MIHICTEPCTBO OCBITU I HAYKU YKPATHU

XAPKIBCHhbKUM HAINIOHAJBHUMW YHIBEPCHUTET
imeni B.H.KAPA3IHA

HAKA3
16 rpyans M. XapKiB Ne 0102-1/ 745

[Tpo 3aTBepKeHHS Ta BBEACHHS B Jit0 [HCTpyKIIii

3 JOKYMEHTYBaHHS yIPaBIiHCHKOT

iHopmartii B enekTpoHHiN hopmi Ta opranizaiii podoTu

3 €JIEKTPOHHUMH JJOKYMEHTAMH B JIIJIOBOJICTBI, €IEKTPOHHOTO OOMIHY
Ta [HCeTpyKIii 3 AlI0BOICTBA B XapKiBCHKOMY

HalioHaJIbHOMY yHiBepcuTeTi iMeHi B. H. Kapasina

3 MEeTOX YHOPMYBaHHS JUIOBOJICTBA Ta JOKYMEHTYBAHHS YIPaBIIHCHKOI JISUIBHOCTI B
eNEeKTPOHHIN QopMi, CTBOpPEHHS IIUIICHOTO TpOIleCYy OpraHizamii B3aeMojii B cHCTEMI
EJIEKTPOHHOTO JTOKYMEHTOOOITY y BUKIIOYHIN Oe3namepoBiii (opmi, a TaKoxk 3aBepILEHHS
(dopMyBaHHS TOBHOTO IIMKJIY MiATOTOBKH MPOEKTIB aKTiB y €IEKTPOHHIN (HOpMi BiIOBITHO 110
nocranoBu Kabinery MinictpiB YkpaiauNe 55 Big 17 ciuas 2018p. «Jleski nuTaHHS
JOKYMEHTYBaHHSI YIPABITIHCHKOT isTTBHOCTI»

HAKA3YIO:

1. 3arBepauTu Ta BBECTH B Jit0 [HCTpYKIiIO 3 JOKYMEHTYBaHHS YIPaBIiHCHKOI iH(popMarii B
eNeKTpoHHIN (opmi Ta opranizamii poOOTH 3 €IEKTPOHHUMH JOKYMEHTaMH B JA1IOBOJICTBI,
€JIEKTPOHHOTO 00MiHYy B XapKiBCbKOMY HallioHaIbHOMY yHiBepcuteTi imeHi B.H. Kapasina ta
[HCTpyKLilO 3 [AI70BOACTBA B XapKIBCbKOMY  HalllOHaJbHOMY YHiBepcuteTi imeHi B. H.
Kapasina, mo gogatorses.

2. CTpyKTYpHUM HiApO3/idaM YHIBEpCUTETYy KepyBaTucs y poOoTi Ha3BaHuMH Yy 1.1
Iacrpyxkuisimu 3 02 ciunst 2020 poky.

3. Hupexropy Llentpy noxymentauii [Tomiit I.B.

MOJIaTH Ha3BaHI JIOKYMEHTU JUIsl OINyOJiiKyBaHHS Ha BeO-cTopiHui lleHTpy nokymenramii
o(iiifHOro caliTy yHIBEpPCUTETY;

3poOUTH PO3CWIKY [HCTPYKIIii HAa €EKTPOHHI CKPUHBKHU KEPIBHUKIB CTPYKTYPHUX HIAPO3/LTIB
YHIBEpCHUTETY Ta agMiHicTpamii ;

3a0e3neuyBaT METOJAMYHY JTOTIOMOTY KEpIBHUKaM CTPYKTYpPHHUX MiJIPO3JUIIB YHIBEPCUTETY 3
NUTaHb 3aCTOCYBAaHHA [HCTPYKIIH y MpakTUYHIN JisSUIBHOCTI;

3AIMCHIOBATH CHUCTEMAaTHYHHUI KOHTPOJb 3a JOTPUMAaHHSAM BHUMOT [HCTpyKIii y migposmimax
YHIBEpCHUTETY.

4. Nupextopy HapuanbHOro nentpy komm torepHux texHojoriid lwmy O.JL. 'y poboti i3
3a0e3nedeHHs] (PYHKI[IOHYBaHHSI CUCTEMM eleKTpoHHoro nokymenTtoodiry (CEJl) xepyBatucs
[HCTpyKIiEIO 3 JTOKyMEHTYBaHHS YIpaBIIHCbKOI 1H(GopMallli B eIeKTpoHHIH ¢opmi Ta
oprasizauii po60oTH 3 €JeKTPOHHHUMHU JOKYMEHTaMH B AUIOBOJCTBI, €EKTPOHHOIO OOMiHY B
XapkiBcbKOMY HallioHaJgbHOMY yHiBepcuTeTi iMeHi B.H. Kapaszina.

5. BBaxaru TakuMm, 10 BTPAaTHB YMHHICTh, Haka3 pekropa Bix 05.07.2012 poxy Ne 0102-1/134
«IIpo 3arBepxenHs [HCTPYKIIIT 3 TIJIOBOJICTBAY.

6. KoHTponb 3a BUKOHAHHSM I[bOI'O Haka3y IMOKJIACTH Ha aupekTopa LleHTpy noxymeHTamii
[Tomiii 1.B.

ITincraBa: cimyx00Ba 3amucka

Pekrop (opuriHan mianucaHuii) B. BAKIPOB



3ATBEPI’KEHO
Haka3om pekropa
XapKiBCbKOro HAIOHAJILHOTO

yuiBepcutety imeni B. H. Kapasina
Ne 0102 — 1/745 Bix 16 rpyans 2019p.

IHCTPYKUIIA
3 JIOKYMEHTYBaHHSI YNIPaBJiHCbKOI iHGopMamii B elekTpoHHiil ¢gopmi Ta
oprasi3auii po0oTH 3 eJIEKTPOHHUMHU JOKYMEHTAMU B AUJIOBOICTBI,
€JIEKTPOHHOI0 00MiHY B XapKiBCbKOMY HALIOHAJIbHOMY
yHiBepcureti imeni B. H. Kapasina.

|. 3aranbHi moJ10:KeHHS

1. TncTpykuis 3 JOKYMEHTYBaHHsS YIPaBIIHCHKOI 1HGOpMaIlli B €IeKTPOHHIN
dbopmi Ta opranizaiii poOOTH 3 EIEKTPOHHHUMH JOKYMEHTaMH B JI1JIOBOJICTBI,
CJIEKTPOHHOTO  00MiHY B XapKiBCbKOMY  HalllOHAJbHOMY  YHIBEPCHUTETI
iMeHi B. H. Kapazina (gam y 1okymeHT! - 3 I[HCTpyKIlis 3 J1JI0OBOJCTBA €JIEKTPOHHIM
dopmi) pospobiena Ha oOcHOBI «TumoBoi IHCTPYKIii 3 JOKYMEHTYyBaHHS
yOpaBIIHCHKOI 1HGOpMaIlii B eNeKTpOHHINM QopMi Ta oprasizamii pobotu 3
CJIEKTPOHHUMHU JIOKYMEHTAMHU B J1JI0BOJICTBI, €IEKTPOHHOTO Mi1KBIJOMYOT0 OOMIHYY,
sKa 3aTBep/pkeHa nmoctaHoBoro Kabinery MinictpiB Ykpainu Big 17 ciuns 2018 p.
Ne 55, BuMor a0 ¢opmariB JaHUX EJIEKTPOHHOIO JOKYMEHTOOOIry B oOpraHax
Nep:kaBHOI Biaau, 3aTBepkeHux HakazoM Ne60 Big 07.09.2018p. [ep:kaBHOro
areHTCTBA 3 MUTaHb CJICKTPOHHOTO YPSIyBaHHS YKpaiHH, a TaKOX PETJIAMEHTIB Ta
HalllOHAJIBHUX CTaHJAPTIB HA OPraHi3aliifHO-PO3NOPAIYY JOKYMEHTAIIIIO.

2. IucTpykuis 3 IUTOBOACTBA €IEKTPOHHIM (OpPMi TOIMIMPIOETHCS Ha BCi
€JIEKTPOHHI JOKYMEHTH, 1110 CTBOPIOIOTHCS, BIAMPABISAIOTHCA a00 OAEPKYIOTHCS Ta
BCTAHOBIIIOE€ 3arajibHI TMOJOXKEHHSA WIOJA0 TOPSAKY MPOXOKEHHS €JIEeKTPOHHOTO
JIOKyMEHTA 3 MOMEHTY MOTr0o CTBOPEHHS 200 OjIep>KaHHS 1 0 MOMEHTY BIATPABIICHHS
abo mepenaBaHHS /10 apXiBy YHIBEPCUTETY; 3arajbHi 3acaau (DYHKI[IOHYBaHHS Ta
BUKOPUCTAHHS CHUCTEMHU EJICKTPOHHOI B3a€MOJIIi OpraHiB BUKOHABUOI Biaau (maii -
CUCTEMa B3a€MOJIii); oOINepaTuBHUIA 1HPOpPMAIIHHUA OOMIH 3 BUKOPUCTAHHSIM
CITy’KOOBOi €JIGKTPOHHOI TOINTH, BCTAHOBIIIOE 3arajbHI MpaBWjia 3IIHCHEHHS
MOHITOPUHTY CTaHy BHUKOHAHHS YIPaBIIHCBKUX pilleHb, (DYHKIIIOHYBaHHS
M1PO3AUIIB YHIBEPCUTETY.

[Topsimok opranizaiii €JIeKTPOHHOTO JIOKYMEHTOOOITY 13 3aCTOCYBaHHSM
€JICKTPOHHOTO LU(PPOBOr0 MIANMUCY, POOOTH 3 EICKTPOHHUMHU JTOKYMEHTaMHU B
JIJIOBOJICTBI YHIBEPCUTETY, 3AIMCHEHHS IJIOBOACTBA CTOCOBHO JOKYMEHTIB, IIIO
MICTATh 1H(OpMaIil0O 3 OOMEKEHUM JOCTYIOM, 3A1MCHEHHSI JUJIOBOJCTBA 3a
3BEpHEHHSIMHU TPOMAJIIH, 3allUTaMd Ha 1H(POPMALII0 BU3HAYAIOTHCS OKPEMUMHU
HOPMATUBHO-TIPABOBUMH aKTaMHU.

2.1 OcobnuBocTi oprasizamii IITOBOJACTBA 3 JOKyMEHTaMH, IO MICTSTh
iH(popmariito 3 0OMEKEHUM JOCTYIOM, IIOBOJCTBA 3a 3BEPHEHHSMH TPOMAJISH,
3amiTaMu Ha MyOdiuyHy i1H(OpMaIlii0 BHU3HAYAIOTHCS OKPEMHUMH HOPMATHBHO-
MPaBOBUMU aKTaMH, HE PETYIIOIOTHCS Ii€r0 [HCTpyKITi€ro.



2.2 Bumoru 1i€i IHCTpyKIlii 10 poOOTH 3 MEPBUHHO-00IIKOBOIO, OaHKIBCHKOIO,
(G1HAaHCOBOIO,  3BITHO-CTATUCTUYHOK),  HAYKOBO-TEXHIYHOK  JOKYMEHTAIIIEIO
MOLIMPIOIOTHCS JIUIIE B YACTUHI 3araJIbHUX MPUHIIMITB pOOOTH 3 TOKyMEHTAMHU.

3. lokyMeHTyBaHHS yNpaBIiHCHKOI 1H(GOpMaIlli B YHIBEPCUTETI 3A1MCHIOETHCS B
CJIEKTPOHHIM (opMi 13 3aCTOCYBaHHAM KBali(hiKOBAaHOTO EJIEKTPOHHOTO TMIAIMHUCY,
KBaJTi(DIKOBAHOI €JIEKTPOHHOI MeYaTKW Ta KBai(hiKOBAHOI EJEKTPOHHOI MO3HAYKHU
yacy, KpiM BHUNAJKIB HasgBHOCTI OOIPYHTOBAaHUX MIACTAaB s JOKYMEHTYBaHHS
yHpaBIiHCHKOT iHGOpMaIlii y naneposiii Gopmi, SKUMHU BU3HAIOTHCS:

JOKYMEHTH, III0 MICTATh 1H(OpMaIIii0 3 0OMEXKEHUM JIOCTYIIOM, BUMOTa IIO0
3aXHMCTY SIKO1 BCTAHOBJICHA 3aKOHOM;

CJICKTPOHHI JIOKYMEHTH, 110 HE MOXKYTb OYTH 3aCTOCOBaHI SIK OPHUT1HAI 3T1HO 3
BUMOTaMU 3aKOHY;

JIOKYMEHTH, BUMOTa 11010 ONPAaIIOBAaHHS SKUX Yy TANepoBiil (popMi BCTAaHOBJICHA
akramu Kabinety MinicTpiB Ykpainu.

4. 3araiibHi 3acaavl TOKyMEHTYBaHHS yIPaBIIHCHKOT iH(pOpMAaIlii Ta 0COOIUBOCTI
BEJICHHS JIOBOCTBA y ManepoBiid (JopMi B yHIBEPCUTETI BU3HAYAIOTHCS IHCTPYKILIEIO
3 JIJIOBOJACTBA B XapKIBCHLKOMY HallloHaJpHOMY VHiBepcuretl iMeH1 B.H. Kapasina,
3aTBEPKEHOI Haka3oM pekTtopa Ne BIJT (Iam y JOKYMEHTI -
[HCTpyKIli€I0 3 JIIOBOJACTBA B YHIBEPCUTETI) JIONYCKAETBCA ISl JOKYMEHTIB,
BU3HAYCHUX ITYHKTOM 3 1i€l [HCTpyKIi.

5. He monyckaernbcsi:

5.1 BuMmaraTu BIATBOPEHHS BI3yaJlbHOTO MIiAMUCY a00 BIJOMTKA I€YATKH
HE3aJIeKHO Bl ocoOnMBocTed O(OPMIIEHHS JOKYMEHTIB /10  EJIEKTPOHHHX
JIOKYMEHTIB, TMianucaHux (MOTO/PKEHUX) 13 3aCTOCYBAaHHSM  KBaJll(DiKOBAaHOTO
€JIEKTPOHHOTO MIANMUCY a00 3aCBIIUYEHUX KBa1(PIKOBAHOIO €JIEKTPOHHOIO MEYaTKOI;

5.2 TPOXOIKEHHS B JJIOBOJCTBI YHIBEPCUTETY OJIHOTO 1 TOTO XK JIOKYMEHTa B
CJICKTPOHHIN Ta Mmaneposiit popMi HE TOMYCKAETHCS.

