L

JEPKABHA IIOJATKOBA CJOYKBA YKPAIHU

HAKA3

sin 18 Be’y.\ecwa 2019, Ko X 88

IIpo 3arBepxeHHs 36ipHuKA yHi(DIKOBAaHUX (HOpM
oprasizamiifHo-po3nopsauux Ta iHdpopmMarriiHo-
anamitayaux qokymenTiB JIIC ta MeTogn4HuX
PEKOMEH/Tallii o0 CKiIaaaHHs Ta 0OpMIIeHHS
nokymenrtiB y JI1IC

BinnosigHo go myskty 16 TunoBoi iHCTpyKuii 3 XiTOBOJACTBA B MiHICTEpCTBaX,
iHIIMX LEHTpalbHUX Ta MICIEBUX OpraHax BHKOHABYO! BIAAW, 3aTBEPIKEHOI
noctaHoBoro Kabinery MinictpiB Ykpainu Bim 17 ciurs 2018 poxy Ne 55 (3i
3miHamu), Kkepyrouuch JICTY 4163-2003 «JlepxaBHa yHidikoBaHa CHCTeMa
JOKyMeHTalii. YHiikoBaHa CHCTeMa OpraHi3alliifHO-pO3MOPAAY0l JOKYMEHTAIIi.
Bumorn 10 o¢opmiioBaHHS TOKYMEHTIB», a TaKOXK 3 METOK ITi/IBUIICHHS
e(eKTUBHOCTI Ta OIEPaTHBHOCTI MiA 4ac pobOTH 3 MOKYMEHTAMH, 3aCTOCYBaHHS
o(QIiLiiHO-AIOBOTO CTHJII0O Ta HOPM YKpPalHCBKOTO MpPaBONHKCY, CXBAaJIEHOTO
noctanoBolo Kabinery MinictpiB VYkpainm Big 22 TtpaBHs 2019 poxy Ne 437
«IIutaHHs yKpaiHCBKOTO ITPaBOMHUCY»,

HAKA3YIO:

1. 3arBepauTH Taki, MO TOJAIOTHCS:

36ipHuK yHiikoBaHHX (OpPM OpraHizanifiHO-pO3MOpAIYHX Ta iH(opMariiHO-
a”amiTHaHUX JokyMeHTiB JIIC (mani — 36ipHuk yHidikoBaHUX HOpM);

MetonuuHi pekoMeHAanil mMoAo cKiIanaHHs Ta opopmiteHHs foKkyMmeHTiB y JIIC
(mami — MeroaudHi peKoMeHaIlii).

2. KepiBaukam ctpyktypHux migpo3ainiB JIIC 3a0e3nmeyuTH BHKOPUCTAHHS
36ipHuKa yHidpikoBaHMX ¢opM Ta MeTOAWYHMX peKOMEHAAIliif NpH CKIAJaHHI
JOKYMEHTIB.

3. KepiBaukam ronoBHux ympaeninb JIIC B ob6nactax, m. Kuei, Odicy
Benukux ImatHUKIB nopartkiB JIIC, IndopmariitHo-T0BiAKOBOTO IemapTaMeHTy
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JIIC po3pobuTH Ta 3aTBEpAUTH y BCTAHOBICHOMY IIOPSOKY BiacHi 36ipHUKH
yHidikoBaHHX (opM Ta MeToandHI peKOMEHALI].

KOHTpOJ'IL 3a BUKOHaHHsM HaKa3y 3aJThIIaro 3a cobor0.

I'omoBa C’ — Cepriit BEPJIAHOB

Ipuna llynera 247 36 94



3ATBEP/KEHO

Haxka3 [lepxaBHOI TI0gaTKOBOI
CIy0u YKpainu

48.09.2019 N 88

36ipHuk yHidgikoBannx popm
OpraHizauiiiHo-po3nopsi4ux Ta
indopmaniitno-anajgitTnaaux nokymentis JAI1C

Kwuis 2019
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Vuighikosana gpopma nonoscenns npo cmpykmypuuii niopo3soin JJI1C

3ATBEPDKEHO

Haxkaz /IlepxaBHOi I0OJaTKOBO1
cinyx6n Ykpainu

No

IHOJIOKEHHS

npo

(nafiMmeHyBaHHA CTpYKTypHOTO Tmiapo3airy AI1IC)

1. 3arajpHi [OJIOXEHHS

2. OcHOBHI 3aBJaHHA 1 QyHKIIT

3. KepiBHULITBO

4. ITpaBa Ta 060B’13KM KepiBHUKA CTPYKTYPHOT'O MiAPO3ALITY

5. BinmoBiganbHICTh KepiBHUKA CTPYKTYPHOLO MiAPO3ALTY

6. B3aeMOBIIHOCHHHA

Bnacue im’s TTPI3SBULLE

(maliMeHyBaHHSI IOCaIU (ocobucTuit miammc)
KepiBHHKA CTPYKTYPHOI'O
iAPO3LLY)

I'pud moromkeHHst (3a nompebu)

Bizu
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Vuigixoeana gpopma nocaoosoi incmpyxyii

3ATBEP/IXXYIO

I"'onoBa [lepxaBHOI TOAATKOBOT
ciyx6u Ykpainu

Bunacne im’s TTPI3BUILIE

(ocobucTwmit miamnuc)

«  » 20 p.
IMOCAIOBA ITHCTPYKIIA
(HaliMeHyBaHHS OCAJA PalliBHAKA)
1. 3araibHi MOJIOKEHHS
2. 3aBOaHHA Ta 000B’SI3KH
3. IlpaBa
4. BiamoBigaapHICTh
5. B3aeMOBITHOCHHH (3B’S3KH) 3a MMOCAIOK0
Bunacue im’s TIPI3BUILE
(HaliMeHYyBaHHS [TOCaaH (ocobuctuii miamnmc)
KEpiBHMKA CTPYKTYPHOTO
T IPO3ILITY )

I'pud noromxenus (3a nompebu)

3 OCaI0BOIO iHCTPYKIII€I0 O3HAHOMIIEHHH(a):

Bracue iM’s TTPISBUILE

(0COOHUCTHI TIAMHKC MPaI[iBHAKA)

« » 20 p.
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Vuighivoeana popma naxazy JJIIC

JIEPKABHA IIOJATKOBA CJOYKBA YKPATHH

HAKA3

BiJ 20 p. Kuis Ne
(mara)

IIpo
(kOHCTaTyrO4a yacTHHa (mpeamOyiia) TEKCTY JOKYMEHTA)

HAKA3VYIO:

1.

2.

3. ... (po3mopsIia YacTHHA TEKCTY JIOKyMEHTa)

Bnacue im’s I[TPI3BUILE

(HaliMeHyBaHHS IMOCaIN) (ocobucTHi miAHUC)

I'pud noromxenns (3a nompebu)

BizoMocTi Ipo BUKOHABLIA JOKYMEHTa
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Vuigixosana ¢hopma posnopsioscenns JJIIC

JEPXKABHA ITIOJJATKOBA CJIYKEA YKPATHH

POBIMOPAAXKEHHS

BiJ[ 20 p. Kuis Ne
(mara)

Ilpo
(xoHcTaTyI04a yacTHHA (IpeaMOyna) TeKCTy TOKYMEHTa)

30BOB’A3YI10:

1.

2.

3.... (po3nopsa4ya yacTHHA TEKCTY JOKYMEHTA)

Bnacue iM’sg TTPI3BUILIE

(HaliMeHyBaHHS ITOCATH) (ocobuctuii miammc)

I'pud noromkenus (3a nompebu)

BizoMocTi po BUKOHABLIA JOKyMEHTA



Vuighikosana gpopma cninonozo naxazy (po3nopsoxicenns) ycmanog 00H020 pieHs

(HaliMeHyBaHHS YCTaHOBH) (HaliMeHyBaHHS yCTaHOBH)

HAKA3 (PO3MOPSIJIXEHHS)

BiJ 20 p. Kuin Ne /
(nara)

ITpo

(koHCTaTylo4a yacTHHa (mpeaMOyia) TEKCTY TOKyMEHTa)

HAKA3YEMO (30BOB’SI3YEMO):

1.
2.
3.... (po3mopsiaya YaCTHHA TEKCTY JIOKYMEHTA)
(HaliMeHyBaHHS 1TOCaM KEpiBHUKA YCTAHOBH) (HaiiMeHyBaHHS II0CAJIH KEPIBHIKA YCTAHOBH)
Bnacue im’s TTPI3BUILE Bnacsue iM’s ITTPI3BHILIE
(ocobuctuii mammc) (ocobucTHH miAMHC)
MI1 MII

I'pud noromxenHs (3a nompebu)

BigomocTi mpo BUKOHABLA JOKYMEHTa
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Vuigixoeana gpopma dopyuenns I'onosu JIIC

JEPKABHA IIOJATKOBA CJIVIKBA YKPATHHI

AOPYUYEHHA
Ipo
(koHCTaTyro9a yacTHHa (Ipeambyiia) TEKCTY IOKYMEHTa)
JAOPYYAIO:
1.
2.
3.... (po3nopsiTda YaCTHHA TEKCTY TOKyMEHTa)
I'onmoBa Bnache im’s [TPI3BUILIE
(ocobucTwHit miammc)
Bizu

BinomocTi npo BukoHaBus gokymeHTa

Hopy4enns T'onosu JIIC € 060B’I3k0BHM 10 BHKOHAHHS ACPXKABHUMH CITyOOBLIIMH Ta NpaliBHUKAMU
anapaty JITIC, ii repuTopiansHux oprauis (miamyHkT 28 nyskry 11 Ionoxenns npo JlepkaBHy MOAaTKOBY
cimyx0y YKpaiHH, 3aTBEpIKEHOIO MOCTAHOBOIO Kabinery Minictpis Ykpainu Bin 06 Gepesus 2019 POKY
Ne 227)
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Vuighixoeana gpopma ingpopmayitinoi donosionoi sanucku

THOOPMAILIMHA

(nalimMeHyBaHHS IIOCAIH)

(Bmacre im’s TIPI3BUIIIE)

JOTIOBITHA 3ATIMCKA

Bin:

(HaliMEHyBaHHS CTPYKTYPHOTO IiIPO3/IiLy, KM MiroTyBaB JOKYMEHT)

Tema: IIpo

(XOpOTKHIf 3MICT TOKYMEHTA)

CyTh nuTanus:

(HaBonsATHCA BakTH a60 OMHCYETHCS CHTYAIlif, IO CTANA HPHBOJOM VIS TATOTOBKH JIOKYMEHTA)

Ipono3nuii:

(IPONOHYIOTECS MOXJIMBI BAPiaHTH BUPIIIEHHS CHTYALIi], BACHOBKH IIOJIO KOHKDETHHX HiH, IKHX,
Ha J[yMKy aBTOpPa, HEOOXITHO BIKHTH)

BinMiTka Ipo HasBHICTb NOAATKIB (3@ HaseHoOCMi)

Bnacue im’s TIPI3BUIIE

(HaliMeHyBaHHS TIOCAH) (ocobucTwit mianuc)

I"'pud moromxenns (3a nompebu)

Bizu

BinomocTi mpo BUKOHABLA JOKYMEHTa
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Yuighikosana gpopma 0onoeionoi 3anucku npo éiopadicenns

BIIPSIIDKEHHS

(HaliMeHyBaHHSI ITOCATH)

(Bnacue im’st ITPI3BUILIE)

JTOIIOBITHA 3AITMCKA

(HaliMEHYBaHHS CTPYKTYPHOT'O IIiJPO3/IiTy, SIKHMM MiArOTYBaB JOKYMEHT)

Tema: IIpo

(KOpOTKHIA 3MIiCT NOKyMEHTA)

CyTb nuTaHHA:

(HaBozATECA (akTH a0 ONMMCYETHCS CHTYALis, IO CTaNa IPUBOIOM IS HiIrOTOBKY AOKYMEHTA)

IIpono3nuii:

(IpOTIOHYIOTHCS MOXKIIMBI BapiaHTH BUPIINEHHS CUTYyaIlii, BACHOBKH ILIOJI0 KOHKPETHHX HiH, IKHX,
Ha JlyMKY aBTOpa, HEOOXiTHO BXKHUTH)

BiamiTka nmpo HasBHICTb AONATKIB (3a HaseHocmi)

Bnacue iM’s ITPI3BUILIE

(naliMeHyBaHHS TTOCAIH) (ocobucTwit miammc)

I'pud noromxenns (3a nompebu)

Bizu

BinomMocTi Ipo BHKOHABLIA TOKYMEHTa
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Vuigixosana gpopma donosionoi sanucku 3 numanw,
U0 nompebyioms NPUIHAMMSA YRPAEIIHCLKO20 PilleHHs

YIIPABJIHCBKE PIIIEHHS

(HaliMeHyBaHHS 1TOCaIH)

(Bnacue im’s TIPI3BHUILIE)

AOHOBIJTHA 3AIIMCKA

Bin:

(HaliMEeHYBaHHA CTPYKTYPHOIO IiAPO3/iNy, IKHH IiArOTyBAB JIOKYMEHT)

Tema: Ilpo

(KOpOTKHiA 3MiCT TOKyMEHTa)

CyTb nuTanHs:

(HaBomATECS (haKTH abo ONMUCYETHCA CHTYALIS, IO CTala IPHBOJIOM JJISl IIIATOTOBKH JOKYMEHTA)

IIpono3umii:

(IPONIOHYIOTBCS MOXKIIHBI BapiaHTH BUPIIIEHHS CHTYAIlii, BACHOBKH IOJO KOHKPETHUX Tiif, AKHX,
Ha yMKY aBTOpa, HEOOXIHO BIKHTH)

BigmiTka mpo HasBHICTB JOATKIB (3¢ HasA8HOCMI)

Bracne im’s [TPI3BUIIE

(HaiMEHyBaHHS HOCaIH) (ocobucTuii mimmuc)

['pud noromxenns (3a nompebu)

Bizu

Binomocri npo BukonaBus nokymenTa
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Vuigpixosana popma oopyuenns 0o oonosionoi 3anucku

Jlo nomoBimHOI 3aUCKH
BIJI Ne

TOPYYEHHS

Tepmin —

TepMmiH —

I'onoBa Bnacne im’s TIPI3BUIIE

(ocobuctwmit miamuc)

Bizu

Hopy4enns Ionoeu JTIC € 060B’43KOBMM 0 BUKOHAHHS ACPXKaBHUMH CITyXOOBLSIMH Ta MpaliBHMKaMU
anapaty JITIC, ii TepuropiansHux opranis (migmyskr 28 nyHkTy 11 Ionoxenns npo JlepxaBHy nofaTkoBy
ciyx0y YkpaiHu, 3aTBEpIKEHOr0 MOCTAHOBOIO Ka6inery MinictpiB Vkpainu Bin 06 Gepesrs 2019 POKY
Ne 227)
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Vuighikosana gpopma cmucnoi popmu npomoxony JIIC

i

JEPKABHA IOJATKOBA CJIYKBA YKPATHH
MPOTOKOJ

(BMA — 3acizaHHs, Hapaaa, 3yCTpid TOIIO)

No

(nara)

Micue npoBeneHns (3aciganus):
I'onoga (I"onoBytouwnii):

(maiiMeHyBaHHs nocaad, [Ipizsuime Bracne iM’5)

Cexkpetap (3a nompebu):
(naiiMeHyBaHHs nocaau, [Ipisuine Biache im’s)

IlpucyTHi:
Hopyuenns Ilpizeuwe Bracne im’s
(maliMeHyBaHHS mocau KepiBauursa J{[1C)
1.
2.
3..
Lopyuenns 3a nponosuyicio Ilpizeuye Bnacne im’s
(Ha¥iMEHYBaHHS IIOCAIH KEPiBHUKA
CTpyKTypHOro mifposairy JIIC)
4.
S.
6. .
Bnacue im’s TTPI3BUILIE
(HaltMEeHyBaHHS I10CaIH) (ocobuctuii miammc)
Bizu

BigomocTi po BUKOHABUA IOKyMEHTA
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Vuigixoeana gpopma nosnoi ghopmu npomoxony JIIC

L

JEPJKABHA MIOJATKOBA CJIYKBA YKPATHU
MPOTOKOJ

(BHA — 3acijaHHA, Hapaja, 3yCTpid TOIIO)

Ne

(nara)

Micue npoBeneHHs (3aciganus):
I'onoga (I'onoByrouwnii):

(naiiMeHyBaHH# nocau, [Ipiseuime Biacue iM’5)
Cekpertap (3a nompebu):

(naliMenyBanHs nocau, [Ipissumne Bracue iM’s)

IIpucyTHi:
Iopsanok nennnii (ITuranus mis 06GroBopeHHs):
1. ITpo
(bopMymOIOTECS HHUTAHHS, 3a3HAYACTRCA Hocaaa, I1pissuime BiackHe iM’s JIOITOBigaya)

2. ...
1. CIIYXAJIA:

(ITPI3BUILIE Bnache iM’st nonosifasa) (TEKCT BACTYITy BHKIAIAETCS Y TPETiit 0c06i OHUHR)

BUCTVYITUIIN:

(ITPI3BULLIE Bnacre iM’s monoBifada) (TEKCT BUCTYIY BHKIAAETHCS Y TPeTiil 0co6i OIHUHH)

BUPIIIWJIN (YXBAJIUJIN, IIOCTAHOBUHIIN):
1.1.

1.2.
I'OJIOCYBAJIM (3a nompebu):
«3a» — rOJIOCIB
«IIpotu» — roJIocCiB
«Y TpuMaucsn — roJNOCiB
2. CJIYXAJIA:

Bnacue iM’s ITPI3BUILIE

(HaMeHyBaHHS I10CaIH) (ocobucTwii mignuc)
Bizun

BinomocTi Ipo BHKOHABIA HOKyMEHTa
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Vuighikosana popma nucma JIIC

JEPKABHA MIOJATKOBA CJIYKBA YKPATHH
(ATIC)

JIeBiBCBKa 101., 8, M. KuiB, 04053, Ten.: (044) 272-62-55
E-mail: post@tax.gov.ua, caiiT: www.tax.gov.ua, kox 3riguo 3 €JIPTIOY 43005393

BiJ 20 p.-Ne Ha Ne Bif 20 p.

(maliMmeHyBaHHS aJpecara)

(BHKIIaIa€THCS CYIIUTBHUM 3B’ A3HUM TEKCT TOKYMEHTA)

BinmiTka Mpo HasBHICT AOMATKIB (3a HaseHocmi)

Bnacue iM’s I[TPI3BUIIE

(HaliMeHyBaHHS ITOCA/IH) (ocobuctuii miammc)

Bizu

BigomocTi npo BUKOHABIIS HOKyMEHTa
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Vuighikosana popma nucma cmpyxmypnozo niopozoiny AIIC

JEPXABHA IMOJATKOBA CJIYKBA YKPATHH

JdenapramMenr ........

JIbBiBCBKA IIL., 6, KiMH. ___, TeqL. 247 00 00

(naliMeHyBaHHS aapecaTa)

(BHKJIAa€THCS CYLILTBHUI 3B’ SI3HUM TEKCT IOKYMEHTa)

BiamiTka po HasBHICTb H0OATKIB (3a HaseHocmi)

Bnacue iM’s ITPISBBUILE

(HafiMeHyBaHHS I1OCA/IH) (ocobucTuii miamuc)

Bizu

BigomocTi po BUKOHABIIA JOKyMEHTa



3ATBEPDKEHO

Haxa3 [lep>xaBHOi momaTkoBoi
ciyx06u Ykpainu

18.09.2019 N 88

Mertoan4Hi pexoMeHaanii
o0 cK/JIaJaHHs Ta opopMiienHs fokymeHTiB y JATIC

I. 3araabHi noJioKeHHA

1.1. Metoanuni pekoMeHgalil IoA0 CKIaJauHS Ta O0(OpMIIEHHS IOKYMEHTIB y
HIIC (nani — Metonuani pexoMeHAalil) po3’ACHIOIOTE Ta KOHKPETH3YIOTh BUMOTH 10
0pOopMIIEHH i CKITaflaHHs JOKYMEHTIB, 10 CTBOPIOIOTHCS i Yac 1i JisIbHOCTI.

1.2. Meroan4ni pexomMeHawil po3poGieHo 3 ypaxyBaHHAM HOPM Ta HOJIOXKEHD:

KoHncrtutymii Ykpainu,

IlogaTkoBoro xomekcy Ykpainu,

3aKOHIB YKpaiHu:

«IIpo neHTpanbHi OpraHyu BUKOHABYOI BTy,

«I1po 3acagm nepxaBHOT MOBHOI IIOJITHKM» (malti — 3aKoH),

noctanoB Kabinery MinictpiB Vkpainu:

Bif 17 ciuns 2018 poky Ne 55 «Jlesiki nuTaHHsA JOKYMEHTYBaHHS YIIPaBIIIHCHKOL
AisTbHOCTI» (31 3MiHaMu) (maui — [Toctanopa Ne 55),

Bix 06 Gepesns 2019 poxy Ne 227 «IIpo 3aTBEpIKEHHS I[IOJNOKEHB po
JlepxaBHy nonatkoBy ciyxGy Ykpainum Ta JlepkKaBHY MHTHY ciyx0y Ykpainm»
(mani — ITonoxenns mpo JTIC),

BiA 22 TpaBhs 2019 poky Ne 437 «IIuTaHHA YKpaiHCHKOTO IIPaBOIHCY»,

ACTY  4163-2003  «/lepxaBHa yHidikoBaHA cHCTeMa [JOKYMEHTALl.
VHiikoBaHa cHcTeMa OpraHizanifHO-po3nopsiauoi JAOKyMeHTallii. BuMord mo
OQOPMITIOBaHHA [OKYMEHTIB», 3aTBEpKEHOr0 HAKa30M JlepKCIoKUBCTaHIAPTY
Ykpaind Big 07.04.2003 Ne 55 (gani — ICTY),

nakasy JIIIC Bix 26.06.2019 Ne 6 «IIpo 3aTBepmkenns Permamenty JlepixaBHOL
HOaTKOBOI Cily)0m Ykpainm» (gani — Permament JITIC),

IHIIMX HOPMATUBHO-IIPABOBUX aKTiB Ta PO3MOPAMINX JOKYMEHTIB.

1.3. Merowo pospobnenHs MeToguHMX peKOMeHAaUil € HaJaHHS
METOZOJIOTIYHOI Ta NPaKTHYHOI JOmOMOTH mpamniBHukaMm JIIC 3 mUTaHb cKIagaHHsA
Ta OQOpMIIEHHS JOKYMEHTIB, OCOGIMBOCTEH 3acToCyBaHHA OMiLiiHO-TiTOBOrO
CTAIIO, yKPaiHCPKOrO IIPaBONMCY, [iNIOBOTO CHiNKYyBAaHHS, IO CIIPHATHME
3a0€31eYeHHIO HAJIe)KHOT0 MOBHOI'O piBHA AisuteHOCTI B IT1C.
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1.4. lepxaBHa MOBa — Iie 3aKpilljieHa 3aKOHOAABCTBOM MOBa, BXKMBAHHS SKOI €
O00OB’SI3KOBHM B OpraHax [ep:KaBHOTO YIpaBIiHHSA Ta MiJIOBOJACTBA, YCTAaHOBAaX Ta
opraizanisx, Ha IiAIPHEMCTBAx, y JepXKaBHHUX 3aKiaJiax OCBITH, HAyKH, KYJIBTYpH,
y cdepax 3B’ 3Ky Ta iHpopmaruku Tomo (cT. 1 3aKoHy).

OcHoBH JepxaBHOI MOBHOI NMOJIITHKH BU3Ha4yaroThes KoHcTuTylieo Ykpainw,
IIOPSAIOK 3aCTOCYBAaHHsS MOB B YKpaiHi — BUKIIFOYHO 3aKOHOM, 3 HOPM SKOT'O MAarOTh
BUXOJWTH IHINI IIPaBOBI aKTH, II0 BU3HAYAIOTh OCOOJHMBOCTI BUKOPHCTAaHHS MOB Y
pi3HHX cdepax CYCITBHOIO XKHUTTS.

