imoBa mOKyMeHTaIina:
AKIIeHTH T1/T0OBOICTBA

HaBYAIHbHO-HAOYHUM NMOCIOHMK




PexoMeH/10BaHO 10 JPYKY Ta MPAKTUYHOTO BUKOPHUCTAHHS BYEHOIO Pafi0l0
KomyHnansHoro 3aknagy CyMcbKuii 06/1aCHUI IHCTUTYT MiC/ISAIUTTIOMHOT
MmeJarorivyHol OCBiTH
(mpoTokos N° 3 Bif 31.03.2021)

PeuenseHTu:
10.0. HixkiTiH - pexktop Cymcbkoro OIIIIIO, poxTOop iCTOPUYHUX HAyK,
JOLEeHT;
JLIIL. IBamnHa - CTapmvii BUKIaZa4y Kadeapu TeJaroriku, CrerniajibHOl

ocBiTu Ta MeHemkMmeHTy K3 Cymcbkuii OIINIO, xkanaugar
HayK 3 Jlep)XaBHOTO yIIPaBJIiHHS;

O.M. Pyap - noueHT Kadeapu ykpaiHcbKoi MOBHU CyMCBKOTO [Iep>KaBHOTO
nejaroriyHoro yHiBepcutery imeHi A.C. MakapeHKa,
KaHAUZAT PisT0IOTIYHUX HAYK, TOLEHT.

Yxnagaui:
[.B. YIoBHYeHKO - TPOpEKTOp 3 HAayKOBO-TIEAATOTiYHOI Ta METOAMYIHOI poOOTH
Cymcokoro OIIITTO, gokTop negarorivyHuX Hayk, JOLLEHT;
A.O. CymeHko — NMpOBiAHUUM ¢axiBellb 3 [iIOBOACTBA Ta KOMIT IOTEPHOI
rpadiKd HABYA/IbHO-METOJUYHOTO BiJJi/My KOOpAMHAILL1
OCBITHBOI JisI/TBHOCTI Ta MPOdeciiiHOTO PO3BUTKY
Cymcekoro OIITITO

[linoBa [JOKyMeHTAljisl: aKLEeHTH [iJI0BOJCTBA : HABYaJIbHO-HAOYHUU
nociouuk / yxia. 1. B. YaoBuuenko, A. O. Cymenko. Cymu : HBB K3 COIIIIIO,
2021. 107 C.

Y nponmoHOBaHOMY NOCIGHMKY PO3CTaBJIeHO aKLEeHTH Ha pobOOTi 3 opraHisalniiiHo-
PO3MOPSITYMMH, AOBiAKOBO-iHGOPMALIMTHUMU [TOKYMEHTAMH; [JAOKYMEHTAL€l0 3 KaAPOBHX
MUTaHb, 0COOMCTUMU ODILIHHUMHU [JOKYMEHTaMU. 3 METOI0 IepeBipKH, CaMOIepeBipKU Ta
y3arajbHeHHs TeMaTUYHUX 3HaHb — 3al[PONIOHOBAHO Y€K JIUCT.

[lpormoHoBaHM#I  MOCIGHMK Mae  yHiBepcambHMii  xapakTep. Moro  MOXyTh
BUKOPHUCTOBYBATH MPALiBHUKHU CIY)XO ZOKYMEHTYBaHHSI MiJIPUEMCTB, OpraHi3aliif, yCTaHOB,
bipM Hezazme)xHo Big ixHboro mpodinto, creuudiku IisTBHOCTI Ta ¢GOPM  BIACHOCTI;
MariCcTpaHTH, SIKi OIAHOBYIOTh HABYaJbHUU KypC i3 JOKyMeHTOOOiry Ta [iJIOBOACTBA;
KepIBHUKH YCTAaHOB, OpraHis3aliii TOLO.
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1. OpzaHizauitiHo-po3nopsadui
doxkymeHmMu

[ moninuieHHs: opraHisanil 1 IPUCKOPEHOrO OINpalOBaHHS JOKYMEHTIB
3aCTOCOBYIOTh  YHi(QIKOBaHI CHCTEMM YIPABIiHCHKOI  JOKyMeHTamii, sKi
PO3Pi3HSIOTECS 32 (YHKLIOHA/JIBHUM NpU3HA4YeHHSM. BaximBoio B cucremi
yIIpaBJIiHHSI € OpraHi3aliliHO-po3MnopsAya JOKyMeHTalis. BoHa Bizirpae
MPOBIZHY POJIb B YIPABJIIHCBKIN [is/IBHOCTI Ta MpW3Ha4YeHa Ayt OopOpMIIeHHS
IIpOLeCiB  OpraHisaulil YIpaB/iHHS, IPaBOBOrO 3aKpillJIEHHS PO3MNOPSA4O-
BUKOHABYMX [iil Jep>XaBHMX OpraHiB, MiZBiAOMYMX IM OpraHisaljiii, yCcTaHOB.
HopmaTuBHI aKTH persaMeHTYIOTh TIIOPSIIOK CTBOpPeHHSI, OQOpMJyIeHHS U
BUKOPDUCTAHHS OPTraHi3alliifHO-pO3NOPSAAYNX JOKYMEHTIB, 1O SIKUX HaJIeXXaTh:

v ykasiBku (KepiBHi HacTaHOBH, a60 peKOMeH/allii);
v iHCTpyKIIii;

v’ Hakaswu;

v’ TOJIO>KeHHS;

¥/ mocraHoBwu;

v pimenus;

v posnopsmKeHHs;

¥ craryTu;

v’ ykasu;

v yxBanu TOmo.

OpranisaniifHo-posnopsilua JOKYMEHTAllisl CTBOPIOETHCS yYCTaHOBAMH,
OpTaHi3alisiMM, TMiANTPUEMCTBAMHU pPi3HUX THIIB ST 3aKpilUieHHs QYHKIIH,
00OB’sI3KiB i MpaB KepiBHUX OPraHiB Ta KepiBHUX OCi0 yMpaB/iHHS Ha IEBHi
cTpoku (HaKa3W, iHCTPYKUil, pO3MOPSIKeHHs], BKa3iBKH, CTaTyTH). B oxpemmx
NOKYMEHTaX BH3HAYAIOThCSI TpaBa Ta OOOB'S3KM oOpraHizauii y cdepi
IJIaHyBaHHSI, (QiHAHCIB, TOCIIOJAPCHKO-PO3PAXYHKOBOI Ais/IBHOCTI, KaIiTa/JbHOTO
OyZiBHUIITBA TOIIIO.

[lep>xaBHi, NMPUBATHI, COUJIbHI MiAIIPUEMCTB Ta YCTAaHOBU B IOBCSKJEHHIN
IisUTBHOCTI KepPYIOThCSl 3aKOHaMM (aKTamu) opraHiB gep)xaBHoi Bmazu. [Ipore,
KOXXHa TIpylla TAaKUX 3aK/JajiB YU YCTAaHOB MA€ CBOl IHCTPYKILl, IMOJIOXXEeHHS,
MpaBUIa, CTaTyTH TOLLO.

[lo opraHizaiiHO-pO3NOPSAAUYMX HAIEeXKATh TAKOX JOKYMEHTH, SIKI MiCTSTh
BHMMOT'Y BHECTH 3MIHU U TOMOBHEHHS 0 PaHillle BUAAHUX 1 B)Xe YUHHUX HaKa3iB,
pOo3TopsiKeHb TOIO. Lle BUK/IMKaHO TeBHUMHU 00'€EKTUBHUMH OOCTaBUHAMH, IO
3'SIBUIMCSI B TIPOIECi CTAaHOBJIEHHSI ¥ yTBep)KeHHS JeMOKPAaTUYHUX IPAaBOBHUX
HOPM Y Jlep)XaBi. 3 1ji€l )X IPUYMHU YXBaJIIOIOTh PillleHHS ¥ BUJAIOTh HaKa3W Ha
PI3HUX PIBHSX LOJ0 BU3HAHHS JeSKUX OPraHi3allifHO-PO3NOPSAAYMX JOKYMEHTIB
TAKHWMH, [0 BTPATHU/IA YUHHICTS [35].



1.1. CTATVYT

CraTtyT - opraHizaliiHUNA [AOKYMEHT, IO MICTUTh 3BeJEeHHS
MpaBW, SIKI PeryaliloTh Jis/IbHICTh YCTAaHOB, TOBAapUCTB 1
rpOMaJsiH, IXHI B3a€EMWHM 3 IHIIMMHM yCTAaHOBaMM i
" rpOMaissHaMH, TIpaBa i 0OOB'sI3KK B TMeBHiN cdepi Aep>KaBHOTO
' / YIPaBJIiHHS, TOCIOJAPChKOI a00 iHIIOI AiSI/TBHOCTI.

3arasbHi CTaTyTH 3aTBeP/KYIOTh BUIL OPraHM JepP)XXaBHOI BA3/iv, & CTAaTyTH
I'POMaZICbKMX OpraHi3aliii mpUiMarTh 1 3aTBEpPKYIOTh Ha IXx 3'13/aX; CTaTyT
IOPUANYHOI 0COOM — 3aTBEPPKY€E MOro 3aCHOBHUK (YYaCHUK) Ta LW AOKYMEHT
MIiJJISITAa€ peecTpalil B YCTAaHOBIEHOMY MOPSIAKY.

CTaTyT Ha/leXUTh O YCTAaHOBYMX JOKYMEHTIB IOPUAMYHOI ocobm. Sk
MPABUJIO, BUMOTH 0 OPOPMJIEHHS U 3MICTy CTaTyTy BU3HA4YalOTh HOPMATHBHO-
MPABOBi aKTU. B yCTaHOBYMX AOKYMEHTaX IOPUAMYHOI OCOOM 3a3HAYAKOTHCS: 11
Ha3Ba, MICLIe3HAXO/)KeHHsI, TMOPSJOK YIPAaBAiHHS JiS/IbHICTIO, @ TaKOX I1HIII
BiJOMOCTI, TepenbaveHi 3aKOHOJABCTBOM /ISl IOPUAWYHUX OCIO BiJMOBiAHOTO
Buay. Tak, 3rigHo 3 locmogapchkuM KoJgeKcoM YKpaiHM, CTaTtyT cy0'ekTa
rOCIOJAPIOBAaHHS TOBUHEH MICTUTHU BiOMOCTI NPO:

MOro Ha3BY U MiCLIe3HaXO)KeHHS;

MeTy Ta IpeaMeT Jisi/IbHOCTI;

PO3Mip i MOPSITOK YTBOPEHHS CTATYTHOTO ¥ iHIINX GOHAIB;

MOPSIZOK PO3MOAiTy MTPUOYTKiB i 30UTKiB;

OpraHU yIIPaBJIiHHSA Ta KOHTPOJIIO, 1X KOMIIETEeHLIIO;

YMOBH peopraHisaiii ¥ /mikBijgamnii cyd'eKra rocrnojaproBaHHS;

iHIIi BiZOMOCTI, MOB'sI3aHi 3 0COGMBOCTSIMM OpraHi3aIiitHOl dopMu
cy0'eKTa roCro/lapioBaHHs, epeadavYeHi 3aKOHOAABCTBOM.

Omxe, CTAaTyT IOPUIUYHOI 0COOM BU3HAYAE i CTPYKTYPY, BUAU i HaNpsIMU
HiSUTBHOCTi, TIOPSIAOK YHIPAB/AiHHS Ta IHIII TWTAaHHS JisSUIBHOCTI Cy0'€KTa
rocrozaptoBadHs. CTaTyTu 6yBarOTh TUIOBI, iHAMBIAyaIbHI (pHUC. 1).

Tunosi
InpuBigyanbHi
SIK TIPABUJIO,
PO3POOIISIOTHCSI '

CTBOPIOIOTBCSI HA OCHOBI
OpraHaMy BULIOTO TUIIOBUX CTATYTIB, WO 1

PiBHS, 17151 OMHOTHUITHUX | KOHKPETHU3YE iX
3a XapaKTepoM

JiSI/IBHOCT1 YCTaHOB

SRR

Puc. 1. Kaacugikayia Cmamymis



Cratytu HazexaTtb A0 CKJIAJHUX [JOKYMEHTIB, 1X CTPYKTypy 1 3MICT

BHM3HAYa4lOTb

YCTaHOBU-PO3POOHUKH.

Odopmnenns

CTaTyTy Mae€

NeBHY

cneriniky (puc 2). Ha #toro turynpHiil cTOpiHI[ MaloTh GyTH MPHUCYTHI TaKi

PEKBI3UTU:

3aIuC MPO AepXXaBHY peecTpaliito, 3acBifyeHUi ‘
Ie4YaTKOI0 OpraHy, SKUU 3[11MCHUB peecTpaliiio

* MPOCTABJISIETHCSA Y IIBOMY BEpXHbOMY KYTI

rpu¢ 3aTBEPIKEHHS CTAaTyTy 3aCHOBHUKAMH a00 ‘
y4aCHUKaMU

* NIPOCTABJIIETHCS y IPAaBOMY BEPXHbOMY KYTi

Ha3Ba BUJYy JOKYMeHTa

* MPOCTaBSIETHCS Y LLEHTPi CTOPIHKU

opraHi3aniffHo-IIpaBoBa ¢popma yCTaHOBH Ta il ‘
iHAWBIya/IbHA Ha3Ba

¢ IPOCTABISAETHCAY ]_I;eHTpi CTOpiHKI/I HI,Z[ HAa3BOIO JOKYMEHTA

Miclle Ta PiK CKJIaJlaHHs a00 BUJAHHS

* HaJi MeXXero HIKHBOTO Oepera, mocepeguHi

3ap eecTH OBAH 0
DIILUEH HAM BHEOHKO MY

{Ha=Ba panm)

{micto, obnacte)

¥ 20035,

SACcTYTIHHE I'ONoE"

(mim)

3 ATECPMACHO ZaCHOBTH KO M

I:SELEI']. DEH]:[EEI\E’I}
HH 1EECTO{)
I I

(Hasea MgNPHEMCTES 2ACHOBHRES)

CTATV¥T

(T0BHA HasEa NIANPHE MOTES)

Puc. 2. 3pazok mumyavHoi cmopinku Cmamyma



TekcT cTaTyTy OPOPMIIAIOTH HA iHIIMX CTOPiHKaX. [/is1 4iTKOTO BUK/IaJeHHS
3MICTY CTATyTy W KpalLlOro CHOPUNHATTSI TEKCTy, MOro MOZL/ISIIOTh Ha PO3JiIn
(cTaTTi), MAPO3AIH, YHKTH, MiJIYHKTH, IKi HyMEPYIOTh apabChbKUMH TP PaMHU.
CTpyKTypa TEKCTY CTAaTyTy MOXXe 3MiHIOBATHCS 3a/IE)XHO Big GOpMHU BIACHOCTI Ta
opraHisaiiiHo-mpaBoBoi  GOpMU  yCTaHOBU (JEepP)KaBHOTO  IMiJIPUEMCTBA,
aKI[iIOHEPHOT'O TOBAPHCTBA, KOMYHA/ILHOTO MiANPUEMCTBA TOIIO) [42].

CraTyT niAMpUEMCTBA CKIAJAETHCS 3 BiAIOBIAHUX PO3AiIiB:

1. 3arasibHi TOJIOXKEHHs, TpeameT (BUI), OCHOBHI Ii/li Ta HaNpPAMU
SITBHOCTI.

2. 3OBHIITHbOEKOHOMIYHA [IisSI/IbHICTh.

3. [IpaBa mignpuemcrsa ($pipmu), iforo MaitHo.

4. BUpoGHUYO-TOCTIOfAPChKA  [isIbHICTD, YIPABIiHHSA MiATIPUEMCTBOM Ta
AOTO0 TPYZOBUM KOJIEKTUBOM.

5. Opranisaiisi Ta orniara npartj.

6. Po3noin mpubyTKiB 1 KOMITeHcalist 30MUTKiB.

7. O61iK, 3BiTHICTH i KOHTPOJIb.

8. [IpunyHeHHs AISIBHOCTI MIATPUEMCTBA.

Y crarTyTi, 3riZiHO i3 3aKOHOJABCTBOM YKpaiHH, 3a3HA4at0Th (puc. 3):

N\

1 BJIACHMKA 1 HaliMeHYBaHHsI MiJIPUEMCTBA, HOr0 MiCLle3HAXOKEeHHS;
\

2 npeaMer i 1i/Ii AisIbHOCTI;

j\!

3 OpTraHU YIPABIiHHS; MOPSAAOK iX GOPMyBaHHS;

KOMIIeTeHIIil0 if TOBHOBa)XeHHS TPYA0BOIO KOJIEKTHUBY Ta

4 HI0ro BUOOPYMX OPTaHiB, SIKi MAIOTh IIPaBO MPEJCTAB/ISITH
iHTepecH TPyZOBOTO KOJIEKTUBY (Pa/ix TPYZOBOTO KOJIEKTHUBY,

J podCITiIKOBUI KOMITET TOLIO);

5 MOPSIAOK YTBOPEHHS MaiiHa MiATIPUEMCTBA;

/

6 YMOBM peopraHisaljil Ta NPUIMHUHEHHS Jis/IbHOCTI MiJIPUEMCTB.

/

Puc. 3. Akyenmosi cknadosi Cmamymy



[Ipy HaliMeHyBaHHI MiANPUEMCTBA BKa3ylOTb MOro HasBy, BH],
nignpuemMcTBa (iHIUBigyanbHe, KOJIEKTHBHE, [ep)KaBHe TOLIO) Ta iH.

Ilo oco6uBOCTEN IisITBHOCTI MANPUEMCTBA (SIKi TEX MOXKYTh 3a3HAYaTUCS
B CTATYTi) HAa/IE€XATh:

¥/ TMONIOXXEeHHsT TpPO TPYJAOBi BiIHOCMHM, $IKi BUHUKAKOTh Ha OCHOBI

YJIEHCTBa;

v/ NMOBHOBa)XeHHSI, MOPAJOK CTBOPEHHS Pajiy MiZINPUEMCTBA;

¥/ ToBapHMIi 3HaK Towo [32].

Cratyr ojopmisitoTh Ha apKywax mnanepy d¢opmary A4 ApyKapCbKUM
crioco6oM. Yci apKyur CTaTryTy 3LIMBAIOTh, IMPOIIHYPOBYIOTH i CKPIiIlTIOIOTH
nevyaTkor. CTaTyT € miACcTaBoo [t po3po0IeHHs ITOI0)KeHb, IIPABUJI TA IHIINX
IOKYMEHTIB, yTBOPIOBAaHHX B YCTAaHOBI [42].

1.2. CTPYKTYPATA HITATHA YU CEJIBHICT b

CTpyKTypa Ta IITaTHA YMCEAbHICTh — OpraHi3aliiHUi ]
IOKYMEHT, Y SIKOMY BU3HAQ4a€ThCS MepeJsliK CTPYKTYPHUX
MiIPO3Ai/IiB IOPUANYHOI 0COOH, TIOCA/L T BiZIOMOCTI PO
KUIBKICTh IITaTHUX OAUHUILIb.

BigmoBigHO [0 MyHKTy 3 cTaTTi 64 l'ocmogmapchKoro Kojekcy YKpalHWM:
«IlizmpuemMcTBO CaMOCTIAHO BHW3HA4Ya€ CBOK OPraHis3aliliHy CTPYKTYPY,
BCTAHOBJIIOE YMCEbHICTh MPAL[iBHUKIB i LITATHUM PO3MUC» [4].

IIpoeKkT CTPyKTypMu 1 HITaTHOI 4YMCE/NBbHOCTI, 3a AOPYYEeHHSM KepiBHHKA
IOPUAUYHOI 0COOH, SIK TPABUJIO, CKJIA/Ia€ KapoBa cayxba (0cob6a, BiAmoBizanpHa
32 po6OTY 3 Kagpamu). 3aTBEPIKYE 1€l JOKYMEHT KE€PIiBHUK HOPHUANIHOI 0COOH.
KpiMm TOro, cTpykTypa ¥ LITaTHa 4YHCENbHICTH MOXe OyTH 3aTBep/KeHa
pPO3MOPSIIYMM  TOKYMEHTOM - Haka3oM (pO3MOpsAMHKEeHHSIM) KepiBHUKA
IOpUJUYHOI 0cobH, 06e3 TOromKeHb i3 BHUOOPHMM OPraHOM II€PBUHHOI
npodCiKoBoi  opraHizamii  (MpodCmiIKOBUM  MPeACTaBHUKOM),  IHIIUM
YIOBHOBXEHUM HA TMPeJCTAaBHULTBO TPYLOBUM KOJEKTUBOM OpraHoM. 3a
noTpeby, CTPYKTypa U INTaTHA YHCENTbHICTh MOXe OyTH TOro/KeHa 3
KepPiBHULITBOM I0PUIUYHOI 0COOU BUILOTO PiBHSI.

CTpyKTypy Ta INTAaTHY 4YHCeIbHICTh OQOPMIIOIOTh HAa 3arajJbHOMY
O6MaHKy OpUAWYHOI o0co6M abo Ha CTAaHJAPTHUX apKyllax Manepy
dopmary A4 (puc. 4). Tlig vac opopmaeHHs CitiJ MaTH Ha yBasi, 11[0:

¥’ IaTOI0 LBOTO OKYMEHTA € JaTa HOro 3aTBepyKEeHHS;

v TeKCT CTPYKTypM Ta IWITaTHOI 4YHCENBHOCTI OPOPMIIOIOTH Yy BWIJISAZ]
TaOInL;

v mignucye ueii MOKyMeHT TocajoBa o0coba, BigmoBigasbHa 3a  Horo
MIATOTOBKY;

8


https://zakon.rada.gov.ua/laws/show/436-15?find=1&text#Text

¥/ Bi3ye CTPYKTYypy Ta IITaTHY YMCEIbHICTh — KEPIBHUK KaJPOBOI CITY>KOU;

v’y pasi MoromxeHHs CTPYKTYpM Ta WITATHOI 4YMCENbHOCTI 3 IOPUAMYHOIO
0c00010 BHIIOTO PiBHA, — OOOB'SI3KOBO OQOPMIIOIOTH pekBi3uT «['pud
ITOTOJIPKEHHSI»;

v ocobucti mignucu mnocagoBux oci6 y rpudi saTBepmixeHHs i rpudi
MOTO/DKEHHST CKPITUIIOIOTh TeYaTKaMM  BIiAMOBIZHUX OpUAWYHHMX 0Ci6 (3a
HAsIBHOCTI);

¥/ 3MiHU [I0 CTPYKTYpM Ta IITaTHOI YMCeIBHOCTI BHOCATh Ha MifCTaBi HaKasy
(po3mopsipKeHHsI) 3 OCHOBHOI [IisUIBHOCTI fopuanvHOI oco6u. KimpkicTh i
NepiogUYHICTh TAKUX 3MiH MPOTSITOM POKY He OOMEXY€eThC [15].

Yrihikopana Gopma CTpYRTYPM 1| ITATHOT SHCENBHOCTT BPHIHHHOT oo

Koz OKY ]
[t AN EHYBAHHA KIpHIHYHOT ocobi)
JATBEMKYED
CTPFYETY¥PA I IITATHA
YHCEJBHICTh {HafMEHYBAHHS NOCATH KepiBHHES
Na BOpHIHE 0T aoodin)
{ocoducTil miane) (IHI0an(H), npissEne)
(MiiCIe CRIATEHHA) v 20 p

KinekicTs mraTnHx
OMHHHIE
1 2 3

Neafn | Haiimenynanns cTpyKTypHOTO MiZposaimy T2 nocan {npodgeciii)

Pazom

(HafiMeHyBaHE NOCanH ocodi,
BiANOBLIAMLHET 33 DIATOTORKY CTRYKTYRH {ocofucTnil nignie) (iniuian(u), npiasEuge )
i LITATHOT WCeIBCTT)

Bizu

Cpud noromxenna (32 nompedi)

Puc. 4. YHigikosaHa popma cmpykmypu ma WmamHol HucebHOCmI
9



1.3. IITATHHUH PO3ITUC

IIlTaTHMIT po3NMMC - OpraHi3auiiHUN JOKYMEHT, Y SIKOMY
BU3HAYAETHCST TMepesnik mocan (mpodeciit), KiAbKICTh MITATHUX
OIMHUIIb, PO3MIp MOCAIOBUX OKJIa/iB, HaZI0ABOK i JOTJIAT 32 YMOBH,
IO OCTAaHHI mepeAbayeHi CHUCTEMOK OIUIATA Mpali W MawTh
MOCTIMHMI XapaKTep (HapUK/IaZ, HAYKOBUI CTYIiHb, BU€HEe 3BaHHS,
BHUCJIYTY POKiB, pOOOTY B HIYHMM Yac TOIIO).

BigmoBigHo mo myHKTY 3 cTatTi 64 ['ocmogapcbkoro Komekcy YKpainu (4],
IOPHUIUYHI 0COOM MAIOTh MTPAaBO CAaMOCTIHO BU3HAYaTH CBill IITaTHUI PO3IHC.

Po3po6sitoTh IITaTHUI PO3MUC HA MiJCTaBi 3aTBEP/KEHOI CTPYKTYPH i
IITATHOI YMCENBHOCTI IOPUAWYHOI 0COOM, TIOJIOKEHHSI MPO OTJIaTy Mpali Ta 3
yPaxyBaHHSIM BHMOT 3aKOHOJABYMX I IHUIMX HOPMAaTUBHO-IIPAaBOBUX aKTiB.
HaiimenyBanust mocag, (mpodeciii) y IITaTHOMy pPO3MHCI MAalTh BiJMOBiJaTH
ynHHOMY HawnioHanpHoMy kmacudikatopy Ykpainum JIK 003:2010 «KnacudikaTop
npodeciii» [31].

[Tpo€eKT IWTAaTHOTO PO3MKUCY, 32 AOPYYEHHSIM KePiBHUKA IOPUAUIHOI 0CO0H,
SIK TpaBWIoO, rotye ¢iHaHCOBa Cry)x0a IOpUANYHOI 0COOHM. 3aTBepKye Leit
DOKYMEHT KepiBHHMK IOPHUIWYHOI 0c0OM Ha moTouHuii pik. Kpim Toro, mratHuit
pO3MUC MOXe OyTH 3aTBepPKEeHO BiAOBIAHUM PpO3MOPSATYUM [TOKYMEHTOM —
HaKa3oM (pO3MOpSIKeHHSIM) KepiBHHUKA OPUAUYHOI 0cOOH, 6e3 MOromKeHb 3
BUOOPHHMM OpraHOM TepBUHHOI mpodcriikoBoi opraniszauii (mpodcminkoBum
MPeJCTaBHUKOM), IHIIMM YIOBHOBOXEHUM Ha TPEJCTABHULTBO TPYAOBUM
KOJIEKTUBOM OPraHOM. 3a MOTPeOH, - IITATHUI PO3MUC MOXKe OYTH MTOTO/KEHUH 3
KEePiBHUIITBOM IOPUANYIHOI 0COOU BUIOTO PiBHS.

HITaTHuii po3nuc oPpoOpMIIOIOTH HAa 3ara/IbHOMY OJIaHKY IOPUAMYHOL 0COOHU
ab0 Ha CTAaHAAPTHUX apkymwax mnamepy ¢opmary A4 (puc. 5). Ilig wyac
obopMIIeHHS CJTi/i MaTH HA yBas3i, 110:

¥ [IaToro LbOro JOKYMeHTa € JaTa HOro 3aTBep/pKeHHS;

¥’ TeKCT ITaTHOro po3nucy 0pOPMIIIOIOTh Y BUT/ISA Ta6IMIL;

¥/ mignucye ueli JOKYMeHT mocajoBa ocoba, BigmosiganbHa 3a  iHoro
MiATOTOBKY;

v/ Bisye mTaTHMI posmuc KepiBHMK ¢iHaHCOBOI cayx6u  (romOBHUIA
Oyxranrep);

Yy pasi MOro/pKeHHs IITATHOTO PO3IMHCY 3 IOPUIUYHOI 0COOOI0 BHILOTO

piBHSI, 000B’sI3K0BO 0pOPMITIOIOTH PeKBi3UT «['pr¢ moromreHHs»;

¥v" ocobucri migmucu nocagmoBux oci6 y rpudi 3aTBepmikeHHs i rpudi
MOTO/DKEHHS CKPIIUTIOIOTh TeYaTKaM{  BIANOBIZHUX OPUAWYHUX 0Ci6 (3a
HasABHOCTI);
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v/ 3MiHM O INTaTHOrO pPO3MUCY BHOCATH Ha THACTaBi  Hakasy
(posmopsiHKEHHSI) 3 OCHOBHOI MisIBHOCTI OpUANYHOI ocobu. KimbkicTh i
MEepioAUYHICTh TAKUX 3MiH MTPOTSATOM POKY HE OOGMEXYIOTHCS [15].

Yripikosasa (hopMa IWITATHOTO POMIHEY KPHAHYHOT 0cobn
Kog JKY /]
{ EARMEHYBAHEA KOPHIHTHO 000l
FATBEPTANYHD
HWTATHHH PO3NNAC
N { Haflsbe HYBAHHA MOCATH KepiBHEE
BOpIEHH 0T 0oodan)
(MiCile CRIANEHAT) {ocobReTHR miamme) (iHisana), npiasEme)
" (L} ﬂ
H pik - -
M. IL
- MicaaH i
Haitmenyn: Koasa | oy cien, | Mocanosuit | HanGass -
. AHMCHYEAHHA - - = LIBEKICTE OCaIOBHH AOZBEH., l:l."l?H,]
e CIPYET : HOTD Hufiursynamers | Kuacegi- LITATHHX AT O TH sapodiT
i} F'} ""T-' ) nocanan (npodecii) | earopou ) ) ek - ! ..F{_ .
LENRI e L AR R e OAHHHIL I'PH I'PH HiN ILUEITH,
npospeciii
I'PH
1 2 3 4 3 6 7 B
Pazom
(HalimeHYBAHIS MOCATH OC0hH,
BLANOBLIAELEGE 38 NTOTOREY
WITATHOMD POHIHCY) {ocofacTiHR mipme:) (isimian(n), mpiisEne)
Bizn
['puip noroxsenna (3a nompetu)

Puc. 5. YHigikosaHna ¢popma wmamHoz20 posnucy
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1.4. KOJIEKTUBHUM IOTOBIP

KonekTuBHMITI [#OTOBip - O0O0OB'SI3KOBUU /1 OyZAb-sAKOI
IOPUAMYHOT 0CcOO0M (e BUKOPHCTOBYIOTH HAWMaHy IMpalfio)
OpraHi3aliiHUN JOKYMEHT, W0 YKIAJAETHCS MK poOOTOAABIEM
i3 opmHiei cTopoHU i ogHMM abo KibKOMa NPOQCHiTKOBUMU
opraHam# (a y pasi BiZICyTHOCTI TaKMX OPraHiB — MpeACTaBHUKAMH
NpalLiBHUKIB, OOpaHWMMH 1 YIOBHOBLXEHMMH  TPYLOBUM
KOJIEKTUBOM) — 3 iHIIIOI CTOPOHH.

LluM 1OKyMEeHTOM BU3HAYAIOThCSI B3a€MHI 3000B’sI3aHHSI CTOPiH, 3 METO0 —
peryloBaHHSI BUPOOHUYUX, TPYJOBUX i COLIia/IbHO-eKOHOMIYHUX BiJHOCMH W
y3TO/DKeHHSsI iHTepeCiB MPAI[iBHUKIB Ta poOOTOIABIIA.

[Io/10)XKeHHsT KOJIEKTUBHOTO AOTOBOPY IMOLIMPIOIOTHCS HA BCIX MPaliBHUKIB
IOPUANYHOI 0COOM, HEe3aJIe)XHO BiJj TOTO, YM € BOHU YIe€HaMU MPODCIiKH, i €
000B’SI3KOBUMU SIK JIsi pOOOTOABIISL, TaK i /T BCiX TMPAI[iBHUKIB IOPUIAYHOIL
ocobHu.

KonextuBHMiT [0roBip, fK NpaBwiIo, OQPOPMIIOIOTh HA CTAaHAAPTHHUX
apkyuiax narmepy ¢popmaty A4 (puc. 6). ITix yac opopmmeHHst ciif MaT Ha yBasi,
110:

v/ KONIeKTMBHHMIA [OTOBIp TiJJiArae 3aTBEP/KEHHIO TPOTOKOJIOM 3araabHUX
300piB TPYZOBOTO KOJIEKTHBY i € IOJATKOM IO I[bOTO IOKYMEHTQ;

¥/ TeKCT CKIAfla€ThCsl 3 PO3JiMB, fIKi, Y CBOIO Yepry, MOXYTb TOMiIATUCSA Ha
INYHKTU Ta MiJIYHKTA i HYMepPyIOTbCSI apaOChKUMHU IUPpamMu. 3MICT TeKCTy
BU3HAYAETHCSI CTOPOHAMU JOTOBOPY Y MeXKax IX KOMIeTeHIlil 1 Ma€ BiAIoBigaTu
YUHHOMY 3aKOHOMABCTBY. KpiM TOro, y TekcTi MOXyTb OyTH mepembayeHi
IOJATKOBI, TOPIBHSIHO 3 YAHHUM 3aKOHOJABCTBOM, FapaHTil, COL[ia/IbHO-MOOYTOBI
MiJIbIY, 30KpeMa ILOAO JUTSYOrO0 O3JO0POBJIEHHsS, MPUAOAHHS HOBOPIYHHUX
MOAPYHKIB /ISl AiTeil mpaliBHUKIB TOIIO. [Ipu 11bOMY, 3a00pOHSIETHCS BKIIIOYATH
0 AOTOBOPY YMOBH, WLI0 MOTIPIIYIOTh CTAaHOBWILE TMPAlL[iBHUKIB, MOPIBHSIHO 3
YUHHMM 3aKOHOJ,aBCTBOM;

v/ KO y KOJEeKTHBHOMY J[IOTOBOPi HaJaloOThCs iHIN  opradisauiiiui
JOKYMEHTH — IIOJIOKeHHs, MOPSJKW, IHCTPYKUil, @paBMJa TOWO, TO IX
0bOPMITIOIOTh SIK AOJATKHM HA OKPEMHUX apKyllax TMamepy, a Yy BiAmoOBigHUX
MYHKTax JOTOBOPY POOJISATh MOCWIAHHS Ha Ui AOAATKHU. [Ipy LbOMy, peKBi3UT
«BigmiTKa PO HasABHICTH TOJATKIB» MiC/IS TEKCTY OTOBOPY HE 0POPMITIOIOTh;

v' KOXHHWH [0JATOK [0 KOJNEKTHBHOTO JOTOBOPY MOBMHEH MaTH BiIMITKY y
BEepXHbOMY MpPAaBOMYy KyTi MepLIOrO apKylla JOoJaTKa, 3 TIOCHJIAaHHSIM Ha
BiZTTOBIZHMI MyHKT (ITAIYHKT) TEKCTY ZOTOBOPY;

¥’ mifnucy cTOpiH po3MilllyI0ThCS Ha OJHOMY PiBHi y 1Ba CTOBIYUKHY;
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¥/ KONEeKTMBHHMI [OroBip HaGWpae YWHHOCTI 3 [AHsS MHOro MiANHUCaHHS
NpeICTAaBHUKAMU CTOPiH a00 3 IaTH, 3a3HAY€HO1 y TEKCTi JOTOBOPY.

¥/ micia 3aKiHYeHHS CTPOKY fiii KOJEeKTUBHMIA JOTOBIp MPOAOBXKYE HiATH [0
TOrO 4acy, KOJHM CTOPOHM He YK/IaZlyTh HOBHU ab0 He mMeperasiHyTh YWMHHUN
IOTOBIp, SIKIIO iHIlIe He epesbaveHo Y TEKCTI JOTOBOPY [15].

YuijikosaHa JOpaa EONEKTHEHOMD J0I0BOPY

Kog JIKY

(HEAAMEHYBAHEA KipHIH9H0T ocodin)

SATBEPKEHO

[IpoTokon 3aranenux 3Gopis
TPYAOBOTO KOTEKTHBY

(HARMEHYBAHHA KIpHIHIHG ooodi)

Ne

KOJEKTHEHHHA JOrOBIP

na 20 - 20_  pokm

1. 3araneni nonomenns

2. Opranizauia npaui, 3afe3neqeHH MPOIYKTHEROT 3afinaToCTi

3. [lopazox npuiivanna Ha poboTy | 3BIIEHEHNA 3 poDOTH NPAIEHHKIR {poDITHHKIR)
4. Hopayrauua ii onnata npaui

5. Beranornexua rapanTiii, niaer i KoMnencanii

6. Pexyum poboTH, TpHBATICTE po0OUOTO Yacy i BIANOYHEEKY

7. Oxopona npani

8. Couianene i Meguune obenyronynanna npagisuukis {poSiTHHKIR)

Q. lapanTil AiANENOCT] NpeacTARBNHLEKEY opradizaniii npanisnnkis (podiTHHKIE)

10. BianosigansuicTe CToOpin | BHpilIenns cnopin

11. Jaxnmwoyni nonoEeng

[HalisiesyEHHE MOCANH KeriBHERD (HafisesyEaHHE MOCAIH KEPiBHHKD
HIPEIHSEHOT oeodi) npofiemiIReBOT 9H HINOT NPeLeTLHHILOT
OPraHIENL TRYROBOMD KOeRTHEY)

(ocofHeTil maniee) (iHuaan(i), opisuue)

{oeolucTad nigmec) (iHingani), npitaane )

Puc. 6. YHigikoeaHa ¢popma konekmusHo20 002080py
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1.5. [IPABHUJIA BHYTPIHIHBOT'O TPYAOBOTI'O PO3ITIOPAAKY

IlpaBuna  BHYTPIilIHBOTO  TPYAOBOTO  PO3NOPSIAKY  —
00O0B’SI3KOBUH /151 Oy[b-IKOI IOPUAWYHOI OCOOW OpraHi3aliitHHi
JOKYMEHT, 110 perjlaMeHTy€e OpraHisaliio Mpali, 30KpeMa BU3Havae
HOPSIAOK MPUIHSTTS Ta 3Bi/IbHEHHS 3 pOOOTH MpALiBHUKIB, B3a€MHI
3000B’I3aHHS KePiBHUIITBA Ta MPAL[iBHUKIB, Pe)XUM pOOOYOTO HS,
BUJIU 3a0XOYEHb 3a YCIiXU y PoOOTi, a TAaKOX BiAOBiZAIBHICTD 3a
MOpYILIEeHHs TPYAO0BOI AUCLHMIIIHU.

SIK mpaBWO, MIATOTOBKY HPOEKTY IPaBUI BHYTPILIHBOTO TPYZOBOrO
PO3MOPSAKY 3AIMCHIOE KaZipoBa ciyk6a (ocoba, BiAmoBimanbHa 3a pobOTy 3
KaJipaMH) IOPUIUYHOI 0CcOoOu. [liAroToB/MeHMIT MPOEKT MPaBW/ HAZAETHCS, HA
O3HaliOMJIEHHSI ¥ BHECEeHHs, 3a HeOOXiIHOCTi MPaBOK i JOMOBHEHb, YCiM
npaliBHUKaM IOpugu4YHOi ocobu. Ilicis pmoompaufoBaHHSI, TPOEKT IPABUII
Y3TO/DKYEThCS 31 CTY)KOO0I0 OXOpOHM Tpaii (iHCITEKTOPOM 3 OXOPOHH TIpaiii)
IOPUIUYHOI 0COOU. SIKIO y CTPYKTYPi i WITATHI YMCEeNTBHOCTI IOPUIUYHOI 0COOHU
TaKol He mepenbayeHoO, TO, — 3 BUOOPHUM OPraHOM NEPBUHHOI MPOdCITiIKOBOI
opranisanii (mpodCIiKOBUM MPEeACTaBHUKOM), IHIIMM YIOBHOBLKEHUM Ha
NpeACTaBHULTBO TPYJOBUM KOJIEKTUBOM OPTaHOM.

[IpaBu/ia BHYTPILIHHOTO TPYAOBOTO PO3IOPSAKY MOXYTh OyTH opOpMIIeHi
Ha 3arajJibHOMy OJIaHKY IOpPUANYHOI 0cOOM ab0 HA CTAaHJAPTHHX apKyllax Harnepy
dopmaty A4 (puc 7). ITix vac opopmieHHs ciig MaTH Ha yBasi, 1O:

v npaButa BHYTPIILIHBOI'O TPYAOBOIO PO3MOPSAKY MiJJIraloTh
3aTBEP/)KEHHIO MPOTOKOJIOM 3arajbHUX 300piB TPYZOBOrO KOJEKTHBY i €
J0JATKOM [0 LIbOT'O JOKYMEHTa;

v/ TeKCT TpaBU/I CKIAJA€ThCsl 3 PO3ZALIIB, 5Ki, Y CBOIO Yepry, MOXYTh
MOAIISITACS Ha MYHKTH Ta MiZITYHKTH i HYMePYyIOThCSI apabChKUMU LU pamMu;

v/ K10 Yy MpaBW/IaX HAaJAKThCA iHII OpraHi3aLiiiHi JOKyMEHTH — MOPSAKH,
iHCTPYKIil, mepemiku TOWO, TO iXx OPOPMIIIOIOTH SIK AOJATKA HA OKPEMHUX
apKyllax Mamnepy, a Y BiAMOBIZHUX MYHKTaX MPaBUI POOJISITh MOCUIAHHS Ha Iii
pogatku. [Ipu ppomy pekBi3uUT «BigMiTKa OpO HASIBHICTh [OJATKIB» IMICJIS
TeKCTY IIPaBUI He 0QOPMIIIOIOTH;

v/ KOXXHMI JOATOK /10 TIPaBUJI TIOBUHEH MATH BiIMiTKy Y BEpXHbOMY MPaBOMY
KyTl Meploro apKylla JOoJaTKa 3 IOCWIAHHSIM Ha BIANOBIAHWNA IYHKT
(MiATTYHKT) TEKCTY MpaBUIT;

¥ mifnucye npaBWia BHYTPIlIHBOTO TPYJOBOTO POBMOPSAAKY iX YKIajad, sIK
MIPaBUJIO, KEPIBHUK KaApoBoi ciayx6bu (ocoba, BiAmoBizaspHa 3a pobOTYy 3
Ka/IpaMH) IOPUAUYIHOI 0COOH;
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¥/ Bisye nmpaBuia — KepiBHUK CIy)X6W 0XOpoHU mpani (iHCIeKTop 3 0XOpoHU
npaiii) OpUAUYHOI 0COOH;

¥’ 3a HEOOXiZIHOCTI, MpaBU/Ia MOTOMKYIOTh 3 BUGOPHUM OPraHOM MEepPBUHHOI
npodcmikoBoi  opradizanii  (IpodCrHiIKOBUM  TPEACTaBHUKOM), IHIIAM
YIOBHOBA)XEHUM HA TMPEACTAaBHULITBO TPYZOBHM KOJEKTUBOM OpraHoMm. Y
TAaKOMY pas3i, y mpaBuiax 060B’13KOBO 0PpOPMITIOIOTh Tprd MOromKeHHs [15].

YHijikomHa pya Npasill BHYTPILHEDDG TRY.I0BOTD POANOPAAKY

Kona JEY]

(HEARMENYBIHAA KIpHIHSHE ooodi)

JATBEPLKEHO

[MpoToxon 3arameuux 16opin
TPYAOROTO KONSKTHRY

{HafleHVEAHHA KL LIPLHOT aoobi)
Ne

NPABHIA BHYTPIIWHBOTI'O TPYJOBOTI'O POINOPHIKY

1. 3aranwii nonomenns

2. [lopanox npuiinarTa na poGoTy Ta 3BLILHEHNA 3 poboTH NpayiBHHKIE {poSiTHHEIR)
3. Oenoeni obos'3k0 npauiBuHKIB (pobiTHHEIR)

4. Ocunoeni obos'33K0 KepinHEUTEL

5. PoBounii wac | vac BLANOUHHKY

6. 3aoxouenns 3a yenixp y poboti

7. BignosigansuicTs 3a Nopylenns TPyI0B01 JNCLHILTIH

(HafiseHyEIHIE NocaIH oeobl,
BiANOBLTAMEAGT 33 DLATOTGREY {ocobueTil nigme) (ieiLpan(u), mplisnmnge)
Npaen)

Bizu

['pud noropxenns (ra nompediu)

Puc. 7. YHigikosana gpopma npasun eHympiwHb020 mpydoso2o po3nopaoky
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1.6. IHCTPYKLIA 3 AIV/IOBO/JACTBA

IHCTPYKIiA 3 AimoBoACTBA - OOOB'SI3KOBUI HOPMATHMBHUIA
aKT, L0 perjaMeHTye 3MICT Ta OpraHi3alil0 BUKOHAHHSA
IIPOLIECIB i3 II/IOBO/ICTBA OPUAMYHOI OCOOM.

[HCTpPYKIiA 3 ALIOBOACTBAa BCTAHOBJIOE BHUMOTHM ILIOJO AOKYMEHTYBaHHS
yrIpaBiiHChKOI iHpopMarii Ta opraHizaunii po60TH 3 JOKYMeHTaMH, CTBOPEHUMH B
nanepoBiti ¢opmi. [lomokeHHsT IHCTPYKIii 3aCTOCOBYIOTHCS JiMIlle B pasi
HasIBHOCTI BU3HAYeHWX 3aKOHOM ab6o akrom Kabinery MinicTpiB Ykpainu
MiZICTaB, SIKi BUSHAIOTHCSI OOT'PYHTOBAHUMM [JIsI CTBOPEHHS Ta/ab0 OTpaIjfOBaHHS
DOKYMEHTIB Y HanepoBiit ¢popmi.

[lopsimok 37ificCHEHHsSI Ai/I0BOACTBA CTOCOBHO JOKYMEHTIB, IO MICTATh
inpopmaniro 3 0OMeXeHUM JOCTYIIOM, 3a 3BePHEHHSIMU I'POMA/IsSIH, 3alTUTaMU Ha
iHpopManiro BU3HAYAETHCS OKPEMHUMH HOPMATHBHO-NIPABOBMMHM aKTaMU Ta He
MOYKEe PETyII0BATUCS IHCTPYKIII€IO 3 i/I0BOACTBA [26].