6. VY uiit [HCTpyKIIii TepMiHU BXKMBAIOTHCS Y TAKOMY 3HAYEHHI:

1) enexTpOHHMU ayIiOBI3yaJIbHUI TOKYMEHT - CJICKTPOHHHI TOKYMEHT, 3MICT
SKOTO MPEJACTABICHO y BUIJIAMI BIICOPSAY, 300pakeHHs 1/a00 3amucy 3BYKY, HJIS
(dikcyBaHHS 1/a00 BIATBOPEHHS SIKMX 3aCTOCOBYIOTH BIJINOBIJIHY anaparypy, Ha SKUI
HaKJIaJIeHO KBaJi(DIKOBAaHUM €JEKTPOHHUMN MIIHUC;

2) ONaHK eJICKTPOHHOrO JoKyMmeHTa (OmaHkK) - yHidikoBaHa (opma
CJIEKTPOHHOTO JOKYMEHTa YHIBEpCHTETy ab0 HOro CTPYyKTypHOTO MiAPO3ALTY 3
BIIMOBITHUMHU PEKBI3UTAMHU Ta MOJISMH ITOCTIHHOT 1 3Mi1HHOT 1H(OpMaIIii;

3) Bi3yauizailisg - IPOIEC BIATBOPEHHS MaHHUX y (HOpMI, 0 € CIPHUHHATHOO
JTIOAUHOIO;

4)  BUTAT - 3aCBi{Y€HA KOIIiSl YaCTHHU TEKCTY €JIEKTPOHHOTO JTOKYMEHTA, SIKHi
MICTUTB TIEBHHUM 00CsT 1H(pOpMaIii ado 3ammcy peecTpy;

5) Bi3yBaHHS MPOEKTY EJIEKTPOHHOTO JAOKYMEHTa (BI3yBaHHS) - HaKJIaJaHHSI
MOCaJ0BOI0  0CO00I0  KBaJi(hIKOBAHOTO  E€JIEKTPOHHOIO MIAMUCY HA MPOEKT
CJICKTPOHHOTO JOKYMEHTa [IJIsi 3acBiIUeHHS (aKTy IOTO/KEHHS II€0 0CO000
3aBI130BAHOTO MPOEKTY JOKYMEHTA,

6) CIEKTPOHHHMI JOKYMEHTOOOIr YyHIBEpCUTETy - 00Iir (MPOXOKEHHS)
CIIy’KOOBHX €JIEKTPOHHUX JIOKYMEHTIB 3 MOMEHTY iX CTBOPEHHS a00 ojepxaHHS 10
3aBEpILCHHS BUKOHAHHS, BIJIIIPABJICHHS, 3HUIICHHS a0 MepelaBaHHS N0 apXiBY
YHIBEPCUTETY;




7) eNEKTpOHHA KOsl EJIEKTPOHHOI'O JOKYMEHTa - Bi3yaJlbHE MOJaHHS
€JICKTPOHHOTO JIOKYMEHTA B €JICKTPOHHIN Popmi 03 KBaTi(PiKOBAaHUX €JIEKTPOHHUX
TITUCIB, SIKKMHU HOT0 OyJ10 3aBi30BaHO Ta/ab0 MiAMKMCAHO, BIMOBITHICTh Ta TIPABOBUI
CTaTyC SIKOT 3aCBITYEHO KBaJi(hiKOBAHOIO EIIEKTPOHHOIO MEYATKOIO;

8) eJeKTpoHHA KOs OpHWTIHATY TalepoBOro JoKyMeHTa (¢oTokomis) -
Bi3yaJbHE MOJIaHHS MarepoOBOro JTOKYMEHTA B €IEKTPOHHIH (hOpMi, OTpUMAaHE HIISIXOM
ckanyBaHHSA ((hoTorpadyBaHHS) ANIEPOBOTO JOKYMEHTA, BIATOBIIHICTh OPUTIHATY Ta
IPAaBOBHUI CTaTyC SKOTO 3acBIAUYEHO KBaTi(iKOBAHOIO EJIIEKTPOHHOIO MEYaTKOIO
YHIBEPCHUTETY;

9)  eJCKTPOHHHUI BHYTPIIIHIN OMKUC TOKYMEHTIB CIPaBH - OKPEMHUI 00JIIKOBHIH
CJICKTPOHHUN JTOKYMEHT, 110 MICTUTh MEPEIIK 3aroJIOBKiB J0 TEKCTIB €JIEKTPOHHUX
JIOKYMEHTIB CIpaBM 13 3a3HAYEHHSM TOPAJKOBHUX HOMEpIB JOKYMEHTIB, iX
peecTpanifHuX 1HACKCIB, JaT, KUIBKOCTI CTOPIHOK Ta HalMeHyBaHHs aiisiB
BI/IMOBITHUX €JICKTPOHHUX JTOKYMEHTIB;

10) eeKTpOHHHMI KypHAJI - OKPEMHH PEECTP CHCTEMH EJISKTPOHHOTO
TOKyMeHTooOIry (nani y nokymenti — CEJl ) yHIBepCUTETY, 1110 MICTUTh 3alMCH PO
3apeecTpOBaHi JOKYMEHTH, 00’ €/THaHI 3a TIEBHOIO 03HAKOIO a00 TPYIOI0 O3HAK;

11) enekTpoOHHA PE30JIIONIS - PEKBI3UT, kUil crBopennii y CEJ] yHiBepcuTeTy
Ta SKHA BHOCHUTBCA JI0 PEECTPALIHO-MOHITOPUHIOBOI KapTKH €JIEKTPOHHOTO
JIOKYMEHTa 1 HEPO3PUBHO MOB’SI3aHUM 13 HEwo. EJIEKTpOHHA pe30JIIollisl MICTUTH
CTUCTUN 3MICT AOpPYYEeHHs (BKa3iBKHM) MOCAJ0BOi OCOOM I10JI0 MOT0 BUKOHAHHS Ta
MOB’SI3aHUM 3 HEI KBaTi(iKOBAHWM €NEKTPOHHUN MIAMUC Ii€]l TOCAaTI0BOI 0COOH.
EnexkTpoHHa pe3oiioNis € €IMHOI0 JOMYyCTUMOIO €JIEKTPOHHOI (OPMOIO peaizallii
JIOpYy4eHb, BHJIAHUX B EJIEKTPOHHIN QopMi, Bi3yamizaiis SKOI BHU3HAYAETHCS
IHCTPYKIIIEIO 3 JIIJIOBOJICTBA YHIBEPCUTETY,

12) enekTpoOHHA CHpaBa - CYKYMHICTh (hailyliB €JICKTPOHHUX JOKYMEHTIB, IO
BXOJISITh JI0 HEi, €JIEKTPOHHOI'O0 BHYTPIIIHHOTO OMHUCY Ta 3aCBIAYYBAHOTO HAIUCY
CTIpaBH;

13) eNeKTpOHHMI JOBIIHUK - €JICKTPOHHO-TOBIAKOBHI MEPEITiK MPHUKIIAIHOTO
XapaKkTepy, B AKOMY 310paHO TUIIOBI HAOOPU JTAHUX;

14) enexTpoHHE TOBIJOMJICHHS - ABTOMAaTHYHO a00 y pa3i HeOoOXiJTHOCTI
aBTOMAaTHU30BaHO CTBOpPEHA Ta NEpelaHa B ENeKTPOHHINA QopMi iHopmarls mnpo
JIOCTaBKY/ OTpUMaHHsI/ BIIMOBY B pEECTpallii/ peecTpaliiio eIeKTPOHHOTO JOKYMEHTa
aJpecaToM Ta 1HIIIE;

15) iHaUKATOpPH CTaHy BUKOHAHHS JOKYMCHTIB - BH3HA4YCHI KPHUTEpii eTarliB
MIPOXOJIPKEHHS TOKYMEHTIB B YHIBEPCUTETI 3 METOIO iX MOHITOPHUHTY;

16) KOHTPOJIb - KOMILIEKC 3aXO0/iB, 10 3AIMCHIOIOTHCS /IS IEPEBIPKHU Ta OLIHKH
BUKOHAHHS TIOCTABJICHUX 3aBJIaHb (YIPABIIHCHKUX PIIICHB);

17) cuctemMa MOHITOPUHTY - KOMIUIGKCHA aBTOMAaTH30BaHa CHCTEMa
oe3nepepBHOTO 300py, 0OpOOKHM, cUCcTEMaTH3aIlll Ta aHami3y iHpopMallii mpo CTaH
BUKOHAHHS YIIPABIIHCHKUX PIIIEHb (€IEKTPOHHUX IOKYMEHTIB) B YHIBEPCUTETI;

18) ommc cmpaB B eleKTpOHHIA (OpMi - JTOBIIHUK B EICKTPOHHIH (opmi,
NpU3HAYEHUH JJ1s1 00JIIKY Ta PO3KPUTTS 3MICTY OJIMHUILIb 30€piraHHsl, OIMHULIb OOJIKY,
3aKpIMJICHHS 1X CUCTeMaTH3allli B Mexkax apxiBHOTO (OH/TY;

19) mnamepoBa KOIIisl OPUTIHATY €JICKTPOHHOTO JTOKYMEHTA - Bi3yallbHE TOJaHHS
€JIEKTPOHHOTO JOKyMEHTa y TnamnepoBiii ¢Gopmi, sike 3acBiIUeHE B MOPSAKY,
BCTAaHOBJICHOMY IIi€10 [HCTPYKITi€TO;



20) mignmucaHHs IPOEKTY €IEKTPOHHOTO JOKYMEHTA (TIiAMUCaHHs) - HaKJIa aHHs
YIIOBHOBXKEHOI 0C00010 (YITOBHOBOXEHUMHU 0COOAaMM ), 3a3HAYEHOIO (3a3HAYCHUMH )
y PEKBI3UTax MiANUCyBaya TaKOro JOKYMEHTa, KBaTi(piKOBAHOTO EJIEKTPOHHOTO
nianucy (IAMKUCIB) Ha MPOEKT €IEKTPOHHOTO JOKYMEHTA /I 3aCBITUeHHS (PaKTy HOro
3aTBEP/>KEHHS;

21) moromkyBad - 1ocazoBa 0coda, sKa 3IIHCHIOE Bi3yBaHHS (TIOTOHKCHHS)
MPOEKTY TOKYMEHTA;

22) npaBOBUIi cTaTyC - HAOpPaHHS €ICKTPOHHUMHU JTAHUMH FOPUINIHOT CHIIH;

23) NPUMIPHHK €JICKTPOHHOTO AOKYMEHTa - (hailyl, IKuii MICTUTh HaOip JaHUX,
TOTOKHUW OPUTIHATY €JIEKTPOHHOTO IOKYMEHTA;

24) TPOEKT €ICKTPOHHOrO JOKYMEHTA - JOKYMEHT B €JICKTPOHHIN dopMi 10
HaKJIQJIeHHsI KBaJli()IKOBAHOTO €JIEKTPOHHOTO MIANKUCY YMOBHOBAXKEHOIO 0CO00I0
(YMOBHOBaX€HUMH 0C00aMM), 3a3HAYCHOIO (3a3HAYCHUMH ) Y PEKBI3UTAX IMiANMUCyBaya
TaKoOro IOKYMEHTA;

25) penaxmiiiHa mpaBKa - OyAb-SKE peNaryBaHHS IPOEKTY EICKTPOHHOTO
JIOKYMEHTa, BAKOHYBaHE aBTOPOM, MOTOKyBadeM a0o MiMICyBadeM;

26) peecTpaTop - NPAIIBHUK YHIBEPCUTETY, Ha SKOIO MOKIaAeHO (QyHKII
peecTpalii JOKYMEHTIB, YIIOBHOBa)XEHI Ha 3/1MCHEHHS peecTpalii BXIAHUX Ta/abo
BHYTPIIIHIX, Ta/a00 BUXIJTHUX IOKYMEHTIB B YHIBEPCHUTETI;

27) peecTpaliifHO-MOHITOPHHIOBA KapTKa (faii y gokymeHti - PMK) — kapTka
B EJEKTPOHHIM (QopMi, IO MICTUTh BHUYEPHNHY I1H(OpMALI0 PO CTBOPEHHS,
oJIep>KaHHs, MPOXOXKEHHs, BUKOHAHHS, BIAMPABICHHA, 30€piraHHs Ta 3HUIIECHHS B
YHIBEPCUTETI JOKYMEHTA HE3aJIEKHO BiJl (POPMH MOTO CTBOPEHHS;

28) PpEKBI3UT CIIEKTPOHHOIO JOKyMeHTa - iH(popMalis, 3adikcoBaHa B
CJIEKTPOHHOMY JOKYMEHTI Ta pEeECTpaliiHO-MOHITOPUHTOBIN KapTii JUisi HOTo
1meHTudikariii, opranizaiii o0iry Ta HaJaHHSI HOMY IOPUINYHOT CHUIIH;

29) cucteMa eJIeKTPOHHOro JoKyMeHT000iry yHiBepcutety (CEJ]) - cyKymHICTb
MPOrpaMHO-TEXHIYHUX 3ac001B, MPU3HAYECHUX ISl aBTOMATH3allli opraHizaiiii poooTu
3 €JIEKTPOHHUMU JOKYMEHTAMH Y AUIOBOJACTBI YHIBEPCUTETY;

30) IlenTp AOKyMeHTalii - CTPYKTYpHUH TMiAPO3IiJA YHIBEPCUTETY, SIKUI
3abe3rneuye peecTpailio, OOJIK, OpraHi3auil0 JOKYMEHTOOOIry ClIy>XKO00BHX
JIOKYMEHTIB, 30epiraHHs JOKyMeHTaliiHoro @oHay abo WMOro 4YacTMHH [0
nepeaBaHHss Ha 30epiraHHs JO0 apxiBHOrO MIAPO3IiIy YHIBEpCUTETYy, abo
BIJINIOBIJIaJIbHA 0Cc00a MIIPO3/lTy, Ha Ky MOKJIaJ€HO BUKOHAHHS 3aBIaHb 1 PYHKIIIH
[leHTpy AOKyMeEHTAIIIi;

31) ciuyxba KOHTPOJK — CIy:KOa peKTopa, BIAMOBITANbHI 3a 3AIHCHCHHS
MOHITOPUHTY CTaHy BUKOHAHHS YIPABMHCHKUX pIIIEHh Ta KOHTPOJIO 32
BIJIMOBITHICTIO X BUKOHAHHS TIOCTABJICHOMY 3aBJIaHHIO;

32) ciyx00Ba €ICKTPOHHA IOINTa - €JIEKTPOHHA MOIITa (MOIITOBA CKPUHBKA)
mparfiBHAKa yHIBEPCUTETY, CHOPMOBaHA 3 BUKOPUCTAHHSIM JIOMEHHOTO IMEH1 y TOMEH1
gov.ua g 0OMiHY yIPaBIiHCHKOIO 1H(POPMAITI€I0, IKa HE MA€ FOPUANYHOI CHIIH;

33) ynoBHOBaXkeHa ocoba - 0co0a, sika HajiJcHa MPaBOM BYMHATH il Ta
BIJIITOBIAA€ 3T1THO 13 3aKOHOJABCTBOM 3a HACJIAKHU iX BUMHEHHS;

34) ympaiiHchka iH(OpMAIiss - CYKYIHICTP HEOOXIJIHMX JaHuX, SKi
CHOPUSTUMYTh BUPIIICHHIO YIIPABIIHCHKUX PIIICHb;



35) ympaBiiHCHKE PillICHHS - OY/1b-5IKe 3aBIaHHs, BUZHAYHE II0CAT0BOI0 0CO0010
ab0 KoJieriaJlbHUM OpraHOM B MEXax MOBHOBAXEHb Ta CHPSIMOBAHE HA JOCSITHEHHS
ITOCTaBJIEHUX IIIJICH;

36) ¢dopMyBaHHS €IEKTPOHHUX CIPAaB - TPYIYBAHHS BUKOHAHUX EJICKTPOHHHUX
JIOKYMEHTIB y CIIpaBH BIAMOBIIHO /10 3B€I€HOT HOMEHKJIATYPH CIIPaB YHIBEPCUTETY.

[HII1 TepMiHK BXKHUBAIOTHCS Y 3HAUYCHHI, HaBeZAeHOMY B 3akoHax Ykpainu_«IIpo
EJIEKTPOHHI JIOKYMEHTH Ta €JIEKTPOHHUN TOKYMEHTO00Ir», «IIpo eaeKTpoHHI J0BIpYil
mociyru», «lIpo HamoHanpHui apxiBHHN (OHJI Ta apxXiBHI YCTAaHOBHU», a TAKOX
PernamenTi opraizaiii B3a€MOJii OpraHiB BHMKOHABYOi BJaJM B EJIIEKTPOHHIN
dopmi,  3arBepmkeHomy  moctaHoBoro  KaOinery — MinicTpiB  YKpaiHu
Bix 17 ciuns 2018 p. Ne 55.

7. Oprani3allis eJeKTPOHHOTO IOKYMEHTOOOITy B YHIBEPCUTETI MOKIAAAETHCS Ha
[lenTp npoKkymeHTalii Ta WOro MiAPO3ILIH: BIIUT JUJIOBOACTBA Ta BIIILI
JIOKYMEHTOOO0ITY.

8. JlimoBOACTBO B YHIBEPCHUTETI 3AIMCHIOETbCA Ha TMiAcTaBl [HCTpykmil 3
JJIOBOJICTBA B YHIBEPCHUTETI Ta 3 YpaxyBaHHSIM IHIIMX aKTIB 3aKOHOJABCTBA, IO
pErjlaMeHTYIOTh IUTaHHS OpraHi3amli JUIOBOJACTBA y IMAIEepoOBid Ta EJIEKTPOHHIN
bopmax.

9. JlimoBOACTBO B  yHIBEpCHUTETi, OpraHizamiss OOMIHY eIeKTPOHHHUMU
JOKYMEHTaMH 3 IHIIMMH CTPYKTYPHUMH MiIPO3AITaMH 3A1MCHIOIOTHCS BUKIIOYHO 3
BukopuctanHaMm CEJl, 1HTerpoBaHOi 1O CHUCTEMHM B3aeMOli. Y pa3i BIACYTHOCTI B
YCTaHOBI-a/IpecaTi CHUCTEMH EJEKTPOHHOTO JOKYMEHTOOOIry YHIBEPCUTET s
oprasizaiiii JINCTyBaHHSI BUKOPUCTOBYE CIICIIAIbHUIM BEO-MOyJIb CHCTEMH B3a€MOJI11
(ami 3a TEKCTOM JIOKyMEHTA - B€O-MO/IyJIb CUCTEMHU B3a€EMO/IIT).

