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IHCTPYKIIIS 3 JIIOBOJACTBA B YKPAIHCBKOMY IHCTUTYTI
EKCIHHEPTHU3U COPTIB POCJIMH

I. 3arajabHi M0JIOKEHHS

1. THCTpyKIlis 3 HOUTIOBOJACTBA B YKPAiHCBKOMY IHCTUTYTI €KCHEPTH3U COPTIB
pociuH (mami — IHCTPYKIlis) BCTAHOBIIIOE 3arajibHi TpaBWiIa 0 JOKYMEHTYBaHHS
YIPABIIHCHKOT JISTTBHOCTI Y KPAiHCHKOTO 1THCTUTYTY €KCIEPTU3U COPTIB POCTUH (1ai —
[HCTHTYT) 1 periiaMeHTye MNOpSIOK POOOTH 3 JOKYMEHTAMU 3 MOMEHTY IXHBOTO
CTBOpPEHHsI a00 HAJAXO/KEHHS JI0 BIJIPaBIeHHs abo mepeiayl B apXiB.

2. IHcTpykiisi BU3HA4Ya€e TMOPSAJIOK BEACHHS 3arajllbHOro JIUIOBOJACTBA, ii
MOJIOKEHHSI TMOLIMPIOIOTBCS HAa BCIO CIOYKOOBY JOKYMEHTAlll0, B TOMY YHCHI
CTBOpIOBaHy 3a JjornoMorow mnepcoHanbHux komm'totepiB (I1K). Kowmm’rorephi
(aBTOMaTH30BaH1) TEXHOJOTIT OOpPOOKM JOKYMEHTaJbHOI 1H(pOpMalii MOBUHHI
BI/IMOBIJTaTH BUMOTaM JIEpKaBHUX CTaHAAPTIB Ta 1i€i [HCTpyKIii.

[lopsinok BeAeHHS MAUIOBOACTBA, IO MICTUTHh 1HGOPMALIID 3 OOMEXEHUM
JAOCTYTIOM, 3MIACHEHHS [IJOBOACTBA 32 3BEPHEHHSMU TPOMAISH BU3HAYAETHCS
crieriaJbHUMU HOPMAaTUBHO-TIPABOBUMH aKTaMHU.

3. BiamoBimanbHICTh 32 OpraHi3alliio JiIJ0BOJACTBA B IHCTUTYTI MOKJIAIa€ThCs Ha
JTUPEKTOPa BIJIMOBITHO 10 PO3MOLITY 000B’SA3KIB.

3a 3MiCT, SIKICTb MIATOTOBKK Ta O(OPMIICHHS Ha HAJIECKHOMY PIBHI JOKYMEHTIB,
0 pO3pOOJSIOThCS HA BUKOHAHHS 3aBllaHb, BU3HAYCHUX Yy 3aKOHAX YKpaiHW, aKTax
[Ipesunenta Ykpainu, nocranoBax BepxoBHoi Pagu Ykpainu, npuiHATHX BiJAMOBITHO
no Konctutyuii Ta 3akoHiB Ykpainu, akrax Kabinety MiHicTpiB YKpaiHu, JOpyUEHHIX
[Ipem’ep-minicTpa Ykpainu, aktax BepxoBnoi Pagu ABroHoMHoi PecryGmiiku Kpum ta
Panu minictpiB ABTOoHOMHOI PecnyOmiku Kpum, mneHTpasbHUX 1 MICHEBUX OpPraHiB
BUKOHABYOI BJIaM (J1aJli — aKTH OpraHiB Jep>KaBHOI BJIaJly, OPTraHiB BiaJiu ABTOHOMHOI
PecnyOniku KpuM Ta mopydeHHS BUIIMX IOCAJ0BHX OCI0), a TaKOoX BIJAMOBIICH Ha
3aMUTH 1 3BEPHEHHS HApOAHMX JEMyTaTiB YKpaiHM Ta JenyTaTiB MICIEBUX paj,
KopecnonzeHuito BepxoBHoi Pamu VYkpainu, Anminictpauii Ilpesupenta Ykpainw,
Kabinery MinicTpiB Ykpainu (aini — 3amuTH, 3BEPHECHHS, a TaKOXX KOPECIOHIACHIIIS
BepxoBnoi Panu Ykpainu, Anminictpanii [Ipesunenta Ykpainu, Kabinery MinicTpis
VYkpaiHnu), TOTroJKEHHS TMPOEKTIB HOPMATUBHO-TIPABOBUX aKTIB  BIiAMOBIAAIOTH
3aCTYITHUKH TUPEKTOPA 3TAHO 3 PO3MOALIOM (HYHKIIIOHATEHUX 000B’SI3KIB.

3a CTpOKM BUKOHAHHS, 3MICT, SKICTh MIATOTOBKH Ta 0(OPMIICHHS HA HAJEKHOMY
piBHI IHIIMX JOKYMEHTIB, a TAKOXK OpraHizalliio A1JIOBOJICTBA Ta 30epiraHHs JOKYMEHTIB
y CTPYKTYPHHX MiJIp03/iJIax [HCTUTYTY BIAMOBIAIOTH 1X KEPIBHUKH.

4. B [HcTUTYTI I17TOBOACTBO BEJIETHCS IIEHTPATI30BaHO.



5. Opranizailis IUJI0BOJCTBA B IHCTUTYTI MOKIAAAETHCSA HA KAHIICIISPIIO.

6. OCHOBHMM 3aBJaHHSIM KaHUEJSPIi € BCTAHOBJIEHHA B I[HCTUTYTI €IMHOTO
MOPSIIKY JIOKYMEHTYBaHHS YIPaBIiHCBKOI 1HQopMariii 1 poOOTH 3 JOKYMEHTaMH 13
3aCTOCYBaHHSM CY4YaCHUX aBTOMATHU30BAaHUX CHUCTEM, METOJMYHE KEPIBHUITBO 1
KOHTPOJb 3a JOTPUMAaHHSM YCTAHOBJIEHOTO TMOPSAKY pPOOOTH 3 JIOKYMEHTaMU B
CTPYKTYpHHMX Tiapo3ainax [HctuTyTy. Bigain kaapiB Ta IUJIOBOJACTBA BiAMOBIIHO 0
MOKJIaJICHUX Ha HOTO 3aBJaHb:

po3pobisie [HCTPYKIIiI0 Ta HOMEHKIATYPY crpaB [HCTUTYTY;

3MIIUCHIOE PEECTPAIIiIO Ta BEJE 00K JOKYMEHTIB;

OpraHi3oBy€ JOKYMEHTOOOIT, (hopMyBaHHS CIIpaB, iX 30epiraHHsi Ta MiATOTOBKY
710 Tiepeaadi B apxiB (jainmi — apxiB [HCTHTYTY);

3a0e3medye BOPOBA/DKEHHS Ta KOHTPOJIOE JOTPUMAHHS CTPYKTYPHUMU
M1Apo3A1IaMHd [HCTUTYTY BUMOT 1HCTPYKIIii, pErIaMEeHTIB Ta HALIIOHAJIbHUX CTaHAAPTIB;

B)KMBA€ 3aXOIB JI0 3MEHIIIEHHS 00CSTY CIIy’KOOBOTO JTUCTYyBaHHA B [HCTUTYTI Ta
Ha Horo ¢uIisx, Mo HaJleXkaTh A0 chepu ynpaBiiHHS [HCTUTYTY;

MPOBOJIUTh  PETYJSAPHY TMEPEeBIpKYy CTaHy JIJIOBOJICTBA B  CTPYKTYPHHX
niapo3aiiax [HCTUTYTy, a TakoXK Ha QUIisX, 1110 HAJIeKaTh 0 cepu HOro yrnpaBIliHHS;

Oepe ydacTb y  BIOPOBa/PKEHHI Ta  BUKOpHCTaHHI  iHdopmaIliiiHo-
TEJICKOMYHIKAIIIHOI CHCTeMHU J1JI0BOJICTBA B [HCTUTYTI;

3MIICHIOE KOHTPOJIb 32 CBOEYACHUM PO3TJISIOM Ta MPOXOHKEHHSIM JIOKYMEHTIB B
[HCcTHTYTI;

3a0e3mnedye AOTPUMAHHA €IWHAX BHUMOT IIMOJO MATOTOBKH JOKYMEHTIB Ta
oprasizaiii poOOTH 3 HUMH B YMOBaXx €JIEKTPOHHOI'O JJOKyMEHTOOOITY;

MPOBOANUTHL aHam3 iHdopMallii MPo JOKYMEHTOOOIT, HEOOX1AHOT sl PUUHSTTS
YVIPABIIHCHKUX PIIIEHb;

OpranizoBye 30epeKeHHS JOKYMEHTaIHOTO (GOoHAY [HCTUTYTY Ta KOPUCTYBaHHS
HUM;

1HIiMiroe Ta Oepe ydacThb B OpraHizaiiii HiIBHINCHHS KBamidikailii MmpaimiBHUKIB
[HCTUTYTY 3 TUTaHb J1710BOJICTBA.

7. Ha xanuensipito [HCTUTYTy MOKJIAQTA€ThCS MIATOTOBKA THUMOBUX 1HCTPYKIIHN 3
JJOBOJICTBA, TUTIOBUX HOMEHKIIATYP CIIpaB JIJIs OJHOPITHUX 32 XapaKTEPOM IisTIHOCTI
MIAIPUEMCTB, YCTAaHOB, OpTraHi3alliid, 10 HajJexartbh 70 chepu HOTOo YIpaBIiHHA,
BIIOMYMX (Tally3€BHX) MEPEIIKiB JOKYMEHTIB 13 3a3HAYEHHSAM CTPOKIB 30epiraHHs Ta
MOTO/DKEHHSI TaAKUX JOKYMEHTIB 3 Jlep:kaBHOWO apxiBHOIO ciyx0010 Ykpainu (HEITK
VYkpaepxxapxiBy).

8. Opranizaimiss [JIIJIOBOJCTBA B CTPYKTYpPHHX  miApo3ainax  [HCTUTYTy
MOKJIAJIA€ThCSl HAa TOCAJ0BY 0CO0Y Miapo3iiay (BIAMOBIAAIBHY 3a A1JIOBOJCTBO), IO
BHU3HAYEHA 11 KEPIBHUKOM.

I1. lokyMeHTYBaHHS yIIPAaBJIiHCbKOI iIH(popMamii.
3arajibHi BUMOI'H /10 CTBOPEHHS IOKYMEHTIB

9. JloxymeHTyBaHHS YIpaBIiHCBKOI 1HoOpMaIi TmoNsirae y CTBOPEHHI
JIOKYMEHTIB, B SKUX (DIKCYEThCS 3 JOTPUMAHHSIM YCTaHOBJICHUX TpaBWi 1HGOpMAaIlis
PO YMpPaBIIHCHKI Aii.

10. IIpaBo Ha cTBOpEHHS, MAMKCAHHS, IOTOKEHHS, 3aTBEPIKECHHS JOKYMEHTIB
BU3HAYAEThCSI aKTaMH 3aKOHOAaBCcTBa, (CTaTyToM [HCTUTYTY, MONOXEHHIMH PO
CTPYKTYPHI HiPO3AUTH 1 TOCATOBUMHU IHCTPYKIIISIMH.



11. B IHCTUTYTI BHM3HA4Ya€TbCsl CYKYIHICTh JIOKYMEHTIB, MependauyeHux
HOMEHKJIaTypOIO CIpaB, HEOOX1THUX 1 JOCTATHIX ISl JOKYMEHTYBaHHS 1H(pOpMaIlii npo
IXHIO MISLIBHICTD.

3 MUTaHb, 110 CTAHOBIIATH B3AEMHUI IHTEpPEC 1 HaJeXKaTh 1O KOMIIETEHIIIT PI3HUX
YCTaHOB, MOXYTh CTBOPIOBATUCH CIUIbHI JOKYMEHTH.

12. Bubip BUly TOKyMEHTA, IPU3HAUEHOTO JJIsl TOKYMEHTYBAaHHS yIPaBIIHCHKOT
iHpopMarlii (HaKa3, pPO3MOPSKEHHS, JOPYYEHHS, PIIICHHS, MPOTOKOJ TOIIO),
3YMOBJIIOETBCS TIPAaBOBUM CTaTycOM I[HCTUTYTYy, KOMIIETEHIIIE€I0 TOCAJA0BOi 0COOM Ta
MOPSAIKOM TPUHHATTS YIPaBIIHCHKOTO PIIIeHHs (Ha MiACTaBl €JMHOHAYAIBHOCTI abo
KOJICT1aJIbHOCTI ).

13. JIokyMeHT BUIA€TbCA HA BUKOHAHHS 3aKOHIB YKpaiHH, mocTaHOB BepxoBHOI
Pamu VYkpainu, axtiB Ilpesunenta Yipainu, KaGinety MinictpiB Ykpainu, Haka3iB
MisnicTepcTBa arpapHoi MOJITUKA Ta MNPOJOBOJILCTBA YKpaiHU B MEKaX KOMIIETEHIII1
[HCTUTYTY.

14. Knacu ymnpaBimiHCHKOT JOKYMEHTAIlll BU3HAYAIOThCSA 3TiHO 3 [lep:kaBHUM
KJacudikaTopoM ympaBiiHCHKOT JokyMeHTarii (nam — JIKY ).

OaHuMm 13 KJIAcCiB yHpaBIiHCHKOI JOKYMEHTallli, 110 3a0e3leuye OpraHi3alliio
MpOIIECIB  YIpaBJIiHHS, € OpraHizaliifHo-po3nopsada JOKyMeHTallis. PekBizutu
OpraHizaliifHO-po3MopAIYOi  JOKYMEHTAIlli Ta  TOpPSIOK  I1X  pO3TalllyBaHHS
Bu3HavaroTeea JCTY 4163-2003 «YHidikoBaHa cucTemMa OpraHizaliiHO-pO3NOpsSAYO0l
nokyMmeHrarii. Bumoru mo odopmmroBanHs nokymentiBy (mam — JCTY 4163-2003)
(momatox 1).

15. IokyMEHT NOBMHEH MICTUTH O0OB’SI3KOBI1 ISl IEBHOTO MOT0 BUAY PEKBI3UTH,
10 PO3MINIYIOTHCS B YCTAHOBJICHOMY TMOPSIAKY, @ caMe: HalMEHyBaHHS yCTaHOBU —
aBTOpA JIOKYMEHTA, Ha3BY BHJly JOKyMEHTa (KpIM JIMCTIB), 1ATy, PEECTPALIMHUNA 1HACKC
JOKYMEHTA, 3aT0JIOBOK J0 TEKCTY, TEKCT, ITiIIKC.

[Tin yac miAroToBKH Ta OPOPMIIEHHS JOKYMEHTIB MOXYTh 3aCTOCOBYBATHUCH HE
TUIBKH OOOB’S3KOBI, @ TAaKOX 1HIIN PEKBI3UTH, SKIIO II€ BIAMOBIAA€E NMPHU3HAYCHHIO
JOKyMeHTa abo crocoOy HOro ornpartoBaHHs.

16. 3 meToro migBUIleHHST €()EKTUBHOCTI Ta ONMEPATUBHOCTI OpraHizallii poooTu 3
JIOKyMEHTaMHU OJHAKOBI 3a 3MICTOM JIOKYMEHTH MOXYTh OyTH YHI(pIKOBaHI IUISIXOM
po3po0ieHHsT TpadgapeTHUX TEKCTIB, SKI BKIIOYAIOTHCS A0 30ipHUKA (aIbOOMY)
yHi(piKOBaHUX (TUIIOBUX) POPM JOKYMEHTIB [HCTUTYTY.

17. TuctutyT 3AiMCHIOE JUIOBOJCTBO JEPKABHOK MOBOKO. JIOKyMeHTH
CKJIaJIalOThCS JAEP’KaBHOIO MOBOIO, KPIM BHUIIAJIKiB, Miepe10aueHNX 3aKOHOIaBCTBOM PO
MOBHU B YKpaiHi.

JIokyMeHTH, $KI HAJCHUJIAIOThCS 1HO3EMHHUM ajpecataMm, O(OpPMIIOIOTHCS
YKpaiHChKOI0 MOBOIO a00 MOBOIO JiepKaBH-ajipecara, abo OJIHIEI0 3 MOB MIKHAPOJHOTO
CHIJIKYBaHHS.

18. OdopmiieHHS TOKYMEHTIB, 1[0 BHUTOTOBJISIIOTECS 32  JIOIIOMOTOIO
JIPYKYBaJIbHUX 3aC001B, 31HCHIOETHCS BIATIOBIIHO 0 BUMOT, 3a3HAYEHUX Y JOJIATKY 2
i€l [HeTpykuii.

OxpeMi BHYTpIIIHI JOKYMEHTHU (3asiBH, MOSICHIOBAJIbHI, CITY>KOOBI Ta JOIOBIIHI
3alUCKH TOIO), aBTOpaMH SKHX € MOCaaoBl Ta iHIII (I3UYHI 0COOU, TO3BOJISIETHCA
0(OpMITIOBATH PYKOITUCHUM CITOCOOOM.



biaHku 10KyMeHTIB

19. OpranizamiitHo-po3nopsiadi JOKyMEHTH O(OPMIIIOIOThCS Ha OJaHKax, IO
BUTOTOBJISIIOTHCS 3T1IHO 3 BUMOTaMH i€l [HCTpyKITi.

st BUTOTOBJICHHsST OJIaHKIB BUKOPHCTOBYIOTHhCS apKyunl mamnepy ¢opmary A4
(210 x 297 mMm) Ta AS (210 x 148 Mm). JI03BOJICHO BUKOPUCTOBYBATH OJIaHKK (popmaTy
A3 (297 x 420 mm) — 17151 0ohOpMIICHHS IOKYMEHTIB Y BUTIIsIA1 Tabwmib 1 A6 (105 x 148
MM) — JIsl pE30JTIOIIH (IOPYICHB ).

brnaHky JOKYMEHTIB IOBHHHI MaTH TaKi MOJS (MM):

30 — miBe;

10 — npase;

20 — BEpXHE Ta HUXKHE.

braHky KOXXHOTO BHIy BUTOTOBJISIIOTHCS HAa OCHOBI KyTOBOTO 200 MMO3I0BKHBOTO
PO3MILIEHHS PEKBI3UTIB. PEKBI3UTH 3aroioBKa pO3MIIIYIOThCS HEHTPOBAHUM (TIOYATOK 1
KiHEeIlb KOJKHOTO psJiIKa PEKBI3UTY OJHAKOBO BIJJIaJIieH] BiJ MEX 30HU PO3TaITyBaHHS
PEKBI3UTIB) 200 MParnopoBUM (KOKHUHN PSAIOK PEKBIZUTY MOYMHAETHCS BiJ JIIBOI MEXI1
30HU PO3TAIIYBaHHS PEKBI3UTIB) CIIOCOOOM.

20. B IncTuTyTi BUKOPUCTOBYIOTH TaKl OJIAHKU JOKYMEHTIB:

3pa3oK KyTOBOIro OJaHKy JinucTa (10/1aToK 3);

3pa3oK OJaHKy JIUCTAa, PEKBI3UTH SKOrO 3a3HAYaAIOThCS JBOMa MOBaMHU
(momatox 4);

3pa30K MOB3J0BKHBOI0 OJaHKY JUCTa (01aTOK 5).

3pa30K KyTOBOI'O Ta MOB3JI0BKHBOTO OaHKy (imiit [HctutyTy (mogaTok 25).

21. IHCTHTYT TIpW BEICHHI JIMCTyBaHHA 3 TIIOCTIHHUMH 1HO3EMHUMHU
KOPECTIOH/ICHTAMH MOKE€ BUTOTOBJIATH OJIAHKH, PEKBI3WTH SKHX 3a3HAYAIOTHCS JIBOMA
MOBaMH: JIBOPYY — YKPaiHCHKOIO, MpaBopyd — 1HO3eMHOM. JlepkaBuuii ['ep0 Ykpainu
Ha TaKUX OJIaHKaX MPOCTABISIETHCS Y IIEHTP1 BEPXHBOTO TTOJIS.

22. Buau OnaHKiB, 110 BUKOPUCTOBYIOTHCS B IHCTUTYTI, Ta TOPSIOK iX OOJIIKY
BH3HAYAIOTHCSA Mi€r0 [HCTpYKITi€ro.

B InctuTyTi O1aHKH BUTOTOBIISIIOTHCS 32 JIONMTOMOTOI0 KOMIT IOTEPHOT TEXHIKH.

23. Jleaxi BHYTpIIIHI JOKYMEHTH (3asBH TMpAIlIBHUKIB, JOIMOBIJIHI 3alHCKH,
JOBIZIKA TOIO) Ta JOKYMEHTH, IO CTBOPIOIOTHCS BiJ IMEHI KIUIBKOX YCTaHOB,
0(OPMITIOIOTHCS HE Ha OJIaHKaX.

OdopMiaeHHs peKBi3UTIB JOKYMEHTIB
24. 1lig yac MATOTOBKU OPTraHi3aliifHO-pO3MOPSIAYUX JTOKYMEHTIB MpaIliBHUKU
[HcTuTyTy 0hopmiLstoTh iX 3 ypaxyBanHsM Bumor JCTY 4163-2003.

3o0pa:kenns [lep:xkaBuoro I'epda Ykpainu

25. 3oOpaxenns J[epxaBHoro I['epba VYikpainu po3MillyeTbcsi Ha OJlaHKax
TOKyMeHTIB BiamoBigHO 10 [loctanoBu BepxoBuoi Pamm VYkpainu Big 19 mrororo
1992 poky Ne 2137-XII «IIpo JepxkaBuuii rep0d YKpaiHm».

3o0paxkenns JlepxxkaBHoro I'epba VYkpainm Ha OnaHkKax 13 TOB3IOBXKHIM
pO3TAalllyBaHHSIM PEKBI3UTIB PO3MIIIYETHCS HAJl CEPEINHOI0 HallMeHyBaHHS [HCTUTYTY y
LEHTPl BepXHbOTO mois. Po3mip 300paskeHHs: Bucora — 17 MiniMeTpiB, IIUpPUHA —
12 minmimeTpiB.



Koanu
26. Kon IHCTHTYTY TIpOCTaBISIETBCSA 3TiAHO 3 C€AMHUM JCpKABHUM PEECTPOM
niAnpueMCTB Ta opranizamiii Ykpainu (€IPIIOY).
Ha Omankax s JHCTIB 3a3HAYCHUM KOJ PO3MIIIYETHCS IIICIS PEKBIUTY
«JloBiakoBi naHi mpo [HCTUTYTY.
27. Kox popmu nokyMmeHTa (3a HasiBHOCT1) po3mitnyeThest 3rigHo 3 JAKY /] Buie
Ha3BU BUY JTOKYMEHTA.

HajimenyBanus IncTuryry
28. HaiimenyBanHs IHCTUTYTYy — aBTOpa JOKyMEHTa MOBHMHHE BIiJIIOBIIAaTH
HalilMeHyBaHHIO, 3a3HaueHoMy B Cratyti IHCTHTYTY mnpo HBOro. CKOpOoueHe
HalilMeHYBaHHA [HCTUTYTY BXKHMBa€Tbcs y pasi, KOJM BOHO OQILIHHO 3a(iKCOBAHO B
3a3HaueHUX JOKyMeHTaX. CKOpodeHe HaliMEHYyBaHHS PO3MIIIYETHCS HUXKYE MOBHOTO
OKPEMHUM PSIIKOM Y LIEHTPI.

JoBigkoBi nani npo IncTuryt
29. J1oBiaKOBI 1aHi PO [HCTUTYT MICTATH: TIOIITOBY aApecy, HOMEPH TeJIEe(POHIB,
TenedakciB, paxyHKIB y OaHKy, aJpecy eJNeKTPOHHOi MOIITH ToIo. J[oBIIKOBI JaHi
PO3MIIIYIOTHCS HUYKYE HaltMeHYBaHHS [HCTUTYTY.
PexBi3uTH MOMITOBOI aJpecu 3a3HA4yaloThCsl B Takiid MOCHIAOBHOCTI — Ha3Ba
BYJMI[, HOMEp OYIMHKY, Ha3Ba HACEJIEHOro IyHKTy, pailoHy, 00JiacTi, KpaiHH,
MOIITOBHH 1HJIEKC (711 1HO3EMI[IB — IHO3EMHOIO MOBOIO).

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

JdaTta 1okyMeHTa

31. Jlatoro JOKyMEHTa € BIJAMOBIAHO JaTa WOro MiAIMUCAaHHS, 3aTBEPHKCHHS,
NPUIHATTS, peecTpalii abo BumanHs. Jlata 3a3HavaeThesi apabChbKUMU UG pamMu B OJUH
PAZIOK Yy TaKii MOCIIOBHOCTI: YHUCIIO, MicAllb, pik. [laTa odopmiserbes udpoBum abo
CJI0BECHO-IIU(pOBUM criocoboM. Y pa3zi opopMIieHHs AaTH HU(PPOBUM CIIOCOOOM YHCIIO
1 MiCS1lb IPOCTABIISIOTHCS ABOMA Napamu UGp, pO3IITIEHUMHU KPAIKOI0; PiK — YOTUpMa
uQpamMu, Kparka HalpyKiHI He cTaBuThes (Hanpukian: 02.04.2016).

VY TekcTax HOPMAaTHBHO-TIPABOBUX aKTiB Ta MOCHJIAHHSIX HAa HUX 1 IOKyMEHTax,
[0 MICTATh BIJIOMOCTI (DIHAHCOBOTO XapakKTEpPy, 3aCTOCOBYETHCSA CIOBECHO-LM(PPOBUIA
Croci0 3a3HayeHHS JaT 3 MPOCTABJISHHSAM HYJIsSI B TIO3HAYEHHI JIHS MICALS, SIKIIO BIH
MICTUTh OJHY MG pY, Hanpukiaa: 02 kBiTHS 2016 poky. Jl03BOJISIETHCS B)KUBATH CIIOBO
«PIK» Y CKOPOYEHOMY BapiaHTi «p.», Hanpukiaa: 03 uepsus 2016 p.

SIKII0 TOKYMEHT CKJIQJIeHO He Ha OlaHKy, JaTa 3a3Ha4yaeTbCs HIDKYE MIANUCY
aiBopyd. Jlata JOKyMeHTa MpOCTaBIIAETHCS TIOCAOBOIO 0CO0010, sKa Horo mianucye ado
3aTBEPIIKYE.

OO00B’SI3KOBOMY JaTYBaHHIO 1 MIAMHCAHHIO MIJUISATAIOTh YC1 CIY>XO00B1 BIAMITKH
Ha JIOKyMEHTax, IOB’S3aHI 3 iX TMPOXO/KEHHSIM Ta BUKOHAHHSAM (pe30JIrolii,
NOTO/KEHHSI, Bi3W, BIAMITKM MPO BHUKOHAHHS JOKYMEHTa 1 HamNpaBJICHHS WOTro 0
CIIpaBH).



Ha nokymeHnTi, BuaaHoMy IHCTUTYTOM CHIIBHO 3 OJIHIEI0 a0o0 KUIbKOMa
yCTaHOBAaMHU, 3a3HAYAETHCS OJIHA JIaTa, KA BI/IMOBIIA€ AaTi OCTAHHBOTO IiITHUCY.

PeecTpauis 1okymMeHTiB

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, IO PEECTPYIOThCS, SIKUH JIOMOBHIOETHCA 1HJEKCAMH, IIIO
3aCTOCOBYIOThCS B IHCTHTYTI, 30KpeMa IHAEKCaMH 3a HOMEHKJIATypOl CIIpasB,
CTPYKTYpPHOTO MiJpO3JiTy, KOPECIOHACHTIB, MOCATOBUX 0CI0, sIKI PO3TIsiaiTh abo
MiIMUCYIOTh JOKYMEHT, BUKOHABIIIB, MUTAHb ISIIBHOCTI SIKMX CTOCYETHCS JOKYMEHT,
TOLIO.

CKI1aloBl YaCTHUHHU PEECTPALIMHOTO 1HAEKCY BITOKPEMIIIOIOTHCS OAHA Bl OJHOT
NpaBOOIYHOIO MOXWJIOK pHUCKOIO. [lochaimoBHICTP HamMCaHHS CKJIAJOBUX YacTUH
peecTpaliiiHoro 1HJAEKCY MOXKE 3MIHIOBATHUCSA 3aJIEKHO BiJ TOro, SKUH JOKYMEHT
PEECTPYETHCS, — BXIJTHUHN UM TaKHil, 1110 CTBOPEHUM B [HCTUTYTI.

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

Y BUXITHOTO JOKYMEHTa PEECTPALIMHUN 1HJIEKC MOXKE PO3MIILyBaTUCS Y
3BOPOTHIN MOCTIJOBHOCTI — 1HAEKC 3a HOMEHKJIATypolo crpaB (y pasi moTpedu Moxke
3a3HAYaTUCh TaKOX 1HIIMM 1HAEKC, IO 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 METOI0 PO3pI3HEHHS TPyH JOKYMEHTIB J0 PEECTPALIHOTO 1HIEKCY MOXKE
J0JlaBaTHCs BIAMITKA, AKa CKIAMA€eThes 3 Jitep, Hanpukmaa: 120/02-15 ACK, ne ACK
3aCTOCOBYETBCSl Il MO3HAYEHHS JOKYMEHTIB 3 Tpudom «/ns cmyx0OoBoro
KOPUCTYBaHHS.

KO MOKYMEHT MiArOTOBIEHO [HCTUTYTOM CHINBHO 3 KUIBKOMA yCTaHOBAaMH,
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 3aJICKUTh BT BUIY
OJlaHKa Ta BUAY JOKYMEHTA.

VY pa3i 3acTOCyBaHHsS 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 OnaHKy, a caMe: 3 KyTOBHM pO3TallyBaHHSIM
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 1aTy TOro JOKYMEHTA, Ha SIKUM
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 CKJIaJeHHS a00 BHUJAHHS 3a3HAYalOThCS Ha BCIX
JOKYMEHTaX, KpIM JIMCTIB. 3a3HaueHi BIiAOMOCTI O(QOPMIIAIOTHCS BiAMOBIIHO O
aMIHICTPAaTUBHO-TEPUTOPIAIBHOTO  TOAULTY  YKpaiHu. SKmo  BIiAOMOCTI  IIpo
reorpadigyHe MiCIIC3HAXOKEHHSI BXOJATh J0 HaMEHYBaHHS yCTaHOBH, 1€l PEKBI3UT
HE 3a3HAYa€THCA.

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

Anpecar
36. JIoKyMEHTH aApecyloTbCs YCTaHOBl, ii CTPYKTYpHUM MiJpo3aiiaMm abo
KOHKPETHIM MocajoBiii ocobi. Y pa3l aapecyBaHHA JOKyMEHTa YCTaHOBI abo ii
CTPYKTYpPHUM Mifpo3aigaM 0e3 3a3HayeHHS MOcagoBOi ocoOu iX HallMeHyBaHHS
HABOJSITHCS Y HA3UBHOMY BIJIMIHKY, HAITPUKJIIA]T;:

MiHiCTepCTBO arpapHoOi MOJITUKH Ta
IIPOAOBOJIBCTBA Y KpaiHU

SKIIO TOKYMEHT HaJICHJIAE€ThCSl TTOCAT0BIA 0c001, HAiMEHYBaHHSI YCTAaHOBU Ta il
CTPYKTYPHOTO MiAPO3/1Ty HABOIATHCS Y HA3MBHOMY BIAMIHKY, 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 koMM JOKYMEHT aJpeCcyeThCs KEpPIBHUKOBI YCTaHOBHM abo0 MHOro
3aCTYITHUKOBI, HAWMEHYBaHHS yYCTAaHOBH BXOJWTH JO CKJIaJAy HAWMEHYBaHHS MOCaIU
aapecara, sK€ HABOJIWUTHCS Yy JaBaJIbHOMY
BIJIMIHKY, HAaIIPUKJIA]T;:

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

Y pa3i KoJIM JOKYMEHT aJpEecyeThbCcsl JBOM OJIHOPIAHUM CTPYKTYpPHHUM
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 OJHOPIJHUM 3a XapaKTEepPOM MisIIbHOCTI
yCTaHOBaM, 3a3HA4Ya€ThCS y3arajbHEHE
HallMEHYBaHHS aJipecatiB, HAITPUKJIIA/;
IleHTpanpbHUM JEepKABHUM apXiBaM

JIOKYMEHT He MOBHMHEH MaTu OuIblle YOTUPHOX ajpecaTiB. CIIOBO «KOIMisH) Mepes
HallMEHYBAaHHSM JPYroro, TPEThOTO, YETBEPTOrO aJpecaTiB HE CTaBUTHCI. Y pasi
HAJCWJIAHHS JOKyMEHTa Olbllle HIX YOTHPHbOM aJpecaraM CKIAJa€TbCs CIUCOK Ha
PO3CHIIKY 13 3a3HAUYEHHSM Ha KO)KHOMY JJOKYMEHTI TUTbKH OJTHOTO aJpecara.

