, BUBHAUYCHUX y aKTaX OPraHiB
JIEp’)KaBHOI BIIAM Ta JOPYYEHHSX BHUIIMX IOCAZOBUX OCIO 3IIHMCHIOE TMpaIliBHUK
KaHienspii [HcTuTyry.

182. besmnocepenHiii KOHTPOJIb 32 BUKOHAHHSIM JOKYMEHTIB TOKJIAJA€ThCs Ha
KaHIETISPIIO.

VY cTpyKTypHUX Tigpo3ainax [HCTHTYTYy Oe3mocepe/iHii KOHTPOJIb 32 BUKOHAHHSM
JIOKYMEHTIB 3/IIMCHIOE 0c00a, BIMOBIIaJIbHA 32 JA1JIOBOJICTBO.

183. Ctpok BHKOHAHHS JIOKYMEHTa MOKE€ BCTAHOBJIOBATHCS Y HOPMAaTHUBHO-
MPaBOBOMY aKTi, PO3MOPSATYOMY JIOKYMEHTI a00 pe30JItolii KepiBHULTBA [HCTUTYTY.
CTpokr BHKOHAHHS BHYTPIIIHIX JTOKYMEHTIB OOYHMCIIOIOTHCS B KaJICHIAPHUX JHSX,
MOYMHAIOYM 3 JaTH MiANUcaHHs (peecTpallii), a BXIJIHUX — 3 JaTH HAIXOKEHHS
(peecTparii).

KO OCTaHHIM JIeHb CTPOKY BUKOHAHHA JOKYMEHTA MpPUMaaae Ha HEepoOOUHii
JIeHb, OCTAHHIM JTHEM CTPOKY BMKOHAHHS JOKyMEHTa BBAXA€TbCA MEPIIUN JEHb MiCIs
HEpOoOOYOTo JTHS.

184. Ctpoku MOXyTh OyTH TUITOBUMH a00 1HIMBIIyaIbHUMHU.

TUMOBI CTPOKM BUKOHAHHS JOKYMEHTIB YCTAHOBJIOIOTHCS 3aKOHOJABCTBOM.
CTpoKH BUKOHAHHS OCHOBHHUX JIOKYMEHTIB HaBOJAThCS Y AoAaTKy 13 miei [HcTpyKiii.

[HnuBimyanbHi  CTPOKM  BCTAHOBIIOIOTHCA ~ KEPIBHUUTBOM  [HCTUTYTY
(ctpykTypHoro migpo3ainy). KiHileBul CTpOK BHUKOHAHHS 3a3HAYAEThCA Y TEKCTI
JIOKyMEeHTa ab0 pe30Itolii.



185. JlokyMeHTH, B SKHUX HE€ 3a3HA4€HO CTPOK BHUKOHAHHS, TMOBUHHI OYyTH
BUKOHAHI HE Mi3Hime Hix 3a 30 kajleHaapHUX AHIB 3 MOMEHTY peecTpallii JOKyMeHTa B
YCTAaHOBI, JI0 SIKO1 HAJINUIIOB IOKYMEHT.

186. Sxmo 3aBmaHHS TOTpeOye TEPMIHOBOIO BHKOHAHHS, 0OOB’S3KOBO
3a3HAYAETHCSI KOHKPETHUM KIHIIEBUH CTPOK BUKOHAHHS. J[OKYMEHTH 3 PE30JIOLI€I0:
«TepminoBo» — He mi3HIme 7 pobounx mHIB; «HeBimkmamHo» — 3 poOodux AHIB;
«Heranno» — npotsarom JHs.

187. CniBBHUKOHaBIII 3000B’s13aH1 MO/IaBaTH MPOMO3HIIi TOJJOBHOMY BHKOHABIIEB1
MPOTSATOM TIEPIIOI TOJOBUHU CTPOKY, BIABEJACHOTO [Jii BUKOHAHHS JOPYYCHHS,
3aBJIaHHA.

188. InauBiqyanbHUl CTPOK BUKOHAHHS JOKYMEHTa MOK€ OyTH 3MIHEHUH JUIIIe
3a BKa3IBKOIO MOCaa0BOi OcoOu, sSika MOro BCTAHOBHIJIA, @ y pasl 1 BIACYTHOCTI —
I10CaJIOBOI 0CO0H, sIKa 11 3aMIIIac.

VY pa3i moTpeOu CTPOK BUKOHAHHSA JOKyMEHTa MOXKE OyTH MPOJOBXKEHO 3a
OOTPYHTOBAaHMM TMPOXAaHHSM BHUKOHABIIS, SIKE TOJAETHCA HE IMI3HINIE HDK 3a TpH
poOOYMX JIHI 10 3aKIHYEHHS BCTAHOBJIEHOT'O CTPOKY, a OO0 JIOKYMEHTa, B SIKOMY HE
3a3HAYEHO CTPOK, — JI0 3aKIHYEHHS TPUJLATHIEHHOTO CTPOKY BiJl JaTH HOTO peecTparlii.

189. V pasi 3MiHU CTPOKIB BUKOHAHHSI TIPOCTaBIISIOTHCS HOBUM CTPOK, Jarta i
mianuc. BimoBigH1 3MIHA BHOCSATBCS JI0 PEECTPAIIHHO-KOHTPOIBHOT KapTKH 200 OaHKy
PEECTPALIIMHUX JaHUX.

190. BzaTTs mOKyMeHTa Ha KOHTPOJIb 3JIMCHIOETHCS Ha MIACTaBl PE30JIIONii
IUpEKTOpa abo HOTOo 3aCTYITHUKA.

191. KoHTponb 3a BHUKOHAHHAM JOKYMEHTIB BKJIFOYA€ B3STTS JOKYMEHTIB Ha
KOHTPOJb, BU3HA4YEHHS (POPM 1 METOJIB KOHTPOJIIO, MEPEBIPKY XOJYy CBOE€YACHOTO
JOBEICHHS JOKYMEHTIB 1O BHUKOHABINB, KOHTPOJb 3a CTAHOM BHUKOHAHHS, 3HATTS
JOKYMEHTIB 3 KOHTPOJIIO, HANpaBlIEHHS BHUKOHAHOTO OKYMEHTa JO CIIpaBH, OOJIIK,
y3araJbHEHHSI Ta aHaji3 pe3yibTaTiB BHUKOHAHHS JOKYMEHTIB, 1H(pOpMyBaHHS
KEepPIBHUIITBA PO X1/ Ta PE3yJIbTaTH X BUKOHAHHS.

192. KoHTpoib 3a BHUKOHAaHHSAM JIOKYMEHTIB 3JIMCHIOETHCS KaHIEISAPIEIO
[HCTHTYTY 32 JOTIOMOTOI0 aBTOMAaTH30BaHO1 1H(GOpMAIIiitHOT cucTeMu (0a3u JaHUX).

193. Jlani mpo Xia BUKOHAHHS JOKYMEHTA, OJEpKaHI MUIAXOM 3aluTy IIo
tenedoHy abo MmijJ Yac MepeBipKM POOOTH CTPYKTYPHOTO MIAPO3IITY — BUKOHABII,
BHOCATbCS 'y Tpady «KoHTponbHi BiamiTku». [lpy 1boMy mnomnepenHi 3amucH He
3aKpECIIOI0THCA.

194. ABTOoMaTH30BaHWM KOHTPOJb 32 BUKOHAHHSIM JIOKYMEHTIB 3/I1MCHIOETHCS 3a
JIOTIOMOTOI0 ~ CTICI[aIbHUX KOMIT FOTEpHUX TIporpaM abo € CKJIaJ0BOI0 CHUCTEMHU
aBTOMATH3AIlii TIJIOBOJCTBA UM CUCTEMH EJIEKTPOHHOTO JOKYMEHTOOOITY.

195. ABTOMaTH30BaHUN KOHTPOJIb 32 BUKOHAHHSIM JOKYMEHTIB BUKJIIOYAE MOIIYK
HeoOX1HO1 1H(dopMallii, SKUA 3AIMCHIOETBCA 3 YpaxyBaHHSIM BUXITHUX, BXIJTHUX
pEECTpaIlIfHUX 1HJIEKCIB, BUIIB JOKYMEHTIB, JaTH, HOMEpa JOKYMEHTa, BUKOHABII,
KOPECIOH/ICHTAa, CTPOKY BUKOHAHHS, 3MICTY TOIIIO.

196. TlepeBipka XOoay BHKOHAHHS JOKYMEHTIB IMPOBOJMUTHCS HA BCIX eTamax
MIPOXOJ/PKEHHS IOKYMEHTA JI0 3aKiHUEHHS CTPOKY MOT0 BUKOHAHHS (TTOTIEPEKYBATHHUN
KOHTPOJIb 32 IOTIOMOT'0I0 HarajayBaHb) y TAKOMY MOPSIIKY:

3aB/laHb Ha HACTYMHHM PIK — HE PiJLIe OJHOTO pa3y Ha piK;

3aBJlaHb Ha HACTYITHI MICAIll TOTOYHOTO POKY — HE PiJIlle OJHOTO pa3y Ha MICSIIb;



3aBJaHb Ha TOTOYHUI MICALb — KOXKHI JECITh AHIB 1 3a I1’ATh JHIB 10 3aKIHUYEHHS
CTPOKY a0o0 3a 3aluTaMHu.

VY pa3i ¢yHKIiOHYBaHHS B [HCTUTYTI CHCTEMH €JIEKTPOHHOTO JIOKYMEHTOOOITY
BHUKOHABIIEBI HAJICUJIAETHCS €JIEKTPOHHE MOBIIOMJICHHS MPO IJIAHOBY ATy BUKOHAHHS
JIOKyMEHTA.

197. TIlicns BHKOHAHHS JOKYMEHT 3HIMA€TbCS 3 KOHTPOJH0. JloKyMeHTH
BBKAIOTHCS BUKOHAHUMH 1 3HIMAIOThCS 3 KOHTPOJIIO TIICIAS BUKOHAHHS 3aBlIaHb,
3aMUTIB, TOBIJOMIICHHS MPO PE3yJNbTaTH 3alHTEPECOBAHMM YCTaHOBaM 1 ocobam abo
THITIOTO M ATBEPKECHHSI BUKOHAHHSI.

3HATH JOKYMEHT 3 KOHTPOJIFO MOXE TUIBKH JUPEKTOP, WOTO 3aCTYIMHHKH, SIKI
BCTAaHOBWJIM KOHTPOJBHUU CTPOK Yy PE30JIOIii, a00 3a 1X MOpYYCHHSM KaHIICIAPIS.
JIOKyMEHTH 3 TUIIOBUMH CTPOKAMU BHUKOHAHHS 3HIMAIOTHCS 3 KOHTPOJIIO 3a PIIICHHIM
BIJIJIUTY KaJIpiB Ta LJIOBOJICTBA.

198. Jlnem BUKOHAHHS 3aB/IaHb, BU3HAYCHUX B aKTaX OpraHiB Jep>KaBHOI B,
JIOPYYEHHSIX BHIIMX TOCATOBUX 0CiI0O, Ta BUKOHAHHS 3alMTIB, 3BEPHEHb, a TaKOXK
KOPECIOH/ICHIIII BHIIOTO PIBHS BBAXAETHCS JIEHb pPEECTpallii B YCTAaHOBI BUXIJIHHUX
JIOKYMEHTIB ITPO BUKOHAHHS 3aB/IaHb.

ABTOMATH30BaHUN KOHTPOJIb 32 BHUKOHAHHSM JIOKYMEHTIB Tiependadae
aBTOMaTU4YHE (POPMYBAHHS BIJIOMOCTEHN MPO X BUKOHAHHS.

199. Indopmariis mpo pe3yabTaTH BUKOHAHHS B3STHX HA KOHTPOIb TOKYMEHTIB
y3arajbHIOETBCS CTAHOM Ha IMEpUIE YUCIO KOKHOTO MICALS 1 MOJAETHCS KEPIBHULITBY
[HCTUTYTY y BUIJISA/II 3BEJCHD IPO BUKOHAHHS IOKYMEHTIB (01aTok 14).

200. Sxmo oOcAr AOKyMEHTOOOIry moHad 25 THC. AOKYMEHTIB Ha pIK, TO
MEepIOAUYHO Y CTPOKH, MepeadadeHi i€ [HCTPYKINE, CKIagaloThCs 1 HAJCUITAI0ThCS
0 CTPYKTYPHHUX MIAPO3J1TIIB — BUKOHABIIB IMEPENIKH JIOKYMEHTIB, HE BUKOHAHUX Y
BCTaHOBJIEHUM CTpoK. Ilicisi BUKOHAHHS 3a3HAYEHUX JOKYMEHTIB 1HPOPMYETHCS
KaHIETISPis.

Indopmaniiino-1oBiaKkoBa podoTa 3 JOKyMEHTAMHU
201. VY pasi 3anpoBapKeHHS] CUCTEMU aBTOMAaTH3allii AUIOBOACTBA a00 CHUCTEMHU
€JIEKTPOHHOTO JOKYMEHTOOOITY TMONIYK KOHKPETHOTO JOKYMEHTAa 3JIMCHIOEThCS 3a
pekBi3uTaMu (3aroJioBOK, Ha3Ba BUY JOKYMEHTA, JaTa MPUHHATTS, HOMEp JOKYMEHTa,
aBTOp JIOKYMEHTa TOI0) ab0 3a KOHTEKCTOM (KJIIOUOBUM CJIOBOM abo (¢pa3oro).
[TonrykoBuii 3aIUT MOKE MAaTH OYy1b-IKy KOMOIHAI[I}0 PEKBI3UTIB.

IHopsiioK onpaniOBaHHS TA HAACUJIAHHS BUXIIHUX JOKYMEHTIB

202. BuxiaHi JOKYMEHTU HAJICWJIAIOThCS ajpecaraM 3 BUKOPHUCTAHHSIM 3aco0iB
MOIIITOBOTO 3B’ SI3KY, €JICKTPO3B A3KY.

203. OmpairtoBanHsi JOKYMEHTIB [IJIsl BIJIPABICHHS €JIEKTPOHHOIO IMOIITOIO,
MOIITOBUM 3B’SI3KOM 3MIMCHIOETHCS KaHuemsipieto [HctutyTy BiamoBimHo no IlpaBui
HaJaHHS TTOCIIYT MOIITOBOTO 3B SI3KY.

204. 3 BUKOpUCTaHHSAM 3aCO01B €IEKTPO3B’A3KY KAHIIENAPIs 3M1MCHIOE TIepeavdy
tenerpaM, (akcorpam, TenedoHOrpaMm, EIEKTPOHHUX JOKYMEHTIB 13 3aCTOCYBaHHSIM
€JIEKTPOHHOTO IIU(PPOBOTO MIAMUCY Ta JOKyMEHTIB Yy CKaHOBaHii ¢(opmi 06e3
€JIEKTPOHHOTO IIU(PPOBOTO MIAMHUCY.



205. V¥V paszi HaacwiaHHsA (akcorpaMm 1 JOKYMEHTIB y CKaHOBaHIM ¢opmi 0e3
€JIEKTPOHHOTO IU(PPOBOTO MIAMUCY HEOOX1THO HAAICIATH TAaKOXK OPUT1HAT TIOKYMEHTa B
narepoBiit popmi.

Bunu noxymeHTiB, iHpopMallis 3 IKUX MEepeAaeThCsl KaHAJIAMU €JIEKTPO3B SI3KY, a
TaKOX HEOOXIJHICTh 1 MOPSAOK IMOCHJIAHHS aApecaTroBl iX OpUTIHAIY B ManepoBii
dbopmi BH3HAYAIOTbCA IIi€l0 [HCTPyKIi€I0 3 ypaxyBaHHAM HasBHUX B [HCTUTYTI
TEXHIYHUX 1 IPOTPAMHHUX 3aCO0i1B.

206. Indopwmariitai, TereKOMyHIKaIiiiHI Ta 1HQOpPMAIIITHO-TEeIEKOMYHIKaIliiHI
CHUCTEeMHM TOBHUHHI 3a0e3lmeuyBaTH 3aXUCT BiJ HECAHKIIOHOBAHUX [iH, SIKI MOXYTb
MPU3BECTH JI0 BUTIAJKOBUX a00 YMUCHUX 3MiH YM 3HUIICHHS 1H(GOpMAaITii.

207. Buxigni JIOKYMEHTH OTPAIbOBYIOThCS 1 HaJICUJIAIOTHCS HCHTpaJ'IIBOBaHO B
JIeHb X HAIXOIDKEHHS BiJ] CTPYKTYPHHUX MIAPO3MAUIIB — BHUKOHABIIB a00 HE Mi3HIIIE
HACTYITHOT'O pOoOOYOro JIHS.