10. CEJl B yHiBepcuTeTI NMOBHMHHA BIAMOBIATH BUMOTaM 3aKOHOJIaBCTBA [0
dbopmariB 1aHMUX, CEPBICY IHTETPAIlil 10 CHCTEMH B3a€MO/II1 Ta BUMOTaM HOPMAaTHUBHO-
MPaBOBUX aKTIB y cdepi 3aXucTy iHGopmarri.

11. BukopucranHs KBasi()iKOBaHOI €JIEKTPOHHOI IMO3HAYKU 4Yacy MiJ 4ac
HaKJIaJaHHs KBali(IKOBAHOIO €JEKTPOHHOro mianucy abo  KBai(pikoBaHOT
€JIEKTPOHHO1 TIeYaTKU € 000B’I3KOBUM.

12. TexHiuyHe CyNpPOBOKEHHS CHUCTEMH EJIEKTPOHHOTO JIOKYMEHTOOOITY B
YHIBEPCUTETI Ta MOro mporpaMHO-anapaTtHe 3a0e3ledyeHHs, BIANOBIIAIBHICTh 32
30epeKEeHICTh JOKYMEHTIB Ta c(hopMOBaHUX CHpaB, 3a0e3MeyeHHsT (PYHKIIOHYBaHHS
€IMHOTO MACHUBY €JIEKTPOHHHX JOKYMEHTIB, a TakKoX (OpPMYBaHHS CTPYKTYpH
CJICKTPOHHUX JOBIAHHUKIB Y CHUCTEMI €JIEKTPOHHOTO JOKYMEHTOOOITY MOKIAJAI0ThCs
HAa aAMIHICTpaTOpiB 0a3u JaHUX CHCTEMH EJIEKTPOHHOTO JOKYMEHTOO0OIry
HaBuanbHOTO IIEHTPY KOMIT IOTEPHUX TEXHOJOTIH YTIpaBIiHHS SKOCTI OCBITH.

13. 3abesmeueHHs 3axucTy 1HGOpMaIii, MO OOpPOOIIETHCS B CHUCTEMI
€JIEKTPOHHOTO JOKYMEHTOOOITY B YHIBEPCHUTETI, MOKIAJAETHCS HA aJMIHICTPATOPIB
0a3M JaHMX CHUCTEMH EJIEKTPOHHOrO JOKyMeHTooOiry HaBuampHOro 1eHTpy
KOMIT FOTEPHUX TEXHOJIOT1 YTpPaBIiHHS SKOCTI OCBITH, a TAaKOX Ha BIANOBIAAIBHY
0co0y 3 MUTaHb 3aXUCTY 1H(QOpMaIi.

14. BianoBigaJbHICTh 3a OpPraHi3allil0 €JIEKTPOHHOIO OO0ITYy JIOKYMEHTIB Yy
JIIJTIOBOJICTBI YHIBEPCUTETY HECE PEKTOP YHIBEPCUTETY.

15. 3a 3MmicT, SKICThb MIATOTOBKA Ta OG(OPMIICHHS Ha HAJIEKHOMY pIBHI
JIOKYMEHTIB, IO PO3pOOJISIOTHCS HAa BUKOHAHHS 3aBJaHb, BU3HAUEHUX Yy 3aKOHAX
VYkpainu, nocranoBax BepxoBuoi Paau Ykpainu, aktax Kadinery MinicTpiB Ykpainu,
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[EHTPAJbHUX 1 MICIIEBUX OpraHiB BUKOHABYOI BJIaJId, a TAKOXK BIJIMOBIICH Ha 3aIUTH 1
3BEpPHEHHS HAPOJHUX JICMYTaTiB YKpaiHW Ta JEMyTaTiB MICIEBHUX paj BIIMOBIIAIOTh
IPOPEKTOPH YHIBEPCUTETY 3TiIHO 3 HaKa3oM pekTopa Bix 15 6epe3H${ 2019 poky Ne
2401-1/143 «Hpo nocajaoBl 00OB’A3KU pekropa  Ta npopeKToplB 1 po3moain
MOBHOB)XEHBb MK HUMI (JIaJli y TOKYMEHTI — HaKa3 MPO PO3IIOJIiJ TOBHOBAKCHD)
16. 3a 3MmicT, AKICTh MIATOTOBKU Ta O(POPMIICHHS HA HAJICKHOMY PIBHI 1HIIUX
JIOKYMEHTIB, a TaKO0X OpraHizaiilo [IIJIOBOACTBA Ta 30epiraHHs JOKYMEHTIB Yy
CTPYKTYPHUX MIAPO3/iJaX YHIBEPCUTETY BIANOBIIAI0Th KEPIBHUKH IT1IPO3/LIIB.

II. MDKBIJOMYMI OGEMIH EJEKTPOHHUMUA JOKYMEHTAMU

17. OOMIH €JNEeKTPOHHUMHU JOKyMEHTaMU 4Yepe3 CHUCTEMYy  B3aeMOJIIi
31ACHIOETHCS. BUKJIIOYHO 3 JOTPUMAHHAM BUMOT JJO BCTAHOBJIEHUX (POpMATIB AAHUX
CJIEKTPOHHOTO JOKYMEHTOOOITY B YHIBEPCHUTETI.

OOMIH JOKyMEHTaMM 11032 CHCTEMOKO B3a€MOJIl JOIYCKA€ThCS JIMLIE IOA0
JIOKYMEHTIB, /10 SIKHX MOXYTb OyTH 3aCTOCOBaH1 OOTpYHTOBaHI MiJCTaBH, BU3ZHAYCH]
NyHKTOM 2 1i€i [HeTpyKuii.

18. Cucrema B3aemojii 3abe3meuye TapaHTOBaHy JOCTaBKY €IEKTPOHHUX
JIOKYMEHTIB B1JI iX BIAIPaBHUKIB 0 iX OJ€p>KyBauiB (aapecariBb).

19. KopuctyBaui cHUCTEMH B3a€MOJii BIAMOBINAIOTH 3a TMOBHOTY Ta
JIOCTOBIPHICTH 1H(OpMaLIii, BHECEHOI HUMH IO CHCTEMH.

IIpuiimaHHs BXiTHUX €JIEKTPOHHHUX JTOKYMEHTIB

20. EnexTpoHHI JOKYMEHTH, IO HAIXOJATh JI0 YHIBEPCUTETY Yepe3 CHUCTEMY
B3a€MO/Ii1, TpUHMAaIOThCA MiApo3aiiamMu LleHTpy nokymeHTartii.

21. EnekTpoHHUU NOKYMEHT, III0 3aBaHTAXKUBCH 13 cucteMu B3aeMoii 10 CEJ]
CUCTEMHU EJICKTPOHHOTO JOKYMEHTO00Iry a0o HaailiioB A0 BeO-MOAYJS CHUCTEMU
B3a€EMO/Iii YHIBEPCHUTETY, BBAYKAETHCS JIOCTABICHUM.

22. llomepenuiii  po3riiAn  €IEKTPOHHOTO  JOKYMEHTa  3IIHCHIOETHCS
nigposauiamMu LleHTpy nokymeHTalli B enekTpoHHii ¢opmi 3 Bukopuctanusim CEJI.

[Tix gac momepeTHHOTO PO3IIISITY BU3HAYAETHCS:

Yl Ma€ EJICKTPOHHUM TOKYMEHT OyTH MOMYyILIEHUWW N0 peecTparii (mijcTaBa
11.153-155 IHcTpykIii 3 1i7I0BOJACTBA B YHIBEPCUTETI);

yu noTpedye po3riisily KEpIBHUUTBOM YHIBEpCUTETY ab0 HaJACWIaHHS 0e3
peecTpallli 3a HaJIEXKHICTIO: TPOPEKTOPAM 3a HANIPSIMaMHU JISUTbHOCTI 3T1IHO 3 HAKA30M
PO PO3IOALIT MIOBHOBAXKEHb, CTPYKTYPHHUM M1APO311JIaM BIAMOBIAHO 10 iX [lonoxkensp;

Yl  HAJCKHUTh JO EJIEKTPOHHUX JOKYMEHTIB TEPMIHOBOTO  PO3IJISILY
(omparrroBaHHs) BiMIOBIHO 10 3MICTY.

23. [lonepenHiit po3riis/ e1eKTPOHHUX JOKYMEHTIB MOBUHEH 311 CHIOBATUCS Y
JIeHb HaJIXOKEeHHs abo He mi3Hime 10 roqMHu HacTymHOro poOoyoro AHS y pasi ix
HAJIXOHKCHHS MICIIsI 3aKiHYEHHS po00YOro JIHA, y BUX1IHI, CBITKOBI Ta HEPOOOUi JTHI.

24. 3a pesynbTaTaMu TIOMEPEIHLOTO PO3TISAAY OTPHUMAHHWN Yepe3 CHCTEMY
B32€MO/IIi €IEKTPOHHUI TOKYMEHT MIJUIsITae peecTpallii, KpiM BUMAAKIB, KOJIU:

NOPYIIEHO BUMOTH MO0 (OpMH MIATOTOBKM (IYHKT 2 1i€i [HCTpykiii) abo
odopmiieHO 3 opyiieHHAM BUMOT TYHKTIB 119 Ta 120 miei Inctpyxkiii;

CJICKTPOHHUN JOKYMEHT HAJIIMIIIOB HE 3a aJIpecolo;

€JIEKTPOHHUN JOKYMEHT HA1MIIIOB TOBTOPHO;

3asIBJICHUI CKJIaJl €IEKTPOHHOrO JOKYMEHTa HE BIANOBIAAE (PAKTUYHOMY;
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PEKBI3UTH BXIJIHOTO €JIEKTPOHHOI'O JIOKYMEHTa He 30IraloThCs 3 PEKBI3UTaMH,
3a3HAUYCHUMHU B CJICKTPOHHOMY JIOKYMEHTI;

BIACYTHI TMOB’SI3aHUM 3  €NEKTPOHHHUM JOKYMEHTOM  KBalli(hiKOBaHUM
€JICKTPOHHUN MIJNUC MIANKUCYBavya YU TOB’sA3aHa 3 HUM KBaji(iKOBaHA €JIEKTPOHHA
revyaTKa yCTaHOBH, HAABHICTH SIKOi HA HhOMY Iepef0oadeHa 1i€ro [HCTpyKITi€ero;

Ha nokyMmeHT HaknaaeHo KEII kBamidikoBanuil eneKTpOHHUHN MiANKUC 0COOH, SKa
HE € MAMICYBadyeM JOKyMeHTa a00 0c000¥0, 10 BUKOHYE HOTO 000B’SI3KH;

NOB’s13aH1 3 EJEKTPOHHUM JOKYMEHTOM KBalli(hiKOBaHI €JIEKTPOHHI MIiAMHCH
Ta/ab0 TIeYaTKH HEMOKJIMBO TEPEBIPUTH 3 JOTPUMAHHSM BHUMOT YacCTHHH JPYTOi
ctarTi 18 3akony Ykpainu “IIpo enexkTpoHHi 10BipYl HOCTyTH”;

BIJICYTHSI KBaTi(hiKOBaHA €JIEKTPOHHA IMO3HAYKa Yacy;

Bi3yanpHa (hopma eJIeKTPOHHOTO JOKyMEHTa HEe MpHUAAaTHA JIJs CIpUAMaHHS ii
3MICTY JIFOJUHOIO.

VY mux Bumaakax mpamiBHUK LIeHTpy moKyMeHTallii BiIMOBISIE y peecTparii
TaKOTO €JIEKTPOHHOTO TOKYMEHTA 13 3a3HaYEHHSIM OJHIET 3 HABEJCHUX ITi/ICTAaB.

HajacuiianHs BUXITHUX €JIEKTPOHHHUX JIOKYMEHTIB

25. HancumanHs eneKTpOHHHMX JOKYMEHTIB dYepe3 CHCTEMY B3aeMOMIi iX
azpecaTaM 31MCHIOEThCS aBTOMATHYHO, 3a (akToM ix 3aBaHTaxxkeHHs 13 CEJl (BeO-
MOJAYJISl CHCTEMH B3a€MOJIIi) YHIBEPCUTETY B CHCTEMY B3a€MOJIl OApa3y MICHs iX
peecTpariii.

[Tin yac 3aBaHTa)XEHHSI aBTOMAaTUYHO CTBOPIOIOTHCS MPUMIPHUKU €JIEKTPOHHUX
JIOKYMEHTIB y KIJIBKOCTI, 1110 BifnoBigae 3asBaeHomy B PMK nepeniky agpecatis, ais
X TOJIaIBIIOr0 NMEPCOHANTI30BAHOTO HAICUIIAHHSA BIITMIOBIIHUM ajJipecaTaMm.

He mosxe OyTu BIIIpaBICHHM Yepe3 CUCTEMY B3a€MO/I1T €IIEKTPOHHUMN TOKYMEHT,
IUTICHICTh SIKOTO HE MIATBEP/KEHO KBai(hiKOBAaHUM EJIEKTPOHHUM MiANMUCOM abo
KBaT(hiKOBAHOIO €JIEKTPOHHOIO TEYaTKOI0 3TriAHO 3 BUMoramu Iii€i [HCTpykii abo
KU 0(OpMIIEHO 3 TOpyIIeHHAM BUMOT MyHKTIB 119 ta 120 miei [acTpyxkiii.

26. I3 CEJl yHiBepcuTeTy JO CHCTEMH B3aEMOJIi  3aBaHTAXYHOTHCS
3apeECTPOBAHI €IEKTPOHHI JOKYMEHTH a00 3aCBIUEHI €JIEKTPOHHI KOTIi JJOKYMEHTIB.

I3 BeO-mMomynst cUCTEMH B3a€EMOJIi 0 CHCTEMHM B3a€EMOJIl 3aBaHTAXYHOTHCS
€JIEKTPOHHI ~KOMIi JOKYMEHTIB, 3acBIIU€HI KBaJi()IKOBAHUMHU E€IEKTPOHHUMU
reyaTkaMu, CTBOPEHHS, 3aCBIIUCHHS Ta BHECEHHS J0 BEO-MOJYIIs, SIKMX 3A1HCHIOE
aJMIHICTpaTOpP AUIOBOJHMX MPOLIECIB.

27. EneKTpoHHUUW JOKYMEHT BBAXKAETHCA OJEPKAHUM aJPECcaToM 3 MOMEHTY
HAJXO/DKCHHS BIANPaBHUKY (TipamiBHUKY [leHTpy mgokymeHTarli) eleKTpOHHOTO
MOBIJTOMJICHHS 13 3a3HAYEHUM 4acoOM TIPO JOCTaBKY IILOTO IOKYMEHTA ajpecary.

Y pa3i HEHagXOJKEHHS BiNNpaBHUKY(MpaiiBHUKY [leHTpy moKymeHTairii)
OpPOTATOM IIECTH TOAMH 3 MOMEHTY BIJNPAaBKA EJIEKTPOHHOTO JIOKYMEHTa,
€JIEKTPOHHOTO TTOBIJJOMJICHHS PO TIOCTaBKY IIOTO JOKYMEHTA aJIpecaTy BBAKAEThCH,
0 TaKUM JOKYMEHT aJpecaroM HE OJepKaHOo. Y TakoMy BHUNAAKY BIJIPaBHUK
(npariBauK LleHTpy JOKYyMeHTallii) BXXMBA€ BCIX MOKIIMBUX 3aXO/1B J10 3a0€3MeUCHHS
OJIep>KaHHS aIpecaToM BIJIOBITHOTO TOKYMEHTA B €JIEKTPOHHIN (opMi.

VY pasi oxepxkaHHs BiJl aJpecara €JIECKTPOHHOTO MOBITOMIJICHHS MPO BIIMOBY Y
peecTpallii  eJIeKTPOHHOTO JIOKYMEHTa BIANPaBHUKOM (mpauiBHUKOM LleHTpy
JIOKYMEHTAIIli) BXUBAIOTHCS 3aXOJU JIJIsl YCYHEHHs T1JICTaB BIJIMOBH 1 3a0€3MeUYEHHS
MOBTOPHOT'O HAJICUJIAHHS TAKOTO JIOKYMEHTA B €NIEKTPOHHIN hopmi.
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BinxuieHHs agpecaToM eJIeKTPOHHOTO JOKyMeHTa 0e3 3a3Ha4eHHs IMiJICTaB, 10
BU3HAUYCHI Y IYHKTI 24 11i€i [HCTPyKIIii BBAXKAETHCS CBIJIOMUM MOPYIIIEHHSM.

