I'PYIIA Ne 15
«O0cayropyBaHHs BiiBiqyBa4iB»
Ypok 47-48
Tema: «IIpaBuiia ckiagaHHs 10BiAKOBO-iHGOPMALiHHOT JOKYMEHTALI D
Mema: 3axpinumu eusueni paniuie 008i0K080-IHHOPMAYIIHI OOKYMEeHmU, USUUMU NPABULA
ogopmnents 008i0K080-iHpopmayiinoi doKyMeHmayii.

[Iponiec MpUUHATTS yNpPaBIIHCHKUX pillleHb 0a3yeThcsi HAa 300pi Ta 0OpoOIl 00’ €KTHBHOI 1
noctoBipHOi iH(opmamii. Tomy mepeBaXHO OUIBIIICTh JOKYMEHTIB, IO BIANPABISIIOTECA 3
MIIMPUEMCTBA Ta CHPSIMOBYIOTBCS JI0 HBOTO, € JIOBIIKOBO-iHGOpMaIiitHOi. Y HHUX MICTHTHCS
iH(popMarist po (HaKTUYHUN CTaH CIPaB B YCTAHOBI, OpraHi3allii, Ha MiANPHEMCTBI, SIKHH € MiCTaBOO
JUISL IPUMHSATTS PO3NOPSAUUX IOKYMEHTIB.

JloBiKOBO-iH(pOpMaLiiHa TOKyMEHTAllisi HOCUTh JONOMDKHHMNA XapakTep BiIAMOBITHO IO
opraHizariiHo-po3nopsa4oi JfokyMeHTalii. [Hpopmaris , 10 MICTUTBCS B TOBIIKOBO-1H(POpMaIiHHIX
JOKYMEHTaX, MOYKE CIIOHYKaTH 710 A1l a0o OyTH JHIIe ToBeIeHa 0 BijoMa.

JlokyMeHTH 1i€i CHCTeMH BIOIrpaloTh CIyXO00BYy pOIb MO BIAHOUICHHIO [0
OpraHizalifHO-IPaBOBUX Ta PO3MOPSIYNX JOKYMEHTIB. JloBinKOBO-iH(OpMAaIiiiHi ITOKyMEHTH HE
MICTSITh JOPYYEHb, HE 3000B’A3YyI0Th iX BHUKOHYBAaTH, SK PO3MOPAIYl JOKYMEHTH, & MOBIIOMISIOTH
JlaHi, Ha MIJCTaBi SKUX MPUAMAIOTHCS BIATOBIAHE PillIEHHS, TOOTO iHIIIIOIOTH YIPABIIHCHKE PILICHHS,
JO3BOJIAIOTH BUOPATH TOM UM 1HIIKN CHIOCIO YIPaBIiHCHKOTO BILIUBY.

OcoONMHBICTh MUX JOKYMEHTIB TOJISITA€ B TOMY, III0 BOHU HAIPABIISIOTHCS 3HA3Y BBEPX 10
CUCTEeMi YMpaBIiHHS: @ BiJ MHpaliBHUKA 10 KEpiBHUKA CTPYKTYPHOTO MiIpO3JiTy, BiJ KEepiBHHUKA
CTPYKTYPHOTO ITiIPO3LTY IO KepIBHUKA OpraHi3ailii, BiJI B AOMYOl opraHi3alii 70 BUIIO1.

J1o moBigkoBo-iH(pOpMaIiHHOT JOKYMEHTAIlii BIIHOCATHCS TaKi BUIU JOKYMEHTIB:

AKTH; TPOTOKOJIN;

JloBiaKu;

Cy»x00Bi1 TUCTH;

ITosicHrOBaaIBHI Ta JOIMOBIAHI 3aIIMCKU;

[Inanu 1 rpadixu

Binryku ta pereHsii.
AKTH
AKT - o(inifiHUI TOKYMEHT, CKJIQJCHUN Ui MiATBEpAKEHHsS BCTaHOBIEHUX (akTiB. B
aKT BKJIIOYAIOTHCS TUIBKM Ti (ath, MO BCTAHOBJIEHI oco0amu, sKi HWOTO MiAmUcCAIH. Y AESIKUX
BUMAJKaX aKT CKJIAJa€ThCS OJHICI0 ab0 MEKUIbKOMa MOCaJOBHUMH Oco0amMH 1 He TUIbKU (iKCye
BCTAHOBJIEHI (paKkTH, ajie ¥ yMilllye BUCHOBKH, PEKOMEHJAIlli, MPOMO3uIlii. ¥ HHUX 3a3HAYalOThCS
JIOKYMEHTH, 1110 BU3HAYAIOTh MIOBHOBAXEHHS OC10, K1 CKIIATH aKT.

AKT 3BUYaifHO OQOPMIIIOIOTH Ha 3arajlbHOMy OjaHKy. BiH MICTUTh HacTyIHI PEKBI3UTH