PexBizutr «Apnpecar» Moxke Bkimoyatud anapecy. Ilopsmoxk 1 dopma 3amucy
BIJIOMOCTEH MpO aJipecy yCTaHOBU NMOBMHHI BianoBigatu [lpaBmiaMm HagaHHS MOCIyT
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 KOPECIIOHIEHTaM, HalIpUKJIa/I:

MiHicTepcTBO 10CTULIIT 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 OATHKOBI (1HIIIAIK YM 1HIIIAT iIMEH1), 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 3aTBepaAKEeHHS JOKYMEHTA

37. JIOKyMEHT 3aTBEp/UKYETHCS JUPEKTOPOM ab0 3acCTymHUKAaMHU JTUPEKTOpa, A0
MOBHOBAXEHb SKUX HAJICKUTH BUPINICHHS MHUTAaHb, HABEJACHUX Y TaKOMY JTOKYMEHTI,
abo posnopsiauuM JOKyMeHTOM [HctutyTy. HOopMaTuBHO-TIpaBOBI akTH (ITOJIOXKEHHS,
IHCTPYKIIli, MpaBuiia, MOPSAKKA TOILIO) 3aTBEPIKYIOTHCS PO3MNOPAIUUM JIOKYMEHTOM
[HCTHTYTY.

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

SKIIO JOKYMEHT 3aTBEP/KYETHCA KOHKPETHOIO TOCAJO0BOK 0C00010, Tpud
3aTBepKeHHs ckianaerbesi 31 cioBa «3ATBEP/KYIOy», nHaliMeHyBaHHS Tocaiw,
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 3aTBEP/KYEThCS IIOCTAHOBOIO, HakKa3oM, 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 1THCTUTYTY
€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
3aTBEPJKEHHS PO3TAIIOBYIOTHCS HA OJTHOMY PiBHI.

Pe3oaronin

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

Pe3osronisi Cki1aiaeThbesl 3 TAaKUX €JIEMEHTIB: MPI3BUIIE, 1HIMianu (1Hiliaax 1MEeH1)
BUKOHABIS (BUKOHABI(IB) y 1aBAJIbHOMY BIJIMIHKY, 3MICT JOPYYEHHSI, CTPOK BUKOHAHHS,
0COOUCTHI MIANUC KEPIBHUKA, AaTa.

Ha nmoxymeHTax 31 CTpOKamMu BHKOHAaHHS, $IKI HE MOTPEOYIOTh JOJATKOBHUX
BKa31BOK, Y PE3OJIIOIIT 3a3HAYAI0ThCS BUKOHABEIIb, IMUC aBTOPA PE30JIIOLIT, 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 0coba, M0 (GYHKIIOHATHHUX OOOB’SI3KIB SIKOT BXOJSATH
po3ruIsA (BUPILIEHHS ) MOPYIIEHUX Y JOKYMEHTI TUTaHb.

[H11 BUKOHABII BHM3HAYAIOTHCS 3a HEOOXITHICTIO, BIAMOBIAHO /10 TMOPYIICHHX
MUTaHb, SKI BiIOOpakeHI B JOKYMEHTI, Ta 3HAXOASATHCS I03a MEXaMH KOMIICTCHIN|
OCHOBHOTO BHKOHABIIS.

Pe3odtoliist mpocTaBiseTbest 6€3Mmocepe/IHb0 Ha TOKYMEHTI, Ha JIMLIbOBOMY OOI11 Y
BEPXHIN YaCTHHI, IOPS 3 PEKBI3UTOM «Apecar», YiTKO 1 po30ipJauBO, MapayieIbHO 10
OCHOBHOTO TEKCTY, aji¢ He Ha MOJi JOKYMEHTY, IPU3HAYCHOMY JIJIs MiAIMBaHHA. SKIII0
MICIISL JUTsI PE30JIIONIi HEAOCTaTHBO, BUKOPHCTOBYETHCS CHEINABbHUN apKyIl Marnepy
dopmaty A-5 cnemianbHM OJlaHK, Ha SKOMY TMOCJIIZIOBHO 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 Hi,Z[J'I}II‘a€ IMOBCPHCHHIO, BU3HAYAETLCA ,ZICTaJIbHI/Iﬁ IMOopAO0K
BHKOHAHHA JOKYMCHTA abo YTOYHIOIOTBCA BI/IKOHaBHi.

3aroJi0OBOK 10 TEKCTY JOKYMEHTAa

39. 3aroj0BOK 70 TEKCTY JOKYMEHTA MOBUHEH MICTUTH KOPOTKUM BHUKJIAJ] 3MICTY
JOKyMeHTa 1 OyTH MaKCHUMaJIbHO CTUCJIMM. 3arojioBOK (DOPMYIIO€ThCS MpalliBHUKOM,
KU CTBOPIOE TOKYMEHT. 3arojioBoK, o0csr skoro nepesuinye 150 3nakiB (5 psakis),
J03BOJISIETHCST TPOJIOBXKYBATU A0 MexXi mpaBoro mojis. Kpamka B KiHII 3arojoBka He
CTaBUTHCSL.

3aro0BOK BIAMOBITAE HA MHUTAHHA «IPO HI07», «KOT0?», «4doro?». Hampukian
Haka3 (po mo?) Mpo HagaHHS BIAIMYCTKH; JUCT (TIPO MI0?) MPO OpraHi3aIliio Hapajiu;
MpPOTOKON (W4oro?) 3acifaHHs aTecTallifHOI KOMIcCii; mocajgoBa IHCTPYKIisS (KOro?)
TOJIOBHOT'O CHEIliaiicTa.

be3 3arosioBka 103BONISETHCS CKIIaJAaTH KOPOTKI JOKYMEHTH Ha OjaHKax ¢opMmaTy
AS (210 x 148 miniMeTpiB), 30KpeMa CyIpOBiIHI JIUCTH, TeJIETpaMu, TeJeoHOTpaMu.

BinMiTka po KOHTPOJIbL

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

BiamiTka npo KOHTPOJIb pOOUTHCS LLISAXOM MPOCTaBIsIHHSA Jiitepu «K» uu ciaoBa
«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 IPO B3STTS WOr0 Ha KOHTPOJIb MPOCTABISETHCA HA OKPEMOMY apKyIlIl
JUTSL PE3OJTIONIII.

TexkcT 10KyMeHTa

41. TekcT AOKyMeHTa MICTUTH 1Hopmarlito, A (ikcyBaHHA AKoi BiH OyB
ctBopernii. I[Hdopmariis B TEKCTI JOKyMEHTa BUKIAA€ThCA CTUCIO, TPAMOTHO,
3p0o3yMiIo Ta 00’€KTUBHO. JIOKYMEHT HE MOBMHEH MICTUTH IOBTOPIB, a TaKOX CIIB 1
3BOPOTIB, SIKI HE HECYTh 3MICTOBOrO HaBaHTakeHHs. Ilim 9yac ckiagaHHsS JTOKYMEHTIB
BXKMBAETHCS JIJIOBUM CTHIIb, JIJISL SIKOTO XapaKTEPHUW HEUTPAJbHUM TOH BHKJIAICHHS,
1o30aBieHu 00pPa3HOCTI, EMOLIIITHOCTI Ta 1HAUBIIyaIbHUX aBTOPCHKUX PHC.

TexcT JOKyMEeHTa IMOBHHEH CTOCYBATHCS TOTO NMUTaHHSA, K¢ chopMylIbOBaHE 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’SI3HMM  TEKCT JOKYMEHTa MICTUTh TIpamMaTH4YHO 1 JIOT1YHO
y3rojpkeHy 1HQopMmalliio Mpo ympaBiiHChbKI Aii. Taka ¢opma BUKIAIECHHS TEKCTY
JOKyMEHTa BHKOPHUCTOBYETHCS ITJ 4Yac CKIATaHHSA TIOJOKECHb, TOPSJKIB, IMPaBHII,
PO3MOPSIIYUX TOKYMEHTIB 1 JIUCTIB.

CyminpHu# 3B’ 3HUHN TEKCT, SK MPABUIIO, CKJIAIAE€ThCA 3 JBOX YACTHH. Y MepIIii
(BCTymHIM) dYacTHHI 3a3HAa4yaeThbCsd IICTaBa, OOTPYHTYBaHHS a00 MeTa CKJIaJEHHS
JTOKYMEHTa, y Jpyrid (3akaiouyHid) YacTUHI — BUCHOBKH, TMPOMO3UIli, PIIICHHS,
npoxaHHsA. B okpemux BUMaakax JOKYMEHT MOXE IICIS BCTYIMHOT YaCTHHHU MICTUTH
MOTHBYBaJIbHY YaCTHHY, B SIKIi OOIpPYHTOBY€ETHCS O3UIIIS [HCTUTYTY.

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



Ha3Ba BUAY JOKyMEHTa, HAalMEHYBaHHS YCTAaHOBU — aBTOpa JOKYMEHTa, JaTa,
peECTpaliftHUI HOMEp, 3aT0JI0OBOK J0 TEKCTY.

TexkcTu CKIAMHUX 1 BEIMKHUX 3a OOCSITOM JOKYMEHTIB (IOJIOXKEHHS, MpaBUIIA,
IHCTPYKIIii, OIVISIAM, 3BITH TOINO) MOJUISIOTECS Ha PO3AUIH, MIIPO3/IIN, MYHKTH,
miAnyHKTU. [IyHKTH y TEKCTI HyMepyITbCs apaOChKUMH LHU(ppaMu 3 Kpamkolo, a
HIAMYHKTH — apaOChKUMU IUPpamMu 3 TyKKOIO.

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

42. dopma aHKETH BUKOPUCTOBYETHCS y pa3i BUKIQJACHHA y IUppoBOMYy abo
CIIOBECHOMY BUIIIIAI 1HGOpMAIii Mpo OJWH O00’€KT 3a TEBHUM OOCSATOM O3HAaK.
[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
udpoBomMy ab0 CI0BECHOMY BUIJIsiAI iH(OpMAITi MPo KiJIbKa 00’ €KTIB 3a PSAJAOM 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 3HaueHHs. Kpamnku B KiHIIl 3aTOJIOBKIB 1 MT1A3ar0JIOBKIB I'pad 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 BKUBAOTHCS JIMILE 3araJIbHONPHUIHATI YMOBHI IO3HAYEHHSI 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.

BigMiTku npo HasIBHICTH 104aTKIB

44. Jlomatku 10 JOKYMEHTIB, KpIM JOAAaTKIB JO CYNPOBIAHUX JIMCTIB,
CKJIaIal0ThCsl 3 METOI0 JIOTOBHEHHS, MOSICHEHHS OKPEeMHMX NHTaHb JOKyMEHTa abo
JIOKYMEHTA B I[iIJIOMY.

45. JlomaTku a0 JOKYMEHTIB MOXYTh OyTH TaKWX BHJIB: JOJATKH, IO
3aTBEPKYIOTHCS PO3MOPSAUYMMHU JTOKYMEHTaMHU (IIOJIOKEHHS, 1HCTPYKLIi, 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, TpaBuia, MOPSAKA TOLIO), MPOCTABIAETbCA TpUd
3aTBEP/KEHHS BIANOBIIHO A0 NYHKTY 39 miei IHcTpykmii. ¥V BIANOBIAHMX MyHKTax
pO3MOPSIIYOi  YaCTMHU JOKyMEHTa pOOUTHCS TOCHIIAHHS: «IO JOJA€ThCs» abo
«(momaethes)». Ha momaTkax 10 MOKYMEHTIB, IO 3aTBEPIKYIOTHCS PO3MOPSIINMU
JOKYMEHTaMH, pOOUTHCSA BiIMITKa Yy BEPXHHOMY MPABOMY KYTKY MEpPIIOTO apKylla
J0J1aTKa, HAPUKJIIA;

Jomatok 5
1o Iactpykii (myHKT 8)

47. JlomaTku JOBIAKOBOrO a0 aHAIITUYHOTO XapakTtepy (rpadiku, CXeMu,
TaOJuUIll, CMHCKA TOIIO) JO OCHOBHOTO JOKYMEHTa IIOBHHHI MAaTH BIAMITKY 3
MOCUJIAHHSM Ha Il JOKYMEHT, HOro JaTy 1 HoMep, HalpUKJIa;:
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Y TEKCTI OCHOBHOTO JOKYMEHTa POOMTHLCS BIAMITKA MPO HASBHICTH JOJATKIB:
«IIO JOJAETHCS», «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,
«IIponoBxxeHHs noaarka 1».

VY pa3i HasgBHOCTI KUIBKOX JOJATKIB Ha HMX 3a3HAYAIOTHCA 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 MIAPO3JAUTY, B SIKOMY HOro 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  TOIIO), IO 3aTBEPKYIOTHCS PO3MOPSAYAMH JTOKYMEHTAMH, MiAMHCYIOTHCS
KEpIBHUKAMH CTPYKTYPHUX MIAPO3ALTIB [HCTUTYTY Ha JHMILOBOMY OOILl OCTaHHBOTO
apKyIia Jo/1aTkKa.

49. VY pa3i KoJau JD0JaTKUA HAJCUIAIOTHCA 13 CYNPOBITHUM JIMCTOM, BiJIMITKA TIPO
HASBHICTH JIOJIATKIB PO3MIIIYETHCS MICIS TEKCTY JINCTA TIEPET MiIMUCOM.

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 Ma€ [0AaTKW, I[OBHE HAWMEHYBaHHA SKHX Y TEKCTI He
HABOJUTHCS, 1X HEOOX1AHO MEPETIUUTH MICIs TEKCTY 13 3a3HAUYCHHSIM KIJIBKOCTI apKyIIIiB
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 nmpum.

2. I'padix pemontHHX poOiIT Ha I kBapTan 2016 p. Ha 3 apk. B 1 ipum.

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

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

VY pa3i Koau JTOKYMEHT MICTUThH OUIbIlIE€ ACCATH JOJATKIB, CKIAJAETHCS OMUC 13
3a3HAYCHHSIM Y JIOKYMEHTI TaKoi BIIMITKHU:

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



SIKI0 A0JaTOK HAACHIAETHCS HE 3a BCIMa 3a3HaYE€HUMH B JJOKYMEHTI ajipecamy,
BIJIMITKA MPO HASBHICTh TOKYMEHTa 0(pOPMIISIETHCS 32 TaKOK (OPMOIO:
HonaTtok: Ha 5 apk. B 2 IPUM. Ha TIEPIITy aapecy.

IMignmuc

50. TIlocamoBa ocoba IHCTUTYTY miAnKCye JOKYMEHTH B MeEXaxX CBOiX
MOBHOBA)KEHb, BU3HAYCHHUX Y TMOJIOKEHHAX MPO CTPYKTYPHI MiJPO3JALTH, MOCATOBUX
THCTPYKIIIAX, HaKa31 PO PO3MOALT 000B’A3KIB MIXK AUPEKTOPOM Ta MOTO 3aCTyITHUKAMH.
VY 3a3HaueHUX [TOKYMEHTAaX BU3HAYAETHCS TAKOXK MOPSAIOK MIAMHUCAHHS JOKYMEHTIB
iHmMMHA ocobaMu y pa3l BIICYTHOCTI JHUPEKTOpa Ta 3acCTyNHHUKIB JHPEKTOpa i
MOCaI0BUX OCi0, K1 YIIOBHOBaXEHI 1X MiAMHCYBaTH.

JIOKyMEeHTH, 110 HAACHJIAIOTHCA JO0 OpraHiB JEp>KaBHOI BIAIH, MiAMHCYIOTHCS
JUPEKTOPOM abo 3a WOro JOPYYEHHSIM — 3aCTYIMHUKAMH JAUPEKTOpa, a00 0co0oro, sKa
BUKOHY€ 000B’si3ku nupektopa. [IpaBo mianucy nuctiB iHGOpMAIIITHOTO XapakTepy Ta
IHIIMX JOKYMEHTIB, L0 HAJICWJIAIOTBCS /0 OpraHiB JEp>KaBHOI BIAAM Ta SIKI HE
MOB’si3aH1 31 3MIACHEHHSIM JUPEKTOPOM TMOJITHYHMX (YHKIM, MOXE HaJaBaTHCS
KEepIBHUKAM CaMOCTIHHUX CTPYKTYPHHX I1IPO3/LIIB.

JIOKyMEHTH, 110 HaJCWIAIOThCA MIANPUEMCTBAM, YCTAaHOBAaM, OpTraHi3allisM,
rpoMajisiHaM, MiAMUCYIOThCS JUPEKTOPOM, 3aCTYITHUKaMU TUPEKTOpa, abo 0cobolo, sKa
BUKOHY€ O0OB’SI3KM JUPEKTOPA 3TITHO 3 PO3MOILIOM (PYHKIIOHAIIBHUX OOOB’SI3KIB YU
KEpIBHUKAMH CTPYKTYPHUX HIAPO3ALIIB BIMOBIIHO JI0 1X TOBHOBAKEHb.

51. Ilipmuc ckinamaeTbess 3 HaWMEHYBaHHS MOCAaAM OCOOHM, SKa TIJANUCYE
JOKYMEHT (TIOBHOTO — SIKIIIO JJOKYMEHT HaJIpyKOBaHWW HE Ha OJIaHKY, CKOPOYEHOTO —
Ha JIOKYMEHTI, HaIpyKOBaHOMY Ha OJIaHKy), OCOOMCTOrO MiJNUCY, IHIMamB (1HILIATY
IMEH1) 1 Ipi3BUILA, HATTPUKIA/:

HMupexrop YIECP MITUC THITIATN (1HiIian iMeHi), pi3BUIIE
abo
Jupektop MIUC THIIIATH (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 MIANUCYETbCS TUIBKU OpUTIHAN, KWW 3aJMIIAETHCS Yy CIpaBl [HCTUTYTY
(aBTOpa JOKYMEHTA), @ Ha MICIISI PO3CUIIAIOTHCS 3aCBIYEH] KOIIi.

53. JlokyMeHTH MIAMUCYIOThCS, SIK MPABUIIO, OJHIEID MOCAJOBOI0 0CO00I0, a y
pasi, KOJIA 3a 3MICT JOKYMEHTa HEeCyTh BIJMOBIIAJIbHICT KiJIbKa 0¢10 (akTH, (hiHAHCOBI
JOKYMEHTH TOII0), — JIBoMa a0o Ouiblle mocajgoBuMu ocobamu. [Ipu npomy mignucu
MOCaJIOBUX OCI0 PO3MIILIYIOTHCS OAWH 1] OAHUM BIAMOBIIHO A0 MiAMOPSAKOBAHOCTI
oci0.

Hanpuknan:

Jupextop TITNC 1HimiaayM (1H111aa IMeHi), MPi3BUIIE
["omoBHMIt Oyxranrep TITNC 1Himiaay (1H111aa IMeHi), Mpi3BUIIEe



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 IOJITHKHA 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, HalpHuKIaI;

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

55. V pasi BiACYTHOCTI TOCaI0BOiI 0COOHM, HaMEHYBaHHS TMOCAJH, MPI3BHUIIE,
1HiIIany (1HIIiaa IMEH1) KOl 3a3HAa4€HO Ha MPOEKTI JOKyMEeHTa, HOTro MiAMUCye 0coda,
10 BUKOHYE ii 000B’s13ku. He pomyckaeTbes mijg yac MiANHUCAaHHS JOKYMEHTa CTaBUTH
NPUIAMEHHUK «3a» YW MpaBOOIYHY MOXWIY PHUCKY Mepe]l HalMEHYBaHHSM IOCaJIu.
JloaBaHHs 10 HaUMEHYBaHHA MMOCAJu KEpiBHUKA CiliB «BUKOHYIOUM 000B’A3KM» a00
«B. 0.» 3a1iCHIOETBCA Yy pa3l 3aMilIEHHS TUPEKTOPA 32 HAKA30M.

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

57. ®akcuMuIbHE BIATBOPEHHS MIAMKHCY IMOCAAOBOI OCOOM Ha OpraHizaliiHo-
po3nopsaaIunX, PiHAHCOBUX, OYXTralTePChKUX JTOKYMEHTaX 3a JOTIOMOTOI0 MEXaHIYHOTO
a00 1HIIIOrO KOIIFOBAHHS HE JOIMYCKAETHCS.

Bi3u Ta rpud norogkeHHs

58. ¥V pasi BUHUKHEHHS MOTPeOU y MPOBEJACHHI OIIHKH JOULILHOCTI CTBOPEHHS
JIOKyMEHTa, HOro OOrpyHTOBAHOCTI Ta BIJAMOBIHOCTI 3aKOHOJABCTBY 3/1ACHIOETHCS
MOTO/DKCHHST MPOEKTY JIOKYMEHTa BIAMOBIIHO JO Haka3dy YKpaiHCHKOTO 1HCTUTYTY
excrieptusu coptiB pociuH Bif 08 cepmast 2011 poky Ne 386-O/] «IIpo BperymtoBanHs
MpOLIEypH BHYTPIIIHBOIO Y3rOJKEHHS (BI3yBaHHS) JOKYMEHTIB y YKpaiHCBKOMY
THCTUTYT1 €KCIEPTU3U COPTIB POCIUH.

59. [loromxeHHs: MOXKeE 3/1MCHIOBATUCH SIK B IHCTUTYTI OCaAOBUMHU 0CO0aMHU, sIK1
BIJIMOBIJIHO JI0 1X KOMIIETEHI[li BUPILIYIOTh MUTAHHS, MOPYILIEHI B MPOEKTI JOKYMEHTa
(BHYTpIIIHE MOTOJKEHHS), TaK 1 3a 1l MeXaMHU 1HIIMMH 3a1HTEPECOBAHUMH yCTAHOBAMHU
(30BHIIIIHE MMOTOKCHHS).

60. BHyTpimHe moromkeHHs oQOpPMIISETHCS NUIIXOM MPOCTaBIsSHHA Bi3u. Biza
BKJIFOYA€E: OCOOMCTHH Tianuc, iHimiany (1Himiaa iMeHi) 1 mpi3BHIe 0coOu, sika Bi3ye
JIOKYMEHT, AaTy Bi3yBaHHS 13 3a3HAYEHHSM Y pa3il MoTpeOu HaltMEeHyBaHHS MOCAIU IIET
ocoou.

61. Biza mpocTaBisi€eThCs SIK Ha JMIBOBOMY, Tak 1 Ha 3BOPOTHOMY OOl
OCTaHHBOTO apKyllla MPOEKTY JAOKYMEHTA, SKIO MICIS JAJs BI3yBaHHS Ha JIMLBOBOMY
0oLl OCTaHHBOTO apKylla JOKYMEHTa HEeJOCTaTHhO. Bi3W NpoCTaBiIsAIOTHCS Ha
NPUMIPHHUKAX JIOKYMEHTIB, IO 3aJIMILIAIOTHCS B [HCTUTYTI.



62. 3ayBakeHHS 1 MPOIO3MINI JO NPOEKTYy JTOKYMEHTa BHUKJIAIAIOThCA Ha
OKpPEMOMY apKyIIli, PO 110 Ha IPOEKTI pOOUTHLCS BIAMOBIAHA BiIMITKA:

HavanbHuk BiaiuTy Kajapis

[Tigmuc, iHimiany (1Himianx iMeH1), Tpi3BHUIIe
3ayBakKeHHS 1 MPOIIO3HUIIIT JOTAF0THCS.
JlaTa

[Ipo HasiBHICTH 3ayBa)keHHs OOOB’SI3KOBO IMOBITOMIISIIOTH 0CO01, sIKA MiAMUCYE
JOKYMEHT.

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

[lopsimok BI3yBaHHS JOKYMEHTIB 3IMCHIOETCA Y Taklid IOCHIIOBHOCTI:
NpaliBHUKOM, KM CTBOPUB JOKYMEHT, KEPIBHUKOM CTPYKTYPHOIO HiApPO3ALNLY,
SAKOMY HOT0 CTBOPEHO, IHIIMMH BUKOHABISIMH, IOCAJOBUMU 0CO0aMU, IKUX CTOCYEThCA
JIOKYMEHT, 3aCTYIMHHUKaMU JTUPEKTOpa BIAMOBIIHO 10 (YHKIIOHAJBLHUX OOOB’SI3KIB,
AKILIO IOKYMEHT [TOBUHEH MiANUCYBATH TUPEKTOP.

[Ipu cxiiamanHi IPOEKTIB 3aKOHIB YKpaiHu, noctaHoB BepxoBuoi Paau Ykpaiunu,
aktiB [Ipesunenta Ykpainu ta KaGinery MinictpiB Ykpainu, Haka3iB MiHicTepcTBa
arpapHoi MOJITUKH Ta MPOJOBOJILCTBA YKpaiHU Bi3yBaHHS 3/1MCHIOETHCS B TaKOMY
MOPSAIKY: TMPAIliBHUKOM, SKHH CTBOPUB JOKYMEHT, KEpPIBHHUKOM CTPYKTYpHOTO
MIIPO3/1ly, B IKOMY HOTO CTBOPEHO, IHIIMMHU BHKOHABISIMH, MOCAJOBHUMH OCOOaMH,
SAKUX CTOCYETbCA JOKYMEHT, KepIBHUKAMH Ta CHEIialicTaMy CTPYKTYPHHUX MiAPO3ILTiB
3 MWTaHb 3amo0iraHHs Ta BHUSABJICHHS KOPYMIii 1 3 MpaBOBOro 3abe3meueHHS,
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 mijx 9ac BI3yBaHHS 3’SICYETHCS, IO y IMATOTOBICHUN 1O IMiAMHCAHHS
JOKYMEHT HEOOX1THO BHECTH ICTOTHI 3MiHH, BIH MOTPeOy€e MOBTOPHOTO Bi3yBaHHS.

66. 30BHINIHE TOTO/HKEHHS TPOEKTIB JOKYMEHTIB OQOPMIISETHCA HUISIXOM
MPOCTABJIICHHS Ha HUX Tpuda TMOTroKEHHS, SKUH BKIIOYaE B cede CIIOBO
«ITOI'OKEHO», naliMeHyBaHHS MOCaayd OCOOU Ta YCTAaHOBH, 3 SIKOIO MOTOJKYETHCS
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

ITigmwc, iximiany (1Himiaa iMeH1), IPi3BHUIIE
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 IPOEKTY JOKYMEHTA.

68. ¥V pa3i KoaM 3MICT JOKYMEHTa CTOCY€ThCs OLIbIIE HIK TPhOX YCTaHOB,
CKJIAIa€ThCS «APKYII TOTOKEHHS», PO 10 POOUTHCS BIAMITKA y JOKYMEHTI Ha MiCIIl
rpuda moroKeHHs, HAMPUKIAI:

ApKyl1 TOrOKEHHS 10/IA€ThCA.
APKYII TTOTOJPKEHHS 0POPMIIIETHCS 32 TAaKOIO (POPMOIO:

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 IHIIMUMH 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 BUTpPATH KOWITIB 1 MPOBEAEHHS ONepaliil 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 3o00paxkeHHsT repba), CTaBUTHCS TaKOXK Ha KOIIISAX
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 HaWMEHYBAaHHA TMOCaaAM OCOOM, sKa TMiAmMcansa JOKYMEHT, ajie He MiJANUC
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 mocajoBa ocoba, BIAMOBiJalbHA 3a 1i 30epiraHHs, a
TaKOX MEPeIiK 0Ci0, MAMUCH SKUX 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, MepeadoadeHux B abzaril ApyroMy MbOTO IYHKTY
Inctpykmii. Komisi JOKyMeHTa BHIOTOBISETHCS 1 BHIAETHCS TUIBKH 3 JO3BOIY
JAUPEKTOpa Ta HOro 3aCTYIMHHKIB.

Y pasi mATOTOBKM JOKYMEHTIB JUIS HAJaHHS CYJOBUM OpraHam, IIiJl 4ac
BUPIIIEHHS MMATaHb 010 IPUHHATTS TPOMAJIsIH Ha poOOTY, HABYaHHS, 3aCBITUEHHS iX
TPYIOBUX, )KUTJIOBUX Ta IHIIUX MPaB y B3aEMOBITHOCHHAX 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 IPABOMY
KYTKY TIEPIIIOTro apKylia JTOKyMEHTA.

74. Hammc mnpo 3acBiTYEHHS JOKYMEHTA CKJIQa€ThCs 31 CIiB  «3riHO 3
OpUTiHAJIOMY», HaWMEHYBaHHS IOCaJd, OCOOMCTOrO MIAMHCY OCOOHU, fKa 3acBIAUYE
Komito, ii iHimiamiB (iHIMiady 1MEHI) Ta TMpi3BUINA, JaTH 3aCBIAYEHHS KOMIi 1
MIPOCTABIISIETHCS HIDKYE PEKBI3UTY MoKyMeHTa «lliamucy, Hampukia:

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

Hammc mnpo 3acBigueHHS KOIMi CKPIIUIIOEThCS TIedaTKkor IHCTuUTyTy (063
300pakeHHsT TepOa) abo MeYaTKOI CTPYKTYPHOTO MiIpo3Auly (BiAILTy KaapiB Ta
JIJIOBOJICTBA, BIJUIUTY OyXTaJITepChKOro 00Ky Ta (PiHAHCOBOTO 3a0€3MeUeHHs TOIIIO).

75. Ha komisix BUXITHUX JOKYMEHTIB, 110 3aJMIINAIOTLCSA Y CIpaBax [HCTUTYTY,
TEKCT OJIaHKIB HE BIITBOPIOETHCS, a 3a3HAYAETHCS JIMIIIE JIaTa IMAMUCAaHHS IOKYMEHTa 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 iHimiamy (1Hirmian iMeHi), Npi3BUIle
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 BUXIZHHUX JOKYMEHTIB, L0 3aJUIIAIOTHCA y CHpaBax I[HCTUTYTY
(Biamyckax), MOBHHHI OyTH Bi3M MOCATOBUX OCi0, 3 SIKUMU BOHU IOTOJDKEHI, Ta BI3U
BUKOHABIIIB.

Komist nokymMeHTa MoBHUHHA BiJIMOB1AATH OPUTIHAITY.



BigMiTku po cTBOpeHHs1, BUKOHAHHS JOKYMEHTA, HASIBHICTh MOI0 B €JIEKTPOHHIH
dopmi Ta HagXOXAKEeHHS 10 [HCTHTYTY
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 MuxkosaiBuaa 256 27 54

77. Tlicns 3aBeplIeHHS POOOTH 3 JOKYMEHTOM MPOCTAaBISIETHCA 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 ciioBa «Jlo crpaBu», HOMEp CIpaBH, MOCUJIAHHSA Ha JIaTy 1 peecTpariiHui
1HJIEKC JOKYMEHTa, KUl 3aCBIIUy€ HOro BUKOHAHHS, HAallMEHYBaHHS MOCAIU, TIAMKUC 1
naty. Skmo AOKyMeHT He moTpeOye MHUCBMOBOI BIATOBIII, 3a3HAYAIOThCS KOPOTKI
BIJIOMOCTI TIpo BUKOHaHHA. [ligmuc 1 gaTy BIAMITKH TPOCTaBJS€ MPAILIBHUK, SKUN
CTBOPHUB JIOKYMEHT, a00 KEPIBHUK CTPYKTYPHOTO MiIPO3ALTYy. 3a3HAUCHHN PEKBI3UT
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 Bl 20.05.2016 [TuTaHHs BUPIIIEHO MO3UTUBHO Ii]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 mpo HasBHICTH KOMii JOKYMEHTa B €JIEKTPOHHIN (PopMi 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
JIOKyMEHTAa, HAPUKJIAT;

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

79. BinMiTKa mpo HAAXOKEHHS JOKYMEHTa J0 [HCTUTYTY MpOCTaBISETHCA 32
JIOTIOMOTOI0 ~ YHIKaJbHOTO INITPUX-KOAY, SIKUHA (QOPMY€EThCS aBTOMATH30BaHOIO
CUCTEMOIO peecTpallii JTOKYMEHTIB, POCTABISAETHCA Ha JIMIBOBOMY IO Yy MPaBOMY
KYTKY HHXXHBOTO TIOJII TIEpIIOrO apKylla OpHUTiHAly JIOKYMEHTa, BIJAMOBIIAE
peecTpalifHoOMy 1HACKCY JAOKYMEHTa Ta JJa€ MOXJIUBICTh 1A€HTU(]IKYBAaTH JTOKYMEHT.
EnemMeHnTaMu 3a3Ha4eHOro y I[bOMY MYHKTI IITPUX-KOIy € TOBHa Ha3Ba [HCTUTYTY,
peecTpalliiiHiil 1HJIeKC Ta JaTra NPUCBOEHHS JOKYMEHTY pPEECTPaliiHOIO 1HAEKCY B
aBTOMATU30BaHIN CUCTEMI PEECTpaIlii JTOKYMEHTIB.

