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BCTYN

JoxyMmeHTaniliHe 3a0e3MeYeHHs] YIpaBIiHHSI — BaXJIMBA CKJIaJ0Ba
JUSUTBHOCTI OyJ1b-SIKOT YCTAHOBH, IMIIMPUEMCTBA, opraHi3aiii. Begenns
JIIJTOBOJICTBA ¥ OpraHi3allis JOKYMEHTOOOITY BilirpatoTh BaXKJIUBY POJIb Y
KOHKYPEHTOCIIPOMOKHOCTI CydacHHUX MiIMPUEMCTB, SIKa 3aJIC)KHUTh HE
JIMIIE B IX TEXHIUHOI OCHAIIEHOCTI, a ¥ Bl IOKYMEHTALIIMHOTO (haKkTopa.
Tomy HUHI HAA3BUYAHHO BAXKIIMBUM € YIOCKOHAJICHHS CHCTEMH J1I0BO/I-
CTBA.

JlokyMeHTaliiiHa MisJIbHICTh OpraHi3allii OXOIUTIOE BCl omeparlii 3
MiITOTOBKY, CKJIAJAHHS, MOTOJDKEHHSI Ta O(QOPMIIEHHS JTOKYMEHTIB.
3adikcoBaHa B JOKyMeHTax iH(OpMallis CTAHOBUTb OCHOBY Oy/b-SKOIO
OizHecy.

Jysxe BaXKJTUBUM JIJIs1 YIIPABIIHCHKOT ISUTPHOCTI € FOPUIMYHE 3HAYEH-
Hs IOKYMEHTIB, TOMY 110 BOHH € ()OPMOIO BUPAXKEHHS IIPAB.

OpHi TOKYMEHTH, HAITPUKJIAI IIPAaBOBI aKTH IIPEACTABHULIBKUX Ta PO3-
MMOPSIUNX OPraHiB, CyIOBI, MPOKYPOPCHKI, HOTapiabHI i apOiTpakHi
aKTH, JIOTOBipHA TOKYMEHTAIlisl, BAKOHYIOTh FOPUINYHI (PYHKIIII, 3aKPIIT-
JIOIOYM 1 3MIHIOIOYH MMPAaBOBI HOPMHU Y IPABOBITHOCHHAX YU 3aBEPIIYIO-
4 iX J1i10, & IHII1 JOKYMEHTH BUKOPHUCTOBYIOTb SIK IOKA3U Y CY/Ii, OpraHax
CIiACTBA ¥ MPOKYypaTypH, HOTapiaTi, apOiTpaxi TOIIO.

[Topsimok BeJeHHS AUTOBOJCTBA HAa IMiAMPUEMCTBAX BU3HAYAETHCS
crielialbHUMUA HOPMATUBHO-ITPABOBUMHU aKTaMH, 30KpeMa IMOCTAHOBOIO
Kabinery MinictpiB Ykpainu “IIpo 3atBepmkenns [1pumipHoi iHCTpyK-
mii 3 gimoBoacTea” Bim 17 sxoBTHS 1997 p. Ne 1153, ne 0OyMOBIIOETHCS
MOPSIOK CKITAJIaHHS JOKYMEHTIB, BEJICHHS CIIPAB, CTBOPEHHS apXiBY JIJIs
3a0e3neyeHHs 30epiraHHs HAWLIHHIIINX JOKYMEHTIB.

[TponoHoBanuit HaBYATBHUN MOCIOHUK CKIIAIA€ThCS 3 ABOX YACTHH:
“3aranpHe nutoBoAcTBO” 1 “Kampose mimoBoacTBo™. ¥V mepiriii yacTHHI
HaBEJICHO PO3TOPHYTI XapaKTEPUCTUKU OCHOBHHX HOPMATUBHUX I1O-
JI0KEHb 00 CTBOPEHHS JOKYMEHTIB, SKi TOBUHEH 3HATH YIPABIIHCH-
KU TIepCcoHa Ui olepaTUBHOI opieHTalii y Bubopi pimensn. llupo-
KO BHCBITJICHO ITUTAHHS MIATOTOBKU Ta OQOPMJICHHS JOKYMEHTIB, SIKI
CTBOPIOIOTHCS Y IIPOIIECT TISUTHHOCTI MAMPUEMCTB. PO3TIISHYTO MOPSIOK
BEJICHHS 3araJIbHOT JOKYMEHTAIlii, HABeIEHO PEeKBI3UTH, IO CIPHUSIIOTH
ONEPATHUBHIN MiArOTOBILI JOKYMEHTIB. JleTallbHO OMMCAHO TEXHOJIOTIIO,
MOPSITOK KOHTPOJITIO 32 BAKOHAHHSAM JJOKYMEHTIB y CTPOK 1 1O CyTi IMUTAH-
Hsl, OpraHi3ailito poOOTH anaparty yrnpaBiHHS 3 OMEPATUBHOIO MOMIYKY
Ta 3 HeoOXigHOIO iH(pOopMalLiero, mepenayi ii B apxis.



V npyriit yacTuHi MOCIOHWKA BUCBITIIOIOTHCS MMUTAHHS TOKYMEHTY-
BaHHS Ta OpraHizallii poOOTH 3 TOKYMEHTAMU Y IIPOIIEC] yIIPaBIIiHHS TIep-
COHAJIOM, IMMPAKTUYHI MUTAaHHS KaJIpOBOTO (CIEIialbHOT'0) AiTOBOJICTBRA,
30KpeMa, MOIAF0ThCS 3pa3KH CYYaCHUX THITOBUX JIOKYMEHTIB 3 KaJIPOBOTO
JITOBOJICTBA, OMUCYETHCS TEXHOJIOTIS X 0hOpMITEHHSI, HABOIATHCS MpPaK-
THYHI peKOMEH/IAIIII 1010 OOJIIKY KaJIpiB, MIATOTOBKH PO3MOPSIIUNX JOKY-
MEHTIB 3 MUTaHb KaJpiB (IPUHHATTS Ha pOOOTY, IepeBeACHHS 1 3BUTBHEHHS,
HaTaHHS BIIITYCTOK, 3a0XOUCHHS i CTATHCHHS, BEJICHHS 00Ky I 30epiraH-
Hsl TPYJIOBUX KHIKOK, OOPMITCHHS Ta TIOJAHHS JIOKYMEHTIB TSl TPU3HA-
YCHHS TICHCIH, MIATOTOBKA BiAMOBITHOI CTATHCTHYHOI 3BITHOCTI).



YacmuHa 1
3ATAJIbHE OinoBoaCcTBO

Po30in 1
NMPABUNA CKINAOAHHA
TA O®POPMJIEHHA OOKYMEHTIB

JloxyMeHTaIlifHa TisTTBHICTh KOXHOI OpraHi3allii IPYHTYETbCS Ha Ta-
KHX 3acajax:

* JIOKYMEHTH, IO CTAHOBIIATH IPABOBY 0a3y MisUIbHOCTI OpraHizartii,
HOPMATHBHO-TIPABOBI aKTH OPraHiB BUKOHABYOI BIIAJ/I1, OPraHiB
BITaJW Ta KEPIBHHUIITBA, [0 CTOCYIOTHCS TiSTIBHOCTI OpTaHi3alii;

* OprasizaliiHO-IIPABOBA TOKYMEHTALlisl — CTATyT, PaBUJIA BHYT-
PIIIHBOTO PO3MOPSAAKY, MOCAI0BI IHCTPYKIII{ TOIIO;

* posnopsiIya JOKYMEHTAIlisl — HaKa3W, BKa31BKHU, PO3MOPSIKEHHS
KEepIBHULITBA, PIIIEHHS KOJIET1aIbHIX OPraHiB TOIO;

* Ccimyx00Bi THCTH, (PaKCH, TEIerpamMu;

* JOKYMEHTH, II[0 CTOCYIOTHCSI 0COOOBOTO CKIAAY;

* JIOKYMCHTAIIiS 32 MUHYJIUH JUTOBOIHUM PiK.

Jns Toro mo6 JOKyMEHT MaB IOPUINYHY CHIY, HEOOXITHO Yy Ipolieci
CTBOPEHHSI BPaxOBYBATH HOro coemnugiuHi 0CoOIMBOCTI. 3aJ€KHO BiJ
(yHKIIII TOKYMEHTa BCTAHOBIIIOETHCS HAOIp PEKBI3UTIB, TOOTO CIIEMEHTIB,
pO3TaIIOBAaHKX Y TEBHIN MOCTIMOBHOCTI. BUMoru 10 opopMiIeHHS TOKY-
MEHTIB BijoOpaxeHi B mocranosi Kadinetry MinictpiB Ykpainu “Ilpo 3at-
BepmkeHHs [IpumipHoi iHCTpyKLii 3 AinoBoacTBa” Bix 17 sxoBTHS 1997 p.
Ne 1153. 3a3HaucHa [HCTpyKIIisS perilaMeHTye HE TUTBKU CKJIal PEKBI3UTIB,
a 1 TTOCITIOBHICTD 1X PO3MIIICHHS Y JOKYMCHTI.

3 ornsay Ha MpU3HAYEHHS TOKYMEHTa 10 000B’A3KOBUX PEKBI3UTIB
MOXYTb IOAABATUCS I 1HII PEKBI3UTH.

OhopMITIOIOTH PEKBI3UTH BIIITOBIIHO 10 GopMyIIsipa-3pasKa.

DopMyJIsIp-3pa3oK — I1€ CYKYIHICTh PEKBI3UTIB, PO3TAIIIOBAHUX Y T1EB-
Hill TOCIIJOBHOCTI.

Dopmynsap-3pazox OOKYMeHma 6CMAaH08I0€E MAKi PeKgi3um.

o [epxaBuuii I'epd Ykpainu (MOpAIOK HOTO BUKOPUCTAHHS BU3HA-

YA€THCS 3aKOHOM);



eMOJjieMa MmampueEMCTBA, YCTAaHOBH, OpTaHi3allii;

300pakeHHsI HATOPOJ;

KOJT MANPUEMCTBA, YCTAHOBH, OpraHizaiiii 3a YKpaiHCbKUM KI1acu-
(dhikaTopom mignmpueMcts 1 opranizanii (YKIIO);

koa (opmu moxkymMeHTa 3a YKpaiHChbKHM KiacudikaTopom
ynpasiiHcekoi qokyMmenTarttii (YKY);

HallMEeHyBaHHS MiHICTEPCTBA, IHIIIOTO IIEHTPAIBHOTO OPTraHy BUKO-
HaBYOI BlIaJu;

HallMEeHyBaHHS MIANPUEMCTBA, YCTAHOBH, OpraHi3allii;
HalMEHYBaHHS CTPYKTYPHOTO IiIPO3/ILTY;

IHZIEKC TIAMPUEMCTBA 3B 53Ky, TOIITOBA i TenerpadHa ajgpeca, HO-
Mep TenedoHy, HoMep Teneraina (a00HeHTChKOTO Tenerpady);
Ha3Ba JIOKYMEHTA;

JaTa;

1HIIEKC;

MTOCHIJIAHHS Ha ATy U IHIEKC BXITHOTO IOKYMEHTA;

Miclie CKJIalaHHs a00 BUAAHHS;

rpud oOMe)eHHS TOCTYITy /10 IOKYMEHTIB;

azipecar;

rpud 3aTBEPHKEHHS;

PE30ITIONTIS;

3aroJIOBOK J[0 TEKCTY;

BIIMITKa PO KOHTPOJTb;

TEKCT;

BIIMITKa PO HASBHICTb TOIATKIB;

I IITHC,

rpud MOTOMKEHHS;

Bi3H;

rnevaTka;

BiJIMITKa MPO 3aCBITUEHHS KOITiif;

MPI3BUIIIE BUKOHABIIS i HOMep #Horo Tenedony;

BIIMITKAa PO BUKOHAHHS JOKYMEHTA M HAIpaBICHHS HOTO 10
CIIpaBU;

BiJIMITKa MPO HAJXO/KEHHSI TOKYMEHTA.



1.1.1. 3aranbHi BUMmoru
A0 ohopMNEeHHA PeKBi3UTIB AOKYMEHTIB

Pexegizum ()7 — HaliMeHyBaHHS YCTAHOBH MOBUHHO BIANOBIAATH Haii-
MEHYBAaHHIO, 3a3HAUYEHOMY B IOJIOXKEHHI (cTaTyTi) po Hei. CkopoueHe
HaliMEHYBaHHSI BXXUBAETHCS TUIBKH B Pasi, KOJIM BOHO ODiliiiHO 3adiKkco-
BaHE Yy MOJIOKEHHI Mpo ycTaHoBY. Ha OnaHKy ckOopo4eHe HaiiMeHyBaHHS
PO3MIIIYETHCS 33 TOBHKM.

Pekgizum 10 — Ha3zBa BUAY JOKYMEHTa (HAKa3, PO3MOPSIIKCHHS,
PIIICHHS TOIO) 3a3HAYAETHCS HA OJIAHKY 1 Ma€ BIIMOBIIATH KOMITETEHITIT
YCTAHOBH, 3MICTY YIPaBIIHCHKOI TiSUTBHOCTI.

Jlamyeanns 0oKymenmie — OIVH 3 OCHOBHUX PEKBI3UTIB JOKYMEHTA,
KU 3a0e3meuye HoMy I0pUINYHYy cuiy. JlaToro TOKyMeHTa € gaTa Horo
ITAMTMCAHHS; 711 JOKYMEHTA, 0 IPUHMAETHCS KOJIeTiallbHUM OPraHOM, —
Jata HOro MPUHHATTS; I JOKYMEHTA, IO 3aTBEPIKYEThCS, — JaTa
Horo 3aTBepkeHHA. JlaTu mianucaHHs | 3aTBEPIKEHHS TOKYMEHTa, a
TaKOX Ti, IO € B TEKCTi, MOBUHHI oopmisaTucs uudpamu. Enementn
JIATH HABOJATHCS apaOChKUMU UGB PAMU B OJTUH PSAIAOK y TAKiN MOCITIOB-
HOCTI: YUCIIO, MICSIIb, PiK. K10 MOPSAKOBUI HOMEp MicsIs abo Jyucia
CKIIAZA€ThCS 3 OAHI€T IM(pHU, TO TIepea Heto cTaBUThCS ().

VY TekcTax HOPMATUBHO-IIPABOBHX aKTiB 1 IOKYMEHTIB, IO MICTATh
JaHi (JiHAHCOBOT'O XapaKTepy, 3aCTOCOBYIOTh CIIOBECHO-IIM(POBUIL crIoCiO
odopmienns nat: 30 Tpasus 2000 p.

JaTy Ha JOKYMEHTI MPOCTABIIIE 0co0a, sika Woro mianucye abo 3a-
TBEP/IKYE, Y MOMEHT MiAMUCAHHS 200 3aTBEPIKESHHS.

O00B’SI3KOBOMY JJATYBAHHIO i MIAMMCAHHIO MIATAIOTH yCl CITy)K00Bi
BIJIMITKHU Ha JIOKYMEHTAaX, MOB’sA3aHI 3 IXHIM TPOXO/PKEHHSIM T4 BUKOHAH-
HsIM (Pe30JTIOLii, TOTO/KEHHSI, Bi3H, BIIMITKH [TPO BUKOHAHHS JJOKYMEHTA
i HaTIpaBJICHHS UOTO IO CIIPaBH).

Hata mignucaHHs pa3oM 3 iHIEKCOM IPOCTABISETHCS B JIiBIH BEPXHIH
YACTHHI TOKYMEHTa Ha CIeLiallbHO BiJBEACHOMY JUIS LIbOTO MicIi Ha
OnaHKy.

JlaTta 3aTBepKEHHS JJIOKYMEHTA 3a3HAYAEThCS Y BUIMOBIIHIN rpadi. Y
(axkcax, Tenerpamax, reaepoHoOrpamMax, KpimM JaTH, TPOCTABIISIOTHCS TO-
IWHHU 1 XBUJIMHU.

Inoexcauis 0oxymenmis mojnsirae y NpUCBOEHHI IM YMOBHUX IO3HA-
YEeHb — IHJIEKCIB, SIKi HAJAI0ThCS JJOKYMEHTAM ITiJT YaC PeECTpallii Ta BKa3y-
I0Th Ha MicClle CKJIaJJaHHs, BUKOHAHHS 1 30epiraHHs TOKyMeHTiB. [Haekcu
BXiJTHUX 1 CTBOPIOBAHUX YCTAHOBOIO JOKYMEHTIB CKJIAIAI0THCA 3 TOPSIKO-

7



BHUX HOMEPIB Y MeXaX I'PYITH TOKYMEHTIB, IIIO PEECTPYIOTHCS, K1, BIATIOBII-
HO JI0 3aBJIaHb TOIIYKY, MOXYTh JOTIOBHIOBATUCH 1H/IEKCAMU 32 HOMEHKIIA-
TYpOIO CIIPaB, MUTAHb TiSJIBHOCTI, KOPECIIOHACHTIB, BUKOHABIIIB TOILO.
CxJy1a1oB1 IHACKCY PO3MIIITYIOTHCS B TaKil TTOCITIIOBHOCTI: ITOPSIKOBUH pee-
CTpALIHHII HOMEP Yy MeKaxX TPYITH IOKYMEHTIB, 1110 PEECTPYIOThCS, 1HICK-
CH 332 HOMEHKJIATYPOIO CIIPaB, MUTAHb JISUTbHOCTI, KOPECTIOHICHTIB, BUKO-
HaBI[IB TOINO. [H/IEKC CIIJILHOIO HOPMATUBHO-IIPABOBOTO aKTa MTOBUHEH
CKJIQJIATUCS 3 IHAEKCIB yCTAHOB, 1[0 BUIAIIN HOTO, SIKi TPOCTABIISFOTHCS Ue-
pe3 api6. CxiamoBi iHACKCY BITOKPEMITFOIOTHCS OJTHA Bill OHOI CKICHOIO
puckoro, Hanpukia: 415/02-15/55 a6o 21/77/59.

Aopecysanns 0okymenmis. PexBi3UT ajipecata MpOCTABISIETHCS, K
MpaBUIO, HA BUXITHUX JTOKyMeHTax. Ha BHYTPIIIHIX JOKYMEHTaX Iieh
PEKBI3UT MPOCTABIISIETHCS, SIKIIO JJOKYMEHT IIPU3HAYCHUI TS ITepeiayi Ke-
PIBHUIITBY (3a51Ba, JOMOBITHA 3aIIHCKA).

JIOKYMEHTHU aJpecyrOThCsl YCTAHOBI, i1 CTPYKTYPHUM MiIpO3/1ijaM abo
KOHKPETHIH IT0caIoBiit 0c0o0i. SKIO JOKYMEHT aApeCcy€eThCsl yCTaHOBI a00
il CTpYKTYypHOMY IMAPO3IITy 0e3 3a3HaYCHHS IT0CaJ0BOI 0COOH, iX HaM-
MEHYBAHHSI IMOJIAI0THCS B HA3UBHOMY BIJMIHKY, HATTPUKIIAJI:

MiHicTepcTBo I0CcTHIIIT
Ykpaiun
SIK1IIO TOKYMEHT HaJCHUIAEThCS MOCAq0Bil 0co0i, TO HalIMEHYBaHHS
YCTAHOBH 3a3HAYAETHCS B HA3MBHOMY BIJIMIHKY, a Iocaaa i Mpi3BHILe af-
pecata — y JaBaJbHOMY, HATIPUKIIAM:

MinicTepcTBO NpOMHCIOBOT
NOJITHKH YKpaiHn
YnpagitiHHs cipaBamMu
TIostoBHOMY cneniasticTy
(npizBuine, ininiam)
V pasi agpecyBaHHS IOKyMEHTA KEPIBHUKY yCTAaHOBH a00 HOTO 3ac-
TYIMHUKY HAMEHYBaHHS YCTAHOBH BXOUTh /IO CKJIA/Ty HA3BH MOCAIH a/I-
pecaTa, HalpUKIaz:

Hauansnuxy I'ostoBHOTO
apxiBHOIO ynpaBJIiHHS
npu Ka6ineti MinicTpis
Ykpainu

(mpizBue, inimiaan)



V pekBizuTi “Anpecat” MOXKYTb 3a3HAYATHUCS ITOYCCHE 3BAHHS Ta BUEC-
HUW CTyMmiHb. SIKIIO MOKYMEHT aJpecyeThcs 06araThboM OJHOPITHUM
OpraHizallism, ajJipecaT BKa3yeThCsl y3araJbHEHO, HATTPUKIIAI:

IenepaibHUM qUpeKTOPaAM
BHPOOHHYNX 00’ €/IHAHD,
JMPEKTOPaM MiJANPHEMCTB
i kepiBHHMKaM opraHizanii

JIOKyMEHT He TOBHHEH MaTH O1TbIIIe YOTUPHOX agpecaTiB. CIIOBO “KoO-
mist” mepes] 3a3HaAYCHHSIM JIPYTOro, TPEThOro, YeTBEPTOro aJpecaTiB He
CTaBUTHCA. SKIO JOKYMEHT HAJICHIIAETHCS OLIBII SIK YOTHPHOM aJipeca-
TaM, CKJIAJA€ThCS CTUCOK HAa PO3CHUIIKY i Ha KOKHOMY JOKYMEHTI 3a3Ha-
YaeThCs JIUIIEC OOUH anpecaT. Jlo pekBi3uTy “Ampecar” MOKe BXOIUTH
aapeca. [Topsiiok 1 popma 3amucy TaHUX PO aJIPecy 3a3HAYAETHCS B pasi
HaJICUJIAHHS JIOKYMEHTa PAa30BUM KOPECIOHIEHTOM. SIKIIO JTOKYMEHT
HAJICUJIAETHCSI TPOMAJITHUHY, TO CITOYATKY BKa3yEThCS MOIITOBA ajpeca,
a IMOTIM TIPI3BHUIIE Ta 1HIIIAIA OJepXKyBaya.

T'pugh 3ameeporcenns. OcCoOOIUBUM CITOCOOOM 3aCBITUCHHS TOKYMECHTA
MicJst WOro MiJMUCAHHS € 3aTBEP/UKCHHs. JIOKYMEHT 3aTBEpUKYEThCS
BIATIOBITHUMH OpraHaMu abo IOCaJOBUMH 0COOaMH, O KOMIICTEHIII]
SIKUX HaJIC)KUTh BUPIIICHHS MUTaHb, BUKJIAJCHUX Y IIMX JOKYMEHTAX, 3a
JIOTIOMOT OO Tpuda 3aTBEPKEHHS 400 BUIAHHSIM PO3IOPSIYOTO TOKY-
MeHTa. HopMaTuBHO-TIpaBOBI akTH (ITOJIOKEHHS, IHCTPYKIIii, TpaBmIa
TOIII0) TIOBUHHI 3aTBEPKYBATHCS BiIOBITHUM PO3MOPSIUYUM JIOKYMEH-
TOM YCTAHOBH, III0 BUJIANTA aKT. SIKIIO JJOKYMEHT 3aTBEP/IXKYEThCSI KOHKPET-
HOIO MOCAZI0BOI0 0CO00I0, TO TpUd 3aTBEPIKECHHS CKIIAIA€ThCS 3 TAKUX
€JICMEHTIB: CIOBO “3aTBepKyr0”, mocaaa, MiAMUC, IHIMaaId i PI3BUIIE
ocobu, sika 3aTBep/IUIIa LIeH TOKYMEHT, JIaTa 3aTBEP/KCHHSI, HAITPUKJIIA/:

SATBEPJXKYVYIO
MiunicTp pinanci Ykpainu
ininiasm, npizBuiie
(nionuc)
Jlara

SIKII0 TOKYMEHT 3aTBEP/AKYETHCS] PO3NOPSAUUM aKTOM, TO HA HBOMY
3a3HAYAETHCS TPUQ 3a TaKO0 HopMoIo:

3aTBepa:keHo

Haxka3 MinictepcTBa
(dinancis Ykpainu
20.05.02 Ne 15



I'pud 3aTBEepmAKEHHS PO3MINIYETHCS Y TPABOMY BEPXHHOMY KYTI Iep-
IIOTO apKyIla JOKYMEHTA.

Ilepermik JOKYMEHTIB, sKi TOTpeOyOTh Tpuda “3aTBepIKyr0”, BU3HA-
YA€THCS OPTaHi3alli€lo Ha Mi/ICTaBl YNHHUX HOPMAaTHBHO-TIPABOBUX aKTiB
(muB. 3pazox 2).

Pe3onrouia — 11¢ HaIUC Ha JOKYMEHTI, 3pO0OJICHUI KEPIBHUKOM yCTa-
HOBH, 1110 MICTUTbH BKa3iBKH II10JI0 BUKOHAHHS JOKyMeHTa. Pe3omiomis
CKJIAJIA€THhCSl 3 TAKUX EJIIEMEHTIB: MpI3BUIIE BUKOHABIS (BUKOHABIIIB),
3MICT JIOpPYYEHHSI, TepMiH BUKOHAHHS, OCOOMCTHI MiANMKC KEpiBHUKA,
nara. SKio qopydeHHs 1aHo KITbKOM ITOCaIOBIUM 0CO0aM, TOJJOBHUM BH-
KOHABIIEM € 0c00a, 3a3HaueHa B IOPYUYEHHI MepIIolo, aje 32 yMOBH, 1110 B
JIOKYMEHTI He 00yMOBIIEHO iHIle. 1151 BAKOHAHHSI JOPYYEHHS 1 HaJ1a€Th-
Cs TIPaBO CKIIMKATH 1HITUX BUKOHABIIIB 1 KOOPIMHYBATH iXHIO poboTy. Ha
JIOKYMEHTaX 3 TepMiHAMH BUKOHAHHS, 5IKi HE MOTPEOYIOTh JOAATKOBHUX
BKA31BOK, y PE30JIIOIT 3a3HAYAETHCSI: BUKOHABEIIb, MiJITIC aBTOPA PE30-
Jro11i1, 1aTa. Aje Ha JOKYMEHTI TOBUHHO OyTH HE OLbIe OAHIET pe3o-
JIFOTTI1, KPiM BHITAIKIB, KOJIM HEOOXITHO AETaITI3yBaTH MOPSITIOK BUKOHAHHS
JIOKYMEHTA.

Pesoumroriist mpocTaBIsieThest 0e3MmocepeIHbO Ha TOKYMEHTI, HUXKYE peK-
Bi3UTYy “Anpecat”, mapalieIbHO JO OCHOBHOTO TEKCTY. SIKIIO MicCIls Hemo-
CTaTHBO, 1l MO’KHA MTPOCTABIIATH Y BEPXHIM YaCTHHI JIMITLOBOT'O OOKY TIep-
IIIOTO apKyIla, ajie He Ha TMOJIi JOKYMEHTA, TPU3HAYCHOMY JUISI ITi{IIMBKH.
Hanucanns pe3omronii Ha OKpeMUX apKyIax abo creriaabHuX OJIaHKax
JIOITYCKA€ETHCS, SKIIO JOKYMEHT Mi/ISAra€e TOBEPHEHHIO a00 AETali3yeThCs
TOPSIOK BUKOHAHHS JOKYMEHTA Ta YTOYHIOIOTHCS] BUKOHABIII.

Biomimku npo npoxoosicenns ma eukonanus 0oxkymenmie. I1i1 gac rmpo-
XOJKEHHS JTIOKYMEHTA B YCTAaHOBI 000B’I3KOBO pOOJISITEH TaKi IIOMITKH:

* TIPO HAAXOMKEHHS (peecTpallifo) JOKyMEeHTa — Ha HUKHbOMY Tpa-

BOMY TIOJIi TIEPIIOTO apKyIla JOKyMeHTa (CKopoueHe HaiMeHyBaH-
HsI yCTaHOBH, /IaTa HAJIXO/KEHHS [IOKYMEHTA, IHIEKC JIOKYMEHTA);

* TIPO B3STTS JIOKYMEHTA Ha KOHTPOJIb — Ha JIIBOMY TIOJIi TIEPIIIOTO
apKyIa JoOKyMeHTa (Ha piBHI 3ar0JI0BKa O TEKCTY) IMMUIIETHCS CII0-
Bo “KoHTtpons” abo mrtepa “K”;

* TIPO BUKOHAHHS JIOKYMEHTA i HaIIpaBIIEHHs MO0 JI0 CIPABH — Ha
HIDKHBOMY JIIBOMY ITOJIi TIEPIIOTo apKyIia JTOKyMeHTa (KOPOTKa J10-
BiJIKa TPO BUKOHAHHS), SIKIIIO HEMA€E JOKYMEHTa MPO BUKOHAHHS,
cinoBa “Jlo cripaBu” i HOMEp CIIpaBH, y SIKI JTOKYMEHT 30epiraTu-
METhCSl, JaTa HAIIPABJICHHSI JIOKYMEHTA JIO CIIpaBH, HAlMEHYBaHHSI
W TAIC BUKOHABIIS, HAIPUKIIA!
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o cipaBu Ne 04/24

ITuTanus BUpilIeHO NO3UTHBHO
y Tesedonniii po3mosi 10.06.02
(mocana, inimiaau, npizBuie)

Biomimka “/lo cnpaeu” CBITIUTH:

* PO Te, IO poOOTa HAZl JOKYMEHTOM 3aBEpIIICHA;

* PO MEPEHECEHHs JJAHUX Ha MAIIMHHUN HOCIH — Ha HIYKHBOMY Ipa-
BOMY IOJIi MEPIIOTO apKylla JokyMeHTa cinoBa “IlepeHeceHunii Ha
MaIlIMHHWKI HOCI#”, 1aTa IePEHECeHHsI, HOMEP MACHUBY, MI/IMKC 0CO-
Ou, BINMOBITAIBHOI 32 TICPEHECEHHS TAaHUX.

Biomimxka npo euxonasus. KoxHuii JOKYMEHT MTOBUHEH MATH BIIMITKY
PO TIPI3BHUIIE Ta HOMEP CITykO00BOT0 TerreOHY BUKOHABIIS, SIKi 3a3HaYa-
FOThCSI HA JIMIITbOBOMY 200 3BOPOTHOMY OOIll OCTAHHBOTO apKyIa JIOKY-
MEHTa, HATIPUKJIA/T;

ITerpenko 224 50 70

V pasi moTpedu i mpi3BUIIIeM BUKOHABIIS IOKYMEHTA i HOMEpOM HOTO
TeneOHy 3a3HAYAETHCS IHACKC APYKAPKHU (MepiIi JiTepu W MIpi3BHUILE,
KUTBKICTh HAJIPYKOBAHUX IMMPUMIPHUKIB 1 1aTa APYKYBAHHS), HATIPUKIIA:

Xomenko 444 18 61

BII 5 12.01.02

OdopmiteHHs 10AATKIB 10 JOKYMeHTIB. /[0/1aTK! TOMOBHIOIOTH, MOSIC-
HIOIOTh OKPEMI YaCTUHU JOKYMEHTa a00 JOKYMEHT y 1iyiomy. [1po ix Ha-
SIBHICTh 3a3HAYAETHCS B TEKCTI 200 MICIIS TEKCTY JOKYMEHTA Mepet MiImu-
com. Ha3zBa mogaTka B TEKCTI IOKYMEHTA ITOBUHHA BI/IMMOBIIATH HA3BI ca-
MOT0 JIOJIaTKA.

JomaTku 10 TOKYMEHTIB OyBarOTh TPhOX BHIIB:

1) 110 3aTBEP/IKYIOTHCS 200 BBOSATHCS B IO PO3MOPSTUUMU JIOKYMEH-
TaMU (JOJATKH JI0 PO3MOPSTINX JOKYMEHTIB);

2) 110 MOSICHIOIOTH 200 JOTIOBHIOIOTH 3MICT OCHOBHOTO JJOKYMEHTA;

3) 10 € CAaMOCTIHHUMH JOKYMEHTAMHU ¥ HAJICUIAIOTHCS 13 CYIIPOBITHIM

JIUCTOM.

Jonatkn oopMITIOIOTECSI Ha CTAHAAPTHUX apKyIIaX i MaloTh yCi He-
0OXI1[IHI 711 KOHKPETHOTO BUAY TOKYMEHTA PEKBI3UTH.

V po3nopsiiuoMy JTOKYMEHTI BIJIOMOCTI PO HASIBHICTh JTOAATKIB 3a3-
HAYalOThCs B TEKCT1, HATTPUKJIA/L:

“Po3pobutH I mogaTH Ha 3aTBEpIKEeHHS Ipadik KOMIUIEKCHOTO TUTAHY
HayKOBOI opraHi3arii rmparii 3a ¢opMoro, 3a3HaueHO0 B JlomaTky 17.
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Jonatku 1o po3nopsauoro JOKyMeHTa MOBUHHI MaTH BIIMITKY 3 I10-
CUJIAHHSM Ha Led pO3NOPSAAUUNA JOKYMEHT, HOTO JaTy i HOMEp, sIKa po-
OUTHCS HA BEPXHHOMY IIPABOMY IO MEPIIOTo HOTO apKylla, HAIIPUKIIAI:

Jlonarok

Jo Haka3y MinicTtepcTBa
OCBiTH i HAyKH YKpaiHu
30.05.02 Ne 17

3a HasBHOCTI KUTBKOX JIOJATKIB Ha HUX 3a3HAYAIOTHCSI HOMEPH, Ha-
npukian: Jomatok 1, JJogaTok 2 Tomro. 3Hak Ne rrepen nudpoBUM Mo3Ha-
YEHHSIM HE CTaBUThCS. JlOJATKYU 10 PO3MOPSIUMX IOKYMEHTIB MOBUHHI
TiAMACYBATH KEPIBHUKU CTPYKTYPHUX MIIPO3/ALTIB YCTAHOBH HA JIUIHOBIN
CTOPOHI OCTAHHBOTO apKyIlia JoaaTKa. BimoMocCTi Tpo HasIBHICTB TOAATKIB
JIO TTAHIB, 3BITiB, IPOTOKOJIIB, TIOBIIOMJICHB, JINCTIB TOIIO O()OPMITIOIOTHCS
B TAKOMY TIOPSIJIKY:

* SKIIO JIOKYMEHT MAa€ JIOJIATKU, IOBHA HA3Ba SKUX HE HABOJUTHCS B
TEKCTi, TO X HCOOXITHO MEPETIYUTH ITiCTIsI TEKCTY 13 3a3HAUCHHSIM,
HATTPUKIIA/I;

Homatox: 1. IHcTpykuis 3 imoBoacTea Ha 10 apk., y 3 mpuM.
2. Biaryk Ha mpoexT iHCTPYKIii Ha 4 apK., y 2 TPUM.;

* SKIIO JOAATKH 30POITypOBaHi, TO KUTBKICTh apKYIIIB HE BKA3yIOTh.
Ha camux gomaTkax y mpaBoOMy BEpXHbOMY KYTi ITUIIETHCS CIIOBO
“Honatku”, HOMeP J01aTKa (SKIIO IX KiJIbKa), Ha3Ba, JaTa i HOMep
OCHOBHOTI'O JIOKYMEHTA.

Texcm — TO0BHMIA e1eMeHT ToKyMeHTa. [1iIroToBKa TeKCToBOI UacTH-

HU — OJIHA 3 HaWBaXJIMBIIINX OINEpaliil y TOKYMEHTYBaHHI. TEKCT JOKY-
MEHTa TIOBHHEH MICTUTH IIEBHY apryMEHTOBaHY iH(pOpMaIito, BUKIAACHY
CTHUCIIO, TPAMOTHO, 3p0O3YMIJIO Ta 00’€KTUBHO, O€3 MOBTOPIB Ta BKUBAH-
HSI CITiB 1 3BOPOTIB, SIKi HE HECYyTh 3MICTOBOT'O HaBaHTaXKeHHS. BiH ckiasa-
€THCS 3 JIOTIYHUX €JIEMEHTIB: BCTYITy, TOKA3y, 3aKiHUCHHSI.

3MiCT TOKyMeHTa Ma€e OYTHU MOB’sI3aHUIA 31 3MICTOM paHillie BUAAHUX 3

IIEBHOTO MUTAHHS JOKYMEHTIB. Moro Tekct Moxe 6yTn opopmieHuii y
BUTIISIAI CYIIUTBHOTO CKITaJHOTO TEKCTY, aHKETH, TaOIHII 200 IToeTHAHHS
X GopM.

CyLUTbHUHN CKITATHUH TEKCT MICTUTh TPAMATHYHO U JIOTIYHO Y3TOJIKe-

Hy iH(opMaliio mpo yrnpaBIiHChKi Aii Ta BUKOPUCTOBYETHCS ITiJ] YaC CKIIa-
JIaHHS MPAaBWI, TMOJIOKEHD, JINCTIB, PO3MOPSIUNX JOKYMEHTIB. TekcTn
PO3MOPSTINX TOKYMEHTIB 1 IUCTIB CKIIA/IaI0THCS, SIK PABUIIO, 3 IBOX YaC-
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THH. Y TEepIiif 3a3HavaeThes MiACTaBa abo 0OIpyHTYBAaHHS TS CKITagaH-
HS JOKYMEHTA, y IPYTiil — BUCHOBKH, MPOIO3UIIii, PIlIEHHS, PO3MOPSA-
xeHHs1 abo mpoxaHHs. B okpeMuX BHUIagKax TEKCT JTOKYMEHTa MOXKe
MICTUTH JIAIIE OHY PE30TIOTUBHY YaCTHHY, HAITPUKJIIA: HAKa3 — PO3II0-
psiIuy 4acTUHy 0e3 KOHCTATYI04ol, JINCT — IMPOXaHHs 0e3 MOsSCHEHHSI.
dopma aHKEeTH BUKOPUCTOBYETHCS B pasi BUKIAAeHH HUPPoBoi abo cio-
BeCHOT iH(opMallii Tpo O uH 00’€KT 3a MEBHUM OOCSITOM O3HAK. AHKETHI
TEKCTH BUKOPHUCTOBYIOTHCS B OpPTraHi3aIliiiHO-pO3NOPSIunX, (PiHAHCOBUX,
JIOKYMEHTaXx 3 MaTepiallbHO-TEXHIYHOTO TIOCTAYaHHsI i 30yTy TONIO.
dopma TabIMI BUKOPUCTOBYETHCS B pa3i BUKJIaAeHHS 1HdpoBoi abo
CJIOBECHOI iH(opMallii TPo KUTbKa 00 €KTIB 3a psijioM 03HaK. TabauuHi TeK-
CTH BUKOPHCTOBYIOTHCS Y TUTAHOBHX, 3BITHO-CTATUCTUYHHX, (PIHAHCOBUX,
OyXTaITepChKUX, OPraHi3alliiHO-PO3MOPSTINX Ta IHITUX JOKYMEHTAX.

VY tabuisix i aHKeTax, mpu3HavdeHux Jiist 0o0poosenns [MK, 06’extu 03-
HAaKH Ta iX MOKa3HUKH Yy pasi moTpedu KOoayoThes. BinmosiganpHIicTh 3a
3MICT, TPaBWIBbHY MIATOTOBKY Ta 0(hOPMIICHHS CITY’KOOBHX TOKYMEHTIB ITO-
KJIaJa€ThCs Ha KEPIBHUKIB YCTAHOB. 3a 3MICT IOKYMEHTA, SIKUW Bi3YETHCS
KUTbKOMa 0cO0aMH, BiJIMOBIAJIBHICTh HECYTh OJIHAKOBOIO MIpOIO BCI IIi
oco0u.

VY TeKCTi JOKYMEHTa, MATOTOBJICHOTO 1HIIMMHU OpraHi3alisiMi Ui Ha
OCHOBI BUJAHUX paHiIle TOKYMEHTIB, BKa3yIOTh iX PCKBI3UTH:

* Ha3BY JIOKYMEHTA;

* Ha3BYy OpraHizallii — aBTOpa JOKYMEHTA;

® Aary;

* peecTpallifHui HOMED;

* 3aroJIOBOK JO TEKCTY.

SIK1IO B TEKCTI MICTUTBCS KiJIbKa pillleHb, BUCHOBKIB TOIIO, TO HOT0O
MOTPiIOHO PO3OUTH HA PO3IIIHU, MYHKTHU 1 MPOHYMEPYBATH apabCbKUMU
nudpamu.

V po3nopsaunx JOKYMEHTaX KOJETiaIbHUX OPTaHiB TEKCT MOAAI0Th
BIJI TPETHOT 0COOU (IIOCTAHOBIISIE, BUPIIIIUB).

TexcT MPOTOKOITY TOJAETHCS BiJl TPEThOi 0COOU MHOKHMHHU (CITyXaJIH,
BUCTYITUIIH, YXBATWIIH).

V ITOKyMEHTax, 0 BCTAHOBJIIOIOTH ITpaBa Ta 000B’SI3KU OpraHi3arlii,
iXHIX CTPYKTYPHUX MiAPO3ALIIB (MOJIOKEHHS, IHCTPYKIIii), & TAKOXK THX,
110 BMIILIYIOTh OITHC, OIIIHKY (DaKTiB UM BUCHOBKH (aKT, TOBiIKa), BAKOPH-
CTOBYIOTH (pOpMY BUKIAJy Bifl TPETbOI OCOOM OAHWHU YU MHOXHHU
(Bimmin BUKOHYE (PYHKIIIi, KOMICisS ITOCTAaHOBMIIA).
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V nuctax BUKOPHCTOBYIOThCS TaKi GOPMU BUKIIAY:
* Bij nepioi ocoou muoxunu (“Ilpocumo Hanpasutu”, “Hamnpasiise-
MO Ha po3risin’);
* Bix mepmroi ocoou oxauHA (“BBaxaro 3a HeoOXimuHe”, “IIponry Bu-
TUTATH);
* BiJ] TpeThoi 0coOu oHunM (“MiHICTEpCTBO He 3arnepeuye”’, “Axaje-
Misl yIpaBJIiHHS BBAXKA€ MOXKIIUBUM ).
ITocrtiitna indopmarris Moxe 0yTH ohopMITeHa y BUTIISII TpadapeTHO-
IO TEKCTY, HaIIPUKJIA TEKCTY TOBIIKU PO 3apoOITHY I1aTy poOITHUKA.
ITionuc — 000B’I3KOBUI PEKBI3UT CITy’)KO0BOTO JIOKyMeHTa. BiH ckiia-
JIA€ThCSI 3 HAWMEHYBAHHSI 1TOCaU 0COOU, sSIKa MIJIMUCY€E JIOKYMEHT (ITOBHE,
SIKIIIO TOKYMCHT HAJAPYKOBAaHUN HE Ha OJIAHKY), OCOOMCTOTO MiIIHCY,
IHIIMaJIiB 1 Mpi3BUIIA.
JIOKYMEHTH MiIMKUCYIOTh TTOCAI0BI 0COOU YyCTAHOBU BIATIOBIIHO 10 iX-
HBOI KOMIIETEHII11, BCTAHOBJIEHOT YNHHUMH HOPMATUBHO-TIPABOBUMHU AK-
TaMH.

Havansnuk ['otoBHOTO apxiBHOTO
ynpasinns npu Kaoineri MinicTpis
Ykpainu (nionuc) (imimiaaum, npizBume)

B ycTaHOBax, 110 JIOTh HA OCHOBI €IMHOHAYAIBHOCTI, TOKYMEHTH
MIJIMTUACYIOTHCS JIMIE KePIBHUKOM YCTAHOBU ab0 HOTro 3aCTYNMHHKOM
BIAIOBIAHO O IXHIX IOBHOBAXEHb.

V pasi HaJCWITaHHS TOKYMEHTA OJHOYACHO KUTBKOM YCTaHOBaM BUIILIO-
T'0 PiBHS KEPIBHUK MIAMKICY€E BCl IPUMIpHUKA. KON TOKYMEHT HaJICHITA€Th-
Cs1 OJTHOYACHO KIJTBKOM OpraHi3allisM, IO HaJIe)KaTh 10 Chepr yIIpaBIiHHS
YCTaHOBH, MIJIMCYETHCS TIIbKU OPUTIHAI, SIKUH 3aITUIIAETHCS Y CIIPAB yC-
TAHOBU — aBTOPA, & HA MICISl PO3CUIIAIOTHCS 3aCBITUEH] KOTIi.

JIOKYMEHTH MiMUCYIOThCS, K MPaBUIIO, OHIEID 0COOO0I0, SKINO 32
3MICT TOKYMEHTA BiIITOBIMAIOTH KiJIbKA OCi0 (aKTH, (hiHAHCOBI TOKYMEHTH
TONI0) — JABOMa abo Oinbine ocodamu. [1pu npomy iXHi mianmucH po3mi-
LYIOTHCSI OJIMH il OJTHUM BIJIIIOBIIHO J10 Tocaau. Hampukia,t:

JupexTop iHCTHTYTY (nionuc)  (iHiniaam, npizBuine)

I'ostoBHMIt OyxrasaTep (nionuc)  (iHiniaam, npizBuine)

Skimo mocamoBa ocoba, mianuc siKoi 3a3HaYeHUI Ha MTPOEKT1 TOKyMEeH-
Ta, BIACYTHS, TO JOKYMEHT HIAMKUCY€E 0co0a, siKka BUKOHYE il 000B’S3KH,
abo 1i 3acCTymHHUK. Y IIbOMY pa3i 000B’I3KOBO 3a3HAYAETHCS MTOCaga OCO-
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0w, siKa MiAnrcana TOKYMEHT, 1 i mpi3Bulie (BUMTpaBIeHHs BHOCSITHCS Ma-
IIUHOMUCHUM criocobom abo Ha 1K, nanpuknan, “B. 0.”, “3act.”).

He momyckaeTbcs miamucaHHsS TOKYMEHTa 3 TPUMMEHHUKOM “3a” abo
MOCTABJICHHS CKICHOI PUCKH TIepe/l HAWMEHYBaHHSIM MTOCAIH.

Ilewamka. Ha 1okyMeHTaXx, 1110 3aCBITUYIOTh ITpaBa rPOMaJIsH 1 FOpH-
JUYHHX 0Ci0, (DIKCYIOTh ()aKT BUTPATHU IPOIIOBUX KOIITIB 1 MAaTEpiaIbHUX
LIHHOCTEH, MAMKUC BIAMOBIIAIbHOT 0COOU MOBUHEH 3aBIPSATUCS TepOOBOIO
MeYaTKOIO.

['ep6oBa meyaTka CTaBUTHCS TAKOXK HA MOJIOKEHHSX (CTaTyTax) ycra-
HOB, JIOTOBOPAX, MMOCBITYCHHSIX, TOPYUCHHSIX.

[lepermix IHIMUX JOKYMEHTIB, SKI HEOOXITHO CKPIILTIOBATH FepOOBOIO
MeYaTKOI0, BU3HAUAETHCSI YCTAHOBOIO HA T1JICTaBl YUHHUX HOPMATHUBHO-
MPaBOBUX AKTIB (IUB. 3pa3ok 1).

[TeyaTka (Herep6oBa), sika BIATBOPIOE HAWMEHYBAHHS BiAMOBIHOT yC-
TAHOBH, 1i CTPYKTYPHOT'O MiAPO3IIILY, CTABUTHCSA HA KOTISIX JOKYMEHTIB,
[0 HAJICWJIAIOTHCS B 1HINI YCTAHOBH, TA HA PO3MHOXEHUX MPUMIpHUKAX
PO3MOPSIUNX JIOKYMEHTIB Y pa3i pO3CHUITaHHS.

[TeuaTky Tpeba MpocTaBIATH TAKUM YMHOM, 10O BOHA 3aXOILTIOBA-
Jla OCTaHHI KUIbKa JIiTep HAWMEHYBaHHS TOcaau 0co0u, sika Iianucana
JIOKYMEHT.

Iloz00scennsn 0okymenmie. Bizu. Y pasi morpeOu B OIIHIII JOILTFHOCTI
JIOKyMEHTa, HOTO OOTPYHTOBAHOCTI Ta BCTAHOBJICHHS BIIITOBIIHOCTI 3a-
KOHOJIABCTBY 3[IIHCHIOETHCS MTOTOKEHHS MPOEKTY JOKYMEHTA.

[ToromkeHHs: MOXe 3IHCHIOBATUCH SK B YCTAHOBI (31 CTPYKTYpHUMU
MIPO3/IIaMHU) TTOCaJIOBUMHU 0CO0AMU, SIKI BIIMTOBIIHO 70 11 KOMITETEHITIT
3aiMalOThCsl MUTAHHSIMHU, MOPYIIEHUMH Yy MPOEKTI JIOKYMEHTa,
BHYTPIIIHE, TaK i 3a ii Me)KaMu — 30BHIIITHE.

BHyTpilllHE TOTO/KEHHS ODOPMIIAETHCS Bi3yBaHHSAM MPOCKTY JTOKY-
MEHTa I10C¢a10BOI0 0c00010. Biza BKIIrouae: 0coOMCTUH MIAINC, IHILIAIH i
Mpi3BUIIE 0COOU, siKa Bi3y€ JJIOKYMEHT, T4 JIaTy Bi3yBaHHs. Y pasi moTpe-
OU 3a3HAYA€ThCs HAMEHYBAHHS IIOCA/IH 11i€i 0COOU, HATIPUKITAT:

HavanapHuK Biginy nocrauaHHs

(minnuc) (ininiaan, npizBuine)

Hara

3ayBa)keHHs1 000B’A3K0OBO JIOMOBIAAIOTHCS 0CO01, sIKa MIAMUCYE TOKY-
MeHT. [IpoekTH HOpMATHBHO-NIPABOBUX AKTIB YCTAHOBU IMEPEBIPSIOTH
MPaliBHAKN FOPUIAYHOL CITYKOM YCTAaHOBU Ha BIAIIOBITHICTB iX 3aKOHO-
JTaBCTBY ¥ BI3yIOTh Ha IEPIIOMY IIPUMIPHHUKY Ha 3BOPOTHOMY OOIIi OCTaH-
HBOTO apKyIlla MPOEKTY aKTa.
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30BHIITHE MOTOMKEHHS IPOEKTIB JOKYMEHTIB OPOPMITSIETHCS BiaIIO-
BiTHUM rpudoM. ['prd MOromKeHHS CTAaBUTHCS HIDKYE MIAMKUCY HA JTHIIb-
OBOMY 0011l OCTAHHBOT'O apKylla MPOEKTY JOKYMEHTa 1 BKIIOUa€e B cebe
cinoBo “TlorojpkeHo”, HAMEHYBAHHS TOCaad OCOOU, 3 KO MOTOJI-
KYETHCS TMPOEKT JIOKYMEHTa (BKJIIOUAIOUM HAWMEHYBAHHSI YCTAHOBU),
OCOOUMCTHUH MIITKC, 1HIIIAIIN, TIPI3BUIIE TA JATY ITOTOKCHHS, HATTPUKIA]T;

MOTroOKEHO

3acTynHuK MiHicTpa

eKOHOMiKH YKpainu

(migmuc) (ininiaam, npizBuine)

Jlara

SIK1110 30BHINIHE TTOTOHKEHHS TIPOEKTY TOKYMEHTA 3[IIHCHIOETHCS 3 KO-
JIeTiaIbBHAM OPTraHOM, TO IPUQ IOTOHKEHHS OPOPMITIETHCS TAKUM YHHOM:

MNOT'OJ’KEHO

IIpoToxon 3acinanns

Bunoi arecraniiinoi komicii

Jlara No_

V pasi Kol 3MICT TOKYMEHTa CTOCYETHCSI OLTBII HIK TPhOX YCTAHOB,
CKIIAZA€ThCS “ APKYII IIOTO/KEHHSI”, TPO IO POOUTHCS BIAMITKA B CAMO-
My JOKYMEHTI Ha MicCIli Tpuda MoToHKEHHS, HAITPHKJIIAT:

APKYII ITOI'OJKEHHA
Ha3sga nokymenra

HaiimenyBanusi mocaau HaiimenyBanus mocaau
(migmuc) (ininiaam, npizBuine) (mignuc) (ininiaam, npizBuine)
Jlara Jlara

Biomimka npo 3aceiouenns xonii. 3aCBiTUyIOTH KOIIIIO JOKYMEHTA IS
HaJlaHH4 i 'opuanyHoi cuiu. BiqmiTka “Komis” 3a3Ha4aeThbes y BEpXHil
MpaBiif YaCTHHI JIMIIBOBOTO OOKY MEPIIOro apKylla JOKYMEHTA.

Komist fToxyMeHTa BUTOTOBIISETHCS i BUJAETHCS TIIBKH 3 JO3BOITY Ke-
pIBHHKA YCTAHOBU a00 BIAIIOBIIHOTO CTPYKTYPHOTO MiAPO3aUTy. YCTaHO-
Ba MOJKE 3aCBIAYyBATH KOIIii JIMIIE THX JOKYMEHTIB, IO CTBOPIOIOTHCS B
Hil (116 TpaBUJIO HE MOIIUPIOETHCS Ha APXiBHI YCTAHOBH, ACpKABHI HOTa-
piaJibHI KOHTOPH ¥ IMpUBaTHUX HOTapiyciB). [1ig yac BUpilIeHHS MUTaHHS
PO MPUAHATTS TPOMAJSH Ha poOOTY, HABUAHHS, 3aCBITYEHHS IXHIX TpY-
JIOBUX, )KUTJIOBHX Ta 1HIIHKX MPaB, & TAKOK (GOpMyBaHHS 0COOOBHUX CIIpaB
MPAI[IBHUKIB YCTAHOBA MO BUTOTOBIISITH KOIIi IOKYMEHTIB, BUJAHUX
IHIIUMU yCTaHOBaMHU (KOIIT JUTUIOMIB, CBIOITB PO OJEPKAHHS OCBITH

16



tomo). Kormist JokyMeHTa BUTOTOBJISETHCS PYKOMUCHUM 1 MAIlIUHOTIKC-
HUM CIIOCOOAaMU, TEKCT JIOKYMEHTA BiATBOPIOETHCS IOBHICTIO, BKIIIOYAIO-
YU eJIEMCHTH OJIaHKa, 1 3aCBIAUYETHCS MiAIMUCOM ITOCaI0BOI 0CO0OH, sKa
MiATBEPKY€E BIAMOBIIHICT KOl OPUTIHAITY.

3acBiJUEeHHs JOKYMEHTA CKIIAJA€ThCs 31 cioBa “3riqHo”, HaMeHy-
BaHHS IMOCAJIM, OCOOMCTOrO IIIMUCY OCOOHM, sKa 3acBimuye KOIIfO, ii
IHIIIaJIiB 1 MPI3BUINA, JATH 3aCBIIUCHHS KOITil i MMPOCTABIISAETHCS HIKUC
pexBizuty “Ilignuc”, HanmpuKIa:

3riguno

IncnexTop Bimmiay kaapis (nionuc) (iniiaaum, npizBuie)

JlaTa

Ha xomisix BUIaHUX JOKYMEHTIB, IO 3aJIUIIAIOTHCS y CIIpaBax, TEKCT
OJIaHKIB HE BIATBOPIOETHCS, 3a3HAUYAETHCS JIUIIE JaTa MiAIHCAHHS TOKY-
MCHTa Ta HOTO peecTpariiHui 1HIeKC, Iocaga ocoOu, sKa 3acBiIumia
KOTIiI0, 11 MIMKC 1 1aTa 3aCBiIUEHHS, HAIPUKIAI;

Jara, ingexc

Havansnuk Binmity (nionuc) (imiuiaaum, npizBuine)
3rigHO

IncnexTop Bimmiay kaapis (nionuc) (iniuiasum, npizBuime)
Jlara

Taxosx Ha KOMiAX BUXITHUX JOKYMEHTIB MAlOTh OYTH Bi3U MOCAI0BUX
0ci0, 3 SKMMU BOHHU TOTOKCHI, Ta Bi3W BUKOHABIIIB: HAIIKC ITPO 3aCBIJI-
YEeHHSI JOKYMEHTa, 3aBipeHMI TIeYaTKOIO (HETepOOBOIO) 3 HAWMEHYBAHHSIM
BIJIOBITHOT yCTaHOBU a00 1 CTpyKTypHOTO migpo3aity. Komist okymeH-
Ta MOBUHHA MATH BCl BUMIPABJICHHS, 3p0O0JICH] B OpUTIHAJII.

3pasox 1

MpumipHWIA nepenik 4OKYMEHTIB,
Ha sIKi cTaBUTbLCA repboBa neyartka

1. Axrtu (puiioMy, 3aKiHYEHUX 00 €KTIB OY/IIBHULITBA, OOIaHAHHS, BU-
KOHaHHS POOIT: CITMCAaHHS, €KCIIEPTHU3a TOIIO).

2. ApKyIii IMOro/KEHHSI HOPMAaTUBHO-TIPABOBUX AKTIB.

3. BUCHOBKH i BIATYKH yCTAHOB Ha qucepTalii i aBTopedepaTu, mio Ha-
MPaBISAIOTHCA 10 Buioi atecraniiinol komicii Ykpainu.

4. ToBimku (JTIMITHI: TPO BHILTATY CTPAXOBUX CYM; BHKOPHCTAHHS OIOI-
JKETHUX aCUTHYBaHb Ha 3apIlIaTy; HapaxoBaHy i HaJIeKHY 3apIUiaTy
TOIIIO).
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11.
12.

13.
14.

15.
16.
17.
18.
19.
20.

18

. JopyueHHs Ha ojiep)aHHS TOBAPHO-MAaTepiaJibHUX LIHHOCTEH, 010/1-
JKETHI, 0aHKIBChKI, TICHCIIHI, TJIATIXHI JIOPYUEHHS.

. JoroBopu (mpo MaTepiallbHy BiANOBITAIBHICTh, HAYKOBO-TEXHIUHE
CITIBpOOITHUIITBO, MIAPSIAN, OPEHIY MPUMIIICHb, PO 3IIHCHEHHS
poOit ToII0).

. 3aBJaHHs (Ha TPOEKTYBaHHS 00’€KTIB, TEXHIYHUX CIIOPY/I, KaIiTalb-
He OYAIBHULITBO; TEXHIUHI TOIIO).

. 3asiBU (Ha aKPEIUTHUB, PO BIIMOBY BiJl AKIIETITY TOIIIO).

. 3asBKH (Ha 00JIagHAHHS, BHHAXOOH TOIIIO).

. 3pa3Ku 1 BITOWTKY IIeYaTOK 1 MIAMNCIB MMPaIliBHUKIB, SIKi MAlOTh IIpa-

BO 3iHiCHIOBATH ()IHAHCOBO-TOCIOAAPCHKI OIepalrii.

ITocBigueHHs Mo BipsHKEHHS.

Kowmrropuc BuTpar (Ha yTpuMaHHS anapaty YIpaBIiHHS; Ha MiAro-

TOBKY Ta OCBOEHHSI BUPOOHMUIITB HOBUX BUPOOIB; HA KAJIBKYJIALIIO 32

JIOTOBOPOM; Ha KalliTalbHE OYIIBHUIITBO TOIIO).

Jluctu rapanTiiiHi (Ha BUKOHAHHS POOIT, ITOCTYT TOIIO).

IMomanus it kKITonOTaHHS (TIPO HATOPOJKEHHS OPACHAMU 1 MEIAIISIMH,

MIPEMisSIMHU).

ITpoTokomnu (MOroKeHHs TUIaHIB TOCTABOK).

Peectpu (uekiB, OI0/KETHUX JIOPYUCHB).

Crenudikartii (BupoOiB, IPOIYKIIii TOIIO).

CraTyTH JepKaBHHUX MiAIPUEMCTB (00’€THAHB).

TuTybHI CIIHCKU.

IraTHi po3MHCH.

3paszox 2

MpumipHWIA Nnepenik 4OKYMEHTIB,
Lo NianAraloTb 3aTBePAKEHHIO

. AKTH (TIepeBipOK, PeBi3iil, MPUIOMY 3aKiHUEHUX 00 €KTiB OYAIBHUIITBA,
CIIUCAHHSI, EKCIIEPTU3H, TIepe/iadi ClIpaB, JTKBIAAI] yCTAHOB).

. 3BiTH (TIpO BUOOPYY MisSUTBHICTD, BIAPSIHKEHHS, HAYKOBO-IOCIi/IHI PO-
00TH TOIIIO).

. 3aBJaHHs (Ha TPOEKTYBaHHS 00’€KTIB, TEXHIYHUX CIIOPY/I, KAIiTalb-
He OyIIBHUIITBO, TPOBEJCHHS HAYKOBO-IOCIIIHHUX, MPOSKTHO-KOHCT-
PYKTOPCHKHX 1 TEXHOJIOTTYHUX POOIT, TEXHIUHI TOIIO).

. Komrropucu BuTpat (Ha yrpuMaHHs aniapaTy yIpaBiIiHHs, OYIUHKIB,
MPUMILLEHb, CIIOPY, Ha MIATOTOBKY Ta OCBOEHHS BUPOOHHUIITBA HOBOT
MMPOYKIIii, Ha KamiTaJlbHe OYAIBHUIITBO TOIIIO).

. HopmatuBu (BUTpaTH CHPOBHUHU, MaTEPialliB, €1eKTPOEHEPrii, TEXHO-
JIOTIYHOTO MTPOSKTYBAHHS, YUCSITLHOCTI MPAIliBHUKIB TOIIO).



6. [Tepeniku (oca MpaliBHUKIB 3 HOPMOBAHUM POOOYMM THEM, TUIIO-
BHX JJOKYMEHTAJbHUX MaTepPialliB, 0 CTBOPIOIOTHCS B yCTAHOBAX 13
3a3HAYCHHSIM CTPOKIB 30epiraHHs TOKYMEHTIB TOIIO).

7. [nany (BupoOHMYi; OyaiBeTbHO-MOHTAXHUX, TPOSKTHO-PO3BITyBalb-
HUX pOOIT; yMPOBAHKEHHSI HOBOT TEXHIKH, KOOTIEPATUBHUX MOCTABOK
MPOJTYKIIii 32 BCTAHOBJICHOK HOMEHKJIATYPOI); OTPUMAaHHSI TPHUOYTKIB
KHUTIIOBO-KOMYHAJIBHUM T'OCIIOIAPCTBOM BiJI KAIiTATLHOTO PEMOHTY;
poOOTH KOJIeTii, HAYKOBO-TEXHIYHOI pay, BUCHOI pajy TOIIO).

8. IIporpamu (mmpoBemeHHS poOiIT 1 3aX0AIB, BIIPSHKEHD TOIIO).

9. Po3uiHkM Ha 311iHCHEHHS POOIT.

10. CtaryTu aepkaBHUX HiAIPUEMCTB (00’ €THAHB).
11. CTpykTypa i IITaTHA YHCETbHICTb.

12. ®opmu yHiIpIKOBAHUX TOKYMEHTIB.

13. IlITaTHI pO3MHUCH.

KoHTpoOnbHi NnUTaHHA

1. Ha3BiTh OCHOBHI pEKBI3UTH TOKYMEHTA.

2. OnumIiTh OCHOBHI BUIIAJIKW aJIPECyBaHHS JOKYMEHTA.

3. BkaxiTh, SIK 3AIHCHIOETHCS BHYTPIIIHE Ta 30BHIIIIHE TOTOKEHHS J10-
KYMEHTA.

4. IlepemnivuiTh OCHOBHI BUMOTH IO TEKCTY JIOKYMCHTIB.

5. IlepemiviTh OCHOBHI MO3HAYKH HA JOKYMEHTAaX.

1.1.2. Bumoru 0o AOKYyMEHTIB,
niagroToBsfIEHMX A0 APYKYBaHHSA

Tekcr moxyMeHTIB Ha mmanepi popmaty A4 npykyroTh depes3 1,5 Mixk-
PAAKOBUX IHTEpBaly, a hopMaTty AS — uepe3 1 MDKPSAKOBUI 1HTEpBAIL.
TexcTu NTOKYMEHTIB, IO TOTYIOTHCS 10 APYKY, APYKYIOTHCS yepes 2 MikK-
PAAKOBUX IHTEPBAIIH.

PekBizutu (KpiM TEKCTY), SKi CKIIaJa0OThCs 3 KITBKOX PSAAKIB, IPYKY-
I0Thes uepe3 1 MikpsakoBmii iHTepBas. CKilaioBi peKkBi3UTIB “Aapecat”,
“I'pucd 3aTBepmxenHs”, “BigmiTka npo HasBHICTH gofatka”, “I'pud mo-
TOJUKEHHS BITOKPEMITIOIOTHCS OOUH BT OJHOTO 1,5-2 MIKPSIKOBUMHU
IHTepBaIAMH, HATIPUKIIA:

IToromxeno

2

3acrynHuk Minicrpa

155}

(mipnuc) (ininiaan, npizBuine)
1

Jara
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PexBi3uTH MOKyMEHTa BiTOKPEMITIOIOTHCS OJIUH BiJ OHOTO 1,5-2 MiXk-
pSIKOBUMHU iHTepBajaMu. Ha3By BUly JOKYMEHTA JPYKYIOTh BEJIMKUMU
JITepaMu.

Posmmdpoky peksizuty “Ilimmuc” IpyKyrOTh Ha PiBHI OCTaHHBOTO
psiKa HAalIMEHYBaHHsI Toca i 6e3 IHTepBAIiB MIXK 1HIIIATAMU 1 TPI3BUILEM.

MakcumalibHa JOBXHUHA psjika 0araTOpsIKOBUX PEKBIZUTIB —
28 3HaKiIB.

SIKII0 3ar0JIOBOK M0 TEKCTY IepeBuinye 150 3HaKiB (5 psakiB), HOTO
MOJKHA IIPOJIOBXKYBATH 0 MeXi IIpaBoro noist. Kpamnka B KiHIIi 3aro10BKa
HE CTaBUTHCS.