208. He nomyckaeThecs HaJcuiIaHHS abo mepegada JIOKYMEHTIB 0e3 iX peecTparrii
y KaHUEJspii.

209. Ilig yac mpuitMaHHS BiJi BHKOHABIIB BHUXIJIHHX JOKYMEHTIB MpAaIliBHUK
KaHIIeJIIpli 3000B’I3aHUI TTEPEBIPUTH:

MpaBUIBHICTE OPOpPMIICHHS JOKYMEHTa (CKJajJ 1 PO3MIIIEHHS B HBOMY BCIX
PEKBI3UTIB);

HAsIBHICTh 1 IPAaBWJIbHICTh 3a3HAUYEHHS aJIPECH;

HasBHICTh Ha JIOKYMEHTI BIAMITKH NPO JOJATKY;

HasIBHICTh YCIX HEOOX1JHUX IMIIMKCIB HA IOKYMEHTI Ta JOJATKaX A0 HbOIO;

HAsBHICTh BI3 HA BIAMYCKY — KOMIi BUXIJHOTO JTOKYMEHTA, IO 3aJIMLIAETHCS Y
crpaBax [HcTHTyTY;

HasIBHICTb 1 MOBHOTY JIOAATKIB,;

BIJIOBIJTHICTh KUIBKOCT1 MPUMIPHHUKIB KIJIBKOCTI aJIpecaTiB.

210. Ha opurinanax JOKYMEHTIB, SIKI MIJUISITalOTh MOBEPHEHHIO, HA BEPXHHOMY
MpaBOMY IOJI1 MEPIIOi CTOPIHKK CTaBUThCS ImTami «Ilifmsrae moBepHEHHION.

211. JIokyMeHTH, IO HAJICHJIAIOTHCS OJHOYACHO OJIHOMY 1 TOMY 3K aJapecaToBl,
BKJIAJIAIOThCS. B OJIMH KOHBEpPT (ymakyBaHHs). Ha KOHBepTI MPOCTaBISIOTHCS
PEECTpalliifHl 1HAEKCH BCIX JOKYMEHTIB, SIKI MICTSTHCS Y KOHBEPTI.

212.  JIoKyMeHTH, 10  aJpPEeCylOThCA  TOCTIHHUM  KOPECIOHJEHTaM,
PEKOMEHIYEThCSI BIAMPABIATA y KOHBEpPTax i3 3a3HAYCHHSIM aJpecH OjcpKyBada Ta
BIJIMMPaBHUKA, IO BHUTOTOBISIFOTHCS 3a37alICTibh MAIIMHOIMCHUM a00 JAPYKapChKUM
CIIOCOOOM.

213. JlokyMeHTH, 110 IPUIMaIOThCs Bijl (hesbj’ €repchbKoi CIIy’O0H, MepeaatoThCs
ajzipecaTaM IIiJl pO3MUCKY Y BIATOBITHIN KHU3I.

214. JlocunanHs abo 3aMiHA PO3ICIIAHOTO paHilIe JTOKYMEHTa 3I1MCHIOETHCS 3a
BKa31BKOIO TOCAJ0BOi 0COOM, siKa MiAmucaia JTOKYMEHT, KepiBHUKA BIAJUTY KaapiB Ta
IIIJTIOBOJICTBA.

215. CtpykTypH1 TiAPO3IIIM Ta OKpeMi BHKOHABIIl 3000B’si3aHl TMepeaaBaTu
BUXIJHI IOKYMEHTH Ta 1HII TOIITOBI BIAMPABIEHHS 10 KaHIEAPii BIAIUTY KaapiB Ta
JIJIOBOJICTBA y TOAMHY, BCTAHOBJICHI II€10 [HCTPYKITi€IO.



IV. CucremaTusauisi Ta 30epiraHHs JIOKYMEHTIB y JiJIOBOJACTBI
CxJ1ajeHHSI HOMEHKJIATYPH CIIPaB

216. Homenkmatypa cmnpaB — 1€  OO0OB’s3KOBHM s [HCTUTYTY
CHUCTEMAaTU30BaHUHN TIepelik Ha3B (3aroyioBKiB) crpaB, 10 ¢GOpPMYyIOTbCS B i
JJIOBOJICTBI, 13 3a3HAYEHHSM CTPOKIB 30€piraHHs CIpas.

217. HomeHkiatypa cripaB Mpu3HAaY€Ha JJi1 BCTAHOBICHHS B IHCTUTYTI €IMHOTO
nopsiiky (opmyBaHHS crpaB, 3a0e3MeUeHHs iX OOJIKy, ONEPATHBHOTO TIOIIYKY
JOKYMEHTIB 3a iX 3MICTOM 1 BHJIOM, BU3HAUEHHS CTPOKIB 30€piraHHs CIpaB 1 € OCHOBOIO
JUIS CKJIQJICHHS OIHCIB CIIpaB MOCTINHOTO, 0COO0BOTO CKiIaay Ta TpuBajoro (monaz 10
pOKiB) 30epiranHs, a TakoX A OOMiKy crpaB TUM4YacoBoro (10 10 pokiB BKIIIOYHO)
30epiraHHs.

218. B [HCTUTYTI CKIIQIat0ThCsI HOMEHKJIATYpH cripaB [HcTuTyTy (omatok 15).

HomeHnkinatypa crpaB po3poOisiETbCS MOCAI0BOI0 0CO00I0, BIJIMOBIJAIBHOIO 32
JJOBOJICTBO, Ha TIJCTaBl JOKYMEHTIB 3 YCIX MUTaHb HOTO MISUTBHOCTI 13 3aTy4CHHSIM
(axiBIIiB, SIKI MPAIIOIOTH Y T1IPO3/ILIIL.

MeTtonuuHa nomomora y CKJIaJ€HHI HOMEHKIIATyp CIpaB HAaJa€ThCA apXiBOM
Inctutyty Ta llenTpanbHum JlepkaBHUM apXiBOM BHUIIMX OpraHiB Biaau YKpaiHU
(mam — IJIABO VYkpaiun).

3Be/leHa HOMEHKJIaTypa CIPaB CKJIAJA€ThCs KaleIApi€l0 HA OCHOBI HOMEHKIATYP
CIpaB CTPYKTYPHHX MiAPO3ALIIB (101aTOK 16).

219. 3BeneHa HOMEHKIIATypa cipaB [HCTUTYTY CXBalrO€eThCs KOMici€ro [HCTUTYTY
3 TPOBEJEHHS EKCIEPTU3HM IIHHOCTI JOKYMEHTIB (Jajl — €KCHepTHa KOMICig) Ta
MOTOJIKYEThCS eKCIepTHO-TiepeBipHOIO KoMicieto (nani — EIIK) IIJTABO VYkpainu onun
pa3 Ha I’ATh POKIB a00 HEBIAKIATHO Yy pa3l 3MIHU (POPMHU BIACHOCTI, CTPYKTYpH,
GyHKLIM Ta XxapakTepy poOOTH [HCTUTYTY, MICIs YOTO 3aTBEPAKYETHCS JUPEKTOPOM.

220. 3BeneHa HOMEHKIATypa cmpaB [HCTHTYTY CKIAQmaeTbesi y UYOTHPHOX
MPUMIpHUKAX, HA KO)KHOMY 3 SIKUX TOBHWHEH OyTH 3amOBHEHUUN Tpu( MOroJKEHHS 3
EINK TJABO Vkpaiau. Ilepmmuii  (HemoTOpKaHHWI) TNPUMIPHUK  3BEIEHOT
HOMEHKJIATypU CIpaB 30epiraeTbCs y BIAAUN KaJIpiB Ta JIUIOBOACTBA I[HCTUTYTY,
JIPYTUl — BUKOPUCTOBYETHCS BIIIIOM KaJpiB Ta MIIOBOJCTBA [HCTUTYTY K poOOUMit,

TPETii — TepelaeTbCs M0 apxiBy I[HCTUTYTYy nJis 3A1MCHEHHS KOHTPOJIIO 3a
(GbopMyBaHHSIM CHpaB y CTPYKTYPHUX MIJIPO3/LIAaX, YETBEPTUH — HAACUIAETHCSA 10
[JTABO Ykpainu.

CTpyKTypHI NIAPO3AUTM [HCTUTYTY OTPUMYIOTh BUTSTH 3 BIANOBIIHUX PO3JILIIIB
3aTBEPAKEHOT 3B€JICHOI HOMEHKJIATYPH CIIPAB JIJIsl BAKOPUCTAHHS Y POOOTI.

221. 3BeneHa HOMEHKIIAaTypa crpaB [HCTUTYTy MIOpPOKY (HE Mi3HIIIE TPYJIHA)
YTOYHIOETHCS Ta BBOJAUTHCS B JIi0 3 MEPIIOTO CiYHS HACTYIMHOTO KaJeHIapHOTO POKY.

222. Jlo HOMEHKJIaTypHy CHpaB BKJIIOYAIOTHCA HA3BU CIpaB, M0 GOPMYIOTHCS Ta
B1J100paXKaroTh yci AUISHKK poOOTH, sIKa JOKYMEHTYEThCS B [HCTUTYTI, 30KpemMa cripaBu
MOCTIMHUX Ta TUMYACOBO JIIOYUX pajl, KOMICIHA, KOMITETIB Tomo. /[0 HOMEHKIATypu
CIIpaB BHOCSITHCS TAaKOX HA3BW CIIPaB, 110 BEAYTHCS B €ICKTPOHHIHN hopmi.

223. I'padu HOMEHKJIATYPH CIPAB 3aMTOBHIOIOTHCS TAKHM YHHOM.

VY rpadi 1 npocTaBiaseThCs 1HIEKC KOXKHOI CripaBu. [HAEKC cripaBU CTPYKTYPHOTO
HIAPO3AUTY CKIAAAE€ThCS 3 1HACKCY CTPYKTYPHOTO MIAPO3ILTy IHCTUTYTY (3a IITaTHUM
po3nucoM abo KiIacu(piKaTopoM CTPYKTYPHUX MIAPO3IUTIB) Ta MOPSAKOBOTO HOMEpa
cripaBu B Mexax migpo3ainy. Hanpuknan: 8-01, ne 8 — Homep Biaminy, 01 — mopsiakoBa
HyMepallisi ClIpaBH.



VY rpady 2 BKIIIOYAIOTHCS 3ar0JIOBKH CITpaB (TOMIB, YaCTHH).

3aroj0BOK CHpaBy MOBHHEH YITKO Y CTHUCIHIM y3arajabHeHid ¢opmi BigoOpakatu
CKJIaJl 1 3MICT JJOKYMEHTIB CITPaBH.

He nmo3BonsieThCsi BXKMBAHHS B 3aroJioOBKax CIpaB HEKOHKPETHUX (POPMYIIIOBAHb
(«pi3Hi Matepiain», «3arajbHe JHMCTYBaHHSI», «BXIJHA KOPECIOHACHIIISL», «BUXIIHA
KOPECTOHICHIIISH» TOII0), & TAKOK BCTABHUX CJIIB 1 CKJIAJJHUX CUHTAKCUYHUX 3BOPOTIB.

[Tlin uac ¢opMyntoBaHHS 3arojoBKiB CIOpPaB BPaxOBYIOTHCA TakKi O3HAKU
dbopMyBaHHS crpaB, SK HOMIHANIbHA, ABTOPCHKA, KOPECIOHACHTCHKA, MpPEIMETHO-
NUTaJlIbHA, XPOHOJIOT1uHa, reorpadiyna. JIokyMeHTH (pOpPMYIOThCS Y CIPaBH Ha OCHOBI
OKpeMO1 03HaKu ab0 CIOIYYeHHs O3HaK.

3arooBOK CHpaBU CKIATA€TbCA 3 E€JIEMEHTIB, IO PO3MIIIYIOThCS Yy TaKii
MOCIIJIOBHOCTI: Ha3Ba BUIY CHpaBH (JUCTYBAaHHSA, >KypHaj, KHUTA TOIIO) YU BHIY
JOKYMEHTIB 'y cIpaBi (Haka3W, TMPOTOKOIH, AaKTU TOIO); AaBTOP JIOKYMEHTIB
(naiiMeHyBaHHS [HCTUTYTY, CTPYKTYpHOrO MiJpO3ALTYy); KOPECHOHAEHT abo aapecar
(HallMeHyBaHHSI YCTaHOBH, JIO SIKOT aJpecoBaHi a0o0 Bij SKOi HATIAIUIM OKYMEHTH);
KOPOTKHUH 3MICT JOKYMEHTIB CIpaBH (MHUTaHHS, 3 SKOTO (OPMYEThCS CIIpaBa); Ha3Ba
perioHy (TepuTopii), 3 SIKOIO TOB’SI3aHMM 3MICT JOKyMEHTa; jnara (mepiof), A0 SKOi
HaJeXaTh JOKYMEHTH CIIPaBU; BKa31BKM HA HASBHICThH KOMIM JOKYMEHTIB Yy crpaBi (y
pasi motpedn).

VY 3aronoBkax o0co0OBHX (IIEPCOHAIIBHUX) Ta IHIIMX CHpaB, IO MICTATh
JOKYMEHTH 3 OJIHOIO THUTaHHS, TMOB’Si3aH1 TMOCTIJOBHICTIO BEACHHS MPOLEIYP
IIJIOBOJCTBA, BIKMUBAETbCS TEPMIH «cropaBay, Hampukial: «OcoboBa crpasay,
«IlepconanbHa cripaBay.

VY 3arosjoBkax crHpas, 10 MICTSITh JOKYMEHTH 3 OJHOTO MUTAaHHS, HE MOB’s3aHI
MOCJIIIOBHICTIO BEJIEHHS MPOILEAYpP ALIOBOJACTBA, BKUBAETHCS TEPMIH «IOKYMEHTH», a
MiCJsl HROTO B TY’KKaX 3a3HAYAIOTHCS OCHOBHI BHJW JTIOKYMEHTIB CIIPaBH, HAPUKIIAI:
«JlokymeHnTH (Iy1aHu, aHKETH, JTOBIJIKK) TIPO MPOBEICHHS OISy CTaHy J1JIOBOJICTBA Ta
apXiBHOI CIIPaBU y BUIINX HABUAIBLHUX 3aKIIAJaX».

TepMiH «TOKyMEHTH» BXKUBAEThCS TAKOXK Yy 3arojioBKax CIpaB, IO MICTATh
JOKYMEHTHU-I0OAATKH 10 Oy/b-KOTO HOPMAaTHMBHO-TIPABOBOTO aKTa abo PO3MOPSAYOro
NOKyMEHTa [HCTUTYTY.

VY 3aronoBkax crpas, MPU3HAYECHUX JIJISI TPYIyBaHHS JOKYMEHTIB OJHOTO BUJLY,
3a3HAYA€ThCS BHJ JIOKYMEHTa Yy MHOXHHI Ta aBTOpP JOKYMEHTIB, HampUKIaI:
«IIpoTtoxonu 3acizanb Buenoi pagu [HCTUTYTY».

VY 3aronoBkax crpasB, IO MICTSTh JUCTYBAaHHA, 3a3HAYAlOThCA KOPECTOHICHT i
KOPOTKUH 3MICT JOKYMEHTIB, Hampukiaa: «JIuctyBanHs 3 MiHICTEpCTBOM arpapHoi
MOJIITUKU Ta TPOJIOBOJILCTBA YKpaATHU MPO 3aTBEPKEHHSI 1 3MiHY IITATHOTO PO3IMHUCY».

Y 3aronmoBkax cmpaB, IO MICTSITh JUCTYBaHHS 3 KOPECHOHJIICHTaMH,
OJIHOPIIHUMH 32 XapaKTEPOM [ISJIbHOCTI, TaKi KOPECHOHAEHTH HE MepeivyyloThCs, a
3a3HAYAETHCS 1X y3arajJlbHEHE HaWMEHYBaHHS, HanmpuKiIaa: «JIUcTyBaHHS 3 OopraHaMu
MICIIEBOTO CAMOBPSTyBaHHS 3 MUTaHb 3a0€3MEUEHHS COIIATBHOTO 3aXUCTY HACETICHHS».

VY 3aronoBkax cnpas, 110 MICTSTh JIICTYBAHHS 3 PI3HUMH KOPECTIOHJEHTAMH, TaKi
KOPECTIOHACHTH HE 3a3HAaYal0ThCsl, HAPUKJIIA:

«JluctyBaHHA TIPO Opraiz3amilo ceMiHapy 3 MIABUINEHHA KBaiikarii
MpAaliBHUKIB KaIPOBUX CITYKO».