JlepxaBHOIO MOBOIO VYKpaiHM € YKpaiHCbKa  MOBa, SKka OO0OB’I3KOBO
3aCTOCOBY€ETBCS Ha BCiM TepuTopil YKpaiHu npu 37iliCHeHHI TOBHOBaXX€Hb OpraHaMu
3aKOHOZAaBY0i, BMKOHaBYOI Ta CYJOBOi BIag¥, Y MDKHapOOHHX [OroBopax, y
HaBYaJIBHOMY TMpolleCl B HaBYallbHHX 3aKlafiax y MeXax 1 IOpAaKy, Mo
BHU3HAYAIOTHCS 3aKOHOM.

Hopmu ykpaiHCBKOI MOBH BCTaHOBIIIOIOTBCS y CIIOBHHKaX Ta YKpaiHCBKOMY
npaBonuci (cT. 6 3akony).

I1. BuznayeHHst TepMiHiB, 1110 3aCTOCOBYIOThHCS
y MeTtoan4HuX pexoMeHIalisiX

AG3an — 1e BIACTYII yIIpaBO Ha MMOYATKy HEpINOro psaKa IS BiTOKpEMIIEHHS
OJIHi€l YaCTUHM TEKCTY BiJ iHIIO].

beper — kpait apkyuia, CTOpiHKH.

bnank — npykoBaHa cTaHIapTHa (opMa JOKyMEHTa 3 BiITBOPEHONO IOCTIHAHOKO
iHpopMariielo (pekBi3uTaMH, OI0 MICTATH IIOCTiHHY iH(OpMallil0) Ta BiABEIEHHM
MicCIeM JUIsl 3anOBHEHHS KOHKPETHHMH JTaHUMH.

JIOKyMeHT — MarepialbHUHA 00’€KT, IO MICTHTHh Yy 3a)ikCOBaHOMY BHIJIAAL
indopmMarito, ohopMIEHHH y BU3HAYEHOMY MOPSAKY 1 Ma€ BiINOBIZHO 10 YHHHOIO
3aKOHO/IaBCTBa IOPUINYHY CHUITY.

Kerens — po3mip IpyKapchKoi JiTepH (3 BEpXy A0 HU3Y PSAIKA).

MoBHHH CTHIP — L€ CYKYINHICTh MOBHHX 3aC0O0IB BHpPaXK€HHS, 3YMOBJIEHHX
3MICTOM 1 METOI0 BHCJIOBIIOBaHHsS (HayKOBHH, OQIUiAHO-IIIOBHI, pPO3MOBHHIA,
My OIIMUCTUIHUH, XyT0XKHiH).

PexBi3uT — eneMeHT TOKyMeHTa, sKoMy Biasezeno 3rifno 3 JICTY nesHe Micie.

Tekct — me CyKynHICTh pedeHb, 00’€THAaHHX y TEMATH4YHY 1 CTPYKTYpPHY
LUTICHICTH 3a MPaBHJIAaMH IIEBHOI MOBHOI CHCTEMH.

ITI. lokyMeHTyBaHHS YNPaBdiHCbKOI AislILHOCTI

3.1. JlokyMeHTyBaHHS YIpPaBIiHCBKOI MisSIBHOCTI moysArae y ¢ikcarii 3a
BCTaHOBJICHMMH IIPaBHJIaMH YTPABIIHCHKUX Hiif, TOOTO y CTBOpPEHHI IOKYMEHTIB.
IlincTaBoro Asi CTBOpEHHS MOKYMEHTIB € HeOOXiJHICTh 3aCBiAYEHHS HAsIBHOCTI Ta
3MICTy YNpaBIiHCBKHX HiH, mepeaBaHHs, 30epiraHHs i BUKOPHCTaHHS iHpopMamii
IIPOTATOM IIEBHOTO Yacy abo MocTiiHo. |

JIOKyMEHT € OCHOBHMM BHAOM MiloBOI MOBH, IO (ikcye Ta mepenae
inopmaniro, miaATBepAKye i TOCTOBipHiCTH Ta 00’ekTHBHicTh. KpiM mpaBoBoi Ta



YIPaBIiHCBKOL, IOKYMEHT BUKOHYE Iile # collianbHy, iHopMaliliHy, kKoMyHikaTHBHY,
KyJbTYpHY, 0011KOBY (YHKIII, a TAKOXK € ICTOPUYHHUM JKepesioM, Ake 30epiraeTrcs
BHU3HaUYEHUil 3aKOHOM 4ac B apXiBax.

Indopmanisi, 3akpilieHa y JOKyMeHTi, MiCTUTBCS Y BUXiTHUX JaHUX (PEKBi3UTH
JNOKYMEHTa), TEKCTOBOMY (OCHOBHA YaCTHHA JOKYMEHTa, J€ CTUCIO, BUYEpIIHO Ta
TIEPEKOHIMBO PO3KPUBAETHCA CYyTh KOHKPETHOI CIIpaBH) Ta HETEKCTOBUX (rpadikw,
TabJIHIIl TOIO) KOMIIOHEHTAX.

3.2. B ymnpaeninceki#t gisneHOCTI JAIIC BHKOpHCTOBYETBCS OQiIiHO-in0BMIA
CTHJIb MOBH, SIKHH € OJHUM 3 HAMKOHCEPBAaTUBHIIIUX Ta COI[IaJIbHO 3HAUYIIUX CTUIIB
CY4acHOI yKpaiHCBKoi JliTeparypHoi MOBH. OCHOBHHUM ITPHU3HAYEHHAM [BOTO CTHUIIIO €
pETyJIIOBaHHA OQILiHO-IIIOBHX BIJHOCHH Yy J€PXKaBHO-TONITHYHIH, IPOMAaICBKil,
€KOHOMIYHiH, 3aKOHOJaBYi! Ta aAMiHiCTPaTHBHO-TOCTIONAPCHKii cdepax.

OdinitHo-1in0BUH CTUNB (YHKIIIOHYE IIepeBaXHO Yy MHUCEMHiH GopMi, o
IIOB’A3aHO 3 HEOOXiAHICTIO TOKyMEHTYyBaHHs iH(opMalii Ta HaJaHHAM il IPaBOBOIO
3HA4YEHHS 3a JOIIOMOI0I0 0COOJIHUBOI MOOY/I0BU i MOBH CIIY>KOOBHUX JOKYMEHTIB.

CreundiuHuMHU 03HaKaMH 0(illiHHO-IIIOBOIO CTHIIIO €:

HasIBHICTh PEKBi3UTIB, IO MAIOTh IEBHY YEPrOBiCTh;

TOYHICTb, IIOCIIIOBHICTh Ta JIaKOHIYHICTh BUKIALy (PaKTiB, FpaHMYHA YiTKICTD Yy
BHCJIOBJIEHHI;

no30aBieHHs 06pa3HOCTI, EMOLIHHOCTI Ta iIHAMBIAyaTbHAX aBTOPCHKUX PHC;

HasBHICTh yCTaJleHMX MOBHHX 3BOPOTIB, BUCOKa CTaHAApTH3allil MOYaTKiB i
3aKiHYeHb IOKYMEHTIB, 10 BUSIBIISIETHCA Y IIHPOKOMY BXKHBaHHI TOTOBHX CJIOBECHHX
dbopmyn (3 mMemorw, Ha GUKOHAHHA, 3 02180y HA, BIONOBIOHO 00, HA nidcmasi),
IIOBTOPIOBAHOCTI OJHAaKOBUX CIiB, ()OpM, 3BOPOTIB, KOHCTPYKIiH AN HOCATHEHHS
OHOTUITHOCTI BHUpaKEHHS OYMKH, INO BIATOBIAHO CIPOIIYE i MOJETUIye MPOIEC
yKJaJlaHHsl OKpEMHX BHIB JOKYMEHTIB;

HeUTpanbHUH 1| KOpEKTHHH TOH MOBJIEHHS, BYKMBaHHS CJIiB Y MIPAMOMY 3HAY€HHI,
BUKOPUCTaHHS  CYCHUIBHO-TIONMITHYHOI,  npodeciiHO-BUpOOHHYOI,  HAYKOBO-
TEPMiHOJIOTIYHOI JIEKCHKH;

CyBOpa periIaMeHTallisl TEKCTY (PO3MOLT Ha PO3iIH, ITyHKTH, IiAITyHKTH );

yacTe BXXKUBAHHSA CJIOBOCHOIYYEHb 3 JI€CTI0BaMH y (hOpMIi TEIepilHbOIoO 4acy i3
3HAYCHHAM I103a4aCOBOCTi, TIOCTIHHOCTI [ii (piweHHa Halcunaemocs, Konezis
3aceiouye), 6e30co060BUX HOpM (Hadaro, po3enanymo).

Orxe, TekcTd OQIMIAHO-ALIOBOrO CTHIIO BHMAaralThb  JOKyMEHTaIlil
HIATBEPAKEHb, TOYHOCTI (OpMyINIOBaHb, He IPUIMYCKAIOTh JBO3HAYHOCTI
TIyYMa4eHH: 3MICTY.

3.3. Cnemmdika IiOBOTO CIIJIKYBaHHS IIOJISATa€ y TOMY, IO HE3aJEXHO Bif
TOr0, XTO € Oe3mocepelHIM yKiagadyeM [OKyMeHTa, OQILIHHAM aBTOPOM €
oprasisaiis B JIOMY.

3.4. JIokyMEHTH pO3pi3HAIOTHCS 3a:
3MICTOM (3 aAMiHICTPaTUBHUX IUTaHb, KAJPOBUX, OYXTaJTePChKOTO OOJIiKY

TOIIO),
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HaxoxeHHsM (oditifiHi Ta 0COOHCTI),

CTaJisIMU CTBOpPEHHS (YOPHOBI, OPUTiHAIBHI, KOIIii),

CTyII€HEM IIacHOCTi (3BHYaliHi, CEKpeTHi i CTy)KO0BOT0 KOPHUCTYBaHHS ),
TepMiHOM 30epiraHHs (MOCTiHHOTO Ta THAMYAaCOBOIO),

IIPU3HAYEHHSM (TUITIOBI H iHIHBI AyallbHi).

3a QyHKIIOHATBHUM IpU3HAYEHHIM JOKYMEHTH HOIIISIOTECS Ha TaKi IPyIu:
po3nopsiayl (HakasM, po3NOpsAIHKEeHHS, JOPYIESHHS ),

opraHizalliiifi (IIOIOXeHHs, CTaTYTH, iHCTPYKIIil, IpaBUJIa TOIIIO),
iHGopMaliiHO-aHATI THYHI (JIMCTH, JOMOBIIHI 3aIIMCKH TOIIO).

VY pi3HUX THMax DOKyMEHTIiB CKIaJ PEKBI3HUTIB € HEOJHAKOBHM 1 3aJI€KUThH BiJ
3MICTY, IIpU3Ha4YeHHSI Ta crmocoby o6poOku mokymeHta. HaGip peksisuTis, gk i
BUMIsLA Ol1aHKa, 3aJIe)KHUTD BiJl BUAY JOKYMEHTA.

Tak¥M 4MHOM, CTBOpPEHHH HOKYMEHT Ma€ OyTH IOCTOBIPHHM, IEPEKOHIIMBHM,
HaJIeXKHO OQOPMIIEHHUM i BiIpeqaroBaHuM, IIOBHHEH MICTHTH KOHKPETHi # 3MicTOBHI
IIPOIO3UILII] Ta BKa3iBKH, a TAKOX BiATIOBIAHI PEKBI3HUTH.

IV. Cxiaananns ta opopmuenns xoxymentis B AIIC

4.1. JIOKyMEHTH IOTYIOTbCS CTpYKTYpHUMH miapo3ginamu JIIC Ha BHKOHAHHS
3aBHaHb, BU3HAYCHUX 3aKOHaMM YKpaiHuW, ykazamu Ilpesunenra YkpaiHu, akTaMu
Kabinery MiHicTpiB YKpaiHH, JOpYYE€HHAMH BHIIMX II0CaJOBHX OCi0, iHINIMMHU
HOPMATHBHO-NIPABOBUMH aKTaMH, JOPYYEHHSMH YCTAaHOB BHILIOTO PiBHA, a TaKOX 3a
nopy4yeHHsAM kepiBHunTBa JI1C abo 3 BiacHOI iHiLIaTHBH.

IlepcoHanbHy BIANOBIAANBHICTE 3a MOCTOBIPHICTH 3MICTY Ta BiAIIOBiIHICTH
JOKyMEHTa YHHHOMY 3aKOHOJABCTBY HECYTh ITOCAJOBI OCOOH, SKi PO3pOOISIH Ta
NOTOKYBAIM  3a3HAYEHUN INPOEKT JOKYMeHTa (3TiTHO 3 KOMIIETEHIIIE
cTpyKTypHOro mniapozainy JAI1C, skuit 6paB y4acTs y IMiArOTOBII ).

4.2. JIOKyMEHTH CKIaJalOThCs JEP)KaBHOIO MOBOIO, KpiM  BHIIAJKIB,
nependadeHuX 3aKOHOM.
3arainpHi paBuUia oQopMIIeHHS TOKYMEHTIB Bu3HadeHo IToctanoBoro Ne 55.

4.3. Texct goxyMeHTa o(OPMIIIETHCS Y BUMIAOL CYLJIBHOIO 3B’SI3HOTO TEKCTY,
aHKETH 49H TabNuI abo NIIIXOM ITOEAHAHHS [IUX QOPM.

CynineHui 3B’S3HMH TeKCT HOKYMEHTA MiCTUTh TIPAaMaTHYHO 1 JIOTI4HO
y3ro/KeHy iH@opMalilo Ipo ympasimiHCbKi nii. Taka (opMa BHKIAIEHHS TEKCTY
NOKYMEHTa BMKODHCTOBYETBCS IiJ 4ac CKIaJaHHS IOJOXEeHb, MOPSIKIB, MPaBHII,
OpraHi3aliitHO-pO3NOPSIIINX TOKYMEHTIB i JIUCTIB.

TeKcT, K mpaBHIIO, CKIAJAEThCSA 31 BCTYNHOI, MOTHBYBAIBHOI Ta 3aKIFOYHOL
9acTHH. BCTynHa 9acTHHA MICTHTH IifCTaBY, OOIPYHTYBaHHSA abo METy CKJIaJeHHS
JOKYMEHTa, MOTHBYBallbHa — oOTpyHTyBaHHs no3uiii JIIC, 3akiro4Ha — BUCHOBKH,
IIPOTIO3HUII, PIIlIeHHS, TIPOXaHHSI.



Texcrn cknamHux i BeTMKHX 3a 0OCATOM JIOKYMEHTIB (IIOJIOXKEHHS, IIpaBuUJa,
IHCTPYKIii, OIIOM, 3BiTH TOIIO) MOAUISIOTLCS HA PO3JLIH, IiJApO3AiNH, ITYHKTH,
IiJAITYHKTH, SKi HYMePYIOThCS 32 JOIOMOIOI0 PUMCHKHX a60 apabchKux uugp 6e3/3
Kpark# abo JyKKH.

4.4. Bumoru mono nopsiaky opopMIeHHS MOI0MKEHHS
npo cTpykrypHuii miaposain AMC

4.4.1. IonoxeHHs Mpo CTPYKTYPHUH HiAPO3iN — Iie OpraHi3auiiHui TOKyMeHT,
AKHH BCTAHOBIIOE MOPSAOK 3MIHCHEHHS JifNBHOCTI CTPYKTYPHOTO HiJpO3Zily 3
BUKOHAaHHJ ITOKJIaZJIEHHUX Ha HBOT'O 3aBIaHb Ta (PYHKITIH.

4.4.2. Tlpo€KT TOJOXEHHS IIPO CTPYKTYPHHH MiAPO3Jil pPO3pPOOISETHCS
KEPiBHUKOM LBOTO MiAPO3JiTy Ta 0hOPMIIIOETECS HA CTAHAAPTHHX apKyllax Iarepy
¢dopmaty A4.

4.4.3. Ilig 9ac opOpMIIEHHS MTONOXKEHHS TIPO CTPYKTYPHUH IiAPO3ALN CIIify MaTH
Ha yBa3i, mo:

IIOJIOXKEHHS IIPO CTPYKTYPHHH MiJPO3ALT MiANSArae 3aTBEP/DKEHHIO HaKa3oM
HIIC i € mogaTkoM 10 HBOTO;

Ha3Ba BHJY AOKYMEHTa IOETHYETHCS 13 3arOlOBKOM N0 TEKCTY HOKYMEHTa, Y
AKOMY 3a3Ha4alOTh IIOBHE HalMeHyBaHHS CTPYKTYpPHOTO IIJPO3Iily, IO Mae
BIANOBIIATH HaliMeHyBaHHIO, 3a3HadyeHoMy Yy crpykrypi JIIC, mampukmaz:
«ITonoxenns npo Jlenapramenr 3a6e3neyenns po6otu Ciryx6m»;

TEKCT MOJIOXKEHHS CKIaJa€ThCA 3 PO3ALIIB, KOXKHHHN 3 IKUX MOXe OyTH IOoIiIeHo
Ha [iPO3/IiIH, ITyHKTH Ta MiMTYHKTH, SKi HyMEpYIOTh apaGChKHMHM L(paMH;

MiNKCY€ TIONOKEHHS PO CTPYKTYPHHUI [T APO3/iN KepiBHUK IBOTO MiAPO3ALIY;

CTPYKTYPHI MiAPO3AiNM, SKi IPOBAJATh NiSNIBHICTE, TOB’A3aHy 3 Aep>KaBHOIO
TAEMHHICIO Ta 3aXHCTOM iHQopManii, 060B’I3KOBO IOTOMKYIOTh CBOI IIOJOMKEHHS
IIPO CTPYKTYPHi MIAPO3AUIM 3 YIpaBITiHHSAM OXOPOHH JEpXaBHOI TaeMHHUII],
TEXHIYHOI'O Ta KpUNTOrpadivHOro 3axucTy indopmanii;

apKyIll IOTODKEHHS 110 IIPOEKTY HaKa3sy, SKHUM 3aTBEPIUKYETHCS TIOJIOKEHHS TIPO
CTPYKTYpPHHH IApO3ZiN, CKIAJAa€ThCs 3 ypaxXyBaHHSAM BHMOI Migpo3dimiB 3.4
«3arajbHi BUMOTH Ta 0COGJIMBOCTI [IOTOKEHHs (Bi3yBaHHs) IPOEKTIB eIeKTPOHHHUX
ROKYMEHTiB» Ta 3.5 «3arambHi BHMOTH INONO NOPSAAKY IOTOIKEHHS IPOEKTIB
3aKOHOJaBYMX, HOPMATHBHO-IIPABOBHX aKTiB, PO3MOPSIYMX JOKYMEHTIB Ta IHINHMX
nokymenTiB y JIIIC» posainy III «Opranizauist po6oTu 3 nokymeHTamMu» Pernamenty
ALIC.

4.4.4. 3MiHM Ta [ONOBHEHHS [0 IIOJOXEHHS NPO CTPYKTYPHHH IIigpo3min
BHOCATECS LIUIIXOM BHJAHHA BigmosigHoro Hakasy JIIC, mpoexT SKOro roryerncs
CTPYKTYPHHM IIAPO3/iJIOM — PO3POGHUKOM TAKOTO JOKYMEHTA.

3MiHH Ta JONMOBHEHHS 1O TOJIOXKEHHS MOXYTh OYTH BHECEHI Y BHIAIKY 3MiHHM
(yHKIi} Ta mpolienyp, 3aKpilUIeHHX 3a CTPYKTYPHHM ITiJPO3/iTOM, a TaKOX HA3BH

CTPYKTYPHOTO IiIPO3LTY.
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4.4.5. TlonoxeHHs NPO HeCaMOCTIMHMH MiXPO3ALi, SKMH BXOIUTH IO CKJIamy
CTPYKTYPHOTO IiAPO3ALNy, CKIAIa€ThCA HA MiJICTaBi NONOKEHHS NPO CTPYKTYpHuil
MiApO3/11, 3aTBepIKEeHOro Bianosiauum Hakazom JIIC.

ITonoxxeHHs: PO HECaMOCTIHHMH MiIPO37in OGOPMIIOETECS Ha CTAHJAPTHHX
apKymiax nanepy ¢opmary A4 Ta MiCTHTh KOHKPETHHM i JOCTAaTHIM Ui BUKOHAHHS
3aBJjaHb, MOKJIANEHUX Ha INAPO3AiN, mepelik GYHKUiH i3 THX, sAKi 3aKpimmeni 3a
CTPYKTYPHHUM I APO3IiJIOM.

4.4.6. TlonmoxeHHs IPO HECAMOCTIMHHMN MiAPO3AIA PpO3pOOIAETHCS  HOro
KepiBHUKOM, TOTOIDKYETHCS 3 KEPiBHHKOM CTPYKTYPHOTO MiAPO3MiNy, IO CKIay
SIKOTO BiH BXOJUTB, 3acTymHAKOM I"onoBu JITIC BianosiaHo 1o po3noainy o60B’s3KiB
Ta 3aTBepIxyeTbes I'omosoro JTIC.

Y pasi npoBeleHHS MiANBHOCTI, IMOB’A3aHOI 3 JEPKAaBHOIO TAEMHHIEIO Ta
3aXMCTOM iH(opMallii, NOJOXKEeHHS PO HECAMOCTIMHMM MiAPO3Ail O0BOB’S3KOBO
IIOTO/DKYETHCA 3 VYIIPaBIiHHAM OXOPOHH Jep)KaBHOI TAEMHHMIN, TEXHIYHOTO Ta
KPHUIITOrpagivHOro 3axucTy iHhpopmarii.

4.5. Bumorn mogo nopsiaky ogopmiieHHs1 HOCa0BOI IHCTPYKIiY

4.5.1. TlocanoBa IHCTPYKIis — Il¢ OpraHi3amifHWH [JOKYMEHT, Yy SKOMY
BH3HA4Y€HO 3aBJaHHsd, OOOB’A3KM, NpaBa 1 BIONOBIJATBHICTD MpalliBHHKA Y
CTPYKTYPHOMY IiAPO3/ifi, o 3abe3nedye yMOBH isi H0ro eeKTHBHOI IIpalli.

4.5.2. TlocamoBa iHCTPYKIs pO3pOGISETECS KEPIBHUKOM CTPYKTYPHOTO
MiZPO3iTy Ha IOCamy KOXKHOTO IIpalliBHHKA JETIaPTaMEHTY, FOJIOBHOIO yIPABIiHHS,
YUPaBIiHHA, BiJidy, CEKTOpY BiANOBIAHO 1O MOJOXEHHS MpO BiAITOBiMHMIA
CTPYKTYPHHH IIiIPO3IiJL.

Jsi  KepiBHHKa CTPYKTypHOTO MiJpo3ainy (HECAMOCTIHHOIO MiApO3Miny)
II0CaoBa 1HCTPYKIS He pO3pOOIAETLCS, OCKIIBKY BiH i€ Ha MiJCTaBi MOJOKEHHS
PO CTPYKTYPHHUH MiApO3 AL (HecaMOCTilHmi miapo3in).

4.5.3. IlocamoBa iHCTPYKIIis 3aCTyIIHHKA KepiBHHKA CTPYKTYPHOTO IiApO3JiTy
(HECaMOCTIHHOTO HiZPO3AiLY), a TaKOXK IHIIMX IIPaliBHHKIB pPO3POGIAETHCA
OesnocepenHiM  KEpiBHHKOM, IOTODKYETBCS 3  KEPIBHHKOM  CTPYKTYPHOTO
nigposainy, 3actyndukoM I'onoBu IIC BianosigHo Ao posmominy oGoB’s3KiB Ta
3aTBepKyeThes ["onoporo ATIC.