ITig yac ApyKyBaHHS TOKYMEHTIB BUKOPHCTOBYIOTh BiCIM CTaHOApPT-
HUX MOJIOXKEHb TabysaTopa:

0 — Bijg MeXi JIIBOTO MOJISI — JUISI PEKBI3UTIB “3arojioBOK J0 TEKCTY,
“Tekcr” (Oe3 ab3ami), “BiamiTka Mmpo HasBHICTH goaaTKa”,
“IIpi3BHIle BUKOHABIIS Ta HOMep Horo Tenedony”, “BimMiTka mpo
BUKOHAHHS TOKyMEHTA 1 HAIpaBJICHHs HOTo 0 CripaBu’, HAMeHy-
BaHHs nocaju B pekBizuTi “Ilimmuc” ta “I'pud moropxeHus”, 3a-
CBiIUyBaJIbHOT'O HAaMKCYy “3rigHo”, a Takox ciiB “Ciyxamu”, “Bu-
crynuian”’, “Bupimunn”, “ITocranoBunu”, “Haka3syio”, “IIpomo-

L2}

HYI0”;

1 — micns 5 ApyKapChbKUX 3HAKIB — JUISI CKJIaJlaHHs TabIuupb 1 Tpa-
(hapeTHUX TEeKCTIB;

2 — micnsa 24 1pyKapchKUX 3HAKIB — JUTS CKJIaJaHHS TaOJIHIb 1 Tpa-
(hapeTHUX TEKCTIB;

3 — micng 24 ApyKapChbKUX 3HAKIB — /IS CKIIAIaHHS TaOIHIb 1 Tpa-
(hapeTHUX TEeKCTIB;

4 — micas 32 ApyKapchbKHUX 3HAKIB — IS PEKBI3UTY “Ampecar”;

5 — micnsg 40 ApykapchKUX 3HAKIB — JIsI pekBi3uTiB “I'pud 3atBep-
JokeHHs” Ta “T'pud) oOMexeHHs JOCTyIy J0 JOKyMeHTa”;

6 — micis 48 ApyKapChKUX 3HAKIB — JJIs1 PO3MIM(POBKY MIAMUCY B
pekBizuTi “Iligmuc”;

7 — micas 56 ApyKapchKUX 3HAKIB — TS CKJIaJaHHS TaOJIUIb 1 Tpa-

(hapeTHUX TEKCTIB, a TAKOXK JUTS KOJIIB 32 YKpaiHCbKUM Kitacu]ikaTo-
pom mianpuemcts i opranizaniii (YKIIO) ta YkpaiHCbKUM Kilacu-
(dhikaTopoM ympapiiHChKo1 mokyMeHTalii (YKY/I).
3a HasIBHOCTI KIJTBKOX I'pH(iB 3aTBEPKECHHS i ITOTOKEHHS IX PO3Mi-
UIYIOTh Ha OJJHOMY PiBHI BEPTHKAJIbHUMU PSIKAMH, TOYNHAIOUHN BiJ] IO-
JIO’)KeHb TadymsTopa 0, 1, 5.
SIKIIIO B TEKCTi IOKYMEHTA MIEThCS PO M0AaTKU abo BUIIIIEHE B ca-
MOCTIHHUH ab3al] MOCUIaHHS HA TOKYMEHT, [0 CTaB MiJICTABOIO [ HOTO
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BUnaHHs, cioBa “omatokx™ i “IlimcraBa” OpyKyIOTHCS Bill TTOJOKCHHS
tabymsaTopa 0, a TEKCT 10 HUX — Yepe3 OIUH MKPSIKOBUH iHTepBaJl.

SIKmo moKyMeHTH OpOPMIISIIOThCS Ha KUTBKOX CTOPIHKax, Ipyra Ta
HACTYIHI CTOPIHKM MOBHHHI OyTH mpoHyMepoBaHi. HoMepu cTopiHok
MIPOCTABIIAIOTHCS MOCEPEINHI BEPXHBOTO MOJIS ApKyIIa apaOChKIUMHU T ]-
pamu 06e3 ciIoBa “CTOpiHKa” Ta PO3IUIOBUX 3HAKIB.

JpyKOBaHUH TEKCT JOKYMEHTA 00OB’I3KOBO MEPEBipsi€ BUKOHABEIb.
Ha pyxomuci BiH 3a3Hauae, CKUTBKH IPUMIPHUKIB HCOOXITHO APYKYBATH,
Ha KoMy (GopMarti, ATy 3424l MaTepiaiiB 10 THPAKyBAHHS.

Hegenuki 3a 06CSITOM JIOKYMEHTH PO3MHOXKYE OE3MOCEPEIHBO CEKpe-
Tap 34 IOMOMOTrOI0 OPITEXHIKHA Ha HOTro pobouomy Micli. Po3aMHOKeHHs
BEIIMKHX 33 00CATOM JOKYMEHTIB ITOBHHHO 3iiCHIOBATHUCH CIICIliajli3oBa-
HUM TIPO3/IJIOM 33 TAKUMH NTPABUIIAMU:

* IS BUKOHAHHS PO3MHOYBAJIbHUX POOIT BUKOHABEI[h 3aMIOBHIOE

3aMOBIICHHS, SIKE MIJIIICY€E KEPIBHUK CTPYKTYPHOTO MiAPO3ILTY;

* JIOKYMEHTHU Ha PO3MHOKEHHSI IIEPEIAI0ThCS PA30M 13 3AMOBJICHHSIM.

[Tpu 1bOMyY 3aMOBJIEHHIO IPUCBOIOETHCS HOMED, 3a3HAYAETHCS ATa
Horo nepejiayi, BCTAHOBITFOEThCS TEPMiH BUKOHAHHS 3aMOBJICHHS;
* 3aMOBJICHHS PEECTPYETHCS Yy CIICIaILHOMY JXKypHaJl 00JIiKy pobo-
. Ocoba, sika oJIepKye PO3MHOXKEHUN JOKYMEHT, PO3IHUCYEThHCS
Ha 3aMOBIICHHI 13 3a3HAUSHHSIM JATH OJIeP)KAHHS;
* OpUTriHAJU JOKYMEHTIB IICJIsI BATOTOBJICHHS 3 HUX KOIIii OBEpTa-
IOThCS 33 HAJIOKHICTIO.

1.1.3. Bumorun go 6naHkiB

Baank — 1ie cTaHIapTHUN apKYIIl, HA SIKOMY BiJloOpa)keHa MOCTiiiHa
iHdopMais i BiIBeACHO MicIe 715 epeMiHHo1. JIIst CKiTaTaHHsl CITy»K00-
BHX JIOKYMEHTIB B YCTAHOBAX TTOBUHEH BUKOPUCTOBYBATHUCS TAMip Gop-
MaTiB A4 ta AS. CkiatanHs JOKYMEHTIB Ha Tanepi JOBUILHOTO GopMa-
Ty HE JO3BOJISIETHCA. SIK MpaBUiio, yci CIIy>kOOBI JOKYMEHTH ITOBUHHI
odopmsITUCS Ha OJTaHKAX YCTAHOBH, SIKI BATOTOBIISIFOTHCS 3T1/THO 3 BUMO-
raMu JIep>KaBHUX cTaHAapTiB Ta [IpumipHOI iHCTPYKUIl 3 11IOBOICTBA 3
000B’3KOBHUM JIOJICPKAHHSIM TaKUX MTPABUIL:

* BCTAHOBJIIOIOTHCS JBa BUAW OJTAaHKIB: OJaHK IS JINCTIB 1 3araTbHAMN
OJaHK IS IHITUX BUJIIB OPTaHI3alliifHO-PO3MOPSIUNX TOKYMCHTIB.
BurorosiieHHs O1aHKIB KOHKPETHUX BUJIIB TOKYMEHTIB JOMYCKAEThCS,
SIKIIO 1X KUTBKICTh mepesuiirye 200 oIMHUIIL HA PIK;

* OJIAHKM KOXXHOT'O BUJly ITOBUHHI BUTOTOBJISITUCS HA OCHOBI KyTOBOT'O
a00 MOB3TOBXHLOTO PO3MIIIEHHS PEKBI3UTIB. PeKBI3UTH 3arojroBka
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PO3MIIIYIOTHCS IIEHTPOBAHUM (ITOYATOK 1 KiHEIlb KOXKHOT'O PSIIKa PeK-

BI3UTY OJHAKOBO Bi/iJIaJIEH] BiI MEX ILUIOII) a00 MparnopoBuM (KOX-

HUI PSAJIOK PEKBI3UTY MOUMHAETHCS BT JIIBOT MEXI IIOIII) CIIOCOO0M;

e OJTaHKW IMTOBUHHI BUTOTOBIATHCS Ha ITK Ha OimoMy mamepi abo marepi

CBITJIX TOHIB (hapOaMu SICKPaBOTO KOJIbOPY;

* OIIAHKM TOKYMEHTIB TIOBUHHI MaTH TaKi MOJIs: J1iBe — 30 MM; BEpXHE —

He MeHII HiK 10 MM; mpaBe i HU)KHE — HE MEHIII HiX 8 MM.

Jlesiki BHYTPIIITHI TOKYMEHTH (3asBH MPAIliBHUKIB, OKpeMi CITy>KOOBI
JIOBIKY TOIINO) Ta JOKYMEHTH, CTBOPIOBAHI BiJl iMEHI KiJIbKOX OpraHi3a-
i, oopMIISIFOTh HE Ha OIaHKaXx.

SIKIIO TOKYMEHT CTBOPIOETHCS 34 JOTIOMOTOI0 KOMIT'I0Tepa, TO MO-
TpiOHO BpaxyBaTH, IO IIPUQPT, TKUM IPYKYETHCS TEKCT, Ma€ OyTH MaKCH-
MaJIbHO HAOIMKEHUH 32 (DOPMOIO Ta PO3MIPOM A0 MIPHUPTY IPYKaAPChKOi
MAaIlIUHKH,

3azanvHuii O1AGHK MICIUMb peKGi3umu:

e epxauuii I'epd Yikpaiau (mOpsmgok HOTO BUKOPUCTAHHS BH3HA-

YAETHCS 3aKOHOM);

o emOneMa MmiIPUEMCTBA, YCTAHOBH, OpraHi3allii;

* HallMEHyBaHHS BUIIO1 OpraHi3aIlii;

* HallMEHYBaHHS MiANMPUEMCTBA, YCTAHOBH, OPTaHi3alil;

* JaTa Ta IHJEKC JOKYMEHTA.

baank cayacoosux nucmie micmumo pexeizumu:

e [lepxaBuuii I'epd YVikpainu (mopsmok MOT0 BUKOPUCTAHHS BU3HA-

YAETHCS 3aKOHOM);

e eMOJileMa MiANPHUEMCTBA, YCTAHOBH, OpraHi3arlii;
* KOJI IIPUEMCTBA, YCTAHOBH, OpraHi3amii 3a YKpaiHChKUM Kiracudi-

KaToOpoM mianpueMcts i opranizauiit (YKIIO);

e HallMEHyBaHHS BUIIO] OpraHi3arii;
* HailMeHyBaHHS MMPUEMCTBA, YCTAHOBH, OpraHi3allii;
* IHJEKC MIAMPUEMCTBA 3B’ 43Ky, MOIITOBA Ta TeserpadHa aapeca, Teie-

(oH, paxc, GaHKIBCHKI JgaHi;

e JlaTa Ta IHJEKC JOKYMEHTa;
* MOCUJIAaHHS HAa [1aTy W IHIEKC BXIAHOTO JOKYMEHTa (JIMB. 3pa3Ku

OJIaHKIB).
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3aranbHumM 6naHk

(repd)

YKPATHA

MIHICTEPCTBO
3AKOPJOHHUX CIIPAB

BnaHku cnyx60BuX NUcTiB

T'OJIOBHE
APXIBHE YITPABJIIHHA
npu Kabineti MinictpiB Ykpainu
02601, m. Kuie-601, MCIT
Bys. Cosiom’sTHCBKa, 24
TlonoBapxiB Ykpainu, ten. 277-27-77
Ne

Ha Ne

T'OJIOBHE
APXIBHE YITPABJIIHHAA
npu Kabineti MinictpiB Ykpainu

Ne

KoHTpOnbHi NnUTaHHA

1. Ha3BiTh OCHOBHI pEKBI3UTH IOKYMEHTA.

2. OnuuITh OCHOBHI BHITAJIKH a/IpECyBaHHS TOKYMEHTA.

3. S 3A1CHIOETHCS BHYTPIIIHE Ta 30BHIIIHE TOTOKEHHS TOKyMeHTa?
4. IlepenivyiTh OCHOBHI BUMOTH JI0 TEKCTY JOKYMEHTIB.

5. IlepeniviTh OCHOBHI O3HAYKU HA TOKYMEHTAX.

23



Po30in 2
CKNAOAHHA K OPOPMIIEHHA
CNnyXeOBuUX 0OKYMEHTIB

1.2.1. OpraHizauinHO-NnpaBoOBi AOKYMEHTHU

MonoXxeHHA

Opranizaiiii, Aep>KaBHI Ta KOMEPIIHI MAMPUEMCTBA MO 3 AKTaMU
JIep>KaBHOT BJIA/IN Y CBOTH JISITBHOCTI KEPYIOTHCS MTOJIOKEHHSIMH, CTATyTaMH,
IHCTPYKIIISIMA Ta TIpaBUJIAMU.

OpraHizalliiftHi JOKyMEHTH 3aKPIIUIIOI0Th KOHKPETHI (PyHKII, TpaBa Ta
00O0B’SI3KM OPraHiB YIPAaBJIiHHS HA TPUBAIIMI Yac.

Ionoscenna — 1ie TPABOBUH aKT, SIKMW BU3HAYAE OCHOBHI IIpaBHIIa
oprasizailii Ta TisSUTBHOCTI, IIpaBOBE IOJIOKEHHS, ITpaBa, 000B’SI3KH,
oprasizario poOOTH IepKaBHUX OPraHiB, a TAKOK HIKYECTOSIIHNX yCTa-
HOB, OpraHi3alliif i MAMPUEMCTB.

[Tonmoxenus: OyBarOTh THIIOBI i 1HAMBIAYalbHI. THUITOBI MONIOKEHHS
PO3POOIISFOTHCS 1711 CUCTEMH YCTAHOB 1 MIPUEMCTB, IHAUBIAyaTbHI —
Ha OCHOBI THIIOBHX.

ITomoXxeHHs TPO YCTaHOBY 3aTBEPKYETHCS POMOPSITINM JOKYMEH-
TOM BHIIOT OpraHizaiiii, 0hOpMIISIETHCS HA 3arajiIbHOMY OJIAHKY 1 MICTUTh
TaKi peKBI3UTU: HA3BY OPraHi3allii, CTPYKTYPHOrO MiIPO3/iTy, MiCle BH-
JTaHHs, 1aTy, IHACKC, 3aTOJIOBOK 0 TEKCTY, TEKCT, ITIIITHIC, BIIMITKY ITPO
MTOTOJKECHHS.

[TomoxeHHs MIAMUCY€e KEPIBHUK OpraHizaiii 1 3aTBepKye BUIIA 3a
MATOPSAAKYBAHHSM OpraHizalis.

DopMyIISIp-3pa30K MOJTOKESHHS HABEACHHIH HIDKYE.

MOJIOKEHHS 3ATBEP/IKYIO
PO CTPYKTYPHMIA Miapo3 i

JupexTop

Jara (nazea nionpuemcmea)

PosmmdpyBanus mianucy
(migmuc) Jlara
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CTpyKTypa TeKCTy

. 3arayibHi MOJIOKEHHS.

. OCHOBHI 3aBJIaHHSI.

DOyHKIil.

[TpaBa it 000B’sI3KH.

. KepiBHunrso.

B3aeMoBIAHOCUHU, 3B’SI30K.

MaiiHo Ta KOIITH.

. KonTpons, nepeBipka i peBizis AisNTBHOCTI.
. Peopranizaris it JikBijgariis.

KepiBauk cTpykTypHOro
nizpo3uiiay (nionuc) PosmugpyBanns nignucy

MMOT'O’KEHO

FOpuckoHCYabT migNpHEMCTBA
PosmudpyBaHHs migmucy
(nionuc)

Jlara

Cratytn

Cmamym — 1ie TPABOBUHU aKT, 10 BU3HAYAE CTPYKTYPY, QYHKIII,
MpaBa, B3a€MOBIIHOCMHY OpraHi3allii 3 iHIIUMHU OpraHi3alisiMu.

3rigHO 13 3aKOHOIaBCTBOM YKPAiHU CTATYTH IIICHS 1X 3aTBEPIKCHHS
BUIIIOIO OpTaHi3alliero MIISraloTh 000B’I3KOBINM peecTpallii B opraHax
MinictepcTBa (hiHaHCIB. SIK 1 MOJOXKEHHS, CTATYTH MOXYTh OYTH 1HIUBI-
JlyaJibHI i TUTIOBI.

3MICT CTaTyTy CKJIAA€ThCS 3 PO3ILTIB, SIKi MAIOTh 3aT'0JIOBKHU Ta HyMe-
pyroThcs apadbchkumu nudpamu. CTaTyT — 1€ OCHOBA IJI PO3POOIICHHS
MOJIOKEHHSI.

DopMyIsIp-3pa30K MOBUHEH MaTH TaKi PEKBI3UTHU: HA3BY OpraHizaiii,
rpud 3aTBep/UKEHHS, Ha3By BHUAY JOKyMEHTA, MICIe BHIAHHS, JATY,
IHJIEKC, 3aT0JIOBOK JIO TEKCTY, TEKCT, IIAIUC, BIIMITKY IIPO PEECTPALIII0
CTATyTYy, NMEYATKY. 3aTBEPAKYETHCS CTATYT 300paMU 3aCHOBHUKIB. Bin-
MITKa IIPO PEECTPALIIO 3aCBITUYETHCS IEYATKOIO PEECTPALIIHOTO OpraHa.
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DopMyIIIp-3pa30K CTATYTy HABEJACHO HUXKYE.

3apeecTpoBaHO pillIeHHIM BHKOHKOMY 3ATBEP/IXKYIO
JlupexTop

(nazea nionpucmemea)

Big “ ” 200__p.
(opeanizayii-3acnosnuxa)
Ne
T'onoBa BHUKOHKOMY (nionuc) Po3mmbpyBaHHs HiIITHCY
(nionuc) Po3mudpyBaHHs miamucy Hara
JlaTa
CTATYT

(nosna nazea nionpuemcmea)

CTpyKTypa TEeKCTy

. 3arayibHi MOJIOKEHHS.

. 3aBaaHHs Ta QYHKIIT MIATPUEMCTBA.

. MaiiHo mignpueMcTBa.

. YIIpaBITiHHS MIITPUEMCTBOM.

. Oprasnizaris Ta oruraTa Impari.

. 3BiT, 3BITHICTb 1 KOHTPOJIb.

. 30BHIIIHBOEKOHOMIYHA JISJILHICTb.

. Peopranizauis Ta npunrHEHHS isTIbHOCTI MANPUEMCTBA.

MNOIroaAXKEHO CTATYT 3APEECTPOBAHO
PeecTpaniiinuii Ne
PosmmdpyBanns mignucy YxBaJjieHO Ha 3arajbHUX 300pax

O3 N kAW~

(nionuc) TPYI0BOT0 KOJEKTHBY
Jara ITporokoa Big “___” 200_ p.
IHCTpyKUiT

Incmpykuis — paBOBHIA aKT, B SIKOMY BHKIIAJICHI IIPABUJIA, IO PEry-
JOIOTH CIelialbHI CTOPOHU TiSTIBHOCTI T4 B3a€MOBITHOCHHHU YCTAHOB,
CIty)00BUX OCI0.

3MiCT IHCTPYKIIii CKJIaIa€THCS 3 PO3ALIIB, SIKi MAIOTh 3aTOJIOBKH Ta
MOUISIOTHCS HA IMTyHKTH Ta MiAITyHKTH.

TexcT IHCTPYKILIi MOBUHEH MAaTH BKa3iBHUH XapaKTep, IS YOTO BKIBA-
10Tb (HOPMYITIOBaHHA “TIOBUHEH”, “citin’”’, “He00XiaqHO”, “3a00pOHSIEThCS”
TOLIO.
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DopMyIsIp-3pa30K IHCTPYKINl MOBHHEH MATH TaKi PEKBI3UTH: Ha3BY
BUJIy OKYMEHTa, rpu( 3aTBep/KEHHS, 3ar0JI0BOK, J1aTy, IHACKC, Miclie
BUJIAHHS, TEKCT, IMIJIMUC, BUAU MTOTOHKEHHS.

[HCTpYKLiS OQOpPMITIETHCS HA 3aTaIbHOMY ONAHKY MiATPHEMCTBA,
IMIMICYETHCS TTOCATOBOI0 0CO00¥0, sIKa il po3p00JIsiia, a TAKOXK Bi3YETh-
cs KepiBHUKAMU YCiX 3alliKaBIICHUX MIIPO3IiIiB, FOPUCTOM Ta 3aTBEp-
JDKYETHCS KEPIBHIKOM OpTraHi3alii.

1.2.2. Po3nopsiayi AOKYMEHTW.
Haka3u 3 OCHOBHOI AisANbHOCTI

HesanexHo Big XapakTepy i THITY DisSUTBHOCTI OpraHi3aitii, ii opraHiza-
IHO-TTPaBOBOI OPMHU, KOMIICTSHIIIT yIIpaBIiHChKA TisUTBHICT YCTAHOB
3/IIMCHIOETHCS IJIIXOM BHJIAHHST PO3MOPSTUNX JTOKYMEHTIB.

OCHOBHE MPU3HAYEHHSI PO3MOPSIUUX JIOKYMEHTIB — PEryJIIOBaHHS
JISUTBHOCTI, IO TO3BOJISIE OpTaHaM YIIPaBJIiHHS 3a0€3IIEUNTH peari3allito
TTOCTABJICHUX TE€pe/l HUMU 3aB/IaHb. BUTaHHS pPO3MOPSIUNX JOKYMEHTIB
YCTAHOB BU3HAUAETHCS aKTAMU 3aKOHOJIABCTBA, MOJIOKEHHAMU (CTATyTa-
MH) PO HUX. 3 TUTaHb, [0 CTAHOBIIAThH B3aEMHMIT IHTEPEC 1 HAJISKATH J10
KOMIICTCHITII Pi3HUX YCTAHOB, MOXYTh MPUHAMATHCS CIIIbHI PO3TOPSIUl
JIOKYMEHTH.

[TizcTaBaMu 1151 MPUMHSITTSI PO3MOPSTYUX JIOKYMEHTIB B yCTAHOBAX €:
Koncruryuist (254x/96-BP) i1 3akonun Ykpainu, mocraHoBu BepxoBHOT
Pamu Ykpainu, ykasu i po3nopsypkeHas [Ipesnnenra Ykpainu, TeKpeTH,
ITOCTAaHOBH 1 po3nopspkeHHs KabineTy MiHicTpiB YKpaiHu, pilllecHHS Ta
nocranoBu BepxosHoi Pamu ABTonomHoi PecniyOniku Kpum, a Takox
MPOBEICHHSI BUKOHABUOI i pO3MOPSAUOIL AISUTHHOCTI 3 METOIO BUKOHAHHS
YCTAHOBOIO IMOKJIA/ICHUX Ha Hel 3aBHaHb 1 PYHKIIIH.

Posmopsiaui JOKyMeHTH, SIKi HAIXOISITh 10 YCTAaHOBH BiJl OpraHiB BU-
1IOr0 PiBHS, JOBOAATHCS IO OPraHi3allii, 110 HallexaTh a0 chepu ii yi-
paBIiHHS. YCTaHOBA MAa€ MPaBO PO3CUIIATH KCEPOKOITiT JOKYMEHTIB Opra-
HIB BUIIIOT'O PIBHS OpraHizamisM cepu yIpaBJIiHHSI pa3oM i3 CyIpoBia-
HUM JTICTOM.

JOKyMeHTH, 110 BUJAIOTHCSA HA MiJCTaBl PO3NOPSAAYNX TOKYMEHTIB
OpraHiB BUIIIOTO PiBHS, TOBUHHI MATH TOCUJIAHHS HA HUX 13 3a3HAYCHHSIM
HaliMEeHYBaHHS IIUX JOKYMEHTIB, 1aT, HOMEPIB 1 3ar0JIOBKIB.

B ymoBax koleriaTbHOTO NMPUWHSITTS PillleHb BUIAIOTHCS TOCTAHOBH
Ta pilleHHs. 3a €IMHOHAYAIIPHOCTI — BHUIAIOTHCA HAKA3H, BKA31BKH Ta
PO3MOPSIIKEHHSI.
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HadmomupeHimM BUIOM PO3NOPSIUNX JOKYMEHTIB B VIIPABIiHHI €
Hakas.

Haxasz — 11e po3MOpsUNil JOKYMEHT, SIKUIl BUJIA€ KEPIBHUK MITPH-
€MCTBa, OpraHi3ailii, yCTaHOBM Ha MpaBax €IMHOHAYAIBHOCTI i y MeXax
CBO€ET KOMIETeHI].

BujanHs Haka3dy B yMOBaxX €JIMHOHAYAJIBHOCTI MPUNHSATTS PIllIeHb
TaKi:

1. OGrpyHTYBaHHS HEOOXITHOCTI BUIaHHS PO3MOPSIUOTO JOKYMEHTA.
. 30ip 1 aHaI3 iH(pOPMAIIil 3 MTUTAHHS.
. ITigroTOBKA MPOEKTY PO3MOPSTIOTO JOKYMEHTA.
. [TorokeHHS TPOEKTY JOKYMEHTA.
. BUHEeceHHs TPOeKTy po3MoPsAI0ro TOKYMEHTa Ha PO3TIISi KepiB-
HUITBA.
. [puiiHsTTs pitneHHs (MIMUCAHHS JIOKYMEHTA).
. JloBeneHHs1 pO3MOPSAIIOro JOKYMEHTA J10 BUKOHABIIIB.

TekcT Haka3y CKIIAAAETHCS 3 KOHCTATYIOUO1 i pO3MOPSA U0l YaCTUH. Y
TIEPIIiif YaCTHHI BUKIIAIAETHCS METa BUAa4l HaKazy. Jpyry nmo3sHauamoTh
cioBoM “HAKA3VYIO”. BoHa ckiamaeTbes 3 MyHKTIB. A KOXKEH IMyHKT, Y
CBOIO Yepry, — 3 KUIbKOX YaCTHH: Jisl, TePMIH BUKOHAHHS 1 BIJIITOB11aJ1b-
HUIi 32 BUKOHAHHS. B OCTaHHBOMY IyHKTI PO3MOPSIUOi YACTUHU HAKa3y
3a3HAYAIOTh OCI0, SIKMM JIOPYYa€ThCSI KOHTPOJIb 32 KOO BUKOHAHHSIM.

V pa3i moTtpebu B Haka3i ITepepaxoBYIOTh paHIIle BHIAHI TOKYMCHTH
(Haka3u, PIICHHS), K1 [IUM HAKa30M CKaCOBYIOThCSI.

[Micns ckiragaHHsl TEKCTY HaKa3y HEOOXIJHO MPOBECTU HOTO MOTO/I-
JKEHHSI 1 TITUCaHHS.

[TpoexT HaKa3y MOTO/KYIOTH 13 3ACTYITHUKOM KEPIBHUKA YCTAHOBH,
TAKOX IOPHUINYHA CITy’K0a MepeBipsi€ BIAMOBIAHICTh IPOEKTY HaKazy 3a-
KOHOJABCTBY Ta PO3MOPSKEHHSIM BHUIIMX OpraHi3aliii, Bi3ye Horo 3a
HasIBHOCTI HEOOXITHUX BI3.

Haka3 mianmcye nepimii KepiBHUK yCTaHOBU a00 HOTO 3aCTYITHUK.

[S I~ I \S)

~

MiHICTepCTBO OCBITH 1 HAyKU YKpaiHu
HAKA3
M. Kuis
16.07.02 Ne
ITpo BIpoBaKe€HHSI OCHOBHUX
IIpaBUJI AIJIOBOJCTBA
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3 MeTOI0 MepeBipKH Haka3y mo MiHictepcTBy “IIpo mpoBemeHHS 3a-
XO[IiB IO BIPOBA)KEHHIO OCHOBHMX IpaBuiI Ainmosonactsa” Big 10.07.02
Ne 77

HAKA3VIO:
1. Ilpu3HAYMTH KOJIETIIO y CKIIAII:
lomosa — Kpasuenko B. M.
Cekperap Koyerii — Bonomyxk T. IT.

Uenu xoerii:
1. Havanpuuk Bigainy xaapis ITonos C. B.
2. Incrmekrop xaHmenspii I'ym3e B. O.
2. KepiBHUKAM CTPYKTYpHHUX MiAPO3ILTIB HATABATH WIEHAM KOJerii
MTOCHIIbHY JOTIOMOTY i yCIO HEOOXIAHY TOKYMEHTALIIIO.
3. YcraHOBHTH TepMiH poboTH KoJrerii g0 28.09.02.
4. KoHTpOJIb 32 BUKOHAHHSM HaKa3y MOKJIACTU Ha 3aCTYIHHUKA MiHi-
ctpa B. bepexHoro.

Minictp (nionuc) PosmmdpyBanus nignucy

(Hassa nionpucmcmea)

H AKA3

2

Hara Neo
2

M. KuiB

2

ITpo npoBeneHHs atecrarii
KEepPIBHUKIB, CIIEIIAJIICTIB
Ta CIIy’)KOOBIIiB

3 MeTOoI0 BUSBIIEHHS TPOdeciiHO-KBaTiPiKAIITHUX MOKIUBOCTEH ITpa-
L(IBHUKIB

HAKA3VIO:
1. ITpoBecTy 4eproBy aTecTallilo KEpiBHUKIB, CIIEIIATICTIB Ta CIIy)KOOB-
LB y nepiof 3 o 200_ poky.

2. 3aTBepauTH Tpadik aTecTalii Mo miapo3/IiIax.
3. 3acCTyMHUKY TUPEKTOPa 3a0€3MCUNTH BUTOTOBJICHHS OJIaHKIB aTecTa-
LIMHUX JIUCTIB 1 MPOTOKOJIB 3aciJJaHb aTeCTAI[IMHUX KOMICIH 10

4. CtBOpHUTH (kinbKicmp) aTeCTAIITHUX KOMICIH 3 pIBHUMU
MpaBamH.
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5. Kowmicito 3 atecraiiii npaiiiBHUKIB CTBOPUTH B TAKOMY CKJTAJIi:
T'omosa xowmicii
3aCTyIHUK TOJIOBU
Unenu komicii: 1.
2.
3.

6. KepiBHuKam
6.1. Ha mizcraBi rpadika mpoBefeHHs aTecTallil CKJIaCTU MOIMeH-
HuUii rpadik, 3 SKUM 1] PO3MUCKY O3HAWOMHUTHU THUX, XTO MOBUHEH
npouTH arecramiro. Tepmin
6.2. Ha KOXHOTO MpalliBHUKA, IKUH Ma€ MPOUTH aTeCTaIlio, MAro-
TYBaTH XapaKTEPUCTUKY 1 O3HAWOMHUTH 3 HEIO B TEPMIH 3T1JTHO 3 110-
JIOKEHHSIM.

7. 3aCTyNHUKY IUPEKTOPA 3 KAAPOBUX MUTAHB:

7.1. TIpoBecTH IHCTPYKTaX 3 WICHAMHU KOMICIi TTpPO TTOPSIOK IIPOBE-

nenHs atectauii. Tepmin

7.2. 3abe3neunTH KOHTPOJIH 32 pOOOTO0 KOMICIi BIATIOBIAHO 10 BU-
Mor [ToJ10eHHs PO MOPSIIOK MPOBE/ICHHST aTeCTAllii.

8. KoHTposbh 32 BUKOHAHHSM IIbOTO HaKa3y MOKIACTH HA 3aCTYyITHUKA

IUPEKTOpa 3 KaAPOBUX MUTAHB

(npizeuwe, iniyianu)

HupexTop (nionuc) Posmmdpysanns mianucy

1.2.3. lNpoTokonu

IIpomokon — NOKYMEHT, Y SIKOMY (IKCYETBCS MiCIle, Yac i MeTa IIpoBe-
JIeHHsI 300piB, KOHpEPEeHIIi, 3aciianb, Hapal, CKJIaj MPUCYTHIX, 3MICT
3aCIyXaHUX JIOTOBI/Iel, BUCTYIIIB, YXBaJCHHS OOTOBOPEHUX MUTAHb.

[Mpotoxon Mmoxe ykiiagaty odiliiiHa KOMIETEHTHA 0c0o0a, sika 3aCBi/I-
4yye TOW M iHIMN (aKT (TPOTOKOI CAHIHCIIEKTOPA, ABTOIHCIIEKTOPA).

3aciTaHHs KOJIeTiaJbHUX OPTaHiB MPOBOJAUTHLCS BIIMOBIIHO O 3a-
TBEPDKCHUX INIAHIB X poOOTH Ta 3a HEOOXIAHOCTI. Y IuIaHi poOOTH KOJIe-
riaJIbBHOT'0 OpraHy 3a3HAaYal0ThCs 3MICT MUTaHb, JaTa PO3IIISLY, MPI3BUIIE
BiMOBiZaYa Ta HAWMEHYBaHHSI MIAPO3/TY, IKHH TOTYE TOKYMEHTH /IS
PO3TJIsAIy KOJIETiaIbHUM OPraHOM, TEPMIH ITOJJAHHS JIOKYMEHTIB.

JIOKyMEHTH 3 MHUTaHb, [0 BUHOCATHLCS HA PO3TJIS/ KOJIETiaIbHOTO
OpraHy, ITOBUHHI ITOJTaBaTHCS HE ITi3HIIIE HiX 3a 5 qHIB 10 3acimanHas. L1
JIOKYMEHTHU BKITIOUAIOTh:
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* JIOMOBIHY 3aITUCKY (aIpecoBaHy KOJICTiaJJbHOMY OpTaHy), V SKii
I'PYHTOBHO BUKJI/ICHI TUTAHHS 3 BUCHOBKAMH M MTPOTO3UIISIMU;

* JOBIAKY IMPO MOTOKEHHS MTPOEKTY 13 3alliKaBIIEHUMHU CTPYKTYPHU-
MM MIPO3AiIaMy Ta IHITUMH YCTAaHOBAMHU;

* CITMCOK OCIO, sIKi 3aITPOIIYIOTHCS Ha 3aCiTaHHsI KOJIETIaIbHOTO OpPTaHy.

ITpo xoxHe 3aciaHHs KOJIETiaTbHOT'0 OPTaHy CKIIAIa€ThCs TPOTOKOI,
SIKHH OPOPMIISIETHCS BITITOBITHO IO ITPABHIL.

JIOKyMeHTH, MiIrOTOBJICHI 10 PO3TIISITY KOJET1aIbHIM OPraHoM, a Ta-
KO OJIMH NMIPUMIPHUK IXHIX KOl 30epiratoThCs y cekpeTraps abo B Impo-
TOKOJIIbHIHM YaCTHHI KOJIET1aIbHOTO OPraHy 3 KOKHOT'O 3aCiJTAaHHSI OKPEMO.

V pasi mpoBeaeHHS 3aKPUTOTO 3aCiTaHHs KOJIETiaJbHOTO OpraHy (3a-
KPUTOTO OOTOBOPEHHSI OKPEMHX MUTAaHb) MIATOTOBKA JOKYMEHTIB 3/Tii-
CHIOETHCS 3 JOTPUMAHHSIM YCTAHOBJICHHX ITPABWII POOOTH 3 IOKYMEHTaAMHU
0OMEXKEHOT0 JOCTYITY.

CexpeTap KOJEriabHOT0 OpPraHy KOHTPOJIIOE CBOEUACHICTD ITOJJAHHS
JIOKYMEHTIB Ha PO3IJIAL 1 MepeBipsi€e IX HASIBHICTB 1 MMPaBUIIBHICTb 0(hOpM-
JICHHSI.

V pasi nopyiieHHs BCTAHOBJIEHOTO TOPSIAKY MIATOTOBKU JOKYMEHTIB
JIO PO3IIISTY KOJIETialIbHIM OPTaHOM, SIKHW BUPIIIYE, PO3TIISIIATUMETHCS
11e TMTAHHSI HA 3aciiaHHl 4u OyJie 3HSTO 3 MOPSIJIKY ACHHOTO.

Oco0wu, sKi OJIeprKaJIA MMPOCKTHU PIIICHHS Ta iHII TOKYMEHTH, YBaXXKHO
BUBYAIOTH iX JIO 3aCiJaHHS KOJIET1aJbHOTO OpraHy i B pasi MoTpedu 4iTKO
(hopMyITFOIOTE CBOI 3ayBa)KEHHS ¥ IPOTIO3HIILI.

3a 00csAToM (DiHAHCOBHX JTaHUX IMMPOTOKOJHW MOXKHA PO3IOJTUTUTHA Ha
TPpHU TPYIU:

1. Cruci, y TEKCTi SIKMX 3aIliCaHi JIMIIIEC yXBaJIH.

2. TloBHI, y TEKCTi SIKHX, KPIM yXBaJjl, CTHCIIO 3aITUCYIOTh BUCTYITH J10-
MMOBiaYiB Ta IHIIUX YYAaCHHUKIB 300piB, Hapas, 3aciaHb.

3. CrenorpadiuHi, ¢ yCi BUCTYIIH 3aIUCYIOTh TOCITIBHO.

DopMyIsip TPOTOKOIY Ma€ TaKi peKBI3UTHU: HAIMEHYBaHHS OpraHi-
3aIlii, 3a3HaYCHHS BUIY JTOKYMEHTA, JaTa 3aciIaHHS, HOMEp, MicIle 3aci-
JTaHHS, TpU( MATPUEMCTBA, 3aTOIOBOK, TEKCT, MI/IMHICH.

Ha mpoTtokomni mpocTaBiseThCsl 1aTa 3aciaHHs, a He KiHIIEBOTO
0o(hOPMIICHHS YU TIAMICAHHS TTPOTOKOMY.

3aroJIoBOK MiCTUTh 1H(GOPMAI[II0 PO BUJ KOJET1adbHOI AiSJIBHOCTI
(3acigaHHs, 300pu, pajia) i HA3By KOJIET1aIbHOT'O OpraHy.

TekcT MPOTOKOIIY MOIUTSETHCS HA JIBl YACTHHHU: BBIJIHY, /1€ BKA3YETh-
Csl TOJIOBYIOUUI, CeKpeTap, MPUCYTHI ¥ MOPSAIOK ACHHUH, 1 OCHOBHY, i€
(ikcyeThes X1 3aCiTaHHS.
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[IpizBUIa MPUCYTHIX 3aIIUCYIOTh ¥ IPOTOKOJI, AKIIO iX He OinbIme 15,
B ajihaBITHOMY MOPSJIKY 13 3a3HAUEHHSM MicClisi poOOTH ¥ ocaau, SIKIO
K X OLIbIIe, CKJIAIaI0Th OKPEMUIA CITUCOK. Y MPOTOKOJIAX 3aciaHb paju
IUPEKTOPIB BKA3YIOTh MPI3BUINA IPUCYTHIX WICHIB paJu HE3aJIe)KHO BiJ
iXHBOT KUTBKOCTI.

[Topsaok AeHHUH BKITIOYAE TUTAHHS, BUHECEHI Ha oOroBopeHHs. Kox-
HU YHKT TOPSIKY JEHHOTO HYMEPYEThCSI, 3AITUCYETHCS 3 HOBOT'O PsJIKa
I BIATIOBIZIa€ HA 3alUTaAaHHS “IIPo mo?”:

1. [Tpo mincymku pobotu AT ” 3a nepiue niBpiyus 200_ p.

OcHOBHA YacTHWHA IPOTOKOITY MAa€ CKJIaIaTUCS HA MiACTaBl BUCTYIIIB
YUaCHHKIB 300PiB, KOH(EPEHIIiid, 3aciaHHs, Hapau. BiH moBUHEH OyTH
CTUCIIUM, 3PO3YMUINM, JIAKOHIYHUM, aJIe B TOM Ke 4ac MICTHTH iHpopMa-
IIif0, IO BCEOIYHO PO3KPHBAE OOTOBOPEHHS MUTAHHS. TEKCT MPOTOKOITY
Mae CKJIaJaTHCS 3 MO3UINNA BiIMTOBIIHO JIO MOPSIKY JEHHOTO, & KOKHOTO
PO3IILITY — 3a CXeMOIO:

CIIYXAJIN:

BUCTYIINJINA:

YXBAJIWJIN:.

ITicns cioa “CJIVXAJIN” cTaBisATh IBOKpAIKy. IHiIiamm i mpi3Bu-
e J0TMOoBijaya 3a3HA4Yal0Th 3 HOBOTO PsAJKa B HA3UBHOMY BIJIMIHKY,
ITiCITS IPI3BHUIIIA CTABIATH TUPE K BUKIIAJAIOTH 3MICT IIPSIMOIO MOBOIO.

Crnosa “BUCTYIIUIJIN” 1 “YXBAJIMJIN” TakO) MUIIYTh BETUKUMU
JIiTepaMHU 3 HOBOTO PSIJIKA 1 CTaBJIATH B KiHIII JTBOKPATIKY.

SIKIIo B yXBalli MICTSTHCS MMUTAHHS Pi3HI 32 XapaKTepoM, X IMOIiIs-
I0Th Ha I'PYIH, IKi HyMepYyIOTh apabCchbKUMH LU(ppaMU.

YxBajia BKa3yeThCsl y TPOTOKOJI MOBHICTIO, TOMY 1110 € HAWBaXJIUBI-
I10¥0 11 YacTUHOO. TeKCT yXBaju OyAyeThCS BIMITOBIIHO 0 3pa3Ka PO3Io-
PSAIYOI YACTUHU HaKa3y.

[ToBHicTIO 0 OPMITEHHI MPOTOKO MIAMUCYIOTh [OJIOBA Ta CEKPETap.
[TpoTokonu mpaBIiHHS AKIIIOHEPHOTO TOBAPHUCTBA UM PaId TUPEKTOPIB
IMOBUHHI OyTH IMiAMKCaHI BCiMa MPUCYTHIMH Ha 3acCiTaHHI.

Jo mpoToKoITy MiAINUBAIOTHCS MOJaHI HA PO3IIISI MaTepian: JOBi/I-
KM, JOTIOBI/Ii, MPOEKTH TOILIO, IKi 0QOPMIISIOTHCS K TOJATKH.

PimenHst, mpuidHSTI HA 3aCiIaHHi, JOBOJATHCS A0 BiJjoMa CIIBPOOIT-
HUKIB MAMPUEMCTBA Y BUTIISA/I KOIIil CAMOT0 MPOTOKOIY a00 po3Mopsii-
YUX JIOKYMEHTIB: HaKa3iB, PillleHb, CKJIAJICHUX HA OCHOBI MPOTOKOJTY. 3pa-
30K IPOTOKOJY TOAAETHCS.
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Hassa mignpuemcrsa
IMPOTOKOJI
JlaTa Ne
Micrie BUIaHHs
3acigaHHS KoMicil
Tomosa — O. JI. T'onoBkoO
Cekperap — C. B. Tumenko
Bymu npucytHiMu: 20 901, (CITHUCOK JOAAETHCH).
ITOPAJIOK AEHHUW:
1. IIpo miaroroBky mo koHbepeHii. JJomosizay H. /1. Kmumenko.
CIIYXAJIN:
Knumenko H. /1.
Kopomuxuii 6uxnao 3micny eucmyny.
BUCTVYIINJIN:
I'ymzs B. O.
VYXBAJINJIN:
1.
2.

—

OJIOBKO
HUIICHKO

T'omoBa (nionuc)
Cexperap (nionuc)
V cnpaBy Ne
00.00.02

JI. TI. TlerpoBa

1.2.4. AKtn

AKm — 11¢ JOKYMEHT, 1[0 CKJIaJIA€EThCS OJIHIEIO UM KIJIbKOMa 0cobaMu
W MiATBEPXY€E BCTAaHOBIEH] pakTu abo Jii. PO3PI3HAIOTH aKTU 3aKOHO-
0aeui Ta aominicmpamueni. 3aKOHOIABU1 MICTATH PillIEHHS 1010 3aKOHIB,
yKa3iB, IOCTAHOB. AIMIHICTPATUBHI CKIAAAIOTHCS ISl MIATBEPAKEHHS
(axTiB moaild, BYMHKIB, OB I3aHUX 3 AISUTbHICTIO YCTAHOB, IMiIIIPHUEMCTB
Ta OKpeMUX 0Ci0. AKTHU CKIIaJal0ThCS B pa3i 3MiHM KE€PIBHUITBA, IIPHIi-
MaHHS Ta Iepeaadi crpas, iIHBEHTapu3allii, TPOBEACHHS BUIIPOOYBAHb
HOBUX 3pa3KiB MPOAYKIIii, eKCIIEPTU3U BUHAXO/IIB, aBapiil TOIIO.

AKT 3aBXIU FOTYETHCS TPYIOIO JIIOJIEH — KOMICI€I0, IKa MOXe OyTH
MOCTIHHOAII0YOI0 00 MPU3HAYAETHCS KEPIBHUKOM y KOHKPETHOMY BH-
naaky. ['0JI0BHE NpU CKJIa/IaHHI aKTa — BCTAHOBUTU (DAKTUUHUIN CTAH
CIpaB i MpaBUIBHO HOTO BimoOpasutu. AKT opopMIISIEThCS Ha 3aralbHO-
My OmaHKy opranizamii. OCHOBHI peKBI3UTH: Ha3Ba BUIY JOKYMEHTa,
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JlaTa, IHIEKC, 3aTOJIOBOK JI0 TEKCTY, P 3aTBEP/HKEHHS, TEKCT, BIAMITKA
MIPO HASIBHICTH TOIATKIB, IMIMMKIC TOJIOBU Ta WICHIB KoMicii. SKImo % akT
€ TOKYMEHTOM 30BHIIITHIM, TO BiH TOBUHEH MaTH IOPUINYHY aapecy hipMu.

TexcT ckiramaeTbes 3 IBOX YACTHH: BCTYITHOT i OCHOBHO{. Y BCTYIHIM
YACTHHI BKa3YIOThCS MiJCTaBa A1 HOTO CKIaAaHHs (JOTOBIP, PO3MIOPSA-
YUl JOKYMEHT i3 BKa3iBKOO HOr0 HOMepa Ta JIATH), & TAKOX KUM CKJIaJie-
HUI akT (TOJIOBA, YICHU KOMICI).

B 0CHOBHIIf YaCTUHI BUKJIAIAIOTHCS CYyTh, XapaKTep, METOIM i CTPOKH
BUKOHAHHS pOOOTH, BCTAHOBIIEH] ()aKTH, & TAKOK BUCHOBKH, TPOTIO3HIII.
3MicT akTa MOXKe OyTH MOAIJICHUM Ha MYHKTHU, MICTUTH MaTepiajau, sKi
IpecTaBiIeH y BUDIIAAl Tadmuis. [lepen pekBi3UTOM IIAIKCIB TOJIOBU I
YJIEHIB KOMicii BKA3YEThCsI KUTbKICTh MPUMIPHUKIB 1 MiCIIE3HAXOKEHHS,
SIKE€ BU3HAYAETHCS KUTBKICTIO 3alliKaBJIEHUX B HhOMY CTOpIH. SKII0 /10
aKTa € JOJATKH, TO ITCIIS BIAMITKH PO KIJIBKICTh MPUMIPHHUKIB PO3Mi-
IIIYETHCS BIIMITKA PO HASIBHICTh TOAATKIB. ITiciIs CKITaAcHHS aKTa KOMi-
Clst 03HAMOMITIOE BCIX 3aIiKaBJIEHUX 0Ci0 3 fioro 3micToM. Jlo akTa BKIIIO-
YaloTh TIIbKHU Ti (PaKTH, JOCTOBIPHICTD SKUX TIEPEBipeHa YiIeHAMH KOMICIi.
Oco0a, sxa He 3riJgHa 31 3MICTOM aKTa, 3000B’3aHa IiAIUCcATH HOro 13 3a-
CTEPEKECHHSM IIPO CBOIO HearoAy. OcoOIMBY TyMKY 4jIeHa KOMICIT CIIifT
0(OPMHUTH HA OKPEMOMY aPKYIII K TOJATOK 10 aKTa.

3pa3oK A0A€ThCS.

Haszea minicmepcmea, 3ATBEPIKXYIO
sidomcmea, opeanizayii JupexTop

(nazea nionpucmcmsa)
(nionuc) Po3mmdpyBaHHS MTiIITHCY

JlaTa
AKT

JlaTa Ne

Micle BugaHHs

ITpo (3azon060k 00 mexcmy)

ITigcrasa:
Bix Ne

Kowmicis y ckmai:

I'omoBa

(nocada, npizeuwe, iniyiamu)

YeHu KoMicii:
1.

(nocada, npizeuwe, iniyianu)
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(nocada, npizeuwe, iniyiamu)

3.
(nocada, npizeuwe, iniyianu)
V mepion 3 1o KOMIiCis TIpoBejia TepeBipKy
poboTu

V pe3ynbTaTi epeBipKu BCTAHOBIIEHO

Texct

CxJtageHo y IBOX MPUMipHUKAX:
1-if mpuUMipHHUK —
2-1 IPUMIPHUK —

Tomosa xowmicii PosmudpyBaHHs migmucy
(nionuc)
YeHn KoMicii: PosmmdpyBaHHS MiaITHCy
(nionuc)
PosmmdpyBaHHS Migucy
(nionuc)
PosmmgpyBanus manucy
(nionuc)
Y cnpaBy Ne
“ ” 200_ poky
IMigmmuc

1.2.5. loroBopu (KOHTpaKTK)

Jlozosip (konmpakm) — 1ie yroja CTOPiH PO BCTAHOBJICHHS il pery-
JIOBAHHS IEBHUX BIIHOCHH, XapaKTep YroJHu, YMOBU MMOCTaBKH, TPAHC-
MMOPTYBaHHS, YIIAKOBKY i MApKipyBaHHS, 1IiHY, IKICTb, OTUIATY, TAPAHTII,
npasa i 000B’3kU. BiH € OCHOBHMM IPABOBUM JJOKYMEHTOM Y B32€EMO-
BIJIHOCHHAX MK OpraHi3allisiMu, JBOMa 4M OUIbIIIe MapTHEPAMHU.

Ilpu ckmamaHHI KOHTPAKTIB Ta iX yKJIaJaHHI HEOOXITHO MPUITISATH
0COOJIMBY yBary MpaBoOBill TPAMOTHOCTI TEKCTY, YHUKATH ABOSIKOCTI hop-
MYJTIOBaHb, IETAJIbHO BUCBITIIOBATH YMOBHU JOTOBIPHUX BITHOCHH, & Ta-
KO PETENbHO MEPEBIPATH IOPUANYHI aAPECH MiAIPUEMCTB-KOHTPATSHTIB.

CxJ1aJoBUMHU KOHTPAKTY €:

* HasBa BUJY i 3aTOJIOBOK JOKYMEHTA;
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Jlata, Miclie CKJIaJaHHsI, HOMeEp;

Ha3Ba CTOPIH;

MpeaIMeT KOHTPAKTY;

YMOBH W CTPOKM MOCTABKH, MEPEeBEe3eHH, 30epiraHHs, YaKOBKH,
MapKipyBaHHS, PEKIIAMU 1 peasi3alii;

YMOBHU U CTPOKH OIUTATH, OCOOIMBOCTI i MOPSAIOK PO3PAXYHKIB;
MTOPSIIOK TTepeaavi-IpuiiMaHHsI BUKOHAHUX POOiT;
BIIMMOBITAJIBHICT CTOPIH;

rapaHTil CTpaxyBaHHS;

Nepexij] mpaBa BIACHOCTI PUBUKY;

MOPSIIOK BUPIIIEHHS CYIEPEUOK;

IOPUINYHI aAPECH CTOPIH;

IMIIIHCH ITOCATOBUX OCI0;

nevaTku GipM-KOHTPATEeHTIB.

KowmepriitHi moroBopu 30epirarorbCs 3 (TpH) POKH ITO0 3aKiHUCHHI
CTPOKY iX mii. JIoroBopH 3 iIHO3EMHHMMU ITapTHEpaMu HeoOXiaHO 30epira-
i He MeHie 10 (1ecsiTi) pokis.

3pa3ok JOrOBOPY 1OAAETHCS.

JOTOBIP
HA HAJIAHHSA PEKJIAMHUX IOCJHYT
M. - 200_ p.
(nazea opeanizayii, ycmanosu, nionpuemcmeda,)
B 0Cc00i1 )

110 JIi€ Ha MiICcTaBi ,
Ha3BaHUH y mojanbinomy “Pekiamict”, 3 onHOTO OOKY, 1

(nazea opeanizayii, ycmanosu, nionpuemcmaea,)

B 0Cc00i1 ,
110 JIi€ Ha MiICTaBi ,
Ha3BaHUU y oanpiioMy “PekiaMomaBens”, 3 HIIOro OOKY, YKIAIH 1Iei
JoroBip mpo mogaHe HIXYE.

1. IPEIMET JOTI'OBOPY

Pexnamopasenb nopyuae, a Pexiaamict 3000B’43y€TbCsl BAKOHATH HACTYII-

HY poOOTy 3 peKIaMu
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Ommuc 00’eKTa peKIIaMu:

Ommuc pexitaMu ab0 MOCITYT:

Hata HagaHHs ocnyry (MPOBEACHHS PEKJIAMHOT aKIlii):

Oo6csr:
YMmoBu:

2. OBOPB’S13K1 PEKJIAMICTA

Peknamict 6epe Ha cebe BUKOHAHHS TAKUX POOIT:

2.1. Tlomae Ha 3aTBepKeHHST PexkitamomaBiio B JIEHHUN
CTPOK 3 JIHS MiAMUCaHHS [loroBopy AOKIAIHY MPOrpamy podiT 3 pekiiaMu
MPOJTYKIIiT 400 HAJAHHSI MTOCIYT 13 3a3HAYEHHSIM YACOBUX IHTEPBAJIIB, 3BITHUX
MaTepialliB Ta OPIEHTOBHUX CyM, HEOOXITHUX JIJIsl BUKOHAHHS POOIT.

[Tporpama micis ii 3aTBEpAXKEHHS € HEBiJ'€MHOIO YaCTUHOO L[BOTO
Horosopy.

2.2. BracHUMM cuUJIaMU Ta 3 BIIACHUX MaTepiajiB, Ha BJIACHIH MaTepi-
aJIbHIN 0a31 BUTOTOBJIIE HEOOXIIHI €CKi3W, TEKCTH, OPUTIHAI-MaKEeTH
(cnaiiu, BiZIeOKACETH, MArHITHI 3amucu, QiuIbMN).

2.3. [lonae Ha 3aTBepIKEeHHs PexIaMomaBIIo ecKi3y, OpUriHaI-MaKe-
THU Ta IHIII MaTepiajiu, HeOOXIIHI JIJIs POBEEHHS PoOIT. 3amycK y BUPOO-
HULTBO a00 MmyOTiKallis Ha 3aTBEpIKeHHS PeximaMmoiaBiieM MaTepialiiB He
JTOTYCKA€ThCS.

2.4. 3naiiomuth PeknaMomaBiisg 3a HOro BUMOToI0 3 nepebirom pooit
3 BUT'OTOBJICHHS PEKIIAMH.

2.5. Po3minrye pexiamy:

(exazamu sy i de)

3. OBOPB’SI3K1 PEKJIAMO/IABLIA

PexiiamonaBeiib Oepe Ha cebe HACTyIHI 3000B’I3aHHS:

3.1. 3aTBep/Kye MporpamMy poodiT 3 peKJIamu.

3.2. 3aTBepKye 3pa3Ku PEKIaMHOI TPOAYKIIiL, KA MIJIArae THPAXKY-
BaHHIO.

3.3. Hagae iHdopmamito, HEOOXiIHY Ul BUTOTOBJICHHS pPEKIaMu
(TexHIYHI JaHi, ONTUC MPOYKIIii, TOCYT).
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4. IIOPAJOK OILIATHA POBOTU PEK/IIAMICTA

4.1. Po6ory, BukoHany Pexnamicrom, PekiamMmogasels oriauye B cymi
TpH.
LIIIXOM IIepepaxyBaHHs KOLITIB Ha PO3PaxyHKOBUH paxyHok Pekiamicra.

4.2. Po3paxyHKH 3a BUKOHAHY poOOTY 3MIHCHIOIOTECS PexitamogaBiieM
LUISIXOM IepepaxyBaHHs Ha PO3paxyHKOBUH paxyHok Pexmamicta 100 %
NepeloIIaTH.

5. TEPMIH JIi JOTOBOPY

5.1. Lett [loroBip gificHU BiJ 110
V3romKyrThCS HACTYITHI TPOMIXHI CTaITH:
1. Po3pobka eckiziB
2. 3aTBEp/KCHHS €CKI31B
3. Po3pobxa opuriHaig-makera
4. TupaxxyBaHHS
5. 3aTBep/KeHHS TEPMiHIB Ta MEepeNiKy 3aco0iB MacoBoi iH(popmaii
JUISL PO3MILIEHHS peKJIaMU

6. Po3MinieHHs pexiamMu

BIJIITOBiTHO /10 1I. 2.5

5.2. loroBip Moe OyTH po3ipBaHHI 3a BUMOTOI0 PekiamMomaBms 10-
CTPOKOBO Y BUIIAJKAX:

a) HEe3aJ0BIJILHOTO 3MICTY XYHA0KHBOI, €CTETUYHOI Ta 1HIIOI SIKOCTI
pekiamu. [TpaBo OIIHKHU SIKOCTI peKJIaMH HAJIeXKHUTh Pekiiamoas-
1f0, SIKUH y BUIAJKaX JIOCTPOKOBOTO po3ipBaHHs JloroBopy 3a
BKa3aHOIO IIJICTABOIO HE Oy/ie BUKOPUCTOBYBATH BIJIXUJICHY HUM
pexiamy;

0) MopPYIIeHHs TePMiHIB PO3MIIIEHHS peKJIaMHu y 3aco0ax MacoBOi
iHpopMamii, 3aTBepKeHUX PekaMomaBieM, a TAKOX IMPOMIKHUX
TEPMiHIB, SKIIO TaKe MOPYLIEHHS CTABUTH IiJ 3arpo3y 3pHUBY
KIHIEBUI TepMiH BUKOHaHHs [loroBopy.

6. BIAITIOBLJAJIBHICTDb CTOPIH

6.1. 3a HEBUKOHAHHS Y HEHAJIe)KHE BUKOHAHHS 3000B’I3aHb 3a 1M
Horosopom Peknamoaasels i Pexyiamict HeCyTh BIAIOBIANIBHICTD BiIIO-
BIZHO IO YMHHOTO 3aKOHOJABCTBA.
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6.2. Y Bumazkax J0CTPOKOBOTO po3ipBaHHs [JJoroBopy Ha mijcraBax,
Ha3BaHUX y 1. 5.2. iporo Jlorosopy, BUTpaT PekiaMicta BiIIIKOyBaH-
HIO HE MiIJIATAl0Th.

6.3. PexmaMicT He Hece BiATIOBITATbHOCTI 32 (PaKTUUHY SIKICTh TOBapY,
[0 PEKJIAMYETHCSL.

JOJATKOBI YMOBU

7. IOPUJINYHI AIPECHU, BAHKIBCbKI PEKBI3UTHU CTOPIH

Pexmamonasens: Pexnamicr:
ITignucn:
Pexnamonasenn
PexmamicT
ITeyaTka ITeuatka

1.2.6. Cy4yacHuin ginoBun nucTt

Cayarcoosuit (0inosuit) tucm — y3aragbHIOIOUA Ha3Ba Pi3HOMAaHITHUX
3a 3MICTOM JIOKYMEHTIB, sIK1 Ha/ICHJIAIOThCS TIOIITOO, 33 JIOTIOMOT 010 (pak-
CHUMIJIBHOTO 3B’SI3KY, €JIEKTPOHHOIO TIOIITOIO TOLIO.

OdiuiiiHi TUCTH MUINYThCA HA CIIEeLiallbHUX OTaHKaXx, sSKi BiAMOBiIA-
I0Th cTaHAapTy. st Takux OJaHKIB YCTAHOBIIEHUH HAO1p 00OB’I3KOBUX
PEKBI3UTIB, SIKi PO3MIIIYIOTHCS Ha OJTAaHKY B IEBHIN MOCIITOBHOCTI:

o JepxaBuwuii ['ep0 Ykpainu (u1st AepKaBHUX MiIITPUEMCTB, YCTAaHOB);

e eMOJrleMa MiANPUEMCTBA, YCTAHOBH, OpTraHi3arlii;

* KOJI MIAIPUEMCTBA, YCTAHOBH;

* HallMEeHyBaHHs MiANPUEMCTBA, YCTAHOBH, OPTraHi3allii;

* momITOBA U TenerpadHa ajapeca;

* HOMep TenedoHy, TelneTaina, Gakcy;

* HOMEp paxyHKa B OaHKY;

* fnara;
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* IHJIEKC IOKYMEHTA;

* TIOCWJIAHHS HA ATy U 1HIEKC BXITHOTO IOKYMEHTA;

* ajpecar;

* 3aroJOBOK TEKCTY;

* TEKCT;

* IIIJIIINC;

* TIpi3BHIIE BUKOHABIIS I HOMep #oro Tenedony.

OdimiHIiA TUCT € EAUHUM JOKYMEHTOM, Ha IKOMY HE CTaBUTHCS Ha-
3Ba Horo BuIy. YCi iHIII JIOKYMEHTH MAIOTh HA3BY, HAIPUKIIA: aKT, Ha-
Kas3, JIOMOBIHA 3aMKCKa TOIIO. 32 3MICTOM 1 3HAUYEHHSM JIMCTH OyBAIOTh!
IHCTPYKIIIIHI i TapaHTiliHI, peKJIaMHi, KOMEPLilHi, JTUCTH-3AMPOIIECHHS
TOIIIO.

3a QyHKIIIOHATLHUMH O3HAKaMU JINCTU MO>KHA ITOIUTUTH Ha JBI TPYIIH:
JIUCTH, SIKI TOTPEOYIOTh BIIMOBI/IL, Ta JIUCTH, SIKI HE MOTPEOYIOTh BIIMTOBIJII.

o nepuioi rpynu HaJleKaTh: THCT-IIPOXAHHS, TUCT-3BEPHEHHSI, JTUCT-
MIPOTIO3HUIIis (JINCT-pEKOMEHIAIIIS ), TUCT-3aITUTaHHS, INCT-BUMOTA.

BixmoBiai Ha 11i THCTH HAOyBarOTh MEBHOI (hOPMHU 3aJICKHO BiJTl Xapak-
Tepy BUXIJHOTO JIUCTA.

Jlo nucTiB, ki He MOTPeOYIOTh BIIMOBIL, HANEKATh: JINCT-3aCTEPEIKEH-
Hsl, JIUCT-HATA/TyBaHHSI, JINCT-3AMTPOIIECHHS, IUCT-IIATBEPIKEHHSI, JTUCT-BIi/I-
MOBA, CYMPOBITHUI JIUCT, TUCT-MIOBIIOMIICHHS, TAPAHTIMHUHN JIUCT, JIUCT-
PO3MOPSIIKEHHSI.

[HCTPYKLIHI IMCTH HAJIXOASTH Bifl AEPKABHUX OPTraHiB yIIPABIiHHS 1
MICTSTB, SIK IPAaBHUIIO, PEKOMEH/Iallii, BKa31BKU, pO3’SICHEHHS 3 NIUTaHb
3BITHOCTI, ITOJATKIB TOIILO.

CapanTiiiHi TUCTU MICTSTh FAPAHTI] CIUTATH, TEPMiHY MTOCTAYaHHS a00
SIKOCTI TTPOJTYKIIii.

Jlo iHdopMallifHUX JTUCTIB YMOBHO HAJICKATh JIUCTH, SIKI MICTSTH I10-
BIJTOMJICHHSI, TPOXAHHSI, HArayBaHHs, TPOITO3HIIii.

PeknaMHi TMCTH MICTATH peKIaMy, IIHA HA TOBAPH, MOCIYTH.

KowmepiiiHi McTH CKIAAAI0ThCs MPU YKIAIeHHI 1 BUKOHAHHI KOH-
TpakTiB. BOHU SABJISIOTH COOOI0 3BEPHEHHS MOKYIIIS JIO MPOJIABIIS 3 IPO-
XaHHSIM HaJIaTH JTOKJIaHY iH(GOpPMAIIifo PO TOBAPH, TOCITYTH Ta (a00) Ha-
Jicnaty mpomno3ulii (odepTy) Ha ocTayaHHS TOBApy, pekiaMalito (Tpe-
TeH3Ii 32 SIKICTh TOBAPY), BIANOBII HA PeKIIaMALIiI0, KPEIUTHI JIMCTU TOMIO.

V peknamMamiifHuX (MPeTeH31MHNX) JTUCTaX MIIMPUEMCTBA BUMArarTh
BIAIIKOTyBaHHS 30UTKIB, 3aITOMITHUX HEBUKOHAHHSIM a00 MOPYIICHHIM
YyMOB KOHTPAKTY IHIIIOIO CTOpOHOIO. Pekiamallisi nIoBUHHA MaTHU KOTIi
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JIOKYMEHTIB, SKI MATBEPIKYIOTh Taki ¢pakTu. OGOopMISIOTHCS KOl y
BUIJISIL JOJIATKA JIO OCHOBHOT'O JJOKYMEHTA.

[Tpu yxaeHHi KOHTPAKTIB 3 IHO3eMHUMU MMAPTHEPAMU BUKOPUCTOBY-
FOThCSI KPEAUTHI JINCTHU, y SIKUX MPOJIaBeIlh IIPOCUTHh HAJATH FapaHTIHHO-
ro jucra 3 6aHKy 3 HOMEPOM BaIIFOTHOT'O PO3PaXyHKOBOTO paxyHKa i ra-
paHTii 6aHKy CIUTATH MOKYIIIEM TOBapiB Ta MOCIYT.

IHOMI CcKJIAAAIOTHCS CYNMPOBIHI JINCTH, ITPU3HAUEHI TSI TIOSICHEHHS
OCHOBHOT'O JIOKYMEHTA, [0 HAJICUIIAEThCS aipecaTy. Y TEeKCTI CyImpoBil-
HOTO JIMCTa HEOOXIHO BKA3aTH, 3 IKOIO METOIO HAJICUIAETHCS OCHOBHUMA
JIOKYMEHT, TEPMiH HOr0 BUKOHAHHS. SIKIIO JIO TOKYMEHTA JTOJAEThCS
IHIIUH TOKYMEHT, 1[0 Ma€ JOJATKH, TO BIAMITKA PO HASBHICTh J0AaTKa
0(pOPMIIAETHCSI TAKUM YHHOM:

JonaTtok: gorosip npo Ne Ha 3 apk., y 3 npum.

[Tpu miAroTOBLI TEKCTY TUCTA MOBHHHI JOTPUMYBATUCH TaKi OCHOBHI
MIPUHIUIIN: TOCTOBIPHICTH 1 00’€KTUBHICTH 3MICTY, TOBHOTA iH(pOpMaIii,
CTUCIIICTh BUKJIAy, HEUTPaIbHICTh TOHY BUKJIAAy. TeKCT JTUCTa HE TOBH-
HEH JIOMYCKATH Pi3HUX TJIYMa4eHb.

TekcT MOxe OyTH MPOCTUM 1 CKJIAJIHUM 3aJIeKHO BiJl THIY JINCTA Ta
Hioro 3micty. [TpocTiM BBaXKa€ThCSI JIUCT, SIKUI CKITAJIAE€ThCS 3 OJTHIET-IBOX
YACTHH: BCTYITY ¥ 3aKiHYCHHS]; 3aKiHUCHHS 1 TOKA3y.

CxJ1a/iH1 INCTU MICTSTh, K MPAaBUIIO0, TPU KIACUYHI YACTUHU: BCTYIT—
JIOKa3—3aKiHUYCHHS, MPUUOMY iX TOPSIOK MOXKE 3MIHIOBATUCS Y PI3HIN
MOCIIJOBHOCTI.

V meprniii vacTHHI (BCTYII) Ta€ThCS OOTPYHTYBAHHS ITUTAHHS: IPUYUH-
Ha BUHUKHEHHsI a00 HOT0 CTUCIA ICTOPIs, SKIIO MPUBOJIOM IS CKIIA[aH-
HSI JIUCTA € TOKYMEHT, 0OOB’SI3KOBO AA€THCS TOCHIIAHHS HA HHOTO.