[liz 4Yac mMiATOTOBKWA I1HAMBIZya/ZbHOI 1HCTPYKLil 3 [iJIOBOACTBA JJisl
KOHKPDETHOI IOPUAWYHOI OCOOM CJIiJ, KepyBaTHUCA YHWHHUMH HOPMaTHUBHO-
MPAaBOBUMU aKTaMM, UIO0 BCTAaHOBJIOIOTh €JWHI BHMOTHM /O CTBOPEHHS
YIIPaBJIiHCBKUX JOKYMEHTIB i poOOTH 3i C/Ty>KOOBHMH JOKYMEHTAMH.

[HCTpyKUis 3 AinoBozcTBa Moxke OyTH odopMIeHa Ha 3arajibHOMY OJIaHKY
IOPUIUYHOI 0cO0M ab0 Ha CTAaHAAPTHHUX apKymiax mamepy ¢opmary A4 (puc. 8).
[Tix yac opopmieHHs cif MaTH HA yBasi, O:

v IHCTPYKI}iZ 3 [AUJIOBOACTBA IMiAJIATa€ 3aTBEPKEeHHIO PO3MNOpPSAAYUM
NOKYMEHTOM IOpUAMYHOI 0cOoOM 1 € [OAZATKOM [0 LHOr0 PO3MOPSIAYOro
JOKYMEHTQ;

v/ TeKkcT IHCTPYyKUii CKIajaeTbcs 3 PO3JiniB, $Ki, y CBOIO 4epry,
MOAI/ISIOTHCS Ha MyHKTH Ta MiATYHKTH i HyMePYIOThCsI apaOCbKUMHU Lrdpamy;

v' AKmo B iHCTPyKuUil HasaroThcst GpOpMHM, WAGMIOHU, 3pasKd TOIIO, TO IX
0pOpMITIOIOTh SIK [JOJZATKM HAa OKPeMHX apKyllaxX Iarepy, a y BiANOBIZHUX
MYHKTaX iHCTPYKIil poO/IsITh MOCUIAHHS Ha L AojaTku. Peksizut «BigmiTka mpo
HaSIBHICTh JOJATKIB» MIiC/IS1 TEKCTY IHCTPYKLil He 0)OPMIIIOIOTH;

v' KOXHUWH [0AATOK A0 iHCTPYKIi MOBUHEH MaTH BiIMITKYy y BepXHbOMY
MpaBOMy KYTi IepLIOro apKylla AOAATKa 3 MOCU/AHHSM Ha BIANOBIAHWUUA MyHKT
(MiAMYHKT) TEKCTY iHCTPYKIILT;

v/ mianmucye iHCTPYKIil0 3 [iZOBOACTBa KEPIBHUK CIY)XOM JIiJI0OBOJCTBA
(ocoba, BiAMnoOBifa/bHA 3a JIIOBOACTBO);

v" Bi3ylOTh NPOEKT iHCTPYKIII 3 /AiJIOBOJACTBA KEPIBHUKHU YCiX CTPYKTYPHHUX
MiZAPO3AiIB  IOPUAMYHOI 0COOM Ta 3acTynHUK(M) KepiBHUKA HOPUANYHOI
ocobwu [15].
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Vhiiwonana Gpopaa IHCTPYELIT 3 AiN0R0CTEL

Koz JKY ]

(HARMEHYEAHHA KIpHIHYHG ocodi)

IATBEPILKEHO

Haxaz
{Hafi s HYBEAHHA NOCAYH KeriBHHES

BT LHOT oooiiE)
Ka

IHCTPYKIIA 3 ALTOBOOCTEA

1. 3aranwni monoseHs

2. NokyMeNTYBAHKA YIIPARNIHCLKOT AlATLHOCTI

2.1. Bumord Jo cTROPEHHS JOKYMeHTIiB

2.2. Busmorx o GraHkis JOKyMEHTIB

2.3, Odpoprtenns pekBizuTiB JOKYMEHTIB

24 OcobnueocTi cknaganna i cfopMnenns ocHOBHNX BB JOKYMEHTIR
2.5 NoxysMeHTYRAHHA DIANEHOCT] KOTeTiATLHUX OPralis pRINYHol ocobH

3. Opranizauia JoxkyMeHTOOGITY

3.1. OnpamiosanMs Ta BHKOHAHHA BXIAHEX JOKYMEHTIR

3.1.1. lNpuiisannd, nepruiie oNpaoBaHHA TA NONepeaniil poIrna) JoKyMeHTin
3.1.2. PeccTpauia JokyMeHTIB

3.1.3. lMoaauua nokyMenTis Ha PpO3rNaj Ta pe3omolin KepisHHLUTES

3.1.4. HanpasaenHa JOKYMEHTIR Ha BHKOHANHA

3.1.5. Opranizania KoMTPONIO 33 BUKOHIHHAM JOKYMEHTID

32 MigroToeka i onpanioBanig BHYTPILNIX | BUXIZHHX J0KyMeHTIR
3.2.1. Cxnanaund TEKCTIE Ta 3aroI0BKIE A0 HIX

3.2.2 lMoromkenna JOKYMENTIR

3.2.3. 3aceiguenns JOKyMeHTiB

324 Natymanua Ta iMJekCyBaHHA JOKYMEHTIB

3.2.5 AgpecyBanna JOKyMEHTIR

3.2.6. Ohopanenns JoJaTKIR Jo JOKYMEHTIR

3.2.7. Odopanenna T2 33cBiT4eHHA KOMii 10KyMenTiB

3.2.8. llopanok HaacHNAHHA BHXLIHHX JOKYMEHTIR

4. 3abewneuennd 1epeseHocTi JOKYMEHTIR

4.1.Cknapanna HOMEHKNATYPH CIIPAR

4.2, Busord Jo ¢opMyBasHs cnpas

4.3 Opranizania 16epiranng JOKYMENTIE ¥ NOTOYHOMY JiNOEOICTE
4.4 TligroToBka copas g0 NepeJanHda B apXis

45. ..

(HafiseHyBAHES MOcanH oeohl,
ELANOBLIANEHOT 33 DLTOTOEEY {oeoefieTaii DnHe) FiHiLpan(i), mpiisdge )
HCTRYRLIT)

Bizu

Puc. 8. YHigikoeana gpopma incmpykuyii 3 dinosodcmea
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1.7. IOJIOXKEHHS TPO CTPYKTYPHUH MIAPO3J L1

IlonoxxeHHsT NPO CTPYKTYPHHH MiAPO3Ji/I - JIOKa/JbHUH
HOPMAaTHMBHUI aKT MiANIPUEMCTBA, SIKMM BHU3HAY€HO POJIb 1 Micle
CTPYKTYPHOTO MiApPO3JA1TYy B CUCTEMI YIPAaB/iHHS MiAIIPUEMCTBOM,
YCTAHOBOIO, OpraHisaiii€r, oro GpyHKIiii, mpaBa it 060B’s13KH [36].

Ha migcraBi moJsioKeHHsI MPO CTPYKTYPHUM MiAPO3JAi OPraHi30BYIOTh
MOBCSAKAEHHY AiSUIBHICTD CTPYKTYPHOTO MiApO3JU1y, OLIHIOIOTH pe3yJbTaTH
po06OTH, CK/IQIAfOTh MMOCAJOBI IHCTPYKIii, BU3HAYAIOTh 3aBJaHHs, PYyHKIIil, TpaBa
Ta OOOB’SI3KM, a TOJIOBHE — BiJIIOBIJa/IbHICTh TMPAL[iBHUKIB; a TAaKOX IMOCAIOBi
iHCTPYKIii, sIKi BMTAaCHUK a00 yNMOBHOBAa)X€HWH HUM OpraH po3po0ise, 3rifHO 3

BUMOTAMH YMHHOTO 3aKOHOJIABCTBA, HAa OCHOBi JloBigHWKa KBasidikaliiHUX
XapaKTepUCTUK Tpodecifi mpaiiBHUKIB [6] Ta 3 ypaxyBaHHSIM OCOOGTHMBOCTEM

IITaTHOTO PO3MHKCY.

3 MeTol perjaMeHTallil JisJIbHOCTI CTPYKTYPHHUX MiApPO3AiAiB Ta
BU3HAYeHHS iX MiCls B OpraHi3anifiHiil CTPYKTYpi MiAIPHUEMCTBA, BIACHUK abo
YIIOBHOBA)X€HWII HUM OpraH MOBUHEH PO3POOWTH, 3aTBEPAUTH i 3aCTOCOBYBATH
IIOJIOKEHHSI TIPO KOXeH 13 HUX. 3a CBOIM CTAaTyCOM NOJIOXCEHHA Npo
cmpykmypHutl nidpo3din € BHYTPILIHIM HOPMAaTUBHUM JOKYMEHTOM, Ha MiZCTaBi
SIKOTO OPTaHI30BYIOTh TMOBCSKIEHHY JisI/IBHICTh CTPYKTYPHOTO MiZPO3Ainy,
OIL[iHIOIOTh Pe3y/bTaTH POOOTH, CKJIAJAIOThH IMOCAOBI iIHCTPYKILi, BU3HAYAIOThH
3aBIaHHs, QYHKIiI, mpaBa Ta OOOB'SI3KM, a TOJIOBHE -  BiJIMOBiJAJTBHICTH
MpaLiBHUKIB.

[lonoxeHHsT MpPO CTPYKTYpPHUM MiAPO3Jia MiAIPUEMCTBA, SIK IPAaBUIIO,
pO3po0sIsie KepiBHUK TMigpo3ziy abo poboya rpyma CreiaaicTiB y Tramysi
YyIpaBIiHHS, TPYAOBOTO IpaBa Ta BIANOBIAHOTO HANpPSIMy AiSUIBHOCTI
MIATPUEMCTBA.

[IpoeKT moo)KeHHs MiAMUCYEThCS KePIBHUKOM CTPYKTYPHOTO MiZpO3JiTy
(uwreHamMmu po6OYOI TpyMH), TOTOMKYETHCS 13 3aCTYMIHUKOM KepiBHHKA
MiZTPUEMCTBA BiJMOBIJHOTO HAMpsMy pOOOTH, KepiBHUKaMU CTPYKTypPHHUX
nigpo3AiMiB abo mocazoBUMU 0co0aMU, 3 SIKUMH B3aEMOJIE 1€l MiApo3min, Ta
3aTBEP/KYETbCSI KePIBHHUKOM IIANPUEMCTBA B MNOPSAKY, YCTAaHOBJIE€HOMY JJIs
3aTBepHKeHHSI HOpMAaTHBHUX AOKyMeHTiB (rpudom «3ATBEPDKYIO»).

[licns 3aTBepmKeHHs, — OAWH NPUMIPHUK MOJIOXXEHHSI PO CTPYKTYPHUM
iz po37in 30epiraeTbCsi B KePiBHUKA MiAPO3AiNy, APYTHH — Y KaAPOBii CIIyXKOi.

[lonoxxeHHsT TPO CTPYKTYpPHI MiAPO3JiMM TUX IMiAIPUEMCTB, YCTAHOB,
OpTraHi3aLiii, JOKyMEHTH SIKUX HaAXOSTh 10 Iep>KaBHUX apXiBiB, — 30epiraroTbcs
MOCTIMHO, @ TUX, JOKYMEHTH SKMX He HaJAXOJSTh [0 JePXKaBHUX apXiBiB, — TpHU
POKM ITiCJIsl 3aMIHU HOBUMH.
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Y pasi nepeposnoginy ¢yHKUiii MDK CTPYKTYPHHUMHU MiJpO3Ji/NaMH, Yy
3B'SI3Ky 3 peopraHisaii€io (3MiHOIO CTPYKTypW) MiJIPHUEMCTBA, 3MiHU
(BOTIOBHEHHSI) [0 MOJIOXKEHHSI PO CTPYKTYPHUM MiJPO3%4in MOXKe OyTH BHECEHO
TIJIBKU HAaKa30M KepiBHUKA MiJIPHUEMCTBA.

[lonoXeHHsT TNPO CTPYKTYpPHUH MiAPO3JAiA 3aMIHIOETBCSI Ta 3aHOBO
3aTBEP/DKYETHCS, — Y pa3di 3MiHM Ha3BH MiANPUEMCTBa abo migposginy. JokymeHT
CKJIQJ,A€THCS 13 TAKUX PO3/1IIB:

[ 3araibHi IOJOXKEeHHA

* Y posgini Mmae OyTH 3a3HaY€HO: TOYHY Ha3BY CTPYKTYPHOTO MiZpO3zAiny
Ta MOTO MicCIle B OpTaHi3alliifiHii CTPYKTYpi MignpreMcTBa (TIpaBOBHA
CTaryc);  TOPSAJOK  CTBOPEHHS W JIKBifalii;  CTPYKTYpY;
NiAMOPSIAKYBaHHS; MOCaJly KepiBHHMKA CTPYKTYPHOrO MiApO3Jily Ta
MOPSIZOK MOro 3aMillleHHs y pasi BIACYTHOCTI; MOPSIJOK IPU3HA4YEeHHS
Ta 3BUIBHEHHSI NMPALIBHUKIB MiAPO3A1TYy; MOPSLOK BHECEHHS 3MiH 1
JOTIOBHEHbB [0 TI0JIOXKeHHSI; Ilepe/lik OCHOBHMX HOPMaTHUBHO-IIPaBOBUX
JOKYMEHTIB Ta IHCTPYKIIil, SIKHMH Ma€ KepyBaTHCSl CTPYKTYPHHUM
MiJAPO3/iay CBOIH AisSL/TBHOCTI.

Y po3zini He 3a3HA4YAWTHh KBamipiKaLiifHUX BHUMOT [0
KepiBHUKA CTPYKTYPHOTO MiApPO3Jily, OCKLIBKA BOHHU
00YMOBIIOIOTHCS IOTO MOCAKOBOIO iHCTPYKILi€IO.

[ 3aBAaHHA

* Po3gin Mae mictutu GOpMy/TIOBaHHSI OCHOBHHUX 3aBAAaHb (HAIpPsMIB
IisSTBHOCTI) CTPYKTYPHOTO ITiIPO3IiTy.

[ PyHKIii

* Y po3gini BcebGIiYHO XapaKTePHU3YEThCS [isUIBHICTh CTPYKTYPHOTO
MiJAPO3A1TY 1 CTyHiHb HOTO CAaMOCTIMHOCTI Y BUPILI€HHI TUX YU 1HIIUX
NUTaHb, TIOB'SI3aHUX 13  BUKOHAHHSIM  OCHOBHMUX  3aBJaHb
(3abe3mevyeHHsIM HATIPSIMIB [isUIBHOCTI).

[ IIpaBa

* Po3gin Mae wMicTMTM Tlepesik IpaB, HAJAaHUX CTPYKTYPHOMY
Migpo3ainy, HeOOXifHWUX IS peasi3zalii TMOKIAAEHUX HA HBOTO

bYHKIH.
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[ BiagnmoBigaipHIiCTH ‘

* Y po3giii nepesivyroThCs OCHOBHI MO3Ullil, 32 SKUMU NPaLiBHUKHU
CTPYKTYPHOTO MiAPO3J1Ty HECYTh KOJIEKTUBHY BIINIOBIIA/IBHICTD 3a
HEBUKOHAHHSI TMOK/IAZE€HUX Ha MiApO3Aia 3aBaaHb i (yHKIIH,
HEBUKOPUCTAHHS HAaJAHUX HOMYy IIpaB, 32 HEJOCTOBIPHICTh JAHUX Y
JOKyMEHTallil, SIKy BeJile CTPYKTYpPHUI MiJPO37iJ1, TOLLIO.

InguBigyanpHa  BiANOBIJA/NBHICT,  MNPALiBHUKIB  CTPYKTYPHOTIO
MiAPO3iny 3a HeBYacHe i HesIKiCHe BUKOHAHHS MMOCaJOBUX 000B A3KiB,
MOpPYLIEeHHs TPYJOBOI AUCIUIUIIHY, MMPaBIWI BHYTPIlIHBOTO TPYJOBOTO
PO3MOPAIKY TOIO, BCTAHOBIIOETHCS MOCAaZOBUMHM iHCTPYKIiSIMH.

{ B3aeMoOBiZHOCHHY 3 IHIIMMU MiAPO3Ai/IaMHU

*Y po3gini BHU3HAYAETHCSI KOO CIAYKOOBHUX B3aEMOBIZHOCHH
CTPYKTYPHOTIO HNiAPO3AiTY 3 IHIIUMHU NIJAPO3JA1IaMH1 MiJNPUEMCTBA,
a TAaKO)X CTOPOHHIMM OpraHi3alisiMd 3 MUTaHb, SIKI HajeXaTb [0
Or0 KOMIIETEeHIIil, 30KpeMa MoJ0 OTpPHUMaHHsA (HaJaHHS:N)
iHpopmallii, TOTOMKEHHSI JOKYMEHTIB, CITI/IBHOTO BUKOHAHHS
poboTtu i T. 1. [40]

1.8. IOCAJOBA TA POBOYA IHCTPYKIIII

ITocagoBa Ta po6o4a iHCTPYKIii — OpraHi3aniiiHi JOKYMeHTH, y }
SIKMX BU3HAY€HO 3aBJAaHHS, 000B'sI3KM, ITpaBa ¥ BiZNIOBiZAIbHICTh \
MpaliBHUKIB (POGITHUKIB) MpU BUKOHAHHI HUMU POGOTH Ha
neBHil mocazi (3a mpodeciero) [15].

[locagoBa IHCTPYKLisI — IEePBUHHUM KaJpPOBUM [JOKYMEHT, SIKUH Mae€
IOPUAWYHY CUJIy Ta CIIPUsSi€ NMPAaBOBOMY 3aXWUCTY Ha MiAIIPUEMCTBI, B YCTAHOBI,
opraHisauii. IlocasoBi IHCTPyKIl pery/olTh OpraHi3aliifHO-NPaBOBUM CTaTyC
MpAI[iBHUKIB 1 BHU3HAYAIOTh IXHI KOHKDPETHi 3aBJAHHSA Ta OOOB'SI3KM, IIpaBa,
MMOBHOBA)X€HHs, BIiANOBIZaNMbHICT, 3HAHHA ¥ KBamidikalito, MOTPiOHI s
3abe3meueHHs eGpeKTUBHOI pOOOTH MPAL[iBHUKIB [1].

3riiHO 3 BMMOraMHM YMHHOTO 3aKOHOJABCTBA 1 Ha oOcHOBiI /loBiHWKA
KkBaMibIiKAIIMHUX XapaKTepUCTUK mpodeciii MpaliBHUKIB [6], i3 ypaxyBaHHSIM
0COOJIMBOCTEN IUTAaTHOTO PO3MHKCY, a TAKOX, 3a HASIBHOCTI TOJIOXXEHb IPO
CTPYKTYPHi MipO37inH, KEPiBHUK YCTAaHOBH PO3POOJISiE i 3aTBEPIKY€E MOCATOBI
iHCcTpyKUii. Y pasi moTpebu, — po3poO/sIOThCsT poO0Yi IHCTPYKIL A/IsT TEXHIYHUX
POOGITHUKIB i C/Ty>KGOBIIiB [40].
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IMocagoBi iHCTPYKILii pO3pO6ISIOTHCS J1s1 TPAL[iBHUKIB, SIKi HaJIe)XaTh 70
npodeciiHUX KaTeropiii KepiBHHKiB, mpodecioHaniB, ¢axiBIiB i TexXHIYHUX
C1y)KOO0BIIiB, a pO0OYi IHCTPYKILii — /ISt TPAL[iBHUKIB, SIKi HA/IEXKaTh [0 KaTeropii
pobiTHUKIB (pobiTHUYMX Mpodeciii).

Y HauionaneHoMmy knacudikaropi Ykpainu JK 003:2010 «Krnacudikatop
npodeciit» [31] (mani — KIT) mpodecifini Ha3BK poGIT Mpal[iBHUKIB, I SKHUX
MalOTh PO3POOJIATHUCSA TOCAAOBI IHCTPYKILii, MicTsaTbhcs y posginax 1-4 KII
BinmoBigHo, mepua nmudpa ixHix xkoxiB KII gopiBHI€E 1-4, Hanpukmaza: kox KII
4115 «CeKkpeTap-ApyKapKa» TOLIO.

[Tpodecii x poOITHUKIB, Iy SKUX PO3POOSIOTHCS PpOoOOYi iHCTPYKIL,
MICTATBCS, SIK MpaBwiao, Y po3zinax 5-9 KII i mepma nudpa ixaix xozis KII
nopiBHIO€E 5—9, HanmpukIaA: kog KI1 5133 «CouiabHUi poGITHHUK» TOIIIO.

ToyHilme BU3HAYUTH HANEXHICTh OKpeMux mnpodeciii (rmocax) 10
KOHKpeTHOI TpodeciiHOI KaTteropii MOXHa ¥ 3a JOMOMOIOK BiJNOBiJHOTO
rajyseBoro BUIycKy JloBizHVKa KBamidiKallilHUX XapaKTePHUCTHUK Mpodeciii
OpaLiBHUKIB [6], y sSKOMy, SIK TpaBWIO, 3a3HAYAMOTHCA KBamipikauiiiHi
XapPaKTePUCTUKU JIJIs OKPEeMUX KaTeropii MpauiBHUKIB.

[Ilo6 xkpaige 3po3yMiTH BiAMIHHOCTI MDK pOOOYMMH ¥ TOCAJJOBUMU
IHCTPYKIisIMH, HeOOXiZHO BPaxOBYBATH NMPHUOIM3HUI 3MICT PO3JiJiB, sIKi BOHH
MaroTh (Tab. 1).

Tabauus 1
CTpyKTypa Ta 3MiCT MOCaA0BOI Ta PpOO0YOI IHCTPYKLIii
Pospxin po6ouoi 3micT po3giny
(mocanosoi) po60Y0l iHCTPyKILii M0CaI0BOI IHCTPYKIIil
IHCTPYKILI
1 2 3
3arasipHi MicTuTh OCHOBHI maHi: | MicTUTh OCHOBHI AaHi:

TOJIOXKEeHHS ¥ ipo npodeciro; ¥" mpo nocagy, cdepy HisIbHOCTI TPALiBHUKA;
¥’ HaliMeHyBaHHS v/ HaliMeHyBaHHS  MiApO3Ainy, Yy  SKOMY
BUPOOGHUYOTO MPALIO€ MPAaLiBHUK;
migposniny, y skomy | v MOpsSAOK TpU3HAYeHHs Ha Mocagy W
MpaLo€e pOOITHUK; MPUNUHEHHS BUKOHAHHS MOCaJI0BUX
¥ HopMaTHuBHi 00OB'sI3KiB;

IOKYMEHTH, SKUMH BiH | v/ Ge3nocepeiHs MiANOPsAAKOBAHICTb;
KepyeTbcss Yy  CBOiM | v kBamipikauiiiHi BUMOrM 0 mpaljiBHUKA

pobori; (piBeHb  OCBITHBOI ~ MIATOTOBKM,  piBE€Hb

v mignopsaakoBanicts | kBamiikaii, pax, HeoOXiAHMIA cTaXX po6OTH 3a

NpaliBHUKA; daxom, iHIIi BUMOTH);

¥ OpAAOK MPUHHATTS | v/ HASABHICTD MiJJIETIHX;

Ha poboty i1 | v/ mepemik OCHOBHHX 3aKOHOJABYMX aKTiB,

3BUJIbHEHHS. iHIIMX MaTepiaiB, IKUMH KePYEThCSI B POOOTi
MpaliBHUK;

v/ TOpPALOK 3aMillleHHs iHIIMX MpaliBHUKIB Ha
nepios, IXHbOI ~ THMYaCOBOI  BiZICYTHOCTI
(BigmycTKa, XBOpOOa, iHIII MOBAKHI MPUYUHU).
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IIpodosxcerts mabauyi 1

1

2

3

3aBJaHHA 1

PoskpuBaeTbcs 3MmicT

ITomano XapaKTepPUCTUKY AisSIBHOCTI

000B'sI3KH po0iT, siKi Mae MpaLiBHUKa. BW3Ha4YaeThcsi [JisiHKA pobOTH

BUKOHYBATH POOITHUK. | BignoBizHO mo IlomokeHHs mpo migpospin.

Lleti po3ain TakoX JinssHKa po60TH MOYKe BU3HAYATUCS LIJISIXOM:

IMMOBUHEH MiCTHUTH ¥/ BUli/IeHHs TPyNM NUTaHb i3 BiANOBIZHMX

XapaKTepUCTUKY HaIpsIMiB;

poboyoro Micus v/ 3aKpilJIeHHsT 3a TIPaLiBHUKOM TI€PesiKy
00'€KTIB yIpaBJIiHHS;
v mepenik BiJHOCHO CaMOCTIHHUX MUTaHb.
BusHavarouu Koo poOiT, I KepyBaTHCs
OpraHisauiifHO-IOpUANYHUMU O3HaKaMH
(Kepye, 3aTBepKye, 3[iMCHIOE, OPraHi3OBYE,
pO3IJIsija€, BUKOHYE, 3abe3redye, KOHTPOJIIOE,
Oepe y4YacTh, TOTy€ TOIIO). 3aBJAaHHA W
00O0B'sI3KM TIpPAlliBHUKA MAMOTh BiJMOBiZATH
3aBJAHHAM i QYHKLISIM Migpo37imy Ta BUMOram
KBaTipiKaLiiiHOT XapaKTePUCTUKU BiZOBiZHOT
MOCaIu.

IIpaBa BusHavaroTbcs BusHavaroTbcst ¥ HABOASATHCS  JejleroBaHi
HaBOJASATHCS MpaliBHUKOBI NMOBHOBAa)KEHHs, MalO4M $IKi BiH
JlejleroBaHi MOBUHEH 3a0e3rmedyBaTH Yy TMpoleci CBOE]
pPOOGITHUKOBI TiSIIBHOCTI BUKOHAHHS ITOKJIQJE€HUX Ha HBOTO
MMOBHOBA)KEHHS, 3aBgaHb i 000B's3kiB. Hampuxiaz, BHOCHTH
KOPUCTYIOUMCh IKUMU | MPOIMO3MULIil 3 BIATIOBIAHUX MUTaHb, YXBAIOBATH
BiH Mae 3a0e3MeyyBaTy | eBHI  pillleHHs,  Y3TOMKYBaTH  IPOEKTH
B IIpo1Lieci cBoel JIOKYMEHTIB, BUKOHYBaTH 000B'sI3KH
pO6OTH BUKOHAHHS MpeJCTaBHULITBA MiJPO3JiTy 3 MeBHUX MUTaHb,
MOK/IIAJIEHNX HA HhOTO | OpaT  y4YacTh y HapajaX, OTPUMYBATH
3aBJAHb Ta OOOB'I3KiB | HEOOXiHY /i BUKOHAHHS CBOIX 3aBJaHb

iHpopMaLio BiJ BiOBIZHUX MiAPO3iIiB TOIIO
BignoBizanpHicTh | MicTUTH TOKa3HUKU MicTuth  KpuTepii  OILjiHIOBaHHSI  poOOTHU
ocobucToi MpaliBHUKAa ¥ MeXi  #oro  ocobucToi

BiZITOBiTa/TBHOCTI 3a
pe3y/IbTaTH Jisl/IbHOCTI
Y1 BUKOHaHHS Po0iT, a
TAKOXX 32 HEBXXUTTS
HaJIe)XHHUX 3aX0JIB Y
MeXXaX CBOIX
000B'sI3KiB

BIJINOBiIQ/IBHOCTI 3a pe3y/IbTaTH Ais/IBHOCTI Ta
BUKOHaHHsI pobiT. KpuTepissmMu oLiHIOBaHHS
poOOTH € SKICTh i CBOEYACHICTh BUKOHAHHS
MOCAI0BUX 3aBJaHb Ta 000B's3KiB. Hampukiaz,
3a3HAva€ThCH, 110 MpaL[iBHUK Hece
BIANIOBIJA/IbHICTG 32  HEBHMKOHAHHS  abo
HeHaJle)KHe BUKOHAHHS I10CAJOBUX 3aBJaHb Ta
00OB'sI3KiB, NMOPYIIEHHS MPAaBUJ/I BHYTPILIHHOTO
TPYAOBOTO PO3MOPSIAKY W IMpaBWI 3 OXOPOHU
npaui Touo

IToBuHeH 3HaTU

MicTuts BUMOTH 70
cIielia/IbHUX 3HaHb,
yMiHb, MaiCTepHOCTI
pPOOGITHUKA, BUK/IMKAHI
peasibHUMH YMOBaMU

MicTHUTh BUMOTH CTOCOBHO CIellia/IbHUX 3HaHb,
a TakKoX 3HaHp 3aKOHOJABYMX aKTIiB 1
HODMAaTHUBHUX [OKYMEHTIB, HeOOXiZHUX s
BUKOHAHHS IT0CaJOBUX 000B'I3KiB
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3axiHueHHs mabauyi 1

1 2 3
BHUpOGHUITBA (chepu
MOCJTYT),
0COO/TMBOCTSIMU
YCTaTKYBaHHS,
Marepiais,
IHCTpPyMeHTIB, 10
BUKOPUCTOBYIOTHCS
JJ1s1 BAKOHaHHS POOiT
KBanidikarifini | Mictuts HOpMH, sIKi MicTuTh BHMOTM [0 OCBITH i3 3a3HAaYeHHSIM
BUMOI'H CTOCYIOTBCSI OCBiTHBO-KBasipiKaLiitHuX PpiBHIB 1 AOCBigy,
npodeciiiHOl OCBITH M | AOCTATHIX [/ TOBHOTO Ta AKiCHOTO BUKOHAHHS
IOCBizly, mocTaTHIX /11 | pobiT 3a MOCagor0
IIOBHOTO Ta SIKICHOTO
BUKOHAHHS POOIT 3a
npodeciero
B3aemMOBiIHOCHMHY | 3a3HAYA€THCS Mepe/iK | 3a3HAa4ya€TbCsl  IepesiKk  MpaljiBHUKIB  yCix
(3B's13KM) 3a NpaLiBHUKIB, 3 AKUMH | CTPYKTYPHHX MiAPO3JAUIB MIANPUEMCTBA, a
npodeciero POGITHUK TAKO)XX CTOPOHHIX MiANPUEMCTB, OpraHisalii,
(mocazoro) 6e31ocepeHbBO YCTAQHOB, 3 SIKUMM TpaLiBHUK Oe3rocepesHbo
CITiBITPALIIOE [ CIIBIIpALIOE, TePMiHM OTPUMaHHS M HaJaHHSA
BUKOHAHHS indopmariii (3a HAsIBHOCTI), MOPSIZIOK
MOK/IQIeHUX Ha HbOTO | MOTO/PKEeHHSI Ta 3aTBep/KeHHs BiAIOBIAHMUX
000B’sI3KiB JOKYMEHTIB TOILO
[Tpuxnagu po6it | HaBoasithest -
BiATIOBIAHI TpUKIAAU
poGir [16]
[TocagoBi (poGoui) iHCTPYKUii pO3pPOG/ISIOTHCSA, MOTOMKYIOTHCS —Ta

3aTBEPDKYIOTHCSA B TOMY CaMOMY MOPSIIKY, 110 U MOJIOXKEHHS IIPO CTPYKTYPHUU
nifpo3zis. BoHM MaloTh CTaTyC HOPMAaTUBHOIO [JOKYMEHTAa, YiTKO BHU3HA4YalOTh
BHMOTH 10 KOHKPETHHUX MOCAIOBUX 0Ci0, 3a0e3MeuyloTh paljioHaIbHUIH PO3MOAiT
000B’sI3KiB MK MpalliBHUKAMH, YMOXX/TUB/IIOIOTh 00’ €KTHBHE OIHIOBAHHS IXHBOI
JISIIBHOCTI 1 € HOPMATUBHOIO OCHOBOIO /[Ji 3aCTOCYBaHHSI O HMX 3aXO0[iB
BIUIUBY [40].

[TocagoBa (poGoua) iHCTPyKiist MOXke OyTH odopMeHa Ha 3arajbHOMY
6/1aHKy OpuAWYHOI o0coOu abo Ha CTAaHJZAPTHUX AapKyllaX [Mamnepy
dopmary A4 (puc. 9). ITix vac opopmaeHHs i MaTH Ha yBasi, 1[0:

v maty i peecTpauiiHMii iHJZEKC NPOCTaBASAIOTh y JA€Hb il 3aTBepPKEHHS
KepPiBHUKOM IOPHUANYIHOI 0cobu [15];

¥’y 3arojioBKy 3a3HayaeTbcs HasBa mocagu (mpodecii), 1o Mae BiamosizaTu
npodeciiiHiii Ha3Bi poborn uymHHOro Krmacudikatopa mnpodeciti [31]. ko
CTPYKTYpa BiJMOBIZHOTO MiApO37iny mependayae KiibKa OJHAKOBUX MOCAZ, A0
Ha3BU KOHKPETHOI MOCaJy MOXYTh OYTH IOJaHI YTOYHIOBa/IbHI (MTOXifHI) C/TOBa,
KOTpi BigoOpa)kaloTh HampsM AisibHOCTI  (cmeriasmizaiiio), HalpUK/IAL;
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«[TpoBiguuii ekoHoMicT», «CTapimiuii iHCIeKTOp», ab0 3a3HAa4yalOTh KAaTETropio
«[mxeHep 3 MiAroTOBKY KaJpis I kaTeropii».

\ Ilpi3Bue, iM's;, Mo 0aThKOBi NpamiBHUKA B 3arojoBKy IOCaJ0BOI
iHCTPYKIii He 3a3Ha4aTHCs! [40]

Vijikorana Qopad nocagoset iHCTpyRUIT

Ko KV
[HARMEHYEIHIA K IEEHOT ocada)
IATBEPIAYED
NOCANOBA IHCTPYELIA A
Ja { Hafl s HYBAHEE NOCATH KepiBHEEL

RPN HOT Do)

(seicue eknaneHna) focofBeTitd niane) (IHinian(u), npiseue)
vtr. M p
[HAAMEHYEIHHA DOCA0E NPAILBHHED)
1. 3araneHi nonoxenna
2. 3apganua Ta obon’a3Kn
3. MNpasa
4. BignosigansuicTs
5. Tlopnmen 1HaTH
6. Keanidixauiiini snvorn
7. Baacmopianocuuy (38" 4380) 32 nocanc (npodecicio)
(HafiseryBari noeats (ocodieTuil Dianuc) (iminian(u), npissnunge)

KEpLEHHED CTPYETYPHODO NiJpozainy)

Bim

3 mocaonow IRCTPYKUICIO
oaHaiioMTenHii(-a):

{maanne npalisEnxka) {UEgiandu), npisemLe)

.| B

Puc. 9. YHigikoeaHa gpopma nocadosoi incmpykuyii
v TeKCT CKJIaflaeThCs i3 PO3ALMIIB, SKi HyMepyloTh apabchkumu udpamu [15]:
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[ 1. 3arajsbHi IMOJIOXXEeHHA

* Lleit po3ain XxapakTepUsye 3MICT AiSIbHOCTI NpaljiBHUKA, BU3HAYae
CaMOCTIWiHy [isSTHKy pPOOOTH, BiJMOBIJHO [OO TIOJOXXEHHS TPO
MiAPO3Ji/a, SIKa MO)XXE BU3HAYATHCSl BUAUJIEHHSIM TPYNM MUTaHb 13
BiJMTOBIJHUX HAmpsMiB ab0 3aKpilJIeHHSIM 33 MPALiBHUKOM
KOHKpPeTHHX OO'€KTiB ympaBmiHHs, ab0 SIK KOHKPETHi CaMOCTiiHi
NUTAaHHS. Y IIbOMY PO3ZiTi BU3HAYa€THCS TEPETiK BUAIB poOiT, i3
AKUX CKJIAJamThcs  QPYHKINl, 1[0 BUKOHYIOThCA. [lim  dYac
YCTAQHOBJIEHHSI BUZIB POOIT C/Tii BU3HAYATHU iX 3a OpraHisaiiiiHO-
IOPUJUYHMMH O3HaKaMU. 3aBJaHHSI Ta OOOB'SI3KM TMpaLiiBHUKA
MarOTh BiZITTOBiJaTH 3aBAAHHSIM Ta GYHKLISIM MiIPO3AiTy Ta BAMOTAM
KBaTQiKaILiifHOT XapaKTePUCTUKH BiAMIOBITHOT MOCAH.

{ 2. 3aBaaHHA Ta 000B AZKH

* Lleit po3ain xapakTepusye 3MICT Jisi/IbHOCTI MPalliBHUKA, BU3HAYa€e
CaMOCTIMHY [i/NTHKY PpoOOTH, BIiATIOBITHO /0 TIOJIOXKEHHSI PO
MIAPO3AiJ, SIKa MOXE€ BU3HAYaTHCSl BUJUIEHHSIM TPyNM MUTaHb 3
BiJMIOBIJHUX HampsMiB ab0 3aKpilUIeHHSM 33 TPALiBHUKOM
KOHKPEeTHHX 00 €KTiB YIIpaBJIiHHSI, YU-TO SIK KOHKPETHI CaMOCTiiHi
NMUTaHHA. Y 1[bOMYy PO3Zisi BU3HAYAETHCS TepesiK BUAIB PoOiT, i3
AKX CKJIAJAlOThcsA  QYHKIHI, 10 BUKOHYIOThCs. [lim  dvac
YCTAaHOBJIEHHSI BUJIB POOIT, - C/Tii BU3HAYATH iX 3a OpraHi3ariiiHo-
IOPDUJUYHUMH O3HaKaMU. 3aBJaHHSI Ta OOOB'SI3KM IpalliBHUKA
MArOTh BiJOBiZATU 3aBAAHHSM i PYHKIISIM MiApO37iny i BUMOTaM
KBaTQiKaiitHOT XapaKTePUCTUKH BiIMIOBITHOT MOCAZU.

[ 3. IIpaBa

* Po3zin MicTUTB niepetik AeieroBaHUX MpaliBHUKOBI TOBHOBaXKeHb,
3a JOTIOMOTOIO SIKUX BiH Ma€ 3a0e3mevyBaTvi BUKOHAHHS MTOK/IAIeHUX
Ha HBOTO 3aBJaHb Ta OO0OOB'sI3KiB. [lo TaKWX TpaB HaJIeXaTh,
HAMPUKJ/IaZ, TIPpaBO BHOCUTH TMPOMO3ULil 3 TEeBHUX MHUTaHb,
yXBaJ/IFOBAaTHU PillleHHSsI, Y3TO/KYBaTU MPOEKTHU [TOKYMEHTIB, OpaTu
y4acTh y HaApajiax, OTPUMYyBATH MOTPiOHY [JiT BUKOHAHHS CBOIX
3aBJaHb iHPOPMALIiO BiJ BiAMOBIZHUX MiIPO3AiIiB TOLIO.
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4. BigmoBizanpHiCTH

-

* Y po3mini MiCTATHCS MOKA3HUKHK OL[iHKA POOOTH TMpaLliBHUKA Ta
MeXXi oro 0coOHMCTOl BiZIMOBIZA/IBHOCTI 3 pe3y/lIbTaTaMH AisIbHOCTI
Ta BUKOHAaHHsA poO6iT. [lokasHMKamMy OL{HKK pPOOOTH € SKIiCTh i
CBOEYACHICTh BUKOHAHHS TMOCAJOBUX 3aBJaHb Ta OOOB'SI3KiB.
Hanpukiaz, 3a3HavyaeThcsi, U0 MpaljiBHUK Hece BiAMNOBIIA/BHICTD 3a
HEeBUKOHAHHs ab0 HeHa/ie)KHe BUKOHAHHS MOCAZOBUX (PYHKILMI
(3aBgaHp Ta OOGOB'SA3KiB), TOpPYIIEHHS TPABUI BHYTPILIHBOTO
TPYAOBOTO PO3MOPSIKY, CIPUYNHEHHS MaTepPiaIbHUX 30UTKiB TOLIO.

5. IloBuHeH 3HaTH ‘

-

* Po3min  wmicTuTh BUMOrM [0 CIeliaJ/IbHUX 3HaHb, YMiHb,
MaMCTepPHOCTI MpaliBHUKIB, BIAMNOBIZHO [0 peajbHUX YMOB IXHBOI
IisSUTBHOCTi, OCOO/IMBOCTEN YCTAaTKYBaHHS, iHCTPYMEHTIB, MaTepiasiB
TOLIO, JOCTATHIX JJi SIKICHOTO BUKOHAHHSI TOK/JIaJleHWX Ha HUX
3aBJaHb Ta 0OOB’SI3KiB, @ TAKOXX 3HAHb HOPMATUBHO-TIPABOBUX aKTIB i
HOPMATUBHHUX [TOKYMEHTIB, MOTPIOHUX [Ji1 SKICHOTO BUKOHAHHS
0CaioBUX QYHKIIA.

3a moTpebuW, TMOCAAOBA IHCTPYKIiss MOXe OyTH [JOMOBHEHa TAaKUMU
po37inaMH, siKi He € 000B’I3KOBUMH CKJIQIOBUMH BCiX MTOCAAOBUX IHCTPYKIif:

-

L 6. KBanridikaniitHi BUMorn ‘

* MiCTUTh HOPMH, SIKi CTOCYIOTbCSI OCBITH, OCBITHbO-KBaTi(hiKAL[iTHIX
piBHIB, mpodeciiiHOI MiATrOTOBKM i MOCBiAy poOOTH, AOCTATHIX [Jist
MTOBHOTO Ta SIKICHOTO BUKOHAHHS poOiT 3a mocazow. OTke, BUMOTH /10
OCBITHM Ta OCBITHbO-KBasidiKaLiifHUX piBHIB MalTh BiJMOBiZATH
BUMOTaM KBasTiiKamifHOI XapaKTEPUCTHUKU BiAMOBIZHOI mocaau

(mpodecii).

L 7. BsaemoBigHOCHHM (3B’s13KHM) 3a mpodeciero, mocagor

* BU3BHAYA€TbCSI KOO OCHOBHUX B3a€MO3B’SI3KiB TMpalliBHUKa i3
MpaliBHUKAMHU LIbOrO CaMOroO Ta IHIIMX CTPYKTYPHHUX MiAPO3ALIIB, A
TaKOXX 31 CTOPOHHIMU MIANPUEMCTBAMH, OpraHisauisiMu ¢
yCTaHOBaMHM, 3 SIKMMHM TIPAl[iBHUK Ma€ CIy>KOOBi B3aEMOBiIHOCHUHHU,
TePMiHM OTPUMaHHSA ¥ HaJaHHS B3aeMHOI iHdopMaliii (3a HAIBHOCTI),
MOPSAOK IOTOJ)KeHHsI Ta 3aTBepI)KeHHsI BIANOBIJHUX [JOKYMEHTIB

To1O [1].
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Y  poboumx  IiHCTPYKLisfX  PO3ZisiB «3arajpHi  TOJIOXXeHHS»,

«B3aemoBigHOCHHY (3B’513KM) 3a mpodeciero» Moxe i He OyTH [40].
TekcT IHCTPYKUIM Mae BKas3iBHUM  XapakTep, [JJisI 4YOro  JOLIJBHO
BUKOPHUCTOBYBATH YiTKi (GOPMYJ/IIOBAaHHS 3i CJIOBaMU: «ITOBHHEH», «MA€ MPABO»,
«CHifg», «MmOTpiOHO», «HEeOoOXiTHO», «3a00poHsIEThCSI». He  mo3BossieThCst
BUKOPHMCTOBYBATH Yy TEKCTi MocazoBoi (po6o4oi) iHCTPyKIil popMymoBaHHS 3i
C/IOBAMU: «MOXXHa», «He MO)XHa», «OKaHO», «He Oa)KaHO», «PEKOMEHJOBAaHO»
TOLLO;
¥/ mignucye iHCTPYKIIif0 — KePiBHMK BiINIOBIJHOrO CTPYKTYpPHOTO MipO3/iny;
v Bi3yIOTh IIi [JOKYMEHTH 3allikaB/leHi TMOC3JIoBi YW CIOYXKO0O0Bi 0cobu
(HakyacTiule 3aCTyMHUK KepiBHUKA OPUAMYHOI 0coOW, W0 BiANOBiZae 3a
HATPSMHM JisUTBHOCTI CTPYKTYPHOTO TiAPO3/i/y, MpaliBHUKA (POGITHUKA), SIKOTO
CTOCYETHCS BiAMOBigHA mMocazoBa (poboya) iHCTPYKIlis, KEPIBHUKUA KaApOBOI,
MIPaBOBOI Ta, 3a MOTPeOH, IHIIUX CTYKO IOPUAUIHOL 0COOH);
¥ Ticns 3aTBepIKeHHsI KePIBHUKOM IOPUAMYHOI 0co6H, il A0BOAATH 70
BiZoMa mpauiBHMKa (pOGITHMKA), MPO L0 HAa OCTAHHBOMY APKYIIi MEPLIOTO
MPUMIpPHHUKA iHCTPYKLl poGIsATh BiAOBIAHMI 3amUC: «3 TT0CaL0BoO0 (Po6090I0)
iHCTpyKIlieto o3HatioMmeHu(-a)» [15].

IlocajoBa IHCTPYKLisi € KaJpOBHUM [JOKYMEHTOM, Yy SIKOMy BH3HAa4y€HO
KOHKpPETHI 3aBJAaHHS Ta 0OOB’SI3KM MpaljiBHMKA, HOTO IMpaBa i BiAOBiZa bHICTB.
OsHatioMeHHs mpaliBHUKA Mif, MiANUC HAJJA€ MOXJ/IUBICTh YHUKHYTU CIIOPY PO
3MiCT TPyZOBUX QYHKLiM Ta y 3B’S3Ky 3 MOPYLIEHHSIM MPALiBHUKOM TPYZOBHX
0060B’A3KiB [1].