Ta iH(QOpPMaIliiiH] eTeMEHTH:
e Hasga opranizariii,
Ha3Ba Buy 1oKyMeHTa;
JlaTta, 1HJIeKC, MICIIe CKJIaJIaHHS;
I'pud 3aTBepmKeHHs;
3aroioBOK /10 TEKCTY;
ITigcrasa;
Cxutag KoMicif;
[TpucytHi;
TexkcT;
BizomicTh npo KiIbKICTh MPUMIPHHUKIB aKTY, iX MICI€ 3HAXO/[)KEHHS;
[Tepenik nonatkis;
[Tignucy uneHiB KoMmicii (Ta IPUCYTHIX).
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TekcT akTa CKJIAMA€ThCs 13 BCTYMHOI Ta KOHCTATyKO4YOi YaCTHHU. Y BCTYITHIM YacTHHI
BKa3yIOThCS MIACTAaBU JUIS CKJIAJaHHA aKTa il 0coOW, SKi CKJanu akT Ta OyJad MPUCYTHIMHU IMpH
bOMY. AKT MOXe OyTH CKJIaJCHUN 3a BKa31BKOIO BHIIE CTOSYOI OpraHi3allii KepiBHHKA YCTAaHOBH
a0o0 miapo3/iTy, Ha OCHOBI PO3MOPSTYOTO TOKYMEHTA.
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VY KOHCTaTyro4ol 4YacTWHI aKTa BUKIAJAIOThCS CYTHICTh, XapaKTep, METOAU Ta CTPOKH
poBeeHoi poOOTH, BCTaHOBIEHI (pakTH, a TakoX BUCHOBKM Ta mponosuuii. KoHcraryrouy
YaCTUHY MOXHa 0()OPMUTH y BUTJISIII TaOIULIb.

VY KiHII TEKCTy PO3MILIYIOTHCS JaHl MPO KUIBKICTh 1IEHTHYHUX €K3EMIUIAPIB aKkTa, Micle
iX 3HaxOo/UKEeHHS a00 B agpecaTax, KOTPUM BOHHU HamlpaBJieHi. AKT 3BHUYAHO CKIIQAAIOTh Y TPHOX
npuMipHukax. Ilepmmii i3 HUX CHpPSAMOBYIOTH 0 BHIIOi Oprasizamii, APYrHi — KEpiBHUKY
oprasisariii, TpeTiii — NiANBalOTh 0 CIIpaBH.

AKT MiJOMCYIOTh yCi 0COOH, sIKi Opanu ydaTh y HOTro CKJIaJaHHi, 03 3a3Ha4eHHs MOCaIH.
Oco0a, skxa Mae 3ayBakKeHHsI 10 3MICTY aKTa, MIJIUCYE MOro 13 3ayBa)KEHHSM CBO€I HE3roJu 1
BUKJIA/Ia€ CBOIO JIYMKY Ha OKpPEeMOMY apKyllli, sSIKHH J1oJaeTbesd A0 akTy. HeBenmki 3a 3micTom
3ayBa)KCHHsI MOXHA HaBECTHU MICIISI MiAMUCIB 0ci0, sIKI CKIIaAau aKT.

SIKII0 BHCHOBKM Ta HPOMO3MLII B akTl BHUKIQJAOTBCA Yy po3nopsauiil ¢opmi 3
3a3HAYCHHSAM CTPOKIB BUKOHAHHS TPUITMCAHMUX i, TO aKT HANACThCSI KEPIBHUKY, KOTPHM
PO3MUCYETHCS B TOMY, L0 BiH O3HaOMJICHUH 3 1OT0 3MICTOM.

IIporokoun

IIpoTokoa — 11e TOKyMeHT, sIKuil (hikcye XiJi OOTOBOPEHHS MUTAHb 1 MPUHHSTTS pillIeHb
Ha 300pax, 3aciJaHHAX, Hapaaax, KOHPEPEHINMX,AUTOBUX 3YCTpidax, a TaKOX JIOKYMEHT, KU
CKJIa1a€ThCs O(IMiIHOI 0COO0I0 MJIs 3aCBITUEHHS IKOTOCH (DaKTYy.
3a 06csirom pikcoBaHUX JaHUX MPOTOKOIU MOXHA MOAUINTH Ha 3 TpyIu;

1. Crucii, y TEKCTI SIKUX 3alMCAHO JIMIIE YXBAJH.

2. [ToBHI, y TEKCTi SIKUX, KpIM yXBaJl, CTUCJIO 3allMUCYIOTh BUCTYIH JOIOBIJAauiB Ta
IHIINX YyYaCHUKIB 300piB, Hapas, 3aci/laHb.