B ocHOBHIl yacTuHI (I0Ka31) BUKJIAIAE€THCS CYTh TUTAHHS, HABOASATh-
sl ToKa3u abo cripocTyBaHHs. BoHa moBHHHA OyTH MEpEKOHINBOIO, 1100
HE BUHMKAIIM CyMHIBH 111010 MPABWJILHOCTI Ta OOIPYHTYBAHHSI 3aIIPOIIO-
HOBaHUX YMOB.

B 3akinueHHI (hOPMYITIOETHCSI OCHOBHA METa JIUCTA.

3 METOO CHPOIIEHHS omepallii 00poOKHU JIMCTIB Ta MPUCKOPEHHS 1X
BUKOHAHHS HE PEKOMEH/IyEThCSI B OJTHOMY JIMCTI PO3TIISIIATH JIBA 1 OLTbIIe
pi3HUX MUTaHb. BiH MOBUHEH OyTH OJHOIIPEAMETHHM 32 3MICTOM.

SIK110 JITMCT aApecoBaHMI OUTBII HIXK 32 YOTUPMA aIpecaMH, BUKOHAB-
1IEM CKJIAJA€ThCS CIICOK PO3CHIIAHHSI.

JIucT mManmuCyoThCs KePIBHUKOM OpraHi3allii, Horo 3aCTyITHUKaMH B
MeXXax HaJgaHol IM KoOMIeTeHl.
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BHocuTH siKi-HEOYIb MTOMpPaBKH a00 TOMOBHEHHS B IMIMUCAHI JIUCTH
He 103BOoIsEThCs. JJaToro mucra € mata doro mignucaHHs. TeKCT JucTiB
JIpyKyeThes uepes 1,5 inTepBainy. Cboro/iHi 3HaUHA yBara NpUIiIsSEThCS
OTIEPATUBHOCTI B pOOOTI, 1110 € 3HAKOM YBArU JIO KOPECIOH/ICHTA.

SAKIIO 3 IKMXOCh MIPUYMH HE BIAETHCS BiIpa3y AaTH BIIMOBIAL HA Ha-
JUCTAHU JTUCT, TO CKJIAJIAEThCS TaK 3BaHa “TIPOMDXKHA” BIATOBI/b, sIKa
BUKOpHUCTOBYeThCS B OOH. V Taxiii BiANOBII KOPECTIOHACHTY MOBIJOM-
JIIETHCSI TIPO Te, 1[0 HOro JIMCTA OJICPIKAIIH, IO 3 HUM ITPOBOIUTHCS POOO-
Ta i, KOJU BOHA Oyje 3aBeplleHa, HOMY JaJyTh MOBHY N BHUYEPIHY
BiIIIOBIIb.

3apa3s qyke 4aCTO BUKOPUCTOBYETHCS KOMEPIIiiHE JIMCTYBaHHS. ToMy
MMOTPIOHO TTaM’SITaTH TIPO TaKe:

* MeTa JIIJIOBOTO JIUCTA MEPEAYCIM MOJISTae y TOMY, 006 oepKyBay
JIaB Ha HbOT'O MOBHY BIMOBIb, 1100 BiH KYIUB I0Ch 00 MTPO/IaB,
HaJIaB KPEIUT, BIIMOBUBCS BiJl CBOIX IIPETEH3IH TOIIIO;

* BiJI 3MiCTy i IpeTeH3il TEKCTY JINCTA 3aJIe)KATUME HOTO KOHKYPEHTO-
CIIPOMOJKHICTB;

* ApPryMEHTOBAHICTb TEKCTY i HaOilHICTH iH(pOpMAILL];

* TOJIOBHI KpUTepii BIIOOPY MOBHHX 3aCO0iB (BUKOPUCTAHHS KIIilIe
MOJICTIIY€ CIIPUAHSTTS TEKCTY).

MoBHi KOHCTpPYKLUiT nucTa:

Paoi nosioomumu Bac...

Ingpopmyemo Bac npo...

Ipocumo posenanymu nawii numanms (niomeepoumu 3amMoseieHHs, no-
8I0OMUMU NPO PILUEHHS. .. )

Ha sicanv, mu He 3M02iceMO RPURHANU. ..

3i cs0e0 60Ky, xominu 6 nonpocumu Bac npo...

Cnoodisaemocw odepacamu 8i0N0Gi0b HAUOIUNCYUM HYACOM.. .

Yexaemo Bawoi 3200u. ..

3azoaneciov 60suni. ..

3 nosaczoio...

JLJTs1 i IBUITICHHST KOHKYPEHTOCIIPOMOKHOCTI IIJIOBOTO JIUCTA CITiJT Ta-
KO’ 3BEPHYTHU yBary Ha KOHBEPT, SIKICTh Marepy, T0JaTOK.
3pa3ok ciy’)k060BOT0 JTUCTA JOAAETHCS.
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(repd)

IHCTUTYT MNEPEIIATOTOBKUA, IMIJIBUILIEHHSA
KBAJI®IKALIIT KAJIPIB, HAYKOBUX JIOCTIP)KEHb
EKOHOMIKU KUTJOBO-KOMYHAJBHOI'O I'OCITOJAPCTBA
“KOMYHEKOHOMIKA” JTEPXBYJY YKPATHU
02042, m. Kuis, Bya. I'mazynosa, 2/4, Ten.: 261-17-21, 295-40-57
Plp Ne26006200002455 y micbkiii nupekuii Ykpconoanky M. Kuesa,
M®O 322012, 3KI1O 19020330

Ne
Ha Ne BiJ
APECAT
3AT'OJIOBOK JIMCTA
(8ionosidae na 3anumantusn “npo wo?”)
TEKCT JIMCTA
ITocana (nionuc) PosmudpyBaHHs migmucy

1.2.7. ®dakc

@Daxc — y3arajibHeHa Ha3Ba PI3HOMAHITHUX 33 3MICTOM JIOKYMEHTIB,
o 0e3nocepeHbO 32 JOIMOMOTOI0 TEJIEKOMYHIKATUBHOTO 3B’SI3KYy Ta
MPUHTEPA HAJXOAATH JJO OpraHi3alii, ycTaHOBH, MIAMPUEMCTBA, HipMHu.
daxc opopMITSIETHCS TAK CAMO, SIK 1 CITY>KOOBHIT JIUCT.

BignpaBuuk ¢axcy (agpecaHT) Mae OJepXkaTH MiITBEPKEHHS
(confirmation report) mpo Te, 1110 ajpecaT ojiepkan iHpopmaiio. Y 1b0-
MYy MIITBEP/PKEHHI (3aJIeKHO BiJl KJIacy amapaTa) MOXKYTh 3a3HAUaTUCS:
kox (GipMu-omepxyBava, Homep Tenedakcy oaepkyBaua, gata, yac Ta
TPUBAJIICTh MEPEIaBaAHHS, KUIHKICTh OjiepiaHux cTopiHoK (P), pe3ynprat
(results). F'omoBHoOtO € rpada Results, y skiit y pasi ogepxaHHs MOBi-
JIOMJICHHSI TIOBHICTIO 1 6€3 moMmiok (3001B) nmpocrasisieThest OK (o’key);
AKIIO Oyiu 3001 (IesKki Tenedakcu BKa3yroTh KOA IOMUJIKU i CTOPIHKY, Ha
Kl cTaBes 301if i yac npuiiMaHHs jokymeHnTa) — 1o NG (negative).

Skuio oxepkani pakcu MICTITH AyXe BaXIJIHUBY iHpopMallito i mnpu-
3HAUEHI JJIs1 TPUBAJIOTO KOPUCTYBAHHS, 1X CIIiJ{ CKOMIIOBATH, OCKIIbKHU
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Tarip, o0 BUKOPHUCTOBYIOTH IS (haKCiB, Ty>Ke TOHKUH (KOJIH IIJIs armapa-
Ta BUKOPUCTOBYIOTh 3BUYAWHUN JPYKAPChKHIA MATip, TO KOMIOBATH HE
000B’A3KOBO).

TexcT dakcy ckitaiaeTbes 6€3 CKOPOUCHb.

1.2.8. TenedoHorpamm

Tenegponocpama — TSPMIHOBI TIOBITOMIICHHS, SIKi TIEpEIArOTh aIpeca-
TaM TeIeOoHOM.

TenedoHorpaMy BUKOPUCTOBYIOTh, KOJIM TPpebOa TEPMIHOBO OMOBICTUTH
PO 3acCilaHHs i HapaId, IiJI0B1 3yCTPidi, 3MIHH B 3aIUIAHOBAHUX IisX.

PexBizuTu Tenedponorpam:

° Ha3Ba JIOKYMEHTA;

e HOMeED 1 mata TenegoHOrpaMu (maTa TejaehoHorpaMu — maTa ii Ie-
penadi);

* Ha3Ba opraHizaiii i ciry)00B01 0cob6u — ojiepkyBaua Tesie)OHO-
rpamu;

* TEeKCT TeleoHOrpaMu Ma€e OYTH CTHCIUM, SIK 1 TEKCT TeJlerpaMHu.
Tpeba yHukaTu CjiiB, sIKi BAXKKO BUMOBJISIIOTHCS, CKJIAJIHUX 3BO-
portiB. CioBa 3aMUCYIOTh MTOBHICTIO 0e3 CKOopoueHb. TeKcT Tenedo-
HOTpaMU He ITOBUHEH BKII0UaTH OitbIe S0 cIiB;

* MIiJMUC CIY:)KOOBOT 0COOU — KepiBHHMKA Opranizaiii ado Horo 3a-
CTYITHUKA;

e yrpadax “Ilpuitnaro” i “Ilepemano” 3a3HaYAIOTh ITOCATY, IHIIIATH
Ta MPI3BUILE TOTO, XTO MEPEA€, XTO MPUIMAE, TA HOMEPH IX TeJe-
(hoHiB.

TenedoHorpamu, sk MpaBUII0, CKIIaae cekperap-pedepeHt. Omepxan-
M TeseOHOrpamy, ceKpeTap MOBUHEH O3HAOMUTH KepiBHUKA UM MTpalli-
BHUKIB, IKMM aJipecoBaHa TeyieoHorpama. TenedoHorpamu ohopMIIsIFOTh
Ha 3arallbHUX, TpadapeTHUx OaHkax abo Ha YUCTHX apKymiax mamnepy
dbopmaty AS B 0THOMY IPUMIPHHUKY.

Ha migmpuemMcTBax 3 HEBEIIMKUM 00CATOM JOKYMEHTOOOITY Tenedo-
HOTPAMHU 3aITUCYIOTh BiJI pyKH Y CHEIiaIbHUX XKYypHaIax.

3pa3ok TeneoHOrpaMu T10AAETHCS.
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TEJIE®OHOI'PAMA

00.00.02. Ne
Big xoro Tenedpon IMepenas
Komy IMpuiinss
roJI. XB.
3mict
IMocanma (nionuc) PosmmmdpyBanHs mignucy

1.2.9. [onosBigHa 3anucka

/Jlonosiona 3anucka — NOKYMEHT, aIpeCOBAHUN KEPIBHUKY AAHOT Y1
BUII[O1 OpraHizallii, KU MICTUTh BUKJIAI IKOTO-HEOYIb (GaKTy 3 BUCHOB-
KaMHU ¥ MpOTO3UILisIMH aBTOPA.

3aJIe)KHO BiJI 3MICTY JOIMOBIIHI 3aIICKH MOXYTh OyTH iHQOpMaLiHHU-
MU abo 3BiTHUMH. [HPOpMaLiiiHaA TOTIOBIIHA 3aMTUCKa IHYOPMYE KEPIBHH-
Ka PO XiJl Y4 PO3BUTOK MIEBHOTO MPOIIECY, 3BITHA — MOBIIOMIISIE PO 3a-
BEPIICHHS PoOOTH ab0 PO XiJl BAKOHAHHS BKa3iBOK.

JlonoBiiHI 3aMMCKH MOAUISIOTHCS HA BHYTPILLIHI, SKi aIpeCcyrOThCs Ke-
PIBHUKY YCTAHOBH, 1 30BHIIIHI — BUIIINA OpraHi3aiii. 30BHIIIHI JIOOBI/IHI
3aIMMCKHU CKITaTaf0ThCS Ha 3arajJJbHOMY OJIaHKY OpraHi3allii, BHyTPIITHI —
Ha CTaHJAPTHOMY apKyIIIi mamnepy, sik MpaBuiio, B OJJHOMY MIPUMIPHUKY.
PekBizuTaMu JOMOBIHOI 3AMTUCKY €: HA3Ba OPraHizallii, Ha3Ba BULY 10KY-
MEHTa Ta MOro HOMeD, MiClle CKIIaJaHHS, 3ar0JIOBOK JI0 TEKCTY.

[Tignmucye BHYTPINIHIO TOMOBIAHY 3aITUCKY aBTOP, 30BHIIITHIO — KEPiB-
HUK OpTraHizarlii.

TekcT MOMOBIIHOT 3aMMCKU MOAUTSETHCS HA 1Bl YACTUHU. Y IMEpIIii
BUKJIAJIAIOTHCS (PaKTH, MO/, IPUYUHU, SIKI CTAJIH IPUBOJIOM JIJIs 11 HAMK-
caHHs. Y OPYTil Ja€ThCs aHAJI3 CUTYAIIil, IKa CKJTajach, pOOJISITHCS BUC-
HOBKU 1 Tpono3uilii. JIaToro JOIMOBITHOI 3alMCKa € aTa il CKITagcHHS 1
MiAIMUCAHHS.

3pa3oK JIOMOBITHOT 3aMTUCKH JTOAAETHCSI.
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KyrtoBuii miramn

JOITOBITHA 3ATIMCKA HavanasHuky
12.06.02 Ne OyIiBeJTbHO-MOHTAKHOTO
M. Kuis yHnpaBJIiHHS

IIpo nepesipky cmamny scumnogux
npuminieHb maoopy 6i0NOYUHKY
o751 dimeti

3rigHo 3 BarmM 1opydYeHHSIM POBEICHA MIITOTOBKA KUTIOBUX MTPH-
MIIIIEeHb TaOOPY BIAMTOYHUHKY IO IPUAOMY TITCH.

BcraHoBIeHO, 1110 BCI )KUTIIOBI KOPITYCH 3HAXOISATHCS B 3aI0BUTBHOMY
crani. [lo Tabopy 3aBe3eHO HEOoOXiaHI MeOTi I oOmagHaHH. ["ocmogapch-
KU TepcoHasl YKOMIUIEKTOBAHO.

Onnak y kopiryci Ne 1 HeoOXiJHO BCTaBUTH CKJIO, HE 3aBEPIICHO pe-
MOHT OacelnHy.

[Ticnst ycyHEHHS HETOMIKIB 1 MPUBEACHHS B HAJIC)KHUI CTaH TEPUTOPIl
Tabip Oy/Ie TOTOBHI 10 MPUHOMY TITCH.

Havanashuk Bigmity (nionuc) B. A. IBanenko

1.2.10. JoBigka

Jlosioka — 11e TOKYMEHT, K1 3acBinuye Oiorpadivni Ta IOpUIUIHI
(haxTH, AISUTBHICTD OKPEMHUX CIYkKOOBHX 0Ci0. Y AITOBOACTBI MiIIPUEM-
CTBa HaifuacTillle BUHUKAE MOTpeda CKIIaJaTh JOBIIKH, IO 3aCBITYYIOTh
poboTy i omTaTy mpaili crmBpoOITHUKIB. KepiBHUIITBO MIATPUEMCTBA 30-
00B’s13aHe BUIaBaTH JTOBIIKH HA IPOXaHHS ITpalliBHUKA ITPO POOOTY B Il
opranizaitii. [Tpn1 11boMy MOKYTh BKa3yBaTHUCh CIEIIaIbHICTb, ITOCAA,
kBasigikalis, 4ac poOOTH i po3Mip 3apOOITHOT TIATH.

Jsis 3py4HOCTI OPOPMIIEHHST MOXKHA ITIITOTYBATH JOBIIKU Ha OJIaHKaX
dbopmaty AS 3 aApeCHUMH TaHUMH IIITPHUEMCTBA 1 TpadapeTHUM TeKC-
TOM.

JloBimgka, sSIK IpaBUIIO, IIOYMHAETHCS 3 IIPI3BUINA, IMCHI Ta ITO OATHKOBI
ocobu (B HA3UBHOMY BIAMIHKY), TIPO SIKY JAFOThCS BimoMocTi. Jlai BUK-
NaJAl0ThCs AaHl PO mocamdy, 3apruiaTy.

V npaBoMy BepXHbOMY KYTi BKa3yeThCs MICIle, KyJIH HAAAEThCS 10~
Bimka. Ha mosimiii 000B’SI3K0BO ITOBUHHA OyTH JaTa MigmucaHHs. SIKIIo
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3MIMCHIOETHCS OOJTIK BUAAYI TIOBIIOK B OKPEMOMY JKypHAJIl, TO ITOPYyY 3 [1a-
TOIO MMPOCTABIISIETHCS TTOPSIIKOBUN HOMEp AOBiAKU. Taxi JOBIAKU roTy-
I0TBbCS B OTHOMY NMPUMIpHHUKY. OZHHUM i3 BapiaHTIB IOBIKU € TOKYMEHT,
IIIO CKJTaTA€THCS HAa BUMOTY KEPIBHHIITBA I MICTUTH iH(GOpPMAIIIFO Ha TOC-
MOIapCchKy TeMaTHKy. Hampukitaz, 1oBijKa po Xia peajtizaliii mpoayKIii
3a OCTaHHI Micsib. JJOBIAKK MOXKYTh OYTH BHYTPILIHIMH i 30BHIIIHIMHU.
JoBiaKu, 10 TpU3HAYEH] /TS KEPIBHUKA MIAMPUEMCTBA i HE BUXO/ISTH 3a
MeX1 GipMH, CKITaTae i MiAMNICYye BUKOHABEIb. [1py MATOTOBII pO3TIISAY
BaXKJIMBUX NMHUTAHb HA 3aCiIAHHSAX KOJIEKTUBHUX OPTaHiB MPAKTUKYETHCS
MiICOTOBKA PO3TOPHYTHUX JIOBIIOK 3 aHAJII30M JisUTBHOCTI IMiJIBIJIOMYHX
oprasizaiii.

JIoBiIKH, IO TOTYIOTHCS Ha 3aIUT 30BHIIIHIX OpraHi3allii, Imamicye
KepiBHUK MiANIpUeEMCTBA. [Ipy IbOMy TOBIKa TOBUHHA MATH 3aT0JIOBOK,
y IKOMY PO3KPUBAETHCS KOPOTKHM 3MICT 1 BKA3YEThCS 1aTa YK NIEPioJL, 10
SKOTO BIJTHOCATH HaBeIeHI y JOBIAII BiIOMOCTI. SIKIo € moTpeda BKIIO-
YUTH B JIOBIJIKY BIIOMOCTI 3 KUUTPKOX MTUTAHb, TEKCT MOAUTSIETHCS HA PO3-
JIJTA, SIKI TIOBMHHI MaTH 3aroJIOBOK 1 HyMepallifo apaOCbKUMH I paMu.
TexcT moBiKU MOXe OQOPMIISITUCS Y BUJISAI TAOJIUII, SIKIIIO BIH Mae
nn(ppPOBI MOKA3HUKH.

J1oBiJIkY 3 BUPDOOHMUOI TEMATUKH CKJIAJIAI0THCS Y JIBOX MPUMIPHUKAX.
OnuH BIAIIPaBISETHCS aapecaTy, IPYTHH MiIIINBAETHCS 0 CIIpaBU. 3a
HasIBHOCTI B JTOBIMII BIIOMOCTEH (piHAHCOBOTO XapaKTepy BOHA ITiAIH-
CYETBCS] KEPIBHUKOM OpraHi3ailii, FOJIOBHUM OyXTalTepoM i 3aBipseThCs
MEeYaTKOIO (IUB. 3pa30K).

KyrtoBuii mramn

miAnpueMcTBa Hly Ne 35
JOBIJAKA
00.00.02 Ne
Ceprienko Mukoia [TerpoBuu npairioe meHemkepom AT “TTomroc” 3
MOCaJIOBUM OKJIAJIOM TpH. Ha MICSAIIb.
Jupextop (nionuc) PosmudpyBanus mignucy
TonoBHwMit OyxranTep (nionuc) PosmmdpyBanHs mignucy
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1.2.11. JopyyeHHs

Jlopyuenns — 1ie TOKYMEHT PO HaJIaHHS MpaBa KOHKPETHINH 0co0i Ha
MIEBHI Aii BiJI IMEHI MIIMPUEMCTBA YU OKPEMOTO TPOMA/ISTHUHA.

JopydeHHS MOAUIIOTRCS Ha OdiIiiiHi i ocoducti. OdimiiiHI MOXKYTh
BH/IABATHUCS HA OJICP’KAHHS IPOIIOBUX 1 TOBAPHO-MATEPialIbHUX LIIHHOC-
TeH, 3JICHEHHS TOCIIOAAPChKUX, MMOCEPEIHHUIIPKUX, TPAHCIIOPTHUX OTIe-
pamiif Tomo. OcoOuCTI CKIAJAITHCA 0cO0aMU, SIKI IepealoTh BIACHI
npaa iHIMM ocobam. Lle Moxe OyTH mpaBo Ha OfepKaHHS 3apOOITHOT
IJIATH, IOIITOBOTO TepeKa3y Ta IHIIUX OTepalliil.

OdimitiHi JOpyYeHHS TOBHHHI MAaTH TaKi PEKBI3UTH:

° Ha3Ba MINMPUEMCTBA;

* IOpUJMYHA aJpeca;

* Ha3Ba BUJY JOKYMEHTA;

* 5aTa;

* IHIEKC;

* TEKCT;

* IIIIKCH I1I0CAIOBHUX OCIO;

* TieyaTKa MiIPUEMCTBA.

VY TekcT JOpyuYeHHs BHOCSATH TaKi JaHi:

* T0caja i MmacrnopTHI BITOMOCTI 0COOH, AKiif BUJAHO TOPYUYCHHS;

* oOpraizalis, 3 KOO 3AIMCHIOIOTHCS il 38 JOPYUEHHSIM;

* 3pa3oK MiANMUCy 0coOH, IKa OTpUMaja T0PYYCHHS;

* CTPOK Jil JOpYyUYECHHS.

BurotoBisroTbcs TpadapeTHi OJaHKH JOpYUYeHb. Ajie BOHHM MOXYTh
oopMmisTHCS 1 Ha OJAaHKY HiANpHEMCTBA. SKIMO omeparlii, o 34ii-
CHIOIOTHCS Yepe3 JIOPYUCHHS, CTOCYIOThCSI TPOIIOBUX UM MaTepialbHUX
LIHHOCTEeH, el TOKYMEHT 00O0B’A3KOBO MiAMUCY€ETHCS KEPIBHUKOM TIijI-
MPUEMCTBA I TOJIOBHUM OyXTaITepoM.

Oco0ucti TOpydYeHHS Ha OTPUMAaHHS IEHCIHM, CTUTICHIINA, BKJIAIIB Y
0aHKY, KOPECIIOH/ICHIIIH HOTapiaJbHOTO 3aCBITUCHHS HE MOTPEOYIOTh.

BoHU 3acBiIUYIOTHCS 1 3aBIPSIOTHCS HIAMUCOM ITOCag0BOI 0COOM I
MeYaTKOIO OpraHizalii, y sKiif TOi, XTO pOOUTH TOPYUYEHHS, IPAIIOE, Ha-
BUAETHCS, a00O BIAMOBIMHOI JKUTIIOBO-EKCILIyaTAllliHOI KOHTOPHU 3a
MICIEM IMOCTIMHOTO MPOKUBAHHS.

JlopyueHHsT BUIA€ThCS, K MPABHIIO, HA CTPOK, BUSHAUCHHWI KOHKPET-
HHUM JTOKYMEHTOM. SIKITIO TaKHi CTPOK Y JOPYUEHHI BIICYTHII, TO BOHO 30¢-
pirae cuiry mpoTSroM poKy BiJl THS BUAAYi. SIKIIO 1aTa BUIadl OPYUYCHHS
BIJICYTHSI, JOKYMEHT BBa)KA€THCSI HEAIMCHUM 1 HE MA€ IOPUIUYHOL CHIIH.

3pa3ku JO0pyUYeHb TOTAIOTHCS.
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1.
JlopyueHHs miicCHE 10

(mata)
VupapiiHHS
PaxyHok y BIJIIIJIEHH] 0aHKy
M.
M®O

JOPYYEHHS Ne

“ X 2002 p.
M.
Bupane
[TacropT cepis Ne BUJAHUN

Ha oxpepkaHHS TOBapHO-MaTepiallbHUX LIHHOCTEH 3a HapsJIoM
Ne BIJ 2002 p.

(Oani na 360pomi iide nepenix yinHocmeti)

[Tignmuc ocobwu, sika oTpuMaa JOpyYeHHS, 3aCBITUYEMO.
HavaipHUK yrpaBIiHHS (mimic) PosmmdpyBaHHS migmucy
TonoBHMIT OyxTanTep (miammic) PosmmdpyBaHHS migmucy
2.
JOPYUEHHSA

S, TomoBko Muxona Demoposud, gopydaro [omoBko Tersni
[TerpiBHi ofepKaTH B KACUpa YIPABJIIHHS HAJISKHY MEHI 3apIUIATy 3a Be-
pecenb 2002 poky.

Hopyuenns jaiticae go 8 nucromnana 2002 poky.

(ninmuc) M. ®@. T'osoBkO
15 Bepecus 2002 p.
3acBiTUeHHS:
ITinmuc incnekTopa ['omoBka M. d. 3acBinuyro:

HavanpHux Bigaiiay Kajapis (minmuc) PosmudpyBanns nignucy

15 Bepecus 2002 p. M.IL
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1.2.12. Pe3rome

Pe3srome — onricaHHS] 0COOUCTHX, OCBITHIX 1 podeciiiHux nanux. Pesro-
Me MOBHHHO OYTH JIOCHTH JECTAIBHUM 1 B TOH XK€ 4ac JAKOHIYHUM 3a
3MICTOM 1 HE TIEPEBUIITYBATH OHIET CTOPIHKH. 3aIIOBHIOETHCS BHKJIaIaueM
y BUTbHIM popmi. ChOTO/IHI Ie MOMUPEHUH TOKYMEHT MPU MPUIHATTI Ha
poboTy y HelepkaBHUX TijnmpueMcTBax. OCOOIUBICTIO PE3IOME € BUKJIA-
JICHHS JTAHUX TIPO OCBITY il TPYIOBY JiSUTLHICT Y 3BOPOTHOMY XPOHOJIOT1Y-
HoMY mopsaky. Y rpadi “JomaTkoBi JaHi” MOXKe BKa3yBaTHCh Oyab-sKa
iH(popMallisi: 3BHAHHS MOB, HasIBHICTb JPYKOBAHKUX POOIT, IHTEPECH MPETEH-
JIEHTa TOUIO. Y JESKHUX OpraHi3alisix pe3roMe MICTHTh IIyHKTH: MeTa (SKy
pobOoTy XOTiB OM OTpHMAaTH NIPETSHIICHT) 1 Oa’kaHa 3apo0iTHA TUTaTa.

BiorpadiuHa goBigka (Curriculum Vitae (CV))

BinpisHsieTbes BiJ pe3toMe TUTbKH 00CAroM 10 6—8 CTOPIHOK 1 mepe-
OaveHa I KaHIUJATIB Ha BUCOKI MTOCAAM UM HA POOOTY 3a KOPIOHOM.
[ToTeHmiifHUN POOOTOMABEI TOBUHEH OTPUMATH JACTANIbHY iH(DOpMAIIiF0
IIpo TIpeTeHIeHTa. biorpadiuHa T0BiaKa BKIOUA€E B ceOe HasIBHICTH (PoTO-
KapTKH, NACNOPTI JaHi, agpecy, TeIeoH Ta JeTalbHIlIe XapaKTepHU3ye
OCBITY Ta KBali(hiKaIliIo MPEeTeHICHTA.

PE3IOME

IMMPI3BUILE, IM’51, ITO BATBKOBI:

AJIPECA:
TEJIEDOH:

CIMEMHUWU CTAH:
META:
BAYAHA 3APOBITHA TTJIATA:

OCBITA:
I[TPOPECIMHWN JJOCBI/:
JOJATKOBI JIAHI:

Iionuc
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KoHTpOnbHi NnUTaHHA

1. SIxi BUIU JOKYMEHTIB BITHOCSTHCS IO OpraHi3aIlifHO-IIpaBOBUX?

2. SIxi GpyHKIIi BUKOHY€E HaKa3 i XTO HOTO Miamucye?

3.V yoMy HOJISITAIOTh OCOOJMBOCTI CKJIaTaHHS ITPOTOKOIIIB?

4. OcobauBOCTI CKITaAaHHS I OPOPMIICHHS aKTiB, JOTIOBITHUX 3aITHUCOK,
JIOBIJIOK.

5. SIx oopMITSIETBCS CITYKOOBHH JTHCT?



Po30in 3
OPrAHI3ALIA POBOTU 3 AOKYMEHTAMU

1.3.1. TpuKHATTA Ta nonepeaHin po3rnag
BXiAHUX OOKYMEHTIB

[IpaBunpHaA oprani3ailis poOOTH 3 JOKYMCHTAMHU Ha IiAIPUEMCTBAX
MOJISITA€ Y CTBOPEHHI YMOB, 1110 3a0e3meuyroTh 30epiraHHs HeoOXiHOT
JIOKyMEHTaJIbHOI iH(popMaii, i MBUAKMIA MOIIYK, OTIEPATUBHICT Iepe-
MIIIIEHHS I BUKOHAHHS, a TAaKOK 3a0€3IMeUeHHs YMOB [IJIs BCIX BUIIB POOIT
3 JOKYMEHTAMH 3 MOMEHTY CKJIa/IaHHS YA OTPUMAHHS 10 3HUIICHHS Un
nepeaayi B apxi..

VYci TOKyMEHTH, [0 HAAXOAATH 10 YCTAHOBHU, Y TOMY YHCII CTBOPEHI
3a monomororo ITK, mpuitMaroTbCs IEHTPai30BaHO B KaHIEISAPii abo
cexpeTrapeM. SIk mpaBWiIo, y KaHIEISIPIl pO3KPUBAIOTHCS BCI KOHBEPTH 32
BUHSTKOM THX, II[0 MAIOTh HATIUC “0co0KMCTO”. Y pa3i MOUIKOKEHHS KOH-
BepTa poOUTHCS BiIMITKA B IOMITOBOMY peecTpi. KoHBepTH 30epiratoTsb-
csl 1 TOJTAfOThCS 10 JJOKYMEHTIB Y pasi, KOJIM JIUIIIE 32 KOHBEPTOM MOXHA
BCTAHOBUTH aJ[pecy BiANpaBHUKA, YAC BIAMPABICHHS Ta OJIEPKAHHS JIO-
KyMeHTa ab0 KOJIM B KOHBEPTI BIJICYTHI KOHKPETHI JOKYMEHTH YU BCTa-
HOBJICHO HEBIJIMOBIIHICTh HOMEPIB IOKYMEHTIB HOMEpaM Ha KOHBEPTI.

HenpasuisHo odopMiieHi (He MaMucaHi, He 3aCBiTUeH1), TOIKOMKEHI
a0bo HaJiCIaH] He 3a aJpPecol0 TOKYMEHTU MOBEPTAIOTHCS BIAIPABHUKY
a0o0 MepecuITaroThCs aapecary.

JOKyMEeHTH, 1110 HAIIAIIIIN A0 YCTAHOBH Y BUTJISIII CITY’)KOOBUX JIUCTIB,
JJIATAI0Th TTONIEPETHHOMY PO3TIISY, IKUN 3A1HCHIOETHCSI KEPIBHUKOM
KaHIeIsIpii abo cekpeTapeM. BXiTHI JOKYMEHTH MOXYTh OYTH TOCTaBJICHI
MIOLITOIO, 3 Kyp €POM, Y BUIIISAAI (PaKCUMUIBHOTO 200 €IeKTPOHHOTO T10-
BiJTOMJICHHSI.

MeTor0 MorepeHbOTO PO3IIISAY TOKYMEHTIB € IMOJILT iX Ha Ti, IO TOo-
TpeOyITh 000B’I3KOBOTO PO3IJISAIY KEPIBHUIITBOM YCTAHOBU a00 BUKO-
HaBIISIMU, BUBHAUCHHSI HEOOXITHOCTI peecTpallii JOKYMEHTIB, a TaKOX
BCTAHOBJICHHS TEPMiHIB BUKOHAHHS IOKYMEHTIB, K1 IEpeIaloThCs CTPYK-
TYPHUM IAPO3AiIaM YN Oe3MoCepeIHIM BUKOHABIISIM.

[TonepenHiii po3risig JOKYMEHTIB MTOBUHEH 3J1HCHIOBATHUCS B JIEHb
OJIep>KaHHS 200 B MEPIIU poOOUNil IeHb y pasi HAAXOKEHHS 1X Y HEPO-
60unit yac. JlopyueHHs OpraHiB BUILOTO PiBHS, TeJIErpaMH, TeaepOHO-
rpamu, Gaxcu po3rIsIal0ThCsS HETalHO.

52



KepiBHULIITBY yCTAHOBH B IEpIIy Yepry MepeaatoThcs 3aKOHH YKpai-
HH, aKTU Ta KopecnoHacHIisS BepxosHoi Paan, [Ipe3unenra, Kabinery
MiHICTpiB, OpraHiB BUKOHABYOI BITa/I¥, a TAKOX HAHBaKJIMBIII JTOKYMEH-
TH, SIKI MICTATh iHOPMALIIO 3 MPUHIUITIOBUX MUTAHb AiSJIBHOCTI YCTAHO-
BH i TOTPeOYIOTh BUPILIEHHS! KEPIBHUITBOM. [HII TOKYMEHTH Iepena-
FOTBCS Y CTPYKTYPHI IMIAPO3IIIN I BAKOHABIISIM.

JIoKyMeHTH, 1110 HaJIWIIUTH IO YCTAHOBH, MMPOXO/ISTh TaKi eTarm:

* IepBUHHA 00poOKa;

* TMOMEPEIHINA PO3IIISII;

* peecTparmis;

* PO3TJIsi TOKYMEHTIB KEPIBHUIITBOM;

* HampaBJICHHS JIJI1 BUKOHAHHS,

* KOHTPOJIb 32 BUKOHAHHSIM;

* BHMKOHAHHS JIOKYMEHTIB;

* MMIIIWBKA JOKYMEHTIB IO CIIPaB.

[MTonepe/tHiii po3IJIsiT JOKYMEHTIB 3IIHCHIOETHCS 3 METOIO PO3MOALTY IX Ha
TaKi, 110 ITOBUHHI OYTH 3apeecTpOBaHi, 1 TaKi, IO HE MMiUTSITal0Th PEECTpaIlii.

1.3.2. lNopsapok o6po6neHHs Ta HaACUIaHHA
BUXiAHUX JOKYMEHTIB

BinmpaBieHi opraHi3ali€lo JOKYMEHTH Ha3WBaIOTHCS BUXITHUMH.
BuxigHi TOKyMeHTH, Y TOMY urciTi BurotoBjeHi Ha I[TK, o6pobnstoTses i
HAJICUJIAIOTHCS B JICHb 1X OJICPXKAHHSI BiI BAKOHABIIIB 200 HE ITi3HIIIe Ha-
crynHoro aHsi. He gomnyckaersbcs HajcuiiaHHs abo nepegadya JOKYMEHTIB
6e3 iX peecTpalrrii.
ITin yac mpuifoMy Bii BUKOHABIIIB BUXITHUX JTOKYMEHTIB CEKpeTap
000B’3KOBO IEPEBIPSIE:
* TpaBWIBHICTH OOPMIICHHS JOKYMEHTA i PO3MILICHHS HA HbOMY
BCIX PEKBI3HTIB;

* TPaBUIbHICTh 3a3HAYCHHS aJ[PECH;

* HAsBHICTH yCiX HEOOXITHUX MiAMKICIB HA TOKYMEHTI Ta JOoJaTKaX 10
HBOTO;

* HAsBHICTH Bi3 Ha KOMIl JOKYMEHTA, 1[0 3aJIUIIAEThCS Y CIpaBax yc-
TaHOBH;

* HASBHICTh HA JJOKYMEHTI BIIMITKH PO JOJIATKHU;

* BIJIMOBIIHICTh KUIBKOCTI TPUMIPHUKIB KUJTBKOCTI aJpecaTis.

Ha opwurinanax JOKYMEHTIB, SIKi MiUISTAIOTh MTOBEPHEHHIO, Y BEPXHIN
YaCTHHI ITPaBOTO MOJIS MEPINOi CTOPIHKYM cTaBUTHCS mramn “Ilimmsrae
TTIOBEPHEHHIO”.
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JloKyMeHTH, 1110 HAJICHITAIOThCSI OJJHOYACHO OJTHOMY 1 TOMY X aJpeca-
Ty, BKJIAJIAIOTHCS B OJTUH KOHBepT. Ha KOHBEPTI B TAKOMY pa3i MpOCTaBIIs-
IOTBCSl PEECTpalliifHI HOMEPH BCIX JOKYMEHTIB, sIKi 3HAXOASTHCS B HHOMY.
BuximgHi JOKYMEHTH, 5K 1 BXITHI, IMIJIATal0Th peecTpallii. Y peecTparmiittii
KapTIi a00 B )KypHAaIIi 3a3HAYAI0ThCS HOMEP BUXITHOTO JIOKYMEHTA, AaTa
peecTpalliii, 3aroJIoBOK (KOPOTKHIA 3MiCT) JOKYMEHTa i HOMEp CIpaBH, Y
sIKi#t Oyme 30epiraTucs Woro korist. JJOKYMEHTH, sIKi JOCTaBJISIOTHCS Ha
MIJTTPUEMCTBA Kyp’€pOM, NIEPEalOThCs ajpecaTaM ITiJi PO3MUCKY B PO3-
HOCHI! KHM3I.

OpuriHaau TaKuX JOKYMEHTIB, SIK HaKa3W, IJIaHH, 3BITH, IPOTOKOJIH
TOIIO, 3ATUINAIOTBCS B YCTAHOBAX, SIKI € aBTOPAMU IIMX JOKYMEHTIB, B
1HII YyCTAHOBU HAACUJIAIOTHCS 1X 3aBipeHi Koii.

HoxymenTn, BurotonieHi Ha 1K, HacHITar0ThCs 13 CYNPOBITHUM JTHC-
TOM B YIIAKOBIII, [0 BiITOBITa€ TEXHIYHUM BUMOTaM 30€PeKeHHS HOCITB —
30epexeHor0 Ha HuX iH(opMaitiero. Kormist cynpoBiiHOTo rcTa 000B’s13-
KOBO IMIJIININBAETHCS IO CIIPABU HA 3arajbHUX YMOBAX.

1.3.3. PeecTpauia AOKYMEHTIB

Peecmpauia 0okymenma — 1ie GikcyBaHHS (PaKTy CTBOPEHHs 00 HaJI-
XOJDKEHHS JJOKYMEHTA [UISIXOM MOCTABJICHHS HA HbOMY YMOBHOTO TTO3HA-
YEHHS — PEECTPALIIHOTO 1HIEKCY 3 MOJIAJIBIINM 3aITUCOM Y PEECTPAIIHIX
(hopMax HeOOXiTHUX BITOMOCTEH PO JOKYMEHT. BoHa mpoBoauThCs 3
MeTOI0 3a0e3IeucHHS X 00Ky, KOHTPOJIIO 32 BUKOHAHHSM 1 OITlepaTHB-
HUM BUKOPHUCTAaHHSM HasBHOI B TOKyMEHTaX iHpopMartii. Peectpamis mo-
KYMEHTIB MOBUHHA 3/I1MCHIOBATHCS I[EHTPAII30BAHO B KaHIEIpil abo
cekperapeM. SIk MpaBUII0, MiCIle peecTpallii JOKYMEHTIB BU3HAYAETHCS B
IHCTPYKIIi1 3 JIIJTIOBOJICTBA YCTAHOBH.

Ha mianpueMcTBi peectpalii miaasraroTb JOKYMEHTH, SIKi TOTPeOYIOTh
001Ky, BUKOHAHHS I BUKOPHUCTAHHS 3 JOTaTKOBOIO METOIO (PO3MOpsIIyi,
IJTAHOBI, 3BITHI, 00JTIKOBO-CTATUCTUYHI, OyXTaJaTepChKi, (hiHAHCOBI TOIIIO),
SIK Ti, IO CTBOPIOIOTHCS i BAKOPUCTOBYIOTHCS B YCTAHOBI, TAK 1 Ti, 1110 HA/-
XOJISTH BiJl IHITUX YCTAHOB 1 TPOMAJISIH, a TAKOX K TPaTUIiHHI MaIIHHO-
MMHACHI TOKYMEHTH, TaK i CTBOpeHi 3a moromororo ITK.

OCHOBHHMM NPHUHIIMIIOM PEECTpAIlii TOKYMEHTIB € OJHOKPATHICTb.
KoxHUI TOKYMEHT PEECTPYEThCS B YCTAHOBI JIUIIIE OJIUH pa3: BXIIHI — Y
JIeHb HAJIXOJDKEHHsI a00 He Mi3Hille HACTYMHOTO JHS, SKIIO JTOKYMEHT
HaJIIIIOB Y HEPOOOUMIi Yac; CTBOPIOBaHI B yCTAHOBI — Y JIEHB MiJIINCAH-
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Hsl a00 3aTBep/pKeHHS. Y pasi mepejadi 3apeecTpOBAHOTO IOKYMEHTA 3
OIHOTO MiAPO3IITY B IHIITUI BiH ITOBTOPHO HE PEECTPYETHCS.

JIOKYMEHTH pEeECTPYIOThCS B MEKaxX I'PYI 3aJIEKHO BiJl HA3BHU BHUILY, aB-
Topa i 3micty. Hampukiaa, OKpeMo peecTpYIOThCS 3aKOHU YKpaiH!, aKTH
1 kopecionaeHmis Bepxosuoi Pann, I1pesunenra ta Kabdinety MiHicTpiB;
HaKa3W yCTAHOBU 3 OCHOBHOI JIISUTBHOCTI: PO MPUNWHSITTS, TIEPEBEICHHS,
3BIJIBHEHHSI, CYMICHUIITBO TIPAIIBHUKIB, PO HATAHHS BIIITyCTOK, BIAPSII-
JKEHHS; 3 a/IMIHICTPATUBHO-TOCIIOIAPCHKIX MUTAHB; PIIIIEHHS KOJIETii ycTa-
HOBH, aKTH PEBi3ii (piHAHCOBO-TOCIIOAAPCHKOI TiSTILHOCTI, OyXralTepChbKi
JIOKYMEHTH, 3asiBKA Ha MaTEPialIbHO-TEXHIYHE MTOCTAYaHHSI TOMIO.

ITix gac peectpaltiii JOKyMEHTA HATAETHCS YMOBHE ITO3HAYEHHS — pe-
€CTpaLIWHUN IHACKC, SIKMI CKIIAIAETHCS 3 TIOPSIKOBOTO HOMEPA B MEKaxX
TPYIN JIOKYMEHTIB, III0 PEECTPYIOTHCS, 1 JIOTIOBHIOETHCS 1H/IEKCAMU 32 HO-
MEHKJIATYpOIO CIIPaB, MUTAHHSIMU AISUTHHOCTI, KOPECITOHACHTAMH TOIIIO.

Jst peectpaiiii BCiX TOKYMEHTIB BUKOPHUCTOBYETHCS €MHA PEECTPa-
LIHHO-KOHTPOJIbHA KapTKa, mpuaatHa s oopooienns [1K.

’KypuanbpHa Gopma peecTpalii TOKYMEHTIB OMYCKAETHCS B YCTAHO-
Bax 3 00cATOM TOKyMeHT000Iry mo 500-600 mToKyMEeHTIB Ha pikK.

B ycranoBax, /e MOBIIKOBI KapTOTEKU BEAYTHCS Yy CTPYKTYPHUX
MIpOo3aiax, peecTpalliifHi KapTKHA CKIIATal0ThCS y IBOX MPUMIpHUKAX
(It KaHUEISIpii CTPYKTYPHOTO MAPO3AULY, B IKUM KapTKa IepeaaeThb-
Csl pa3oM 3 JOKYMEHTOM). Y pa3i MOCTaHOBKHU JJOKYMEHTa Ha KOHTPOIb
BUTOTOBIISIIOTHCS. TPU MPUMIPHUKH KapTKu. PeecTpatliiini kKapTKu rpy-
MYIOTHCS B JIOBIKOBI KAPTOTEKH, SIKi CTBOPIOIOTHCS] OKPEMO Ha KOKHUHN
KaJleHJapHUH pik. SIK MpaBUilo, KAPTOTEKA CKIATAETHCS 3 ABOX YACTHH:
HEBUKOHAHMX 1 BUKOHAHUX JTOKyMeHTiB. [lepina yacTuHa KapTOTEKH BH-
KOPHUCTOBYETHCS JIJISI MOMIYKIB JOKYMEHTA y TIPOIIeci HOro BAKOHAHHS 32
BUKOHABIISIMHU, KOPECTIOH/IGHTAaMU 200 TepMiHAMU BUKOHAHHS. [{pyra —
JUTS TIOIIYKiB BUKOHAHUX JIOKYMEHTIB 3 MTEBHOTO MUTAHHSI.

ABTOMATH30BaHa PEECTpPallis JOKYMEHTIB MPOBOIUTHCS IIEHTPAIIi30-
BaHO B MICIISIX peecTpallii JokyMeHTiB, oomagHarux ITK. 3ammc 3xiticHro-
€ThCS 3 peecTpalliitHo-KoHTpoJibHOT KapTku (PKK), mooymoBanoi Ha 6a3i
00OB’SI3KOBUX PEKBI3UTIB, SIKi 3a0€3MEUYIOTh CYMICHICTh IPOTPAMHUX 1
TEXHIYHMX 32C001B, 200 MUISIXOM MPSIMOTO BBEJCHHS 3 JOKYMEHTA BCTa-
HOBJICHOTO 00OOB’SI3KOBOTO CKJIay PEKBI3HUTIB: HA3Ba BUIY JOKYMEHTA,
ABTOP-KOPEHCITOH/ICHT; /1aTa Ta 1HAEKC JTOKYMEHTA; 3aT0JIOBOK JIOKYMEH-
Ta a00 HOro KOPOTKHM 3MICT; PE30ITIOIiS; BIAITOBITaIbHII BUKOHABECIID;
TEpPMiH BUKOHAHHSI; T0O3HAUKa Mpo BUKOHAaHHS. CKJ1a]l 000B’I3KOBHX PEK-
BI3UTIB Yy pa3i MOTpeOU JOTOBHIOIOTH TAKIMH BiTOMOCTSIMU: BUKOHABEIIb,
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pO3MKCKa BUKOHABIIS MPO OJIEPKAHHS JOKYMEHTA, XiJl BAKOHAHHS, J10-
natku tomo. [Topsinok po3MillleHHs! PEKBI3UTIB MOKE BU3HAUATHCS Ca-
MOIO YCTaHOBOIO.

V pasi aBTOMaTH30BaHOI peecTpallii GopMyeTbCs OaHK peecTpariii-
HUX JaHUX, a 32 HasBHOCTI MEePEkKi — IICHTPaJIbHUN OaHK peecTpaliii-
HUX JTaHUX.

ABTOMATH30BaHI peecTpaliiiHi 0aHKU JaHUX 3a0€3MeUyIOTh MpalliB-
HUKIB iH(OopMaIIiero Mpo BCl JOKYMEHTH M MicCIIe X 3HaXOKCHHS 3a JI0TIO-
MOTOIO BUBEACHHS iH(pOpMaIIii Ha TUCILICH 1 BUTOTOBIICHHS MAaIlITHOT PaM.
V pasi 4acTKOBOI aBTOMAaTH3alli]l MOIIYKOBHX OIepaliil TOBUHHA JTOTPH-
MYBATHUCS CyMICHICTh TPaIUIIIIHOI i aBTOMATU30BaHO1 CUCTEM PeecTparlii
Ta TOMIYyKiB. SIK mpaBmiI0, MOIIYK 1H(GOpPMAIIii TPOBOIUTECS IIEHTPAIi30-
BaHO Ha aBTOMAaTHU30BAHMX MICIIX peecTpallii Ta 00poOkm iHpopmarrii.
KopucryBad moBHHEH MaTH MOXKIIUBICTh O/IEPKaTH iH(pOpMalIito 3a BciMa
a00 KiTbKOMa PEKBI3UTAMHM PEECTPALlil I TOYHE MiCLIE3HAXOKEHHS JOKY-
MEHTa B IEBHUH Yac.

[Tpu peectpallii JOKYMEHTH MOAUISIOTBCS Ha KiTbKa TPYIl, KOXKHA 3
SIKUX PEECTPYETHCS OKpeMo. Lle BUXiIHI JOKYMEHTH, BXi/IHI JOKYMEHTH,
BHYTPIIIHI TOKYMEHTH.

[Tpu peecrpaliii KOXHOT I'PYIH JOKYMEHTIB TOBUHHI 3aCTOCOBYBATHCS
€IuHI yHI(IKOBaHI CITOCOOW MPUCBOEHHS HOMEPIB.

BHyTpinmHi JOKYMEHTH 1 KOMEPITIHHI KOHTPAKTH 32 YMOBHU HEBEITUKUX
00csriB 1 3a0e3MeveHHs iX MOBHOTO 30€PEKEHHS PIIICHHSIM KePiBHUIITBA
MATPUEMCTBA MOXKYTh HE PEECTPYBATHUCS. Y TAKOMY BUIIAJIKY JTOKYMEH-
Ty IPUCBOIOETHCS MOPSIIKOBUNA HOMEP, HACTYITHUN 32 HOMEPOM OCTaH-
HBOTO, MIIIMIUTOTO Y BIAMOBIAHY CIIpaBy. 3pa3Ku PeeCTpaIliiHUX JOKY-
MEHTIB J10IaI0ThCS.
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KYPHAJ
PEECTPALIIT BXIJJTHUX JOKYMEHTIB

Jlata Kopecnonzenr, Pesomortis
. . ITo3nauka mpo

HAJIX O DKEHHS JlaTa Ta iHIeKC KopoTxuii ab0 KoMy

. . . BUKOHAHHSI
Ta iHJIeKC 0JIePHKAHOTO 3MicT HaIpaBJICHUN

JIOKYy MCHTA

JIOKYMEHTa JIOKyMEHTa JIOKyMEHT

1 2 3 4 5
®opmat A4 (210 x 297)
KYPHAJL

PEECTPALIIl BUXITHUX JOKYMEHTIB

JlaTa Ta iHIEKC

ITo3nauka mpo

Kopecnonzent KopoTkuit 3mict BUKOHAHHS
JIOKYMEHTa
JIOKyMEHTa
1 2 3 4

PEECTPALIMHO-KOHTPOJIbHA KAPTKA

1234567891011121314151617 1819 2021222324

ABTOp JOKYMEHTa
a00 KOpPECIOH/CHT

HasBa Buny
JIOKyMEHTa

T epMiH BUKOHAHHS

70

JlaTa Ta iHmEKC
HaJIX O JDKEHHSI

150

70

JlaTa Ta iHJeKC TOKyMEHTa

3aroJioBOK I0KyMeHTa ab0 HOro KOPOTKHH 3MICT

Pesoumroist a60 KOMy HampaBieHO, BiANOBIIAIBHAN BUKOHABELb

ITo3nauka MpoO BUKOHAHHSI

| Posnucka B oxepkaHHI JOKyMEHTa

210

JIunpoBuii 61k

KoHTposbHI BimMiTKH

Dong Ne Omuc Ne Crpasa Ne
70 70
210

3BopoTHUH OiK
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INEPEJIK

000B’SI3KOBHX PEKBI3NTIB /ISl 3aNIOBHEHHSI

peecTpaniiiHO-KOHTPOJIbHOI KAPTKH

PexBizutn ITosicHeHHs1 10 3aNIOBHEHHS
Hasea eudy 3aMoBHIOETHCS BIAMOBIAHO A0 HA3BU JOKYMEHTA, IIO PEECT-
JoKymenma pyetbes. Ilig yac peectpaii mucTiB rpada He 3aTIOBHIOETHCS
Aemop Ilix wac peecrpauii JTOKyMEHTA, 10 HAJIIIIOB, 3aIUCYETHCS
(xopecnondenm) HallMeHyBaHHs YCTaHOBU (0coOu) — aBTOpa JoKyMmeHTa. Ilin

yac peecTpallii JOKyMeHTa, 110 BianpaBiseTresi, 3aMUCYEThCS
HalMeHYBaHHS yCTaHOBHU (0cobu) — Kopecnongenra. Jlomyc-
Ka€ThCs 3ACTOCYBAHHS CKOPOYCHOTO HAMMEHYBAaHHS yCTAHOBU

Jlama ookymenma

JlaTa, Ha/laHa TOKYMEHTY yCTaHOBOIO-aBTOPOM, MEPEHOCUTHCS
Ha PKK tproma napamu apadcpkux nudp (4ucio, Micsib, pik)

Inoexc ookymenma

Innexc, HagaHUH JOKYMEHTY YCTaHOBOIO-OZIEPKyBaueM, Iepe-
HOCHUTHBCSI Mijl yac peectpauii HagxomkenHs Ha PKK 3 peect-
pauifiHoro mrammna. Ilicias BUKOHaHHS JOKYMEHTA OIOB-
HIOETHCSI HOMEPOM CHpaBM 3a HOMEHKJIATYpPOIO cHpas abo
IHIIUMM IHAEKCAMU

Inoexc ooxkymenma

IHeKe, HaTaHKi JOKYMEHTY YCTaHOBOIO-aBTOPOM, IEPEHOCHUTh-
cst Ha PKK 3 noxymeHTa, 1o HaIiimoB abo BiAMpaBIsIeThCS

Jama naoxooscenns

JlaTa HaJgXO/KEHHS JOKYMEHTA B yCTAHOBY IEPEHOCUTHCS Ha
PKK 3 peecTpaliiifHOro mramia TpboMa napamMmu apabcbkux

unpp

Inoexkc naoxooscennsn

Inzpexkc, HalaHWI JOKYMEHTY YCTaHOBOIO-OJIepXKyBaydeM, Iepe-
HOCHUTbBCS it yac peectpauii Hagxompkenns Ha PKK 3 peecrpa-
niiftHoro mramna. ITiciast BUKOHAHHS TOKYMEHTA JOMOBHIOETh-
Csl HOMEPOM CIIPaBU 32 HOMEHKJIATYPOIO CIIpaB abo iHIIMMHU
iH/IeKCaMH

3az01060k 0oKymen-
ma abo Kopomkuii
3micm

TlepeHocuThCs 3ar0JI0BOK, CHOPMYJIbOBAHMIA HA TOKYMEHTI. Y
pasi BiICYTHOCTI 3arojIoBKa BiH (YOPMYIIIOETHCS BIAIOBIIHO 10
IpaBuII

Peszonrwuin ITepenocutnest Ha PKK 3 1okymMeHTa OCHOBHUIT 3MICT TOPYYCH-
Hsl, IPI3BUIIIE ABTOPA U AaTa PE30JIIONii

Bionogioanvnuii [pi3Buie, iHiLiaIN BiAMOBIAAIBHOIO BUKOHABLS ITEPEHOCSTH-

GUKOHAGEUD Cs 3 pe30ITIoNii, MOXKIIMBE 3a3HAUEHHS HOMepa TeleQoHy

Tepmin euxonanns

TIpocTaBias€eThCs YUCIO, Micsllb, PiK — TpbOMa IapaMu
apabcpkux mudp. Iig yac peectpaliii iHIIATUBHOTO TOKYMEH-
Ta, 110 BiANPABISIETHCS, 3AMICYETHCS OUIKyBaHA IaTa OTPH-
MaHHsI BIMOBIiII

Biomimka
npo GUKOHAHHA

Koporkuii 3anuc BupilleHHS HUTaHHS 1o cyTi abo nara
Ta 1HIEKC TOKYMEHTAa-BiIIOBI/I
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MpumipHUiA nepenik AOKYMEHTIB,
O He NianAraroTb peecTpauii A4iNOBOAHOIO CnyX6010

. JIncTy, 1110 Ha 1AM B KOII 10 BigoMa.
. Tenerpamu i JINCTH MPO JTO3BUT HA BIAPS/HKEHHS i BIITYCTKU.
. [ToBinomiteHHs PO 3acigaHHs, Hapaau, 300pU i MOPSAIOK IEHHUIA.
. Ipadiku, Hapaau, 3asBKU, pO3HAPSIJIKU.
. 3BeneHHs Ta iH(GopMaIis, HaIicJaaHi 10 BiToMa.
. HaBuainpHi miasu, mporpaMu (KoItii).
. PexitamMHi moBigoMIIeHHs, MJIaKaTH, IPOTPAMH Hapal, KOH(pepeHIii
TOILIO.
8. IpeiickypaHTH (KOITii).
9. HopMmu BUTpaTH MaTepiaiiB.
10. BitabHi JINCTU U 3aIIPOIICHHS.
11. ApykoBaHi BUIAHHS (KHUTH, KYpPHAIH, OIOJIETEHI).
12. HaykoBi 3BiTH 3a TEMaMH.
13. MicstuHi, KBapTajabHi, MBPIYHI 3BITH.
14. ®opMH CTATUCTUYHOI 3BITHOCTI.

~N N N B W=

1.3.4. OpraHi3sauisi KOHTpoOno
3a BUKOHAHHAM OOKYMEHTIB

PeecTpaniro JOKYMEHTIB MOXHa PO3TJISIHYTU SIK TIOYATKOBUH eTaIl
KOHTPOJTIO 32 BUKOHAHHSIM.

MeTo10 KOHTPOJIIO 32 BUKOHAHHSIM JIOKYMEHTIB Ha MiIIPUEMCTBI €
3a0e3MeUeHHs CBOEYACHOTO Ta SIKICHOTO iX BUKOHaHHS. KoHTpoITro mis-
raloTh 3aPEECTPOBAHI JOKYMEHTH, B SIKUX BU3HAUEHE 3aBIAHHS.

OO0O0B’SI3KOBOMY KOHTPOJII0 BUKOHAHHSI MIJIATAI0Th TaKi JOKYMEHTH:
3aKOHU YKpaiHu; nocraHoBu BepxoBHoi Paju; ykasu, po3nopsiiykeHHs Ta
nopyderHs [Ipe3nneHTa; mocTaHOBU Ta po3nopsypkeHHs Kabinery MiHi-
CTpiB; 3aITUTH Ta 3BEPHEHHS HAPOJHUX JCMYTATIB YKpaiHH.

BiamnoBinanbpHICTh 32 BUKOHAHHS IOKYMEHTIB HECYTh OCOOH, 3a3HaueH1
B PO3MOPSIUOMY JOKYMEHTI (Hakasi, po3MOPSKEHHI, PIIICHHI TOIIO),
pe3ouTionii KepiBHUKA Ta Oe3mocepe/THI BUKOHABII. SIKIIIO TOKYMEHT BH-
KOHYETBCS KUIBKOMa MpalliBHUKAMHU, BiAMOBIJAIBHIM 32 OPTaHi3alliio
BUKOHAHHS (CKJIMKAHHS) € IPALIIBHUK, KU y PE3OJTIOLIT 3a3HaUSHUI TTep-
muM. KoHTpoIb 32 BUKOHAHHSIM JJOKYMEHTIB Ha MIAIPUEMCTBAX TTOKJIIA-
JIAETHCS HA KAHIEISIPiio, ceKpeTapsi a00 Ha CHelialbHO CTBOPEHY KOHT-
pPOJBHY CiIyx0y. 32 BKa3iBKOIO KEPIBHUIITBA KOHTPOJIb 32 BUKOHAHHIM
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MOXe OyTH HOKJIaAeHUN Ha MpaliBHHKA IIANPUEMCTBA, KA He Mae
BIHOIIEHHS 4O ALIOBOACTBA.

1.3.5. CTpOKM BUKOHAHHA AOKYMEHTIB

V IiI0BOJICTBI TOKYMEHTH MOKYTb ITOIUISITUCS HA JIBl TPYITH:

* i3 3a3HAYEHUM CTPOKOM BUKOHAHHS;

* (€3 3a3HaYEHOI'0 CTPOKY BUKOHAHHSI.

CTpoKU BUKOHAHHS JJOKYMEHTIB MOXYTh OyTH BKa3aHi y caMOMYy J10-
KyMeHTI a00 BCTaHOBJICHI aKTaMU 3aKOHOIaBCTBA. JlokymeHTH 6e3 3a3Ha-
YEHHS CTPOKIB BUKOHAHHS MOBWHHI OyTH BHKOHAaHI HE IM3HINIE K 3a
30 KaJIeHAaPHUX JIHIB, a 3 TO3HAYKOIO “TePMIHOBO” — MPOTATOM 7 pobo-
YUX JIHIB BiJ] JJaTH MAMKCAHHS JJOKyMeHTa. CTpOK BUKOHAHHS MOXe OyTH
3aMIHEHO JIMIIIE 3a BKa31BKOIO I10CAI0BOI 0COOM, sIKa 1i BCTAHOBUIIA, a B
pasi ii BiACyTHOCTI — ITOCag0BOi ocobu, ska ii 3amimae. [Tpu morpebdi
CTPOK MOKe OyTH ITPOJIOBKEHUI Ha OOTPYHTOBAHE MPOXAHHS BUKOHABIIS,
SKe TOJJA€ThCS He MI3HINI SIK 32 TPU poOOYi IHI 10 3aKiHYEHHS BCTAHOB-
JIEHOTO CTPOKY, a II0JI0 IOKYMeHTa 0e3 3a3HaUYeHOTO CTPOKY — JI0 3aKiH-
yeHHsI 30-IEHHOTO CTPOKY BiJ IATH MOTO OJIePKAHHS.

Mepenik AOKYMEHTIB
i3 3a3Ha4YeHHAM CTPOKIB BUKOHAHHS

Jlenymamcokuii 3anum — HE MI3HIMI K Y 15-I¢HHUH CTPOK 3 THS HOTO
onepkaHHs abo IHIINN CTPOK, yCTaHOBJIeHHH BepxoBHor Pagoro Yk-
painm.

3BEpHEHHS HAPOJIHOTO JieryTaTa YKpaiHu Ta JenyTaTa MIiClieBOl paau
HapOIHUX JACTYTaTIB — IMPOTSATOM He OUTBIN sk 10 qHIB 3 THS OepKaHHSA.

Jucmu-oopyuenns ma aucmu-3anumu yCmano8 U020 pigHs — J10 3a-
3HAYEHOTO B HUX CTPOKY abo mpotsirom 30 IHIB.

36im byxeanmepcokuil i banranc piyHuii. PO3TIISI, 3aTBEP/HKCHHSI i T10-
BIJIOMJICHHSI PillIeHb 32 HUMH Y 15-I€HHUI CTPOK 3 JTHS OJICPKAHHS.

Teneepamu, y SIKUX MOPYUITYIOTHCS TUTAHHS, IO TOTPEOYIOTH TEPMiHO-
BOT'O BUPILICHHS, — A0 2 JIHIB, pemTa — npotsrom 10 aHiB.

1.3.6. 3AiNCHEHHA KOHTPOJIIO
3a BUKOHAHHAM OOKYMEHTIB

Koumponv 3a ukonamHsm 00KYMeHmie sKI0UAE MAaKi 6uou pooin.:
* TIOCTAaHOBKY JIOKYMEHTIB (JOPYYeHb) Ha KOHTPOJIb, Ha (OPMYBaHHS
KapTOTEKH KOHTPOJIbOBAHUX JOKYMEHTIB;
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* TIEpeBipKY CBOEYACHOT'O JIOBEJECHHS TOKYMEHTIB 0 BUKOHABIIIB;

* TIOMEepeH] MePEeBiPKY 1 peryIOBAHHS X0y BUKOHAHHSI,

* 00K 1 y3aralbHeHHS Pe3yJIbTATIB KOHTPOIIO 32 BUKOHAHHSM JI0-

KYMEHTIB (IOpYYEeHB);
e iH(GOPMYBaHHS KEpiBHUKA PO IMJICYMKHU Ta XiJ BUKOHAHHS JIOKY-
MEHTIB Ha ONEpaTUBHUX 300pax, 3acifaHHI KOJIET1aIbHUX OPTraHiB;

* 3HATTS JOKYMEHTIB 3 KOHTPOIIIO;

* (opMyBaHHS KAPTOTEKH BUKOHAHUX JIOKYMEHTIB.

Ha nmepxaBHHX IMIMPUEMCTBAX, a TAKOXK y dipMax, Ki MatOTh BEITH-
KU 00CAT TOKyMEHTOOOIry, KOHTPOJIb 32 BAKOHAHHSM TOKYMEHTIB 31111~
CHIOETBCS Ha PEECTPAIIHHO-KOHTPOJIbHUX KapTkax. [lim yac B3STTS
JIOKYMEHTIB Ha KOHTPOJIh Ha JIIBOMY ITOJIi ITPOCTABIISETHCS mTami “KoH-
TpoJib” abo mitepa “K”, miciist 4oro JOKYMEHT ITepeaaeThCsl BHKOHABIICBI,
a nonatkoBuii mpuMipHuK PKK cTaBUTBCS 10 KOHTPOJIBHOI KAPTOTEKH.
PKK moxkymeHTIB, IO 3HAXOASATHCS HA KOHTPOJI, IPYMYIOThCS Y CIie-
MiaJIbHIM KOHTPOJBHIN KapTOTeIli a00 y BIAITOBIIHOMY PO3JiII TOBIIKO-
BOI KAPTOTEKH 32 CTPOKAMHU BHKOHAHHS JIOKYMEHTIB, 32 BUKOHABIISIMH,
rpynamMy JOKYMEHTIB (MIOCTAHOBH, PO3MOPSIKCHHS, HAKA3H, PILIEHHS
toio). JlaHi npo Xij BUKOHAHHS JIOKYMEHTIB, OJICP:KaHI HUISIXOM TeJie-
(¢onHoro 3anuty abo miyi yac MPOBEACHHS MEPEBIPKU CTPYKTYPHOTO
Mapo3ainy-BukoHasIs, BHOcAThes 1o PKK y rpady “KoHTpomnbHi Bia-
Mmitkn”. [Tpu boMy TTOTIepeIHI 3aITUCH HE 3aKPECITIOIOTHCS.

B ycTaHOBi 3 00CSITOoM JOKYMEHTOOOITY OHAA 25 TUCAY JOKYMEHTIB
Ha PIK MEepiOJUYHO CKIAJAITHCA W HAACHIAIOTHCA 10 CTPYKTYPHHX
ITIPO3I1TiIB-BUKOHABIIIB TIEPEITIKA HE BHKOHAHUX y BCTAHOBJICHUN TEPMIH
JTOKyMeHTIB. ITiciIs 3aITOBHEHHS BIANOBIAHUX T'pad Meperiku moBepTa-
IOTHCS IO KOHTPOJIbHOI CITy’)KOU. B ycTaHOBI 3 BelMKUM 00OCATOM JOKY-
MEHTOOOITY KOHTPOJIb 32 BUKOHAHHSM MOJKe 3/IIHCHIOBATUCS 32 JIOITOMO-
roro IIK. ITpu aBTOMaTH30BaHI# (HOPMiI KOHTPOITIO IMOITYKH HEOOXiTHOI
iH(pOpMaIIii 3MIHCHIOIOTHCS 32 BUIOM JOKYMEHTA, TaTOK0, BUKOHABIIEM,
KOPECIIOHJICHTOM, CTPOKOM BUKOHAHHS i 3MIiCTOM.