[HCTpPYKIiE € NOCTIMHO AiI0YUM HOPMATUBHUM JoOKyMeHTOM. Jlo Hel
MOXXYTbh BHOCHTHCSI [OTIOBHEHHsI a6o 3MiHu (y pasi mepeposmnofiny 060B s3KiB,
CKOPOYEHHS IITAaTy Ta B iHIIMX BUIA/KaX), ajie JHIIE Ha MiZCTaBi HaKasy, 3 SKUM
NpaliBHUKa, 0 00iliMae mocazy, MOTPiOHO O3HAWMOMMTH He Mi3Hille K 3a JBa
Micslli 10 BHECEHHSI 3a3HaYeHWX 3MiH (ZomoBHeHb). Y pasi 3MiHM Ha3BH
MiATPUEMCTBA, MiAPO3AiTy, MOCagW, — [JO TO0CAL0BOI IHCTPYKIil BHOCSTH
BiZITTOBIIHI 3MiHU i 3HOBY 3aTBEP/DKYIOTH 11 B yCTAaHOBJIEHOMY TIOPSAAKY [40].

OsHaueHi AOKyMEHTHU CKJIQJAIOThCSl Y ABOX NPUMIPHUKAX, OAWH i3 SIKHUX
30epiraerncs y Biggini KagpiB, iHIIMI — y KePiBHUKIB BiAIIOBIAHUX CTPYKTYPHUX
nigpo3ainiB. [TpaliBHUKOBI BUAAETHCS i, MiAMHC Kottist [1].

[TocamoBa iHCTPyKLisi 30epirafoThCsi 3a MicIeM 3aTBepyKeHHS IOCTIIHO, B
IHIIMX OpraHisalisx, yCTaHOBaX, HIANPUEMCTBAX — TPU POKM IiC/as 3aMiHM Ha
HOBI [40].

IlocamoBa IHCTPyKLisi [O3BOJsIE TMONEpPeJUTU JAOBLIbHE TPaKTyBaHHS
MpaliBHUKAaMU iXHIX QYHKLIH Ta TMOBHOBa)KeHb, [JOMOMAara€ KepiBHHMKaM
YHUKHYTU TMOTPeOU TOCTIWHO PpO3’SICHIOBATH MpalliBHUKAM ixHi OOOB’sI3KH, a
TAKOXX 3a0LJaJUTH Yac KOXXHOTO HOBOTO NpAliBHUKA, Mif, 4Yac O3HaMOMJIeHHS
#ioro 3 mocagosumu (mpodeciiinumu) 060B’I3KaMU. X BUMOTH YPaxOBYIOThCS Mif
yac [n000py KaHAWAATIB Ha BiIbHI MOCAAM, TepeBeleHHsI Ha iHIIy poboTy,
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aTecTalil NpaliBHUKIB Ta NPUTATHEHHS 1X 40 AUCLUIUIIHAPHOI BIANOBIJAAbHOCTI,
y pa3i HEBUKOHAHHSI YW HEHAJIe)KHOTO BUKOHAHHS OOOB'SI3KiB, MOPYLIEHHS
MPaBUJI BHYTPIIIHBOTO TPYZOBOIO PO3MOPSAKY TOLIO. YCi MOCAaAOBI 1HCTPYKIL],
AKi PO3POOIAIOTHCS HA MiAMPUEMCTBI, MAalOTh OYTH B3a€EMOTIOB SI3aHUMHU, 11100 He
momyckatu ny6soBaHHs YHKLIW mpaniBHUKIB. [locazoBi iHCTpyKuii MaroTh
BifOOpa)KaTH TOBHUU TepesiK 3aBJaHb Ta OOOB'SI3KiB TMpaLiBHUKA, WOTO
ITOBHOBa)KeHb, BiZINOBIJaIbHOCTI.

Kpim Toro, ciig 3asHayuTH, MO HaiiMeHyBaHHs poboru (mpodecii abo
M0Ca/iv), siKe 3a3HAa4Y€HO B MMOCAJOBIM IHCTPYKIIii MpalliBHUKA, MA€ BiAIMOBigaTH
IITaTHOMY PO3MHCOBI, HaKa3y (pO3MOPSIIKEHHI0) PO MPUMHATTSA HA poOOTY Ta
po3pobnsiTucs Ha ocHoBi Kracudikatopa mpodeciit [31] Ta 3 ypaxyBaHHSIM
JloBimHrKa KBamiQiKamiiHUX XapaKTePUCTUK Ipodeciii mpaiiBHUKIB [6].

[HCTPYKILiT 3aTBEPMKYIOThCSA HaKa3oM (PO3MOPSHKEHHSIM) KepiBHUKa abo
YIOBHOBA)X€HOTO HUM opraHy. [licisi Toro, sk mocasoBa iHCTPYKIis Oyze
3aTBepHKeHa KePiBHUKOM a00 YIIOBHOBOXKEHMM HUM OPIaHOM, BOHA 00OB’SI3KOBO
Mae OyTH JOBeZeHa 10 BijoMa MpaliBHUKA Mif, MiAmC.

BracHuk abo YNOBHOBO)XEHWI HHUM OpPraH MOXKe OJHHUM HaKa3oM
(posmopsmHKeHHSIM) 3aTBEPAUTH BCi MOCAZOBI iHCTPYKL{i. Y mpaBoMy BepXHbOMY
KYTKY IepIlol CTOPIHKHU MOCaA0BOI IHCTPYKIIil CTAaBUTBCS CJIOBO «3aTBEepPKEHO»,
MiANKWC KepiBHUKA, 3a3HAYA€ThCsl MOro Mocaja, iHillia/d Ta Mpi3BHILE, a TaKOX
JiaTa 3aTBeP)KeHHS.

[Tix, yac mpuAHATTS Ha poOOTY, BMACHUK a00 YIOBHOBa)XEHUII HUM OpPraH
PO3’SICHIOE TPALiBHUKOBI HOro mpaBa Ta OOOB’SI3KH, BiOOpakeHi B MOCAAOBii
iHcTpykuil. Kpim Toro, BigmoBigHOo A0 cT. 29 Kogekcy 3akoHIB Ipo Mpaiiro
Yxpaiuu [17] A0 mo4aTKy po6OTH 3a YK/IaJeHUM TPYJOBHUM JOTOBOPOM B/IACHUK,
abo0 yITOBHOBa)YX€HU HUM OpraH, 30008’ I3aHUIA:

¥’ po3’cHUTH MpaLiBHUKOBI HOro mpasa ii 060B’I3KM Ta MOiH(GOPMyBaTH Mif,

HigITUC TIPO yMOBHM TMpali, HasBHICTh HAa pobOoYoMy Micli, Je BiH

mparoBaTiMe, HeOe3NneYHNX i UIKiJJIUBUX BUPOOHWUYNX (AKTOPIB, SKi e

He YCYHYTO, Ta MOXXITMBI HAaC/IiJKK IXHbOTO BIUTUBY Ha 3[J0POB s, HOTO MpaBa

HAa MiIBIM ¥ KOMIIEHcAlil 3a po0OOTy B TAaKUX YMOBAX, BiAMOBIAHO A0

YWHHOTO 3aKOHO/IABCTBA Ta KOJIGKTUBHOTO JI0TOBOPY;

v/ 03HAOMWUTH TIpaliBHMKAa 3 TIpaBWJIaMU BHYTPIIIHBOTO TPYAOBOTO

PO3MOPSAKY Ta KOJIEKTUBHUM [JOTOBOPOM;

v/ BU3HAUUTH MPaliBHUKOBI poboue Micle, 3a6e3Me4nuTy HOro MOTPiGHUMU

IJ1si po6oTH 3acobamu;

v’ NMPOIHCTPYKTYBaTH TpaliBHUKA 3 TEXHIKU Ge3rnexu, BUPOGHUYOI caHiTapii,
ririeHy mpai ¥ TpOTHUMOXXeXXHOI OXOPOHH.

[TocamoBa (po6Goya) IHCTPYKIisi CKIaJa€Tbcss Ha mocany (mpodeciro),
nepegbavyeHy B IITATHOMY PO3IIHCi, a He HAa KOHKPETHY 0co0y, sika Oyze obiitMaTh
o mocagy. Tomy, moctaTHbO OyZe OZHIEl MOCAZOBOI IHCTPYKIIl KOHKPETHOI
nipodecii a1t ABOX i Gi/blie MpaLiBHUKIB.
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BigcyTHicTh TOCaZioBUX iHCTPYKLiM HAa MOCagd, IO MependadaroThcsl Y
IITaTHOMY PO3IMUCI, CJIiJ, BBOXATU MOPYILIEHHSIM BUMOT 3aKOHOZAABCTBA IIPO
Mparo, 3a sike BJJaCHUK a00 YIOBHOBKEHUI HUM OpPraH Hece BiJOBiZa/bHICTB,
3TiHO 13 3aKOHOJABCTBOM. 30KpeMa, BiAMOBiAHO A0 cT. 265 KomeKkcy 3aKOHIB PO
npaurp Ykpainu: «[locasoBi ocob6u opraHiB [ep)XaBHOI B/lIaJu Ta OPraHiB
MICLI€BOI'O CaMOBPsIlyBaHHsI, MIANPUEMCTB, YCTAaHOB Ta OpraHi3aliif, BUHHI Yy
MOpYIIEeHH] 3aKOHOJABCTBA IIPO Ipall0, HECyThb BiANOBIJA/NbHICT, 3TiAHO 3
YMHHUM 3aKOHOZABCTBOM» [17].

3a norpebu, 3aBJaHHA Ta OOOB'S3KM, BK/IIOYEHI [0 THUIIOBOI
KBaMipiKALIMHOI XapaKTepUCTUKU Tiel abo iHmwoi mocagu (mpodecii), MOXYTbh
OyTH po3mnozisieHi MDK OKpeMUMH BUKOHABISIMU a00 KOJIO 3aBJaHb Ta 0OOB’SI3KiB
OKpeMHX TpALiBHUKIB MOXe OyTH po3lupeHe 3 [OOPyYeHHsM IM poOiT,
nepenOavYeHuX Il Pi3HUX IPYI MOCAJ, PiBHUX 3a CKJIAZHICTIO, BUKOHAHHS SIKHX
He MOTpebye iHIIOI crelia/IbHOCTI, KBamidikarrii.

[1ig yac ckaalaHHS MOCAOBUX IHCTPYKLIH C/Tii, BAKOPUCTOBYBATH:

v" Knacudikatop mnpodecii [31], AKMA € OCHOBHUM JTOKYMEHTOM JIIs
BU3HA4YeHHs] MpodeciiHMX Ha3B TMocaf, Npodeciii miJ 4Yac CKIaJaHHS
LITAaTHUX PO3IMUCIB;

¥ Bignosizni kBamidikauifiHi xapakTeprcTHKK Npodeciii MpaLiBHUKIB, 3riJHO
3 JoBigHrKoM KBamidikauifiHMUX XapaKTepUCTUK mpodeciii mpailiBHUKIB [6],
KOTPUI € OCHOBHHUM Ta OOOB'SI3KOBUM HOPMATHMBHHUM JOKYMEHTOM JJisI
BU3HA4YeHHs 3MicTy mpodecii ¥ migcTaBoio /s po3pO6/IeHHST MOCAZAOBUX
IHCTPYKLUIH NpalliBHUKIB;

¥ JOKanbHi HOPMAaTHMBHI JOKYMEHTH MifMPUEMCTBA, YCTaHOBHU, OpraHisauii
(cTaTyT; KOJIEKTUBHUI JOTrOBip; TMpaBW/Ia BHYTPIIIHBOTO TPYAOBOTO
PO3IOPSIZIKY).

[Tiz, yac po3po6KHM MOCaAOBUX IHCTPYKLIM CTii BUKOPUCTOBYBATH €JUHUI
3araJIbHONMPUMHATHN MiAXif 1Mo010 X MOOYJOBU Ta 3a0e3mevyBaTH YiTKe i CTHUCITe
$bopMy/TIIOBaHHS 3MiCTy KOXKHOTO PO3Aiy.

He cnipm He0OL[iHIOBAaTH 3HAaY€HHSI OCAJ0BUX IHCTPYKLIHA, OCKIJIbBKM BOHM:

v yCTaHOB/IIOIOTh Ta 3aKpilUIIOIOTh KOHKPETHi 3aBJaHHs H 06OBS3KH
MpaLiBHUKIB, 1XHI MMPaBa, BiJOBIIA/IbHICTD;

v € HOPMaTHUBHMM TMiAIPYHTSM [JIsi 3aCTOCYBaHHSI [0 TpALiBHMKA 3aXO[iB
BILIVBY;

v’ indpopMyIOTh MpaliBHUKaA PO HOTo Ail, AKMX BiJ, HBOTO OYiKyIOTb; KpUTEPii
OLIHIOBaHHS pe3y/IbTaTiB MOTO Mpalli; OPIEHTUPU LIOJ0 MiABUILEHHS PiBHS
KBaTidikaril y Me)xax KOHKpeTHOI mpodecii.

Omxke, mocazoBa IHCTPYKLiss - OOOBSI3KOBHMM KaJpOBUI JOKYMEHT,
pO3poOKa SKOTO € OOOB’SI3KOBOIO HA MiANpUEMCTBI. HailimMeHyBaHHS TOCaf,
(mpodeciit), 3a3HaYE€HHUX Yy MOCAMOBUX IHCTPYKILiSIX, 3aBXKAM MAIOTh BiAMOBigaTH
BHUKOHYBaHi po6ori [1].
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1.9. PO3ITOPSI/KEHHSA

|
Po3nopsig)keHHsA - NMPaBOBUM aKT, L0 BUAAETHCS KepiBHUKaAMU

|
y Pi3HMX PiBHIB, €peBa)XHO 3 ONEePaTUBHUX NUTAHb MOBCSIKAEHHOI
/ BUPOOHUYO-TOCIIOJAPCHKOI Ta aAMiHICTPAaTUBHOI po6OTH [10].

Y fesKux BUMaJKax pO3MNOPSIKeHHS MOXYTb BUAABATH, OKPIM KepiBHHKA,
1 iHII MmocagoBi 4yu CIy)kK6OBI 0coOM MmignpueMcTBa (Hal4yacTille 3aCTYHHUKU
KepiBHMKA MiJIPHUEMCTBA a00 KepPIBHUKH CTPYKTYPHUX MiJPO3IiTB) y MeXax
IXHIX NTOBHOBa)X€Hb. SIKILO BIPOAOBX POKy HA MiANPUEMCTBI BUJAETHCS MOHAJ,
100 PO3MOPSIIHKEeHb, ISl HUX JOLIIBHO PO3POOUTH I 3aIIPOBaAUTH CIleLiaTbHUAM
6/71aHK KOHKPETHOTO BUAYy AOKYMEHTQ, a came — OJIaHK PO3MopshKeHHs. Ko Ha
MiAMPUEMCTBI  Takui OGaHK He 3alpOBA/PKEHO, I1Iel B, [JOKyMeHTa
I03BOJISIETHCST 0QOPMIISITH HA 3araJlbHOMY OJIAHKY MiJMPUEMCTBA a00 HAa YHCTHUX
apkymax mnamepy ¢dopmary A4. OdopmiroBatv po3NOPSIHKEHHST HAa OJIQHKY
HaKa3y KaTeropuyHO 3a00POHSIETHCSI.

3rigHo 3 po3zinoMm 1 HanioHanbHOro cTaHgapty YKpaiHu «/lep)xaBHa
HiQIKOBaHa CHUCTeMa JOKyMeHTauil. YHidiKOBaHa CUCT€Ma OpraHi3aliiHo-

03MopsAaYol JoKyMeHTalii. Bumoru g0 opopmnioBanHs gokyMeHTiB JICTY 4163-

2003» [27] 3aTBepmKeHOro HakazoM JlepXXCMOXXUBCTAHAAPTY  YKpaiHU
BiZI, 07.04.2003 N° 55, 11eif CTAaHJAPT MOLIMPIOETHCSI Ha OpTaHi3aliifHO-pO3NopsAAYl
NOKYMEHTH - TIOCTAaHOBU, PO3IOPSHKeHHS, HaKa3W, IIOJIOXKeHHS, pilleHHs,
IIPOTOKOJ/IW, aKTH, JIUCTU TOLIO, CTBOPIOBAHI B pe3yJ/bTaTi AiSIBHOCTI OpraHiB
Jep)XaBHOI BlMagu YKpaiHHW, OPraHiB MiCLIeBOTO CaMOBPSITyBaHHS; MiATIPUEMCTB,
YCTaHOB, OpraHi3aliii Ta iXxHix 00’'€ JHaHb yCix pOpPM BJIACHOCTI.

Cxstazi peKBi3UTIB pO3MOPSHKEHHS MOMIOHUM 0 CK/Ialy PEKBi3UTIB HaKasy
(puc. 10). OCHOBHI BiZMIHHOCTI MOJISITAIOTH Y Ha3Bi BUAY AOKYMEHTA, a TAKOX y
CTPYKTYPi i 3MiCTi TEKCTY ZOKyMeHTa [10].

Po3pi3HAIOTH TPU BUAY PO3NOPSIKEHb:

1) PO3IMOPSIHKEHHS, 10 BUAAIOTHCA OJHOOCIOHO KepiBHUKAaMHM OpraHiB
Jep>XaBHOI B/IaJy, BIAMOBIZHO A0 KOMIIETEHIil, BU3HAYe€HOl 3aKOHOJABCTBOM.
Taki po3mMOpsHKEHHST MICTATh MiJ3aKOHHI OQiLiiiHI pilleHHs, TPUUHATI 3
JOTPUMAHHSIM YCTAaHOBJIEHOl IIpoleAypH, 1 MaloTb OPUIUYHI HACIIAKU.
PosnopsimkeHHs € 000B'SI3KOBUMU [IJIs BAKOHAHHSI BCiMa OpraHaMu YIPaBJIiHHS,
cy0’€eKTaMH TOCIOJAPIOBAHHSI HE3aJIeXXHO BiJ, OpraHi3aLiifHO-1IpaBoBoi dopmH, a
TAKOXX T'POMAZCHKUMH 00 €JHAHHSIMU, MOCAAZOBUMH 0COOAMU i TPOMAJsTHAMH,
SIKMX CTOCYETBCS Lie pO3NopsifKeHHs. Po3nopsikeHHs, 10 3a4ilaloTh iHTepecu
T'POMA/ISTH, OTIPU/IIOJHIOIOTHCS B ODILifHUX BUJAHHSX B YCTAHOB/IEHOMY TOPSIAKY
i HaOyBalOTh YMHHOCTI 3 MOMEHTY iXx omyOsikyBaHHs. [IpuKIazioM TaKux
PO3MOPSIKEHbD €:

pPO3MOpSIHKeHHsI 00/1aCHO]1 IepXKaBHOI afMiHiCcTpari;
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v posnopsikeHHs1 HarjioHanpHOI KoMicil, 110 3AIUCHIOE Jep)KaBHe
peryatoBaHHsA y cdepi puHKIB GiHAHCOBUX MOCTYT TOLIO.

2) pO3TIOPSI/PKEHHS, SIKIi BHW/IA€ KEPIBHUK KOJIETIaJIBHOTO OpraHy st

€IUHOHAYA/IbHOTO  BUPIUIeHHSI TeBHUX TMHUTaHb. [IpuUK/IafaMu  TaKux

PO3TNOPSIHKEHb €:
v/ po3nopsmKeHHs MiCbKOTO TO/IOBY;
PO3MOPSIPKEHHST CeTUIHOTO / CITbCHKOTO TOJIOBU [41].

o1 — 300pakeHHs Jlep:kaBHoro repba YKpainu;

02 -  300pakeHHs1 eMOeMH ab0O TOBAPHOTrO 3HAaKa (3HaKa OOC/TyrOBYBaHHS)
mignpreMcTBa (TiBKY SIKIIO He 0POPMIIEHO PEKBI3UT O1);

06 —  Ha3Ba oprasisariii BUIOTO PiBHs (/s MiABIJOMYMX ITiJITPUEMCTB);

07 —  HasBa MiAIIPUEMCTB];

10 — Ha3Ba BUJY JOKYMEHTaQ;
| 1 - JlaTa BUJAHHSA JOKYMEHTa;
| 12 - peecTpauiiiHul 1HEeKC JOKYMEeHT];

14 - Miclle CKaJieHHsI 800 BUIAHHS JOKYMEHTQ;

19 — 3aroJIOBOK OO TEKCTY;

20 -  BIMITKa MPO KOHTPOJIb;
21 - TeKCT JOKYMEHTQ;
23 -  MiAIHUC

24 -  rpud MOroKeHHs JOKYMEHTa;

25 -  Bi3UW IOKYMEHTa;
BiZIMiTKa PO 3acBiguenHs Komil (y pasi opopmieHHs KOTIil);

BiZIMiTKa PO BHKOHAHHS JOKyMEHTa ¥ HalpaBJeHHs MOro [0 CIpaBH
(rmic/ist BHKOHAHHS PO3ITOPSIHKEHHS);

BiIMiTKa TPO HASBHICTh KOIIl JOKYMeHTa B eJIeKTPOHHIiN ¢opwmi
(3a3HavaroTh y pasi morpedu).

Puc. 10. Peksizumu posnopsdxcerts 8ionogiono do JJCTY 416-2003
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PosnopsimkeHHs1 meplinxX ABOX BHU/AIB HaJieXXaTh A0 KaTeropii OCHOBHHUX
PO3MOPSIAYNX JOKYMEHTIB BiATIOBIIHMX KOJIeTiaJIbHUX OPraHiB, OpraHi3awiii a6o
IoCcaJloOBUX 0Ci0.

3) POSMOPSI/DKEHHsI, 1[I0 BHIAIOTHCS KEepiBHUKAMHM  OpraHisamiii 3
inpopManiitHO-MeTOJUYHIX, BUPOOHUYHX, TOCIIOJAPCHKUX TA aAMiHICTPATUBHUX
MUTaHb, & TAKOX i3 MUTAHb, MOBSA3aHUX i3 BUKOHAHHSM HAKa3iB, iHCTPYKIiH,
iHIIMX akTiB 1€l opraHi3anii abo opraHy BUIOTO piBHA. SIK mpaBmiIo, Taki
PO3TOPSMHKEHHS] MaloTh OOMEXKEHHUM CTPOK /il i CTOCYIOThCS BY3bKOTO KOJIA
nocafioBux oci6. Po3nmopsimkeHHsT 1pOro BUAY BifirparoTh B YIPaBAiHCHKiH
JiSIIBHOCTI JAOTOMDKHY POJjib. Y OKPeMUX BUMAJKaxX PO3MOPSJKEHHSI Y MeXax
HaJJaHUX MMOBHOBA)XeHb MOXXYTh BHZAABATH H iHINI MOCAZOBI 4 CITYy)XOOBiI ocobu
oprasizaiiii (3aCTyITHUKY JUPEKTOPA, KEPIBHUKHU IiPO3IiTiB).

[1lo6 odpopMuUTH pO3NMOPSMHKEHHS [Jisi CBOTO IMiJIMPUEMCTBA, HEOOXiAHO
KOpHCTyBaTHCs yHipiKoBaHOWO GOpMOIO fOKyMeHTa (puc. 1) [41]:

3o0paxenna Jepxastoro repda Vepaiun
abo emOaeMH oprasizauii (2a nompedu)
Ha3sea opranizanii BHILOTO piBHA

Ha3aga oprauizauii
PO3NOPAAKEHHA
Hara Micue cxnanenus Ne

r

3aronoBok 10 TEKCTY

(V koucmamyioviit wacmuni mexemy 3dzuaqaioms nidemaay, OOIPYHMYSausa ado memy
AUAGHHA POMOPAONCenna. Ko nidcmaeon) € HopMamueHo-npagosuil axm abo ponopaduut
DOKYMERRT, MO BKAVIOMB TO20 HAZEY, BUOABYSN, 3A20080K, OQMY NPULHAMMA MA PECCMpayiinul
Howmep)

[MPOTIOHYIO (306E0B’A3Y10):

(V' poznopaduitt wacmuni ghopmyuoioms 00xe Hu  KLIBKA  POINOPRONCEHH Kepianuka
opeanizayil. 3a1exeuo 60 KLLKOCmI pPOIMOPRONCEHb YK MACMUKY NOOLIOMb HA AyRKMU, V
KONCHOMY i3 AKUX GRAIVIONH KOHKPEMHE 3080aHHA, BUIHAYAIONb BUKOHABYIE | MEPMIH BUKOHAHHA.
ITynuxkmu nysmepyioms apadcokuvu yudpayu @ pysyvioms 3 abzayy. B ocmanneosy nyusmi, 3K

NPABUIO, BRAZYVIOMY l)L'Ul;)', HQ AKY noKtadaemnsesn RORMPOIL 30 BUKOHAHHAM p()'.f"()pﬂl).?l('ﬂ'l{"}i)

Hazea nocaamn
KepisHuKa opradizauii Ocobueruii nianuce Ininian(u), npizeinie

Biau

Ipud noroazkenns (2a nompedu)

Puc. 11. YHigikosana gpopma poanopsadxiceHHs
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1.10. HAKA3

Hakas - po3snopsifuuii JOKyMeHT, IKMU BUAAIOTh HAa OCHOBI Ta ‘
JJIsT BUKOHAHHSI YMHHMX 3aKOHIB, YKasiB, IOCTAHOB, pilleHb
YpALy, IHIINX HaKa3iB, YKa31BOK BUIIIUX OPraHiB BIagu. \ ‘

SIK OCHOBHMI pO3NOPSAYMI JAOKYMEHT, HaKa3W BHUJAIOTh KePiBHHUKU
YCTaHOB, OpPraHisauii, MigIpUEMCTB Y1 IXHIX CTPYKTYPHUX MiJAPO3J1iB, sIKi AiIOTh
Ha OCHOBI €JUHOHAYA/IbHOCTI, 3 METOI BUPIIIEHHSI OCHOBHHUX Ta OMepPaTHUBHUX
3aBZIaHb YCTAHOBM (3 yCiX MUTaHb MOTO KOMIIETEHI OpraHisallisi mpaili, IITaTH,
OUCLUTUTIHA, BiAPSI/PKEHHS, 3A0X04Y€HHS, CTSITHeHHs TOILO) [35].

3a 3MICTOM Hakasu MOJUISIOTh Ha TPU OCHOBHI rpynu. I[IpaBo Ha BUAaHHSA
MeBHOTO BUZY HaKa3y 3aKPIIUTIOETHCS Y MOJIOXKEHHI (CTaTyTi) IopugudHOl 0cobu i
3YMOBJIIOETHCS 11 IPAaBOBUM CTATyCOM.

p
L 1. Haka3u 3 ocHOBHOI Jist1bHOCTI (3 OCHOBHHMX ITUTaHb) ‘

* PO3MOPSAIYi JOKYMEHTH, SIKi BU/IA€ KePiBHUK IOPUAUYHOI 0COOU Ha
MpaBax €IMHOHAYAIbHOCTI 3 METOI0 BUPILIEHHSI BCUX OCHOBHHUX
MUTaHb JisITBHOCTI OPUIUYHOI 0COOU

3MICT HaKasiB 3 OCHOBHOI [JISIIBHOCTI CTOCYETBHCSI HAWUBOK/IMUBIIINUX MUTaHb
YyIPaBIiHCBKOI Ta BHPOOHHWYOI [JisUTBHOCTI IOPUAMYHOI 0CcOOU, 30Kpema
IJIaHYBaHHSI, 3BiTHOCTI, (iHaHCYBaHHS, Opradisamii poOOTH, YZOCKOHAaJ/IeHHS
CTPYKTYPH, po3mofiny QYHKLii Ta MOBHOBLXEHb MK IMOCAJOBUMH OCOOaMH,
CTBOPEHHSI KOJIerialbHUX OpraHiB 1 KOMIcCiii, yBeJeHHsI B [il0 JIOKaJIbHUX
HOPMATUBHUX TOKYMEHTIB — ITOJIOKEHbB, IIPABHJI, iIHCTPYKIIH TOIIO [15].

[IncbMOBO BUKJIQZIeH]I B HaKa3l PIlIeHHS! KePIBHUKA YCTAaHOBU CTOCYIOTBCS
KOHKPeTHUX BHKOHABIIiB a00 KOJIEKTHBY B LijioMy. B okpemMnx Bumazkax Hakas
MO)X€ CTOCYBATHCSI HIMPOKOTO KOJIA YCTAHOB i MOCAIOBUX OCIO He3aJIe)XKHO Bif
MiATTOPSAAKOBAHOCTI.

Ba)k/iMBOIO CK/IaI0BOI0 POOOTH 3 HaKa3aMH € CBOE€YaCHe BHECEHHS [I0 HUX
3MiH Ta IPUIIMHEHHS IX J11 y pasi NPUMHATTS HOBUX HaKas3iB.

HeoOxigHicTh TPUMHSATTSI YUHHOCTI HAKa3y CIPUYHNHIOIOTH:

v/ 3MiHHU, CKacyBaHHs, NMPOJOBXEHHA CTPOKYy [ii OpraHisaliiiHMX Ta iHIIWX
OOKYMeHTIB (iHCTPYKI[ifi, TIO/I0)KeHb, perjamMeHTiB, rpadikiB pobOTH, MpaBHII,
HOMEHKJIATYp CIIPaB TOIIO) — 3 MOYATKY HACTYITHOTO POKY abo Mic/isi 3aKiHYeHHs
Oil TOKYMEHT];

v/ HaJaHHS CHiBPOGITHMKAM TIpaB i MOBHOBaXKeHb (IiAMMCAHHS JOKYMEHTIB
Bl IMeHl YCTAaHOBM, PO3INOPSI)KaHHSA KOLITaMM, BKJ/IIOYEHHSI [JO KOMICIH,
MOKJIaZIEHHsI BiJIOBIZIA/IBHOCTI 3a Pi3Hi 00'€KTH), a TAKOX CKACYBaHHSI TaKUX
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HaKas3iB - TIpu NOpUNHATTI/IiepeBefjeHHI HA IOCaZly Ta TPy 3BUIbHEHHI
BiITIOBIAHOTO MpaLiBHUKA.

Hakasu 3 OCHOBHOI AisITBHOCTI MOXYTh OyTH SIK iHIIiaTUBHUMH, TaK i
BUJIAHUMHY HAa BUKOHAHHS 3aKOHIB YKpaiHH, MOCTAHOB, po3nopsmkeHb KabiHety
MiHicTpiB YKpalHM, Haka3iB OpraHiB Buloro piBHA. Hakasu 3a 3micTtom
000B'SI3KOBO MAIOTh BiZTIOBiJaTh YUHHOMY 3aKOHOJABCTBY [42].

Haka3 3 ocHOBHOI [JisTbHOCTI OQOPMIIIOIOTH HA CIeLiaJIbHOMy OJIaHKY.
SIkio Takuii GMaHK He 3aBeJeHO, TO Haka3 (pO3MOpsKEeHHs) 3 OCHOBHOI
IisITbHOCTI MOKe OyTH 0opOpPMJIEHHI Ha 3arajJbHOMY OJIAaHKY IOPUANYHOI 0COOU
abo Ha CTaHJAPTHOMY apKyiui manepy ¢popmary A4 (puc. 12) [15].

Yuithikosana fopma HakNIY (POIMOPHIEHHA ) 3 OCHOBHOL J1AALHOCTI

Kon JKY ]
(R AMEHYBAHHA PRI ocodaL)
HAKAZ (PO3MNOPSKEHHS)
k" 20 p No
- - {siicige BiADaHEA)
Npo
[BORCTATYHYEA TACTIIHA TERCTY JOKYMEHTR)
HAKAIVHD (30B0B" A3VEID):
1.
2
(POINOPAINA EECTICNE TERCTY JOKYMEHTIL)
i .
(Hafiuesnymasig noca {ococBacTail nansme) (isinpan(i), npisange

KePiBHEKL KPHIHTHO ooodiL)
Bizm

[pudg noromxenna (ra nompeiu)

Puc. 12. YHipikosara popma Haka3y 3 0cHO8HOT disibHOCMI
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% 2. Haka3su 3 agMiHICTPaTUBHO-TOCIIOAAPCHKUX NUTAaHb

* BUJA€ KepiBHUK MIOPUAWYHOI 0COOM Yy pasi, KOMM WHTAaHHS
OIePaTUBHOTO, OopraHisaniiHoro, aJIMIHICTPaTUBHOTO Ta
rOCIIOIAPCHKOTO XapaKTepy NOTPeOYIOTh MPABOBOTO PETY/TIOBAHHSI.

[Topsimox miAroroBkM ¥ oQdOpMIEHHS Hakas3iB 3 aAMiHICTPAaTHUBHO-
rOCIOJAPChbKUX MUTAHb B II/IOMY € QHAJIOTIYHUM MOPSIKY, YCTAHOBIEHOMY JJIs
HAKa3iB 3 OCHOBHOI [iSZTBHOCTI IOPUAWYHOI ocoOu. BiaMmiHHiCTh 3a3HaueHUX
BUJIB PO3NOPSAYUX AOKYMEHTIB IOJSITa€ y IX 3MICTI, 1HJeKcalil Ta CTpPOKax
36epiranHs. PeecTpalliiHUM iHZEKCOM TaKHX JOKYMEHTIB € MiTepHO-IIMPPOBUI
iHJEeKC, IKUM CKIAZA€ThCS 3 MOPSAKOBOTO HOMeEpPY (Y MeXaxX POKY 3a JKypHa/loM
peecTpailiii HakasiB 3 aAMiHICTPAaTUBHO-TOCIOJAPCHKUX MUTAaHb) i3 J0JaBaHHAM
nitep ATTI (puc. 13).

3MIiCT HaKasiB 3 a/MiHICTPATUBHO-TOCMOAAPCHKUX MUTAHb CTOCYETHCS:

e "\ OopraHisariii i mpoBeJgeHHs IeBHUX 3aX0/iB
* iHBeHTapH3aLii, TOTOYHOTO PEMOHTY OyZiBesb i
MpUMIllleHb, SIKi 3aiiMa€ IPUANIHA 0CO0a;

* TIOKpallleHHsI CaHiITapHOTI'O CTaHYy Ta 6/1IaroyCTpoIo
TIPUIET/INX 10 OyZiBe/Tb TEPUTOPIi.

- -, 06/ TYBAaHHS POGOYMX MicLb

* 3a0e3mevyeHHs MPaLiBHUKIB 0piCHUMU MeOISIMU Ta
TEeXHIKOIO;

* iHpopMaiiTHO-KOMYHIKaLiHHUMU pecypcamu;

* IHBEHTapeM;

* KaHLe/IIPCbKUMHU TOBapaMHM TOLIO.

3anpoOBaA)KeHH He3HAYHUX 3MiH Y POOOTi OKpeMux
CTPYKTYPHUX HiAPO3Ai/1iB YM NMPaliBHUKIB OPUIAIHOIL
0C00H, YCTAHOBJIEHHS IEBHUX O0OME)XeHb TOIL0

* 0OMeXeHHS y KOPUCTYBaHHI MOOI/TbHUM 3B’SI3KOM;

* 3a00POHH TIOTIOHOMATIHHSA Y TPUMIIIEHHSIX OPUIAIHOI
ocoou;

* IpU3HAYeHHS YePTOBUX Ha MePioj] CBATKOBUX AHIB [15].
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Yuupikosana dopua Hakaty (POInopsGREHHA) 3 AIMIHICT PATHEHO-NOCTIOIAPC BEHY NHTAHE
Kon OKY ]
(HEARMEHYBAHHES KpEIHIHOT 0o08i)
HAKAZ (POSMOPHITAEHHHA)
" " 20 p- No -Alll
(Micie BEgaEHA)
po
|I:IJHL'|.L||F|".'|".HL ACTHHA TEKCT } HH.HH.'I_'r'
HAKAIYHD (30R0OB A3VHD):
1.
2
(pl.'liul.'lpu_l'-.m ACTHHI TEECTY HAKaTy)
3.
L::E:‘L:j:::;:J;ﬁi;" st {ocolacTil miama) {iHinian(n), npEsEme )
Bizn
[pup norogxenns (3a nompein)

Puc. 13. YHihikosaHa popma nHaka3zy 3 admiHicmpamueHo-20cn0dapcbkux NUMaHs

% 3. Hakasu 3 kagpoBux nutaHb (0COG0BOTO CKIAAY)

* MOPIBHSHO 3 HAaKa3aMM 3 OCHOBHOI [iSIIBHOCTI, CKJIQJaHHS H
opopmiieHHsT HakasziB 3 0COOOBOTO CK/IaJy Ma€ TeBHi
0c06/TUBOCTI (pHUC. 14).

llo HakasziB mo ocobGoBoMy ckiaZy 3any4awoTh iHAekc «K». KoHcTatyroua
YacTHUHA MOXKe OyTH BiJCyTHSI.
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Haxa3u 3
KaJpOBUX MUTAHb

poCTi (ocoGoBoro ] .
(impguBigyanpHi) CKJIamy) CKTafHi (3BesieHi)
HaKas3M 3 HaKa3! 3
0Cc0GOBOTO 0Cc000BOTO CKIIagy
CKJIay I 1 I
@ @

) i MICTUTBCS B OZJHOMY
MICTHTRCA iHpopmarist mpo IOKyMEHTI He
iHpopMmarLis KUIBKOX MOBMHHA
TiTLKH TPO CITiBpOOITHHKIB, MicTHTHCS

GO He3aJIeXXHO IiJ, AKi iHdopMaris 3
CriBpOGITHIKA YNIPaB/IiHCBKI Ail pi3HIMU
BOHM MiJIIa/IAl0Th TepMiHaMK
(mpuiivManHs Ha . 36epirauus
po6OoTY, 3Bi/IbHEHHS,

| 3MiHa Npi3BULIA
TOWIO)

Puc. 14. Knacugixayis naxasie 3 kadpogux numats (0c0608020 ckaady)

PexoMeHAay€eTbCs BUAIATA HaKa3u MPO HAaJAHHS BiJMYCTKH, BIAPSIKEHHS
f T.iH., IKi MAIOTh KOPOTKH (3 POKHM) TepMiH 30epiraHHs, Ha BifMiHY Bifi HaKa3iB
OO0 KaZpOBUX TlepeMillleHb, sKi 30epiratotbcss 75 pokiB. Haknaganus
OUCIUTITIHAPDHUX CTSTHEHb i OTOJIOIIeHHST 3a0X04YeHb OPOPMJISIIOTH, SIK TTPABUJIO,
OKpeMHMH HaKa3aMH.

[IlyHKT posnopsizgol 4YacTUHU mnoyuHawTh 31 caiB: «[IPU3HAYUTH»,
«ITEPEBECTU», «HAIATHU», «OI'OJIOCHUTH TIOAAKY», «3BIJIBHUTH» Ta
iHwi. Lli croBa APYKYIOTh BeJMKWMHU JiTepaMU Bif naiBoro kpar. [licasa Hux
CTaBJ/ISATH ABOKPAIIKY.

Y HacTynHOMy psKy 3 abG3aiy opOpMIISIIOTh TEKCT PO3MOPSAIIOl YACTHHU:
npi3Bulle, iM's i1 TO-0AaTHKOBI, JjajIi 3a3HAYAlOTh NTOCAy, CTPYKTYPHHH MiAPO3Zin
Ta 3MICT Jii 010 0COOH, PO SIKYy UAETHCS.

Y Hakazax y KiHI[i Ma€ 3a3HavyaTHCs IACTaBa /s MOro CKIaJiaHHs (3asiBa,
Hakas Toiro). OGOB'I3KOBO MPH 3BiIbHEHHI TpAl[iBHUKA Yy HaKa3i Ta y 3amuci
TPYZOBOI KHIDKKH POOUTHCS MMOCHIAHHS Ha CTaTTI0 KOJeKCy 3aKOHIB MPO Mpalio
Ykpaiuwu [17].

Haka3 HabyBae 4YMHHOCTI 3 MOMEHTY HOro miAmucaHHs. BigmosizambHa
ocoba (kepiBHHK 3aKjajzly) 3000B'si3aHa O3HAMOMHUTH 3i 3MICTOM HaKasy
3a3HAYeHMX 0Ci0, Y YOMY BOHH PO3MHUCYIOTHCSI B OPUTIHAI [34].

Yci posmopsigdi JOKyMeHTH (ITOCTaHOBH, PillleHHs], JOPYYe€HHs TOIIO), SIKi
HaJXOJSITh 0 TIEBHOTO MiJAIMPUEMCTBA BiJ OpraHi3aliil BULLOTO PiBHS, JOBOASITHCS
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IO TMiJMPUEMCTB, IO HAJEXaTh OO0 cpepu HOTO ympaBiHHS, LUISIXOM BHUIAHHS
Haka3siB. [lizcTaBamMu [I1s1 BUZQHHSI HaKa3iB €:

v monoxenns Koucrutynii i 3akoHiB YKpaiHM, TOCTAHOBM Ta iHII aKTH
BepxoBHol Pagu VYkpainu, Ykasu 1 Posnopsmxenns Ilpesugenrta Ykpainuy,
[TocranoBu i Posmopsmxenuss KabGinery MinictpiB Ykpainm, IloctanoBu i
plLIeHHs IHITWX BULIWX OPraHiB Jep)XaBHOI BJIaJIU 1 Jep>KaBHOI'O YIIPAaBIiHHS;

v/ KOHKDPETHI JOpy4YeHHs OpraHisaliii BUIOTO PiBHS;

v/ IpoBa/KeHHsI BUKOHABYOI Ta PO3MOPAIYO] Jis/IbHOCTI 3 METOK BUKOHAHHS
MiMPUEMCTBOM MOKJIAIeHUX Ha HbOTO 3aBAAHD i QYHKIIi;

¥ motrpe6a y NpaBOBOMY pPeryoBaHHi AisIbHOCTI.

KopoTko mpo Hakasu (Tab. 2) B aKIjeHTaxX Mpo JOKYMeHTYBaHHSI.