3. Crenorpagivni, ge BCi BHUCTYNH 3alHCYIOTh JociiBHO. IIpoTokonn BeayTh
mocaioBi ocodm (cekperapi, Ai10BoM) abo BUOpaHi Ha 3aCilaHHI CeKpeTapiaTh YM CeKpeTapi.
[IpoTokonu cKIajalOTh Ha OCHOBI PYKONMUCHHX, CTEHOrpadivyHUX, MarHiTo()OHHUX
3amuCciB, IO 3poOJICHI T 4Yac 3acijaHHsA: KpiM Toro, mnpu O(GOpPMIICHHI MPOTOKOIY
BUKOPUCTOBYEThCS HaJlaHI [0 3acilaHHs MaTepiaju: TEeKCTH, TE3HW JOMOBiJied Ta BHCTYIIIB,
JOBIJIKA, TMPOEKTH pimieHb TOomO. I[IpOoTOKOI TOBHMHEH BIiAPI3HATHUCS TOBHOTOI 1 TOYHICTIO
BUKJIQJICHHS BUCTYIIIB 1 X0Jy 300piB. Y MPOTOKONI HEOOXiTHO BiI0OpakaTh BCi BHUCIIOBIICHI B
nporieci 00roBOpeHHsI AyMKH, TOUKH 30pY 1 3asBH, a TaKOX YCi MPUHAHATI PIICHHS, 1 TPOTOKOJ
MICTHTb HACTYITHI PEKBI3UTH:
HaiimenyBanHs oprasizaiiii abo CTpYKTYpHOTO HiAPO3 LTy,
Hasga Buny 10KyMeHTa;
Jlara, iHIeKC;
I'pud 3aTBepmKeHHs (SKIIO TPOTOKOJI MiAJIATaE 3aTBEPIKECHHIO);
3aroJIoBoOK;
TekcT;
[Tixmucu rooBY 1 cekpeTapsi, BIIOMTOK MEYaTKH.
3aroJoBKOM 0 TEKCTy IMPOTOKOJY € Ha3Ba KOJIETIAJIBHOTO OpraHy a00 KOHKPETHOTO
Hapaau i oOroBoproBaHe MHUTaHHS. TEKCT MPOTOKONY CKIIAMAEThCs 31 BCTYMHOI Ta OCHOBHOI
gacTuH. Y BCTynHii wactusi micis cioBa [IPUCYTHI BkaszyroTh mpi3BuILA BCiX MPHUCYTHIX Ha
3acilaHHl KoJeriaJbHoro oprany a0o cCHiBpOOITHHKIB, a TaKOX 3ampolleHux ocid. Skmo ix
KUTBKICTh TepeBUIIYE 15, 10 MPOTOKOIY ONAETHCSA CIHCOK MPUCYTHIX. Y IIbOMY BHUIAIKy Yy
BCTYIHIHM 4aCTHHI MPOTOKOJIY BKa3yIOTh TUIBKH iX 3arajibHy KUIbKicTb. [Ipi3BuIna ocib, siki Opanu
y4acTh y 3acilaHHi, pO3MILIYIOTh 3a anaBiTOM (OKPEMO — WICHH KOJIETiaIbHOTO OpraHy, OKpPeMO
— 3allpolIeHi) 1 APYKYIOTh Y pAIOoK uepe3 inTepsai. Ilicns npizBuia 3amnpoineHoi 0coOu BKa3ylTh
Ha3BY YCTaHOBH, SIKi BOHA MIPEJCTABIISE, MicIIe pOOOTH 1 Iocaiy.
Ha 360pax 1 3aciiaHHsX 3 BETUKOIO KUTbKICTIO MPUCYTHIX 3a3HAYAIOTH JIUIIE KiJIbKICHHIMA
CKJIaJl MPHUCYTHIX. [Hilianu i mpi3BHIIA TOJOBU Ta CEKpeTaps, SKUX OOMParoTh, (QIKCYIOTh Y
BCTYIIHIM YaCTHHI MPOTOKOJIH.
Tect mpoTokoily Mae CKJIAmATHCS 3 TMO3UIllT 3TiTHO IYHKTIB MOPSIKY JACHHOTO. TeKcT
KOHOI o3uIliil ykinagaetbes 3a popmoro: CIIYXAJIU, BUCTVYIIUIIN, Y XBAJIWJIN.
Cnoso CJIIYXAJIN numryTe B OKpeMOMY PSAIKY 13 HU(POIO, 110 MO3HAYa€e MUTAHHS.
[Ticnsa cnoBa CJIIYXAJIM craBnsTh ABOKpamnky. IHimianu i1 mpi3BHIa JOMOBiAada MOTPIOHO
MUCATH 3 HOBOT'O PsIJIKa Y HA3UBHOMY BIJMIHKY 1 I1JIKPECIIOBATH, MICIs MPI3BUILIA CTABIATh THUPE
1 MUIIYTh 3MICT AONOBII Y GopMi mpsAMoi MOBH. SIKIIIO HasiBHUMA TEKCT JAOMOBIiJI 1€ HEOOX1IHO
BIIMITHTH MO3HauKow («Texcr momosiai momaerbesy). Hikde HOTYIOTh MUTAHHS 1 JOTOBIII HA
HUX.

FEFEEE T

Cnosa BUCTVYIIWIIN, VXBAJIMJIM notpiOHO ApyKyBaTH BEIUKHUMHU JITEpamMH 3
HOBOTO psiika JUIsl TOTO, 1100 X BUIUTUTH.
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JoBinku, orjasiau, BizomocTi

JloBigka — 11e ci1y>k00BUI JJOKYMEHT, 1110 MICTUTh OMKC Ta MiITBEPPKEHHS TUX Y 1HIIUX
¢akTiB abo noaiit. JIoBIIKM MOAUIAIOTH HA 2 TPYMH:

JloBigKH, 110 MICTATH iH(pOpMaIlito Mpo (akTH Ta MOAII cayk00BOr0 XapakTepy;
JloBiKH, 110 3aCBIAYYIOTH SIKUHCH (aKT.

HaituucenpHimor € apyra rpyna J0BiIOK iX BHJAIOTh 3alliKaBJICHUM rpomajsHaMm alo
ycraHoBaM. lle moBigku, 1m0 MIATBEPIXKYIOTH (pakT poOOTHM UM HaBUaHHS, 3aiiMaHy mocany,
po3Mip 3apo0iTHOI IUIaTH, Miclieé MpOoXHMBaHHA Towo. JloBigKM iH(pOpMAIitHOrO XapakTepy
Bi10OpaXkatoTh 1HJIWBIAyaldbHI CHUTYyallll IX CKJIaJar0Th Yy BIAMNOBIb Ha 3aMUTH 1 MOAAIOTH Y
BU3HAYECHUH TepMiH. Y [0BiALl HEOOXiHO O00’€KTMBHO BifoOpakaTH CTaH CHpaB, TOMY Iii
CKJIa/IaHHIO MAlOTh MEepeayBaTH peTelibHE 30MpaHHs 1 IepeBipKa MOB1IOMIIEHD, 31 CTABJIEHHS Ta
aHai3 J00yTHX AaHUX. Y JOBIALI HEOOXIAHO 00 €KTUBHO BiOOpa)kaTW CTaH CHpaB, TOMY il
CKJIaJIJaHHS Ma€ TIepelyBaTH peTebHe 30MpaHHs MepeBipKa MOBIJOMIICHb, 31CTABJICHHS Ta aHaIII3
no0yTUX AaHuX. Y JOBiJLI MOXKYTh HABOAUTHCH TAONUIII 1 JOJATKU. PEKBI3UTH TOBIIKU:

Mara;

Inpgexc;

Micrie cknaiaHHs YU BUIAHHS,

Anpecar ( He 3a3HaYalOTh, SKIIO B TEKCTI BKa3aHO, KyJU Mpea IBISITUMEThCSI BUAAHA JI0BIAKA);
Ha3Ba Buy 10KyMeHTa;

3aroJ0BOK /10 TEKCTY ( 3a3HAYAEThCA y pasi moTpedn);
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TexkcT;
[To3nauka mpo HasBHICTH NOAATKIB (Y pa3i moTpedn);
ITigmuc i BIZOUTKH IIOYATKU;
[To3nauka mpo BUKOHABIIA ( 0(hOPMITIOIOTH Y pa3i moTpedn).

VY pasi cutyanii , 3 IpUBOAY SIKHX BHJAIOTH JOBIJKU JOCUTH THUIIOBi, TO
BUKOPHUCTOBYIOTh YHi(iKoBaHI TpadapeTHi OJaHKU, B SKMX YAaCTHHY TEKCTY BIAJPYKOBaHO 1
MO3HAYEHO MICIIe /7151 BHECEHHS JICSIKUX 3MIHHUAX PEKBi3UTIB. TeKCT MOYMHAIOTH 31 3a3HAYEHHSIM
B HA3WBHOMY BiJIMIHKY IpI3BHUIIA, IMEHI Ta 1O 0aThKOB1 0COOH IPO SKY HeTbes. B octaHHbOMY
ab3a1li TEeKCTy 1HOAI 3a3HAYar0Th, KyJIU MOJaBaTUMEThCS JOBiJIKA, IO BUIAETHC. JIOBIAKH, 1110
HAIPAaBIISAIOTHCS 32 MEXK1 YCTaHOB, 0(OPMIISIIOTH Ha 3arajbHUX OJIaHKaXx.

JloBinky migmucye oco0a, sika i CKJiaia, KepiBHUK CTPYKTYPHOTO MiAPO3IALTY UM
OJIMH 13 NEPIINX KEPIBHUKIB YCTAHOBH, SKIIO JOBiJKa Ma€e (iHAHCOBO-MaTeplalbHUN XapakTep 1
BUXOJIUTh 32 MEXI MANPUEMCTBA, TO 1i MIAMHUCYIOTh KEPIBHUK MIANPUEMCTBA 1 TOJOBHUMN
Oyxrainrep.

Orasin — ue ciayxO0OBUH JOKYMEHT, IO CKJIAgaeTbess s iHpopMmariii
miaBiIOMYMX ab0 JOUIpHIX OopraHizariii mpo Xij pooiT ado miACYMKH HOTO BUKOHAHHS 31 TIEBHUN
nepion. Ornsa € pizHOBHIOM JoBinkH. Ha BiAMIHHY Bif TOBiAKH, 110 BimoOpaskae cTaH CHpaB
OKPEeMOro MiJIpUEMCTBA a00 YCTaHOBHU, B OIJIS[I BUCBITIIOETHCS NMUTAHHS MAISIBHOCTI abo 11
HiJICYMKH B Psi/ii OpraHizaiii 3a IeBHUIA MPOMIKOK.

Dopmysp OrJsAy CKIaIa€ThCs TAKUX OCHOBHUX PEKBI3UTIB:

HaiimenyBaHHs BUly TOKYMEHTa

3aronoBok (i3 BKa31BKOIO MPEIMETY OTJISAy Ta Mepioay, 3a sIKUX pOOUTHCS OTJIsIN)
JaTa it micue ckiagaHHs

TekcT 13 BCTYIOM, OCHOBHOIO YAaCTHHOIO i BUCHOBKaMU

[Tigmuc ocoOw, 110 CKIIaaajia OrJIsia BiJOMTOK IIEUYATKH.

VY TekcTi Orisiy TakoXk BKa3yeTbCs MiACTaBU CKJIaJaHHS JOKYMEHTa, HaBOISATHCS
MO3UTHBHI NPUKJIAIN, BKa3y€EThCS OKPEMi HEIOJIKH B AISUTLHOCTI ITiIIPUEMCTB.

TekcT ornsay po30oUBaeTbCa Ha PO3ILIN 3aJI€XKHO BiJl IeTanizalii nutanb. [linnucyerscs
OTJISA]] TIOCAJIOBOIO 0CO00I0, PO3MHOKYETHCS aJIpeCaHTaM.

BinomicTh — JOKYMEHT, 110 MICTUTH JaHi 3 0AHOrO NMUTaHHA. CKIIaJaeThCcsl HA MiACTaBl
BKa31BKM BHILOTO OpraHy M0CaJoBOi 0COOM y BCTAHOBJIECHOMY MOPSJIKY. TE€KCT BITOMOCTI MOXeE
opopmisTHCa TAOMMLSIMU, Yy SKIM NPU3BOAATHCS BIIOMOCTI IMpO JKepeia HaIXOJKEHHs
iH(dopMalii i XapakTepucTHUKa MaTepianty 3a MEeBHUMU NOKa3HUKaMU. BigoMicTh ais KepiBHHUKA
HiANKCYE TOH, XTO 11 CKJIaae, UIs BUIIOT YCTAHOBU — KEPIBHUK OpraHi3arii.