4.5.4. IlocamoBa iHCTPYKIIis OGOPMIIOETECS Ha CTAHAAPTHHX apKyllaX Iarnepy
dbopmaty A4.

ITix 9ac oopMiteHHs TOCaI0BOT iIHCTPYKII|i CTiJ MAaTH Ha yBasi, 110:

Y 3arojloBKy JO TeKCTy 3a3HayaloTh HaWMeHYBaHHS IOCaiM MpalliBHHKA Y
ponoBOMY BIIMIHKY, sKe Ma€ BiJNOBIIaTH HAWMEHYBaHHIO, 3a3HAYEHOMY Y
CTpyKTypi Ta wmTatHoMy posmuci JIIC, nanpuxnan: «[locamoBa iHCTpyKuis
TOJIOBHOTO JEPIKaBHOI'O DEBi30pa-iHCIEKTOpa BiIily opraisaiii ympaBIiHCBKOI
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aisnbHOcTi  JIIC  ynmpaBnmiHHA —~ OpraHi3amiiHO-KOHTPOJIRHOTO  3abe3nedeHHs
JenaprameHTy 3abe3nedeHHs pobotu Ciyx6un»;

TEKCT II0CafoBOi IHCTPYKIII CKIAJA€TbCs 3 PpO3AUIB, SKi HyMepyroTh
apabcbkuMH 1HGpaMu. TeKCT NMOBHHEH MaTH BKa3iBHMH XapakTep, IUIi YOTO
JOLITBHO BHUKOPUCTOBYBATH YiTKi (OPMYIIIOBAHHS 31 CIOBAMH: «HOBUHEH», «MAE
npaeo», «cnid», «nompibHoy, «Heobxiono», «3aboponsemwvca». He mo3Bomserbcs
BUKOPHCTOBYBaTH Y TEKCTi II0CaJ0BOi IiHCTPYKIii (OpMyJIFOBaHHS 3i CIOBaMH:
«MOJICHA Y, KHE MOJICHAY, «BANCAHOY, «He BANCAHOY, «PEeKOMEHO0B8AHOY TOIIO;

NiJNACY€ TOCAfOBY IHCTPYKIIO KEepiBHHK BiAMOBIAHOTO CTPYKTYPHOTO
Higpo3aiy;

IiCJIA 3aTBEpXKEHHS I10CaJ0BOI iHCTPYKMUil ii JOBOJATH IO BiJOMa MPALiBHHUKA,
IpO IO Ha OCTaHHBOMY AapKylli IIepIIOr0 NPHUMIpHUKA iHCTPYKII pPOOHTBCA
BiATIOBITHHH 3aruC: «3 IOCAOBOO iHCTPYKIIIEHO O3HANOMIIEHHH(a).

4.5.5. IlocanoBi IHCTPYKIii B 000B’I3KOBOMY TIOpPSIIKY TIOBHHHI GYTH 3aMiHeHi i
niepe3aTBepIKeH] y TaKHX BHIIAKAX:

IIPH 3MiHi Ha3BU CTPYKTYPHOTO IIiAPO3IiTy;

IIpY 3MiHI Ha3BU [T0caay abo 3aKpilIeHHX 3a HeKo (QyHKITiH;

npy 3MiHI QYHKILiH Ta Iponexyp, 3aKpilUIeHHX 3a CTPYKTYPHHM IIiAPO3IiIoM
(mocanoxo).

4.6. Bumoru moo nopsiaky opopmienns Haxasy JAIIC

4.6.1. Haka3 — ne po3nopsaaduit fokyMeHT, skuii Bugaerscs I'onosoro JIIC Ha
IIpaBax €IMHOHAYaTBHOCTI 3 METOIO BUpIIIEHHS YCiX OCHOBHHX NHMTaHb AiSUIBHOCTI.
IlpaBo Ha mianucaHHs Haka3y 3akpimieno [onoxenusm npo JIIC.

Y pamkax NOBHOBa)KeHb, BU3HaUeHUX [101aTKOBUM KONEKCOM YKpaiHH, HAKa3M
MOXyTh OyTH miamucani 3actynHukamu [omoBu [IIC a6o yIOBHOBaKEHHMH
ocobamH, BU3HaUeHUMH 3a pimennsM [onosu JI1C.

4.6.2. Hakaz JIIIC odopmmoerbcs Ha crnemiaibHOMy OJaHKy, (hopMa SKOIO
Bu3HaudeHa IloctanoBoro Ne 55.

ITix vac cknaneHHs i opopmnenns nakasy JIIC citig MaTH Ha yBasi, 1mo:

a) JaTy IpPOCTAaBISHOTH INiJ 4YaC MiANMHCaHHA Hakasy. JlaTta 3a3Ha4YacThCs
apaOCpkuMM 1MdpaMH B OAHMH PAJOK y TaKiif MOCIiIOBHOCTI: YMCIIO, MicAlb, PiK.
Haty n03BOJS€TBCS O(QOPMIIOBATH SK CIIOBECHO-IIM(POBHM, Tak i IHGPOBHUM
cnocoboM. Y pa3i odopMiIeHHS Iatd LUGPOBUM CHOCOOOM YMCIO 1 MicAIb
IPOCTaBJIAIOTECA [BOMa IapaMH IU(p, PO3AUICHHMH Kpamnkoi; pik — 4YOTHpPMA
uuppamMy, Kpalka HalpHKiHII He craButhcs. Hampukmam: 07.06.2019. ¥V pasi
3aCTOCYBaHHs CIOBECHO-ITU(PPOBOTO CIOCO0Y 3a3HAYECHHS JaT NPOCTABIAETHCA HYJIb
B MO3HAYEHHI [JHA MicAIld, SKIO BiH MICTUTh OOHY LHM(pPY, HANPUKIAL:
07 gepBHs 2019 poky. JI03BOIAETHCSA BKUBATH CIIOBO «PiK» Y CKOPOYEHOMY BapiaHTi
«p.», Hanpuknaz: 07 yepBus 2019 p.;
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6) peecTpallifHUM iHIEKCOM € TIOPAIKOBHI HOMEp Y MeKax KaleHIAPHOTO POKY
OKpeMO 32 KOXHHMM BHMJOM Hakazy (3 OCHOBHHUX IIMTaHb disTTBHOCTI,
a/IMiHICTPaTUBHO-TOCIIOAAPChKUX a00 KaJPOBUX [TUTaHb);

B) 3MIiCT HaKa3sy KOPOTKO BHKIAIA€ThCS Yy 3arojiOBKYy, SKHH IOYHHAETHCS 3
npuiiMeHHuka «IIpo» 1 ckiIajaeTbcs 3a JONOMOIOK BiIMIECTIBHOIO IMEHHMKA
(wanpuknan, «IIpo 3aTBepmkenHs..», «IIpo cTBOpeHHs..») ab6o iMeHHmKA
(manpuknaz, «IIpo mincymku...», «[Ipo pesynsTaTd...»). SKIO 3arojoBok
nepesuiirye 150 3makiB (5 psakiB), HOrO JO3BONSETHCA NPOJOBKYBAaTH II0 MeEXI
IIPaBOro IT0JIsA M pO3TAllIOBYBaTH HEHTPOBAHO HaJ TEKCTOM.

SIKIO y TPOEKTI pO3MOPSAIYOro JOKYMEHTa HOeThCs IIpo JAEKilbKa IHTaHb,
3aroJIOBOK IIOBUHEH (POPMYIIOBAaTUCH y3arajabHEHO.

3arol0BOK IMIIEThCSA 12 KeryeM, CKIIANAeThCs 3 OMHOIO PEYEHHs, y JIAMKH He
OepeThCsl, Kpamnka B KiHIli He CTABHTHCS;

I) TEKCT Hakasy JAPYKyeTbcs 14 Kernem 6e3 BHKOPHCTaHHS IIigKpecieHb,
KypCHBY TOLIO Ta CKJIAIAa€TbCd 3 JBOX YaCTMH — KOHCTaTyrouoi (mpeambyna) i
PO3NOPSIYOL, KOXKHA 3 IKAX Ma€ MEBHI OCOOIUBOCTI OOPMIIEHHS.

Koncraryrouy dacTuHy (mpeamOyny) ApyKywooTh 3 abO3amy. Y oili yactui
3a3HAYAlOTL IACTaBy, OOIPYHTyBaHHS a0 MeTy BHIOAaHHS Hakasy. 3a3HadeHa
YaCTHHA [TOYMHAETHCA 3i clliB «Ha BHKOHAHHS...», «3 MeTO10...», « BIAMOBiAHO 10...»
TOWIO. SKIIO NOKYMEHT BHAAETbCS Ha IACTaBi paHille BHAAHWX JOKYMEHTIB,
00OB’I3KOBO BKa3ylOThCS iX PEKBi3WTH: Ha3Ba JOKYMEHTa, Ha3Ba OpTraHizamii —
aBTOpa JOKYMEHTA, J]aTa Ta peecTpalliiiHuii HoMep, 3ar0JI0BOK.

Posnopsn4a gacTHHAa Haka3y NOYHHAETBCS CIOBOM «H a K a 3 Y IO», fKe
APYKY€ETHCS JKUPHUM IIPUOTOM, IIiCIIA SKOTO CTABUTHCS JBOKpAIIKa.

Posnopsinya 9acTHHA MOALIAETECA HA IYHKTH 1 HiAIYHKTH, AKi HyMEPYIOTHCS
apabchKuMU HUGPaMH y Takil IIOCITiAOBHOCTI:

KOXKHa CKIaJ0Ba YaCTHHA TEKCTY, SIKa BiJMOBIiZA€ NOHATTAM «YaCTHHAY,
«pO3IiI», «IYHKT», «IiAIYHKT», HAIIIAE€THCS CBOIM HOMEPOM;

HOMEp KOJKHOI CKJIaZIOBOI YaCTHHHU MICTHTP yCi HOMEPH BiJIIOBIHUX CKIa10BUX
YaCTHH BHMILMX CTyIIEHIB IOILTY.

Tax, mynkts (po3aing) HyMepytoTs 1., 2., 3. (ue — nepumii, Apyrui, TpeTiii);

miAMyHKTH (migposging) — 1.1.; 1.2.; 1.3. (DiAnyHKT nepmmii MyHKTy HepIioro,
HiJITyHKT JAPYTUH IyHKTY MEPLIOro, MiAMyHKT TPETil MyHKTY MepIIOro).

ITicas xoxHOT IUGPH CTAaBUTHCS Kparka.

KoxHMH ITyHKT Ta MiANMYHKT NMINETHCH 3 ab3ally, SKMM MOYHMHAETHCS BHKJIAJ
HOBOI IyMKH. [TyHKT BiZIOKpEMTIOETBCS BiJl iHIIOTO KPANKo:o, a MiIyHKT — KPalKoo
3 KOMOIO.

Ilpy mocunanHi Ha IyHKT (IiAMYHKT) Y TEKCTi JHOKYMEHTa Kpalka B KiHI
HOMepa He CTaBUThCA (Hanmpukiaa, «BignosinHo mo m. 5 wakazy JIIC...»).

Y KOXHOMy IyHKTi NMOBMHHI OyTH 3a3HadyeHi OpradisalliiHO-po3mOpsgYa Iis
(3aTBepmKkeHHA ab0 BBeJCHHS B IO iHCTPYKIIii, IONOXEHHS TOIIO) abo KOHKpeTHe
3aBJaHHA (HOPYYEHHs) i3 CTPOKOM HOro BUKOHAHHS Ta CTPYKTYpHI HifpO3IilH —
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¥ioro BUKOHaBIll. BukoHaBLI MOXyTh OyTH Ha3BaHi TaKOX y3arajlbHEHO, HAPUKIAL;
«KepiBHuKaM cTpyKTypHUX migpo3aiiis ATICy.

KoxHe 3aBgaHHS, BU3HaueHe y JOKYMEHTi, NMOBHHHE BiAMOBiaTH Ha Taki
3anuTaHHsA: «XTO MOBUHEH 3pobutu?», «1llo HeobxigHO 3pobuTH?», «KOIH MmoBHHHO
OyTH BUKOHAHO?».

Axmo 3aBraHHA abo i mependadae KOHKPETHOTO BHKOHABILIS, BiIITOBiIHUI
IMyHKT IOYMHAIOTH 13 3a3Ha4eHHs M10CaH, IPi3BUINA Ta BIACHOIO iMeHi BUKOHABIIA Y
JaBalbHOMY BiIMIHKY. BUKOHaBISIMH Tako)XX MOXYTb OyTH CTPYKTYPHH# ITigpo3min
abo oprasizamis. Y TakoMy BHIaJKy Npi3BHINEe Ta BIAacHe iM’s KepiBHHUKA
3a3HAYAIOTBCA Yy JYXKaX y Ha3MBHOMY BiAMIHKY IIiclIS HasBU MiApO3Aiy,
HaTpUKIaI:

Hupexkropy  (Hdupexrtopri) [Hemapramenty ... IBamyeHky  Muxkoimi
(I'yaxo OneHi) miAroTyBaTy NpoONO3UIIii MO0 ... Ta HaJaTH. ..
Tepmin — go 15.07.2019.

abo

JenapramenTy ... (IBanueHko Mukona) miAroryBatv HMpoOMO3MLii MOJO0... Ta

HAIaTH. ..
Tepmin — mo 15.07.2019.

Opranizallis KOHTPOIIO 32 BUKOHAHHSM HaKa3y, SK MPaBHIIO, MOKIAJA€ThCA Ha
xepiBauTBO JIIIC 32 HanpsAMOM HisUTBHOCTI BiAMOBIAHO 10 pO3MOAily 060B’a3KiB (y
IbOMY pa3i Lel MyHKT Mae mopsaKoBuii Homep). Hanpuxan:

3. KoHTponbs 3a BUKOHAHHSM HakKa3zy IMOKJIACTH Ha MEPINOro 3acTyITHHMKA
I'onoeu JIIC...

B okpemux Bumagkax KOHTPOIb 32 BHKOHAHHSM HaKa3y KEpiBHHK MOXe
3aIMINMTH 3a CO00I0 (y mboMy pasi Leidl MyHKT He HyMEpPYEThCH, MHIIETHCS 3
a63arty). Hanpukinan:

KoHTpoiIb 32 BAKOHAHHAM HaKa3y 3aJIMIIao 3a co00ro.

I) HE 3aCTOCOBYETHCS HANMCAHHS HEKOHKPETHHX HOPYYEHbB, sIKi MICTATH CIIOBA:
«NPUCKOPUMUY, «ROJINUWUMUY, KAKMUGIZY8AMUy», «36ePHYMU Y6az2y» TOILO, a TaAKOK
HEKOHTPOIIBHUX JOPYYEHb — « 008ecmu 00 8i00MA», « O3HAUOMUMUY TOLLO.

SIKI0 HaKa3oM BiAMIHAEThCS HOMEpEAHIM Hakas, y poO3MOpANYid dYacTUHI
3a3HAYA€ThCS IIYHKT, SKAN IIOBUHEH MOYMHATHCA 3i CIiB: « BU3HaTH Takum, IO
BTPAaTUB YUHHICTB, ...»;

) 3MiHaMH, 10 BHOCAThCS A0 Hakasy JIIC, Moxe 6yTu nepenbadeHo:
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3aMiHy CJiB, HU(D, JONOBHEHHS CJIOBAMH, [IM(PPaMHU Ta X BUKIIOYEHHS;

HOBY pPEIakKIilo po3AiNiB, Mmiaposninie (riaB), MyHKTIB, MiAMYyHKTIB, aG3aris,
peUeHb;

JIOOBHEHHS PO3ALTaMH, MiApo3ditaMu (TnaBaMH), ITyHKTaMH, IiIIIyHKTaMH,
ab3anamu, peueHHIMH ab0 1X BUKIFOUYEHHS.

3MiHM BHOCATBCS O OCHOBHOro Hakasy JIIIC, a He 10 Haka3y PO BHECEHHS
3MiH 10 HBOTO.

Ilpn BHeceHHI 3MiH 10 Kimekox HakaziB JIIIC BOHM HABOIATHECS B
XPOHOJIOTIYHOMY MOPSIIKY;

€) AKIIO IO Haka3y JoAaloThcs Tabmumi, rpadiku, GoOpMH, CXeMH, IHCTPYKIil
TOILO, TO iX OGOPMIIOIOTH Ha OKpEMHUX apKyllaX SK OOJATKH, a y BiAIoOBimHHX
IMyHKTax pO3MOPAIIOl YaCTHHH Haka3sy POOMTHCS IOCHIIAHHS Ha Li JOKyMeHTH. IIpn
IBOMY DEKBi3HT «BigMiTka @po HasBHICTH [OZATKiB» MiCIs TEKCTy Hakasy
CaMOCTIHO He 0(OPMITIOIOTb.

Honatku oQOpMISIOTECS Ha CTaHAAPTHHX apkKymax ¢opMary A4 i IOBHHHI
Oyt mpoHyMepoBaHi. CTOpiHKM KOXHOrO IOJaTKa MaloTh CBOIO HyMepamito. Ha
KOXHOMY JOJAaTKy y BepXHBOMY MpaBOMy KyTi MepIIOro apKylla poGIATH
BiANOBIIHY BiAMITKYy 3 MHOCWJIaHHAM Ha BiAMOBIIHUM JOKYMEHT, HOro mary i
peecTpauiiiHuii iHgeKc.

JlonaTky 1o po3nOpsI40ro JOKyMEHTa MOXYTh OyTH TaKMX BUIIB:

IONATKH, IO 3aTBEPIXKYIOThCS 200 BBOIATHCS B [IiF0 HAKAa30M, HAPHKIIAL:

3ATBEPIDKEHO

Haka3s Jlep>xaBHOI mo1aTKOBO1
cyx6u Ykpainu

03.06.2019 Ne 7

JOOATKH, IO NOSCHIOIOTH a00 JIOTIOBHIOIOTH 3MICT HaKa3y, HalIpUKJIaa:

Jonarox

1o Hakazy Jlep>kaBHOI MOJIaTKOBOIL
cityx6u Ykpainu

03.06.2019 Ne 7

Ha monartkax [0 Haka3y, IOJIO)XEHHS, IPaBIJI, iHCTPYKIii TOILIO NPOCTABIAEThCS
BIZIMITKa y BEPXHBOMY NIPABOMY KyTi [EPIIOi CTOPIiHKH JO/ATKa, KA BKIIOYa€e HOMEp
J0/laTKa, 3arojOBOK pPO3MOPSIJYOro INOKyMEHTa Ta IMOCHJIaHHA Ha BiANOBiIHY
CTPYKTYPHY OJUHHLIO, HAITPUKIIA;
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Honarok 17

1o IHcTpykii 3 AiNOBOACTBA ¥
ATIC

(mynkt 2.2.1.1)

V pasi HasBHOCTI KiJIbKOX JOJAaTKiB Ha HUX 33a3HAYAIOTHCS IOPSIKOBI HOMEDH.
3Hak Ne nepe HUGppOBUM MO3HAYEHHSM HE CTAaBUTHCS, HAITPHKIIA!

JlomaTok 3

J10 Haka3y JlepxaBHOI 1MOJIaTKOBOL
ciyx6u Ykpainu

03.06.2019 Ne 7

Axmo pnomaroxk no Hakasy JIIC, sxuii BBOOUTHCS LM JOKYMEHTOM Y Jilo,
BUKJIQZICHO Yy HOBIM peznakiii, BigMiTka OO HBOro O(OPMIIOETBCS 3a TaKUMH

dhopmamu:

Jomarok

1o Haka3y JlepkaBHOiI OJaTKOBOI
ciyx06u Ykpainu

04.06.2019 Ne 10

(y penakuii Haka3y Jlep>xaBHOI
IIOJAaTKOBOI CIIyx0u YKpaiHu

Big 01.07.2019 Ne 38)

3ATBEPJDKEHO

Haxas Jlep>xaBHOI OOaTKOBO1
ciyx6u Ykpainu

03.06.2019 Ne 7

(y penakuii Hakasy Jlep:kaBHOT
IOJJaTKOBOI1 CITy>k0U YKpaiHu
B 01.07.2019 Ne 39)

VY pa3i gonoeHeHHs Hakazy JI[IC HOBOW0O CTPYKTYPHOIO OJHHHIEID PO
3aTBEPDKCHHS JOJaTKa 10 [bOro HaKa3y y rpudi 3aTBep/KeHHS Na€ThCs MOCHUIaHHA
Ha JaTy 1 HOMep Haka3y, SIKHM YHOCSTBCS 3MiHH J0 MIEPBUHHOIO HaKa3y.

IIpo HasBHICTH NOAATKIB 3a3HAYAETHECS Y PO3MOPSIYil YaCTHHI TEKCTY Hakasy
HIIC: «(3rigHo 3 IOJaTKOM)», «IIO HOAaeThes», «(momatok)y». IlocunanHs Ha Ha3BY
JlofaTKa y TeKCTi HaKa3y MIOBUHHO BiAMOBIAaTH Ha3Bi caMOro J04aTKa.
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JlonaTky,  3aTBEp/UKEHI  pO3MOPSAYMM  JOKYMEHTOM,  JOJAIOThCA Y
MOCTIIOBHOCTI, y AIKifi BOHH 3aTBEPIKEHI B PO3MOPIIIOMY JOKYMEHTI.

Axmo Haka3z [IIC omHodacHO Mae HOAATKH, SIKi 3aTBEPIKYIOTBCA HUM, T4
NONaTKH, $KI MOSCHIOIOTh a00 JOMNOBHIOIOTH 3MICT OCHOBHOIO JIOKYMEHTA4,
ohopMIIEHHS KOKHOTO BUAY JIOJaTKa 3/iHCHIOETECS y MOPSAAKY, BCTAHOBICHOMY IS
TaKoro BHIY.

VY pa3i HaBeJeHHS B NOJNATKy TaONWIl 3aroioBKM rpad Tabiull NULIYyThCS 3
BEJIMKOI JIITEPH, IiA3aroJI0BKH — 3 MaJIOl JIiTepH, AKIIO BOHH CTAHOBJIATH OJHE Ifiie i3
3aroJIOBKOM, 1 3 BEJMKOI JiTepd — SKIIO Mi3arojJOBOK Ma€ CaMOCTIHHE 3HA4YeHHS.
Kpanku B KiHII 3aroyioBKiB i MiA3arojioBkiB rpad He CTaBIATHCS. 3aroJIOBKH i
Hif3aroyioBKu rpad Ta psaakiB Tabmui MOBHHHI OyTH IMEHHHMKaMUd B HA3HBHOMY
BIIMIHKY OJHHMHH. Y 3arojloBkax i Mmia3arojoBKax psAOkiB i rpad TaGmuui
BXXMBAIOTbCS JIMIIE 3arabHONPUMHSATI YMOBHI MO3Ha4YeHHA 1 CKopodeHHs. ['padm
TabauLi, sKi PO3MILIYIOThCS Ha KIIBKOX CTOpiHKaxX, HyMepyroTbcs. Ha mpyriii Ta
HACTYIHIN CTOpiHKaxX TabiWIi 3a3HAYalOThCI HOMepH rpad), a TaKOXK Y BEPXHBOMY
npaBoMy KyTi — cioBa «IIpogoBxeHHs Tabamii».

JlogaTku 1O MpoeKTy Haka3y, IO JOIMOBHIOIOTH a00 MOSCHIOIOTH 3MiCT
OCHOBHOTO JIOKYMEHTA, Bi3yIOThCS KEPIBHUKOM CTPYKTYpPHOI'O HiApO3Mily, 110 HOro
roTyBaB, Ha JIMI[LOBOMY OOLll OCTAaHHBOI'O apKyIila JOAaTKa.