Tabnuus 2
AKIIeHTH 1010 JOKYMeHTyBaHHS HaKa3iB
Bup Hakasy [TizcTraBa ajist BUBAHHS
1 2
HAaKa3U 3 OCHOBHOI | BUJAIOThCS HAa BUKOHAHHSI PO3MOPSAYNX AOKYMEHTIB
TiSITBHOCTI (rmocTaHoOB, pillleHb, JOpY4YeHb, HaKasiB,

PO3MOpPsiHKeHb) Ta AUPEKTUBHUX JIUCTIB OpraHisariii
BUIIOTO PpiBHA abo0 3a iHIl[ilaTUBOIO KepiBHHUKA
NiJNPHUEMCTBA YU MiJJIerTUX CTPYKTYPHUX MigpO3/i/iB

HaKa3! 3 MifiIcCTaBaMy [Ji1 BUJAHHSI € BHYTPILIHI [JOKYMEHTH,
aaMIiHICTpaTUBHO- | HacaMmrepe[ CTy)XOOBi Ta IOMOBiAHI 3aTTUCKU
roCroAapChbKUX
MUTAHb

HaKa3! 3 KaJ[pOBUX | MiJCTaBaMHU JJIs BUAAHHS MOXYTh OYTH SIK CITY)>KOOBI
nuTaHb (0COGOBOrO | JOKYMEHTH IMiJIPHUEMCTBA, TaK i 0COOOBI JAOKYMEHTH
CKJIaZTy): MpalLiBHUKIB  3a/Ie)KHO  BiJ, PpI3HOBUAY  HaAKasy.
OO6GOB’s1I3K0BOIO, ajle He 3aBXAW OCHOBHOIO ITiICTaBOIO
IS BUJAHHS OiMBLIOCTI BHUAIB HaKasiB 3 0coO0OBOro
CKJIa[ly € 3asiBa MpalliBHUKA, MOJAHA Ha iM's1 KepiBHUKA
nignpueMctBa. [lns BUJAHHSA Hakaszy 3 KaJpOBUX

MUTaHb He 3aBXKAH JOCTATHHO OJHI€] 3asIBU
- Npo nepegedeHHa | Y MeXaX OZHOTO MiJIPHUEMCTBA, KPiM 3asIBH, IiICTaBOIO
npayisHuka MOXe OyTHM TaKOX TOJaHHA Oe3mocepesHbOro
KepIBHUKA, Yy SIKOMY HaBOJSTBCA BIJOMOCTI IIPO
npaiiBuvKa (mpi3Buile, iM's, MO OATHKOBi; OCBITa;
10CaZia; HasBa CTPYKTYPHOTO MifpO3JUTYy; CTaX
po6OTH; OIliHKa [gi/IOBUX 1 MOPA/JIbHUX SIKOCTEH),
MOTHBU TlepeBeJleHHs 1 Mocajia, Ha SIKy MPOMOHYETHCS

nepeBecTH IMpaLiBHUKA
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1
- NPo 810PA0NCEHHS

- Npo 3d0XO1YeHHA

- NPO 3aCMOCY8AHHA
ducyunaiHapHoz2o
cmseHenHs (y dopmi
JIOTaHM)

- Npo HA0aHHA
MmamepianbHol
donomozu

- Npo 3MIHy npi3suwa

- NPO 3811bHEHHA

[Ipodosxcerna mabauyi 2
2

JIOTIOBilHA ~ 3alMMCKa  KepiBHUKA  CTPYKTYPHOTO
MiZpo3iny, AKOMY 6e31mocepeHbO MiAMOPSIKOBYEThCS
el MpaniBHUK. Ko mpaniBHUK caM 06iliMae mocany
KepiBHUKA OJHOTO 3i CTPYKTypPHHUX HiJpO3AimiB abo
3aCTyNTHMKAa KepiBHMKA MiAIMPUEMCTBA, BiH MOXe CaM
Ha cebe TMiAroTyBaTHM [JOMOBiJHY  3alKCKy 3
OOT'PYHTYBaHHSIM HEOOXiZHOCTi CBOTO BiAPSIHKEHHS Ta
NOJATH 11 Ha pO3rJIsij, KePIBHUKOBI MiJIPUEMCTBA
JOTOBiZHa  3ammcka abo TMOJaHHSI  KepiBHUKA
CTPYKTYpHOTO TiApo3ainy. [logaHHs po 3a0Xo4eHHHs,
K TpaBwiIo, OGOPMIIIOIOTh Y pasi HaropoKeHHs
NpaliBHUKA, A [JOMNOBIJAHY 3alUCKy - Y BHIAQJKY
OTOJIOLIEHHS MOJSAKU Y1 NMPeMilOBaHHS

JIOTIOBilHA ~ 3alMMCKa  KepiBHUKA  CTPYKTYPHOTO
HiZpo3iny, AKOMY 6e3mocepeHbO MiAMOPSIKOBYEThCS
MpaliBHUK, 1 THUCbMOBe TMOSICHEHHSI TOPYLIHMKA -
MOSICHIOBAJIbHA ~ 3alMMCKa Ha IM'S  KepiBHHKA
HniAnpueMcTBa. Y pasi BiAMOBHU IpalliBHUKA HAINMCATU
MOSICHIOBA/IbHY  3aMHUCKy OQOPMIISIETBCS  AKT PO
BiIMOBY HaZlaTU MHCHbMOBE TOSICHEHHS, SIKUU Oyge
OZHI€IO 3 MiACTaB JJIs1 BUAAHHS HaKa3y
y 3B'SI3KY 3 OAPYXEHHSIM, HAPO/KEHHSM [IUTHHH,
HeLIACHMM BUIIAZIKOM, BUTPATaMM HA JIIKYBaHHS Yy pasi
TPUBAJIOi XBOPOOMW TMpalliBHUKa abo MOro poaudviB
MepIIOTO CTYyMeHsI CIOPiJHEHHs, CMePTI0 OJTU3bKUX
TOIIO MiACTaBaMH € CBIAOIITBA, BUJAHI BiAIIOBIIHUMU
OpraHaM#, IO 3acCBigYy0Th GAKT MOJiil, SKa BigOymacs,
MeAWYHI  AOBiAKYW, (iHAHCOBI  JOKYMEHTH, WIO
MiATBEP)KYIOTb BUTPATHU HaA JIIKYBaHHS, 1HINI JAOBIIKM.
Hanpuknaza, migcraBor [ BUAAHHSL HakKady IMpo
HAJIAQHHS MaTepiajibHOI [JOMOMOTHU Y 3BS3Ky 3
HapOJ)KeHHSIM AWUTHWHU € CBIJOLITBO MPO HAPOJYKEHHS
OIUTUHU
HOBUH TACIOPT, KOTMisl SIKOTO JOJAETHCS O HAaKasy.
Ao npisBuILe 3MiHMUIIOCS Y 3B'SI3KY 3 YK/IQLeHHSIM
vy B3BA3Ky 3 He3aJl0BI/IbBHUMH pe3y/ibTaTaMU
BUNPOOYBaHHS, KOHTPAKTy, — /JOMOBiZHA 3alMCKa
KepiBHUKA  CTPYKTYPHOTO  MiZpPO3Ainy, SIKOMY
6e3mocepeHbO MiAMOPSAAKOBYETHCS 1€ MpPalliBHUK
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3axiHueHHs mabauyi 2

1 2
v’ 3a BracHuM GaXaHHAM - TOTO/PKEHA 3asiBa
MpaliBHUKA Ta iH.
- Npo HadaHHs MiZcTaBolo € rpadik BiITyCTOK, 3 IKUM O3HAaWMOMJIEHU
npayisHuKosi MpaLiBHUK, MOBIJOMJIEHHSI MpAL[iBHUKA PO IOYaTOK

wopiuHoi 8idnycmku | BiAITyCTKH, 0COOHMCTA 3as1Ba MPAL[iBHUKA.
- Npo noHoeneHHA | pileHHs cyay [9]
npayisHuka Ha nocadi

1.11. PO3ITOPA/DKEHHS TA HAKA3:
CIIiLJIbHE Ta BiAMiHHe

[lix gac ckramaHasa Ta 0GOPMIIEHHS PO3MOPSIHKEHHS/HAKa3y CJIiJl MaTH Ha
yBasi:

ve JlaTy mpoCTaBAsAOTH Mif, 4Yac MiAMHUCAaHHS JOKYMEHTY. [i mosBonsieTnest
odopmiOBaTH K TUPPOBUM, TAK i CI0BeCHO- LMPPOBUM criocoboM. Ko naty
3aMHUCYI0Th UMPpPaMU, TO Lie POOUTHCS apabChbKUMH LMPpPaMHU B OJUH PATOK Y
TaKi¥ TMOC/TiIOBHOCTI: YMC/I0, Micsllb, PiK abo0 piK, Micsip, yucao. Hanpuknaz,
21.10.2012 a00 2012.10.21. SIKII0 BUKOPHUCTOBYETHCS CA0BECHO- LMGPPOBUI 3alHC,
BiH Ma€ TakKUuW BUIJISAZ: 13 TPYLHS 2012 poKy. C/I0BO «pik» MOXXHa BXXUBATU B
CKOPDOYE€HOMY BapiaHTi — «p.», HANPUKIAJ: 13 TPYZHSA 2012 p. Y TeKCTax
HOPMAaTHMBHO-TIPAaBOBUX aKTIB TAa MOCHJIAHHSIX Ha HUX 1 JOKYMEHTaX, 10 MICTSTh
BijoMocCTi (piHAaHCOBOrO XapaKTepy, BUKOPHUCTOBYIOUM CJIOBECHO-IUPPOBUIA
croci6 3a3HaYeHHs JAT, MPOCTAB/SIIOTh HY/Ib y MO3HAYEHHI JHS MiCsls, K IO
BiH MiCTUTH OHY TUPPY, HATPUKIIAJ: 03 TPYIHS 2012 POKY.

v’ PeecTpalliifHUM iHJEKCOM JOKYMEHTIB € MOPSAAKOBUI HOMep Y MeXax POKY
3a )KypHAJIOM peecTpaliil po3nopsKeHb. [Ipy 1ibOMy cilifi, 3BepHYTH YBary, L0
PO3MOPSIIHKEHHS PEECTPYIOTH Ta 30€piraroTb OKpeMo BiJ], HaKa3iB.

v/ 3aro0BoK, sIKUi 060B’I3KOBO CKIAJAl0Th 0 TEKCTy JOKYMEHTY, TIOBUHEH
MICTUTHA CTUC/IMH BUKJ/IAJ, OCHOBHOTO CMMCJIOBOTIO aCHEKTy 3MICTy JOKYMEHTA.
SIKio 3arosI0BOK TepeBWINy€ 150 3HAKiB (5 PAOKIB), HOro MO3BOJISIETHCS
MPOJOBXYBATH [I0 MEXi MpaBoro Oepera il pO3TAlIOBYBAaTH II€HTPOBAHO Haj,
TEKCTOM [10].

v 3MicT po3NOpAAYOro AOKYMeHTa KOPOTKO BHMKJIAJIA€ThCSl y 3arojIOBKY [0
TEKCTY, SIKUW MOYUHAETHCS 3 MpUMeHHUKa «IIpo» 1 ckiagaeThest 3a JOMOMOroOr0
BigmiecniBHOro imeHHuka (Hampuxiaaz, «[Ipo  3arBepmixeHHs...», «[Ipo
CTBOpEHHs...») abo imeHHuka (Hampuxmag, «[lpo mizcymkw...», «IIpo
pesy/bTaTH...»);
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v/ TEKCT CKIaJa€ThCsl 3 JBOX YAaCTHH, KO)XKHA 3 SIKMX Ma€ MeBHi 0COGMUBOCTI
opopmnenns (Tabnuis 3).
Tabnuus 3
Oco6mBoCTi 0pOpM/IEHHS HaKa3y Ta PO3MOPSIHKEHHS

KoHcTaTyroua | ApyKyroTh 3 ab3ally, y KiHI[i peYeHHsI KpanKy He CTaBjsiTh. Y

YacTHUHA il YaCTVHI 3a3HAvyaloTh MiZCTaBy, OOI'PYHTYBaHHS ab0 MeTy
BUJIQHHS

Posnopsigua MIOYMHAIOTH 31 CJIOBa Mo4YMnHaoTh 31 cioBa [TPOTTOHYIO

YacTHHA HAKA3YIO a6o 30BOB’A3Y10O

OPYKYIOTh BEJTUKUMHU JTiTepamu 6e3 ab3aiyy i 6e3 /amnox, micis
HBOT'O CTaBJATH JABOKpanky. Hipkdye 3 ab3amy ¢opmysmooTs
3MICT [Iiif, 1110 MaloOTh OyTHM BUKOHaHi. Po3mopsimya vacTrHa
MOJUISIETBCSI HA IYHKTA 1 MiANYHKTH, $KI HyMepyIOThb
apabcekumu nudpamMu. Y KOXXHOMY MyHKTi NOBHHHI OyTH
3a3HavyeHi BUKOHAaBILi (CTPYKTypHi miApo3aiin abo KOHKPETHi
nocagoBi  (cmyx6oBi)  0cOOM), KOHKPETHI  3aBAAHHS
(mopy4eHHs1) i CTPOKH iX BUKOHaHHS. BUKOHaBII MOXYTh OyTH
Ha3BaHI TaKOX Yy3arajJbHEHO, HANpPUKIIAJ: «HAadaJbHUKaM
CTPYKTYPHUX Migpo3AiniB». [Ipy mpomMy He 3aCTOCOBYETHCS
HAallMCaHHS HEKOHKPeTHUX [JOpy4YeHb, SIKI MICTSTh CJIOBa:
«TIPUCKOPUTH», «IOJMIMIIUTH», «aKTUBi3yBaTU», «3BEPHYTHU
yBary» TOILo. Ko po3nopsiluMM AOKYMEHTOM BiIMIHSIETbHCS
NonepeAHii po3NOpPSAAYMUI AJOKYMEHT, y PO3NOPSIAUIN YacTHUHI
3a3HAYa€TbCsl IYHKT, SIKUM MOBWHEH IMOYMHATHUCSA 31 CIIiB:
«BusHaTH TakuM, 1O BTPATHUB YMHHICTD ...». OCTaHHIN IYHKT
PO3MOPSIAY0l YACTHHHU Y Pasi MOTpeOU MOXKe MiCTUTH PillleHHSI
PO TMOKJIafieHHS Ha CTPYKTYPHHH MiApo3nin abo mocasoBy
0co0y QYHKIili 3 KOHTPOJIO 332 BUKOHAHHSM PO3MOPSIAYOTO

OOKyMeHTa [15];

¥ SIKo noxkymeHT Mae Tabnuii, rpadiku, GopMH, CXeMH, iIHCTPYKIIii TOIIO, TO
ix opOpMIIIOIOTP Ha OKpPEMHX apKyllaX sIK JOJATKH, a Y BiJNOBIZHUX IyHKTaXxX
PO3MOpPsIIHKEHHsT POOJISITh MOCHIAHHS Ha Iji AOKyMeHTU. [Ipu mpoMy peKBi3uT
«BigMmiTKa MpPO HASBHICTH [JOJATKIB» ICJ/SI TEKCTY ITOKYMEHTY CaMOCTIMHO He
opopmrotoTh. JlogaTku MaloTh OyTH mMpoHyMepoBaHi. Ha KoXHOMy nomaTKy y
BEPXHBOMY IIPAaBOMYy KYTi INEpIIOro apKylla poO/sATHh BiJMOBIOHY BiJMITKYy 3
MIOCUJIAHHSM Ha JOKYMEHT, HOro JaTy Ta peeCcTpaLiiHUi IHAeKC.

v/ BisyioTh pO3MOpSIKeHHs] BUKOHaBellb i 3allikaB/ieHi MocaloBi Y Cy>K60Bi
ocob6u  (Haiyacrinle 3acTYMHUK KEpPiBHUKA  MiJIMPHUEMCTBA, KePiBHUKHU
IOPUIUYHOI, TJIAHOBO-eKOHOMIYHOI, (iHaHCOBOI cnyx6). Bisu mpocraBnsoTh
JIVILIe Ha NeplIoMy NPUMIPHUKY, SIKWH JOJy4aloTh A0 BiANOBiAHOI crpasu. Llei
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PEKBI3UT PO3MIlllyloTh HIKYe pekBi3uty «[ligmuc» Ha nuboBoMy abo Ha
3BOPOTHOMY 0OO1]i OCTAaHHBOTO apKy1ia [10].

BisyBaHHSI MPOEKTY PO3MOPSAYOro JOKyMEHTa 3ajIe)XKHO Bifj, HOro 3MicTy
3J1MCHIOETHCS Y TaKii MOC/IIJOBHOCTI:

1 MpaLiBHUKOM, IKWI MIATOTyBaB MPOEKT JOKyMeHTa
| -~ . . -~
| 2 KepiIBHUKOM CTPYKTYPHOTO MiiPO3/1y, Y IKOMY HOrO CTBOPEHO

~

3 ¢yHKIiOHaNPHMMM, TEPUTOPiaIBHUMHU MiAPO3AinaMu (3a HeoOXifHOCTI)

A 4

4 mnocagoBumMM oco6aMu, SIKi 3a3Ha4YeHi y IPOEKTi JOKyMeHTa IK BUKOHABII

v

5 biHaHCOBOIO CTY)KO010 a60 TOIOBHUM OyxrasrepoMm (Oyxraarepom) (SIKIo
MIPOEKT JOKYMEHTA CTOCYEThCsI piHAHCOBUX MUTAHD)

v

6 KEPiBHUKOM ITPABOBOI CJTY)KOU (FOPUCKOHCY/THBTOM)
7 3aCTYITHUKOM KePiBHUKA IOPUIUYHOI 0COOH, SIKH BiAMOBija€ 3a

IINTaHHA, 11O MiCTATHCS B HpOGKTi JOKYMEHTA

SIxio y mpoueci Bi3yBaHHS O IPO€EKTY JOKYMEHTAa BHECEHO CYTTEBI 3MiHH,
BIH MIJJISITA€ JOOMNPALIOBAaHHIO, NTepeJPyKYBaHHIO 1 IOBTOPHOMY Bi3yBaHHIO. Bisu
MPOCTABJSIIOTH JIMIIE HA MepIIOMY IPUMIPHUKY JOKYMEHTA, IKUU JOJIy4aloTh A0
BiATIOBiAHOI crnpaBu. lleii pekBisuT po3miullyioTh Hmk4de cioBa «[ligmuc» Ha
JIUIILOBOMY a00 Ha 3BOPOTHOMY OOIli OCTAaHHBOTO APKYIIA JOKYMEHTA;

v IPOEKTH PpO3MOPSAAYUX JOKYMEHTIB, MO0 3a4iMaloTh iHTEPeCcH iHIIMX
IOPUIUYHUX 0Ci0, MAIOTh ITONEePeHBO MOTOHKYBATHCS 3 HUMH. Y TaKOMy pasi B
Hakasi (po3mopsimkenHi) odopmIOTh rpud MOTOMKEHHsT ab0 CKIAJAIOThH
OKpeMMI apKyll TIOTOJ)KeHHS, SIKUM [OJAITh [0 LHOTO PO3MOPSAYOTO
DOKYMeHTa. 3a HAsIBHOCTI PO30DKHOCTEH, O MPOEKTY JOJAITHCS 3ayBaKEHHSI
a60 cyTh po361KHOCTe 3a3HAYAETHCS Y CYIIPOBIAHOMY JTUCTI;

¥ IOKyMeHT HabWpae YMHHOCTI 3 MOMEHTY HOTO TiJNMCaHHS KePiBHUKOM
IOPUJUYHOI 0COOM i peecTpallii, SIKIIO B TEKCTi He BCTAHOBJIEHO iHIIi CTPOKHU.
Posnopsiiunii JOKyMeHT MOXe OyTHh BiiMiHeHO (3MiHEHO, JOMOBHEHO) JIMIIe
HOBHM PO3IMOPSIAYUM JOKYMEHTOM [15].

Xoua Hakasu 1 po3NOPsSI)KeHHS HaJIeXXaThb 10 OHOTO KJIacy — pO3NOpSgunX
IOKYMEHTIB, 3a CYTTIO i 3MICTOM Iie pi3Hi BUAU JOKYMEHTIB (TaOmIHIs 3). Ix cnig
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OTpPalbOBYBaTH OKpeMO, a came: GOPMYBAaTH Yy Pi3Hi CIpaBH; PEECTPyBaTH B
OKpeMHX peecTpaniinux ¢opmax (KypHanmM peecTpalii HakasiB, >XypHaIH
peecTpaliii posmopsipKeHb). Hakasu 1 po3NOpsKeHHsT — 1ie pO3Mopsadi
MOKyMEeHTH. IX cTBOpIOIOTH A1 ¢iKCyBaHHS pilleHb i3 aAMiHiCTPaTUBHMX i
OpraHisaliiHUX MMWTaHb  JISUIBHOCTI  mignpueMcTBa. HesanexHo  Big,
opraHizaniiiHO-paBoBoi  $OPMH, XapaKTepy AisSUIBHOCTI, OpraHi3aLiitHOI
CTPYKTYPH, KepiBHULTBO MiANPUEMCTBA HaJjlJleHe TIpaBoOM 3JiMCHIOBATH
BHMKOHABUYO-PO3MOPSAYY [iSUIbHICTh 1, BIANOBIAHO, BHWJABAaTH PO3MNOPSAUi
JOKYMEHTH.

Buau po3nmopsaguux JOKYMEHTIB, sIKi Ma€ MPaBO BUAABAaTH KePiBHUITBO
MAMPUEMCTBA, 3a3HAYAOTh Yy CTaryTi (mMOMOXKeHHi) BiAmOBiZHO #O
INpaBua oprani3anii Zi/I0BoACTBa Ta apXiBHOTO 30€epiraHHs JOKYMEHTIB y

ep)XKaBHHMX _OpraHax, oOpraHax MicCIleBOrO CaMOBPAAYBAaHHHA, Ha
MiANPUEMCTBAX, B YCTAaHOBAX i Opradisaiisx, 3aTBep/)KeHHUX HAKa3oOM
MinicrepcrBa 1ocTunii YKpainu Big 18.06.2015 N2 1000/5 [30]

Xo4a po3MOpsHKEeHHS CKIAJAI0Th Ta 0QOPMIISIIOTH Y TOMY )X MOPSIAKY, IO i
HaKa3W, OCHOBHA pO30DLKHICTD - poO3mOpsifdyy YacTMHY LWX JOKYMEHTIB
posnounHatoTh 3i csioBa [TPOTTOHYIO a6o 30BOB’A3YIO. fk i B Hakazax, ioro
IPYKYIOTh OKPEeMHUM PpsIIKOM, 0e3 BifcTymy Bif siBoro Oepera, BeJTUKUMU
nmitepamu (TaGuIs 4).

Tabauysa 4
BiZMiHHOCTI MDX HaKa30M 1 pO3NOPSAKEeHHSIM
[ToyaTok
Hasgsa .
dopMmyIOBaHHS pO3MOPSAAIOL
JOKyMeHTa
YaCTHUHU
Haxkas IIPaBOBUIM aKT, 10 BUAAE KEPIBHUK HAKA3VYIO

HNiJIIPUEMCTBA, SIKMHA Jii€ Ha 3acajax
€VHOHAYa/IbHOCTi, 3 MeTOI0 BUPpillleHHs
BCiX OCHOBHHMX ab0 OnepaTHBHUX 3aBJAHb,
MOCTaBJIEHUX TepeJ, MiJITPUEMCTBOM

PosnopsimxeHHs | mpaBoBuii  akT, 1o Bugae kepiBHuK | [IPOITOHYIO

MiIPUEMCTBA, MepeBa)kHO 3 abo
OTMepaTUBHUX  MNHUTaHb  mNOBCsikAeHHOi | 30BOBA3YIO
BUPOOHHUYO-TOCIIOAPCHKOI Ta

aaMiHicTpaTuBHOI pobotu. B okpemmx
BUNAJKaX  PO3MOPSIHKEHHSI  MOXYTb
BHaBaTH iHIIi IT0CaJoBi ocobu
(Haitvacrinie 3aCTyMHUKU KepiBHUKA abo
KEepPIiBHUKU CTPYKTYPHHUX [MAPO3LAITiB) Y
Me)XaxX HaJaHHWX IM mpaB [41]
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2. /losidkoeo-iHgpopmauiiiHi dokymeHmu

[Tpoiec MpUUHATTS YIIPaBIiHCHKUX pillleHb 6a3yeThCst HA 360pi Ta 06poOIIi
06'exTHBHOI 11 ZocTOBipHOI iHPopMmariii. ToMy, mepeBakHa Oi/bILICTh ZOKYMEHTIB,
110 BIANPaB/AIOTHCS 3 MIANPUEMCTBA Ta CHPSIMOBYIOTBCS 0 HBOIO, € JOBIJKOBO-
inpopmaniiitnumu. Y HuUX MicTUThCST iHQOpMaLiss Tpo GAaKTUYHHUI CTaH CIpaB B
YCTAQHOBI, OpraHisaliii, Ha MiATPUEMCTBI, SIKUH € TMiACTABOI A1 NMPUHHATTS
PO3MOPSAAYNX JOKYMEHTIB.

JoBigxkoBo-iHpoOpMalliliHa MTOKYMEHTAllisi HOCUTh [JOMOMDKHHI XapaKTep
BiIMOBIAHO [0 OpraHi3aniliHO-po3mopsaA4ol AokymeHTauii. [Hpopmalis, 1o
MiCTUTBHCS B AOBiZKOBO-iHGOPMALLIHHUX JOKYMEHTaX, MOXXe CITIOHYKATH A0 [ii abo
OyTu nHlle TOBeseHa 0 BioMa.

JloKyMeHTH 1Ii€l CUCTEMH BifirparoTh CIY)XOOBY pOJIb MO BiHOIIEHHIO 70
OpraHi3aliMHO-NIPAaBOBUX  Ta  PO3MNOPSIAYMX  JOKyMeHTiB.  JlOBIIKOBO-
inpopmMamiiiHi JOKYMEHTH He MICTITh [JOpy4YeHb, He 3000B'SA3yI0Th iX
BUKOHYBATH, SIK PO3IMOPSAUl JOKYMEHTH, a MOBILOMJISIIOTh /IaHi, HA MiJCTaBl SKUX
MPUMNMAIOTBCS BiATIOBiHe pillleHHsI, TOOTO iHII[iIOI0Th yIpaB/IiHChKe pillleHHS,
I03BOJISIIOTh BUOPATH TOU YM iHIIUIA CIIOCIO YIPaB/IiHCHKOTO BIUIUBY.

Oco6uBICTh IUX JOKYMEHTIB TOJISITAa€ B TOMY, L0 BOHU HAMPAB/ISIOTHCS
3HM3y BBepX IO CHCTeMI YyIpaBIIHHS: BiJ TpaljiBHUKA [0 KepiBHUKA
CTPYKTYPHOTO TMiZpO3A4i/My, BiJ, KepiBHUKA CTPYKTYpPHOTO MiJApPO3AiTy [0
KepiBHUKA OpraHi3aliil, Bij, MiABiA0MYO] OpraHisalil J0 BUILOI.

3a BugaMu Ta 00CATOM, OBIIKOBO-iHpOpMalliiiHa JOKyMeHTallisl pi3Ha, 10
Hel HaJ/Ie)XaTh: aKTH, aHOTallil, BIATYKH, BiJIOMOCTI, JOBIIKU, AOTOBOPH, 3alIUCKU
(cy>x60Bi, AOTMOBIZHI, MOSCHIOBA/NbHI), 3alPOLIEHHs, 3BiTH, JUCTU CIY>KOOBI,
OTOJIONLIEHHS, TJIAHU POOOTH, TOCBiJYEHHSs, MPOTOKO/IH, BUTATU 3 TMPOTOKOJIIB,
pedepaty, peleHsii, Tenerpamu, TenepoHOTpAMH, CIUCKU/TEpeniKu, ¢akcu.
YacTuHy LMX JTOKYMEHTIB 3000B'SI3aHUI YMITH CK/IQIATH KOXXE€H TPOMAZsSHUH,
He3aJIeXXHO BiJ| mocajau, siKy obiliMae. Lle — momoBiHI Ta MOSICHIOBaJIbHI 3aTTUCKH,
3alpOIIEHHs, JesAKi CIy)K60Bi /HMCTH, 3BiTM (PO BHKOHaHy Po6OTY, PO
BUKOHAHHSI paHillle HaMIiYe€HOro IUIAHY, MPO BiAPS/HKEHHS), CITUCKH, TEKCTH
Tejierpam, IIaHu poOOTH TOLIO.

binpwiicTe Ha3BaHUX [JAHUX Y PO3LUIL  [JOKYMEHTIB € BUXiZHUMH
(HaZCHIAIOTHCS 3 YCTAHOB) 1 MiCTATH iHpoOpMaIiifo Mpo GaKTUYHHUI CTaH CIIPaB.
BoHu ciy)xaThb OCHOBOIO [JISI NPUUHATTS PO3NOPAAYNAX [JOKYMEHTIB. 3MICT
inpopmanii y HUX Mae AOMOMDKHHI XapaKTep — BOHM CIIOHYKAaIOTh A0 [ii 4d
MOXXYTb OyTH ZOBeJeHi o BifoMa i He mOTpeOyrOTh Aii-BigmoBigi. YacThHa 3 HUX
3abe3reuye TpolLleC B3AaEMOBIIHOCHMH TMiANPUEMCTB, OPTaHi3alliil, a TaKOX
oprasisariiii i rpomagsH [35].
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2.1. [TIPOTOKOJ

IIporokon - iHpopMmaliifHO-aHATITUYHUNA HOKYMEHT, Yy SIKOMY
bikcyeThcst XiZi OOroBOpeHHsI MUTAHb i pillleHHs, yXBajJieHi Ha
3acifaHHsAX, 300pax, HapaJax TOILO.

[TpoToKon CKIafAETHCSI Ha MiJCTaBi 3amKCiB, 3po0eHNX Oe3mocepesHbO
mig  4vac 3aciganas  (36opiB, Hapagu), Ta /JOKYMEHTIB, ITiJrOTOBIEHUX
3a3/ajierib — TeKCTiB Ta Te3 AOIOBIAeN 1 BUCTYIIIB, AOBIJOK, MPOEKTIB TIOCTAHOB
a6o pilleHb, MOPSIAKY JEHHOTO, CITUCKY 3aIIPOLIEHHX TOILO.

3a 00csiroM piKCOBaHUX ZAHUX IMPOTOKOJI OyBae:

¥ cTucnuii, y SIKOMy 3a3HayalTh /MIIEe MUTAHHA, IO iX OOrOBOPIOIOTH Ha

3aciganHi (360pax, Hapazi), MPi3BHUIIA JOMOBIIAYiB Ta MPUNHATI PillleHHS;

v/ IOBHUI, SIKUIA, KpPIM 3a3HauyeHUX BHIIEe BiJOMOCTeH, MICTUTh 3aMUCU

BUCTYTIIB BCiX JOMOBiJja4iB Ta yYaCHUKIB OOTOBOPEHHS BiZIOBIZHUX MTUTAHb

MOPSIKY AEHHOTO0; cTeHOTpadiyHU, Y SKOMY BeCh XiJi 3aCiJaHHS 3alMHUCaHO

OCJIIBHO.

[TpoTtokon moxe Oyt opopmeHHII Ha 3araJibHOMY OJIAHKY IOPUAUYHOI
ocobw, creriabHOMy 6/IaHKY MPOTOKOJY (3a HAsTBHOCTI TaKOro 6/1aHKy), GIaHKY
CTPYKTYpPHOTrO mifpo3ziny (y pasi opopM/IeHHs: MPOTOKOY 300PiB CTPYKTYPHOTO
mizpo3ainy) abo Ha CTAaHAZAPTHUX apKyluax mamepy ¢opmaty A4 sIK 3 KyTOBHUM,
TaK i 3 MO3JOBXHIM PO3TAllyBaHHAM MOCTIHHUX PEKBi3UTIB (pucC. 15, puC. 16,
pHc. 17, puc. 18).

[Tim yac opopmieHHs ci1if, MaTH Ha yBasi, WO:

¥’ IaTOr MPOTOKOJy € JaTa MpoBeleHHs 3acigaHHs (360piB, Hapaau), a He
maTa MOro oCTaTOYHOro opOpPMIIEHHS YM TiAmucaHHs. SKmo 3acizanHs (360pH,
HapaZia) TPUBAJO JAEKiJbKa [HIB, TO Yepe3 THpPe 3a3HAYAITh JATHU MEPLIOTO i
OCTAHHBOTO [IHIB 3acifaHHs (360piB, Hapa 1), HATIPUKIA[: 07-08.12.2015;

¥’ peecTpauiiiHMM iHAEKCOM MPOTOKONy € MOPSAKOBUN HOMEp 3acifaHHs
(360piB, HapaiK) y MeXax Ka/lleHJapHOTO POKy. [IpoTokoin BUGOPYHX OpraHiB Ta
IX TOCTIAHUX KOMICIH, JeNyTaTCbKUX TPyl PEECTPYIOTh Yy MeXax Mepioay Ix
CK/IIMKAHHS; TPOTOKOJM 3aK/JafiB OCBiTU (mefaroriyHux pag), y SKUX
XapaKTePHU3YEThCsI OCBITHIM MPOLEC — y MeXKaX HaBYaJbHOrO POKY (i3 KOXXHOTO
HOBOTO KaJIEHJAPHOTO (HaBYa/IbHOTO) POKY a60 BUGOPUOTO Tepiofy, — HyMeparlist
IIOHOBJIIOETHCS);

v/ MiclleM cKIafieHHs TIPOTOKOIy € 6esnmocepefiHe Micue (MicTo, ceo,
cenuiie), fe Oyio MpoBeieHO 3acizanHs (360pH, Hapaja), a He aZipeca, 3a SIKOH
3apeeCTpPOBAHO PUANIHY 0COOY;

¥/ 3aroJI0BOK /10 TEKCTY MPOTOKOJTy Ma€ Bifo6paXkaTy BUJ, 3aX0/ly — 3aCiJaHHs,
300pH, Hapaja, 3137 TOILO, i HAIMEeHYBaHHS KOJIETiaJIbHOTO OPraHy B POJOBOMY
BIAMIHKY, Ta JIOTIYHO ITOE€AHYBAaTHCS 3 HAa3BOIO BHUJY JOKYMEHTAa, HAaNpPUKIIAJ
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«[IpoTrokon 3acizaHHs pagu aupekTopiB», «[IpoTokon 3arambHUX 300piB
TPYAOBOIO KOJIeKTUBY», «[IpoTokon omepaTMBHOI Hapaju Yy 3aCTYNHHUKA
reHepasbHOTO AUPEKTOpPa»;

¥/ TEKCT TIPOTOKOJy CKJIQJIA€ThCS 3 JBOX YaCTMH — BCTYMHOI Ta OCHOBHOL.
Y BCTyIHIN YaCTHHI 3a3Ha4alOTh NIPI3BUIIA Ta 1HILIa/IM FOJIOBYIOYOrO, CeKpeTaps,
NPHCYTHIX MOCTIHHUX YIEHIB KOJIETia/IBHOTO OPTAHY i 3alpolIeHHnX 0cCi0, a TaKOX
NopsAoK JeHHUU. [1py npoMy, BiZOMOCTI PO MPUCYTHIX HA 3aCilaHHI BHOCSATH /10
MIPOTOKOJTy TAKUM YHMHOM: CIIOYATKY B a/1paBiTHOMY MOPSIAKY BKa3yIOTh MPi3BUILA
Ta IHILJAa/A TIOCTIMHUX 4YJIeHIB KOJieTiaJIbHOTO OpraHy, IOTIM - MOPI3BULIA,
iHiLianM Ta mocazy ocib, 3ampouleHrx Ha 3acifiaHHs. Y MPOTOKOJ/IaX PO3LIMPEHUX
3acijaHp i 300piB TPYZOBOTO KOJIEKTHBY, Yy pa3di, KOIM KiJIbKICTb NPHUCYTHIX
nepeBUILIye 15 0Ci0, 3a3HAYAIOTh 3arajibHe YHC/IO MPUCYTHIX 3 MOCH/IAHHSM Ha
CIIUCOK, SIKUU Mae pogaBaTtucs. OCHOBHa YacTHMHA IMPOTOKOJY CKJIQJAETHCS 3
pO3/iiB, 1110 MalOTh BiZTIOBimaTH IIYHKTaM MOPSIKY JIeHHOTO.
Po3zinu HymepyloTh apabCbKUMH LMPPaMU i CTPYKTYPYIOTh 32 TaKOIO CXEMOIO:
CIIYXAJIN - BUCTYIIWUJIN - BUPILLIWIN (YXBAJIMIN, TIOCTAHOBUWJIN).
[licna cmoBa «CJ/IYXAJ/IM» 3a3HavawTh Npi3BHUILe Ta iHil[ia/M JomoBijada 1
nmoaaTh 3mict Moro gomoBigl. Ilicmsas cnoBa «BHUCTYITM/IM» 3a3HavaroTh
npisBuile, iHimian(u), mocazy Ta 3MIiCT BUCTYITy KOXXHOI 0COOH, 1110 Gpajia y4acTh
B o6roBopeHHi pgomoBigi. Skmo Tekctn (a6o Te3M) MAOMOBIAI Ta BHCTYIIIB
obopMIIeHi SIK OKpeMi [JTOKYMEHTH, TO B MPOTOKOJ iX He 3aNUCyIOTh, a MiCJs
BiOMOCTel TIpo [domoBijadya abo o0coOu, 10 BHUCTYyMajaa, CTABAATh TUPE i
3a3Ha4aroTh: « TeKCT AOMmoBiAl (BUCTYIY) IOAAETHCS IO MIPOTOKOITY»;

v aKmo pimeHHs, 3adikcoBaHe Yy MPOTOKOMi, Oy/l0 NPHHHATO LIISAXOM
roJIOCyBaHHs, TO Toia dYactuHu Tekcery BUPIIIWIIM - (YXBAJIWJIY,
[TOCTAHOBUJ/IM) wmatote Oyt odopMIIeHI pesynbTaTd TOJIOCYBaHHS i3
3a3HAYeHHSIM KIJIBKOCTI TOJIOCIB «3a», «IIPOTHU», KyTPUMaIUCs». SIKILO y KOroch 3
MPUCYTHIX Ha 3acigaHHi (36opax, Hapazi) € 0cO6MMBa AYMKA IIOAO MPUHAHSATOrO
pillileHHs], TO 1l BHUKJQJAIOTh Ha OKPEMOMY apKylli, MiJMUCYIOTh 1 JOJAIOTh [0
IIPOTOKOJY;

v/ 3a HasBHOCTI iHLIMX JOKYMEHTIB, 1[0 PO3I/sAaaMCs Ha 3acigaHHi (360pax,
Hapazi) i xig o6roBopeHHst sikux Gyno 3adiKCOBAHO y TEKCTi MPOTOKOIY, iX
HyMmepyoTh apabcekumu udpamu ([Jomatoxk 1, Jomatox 2, ... Jomatok 6), a 'y
BiZIMOBIAHUX pO37i/aXx MPOTOKOYy POOISTh MOCUIAHHS HA Iii ZOJATKHU. PekBi3ut
«BigMiTKa PO HASIBHICTh TOJATKIB» ITIC/ISA TEKCTY MMPOTOKOJY HE 0pOPMITIOIOTH;

v/ IPOTOKON TiANUCYIOTh TOJOBYIOUMI Ha 3acijaHHi (360pax, Hapazi) Ta
CceKpeTap; B OKpPeMHX BMIIQfiKaX, SKIO Lie 3aKpIlUIeHO Yy IIOJIOXKeHHI IIpo
KOJIETia/IbHUIM OpraH, MPOTOKOJ 3aTBEPKYE KEePIiBHUK IOPHUIUYHOI ocobu. Y
TAaKOMY pa3i B MPOTOKOJIi 0pOpMIIOIOTh rpUd 3aTBEPIKEHHS;

¥/ IPOTOKO/IbHI PillleHHsI KOJ/leria/IbHUX OPraHiB JOBOJSATHCSA 0 BUKOHABIIB Y
bopmi, ycTaHOBJIEHIH TTOIOXKEHHSIM TPO Lii OpPTaH# [15].
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Yrihikosana fopsa npoTOKOIY IAC1IAHHE KOMETTAILHOND OpraHy, KoMicll, kosmitery, pobogol rpyim

Kon JKY]]

{HAfMEHYBAHEA KPR 0T ocodi)

nNPOTOKO

. 20 p. No

(miscipe ckaaIEHEN)

Jacinanna

{ HafisEHYBAHAE

KONETIANLEOND OPFAHY, BOMICIT)

alio podoaoi rpymE)

lNonowsa — [Npizsnme, imimianin)
Cexperap — [lpisenme, inimian(n)
[Mpucyrai:

{cIouaTky B ANfEpi THOMY NOPAIEY BKISYHITE NPISEHILA T4 a0 nocTiAE 95eHiE BOReMATRHOID OPTaHY,

DOTIM 5 HINBHOCT] — MPEEALNE, HIATH T3 N0cAAE ocill, 3anpoileHH) Ha 1aciiaHne, a0 HEHANAKTE JArAALHY KiILKIETE

MPECYTHIX 3 NOCHIAHHAAM Ha CIIBGOK, SKHA M3¢ I0JARITHCE 10 MPOTOKOTY)

Nopazok gennmii:
1.
((hopayEHOTH MITAHAA, 399HAYMEK0TE NOCAAY, NPASM0KE T3 1HINIAA] ) Jonos1a%a)
L.
1. CIIVXAJIH:
{npisesiine, IHINLAN H) BOMOEi13%a) (TeRCT BOMOBINL NOJAKHTE Bl TPeTROd ocoli oaHEHE 30 SATHIMAHTE NPo
HANEHICTE JONOE] Y BHIST] B0EaTEa)
BHCTYIIHIIH:
{npisasmge, Higiamn ) {TERCT BHCTYIY MOJAROTE B TPeTROT ocoliE OOHHHA)
BHPILHIH (YXBATIITH):
1.1.
(panserAs afo yRBATY SOPLIYIEHITE BT TPETROT Go00E MBOGKHHNE )
12 .
2 CIIVXAJIH:
[Nonosa
{ocodacTiil nigmEc) (imitganin), npisEne)
Cekpetap
{ocodacTril nigmEc) (imitganix), npiasEne )

Puc. 15. YHigpikogaHa popma npomokony 3aci0oaHHA K0Ne2ia1bHO20 0p2aHy, KOMIcil, komimemny,
poboyoi epynu
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Vaiikopada dopMa NPOTORNTY JranbHEX 300PIE TPYI0BOND KOIEKTHEY

Koa JIKV]]
(HEAiMEHYBAHAS KpEIHH0E ocoda)
NnrPOTOKON
= 20 p No
(MBCLE CRAANEHHA)
Jaraneumx 3hopis
TPYIOBOT0 KOJIEKTHEY

lNonoesywunii — [pizsnme, imigian(m)
Cexperap — [lpiasnine, inimian{mn)

[MpucyTni:
(TATHIEARTE TATANLHY KUK TR NPHCYTHIX 3 IOCATARERM HA COHO0K, SKHI M3¢ JOJABITHCH B0 OPOTOROTY)

MNopagox pennmii:

1

(popay TS METAHEN, 3JTHITAH0TE NOCATY, NPREsENe T3 iHnian]H) Jenosiiania)

2
1. CII¥VXAJTIH:

{npraBsiine, IHINLA H) 0o 1a%a) (TeECT BOMNOBIIL NOJAKTE B TRETROT 0ooli 00HIBH af0 3a3HAMANTE Npa

HARBHICTE JONOET Y BHCIAL B08aTEA)
BHCTYTIMJIH:
{nprzesine, iHigianE) (| TERCT BRCTYITY NOJAKITE Bl TPETROT 0ol IHHHNR)

BHPIIHITH (YXBAJTHITH):

1.1

(piusenss afo yrBany GOPAYIEHITE B TPeTROT GoOBE MIBIKHEH )

12 ...
FONOCYBAJIH (2a nompeiiu):

«3aw — __ ronocie

wllpoTw — __ ronocis

«YTpHManHCay — ronocie

2 CIIVXATIH:
lNonosywoumii

(ooodacTii mignEc) (isinian(n ), npiasEne )
Cexperap

(ooodacTail nignac) (imizgan(n), npiasamge)

Puc. 16. YHigpikosara popma npomoxony 3azansHux 36opie mpydoso2o KoieKmusy
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Yrihikosana opua IPOTORQIY ONEPATHEHOT HAPAIH ¥ KEPIEHMKD KAPHIHHHOT 0Cobi
Koa JIKY ]

(HafMEHYBAHEA KPEIHTHO 0c0du)

NPOTOKOD.

non 20 p Ne
(miBCIle CREANEHEN)

OnepaTuenol Hapagn y

(HAfiMEHYEAHHES OCATH KepiBHHKL)

INonomsounii — [pissmme, inimian(u)
Cexperap — Ipizsnme, inigian(n)

[MpuecyTni:
B andapiTHOMY NOPAIKY BKIEYHITE NPITREINE, iHIATE TA N0CATH ocill, NPHCYTHIX HA 33C11AHHAL 350 3 IHAEHOTE
EACANEHY KiRKICTE MRHCYTHIN T NOCHIAHHAM HA CICOK, SKHA M3 QOIARATICE 10 MROTORLTY)

[Mopanox gennmii:

1.

(popay IR TE MHTAHAL, 32THAYMIOTE NOCATY, PISENE TA IHINAN M) SN0 gasa)

2.
1. CIIYXATIH:

| MpisBsIne, IHINLAH H) BONoBA3%a) (TEECT BOMOBIAL NOJAWTE B TReTROT 0ooln 0OHIHA 200 3a3HIMAHTE Op0

HANEHICTE QOO ¥ BHTIA0] B08aTEa)
BHCTYTIHITH:
{npizesne, HINERE) {TEKCT BRCTYIY DOJAKTE BIY TPETEOT 0oodi 0 JHHHEH)

BHPINTHITH (Y XBAJTHITH):

11

(i ado yxsany GoparyIsoTE B TPeTROT soolii MBO&HENE )

12
2 CIIYXATIH:
[Nonomywoumii

(ocodacTail nianac) (isitsanin), npiasame)
Cekpetap
(ocodacTail nignac) (imitganin), npiasAne)

Puc. 17. YHigikosara ¢popma npomokosny onepamueHoi Hapaou npu KepieHUKOBI
topuduuHoi ocobu
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Yridikosana Gopua NpoToReTy 300PiE CTPYETYPHOID APy

Kon JIKV]]
(HEafMEHYBAHEA HOpEAHYH0T ocoda)
(Eafiesy B CTPYRTYPHOTD NPT
NPOTOKON
I 20 p No
{(MicLe cRAaJEHEN]
Joopis
(HafMeHYBAHHEA
CTPYRTYPHOID IHApoaiiny)

INonosyrounil — [pizesme, imiian(a)
Cexperap — [pissame, ininian(n)
Ipuecyrai:

(cmouaTEy B AnEBi THOMY NOPAAKY BEXTYHOTE NPISRAINA, HIIATE T3 ICAIH MPAIIEHEKER CTPYETYHB0IY

NAPOETITY, MOTIM 3 HAIBHOCT] — NPRSELE, iHILA0 Ta nocagE ocil, sanpomesnx B $5opH, afo SHTHAMAHOTE JArANLRHY

KUIBKICTE OMECYTHIX 3 MOCHNAHHAM HA COHCOK, SKIHl Mae JOIARATHCE B0 NPOTOROTY)
Mopagox gennmii:

1.
(hOpAYIHOKTE IHTAHANL, 39HAAKTE DOCATY, IPRSANEE T3 IHINAN H) Qo0os 1% )
2. ...
1. CIIVXATIH:
{ npisesie, IHINEAN H) BOD0EDa0a) (TeRCT JOMNoBiNl NOJAHTE B TPeTe0T ool onemE afo 3833007 Npo
HAAEHICTE QOMOEA] Y BHIIAL J0RITEA)
BHCTYITHJIH:

(npizEHINe, 1HIDARE) (TEKCT BHCTYITY NOJAKTE BY TReTROT ocolin 0IHHEH)

BHPILLIHITH (YXBAJIHITH):

1.1.
(oY IECHITE plneHES 300 YEBATY B TPeTRO] GColE MHEOHKHEH )
12 ..
2. CII¥XATIH:
INonomyiowmii
{ocodacTil nigmEc) (iHingan(s), mpiasAne)
Cexperap
{ooodacTiil nigmEc) (iHingan(s), mpiasEne)

Puc. 18. YHi¢pikosara popma npomokony 36opie cmpykmypHo20 nidpo3diny
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2. JOITOBIJAHA TA IMTOACHIOBAJIbHI 3AITMCKH

JomoBigHa  3ammcka -  iHpopManiliHO-aHATITHIHUI
noKyMeHT (puic. 19), sAKUM iHGOPMYIOTH KEpiBHHUITBO PO
CUTyalilo, 1o cKaanacs, ¢GaxkTd, sKi Majau Miclle, CTaH
BUKOHAHHSI poOOTH TOmO. 3a HeOOXiIHOCTI, y [OMOBiAHIMN \
3aMuCli MOJAIOTh BUCHOBKU 1 MPOMO3HUILI{l.

,Z[OHOBI,HH& 3aIlICKa MOXXe IrOTyBaTUCA AK 3a B/IAaCHOIO lHlulaTI/IBOIO dBTOPaq,
TaK 1 BKa3iBKOIO KeplBHHuTBa MeTa lHlulaTHBHOI AOHOBI,HHOI 3aIlITMCKH1 -—
CIIOHYKAaTHu KeplBHI/IKa pite; HpI/II/IHHTTH II€BHOI'O le_IEHHFI [15]

Yuiikosana gopsa G000BLIHOT 3aNHCER

Kog JKY ]

(HafisseHYESHHEA RPILTITEHOT ocoba)

(HARAMEHYEIHHA CTPYETYPHOIS

MAPEETIAY (3 o)

{HadineHYEAHHA IOCATH, NPIZEHINE

JOMOBLIHA 3ANTACKA

Ta dian i) K BHEES WpIHHOT

Mo

ool 2o m‘:pi.uunxu. CTRYETYPHOT

MAPOIILTY ¥ JABANEHOMY BLIMIHKY)

[nisciie I.'K.Ja.ll.'ll.l-.lll}

Npo

(TewcT ONOEIAHOT 3AMICKH HOIUIEHTE HA JE TACTIHE — KOHCTATYH Ty Td SIKIHHY.

V¥ nepiiil SacTHHI HABOAATE (akTi 360 ONHEYIOTE CHTYALLED, 10 CTANE NPHBOJ0M 18 HAMACAHAS BON0B THOT JAMICKA.