IosicHIOBa/IbHI Ta JONOBIAHI 3aNMCKKN

JlonoBinHa 3amMcka - 1€ CIy)KOOBUH JOKYMEHT, aJpecOBaHUN KEpPIBHUKOBI JaHOI UM
BUIIOi OpraHizalii, B SIKOMy aBTOp 1HQOPMYE MpPO CHUTYAIIO, 110 CKJIajacs, Npo moAii Ta (axTu,
1110 MaJIK MiClie, PO BUKOHAHY POOOTY, a TAKOK HABOJUTH CBOI BUCHOBKH Ta IMPOIO3UIIIi.

JlomoBiHI 3aNMCKM MOXYTh TOTYBAaTHCS SIK 13 BJIACHOI 1HIIIaTHBH, TaK 1 32 BKa31BKOIO
KEepIBHUIITBA. 37eOLIBIIIOr0 MeTa iHIlIaTUBHOI JOMOBIIHOI 3alMUCKH — CIIOHYKATH KEPiBHUKA 0
MPUAHATTSA KOHKPETHOTO pilieHHs. ToMy TeKCeT 10NnOBiAHOI 3aNMCKH YiTKO NMOAIJISIETHCA HA ABI
YACTHHH: y NepIliii, KOHCTATYyI04ili, HABOAATH (pAKTH 200 ONMUCYIOTH CUTYalil0, 4 B APYTiil —
BUKJIQIAI0Th NMPONo3ullii, mpoxanHsi. JOMoBi HI 3aMUCKUA B SKUX KEpiBHUKA 1HYOPMYIOTH MPO
Xig poOirT, momalTh perymspHo. JIOMOBiIHI 3amWCKM 3 OCHOBHMX NHUTaHb AisUIBHOCTI
MIJIPUEMCTBA 30€epiraloThecs 5 POKiB.

OdopmiteHHs X JOKYMEHTIB 3aJIe)KUTh BiJ] ajpecata. BHYTpilIHi JOMOBIIHI 3aIUCKH (
[0 MOJAIOTHCS KEPIBHUKOBI CTPYKTYPHOTO MiJIpo3/AuTy abo migmpueMcTBa) oGOpMIISIOTH Ha
YUCTOMY AapKylli Manepy BiJ pyKd. 30BHIIIHI JIOTOBiAHI 3amMCKH ( L0 BHUXOJATH 3a MEXI
MIAIPUEMCTBA) 0OOPMIISIOTH Ha 3arajibHUX OJaHKax.

[TosicHIOBazIbHA 3alUCKa — II€ CIY>KOOBUH JOKYMEHT, B SIKOMY IOSICHIOETHCS 3MICT

OKPEMHUX IOJIO’KEHb OCHOBHOT'O JOKYMEHTAa( MJIaHy, 3BITY, IPOEKTY) UM MPUUYNHU SIKUXOCh IO,
¢axTiB TOIIO.



Y 3a/1e5KHOCTI BiJl 3MicTy Ta NpU3HAYEHHS NOSICHIOBAJIbHI 3aIMCKU NOALIAITH Ha IBi
rpynu:

O 3amucku, MO CYNPOBOKYIOTh OCHOBHUU JOKYMEHT (IUTaH, 3BIT) 1 IMOSICHIOIOTH
0ro 3MicT OKpeMHX MOJOKeHb. IX OGOPMIAIOTH HA 3aralbHUX abo CeliadbHUX
0JIaHKaX yCTaHOBH MAITUHOIMMCHUM CIIOCOOOM.

o0 3anucku 13 IpUBOJY SKUXOCh BHUMAJKIB Ta CUTYalliid, 110 CKJIAIUCS 13 IPOBUHU Ta
MOBEIHKM OKPEMHUX MpPAliBHUKIB TOHIO. TEKCT TaKMX IMOSICHIOBAJIBHUX 3alMCOK
Mae OyTH TIEPEKOHJIMBUM 1 Ma€ MICTUTH HECTIPOCTOBHI Jokazu. OGopMIIIIOTh iX Ha
YUCTOMY apKyIIi Manepy Big pyKu.

BuknageHHss Tekcty Moke OyTH MNpsSMHM, TOOTO KOJM BIH MICTUTh Yy BHU3HAYCHIN
MOCIIITOBHOCTI BCTYII, JIOKa30BY YaCTHHY, BUCHOBKH, Ta 3BOPOTHHM — KOJH JIOKAa30Ba YaCcTHHA
CTOITh MICJIsl BACHOBKIB.

[TosicHIOBaNIbHY 3aMMCKy BUKOPUCTOBYIOTH ISl IOSICHEHHS CUTYAIIi1, 10 CKianacs, GakTiB, ik
a00 BUMHKIB IpaIliBHUKA HA BUMOT'Y KEpIBHUKA, Y ICIKUX BUIAJKaX — 3a 1HIIIATUBOKO M1 JIETIIOTO.

Cay:x00Bi 1uCTH

Cay:xk00BHii JHCT — 3arajbHa Ha3Ba PI3HUX 3a 3MICTOM JOKYMEHTIB, SIKI BHIUISIOTHCS Yy
3B’SI3KYy 3 OCOOJIMBUM CIIOCOOOM Tepenadi TeKCTy — MOMTOBO Tepecuikoro. Ciryk00Bi JHUCTH
HaJeXaTh 10 OCHOBHHUX 3ac00iB 00MiHY iH(OpMaIIi€l0 MiX MiAMPUEMCTBAMHU Ta ycTaHOBaMu. Ha
HUX MMPUTIA/Ia€ 3HAYHA YACTHHA BX1JHOI Ta BUXITHOT IOKYMCHTAITI].