JIOKyMEHTH peeCTPYIOThCS B aBTOMATHU30BaHIM CHCTEMI PEECTpallii TOKYMEHTIB
HE3aJIeKHO BiJ] croco0y iX IOCTaBKH, epeadl Yi TUITY TOKYMEHTA.



Ko KOpecHmoHACHISS HE PO3KPUBAETHCS BIAMOBIIHO 10 MYyHKTY 148 1€l
[HCTpYKIii, BiAMITKa MPO HAIXOMKEHHS TOKYMEHTa IMPOCTaBISETHCS HAa KOHBEPTax
(yrmakyBaHHSX).

Y pa3i HagXo/KEeHHs 30poIIypoBaHUX JOKYMEHTIB pPa3oM 13 CYNpPOBIAHUM
JIUCTOM BiIMITKa CTaBUTHCS HA CYIPOBITHOMY JIUCTI.

Y pasi komum ycraHoBa — aBTOp abo 0c00a-aBTOp JMOKyMEHTa TIOJa€ Ha
PEECTpAIIiI0 TOKYMEHT pa3oM 3 HOro KOIT€Er, Ha KOIii JOKYMEHTA, 110 MOBEPTAETHCS
YCTaHOBI — aBTOPOBIi (0C001-aBTOPOBI), IPOCTABIIAETHCS BIAMITKA, sIKa 3acBimTduye (axt
npuifomy gokymenta B IHcturyTi. Biamitka npo Qaxt mnpuiiomy AOKyMeHTa
MPOCTABJISIETHCA 32 TOTIOMOTOIO IITaMIla y MPaBOMY HI)KHbOMY KYTKY HEPIIOTO apKylia
Komii JokymeHTa. EneMeHTaMu 3a3HayeHOi y 1bOMY IYHKTI BIAMITKH € TIOBHA Ha3Ba
[HCcTHTYTY, MaTa HAAXOKEHHS JHOKYMEHTa 0 [HCTHTYTy, a TaKOX MiAIUC 0COOH, sSKa
MIPUMHSIIA TOKYMEHT.

CkiaaaeHHs JesiIKMX BUAIB JOKYMEHTIB.
Haka3su

80. Haxkasu BugalOTbCs K PIMICHHS OpPraHi3aliiHO-pO3NOPSAYOro  4d
HOPMAaTUBHO-TIPABOBOT'O XapaKTepy. 3a 3MICTOM YIPaBIIHCHKOI /i HaKa3u BUIAIOTHCS 3
OCHOBHUX IUTaHb AISUIBHOCTI [HCTUTYTY Ta KaJpOBUX MUTaHb.

81. IIpoexkTn HakKa3iB TOTYIOTHCS 1 MOAAIOTHCS CTPYKTYPHUMHU MiAPO3ALIaMHU 32
JAOPYUYEHHSIM JAUPEKTOPA B OTHOMY E€K3EMILIAPI.

[IpoexkT Haka3iB 3 KaapoBUX MUTaHb (0COOOBOro ckjany) (Mpo MPUMHATTSA Ha
po0OTYy, TIepeBeIeHHS, 3BUILHEHHS, HAJIlaHHsI BIJIMMYCTKU TOIO) FOTY€E BIIILI KaapiB Ta
J1J0BOJCTBA Ha MIACTaBl JOMOBIIHUX 3alMCOK KEPIBHUKIB CTPYKTYPHHUX IIJIPO3ALIIB,
3asiB PALIBHUKIB, TPYAOBUX JOTOBOPIB Ta 1HIIUX JOKYMEHTIB.

[IpoekTn HakaziB MpO CIYXKOOBI BIAPAKEHHS TOTYIOThCS 3alHTEPECOBAHUMU
CaMOCTIMHUMHU CTPYKTYPHUMH MiApO3aIaMu  [HCTUTYTy, $KI TICAS MIAMHCAHHS
PEECTPYIOTBCST Ta 30€piraroThCsl y BT OyXraiaTepchbKoro oO0diKy Ta (hiHAHCOBOTO
3a0e3neyeHHs .

82. IlpoekTn Haka3iB 3 OCHOBHOI JISJIBHOCTI Ta JOJATKH 10 HUX BI3YIOTHCS
MpAIiBHUKOM, SKUH CTBOPUB JIOKYMEHT, KEPIBHUKOM CTPYKTYpHOTO MIAPO3MALITY, B
SAKOMY MOTO CTBOPEHO, MOCAJ0OBUMH 0CO0AMHM, sIKI BU3HAYEHI Y MPOEKTI JOKYMEHTA SIK
BUKOHABI 3aBJlaHb, [0 MICTITbCS B HbOMY, KEpPIBHMKOM BIJAULYy KaJapiB Ta
J17I0BOJICTBA, KEPIBHUKOM ab0 MOCATO0BOI0 0COO0I0 CTPYKTYPHOTO MiAPO3JALTY 3 MUTaHb
3ano0iraHHs Ta BUSIBJICHHS KOPYMIIii, IHIIUMH MOCaJ0BUMH O0COOaMHU, SIKUX CTOCYETHCS
nokyMmeHT. Ilicns mianucaHHsl HaKa3u PeecTPYIOThCS Ta 30epiraloThbes y BIAJAUIL KaJpiB
Ta AIJIOBOJICTBA.

83. IlIpoekTn Haka3iB 3 KaJApOBUX NUTaHb (0COOOBOrO CKIaay) BI3YIOThCS
MpaliBHUKOM BIJJIITy KaJpiB Ta MAIJIOBOJICTBA, SKUW CTBOPUB JOKYMEHT, Ta MOro
KEpIBHUKOM, a TaKOX I1HIIMMHU TOCAJOBUMH OCO0aMH, SIKMX CTOCYETHCS JOKYMEHT.
[licns mignmucaHHs HakKa3W PEECTPYIOTHCS Ta 30epiraloThCsl y BIAAUIL KaapiB Ta
JIJIOBOJICTBA.

84. BimminoMm mpaBoBOTO 3a0e3MEUeHHs] Ta PO3pPOOKH 3aKOHOJABCTBA y cdepi
OXOpOHHM TpaB Ha COPTU POCIUH [HCTUTYTY 000B’SI3KOBO BI3YIOTHCS 332 HAsSIBHOCTI yCiX
HEOOX1IHUX BI3 ycCi MPOEKTH HAaKa3lB 3 OCHOBHUX MUTaHb AISUIBHOCTI [HCTUTYTY, 3
KaJpoBUX TNUTaHb (ocoOoBoro ckiaay). Biza KkepiBHUKA BiAUTy IIPaBOBOIO


http://sops.gov.ua/pro-nas-2/110-pidrozdili/177-viddil-pravovogo-zabezpechennya-ta-rozrobki-zakonodavstva-u-sferi-okhoroni-prav-na-sorti-roslin
http://sops.gov.ua/pro-nas-2/110-pidrozdili/177-viddil-pravovogo-zabezpechennya-ta-rozrobki-zakonodavstva-u-sferi-okhoroni-prav-na-sorti-roslin

3a0e3nedeHHs] Ta POo3pOOKH 3aKOHOJIABCTBA Y cepl OXOPOHU MpaB HAa COPTU POCIUH
TaKO MPOCTABIIAETHCS HA 3BOPOTHOMY OOI11 KO)KHOT'O apKyIlla MPOEKTy HaKasy.

[IpoexkTn Haka3ziB, IO HAMAIOTHCS JJIS MIAMUCAHHS TUPEKTOPOBI, BI3YIOTHCS MOTO
3aCTYIMMHUKAMU BIJIMOBIAHO /10 pO3MOAUTY (DYHKIIIOHATLHUX 000B’SI3KIB.

Ski1o B mporieci MOro/PKEHHS 0 MPOEKTY Haka3y BHOCSATHCS ICTOTHI 3MiHH, BiH
HiIsIra€ TOBTOPHOMY MOTOJIKEHHIO.

85. Hakasu mianucyroThCsl TUPEKTOPOM, a y pa3l MOro BiICYyTHOCTI — MOCAZ0BOIO
0c00010, sIKa BUKOHY€E Oro 000B’SI3KH.

[Ticns mignmucaHHs HaKa3y 3MIHU J0 HOTO BHOCSITHCS JIMINE IUISIXOM BUIAHHS
HOBOTO HaKa3y PO BHECEHHS 3MiH.

86. Haka3z odopmuseTrscss Ha OnaHKy Haka3zy. 3MICT Haka3zy KOPOTKO
BUKJIAJIA€EThCS B 3arojIOBKY, SIKUU MOYMHAEThCS 3 mpuiiMeHHuka «IIpo» / «lomo» i
CKJIaJIa€ThCs 3a JOMOMOroIo BijieciaiBHOro iMeHHuka («IIpo 3aTBepkeHHs...», «IIpo
BBe/eHHS...», «lIpo cTBOpeHHd...»,) abo imeHHuka («IIpo migcymku...», «IIpo
3aXO0/IH...»).

87. TekcT Haka3y 3 MUTaHb OCHOBHOI JISUIBHOCTI [HCTUTYTY CKIIQa€eThCs 3 ABOX
YaCTHH — KOHCTaTy04oi (mpeaMOyIIH) 1 po3mopsI4oi.

VY KOHCTaTyloouii YacTHHI 3a3HA4yaloThbCs IiJCTaBa, OOIpyHTyBaHHS ab0 MeTa
BUJIaHHA Haka3zy. 3a3Haue€Ha YacTHMHA MOXKE MouuHaTucA 31 ciiB «Ha BUKOHaHHS», «3
METOI» TOIIO. SKIIO JOKYMEHT BHUIAETHCA Ha MIACTaBl I1HIIOTO PO3MOPSAYOrO
JOKYMEHTa, Y KOHCTaTyIOUili YacTWHI 3a3HA4YalOThCs Ha3Ba BUAY IIOTO JOKYMEHTA,
Horo aBTOp, /1ata, HOMEP Ta 3arojioBOK. Kparmka B KiHII KOHCTAaTylO4yOi YacCTHHHU HE
CTaBUTHCS.

Posnopsigua uvactuHa Hakazy mnounHaeTbea 31 ciaoBa «HAKA3VYIO», ske
IPYKYETBHCS 3 HOBOTO psAJIKa BEITUKUMH JIITepaMu 0€3 BIACTYIy B1J] JIIBOTO MOJIA 1 JIAMOK,
MICJIsl YOTO CTaBUTHCA JBOKpAIIKA.

Posnopsigua yacTHa MOAUIAETHCS HA IMYHKTH 1 MIAMYHKTH, SKI HYMEPYIOTHCS
apaOcbkuMu 1UdpamMu. Y KOXKHOMY IIyHKTI TOBHHHI OyTH 3a3HayeHl BUKOHABII
(cTpyKTypHI MApO3iaK ab0 KOHKPETHI TocanoBi (Ciyxk00Bi) 0ocoOu), KOHKPETHI
3aBAaHHS (JOPYYEHHS) 1 CTPOKHM iX BHKOHaHHS. BuKoHaBIlI MOXyTh OyTH Ha3BaH1
TaKOX y3araJlbHeHO, HAaPUKIAI: «IupekTopaM (it [HCTUTYTY».

[Ipy 1upoMy, SIK TIpaBUJIO, HE 3aCTOCOBYETHCS HAMHMCAHHS HEKOHKPETHHX
JIOPYYE€Hb, SIKI MICTATh CJIOBA: «IPUCKOPUTH», «IOJIMIIUTHY», «AKTUBI3YBaTH,
«3BEPHYTH yBary» TOIIO.

88. Skmo Haka3oM BIIMIHSETHCS TMONEPENHIN PO3NOPAIUUN JTOKYMEHT, Y
pPO3MOPSAIYINA YAaCTUHI 3a3HAYAETHCS TYHKT, SKUM TIOBUHEH ITOYMHATHCS 31 CJIB:
«Bu3HaTu TakuMm, 110 BTPATUB YNHHICTB, ...».

3MiHHM, TIO0 BHOCSTHCS N0 Hakazy, OGOPMISIOTHCS OKPEMHUM HAKa30M, SKHAN
MOBUHEH MaTH Takui 3aroyioBok: «IIpo BHECEHHS 3MiH A0 Hakasy...» 31 3a3HAYCHHSIM
JaTH, HOMEpa, HA3BU BUIY PO3MOPSAUOTO JOKYMEHTA, IO SKOTO BHOCSTBHCS 3MIHHU.
Posnopsigua yactuHa HaKa3y MOYMHAETHCS 3 TAKOTO MYHKTY:

«1. BHecTu 3MiHU 10 HAKa3y».

Jlani okpeMuMH MIANYHKTaMH (OPMYIIOIOTHCS 3MIHA IO  PO3MOPSIYOTO
JIOKyMEHTAa, HAPUKJIA;

«1) yHKT 2 BUKJIACTH B TaKId peJaKIlii: ...»;

«2) IyHKT 3 BUKJTIOUUTHY;



«3) ab3an Apyruii NyHKTY 4 JOMOBHUTH CIIOBAMHU...».

SKI0 3MIHU IO PO3MOPSATUOrO JOKYMEHTA OQOPMIISIOTHCS HA OKPEMOMY apKylil
(apkyiax), B MepuioMy IMyHKTI PO3MOPSA YO YACTUHU HaKa3y 3a3HAYA€ThCS:

«1) BHecTu 3MiHU 70 ... (JIOJIAIOTHCA)».

89. OcranHI TYHKT PO3MOPSAIYOi YACTUHU Yy pasi MoTpedu MOXKe MICTUTH
pIIIEHHS] MPO TOKJIAJEHHS Ha CTPYKTYPHUM MAPO3UT ab0 1mocaaoBy oco0y yHKINN 3
KOHTPOJTIO 32 BUKOHAHHSM HaKa3zy.

90. Jlo HakasiB He MOXe BKIIOYaThcs MyHKT «Haka3 moBecTu 10 Bigoma...».
VYcTaHoBH, iX CTPYKTYpHI MiZPO3ALTH, MOCATOBI (CIy)00B1) 0cOOHM, O BioMa SIKUX
JIOBOJIUTHCST HaKa3, 3a3HAYAIOTHCS Y TMOKAKYUKY (CIHUCKY) PO3CWIKH, SKUW YKIIaaad
TOTy€ pa3oM 3 TMPOEKTOM PO3MOPSATIOrO MTOKYMEHTa 1 Tepemae 10 BIAAUTY KaapiB Ta
JJI0BOJICTBA TICIIS TMUCAHHS TAKOTO TJOKyMEHTA.

91. Haka3u 3 KaJApOBUX MHUTaHb (OCOOOBOTO CKJaay) OQOPMIISIIOTHCS y BUTIISII
IHIUMBIAyalbHUX. B 1HIMBIAyaJIbHUX Haka3axX MICTUTbCS 1HGOpMAIlS PO OIHOTO
MpaliBHUKA (CIiBPOOITHUKA).

92. 3micT iHIMBIAYyalbHOTO Haka3dy 3 KaJpOBHX MUTaHb (0COOOBOrO CKIAdY)
CTUCJIO BHKJIAQJA€TbCS Yy 3arojoBKy, SIKHA IMOYMHAEThCS 3 mpuiMeHHuka «IIpo» 1
CKIIQJIA€EThCS 32  JIONOMOTOI  BIAJIECTIBHOTO IMEHHMKA, Hampukiaa: «lIpo
npu3HayeHHs...», «[Ipo mpuHHATTA...». Y 3BEJICHHX HaKa3aX MOXKE 3aCTOCOBYBATHCh
y3arajibHEHUN 3arojoBoK, Hampukiaa: «lIpo kamposi muranss», «IIpo ocoOoBuii
CKJIa.

93. V¥V TekcrTi HakaziB 3 KaIpOBUX IMHTaHb (O0COOOBOTO CKJIamy), SIK IPaBUIIO,
KOHCTaTyl4a YacTHUHA HE 3a3HAYa€ThCs, KPIM BHUIIAJIKIB MPU3HAYCHHS HA mocaay ado
3BUIBHEHHS 3 MOCAJW KEPIBHUX MPAIIBHUKIB OPraHOM BHILOIO piBHS ab0 3a 1HIIOKO
nporeayporo. Y TakoMy pa3l B KOHCTaTyIOUill 4aCTHHI HABOAUTHCA MOCHJIAHHS Ha
BIJINOBIJIHAN NIPABOBUHM aKT OpPraHy BUUIOTO PIBHS Yy Taklid MOCIIIOBHOCTI: BUJ aKTa,
HWOTro aBTOp, JaTa, HOMEp, MOBHE HAMMEHYBAHHS.

94. Po3mnopsiiua 4acTMHA HAaKa3y MOYMHAETHCSA, SIK MPABUIIO, 3 Ji€ciioBa y hopmi
1H(]I1HITUBY: «IPUUHSITHY, «[TPUSHAUUTU» «[IEPEBECTH», «3BIJIbHUTU»,
«BIIPAIUTN», «<HAIAT», «OT'OJIOCUTH» Toro.

Jlami 3a3HavyarOThCA BEJIMKUMHU JIITEpaMU TMPI3BUINE TMpAIiBHUKA, HA SKOTO
MOIIMPIOETHCS il HAaKa3y, 1 MaJlMMU — 1M s, TI0O OaThKOBI TIPAIIBHUKA Ta TEKCT HAKA3Yy.
VYV 3BegeHMX Haka3zax (pO3MOPSDKEHHSX) TMpi3BUIIA OCI0 y MexXaxX IIyHKTIB
PO3MIIIYIOTECSA 3a andaBiToM.

95. V Hakasi npo npuzHadeHHs a00 3BIJILHEHHS IMpalliBHUKA 3a3HAYA€ThCS MIOBHA
naTta (4ucio, Micslb, pik) GaKTUYHOTO BUXOAY MpaliBHUKA HA poOOTYy (IpUMHHEHHS
TPYAOBUX BIJIHOCHH), PO3MIpH HOro MOCAJAOBOTO OKJIAAy BIAMOBIIHO 0 IITATHOIO
pOo3MucCy, Ha10aBOK Ta JIOILIAT.

96. V 3BeneHMX HaKa3zax 3 KaApOBUX MUTaHb (0COOOBOIO CKIIAY) 0 PO3MOPSAUOL
YaCTUHU BKIIIOYAETHCS 1HGOpMAIIis, IO PO3MINIYETbCS Yy Takiil TOCIHITOBHOCTI:
MPUIHATTS Ha poOoTy (CiyxkO0y), mepeBelieHHs, 3BUIbHEeHHS. [Ipu 11oMy 10 OJHOTO
3BEJICHOTO0 HaKa3zy HE MOXKE BKJIIOYATHCS 1H(OpMAIis, sKa 3TiTHO 13 3aKOHOJAABCTBOM
Mae€ Pi3Hi CTPOKH 30epiraHHs.

97. Y KOXHOMY ITyHKTI Haka3y 3 KaJpOBUX MHUTAHb 3a3HAYAE€ThCA M1CTaBa 111010
Woro BumaHHS (3asgBa TpalliBHUKA, KOHTPAKT, JOMOBITHA 3amUCKa, pIMIEHHS
aTecTallitHOT KOMICIii TOIIIO).



98. Ilix yac 03HAMOMIICHHS 3 HAKA30M BKa3aHHUMH Y HhOMY 0CO0aMU Ha TIEPIIOMY
NPUMIPHUKY HakKazy 4YM Ha CIelialbHOMY OJIaHKY MPOCTABISIOTHCS 1X MIAMKUCH 13
3a3HAYCHHSM JaTH O3HAHOMIICHHSI.

99. CninpHUM HaKa3 YCTAHOB OJTHOTO PIBHS O(OPMIISETHCS HAa YHUCTHUX apKyllax
nanepy ¢opmary A4 (210 x 297 mm). HepxkaBuuit ['epd Ykpainu min yac opopmiaeHHs
TaKUX HaKa3iB HE BiITBOPIOETHCA. HaliMeHyBaHHS yCTaHOB PO3MIIIYIOTHCS Ha OJHOMY
piBHI, a Ha3Ba BUIY JOKYMEHTa — IocepeauHi. /laTa cnipHOrO0 Haka3y MOBMHHA OyTH
€IMHOIO, BIJIMOBIIATH JJaTI OCTAHHBOTO MIAMHUCY, & PEECTPAIITHUN 1HAEKC JOKYMEHTa —
CKJIQIaTUCS 3 PEECTPALIMHUX 1HCKCIB, K1 MPOCTABISIOTHCS Yepe3 MPaBOOIUHY MOXUITY
PUCKYy B TIOCHIJOBHOCTI MIANHCAHHS Haka3zy KepiBHUKaMH ycTaHoB. Posmopsmua
yactuHa nounHaeTbea 31 crmoBa «HAKA3YEMO». Ilignucu KepiBHUKIB YCTaHOB
PO3TAILIOBYIOThCSI HIKYE TEKCTy Ha OJHOMY pIBHI CKpIIUIIOIOTHCS TepOOBUMU
nevYaTKamu IUX YCTaHOB.

KinpKicTh NPUMIPHHKIB CIUIBHUX HaKa3iB IMOBHUHHA BIAMOBIJATH KIUIBKOCTI
YCTaHOB, 110 iX BUAAIOTb.

100. Haka3u HyMepyroThCsl y TOPSAAKY IX BUAAHHS Yy MEKaxX KaJIEHIApHOTO POKY;
HaKa3M 3 OCHOBHOI JISJIbHOCTI, aIMIHICTPAaTUBHO-TOCIIOIAPCHKUX MUTAHb Ta 3 KaJIPOBUX
nuTaHb (0COOOBOIO CKJIaAy) MalOTh OKpEMY MOPSIKOBY HyMEpallito.

IIporoxkomu

101. ¥V mnpotokonax ikcyeTbest iH(oOpMariss Mpo Xiax BEACHHS 3aciiaHb,
NPUIHATTA B YCTAaHOBAaX pIIIEHb KOMICISIMU, IOpaJyUMU OpraHamu, 300pamu TOILO.
[IpoTokon ckJlaJaeThCs HAa MIACTaBl 3amuUCIB, 3pO0JEHUX O€3MocepeHbO IMiJ Yac
3acilaHb, MOJAHUX TEKCTIB Ta T€3 JOMOBIACH 1 BUCTYMIB, JOBIIOK, MPOEKTIB PIlIEHb
TOIIIO.

102. TIpoTokonm MOXYTh CKJIaJaTUCS B TOBHIM abo crtucmiii dopmi. Y
MPOTOKOJaX, CKIAJCHUX y CTUCIINA (hopmi, PIKCYIOThCS JUIIE NMPUNUHATI PIIICHHS, a HE
X171 0OrOBOpPEHHS MMUTAHHS.

103. IIpotokon odopmisieTbecst Ha YncTOMY apkyii narnepy ¢opmary A4 (210 x
297 mimimMeTpiB).

104. JIlaToro MpOTOKOJY € JaTa MpOBEEHHs 3acianHs. SKIo 3acilaHHs TPUBAJIO
KUIbKa JHIB, TO Yepe3 THUPE 3a3HAYAIOTHCS MEPITUI 1 OCTaHHIN JIEHb 3aC1IaHHS.

105. Homep (iHIaEKC) MPOTOKOJy MOBHWHEH BIiATOBIAATH TOPSIKOBOMY HOMEPY
3aciganHsa. Hymeparliis mpoTOKOJIIB BEIEThCS B MEKax KaJeHIAApPHOTO POKY OKPEMO 3a
KOKHOIO TPYIIOI0 MPOTOKOJIB 3aCiJIaHHs BIAMOBITHOTO KOJET1AJIbHOTO OpPTraHy: BUEHOI
paau, TEXHIYHUX, HAYKOBUX, EKCIEPTHUX KOMICIHA, paj Towo. Y PEKBI3UTI «Micle
3aCiIaHHs 3a3HAYAETHCS HA3Ba HACEJIEHOTO MTyHKTY, B SIKOMY B1A0y0OCS 3aciaHHs.

106. 3arosoBoK 10 TEKCTYy MPOTOKOJIY IMOBHHEH BioOpa)kaTh BHJ 3acCiIaHHS
(mapana, 300pu, KOHQepeHIlis Toio) ado KoJierialbHOI AisUIbHOCTI (KOMicis, paja,
BUEHA paja, podoya rpyrma TOoIIO) 1 BKJIIOYATH Ha3BY BUY IOKYMEHTA.

107. TekcT MPOTOKOITY CKJIaJAETHCS 31 BCTYITHOT Ta OCHOBHOT YaCTHH.

108. V BcTynmHIN YacTHUHI MPOTOKOJY 3a3HAYAIOTHCA TPI3BUINA Ta 1HIIAIH
(1HiI1a7 iIMEH1) TOJIOBU a00 TOJOBYIOUOT0, CEKPETaps, 3aIPOIICHUX, a TAKOXX MPUCYTHIX
oci0.

VY cnucky nmpucyTHIX 3a3Ha4aloThes B aipaBITHOMY MOPSAKY CIIOYATKY MPi3BULIA
Ta 1HIIIaJK IPUCYTHIX MOCTIHHUX YWICHIB KOJIET1AJIbHOTO oprany 0e3 3a3HaueHHS Mocajl,
MOTIM — 3allpolIeHUX OCI0 13 3a3HA4YEeHHSM IOcaj Ta y pa3i moTpeOu HalMEHYyBaHb



yCTaHOB. SIKIIO KUIBKICTh MPHUCYTHIX mepeBuiye 15 oci0, 3a3HavaeThCs iX 3arajbHa
KUJTBKICTB 3 MMOCHJIAHHSM Ha CIHCOK, 1110 JIOJA€THCS 0 IPOTOKOIY.

BerynmHa dacTMHA BKITIOYAE TIOPSAOK JIGHHUH — TIEpeNliK pPO3TIISIHYTHX Ha
3aciflaHHI MUTaHb, 10 PO3MIIICH] Y MOPSIKY iX 3HAUYIIOCTI 13 3a3HAYCHHSM JIOTIOB11aua
3 KokHOTO TTuTaHHs. [TopsiioK JeHHMI Ja€ThCsl HAIPUKIHIT BCTYITHOT YaCTHHH.

CnoBa «llopsimok JeHHMI» JNPYKYIOTBCS BiJ MEXI JIIBOTO TOJS, MICAS HUX
CTaBUThCS JBOKpamnka. KokHe NHUTaHHA HYMeEpYeThCs apabChbKkumMu nudpamu 1
IpyKyeThess 3 abO3aiy. DopMyBaHHS MHUTAaHb Yy TOPSAKY JCHHOMY ITOYMHAETHCS 3
npuiiMenHuka «IIpo» / «1{omo».

109. OcHoBHa 4YacTHMHA TPOTOKONY CKJIAJAEThCS 3 PO3AUTB, SKI TMMOBUHHI
BIJINTOBIIaTH IMyHKTAaM MOPSIKY IEHHOTO. PO31in HyMepyroThCsl apaOChKuMu IudpamMu
1 OyAyI0TbCS 32 TAKOIO CXEMOIO:

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

3a3HayeH1 cJI0Ba APYKYIOThCS BETUKUMHU JIiTepaMu 0€3 BIICTYIy BiJl MEXKI JIIBOTO
nouist. [licis ciiB cTaBUTHCS IBOKpAIIKA.

110. ITicma crnoBa «CJIYXAJIM» 3a3HavaeTbcsi TEKCT BHUCTYIY OCHOBHOTO
nonoBinaya. [Ipi3Buiiie Ta iHiiamy (iHII1ad 1IMEH1) KOKHOTO JIOMOB1/1avya APYKYIOThCA 3
HOBOTO pssika. TeKCT BUCTYMy BUKJIAIA€ThCS Y TPETIM 0COO1 OTHUHMU.

Texctn ab0 Te3W JOMOBiAI Ta BUCTYIIB, OPOPMIIEHI SIK OKPEMI JOKYMEHTH, A0
TEKCTy MPOTOKOJIY HE BKJIOUaroThes. [licist BioMocTel mpo JOomMoBijjaya CTaBUTHCA
TUpE 1 3a3HaYa€ThCs: «TeKCT 10MOBiIl (BUCTYITY) JOAAETHCS O MPOTOKOIY.

111. ITicns cnoBa «BUCTYIINIIN» dikcyroTbesi BUCTYNH TUX OCIO, SIKI B3SJIU
y4acTh B 0OrOBOpEHHI AOMOBI1. BUcTynu opopmMiIsitoTbes y MPOTOKOJ 13 3a3HAYECHHIM
1ocaji, MPI3BUI Ta iHIIIANIB (1HIiady 1MEH1) MPOMOBIIB y HAa3WBHOMY BIIMIHKY, a
TaKoXX 3 BHUKIAJICHHSIM 3MICTy IMTaHHS Ta BIANOBIAEH Ha HBOTO. 3MICT BHUCTYIIIB
BUKJIAJIA€THCA BT TPETHOI 0COOU OHUHHU.

112. Tlicna cnosa «BUPIIINIINY («YXBAJIUJIN», «[TOCTAHOBWJIN»)
(GIKCyeTbCS TPUUHATE pIlIeHHS 3 OOrOBOPIOBAHOTO TIHTAHHS TMOPSAKY JEHHOTO.
Pimrennst moBuHHE OyTH KOHKPETHHUM 1 BKIIFOYATH CKJIAJIOBI, IO BIJIMOBIIAIOTh HA TaKl
MUTaHHA: KOMY, 1110 3pOOHTH 1 B SIKHUI CTPOK.

PimenHs1, mo MICTATh KiJbKa MUTaHb, MOMUISIOTh HA MYHKTH 1 MIANYHKTH, SIKI
HYMEpPYIOThbCs apaOcbkuMmu 1 pamu. [[IATYHKTH HYyMepyIOThCS HUPPAMH 3 TYKKOIO.

113. V pa3i konu Ha 3acijaHHI MPUIAMAETHCSA PIIIEHHS NPO 3aTBEPAKECHHS
JIOKYMEHTa, SIKMM OOTrOBOPIOBABCS Ha 3acijlaHHl, Iled JOKYMEHT JOJAa€ThCs 0
MPOTOKOIY 1 B HBOMY POOUTHCS MOCUIIAHHS Ha HOMED 1 ATy MPOTOKOJTY. 3a HasIBHOCTI
IHIIUX JOKYMEHTIB, 10 PO3IJISAalNCs Ha 3acigaHHl Ta (akT OOrOBOPEHHS SKUX OYyJio
3a(iKCOBAaHO y TEKCTI MPOTOKOJy, BOHHM HYMEPYIOThCS apaOChkuMu IMdpamu
(momarox 1, nomatok 2). Y BIANOBIIHUX MYyHKTaX MPOTOKOJY POOUTHCS MOCHIIAHHS Ha
111 OJTATKH.

PexBizuT «BinMiTKa Mpo HASIBHICTH JOJATKIBY» HAMPHUKIHIN TEKCTY MPOTOKOJIY HE
3a3HA4Ya€THCS.

114. TIpoTOKON MIANKCYETHCA TOJOBYIOUMM Ha 3aCiJaHHI KOJIET1aJIbHOTO OpTraHy
Ta CEKpeTapeM.



115. Jeaxki TPOTOKOAW 3aciiaHb (TEXHIYHUX KOMITETIB, METOJIUYHUX,
EKCIIEPTHUX, HAYKOBUX pajl 1 KOMICIM TOIIO) MiJJISATal0Th 3aTBEP/KEHHIO. Y TaKOMY
pa3i MPOTOKOJI TIOBUHEH MaTH TPH(Q 3aTBEPIKCHHS.

116. Komii mpoTokoJiiB a00 BHUTATH 3 HUX 3aCBIIYYIOTHCS BIUILIOM KaJpiB Ta
JTOBOJICTBA 1 HAJICUJIAIOTHCS y pa3i MOTpedH 3aiHTEpEeCOBAaHUM yCTaHOBAM, TIOCAOBUM
ocobam, npaiiBHuKaM. CIIMCOK PO3CHIIKH CKJIAJIa€ 1 MIMUCY€E CEKpeTap.

Cay:x00Bi JucTH

117. Cmyx00Bi JHCTH CKJIAJAlOTbCA 3 METOI OOMiHY i1H(OpMaIi€ro Mix
YCTaHOBAMH SIK:

BIJIMIOBI/II MPO BUKOHAHHS 3aBllaHb, BU3HAYECHUX B aKTaX OpPTaHiB JACp>KaBHOI
BIIAJU, TOPYICHHSIX BUIIUX MTOCATOBHX OCI0;

BIIMOBIZII HAa 3alUTH, 3BEPHEHHS, a TaKOX KOPECHOHJCHIII0 BHUIIECTOSIIUX
OpraHis,

BIJIMOBI/Il HA BUKOHAHHS JIOPYYEHb YCTAaHOB BUIIIOTO PIBHS;

BIJIMOBI/I1 HA 3aIUTH 1HITUX YCTAHOB,;

BIJIMOBIII HA 3BEPHEHHS TPOMAJISH;

BIJIMOBI/I1 HA 3aMUTH Ha 1HQOpMaIIio;

IHIIIaTUBHI JIUCTH;

CYNpPOBIAHI JIUCTH.