VY 3arosioBkax crpas, IO MICTSTh IUJIAHOBO-3BITHY JOKYMEHTAIl0, 3a3HAYAETHCS
nepiof (Micsiib, KBapTai, MBPIYYs, PIK), B IKOMY IJIAHYETHCS CTBOPEHHS JOKYMEHTIB,
a00 mepiof ix (PaKTUIYHOTO BUKOHAHHS, HAPUKJIAI!

«1. Ilnan ocHOBHMX OpraHizamiiiHux 3axoaiB [HctutyTty Ha 2016 pik.

2. 3BIT IPO BUKOPUCTaHHS OI0/KETHUX KOoIITIB [HCTUTYTOM 32 2016 piky.

Skmo copaBa CKIAAAEThCA 3 KUIBKOX TOMIB a00 dYacTuH, (POpMYITIOETHCS
3araJbHUI 3ar0JIOBOK CIIPaBH, a MOTIM Y pa3i MOTpeOu — 3arojIOBOK KOKHOI CIIpaBH.

[Tim d9ac po3MilIeHHs 3arojiOBKIB CIpaB y HOMEHKJIATYpPli BPaxOBYETHCS
BOXJIMBICTh JOKYMEHTIB, BKJIIOUEHHX JO CIIpaBH, iX B3aeM03B’s30K. Ha mouaTky
PO3MIIIYIOTHCS 3aTOJIOBKHU CIIPaB MO0 JOKYMEHTIB, SIKi HAIUIIUIA BiJ OPTaHiB BUIIIOTO
piBHA, Jajli — WIOJAO OpraHi3aliiHO-PO3MOPAIYOi JOKYMEHTallli, IJIaHOBO-3BITHOT
JOKYMEHTAIli1, JINCTYBaHHS, 00JIIKOBO-TOBIJIKOBUX BHUIIB JOKYMEHTIB. Y KOXKHIN 3 IHX
rpyl JOKYMEHTH TaKOXX PO3MILIYIOTbCS 3 YpaxXyBaHHAM Ba)JIMBOCTI Ta CTPOKIB
30epiraHHs.

['pacda 3 HOMEHKIIATYpH 3alIOBHIOETHCS HAMPUKIHII KAJIEHJAPHOTO POKY.

Y rpadi 4 HOMEHKIATypHu 3a3HAYAIOTHCS CTPOKU 30€piraHHs CIpaB, HOMEpU
cTaTel 3a mepelikoM JIOKYMEHTIB 31 CTpOKaMu 30epiraHHs.

VY rpadi 5 «BigmiTka» poOiAThCs MO3HAYKU TIPO MEPEXifHl CIpaBU; PO CIPaBH,
0 BEAYTHbCS B EIEKTPOHHIA (QopMi; TPO MOCATOBUX 0cCi0, BIAMOBIAAIBHUX 3a
(dbopMyBaHHS cOpaB; Mpo Iepefadyy copaB A0 apXiBy YW IHIIUX YCTAHOB JUIS iX
MPOJOBKEHHS TOIIO.

224. HampukiHili pOKy HOMEHKIATypa CIpaB 3aKpUBAETHCS 3 TiICYMKOBUM
3aMKMCOM MPO iX KUIBKICTb.

®opMyBaHHA CIIPaB

225. ®opMyBaHHS CIpaB — II€ TPYIyBaHHS BUKOHAHUX JIOKYMEHTIB y CIpaBU
BIIMIOBITHO JI0 3aTBEPAKEHOT HOMEHKJIATYPH CITPaB.

226. CrpaBu GpopMyI0ThCsl B [HCTUTYTI JIELIEHTPaTi30BaHO, TOOTO B CTPYKTYPHHX
M1IPO3/1IaX.

227. Ilig yac opmyBaHHS CIIpaB CIIiJl TOTPUMYBATHUCS TAKUX 3aralibHUX MPABUI:
BMIII[yBaTH y CIPaBHU TUIPKW BUKOHAHI JOKYMEHTH BIATOBIIHO J0O 3aroJIOBKIB CIIpaB B
HOMEHKJIATypl; TpyHyBaTH Yy CHpPaBH JOKYMEHTH, BHKOHAaHI MPOTATOM OJHOTO
KQJICHJAPHOTO POKY, 32 BUHATKOM MEPEXIIHMX CHpaB (BEAYTbCA MPOTITOM KUIBKOX
POKIB), OCOOOBMX CIpaB; BMIIlyBaTh Yy CHpPaBH JMIIE OpUriHAIM abo y pas3l ix
BIJICYTHOCTI 3aCBIJTYEHI B YCTAHOBJICHOMY MOPSAKY KOIMIl JOKYMEHTIB; HE JIOIMyCKaTH
BKJIFOYEHHSI JI0 CIpPaB YOPHOBHUX, OCOOMCTHX JOKYMEHTIB, PO3MHOXKEHMX KOIIM Ta
JOKYMEHTIB, 10 MiAJISTal0Th MOBEPHEHHIO, OKPEMO TPYIYyBaTH y CIpPaBH TOKYMEHTU
MOCTIHHOTO 1 TUMYACOBOTO 30€piraHHs; 3a 00CATrOM CIipaBa HE MOBUHHA MEPEBUIIYBATH
250 apkyuiiB (He OubIIe 3 cM).

228. JIOKyMEHTH TPYIYIOTHCS y CIIPaBH B XPOHOJIOTIYHOMY Ta / a00 JIOTiYHOMY
MOPSIKY.

229. TlomoxeHHs, TpaBWiIa, I1HCTPYKINI TOIIO, 3aTBEPHKEHI PO3MOPSTINMU
JOKYMEHTaMHU, TPYNYIOThCS pa30M 13 3a3HAUEHUMU TOKYMEHTAMH.

230. Haka3u 3 muTaHb OCHOBHOI IISUTBHOCTI [HCTHTYTY, 3 KaJpOBUX MHUTaHb
(ocoboBoro ckiamy) TPYNyIOTbCs y pi3HI cmpaBu. Haka3zu 3 KampoBUX NHUTaHb
(ocoboBoro CKiIaay) IPyIyOTHCS BIAMOBIIHO /10 iX BU/IIB Ta CTPOKIB 30€piraHHs.

231. JlokyMeHTH 3acijlaHb KOJIET1aJIbHUX OPTaHiB IPYIYIOThCS Y JABI CIIPABH:



MPOTOKOJIM 1 IOKYMEHTH /10 HUX (JOTMOBIA1, TOBIAKU, TPOSKTH PIlIIEHb TOIIO);

JOKYMEHTH 3 Oprasizaifii 3acijaHb (MOPSJOK JE€HHHM, MaKeT pPO3MIIIEHHS,
CITMCOK 3aIpOIIEHUX TOIIIO).

232. TlpoTokonu 3aciiaHb KOJETiaIbHUX OpraHiB TPYIYIOThCS Yy CIpPaBU B
XPOHOJIOTTYHOMY MOPSAIKY 1 32 HOMepaMu. JIOKyMEHTH 10 3aCiJlaHb 3a3HaYEHUX OPTaHiB
CUCTEMATHU3YIOThCS 3a JaTaMU Ta HOMEpaMHU MPOTOKOJIIB, a B MEKaxX I'PyMNH JTOKYMEHTIB,
10 CTOCYIOTBHCSI OJTHOTO MPOTOKOIY, — 3 MOPSAKOM JEHHUM 3aCiTaHHA.

233. Jlopy4yeHHs OpraHiB BHIIOTO PIBHS 1 JOKYMEHTH, MOB’si3aHl 3 iX
BUKOHAHHSM, TPYNYIOThCS y CHOpaBH 3a HampsMaMu JisibHOCTI [HCTHTYTY a0 3a
aBTOpaMU 1HILIATUBHUX JOKYMEHTIB. JIOKyMEHTH y HEBENUKIN KiITBKOCTI TPYIYIOTHCS B
OJIHY CIIpaBy. ¥ CIpaBi JOKYMEHTH CUCTEMATU3YIOThCA 3a JaTaMH JIOPYUEHb.

234. 3aTBepKeHI TUIaHU, 3BITH, KOIITOPUCH TPYIMYIOTHCS y CIIPaBU OKPEMO Bij
MIPOEKTIB UX TOKYMEHTIB.

235. JluctyBaHHSI TPYMY€EThCS 3a 3MICTOM Ta KOPECHOHACHTCHKOI O3HAKOIO 1
CUCTEMATU3YETHCS B XPOHOJIOTTUHOMY MOPSIKY: JOKYMEHT-BIAMNOBIIb PO3MILIYETHCS 3
JOKYMEHTOM-3aIIUTOM.

236. Oco0oBi crpaBu Jep:KaBHUX CIYKOOBIIB (OPMYIOTHCS BIJMIOBITHO JI0
[Topsinky BeneHHsT 0cOOOBUX CHpPaB AEPKABHUX CIIyXKOOBLIB B OpraHax BHKOHaBYOi
BIIaJM, 3aTBEpKEHOro rmnoctaHoBoro KaGinery MinicTpiB Ykpainu Big 25 TpaBHS
1998 p. No 731.

237. Po3paxyHKOBO-TUIaTDXKHI BiIOMOCTI (0COOOBI paxyHKH) TIpAIiBHUKIB
[HCTUTYTY cHCTEMaTH3YIOTHCS B MEXKaxX POKY 3a Mpi3BUIIAMH B alipaBiTHOMY MOPSJIKY,
a BIJIOMOCTI Ha BUIUIATY 3 rpollel (BiIOMOCTI HapaxyBaHHs 3apO0ITHOI MJIaTH) MOBUHHI
Oytu cdopMoBaHI MIOMICALSI B Mexax poky. lle crocyerbcs 1 mnepconidikaiiit
MpaliBHUKIB [HCTUTYTY.

238. MeToauvHe KepiBHULITBO 1 KOHTPOIIb 3a (POpMyBaHHSM cIpaB B [HCTUTYTI Ta
HOro CTPYKTYpHHMX TIIpO3/ijax 3MIMCHIOETBCS BIIJIIIOM KaapiB Ta JIJIOBOJCTBA
[HcTHTYTY Ta apxiBoM [HCTHUTYTY.

30epiranns 1okymeHTiB B [HcTUTYTI

239. JIokyMeHTH 3 4acy CTBOpPEHHs (HAJXO/KEHHs) 1 10 Tepeaadi J0 apxXiBy
[HCcTHTYTY 30€epiratoThcs 3a MicieM ix GpopmyBaHHS.

KepiBHUKM CTPYKTYpHUX TiApo3au1iB [HCTUTYTY 1 MpaliBHUKY, BiAMOBIAANbHI 32
opraHi3alliio JIIJIOBOJCTBA B IUX MIAPO3/]1iIax, 3000B’s3aHi 3a0e3reuyBaT 30epiraHHs
JOKYMEHTIB 1 CIIpasB.

240. V pobounx KIMHaTax CIpaBU IOBHHHI 30€piratucs y BEPTUKAIbHOMY
noyiokeHH1 B madax. s miABUIIEHHS ONEpPaTUBHOCTI PO3IIYKY JOKYMEHTIB CIPaBU
MOBUMHHI PO3MIIYBAaTUCh BIAMOBIIHO JO HOMEHKJATypu crpaB. Ha kopiHisux
0OKJIaMHOK CIIpaB 3a3HAYAOThCS 1HIAEKCH 32 HOMEHKJIATypOIO.

241. MarsuiTHi cTpiuku Ta 1udpoBi HOCIT 1HPOpMaIi 3 hoHOrpamMaMu 3acijaHb
KOJIET1aJIHOTO OpraHy 30epiratoThcs y ioro cexkperaps. Ha cTpiuiii i kopoOiri poOUThCs
BIIMITKA MPO JaTy 3acilaHHd 1 yac 3anucy. Cekperap KoJieTiadbHUX JOpaTdnuX OpraHiB
BI/IMOBITa€ 3a ix 30epiraHHs.

242. Bupgada cripaB A5 THUMYaCOBOT'O KOPUCTYBAHHSI MPAlliBHUKAM CTPYKTYPHUX
MIIPO3AUTIB 3IMCHIOETECS Ha CIEIaIbHO BiJBEEHOMY POOOYOMY MICIll aOOHEHTa y
HayKoBiil Oi0mioreni [HCTUTYTYy 3a NHUCBMOBOIO 3asiBKOIO 3 OOIPYHTYBaHHSIM TaKoOi
HEOOX1THOCTI (HaAmpWKJIaJd: BHJaya IMpalliBHUKaAM BUIAUTY KaApiB Ta IJIOBOACTBA



0COOOBHX CIIPaB JJIsI YTOYHEHHS 3aMKCIB Y TPYAOBIN KHIKII TPOMaIsTHUHA; a00 BH1aua
nmpaiiBHUKAM BUIAUTY OyXrajaTepchbkoro oO0diKy Ta (iHAaHCOBOTO 3a0e3NeyeHHs
0CO00OBHX PaxyHKIB Ji1 0popMIIeHHS OyXTalTepChbKUX JOBIAOK 1 T. 1.).

243. ButydeHHs IOKYMEHTIB 31 CITpaBU IMOCTIMHOTO 30epiraHHs 3a00pOHSEThCS.

V. Ilopsiiok MiArOTOBKH CIPAB 0 Nepeaadi 1jisi apXiBHOT0 30epiraHus.
Excneprnsa miHHOCTI JOKYMEHTIB

244. TlpoBeneHHSI €KCIEPTU3M I[IHHOCTI JOKYMEHTIB MOJIATa€e y BCEOIUHOMY iX
BHBYCHHI 3 METOI0 BHECEHHs 10 HarmionamsHOTO apxiBHOTO (DOHIAY a00 BHIyYCHHS 3
HBOTO Ta BCTAHOBJICHHS CTPOKIB 30€epiraHHs JOKYMEHTIB, 10 HE MiUIATal0Th BHECEHHIO
no HamionansHoro apxiBHOTO hoHy (mani — HAD).

245. Jlns opranizaimii Ta TpPOBEJCHHS EKCIEePTU3U I[IHHOCTI JOKYMEHTIB B
[HCTUTYTI yTBOPIOETHCS MOCTIiHA /1F04a €KCIIEPTHA KOMICIS.

246. Excneprusa HIHHOCTI JOKYMEHTIB MPOBOJUTHCS MIOPOKY B CTPYKTYPHHUX
nigpo3auiax [HcTuTyTy Oe3mnocepenHbo 0co0aMM, BIAMOBIIAIBHUMU 32 OpraHi3alliio
JTIJOBOJICTBA B ITUX MIAPO3/iIaX, pa3oM 3 €KCIIEPTHOK KOMICIEI MiJ METOIUYHUM
KEpIBHUIITBOM BIJILTY KaJIpiB Ta AUIIOBOJACTBA Ta apXiBy [HCTUTYTY.

247. T1ix gyac mpoBeACHHS €KCIIEPTU3H IIIHHOCTI JJOKYMEHTIB 3/IIMICHIOETHCS B1101p
JIOKYMEHTIB MOCTIHHOTO Ta TpuBasioro (moHan 10 pokiB) 30epiraHHs s miepenadl 110
apxiBy [HCTUTYTY, BUITy4d€HHsI IJIs1 3HUILEHHS JTOKYMEHTIB 1 CIPaB 3a MUHYJI POKH HE
BHeceHunX 10 HA®D, cTpoku 30epiranHs sIKux 3aKiHUHITUCS.

BunyyeHHss [MOKyMeHTIB [UIsi 3HUINEHHS Oe€3 TPOBEICHHS MOMEepPEAHbOI
€KCIIePTU3H iX HIHHOCTI 3a00pOHSIETHCA.

248. BigmoBigalbHUMH 3a  JIJIOBOACTBO Yy  CTPYKTYPHHX — MiApO3.iiax
3MIMCHIOETBCSL BIAOIP JOKYMEHTIB MOCTIMHOTO 30epiraHHs Ha MiJACTaBl TUIOBUX Ta
BIIOMYMX (Tally3eBUX) IMEPENiKIB JOKYMEHTIB 31 CTpOoKaMu 30epiraHHsi, 3BEIEHOI
HOMEHKJIATYpH CIpaB [HCTUTYTY LUIIXOM MEperisiay Ta Hymepaii (0JiBLEeM) KOXKHOTO
apkyiia cripaBu. 3a00pOHAETbCS BIIOIp JOKYMEHTIB JUIsl TIOAANBIIOT0 30epiraHHs abo
3HMINCHHS HA I1JICTaB1 3aT0JIOBKIB CIIPaB B OMUCI 200 B HOMEHKJIATYPI1 CIIPaB.