JlomatkoBe TMIATBEPMKEHHS (DAKTy OTPUMAHHS EJIEKTPOHHOTO JIOKYMEHTa
azipecaToM HE BUMAara€eThCsl.

KypHaJs 00MiHYy eJ1eKTPOHHUX JIOKYMEHTIB

28. Kypnan oOMiHy € OKpeMHM eleKTpoHHUM peectpoM y ckiani CEJl (Be6-
MOJYJSI CHCTEMH B3aeMOJil), SKuUM (OPMYyeTbCS 13 TMEpeNiKy 3amuciB  Mpo
MIPOXOJIPKEHHS MPUMIPHUKIB €JIEKTPOHHUX JTOKYMEHTIB U€pe3 CUCTEMY B3a€EMO/III.

29. XKypnHan oOMiHY CKIAAAETHCA 3 TAKUX PO3ILIIB:

HaJICIaHl - HOMEp 1 JlaTa PEeecTpallii eJeKTPOHHOTO JTOKyMEHTa, ajpecar,
KOPOTKHUHM 3MICT, BHJ, JaTa 1 4ac HAJICUJIaHHS, a TaKOX aTpUOYTHU €JIEKTPOHHOTO
IIOB1JIOMJIEHHS;

OTpUMaH1 - BHUXIJHI HOMEp 1 Jlara peecTpallli eJeKTPOHHOrO0 JOKYMEHTa,
KOPECIIOH/ICHT, /1aTa 1 4ac JOCTaBKH;

3apeeCTPOBAHI - CKJIAJI0B1, AHAJIOT1YHI IO CKJIAJIOBUX PO3JILITY OTPUMaHi, a TAKOXK
HOMEp 1 Jara peecTpaiii eJIeKTPOHHOTO JOKyMEHTa YyCTaHOBOIO-aJpecaToM Ta
Npi3BUILE, BJIACHE 1M’ AAMIHICTPaTOp MAUIOBOJHUX TIPOLECIB, HallMEHyBaHHS
CTPYKTYPHOTO MiAPO3/ILTY, BIAMOBIATLHOTO 32 BUKOHAHHS JOKYMEHTA B IMiPO3/ILII,
Npi3BHILE, BIACHE 1M 4, TEIEPOH Ta CIy>)kO0Ba €JIEKTPOHA MOLITAa MOro KEepIBHHKA,
MPi3BUIIE, BJACHE 1M sl MPAI[IBHUKA,;

BIJIMOBJICHO B peeCTpallii - 10 aTpuOyTIB pO3/1Iy OTPUMaHUX J0JIAI0ThCA JaTa 1
MiJICTaBa BIJIMOBH, MPI3BUIIE, BIACHE 1M sl Ta TEIEPOH peecTpaTopa, IKUM 31HCHEHO
B1JIMOBY.

30. EnexkTpoHHI MOB1IOMJIEHHS aBTOMATUYHO BHOCSATHCS J0 )KypHAIIy 0OMIHY Ta
JIOJIAIOTHCS IO BIAMOBIIHUX 3aUCIB MPO MPOXOIKCHHS MPUMIPHUKIB €JIEKTPOHHHUX
JIOKYMEHTIB 4Yepe3 CUCTEMY B3a€EMOJIIi Ta PEECTPAIIMHO-MOHITOPUHIOBUX KapTOK
BI/IMOBITHUX €JIEKTPOHHUX JTOKYMEHTIB.

Enextponne mnoBigomsieHHs1 aBToMatuuHO reHepyeThess CEJl (BeO-momynem
CUCTEMHU B3a€MOJI1) Ta HaJCHIAETHCA BIANPABHUKY OJipa3zy 3a (PaKToM JOCTaBKH,
OTPUMAaHHS, PEECTpallii, BIIMOBH y peecTpalii eJIeKTPOHHOI'O JOKYMEHTA aipeCaToOM.

EnexTpoHHI MOBIAOMJIEHHST HE MNOTPEOYIOTh OKpemMoi IX peecTparii Ta
Bi3yasizailii.

31. EnexTpoHHI MOBiIOMIIEHHS MalOTh Taki 000B’SI3KOB1 aTprOyTH:

PO HAJICUJIAaHHS - CTAaTyCHE €JICKTPOHHE MmoBigomiieHHs «Hamicimano» Ta mara i
Yyac HaJICUJIaHHS;

PO JJOCTABKY - CTaTyCHE €JIEKTPOHHE MOBLIOMIIEHHS «/JlocTaBieHo» Ta 1aTa 1 yac
JOCTaBKH;

PO pEeECTpallilo - CTaTyCHE €JEeKTPOHHE MOBIAOMIICHHS «3apeecTpoBaHO» Ta
HOMED 1 JlaTa peecTparlii eJIeKTPOHHOTO TOKYMEHTA;

PO BIMOBY Yy pEeCTpallii - CTaTyCHE eJIEKTPOHHE IMOBIIOMIIeHHS «BinMmosa y
peecTparii», garta, 4dac, IiJICTaBa BIIMOBH, MpI3BUILE, BIacHE IM’s Ta TeledoH
peecTparopa, SIKUM 3/11IICHEHO BIIMOBY.

Takox cucremMa B3aeEMOJii Mae 3IACHIOBATH OlEepaTUBHE 1H()OpPMYyBaHHS
KOPHUCTYBaya CUCTEMHU B3a€MOIIi Mpo:



MO3UTUBHUI pe3yJbTaT TEXHIYHOI IEPEBIPKH CUCTEMOIO B3a€MOIii Ha/1iCTIaHOTO
KOPHCTYBa4eM CHCTEMH B3a€MOJii JOKyMEHTa Ta HOro TOCTAaHOBKY B Uepry Ha
3aBaHTakeHHs 10 CEJ] (BeO-Momyns cucteMu B3aeMOIiT) aapecara;

KUTBKICTh JOKYMEHTIB, IO CTOATDH B Yep31 Ha 3aBaHTAXKEHHS 10 CUCTEMU
SJIEKTPOHHOTO JOKYMEHTOO00ITY (BEO-MOIyJISI CHCTEMH B3a€MO/Ii1) KOpHUCTyBayva.

Oco0/1MBOCTI eJIEKTPOHHOI B3a€EMO/II 0€3 3aCTOCYBAHHS CHCTEMU B3a€EMOIIL

32. Iudopmarniiinuit 0OMIH MK MpaliBHUKaMU YHIBEPCUTETY 3A1MCHIOETHCA
JIUIIE 3 BUKOPUCTAHHSAM CITY>KOOBO1 €JIEKTPOHHOT MOIITH.

33. Indopmariitauit 0OMiH 311MCHIOETHCS 3 METOIO:

MOMEPETHHOTO MOTOJKEHHS PEeNaKIlii MPOEKTIB CHUIBHUX EJIEKTPOHHHUX
JIOKYMEHTIB, 30KpeMa CIIBpO3pOO0JICHHS MPOEKTIB aKTiB;

JIOBEJICHHSI YIIPaBJIIHCHKOI 1H(OpMaIlIii 10 BijjomMa, 30KpeMa Ipo IJIaHu Ta poooTy
BIIMOBIHUX MiAPO3AiIax;

1H(hOpMYBaHHS PO NPUNHHSATI YHIBEPCUTETOM yIPABIIHCHKI PIIICHHS;

3’siCyBaHHS CTaHy OIpPAIfOBaHHS YHIBEPCUTETOM €IEKTPOHHUX JOKYMEHTIB, 110
HAJIIAIILIN Ha iX PO3IIISL.

34. Iudopmariis 3 JTUCTYBaHHA CIIy>)KOOBOIO EJIEKTPOHHOIO TIOMITOI0 MOKE
BUKOPHCTOBYBATHUCS JIJIsI MMiATBEP>KEHHSI BUKOHAHUX 1.

35. Iudopmarmiiitnuii 0OMiH CIyOOBOIO €JIEKTPOHHOIO TIOMITOI0 HE Mae
IOPUANYHOI CHIIN.

36. Indopmarmiiinuii OOMIH  CIY’KOOBOIO  €JIEKTPOHHOIO  TMOIITOI0  HE
JIOMYCKA€EThCS 1100 1H(PopMalii 3 00MeKEHUM JOCTYIIOM.

I11. Opranizanisi eJ1eKTPOHHOT0 JOKYMEHTOO00ITY
37. Opranizailisi JOKyMEHTOOOITY YHIBEPCUTETY 3A1MCHIOETHCS 3a JIOTOMOTOIO
CEJI, 1o iHTErpyeThes 13 CUCTEMOIO B3a€MOIII.
38. CE]l moBuHHa 3a0e3mevyyBaTy MPOXOKEHHS €IEKTPOHHUX TOKYMEHTIB Ta
CJICKTPOHHUX KOMIA JOKYMEHTIB Ta B3a€MO3B’S30K 13 CHUCTEMaMHU EJIEKTPOHHOTO
JIOKYMEHTOOOITY 1HIIHUX MiAPO3/ILIIB.

001iKk 00cATy €JIEKTPOHHOI'0 JOKYMEHTO000Iry
39. OO6mik o0O0cATy €NeKTPOHHOTO JOKYMEHTOOOIry  3IiHCHIOETHCS B
aBTomaTuzoBaHomMy pexxumi CEJl yHiBepcuTeTty.
40. IlincymkoBi JgaHi O0OJIKYy OOCSTY JOKyMEHTOOOITY TMOJAaroThCi B

enexTponHii Gopmi (Jlonatox 1).

PeecTpauis 10KyMeHTIiB
41. BximgHi, BHYTpIIIHI, BUXIIHI, 1HII JOKYMEHTH HE3aJeXHO Bia Gopmu ix
CTBOPEHHsI, TIATOTOBJICHI B yHIBepcuTeTi, peectpyrothcsi B CEJl, a y pasi ii
BIJICYTHOCTI BXIJHI Ta BUXIJAHI JOKYMEHTH PEECTPYIOTHCS y BEO-MOJYJI CUCTEMHU
B3acMO/Iil.

Jlnst 3abe3nedyeHHst peecTpallii JTOKYMEHTIB y €JEKTPOHHIA Ta manepoBiid
dbopmax (mami - JAOKYMEHTH) B aBTOMAaTHU30BAaHOMY PEXHMI 3allOBHIOETHCS
peecTpalifHO-MOHITOPUHIOBA KapTKa, JI0 sIKOi BHOCSTHCS BCl 000B’SI3KOBI, JJOJIaTKOBI
Ta y pas3i NMoTpedu 1HII PEKBI3UTH JOKYMEHTa BIAMOBIIHO A0 BUMOT 1HCTPYKII 3
JIJIOBOJICTBA YHIBEPCUTETY.
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42. PeecTpaiiiHO-MOHITOPUHIOBAa  KapTKa  €JEKTPOHHOTO  JIOKyMEHTa
CTBOPIOETHCSI CUCTEMOIO €JIEKTPOHHOTO JIOKYMEHTOOOIry (BeOMOAYJEM CHUCTEMHU
B3a€MO/Ii1) B €IEKTPOHHIHN hopmi.

43. Jlo O0OOB’A3KOBMX pEKBI3UTIB, WI0 BHOCATHCA B PEECTpaLIfHO-
MOHITOPHHT'OBY KapTKY, HAJIE€KaTh: BUJ JOKYMEHTA, 1HAEKC Ta 3ar0JI0BOK €JIEKTPOHHOT
CIpaBH, KOPECHOHIEHT (yCTaHOBa-BIANPABHUK), IMIAMUACYyBad JOKyMEHTa Ta
KBaJTi(piKOBaHMI €JIEKTPOHHUI MiMUC MiANMCyBaya ad0 KBamiikoBaHa €IEKTPOHHA
nevyaTka yCTaHOBU-BIIMpPAaBHHKA, ajapecar (MEpeiiK YCTAaHOB, SKHUM aJ[pECOBAHO
JIOKYMEHT), BUX1JHI HOMEp Ta AaTa (peecTparliiiii aTpuOyTH KOPECIOHACHTA), BX1H1
HOMEp Ta Jara (peecTpaiiiiHi aTpuOyTH ajapecaTa), BUXIAHUH HOMEp Ta jaTa
peectpanii (peecTparliiini aTpuOyTH YHIBEPCUTETY), KOPOTKHUH 3MICT JIOKYMEHTAa,
MICII PE3OJIIOLIi: CTPYKTYPHUN MMiAPO3/ILJ, BIAMOBIIAIbHUIN 32 BUKOHAHHS 3aBJaHHS
Ta/abo TMIATOTOBKY JOKYMEHTAa B YHIBEPCHUTETI 13 3a3HAUYCHHSIM HOTO 1HJIEKCY,
MPi3BUIIA, BIIACHOTO IMEH1, HOMepa TellepoHy Ta c1y>kO00BO1 €JIEKTPOHHOT MOIITH HOTO
KEepiBHUKA, ENEKTPOHHI PpE30JIOINii, BIAMOBINAIbHUN BUKOHABEIb (3TAHO 3
PE30JIONIEI0) 13 3a3HAYEHHAM HOro Mpi3BUILA, BIACHOTO IMEHI, HOMepa TeledoHy Ta
CIIy>k00BO1 €IEKTPOHHOI MOIITH, CTPOK Ta MO3HAYKa MPO BUKOHAHHS €JIEKTPOHHOTO
JIOKYMEHTa, KIJIbKICTh CTOPIHOK CYTPOBIIHOTO JINCTA Ta KUIbKICTh CTOPIHOK JO/IATKIB,
MIOCWJIAHHSI Ha BXKE 3apEeCTpOBaHl TOKYMEHTH (1ICTOPIS MUTAHHS), IHAUKATOPH CTaHy
BUKOHAHHS JIOKYMEHTA Ta CTPOKH BUKOHAHHS 1HIUKATOPIB.

44, Jlo MONAaTKOBUX PEKBI3UTIB, 10 BHOCATBCS JIO peecTpalliitHo-
MOHITOPUHIOBOI KapTKH, HaJleXaTh: BHYTPIIIHE TMEpeapecyBaHHsl E€JIEKTPOHHOTO
JIOKyMEHTa MDK CTPYKTYPHUMH IiJIpO3ALIaMH YHIBEPCUTETY, HASBHICTH 1 MEpesiK
JIOJIaTKiB, MPOMDKHI CTPOKH BHKOHaHHS, 1H(OpMAIlis MPO 3MIHY Ta MEpPEHECEHHS
CTPOKIB BHUKOHAHHS, MPUIUHEHHS MOHITOPUHTY €JIEKTPOHHOTO JIOKYMEHTa,
CJICKTPOHHI MOBIIOMJICHHS] CUCTEMH B3a€MO/I11, KOJ[ JOKYMEHTA 3T1JIHO 3 TEMAaTUYHUM
KJ1acu(PiKaToOpoM YHIBEPCUTETY, CTPOK TMepeAaBaHHS JI0 apXiBHOTO IMiJIPO3ALTY
YHIBEPCUTETY, MO3HAYKA MPO HAJNEKHICTh JOKYMEHTA O JOKYMEHTIB TEPMIHOBOTO
pO3rIsily, CTPOK 30€piraHHs E€JIEKTPOHHOTO  JOKyMeHTa  (BIAMOBIIHO JO
HOMEHKJIaTypH CIIpaB).

45. JlomyckaeTbcsl BBECHHS B YHIBEPCUTETI 1HIIMX PEKBI3UTIB €JIEKTPOHHOIO
JIOKYMEHTa, SIKI HE 3BYXXYIOTh Ta HE 3MIHIOIOTh 3aCTOCYBaHHS OOOB’SI3KOBUX Ta
JIOAATKOBUX MOTO PEKBI3UTIB.

46. Peectparis BXiIHO1 1 BUX1HO KOPECTIOHEHIIIT yHIBEPCUTETY 31HCHIOETHCS
nigpo3aiiamMu LeHTpy mokyMeHTartii, ocobaMu 3 TOBHOBOKCHHSIMHM Ha 3allOBHEHHS
PMK y nienTpanizoBaHiii €quHIN cucTeMi (aAMIHICTPATOPH ILUTOBOJIHHX MPOIIECIB).

[Topsinok peectparlii OKpeMuX BUIIB TOKYMEHTIB BU3HaUaeThes 1.3 [HCTpyKIii 3
JIJIOBOJICTBA B YHIBEPCUTETI

47. dakcorpaMmu Ta iHII €IEKTPOHHI JOKYMEHTH, 1110 HAJAXOISITh €IEKTPOHHOIO
nomror  0e3/3 KBamiiKOBaHUM  €IEKTPOHHUM  MAMUCcOM  (KBaji(hiKOBaHOIO
CJIEKTPOHHOIO TEYATKOI0), MiUIATaloTh PEECTpAIlii MICHs MOMEPEIHBOTO PO3TIITY
BIAMOBIAHO 110 11.155 [HCTpyKIIii 3 A17IOBO/ICTBA B YHIBEPCUTETI.