JlOKyMEHT BBa)KA€ThCSI BUKOHAHUM JIUIIIE TOJI, KOJIM MOCTABIICH] M-
TaHHS BUPIIICHI 1 KOPECIIOHACHTY JTaHO BiANOBiIb 1Mo cyTi. [Ticis BuKo-
HaHHS JOKYMEHT 3HIMA€ETHCS 3 KOHTPOITIO. 3HATH IOKYMEHT 3 KOHTPOJIIO
MO3Ke TUIBKH Ta 0c00a, sKa MOCTaBUiIa HOro Ha KOHTPOJIb, IPU LIOMY Ha
nokymeHTi i1 PKK poOutbces moMiTka mpo 3HATTS 3 KOHTpouro. [JaHi mpo
BUKOHAHHS JOKYMEHTA 1 3HATTS MOTO 3 KOHTpoIIto BHOCAThCs 10 PKK.
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SBEAEHHA
PO BUKOHAHHS JIOKYMEHTIB, 110 MiJIAralTh
iHAMBiNyaIbHOMY KOHTPOJIIO 32 CTAHOM

Ha 200_ p.
Haiimeny- JIoOKyMEHTH Ha KOHTPOJT
Ne BaHHS Haiimwio
n/m| TaiHmeKC | Pasom y momepes- 3 HUX
1P O3JIB HBOMY MiCSII
3 IPOJIOBXKE-
BUKO- | BHKOHY- MPOCTPO-
HUM d
HaHO IOThCA 1 YCH1
TEPMIHOM
KepiBHuk KaHIEIApii (nionuc) PosmudpyBaHHs mignucy

JlaTa

IMpumitka. 115 opranizaii 3 JOKyMEHTOOOIrOM MOHaM 25 THCAY 3BE/ICH-
HS MOe OyTH OMOBHEHe rpadamMu 3a BUJAMH JOKYMEHTIB
(Haka3u, PIICHHS KOJIETIl TOIIO).

IMEPEJIK

I[OKyMCHTiB, HE BUKOHaHUX

(HaiimenysanHs ma IHOeKC CMpYKMYypHO20 NiOpo30iny)

y BCTAHOBJICHU TEPMiH, 32 CTAHOM Ha 200_ p.
3BigKn :
L . . IIpizeume | Ipuunun Komm
Ne | mapifimos |Kopotxuii| Tepmin | . Cran
. imocama |HEBUKOHAHHS Oyne
/1 JIOKYMCHT, 3MICT BUKOHAaHHS BUKOHAaHHS
. BUKOHABISI| Y CTPOK BHKOHAHO
HOMep i Jata
1 2 3 4 5 6 7 8
KepiBHuUK KaHIETAPIT (nionuc) PosmudpyBanus mignucy

Hara

IMpumitka. ['pacdu 6, 7 1 8 3aIMOBHIOIOTHECS Y CTPYKTYPHOMY ITiIPO3IiTi.

KoHTponbHi nuTaHHA

1. Ha3BiTh OCHOBHI IIiJTI peECTpaIlii TOKYMCHTIB.
2. SIke mpu3HAYEHHS Ma€ KOHTPOIIb 32 BUKOHAHHIM IOKYMEHTIB?
3. SIxi oreparlii BiTHOCATHCS 4O MOMEPEIHLOI 0OPOOKU JTOKYMEHTIB?
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Po30in 4
CUCTEMATU3ALUIA OOKYMEHTIB,
NIOQrOTOBKA | MEPEOAYA X 0O APXIBY

1.4.1. HomeHknatypa cnpaB

Homenkaamypa cnpaé — 1ie CUCTEMaTH30BaHMI TIepellik HAIMEHYBaHb
CIpaB, CTBOPIOBAHUI Y IITOBOJCTBI YCTaAHOBH, O(OPMIICHUH Y BIAMOBIA-
HOMY TIOPSIJIKY 13 3a3HaUEHHSIM CTPOKIB 30epiranHs cipaB. HoMeHkaTy-
pa crpaB € 060B’SI3KOBUM [Tl KOXKHOI yCTAHOBHU JOKYMEHTOM, SIKHIi CKJTa-
JIA€THCS 111 CTBOPEHHS B YCTAHOBI €IMHOT cUCTeMH (POPMYBAHHS CIIpaB,
3a0e3MevYeHHs X 00Ky, IIBUAKOrO MOIIYKY JOKYMEHTA 324 3MICTOM Ta
BHUIOM, BiIOOPY TOKYMEHTIB Ha JIepKaBHE 30epiraHHs y mpo1leci JTOBOI-
cTBa. Y JUTOBOJICTBI € TPH BUAM HOMEHKJIATYPH CIIPAB: TUIIOBA, TPUMipHa
Ta IHAUBIIyaabHa. Tunosa BCTAHOBIIIOE TUIIOBHI CKJIaf] CIIpaB ISl yCcTa-
HOB, OJIHOPIJTHUX 32 XapaKTEePOM JIisIIbHOCTI, 3 €IUHOIO CUCTEMOTO 1H/IEK-
carlii, i € HOpMaTUBHUM aKTOM. [Ipumipra BCTAHOBIIIOE TPUMIPHUIN CKJTaT
CIpaB, OJTHOPITHUX 32 XapaKTEPOM MisNTBHOCTI, ajie PI3HUX 3a CTPYKTY-
polo, 1 Ma€e peKOMEHIAIlIHHUN XapaKTep.

Tumnosi i mpUMipHi HOMEHKJIATYPHU CIPAB PO3POOISIOTHCS OpraHaMH
BUII[OTO PIBHS TSI OpTraHi3arliif, o HalleXkaTh 0 chepH yIpaBIIiHHS yC-
TaHOBH, 1 BUKOPUCTOBYIOTHCS HUMU SIK METOAWYHI NTOCIOHUKH TIiJT Yac
CKJIQJIaHHS THAMBIAYyaJbHOI HOMEHKJIATYPH CIIPaB.

HesanexxHo Big HasBHOCTI THIIOBOI 4YM MPUMIPHOI HOMEHKIATYpHU
KO’KHA YCTAHOBA MOBUHHA MATHU 1H/IMBIIyallbHy HOMEHKJIATYPY CIIPAB.

Ak npaBwio, iHOUGIOyaIbHa HOMEHKIIATYpa CIIPpaB yCTAHOBU CKJIa-
JAETHCS 3 HOMEHKJIATYPHU CIPAB OKPEMHUX CTPYKTYPHHUX MiAPO3ALIIB, IO
PO3POOJIIOTHCS MTOCAI0BOIO 0COO0T0, BIAMOBITAIIBHOIO 3 AUTOBOJICTBO Y
CTPYKTYPHOMY ITIPO3/IT, 13 3aIydeHHsAM (DaxiBIiB, MiIMUCYIOTHCS Ke-
PIBHUKOM apXiBHOTO IMIAPO3/IITy YCTAHOBH.

Howmenknatypa cripaB CKIaJa€ThCsl HA MiZCTaBI BABYCHHS JOKYMEHTIB
3 yCiX MUTaHb HOro MisuTbHOCTI. ITicns BUKOHAHHS JOKYMEHTIB BOHHU TPY-
MYOThCS Y CIIPABH, IKUM HaAalOThCs HaliMEHYBaHHS (3arOJIOBKH), IO B
CTHCITIA y3arajabHEHiH (opMi BIATBOPIOIOTH CKIIa[ 1 3MICT JOKYMEHTIB Y
crnpaBax. OCHOBHOIO YACTHHOIO 3ar0JIOBKA CIIPABHU € BUKIIAA NMUTAHHS
(mpenMeT), 3 IKOTr0 BOHA 3aBOJAUTHCSL.
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PoswMmilmeHHs cripaB y HOMEHKJIATYPi TOBHHHO BITITOBIAATH CTYIICHIO
BAXXJIMBOCTI MUTAaHbB, 10 BUPIIMIYIOTHCS 3 ypaxyBaHHSIM B3a€MO3B’SI3KY
JIOKYMEHTIB, BKIIFOUEHHX JI0 KOHKPETHUX crpaB. Sk mpaBuio, Meprioio
PO3MINIYETHCS TPyTa CIPaB, IO BKIIOYAE TOKYMEHTH OPTaHiB BUIIOTO
PIBHS, TaJTi TPYITa OpraHi3amiifHO-PO3MOPSI U0l JOKYMEHTAIII caMoi ycTa-
HOBU (HaKa3|, pO3MOPSHKEHHS, PIIEHHS TOIO), IJIAHOBO-3BITHA JIOKY-
MEHTAIlis 1 JINCTYBaHHS. Y TPYII JIACTYBAHHS MEPITUMH PO3MIIYIOTH
CIIpaBH, 110 MICTSITh JINCTYBAHHS 3 OpraHaM# BHIIOTO piBHS. KoxHa
cripaBa, BKJIIOYEHA JI0 HOMEHKIJIATYPHU CIIPaB, TOBUHHA MATH YMOBHE I10-
3HaYeHHS (apaOChKUMU U paMu) — IHIEKC, SIKHI CKIIaTa€ThCS 3 THACK-
Cy CTPYKTYPHOTO HiAPO3/LTY Ta MOPSAKOBOTO HOMEpPA B MEXax MiIpO3-
JIiTy. 3a BIICYTHOCTI CTPYKTYPHHUX MIAPO3/ILIIB K PO3IITA HOMEHKIIATY-
p¥ MOXYTb OYTH BHKOPHUCTAHI HAIPSIMHU TisUTBHOCTI MIAMPUEMCTBA YU
rocajiu KepiBHUKIB. Hampukiiaj, reHepabHUH JUPEKTOP, 3aCTYITHUK JIH-
peKTOpa, KOMEPIIHHUN TUPEKTOP.

V pasi HasSBHOCTI y CIpaBi TOMIB (YaCTHH) iHACKC CTABUTHCS Ha KOHK-
pPETHOMY TOMI i3 3a3HaYCHHSAM: T. 1, T. 2 TOIIIO.

HanpukiHIli AiT0BOJHOTO POKY HOMEHKJIATypa CIpaB 000B’SI3KOBO
3aKPHUBAETHCS MIJICYMKOBUM 3aIHCOM, Y SIKOMY 3a3HAYa€THCS KUTBKICTB 1
KaTeropii ¢akTUYHO 3aBEACHUX 3a pik cmpas. IlizcymkoBHI 3amuc
CKPITUTIOE CBOIM MiAITMCOM 0co0a, BiIITOBIgaIbHA 32 JUTOBOACTBO.

Howmenxkiatypa cnpaB yCTaHOBH CKJIQAETHCS Y TPHOX MPUMIPHUKAX,
Ha KOKHOMY 3 IKHX 000B’S3KOBO 3aIMTOBHIOIOTHCS I'pU(H TOTOIKEHHS 3
EKCIICPTHOO KOMICIEIO i IT0CaTOBOO 0COOO0F0, BIATIOBITAIBHOO 33 apXiB-
HUH MApo3aiT ycranoBH. [lepimii MpuMipHUK — HETOTOPKaHHMM, 30¢-
piraeTbes y CTpYKTYpHOMY Tigpo3aiii. {pyruii mepeaaeThesi B KaHIIEIs-
pIfO YCTAHOBH, a TPETiii BUKOPUCTOBYETHCS TS OPMYBAHHS CIIPaB 1 IMO-
ITyKiB TOTPIOHOTO JTOKYMEHTA.

HomMmeHnknatypa cpaB CTPYKTYPHUX IMIAPO3MUTIB ITICS iX pO3TIISAY U
AHaJII3 3BOJISITHCSI KAHIEISIPIEIO B €AMHY (3BE/IcHY) HOMEHKIIATYPY CIIPaB
YCTaHOBH.

Opranizariii, Ski HaJIeXKaThk 10 chepu yIpaBIIiHHS YCTaAHOBH, CKJIaIa-
IOTh OKpEMi HOMEHKJIATYPH CIIPaB, sIKI HE BKIIIOUAIOTHCS Y 3BEICHY HO-
MEHKJIATYpY CIPaB YCTAHOBH.

ITig wac po3poOiieHHs €IMHOI HOMEHKIIATYPHU CIIPAaB YCTAHOBH, KPIM
3BE/ICHHSI HOMEHKIIATYPHU CTPYKTYPHUX IiIPO3/IUTIB, BUBUAETHCS M aHAII-
3YETHCS MiSTIBHICTh YCTAHOBU B IiToMy. [Ipu IbOMY BUKOPUCTOBYIOTHCS
MMOJIOKEHHS (CTATyTH) NMPO YCTAaHOBU Ta iX CTPYKTYPHI IMIAPO3MiIHN:
IITATHI PO3MKCH, TUTIOBI YU MMPUMiPHI HOMEHKIIATYpU, HOMEHKJIATYPH Ta
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OTIMCH CIIPaB 32 MUHYJI POKH, KiTacu(DiKaTOPH JOKYMEHTIB 1 KOPECIIOH-
JICHTIB 13 3a3HAYCHHSAM CTPOKIB 30epiraHHs TOKYMEHTIB, a TAKOX Bpaxo-
BYIOTBCS 3aBJIAHHS yCTAHOBU Ha HACTYIHHI pIK.

CTpyKTYypHUI TPUHIIMIT HOMEHKJIATYPU CIIPAB BUKOPUCTOBYETHCS B
pasi 4iTKO BCTAHOBIIEHOI B YCTAHOBI CTPYKTYypH. [1in3aronoBkom y Takiit
HOMEHKJIATYPI € HalfMEHYBaHHSI CTPYKTYpHOTO Mijipo3ainy. [Ipu npomy
MEPIIUM PO3/IIOM HOMEHKJIATYPH OakaHO 3a3HavaTH KaHIespiro. Ha-
MIPUKIIAJ, KAHIEIApis, OpraHi3aliiHui BiIU, MJIAHOBUN BT, BiIILT
peasizaiiii Ta 30yTy TOIIIO.

DyYHKIIIOHATBHUNA TPUHIIKI, TOOTO 32 HAIIPsSIMaMHU IisUTbHOCTI, BUKO-
PHUCTOBYETBHCS Y pa3i pO3IOMIITY OCHOBHHUX HAINPSIMIB TiSUTBHOCTI MIX
CTPYKTYPHUMH MiAPO3IiIaMHU, CIIy)kKOaMU, TBOPUMMH KOJEKTUBAMU Ta
OKPEMHUMHU BUKOHABISIMHU. PO3Iiau i iApO3a1JIM HOMEHKIIATYPH CIIpaB
YCTAHOBHU, MOOYIOBAHOI 32 TAKUM IPUHIUIIOM, BiIOOPaKarmTh YII-
paBIIiHCHKI (DYHKINII Ta TaTy3i  pO3MIIIYIOTHCS B Hil 3a CTYIIEHEM BaKITH-
Bocti. Hanmpuknaz, nnanyBaHHs, GpiHaHCYBaHHS, IPOTHO3YBAHHS TOIIIO.

SIK 10 HOMEHKIIATYPH CIIPaB CTPYKTYPHOTO MiAPO3ALTY, TaK 1 10 3Be-
JICHOT HOMEHKJIATYPH CIPaB YCTAHOBHM BKIIFOUAIOTHCS HaWMEHYBaHHSI
CITpaB, IO BiZOOpakaroTh yCi JOKYMEHTOBAHI IIJITHKA POOOTH YCTAHOBU.

J1o HOMEHKJIATYpH CIIPaB BKJIIOYAIOTHCSI He3aKiHYEH] JIJI0BOJICTBOM
CIpaBy, 10 HAMIWIUIK 3 IHIIMX YCTAHOB AJISL iX IIPOJTOBXKEHHS, Y TOMY
YHCJIi JOBIIKOBI I KOHTPOIIBHI KAPTOTEKH, HOMCHKIIATYPH CIIPaB, TOKY-
MEHTH, CTBOPeHi 3a qonomororo [TK. Crpasu 3 muTaHb, BUPIIIEHHS SKUX
TpUBa€ OUIbIIE OJHOTO POKY (MEPEXiHI CIPaBU), BHOCSATHCS 10 HOMEHK-
JIATYPU CIIPaB KOKHOTO POKY IPOTSTOM BChOTO CTPOKY X BupimmeHHs. J{o
HOMEHKJIATYPH CIIPAB HE BKIIOYAIOTHCS IPYKOBaHI BUIAHHS, OpoLIypH,
JIOBITHUKHU, OFOJIETEHI, pedepaTHBHI XYpHAIU, EKCIIpec-iHpopMaIis
TOILIO.

3Be/leHa HOMEHKIJIATYpa CIIpaB YCTAHOBH Micis i1 OCTATOYHOTrO JI0-
OIpaITIOBaHHS IOTOIKYEThCS 3 eKcrepTHOIO KoMmiciero (EK) ycranoBm i
eKcrepTHO-TiepeBipsrouoro komiciero (EITK) BiamoBimHO 10 Aep:KaBHOTO
apxiBy, MICJIS YOTO 3aTBEPIKYETHCSA KEPIBHUKOM YCTAHOBH. Y CTaHOBH,
110 He MepeAaloTh JOKYMEHTH Ha JepkKaBHe 30epiraHHs, MOTOIKYIOTh
HOMEHKIaTypy crnpas 3 EK opraniB BUIIIOTO piBHSI.

[IpoTarom AiT0BOAHOrO POKY B HOMEHKIIATYPI CIPAB CTPYKTYPHOTO
MiAPO3ILTY 1 y 3BeieHit HOMeHKIaTypi cripas y rpadi “IIpumitka” pob-
JATHCS BIAMITKU MIPO 3aBEJCHHS M BKIIIOYEHHS HOBUX CIIPaB, MPO Ie-
pexigHi crrpaBH, PO MOCATOBUX 0CiO, BiIMOBIMAIbHUX 32 GOPMyBaHHS
CITpaB, PO Mepemady ClpaB y apXiBHUH IMIAPO3IiT YCTAHOBU Ta IHIII yC-
TAHOBH JJIA X IIPOJOBXKEHHS TOIIO.
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HampukiHIl TOBOIHOTO POKY HOMEHKIIATypa CIpaB yCTaHOBH 000-
B’SI3KOBO 3aKPHUBAETHCS MIJICYMKOBUM 3aIIUCOM, SIKHH CKPIIUTIOE CBOIM
ITIITHICOM KEePIBHUK AUTOBOIHOI CITyk0u. [1po HasBHICTE 3aBEIICHUX 3a PiK
CITpaB MOBIAOMIISFOTH apXiBHUN MiAPO3ALT YCTAHOBH.

3Be/ieHa HOMEHKJIATypa CIpaB CKIAJA€ThCI B YOTUPHOX MPUMIPHH-
KaX, Ha KO)KHOMY 3 SIKHX TIOBUHEH OyTH 3alIOBHEHUH Ipu MOTOJKSHHS 3
aApXiBHUMHU ycTaHOBaMu. [IpUMIpHUKH 3BEICHOI HOMEHKJIATYPH CIIpaB
PO3IOIUISIOTECS B TAKOMY ITOPSIAKY: 30€piraroThCs y CIpaBi KaHIIEIAPIL;
MepearoThes 0 apXIBHOTO MiAPO3IUTY YCTAHOBHU TS 3/1IHCHEHHS KOHT-
POJTIO 32 OPMYBAHHSM CIIPAB y CTPYKTYPHHUX ITiAPO3/iiax.

3pa30k HOMEHKJIATYPH CIIPaB TOAAETHCSI

HalimenyBaHHSI yCTaHOBU HaiimenyBaHHs mocajin
3ATBEPI)KYIO KCPIBHUKA YCTAHOBH
(nionuc) Po3mmdpyBaHHS MIIITHACY
HOMEHKITIATYPA CITPAB
Ne

HaiitmenyBaHHS po3miry!

N Crpoxk 30epiranHs crpaBu
Innexc | 3arosioBok cupasu | KinbkicTs cipas ) .
} (Tomy, yactunu) i Homepu | [Tpumitku
crpaBu | (TOMY, YaCTHHH) (TOMIB, YaCTHH) N . 5
CTaTei 3a mepeskom

HaiimenyBaHHs ocay KepiBHUKA
CTPYKTYPHOTO MAPO3AUTy  (nionuc) PosmudpyBanus nignucy

Biza kepiBHMKA apXiBHOTO MiAPO3/Ty YCTAHOBH

IMOTrOAXEHO IMOTrOAXEHO
ITpotokon EK ITpotokon ETTK
Ne Ne

! HajimMenyBaHHs CTPYKTYpPHOTO MiAPO3AiNY (I yCTAHOB, IO HE MAIOTh CTPYKTYPHOTO
IIOJITy — HAIPSIMY JiSUTIBHOCTI).
2 Ha3Ba nepemiky i3 3a3HaYeHHAM CTPOKIB 36epiraHHs JOKyMEHTIB Ta HOro BXimHi JaHi.
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1.4.2. PopmyBaHHA Ta ohpopMneHHA cnpas

Dopmysanns ma ogpopmienns cnpas — 1€ TPYNyBaHHS JIOKYMEHTIB y
CIIPABU BIAMOBITHO O HOMEHKJIATYPH CIIPAB.

CrpaBa — IIe TIepeITiK TOKYMEHTIB, c(hOpMOBaHUX 3a OYIb-IKO0 O3Ha-
KOO 3a BIIITOBITHUMU NpaBuinamu. [IpaBuiibHe popMyBaHHS CIIpaB JOTIO-
Marae€ OonepaTUBHOMY ITOIIYKY JOKYMEHTIB, 3a0e3reuye ix 30epexeHHsl,
BCTAHOBIIIOE MOPSAJOK B OpraHi3allii 1iI0BOJICTBA.

dopMyBaHHSI CIIPAB B YCTAHOBI, SIK MIPABUJIO, TPOBOAUTH KAHIEIISIPIs
abo cexperap.

[Tix yac popmyBaHHs CIIpaB CIIiJT AOTPUMYBATUCH TAKUX MTPABUIL:

* TIpPYIyBaTH y COpaBH TUILKH OPUTIHAIIM (32 IX BiIICYTHOCTI — 3aCBi-
JTUCHI B YCTAHOBJICHOMY MOPSIKY KOIIii) TPaBUIBHO OPOPMIICHUX 1
BUKOHAHMX JJOKYMEHTIB, HE JIOMYCKATH BKIIIOYCHHS J[0 CIIPABH Y0P~
HOBUX, OCOOUCTHX, AyOJIETHUX JOKYMEHTIB, 1110 MiAJIAraloTh IIOBEP-
HEHHIO, Ta PO3MHOXKEHUX KOTIii;

* TpYIIyBaTH y CIIPABU JIOKYMEHTHU OJIHOTO JIIJIOBOAHOTO POKY (32 BU-
HITKOM O0COOOBHUX, CyIOBHUX, IepeXimHUX crpap). OcoOOBi cripaBu
(hOopMYIOTECS IPOTSATOM YChOTO Yacy pOOOTH B YCTAHOBI;

* TpYIyBaTH y CIIPABU OKPEMO JJOKYMEHTH ITOCTIHHOTO i TUMUYaCOBO-
IO CTPOKIB 30epiraHHs.

Sk BUHSITOK, KOJIM IbOTO BUMarae crerudika podboTH yCTaHOBH, J0-
KYMEHTH IOCTIHHOTO I TUMYacOBOTO CTPOKIB 30¢piraHHs, MoB’s13aHi 3
BUPILIEHHSIM OJTHOTO TUTAHHSI, MOXKYTh IPYITyBaTHUCSI TPOTSTOM J1JIOBOTO
POKY B o1HY cripaBy. ITiciist 3akiHUCHHS IIJIOBOTO POKY abo Iepes mepe-
JIAYero CIPaBy B APXIBHUH MIIPO3/INT YCTAHOBH JOKYMEHTH IIOBHHHI Oy TH
PO3KIIaIeHI 38 OKPEMHUMH CIIPABAMMU 3T1THO 3 HOMEHKJIATYPOIO: B OJTHIN —
CIIpaBH ITOCTIHOTO, B iHIIIH — TUMYACOBOTO CTPOKY 30epiraHHs;:

* BKJIIOYATH JI0 CIIPABU JOKYMEHTHU TUIBKH 3 OJHOTO MUTAHHS abo0
TPYIU CIIOPIAHEHUX MMUTAaHb, [0 CTAHOBIISITH €AMHUN TEMaTHIHHI
KOMIUIEKC, CIIOYATKY IHII[IAaTUBHUH, a MOTIM iHII JOKYMEHTH B
JIOT1YHIN MOCIITOBHOCTI;

* SKIIO JOKYMEHTH 3a CBOIM 3MICTOM 1 CTPOKOM 30epiraHHs HE MO-
JKYTh OyTH 3TpYIIOBaHi y ClipaBy, fepeadaueHi HOMEHKIIATYPOXO, 3a-
BOJIUTHCS HOBA CIIpaBa 3 000B’I3KOBUM BHECCHHSIM ii HATMEHYBaH-
Hs Ta CTPOKY 30epiraHHs B Iil04y HOMEHKJIATYPY CIIPAaB;

* JOKYMEHTH, CTBOpPEHi 3a gornomoroio [TK, rpymnyioTscest y cripaBu Ha
3arajibHUX MiJCTaBaXx.

Crpasa He moBUHHA nepeBuinyBatu 250 apkymis (30-40 MM 3aB-

TOBIIIKH).
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JloKyMEeHTHU BCepeIuHi CIPaBH T'PYIYIOTHCS Y XPOHOJIOTIYHOMY YH JIO-
TIYHOMY MOPSIKY 200 Y iX MMOETHAHHI.

JloKyMEHTH pO3MOPSAIUOil TPYITU IPYIYIOTHCS Y CIIPaBi pa3oM 3 J01aT-
KaMHU 3a XapaKTepPOM Ta XPOHOJIOTI€I0.

CraTyTH, TTOJIOKEHHS, IHCTPYKIIII Ta 1HII TOKYMEHTH, 3aTBEPKCHI
PO3MOPSTYUMU TOKYMEHTAMH, € JTOJIATKAMH JIO HUX 1 PO3MINIYIOThCS pa-
30M 13 3a3HAYEHUMH JIOKYMEHTAaMH. SIKIII0O BOHM 3aTBEp/UKCHI K ca-
MOCTIifHI JOKYMEHTH, iX TPYITYIOTh B OKpPEMi CIIpaBH.

Haka3su 3 0cHOBHOT JisSTHOCTI Ta 3 aIMIHICTPATUBHO-TOCIIOIAPCHKHUX
MMUTAHb TPYNYIOTHCS B Pi3HI CIIPaBU.

JIOKyMEeHTH 3acilaHb KOJIeTiaJIbHHX OpPTaHiB T'PYMYyIOThCS y ABI
CIpaBHu:

a) IPOTOKOJIU 1 JOKYMEHTH 10 HUX (IOTOBIII, JOBIIKH TOIIO);

0) TOKYMEHTH 3 oprasiszailii 3acifanb (MOpsSA0K IEHHUI, TPOEKTH Ta
KOITii TOIIIO).

[TpoToKOIM TPYMYIOTHCS Y XPOHOIOTTYHOMY MOPSIIKY i 32 HOMEPAMHU.
JIOKYMEHTH 10 3aciiaHb CUCTEMATHU3YIOTHCS 3a JaTaMH Ta HOMEpaMH
MIPOTOKOJIIB: BCEPE/IMHI TPYIH JJIOKYMEHTIB, 1[0 CTOCYIOThCS OJTHOTO MIPO-
TOKOJIY, — 3 MOPSIKOM JICHHUM.

JlopyueHHsI OpraHiB BUIIIOTO PiBHS I TOKYMEHTH, OB’ sI3aHi 3 iX BUKO-
HaHHSM, TPYNYIOThCS Y CIIPAaBH 3a HANPSAMAaMM JiSUTbHOCTI YCTaHOBH.
SAKIo TaKMX JOKYMEHTIB 6arato, BOHU (hOpMYIOTBCS B OJTHY cripaBy. Bee-
peluHI CIIpaBU JOKYMEHTH CUCTEMATU3YIOThCS 3a AaTaMH JIOPYUYCHbB.

3aTBep/KEHI MIAHHU, 3BiTH, KOIITOPUCH TPYMYIOThCS Y CIIpaBax OKpe-
MO BiJT IIPOEKTIB IIMX JIOKYMEHTIB.

JIucTyBaHHS TPYMy€eThCs 3@ 3MICTOM Ta KOPECITOHIEHTCHKUM MPUHITU-
IIOM 1 CHCTEMATU3YETHCS Y XPOHOJIOTIUHIN MOCITITOBHOCTI: JOKYMEHT-
BIITIOBIB i/I¢ 32 JOKYMEHTOM-3AITHTOM.

JloKyMeHTH B 0COOOBHX CITpaBax rPyMyrThCsS Y XPOHOJIOTIYHOMY IO~
PAIKY B MIpy iX HAJIXOJDKEHHS B TaKil TOCTiAOBHOCTI:

* BHYTPIIIHINA OMKC JOKYMEHTIB, BKJIFOUEHHUX JIO CIIPABH;

* 3asiBa PO MPHUUHATTS HA pOOOTY;

* HampaBJeHHs a00 MOJaHHS;

* 0co0OBHMH IMCTOK OOIIKY Ka/IpiB;

* aBToOioTpadist, TOKYMEHTH IIPO OCBITY, BUTSITH 3 HAKa3iB PO MpHU-

3HAYCHHSs1, IEPEBEICHHS, 3BIJTIbHCHHSI;

* JIOTIOBHEHHS 0 0OCOOOBOTO JIMCTKA OOIIIKY KaapiB;

* JIOTIOBHEHHS JI0 0COOOBOT0 JTUCTKA PO 3a0XOUCHHS;

e JIOBIIKHM Ta iHII JOKYMEHTH.
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JIOKyMEHTH 3 MICIISI TPOXKUBAHHS, JOBIIKW IIPO CTaH 300POB’S Ta IHIIII
AHAJIOTIYHI TIOKYMEHTHU IPYNYIOTHCS B OKPEMi CIIpaBU TUMYacOBOTO 30e-
piraHHs i 40 0COOOBHUX CIIPaB HE BKIIOYAIOTHCS.

Komii Haka3iB Ipo CTATHEHHS, 3a0X0UYEHHSI, 3MIHY IMPI3BUIIA TOIIO 0
0COOOBOI CITPaBU HE BKIIOYAIOTHCS Y 3B’ SI3KY 13 BHECEHHSIM BITOMOCTEH
PO 1ie B TOMIOBHEHHS 0 0COO0OBOTO JINCTKA OOJIKY KaapiB.

Oco0uCTi paxyHKH ITPALiBHUKIB Ta 1HIII MOJ11I0HI JOKYMEHTH CUCTEMa-
THU3YIOTHCSI B MEXaxX POKY 3a MpI3BUIIAMU B ajipaBiTHOMY mopsaky. Kon-
TPOJIb 32 POPMYBAHHSIM CIIPAB B YCTAHOBI Ta 11 CTPYKTYPHUX MIAPO3/IiTax
3/IIMCHIOETHCS KAHLIEISIPIEI0 00 CeKpeTapeM.

1.4.3. 306epiraHHA OOKYMEHTIB

JokymMeHTH 3 4acy CTBOPEHHs (HaAXO/KeHHs) 1 1o Iepenadi ix B ap-
XIBHUH MIPO3/iNT YCTAHOBH 30epiraloThes 3a MicieM ix GopMyBaHHS y
cnpaBax. Y HEBEIMKHUX YCTAHOBAX JIOLIHHO 30€piraTu CIpaBu B KaHIIE-
JsIpii a00 B cexperaps. 3 METOO MiABHUINCHHS OIEPATHBHOCTI PO3IIYKY
JIOKYMEHTIB CIIPaBU PO3MIIIYIOTH BIAMOBIAHO 1O HOMEHKIATypu. Ha xo-
PIHISAX OOKIAAMHOK CIPaB 3a3HAYAIOTHCS 1HAEKCH 32 HOMEHKIIATYPOIO.
CnpaBu moBUHHI 30epiratucs B poOoUYnx KiMHaTax abo CreriajbHO BiJI-
BEJICHUX JJIS I[bOTO MPHUMIIICHHSX, y Iadax, 1o 3a4HHSI0THCS.

MarHitHi cTpiuku 3 poHOrpaMaMu 3aciJaHb KOJIETiallbHOTO OpraHy
30epiratloThCs y BiIMOBIIAIBHOTO cekpeTaps. Ha kopoOii poOuThes Biji-
MITKa PO JIATy 3aciaHHs i yac 3amucy. CekpeTap KOJIeriaJbHOro opraHy
Hece BIANOBITAIBHICTD 3a iX 30epeKeHHS.

JokymeHTH, ctBopeHi 3a gomomoroto [1K, 36epiraroTscst Ha 3arajb-
HUX MiJcTaBax.

Bujaua cripaB y THMUYacoBe KOPUCTYBaHHS 1HIIUM yCTAHOBAM 3]11#-
CHIOETBCS 3 JI03BOJIY KepiBHUKA ycTaHOBU. Ha BHUIaHy cripaBy 3aBO-
JUTHCS KapTKa — 3aMIHHUK CIIPaBH, Y SKiil 3a3Ha4Ya€THCS CTPYKTYP-
HUM TiAPO3a1I, HOMep CIIpaBH, JaTa il BUAaui, KOMY clipaBa BUJAHA,
nmarta ii moBepHeHHs. [lepenbavaroThes rpadu IIIs MIAMUCIB W oaep-
JKAHHS CIIPaBH.

BuitydeHHS! TOKYMEHTIB 13 CIIpaBy MOCTIMHOTO CTPOKY 30epiraHHs 3a-
OOPOHSETHCA. Y BUHATKOBUX BHUITAJKaX BWIYYCHHs JOKYMEHTA TOMYC-
KAa€THCS 3 JT03BOJIY KePIBHUKA YCTAHOBU 3 00OB’SI3KOBHM 3aJTHIIICHHSIM Y
CITpaBi 3aBiPEHOT KOITii TOKyMCHTA.
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1.4.4. TiproToBKa cnpaB Ao 36epiraHHsA
Ta BUKOPUCTaHHA

3HaYeHHS Ta MPAaKTUYHA LIHHICTh JTOKYMEHTIB MiANPUEMCTBA Pi3HI.
OJH1 TOKYMEHTH BUKOPHUCTOBYIOTHCSI TPUBAJIMI Uac /ISl CIIPaB Y HA0YHO-
iHopMarriitHiit poOOTI, IHIII TyKe MIBUIKO BTPAYAIOTh CBOKO 3HAUYIIICTD.
Jns 1oBrocTpokoBoro 30epiraHHs TOKYMEHTIB CTBOPIOETHCS apXiB M-
MIPUEMCTBA.

3aKkiHYCHI TUTOBOJICTBOM CIPaBH IOCTIHHOTO i TpwBajaoro (ImoHan
10 pokiB) CTpOKiB 30epiraHHs MOBUHHI 31aBaTUCS B apXiBHUM ITiAPO3ILIT
YCTaHOBH JUJIs1 TOJAJIBIIOTO BUKOpUCTaHHs. CIipaBu CTPOKOM 30epiraHHs
10 10 pokiB MOXKYTb IepeaaBaTUCS B apXiBHUI MIAPO3ALT YCTAHOBH 3a
ITOTOJKEHHSIM 3 11 KEpIBHUKOM.

[TinroToBKA JOKYMEHTIB 10 IIepeaadi B apXiBHUN MiAPO3/IiT YCTAHOBU
BKJIIOUAE: €KCIIEPTU3Y IIIHHOCTI JJOKYMEHTIB, O()OpPMJICHHS CIIpaB, CKJIa-
JIAaHHS OIUCIB CIpaB, MepeIavy CrpaB A0 apXiBHOTO MiAPO3/iTy yCTAHOBH
1 3a0e31eUeHHS 30epe)KCHHS JOKYMEHTIB.

ExcniepTr3a IiHHOCTI JOKYMEHTIB IOJISITa€ Y BU3HAUCHHI 1X I[IHHOCTI 3
METOIO0 BCTAHOBIIEHHS CTPOKiB 30epiraHHs JOKYMEHTIB 1 BiZOopy iX Ha
JiepxkaBHe 30epiranHs. [l opraHizaifii Ta NMPOBEICHHS EKCIEPTU3U
IIIHHOCTI JOKYMEHTIB B YCTAHOBAX Ta iX CTPYKTYPHUX IiAPO3/IijIaX CTBO-
PIOIOTHCS TTOCTIMHOIIFOY1 €KCIIEPTHI KOMICII.

EkcriepTusa [iHHOCTI TOKYMEHTIB MPOBOJUTHCS HA TiICTaBl HOMEH-
KJIATYPU CIIPAB 1 MEPEITiKiB (TUMTOBUX, BIJOMYHKX ) JOKYMEHTIB 13 3a3HAUYCH-
HSM CTPOKIB 30epiraHHs. 3a pe3yIbTaTaMU eKCIEPTU3U IIIHHOCTI JTOKY-
MEHTIB CKJIaJal0ThCSl ONTUCH JIOKYMEHTIB MTOCTIMHOTO i TPUBAJIOTO CTPO-
KiB 30epiraHHs Ta aKT PO BUAUICHHS IS 3HUILEHHS JOKYMEHTIB, 1110 He
MiISIraloTh 30epiranHio. BuTijieHHsT JOKYMEHTIB JJIsl 3HUIICHHS U CKJ1a-
JIaHHS TIPO 1€ aKTa MPOBOIUTHCS IMICIS MIATOTOBKU OMHCIB CIIpaB MOC-
TIHHOTO ¥ TPUBAJIOTO CTPOKIB 30epiraHHs 3a el JKe MepiojI: aKTH PO BU-
JUJICHHS JJTsI 3HUILEHHS JIOKYMEHTIB, 1[0 HE MiISITraloTh 30epiraHHio, po3-
rasgaThes Ha 3acimanHsx EK oxHouacHo 3 omwmcamu crnpas. s
YCTAHOB, IO MEPENIAIOTh JOKYMEHTH Ha JIep)KaBHE 30epiraHHs, aKTH 3a-
TBEPJIKYIOTHCS] KEPIBHUKOM YCTAHOBH ITiCIIS 3ATBEP/IKEHHSI OIUCIB CIIPaB
nocTidHOro 30epiraHHs eKcIepTHO-MepeBipsAoouo kowmiciero (EITK)
BIJIITOBITHOTO JIEPXKABHOTO apXiBY.

[Ticns 3aTBepKEHHS aKTa TPO BUAUIEHHS TOKYMEHTIB ISl 3HUIIICHHS
3a3HaveHI TOKYMEHTHU 30aF0ThCS MpalliBHUKAMH TIJIOBOIHOI CITy>kOu ab0
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ceKpeTapeM TOCIoIapChKiil ¢yk01 ycTaHOBU a0b0 MiTIMPUEMCTBA 13 3a-
TOTIBJII BTOPWHHOI CHPOBHHH.

JIOKYMEHTH YyCTaHOBH T'PYNYIOThCS y CIIPABH IMIC/IS 3aKiHYEHHS IO~
BoaHOTO poky. CIpaBH MOCTIHHOTO Ta TPUBAJIOr0 30epiraHHs IiaIsara-
FOTh TAKOMY O(OPMJIICHHIO: TIIIIIMBAHHS B OOKJIQJIMHKY 3 KAPTOHY, HyMe-
pallis apKyIIiB y CIIpaBi, CKIIaAaHHS ITICYMKOBOT'O HAIINCY, CKITaaHHS (y
pasi moTpedu) BHYTPIITHBOTO OIMMCY JOKYMEHTIB, OOPMIICHHS OOKJIa-
JIMHKY cripaBu. JIOKYMEHTH TUMYacOBOTO CTPOKY 30epiranHs, chopmo-
BaHI y CIIPaBH, HE MIIIIMBAIOTHCS, APKYII HE HYMEPYIOThCS, YTOUHEHHS
eJIeMeHTIB 0(OpMJIICHHSI OOKJIaAUHKHA HE MPOBOAUTHCI. OKpeMi Tpynu
CIpaB MOCTIHOTO CTPOKY 30epiraHHs, HalIMEHYBaHHS SIKUX HE MTOBHICTIO
PO3KPHUBAIOTH 3MICT (CIIPABU 3 MOCTAHOBAMMU, PO3MOPSIKEHHIMH, HAKa-
3aMH, PIIICHHSMH TOIIO), TOBUHHI MaTH BHYTPIIIHIN OITUC JOKYMEHTIB Y
CITpaBi, iXHIH KOPOTKHUH 3MICT, TaTy 1 HOMEPH apKYIIIB.

ITicas 3akiHYCHHS TUTOBOJTHOTO POKY /IO HAITHCIB Ha OOKJIaJUHKAX
CIIpaB TOCTIHHOTO Ta TPHWBAJIOrO CTPOKIB 30epiraHHsS BHOCSITHCS HE-
00XiTHI YTOUYHEHHS, TIEPEBIPSAETHCS BIAMOBIAHICTHh 3arOJIOBKIB CIIpaB Ha
OOKIJTaUHII 3MICTY IIAIIUTHX JTOKYMEHTIB, ¥ pa3i MOTpeOu J0 3arojioBKa
CIIpaBH BHOCSITHCS JIOJATKOBI BiTOMOCTI (MMPOCTABIISIFOTHCS HOMEPH Ha-
Ka3iB, MPOTOKOIIIB, BUIH U GOPMHU 3BITHOCTI TOIIIO).

JlaTta Ha OOKJIaIMHII CIIPaBH ITOBUHHA BIANIOBIIATH POKY MOYATKY
3aKiHYEHHS CIIPaBH: y CIIPaBi, IO Ma€ JOKYMEHTH 3a OiJbII paHHI POKH,
HIXX PiK YTBOPEHHS CIIPaBH, IiJ JATOX POOUTHCS HAIHC: “‘€ JOKYMEHTH
3a... pOKu”.

Ha oOxnmanmHKax cIpas, IO CKJIATAI0THCS 3 KITBKOX TOMIB (YaCTHH),
MPOCTABIISIIOTHCS JIATU TEPIIOTO i OCTAHHBOTO JIOKYMEHTIB KOXHOTO
ToMy (4acTuHM). Y pasi 3a3HaUYEHHS TOYHOI KaJIeHIaPHOI IATH BKA3Y€ETh-
sl YMCIIO, MiCsI1Ib, piK. UKCITO i PiK MO3HAYAIOTHCS apaOCHKUMHU ITU(PpaMu.
Ha3zsa micsiis mUIieThest CIIOBOM.

Ha ob6xauHIi cipaBu MPOCTABIISIETHCSI HOMEP CIPABH 33 OMUCOM 1 3a
TTOTOJKEHHSIM 3 apXIBHUM MIAPO3/ILJIOM YCTAHOBH, HOMED OTHCY U (DOH/Y.
V pa3si 3MiHM Ha3BU yCTaHOBH (il CTPYKTYPHOTO MiAPO3IiIy) IPOTATOM
nepiofy, sSIKUK OXOILTIOE TOKYMEHTH CIIPpaBH, abo MiJ yac nepeaadi crpa-
BH JI0 1HIIIOI yCTaHOBH (CTPYKTYPHOTO MiAPO3IiTy) Ha OOKJIaIMHII 3a3Ha-
YA€EThCSA HOBA HA3Ba YCTAHOBHU (CTPYKTYPHOTO miapo3niny). Hamucu Ha
O0KJIaIMHKAX CIPaB MOCTIMHOTO i TPUBAJIOTO CTPOKIB 30epiraHHs poo-
JISITHCS YITKO, YOPHUM CBITIIOCTIHKMM YOPHIIIOM a00 TYIIIIFO. 3a Pe3yITb-
TaTaMH eKCIEPTU3H LIIHHOCTI JOKYMEHTIB CKIIaJal0ThCS OIKCH CIIPaB I0-
CTIHHOTO, TPUBAJIOTO CTPOKIB 30epiraHHs i 3 0COOOBOTO CKJIATy.
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Ornuc crpaB CKIIaA€ThCs 3 JOTPUMAHHIM TAKUX MPABHII: HOMEP OIMU-
Cy IIOBMHEH CKJIaIaTHUCS 3 IHM(PPOBOTro MO3HAUSHHS BiIUTY 32 HOMEHKIIA-
TYPOIO CIIPaB 3 AOJABAHHIM IIOYATKOBOI JIiITepU HAIIMEHYBaHHS KaTeropii
JIOKYMEHTIB, 1[0 BXOJSTH O OMHCY, Ta IMU(PP POKY, B IKOMY 3aBe/ICHI
BKJTFOUEHI JTO OITUCY CITPABH.

I'padu omnucy 3aMoOBHIOIOTHCS BIATIOBIIHO JI0 BIIOMOCTEM, BUHECEHUX
Ha O0KJIaAMHKY cripaBu. Omuc Ha CIIpaBH TPUBAJIOTO CTPOKY 30epiraHHs
IMTOBHHEH MaTH AoAaTKoBY rpady “Ctpok 30epiraHHs, CTaTTS 3a Mepe-
KoM,

I'pada onucy “IlpumiTka” BUKOPUCTOBYETHCS JUISl MO3HAYOK MPO
0coOIMBOCTI (BiI3UYHOTO CTAHY CIIPaB, PO Tepenayvy CIpas iHIIUM ycTa-
HOBaM, PO HASIBHICTh KOITH TOIIIO.

KosHa cripaBa BHOCUTBCS IO OMUCY i/l CAMOCTIHHUM MOPSIKOBUM
HOMepoM. SIKIIO crpaBa CKIaJa€ThCs 3 KUTbKOX TOMIB (UaCTHH), TO KOX-
HUI TOM (4aCTUHA) BHOCUTHCS JO OIMHUCY MiJ OKPEMUM HOMEPOM.

V pasi BHECEHHS 10 OMHKCY KITBKOX CIPaB TIPS 3 OJJTHAKOBUM 3aro-
JIOBKOM TIOBHICTIO 3a3HAYAETHCS JIMIIE 3ar0JIOBOK IEPINOi CIIPaBH, 1HIII
BIZIOMOCTI IIPO CITPABH BHOCSTH J0 OIHCY IMOBHICTIO (HA KOKHOMY HOBOMY
APKYILI OIKCY 3aT0JI0BOK BIATBOPIOETHCS MOBHICTIO).

CrpaBu 3 0c0O0BOT0 CKJIaJy BHOCITBCS 10 OMUCY 3a andaBiToM, Te-
MAaTHUKOK, XpOoHOJoTiero. OMUCH CIpaB BeAYyThCs MPOTITOM KiTbKOX
POKIB 3 €IMHOIO CYIIJIbHOIO HyMepallieto ciupaB. CripaBu KOKHOTO POKY
CTAHOBJISITH PIYHUI PO3JILT OTHCY.

V KkiHIi onMcy pOOUTHCS MIACYMKOBUHN 3aMKUC 13 3a3HaYeHHsIM (1udpa-
MM # JTiTepaMu) KUTBKOCTI CITpaB 3a OMKICOM, IIEPIIHH 1 OCTaHHIH HOMEPH
CIIpaB 3a OITMCOM, a TaKOXX OOYMOBIIIOIOTHCS OCOOJMBOCTI HyMmeparlii
cnpaB B omuci (JIiTepHI Ta MPOIYIIEHI HOMEPH cIpas). Y piuHUN PO3ALT
OIHUCY BHOCSITHCS TAKOX CIPAaBU, HE 3aBEPIIEH] JIIJIOBOJICTBOM POKY. Y
TaKUX BUMAJKaX y KiHII PIYHUX PO3MUTIB OMUCY KOXXHOTO HACTYITHOTO
POKY, TIPOTSITOM SIKOTO CITPaBU MPOJIOBXKYBAIHUCS TIJIOBOJICTBOM, 3a3Ha-
yaeThes: “JIOKyMEHTH 3 [bOT'O MUTAHHS JUB. TAKOX Yy PpO3AUI 3a

pik Ne ”

Onuc crpaB MAMKCYEThCS YKIagaueM i3 3a3HAYCHHSIM HOoro mocajiu,
YXBAITIOETHCS KEPIBHUKOM. 3a HassBHOCTI B ycraHoBiI EK ommc o #ioro
3aTBEPKEHHS PO3TIISIIAEThCs Ta yXBamoeTbest EK.

Omnuc crnpaB CKIAAAEThCA Y IBOX MPUMIPHUKAX, OJIUH 3 SKHUX Iepe-
JTAETHCS pa30M 13 CITpaBaMH B apXiBHHH MIPO3IUT YCTAHOBH, a IPYTUA
3alIMINAETHCS K KOHTPOIBHUHN MPUMIPHUK Y Biaaiiai. 3a HasBHOCTI EK
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OTIUC CKJIAJAEThCS Y TPhOX MPUMIPHUKAX, OCKITBKHA OJUH MPUMIPHUK
OTUCY TOJIA€ThCS SIK MmijicTaBa jio npotokoiy EK. Omnucu cripas Bigainy €
MiICTABOIO [Tl CKJIAJTAHHS PIYHOT'O PO3ILUTY 3BEACHOTO OIMHUCY CIIPaB yCTa-
HOBH, 32 SIKMM CIIPaBH MepeaaloThCs HA 30epiraHHs 10 AepKaBHUX ap-
XiBIB.

3BeIeHMIi ONUC CIPAB MOCTIHHOTO CTPOKY 30epiraHHs YCTAHOBH CKJTa-
JIA€ThCSI B YOTUPHOX MPUMIPHHUKAX 1 MijIsArae o00B’I3KOBOMY 3aTBEp-
mxeHHIo EITK BiAmoBiAHOTO IEepKaBHOTO apXiBy Uepe3 aBa POKH IiCIs
3aBEPIICHHS CIIPAB y IUTOBOACTBI. st 3aTBEPIKEHHS JI0 IEPKABHOTO ap-
XiBY HAJICHJIAFOTHCS BCl YOTUPHU MPUMIPHUKHU OIMUCIB, OJIUH 3 SKHUX IIiCIIs
3aTBEPKEHHS 3aJIMINAETHCS B AEPKABHOMY apXiBi, @ pelITa MOBEPTAETh-
cs ycTaHOBI. BiIMOBITHO /10 3aTBEPIKCHUX OIMCIB YyCTaHOBA 30008’ s13aHa
nepeaBaT CIPaBy JI0 JEPKABHOTO apXiBy B YCTAHOBJICHI CTPOKH. 3Be-
JIEH]1 OTMCH CIPaB TPUBAJIOTO CTPOKY 30epiraHHs CKIaIaroThCs Y BOX
MPUMIpHHUKAX 1 0QOPMIISFOTHCS, SIK 1 ONUCH Ha CIIPaBH MOCTIHHOTO 30epi-
raHHs1. OMUCH CIIPaB TPUBAIIOTO CTPOKY 30epiraHHs JIEp)KaBHUM apXiBOM
HE 3aTBEPKYIOThCSA. 3aKiHUCHI TUTOBOJICTBOM CIIpaBH ITOCTIHHOTO Ta
TPUBAJIOTO CTPOKiB 30€piraHHs pa3oM 3 peecTpalliiHUMU KXypHAIAMH,
KOHTPOJIBHO-00IIKOBUMHU KapTKaMHU Ha IOKYMEHTH MEePeJaloThCs B ap-
XIBHMI MAPO3/IUT yCTAHOBY Yepe3 JBa POKH ITICIIsl 3aBEPIISHHS iX y Ii10-
BOJCTBI (HaIpuKIa, cipaBy 3a 1995 p. mepenarThCs B apXiBHUM ITiJI-
po3ain B 1998 p.). CipaBu THMYACOBOT'O CTPOKY 30epiraHHs MepeaaroTh-
sl B ApXIBHMI IMiIPO3/ILT YCTAHOBH Ha PO3CYII KEPIBHUKA YCTAHOBH. SIKIIIO
OKpeMi CIIpaBU HEOOXiTHO 3alIMIIMTH B AIJIOBOJCTBI 17151 TOTOYHOI pobo-
TH, apXiBHUH MiJIPO3/IiJ YCTAHOBH 0OPMIISE BUIaUy CIIPAB y THMYACOBE
KOPUCTYBaHHS.

[Tepenada K0XKHOI cIpaBy 3M1MCHIOETHCS MPALIBHUKOM aPXiBHOTO
MiAPO3ATY Y TPUCYTHOCTI MpAaIliBHUKA AITOBOIHOT CITY>KOM JIMIIIE TiCTs
MPOBEJICHHS €KCIIEPTU3H il HAYKOBO-ICTOPUYHOI IIIHHOCTI, TOBHOTO YIIO-
psankyBaHHs Ta ohopmieHHs. CipaBu MOCTIHHOTO Ta TPUBAIIOTO CTPO-
Ky 30epiraHHs nepeaoThCs B apXiBHUN MIAPO3ALI. Y KIHII KOXHOTO
MIPUMIPHUKA OIMHUCY KePIBHUK apXiBHOTO MiIPO3A1TY YCTAHOBH PO3IH-
CYETHCS Y IPUUHSTTI CIipaB 3 000B’I3KOBUM 3a3HAUYCHHAM IudpamMu i
JITepaMH KIJTBKOCTI MepeTaHuX A0 apXiBHOTO IMAPO3ILIY CIIpas, Mpo-
craisie Jaty. OIMH NPUMIPHUK ONKCY MOBEPTAETHCS Y BIAALI, yCi 1HIII
3QJIMIIAIOTHCS B apXIBHOMY MiIPO3aiii ycTaHoBH. CIipaBU THMYACOBOTO
CTpOKY 30epiraHHs MOXYTh IepelaBaTUC B apXiBHUHU MiAPO3Oia ycTa-
HOBH 32 HOMEHKJIATypOIO CIipaB. 30epiraHHs JOKYMEHTIB B YCTaHOBI
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3a0e31eYyeThCS HASIBHICTIO apXiBHOTO MAPO3AIIY YCTAHOBH 3TITHO i3
3akoHoM Ykpainu “Ilpo HanionansHuit apxiBHuii GOHA 1 apXiBHI ycTa-
HoBu” (3814-12).

APpXiBHI YCTaHOBU HaJAIOTh YCTAHOBAM OpraHi3alliifHO-METOTUIHY
JIOTIOMOTY y BIOCKOHAJICHHI Ta OpraHi3aillii JUTOBOACTBA, PO3POOJISIOTH i
3aTBEP/IKYIOTh 00OB’SI3KOBI 11 BUKOHAHHS BCIMa yCTAaHOBAMU HOPMa-
THUBHO-IIPABOBI aKTH 3 MUTAaHb OPraHi3ailii JOKyMEHTIB y JIJIOBOJICTBI,
MaTh MPABO MEPEBIPATH BEJICHHS IIJIOBOJICTBA B YCTAHOBAX 1 BUMAraTu
Bi/I KepIBHUKIB YCTAHOBU YCYHEHHS BHSBJICHUX BHACIIIIOK IMEPEBIPOK He-
JIOJIKIB.

3pa3ok aKTa IOJAETHCA.

HaiiMenyBaHHS yCTaHOBU SATBEPIKYIO

AKT HaiimenyBanusi mocaau
KepiBHHKA YyCTAHOBU

(nionuc) Po3mmdpyBaHHS TiAHICY

Ne

(micye cknadanms)

Ilpo sudinenns 015 3HUWEHHS OOKYMEHMIB,
wWo He nidnsearoms 30epieaiio

Ha migcrasi

(naszea i 6xioni dami nepeniKy 0OKyMenmis

i3 3a3HAYEHHAM CMPOKIE ix 30epieanHs )

BimiOpaHi IO 3HUIIEHHS SK TaKi, IO HE MAIOTh HAYKOBO-ICTOPUYHOI IIiH-
HOCTI Ta BTPATUIIM MPAKTUYHE 3HAUYEHHS, TOKYMEHTHU (hoHTy No

(naiimenysanus ¢ondy)
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Crpox
Innexc cipasu .
Jlata 36epiranus
3aro0BoK (TOMY, YaCTUHH) L.
crpasi Howmepu Kinpkicts CrIpaBu
cripasu a6o - 3a
Ne . abo ONHCIB crpas (Tomy, X
rpynoBuit . HOMEHKIATyP 010 . Tpumitkn
n/m Kpaitni | (HoMeHKI1aTYyp) (TOMIB, JACTHHH)
3aroJI0BOK i ab0 HOMeEp .
JaTh 3a pik (poku) YaCTHH) i HoMepHu
crpas CrpaBy 3a .
crpas crareit
ONUCOM .
3a neperikom
1 2 3 4 5 6 7 8
Pazom CIIpaB 34 POKH
(yugpamu i nimepamu)
Omnucu CIIpaB IIOCTIMHOT'O 36ep1FaHHi{ 3a POKH

3aTBEPIDKEHI, a 3 0c000BOTO cKiIay moromkeHi 3 ETTK

(naiimenyeanms apxienoi ycmarnogu)

(TpOTOKOI BiX Ne
HaiitmenyBaHHS Tocau 0coow,

sTKa TIPOBOJIAIIA EKCIIEPTU3Y

IIIHHOCTI JOKYMECHTIB (nionuc)
JlaTa

CXBAJIEHO

ITporoxon EK

BifT Ne

JOKyMEHTH y KITBbKOCTI

)

PosmmdpyBaHHS migmucy

crpas

Baroro KT 3JaHO B

(yuppamu i rimepamu)

(naiimenyesanms ycmanosu)

BAJILHOIO HAKJIAIHOIO Bif

Ne

HaiimenyBanns nocaau ocoou,
sKa 3/1a7a JOKyMEHTU

JlaTa

(nionuc)

Ha MepepoOKy 3a MPUIMAaTbHO-3/1a-

PosmugpyBanns nignucy
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KoHTpOnbHi NnUTaHHA

1. Ha3BiTh BUMOTH, IKMX HEOOXITHO TOTPHUMYBATHUCh, (DOPMYIOUH CITpaBU?
2. SIk cuCTeMaTU3YIOTHCS Y CIIPABU TOKYMEHTU PO3MOPSIYOTO XapaKTepy?
3. 3 AKUX €JIeMEHTIB CKJIAIaI0ThCS OMUCH CIPaB JJIsl epenayl B apxis?
4. Ha sKilf miacTaBi IPOBOIUTECS EKCIIEPTU3A IIIHHOCTI TOKYMEHTIB?



Po30in 5
POBOTA 3 JOKYMEHTAMM,
LLIO MICTATb KOMEPLUINHY TAEMHULUIO

Komepuiiina maemnuua (KT) — 11ie BuUpoOHUYA, HAYKOBO-TEXHIYHA, YII-
paBIiHChKa, (piHAHCOBA Ta iHIIIA JOKYMEHTOBaHa iH(pOpMAIIis, 1110 BUKOPUC-
TOBYETBCS JJI5 TOCATHEHHST KOMEPIIHHOT METH (OTPpUMAaHHS IPUOYTKY, MOTIe-
Pe/DKeHHS 30MTKY, OTPUMAHHS TIepeBark HaJl KOHKYPEHTAMM), SIKY MiIITPHE-
Mellb BBaXxa€e KOHDiAeH 1111HO10. 10 KOHDIAEHIIIHUX BIAHOCITHCS BIHOMOCTI
po mpubyToK (Gipmu, is1el, BITKPUTTS, BAHAXOAU, TEXHOJIOTII TOLIO.

BimoMocTi Ipo KOMEpIiiftHY TAEMHHITIO MIAIMTPUEMCTBA YMOBHO MOYKHA
MMOIITATH Ha Bl TPYIIU: HAYKOBO-TEXHIYHY (TEXHOJIOTIUHY) 1 IIJIOBY.

Jo Hayxoso-mexHiuHoi BITHOCITBCS JaHI MPO KOHCTPYKIIO MAIIHH i
YCTaTKYBaHHS: KPECIICHHS, CXEMU, PEUENTYPU, METO/IU i ClIOCOOU BUPOO-
HUIITBA, HOBI TEXHOJIOTIi, HAIIPSIMU MOJICPHIi3allii BIIOMUX TEXHOJOTIH,
rmporpecuBHe 3a0e3nedeHHs [IEOM.

Jlinosa MiCTUTB:

* JaHi Ipo (piHAHCOBY MISUTBHICTH MiIMPUEMCTBA, 32 BUHATKOM 3BITIB

(cTaH po3paxyHKIB 3 KJIIEHTAMU, 3a00proBaHICTh, KPEIUTH TOIIO);

* IUTaHU PO3BUTKY MIANPUEMCTBA (TaKTUYHI I CTpaTETiuHi);

* TUIAHU i 0OCsTHU pearnizaiii MpoaAyKuiil (TWIaHU MAPKETHHTY, JaHi IPO

XapakTep 1 00CSIru TOproBux orepalliid, HasiBHICTh 3aIaciB TOBAPIB);

* aHalli3 KOHKYPEHTOCIPOMOXHOCTI TPOAYKIIii, IO BUITYCKAETHCA,

e(heKTUBHICTb EKCIIOPTY Ta IMITOPTY;

* IUJIAH PEKJIAMHOI JiSUTbHOCTI,

* CIHCOK TOPTOBHX T4 IHIIUX KIIIEHTIB, TOCEPEIHUKIB, KOHKYPEHTIB,

BIJIOMOCTI IIPO B3a€MOBITHOCHHU.

Ckam i 00csT BIZOMOCTEH, IO CTAHOBISATH KOMEPIIIHHY TaEMHHITIO
MiJMPUEMCTBA, CTPOKU KOH(DIIEHIIHHOCTI, TOPSAOK 3aXUCTY i JOIyC-
Ky 10 KoHbiaeHiHHOT iHpopMalii, a TAKOXK MpaBuiia ii BUKOPUCTAHHS
BU3HAYAIOTHCS KEPIBHUKOM.

OcHOBHA MeTa OXOPOHH KOH(IICHIIHHOI iHpopMallii y Tomy, mob
BOHA HE MOTpAIMIA IO KOHKYPEHTIB.

3abe3neyeHHs 3aXUCTY KOMEPIIHHOI TAEMHUIIL Tiepe10avae:

* BHU3HAUYCHHS IMpaBWI BHeceHHs iHopmamii mo KT;

* pO3pOOKY ¥ TOBEACHHS 0 BioMa 0cCi0, JOMYIICHHX A0 iH(popMmarrii,

10 CTAHOBUTH KOMEPIIHHY TAEMHUIIO, IHCTPYKIIIi 32 JOTPUMaHHAIM
peXUMY KOH(IIEHIIIHHOCTI;
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e 0OMEXEHHS TOCTYITy 1o HOciiB iHpopmMariii 3 KT;

* Take BEJICHHs JIJIOBOJICTBA, sIKe 3a0e3Meuye BUIIJICHHS, 00K 1 30e-

piranHs nokymeHnris 3 KT;

* BUKOPHUCTAHHS OPTaHI3aMiifHUX, TEXHIYHUX Ta IHIIUX 3aCO0IB 3aXH-

CTy KOH(]IICHITIHHOCTI JOKYMEHTIB;

* 37ifICHEHHS KOHTPOJIO 34 JOTPUMAHHAM pexumy oxoponu KT.

Hns 30epexxenHs pocryny ao inpopmanii KT kepiBHUK Bugae crie-
miaJapHUN Haka3 mpo BBemeHHs “Tlepemiky BimoMocTteit, mo mictsats KT
ITIITPUEMCTBA”, 3aX0/IIB 3 OXOPOHH ITUX BIIOMOCTEH, BCTAaHOBJIEHHS KOJIa
0ci0, AIKi MAIOTh JOCTYII 10 Takoi iHpopMallii, mpaBuiI poOOTH 3 TOKYMEH-
Tamu, To3HaueHUMH rpudom “KT”. CniBpoOITHUKY MIAMPUEMCTBA T10-
BUHHI ITiJT PO3ITUCKY O3HAOMUTHCS 3 HAKA30M 1 IOJATKAMH 10 HBOTO.

Benenns mimoBoacTBa, 110 3abe3neuye o0JIiK 1 30epiraHHs TOKYMCHTIB
KT, nepenbauae BUKOHAHHSI PSITy PEKOMEH/IAIIIMN.

Hakazom kepiBHHKA MiINPUEMCTBA BU3HAYAETHCS T10CaI0Ba 0coda,
BIITIOBIATbHA 3a 00K Ta 30epiraHHs TakuX JOKYMeHTiB. Ha 1ux moky-
MEHTaX MPOCTaBJIAETHCH P KOHPIIEHIIIHHOCT] y TpaBOMY KYTi IIEPIIIO-
ro apKylia i BKa3yeThCs HOMEP MPUMIPHUKA.

Hanpuknan,

KT
IMpum. Ne 1

Konddinenuiiino
ITpum. Ne 2

Taxi rpucu nuiie BKa3yoTh, 110 MPaBO BIACHOCTI Ha iHpoOpMAaLilo,
sIKa € B JOKYMEHTI, HAJISKUTh MIIMPUEMCTBY i OXOPOHSETHCS 3aKOHOM.

Ha noxymenTi 3 rpudom “KT” Bka3yeTbcs KUTBKICTh MTPUMIPHHKIB i
MICIIE3HAXO/IKEHHSI KOJKHOTO 3 HUX. Hanpukmnan:

CxaieHull y 1BOX MPUMIpHHUKAX:

ITpum. Ne 1 — Ha anpecy;

ITpum. Ne 2 — mo cripaBu Ne 3.

Vi JoKyMeHTH 3 KOH(IISHIIIHHOO0 iHQOopMalliero MOBUHHI peecTpyBa-
THUCS Y )KypHaJl peecTpalii JTOKyMeHTiB 3 rpudom “KT”.

JoxymenTu 3 rpudoM “KT” mpuiiMaroThCs i BIICHIAIOTHCS CIeIiab-
HO MPHU3HAYEHOIO MMOCaT0BOI0 0c0000 abo cekpeTapeM-pedepeHTOM. Y
pasi BIACYTHOCTI UM HEMOBHOI KOMITJIEKTHOCTI B KOHBEPTaX TOKYMEHTIB 3
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rpudom “KT” ckimamaeTbes akT Y ABOX MPUMIpHUKAX, OOUH 3 SKUX HaJ-
cuitaeTbes BinnpaBHukKy. Jokymentu 3 rpudom “KT” hopmyroTbes B OK-
pemy cripaBy. Bugaua if moBepHeHHs 1O0KyMeHTiB 3 rpudom “KT” Bigob-
paska€eThCs B XKypHaJIl 00Ky BUIadi JOKYMEHTIB 3 Tpudom “KT”. [oky-
MeHTH 3 Tpudom “KT” 3a00poHAETHCS BUHOCUTH 3 0dicy. YCi ClipaBu 3
rpudom “KT” 000B’SI3KOBO BHOCSTHCS 1O HOMEHKIIATYPH CIIPAB IMiITPH-
€MCTBA.

ITpu epenadi cripas 10 apXiBy Ha JoKyMeHTH 3 Tpudom “KT” ckira-
nmaeTbest okpemuit onnc. Ha qokymentu 3 rpudom “KT”, mo BigiOpaHi
JUTSL 3HUIICHHS, CKIIAJA€ThCS aKT. 3HUIIYIOThCS BOHU B MPUCYTHOCTI KO-
Micii.