249. 3a pe3ynpTaTaMH €KCIEPTHU3U I[IHHOCTI JOKYMEHTIB B [HCTHTYTI
CKJIQJIAIOThCA OMHCH CIIpaB MOCTiHOrO, TpuBanoro (moHaa 10 poki) 30epiraHHs, 3
KaJIpOBUX NMUTaHb (0COOOBOr0 CKJIaay), aKT PO BUIYYEHHS Ul 3HUIICHHS TJOKYMEHTIB
(monmatok 17), He BHeceHux 10 HarioHanbHOro apXiBHOTO (hOHTY.

250. 3BeseHi onKcH CIpaB MOCTIHHOTO, TpuBajoro (moxnan 10 pokiB) 30epiraHus,
3 KaJpoBHX MHUTaHb (OCOOOBOTrO CKJIaay) Ta akT MPO BUIYYEHHS [JIs 3HUIICHHS
JOKYMEHTIB, HE BiJHecCeHUX 10 HaioHanbHOTO apxiBHOTO (OHIY, PO3IIIAIAIOTHCS
EKCIIEPTHOK KOMICi€l0 [HCTUTYTYy OJHOYACHO 3a TMepioj, 3a SKUWA 3HIHCHIOETHCS
yHopsaaKyBaHHs. Taki akTH pa3oM 3 OMNMCaMHu CIpaB NOCTIMHOro 30epiraHHs Ta 3
KaJIpOBUX MUTaHb (0COOOBOr0 CKjIaay) MOJAIOTHCS B YCTAHOBJICHOMY MOPAJKY Ha
posrisin EINK I[JIABO Vxkpainu. IloromkeHi akTu 3aTBEpIKYIOTHCS JHPEKTOPOM,
TIABKHY TICHSI HbOTO [HCTUTYT Mae MpaBo 3HUIIUTU JOKYMEHTH.

251. AXT mnpo BWIYYEHHsS JUIsl 3HUIICHHS JOKYMEHTIB, HE BHECEHHUX JI0
HarmionansHOro apxiBHOTO (OHIY, CKIIAMAEThCSA, SK TPABUIO, HA CIpaBU BCHOTO
[HcTuTyTy. SIKIIO B aKkTi 3a3HAUYEHO CHOPaBH KIJIBKOX CTPYKTYPHHMX MIAPO3AUTIB, iX
HAallMEHYBAaHHS 3a3HAYaAlOTbCA TEpel TPYMOK 3arojoBKIB CHpaB IIbOTO MIAPO3ALTY.
[licnss 3aTBep/KEHHsSI aKkTa MPO BUJIJIEHHS JOKYMEHTIB I 3HUIICHHS 3a3HayeHl
JIOKYMEHTH 3/1al0ThCs TIpalliBHUKAMU BIIJIUTY KaJIpiB Ta I1JIOBOJICTBA, 3a 3rOJ0K0 apXiBy,



BIIJIUTY aIMIHICTPATUBHO-TOCIIOAAPCHKOI JISJILHOCTI a00 MiANPUEMCTBAM 13 3aroTiBIl
BTOPHHHOI CHPOBHHH.

CkJjageHHs1 ONIUCIB cIpaB

252. Onuc crpaB — apXiBHUM JOBIJHUK, TPU3HAYCHUH JIJIs1 OOJIIKY Ta PO3KPUTTS
3MICTY OJIMHHIIb 30€piraHHs, OJIMHUIL O0JIIKY, 3aKPIIJICHHS 1X CHCTeMaTH3aIlli y Mexax
apxiBHOTO (POHTY.

253. Ommcu crpaB yKJIQJAalOThCS OKPEMO Ha CIpPaBH MOCTIHHOTO Ta TPUBAJIOTO
(monan 10 pokiB) 30epiranHs Ta 3 KaapOBUX MUTaHb (0COOOBOTO CKIIANY).

Ha cnpaBu tmuacoBoro (1o 10 pokiB) 30epiraHHs OMMCH HE CKIATAIOTHCS. Y
pasi JikBigarii uu peopranizamii [HCTUTYTy Taki OMUCH CKJIAJTAIOThCS 000B’SI3KOBO, YU
aKTH TpO Mepeaady JOKyMEHTIB B apXiB 1HIIOI YCTAHOBH.

254. Onucu cripaB CTPYKTYPHOTO MiAPO3aUTy [HCTUTYTY CKIIagaroThCs MOPOKY 32
BCTaHOBJIEHOIO QopMoro (momatok 18) mocagoBoro 0co0010, BIAMOBIAAIBHOIO 3a
JIJIOBOJICTBO Yy CTPYKTYPHOMY MIAPO3]iJIi, HA OCHOBI IIi€l [HCTpyKIii Ta METOIUYHOI
JIOTIOMOTH apXiBy [HCTUTYTY.

255. Homep ommcy copaB CTpYKTYpHOTO MiApo3ainy I[HCTUTYTY mOBHUHEH
CKJaJaTucs 3 UU(PPOBOrO MO3HAUEHHS CTPYKTYPHOTO MIAPO3JLTY 32 HOMEHKJIATYpPOIO
CpaB 3 [I0JIaBaHHSIM I[IOYAaTKOBOI JIITEPM HA3BU KaTeropii JIOKYMEHTIB, IO
BKJIIOYAIOTBCA JI0 OMHCY, Ta YOTUPHOX IU(PpP POKYy, B SKOMY pO3MOYATO CIIPABH,
BKJIIOUEHI JI0 OMUCY.

Hanpuknana, onucu cripaB nocTiitHoro, TpuBasioro (moxHan 10 pokiB) 30epiraHHs
Ta 3 KaJpOBUX NUTaHb (0COOOBOrO CKJaay) CTPYKTypHOro miapo3ainy Ne S, 1o
OOJIIKOBYIOThCSI 32 HOMEHKJIaTypolo cmpaB 1 posmouati y 2016 pori, MaTUMYTh Taki
nomepu: 511-2016; 5T-2016; SOC-2016.

256. Ilig yac ckiagaHHs OMHUCIB CTIPaB CIi JOTPUMYBATHUCS TaKHX BUMOT: KOXKHA
CIpaBa BHOCHUTBCS JIO OIMHKCY IIiJ] CAMOCTIMHUM MOPSIKOBUM HOMEPOM (SIKIIIO CIpaBa
Mae KiJIbka TOMiB a00 4YacTHH, KOKHHK TOM a00 4YacTHHA BHOCSTHCS 1O OMHUCY ITiJI
OKpEeMHUM HOMepoM); rpadu omucy oOGOPMIIOITECS BIAMOBITHO 10 BiJIOMOCTEH,
3a3HAYEHUX Ha OOKJIAJAMHIN (TUTYJIHHOMY apKylIlll) CIpaBH; Y pa3i BHECEHHS J0 OMUCY
KUIBKOX CIIpaB TIPS 3 OJIHAKOBHUM 3aroJIOBKOM 3a3HAYA€ThCS TMOBHICTIO JIMIIE
3aroJIOBOK MEPIOi CIpaBH, a BCl 1HII OJHOPI/IHI CIPaBH MO3HAYAIOTHCSA CIOBAMU «T€
came», Ipv LOMY 1HIIl BIJIOMOCTI MpPO CHPaBH BHOCATHCS JO ONUCY MOBHICTIO (HA
KOYKHOMY HOBOMY apKYIIl OIMKCY 3arojJIOBOK BIITBOPIOETHCS MOBHICTIO); rpada onucy
«IIpumiTKa» BHUKOPUCTOBYETHCS MJIA BIAMITOK MPO OCOOJMUBOCTI (PI3UYHOTO CTaHy
CTIpaB.

257. Onucu cnpaB BEAYThCS MPOTATOM KITBKOX POKIB 3 BUKOPUCTAHHSM €IMHOI
HacKpi3HOi HyMepalii. CripaBu KOKHOTO POKY CTAHOBJISITh PIYHUM PO3/1T OMUCY.

258. V kiHIl onmucy pOOUTHCS MIACYMKOBHM 3aluC 13 3a3HAUYCHHSIM KUIBKOCTI
(mudpamu 1 croBamu) COpaB, IO OOJIKOBYIOTHCS 3a OMHUCOM, TMEPIIMA 1 OCTaHHIM
HOMEpH CIIPaB 32 OMHCOM, a TaKOK OOYMOBIIIOIOTHCSI OCOOJMBOCTI HyMepallii crpaB B
omwci (JIITepHI Ta MPOMYIIEHI HOMEPH CIpaB). Y PIYHUIN PO3JLT OMKCY CIIPaB BHOCATHCS
TaKOX CITpaBH, HE 3aBEPIIICH]I IPOTATOM KaJICHIAPHOTO POKY. Y TaKUX BUIAJIKAX y KIHIII
PIYHUX PO3AUIIB OMUCY KOXXHOTO HACTYIMHOTO POKY, MPOTATOM SKOTO CIIPaBH
MPOJOBKYBAINCh Y NIJIOBOJCTBI, 3a3HAYA€ThCS: «J{OKyMEHTH 3 LIbOrO NMUTAaHHS JUB.
TaKOX Yy po3/iii3a _ pik, Ne ».



259. Onuc cnpaB CTPYKTYPHOTO MiApO3ALTY [HCTUTYTY MIANUCYEThCS yKIIagadyeM
13 3a3HAYEHHAM MOro mMocaau, NOTOMKYEThCA 3 TPALIBHUKOM KaHUEApil 1
3aTBEPIKYETHCSI KEPIBHUKOM CTPYKTYPHOTO mipo3aity. [lo 3aTBep/KeHHS OIUC
PO3IIISIA€THCA T CXBATIOETHCS EKCIIEPTHOIO KOMICIETO.

260. Omnuc cnpaB CTPYKTYPHOTO MiAPO3AUTY [HCTUTYTY CKiIaliaeTbes y ABOX
OPUMIPHHUKAX, OJMH 3 SKUX TMEPEAAcThCcsl pa3oM 31 CIpaBaMu J0 apxiBy I[HCTUTYTy, a
THIINIA — 3aJIMIIAE€THCS SIK KOHTPOJIBHHUM MPUMIPHUK Y CTPYKTYPHOMY HiAPO3ILIIL.

261. Ha ocHOBI omuciB crpaB CTPYKTYPHHUX MIAPO3IUTIB apxiB [HCTUTYTY TOTye
3BeJCHI OmucH crpaB mocTiiiHOro (momatok 19) Tta tpuBamoro (monam 10 pokiB)
30epiranns (momarok 20), 3 ocoboBoro ckiany (momaTok 21).

262. 3BeneHU OMUC CHpaB MOCTIMHOTO 30epiraHHs CKIATAETbCS Y YOTHPHOX
OpPUMIPHUKAX, $KI TICHAS CXBaJICHHSA EKCHEpTHOI KoMiciero [HCTHTYTY B
yCTaHOBJICHOMY mopsaky noaarotbest juisi cxBasieHHs EIIK IIJIABO VYkpainu, micis
YOro 3aTBEPKYIOThCS JUpekTopoM. OIMH NPUMIPHUK 3aTBEPIKEHOrO OIUCY
nojaerbes 10 [IJIABO Ykpainu.

263. 3BeneHi onucu crpaB TpuBajoro (moHas 10 pokiB) 30epiraHHs CKJIaIal0ThCs
y JABOX TPUMIPHHUKAX, CXBAIIOIOTHCA EKCIEPTHOI Kowmiciero [HcTUTYyTY 1
3aTBEPXKYIOTHCS AUPEKTOPOM.

264. 3BenieHi OMUCH CTIPaB 3 KaJAPOBUX MUTaHb (0COOOBOTO CKIIAY) CKIIAIAI0ThCS
y TpbOX MNPUMIPHUKAX, MIANKCYIOTbCS YKIAJayeM, CXBAIIOIOTHCS EKCIEPTHOIO
koMmiciero [HctuTyTy, mnoromkyrotecs 3 EIIK IJIABO Vkpainu, micias 4oro
3aTBEPKYIOTBCS  JUPEeKTOpoM. OOMH NPUMIPHUK 3BEICHOTO OINUCY TOJAETHCS
JEp>KaBHOMY apXIBy.

265. BianosinanapHi 3a AITOBOJACTBO Y CTPYKTYPHHX IMiIPO3JiJiaX Yepe3 [Ba POKU
MiCAs 3aBEepLIEHHS COpaB Yy JAUIOBOACTBI 3000B’si3aHI  ONUCYBaTH JIOKYMEHTHU
nocTiiiHoro Ta TpuBamoro (monax 10 pokiB) 30epiraHHs, 3 KaJApOBUX NHUTaHb
(ocoboBoro cknamy), 4epe3 JABa POKH 3/aBaTH iX y apxiB [HCTUTYTy Ta mepenaBaTu
JOKYMEHTH TOCTIHHOTO 30epiraHHs BIAMOBIAHO JO 3aTBEP/HKEHUX OMHUCIB CIpaB JI0
II/IABO VYkpainu B yCTaHOBJICHI 3aKOHO/TABCTBOM CTPOKH.

Odopmiienns cnpasn

266. OdopmiieHHs cipaBH MOCTiHOTO 1 TpuBasoro (nmonan 10 pokiB) 30epiranHs
y CTPYKTYpPHOMY H1ApO31JI1 epeadayae:

YiTKYy HyMepallilo apKylIiB y crpasi (OJIBLEM Y BEPXHbOMY IIPABOMY KYTKY);

ckiazeHHs (y pa3l moTpeOu) BHYTPIIIHBOTO OMKUCY JOKYMEHTIB CIIPaBH;

HasBHICTh 3aCBIIUYBaJbHOTO HAMUCY CIPaBH MPO KUIBKICTh apKyIliB 1 PO
0CO0IMBOCTI (PI3UYHOTO CTaHy Ta (POPMYBaHHS CIIPABH;

MIIIMBaHHS a00 OIpaBJICHHS CHOpaBU B OOKIAIUHKY 3 TBEPJOTO KapTOHY
(IBUAKO3MIMBAY);

oopMiIeHHST OOKIaINHKHU (TUTYJIBHOTO apKyIiia) crpaBu (momatku 22, 23).

267. JIokyMEHTH TUMYacoBOTO 30epiranHs (OpMYIOTHCS Ta MiAMIUBAIOTHCA Y
cripaBu 6€3 HyMmepaiiii.

268. Cnpasu 3 rpudom «/lns cmy:x00BOTO KOPUCTYBaHHS», 0COOOBI Ta OKpeMi
IpynH CHOpaB MOCTIMHOrO 30epiraHHs, Ha3BU SKHX HE MOBHICTIO PO3KPHUBAIOTH 3MICT
(cipaBH, MO0 MICTATH MOCTAHOBH, PO3MOPSKEHHS, HaKa3M, PIIICHHS TOIIO0), TTOBUHHI
MaTh PO3MIIICHUM Ha TOYATKy CIPaBU BHYTPINIHIA ONUC JOKYMEHTIB Y CIpaBi.



HeoOxigHicTh  CKJIAQAEHHS BHYTPIIIHBOI'O  OMKHCY JOKYMEHTIB JIESIKUX CIIpaB
BU3HAYAETHCS Mi€t0 [HCTPYKITi€rO.

269. Ilicnsa 3akiHYEHHS JIJIOBOJHOTO POKY JI0 HAIMMCIB Ha OOKJIAIWHKAX CIpaB
MOCTIHHOTO 1 TPUBAJIOTO 30epiraHHs BHOCITHCS HEOOXiTHI YTOYHEHHS, MepPeBIpSIEThCS
BIJIMOBIAHICT, 3arojOBKIB CHpaB Ha OOKIAIMUHIN 3MICTY MIiJIIUTHX JTOKYMEHTIB,
BHOCATBCSA Yy pa3l 1oTpeOM A0 3arojoBKa CIpaBH  JOJATKOBI  BIJIOMOCTI
(MpoCTaBIAIOTHCS HOMEPH HAaKa31B, MPOTOKOIIIB, 3a3HAYAIOTHCS BUAM 1 (POPMHU 3BITHOCTI
TOIIIO).

270. Jlata Ha OOKJAgWHII CHOpaBd TOBMHHA BIANOBIAATH POKY MOYATKY 1
3aKIHYEHHS CIpPaBH; y CIpaBl, II0 Ma€ JOKYMEHTH 3a OUIbII PaHHI POKH, HIXK pIK
YTBOPEHHSI CTIPABH, ITiJT JATO0 POOUTHCS HATIUC: «€ TOKYMEHTH 3 ... POKI».