Ha momatrkax o0 MONOXeHb, NMPaBHJI, iHCTPYKIiA TOMIO y KIHII Mi TEKCTOM
JOJIaTKa MPOCTABISIETHCS PUCKA, IO CBIAYUTH MPO HOTro 3aKiHYEeHHS;

€) apKyIl MorofpkeHHs A0 npoekty Hakasy JIIC cknamaeThes 3 ypaxXyBaHHSIM
BHUMOT Miapo3aiiiB 3.4 «3aranbHi BUMOIH Ta OCOOJIMBOCTI MOTOJKEHHS (Bi3yBaHHS)
MPOEKTIB €JEKTPOHHUX MOKYMEHTiB» Ta 3.5 «3arajbHi BUMOIM INOAO MOPSIKY
TIOrO/PKEHHS MTPOEKTIB 3aKOHOJABYMX, HOPMATHBHO-NIPABOBHUX aKTiB, PO3MOPSIAYUX
IOKYMeHTiB Ta iHmmxX mokyMeHTiB y AIIC» posaimy III «Opranizamis pobotu 3
nokymeHtammu» Pernamenty JTIC.

Sxuio y mponeci moromkeHHsA 10 mpoekTy Hakaly JIIC BHOCSTBCS CyTTEBI
3MiHH, BiH MiJJIsAra€ MOBTOPHOMY MOT'OIKEeHHIO;

) Haka3, SK TNpaBWIO, HaOWpae YUHHOCTI 3 MOMEHTYy HOro miAnmucaHHs i
peecTpalriii, KO y TEKCTi He BCTAHOBJIEHO iHIII cTpoku. [licis HabpaHHS YMHHOCTI
HaKa30M BHECEHHS 3MiH 0 HbOrO, BU3HAHHS HOr0 TaKuUM, IO BTPAaTHB YHHHICTb, YH
fioro ckacyBaHHS 3[IiiCHIOETHCS JIUIIE IUIIXOM BUAAHHS HOBOT'O HAKas3y;

3) BIacHe iM’s Ta Mpi3BHINE MpalliBHUKA, SKHA CTBOPUB AOKYMEHT, Ta HOMED
Horo ciyx60Boro TenedoHy 3a3HA4YaAIOTHCA Y HHKHBOMY JIIBOMY KYyTi OCTaHHBOL
CTOpIHKH JOKyMeHTa 8 — 12 Kermem.

4.7. Bumoru moao nopsaky opopmiienns posnopsigxenns AIC
4.7.1. Po3nopsapkeHHS — 16 PO3NOPSAYUN NOKyMeHT, sKui Bupaetscs B JIIC

IUIS BUpILIEHHS ONEPaTHBHUX IHTaHb, IO MalOTh OOMEXeHWi TepMiH mii i
CTOCYIOTBCS BY3bKOI'O KOJIA ITUTAHb.
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Merti BuaHHA PO3NOPSKEHHS MA€ BiANOBIAATH CYTh PO3MOPSAIKEHHS, 110, 3i
cBoro 00Ky, BLANIOBiJja€ Ha 3allUTaHHS «SIK BUKOHYBAaTH?».

4.7.2. Posnopsamxenns JAIIC opopmitoeTses Ha crerianbHOMY OllaHKY, dopma
sikoro Bu3HaveHa [loctanoBoro Ne 55.

ITin wac cxiuageHHs i odopmieHHs po3nopsmkenHs HIIC cnixg kepysatmcs
BUMoOraMH HyHKTy 4.6.2 migposniny 4.6 «Bumoru momo mopsaky ogopMieHHS
Hakazy JIIC» mux MeTtoauyHuX peKOMEHJAIlf Ta BpaxyBaTH, IO PO3MOpsAIYa
YaCTHHA PO3MOPAIKEHHS TOYUHAETHCS CIIOBOM «3 0 6 0 B’ 5 3 y I0», SIKE€ APYKYETHCS
XUPHUM MIPUPTOM, MICIIS IKOTO CTABUTHCS ABOKpAIIKa.

4.8. Bumoru mogo nopsigky opopmiieHHS
CHITBHOIO HaKa3y (pPo3nopsAIKeHHs) YCTAHOB OJIHOTO PiBHHA

4.8.1. YcraHOBM OAHOIO pIBHS MOXYTh BHUAATH CHUIBHUK PO3MOPSIUHMit
JOKYMEHT.

CrninsHuM Haka3 (pO3NOpsHKEeHHs) OPOPMITIOETECS Ha YHCTHX apKyllax Harepy
dopmary A4 (210 x 297 wminimetpiB). [epxaBumit ['ep6 VYkpainm mig yac
oopMIIEHHS TaKMX Haka3iB (pO3NOpSKEeHb) HE BIATBOPIOEThCS. HaliMeHyBaHHS
YCTaHOB PO3MIIIYIOTECS HAa OHOMY PiBHI, a Ha3Ba BUIY JOKYMEHTA — IIOCEPEAMHI.

4.8.2. Tlix gvac oopMIIeHHS CHIJIBHOIO PO3MOPSIIOro JOKYMEHTA ClIiJ MaTH Ha
yBa3i, mo:

a) y CHiIFHOMY PO3NOPSIIOMY JOKYMEHTI NPOCTABIISIOTh JIMIIE OHY AATy, IKa
BLANOBiae JaTi OCTaHHBOro MiAmucy. /lata mMoxe 6yTH odopMmieHa SK CIOBECHO-
111 (GpOBUM, TaK i UPPOBHM CIIOCOOOM;

0) peectpauiiiHuii iHIEKC CIIIBHOTO PO3MOPAIUIOro JOKYMEHTa CKIAAA€cThCs 3
peecTpalifHUX iHAEKCIiB, SKi MPOCTaBISIOTECS Yepe3 MpaBOOiuHy MOXHMIY PHUCKY B
MOCJILAOBHOCTI MiJINIMCaHHs HaKa3y (PO3MOPSIKEHHS ) KEPiBHUKAMU YCTAHOB;

B) y CIHIJIBHOMY pO3INOpPAAYOMY HOKYMEHTI Mae OOOB’S3KOBO OyTH BKa3aHO
Miclle CKJIaJieHHs a0 BUIaHHS JOKYMEHTAa;

I') 3aroJIoBOK A0 TEKCTY Ma€ CTUCIIO i TOYHO BHU3HAYATH CMHCIIOBHI acrekT
3MICTy PO3IOPSAIYOro JOKYMEHTA. 3arolOBOK IMHUINETHCH 12 KeryieM, CKIaJa€Thes 3
OJIHOI'O pEeYeHHs, y JIAallKU He 6epeThCs, Kpalka B KiHIli He CTaBHUThCH;

I) TEKCT CINBHOIO pPO3MOPSAYOro NOKyMeHTa IPYKYeTbes 14 Keriem 6e3
BUKOPHCTAaHHS MIAKpEeCIeHb, KypCHBY TOLIO Ta CKIAMAEThCA 3 OBOX YACTHH —
KOHCTATYI0401 1 pO3MOPsAYO0L, KOXKHA 3 SIKMX Ma€ IeBHi 0COOIMBOCTI OOPMIIEHHS.

KoHcTaTyrody wacTHHy ApYKyioTh 3 a03aiy, B KiHIl pedyeHHs Kpanky He
CTaBysATh. B LiM 4acTuHI 3a3HaYarOTH MificTaBy, OOIPYHTYBaHHS aG0o METy BHAAHHA
PO3NOPSTIOro JOKyMEHTA.
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Posnopsady dYacTHHY TeKCTy CIJIBHOrO Haka3dy IIOYMHAIOTh 31  CII0B2
«HAKA3YEMO», a po3nopsagdyy 4acTHHY TEKCTY CITUTBHOTO PO3IMOPSIKEHHS — 31
cioBa «30BOB’SA3YEMOp», sike OpyKyrOTh BEIUKHMH JiTepaMy )KUPHUM MIpA(TOM
0e3 ab3ary i 63 J1anoK, MiCIs HbOTO CTABJIAThH IBOKPAIKY.

Hmwxue 3 ab3amy (opMymorOTh 3MICT Oid, II0 MaioTh OYTH BHUKOHAHI.
Posnopsiaua dYacTMHAa TNOHINAETHCS HAa IYHKTH 1 MiOIyHKTH, $SKi HYMEpPYIOTh
apaOChKUMH IppaMu. Y KOXHOMY ITyHKTI HOBHHHI OYyTH 3a3HadeHI BUKOHABIIi
(cTpyKTypHi miIpo3find abo KOHKpEeTHI MMOcagoBi 0coOH), KOHKDETHI 3aBIaHHA
(mopy4eHHs1) 1 CTpOKM iX BHKOHaHHS. BHKOHaBLI MOXyTh OYTH Ha3BaHI TaKOX
y3arajibHeHo, Hanpukial: «KepiBHUKaM cTpyKTypHUX miapo3auniB JAITCy.

IIpy 1bOMy HE 3aCTOCOBYETHCS HAIMCAHHS HEKOHKPETHHX JOpYYeHb, SKi
MICTSTD CJIOBA: «MPUCKOPUMUY, «NONINUUMUY, «AKMUBIZYBAMUY, «36EPHYMU Y8A2Y»
TOIIIO.

Skmo po3mopsoYEM JOKYMEHTOM BiIMIiHSETHCS TIOMEPENHIH PpO3MOPS I
IOKYMEHT, Y pO3NOpsadiil YaCTHHI 3a3HAYA€ThCS IMYHKT, SKWA TOBUHEH ITOYUHATHUCS
31 cniB: «BU3HATH TakuM, 110 BTPATUB YHHHICTB, ...».

OctaHHI} IyHKT pO3MOPAAYO]l YACTUHH Yy pa3i MOTpedu MOoXe MICTUTH pillleHHS
IpO TOKJAACHHS Ha CTPYKTYpHUH mifpo3zin abo mocamoBy ocoby (yHKUiA 3
KOHTPOJTIO 32 BUKOHAHHSAM PO3IOPSAIUOro JOKYMEHTA;

1) SKIIO A0 PO3MOpSIIOro JOKYMEHTa AOHAIOThCS Tabnuii, rpadikd, ¢opMu,
CXEMH, IHCTPYKLii TOIO, TO iX 0GOPMITIOIOTh HA OKPEMHX apKyIlax siK JOJATKH, a Y
BIZINIOBITHUX ITyHKTax Haka3y (pO3MOPSIKEHHs) Jal0Th MMOCHIAHHS Ha i JOKYMEHTH.
IIpu upomy pexBizur «BigMmiTka mpo HasABHICT, MAOHATKIB» IICIA TEKCTY
PO3NOPAAYOrO JOKYMEHTa He O(OPMITFOETHCS.

JlonaTku OQOPMIIOIOTECS Ha CTaHOAPTHHX apKyllaX Ta MalTh OyTH
npoHyMepoBaHi. Ha k0)XHOMY 1oJaTKy Y BepXHbOMY IIPaBOMY KYTi IEPIIIOTO apKylia
poOIIATH BIINOBIAHY BIIMITKY 3 IIOCHJIaHHSM Ha PO3NOPSIIMid JOKYMEHT, HOTO JaTy i
peecTpalliiiauii iHnekc. Y pa3i HasgBHOCTI KiJIbKOX MOJATKiB Ha HHUX 3a3HAYalOTHCS
NOpsiAKOBI HOMepH. 3Hak Ne epes U(PPOBUM MMO3HAYEHHAM HE CTaBHTHCA.

Ilin vac ckimageHHs W oOQOpPMIICHHS HOJATKIB 1O CILIBHOTO HakKasy
(pO3NOpSIIKEHHS) CHiJl KepyBaTHUCS BHMOTaMH IIAMYHKTY «e»  IyHKTYy 4.6.2
nigposainy 4.6 «Bumorn moxo mopsaaky odopmienHs Hakasy JIIC» mux
MeroanuHux peKOMeHaIlii;

€) CIUIBHUH pO3NOpsSAdYuil NOKYMEHT WiAIMMCYIOTh KEepPiBHHUKH BiAMOBITHUX
ycTaHoB. [liinucy KepiBHUKIB YCTaHOB PO3TAIIOBYIOTHCS HHKYE TEKCTY HA OJHOMY
PIBHI 1 CKPIILTIOIOTHCS repOOBUMH MEYaTKAMH [IUX YCTAaHOB;

€) apkyu1 orojxeHHs y JAIIC no mpoekTy cribHOro Hakasy (po3IopsHKeHHS)
CKJIAlac€ThCs 3 YypaxyBaHHAM BHUMOr miApo3nimB 3.4 «3arajbHi BHMOTH Ta
0CODIMBOCTI MOTOMKEHHS (Bi3yBaHHS) MPOEKTIB EIEKTPOHHUX NOKYMEHTIB» Ta 3.5
«3aranbHi BHUMOTH IIOJO TMOPSOKY IIOTODKEHHS IPOEKTIB 3aKOHOJABYMX,
HOPMATHBHO-IIPABOBUX AaKTiB, PO3NOPAIYUX IHOKYMEHTIB Ta IHIIMX AOKYMEHTIB y
HIIC» pozainy II1 «Opranizattist po6oTtr 3 fokymeHnTaMu» Pernamenty JIIC.



15

SIKiIo y mpoieci HOroLKEHHS IO IPOEKTY CHIBHOTO PO3MOPSAAYOrO TOKyMEHTA
BHOCATBCS CYTTEBI 3MiHHM, BiH MUISTae JOOMPAIfOBAHHIO Ta ITOBTOPHOMY
IIOTOKEHHIO;

) POEKT CIILILHOTO PO3MOPAAUOro JOKyMeHTa, 1o NOB’si3aHuil 3 iHTepecamu
IHIIMX YCTaHOB, Ma€ IONEepeHBO IOrODKYBAaTHCS 3 HUMH. Y TaKoMy pasi B Hakasi
(po3nopsmKeHHi) OQOPMIIOETECS TpH() HOTOMKEHHS ab0 CKIAa€EThbCs OKpeMHil
apKylll IIOTOJUKEHHS, SIKMH JOJaeThcs JO I[BOIO PO3MOPSAAYOro JOKYMEHTa. 3a
HagBHOCTI PpO30IKHOCTEH MO TPOEKTY CIINBHOTO Hakady (pO3MOPSAMKEHHS)
IOIAIOTECA 3ayBaXEHHs abo CyTh pPO3ODKHOCTEH 3a3HAYAETHCA Y CYMPOBiZHOMY
JIUCTI;

3) CHiNBbHME Haka3 (pO3NOPSDKEHHS) HaOHMpae YHHHOCTI 3 MOMEHTY HOro
IiANMCAaHHA i peecTpallii, AKIIO y TEKCTi JOKyMeHTa He BCTAHOBJEHO iHIII CTPOKH.
Ilicns HaGpaHHS YMHHOCTI PO3MOPSAAYHM IOKYMEHTOM BHECEHHS 3MiH IO HBOTO,
BH3HAHHA MOr0 TaKuM, INO BTPAaTUB YHWHHICTh, YU HOro CKacyBaHHS 3IiMCHIOETHCA
JIUIIE NUISIXOM BHJIaHHS HOBOT'O CITUTBHOTO Hakasy (PO3MOPSIKEHHS ),

H) BJIaCHe iM’si Ta IIpi3BHIINE NpAlliBHUKA, KA CTBOPUB HOKYMEHT, Ta HOMEp
Horo cimyx6oBoro TenedoHy 3a3HAYAIOTHCA Y HIDKHBOMY JIIBOMY KYTi OCTaHHBOI
CTOPIHKH JHOKyMeHTa 8 — 12 KerieMm.

4.9. Bumoru mopo nopsaxky opopmiennsi xopydenns I'onosu AIIC

4.9.1. Hopyuenns I'onmou MAIIC — 1me po3mopsamdyuii TOKyMEHT, SKHH MOXe
BuaBatuck I'omoBoro JIIC (abo ocoboro, sika BHKOHye iforo oOOB’S3KHM) y pasi
BUHHKHEHHS HarajJbHOI HEOOXIMHOCTI 3 MeTOoK 3al0e3sneyeHHS BUKOHAHHSI
TEpMIHOBHX 3aBJlaHb Ta OIEPATHBHOIO BUPIIIEHHS [TUTAHb.

4.9.2. Jlopy4eHHs OGOpPMIIIOETECS Ha YUCTHX apKyluax mamepy dopmary Ad4.
Hepxasauii I'ep6 Ykpainu ninx gac odopMIleHHS TOpyUYEHHS HE BiITBOPIOETHCS.

Ilin d9ac mMATOTOBKH TIPOEKTY JOPYYEHHS CJiI KepyBaTHCSi BHMOIaMH
nyHKTy 4.6.2 migposniny 4.6 «Bumoru mono mopsaky odopmienus Hakaszy JIIIC»
X MeroauyHux peKkoMeHIallii, mpu oMy CJIiJl MaTH Ha yBasi, IIO:

po3Mopsya YacTHHA JOPYyYEeHHS NO4YHMHAEThes 31 cinoBa «JIOPYUYARO», ske
IPYKYIOTh BEIMKHMH JIiTepaMH XUpHUM IipudToM Oe3 ab3aiy i 6e3 mamok, micis
HBOTO CTaBUTKLCS ABOKPAIIKa;

Bi3yBaHHS IIPOEKTY JOPYYEHHs 3MIHCHIOETBCA Yy TakKi ITOCTiJOBHOCTI:
NpaliBHUKOM, SKHH IiATOTYBaB HPOEKT NOKYMEHTa, KEPiBHHKOM CTPYKTYPHOTO
HiIpo3JiTy, B SKOMy HOro CTBOPEHO, MPpaliBHUKOM BiJIiTy peaaryBaHHs,
KepIBHMKaMH JeTlapTaMeHTiB NpaBOBOro 3abesredeHHs Ta 3a0e3nedeHHs poOOTH
Cmyx0u. ApKylml IOTO/DKeHHs He CKIAIa€Tbes, Bi3M NPOCTABIAIOTECS HHKYE
pekBisuTy «lligmuc» Ha ApyroMy HpUMIPHHKY NOKyMEHTa Ha JMILOBOMY OOLi
OCTaHHBOTO apKyIIa,;
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BUKJIIOYHE NpaBoO MiANMUCAHHA AopydeHHs Mmae ['omosa JIIC (a6o ocoba, sika
BUKOHY€E HOro 000B’SI3KH);

Jlata Ta PeECTpallifHMi iHIEKC HAHOCATHCHA MIAPO3IIIOM KOHTPOJIO ITicisi
MiANKCaHHSA JOpPYYeHHS IUISXOM [IPYKY IITPUX-KOAY, IPHCBOEHOTO CHCTEMOIO
€JIEKTPOHHOTO TJOKyMEHTYBaHHS.

4.10. Bamoru moxo nopsaaky o¢popMJIeHHS A0NOBIIHOT 3alIHCKH

4.10.1. JlonoBigHa 3anucka — 1e iHGopMauiiHO-aHATITHYHMN JOKYMEHT, SKUM
indopmyrots kepiBHunTeo JIIC mpo curyamiro, mo cknanacs, (GakTH, sSKi Maiu
Miclie, CTaH BUKOHAHHSA pOGOTH TOILO.

JlomoBifHa 3ammcKka MO)Ke TOTYBAaTHCS $SK 3a BIACHOIO iHILIATHBOI, TaK i
BKa3iBKOIO KepiBHMITBA. MeTolo iHiliaTHBHOI JONOBIIHOI 3aIMCKH € CIIOHYKaHHS
xepiBHuITBa JIIIC 10 NPUAHATTS NEBHOIO PilIeHHS.

4.10.2. [TonosinHa 3aNKCKa FOTY€ETHCSE KEPiBHUKOM CTPYKTYPHOTO HiApO3IiTy Ta
0pOpMITIOETECS. HA CTaHAAPTHHX apKymnax nanepy ¢opmaty A4. TexcT momosimHol
3aIllUCKU JAPYKYyeThbes 14 KerieM.

3aeXHO Bif BHAY JMONOBIHOI 3allUCKH, AKA4 TOTYEThCS HA BIACHE iM’s
T'onosu JIIC (indopmaniitHoro xapaxrepy, abo IIOAO BiApsmKeHHS, ab0 3 MHTaHb,
IO MOTPeOyFOTh NMPUHWHATTS YNPABIiHCHKHX DillleHb), Y BEPXHLOMY MpaBOMY KyTi
BEIMKHMH JIiTEPaMH XKUPHUM LIPAPTOM ApyKyroThes crnoBa «[HOOPMAILUMHA»,
a6o «BIAPADKEHHS», a6o « YITPABJIIHCBHKE PILLIEHHT».

JlomoBinHa 3amucka roTyeTscsl 3 ypaxyBaHHSIM BUMOT MyHKTY 3.3.9 migposminy
3.3 «Opranizania poboTH 3 MATOTOBKH IPOEKTIB Hakasis, posnopsmkens JIIC,
nopydess ['onosu JIIC, nonosinaux 3amucox» posainy III «Opranisanis po6otu 3
AokymeHTaMm» Pernmamenty JIIC Ta iHmmx posnopsauux gokymentis JIIC.

ITig yac odopMIIeHHS TOIOBIIHOI 3aMKUCKH CJIi MATH HA yBasi, I110:

a) TEKCT JOMOBiJHOI 3alMCKH MOUISETLCA HA YOTMPH JAaCTHHH, KOXKHA 3 SKHX
ApyKyeTbest 3 absary, 6e3 namok. HasBu 4acTuH ApyKyrOTBCS KHPHMM HIpHBTOM,
IiCIIsl HUX CTaBUTHCS JBOKPAIIKa.

Ilepura yacTiHa MOYMHAETBHCA 3i cioBa «Bim: ...», siKe ApyKyeThcs >XKHPHHM
IPAGTOM, ICIS YOTO HAaBOAMTHCA Ha3Ba CTPYKTYPHOrO HifpO3Jily y POJOBOMY
BiIMIHKY, KU} TOTY€ TOKyMEHT, HAIIPUKIAL:

Bin: /lenapramenty 3abe3nedenns po6otu Ciyx6u.

Jpyra 4yacTuHa moYnMHAEThCA 31 ciaoBa «Tema: ...», sike JIPYKY€ETHCS XUPHAM
pUQTOM, B sKiil CTHCIIO i TOYHO BigoOpaxaeThes 3MicT TEKCTY JOIIOBiqHOI 3aIIMCKH,
HaIpUKIa;

Tema: IIpo cTaH BUKOHABCHKOI OMCLMILLIHK ¥ CTPYKTYpHHX Tigposminax JIIC y
gepBHi 2019 poky.
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Tpers dyactuHa mouynHaeTbes 3i cmiB «CyTh NHUTAHHS: ...», AKi APYKYHOTHCS
XUPHUM HIpU(TOM, B SKii HaABOAATHCA (akTH abo OMUCYETHCS CHTYaIlis, 110 CTasa
MPUBOOM JJIsl HAITUCAHHS JOIOBIIHOI 3aITUCKH.

YerBepTa YacTMHa No4YMHAeThes 3i ciiB «llpomo3umii: ...», sSKi APYKyrOThCA
KHUPHUM IIPH(PTOM, B AKill KEpIBHUKOM CTPYKTYPHOTO HiAPO3MiNly IPOIOHYHOTHCH
MOXJIMBI BapiaHTH BHUPIIIEHHS ITHTAHHSA, SK€ CTaj0 IIiJCTABOIO IJIA IiArOTOBKH
JOTIOBIHOI 3allUCKHU, pOONATHECS BUCHOBKH IMOJO KOHKPETHHX MHill, AKUX, HA TYMKY
aBTOpa, HEOOXiIHO BXXWTH, Ta MaloTh OyTH BUKIaAeHi Y (opMi MpOMO3HMIIiii, a He

JIOpYdEHHS;

6) SAKIIO TOMOBIAHY 3aIIUCKY MOMAIOTh ab0 HAACHIIAIOTh pa3oM 3 JoJaTKaMH, TO
Hics TEKCTY YETBEPTOl YaCTHHH JOIOBIAHOI 3alMCKH CTABUTHCSA PEKBI3UT «BimMiTka
IIpO HasBHICTH AoAarkiB». [Ipw mpOMy, SIKIIO IOIMOBigHA 3alMCKa Ma€ JOJATKH,
IIOBHE HalIMEHYBaHHs SKAX HaBEJEHO B Il TEKCTI, BiIMiTKa MPO HAasBHICTb JOJATKIB
0(pOPMITIOETHCS 3a TaKOIO (POPMOIO:

Jlonarok: Ha 5 apk. B | npum.