Cny00B1 JHCTHM HaJCWIAIOTh a0W CIOHYKAaTH ajapecara 0 Ail, po3’sSCHUTH HOMY MIOCh,
MePEeKOHATH B YOMYCh. Lle mocsraeTbest 3aBIsKM YiTKOCTI BUKJIAIEHHS Ta 3MICTOBHOCTI TEKCTY.

TekcT cimyx00BOTO JHCTa, SIK MPABUJIO, CKIATAETHCS 13 JBOX JIOTIYHO MMOB’SI3aHUX YACTHH:
BCTYITHOI T4 OCHOBHOI. Y BCTYIHIN YacTHHI 3a3Ha4arOTh (aKTH, MOJid, 00CTaBUHU, JOKYMEHTH,
AT HOPMATUBHHUX YU IHCTPYKTUBHUX MaTepianiB. B ocTaHHIN 4acTUHI TEKCTY BUKIAAAI0Th HOTO
TOJIOBHY METY y (OpMi MPOIO3HUIILii, BITMOBH, TapaHTil TOIIIO.

Cnyx060Buii TUCT 0OPMITIOIOTH Ha crielianbHOMY / GpipMoBOMY OsiaHKy ( mepeBary HaJaroTh
KYTOBOMY PO3TalllyBaHHIO OCHOBHHMX PEKBI3UTIB) a00 Ha YMCTOMY apKylli mamnepy (B Takomy pasi
3aIUIIAI0Th MICIle 7S BiZOMTKA KyTOBOTO YH TOB3J0BXKHBOTO IITAMITy ajgpecara). 3ajekHO Bif
00CsTy TEKCTY BUKOPUCTOBYIOTh OJIaHKM 4M apKy1i ¢opmary A-4 abo A-5.

PexBizuTn ciayx060BOro jaucra:

HazsBa opranizaiii — BiilipaBHUKa JIUCTA;

JIOBiIKOBI JJaH1 PO OpTaHi3alliio — BiIMIpaBHUKA JIUCTA;
Howmep nucra (iHaekc);

[ara;

Anpecart (oaepxyBau ) JIUCTa;

3aro0BOK JIHCTA;

Howmep 1 nara nucTa, 1110 mpaBuiIn 3a OCHOBY CKJIaJJaHHs B1IMOBIIL;
TexkcT;

[lepenik 1o1aTKIB 13 3a3HAYEHHAM KIJIbKOCT1 CTOPIHOK;
[Tignmuc xepiBHUKA;

[Ipi3BHIlle BUKOHABIIS.

Cayx00Bi aucTu- 1e eauHa Qopma JTOKYMEHTIB, 1€ HE BKa3yeTbCsS PEKBIZUT «BUJ
JOKyMeHTa», To0To « City:k00BUH TMCT» HE HA3HAYAIOTh.

Icuye GaraTo BuiB Ci1y’>k00BHX JIUCTIB:

. [Hdpopmariiini;

X/
X4
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e

AS

X/
°

e

AS

X/
°

e

AS

X/
°

e

AS

X/
°

e
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X/
°

. Pexnamni;

. 3anpoIeHHs;

. CympoBijHi;

. [TinTBepHKEHHS;
- Haranysanns;

. l"apanTiiini;

= [mimiaTusHi;



= Binmosini;
= Pexomenmariiigi Ta iHIml.

-/ \
Cayocoosuii aucm B o
T
Dopmu aucmis, SIKi BUKOPUCIIOBYIOMBCSL 8 YCMAHOBAX,
Oyoice pIBHOMAHIMHI 1 NOJIASIIOMBCSL HA 2 ZPYNU:

1) aucmu, wo eumazarome 8i0NOBIOL: AUCM-3aNUM,
AUCM-36EPHEHHS, AUCM-NPONO3UUISL, AUCM-BUMOZd,
AUCM-POZNOPSIOHCEHHST, CYNPOBGIOHULL AUCH MOULO;

2) Aaucmu, WO He sumazarome BiON0GIoI:  AUCTU-
8i0n0eidi, IHoOpMauilini, peKaamHui, 2apaHmiiini,
P -NIOMEePAIHCEHHST MOULO.

Banx « EHEPIIS» Hupexmopy ¢hinii
Pavanaosy B. J1

HMepeoas cexpemap M. I Cysyn Hpuinine cexpemap O. T. Jleavenxo
mea. 345 12 34 men. 235 90 72
TEJTEDOHOTI'PAMA Yac nepedasanun: 15 000, 20 xa
[2.02.2008 M 22
. Kuia

13 momozo & konghepeny-sani 2010810200 odhicy Banky nposodumnsea napada
3 numans nadanns Kpeoumie ghineumun ocobam,

Howamox napaou o 14,30

Hupexmop nionuc B. B. Hopeunxo

Indopmartiiini 1ucTu — 1e ciayk00B1 JIMCTH, B SIKUX aJpecaHT iHPOpMye ajpecaTa mpo SKiCTh
¢dakTu uym 3axoaM. SIK IpaBUIIO, agpecaHT MPONOHYE CBOi BUpoOM uM mociayrd. [Hpopmaris
HaBe/IeHa B JINCTaX TAaKOro TUIY, Mae OyTH sSKOMoOra HIMpIIOI. AJpecara MO)KHA 3a3HAUUTH y
y3arajJbHEeHO.