YacmuHa 2
KAOPOBE OINMOBOAOCTBO

Po30in 1

NMOPAOOK CKITAOAHHA | BEOEHHA
PO3MNoOPAOYUX OOKYMEHTIB

MO OCOBOBOMY CKINALY

2.1.1. 3aranbHi NONOXeHHSA

J10 po3mopsa4nuX JOKYMEHTIB 110 0COO0BOMY CKJIady (110 Kaapax) Ha-
nexaTth Haka3u. Hakasmu mo oco60BoMy cKiialy perjiaMeHTYIOTh MpHii-
HSTTS TPOMAJISTH Ha pOOOTY, IEPEBEACHHS 1 IEPEMIIIICHHS MPalliBHUKIB Ha
IHIIN TIOCaJX Ta 3BUTbHEHHS. [0 po3MopsIunx JOKYMEHTIB TaKOX Hajle-
KATh HAKA3U MPO 3a0XOUYCHHS, CTATHEHHS, IPUCBOEHHS PO3PSIIIB 1 KaTe-
ropiif, HaJaHHs BiANMYCTOK. Ha BeNMKUX MIAMPUEMCTBAX BUKOPUCTOBY-
FOTh YHi(iKoBaHI (hOPMHU HAKa3IB IO 0COOOBOMY CKJTAy.

VHidikoBaHi popmu 3aTBepIKEeHI HaKa30M MiHICTEpCTBa CTATUCTUKHU
Vkpainu Big 09.10.95 Ne 253:

e NeTIl-1 (maka3 npo nmpuitoM Ha poOOTY);

e Ne I1-5 (Haka3 mpo nepeBeACHHS Ha 1HITY poOOTY);

e No I1-6 (Haka3 mpo HaJaHHS BIITYCTKH);

e NeTI1-7 (criucok No___ mpo HaJlaHHS BIAIYCTKH);

e NoI1-8 (HaKka3 mpo MPUIHHEHHS TPYIOBOTO IOTOBOPY).

Tunosi popmu OyAyTh JOTABATHUCS ITIPH PO3TIISIII KOHKPETHUX HaKa3iB
o BUAX.

Ha mignpuemMcTBax, B yCTaHOBAX, OpraHizalisx i ipMax (HEBEIUKHX)
3 HEBEJIMKUM OOCSITOM JJOKYyMEHTOOOITrY 3a3HaueHi Haka3u 0(hOPMITIOI0Th-
Csl Ha CIIellaJbHUX YK 3arajbHUX OJIaHKaX 200 YHUCTHX apKyllax marepy
(bopmaty A4). ®opma momaeThcs. Haka3m roTyrOThCS Ha IMiJICTaBI
pPOBIOPSIIKEHb KEPIBHUKA IMiANPUEMCTBA, YCTAHOBHU, OpraHi3alii, 3asB
MpaIiBHUKIB, MIAMMCAHOTO KOHTPAKTY, DillIeHb KOHKYPCHOI KOMicii,
pimreHb KBaihiKamifHUX 1 aTeCTAIHAX KOMICIH TOIIIO.
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Vci Haka3u opopMITIOIOThCS Ha apKyIi narepy dopmary A4 i moBUHHI
MaTu 00OB’SI3KOBI PEKBIZUTH:

* IMOBHE HaIMCHYBAHHS IMAMPHUEMCTBA, YCTAHOBH, OpraHi3artii, ¢ip-

MU; Ha3BY BUJIy TJOKYMEHTA — HaKas3;

e JmaTy CKIamaHHs, mianucaHHs (29 TpasHS 1999 poky);

e MicCIle CKJTaJaHHs 9u BUIAaHHS (M. TpyckaBelp);

e HOMeED (IOMOBHIOETHCS iHIEKCOM “K” abo “OC”);

* 3aroJIOBOK JIO TEKCTY;

* TEKCT;

* IIJICTaBa;

* TIANUC KEPIBHUKA;

* Ha 3BOPOTHOMY OOIIi TP} MOTOIKEHHsI, O3HAHOMIICHHS.

[TpoekT HaKa3y roTyOTh MPAIIBHUKH BIJIITY KaJpiB, MOTO/KYIOTH 3
BIJIMOBIITHUMHU MMOCATOBUMH 0COOAMH, KOJIO SIKMX BCTAHOBITIOE KEPIBHUK
MIAMPUEMCTBA, YCTAHOBH, OpraHi3allii.

Hakasu o ocoboBomy ckiany (Mo Kajapax), 3a BUHITKOM OKPEMHX
BHITA/IKiB, MAIOTh JIUIIIE PO3MOPSIUY UACTUHY, TOUMHATH SIKY PEKOMEH/TY-
€ThCS 3 TIPI3BHINA, IMEHI Ta IO OATHKOBI MpaIliBHUKA.

V HacTynmHOMY PSIIKY 1 AaJti — Mocajia, BUCHHIA CTYIiHb, 3BaHHS, CIie-
IAJBHICTh, PO3PS/, KATEropis, KJac, HAHMEHYBaHHS CTPYKTYPHOTO iJI-
O3y, Mdisl, IO OTOJIOINYEThCS HAKA30M.

[Ticns TekcTy po3mMOpsAAYOl YaCTHHHU 3a3HAYAEThCS IiJICTaBa TiJI-
TOTOBKHM HaKa3zy.

[Ticist mignucaHHs HAKa3 PeeCTPYEThCS y KHU31 peecTpallii Hakasis,
[0 Ma€ TaKl PeKBI3UTH: HOMEp Haka3y, JaTy BUAAHHS, BUJl HAKa3y, KO-
POTKHH 3MICT, KUM TiAITUCAHMH (TPI3BUIIE, 1HIIIAIN), KOMY HAIIPpaBJICHO
(OTOJIOIICHO TTiJT PO3ITUCKH).

VY rpynoBomy Hakasi, skuii nepeadayvae psii MUTaHb, PEKOMEHIYEThCS
pO3MIIIYBATH iX B TaKii MOCTITOBHOCTI: IPUUHSTTS Ha poOOTY, IepeBe-
JICHHSI Ha THIITY TT0Ca/Ty, 3BUTBHEHHS 3 POOOTH, HATaHHS BIIMTYCTOK, 320X0-
YEHHS, CTSTHEHHS TOIIIO.

V KOkHil rpyIli MUTaHb MPI3BUIIA TTPAI[IBHIKIB PEKOMEHIYETHCS PO3-
MIIIYBaTH 3a aJI(paBiTOM.

3pa3ok ohopMIICHHS HaKa3y JT0AaEThCS.

Iepmnii MpuMipHUK HaKa3y 3alMIIAETHCS y BIUIUT KaapiB, a APYTHi
repeIaeThes 1o Oyxranrtepii. Y pasi moTpedu TpeTiit MpuMIpHUK (KOTIis
HaKazy) MePeIaeThCs IO MIIaHOBO-EKOHOMIYHOTO BIJIILTY.

V CTpYKTYpHI MIAPO3IIIH KOITi UM MPUMIPHUKH HaKa31iB 10 0C000-
BOMY CKJIaJy HE MepeIatoThCs.
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[Meprui npUMipHUKH, TiAMUCAHI KEPIBHUKOM, HAKOMTUYYIOTHCS Y CIIpa-
Bi 3a iX MOPSAAKOBUMH HOMEPAMHM BIJIIMOBITHO JI0 3aTBEP/KEHOT HOMEHK-
TATYpH.

CrpaBa BeZIeThCSI MPOTATOM KaJIeHIAPHOTO POKY, MICIIS 3aBEPIIIEHHS
30epiraeTbcs y BIIIUI KaJapiB MPOTATOM JIBOX POKiB. Uepe3 nBa poxu
CIipaBa MEePeaeThCs JI0 KaAPOBOro apXiBy (IKUii 30epiraeThCcsi OKPEMo
BiJT IHINIMX) TiAIIPUEMCTBA, YCTAHOBH, OpraHi3ailii.

V pasi mikBigaIii miampueMcTBa, YCTAHOBH, OpraHizamii HaKka3u 110
0CcO000BOMY CKJIay MEPEIAI0THCS Ha MOCTIHHE 30epiraHHs 0 AePKaBHOTO
apxiBy.

Haxa3u mo ocoboBomy ckiaay (ITo kaapax) i KHUTH iX peecTparlii €
JIOKYMEHTaMH ITOCTIHHOTO 30epiraHHs.

(repd)

MIHICTEPCTBO ITPOMMCJIOBOI TIOJIITUKU VKPATHU
IHCTUTYT NIITOTOBKU KAJIPIB ITPOMHCIOBOCTI YKPATHU

HAKA3 Ne 87-k
i’ 2002 p. M. Kuis

1. IPUVHSATU:
1.1. MEJIbHUKOBA Amngpis JIeoHimoBrua
HaJaJIbHUKOM BIIUTY KaJpiB YIPaBIiHCEKOTO ITIEPCOHAITY 3
30.07.02 3 mocagoBuM oxnagoM 300 rpH HIOMICAYHO.
ITincrasa: 3asBa MenbsankoBa A. JI.

2. MTEPEBECTMU:
2.1. KOHOHYYK Oineny MukomaiBHy
MPOBigHOTO OyXTajaTepa ynpasiaiHcbkoro nepconaiy 3 01.08.02
TOJIOBHUM OYXTalTepOM YIPABIIHCHKOTO MEPCOHAITY 3 MOCAI0-
BUM OKJIa70M 250 rpH MIOMICSYHO.
[Mincrasa: 3asBa Kononuyk O. M.

3. 3BIJIbHUTMU:
3.1. TOAOPIBCBHKY Jlro60B denopiBHy
METO/IUCTA MEePIIO] KaTeropii HABUYaIbHO-METOAMYHOTO BiILTY
03.08.02 3a BiracHuM OaxaHHsM 3TiaHO0 31 cT. 38 K3nll Ykpainu.
Bigmyctky Bukopuctaina mo 20.06.02.
[Mincrasa: 3asiBa Tomopisebkoi JI. .
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4. HAJATU:
4.1. KPECAIJIO Tersui Banentunisui
METOAMCTY MEPIIOi KATeropil HABYAIIbHO-METOIUIHOTO BIAIITY
MOPIYHY BiANMYCTKY Ha 28 kamenmapaux aHIB 3 01.08.02 p. mo
29.08.02 3a pobouwuii pik 3 20.10.01 mo 19.10.02.
ITincraBa: 3asBa Kpecamo T. B.

Pexrop (nionuc) I. I1. TMamii
I[TOT'OAKEHO:

3aBigyroua HaBYAJIbHO-METOUIHUM BiIIITIOM (H. B. Kopinrok)
TlonoBHWMIT OyxTanTep (T. C. CemeHI0OK)
IHCITeKTOD TTO Kampax (B. B. binuk)

2.1.2. TMigroToBka n opopMIeHHs HakKasiB
Npo NPUMAHATTA, NepeBeneHHsA
i 3BiNbHEHHSA NpauiBHUKIB

ITporomnomene ct. 43 KoHctuTymii YKpaiHu mpaBo IpoMaasHIHA Ha
IIpaIio peaji3yeThes MUIIXOM HaJTaHHS POOOTH KOHKPETHIN JIFOIWHI Ta
OIUTATH Tpalll BIIMOBIIHO 0 ii KITBKOCTI Ta SKOCTI.

Lle mpaBo rpoMaJsHUH peallizye LUISIXOM YKIaJIaHHS TPYAOBOTO J0-
TOBOPY, TOOTO Uepe3 MPUHHATTS Ha poOOTY.

[MpuitHATTS TpOMa/IsIH HA POOOTY 0(DOPMIISETHCS BUAAHHSIM HaKa3y, B
SKOMY 3a3HAYAIOThCS: MPI3BUIIE, IM’s Ta 1O 0ATHKOBI IPAIIBHUKA, ITOCA-
Ja (creniajapHICTh, KBamiikalis, KaTeropis, po3psa MPoIIcoM), CTPYK-
TYPHHH MIAPO3AUT, CIeudiuHl YMOBH (3 ITOBHOIO MaTEPiaIbHOO BIJIITO-
BITaJIBHICTIO, 32 CYMICHHUIITBOM, 31 CTPOKOM BUIIPOOYBaHHS OJUH MICSIIb,
Ha 0,5 craBku nocajoBoro oxjiajay touro). (Tumosa gpopma Ne I1-1 mo-
naetnesi.) Hakas orooinyersbest npaiiiBHUKY i mignuc. OqHaxk Tpymao-
BHUH JIOTOBIp BBAXXAETHCS YKIAJEHHUM, SIKIIO (paKTUUYHE JOMYIIEHHS 10
poOOTH MajIo MicCIle 3a BKa3iBKOIO 0COOH, HAIIJICHOO ITPaBOM IIPHIHHATTS
Ha poOOTY.

[Ticns o3HaliOMIIEHHSI TPALIIBHUKA 3 HAKA30M Y HOrO TPYAOBIN KHUXKIII,
a TaKoX B 0c000BIi kapTii 1o ¢popmi Ne [1-2 poOIIsIThCS BIATIOBIAHI 3aITH-
cu, 1 mparmiBHuK y rpadi “Iligmuc BracHUKa TPYIOBOI KHHXKKH CTaBHTh
CBIl mianuc. 3riHO 3 YUHHUM 3aKOHOJABCTBOM IS IMIAMKC MIATBEPKYE,
110 MPAIiBHHUK 3 HAKA30M IIPO MPHIHATTS HA POOOTY 0O3HAHOMIIEHUH, TOMY
B po3aimi I “ITpu3HadvenHs 1 mepeBeneHHs” 0co00Boi kapTku Ne I1-2 -
IIEThCS KOIIisl HaKa3y.
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Tumnosa ¢popma Ne I1-1

MiAITPUEMCTBO, OpraHi3aIlis

HAKA3 Ne ITPO IMTPUMHATTSA HA POBOTY
“«_ 200_ p.
(npi3BuIe, iM’s1, 10 6ATHKOBI) Nata
ITpuitnaru Ha poOOTY 3
Ha KOHKYPCHIi#l OCHOBI Kon
32 yMOBaMH KOHTPAKTY
31 CTPOKOM BUIIPOOYBaHHS Kon
yn 0e3 HbOr'O CTPOK BHITPOOYBaHHS
Kon
CTpOoK TPyIOBOTO JOTOBOPY
0e3cTpOKOBUIA Kox
Ha BU3HAUYEHUN CTPOK
pife] Kox
Ha Yac BUKOHAHHS MEBHOI p060TH
Pobota Kon
OCHOBHA, 3a CYMICHUITBOM
Iex, Bimin JlinbHuULS Kareropist nepconaity
1 2 3

[Ipodecist, nocaa Tapucuuii po3psia (k1ac), po3psiz

TabenbHui HOMep

4 5 6
. . Kon
dopma i cuctema orIaTH Impar
VYMmoBu mpaiil Kox
HOPMAJIbHI, NIKiTTNBI, HeOe3meuHi
HanbaBka ta monmatu 10 3apoOIiTHOT MIaTH BHJL | po3Mip

Tpusaiicte po6o4oro s (POOOYOTO THUIKHS) MPH POOOTI 3 HEMTOBHUM

pobounm yacom

IMignuc xkepiBHIKA ITinnuc npaimrorovoro
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s Toro mo6 npaBUIbHO MIATOTYBATH 1 BUAATH HAKA3 PO MPUHHSAT-
TSl HAa poOOTY, CITiJT BAKOHYBATH BUMOTH YMHHOTO 3aKOHOJ/aBCTBA MPO
Mparrro.

Be3 BiAMmoBiAHUX TOKYMEHTIB, SIKi IPAlliBHUK 3000B’I3aHUH TIpe’si-
BHUTH, HEMOXIIMBO YKJIACTU TPYAOBHI JOTOBIp.

3rimgno 3i crarrero 29 K3nll Ykpainu 1o moyaTky poOOTH 3a yKiase-
HUM TPYJIOBUM JIOTOBOPOM BIIACHUK a00 YIIOBHOBAXKEHUI HUM OpraH 30-
OGOB’s3aHUIN:

* PO3’SICHUTH MPALiBHUKY HOTO MpaBa i 000B’I3KU Ta MpoiHpopMyBa-
TH ITiJT PO3MHUCKY IIPO YMOBH IpaIli, HAssBHICTh Ha p0OOYOMY MicCIIi He-
Oe3MeYHMUX 1 MIKIIUTUBUX BUPOOHNYNX (HhaKTOPIB, SIKI IIIe HE YCYHYTO, Ta
MOJKJIMBI HACTIIIKY iX BIUTMBY HA 3I0POB’Sl, PO HOTO MpaBa Ha MiIbI'H
1 KoMIIeHcalii 32 poOOTy B TAKUX YMOBaX BiJMOBIHO 1O YHHHOI'O 3a-
KOHOJIaBCTBA 1 KOJIEKTUBHOTO JOTOBOPY;

* 03HAMOMWTH MpAIliBHUKA 3 MPABUIAMH BHYTPIIIHHOTO TPYIOBOIO
PO3MOPSAKY Ta KOJIEKTUBHUM IOTOBOPOM;

BU3HAUUTH MPALIBHUKY poOOYE MiCIle, 3a0e311eYUTH MOro HEOOX1THU-

MM JiJ11 poOOTH 3acobaMu;

* MPOIHCTPYKTYBATH IPAIiBHUKA 3 TCXHIKH O€3IeKH, BUpOOHUIOI cCaHi-
Tapii, TirieHy mpani Ta MPOTUIIOKEXKHOT OXOPOHHU.

I'pomanstaus, 3rigHo 3i crartero 24 K3nll Ykpainu, npu ykiaaeHHi
TPYIOBOT'O TOTOBOPY 3000B’sI3aHUI MOAATH ITACoOpT abo IHIIHH TOKY-
MEHT, 110 MTOCBiTuy€e 0cO0y, TPYIOBY KHIKKY, & y BUITaJIKaX, rependaye-
HUX 3aKOHOJABCTBOM, — TaKOX JOKYMEHT IIPO OCBITY (CHEIiaIbHICTb,
KBaJi(iKallio), Mpo cCTaH 3M0POB’S TOLIO.

ITpu ykiazneHHi Tpy1O0BOro JOTOBOPY 3a00POHIETHCS BUMATaTH BiJl
0ci0, sKi IMOCTYyNaTh Ha poOOTY, BIMOMOCTI PO iX MapTIHHY 1 HAIliO-
HaJbHY MPUHAJIEKHICTD, MMOXOIKEHHS, IIPOITUCKY Ta TOKYMEHTH, MTOIaH-
Hs SIKUX He niepenbadene 3akoHonaBctBoM (ct. 25 K3nll Ykpainnm).

Hakasu nipo nepeBeIeHHs MpalliBHUKIB Ha 1HITY ITocay Yu poOoTy Ha
TOMY caMOMY IIIIMPUEMCTBI, B YCTaHOBI, OpraHizailii TOTYIOTbCS Ta
0(OPMIIAIOTHCS HA TIJICTABI PO3MOPSIKEHHS KepiBHUKA a00 3asBU IMpa-
LIBHUKA 3 YpaxXyBaHHSIM BUMOT 1 peKOMEHAAlI|, BUKIAJCHUX y PO3ALII
“3aranbHi MOIOXKEHHS~ 1€l IIaBH.

V posnopsayiii yacTHHI HaKa3y BKa3YyEThCsl OTIEPEIHS Iocaa, moca-
J1a 1 CTPYKTYPHMIA TIIPO3/IIIT, KyIU MEPEBOIUTHCS MPAIIBHUK, aTa 1 CTPOK
nepeBeZicHHs (MMOCTIMHO YM TUMYAcOBO), IPUYMHA NIePEeBEACHHS (BUPOO-
HU4Ya moTpeda, JIsd 3aMiHU BiJICYTHBOTO, y 3B’SI3KY 3 IPOCTOEM TOIIO),
YMOBH OIUTATH Ipalli, MJII'H 1 KOMIIEHCAIlil, IMJcTaBa BUJaHHS HaKa3y.
SIK110 mpaiiBHUK MEPEBOJUTHCS MOCTIHHO HA 1HIY TOcay, 10 HOTO 0co-
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60801 kapTku Ne [1-2 1 Tpy1OBOT KHMKKHU 3aHOCSTHCS BiJIMOBIJIHI 3aITUCH 1
BiH TOBMHEH ITOCTABUTH CBilt migmuc y kaptii Ne I1-2.

Cimir TaKOX IMaM’ ITaTH, IO TTepeBeICHHS IpaiBHUKA (KpiM BUPOOHU-
401 HEOOXIAHOCTI, MPOCTOIO 1 3aMIHM BiJICYTHHOTO CTPOKOM J0 OJHOTLO
MICSIIS) OMYCKAETHCS TUTBKU 38 HOT'O MUCHMOBOIO 3TO0F0.

Tunosa ¢popma Ne I1-5 qomgaeTbes.

Tumnosa dpopma Ne I1-5

MiAITPHEMCTBO, OpraHizaIlist

HAKA3 Ne ITPO INIEPEBEJIEHHSA HA IHIITY POBOTY
13 - el 200_ p.

(Ipi3BHILE, IM’s, TO OGATHKOBI)

IMepesecTn THMIACOBO 5« » 200_p.mo“__ " 200_p.
IIOCTIMHO
Tapudrmii Hanoaska| TTimmic
Micte | Lex, | Hinb- | Kareropist| [Tpodecist, | pospsin | Tabebamit | 10 3apo- | HadambH
pobotu | Bimust | HuIg |mepconary| mocama | (kiac), HOMEp OitHOT | Ka Liexy,
OKJIaTT I1aTy BTy
1 2 3 4 5 6 7 8 9 10
Tore-
peaHe
HOBE
. . Kox
dopmMa 1 cucrema oIUIaTH Ipari

YMoBu npari

. - - - Kon
HOpMaJIbH1, INKIIJINABI, HC6€3HC'“IH1

Tpusamicte pobodoro aHs (poOOYOro THIKHS) IMPH POOOTI 3 HEITOBHUM
pobounm yacom
Bu nmepeBeneHHs
[TincTaBu mepeBeeHHS

[Tignmuc xepiBHUKA [Tignmuc mpaniBHAIKa

113 2 200_ p'
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Haxasu mipo 3BiTbHEHHS MPaIliBHUKIB TOTYIOTHCS Ha IiACTaBI 3a59BH,
IHIIIaTHBY BJIACHHKA a00 YIIOBHOBaXXEHOTO HUM OpraHy (IpUYMHH BKa-
3aH1 y cT. 40 i 41 K3nll YVkpainn) i TpeThoi ocobH, sika He € CTOPOHOIO
TPYIOBOTO AOTOBODPY (Cy/, TPOQCHITKOBUN KOMITET) 3 YpaxyBaHHSIM pe-
KOMEH/IAITiH, BUKJIAICHUX Y PO3AiT “‘3araibHi ITOJIOKEHHS ™ ITi€l TJTaBH.

ITinroToBKA ¥ BUIAHHS HaKa3y PO 3BUTBHCHHS ITPaBOMIpPHI:

* 3a IJICTaB, BUKJIQJICHUX Y 3aKOHI;
* 3a JTOJIep)KAHHS NIEBHOTO MOPSAKY 3BUILHEHHS MpalliBHUKA 32 KOH-

KPETHOIO TiJICTABOIO.

Hakasu npo 3BUThHEHHS CKIaaI0ThCs, K ITPABUIIO, 3 TBOX YACTHUH:
po3nopsinuoi (BU3HAYAETHCS MPI3BUINE, iM’sI, IO OATHKOBI MpaIliBHUKA,
rmocajia, CTpyKTYPHHM MiAPO3/Iii, 1aTa i BimmosigHa cratts K3nll Vkpai-
HU) Ta KOHCTATYI04Ol, B SKili BU3HAYAIOTHCS IPUYMHA 3BUTBHEHHSI Ta MO-
THBH KOPOTKO. Jlami — mifacTaBa BUgaHHS Hakasy. Tumosa ¢opma Ne I1-8
HaBeJieHa Ha c. 88.

Cxraaroun Haka3 Mpo 3BUIBHEHHS, CIIIJT ITaM SITaTH, 110 JTHEM 3BiJlb-
HEHHsI BBAXXAETHCSI OCTAHHIN JIEHb POOOTH.

Bkasyrouu y po3mopsauiil yacTHHI 1aTy 3BITbHCHHS, HE Tpebda mucaTu
mitepy “3” (3 skoro), a mucaTtu: 3BUThHUATH 30.07.96. B 0co0OBIiil KapTIIi
Ne I1-2 y psanky: “JlaTa i mpuuuHA 3BUTBHEHHS ITHINETHCS JIaTa i MPUJIH-
Ha 3BUTBHEHHS, 1 MPaIliBHUK 00OB’SI3KOBO CTaBUTh CBIM ITiIITHC.

V pasi cMepTi mpaliBHUKA B PO3MOPSAUIN YaCTHHI HaKa3y BU3HA-
Ya€eThCS MPI3BUIIE, IM’s, IO OATHKOBI, TOCaa, CTPYKTYPHUN IAPO3ILT 1
naTa (IeHb CMEPTi), BUKJIIOUEHHS 31 CITUCKIB IMMTATHO-TIOCAI0BOI KHUTH Y
3B’SI3KY 31 CMEPTIO.

ITincraBoro Oye KOs CBIIONTBA PO CMEPTh.

loTyloun HaKa3u PO MPUIHSATTS, IEPEBEICHHS 1 3BUTBHEHHS ITPAIliB-
HHUKIB, CITIJT TaM’ ITaTH CIeU(iKy MI0I0 IEAKUX KaTETOPiil MpaIiBHUKIB.

Tak, y ct. 21 K3ull Ykpainu Bu3HAUEHO, IO 0COOIMBOIO (HOPMOIO
TPYIOBOTO JIOTOBOPY € KOHTPAKT, Y SIKOMY CTPOK HoT0 i, mpaBa, 000-
B’SI3KM Ta BIATOBITABHICTh CTOPIH (Y TOMY YHCIII MaTepiallbHa), YMOBHU
MaTepiaJbHOTrO 3a0e3nedyeHHs 1 opraHi3allii mparlli mpaiiBHUKa, YMOBHU
pO3ipBaHHs IOTOBOPY, Y TOMY YHCIIi JOCTPOKOBOT'O, MOXYTh BCTAHOBITIO-
Batucs yrojaoro cropid. Cdepa 3acTocyBaHHSI KOHTPAKTY BU3HAYAETHCS
3aKOHaAMHU YKpaiHH.

ToOTo 3acTOCYyBaHHSI KOHTPAKTY MOJIIMBE JIMIIIE Y BUNIAJKAX, ITEPe/I-
6auenux 3akoHoM (ctT. 21 K3ull Vkpainu, [Tocranosa Kabinety MiHi-
crpiB Ykpainm “I1po BIopsSaKyBaHHS 3aCTOCYBaHHS KOHTPaKTHOI hopmu
TpyaoBoro goroopy” Big 15.03.94 Ne 170).
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Tumnosa ¢popma Ne I1-8

MiAIPHEMCTBO, OpraHi3aris

HAKA3 I1PO INPUIIMHEHHA TPYJOBOI'O JOI'OBOPY

(mpi3BuILE, iM’s, IO GATHKOBI)

Lex, T Kateropis | IIpodecis, Tapudunit | TaGenbHuii ITpuunna
BIAJLI e epcoHary nocaja Po3psij, OKJIAL HOMEp 3BIJIbHCHHS
VMmoBH mparti Kox

HOPMaJTbHI, IIKI/UIABI, HeOe3MeuHi

3BUIBHUTH 3 Jara [TpuunHa 3BiTbHEHHS

ITincraBu 3BIILHEHHS

V3rouKkeHHs 3BIJIbHEHHS

3 IPO(CITIITKOBOIO OPraHi3aIlier HOMED 1 JaTa MMOCTaHOBHU Mpodromy
He BigmpambsoBaHo JTHIB BIAIYCTKH
KOMIIEH ALl .
ITiammc
[Tinnuc kepiBHUKA i MMpaliBHUKA
. 1exy (Biaainy) 5,
[Mignuc HavanbHUKa ——>——————=2 (MaiicTpa)
JIUTBHUIL
13 2 200 p [13 2 200 p

JoBigka npo He31aHi MaiiHOBO-MaTepiaibHi Ta iHIII HiHHOCTI

HaiimenyBanus HaiimenyBanus R . Cyma
Kinpkicte | JaTa i mianuc .
CJ'Iy)K6I/I IIpeaAMETa 3&60pFOBaHOCT1
3asiBa
ITigmuc mpariBHIKa « ” 200_ p.
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KonTpakT 000B’I3K0BO YKITaZa€ThCs B MUCEMHIl (hopmi, sika 3aTBep-
JDKeHa Haka3oM MiHictepeTBa mpaili Ykpainu Bix 15.04.94 Ne 23 (3apee-
cTpoBaHO B MiHicTepceTBi rocTuiii YKpainu 28 kBiTHs 1992 p. Ne 84/293).

dopma KOHTpaKTy HaBegeHa Ha c. 90-94.

[MpariBHUK, SIKUH TPUAMAETHCS HA pOOOTY 32 KOHTPAKTOM, BJIACHO-
PYYHO 3aIIOBHIOE JIBA TPUMIPHUKHU JOTOBOPY 1 Mmianucye ix. ITicis miamm-
CaHHS KePIBHUKOM OJHWH IMPUMIPHHK 3 IIATHCOM KEePIBHUKA 1 ITEYaTKOIO
BHUJIA€ThCS MpaliBHUKY. KOHTpakT HaOyBae YUHHOCTI 3 MOMEHTY HOTO
MIAMUCAHHS a00 3 TaTH, BU3HAYEHOT CTOPOHAMHM Y KOHTPAKTI.

BiH € mificTaBoto /TSl BUJAHHS HAKA3y MPO MPUHHATTS MpAI[iBHUKA Ha
po0OTy 3 THS, BCTAHOBJICHOI'O Y KOHTPAKTI 3a YrOq00 CTOPiH. Y OyIb-
SIKOMY BUIAJKy YMOBHM KOHTPAKTY HE MTOBUHHI MOTIPIITYBATH CTAHOBUIIIC
MpaIliBHUKIB.

Kpim TOrO, CITijl 3a3HAYUTH, IO KOHTPAKT YKJIAIA€ThCS TIIBKU B TOMY
pasi, KOJIM MpaIliBHUK HAJICKUTh JO KaTCropii MpaIiBHUKIB, 110, 3TiTHO 13
3aKOHO/IABCTBOM, IIPAIIOIOTH 32 KOHTPaKTOM (rmoctaHoBa [Tinenymy Bep-
xoBHOTO Cyny Vkpainu “IIpo mpakTuky po3risiiy CydaMu TPYJTOBHX
criopiB” Bix 6 nmucromnama 1992 poxy).

V mumHi 1998 p. Korcrurymiitanii Cyn YkpaiHu BUPIIIUB: KOHTPAKT-
Ha (popMa TPyIOBOTO IOTOBOPY HE MOXKE BIIPOBAKYBATHCh HOPMATHUB-
HUMH aKTaMH [EHTPATbHUX 1 MICIIEBUX OPTaHiB MICIIEBOTO CAMOBPSITY-
BaHHS, & TAKOXX KOJICKTUBHUMHM JIOTOBOPAMH il YroJlaMu Ta 1HIIUMH JIO-
KaJbHUMHM HOPMATHBHUMHU aKTaMHU.

CreriipigHIM € TaKOX MPUUHATTS Ha poOOTY Ha MaTepiallbHO BiAIIO-
BiJIaJIbHI ITOCATH.

3rigHo 31 cT. 1341 135 K3nll Ykpainu, kpiM 000B’SI3KOBUX TIOKYMEHTIB,
MK IpaIliBHUKOM 1 MiANPUEMCTBOM, YCTAHOBOIO, OpTaHi3aIli€lo yKja-
JTAETHCS MUCHMOBHIA TOTOBIP PO B3ATTS Ha ceOe MpalliBHUKOM MOBHOT Ma-
TepiaJbHOI BIIITOBIIAIBHOCTI 3a He3a0e3MeueHHS 1IJIOCTI MalfHa Ta HIIIX
LIHHOCTEH, MepeaHuX HoMy ISt 30epiranHs a0o IS 1HIIHX IUTCH.

JloToBip IMpo MaTepiabHy BiIITOBITAIBHICTh — II¢ JOKYMCHT, 3a IKUM
OJIHa CTOpOHA — MaTepialbHO BiIOBiIaIbHa 0co0a — Oepe Ha cebe 1mo-
BHY MaTepiallbHy BiANIOBIIAIBHICTE 3a MPUHHSTI MaTepiaabHi MIHHOCTI 1
3000B’SI3YETHCS JIOTPUMYBATUCS BCTAHOBJICHUX MPABUJI 1X MPUIMAHHS,
30epiraHHs, BIAMMyCKaHHS i OO0JIKY, a iHIIa CTOPOHA — MiANPUEMCTBO
a0bo opramizailis, kil HaJeXaTh MaTepiallbHI IIIHHOCTI, — 3000B’SI3Y€Th-
Csl CTBOPUTH MaTepiaIbHO BiIMOBIIAIBHUM 0COOAM HOPMAaIbHI YMOBHU
parli #f BApOOHNYY 0OCTaHOBKY, IIIO 3a0€3MeUyIOTh CXOPOHHICTh 3JaHUX
Ha 30epiraHHs MaTepialbHUX IHHOCTEN.
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THUITIOBA ®OPMA
KOHTPAKTY 3 IIPAINBHUKOM

Micto 7 200_ p.

[TignpuemcTBO, ycTaHOBA, OpraHizalis (rpoMaJTHIH

(oBHA Ha3Ba MiANMPUEMCTBA, YCTAHOBH, OpraHi3amii abo mpi3BuILe, imM’s, 10 0aTHKOBI
rpoMa/SIHUHA-IT JIIPHEMIIST)
B 0Cc001 BTaCHUKA 00 YIIOBHOBA)XEHOTO HIUM OPraHy

(rmocama)

(mpi3Buine, iM’s1, 10 6aTHKOBI)
iMeHOBaHUH nam PoboTomaselp, 3 0JHOro OOKY, Ta TPOMaJISTHIH

(mpi3BuIne, iM’s1, 10 6ATHKOBI)
iMeHoBaHuit gani [IpamiBHUK, 3 Apyroro OOKY, yKJIalu e KOHTPAKT
Mpo TaKe:
IMparniBank

(mpi3BuIne, iM’s1, 10 6ATHKOBI)
npuiiMaeThes (HaltMaeThCs) HA POOOTY

(HaliMeHyBaHHS MAPO3IITY MAIPHEMCTBA, YCTAHOBU, OpraHi3aii: (1ex, Biamii,
nabopaTopist TOIIO))

3a npodeciero (11ocaa0m0)
(moBHe HaiiMeHyBaHHsI podecii, mocaan)
Ksamnigikariero

(po3psia, kBaidikaliiiHa KaTeropis)
[MpauiBHKKY (HE) BCTAHOBIIOETHCS CTPOK BUIIPOOYBAHHS

(HenoTpiOHe BUKPECIUTH; TPUBAIICTh CTPOKY BUIIPOOYBAHHS)

3araJbHi N0J105KeHHs
1. Lleii KOHTPAKT € CTPOKOBUM TPYAOBUM A0TroBOopoM. Ha mincrasi
KOHTPAKTY BUHUKAIOTH TPYJOBI BITHOCUHU MiX IPAI[IBHUKOM 1 MiAITPH-
€MCTBOM, YCTAHOBOIO, OPraHi3alli€lo Ta TPOMAIIHUHOM, SIKi 3 OOKY OC-
TaHHLOT'O PEAJII3YIOThCSI POOOTOABIIEM.
2. TepmiHOM “cTOpOHM” B IOMY KOHTPAKTi MO3HAYAIOTHCS POOOTO-
JlaBellb 1 MpaI[iBHUK.

90



O00B’s13KH CTOPiH

3. 3a UM KOHTPAKTOM IpaIliBHUK 3000B’SI3YE€ThCS BUKOHYBATH PO-
60Ty, BU3HAYCHY [TUM KOHTPAKTOM, a pOOOTOIaBellb 30008’ A3yEThCS BU-
ITa9yBaTH MPAIliBHUKOBI 3ap0o0iTHY TUIATY 1 3a0e31euyBaTH YMOBH Tpa-
111, HeOOXIHI [T BUKOHAHHS poOOTH, IepeadaucHi 3aKOHOJaBCTBOM, KO-
JIEKTUBHUM JIOTOBOPOM 1 YTOJIOK0 CTOPIH.

4. TlpamiBHUK 3000B’SI3yETHCS BUKOHATH pOOOTY (3a3HAYAIOTHCS OC-
HOBHI XapaKTEPUCTUKN POOOTH Ta BUMOTH A0 PiBHS il BHKOHAHHS: 32 00-
CATOM BHPOOHHITBA (POOIT), IKICTIO MPOAYKIIii, IITO BUITYCKAETHCS (SIKi-
CTIO OOCITyrOBYBaHHS ), PiBHS BAKOHAHHS HOPM T4 HOPMOBAHUX 3aB/IaHb,
JOTPUMAHHS MPABUII 3 OXOPOHHU Mpalli, CTPOKIB il BAKOHAHHS TOIIO):

5. PobGoTomaBens 3000B’I3y€ThCSI OpraHi3yBaTH poOOTY MpalliBHUKA,
3a0e3meun Ty Oe3MeYHi YMOBH ITpalli, 00JaIHaTH poOoUe MiCIle BiAIOBII-
HO JIO BUMOT HOPMATHBHHUX AKTIB MPO OXOPOHY Mpalli (3a3HAUAKTHCS
KOHKPETHI 3aX0/IH IIOI0 OpraHi3allii BApOOHUUYOro IpoIiecy, o0raHaH-
HSI pOOOYOTO MiCIIs, MATOTOBKH Ta MiABUINCHHS KBaTidikallii mpariBHu-
Ka Ta 3a0e3MeUeHHS 1HITUX YMOB IIpaIli TOIIO):

O00B’s130K poOOTOMABIIS IIOI0 3a0€3TEUCHHS YMOB poOOTH Ha po6o-
YOMY MICIIi 13 3a3HAUYCHHSIM JOCTOBIPHUX XapaKTCPUCTHK, KOMIICHCAIIIHN 1
MMUTBT TPAIiBHUKY 3a POOOTYy B HEOE3MEYHMX 1 ITKIUTMBUX YMOBAX:

PoGounii yac
6. TlpaliBHUK 3000B’I3y€ThCS BUKOHYBATH MPaBUIIa BHYTPIITHBOTO
TPYJIOBOTO PO3MOPSIIKY.
7. OcobmuBOCTI pexuMy pododoro yacy (HemOBHUN poOOYHil IEHbB,
HETOBHMIA POOOYMI THXKJIEHB, TOTOIMHHA POOOTA TOIO):

(BKazaTu HEOOXIiIHE)

Omnuiata npaui Ta couiajJbHO-No0yTOBe 3a0e3MeueHHs NpaliBHUKA

8. 3a BUKOHaHHS 00OB’s3KiB, MepeadaYeHuX UM KOHTPAKTOM, Ipa-
LIBHUKY BCTAHOBJIIOETHCS: ITOCAIOBUI OoKJIa] (TapudHa cTaBKa, BiapsiaHa
PO3IIHKA)

y po3mipi Ha MiCS1lb,
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abo y po3Mipi

3a 1 roguHy poboTH;

HagOaBKa (IorutaTa Ta iHII BHIUTATH)
(BKa3aTH BUIU JOIUIAT, HAJOABOK TOIIO)

y po3Mmipi (y mpo1eHTax 10 Tapu(pHOi CTAaBKH ITOCAIOBOTO OKIIAAY).
9.V pa3i BUKOPUCTAHHS MPAIliBHUKOM BIIACHOTO aBTOMOOIIS IS
CITy’)KOOBUX MOI3I0K HOMY BCTAHOBJIIOETHCSI KOMITEHCAIIisI

(BKa3aTH BUI, pO3MIp)

10. INpamiBHUKY HagA€THCS MOPIYHA OTUIAYYBaHA BIIITYCTKA TPHBAIIICTIO:
OCHOBHA JIHIB, OIaTKOBA nHiB. Jlo mopiuHoi Biamycrt-
KH BUILIAUy€THCS MaTepiallbHa JOTIOMOTa y po3Mipi

11. JlogaTkoBi IiIbrA, rapaHTii, KOMIIEHCAIII:

(3a HEOOXITHOCTI BKA3aTH, SIKi 3 HUX HAJAIOTHCS 332 PaXyHOK KOUITIB POOOTOIABIIS)

BinnoBigajbHiCTh cTOpPiH, BUPilIEHHSI CIIOPiB
12. YV Bumnaaxy HEeBUKOHAHHSI Y1 HEHAJIEKHOTO BUKOHAHHSI 000B’SI3KIB,
nepen0avyeHuX UM KOHTPAKTOM, CTOPOHHM HECYTh BiAMOBIIATBHICTH
BIJIITOBIJTHO JI0 YNHHOTO 3aKOHOJABCTBA Ta IIbOTO KOHTPAKTY.
13. Copu Mi’k CTOpOHAMH BUPIIIYIOTHCS B OPSIKY, BCTAHOBIICHOMY
YUHHHUM 3aKOHOJIaBCTBOM.
14 Inmi ymoBu

(3a HEOOXIJHOCTI BKa3aTH iHIII yMOBH, nependadeHi [10I0KeHHSIM PO MOPSA0K
yKJIQJIaHHS KOHTPAKTIB IIPU NPUNHHATTI (HaliMaHHI) HA POOOTY NMpaliBHUKIB, 3aTBEP/IKE-
nuM Ilocranosoto Kabinery MinictpiB Ykpainu Bix 19 6epesust 1994 poky Ne 170)

3MiHM, NPUNIMHEHHSI Ta PO3iPBaHHS KOHTPAKTY

15. 3MiHU Ta ZOTOBHEHHS A0 IIbOT'O KOHTPAKTY BHOCATHCS TUIHKH 3a
YTOJIOI0 CTOPIH, CKJIaJICHOI0 Y THUCEMHIN popmi.

16. Lleit KOHTPAKT MPUITHHSETHCS:

a) MiCJIsl 3aKIHYEHHS CTPOKY Mii KOHTPAKTY;

0) 3a 3TOZ0K0 CTOPIH;

B) 3 IHIIIaTUBUA POOOTOIABIIS IO 3aKIHUCHHS CTPOKY A1l KOHTPAKTY
y BHNAJKaX, nmepeadadeHux 3akoHomaaBcTBOM (cT. 40, 41 K3mll
VYkpaiHu) Ta UM KOHTPAKTOM;
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r) 3 iHIIaTHBYU MpalliBHUKA 10 3aKiHYEHHS CTPOKY il KOHTPAKTY
y BHUIIaJKaX, nepeadadeHnx 3akoHomaBctBoM (cT. 38, 39 K3nll
Vkpainn) Ta IIM KOHTPAKTOM.
) 3 IHIIKX TiACTaB, MepeadavYeHnX 3aKOHOTABCTBOM.
17. JlonaTKoBI MiiIcTABM NPUTIMHEHHS Ta PO3ipBaHHS KOHTPAKTY, HE
repe0aveHi YMHHUM 3aKOHOIaBCTBOM:
1.
2.
3.
IIpu po3ipBaHHI KOHTPAKTY 3 MiACTaB, He Iepe0aUYCHUX YMHHUM 3a-
KOHOJIaBCTBOM, 3BUTbHEHHS IPOBaauThCs 3a 1. 8 ¢T. 36 K3nll Ykpainum.
18. V pa3i 1OCTpOKOBOI0O MPUITMHEHHSI KOHTPAKTY 3 HE3aJICKHUX Bi
MIPaIiBHUKIB ITPUYNH, Y TOMY YUCJII PO3ipBaHHS KOHTPAKTY IpaIliBHU-
KOM — 3 IIPUYUH HEBUKOHAHHS YU HEHAJIC)KHOT'O BUKOHAHHS pOOOTO/IaB-
11eM 3000B’s13aHb, IIepeI0aueHUX ITUM KOHTPAKTOM, a00 poOOTOIaBIIeM —
3 iJICTaB, HEe TepeN0aYeHIX YNHHUM 3aKOHOIABCTBOM Ta I[UM KOHTpPaK-
TOM, BCTAHOBITIOIOTHCS BIIIIOBIIHO TOAATKOBI TapaHTii Ta (a60) KOMIICH-
carlii MOpaJIbHOI Ta MaTepiaIbHOI IIKOIH, 3aITOiSTHOI ITPAIliBHIKOBI:

19. I1pu 1OoCTpOKOBOMY pO3ipBaHHI KOHTPAKTY y pa3i HEBUKOHAHHS
a00 HeHaJIe)KHOT'0 BUKOHAHHS CTOPOHAMH 3000B’sI13aHb, Nepe10aueHuX
KOHTPAKTOM, BIH PO3PHUBAETHCS 3 MOTEPEHKEHHSIM BIATOBIIHOI CTOPOHU
3a 1Ba THIKHI.

20. 3a aBa Micsil 10 3aKiHYEHHS CTPOKY YMHHOCTI KOHTPAKTY BiH
MOKe OyTH 3a 3rof0I0 CTOPIH MPOJIOBXKEHUM ab0 yKJIaJeHU HA HOBUU
CTPOK.

Tepmin aii Ta iHII YMOBH KOHTPaKTy

21. CTpoK [ii KOHTPaKTYy 3 10 . Konrpakr HaOYy-
BAa€ YHHHOCTI 3 MOMEHTY HOTO MiANKCAHHS CTOPOHAMHU abo

22. CTOpOHH MOXYTh ITepea0aunTH y KOHTPAKTI BUITAAKH KOH(IICH-
MIHHOCTI YMOB IIbOT'O KOHTPAKTY 200 OKpEeMHUX HOr0o YaCTHH:

KoHbigeHIIHHICTh KOHTPAKTY HE IOITUPIOETHCS HA YMOBH, BPETYJIHO-
BaHI YUHHUM 3aKOHOIaBCTBOM, Ta MO0 OPTaHIB, SKi 3MIHCHIOIOTh KOHT-
POJIb 3 X JJOJIEPIKAHHSIM.

23. YMOBH IIbOT'0 KOHTPAKTY MOXYTh OYTH 3MiHEHI TIJTBKU 32 3TOJI0I0
CTOpIH y MIUCEMHIH GopMi.
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24. Lleif KOHTPAKT YKJIQJAEHUH y JBOX MPUMIpPHHKAX, sIKi 30epiraroTh-
sl y KOXHOI 31 CTOPIH 1 MAIOTh OTHAKOBY IOPUINYHY CHITY.
HomaTku 0o KOHTPAKTY:

(BKa3yeThCs Tepertik TOAATKiB, SKIIO BOHH €)
25. Inmi ymoBH, OB’ s13aHi 31 crienuikoro mpartii:

Anpecu cTopiH

26. BimomocTi Tpo poOOTOIaBIIS:
IToBHa Ha3Ba MANPUEMCTBA, YCTAHOBH, OpTaHi3allii abo mpi3BHIIE,
iM’s1, IO OATHKOBI TPOMaJITHUHA-TIAIIPUEMIIS )

Anpeca

Po3zpaxynkoBuii paxynok Ne
(Ne cBimonTBa MPO peecTpaLiio rPOMaISTHUHA-ITITPUEMIIS)

B
27. BizoMocCTi po mpaliBHUKA:
JomarmnHs amgpeca:

Jomamniii TenedoHn:
Cryx60Bwii TenedoH:
[TacnopT: cepis No

Bunpanwuit ” 19__p.

(BKa3aTu opras, 10 BH/JaB MACIOPT)

ITimcTaBa IS MABT 3 OMONATKYBaHHS Ta IHIIUX IJIBT

(BKa3aTH BIIOMOCTI PO KUIBKICTh JiTEH, yTPUMAHIIB, IHIII MiCTaBN)

POBOTO/IABELb TTPALIIBHUK

(mocasa, mpi3Buile, imM’st, o 6aTbKOBI, mifmuc) (mpi3Buiie, iM’si, MO 6ATHKOBI, Mi/IIIC)

ML.IL
« 2 200_ p 13 2 200_ p
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VkiIagaHHS TOTOBOPY PO MAMHOBY BiITOBIMAbHICTD 3a0€3ITeUye Bij-
IIKOJIyBaHHS MaTEPiaJIbHO BIIMOBIaIbHUMU 0COOaMM BAPTOCTI 3aIOzis-
HOI mKkoau. JIoroBopu Mpo MaifHOBY BiITOBITAIBHICTh MAFOTh Oy TH ITiATTH-
CaHi Mpy MPU3HAYEHHI MaTePiaIbHO BiAMOBIIATBHUX OCIO HA POOOTY.

OO0OB’3KOBI PEKBI3UTH ITUX JOTOBOPIB: Ha3Ba JOKyMEHTa (3aroJjio-
BOK); MiCII€ 1 JaTa YKJIaJCHHS JOTOBOPY; HA3BU CTOPIH — IOCAIH, ITPi3BH-
a, iMeHa Ta Mo 0aThbKOBI 0Ci0, Kl YKJIaJal0Th 1 MIAMUCYIOTh JIOTOBIP;
3000B’sI3aHHS MaTepiaIbHO BiAMOBIaIbHOI 0COOM; 30008’ I3aHHS ITiJI-
MIPUEMCTBA a00 OpraHizallil; TepMiH Jii JOTOBOPY; aApecu CTOPIiH; MiAMUCH
0ci0, 10 YKJIaAarTh JIOTOBIp; IeUaTKa IMIIPHEMCTBA a00 opraHi3airii.

JloToBip IMpo MaHOBY BiIMOBIAAIbHICTh CKIIAAAIOTh Y IBOX IIPUMIpP-
HUKAaX, NepUINH 3 SKUX 30epira€ThCsl y BiAIUT KaApiB MiAIPHEMCTBA a00
YCTAHOBH B OCOOOBIH CITpaBi MaTepiallbHO BIAMOBITAIBLHOI 0OCOOH, a apy-
Ul TiepeaaeThes MPAIliBHUKOBI, SIKUH MIAIICAB JOTOBIP. 3aNI0OBHIOE OOH-
JIBa MIPUMIPHUKH MPAIiBHUK Y BIIIUTI KaJIpiB, @ HE TOJIOBHUM OyXrairep.
CrioyaTky KepiBHUK IIOBHHEH IMIIICATH IOTOBIP, a MOTIM yXKe 3asBY PO
MPUUHSITTS HA POOOTY.

V Hakasi mpo NpUHHITTS Ha poOOTY Ha ITOcaay 3 MaTepiaIbHOO Bijl-
MOBIIaJIbHICTIO 00OB’SI3KOBUM PEKBI3UTOM MOBUHHO OyTH, HATIPUKIIA/L:
kacupoMm 3 21.05.98 3 moBHOO MaTepiaJbHOIO BIAIOBITAIBHICTIO. Y Mij-
CTaBi, KpiM 3asBU, TaKOX Tpeda BKa3yBaTH JOTOBIP.

2.1.3. Mopspok ochopmMneHHA HaKasiB
Npo HagaHHA WOPIYHOI BiANYyCTKU

V Koncrurytii Ykpaiau B CT. 45 3aIucaHO: KOKHHM, XTO MPAITIOE, Ma€
MpaBo Ha BiAMOYMHOK. Lle mpaBo 3a0e3neuyeThCcs HATaHHAM JTHIB IIOTHXK-
HEBOTO BIJAMIOYMHKY, & TAKOX OIJIa4yBaHOI IOPIYHOI BIAITYCTKH.

3rigHo 3i ct. 10 3akony Ykpainu “Ilpo Bignyctkn” i ct. 79 K3nll Yk-
paiHu mopiyHa OCHOBHA T4 AOJATKOBI BIAIYCTKU MOBHOI TPUBATIOCTI Y
eI piKk poOOTH HATAIOTHCS MpaIliBHUKAM ITICIs 3aKIHUYCHHS IIIECTH
MiCs1IiB Oe3rnepepBHOI pOOOTH Ha JAHOMY ITIIIMTPUEMCTBI, B yCTAHOBI, Op-
ranizarii.

Ll{opivyHi BIAIIYCTKY 32 APYTUH 1 HACTYIIHI POKU pOOOTH MOXYTh OyTH
HaJlaHi IPAI[iBHUKOBI y OYAb-IKUHI Yac BIAMOBITHOTO pOOOYOro POKY.

YeprosicTh HaJaHHS BIOIYCTOK BH3HAYAETHCS TrpadikaMu, ski
3aTBEPIKYIOTHCS BIACHHUKOM 200 YIIOBHOBAXXEHUM HUM OPraHOM 3a I0-
TOJIKEHHSIM 3 MPO(CIUIKOBUM YH 1HIIMM YITOBHOBAXXEHUM Ha IPEICTaB-
HUIITBO TPYJTOBUM KOJIEKTUBOM OPraHOM 1 JIOBOJAUTHCS J0 BiloMa BCIX
mpariBHUKIB. ['padik cknagaeTnes mo hopmi:
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3ATBEPIXVYIO
HupexTop caraTopiro “Tpyckasens”
B. I1. Ctubnuna

2 2 200 p
I'PA®DIK
Ha/JIaHHs MOPIYHUX BiNMyCTOK npauiBHUKaM caHaTtopiio “Tpyckasens”
y 2002 p.
K
TIpizBue, Kinbkicts i) i
Ne| 3asmuii | pukopucrana | Jara Koma
iM’ s, KUIEHIAPHHX : Posnucia
w/n TTocapal : pobouwmi| B mumyomy | 10 | BuxopucTana| [pumiTia =
o JHIB ) TIparfi BHAKA
, ] pix poGodomy |mwiany| QakruuHo
0OarbKOBI Bi Iy CTKA )
powt

ITpu cknamanHi TpadikiB ypaXxoBYIOTHCS IHTEPECH BUPOOHUIITBA, OCO-
OMCTI IHTEpECH MPALIBHUKIB Ta MOXJIMBOCTI iX BiamounHky. KoHkpeTHuit
nepioj HaJaHHS NIOPIYHUX BIAIYCTOK Y MEXaxX, yCTAHOBJIEHUX rpadikom,
Y3TO/KYETHCSI MiXK ITPAIIIBHUKOM 1 BIACHUKOM 200 YIIOBHOBAXEHIM HUM
OpraHoM, SIKUi 3000B’s13aHUI TOBIIOMUTH MPAIliBHUKA PO AATy IOYAT-
KY BIJIITyCTKM HE IMi3HIIIE SK 34 ABA THXKHI O BCTAHOBJICHOTI'O T'padikoM
TEpMiHY.

[Tonin mopivyHo1 BiAMYCTKY HA YACTHHH OYAb-IKOI TPUBAIOCTI JOIYC-
Ka€eThCsI HA MPOXaHHs IIPalliBHUKA 32 YMOBH, 1110 OCHOBHA Oe3rnepepBHa ii
YacTHHA CTAHOBUTHME HE MEHII sIK 14 xaneHnapHux nuiB. HeBukopucra-
Ha YaCTWHA HIOPIYHOI BIIYCTKU Ma€ OyTH HaJaHa MPALiBHUKY, K IIpa-
BUJIO, JIO KiHII poOOUYOro pOKy, ajie He Mmi3Hiie 12 MICsIiB MiCIIsl 3aKiH-
YeHHST poOOYOro POKY, 3a SIKUI HATAE€ThCS BiITyCTKA.

BigknukaHHS 13 IMOPIYHOI BIAMYCTKH [OIMYCKAETHCS 3a 3TOJ0I0
MpaLiBHUKA JIMIIE 715 BIIBEPHEHHS CTUXIHHOTO JIMXa, BUPOOHNUOT aBapii
a00 HeraifHOro yCyHCHHS 1X HACIIIKIB, JUIS BiABEPHCHHS HEIIACHUX BU-
MaJKiB, IPOCTOIO, 3arubdeni abo NMCyBaHHS MaifHa MiAPUEMCTBA, YCTAHO-
B, OpraHizalii 3 1oAep>KaHHsIM BUMOT YacTHHU mocToi cT. 79 K3nll Vk-
paiH¥ Ta B IHIINX BHIIATKAX, IepeIOAUYCHIX 3aKOHOJABCTBOM.

Ha migcrasi 3aTBepmkeHoro rpadika BigmycTok abo 3asBU MpaliBHU-
Ka Ha MiAIPUEMCTBI, B yCTAHOBI, OpraHi3allii BUJA€EThCS HAKA3 a00 PO3I0-
psuokeHHs o Gopmi Ne T1-6.
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Tumosa gopma Ne I1-6

MiIPUEMCTBO, OpraHi3aris

HAKA3 ITPO HAJJAHHSA BIAITY CTKHU

(npi3BuIe, iM’s1, 10 6ATHKOBI)

ex, . Kareropis ; Tapudnuii posps, TabenbHui
I.'I R JlinmpHUTS P TIpodecis, mocana prg pospai
BiIUT [epcoHay (kyac), oxnaz HOMEp

YMoBH mpati

HOPMaJTbHi, IKI/UTUBI, HeOe3meuHi

HamaTtu mopiuny BigmycTKy 3a pobouwnii pik 3 “__ ~ 200 _ p.

mo “__ 200 _ p. BKJIIOYHO Ha pobounx (KajJeHIapHUX) JHIB.

JlomaTkoBa BiIITyCTKa Ha pobounx (KaJeHIapHUX) THIB.

3a poOOTY 31 NIKIUTMBUMHA yMOBA MM TIpalli HA ____ pOOOYMX JTHIB.

3a Oe3nepepBHUM cTaX poOOTH HA _ poOoUMX (KaJICHIapHUX) THIB.
MartepsiM, sIKi MarOTh JiTel 10 14 pokiB, Ha ___ poOOYMUX THIB.

3a 6araTO3MIHHHI PeXUM poOOTH Ha ___ poOOYMX JHIB.

[HIT1 BUIM TOIaTKOBOI BIMITYCTKY HA ___ poOOYMX (KaJICHIAPHMX) JTHIB.

Bcroro Ha pobounx (kajeHAapHUX) JTHIB
3¢_7 200 _p.pmo “__" 200 _ p. BKJIIOYHO.

ITignmuc xepiBHUKA

' N i
ITignuc HayaTbHUKA M (maticmpa) A

OinbHuYi MpalfiBHUKA
“_”7 200_ p “_” 200_ p

®opma Ne [1-6 3acTocoBy€eThCS 111 0OPOPMIIEHHS LIOPIYHOT BiAITyCTKH
Ta 1HIIUX BUJIB BIAIYCTKH, IO HATAIOTHCS MPAI[iBHUKAM BiAMOBITHO 10
YHHHUX 3aKOHOJABYHX aKTIB i IIOJI0KEHB, KOJICKTUBHUX JIOTOBOPIB, KOH-
TPaKTiB Ta rpadikiB BiIMyCTOK.
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V Haka3i ciIi BKa3aTH Ipi3BUIIE, iM’s, IO OATBKOBI, Mocamy Impa-
miBHHUKA (200 Miciie poOOTH), BUI, 1aTy IMOYATKY Ta CTPOK BIAIYCTKH, a
TaKOX poOOYMH piK, 3a KU HamaeThcs mOpiyHa BigmycTka. Hakas
BUIAETHCS Y IBOX MpUMipHUKaX. OIUH 3aIUIAETHCS Y BIAILTI KaapiB,
Ipyruit mepemaeTbes 1o OyxranTepii. ITiamucyeTbess KEpiBHUKOM ITiIITPH-
€MCTBA, Y3TOKYEThCS 3 HAYAJIbHUKOM BIJJIUTYy KaJpiB 1 KEPIBHUKOM
CTPYKTYPHOTO MiAPO3ILTY.

Ha mignmpreMcTBax 3 HEBEIIMKOIO KITBKICTIO MTPAIliBHUKIB 3aCTOCOBY-
€THCS HAKA3 PO HAJaHHS BIAIYCTKH 34 MPOCTIIIO0 (POPMOI0, ajie 3 BUKO-
puctaHHsIM pekBi3uTiB hopmu Ne I1-6. Hanmpukmam:

1. Hamatu:

1.1. Cunopenko 'anuni MukosaiBHi
JINCTOHOIII TPETHOTO KITACY IMOPIYHY BIMITYCTKY Ha 24 KaJeHAap-
Hux g1 3 01.02.02 no 24.02.02 3a po6ouwuii pik 3 22.06.01 1o
21.06.01.

ITincraBa: 3asBa Cugopenko I'. M.

1.2. Kpusenko Mapii IBaHiBHI
IHCIIEKTOpY BIAJUIY KaApiB YaCTUHY LIOPIYHOI BiIMYCTKHU
Ha 14 xanermapuux mHiB 3 18.01.02 mo 31.01.02 3a pobouwmii pik
305.08.01 mo 04.08.01.

[Mincrasa: 3asBa Kpusenko M. 1.

1.3. Jlomeiixy Anapito Bopucosuuy
cTapimomy BUKIagady Kadeapn eKOHOMIKH Ta yIpPaBIiHHS BHU-
POOHHUIITBOM TOTATKOBY BIIITYCTKY Oe3 omiaT Ha 15 xaneHmap-
Hux JHIB 3 05.04.02 o 19.04.02 3a po6ouwii pik 3 10.11.2000 o
09.11.01.

ITincrasa: 3asBa Jlomeiika A. B.

Ha migcraBi Haka3y Ipo HaJaHHS BiIITYCTKH NPAIliBHUK BiIUTY KaI-
piB poOUTH 3a1mKC B 0COOOBIH KapTLi mpaniBHUKa 1o hopmi Ne I1-2 y pos-
nimi “BigmycTkr” mpo BT BIAIIYCTKH, 3a KK ITePioJ, TOYaTOK BiIITYCTKH
11i 3aKiHYCHHS, PO ITICTaBY 10 Hakaly. Hampukiam:
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IV. Bigmmyctku

. Jara
. 3a sxuii - .
Bun Bimmycrku : noyaTky | 3aKiHueHHs [Mincrasa
nepion . .
BIMTYCTKH | By CTKH
opiuna 22.06.01 01.02.02 | 24.02.02 |Haxka3 Ne 11-kBix01.02.02
21.06.01
18.07.01 )
JlomaTtkoBa 0e3 oTuIaTH 11.01.02 | 25.01.02 |Haxka3 Ne 8-xBig11.01.02
17.07.02
S 10.05.01 .
YacruHa mopivHoi 01.03.02 15.03.02 |Haka3 Ne 25-k Big 01.03.02
09.05.02

Ha nesixux miampreMcTBax, BpaxXoBYIOUH crieuGiKy YMOB IIpalli, mpa-
LIBHUKAM HaJa€ThCs BIAMYCTKA IpynamMu a00 OUIBIIICTIO OTHOYACHO. Y
TaKoMy pasi BIAIYCTKHU AJIS TPYIU MPALiBHUKIB AOUIEHO OPOPMHUTH 3a
CITMCKOM HaKa30M PO HaJaHHS BiAmycTKH 1Mo popmi Ne I1-7.

JLJIst oTIlepaTUBHOTO KOHTPOIIIO 32 HAJAHHSIM BIIIIYCTOK 32 poOounii
piK 11X 00Ky Yy BiIALII KaapiB BEAETHCS KypHAT OOJIKY BIAIMYCTOK IO
hopwmi:

Kine- e T
Howmep Bun | wicms A
N | 15| " i | e . omaror | i, | 1P| Tlizd
w mpodeci P e 0009010 | p0O0YOT0 MiTia| e
Hakazy MyCTKH | TapHUX BiTy Biamy p p
JHiB POKy Ppoky

2.1.4. MNigroToBKa Ta oPOpPMIIEHHS1 HaKas3iB
NpPO 3a0XOYEHHS i CTArHEeHHA

Jlo mpaliBHUKIB MIAMPUEMCTB, YCTAHOB, OpraHi3aliil MOXYTbh 3aCTO-
COBYBATHCH OY/Ib-K1 340XOUEHHSI, IO MICTATHCS B 3aTBEPIKEHUX TPYIO-
BHUMU KOJISKTUBAMH ITPABMWIIAX BHYTPIIIHEOTO TPYIOBOTO PO3MOPSIKY.

3a0X0UYCHHS 3aCTOCOBYIOTHCS] BIACHHKOM 200 YIIOBHOBa)XCHUM HUM
OpPraHoM pa3oM abo 3a MOTOKEHHSIM 13 MPOQCHIIKOBIM KOMITETOM
MiAITPUEMCTBA, YCTAHOBHU, OpraHizaiiii. 3a0X0UeHHS OTOJIOUIYIOThCS Ha-
Ka30M B YPOUHCTIll 06CTAHOBIII i 3aHOCSATHCS IO TPYIOBUX KHIDKOK ITpa-
IIBHUKIB BiATIOBITHO IO MIPABHII iX BEACHHS Ha CTOpiHII “BigomocTi mpo
320X04eHHS” 0 (hopMi:
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BimomocTi mpo

Jlara 3a0X0YEHHS, OB’ A3aH1 R .
. Ha mincraBi 4oro BHECEHO 3amuc
Ne sanmcy | (wucio, micsup, 3 po60TO0 HA . .
. . . (moKyMeHT, iforo nata i Homep)
piK) MIIPUEMCTBI, B yCTa-

HOBI a00 opranizarii

1 2 3 2

3a 0coOJUBI TPY/JOBI 3acCiyrdl MpaliBHUKU MOJAHI y BHUIIECTOSIII
OPraHH 10 320X0YEHHS, 1O HATOPOHKEHHS OpACHAMH, MEAAISIMH, TIOYeC-
HUMHU FPAMOTAMHU, HATPYTHUMH 3HAYKAMU 1 10 MPUCBOEHHS MTOYECHUX
3BaHb 1 3BaHHS KPAIIOTO MPALliBHUKA 34 CBOEIO MTPOQeECiero.

320X0YCHHsI 32 OCOOJIMBI TPYIOBI 3aCIYTH 3aHOCIATHCS A0 TPYAOBUX
KHWKOK MPAI[iBHUKIB BIAMOBIAHO A0 MPaBWI IX BEIEHHS HAa CTOPIHII
“BimoMocTi mpo HaropokeHHs” 1o Gopmi:

Bimomocti po

JlaTa HaropoLKeHHS

. ! Ha mijgcraBi 4oro BHECEHO 3aIHC
Ne 3anucy |(uucio, micsiup, | OpAeHAMH i MeJAISIMU,

piK) MIPYCBOEHHS OYECHUX (noKymen, oro jata i Homep)
3BaHb

1 2 3 1

Haka3s roTyloTh npamiBHUKH KaApOBOi CIYkKOH, 1 BIH BUIAETHCS 10
0coOOBOMY CKJIaJly Ha MiJCTaBi 3araJIlbHUX BUMOT, 3arajbHUX MMOJIOKEHD
i€l riaBu.