SIxmo momoBifHa 3aMucKa Mae JOJaTKU, IOBHE HaMEeHYBaHHS SKHX y TEKCTi He
HaBEJIEHO, 1X HeOOXiIHO BKa3aTH MiCJII TEKCTY i3 3a3HaY€HHSAM KUTBKOCTI apKyIIiB y
KOXXHOMY JOAATKy Ta KiIbKOCTI IXHiX IPUMipHHUKIB, HAIPUKIIA:

Honatku: 1. JloBingka mpo cTaH BHKOHAHHS CTPpYyKTypHHMH migposgiamu JIIIC
IPOTOKONBHUX JOpYYeHb, HAJaHWX Ha amapatHux Hapamax JIIC
y 2019 pori, Ha 5 apk. B | ipuMm.
2. I'padix npoBeneHHs 3aciyXxOByBaHHS TepuTopianbHux opraniB JI1C
Ha III kBapran 2019 poky Ha 2 apk. B 1 mpum.

VY pa3zi koiu JOTOBiAHA 3aMKcKa MICTHTh OijIbIle JeCATH JOMATKIB, CKIIAAA€ThCS
OMHC i3 3a3HaYEHHAM Y JOKYMEHTI TaKoi BiIMITKH:

JlomaTku: 3riHO 3 OITUCOM Ha 5 apkK.

S0 A0 OOMOBINHOI 3allUCKM AOHAETHCSA NOKYMEHT, SKHA Mae JOJATKH,
BIIMITKY IIPO HasiBHICTh 0JaTKa 0(QOPMITIOIOTH 3a TaKOI0 (OPMOIO:

Honatok: muct MinicrepcTBa ¢inanciB Ykpainu Big 20.09.2018
Ne 595/04-12 i gomaTtok 1o HBOTO,
Bcroro Ha 20 apk. B 1 mpum.

JlonoBifHa 3ammcka Ta KOXHHMH JOHaTOK MO Hel MOBHHHI Mard OKpeMy
HyMepalilo CTOPIiHOK;

B) SKIIO IONOBiJHA 3amMcKa TOTyeThcs Ha BiacHe iM’s Tonosu JIIC (a6o
ocobH, sika BUKOHY€ HOro 00O0B’sI3KH), 11 B 060B’SI3KOBOMY MTOPAAKY NOTOMIKYIOTH i3
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3actynHukoM ['omosu JIIC, saxuif 3p1HCHIOE KOOpAMHALIIO POOOTH CTPYKTYPHOIO
i ApO3aLTy, IO MArOTYBaB JIOKYMEHT.

[Ipo€exTH IOMOBIIHUX 3aNHMCOK IIiJUISATAIOTh OOOB’SI3KOBOMY MOTODKEHHIO 13
3alHTEpECOBaHUMH CTPYKTYPHHUMH ITiapo3aizamu (y Mexax KOMIIETEHIIi1).

3a3HayeHl BHMOTM MOXYTh HE€ IIOLIMPIOBAaTHCS, 30KpeMa, Ha IIPOEKTH
JONOBIMHMX 3allMCOK MIOJAO CTaHy BHUKOHABCBKOI JMCLHMIUIIHHA, & TaKOX
HiATOTOBIEHHX 3a pe3ylbTaTaMH BHYTPIIIHIX MOHITOPHHIIB CTPYKTYpPHHX
nigpo3ainiB oprais AI1C;

I') Bi3yBaHHS IPOEKTY JIONOBIAHOI 3aIIMCKU 3MiHCHIOETECS IPALliBHUKOM, SIKHM
IiATOTYBaB NPOEKT [OKYMEHTa, Ta IHIOIMMH 3aiHTEPECOBAaHUMH CTPYKTYPHHMH
nmigposainamu. Iligmucyerbes IONOBiOHA 3amUCKa KEPIBHUKOM CTPYKTYPHOIO
Higpo3/ity, B IKOMY HOTO CTBOPEHO;

I) BIacHe iM’s Ta Npi3BHUINE NpaliBHAKA, SKAH CTBOPHB JOKYMEHT, Ta HOMEP
Horo ciayx6oBoro TenedoHy 3a3Ha4alOThCS y HIKHBOMY JIiBOMY KYTi OCTaHHBLOL
CTOpIHKH JOKyMeHTa 8 — 12 keryieM;

1) faTa 1 peecTpalifiHut iHAEKC TOTOBIHOI 3aIMUCKH HAHOCITHCS CTPYKTYPHUM
HiAPO3/iNOM, SKHH TOTYBaB JOKYMEHT, UUISXOM IPYKY IITPHUX-KOAY, IPHCBOEHOTO
CHUCTEMOIO €JIEKTPOHHOTO TOKYMEHTYBaHHSL.

4.11. Bumoru moao nopsaky ogpopmJieHHS
AOpPY4Y€HHS 10 JONOBIIHOI 3aNIHCKH

4.11.1. JlopydeHHs [0 [OTOBIAHOI 3allMICKH CTBOPIOETHCS CTPYKTYPHHM
nigposaiiom JIIC, skuM MiATOTOBIEHO MOMOBIAHY 3amUCKy, y pas3i fAKIIO €
HEOOXIJHICTh NPUHHATTS 10 Hel ynpaBliHChKkHX piteHs [Nonosoro JIIC a6o oco6oro,
III0 BUKOHY€ HOT0 000B’ A3KH.

Jopy4yeHHs 10 DONOBIAHOI 3aIMCKHM TOTYETHCA 3 YpaxyBaHHSIM BHMOT MYHKTY
3.3.9 minmposminy 3.3 «Opraizanis po0OTH 3 IATOTOBKH IIPOEKTIB HaKasiB,
posnopsmxkers IIIC, nopydyens I'omou HIIC, momoBigHumx 3amucox» po3mimy IlI
«Opranizaiig po6oty 3 mokymeHTamm» Permamenty JTIC.

4.11.2. Jlopy4eHHs OO [OOIOBIIHOI 3alUCKH TOTYETbCS Ha CTaHAAPTHHX
apkywmax nanepy ¢opmary A4 Ta npykyerbes 14 Keriem.

Y npaBoMy BEpXHbOMY KYTi 3a3Ha4alOThCs J1aTa i HOMep JOIOBIAHOI 3alliCKH,
10 SIKO1 CKITANa€EThCst JOPYUESHHS, HAIPHUKIIAT:

Jlo nomoBiTHOT 3aIMUCKH
Bix 04.06.2019 Ne 89/99-00-01-01-03-09

4.11.3. Jlopy4eHHs BUKIanalThCsa y GopMaTi KOHKPETHHX 3aBIAHL i IOBHHHI
BIANOBiZIaTH Ha Taki 3amMTaHHA: «XTO IOBHHEH 3pobutu?», «Illo HeobXximHO



19

3pobutu?», «Komu moBuHHO OyTH BUKOHaHO?». Hampuknaz, SKIIO y IOOIoBigHil
3allMCIIi 3alIPONTOHOBaHO BU3HAYWUTH QJITOPUTM i 3 METOK peali3alii BHUMOr
nocraHoBu Kabinery MiHicTpiB YkpaiHH, TO JOpy4YeHHs A0 IOIOBIAHOI 3aIlUCKH
MOXKe OyTH TaKuM:

1. Hupexropy ([Jupexropni) [lemapramenty .... IBaHd4eHky Mukomi
(I'ynko Omeni) po3pobuty miaH 3axo[iB IIOAO pealizanii moctaHoBu KabGinety
MinicTpiB YKkpainu Ta moaatu Horo Ha 3aTBEPIKEHHSA B YCTAHOBJIEHOMY IOPSIAKY.

Tepmin — go 15.06.2018.

2. ...

4.11.4. Jlopy4eHHs [0 JAOMOBIAHOI 3alMCKH B OOOB’AI3KOBOMY MOPSIKY
BI3y€ThCS KepIiBHUKOM CTpyKTypHOoro miaposzimy JIIC, mo MHoro miArorysas,
JemapramenToM 3abesnedenus pobotn CmyxOu (y T. 4. NpaliBHUKOM Biamimy
penaryBauHs) Ta 3actynHukoM ["onoeu JIIIC BigmoBinHO o po3noniry o60B’s3KiB.
Biza mpocTaBIs€eThcs Ha JHMIHOBOMY OOIll OCTaHHBOIO apKylla IOPYYEHHsS [0
IOOMOBITHOT 3allMCKM, KpiM BIOMITKH TpalliBHMKa BIAJUTy pefaryBaHHs, sKa
IPOCTAaBJISAETHCS HAa 3BOPOTHOMY OOIli OCTaHHBOTO apKyllla JOPYYEHH 10 NOMOBIIHOL
3aIMUCKH.

3a HeoOXimHOCTI HOpPY4YeHHS 1O [OMOBIZHOI 3allUCKH MOXE Bi3yBaTHUCH
KEpiBHHKaMH 3aiHTepecoBaHUX CTPyKTypHHX miaposninie JIIC. ¥V npomy BHmagxy
Bi3H TPOCTABISAIOTECS Ha 3BOPOTHOMY OOILli OCTaHHBOTO apKylla IOPYYEHHS IO
JIOMOBITHOT 3alMCKH.

4.11.5. Iligmucye nopydveHHs mo morosiaHoi 3amucku ['onosa JIIC abo ocoba,
III0 BUKOHY€E HOT0 000B’SI3KH.

4.11.6. Ilicna migmacaHHs DOPYYEHHS OO JIOIMOBIAHOI 3alMCKH BOHO IIiJUIATaE
peecTpallii B CHCTEMI eJIEKTPOHHOTO JJOKyMEHTYBaHHS ITLIPO3/A1JI0M KOHTPOJIIO.

Jlata Ta peecTpalliifHWii iHAEKC HAHOCATHCA ILULIXOM MAPYKY IITPUX-KOAY,
IIPHCBOEHOTO CHCTEMOIO EIEKTPOHHOTO TOKYMEHTYBaHHS.

4.12. Bumoru moao nopsiaky ogpopmiaeHus nporokoais JAIC
y cTHCII Ta noBHiH ¢opmi

4.12.1. Ilporoxon — ue iHdopMaIliifHO-aHAITUYHUA HOKyMEHT, B SKOMY
¢ikcyeThess Xim BemeHHs 3acimadb, mpuiHATTs y JIIC pimeHp komicisMuy,
JIOpaaI4MMH OpraHaMH, poOOYrMH rpyIiaMH TOLIO.

ITpOTOKOI CKIaJaETHCA Ha MiICTaBi 3aMUCiB, 3po0iieHnx Oe3rnocepenHbo Mif 9ac
3acimaHp (Hapaj TOIIO), MOJAaHMX TEKCTIB Ta Te3 JOMOBiJeH 1 BHUCTYIIB, AOBIAOK,
IIPOEKTIB PillIEéHb TOIIO.

4.12.2. IlpoTokoau MOXYTh CKJIafaTHCS B IIOBHIH abo cTuciii Gopmi.
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VY mpoTtokonax, CKiIageHHX Yy CTHCHiA (opmi, QiKCylOTbCS ITUINE TPHHHATI
pimieHHs 6e3 X0y 0OrOBOpEeHHS.

Y moBHi# (opMi NPOTOKOIY 3a3HAYaIOTHCS BHUCTYIIH BCiX IOMOBigadiB Ta
Y4acCHUKIiB OOTOBOpPEHHsI 3 BIJIIOBIAHHUX MHWTaHb IOPAAKY AeHHOro (TMUTaHp Il
OOTOBOpPEHHS ).

4.12.3. TIporokonu oQOpMIIOIOTECS Ha CHeIlialbHOMY ONlaHKy, ¢dopMa SIKOro
Bu3HaueHa IloctaHoBoo Ne 55, abo Ha OnaHKy KoJeriaJlbHOTO OpraHy — s
nporokoiiB 3acigannas Komerii AI1C.

TekcT npoTokoiy IpyKyeThbes 14 Kernem.

4.12.4. I1ix yac odopMIIEHHS IPOTOKOJIB CITiJl MaTH Ha yBa3i, IIO:

a) IaTol0 IPOTOKOINY € JaTa NMpOBeIeHHS 3acigaHHs (HapaJd TOINO), a HE JaTa
Horo ocratoyHoro odopmiieHHS YW MiAnwcaHHsA. SKmo 3acimaHHs (Hapaja TOIIO)
TPUBAJIO JEKibKa JHIB, TO Yepe3 THpE 3a3Ha4aloTh JaTH NePIIoro i OCTaHHBOTO JIHIB
3acifiaHHd (Hapaay Toio), Hampukiaam: 06 —07.06.2019;

6) HOMep (iHAEKC) MPOTOKONY IOBHHEH BiAIOBiAaTH MOPSAKOBOMY HOMEDPY
3aciganHg (Hapanu Tomo). HyMepaliis IpoToKoJiB BeleThcst B MeXaxX KaJeHAApHOTO
POKY OKpeMO 3a KOXXHOIO I'PYTIOI0 IPOTOKOJIB (amapaTHi Hapaiy, Hapaad 3a ydacTi
kepiBaunTBa JIIC, 3acimaHHs BIiOMOBIAHOI KOMICii, KoJerii, Jopaadoro oprasy,
po6oUoi rpynu TOIIO).

[Ipn UbOMy NPOTOKONH, CKJIAJIE€H] 3a pe3yNbTaTaMH 3acijaHb (Hapal TOIIO) MifJ
ronoByBaHHsAM KepiBHuUITBa JIIC, peecTpyioThest y MiApO3Aili KOHTPOJIO, pelTa
IIPOTOKOJIB — ¥ CTPYKTYPHOMY IiPO3ALITI, SKHM 3A1MCHIOBAB OpraHi3aliio 3acilaHHs
(Hapazu Tomo) Ta 0ohOPMIIEHHS TPOTOKOIY;

B) MicIle MpOBENeHHS 3acigaHHs (Hapald TOIIO) BU3HAYAETHCS y IMPOTOKOMIL y
takoMy ¢opmari: «3an 3acigans (JIsBiBcbka L., 6, kiMH. 507, M. KuiB)» abo «3an
3aciganb Konerii (JIpBiBCBbKa II., 6, KIMH. 515, M. KHiB)»;

I') KOPOTKHH 3MICT IO TEKCTy NPOTOKOJIy IIOBUHEH BiOOpaXaTh BHI 3aXOdy —
3acimaHHs, 300pH, Hapana, KOH(QepeHIlis Toio, abo KoJerialbHOI MiSITBHOCTI —
KOMicis, paia, KoJeris, podo4ya rpyma TOIIO B POAOBOMY BiIMiHKY, Ta JIOTI4HO
NOEJHYBAaTHCS 3 Ha3BOK BHUAY IOKyMeHTa, Hampukian: «[IpoTokon 3acillaHHA
pobouoi rpynu 3 mutaHp ...», «IIporokon amaparHoi Hapamm AIIC», «I[Iporokon
3yctpidi I'onosu AIIC 3 npencraBHuKaMu GizHeCy»;

I') TEKCT IPOTOKOITY CKJIaIa€THCS 3 IBOX YaCTHH — BCTYIIHOI Ta OCHOBHOI.

Y BcTynHI 4YacTHWHI 3a3HA4YalOTh NPI3BHINA Ta BJIACHI iMeHa roJIOBYIOYOTO i
IPUCYTHIX Ha 3acimaHHi (Hapazi tomo). Ilpu npomy iHdopMalliro mpo MPHUCYTHIX
BUKJIa[aloTh, SK IpaBuiio, B aldaBiTHOMy HOpPAAKY. Y pa3i KOJNU KUIBKICTD
IPUCYTHIX TiepeBHIIye 15 oci0, y ImpOTOKONI 3a3HA4aeThCsA y3araibHeHa (pasa 3
NIOCHJIAHHSAM Ha CIIMCOK, SIKMH Ma€ NOJaBaTHUCS, HANPHKIAJ: «KEPIBHUKH OKPEMHX
ctpyktypHux miapo3ainiB JIIC (cmucok momaerhes)», «KEPIBHHITBO T'OJIOBHHX
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ynpasiiae JIIC B obnactax, M. Kuesi, Odicy Benukux miaTHukiB nogatkis JIIIC,
Inpopmaniiino-goBinkoBoro  gemapramenty  JTIC (cmcok  momaeTncs)y,
«TpencTaBHUKA MiHicTtepcTBa ¢iHaHCIB YKpaiHH Ta MiHICTEPCTBA €KOHOMIYHOIO
PO3BUTKY 1 TOPTiBIi YKpaiHu (CIIHCOK JOJAETHCS )».

VY noBHi# $HopMi IPOTOKOJTY TaKOXkK HANPHKIHIII BCTYIIHOI YaCTHHH 3a3HAa4YaeThCs
IIOpANOK AEHHWHM (MHUTaHHA n7s OOTrOBOpPeHHS) i3 3a3Ha4eHHSAM JOIOBijada 3
koxxHoro mnutaHHA. CnoBa «llopsmox neHHmi» («IluTaHHS AN OOroBOpEHH:»)
JIPYKYIOTBCS BiZl MeXIi JIBOrO IO, ICAI HHUX CTaBUThCA JBOKpamka. KoxHe
IHUTaHHA HyMepyeThcs apaOchKUMH nudpaMu i ApyKyeThbes 3 ab3aiy. PopmyBaHHs
IUTaHb y IOPAJIKY NEHHOMY IIOYMHAEThCA 3 TpuitMeHHrKa «[Ipo».

OcHOBHa YaCTHHa IPOTOKOIY CKIAIa€ThCs 3:

pO3IimiB, IO MICTITh JOPY4YEHHS — I IPOTOKOTIB y CTHCIiH dopmi,
Hanpukian: «Jlopydenns I'onoBu MIIC ...», «/lopy4eHHs Iepmioro 3acTyIHHKa
I'omosu AIIC ...», «/lopy4yeHHs 3a mpomo3uli€lo gupekropa JlemapramMeHTy ...».
JlopydeHHs NOIINSAIOTh Ha ITyHKTH 1 MIANMYHKTH, SKi HyMepYyHOTbcS apaOChbKHUMH
midpamu i IpyKyroThCs 3 ab3alry;

PO3ILIiB, IO MalOTh BiANOBiAaTH ITyHKTaM TMOPSIKY ACHHOTO (MUTaHHSIM MJIA
0OroBOpeHHs) — [UIA IPOTOKOJIiB y MOBHiA ¢opmi. I[Ipy nboMy po3ainu HyMepyroTh
apabcpkuMu IMpaMHd 1 CTPYKTYpylOTh 3a Takoro cxemow: CIVXAJIA -
BUCTYIIMJIN - BUPIIIWIA (YXBAJIMIIY, TTOCTAHOBWIIM). 3a3znaueni
CJIOBa JIPYKYIOThCS BEMKHMH JliTepamu 6e3 BifcTymy Bimg Mexi siBoro mois. Ilicnus
CITiB CTaBUTHCS TBOKpAIIKa.

ITicns cnoBa «CJIYXAJIN» 3a3Ha4aloTh Ipi3BHINE Ta BacHE iM g AOMOBiAa4a i
HOJA0Th 3MICT Horo momoBiai. TekcT BUCTYy BUKIIAAa€Thes y TPETilt 0cobi OMHUHM.
Texctr abo Te3u AOMOBII Ta BUCTYIIIB, OOpPMIIEH] SIK OKpeMi JOKYMEHTH, OO TEKCTY
MIPOTOKONTy He BKJIIOYalOThCA. [licnsa BimoMocTed mpo AOMOBifada CTaBUThCS THpE 1
3a3Ha4aeTheA: «TeKCT momoBimi (BUCTYIY) HOAA€EThCSA A0 MpOoTOoKoIy». IIpi3Bulle Ta
BJIaCHE iM’st KOXKHOTO JOIOBiada JpyKy€EThCS 3 HOBOTO pslIKa.

IMicns cnoBa «BUCTYIIMJIN» dikcyoTh y Ha3WBHOMY BiIMIHKY Mpi3BHIIIE,
BJIaCHe iM’s, TOCaAy Ta 3MICT BHCTYIy KOXHOI ocobu, mo Opana ydacTth B
0OTrOBOpEHHI JOMOBii. 3MiCT BUCTYIiB BUKJIQA€THCS BiJl TPEThOI OCOOU OJTHUHH.

ITlicma cmoBa «BUPIHNIWIINY» («YXBAJIWIW», «ITIOCTAHOBWIN»)
GbiKCyeThbCs MPUAHATE PIillIeHHS 3 PO3TIIAHYTOTO MUTAHHA MOPAIKY ACHHOTO (IUTaHb
Uit obroBopenHs). PimenHs MOBUHHe OyTH KOHKPETHUM i BKIIFOYATH CKJIQJOBi, IO
BiJIITOBIJaOTh HA TaKi 3alHTaHHSA: «KOMY?», IO 3POOHTH?» 1 «B SKHHA CTPOK?».
PimreHns, mo MicCTATh KiNbKa NHTaHb, NOAUISIOTH Ha IIYHKTH 1 IOIMYHKTH, SKi
HYMEpYIOTbCs apabcbkumu 1udpamu. I[liAMyHKTH HyMepyroTbes HuppaMu 3
IYXKKOIO.

SAxmo pimeHHsa, 3adikcoBaHe Yy NPOTOKONi, OyI0 NPHUUHATO MIIAXOM
rojgocyBanHs, To  micaa  dactuHu  «BUPIHIIAIIMY»  («YXBAJINIIN»,
«IIOCTAHOBWUJIM») Matorh OyTH o0GOpMIIEHI pe3ynbTaTH TOJOCYBaHHSA 13
3a3HAYCHHAM KIJTBKOCTI TOJIOCIB «3a@», «IIPOTH», «yTpUMAaUCH». SKIIO y KOroch 3
MPUCYTHIX Ha 3aciiaHHi (HapaZi TOIIO) € ocobiMBa AyMKa IIOJ0 IPUUHITOrO
pillieHHs, TO i1 BHKJIATAlOTh Ha OKPEMOMY apKylli, MANHCYIOTh 1 JOAAIOTH OO
IIPOTOKOITY;
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) y pa3i KOJIM Ha 3acilaHHi NPHUAMAETBCA pIilIEHHS MpPO 3aTBEPIKEHHA
IOKYMeHTa, SKUH oOroBopioBaBcsS Ha 3acifiaHHi, Led JOKYMEHT IOAA€ThCS [0
IPOTOKONy i B HbOMY POOHTHCS MOCHIAHHS Ha HOMEp i Jary IpOTOKOdy. 3a
HAsBHOCTI iHIIMX JOKYMEHTIB, IO PO3IJIsAJalucs Ha 3acigaHHi Ta (akT o6roBopeHHs
AKUX 3a()iKCOBaHO y TEKCTI NPOTOKOIY, BOHH HyMepPYIOThCsS apabChbKUMHU HH(PaMHu:
«domatok 1», «Jlomatox 2». Y BIiANOBIZHUX IIyHKTaxX IIPOTOKOIY POOUTHCA
IIOCWJIaHHA Ha I JoJaTKH. PekBisuT «BigMmiTka Ipo HAasBHICTH JOMATKIBY»
HaIIpHUKIHIIl TEKCTY MPOTOKOITY HE 3a3HAYAETECH;

€) MPOTOKOJN HIANHUCYETHCS TONOBYIOUMM Ha 3acifaHHi (Hapaai Tomo) Ta
Bi3y€ThCs MpPalliBHUKOM, BiAIIOBINAJBHUM 3a CKJIaJaHHSA IPOTOKOJNY, KEPiBHHKOM
CTPYKTYPHOTO MiIpO3[ily, B SKOMY HOrO CTBOPEHO, Ta 3a HEOOXIOHOCTI iHIIMMH
3alliKaBIEHUMH CTPYKTYPHHUMH MipO3/IiIaMu;,

€) BIIacHE iM’s Ta Ipi3BUINE MpaIliBHAKA, SIKHI CTBOPHB JOKYMEHT, T4 HOMEP
#oro ciryx00Boro tenedoHy 3a3Ha4alOTBCS y HHKHBOMY JIIBOMY KYTi OCTaHHBOI
CTOpIHKM TOKyMeHTa 8 — 12 Keriem.