271. Ha oOxkmaguHKax cCopaB, IO CKIAAAlOThCS 3 KUTBKOX TOMIB (YacTHH),
MIPOCTABIISIIOTHCS JATU MEPIIOrO 1 OCTAHHBOI'O JOKYMEHTIB KOKHOTO TOMY (4aCTUHHU). Y
pa3i 3a3HaueHHsI TOYHOI KaJICHJAPHOI IaTH MPOCTABISAETHCS YUCIIO, MICSIb 1 pik. Yucio
1 piK TO3HAYAIOTHCS ApAOCHKUMHU IIU(PPAMHU, MICSIIh TUIIETHCS CIIOBOM.

272. Ha oOxiamuHIll CHpaBu MPOCTABISETHCS HOMEpP CIpPaBU 3a 3BEJCHUM
OTIMCOM 1 3a IMOTO/KCHHSM 3 apXiBoM [HCTUTYTy — HOMep omucy 1 poHY.

273. Y pa3i 3MiHU HaliMEeHyBaHHs [HCTUTYTy (MOro CTPYKTYpPHHUX MiAPO3JILIIiB)
MIPOTSTOM NEPIOJY, AKUN OXOIUTIOIOTH JOKYMEHTH CIIPABH, B ONMKCAX Ta HA OOKIJIAIUHKAX
CIIpaB 3a3HAYAETHCA HOBE HallMEHYyBaHHS [HCTUTYTY (CTPYKTYpPHOIO MiApO3AllLY), a
MoNepeIHeE — OEpeThCs B IYKKH 3 MPUMITKOIO 32 HOMEHKJIATYPOIO.

Ilepenaua cupas g0 apxiBy Incruryry

274. YmopsnakoBaHiI CHpaBH TOCTiHHOro Ta TpuBamoro (monHany 10 pokiB)
30epiraHHs, 3 KaJpoBUX MHUTAaHb (OCOOOBOro CKiIaay) MepeAaroThes apxiBy [HCTUTYTY
IS TIO/IJIBIIOTO 30epiraHHs Ta KOPUCTYBAHHS B yCTAHOBJICHOMY MOPSIKY.

CnpaBu tumuacoBoro (10 10 pokiB BKIIOYHO) 30epiraHHs, IO 3HAXOJATHCA Y
CTPYKTYPHHX IMJAPO3/IiJIax, HE MOXYThb 3HHUIIyBaTHCS 0€3 MPOBEACHHS EKCIEPTU3M iX
IIHHOCTI, sIKa 3A1HCHIOETHCS €KCTIEPTHOO KOMICIEID CTPYKTYPHOTO MIIPO3IiIy, TIPO IO
CKJIQJIA€EThCS  BIAMOBIMHUNM  aKT. 3HUIICHHS JOKYMEHTIB MPOBOAUTHCS  IPHU
YHOPSAIKYBAaHHI BIAMOBIAHOTO Tepioay 3araibHUM akToMm 1o [Hctutyty. Ilicns mporo
crpaBu TuM4acoBoro (10 10 pokiB BKIIIOUHO) 30€piraHHs MOXYTh TMepeaaBaTUCS 0
apxiBy [HCTUTYTY 3a pillIEHHSIM KEpPIBHUIITBA.

275. Slkmo oxkpemi crpaBU HEOOXIJIHI JJIi MOTOYHOI poOOTH, apxiB IHCTUTYTY
oopMIIsie BUJIauy ClpaB y TUMUYACOBE KOPUCTYBaHHS y HayKoBii 010mioTeni [HCTUTYTY
(monmarok 24). Ilpu pob6oTi 3 opuTiHAIaAMU JTOKYMEHTIB 3a00pOHSETHCS KOPUCTYBATUCS
PYUKOIO, BHUIMCKH pOOJISTHCA OJIBIIEM Ha OKpPEeMOMY apkymi, abo crnocobom
KCEPOKOTM1FOBaHHSI.

276. KepiBHUKMA CTPYKTYpHUX HIAPO3AUIIB y MeEXax HaJaHUX iM IIpas:
3a0e3MeuyoTh JOTPUMAHHS TMpalliBHUKAMH MIIPO3AUTY BHUMOT IIOAO CKJIAJaHHS,
oopMIIEHHSI JOKYMEHTIB 1 OpraHizallii JUIOBOJHUX MPOIIECIB O MOMEHTY Tepeaadi B
apxiB [HCTUTYTY 3TiIHO 3 BUMoOTraMu I1i€i [HCTPYKIIil; 03HAHOMITIOIOTh HOBOIIPUIHSATHX
MpAIiBHUKIB 3 Mi€l0 [HCTPYKIli€I0; TOKIAIal0Th Ha TEPioJ] BIJCYTHOCTI TpAaIliBHHKA,
BIJIMTOBIIAJTILHOTO 32 J1JI0OBOJCTBO (BiAMyCTKa, XBOpoOa Ta iHINE), BEIEHHS 1€l poOOTH
Ha CIellajdbHO BUAUIEHY AJS LIbOTO MOCaJA0BY 0CO0Y; MpU 3BUIbHEHHI abo mepexol Ha
1HITy poOOTY IpalliBHUKA, BIAMOBIAAIBHOTO 32 J1JI0BOJICTBO, OPTaHI30BYIOTh Mepeaady
CIpaB, JOKYMEHTIB 1 peecTpalifHO-KOHTPOJIbHUX KAPTOK 3a aKTOM HOBOIIPU3HAUYEHOMY



Ha 1110 poOoTy mpaliBHUKOBI. KaHuenspis: Hagae CTPYKTypHUM MiApo3aiiiaM [HCTUTYTY
JOTIOMOTY TIpU CKJaJaHHI JOKYMEHTIB Ta (OpMyBaHHI iX Yy CIIpaBH; 3J1MCHIOE
NEPEeBIPKY CTaHy JAUIOBOJCTBA Ta Ma€ MPABO BUMAraTH YCYHEHHS BUSIBIICHUX HEIOJIKIB.
ApxiB [HCTUTYTY: KOHTPOJIIOE MPABUIBHICTh OQOPMIICHHSI JTOKYMEHTIB Yy CIpPaBH IMPHU
371ayl B apXiB Ta B pa3l MNOPYUICHHS BCTAaHOBJIEHMX BHMOTI IIOBEpPTa€ iX Ha
JOOMpAIIOBaHHS; HAJa€ CTPYKTYPHUM MiAPO3/ijdaM KOHCYJbTAIll 3 MUTaHb apXiBHOI
CIIPaBH 3 METOIO JOTPUMAHHSI €IMHOTO TIOPSAIKY ii BeJieHHs B [HCTUTYTI, BIAMOBIIHO 10
YUHHOTO 3aKOHOJABCTBA Ta ITi€l [HCTpyKIIii.

[TpuiiManHs cripaB 311MCHIOETHCS MPAIIBHUKOM apXiBy [HCTUTYTy B MPUCYTHOCTI
MpaIiBHUKa CTPYKTYPHOTO MIiAPO3IITY, BIAMOBIJATHHOTO 3a MJiJOBOJCTBO, SKHI
nepeaac  yrmopsakoBaHI Ta OQOpPMIICHI CHpaBH, 3B’sS3aHI HAJICKHAM YHHOM 3a
3aTBEPIKEHUM OIIHCOM.

277. CrpaBu TOCTIHHOTO, 0COOOBOTO CKIaay Ta TpuBajoro (moHam 10 poxiB)
30epiraHHsl MepealThes 10 apxiBy [HCTUTYTy 3a ommcamu 3pa3ka, BCTAHOBIEHOTO
YkpaepxkapxiBom ([lep>kaBHOIO apX1BHOIO CITy»k0010 YKpainu).

Y KIHII KOXXHOTO TMPUMIPHUKA 3aTBEPHPKEHOTO OIKUCY TMPAIliBHUK apXiBY
PO3MUCYETHCS Y MPUUHSTTI CIIpaB 3 000B’S3KOBUM 3a3HAYEHHSIM KIJTBKOCTI (LMpamH 1
CJIOBaMM ) MepeaHuX CIPaB 1 MPOCTABIISE JATY, MICIS YOro MiAMUCYE KEPIBHUK apXiBy.

OauH TPUMIPHUK OMUCY TOBEPTAETHCS CTPYKTYPHOMY MIAPO3ALTY, BCI 1HIN —
3aJIMIIAIOTHCS B apXiBi [HCTUTYTY.

278. CripaBu, 110 mepenarTbes 10 apXiBy [HCTUTYTY, MOBUHHI OYTH MiAIIUTI Ta
MPOHYMEPOBaH1 HAJIC)KHUM YHHOM.

279. 'V pa3i gjikBigamii abo peopraHizamii CTPYKTYpHOTO  IMiJIPO3ALITY
BIJINOBIJIAJIbHUM 3a JAUIOBOACTBO Yy CTPYKTYPHOMY MiAPO3/iil B MEpioj MPOBEACHHS
JTKBIAAIIAHUX 3aX0/11B (POPMYE BCl JOKYMEHTH y CIPaBH, OPOPMIIIOE CIIPABHU 1 IIEpeiae
ix nmo apxiBy IHcturyty. llepemaua cmpaB 3I1HMCHIOETBCS 3a ONHWCAMHM CHOpPaB 1
HOMEHKJIATypOIO.

[IpamiBauku apxiBy IHcTuTyTy 3000B’si3aHi 3abe3nedyyBaTH  30epiraHHs
MPUIHATUX AapXiBHUX JOKYMEHTIB Ta mepeaady JOKYMEHTIB, IO HajekaTb J0
HamionansHoro apxiBHoro ¢oHAy, TWICAS 3aKIHYEHHS BCTAHOBJICHUX TPAHUYHUX
CTpOKIB X 30epiranHs B apxiBi [HCTUTYTy muisi moctiiiHoro 36epiranus no [[JIABO
Ykpainu.



Honmatok 1
1o [HcTpyKIii
(myHKT 14)
TEPMIHU TA BUBHAYEHHSA NIOHATD
1. CKJIAJ PEKBI3UTIB JIOKYMEHTIB
1.1. T'oTyroun Ta 0OpMITIOIOYH IOKYMEHTH, BUKOPUCTOBYIOThH TaKi PEKBI3UTHU:
01 — 306paxenns [epxkaBuoro I'epba Ykpainu, repba AstonomHoi PecniyOmiiku Kpuwm;
02 — 300pakeHHs emOyieMu opraHizariii abo ToBapHOTO 3HaKa (3HaKa 0OCITyrOByBaHH);
03 — 300pakeHHsT HAropo;
04 — ko opranizarii,
05 — xkox hopMH TOKYMEHTA,;
06 — Ha3Ba oprasizaiii BUIIOTO PiBHS,
07 — Ha3Ba oprasizariii;
08 — Ha3Ba CTPYKTYPHOTO MiAPO3/1Ty OpraHi3allii;
09 — noB1IKOBI JIaHi MPO OpraHi3alliio;
10 — Ha3Ba BUly JOKYMEHTA;
11 — nata noKymeHTa,
12 — peectpamiitHuii 1HIEKC JOKYMEHTA;
13 — mocwiaHHsS Ha pEECTpalIMHMMA I1HACKC 1 JaTy JOKYMEHTa, Ha SKUW JaloTh
BIIIOBIIb,
14 — micue ckiageHHst a00 BUJAHHS IOKYMEHTA,;
15 — rpud oOMexeHHs JOCTyy 10 JOKYMEHTA;
16 — agpecar;
17 — rpud 3aTBEp/HKEHHS TOKYMEHTA;
18 — pe3omrortis;
19 — 3arosIoBOK 0 TEKCTY TOKYMEHTA,
20 — BiIMITKA PO KOHTPOJIb;
21 — TEKCT IOKYMEHTa,
22 — BiIMITKA PO HASBHICTH JOATKIB,
23 — Oianuc;
24 — rpud nmoropKEHHS TOKYMCHTA,
25 — Bi3U JOKYMEHTA;
26 — BIHOUTOK MEYATKH,
27 — BIIMITKA MPO 3aCBITYEHHS KOITIT;
28 — npi3BuIlle BUKOHABLA 1 HOMEp Horo tenedony;
29 — BiAMITKa PO BUKOHAHHS JJOKYMEHTA 1 HaIllpaBJIEHHs HOTo /10 CIIPaBH;
30 — BiAMITKa PO HASBHICTh IOKYMEHTA B €JIEKTPOHHIN dopmi;
31 — BiAMITKA MTPO HAAXOHKEHHS IOKYMEHTA 10 OpraHi3allii;
32 — 3amnuc npo Aep’KaBHY PEECTPAILiIO.

1.2. CxemMu posTairyBaHHS PEKBI3HTIB 1 Me&X 30H Ha ¢dopmari A4 KyTOBOTO i
MO37IOBKHBOTO OJIaHKA MOJAHO B JOAATKY A.

1.3. BurotoBisitoun GJlaHKM JOKYMEHTIB, BUKOPHUCTOBYIOTh Takl pekBi3uTu: 01,
02, 03, 04, 05, 06, 07, 08, 09, 10, a Tako) MOXKJIMBI BIIMITKH JJIsi PO3TAlTyBaHHS
peksizutiB: 11, 12, 13, 14, 16, 19, 20, 21. Ilpuxmanu HaBeaeHo B gomatky b. ¥V pasi
3aCTOCYBaHHS TpadapeTHUX TEKCTIB JOKYMEHTIB BUKOPUCTOBYIOTh PEKBI3UT 21.



1.4. JlokyMeHTH, 110 1X CKJIaJal0Th B OpraHi3allii, TIOBUHHI MaTH Taki 000B’A3KOB1
pekBi3uTH: Ha3Ba opraxizaiii (07), Ha3Ba Buay nokyMeHta (10) (He 3a3HayarOTh Ha
nucrax), nata (1'l), peectpamiiinuii iHaekc mokyMeHTa (12), 3arojioBOK 10 TEKCTY
nokymenTa (19), tekct mokymenrta (21), mignuc (23). Odopmiroroun pi3HI BUIU
JIOKYMEHTIB BIJIIOBIJTHO /10 HOPMAaTUBHUX JIOKYMEHTIB, KPIM 3a3Hau€HUX 00O0B’SI3KOBHX
PEKBI3UTIB, BUKOpUCTOBYIOTH Taki: 01, 02, 03, 04, 05, 06, 08, 09, 13, 14, 15, 16, 17, 18,
22,24, 25,26,27,28, 29, 30, 31, 32. [Ipukiiaau HaBeEeHO B 10AaTKy B.

1.5. Y nokymeHTax, mo iX oopMITIOIOTh Ha JBOX 1 OUTBINE CTOpPIHKAX, PEKBI3UTH
22—-28 mpocTaBisioTh micis TekcTy (21), a 29-31 — Ha HmKHbOMY Oepesi mepiioi
CTOPIHKHU JOKYMEHTA.
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Jlomatok 2
1o [HcTpyKIii
(myHKT 18)

BUMOI'N
10 0popMIIeHHS TIOKYMEHTIB, 1110
BHUTOTOBJIIIOTHCS 32 J0MIOMOI0I0 IPYKYBAJIbHUX 3aC00iB

1. Jlnga 1apykKyBaHHSI TEKCTIB CIIY>)KOOBHX JOKYMEHTIB BHUKOPHUCTOBYETHCS
rapuitypa Times New Roman, mpudt posmipom 12—14 npykapcbKuxX ITyHKTIB.
JI03BOJISETHCSI BUKOPUCTOBYBATU MIPUPT po3mipoM 8—12 ApyKapChbKUX MYHKTIB st
ApyKyBaHHS pekBi3uTy «lIpi3Buie BUKOHaBLA 1 HOMEp HOro tenedoHy», BUHOCOK,
MOSICHIOBAJIBHUX HAMHUCIB JI0 OKPEMHUX €JIEMEHTIB TEKCTy JIOKyMeHTa abo Moro
PEKBI3UTIB TOIIIO.

[Tim gac ApyKyBaHHSI 3ar0JIOBKIB JO3BOJISIETHCS BUKOPHUCTOBYBATH HaIliBXKUPHUN
mpudT (npsiMuii abo KypcuB).

2. Texct moxymeHTiB Ha mamnepi gopmary A4 (210 x 297 MM) peKOMEHJ0BaHO
ApyKyBatu uepe3 1—1,5 mMikpsiikoBoro inTepBaiy, a ¢popmaty AS (148 x 210 mm) —
yepe3 | MIKPSIKOBUI 1HTEpBAI.