J1s orepaTUBHOTO KOHTPOJIIO 332 3aCTOCYBAHHSIM 330X0YEHb 1 1X 00-
JKY y BIAUT KaJpiB BeAeThCs XKYypHAI O0JIIKY 320X04YEHb M0 GopMi:

IIpi3Buiue, Ilocana, Kom
Ne -, . 3a 1o Bun N
imM’s1, 110 micie . 320X OYCHHHMI
3aMucy . 320X OYCHHUIT | 380X 0YCHHS .
0aTbhKOBI pobortu (HOMep Hakasy i 1aTa)
1 2 3 4 5 6

3a mopymeHHS TPYAOBOI TUCIUILIIHA 10 TIpaIliBHIKA MOXe OyTH 3a-
CTOCOBAHO TIJILKH OJIUH 13 TAKUX 3aCO0IB CTATHEHHSI:

1) noraHa;

2) 3BITBHCHHS.
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3aKOHO/IaBCTBOM, CTATYTAMHU 1 TIOJIOKEHHSIMH MPO TUCHUILIIHY MO-
KyTh OyTH mependaueHi Il OKPEeMHUX KaTeropid MpaliBHHKIB 1 1HIII
JIUCIUTLTIHAPHI CTATHEHHS. JIMCIUIUTIHAPHI CTITHEHHS 3aCTOCOBYIOThHCS
OpraHoM, SIKOMY Ha/IaHO MPaBO MpHUitMaTH Ha poOOTY (0OMpaTH, 3aTBEp-
JOUKYBATH 1 TPU3HAYATH HA MOCAJly) MpaliBHUKA. TaKoX CTATHEHHS 3a-
CTOCOBYETBHCS O€3M0CepeIHbO 3a BUSBICHHSM IIPOCTYIIKY, ajie He Mi3Hile
OJIHOTO MICSIIIS 3 THS HOTO BUSBIICHHS, HE BPAXOBYIOUH YaCy 3BITbHEHHS
MpalliBHUKA BiJTl pOOOTH y 3B 513Ky 3 THMUYACOBOIO HEMpalle31aTHICTIO a00
rnmepeOyBaHHIM HOTO y BIAMYCTI. JAWCIUIUTIHApPHE CTSITHEHHS OTO0JIO-
LIYETHCS Y HaKa3l (HaKa3 rOTYETHCS HA IMiJICTABl BUMOT 3araJIbBHHUX IOJIO-
JKEHb I[I€] TJIABHU) 1 OBIAOMIISIETHCS TIPALIIBHUKOBI IMiJT pO3MHUCKY (cT. 149
K3nll Ykpaian). Jlo 3acTocyBaHHS CTITHEHHS BIIACHUK a00 YITOBHOBaXkKe-
HUI HUM OpraH MOBUHEH OTPUMATH BiJl TOPYIIHUKA TPYIOBOI TUCITUTLITI-
HU [TUCHMOBI TIOSICHEHHS (Ha BUIIAI0K BI/IMOBHU CKIIAJIAETHCS aKT). 34 KOXK-
HE TOPYUICHHS TUCHUILIIHU MOXe OYTH 3aCTOCOBAHO JIMINE OJHE JMC-
nurUTiHapHe cTarHeHHs. CTSATHEHHS JIiE IPOTSATOM POKY, ITPOTE 38 CYMITIHHY
TIpaIo MoXke OyTH 3HATO padirie. [IpoTsSroM Adii CTSITHEHHS 3aX0/1 320X0-
YeHHs 710 MPaliBHUKA HE 3aCTOCOBYIOTHCS.

Jl71si KOHTPOJIIO 3a 3aCTOCYBAHHSIM CTSATHEHb 1 1X OOJIKY Yy BIJUILII
KaJpiB BEAETHCS KypHAI 00Ky JUCHUIUTIHAPHUX CTATHEHb 1o (Gopmi:

. Komu
IpizBuie, | Ilocana, 3a 1o Kouim 3usTO
Ne ., . Bug 3aCTOCOBAaHE .
iM’s1, TIO Micile  |3acTOCOBaHE . (mata i HOMEp
3anucy . cTsATHEHHsI| (mata i HOMep
0aTbKOBI poboTH | CTATHEHHS Hakasy)
Hakasy)
1 2 3 4 5 6 7

KoHTpOnbHi NnUTaHHA

1. Ilo permaMeHTYIOTh HaKa3| IO 0COOOBOMY CKiIamy?

2. Ha3BiTh OCHOBHI PEKBI3UTH HaKa3iB IT0 0COOOBOMY CKJIaTy.

3. SIxuMu TOKyMEHTaM# 0(DOPMITSEThCS IPUWHATTS MTPAI[iIBHUKIB Ha PO-
6oty?

4. Sxy iHpopMaIIiro MICTUTh PO3ITOPsTUYa YaCTUHA HaKa3y PO MepeBe-
JICHHS TIpaIliBHUKA Ha IHITY mocamxy?

5. SIx 0OpMITSIFOTHCSI 320XOUEHHS 1 CTITHEHHS?
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Po30in 2
OBNIKOBI AOKYMEHTU NO KAOPAX

2.2.1. 3aranbHi NONOXeHHSA

YrpaBiaiHCbKa TisUIbHICTh 3HAXOIUTh CBOE BIIOOPaKEHHS Y JOKYMEH-
Tax, 3a JIOMOMOTOIO SIKUX 3/IHCHIOIOTBCS PI3HOMaHITHI (QyHKIIT: MaTepi-
aITbHO-TEXHIYHE 3a0€e3IeUeHHS, IIIHOYTBOPEHHS, OPTraHi3alliifHO-PO3II0-
psiTdi, 0OJIIKOBI TOIIO.

HaiixapakTepHile Juisi ycix JOKYMEHTIB Te, 0 BOHH € JpKepenaMu
abo0 HocisMu iH(opMallii 1 MalOTh BIAMOBIAATA TAKUM BUMOTaM, SIK MPU-
JATHICTH 10 TPUBAJIOTO 30epiraHHs, MaKCUMaIbHA HAOUHICTb.

Tomy BiH TOBHHEH OyTH MPABIIILHO CKIIAJACHHH 5K 32 (POPMOI0, TaK i 32
3micTroM. HaliBaXHMBIIIUMHU JOKYMEHTAMU BHPOOHHUYOrO TPOIECY Ha
ITIITPUEMCTBI, B YCTAHOBI, OpTraHi3aIlii € JOKyMEHTH, 1[0 MICTITh iH(hopMa-
IIifO PO 0CcOOOBUH CKIa, 3a(iKCOBaHY B OOTIKOBUX TOKYMCHTAX.

OO6uTiK KaapiB 3AIHCHIOIOTH KaIPOBI CIIy>KOM (MEHEKEPH TIEPCOHAITY)
a0o crieniabHO YITOBHOBAXEHI TOCAI0BI 0COOM Ha MiANMPUEMCTBAX 3 Ma-
UM 00CSITOM poOIT.

J1o oCHOBHUX JTOKYMEHTIB 3 00JIIKY KaJpiB (0COO0OBOTO CKITaay) HaJle-
KaTh:

* HaKasW PO MPUHHATTS, MEPEBECHH Ta 3BUIBHEHHS MPAaIliBHUKIB

(epBUHHI TOKYMEHTH 3 O0JIIKY YUCEIbHOCTI PAI[iBHUKIB);

* ocoboBa kaprka 3a Gpopmoro Ne I1-2 (BesieThCst Ha BCIX MPAIIBHUKIB,
HE3aJIe)KHO B1Jl CTPOKY, TPYAOBOIO JOroBOPY 1 (hOPMHU BIACHOCTI,
BHUIY JisITBHOCTI 1 TaTy3¢BOI HAJICKHOCTI MIMPUEMCTBA, YCTAHOBH,
oprasizartii);

* ocoboBa cipaBa (BeleThCsl HA KEPIBHUKIB, CHEIIAICTIB 1 MaTepi-

aJIbHO BIJIMOBITAJIBHUX MPAIIBHUKIB):

* IUTATHO-TIOCAJ0BA KHUTA, ajdaBiTHA KHUTA, KHATA PyXy KaJpiB

TOIIO.

2.2.2. OdopmneHHs i BeAeHHA
ocoboBoI KapTku no cdopmi Ne -2
OCHOBHMM OOJIIKOBUM JOKYMEHTOM 0COOOBOTO CKJany (Kaapis, mep-

coHaJly) € ocoboBa kapTka o ¢gopmi Ne I1-2.
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MiIIPUEMCTBO, OpraHi3alis
Inentudikaniitnmii Kox

eppiov. [ ]

Tunosa ¢popma Ne I1-2

KopsaVRvA [ ]

Howep Cratb 4/% Taberuii Andasit
JIOKYMEHTA HOMEp
OCOBOBA KAPTKA Ne
I. 3araasHi BitomocTi
1. IIpi3Bume
iMs 7. 3arajabHuil CTa) poOOTH
110 GaThKOBI - 8. BesnepepBHuil cTak po6OTH
2. Pik HapomKeHHs MICSAIIb___YHCITO,
3. Miciie HaApOKEHHS .
4. OcBiTa 9. OcranHe Mmicue poboTu, ocajaa, npo-
ecist

a) i

BMIIA, H/BUIIA, Cep. CIEIl., cep., H/cep., TMoY.

6)

Ha3Ba i JaTa 3aKiHYEHHs BUILOTO a00 MPHPIBHIHO-
TO JI0 HBOTO 3aKITaTy

B)
Ha3Ba i 1aTa 3aKiHYeHHS MPoQeCiiiHO-TeXHIYHO-
ro (npodeciiinoro) yumnuina
r) dopma HaBUaHHS (IEHHA, BEUipHS, 3204YHA)

10. aTa i npu4nHa 3BIIbHECHHS

11. Pomuunuii cran

WIEHH CIM’T 13 3a3HAUCHHSM JTATH HAPOJUKEHHS

MOTPiOHE MiAKPECTUTH
5. CrieniajibHICTh 32 JUIIOMOM (CBIZOIITBOM)

SIK1 3aKIHUMITN BPIHI]/[I\/‘I HaBYaJIbHUI 321KJ'Ia]1*
6. KBamidixarnis 3a AUMIIOMOM (CBIIOLTBOM)

SIKI 3aKIHYMIIM BUILUI HABYAIBbHUIT 3aKma®

@

Jurutom  Ne Big “_ p-
(CBiZIOIITBO)

JlaTa 3aIlOBHEHHSI KapTKU

“_ 200_ p.

12. ITacnopt: cepist Ne
Kum Buganuii

Jlata Bugaui
13. Jomamus agpeca

14. Tenedon
OcobucTtuii miamnuc,

I1. BinomocrTi npo BilicbkoBHii 001Kk

I'pymna o6iky
Kareropis 061iky
Cxrazg

BiiicbkoBe 3BaHHS

BiiicbK0OBO-001iKOBa CrieiaibHICTh No
IpunatHicTs 10 BIICHKOBOI CIIy) 01

Hasga paiiBiificbkkomMaTy 3a MicCLIeM IPOXHU-
BaHHS

TlepebyBae Ha crenobiiky Ne

* TexHikyM (Y4MIIMILE), KOJIE/XK, IHCTUTYT, KOHCEPBATODIsl, aKaJeMisi, YHIBEPCUTET.
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[11. TIpu3navyenns i nepeBeeHHst V. BinnycTku
[Ti e
Hazga Hazga Hara
. | Po3psm| . BJIACHHKA Bupg - h .
Jata |cTpykrypHoro | mpodecii, ) IMincrasa R | simycrigh 3a sxuit nepion nouarky |sakimuenns ITincTaBa

AP o3Iy nocam - BIAMYCTKH | BiAmyCTKH

JomaTkoBi BiTOMOCTI

Hata i mpuunHa 3BUTbHEHHS

(mianuc BIACHUKA TPYAOBOI KHIKKH)

TpynoBy KHIKKY OTpuUMaB “___” 200_ p.

(mignmuc BIacHUKA TPYIOBOI KHIKKH)



Tunosa ¢popma Ne I1-2 3aTBepmxeHa HakazoM MiHcTaTy YKpaiHu Bif
27.10.95 Ne 277.

Oco060Bi KapTKH BeAYTHCS HA BCIX MPAIiBHUKIB MiIMPUEMCTB, yCTa-
HOB, OpTaHi3aliil He3aJIe)KHO BiJl (DOPM BIACHOCTI, BUAY MiSUTBHOCTI 1 Ta-
JIy3eBOI HAJIEKHOCTI.

Oco00Bi KaPTKH KOMIUIEKTYIOTHCS BIATIOBITHO 0 IITATHOTO PO3IHUCY
1O CTPYKTYPHUX MiAPO3/iJax, a BCepeaUuHI CTPYKTYPHOTO MiAPO3IITY —
ITO MPI3BUIIAX MPAIIBHUKIB 3a ajihaBiTOM.

Ha cymicHUKIB, THMYaCOBHX MPAIIBHUKIB 1 )KIHOK, SIKi 3HAXOIATHCS
BIJIMYCTIII ITO JIOTJISITY 38 TUTHHOK, 0COOOBI KAPTKU KOMILIEKTYIOThCS OK-
peMo. 3 KapTOK CKIIAIAEThCSI KAPTOTEKA OCOOOBOTO CKIIAY MiAIPHEM-
CTBa, yCTaHOBH, OpraHizallii. YCi 3alucH B 0COOOBIH KapTIIi MiATBEPIKY-
FOTHCSI OCOOMCTUM TIAMMCOM TIPAIliBHUKA.

3armoBHIOE 0CO00OBY KapTKy haxiBellb 3 KaapiB (4u ocoba, sika Bidmo-
Bimae 3a opopMIICHHS IpaIliBHUKIB HA pOOOTY) Ha ITiJICTaBl OMMUTYBAHHS
MpaliBHUKA Ta BIMOBIAHUX JOKYMEHTIB: MACIOPTA, TPYJAOBOI KHUKKH,
JIOKYMEHTa IIPO OCBITY (KBalidiKaIlito, CremiaabHICTh), PO CTaH 3]10-
poB’s. OcoboBa KapTKa 3aMIOBHIOETHCS 3a BIIIMTOBITHOIO (POPMOFO YOPHH-
JIOM UM KYJIBKOBOIO PYUYKOIO 3a BUHSATKOM 12 1 13 myHkTiB. Lli myHKTH
(TmacrropTHi TaHi, JOMAIIHS afgpeca i TeneoH) 3alOBHIOIOTHCS OJIIBIIEM Y
3B’S13KY 3 MOXKJIMBUMH 3MIHAMH.

Oco0oBa KapTKa 3aIIOBHIOETHCS B TaKiil TOCITITOBHOCTI:

1. 3aeanvni gidomocmi.

M. 1 — mpi3BuImie, iM’s, Mo OATHKOBI MpaIlliBHUKA B HA3WBHOMY BIfI-
MiHKy: IleTpenko IBan CunopoBudy;

. 2 — piK, MICSIlb, YUCIO HApPOJKeHHS (apabchkumu mudpamu):
1950. 08. 20;

. 3 — Miclle Hapo/KeHHS (HaMEHYBaHHS HACEIEHOTO MyHKTY BKa-
3y€ThCS B HA3UBHOMY BIJIMiHKY, palioHy i 00J1aCTi — B pOJIOBOMY): C€JI0
Jynapkie Bopucniibcbkoro paiiony KuiBcbkoi 00J1acTi;

. 4 — ocBira:

a) 3a3HAYAETHCS:

* MMOBHA BHIIA (1 0Ci0, SKi 3aKIHYMIN HaBYAJIbHI 3aKjIaau 3-To 9u 4-

r'0 PIBHIB aKpeIHTaIllii);

e HEIOBHA BHUIIA OCBITa, 0a30Ba BHINA OCBiTa (I 0Ci0, K 3aKiHIH-
JIX TEXHIKYM, KOJICIDK, IeIaroTiuHi, MEIUYHI, My3WYHI, KYJIbTYPHO-
OCBITHI Ta IMPUPIBHIHI 1O HUX HaBYAIbHI 3aKJIaIH);

 cepemHs (1 0Ci0, SKi OTPUMAIIH aTeCTaT 3PITOCTI);

* MMoYaTKoOBa (IJIs 0Ci0, Ki 3aKiHIWIN 3—4 KJIacH);
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0) 3aIIOBHIOETHCS MMOBHE HAWMEHYBAHHS 1 JaTa 3aKiHUEHHS! BUIIOTO
a00 MPUPIBHAHOrO 10 HHOTO HABYAIIBHOTO 3aKIaay (IHCTUTYT, aKa-
JieMist, KOHCepBaTopis, yHiBepcuTeT): JIbBiBCbKHIi MenuHuii iHCTH-
TyT, 1958 P.;

B) MOBHE HalfMEHYBaHHS 1 1aTa 3aKIHUCHHS MPOodeCciHHO-TEXHITHOTO
(mpodeciitnoro) yunnuia: Cepenne npodeciiiHo-TexHiuHe yUnImiie
Ne 5, m. Kuis, 1986 p.;

r) popMa HaBUAHHS (IICHHA, BEUIPHS, 3a09HA) — I IKPECITIOETHCS He-
00XiHE.

[MpariBHUKY, K 3aKIHYUIIH 1T’ SITUH YK IIOCTUH KJIAC CEPEIHBOI KO-
JIX, BITHOCSITBCS IO OCI0 3 MOYATKOBOIO OCBITOIO, & Ti, XTO HE 3aKIHUMB I10-
BHUI KypC HABYaHHS Y KO, — JI0 OCi0 3 HEMOBHOO CEPETHBOIO.

[TpaniBHUKIB, SKI HABYAINCS YM HaBUAIOTHCS Y BHUINUX Ta CEPEIHIX
cIieliajaIbHUX HAaBYAJBHHUX 3aK/Iafax, ajie He 3aKIHYMIIU 1X, BIAHOCATH 10
0Ci0 3 OCBITOIO, SIKY BOHM MaJli 10 BCTYILY B 11l HABYAIIbHI 3aKJIA/IH.

HesakiHueHa BHINIA OCBITA 3AMMUCYETHCS Y BUMAIKY, KOJIU MPAIIBHUK
3JIMIITUB HABYAHHS TTICITS 3aKIHUEHHS He MEHIII SIK TPhOX KyPCiB By3y a00
MPOJIOBXKYE HABUAHHSI B HhOMY;

M. 5 — CHemiaJbHICTh 32 JUIUIOMOM (CBIJIOITBO) — 3aMOBHIOIOTH
JIMIIIE Ha CIIEI[iaTiCTiB 3 BUIIIOIO OCBITOI0. Ha3Ba crenianbHOCTI BKA3YETh-
Cs Ha IMiJICTaB1 3aITUCY B TUTIIOMI (ITOCBiAYEHHI, CBIIOIITBI) PO 3aKiHUYCHHS
BHII[OTO HABYAJILHOTO 3aKJIay;

. 6 — kBaJidikailis 3a JUILIOMOM (CBLAONTBOM) (Ti, 110 3aKIHUMUIU BU-
11 HAaBYATBHUI 3aKJIa]], TEXHIKYM (YUMIIHILE), KOJISJDK, IHCTUTYT, KOHCEP-
BaTOPIIO, aKaJeMil0, YHIBEPCUTET) — 3aIlIOBHIOIOTH ITOBHY Ha3BY KBaTi(i-
Kallii BUIIIOTO HABYAIILHOTO 3aKJa 1y, SKUI 3aKIHYMB CICIIaTICT, CTABIATh
HOMEp Ta JaTy BHJAYi JUIIOMA (CBIIOLTBA) MPO 3aKIHUEHHS BUIIIOTO Ha-
BuajpHOTO 3aKiany: Inxenep-mexanix IO Ne 13730 Bin 20.06.94.

Jlami 3anmuCyeThCs TaTa 3alIOBHEHHS 0CO00BOI KapTKHU (axiBIeM IO
KaJIpaxX Y¥ BiIMTOBITAIBHOIO 0CO00I0 3 OPOPMIICHHS TPUHHSTTS IIpaIliB-
HHKa Ha po0oTy;

. 7 — 3arajJpHuil cTa)x poOOTH — 3aMUCYETHCS 3 MOYATKY TPYAOBOI
TIsUTBHOCTI, MiIpaxyBaBIIK HOTOo 3TigHO 3 mocTraHoBoI0 KabineTy MiHicT-
piB Ykpainu Big 19.10.98 Ne 1658;

. § — 3amucyeThes Oe3nepepBHUI CTax poOOTH;

. 9 — ocTaHHE Micle poOOTH, ITOcaja — 3aIMHUCY€EThCS TTOBHE HaliMe-
HYBaHHS MIINPUEMCTBA, YCTAHOBH, OpraHi3allii, e BOCTAHHE MPAI[iBHUK
MpaIfoBaB 1 Ky mocaay o0iliMaB;
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M. 10 — i3 TpymOBOi KHIKKH 3aITUCYIOThCS 1aTa 1 IpUYUHA 3BLTLHEH-
HSI 3 MIIMPUEMCTBA, yCTAHOBH, OpraHi3aiiii, e BOCTAHHE MPaIliBHUK ITpa-
mroBaB: 10.08.90 cr. 38 K3nlIl Ykpainu, 3a BIacHUM OasKaHHSAM;

. 11 — 3amucyeThCsl pOIWHHUHN CTaH 1 IEPETiUyIOTHCS BCl WICHU CIM'1
13 3a3HAYCHHSM JIaTH HapoLKkeHHs: 3amixkHsa. YosoBik — boiiko IBan Ba-
cuaboBu4, 1965 p.;

1. 12, 13 — 3amucyroThes cepist 1 HoMep MmacnopTa, KUM BUIaHUM, JaTa
BHUAAYi, JOMAIIHS agpeca 1 Homep termedony. JlaHi macmopra i ajapeca 3a-
MMICYIOTHCS 13 MMACTIOPTA OJIIBIEM.

[Ticns 3amoBHEHHS (axiBIEeM BILIUTY KaJApiB yCiX MYyHKTIB MEPIIOTO
pO3MIiTy B OCOOOBIN KapTIli MTPAIiBHUK, SIKHH MPUHMAEThCA HA POOOTY,
CTaBUTb OCOOMCTHUH ITIJIITHC.

2. Bioomocmi npo eiticbkosuil 061ik — 3aTIOBHIOETHCSI HA BIMCHKOBO-
3000B’s13aHMUX HA IMIACTAaBl JaHUX BIMCHbKOBOT'O KBUTKA 1 BIAIIOBIAHO 1O
IHCTPYKIIii 3 00JIIKY BIICRKOBO300OB’s3aHMX, Ky (axiBemp 3 KaJIpiB
OICP)KYE B pAfOHHOMY BIICBKOBOMY KOMicapiaTi 3a MiCIIEM pO3TalllyBaH-
HS TMAIPUEMCTBA, YCTAHOBH, OpraHi3arii.

Bkasani maHi axiBenp 3 KaapiB MOPOKY 3Bipsie B paliBilicbKKOMaTax
3a MICIIEeM MTPOXXUBAHHS TTPAIIBHUKA.

3. IIpusnauenns i nepesederHs — BIANIOBITHUM 3aITUC 3TIHCHIOETHCS 1T
yac opopMIIeHHS Ha poOoTy. Hamai TyT BigoOpakaroThCsl TEPEMIIIICHHS,
3MiHHM y KBamidikarii. Yci 3aicH 3 I[bOro PO3IiTy IMePEHOCITH 10 TPYAO-
BOI KHMXKKH.

Brocsuu Ha mijacrasi HaKasiB y TPYAOBY KHUKKY 3aIUCH NIPO TIPHM-
HSTTSI, TIEPEBEICHHS UM 3BUILHEHHS, (paxiBelb BIIIUTY KaapiB O3HAHOM-
JTFOE PO 1€ il BJJACHHKA i pO3MUCKY B KooHIl “ITinnuc BaacHuka Tpy-
noBoi KHMKKU”. B xomoHI “JlaTa” cTaBUTHCS JaTa, KOJHM MpalliBHUK
MIPUCTYTIUB 10 poOoTu. Ls 1aTa BiuIiuyeThCs SIK TOYaTOK pOOOYOTO POKY
MOPIYHOI BIIITYCTKH.

V xonouIi “Ha3Ba cTpyKTYpHOro migpo3aijay” KOPOTKO 3aIUCy€EThCS
Ha3Ba MIPO3ALUTY: HABYAJIbHO-METOANIHMI BiIi T,

V kononmi “Ha3ea npodecii, nocaan” 3anncyeThcss HalMEHYBaHHS
11OCa/U 3T1IHO 31 ITATHUM PO3MHUCOM: METOIUCT MePIIoi KaTeropii.

V koot “Po3psin” (oki1aa) 3aMUCYIOTHCS IIPOIICOM PO3PSI, KaTe-
ropis, MocagoBUi OkjIa: mocTuid, 130 rpH.

V kononmi “IlincraBa” 3anmucyoThCs HOMEp 1 TaTa HaKa3y PO MPHIA-
HSTTS MpalliBHUKa Ha poOoTy: Haka3 Ne 10-k Bix 10.06.90.

V komonIi “ITignuc BJacHUKA TPYAOBOI KHUKKH” CTaBUTHCS OCOOMC-
THH MANKC MpaliBHUKA, 3 SSKUM YKJIaldu TpynoBuil porosip. Lle moxe
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OyTH 1 miAIKUC 03HANOMITEHHS 3 HaKa30M IIPO MPUHHATTS Ha poOOTYy, ITe-
pPEBEJICHHSI YU TIEPEMIIICHHS 32 BUHITKOM HaKa3y PO CTITHEHHS 32 IM0-
PYIIEHHS TPYAOBOI JUCIUILIIHY, JIe CTABUTHLCS MIJAMUC HA CAMOMY Ha-
Kasi.

4. Bionycmku — BeIeTbCs 00K IMOPIYHUK 1 TOJATKOBUX BIJIITYCTOK,
KU TyOII0OETHCS B KYpHAII OOIIKY BiITyCTOK.

VY kosnoHii “Bua BiinmycTku” MUIIETHCS BUJL BIIMYCTKU: HIOPiuHAa, 0e3
30epeskeHHsT 3apo0iTHOI MJIATH TOIIIO.

V komnoHI “3a sikuii mepioa” nmuImeTbcs poOoOUNil pik, 3a AKUHA Ha-
JIA€ThCsI IIOPIYHA 1 J01aTKOBI BiaycTku. PoOouwnii pik, 3rigHo 3i cT. 6 3a-
KoHY Ykpainu, “IIpo BinmycTku” BiINIIYY€ETHCS 3 JHS YKIIAIEHHS TPYAO-
Boro goroeopy: 10.02.97- 09.02.98 p.

V komoHi “JlaTa” mMUIIeThCS MOYATOK 1 KiHelb BigmycTku: 12.09.98—
04.10.98 p.

VY xononui “ITizcTaBa” NUIIETHCS 1aTa 1 HOMEp HAKa3y MPO HATaHHS
BiamycTku: Haka3 Ne 12-k Big 10.09.98.

OxkpeMo B 0coOoBiit kaptmi mo Gopmi Ne I1-2 BUiICH] TyHKTH:

“oaaTkoBi BioMoCTi” — y PSAKY 3aMUCYIOTHCS 3MiHHU, K1 BiHO-
CSATBCS JI0 TIEPIIOTO 1 APYroro po3/aisliB KAPTKH, 3MIHM MPI3BUIIA, TiIBH-
meHHs kBamigikaii romo: [lpisBume IMerpenko 3mineno na Cuaopenko
Ha miacTasi Haka3y Ne 201-k Big 10.03.98.

V panaky “TpynoBy KHHKKY OTpUMAaB” BKa3yeThCS JaTa, MICAIb 1 PiK
OTPUMAHHSI, CTABUTHCSI ITIJ[ITUC BIIACHUKA TPYAOBOT KHUKKH.

Oco00BI KapTKU HA MPAIIBHUKIB TOBUHHI MATH HOMEPH, 1110 BiIOBI-
JTal0Th HOMEpPaM 3alliCy B KHU31 00JIIKY TPYIOBUX KHIKOK 1 BKITQUIIIIB
J10 HUX. 30epiraroThcsi 0COOOBI KapTKH ITICIIS 3BUTBHCHHS MpalliBHUKA JTBa
POKH Y BiJIiTi KaapiB 1 73 poKH B KaJJpOBOMY apxiBi. Y pasi MOBTOPHOTO
MPUUHSITTS. 0COOUM HA POOOTY HA MIAMTPUEMCTBO PEKOMEHIYETHCS KOPHC-
TYBaTHUCH il CTAPOIO 0COOOBOIO KAPTKOIO.

Ha cneriaicTiB 3 BUIIIOIO OCBITOXO, SIKi BHKOHYIOTH HAYKOBO-TOCIITHI,
MIPOEKTHO-KOHCTPYKTOPCHKI i TEXHOJIOTT4HI pOOOTH, KPiM 0COOOBOT Kap-
Tku 1o ¢opmi Ne I1-2, BeneThest ocoboBa kaptka 1mo ¢popmi Ne I1-4. Turo-
Ba hopma Ne I1-4 3aTBepkeHa HakazoM MiHcraty Ykpainu Big 09.10.95
Ne 253. 3amOBHIOETHCS 1 BEACTHCS MPAIIBHUKOM KaJIpPOBOI CIyKOU IO
TOMY K MPUHIIMITY 1 BUMOTaX, 110 i Turnosa gopma Ne I1-2.
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2.2.3. OcdopmMneHHA Ta BeAeHHA
oco60BoiI KapTku no c¢opmi Ne M-24C

Oco6o0Bi kapTku (popma Ne [1-2/1C) 3aOBHIOIOTH yCi OpTraHH, ycTa-
HOBHU (Oprasisaltiii), Ha MPALiBHUKIB SIKUX MOIINPIOETHCS 3aKOH YKpainu
“ITpo nepkaBHy Cityx)0y”.

[Mutanns, MoB’s3aHi 3 MOPSAKOM BelleHHS 0cO00BOI KapTKH, ii 30epi-
TaHHSIM, TOBHOTOIO iH(pOpMaIlii, aKTyalIbHICTIO, PETyITIOI0THCS YNHHUM
3aKOHOJJABCTBOM Ta IHIIMMH JTOKYMEHTaMH (IacropT, BIHCHKOBHIA KBH-
TOK, JUIJIOMH, CBIIOIITBA).

Oco060Ba KapTKa 3aMOBHIOETHCS] YKPATHCHKOIO MOBOIO, B HA3UBHOMY
BIIMIHKY (KpIM OKPEMO 3a3HAYEHOTO0).

Jo 0co00BO1 KapTKU 3aHOCATHCS:

I. 3aranshi Binomocrti

[Tynktu 1-11 3anoBHIOE AepxkaBHUI CIyk00BelLb BIAMOBIIHO 70 3a-
MUCIB y IACMIOPTI, IUILIOMI, CBIIOLTBI, aTECTATI PO OCBITY Ta IHIIUX JI0-
KYMEHTIB.

1. IIpi3Bumie: TenepimHe, JiBOYe — B Ty)KKaX, SKIIO TaKe iCHye; iM’s Ta

1o 6ATHKOBI.

2. FpomansucTBO YKpaiHu: yuciao (1) — ABO3HAUHE YMCIIO, MICSIb

(MM) — Ha3Ba, pik (Pppp) — YOTHPU3HAYHE YHUCIIO.

3. Miciie HapOPKEHHS: KpaiHa, 00J1acTh, pailoH, MicTO (celto).
4. JaTa HApO/DKEHHS!: YICIIO (1), Micalb (MM), pik (pppp)-
5. Ocsirta: BHIIA, CEPEIHS:

Ha3Ba HABUAJLHOTO 3aKjaay (Ha MOMEHT 3aKiHYEeHHs) Ta Oro

MICIE3HAXOIKEHHS;

(pppp) AaTa BCTyMy i 3aKIHUEHHS] HABYAJIBHOTO 3aKIIA[y;

CHELIalIbHICTh: 3aMIOBHIOETHCS BIAMOBIAHO 0 3aIKCy B AUILIOMI

(cBigOLTBI);

KBaJTi(iKallis: 3aIIOBHIOETHCS BIATIOBIIHO 10 3aIIMCY B AUILIIOMI

(cBigOLTBI);

JIMTIIIOM (CBIJIOIITBO): HOMED 1 iaTa Horo Bumayi (i1, MM, pppp).

SIkio gepkaBHUN cIykO0OBEIb HABUAETHCS Y HABYATIbHOMY 3aKJIAIl,

TO 3aMOBHIOIOTHCS TUIBKU rpadu: Ha3Ba HaBYAIBHOTO 3aKJIay Ta

HOro MICIIE3HAXO/KEHHSI, PIK BCTYILy, CIEIIAIbHICTD, K 0yJI0 BKa3a-

HO BHIIE.

6. HaykoBuif cTymiHb, BUeHE 3BaHHS: 3alIOBHIOETHCS BIAIOBIIHO 10 3a-

MUCY B IUILIOMI, (PPPP) PiIK IPUCBOEHHS, HOMED IUILIOMA, (I, MM,

pppp) Aata foro Buaaui.
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10.

11.

13.

14.

15.

16.

. SIxkuMu MOBaMU BOJIOJIETE 1 B SKIH Mipi: YUTAETE 1 IepeKIamaeTe 3i

CJIIOBHUKOM, UUTAETC 1 MOXeTe PO3MOBJIATH, BOJ'IOI[iGTe BiIbHO.

. HaykoBi mparii Ta BHUHaXOQH: KIJTBKICTh OIyOIiKOBaHUX MOHOTpadiid,

craTel, BHHAXO/IiB; CITUCOK OIYyOJIiIKOBAaHUX POOIT.

. CiMeliHMH cTaH: YiIEHHM CIM’'1 13 3a3HAYCHHSM JaTH HapPOJKCHHS,

Mpi3BHINA, iM’s Ta TTO0 OATHKOBI.

[Macnopr: cepist, HOMep, KMM BHJIaHUH, aTa BUAAYl — 3AMMHUCYETHCS
BIITIOBITHO 70 3aITMCy Y TACIIOPTi.

JomamHs agpeca: TenedOH, MICTO, IMOIITOBE BiAIIICHHS, BYIIHIS,
KOpITyC, HOMep OyOUHKY, KBapTUpPa, OCOOUCTUH ITi IITHC.

Hata mpuitasarts [Ipucsru nepkaBHOTO CIYKOOBIIS: YHCIO — JIBO3-
HauHe, MICSIb — Ha3Ba, PIK — YOTHPHU3HAUHE YHUCIIO.

ITpuifHATTS HA OepKaBHY CIIYKOY:

a) Ha ITICTaBl KOHKYPCY: HOMEP MPOTOKOITY, AaTa (IMCIIO — JBO3HAY-
He, MICSIlb — Ha3Ba, PiKk — YOTHPHU3HAYHE YHCIIO);

0) 1o MaTPOHATHOI CIIYKOH: Ioca a KepiBHUKA;

B) 3 PE3€PBY: JaTa BKIIOUEHHS 0 PE3€PBY;

T') IHIIIE: 3TiTHO 3 BCTAHOBJICHUM 3aKOHOIABCTBOM (CT. 15 3akony Vk-
painu “IIpo mepxkaBHY CIy)KO0y”).

3aranbHUN CTaX pOOOTU: BKA3YEThCS MPUBE/ICHA /1aTa, sIKa BU3HA-
YaeThCs 3TiIHO 3 3akoHOM YKpainu “IIpo meHcitiHe 3abe3meueHHs”,
BIITIOBITHO IO 3aITUCIB Y TPYMOBIN KHUKIII.

BesnepepBHMii cTaXX poOOTH: BKA3YETHCS MPUBEJICHA /1aTa, IKa BU3HA-
YaeThCs 3T1IHO 3 ToctaHoBoX Pamu Minictpie CPCP Bin 13 xBiTHS
1973 poky Ne 252, BIAIIOBITHO IO 3aITUCIB Y TPYAOBIN KHIKIII.

Crax nepxaBHOI CIy)KOU: BKa3yeThCs MPUBEIEHA JaTa, SKa BU3HA-
4a€eThCsI 3rIHO 3 [TopsSAKOM 0OUNCITEHHS CTaXy IEPKaBHOTO CITY>KOOB-
1151, 3aTBEPKEHOTO TocTaHoBo0 Kabinety MiHICTpiB YKpaiHu Bif
3 tpaBHs 1994 poxy Ne 283, BiIITOBITHO IO 3aITUCY Y TPYAOBIH KHIKIII.
2—VIII — 3an0BHIOETHCA BIAIIOBIIHO 10 BUMOT TaOJINIb.

3amucy MOBWHHI 3AIHCHIOBATHCHh Y TOYHIM BIIMMOBIMHOCTI 10 opMmy-

JIIOBAHHST YMHHOTO 3aKOHOJIABCTBA 1 3 MOCUJIAHHSM Ha BiJIMOBIAHY CTAT-
TIO, MyHKT 3aKkoHiB (3akoH Ykpainu “Ilpo mepxkasHy cioyx0y”’, K3mll
Vkpainn).

3amucu BHOCATHCS BIAIOBITHO IO HaKa3y (PO3MOPSAIKEHHS), 13 3a3Ha-

YEHHSIM TaTH HOro Buaadi (1, MM, pppp).

3amucH 1aT BUKOHYIOTHCS apaOChKUMH MU PAMHU, YUCITO (1), MiCSIlb

(MM) — IBO3HAYHI YUCTA, PiK (PPPP) — YOTHPU3HAYHE YHCIIO, PO3ILICHI
KpAaInKo0, KPiM OKPEMO 3a3HAUYCHUX.
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I1. TIponoB:keHHs1 TEPMiHY NepeOyBaHHS HA JeP:KABHIN CIyKO0i

V rpadi “IlizcraBa”: HOMep 1 1aTa auUcTa-NOrokeHHs ["oIoBIEepK-
CTy>kOH, Ha MIICTaBl SIKOTO MPOJOBXKEHO TEPMiH IMepeOyBaHHS Ha Jep-
JKaBHIN CITYXOi.

II1. TTpocyBaHHs 1o CJIy:k0i B Jep:KaBHOMY OpraHi

ITpu KOXHIN 3aMiHI: HA3BU CTPYKTYPHOTO MiAPO3IITY, ITOCaIN, KaTe-
ropii, panry (IuB. TaOJIHITIO) TPOBOIUTHCS OKPEMUI 3aITHC.

IV. Bignyctkn

3amnmc 3MHCHIOETHCS 11O 3aIPOTIOHOBaHIN (hOopMi, IO BiAMOBITA€ YHH-
HOMY 3aKOHO/IaBCTRBY.

V. IncummutinapHa BianoBixajJbHicTh

3aMmoBHIOETHCS BIANIOBITHO 110 cT. 14 3axony Ykpaiau “IIpo mepxas-

HY CITy)0y”.

Vrpadi 1 “IIpuunHa” — mpuarHa, 10 MPU3BEITa 10 JUCIUTIIIHAPHOI
BIJIITOBIAJILHOCTI.

V rpadi 2 “Bum CTArHeHHS” — MUCHUIUIIHAPHE CTITHEHHS, 3aXiT JTUC-

LIUTUTIHAPHOTO BIUTMBY; y BUIIA/IKY, KOJIN JIEPKABHOTO CITYy>KOOBIISI yCyHe-
HO Bij CTy’)k00BUX 00OB’SI3KiB 1 MPU3HAYECHO CITYKOOBE PO3CIiTyBaHHS
BiAmoBimHO 10 cT. 22 3akony Ykpainu “Ilpo mepkaBHY ciyk0y”, HEOO-
XiTHO JTOJTaTKOBO BKa3yBaTH CTPOKU YCYHECHHS (TCPMIH BIf

hite} , Ha SIKMH YCYHYTO), Pe3yJIbTaTH PO3CITITyBaAHHS.

VI. 3aoxo4eHHsl, HATOPOIH, OYECHI 3BAHHS

3amwc 3AiCHIOETHCS Ha IMIJICTaBl PIIEHHS BiAIIOBIIHOTO OpraHy.

VII. 3apaxyBaHnHsi 10 KaJpoBOIro pe3epBy

3aImOBHIOETHCS BIAMOBITHO A0 MocTaHoBU KabineTy MiHicTpiB Ykpai-
Hu Big 19 rpyanasa 1994 poky Ne 853, BiTHOBITIOETHCS IIIOPOKY.

I'pada 1 “Opran, 10 TKOTO 3apaxoBaHO B KaJPpOBUH pe3epB’” — Ha3Ba
Oprany, JIo SIKOT0 3apaxoBaHO B KaJPOBUI pe3epB. SIKIIO JepKaBHUI
cy>k00BeIh 3apaxOBaHUM 10 KaAPOBOTO Pe3epBY B Til caMiil yCTaHOBI
(opranizariii), a¢ BiH IPAIIOE, 3aIMHUCYETHCS: ¥ ITbOMY OPTaHi.

VIII. ITineumenns kBasidikaii

HasBa HaBuanmpHOTO 3aKiIaay (Ha MOMEHT 3aKiHUCHHS), y TOMY YHCITi
32 KOPJIOHOM.

IIporpama um TeMaTHKa MiABHUINCHHS KBajiikalrii: 3alIOBHIOETHCS
BIATIOBITHO IO 3aITUCY Y AUTIIIOMI (CBIOIITBI).

IX. BizomocTi npo BilicbkoBMii 00.TiK

3aMmOBHIOETHCS 3TiTHO 3 “IHCTPYKITiEO MPO MOPSIOK BEICHHS OOJIIKY
BifiICbKOBO3000B’sI3aHUX 1 TPU30BHUKIB Ha MIMPUEMCTBAX, B YCTAHOBAX,
OpraHi3allisfx Ta BiIMOBIIHO 0 3aITUCIB Y BIHICBKOBOMY KBUTKY.
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ITpu 3ammoBHEHHI 0COOOBHUX KapTOK Ha COJAATIB, MATPOCIB, CTAPIIHH,
MPAIOPILKKIB 1 MIUMaHIB 3armacy HeOOXiTHO JOTPUMYBATUCS HACTYITHUX
BUMOT:

1) y panky “I'pyma o6miky” — myHKT 24 BIHCBKOBOT'O KBUTKA;

2) y paaky “Karteropii”— myHKT 23 BIiICbKOBOTO KBHTKA;

3) y psanky “Cxian” — MyHKT 25 BIICBKOBOTO KBUTKA;

4) y psaaky “BilicbkoBe 3BaHHS” — MYHKT 20 BIHCBKOBOTO KBUTKA;

5) y psaaky “BilicbKOBO-00ITIKOBA CHEMIiadbHICTh — IMYHKT 26 BICHKO-
BOI'O KBUTKA,;

6) y psanky “IlpumaTHICTh 10 BIIICBKOBOI CIyKON” BKa3y€eThCs: “‘CTPONO-
BUI”, KO B po3/iJii V BIlICLKOBOT'O KBUTKA BIJICYTHIH 3amKC Ipo
CTaH 370POB’s 200 € BiAMITKA ITPO MPUIATHICTH IO CTPOUOBOI CITYKOU:
“HecTpOHOBHIA MO IP. __ cT. ___ Hakazy MO ___ p. Ne __ 7, gkimo B
po3aini V BiliChKOBOTO KBUTKA € 3aIIHC ITPO MPUAATHICTH O HECTPOii0-
BOI cITy’KOM 3 MOCWJIAHHSIM Ha BINMOBIIHY CTATTIO 1 HAKA3 MIHICTpa
obopoHu YKpainu;

“HeNPUIaTHUM 31 3HATTSIM 3 OOJIIKY IO Ip.___ CT. __ Hakazy MO __ p.

No 7, k1o mpo 1ie € BIAMOBIIHMIA 3anUC y po3/i [X BilickKOBOTO

KBUTKA;

7)y psnky “HasBa paliBiiCbKKOMATY 3a MiclleM IPOXKMBAHHs BKa-
3y€ThCS HAMCHYBaHHS BIHCBKKOMATY, B SIKOMY BIICBKOBO3000B’s13a-
HUI TiepeOyBae Ha BIHICHKOBOMY OOJIIKY. SKIO % BIICBKOBO3000B’sI-
3aHU nepedyBae Ha BIICBKOBOMY OOJIIKY Y BUKOHKOMI CIITBCHKOI (ce-
JTUIIHOI, MICBhKO1) paad HApOAHUX JEMyTaTiB, TO BKa3YETHCS
HallMEHYBaHHS BIMCPKKOMATY, SIKWW 3IIHCHIOE KEPIBHUIITBO ITUM 00-
JIKOBUM OPTaHOM;

8) y psanky “IlepeOyBae Ha crieroOiiky Ne __” ONiBIEM MPOCTABISIETHCS
cepis 1 HoMep MOCBIAUEHHS PO BIICTPOYKY, HOMEP MePeTiKy, MyHKTY
Ta PO3AiTy TepeniKy (ITOCTaAHOBH), BIAMIOBITHO 10 SIKOTO 0(hOPMIICHO
OpOHIOBaHHS BINCHKOBO3000B’SI3aHOTO, a TAKOX JaTa 0(popMITCHHS
BIJICTPOYKH BiliCbKOBUM KOMIcCapiaTOM.

Bimomocti npo BiiicbkoBHIT 00K B 0COOOBUX KapTKax Ha IeHepasiB,
aaMipadiB, odilepiB 3amacy 3allOBHIOIOTECS Y TAKOMY CaMOMY ITOPSIIKY,
aje 3 TAKUMU BIAMIHHOCTSIMU:

1) psamok “I'pyma o6miKy” He 3alTOBHIOETHCS;

2) y paaky “Kateropist 00Ky’ — MyHKT 8 BINCPKOBOI'O KBUTKA Odilie-
pa 3amacy;
3) y paaky “Cknax” — MyHKT 7 BIHCBKOBOTO KBUTKa odirepa 3amacy;

112



LR}

4)y panky “BiiicbkOBO-00JIIKOBa CHEIlialbHICTD Ne _” — MyHKT 6
BifiCRKOBOTO KBHTKa Oodimepa 3amacy;

5) psamok “IlpuaaTHICTB D0 BIHCEKOBOI CITy>kO1M” Ha odilepiB 3amacy, ki
nepe0yBalOTh Ha BIMICBLKOBOMY O0JIiKY, He 3amoBHIOEThCsA. Ha odi-
LIepiB 3aIacy, 3HATUX 3 BIHCBKOBOTO OOIIKY, — MYHKT 20 BiliCEKOBO-
ro KBUTKa odilepa 3amacy.

JlonaTkoBi BitomocTi:

a) BIJOMOCTI, BiAMOBIAHO 10 crateid 12, 16 3akony Ykpainu “IIpo nep-
KaBHY CIIy)X0y”, a came: He MaB CYIUMOCTI, He 3aiiMaIOCh IiJIPHEM-
HUIIBKOIO MIsUTBHICTIO Oe3mocepeHho ab0 uepe3 MOCepPeTHUKIB, HE
MPAIIOE 32 CYMICHHUIITBOM, HE MOBIPEHUI TPETIX OCIO y cripaBax Jiep-
’KABHOTO OPraHy, He WICH CKJIaJly KePIBHUX OpPraHiB MiAIPUEMCTB
TOLIO;

0) 1o sAKOI KaTeropii MiJbIOBUKIB BIJHOCHUTBHCS, HANPHUKIAT. YU €
mikBizaTopoMm aBapii Ha HAEC, odimep 3amacy — IEeHCIOHEp Ta
1HIII, HOMEP MOCBIAYEHHS, qaTa Bujaadi (I, MM, pppp) Ta Ha3Ba
OopraHy, sKUi BUIAB.

Hata i npyuurHa 3BUTbHEHHS.

3anucu 34iHCHIOIOTHCSA Y TOYHIA BiOIMOBITHOCTI 0 (OPMYITFOBAHHS
YUHHOI'O 3aKOHOJABCTBA 1 3 MOCUJIAHHSM Ha BIAMOBIIHY CTATTIO, TYHKT
K3nll Ykpainu a6o cr. 30 3akony Ykpainu “Ilpo gepkaBHy ciiyx0y”.
OcoboBa xaptka mmo gopmi Ne IT-2/1C 3aTBepmkeHa Haka3oM MiHCTATy
VYxpainu Big 26.12.95 Ne 343.

2.2.4. OcdopMneHHA Ta BeAeHHA
ocoboBux cnpas

Oco6oBa cnpaBa — II¢ CyKYITHICTh JOKYMEHTIB, SIKi MICTSTh Haii-
MOBHIII BIJJIOMOCTI, PO MpaIliBHUKA i XapaKTepu3ylTh HOro 0io-
rpadiuHi, TUTOBI, 0COOUCTI SKOCTI. BoHA Mociae OCHOBHE MicIIle Y CUCTEMI
MEPCOHATILHOTO 00Ky mpalliBHUKIB. Ha mijgcTaBi JOKyMEHTIB, IO TPY-
IYIOTBCS B Hil, TPOBOIUTHCS BUBUCHHSI, J0OIp Ta BUKOPUCTAHHS KaapiB
YIIpaBIiHHS.

3aBOJsAThCS 0COOOBI ClIpaBM Ha KEpiBHHUKA IMiANPUEMCTBA, HOTO 3ac-
TYIIHUKIB, HAYaJIbHUKIB BIUTIJIIB Ta CITY>KO, IXHIX 3aCTyITHUKIB, MaTepiallb-
HO-BIZINOBIAAIBHUX OCIO, CIIEIATICTIB TOIO; O()OPMIIIIOTHCS BOHU MiCIIS
3apaxyBaHHS IMPaIiBHUKIB HA poOoTy. CIoyaTky 10 0co00BOi ClipaBu
3aHOCSITh JOKYMEHTH, 110 BiIOOPaXKAIOTh MPOIEC MPUNHSITTS Ha poOOTY,
MOTIM — yCi OCHOBHI JOKYMEHTH, 5IKi 3’BIISFOTHCS YIIPOAOBXK TPYIOBOi
JISUTBHOCTI TTpalliBHUKA B YCTAHOBI.
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®opma Ne I1-2]1C

(nepapnuii opran, BiOMCTBO, Opranizanis)

Inentudikauiiinnii kox €APIIOY |:| Kon 3a YKV |:|

Howep Crarb (4/x) | Tabeabuuii Ne Andasit Micue pst porokaprkn
JIOKYMeHTa
OCOBOBA KAPTKA Ne
1. 3araabHi Bizomocri*
1. IpizBume 3. Micne
im’st

1o 6aTbKOBI

2. I'pomaasincTBo Ykpainn

4. Jlata nap
5. Ocsita
BHINA, cepem-mi
Pik
Hassa naBuaIbHOro 3aK1a1y Ta Pik | Ne munioma,
o . KiHYeHHS i i S i
HH0ro Micue3HAXO0/KeHHs! Beryny :;0 Bnﬁemi CneuiaabnicTb Ksaidixanis aTa BHaavi
JIHIIOMA
6. HaykoBuii cTyninb, BueHe 3BaHHsI
i 1]
Hassa Pik npucsoenns Ne nunoma, nara

BH/IAYI UIUIOMA

7. SlkuMu MOBaMH BoJIOJi€TE i IKOIO MipoI0

(4NTacTe Ta NePEeKIANACTE I3 COBHHKOM, YHTACTE 1 MOKETE PO3MOB.ISTH, BOIOAICTE BLILHO

8. Haykosi npaui Ta Bunaxoan

9. Cimeiinnii cran
(mepesiunTH WieHIB ciM’i i3 3a3HAYEHHSIM 1aTH HAPOKEHHS) 10. IMacnopt: cepist Ne

Kum Bupanmii

Jara Buaavi

11. fomamns anpeca, Tenedpon

ciy Ocoducruii mignmnc
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12. JIaTa npuiiHATTS NPHCATH U 1EPKABHOTO
»

cIyK00BIS -

13. TIpuiiHsITTs HA IepiKABHY CITyAOY:

Ne

200 p.

Bill

14. 3arabHuii crax podoTn

15. Besnepepsnuii crax podoTn

16. Crax i CITyROH

200 p.

a) Ha niacrasi konkypey. Ip

©) 10 MaTpPOHATHOI CITY KON

(mocaza kepiBHuKa)

B) 3 pe3epBy

(mata BKIIOUEHHS B pe3epB)

200 .

1) inme

(3TiIHO 3 BCTAHOBJICHMM 3aKOHOABCTBOM)

II. TTponoB:kenns TepMiny nepeGyBanHs Ha AepKaBHiil CayxKOi

Ha tepmin PoKiB 3 710 IincraBa
Ha tepmin PoKiB 3 i (1) Tincr:
Ha Tepmin POKiB 3 no Mixcrasa

II1. IpocyBanust mo cayx0i B Jep:kaBHOMY oprai

Criocid npocyBanust i
Kareropisi, o cryKoi B qalcu::; 2
Jlata  |Ha3ea crpykrypHoro niaposainy | Has3sa nocamn oKJIal, (womkype, Mincrasn ‘;coﬁmm'i

panr CTAKYBAHHS, KApTKH
peseps) P
IV. Bianycrku
Jara
Bua Bianycrkn 3a sikuii nepiox nouaTKy JaKiHYeHHS Mixcrasa
BiyCTKH BiIMyCTKH
1 2 3 4 5
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1 2 3 4 5
V. Jucunniainapua BixnoBigaabHicTs
Ilpnunna 1530 cheremm, saxif IligcraBa JlaTa ckacyBaHHs Ilixcrasa
JIMCHHILTIHAPHOTO BIUIHBY
VI. 3a0x04eHHs, HATOPO/H, NOYECHi 3BAHHS
Bz 3a0xo04ennst (Haropou, novecHi 3Banms) Iigcrasa Hara
VII. 3apaxyBaHHsi 10 KaJipoOBOro pe3epBy
Opran, /10 SIKOro 3apaxoBaHo .
prat, P Ilocana (na IKY NPONOHYETLCSA B pe3epB) Aara sapaxysanns Mincrasa

B Ka/IpOBHii pesepn

B pe3epB
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Micsiub i pik

BCTYHY

3BLILHEHHS

Ilocana i3 3a3Ha4eHHsAM yCTAHOBH, Oprauisauii,
ninpHeMCTBA, a TAKOXK MiHicTepcTBa (BioMcTBa)

Micue3naxo/Kennst yCTanoBH,

opranizauii, nianpuemcraa
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Honatok 1 1o ocodosoi kapTkm Ne IT-2/1C*
9. BukoHyBaHa po60Ta 3 NOYATKY TPY/AOBOI JisIbHOCTI (BK/IIOUAIOUH HABYAHHS Y BUIIHX i Cepe/IHiX crenialbHIX HABYATLHHX
3aKJIaJ1aX, BiliCbKOBY CTy#OY, y4acTh Y NapTH3aHCHKHX 3aroHax i poGory 3a cymMicHHITBOM).
Ilpu 3an0BHEHHI LOr0 MYHKTY YCTAHOBH, OPraHizauii Ta miAnpueMcTBa HEOOXiHO IMEHYBATH TaK, IK BOHH HA3UBAJINCH Y CBiii
vac, 1ani npo BilicbKOBY C/Iy:KOY 3anHCyBATH i3 3a3HAYEHHSIM NOCAH.

Micsiup i pik
Tocana i3 3a3uavennsiM ycTanoBH, opranizanii, Micue3naxo/kennst ycTanoBu,
BCTYNY 3BiIbHEHHS ninpHEMCTBA, a TAKOXK MiHicTepcTBa (BizoMcTBa) oprauizauii, nianpuemcTaa
*3; ii cary
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CucreMaTHU3YIOThCS 0CO0OBI CIIpaBH B aidaBITHOMY HMOPSIKY abo 3a
CTPYKTYPHHMH MMIPO3AUTAMH 3TiTHO 31 MTaTHUM po3mucoMm. CripaBu Ha
MaTepiallbHO-BIAITOBIMAILHUX 0Ci0 30epiraroTh okpeMo. KoxHilt oco-
OOBIif CrTpaBi MPUCBOIOETHCS HOMEP BIAMOBITHO 1O HOMEpa Yy IITATHO-ITO-
CcaJoBifl KHU31, KOTPUM 3aMHUCYEThCS 1 B andaBiTHY KHUTY OCOOOBHX
crpas.

Jo 0co60BoI cripaBu BXOASTH TaKi JOKYMEHTH:

1) TomaTok 10 0COOOBOTO JINCTKA 3 OOJIIKY KaJpiB;

2) 0cOOOBUI JTUCTOK 3 OOJIIKY KaApiB i3 POTOKAPTKOIO MpalliBHUKA PO3-
MipoM 4 X 6 cMm;

3) aBTOOIOTpadis;

4) KoIii TOKYyMEHTIB PO OCBITY, BUCHUH CTYITiHb, MiIBUINCHHS KBaTi(i-
Karii;

5) mepellik HayKOBHX Ipallb (IS MPalliBHUKIB, SKi MAlOTh YYCHHH
CTYIIIHD YA KBaHTH);

6) pi3HOTO poAy XapaKTEPUCTUKH UM PEKOMEHIAIlIIHI JTUCTH;

7) IOKYMEHTH, Ha MiJICTaBl AKUX BUAAIOTHCSA HAKA3H MPO MPU3HAUCHHS,
TIepeBE/ICHHS, 3BUTPHEHHSI MPAIIIBHUKA (KOHTPAKT, ITOIaHHS, JIUCTH PO
MepeBeICHHS TOIIO);

8) korrii Haka3iB (PO3MOPSAIKCHB) PO MPUHHATTS (TPU3HAYCHHS), TICpe-
BE/ICHHS Ta 3BUTbHEHHS MPAIliBHUKA 200 BUITMCKH 3 HUX;

9) MaTepialli MPOBEACHHS aTeCTallil;

10) BHYTpIIIHINA OMTHC TOKYMEHTIB.

J1o 0co00BOI clTpaBU MOXKYTh OYTH BHECEHI TaAKOXK JOBIIKU-00 €KTHB-
KU, KOIIii HaKa3iB, pO3MOPSKEHb, IIOCTAHOB OPraHiB BUIIOTO PiBHS a00
BUTSTH 3 HUX, BUTSITH 3 MPOTOKOJIIB HAYKOBUX PaJl Il HAYKOBUX pajl
(TSt HAYKOBHX CITIBPOOITHHKIB, SIKi Opajii y4acTh Yy KOHKYPCHOMY 3aMi-
IIIEHHI BAKAHTHUX 110CAJ), BUTSATH 3 IIPOTOKOJIIB 300piB TPYIOBOTO KO-
JIEKTUBY (IJIS1 KEPIBHUKIB, SIKMX 0OMpae Ha Mocaay TPYAOBUHA KOJICKTUB),
a TAKOX IHIII JTOKYMEHTH, IO XapaKTEePU3YIOTh MisUTbHICTh IIpaIliBHUKA.
TTopsimox po3MillieHHS ITUX JOKYMEHTIB, SIK ITPaBHIIO, XPOHOIIOTIUYHUM; yCl
BOHHU T IIITMBAIOTHCS.

JloBigku 3 MicIisl TPOKUBAHHS, MEIUYHI JTOBIAKH Ta iHII JOKYMCHTH
JIPYTOPSTHOTO 3HAYCHHS MOXYTh I'PYNYBATHCh y CAMOCTIHHY CIpaBy
TEMYaCOBOTO 30epiraHHs OKPEeMO BiJ 0COO0BOI crpaBH ab0 po3MilTyBa-
THCh Y “KHIIEHBII” Ha 3BOPOTHOMY OOIIi il OOKIIaJUHKHU.

BxumroueHHS 10 0COOOBOT CITpaBH HaKa3iB (PO3MOPSIKEHB) PO BiJIITy-
CTKH, IIPO HANpaBIICHHS y BIAPSJ/KEHHS, HA KypCH MEPEmiIroTOBKH,
MIBUINICHHS KBaTi(hiKaIlii 4i cTakyBaHHS HE TOMTYCKAETHCS.
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JIoKyMeHTH O0COOOBOI CIpaBH MICTATH iH(POPMAIIIO HE JIUIIEC PO
MPUAHATTS, IEPEBEJCHHS Ta 3BUTBHEHHS MpalliBHUKA, a i Mpo HOTO BIK,
OCBITY, TPYIOBUH CTaX, CIMCHHUI cTaH, OaraTo IHIINX BiZOMOCTEH PO
WOTO XKUTTS Ta MiSUTbHICTh. 3 OTJISY Ha I1e BOHU MOXYTh OYTH BUKOPHC-
TaHi YIS MPOBEICHHS COIliaIbHO-AeMOoTpahidHUX JOCiKeHb. KpiM Toro,
SIK CBITYUTH JOCBIJl BUBUCHHSI OCOOOBUX CIIpaB, y HUX HEPIJKO MOXKHA
3HAUTH TOKYMEHTHU, HeOOXIIHI /7T BUBUCHHS iICTOPIi PO3BUTKY THX YU
IHIIUX TiATPUEMCTB, YCTaHOB.

JlokyMeHTH 0cOO0BOI CIIpaBH BETYThCSI BIIPOJIOBXK YChOT0 Yacy pobo-
TH 0COOM Ha MIAMPUEMCTBI i J0 HOMEHKIIATYPH CIIPAB YCTAHOBHU HE 3aHO-
CSITBCSL.

PosrisaemMo odopMiteHHs 0OKIaTHHKH 0cO00BOI cripaBH (popma 1o0-
JTAETHCST). 3ar0JIOBOK TMTOBUHEH MICTUTH MOBHY HA3BY MiAIIPHEMCTBA, HO-
Mep CITpaBH, MPI3BUIIIE, iM’s1, TT0 0ATHKOBI 0COOM, Ha SIKY BOHA 3aBe/IcHa, —
yce B HA3UBHOMY BiIMIHKY.

OO0OB’3KOBO TIPOCTABIISIETHCS aTa 3aBEACHHS (JICHb MPUHHSTTS OCO-
6u Ha po0OOTY) 1 3aKiHUEHHS (ICHB 3BUTBHEHHS) 0C000BOi cripaBu. OCKiIb-
KU CIIpaBa € JOKYMEHTOM TPUBAIIOTO 30epiraHHs, ii HEOOXITHO BKJIACTH B
TBEP/y OOKJIAUHKY U TIepeIIeCTH.

ITicas 3BUTLHEHHS MpaIliBHUKA HOTO 3asiBY PO 3BUILHEHHS, KOIIiIO
Hakazy (pO3MOPSIKCHHS) 200 BUTSAT 3 HBOTO, a TAKOX 1HIIN JOKYMECHTH
(JTCT PO TIepeBeICHHS Ha 1HIY POOOTY, MOJaHHS Ta 3BUTBHEHHS TOIIO),
Ha ITiJICTaBl IKMX BUAAHO HaKa3 (PO3MOPSHKEHHS ), iIIIBAIOTh B 0C000-
BY CIIPaBY Ta 3aIKCYOTh B OMHKC. Y JOJIATKY 10 0COO0BOI CITpaBy MpalliB-
HUKa pOOUTHCS 3aIUC PO HOro 3BUTbHEHHS. [Ticlss BUKOHAHHSI LIUX MPO-
Ieayp ocoboBa CripaBa BUJIYYAETHCS Ta 30epiraeThes y BiUIUTI KaApiB 1Ba
pOKH, ITOTIM 34Aa€ThCS Ha 30epiraHHs B apXiB OopraHi3allii 10 KiHIS 3a-
ralbHOTO CTPOKY 30epiraHHs — 75 pOKiB.

Hoctym 1o ocoboBux crpaB Mae 0yt ooMmexkeHnM. OCo00BI cipaBu
30epiraroThCs Ha PiBHI 13 CEKPETHUMH TOKYMCHTAMM.

Sk mpaBwITO0, 0COOOBI CIIPaBH PO3MIMIYIOTH Y ceidax U, y KpalHbO-
My BHUMAJKY, Y CIEIiaIbHO IIPUCTOCOBAHUX IS [IHOTO 3aJTI3HUX Inadax,
[0 3aMUKAKOThCSL.

BinmoBimanpHICTE 3a 30epiraHHs 0COOOBHUX CIpaB Hece HaYaIbHUK
BIIUTY KaapiB, (haxiBelb 3 MepCcoHaIy abo cekpeTap.

BugaroTbcst 0co00BI cripaBu IS CITy)KOOBOTO KOPUCTYBAHHS JTHIIIE
0cobaM, KOJIO SIKHX BU3HAUYECHE KEPIBHUKOM YCTaHOBHU. He 103BONSETHCS
3aTPUMyBaTH OCOOOBY CIIpaBy OITBIN HI’XK Ha OAWH JICHb, BAHOCHUTH i 3a
MEXI1 MiAmpueMCTBA. Y pa3i BUKOPUCTAHHS 0CO00BOI cipaBu 3ab0po-
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HAETbCS poOuTH OyIb-sSKi BUIIPABJICHHS paHille 3p0oOJIeHHNX 3amuciB abo
BHOCHTH HOBI, BUJTy4aTH JOKYMEHTH UM JIOJTydaTd HOBI. He no3BomnseThes
BHJIABATH 0COOOBY cripaBy 0co0i, Ha Ky BOHA 3aBeJicHa.

[[{o6 3anmo6irtu BTpaTt 0co00BOI CIIpaBH, y Hiif HEOOXITHO TPUMATH
KOHTPOJIPHY KapTKy. BoHa 3auImaeTscs y BiIIl KaapiB HA TIEpio] BH-
nadi ocoboBoi crpaBu. Ilicis MOBepHEHHS OCTAHHBOI Yy KOHTPOJbHIM
KapTIli CTABUTHCS JIaTa MOBEPHEHHS, a 0COOOBA CIIpaBa MOBEPTAETHCS Ha
CBOE MicIIe.

Slk110 oco0oBa cripaBa BIIMPABISETHCS MOIITOIO, TO BKA3YIOThCS JIaTa
BIJIITPABJICHHS, aJpecaT, BUXIIHHI HOMEp CYIPOBITHOTO JINCTA, AaTa T0-
BEPHEHHS CIIPABH.

ITicns mepegadi 0coOOBOI CIpaBH B apXiB KOHTPOJIbHA KapTKa 3HU-
LIYETHCA.

306¢epiraeThcss 0COOOBA CIIpaBa B apXiBi SIK CAaMOCTIHHA OAWHHUIIS 30¢-
piragHs. Y pa3i mepeBecHHS MpalliBHUKA Ha 1HIITY poOOTy 0coboBa cIipa-
B4, K MMPABUIIO, HE TIEPEIa€ThCS.

BUHSATOK CTAHOBISATH BUIMAJKHU MEPEBEICHHS OCOOM 3 MiMPUEMCTBA
OJIHIET CUCTEMU.

2.2.4.1. 3anoBHEeHHSAA 0COOOBOro nNUcTKa
3 obniky KkappiB

Oco060Buii TUCTOK 3 OOJIIKY KaJpiB € OJHUM 3 OCHOBHUX JIOKYMEHTIB
0co0O0BOI CITpaBy 1 CTAHOBUTH MEPETIiK 3aMUTaHb Npo Oiorpadivyni gaHi
MpaliBHUKA, OCBITY, HOro poOOTy B MUHYJIOMY, BITHOIIEHHS 10 BIiiCbKO-
BOI CIy»OH, CIMEHHUH CTaH TOIIO.

Oco0oBHMif TUCTOK MPALIBHUK 3aIIOBHIOE YOPHUIOM 200 KYJIbKOBOIO
PYYKOIO BIIACHOPYYHO 0€3 MiYUCTOK Ta BUIIPABIIEHb. 3AIIUCH POOIATHCS
po30ipuBO Ta 0€3 HEBCTAaHOBJIEHUX CKOpoueHb. Ha Bcl mocTasiieHi 3amm-
TaHHS HEOOXiTHO TaBaTH IIOBHI BiIOBII.