PeknamHi JIUCTH 11e pi3HOBUA iHPOpMaLiIHHUX JTUCTIB. BOHN MICTATH JeTalbHUN ONKC TOBApiB
9d TIOCIYT 1 HAJICWIAIOTBCS KOHKPETHHM ajpecaraM, o0 CIIOHYKAaTH iX CKOPHCTaTHCS
3arponoHoBaHuM. He 3Bakatouu Ha Te, 110 PeKJIaMHI1 JIUCTH 0GOpMIIIOTh Ha (pipMOBUX OJaHKaX,
MOIITOBUX aJjpecax, HoMepH Tele(hOHIB, pO3paXyHKOBUX paXyHKaxX TaKOX 3a3HaYalOTh y TEKCTI.

JIncTu-3anpomenHs — e Taki ciyx00Bi JIUCTH, B IKHX a/pecaToBl MPOIOHYIOTh B3ATH Y4aTh
B SKHUXOCh 3ax0Jax. AJpPEecyloTh KOHKPETHHM oOco0aMm, IiANMPHEMCTBAM, YCTaHOBaM YH
opraizauisM. [lounHaTH LI JUCTH MOXHA TaKUMH 3BopoTaMu «IIpocuMo B3ATH y4acTh y...»; «
3anponryemo. .. ».

CynpoBiani Jauerm — 1e Taki CiIyx00BI JHCTH, B SKHUX ajpecata I1HQOPMYIOTh PO
BIIMPaBIIEHHS MOMY JOKYMEHTIB, IO JOJAIOTHCS a0 jucTta. CympoBiIHI JUCTH CIIJ MOYMHATH



cnoBamu: «Hancunaemo...»; «Hampasnsemo...» Tomo. Ilepenik JOKyYMEHTIB , HaJCUJIaHHS SKUX
CYIPOBO/KYETBCS JaHUM JIUCTOM O(OPMIIOIOTH JOJATKH IO TEKCTy CYNPOBIIHOTO JIKCTA.
CymnpoBigHUM JTUCTOM MOXKHA oopMiIoBaTH i mepecuiatu iHGopMarliiHi JOBIIKH CIyKOOBOTO
XapakTepy 1 BUIUX THCTAHITIH.

I ySAID | YKPAIHA

AKAHCEXOrO

CYNPOBIJTHUM JIACT

10 ANKETH-3a89BKH Ha Y4aCTh ¥ KOHKYPCi 3 Bigbopy napruepis
(biznec-00’¢InanL, AHATITHYHHX HeHTPIB a0 IHIINX rPOMAICLKHX OpraHi3aIxii )
y pamkax aisibuocti Hporpamn USAID “Jlineperso B exonomiumomy spsjgy Banni”™

Bumorn 1o 3micty Cynposijnoro jaucra

. Jlucr noBuHeH MICTHTH O0IPYHTYBaHHS 10 %0 yuacTi Bawoi opramizanii y KOHKYpCI.
2. ¥V aucTi onij OKPecIMrH MICIi0, OCHOBHI HanpsSMH JiSUILHOCTI Ta 3aplaHnd po3surky Bamol
opraniatii Ha cepeIHEOCTPOKOBY MEPCNeKTHBY.

s

. ¥ mcri TpeGa crucno poskpurn Gavenns poni Bamor opramizanii B possurky cexropa MCIT y
BIANOBITHOMY MICTI YH PerioHi.
4. Jlncr Mae MICTHTH nepestik OCHOBHHX akTyalsHuX norped Bamol oprasizauii.

5. ¥ smcri cmia CTHCIO ONMCATH OCHOBHI ouiKyBanHs Bamiol oprasizanii mojso MOMIHBOL
aponomory Bia [porpasu JIEB.

Bumorn 10 odopmurenns Cynposianoro mncra
1. JIucr cmia ohopmurn Ba dipmosomy 6anky Baol opranizanil.
2. PoaMmip OCHOBHOIO TeKCTY JIHCTa — | 2 nyHKTIB.
3. Makcumanennii obear ueTa — 10 1BOX CTOpPIHOK (hopmary Ad.
4. Jlucr mae 6yru niANKCAHMIl NOBHOBAKHMM NpecTaBHMKOM Bawol opraniargi.

JlucTu-nmiaATBEpAKEHHS — 1€ CTY»KOOBI1 JICTU B SKUX MIATBEPPKYEThCS TOM UM 1HIIUN (akT,
HaIpUKIAJ OJEpKaHHS MepeKkasiB, LIHHUX ManepiB Toulo. BoHM MOXYTh MICTHTH 1H(OpPMALi0
PO YMHHICTh YKJIAJEHHX JOTOBOpPIB, IHCTPYKLIA Ta iH. TEKCT TAKUX JIUCTIB MOYMHAETHCS
CIIOBaMU, YTBOPEHUMHU BiJ ciioBa «IliaTBepmxyBaT».

JlucTu-HaragyBaHHsi — I CIYXOOBI JIMCTH, B SIKHX HaraayeTbCs MpO HAOMMKEHHS U
3aKiHUYEHHS TEpMIHY BHUKOHAHHS 3aBllaHb, 3000B’s3aHb, MPOBEJACHHS 3aXOMAIB 1 HEOOXIAHICTH Y
HACJIJIOK [[LOTO BXXUTU BIAMOBIAHUX 3aXO[iB. TEKCTH TaKUX JHUCTIB MOXYTh CKiaaatucs 3 1 — 2
peYeHb 1 TOYMHAIOTHCS CIIOBaMU YTBOPEHUMH B AiecnoBa «HaramgyBatuy.