118. Cayx060Buii TUCT 0GOPMIIAETECS Ha CIEHMIaIbHOMY JJIA JIUCTIB OJaHKY
dopmary A4 (210 x 297 MM) B OTHOMY €K3eMIUISIpi. SIKIIO TEKCT JINCTA HE TIEPEBUIILYE
CEMH PsIJIKiB, BUKOPUCTOBYIOTh O1aHK popmarty AS (210 x 148 mm).

119. Jluct Mae Taki pPEeKBI3UTH: JAaTa, PEECTPALIMHUN I1HAEKC, MOCHUJIAHHS Ha
peecTpaliiHiil 1HJIEKC 1 JaTy JOKyMEHTa, Ha SKWWA JaeThCsl BIAMOBINb, ajapecar,
3aroJIOBOK JI0 TEKCTY, TEKCT, BIAMITKA MPO HAsBHICTh NOAATKIB (y pa3l moTpedu),
ITIJIMTHAC, BIAMITKA ITPO BUKOHABIIA.

Jlatoro nmcTa € mara WOro IMANWCAHHS, SKa IIOBHHHA 30iratucs 13 JaTolo
peecTpailii BUX1IHOT KOPECTIOHICHIIIT Y BIJUILI1 KaapiB Ta ALIOBOJICTBA.

Jluct, opopmnenuit Ha Onanky Qopmatry A4 (210 x 297 MM), TOBUHEH MaTH
KOPOTKUH 3MiCT, 200 3ar0JI0BOK JI0 TEKCTY, 110 BIJMOBIAA€ HA MUTAHHS «IIPO 10 ?».

120. OCHOBHHMM PEKBI3UTOM CIIY)KOOBOTO JIUCTa € TEKCT, IO, SK IPaBHIIO,
CKJIQJAETHCS 3 JIBOX YaCTHH. Y NEpIlid YaCTUHI 3a3HAYAETHCSA MPUYMHA, MiACTaBa abo
OOTpYHTYBaHHSI ITiITOTOBKH JINCTA Y HABOJAATHCS IMOCUJIAHHSA HA JOKYMEHTH, 110 OyIH
MiJCTABOIO JUIA HOro CKIajeHHs. [[pyra yacTWHA BKJIIOYAE BHCHOBKH, IPOIO3MIII,
MIPOXaHHS, PIICHHS TOIIO, K1 PO3MIIIYIOThCS 3 ab3alry.

121. SIx mpaBuIIO, y JUCTI NOPYIIYETHCS OJHE MUTAHHS.

TekcT nucTa BUKIAIAETHCS Bl MEPIIOi 0COOU MHOXKHWHHU 3 BUKOPUCTAHHSIM CIIIB:
«TPOCUMO TIOBIJIOMHUTH...» «PO3’SICHIOEMO, I10...» ab0 BiJ TPEThOI OCOOM OJHUHU —
«IHCTHUTYT 1H)OPMYE...», «BIIIIT BBAXKAE 3 JOIILHEY.

Axmo nmcr ckiageHo Ha OJaHKy TOCaJoBOi OCOOM, TEKCT BHUKIANAETHCA Bij
MePIIOi 0COOU OJTHUHU — «IIPOIILY...», KIPOTOHYIO...».

CayxO00B1 JIMCTH NIANUCYIOTHCA BIAMOBIAHO a0 MyHKTY S1 miei IHcTpykmii.
["'epO0OBOIO EYATKOIO 3aCBIAUYIOTHCS JIMIIIE TapAHTIHHI JUCTH.

122. Cnyx00Buii JTUCT Bi3y€ MpAIiBHUK, SKUM CTBOPUB JOKYMEHT, KEpPIBHHUK
CTPYKTYpPHOTO TMIJAPO3JAUTYy B SKOMY WOro CTBOPEHO, BHKOHAaBI (BIAMOBIAHO M0
PE30JII0I111), KEPIBHUKHU 3a1HTEPECOBAHUX CTPYKTYPHHUX MIAPO3ALUTIB [HCTUTYTY, a TAaKOK



3aCTYTHUKH JIUPEKTOpA BIAMOBIIHO A0 (PYHKIIOHAJIBHUX OOOB’S3KIB (SIKIIO JIMCT
MOBMHEH IMIIUCYBATH JUPEKTOP).



JlokyMeHTH 10 3aCiIaHb KOJIeriaJIbHUX JOPATYUX OPraHiB
(BueHa paga, MeTOAUYHA KOMICIf)

123. IliarotoBka Ta oOQOpPMIIEHHS JOKYMEHTIB [0 3acilaHb KOJETialbHUX
JOpauuX OpraHiB MPOBOISATHCA 3 METOI 3I1MCHEHHS MOBHOBAXEHB, MepeadaueHux
MTOJIOXKEHHSIMU TIPO 111 KOJIeTialbH1 OpTraHH.

124. 3acimaHHs KoOJICTIaJIbHUX JOpaJuuX OpraHiB MPOBOAATHCS 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 (iHIIIAT 1MEeHi) JomoBiga4a Ta HAaWMEHYBaHHS CTPYKTYPHOTO
MiIPO3AUTY amapaTy KOJETiaIbHOTO JOPaadoro OpraHy, SKUW TOTYE MTOKYMEHTH s
PO3TISAY TUTaHHS KOJIET1albHUM OPTaHOM, CTPOK MOJAaHHS JOKYMEHTIB.

[Ipoektr mmaHy poOOTH KOJIETIAIBHOTO JOPagdyoro OpraHy CKIAJaeThCs
CEKpeTapeM IIbOro opraHy ado0 1HIIOK MOCaT0BOI0 0CO0O0I0, siKa BIAMOBIIHO JO CBOIX
MOBHOBAKEHb 3a0e3leuye oOpraHizalilo poOOTH LBOIO OpraHy 3 YypaxyBaHHSAM
MIPOTIO3UIII CTPYKTYPHHUX T1PO3ALTIB.

KepiBHUKM CTPYKTYpHHUX MIAPO3AUIIB [HCTUTYTy 3aBYacHO TOMAIOTh IS
BKJIIOUeHHS A0 [lnany poOGoTH KOJETiaJbHOTO JOPaauoro OpraHy MEpeiiK MUTaHb, Kl
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/KYETHCS HaKa30M
[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 3a0e3reuye opratizaiio poooTH TaKOro oprany, iHpopmye BCix
YJICHIB KOJIET1aIbHOIO OpraHy Ta BiANOBIIaJbHUX BUKOHABLIB PO BHECEHI JI0 IUIAHY
3MIHHU.

125. JlIokyMEeHTH 3 TWTaHb, IO BHOCSTHCS HA PO3TIIS] KOJETialbHOTO OpraHy,
MOBUHHI TOJABaTUCS HE TI3HIIIE HIK 3a 5 JTHIB 10 3acCiJaHHs, a Y pa3i MPOBEACHHS
1103a4eproBOTO 3aciJaHHd — HE IMM3HIIIe HDK 3a OJWH JIeHb. 3a3HadyeHl JOKYMCHTH
MICTSTD:

JIOTIOBI/IHY 3aMKCKY, aIpECOBaHy KOJIET1aJbHOMY Oprany (y pasi motpebu), B sKii
I'PYHTOBHO BUKJIJI€HI TUTAHHS 3 BACHOBKAMH 1 MPONO3ULISMH;

MPOEKT pilieHHs (PO3MOPSKEHHS, TOCTAaHOBH) KOJIETIAJIBHOTO  OpraHy,
3aBI30BAHMM KEPIBHUKAMHU 3alHTEPECOBAHMX CTPYKTYPHHUX MNiApo3auiiB [HCTUTYTY, Ta
JOKYMEHTH J0 HhOTO (aQHaJITU4HI JOBIAKU, TAOJWIIl, JlarpaMH TOIIO), 3aBI30BaH1 iX
KEepIBHUKaMH, a y pa3i MoTpedu — MpOEKT HaKa3y;

JOBIJIKY TPO TOTOJKEHHS MPOEKTY pillleHHS (PO3MOPSAKEHHS, MOCTaHOBHU) 13
3a1HTEPECOBAHUMHU CTPYKTYPHHUMH MiIPO3/11aMU YCTAHOBU Ta IHIIMMHU YCTAHOBAMM;

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

1HIT JOKYMEHTH, HeOOX1H1 JJ1sl pO3TJISI Y 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 OpraHy OKPEMO 3 KO>KHOT'O 3aciaHHs.



127. Y pa3i mpoBeAeHHS 3aKpPUTOTO 3acijaHHs KOJET1albHOTO OpTraHy (3aKpUTOTrO
00rOBOpPEHHS OKPEMHUX MHUTaHB) MATOTOBKA JOKYMEHTIB 31HCHIOETHCA 3 JOTPUMAHHAIM
MOPSIAKY pOOOTH 3 TOKYMEHTAaMHU, 110 MICTATh 1H(POpMAITit0 3 00MEKEHUM JOCTYTIOM.

128. 3a cBoeuacHy Ta HaJleKHY MIATOTOBKY JIOKYMEHTIB Il IPOBEICHHS
3acilaHb  KOJICT1aJIbHOTO  OpraHy BIJMOBIAAIOTh  KEPIBHUKH  3alHTEPECOBAHMX
CTPYKTYPHHX MAPO3UIIB [HCTUTYTY.

129. Cexperap KOJIETIaJbHOTO OpraHy BIAMOBIAHO 10 CBOIX TOBHOBA)XCHD
3a0e3mnedye Oprafizaiiro poOOTH TaKOTO OpraHy, 3[1ACHIOE KOHTPOJb 32 CBOE€YACHUM
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. TIpoTokom KOXKHOTO 3aciaHHS KOJETIaIbHOTO OpraHy CKIATa€eThCsA 3
ypaxyBaHHSM BUMOT, 3a3HaueHuX y nmyHkTax 105—120 wuiei [acTpykiii.

131. PimeHHs KOJIETIaNIbHUX JIOpAaIyuX oOpraHiB I[HCTUTYTYy peami3yloThCs
IUISIXOM BHUJIaHHS Haka3iB [HCTUTYTy, IKUMH BOHU BBOJSTHCS B Ait0. Y pasi moTpedu
BUKOHABISIM Ta YCTAaHOBAM MOXYTh HAJICHJIATHUCS 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. Cnyx00Bi BigpsKEHHS MpPAIiBHUKIB MepeadavdaroThCs y IUIaHi poOoTH
[HCTHTYTY.

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

VY pa3i BUHUKHEHHS MOTpPeOU y HaIpaBlIeHHI MpAIiBHUKA y BIAPAJKEHHS, HE
nepeabaveHe MiIaHOM poOOTH [HCTUTYTY, KEpIBHUKOM CTPYKTYPHOTO IMiAPO3ALTY, B
SAKOMY TIPAIIO€ MPAIiBHUK, TOTYETHCS JIOMOBIHA 3aITMCKa Ha 1Ml TUPEKTOpa abo Moro
3aCTyIIHHMKA, B SIKIM 3a3HAYA€ThCSA MPO T€, KyAHW, HA SKUU CTPOK, 3 SIKOKO METOIO
BIIPSJIPKAETHCS TIPaIliBHUK.

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

JlomoBiHa 3amMCKa pa3oM 3 MPOEKTOM HakKaszy PO BIAPSKCHHS, MOJAE€THCS 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,
BU3HAYEHOTO JUPEKTOPOM, FOTYE 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 BIAPS/KCHHsS] (BUKOHAHHS 3aBlIaHHS) 3aTBEPIDKYETHCA 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 10KyMeHT000Iry Ta BAKOHAHHSA IOKYMEHTIB
Bumoru moao paumionaJizauii 10KyMeHTO00Iry

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

JIoOKyMEeHTH He3aJIe)KHO Bif crocoOy (ikcarii Ta BiaTBOpeHHs iHGOpMaIii
IPOXOJATh 1 ONMPalbOBYIOTHCS B IHCTUTYTI Ha €QMHUX OpraHi3allliHUX Ta MPaBOBUX
3acajax oprasizaiii JOKyMEHTOO0O0Iry.

135. EdbexTuBHa opraHizailisi JOKyMEHTOOOITY repeadaJac:

MPOXOKEHHS IOKYMEHTIB B [HCTUTYTI HAWKOPOTITUM TIUISIXOM;

CKOPOYEHHSI KUTHKOCTI 1HCTAHIlNA, MO0 SKUX TOBHHHI HAIXOIUTH TOKYMEHTH
(HampwuKIIaI, T 9ac MOTOKEHHS);

OJTHOPA30BICTH OMepalliii 3 ONpaIfOBaHHS JOKYMEHTIB, YHUKHEHHS AyOIIOBaHHS
111 Yac poOOTH 3 HUMU;

HEHTpaTi3aIliio, 30CEPE/KEHHSI  3/A1MCHEHHS  OJHOTUIIHUX  Omepaiiii 3
JIOKYMEHTaMH B OJHOMY 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 OpraHizamii €JIeKTPOHHOTO TOKYMEHTOOOITY BH3HAYAOTHCS
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 pa3i BOpoBaJKeHHS B IHCTUTYTI CHCTEMH aBTOMAaTu3allli ALIOBOACTBA abo
CUCTEMH €JIEKTPOHHOI'O JOKYMEHTOOOIry B/ KaApiB Ta JUIOBOJCTBA pazoM 13
BIIUVIOM HAYKOBO-TEXHIYHOi iHopMalii po3polisie periiaMeHTd pobotu 3
JIOKyMEHTaMU B €JIEKTPOHHIN GopMi.

138. Opranizartiisi JOKyMEHTOOOITYy y pasl 3aCTOCYBaHHs 3acO0IB 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 — IIe cymMapHa KUIBKICTh OTPUMAaHUX
(BX1AHMX) 1 CTBOpEHUX B IHCTUTYTI (BHYTPIIIHIX, BUXIJHUX) JTOKYMEHTIB 3a MEBHUUN
nepiof (KBapral, piK).

140. IligpaxyHOK KUIBKOCTI JOKYMEHTIB 3IIHCHIOETBCS 3a PEECTpaIliiHUMHU
dbopmamu B MICISX 1X peeCTpallii.

3a oauHULIO O0miKy Oeperbcsi JOKYMEHT. PO3MHOMXEHI NpUMIPHUKH,
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 TMIJPO3ALIOM, 3a TPYyMHOW JOKyMEeHTIB. OKpeMo MiIpaXxOBYIOThCS
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. TTincymMKOBI fnaHi o0JIiKy 0OCAry JOKYMEHTOOOITY MOJAr0ThCsl B TaOJIMYHIN
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’eTepChKO0 CITYKO010 TOCTABISETHCS CIeIiaTbHa 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 1M poBOTO MiANUCY (Y CKaHOBaH1N (hopmi).

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

PekomennoBana, cremiajibHa Ta KOPECHOHJIEHIlS 3 OrOJOIICHO I[IHHICTIO
MPUIMAETHCS M1 PO3NUCKY B KypHAJIl, peeCTpl a00 MOBIIOMIIEHHI PO BPYYEHHS.

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

VY pa3l NOMIKOMKEHHS KOHBEpPTa pPOOUTHCS BIJIMOBIJHA BIIMITKA y MOLITOBOMY
peectpi.

JIoKyMeHTH, 0 HaAIMIM Yy HepoOOUYMil dYac, NPUIMArOThCA YEpProBUM
MpaIiBHUKOM [HCTHUTYTY.

144. YV xauHuenspii po3KpUBaIOTHCS BC1 KOHBEPTH, 32 BUHSITKOM THX, 110 MAalOTh
HaIUC «OCOOUCTOY.

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

VY pa3i BUSBIICHHS BiJICYTHOCTI JOJATKIB, 3a3HAYCHUX Y IOKYMEHTI, 800 OKpEeMUX
apKyIliB, a TaKOXX MOMWJIOK B OGOPMIIEHHI JOKYMEHTa, 10 YHEMOXIIMBIIOE HOTO
BUKOHAaHHS (BIACYTHICTh MIJANUCY, BIJOUTKY IEYaTKH, rpudy 3aTBEPIKEHHS TOUIO),
JOKYMEHT HE PEECTPYETHCA 1 BIANPABHUKOBI HAJICUIIAETHCS TMCbMOBUIA 3aTUT 200 oMy
MOBIIOMJIIETHCS TIpO 11e TenegoHoM. [Ipu nboMy Ha JOKYMEHTI pOOUTHCS BIANOBITHA
BIIMITKA 13 3a3HAYEHHSM JaTd 3anuTy (po3MOBH TelnedOHOM), MOCAAM Ta MpI3BUIIA
oco0wu, sKii 3po0JIeHO 3amuT, MiANKCY, 1HIMiaMIB (1HIIlaTy IMEHi) Ta Mpi3BHUIIA 0COOH,
10 31MCHWIIA 3aITUT.

VY pa3i BiACYyTHOCTI a00 HEIIICHOCTI BKJIaJ€Hb, IOIIKO/KEHHS KOHBEPTA,
yIaKyBaHHs, IO TPHU3BEJIO 7O HEMOXJIUBOCTI TPOYUTAHHA TEKCTYy JIOKYMEHTA,
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. EnextpoHnHi Hocii iHGopmallii 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,
NEepeBIPSIEThCS 3arajibHa KUIbKICTh apKYIIiB Ta BIAMOBIAHICTH iX TiM KUIBKOCTI, IO
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 1€ OTpHUMyBad OOOB’SI3KOBO
iH(bOpMYyE BiATIpaBHUKA.

Ionepeaniii po3riasa 10KyMeHTIB

150. JTokymeHTH, aJpecoBaHi KepiBHULTBY [HCTHTYTY, a TaKOX Taki, B SKHX HE
3a3HAYEHO KOHKPETHY NOCaJoBy 0coOy abo CTPYKTYpHUH MIIpPO3AUT SIK ajapecar,
[1UIATal0Th NONEPEAHBOMY PO3IIISAAY KaHLEISAPIELO.

151. OGOB’SI3KOBOMY ~ PO3IJIAlY 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 MHUTaHb AISUIBHOCTI [HCTHTYTY 1
noTpeOyIOTh BUPILIEHHS 0€3110CEPEAHBO JUPEKTOPOM.

152. Tlomepennii poO3Tisin MTOKYMEHTIB TOBHHEH 3IiHCHIOBATUCH Y JCHb
HAJXO/DKEHHS a00 B MEpIIM HACTYNHUN pOoOOUYMiA JIeHb y pasl X HAJIXOIKEHHS MiCis
3aKIHYEHHSI poOOYOro AHs, y BUXIJAHI Ta CBATKOBI HEpoOoul JaHI. JOpydeHHs 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, PO3MOPSAYMX JTOKYMEHTaX MpO PO3MOJILT OOOB’S3KIB MIX
JUPEKTOPOM Ta KOTO 3aCTyMHUKaMH, OCAJOBUX 1HCTPYKIISIX, @ TAKOK HOMEHKJIaTypax
CIpaB, CXeMax MPOXOIKEHHS JOKYMEHTIB.

154. Ha cranii monepeHpOro po3TiIsiay 3A1MCHIOETHCS B1IOIP JOKYMEHTIB, 10 HE
IJJIATal0Th 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
CTBOpDEHHS, BiANpaBieHHS ab0 OACpKaHHS TOKyMEHTa IUISIXOM MPOCTABJICHHS Ha
HBbOMY PEECTPAILITHOTO 1HAEKCY 3 MOJAJbIIUM 3allMCOM Y 3a3HadeHux Qopmax
HEOOX1HUX BIIOMOCTEN MPO JTOKYMEHT. PeecTpallisi JOKyMEHTIB IPOBAIUTHCS 3 METOIO
3a0e3nedeHHs iX 00JIIKy, KOHTPOJIIO 32 BUKOHAHHSM 1 ONEPAaTUBHUM BUKOPUCTAHHSIM
HasIBHO1 B IOKYMEHTax 1HhopMaIrii.

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

156. Peectpartisi akTiB OprafiB JIep>kKaBHOI BIaJH, JOPYUYCHb BUIIUX MOCAJTOBHX
0ci0, 3amuTIB, 3BEPHEHb, JOKYMEHTIB, II0 HAMIANUIM HA PO3TISLT TUPEKTOpa, HOTO
3aCTYMHUKIB, PO3MOPSIYMX JOKYMEHTIB, JHCTIB 3a MIAMHCOM AMPEKTOpa Ta MOro
3aCTYyMHMKIB, TPOTOKOJIB 1 pillIeHb KOJEriaJbHUX OpraHiB  MPOBOAUTHCA
IIEHTPaTI30BaHO BIJIIIIOM KaJpiB Ta J1JIOBOICTBA.



Peectpaitisi BUXiTHUX JTOKYMEHTIB 3/IIMCHIOETHCS KAHIICIISIPIEIO 3 MPOCTABICHHSIM
PEECTPALIIMHOTO 1HJIEKCY 3a JIOMOMOTOK YHIKAJIbHOTO IITPUX-KOAY HA JHMIIOBOMY
HUKHBOMY TTOJI1 MEPUIOTO apKyllla JOKYMEHTa.

[HI1  TOKYMEHTH, IO CTOCYIOThCS HANpPsMIB  JISJIBHOCTI  CTPYKTYPHHUX
H1PO3/1I1B YCTAHOBH, MOXKYTh PEECTPYBATHUCS B ITUX CTPYKTYPHHX IMIAPO3/ILJIAX.

Micue peecTpallii OKpeMHX TpyIl JAOKYMEHTIB (Haka3W 3 KaJpOBUX IHUTaHb
(ocoboBoro ckmanay), AOTOBOPH, 3BITH, MPEHCKYpaHTH TOIIO) BU3HAYAETHCA B Ml
[HCTpyKIIi.

Peectpariii migisraioTb TakoXX JOKYMEHTH, CTBOpeHI B I[HCTUTYTI (IOBiAKH,
JIOTIOBITHI 3aIIMCKH, 3asiBH TOIIIO).

157. JIOKyMEeHTH peeCTPYIOThCS JIMIIE OJWH Pa3: BXiHI — Yy JACHb HAJIXOKCHHS
a00 He Mi3HINIE HACTYIHOTO IHS, SKIIO JOKYMEHT HAIIWIIOB y HEpoOOUYMid dac,
CTBOPIOBaHI — y JIEHb MiAMKCaHHS a00 3aTBEPI>KCHHS.

Y pa3i mepemadi 3apeecTpOBAHOTO JOKYMEHTa 3 OJHOrO CTPYKTYPHOTO
MIIPO3ALTY 10 1HIIIOTO HOBHM pEECTpaIliitHUI 1HAEKC HA TOKYMEHTI HE MTPOCTABIISIETHCS.

158. JlokyMeHTH peecTpyIOThCs 3a IpylaMH 3ajeKHO BiJ] HA3BU BUJY, aBTOpaA 1
3MICTY TOKyMEHTIB. Hampukiaza, okpeMo peecTpyroThCs:

aKTU OpTaHiB JEP>KaBHOI BJIAJIM Ta OPYYEHHS BUIIMUX MOCAJAOBHUX OCI0, 3alUTH,
3BEPHEHHSI, a TAKOK KOPECIOH ICHIIIsI, 1110 HAAIMILTH 10 [HCTUTYTY;

HAaKa3u 3 OCHOBHUX MUTaHb JISJILHOCTI [HCTUTYTY;

HaKa3u 3 aJMIHICTPATUBHO-TOCTIOIAPCHKUX MTUTAHb;

HaKa3W 3 KaJpoBUX NUTaHb (0COOOBOTO CKJIaay) BIAMOBIIHO 10 iX BHUIB Ta
CTpPOKIiB 30€piraHHs;

pilIeHHS] BYEHOI pajiy;

aKTH peBi3iil ()1IHAHCOBO-TOCMIOAAPCHKOI MISIIBHOCTI;

OyXraaTepchKi IOKYMEHTH;

3asiBKM Ha MaTepiajbHO-TEXHIYHE TTOCTaYaHHS;

CITY’KOOBI JIUCTH;

3BEpHEHHS TPOMA/ISH;

3aMUTH Ha 1HPOPMAILIITO.

159. ®akcorpamu (mamepoBi KOmMii JTOKYMEHTIB, MepeJaHl 3 BUKOPUCTAHHSIM
3ac001B (PAKCUMUITBHOTO 3B’SI3KY) PEECTPYIOTHCS OKPEMO BiJ IHIIUX JOKYMEHTIB.

160. JloxymeHTH, 10 MEePeaOThCs EICKTPOHHOO MOIITO Y CKaHOBaHii (opmi
0e3 eJeKTPOHHOTO U(PPOBOTO MIAMUCY, PEECTPYIOTHCS OKPEMO BIJ] IHIITUX TOKYMEHTIB
13 3a3HAaYEHHSM CJICKTPOHHOI aJIpecH BiANpaBHUKA Ta ajpecara.

161. OpwuriHan AOKyMEHTa, SIKMM HaAIMIIOB Bigpa3y micias ¢akcorpaMmu ado
CJIEKTPOHHOIO TMOIITO0 B CKaHOBaHId (opMi, PEECTPYETbCS Yy  BIJAMOBIIHUX
peecTpaiiiiaux Gopmax BiAMOBIAHO A0 NMyHKTY 161 i€l [HCTpyKIii.

162. Ilim wac peecTparii JAOKyMEHTa HAJIA€EThCSI YMOBHE TIO3HAYEHHS —
PEECTPAIIMHIN 1HAEKC, SIKU 0(OPMITIOETHCS BIAMOBIAHO 10 MyHKTY 34 11i€i [HCTpyKIIii.

163. B InctuTyTi MOXE 3aCTOCOBYBATHCS OJHA 3 TphoX (opMm peecTpairii
JOKYMEHTIB — JKypHajbHa, KapTKOBa Ta aBTOMAaTHW30BaHa (3 BUKOPHUCTAHHSIM
CIeHIATbHUX KOMIT IOTEPHHUX IPOTPaM).

164. BukopucTaHHs KypHaJIbHOI (OpPMH peecTpallli JOKYMEHTIB JOIMYCKAETHCS
npu 00cs31 JokyMeHToo0iry 10 600 nokymeHTiB Ha pik (mogatku 11 1 12).



165. OCHOBHUM MPHUHITUIIOM peecTpallii JTOKYMEHTIB 3a KapTKOBOIO (POPMOIO €
MPUHIIMIT OTHOPA30BOCTi, TOOTO KOXEH JOKYMEHT PEECTPYEThCSI B yCTAHOBI JIUIIIE OJUH
pas.

166. Ilpu aBTOMaTHM30BaHiil (opMi peecTpallii JOKYMEHTIB (OpMY€eThCs OaHK
peecTpaliiHiuX JaHUX B €JICKTPOHHOMY BUTIIAII, a 32 HASBHOCTI JIOKAJIbHOI MEpEexXi —
HEHTpAJIbHUIM OaHK peecTpalifHuX JaHuX. 3a JIONOMOrOK aBTOMATU30BaHUX
peecTpalliiiHux OaHKIB JaHMX TMPAIIBHUKH 3a0e3MeuyroThCsl 1HGOpMAIi€o Tpo BCi
JOKYMEHTH 1 MicIIe iX pOo3TallyBaHHS.

Opramni3anis nepegayi J0KyMeHTIB Ta iX BUKOHAHHS

167. Hna 3abe3nedyeHHS PUTMIYHOCTI pPOOOTH Ta CBOEYACHOTO BUKOHAHHS
JOKYMEHTIB KaHLEJApis po3pobiisie rpadikud mepeaadi KOpPEeCIOHACHLII KepiBHUILTBY
JUPEKTOPOBI 1 CTPYKTYPHUM M1IPO3ALIAM.

168. 3apeectpoBaHi JOKYMEHTH TMEpENAIOThCSl Ha PO3IJSA  KEpiBHUIITBA
[HCTUTYTY B JIeHB iX HAJIXOKEHHS 200 HACTYITHOTO POOOYOro JHS Y pa3l HAXOKEHHS
JOKYMEHTIB y HepoOoumii uyac. Temerpamu, TenepoHOrpaMu Ta 1HII TEPMIHOBI
JOKYMEHTH TePeIaloThCsl HETalHO.

Bigpasy micns peectpaiii AupekTopoBl y Temi 3 rpudom «HeimkmamHo»
MEePEIAIOThCS aKTH OPTaHiB JIep KaBHOT BJIaJIM Ta JOPYUYCHHS BUILIUX IMOCAJOBHUX 0CiO,
3aldTH, 3BEPHEHHA, a TAKOX KOPECTOHICHINS M0 HAAXOAWTH BiJ] YCTAHOB BHUIIOTO
PI1BHSL.

169. [loxkymMeHTH, pO3IJSHYTI KEPIBHUITBOM I[HCTUTYTy, NOBEpPTAIOTHCA 3
BIIMIOBIJTHOIO PE3OJIIOIIEI0  KaHUENApli, sKa 3A1MCHIOE TMepenady JIOKYMEHTIB Ha
BUKOHAHHS.

170. JlokyMeHT, BUKOHABIIMU SIKOTO € KUTbKa CTPYKTYpHUX MiAPO3ALIIB, MOXKE
OyTH mepenaHuii BUKOHABIISAM Y MOPSIKY BU3HAUYCHHS 1X B pe30JIOIlii a00 0JJHOYACHO Y
BUTJISIAII KOMIM 3 TIEpelayveto OpUriHady TOJIOBHOMY BHUKOHABIIO, BH3HAYECHOMY B
pesomroili  mepmuM. Y pa3i  BOPOBAPKCHHS  €IEKTPOHHOTO  JOKYMEHTOOOITY
CIIBBUKOHABIII OTPUMYIOTh JIOKYMEHT B €JIEKTPOHHIH hopMi.

171. ®akt mepenayi JOKYMEHTIB BHUKOHABISAM  (IKCYEThCA  IMIJISXOM
MPOCTABJICHHS BIJANOBIAHOI BIAMITKM B peecTpaiiiHid (popmi 13 3a3HAYCHHSIM
iH(dOopMaIi mpo BUKOHABIIIB, SKUM MIEPEIaHO OPUTIHAT IOKYMEHTa Ta HOoro KOrii.

172. Tlepemaua AOKYMEHTa 3 OJHOTO CTPYKTYPHOTO MIAPO3AUTY IO 1HIIOTO B
000B’I3KOBOMY MOPSAJKY 3A1MCHIOETHCS Yepe3 KaHLEAPito, B SIKiil OyJI0 3apeecTpOBaHO
IOKYMEeHT. JIOKyMeHTH, BHKOHAaHHS SKUX IepeOyBae Ha KOHTPOII, MEPeIaroThCS [0
IHIIMX CTPYKTYPHUX MIAPO3ALIIB 00 1HIIMM BUKOHABISM TIJIBKH 3 MOBIIOMIIEHHSIM PO
1€ BIJIUTY KaJIpiB Ta J1JIOBOJICTBA.

173. Tlepenaya JOKYMEHTIB y MEXaX CTPYKTYPHOI'O MIIPO3ILTY 3I1HCHIOETHCS
yepe3 0co0y, BIAMOBIAAIBHY 3a J1IJIOBOJACTBO B CTPYKTYPHOMY MiAPO3ALII.

174. O6niK JOKYMEHTIB, IO MEPEAAIOTHCS 3 OJJHOTO CTPYKTYPHOTO MiAPO3ILTY 10
THITIOTO, 3IHCHIOETHCS TIUISIXOM MPOCTABJICHHS BiJIMOBITHAX BIIMITOK y PEECTPAIlIHHUX
dhopmax, sSKi BeJe KaHIICIAPis.

175. BianoBiganbHICTh 32 BUKOHAHHS JOKYMEHTa HECyTh OCOOH, 3a3HayeHl y
pPO3MOPSAUOMY  JOKYMEHTI, PE30NIONil  AUPEKTOpa, Ta  MPALIBHUKH, SIKUM
0e31mocepeIHbO JOPYUCHO BUKOHAHHS.

CriBBUKOHABII BIJIMOBIIAIOTH 3a MIATOTOBKY Ha HAJIEKHOMY PIBHI Ta CBO€YACHE
NOJIaHHS TOJOBHOMY BHMKOHABLIEBl MPOMO3UIHA. Y pa3i HECBOEYACHOTO MOAaHHS



MPOTO3UIIIA CITIBBUKOHABIISIMUA TOJIOBHUM BHKOHAaBEIb 1H(OPMYE MpO 1€ KEPiBHHKA,
AKUW HaZaB JOPYUYEHHS.