48. YV CE]l dopmyeThecsa €nuHa IeHTpalizoBaHa 0a3za peecTpalifHuX JaHUX B
€JICKTPOHHINA QOopMi, 32 TONIOMOTO0 SAKOi MPaliBHUKH 3a0€3MeUyI0ThCS 1HPOPMALII€I0
PO BC1 IOKYMEHTH YHIBEPCUTETY 1 iX MICHE3HAXO/IKECHHS.

49. Tlopsanok BHECEHHS PEKBI3UTIB JJO pEECTPAL[iHHO-MOHITOPUHIOBOI KAPTKH Ta
iX po3MillleHHs] BU3Ha4yaeThes M. 33 [HCTpyKii 3 A1IOBOACTBA B YHIBEPCUTETI.
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Peecmpayis exionux ooxymenmie

50. Peectpamiss BXigHOI KOPECHOHJEHINT 3IIACHIOETHCS — aAMIHICTATOPOM
JIJIOBOIHUX TPOIIECIB JIMIIE MiCIsl MPOBEACHHS MONMEPETHBOTO PO3TIISAY JOKYMEHTA.

51. He pnomyckaeTbCs TIPOBEACHHS TOJBIMHOI peecTparii eIeKTPOHHOTO
JOKYMEHTa y CHCTEMi EeJEKTPOHHOTO JOKYMEHTO00Iry Ta BeO-MOMAyNl CHCTEMHU
B3a€MOIII.

52. Ha pokymeHT, 110 HaAIMIIOB y ManepoBiii popmi, micis peecTparii HUIIXoM
JIPYKY HaHOCUThCS Horo mrpux-koa abo QR-kox, npucoenuit CEJ, Ta cTBoproeTbes
dboToKoIIsI, Ky aAMIHICTPATOP ALIOBOJHHUX IPOIECIB BHOCHUTH JO pPEECTpaliitHo-
MOHITOPHUHIOBOI KapTKH.

53. BXigHui#l TOKYMEHT, 10 HaAIMIIIOB Y TarepoBiil ¢popmi, micias peecTparlii Ta
CTBOpPeHHs (oToKoMmii aaMIHICTPATOPOM JIJOBOJHHMX MPOIECIB TEPEAAEThCs
0e3rmocepelHb0 Y  CTPYKTYpHUM  MIAPO3JIT  YHIBEPCUTETY, BHU3HAUYCHHA B
YCTaHOBJICHOMY MOPSKY BIAMOBIIATbHUM 32 BAKOHAHHS I[LOTO IOKYMEHTA, JIUIIIE IS
30epiraHHs 3 MOJAJbIIMM (POPMYBAHHSM y CIPAaBH BIAMOBIAHO 1O 3aTBEPIKEHOI
HOMEHKJIaTypH CIpaB.

llepesipka keanighikosanozo eieKmpoHH020 NIONUCY

54. TlepeBipka KBadi(P)iKOBAHOTO EJIEKTPOHHOTO MIANUCY YM  TEYATKU
3MIUCHIOETBCS 3 JOTPUMaHHSAM [lOpSnKy BWKOPHWCTAHHS EICKTPOHHHUX JOBIPYHMX
IOCJIYI B OpraHax Jep)KaBHOi BJaJ, OpraHax MiCIIEBOTO CaMOBPSJIyBaHHS,
OIIOPUEMCTBAX, YCTAHOBAaxX Ta OpraHi3alisx Jep>kaBHOi ¢GopMH  BIACHOCTI,
3aTBepKeHOro nocranoBoto Kadinery MinictpiB Ykpainu Big 19 Bepecus 2018 p. No
749 (Odimiinuii BicHuk Ykpainu, 2018 p., No 76, ct. 2528).

55. B yHiBepcHUTETI 3aCTOCOBYETHhCS  OHJIAMH-TIEpEBipKa  cepTUdIKaTIB
BIJIKDUTUX KITIOYIB O€3MOCEepeIHhO 3 EJNEKTPOHHOTO TMepeNiKy KBali(hikoBaHUX
cepTU(PIKATIB BIAKPUTHX KIIOUIB KBaNII(PIKOBAHUX HAJaBadiB €JIEKTPOHHUX JOBIPUUX
MOCJIYT.

56. IlepeBipka Ta MATBEPIKEHHS KBaTi(iKOBAHOTO EIEKTPOHHOTO IMiMUCY
Ta/ab0 MeyaTKU 3JIMCHIOETHCS 3 JIOTPUMAaHHSAM BUMOI YacTHMHHU JApYyroi crarTi 18
3akony Ykpainu «IIpo enekTpoHH1 AOBipYl TOCIYTH».

Peecmpayis suxionux ooxymenmie

57. Peectpaiisi BHUXIIHUX €JIIEKTPOHHUX JOKYMEHTIB 3JIACHIOETHCS B
aBTOMATHU30BAaHOMY PEXHUMI aJMiHICTpaTOpaMy JIJOBOJHUX TMPOILECIB TMICHA iX
M AIACAaHHS.

58. HaacwianHs JOKYMEHTIB HE3aJlleKHO Big (opmu iX CTBOpEHHS,
3I1ACHIOETHCS UepPE3 CUCTEMY B3a€MOIII.

VY pasi cTBOpeHHS JOKYMEHTa y TanepoBiii hopmi aapecaTy HaJACUIAETHCS JTUIIIE
Horo ¢oTokoImis Yepe3 CUCTEMY B3a€MO/IIi, KpIM BUIAAKY HAJICUJIAHHS JTOKYMEHTIB
YCTaHOBI YU 0cO0l, IKI HE € KOpPUCTyBayaMU CHUCTEMH B3a€MOJii, Ta JOKYMEHTIB,
BU3HAYCHUX IIYHKTOM 2 11i€l [HCTpyKITi.

59. SMkmo agpecar He € KOPHUCTYBaue€M CHCTEMH B3a€MOJii, aIMIHICTPATOP
JUJIOBOJHUX TPOLIECIB YHIBEPCUTETY CTBOPIOE TANEpPOBY KOIMIIO E€JIEKTPOHHOIO
JIOKYMEHTA, 3aCBIIUYE ii IeYaTKOI YHIBEPCUTETY Ta HAJICUJIAE 3a HAJIIEKHICTIO 3T1AHO
3 BUMoOramu 1.72 [HCTpyKIii 3 A1JI0BOJCTBA B YHIBEPCUTETI.
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60. V¥V pasi HagcwianHs GOTOKOIMII JOKYMEHTa uepe3 CHUCTEMY B3aeEMOJIl
OpUTIHAJI BUXIJHOTO JIOKYMEHTa B TamepoBiii Qopmi (uiie 11l JOKYMEHTIB
nocTiitHoro ta TpuBaioro (moHax 10 pokiB) CTpOKiB 30epiraHHs) MEpPeaacThCcs B
CTPYKTYPHUH MIAPO3/17 YHIBEPCUTETY (aBTOPY TOKYMEHTA) TIIbKU JJIsl 30epiraHHs 3
nojaibuM (OPMYBAaHHSIM Yy CIHpPaBH BiANOBIAHO 10 3aTBEPHKEHOI HOMEHKIIATYPH
cipaB 6e3 mepenayi iX agpecary.

61. IlepeBipKky  BHECEHMX y  PEECTPALliHHO-MOHITOPUHTOBY  KapTKy
00OB’SI3KOBUX Ta JOJAATKOBUX PEKBI3UTIB BUXIJHOTO JOKyMEHTA 31HCHIOE CUCTEMa
eJIEKTPOHHOTO JIOKYyMEHTO00Iry B aBTOMaTHYHOMY PEKHMI.

Keanigikosana enexkmponna newamxa

62. Ilepenmik €JIEKTPOHHUX JIOKYMEHTIB, SKI TOTPEOYIOTh 3acCBiIUEHHS
KBaJTi(DIKOBAHOIO €JEKTPOHHOIO TEYaTKOW, BU3HAYaeThcsa M. 67 IHCTpykmii 3
JIIJIOBOJICTBA B YHIBEPCUTETI Ha IMiICTaBl aKTiB 3aKOHO/IaBCTBA.

63. Haka3zom (po3mopsiKeHHSIM) pEKTOpa YHIBEPCUTETY  BHU3HAUYAIOTHCA
NOPSIOK BUKOPUCTaHHS KBaji(hiKOBAHOI E€JIEKTPOHHOI MEYaTKHM Ta YHOBHOBAXEHI
MOCaJ0B1 0COOM, BIMOBIIAIbHI 32 ii 3aCTOCYBaHHS.

KinbkicTh KBami(plKOBaHMX €JIEKTPOHHUX [E€YATOK, L0 BUKOPUCTOBYIOTHCS
YHIBEPCUTETOM, HE OOMEKY€ETHCS.

VYHIBepCcUTET Ma€ MPaBO 3aCB1IUYBATH €JIEKTPOHHI KOIIi IOKYMEHTIB, 30KpeEMa Ha
BHMOTY OpTaHiB Cy/J0BOI BJIaJy Ta TPAaBOOXOPOHHUX OpTaHiB.

Opranizanis nepegaBaHHs JOKYMEHTIB Ta BU3HAYEHHSI IX BUKOHABIIB

64. 3apeecTpoBaHul TOKYMEHT 3a (pakTOM BHeceHHs nupektopoMm LleHTpy
JOKYMEHTAIlli B peeCTpaliiiHO-MOHITOPUHTOBY KapTKy MPOEKTY PE30IIOLIT JOKYMEHTa
13 3a3HAYCHHSAM MPOPEKTOpa a00 KEPIBHUKA CTPYKTYPHOTO MIAPO3ALTY YHIBEPCUTETY,
3TITHO 3 HaKa3oM TIPO PO3MOAUT OOOB’SI3KIB Ta TMOCAJAOBUMH I1HCTPYKIIISIMHU,
aBTOMATUYHO TEPENAETHCS HA PO3TIISA Ta 3aTBEPKEHHS MPOEKTY PE30JTIoLii uepe3
CE/l pexropy.

65. Ilicns 3aTBepIKEHHS TMPOEKTY PE30JIONii JAOKYMEHT aBTOMAaTHYHO Ta
OHOYACHO  HAAXOAWTHh Ha PO3TJISIA OAHIM YM ACKIIBKOM TIOCAaJOBHUM 0cOoOaMm
(mpopekTopaM, KepiBHUKaM CTPYKTYPHUX ITIPO3/ITIB YHIBEPCUTETY ), SIKi BU3HAUYCHI
BUKOHABIISIMU (CITIBBUKOHABIISIMHU) 3a3HAYEHOTO JJOKYMEHTA.

66. Pextopy yHiBepcuteTy abo 0co0i, ska BHKOHYE HOro OOOB’SI3KH, Ha
NEePBUHHUN PO3IJISi TEPEeAaroThCs JOKYMEHTH, 1m0 Hamiinum Bix Cekperapiaty
Kabinery MinictpiB Ykpainu, BepxosHoi Panu Ykpainu, Anminictparii [Ipesunenra
VYkpainu, 3BepHEHHSI HApOJIHUX JICMyTaTIB Ta JOPYYECHHS (JMCTH) YCTAHOB BHIIIOTO
PiBHSIL.

[IpopekTopy yHIBEPCHTETY 3TiJHO 3 HaKa30M PO PO3MOALT MOBHOBAXKEHb Ha
MEPBUHHUN PO3TIIS]] MEPEIAIOThCsl aKTH OPTraHiB JACp>KaBHOI BIaJH, OPraHiB BJIaId
ABTtoHOMHO1 PecnyOmikn Kpum, HOKyMeHTH, M0 HaAIMIIIM Bil TEPUTOPIAIBHUX
OpraHiB yCTaHOB, OpraHizamid, MIANPUEMCTB, OpraHi3alliiHO-pO3NOPSAYl  Ta
porpaMHi JOKYMEHTH 3arajJbHOJIEP>KaBHOTO XapaKkTepy.

Enexmponna pesonoyis
67. IlocamoBa ocoba, sika 31ACHIOE TIEPBUHHUN PO3IJISA  E€IEKTPOHHOTO
JIOKyMEHTa, TOTY€ Ha HBOIO MPOEKT EJEKTPOHHOI PE30JIoNli, B fAKIA BHU3HAYa€
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rOJIOBHOTO BUKOHABIIS, BIAMOBIJAIBHOTO 3a OpraHi3allil0 BUKOHAHHS JAOKYMEHTa B
YHIBEPCHUTETI, Ta y pa3i HEOOX1THOCTI CIIBBUKOHABIIIB 1 CTPOK MO0 BUKOHAHHS.

B enexktponHniii pesomiomuii 000B’SI3KOBO 3a3HAYAIOTHCS BCl  CTPYKTYpHI
HiAPO3AUTH, SIKI OEpyTh y4acTh B OMPALIOBaHHI JOKYMEHTa Ta MOTOKEHHI MPOEKTY
BIJIITOBI/II.

[TocamoBi o0cobu, sKI OAHOYACHO PO3TJISAAIOTH EJIEKTPOHHUM JTOKYMEHT,
HAKJIaJal0Th HA HHOTO €JICKTPOHHI PE30JIIOIii, B SKUX BU3HAYAIOThH BIAMOBIIATEHUX
BUKOHABIIIB Ta y pa3l HEOOXIAHOCTI CIIBBHKOHABIIB y MeXaxX BIAMOBITHOTO
CTPYKTYPHOTO MHiPO3ALTY.

68. EnextponHa pe30rolisl CKIATaEThCS 3 TAKUX PEKBI3UTIB: MPI3BHIIE, BIIACHE
iM’s1 BUKOHABIlS (BHKOHABI[IB) y JaBaJIbHOMY BIJAMIHKY, 3a HEOOXI1JHOCTI 3MICT
JIOPYYEHHsI, CTPOK BHKOHAHHS, KBaji(hiKOBAaHUN ENEKTPOHHUM MiANUC T0CaT0BOT
0coou.

B enexTpoHHIN pe3oionii A0 €IEeKTPOHHOTO JOKYMEHTa, 10 HE Ma€ CTPOKY
BUKOHAHHS, 3a3HaYCHHS 3MICTY JOPYUYEHHS Ta CTPOKY BUKOHAHHS HE BUMAra€eThCsl.

EnextponHa pe3osiorliss MOK€ JIOMOBHIOBATHUCS IHIIUMH PEKBI3UTaAMU, SKI
BHU3HAYAIOTHCA [HCTPYKIIIEIO 3 IIJIOBOJICTBA B YHIBEPCUTETI.

HekonkpetHi (“npuckopuTh”, “NIOJINIINATA, “aKTUBI3yBaTH , ‘“3BEPHYTH yBary’
TOIIO0) €JIEKTPOHHI PE30JIIOIli HE TOMYCKAIOTHCS.

69. Vci enexkTpoHHI pe3onrolii, HaKJIaAeHI Ha JOKYMEHT, BHOCSATHCSA JO HOTO
pEECTPaLITHO-MOHITOPUHIOBOI KAPTKHU 1 HEPO3PUBHO MOB’sI3aH1 13 HEero. ElleKTpoHHa
pe3ouioLisi, fKa € HacllJKOM BUKOHAHHS €JEKTPOHHOI PE30JIIOLil BHILOTO PIBHA,
JIOJIATKOBO MICTUTH JIOT1YHE TOCHJIAHHS Ha BIAMOBIJHY €JIEKTPOHHY PE30JIIOIII0
(1epeBo €IEKTPOHHUX PE3OJTIOLIIN).

70. Ha  enekTpoHHY  pE3ONdIONII0  MMOCAZOBOi  OCOOM  HAKIAJAETHCS
KBaT1(hiKOBAHUM €NEKTPOHHUI MIAMKC Ii€T K MOCaT0BOi OCOOU.