I'apanTiiini JucTtH — 1e Taki caykO00BI JUTH B SIKUX TapaHTYe€ThCS BUKOHAHHS YOTOCh
(HampukJaa, omjiaTa 3a IMOCIYTM 4YM TOBapH, 3ale3nedyeHHs poOodoro Micus Touo). SKio
rapaHTIMHUN JIUCT MICTUTh BIAOMOCTI (PIHAHCOBOTO UM MaTepiajibHOIO XapakTepy, TO
HE3BaXalOUM Ha Te, L0 OaHKIBCbKI PEKBI3UTH € Ha (ipMOBOMYy OaHKy, HEOOXIZHO IiX
poayOIIOBaTH Yy TEKCTI.

InimiaTuBHi JUCTH — 1€ Taki CiIy>kOOB1 JINCTH, IO CIIOHYKAIOTh ajJpecara JaTh BiIMOBIIb
anpecatoBi. TemMaTuka iHII[IaTUBHUX JUCTIB HeOOMeXeHa. 3aJeKHO BiJl BHKJIAJEHOTO B JIUCTI,
BIJIMOB1Ab MO€E OYTH MO3UTUBHOIO YU HETaTUBHOIO. [HINIaTUBHI MOXYTh HAaNIPABIATUCS B1Jl IMEHI
KepiBHHKA, KEPIBHUIITBA Y TPYJOBOTO KOJICKTHUBY.

JlucTu-BiamoBiai — me Taki cay>k00B1 JUCTH, B SKWX JAIOTh BIAMOBIAI Ha 1HIMIATUBHI JUCTH.
S0 B iHINIATUBHOMY JUCTI BUKJIQIEHO KiJbKa MUTaHb, TO B JIMCTaX BiJIMOBIASX BiIMOBIIAIOTH
Ha KOXKHHH 13 HHX, HE3aJIEKHO BiJ| TOrO, SKa BiAIIOBiAb MO3MTHUBHA YM HEraTMBHA. TE€KCT TaKHX
JIOKYMEHTIB Ma€ OyTH YiTKUM, KOHKPETHUM, Y pa3i BiIMOBU OOTPYHTOBAHUM.



PexoMenauiiiHi-IMCTH — BHJAIOTHCS NPU KJIOMOTaHHI HA IOCaly, BIAIITYBaHHI Ha HOBY
BIIMOBITAJIbHY pOOOTY, MO/aHl HA 300YyTTS TpaHTy. Taki JUCTH MOMAOTHCA TUMH, XTO J00pe
3Hae ocoOy, 1 mpodeciifHi Ta MFOACHKI SIKOCTI, KOJIO 3allikaBJIeHb, HAYKOBI Ipalli i Ma€ MEBHUA
ABTOPHUTET Ta BU3HAHHS y CBOTH raiysi.

Pexomennauiiinuii et I'opOynosiii Oxkcani IleTpiBHi

l'opoynoBa Okcana IlerpiBHa mpompampoBaia Ha TMocaal BuWTens reorpadii
3arajJbHOOCBITHROI cepeiHboi 1Ko Ne 6 M. 3osotoHoma 3 2010 o 2020 HaBYaIbHI POKH.

3a yac pobotu Oxcana IlerpiBHa mposiBuia cebe sIK BiANOBiIanbHA, KOMYHIKa0OEIIbHA,
MyHKTyaJIbHa, TBOpYa O0COOHMCTICTh. BoHa 3yMminia mepenaty AiTsM HE TUIBKM CBO1 3HAHHS, a W
CBO1 HaliKpaIi sIKOCTI.

Ceoro memaroriuny pob6oty Oxcana IlerpiBHa OyayBanma Ha BHKOPHUCTAaHHI CYYacHHX
OCBITHIX HAyKOBO-TIEIarOTIYHUX MIPOTPaM.

Oxkpim TIpoBeICHHS 3aHATh, BoHa Opalia akTHBHY y4acTh B po3poOilli TJIaHIB 1 CKJIalaHH1
HaBYAIbHO-METOIMYHUX MaTepialliB /Ui yYHIB CTApIIUX KIIACIB.

3aBIasSKM CBOIM BHUCOKMM MPOGECIHHUM 1 OCOOMCTHM SKOCTAM i1 Y4HI HEOJHOPa30BO
3aiiMalii TIPU30B1 MicIs B MICBKHX 1 00JTACHUX OJliMITiaaax 3 reorpadii.

[Tpuunnoro 3BimbHeHHsT Okcanu IleTpiBHM 3 HaIOI MIKOMK CTaB ii mepei3a B iHIIE MICTO
3a ciMeHUMHU 00CTaBUHAMM.

51 3 3amoBoneHHsIM pekomenayro Okcany IlerpiBHy B sikocTi mpodeciiiHoro negarora. Y
pasi sikmo Bam 3Ha100UThCs 101aTKOBA iH(OpMAITis, 51 3aTF00KH 11 HaiaM.

Hupextop 30 Ne 6 m. 3on0ToHOI1I1A,
I'omentok Cepriit bopucosuu
tenedon 00-00-00

16 sucromana 2020

JlomariHe 3aBaaHHs:
1) 3aKoHCIIEKTYBAaTH Ta BUBYUTH MaTepiall ypoKY.

2) Hanumite pekoMeHIaliiHuM JIMCT MPaliBHUKY, SIKUH IPAlleBIAIITOBYETHCS B 1HIITY
OpraHizarito.

[anoBHi yuni! Baiii KOHCIIEKTH Ta BUKOHAH1 JOMAIIIHI 3aBAaHHsI HaJICWJIalTe Ha €JIEKTPOHHY

anpecy gr.ev@ukr.net
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