TekcT nOKyMeHTa, 110 MOJAEThCA IS JIep’KaBHOI peecTpauii 10 MiH’tocty,
IpyKyeThes Ha namnepi popmaty A4 (210 x 297 Mm) 3 BUKOPUCTAHHSM TrapHiTypu Times
New Roman Ta mpugty po3mipom 14 npykapcbkux MyHKTIB, 4epe3 1,5 MIKPSIKOBOTO
1HTEpBaTY.

PekBi3UTH JO0KyMeHTa (KpIM TEKCTY), SIKI CKJIAQJalThCs 3 KUIBKOX PSIKIB,
IpYKyIOTbcsl uepe3 1 MiKpsankoBui 1HTepBal. CKIagoBI YacCTUHU PEKBI3UTIB
«Anpecary, «I'pud 3aTBepKeHHY, «I'pud MOTOMHKEHHSD BIAJOKPEMITIOIOTHCS OJIUH BiJl
OJIHOTO yepe3 1,5 MKpSAIKOBOrO 1HTEpBAITY.

PekBi3uTH JOKyMEHTa BiJOKPEMJIIOIOTHCS OAMH Bix omgHOrO uyepe3 1,5—3
MDKPSIKOBUX THTEPBAJIH.

3. Ha3Ba Buay OKyMeHTa JPYKYETHCS BETUKUMHU JIITEPAMHU.

4. PosmudpyBanHs mianucy B pekBizuTi «lliamucy nOpykyeTbcsi Ha piBHI
OCTAaHHBOTO PSAJIKA HA3BU MOCAJIH.

5. MakcumanbHa JTOBXKHHA psiika 0araTOpsIKOBUX PEKBI3HUTIB (KPIM PEKBIZUTY
TeKCTy) — 73 MM (28 IpyKOBaHHX 3HAKIB).

Skmo 3arogoBok g0 Tekcty mnepeBuirye 150 3HakiB (5 psakiB), HOro
JI03BOJIIETHCS TIPOJIOBXKYBATH J10 MEX1 MpaBoro mosjs. Kpamnka B KiHINl 3arojioBKka He
CTaBUTHCSL.

6. Ilix yac odopmieHHSI TOKYMEHTIB CJiJ] TOTPUMYBATHUCS TaKWUX BIJCTYMIB BiJl
ME3K1 JIIBOTO TIOJISI IOKYMEHTA!

12,5 MM — nJ1s abG3a1iiB y TEKCTI;

92 MM — 111 peKBI3UTY «AapecaTy;

104 mm — it pexBi3uTiB «I pud 3arBepmkreHHs» Ta «['pud oOMexxkeHHs mOCTymy
70 JOKYMEHTa;

125 MM — i1 po3mmdpyBaHHs mianucy B pekBi3uTi «Iligmucy.

7. He pobuthcs BimCTymn BiJ MeEXi JIBOrO TOJA JUIsl peKBi3HTIB «Jlata
JTOKYMEHTa», «3arojioBOK 0 TEKCTy AOoKyMmeHTa», «Texct» (0e3 abzamiB), «BigmiTka
PO HAasBHICTH 10AATKiBY», «[Ipi3Builie BUKOHaBLA 1 HOMep ioro TenedoHy», «BiamiTka



PO BUKOHAHHS JOKYMEHTA 1 HaJCWJIaHHA MOro JI0 CIpaBU», HAWMEHYBAHHS MOCAJU Y
pekBizutTax «lligmuc» Ta «I'pud moromkeHHs», 3aCBIIYYBATBHOTO HAMKUCY «3T1AHO 3
opuriHasiom», a Takoxk cliB «CIIYXAJIN», «BUCTYIIWIIN», «BUPIIINIIN»,
«YXBAJININY, «<cHAKA3VYIO», «30b0B’S3VIO».

8. 3a HasgBHOCTI KUIbKOX TpuU(]PIB 3aTBEPIKEHHS 1 TMOTOKEHHS BOHU
PO3MIIIYIOTECSA Ha OJHOMY PIBHI BepTUKAIBLHUMHU psakamu. [lepruit rpud — Big Mexi
JBOTO MOJs; Apyruil — uepe3 104 MM Bijx MeXi JIIBOTO TOJIS.

9. SIkmo B TEKCTI JOKyMEHTa MICTUTHhCS TOCHJIAHHSA Ha JOoAaTKd abo Ha
JTOKYMEHT, 110 CTaB MiACTaBOIO IJIi WOTOo BHmaHHs, cioBa «Jlomatox» i «IlimcraBay
APYKYIOTBCS BiJl MEK1 JIBOTO IMOJIS, & TEKCT JI0 HUX — Yepe3 | MIKPSAKOBHUM 1HTEPBAJL.

10. ITig vac odopmieHHS AOKYMEHTIB Ha JIBOX 1 OlUIbIIe CTOpIHKax JApyra Ta
HACTYIIHI CTOPIHKY MOBUHHI OyTH MIPOHYMEPOBaHi.

Homepu cTOpIHOK CTaBIsATHCA MOCEPEINHI BEPXHBOTO MOJI apKyllla apaObCbKUMU
udpamu 6e3 3a3HaUCHHS CII0OBA «CTOPIHKA» Ta PO3/1I0BHX 3HaKiB. [lepina cTopiHka He
HYMEPYETHCSI.

11. TekcTn HOKYMEHTIB TMOCTIHHOTO 30€piraHHs JIPYKYIOThCS Ha OJHOMY OOII
apkyma. J[okyMeHTH 31 CTpOKOM 30epiraHHsi /0 5 pOKIB MOXKHA JpPYKyBaTH Ha
JUIIBOBOMY 1 3BOPOTHOMY OOIIl apKyIIia.



MIHICTEPCTBO AT'PAPHOI
[TOJIITUKU TA
[TPOJIOBOJILCTBA YKPAITHU

YKPATHCBKHUM IHCTUTYT
EKCIEPTHU3U COPTIB
POCJIUH

VYkpaina, 03041, Kuis-41,
ByJ. ['eHepana Poagumuesa, 15
Ten.: (044) 258 34 56
dakc: (044) 257 99 63
e-mail: sops@sops.gov.ua

JlomaTok 3
1o [HcTpykIii
(myHkT 20)

MINISTRY OF AGRARIAN
POLICY AND FOOD OF
UKRAINE
UKRAINIAN INSTITUTE FOR
PLANT VARIETY
EXAMINATION
15, Henerala Rodimtseva vul.,
Kyiv 03041, Ukraine
Tel.: +380-44/258 34 56
Fax: +380-44/257 99 63
e-mail: sops@sops.gov.ua

No

Ha




«

»

Jonmatok 4
1o [HcTpykIii
(myHkT 20)

YKPATHCBKHA IHCTUTYT EKCHEPTHU3U COPTIB POCJIMH

HAKA3

20 poky Kuis No




«

»

Jlogatok 5
1o [HcTpykIii
(myHkT 20)

YKPATHCBKHA IHCTUTYT EKCHEPTH3U COPTIB POCJIMH

PO3ITOPAKEHHSA

20__ poky No




JlomaTok 6
1o [HcTpykIii
(myukty 37)

ITEPEJIIK

JTOKYMEHTIB, 10 3aTBEP/KYIOThCS 3 MIPOCTABJISIHHAM rpuda 3aTBepIsKeHHs

1. Aktm (TOTOBHOCTI 00'€KTa 10 eKCIUTyaTallii, CIHMCAaHHS; I1HBEHTapH3allii,
eKCIIePTU3H; BUIYUYCHHS CIIpaB JUIsl 3HUIICHHS; Mepeaadl CIpaB; JIKBIJAIlli YCTaHOB
TOIIIO).

2.3aBmaHHa (Ha TIPOCKTYBaHHS OO0’€KTIB, TEXHIYHHMX CIOPY., KalliTaJbHE
OyIIBHMIITBO; HA MPOBEIEHHS HAYKOBO-IOCHIIHHMX, MPOEKTHO-KOHCTPYKTOPCHKHUX 1
TEXHOJIOTTYHUX POOIT; TEXHIUHI TOMIO).

3. 3BiTH (PO OCHOBHY isUTBHICTB; BIAPSDKEHHS; HAYKOBO-AOCHIIHI poOOTH
TOIIIO).

4. Komropuicu BuUTpaT (Ha YTpUMaHHS amapary YHOpaBliHHA, OyJMHKIB,
MPUMIIIEHB, CIIOPYJ; HAa MIATOTOBKY Ta OCBOEHHS BUPOOHMIITBA HOBUX BHPOOIB; Ha
KamiTajbHe OyA1BHUIITBO TOIIIO).

5. Homenknarypu crpas.

6. HopmatuBu  (BUTpayaHHST ~ CHpPOBUHH,  MaTepiaiiB,  €JIEKTPOCHEPrii;
TEXHOJIOTTYHOTO TPOEKTYBAHHS; YHCEJIBHOCTI MPAI[IBHUKIB TOILIO).

7. Onucu crpas.

8. [lepeniku (mocan MpaliBHUKIB 3 HEHOPMOBAaHUM pOOOYMM IHEM; THUIIOBUX,
B1IOMYMX (TaJly3€BHX) JOKYMEHTIB 13 CTpOKaMu 30€piraHHs TOLIO).

9. lnamm (BupoOHHWYI; OyAIBEIbHO-MOHTXHHUX, MPOEKTHO-PO3BITyBAIbHUX,
HayKOBO-JIOCHIAHUX POOIT; BIOPOBAIKEHHS HOBOI TEXHIKHM;, KOOIEPOBAHUX IMOCTABOK
MPOJYKUIi; PO3MOAULY MNPOJAYKLIi 32 BCTAHOBJIEHOI HOMEHKJIATYpOIO; OTPUMAaHHS
MPUOYTKIB KHUTJIOBO-KOMYHAJIBHUM T'OCIIOJIAPCTBOM BiJl KAIMITAILHOTO PEMOHTY; POOOTH
KOJIET11, HAYKOBO-TEXHIYHOI PaJik, HAYKOBOT pajiy TOIIIO).

10. ITocamoBi 1IHCTPYKIIIi.

11. Tlporpamu  (piHAHCOBO-€KOHOMIYUHI; TPOBEIEHHA pOOIT 1  3aXO/IlB;
BIJIPSI/KEHB TOIIIO).

12. TIpoTokonu 3aciaHb KOJIETiaJbHUX OPTaHiB (3a TOTPEON).

13. Po31inky Ha BUKOHAHHS POOIT.

14. Ctatytu (1OJOXKEHHS, TOCAI0B1 IHCTPYKIIIi) YCTAHOB.

15. CTpyKTypa yCTaHOBH.

16. ®opmu yHiIPiKOBaHUX JOKYMEHTIB.

17. IITaTHi po3nucH.



Jomatoxk 7
1o [actpykmii
(mynkt 70)
IEPEJIIK
JOKYMEHTIB, MiINMNCH HA AKUX CKPIIJIIOITHCA repooBOI0 MEeYATKOI0

1. Axtu (BUKOHAHHS POOIT, CHHCAHHA, EKCIEepPTH3H, (HIHAHCOBUX TIEPEBIPOK;
BUJIYYEHHS CIIpaB JUIsl 3HUIICHHS; TIepeiadl CIipaB TOIIIO).

2. ApKy1ri moroKeHHS MPOEKTIB HOPMATHBHO-TIPABOBUX aKTIB.

3. BucHOBKM 1 BIATYKHM YCTaHOB Ha JucepTailii Ta aBTopedepaTd, 10
HaJICUJIAIOThCA 0 BuIoi atecraiiitnoi koMicii Ykpainu.

4, Jloigku (JIIMITHI; TPO BHUIUIATY CTPAXOBUX CYM; BUKOPUCTAHHS OIOJKETHHUX
ACUTHYBaHb Ha 3apIlIaTy; PO HapaxoBaHy 3apIujiaTy TOIIO).

5. JoroBopu (mpo  MarepiajgbHy  BIANOBINANBHICTh,  HAYKOBO-TEXHIUHE
CHIBPOOITHULITBO, MIAPSAN, OPEHAY IPUMIIIEHB; PO BUKOHAHHS POOIT TOLIO).

6. JlokyMeHTH (JIOBIJKH, TTOCBITYCHHSI TOIIO), 1[0 3aCBIAUYIOThH IIpaBa TPOMAISH 1
IOpUJIMYHUX OCI0.

7. lopy4yeHHs Ha OJepKaHHS TOBAPHO-MAaTEPIAIbHUX IIIHHOCTEW, OFOKETHI,
0OaHKIBCBKI, IICHCIMHI, IIATDKHI.

8. 3aBmanHa (Ha TPOEKTyBaHHS OO €KTIB, TEXHIYHHX CIOpPYHA, KamiTalbHE
OyIIBHUIITBO; TEXHIYHI TOIIIO).

9. 3asBu (Ha aKpEUTHUB; PO BIJIMOBY BiJl aKIIETITY TOIIIO).

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

11. 3pa3ku BIIOWTKIB IE€YATOK 1 IIJAMKHCIB TMpPaIiBHUKIB, SKI MalOTh IIPaBO
3MIIMCHIOBATH (DIHAHCOBO-TOCTIOAAPCHKI Omepaliii.

12. Komropuc BUTpar (Ha yTpUMAaHHS amapary YNpaBIiHHA, HA MiITOTOBKY Ta
OCBOEHHSI BUPOOHUIITBA HOBHX BUPOOIB; Ha KAIBKYJISIIIO 32 JOTOBOPOM; Ha KariTalbHe
OyIIBHUIITBO TOIIIO).

13. JIuctu rapaHTiiiHi (Ha BUKOHAHHS pOOIT, HaTaHHS MTOCTYT TOIIIO).

14. HomeHKkIaTypH CIpas.

15. Onucu cnpas.

16. [loganHsa 1 kIOMOTaHHS (PO HATOPOKEHHSI OpJEHAMHU 1 MemaisiMu; Tpo
MIPEMIIOBaHHS).

17. TIpoTokonu (TOTOMKEHHSI TJIaHIB MTOCTABOK).

18. Peectpu (4ekiB, OI0KETHUX TOPYICHB ).

19. Crnenudixkartii (Bupo0OiB, MPOAYKIIii TOIIO).

20. CriyibHI TOKYMEHTH, MIATOTOBJICH] Bijl IMEH1 IBOX 1 O1JIbIIIE yCTAHOB.

21. CtaTyTH yCTaHOB.

22. TuTynbHI CIUCKU.

23. TpyaoB1 KHUKKH.

24. llltaTHi po3MUCH.

25. [TonoxxeHHsI.

26. [TocamoBi IHCTPYKIIIi.



JlogaTok 8
1o [acTpyxkitii
(myukt 132)

KYPHAJI
peecTpauii MOCBiA4YeHb PO BiAPSAKEHHS
No [pizBumre, Micre Micue |[lata i Homep|/laTta BUOyTTS Jlata
3/m HILATH po0OTH BIAPSUDKEHHS|  Hakazy y npuOyTTS 3
Ta BIJIPSJKECHHS |BIAPSKCHHS
rocaja
1 2 3 4 5 6 7




Jonatok 9
1o [HcTpykIii
(myukt 141)

3BIT*
PO 00CAT JOKYMEHTO000iry
3a 20 p.
KiapKkicTh JOKYMEHTIB
JlOKyMEHTH OpUTIHAJIH KOmii yCBhOTO
BximH1
Buxigai
BuyTpimixi
Ycboro
KepiBHuk
BIJIUTY KaJIpIB Ta (miammc) (iHiianu (iHiIiaJl IMEH1) TIP13BUIIIE)
1JIOBOJCTBA

20

* ¥V pa3zi notpebu 3BIT MOXKeE JOTOBHIOBATUCS 10JJaTKOBUMU rpadhaMi.



Jonatok 10
1o [HcTpykIii
(myukt 154)
MEPEJIIK

AOKYMEHTIB, 110 He MiAJIAralTh peecTpauil BilayioM KaapiB Ta AigoBoacTBa™

. I'padiku, Hapsiau, 3asBKH, PO3HAPSIKH.

. 3BeieHHA Ta iHopMaIllis, HalicaaHi 10 BiioMa.

. HaBuasnpHi manu, nporpamu (korif).

. PeximamH1 OBimOMITIEHHS, TUTAKATH, IPOTPaMU Hapa, KOH(PEPEHIIii TOIIO.

. [IpelickypanTu (Kormii).

. Hopmu BuTpatu marepiasis.

. BiTasnbHi TUCTH 1 3aMpOIIICHHS.

. ApykoBaHi BufiaHHs (KHUTH, )KypHAaJIU, OIOJIETEH]).