71. Jlo HakiamaHHS €JICKTPOHHOI  PE30JIOIli  BCTAHOBIIOIOTHCS — Taki
0COOJIMBOCTI:

BUKOHABISIMUA €JIEKTPOHHOT PE30JIIOIIi PEeKTOpa BHU3HAYAIOTHCA MPOPEKTOPH
3TITHO 3 PO3MOJUIOM TOBHOBAKEHb, KEPIBHUKUA CTPYKTYPHUX MiAPO3ILTIB
yHiBepcuTeTy (y pa3l HEoOXiZHOCTI MOXYThb OyTH BHU3HAU€HI MPALIBHUKU
YHIBEPCUTETY, 0 KOMIIETEHIII] IKUX HaJEKUTh 3a3HaUYEHE B PE30JIIOLII1 MUTAHHS ), IPO
o0 CHUCTEMa  EJIEKTPOHHOIrO  JOKYMEHTOOOI'Y  aBTOMAaTU4YHO  iHPOpMyeE
MIPOPEKTOPA/KEPIBHUKA CTPYKTYPHOTO MIAPO3ALTY, SKHH KOOPJIUHYE MISUIBHICTD
BIJIOBITHOTO CTPYKTYPHOTO MIIPO3AUTY Ta y pa3l moTpedu MaroTh MPAaBO IOMOBHUTH
3a3HAYCHY PE3O0JIIOIII0, HE 3MIHIOIYH CyTl JOPYYCHHS KEPIBHUKA YHIBEPCUTETY Ta
MOro roJOBHOIO BUKOHABIIA;

BUKOHABIISIMU PE30IOITIT IPOPEKTOPIB BU3HAYAIOThCS KEepIBHUKU
HIANOPSAKOBAHUX CTPYKTYPHHUX MIAPO3IUTIB YHIBEPCUTETY a00 iX 3aCTYyNHHKH, SIKi
BXOJSTh JI0 CKJIaAy CTPYKTYpHUX TIAPO3ILIIB, YHIO MJiSJIBHICTE KOOPJIUHYE
BIMOBIAHUI TPOPEKTOp, TNPO IO CHCTEMa EJIEKTPOHHOTO JOKYMEHTOOOITy
aBTOMATUYHO 1H()OPMY€E KEPIBHUKIB BIAMOBIIHUX CTPYKTYPHHUX I1IPO3/ALIIB,;

BUKOHABIIEM PE30JIIOIlli PEKTOpa, IPOPEKTOpa YHIBEPCUTETY MOXKE OyTH OYlib-
AKAWA TANOPSAAKOBAaHUN  BIAMOBIAHUM 0co0aM MpaIliBHUK YHIBEPCUTETY, 0
KOMIIETEHIII] SIKOr0 HAJIEKUTh 3a3HaueHe B pe3oitolii nutaHHsA. [Ipo BU3HaueHHS B
pe3omtouii BukoHaBls CEJl aBTroMaTuyHO 1H(MOPMYE KEpIBHULTBO CTPYKTYPHOIO
MIIPO3/1TYy TaHOTO MPaIliBHUKA;
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OTPUMAaHHS TPOPEKTOPOM YHIBEPCUTETY, KEPIBHUKOM CTPYKTYpHOro abo
HIAIOPAIKOBAHOTO  MIAPO3AUTY €JIEeKTPOHHOTO TMOBIJIOMJIEHHS TMPO CTBOPEHHS
PEKTOPOM  €JEKTPOHHOI PE30NIoNii He Tmepemdadae CTBOPEHHS BIiMOBITHUAM
MIPOPEKTOPOM/KEPIBHUKOM CBOET PE3ONIONIT /10 HBOTO K JOKYMEHTa, a JIWIIe
nependadae 03HAMOMIICHHS 13 IOKyMEHTOM;

CJICKTPOHHOIO PE30JIOIIEI0 MOXE OYTH BH3HAYEHO TOJIOBHOTO BHKOHABIIA,
CHIBBUKOHABIIIB, CTPOKA BUKOHAHHS, OTPUMYBauiB JOKYMEHTa ‘710 Bigoma’.

72. EnexTpoHHI JOKYMEHTH HaJXOATh JI0 IX BUKOHABIIB BUKIIOUHO uepe3 CEJ]
Ha MIJCTaBl HAKJIAJIEHUX HAa HUX €JIEKTPOHHUX PE30JIIOLIM.

JIOKyMEHT, BUKOHABIISIMH SIKOTO € KiJIbKa CTPYKTYPHHUX I1IPO3LTIB (IT0CaT0BUX
0ci0), HAAXOUTh OJTHOYACHO JI0 BCiX MOTr0 BUKOHABIIB, BU3HAUYCHHUX CJICKTPOHHOIO
PE30JIOLIEI0 YU TEPETIKOM PO3CUIIKUA, CTBOPEHHUM OCO00I0, SIKa TOTY€E MPOEKT
Pe30JIIoL1ii, aBBTOPOM JJOKYMEHTA.

73. KepiBHUKH CTPYKTYpHUX MiAPO3AUIB YHIBEPCUTETY OIPallbOBYIOTh
CJICKTPOHHI JIOKyMEHTH, OTpHUMaHl BHACHiIOK iX mnepenaBaHHs uepe3 CEJ 3a
HAJICXKHICTIO, Ha T1JICTAB1 HAKJIAJICHUX HA HUX EJICKTPOHHUX PE30IOLi.

VY pa3l HEOOXIAHOCTI KEpPIBHUK CTPYKTYPHOrO MiAPO3JLIY YHIBEPCUTETY Mae
MIPaBO JICTIETYBAaTH CBOEMY 3aCTYIMHHUKY PO3TJISA YACTHHU €JIEKTPOHHHUX JTOKYMEHTIB,
K1 HAQJAXOAATHh Ha OIMPAIIOBAHHA 10 CTPYKTYPHOTO MiAPO3ILTY MIISXOM J0/IaBaHHS
pe3omtonii B CEJ[ abo eleKTpOHHOIO MOIITOIO.

74. CucreMa €JeKTPOHHOIO JOKYMEHTOOOIry aBTOMAaTHYHO (IKCye (HaKTH
nepeJaBaHHsl  €JNEeKTPOHHUX  JOKYMEHTIB  BUKOHAaBISIM B  pEeCTpaliiiHO-
MOHITOPUHIOBIN KapTIli 13 3a3HAYCHHIM 1H(pOpMaIlii IpO BUKOHABIIIB, SIKUM MIEPEIaHO
JIOKYMEHT.

75. 3MiHAa TOJIOBHOTO BHWKOHABIlS 3JIMCHIOETBCS B CHCTEMI €JIEKTPOHHOTO
JIOKyMEHTOOOITY Ha IiJICTaBl PE30JIONIi PEeKTOpa, SKUM 3/1HCHIOBAB TMEPBUHHUN
PO3TJIsiA €EKTPOHHOTO TOKYMEHTA/TIOTOPKEHHS IPOEKTY PE30ITIOLII],

76. SIKmo 1t eMeKTPOHHOTO TOKYMEHTa HEe BCTAHOBJICHO CTPOKIB BUKOHAHHH,
a HOro ompamooBaHHS HE MNOTpeOye MIATOTOBKM MPOEKTY TOKYMEHTa Ha HOTO
BUKOHAHHSI, BIAMOBIAIbHUN BUKOHABEIh — IEplIa ocoda y pe3oJrollii- Mae MpaBo
micisl O3HAHOMIICHHS 3 IOKYMEHTOM BHECTH B PEECTPalliiHO-MOHITOPUHTOBY KapTKy
iH(popMarlliro npo crnocid BUKOHAHHA WIBOTO JOKYMEHTa (IMHMTAHHS BHPIIIEHO B
poO0UYOMY MOPSJIKY, B3ATO y4acTh y Hapa/i TOIIO), 3aKPUTH HOTO “I0 cripaBu’.

KO €NeKTPOHHUM JOKYMEHT pO3ICHaHO MpAlIBHUKAM YHIBEPCUTETY JUIs
O3HAHOMJICHHSI Yepe3 CHUCTEMYy EJIEKTPOHHOTO JOKYMEHTOOOIry YHIBEPCHUTETY,
MpAaIiBHUKK BHOCSTH BIAMITKY TPO iX O3HAWOMIICHHS, a y pa3l PO3CHJIAHHS JJIst
O3HAWOMJICHHSI MiJ MIJNUC TIATBEP/KYIOTh HAKJIAJIaHHAM  KBaji()iKOBAaHOTO
eJIEKTpOHHOTO mignucy. Y Takomy Bunaaky B CEJl yHiBepcuTeTy aBTOMaTH4HO
TEHEPYEThCS JINCT O3HAWOMIIEHHS 3 JIOKYMEHTOM, y SIKOMY 3a3HA4a€ThCsl TMEpetiK
oCagoBUX OCI0 YHIBEpCUTETY, SIKUM OyJ0 MepeJaHO BIANOBIAHUNA JOKYMEHT 3
MO3HAYKOIO PO O3HAWOMJIEHHS, Y TakOMy (popMaTi: Mpi3BUILE Ta BIACHE 1M s, JaTa
HAJXO/DKCHHS E€JIEKTPOHHOIO JIOKyMEHTa, Jara o3HaoMJieHHS (kBasiikoBaHa
€JICKTPOHHA MTO3HAYKa Yacy).
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V. lokymMeHTyBaHHSI ynpaBJiHcbKoi iHgopmanii B eJieKTpOHHil (opmi

3araJibHi BUMOIH 10 CTBOPEHHSI JOKYMEHTIB

77. JloKkyMeHTyBaHHS YIpPaBIIHCBbKOi 1HGopMalii B eJeKTpOHHIH ¢dopMi
MOJISATA€ Y CTBOPEHHI €NEKTPOHHUX JTOKYMEHTIB, B AKUX (PiKCyeThCs iHPOpMAIIis TPo
YIPaBIiHCHKI PIICHHS 3 JOTPUMAHHIM YCTaHOBIICHUX 11€10 [HCTPYKITI€IO TIPaBHIL.

78. PexBi3uTu, Bu3HA4YeHI Ii€l0 [HCTPYKIi€l0, BHOCSITBHCS B PEECTpAIIHO-
MOHITOPHUHT'OBY KapTKy.

branku ooxymenmis

79. OpraHizaiiitHo-po3nopsiaul TOKYMEHTH YHIBEPCUTETY O(DOpPMITIOIOTHCS Ha
0JIaHKaXx, 1110 CTBOPIOIOTHCS B €JIEKTPOHHIM (POopMi 3T1THO 3 BUMOTAaMH M€l IHCTpyKITii.

80. bnanku renepytotbcs CEJl yHiBepcuUTETy B aBTOMATHUYHOMY PEXHMI Ha
M1JICTaBl 0OpaHUX aBTOPOM IMPOEKTY KPUTEPIiB TUIIOBOTO OJIAHKA I 0OPaHOTO BHUIY
€JIEKTPOHHOT'O JJOKYMEHTA.

Jl51a renepatiii TAIIOBOTO GJIaHKa 3aCTOCOBYIOTHCS KPUTEPIi: BUM, THIT JOKYMEHTA,
MiJMKUCYBayd TOIIO.

81. bnanku KO>KHOTO BHJLy TEHEPYIOTHCS Ha OCHOBI MO370BKHBOTO PO3MIIICHHS
PEKBI3UTIB. PEKBI3UTH 3ar0JIOBKa PO3MIIIYIOTHCS LIEHTPOBAHUM CIIOCOOOM (TOYATOK 1
KIHEI[b KO’KHOTO psAJKA PEKBI3UTY OJIHAKOBO BIJJAJICHI BIJl MEX 30HU PO3TalIlyBaHHS
PEKBI3UTIB).

82. Jlns miaroToBKH NMOKyMeHTIB B enekTpoHHiN ¢opmi CEJl yniBepcuteTy
reHepye BuIM OJaHKIB JTIOKYMEHTIB, 3aTBEp/UKeH1 [HCTPYKIli€El0 3 IiJI0BOJICTBA B
YHIBEPCUTETI.

83. JlokyMeHT y pa3l HEOOXITHOCTI JAPYKYEThCS pa3oM 13 OJaHKOM,
3r€HEPOBAaHUM CHCTEMOIO €JIEKTPOHHOTO JOKYMEHTO00ITY 06€3 3acTOCyBaHHs OJIaHKIB,
BUTOTOBJICHUX JIPYKapChKUM CIIOCOOOM.

84. bnaHku JOKYMEHTIB, CTBOPEHUX Y €JIEKTPOHHIN (popMi, HE HYMEPYIOThCS Ta
HE OTpeOyIOTh O0JIIKY.

Jlama nionucauns, 3aceiouenus ma peccmpayii

85. Jlara mignucaHHS ~ BU3HAYAETHCS  KBATI(IKOBAHOK  EIEKTPOHHOIO
MO3HAYKOI0 4Yacy, IO HEBIJ €MHO TNOB’Si3aHA 3 KBaJNI(DIKOBAaHUM €JIEKTPOHHUM
T1JIITACOM.

86. [lata 3acBigueHHS BH3HAYAETHCS  KBaNi(piKOBAHOI  EIIEKTPOHHOIO
MO3HAYKOI0 Yacy, IO HEBI’€MHO TIOB’s3aHa 3 KBalll(PIKOBAHOIO EJIEKTPOHHOIO
MEYaTKOIO.

87. Jlata peecrtparii BUXITHOro JOKyMeHTa aBTomMaTu4yHO (popmyerbest CEJ]
yHIBepCUTETY (BEOMOJYJIEM CHUCTEMH B3a€EMO/Ili) y peeCTpariiiHO-MOHITOPUHTOBIN
KapTIIi i 9ac HOTro i IuCaHHS.

88. OOOB’S3k0BOMYy NaTyBaHHIO Yy PEECTPAIIHO-MOHITOPUHTOBINA KapTIll
MJUISITAI0Th Y€1 CIIY’KOOB1 BIJIMITKH, TOB’S3aHI 3 MPOXOHKEHHSM Ta BHUKOHAHHSIM
JIOKyMEHTa (pe30JIrol1ii, BIIMITKH MPO BUKOHAHHS JIOKYMEHTA, HaJICUJIAHHS HOTO 0
CIIpaBH TOLIO).

Odghopmnenns dooamxie

89. Ha nmonatkax, 10 3aTBEpKYIOThCS BIAMOBIAHUMU aKTamMu (IOJIOKECHHS,
IHCTPYKIIii, TpaBuia, MOPSAKH TOUIO), MPOCTABISIETbCS TpU( 3aTBEPIHKEHHS
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BIIMOBIAHO 70 NYHKTY 95 1i€i IHCTpykMii. Y BIANOBIAHUX MyHKTaX PO3MOPSAYOi
JaCTUHH JIOKYMEHTA POOUTHCS MMOCHIIAHHS: (IO JIOAAETHCI» a00 «(I0JAETHCA)».

90. Ha pmomatkax 10 Hakaszy, TOJOXKEHHs, TMPaBWUJ, IHCTPYKIIi TOIIO
IPOCTABJISIETHCA BIIMITKA Y BEPXHBOMY IIPABOMY KYTi MEPILOI CTOPIHKY J0AaTKa, IKa
BKJIFOYA€ HOMEDP J0JAaTKa, 3ar0JIOBOK HOPMATHBHO-TIPABOBOTO aKTa Ta MOCHWIIAHHS Ha
BIJIMOBIIHY CTPYKTYPHY OJWHUIIO, HATIPUKIIA;

Honatok 1 no IHcTpykiii 3
JIJIOBOACTBA B XapKIBCHKOMY
HaIllOHAJIBHOMY YHIBEPCHUTET1
imeni B.H. Kapasina (myHkr 17)

CynpoBigHi Martepiaiid JOBIIKOBOTO a00 aHAJIITHYHOrO xapaktepy (rpadikw,
CXEMH, Ta0JIHIIl, CIUCKU TOMIO) IO OCHOBHOTO JIOKyMEHTa MOBHHHI MaTH BIAMITKY 3
MOCUJIAaHHSIM Ha LeH TOKYMEHT, HOTO JIaTy 1 HOMep, HapUKIaI:

JlomaTok
710 Haka3y XapKiBCbKOI'O HAI[IOHAJILHOTO
yHiBepcuteTy iMeHi B.H. Kapazina
___ kBiTHA 2018 poky Ne ;

Peecmpayitinuii inoexc 0okymenmis

91. Skmo0 JOKYMEHT TIATOTOBIICHMM JBOMa 4YHM OLIbIIe yCTaHOBAaMH,
3aCTOCOBYETHCS PEECTPALIITHUIN 1H/IEKC TOJIOBHOT'O BUKOHABIIA.

92. TIlixg gac Bi3yamizamii JTOKYMEHTIB MiCIe PO3TallyBaHHS PEECTPAIifHOTO
1HAEKCY BHU3HAYAEThCS 3TIAHO 3 (OPMOIO 3reHEpPOBAHMX OJIAHKIB, 3aTBEPIKEHHUX
[HCTpyKIIi€TO 3 A1I0BOJACTBA B YHIBEPCUTETI.