JJ1st 3a1I0BHEHHSI 0COOOBOTO JIMCTKA BUKOPUCTOBYIOTHCS TaKi JOKYMEH-
TH: MACIIOPT, TPYAOBA KHMXKKA, BIICbKOBUI KBUTOK, JOKYMEHTH IPO OCBIi-
Ty, @ TAKOX, y pasi HABHOCTI, TOKYMEHTH PO MPUCBOEHHS BYCHOTO CTY-
TIeHsI Y4 3BaHHS, TOKYMEHTHU PO HAYKOBI Mpalli, BUHAXOIX TOUIO.

HavanpHuk Bigminy kaapiB (iHCIEKTOp 4M (axiBeib) 000B’I3KOBO
3Bipsi€ MPaBUJIBHICTH 3aIMCIB y 0COOOBOMY JIMCTKY 3 TOKyMeHTaMu. [1pu
LIbOMY OCOOJIMBA yBara MPUAUISETHCS MPaBUIBHOCTI 3aMUCy HAHMEHY-
BaHb OpraHi3alliif, HaCEJICHUX MyHKTIB, AT Ta IHIIUX BIOMOCTE (Toca/,
KBaJidikauii TOIo).
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[TocnigoBHICTH 3aIIOBHEHHST OCOOOBOTO JIMCTKA:

1. Ipi3Buie, iM’s, 1o 6ATHKOBI (MMUIIETHCSA O€3 CKOPOUCHB, HAIIPUKITAT:
IlleBuenko Anapiii ITerpoBuy.

2. CtaTp (3aIUCYETHCS CIIOBAMH: Y0JI0BivYa, sKiHOYA.

3. Pik, yuciio i MicsIp HAapOKCHHS (3aMMMCYETHCS TaKUM YuHOM: 1950,
25 cepnHs.

4. Micue HapOJKeHHs (BKa3yeThCsl MTOBHA HAa3Ba HACEJIEHOTO IMYHKTY,
pationy, obmacti: cesmmime IBaniBka ITinBosouncekoro paiiony TepHo-
MJIbCHKOI 00J1aCTi).

5. OcBiTa (3aMMCy€eTHCS TAK: BUINA, HEMOBHA BUIIA, CePe/lHs, HEIOBHA Ce-
peliHs, MOYATKOBA 3aJIC)KHO BiJl HASSBHOCTI JOKYMEHTA PO OCBITY).
HaliMenyBaHHSI HABYAIbHOTO 3aKJIa/y BKAa3yIOThCS TaK, SIK BIH Ha3H-
BaBCs Ha Tiepio Horo 3akiHueHHs. Hampukiram: XapkiBcbKuii aBTOMO-
0iTbHO-TOPOsKHil IHCTHTYT. Y BUIMAAKy BXOKCHHS ClIoBa “iIMeHi” 110
HallMeHYBaHHS HaBYAJIIbHOTO 3aKJa/y HEOOXITHO MHUCATH, HATTPUK-
nman, im. T. I'. IlleBuenka. 3amrcyeThcsl MOBHE HAlMEHYBaHHS (haKyITh-
TEeTy YU BiJiJICHHS, HATIPUKIIA, AOPOKHLO-0YAiBeIbHUIT; MEHe K-
MeHTY; npaBa. Pik BcTyIry, 3akiHUeHHS a00 BUOYTTS 3aITUCY€ETHCS TaK:
1991, 1995. 3anucyrTh MOBHY Ha3BY CIEIMIaIbHOCTI Ta BKa3yIOTh HO-
Mep AUIIOMa, HAIPUKITad, iHKeHep-OyniBeabHuk, [{-9/1111 3 Bin3Ha-
KOIO.

6. Ha 3anuTanHs, SKUMU MOBaMU BOJIOJIIETE, BIMOBIIAIOTh TAKUM YH-
HOM: YHTAIO if NepeKJIaIal0 3i CIOBHHKOM; YHTAIO il MOKY PO3MOBIISITH;
BOJIOJIIO BIJILHO.

7. Y4eHUl CTyIIiHb, yUeHE 3BaHHS 3aIUCYIOTh TaK: KaHAWAAT (hiiosIoriaHux
HaYK, IOLEHT. Y pa3i BIICYTHOCTI TAKOTO POOUTHCS 3aIiC “He Maro”.

8. Biamosiap Ha 3alMTaHHS PO HAYKOBI Mpalli Ta BUHAXOIHU CITiJT 3aITH-
CyBaTH TaK: Mal0 5 HAYKOBHUX Mpalb Ta 3 3apeecTpoBaHi BAHAXO/U B
rajy3i OyaiBHMITBA (CIIMCOK J0a€ThCs) a00 HAYKOBUX Mpallb TAa BH-
HAXO/iB HE MAIO.

9. BukonyBaHa poboTa 3 ITOYaTKy TPYIOBOI MisUTBHOCTI BiTOOpaKaeTh-
¢S BIATIOBITHO JO 3aITUCIB y TPYIOBIM KHIKII. 3a3HAYAFOTHCS TaKOXK
Mepio/1 HAaBUAHHS y BUIIKX 1 CEPEHIX CIEIiaIbHUX HABUYAIHHUX 3aK-
JTajiaX, BiiCbKOBa CITyk0a i poboTa 3a cymicHuIITBOM. [linmpuemMcTBa,
YCTAHOBH, OpraHi3alii CiIi] iMEeHyBaTH TaK, SK BOHW Ha3WBAJINCS HA
repios poOOTH YU HABUAaHHSI 0COOM, sIKa 3AIMOBHIOE JINCTOK, HAITPUK-
naja, TexHik incruryty “KuiBginporpanc”, m. Kuis.

SIKIIIO TOYaTOK TPYAOBOI TiATBHOCTI 30iTa€ThCA 3 MOMEHTOM BCTY-
Iy 10 BUIUX YU CEPEHIX HABUAIBHUX 3aKJaJliB, CIiJ MUCATU TAK:
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10.

1.

12.

13.

14.

CTYAEHT — IS BUIIUX HAaBYAJIbHUX 3aKJIajiB, KyPCaAHT — JUIs
BIfICEKOBHX YUMJIHII TOIIO. BilfichkoBa ci1yx0a 3ammmucy€eThes i3 3a3Ha-
YEHHSM ITOCaJIi Ta HOMepa BIIChKOBOI YaCTHHU: PANOBHIi BilicbKOBOI
yactuau Ne 10834; komanaup portu BilickkoBoi yacTunu Ne 21213,
M. OJekcanpisi, Onecbkuii BilicbKOBHIi OKpPYT.

JepxaBHiI Haropoau (BKa3yeThCs Ha3Ba HArOpOIU U yac ii oeprkaH-
Hs, HaImpuKiIaa, 3ipka “3a my:xkuicts”, 11.11.94).

BigHo1ieHHs 10 BifiCbKOBOTO 0OOB’SI3KY Ta BiliCbKOBE 3BaHHS (3aIy-
CYIOTBCSI TaK: BilicbKOB03000B’s13aHuii, cTapiuii Jeiitenant. Criiag —
KOMaHIHMIi (aAMiHiCTpaTUBHMIA, TEXHIYHUI TOIIO), Pil Bilicbk — cyxo-
MyTHI).

PoauHHMIT cTaH HA MOMEHT 3alTOBHEHHSI 0COOOBOTO JIMCTKA (Tiepe-
JIYYIOTHCS BCl YWICHM CIM’T 13 3a3HAUCHHSIM BIKY).

JomamrHs ampeca (3aIUCY€EThCS 3T1IHO 3 TIFOYUM aAMIHICTpaTUBHUM
TTO/IUTOM 13 3a3HAYEHHSIM MTOIITOBOTO 1H/IEKCY, HalIMEHyBaHHSI Hacelle-
HOTO IIYHKTY, pailoHy, 00JacCTi, By, HOMEPIB OYAMHKY, KBAPTUPH,
tenedony).

IMacnopt (BKa3yrOTHCS cepisi, HOMep, KOJIU i KuM BugaHuii). [IpocraBis-
FOUM 1aTy 3aITOBHEHHS JIUCTKA, BKA3YIOTh: YUCIIO, MICSITh (CITOBOM), PIK.
OcoOuCTHit MAMKMC CTABUTHCS PO30ipIIMBO.

2.2.4.2. NMopsapok cknagaHHA aBTobiorpadii

OHUM 13 JOKYMEHTIB 0COOOBOI CITPaBH, [0 MiCTUTH IHPOPMAIIIIO ITPO

0CcO0OBUI CKITAJI MIATPUEMCTBA, YCTAHOBHU, OpraHizallii, € aBTobiorpadis.

Aemoobiozpaghia — 11e TOKYMEHT, Y IKOMY 0co0a, sika oro cKjIaaana,

ITOJTA€ OTTMC CBOTO KUTTS Ta MisUTBHOCTI 32 TOBUILHOIO (hOPMOFO.

IMunrerbes 1el TOKYMEHT Bil pyKH Ha CTaHAAPTHOMY apKy1i ¢popma-

Ty A4.

OcHOBHA BUMOTa JI0 TAKOT'O JOKYMEHTA — BHUEPIHICTh MOTPIOHUX

BIZIOMOCTEH 1 JTaKOHI3M BUKJIATY.

KoyxHe HOBE MOBIIOMIICHHSI IOYMHAETHCS 3 a03ally.
B aBToOiorpadii, sik mpaBuiIo, BKa3yIOTh:

Mpi3BHIIE, iM’S, 1O OATHKOBI Y HA3UBHOMY BiJIMIHKY;
JaTa, Miclie HapOKEHHS;

BiJIOMOCTI TPO HABYAHHSI;

BiIOMOCTi IIPO TPYJAOBY MisTIbHICTb;

CIMEMHMI CTaH 1 CKIIad CiM’T;

HArOPOJIHU 1 3a0X0YEHHS;

JIOMAIITHS ajgpeca Ta HoMep TeraedoHy;

JaTta i 0coOMCTUI MiamucC.
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1. IpizBume

OCOBOBUM JINUCTOK
3 OBJIIKY KAJIPIB

Micue st
dorokapTkn

iM’s

2. Crarp,

4. Micue HapoIKeHHs

1o 6aTbKOBI

3. Pik, uncio i M-1ib HapoIZKeHHsI

(cerno, MicTo, paiioH, 061acThb)

5. OcaiTa
HaiimenyBanus | @akyiabTeT Pix Pik SIxuo He Sky crenianbHicTh 3100yB
HABYaJILHOTO abo BCTYIy | 3aKiHUEHHs | 3aKiHUMB, y pe3yJbTaTi 3aKiHYeHHS
3aKIa1y BiAITCHHS a60 BUOYTTsI| TO 3 IKOr0 |HABYAJIBLHOTO 3aKJIA1y, HOMEp

Kypcy BHOYyB

nuruioma abo CBiIonTBa

6. SIkumu MoBaMH BoJIoJi€Te i IKOK Mipolo

(4nTaeTe i MEPeKIasaeTe i3 CIOBHUKOM, YHTAETE i MOKETE PO3SMOBIISITH, BOJIOIIETE BIIBHO)

7. Yuenmii cTyninb, yueHe 3BaHHs

8. SIki MaeTe HayKoOBi mpani Ta BUHAXOAH
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9. BuxonyBaHa po0oTa 3 OYATKY TPYAOBOI AifIbHOCTI (BK/IIOYAI0OYH HABYAHHSA Y
BHIIMX i cepeHiX cnenialbHHX HABYAJILHHUX 3aKJIaJaxX, BiiCbKOBY CIyk0y, y4acTb y
NAapTH3aHCHKHX 3aroHax i podoTy 3a cyMiCHHUTBOM).
I1pu 3am0BHEHHI LHOTO IIYHKTY YCTAHOBM, OpraHi3alii Ta MmiAnpueMcTBa HEOOXiTHO
IMEHYBATHU TaK, SIK BOHM Ha3UBAJHUCS Y CBIiif Yac, IaHi Mpo BIHCHKOBY CIIy)KOy 3amucyBaTH
i3 3a3HAYEHHSM 10CaIH.

IMocana i3 3a3HaYEHHSIM MIANPHEMCTBA, YCTAHOBH,

Micss i pik
BCTymy | 3BUIb-
HEHHS

opranizarnii

Micue3HaxXoKeHHs
MiIPUEMCTBA,
YCTAHOBH, OpraHizarii

10. ITepeGyBanns 3a kopaoHom (poGora, ciy:k00Be BiApsiAKEeHHsT TOLLO)

Micsnp i pik

3 JIKOTI'0 4acy

10 SIKUif yac

V skiit kpaini Merta nepeOyBaHHS 32 KOPJOHOM
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11. SIki maere aepxaBHi Haropoau

(BKa3aTH BUJ 1 JATY OJCPIKAHHS)

12. BianomenHs 10 BilicbKOBOro 000B’sI3KY i BilicbKOBe 3BaHHs

Crian Pin Biiicbk

(KOMaHIHUH, aJAMIHICTPATUBHUIL, TEXHIYHUII Ta iH.)

13. PoauHHuii CKJIa] HA MOMEHT 3alI0BHEHHSI 0COO0OBOI0 JIMCTKA

(TepemiunTH YIeHiB ciM’T i3 3a3HAYEHHAM POKY HAPOIKEHHS)

14. lomamus ajapeca

15. ITacnopTt: cepist Ne BHAAHUT

(HafiMEHyBaHHS OPTAHY)

Jara

“ > 20 p. OcobucTuii manuc
(maTa 3amOBHEHHS)

IpauiBHUK, SIKUIT 3aII0BHIOE OCOOOBHIA JIMCTOK, MOBHHEH PO BCI HACTYIIHI 3MiHU MOBIIOMIIS-
TH 3a MiclieM poOOTH JUIsl BHECEHHS BiANMOBIIHUX AaHMUX Y HOro 0COOOBY KapTKy.
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BimoOpaskatoun TpyaoBY OisSIbHICTE, HE CITIZT 0OMEKYBaTHUCS JTUIIIC TTe-
pernikom mocan. HeoOXimHO MOSCHUTH MPUYWHY TIEPEXOY Bid OMHIET po-
60T 10 iHIIOI. Y pa3i mepepBU y TPYIOBIH MisUTBHOCTI MOTPIOHO BKa3aTH
il IpUYMHY.

Vci naHi mToAal0ThCS Y XPOHOIOTIUHOMY TOPSIKY, IO AO0TIOMAarae
CKJTACTH YSIBIICHHS IIPO KMUTTEBUH IUISIX Ta JUTOBY KBaTi(iKaIliro 0COOH.

Vci natu mumyThes 3a TakuM 3paskom: 10 aunmus 1950 poky; y J1roTo-
My 1980 poxy, Bnpomos:k 1981/84 HaBua/ILHOTO POKY TOIIIO.

JlaTa HamMCaHHS IMUIIETHCS TIBOPYY MiJ TEKCTOM, IIIIMHC 0COOH —
paBopyy.

ABTOBIOTPADISA

(mpi3BuILE, iM’sI, IO GATHKOBI)

ABTOGIOTpadis CKIIAIAETHCS y TOBUIBHIN (hopmi BiiacHOopyuHo. O060-
B’SI3KOBO BUCBITIIUTH B OIMCOBIH hopMmi pik Ta Miclie HAPOKEHHS, B SKil
ciM’i, B SIKMX HAaBUaJbHMUX 3aKjaJlaX HaBUAJUCh, SIKYy OCBITY Ta CIie-
HiaJIbHICTh oiepkau. Koy, fe 1 Ha sikiii moca/ii mpaioBaiu, 3 SKux mpu-
YUH TIEPEXOJIUIIN 3 TTOCaaM Ha mocaay. KopoTki BIJOMOCTI PO BaIIMX
piaHux (6aThKo, MaTH, OpaTH, CECTPU, YOJIOBIK, XKiHKA, AiTH). Yu niepedy-
BaJIM BU IiJ] CYJIOM Ta CJIJICTBOM, Jig, KoJiu, 3a mjo? HaBuuku pobotu Ha
KOMIT'I0Tepi, MAIIMHONIKC, CTeHOTpadis, MpaBa BOIisl, BOJIOAIHHS MOBaMHU.
SIKMMU IHIIUMH CIIELIaIbHOCTSIMH BOJIOMIIETE.

Oco0ucti 3axoruteHHs. JJomanins agpeca, TeiaedoH.
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KoHTpOnbHi NnUTaHHA

. Ha3BiTb OCHOBHI JOKYMEHTH 3 00JIiKYy KaJIpiB.

2. SIki BiTOMOCTI MICTHTh 0coOoBa KapTka 3a ¢opmoro NeI1-2 Ta

Ne I1-21C?

. SIXi TOKyMEHTH BXOASATh JO 0OCOOOBOI CITpaBH i Ky iH(pOpMaIIiio BOHA
MICTATH?

. XTo BiammoBigae 3a 30epiranHst 0coOOBUX cIpaB?

. OxapakTepu3yiTe MOCITIIOBHICTh 3aIIOBHEHHS 0COOOBOT0O JIUCTKA.

. SIxa iHopmaris i B SKiif TOCTITOBHOCTI BKa3yeThCs B aBTOOIoTpadii
Ta B pe3rome?

. Ha3BiTh mpaBuiia BeJICHHS KHUTH PEECTPAIlii HAKa3iB.



Po30in 3
OPOPMJIEHHA, BEOEHHA
TA OBNIK TPYAOBUX KHUXXOK

2.3.1. 3aranbHi NONOXeHHA

TpyaoBa KHHKKA — 11€ JOKYMEHT YCTAHOBJICHOTO 3pa3Ka, B IKOMY
3aMMCaHi BIIOMOCTI PO CTaX poOOTH, HATOPOIH, 320X0OUECHHS KOKHOTO
npauiBHuKa. OTKe, 1le OCHOBHHM JOKYMEHT, SIKUH MATBEPIKYE TPYIOBY
JUSTIBHICTE 0c00u. TOMy TPYIOBUM KHIJKKaM, 30KpeMa TOYHOMY iX 3a-
MMOBHEHHIO, IPUIUISIOTH 0cOOMUBY yBary. [1opsiiok 3aoBHEHHS TPYA0-
BUX KHIDKOK Ta BKJIAIUIIIB IO HUX, OOJIIKY iX Ta BUIA4i B pa3i 3BLIbHEH-
HSl Y4 BTPATHU TOLIO perjaMeHTye IHCTpyKIlis PO MOPsIIOK BEICHHS TPY-
JIOBUX KHIDKOK Ha MIANPUEMCTBAX, B YCTAHOBAX 1 OpraHizalisx.

BigmosigHo 1o mocranoBu Kabinery MinictpiB Ykpaiau “IIpo Tpymosi
KHIDKKH IpaliBHUKIB” Bix 27.04.93 Ne 301 MinictepcTBo npaii YKpainu,
MinicTepcTBO IoCcTUII YKpaiHu i MiHICTEpPCTBO COIIaIbHOT'O 3aXUCTY
HacesJeHHsl YKpainu Haka3oM Big 29 munas 1993 p. Ne 58 3arBepaunu
[HCTPYKIIiIO PO MOPSIIOK BEJCHHS TPYIOBUX KHMKOK Ha MiIMPUEMCTBAX,
B ycTaHOBaX 1 opraHizamisgx. Haka3om mux caMux MiHiCTepCTB Bif 26 Oc-
pe3Hst 1996 p. Ne 29 BHeceHi 3MiHM 0 [HCTpyKIIii, sSika J1ie Ha 1eif yac.

3rifHo 3 [HCTPyKINiEr Mpo MOPSIIOK BEICHHS TPYIOBUX KHIKOK TPY-
JIOBI KHIDKKHM BEIYThCS Ha BCIX MPALiBHHUKIB MIAMPHEMCTB, YCTAHOB i
oprasi3zailliii, He3aJIe)KHO Bif popM BIIaCHOCTI, SKi MIPOIIPAIFOBAIN Ha HIX
MOoHAaJ 5 IHIB, BKIIOUAIOUYH OCI0, SIKi € CIIBBIIACHMKAMM (BIACHUKAMM)
MIAIPUEMCTB, CENTHCHKUX ((pepMepChKUX) TOCOAAPCTB, HA CE30HHUX 1
TUMYACOBHX MPAI[IBHUKIB, & TAKOXK MMO3AIITATHUX MPAIiBHUKIB 32 YMOBH,
110 BOHU MIJISATAIOTH AEPKaBHOMY COLIIAIbHOMY CTpaxyBaHHIO.

Ha oci0, ski mpaIforoTh 3a TPYIOBUM JOTOBOPOM Y IMIAIPUEMIIIB,
KOTPi HE MAIOTh MIPaB IOPUIUIHOI OCOOH, a TAKOK B OKPEMHUX I'POMAJISH
10 iX 0OCIyTOBYBAaHHIO (SIK JOMAIIIHI POOITHHIN, HIHBKHU, MIO(EPH, 0X0-
POHHHKH TOIIO) TPYHOBI KHIKKH HE BEHYThCS. IXHS poboTa minTBep-
JUKYETBCS JJOBIIKOIO OpraHizallii, 3a y4acTio sIKol OyJIo yKIIaleHO TPYI0-
BHH JOTOBIp MK HaliMadeM 1 IIpaIiBHUKOM, a TaKOX TOBIIKOO ITPO CITIa-
Ty BHECKiB y ()OHJI IEP)KaBHOTO COLIIaJIbHOTO CTPAaXyBaHHS.

Ha oci0, ki mpamioroTh 3a CYMICHHIITBOM, TPYIOBI KHIDKKU BETYThCS
TUTBKH 3a MICIIEM iXHbOI OCHOBHOI POOOTH.
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TpynoBi KHIKKH paHIIlIe BCTAHOBJICHOTO 3pa3ka OOMiHY He Imiisra-
I0Th.

BnamrroByrounchk Ha po0OoTy, ocoba 3000B’s13aHa MMOIaBATH TPYIOBY
KHIDKKY, 0hOpMITEHY B yCTaHOBJIICHOMY TTOPSKY (cT. 24 K3nll Ykpainm).

Oco0wu, sIKi BIIEPIIC BIAITOBYIOTHCS HAa POOOTY 1 HE MAOTh TPYA0BOL
KHIDKKH, IIOBUHHI TIPS’ IBUTH MACIIOPT, JUIIOM a00 1HITUNH JOKYMECHT
PO OCBITY Y NpodeciiiHy MiATOTOBKY.

Biiickk0oBOCITYX00BIIi, 3BUTbHEHI 31 30pOWHUX CHJT YKpaiHHU U 1HIITUX
BIfiCEKOBUX (hOpMyBaHb yCiX BUIIB, 3BITIbHECHI 31 30 pOMHUX CHJT KOJIHIII-
Hboro Corozy PCP i 36poiinux cui aepkaB — ydacHunb CHJI, mpen’siB-
JISTFOTh BIICBKOBUI KBUTOK.

3BITBHEHI 3 MICIIb ITO30aBJICHHS BOJIi 3000B’s13aH1 MPET’ IBUTH JOBIIKY
Impo 3BiMbHEHHS. Ha mifgcTaBi IMX TJOKYMEHTIB BHIIMCYETHCS TPYAOBa
KHUXKKA.

[Tpu BUMMCYBaHHI TPYAOBOI KHHXXKH, 00 BKJIaIUINA 0 Hel, a00 1yo-
JIiKaTa TPYA0BOi KHMKKH BJIACHUK UM YIIOBHOBAKEHU HUM OPTaH CTATYE
3 IIpaIiBHUKA i1 BAPTICTb.

V pasi HeNpaBUIILHOTO MTOYATKOBOTO 3AIIOBHEHHS TPYIOBOI1 KHIDKKHU
a0o BKJTauIIA J0 HEl, a TAKOX IICyBaHHs OJaHKIB BHACIIIOK HEA0AI0T0
ix 30epiraHHs BapTICTh 3INICOBAHMUX OJIAHKIB OTUTAYYETHCS I IIPUEMCTBOM.
SIko TpyaoBa KHIDKKA IpaIliBHUKA 3aryOJieHa IMiIIIpUEMCTBOM BHACITI-
JIOK CTUXIHHOTO JInXa abo 3 IHIIUX MPUYHUH, HOMY BHIAETHCS AyOrikaT
TPYAOBOI KHIDKKHU O€3 CTITHEHHS 11 BAPTOCTI.

TpynoBi KHIKKHU Ta iX AyOIikaTH, HE OACpKaHI MPAI[iIBHUKAMU TTPH
3BUILHEHHI, 30epiraroThCsl IMPOTIATOM IBOX POKIB Yy BiAAiiai KaapiB
IMIITPUEMCTBA OKPEMO BiJ IHIMUX TPYAOBUX KHIKOK IPAIiBHUKIB, SKI
rmepeOyBaroTh Ha poOoTi. [Tics MBOTO CTPOKY KHIKKH (iX ITyOJIiKaTH)
30epiraroThCs B apXiBi MIMPUEMCTBA TPOTAroM S50 poKiB, a 1Mo 3aKiHUCHHI
3a3HAYCHOTO CTPOKY iX MOYKHA 3HUIIUTH B YCTAHOBIIEHOMY TTOPSI/IKY.

BracHuk abo0 yMOBHOBa)XCHHWH HUM OpraH 3000B’s3aHUH ITOCTIHHO
MaTH HeOOXITHY KUTBKICTh OJTAHKIB TPYAOBUX KHIDKOK 1 BKJIQHUIIIIB JO HUX.

2.3.2. 3anoBHEHHS TPYAOBOI KHWXKN

TpynoBl KHMXKKH Ta BKJIQJIMIII JO HUX 3aTIOBHIOIOTHCS Y BIITIOBITHUX
po3ainax yKpaiHChKOIO 1 POCIHCBKOI0 MOBaMHU. 3aMOBHEHHS TPY/I0BOT
KHIDKKH BIIEPIIIE MTPOBAIUTHCS BIACHUKOM 200 YTOBHOBAXXECHUM HUM O-
FaHOM He Mi3Hillle THXKHEBOTO CTPOKY 3 JHS NPUHHATTS Ha poboTy. Jo
TPYJA0BOI KHIDKKHM BHOCSITHCSI BITOMOCTI PO MpaliBHUKA: MPi3BUILE, M5
Ta 110 0ATHKOBI, JaTa HAPOJKEHHS; 1aTa 3aTIOBHEHHS, MiMTUCH BJIACHUKA
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KHIDKKY 1 BIAMTOBITAILHOI 0COOM 3a BHAAUY KHIXKKH; ITPO poOOTy, mepe-
BEJICHHS Ha IHIY MOCTIHY poOOTY, 3BUIbHEHHS; TPO BUAUY BKJIAIUIIA;
PO HATOPOJKEHHS 1 3a0X0UYEHHS; IPO BIAKPUTTSI, HA SIKI BUAAHI JUTLIO-
MW, TIPO BUKOPUCTaHI BAHAXOIH 1 pallioOHaII3aTOPChKI MPOTIO3HMIIii Ta TTPO
BUILIAYEHI Y 3B’S13KY 3 IIMM BUHATOPO/IM; PO MTPU3HAYEHHSI ITEHCII.

CTSTHEHHS 10 TPYAOBOI KHW)KKU HE 3aHOCSTHCS. 3AMKUCH Y TPYIOBIH
KHIDKIII TTPH 3BUTBHEHHI a00 MepeBeICHHI Ha IHIIY poOOTY ITOBUHHI ITPO-
BaJUTHCh Y TOYHIM BIIITOBIAHOCTI 10 (GOPMYITIOBAHHS YHHHOTO 3aKOHO-
JIAaBCTBA 1 3 MOCUJIAHHSM Ha BIATIOBIIHY CTATTIO, ITyHKT 3aKOHY.

Vi 3amucH y TPYI0BIi KHIDKIT PO MPUHHATTS Ha pOOOTY, IEPEBEICH-
HS Ha 1HITY TTOCTIHHY poOO0Ty ab0 3BUTPHEHHS, a TAKOXK PO HATOPOIH Ta
320XOYEHHSI BHOCSTBCSI BIIACHUKOM a00 YITOBHOB2)XEHMM HUM OPTaHOM
ITCIIST BUMAHHS Haka3y (pO3MOPSIKEHHS), ajie He Mi3HIIIe THKHEBOTO
CTPOKY, a B pasi 3BUIbHCHHSI — Y JICHb 3BUTbHEHHS, 1 TOBUHHI TOYHO
BIITIOBIATH TEKCTY HaKa3y (PO3MOPSIKCHHS).

3amucu BenyThes apabCchKuMU I paMu (IUCITO 1 MiCSITh — TBO3HAY-
HUMHM), aKypaTHO, KyJIbKOBOIO PYYKOIO 200 PyUKOIO 3 IIEPOM, HOPHUIIOM
YOPHOTO, CHHBOTO 200 (i0IeTOBOTO KOJIbOPY. IleuaTKOr0 3aBipsSIOTHCS
3aIMCH TIPO 3BUTHHEHHS, & TAKOXX BIJIOMOCTI IPO HATOPOJDKEHHS Ta 3a0-
XOUEHHSI.

3 KOKHHUM 3aITHCOM, III0 BHOCUTHCS A0 TPYTOBOI KHIUKKH Ha ITiICTaBi
Hakazy (pO3MOPSKEHHS) PO NMPU3HAYEHHS HA POOOTY, IEPEBEICHHS 1
3BUJTBHCHHS, BIIACHUK 200 YIIOBHOBaXEHHIH HUM OpraH 3000B’sI3aHUI 03-
HaHOMWTH TIpaIliBHUKA ITiJ] PO3MKICKY B 0COOOBIH KapTIli (TUTOBa (hopma
Ne TI-2), B sIKiif Ma€ MOBTOPIOBATUCS BIAMOBITHUNA 3aIUC 3 TPYIOBOI
KHIDKKY (BKJIAIAINA).

SIKI10 BUSIBIICHO HEMPABWIILHUM 00 HETOYHHUH 3aITHC BITOMOCTEH ITPO
po06OTY, TepeBeIeHHs, & TAKOX PO HATOPOJDKEHHS Ta 3a0XOUEHHS TOIIIO,
BUIIPABIICHHSI BAKOHYETHCSI BIACHUKOM 200 YITOBHOBA)XEHUM HUM Opra-
HOM, Jie OyJI0 3pO0JICHO BiATIOBITHHI 3aITHC.

3a HeoOXITHOCTI BITAaCHUK a00 YITOBHOBAXXCHUIT HUM OpTaH BUAAE ITpa-
LIBHIKAM Ha IX TPOXaHHSI 3aBIpEHI BUITMCKH 3 TPYIOBUX KHUKOK BiJIOMO-
cTeli Ipo poboTy.

BunpasiteHi BizoMOCTi mpo poOOTy, IepeBeACHHS Ha 1HITY pPoOOTYy,
HAarOPO)KEHHSI Ta 3a0XOUYEHHS Ta 1HIII MalOTh MOBHICTIO BIATIOBIIATH
OpUTIHATY HaKa3y a00 PO3MOPSIKEHHSI.

V pozninax “BigomocTi mpo po6oTy”, “BimoMocTi Tpo HArOPOKCHHS
“BimoMOCTIi ITpo 3a0X0UeHHS’ TPYAOBOI KHIDKKHU (BKJIAIUINA) 3aKPECIICHHS
PpaHillie BHECEHUX HETOYHHX a00 HEeMPaBUIIBHUX 3AITHCIB HE IOMTYCKAIOTHCSI.
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SIxo HeoOXiMHO, HAIIPHKIIA, 3MIHUTH 3aITUC BITOMOCTEH ITpo pobo-
Ty, MICJIs 3a3HAYEHHS BIIITOBIIHOTO MOPSJAKOBOTO HOMEPA, TaTH BHECECH-
Hs 3anucy y rpadi 3 murerbest: “3anuc 3a No TakuM-To Hemiiicauit. [Tpwuii-
HSTUH 3a TaKOI0-TO mpodeciero (Tmocamor)”, a y rpadi 4 MOBTOPIOIOTHCS
JlaTa i HoMep Hakasy (pO3MOopsKEeHHs) 800 YITOBHOBaXKEHOTO HUM OpraHy,
3aIUC 3 IKOTO HEMPABWJIBHO BHECEHUH JIO TPYI0BOI KHUKKHU.

VY Takomy kK TOPSIKY BUHAETHCS HEIIUCHUM 3aITUC PO 3BITLHEHHS 1
TIepeBEICHHS Ha 1HINY IMOCTIHHY POOOTY B pa3i HE3aKOHHOT'O 3BITEHCHHS
abo0 TepeBe/IeHHs, YCTAHOBJICHOTO OPraHOM, KU PO3IIISiIae TPYAOBi
CIOPH, 1 pOOUTHCS 3aIIUC PO MOHOBIIEHHS HA IMOIEPeaHii podoTi abo
3MiHYy ()OPMYJIFOBaHHs TPUYMHHM 3BUTbHEHHS. Hanpukiam, muierses: “3a-
e 3a No TAaKUM-TO € HeTIHCHUM, TTIOHOBJICHUH Ha IMOTEPEIHIN poOoTi”.
ITpu 3MiHI hopMyITIOBaHHS ITPUYWHH 3BITBHCHHS IMUIIEThCS: “3armc 3a No
TAKUM-TO € HEJIHCHUM, 3BUILHEHUN...” 1 3a3HAUYAETHCS HOBE (POpMYJTIO-
BaHHS.

V rpadi 4 B TakoMy pa3i poOUTHCS MTOCUJIAHHS Ha Haka3 PO MOHOB-
JICHHS Ha po00Ti 200 3MiHY (hOPMYTIOBAHHS TPUYWHH 3BUTHHEHHS.

3a HasIBHOCTI y TPY/JOBIH KHIDKII 3aITUCY PO 3BUTbHEHHS a00 TepeBe-
JICHHS Ha 1HITy POoOOTY, y MOAATBIIOMY BU3HAHOT'O HEIIMCHUM, Ha TIPO-
XaHHS MpaLliBHUKA HOMY BUJAETHCS AYOIIKAT TPYIOBOI KHMKKHU Oe3 BHE-
CEHHSI 70 Hel 3a1Kcy, BU3BHAHOTO HEIIHCHUM.

BimomocTi mpo mpalliBHEKa 3aMMUCYIOTHCS Ha MEPIIiid cTOpiHM (TH-
TYJIBHOMY apKylili) TpyaoBoi KHUXKH. [Ipi3Buiie, iM’s Ta o 0aThKOBI
(moBHiCTIO, 6€3 CKOpOYEHHS a00 3aMiHU IMEHI Ta 1O 0aThKOBI 1HIIIaTIaMN7)
1/1aTa HapOKCHHS BKa3YIOThCS Ha ITICTaBl macmopTa abo CBiIOITBA PO
HAPOJIKCHHS.

[Ticist 3a3Ha4YeHHs JJaTU 3aMIOBHEHHS TPY/IOBOI KHIXKKU MPAIIBHUK
CBOIM MIJAIUCOM 3aBipsie MPaBUIbHICTh BHECEHUX Bimomocteid. [lepiny
CTOPIHKY (TUTYJIBHUN apKyIl) TPYAOBOI KHIKKH IMIMKICYE 0co0a, BIAIO-
BiJlaJIbHA 32 BUJIaUy TPYIOBUX KHUXKOK, 1 MICISI I[OTO CTABUTHCS MeUaTKa
mijnpueMcTBa (abo mevaTka BiAJIUTY KajpiB), HA SKOMY BIIEpIIE 3aM10B-
HIOBAJIACS TPYJOBA KHIKKA.

3MiHa 3aMKCIB Y TPYIOBUX KHIDKKAX ITPO MPi3BHIIIE, iM’sI, IO 0aTHKOBI
W 1aTy HAPOJKCHHSI BUKOHYETHCS BIACHUKOM 200 YITOBHOBaKCHHM HUM
OpraHoM 3a OCTaHHIM MiclieM poOOTH Ha MiJCTaBl JOKYMEHTIB (Iacrop-
T4, CBIAOITBA PO HAPOJPKEHHS, PO ILII00, PO po3ipBaHHS HUTIO0Y,
PO 3MiHY IPi3BHIIA, IM’SI Ta IO OATHKOBI TOIIO) 1 3 MOCUJIAHHSAM Ha HO-
Mep 1 JaTy IIUX JTOKYMEHTIB.
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3a3HaueHi 3MiHH BHOCSATHLCS Ha MEPIIiA CTOPIHII (TUTYJIBHOMY ap-
KYIIIi) TPYIOBOI KHUXKKHU. 3aKPECTIOETHCS, HAPUKIIA], KOJHIIHE MPI3BH-
me abo iM’s, To 0aTHKOBI, JaTa HAPOMKEHHS 1 3aITUCYIOTHCS HOBI JaHi 3
MOCWJIAHHSAM Ha BiJNOBIJHI JOKYMEHTH Ha BHYTPIIIHBOMY 0OIi 0OKIIa-
JIMHKH, SIK1 3aBIPSIFOTHCS MEYATKOIO BIJUIUTY KaJIPiB.

V rpadi 3 po3giny “BimomocTi Ipo poOOTY” SIK 3ar0JI0BOK ITHIIETHCS
MOBHE HaIMEHYBAHHS MiITPHUEMCTBA.

ITix 1tum 3aroaoBKoM y rpadi 1 cTaBUThCS MOPSIIKOBUI HOMEp 3a-
MUCy, IO BHOCUTHCA, y Tpadi 2 3a3HaYa€ThCs 1aTa 3apaxyBaHHS Ha PO-
oory.

V rpadi 3 nmumersest: “IpuitHaTuii a00 MpU3HAYCHUNA O TaKOT0-TO
LexXy, BUIIUTY, TAPO3/LTy, Ha TUILHULO, BAPOOHHUIITBO™ 13 3a3HAUCHHSIM
KOHKPETHOTO HaMEHYBaHHS, a TAKOX po0O0TH, IMpodecii abo mocaan 1
MIPUCBOEHOTO PO3PSIY. 3alMCH PO HallMeHyBaHHs poboTH, mpodecii abo
ITocaau, Ha SIKy IPUWHATUH MPaIliBHUK, BHKOHYIOTHCS I POOITHHUKIB Ta
CITy>KOOBIIIB BIAIOBIHO 10 HAWMEHYBaHHs Mpodeciii 1 moca, 3a3HaYeHUX
y Knacugikaropi mpodecii.

SIKII0 MpalliBHUK Ma€ IPaBO Ha ITEHCIIO 32 BIKOM Ha IiIBIOBHX YMO-
BaX, 34IMC Yy TPYAOBIH KHUXKIII pOOUTHCS HA MiACTaBl HAKa3y, BUAAHOTO
3a pe3yJbTaTaMU aTecTallll poOOYHNX MiCllb, 1 MA€ BiAIOBIIATH HalIMEHY-
BaHHIO CIIUCKIB BUPOOHUNTB, poOiT, mpodeciii, mocaj i MOKa3HUKIB, 1110
JIAaIOTh MPABO HA IMMUJIBTOBE MEHCIHE 320e3MeUeHHS.

IToka3nuku, 3a3HadeHi y ux Cruckax, 000B’I3K0BO ITOBUHHI OyTH
MiATBEP/DKEH] Y KapTi OLIHKK YMOB Ipali podo4oro Micis 3a pe3yibTa-
TaMHM aTeCTallil i MOXKYTh 3aMUCYBATUCH Y JTy)KKaX.

SIKn1o mpauiBHUKY B Mepiod poOOTH MPUCBOIOETHCS HOBUN PO3PS,
PO II¢ B YCTAHOBICHOMY MOPSAKY POOUTHCS BIATIOBIIHUHN 3aITHC.

Pobota 3a cymicHHLITBOM, OhOpMIIEHA B YCTAHOBJIIEHOMY MOPSAKY,
TPYJOBiM KHUXKII 3a3HAYAETHCA OKPEMHUM MOPSIIKOM. 3aIUC BiIOMOCTeN
mpo poOOTY 3a CYMICHUIITBOM IIPOBAIUTHC 3a Oa’kaHHSM IpalliBHHKA
BIIACHUKOM 200 YIIOBHOBA)XEHUM HUM OPTaHOM.

IlepeBeneHHs TpalliBHHKA Ha IHIIY IOCTIHHY poOOTy Ha TOMY X
MiAIPUEMCTBI 0QOPMIISIETBCS B TAKOMY XK MOPSAKY, K 1 IPUHHATTS Ha
poboTy.

SIximo 3a yac poOOTH MpaIiBHIKA Ha3Ba IMiAIIPUEMCTBA 3MIHIOETHCS,
TO PO 1Ie OKPEMUM PAAKOM y Tpadi 3 TpyA0BOI KHIKKH POOUTHCS 3aIIHC:
“ITigmpreMCTBO TaKe-TO 3 TAKOI'0-TO YHCiIa IIEpeMEHOBaHE Ha TaKe-TO ™,
a B rpadi 4 mpoCTaBIISIETLCS MiJICTaBa NepeHMEHyBaHHS: HaKa3 (pPoO3I0-
PAIKEHHS ), loro nata i HoMmep.
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JI1st cTymeHTIB, cyXadiB KypcCiB, YUHIB, aCHipaHTIB Ta KJIIHIYHUX Op-
IWHATOPIB, SIKi MAaIOTh TPYIOBI KHIKKH, HaBUAJIbHUHN 3aKiiaj (HayKOBa
YCTAHOBA) BHOCHTb 3aITUCH PO Yac HABYAHHS HA JICHHUX BiJUTUICHHSIX (Y
TOMY YHCJIi TMIATOTOBYMX) BUIIUX HaBYAJBHUX 3akjamiB. [lizcraBoro mis
TAaKUX 3aIUCIB € HAKa3W HABYAIBHOTO 3aKJIa]ly (HAYKOBOI YCTAHOBH) PO
3apaxyBaHHs Ha HaBYAHHS Ta MPO BipaxyBaHHs 3 YKCIA CTYICHTIB,
VUYHIB, aclipaHTIB, KIIHIYHUX OPJIHHATOPIB.

Ilepiox pobGoTuM 3a3HaYEHHWX CTYACHTIB, YYHIB, acCIlipaHTIB Ta
KJIIHIYHUX OPIMHATOPIB Y CTYICHTCHKHUX Tabopax, MPH MPOXOKEHHI BH-
pOOHUYOI MPAKTUKH 1 TP BUKOHAHHI HAYKOBO-IOCITITHOI TOCIIAOTOBIp-
HOI TEMATHKH IiATBEPKYETHCS BIAMOBITHOIO JOBIIKOIO 13 3a3HAUCHHSIM
CITeliaabHOCTI, KBaidikalrii, mocaam Ta yacy podotu. Ha mimcraBi nux
JTIOBIJOK HaBYaJIbHI 3aKJ1a/ i (HAYKOBI yCTAaHOBH) 3a0€3MEUYIOTh 3aHECCH-
HS 0 TPYAOBUX KHIDKOK CTYJICHTIB, YUHIB, acIlipaHTIB Ta KIIIHIYHUX O-
JIWHATOPIB BiZOMOCTEH PO pOOOTY 3TIMHO 3 OAepKaHUMH JaHUMU. [lo-
BiTKM 30€piraroThCsl B 0OCOOOBUX CIIpaBax 3a3HauYCHHUX OCI0 K TOKYMECHTH
CYyBOPOI 3BITHOCTI.

JL1st CTYIeHTIB, YUYHIB, aCIipaHTIB Ta KIIIHIYHUX OpIUHATOPIB, AKI pa-
Hillle HE MPAIIOBAJIA Ta y 3B’SI3Ky 3 [IMM HE MaJIM TPYAOBUX KHHKOK,
BIIOMOCTI TIpO pOOOTY y CTYICHTCHKUX TabOpax, Ha BUPOOHUUIN ITpaK-
THIIi, & TAKOX PO BUKOHAHHS HAYKOBO-IOCIIHOT TOCIAOTOBIPHOT Te-
MaTHKHU Ha MiICTaBl JOBIJOK BHOCITHCS HA MITIIPUEMCTBI, I¢ BOHU OY-
JyTh TPAIOBATH.

Jlo TpyA0BUX KHIDKOK 32 MICIIEeM POOOTH BHOCATHCS OKPEMUM DPSIIKOM
3 MOCHJIAHHSM Ha JIaTy, HOMEp 1 HAMEHYBaHHS BIIMOBITHUX TOKYMEHTIB
Taxi 3aIM1CH:

a) PO Yac CIIyk0u y 30pOiHMNX crTaX YKpaiHU Ta IHITUX BIChKaX, ¢
Ha THX, XTO IIPOXOJIUTH CIYKOY, HE MOIIMPIOETHCS 3aKOHOIABCTBO PO
Mpallio 1 Iep)KaBHE collialbHe CTpaXyBaHHs. [3 3a3HAUCHHSIM JTATH TTPH30-
BY (3apaxyBaHHs) 1 1aTH 3BIILHEHHS 31 CITYKOU;

0) mpo yac HaBYaHHS y Tpo(deciHHIX HaBYaIbHO-BUXOBHUX 3aKJIagax,
y HaBYAJIbHO-KYPCOBUX KOMOiIHATaX (IIEHTpaX, MyHKTaX TOIIO);

B) IIPO Yac HABYAHHS Y BUIIUX HABYAIHHHUX 3aKJaJaxX (BKIIOYAIOYH i
pobOTy y CTYACHTCHKUX Tabopax, BUPOOHUYY MPAKTUKY T4 BUKOHAHHS
HAyKOBO-JIOCIITHOT TOCITOTOBIPHOT TEMATHKH) Ta TIPO Yac repedyBaHHs B
acIipaHTypi Ta KIHIYHIA OpIUHATYP1, KpIM BUIIAIKIB, 3a3HAUCHUX paHiIIIe;

T') PO POOOTY 5K WICHIB KOJITOCITY Y TOMY pa3i, KOJIU YNHHUM 3aKOHO-
JIABCTBOM Tiepe/ibaueHe 3apaxyBaHHsI i€l poOOTH 70 3araJIbHOTO TPY/IO-
BOTO CTaXy MpalliBHUKIB;
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T) PO Yac JOTJISAyY 3a iHBajimoM I rpynmu abo TUTHHOO-IHBAJIIOM
BikOM 110 16 pOKiB, a TAKOX 3a ITEHCIOHEPOM, SIKUI 32 BHCHOBKOM MEIHY-
HOTO 3aKJaay MoTpedye MOCTIHHOTO CTOPOHHBOTO AOTIIAAY (1. € CT. 56
3akony Ykpaiau “Ilpo TeHciiiHe 3a0e3MeueHHs ), Y TOMY YHCITi 3a TIPH-
crapimmM, kUit gocsr 8§0-piyHOTro BIKY (3TiHO 3 MEIUYHUM BUCHOBKOM);

1) 6e3p0o0ITHUM 0coOaM IIPo Mepio] OepKaHHS JOITOMOTH IT0 6e3po-
OITTIO 3aHOCUTBCS Y TPYJOBY KHIDKKY OPraHOM JIepXKaBHOT CITy»KOU 3aii-
HATOCTI HaceneHHs. [lepebayueHi UM MyHKTOM 3aITUCH BHOCSITBCS 10
TPYIOBOI KHMXKKH JI0 3aHECEHHs BIJIOMOCTEH MpO POOOTY Ha IbOMY
T IITPHEMCTBI.

TIpu BiTHOBJIEHHI B YCTAHOBJICHOMY MOPSIKY O€3MepepBHOTO CTAXKY
JUTSl BA3HAUYCHHSI TOTIOMOTH 3 JIEPXKABHOTO COIAIBHOTO CTPaXyBaHHs 10
TPYIOBOI KHIDKKH IIpaIliBHUKA 3a OCTaHHIM MiclieM poooTu y rpady 3
po3airy “BigoMocTi mpo poOOTy” BHOCUTHCS 3amuc: “be3nepepBHU Tpy-
JIOBUI CTaXX BITHOBJICHUH i3 TAKOT'O-TO YMCHIA, MIcCAIs, poKy”, y rpadi 4
pOOUTHCS MOCHITAHHS HA ITOCTAHOBY IMPE3HIil BIAMTOBIIHOI paau mpod-
criytok abo mpe3uAii LK BigmoBimHOI ramy3eBoi mpodCImiIKy.

[TpaniBEUKAM, IKi 3alHATI HA CE30HHUX POOOTaX y THUX Tally3sX Ha-
POJHOTO TOCIOJAPCTBA, JI&¢ YMHHUM 3aKOHOIABCTBOM JOTYCKAETHCS
ITICYMOBYBAHHS ITEPIOIB CE30HHOT pOOOTH Ta 30epeKeHHS Oe3epepBHO-
r'0 TPYJOBOTO CTAXy MPH MOBEPHEHHI B yCTAHOBJICHUI CTPOK HA CE30HHY
poOOTY MiCIIst Mi>KCE30HHOI IepepBH, Yy Tpadi 3 3a3HAUCHOTO PO3IIITY TPY-
JIOBOI KHIDKKH poOUTHCA 3ammc: “besnmepepBHuil crax pobdotu 30epi-
raeTbes’”.

Jlo TpyIOBUX KHIDKOK MPaIliBHUKIB y po3ain “BimomocTi mpo Haro-
POJIKEHHS” BHOCSITHCS BIIIOMOCTI PO HATOPOJHKEHHS JICPKABHUMH HATO-
pomamu YKpaiHu Ta Bii3HaKaMU YKpaiHu; y po3air “BimomocTi mpo 3a0-
XOYCHHS BHOCSATHCS BITOMOCTI ITPO 3a0X0UYCHHS 3a YCITIXHU Y Mpalli.

J1o TpYZAOBUX KHUXKOK HE 3aHOCSIThCS MpeMii, mepedadeHi CUCTEMOO
3apoO0ITHOT MJIATH a00 BUIIATA SIKUX MA€ PETYJISIPHUNA XapaKTep.

ITopsiiok BHeCEHHS BiZIOMOCTeii PO HATOPO/IH i 320X0UeHHS TAKHI:

y rpadi 3 BiAMOBIAHOTO PO3/iy TPYAOBOi KHMKKH MUIIETHCSA Y BHT-
JISIA1 3aroJIOBKA HaliMEHYBaHHS IMANPUEMCTBA, HIDKYE y Tpadi 1 3a3Ha-
YaETHCS MOPSIIKOBUI HOMEp 3amucy (HyMepallis 3pOoCcTa€e MPOTATOM YChO-
r0 Tepioay TPYAOBOI MisUTBHOCTI MpalliBHUKA); y Tpadi 2 CTaBUTHCS JaTa
HAroOPOJDKEHHS 00 3a0X0UYeHHS; y Tpadi 3 3aMUCyeThCsI, KUM HArOPOIKe-
HUI a00 320XOUYCHUH MPAIIBHUK, 32 SIKi JOCATHEHHS 1 SKOIO HaropoI0i0
a00 3a0X04cHHSM; y Tpadi 4 3a3HAYAETHCS, HA IIICTaBl YOTO BHECCHUH
3anuc (i3 MOCHIIAaHHSIM Ha ATy, HOMEp 1 HaitMeHyBaHHS JOKYMEHTA).
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2.3.3. OcdopmMmneHHsA BKnaguwa
00 TPYAOBOI KHUXKM

V Tomy pasi KOJIM Y TPYIOBIH KHIKIII 3aIIOBHEHI BCl CTOPIHKH BiJIIIO-
BIJIHUX PO3JIUIIB, BOHA JIOTIOBHIOETHCS BKIIAUIIIEM.

BxJiaiuiin BIIMBAEThCS Y TPY/IOBY KHUXKKY, 3AITIOBHIOETHCS 1 BECThCS
BIIACHUKOM 200 YIIOBHOBR)XEHUM OPraHOM 3a MiclieM POOOTH MpalliBHH-
Ka y TAKOMY XK MOPSIKY, 1110 i Tpya1oBa KHIKKA. Britaaumn 6e3 TpyaoBoi
KHIDKKA HEIIACHAH.

[Tpo KOXHUI BUIAHUI BKJIAIUII HA MEPIIiH CTOPIHUI (TUTYIHBHOMY
aPKYIIi) TPYIOBOI KHIDKKH 3BEPXY CTABUTHCS MITAMIT po3MipoM 10 X 25 mm
3 HanucoM “‘BumaHuil BKaguin™” i TYT jKe 3a3HAYAIOTHCS cepis 1 HoMep
Bxiraguma. [1pu KokHIN HACTYITHIN HOTO BHIa4l MAa€ CTABUTHCH 1HITHI
LITaMII 1 3a3HAYATUCS Cepist i HOMEp BKJIAAMIIA.

3a HeOOXiAHOCTI AOTIOBHEHHSI TPYAOBOI KHIDKKH BKIIAUIIEM BUAAETh-
¢l BKJIQJUIII HOBOTO 3pa3Ka HEe3aJIeKHO BiJl TOTO, AKY TPYJIOBY KHIXKY
Ma€ MpalliBHUK (HOBOTO YM 3pa3KiB, BcTaHOBIeHUX 1938 1 1974 pp.).

BxJiaiuinn BUITHCYETHCS 32 3asIBOYO MPALliBHUKA 1 32 MOT'0 BIIACHUH pa-
XYHOK.

[TpaniBHUK BiIiTy KaapiB IICIIS OILIATH MIPAIliBHUKOM BapTOCTI BKIIa-
JIUIIA OTPUMYE B OyXrantepii YMCTUH OaHK BKIAIHUINA, PO3IHCABILUCH Y
KHU31 001Ky OJIaHKIB TPYJOBUX KHMKOK 1 BKJIQJHIIIB 10 HUX.

[Ticnst 3amOBHEHHS 1 BIIMBAHHS Y TPYJIOBY KHWKKY JIaHI ITPO BKJIA TUII
3aHOCATHCS Y KHUTY OOJIIKY PYXy TPYAOBHX KHMKOK 1 BKJIQIMIIIB 10 HUX
BIZIITOBITHO 10 Tpad 1€l KHUTH 1 BIACHUK CTaBUTH CBIM ITIIITHC, TTOCBIIUY-
FOUM TUM CaMHM, IO BKJIAIHII IPUHHATHHA y BIIIUT KaapiB Ha 30epiraHHs.

2.3.4. OdopmneHHs i Bupava gybnikara
TPYAOBOI KHWXKWN

Oco0a, sika 3aryomiia TpyI0BY KHIDKKY (BKJIaUII 10 Hel), 3000B’s13aHa
HEeTraliHO 3aSBUTH IIPO 1€ BIIACHUKY 200 YITOBHOBAXKEHOMY HUM OpraHy 3a
MicIleM OCTaHHbO1 poboTu. He mizHime 15 mHiB micis 3asiBU, a B pa3i yck-
JIQJIHEHHS B 1HIII CTPOKH, BIIACHUK a00 YIIOBHOBaKCHUH HUM OpraH BUA€E
MPALiBHUKY HOBY TPYI0BY KHIDKKY 200 BKIIAIHII 10 Hei (HOBHX 3pa3KiB) 3
HamucoM “Jly0mikaT” B IpaBOMY BEpXHBOMY KYTI IIEPIIIOi CTOPIHKH.

Jy6aikaT TpymIoBOi KHUXKKHK a00 BKJIAJIUII IO Hel 3a1TOBHIOETHCS 3a
3arajJbHUMH IpaBmwiIaMHu. Y po3aimm “Bimomocti mpo poboty”, “Bimo-
MOCTI PO HArOpOKeHHs” 1 “BigoMocTi mpo 3a0X0ueHHs” MpPHU 3aMOB-
HEHHI 1y0JIiKaTa BHOCATHCS 3alUCU PO POOOTY, a TAKOXK PO HATOPO-
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JDKEHHS 1 320X0UYEHHS 3a MICIIEeM OCTaHHBOI poOOTH Ha IMiJCTaBi paHiIie
BHUJIAHUX HaKa3iB (PO3MOPSIIKEHBD).

SIK1o mpaniBHUK 40 BIAIITYBAHHS Ha 1€ MiANPHUEMCTBO BXKe Mpalio-
BaB, TO MPU 3aNIOBHEHHI AyOiKaTa TPyI0BOi KHWKKHU y rpady 3 po3miny
“BigomocTi mpo poOOTy” crno4aTKy BHOCUTBCS 3aIHC MPO 3arajlbHUMA
CTa)x HOro poOOTH /10 BIAINTYBAHHS HA 11 TIAMPUEMCTBO, SIKUH MiTBEP-
JUKYETHCS JIOKYMEHTAMHU.

3arajgpHui CTaX poOOTH 3aNUCYETHCS CyMapHO, TOOTO 3a3HAYAETHCS
3arajbHa KiIbKICTh POKIB, MICSIIIB, JHIB pOOOTH 0€3 YTOUHEHHS, Ha KO-
My MHIIMPUEMCTBI, B SIKMI1 Yac 1 Ha SIKMX 0Ca ax MpalfoBaB y MUHYJIOMY
BIIACHUK TPYIOBOI KHIDKKH. [licis bOro 3aralibHUN CTaX, IiATBEPIKeE-
HUH Halle)KHO 0(hOPMIICHUMHU JTOKYMEHTAMHU, 3aIHCY€E€ThCS 32 OKPEMUMU
nepiogamMu poOOTH B TAKOMY MOPAIAKY: y Tpadi 2 3a3HAYAEThCA aTa
MPUUAHSTTS Ha poOOTY; y rpadi 3 — HallMEeHyBaHHS MiAIPUEMCTBA, /1€
MpaloBaja JIOAMHA, a TAKOX 1eX (Biaain) i mocaaa (pobota), Ha AKy ii
OyJ10 MPUIHSTO.

3anuc y ay06imikaTi TpYA0BOI KHMXKKHU BIIOMOCTeH Mpo pobdoTy 3a cy-
MICHULITBOM Ta 34 CYMIIIEHHsSIM Ipodeciii mMpoBaauThCs 3a OakaHHSAM
MpaliBHUKA.

SIK1I0 3 MOTaHUX JOKYMEHTIB BUAHO, IO MIPAI[IBHUK MEPEBOANBCS Ha
IHIIY MOCTIHY pOOOTY HA TOMY X MiAIPUEMCTBI, TO PO IIe POOUTHCS
BIAMOBIAHUIN 3aIIHC.

[Ticns uporo y rpadi 2 3anmcyeThes AaTa 3BUIbHEHHS, 4 Y Tpadi 3 — mnpu-
YHMHA 3BUTbHEHHS, SIKIIO B IIOAHOMY MPALliBHUKOM TOKYMEHTI € TaKi JaHi.

SIKIIO TOKYMEHTH HE MICTATh 3a3HaUCHHUX BUIIE JaHHUX PO poOOTY B
MUHYJIOMY, J10 JyOJiKaTa TPYAOBOI KHIYKKUA BHOCSITHCS JIMIIE Ti 1aHi, 110
€ Yy TOKYMEHTaXx.

VY rpadi 4 3a3Ha4aI0THCS HAUMEHYBaHHS, 1aTa BUJA4l Ta HOMEP JIOKY-
MEHTa, Ha MiJCTaBl SKOTO MPOBEACHO BIAMOBIAHI 3aMKUCH B AyOIiKaTi.
JloKyMeHTH, L0 MiATBEPIKYIOTh CTaXK pOOOTH, TOBEPTAIOTHCS iX BIIACHU-
Ky. BracHuk a0o ynmoBHOBa)XEHUI HUM OpraH 3000B’s3aHUN CHPUITH
MPALiBHUKOBI B OJePKAHHI TOKYMEHTIB, SIKi MATBEPKYIOTh CTaX HOTO
po6oTH, 1110 NIEepelyBaB BIIAIITYBAHHIO Ha 1€ MIIITPUEMCTBO.

S0 TpyaoBa KHUXKKA 1 BKJIAJIUII JIO HEl CTajIu HenmpuaaTHUMu (00-
ropinaa, po3ipBaHa, 3a0py/HeHa TOIIO), BIACHUK a00 YIOBHOBAXCHUI
HUM OPraH 3a OCTaHHIM MICIIeM pOOOTH BUAA€E IPALIBHUKY TyOIiKaT TPY-
JTOBO1 KHIKKH (BKJTaHII JTO Hel).

[Tpu nupoMy Ha HepIiid CTOPIHLI TPYAOBOI KHUXKKH, 11O CTAJIa HENIPH-
JIaTHOIO0, pOOUTHCS Hamuc: “3aMIiCTh BUJIAHO AyOiKaT’, a KHUXKKA I0-
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BepTa€eThes ii BIacHUKY. I1pu BramTyBaHHI Ha HOBE MicIle poOOTH Tpa-
IIBHUK 30008’ I3aHUH MIpea SBUTH TyOITIKAT TPYIOBOT KHUKKH.

2.3.5. OO6nik Ta 36epiraHHsA TPyAOBUX KHUXKOK

Ha nmignmpuemcTBi BeieThes Taka JOKYMEHTALS 010 OOIIKY OJTaHKIB
TPYJOBUX KHUXKOK 1 3aITOBHEHUX TPYIOBUX KHIKOK:

a) KHUTa 00JIIKY OJIaHKIB TPYTOBUX KHIDKOK 1 BKITaIUIIIB 10 HHX, 3aT-
Bep/DkeHa Haka3oM Mincraty Ykpainu Big 27. 10. 95 Ne 277 no Tunosiit
dhopmi Ne I1-9.

Tumnosa ¢hopma Ne I1-9

Jlata IMincrasa Hajxo sk enns Burpaueni
Bix xoro (HaliMeHy-
oTpuMano | Bamms noxy- Kinpxkicts Kinpxicth
u- | Mi- 6o komy MCHTa,  |rpynosux | Bkma- TpyaoBuX [  BKIa-
ero feaus | Pix | ginnymeno [ momep anwox | gnmis | OV | wnokox | ammis Cyma

i nara) (cepisi | (cepisni (cepis (cepis i

HOMED) HOMED) i Homep) | HOMep)

0) KHHUTa OOJIIKY PYXy TPYIOBUX KHIKOK 1 BKJIQIUIINIB JO HUX 3aTBEP-
JDKeHa Haka3oM MiHcraty Ykpainu Bim 27.10.95 Ne 277 mo turosiit popwmi
Ne I1-10.

Jo xHuru oO0Jiiky OJIaHKIB TPYAOBHUX KHUXOK 1 BKJIQJUIIIB JIO0 HUX
BHOCSITBCSI BC1 OTIepallii, TOB’s13aHi 3 OJIEPXKaHHSAM 1 BUTpayaHHSIM OJTaHKIB
TPYAOBHUX KHIDKOK 1 BKJIQJUIIIB JO HUX 13 3a3HAUECHHSM cepii Ta HOMepa
KOXHOTo Oyianka. KHura BeieThes OyXraiTepiero miImprueMCTBA.

Knura o0iky pyxy TPYAOBHX KHHKOK 1 BKIIAIUIIIB 10 HUX BEAETHCS
BITITOM KaJIpiB 200 1HIIUM ITAPO3AIIOM HiAIIPHEMCTBA, IKUN 3TIHCHIOE
o(hOpMIICHHS, MPUAHSTTS Ta 3BUTbHCHHS ITPAIliBHUKIB. Y IIilf KHU31 PEECT-
PYIOTBCS BCl TPYJIOBI KHUKKHU, MPUHHATI BiI IPAI[iBHUKIB MTPU BIIAIITY-
BaHHI Ha poOOTY, & TAKOXK TPYAOBI KHUKKH 1 BKJIAIMIII 10 HUX 13 3aIIH-
COM cepii, HoMepa, BUAaHI IIpalliBHUKaM 3HOBY.

V pa3si oepxaHHS TPYAOBOI KHIDKKHU Y 3B’SI3KY 13 3BUTBHEHHSIM IIpa-
LIBHUK PO3MHUCYETHCS B 0COOOBIN KapTIli Ta B KHU31 OOJIKY.

Kuura o06:1iky 0J1aHKIB TPYAOBUX KHUXKOK 1 BKJIQIUIIIIB IO HUX 1 KHU-
ra o0JIiKy pyXy TPYAOBHX KHIDKOK 1 BKJIQIUIIIB 0 HUX MAIOTh OYTH ITPO-
HyMEpOBaHi, IPOITHYPOBaHI Ta CKPIIICHI MiAMNCOM KepiBHUKA ITiIITPH-
€MCTBA 1 IEYATKOIO.
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6¢l

Tumnoa ¢popma Ne I1-10

Kuura o0J1iky pyXy TpyAOBHX KHHKOK i BKJIAMILIB /10 HUX

Jlata npuiiomy a6o Iocana, Cyma,
! . . Po3mucka . .
3arOBHEHHS [pizBume, npodecist Jlara i 1 = .| Cepisi | orpumana Jara i
N . . Bi/IMOB1 17T HOT ] Po3mucka
TPYHOBOI M s Mparli BHUKA, HOMEp HOMEp pu i craBa .
. - ocoou, sika .. . R Tpari BHUKA
KHIDKKH 90 Ta 1o sikuit 31aB | HadimeHyBanHs | TOKyMeHTa, N 6 TPYZOBOi | BHIHCLH BHA41
. ; . witMaia abo .. . B
BKJIauma 70 Hei | 0arbkoBi | abo Ha SIKOro | CIpyKTYpHOro | Ha mijcraBi = KHIDKKH | TPYZOBOI | MpailiBHUKY .
A : 3aroBHIOBaIA .~ | orpumanHi
BJIaCHHMKA | 3aroBHEHa I IPO3 LTy SIKOTO qn KHIDKKH | TpyIOBOi .
.. Ny TPYAOBY TPYyI0BOI
TPy I0BOi TpynoBa MPUAHSITO BKJIAIHINA qu KHIDKKH TIPH
i i ' KHIDKK . . . KHIDKKH
uenofMicaus| PiK [ oo | ke au npariBHAKA Y no Hei  |Bxammma | 3BineHenHi
Y{ BKJIAIHII .
BKJIQTHIIT 10 Hel
2 3 4 5 6 7 8 9 10 11 12 13




bnaHkM TpyIOBUX KHIDKOK 1 BKJIAIUIIIB O HUX 30epiraroThcs B OyX-
ranurepii mManpUEMCTBA K TOKYMEHTH CyBOPOI 3BITHOCTI 1 BUTAIOTHCS 3a
3as/BKOIO V MA3BIT 0cO01, BIAMOBIMAIBHIN 32 BEACHHS TPYIOBUX KHIKOK.

ITo 3akiHYeHHI KOXHOI'O MicsIg ocoba, siKka BIAIOBIA€ 3a BEICHHS
TPYIOBUX KHUXKOK, ITOJ1a€ OyXranrtepii 3BIiT PO HASBHICTH OJIAHKIB TPY-
JTOBUX KHIDKOK 1 BKJIQJIMIINB IO HUX Ta IIPO CYMHU, OJCpKaHi 3a 3aIIOBHEHI
TPYIOBI KHIKKH 1 BKIIQIMIII /IO HUX 3 JOJaHHSM MPUOYTKOBOTO OpJepa
Kacu mianprueMcTBa. Ha 3irmcoBaHi 1mij] yac 3a1I0BHEHHS OJTAaHKHU TPYIOBHX
KHIDKOK 1 BKJIQJIMIIIB JTO HUX CKJIAIAETHCS aKT 32 GOPMOIO, 3aTBEPIIKE-
HOO Haka3oM MiHctaty Ykpainu Big 27.10.95 Ne 277.

dopma aKTa 10/1a€ThCS.