4.13. Bumorsd mono nopsigky ogpopmiaenns juctis JAITC
Ta CTPYKTYpHHX niapo3ainis JAIIC

4.13.1. Jluctn — ne iHQopMarliiiHO-aHATITHYHAN TOKYMEHT, II0 € OCHOBHUM
3acobom 06MiHy iHMoOpMalielo 3 oOpraHamMd [OepKaBHOI BJaid, YCTaHOBaMH,
OpraHi3aIlisiMy, i TIPUEMCTBAMH, & TAKOX TPOMAaIHAMH.

4.13.2. JIucTH cKIafaroThes 3 yCiX NMHATaHb YIPABIiHCHKOL JiSIBHOCTI Ta MAKOTh
pi3He IpH3HaYeHHs, a TOMY BiAMOBinHO ¥ icHye 6araTo iX BHIIB i pi3HOBH/IB.

4.13.3. JIucti MoXHa KIacH(}iKyBaTH 3a TAKAMH O3HaKaMH — aBTOPCTBO, cdepa
B3a€MOBITHOCHH, 3MICT Ta IPU3HAYEHHS TOLIO.

3a npu3HaYeHHsIM JINCTH MOIIIAOTEH Ha iHINIaTUBHI Ta MUCTU-BianoBini. He Bci
iHIIiaTUBHI MUCTH TOTPeOYIOTH BiAMOBiAi. Pi3sHOBMAaMH iHimiaTHBHOTO JHCTa, IIIO
060B’43K0BO NOTPeOYIOTh BiAIOBiMi, € JUCT-IPOXAHHS, JHUCT-BUMOTra, JHUCT-3aIMT,
JIUCT-3BEPHEHHS, JIUCT-IIPOITO3HILis.

3a 3MictoMm iHdopMalii po3pi3HAIOTE iHpOpMAaNiiiHi, CynpoBiaHi, rapaHTiiHi
JIACTH.

4.13.4. Jmctu MIIC, sKi HampaBiSIOTBCS OpraHaM JepXaBHOI BJaiu,
yCTaHOBaM, OprasisamisM, MiATIPHEMCTBaM, TIpOMajsiHaM, OGOPMIIIOIOTECS Ha
saraneHOMY OsaHKy JI1C, popma sixoro BusHayena ITocranoBoro Ne 55.

Jluctu cTpykTypHEX miAposaitiB JIIC, 3a gomoMoromo skux BimOysacThbes
oOMiH iHdopMarliero MK CTPYKTypHHMH Nigpo3dinamu, OQOPMIIOIOTECS Ha
CTaHJapTHUX apKymax nanepy A4. Jlepxapauit I'ep6 Ykpaiuu mix gyac opopMiteHHS
TaKUX JIMCTIB He BIiATBOPIOEThCS. HaliMeHyBaHHS YCTaHOBH PO3MIIYIOTHCS
IIOCEpPEeUH] JOKyMEeHTa.
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Texct nucrta apykyerbest 14 kxernem, okpiMm pekBizuTy «lIpi3Buille BUKOHaBIS,
BJIaCHE iM’s 1 HOMep Horo TeneoHy», AKHH APYKYEThCA 8 — 12 keriem.

4.13.5. I'lig yac opopMIiIeHHS JIUCTIB CITIiJl MaTH Ha yBas3i, 10:

a) JaTolO JIUCTA € JaTa Horo peectpamii y ciryx0i IiTOBOACTBA AJISI BHMXiZHOI
KOpECTIOHIIEHIil, y cTpykTypHoMy migpo3mini AIIC — 1ns BHYTPilIHBOrO
JTUCTYyBaHHS.

Ha 6nanxy JIIC maty mignucaHHs cTaBisATh y JiBill BepxHilt YacTUHI pasom 3
iHIEKCOM Ha CHeUialbHO BiBeAEHOMY Ui LBOro Michi. PeectpamiitHuii ingexc ta
Jarta JIMcTa CTpyKTypHOro miaposiny JAIIC npocTaBusoTECS HUISXOM APYKY IITPUX-
KOy, IPHCBOEHOTO CUCTEMOIO €IeKTPOHHOTO TOKYMEHTYBaHHS, Ha HIDKHBOMY I10JIi
IePIIOro apKyIa JIUCTa;

0) mocunaHHS Ha peecTpaliiiHuil iHmeKC i JaTy JOoKyMeHTa O(OpPMIIIOIOTH HA
CHelianbHO BIIBEIEHOMY U LIBOTO MICIli y pa3i, SKIIO JUCT MiATOTOBIEHO Y
BIAIIOBIABL HA 1HIIUIT IUCT;

B) PEKBI3UT «AJpecar» pO3MILIYETbcS 3 IPaBOro OOKY y BEpXHiHd 4YacTHHI
cropinku. KoxHuii eleMeHT — Ha3Ba YCTaHOBH, IiIpO3ALTy, IOcaaa, Ipi3BHILE Ta
BIacHe IM’f, IOIITOBA ajpeca — MHIIETHCH i3 CepeAMHH HOBOTO PSAIKa 3 BETHKOI
JITEPH 1 BIMOKPEMITIOETECA 1,5 MIXKPSAIKOBUM iHTEPBAJIOM.

AgnpecaroM TUCTa MOXYTh BUCTYIATH YCTaHOBA, ii CTPYKTYPHHH migpo3min,
KOHKpETHa ITocagoBa ocoba abo rpoMaisiHIH.

VY pasi agpecyBaHHA JTUCTa YCTaHOBI abo0 ii CTPYKTypHHM migpo3xizam 6e3
3a3Ha4€HHA [10CaIOBOi 0COOM 1X HaliMeHYBaHHS BKA3ye€ThCS Y HA3WBHOMY BiJMIHKY,
HaTpUKIa;

MinicrepcTBo ¢iHaHciB YKpaiHu

SIKIO NTUCT HAACUTAETHCA IMOCAnoBii ocobi, HaliMeHyBaHHS YCTaHOBHM Ta il
CTPYKTYPHOTO MiIpO3JLTYy HaBOAATHCS Y HA3UBHOMY BiIMIiHKY, a IIocaja i Mpi3BHUIIE
ajpecara — y JaBaTbHOMY, HalPHKJIAI;

MinictepcTBo (iHaHCiB YKpaiHu
HMupekrtopy ([upexropii) JlemapraMeHTy HOJATKOBOI ITOJIi THKH

Bnacue im’a TTPI3BUILE

V pasi KonM JHUCT afpecyeThCsl KEPIBHUKOBI YCTaHOBH ab0 HOTro 3aCTyITHHKOBI,
HallMEHyBaHHs YCTAaHOBU BXOIHUTH IO CKJIady HaiMEHYBaHHS IOCaIyl alpecaTa, sKe
HaBOAUTHCS y AABAJIbHOMY BIIMIHKY, HAIIPHUKJIAM;
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MinicTpy ¢iHaHciB YKpaiau

Bnacue iMm’s ITPI3BUILIE

SKIMO JUCT aApecyeThCcs KiNBKOM OJHOPIAHHUM 3a XapaKTepPOM MisiIbHOCTI
yCTaHOBaM, 3a3HaYa€ThCs y3arajbHeHe HaMeHyBaHHS aJipecaTiB, HalpHKIIad;

Tepuropiansaum opranam JITIC

JIuct He MOBHHEH MaTH Olibllle YOTHUPHOX ajpecaTiB. CIOBO «KOMis» mepen
HallMeHyBaHHSM JpYroro, TpeThOro, YETBEPTOrO ajpecaTiB He CTaBUThCA. Y pasi
HaJICUJIAHHS JIUCTA OLIbIlle HiXK YOTUPHOM ajJipecaTaM CKJIaJaeTbCs CITUCOK PO3CHIIKA
13 3a3HaUYEHHSAM Ha KOXKHOMY JIKCTI TiJIbKH OJIHOTO aJipecara.

Jlo pexBi3uTy «Anpecar» MOXKe BXOIUTH IIOILITOBA ajipeca, sIKy O(hOPMIIIOIOTH
BIAMOBiMHO A0 IlpaBun HamaHHS TOCIYT IIOIITOBOTO 3B’SI3KY, 3aTBEPJKEHMX
noctaHoBoro Kabinery MinictpiB Ykpainu Big 05 6epesns 2009 poky Ne 270. ITosua
aJpeca 3a3Ha4a€TbCs y pa3i HAACHIAHHSA IOKYMEHTa pPa30BUM KOPECIOHICHTaM,
HaIpUKJIALI;:

VYkpaiHCbhKa LIKOJIA ypsTyBaHHS

ByJ. lllenenera, 6yn. 3-A, M. Kuis, 03061

Y pa3i wHagcwnamHs JmcTa (QispuHili 0cobi croyaTKy 3a3HA4YaloOThCS Y
JaBAIHGHOMY BIAMIHKY BJIacHE iM’sl Ta IIPi3BHIIle, ITOTIM IIOIITOBA ajipeca, HaIpHUKIa:

Onexcaunpy Kymuipy
ByJ. I[lonwoBa, Oyx. 7-A, kB. 38, M. XapkiB, 62340

Yy pa31 HaJCHUJIaHHsA JIACTa OpraHaM 3aKOHOAaBYO01 1 BHKOHaBYOl BJIaay,
MMOCTIHHUM KOPECIIOHACHTaM IXHS IIOIITOBA aapeca Ha TOKYMEHTax HE 3a3Ha4a€TbCA,

I) TEKCT Mae MICTHTH Juime Ty iH(opMamito, 3apagd (iKCyBaHHSA SKOL
CTBOPIOIOTH BiNOBiHMI NuCT. [HDOpMallis B TEKCTI JTUCTa BUKIAJAETHCA CTHUCIIO,
rPaMOTHO, 3pO3yMiJI0 Ta 00’ €KTUBHO. JIMCT He TIOBHHEH MICTUTH IIOBTOPIB, @ TAKOX
CIJiB 1 3BOPOTIB, sIKi HE HECYTh 3MiCTOBOr0 HaBaHTaxeHHs. [1i]1 yac ckiagaHHs TEKCTY
JUCTa BHKOPHUCTOBYETHCS OMILIMHO-AIMOBUN CTHIB, JUIS SKOTO XapaKTepHUH
HelTpallbHUN TOH BHUKIIAIEHHS, T030aBIeHn 00pa3HOCT] Ta eMOLIHOCTI.

TekcT nucta ohoOpMIISETHCS Y BUTIISL CYIIIJIBHOTO 3B’ SI3HOTO TEKCTY.

IIpu nmucTyBaHHI MPUHHSATO BUKOPHCTOBYBaTH ()OpMY BHUKIIAJCHHS TEKCTY BLA
nepmoi 0coOu MHOXXHHH, OCKLITBKH TIOCaJ0Ba 0co0a, ska IiANMHUCY€E JIUCT, BUCTYIIA€E
BiJI IMEHI yCTaHOBH, HAIIpUKIIa;

l'IOBiI[OMJUICMO, HallpaBJII€EMO, HAaragye€mMo, IIpoCuMoO TOIIO




TekcT mnucTa, K IpaBUIIO, CKIAAAEThCAd 31 BCTYIHOI, MOTHBYBAJIBHOI T4
3aKJIIOYHO] YaCTHH.

BerynHa 4yacTMHa MICTUTH TiACTaBy, OOIpYHTYBaHHA ab0 MeTYy CKJIageHHA
JHCTa, MOTUBYBalbHa — OOIpyHTYyBaHHsA mnosmmii JIIC, 3akimo4yHa — BHCHOBKH,
IIPOMO3ULIiT, pillIeHHs, POXaHHS.

Taka cTpykTypa TEKCTy € 3araibHOIO 1 BapilO€ThCS 3 OIJILAY Ha BHJI Ta METY
CTBOpPEHHS JIUCTA.

JlucTu 3 HeCKIaJHMX TNHTaHb, siKi Oyno oOGroBOpeHO 3a3falerilib, MOXYTbh
MICTUTH JIAIIE MOTHBYBAJIBHY YaCTHHY.

VY Mexax KOXKHOI YaCTHHH TEKCT JICTA MOUIAEThCA Ha ab3ally, IO MOJIErIIye
CIIPUAHATTS TEKCTY Ta CIIPHS€ BUALTEHHIO OCOOIHBO BaXKITUBUX YAaCTHH TEKCTY.

JUIs Kpallloro CIpUMHATTS TEKCTY INPH Iepexoii 3 OAHi€l YaCTHHH IO IHIIOI
JOLINBHO BXXUBATH CIIOBa-3B’SI3KU: «OMKCE», «MAKUM HYUHOM», «NO-nepuey,
«36a0/CalOYU HA BUKNIAOEHEY, «3 02NIA0Y HA 3a3HAYeHe) TOIIO.

s Toro mo6 peueHHS YTBOPHIM TEKCT, TIIBKH MOBHHX 3aco0iB 3B’SI3Ky
HefocTaTHbO. Mae OyTH Ie iHdbopMamiifHO-3MiCTOBHII 3B’430K. 3MiCTOBa €IHICTH
BHHHKA€ BHACNIAOK IIEBHOTO PO3TAlllyBaHHS pedeHb: KOXKHE HACTYIHe MPOIOBXKYE,
JOIIOBHIOE, pO3BHBac abo 3amnepedye iHGOpMAIlil0, BUCBITIIEHY y HOIEpeIHBOMY, i
BOJHOYAC BiIIOBIiac 3arajibHId TEMI.

VYV pa3li KonM JOKyMeHT aJpecyeThCs KOHKpETHiM o0cobi, y JHCTI Moxe
HaBOJIUTHUCH OCOOUCTE 3BEPTaHHS Y KIIMYHOMY BiIMIiHKY:

Ilane (nani) Brnacue iM’s1, manpukian: [Tane Omnekciro,

abo

Ilane (mani) [pisBume, nanpukian: Ilaxi IBanenxo,

abo

Ilane (mami) mocama abo 3BaHHA, Hampukian: Ilani mupexTtopko, Ilame
IIOJIKOBHHUKY,

abo

ITanosge.

VY pasi HeoOximHocti mepen cnoBoM «Ilame», «Ilami» a6o «IlaHoBe» Moxe
BHKOpPUCTOBYBaTUCH ci10BO «lllaHoBHMID, «IllaHOBHA» abo «IllaHOBHI» BIATIOBIJHO,
Hanpuknaz: [1lanora nani KoBanschka.

CioBO «m1aH» B €THKETHOMY CEHCi He Ma€ HifKOl CeMaHTHYHOI JOTHYHOCTI JO
CJIOBAa «IIaH» Yy PO3yMiHHI HaJIe)KHOCTI JIO NMPHUBIJICHOBaHUX KIIACiB, OCKIJIbKH CIIOBO
3acBiAYY€ IIOMIAaHY IO aJpecara.

3aKIr0YHa 4acTHHA JINCTa Y TaKOMY pa3i 3aKiH9yeThcs (hOPMYJIO0 BBIWIMBOCTI
«3 moBaroio», sika MuIIeTses 3 ab3airy.

Koma miciist Mx CITiB He CTaBUTHCS, HATIPUKIIA;

3 noBarow

HavyansHuk I AITHC Brnacue iMm’s TTIPI3BUILE
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Y pasi anpecysanns nmucra Ilpesunentosi YkpaiHH BHKOPHCTOBYEThCS (opma
3BepTaHHA «BenbmuinanoBHui nade Ilpesmpenre!». 3akmodHa dacTHHA notpebye
BIATIOBITHO Takoi ()OpMHU BBIUJIMBOCTI: «3 MIMOOKOIO ITOBArOIO»;

I) IO JIUCTa MOXKYTh NOJABATUCS iHIII JOKYMEHTH SIK 3 IIallePOBUM, TaK i 3 Gy Ib-
SKAM IHIIMM BHJIOM HOCIis, BiJOMOCTi IIPO HAasBHICTh SKUX CIiJ OOGOB’S3KOBO
3a¢ikCyBaTH Yy BIAMITIII IIpO HAABHICTE JOJATKIB.

SIKIIlo HCT Mae 0NaTKy, TOBHA HA3Ba SKUX HABOMUTHLCH y TEKCTIi, TO BiamiTka
IIpO HAsABHICTH JIOAATKIB Ta MPUMipHHKIB OGOPMIISETHCS 3a TAKOH (HOPMOIO:

Honatok: Ha 1 apk. B 1 mpuMm.

Sxmo noBHa Ha3Ba JI0AaTKa He BKa3yeThCsA y TEKCTI, TO 11 HEOOXiTHO 3a3HAYUTH
IICTIs TEKCTY, HATIPUKJIA:

Honatku: 1. 3BiT npo poboTy...(IOBHa Ha3Ba) Ha 3 apk. B 1 mpum.
2. Marepianu nepeBipkd...(TOBHa Ha3Ba) Ha 2 apk. B 1 IpuM.

Sxmo nomaToK HaACHIA€ThCS HE 3a yciMa 3a3Ha4eHWMH y JIUCTI aJpecami,
BIIMITKY IIpO HAsBHICTh JoJaTKa O(OPMITIOIOTE TAKHM YHHOM:

JlomaTok: Ha 5 apk. y 2 IpUM. Ha Meplry aapecy

Cnoso «Jlomarox» («/lomatkm») ApyKyeTbcs Bij Mexi miBoro Oepera (06es
ab3zarry);

1) BI3yBaHHS Ta IiJIMCaHHA JIMCTIB 3MIMCHIOETHCS Y TOPSIKY, BU3HAYEHOMY
posminom III «Opranizanis pobot 3 mokyMenTamu» Permamentry JIIC Ta
ITocTanoBoro Ne 55;

€) BllacHe 1IM’s Ta INpi3BHUIlle NpaliBHUKA, SKAHA CTBOPHB IOKYMEHT, Ta HOMeEp
Horo cimyx60Boro TeneoHy 3a3HAa4alOTHCS y HHUKHBOMY JIBOMY KyTi OCTaHHBOI
CTOpIHKH JIOKyMeHTa 8 — 12 keryieM.

V. Okpemi pexoMeHAALT MO0 CKJIAAAHHA TEKCTY
AOKYMEHTA Ta 3aCTOCYBAHHSA HOPM NPAaBONHCY

5.1. Tlepmr HiX CKIagaTH TeKCT HEOOXiAHO MPOXyMaTH HOTO CTPYKTYPY: BUKIA]
3MICTY IOBUHEH OyTH IIOCiIOBHUM i HECYTIEPEUTHBUM.

IlpaBunbHE po3MillleHHs Martepialy, oOcsar i xapakTep iHpopMallil HamarTh
OLIBIIOT IepPeKOHIMBOCTI JOKYMEHTY.

5.2. KpamoMy cnpuifHaTTIO iHGoOpMalii cripuse pyOpHKalisi TeKCTy — IOZiT
TEKCTy Ha CKJIaZIOBI YaCTHHH, rpadiuHe BiXOKpEeMIICHHS OJHi€l YaCTUHU Bij iHIIOI, a



TaKOXK BHMKODHCTAHHS 3arojIOBKIB, HyMepalii Toio. PyOpukaiis € 30BHimHIM
BUPaXXCHHSAM KOMIIO3UIIMHOT OyIOBH MOKyMEHTa, CKIAAHICTh KOl 3aJ€XHTh Bij
o0csry, TeMaTUKH, IpU3HAYEHHS.

Haiinpoctima pyOpukanis — nozain Ha a63anu. CepenHsi HOBXHHA ab3aiy mae
OyTH 4 — 6 peueHb, Xxoua B TEKCTaX JOKYMEHTIB MOXKe OyTH ab3all, 10 CKIaaeThes 3
omHoro pedeHHs. Crnig nmam’stata: ab3am — Ile 3aMKHEHe 3HaYeHHEBE Ilijie, IO
BHpaXKa€ 3aKiHUEHY TyMKY.

5.3. Jlns 9iTKOCTi CTPYKTYpH abO3amy i OinbIli YacTHHH TEKCTY MOXYTb OyTH
IONOBHEHI HyMepalli€lo, 10 TeX BimoOpaXkae MOCIiA0OBHICTh BUKIATY.

IcHy10TB 1Bi cucTeMu HyMmepallii — OykBeHO-IIH(poBa Ta HU(POBa.

Ilepma mnepenGadae BHUKOPHCTaHHS pi3sHHX TrpadidHuX 3HAKiB — nudp
(apabchbKHX, pUMCBKHX), JIiTEp, KPAIIOK Ta IYXKOK, [H(PoBa — BAKOPHCTAHHS TiJILKU
apaOCBKNX U(p Y NeBHiH MOCIIAOBHOCTI, MCA IKUX CTaBISATHCSA KPAIKH.

ITudpoBa cucrema HyMepanii cmpoinye  oOpoOJieHHS  Ta CIPHHUHSATTS
iHdopMarrii.

5.4. Ilpy miATOTOBII TEKCTY HTOKYMEHTa IOIiIBLHO:

3aMiHIOBaTH CKJIa[IHI peueHHS Ha IMPOCTi, IO CIpPHUSAE IMBUAKOMY CIPHHHATTIO
TEKCTY JOKYMEHTa; 3aiMEHHUKHN — Ha IMEHHHKH;

YHHKaTH OyIb-sIKOi aBTOPCHKOI 1HAWBIXYaJbHOCTI Ta eMOIiHHO-eKCIIPEeCHBHOL
JIEKCUKM;

YHHKAaTH 3alBUX CJIiB Ta 3BOPOTIB, SKi HE MalOTh CMHUCIIOBOTO HABaHTA)KECHHS;

JNOTPUMYBATUCSA YITKOTO JIOTiYHOTO 1 rpaMaTHYHOTO 3B 3Ky MiX CIIOBaMH Ta
peUEeHHAMU;

BXXMBATH CTiHKI (TpadapeTHi) cmoBocnonydenss. Hampuknan:

3Ba)kal04yd Ha BUKJIAJEHE ...,

Biamosigno 1o (3rimHo 3) Hakasy (Hakazom) JIIC ...,

BBaxcatu TakuM, 1110 BTpaTUB YMHHICTH, Haka3 JI1C ...,

... Ha BUKOHaHH# noctaHoBH Kabinety MinicTpiB YkpaiHd... ,
3 METOIO MOJIMIIIEHHS. . .,

V 3B’43Ky 31 CiTy’)k60BOIO HEOOXiHICTIO,

Kepyrounce 3akoHoM YKpaiHH...

Criliki CIOBOCHONy4YeHHS, $Ki OOLJIBHO BHKOPHUCTOBYBATH MpPH CKIIAJaHHI
JOKYMEHTIB, HaBEJIeHO y JoAaTKy 1 1o mux MeToaudHIX peKOMeHallii.

Pocilicbk0-yKpaiHCEKHH CIIOBHHYOK THIIOBUX MOBHHX 3BOPOTIB MICTHTBCS Y
J0JATKy 2 1o X MeToanvIHUX peKOMeHIaIlii.
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HaitxapakTepHilli HOMHJIKH, SKUX IPUITYCKAIOTHCS P HiATOTOBII JOKYMEHTIB,
3a3Hay4eHl y 0AATKy 3 A0 IuxX MeToIuYHUX peKOMEeHarii.

5.5. JlokyMeHTH ITOBHHHI MaTH Taki Oeperu (y Mm):
30 — niBuid,

10 — npasui,

20 — BepXHii Ta HHIXKHIH.

5.6. Texct mokymeHTiB Ha manepi ¢opmary A4 peKOMEHIOBaHO APYyKyBaTH
gyepe3 | MXKpsSKOBHH iHTEpBaJ.

5.7. Ha GnaHKy OPYKy€ThCS TUIBKH Tiepllia CTOpiHKa MOKYMEHTa, a HaCTYyIHi —
Ha 3BUYAaWHUX apKymiax. SIKImo TeKCT HOKyMeHTa 3aiiMae Oinblie OfHIEl CTOPIHKH,
TO Ha JPYTY CTOPIiHKY He MOJKHA MMEPEHOCHUTH JIHIlle OJUH IiJIINC, Ha HIi Mae OyTH
He MeHIIE ABOX PSAIKIB TeKCTY.