W npyrifl — EAHOTE AHANY CHTYALNL, IPOMOHYHITE MOGKIHE BAPIAHTHA T pleHan, polaams BHCHOBKH 030 ROHKPETHI il

AKHX, Ha JYMEY 3ETOPA, HOOOK 1 THO ERHTH)

(ElAMiTEa NpO HANEHICTE A0JATKIE (33 HANBHOCTI)

(HafimeHyBaHES MOCITH (ooodwcTHil niamac) (isitman(i), npiisAmne)
ABTORA JOAOELTHOT SANHCKI)

Puc. 19. YHigpikosara popma donogidHoi 3anucku
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IToscaroBabHa

3aIIMCKa

iHpopMaliitHO-aHaTI TUMHUI
IIOKYMEHT, SIKUU MICTHUTh MOSICHEHHSI 3MiCTy OKpEMHX TMOJI0XKeHb
iHmoro mokymeHTa (riaHy, 3BiTy TOIIO) a60 MPUYHUH SKOICh
MoJil, CATYyaljil, WO CKJajacsi, BYNHKIB Ta MOBEJIHKA OKPeMHX
MpauiBHUKIB.

[Tix yac opopmIeHHSs AOMOBIIHUX Ta MOSICHIOBAIbHUX 3aITMCOK (TaGIuLs 5)

CJII/T MAaTH Ha yBa3si, O:
¥/ IaTy Ta peecTpalLiliHU iHAEKC MPOCTABASAIOTh y A€Hb iX MiJM1caHHS;

v/ BHYTpIllIHI 3alMCKUA PeecTpyloTh OKPeMO Bij 30BHimHIX. Peecrpaniitnmii

IHZeKC B30BHIUIHIM 3alMCKaM HAJAIOTh 3a JXYPHA/JIOM peecTpalil BUXIZHUX

OOKYMEHTIB, a BHYTPILUIHIM — 3a BiANoBiZHOIO $opmoio peectpariii BHYTPILIHIX

JOKYMEHTIB;

¥ 3aro/loBOK /10 TEKCTy JOMOBifIHOI 3alMCKKM Ma€ CTHUCIO 1 TOYHO
BiZJOOpa)KaTH 3MiCT TEKCTY;

Tabnuus 5

Oco61MBOCTi pO3POOKHU JOTTOBITHOI TA MOSICHIOBAJIBHOI 3aMMHUCOK

[lonoBiHI Ta
MMOSICHIOBAHI
3alHCKU

L

'S

BHyTpiwHi

30BHILIHI

Appecar

KepiBHUK  IOpUAMYHOI  ocobu  abo
CTPYKTYPHOTO migpo3ainy, SIKOMY
6e3mocepeaHbO MiMTOPSTKOBYETHCS
MpaliBHUK — aBTOP 1Lji€l 3aNIUCKU

KepiBHUK
IOPUAMYHOI 0COOU
BULIOT'O PIBHS

Odopmnenns

SKILIO CKJIQJla€ KepiBHUK CTPYKTYPHOI'O
MIJPO3ALTY:

- Ha OJIaHKY BiJIIOBIJHOTO CTPYKTYpPHOTO
mizpo3ainy (3a HAIBHOCTI TaKOTO G/IAHKY);
Ha CTAHJAPTHUX apKyllax Tanepy 3
BIITBOPEHHSAM OCHOBHMUX PEKBI3UTIB

6J1aHKY CTPYKTYPHOT'O MiJPO3Jiy;

AKIIO CKIAZA€ TPAL[iBHUK CTPYKTYPHOTO
MIJPO3ALTY:

- Ha CTAaHJAPTHUX apKyllax [arnepy
dopmaty A4 abo As (3amexHo Big obGcsary

TEKCTY)

Ha 3arajbHOMY
6/1aHKy
IOPUANYHOI 0COOH

ITigmc

KEepiBHUK CTPYKTYPHOTO IMiJpo3Ainy abo
MpaLiBHUK

KepIBHUK
IOPUAUYHOL
0CO0OU, HEe3aJIeXKHO
Bi TOro, XTO €
BHUKOHABIIEM
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v/ 3aroJIOBOK MOSICHIOBAJIbHOI 3alMCKM Ma€ CTHUC/AO i TOYHO BH3Ha4YaTH
CMMCJIOBHH acCIleKT 3MICTy AOKyMeHTa (puic 20). 3arojioBOK [0 BHYTPIlIHBOI
MOSICHIOBAJIbHOL 3aIllMCKH, CK/IaJeHOl MPAaljiBHUKOM CTPYKTYPHOTO MipPO3AiTYy y
IoBiBHIN PpopMi, opopmIrOBaTH HEOOOB SI3KOBO;

v TeKCT [JOMOBiAHOI 3amMCKY TOZHISIOTh Ha [JBI YaCTHUHH, KOXXHY 3 SIKMX
OPYKYIOTh 3 a63aiy. Y mepiiil YacTUHI HaBoASTh GpaKTH ab0 OMUCYIOTh CUTYALLilo,
10 CTaj/la MPUBOJAOM /Jisi HAallMCAHHSI JOMOBIAHOI 3alWCKU. Y ApYyrifi - JaloTh
aHaJIi3 CUTYallil, TPOIMOHYIOTh MOMXUIMBI BapiaHTH ii pillleHHsI, pOO/ISITh BUCHOBKHU
I0/10 KOHKPETHHUX /i, IKHUX, Ha JYMKY aBTOPa, HEOOXiZTHO BXXUTH;

¥/ IKILIO 3aMUCKy MOJAl0Th a60 HaJCWIAIOTh Pa3oM i3 J0JaTKaMH, TO HIDKYe
TEKCTY MPO 1ie poOJIATh BiATIOBIIHY BiAMITKY;

v/ 30BHIIIHIO TOSICHIOBA/IbHY 3alMCKY MiJMKCYy€e KEePIBHUK IOPUIUMYHOI 0COOH,
a BHYTPILIHIO — 1i aBTOp (KepiBHUK ab0 Mpal[iBHUK BiJMTOBIZHOTO CTPYKTYPHOTO
nigpo3ziny);

v’y BOBHIHIA 3amucui y pasi moTpe6W 3a3Ha4alOTh BiZOMOCTI PO
BUKOHaBIsA(-iB) — mipisBuie(-a), im’st(-eHa), mo 6aThKOBI Ta HOMep(¥) CIy)K6OBOTO
tenedony [15].

Kog JKY [

(HafiMeHyBAHER KPHARTHEDT ocoli)

( HaliMeHYBAHEN CTPYETYPHO:

i ApOALLY { mowpeiing

(HadisenyERHHA MOCATNH, NPISBHILE

NOACHHBAJBHA 3AINHNCKA

Ta i) KepaEHHED P YRSHOT

o

ocodn af KepiBEHKD CTPYKTYPHOTD

MLPOIALTY ¥ AaBaIEROMY BLIMIHKY)

(aicise crnanennd)

Ipo

{3' TEKCTI NOBCHBMEANEHGT SAMHCKH HAROIATE NOACHEHES 3 MPHERTY SEOICE T, MPETOYH, B HEY

250 MOACHIBTE IMICT OEPEMA IUMGEEHE OCHOBEHOND JOKYMEHTA, AKIH, 8K Npasino, J05acTheH)

(BLIMITER PO HANEHICTE AOMATELE (34 HANBHOCTI)

(HafiMenyEaHiA 0CAIH AETOpA (I.IL'\‘K'-:-IIA.'IIII-I i AHE) (itlilua.]l'u]. |L|'.|i IR AL )
NOACHKSANEHOT TAMHCKH)

Puc. 20. YHigikosaHa popma nosCHI08ANbHOT 3aNUCKU
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2.3. IOJAHHSA

Iomanus - iHdOpPMaLiHO-aHAITUYHUN [JOKYMEHT, SIKHU

MICTUTh TMPOMO3MI{I0 LIOA0 NpPU3HAYEeHHsI Ha MOCaay, l |
nepemiiieHHs1 (mepeBeseHHs1) Ha iHmry mocagy (po6ory) abo
3a0XO4YeHHs1 (HAropopKeHHs, TMPEMIIOBAHHS) IIpalliBHHUKA \ |
IODUINYHOI 0COOMU.

BHyTpillHE TIOJAHHS, sIKe CKAAJA€ 1 MiAMHUCYE KepPiBHUK CTPYKTYPHOTO
nigpo3niny, MoXHa o0¢dOpMUTH HA O/IaHKY BiAIOBIZHOTO CTPYKTYPHOTO
migposainy (3a HassBHOCTI) a60 HA CTAHAAPTHHUX apKyluax mamepy ¢popmary A4.

[TomaHHs, sKe HamNpaB/sIlOTh [JO CTOPOHHBOI IOPHUIUYHOI  0coOH
(MepeBa)KHUM YHHOM [I0 OpraHi3aiil BWIIOTO PpiBHS), MiAMKUCYE KePiBHUK
IOPUIUYHOI 0coOU. Take MOJAHHS AOLITBPHO OGOPMHUTH HA 3arajJibHOMYy OJIaHKY
fopuguuHoi ocobu. [loganHsT Moxe Oyt 0QOPMIEHO 3 BUKOPHUCTAHHSM
yHidpikoBaHoi popmu (puc. 21).

Kon JKY ]

(HEsAMEHYBRIRAR K P AR EGE oeodi)

MOoOJAHHA

" " 20 p- MNa
([MBCENe CRAAIEHER])

Ilpo npruznavenna Ha MocaIy

(3AOXOMEHHA, HATDPO/TReHNnA)

(ApEEE, MR, N0 GATEXOE] ApaiEHERa)

(AaTa i micue HapoTeesi )

(OCRITA i3 39THANCHEEM CICLIAIEHOCT] T8 KEaNigikain)

(HafiseHYEAHHE CTPYRTYPHOTO OLIpOEIiny)

(HaRMenyBaRS Docatn, Sxy obUIMAr IpaiisHHE)

(arancinm cram poGoTH)

(cTam poloTH ¥ CTPYRTVPHOMY IHApO3gini)

(CTam pobaTi Ha GCTAHHIR MOCAIE)

(CTamnenns A0 pOGOTH T2 EIKORANAR NOCATOBEN OG0S" AIKIR)

(nimcyMER pesyaLTaTis poboTE %8 mumynui pik)

(A0S TROBI BLASMOCT D SACAYTIE HpLIBRIEG)

(HalivMeHYBIHEN NOCHTE, HA AKY NPONOHYETESE NPHEESTATH (MEPesICTHTE ) NpaniEnHks 550 B 3000 BeHER WH HATORO0 800 HEE )

(Haiiacsysasis noca
KEPIBHIKS KOPEIHYEHG 0codi (450
CTPYETYPHODD Niaposiny

(ocoBucTIE niane) (istiian(s), npirsnmne)

Bizn (2a nompertiu)

[pady noromxenna (2a nompedi)

Puc. 21. YHigpikosana popma nodaHHs
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[Tig vac cknageHHs Ta opOPM/IEHHS MMOJAHHS CJTi/l MAaTH HA yBas3i, 110:

v maTy i peecTpauiliHMii iHAeKC TOJAaHHS HPOCTaBASAIOTh y JAeHb MOro
MiAMMCAaHHSA. SIKIIO MOJAHHSI HAJCUIAIOTh [0 IOPUAWYHOI 0COOM BUIIOTO PiBHS,
TO PEECTPAlIHUMN IHJEKC MPOCTABASIOTH 3a JXYPHAJIOM peecTpaliil BUXIJHUX
nokymeHTiB. [lomaHHs, azpecoBaHe HA iM'Ss KepiBHMKAa IOPUAWYHOI 0COOH,
PEeEeCTPYIOTh y BiJIITOBiJHIHM peecTpawniiiHiii popmi BHYTPIlIHIX JOKYMEHTIB,;

¥/ TeKkcT nogaHHA 0pOPMIIIOIOTH Y BUIJIA/I aHKeTH, e Mae OyTu nepeabadeHa
TaKa MOCTiMHA iHpOpMallist A/ BHECEHHS BiJoOMOCTe PO MpalliBHUKA:

1  1pisBuile, iM’s1, 0 6GATHKOBI;

>  /Aara 1 Miclie HApOJ KeHHS;

3 OCBiTa i3 3a3Ha4YeHHSIM CIIel[ia/IbHOCTI Ta KBasmidiKalii;

4 HaliMeHYyBaHHS$ CTPYKTYPHOTO MiAPO3A1y;

5 HaliMeHyBaHHsI IOCa/IH, SIKy 00iiiMa€ MpaiiBHUK;

6 3araJibHUM CTaXX pobOTH;

1  CTaX pobGOTH y CTPYKTYPHOMY MiZIpO3Aii;

D, MiACYMKH pe3yJbTaTiB poOOTH 3a MUHY/IHH PiK;

3 crax poboTH Ha OCTaHHi# Mocaj;

4  craBneHHs A0 po6OTH Ta BUKOHAHHS IMOCaZIOBUX 000B’SI3KiB;

5 JIOAATKOBI BiJOMOCTI PO 3aC/TyTU MPALliBHUKQ;

HaliMeHYBaHHS [10Ca/iv, Ha SIKY POIOHYETHCSI MPU3HAYUTH \
6 (mepemicTyTH) MpaiiBHUKA a00 BUJI, 3a0XOYEHHST Y1 HaTOPOPKEHHSI;

¥v'y pasi HeoOXiZHOCTi, MOJAHHS TIOTO[KYIOTb 3 BUOGOPHHUM OpraHOM
MepBUHHOI TPOQCIiIKOBOI opraHizaiiii (TpodCHiIKOBUM TpPeACTaBHUKOM) YU
IHIIIMM YTIOBHOBa)X€HUM HaA TMPeJCTaBHULITBO TPYJOBUM KOJTE€KTUBOM OpTaHOM. Y
TAKOMY pasi y MOAAHHI Ha/IeXKHUM YMHOM O0pOPMITIOIOTE Tprd MOTomKeHHS [15].
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2.4. CJIY)KBOBHUH JIUCT

JIncTty CKIaJaIoTh 3 yCiX MUTaHb YHNPAB/IIHCBKOL JISI/IBHOCTI IOPUAAYHUX

Cay>k00Bi IMCTH — y3arajibHEeHa Ha3Ba BEUKOI I'PyMH
indopmaliiHO-aHAMITUYHUX  JOKYMEHTiB, 10 €
OCHOBHUM 3aco00M 0OMiHy iHdopMali€n 0OPUANIHUX
0cib MK co0010, a TAKOX i3 TPOMaZITHAMH.

0cib, BOHM MAalOTh pi3He MPU3HAYEHHs, & TOMY BIiZIMOBIJHO ¥ iCHye GaraTo ix
BU/iB 1 pI3HOBUZB.

KnacudikyBatu n1cT MOXKHA 32 TAKUMHM O3HAKAMU SIK: aBTOPCTBO, cdepa
B3a€MOBIJHOCHH, i€papXxis yMpaB/iHHS, MiClle Y ZOKYMEHTOOOIry HOpUIUYHOI
0co0u, 3MiCT Ta MPU3HAYEHHSI, TEMATHUKA, CKIQJHICTh 3MICTY, CIIOCi6 mepesaHHS
indpopwmariii Tomo (puc. 22) [15].

o He Bci
=g ' . imimiaTuBHi

g inpopmarniitHi amcTH

g. 3a noTpe6yIoTh
_g_‘ NPpU3HAYEHHSIM BigmoBizi
E CYTNIpOBifHI I

) PizHOBHAM

§ iHigiaTUBHOTO

= rapaHTiitHi iHiIiaTUBHI JINCTH- zucra, mo

. . - 00O0OB’A3KOBO

T JINCTHA BIANOBIZl

oM noTpedyoTh
I o Bigmosizi
| I
JINCT- JINCT- JINCT- JINCT-
. JINCT-3aIIUT

MMpOXaHHSA BHUMOTIa 3BEPHEHHS MMPpOTIO3U1I1A

J

Puc. 22. Knacugixayis caymcb6ogux aucmis

[Tix vac opopmienns cnyx60Boro aucTa (puc. 23) Ciif MaTH Ha yBasi, mo:
v/ Ha3By BUJly JOKYMeHTa y IUCTi He 0pOPMITIOIOTE;
v/ Jary Ta peecTpaliifHMii iHAEKC IHCTa IPOCTAaBIAIOTh Y J€Hb HOTo
T AT CAHHS;
¥/ TIocuIaHHSA Ha peecTpaLiitHMIl iHAeKC i JaTy JoKyMeHTa 0pOPMIIOIOTE y
pasi, SIKLO JIUCT MiATOTOBIEHO y BiAMOBIAb HAa IHIIWMI JIUCT;
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Koa AKY ]

Koa € IPIIOY

(HafiMeHy BAHHA KPHIHTEOT 0ooin)

(noeineos nani npo opHARTEY ocoly) (HafMeHYBAHHA 3XpecaTa)

e

Ha Na Bz

IIpo

(BigMiTE: NPO HAMERICTE AOJATKIE (32 HASEHOCTT)

(HafiMeHyBaHE TN (umn":-lwlm'l T AT (itlilua.]l'll]. |L|Ji IR AL )
KEPIBHHED KPHINHOT o)

(BloMOCT] NpO BHKOHABLIA BOKYMEHTE)

Puc. 23. YHigikosana popma cnymc608020 nucma

v apecaToM /MCTa MOX€ BHUCTYNATH IOPUAWYHA 0c00a, 1l CTPYKTypHMIA
HiZpo37i/, KOHKpPeTHA mocajoBa ocoba abo rpoMaiasHUH. AzfpecaT MoXe OyTH
y3arajibHeHHUM, SIKIIO JIUCT QaJpecyloTh BiApasy OaraTbOM OJHOPIJTHUM
IOPUAMYHIM 0Cc00aM 4M iX KepiBHMKaM. Jlo pekBi3uTy «AgpecaT» MOXXe BXOJUTH
IOIITOBA aJpeca, sIKy opOpMIIIOIOTH BifmoBiZHO #o «[IpaBWn HagaHHS MOCTYT
IIOIITOBOTO 3B SI3KYy»;

v/ 3aro/10BOK [0 TeKCTy GOPMYJIIOE BiMOBilaIbHUI BUKOHABEIb JIMCTa;

v Texcr Mae MictuTm smme Ty iHdopManilo, sapazyd QiKCyBaHHS SIKOI
CTBOPIOIOTH  BIATOBIAHWMA JIMCT, 1 CTOCYBaTHUCSI TOrO TIUTAHHS, SKe
cdopmyIbOBaHe y 3ar0JIOBKY /10 TEKCTY;
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v’ 1o nucra MOXYTb [OJABATHCS 1HIII JOKYMEHTH SIK 13 ManepoBUM, TaK 1 3
OyZb-IKUM IHIIUM BHUJIOM HOCiS, BiZJOMOCTI TIpO HASIBHICTh SKUX CJTif
0060B’s13K0BO 3aiKCyBaTH y BiIMITLi PO HasIBHICTh JOJATKIB;

v Bi3yBaHHS JIMCTA 3[iMCHIOETHCS MTOCAJOBUMHU 0CO0AMH, 5IKi, BiZIOBITHO 10O
IX KOMIIeTeHIIil, BUPIIIYIOTh MUTAHHS, OPYLIEH] Y IPOEKTI LIbOT'0 JIUCTA.

BisyBaHHS NpOBOAUTHCS Y TaKil MOC/IILOBHOCTI:

1 BiIIOBiZa/IbHUM BUKOHABLIEM, SIKMH MiJrOTyBaB JIUCT

4

2 KepiBHUKOM CTPYKTYPHOTO IMiJPO37i1y, B SKOMY HOIr0 CTBOPEHO

4

3 iHITMMU TTOCaZIOBUMU 0COOAMU, SIKi 3a3HAY€Hi y TPOEKTI JTUCTA SIK
BHUKOHABIII

4

4 ¢biHaHCOBUM MiIPO3iI0M A00 FOJIOBHUM OYyXTaiTepOM
(GyxraaTepom), SIKILIO 3MiCT JINCTA CTOCYETHCsI piHAHCOBUX MUTAHb

4

KePiBHHUKOM IPaBOBOI C/Ty)XOH (FOPHCKOHCY/IBTOM), SIKILIO 3MiCT JIUCTA
CTOCYETHCSI MPABOBUX MUTAaHb A00 y TEKCTI € TOCU/IAaHHS Ha
3aKOHOZABYl Ta iIHIII HOPMAaTUBHO-IIPAaBOB1 aKTHU

6 3aCTYITHUKOM KePiBHUKA I0PUIUYHOI 0COOH, SIKUH BiZIOBiZa€ 3a
MMUTAHHS, L0 MICTATHCS Y IPOEKTI JINCTA

¥ Mmignucye MUCT, SIK MPaBUIO, KepPiBHUK IOPUAMYHOI ocobu a6o iHma
mocazioBa ocoba (3aCTymHMK KepiBHHMKA MOPUAWMYHOI 0COOHM, KEepiBHMK
CTPYKTYPHOTO MiAAPO3/i/y), IKa Ma€ MPABO IMiAMUCY YIPABIIHCHKUX JOKYMEHTIB.
['apaHTiiHUI 71UCT Mae OYTH MiANMMCAaHUN KepiBHUKOM IOPUIUYHOI ocobu i
TOJIOBHUM OyXTaITEPOM;

¥/ Mignucu MocafioBUX Oci6 Ha TapaHTiHOMY JIMCTi 3aCBifYYIOTh BiGUTKOM
OCHOBHOI KpYIJ/IOl TEYaTKH HOPUIAYHOI 0Co0M 3 ifeHTUQIKALIMHUM KOZOM
€ PTIOY. Bin6uToK meyaTky Ma€e OyTH YiTKAM, TAPHO YUTATHCS i He 3aKpPUBATH
00010 11i MiAIHCH;

¥’y nucTi 6a)kaHo HaJIaTH BiZlOMOCTi PO BUKOHABLsA(-iB) — mpi3BULIe, iM's1, O
6aTbKOBI Ta HOMep C/Ty>KO00BOrOo TeieoHY.
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Indopmaniiiamii TUCT «IOBITOMJIIE» afpecaTy BimoMocTi oQiliiHOTO
xapakTepy. Taki IMCTH, K NPaBUIO, MAIOTh TUIIOBUI XapaKTep i PO3CUIAIOTHCS
OpraHaM¥ BUIIOTO PiBHS MiJIBiIOMYMM YCTaHOBaM ab0 yCTaHOBAM MEBHOTO THUIY.
B iHpopmarniiHMX MHUCTaX MOXYTh AOCHIBHO IIUTYBaTHUCh OKPEMi IMOJIOXKEHHS
HOPMAaTHBHO-TIPABOBUX aKTiB, a TaKOX JABAaTHUCS pEKOMeEH/Allii, po3'siCHeHHS,
BHUCYBAaTHCS TPOIMO3HIlI IIOAO 3aCTOCYBaHHS THUX abo0 iHIIMX HOPMAaTHUBHUX
JOKYMEHTIB, NPaBUJI MOBEJIHKM B MEeBHUX yMOBax. IHOZI Iji TMCTU Ha3UBAIOTh
MeTOANYHUMMU.

[HbopmaniiiHi mucTH MOXYTh MicTUTH Joaatku. O6csr iHpopmaniitHoro
JIVCTA KOJIMBAETHCS Bif ofHOTrO ab3aiy Ao KiJIbBKOX CTOPIHOK. SIK MpaBWIIO, TaKi
JINCTU MIATIUCY€E KePIBHUK YCTAHOBH.

Y #in0Bif NpaKTULll 3yCTPIYaIOThCS JIUCTU 3 HA3BOK «JUPEKTUBHUMN JIUCT».
Mi>X THM, 3aKOHOJJABCTBO OOMEXY€ BUKOPUCTAHHS JOKYMEHTIB, IO BiTHOCATH 70
CTy’kO0BOTO TUCTYBaHHS, SIK 3ac00y HOPMAaTHUBHOTO perynioBaHHs. HopmaTuBHO-
IPaBOBi QAKTHW OPraHiB Jep>KaBHOI BIaJU MOXYTb BHJABAaTHUCS Yy BUIJISAL
IIOCTAHOB, HaKa3iB, PO3MOPsSMKeHb, NMPaBUJ, IHCTPYKINA 1 MOJOXeHb. BugaHHs
HOPMAaTHUBHO-IIPaBOBUX aKTIB Y BUIJISIA] JIUCTIB 1 TeJlerpaM € HepUITyCTUMUM.

JIncTr-moBigomaeHHs iHpopMye azpecara npo OyzAb-sKi mozii, ¢pakTH, M0
MPEeCTAB/IAI0Th B3a€EMHUM iHTepec. JIMCT Moxe OyTH iHiLHaTUBHUM abo
CTAaHOBUTH BiANOBiAb Ha MUCT-MPOXaHHS abo0 JUCT-3amuT. SIK MpaBUJIO, JTHUCT-
NOBiZJOMJIEHHSI Ma€ HEeBEJIMKHH 00CAT i YacTo CKIQA€TBCSI 3 OJHOTO-ABOX
peueHb. BiH MoOxe po3moynHaTHCs 3 OOTPYHTYBaHHsI abo OGe3nocepesHbO 3
BUKJIaZy iHOpMallii:

BBa)kaemo 3a HeoOXizHe goBecTH 40 Bamoro Bizoma mpo...

I1 INoBizomnsiemo Bam, mo... loBogumo go Bamoro Bizoma, mo...
~Y Indpopmyemo Bac mpo...

JIncT-3anpolIeHHsA - Pi3HOBU/J, JUCTA-NMOBIZOMIEHHS. BiH BiJpi3HAETHCS

BiJl IMCTa-TIOBiJOMJIEHHSI THM, L0 MO)Xe CKJIAJATUCS He Ha OJIaHKY; MaTH Pi3HUM
dopmar, Komip, AOJATKOBI eneMeHTH OQOPMJIEHHSI Y BUIJISIZi OPHAaMEHTY,
MaJTIOHKIB TOMO. Y pasi 3ampoiileHHs] BeJIMKOI KiIbKOCTi 0Ci6, BUKOPHUCTOBYIOTh
TpadapeTHi, 3a3/1a/ieTilb BATOTOBJIEHI TEKCTH 3aPOIIEHb.

Ik mpaBmIO, NMUCTH-3aNPOILEHHSI aZpecoBaHi KOHKpPeTHiil 0cobi abo
MeBHUM 0co0aM, TOMY B HUX BUKOPHUCTOBYIOTh ITPU 3BEPTAHHI IO afjpecaTa coBa
IIAHOBHUMH...», «1IITaHOBHI...!».

JIncTr-3anpolIeHHs MOXKYTh PO3CHJIaTHCS e/IeKTPOHHOI0 IOUITOIO, aje B
HAMOIbLI YPOYMCTUX BUIAAKAX BapTO HAMPAB/ATH 3alpPOLIEHHS MOLITO abo
Kyp'€PCbKUM 3B'SI3KOM. Y JIMCTax-3alpOIIeHHSX, SIK MPaBU/I0, BUKOPUCTOBYIOTh

TaKi ¢ppasu: I: :

3anpoumryemo/mpocumo Bac B3sATH y4acTs y...

Maemo yecTs 3annpocutu Bac...

ITpuitmiTe Hallle 3aIPOIIE€HHS. .. \ S
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JIncr-cioBimenus iHpopMmye mpo myGaivHiI 3axoau (KOHKYPCH, Hapaiw,
ceMiHapH, BUCTaBKH, KOHepeHIHil ToIo). 3a CBOIM CTH/IEM Iii IMCTH MOAIGHI 70
JIUCTiB-3aMpOLIeHb Ta iHPOpPMALiITHUX TUCTIB.

JInCcTU-CIOBILeHHS, SIK IPAaBWUJIO, PO3CU/IAIOTh LIMPOKOMY KOJIy YCTAaHOB 13
MeTOI IX 3a/ydyeHHs abo0 3ampolleHHs A0 Y4YacTi B 3axoAax. 3aJie)XHO Bif
KOHKPETHOl CHUTYallil, TUCTU-CIIOBILeHHSI MOXXYTh He JIUIlle MOBIZOMJISITHU IpPO
3axif;, 4yac i micue HOoro mpoBeJleHHS, a i1 OJAHOYACHO 3aNpOIIyBaTH [0 YYacCTi,
MOBIJOM/IATA IPO YMOBM Y4YacTi B 3axojax, MICTUTH IHIIY JAOAATKOBY
inpopmauiro.

Y [esKux BWIQJIKAX JIMCT-CIOBIlleHHsST MOXXe MaTHh JOJAaTKU (KapTa
y4aCHWKa, AaHKeTa Yy4YaCHWKa, TMporpamMa 3axoAy Ta iHwWi iHdopMalliiiHi
MaTepiasu). Takuii 7UCT MOXe BigirpaBaTv poOJIb JIMCTA-3AMPOILUEHHS, aJe
3aTpOLIEHHS MOXXe OYTH I OKPEMHUM JOKYMEHTOM.

OCKiZIbKM JTMCTU-CHOBIIEHHS], SIK MPaBUIO, PO3CUJIAIOTBCS 3a CIIMCKOM,
pPeKBi3uT «Axpecat» opOPMIISIIOTh Ha HUX y3arajibHEHO a00 MOro He 3a3HAYAThH
B3araJii.

[TozmiOHI nMuCTH MiAMMCY€e KePiBHUK yYCTAaHOBU abO0 3aCTYITHHUK KEpiBHHKA,
BIATIOBIJA/IBHUM 32 OPraHi3alilo Ta NPOBeJEeHHS 3aXO0Jy, YU KUIbKAa KepPiBHMKIB,
SIKIIIO 1Ie CITIIbHUM 3axif,.

CympoBigauii aucr iHpopMye azpecaTa MPO BiAMpaB/ieHHS JOKYMEHTIB
(MpO€EKTIB HOPMATHUBHO-TIPABOBMX aKTiB, IUIAHIB, 3BiTiB, AOrOBOPiB, KaTaJOriB,
IIPOTOKOJIiB, aKTiB TOIIO), IKi HE MAIOTh aJPECHOI YaCTUHH.

TekcT CynpoBIJHOIO J/IMCTAa IOYMHAETHCS CJI0OBAMM: «HAJCHUIAEMO...»,
«TIOJAEMO...», «ITOBEPTAEMO...». OJHOYACHO, MOXKe OyTH 3a3HaYeHa [J0JATKOBA
inpopmamisi, mo BiZOWBa€e XapaKTep VIPaBIHCHKOI CHUTyalii, B sKil
3A1ACHIOETHCS A1/I0BE CIIIKyBaHHS:

Hagcumaemo ais Bizoma Ta BAKOPUCTAaHHA B POOOTi...
I BiagnoBigHO 10 MonepesHbOI JOMOBIEHOCTiI Hagcuiaaemo Bawm...
\,V\’ Ha Bamre npoxanHs Hagcuaaemo Bawm...
Ilogaemo Bam Ha moromKeHHs MPOEKT HAKas3y...

CympoBiiHI TUCTH CKIAJAI0Th Y TUX BUIMAAKAX, SKIIO TOTPIOHO JOTTOBHUTH
YU PO3'ICHUTA OCHOBHMI JOKYMEHT (HAlpHWK/IA/, 3allPOTIOHYBATU 3aX0JU OO0
WOro BIPOBA/DKEHHsS, BU3HAYUTHU CTPOK BHUKOHAHHS, PO3'SICHUTU CKIaZHI
MOMEHTH, 3a3HAYNUTH METYy HaJCH/IaHHSI, TOSICHUTH MIPUYUHY 3aTPUMKH TOIIIO):

Hamnpasiasiemo Bam 151 o6roBopenHs mpoekT 3akony Ykpaiuu «IIpo
JAi/10BOACTBO». BiAryku Ta mponosunii npocuMo Hajic/IaTy He Ii3Hille I

01.10.2007. (’\N

JlogaTok: Ha 18 apK. y 1 HpumM.
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OO6OB'SI3KOBUM PEKBI3UTOM CYIMPOBIHOTO JIMUCTA € BiMiTKa MPO HasIBHiCTh
JOJATKa, SIKY MPOCTABJSIOTh Oe3nocepenHbo mif TekcroM. CympoBigHi vcTH
IOLITBHO CK/IaZiaTH HA G1aHKax popmarty As.

FapaHTiiiHMii AMCT MiCcTUTh 3000B'sI3aHHST a00 MiATBEepHKEHHS, iX

aJIpecyroTh SIK YCTAaHOBaM, TaK i ocobam. ['apaHTyBaTHCs MOXYTh oriaTa poOoTH,
NMPOAYKLii, MOCTYT, OPeHAM, SIKICTh Ta CTPOKH BHUKOHAHHSI po6OTH ab0O CTPOKHU
MOCTa4YaHHSI, TOBepHEHHsI KpeAUTY, HaJJaHHS YXUTIOBOI TJIOLIi TOLIO.

Bigain ocBitu mpocuts Bac mpoBecTu TeMaTuyHe HaBYaHHSA Ha 0asi
I Cymcopkoro OIIIIO (pucranniitia ¢opma) y mepioz 3 25.01.2021 50
Vv\’ 28.01.2021 3a Temo10 «Opranisanis Ta pyHKIiOHYBaHHS LEHTPiB
npodeciitHOTO PO3BUTKY MeJArOTiYHUX MPALiBHUKIB» IS 3 0Ci0 —
ITIb (moBHicTIO), MOCaAa.
OrmiaTy rapasryemo.

Llvm nrcTam mpuTaMaHHA MpaBoBa QyHKIIis, TOMY BUK/IaZleHHS TEKCTY Ma€
OyTH IPAaHUYHO YiTKUM i 3p03yMinuM. SIKII0 B THCTi TapaHTY€EThCS OIJIaTa, AaBTOP
MOBHUHEH MOBiZJOMUTH CBOI OAHKIBCHKi PEKBi3UTH.

['apaHTiiiHi TUCTH MANUCYIOTh ABi 0COOU: KEPiBHUK YCTAaHOBH i TOJIOBHUM
Gyxranrep, iX MiATHUCH 3aCBIAYYIOTh Tep6OBOI0 (OCHOBHOIO) MIE€YATKOIO YCTAHOBH.

B okxpemux BuUNagkax HOPMATHUBHO-TIPAaBOBUMHU aKTaMHU 3aTBEePAKEHO
yHipiKOBaHi PopMHM TrapaHTIHHMX JHUCTIB, $IKi C/1iJi BUKOPUCTOBYBATH IPH
JOKYMEHTYBaHHI IeBHUX YIIPABIIHCBKUX J1N.

JIuCcT-MPOMO3UILIA  HAMPaB/SIETHCS  TOTEHI[IHHOMY  TIApPTHEPYy 3
IIPOTIO3MIII€I0 TOBApiB, MOCIYT, CiBpoOITHULITBA TOO. [Ipono3utiss Moxxe OyTu
HaZic/IaHa 3 iHILJaTUBU yCTaHOBU-aBTOpa (mpogasiist) abo y BiAOBIAb HA JHCT-
3alMUT. SIKIO /MCT-PONO3WULisl HAaACUIAETHCS afpecaToBi BIeplle, BIH Mae€
MIiCTHUTH He JIHIIe TIPOIO3UILIit0, ajie i iHpOopMallifo PO YCTAaHOBY-aBTOPA.

JIUCT-TIPOTIO3HIisi MOXKe aJpecyBaTHCh OJHOMY abo Bigpasy KiJbKOM
KopecrnoHzeHTaM. [Iponosuiis mapTHepy MOXXe MICTUTH KOHKPETHY JeTajIbHY
abo 3aranpHy iHpoOpMalilo, siKa €, PAaKTUYHO, MPOMO3HILIEI0 [0 IPOBEAEHHS
TeperoBopiB.

IIpononyemo Bam... I
Ha miagTBepmHKeHHs HAalIOl IOMOB/I€HOCTI MponmoHyemo Bawm... '(,\N

JlucT-mpoxaHHsA — Ji/IOBUI JTUCT, METOIO SIKOTO € Oflep)KaHHs iHdopMariii,

IIOCJTYT, TOBAPiB, iHILiFOBaHHS MEBHUX [Jilf, HEOOXiZHUX YCTaHOBi-aBTOpPYy. 3HaYHA
KUIBKICTh YIIPaB/IIHCBKUX CUTYALil € MPUBOJAOM /[JIs1 CKJIaJJaHHS JIUCTIB-TIPOXaHb.

JlvcT-ipoXaHHS MICTUTh OOIPYHTYBaHHSI TMPOXaHHS Ta MOro BHUKIIA.
OOrpyHTYBaHHSI Ma€ TmepeAyBaTH BUKIAAy cyTi mnpoxaHHs. OpgHaxk
OOTpDYHTYBaHHSI MOXXe OYyTHU BiJCYTHIM y pasi HOro O4YeBUAHOCTI, TUIIOBOTO
XapaKTepy, a TaKOX Y BHIIQAKaX, SKILO 3J1HCHeHHs Jii, 10 CTaHOBJATH
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MIPOXaHHs, € 000B'I3KOM YCTAaHOBHU, CTPYKTYPHOTO MiZIPO3/iny, TOCaZ0BOI 0COOH.
IIpoxaHHSsI BUKJIQIA€THCS 3a JOMOMOTOIO0 Ji€CIOBA «ITPOCUTU»:

ITpocumo Bac moBigomuTu...

I I[Ipocumo Bac Hagicaarw...
I[Ipocumo Bac HagaTu BigomocTi npo...
3Bepraemocs g0 Bac i3 mpoxaHHsAM 1I0AO...

[TpoxanHs Moxxe GoOpMyTIOBaTHCS ¥ 0€3 JieCIOBa «ITPOCUT»:

CnogiBaeMocs Ha MO3UTUBHE BUPilleHHsI MUTAHHS... I
CnopgiBaemocs, mo Bu po3risiHeTe Halle 3BepHEeHHS...

B ogHOMY nHCTI MOXYTH MICTUTHCSI KUIbKa NpOXaHb. [IpoxaHHSI MOXYTb
BUK/IQJATHCh 1 B IHIIMX JIUCTaX, HANPUKJIAA y CYNPOBIZHOMY, rapaHTiiHOMY
TOIO. /INCT-IpOXaHHs MOTpedye MMCTa-BigMOBIf].

J/Incr-3asgBKa CKJIaJd€ThCA Y BHUIIAJAKAX, AKIIO YCTAaHOBA Oa)Kae B3SITU

Yy4YacCTh Y 3aX0/1aX a00 OJep>KaTH MOCIyTH, sIKi HaZja€ iHIIa yCTaHOBaA.

Y misiibHOCTI, TIOB'SI3aHiil 3 OAEP)KaHHSIM TOBAPiB i MOC/IYT, TAaKWM JIUCT
MOXXe€ BUKOPHMCTOBYBAaTHMCh 1 SIK TE€PBUHHUNA JOKYMEHT, Ha TMiJCTaBl SIKOTO
MornepeiHbO  PO3T/ISIAAETHCI MUTAHHS, OQOPMIISIETbCS 3aMOBJIEHHS  abo
YK/IaJA€ThCsL JOroBip. Pi3HOBUAOM 3asiBOK € JOKYMEHTH, L0 MPeACTaB/SIOThCS B
OpraHU Jep)KaBHOI BJIaJiV 1 yCTAaHOBM IX MiANOPSIKYBaHHS 3 METOIO peecTpaliil
MpaBa Ha L0Ch, OZiepXKaHHS JO3BOJIIB, MilleH31i TOLIO.

3asiBKa MOXXe CKJIafaTvcs 3a YHipikoBaHo ¢opmow abo Martu
BCTAHOBJIEHUU CKJIa[l PEKBI3UTIB.

Ao 3asBKa CKIAJAETHCS Y [JOBiMBHIN pOpMi, TO BKIIOYAIOTH JIHLIE
iHpopMallito, 0 Mae 3HAYeHHs MIsi aBTopa ucTa. OCKiIbKU JTUCT-3asIBKA - 1ie
$AKTUYHO TIPOXaHHSI BUKOHATH SIKYCh POOOTY, HAJATH TMOCTYTH, BKIIOYUTH 10
CKJaJly YYacHUKIB 3axoJy TOILO, TO B TEKCTI 3asiBKH, S$K IPaBUIJIO,
BUKOPUCTOBYIOTH Ti )K MOBHI 3BOPOTH, 110 1 y THUCTax-MPOXaHHSIX.

3a/ie)XHO BiJ, CUTyallil, JO TeKCTY JIUCTA-3asiBKU BKJIIOYAIOTh JOJATKOBI
BiZJOMOCTi, 10 CTOCYIOTBhCS Y4YaCHHUKIB 3axoAy, IMpeaMeTa 3asBKH, YMOB
BUKOHAHHSI Po6IT abo y4acTi B 3axojax Towo. Hampukiaz, sSIKIO CKIaZaeThCst
3as1BKa Ha y4acTh y 3axogi (ceminapi, koH}pepeHIiil, pecTuBai, SpMapKy TOLIO),
YKa3yIOTb TaKi BiJOMOCTI:

Ha3Ba 3axozy;

JlaTa UOro MPOBEeeHHS;

dopma yuacTi (gomosigay, cayxad, y9aCHUK TOILO);
npi3BuiIie, iM's1, T0 6AaTHKOBI Y4acHHUKA (YYaCHUKIB);
Miciie po60TH, 1T0Ca/IA;

AN NN
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¥/ TomToBa ajpeca 3 iHAEKCOM, KOHTAaKTHUIH TenedoH, aapeca eleKTPOHHOI
MOUITH;
¥/ moTpe6a B roTeIi Ha Mepios MpoBeIeHHS 3aX0y.
Ko CKIafaeThCsl 3asiBKAa Ha HAJAHHS OYIb-IKOTO BUIY TOCIYT, TO
3a3HAYAIOTh MOBHY iHPOPMAILiIO PO MpeAMeT 3asIBKU Ta BCi HEOOXigHI BiZJOMOCTi
npo ii aBTOpa, OKPIiM THX, 5IKi MICTUTh GJIaHK JIUCTA.

JlucT-miATBEPAKEHHs € TIOBIIOMJIEHHSM TIPO OJEepXKaHHS BigoMocTe,

OOKYMeHTiB abo iHIIMX MarTepiajiiB, BHKOHAHHS paHillle JOCSITHYTHUX
JOMOBJIEHOCTel, HamipiB Towo. Ko MmiAgTBepKYyeTbCS  MOINEepesHs
JIOMOBJIEHICTb, Y TeKCT1 JIMCTA CTUC/IO BUKJIAJAIOTh 11 CyTh; Y pasi MiATBep)KeHHs
O/lep)XKaHHSI JOKYMEHTIB iX HeoOXiZlHO HasBaTHU. B oKpemux BHUIMAAKax y JIHCTi-
MIATBEPJ)KEHH] JIaKOHIYHO BHUKJIQJAETHCS CYTh OTPUMAHMX JOKYMEHTIB. JIucT-
MIATBEPI)KEHHSI MOXX€ 3aKIHYyBaTUCS MPOXaHHSM, npomnosunien. KiodoBumu
¢dpasamu UpOTo Pi3HOBHUAY JTUCTIB €:

ITizTBepAKy€eEMO o ep>KaHHS JOKYMEHTiB, HaficTaHuX BaMu Ha KOHKypcC.
I IlizTBEpAKYEMO ZOMOBIEHOCTI, JOCATHYTI Ha IeperoBopax npo
mﬁ’ MOCTAa4YaHHS KOMII FOTEPHOTO O0/TaJHAHHSA.
ITigTBepIHKYEMO HaMip Y3ATH y4acTh Y HAYKOBill KOHdepeHuil.

JlvcT-migTBEpHKEHHS MOXKe 3aKiHYyBaTHCS IPOXaHHSM, IMOOAKAHHSIM,
IIPONO3ULIEIO.
JIncT-HaragyBaHHsA MicTUTh iHPOpMALil0 TPO HAOAKEHHS YU

3aKiHYE€HHSI TEepMiHyY BHKOHAHHS TeBHUX 3000B'sI3aHb, [OMOBJIEHOCTEM,
IIpOBeJileHHs 3aX0/iB, 3aB/laHb TOLIO.

HaragyBanHsi HeOgMiHHO Mae OyTH JOOpPO3WYIMBUM, HEHAB'S3/IUBUM; Y
YXOZTHOMY pasi He CJIiJ, 3BUHYyBayyBaTH aJjpecaTa, OCKiJIbKA 3aTPUMKa BUKOHAHHS
3000B'sI3aHb MOJXKe TIOSICHIOBAaTHUCS 0OaraThMa MNPUYMHAMH. TeKCT JIMcTa-
HaraZlyBaHHs, SIK IPaBWJIO, CKJIJJAE€THbCSI 3 [JBOX YaCcTHUH: IIOCWIAHHS Ha
oiLiltHUIT JOKYMEHT, y sIKoMy 3a(diKCcoBaHO 3000B'sI3aHHS CTOPiH, i MPOXaHHS
BUKOHATH Ti abo iHwi fii. KirouoBumu ¢ppasamu nrcra-HarazyBaHHS € TaKi:

Haraayemo Bam...

Jo3BonbTe Bam Harazarwu...

3myureHi HaragaTu Bam... I
3Bepraemo Bamry yBary Ha Te, 10...

JoBoaumo go Bigzoma, 11o0...

JIncT-HarasgyBaHHS MOXXe MICTMTH 1e OJHY YaCTHUHY - 3TaJKy IMPO CaHKIi,
o sKux Oyze 3MylleHa BJATHCh YCTAaHOBA - aBTOP JIMCTA, SIKIIO aJpecaT He
BHUKOHA€ HEOOXITHUX iii:

l Y BUIIaiIKy HEBUKOHAHHS B3ATHUX Ha ceOe 3000B's13aHb Bam OyayTs

Y npej siBjI€eHi...
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J/IucTr-BUMOTra CKJIaJAa€ThCsI 3 METOK 3MYCUTH aJpecCaTa OO0 BHUKOHAHHS

B3ATHUX Ha ceOe 3000B's3aHb, 32 YMOBU CEPHO3HOTO MOPYLIEHHS HUM paHille
NPUMAHATHUX [JOMOBJIEHOCTEM i (Ge3pe3y/NbTaTHOCTI HEOJHOPA30BUX HAralyBaHb
po 1e.