V Bunakax Koiau oicaMu CTatoTh OCOOMCTI TOMEIIKAHHS BIIACHUKIB,
TPYAOBI KHUKKH ITOTPIOHO 30epiraTH B HEIOCTYITHOMY IS PiIIHUX, TiTEH
Ta 3710/iiB Micmi. BimImoBigaIbpHICTh 3a CBOEYACHE I TPaBUJIbHE 3aITOBHCH-
HS TPYAOBUX KHIXKOK, 3a iX 00K, 30epiranHs i BUIaYy Hece KePIBHUK
MIAMPUEMCTBA 200 CIIeIiabHO YITOBHOBAXEHA 0c00a, MpU3HAYCHA HAKA-
30M KCpIBHHKA.

KHurn Ta BKjIaIuIm 10 HUX 30epirarorbes y ceidi, TOCTYIT 10 TKOTO
Mae IpaBo TUIBKHU BIMOBITAIbHA 0CO0a.

30epiraTv KHUXKKH 3 IHITUMH JOKYMEHTAMH 1 MaTepiaTbHUMH IIIHHOC-
TSIMU HE MOKHA. Y TIPUMIIIICHHI, JIe 30epiratoThCs TPYA0BI KHIKKHU, 3HA-
XOIATHCS TUTHKH MPAIiBHUKH KaJIPOBOI CITYKOH.

2.3.6. 3anoBHeHHS Ta BUAaya TpyaoBOI KHUMXKU
y pas3i 3BifIbHEHHA

3anvcu Mpo MPUIUHHU 3BUTLHEHHS Yy TPYIOBIN KHIDKIT ITOBUHHI ITPOBa-
JIUTHUCH Y TOYHIN BIITOBIAHOCTI 10 (DOPMYITFOBaHHS YUHHOTO 3aKOHOIAB-
CTBa 3 MOCHJIAHHSIM Ha BIJNOBIIHY CTATTIO, MyHKT 3aKOoHYy. Hanpukma:
“3BIIBHCHUN y 3B’SI3KY 3 IPOTYJIOM O€3 MOBaXHUX IMPUYHUH, II. 4 cT. 40
K3nlIT Ykpaiaun™.

IIpu posipBaHHI TPYAOBOTO JOTOBOPY 3 IHIIIATHBU IpalliBHUKA 3
MPUYHH, 3 SKUMH 3aKOHOJIABCTBO OB SI3y€ HAJIAHHS TIEBHUX MUIBT 1 TIepe-
BaT, 3aIKC PO 3BUTLHEHHS] BHOCUTBCS /10 TPYIOBOT KHIKKH 13 3a3HaUCH-
HAM IHMX MpUIruH. Hampukiam: “3BUTbHEHUN 3a BIIACHUM OakaHHSIM Y
3B’SI3KY 3 3apaxyBaHHSIM J0 BHIIOI0 HaBYAJbHOTO 3aKjiasny, cT. 38 K3mlIl
Vkpainn™.

3amuc mpo 3BUTBHEHHS Y TPYIOBI KHMXKIII TpaIliBHUKA MIPOBATUTh-
cs 3 JOJCPKAHHSIM TaKUX MpaBHI: y rpadi 1 cTaBUThCsS MOPSAKOBUN
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Tumnosa ¢popma Ne I1-11

AKT
Ha CITHCAHHST OJTaHKi B TPY/IOBHX KHIDKOK a00 BKITAIUIIIB IO HAX
" " Z(X)_p' MCIO

(3a3HAYMTH IIOCATTY, TPI3BHILLE, 1M'51 Ta 110 OATHKOBI )
CKITaJIEHO TIel aKT BTOMY, I 3a1iepion 3" "
" W 200 p.

200 p.mo

(3aBHAYMTH JOKIATHO TIPHUHHY 3iTICYBAHHS)

umyK

(JriTepanm)
OIaHKI B TPY/IOBHX KHIDKOK (200 BKIAIUIIIB /10 HIIX)

(neperiuuTH Cepito i HoMep KOKHOTO OJIaHKA TPYI0BOT KHIDKKA

200 BITTA/IVIIRA 10 Hel)
MOBI (ax),smd " " 200 p.
(Ha3Ba MOBH)
3HHILEH [IUTSIXOM CHIATICHHSL.
AKT CKITa/IEHHIA Ha CIIMCAHHS 31TICOBAHMX OJIAHKI B
TPY/IOBHX KHIDKOK (200 BK/IAMILIB 10 HKIX) 3 ITiI3BITY
(TIOBHE HalMeHYBAHHS

T IIPHUEMCTBA, YCTAHORH 200 OpraHi3artii)
T prmacy:
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HOMeD 3amucy; y rpadi 3 BKa3yeTbcs MpUUYMHA 3BiITRHEHHS; y rpadi 4 3a-
3HAYA€ThCs, Ha MIJICTaBl YOTO BHECEHO 3aITUC — HaKa3 (PO3MOPSAIKEHHS),
oro gara i Homep.

JIHeM 3BiTbHEHHS BBAXKAETHCS OCTAHHIN JIEHh POOOTH.

Hanpuknan, Tpy1oBHi JOTOBIp 3 MPALliBHUKOM MPHUITUHSIETHCS Y 3B’513-
Ky 13 CKOpPOUYEHHSM IITaTy MpaliBHUKIB 10 x)oBTHSA 1993 p., skuii € oc-
TaHHIM JTHEM HOoTo poOOTH Ha IBOMY IIAIPUEMCTBI. Y TPYIOBIH KHUXKII
MpariBHUKa Mae OyTH 3po0JIeHwMI 3amuc: y rpadi 1 po3airy “Bigomocti mpo
poboTy” CcTaBUTBCS TOPSIKOBUH HOMep 3amucy, y Trpadi2 — mgata
3BimbHEeHHS (10.10.93), y rpadi 3 BkasyeTbes: “3BUTbHEHUH 32 CKOPOUCHHSIM
mratiB, 1. 1 ct. 40 K3nll Ykpainn™, y rpadi 4 3a3Ha4ar0ThCs JaTa i HOMEp
Haka3zy (po3MOpSIHKEHHS) TTPO 3BUThHEHHS.

V pasi nepeBeIcHHS 3 OJTHOTO MiIPUEMCTBA Ha HIIIE 32 MOTOKECHHIM
MIXX KepIBHUKAMHU IMIMPUEMCTB y Tpadi 3 3a1mMcyeThesl MOCHIIAaHHS Ha IT0-
TO/UKCHHS: “3BITBHEHUH y 3B’S13KY 3 IIEPEBEACHHSAM Ha poOOTY B TaKe-TO
M IITPUEMCTBO, 1. 5 ¢T. 36 K3nll Ykpainn™.

V pasi nmepexoay Ha BHOOpPHY Tocany y rpadi 3 poOUThCS 3aITuc:
“3BUTPHCHUN Y 3B’S13Ky 3 OOpaHHSIM Ha BHOOPHY IMOCaay B TaKy-TO opra-
Hizamito, 1. 5 c¢t. 36 K3nll Ykpainu™.

V pa3si po3ipBaHHS TPYIOBOTO JOTOBOPY 3 IHIIAaTHBU BJIaCHUKa abo
YIIOBHOBa)XCHOTO HUM OPTaHy Y 3B’S3KY 13 3MIMCHCHHSM 3aXOJIiB IIIOJIO
BJIOCKOHAJICHHS OpraHi3allil yIpaBIiHHS IIPOMHCIOBICTIO Ta IHITUMH TalTy-
3sIMH HAPOJTHOTO TOCMOIAPCTBA, KPIM MiJICTaB, MepeadaueHUX YNHHUM 3a-
KOHOIABCTBOM, POOHMTHCS MMOCHIIAHHS Ha BIIIMOBITHE PIlICHHS ypsay YK-
paian. Hampukmnan, y rpadi 3 3anmucyeTbes: “3BUTBHEHUI 3a CKOPOYCHHSIM
mTaTiB (YUCETbHOCTI) MpaliBHUKIB, 1.1 cT. 40 K3nll Ykpainn” i gami B
JTy’)KKaX 3a3HavaeThes BIIMOBIAHA ITocTaHoBa KabineTy MiHicTpiB YKpaiHu.

ITpu mpu3HaYeHHI ITEHCIT 3a BIKOM, ITEHCIi 32 BUCIYTY POKIB Y TPYIOBIH
KHIDKII Y po3aii “BigoMocTi mpo mpu3HadYeHHs MTeHCii” opraHaMu co-
IIaJTLHOTO 3aXUCTY HACCIICHHS CTaBUTHCS ITaMi “TIeHCifo Mpu3HaYeHOo ™.
V TpynoBUX KHHUXKKaAX 3pa3ka 1938 p. 3a3HaueHMil MITaMIT CTAaBUTHCS Ha
TepIIiid CTOPIHIII.

3BUTHHSIOUN IPAIiBHUKA, BCl 3aMTMCH PO pOoOOTY 1 HATOPOIU, BHECEHI
IO TPYIOBOI KHIDKKHU 3a Yac poOOTH Ha IIbOMY ITiMMPUEMCTBI, 3aCBiIUY-
FOTh MAMMCOM KEPiBHUKA MAIMPUEMCTBA a00 CIeIiaIbHO YITOBHOBAKEHOI
HHM O0COOM Ta IeYaTKOO MIAMPUEMCTBA a00 BIIILTY KaIpiB.

ITpu mpoMy mIs ociO mpalie31aTHOTO BiKy HEOOXiTHO BKa3aTH dac,
TPUBAIIICTH Ta MICIE IMIBUINICHHS KBaT(iKallii, IKe MPONIIOB MpaIliBHUK
3a OCTaHHI JIBa POKH Tepejl 3BUTBHEHHSIM.
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V pa3i 3BITbHEHHS 0Ci0, SKi MpaIfoBalid B CEITHCbKOMY ((hepMepchKo-
MY) FOCIIOAAPCTBI 38 TPYIOBUM JOTOBOPOM, a00 IIPUITUHEHHS YWICHCTBA B
CeNSTHCEKOMY ((hepMepChKOMY) TOCIIOIaPCTBI IMICIIS BIAMOBITHUX 3aITHCIB
y TPYIOBUX KHIKKAX, 3pOOJIEHIX TOJIOBOIO CETISTHCHKOTO ((hepMepChKOro)
roCIoAapcTBa, TPYIOBUN CTAX Y I[bOMY TOCIOIAPCTBI MIATBEPKY€EThCS
ITIIMTICOM KEPiBHMKA, 3aCTYITHUKA, 1HIIIOI YITOBHOBAXXEHOI HA 11 0COOU Ta
3aBIPSETHCS IEUATKOKO MICIIEBOI'O OPraHy Jep»KaBHOI BUKOHABYOI BJIAJIH.

TpynoBa KHMXKKA 3alMOBHIOETBCS OJHOYACHO YKPAiHCBKOK Ta PO-
cificbkoro MoBamMU. OOHIBA TEKCTH 3aCBITIYIOTHCS OKPEMO.

BriacHuk ab0 yrOBHOBa)XEHUI HUM OpraH 3000B’sI3aHUN BUIATH TTpa-
LIBHUKY TPYIOBY KHIKKY B JICHb 3BIJIbHEHHSI 3 BHECEHUM J10 HEl 3aITHCOM
po 3BUTbHEHHSI. [1py 3aTpuMIN BUIadi TPYI0BOI KHUXKKH 3 BUHU BIIACHH-
ka abo YMOBHOBaXXEHOTO HUM OpPraHy NMpalliBHUKOBI CILIAYYETHCS Ce-
pemHiii 3apo0iTOK 3a BECh YaC BUMYIIICHOTO MPOTYITY.

JIHeM 3BiJIbHEHHS B TAKOMY pa3i BBAXAEThCS JIeHb BUJIaUi TPYIOBOI
KHIOKKY. [1po HOBMIl ieHb 3BUTBHEHHS BUAETHCS HAKa3 1 BHOCUTHCS 3a-
ITUC 710 TPYAOBOI KHUKKH MpalliBHUKa. PaHile BHECEHNH 3aIUC PO JIEHb
3BUIBHEHHS BU3HAETHCS HEIIHCHUM.

SIkmio mpamiBHUK OYB BiICYTHIN Ha pOoOOTI ¥ ICHb 3BUILHEHHS, TO BJIac-
HUK 2060 YITOBHOBa)KCHUH HUM OPTaH B Iiei JeHb HaJICUIae HOMY TOLITOBE
MTOBIJJOMJICHHS 13 BKa3iBKOIO IPO HEOOXIMTHICTH OTPUMaHHS TPYIOBOI
KHIKKH. [TepecuiaHHs TPYI0BOI KHIDKKH MOIITOO 3 TOCTABKOKO Ha 3a3HA-
YeHY aJIpecy JIOMYCKAEThCS TUTbKU 33 TTMCbMOBOKO 3T0JI0K0 MPAIliBHUKA.

V pasi cMepTi MpaliBHUKA TPYAOBA KHUXKKA BUTAETHCS HA PYKH HOTO
HaWOIMKIUM pOJIUYaM IiJ] PO3MUCKY a00 HAJICUITAETHCS MOIITO 34 1X
MMHCHhMOBOIO BUMOTOFO.

V TpyaoBiil KHWXKII IToMepiaoro B rpadi 3 posmury “BigoMocTi mpo
poboTy” 3amucyerhes: “Pob0OTy MPUITMHEHO Y 3B’SI3KY 31 CMEpTIO”, Hajl
3aMOBHIOETHCS Tpada 4 — 3a3HAYAFOTHCS JaTa 1 HOMep Haka3y Mmpo BU-
KITFOUCHHSI TOMEPJIOTO 31 CIUCKIB IMITATHOTO PO3IIHCY.

It 3amuc 3aCBIIUYETHCS Y BCTAHOBIICHOMY MOPSIKY.

Ak Oyno 3a3HAYECHO, BJIACHUK a00 YIIOBHOBAXXEHUI HUM OpraH 3000-
B’sI3aHUI BUAATH TPYAOBY KHUXKKY B JICHb 3BUTBHEHHS, & MPAIiBHUK 3000-
B’sS3aHUM PO3MHUCATHUCH Y KHU31 OOIIKY PyXy TPYAOBUX KHIKOK 1 BKJIa-
JHIIB 10 HUX y Tpadi 13 — “Po3mnucka mpaiiiBHIKa B OTPUMaHHI TPYHO-
BOI KHUXKKH .

[TpaniBHUK TaKOX PO3IMUCYETHCS 1 CTABUTH JIATY OTPUMAHHS B OCO-
0o0BIif KapTIi mpariBHUKA (THUIOBa opma Ne I1-2) Ha 3BOpOoTHOMY OOIII B
panky “TpynoBy KHIDKKY OTpUMaB”.
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JlomaTKoBi BITOMOCTI

JlaTta i mpuJuHa 3BiITBHEHHS

(T anmuC BIIaCHUKA TPYIOBOI KHIIKKH)

TpynoBy KHHXKKY OTprMaB “ ” 200_ p.

~N N B W~

(miAmuC BIACHUKA TPYAOBOT KHUKKH)

KoHTpOnbHi NUTaHHA

. BuzHauTe mpusHaUYeHHS TPYIOBOI KHUXKKH.

. Ha sxi xaTeropii mpamiBHHUKIB 3aBOISITHCS TPYAOBI KHIKKHU?

. SIxi BITOMOCTI BiOoOpakatoThCS Y TPYIOBIH KHIDKIT?

. SIx 0OpMITSIIOTHCS Y TPYAOBIM KHIXKITI HATOPOKCHHS 1 3A0X0UCHHS?
. SIxi 3ammMCH MICTUTh AyOIiKaT TPYAOBOI KHIKKHU?

. SIx BemeThCs OOITIK TPYAOBUX KHIKOK?

. SIxi 3amucu poOIAThCSA B TPYAOBIM KHIXKII Y pa3i 3BUTbHEHHS ITpalliB-

Huka?



Po30in 4
OPOPMIJIEHHA | NTOOAHHA OOKYMEHTIB
ana nPU3HAYEHHSA NEHCIA

2.4.1. 3aranbHi NONOXeHHSA

3rigHo 31 cT. 46 KoHctutynii YKpainu rpoMaasHu YKpaiHu MaroTh
MPaBo Ha COIIAIbHUIN 3aXICT, 110 BKIIOYAE TPABO HA 3a0e3MeYeHHS Y CTa-
pocri.

Iencii, 1HII BUAU COLIAIPHUX BUILIAT Ta JOIIOMOTH, IO € OCHOBHUM
JDKEPEJIOM ICHYBaHHSI, MAaIOTh 3a0€3MeYyBaTU PIBEHb KUTTS, HE HIDKUUN
BiJT MPOKUTKOBOTO MIHIMyMY, BCTAHOBIIEHOT'O 3aKOHOM.

3akoH Ykpainu “IIpo 1eHciliHe 3a0e3MeueHHs” TapaHTy€e BCIM Hellpa-
1Ie3/[aTHUM rpoMajisitHaM YKpaiHu mpaBo Ha MaTepiajbHe 3a0e3rmeueHHs
3a paXyHOK CYCHITbHUX (DOH/IIB CIIO’KMBAHHS IIIISIXOM HaJJaHHS TPYIOBUX
1 coLliaIbHUX TEHCIH, a TAKOXK PEryJio€e MOPsIOK MPU3HAUSHHS MEeHCIN
rpomMajsiHaM YKpaiHH.

[Topsiiok nmpu3HaYEeHHSI IEHCIN PETYITIOETHCS M IHIITMMHU CIeIiaIbHUMHI
3aKOHAaMH 1 HOpPMAaTUBHUMH aKTaMU 3aJIEKHO BiJ] KATETOpil rpoMaIsiH.
Hampukitan, 3axon Ykpainu “IIpo cTtaTyc Ta comiabHUN 3aXUCT TpoMa-
JISTH, SIK1 TTOCTpaaaiu BHAC oK YopHOOUIIbChKOI KaTacTpodu” pery-
JIIO€ MPU3HAYEHHS [TEHCId YOPHOOUIIBIISIM.

3TiHO 3 [IFOYUM 3aKOHOAABCTBOM ICHYIOTHh TaKi BUIU JAEpPKABHUX
TICHCI:

* TpPyIOBi (3a BIKOM, 3a BUCIYTY POKIB, ITO IHBAIITHOCTI, Y BHIIAJIKy

BTPATH T'OyBAIIBHUKA);

* CoLiaJbHI.

3rigno 3i cr. 12 3akony Ykpainu “Ilpo meHciifHe 3a0e3neueHHs” mpa-
BO Ha IEHCIIO 32 BIKOM MaIOTh:

* YOJIOBIKHM — MICIISI JOCSATHEHHS 60 pOKIB Ta MalOUM CTaXX pOOOTH HE

MEHIII SIK 25 POKIiB;
* JKIHKH — TIICIISI JOCATHEHHS 55 POKIB 1 Mar4u CTak poOOTH HE
MeHI sk 20 poKiB;

OHUM 13 TUTAHb COIIAITBHOTO KaJIpOBOTO JLIOBOJICTBA, IKUM JOBO-
JIUTHCS 3aiMaTHCs IpalliBHUKAaM KaJIpOBHX CIyXk0, € ohopMIIEHHS T0KY-
MEHTIB ISl TpU3HAUCHHS ITCHCIH.
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OdopMIteHHS TOKYMEHTIB JIJTSI MPU3HAYCHHS IEHCI — cIipaBa HE OJT-
HOTO JIHSI, TOTYBATH iX TpeOa 3aBxkIU 3a3/1aJIeTi/b.

Oco0bBoT0 3HAUCHHS I1¢ HA0yBa€ Y THX BUITaKaX, KOJIU Y ITpalliBHU-
Ka BIJICYTHI Ti a00 1HII TOKYMEHTH, HEOOXITHI JIJTs MPpU3HAYCHHS ITEHCIH,
a iX OTpUMaHHs MOB’sI3aHe 3 IHIIOO JIEPKABOIO (MIpallsi BAXTOBUM METO-
nom y Tromeni). JIo mbOro muTaHHS 3 PO3yMIHHSM ITOBUHHI CTABUTHUCH
MPAIIBHUKY BIIUIUTY KaJIpiB 1 MTOYMHATH ITIATOTOBKY 3a3/1aj1eriab. JJIst IboTo
Y BUIIUT BEIETHCS MEPCIIEK TUBHUH TIaH-CIMCOK (KYpHAIT 00JTIKY O(pOpMIICH-
Hsl TICHCII) Ha 5 pOKIB 3 ITepeTiKOM IPaIiBHUKIB, SIKi B TOTOYHOMY POIIi J0-
CATAFOTh NICHCIMHOTO BIKY.

n/n

IIpizeume, [[Tocana,| [o- | Jlara |(3a Bikom, |Crax

Bun Jaru
TIeHCIT

HaIXx0- 31a4i IMpumiTka
DKEHHS | IOKYy MEHTIB (mata npwu-

iM’a, mo | micue |mamms|HapoJ sucnyry | po-
B Oopramm |3HaueHHs

OarbkoBi |poboTH |aapeca|xenns| poxis, |6oTH HOKyf
MEHTIB | IPU3HAYCH nexcii)

MIBroBa ;
, y BK | ®s mencii
7 1HIm)
1 2 3 4 5 6 7 8 9 10
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ITpu opopmIiIeHHI JOKYMEHTIB IS TPU3HAYCHHS TICHCIH CITiT BpaXOBY-
BATH TaKi MOJIOKEHHS:

BIIACHUK a0O YNMOBHOBAaXXCHUH HHUM OpraH pO3IJsjac 3asBy Ta
odopmIIsie JOKYMEHTH UISl MPU3HAYEHHS TPYAOBOI NMEHCIT TIMTbKH
MpaliBHAKAM (4JIeHaM iX ciMel, y BUITaIKy BTPATH T'OyBaJIbHUKA)
JIAHOT'O TIINPUEMCTBA, YCTAHOBH, OpraHi3allii;

3asBa PO NMPU3HAYEHHSI TPYIOBOI IIEHCIT IHITUM TpOMa/IsTHaM (4J1e-
HaM iX ciMeH, y BUITaIKy BTPATU rOyBaJIbHUKA), COLIabHOI IIeHCIl,
a TAKOX IPO MPU3HAYCHHS TIEHCIH HEMTOBHOIITHIM TIO/TAE€THCS BKa-
3aHUMH 0cOo0aMu (0aTbKaMU Y OMIKyHAMH HEMOBHOJIITHIX abo He-
npale3IaTHIX) 0e3MocepeIHbO B pailoHHMI (MICBKUIA) BT CO-
LiaJTbHOTO 3aXKCTy HACEIICHHS 32 MIiCLIEM NMPOKUBAHHS 3aBHHUKA;
3as1Ba PO MEePEeBEJICHHs 3 OJIHI€T MeHClT Ha 1HIY, PO NepepaxyHoK
IeHcii a00 PO MOHOBIICHHS BUILIATH PaHIIIe TPU3HAYCHOI ITeHCIT
ITOJTAETHCS A0 BiITUTY COIIaIbHOTO 3aXUCTy HACEIICHHS 3a MiCIIeM
MPOXXUBAHHS 3asBHUKA, a MPHU MOTPedi — 3a MiCIieM ITPOXKUBAHHS
Oro 3aKOHHOTO MpeCcTaBHUKA (0aThKa UM OTKYHA);

3BEpHEHHS 332 MPU3HAYCHHSM IIEHCII MOXe 31IICHIOBATUCH B Oy/Ib-
SIKMI Yac IMCII HaCTaHHS IMpaBa Ha IeHCio 0e3 O0yIb-IKuX oOMe-



eHb. [1pu IboMy TIeHcis 32 BIKOM (110 1HBaIIIHOCTI) MPU3HAYAETh-
Csl He3aJIOKHO BiJl TOTO, MPHUIMHEHA poOOTa 0 Yacy 3BEpHEHHS 3a
TICHCI€I0 UM MMPOOBXKYEThCs. [1eHcil 3a BUCITYTY POKiB, a TAKOX Aep-
JKABHUM CITY’KOOBIISIM MMPU3HAYAIOTHCS MTPH 3ATHILIEHH] POOOTH.

2.4.2. [1OKyMeHTHU,
HeoOXiaHi ANA NPU3HAYeHHSA NEeHCIl

1. 1o 3asBM IpO MPU3HAYCHHSI MIEHCIT 38 BIKOM J0JJAlOThCS:

a) JOKYMEHTH, sKi 3aCBiI4yIOTh TPYAOBUI CcTax (3arajbHUH i crie-
iaTbHAN);

0) moBigKa PO 3apOOITOK.

Kpim Toro, mpu noTpedi mMoJatoThest JOKYMEHTH:

B) PO HAPOJHKEHHS TUTUHU Ta BUXOBAHHS 11 IO BOCBMHUPIYHOTO BIKY;

') IPO BU3HAHHS IUTUHY 3asBHUKA IHBAJIJIOM 3 TUTHHCTBA 200 TUTU-
HOIO-IHBAII0M;

I) mpo mepeOyBaHHS Ha YTPUMaHHI y 3asBHUKA HEMpale3IaTHUX
YJIEHIB CIM’T;

J1) PO BU3HAHHS 3asIBHUKA OJUHOKUM;

€) PO BU3HAHHS 3asIBHUKA yYACHUKOM BIHHU;

’K) TIPO HASIBHICTH y 3asIBHUKA 3aXBOPIOBAHHS, ITlepeqdadeHoro cr. 18
3axony Ykpainu “Ilpo neHciiiHe 3a0e3neueHHs ™.

ITpu mpu3HaYeHHI ITEHCIN 1HBaII1aM BiHHU BIIITOBIIHO A0 CT. 16 3ako-
Hy Ykpaiau “Ilpo reHciliHe 3a0e3MeueH s’ Ta IPH ITIBUIICHHI iM ITeHCIH
BIJIITOBIJTHO 10 CT. 77 1IbOTO 3aKOHY A0 3asiBU MOTPIOHO JTOJAATH BUITUCKY
3 aKTa OTJISIAy B MEIMKO-COomialbHiH ekcriepTHii koMmicii (MCEK), ska
HaJACHITAETHCS BIIIUTY IIIEI0 KOMICIETO.

2. 1o 3asBH PO MPU3HAYEHHS TEHCIT 10 iHBAJIITHOCTI TOBUHHI 107a-
BATHCS:

a) MTOKYMEHTH, SIKi 3aCBIIUYIOTh TPYIOBUN CTaxk (3arajbHUM 1 CIie-
LiaabHM);

0) moBigKa IMpo 3apOOITOK.

SIKmo iHBaNIAHICTH HAcTaJla BHACHIIOK TPYIOBOrO KallITBa, TO
MOAAETHCS TAKOXK aKT a00 1HIMNA oDiliHHUN JOKYMEHT (PO HEelacHU!
BUIIAJIOK).

Kpim Toro, y pasi moTpedbu mogarThCs TOKYMEHTH:

B) mpo mepeOyBaHHS HA YTPUMAaHHI B iHBaJNia Hempale3IaTHUX
YJIEHIB CIM’T;

') IPO BU3HAHHS 3asBHUKA OJUHOKHUM 1 TAKHM, 1110 TOTPEOy€E CTOPOH-
HBOI JOIMOMOTH;

I) IPO BU3HAHHS 3asIBHUKA YYaCHUKOM Bil{HU.
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Bigzin conianbHOro 3a0e3neueHHst JOAa€ 0 3asBU OJCPKaHy HUM Bif
MEIUKO-COIliaJIbHOT eKCIIEPTHOI KOMicii BUITHCKY 3 akTa oriisimy B MCEK.

Jlo 3asiBM mpo MpHU3HAYEHHS TIEHCIT MO iHBaJIIIHOCTI BIHCHKOBOCITYK-
OOBISIM CTPOKOBOI Ci1ykOU MOBUHHA OyTH T0JaHA KOIis CBIAOLTBA PO
3aXBOPIOBAHHS, 3aBipeHa 1 BUaHa BIHCHKOBUM KOMICapiaToOM, KU 3HSIB
BiliCPKOBOCITY>KOOBIISI 3 BIICBKOBOTO 00Ky, a0 TOBiIKa BIHCHKOBO-
JKapchKoi KoMicii. SKIo iHBaJigHICTh HacTaja ICs 3BiUIBHCHHS 3
BIMICBKOBOI CJIY»OU, TO 3aMICTh KOTIiI CBIIONTBA MMPO 3aXBOPIOBAHHS 110~
JIA€THCS IOBIJKA BIHCBKOBOTO KOMicapiaTy Mpo MPOXOKEHHsI BiiiCbKOBOT
CITy’KOU 13 3a3HAYCHHSIM JATH IIPU30BY, MATHU 1 MMJACTABU 3BITLHCHHS 3
BIfICEKOBOI CITyKOH.

JlokyMeHTH, 3a3Ha4YeH] B MiMyHKTaX “a” 1 “0” 1bOTO MyHKTY, ITOJ1a-
IOThCS B TOMY BUIMAIKY, SIKIIO BIHCHKOBOCIIYXOOBEIb 1O MPHU30BY Ha
BIIICBKOBY CITyK0Y IIpaIfoBaB pOOITHHKOM, CIIY)KO0BIIeM a00 OYB YICHOM
KOJITOCITY.

3. J1o 3asiBU Mpo MpU3HAYEHHS MEHCIT y 3B’SI3KY 13 BTPATOIO T'OTyBaJIb-
HUKA ITOBUHHI OyTH JI0/IaHi:

a) CBIIOITBO PO HAPOKCHHS 200 macrmopT ocoOH, Ha SIKy ITpU3HaJa-
€ThCSI IIEHCIS;

0) TOKYMEHTH, [Ki 3aCBITYYIOTh POAMHHI CTOCYHKH YJIeHa CiM'i 3 TI0-
MEPJIUM r'OlyBaJIbHUKOM;

B) CBIIOIITBO OPraHy 3aIliCy aKTiB TPOMAISTHCHKOTO CTaHy (3arcy) mpo
CMEepTh rOAyBalIbHUKA a00 TOKYMEHT IIPO BU3HAHHS HOTO OE3BICHO Bij-
CYTHIM;

') IOKYMEHT PO BiK rOAyBallbHUKA (SKILO BiK HE 3a3HAYCHHH Y CBi-
JIOITBI TIPO CMEPTBH);

I) TOKYMEHTH, SIKi 3aCBIMUYIOTh TPYIOBHH CTaX (3arajJbHUM 1 CIie-
LiaJIbHUIT) TOAYBaIbHUKA;

J1) JIOBiJIKa PO 3apOOITOK T'0/lyBaJIbHUKA.

KpiMm Toro, rmpu moTpedi mogaroThes:

€) IOBiKa JXUTJIOBUX OPTaHiB 200 CUThCHKUX (CEIUIIHMUX) pad HapOI-
HUX JIenyTaTiB (200 1HII JOKYMEHTH) PO CKJIAJI CIM’'1 TOAYBaJIbHUKA, SIKI
nepe0yBaJi Ha HOTO YTPUMAaHHi;

) TOBITKU MPO(eCciiHO-TEXHITYHUX YUMIUII, CEPEIHIX CIeiaaIbHUX
a00 BUINMX HaBYAJIbHUX 3aKJIaIiB PO Te, IO WICHH CciM’1y BiIli Bix 18 mo0
23 pOKiB HABYAIOTHCS;

3) JIOBiJIKa XUTJOBUX OPTaHiB ab0 CIIbCHKHUX (CEMIIHUX) paJi Ha-
POIHUX ACMYTAaTIB IIPO Te, IO OAUH i3 0aTHKIB 200 3 MOAPYX K, i, Oa-
6a, 6pat abo cecTpa MOMEpJIOTro, K JOTIISAAIOTH AiTel, OpaTiB, cecTep
a00 BHYKIB IOMEPIIOTO, IO HE TOCITIIH § POKIB, HE MPALIOIOTh.
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SIK1mo cMepTh TOyBaTbHUKA HACTAJIA BHACTIIOK TPYIOBOTO KaIIIT-
Ba, TO MOJAETHCSA TAKOX aKT (200 IHIMMK OQIMIHHUN TOKYMEHT) IIpO He-
IaCHUI BUMAIOK.

Bimmin comiaasHOTO 3a0€3MeUeHHS T0Ia€ IO 3asiBU OJepKaHi HUM BiJT
MEIUKO-COIIaJIbHOT €KCIIEPTHOT KOMICIi BUITUCKH 3 aKTiB OTJISIY TUX JO-
pPOCUX WICHIB CIM’i, IKMM IIPaBO Ha ICHCIIO y 3B’A3KY 13 BTPATOIO T'OJTY-
BaJIbHUKA HAJAETHCI BHACIIIOK IX 1HBAJIIJHOCTI.

SIk1o ogHOMY 3 OATBHKIB 200 3 MOAPYKOKS TOMEPIIOTO TICHCIS Y 3B 53~
Ky 13 BTpATOIO TOAYBaJIbHUKA MPU3HAYAETHCS BHACIIIOK BTPATH HUMHU
JDKepesia 3aco0iB 10 iICHYBaHHS, TOBUHHO OyTH BHHECEHO PIIICHHS OPTaHy
coIiaJIbHOT O 3a0e3MeUeHHs TPO BCTAHOBIICHHS IILOTO (DaKTYy.

J1o 3asiBM TIpo MPHU3HAYCHHS ITEHCIi CiM’'T BIHCBKOBOCITYKOOBIISI CTPO-
KOBOI CITYKOM ITOBHHEH OYTH TOOAHUN TOKYMEHT, OJIep)KaHUI BiJT BIHCHKO-
BOI YaCTUHU 200 PaOHHOTO (MICHKOT'0) BIICBKOBOTO KOMicapiaTy UH iH-
1101 BIiCBKOBO1 YCTAHOBH, STIKHMI O 3aCBiTUyBaB (aKT CMEPTi, a TAKOXK J1aTy
Ta MMPUYUHU CMEPTI BIHCEKOBOCTYKOOBIIS, a00 TOKYMEHT PO BU3HAHHS
BIHICBKOBOCITYXK00BIIST 0€3BICHO BiCyTHIM. SIKIIIO CMEPTh HacTaja Iicis
3BUTBHCHHS 3 BICBKOBOI CITY’KOH, TO K JTOKYMEHT, IO 3acBiaguye (akT
CMepTI, TOJIA€THCS CBIIONITBO OPraHiB 3aIHCiB, aKTiB TPOMAJISTHCHKOTO CTa-
Hy (3arcy) mpo cMepTh TOIyBaJIbHUKA, a KPIM TOTO, TOBiIKa BIHCBKOBOTO
KoMicapiaTy Ipo MPOXOKEHHS BIHCHKOBOI CITYKOU 13 3a3HAUCHHSIM TaTH
MMPU30BY, TATH U ITiACTaBH 3BUTBHEHHS 3 BIICBKOBOI CITY)KOM.

SIKIIT0 TOYBAIIBHUK MIOMEP IO 3aKiHYEHHI 3 MICSIIIB ITiCIIs 3BUTbHEHHS
3 BIHCBKOBOI CITY’KOHM 1 CMEPTh HOT'0 HacTala BHACIIIOK ITOPAHEHHS, KOH-
Ty3ii, KaTiITea ab0 3aXBOPIOBAHHS, SIKI MaJIA MICIIE B TIEPiO IPOXOIKCH-
HS BIHCBKOBOI CITY’KOM, TO BIJITIIT COIIaTbHOTO 3a0e3IeUCHHS J10/1a€ 10
3asiBU TAKOX BUITMCKY 13 BHUCHOBKY MEIMKO-COIaJIbHOI E€KCIepTHOT
KOMicii Tpo IPUYHUHY CMEPTI.

JIoKyMeHTH, 3a3HadeHi B MIANYHKTax “I” 1 “A” IbOTO MyHKTY,
MOJIAI0THCS B TOMY BUIAAKY, SIKIO BIIChKOBOCITYXOOBEIb 1O ITPU30BY
Ha BICHKOBY CITyXO0y ITpaIffoBaB poOITHUKOM, CIyKO00BIIeM ab0 KOJI-
TOCITHUKOM.

Jlo 3asBu Ipo pU3HAYEHHS MEHCIi ciM’1 TOMepIIoro MeHcioHepa Io-
BUHHI OyTH JOAaHI TOKYMEHTH, 3a3HAUYCHI B MiAMyHKTaX “a” — “B” 1 “e”
LIBOTO IYHKTY, a B pa3i MOTpeOH TaKOXK JOKYMEHTH, 3a3HaUEHI B Mi/ITyHK-
Tax “xk” 1 “3” mpOro MyHKTY. 3ap0o0iTOK NEHCIOHEPa BU3HAYAETHCS 110 J10-
KyYMEHTAX, SIKi € B 1OT0 TICHCIMHIN cripasi.

SIK1o moMepIuii MeHCioHep MaB MPAaBO Ha MepepaxyHOK IMeHCIi B mo-
psnKy, nmependbadeHoMy cT. 69 3akony Ykpainu “Ilpo neHciiiHe 3abe3me-

149



YeHHs1”, aJie He 3BEPHYBCS 32 TAKUM IIePEPAXyHKOM, TO TOJAAETHCS BIATIO-
BiJ{HA IOBiJIKa MPO 3apOOITOK IIEHCIOHEepa Micis MpU3HAYEHHS abo IMmore-
PEAHBOTO MEPEPAXyHKY HOTO MEHCII.

4. JTo 3asBM PO MPU3HAYCHHS ITEHCIi 32 BUCITYTY POKIB TOBUHHI OyTH
JIOJIaHl:

a) TOKYMEHTH, SIKi 3aCBITUYIOTh CIIELiaTbHUI TPYIOBUH CTAXK;

0) oBiJKa PO 3apOOITOK.

KpiMm Toro, rmpu moTpedi mogaroThCs JOKYMEHTH:

B) SIKi 3aCBIIUYIOTH 3aTajIbHUH TPYIOBUI CTaX;

r) PO 3BUIBHEHHS 3 JILOTHOI pOOOTH 3a CTAHOM 3J0POB’St ab0 3a-
XBOPIOBaHHS (MMyHKT “a” cT. 54 3aKoHy);

T) Ipo nepeOyBaHHS Ha YTPUMaHHI 3asiBHUKA HEMpale3TaTHUX WICHIB
CiM’T;

J1) PO BU3HAHHS 3asIBHUKA OJUHOKUM;

€) PO BU3HAHHSI 3assBHUKA YYACHUKOM BIiliHHU.

ITpu migBHUIICHH] MEHCIH 1HBAITITaM BIHU BIIITOBITHO 10 CT. 77 3aKo-
Hy Ykpainu “IIpo neHciliHe 3a0e3MmeueHHs” BiIIiI COMaIbHOTO 3a0e3me-
YEHHS JIOJIA€ JIO 3asIBU OJICPIKAHY HUM BiJI MEIUKO-COIIaJIbHOI €KCIIEPTHOT
KOMiCil BUIIMCKY 3 aKTa OTJISINY.

5. J1o 3asiBM Mpo NMPU3HAYCHHS COIIAJIbHOT MEHCIT, 3aJIekHO BiJ| Ka-
Teropii 3assBHUKA, MTOBUHHI OYTH TOIaHi:

a) CBIIONTBO MPO HAPOKEHHS ab0 MacmopT OocoOH, SKil mpu3Ha-
YAETHCS COLllalIbHA IICHCIS;

0) MEAMYHUI BUCHOBOK YCTAHOBH OXOPOHH 3I0POB’SI HA TUTHHY-1HBA-
miga;

B) JOKYMEHTH, sIKi 3aCBITYYIOTHh POJIWHHI CTOCYHKH iTeH, OpaTiB, cec-
Tep ab0 BHYKIB 3 TOMEPJIMM I'01yBATLHIUKOM;

I') MOCBIYEHHS OPTaHy 3aIKCy aKTiB TPOMaJSTHCHKOIO CTaHy (3arcy)
PO CMEPTh rOIyBaIbHUKA CiM’T (200 JOKYMEHT ITpO BU3HAHHS HOTO 0e3-
BICHO BIZICYTHIM);

I) IOKYMEHT PO IMPHUCBOEHHS IMOYECHOrO 3BaHHA “‘MaTu-repoins”.
Bitin cotiaibHOro 3a0e3reueHHs T0Aa€ 10 3asiBU CBIM BUCHOBOK IPO
BIZICYTHICTB IIpaBa Ha TPY/IOBY ICHCIIO, a 32 HEOOXITHOCTI — OJIepyKaHy HUM
BIJT MEZTMKO-COITiaIbHOI EKCIIEPTHOI KOMICil BUITHCKY 3 aKTa OTJISY.

[MTpuBaTHUM MIATPUEMIISIM Ta MpAILiBHUKAM Majux abo MPUBATHUX
MITPUEMCTB JI0JIATKOBO JI0 HABEJIEHUX JIOKYMEHTIB HEOOXITHO MTPE/ICTaB-
JISITH JOBIJIKY 3 TOJATKOBOI 1HCITEKIliT Ta ITeHCIiHHOTO GOHIY PO CILIaTy
BHECKIB 110 hoHy.
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[IpaiiBHUK, y IKOTO HACTYITUIIO MPABO MIPU3HAYCHHS TISHCIT, THIIe 3a-
SBY 1 MOJa€ ii y BIAJIUT KaJpiB MiAIIPUEMCTBA. 3asiBa MUIIEThCS HA CIICIli-
aJbHOMY OJIaHKY, Jie IIPAI[IBHUK YKa3YE;

* BiJI KOTO, MiCIle pOOOTH, TACITOPTHI JTaHi, MICIe TTPOTHCKH;

* yKa3ye BUJ IEHCI1, KITbKICTh WICHIB CIM'1 HA yTPUMaHHI 1 Y1 OTPUMYE
1HIIY MIEHCIIO;

* CTaBUThH JIATY 1 CBii miAmucC.

3BopoTHUIT OiK 3aITOBHIOIOTH CIEIIAIICTH KaJpOBOI CITYKOH 1 BIIILTY
COII3AXHUCTY.

ITligroryBaBmy iHII JOKYMEHTH, PA30M i3 3aBOIO MEHCIHA cpaBa
3[1a€THCS B PAHOHHUIN BIAJILT COI[3AXUCTY.

ITpamiBHEK KaapoBOi CIyKOM Ha MiATBEPIKEHHS, IO TICHCIHHA cITpa-
Ba 3/1aHA, OTPUMYE PO3MHCKY, KA BiJIPi3a€ThCs Bijl OJTAHKY 3a5BH, J¢ BKa-
3YEThCs JaTa MPUKHHATTS CIPABU, HOMEP PEECTPallii 3 MiAMUCOM IHCIIEKTO-
pa BUIUTY COI3aXUCTY.

BriaHk 3asiBH IPYKYEThCS 32 HOPMOIO:

'V KOMICIO 0 TPU3HAUYCHHIO MEHCIH ITPU BUKOHKOMI
parioHHOI (MICBKO1) paan ACMYyTaTIB TPYIAIIUX

BIJI TP. Micuie po6oTtu
Jata HAapOIKEHHS 11O MACIIOPTY___ YHCIIO
MiCSIITb pik. Micue mponucku
[TacmopT cepii No
BHJIAHU JlaTa BUaavi
3asBa

[Tpomry mpu3HaunTH, IepepaxyBaTH MEHCIIO IO

IToBimomMIIsIIO, IITO HA YTPUMAaHHI Maro wienis ciMm’l. I1encis mo
IHIIIA migcrasl abo BiJ IHIIOTO BIIOMCTBA

(mpu3Hayanach, He MPU3HAYATIACD)

MeHi BitoMo, 1110, 3TiTHO 3i ¢T. 3 3akony “IIpo meprkaBHi MeHCi”, Tpo-
MaJISTHUH, SKHI Ma€ MpaBo Ha Pi3HI MEHCIT, MOXe OJIep)KYBATH JIUIIE OJTHY
TIEHCIIO 32 HOro BUOOPOM.
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IIpo 3apaxyBaHHs Ha poOOTY, 3BITBHCHHS 3 POOOTH, 3MIHU Y CKJIai
ciM’1 1 PO 3MiHY MiCIISl TPOXKUBAHHS 3000B’I3yIOCh CBOEYACHO ITOBIIOM-
JIATA BT COLAJIBHOTO 3a0€e3IIeYeH .

Jlomaro MOKYMEHTH, TIepelTiueHi Ha 3BOPOTI.

i 200_ p.
TATIHC
[TonanHs, 3asBy Tp. 3 IOJJAHUMU JTOKYMEH-
TaMHUu
npuiHsTO “ ___ 7 200 p. i 3apeecTpoBaHO mig Ne

I[OKYMGHTI/I, SAKUX HC BUCTA4Yae€ JJId MIPU3HAUCHHSA TIeHCII:

MMOBUHHI OyTH mojaHi go “__ ” 200 p.
Incnexktop

Jlinis Bigpizy

NEPEJJIK JOKYMEHTIB, JOJAHUX 10 3AABU

1. TpynoBa KHUXKaA 1LT.
2. Bunmcka 3 Tpy10BOi KHMKKH IIT.
3. [H1I JOKYMEHTH IIPO TPYAOBHI CTaX IIT.
4. JIoKyMEHTH TIpO 3apoOiTOK IIIT.
5. Komis cBijo1TBa Mpo HapOHKEHHS IIT.
6. Kormis cBijtonrea mpo 100 IIT.
7. JoBika po Miciie MpOoXUBAHHS IIT.
8. JloBigka mpo yTpUMaHHS ITT.
9. Komis akTa abo0 1HII JOKYMEHTH PO HEMTACHUIA BUIAIOK IIIT.
10. Kormis cBiouTBa mpo 3aXBOPIOBAHHS U 1HII BIICBKOBO-MEINYHI J0-
KYMEHTHU _____ INT.
11 IT.
12 IIT.
13 T
[TacropTHi BiTOMOCTI Ta JOKYMEHTH MIEPEBIPUIIH:
3aBiIyIOYUi BIIUILIIOM Iucniextop

(pi3BuIe, MiIKC) (pi3BuILe, HiIKC)

M.II.
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INOBEPHYTO INPEJACTABHUKY INIAITPUEMCTBA,
OPT'AHI3ALII, YCTAHOBU ABO 3ASIBHUKY

1. TpynoBa KHIXKa IIT.
2. BilicbkOBUI KBUTOK IIT.
3. CBiJoIITBO PO HAPOHKEHHS T,
4. CBIIOITBO TIPO HLTIO0 IIT.
5. Humniaom IIT.
6. IIT.
[MepeniveHi gokymMeHTH OJiepxan “___ 7”7 200_ p.
(miruc)
Po3nucka
[Moganus, 3as1By Tp. 3 TOJaHUMHU
JOKYMEHTaAMU MPUUHSTO o 200_ p. 1 3apeecTpoBaHO
mig Ne

JJOKyMEHTH, SKUX He BUCTAUa€ JJIsl MPU3HAYCHHS IEHCIT:

MOBUHHI OyTH mojani 10 “___” 200_ p.
Iucnextop

(Ipi3BHILE, MiIMUC)

2.4.3. ®opwma i nopanoK 3anoBHEHHA
noaaHHA

[TomaHHS 3aMOBHIOETHCS HA CHEIialIbHOMY OJIAHKY IMpalliBHUKAMHU
KaJpOBOi CIIyXKOU 1 T0AAETHCS A0 1HIIUX JOKYMEHTIB.

JaTi B MOJaHHI TPOCTABISIOTHCSI TPhOMA MapaMu apadbchKux 1udp,
posninenux kpankamu, — 01.02.91; cymu 3anucyroTbcs y BUTIISII —
150,20.

BianoBiganbHICTh 3a MPaBUIILHICTD 3AII0BHEHHS TIOIaHHS HECYTh ITpa-
LIBHUK MiJMPUEMCTBA, YCTAHOBH, OpraHi3allii, KoonepaTuBy, Ha IKOTO
MMOKJTaZICHO 00OB 30K IMATOTOBKH 1 MOJAaHHS JOKYMEHTIB JIJIS ITPU3HA-
YEHHsI IIEHCIH, Ta I10Ca0B1 0COOM, SIKI IMIMUCAIM IIOTAHHS.

V BIIIOBITHUX PsIIKAX 3aIIOBHIOFOTHCS TaKl PEKBI3UTH 3aT0JIOBHOI YaCTH-
HU: HalMEHyBaHHS OOJIACTi, pailoHy, MiICTa; HAHMEHYBAHHS PAHOHHOTO
(MICBKOTO0) BUIIUTY COIIAILHOTO 3aXHUCTY HACCIICHHS, B KU aqMIiHICTpaIlis
MIITpUEMCTBA (KOOTIEPATHUBY) CIUIBHO 3 MPOQCIUTKOBOIO OpPraHi3aIli€ro
MIPEACTABISIOTH 10 IPU3HAUCHHS TIeHCIl pOOITHUKA UM CITy>KOOBLA (WiIeHa
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KOOIIepaTHBY); HOMEP MOTaHHS Ta JaTa HOTo peecTpallil Ha I IpHeMCTBI (B
KOOTICpaTHBI); HaliMEHYBaHHS MiAMPHEMCTBA (KOOTIEpaTUBY), HOTo aapeca
Ta TTOIITOBHI IHACKC, BIAMOBITHI TeIehOHHU; BKA3YETHCS BH/I TIEHCII, 10 TIPH-
3HAYEHHSI SIKOI TPEJICTABIISIETHCS 3asIBHUK (CIM’sT TOMEPIIOTO FOTyBAIbHUKA),
OT0 TIPI3BHIIE, iM’sI, TT0 OATHKOBI Ta MICIIC TPOKUBAHHS.

HeoOxigHi BimoMocTi po cKjaja ciM’1 3assBHUKA (IIOMEPJIOTO TO-
JIyBaJIbHUKA) 1 PO CTaX POOOTH 3aMOBHIOIOTHCS 10 po3aiiaax 1-4 mo-
JTAHHS.

V posniii 1 y BiImoBiTHUX psiaKax Ta rpadax BKa3yeTbes HEOOXiTHA
iH(pOopMAIlis PO HeMpalle3TaTHUX WICHIB CiM’1, III0 ITepedyBarOTh Ha yT-
pUMaHHI 3asBHHKA (ITOMEPJIOro TOAyBallbHUKA), SIKi MalOTh IMPaBO Ha
OJIepXKaHHSI TICHCIi y BUIAJKy BTPATH TOJyBaJibHMKA ab0 Ha SKHUX J0
TIeHCIi 3asBHUKA MOXe OyTH HapaxoBaHa Haj0aBKa Ha Hempaue3gaTHUX
YJIeHIB CIM 1.

Po3nin 2 “Crax poboTH 1o TpyIOBii KHIXKII 3assBHUKA (TTIOMEPIIOTO
roayBallbHUKA)” SBIIsIE COOOIO BUITHCKY 3 TPYIOBOI KHIDKKH ITpalliBHUKA,
10 JOoTIOBHEHA T'padamu 5, 6, 7.

V rpadi 3 “BimomMocTi Ipo MPUHHATTS, IEPEMIIICHHS TT0 PoOOTi 1
3BITBHCHHS CITiJT BKA3yBaTH TUIBKH Ti IEPEMIIICHHS IO pOOOTI, SIKi BIUTH-
BaIOTh Ha BKIIIOUEHHS JTAHOTO MEPiojy TPYAOBOI AISUTBHOCTI y CIEIialb-
HHH CTax, IO JTa€ MTPaBO Ha MMIIBTOBY MICHCII0 200 Ha ITEHCII0 32 BUCITYT OO0
POKIB.

V rpadi 5 “TpuBalticts cTaxxy poOOTH 3 ypaXyBaHHSIM ITIBIOBOTO 00-
YUCJICHHS~ BKA3y€ThCS TPUBAITICTH IIEBHOTO TIepioay poOOTH, 00UNCIICHO-
r'0 i3 3aCTOCYBaHHSIM IUTBT, BCTAHOBJICHNX 3aKOoHOM Ykpainu “IIpo meH-
citine 3abe3nedeHHs”, y Tpadi 6 MpoCcTaBIAETHCSI KOeDIIIEHT, IO Bpaxo-
BYBaBCS IPHU TiApaxyBaHHI TPHUBAJIOCTI MJAHOTO Iiepioay poOoTH
(mampukitag, 04 10 20 2, mo o3Havae — 4 poxwu, 10 Mmicsmis, 20 1HIB 00-
YHCJICHO 13 3aCTOCYBaHHSAM KoedillieHTa 2).

V rpadi 7 “IIpumiTka” BKa3yeTbCsI HOMEP CTATTI 3aKOHY YKpaiHu
“IIpo meHciliHe 3a0e3IeueHHs’, HOMEP CITHCKY, IO Ja€ IPaBo Ha MiIbro-
Be IICHCIITHE 3a0e3MeUeHHS, HOro PO3/IiI Ta MiAPO3IUT TOIIO.

V rpadi “PazoM 1o TpymoBiii KHIKIN™ IPOCTABIISETHCS TPUBAIIICTh
3arajbHOrO TPYIOBOTO CTaXy POOOTH, NMPHU IIbOMY JIO 3arallbHOI CyMHU
MICYMKOBHUX TaHUX, IMApaxoBaHUX Mo rpadi 5, J00a€ThCSI OUH JICHB 10
KO>KHOMY JTHIO 3BUTbHEHHS.

V poszaini 3 “TpymnoBuii cTax MO IHIIKX JOKYMEHTaX 3asBHUKA (I10-
MEPJIOTO roIyBajbHUKA)” BKA3YEThCS HANMEHYBaHHS JOKYMEHTA, Ha Mifl-
CTaBl SIKOTO BCTAHOBJIEHO CTaX, HOMEP 1 JjaTa #oro Bujaul.
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BusHaya€eTbcs TPUBAIICTD CTaXy pOOOTHU IO KOKHOMY JOKYMEHTY,
10 0OYKCIIeHA 13 3aCTOCYBAHHSIM IIJIbT, 3arajbHa CyMa sIKOT BKa3yeThCs
y paaxy “Pa3oM mo iHIIMX TOKyMeHTax” .

[Tpu iboMy, SIKIIO MOIaH1 JOKYMEHTH Ha MiATBEPKEHHS TPYIOBOT -
SUTBHOCTI, IO ITIJISITA€ BKIIFOUEHHIO B CTAX 3 ICHYIOUMMH OOMEXECHHSIMU,
HAIPUKIIAJ 4ac OISy J)KIHOK 32 MAJIOJIITHIMU AITHhbMH, TIEPIOJ MPOKH-
BAHHS APYKHMH BIHCHKOBOCITYKOOBIIB y MICLIEBOCTSX, /¢ Oyia BiCYTHS
MOJKJTUBICTB 1X TIpaIleBIAIITYBaHHS IO CIEIiaIbHOCTI, TO psAAoK “Pazom
IO 1HIMUX JOKYMEHTaX’ HE 3allOBHIOETHCS, Vv Tpadi “KoedimieHnt” po-
OUTBCS MO3HAYKA TTPO HEOOX1JIHICTh OOMEKEHHSI JIAHOTO MEePIOAY TPY/10-
BOI JISUTBHOCTI  OCTATOYHUN PE3yIbTAT OOYMCICHHS CTaXy POOOTH 3a-
HOCHUTBCS B PO3MLT 4.

V posmim 4 “3BencHa TaOIHIS OOYMCICHHS CTaxXy poOOTH” BH3-
HayaeThCsl TPUBANICTD YCIX BUIB CTaXy MpalliBHUKA: 3arajbHOrO0, Ha
MUTBIOBUX YMOBAX, 38 BUCIYTY POKIB.

Bkasyernes BigmoBimHa cTaTTs 3akoHy YKpainm “IIpo meHciiiHe
3abe3neueHHs”’, HOMep CIHUCKY, HOTO pO3ILUT, MiAPO3IiJT, Ha IMiICTaBl SIKIX
MpaLiBHUKY OOPMIISIETBCS TIEBHUIA BUJI MTEHCII.

[MogaHHs miANUCYEThCA KEPIBHUKOM MIAMPUEMCTBA (KOOTIEPATHBY) Ta
rOJIOBOIO MPO(DCIUIKY 1 3aBIPSIETHCS MEYATKOIO JAHOTO IMIIITPUEMCTBA
(KoomepaTHBy).

[Ticns o3HailOMIIEHHS 13 3aTTOBHEHHSIM MOJAHHS CTABUTHCS JIaTa Ta
MiAIHIC 0cO0M, SIKa 3BEPHYJIACH 32 MEHCIEIO.

[MoanHs 3an0BHIOETHCS 3a (OPMOIO, HABEEHOIO Ha C. 157.

24.4. ®opma i nopsaaoK 3anoOBHEHHS
[OBIAKM Npo 3apobiTok
AnAa o64nucneHHs neHcii

o 3asiBU Tpo MpU3HAYEHHS MEHCIT JOJA€THCS TOBIKA TTPO 3apOOITOK,
sIKa BUJIAETHCS HA IMIJMPUEMCTBI, JIe MPAIIOE 3asIBHUK, ¥ OJHOJACHHUN
TEPMIH MICIIs OJIEP)KAHHS 3a5IBU MPAIIIBHUKA.

CywMma 3ap0o0ITKYy B JOBI/II PO 3apOOITOK IIsT OOUMCIICHHS TTeHCIT 3a-
mucyeTbes y Burisai 150,20.

BixmoBimaapHICTh 32 MPAaBUIIBHICTH 3aIIOBHEHHS JTOBIIKH PO 3apo0i-
TOK 711 OOUMCIIEHHS TIEHCIT HeCyTh MPAIIBHUK MiAIIPUEMCTBA (Koomepa-
TUBY), Ha SKOTO MOKJIAJCHO 000B’ 30K MiITOTOBKU JIOBIIKU PO 3apo0i-
TOK JUIs1 OOYHMCIIEHHS IICHCII, Ta IT0camoBl 0co0H, sKi 11 miamucain.
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1501004

(obnacme, paiion, micmo) R .
I[O BLIAUTY COL1aJIBHOTO 3a0e3MmeueHHs

paii(micma) paou HapoOHUX Oenymamis

MOJAHHS

Bin ” 200_ p. Ne

Anminicrpauis (ITpaBniHHS) CIUTBHO 13 TPO(CIIIKOBIM KOMITETOM

(natimerysanns nionpuemcmea, yCmanosu, opeanizayii, KOonepamugy)

agpeca

TenedoHu: KepiBHUKA Gyxranrepii BIZUILTY KaapiB
[IPEACTABIISIE 10 PU3HAYEHHS MIEHCIi 3a BIKOM, IO 1IHBAJIIHOCTI, 32 BUCIYTY POKIB, HA BU-
MaJ0K BTPATH TOAYBAIBHUKA CIM'T (HETOTPiOHE 3aKPECTUTH)

(npizeuwye, im’s, no 6amvKkosi)

KUK MPpOKUBAE€ 3a aIPECOIO

JATA: BCcTaHOBJICHHS (HACTAHHSI) IHBAJIITHOCTI

CMepTi rojlyBajIbHUKA

HMPUIIMHEHHS pOOOTH, 110 Aa€ MPABO

Ha IEHCIIO 332 BUCIIYT'Y POKIB

1. HenpanesaaThi wienn cim’i, ki 3HaxoaATbcs HA YTPUMAaHHI 3asBHHKA (IIOMepPJIOro
ro/lyBajIbHUKA)

Poaunni BigHOCUHMI Jara

Ne i/t [pi3Buine, imM’s, Mo 6aTHKOBI
3 TOJYBAJIbBHUKOM HaPOHKECHHS

156




3. TpynoBuii cTa:x no iHIKX JOKYMEHTAX 3asiBHHKA (IOMEPJIOro roayBajbHUKA)

JIoKyMeHT TpuB. ctaxy poo.
e 3 Bpax. HiIbr oou. Koedir
Ll HalMEHYBaHHs HOMED LA pOKiB MicsLiB IIHIB
BHJIAY]

PazoMm 110 iHImmx JOKYMEHTax
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4. 3BeeHa Ta6Mus 00UHCIEHHS CTaKy POGOTH

ITo Tp. kHMKII T1o iHmMX JIOK. Pazom
Buau craxy

pOKiB | Mmic. | aHiB |pokiB | Mic. | mHiB | pOKiB | wmic. | aHIB

3aranbHui

Ha ninbrosux
yMOBax

3a BUCIIYTy pOKiB

B PKII i MKII

Crax, o Ja€ IpaBo HA IEHCII0 Ha MJIBrOBUX YMOBAX, 32 BUCIYTY POKiB (HEMOTpOHE
3aKPECIUTH), y BIAMOBIAHOCTI 3 cT. 3aKoHy crrickoM Ne , po3aizom
, MApO3aiIoM , TpaxoBaHo 1Mo 3amucax No

KepiBHuK miampuemcTBa

(koomepaTHBy)
(nionuc)
M. II. T'omoBa mpodcminkoBoro
KOMITeTy
(nionuc)
I3 momaHHSIM O3HANOMIIEHHIA
(nionuc sasenuxa) (0ama)
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V BIAMOBITHUX PSAOKaX 3aIIOBHIOIOTHCS TaKi PEKBI3UTH 3ar0JIOBHOI
YACTHHU: MPI3BHIIE, iM’sI, TT0 6aTHKOBI 0COOH, 3aPOOITOK SKOi BKA3y€E€ThCS
B JTOBIIII.

V rpadax “Cyma 3apo0iTKy 3 po3mu(ppOBKOIO” y BIAMOBIIHUX PSITKAX
3a MEeBHUM NepioI poOOTH BKa3yIOThCS:

* TIEepiOaH, 3a SIKi BPaXOBYETHCS 3apO0ITOK, SIK1 3aITUCYIOTHCS Y BUTIISIL
301.01.91 mo 31.12.92 a60 3 03.03.90 mo 27.09.90;

* KUTBKICTB MICSIIIB, 32 sIKi Oy/ie BpaXxOBYyBaTHCh 3apOOITOK Ist 0Ounc-
JICHHS TICHCI{ BIATIOBITHO ITO KOXXHOMY TIEPiOIy;

* 3arajibHa cyMa 3apoOiTKy 3a BiAMOBIIHI IIEPiOgH, HA SIKi 32 JIFOUNMH
MpaBHJIAMU HAPaXOBYIOThCS CTPAXOBi BHECKH. [1pH 1IbOMY B 3arajibHy
CyMy BpPaxOBYIOThCSI: OCHOBHHI 3ap00ITOK, a TaKOX IpeMii, HaaoaB-
KU, TOTUTATH TOIO, SIKi HOCSATH IMMOCTIMHUN XapaKTep Ta mepeadadcHi
CHCTEMOIO OTIATH Ipalli T Ha SIKI HAPAXOBYIOTHCSI CTPAXOBi BHECKH.
HatypanpHa omiaTta mpaili BU3HAYAETHCS 32 PO3APIOHUMHU IiHAMUA
TOTO MEPIOY, KOJIH MPOBAIMIACH OTIATA MPAILI.

JloBimka mpo 3apo0ITOK JJIsT OOUMCIICHHS MTEHCIT MiITUCY€EThCS KepiB-
HUKOM 1 TOJIOBHUM OyXrajaTepoM MigIpHeEMCTBA (KOOTICPAaTUBY) 1 3aBi-
PSAETHCS MEYATKOIO JAHOTO MiIMPHEMCTBA (KOOTICPATHUBY).

®opMH JOBITOK MPO MPAIIBHUKIB 1 ACPKABHUX CITYKOOBIIIB Pi3HI y
3B’SI3KY 3 YMOBaMHM OIUTATH MPAIli 32 PAHTH, BUCIYTY POKIB.

JloBigku po 3apoOITOK I OOUUCIICHHS TICHCIT 1 ITpo 3apoOiTHY IjIa-
Ty ep’KABHOTO CITY)KOOBIIS HAAIOThCA 3a (OpMaMK, HABEJCHUMHU Ha
c. 160, 161.

KoHTponbHi nuTaHHA

1. OxapakTepusyiTe mopsgoK opOpPMIIEHHS JOKYMEHTIB /ISl TpU3HA-
YEeHHS TIeHCIH.

2. SIki JOKYMEHTH J0/IaI0ThCS JIO 3asiBU MPO MPU3HAYCHHS: a) MEHCIT 3a
BiKOM; 0) IMEHCIT 1o IHBAIIHOCTI; B) TIEHCIT y 3B’S13KY 13 BTPATOIO FOJ1y-
BaJIbHUKA; T) MEHCIT 32 BUCIYTY POKIB?

. Sk odopmIIs€EThCS 3asBa PO MPU3HAYEHHS TIEHCI?

4. BuzHauTe OCHOBHI pEKBI3UTH MOAAHHS [IJIS PU3HAYEHHS ITEHCII.

W
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1501009
nifnpreMcTBa (yCTaHOBHU, OpraHizariii)

JOBIJIKA
1po 3apodiToK /151 00YNCIeHHs MeHcii
Bungana

(Tpi3BuILE, IM’sI, IO GATHKOBI)

B TOMYy, 1o Horo (ii) 3apo0iTOK, SIKUH BpaxoBY€ThCS NMPU OOYMCICHHI IEHCII, CKIaB

(cyma 3apo0iTKy 3 po3UIH(pPYBAHHIM)

Ilepioan, 3a siki BpaxoBY€eThCsI Kinpkicts Cyma 3apo0iTKy,

: R IpumiTka
3apo06iTOK MiCs1IiB 2PH.

3
1.
o

3
2.
o

3
3.
o

3
4.
o

3
5.
o

3
6.
o

3
7.
no

Pa3zom

V 10BiIKY HEe BKJIIOYEHO BUIUIATH OJHOPA30BOTO XapaKTepy.
KepiBHuk

(nionuc) (poswucppysarmsi)
M.II.

TonoBuwmit Oyxraiarep

( nionuc) (poswugppysanis)
«“ ” 200_ p.



JTOBIJIKA

1po 3apo0iTHY IJIATY AEP:KABHOIO C.Iy:K00BLS

(nazea deparcasnozo opeany)

(npizeuwe, im’s, no 6amvKogi)

MPAIIOE JePKABHUM CIIy)KOOBIEM POKiB
(3 _ poky____ wicsus(iB), nHA(iB).
3apobiTHa miaTa 3a Micslb Ha 200__
CTAaHOBUTH TPUBCHB,
B TOMY YHCII:
OKJIaJg I'pH.
JloIIaTa 3a I'DH.
JloruIaTa 3a BHCIYTY POKIB T'pH.
KepiBHUK fepkaBHOTO Oprany
(nionuc)

M. II.

lonmoBHuit 6yxranrep
(nionuc)
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10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.
162

CMUCOK BUKOPUCTAHOI
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The educational manual covers the questions of documentation and paper work organisa-
tion in the process of personnel management according to the Offical instruction from the record
keeping Ne 1153 of 17.10.97.

It discloses consecutively the practical questions of personnel (special) record keeping and
contains the modern pattern documents, description of the document compiling technique, prac-
tical recommendations as for the personnel accounting, administrative document preparation on
the personnel questions.

The manual is compiled taking into account the modern directive, methodical and instruc-
tive materials, practice of paper work organisation and documentation.

It ismeant for specialists and secretaries, office workers, workers of personnel departments,
teachers and listeners of the system of personnel training, retraining and qualification raising
COUrses.
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