176. BukoHaHHs TOKyMEHTa Iepeadadae 30MpaHHs Ta ONpalfoBaHHSI HEOOX1aHOT
iH(opMaliii, miAroToBKYy MPOEKTY BIiAMOBII Ha TOKYMEHT YA HOBOTO JIOKYMEHTa, HOTO
odopMIICHHS, Y3T0JPKCHHS, TTOJaHHS JUIS TiHMCaHHS (3aTBEPXKSHHS) TUPEKTOPOBI, a y
NeSIKUX BUIMAJKaX — KEPIBHUKOBI CTPYKTYPHOIO MIJPO3/LITY, a TAKOXK Yy pa3i moTpedu —
MiATOTOBKY JUIS IEPECUIaHHS aJipecary.

177. Tlepen momaHHSM TMPOEKTy JOKyYMEHTa Ha MIANKUC BiAMOBIAHOMY
KEpPIBHUKOBI TMpAIiBHUK, SKAW MIATOTYBAaB JOKYMEHT, 3000B’S3aHUN TEPEBIPUTH
MPaBUJIBHICTh WOTO CKJIAJEHHS Ta O(GOPMIICHHS, MOCWIAHHSI Ha HOPMATHUBHO-IIPABOBI
aKTH, yTOYHUTH ITU(GPOBI JaHi, HASIBHICTH HEOOXITHUX Bi3 1 TOMATKIB.

JIOKYMEHT MOJIa€ThCsl Ha MIANKC Pa3oM 3 JOKYMEHTaMH, Ha MiJCTaBl AKUX HOTO
OyJI0 CKJIAJICHO.

178. SIxio TOKYMEHT HaJICHIIAE€ThCS 10 KUIBKOX YCTaHOB IICIs HOTO peecTpaliii,
BUKOHABEI[b OPraHi30BYy€ BUTOTOBJIICHHSI HEOOX1THOT KIJIbKOCTI TPUMIPHHKIB.

179. IlpamniBHUK, BIAMOBITAILHUNA 32 BUKOHAHHS JOKYMEHTa, y pasi BIIIYCTKH,
BIIPSI/DKEHHS, 3BUIBHEHHS 3000B’S3aHUN TepelaTd 1HIIOMY MpaIliBHUKOBI 3a
MOTO/DKEHHSIM 31 CBOiM Oe3mocepeHIM KEepIBHUKOM yCi HEBHUKOHAHI JOKYMEHTH Ta
noiH(GOpPMYBaTH KaHIICJISPIIO MPO TMepenady JOKYMEHTIB, BUKOHAHHS SIKUX Mepel0yBae
Ha KOHTPOJI1, IHIIOMY BUKOHABIIEBI.

Opranizanisi KOHTPOJIIO 32 BAKOHAHHAM IOKYMEHTIB

180. KonTpomp 3a BHUKOHAaHHSM JOKYMEHTIB 3IIHCHIOETBCS 3 METOIO
3a0e3MeYeHHs] CBOEYACHOTO Ta HAJIEKHOTO 1X BUKOHAHHSI.

181. KoHTpoab 3a1HCHIOETHCS 32 BUKOHAHHIM yCiX 3apeeCcTpOBaHUX JOKYMEHTIB,
y SKUX BCTAHOBJICHO 3aBJaHHS, a TaKOXK BUKOHAHHS SKUX MIISTaE 00OB’SI3KOBOMY
KOHTPOIJTI0, 32 TMEPETIKOM JOKYMEHTIB, 3aTBEPKEHUM JUPEKTOPOM.

OOOB’SI3KOBO  KOHTPOJIFOETHCS BUKOHAHHS 3aBJaHb, MepeAdaueHux y akTax
OpraHiB Jep>KaBHOI BJIaJIA Ta JTOPYUYCHHIX BUIIUX MOCATOBUX 0Ci0, HATaHHS BIATOBIIEH
Ha 3alWTH, 3BEPHEHHS, a TaKOX KOPECTOHJEHIIII0, PO3MOpSAYl JIOKYMEHTH Ta
JIOPYYEHHSI KEPIBHUIITBA [HCTUTYTY, PIIIEHHS KOJIETIi, 3aUTH Ha 1H(QOpMAITiTO.

Opranizaifito KOHTPOJIIO 32 BUKOHAHHSM 3aBJlaHb, BUBHAUCHUX y aKTaX OPraHiB
Jep>KaBHOI BJIaJIU Ta JIOPYUYCHHSX BHUIIUX TMOCAAOBUX 0CI0O 3AIHCHIOE TMpaliBHUK
KaHuenspii [HcTuTyTy.

182. besnocepenHiii KOHTPOJIb 3a BUKOHAHHSM JIOKYMEHTIB TOKJIAJAEThCA Ha
KAHIIEJISPIIO.

VY cTpyKTypHUX Tigpo3aiiax [HCTUTYTy 6e3nmocepe/iHii KOHTPOJIb 32 BUKOHAHHSM
JIOKYMEHTIB 3JIIMCHIOE 0c00a, BIJMOBIIaJIbHA 3a JA1JIOBOJICTRBO.

183. CTpok BHMKOHAHHS JOKYMEHTAa MOKE€ BCTAHOBJIOBATHCS Y HOPMAaTHUBHO-
PaBOBOMY aKTi, PO3MOPSAIUOMY AOKYMEHTI a0o pe3ostolii KepiBHUITBA [HCTUTYTY.
CTpoky BHWKOHAHHS BHYTPINIHIX TOKYMEHTIB OOYHCIIOIOTHCS B KaJCHIAPHHUX [HSX,
MMOYMHAIOYM 3 JaTH MiAnucaHHs (peecTpallii), a BXIZHUX — 3 JaTH HAIXOJKEHHS
(peectparii).

SIKII0 OoCcTaHHIA J€Hb CTPOKY BUKOHAHHS JOKYMEHTAa MpHUIlafia€ Ha HEPOOOUMii
JIeHb, OCTAHHIM JHEM CTPOKY BHKOHAHHS JOKYMEHTAa BBAXKAETHCS MEPITUN JACHB IICISA
HEepoOOYOTO JHS.

184. CTpoku MOXYyTh OYTH TUIIOBUMHU 200 1HUBITyaJTbHUMH.



TUnoBl CTPOKM BHUKOHAHHS JOKYMEHTIB YCTAaHOBIIOIOTHCS 3aKOHOJIABCTBOM.
CTpoky BUKOHAHHSI OCHOBHHUX JIOKYMEHTIB HABOASTHCS y 1oAatky 13 i€l [HCTpyKIii.

[HauBigyanbHI  CTPOKM  BCTAHOBJIIOIOTHCS ~ KEPIBHUILTBOM  [HCTUTYTY
(ctpykTypHoro migpo3ainy). KiHieBudl cTpok BHUKOHAHHS 3a3HAYAETHCS Yy TEKCTI
JIOKyMEeHTa ab0 pe30Itolii.

185. JlokyMeHTH, B SKHUX HE€ 3a3HA4€HO CTPOK BHUKOHAHHS, IMOBUHHI OYyTH
BUKOHAHI He Mmi3Hime HiX 3a 30 KaJeHJapHUX THIB 3 MOMEHTY PEecTpallii TOKyMeHTa B
YCTaHOBI, J0 SKOT HAIWIIIOB TOKYMEHT.

186. Axmo 3aBmaHHS TOTpeOye TEPMIHOBOTO BHUKOHAHHS, OOOB’S3KOBO
3a3HAYAETHCS KOHKPETHUW KIHLEBUHA CTPOK BUKOHAHHS. JIOKyMEHTH 3 PE30JIOLIEI0:
«TepminoBo» — He mi3Hime 7 poboumx AHIB; «HeBigkmagHo» — 3 poOOYMX [HIB,
«Heranno» — npoTsarom JHs.

187. CniBBuKOHaBIII 3000B’s13aH1 MO/IaBaTH MPOTO3HIIi TOJOBHOMY BHKOHABIIEBI
IPOTATOM THEpLIOi MOJIOBUHU CTPOKY, BIJABEIECHOTO [JIsl BHUKOHAHHA JOPYYECHHS,
3aBJIaHHS.

188. InauBigyanbHU CTPOK BUKOHAHHS JIOKYMEHTA MOKE OyTH 3MIHEHUN JIUIIE
3a BKAa31BKOIO MOCAJ0BOi OCOOM, siIka KWOro BCTaHOBHWJIA, a y pasi il BIICYTHOCTI —
IToca0BOi 0CO0H, sgKa 1i 3aMiIlac.

VY pa3i notpebu CTPOK BUKOHAHHS JTOKyMEHTa MOXXE OYTH NpPOJOBKEHO 3a
OOTpYHTOBAaHMM TMPOXAHHSIM BHUKOHABIIA, SIKE TOJAEThCS HE IMI3HINIE HDXK 3a TpU
poOOYMX [IHI 10 3aKIHYEHHS BCTAHOBJIEHOI'O CTPOKY, & IIOAO JIOKYMEHTa, B SIKOMY HE
3a3HAYEHO CTPOK, — J0 3aKIHYEHHS TPUILATHIEHHOTO CTPOKY BiJl JaTH MOTO peecTparii.

189. V¥ pa3i 3MiHM CTPOKIB BUKOHAHHS MPOCTABISAIOTHCS HOBHH CTpPOK, AaTa i
nianuc. BimoBiiHi 3MIHM BHOCSITECS IO PEECTPALIHHO-KOHTPOIBHOI KapTKU a00 OaHKy
pPEECTPALIIHUX JaHUX.

190. B3aTTs mOKyMEHTa Ha KOHTPOJIb 3AIHMCHIOETHCS Ha TIACTaBi PE30JTIOIii
IUPEKTOpa ado HOTo 3aCTyIHUKA.

191. KoHTtposib 3a BUKOHAHHSM JOKYMEHTIB BKJIIOYA€ B3ATTA JIOKYMEHTIB Ha
KOHTpPOJIb, BU3HAYECHHS (POPM 1 METOJIB KOHTPOJIIO, MEPEBIPKY XOIy CBOEYACHOTO
JOBEJICHHS! JOKYMEHTIB 70 BHMKOHABIIIB, KOHTPOJIb 3a CTaHOM BUKOHAHHS, 3HATTS
JOKYMEHTIB 3 KOHTPOJIO, HAIMpaBiICHHS BUKOHAHOTO JIOKYMEHTa JO0 CIpaBH, OOJIIK,
y3araJbHEHHSI Ta aHaji3 pe3yibTaTiB BHUKOHAHHS JOKYMEHTIB, 1H(pOpMyBaHHS
KEepIBHUIITBA IIPO X1/ Ta PE3yJIbTATH iX BUKOHAHHS.

192. KouTposib 3a BHKOHAHHSIM JOKYMEHTIB 3JIHCHIOETHCS KaHLEIAPIEIO
[HCTUTYTY 32 JOMTOMOTr0I0 aBTOMAaTU30BaHO1 1H(OpMaIiitHOT cucTeMu (0a3u TaHUX).

193. Jlani mpo XiJg BHUKOHAHHS JOKYMEHTA, OJEpKaHl HUIAXOM 3aluTy IO
tenedoHy abo MiJ Yac MEepeBIpKM pOOOTHU CTPYKTYPHOTO MiAPO3ILTY — BUKOHABII,
BHOCATbCS y Tpady «KoHTponbHi BiamiTku». [lpm 1nbpoMy mnomepenHi 3amucu He
3aKPECIIOIOTHCS.

194. ABTOMaTH30BaHUI KOHTPOJb 32 BUKOHAHHSIM JIOKYMEHTIB 31HCHIOETHCS 3a
JOTIOMOTOI0  CHELIaIbHUX KOMIT' IOTEpHUX MporpaM abo € CKJIaJ0BOK CHUCTEMH
aBTOMAaTH3allli TIJIOBOACTBA YU CUCTEMHU €JIEKTPOHHOTO JOKYMEHTOOOITY.

195. ABTOoMaTH30BaHMUI KOHTPOJIb 32 BUKOHAHHAM JIOKYMEHTIB BUKIIIOUYA€E MOLIYK
HeoOXx1aHO1 1HopMalli, SKUNH 3AIACHIOETHCS 3 YypaxyBaHHSM BUXIJIHHUX, BXITHUX
peecTpalliiiHuX 1HAEKCiB, BUAIB JOKYMEHTIB, JaTH, HOMEpa IOKYMEHTa, BHUKOHABIIS,
KOPECHOH/IEHTa, CTPOKY BUKOHAHHSI, 3MICTY TOLIO.



196. IlepeBipka x0ay BHMKOHAHHS JIOKYMEHTIB IPOBOJUTHCS Ha BCIX eTamax
MPOXOJIKEHHS JOKYMEHTA JI0 3aKIHYEHHSI CTPOKY MOro BUKOHAHHS (TIOTepeKyBaIbHUM
KOHTPOJIb 332 JOTIOMOT'0OI0 HaraJayBaHb) Y TAKOMY MOPSJIKY:

3aBJIaHb HA HACTYITHUM PiK — HE PIJIIEe OJHOTO pa3y Ha PikK;

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

3aBJaHb Ha ITOTOYHUIN MICALb — KOKHI JECITh AHIB 1 3a I1’ATh JHIB 10 3aKIHYEHHS
CTpOKY a00 3a 3anuTamu.

VY pa3i ¢yHKIIOHYBaHHA B [HCTUTYTI CHCTEMH €IEKTPOHHOTO JOKYMEHTOOOIry
BUKOHABIIEB1 HAJICUJIAETHCSI €JICKTPOHHE MOBIIOMIICHHS PO IUIAHOBY JaTy BUKOHAHHS
JTOKyMEHTA.

197. TIlicns BUKOHAHHS JOKYMEHT 3HIMA€TbCA 3 KOHTPOMO. JIOKyMeHTH
BBKAIOTHCS BUKOHAHUMH 1 3HIMAIOTHCS 3 KOHTPOJIO TICIsI BUKOHAHHS 3aBIaHb,
3aMUTIB, MOBIJIOMJIEHHS PO pPE3yJIbTaTh 3alHTEPECOBAHUM YCTaHOBaM 1 ocobaMm abo
THIIIOTO MiATBEPKECHHSI BUKOHAHHSI.

3HATH JOKYMEHT 3 KOHTPOJIIO MOXE TUIBKH JUPEKTOP, WOTO 3aCTYNMHHKH, SIKI
BCTAHOBWJIM KOHTPOJBHUN CTPOK Y PE30JIolii, a00 3a iX JOpYyYEHHSIM KaHIICNAPIS.
JIOKyMEHTH 3 TUTIOBUMH CTPOKAMU BUKOHAHHS 3HIMAIOTHCS 3 KOHTPOJIO 32 PIIICHHIM
BIIJIUTY KaJIpiB Ta ILJIOBOJICTBA.

198. Jlnem BUKOHAHHS 3aB/IaHb, BU3HAYCHUX B aKTaX OpraHiB Jep>KaBHOI B,
JOPYYEHHSX BHIIMX MOCAJOBUX OCI0O, Ta BHKOHAHHS 3alMTiB, 3BEPHEHb, & TaKOX
KOPECHOH/ICHIIII BHILOIO PIBHS BBAXAEThCS JIE€Hb pPEECTpalii B YCTAHOBI BUXIJIHHUX
JOKYMEHTIB TIPO BUKOHAHHS 3aB/IaHb.

ABTOMaTH30BaHUN KOHTPOJIb 3a BHUKOHAHHSAM JIOKYMEHTIB Tiepembadae
aBTOMaTUYHE (JOPMYBAHHS BIJIOMOCTEH NP0 X BUKOHAHHS.

199. Tadopmartis po pe3yabTaTH BUKOHAHHS B3ATHX HA KOHTPOJb JOKYMCHTIB
y3arajibHIOETBCS CTAHOM Ha IMEpUIE YUCIO KOKHOTO MICALS 1 MOJAETHCS KEPIBHULITBY
[HCTUTYTY y BUIJIS/I 3BEJCHD PO BUKOHAHHS TOKYMEHTIB (101aToK 14).

200. fkmo obcsr MOKyMEHTOOOITY MoHaj 25 THUC. JOKYMEHTIB Ha pIK, TO
MIEPIOAUYHO Y CTPOKH, TepeadayeHi mier [HCTpyKITiero, CKIIaIaloThCs 1 HAICHIIAIOTHCS
70 CTPYKTYPHHUX MIAPO3IIIB — BUKOHABIIIB TMEPENIKH TOKYMEHTIB, HE BUKOHAHUX Y
BCTaHOBJICHUN cTpoK. Ilicns BHUKOHAHHSA 3a3HAYCHUX JOKYMEHTIB 1H(OpPMyeEThCS
KaHIETISPis.

Indopmaniiino-goBinKoBa podoTa 3 JIOKyMEHTAMHU
201. V pa3i 3anpoBaJPKEHHS CUCTEMH aBTOMAaTH3allli J1JI0BOJICTBA a0 CHUCTEMU
€JIEKTPOHHOTO JIOKYMEHTOOOITY TOIIYK KOHKPETHOI'O JOKYMEHTa 3AIHCHIOEThCS 3a
peKBI3UTaMHU (3aroJIoBOK, Ha3Ba BUAY JIOKYMEHTA, J1aTa MPUHHATTS, HOMEp JOKYMEHTA,
aBTOp JIOKYMEHTa TOI0) ab0 3a KOHTEKCTOM (KJIIOUOBUM CJIOBOM abo (¢pa3oro).
[TonrykoBuii 3aUT MOKE MAaTH OYyIb-IKy KOMOIHAI[II0 PEKBI3UTIB.

IMopsinok onpanoBaHHs Ta HAJACUJIAHHA BUXIIHUX JOKYMEHTIB
202. BuxigHi TOKYMEHTH HAJCUJIAIOTHCSA ajpecaTaM 3 BHKOPUCTAHHSM 3ac00iB
MOILITOBOTO 3B’SI3KY, €IEKTPO3B’S3KY.
203. OmpairoBanHs JOKYMEHTIB Jid BIAMPABICHHS EJIEKTPOHHOIO TMOLITOIO,
MOILITOBUM 3B’SI3KOM 3/1MCHIOEThCS KaHLesspieto [HetutyTy BiamoBimHo Ao IlpaBun
HaJlaHHS MOCITYT TOIITOBOTO 3B A3KY.



204. 3 BUKOpPHUCTaHHSIM 3aCO0IB €JIEKTPO3B’SI3Ky KaHIENSPisl 31HCHIOE TIepeaady
TenerpaM, (axcorpam, TenedoHOrpam, €JIEKTPOHHUX AOKYMEHTIB 13 3aCTOCYBaHHSIM
€JIEKTPOHHOTO LM(POBOrO TMIANUCY Ta JOKYMEHTIB y CKaHOBaHId Qopmi 06e3
€JIEKTPOHHOTO IU(POBOTO MIAMUCY.

205. V¥V paszi HagcwiaHHsA (akcorpaMm 1 JOKYMEHTIB y CKaHOBaHIA (opmi 6e3
€JICKTPOHHOTO U(POBOTO MIAMKCY HEOOX1THO HAAICIATH TAaKOXK OPUTiHAT JOKYMEHTA B
narnepoBiit hopmi.

Bunu nokyMmenTiB, iHopmallist 3 SKUX MEPEIA€ThC KaHAIaMU €IeKTPO3B 3Ky, a
TaKOX HEOOXIIHICTh 1 MOPSAOK MOCWJIAHHA aJpecaTtoBl iX OpUTiHANIY B TanepoBii
dbopMi BHU3HAYAIOTHCS II€I0 [HCTPYKIi€0 3 ypaxyBaHHSM HasBHUX B I[HCTUTYTI
TEXHIYHUX 1 IPOTPAMHHUX 3aCO0i1B.

206. Indopmarriitai, TereKOMyHIKaIiiiHI Ta 1HQOpMAIIITHO-TEIEKOMYHIKaIliiHI
CUCTEMHU TNOBUHHI 3a0e3leuyBaTy 3axUCT BlJ HECAHKLIOHOBAaHUX [, SKI MOXYTb
MIPU3BECTHU JI0 BUIIAJIKOBUX 200 YMUCHHMX 3MIH UM 3HUIIEHHS 1HGOpMAIIii.

207. BuxiaHi TOKYMEHTH ONpPAIlbOBYIOTHCS 1 HAJCHJIAIOTHCS LEHTPATi30BaHO B
JIeHb X HAJXOJDKEHHS BiJ] CTPYKTYPHHUX MIAPO3JUIIB — BHUKOHABIIB a00 HE Mi3HIIIE
HACTYITHOTO poOOYOro JIHS.

208. He nomyckaeThecs HajcuiiaHHS abo mepeaada JTOKYMEHTIB 0e3 ix peecTtparrli
y KaHUEJspii.

209. Ilim yac mpwiiMaHHS BiJ BHUKOHABIIB BUXIAHMX JOKYMEHTIB MpaIliBHUK
KaHIeJIApli 3000B’I3aHUI ITEPEBIPUTH:

MPaBWIBbHICTE OQOPMIICHHSI JOKyMEHTa (CKJIaJl 1 PO3MIIICHHS B HBOMY BCIX
PEKBI3UTIB);

HAsIBHICTH 1 IPaBWIbHICTh 3a3HAUYEHHS aJIPECH;

HasIBHICTh Ha JIOKYMEHTI BIIMITKHM MIPO JOJIaTKH;

HAsBHICTh YCIX HEOOX1JHUX MIJAMKCIB HA IOKYMEHTI Ta JOJATKaX A0 HbOTO;

HAsSBHICTh BI3 Ha BIAMYCKY — KOMIi BUXIJHOTO JTOKYMEHTA, IO 3aJIUIIAETHCS Y
crpaBax [HcTUTYTY;

HasIBHICTH 1 IOBHOTY JOIATKIB,;

BIJIMOBIHICTD KIJTLKOCT1 MPUMIPHHUKIB KIJIBKOCTI aJIpecartiB.

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

211. JIOKyMeHTH, 110 HAJACHJIAIOTHCS OJHOYACHO OJHOMY 1 TOMY K aJpecaToBi,
BKJIAJIAIOThCS. B OJMH KOHBEpPT (ymakyBaHHs). Ha KOHBepTI NpOCTaBISIOTHCS
pEECTpalliifHl 1HAEKCH BCIX JOKYMEHTIB, SIKI MICTSThCS Y KOHBEPTI.

212.  JIoKyMeHTH, 10  aJpEeCylOThCi  MOCTIHHUM  KOPECIOHJEHTaM,
PEKOMEHIYEThCSI BIAMPABIATH y KOHBEpPTax i3 3a3HAYCHHSM aJpecH OJepXKyBada Ta
BIJIMMPAaBHUKA, IO BHUTOTOBIIIOTHCS 3a3dalieTib MAIIMHOIMCHUM a00 JPYKapChbKUM
CIIOCOOOM.

213. JlIokyMeHTH, 10 IPUIMAIOTHCS B (hembj’ €repchKoi CITyKOH, TIepeaaroThCs
ajzipecaTam IiJl pO3MHUCKY Y BIMOBIAHIN KHH3I.

214. JlocwianHst abo 3aMiHa PO3ICIAHOTO paHIIe JTOKYMEHTa 3IHCHIOETHCS 3a
BKa31BKOIO TI0CAJIOBOI 0COOM, siKa Tianmucana JOKYMEHT, KepIBHHKA BIIAUTY KaJpiB Ta
TIIJTOBOJICTBA.

215. CTpykTypH1 TiAPO3IIIM Ta OKpEeMi BHKOHABIIl 3000B’s3aHI TMepenaBaTu
BUXIJIHI JOKYMEHTH Ta 1HIII TOIITOB1 BIAMPABJICHHS 0 KaHLEIApIi BAMUTY KaapiB Ta
JIJIOBOJICTBA y TOJMHU, BCTAHOBJICHI 111€10 [HCTPYKITi€TO.



IV. CucremaTusauisi Ta 30epiraHHsi JOKYMEHTIB y JiJIOBOJACTBI
CxJi1aieHHSI HOMEHKJIATYPH CIIPaB

216. Homenxmarypa cmpaB — 1e 000B’s3KOBHMA it [HCTHUTYTY
CHUCTEeMAaTHU30BaHUN TMEpeNlik Ha3B (3arojoBKiB) cmpaB, MO (GOPMYyIOThCS B i
T1IOBOJICTBI, 13 3a3HAYEHHSAM CTPOKIB 30€piraHHs CIIpas.

217. HomenkiaTypa crpaB MpU3HAUY€HA JJIsi BCTAHOBIEHHS B [HCTUTYTI €JMHOTO
nopsiiky (opmyBaHHS cIpaB, 3a0e3MeUeHHs iX OOJIKy, ONEPATHBHOTO TIOMIYKY
JOKYMEHTIB 3a 1X 3MICTOM 1 BUJIOM, BU3HAUYEHHS CTPOKIB 30€piraHHs CIIpaB 1 € OCHOBOIO
IUTSL CKJIQJIEHHS ONUCIB CIIpaB MOCTIMHOr0, 0COOOBOr0 CKJIaay Ta TpuBajoro (moxaz 10
POKIB) 30€epiraHHs, a TakoX JUIsi 00JIIKY cIpaB TUM4YacoBOro (10 10 pokiB BKIHOYHO)
30epiraHHs.

218. B IHCTUTYTI CKJIaIal0ThCss HOMEHKIIATYPH cripaB [HCTUTYTY (1omaTok 15).

Homenknatypa cnpaB po3po0JiieThCsl OCAJOBOIO 0CO00I0, BIANOBIJAIBHOIO 32
JIJIOBOJICTBO, HA MiJICTaBl JOKYMEHTIB 3 YCIX MUTaHb HOTO JISIBHOCTI 13 3aJIy4CHHIM
(axiBIIiB, SIKI MIPAIIOIOTH Y M1PO3/ILIIL.

MeToauuna momoMora y CKJIaJeHHI HOMEHKJIATyp CIpaB HAJA€ThCA apXiBOM
Inctutyty Ta llenTpanbHum JlepaBHUM apXiBOM BHUIIMX OpraHiB BiIaad YKpaiHU
(mam — JIABO VYkpaiun).

3Be/leHa HOMEHKJIaTypa CIpaB CKIAJAAa€ThCS KaIENIpi€l0 Ha OCHOBI HOMEHKIIATYP
CTIpaB CTPYKTYPHUX MiApo3AiIiB (10aaToK 16).

219. 3BeneHa HOMEHKIIATypa crpaB [HCTUTYTY CXBalrOEThCs KOMiciero [HCTUTYTY
3 TPOBEJEHHS EKCIEPTU3M I[IHHOCTI JOKYMEHTIB (Jajdi — eKCIepTHa KOMICig) Ta
MIOTOJKYETHCS eKCIepTHO-TiepeBipHOIO KoMiciero (nami — EIIK) IIJTABO Ykpaiau onun
pa3 Ha IM’ATh POKIB a00 HEBIAKIATHO Yy pa3i 3MIHM (OPMHU BJIACHOCTI, CTPYKTYpH,
GyHKIIIM Ta XapakTepy poOOTH [HCTUTYTY, MICIs YOTO 3aTBEPKYETHCS JUPEKTOPOM.

220. 3BeneHa HOMEHKJATypa crpaB [HCTUTYTy CKJIaaeTbCsa y UYOTUPHOX
MpPUMIpHUKAX, HA KO)KHOMY 3 SIKHX TIOBMHEH OYTH 3allOBHEHUH Tpu( MOTOJHKEHHS 3
EINK TJABO Vkpainu. Ilepmmii  (HemoTOpKaHHWM) NPUMIPHUK  3BEIEHOT
HOMEHKJIATypU CHpaB 30epiraeTbCd y BIAAUN KaJIpiB Ta JIUIOBOACTBA I[HCTUTYTY,
JIPYTUid — BUKOPUCTOBYETHCS BIIJLIOM KaApiB Ta AIJIOBOACTBA [HCTUTYTY sIK poOOUMH,

TpEeTii — TmepeNaeTbcs [0 apxiBy I[HCTUTYTy nis 3A1MCHEHHS KOHTPOJIIO 3a
(GbopMyBaHHSM CHOpaB y CTPYKTYPHUX MIPO3ALIAaX, YETBEPTUH — HAACUIAETHCA 10
H/JIABO VYkpainu.

CTpyKTypHI NIAPO3AUTH [HCTUTYTY OTPUMYIOTh BUTSTH 3 BIANOBIIHUX PO3JILIIIB
3aTBEPAKEHOT 3BE€JICHOI HOMEHKJIATYPH CIIPaB JIJIsl BAKOPUCTAHHS Y pOOOTI.

221. 3BeneHa HOMEHKIJIATypa crpaB [HCTUTYTy MIOpPOKY (HE TMi3HIIIE TPYJIHS)
YTOYHIOETHCS Ta BBOAUTHCS B JI110 3 MEPIIOTrO CIYHSI HACTYIMHOTO KaJeHIapHOIO POKY.

222. JIo HOMEHKJIaTypH CTpaB BKIIFOYAIOTHCS HA3BU CIpaB, M0 (HOPMYIOTHCS Ta
B1100paXXaroTh yC1 IUITHKUA POOOTH, KA JOKYMEHTYEThCS B IHCTUTYTI, 30KpeMa cripaBu
MOCTIMHUX Ta TUMYAcOBO AIIOYMX paj, KOMiCiif, KOMITeTiB Touo. /o HOMEHKIaTypu
CIpaB BHOCSITHCSI TAKOK HA3BH CIIPAB, 110 BEYThCS B €IEKTPOHHIN (hOopMI.

223. I'padpy HOMEHKJIATYpH CITpaB 3aIIOBHIOIOTHCS TAKUM YHUHOM.



VY rpadi 1 npocTaBasieTbCs 1HIEKC KOXKHOI cripaBu. [HAEKC cripaBu CTPYKTYPHOTO
MIIPO3IITY CKIATAEThCS 3 1HACKCY CTPYKTYPHOTO MiAPO3aAUTY [HCTUTYTY (3a IITaTHUM
pO3MKUCOM ab0 KiIacu(pIKaTOPOM CTPYKTYPHHUX IIJIPO3/LIiB) Ta MOPSIKOBOTO HOMEpa
cripaBu B Mexxax migpo3ainy. Hanpuknan: 8-01, ne 8 — Homep Biaminy, 01 — mopsiakoBa
HyMepallisi ClpaBH.

VY rpady 2 BKIIIOYAIOTHCS 3ar'0JIOBKH CITpaB (TOMIB, YaCTHH).

3aro0BOK CHpaBH MOBMHEH YITKO y CTHCIIN y3araiabHEeHid ¢opMi BimoOpaxaru
CKJIaJ1 1 3MICT JJOKYMEHTIB CITPaBH.

He mo3BomnsieThCsl BXXKMBAHHS B 3ar0JIOBKaxX CIPaB HEKOHKPETHHX (POPMYITFOBAHb
(«pi3Hi Marepiainy», «3arajbHe JIMCTYBAaHHSI», «BXiTHA KOPECIIOHICHINIS», «BUXIIHA
KOPECTIOH/ICHITIS» TOIIO), @ TAKOK BCTABHUX CJIIB 1 CKJIATHUX CHHTAKCUIHUX 3BOPOTIB.

[Tlin uac ¢opMyntoBaHHS 3arojoBKiB CIOpPaB BpPaxOBYIOTHCA TakKi O3HAKU
dbopMyBaHHS CIpaB, SK HOMIHAJbHA, aBTOPChKA, KOPECHMOHACHTCHKA, MPEAMETHO-
MUTajJbHa, XPOHOJOTIYHA, Teorpadiuna. JlokyMmeHTH GOpMYIOThCS Y CIIpaBU Ha OCHOBI
OKpeMOi 03HaKH a00 CIIOTYYEHHS O3HaK.

3aroyioBOK CHpaBH CKJIAJAEThCS 3 €JIEMEHTIB, IO PO3MINIYIOThCS Yy TaKii
MOCJIIIOBHOCTI: Ha3Ba BHUJY CHpaBU (JUCTYBaHHS, XypHal, KHUTA TOIIO) YU BHUIY
JOKYMEHTIB Yy chopaBi (Haka3u, MPOTOKOJM, AaKTH TOLIO); AaBTOp JOKYMEHTIB
(naiimenyBaHHsI [HCTUTYTY, CTPYKTYPHOTO MIAPO3/1NIY); KOPECIOHJEHT abo ajapecaT
(HaliMeHyBaHHsI YCTAHOBH, JI0 SIKOI aJpecoBaHi a0o0 BiJ SKOI HAMIWIUIM JOKYMEHTH);
KOPOTKHMM 3MICT JOKYMEHTIB CIIpaBU (MUTaHHA, 3 SIKOTO (DOPMYEThCS CHpaBa); Ha3Ba
periony (TepuTopii), 3 SKOI IOB’SI3aHUI 3MICT JOKyMEHTa; nara (mepioa), A0 SKOi
HaJjeXaTh JOKYMEHTH CIpaBU; BKAa31BKM HAa HASBHICTh KOMIM JOKYMEHTIB y crpasi (y
pasi notpedn).