JlucTu-BUMOTHM, SIK TPABWIO, MAIOTh CKJIQJHY CTPYKTypy. Y HHX
000B'SI3KOBO BUKJ/IQJIAl0OTh YMOBH YK/IaIeHUX JOMOBJIEHOCTEH 3 TMOCHJIAHHSIM Ha
KOHKPEeTHI [JOKyMEHTH, CyThb CHTYyallii, BUCyBalOTh BHMOTY MpPO HEOOXiJHiCTh
BUKOHAHHSI 3000B's13aHb, iJ€ThCSI PO MOXJIMBICTh BXXUTTS aJeKBATHUX 3aXOZiB
IIOJI0 KOPECIIOHAEHTA, SIKIIO 3000B's13aHHS He Oyze BUKOHAHO.

BuMmaraemo BUKOHATH B3ATI Ha ce0e 3000B'I3aHHA.
TepmiHOBO BUMaraeMo BUKOHATH (HaAiC/IaTH, HAAATH, IEPETIIUTH). .. I
Bumaraemo HeraitHo BUKOHATH...

Iperensiiianii (pexIamManiiiamit) IMCT MICTUTH 3asiBY PO BUSIBIEHHS

HeBiANMOBiZHOCTI TOBapy ab0 MOC/Yyr BUMOraM, 3asiBJIEHUM Yy JoroBopi. Meta -

BiJITKOTyBaTH 30UTKH, OTPUMAHIi B Pe3y/IbTaTi MOPYIIEHHSI YMOB JJOTOBOPY.
OckibKM B TPAKTHI [JiIOBUX CTOCYHKIB icHye ©Oe3iy cuTyaniid, sKi

MOXXYTh CTaTH MiICTAaBOIO JJIsI IPeJ, IBJIeHHS TIpeTeH3iH, equHOoi GopMU MpeTeH3ii

He icHye. OpHaK € 000B'SI3KOBi €/IeMeHTH TEKCTY i MpaBmia 0POPMJIEHHS, STKUX

BapTO AOTPUMYBATHU 3aBXX/H, HE3aJIeXXHO BiJi IPUYWHU CKJIQIAHHS ITPeTeH3il.
[IpeTeH3ist Ma€ MICTUTH TaKi BiLlOMOCTI:

v I0BHa Ha3Ba YCTaHOBH, AKil HaiCUIaeThCA IpeTeHsis, Ti agpeca;

¥ mificTaBa /19 BUCyBaHHA NpeTeH3ii (IOCMIaHHA Ha JOTOBIp, YKJIaJeHMi
MDK CTOPOHAMH, TapaHTIAHMI TUCT a6o iHLI 3000B's13aHHS);

¥ peamer mpetensii (Mae GyTH 3a3Ha4yeHO, sAKe 3060B'A3aHHS IOPYIIEHO i
SIKOIO MipoI0);

v nokas (mocunaHHA Ha [JOKYMEHTM, IO MiATBEpP/DKYIOTh MOPYLIEeHHS
IOTOBIpHUX 3000B's13aHb);

v KOHKPEeTHI BUMOT'M YKJ/IaJilaya rpeTreHsil (100 3aMiHU HesIKiICHOTO TOBapy,
yIiHeHHSI TOBapy, JOMOCTAa4YaHHS BiJICYTHBOI KiJIbKOCTi TOBapy ab0 MOBEpHEHHS
CTJIAYeHOI CYMHM 3a BiJICYTHill TOBap, pO3ipBaHHS KOHTPAKTY ab0 BiUIKOAyBaHHS
30MTKIB TOL1IO).

[IpeTeHsil HaACHUIAIOTHCS CTOPOHI-BUHYBATLIO PEKOMEHAOBAaHUM JIMCTOM
(a6o 3 MOBiZOMJIEHHSIM TIPO BPYY€HHSI) i3 JOZABAaHHAM KO yCiX JOKYMEHTIB,
[0 MiATBEP/HKYIOTh OOI'PYHTOBAHICTh IMPETeH3ii Ta MAlTh JTOKA30BY CUIY JJIst
060X cTOpiH. YCTaHOBA, fKa HAJCWIAE TPETeHs3il0, IMOBHWHHA 306epiraTu
KBUTAHLIIIO MOUITOBOIO BiA1/IEHHS PO BiAIIPaBIe€HHS JIMUCTA.

I Hanpasnsiemo Bam nperensiio Ha...
Ilpex’sBnsiemo Bam npeTteHsito y 3B'A3Ky 3 ...
3aaBasieMo Bam nmpeTeHsiio cTOCOBHO...
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[IpeTeH3ist NOBUHHA MaTH 3arojI0BOK IO TEKCTY, 10 MICTUTh NOCUIAHHS Ha
JOTrOBIp:

ITpo npeTteHsilo 3a OroBOpoOM KymiBJi-IPOAAXY Bif, 28 ciuHs 2009 p. N5 I l
\ SN

JImcT-3amMUT HAIPaB/ISIETBCS 3 METOIO0 OJepXXaHHS OyJb-sKUX OQiliiHUX
BijoMocTeit abo [OKyMmMeHTiB. TeKCT J/HCTAa-3amUTy MICTUTh OOI'PYHTYBAaHHS
HeOoOXiZHOCTI HaZlaHHA BiZjloMocTeil ab0 MaTepiasiiB, BUK/IA[ 3amUTy (ITPOXaHHS).
B oOrpyHTYyBaHHI MOCH/IAIOTHCS Ha HOPMATHUBHO-TIPABOBiI aKTH, OpraHi3aliiiHO-
MIPaBOBI JOKYMEHTH, OCKLJIbKH YCTAaHOBA He Ma€ IpaBa 3allUTYBaTU BiJIOMOCTI, He
06yMoBJIeHi 11 pyHKI[iOHATBHOIO AisITbHICTIO.

3arajioM JIUCTHU-3alIUTA CKIAJAI0Th TaK CaMo, $IK JIUCTHU-TIPOXaHHS 3a
MiZTMCOM KepiBHHKAa YCTaHOBH ab0 OQilliiiHO YITOBHOB)XEHOI HHUM IOCALOBOI
oco6u. J/IucT-3anut norpedye TMCTa-BigMOBIf].

Ocob6nmuBHiI CTaTyC MalOTh 3alWTH, SIKi HANPaB/SIIOTBCS O OpraHiB
JepXXaBHOI BlaJW. 3aKOHOJABCTBOM BU3HAUeHO TMOPSAOK 1X HaJCUIaHHSA
(memyTaTChKi 3aNIUTH, 3B€PHEHHS Ta iH.).

JlucT-BigmoOBiABL 32 CBOIM XapaKTepoM 1 3MICTOM 3aJIeXXUTh Bif,

iHIIIaTUBHOTO JIMCTa (JIMCT-TIPOXaHHS, JTMCT-3aMUT abo MPOIo3uIlisi). Bigmosizs
MOJKe OyTH MO3UTHBHOI ab0 HEraTUBHOIO (JIMCT-BiAMOBA).

[Ipr cKIapaHHI JIMCTIB-BIATIOBIAEeM CJI, JOTPUMYBATHCS MNPUHLMITY
MOBHOTO TapajienisMy: y TeKCTi JIMCTA-BiAIOBiZiI BapTO BUKOPHUCTOBYBATU Ti X
MOBHI 3BOpPOTH, JIEKCHKY, SIKi BUKOPHUCTAHO B IHII[iaTUBHOMY J/HCTI (OKpim
IOTYIIEHUX aBTOPOM JIMCTa-TTPOXaHHS TTIOMHUJIOK).

Texkct JIUCTAa-
BiZITIOBI 1 He CITif M
PO3IIOYHHATH ) 3 BEPE3IBCHKA CLTHCHKA PAJTA
MOCHWJIAaHHSI HA BXITHHUM [IVXIBCBKOTO PAITOHY CYMCBKOI OBJIACTI
JIUCT -— HpoxaHHH a60 BLIILT OCBITI, MOJIOII TA CIIOPTY

BYIL LleHTpamsHa, 1. c. bepesa,. 41437, e-mail: 40202798(@mail.gov.ua
Kon €IPTIOY 40202798

3alUT, OCKUJIBKU  JIJISI
3aMKMCy BIJOMOCTeH Mpo
BXIITHUWA JOKYMEHT iCHy€
pexBizuT  «llocunanus v e y
. K3 «CyMchKHI 001aCHHIT
Ha pPeeECTpallMH IHCTATYT micIsaIANI0MHOL
1H IeKc i JIaTy neIarorivnoi ocBiTm»
o Ipuni VIOBHYEHKO
AOKYMEHTA, Ha AKHHU
JAIOTh BIATOBIAb», KyAu

04.09.2020 Ne 01-15/508 Ha Ne 462/11-10 Bix 27.08.2020

1 3aHOCSIThH JaTy 1 HOMep IIpo meATpH npodeciiinoro po3BHTKY
BXi,H,HOI‘O JOKyMeHTa HeJaroriyHux NpaniBHAKIB
(puc. 24).

Puc. 24. 3pazok aucma-8ionogioi
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JIncT-BiANOBIAL OZpa3y MOYUHAKOTH CJI0BAMM:

I1 IMoBigomasiemo Bam...; Indpopmyemo Bac...;
Y Ha Bam 3anuT pos'sacHoemo, 1io...

OpHak, BUHSITKOM € JIMCTU-BIJNOBIZI Ha 3BepHEHHS TI'PDOMAJsIH, Y SIKUX
HeMa€ BUXIJHOIO peecTpauiiiHoro iHgekcy. KpiMm Toro, y pasi HaAXO[KeHHs
JINCTAa TPOMAJsIHMHA IIOUITOIO, Y JIUCTI-BIATIOBiI MOXXe 3a3HayaTHUCS JaTa
HA/IXO/PKEHHSI 3B€PHEHHS /10 YCTAaHOBH (SIKILIO BUSBIEHO 3aTPUMKY IOIITOBOTO
BignpasiieHHs). lle miaTBepAMTH NOTPHUMAHHS YCTAHOBOIO TEPMIHIB PO3TJISLY
3BepHEeHHs BIANOBIJHO 0 3aKOHOJABCTBA:

Ha Bam 3anur Bij 23 4epBHA 2020 pP. MOBiAOMIIAEMO, IIO... I i
) S

BignoBigp Mae 6yTH KOHKPETHOI, OOTPYHTOBAHOIO M OXOTUTIOBATH BCE KOJIO
IUTaHb, MOPYLIEHUX y JIUCTI 3assBHUKQA, CIUPATHUCA HAa (PAaKTHYHUI MaTepiar,
MaTH NPaBOBY apTyMEHTALif0 3 TIOCHIAHHSIM Ha 3aKOHOJABCTBO, MiCTUTH BHKJIA[,
MOTMUBIB.

He Mo)xHa mpocTO BiZMOBUTH B TMpOXaHHI 0e3 mMosicHeHHs. Tomy JIMCT-

BiIMOBY [OLIi/IbHO MOYHWHATH 3 OOIPYHTYBaHHS BifMOBH. Y pa3i HeraTMBHOI

BIINIOBiZll peKOMEHJY€EThCSI NTOBIAOMUTHU aJpecaTy Ipo Te, XTO, Ha SIKUX yMOBax,
KOJIX MOYXe HAJaTH MO3WTHUBHY BiJIIOBiJb Ha WOro MmpoxaHHs abo0 3ammuT, SIKILIO
aBTOpP JIMCTA BOJIOAI€ Takoi iHdopMami€e. Y JUCTI-BiAMOBiAI Ha 3BepHEHHS
rPOMaiTHMHA TAaKOXX MO)Xe OyTH 3a3HayeHO WOro mpaBa IIOAO OCKApPXKeHHS
NPUUHATOTO YCTAaHOBOIO pillleHHs. /IMCTU-BiAMOBY 3aBXAM HEOOXiZHO MUCATH B
TAKTOBHIH, BBIiWINBiH popMi.

JIncT-moAsAKaA HA/ICUIAETHCS YCTAHOBI, MOCaZoBiil 0c06i a0 rPOMAASTHUHY

3 BHMCJIOBJIEHHSIM MOJSKWA 3a JOIOMOry, NOCAYyry, IiATPUMKY, HaJjic/IaHe
3anpolleHHs Too. lleli pi3HOBUJ, TUCTIB, SIK MPAaBUJIO, O3BOJISIETHCS CKIAJATH Y
6ip1I TOBiMBHIN POpMi, HDK iHIII THCTH.

|1 JIAKyemMo 3a HaslaHy AonoMory... Bucaosmoemo Bam cBoro nmoasaky 3a...
Y Jlo3BonbTe BUc10oBUTU Bam mupy BASI9HICTSD 3a...

Y nucTi-BMOaYeHHI BHC/IOBIIOETHCS MPOXAHHSI BUOAYUTH 3a HeCBOEYACHE

BUKOHAHHSI 3aMOBJIEHHs], 3alli3HEHHs HA 3YyCTpi4, OyXTaJTepChKi MMOMMJIKH,
MIOPYLI€HHS YMOB JOrOBOPY TOLLO.

Mycumo npocutH y Bac BuGaueHHs 3a HecBo€4acHe BUKOHaHHsA Bauroro —
3aMOBJIEHHS Bif... l
Ipocumo BuGavYeHHs 3a 3aTPUMKY IJIATEXKIB i 3anIeBHAEMO, 1[0 HaAaTi (’W
pPOOUTHMEMO BCe MOXKIINBE, 1100 YHUKHYTH MIPUKPUX HEMTOPO3yMiHb.
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JIncT-BiTaHHS HAJCUIAETHCS Y 3B'SI3KY 3 YPOUHUCTUMU TMOJiISIMH: 3 Harogu

MeBHOI MO/il, CBATA, AHS HAaPOHKEHHS, I0Bi/ielo, OOpaHHS Ha IMOCaAy, YCIIIHOTO
3aBeplleHHs1 crnpaBy Touo. LlboMy pisHOBHUAY /MCTa NPUTaMaHHI yPOYUCTUH,
miJHeCeHUi CTWIb. SIK TpaBUIO, WOr0 CKIAAAIOTh y AOBiMBHIN (HOpMi, BOHU
MOXXYTh OyTH SIK HEBEJIMKUMHU 32 OOCSITOM - OJIHe-IBa pPeuYeHHs], TaK i JOCUTH
PO3/IOTUMU. B OCTaHHBOMY BUIIQ[IKy B JIMCTi-BiTaHHI BUKJ/IQJaI0Th OCHOBHI eTanu
XUTTS, AiSVTBHOCTI 0COOM, SIKY BITAIOTh, 1I HAMBANUIMBIII AOCATHEHHS. SIKIIO
JIUCT aJpeCOBAHO YCTAHOBI ab0 i CTPYKTYpPHOMY MiAPO3[iNy, Y HBOMY 3raZylOTh
PO HAUBAXKJIUBILI, HAWOI/TbIII 3HAYHUMI TOCATHEHHS YCTAaHOBH a00 MiApO3Iiny.

Bitaemo Bac 3... lllupo Bitaemo Bac 3 Harogmu... [IpuiimiTe Hami mupi
BiTaHHS Y 3B'fI3KY 3...

JIuCcTU-BiTaHHSI MOXXYTh 0POPMJIATHCS He /ullie Ha 0/IaHKaX yCTaHOBH, A U
Ha CIeliaJ/IbHOMY Tanepi Ppi3HOTO KOJbOPY, NPUKPALIEHOMY OPHaMeHTOM,
BOASHUMMU 3HAaKaMH, OLIBIIOI IIIBHOCTI TOLLO.

EnexkTpoHHEe MOBiJOMJIEHHSI - [JOKyMEHT, MepeJaHUll «e/IeKTPOHHOIO

MOIITOIO» crcTeMor 3B'si3Ky MKk EOM, orpuMmaHuMii y BUT/ISZI BifeorpamMu Ha
eKpaHi MOHiTopa (TeseTekcT) ab0 y BUTJISIAL MArepoBoi KOIIii, pO3APYKOBAHOI Ha
npuHTepi (MalIMHOrpama).

E/nexTpoHHa mourta BUKOPUCTOBYETHCS SK JJIs1 TepeJaBaHHs MOBIJOMJIEHb
y MeXXaxX OJHi€l YCTaHOBH, TaK 1 MDK Pi3HUMHM yCTAaHOBaMH, 110 MAIOTh BiJIOBIHI
amaparHi Ta MporpaMHi 3acoom.

BigmoBigHO 10 3aKOHO/IABCTBA, OPUANYHA CUJIA JOKYMEHTIB, 30epeXKeHHUX,
OTIPAIbOBAHMX i TepeJaHuX 3a JOMOMOTOI0 aBTOMAaTH30BaHUX iHPOPMALiHHUX i
TeJIeKOMYHIKal[ilHUX CHCTeM, MOJXKe ITiITBeP/KYBaTHUCh eJIeKTPOHHUM NP POBUM
MiAIKWCOM, MOPSAZOK 3aCTOCYBaHHS SIKOTO BU3HaYeHO 3aKOHOM YKpaiHu «IIpo
eJIeKTPOHHI AOBipYi mocayru» [12]. be3 0CHOBHOTO peKBi3UTY - €TeKTPOHHOTO
UPPOBOro MiAMHUCY - €/IeKTPOHHI JOKYMEHTHU He MAIOTh IOPUIWYHOI CHJTH i
BHUKOPHCTOBYIOTHCS SIK ONT€PATUBHU 3aci6 mepegaBaHHs iHpopmauii [39].
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3. lokymenmauisn 3 kadpogux numaHs
(oco60oe6020 cxnady)

JlokymMeHTH wmi€i rpynu MaroTh iHPOpMALiiHUI XapaKTep MPO OCOOOBHIA
CK/IQJ, TiANPUEMCTBA, YCTAaHOBW, oOpradisanii, ¢ipmu U odopmaoThcs
BiJTOBIJHNM TIPAL[iBHUKOM 3 MOMEHTY BCTYIly IPOMaJsiHMHA Ha pobory. lle -
3asiBU ([P0 MPUHHATTS HA POOOTY, 3BiIbBHEHHS 3 POOOTH, MepeBefieHHsT Ha iHIIY
MI0Ca/y); HaKa3u 1Mo 0co60BOMY CKIaAy (ITpo MPUMHATTS HA poOOTY, 3Bi/IbHEHHS 3
pob60TH, TepeBefieHHs] YM 3MillleHHsI Ha iHOIy MOCajy, 3a0XO4YeHHs], CTSATHEHHS,
BiZIpSIIHDKEHHsT); BUPOOHUYI XapaKTEPUCTHKU, KOHTPAKTH 3 Haimy (Tpynosi
yrozu), 0coGOBi TMCTKM 3 OOJ/IKYy KaipiB, 0COOOBI KapTKH, TPYAOBI KHIDKKH,
rpadgiky  BiAMYyCTOK, >KypHanmu OOJiKy TpaLiBHUKIB, SKi BiZOyBamOTh Yy
BiZIpsIHKEHHS, aHKeTH, aBTo6iorpadii, BUTSTH 3 TPYJOBOI KHIKKU. [35].

3.1. OCOBOBA CITPABA ITPALIIBHUKA

~ Oco6oBa cripaBa - CYKYIHICTh AOKYMEHTIB, y SIKUX MICTATbCS
(‘ 6iorpadiyHi BiIOMOCTi Ta AaHi MPO TPYZOBY AisUTbHICTb MpaLliBHUKA.

dk BecTm 0cOOOBy cmpaBy, BU3Hayae M. 12 ra. 2 po3n. [V Ilpasun
OpraHizamii Ai0BOACTBA Ta apXiBHOro 30epiraHHs JOKYMEHTIB Yy Jep)XaBHUX
OpraHax, OpraHax MiCLIeBOTO CaMOBPSIIYBaHHS, Ha MiANPUEMCTBAX, B YCTAHOBAX 1
opranizauinx [30]. Oco6oBi cripaBu GoOpMYIOTHCSI Ha BCiX MPAL[iBHUKIB YCTAaHOBH,
y TOMY 4YHCIi CyMicHUKIB. JloKyMeHTH B 0COOOBili cmpaBi TIpynyoTsh Y
XPOHOJIOTIYHOMY TOPSIAKY B Mipy 1X HagxomxeHHs (Tabnuls 6).

Tabnuus 6
Bumoru 0 CKIaZioBUX TOKYMEHTIB 0COOO0BOI CIIpaBU
Ne 3/m S 'HOFYMeHTiB [IpumiTka
0Cco00BOI CIIpaBU
1 2 3
BHyTpiwHIi onuc | Popma 1IBOTO AOKYMeHTa HaBeJieHa B JOJATKY
IOKYMEHTIB CITPaBH 76 mo IlpaBun N° 1000/5 [30]. BuyTtpiwHiit

OINUC PO3MIILYETHCS HA MOYATKy CIIPAaBU

3asBa mpo NMpUHHATTS HA | Jlo 0COOOBOI CMpaBU MOMIIIAIOTh OJUH i3 IIUX

poboTy OOKyMeHTiB. Tak, SKI0 TPyZOBUU JOTOBIp
[IncemoBu TPYZOBUH | YKIafieHO B ycHill ¢opwmi, 1je Oyne 3asiBa mpo
noroBip (KOHTPAKT) NpUUHATTS Ha poboty. Ilpu yxrazeHHi

MTUCHMOBOTO TPYZOBOTO I OTOBOPY

(KOHTpaKTy), A0 0COGOBOI CIpaBH [OJAIOTH
e JoroBip (KOHTpaKT). Bumaaku, Komm
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[1podoexcenns mabauyi 6

2 3
nuceMoBa  ¢$opma  TPYZAOBOTO I OrOBOPY
000B’s13K0Ba, BU3Ha4eHi cT. 24 K3l
Komii a6o Burarm 3| HopmaruBHO-TpaBOBHUMU aKTaMu He
PO3TOPSIAYNX JTOKYMEHTIB | ITepesbayeHO BUJAHHS PO3NOPSAAYNX

(HakasiB, pO3MOPSAIKEHD)
Ipo NIPUNHSATTSA Ha

poboty

JOKYMEHTIB Yy KUIBKOX TpUMiIpHUKax. 3a
HeOOXiIHOCTI KaZpoBa Cayxba 4Yu cayx0a
oimoBoACTBA OQPOPMIIIOE Y BCTAHOBJIEHOMY
MOPSIAKY KOINI HakKasiB YW BUTATM 3 HAKasiB.
[Ipy BUroToBJIE€HHI KOIil 3a [JOMOMOTOI0
KOITi}0BaJIbHO-PO3MHOXKYBaJIbHOL TeXHIKHU
MOBHICTIO BiATBOPIOIOTH TEKCT [AOKyMEHTa 3
yciMa pekBizuTamu, OKpiM Bi3 (Hepizko 3a
YCTa/ZIeHOI MPAKTHKOI [i/JI0OBOACTBA Ha KOIil
He BiITBOPIOIOTh ~ OCOOWMCTHM  TIiJIHC
KepiBHMKA, TOOTO TpPH KOMiIOBaHHI MiJmuC
3aKPUBAIOTh KJIAMITHKOM TMarepy). BakauBum
PeKBI3UTOM KOIil JOKYMeHTa, L0 Hajae 1i
IODUAAYHOI CHIHA, € BigMITKQa m0po 1l
3aCBilUeHHs], 10 TPOCTAB/SETHCSI HIDKYe
pekBisuty «[ligmuc» 1 ckiaagaerbesi 31 CJIIB
«3rigHO 3 OpUTiHA/MIOM», Ha3BU MOCATU 0COOH,
SKIii HaJaHO TNPaBO 3acCBiAYyBaTU KOTMil, 1i
OCOOMCTOTO TIAMHCY Ta po3iMdpyBaHHS
migmucy  (imimiaziBe 1 mpisBuma),  AATH
3acBimyeHHs1 Komii. 3a HeoOxigHoCTi Ha
BIAMITLI PO 3aCBiYeHHs KOIIil TPOCTaBJSIOTh
BiZOMUTOK TedyaTku (opranisamii abo Biaminy
Ka/IpiB, C/IY)XOW [i/IOBOACTBA). Y BEPXHBOMY
IIPaBOMY KyTl IEpPIIOro apKylla KOIMil HakKa3sy
MPOCTABJISIOTH /10BO «Komist»

Oco6oBuii
00JTiKYy KaJIpiB

JINCTOK 3

Oco60Ba kapTka 3a popmoio Ne [1-2 — okpemuii
OOKYMEHT

IlortoBHEHHSI 710
0Cc000BOr0 JTMCTKA 3
00TiKy KaZpiB

Ilo [mOmOBHEHHSI [0 OCOOOBOrO  JIMCTKA
BHOCSITHCSI He JIMILEe BiZJOMOCTI PO CTATHEHHH,
3a0XOYEeHHS, @ ¥ MPO BUKOHAHHS OOOB'SI3KiB
THMYaCOBO BiZICYTHBOTO MpaliBHUKQ,
3aMIilIeHHS BAKaHTHOI MOCaH




IMpodosxcents mabauui 6

2

3

AsBTob6iorpadis

[loxymeHT, HallUCAHUM ocobucTo,
po36ipIMBUM MMOYepPKOM IOKYMEeHT 3
TOKJIAJHAM OITMCOM TOJIOBHMX eTamiB CBOTO
XuUTTs. [Tumerses BiH y JOBimbHIN dopmi, Bix
pPYKH a0o0 )X HAJA€ThCSI TEKCT, HAaOpaHUI Ha
KOMIT 10Tepi i po3apykoBaHuii. B aBTob6iorpadii
M0 JAaTax MpeACTaBJIeHUN XXUTTEBUM LUISX, a
TaKOXX ocobucTicHi skocti moguau. Came 1o
BiIOUTHM TYT BiJOMOCTAMHU ILIOAO OCBITH,
TMOXO/)KEHHS, ronepesHbO1 3aHHATOCTI
poboTOJaBellb MOXe CYAUTA TMpO Te, YU
MiIXOOUTh HOMY 1ieli peTeHAeHT 4u Hi. OKpim
IbOTO B JOKYMeHTi OaXaHO BifOOpa3uTH
baKTU rPOMAICHKOI JisTBHOCTI JTIOJUHU 1 XOO0i.
Po3amip TekcTy aBTOGiOoTpadii He moBUHEH OyTH
o0’eMHUM, He Oinblie ABOX  CTOPIHOK
IPYKOBAHOT'O TEKCTY.

Komnis macrnopra

€ 00OB'SI3KOBUM JOKYMEHTOM B 0CODOOBIii
CIIpaBi

Komist 06/1ikoBOi KapTKu
IJIaTHUKA MOJATKIB

Llboro pmoKymMeHTa MoOXXe He OyTH, SKIIO
MpaljiBHUK Yepe3 PpeJiriiHi MnepeKOHaHHs
BIZIMOBUBCSI BiJ, peecTpaniiHOro HOMepa,
MOBIJOMUB IIPO 1e TNOJATKIBLIB 1 Mae€
BIIMOBIJHY BIJMITKY B ITaCIOPTI

10.

Kormis BIHCHBKOBOT'O

KBHUTKa

Lei JOKYMEHT 000B'I3KOBUI, SIKILIO
MPALiBHUK € BiliCbKOBO300OB SI3aHMUM i B HBOTO
€ BIICbKOBUI KBUTOK

11.

Komil goKyMmeHTIB 1po
OCBITY, HAYKOBUH CTYIIiHb,
BUEHe 3BaHHS

[lo IONOBHEHHs A0 KOMIN JOKYMEHTIB PO
OCBITY [0 0CcO0OBOI CIpaBH CJIifi, BK/IIOYATH
TAaKOXX KOIIl JOKYMEHTIB TMpPO HAasIBHICTb
(MPUCBOEHHS) HAYKOBOTO CTYIIEHSI, BYEHOTO
3BaHHS

12.

3asBu:

v/ Ipo nepeBeieHHA Ha
iHury po6oty (mocany);

v/ po TepeBesieHHsT Ha
CYMICHMIITBO;

v/ mpo 3miny
6iorpadiuHMX FAHUX

JloKyMeHTH [O/My4YaloTh O OCOOOBOI CIPaBU
BIIPOZIOBXX YChOTO Yacy pOOOTH MpaLiBHUKA — y
XPOHOJIOTIYHOMY HMOPSIIKY B MIpy IIONIOBHEHHS
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3axiHuents mabauyi 6

1 2 3

13. Komii a6o Bursiru 3| B 0co6GoBy crmpaBy ciig BMillyBaTU JIHIIE
pO3MOPSAAYMX TOKYMEHTIB | 3aCBilU€HI B YCTAaHOBJIEHOMY MOPSAKY KOIIil
(HakasziB, posmopsmkeHb) | foKymeHTiB. [lpu dopmyBaHHI 0Cc060BUX
PO MepeBeieHHs Ha: CIipaB MpaLiiBHUKIB KaZpoBa cmy)x6a
¥’ inmy po6oty (nmocazy); | opraHisanii ~ Moxe  3acBigdyBaTHM  KOmii

CYMICHHMIITBO JOKYMEHTIB, BUJAHUX IHIIMMH YCTaHOBAMH.

14. Komii pgokymentiB mpo | PaHime 11i JOoKyMeHTH 0 0COOOBOI CITpaBH He
BHECEeHHSI 3MiH IO | BKJIFOYaIHCs. BigmoBigHi BioMOCTi BHOCHUJTHCS
06/TIKOBUX [OKYMEHTIB Y | IO JOMOBHEHHS 0 0COOOBOIO JIMCTKA 3 00Ky
3B’SI3KY 3i 3MiHOIO | KaIpiB a00 TPYZOBOI KHIDKKH MpaljiBHUKA
6iorpadiunmx JAHUX
(mpi3Bumia, iMeHi, 1O
0aTHKOBI)

15. Komii pgoxymeHTiB, 10 € | 32 HAsIBHOCTI TaKUX JOKYMEHTIB
MiICTaBOIO0 JJIsI HaJQHHS
TMiIbT

16. XapaKTepUCTUKU 3a HasIBHOCTI TaKUX JOKYMEHTIB

17. Komii pmokymeHTiB 1po | 3acBilueHi B YCTAaHOBJIEHOMY MOPSAKY
MiJBUILeHHS KBaTiiKariii,

CTQKYBaHHSI, 3a0XO4YeHHS
(HaropomKeHHH,
peMifOBaHHS)

18. ToxymeHTH 3 aTecTanil 3a HasABHOCTI TaKUX JOKYMEHTIB

19. 3asBa mpo 3BinbHeHHS1 3 | JloMy4aroTh [0 0COOOBOI  CIpaBu  TiC/
pobotH 3BUIbHEHHS ITpallIBHUKA

20. | Komii a6o Burarm 3| 3BepHIiTh yBary: JOKYMEHTH, SIKi MOCTyTyBaIu

pO3NOPSAAYNX TOKYMEHTIB
(HakaziB, PO3MOPSAIKEHD)
PO 3Bi/IbHEHHS 3 POGOTH

ITiICTaBOIO TUTST BUIAHHS HaKazy
(posmopsImHKEeHHS) po 3BiJIbHEHHS
mpaliBHUKA (JOMOBIAHI B3aMMCKA, aKT PO
BiZICYTHICTh Ha pobouomy Mici,

MOBIJOMJ/ICHHSI ITPO 3BIJIbHEHHS MPaLliBHUKA K
TAKOTO, IO He IIPOMIIOB BUIPOOYBa/TbHUI
CTPOK TOLIO), [JO OCOGOBOI CIpaBU He
BKJIFOYAIOTh

21.

HoBigku Ta iH1II1

AOKYMEHTHU

3 MeTOI0 BHpIilleHHS Pi3HUX NUTaHb, LIO
MOBCSIKYAaCHO  TPAIUISIIOTBCS Y  IPaKTHULI
KaJpOBOI'0 a/MIHICTPYBaHHS
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Homaroun abo0 BUIyYalOYH [AOKYMEHTH 3 OCOOOBOI CIpaBH, HeOOXiTHO
BHOCHTH BIAMOBIJHI YTOYHEHHsI OO BHYTPIIIHBOrO omwucy (momaTok 18 1o
[TpaBu). 3okpema, y rpadi «I[IpuMiTKr» 32 KOKHUM BU/IYYEHHM JTOKYMEHTOM
3a3HauTe: «BuiydyeHMii K Takwii, W0 He miJgisArae 30epiraHHIO B 0OCOOOBIH
CIIPaBi».

Oco6o0By crpaBy opOpMIISIIOTH MiC/As BUAAHHS HAKA3y MPO MPUHHATTS
MpaliBHUKA Ha pOOOTY [0 YCTAaHOBU. 3aBOAMTHCS BOHA SIK OKpeMa TeKa, M yci
nokymeHTr (abo ix Korii) momimaoThcs GesnocepenHbo n0 Hel. OOKIAIUHKY
(TuTyIBHME apKyI) 0co60BOI cripaBu 0POPMIISIIOTH BiJITOBIAHO A0 JOAATKA 18 10
[IpaBun opradisanii AiTOBOACTBA Ta apxiBHOTrO 30epiraHHs JOKYMEHTIB Y
Nep)XXaBHUX OpPraHax, OpraHax MiCIlleBOr0 CaMOBPSIAYBAaHHS, HAa MiANPUEMCTBAX, B

yCTaHoBax i opradisamisx [30]. Hamucu Ha oOGkmaguHIl po6IATh YiTKO YOPHUM
CBITJIOCTIAKHUM YOPHHUJIOM a60 mactoio (1. g 1i1. 2 po3a. VI [Tpasun) (puc. 25).

BHYTPILIHII OIMUC

JOKYMEHTIB cripasy No

Homepu
Ne Hara 3aronoBok P .
Iupeke nokymenTa apKylB [MpumiTka
JOKYMEHTa JOKYMEHTa !
iy . CrpaeH
| 2 3 4 5 6
Pazom LAOKYMEHTIB
(undypanm i cnosamm)
KinkkicTs apkyiiie BHYTPILHBOIO OIMUCY
El'-l“q)r}ﬂh[ll 1 COBAMH)
[Mocana ocodu, ska cknana
BHYTPILLIHIL ONMC JOKYMEHTIB
Ccrpasu
( migmmc) (imimianu (IHigian iMeHi), Npi3BHILE)
20 p.

Puc. 25. YHigpikosaHa popma eHympiuwHb020 onucy doKymeHmis cnpasu

lo 0co6oBOI crpaBu BK/IIOYAIOTh KOIii OCHOBHUX [JOKYMEHTIB, HaJaHUX
MPAL[iBHUKOM ([MACIOPT, peeCcTpaliifHa KapTKa IUIATHUKA MMOJAATKIB, TOKyMEHTH
PO OCBIiTY, BiMCHKOBHI KBUTOK TOIO). Takox odopmisiiors aBTOGiorpadiro.
Oco60oBHMit TUCTOK 3aMTOBHIOE CaM MPALiBHUK (pHC. 26).
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1. ¥uensil cTyNiHE, yHEHe IEIHHE

. Hui st HIVKOE] MPEnn | BHHAXOH

SEREHESY THTETE | BEOESTS PTIMCIITE, Bk IHTE ks

Puc. 26. YHigikoeara ¢popma ocob608020 nucma no obaiky kaodpie

Ha oco6oBuit nmucTok HaknewoTh ¢ororpadito mpauiBHuka. Creniamict
KaJpoBOi C/Ty>XOM 0OOB’SI3KOBO 3Bipsie JaHi 0COOOBOTO JIMCTKA 3 O0JIiKy KazJpiB,

3a3Ha4vyeHi

MpaLiBHUKOM,

13

3alMyMcaMyd B MaCIOPTIi,

BIlICBKOBOMY KBUTKY, JJOKyMEHTAX IIPO OCBITy TOLIO.
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Yci nopanpwi 3MiHM B GiorpadivHUX ZaHUX MpaALiBHUKA, iHPopMaLiro mpo
nepeBeJleHHs1 MOro Ha iHIIy TMocaZly, IPOXO)KeHHsl aTecTallil, 3a0XO4YeHHs
(HaropoKeHHs1, MPEMiIOBaHHS), HaKIaJEeHHsS AUCIHUATUTIHAPHUX CTATHEHb, AaHi
PO MiJBUIIEeHHS KBamidiKallii BHOCATh [0 AOMOBHEHHS 70 0COOOBOIO JIMCTKA 3
00JTiKYy KaJpiB.

JlonoBHeHHSs 0 0COOOBOTO JIMCTKA 3aMOBHIOE MPAL[iBHUK KaZPOBOI CIY)XXOU
Ha MiJCTaBi BiATIOBIIHMX AOKYMeHTIB (HaKasiB, PO3MOPSMHKEHb i JOKYMEHTIB,
HaJaHUX CaMWM TIPAI[iBHUKOM), TAKOX HEOOXiZHO 3aHOCHTH BiZIOMOCTI PO
BUKOHAHHSI O0OOB'SI3KiB TUMYaCOBO BiJICYyTHHOTO MPALLiBHUKA i MPO 3aMillleHHs
BAaKAaHTHOI OCa/Iu.

T

CTpok 30epiraHHs 0CO00OBOI CIIPaBH CTAHOBUTH 75 POKIB IiCIIsA
3BUIbHEeHHs MpalliBHUKA, IPH IlbOMY aHKeTH, KOIIil JUILIOMIiB,
3asBH, JO3BOJIH, SAKi Oy MiCTAaBOIO /I HaKa3iB 3 KagpoBuXx
mutanb (0c060BOrO CKaagy), 30epiraiorbcs 3 poku. Tomy, mi
JOKYMEHTH BHJIY4alOTh 3 0CO0OBOI CIIipaBH Yepe3 3 POKH Mic/is
3Bi/IbHEeHH NpaliBHUKA.

OG6ik ycix cmpas, siKi (OpPMYyIOTBCS B [JisUIBHOCTI KaZpOBOI CITYXOH,
BeleThCsI 32 HOMEHKJ/IATypoO CIpaB. B 0co60BuX cripaB € CBOSI 0COO/IUBICTD: iX
BKJTIOYAIOTh 0 HOMEHK/IATYPH CIPaB KaZpOBOI CIY)XOU MiJ, OZHUM iHIEKCOM Ta
00JTIKOBYIOTh He 332 HOMEHKJIaTyPOIO CIIPaB, a B CIleliaibHil 001iKoBiil dpopMi — y
Xypnani (kuusi) 061Ky oco6oBux crpaB. Popmy Takoro XKypHany ycraHoBa
pPO3po6JIsiE CaMOCTIMHO (puc.27).

Mpizemuye, im'A, -
o {Tp KTYP
:;:1 bo ﬂaz - no Gaterosi Mocapa ";"r o3 "::“ MpumiTea
Py npauigHMKa ARO3A
1 2 3 4 5 L+
Menednep
Pebowanko . . eiddin pexnamu
136 | 21.02.2020 |’ i3 aae’Azxie feein p
Bikmop Mempoeuu , ma MOpKemuHz)y
2 zpomadcoricmio

Puc. 27. 3pazok cmopiHku xcypHany (kHueu) o6.aiky ocob6ogux cnpas

Tako)x Mae ceHC BBeCTH iHfeKcallito ocoboBux crpaB. Hanmpukinaz, iHaekc
0co0O0OBOI CIpaBU TpAL[iBHUKA MOXe OyTH TakuMm: 02-18/153, Ae 02-18 — iHZAEKC
0Cco0OBUX CIPaB, 3TiJHO 3 HOMEHKJIATyPOIO CIPaB KaZpOBOI CAYXXOH, 153 — HOMEDP
0co6O0BOI CITpaBH MpalliBHUKa, 3TigHO 3 YKypHamom 06/1iKy 0COO0BHX CITPaB.

Oprani3oBywoun 30epiraHHsi 0COOOBUX CIIPaB, AOLITBHO JOTPHUMYBATHCS
MPaBUIIL:
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/

ol

Y kagposiii cayk0i 30epiralore 0CO0OBi CHpaBU NPALIOIOYUX

CIiBpOOITHUKIB,

a TaKO)X O0CO0O0Bi cmpaBu 3BUIbBHEHHX O0CI0

(mporsirom aBOX pOKiB micas 3BinbHeHHs). [licaa 3akiHYeHHS

CTPOKY IIOTOYHOTO 30epiraHHsi, 0CO0OBi CIpaBu 3BIIBHEHUX
NpPauiBHUKIB NepeJalTh A0 apXiBy YCTAaHOBH Yy BIIOPAJKOBAHOMY

CTaHl IS HOAAIBLIOrO 30epiraHHs i KODUCTYBAaHHS

N
Ui

XapaKTepucTUKa — JAOKYMEHT, Y SIKOMY 3a3HA4alOThCs BiJJOMOCTI ‘

1151 30epiraHHst 0COOOBHX CIIPAB BUKOPHCTOBYHMTe KAPTOHHI TEKHU 3
KJIarlaHaMu a00 3aB’s1I3KaMH, KAPTOHHI a0 IMIaCTMaCOBi IIBUAKO3LINBAYi;

/

9] TOMY YHMCJIi IepCOHA/bHI JaHi mpaniBHUKa. Opraxisauis, sika

y po6oumx KiMHaTax CcripaBH 36epiraiite B mradax, 1o
3aKpHUBAOTHCs. Piuy TOMy, 1110 B 0CO6O0BIi1 cripaBi 306epiratoTbesi B

06po0isie Taki JaHi, MOBUHHA 3a0€3MeYrTH iX 3aXUCT. Tomy,
IOCTYTI 10 0COOOBHUX CIIPAaB Ma€ OyTH 0OMeXXeHUM (TOOTO TiMbKH y
MPaLiBHUKIB KaIpOBOI CIIYXOM);

4. Takum YMHOM BU 3MO)XeTe y3araJbHUTH iHPOPMALIifo PO BCi

PO3MilllyiiTe TEKU BEPTHKAIIbHO, KOPIHIIMH Ha30BHi (1106 ix
3 Oyno BUAHO). Lle momomMo)ke onepaTuBHO 3HAXOLUTH TIOTPiOHI
JOKYMEHTH;

yci HasiBHi 0COOOBI CIIpaBU 3aHOCHTE JI0 CIEL[ia/IbHOTO YXYPHAJTY.

HasIBHI AOKYMEHTH;

CIIPaBH CHiBPOGITHUKIB 30epiraiite B MOPSiAKY CHCTEMATH3ALII — 33
OKpPEeMHMH ITiIP03Ji/IaMH, Bifii/laMH, a TAaKOX B a/1PpaBiTHOMY MOPSIIKY.
Takwuii crroci6 3HaYHO MOJIETLIYE MOLUTYK HeOOXiJHUX JOKYMEHTIB [2].

3.2. XAPAKTEPHUCT UKA

po CIY>X00BY (TPyI0BY) Ta TPOMAJCHKY Ais/IbHICTH MpaLliBHUKA a60

) |N7i
HaBYa/IbHI JOCATHEHHSI y4YHs (CTyJeHTa, MPAKTHMKAHTA), a TaKOX V ]
MIAETHCS OLIHKA AIJIOBUX 1 MOPaJIbHUX IKOCTEM BiAMOBIAHOI 0OCOOU. \

XapakTepuCTUKA Ha PAJOBUX TNPALIBHUKIB CKJI3JAIOTh KePiBHUKU
CTPYKTYPHHUX MiZAPO3Ai/iB (BiAmi/iB, CEKTOPIB, 1[€XiB TOIIO), a XapaKTEPUCTUKU HA
KepiBHUX MPALiiBHUKIB 6e3MocepeHbO CKIAZIa€ KePIBHUK IOPUAMYHOI 0coOU abo
onvuH 3 #oro 3actymHukiB. KagpoBa ciayx6a Mae CHOpPUSITH y MiATrOTOBIN
XapaKTEePUCTUKH, a caMe y HaJaHHI KepiBHULTBY HeoOximHol iHdopmawii mpo

75



OCBITY, TPYZOBY AisSI/IbHICTb, HAaropO/PKEHHS, 3a0XO4YE€HHs], CTSATHEHHS TOILO.
Ocobu, sKi MANHCYIOTh XapPaKTePUCTUKY, HECYTh BiJIOBiZambHICTh 3a i
I OCTOBIPHICTb.
XapaKTepuCTHUKa Ma€ MICTUTH CKJIQJIOBI:
Ha3BY BUJY JOKYMEHTQ;
JATy CKJIafileHHs JOKYMEHTa;
Miciie (HaliMeHyBaHHSI HaCceJIeHOTO MYHKTY) CKJIa/IeHHS;
Npi3BHIIle, iM's1 TA 11O OATHKOBI 0COOH;
PIK HApOJ)KEeHHS;
BiZIOMOCTI MPO OCBIiTYy, HAYKOBHI CTYITiHb, BYUEHWM 3BaHHA (32 HASIBHOCTI);
HallMeHYBaHHSI T1OCaAH, 5Ky o00OifiMae ocoba Ha 4Yac CKIQJAHHS
XapaKTepUCTHUKY;
OCHOBHUM TeKCT (#i0ro BHMKJIAJAIOTh Bifl TPeThOI O0COOM B OJHHWHI B
MHUHYJIOMY Ta TelepiliHbOMY Yaci);
MiJMUC TOCaZioBOI 0COOM — YK/IAJlaya XapaKTEePUCTHKH, 3acBigdyeHUi
BiZOMTKOM TepOOBOi ab0 Kpyrjoi, L0 MPHUPIBHIOETHCS [0 TepOOBOi,
MeYaTKH 3 iJeHTHDIKAIlIMHUM KOIIOM I0PUIUYHOI 0C0OM (32 HasIBHOCTI).
XapakTepucTHKa MOXe Oytu odopmieHa Ha 3arajbHOMY OJIAHKY
opuaAndHOI ocobu (puc.28). SIKuo 3a piK HOPUIAYHOI 0COGOI CKIAJAETHCS
MOHAJ, 200 XapaKTePUCTHK, JAOLJTPHO BUTOTOBUTH CIIeLia/IbHUNA OJ/IaHK
xapakTepucTUKkU. CKIafoBI eeMeHTH XapaKTepPUCTHUKU OQPOPMIIIOIOTh TAKUM
YUHOM:
v" cnoBo «XAPAKTEPUCTUKA» ApyKyIOTh BeJIMKMMU JliTepaMu 6e3 /aroK
LIeHTPOBAaHO IO BiAHOLIEHHIO 0 OCHOBHOI'O TEKCTY;
¥/ aHkeTHi gaHi oco6u (mpisBulle, iM'si, MO 6GaTLKOBi, PiK HApOMKEHHs,
BiJOMOCTI TIPO OCBITY, HAayKOBWM CTYIliHb, BY€He 3BaHHS, IOCAZY)
JPYKYIOTb Y CTOBIIYMK, BiACTYNUBIIM Ha 2 MDKPSIIKOBI IHTE€pBa/Iu HIDKYe
11 MpaBOpYY Bif, HA3BX BUJY JOKYMEHTQ;
v OCHOBHUI TEKCT XapaKTEPUCTHKH, SIK MPaBHJIO, MiCTHTh Ki/lbKa JIOTi9HO
3aBepLIeHUX YaCTHUH, KOXXHY 3 SIKMX MOYMHAITH 3 ab3ally, BiCTYNMUBLIN
Bl aHKeTHUX JAaHUX Ha 2-3 IHTepBa/jHd, 1 JAPYKYIOTb Yepe3 1-1,5
MDKPSIAKOBI 1HTepBa/id. Ha modaTKy TeKCTy BMIlYIOTh BiJOMOCTI IIPO
cy>x60By (TPy[OBY) AisUIbHICTB MpaLiBHHUKA: (ax, 3 IKOTO Yacy MPaLoe
Ha MATPUEMCTBI, TepeMilleHHs O CayX0i, piBeHb mpodeciiiHOol
MaMCTepHOCTI, TPYAOBl YM TBOPYl AOCATHEHHS, BJIACHI Ta CIIBaBTOPCHKI
BUHAXOIU, po3po0Ku. Jlasi y TeKCTi 060B I3KOBO JAETHCS OLIHKA [[i/TOBUX
1 MOpaZbHUX SIKOCTell MpaliBHMKA — WOTO CTaB/JeHHS [0 BUKOHAaHHSA
CBOIX IOCAJOBUX OOOB'SI3KiB, MiBHILEHHS NMPOdeciiiHOro Ta HAyKOBOTO
PIBHS, YYaCTh Y ITPOMaJIChKii IisITIBHOCTI KOJIEKTUBY, CTOCYHKHU 3 1HILIMMU
npaliBHUKaMU. HanmpukiHIl TeKCTy MOJAIOThCSl BiIOMOCTI MPO YPSAAOBI
HAropogyu Ta IHIII 3a0XO4YeHHs. TaKOX Yy TEeKCTI MOXXe 3a3HadaTHCs
IpU3HA4YeHHs YU Miclie IOJAaHHS IbOro JOKyMeHTa.
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XapaKTepUCTUKY BUJAIOTH TMPALIiBHUKOBI HAa PyKH abo, 3 HOro Bimoma,
HAJCWIAIOTH IHIIHM IOPUANYHIN 0c06i (30KpeMa, y BiliCcbKKOMaT, Cy[, 6aHK TOIIIO)
y BiJIOBizb Ha 1i 3amuT [15].