5.8. Y pa3i nocuaaHHS B TEKCTI JOKYMEHTa Ha aKTH 3aKOHOJaBCTBa, 30KpeMa Ha
3aKOHH YKpaiHW, yKa3sd Ta posmnopsmkeHHs IlpesuneHta VYKpaiHW, ITOCTaHOBH
BepxoBHoi Pamu Vkpaiuu, mocraHoBu Ta posnopskeHHs Kabinery MiHicTpiB
VkpaiHd, HOpPMAaTHBHO-IIPABOBI aKTH MiHICTEPCTB, IHIIWX LEHTpalbHUX OpraHiB
BHUKOHABYO! BIaad, HEOOXiJHO 3a3HAUaTH AaTy NPHHHATTS, HOMEp TaKoro akra i
IIOBHY Ha3BY 3a TaKOK CXEMOIO:

THII
JNIOKyMEHTa
Ha3Ba
YCTaHOBH
BiJ
(damcino )
No
Cevrennns »
(Ha3Ba IOKyMEHTA )

Hanpuknan:

nioctanoBa Ka6inery MinictpiB Ykpaiuu Bix 17 ciuns 2018 poky Ne 55 «/Jlesxki
ITUTaHHS JOKYMEHTYBaHHS YIPaBIIHCHKOI JisSUIBHOCTI»

5.9. Ilpu mocuiIaHHi Ha TOPSANOK, IHCTPYKIIIO, MOJIOXKEHHS TOLIO 0OO0B’SI3KOBO
3a3HAYac€ThCA aKT 3aKOHOJIaBCTBa (HOPMATHBHO-IIPABOBHM aKT), SKUM L€l TOKYMEHT
3aTBepMKeHo. HasBa MOpAAKY, IHCTPYKINi, METOAWYHHX pPEKOMEHJallili Tomo
ITUIIETHCS 3 BEJIMKOI JIITEPH Ta Y JIAIIKU He OepeThCsl, HapUKIIaA:
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[Topsimox 00mNiKy TIAaTHUKIB NOJATKiB 1 300piB, 3aTBEpMIKEHHH HaKa3oM
MinicrepctBa ¢inanciB Ykpainm Big 09.12.2011 Ne 1588, 3apeecTpoBanuii y
Minictepctsi roctunii Ykpaiau 29.12.2011 3a Ne 1562/20300

SIK1Io 3aroloBOK aKTa, pO3NOpAAYOro JOKyMEeHTa Ma€ TaKy X HasBy, K i
HIOPSIIIOK, ITOJIOXKEHHS, CTaTyT TOLIO, Ha3By 3aKOHO/AABUOTO (HOPMaTUBHO-IIPaBOBOI0)
aKTa, po3IOpsAIYOro JOKyMeHTa IIpH IOCUJIaHHI MOXKHa He 3a3Ha4yaTy.

VY pa3i HeoAHOPa30BOrO ITOCUIAHHS B TEKCTi Ha IEBHHUH JOKYMEHT IEpIIHi pa3
BKa3yeTbCsl IIOBHAa Ha3Ba JOKyMEHTa 3 YyciMa HEOOXigHNMH peKBI3MTaMu Ta
00yMOBITIOETECS HOTO CKOpOYeHA Ha3Ba, HAIIPHUKIIAL:

PernamenTt Jlep>kaBHOI MOAAaTKOBOI CIyk0U YKpaiHu, 3aTBEepPKEHUH HaKa3oM
JIIC Big 26.06.2019 Ne 6 (mami — PernamMent)

5.10. Taki cnoBa, sx Haka3, posnopsmkenus (II1IC, MinicTepctBa, Kabinery
MiHnictpiB Ykpainm, [Ipe3nnenra Ykpainu), TACT, JOpy4YeHHs, yXBaJia, aKT, pillleHHs
Ta IIOCTAaHOBa, MUUIYTHCS 3 MAaJIEHbKOi JIiTEpH, a ciioBa: 3aKoH YKpaiHu, Yka3
Ilpesunenra Ykpaiam, [locranoBa BepxoBHoi Pagu YkpaiHu, a Takox Iepliie CIOBO
y Ha3Bi JOKyMeHTa, SKHH 3aTBEp/KYETHCS BIANOBLIHUM HOPMAaTUBHO-IIPABOBHUM
aktoM: Ilopsnok, Iuctpykuis, Ilomoxenns, Cratyr, MeTomuyHi pekoMeHjamii — 3
BEJIUKOL.

BHHATOK CTaHOBHUTH B)KHBAaHHS [UX CJIiB y 3aralbHOMY 3Ha4eHHi, HaIIPUKIIaL;

BianmoBigHo 1o montoskeHs mpo tepuropianbHi opranu AI1C ...

5.11. Yci cmyx060Bi JOKYMEHTH MiAJIAraloTh JaTyBaHHIO.

JlaToro mokyMeHTa € Jata Horo MHiAMHUCaHHS; AN TOKYMEHTa, 0 NMPUHAMAEThCS
KOJNeTialbHUM OpraHoM, — JaTa Horo MNpHUHHATTSA; MO8 JOKYMEHTa, IO
3aTBEPJKYETHCS, — JaTa 3aTBEPIKEHHS.

Jlata 3a3Ha4yaeThCcs apabcbkMHU UGPaMU B OAMH PSAIOK y TaKiid MOCITi AOBHOCTI:
4Hco, Micsanb, pik. Jlata odopmmoerses nuGpoBAM abo CIOBECHO-IIU(POBUM
cnocobom. Y pa3i odopmienHs nmath HUGPOBAM CHocoOOM HHCIO 1 MicsIpb
IPOCTABJISAIOTEC JBOMa IapaMM IHGp, PO3JUIEHMMM KpalKolo, PIK — 4YOTHpMa
nudpaMu, Kparka HalpUKiHII He CTaBUThCA. SIKIO MOPSAKOBUHA HOMep Micsis abo
qHcia CKIIaJaeTbes 3 OHiel MudpH, To Nepel Hero MpocTaBiseTbes «0», HapUKIaA:

3 xBiTHs 2018 poky cuin nucaru: 03.04.2018

VY Tekcrax 3aKOHOJaBUMX, HOPMATHUBHO-IIPAaBOBUX aKTiB 1 JOKYMEHTIB, LIO
MICTATh BIIOMOCTi (hiHAHCOBOTO XapaKTepy, 3aCTOCOBYETHCS CIIOBECHO-LU(POBHIA
crocib opopMIICHHS aT, HaIIPUKJIAL:

[ 30 tpaBus 2015 poky ]
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Yucno y Hakaszi, pO3NOPSDKEHHI, JUCTI MO3HAYaeThCA HU(PPOBHM CIIOCOGOM,
HaIPHUKJIA;

| maxa3 JITIC 8ix 07.06.2018... ]

Yucno y nmoctaHoBax, yKa3aX, 3aKOHaX, JeKpeTax He CKOPOIY€EThCS, a MUIIEThCA
IIOBHICTIO, HAIIPHUKIIA:

noctaHoBa Kabinery MinicTpiB Ykpainm Big 17 ciuns 2018 poky...

MoxxiBe BXHMBaHHS CIIOBA «PiK» Y CKOPOYEHOMY BapiaHTi — «p.», HANPHUKIAL;
11 tpaBHs 2018 p.

O60B’s13k0BOMY TaTyBaHHIO 1 IIi AMMACAHHIO IiUISTAIOTh YCi CIyKOOBi BiIMiTKH
Ha JOKyMEHTaX, IOB’S3aHi 3 iX IPOXOKEHHSAM Ta BHMKOHAHHSAM (PE30JIIOLLii,
IOTOJIKCHHSI, Bi3H, BIIMiTKH PO BUKOHAHHS 1 HAalpaBJeHHS JIOKYMEHTa JI0 CIPaBH).

Jlata miAIHMCaHHS IPOCTaBISETHCS B JNiBil BepXHiil YaCTHHI JOKYMEHTA Pa3oM 3
peecTpaliiHiM 1HIEKCOM Ha CIeIlalibHO BiBEJEHOMY I I[bOTO MICIi Ha GJIaHKY
abo IMUITXOM IIPOCTABIISHHS ITPUX-KOAY Ha HHKHBOMY IIOJIi apKyIlia.

Ko DOKyMeHT CKJIaleHO He Ha OJlaHKy, HOro JaTa IPOCTaBISAETHCS HIKYE
nianucy miBopyd. Jlata 3aTBepIKeHHS MOKYMEHTa 3a3HA4Ya€ThCd Y BiAMOBIAHIN

rpadi.

5.12. Homepu ab3amiB, YaCTHH TNpH LHUTYBaHHI 3aKOHOAABYHMX aKTiB (KpiM
KOJIEKC1B YKpaiHM) MUIIYTHCS CIOBaMU: ab3all TpETiil, YacTHHA YeTBepTa.

5.13. Homep xBapTamy BKa3yeTbcs pUMCHKAME Iudpamu (II kBapram), HOMep
HiBpiY4s — CIIOBOM (TIepIIle MiBpivys).

5.14. Ilix yac odopMiIeHHS TOKyMEHTIB Ha ABOX i OibIe CTOpiHKAax Apyra Ta
HACTYIIHI CTOPIHKH IIOBUHHI GYTH ITPOHYMEPOBaHi.

Hywmepanis cTopiHOK IpOCTaBIS€TBCS IOCEPEIUHI BEPXHBHOTO IIOJSA apKylla
apabcpkumu mudpamu Oe3 3a3HaueHHS pO3AIIOBMX 3HakiB. Ha mepmriii cropiHIli
HOMep He CTaBHThCA.

Koxnuii nogatok 10 JOKyMeHTa Ma€ CBOIO (OKpeMy) HyMepallifo.

5.15. V Tekctax HOKYMEHTIB BXHMBAlOThCS IIOBHI Ha3BH JIEPKABHUX OpPTaHiB,
YCTaHOB, OpraHi3alliii, MiIIPHEMCTB, TIOBHI reorpadidHi Ha3BH Ta 3araJIbHONPHHHATI
abpesiaTypu i ckopouenns. Ha3Bu jepxaBHMX opraiB, Takux sk Kabiner MinicTpis
VYkpaian, BepxoBaa Panga Yxpainu, mUIIyTHCS TOBHICTIO.

5.16. YV TekcTi NOKYMEHTIiB MOXYTh B)XHMBATHUCS TaKi 3araJbHONPHHHATI
CKOpPOYEHHS:
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apK. — apKyIl
oyn. — Oy IMHOK

OynbB. — OynbBap

BifC. — BIZICOTOK

B. 0. — BUKOHYIOUHI 000B’I3KH
BYJL — BYJIHIIA

Ip. — I'POMAaJITHHH

IHB. — IWBHUCH

TOJI. — Jonap

iM. — iMeHi

iH. — iHmI

1T. 1. —1 Tak manii

1T. iH. — i Take iHImIe

1 OJI. —1 noxi0oHe

iHB. — IHBEHTapHUH

KOPIL — KOPITyC

KB. — KBapTHpa

M. — MiCTO

HaIp. — HaIPHKJIA]

IPOB. — IIPOBYJIOK

TPOCII. — IIPOCIIEKT

IPUM. — IPUMIPHHUK

I — TUTOIIa

1. — IaHW, NaHOBe; Naparpadu; MyHKTH
p- — piK; piuka

pp- — POKH

p. H. — PIK HapOJKEeHHS

CMT — CEJIHIIE MiCBKOTO THITY
C. — CeJIo; CTOpiHKa

CT. — CTaHIIif; CTATTH;, CTOJITTA
Ta iH. — Ta iHme (iH1mIi)

THC. — TUCSYQ; THCTIONITTA

T. II. — TaK gaii

T. 3B. — TaK 3BaHUU

T. iH. — TaKe iHIme

T. II. — TOMY NOJi0He

YT.49. — Y TOMY 9HCIT

1I. p.

— IIbOTO POKY




CxopodeHi Ha3BH OJAMHUIIL BUMIPIOBAaHHS MUITYTHCS 6€3 Kpalok:

b — GaiiT

Bt — Bar

r — IpaM

ra — reKTap

KT — KUIorpam
KM — KUJIOMETp
M — JeUMETp
kb — KinobaiT
kBT — KUJIOBaT

b — TP

M — MeTp

MM — MUTIiMeTp
cM — CaHTHUMETp
T — TOHHA

0 — LIEHTHEP

Tak caMo MUIIYTHCA CKOPOUYEHHS epH (IPUBHSA), MaH (MITBHOH), Mapo (MUIbSIpL),
mpan (TPUIIBHOH).

VY KiHIl pedeHhb Taki CKOpOYEHHS, K TPH, p., BiAC., KM, 00N, M TOIIO, He
pobnATECA. Y IIbOMY BHITIKY 3a3Ha4deHi clIoBa Tpeba MUCATH OBHICTIO.

VY rpadidHMX CKOpOUEHHSIX BHKOPUCTOBYeThCs Aedic. Ilpm mpomy cepenns
YaCTHHA CJIOBA, SIKa MPOITyCKA€THCS, IIO3HAYAEThCS AedicoM, HAIPUKIIAA:

Ip-H — I'POMaJISHAH
BHJ-BO — BUJABHHUIITBO
iH-T — IHCTUTYT
YH-T — YHIBEPCUTET
p-H — palioH

HedicoM TakoX NpHETHYIOThCS Tepini OyKBM YacTHH CKIAJHOIO CIIOBA: C.-2.
(CiIBCBKOTOCTIONAPCHKHiA), hiz.-mam. (Ghi3uKO-MaTeMaTHIHHN), ni6H.-cx. (TIiBHIYHO-
CXigHHit), nied.-3ax. (MiBAEHHO-3aXiHMI). Y TaKMX BUMAAKaX IICIS CKOPOYEHH:
YaCTHH CJIiB CTABUTHCS KpaIka.

3 medicoM TaKOX IMINYTHCS YMCIIBHUKOBO-JIiTepHI HalilMeHyBaHHS OyIUHKIB,
KOPITYCiB, IIOIITOBUX BiliNeHb TOIO: 6ydurok Ne 28-I', kopnyc 3-A, Kuie-1.

CKiCHa pHCKa BHKOPHCTOBYETHCS IIPH CKOPOUYEHHI CJIOBOCIIONYYeHb, pille —
CKJIaAHMX cIiB. [Ipu [[bOMY Kparnka HalpHKiHII He CTaBUTHCS, HAIIPUKIIAA:

/B — IIOIIITOBE Bl YIIJIEHHS

a/c — aDOHEeHTChKa CKpUHbKa
p/p — PO3paxyHKOBHH paxyHOK
M/XB — METpiB 33 XBUWIHHY
KM/TOx — KIJIOMeTpiB 3a TOANHY




5.17. Ilepme cnoBo y Ha3Bl JepKaBHUX OpraHiB, oprasisaliifi, ycraHOB
IHUIIETHCS 3 BEUKOI OyKBH, HAIPUKIAL!

HepxaBHa nomaTkoBa CiTyx0a YKpaiHH, AHTHUMOHOIIOJBHHM KOMITET YKpaiuw,
INencittnnit honn Yxpainu, Ciyxba Gesnexku Ykpainu, [epxkaBHa ka3HadelichbKa
ciyxb6a Ykpainu

Ane B Ha3Bax HaWBHMINIMX OpPraHiB BIaiH i Jep>KaBHUX YCTaHOB YKpaiHM 3
BeJIMKO1 OYKBH NMHINYTHCS BCi CIIOBa:

Bepxosna Pana Vkpainum, Koncrurymitinmii Cyn VYkpainu, BepxosHmit Cyn,
Kab6iner MinictpiB Ykpainu, Odic Ilpe3nnenta Ykpainu Tomo

CnoBa «eceykpaincokuily, «YKPAiHCbKUU», «HAYIOHANOHUUY, «MINCHAPOOHULL,
«YESHMPANLHUUY, «OEPAHCABHUUY, «C8IMOBUL», @ TaKOXK IOPSIAKOBI YHUCIIBHUKH Ha
IIOYaTKy Ha3B OpraHi3alliii, yCTaHOB, ITiAMPHEMCTB, KOH(EpeHIil TOLIO NMUIITYThCH 3
BeNTUKO1 OYKBH, HAIIPHUKIIA:

MixHaponuuii BamoTHuH Qonzx, BcecsiTHili aeds TypusMy, HarionansHa
akaJieMis HayK Ykpainu, [lenTpaibHuii nep>kaBHUM apXiB BUIIUX OpraHiB BIaay Ta
ynpaBninHs Ykpaiuu, JlepkaBHa ciryx0a iHTenekTyalbHOI BIacHOCTI YKpaiHH,
CeiToBa oprasizamiss TOpriBimi, YKpalHCbKHH GoOHI MATPUMKE (pepMepchbKux
mianpueMcTs, Jpyruit popyM KHUTOBHAABLIB

CroBo «Oepoicaénuii» Ciji TIHCATH 3 BEMKOI OyKBU TaKOX Y TAKUX Ha3Bax:

Hepxasuuit ['epb Ykpainu

Hepxapnuii [Ipanop Yxkpainu

HepxaBuuii I'iMH Ykpainu

HepxaBuuii GromkeT Ykpainu (ane qepkOoKeT, Nep>KaBHUH OI0KET)
Jlep>xaBHa IporpaMa eKOHOMIYHOTO 1 COLialTbHOTO PO3BUTKY Y KpaiHU

VY HazBax JesaKuX CBAT 3 BeJIMKO1L 6yKBPI MIAIIETHCA He TUITBLKU nepuaie CiIoBoO:

Henn Hezanexuocti Ykpainu
Jlens CobopHocTi YKpainu

3 Benukoi OyKBH NHIIYyThCS OGILIMHI Ha3BH HaWBUIIUX JACPXKAaBHHUX I10Cal
YKkpaiau Ta MiXKHApOIHUX MTOCaM, HATIPUKIAL:

IMpesunent VYkpainu, I'onmoBa Bepxosuoi Pamu VYkpainu, IIpem’ep-minicTp
VYkpaiuu, MiHictp roctunii Ykpainu, ['eHepansauii npokypop Ykpainu, I'omnosa
HepxaBHOT NOgaTKOBOI ciry>x0H, ['eHepansHuii cexperap OOH Tommo
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VY Heo®iliRHUX TeKcTax Ii Ha3BU MUIIYTHCS 3 MaJiol OYKBH, HAIIPUKIIAT:

| BUGOpH Ipe3nIeHTa, PO3MOPSKEHHS IpeM’ €p-MiHICTpa TOIIO ]

Ha3Bu mocaz, 3BaHb, HayKOBHUX CTYIICHIB TOIIO IHMIIyTbCA 3 MaJioi GyKBH,
HaIIPUKIIA]T:

Bille-TIpeM’€p-MiHICTp, 3acTynHUK MiHicTpa, 3actynHuk I'omosu JIIC, nupextop
1HCTUTYTY, AOKTOp HayK, HAYaIBHHUK BiImiry, npe3uneHT AH Ykpainu, akaneMmik,
reHepai-JeUTeHaHT

I'eorpagiuHy Ha3By, IIO BXOAWTH A0 CKiIaay oO(inidHOro HalWMeHYBaHHS
nianpueMcTBa ab0 YCTaHOBH, CJIiJI ITUCATH 3 BEJIUKOI OYKBH, HAITPUKIA:

JIHIpOBCBKHUH MeTanypriiiHuit koMOiHaT, KUIBCHKHH HalliOHATBHHH yHIBEPCHTET
iMeni Tapaca IlleBueHka, JIbBiBCbKH OpOHETAHKOBHH 3aBOJ

VY Ha3zBax NPOMHUCIOBHX i TOPrOBHX MiOIPHEMCTB, (hiHAHCOBUX OpraHi3alii,
TOBapuCTB, (ipM TOINO, AKIOO ITOYATKOBE CJIOBO € CKIIATHUKOM Ha3BH, BOHO
IIUIIETHCS 3 BENIUKOI OyKBU. 3 BENUKOI OYKBHU ITUIIETHCS TAKOXK IEPILE CIOBO B3STOI B
JalIK¥ CHMBOJIIYHOI (YMOBHOI1) Ha3BH Ta BJIAaCHI Ha3BH, HAIIPUKJIA/:

KuiBcekuit  3aBoji  «ApceHam», BupoOHHYe  akiliOHEpHE  TOBapUCTBO
«Ilonirpadkuaura», [1ybmiune akiioHepHe ToBapHUCTBO «BiHHHMLIBKHMI yHiBepMar,
Axmionepse ToBapuctBo «bank Ciu»

CxopodeHi HaliMeHyBaHHA OpraHizalliii, IiIpHEMCTB, 00’ €JHaHb TOMIO (SAKILIO
Ile BU3HAYEHO B CTaTyTi, IOJIOKEHHi) OepyThCs B JIalIKH i HE BiIMIHIOIOTHCH,
HalpUKJIaJ;

KOHIIEPH « YKparpocepBic», koMOiHaT «byaiHayCcTpisn», 3aBog «PapMak»

5.18. ITicns 3aroJioBKiB, a TAKOX y psAaKax TaONHIN B KiHIII OCTAHHBOTO PEUYEHHS
Kpalka He CTaBUThCS, HAPUKJIA:

I'lmaH 3axo/iB II10J10. ..

No 3micT 3axoxy TepmiH BUKOHaHHS BukonHaBui

Po3pobuenns [onoxenHs. . . rpynaess 2018 poky Kpagenp Ouner
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5.19. Tlicns y3arajbHIOIYOrO CJIOBA i ABOKPAaNKM II€peliK MOCaj, IIyHKTIB,
3aBJaHb TOIIO IMIIEThCA 3 ab3aiy Oe3 BHAUIEHHS pHUCKaMH abo Oyib-sKUMH
IIO3HaYKaMH, HallpuKJam;

Bigpamutu o I'onosroro ynpasiinas JT1IC y BonuHcskiil o61acti Takux
HpaliBHUKIB:

HavYaJlbHHUKA BIILTY...;

TOJIOBHOT'O CIIEIIAJIiCTa. ...

5.20. Ins mo3Ha4eHHs Yacy BUKOPHCTOBY€ETBCS TaKUi JepKaBHUN CTaHIapT:
00 11 rox. 00 xB., 0 20 rox. 15 xs.

5.21. Pa3oM muiIyThCs CKIaJHI IMEHHHUKH, YTBOPEHi 32 JOIIOMOTOI0 KiJIbKICHOIO
YHCIIBHMKA y (OpMi pOIOBOTrO BiMiHKa (A1 YHUCIIBHMKa CTO — Ha3WBHOIO) Ta
IMeHHHKa, HaITPUKJIa];

BOCBMHUTOJIMHHUHN, CTOPIYYS, TPUIECHHHAN

5.22. YV ckiaHUX CIIOBax i3 YMCIiBHUKOM, SSKAH O3HayYa€ JBO3HAYHE, TPH3HAYHE
9YHUCI0, YHCIIBHUK 3BHYaWHO IUIIEThCA LHU(pamMu H NPUEHYETBCA OO JPYroi
YaCTHHM CJIOBa 3a JOIIOMOTOI0 edica, HalpHKIaI:

750-pivus, 16-noBepxosuii, 30-geHHMH, 50-BiACOTKOBHH

Yepes nedic NUIIyTHCS MOPSIKOBI YHCIiBHHAKH, AKi IepelaloTbes LubpaMu i
JiTepaMH, HaIpUKIA;

7-#, 10-1, 11-ro, 35-MinbHOHHUM, 3-THCIUHUH

5.23. Ilpi3BUIIa y TEKCTi NHUIIyTHCS Pa3oM 3 BIaCHUM iM’SIM.

Y TekcTi JOKyMeHTa BJacHe iM’s BKa3ylOTh IICNA TMpi3BHINA: HAIPUKIIA,
boiixo Muxaiino, okpiM HamMcaHHsS Tpi3BUIIA Ta BilacHOro iMeHi IlpesuneHta i
IIpeM’ep-MinHicTpa YKpaiHH.