VY 3arosioBkax o0coOOBHUX (MEPCOHANBHUX) Ta IHIIMX CIOpaB, II0 MICTATh
JOKYMEHTH 3 OJIHOIO THUTaHHS, TMOB’Si3aH1 TMOCTIJOBHICTIO BEACHHS MPOLEIYP
TJOBOJICTBA, BKMBAETBbCSI TEPMIH «cIpaBa», Hamnpukiaana: «OcoboBa cropaBay,
«IlepconanbpHa crpaBay.

VY 3arojioBKax crpas, 10 MICTSITh JOKYMEHTH 3 OJHOTO MUTAHHS, HE TOB’s3aHI
MOCJIIIOBHICTIO BEJIEHHS MPOIEAYpP AUIOBOJICTBA, BXKUBAETHCS TEPMIH «IOKYMEHTH», a
MICIIS HhOTO B JIY’KKaxX 3a3HA4YalOTbCS OCHOBHI BUIW JIOKYMEHTIB CIIPaBH, HANPUKIAI:
«JlokyMeHTH (Iy1aHU, aHKETH, JOBIJIKH) TIPO MPOBEJEHHS OISy CTaHy J1JI0BOJICTBA Ta
apXiBHOI CIIPaBH y BUIIIMX HaBYAIBLHUX 3aKJIaaX».

TepMiH «TOKYMEHTH» B)KHBAETHCS TAKOXK Yy 3arojiOBKax CIpaB, IO MICTATh
JTOKYMEHTH-IOAATKHA 10 OyIb-SIKOTO HOPMAaTHBHO-IIPABOBOTO aKTa ab0 pPO3MOPSIUI0TO
NOKYMEHTa [HCTUTYTY.

VY 3arojoBKax cIpas, MPU3HAYCHUX JJIS TPYIMyBaHHS JOKYMEHTIB OJHOTO BHY,
3a3HAYAEThCS BHUJA JOKYMEHTa Yy MHOXKHHI Ta aBTOp JOKYMCHTIB, HaIpUKJIaI:
«IIpoToxonu 3acizanb BueHoi pagu [HCTUTYTY».

VY 3aronoBkax cmpaB, IO MICTATh JUCTYBaHHS, 3a3HAYAIOTHCS KOPECHOHJCHT 1
KOPOTKHUH 3MICT JOKYMEHTIB, Hampukiaa: «JluctyBanus 3 MiHICTEpCTBOM arpapHOi
MOJIITUKY Ta MPOJOBOJILCTBA YKpaiHU MPO 3aTBEPKECHHS 1 3MIHY IITATHOTO PO3IHUCYY.

Y 3aronoBkax copaB, IO MICTSITh JINCTYBaHHS 3 KOPECIOHJICHTAMH,
OJTHOPITHUMH 32 XapakTEepOM MAiSUIBHOCTI, TaKi KOPECHOHJAEHTH HE MEepeNidyloThbcs, a
3a3HAYAETHCS 1X y3araJlbHeHEe HaWMEHYBaHHS, HaNMpUKiIad: «JIMCTyBaHHS 3 OopraHaMu
MICLIEBOI'O CAMOBPSITyBaHHS 3 MUTAHb 320€3MEYEHHS COLIIAIbHOTO 3aXUCTY HACEICHHS».



VY 3aronoBkax cnpas, 110 MICTATh JIMCTYBAHHA 3 PI3HUMH KOPECIIOHAEHTaMH, TaKi
KOPECHOHJICHTH HE 3a3Ha4Yar0ThCs, HAIPUKIA:

«JluctyBaHHS mpo oOpraizamipo CceMiHapy 3 TIJABMINCHHS KBajidikamii
IpaIiBHUKIB KaJPOBUX CITYKO».

VY 3arosioBkax crpas, IO MICTSTh IJIAHOBO-3BITHY JOKYMEHTAIIl0, 3a3HAYAEThCS
nepioa (Micsib, KBapTal, MBPIYYs, PIK), B IKOMY IUIAaHYETHCS CTBOPEHHS IOKYMEHTIB,
abo nepiox ix (aKTUIYHOTO BUKOHAHHS, HAIPUKIIA:

«1. Iliman ocHOBHUX opraHi3amniiaux 3axomiB [HcTuTyTy Ha 2016 pik.

2. 3BIT PO BUKOPUCTAHHA OI0/PKETHUX KOWTIB [HCTHTYTOM 32 2016 piKy.

Axmo cmpaBa CKIAMA€ThCA 3 KUIBKOX TOMIB a00 dYacThH, (HOPMYITIOETHCS
3araJbHHUI 3ar0JIOBOK CIIPaBH, a MOTIM Y pa3l HOTpeOr — 3arojIOBOK KOXKHOI CIIpaBH.

[Tim dYac po3MilIeHHs 3arojIOBKIB CIpaB y HOMEHKJIATYpPl BPaxOBYETHCS
BAXJIMBICTh JOKYMEHTIB, BKIIIOUEHHX JO CIIpaBH, iX B3aeM03B’s30K. Ha mouaTky
PO3MIIIYIOTHCS 3aTOJIOBKHU CIIPaB 11010 JOKYMEHTIB, K1 HAINIIUIM Bl OpraHiB BUIIIOTO
piBHS, HOajli — MO0 OpPraHi3alliiHO-pO3NMOPSAU0l JOKYMEHTAIlli, IJIAaHOBO-3BITHOI
JOKYMEHTalli1, JIUCTYBaHHA, 00J1KOBO-JOBIIKOBUX BUIIB JOKYMEHTIB. ¥ KOXHIN 3 IUX
rpyn JOKYMEHTH TaKOXX pPO3MILIYIOTbCS 3 YpaxXyBaHHSIM BaXJIMBOCTI Ta CTPOKIB
30epiraHHs.

I'pada 3 HOMEHKIATypH 3aIIOBHIOETHCS HAPUKIHII KAJIEHAAPHOTO POKY.

VY rpadi 4 HOMEHKIATypu 3a3HAYAIOTHCS CTPOKU 30€piraHHs CIpaB, HOMEpPU
cTaTel 3a NepeslikoM JIOKYMEHTIB 31 CTPOKaMu 30€piraHHs.

VY rpadi 5 «BiamiTka» poOasAThCsS MO3HAYKY MPO MEPEXiIHI CIIpaBu; Npo CIPaBH,
o0 BEAYTbCS B EIEKTPOHHIA (QopMi; Hpo MOCagoBUX o0ci0, BIAMOBIAAIBHUX 3a
(dbopMmyBaHHS copaB; Mpo Mepefady copaB A0 apXiBy YW IHIIUX YCTAHOB IS iX
MPOJOBKEHHS TOIIO.

224. HampukiHili pOKy HOMEHKIATypa CIpaB 3aKpUBAETHCSA 3 TiACYMKOBUM
3aMMCOM IPO IX KUIBKICTb.

dopmMyBaHHA CIIPaB

225. ®opMyBaHHA COpaB — II€ TPYNyBaHHS BUKOHAHUX JOKYMEHTIB y CIIpaBU
BIIMIOBITHO JI0 3aTBEPAKEHOT HOMEHKJIATYPH CITPaB.

226. CrpaBu GpopMyI0ThCsl B [HCTUTYTI JIELIEHTPaTi30BaHO, TOOTO B CTPYKTYPHHX
M1IPO3A1Iax.

227. I1ig yac opmyBaHHS CIIpaB CIIiJl JOTPUMYBATUCS TAKMX 3araJIbHUX MPaBUIL:
BMIIIyBaTH y CIpPaBU TUIbKKM BUKOHAHI JOKYMEHTH BIAMOBIJHO JO 3arojOBKIB CIpaB B
HOMEHKJIATypi; TpPYyHyBaTH Yy CHpaBH JOKYMEHTH, BHKOHaHI MPOTSATOM OJHOTO
KaJICHJAPHOTO POKY, 3a BUHATKOM IMEPEXIIHUX CHpaB (BEAYThCA MPOTITOM KUIBKOX
POKIB), OCOOOBMX CIIpaB; BMIIlyBaTh Yy CHpPaBH JIMIIE OpHUriHAIM abo y pas3l ix
BIJICYTHOCTI 3aCBIJTYEHI B YCTAHOBJICHOMY MOPSAKY KOIMIl JOKYMEHTIB; HE JIOIyCKaTH
BKJIFOYCHHSI JI0 CIpPaB YOPHOBUX, OCOOMCTHUX JOKYMEHTIB, PO3MHOXEHUX KOIINA Ta
JOKYMEHTIB, 110 MiAJISATal0OTh MOBEPHEHHIO; OKPEMO T'PYIyBaTH y CIPaBU JOKYMEHTH
MOCTIHOTO 1 TUMYACOBOTO 30epiraHHs; 3a 00CITOM clipaBa HE TOBUHHA MEPEBUIITYBATH
250 apkymiiB (He OibIne 3 cMm).

228. JIOKyMEeHTH TPYHYIOThCS ¥ CHpPaBU B XPOHOJOTiYHOMY Ta / a0 JOoTridHOMY
MOPSTKY.

229. llonoxeHHs, mMpaBuia, IHCTPYKIT TOIIO, 3aTBEPKEHI PO3MOPSTIUNMU
JOKYMEHTaMU, TPYIYIOThCS pa30M 13 3a3HAUEHUMU IOKYMEHTAMH.



230. Haka3u 3 muTaHb OCHOBHOI MISUTBHOCTI IHCTUTYTY, 3 KaJpOBHX MHUTaHb
(ocoboBoro ckjaay) TPYINYIOThCA Yy pi3HI chpaBu. Hakasum 3 KaapoBUX MNHUTaHb
(ocoboBoro cKiIaay) rpyIyOThCS BIATOBIIHO /0 iX BUJIIB Ta CTPOKIB 30€piraHHs.

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

MPOTOKOJIM 1 IOKYMEHTH JI0 HUX (JOTOBI1, TOBIAKU, TPOCKTH PIIIIEHb TOIIO);

JOKYMEHTH 3 oOprasizaimii 3acijaHb (MOPSJOK JEHHHM, MaKeT pPO3MIIICHHS,
CIMCOK 3aIPOIIEHHUX TOILO).

232. llpoTokonu 3acifjaHb KOJETiaJbHUX OPTaHiB TPYMYIOTbCA Yy CIpPaBU B
XPOHOJIOTTYHOMY TIOPSIKY 1 32 HOMepaMmu. JIOKyMEeHTH 110 3acijilaHb 3a3HaYeHUX OPTaHiB
CHUCTEMATHU3YIOThCS 3a JJaTaMHU Ta HOMEPaMH MPOTOKOJIIB, a B MEKaxX TPy JOKYMEHTIB,
10 CTOCYIOTBHCSI OJTHOTO MPOTOKOITY, — 3 MOPSAKOM JEHHUM 3aCiTaHHS.

233. JlopydeHHs OpraHiB BHIIOTO pIiBHA 1 JOKYMEHTH, TOB’s3aHl 3 iX
BUKOHAHHSAM, TPYIYIOTBCS y CIpaBH 3a HampsMaMu AisutbHOCTI [HCTHTYTY abo 3a
aBTOpaMHM 1HIIATUBHUX JIOKYMEHTIB. JJOKYMEHTH y HEBEJIMKIN KiJIbKOCTI IPYIYIOTHCS B
OJIHY CTIpaBy. ¥ CIpaBi JOKYMEHTH CUCTEMATU3YIOThCS 32 JaTaMU JOPYYECHb.

234. 3arBepKeH1 TJIaHU, 3BITH, KOIITOPUCH TPYMYIOThCS y CIPaBU OKPEMO BiJ
MIPOEKTIB IIUX JIOKYMEHTIB.

235. JluctyBaHHSI TPYMYETHCA 32 3MICTOM Ta KOPECHOHJIEHTCHKOIO O3HAKOIO 1
CUCTEMATHU3YETHCS B XPOHOJIOTTYHOMY MOPSAKY: TOKYMEHT-BIJIMOBIIb PO3MIIIYETHCS 3a
JTOKyMEHTOM-3aITUTOM.

236. OcoboBi cmpaBu TpamiBHUKIB [HCTUTYTY (OpMyIOTBbCS BIAMOBIAHO 0O
[IpaBun opraizanii AUIOBOACTBA Ta ApXIBHOIO 30€piraHHs JOKYMEHTIB Y JI€pKaBHUX
opraHax, opraHax MICLIEBOTO CaMOBpSAyBaHHS, HAa MIAIPUEMCTBAX, B YCTaHOBAX 1
oprasizailisix, 3aTBepPKeHMX Haka3oM MiHicTepcTBa OCTHUIIT YKpaiHu BiJ 18 4yepBHs
2015 p. Ne 1000/5.

237. Po3paxyHKOBO-TUIATDXKHI BiOMOCTI (0COOOBI paxyHKH) TpalliBHUKIB
[HCTHTYTY cuCcTeMaTH3yIOThCA B MEkKaX POKY 3a Mpi3BUILAMHU B alipaBiTHOMY TOPAIKY,
a BIJIOMOCTI1 Ha BUIUIATY 3 TPoIIei (B1IOMOCTI HapaxyBaHHS 3apO0ITHOI TIaTH) TOBUHHI
Oytu cdopMoBaHi MmOMicAIsl B Mexax poky. lle crocyerbess 1 mepconidikarliit
mpaliBHUKIB [HCTUTYTY.

238. MetoauyHe KepiBHUIITBO 1 KOHTPOJIb 32 (POPMYBaHHSIM CIpaB B [HCTUTYTI Ta
HOro CTPYKTYpHHMX TIApO3/ijax 3MIMCHIOETBCS BIIIIJIOM KaapiB Ta JIIJIOBOJCTBA
[HcTuTyTYy Ta apxiBoM [HCTUTYTY.

30epiranns 1okymeHTiB B IHcTUTYTI

239. JIoOKyMeHTH 3 4Yacy CTBOpPEHHs (HaJXOJKEHHs) 1 10 mepeaadi A0 apXiBy
[HCTUTYTY 30€piratoThCs 3a MiclieM iX popMyBaHHS.

KepiBHUKK CTPYKTYpHUX HiApo3au1iB [HCTUTYTY 1 MpaliBHUKY, BiAMOBIAANbHI 32
OopraHi3alliio JIIJIOBOJACTBA B IUX MIAPO3/]1iIax, 3000B’s13aHi 3a0e3meuyBaTu 30epiraHHs
JIOKYMEHTIB 1 CITpasB.

240. V pobounx KiMHATaxX CIpaBUd IOBHHHI 30€piratucs y BEPTUKAITHHOMY
noyiokeHH1 B madax. (s miaBUIICHHS ONMEpPaTUBHOCTI PO3IIYKY JOKYMEHTIB CIPaBU
MOBUHHI PO3MINIYBAaTUCh BIAMOBITHO JO HOMEHKJIATYypu crmpaB. Ha KopiHIx
OOKJIaMHOK CITpaB 3a3HAYaIOThHCS 1HAEKCH 32 HOMEHKIIATYPOIO.

241. MarHiTHi cTpiukd Ta IUQPoBi HOcIi 1HPOpMaIii 3 ¢poHOrpaMaMu 3aciiaHb
KOJIET1aIbHOTO OpraHy 30epiratoTbcs y oro cekperaps. Ha ctpidiii 1 kopoO1ii poOUThCs



BIJIMITKA TIPO AaTy 3acigaHHs 1 yac 3anucy. Cekperap KoJeTialIbHUuX JOpaJauuXx OpraHiB
BIJIMOBIAA€E 3a iX 30epiraHHs.

242. Bugada cripaB Jjisi TAMYaCOBOT'O KOPUCTYBAHHSI MPAIliBHUKAM CTPYKTYPHHUX
H1IPO3/1IIB 3AIMCHIOETBCS Ha CIICIiaIbHO BIJBEJICHOMY poOOUYOMY Miclli aOOHEHTa y
HayKoBiil Oi0mioTeni [HCTUTYTYy 3a IHCBMOBOIO 3asiBKOIO 3 OOIPYHTYBaHHSIM TaKoOi
HEOOX1THOCTI (HampWKJIaj: BHJAya IMpaliBHAKaAM BUIAUTY KaapiB Ta IJIOBOACTBA
0COOOBHUX CTpaB JUIsl yTOYHEHHS 3aMUCIB y TPYOBiN KHUXKII TpOMaJsiHUHA; a00 Buaada
MpariBHUKaM BTy OyXraaTepchbKoro o0OJKy Ta (DIHAaHCOBOTO 3a0e3MeUeHHS
0CO0OBUX paxyHKiB /1t 0hOpMIICHHS OyXTanTepChKUX MTOBIIOK 1 T. 1.).

243. BunmyuyeHHS JOKYMEHTIB 31 CIIPaBH MOCTIIHOTO 30epiranHs 3a00pOHSETHCA.

V. IlopsiioK MiATOTOBKM CIPAB /10 NepeAavi 1A apXiBHOTo 30epiraHus.
Excneprusa wiHHOCTI JOKYMEHTIiB

244, TlpoBeneHHsA €KCHEPTH3U I[IHHOCTI JOKYMEHTIB MOJISITa€ y BCEOIYHOMY iX
BHUBYCHHI 3 METOI0 BHECEHHs ;10 HarioHaibHOTO apxiBHOro (oHIY ab0 BHIIyYEHHS 3
HBOTO Ta BCTAHOBJICHHSI CTPOKIB 30epiraHHs JOKYMEHTIB, 110 HE MIJISTal0Th BHECCHHIO
no HamionansHoro apxiBHoro gouay (nani — HA®D).

245. Jlnsg opraHizamii Ta NPOBEICHHS EKCIEPTU3W IIHHOCTI JIOKYMEHTIB B
[HCTUTYTI YTBOPIOETHCS MOCTIiHA Jlif04Ya €KCIIEPTHA KOMICISI.

246. Excneptr3a IIHHOCTI JOKYMEHTIB MPOBOJIUTHCS IIOPOKY B CTPYKTYPHHUX
nigpo3aiiax [HeTuTyTy Oe3nocepenHb0 0co0aMHM, BIAMOBINAJBHUMHU 32 OpraHi3alliio
JIJOBOJICTBA B IIUX MIAPO3/iJIaX, pa3oM 3 €KCIEPTHOI KOMICIEI Mif METOAUYHUM
KEpIBHUITBOM BIJALTY KaJIpiB Ta AIOBOACTBA Ta apXiBy [HCTUTYTY.

247. I1ig yac mpoBeACHHS €KCTIEPTU3H IIIHHOCTI JOKYMEHTIB 3/IIHCHIOETHCS BIOIp
JIOKYMEHTIB MOCTiMHOTO Ta TpuBajoro (rmoHan 10 pokiB) 30epiraHHs Ajg nepeaadi A0
apxiBy [HCTUTYTY, BUITyd€HHsI IJisl 3HUIIECHHS JOKYMEHTIB 1 CIIpaB 32 MHUHYJIl POKH He
BHeceHnx 710 HA®D, ctpoku 30epiraHHs sIKUX 3aKIHUUITUCS.

BunyuyeHHss JOKyMEHTIB JUIsl 3HUILIEHHS Oe3 TPOBEICHHS MONEepeAHbOI
€KCIIEPTHU3H X I[IHHOCTI 3a00pOHSIETHCA.

248. BignomimadbHMMH 3a JUJIOBOACTBO Y  CTPYKTYPHHUX  IMAPO3JiJIax
3MIMCHIOETHCS B1AOIp TOKYMEHTIB TOCTIMHOTO 30€epiraHHs Ha IiJICTaBl THUIOBUX Ta
BiIOMYMX (TaJy3eBUX) IMEPENiKIB JIOKYMEHTIB 31 CTpokamMu 30epiraHHsi, 3BEIEHO1
HOMEHKJIATypH cOpaB [HCTUTYTY NUIAXOM MEperisily Ta HyMmepaiii (0J1iBIEM) KOKHOTO
apkyiia capaBu. 3a00pOHSAEThCS BIIOIP AOKYMEHTIB ISl MOAAJIBIIOTO 30epiraHHs ado
3HUIIIEHHS Ha IM1ICTaBl 3ar0JIOBKIB CIIPaB B OMKCI a00 B HOMEHKJIATYP1 CIIpaB.

249. 3a pe3ynpTaTaMd €KCIEPTU3U IIIHHOCTI JOKYMEHTIB B [HCTHTYTI
CKJIQJIAI0ThCS OMHUCH CIIpaB MOCTiHOrO, TpuBasioro (moHag 10 pokiB) 30epiraHHs, 3
KaJpOBHUX MHUTaHb (0COOOBOTO CKJIaAy), aKT MPO BWIYYEHHS JJIS 3HUIICHHS IOKYMEHTIB
(monmatok 17), He BHeceHux 10 HarioHambHOTo apXiBHOTO (hOHTY.

250. 3BeseHi onucH CIpaB MOCTIHHOTO, TpuBajoro (monan 10 pokiB) 30epiraHus,
3 KaJpoBUX MHUTaHb (0COOOBOTO CKjaay) Ta aKT MNP0 BWIYYEHHS JUJISl 3HUIICHHS
JIOKYMEHTIB, HE BimHeceHux 10 HamoHansHOTO apxiBHOTO (OHIY, PO3IIISIAIOTHCS
EKCIIEPTHOI0 KOMICI€0 [HCTHTYTy OJHOYACHO 3a TEpioja, 3a SKUW 3IHCHIOETHCS
ynopsiakyBaHHs. Taki akTh pa3oM 3 OMHMCAaMU CIpaB MOCTIMHOro 30epiraHHs Ta 3
KaJIpOBUX MHUTaHb (0COOOBOro CKJIaay) MOJAIOTHCS B YCTAHOBJIEHOMY MOPSAIKY Ha
posrisg EIIK IIJIABO Vkpainu. IloromkeHi akTu 3aTBEpIKYIOTHCS JTUPEKTOPOM,
TUIBKH MiCJIsl HbOTO [HCTUTYT Ma€ MPaBo 3HULIUTH TOKYMEHTH.



251. AxT mnpo BWIYYEHHS ISl 3HUIIEHHS JOKYMEHTIB, HE BHECEHUX JO
HamionanpHoro apxiBHoro ¢oHAYy, CKIAIa€ThCs, SIK MPaBUJIO, HA CIPaBH BCHOTO
[HcTUTYTY. SIKIIO B aKTl 3a3HAYEHO CIpPaBU KUIBKOX CTPYKTYPHHMX MIIPO3ILUTIIB, iX
HallMEHYBaHHS 3a3HAYalOThCS Iepe]l TPYIMOI 3arojoBKIB CHpaB IILOTO IiAPO3ALTY.
[Ticnst 3aTBepm)KeHHS aKTa NPO BUJIUICHHS JOKYMEHTIB Il 3HUILNEHHS 3a3HauYeHI
JIOKYMEHTH 3/1al0ThCs TIpalliBHUKAMU BIIJIUTY KaJIpiB Ta I1JIOBOJICTBA, 3a 3rO0K0 apXiBy,
BTy aAMiHICTPATUBHO-TOCIIONAPCHKOI JiSTIBHOCTI a00 MiANMPUEMCTBAM 13 3arOTiBIIi
BTOPUHHOI CUPOBUHU.

CkJiaieHHs1 ONIUCIB CNIpaB

252. Onmc crpaB — apXiBHUM JAOBIIHUK, MPU3HAYEHUH ST OOJIKY Ta PO3KPUTTS
3MICTY OJMHUIIL 30epiraHHs, OAUHHIIb 00JIIKY, 3aKPITJICHHS X CUCTeMaTH3allll y Mexax
apXiBHOTO (OHTY.

253. Onucu crpaB yKIaJalOThCsl OKPEMO Ha CIIpaBU IMOCTIMHOIO Ta TPUBAJIOTO
(monan 10 pokiB) 30epiranss Ta 3 KaJpOBHUX MUTaHb (0COOOBOTO CKIIAY).

Ha cnpaBu tumuacoBoro (10 10 pokiB) 30epiraHHsi OMKMCH HE CKIATAIOThCS. Y
pasi JiKBiAaIii 4u peopraizaiii [HCTUTYTy Taki OMUCH CKJIAJal0ThCs 000B’SA3KOBO, YU
aKTH Ipo nepeaavy JOKyMEHTIB B apXiB 1HILIOI YCTaHOBH.

254. Onmcu cipaB CTPYKTYPHOTO MAPO3ALTY [HCTUTYTY CKIaIatoThCs MIOPOKY 32
BCTAHOBJICHOIO (opMmoro (momatok 18) mocagoBoro 0co0010, BiAMOBIMATBEHOIO 3a
JIJIOBOJCTBO Yy CTPYKTYPHOMY MIAPO3JUI, HA OCHOBI Iii€l [HCTpyKuii Ta METOAWYHOI
JOTIOMOTH apXiBy [HCTHTYTY.

255. Homep omucy cmpaB CTPYKTYpPHOTO MiApo3ainry IHCTUTYTYy TOBHHEH
CKJIaAaTucs 3 MUGPOBOTO MO3HAUEHHS CTPYKTYPHOTO MiAPO3ILTY 32 HOMEHKJIATYpPOIO
copaB 3 [JOJAaBaHHSAM I[IOYATKOBOI JIITEPM HA3BU KaTeropii JIOKYMEHTIB, IO
BKJIIOYAIOTBCA JIO OMHCY, Ta YOTUPHOX MHU(PP POKY, B SKOMY pO3MOYATO CIIPaBH,
BKJIIOUEHI JIO OTTHUCY.

Hampukinaz, onucu crpaB mocTiiHOTrO, TpuBajoro (moHan 10 pokiB) 30epiranHs
Ta 3 KaJpOBUX NHUTaHb (0COOOBOIO CKIIaay) CTPYKTYpHOro Tiapo3aiay Ne S, 1o
OOJIIKOBYIOTBCSI 32 HOMEHKJIATYpOIO crpaB 1 pos3nouatri y 2016 porii, MaTUMyTh Taki
Homepu: 511-2016; 5T-2016; SOC-2016.

256. Ilix yac ckiaagaHHs OMUCIB CIPaB CIIi JOTPUMYBATHUCS TaAKUX BUMOT: KOXKHA
cIpaBa BHOCHUTBCSl 10 OMMCY MiJ] CAMOCTIMHUM MOPSIKOBUM HOMEPOM (SIKILO CIpaBa
Ma€ KiJibka TOMIB a00 4YacTWH, KOKHHMM TOM a00 4YacTHMHA BHOCSTHCS 1O OMHUCY ITiJl
OKpeMUM HOMepoM); rpadu omnucy ohOpPMIIOITECS BIJIMNOBIAHO A0 BIJIOMOCTEH,
3a3HAYEHUX HAa OOKJIAAMHIN (TUTYJIHHOMY apKyllll) CIpaBH; Y pa3i BHECEHHS O OMUCY
KUTBKOX CIpaB MiApsAA 3 OJHAKOBUM 3arojOBKOM 3a3HAYa€ThCS TIOBHICTIO JIUIIE
3aroJIOBOK MEpIOoi CIpaBH, a BCl 1HII OJHOPIAHI CIOPaBU MO3HAYAIOTHCS CIIOBAMH «T€
came», IpY IbOMY 1HIII BIJIOMOCTI MPO CHpPaBH BHOCATHCA O OMUCY MOBHICTIO (HA
KOKHOMY HOBOMY apKyIlli OMUCY 3arojOBOK BIATBOPIOETHCS MOBHICTIO); Tpada onmucy
«IIpumiTKa» BUKOPUCTOBYETHCS IS BIAMITOK MPO OCOOJMBOCTI (Pi3MUHOTO CTaHY
CIpaB.

257. Onmcu cripaB BEAYTHCS MPOTATOM KiTBKOX POKIB 3 BUKOPUCTAHHSM €JIMHOT
HacKpi3HO1 HyMmepaiii. CipaBu KOXXHOTO POKY CTAHOBJISITh PIYHHI PO3LI OMHUCY.

258. VY KiHIll omucy pOOWTHCS MiJCYMKOBHH 3alHC 13 3a3HAYEHHSIM KiJTBKOCTI
(mudpamu 1 coBaMM) CrOpaB, MO OOJIIKOBYIOTHCS 3a OMUCOM, IMEPIIMNA 1 OCTaHHIN
HOMEpHU CIIpPaB 3a OMHMCOM, a TAKOXK OOYMOBIIIOIOTHCS OCOOJMBOCTI HyMepallii cripaB B



ornmci (JIITepH1 Ta MPOMYIIEHI HOMEPH CIpaB). Y piYHUN PO3/i ONMKUCY CHPaB BHOCITHCS
TaKOX CITpaBH, HE 3aBEPIICH] MPOTATOM KaJIEHAAPHOTO POKY. Y TaKMX BUIAJIKaX y KiHIII
pPIYHUX PO3JAUIIB OMHUCY KOXHOTO HACTYIHOTO POKY, MPOTSATOM SIKOTO CIPaBU
POJOBKYBAIUCH y AUIOBOACTBI, 3a3HAa4a€eThCsl: «JJOKyMEHTH 3 I[bOTO MUTAHHS JUB.
TaKOX y po3aiimiza _ pik, Ne ».

259. Onuc cnpaB CTPYKTYPHOTO MiPpO3ALUTY [HCTUTYTY MIANUCY€EThCS yKiIaaadyeM
13 3a3HaYCHHAM HOT0 TMOCaAM, TMOTOMXKYETbCA 3 TMPAIBHUKOM KaHLESApii 1
3aTBEPKYETbCS KEPIBHUKOM CTPYKTYpHOTO Miapo3airy. Jlo 3aTBepaKeHHS OmHc
PO3IIISIAETHCS T CXBATIOETHCS EKCTIEPTHOIO KOMICIETO.

260. Ommc crnpaB CTPYKTYpHOTO MiAPO3ALNY [HCTUTYTYy CKIamaeTbcs y IBOX
MPUMIpHUKAX, OAWH 3 SKUX MEPETacThCsl pa3oM 31 CIpaBaMu J0 apxiBy IHCTHTYTY, a
IHIINNA — 3aJIMIIAE€THCS K KOHTPOJIBHUM MPUMIPHUK Y CTPYKTYPHOMY H1APO3ILIIL.

261. Ha ocHOBI omuciB crpaB CTPYKTYPHHUX MIAPO3IUTIB apxiB [HCTUTYTY TOTye
3BEJICHI OMUCHU crpaB MocTiiiHOro (momarok 19) Ta tpuBamoro (monam 10 pokiB)
30epiranns (moaarok 20), 3 ocoboBoro ckiany (nomatok 21).

262. 3BeneHU OMHUC CMpaB IMOCTIHHOTO 30€piraHHs CKIAJA€ThCS Y YOTUPHOX
NpUMIpHUKAX, Kl MICAS  CXBaJlGHHS EKCIIEPTHOI KoMici€lo  [HCTUTYTY B
ycTaHOBJIeHOMY Topsaky monaroTbes At cxBaieHHs EINK IJIABO VYkpaiaum, micis
4Oro 3aTBEP/KYIOTBCS JTUpeKTOopoM. OAWH NPUMIPHUK 3aTBEPIKEHOTO  OIHCY
nogaerses 10 LIJIABO Ykpainu.

263. 3BeneHi onucu crpaB TpuBajioro (moHas 10 pokiB) 30epiraHHs CKJIaIal0ThCs
y JBOX NPHUMIPHHMKAX, CXBAJIIOIOTbCS E€KCIEPTHOI Kowmiciero  [HcTUTyTy 1
3aTBEPIKYIOTHCS AUPEKTOPOM.

264. 3BenieHi ONMUCH CTIPaB 3 KQJAPOBUX MUTaHb (0COOOBOTO CKIIATY) CKIIAIAI0ThCS
y TphOX TPHUMIpHHUKAX, MIAMHCYIOThCS YKIaga4eM, CXBATIOIOTHCS EKCIIEPTHOIO
koMmiciero [HctuTyty, mnoromkyrwoThess 3 EIIK IAABO Vkpainu, micis 4oro
3aTBEPKYIOTBCS  AUPEKTOpoM. OAMH TNPUMIPHUK 3BEJIEHOTO OIKCY IOJA€ThCA
JIEp>)KaBHOMY apXiBy.