93. [lix gac Bizyami3alii JOKYMEHTa CUCTEMa €JIEKTPOHHOTO JOKYMEHTOOOITY
YHIBEPCUTETY BIATBOPIOE Ta BI3yalli3y€ Pa3oM 13 JOKyMEHTOM 00pa3 IITPUX-KOAy abo
QR-xomy (mns nmepkaBHOi peectpamii akTiB smme QR-kom), sikuii 000B’SI3KOBO
MICTUTb:

—  J1aTy peecTparllii Ta peecTpaiiHui 1HIeKC TOKyMEHTA;

—  PeKBI3UT mianucyBaya (MiANMCyBadiB) Ta JaTy MIANHCAaHHA 3
KBaI1(P1KOBAHOI €JIEKTPOHHOI MO3HAUKM yacy (Jume s QR-konay);

—  JIaHl PO MOTOKEHHS (JTUIIE IS aKTIB).

94. Tlix yac peectpallii marnepoBUx JOKYMEHTIB BUKOPUCTOBYETHCS MTPUX-KOJI
a60 QR-koj, a i yac peecTparii akTiB - aume QRko.

I'pugh 3ameepodicenns dokymenma
95. V pa3i KOIM ENeKTPOHHUH JOKYMEHT 3aTBEpKY€ETHCS IOCTaHOBOIO,
pIIIICHHSM, HAKa30M, PO3MOPSKEHHSIM, TpU( 3aTBEPKEHHS CKIIAJIA€ThCS 13 CIIOBA
«3ATBEPJIDKEHO», Ha3zBu (y Ha3MBHOMY BIAMIHKY) BHUAY JOKYMEHTa, SKUM
3aTBEPKYEThCS CTBOPEHUH JOKYMEHT, 13 3a3HAYCHHSIM JAaTU WOTO 3aTBEPHKCHHSA 1
HOMeEpa, HAIIPUKJIAI;
3ATBEP/KEHO
Haka3z pexTopa XapKiBChKOT0 HaIllOHAJILHOTO
yHiBepcuteTy iMeH1 B.H. Kapazina
12 6epe3nst 2019 poky Ne 298
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['pud 3arBepmKeHHS BI3yali3ye€ThCcsl y BEPXHHOMY MPaBOMY KyTi IMEpIIoi
CTOPIHKHU JOKYMEHTA.

/lani npo 8ukoHauHs OOKyMeHmie
96. BiamiTka mpo 3aKiHYEHHS BHUKOHAaHHS JIOKyMEHTa BHOCHUTHCA IO
peecTpalliitHO-MOHITOPUHIOBOI KapTKX Ta MICTUTh aBTOMaTU4HO 3reHepoBani CEJ]
cioBa «Jlo crpaBu», HOMEp CIIPaBH, a TAKOK KOPOTKI BITOMOCTI ITPO HOTO BUKOHAHHS,
HaAIPUKIIAT;
o crpaBu Ne 0102-10
Jluct-BiamoBias Bixg 20.05.2019
Ne 0102-11/354
abo
o cnpaBu Ne 0102-19
[IutaHHs BUPILIEHO

MO3UTUBHO 1] Yac TenedoHHOi
po3moBu 04.03.2019

Ocobausocmi oghopmnenHs 0esikux 8udie OOKyMeHmi6

Ilpomoxonu

97. IIpoTokonu CKIANAIOTHCSA B €JIEKTPOHHIN popmi BiamoBigHO 10 [HCTpyKIii
3 JIIJIOBOJICTBA YHIBEPCUTETY.

98. V pa3si BeneHHs aymioBi3yasibHOI (pikcallii 3acijaHHS BiJMIOBITHUN 3aIucC
MIJMTUCYEThCS KBai(hiKOBAHUM €JIEKTPOHHUM TMIAIUCOM CEKpeTapsi KOJIET1albHOTO
oprany (gaii - cekperap) abo yrmoBHOBaXEHOI 0COOU Ta JOJIA€THCA JI0 POTOKOITY.

99. IlpoTokoyiu Ta BUTATH 3 HUX 3aCBITUYIOTHCS KBaJI1(hiKOBAHOIO €JIEKTPOHHOIO
MEeYaTKOIO YHIBEPCUTETY, SIKYy Hakajgae [leHTp JokyMmeHTailii, 1 HaJCUIIalOThCS Y pasi
noTpeOu 3alHTEPECOBAHUM M1APO3aLJIaM, MOCaT0BUM oco0aM, mpariiBHuKam. [lepemik
PO3CHIIKH CKIIaJa€ ceKpeTap abo TOJIOBYIOUYHIA 3aCiTaHHS.

Cnyarcho6i tucmu

100. Cny>x00BHii JTUCT B EJNEKTPOHHIN ¢opMi OPOpPMITIOEThCS HAa OJaHKaX,
apromatuuyHo 3reHepoBaHux CEJl yHiBepcutery, 3aTBEpIKE€HHX I[HCTpyKui€w 3
JIJIOBOJICTBA B YHIBEPCHUTETI.

101. Tatoro ciy:x00Boro nucTa € aara ioro peectpaiii y CEJ] yHiBepcuteTy.

Jloxymenmu npo cayaico08i 8i0psi0HCceHH s

102. [Ins peectpaiiii BiAPSIKEHb BEACTHCS OKPEMHUN E€IEKTPOHHUN KypHANT 3a
dbopmoto, 3aTBepmKeHoro 11.142,143 THCTpyYKITi 3 IJTOBOJICTBA B YHIBEPCUTETI.

ITiAroToBKa NMPOEKTIB €JIEKTPOHHUX JOKYMEHTIB

103. 3a mArOTOBIEHUN TPOEKT EJICKTPOHHOTO JOKYMEHTA BiAIMOBIJAILHUM €
aBTOP JIOKYMEHTA.

3a opraHi3zallil0 BUKOHAHHsI €JIEKTPOHHOTO JTOKYMEHTa BIJIOBIIAIOTH OCOOW,
3a3HauYCHI B €JICKTPOHHINA PE30JIIOIIIi.

104. [TinroToBKa TMPOEKTY EJIIEKTPOHHOTO JOKYMEHTa 3JIACHIOETHCS 3
ypaxyBaHHSIM TaKHUX BHUMOT

MIPOEKT EJEKTPOHHOTO JOKYMEHTAa TOTY€EThCS aBTOpPOM JokymeHTa B CEJI
YHIBEPCUTETY;
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y pa3i HasIBHOCTI CyIIPOBIHUX MaTepialiB 10 MPOEKTY €IEKTPOHHOTO JOKYMEHTa
BOHHU JIOAAIOTHCA J0 MPOEKTY EJIEKTPOHHOTO JIOKYMEHTa BUKIIIOUHO B €JIEKTPOHHIN
dopmi (30kpema TabmuuyHi Ta rpadiuHi Marepianu, (QOTOKOMII TOKYMEHTIB,
3aBaHTaXeH1 y cucrteMy y (aitnax ¢popmMariB, BA3HAYEHUX aKTaMHU 3aKOHOJIABCTBA);

BHECEHHS JI0 NPOEKTY €IEKTPOHHOTO IOKyMEHTA MOCUJIaHHS Ha IOKYMEHT(1), Ha
BUKOHAHHS SIKOTO(MX) CTBOPEHO BIAMOBITHUNA MTPOEKT;

BHECEHHSI JI0 PEECTPaliiHO-MOHITOPUHTOBOI KAapTKW B aBTOMATH30BAHOMY
peXHUMI IHJAEKCY CIpaBd 3a HOMEHKJIATYpOIO CIpaB, JO SIKOI BIAHOCHUTHCS
CJIEKTPOHHUN JOKYMEHT, 110 CTBOPIOETHCS;

3a3HAYCHHS OOOB’S3KOBOIO CTaTyCy IIPU3HAYECHHS MPOEKTY (iHIIaTUBHUM,
iHQopMaliitHui, TpOMIKHA BIAMOBIAL, MOJAHHS NPO 3MIHY CTPOKY, 3alUT Ha
JOAATKOBY 1H(OpMaIlito, OCTaTOYHE BUKOHAHHS);

GbopMyITIOBaHHS TPOEKTY JOPYYEHHS 1O JIOKYMEHTa 31MCHIOETHCS Y TEKCTI
JIOKyMEHTa, N0 SIKOTO TUIAHYEThCS BUJAHHS BIJMOBITHOTO JOpPY4YEHHA, y (opmi
KOHKPETHOTO 3aBJaHHS 13 3a3HAUY€HHSM CTPOKY HOro BHKOHAaHHS Ta BHKOHABIIIB,
HAIPUKJIAA: MPOPEKTOPY 3 aAMIHICTPATUBHO-TOCIOAAPYOi POOOTH, KEpIBHHKAM
CTPYKTYPHUX MIPO3/A1IIB TOLIO;

(dbopMyBaHHS TEpeNiKy MOro/KyBayiB Ta MIJMUCYBayiB y PEECTPALIHHO-
MOHITOPUHIOBIN KapTIIl.

105. Im’s (aiina BUX1THOTO IPOEKTY €IEKTPOHHOTO TOKYMEHTA, CYIIPOBITHUX Ta
IHIIMX MaTepiaiiB 10 HOIO MOBMHHO MAaTH CTUCIY YHI(IKOBaHY Ha3By, sIKa YITKO
BUXOJIUTH 13 MPUHAJIEKHOCTI BMICTY (haiiina, HapuKIIaI;:

Jucr ...

Cay»x00Ba 3amnucka ...

Haxkas opo ...

[Topsimok (TOJI0KEHHsI, IHCTPYKITIS TOIIO) ...

Tabmuus (rpadik, 1mia” ToOIo) ...

CkaHoBaHa KOs JHUCTA ...

Bizyeanus ma no2o0sicents npoeKmie e1eKmpoHHUX OOKYMEHMI

106. IToromkeHHS MPOEKTY EIEKTPOHHOTO JOKYMEHTA MOJIsIrae y Horo Bi3yBaHHI
YIOBHOBRXEHUMHU 0CO0aMH, 3a3HAYEHUMHU B PEECTPaALIiHO-MOHITOPUHIOBIN KapTLl,
0 3a0€3MeUyeThCS CUCTEMOIO EJIEKTPOHHOTO JOKYMEHTOOOITY YHIBEPCUTETY Ha
niacTaBl c()OPMOBAHOIO TMEPENIKY MOTOPKyBadiB, 3a3HAYEHUX Yy PEECTpaLiitHO-
MOHITOPUHTOBIN KapTIIi.

107. Indopmarrisi mpo NMOTOKEHHS, BIIXWICHHS a00 MOBEPHEHHS aBTOMAaTUYHO
BHOCHUTBCSA JIO PEECTPAIIITHO-MOHITOPUHTOBOT KaPTKHU.

108. IToromxeHHss Ta MIANHCAHHA TPOEKTY  E€JIEKTPOHHOTO JOKYMEHTa
3JIACHIOETHCS Y TAKOMY MOPSAIKY:

IPOEKT EJIIEKTPOHHOIO JOKYMEHTa CIIOYaTKy BI3YEThCS MOro aBTOpPOM,
KEpIBHUKOM  CTPYKTYPHOTO  MiIpo3AuTy  (BIAMOBINAJBHOTO  MIAPO3AUTY) Ta
YIOBHOBRXEHUMHU OCOOAaMU IHIIMX CTPYKTYpPHHUX [MIJPO3AUTIB  YHIBEPCUTETY,
3a3HAYEHUMU B PEECTpaliiHO-MOHITOPUHTOBIM KapTili;

INPOEKT  ENEeKTPOHHOTO  JTOKYMEHTa  BI3YETHCS  MPOPEKTOPOM,  SIKOMY
HIANOPAIKOBAaHUN CTPYKTYpHUU MIAPO3MLT BIAMOBIAHO 0 HakKazy MpO PO3MOALI
MOBHOBAXEHb, BIJNOBIAAIBHOIO 3a MIJATOTOBKY MPOEKTY €IEKTPOHHOTO TOKYMEHTa
a00 KEpIBHUKOM CTPYKTYPHOTO MIiIPO3/1Ty Ta YIMOBHOBOXXEHUMU OCOOAMU IHIIKX

19



CTPYKTYpPHMX  MJAPO3JAUIIB  YHIBEPCUTETY, 3a3HAaUYCHHMX B  pEeECTpaliiiHo-
MOHITOPUHTOBIA KapTil (MOTO/PKEHHS I1HIIMX HPOPEKTOPIB YHIBEPCHUTETY, SKi
KOOPAMHYIOTH POOOTY 3alHTEPECOBAHUX MIAPO3/1IiB, HE BUMATa€EThCs);

y pa3l MOTOJKEHHsI MPOEKTIB Haka3iB B €JNEKTPOHHIA (opMi MPOEKT HaKazy
BI3Y€ThCS TPALIBHUKOM IOPUAMYHOTO BIAAUTY 3a pe3yJabTaTaMH MPOBEICHHS
IOPUANYHOI EKCIIEPTU3H,

MPOEKT E€JEKTPOHHOTO JIOKyMEHTa BI3y€TbCA BCiMa IOCAJOBHUMH 0CO0aMu
(moropkyBayamu), HasBHICTh BI3W SIKHX  Meper0adeHo B  peecTpariitHo-
MOHITOPHHIOBIH KapTIi, IPU LIbOMY Bi3yBaHHsI IPOEKTY €JIEKTPOHHOT'O IOKyMEHTA HE
3aTBEPIKYE  3a3HAUEHMM  JOKYMEHT; IPO€EKT  MIJIUCYEThCS  KEPIBHUKOM
(manucyBadeM), sIKUI 3aTBEPIKY€E CIEKTPOHHUM JOKYMEHT.

109. He mnoromxeHuid y BIANOBIZHOMY TOPSJIKY IPOEKT €JIEKTPOHHOTO
JIOKYMEHTA HE MePEAAEThCS Ha MIANUCAHHS (3aTBEPIKECHHS).

110. YnoBHOBaXX€HI 0COOM IHIIMX CTPYKTYpPHHX TJIPO3ILIiB 3a (akToM
HAJIXO/KEHHS 10 HUX Yepe3 CHUCTEMY E€JIEKTPOHHOTO JOKYMEHTOOOIry YHIBEpCUTETY
MPOEKTY €JIEKTPOHHOIO JIOKYMEHTa OepyTh ydacTh y HOTO OIpalfoBaHHI B YaCTHHI,
10 CTOCYETHCS X KOMIETEHIII].

111. CBoto MO3HUIIIIO MO0 OMPAIILOBAHOIO MPOEKTY E€ICKTPOHHOTO JOKYMEHTA
YIOOBHOBaXEHa 0C00a  CTPYKTYpHOIO  MIJPO3AULYy  AOBOJUTH JO  BijoMma
BIJINIOBIIAIbHOTO Niapo3auty yepe3 CE/] yHiBepcuTeTy. BinnosigHa mo3uiist Ma€e 0yTu
YITKO OOIPYHTOBAHOIO, a y pa3l HEOOXIAHOCTI BHUKIAJEHA y TEKCTI MPOEKTY
€JICKTPOHHOTO JOKYMEHTa B PEXUMi BUIpaBiieHb (Y BHUIVISII HOBOI peAakiii Horo
OKPEMHUX TOJ0KEHBD).

VY pasi BHECEHHS peAakLiiHUX MPaBOK A0 MPOEKTY E€IEKTPOHHOIO JOKyMEHTa
CE/] yuiBepcurery:

30epirae MOTOYHY BEPCIIO MPOEKTY €IEKTPOHHOIO JOKyMeHTa (0e3 pelaKIiiHuX
MPaBOK) 3 ycCiMa HaKJIaJeHUMHU Ha Hei KBai(hiKOBAaHUMHU €JICKTPOHHUMH MiAMHCaAMU
(110 MATBEPIXKYIOTHCA) B apXiBl BEPCIH NPOEKTY €IEKTPOHHOIO JOKYMEHTA;

CTBOPIOE HOBY BEPCIIO MPOEKTY EIICKTPOHHOTO JOKyMEHTa (0e3 KBali(hiKOBAaHUX
€JIEKTPOHHUX MIAMKUCIB), SKa CTAa€ MOTOYHOI BEPCIEI0 MPOEKTY EIEKTPOHHOIO
JIOKYMEHTA 1 10 SIKOi 30epiratoTbCs BCl BHECEH] PeIaKI1iHI TPaBKH.