5.24. YxpalHCBKi Ipi3BUIIa NMEPEAAIOTHCS Ha MUChMI BiAIIOBIAHO O BUMOBH 3a
3aralbHUMHU HOPMaMHU YKpalHCBKOT'O IIPaBOIIUCY.

XiHoui mpi3BUIIa Ha NPHUTONIOCHUM Ta «O» HE BIIMIHIOIOTBHCS, aHAIOTIYHI
9OJIOBIYi — BIIMiHIOIOTECS SIK BiAIIOBiHI IMEHHUKH, HAITPHKJIA];

Mapii Cennmk, Hanii I'epamenko, 3 Himoto baiiko, ame IOpis Cennuxa,
Mpuxaiina I'epamienka, 3 IBanom baiikom




36

Yonosiui i xiHOYI Mpi3BHING, AKi 3aKiHIyIOTBCS Ha «HMX» HE BiJMIHIOIOTHCS,
HaIpUKJIaA:

Kepebuux, [ magkux, [lonmschkux

XiHoui mpi3BUIa Ha «UIIMH» Ta KAH» HE BiJIMIHIOIOTHCS, HAIIPUKIIA:

3 Onenoto Pycun, Tersui Yrpus, y Kcenii CrenaHuuvH ]

5.25. I'lpu 3BepTaHHi B yKpaiHCHKiii MOBI BAKOPHCTOBY€ETHCS KIIMYHUM B1IMiHOK.

YonoBiui iMeHa, sfKi 3aKiHYYIOTbCS Ha IIPUTOJIOCHMHA Ta Ha «O», MArOThb Y
KIIMYHOMY BiJIMiHKY 3aKiH4YeHHS «€» (KpiM iHIIIOMOBHHX iM€H Ha T, T, K, X, IKi MalOTh
3aKkiHdeHHs — «y»: Jlxeky, ['eHpixy).

Yonosiui iMeHa, Ki 3aKiHIYIOTHCSA Ha «i» abo Ha M’SIKAN NMPHUTOIIOCHUH, MarOTh
3aKiHYEHHS «I0».

Hanpuxnan:

bornane, BeceBonone, Koctaurune, Muxaiine;
Opiro, Anapiro, Bacumo, Banepiro

Im’s Oner Mae Bi mapasenbHi popMu KiaundHOTo BiaMiHKa: Onery i Onexe.

VY nucrax odimiiHo-ninoBoro ctuimio iM’s Irop BXKHBAETECA y KIHIHOMY
BiMiHKY y ¢opmi [ropro.

Xinoui iMeHa, fki 3aKiHUyIOTBCS Ha «a», y KIMYHOMY BiJIMIHKY MaroTh
3aKiHYEHHS «O», Ha «is» — 3aKiHYE€HHS «€», HallpUKJIaL:

Okcano, OneHo
IOmnie, Banepie, Mapie

5.26. TexHiuHi npaBuja nepeHocy.
He nomycKaeThCs MepeHeCeHHs Mpi3BUINa, 3IUINA0YH B KiHII IOIEPENHBOrO
pslIKa YMOBHI CKOPOYEHHS, 0 10 HUX HajleXaTb, HAIIPUKIIAL:

rp. IBanenko (a He rp. // IBaHEHKO)

Sxmo iMeHa, 3BaHHA TOINO ITOJAIOTHCS IIOBHICTIO, TO IIPI3BUILE MOXHA
MIEPEeHOCUTH, HATIPUKIIA[I;

Iletpo IBanenko (Iletpo // IBaneHKoO);
HavalbHUK Bijiny €sren Bepecenb (HayanbHUK Bijniny / €BreH Bepecens)
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He pomyckaeTbes mepeHeCeHHs CKOPOUYEHHUX Ha3B Mip Big HUGP, IO SKHUX BOHH
HaJIeXaTh, HAIPUKJIA:

2012 p. (awe 2012 // p.), 150 ra (a me 150 // ra), 20 xy6. cm (a me 20 // ky6. cm)
TOIIO

He pomyckaeTbcs po3pHBaHHS I TEPEHECEHHS TIpaMaTUYHUX 3aKiHYEHb,
3’eaAHaHUX 3 MU pamu yepes fedic Ta yMOBHUX (TpadiyHIX) CKOPOUEHD, HAIIPUKIIAM;

2-ii (a me 2- // 1), 10-my (a e 10- // my)
BHI-BO, 1 T. A., 1 T. iH., Ta iH. TOILIO

He MoOXHa IepeHOCHTH B HACTYITHHH DPSAOK pO3IUIOBI 3HAaKM (KpiM THpe),
IYXKy abo JamKy, IIO0 3aKpHBAIOTh IIONEpeAHId pPSIIOK, a TaKOX 3aJHMINAaTH B
TIOTIEPETHBOMY PSAAKY BiIIKPHTY DYXKKy 200 BIIKPHTI JaIIKH.

Hupektop [lenaprameHTy K ) U
cabeanesenis pobomn Cyait /7 / Jimrpo BEHIIKOBCHKHIA

L/



Jonatok 1

o MeToanuHuX peKoOMeHaallii
MO0 CKJIaJaHHs Ta opopMiIeHHs
nokymeHTiB y JIIC

(myHKT 5.4 po3niny V)

ChoBocnosy4yenHs, siki 100iIbHO BJKHBATH
NpH BioOpakeHHi Hea0JiKIB

B oxpemux Bumankax ...

BimuyBaetrbest motpebay...

BuMarae mosiniineHHs ...

Bce 11e HeraTUBHO BILUTHHYJIO Ha ...
I'py6i nopyIeHHs JOMyIeHi ...
JonyckaeTbest 3BOJIIKAHHS ...
JlomyckaeTbes popManbHUA miaxigy ...
Jlomy1ieHi HeOIKH ...

Maunu Micile BUIIa K, KOJH ...
Hane)xHuMm 4MHOM He BILIHBAOTH ...
HasBHICTb HEJIOJIKIB ... CBiTYHUTSE ...
Ha Hu3bkoMy piBHI 3a0e3neuyerTses ...
HeratusHo BIIIMBaIOTh Ha CTaH ...
HenocraTtHbo yBary ...

HenocTaTHBO 30CepeKYIOTh yBary ...
HenocTaTHbO 311HCHIOIOTE KOHTPOJIb ...
HeznocTaTHBO BUSBISIOTS iHILIaTUBY ...
HenocratHio gonoMory HajawTh ...

He BXMBaroTh Ji€BUX 3aXOJiB ...

He Bxunu epeKTUBHUX 3aXO/iB ...

He BUKOPHCTOBY€EThCS TIOBHOO MipOIO ...
He BignoBigae cyyacHUM BHMOTaM ...
He BukoHaHo ...

He 3abe3ne4eHO BUKOHAHHS ...

He 3abe3neyeHo ieBOro KOHTPOJIO ...

He 3aBX/1¥ KPUTUYHO OLIIHFOETHCS CTaH CIpasB ...

He 3MeHIITyeThCA KIUIBKICTS ...

He 3pobumi Hasle)XHIX BUCHOBKIB ...

He npoBansats HanexxHOl pobOTH ...
He3Baxkarouu Ha HEOAHOPA30Bi BUMOTHY, ...
HenanexHo 311HCHIOETBCS KOHTPOJIE ...
HenoBHOIO MipOI0 BUKOPHCTOBYETHCH ...
Hu3pka edexTuBHICTS ...

Oco611BO HE3aJ0BIIBHO 11 pobOTa ...
I10BIIBHO YIOCKOHATIOETHCH ...



IToBiIBHO BUPILIYETHCS ...

TToBUTBHO BTUTIOETHCS y IPAKTHKY ...

[ToTpebye ynockoHaJIEHHS ...

IIpr4MHOIO TaKOro CTaHy € ...

Ilpu nepeBiplii BUABIICHO YHCIIEHH] GaKTH ...
IlepeBipKkoro BCTaHOBJIEHO ...

Ilpu upoMy ... mie 6araTo HeBUPILIEHUX MTUTAHb ...
Pa3oM 3 TUM HasiBHI pe3epBH i MOXKJIMBOCTI ...
CyTTEBI HEZIONMIKHA MAIOTh MICIIE ...

CyTT€Bi HEOMIKY B ... CTAIM OAHIEI0 3 OCHOBHUX IIPHYHH TOTO, IO ...
Vci 111 HeZIOJIIKH € HaCJIiJKOM TOrO, 1110 ...
YcTaHOBIIEHO YHCIIEHHI (PaKTH ...

VY npakTH4HIH AiSTTBHOCTI HE 3aBXKAH BPaxOBYIOTH ...
@®aKTh HE3aKOHHOTO ...

XapakTepHHUMH HEJOIIKaMH ...

CroBocnonyyenHs, ki A0MIBHO BXXHBATH
NpH Bigo6paxkeHHi NO3UTHBHUX CTOPIH

AxTuBi3yBanacs pobora ...

Y IOCKOHAIIIOETHCS OpTraHi3allis ...
BxxuTo 3axomiB ...

Buxonana po6ota gana 3mory 3abe3lednTH ...
BunrykyroTecs JOAATKOBI ...
BcebiyHo mpoaHanizoBaHo ...

Bce 11e N03UTHBHO BIUTMHYIJIO Ha ...
JluHaMiYHO pO3BUBAETHCA ...
EQeKxTHBHO BUKOPUCTOBYETHCA ...

3 METOIO BUBYEHHS JOCBIAY ...

3 MeTOIO MMOCHJIEHHH ...

3a iHIiaTHBOIO ...

3a pe3ynbTaTaMy BKUTHX 3aXOJiB ...
3a gac, 1[0 MUHYB ...

3abe3meueHo MOIMIIIEHHS ...
3acIyroBye Ha yBary ...

3HauHe MicIle Y JisUIbHOCTI ...
3Ha4yHy poOOTY IIPOBEACHO ...
3HauHy yBary ...

3’siBUIacst MOXKIIHUBICTE ...
HaxkomnnyeHo nocsin ...

OcobnuBa yBara NpHIISETHCA ...
IluTanHs BapTe yBary ...

ITinBUIIUTH piBEHS ...

I1ix gac BUpineHHs Hiel mpobaeMH ...
ITo3uTHBHO 3apeKoMeHIyBaia ceoe ...



IlominmeHHs ... COPASIO ...
IMonimmunace AKICTE ...

IToMiTHO 301NIBIIKUIIACE TUTOMA Bara ...
Ilopymryetbest MUTAHHA ...

Ilocuneno KOHTPOJIG ...

Ilocuneno yBary ...

IIpuainserscs yBara ...

IIpoBaguThCS AiSTBHICTD ...
IIpoBoautecs poborTa ...
ITomnproeTecs NMpakTHKA ...
Po3pobiieni Ta peainizyroTscs ...
CHinpHIMHU 3yCHWUISIMHA BUPIIIIYy€THCA ...
Ile copusino Tomy, 1o ...

Ile copuanHUmO TE, IO ...

CnoBocnoJryyeHHs, fiKi 10HJILHO BXKHBATH
IPH NOCTaHOBIII 3aBJaHb

BBaxxatu 3a nouineHe ...

BBaxatu olHUM 3 NepIIOYEPrOBUX 3aBAaHb ...
BBaxaty HaliBayXTMBIIIUM 3aBJAHHSM ...
Beectu y npaktuky ...

B3sTu go ysary, 1o ...

Bcro opranizanifiHy po6oTy MiIMOPSIKyBaTH ...
B>xutH 3axoxis 110 ...

BoxuTH 10JaTKOBUX 3aXO/iB ...

BpaxoByroun gocsig, ..

3 11i€10 METOIO NOTPIOHO ...

3a0€e3MeYnTH HEyXUIbHE JOTPUMAHHS . ..
3abe3neyuTH ITiJBUIICHHS ...

3BaXkaroud Ha BUKIAZEHE ...

3Ba)karouM Ha Te, IO ...

3BEpHYTH OCOOIMBY yBary ...

3BEpHYTH yBary ...

3060B’s13aTH ... MOJIIIIIATY ...

3pobutr Bce MOXKIIHBE 1A ...

Kepyrouucs ... , 3a6e3ne9nTH MOMIMIIEHHS . ..
Heo6xinHo 3abe3mneunTy ...

Heo6xinHo BpaxoByBartH ...

IloroauTtHCs 3 IPOMO3MIIISIMA ... 3 I[LOrO IMTAHHS ...
Ilocunuty yBary ...

TIpUCKOPUTH MiATOTOBKY i BHECTH HA PO3IIIAL ...
Po3risiHyTH CTaH ... i HanaTH IPaKTUYHY AOMOMOTY ...
Po3po6uTH i BXXHUTH KOMILJIEKC 3aXOMiB ...
CkoOHILIeHTpyBaTH yBary ...



Cnig 3a0€e3MeYuTH ...

Crig mopeKOMeHIyBaTH ...
Cring Takok MaTH Ha yBa3i ...
VY uentpi yBaru ...

VYcnimne npoBeAeHHS ... 6araTo B YoMy 3aJI€XKHUTH ...

1i#f MeTi noBUHHI OYTH MiANOPSIAKOBAHI ...




Jonartok 2

10 MeToauuHux pekoMeHaaIti i
IOJIO CKJIaIaHHs Ta OpOpMIIEHHS
nokymenTiB y JIIC

(myHKT 5.4 po3airy V)

PocilicbK0-yKpaiHCbKHH CJIOBHHYO0K
THIIOBHX MOBHHX 3BOPOTIB

Pocilicbkuii BianoBiAHUK

Ykpaincbkuil BiAnoBiAHHK

B ajpec

Ha ajipecy

B JaJIbHEeHIIEM

Haaai

B 3aBUCHUMOCTH OT

3JIEXKHO BiJ

B IIEpBYIO odepelb

y IIeplly 4epry, HacaMmepes

B IIOJIHOM 00BEME

y IIOBHOMY 00cs31

B IIOpSAAKE UCKIIOYCHHS K BUHSATOK
B Ipefenax y Mexax
B CBSI3HU C y 3B’S3KY 3

B cllydae He0OXO0IUMOCTH

3a HEOOX1qHOCTI1

B COOTBETCTBUHU C (JeHCTBYIOIIUM

3riJIHO 3 (YMHHUM 3aKOHOJaBCTBOM);

3aKOHOAATEIHECTBOM ) BIJIMTOBIIHO 10 (YHHHOTO
3aKOHO/IaBCTBA)
B CPOKH y CTPOKH (TepMiHH)

BBECTH B JieliCTBHE

BBECTH B JIiIO

BBCCTH B COCTaB

YBECTH J0 CKIIaIy

BBHAY BBIILICHU3JIOXXCHHOT'O

3BaXKar0o4YH Ha BUKIIaJICHE,
3 OIVEiAy Ha BUKIIaJACHC

BBHAY TOT'O, YTO

yepes Te, I1[0; 3BaKal0YH Ha Te, I110;
3 OISy Ha Te, 1[0

BHECEHHE U3MEHEHUH B

BHECEHHS 3MiH 10

BO3MECTHUTH yIIepO

BIJIIIKOTyBaTH 30MTKH

BOIIPOC OTHOCHUTCIIBHO

ITATaHHA IITOA0

JIAaHHBIN IPUKa3

ey Hakas

AACLHUTINIMHAPHOC B3BICKAHHUC

)II/ICIII/IHJIiHapHC CTATHCHHA

HCﬁCTBYIOIHCC 3aKOHOAATCIBCTBO

YHHHC 3aKOHOAaBCTBO

JOBECCTH K CBCACHHUIO

JIOBECTH JIO BiIOMa

3a HCKIIIOYCHUEM

3da BUHSJATKOM

3aCJIyKWBaTb BHUMaHHA

3acIyroByBaTH Ha yBary

3aHHMarb JOJI’KHOCTDH

obiliMaTu nocagy

HMETh IIPEUMYIICCTBEHHOE IIpaBO

MaTH [lepeBaXKkHe IPaBo

HCKJIIOYHUTECIIEHOC IIPpaBoO

BUHATKOBE IIpaBoO




2

KOMHUCCHA 110

KOMICid 3

KOHTPOJIb 33 UCIIOJTHEHHEM

KOHTPOJIb 34 BUKOHAHHAM

MAaTCpHaAIIbHO OTBCTCTBEHHOC JIMITIO

MaTepiaJbHO BiANIOBijaJibHA 0co0a

Ha BpEMs OTCYTCTBHA

3a BIACYTHOCTI

Ha OCHOBaHHH

Ha niAcTasi

HaJICKaICe UCIIOJIHEHNE

HaAJIC)KHC BUKOHAHHA

HaJyIeXxXalquM obpa3oM

HaJIC)KHUM YHHOM

HasHa4YUTh Ha JOIXKHOCTH

IIpU3HAYXUTH Ha 11ocany

HaJIM4YUC HEAOCTATKOB

HasIBHICTH HEMIOMIKIB

HallpaBJICHHUC JCATCIIbHOCTH

HamnpsM JisIbHOCTI

HCHAJIC)KAIIEC UCITOJIHCHUE

HCHAJIC)KHC BUKOHaHHA

HECBOCBPECMCHHOC HUCIIOJJTHCHHUC

HCCBO€YACHC BUKOHAHHA

0OpaTUTHCS 110 BOIIPOCY

3BCPHYTHCA 3 IMTaHHA

OIIPEJIEJIEHHBIN CPOK

BHU3HAUYCHHUI TEpMiH

OCHOBaHHC OJI4

migcraBa JJIst

110 JOTOBOPE€HHOCTH

3a JIOMOBJIEHICTIO

II0 UTOoram

3a MM AICYMKaM#u

10 IOPYYEHHIO

3a JOpyIEHHAM

10 COOCTBEHHOM MHUIIAATUBE

3a BJIACHOIO 1HIL[IaTUBOIO

10 COBMECTHUTECIIECTBY

3a CYMICHHIITBOM

110 COTIaCHIO CTOPOH

3a 3roJI0K0 CTOPIH

110 TpeOOBaHHUIO

Ha BUMOTY

110 YKa3aHHIO

3a BKa3iBKOIO

IICPCBCCTH HAa TOJKHOCTD

IIEpPEeBECTU Ha MOCaIy

IIOABCACHUEC UTOTOB

HiXOUTTS MiACYMKiB

NNpeaOCTaBUTh BO3SMOXKHOCTD

HaJaTH MOXXJIUBICTH

IPU YYaCTHH 3a y4acTi
NIpU HATMYHH 3a HassBHOCTI
IPUJIOKEHHE K JOJaTOK JIO

IIPUHHUMATh y4acTHe

OpaTu y4acTb

I[IPUHATE BO BHUMAQHHUC

B35ATH OO yBaru

paclipejienieHue 00s13aHHOCTeH

po310/1iJ1 000B’A3KIB

pelieHue o pillIeHHs IIPO
PYKOBOACTBYSCH KEepYyIOUHUCh

C cornacus 3a 3roI0K0

C y4eTOM 3 ypaxyBaHHSIM
C LIETIbIO 3 METOI0

C LIEJBIO HaJJIeKaIeh OpraHu3allin

3 METOI0 HAJIEXKHOI opraHizamii

COorjiaCue CTOpoOH

3rojia CTOpiH

CTaHOBHUTHCS AW CTBYIONIIM

HabUpaTH YHHHOCTI

YIOCTOBEPSIOIUHI TOKYMEHT

JOKYMEHT, 1110 3acBiguye




Jlonarok 3

J1I0 MeTOaUYHUX peKOMeHIallii
OO CKJIafaHHsA Ta opOpMIICHHS
nokymenTtiB y JAI1C

(nyHKT 5.4 po3ainy V)

HaiixapakTepHini NOMUJIKH,
SIKMX NPUNYCKAKTHLCS NMPH MIATOTOBII JOKYMEHTIB

HenpaBuiabno

IpaBuiabHO

aJipeca MiCIlsl IPOKUBaHHS

aapeca

GaraTouucenbHi; YUCEJIbHI MPUKIATH

9UCIIEHH] MPUKIIaIA

B 3aJIE)KHOCTI BiJ

3QJIEXKHO BiJ

B IOPYIICHHA

Ha NNOPYLICHHA

BHKJIIOYEHHA 3 IPaBUII

BHHATOK 3 IIpaBHJI

BUILECTOSIIMHI (OpraH)

(opraH) BUIIIOTO PiBHA

BTpaTa YUHHOCTI HaKa3zy

BTpaTa YUHHOCTI HaKa3oM

BUKOHYIOUHH 000B’3KH

BHKOHYBa4 000B’SI3KiB

I'POLIOBI KOIITH

KOIIITH; TOTiBKa

JaHUH HaKas

ey Haka3

AeKIapaliifHa KOMIaHist

AeKnapaniiHa KaMIIaHis

JUHAMIiKa PO3BUTKY

pPO3BHUTOK (ab0 OuHaMiKa)

JIII0YE 3aKOHOIABCTBO

YAHHEC 3aKOHOJaBCTBO

€KOHOMIYHI BiJHOIIEHHS

€KOHOMIYHI BiTHOCHHHU

3 BijoMy

3 BigoMa

3abe3nedyBaTu Oe3reKky

rapaHTyBaTd Oe3neKy

3aBipUTH ITiITHC

3aCBIIYUTH IIAIIHC

3a BUKIIIOUYCHHIM

34 BUHATKOM

3riAHO HaKa3y; BiJNIOBITHO HaKa3y

3TiJHO 3 HAKA30M; BiAIIOBiIHO 1O
HakKasy

3aJaBaTuCsa MCTOIO

CTaBUTH 3a METY,; MaTH Ha MeETI

3aKa3HUM JTUCT

PEKOMEHIOBAaHUH JIUCT

3aKJII0YaTH JOTOBIp

YKJaJaTH JOTOBIip

3aKJIIOYHI [T0JIOXKECHHS

MIPUKiHIIEBI TOJIOXKEHHS

Ha NIPOTs3i POKY HPOTSTOM POKY

06'eM poboTH obcsr poboTn
[IaJIMBHO-MAacTHIbHI MaTepiain [aJIbHO-MAaCTUJIBbHI MaTepiaan
HepeBaKalOYHi HepeBaXKHHH

IiIBOJUTH TiACYMKH Ii16UBaTH ITiACYMKH

0 JaHUM 3a JaHUMH
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10 NIOKa3HUKaM

3a [TOKa3HUKaMH

I10 IIpaByJIax

3a [IpaBUuJIaMH

10 paxyHKaM

3a paxXyHKaMu

1o ¢axTax

3a paKTaMu

Iopsaxy ..., 3aTBEpIHKEHOr0 HaKa30M
..., 3apeecTpoBaHUM B MiH’fOCTi ...

Iopsaxy ..., 3aTBEPIHKEHOT0 HaKa30M
..., 3apeecTpoBaHoro B MiH’1ocCTi ...

OB AOMJIIEMO HACTYITHE

IIOB1AOMIISIE TaKe

MIOBICTKA IHSA

HIOPSIOK ICHHUH

IIOCTIHHO MiIOYHHA

[IOCTIMHUM

ITIOSICHIOKOYA 3aIITMCKa

IMOACHIOBAJIbBHA 3aITMCKa

IpUHHSATH JI0 BiIoMa

B35TH 0 Bimoma

npuiMaTi Mipu

yKUBaTH (BXKHUBATH) 3aXO0JIiB

IpUHAMAE y4acTh 6epe y4acTb

OPUWHATH IPOIO3HUIIIIO CXBJIUTH (YXBAJIUTH) IPOMO3UIIIO
MMPOTHPIYUTH CYIepEeYUTh

... paxyemo, 1o ... ... BBXKAEMO, IIIO ...

CaMHU¥ BUCOKHH HalBUIITHH

cTabinizyrounit craOimizaniiHuit