265. BianosianpHi 3a IIJIOBOJICTBO Y CTPYKTYPHHUX MIAPO3/IaX Yepe3 ABa POKU
MiCAsl 3aBEepIIEHHS COpaB Yy JIUIOBOACTBI 3000B’si3aHI  OMUCYBaTH JIOKYMEHTHU
nocTiiiHoro Ta TpuBamoro (monam 10 pokiB) 30epiraHHs, 3 KaJpOBUX TMHTAHb
(ocoboBoro ckiamy), 4epe3 JABa POKH 3/aBaTH iX y apxiB [HCTHTYTy Ta mepenaBaTu
JOKYMEHTH TOCTIMHOTO 30epiraHHs BIAMOBIAHO 10 3aTBEP/KEHUX OMHUCIB CHOpaB 0
HJABO VYkpainu B yCTaHOBIICHI 3aKOHO/IaBCTBOM CTPOKHU.

Odopmiienns cnipas

266. OdopmiieHHs cipaBu MOCTiHOTO 1 TpuBajoro (noxnan 10 pokiB) 30epiranHs
y CTPYKTYpHOMY MiAPO3/IUII Iepeadoadac:

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

ckiazeHHs (y pa3i moTpeOr) BHYTPINIHBOTO OMUCY JOKYMEHTIB CIIPaBU;

HAsSBHICTh 3aCBIIUYBaJbHOTO HAMHUCY CHPaBH MPO KUIBKICTh apKyIIiB 1 TPO
0CcO0MMBOCTI (PI3MYHOTO CTaHy Ta (HOPMYyBaHHS CIIPABH;

MiIMBAaHHSA a00 OMPABJICHHS CIpPaBU B OOKJIAJAMHKY 3 TBEPJOTO KapTOHY
(IBUIKO3IIMBAY);

oopmiteHHST OOKJIAMHKH (TUTYJILHOTO apKyliia) CrpaBu (HoaaTku 22, 23).

267. JIOKyMEHTH THMYacoBOTO 30epiraHHs (OpMYIOThCS Ta MiAMIUBAIOTHCS Y
cripaBu 0e3 Hymeparrii.



268. CnpaBu 3 rpudom «/[1s ciyk00BOro KOpUCTyBaHHS», OCOOOBI Ta OKpeMi
IPYIH CIpaB MOCTIMHOTO 30epiraHHs, Ha3BH SKUX HE IMOBHICTIO PO3KPUBAIOTH 3MICT
(cipaBu, 110 MICTSATh MOCTAHOBU, PO3MOPSIKCHHS, HaKa3W, PIIICHHS TOIIO), MOBUHHI
MaTh PO3MIIICHUM Ha TOYATKy CIpPaBU BHYTPIIIHIA ONMHUC JOKYMEHTIB Y CIpaBi.
HeoOxigHicTh CKJIAAEHHS BHYTPIIIHBOI'O ONKCY JOKYMEHTIB JCSKHUX CIIpaB
BU3HAYAETHC Mi€t0 [HCTpyKITi€ro.

269. Ilicas 3akiHYeHHS TIJIOBOAHOIO POKY /IO HANKCIB Ha OOKJIaJUHKAX CIIpaB
MOCTIHOTO 1 TpUBaAiIOro 30epiraHHs BHOCSITHCS HEOOXITHI YTOUYHEHHS, TIEPEBIPSIETHCS
BIJIMOBITHICTh 3aroJIOBKIB CHpaB Ha OOKIAAUHIN 3MICTY MiJIIUTUX JOKYMEHTIB,
BHOCATBCSI 'y pa3l MmoTpeOM [0 3aroyioBKa CIpaBd  JIOJATKOBI  BIJIOMOCTI
(pOCTaBIAIOTHCS HOMEPH HaKa31B, MPOTOKOIIB, 3a3HAYAIOTHCS BUAM 1 (POPMHU 3BITHOCTI
TOIIIO).

270. Jlata Ha OOKNAAWHII CHpaBU TOBHHHA BIAMOBIAATH POKY MOYATKy 1
3aKIHYEHHSl CIpaBH; y CIIpaBi, 10 Ma€ JOKYMEHTH 3a OUIbII paHHI POKH, HIXK PIK
YTBOPEHHS CIIPaBH, T1J] IaTOI0 POOUTHCS HAMKC: «€ JOKYMEHTH 32 ... POKU».

271. Ha oOkimaguHKax cIpaB, IO CKJIAJalOThCAd 3 KUIBKOX TOMIB (YacTHH),
MIPOCTABJISIIOTHCS JTATU TIEPIIOTO 1 OCTAHHBOTO JOKYMEHTIB KOKHOTO TOMY (4aCTUHU). Y
pa3i 3a3Hau€HHS TOYHOT KaJICHJAPHOI IaTH MPOCTABISETHCS YUCIIO, MICAIlb 1 pik. Uucio
1 piK TO3HAYAIOTHCS APAOCHKUMHU IIU(PPAMHU, MICSIIh TUIIETHCS CIIOBOM.

272. Ha oOxiaguHIIl COpaBH MPOCTABISIETHCS HOMEp CIpaBU 3a 3BEACHUM
OTIMCOM 1 3a MOTO/KEHHSIM 3 apXiBoM [HCTUTYTy — HOMEp onucy 1 PoHAY.

273. Y pa3i 3MiHu HaiiMeHyBaHHs [HCTUTYTY (MOr0 CTPYKTYpHHX MiAPO3iIiB)
MIPOTATOM TNIEPIOTy, SKUH OXOTUTIOIOTH JOKYMEHTH CIIPAaBH, B OMMKMCAX Ta Ha OOKIIaTUHKAX
CIIpaB 3a3HAYAEThCA HOBE HallMEHyBaHHS [HCTUTYTY (CTPYKTYpPHOIO MiApO3AllTY), a
NonepeHe — OepeThCsl B IYKKH 3 MPUMITKOIO 32 HOMEHKJIATYPOIO.

Ilepenaua cnpas a0 apxiBy IncTuTyTy

274. VYmnopsnkoBaHl chpaBu TOCTiiiHOro Ta TtpuBaimoro (moHaa 10 pokiB)
30epiraHHs, 3 KaJpoOBUX MHUTAaHb (0OCOOOBOTO CKIIaay) MepeAaroThCs apXiBy [HCTUTYTY
JUTSI TIOJANTBIIIOTO 30epiraHHs Ta KOPUCTYBAHHS B YCTAHOBJICHOMY TOPSIZIKY.

CnpaBu tumuacoBoro (10 10 pokiB BKIIOYHO) 30epiraHHs, IO 3HAXOIATHCA Y
CTPYKTYPHHX IMJAPO3/IJIaXx, HE MOXYThb 3HHUIIyBaTHCS 0€3 MPOBEACHHS EKCIEPTHU3H iX
IIHHOCTI, 5IKa 31HCHIOETHCS €KCIIEPTHO KOMICIEK0 CTPYKTYPHOTO MiAPO3iIy, Mpo 10
CKJIaIA€ThCSl  BIAMOBIAHUM  aKT. 3HUIIEHHA JOKYMEHTIB MPOBOJUTHCS  MpHU
YHOPAJIKYBAaHHI BIAMOBIAHOIO Mepioay 3araibHUM akToMm no [Hctutyty. Ilicns uporo
crpaBu TUM4acoBoro (10 10 pokiB BKIIFOYHO) 30epiraHHsS MOXYTh IE€peaaBaTUCS 10
apxiBy [HCTUTYTY 3a pillIEeHHSIM KEpPIBHUIITBA.

275. Slkimo oxkpemi cripaBd HEOOXIJIHI JUJIsi MOTOYHOI poOOTH, apXiB IHCTUTYTY
oopMIIsie BUJIauy ClpaB y TUMUYACOBE KOPUCTYBaHHS y HayKoBii 010mioTeri [HCTUTYTY
(momatok 24). Ilpu poboTi 3 opuUriHaJaMu JOKYMEHTIB 3a00pPOHIETHCS KOPUCTYBATHUCS
PYYKOIO, BHIHCKHA POOJSATHCS OJIBIEM HAa OKpPEeMOMY apKyir, abo crmocobom
KCEPOKOTIiFOBaHHS.

276. KepiBHUKHA CTPYKTYpHUX TWiAPO3AUIIB y MEXKax HaJaHUX iM TIpaB:
3a0e3meuyoTh JOTPUMAHHS TMpaliBHUKAMH MiIPO3AUTY BHUMOT IIOAO CKJIAJAaHHS,
odopMmIIeHHSI JOKYMEHTIB 1 opraHi3aiii AUJIOBOJHUX MPOIIECIB 10 MOMEHTY Iepeaadi B
apxiB [HCTUTYTY 3riHO 3 BUMOTaMU I1i€i [HCTPyKIIii; 03HAMOMITIOIOTh HOBOTIPUIHSATUX
MpaIiBHUKIB 3 Ii€l0 [HCTPYKII€I; MOKIAIal0Th Ha MEPioJi BIJICYTHOCTI MpalliBHHUKA,



BIJIMOBIAAIBHOTO 3a JJIOBOJCTBO (BIAMYCTKa, XBOpoOa Ta iHIIE), BEICHH i€l poOOTH
Ha CHeIlaIbHO BUIEHY JIJIs I[OTO MOCaJ0BYy 0CO0Y; IIpH 3BUIbLHEHHI a00 mepexo/ii Ha
1HIITy poOOTY IpalliBHUKA, BIAMOBIAAIBHOTO 32 J1J0BOJICTBO, OPTaHI30BYIOTh Mepeaady
CIpaB, JOKYMEHTIB 1 peecTpaliiHO-KOHTPOJIbHUX KAPTOK 332 aKTOM HOBOIIPU3HAUYECHOMY
Ha 1110 poOOTy mpariBHUKOBI. KaHuemnspisa: Hajae CTPYKTYpPHUM MiaApo3aiiaM [HCTUTYTY
JIOTIOMOTY TIpU CKJaJaHHI JOKYMEHTIB Ta (opMyBaHHI iX Yy CIpaBH; 3J1MCHIOE
NEePeBipKy CTaHy JIJIOBOJACTBA Ta MA€ MPaBO BUMAraTu yCYHEHHs BUSBICHUX HEOJIKIB.
ApxiB [HCTHTYTY: KOHTPOJIOE TMPABHIBHICTE OOPMIICHHS TOKYMEHTIB y CIIpaBU MpHU
3Ma4l B apXiB Ta B pa3l NOPYLIEHHS BCTAHOBJICHHWX BUMOT I[IOBEpTae ix Ha
JIOOTIPAITIOBAHHS; HaJga€ CTPYKTYPHUM MiAPO3/ijdaM KOHCYJBTAIil 3 MUTaHb apXiBHOI
CIpaBH 3 METOIO JOTPUMAHHS €IMHOTO MOPSAKY 11 BeZeHHs B IHCTUTYTI, BIIMOBIAHO 710
YUHHOTO 3aKOHOJABCTBA Ta I1i€l [HCTpyKIIii.

[IpuitmaHHs cripaB 31MCHIOETHCS TPALIIBHUKOM apXiBy [HCTUTYTY B PUCYTHOCTI
MpaliBHUKA CTPYKTYPHOTO TIAPO3/Iidy, BIAMOBIAAIBHOTO 3a MJiJOBOJICTBO, SIKUU
nepelae  ymopsiAKoBaHI Ta OQOpMIIEH! CIIpaBH, 3B’A3aHI HAJIEKHUM YHHOM 3a
3aTBEPAKEHUM OIHCOM.

277. CnpaBu TOCTIHHOT0, 0cOO0BOro CKJaay Ta TpuBaioro (moHan 10 pokip)
30epiraHHsl mepenaroThCcsl 10 apXiBy [HCTUTYTy 3a ommcaMu 3pa3ka, BCTAHOBJIEHOTO
YkpaepxkapxiBom ([lep>kaBHOIO apX1BHOIO CITy»k0010 YKpainu).

VY KIHIIl KOXHOTO NpPUMIPHUKA 3aTBEPIKEHOIO ONHUCY IMpPAIiBHUK apXiBY
PO3MUCYETHCS Y MPUMHATTI CIIpaB 3 000B’A3KOBUM 3a3HAYEHHSAM KiTbKOCTI (1udpamu i
CJIOBAMM ) MEpEAaHUX CIPaB 1 MPOCTABIISE ATy, MICIS YOTO MIANUCYE KEPIBHUK apXiBY.

OauH TPUMIPHUK ONUCY TMOBEPTAETHCS CTPYKTYPHOMY MIAPO3/AiTY, BCI 1HIN —
3aJIMIIAIOTHCS B apXiBi [HCTUTYTY.

278. CripaBwu, 110 mepenarThes 10 apxiBy [HCTUTYTY, MOBUHHI OYTH MiAIIUTI Ta
MPOHYMEPOBaH| HAJIC)KHUM YUHOM.

279. 'V pa3i gjikBigamii abo peopraHizaiii - CTPYKTYpHOTO  MiJIPO3ALILY
BIJINOBIIAJIbHUN 32 JUIOBOACTBO y CTPYKTYPHOMY MiAPO3/iIl B TMEPioj MPOBEICHHS
TKBIAAIIAHUX 3aX0/11B (POPMYE BC1 JOKYMEHTH y CHpaBH, 0POPMIIIOE CIIPaBH 1 Mepeae
ix mo apxiBy IHcruryty. Ilepemaua cmpaB 3IIHCHIOETBCS 3a ONMUCAMU CIpPaB 1
HOMEHKJIATypOIO.

[IpamiBauku apxiBy IHcTuTyTy 3000B’si3aHi 3abe3nedyyBaTH  30epiraHHs
NPUIHATUX AapXiBHUX JOKYMEHTIB Ta Mepenadyy JOKYMEHTIB, LI0 HalexaTh 0
HanionansHoro apxiBHoro ¢oHAY, WICHAS 3aKIHYEHHS BCTAHOBJICHMX T'PAHUYHUX
CTpOKIB iX 30epiranHsa B apxiBi [HCTUTYTy Juisi mocTiiiHOro 36epiranus no L[JIABO
YkpaiHu.



Honmatok 1
1o [HcTpyKIii
(myHKT 14)
TEPMIHU TA BUBHAYEHHSA NIOHATD
1. CKJIAJ PEKBI3UTIB JOKYMEHTIB
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 00CITyroOByBaHHS);
03 — 300pakeHHs1 HAarOpoJ;
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 — peectpaniiiHuii 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 — BIZOUTOK IEYATKH,
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 0 OpraHizailii;
32 — 3amnuc npo Aep’KaBHY PeeCTpalliio.

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 TakOX MOXJIMBI BIAMITKH JIJIi PO3TAITyBaHHS
peksizutiB: 11, 12, 13, 14, 16, 19, 20, 21. Ilpuxknanu HaBeaeHo B moaatky b. Y pasi
3aCTOCYBaHHS TpadapeTHUX TEKCTIB JOKYMEHTIB BUKOPUCTOBYIOTh PEKBI3UT 21.



1.4. JlokyMeHTH, 110 iX CKJIaJal0Th B OpraHizailii, MOBUHHI MaTH Taki 000B’sI3KOBI
pekBI3uUTH: Ha3Ba opraxizamii (07), Ha3Ba Buay gokyMmeHrta (10) (He 3a3HayarOTh Ha
nucrax), nata (1'l), peectpamiiinuii iHaekc mokyMeHTa (12), 3arojioBOK 10 TEKCTY
nokymenTa (19), tekct mokymenrta (21), mignmuc (23). Odopmiroouu pi3Hl BHUIU
JIOKYMEHTIB BIJIIOBIJIHO /10 HOPMAaTUBHUX JIOKYMEHTIB, KPIM 3a3HaU€HUX 00O0B’SI3KOBHUX
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 nmokymeHTax, mo iX oopMIIIOIOTh Ha JBOX 1 OUIBIIIE CTOPIHKAX, PEKBI3UTH
22—-28 mpocTaBisAOTh micis TekcTy (21), a 29-31 — Ha HIKHBbOMY Oepesi mepioi
CTOPIHKHU JOKYMEHTA.
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Pucynok A.1 — Po3ramyBaHHsi peKBi3HTIB i Mek 30H Ha (popmati A4 KyTOoBOrO 0/1aHKA
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Pucynok A.2 — Po3ramyBaHHsl pekBi3HTiB i Mesk 30H Ha (popmaTi A4 0310BKHBOI0 OJ1aHKA



JlomaTok 2
1o [HcTpyKIii
(myHKT 18)

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

1. Jlnga 1apykKyBaHHSI TEKCTIB CIIY>)KOOBHX JOKYMEHTIB BUKOPHUCTOBYETHCS
rapuitypa Times New Roman, mpudpt posmipom 12—14 npykapcbKux MTyHKTIB.
JI03BOJISETHCSI BUKOPUCTOBYBATU MIPUPT po3mipoM 8—12 ApyKapChbKUX MYHKTIB st
ApyKyBaHHS pekBi3uTy «lIpi3Buie BUKOHaBLA 1 HOMEp HOro tenedoHy», BUHOCOK,
MOSICHIOBAJIBHMX HAMKUCIB JI0 OKPEMHUX €JIIEMEHTIB TEKCTy JOKyMeHTa abo Horo
PEKBI3UTIB TOIIIO.

[lix yac ApyKyBaHHS 3aroJIOBKIB JO3BOJISIETHCS BUKOPUCTOBYBATH HaIllBXKUPHUN
mpudT (npsiMuii abo KypcuB).

2. Texct moxymeHTiB Ha mamnepi gopmary A4 (210 x 297 MM) peKOMEHJ0BaHO
apykyBatu uepe3 1—1,5 MikpskoBoro inTepBaiy, a ¢popmaty A5 (148 x 210 mMm) —
yepe3 | MIKPSIKOBUI 1HTEpBAI.

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

PekBi3UTH J0KyMeHTa (KpIM TEKCTY), SIKI CKJIaJalThCsl 3 KUIBKOX PSIKIB,
IpYKyIOTbcsl uepe3 1 MiKpsankoBui 1HTepBal. CKIagoBI YacCTUHU PEKBI3UTIB
«Anpecary, «I'pud 3aTBepKeHHY, «I'pud MOTOMHKEHHSD BIAJOKPEMITIOIOTHCS OJIUH BiJl
OJIHOTO uepe3 1,5 MIKPSAJIKOBOTO iHTEpBAIY.

PekBi3uTu JOKyMeHTa BiJOKPEMIIIOIOThCS OIWH Big oOAHOTO depe3 1,5—3
MDKPSIKOBUX THTEPBAJIH.

3. Ha3Ba Buay OKyMeHTa JPYKYETHCS BETUKUMHU JIITEPAMHU.

4. PosmudpyBanHs mianucy B pekBizuTi «lliamucy nOpykyeTbcsi Ha piBHI
OCTaHHBOTO PsAJIKa Ha3BU MOCA/IH.

5. MakcumanbHa JOBXKHUHA psiika 0araTOpSIKOBUX PEKBI3UTIB (KPIM PEKBIUTY
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
CTaBUTHCS.

6. Ilix yac odopmieHHS AOKYMEHTIB CJ1J] TOTPUMYBATUCS TaKWUX BIACTYMIB 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 — i po3mmdpyBaHHs mianucy B pekBi3uTi «Iligmucy.

7. He pobuthcs BimCTymn BiJ MeEXi JIBOrO TOJA JUIsl peKBi3HTIB «Jlata
JTOKyMEHTa», «3arojioBOK 10 TEKCTy AoKyMmeHTa», «Texct» (0e3 abzamiB), «BigmiTka
PO HAasBHICTH 10AaTKiBY», «[Ipi3Buille BUKOHABLA 1 HOMep Horo Tenedony», «BiamiTka



PO BUKOHAHHS JOKYMEHTA 1 HaJICUJIAaHHS MOro J0 CIpaBHW», HAWMEHYBAHHS MOCAJU Y
pekBizutTax «lligmuc» Ta «I'pud moromkeHHs», 3aCBIIYYBATBHOTO HAMKUCY «3T1AHO 3
opuriHasiom», a Takoxk cliB «CIIYXAJIN», «BUCTYIIWIIN», «BUPIIINIIN»,
«YXBAJININY, «<HAKA3VIO», «30b0B’SI3VIO».

8. 3a HasgBHOCTI KUIbKOX TpuU(]IB 3aTBEp/KEHHS 1 TMOTOKEHHS BOHHU
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 MICTHUTBhCS TIOCWJIAHHS Ha JOJaTKu abo Ha
JTOKYMEHT, 110 CTaB MiACTaBOIO JjIsi Horo BumaHHs, ciioBa «Jlomatox» i «IlimcraBay
APYKYIOTBCS BiJl MEK1 JIBOTO IMOJIS, & TEKCT JI0 HUX — Yepe3 | MIKPSAKOBHUM 1HTEPBAJL.

10. ITig yac odopmieHHS AOKYMEHTIB Ha JBOX 1 OUIbIIe CTOpIHKax JApyra Ta
HACTYIIHI CTOPIHKY MOBUHHI OyTH MPOHYMEPOBaHi.

Homepu CTOpIHOK CTaBIsATHCA MOCEPEINHI BEPXHBOTO MOJIA apKylla apaOdCbKUMU
udpamu 6e3 3a3HaUCHHS CII0OBA «CTOPIHKA» Ta PO3/1I0BHX 3HaKiB. [lepina cTopiHka He
HYMEPYETHCSI.

11. TekcTn DOKYMEHTIB MOCTIHHOTO 30epiraHHsl JPYKYIOThCS HAa OJHOMY OOl
apkyma. J[okyMeHTH 31 CTpOoKOM 30epiraHHsi /10 5 pOKIB MOXKHA JPYKyBaTH Ha
JUIIBOBOMY 1 3BOPOTHOMY OOIIl apKyIIia.



Jlomatox 3
1o [HcTpyKIii
(myHkT 20)

MIHATI'POITIOJIITUKH

YKPATHCHKHUM IHCTUTYT
EKCIHEPTU3U COPTIB POCJIMH

YIECP

ByJ. 'enepana Poaumuena, 15
Kuis, 03041,
tes.: (044) 258 34 56
daxc: (044) 257 99 63
e-mail: sops@sops.gov.ua
web-caiiT: SOps.gov.ua
xox €APTIOY: 00488332

Ne T
Ha BIJI



mailto:sops@sops.gov.ua

MIHICTEPCTBO AT'PAPHOI
[TOJIITUKU TA
[TPOJIOBOJILCTBA YKPAIHU

YKPATHCBKHUM IHCTUTYT
EKCIEPTHU3U COPTIB
POCJIUH

ByJ. I'enepana Poaumuena, 15
Knis, 03041
tes.: (044) 258 34 56
daxc: (044) 257 99 63
e-mail: sops@sops.gov.ua
web: sops.gov.ua

Ne

Jlomatox 4
1o [HcTpyKIii
(myHkT 20)

MINISTRY OF
AGRICULTURAL
POLICY AND FOOD

UKRAINE
UKRAINIAN INSTITUTE FOR PLANT
VARIETY EXAMINATION
UIPVE

15, Rodymtseva Henerala vul.,
Kyiv, 03041
tel.: (+38 044) 258 34 56
fax: (+38 044) 257 99 63
e-mail: sops@sops.gov.ua
web: sops.gov.ua

Ha Bij



mailto:sops@sops.gov.ua

Jlogatok 5
1o [HcTpyKIii

(myHkT 20)
MIHAT'POITOJIITUKHA
YKPATHCHKUM IHCTUTYT EKCIIEPTHU3U COPTIB POCJIMH
YIECP

ByJ. I'enepana Poqumuena, 15, Kuis, 03041,

Tes.: (044) 258 34 56, ¢paxc: (044) 257 99 63

e-mail: sops@sops.gov.ua, web: sops.gov.ua
koa €/IPIIOY: 00488332

Ne Ha Bl



mailto:sops@sops.gov.ua

JlomaTok 6
1o [HcTpyKIii
(myukty 37)

HEPEJIIK

IlOKyMeHTiB, o0 3aTBEPIKYHOTLCH 3 IIPOCTABJISITHHAM rpnq)a 3aTBEPAKCHHA

1. Aktu (ToTOBHOCTI 00'€eKTa JO €KCIUIyaTallli; CHHCaHHS;, I1HBEHTapH3allii;
eKCIIepPTU3H; BUIYUYCHHS CIIpaB JUIsl 3HUIICHHS; Mepeaadl CIpaB; JIKBIJAIlli YCTaHOB
TOIIIO).

2.3aBmaHHa (Ha TPOEKTYBaHHS OO €KTIB, TEXHIYHMX CIOPYH, KaIliTajlbHe
OyAIBHUIITBO, HAa MPOBEJIEHHS HAYKOBO-IOCIITHUX, MPOCKTHO-KOHCTPYKTOPCHKHX 1
TEXHOJIOTTYHUX POOIT; TEXHIUHI TOIMIO).

3. 3BiTH (PO OCHOBHY MisUTBHICTB; BIAPSKEHHS; HAYKOBO-AOCHIIHI poOOTH
TOIIIO).

4. Komropuicu BuUTpaT (Ha YTpUMaHHS amapary YHOpaBliHHA, OyJUHKIB,
MPUMIIIEHB, CIIOPYJ; HAa MIATOTOBKY Ta OCBOEHHS BUPOOHUIITBA HOBHX BUPOOIB; Ha
KamiTajibHe OyA1BHUIITBO TOIIIO).

5. Homenknarypu crpas.

6. HopmatuBu  (BUTpayaHHST  CHpPOBUHH,  MaTepiaiiB,  €JIEKTPOCHEPTii;
TEXHOJIOTTYHOTO MTPOEKTYBAHHS; YHCEIILHOCTI MPAI[IBHUKIB TOIIIO).

7. Onucu crpas.

8. [lepeniku (mocan MpaliBHUKIB 3 HEHOPMOBAHHM POOOYHMM JTHEM; THUIIOBHUX,
B1IOMYMX (TaJly3€BHX) JOKYMEHTIB 13 CTpOKaMu 30epiraHHs TOLIO).

9. lnamm (BupoOHHWYI; OyAIBEIbHO-MOHTXHHUX, MPOEKTHO-PO3BITyBAIbHUX,
HayKOBO-IOCHIAHUX POOIT; BIPOBAIKEHHS HOBOI TEXHIKHM; KOOIEPOBAHUX MOCTABOK
MPOAYKINi; pO3MOJAUTY MTPOAYKIi 3a BCTAHOBJICHOIO HOMEHKJIATYpOI); OTPUMAaHHS
MPUOYTKIB KUTJIOBO-KOMYHAJIIBHUM I'OCIIOJIAPCTBOM BiJl KAlITAIbHOI'O PEMOHTY; POOOTH
KOJIET11, HAYKOBO-TEXHIYHOI PaJik, HAYKOBOT pajiy TOIIIO).

10. ITocamoBi 1IHCTPYKIIIi.

11. Tlporpamu  (piHAHCOBO-€KOHOMIYHI; TPOBEIEHHA poOOIT 1  3aXO/IiB;
BIJIPSI/KEHB TOIIIO).

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

13. Po3minku Ha BUKOHAHHS POOIT.

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

15. CTpyKTypa yCTaHOBH.

16. ®opmu yHiIPiKOBaHUX JOKYMEHTIB.

17. IITaTHi po3nucH.



Jlomatox 7
1o [HcTpyKIii
(myukt 70)
MEPEJIIK
TOKYMEHTIB, MIANMUCHA HA IKUX CKPIIIIOIOTHCS repOoBOI0 MEYATKOI0

1. AkTi (BUKOHaHHS pOOIT, CHNHMCAHHSA, CKCIEepTU3H, (PIHAHCOBHX IIEPEBIPOK;
BUJTyYCHHS CTIpaB JJIs 3HUILEHHS; TIepeadl CIpaB TOIIIO).

2. ApKy1ili TOTroIXKEHHS MPOEKTiB HOPMATUBHO-TIPABOBUX AKTIB.

3. BucHOBKM 1 BIATYKM YCTaHOB Ha JaucepTamii Ta aBTopedepatd, IO
HAJICUIIAIOTHCS 0 Bumioi atecrariiinoi komicii Ykpaiam.

4. JloBiaku (JTIMITHI; PO BHUILIATY CTPAXOBUX CyM; BUKOPHUCTaHHS OIOMKETHHX
acUTHyBaHb Ha 3apIUiaTy; Ipo HapaxOBaHy 3apIuiaTy TOIIO).

5. JoroBopu (mpo  MarepiajgbHy  BIANOBIAAJIBHICTb,  HAayKOBO-TEXHIYHE
CIIBPOOITHUIITBO, MIJPSAN, OPEHIY IPUMIIICHB; TPO BUKOHAHHS POOIT TOIIO).

6. [loxymeHTH (I0B1JIKH, OCBIIYEHHS TOIIO), 10 3aCBIIYYIOTH MpaBa TPOMAIsH 1
IOPUJIMYHUX OCi0.

7. lopy4yeHHsT Ha oOJiepKaHHS TOBAPHO-MATEePilaIbHUX IIIHHOCTEW, OFOKETHI,
OaHKIBCBKI, IICHCIMHI, IUIATDKHI.

8. 3aBmanHa (Ha TMPOEKTYBaHHS OO0 €KTIB, TEXHIYHUX CIHOPY/A, KaliTalbHe
OyIIBHHUIITBO; TEXHIYHI TOILO).

9. 3asBu (Ha akKpeAUTHUB; PO BIIMOBY BiJl aKIIETITY TOIIIO).

10. 3asgBku (Ha 00J1aJHAHHS, BUHAXOAH TOIIIO).

11. 3pa3ku BIOOWTKIB MEYAaTOK 1 MIJANKCIB MPALIBHUKIB, SKI MAalOTh MPaBoO
3M11CHIOBATU (DIHAHCOBO-TOCTIOAAPCHKI ONepallii.

12. Komrropuc BUTpaT (Ha yTpUMaHHS amapaTy YHpaBIiHHS; HA MIATOTOBKY Ta
OCBO€HHSI BUPOOHHULITBA HOBUX BUPOOIB; HAa KAIBKYJISILIIO 32 JOFOBOPOM; Ha KamiTalbHe
OYJIIBHUIITBO TOIIIO).

13. Jluctu rapanTiiiHi (Ha BUKOHaHHS pOOIT, HaJIaHHS MOCIYT TOIIO).

14. HomeHKIaTypH Cpas.

15. Onucu cnpag.

16. Tlomanus 1 kionoTaHHs (MPO HATOPOJKEHHS OpJIEHAMU 1 MENAJsMU; PO
MpEMitOBaHHS).

17. TIpoTokosu (MOTOAKEHHSI MJIaHIB MOCTABOK).

18. Peectpu (4ekiB, OIOJKETHUX TOPYUEHB ).

19. Crneuudikauii (Bupo0OiB, MPOAYKIIii TOIIO).

20. CninpHI TOKYMEHTH, MiATOTOBJIEH] Bijl IMEHI IBOX 1 OUIbIIIE YCTAHOB.

21. CratyTH yCTaHOB.

22. TUTYNbHI CIIUCKHU.

23. Tpya0OB1 KHUKKH.

24. llltaTHI pO3MUCH.

25. TlonoxeHHs.

26. ITocamoBi IHCTPYKIIIi.



Homatok 8
1o IacTpykuii
(myHKT 132)

KYPHAJ
peecTpauii HoCBiI4eHb PO BiAPAIKEHHSA
Ne [Ipi3Buiie, Micne Micue |lara i Homep|/lata BUOyTTS Jarta
3/m 1HIIIaTH poOOTH [BIAPSIIKEHHS|  HaKaszy y npuOyTTS 3
Ta BIPSIIKEHHS |B1IPSI>KEHHS
nocaja
1 2 3 4 5 6 7




JlomaTok 9
1o [HcTpykIii
(myukt 141)

3BIT*
PO 00CAT JOKYMEHTO000iry
3a 20 p.
KinpKicTh JOKYMEHTIB
JlokyMeHTH OpUTIHAJIN KOITi1 YCBOTO
BxiaH1
Buxigai
BuyTpimixi
Ycboro
KepiBHuk
BIJIUTY KaJIpIB Ta (miammc) (iHiianu (1HiliaJl IMEH1) TIP13BUIIIE)
JIIJIOBOJICTBA

20

* 'V pasi noTpedu 3BIT MOXKE JOMOBHIOBATUCS JOJATKOBUMHU rpadaMu.



Jlomatok 10
1o [HcTpykIii
(myukt 154)
MEPEJIIK

AOKYMEHTIB, III0 He MiJISIraloTh peecTpamii Biaaiiom kaapiB Ta aijioBoacTBa™

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

. 3BeieHHA Ta iHGopMaIlis, HalicaaHi 10 BiioMa.

. HaBuasnbHi manu, nporpamu (Korif).

. PeximamH1 OBimOMITIEHHS, TUTAKATH, TIPOTPaMH Hapa, KOH(PEPEHIIii TOIIIO.

. [Ipeiickypantu (komii).