Vuithikosana opuma XapakTepucTHER

Kon AKY ]
{HafimeHyBIHED WP ocobi)
XAPAKTEPHCTHEA
[ [ Eﬂ p
{Micee EILEAHEA) {npazeione, a8, 0o GaTLEOR, Pik
HAPOTHEHHA, OCBITA, HATiMeHYBAHIm

nocagu)

{[piaEnime Ta (RATE NPaNiBHIEED, BIIOAMCTI M0 Aoro cmyEdory (TPYEoEY] JiALHICTE: (a), 3 ABODD S3cy Npalgoe

¥ HMETEEHLE ocoda, DepesilieHIin Mo cNyEDl, pikeHs npodeciiol MaflcTepaocTy, THYI0EL TASH TEOPII JOCAT HEHHA, BRACH

Ta COBARTOPCLED BHIEROTH, poapolisn Teinn]

(OluiHea DiNOBIK | MOPANEEEY AR0CTeH NpALIBAAES, OO NEEXOIGTHHI 0C0RIHBOCT] {CTPECOCTINEICTE, BMIHHA

NPALEeBATIH B KOMAWTI, 304THICTE CAMOCTIRHO PIiAMaTH plleHEL), CTARICHEA 00 BHROHAHHA CBOIK NOCAT0RAN 000E"ATKIE,

nigsAEeEEA npodeciiiaoro (HayRoBOno) piERE, YICTE ¥ TPOMAICEKN JHIEHOCTE BOEKTARY, CTOCYHEN 3 LHINHME NjRUIfiRHHKIML)

(HigomoeTi npo Ypaaoel HAGIEeHE {38 HAMBHOCTI ) T2 I 320309 eHEA)

(HafiMeHyEaHH NOCay

A —— {ocobacTioh miame:) (ieinan(s), mpiasEmLe]

M.IL

Puc. 28. YHigikosana ¢popma xapakmepucmuku
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3.3. TPA®IK BIAITYCTOK

IOPUJUYHOI 0COOM, SKWM BHU3HAYa€ YeproBiCTh HAaJAHHS
MpaliBHUKAM OIUIQYYBaHMUX BIAIYCTOK YIPOJOBX KaJI€HJAPHOIO

POKY.

|
I | I'padixk BigmycToxk - iHpOpMaLiitHO-aHAMITUYHUA JOKYMEHT
s 4
[

3rizHo 3i cT. 10 3akoHy Ykpainu «[Ipo Bigmycrtku» [11] Big 15.11.1996
Ne 504/96-BP (3i 3miHamMM) 4YeproBicTh HAJAHHS BiANYCTOK BH3HAYAETHCS
rpadikamu, siKi 3aTBEpPHKYIOThCSI BTACHUKOM a00 YIIOBHOBO)XEHUM HUM OPTaHOM,
3a MOTO/)KeHHSIM 3 BUOOPHMM OPraHOM IepBHHHOI MPOQCIiIKOBOI OpraHi3armii
(mpodcriKOBUM  TpPeNCTaBHUKOM)  4YM  IHIIMM  YIIOBHOBOKEHWM  Ha
Ipe/ICTaBHULTBO TPYAOBUM KOJIEKTHBOM OPraHOM, i JOBOJUTBCS O BijoMa BCiX
npauiBHUKiB. [Ipu ckinasanHi rpadikiB ypaxoBYIOThbCS iHTepecu BHUPOOHHIITBA,
0COOMCTI iHTepecH MPAIL[iBHUKIB Ta MOXJIUBOCTI JJIS1 1X BiIMIOYUHKY. TaKOX CIIif
BPaXOBYBaTH, L0 OKpeMi KaTeropil rpoMa/isiH, 3a3Ha4eHl Y YaCTHUHI TPUHAALATIN
ct. 10 3axkoHy Ykpainu «[Ipo BignycTkw» [11], MOXYTh BHKOPHUCTOBYBATH
BIJIITYCTKU Yy 3pYyYHUH JJIST HUX Yac.

[Tix vac ckmagenns i opopmienns rpadika (puc. 29) crig MaTu Ha yBasi,

110:

rpadik BiAMYCTOK CJTif CK/IQJATH Ha TOYATKy Ka/JeHZAPHOTO POKY He

TMi3HillIe 5 CIYHS;

y rpadiky moTpiOHO 3arlaHyBaTH BUKOPHUCTAHHS yCiX BHZIB BiZIyCTOK, Ha

SIKI MAIOTh IPaBO NPALIBHUKH, 32 BUHSITKOM HaB4Ya/IbHOI BiIITyCTKWY;

y rpadixy Moxxe OyTH Iepes0ayeHo MOAI BiAITyCTKA Ha YaCTUHH 32 YMOBH,

III0 OCHOBHA YaCTHWHA BiJIIlyCTKU Ma€ OyTH He MeHIle 14 KaJIeHJAPHUX [THiB;

OCHOBHHIM TeKcT Trpadiky opopmIoloTh y BuUrIsAAi Tabauii. Tekct

MOAUISIIOTh Ha PO3[JUIH, HAa3BU SIKMX MAIOTh BiJMOBIZATH HaliMeHYBAaHHSM

CTPYKTYPHHUX MiJpO3Ji/MiB ab0 HAmpsiMaM JisJIbHOCTI IOPUANYHOI 0cobw,

SIKILIO HeMa€ CTPYKTYPHOT'O MOJ1TY;

v" rpadik BiANMycTOK HiAmMCye KepiBHMK KaApoBoi cay6u abo ocoba,
BiJmoBiZapbHa 3a po0OOTYy 3 KajApaMH, SKIIO KaJpoOBOI CIOY)XOM He
nepes0avYeHo y CTPYKTYPi IOPUIUYHOL 0co0H;

¥ rpadik BifNmyCcTOK mifjsrae NOropKeHHIo 3 BAGOPHUM OPTraHOM MEePBUHHOI
npodCIiKoBoi  opranizamii  (Mpo¢CIiIKOBUM MPEeACTaBHUKOM), IHIIUM
YIIOBHOBR)XEHUM Ha MpPeJCTaBHULITBO TPYAOBHUM KOJIEKTHBOM OPIaHOM;

v" micns moromxeHHss rpadik 3aTBepPMKYe KepiBHUK IOPUAUYHOI 0COOH
(BmacHUK ab0 YIIOBHOBa)X€HUI HUM OpraH) [15].

AN NN
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Vuiirwosana dopma rpadika BIANYCTOR

Kon JIKV]]

( HAAMEHYBAHEN KPHINTHOT 0ol
IATBEPHYHD
IN'PARIK BILANYCTOK

e { HalisseHYESHEHA N0CATH KepiBHAES

RO HINA 0T o)

(siicite CRIANEHH) {ocofEcTiol mamee) (ininana), npissame)

" " 2“ 1
HA pik P
Mocana }
- P Mepaoa pobors, | Jannaposannil | ParnraEai
Mpizesine, R “'"'.‘"*"3“".” Bua Kimsxicrs 33 HKHA nepeny nepiog .
. i AHG H . KATEH AP I [lineraea
npaliEHHES — arL HAJACTRCH HATAHHA nepedyBaHEA
——— BTy TRS BLAMYETEN ¥ BLITYCETIN
1 2 E] 4 5 [ 7 g
(EiafM EHYBAHEA CTPYETYPHODD NIAPOEIY afo Banpauy JNEEOCT] KpiUaEiEot ocolu
(afhucsysanis nocas {ocodcTiil nignmc) (isigan(u), npissnne)

KepiBHHED KAIpoboi coysin)

MNoOroEyw

(HafiMeHYEBAHHR IOCATH TOIOBH

nepesEed Ipedenitkebol OpraHizami)

{ocobscTai nygmach (iHimian i), npieEne)
.| . 2

Puc. 29. YuigikosaHna ¢popma epagika eionycmok
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3.4. CJIY)KBOBI BIIPSIJDKEHHS

Cny)xkO0oBe BifgpsA/HKEeHHsT - TOI37Ka TMpalfiBHUKA 3a
PO3MOPSIHKEHHSIM KePiBHUKA YCTAaHOBHU HA TMEBHUH CTPOK O |
iHIIOTO HAceJIeHOTO MYHKTY [Ji1 BUKOHAHHS CIy)XOOBOTO :
NOPYYEHHSI 11032 MiCIlleM MOCTiiiHOI po6oTu (3a HAsBHOCTI @71
JOKYMEHTIB, 10 MiATBEPIKYIOTh 3B'SI30K  CIY)XOOBOTO \
BiZIpSI/DKEHHST 3 OCHOBHOIO [isUIbHICTIO OpraHisaiiii).

Ha 3akoHogaB4YOMYy piBHI MOPSIIOK BigpsimKeHHs (HampaBieHHsl, BUOYTT,
MOBepHEHHsI, OOCAT TapaHTIi i KOMIIeHCAaLild, [JOKYMEHTYBaHHsI) I'PYHTOBHO
BU3HAYEHO JIWIIe /ISl YCTAHOB, SIKi MOBHICTI0O a00 YacTKOBO (piHAHCYIOTHCS i3
IEePYXKaBHOTO OIO/HKETY.

BigmoBigHy HOpMaTUBHY 0a3y CTAaHOBJISITH, 30KpeMa:

v Hakaz MinicrepcrBa ¢dinanciB Ykpainu «[Ipo saTBepmxeHHs [HCTpyKIi

PO cy)KOO0Bi BiApsAMKeHHS B Me)XaxX YKpPAiHM Ta 32 KOPAOH» Bif, 13.03.1998

Ne 59 [29];

¥ Tlocranosa Ka6inetry MinicTpiB Ykpainu «IIpo cymu Ta ckjaj BUTpaT Ha

BiIDAMKEHHS JIeDXXaBHUX _CAYKOOBILB, a TaKOX iHIIKWX 0ci6, 1o

HAIpPaB/ASIIOTCSL Y BIAPS/DKeHHs] NIANPUEMCTBAMM, YCTAaHOBAaMM _Ta

OpraHisaIfisiMu, IKi MOBHICTIO a60 YaCTKOBO YTPUMYIOThCs (DiHAHCYIOTHCS)

3a paxyHOK OIO/DKETHUX KOIITIB» Bif 02.02.2011 N2 98 [37].

Y crarri 121 Kojekcy 3akoHiB mpo mpaifo YKpainu [17] BUKIageHO uiie
3arajibHi HACTAaHOBM IIO/I0 TapaHTiii 1 KOMIleHcaniii TpHU  CIYy)KOOBHUX
BigpsmKeHHsX [3].

Cny>x60Bi BipsiPKeHHs TPAliBHUKIB OPOPMIISIOTHCS Y MOPSAKY Ta 3TiTHO
i3 dopMamMu TOKYMEHTIB, 110 BU3HAY€Hi YAHHUM 3aKOHO/IABCTBOM i 3aTBepP/KeHi
BIATIOBIIHUM HaKa30M KepPiBHUKA YCTAHOBHU.

Cny)xO0Bi  BipsipKeHHSI MAWOTh IependavyaTUCs IUIaHAMHA — PoOOTH
YCTaHOBH, OCOOMCTUMH IUJIAaHAMHU POOOTH MpaLiBHUKIB. Y pa3i BUHUKHEHHS
noTpeOy B HANpaBJieHHI MpaLliBHUKA Y BiAps/KeHHs, He mnependaveHe MIAaHOM
po60OTH, KepiBHMKOM CTPYKTYPHOTO MiAPO3Ji/y YCTAaHOBH, y SIKOMY IIPAIIO€
NpaliBHUK, TOTYETHCS TAa HAJAETHCS He IMi3Hillle HDK 3a TpU JOOHU [0 MOYATKY
BiIpSI/DKEHHST JOTIOBiIHA 3amMyCKa Ha iM'sT KepiBHMKA YCTAaHOBH, Y SKii
3a3HAYa€THCSA MPO Te, KyAW, Ha SIKUM CTPOK, 3 SIKOIO MeTOH BiPSKAETHCS
IpaliBHUK.

Cnyx6a #inoBOACTBA HA MiACTaBi pe30JOLil HA JOMOBITHIN 3aMUCIi TOTYE
MIPOEKT HaKa3y KepiBHHMKA YCTAaHOBU Ta IMepeJa€e HMOro KO0 MpaljiBHUKY, SIKUH
HAIIPaBJISIETHCS Y BiAPSIKEHHS.

Jlns peectpalii BizpsiKeHb BeleThCsl )XypHas, ¢popMa SIKOro BU3HAYAETHCS
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OKPE€MHM HaKa30M KepiBHUKA YCTAaHOBHM, OpraHisaliil.

Ilicns moBepHeHHsI 3 BIAPSKEHHS, NPALiBHUK, BIJMOBIZHO [0
BU3HAUE€HOr0 TMOPSAKY, TOTye€ Yy TPUJEHHUH CTPOK IMCbMOBHUM 3BIT NpO
BigpsiHKeHHsT (BUKOHAHHS 3aBJAHHS), a TAKOXX IOJA€ 3BIT MPO BUKOPHUCTAHHS
KOIIITIB y CTPOKH, BU3HA4Y€HI 3aKOHO/JABCTBOM.

3BiTH TIPO BiApsAMHKEHHsI (BUKOHAHHSI 3aBJAHHS) Ta NMPO BUKOPUCTAHHS
KOUITIB MiANHCYIOThCSI TpPALiBHUKOM, sIKWii TlepeOyBaB Yy BiAps/pKeHH,
nepesaTbcst 10 (PpiHAHCOBO-€KOHOMIYHOTO Bi/IZIi/Ty yCTaHOBH, OpraHisariii [26].

CTpoK Bigpsi/pKeHHsI BU3HAYAETHCSI KEPIBHUKOM (Tab/muLis 7), ajie He MOXe
IepeBUIIyBaTU B MeXax YKpalHUM 30 KaJleHJAapHUX JHIB, 3a KOpPAOH - 60
KaJIEHJAPHUX [HIB, OKPiM BWIA[KiB, 3a3Ha4YeHWX B ab3amax 2-10 MYHKTy 6
[Tocranosu KaGinery MinicTpiB YKpainu Biz 02.02.2011 N° 98 [37].

[lig, mito IlocranoBu N° 98 miamazarOTh MPALIBHUKK OPraHIB [epXXaBHOI
B/Ia/IM, OpraHi3aliii, MATPUEMCTB Ta YCTAHOB, IOBHUM YU YaCTKOBUM [HKepeioM
¢diHaHCYyBaHHST SIKUX € OOMKeT. [l iHIMX yCTaHOB MOXJIMBE BHUKOPHUCTAHHS
[ToctanoBu N°¢ 98 sgK MeTOAMYHOTrO MaTepiamy /s PO3POOKH JIOKA/bHOTO
HOPMAaTUBHOT'O aKTy Y4 KOJIEKTUBHOTO JIOTOBOPY, Y TOMY YMCJIi 1 JI/Is1 TIOIOYKEHHS
PO BiJPS/HKEeHHs, y SIKOMY TMOBUHEH OyTH BKAa3aHWM MaKCHUMAJbHUN TepMiH
BiAPS)KEHHS MMPaLjiBHUKIB.

Tabauys 7
TepMiHM BUKOHAHHS Pi3HUX BU/IB POOIT Y BiApSHKEHH]

MakcuManbHUM TepMiH

Ne 3/m Buzam po0it BiIpsIKeHHS 3a/Ie)KHO
BiJ BUIY pOOiT
1| 2 | 3
B YKpaiHi
1. 34iiiCHeHHST MOHTA)XHOI, HaJIaroJpyKyBaJIbHOI, | CTPOK
PEMOHTHOI i OyZiBeIbHOI pO6OTH OyzmiBHHIITBA
00'exTiB
2. BilicbkoBi  Cy>K0OBILIi, sKi BigNpaB/aeHi Ha | 9O AHIB: SKIIO
HaBYaHHS ISt BJIOCKOHAJIEHHS, | TpUMal0Ya CTOPOHA

nepekBaTiQiKalii, mABULIeHHs KBatidiKalii, a | BiJUIKOJOBYyE
TAKOXX BifiTIpaBJIeHi Ha ITiICYMKOBO-BHUITYCKHi a60 | 30UTKHU — 18 MicA1IiB
HaBYa/IbHi 300pM C/yxadiB 3a04HOI popmu
HaB4YaHHS BilicbkoBux 3BO

3. Ocobwu, siki mpamooTs B Jlep)xaBHiil piHaHCOBIH | epiog,
iHcriekwii  abo  TepUTOpia/bHUX  OPraHax | 3ziCHeHHS
IHCIeK|l, HaIlpaBJIeH], o6 IIPOBECTH | KOHTPOJIBHUX
KOHTPOJIbHI 3aX0JH1 3ax0JiB

4. BilichkoBOCTY)XOOBIIi, 0COOM HaBYa/IBHUIILKOTO | CTPOK

Ta PSJOBOTO CKJIaZy Ta TMPaLiBHUKH, SKUX | IPOBeJEeHHS
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3akiHueHHa mabauul 7

1 2 3

HAIpPaBJISIIOTh 13 14.04.2014 B MeXaX TEPHUTOPIl | 3aX0AiB
Ykpaian, wmo6 Opatu ydactb B ATO,
3MIMCHIOBATH  3axogu, SIKi  3a0e3MedyroTh
MPaBOMNOPSAOK Ha KOPJOHI

3a KOpJIOH

5. Ha migcraBi 30BHIIIHBOEKOHOMIYHUX [OTOBOPIB | He Oi/lbllle  OJZHOTO
YM  KOHTPAKTIiB Y 3B'SI3Ky  BHUKOHAHHSIM | POKY

PEMOHTHOI, HA/MaroJ)KyBa/IbHOI, =~ MOHTA)XHOI,
IIPOEKTHO-TIOLTYKOBOI, MPOEKTHOI, Oy[iBe/NbHOI,
OyZiBeTbHO-MOHTXXHOI 1 TYCKOBA JIarO/KYy-
Ba/IbHOI [iSUTBHOCTI, A TAaKOX Y 3BSI3Ky 3
aBTOPCBKUM HarJisiiomMm Ha OyZiBHUIITBI,
3a0e3MmevYeHHsIM JisUTbHOCTI Ta 00C/TyTOBYBaHHSIM
JepyKaBHUX eKCITO3UIII T Ha BHICTABKax
MDKHAPOZHOTO PiBHS, NPOBeJleHHSIM KY/IbTYPHO-
MMCTeLbKUX Ta TAaCTPOJbHUX 3aXO0/IiB

6. [IpaliBHUKU aBlalliiHUX KOMIIQHIM, HAIlpaBJeHl | 1O LIeCTH MICSLIB
3 MeTOI0 NepeBe3eHHsI BAHTaXKIB Ta MaCaXXUPIB y
Mexxax MupoTBopuux miciii OOH BiamoBigHO A0
KOHTpakTiB MbKk OOH Ta yKpalHCBKUMM
aBlalliIMTHUMH KOMITaHISIMH

7. CrymeHTH, acHipaHTH, a TaKOX HAYKOBI Ta | CTyAeHTHU — Ba POKU:
HAyKOBO-TI€IarOTiYHl MpaljiBHUKM, HAIpaBJeHi | aclipaHTHU — OJUH PIK;
[0 HAayKOBHX ycTaHOB 4d 3BO ajs1 cTa)KyBaHHS | HAyKOBI IpaljiBHUKH —
YM HaBYaHHS 11 CTh MicsiiB [3]

KoHkpeTHHI CTPOK BiAPSIKEHHS B Me)KaX 3a3HAUYeHUX I'PAHUYHUX CTPOKIB
BU3HAYA€ KEPiBHUK YCTAaHOBH, 3aJIE)KHO BiJ BUPOOHUYOI HeoOXigHOCTI Ta ¢ikcye
B HaKasi PO HalpaBJ/iIeHHs Y BiApSI)KeHHSI.

BaxnmBo mam’sATaTH, WO TPUBAMICTh BiIPSIKEHHS BHU3HAYAKOTh 3
YPaxXyBaHHSIM:

IHS BUOYTTS Y BiZIpSAHKEHHS i THSA MPUOYTTS [0 MICIIsl TIOCTIMHOI pOOOTH,

SIK1 3aPaXxOBYIOThCS SIK [1Ba JHi;

v" BUXiIHMX, CBATKOBHUX i HepoOOYHX [HIB, SIKi TPUINAJAKTh Ha Tepiof,

BipSIKEHHS;

¥v"  1HiB nepeGyBaHHA B JOPO3i (pPa3oM i3 BUMYLIEHUMH 3aTPUMKaMH).

Y 3a3HaueHi BHILe TPaHUYHI CTPOKU IepeOyBaHHSI Yy BiJps/HKEHHI He
BKJIFOYAIOTHCSI [JHI TUMYACOBOI Hempale3JaTHOCTI IpalliBHUKIB. 3a IeBHUX
00CTaBMH CTPOK BiApsimKeHHs, 3adiKCOBAaHWMUW Yy HakKasi, Moxe OyTu
TIPO/IOBXKEHUHM [43].
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[TiznpuemMcTBa Hemep)kaBHOI (OPMH BJIACHOCTI CAMOCTIMHO PeryJIolTh
NMUTaHHS, TIOB'SI3aHi 3 Opradizauiero BigpsmkeHHs. /[lnsa uporo mae Oyt
CTBOpPEeHUH BigmoBigHUI AoKyMeHT — [lomoxeHHsT mpo ciy)XOOBi BifpsiHKeHHS
MpaliBHUKIB.

HampaBnsie mpaniBHUKIB y BifpsiHKEeHHsI KEPiBHUK ab0 HOT0 3aCTyITHUK.
[TizcTaBolo [1/1s1 HANIpaB/I€HHS MOXXe C/IyT'yBaTH:

¥/ JIACT-3amMpolleHHs NpO HamlpaB/leHHsl IpaliBHUKIB Ha HaBYaHHs sl

MiJABUILeHHS KBamiQiKalii;

v/ [ONOoBigHa 3amMCKa 1MOCafloBol 0cOOGM MiAPHEMCTBA MPO HaNpaBI€HHSA Y

BiApSI)KEeHHS.

BigTak, KepiBHMK BHJA€ HaKa3 MNP0 HAMNpaB/eHHs IMpaliiBHUKA Y
BigpsimKeHHs [3].

Y Hakasi MarTh OyTH 3a3HaYeHi:

v"  mpisBume, iM's i Mo GaTbKOBI 0co6M, sika BiApsmKaeTbes, ii mpodecis
(mocaza), CTPYKTYpHUM TiAPO3iT;
Miciie Tpu3HayeHHs (KpalHa, MICTO, MiANPUEMCTBO, KyAM BifpSHKA€THCS
MpaLiBHUK);
CTPOK BiZipsi/HpKeHHs (1aTa MOro MoYaTKy i 3aKiHYeHHST);
MeTa Biipsi/pKeHH 1 mifgcTaBa (cy)kO0Be 3aBAAHHS YH iHIIMI JOKYMEHT).
Kpim Toro, y Hakasi moxxe OyTu BioOpakeHa ¥ iHlIa iHpopMaltis.
Tak, KepiBHUK MiJIPHUEMCTBA Ma€ MPAaBO BBECTU JOJATKOBI 0OMEXeHHS Ha
CyMH KOIITiB, 10 BHUJAIOTHCS BiAPSMKEHOMY TpAIliBHUKOBI (Y Mexax
YCTaHOBJIEHWX HOPM) Ta MIOJO Ifi/iei X BHKOPUCTAHHS.
Hanpuxnana;
¥'  YCTaHOBUTH, SIKUM caMe BHJOM TPAHCIOPTY CJiJi CKOPMCTATHUCS, SAKIIO
Miclle BiIpsi/DKeHHSI 3 MiclleM TOCTiHOI poOOTH 3B’sA3y€ ZeKibKa BUIB
TPaHCIIOPTY;
¥ mepes6ayMTH, 1O BapTiCTb MpOI34y 3aMi3HUYHUM TPAHCIOPTOM

BIIIIKOZIOBYETHCSI TIIBKA B MeXKaX BAapTOCTI MicClLii B KyIle, a Y BMUIIQJKY

BUKOPUCTAHHS aBiaTPAaHCIIOPTY — 0OYMOBHUTH KJIAC MTePeTbOoTyY;

v/ mepen6auMTH, WO BapTiCTh MNPOXXMBAaHHS BiJILIKOJOBYETHCS B MeXax

BapTOCTI HOMepa B roTesIl IeBHOI KaTeropil Touio.

Takox y Haka3i MOXXHa, SIKILO € TaKa MmoTpeba, 3a3HAYUTH iHGOPMALLiIO PO
Te, 1O MPAL[iBHUK CHELIiaJIbHO BiPSAMKAETHCS A/ pOOOTH Yy BUXIiAHI, CBITKOBI i
Hepo6oyi nHi (amcT MiHicTepcTBa mpaii Ta COLia/JbHOI MOMITUKKA YKPAiHU Bif
19.06.2008 N° 154/13/116-08 [18]). Tlpu upoMy HeEOOXimHO mMamM’ATaTA MPO
HeOOXiIHICTh [IOTPUMaHHS TMpOLeAypH, MepeadavYeH0l 3aKOHOZABCTBOM [IJisI
3aJTy4eHHs O poOOTH B TaKi JHi.

Mo)XHa BHOKPEMHMTH HH3Ky YMOB (O3HaK), NMPH AOTPUMAaHHI SIKMX Ta YU
iHIIa TOI3/IKA MOXXe BBAXKATUCS CIAYKOOBUM BizpsimkeHHsIM. CKIafla€ TaKuii
HaKa3 3a3BMYail MpaliBHUK CIY)XO0u nepcoHay. [loTtiM fioro mignucye KepiBHHUK
a6o ymoBHOBa)keHa HUM Ha Iie ocoba. [licis odpopmaenHs Hakasy, iHopmaliiio,
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0 MICTUTBCSI B  HBOMY, [JOBOJASATH [0 BiJOMa MOpaliBHUAKA  Iij,
mignvc. OdopmMuUBIIM  HaKa3, WOro KOMiA BHUAAETHCS  BiAPSIIHKEHOMY
npaliBHUKOBI (puc 30).

Y neskux BUMAAKaX poOOTOMABI 3AiMCHIOIOTH PEECTPALil0 BigpsAMKEeHUX
oci6 y XypHami peecTpawii BizpsmkeHb. Moro ¢opMmy MHigmpueMCTBO MoOXe
po3pobuTH camocTiiiHO. Takuil >XypHan 3pyYHO BHUKOPHUCTOBYBATH [JJIsI OOJIKY
NpaliBHUKIB, 1m0 mMepebyBaioTh y BiapsmkeHHi. [Ipore, 060B’s13KOBiCTH HOTO
Be/IeHHS 3aKOHO/IABCTBOM He BCTAaHOBJIEHO.

3\

1 Y MOI3/1Ky HAIlIPaBJISIETHCS MPAL[iBHUK MiANTPUEMCTBA, Y TOMY YU C/I1
CYMiCHWK, HAZJIOMHUK, TUMYaCOBHi1 Ta/ab0 Ce30HHUI MPaL[iBHUK;

MO13/Ka MpaLliBHUKA MTOB s13aHa 3 BiZIBiJyBaHHSIM iHIIIOTO
2 gaceneHoro MyHKTY 1034 MiCl[eM MOCTiiHOI po60TH;
\\
3 MO13[Ka 341MCHIOETHCS 32 PO3MNOPSIIKEHHSIM KepIBHUKA
MiATTPUEMCTBA;

4 METOIO MOI3JKH € BUKOHAHHSI CJTy)KOOBOTO JOPYY€EHHS;

1
5 3B’SI30K MOI3/IKH 3 OCHOBHOIO JiS/TbHICTIO MiAIPUEMCTBA;

MiATBePAKYETHCS JOKYMEHTA/IbHO;
/

6 MO13/1Ka 0OMe)XeHa MeEBHUM CTPOKOM.

4

Puc. 30. Te3ucHo npo 8idpsadxceHHs
Pob6oTogaBuro ciifi ypaxyBaTH, 0 OKpeMi KaTeropil mpariBHUKIB TPyZoBe

3aKOHO/IABCTBO 3a00pPOHSIE HAMPABAATH B CAY)KOOBiI TMOI3ZKH, a OKPEMUX -
BiZIpsIHKATH MOXKHA Ti/IbKU TIPY BUKOHAHHI TIeBHUX yMOB (TaGsmuiis 8).

Tabauuys 8
Kareropii npaijiBHUKIB, 10 He MiJJISraloTh BiAPSAIKEHHIO
Ne 3/m KaT‘eropi'l'. Crarrs KomenTap
IpaliBHUKIB K3nll
1 2 3 4

1. BaritHi xiHku 1 xiHkH, | CT.176 | [Insa 1iel KaTeropil BCTaHOB/EHA
III0 MAIOTh JIiTEM BIKOM 10 MOBHa 3a00pOHA Ha BiAgpSHKEHHS i
3 POKiB Oa)kKaHHS CcaMoOl TMpalliBHUII B
IIbOMY BHUIAAKy POOOTOJABIISI He
IMOBMHHO  XBwiIoBaTU. HasiTh

OTPUMABIIY 3as1BY CITiBPOOITHUII




IMpodoexcents mabauyi 8

4

npo 1 OaXaHHS TOIXaTh Y
BipsiHKeHHs], pOoOOTOAABelh He
MO)X€ HAIpPaBUTU I1I B CIy)KOOBY
MOI3/KY. [lopymeHnus 1IOTO
MPUMKCY MOXE TPU3BECTH IO
HeODKAHUX HACTIKIB, a came:

¥’ agMminicTpatusHOro mwrpady, mo
HAK/IAJIA€ETBCA Ha PoOOTOABIIS-
dOI1 i I0CaJOBUX oci6
PO6OTOAABLSI-IOPUANYHOI  0COOH
3rigHO 3 4. 1/2 cT. 41 K3nll;
mrpady, L0 HAKIAJAETHCS HA
po6OTOMABIS  BiAMOBIZHO 710
ab3aily BocbMOTO 4.2¢T. 265 K3nll

JKinkm, ki mMamooTh giTen
BIKOM BiJ 3 [0 14 POKIB
abo giTel 3 iHBaJigHICTIO

Cr. 177

Ilomo Takux mMOpaliBHULG i€
HeIroBHe OOMeXeHHs. Tak, BOHU
MOXYyTh OyTM HampaBjeHi Yy
BIAPSI/DKEHHSI TpPU  JOTPHUMaHHI
TaKUX YMOB:
¥v'BiJ, HMX OTpMMaHa NHMCbMOBa
3ro/ia Ha BiIpSIHKeHHS ™;
v'BOHM O3HaliOMJIeHi 3 IpaBOM
BiZIMOBH BiJ, BiIPSIHKEeHHS.
HeBukonanHs nepeTiyeHux
BUMOT  TaKOX  MOXe  OyTu
wrpaponebesneyHum (AMB. M. 1
uiel TaGni)

*IIpu 11boMy O3HANIOMJIEHHS 3 O3HAYeHHUM IPAaBOM MOXXe OyTU 3p0o0jieHe
3a JJONOMOTr010:

v HaIpaBJIeHHS MPaLiBHULI TOBIIOM/IEHHS;

¥/ BIodeHHs popMy TI0BaHHS, 10 MiATBEPIHKYe GaKT O3HAHOM/IEHHS
MpaLiBHUL 3 1i MPaBOM Ha BiIMOBY BiJ, HallpaB/eHHs Y BiAPSIKeHHSs, 10
3asiBU 3 BUCJIOBJIEHHSIM 3TO/IH;
v/ BBefieHHs1 y OPMY HaKasy NPO HaMPaBJIeHHs y BiJpaKeHHs
IOJATKOBOTO PeKBi3UTY: «BigMiTKa Ipo 03HallOM/IeHHSs 3 TPaBOM Ha
BiIMOBY Bifi HaTlIpaB/IeHHS B CIY)KOOBE BiJIpsi/PKeHHS BiZIITOBITHO 710

K3nl».

BaTbk#, 10 BHUXOBYIOTH
mitert 6e3 marepi (y Tomy

Cr. 186

Ha O3Ha4eHl KaTeropil
TMpaLiBHUKIB MOIIMPIOIOTHCS
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3axinuenHs mabauyi 8

1 2 3 4
YUCJII B pasl TPUBAJIOTO rapaHTil, HaBeJeHi B MII. 1 1 2 L€l
nepeOyBaHHsS MaTepi B TabJINIIi 3a/1€)KHO Bif, BiKy ZUTUHU
JIIKyBaJIbHOMY 3aKJjafi), a
TaKOX ONIKYHU
(MiK/TyBa/IbBHUKH), OJUH 13
MPUHOMHUX OaThKiB,

OJIVIH i3 OaTbhKiB-
BUXOBaTeJIiB

«IMyHIiTEeT 70 BigpPAMKEHHS» MA€ TaKOX MpalliBHUK Yy Iepiof Horo
TUMYacoBOl Hermpane3gaTtHocTi. Y mucti MiHicTepcTBa diHaHciB YKpaiHu Bif
20.01.2007 N° 31-18030-07-10/854 [25] 3a3HadYaeThCs, 1O Ha MepPioJ XBOPOOH
MPaL[iBHUKY HAJAE€ETHCS JMCTOK HeINpaLe3JaTHOCTI, SIKUHA € TiACTaBOIO JJis
3BiIbHeHHs1 Bix poboru. Tomy, aysi 3amydyeHHs] NMpaALiBHUKA O BUKOHAHHS
CTy’)kOOBOTO  JOpyYeHHsSI Y TIiepioJ, THMYacoBOI HeIpane3laTHOCTI HeMae
3aKOHHUX mifgcTaB (aucr  MiHicTepcTBa colianbHOI TOMITUKKA YKpDAiHU Bif
15.11.2013 N° 656/18/99-13 [21]).

BopHodac, Ko, MOpPyWIyIOUM YHHHE 3aKOHOJABCTBO, pPOOOTOJABelb
BiZITPaBUB XBOPOTO MPALiBHUKA Y BiJIps)KeHHS, BiH 3000B’s13aHUI BiZIIKOLyBaTH
TAaKOMY TPAL[iBHUKY BUTPATH Ha BiJpsIKeHHS Ha MPOI3J, MPOXXUBAHHS i JOOOBI.
Binbuie TOro, y Tabemi 06/iKy BUKOPUCTAHHS poOOYOTO dYacy 3a Iepiof
BiIpsI/DKEHHS B TAKOT'O MPALliBHUKA MOBUHHA 3HAYUTHCA BigmiTKa «B/l» abo «o7»
(Bimpsimxenus), a He «TH» abo «26» (ommadyyBaHa  THM4YacoBa
Helpaue3gaTHicTh). Amke 3rimHo 31 cr. 121 Komekcy 3aKkoHIB mpo mpairio
Ykpainu [17] 3a BigpsmKeHUM TpaliBHUKOM 30€piraeThcsi 3apobiTHA TUIaTa, a
JIIKAPHSHUMA Yy LbOMY BUNAJKY He OIUIAYy€e€ThCs, OCKUIBKM JOMoMoOra o
THUMYACOBiil Helpale3ZaTHOCTI € KOMITeHCAIli€I0 BTPATH MPAL[iBHUKOM 3apO0iTKY
y 3B’s13Ky 3 1i0r0 XBOp060I0 (PaKTHUHUM YCYHEHHSIM Bif, po6OTH).

Kpim TOro, He JOMyCKa€TbCsl HAINpaBJeHHS Y BiAPS/KEHHS IpaliBHUKQ,
sskuii mepebyBae y Biamycrii. BogHovac, Ko po60TOAaBIl0 BKpaii HeoOXimZHO
BIIPSAAAWUTH BIANYCKHUKA, MepeAyciM 3a HOro 3rofolo, CJiJi BUJATA HaKa3 MPo
BIIK/IMKAQHHSI TAaKOTO MpalL[iBHUKA 3 BIAYCTKH, a BXXe IOTIM HAIlpaBUTU HOTO Yy
BiApSIYKEHHS.

€ neBHUI HIOAHC HAIpaB/JeHHSI Y BIAPSMHKeHHs MpaljiBHUKA-CYMICHUKA,
a/pKe SIKIIO BiH BHPYLIMTD y BIAPSHKEHHS 3 OZHOTO Micisi po60TH (OCHOBHOTO
ab0 3a CyMiCHHUIITBOM), TO TIOTPIOHO 1ie TUTAHHS YPEryJI0BaTH HA iHIIOMY MIiCI
poboTH.

ko cmy>k60Be 3aBJAaHHS BHUKOHYETHCS MPAL[iBHUKOM B iHTepecax i 3a
OOPYYEHHSIM Ti/IbKH OJHOTO MiAIMTPUEMCTBA, CJTi/ TaM SITaTH: BiPsAIKeHHS 3TigHO
3 4. 3 cr. 121 Kozekcy 3akoHiB mpo mpai YKpaiHu [17] Hagae mpaBo Ha
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30epe)XeHHs1 poOOYOro Miclisl, aje TiIbKA Ha MiJANPUEMCTBI, L0 BiApsIKaE.
Po6oTy mpariBHUKa y BifpsipKeHHi TaKe MiANPUEMCTBO OIJIAYY€ BiJIMOBIZHO IO
YMOB, BHU3HA4YeHUX TPYLOBHM ab0 KOJIEKTUBHHUM [OTOBOPOM, ajie He HIDKYe
cepeHbOrO 3apoOITKy (4. 4 cT. 121 Komekcy 3akoHiB mpo mpaiio Ykpainu [17]).
IlincTaBoro /11 LbOrO € HaKa3 KepiBHUKA MiANPUEMCTBA IIPO HaIPaBJIeHHS
IpaliBHUKA Y BIAPSI)KEHHSI.

Y Tabeni 0O6MKy BHKOPHUCTAaHHS PpoOOYOro dacy MiATIPUEMCTBO, IO
BiZIpsi/HKa€ TpalliBHUKA, THI HOTO BiApsamKeHHs Bigmivae kogom «B/l» (a6Go «o7»),
a 36epirati Micie pobGOTH 3a Mepiof, BiAPSIKeHHsI CYMiCHMKA 3 iHIIOI YCTaHOBU
3aKOHOZABCTBO POOOTOAABIIIB He 3000B’S13YE.

BogHo4ac, BifCyTHICTH mMpaljiBHUKa Ha pPo6OYOMYy MicCLi (SIK TPOTATOM
yChbOoro pobo4Yoro nHs, Tak i Oinblie 3 ToAuH Oe3mepepBHO abo CyMapHO
POTATOM POGOYOro [Hst) 6e3 MOBAaXXHUX MPUYHUH BBAKAETHCS MPOTYJIOM, A Lie —
OJlHa 3 TifcTaB [/t 3BiMbHEeHHS (M. 4 4. 1 cT. 40 KomeKCcy 3aKOHIB PO IPAIIio
Ykpainu [17]).

Y 3B’'s3Ky i3 UMM, MNpaliBHUKOBI MNOTPIOHO 3a3Jaseriib TMOMepeauTH
po60OTOABLISI TPO BiAPSHKEHHS 3 iHIIOTO MicLsi poO0TH, TOOTO MpoiHPOpMyBaTH
HOT0 MPO MOBAXXKHICTh MAalOYTHBOI BiZICyTHOCTi. 3pOOUTH 1ie 6GKAHO B MUCHMOBIH
¢dopwmi, a 3rooM — HaJATH MiATBEPIHI JOKYMEHTH.

YcraHoBa, WO He Bigpsmkae, Mae OPOPMHUTHU BifICYTHICTh CyMiCHUKA Ha
po6ori (nucr MiHicTepcTBa COIfia/IbHOI TOMITHKK YKpaiHW  Bif_ 23.04.2013
N2 146/13/133-13 [22]).

Ha migcTaBi goBiaku a6o Kormii Hakasy (pO3MOPSIIKEHHSI) PO HallPaB/IeHHS
NpaliBHUKA Yy BiApsHKeHHs 3 IHIIOro wicusa poborH, y Tabem o0OiKy
BUKOPUCTaHHSI pOoOOYOTO Yacy B AHI BiZCYTHOCTI MpaljiBHUKA CTaBUTH KOZ, «I»
a6o «30» (iHmi mpuynHu HesBOK). YKoAHI Haka3u MpPH LHOMY BHUIABATH He
noTpiOHO.

\

Ilepiog BigcyTHOCTI mMpaniBHUKA-CYMiCHUKA, BigpAAYKEeHOTO
3 iIHIIIOTO MiCIisE pOOOTH, HE OTUIAYYIOTh

[HIIWIT BapiaHT: NpaLiBHUK-CYMiCHUK MO)e OQOPMHUTH BiAIyCTKy O06e3
30epeXxeHHsI 3apO0ITHOI TMJIATH Ha 4Yac BiPS/HKEHHS 3a iHIIMM MicClleM poOOoTH
a6o odopmuTH mOpiyHy BigmycTtky. IlepeBara gpyroro BapiaHTa B TOMy, IO
MpaLiBHUK OTPUMAE BiJIyCKHI 3a Nepiof BiAPSAIXXEeHHS 3 IHLIOTO MiAIPUEMCTBA.
To6To, yac BigcyTHOCTI MpaiiBHUKa Oye orladyeHui (mpoTe Ci1ij, mam siTaTH, 1o
HaJa/1i NpaliBHUK MTOBUHEH MOEAHATU LIOPIYHY BIJIYCTKY 32 OCHOBHMM MiCLeM
pPOGOTH i 32 CYMICHULITBOM, SIKi OyIyTh PISHUTHCSI 3a TPUBAJIICTIO). 3@ YMOB, SIKILIO
OJIHOYACHO i 3 OCHOBHOTO, i 3 HEOCHOBHOTO MiCLlb POOOTH, — cepefHill 3apobiTOK
30epiraeThCcs 3a HUM Ha 000X MiANPHUEMCTBaX (ycTaHOBax, opraHiszaiisx) (mImcT
MiHicTepcTBa Collia/IbHOI MOMTHKK YKpaiHH Bif 02.02.2015 N2 120/13/84-15 [19]).
KoxxeH i3 poboTozaBuiB y Tabeni 00Ky BHKOPUCTAaHHS PoOOYOro 4Yacy [JHi
BiIps/HKeHHsT BigMidyae kogom «BZ» abo «oy». Ilpu upomy cymu s
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BIJIIKOZYBAaHHS BUTPAT HA BIAPSMHKEHHS PO3NOUISIOTHCS MDK MiAIIPUEMCTBAMU,
110 HATMPABJISUIN MPAL[iBHUKA Y BiAPSHKEHHs, 32 YTOo00 MK HUMH. [HPopmaltiro
Ipo Te, SKI caMe BUTPAaTH BIJIIKOJOBYBaTUMe MPAL[iBHUKOBI KOXHe 3
MiJMPUEMCTB, BiZ0OOPAXXAIOTh Yy HAKasax MpO BigpsmkeHHs. Takuii mopsgox
opopMyIeHHSI BiApSIHKEHb 1 BiJIIKOAYBaHHSI TIOHECEHMX Y HUX BHUTPAT
CYMICHHMKaM peKoMeHJye MIHICTEPCTBO COLa/JIbHOI MOJITUKMA YKpPAlHU Y JIMCTi
BiJ 29.12.2007 N2 31-18030-07-27/29310 [24].

[ly)xe pigKo BHHUKA€E CHUTYyallisl, KOMWU Y BIAPSKEeHHS HAIpPaBsSIOTh
BHYTPIIIHBOTO CyMiCHMKa Bifjpa3dy 3 [IBOX O0OiiMaHUX MOCaZ, Y TakoMy pa3si Ha
MiATTPUEMCTBI BUJAIOTh HaKa3 IMPO HAlpaB/eHHs IMpaliBHUKA Y BiApsmKeHHs
Bifpady 3a ABoMa OOiMaHWUMHU TOcCaJaMu. BigmoBiZHO ¥ mpaip 3a JHI
nepeOyBaHHs Y BipsAHKEHHI OMy OIIAYyIOTh He HU)KYe CepeHbOro 3apo0iTKy
3a IBOMa MiCIsIMU POOOTH.