. HaykoBi 3BiTH 32 TeMaMH.

10. MicsiuHi, KBapTaJibHi, MBPIYHI 3BITH.

11. ®opmu CTAaTUCTUYHOI 3BITHOCTI.

12. JloroBopwu.

13. TenaepHi TPOMO3UIILi.

©OCoo~NOoO Uk~ WN B

* JIokyMeHTH, 3a3HaueH1 y myHkTax 1, 3, 8 — 13, nijyisratoTs crnemiaibHOMY OOJIKY Y
BIJITIOBITHUX CTPYKTYPHUX MiApo3auiax [HeTuTyTy (Bigauty OyXrairepchbKoro o0JIiKy Ta
(hiHaHCOBOTO 3a0€3MeUeHHs, BTy KaJapiB Ta A1JI0BOACTBA, O10110Telli).



peecTpaiii BXiTHUX JOKYMEHTIB*

Honatoxk 11
1o [HcTpykIii
(myukt 164)

KYPHAJI

Hara Kopecnonnent,| Kopotkuii | Pezomrortist abo |  ITigmuc BigmiTka
HAIXOHKEHHs| aTa Ta 1HIEKC 3MICT BIITOBIAJIBHUM | 0cOoOH, KA po
Ta 1HJIEKC 0JIePKaHOTO BHUKOHABEIlb oTpuMaja | BUKOHAHHS
JTOKyMEHTa JOKyMEHTA JOKYMEHT | TOKYMEHTa
1 2 3 4 5 6

*V pa3zi notpedu xKypHaJl MOXKE JOTTOBHIOBATUCH JI0JJaTKOBUMU I'padaMu.




KYPHAJI

JlogaTok 12
1o [HcTpykIii
(myukt 164)

peecTpanii JOKyMeHTiB, ctBopeHux Incruryrom*

Harata | KopecnoHzueHT KopoTkuii 3mict BinmiTka npo BUKOHaHHS
1H/ICKC JOKyMEHTa
JOKYMEHTa
1 2 3 4

*V pasi notpedu XypHa1 MOXeE JTOMOBHIOBATUCH JOJaTKOBUMHU rpadaMu.




Honatoxk 13
1o [HcTpykIii
(myukt 184)
CTPOKHA
BUKOHAHHS OCHOBHHMX IOKYMEHTIB

1. Axtu Ilpesunenta Ykpainu — y pasi, koiu B akTi [Ipesunenta Ykpainu cTpok
BUKOHAHHS 3aBJaHHS HE BU3HAUCHO, WOTO BUKOHAHHS 3MIMCHIOETHCA mpoTsirom 30
KaJICHIAPHUX JTHIB 3 1aTH HAOpaHHSI YAHHOCTI ITUM aKTOM.

2. 3anmuT HApOJHOTO JemyTaTa YKpaiHu — He MI3HIIIe HIXK Y 1T ATHATIATHACHHUN
CTPOK 3 JHA MOro HaAXo/KeHHS abo B 1HIIMK ycTaHOBieHHMN BepxoBHoro Panoro
VYkpainu ctpok. 3anut genyrara BepxoBHoi Pagu ABroHomHoi PecryOmiku Kpum — y
M'ATHAUATAICHHUNA CTPOK, JIeTyTaTa MICIEBOi paji — B YCTAHOBIIGHUW 3a3HAYEHOIO
Pazor0 CTPOK.

Sxmo 3anuT HAapoAHOro jemyrara Ykpainu (nemyrtata BepxoBuoi Pamu
ABtoHoMHOI PecryOmiku Kpum, nemyrara micuieBoi pajan) 3 00’€KTUBHUX MPUYHH HE
MOK€ OyTH pO3IJIIHYTO B YCTAHOBJIEHUH CTPOK, HAJICUJIAE€THCS BIAMOBITHO J10 3aKOHY
MHMCHMOBE MOBIJJOMJICHHS Cy0’€KTaM BHECEHHS 3aIlUTYy.

3. 3BepHEHHs HapoAHOro JemyTaTa Ykpainu (memyrara BepxoBHoi Panu
AtoHOMHO1 PecniyOniku Kpum, nemyrara MicieBoi pajan) — NpoTIroM He Outbil sk 10
JTHIB 3 JHSI HaJIXOJI>)KCHHS.

VY pa3l HEMOXXJIMBOCTI PO3IJISIAY 3BEPHEHHS HAPOJHOTO Jemnyrara YKpaiHd
(memmytaTta BepxoBHoi Panu ABToHoMHOT Pecniy0miku Kpum, nemyraTta MicueBoi paau) B
YCTAHOBJICHUU CTPOK MOMY MOBIIOMJISIFOTH TPO 11€ O(MIIIHHUM JTUCTOM 13 3a3HAYEHHSIM
MPUYHH MPOJIOBKEHHS CTPOKY po3risay. CTpok po3risay AEmyTaTChbKOro 3BEPHEHHS 3
ypaxyBaHHSAM CTPOKY IPOJIOBXKEHHSI HE MoKe TiepeBuIyBatu 30 JHIB 3 MOMEHTY HOTO
HaJIXOJI’)KCHHSI.

4. Pimenns KabGinery MinicTpiB YKpaiHU MO0 JOOMpPAIFOBAHHS MPOEKTIB
HOPMATHBHO-TIPABOBUX aKTiB — 70 10 AHIB MiCis po3Tsay MPOEKTY aKTa Ha 3aciaHH1
Kab6inety MinictpiB Ykpainu (SKIIO HE BCTAHOBJICHO IHIIUHN CTPOK).

5. TlocranoBu Ta BUCHOBKM Kouerii PaxyHkoBoi mamatu — 15 nHIB 3 JHSA
peecTpallli TOKyMEHTa B yCTaHOBI (SIKIIO 1HIINI CTPOK HE BCTAHOBJICHO Y JOKYMEHTI).

6. IToromxenns npoektiB akTiB Kabinety MiHicTpiB YKpaiHu ycTaHOBaMH, SIKUM
Il TPOEKTH HAMICIAHO JJIsl PO3IJIANY, — y CTPOK, YCTAHOBJIEHHUW IX TOJOBHUMHU
PO3pOOHUKAMM.

7. 3anut Ha myOJIiuHy 1H(pOpMaIlio BiJl (PI3UUHOI, FOPUAUIHOI 0COO0HU, 00’ € THAHHS
rpoMajasiH 0e3 cTaTycy IOpUIMYHOI OCOOM, KpiM CYO’€KTIB BJIAQJHUX TOBHOBa)KCHb
(mam — 3anuTyBadi), Ta HaAaHHS BIAMOBII HA 3aITUT HA 1H(POPMAIlII0 — HE OUIbIIE T ATH
poOoUMX HIB BiJ AHS HAIXOKEHHS 3aIUTY.

VY pa3i konam 3anmuT Ha iHGOPMAII0 CTOCYeThes 1H(OpMAIlii, HEOOXITHOT IS
3aXUCTY KUTTS YM CBOOOJM OCOOH, MPO CTaH JOBKULIA, SKICTh XapUYOBUX MPOIYKTIB 1
npeaMeTiB moOyTy, aBapli, karactpodu, HeOE3Me4yHl NPUPOJHI SBHUIIA Ta 1HII
HAJ3BUYAIHI MO11, 10 cTanucs abo MOXYTh CTaTUCh 1 3arpOXKYIOTh Oe3Melll rpOMaIsH,
BI/IMOBI/Ib TMOBMHHA OyTH HajaHa HE MI3HIIME HDK TOpoTsaroMm 48 roauH 3 JHS
HAJXOKCHHS 3aIUTYy.



VY pa3i KoM 3amuT CTOCYEThCS BEJIMKOro obcsry iHdopmarii abo morpedye
nomyky iH@opmMmaiiii cepes; 3Ha4HOT KIIBKOCT1 JaHUX, PO3MOPSIHUK 1H(OpMAIIii MOXKe
IPOJOBKHUTH CTPOK PO3TIsiAy 3anuty 10 20 pobodyux AHIB 3 OOIPYHTYBAHHSIM TaKOTO
npojoBxkeHHs. [Ipo MpOAOBKEHHS CTPOKY pPO3MOPAIHUK 1H(OpMAIT MMOBIIOMIISIE
3anuTyBayy B MUCHMOBIN (DOpPMI HE Mi3HIIIE HIXK MPOTATOM I’SITH POOOUYUX JHIB 3 JIHS
HAJXOKCHHS 3aIUTYy.

BigctpodeHHs B 3a10BOJICHH] 3aTUTy Ha iH(OPMAITiIO TOMYCKAETHCSA B pa3i, KOJIU
3anuTyBaHa iHOpMAaIlsl HE MOXe OyTH HajaHa IJisi O3HAWOMJICHHS B TiepemOadeHi
CTPOKM y pa3i HacTaHHS OOCTaBUH HemepeOOpHOi cuiu. PimieHHS mpo BIACTPOUYEHHS
JOBOAUTHCS /10 BiJJOMa 3amUTyBaya y MHCHMOBIM (QopMi 3 pO3’SICHEHHSIM MOPAIKY
OCKap>KCHHSI PUUHSATOTO PIIICHHS.

8. 3BepHEHHsI TPOMAITH — HE OUTbIIIE OAHOTO MICAIS BiJl THS X HAIXOHKCHHS, a
Ti, sIK1 HE TOTPEOYIOTh JOAATKOBOIO BUBYECHHS, — HEBIAKIIAHO, ajie HE Mi3Hie 15 qHIB
B1JI JTHS X HAJIXOJ[PKEHHS.

K110 y MICSIYHHM CTPOK BHUPIIIUTH MOPYIICH] y 3BEpHEHH] MUTAaHHS HEMOXKJIUBO,
KEpIBHUK YCTAaHOBU a00 MOTro 3aCTyMHUK BCTAHOBIIOIOTH HEOOXIMHUM CTPOK ISt HOTO
PO3IIISALY, PO 110 MOBIJOMIISIOTE 0C001, siKa rmojaia 3BepHeHHs. [Ipu iboMy 3aranbHUN
CTPOK BUPIIICHHS MUTaHb, IOPYIICHUX Y 3BEPHEHHI, HE MOKE MEPEBUIIYBaTH 45 JTHIB.

9. Jluctu-gopydeHHs 1 IUCTU-3AMUTH YCTAHOB BUILIOTO PIBHS — JI0 3a3HAYEHOTO B
HUX CTPOKY.

10. Tenmerpamu, B SKMX MOPYLIYIOTHCS MUTAHHS, IO MOTPEOYIOTH TEPMiIHOBOTO
BUPIIICHHS, — JI0 ABOX JHIB, peiTa — npotsarom 10 aHiB.



Jonarok 14
1o [HcTpykIii

(myukT 199)
3BEJAEHHS*
PO BUKOHAHHS IOKYMEHTIB, 110 MiVIATAI0TH iHAUBIIYaJIbHOMY KOHTPOJIIO,
CTAHOM HA
20 p.
NoHalimeHnyBaHHs JIoKyMeHTH Ha KOHTPOJI
Ta IHAEKC  [yChOro| HAMIMIILIO 3 HUX
CTPYKTYPHHUX 3a BUKOHAHOBUKOHYIOTHCS|IIPOI0BKEHO[IPOCTPOUEHO
M1IPO3/I1JTIB MorepeIHIN y CTPOK CTPOK
MICSIIb BUKOHAHHSI
1 2 3 4 5 6 7 8
HaiimenyBaHnHs nocaaun (miammc) (iHimianu (1HiIiaa iIMeHi), TPi3BUIIIE)

KEepiBHUKA BIIJILTY KaJIpiB Ta
JIIJIOBOJICTBA

20

__b.

*V pa3i notpedu 3BeIEHHSI MOXE JIOMTOBHIOBATUCS JOJATKOBUMHU rpadaMu.




VYKpailHChKUN THCTUTYT
EKCIIEPTU3H COPTIB POCIUH
HaiimeHnyBaHHS CTPYKTYypHOTO

M1IPO3A1LTY

HOMEHKIIATYPA CIIPAB
Ne

Ha  pik

Honatoxk 15
1o [HcTpykIii
(mynskT 218)

3ATBEPJIXXYIO

KepiBHUK CTPYKTYPHOTO HIAPO3ILTY
VYKpaiHCHKOTO 1HCTUTYTY €KCIIEPTU3H
COpPTIB POCIIMH

[Tigmmc Posmmdposka mignucy

Jata

(HaliMeHyBaHHS PO3JILITY)

[Hnexc cnpasu

3aroJ0BOK
CIIpaBH
(TOMy, YaCTHUHU)

Kinbkicte cripaB [Ctpok 30epirants [Tpumitka
(TOMIB, YaCTHH) CIIpaBH

(TOMy, YaCTHUHU)
1 HoMepu cTaTei
3a MepeTikoM

1 2 3 4 5
[Tignuc [Hiianu, npi3Buile
HaliMmenyBaHHS ocaau KepiBHUKA
CTPYKTYPHOTO MiAPO3ILITY
Jlara
CXBAJIEHO [HOTI'O’KEHO

[IpoToxo 3acijaHHs €KCIEPTHOI
KOMICIi CTPYKTYpPHOTO ITiJIpO3ALITY

3aBiayr0unil BIIUTY KaJapiB Ta AUIOBOICTBA
YKpaiHCBKOTO 1HCTUTYTY
EKCIIEPTU3H COPTIB POCITUH

ITignmc Inimiamm, npizBume  Ilignuc [Himianm, nmpi3BuIIe
JlaTa Jlata

Ne Ne

[TincymMKoOBHMiA 3aITUC PO KAaTeropli Ta KUIbKICTh CIIPaB, 3aBEJICHUX Y _ pOII B
CTPYKTYPHOMY TI1JPO3/I1IL.

[TocTiiiHoro

Tpusasioro

(monax 10 pokiB)

Tumuacosoro

(10 10 pokiB BKJIIOYHO)




Ycroro

[Tigmuc [Himianu, npi3BuILe
HaiitmenyBanHs nocaau ocoow,
BIIITOB1IAIBHO]T 32 J1JIOBOJICTBO
y CTPYKTYPHOMY IT1IpO3/I1ITI
JlaTta
[1incyMKOBi BiIOMOCTI TIEpeIaHo 0 BIAALTY KaJapiB Ta JIOBOICTBA
HaiimenyBaHHs ocaau ocoou, ITignuc [HiamM, mpi3BUIIe
BIJIMTOBIIaTILHOT 32 TIepeaady
B1JIOMOCTEH
JlaTta



IlomaTok 16
1o [HcTpykIii

(myukt 218)
3ATBEP/KVYIO
VYKpaiHChbKUM 1THCTUTYT €KCIEPTU3U JupekTop YKpaiHCHKOTO 1HCTUTYTY
COpTIB POCIIUH EKCIIEPTU3H COPTIB POCIUH
HOMEHKIIATYPA CIIPAB
No
Ha = pik [Tigmmc Posmmudgposka mianucy
M. I1.
Jlata
3aroJ0BOK Kinbkicte cripaB [Ctpok 30epiranss [Tpumitka
[HeKC cipaBu CIIpaBH (TOMIB, YaCTHH) CIIpaBH
(TOMy, YaCTHUHH) (TOMy, YaCTUHH) 1
HOMEPH CTaTe 3a
nepeTikoM
1 2 3 4 5
(Ha3Ba po3auny)™
[Tigmuc [Hiianu, npi3Buile
HaiimenyBanHs mocaiy KepiBHUKA
BIJIJIUTY KaJIpiB Ta JIIJIOBOJCTBA
CXBAJIEHO I[TOT'OKEHO
[TpoToxkou 3acinanus EK ITpoTtoxomn 3acimanns EIIK IIJIA
YKpaiHCHKOTO 1HCTUTYTY E€KCIIEPTU3H Ykpainu
COPTIB POCIIMH BIJI Ne
BIJI No
[TincymKoBuUiA 3aMKC MPO KaTeropli Ta KUIbKICTh CIIPaB, CKIAJACHUX Y  POUIL Yy
VYKpaiHCbKOMY IHCTUTYTI €KCIIEpTU3H COPTiB pociuH IlocTiitHoro
Tpuanoro
(monaz 10 pokiB)
TumuacoBoro
(o 10 pokiB BKJIFOYHO)
Yeboro
HaiimenyBaHHs mocaau KepiBHUKA [Tigmuc [Himianu, npi3Buile

BIJUTITY KaJIpiB Ta J1JIOBOJICTBA
JlaTa



[TizIcyMKOBI BIOMOCTI MEPEIaHO B apXiB Y KPaiHCHKOTO IHCTUTYTY

EKCTIEPTU3U COPTIB POCIIHH

HaiimenyBaHHsI ocaau ocoow, [Tiamc [Himianu, npi3BuILe
BIJIMOBIAAIBHOT 32 Mepeayy BiJoMOCTEH

Jlata

* HaiiMeHyBaHHS CTPYKTYpPHOTO IiIPO3LITY.