. Hopmu BuTpatu matepianis.

. BiTasibHi TMCTH 1 3aMPOILIEHHS.

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

. HaykoBi 3BiTH 32 TeMaMH.

10. MicsiuHi, KBapTaJibHi, MBPI4HI 3BITH.

11. ®opmu CTAaTUCTHUYHOI 3BITHOCTI.

12. JloroBopu.

13. TennepHi mpoIO3uIIii.

©Ooo~No Uk, WN PR

* JIokyMeHTH, 3a3HaueH1 y myHkTax 1, 3, 8 — 13, niyisratoTs cremiaibHOMY OOJIKY Y
BIJINIOBITHUX CTPYKTYPHUX Mifpo3auiax [HeTuTyTy (Bigauty OyXrairepchbKoro o0JIiKy Ta
(hiHaHCOBOTO 3a0€3MeUeHHs, BTy KaJapiB Ta J1JI0BOACTBA, 61010Telll).



Jonmatok 11
1o [HcTpyKIii
(myukt 164)

KYPHAI
peecTpanii BXiTHUX JOKYMEHTIB*
ara Kopecnonnent,| Kopotkuii | Pe3omrortist abo |  ITigmuc BigmiTka
HAIXOHKEHHS| aTa Ta 1HIEKC 3MICT BIITOBIAJIBHUM | 0cOoOH, KA po
Ta 1HJIEKC 0JIepKaHOTO BHUKOHABEIlb oTpuMaja | BUKOHAHHS
JOKyMEHTa JOKyMEHTa JIOKYMEHT | TOKYMEHTa
1 2 3 4 5 6

*V pasi notpebu KypHaJI MOXKE JOTIOBHIOBATHUCH JI0JaTKOBUMU I'padhaMH.




KYPHAJI

JlomaTok 12
1o [HcTpyKIii
(myukt 164)

peecTpaiii JOKyMeHTIB, cTBOpeHux IncTuryrom*

Harata | KopecnoHnueHT KopoTkuii 3mict BinMiTka npo BUKOHaHHS
TH/ICKC JOKyMEHTa
JOKYMEHTa
1 2 3 4

*V pasi notpebu KypHaJI MOXKE JOTIOBHIOBATHUCH JI0JaTKOBUMU I'padhaMH.




JlomaTok 13
1o [HcTpyKIii
(myukt 184)
CTPOKH
BUKOHAHHS OCHOBHHUX JIOKYMEHTIB

1. Axtu I[pe3unenta Ykpainu — y pasi, koiau B akTi [Ipe3unenta Ykpainu cTpok
BUKOHAHHS 3aBJaHHS HE BU3HAUCHO, WOTO BUKOHAHHS 3MIMCHIOETHCA mpoTsirom 30
KaJICHIAPHUX JHIB 3 1aTH HAOpaHHS YAHHOCTI ITUM aKTOM.

2. 3amuT HApOJHOTO JemyTaTa YKpaiHu — He MI3HIIIe HIXK y I’ ATHAIIATHACHHUN
CTPOK 3 JHA MOro HaAXo/KeHHS abo B 1HIIMK ycTaHOBieHHMN BepxoBHoio Panoro
VYkpainu crpok. 3anut genyrata BepxoBuoi Pagu ABtonomuoi Pecnyonmiku Kpum — y
M'ATHAIATAICHHANA CTPOK, JIEIyTaTa MICIIEBOi pajgl — B yYCTAHOBJICHUW 3a3HAYCHOIO
PaZoo0 CTPOK.

Axmo 3anuT HAapoAHOro Jemyrara Ykpainu (nemyrtata BepxoBuoi Pamu
ABtoHomHOI PecryOmiku Kpum, nemyrara micuieBoi pajan) 3 00’€KTUBHUX MPUYUH HE
MOe OYTH pO3IVISIHYTO B YCTAHOBJICHUN CTPOK, HAJCUIAETHCS BIJMOBIIHO JIO 3aKOHY
MMCHbMOBE MOBIJIOMJICHHS Cy0’€KTaM BHECEHHS 3aITUTYy.

3. 3BepHEHHsI HaApOJHOro Jenyrara YkpaiHu (zmemyrata BepxoBHoi Pamu
ABtoHnomHO1 PecryOniku Kpum, nenyrara miciieBoi pajau) — mpoTarom He Outbin sk 10
TTHIB 3 JTHS HAXOKCHHS.

VY pa3l HEMOXJMBOCTI PO3IJISAY 3BEPHEHHS HApPOJHOIO Jenyrara YKpaiHd
(memmytata BepxoBHoi Panu ABroHoMHO1 Pecriy0miku Kpum, nemyraTta MicueBoi paau) B
YCTAHOBJICHUU CTPOK MOMY MOBIIOMJISIFOTH TIPO 11€ OMIIIHHUM JTUCTOM 13 3a3HAYEHHSIM
MIPUYHH TTPOJIOBXKEHHS CTPOKY po3risiay. CTpOK po3risiay AemyTaTChKOTO 3BEpHEHHS 3
ypaxyBaHHSM CTPOKY IPOJIOBKEHHS HE Moke TepeBuiyBatu 30 qHIB 3 MOMEHTY HOTO
HAIXOHKCHHS.

4. Pimenns KabGinery MinicTpiB YKpaiHU MO0 JOOMpPAIFOBAHHS MPOEKTIB
HOPMATHBHO-TIPABOBUX aKTiB — 70 10 AHIB Micias po3MIisiAy MPOEKTY aKTa Ha 3acigaHH1
Kab6inety MinictpiB Ykpainu (SKIIO HE BCTAHOBJICHO IHIIUN CTPOK).

5. TlocranoBu Ta BUCHOBKM Kouerii PaxyHkoBoi mamatu — 15 nHIB 3 gHSA
peecTpailii TOKyMeHTa B YCTAHOBI (SKIIO 1HITUN CTPOK HE BCTAHOBIICHO Y JOKYMEHTI).

6. [loromxenns npoektiB akTiB Kabinety MinicTpiB YKpaiHu yCTaHOBaMH, IKUM
Il TPOEKTH HAMICIAHO [JI PO3IMIIANY, — y CTPOK, YCTAaHOBICHHWH IX TOJOBHUMHU
PO3pOOHUKAMM.

7. 3anut Ha myOJIiuHy 1H(pOpMaIlio BiJl (PI3UUHOI, FOPUAUIHOI 0COO0HU, 00’ € THAHHS
rpoMajasiH 0e3 cTaTycy IOpUIMYHOI OCOOM, KpiM CYO’€KTIB BJIAJHUX TOBHOBa)KCHb
(mam — 3anuTyBadi), Ta HaAAHHS BIATOBI/I HA 3aITUT HA 1H(POPMAIlIIO — HE OUIbIIE T ATH
poOOYMX JHIB Bl JIHS HAAXOKEHHS 3aIUTY.

VY pa3i konu 3anuT Ha iH(OpMAII0 CTOCYeThbed 1H(OpPMAIlii, HEOOXIIHOI IJIs
3aXUCTY KUTTS 9¥ CBOOOJM OCOOM, MPO CTAaH JOBKULIA, AKICTh XapuOBUX MPOMYKTIB 1
npeaMeTiB moOyTy, aBapli, karactpodu, HeOE3NMe4yHl NPUPOJHI SBHUIIA Ta I1HII
HaJ[3BUYAHI TIOI, [0 CTaNHCS 400 MOXKYTh CTaTHCh 1 3arPOKYIOTh O€3MeIl TPOMaJIsH,
BIJINOBI/Ib TMOBMHHA OyTHM HajaHa HE IMIi3HINIE HUK TpoTsaroM 48 TOaWH 3 JHS
HAJXOKCHHS 3aIUTY.

VY pa3i Koau 3amuT CTOCYETHCS BEIHMKOTO 00csTy iHdopmaiii abo motpedye
nomyky iH@opmaiiii cepes; 3Ha4HOT KIJIBKOCT1 AaHUX, PO3MOPSIHUK 1H(OpMAIIii MOXKe
IPOJOBKHUTH CTPOK PO3TIsiAy 3anuty A0 20 poOo4ux AHIB 3 OOIPYHTYBAHHSIM TaKOIO



npojoBxkeHHs. [Ipo MpoAOBXKEHHS CTPOKY pPO3MOPSAHMK 1HQOpMaLii MOBIAOMIISE
3anuTyBayy B MUCHMOBIN (DOPMI HE Mi3HIIIE HIXK MPOTATOM I’SITU POOOUYUX JHIB 3 JIHS
HAJXOKCHHS 3aIUTYy.

BiacTpoueHHs B 3a10BOJICHHI 3alUTY Ha 1H(QOpMAIIi0 JOMYCKAEThCA B pasi, KOJIU
3anuTyBaHa 1HGoOpMaIlls He Moke OyTH HajaHa JJIsi O3HAMOMJICHHSA B TmepeadayeHi
CTPOKH y pa3l HacTaHHsS OOCTaBUH HenepeOOpHOI cuiu. PimieHHS mpo BIACTPOYCHHS
JOBOAUTHCS /10 BiJlOMa 3amUTyBaya y MHCHMOBIM (QopMi 3 pO3’SICHEHHSIM MOPSAIKY
OCKap>KCHHSI PUUHSATOTO PIIICHHS.

8. 3BepHEHHS TPOMAsTH — HE OUTbIIe OJHOTO MICSIIS BiJl THS iX HAIXOKEHHS, a
Ti, K1 HE MOTPEOYIOTh TOAATKOBOTO BHBYCHHS, — HEBIAKIAAHO, ajie He Mi3Hime 15 qHiB
BIJT JTHS X HAJIXOJKEHHSI.

SIKI10 y MICSYHUIN CTPOK BUPIIIUTH MOPYIICHI Y 3B€pHEHH] TUTAHHS HEMOXKIIUBO,
KEpIBHUK YCTAaHOBU a00 MOro 3aCTyMHHUK BCTAHOBIIIOIOTH HEOOXITHUWA CTPOK JJisi KOTO
PO3IIISALY, PO 110 MOBIJOMIISIOTE 0C001, siKa rmojaia 3BepHeHHs. [Ipu 1iboMy 3aranbHUN
CTPOK BHUPIIICHHS MUTaHb, MOPYIICHUX Y 3BEPHEHHI, HE MOKE MEePEBUIIYBaTH 45 JTHIB.

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

10. Tenerpamu, B SIKUX MOPYIIYIOTHCA MUTAHHSA, IO MOTPEOYIOTH TEPMIHOBOTO
BHPIIICHHS, — JI0 JIBOX JHIB, peita — mpotsarom 10 aHiB.



Jlomatok 14
1o [HcTpykIii

(myukt 199)
3BEJIEHHA*
NP0 BUKOHAHHSA JOKYMEHTIB, 10 MiVIATAI0Th IHAUBIAyaJIbHOMY KOHTPOJIIO,
CTAHOM HA
20 p.
Nol[HaitmenyBanHs JIOKYMEHTH Ha KOHTPOJI1
Ta IHAEKC  |yChOro| HaiHIIIO 3 HUX
CTPYKTYPHHUX 3a BUKOHAHOBUKOHYIOTHCS|IIPOI0BKEHO[IIPOCTPOUEHO
M1PO3/1JIIB nornepeHIn y CTPOK CTPOK
MICSIIb BHUKOHAHHSI
1 2 3 4 5 6 7 8
HaitmenyBanHs mocaau (migmuc) (iHiuianu (1HiIiana iMeH1), Tpi3BUIIE)

KEepIBHUKA BIIIUTY KaJIpIB Ta
JIJIOBOJICTBA

20

__b.

* VY pasi moTpeOu 3BEJIEHHS MOXE JIOTTOBHIOBATHUCS JOJIATKOBUMHU rpadamu.




JlomaTok 15
1o [HcTpykIii

(myukt 218)
VYKpaiHChKUN THCTUTYT 3ATBEP/KVYIO
EKCIIEPTU3H COPTIB POCITUH KepiBHUK CTPYKTYPHOTO MAPO3ILITY
HaitmenyBaHHS CTpYKTYpHOTO YKpaiHChKOTO THCTUTYTY €KCIIEPTU3H
MiIPO3 LTy COPTIB POCIIMH
HOMEHKIIATYPA CIIPAB
Ne
Ha piK [Tignuc Posmudposka mianucy
Jata
(HaliMeHyBaHHS PO3JLITY)

3aroJ0BOK Kinbkicte cripaB [Ctpok 30epiranss [Tpumitka

[HeKC cipaBu CIIpaBH (TOMIB, YaCTHH) CIIpaBH
(TOMy, YaCTHUHH) (TOMy, YaCTHUHH)

1 HOMepu cTaTei
3a MEePesIiKOM

1 2 3 4 5

ITignuc [Hiianu, npi3BuILe
HaliMmeHyBaHHS mocaau KepiBHUKA
CTPYKTYPHOTO MiAPO3ILITY

Jlata
CXBAJIEHO [TOT'OIXKEHO
[IpoToko 3acilaHHs €eKCIEPTHOT 3aBiyrounii BTy KaJpiB Ta J1JIOBOICTBA
KOMICIi CTPYKTYPHOTO T1IPO3IiTy VYKpaiHCBKOTO THCTUTYTY
EKCIIEPTU3H COPTIB POCIUH
ITignmc Inimiamm, npizBume  Ilignumc [Himianm, nmpi3BuIIe
JlaTa Jlata
No No
[TimcymKoBHMif 3aMMC PO KaTeropii Ta KUIbKICTh CIIPaB, 3aBEICHUX y _ POIIl B
CTPYKTYPHOMY H1iAPO3ILII.
[TocTitinoro
Tpusanoro
(monan 10 pokiB)
TrumyacoBoro
(10 10 pokiB BKJIIOYHO)
Ycworo

[Tigmmc [Hiianu, npi3Buiie



HaiimenyBanHs ocaau ocoou,

BI/IITOB1IAI6HO] 32 J1JIOBOJICTBO

y CTPYKTYPHOMY IT1IPO3/ILII1

Jlara

[TimcyMKoBI BIIOMOCTI MIEpeIaHo 10 BT KaJpiB Ta J1IJIOBOJACTBA

HaiitmenyBanHs nocaau ocoow, [Tigmuc [Himianu, npi3BuILe
BIJINTOBIIAJILHOT 32 TIepeaaqy

BlIOMOCTEN

JlaTta

JlomaTok 16
1o [HcTpyKIii



(mynkt 218)

3ATBEP/KVYIO
YKpailHChKUN THCTUTYT €KCIIEPTU3H Jupektop YKpaiHChKOTO iIHCTUTYTY
COPTIB POCIIHH eKCIIEPTU3H COPTIB POCIUH
HOMEHKIJIATYPA CIIPAB
No
Ha = pik [Tigmmc PoszmmudgpoBka mignucy
M. I1.
Jata
3aroJo0BOK Kinbkicte cripaB [Ctpok 30epiranss [Tpumitka
[HeKC cipaBu CIIpaBH (TOMIB, YaCTHH) CIIpaBH
(TOMy, YaCTHUHH) (TOMy, YaCTHHH) 1
HOMEpPH CTaTeu 3a
nepeIikom
1 2 3 4 5
(Ha3Ba po3aury)*
[Tigmuc [Hiianu, npi3Buile
HaliMeHyBaHHsI mocaau KepiBHUKA
BIJUILTY KaJIpIB Ta J1J0BOJCTBA
CXBAJIEHO I[HOT'OXXEHO
[TpoToxkou 3acimanus EK ITpoTtoxomn 3acimanns EIIK 1IJIA
YKpaiHCHKOTO 1HCTUTYTY E€KCIIEPTU3H Ykpainu
COPTIB POCIIMH BIJI No
BIJI No
[TincymKoBuUii 3amKC PO KaTeropii Ta KUIbKICTh CIIPaB, CKIAJACHUX y  POIll Y
YkpaiHChKOMY IHCTHTYTI €KCTIEPTU3H COPTiB pociuH [locTiitHoro
TpuBamnoro
(monaz 10 pokiB)
TumuacoBoro
(o 10 pokiB BKJIFOYHO)
Yceboro
HaiimenyBaHHs ocaju KepiBHUKA [Tiamumc [Hiianu, npi3Buiie
BIJUTITY KaJIpiB Ta J1JIOBOJICTBA
JlaTta

[TincyMKOBi BiIOMOCTI IIepeaHo B apXiB Y KPaiHCHKOTO 1HCTUTYTY
eKCIIEPTU3H COPTIB POCIUH
HaiimenyBanns nocaau ocoou, [Tigmuc [Himianu, npi3Buile



BIJIMOBIAAIBHOT 32 Mepeayy BiJoMOCTEH
ara

* HalimeHyBaHHS CTPYKTYPHOTO MiPO3ALTY.



VYKpaiHCbKUI IHCTUTYT €KCIEPTH3U
COPTIB POCIIMH
AKT

Ne

(micre ckagaHHs)
[Tpo BuiNICHHS TSI 3HUIICHHS
JOKYMEHTIB, HEC BHECCHHUX JI0
HamionaneHoro apxiBHOro (hoHIY
Ha niacrasi

Jlomatox 17
1o [HcTpyKIii
(myukt 249)

3ATBEP/KYIO

JupexTop YKpaiHCHKOTO iIHCTUTYTY
€KCIIEPTHU3U COPTIB POCIUH

[Migmuc Posmudposka miamnucy
M. IL

Hara

(Ha3Ba 1 BUXIJHI 1aH1 MepesTiKy JOKYMEHTIB

13 3a3HaYECHHSM CTPOKIB X 30epiranHs

a00 THMYacoBOi (MPUMipHOT) HOMEHKJIATYpPH CIIPAB)
BiJ1IOpaHO 7S 3HUIICHHS K TaKi, 1[0 He MAIOTh KyJbTYpPHOI LIIHHOCTI Ta BTPATHJIA IPAKTHYHE 3HAYCHHSI,

TOKyMeHTH GoHTy No

(naiimenyBaHHS (OHILY)

3aroy0BoK Hara |Howmepu onuci| Inaekc cpaBu | KinbkicTb Crpok [IpumiTka
Ne 3/m| cipaBu abo | cnpaBu | (HOMeHKIATyp) | (TOMy, YaCTUHH) CIpaB 30epiranHs
rpyNoOBUI abo 3a pik 3a (TOMiB, crpaBu
3arojIOBOK | KpaiiHi (poxm) HOMEHKJIATYPOIO | YacTHH) (Tomy,
CIpas JaTH abo HoMep cIipaBH YaCTUHM) 1
crpaB 3a OMHUCOM HOMEpH
cTaTey 3a
nepenikoM
1 2 3 4 5 6 7 8
Pazom CIpas 3a poxH
(unpamu 1 cioBamu)
HaiimenyBanns nocaau oco6u, [Tianuc Pozmmdposka mignucy
sIKa MPOBOJINJIA EKCIIEPTUIY
IIHHOCT1 JIOKyMEHTIB
Hara
CXBAJIEHO
ITOI'O/PKEHO [Tpotokon 3aciganus EK
[Tpotokon 3acimanns ETIK [IJIA YKpaiHCHKOTO IHCTUTYTY €KCTIIEPTU3H
VYkpainu COPTIB pOCIH
BiJI 20 p. Ne BiJ 20 p. Ne




Omnucu cripaB MOCTIHHOTO (TpUBANOTro) 30epiraHHs 3a POKH CXBaJICHO, a 3 0COOOBOTO CKJIaLy
norokeno 3 EINK IJIA Ykpainu

JIOKyMEHTH y KUIBKOCTI1 cripaB
(mdpamu 1 ciioBamMu)
Baroo KUTOTpamiB 37]aHO B
(HaliMEHYBaHHS yCTaHOBH)
Ha MepepoOKy 3a MpuiManbHO-3/1aBaJIbHOIO
HAKJIAJHOIO BiJl Ne a00 3HUIICHHS [UISIXOM CIIaJeHHS.
HaiimenyBanHs mocaau ocoow, [Tignuc Pozmudposka mianucy

sIKa 37aJ1a TOKYMEHTHU
Hara

HatimenyBanHsI mocaju ocoow, [Tingnuc Pozmudposka mianucy
sIKa 3HUIIHAJIA TOKYMEHTH

Hara



JlomaTok 18
1o [HcTpyKIii

(mynukT 254)
YkpaiHcbkuii IHCTUTYT eKCIEPTU3U COpTIB pocIuH
(HaliMEeHyBaHHS CTPYKTYPHOTO IIiPO3/1ITY)
3ATBEP/KYIO
HaiimenyBanHs rnocajau KEepiBHUKA
CTPYKTYPHOTO TiPO3 LTy
[Tignuc Posmmdposka M1IHCY|
JlaTa

Onuc Ne

(Ha3Ba po3giny)

Innexc 3aronoBok | Kpaiini natu KinpkicTb Crpok 30epiranns crpau | [IpumiTka
Ne 3/m| cmpaBu CTpaBu CIpaBu apKyIliB y (TOMy, YaCTHHM), CTATTS 32
(Tomy, (Tomy, (Tomy, crpasi neperikom™®
YaCTUHU) | YaCTUHH) YaCTUHU) (ToMi, yacTuHi)
1 2 3 4 5 6 7
VY el onuc BKIFOYEHO crpas 3 Ne 110

Ne , Y TOMY YHCIIL:
JITepHI HOMEpHU:

(undpamu 1 cioBamu)

MPOIYILEH] HOMEPH:

BinnosiganbHuii 3a AiI0BOJICTBO Y
CTPYKTYpHOMY TiApO3/IiTi

Hara
KepiBHuk Biaaty

Hara

[TOI'OXKEHO

HaiimenyBaHHs mocaau KepiBHUKA
BIJIJIITY KaJIpiB Ta J1IJIOBOJICTBA
3aCTyITHUKA TOJIOBU

€KCIIePTHOI KOMiCii YKpaiHChKOTO 1THCTUTYTY

€KCIePTH3U COPTIB POCIUH
[Tinmuc Posmmdposka mianmucy

[Tigmmc Posmmdposka nignucy
[Tigmmc Posmmdposka mignucy
CXBAJIEHO

[Iporoko 3acifaHHs €KCIEPTHOT
KoMicli YKpaiHChKOTO IHCTUTYTY €KCIIEPTU3U

COPTIB POCITHH

BiJ| 20 p.Ne

3acTyIMHUK AUPEKTOpa YKPAiHCHKOTO IHCTUTYTY
€KCIIEPTHU3U COPTIB POCIWH, TOJIOBA €KCIIEPTHOT




KoMmicii
[Mignmuc Po3mmgpoBka miamnucy

Ilepenan CIIpaB
(mmdpamu 1 iTepamu)
Ta peecTpaliitHo-KOHTPOJIBHUX KapTOK JI0 JOKYMEHTIB
(mudpamu 1 iTepaMn)

BinnosiganeHuii 3a A1IOBOJICTBO Y [Migmuc Po3mmdposka mignucy
CTPYKTYPHOMY ITiAPO3ii

ara
[Ipuiinss CIIpaB Ta
(umdpamu 1 TiTepamu) (madpamu i

JTEpaMM )
peecTpaIiitHO-KOHTPOIBHUX KAPTOK JI0 JOKYMEHTIB.

HaiimenyBanus nmocaau [Mignuc Pozmmdposka mignucy
npalliBHUKa
apxiBy

ara

3ACBIIUYBAJILHUI HATIAC CITPABH Ne
(PO3/ILJTY OITHCY)

V cnpasi (po3aiii onucy) NiALIMTO (BKJIAAECHO) 1 IPOHYMEPOBAHO
apkyma (iB),

(unpamu 1 niTepamn)
y TOMY YHCIIi: JITEPHI apKyIll

MPOMYIIEeHI HOMEPHU apKyIIliB + apKy1IiB
BHYTPILIHBOT'O OIHCY
ITocana ocobu, sika ckiiana [Tignuc Pozmmdposka mianucy

3aCB1IUyBAJIbLHUN HAMHC

ara



JlomaTok 19
1o [HcTpyKIii
(myukT 261)

YkpaiHCbKHI iHCTUTYT eKcnepTu3u coptiB pociud  3ATBEPJKYIO
JTUPEKTOP YKPATHCHKOTO IHCTUTYTY €KCIEPTH3U
COPTIB POCIIHH
Donmg Ne [Tignuc Poszmmdposka mignucy
OIINC Ne Jlara
[Teuarka [HcTUTYTY
13 3a3HaYCHHSM
1meHTU(IKAIIHHOTO KOy
CIIpaB MOCTiHOTO 30epiraHHs

3a piK
(Ha3Ba po3aity abo CTPYKTYpHOTO Miipo3ainy [HCTUTyTy)
[H1eKkc cripaBu 3aros0BOK CIIpaBH Hara cipaBu  |Kunbkicts apkymiB y| Ilpumitka
Ne 3/m (TOMy, YacTUHH) (TOMy, YacTUHH) crpasi
(TOMI, YacTHHI1)
1 2 3 4 5 6

VY 11e# po3ais onucy BHECEHO crpaB 3 Ne

(tmudpamu 1 iTEpaMmu)
10 No , Y TOMY 9HUCIIi:

JTepHI HOMEepU
MPOMYIIEHI HOMEPH

ITocana ocobu, [MTianuc Pozmmdposka nignucy
sKa CKJIajia OIuc

ara

HaitmenyBanHus nmocaau [Tigmmc Posmmdposka nignucy
MpaiiBHUKA

apxiBy

ara

KepiBHUK BiALTy KaapiB Ta JUIIOBOACTBA [Tignuc Pozmmdposka mianucy
ara

CXBAJIEHO I[TOI'O/IPKEHO

[Tporoxon 3acimanus EK [Tporoxon 3aciganus ETIK

VYKpaiHCBKOro 1HCTUTYTY ekcriepTu3u copTiB pociud [JIABO Vkpainu

BIJX p- Ne BIX p. Ne

dopma pigYHOTO PO3JALTY 3BEICHOTO OMUCY CIIPaB MOCTIHHOTO 30epiraHHs



YKpaiHCbKHUI IHCTUTYT €KCIEPTH3N

COPTIB POCIIMH
DOOHJI Ne
OITC Ne

CIpaB TPUBAJIOTO (TIOHA]
10 pokiB) 30epiraHHs
3a pix

3ATBEP/IDKYIO
JupexTop YKpaiHCHKOTO iHCTUTYTY
eKCIIePTU3H COPTIB POCIUH

ITignuc

JlaTa

JlomaTok 20
1o [HcTpyKIii
(myHKT 264)

Pozmmdposka mignucy

[TeyaTtka YKpaiHCHKOTO IHCTUTYTY €KCIIEPTH3HU
COPTIB POCIIHH

13 3a3HAYCHHIM
1IeHTH(IKAIHHOTO KOy

(Ha3Ba po3aiTy a00 CTPYKTYPHOTO MiIPO3ALTy YKpaiHCHKOTO IHCTUTYTY €KCIIEPTU3U COPTIB POCIIHH)

Innekc crpaBu(3aronoBok cripasu (Tomy,| Jlata cipaBu Crpok KinbkicTb [Tpumitka
IN 3/m YaCTUHH) (Tomy, 30epiranus apKylIiB y
YaCTHHM) CTIpaBu crpasi
(Tomy, (Tomi,
YaCTHUHU) YaCTHHI)
1 2 3 4 5 6 7
V 1eit po3ait onucy BHECEHO crpaB
(unpamu 1 niTepamn)
3 Ne 10 Ne , Y TOMY 9HCJIi:
JITepHI HOMEpU
MPOIYILEH HOMEPHU
HaitmenyBanus nocaau [Tigmmc Posmmdposka mignucy
MpalliBHUKA apXiBy,
SIKAW CKJIaB OIHC
Hara
KepiBHuK apXiBy [Mianuc PozmmdpoBka nignucy
Hara
CXBAJIEHO

[TpoTokon 3acimanHs
EKCIIEPTHOT KOMICiT

YKpaiHCHKOTO IHCTUTYTY €KCIIEPTU3U
COPTIB POCIIHH

BIX

p. Ne




Jlomatok 21
1o [HCTpyKIi

(mynukT 261)
3ATBEPJIKYIO
YKpaiHChKU IHCTUTYT €KCIIEPTU3H Hupexrop YKpaiHCBKOTO IHCTUTYTY
COPTIB POCIIMH eKCIIEPTH3H COPTiB POCIUH
DOOHJI Ne
[Tigrmc Posmmdposka mignucy
OIINC Ne [Hara
[TeuaTka YKpaiHCHKOTO IHCTUTYTY
eKCIIEPTH3H COPTiB POCIUH
13 3a3HAYCHHAM
IIeHTH(IKAIIHHOTO KOy
crpaB 3 0COO0OBOTO CKIIATy
3a3HaYCHHAM
3a pik
(Ha3Ba po3aiy 00 CTPYKTYPHOTO ITiIPO3ALTY YCTAHOBH)
Innekc cipaBu|  3aronoBok crpaBu | Jlata cipaBu Crtpok KinpkicTb [MpumiTka
Ne 3/m (TOMY, YaCTHHN) (Tomy, 30epiranHs apKylIiB y
YaCTHHHU) crpaBu crpasi (Tomi,
(Tomy, YaCTHUHI)
YaCTHUHU)
1 2 3 4 5 6 7
V 1eit po3in onucy BHECEHO CIIpaB

(mudpamu 1 giTEpaMmu)
3 Ne 10 Ne , Yy TOMY YHCIIi:
JITEpHI HOMepU
HpOMyIleH HOMEepU
HaiimenyBanns mocaau [Mignuc Pozmudposka miamnucy
MpaiiBHUKA apXiBy,
SIKMM CKJIaB OIMC

JlaTa

KepiBHuK Bigaity KajapiB Ta A1IOBOJCTBA [Mignuc Pozmmdposka nignucy
Jara

CXBAJIEHO I[NOI'O’KEHO

[Iporokon 3acimanns EK [Tpotokon 3acinannst ETTK

YKpaiHCHKOTO IHCTUTYTY LleHTpasbHOrO JepKABHOTO apXiBY
€KCIIePTU3U COPTIB POCINH BiJ| p- Ne

BiJ[ p. Ne

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



JlomaTok 22
1o [HcTpyKIii
(myHKT 266)

YKpalHChKUN ITHCTUTYT €KCIEPTU3H COPTIB POCIUH

(Ha3Ba oHy)
®onp Ne
OIINC Ne

(Ha3Ba omucy)
Kpaitini oamu cnpas

dopma TUTYIBHOTO apKyIlla 3aKiIHYCHOT'O OIHCY CIPaB MOCTIMHOTO 30epiraHHs



Honatoxk 23
1o [HcTpyKIii
(myHKT 266)
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Jlomatok 24
1o [HcTpyKIii

(myukt 275)
YKpalHChKUN ITHCTUTYT €KCIEPTU3H COPTIB POCIUH
KHUT' A BULJABAHHS CITPAB 3 APXIBOCXOBUIIIA
[Touara
3akiH4yeHa
TutynbHMit apKylll BUaBaHHS CIIpaB 3 apXiBOCXOBHUIIA
Hara @®onpa Ne | Ormue | CropaBa | Kpaiini Komy Posnuc | Posmumc nipo [[IpumiTtka
Ne 3/ | BUIaBaHHs Ne Ne JaTh BUJIaHA po  [MOBEpHEHHS,
ITOKYMCHTIB OTpPUMAaHHS|  Jara
CIpaBH
1 2 3 4 5 6 7 8 9 10
Pazom y POIIi BHJIAHO 3 apXiBOCXOBHIIA
CIpaB
(mdpamu 1 miTepammu)
[Tignuc Pozmudposka mianucy

KepiBHUK Biaainy KaapiB Ta qiIOBOACTBA
Hara

qDopMa KHUTHU BUJAaBaHHS CIIPaB 3 apXiBOCXOBI/IH_[a



MIHAT'POITIOJIITUKHU
YKPATHCBKHAW IHCTUTYT
EKCIIEPTHU3HM COPTIB POCJIMH
YIECP
BIHHUIIbKA ®LIIA
ByJ. [losiboBa, 1, c. IN'osy6eue, KpuikoninbebKuii p-H,
BinHunbka 0dJacTb, 24606
Teu1. (04340) 2 15 43
e-mail: vinnica.dc@gmail.com

kox €JIPIIOY: 38316227

No
Ha Ne BIJI

MIHATPOIIOJIITUKHA

Honatok 25
1o [HCTpyKIi
(myukty 20)

YKPATHCHKHWH IHCTUTYT EKCHEPTHU3H COPTIB POCJIMH

BIHHUIIbKA ®LIIA
ByJL. [losiboBa, 1, c. T'ony6eue, Kpuskoninibebkuii p-H, Binnnnbka o6acte, 24606
Tes1. (04340) 2 15 43, e-mail: vinnica.dc@gmail.com
kon €JIPTIOY: 38316227
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