®iznyHi 0cOOH, SIKi BUKOHYIOTh HA MiJIPUEMCTBI POOOTH 3a LIUBIIBHO-
npaBoBuMu goroBopamu (mami - LIIT/I), He MOXyTh OyTH HampaBjeHi y
BigpsimreHHs. Piv y TiM, mo ocoba, sika BuKoHye poboru 3a LII1/], mepeGyBae 3
MiZTTPUEMCTBOM Y LIMBI/IbHO-TIPABOBHX, a HE B TPYJOBUX BiJHOCHHAX, TOOTO TaKa
ocoba He € TpaliBHUKOM, 1i TOi3gKa O IHIIOIO HAaCeJIeHOTO MyHKTY
Bi/IPSI/DKEHHSIM He BBAaYKA€THCSI.

BigmkomyBaHHSI BUTpAT y 3B’s13Ky 3 MOI3gKaMH, ocobaM, sIKi MpaljioloTh Ha
nigcrasi LIT1/l, He nepexGayveno ct. 121 Komekcy 3akoHiB npo mpauio Ykpainu [17].
SIkiio ycraHoBa Bce X HampaBwia 0co0y, sika mpaioe 3a LT[, mo iHuioro
HaceJ/IeHOTO TMyHKTY /JIsi BAKOHAHHS 3aBJaHHS KePiBHUKA, TOJA1 BUTPATH Ha TAKy
MOI3JKy KOMIIEHCYIOTb Yy CKJIaJl BHHAropoAu, sKa BHUIUIAYyBaTUMeTbCS 3a
ymoBamu LITT/I, 3 BiAMOBIAHUM 1X OIIOJATKYBaHHSIM.

Cny)x6oBe mOpydYeHHs, siKe HAJa€ KEepiBHUK IMPAIliBHUKOBI y 3B'SI3Ky 3
HAmpaB/ieHHSIM WOro B CAy)XK0OBe BiZps/HKEeHHs, TMOBHHHE 33/I0BOJIbHATH
BuMoram cT. 21 Kozmekcy 3akoHiB mpo mpaifo Ykpaiuu [17], ToOTO BifgmoBigatu
(YHKLISIM MpaLiBHUKA, 3a3HAaYE€HUM B YKJIaZeHOMY 3 HUM TPYZOBOMY ZOTOBOPI.
BuxoauTs, mo BiApsmreHHS € $OPMOI0 BUKOHAHHSI MPAL[iBHUKOM CBOIX TPYOBUX
00OB’sI3KiB, a He IX OKpPeMHM BHZOM. YMOBa MPO MOXXJIHBICTh HaIpaBIeHHS
MpAL[iBHUKA Yy BiPS/HKEHHSI He € OOOB'SI3KOBOIO [I/isi BK/IIFOYEHHSI B TPYZOBUIA
JOTOBIP.

BimMoBa Bij HampaBieHHSI Y BigpskKeHHs 0e3 MOBAXHUX TNPUYUH €
MOPYUIeHHSIM TPYZO0BOl JUCLMIUIIHM. 32 TaKe MOPYILIeHHs [0 IpaliBHUKA MOXe
OyTH 3aCTOCOBAHUM OAMWH i3 3aXO[iB JUCIIUIUTIHADHOTO CTATHEHHS: AoraHa abo
3BibHeHHs (cT. 147 Komekcy 3akoHiB mipo mpairio YKpainu [17]). 3rifHO 3 YUHHUM
3aKOHOJABCTBOM Yy pasi BiJMOBU IpaljiBHUKA Bif, HallpaB/JeHHS Y BiAPSIIKeHHS
6e3 MOBAXHUX MPUYHH HOMYy MOXe OyTH BHHECEHO [OraHy. SIKuio mpaiiBHUK
HaBiTh MiC/I 3aCTOCYBAHHS /10 HHOTO CTATHEHHS 3a HEOOI'PYHTOBAHY Bi]MOBY Bis
BiIpSI/DKEHHST TIPOJOBXXY€E BiAMOB/IATHCA Bif, MOI3Z0K, TO Ha HHOTO MOXe OyTU
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HAK/IQ/IeHO TIOBTOPHE CTSITHEHHS, Y TOMy YHC/I y BUI/ISAAI 3Bi/IbHEHHs (/HCT
MiHicTepcTBa COLiaIbHOI TOMITUKK YKPATHU Bifl 14.12.2011 N° 350/06/186-11 [20]).

[TizmpuemcTtBo (ycTaHOBa, opraHisaijisi), WO BiAPSA/KAE TPALiBHUKA,
3a0e3mevyye MOro KOIITAMU [/ 3AiACHEHHST TMOTOYHUX BHUTPAT I dYac
CTy’k60BOTO BigpsiHKeHHS (aBaHCOM). ABAaHC BiZpsiHKEHOMY TMPAI[iBHUKOBI MOXe
BUJIABaTHCS TOTIBKOIO abo mepepaxoByBaTHcsi y Oe3roTiBKoBiii ¢opmi Ha
BIJIMOBIJHWN PaXyHOK JJIs1 BAKOPUCTAHHS 13 3aCTOCYBAaHHSM IUIATDKHUX KAaPTOK.

BigmoBizHo mo m. 6 po3giny I IHcTpykiiii npo cayx6oBi BiApsmKeHHS B
Me)xax YKpaiHU Ta 32 KOPJAOH [28] miAmpreMCTBO, 1[0 HATPaB/IsE MPAL[iBHUKA Y
BiIpSIIDKEHHsI, TIOBUHHE O3HAWOMUTH #Oro 3 KowrTopucoMm BuTpar (abo 3
IOBIJKOIO-PO3PAaXyHKOM Ha BUJAHWN aBaHC, CKIAZIEHOI B AOBiIBHIN ¢opmi), a
TaKOXX 3 BHMOIaMM HOPMAaTHMBHO-IIPAaBOBHUX aKTIB CTOCOBHO 3BITYBaHHS IIPO
BUKOPHCTAHHSI KOIITIB, BHUJAHWX Ha Bigpsmrenus (puc. 31). [lignmpuemcrso
CaMOCTIMHO  BCTAaHOBJ/IOE TNOPSAOK O3HAaWOMJIEHHs  IpalliBHUKA, SKUHN
HalNpaB/SIETbCST Y BigPsS/DKEHHST 3a KOPJAOH, 3 Horo ¢iHaHCOBUMU
3000B’SI3aHHSMY, L0 PerysloThcs mocraHoBor Kabinery MiHicTpiB YKpaiHm
BiZl 02.02.2011 N° 98 [37] Ta 1ieto [HCTpyKITi€O.

OcCKibKM TpaLiBHUK Ma€ OyTH O3HAWOMJIEHWH 3 KOIUTOPUCOM BHUTPAT
(puc. 30) Ha BigpsmxeHHsi, TO Y GopMi L[BOTO AOKyMEHTA CIij, MepesdavynuTH
PEKBI3UT «3 KOLITOPUCOM O3HAaHOMJ/IEHUI», Jie MPaljiBHUK TOCTAaBUTh MiAIUC.

3

1  Zo6oBi
\

BUTPATH Ha NPoi3[, (40 Micus BigpsHKeHHS 1 Ha3a/, a TAKOX 3a
MiCIeM BiJpsIZKEHHST)

3  BUTpaTH Ha MPOXXMBaHHS

1
4 | iHwi BuTpaTH

7

Puc. 31. Budu sumpam y eidpsdocerHi

Hakaz npo BifpsmKeHHsI 1 KOIWITOPUC BUTPAT Ha BIAPSHKEHHS - 1e
OOKYMEHTH, siKi opopmisie poOOTOAaBeLb, MePII HDK BiAPSIIKATHA TMPaLiiBHUKA
IJ1s1 BAKOHAHHSI C/Ty)KOOBOTO 3aBAAHHS B iHIIOMY HaCe/I€HOMY ITyHKTI.

KpiM TOro, KepiBHMK MOXe€ TMPUUHATHA pilleHHsT Tpo 0dOpMIIeHHS
OOMATKOBUX JOKYMEHTIB, HeOOXiIHWUX /Jisi 3[ilCHeHHS KOHTPOJII 3a
BUKOPUCTAaHHSIM Y BiIpsS/DKeHHI KowTiB mignpuemcTBa. Lle wmoxe 0yry,
HAlpUKJIQJ, 3aBJAHHS HaA BIAPSJ)KeHHs, 3BIT IPO BUKOHAHY Yy BIAPSIXKEHHI

po6OTY TOIIIO.
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Y pasi NpoaoBXXeHHs BipS/)KEeHHsI MOro 3arajbHa TPUBAJIICTb HE MOXe
NepeBUIyBaTH MaKCHUMaJIbHUX CTPOKIiB BigpsmkaHHsa. OcoOnuBUN BHUMAZOK:
SIKLIO TPALiBHUK 3aTPHUMABCS Y BipsIKeHHI BHACTIZOK XBOPOOU. Y TakoMmy pasi
JHI TMM4YacOBOl HeNpaLe3JaTHOCTI A0 CTPOKY BiAPSI)KeHHSI He BK/IIOYAIOTHCS
(a63ay Tperiit n. 9 po3ainy Il [HcTpykuii mpo ciy)X60Bi BiAPSIMKEHHS B MeXax
Ykpainu Ta 3a KopzaoH [28]).

Y BUMAAKy 3aTPUMKHU Y BiApsiIpKeHHI 6e3 MOBAXHUX MPUYMH (3rizHO 3
a63a1om TpeTiM 11. 10 po3ainy Il i ab3atom m'siTum 11. 4 posainy Il [HcTpykiiii mpo
CTy)KOOBI BipsimKeHHsI B Me)kax YKpAiHU Ta 3a KOpAOH [28]) 3a aHi 3aTpuMKu
NpalLiBHUKY He BUIUIAYYIOTh 3apOO0iTHY IUIATy, a TAaKOX He BiJUIKOZOBYIOTH
n00O0Bi, BUTPATH Ha HAallM JKUT/IOBOTO MIPUMILIleHHS Ta iHIII BUTPATH.

He mnepesbayeHa 4YMHHUM 3aKOHOZABCTBOM 1 MOMJIMBICTh HAJATH
NMpaLiBHUKY TiJ 4Yac mepeOyBaHHS y BiApsHKEHHi BIiAMYCTKy, y TOMYy YHC/Ii 3a
BJIACHUM paxyHOK (muct MiHicTepcrBa dinaHciB YKpaiHU Bifg 20.01.2007 N° 31-
18030-07-10/854 [25]).

HampaBneHHs: mpariBHUKA y BigpsipKeHHST opOPMIISIIOTh HAaKa3oM, TO M
pillleHHSI MPO MOro CKaCyBaHHSI TAaKOX MOTPIOHO MiATBEpIWUTH BiAIOBiZHUM
HaKa30M (pO3MOpsHKEeHHSIM) KePiBHUKA.

Bupymatoun y BifpsijKeHHs], NMpaLiiBHUK IOBUHEH 4YITKO PO3YMITH, SIKi
HNiIBFTM 1 TapaHTil BCTAHOBJIEHI [JJsi HBOTO Ha 1Lel Iepioj YUMHHUM
3aKOHO/ABCTBOM (cT. 121 Kozekcy 3aKoHiB 1po mpamuw Ykpainu [17]):

30epeKeHHs Micis poooTu (mocaam)

3BUIBHUTH IIPalliBHUKA B IIepioj, HOro BiApsAKeHHsI, HallpUKIaJ, y
3B’SI3KY 3i CKOPOYEHHSM IITaTy a00 3aKiHYEHHSSIM CTPOKY Jii
TPYAOBOIO JOTOBOPY, HE YHOPMOBAHO;

oIIaTa nepioay BiApsiIyKeHHS

oTUIaTa Mpalli 33 BUKOHAHY Y BiZIpsiHKeHHI pOOOTY 3[iICHIOETHCS
BiJIMOBiZIHO 10 yMOB, BU3HAYE€HHUX TPYAOBUM a00 KOJIEKTUBHUM
ZIIOTOBOPOM;

OTPUMAHHSA JOOOBUX 3a YacC mepeOyBaHHA Y
BiApsAHKeHHI Ta KOMIIeHCAIil0 BUTPaT,
MOB’A3aHUX i3 BiAPAIHKEeHHAM

* BapTICThb NIPOI3AYy A0 MicCLisl IPU3HA4YeHHs 1 Ha3a/l, BUTPATHU 3 HAalMYy
YKUTJIA TOLLO
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—

3a 3araJibHUM TMPABHWJIOM, HA MpAL[iBHUKA, KU 1epebyBa€ y BipsHKeHHI,
MOIIMPIOETHCSI PEXUM POOOYOro 4Yacy TOro MiANMPUEMCTBA, Ha sKe BiH
HallpaB/JeHUU. YMOBU OIUIAaTHA Ipali Mpal[iBHUKIB Yy BiJpsI)KeHHI 3a3BUYal
MPOIUCYIOTh Y TPYZOBOMY ab0 KOJIEKTHBHOMY 0roBopi. BogHouac, po3mip Takoi
OTIATH He MO)Xe OyTH HIDKYMM CepPeJHbOro 3apobiTKy MpaliiBHUKA.

Burmaaku, Komu MpaliBHUK BUIXaB Y BiApsi/pkeHHs (MTOBEPHYBCS 3 HHOTO) Y
BUXiZHUI NeHb ab0o OYB BipsMKeHWH creniaJbHO [Isi poOOTH y BUXiAHI abo
CBATKOBI  (HepoGO4i) [Hi, HEMOOAWHOKI. JSIKIIO TpaIliBHUK CHeIiaJIbHO
BiIps/DKeHU i poOOTHM y BUXiAHI abo CBATKOBI ¥ HepoOoYi [AHI, TO
KOMIEHCAllis 3a poOOTy B Ii AHI BUIUIAYYETHCS BiAMOBIZHO 1O YHWHHOTO
3aKOHOJABCTBA. SIKIIO MpAIiBHUK BiZ0yBa€ y BiAPSMKEHHS Y BUXIZHUI A€Hb, TO
oMY MiC/i1 MOBepHEHHS 3 BiAPS/KeHHSI B YCTAaHOBJIEHOMY NOPSIIKY HAJA€THCS
iHIIWI [JeHb BIAMOYMHKY. SIKIIO HAKa3OoM TIPO BiAPSHKEHHS MependadyeHo
MOBEPHEHHSI MpalliBHUKA 3 BIAPS/MHKeHHS Yy BUXIAHWHU [eHb, TO IPAL[iBHUKOBI
MOXXe HAJQaBaTHCSl IHIUMU [eHb BIAMIOYMHKY BIJNOBIZHO 1O 3aKOHOJABCTBA Yy
cdepi perynroBaHHS TPYAOBUX BiTHOCHH.

[TuTaHHs BUXOY MpalliBHUKA Ha poOOTY B IeHb BUOYTTS y BiAPSIHKEHHS Ta
B [JeHb TpPUOYTTS 3 BIiAPAMIKEHHS PEeryII€ThCS TMPABMIAMU BHYTPILIHHOTO
TPYZ0BOTO PO3NOPSIAKY MiAIIPUEMCTBA.

\

3acTocyBaHHSI OZHOrO i3 CmOCO0iIB KoMIeHcanii 3a pob6oTy y
BUXiJHUI JeHb BUKJII0OYAa€ HEOOXiAHICTh 3aCTOCYBaHHA iHIIOTO.

SIK1Io MpauiBHUKY HAJAIOTh iHIIWI JeHb BiATIOYMHKY 32 pOOOTY y BUXiZHUI
JeHb Yy BIAPSIIPKeHHI, TaKUM 1HIIMU JeHb BiJIIOYMHKY He OIIA4yIOTh. Y CBOIO
yepry, GaKTUYHO BiAIpallbOBaHi MPAL[iBHUKOM TOAWHH Y BUXITHUU [OeHb Yy
BiZIPsIIHKEHHI OIJIaYyIOTh SIK 3BUYaHUI poOOYMi JIeHb Y BiApsHKeHH] [43].
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4. Ocobucmi ogiuitini JokymeHmu

Ocobucti odiniliHi JOKYMEeHTH - CITY)XOOBi JOKYMEHTH, HEOOXigHi s
neBHUX (OpMasbHUX TMOBiZOMJIIEHb MpPO cebe SK TMpaliBHUKA YCTaHOBH,
HiZNpUEMCTBA, opradizanii. Jlo HUX Hajexarh: aBTOOGiorpadii, gopydyenHs,
3amoBiTH, 3asABH, NNOCBiMeHHs, MPONO3HIlii, PallOPTH, PO3NMUCKH, CKapIu.
BoHM BUKOHYIOTBHCSI B OJHOMY NMPUMiPHHUKY aZpECAHTOM BiJ, pyKH [35].

4.1. ABTOBIOTI'PA®IA

. ABroGiorpadis - iHpopMaliiiHO-aHANIITUIHUIN JOKYMEHT, Y IKOMY
ocoba, 1O HOTO CKIaZia€, TMOJAAE OMHC CBOTO XUTTSA TAa TPYAOBOI
/ IisSTBHOCTI.

Yci pakTy xuTTERISITBHOCTI 00O B aBTOOiorpadii MaroTh OyTH ONMUCaHi y
XPOHOJIOTIYHOMY TOPSIZKY Bif Tmepuioi ocoOW B OAHWHI y MHUHYJIOMY Ta
TenepillHbOMY 4aci. lle gomoMo)ke CKIacTH 4iTKe YysIBJIGHHSI NPO >XUTTEBUU
IUISIX, piBeHb KBamiQiKalii, TPyAOBI JOCSTHEHHS, TPOMAACBHKY IisUTbHICTb,
ciMeiiHUI CTaH aBTOpa.

ABTobiorpadiro nepeBaXHUM YHHOM O0POPMIIIOIOTh PYKOITUCHUM CITOCOO0M
Ha CTaHZAPTHOMY apKyur mamepy ¢opmarty A 4 (puc. 32). YTiM, KafpoBa cryxx6a
IOPUIUYHOI 0COOM MOYKe HaZlaBaTH I'POMA/IsTHAM, IO B/IALITOBYIOTHCS Ha PoOOTY,
TpadapeTHuii  67aHK  aBTOGiorpadii A1 BHECEHHS  BiJMOBiAHUX
aBTOOiOrpadiyHUX JAHUX.

ABTob6iorpadist mae micTuTH:

Ha3BY BUJY JOKYMEHTQ;

Mpi3BHIIE, iM'sI Ta 1O 6ATHKOBI aBTOPA;

JaTy i Miclie HapOHKeHHST 0Coow;

Bigomocti npo GatekiB (I1IB, maTa HapomKkeHHS (SKIIO TTOMEP/IH — [aTa
CMepTi), ie i KUM MPaLo0Th (SKIO He MPALITh — OCTAHHE Miclie po6oTH
a60 ¢akT nmepeGyBaHHS Ha MMEHCIl, iHBaIiAHOCTI TOIIO);

BiZlOMOCTI TIpO OCBiTYy (creriapbHICTh Ta KBamidiKallis 3a JUTIIOMOM);
BiIOMOCTI TpPO TPyZOBY AisibHiCTH (i3 3a3HaYeHHSIM JaT 1 Micus
IpaneBlallTyBaHHs, 0CaJ,; MPUYUH IlepexoiB Ha iHIII Mocajy Ta/4yu iHIII
pPO6GOTH; IPUYHH TIEPEPB Y TPYAOBIi AisI/TBHOCTI);

B1IOMOCTI IIPO HAarOpOJXeHHs Ta 3a0XOYeHHS;

BiJOMOCTi Tpo nepeOGyBaHHS MiJ, C/TiJCTBOM YH 3aCyKEHHS;

BiZJOMOCTI PO CIMEMHUU CTaH 1 CK/IaJ, POAVHM;

iHII BiZOMOCTI 32 MOTpe6U (30Kpema, epCcoHaIbHi IaHi);

JATy CKJIaJeHHsI JOKyMeHTa;

0COOUCTHH MiATHUC aBTOPA.

AN

AN

AN NN NN
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Sxuro Giorpadiuni maHi (mpisBuiie, iM’s1, 0 6aTHKOBI) 0cO6U (IMTEpeBaAKHUM
YUHOM 1€ CTOCYETbCSA [JiBOYMX TIPI3BHIL OKIHOK) He CIBIAJAI0Th 3
6iorpagiyHMMH JAHUMH, 3a3HAYEHHUMH Y KOINSAX [JOKYMEHTIB (aTecTaris,
IOUTUIOMIB, CBIIOLITB TOINO), SIKi HAJAIOTHCS pa3oM i3 aBrobGiorpadiero mig yac

npaleB/MaIlTYBaHHs, TO B aBTobiorpadii, mopsz, i3 ocraHHiMU OGiorpadivyHUMU
JAHVUMH Y AY)KKaX CJ1iJ 3a3HAYMTH nornepesHi [15].

Ko JIKY 1

[HafiMEHYEAHES KpIIHOT ocolH)

ABTOBIOTPA®DIA

A

(mpiaEmme, iv'e, 0o GaTeEOR] (TENepilE] T3 KOTHIHD Y TyiEran, sauo Syin mim GiorpapiaEanx JaHEx)

HAPOIHBCA|-1aCH )

(nETa i Mice HApOTEesH)

Batekn:
{BdzomocTi npo Satekis: [M1h, xaTa HapoX&eHE | AKIL0 DOMERIH — BATE CMEPTi), B i KHM NPAROKTE (MK

HE NPAROKITE — GCTAHEE Micike podoTi abo dasT nepefyeaHHa HA NEHCIL HEANITHOCTI TOWIO)

JakinvHn(-ma)

{BiSOMOCT] PO OCEITY. HATES] ) HABSANLBODO(-HX) 3K TY(-IB), POKH HABLAHHE,

CHEAMEHICTE T3 KEANiikania 3 QHIIOMOM])

[Mpamosas -na)

{BLO0MOETI Npo TRYAOEY JMALHICTE I SATHAMSHEAAM JAT | MICLE NpAnesEaNITYBAHAL, N0Cal,

MpEEH DepeXoliE B (HIE Nocain TahE iHi poloTe, NPEYHH Depeps ¥ TPYS0BIA TANLEOCTI)

Haropomsennii(-a)

{ BLIOAGCTI NP0 HANPOTKEHEN | 3A0X0WeHHE {13 HANBHOCTI )

[Mepetyrag(-na)

(BlaoMocTi mpo nepelyBalian MU CILACTROM TH 3CYTEeHENA (33 HASRHOCTL)

BinomocTi npo ciMeiiniii cTan i cknag poaHHH

{npiagEme, isi'a, N0 SaTREOE] BOMEIKA{IPYEHHN T2 QiTefl

i1 SETHANEHHAM POKY HAPOTRCHHA KOGKHOTO 3 SI2HIE POJHHN)

I sizoMocTi (3a nompedi)

(narta migmscanss aeTodiorpadii) {ocodiscTHIl NiANEC AETOpa)

Puc. 32. YHigikosara ¢popma asmobioepaghii
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4.2. 3ASIBA

3asaBa - BHUJ [JOKYMEHTa, 3a JOIOMOTOI0 SIKOTO TPOMAJsiHU |
peani3yloTb 4epe3 [ep)kaBHi, TmpuWBaTHIi ab0 TPOMAJCHKI - |
opranizarii HaziaHi iM mpaBa (Ha mpaio, BiAMOYHHOK, MaTepiaJbHe V
i coriazipHe 3a6e3MeYeHHs TOIIO0) YU 3aXUIIAIOTH CBOI iHTEpPECH. \

P0o3pi3HAIOTH 1Ba OCHOBHUX BHUIM 3as1B (pHC. 33):
v/ ocobucra 3asBa, AKa MiCTUTb MPOXaHHA (3BepTaHHA) A0 KepPiBHOI MOCafoBOl
0Cco0U, MUIIETHCST BTACHOPYYHO B OHOMY IPUMipHHUKY;
v cnyx60oBa 3as1Ba, M0 YKIAJAEThCS TIOCaZI0BOK 0COGOI0 Bifl BIacHOTO iMeHi a6o
BiJ, opranisaliii, siki BiH peIpe3eHTye, 0 IM0CaJ0BOI 0cOOU iHIIOI OpraHi3arii,
CTPYKTYPH TOLLO.

~ 3a MOXOHKeHHAM N ‘
v4 N4
30BHIillIHI Y ‘ [ BHyTpiuHi }
dJ : D _
O0COOWUCTI, y IKUX | / NV L N4
0060B'SI3KOBO C/1y>KGOBI, Y SIKHX
3a3HAYa€ThHCA [TIOBHA HOAA€THCSA IIOBHA
MOIITOBA T ..
s OLITOBA Td BHUMOTH JI0 30BHILITHIX
JaHl TOKyMeHTa LR e 3asB He €
nignpuemMctBa (pipmu
> (macropra, AIPHEMCTSA ((1) PMH, 000B'I3KOBUMHU
BiliCbKOBOTrO Oij1eTa, yCcTaHOBHM) 3 yciMa
ITOCBiJYeHH Ta iH.). Ha/I&XHUMU
[Moparouu ix, cmif \_ PEKBI3UTaMH L
YHHUKaTH abpeBiaTyp
Ta CKOpO4Y€eHb (OKpiM

KSaI'a]II)HOHpI/II‘/JIHHTI/IX)

Puc. 33. Knacugpikayis 3aa6 3a noxodxiceHHAM

OdopmneHHsT PeKBi3UTIB OPraHi3alifHO-PO3MOPSIAYOl JOKyMEeHTalii Ta
MOPSIIOK 1X PpO3TallyBaHHSI MalTh BiAnoBigaTu HanioHanpHOMY CTaHJApTy
Ykpainu «/JlepxaBHa yHidiKoBaHa crcTeMa JOKyMeHTalii. YHipikoBaHa cucreMa
OpTraHi3aliifHO-PO3MOPIAY0i  JOoKyMeHTauii. Bumoru g0 odopmatoBaHHS
IOKYMEHTIB ACTY 4163-2003» [27], 3aTBeP/HKEHOMY HaKa3oM
[lep>XCMOXXUBMOMITUKA Bij, 07.04.2003 N2 55, BIANMOBIZHO O MYHKTY 7.1 SIKOI,
DOKYMEHTH BHUTOTOBJISIIOTh 3a JOTIOMOTOIO KOMIT IOTepHOI TexHiku. [Ipu 1mpomy,
OKpeMi BHYTPIlllHI JOKYMEHTH (3asiBM, MOSICHIOBA/IbHI Ta MOMOBIJHI 3alMUCKU
TOI[0), ABTOPAaMHU SIKUX € TMOCaZioBi Ta iHmn ¢isuyHi 0COGH, [TO3BOJIEHO
opopmIOBaTH PyKOMUCHUM criocoboM. OdopmieHHs 3asiB BIACHOPYY € JIHLIE

94



https://zakon.rada.gov.ua/rada/show/v0055609-03#Text
https://zakon.rada.gov.ua/rada/show/v0055609-03#Text
https://zakon.rada.gov.ua/rada/show/v0055609-03#Text

JO3BOJIEHMM BHHSTKOM 13 3arajJlbHOro TIIpaBWia, 3a SKUM [JOKYMEHTU
0pOpPMITIOIOTh 3 BUKOPHUCTAaHHAM KOMIT FOTEPHUX TEXHOJIOTIH (puc. 34) [38].

agpecar (3 BeTMKOI JliTepy IPABOPYY) - MMOCA/jA, HA3Ba YCTAHOBH, MIPi3BHILE
Ta iHilia/M mocaoBoi 0cOOH, Ha iM 'S SIKOI IIOJAETHCS 3asIBa, Y JaBaIbBHOMY
BiZIMiHKY, Yepryiouu 3aKiH4eHHs -0Bi (-eBi, -€Bi) 3 -y (-10)

agpecaHnT (6e3 MpuUiiMeHHWKA 3 MaJIOl JIiTepy) TI0Cajia, 3BaHHs, Ha3Ba
3aKJIaZly, Mpi3BHlLe, iM'si Ta iM'st O GATHKOBI 0COOH, SIKA 3BEPTAETHCS

2 i3 3a51BOI0, Y pOIOBOMY BiIMiHKY (6€3 KparKu B KiHI[i OCTAHHBOTO
CJ10Ba)

3 Ha3Ba JOKYMEHTaA

4 TEKCT (3 BeTMKOI stiTepH, 3 ab3alty)

InopaTok (migcTaBa): mepesik iHIKUX JOKYMEHTIB i3 3a3Ha4€HHAM
5 KiJIBKOCTi CTOPiHOK, L0 AOJAIOTHCS IO 3asiBU Ha MiJTBepA)KeHHS
1l MpPaBOMipHOCTI Y BarOMOCTi apryMeHTallil

6 JaTa HarmMcaHHs (J1iBopyY) ‘

’7 mignuc agpecanTa (mpaBopy4) ‘

Puc. 34. Pekgizumu 3aseu

[ns opmepXaHHST [OOJATKOBUX AaBaHCIB YU MO3WUK YKIAJAETHCS 3asiBa-
3000B'si3aHHSI. Y LbOMYy JOKYMEHTi, KpiM OOIPYHTOBAaHOrO TPOXaHHS IIPO
HaJQHHS TEeBHOI CyMH, 3a3HA4yalOThCsl TApPAaHTOBAaHMK TepMmiH i cmoci6 i
MMOBEPHEHHSI, BiJOMOCTi PO MOCTiliHe Miclie poOOTH ¥ 3apobITHY TIATy Ta AaHI
0COOGUCTOrO0 JOKyMeHTa (rmacropra).

PisHOBMJaMM 3asiB TaKOXX € IIO30BHI 3asiBU, SIKi TMOJAKOTHCS [O CYyAy.
XapakTepHO 0COOMBICTIO MO30BHUX 3asIB € Te, IO MO3MWBAY MOBUHEH SIKOMOTA
IeTanbHillle, MOCAIJOBHO ¥ JIOTIYHO BUK/IACTA KOHKPETHi (aKTH, IO CTamu
IMPUYUHOI0 3BEepHEHHsl [0 CyZy, 3a3HAauMBIIM MicClie Ta pOJb BiAIoOBiJaya B
KapTUHI TOZiHA, YyKa3aTU Tpi3BMILIQ OYEeBHU/ALIB, CBiJKiB, 3aIllpONOHYBAaTU
MaTepiasbHy OLIHKY BIiJIIKOJAYBaHHSI TOILIO 3aJ/Ie)KHO BiJ 3MICTy 3asiBU 3

95



00OB'SI3KOBUM TIOCHJIAHHSIM Ha BignmoBigHi ctatti LusineHoro Kogekcy,
KpuminanbHO-nipouiecyanbHOro Kogekcy, Kogekcy 3akoHiB npo mpauio YKpalHU.
JlogaTkaMu [0 MOXYTh OYTHM BHCHOBKU €KCIIePTiB, OPUTiHAIM YU KOIIil
IOKYMEHTIB, KBUTAHIIiI PO CIJIATy BUTPAT, PYKOITMCH TBOPIB, AOBIAKH TOIIO [13].

3asiBa MO)Xe OyTH:
¥v"  mpocToio (BUK/IaIa€ThCA Ti/TbKK MPOXaHHS );
¥v"  MOTHBOBAaHOMK (BKasyeThCs MOTHBALLisl TPOXaHHS);
v"  cknagHolo (3asiBa MiCTUTh J0JATKH) [45].

Y cknafHii 3asBi NOJAITHCS BiJOMOCTI PO Te, SIKi caMe JOKYMEeHTH [ 0JaHi
[0 3asBU Ha NiJTBepJ)KeHHs MPaBOMIPHOCTI BHCJIOBJIEHOTO B Hil INPOXaHHSA
(BOKYMEHTH TepesivyroThCs MiC/Isi OCHOBHOTO TEKCTY mepes mianucom) [14].

3 MeTolo mifBUIIeHHsT e(PeKTUBHOCTI Ta ONEPATUBHOCTI OpraHi3ailiii po6oTu
3 JOKYMEHTAaMH OJHAKOBi 3a 3MiCTOM [JOKYMEHTH MOXYTh OyTH yHidiKoBaHi
LIJIIXOM PO3po06sieHHsT TpadapeTHUX TEKCTiB, SIKi BKIIOYAIOTHCS A0 30ipHHUKA
(amp6oMy) yHipikoBaHUX (THUMOBHX) GOPM AOKYMEHTIB yCTaHOBH (II. 13. raBa 1
po3ziny Il IlpaBun opranisanmii AizoBOACTBA Ta apXiBHOTO 30epiraHHs
OOKYMEHTIB y Jep)XaBHHX OpraHax, OpraHax MiCIleBOrO CaMOBpPSAYBaHHs, Ha
IiNPUEMCTBAX, B yCTaHOBax i opradisaiisx [30]). 3 meroro yHidikaiii Ta
CTaHJAPTH3ALil Ji/IOBOJHUX MPOLeciB MOXKHA BBOJWUTH B OpraHisaLii TpadaperHi
dbopmMu [ 3asB HAWIMOIIMPEHIIIMX BHZIB, L0 MICTUTUMYTh HAJPYKOBaHY
NOCTiMHY iHOpMaIiito Ta BU3HaUeHe Micue A5t GiKCyBaHHS 3MiHHOI iHopMariii.
[Ipy 1npoMy, HezanexXxHo Bif crmocoby oQdOpPM/IEHHS, IOPUAMYHOI CHIA Ta
JIOKQ30BOCTI 3asiBl MPUAABAaTUMYTh IMIANMUC 3asIBHUKA TA JaTa HANWCAHHS 3asIBU.
Ha noxymeHTi 3asiBHUK Ma€ NMPOCTAaBUTH BIACHOPYY He JTHIIe OCOOMCTHI MiJINC,
a ¥ maTy HanMcaHHs 3asBU (puc. 35) [38].

Haasga cTpykTypHOro nigposginy r Appecar 1

opraxisauii (3a nompebu)
HasBa nocagw, npissuLue, iM's, no
6aTbKOBI 3asiBHMKa (Y pOAOBOMY
BiAMIHKY)

3AABA

00.00.0000

(¥ mekcmi 3as8HUK suknadae nosidoMneHHs i (abo) npoxaHHs 3 Ne8HO20 NUMaHHS)

BigmiTka npo HaneHicTb goaaTkie (3a mompebu)
OcobucTtui nignuc

3asABHUKa

Biau (3a nompebu)

Puc. 35. IllabnoH 6aaHky 3as8u
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4.3. JOPYYEHHA

. JlopyYeHHs - [OKYMEHT, SIKUM OpraHi3aiis 4ud OKpema o0coba
HaJa€e iHWii 0cobi MpaBo HA TMEBHY JisUIbHICTH A00 OTPUMAHHS
MaTepiaJbHUX I[iIHHOCTEeH Bif ii iMeHi [8].

[lopydeHHs BUJAIOTh Ha PO3NOPSIHKeHHSI MAWHOM, OTPUMAHHS I'POIIOBUX 1
MaTepiasbHUX iHHOCTEH [44]. OdopMIIIOIOTH JOPYYeHHS BiATIOBIZHO O MPABUII

(Tabmuus 9).

Tabnauus 9

[TpaBuia opopmMiieHHST ZOpyYeHb

Odiniiine fopy4yeHHS

OcobucTe gOpy4YeHHs

opopMIIAIOTh Ha CreljiaIbHOMY OaHKy A4
abo As

opOpPMIISIIOTH BiJi pYKH
YU MAIIUHOTHUCHUM
CrI0cO60M Ha YHCTOMY

apKyl1li nanepy

1X 3aCBiAYY€E HOTapiyc

ab0 BITOBHOBa)k€HA 0coba
MiATIPUEMCTBA, Je MpaLoe
YU BUMTHCS TOBIpUTETD

AOT0 PeKBI3UTH:

v Ha3Ba BUJly JOKYMEHTa;

v'mara  (3anmMcyloTh  CI0BeCHO-UUPPOBUM
CIroco6om);

v/ Miclle cK1alaHHA Y4 BUAHHS;

v'TekcT (3amucyioTh, sika OpraHisallisi, Komy,
Jie 1 110 JOopydYae€; NAacIOPTHI JaHI TOTO, KOMY
OPYHaIOTh);
¥'3pasok  migmmcy
OOpY4YeHHS;

v TepMiH zil JOpyYeHHS;

¥ Miinuc KepiBHYKA yCTaHOBH;
v mevarka.

TOro, KOMY BHJAAHO

MOro peKBI3UTH:

v/ Ha3Ba BUly JOKYMEHTa;

v' Tekcr;

v’ para;

v’ migmuc ocobw, siKa ckmana
JNOPY4YeHHS;

v’ 3acBimueHHs mianucy [ligmuc

azpecanTa (mpaBopyu) [5].

TekcT JOpy4YeHHS MICTUTh TaKl BiJOMOCTI:

¥ mpisBumie iM’s, Mo GaThKOBi, Mocaga ocobu (B odiumiiHOMYy mOpy4YeHHi —

Ha3Ba YCTAaHOBH), SIKA BUJAE OPYYEHHS;

v mipisBuile, iM’s, MO 6aTHKOBI, TOCaZla 0CO6HU, SIKii BUFAETHCS JOPYYEHHS;
v/ Ha3Ba yCTaHOBH, Biji AK0Oi 0co6a MOBMHHA OTPUMMaTH MaTepia/bHi I[iHHOCTI

a06o0 B fAKiM ocoba 3[iMCHIOE CBOIO JiSUIbHICTD;
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v HampsM JisabHOCTI 0co6u a6o MepeniKk MaTepia/bHUX LHHOCTeH, ix
KUJIBKICTB 1 BapTICTh;
¥/ TepMiH gii fopy4YeHHs;
v Ha3sBa Ta BimomocTi PO JOKYMEHT (MacropT, MOCBiJYeHHs), 1[0 3acBigdye
0co0y, sIKifi BUumaeThes popydenns [lignuc agpecanTa (rmpaBopyd).
Jlopy4eHHsI po3pi3HsIOTH 3a cy6 ekToM zii (puc. 36) [8].

3ane)xHo BiJ cy0’eKTa
ail

odiuiitHi (ycranoBa
JOpYyYae 1HIIii
YCTaHOBI)

ocobucri (ocoba
nopyd4ae ocobi)

J

Puc. 36. Knacugikayis dopyueHs 3a cy6’ekmom dii

OcobucTi ZOpy4YeHHs BUJAIOThCSI OKPEMUMH 0CO0aMHU, sIKi IlepealoTh CBOI
mpaBa iHmWKUM ocobaM (MpaBO HAa OJep)XaHHs 3apOOITHOI TJIATH, MOLITOBOTO
nepekasy Ta iH.). OGOB'I3KOBOI0 YMOBOIO TMPABOMIPHOCTi 0COOUCTOTO JOPYYEeHHS
€ HasIBHICTh MiAMHUCY CIY)XOOBOI 0OCOOM i MeYaTKa yCTAaHOBH, MiJIPUEMCTBA, sKa
3acBimuye mignuc oBipuTess (HOpyYeHHSs, sIKi BUJAIOTHCS CTYJEHTAM, MOXYTh
3aCBiIYYBATHCS 3aK/IA/IOM OCBITH).

Jlns GaraTboX AOpy4YeHb € APYKOBaHi OJIaHKW, KYAM BiJi PYKH BIHCYIOThH
npi3BUlle, iM'st Ta MO OATHKOBI JIIOAWHU, Kl JOPYYalOTh IIOCh OJEPXKATH U e
camMe, Ta 3aBipsAIOTh MiANMCOM TNpaliBHUKA BigAinmy kKafpiB abo HoTapiyca i
KPYTJIOIO TEeYaTKOW. 3aBipSIETHCS TAKOX MIAMUC O0COOM, HA iM's SIKOI BHAAHO
AlopyuenHs [44].

OcobucTe 1Opy4YeHHs IOPUAUYHO TPABOMipHE JIMILE Y TOMY BUIIQ/IKY, KOJU
HiAmMC 0co6H, 110 CK/Iasa JOPYyYeHHs, 3aBipMB KepPiBHUK YCTAHOBHM MEYATKOIO i
CBOIM mignucom [8].

PekBizuTu gopy4eHsb — puc. 37, pyc. 38.
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PekBi3uTH Ha3Ba BUIY JOKYMEHTA;
0Cco0HnCTOrO

AOPYY€HHSI: xTo popy4ae (I11B.);

xomy gopyd4ace (ITIB. y zaBasibHOMY BiZIMiHKOBI);

1[0 IOPYYA€EThCS (YUC/IOBI IaHI MUY ThCS CIOBAMHU i
uudpamu);

Ha3Ba yCTAaHOBM YU OpraHi3allii B sKiil OyZyTb OTpUMaHi
MaTepiaabHI LIHHOCTI;

JlaTa BUJA4i JOPy4YeHHs];

nignyc ocobw, sika CKIaia JOpy4eHHs Ta Horo
3aBIDEHHSI.

Puc. 37. Pexsizumu ocobucmozo dopyueHHs

TexcT ocobuUCTOro JOPYUYEHHS MICTUTB, SIK IIPAaBUJIO, TaKi JaHi:

1. [TpizBuiie, iM’s1, Mo 6aTHKOBI mOBipUTEIs (TTOBHICTIO).

2. [1pi3Buie, iM’s1, MO GATHKOBI OCOOH, fAKiM BUIAETHCSA TOPYYEHHS, MaHi
OOKYMEHTA, L0 MOCBigvye 0co0y.

3. [Jlii, 000B’s13KH, TTpaBa ZOBipeHOi 0c0OH, T MTOBHOBAYKEHHSI.

4. TepMmiH gii gopydeHnHs [10].

OdiuiiiHi JOpy4YeHHS JPYKYIOThCS HA CIeliaIbHUX O/IaHKaX.

PekxBi3uTH IITAMII;

odiniitHoro

JOpY4YeHHSI: HOMED;
J1aTa;
Ha3Ba BU[ly JOKYMEHTa;
TEKCT;

3Pa30K MiJMHUCy 0COOU, IKUI BUJAHO JOPYYEHHST;

MiATUC KePIBHUKA YCTAaHOBHY;

IIe49aTKa.

Puc. 38. Pexgizumu o¢iyitiHo2o dopyueHHs

99




3a/IeXXHO BiJ, 00CATYy Ta 3MiCTy TOBHOBAaYKE€Hb, JOPYYEHHSI MOXKYTh OYTH:

* OIHOpPa30Be OTPUMAHHS I'POLIOBUX YU MaTepia/IbHUX LIHHOCTEH;

* MepejaEeThCs MPaBo 3/1MCHIOBAaTH B MeXKaX TeBHOTO YacCy OJHOTUIIHI
Iil (rmeBHi rocriogapchKi uv GaHKIBChKi Omepaliii, peCTaBHUI[TBO B
CYZOBHX OpPTraHaXx TOILIO);

* Ha BUKOHAHHS PO3LINPEHUX MOBHOBa)XeHb (YIIPaBIiHHS 1
BOJIOZiHHSI PyXOMHM 1 HEpyXOMHM MaifHOM, OQaHKiBCBKi orepariii,
NpeACTaBHUIBKI QYHKIII B CyJJOBUX OpraHax Toiuo) [7].

PasoBe Jopy4yeHHs1 BUJA€THCSI JJisi BUKOHAHHS MEeBHOI OJHOPA30BOI [il
(Ha OTpUMaHHS TOBapHO-MaTepia/bHUX L[IHHOCTEN).

CnenianbHe TOpPY4YeHHS — JOKYMEHT, O HAJIA€ TTOBHOBAXXEHHS CITY)KOOBIi
0c00i Ha 3[iMCHEHHsI OMHOTUITHUX BYMHKIB (3MIMCHEHHSI TEBHUX TPAHCIIOPTHUX,
rOCIMOJAPCHKUX YU OAHKIBCHKUX OMepalliii, MpeACTaBHUIITBA Y Cy[i HA MepPIIUi
nepioz yacy (TepMiH Jil TaKOro ZOpy4YeHHsI 000B I3KOBO 3a3HAYAETHCS).

3aranpHe (reHepajbHe) IOPYYEHHSI BHUJAETHCS HA TPABO 3AiMCHEHHS
ormepailiii, MOB sI3aHUX 3 YIIPaBIiHHAM MaliHOM.

3pa3oK O/1IaHKY-AOPYYEeHHs MOJAHO HA pHC. 39 [5].

3pa3ok 6;1aHKA TOPYIeHHS:

OiIOPHEMCTRO-0NTepsKyBat i HOTo aapeca

[meHTH(IKATUITHITT KO B1aHK ¢cyBOpOI 3BITHOCTI

cJIPIIOY Tumnosa dopma Ne M-2

ITinopHeMcTBO-IUIATHIIK 1 fioro aapeca

paxyHOK M®PO Jopyuerns nificHe 10
(HaliMeHyBaHHA OaHKY) 200_p.

JIOPVUEHHSA AAB Ne 373402
cepis
Hata Bumati 200 p.
Bunano

(Imocaza, mpi3BIIIe, iM’4, T0-6aTHKOBI)
JloKyMeHT, 1110 3acBiaUIye 0cody
cepig Ne BIJI
200 p. Bugasmii

Ha OTpHMaHHA BiX
(HallMeHYBaHHS OpraHizallil TocTadalbBHIIKA )

IIIHHOCTEI 3a

(Ne I 1aTa HapAIy)

Puc. 39. 3pasox 6aaHky dopyueHHs
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Knacudikatop mopydeHb 3a TEpMiHOM /il MOJJAHO Ha PHUC. 40.

Jopy4eHHs 3a
TepPMiHOM Aii

pasoBi TpUBaJl

J

Puc. 40. Knacugpikamop dopyuers 3a mepmiHom 0ii

Skmo TepmiH [ii JOpyYeHHs He BKAa3ye€ThCs, TO BOHO 30epirae cuiy
MpOTSroM PoKy. MakcuMasbHe TepMiH il JOpPy4YeHHs He MO)Xe IepeBMIIyBaTU
3 pokiB. HegaToBaHe mopy4yeHHs He Ma€ I0PUANYHOL cvu [8].
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