YKpaiHChbKUM IHCTUTYT €KCIIEPTU3H
COPTIB POCIIHUH
AKT

No

(mictie cKIIagaHHs )
[Tpo BUIICHHS TS 3HUIICHHS
JOKYMEHTIB, HE BHECCHHUX JIO
HarmionansHoro apxiBHoro GoHay
Ha mincrasi

Jlomatox 17
1o [HcTpyKIii
(myukt 249)

3ATBEP/XXVIO

JlupexTop YKpaiHCHKOTO iIHCTUTYTY
€KCIIepTH3HU COPTIB POCIUH

[Tigrmc Poszmmdposka mignucy

M. I1.
JHara

(Ha3Ba 1 BUX1JIHI JaHi MepeiKy JOKYMEHTIB

13 3a3HaYEHHSM CTPOKIB iX 30epiraHHs

a00 TUMYACcOBOI (IPUMIPHOT) HOMEHKJIATYPH CIIPaB)
BiiOpaHO /1715 3HUILEHHS SIK TaKi, [0 HE MAIOTh KYJIbTYPHOI IHHOCTI Ta BTPATWJIM IPAKTUYHE 3HAYCHHS,

nokyMeHTH ¢onmy No

(HaiiMeHyBaHHS (QOH]LY)

3arosoBoK Hara |Howmepu onuci| Inaexc cipaBu | KinbkicTh Crpok [IpumiTka
Ne 3/m| cripaBu abo | cnpaBu | (HOMeHKJIATyp) | (TOMy, YaCTHHN) CIIpaB 30epiraHHs
IrPpYIOBUN abo 3a piK 3a (TOMIB, CIpaBu
3arojOBOK | KpaiHi (poxm) HOMEHKJIATYpOIO | YacTHH) (Tomy,
crpas JaTh abo HOMep crpaBu YaCcTHUHH) 1
crpaB 3a OMHUCOM HOMEpH
CTaTew 3a
nepenikoM
1 2 3 4 5 6 7 8
Pazom CIpaB 3a POKH
(mdpamu 1 croBamMm)
HaiimenyBanHs mocaau ocoou, [Tianuc Pozmmdposka mignucy

SIKa TIPOBO/INIIA €KCIIEPTU3Y
IIHHOCT1 JIOKyMEHTIB

Hara

I[MTOI'O/IPKEHO

[Tporoxon 3acimanus EIIK I[JIA
VYkpainu

BiJl 20 p. Ne

CXBAJIEHO

[Tporokon 3acimannst EK
YKpaiHCHKOTO IHCTUTYTY €KCIEPTU3U
COPTIB POCIIH

BiJ 20 p.Ne




Omrcu cripaB MOCTIHHOTO (TPpUBAJIOTO) 30epiraHHs 3a POKH CXBaJICHO, a 3 0COO0BOTO CKIIATy
noroxeHo 3 ETIK [/IA Ykpainu

JIOKYMEHTH Y KiTBKOCTI CIpaB
(mmudpamu 1 ciroBamm)
Baroo KIJIOTpaMiB 371aHO B
(HafiMeHyBaHHS YCTaHOBH)
Ha repepoOKy 3a MpUHMaIbHO-3/1aBATBHOI0
HaKJIaTHOIO BiJ Ne a00 3HUILEHHS IUITXOM CITaJICHHSI.
HaiimenyBanHs mocaau ocoou, [Tigrmc Poszmmdposka mignucy

sIKa 37aJ1a TOKYMEHTHU
Hara

HaiimenyBanns nmocaau oco6u, [Tignuc Pozmudposka mianucy
sIKa 3HUIIHAJIA TOKYMEHTH

Hara



JlomaTok 18
1o [HcTpyKIi

(mynukT 254)
VYkpaiHcbkuii IHCTHUTYT eKCIIepTU3HU COpTIB pociIuH
(HaliMEeHyBaHHS CTPYKTYPHOTO ITiIPO3iTy)
3ATBEPJIKYIO
HalimenyBaHH: rnocaau KepiBHUKA,
CTPYKTYPHOTO TiPO3A1ITY
[Tigmuc Posmm¢poska HiAIHUCY
JlaTa

Onuc Ne

(Ha3Ba pozainy)

Innekc 3aronoBok | Kpaiini natu KinbKicTb Ctpok 30epiranns cpasu | [IpumiTka
No 3/l crpaBm CrpaBu CIipaBu apKylIiB y (TOMy, YacTUHHU), CTATTS 32
(Tomy, (Tomy, (Tomy, crpaBi neperikom™®
YaCTUHU) | YaCTUHU) YaCTUHU) (ToMi, yacTuHi)
1 2 3 4 5 6 7
VYV neit onuc BKIIOYEHO crpas 3 Ne o

Ne , Y TOMY YHCIIL:
JITEpHI HOMEPU:

(urdpamu 1 cioBamu)

MPOMYIIEH] HOMEpU:

Bianosinanbuwmii 3a A1JI0BOACTBO Y
CTPYKTYpHOMY TiApO3/IiTi

Hara
KepiBHuk Biaaty

Hara

ITOI'OI>XKEHO

HaiimMenyBanHs mocaau KepiBHUKA
BIJIIUTY Ka/IpiB Ta JLTOBOJICTBA
3aCTyIHUKA TOJIOBU

[Tigmmc Posmmdposka nignucy
[Tigmmc Posmmdposka mignucy
CXBAJIEHO

[IpoTokoun 3acijaHHs eKCIepTHOT

KoMicli YKpaiHChKOTO ITHCTUTYTY €KCIIEPTU3U

COPTIB POCIIHH

eKCIepTHOI KoMicii YKpaiHChKOTO IHCTUTYTY

eKCIIePTU3HU COPTIB POCIIHH
[Migmuc Po3mmgpoBka nianucy

BIJ

20 p. Ne

3acTynHUK AUpEKTOpa YKPaiHCHKOTO IHCTUTYTY
€KCIePTH3U COPTIB POCINH, F0J0BA €KCIIEPTHOT



KoMicii
[Mignmuc Po3mmgpoBka miamnucy

IIepenas crpas
(tmudpamu 1 giTEpaMH)
Ta peecTpaliifHO-KOHTPOJIBHUX KapTOK 10 JOKYMEHTIB
(mudpamu 1 iTepaMn)

BinmosinanbHuii 3a qiIOBOICTBO Y [Migmuc Pozmmdposka mignucy
CTPYKTYPHOMY ITiIPO3iIi

Jara
[Ipuiinss cIpaB Ta
(mudpamu 1 JiTEpaMHM) (mudpamu i

JiTepamu)
peecTpaiiiHO-KOHTPOJIBHUX KApTOK JI0 TOKYMEHTIB.

HaiimenyBanns nocaau ITignuc Pozmmdposka mignucy
MpaiiBHAKA
apxiBy

[ara

3ACBIIYYBAJIBHUIT HATTHC CITPABU Ne
(PO3/ILJTY OITHCY)

VY cnpasi (po3aiii ONucy) NiAMNATO (BKJIAAEHO) 1 IPOHYMEPOBAHO
apkyma (iB),

(mudpamu 1 JiTepaMn)
y TOMY YHCII1: JIITEPHI apKyIIi

MPOIYILEH HOMEPH apKYIIiB + apKymIiB
BHYTPILIHBOTO ONUCY
[Tocana ocobu, sika ckiiana [Tignuc Pozmmdposka mianucy

3aCBIUyBaJIbHUI Hamuc

ara



JlomaTok 19
1o [HcTpyKIii
(myukT 261)

VYkpaiHChbKUH 1IHCTUTYT eKcriepTusu coptiB pocaud  3ATBEPJIDKVYIO
JTUPEKTOp YKPATHCHKOTO IHCTUTYTY €KCIIEPTU3H
COPTIB POCITHH
@onp Ne [Tigrnuc Pozmmdposka mignucy
OIINC Ne Jara
IleyaTtka [HCTHTYTY
13 3a3HAYCHHAM
ineHTudikaiitHoro Koy
CIIpaB MOCTIMHOTO 30epiraHHs

3a piK
(Ha3Ba po3airy 200 CTPYKTYpPHOTO MMipo3ainy [HCTHTyTY)
[Hexc cpaBu 3aroj0BOK CIIpaBU Hara cipapu  |Kinbkicts apkymiB y| I[lpumiTka
Ne 3/ (TOMy, YacTUHU) (TOMy, YacTUHU) cripaBi
(TOMi, YacTUHi)
1 2 3 4 5 6

VY 1el po3Iis ONucy BHECEHO crpas 3 No

(mdpamu 1 miTepamu)
10 Ne , Y TOMY YHCIIi:

JITEpHI HOMEpHU
NPOMyIIeH HOMepU

[Tocana ocobu, [Tignuc Pozmmdposka mianucy
sKa CKJIajla OIuUC

Hara

HalimenyBanHns nocanu [MTianuc Pozmmdposka nignucy
MpaIiBHUKA

apxiBy

ara

KepiBHUK BifIiny KaJIpiB Ta A1IOBOACTBA [MTianuc Pozmmdposka nignucy
ara

CXBAJIEHO I[TOI'OIPKEHO

[Tpotokon 3acimanns EK [Tporokon 3acimanns ETIK

VYKpaiHCBKOT0 IHCTUTYTY ekcnepTH3u coptiB pociuH LIJIABO Ykpainu

BiJl p- Ne BIJl p. Ne

dopma pIYHOTO PO3/ILTY 3BEIEHOTO OIMHKCY CIPaB MOCTIHHOTO 30epiraHHs



YKpaiHChKUM IHCTUTYT €KCIIEPTU3H

COPTIB POCIIHH
®OH/ Ne
OITUC Ne

CIIpaB TPUBAJIOTO (TIOHAN
10 pokiB) 30epiranHss
3a piK

3ATBEP/IKVYIO
Hupexrop YKpaiHCBKOTO IHCTUTYTY
eKCIIEPTH3H COPTiB POCIUH

ITignuc

Jara

JlomaTok 20
1o [HcTpyKIii
(myHKT 264)

Pozmmdposka mignucy

[TeuaTka YKpaiHCHKOTO IHCTUTYTY €KCIEPTU3U
COPTIB POCITHH

13 3a3HaYCHHSM
1IeHTH(IKAIHHOTO KOy

(Ha3Ba po3aiTy 00 CTPYKTYPHOTO MiJIPO3ALTY YKpPaiHCHKOTO IHCTUTYTY €KCIIEPTU3U COPTIB POCIIHH)

Innexc cripaBu(3arosioBok crpasu (Tomy,| [lata cpaBu Ctpox KinbkicTb [Tpumitka
N 3/mt YaCTUHU) (Tomy, 30epiranHs apKylIiB y
YaCTHHM) CIIPaBH crpasi
(Tomy, (Tomi,
YaCTHUHU) YaCTHHI)
1 2 3 4 5 6 7
VY 11eit po3ain onucy BHECEHO CIIpaB
(mudpamu 1 TiTEpaMn)
3 Ne 1o Ne , Y TOMY YHUCIIL:
JITEpHI HOMEpHU
MPOMyIIeHi HOMepH
HaitmenyBanus nmocaau [Tigmmc Posmmdposka mignucy
MpaliBHUKA apXiBy,
SIKAW CKJIaB OIHC
Hara
KepiBHuK apXiBy [Mianuc Pozmmdposka mignucy
Hara
CXBAJIEHO

[TpoTokou 3aciganHs
EKCIIepTHOT KOMicii

YKpaiHCHKOTO IHCTUTYTY €KCIEPTU3U
COPTIB POCITHH

B/

p. Ne




Jlomatok 21
1o [HCTpyKIi

(mynukT 261)
3ATBEPJIKYIO
VYKpaiHCbKUI THCTUTYT EKCIIEPTH3H JupexTop YKpaiHCHKOTO IHCTUTYTY
COPTIB POCITHH EKCIIEPTH3H COPTIB POCIUH
OOHI Ne
[Tigrmc Posmmdposka mignucy
OIINC Ne Jara
[TeuaTka YKpaiHCHKOTO IHCTUTYTY
EKCIIEPTH3H COPTIB POCIUH
13 3a3HAaYEHHSAM
1IeHTH(IKAIIHHOTO KOy
crpaB 3 0c000BOTr0 CKJIay
3a3HAYCHHSAM
3a piK
(Ha3Ba po3iny 00 CTPYKTYPHOTO ITiIPO3ALTY YCTAHOBH)
Innexc cnpaBu|  3aronoBok cripaBu | [lata cipaBu Crpox KinbkicTs [MpumiTka
No 3/mm (TOMy, YacTUHHU) (Tomy, 30epiraHHs apKylIiB y
YaCTUHU) CIIPaBH crpasi (Tomi,
(Tomy, YaCTHHI1)
YacTHUHH)
1 2 3 4 5 6 7
VY 1elt po3ain onucy BHECEHO cripaB

(unpamu 1 iTepamu)
3 Ne 10 Ne , Y TOMY 9HUCIIi:
JITepHI HOMEpU
IPONYIIEH] HOMEPH
HaiimenyBanHs nocaau [Mignuc Pozmudposka miamnucy
IpaliBHUKA apXiBy,
SIKMM CKJIaB OIMC

JlaTa

KepiBHuK Bigaity KajipiB Ta A1IOBOJCTBA [Mignuc Pozmmdposka nignucy
Jara

CXBAJIEHO I[NOI'OI’KEHO

IIpotokomn 3acinanus EK IIpotokomn 3aciganns EITK

YKpaiHCBKOTO IHCTUTYTY LenTpanpHOro Iep:kaBHOTO apXiBy
€KCIePTH3U COPTIB POCIUH BiJ| p. Ne

BiJl p- Ne

®dopma piYHOTO PO3ILTY 3BEICHOTO OIMHKCY CIIPaB 3 0COOOBOTO CKIIATy



JlomaTok 22
1o [HcTpyKIii
(myHKT 266)

VYKpaiHCbKUI THCTUTYT €KCHEPTH3U COPTIB POCIUH

(Ha3Ba GoHIY)
Donx Ne
OIINC Ne

(na3Ba omnucy)
Kpaitini oamu cnpas

dopma TUTYIBHOTO apKyllla 3aKiHYCHOT'O OIHCY CIPaB MOCTIMHOTO 30epiraHHs



Honatoxk 23
1o [HcTpyKIii

CIIPABAN TOMN

(myHKT 266)
A Koz aspxaeroi apxiEHOL
VCTS8HOEH, SpXIEHOIO ELZIIV
= MicEEOi pagm
Koaveramoen
N egedI)
S N ‘IO
N &
- I (Hainsemyeanns gepxaeHoi apXiEHOT VCTAHOEN, SPXIiEHOTO EiZIiny MiCEKpaTH)
aj
(Hain(eHVESHHZ VCTAHOEM i CTPVETVDHOT 0 IMiIPO3Iiny)

(2aronoEOK cIIpaEH)

3 (zata)
8 Ha apKymL
30epirata
@ N
e On. N
CnpasaN
?:I € 60
W
230

v



Jlomatok 24
1o [HcTpyKIii

(myukt 275)
VYKpaiHCbKUI IHCTUTYT €KCIIEPTH3H COPTIB POCIUH
KHUT'A BUJABAHHS CITPAB 3 APXIBOCXOBHUIIA
ITogara
3akiH4yeHa
TurynpHUI apKyI BUJaBaHHS CIIPaB 3 apXiBOCXOBHIIA
Hara @onxa Ne | Onuc | CrpaBa | Kpaiini Komy | Posmuc |Posmnwmc mpo [[Ipumitka
Ne 3/m | BumaBaHHS Ne Ne naTu BHUaHA npo [TOBEPHEHHS,)
ITOKYMEHTIB OTpUMaHHS|  JaTa
CIpaBH
1 2 3 4 5 6 7 8 9 10
Pazom y pOILIi BUJIAHO 3 apX1BOCXOBHIIA
crpaB
(mdpamu 1 riTepaMu)
[Tignuc Pozmudposka mianucy

KepiBHUK BiA1Ty KaJapiB Ta JUIIOBOACTBA
ara

CDOpMa KHUTHU BUJAaBaHHS CIIPaB 3 apXiBOCXOBI/IH_[a
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