VYei Bepcii mpoekTy 30epiratoTbCs B apXiBl Bepciii B peecTparlliiiHo-
MOHITOPUHIOBIN KapTii. PegaryBanHs Bepciid, 30epeKeHuX B apXiBl PeeCTpaLlIiiHO-
MOHITOPHUHIOBOI KAPTKH OJIOKYy€ThCs. PenaryBaHHsi HOTOYHOI Bepcii OJ0KYy€eThCs MCHs
3aTBEP/KEHHS JOKyMEHTA.

112. BiamoBigHO A0  CIEKTPOHHOI  PE3OJIONii  TMOTO/KEHHS  ITPOEKTY
CJIEKTPOHHOTO JIOKYMEHTa (32 BUKJIIOUEHHSIM HakKa3iB PEKTOpa/popeKTopa
YHIBEPCUTETY ) MOXKE 3A1CHIOBATHUCS Y TAKOMY TOPSIKY:

IPOEKT EJIEKTPOHHOIO JOKYMEHTa BI3YyeThCsl Hloro aBTopoM, micis yoro CEJI
YHIBEPCUTETY aBTOMATHUYHO OJHOYACHO HAJCHUJIA€E MOro Ha O3HAHOMIICHHS
MIPOPEKTOPY, KEPIBHUKY Ta YIIOBHOBAKEHUM 0CO0aM IHIIUX CTPYKTYPHHX T1IPO31IiB
YHIBEPCUTETY, 3a3HaYEHUX B PEECTPaIiiHO-MOHITOPUHTOBIM KapTili;

NOTO/)KYyBay, 3a3HAYEHUN y PEECTPALIHO-MOHITOPUHIOBIN KapTiil, MPOTATOM
CTPOKY, BH3HadeHOro 3rigHo 1.179-189 IncTpykuii 3 Ai10BOJACTBAa B YHIBEPCUTETI
3QJIEKHO Bl oO0csiry Ta/abo BHAY TOKYMEHTa, Ma€ O3HAMOMHUTHUCSA 3 TPOEKTOM
€JICKTPOHHOTO JIOKyMEHTa Ta y pa3i HasBHOCTI 3ayBa)KCHb BHOCHTH iX JIO TIPOEKTY
€JIEKTPOHHOTO JIOKYMEHTA,
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SKIIO TOTO/KyBay MPOTSATOM 3a3HAYEHOTO B PEECTPALITHO-MOHITOPUHIOBIN
KapTIl CTPOKY HE TMOroJAMB Ta HE BHIC 3ayBaKeHb 1O MPOEKTY €JIEKTPOHHOIO
nokymenta, CEJ| yHiBepcUTeTy aBTOMATHYHO BHOCUTH JO pEECTpalliitHo-
MOHITOPMHIOBOi KapTKH 1H(OpMALiI0 TpPO TMOTOMKEHHS ILbOr0 MPOEKTY 3a
3amoBUyBaHHsM. [loromKyBad Hece BiAMOBINATBHICTD 32 BIAMOBIIHE ITOTOKEHHSI.

ABTOMaTHYHE TOTO/DKEHHS EJIEKTPOHHUX JIOKYMEHTIB (TIOTO/DKCHHS 3a
3aMOBUYYBaHHSIM) HE CTOCY€ETHCS MPOXOMHKCHHS X FOPUINIHOT €KCTIEPTH3H.

113. ¥V pa3si moromxeHHs MPOEKTY EIEKTPOHHOTO JOKYMEHTa yMOBHOBa)KCHA
oco0a 1HIIOTO CTPYKTYPHOTO MIAPO3ALTY, 3a3HAYEHOTO B  peecTpalliiHo-
MOHITOPUHTOBIN KapTIli, BI3y€ MPOEKT €JICKTPOHHOTO JOKYMEHTA.

114. Ilicns Bi3yBaHHS BCiMa 3a3HAYEHHMHM B peeCTpalliiiHO-MOHITOPHUHIOBIM
KapTIl TMOroJKyBayaMH CHCTEMa €JIEKTPOHHOIO JOKYMEHTOOOITY YHIBEPCUTETY
aBTOMAaTUYHO HAJCHJIAa€ TPOEKT EJIEKTPOHHOIO JOKYMEHTa Ha MiANHCaHHS
3a3HaYCHOMY B PEECTpaIliiHO-MOHITOPHHIOBIN KapTIll MiAMKACyBayy.

FOpuouuna excnepmusa

115. FOpunnyHa ekcnepTr3sa NpoXOAUTh B €IEKTPOHHIM (hOpMIi 3 BUKOPUCTAHHAM
CE/] yniBepcurerTy.

116. 3a pe3ynpTaTamMu IOPUANYHOT €KCIIEPTU3U Y pa3i HAsIBHOCTI 3ayBa)KeHb 10
IIPOEKTY €JEKTPOHHOIO JOKYMEHTa IpaliBHUK IOPUIAYHOIO BIAJAUTy TOTY€E B
€JIEKTPOHHIN (POPM1 BUCHOBOK.

117. BUCHOBOK BHOCUTBCS JO CHUCTEMH €JIEKTPOHHOIO JIOKyMEHTOOOIry
YHIBEPCUTETY SIK BHYTPIIIHINA TOKYMEHT, JIOTIYHO MOB’A3aHUH 13 IPOEKTOM, JI0 SKOTO
BIH MIATOTOBJIEHUM, 3a MIANMCOM YIOBHOB&)KEHOTO  MpalliBHUKA OPHUIAYHOIO
BIJIJILITY .

118. ¥V pasi BIACYTHOCTI 3ayBa)K€Hb 10 MPOEKTY EJIEKTPOHHOIO JOKYMEHTa
YIOBHOBa)XKEHa 0c00a - MpaliBHUK OPUIAYHOI BIUTY Bi3y€ MPOEKT €JIEKTPOHHOTO
nokymenta B CEJ] yHiBepcurery.

1lionucanns npoekmis eleKmpoHHUX OOKYMeHMmig

Ilionucyesau

119. TTocamoBi ocoOu € miANMUCyBa4aMH MPOEKTIB EIEKTPOHHHUX JTOKYMEHTIB y
MEkax CBOIX IOBHOBAXEHb.

120. PexBi3uT mianucyBada CKIAIAEThCS 3 HAMEHYBaHHS MOCAaU OCOOH, sKa
MIMUCY€E eNEKTPOHHUI IOKYMEHT, BIACHOTO 1MEHI 1 IP13BUINA, HATTPUKJIIA:

Pextop Bnacue im’s ITPI3BUILIE

121. IIpo€exTH eNEeKTPOHHUX JOKYMEHTIB MiJMUCYIOThCS, K MPaBUIIO, OJHIEIO
MOCaJI0BOI0 0CO000, a Yy pasi, KOJIM 3a 3MICT MPOEKTY EJIEKTPOHHOTO TOKYMEHTa
BIJIMOBIIAJIbHI KUIbKA OCI0 - 1BoMa abo Ounbine mocamoBuMu ocobamu. [Ipu nbomy
PEKBI3UTH MTOCATOBUX OCI0 MiAMUCYBadiB PO3MIIILYIOTHCS OJIUMH M1l OJHUM B1MOBIIHO
JI0 TiAIOpsIIKOBaHOCTI 0¢i0. Hampukian:

Pextop Bnacne im’s ITPI3BUILIE
["onoBHUt Oyxranrep Bnacue im’sa [TPI3BUIIE

abo
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I'onoBa xowmicii Bnacue im’s [IPI3BUILE

Cexkperap KoMicii Bnacne im’s [TPI3BUILIE

122. 'V pa3i nianucaHHs MPOEKTY CHIJILHOTO €JIEKTPOHHOIO JOKYMEHTAa KiTbKOMa
oco0amMH, SKi 3aiMalOTh OJIHAKOBI IMOCAJIU, X PEKBI3UTH PO3MIIIYIOTHCS Ha OJTHOMY
piBHI, HAPUKIIA:

Pextop XapkiBCbKOTo Jupekrop Jlep:xaBHOI yCTaHOBU
HAI[IOHAJIFHOTO YHIBepcuTeTy  JlepaBHUI HAYKOBO-IOCHITHUH 1 TPOEKTHUIA
imeHi B. H. Kapazina iHCTUTYT OcHOBHOT XIMII

Bracne im’a[TPI3BUIIE Bracne iv’s [TPI3BUILE

123.V pasi BIACYTHOCTI MOCaJ0BOI OCOOM, PEKBI3UTH MiAMUCyBaya SKOi
3a3HAYCHO Y MPOEKTI EJICKTPOHHOIO JIOKYMEHTa, aBTOPOM TIPOEKTY CTBOPIOETHCS
HOBUI TMPUMIPHUK MPOEKTY, B SKOMY 3MIHIOIOTHCS JIMIIEC PEKBI3UTH ITiIMHCYyBaya,
ICIIS YOTO BIAMOBIIHMM MPUMIPHUK O€3 MOBTOPHOTO IOTOJKEHHS BHOCHUTBHCS Ha
MIJMHUC 0c001, IKa BUKOHYE i1 000B’ S3KHU.

Pexmop ynieepcumemy

124.Y pa3i konW MIANUCYBa4eM EIEKTPOHHOTO OKyMEHTa € PEKTOp
YHIBEPCUTETY, MOTOMKEHUN MPOEKT ENEKTPOHHOTO JOKYMEHTa HAaAXOIUThH 0
[leHTpy OOKyMEHTaIlli, SKIIO 1HIIE HE Neper0adyeHO OKPEMUMHU PO3NOPSTIUMU
aKTaMH.

125. IlenTp AOKYMEHTAIlii: MEepeBips€ MPOEKT €IEKTPOHHOTO TOKyMEHTa Ha
npeaMeT HOro BiAMOBITHOCTI BUMOTaM 3 IMiJITOTOBKU MPOEKTIB;

nepeBips€e AIMCHICTh YCIX HAKJIAJEHUX Ha MPOEKT EJIEKTPOHHOTO JIOKyMEHTa
KBaT1(hiKOBAHHUX €JICKTPOHHUX M1JTUCIB;

BU3HAYAE MIPOEKT €JIEKTPOHHOTO JOKYMEHTA B1IMOBIAHUM JJIs IEpEIaBaHHsI oro
Ha MIiJMKACAHHS PEKTOPY Ta y pa3l BU3HAYEHHS MOr0 TaKWM Bi3Y€ MPOEKT, SKIIO 1€
BU3HAYECHO 1HCTPYKIIIEIO 3 JUIOBOJICTBA YHIBEPCHUTETY, Ta mepenae iioro no CimyxoOu
peKTopa AJisl MANMUCAHHSA PEKTOPOM;

y pa3l KoJId JOKYMEHT BIAMOBIIHO O HOMEHKJIATYpH CIIpaB Ma€ MOCTIMHMUIA abo
TpuBanuil (moHag 10 pokiB) CTpok 30epiraHHs, AOJATKOBO BUTOTOBJISE MANepOBUI
OPUMIPHUK TOTOMXKEHOIO0 E€JEKTPOHHOTO JIOKYMEHTa, IO MICTUTh PEKBI3UT
nignucyBaya (0e3 no4aTKiB, O HE MOTpeOyIOTh MIAMKMCAHHS), Ta MOJA€ MOro Ha
HIJIUC PEKTOPY YHIBEPCUTETY.

126. VY pazi konu pektop abo mpamiBHUK Ciry>kOM peKTopa BHOCUTH J0 MPOEKTY
CJIEKTPOHHOTO  JOKyMEHTa  peJakliiHI  MpaBKH, CUCTEMa  EJIEKTPOHHOIO
JIOKyMEHTOOOITY YHIBEPCUTETy aBTOMAaTHYHO CTBOPIOE HOBY BEpPCII0 MPOEKTY
€JICKTPOHHOTO JOKYMEHTa, SIKa 3a PILIEHHSM pPEKTOpa YHIBEPCUTETYy MOXKe OyTH
miJnmucada 6€3 MOBTOPHOTO MTOTOIKCHHS.

127. [licna mignucaHHS ITOKYMEHTa PEKTOPOM YHIBEPCHUTETY B EJIEKTPOHHIN
dopmi BiH peecTpyeThecsi LleHTpoMm mOKyMeHTalii Ta aBTOMATHYHO HAJICHUIIAETHCS
yepe3 cuctemMy B3aeMopii. [lamepoBuwii mNpUMIpHUK, SIKUWA BIAMOBITHO 10
HOMEHKJIaTypy CHpaB Mae MOCTiHHUNA abo TpuBamuii (moHax 10 pokiB) cTpok
30epiraHHsi, pa3oM 3 PO3APYKOBAHUM MEPETIKOM MOCAJT0BUX 0C10, SIKUMHU MOTOIKEHO
MPOEKT JOKyMeHTa (HailMeHyBaHHS MOCaau, BJIaCHE 1M’sl Ta MpIi3BULIE, JaTa
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norojpkeHHst), LleHTp nokymeHramii ¢dopmye chnpaBy s 30epiraHHs 3T1IHO 3
HOMEHKJIATypOIO CIIpPaB.

Iionucanus npoexkmy 0oKymeHma npopexmopom, Kepi6HUKOM CIMPYKIMYpPHO20
niopo30iny yHieepcumemy

128. YV pa3i xonu mianucyBadyeM JTOKYMEHTa € MPOPEKTOp abo KEpiBHUKHU
CTPYKTYpPHUX HIAPO3ALTIB YHIBEPCUTETY, SIKI MAlOTh MOBHOBAXCHHS BIAMOBIIHO 0
MOCaJ0BUX IHCTPYKIIM, €MTEeKTPOHHUN JOKYMEHT MICHsl TMOTOKEHHS BUKOHABIEM
HagxoauTh uepe3 CEJl yHiBepcuTeTy 10 miAnucyBaya.

129. BigxuneHuii mianucyBadyeM MPOEKT MOBEPTAETHCS CUCTEMOIO €JIEKTPOHHOTO
JIOKYMEHTOO0ITY YHIBEpCUTETY HOTO aBTOPY 13 3a3HAUCHHSIM BMOTHBOBAHOI IPHYNHU
BIIXWJICHHA.

Oc00.,1MBOCTI MOTO7KEHHS MPOEKTIB €JIEKTPOHHUX
JOKYMEHTIB B YHiBepcUTeTi

130. [Iporienypa  TOTOKEHHS  MPOEKTY  €IEKTPOHHOTO  JOKyMEHTa
KOHTPOJIIOETHCSI HOTO aBTOPOM, a y pa3i HOro BIACYTHOCTI 0CO00I0, sika BUKOHY€E HOTO
000B’ SI3KHU.

131. V pa3i HaAXOKEHHS MPOEKTY €IEKTPOHHOTO AOKYMEHTa Ha TOTOKCHHS
MOTO/)KYBau IOBMHEH O3HAWOMUTUCA 31 3MICTOM TMPOEKTY, 3aBI3yBaTH MPOEKT
€JIEKTPOHHOTO JOKyMeHTa (y pasi 3roJid 3 MPOMOHOBAHOIO PEJAKIIIEI0 TEKCTY MPOEKTY
€JIEKTPOHHOT'O JIOKyMEHTa) a00 BHECTH 3ayBa)K€HHS Ta MPOMO3HULIIi 10 HbOTO.

132. 3ayBakeHHS 1 MPOMO3UIIIT 10 TPOEKTY €IEKTPOHHOTO JOKYMEHTA, 1110 MAIOTh
y3arajabHEeHUN (KOHUENTyaJIbHUI) XapakTep, MOXYTb BHUKIAIATHUCS B OKPEMOMY
KOMEHTapl, 1[I0 BHOCUTBbCS [JO PEECTpalifHO-MOHITOPUHIOBOI KapTKH, Ta
MIIUCYIOTECA  KBali(DIKOBAHUM E€JIEKTPOHHUM IMIJMKUCOM OCOOHM, sKa CTBOpUIIA
KOMEHTap.

133. 3ayBaxxeHHs 1 MPOMO3HIIi1 IO IPOEKTY EIEKTPOHHOTO JOKYMEHTA BHOCSATHCS
B PEXHMMI peNaKIiiHUX MPaBOK Oe3MOCEepeaHBO 10 TEKCTY MPOEKTY E€IEKTPOHHOIO
JOKyMEHTa a00 BUAUIAIOTHCSA WIPU(TOM UM KOJBOPOM, BIAMIHHUM BiJ WIPUDTY 4Uu
KOJIbOPY OCHOBHOTO TEKCTY MPOEKTY E€JIEKTPOHHOTO JTOKYMEHTA, Ta 13 3a3HAYEHHSIM
aBTOPA BIAMOBIIHUX MPABOK (PEXKUM BUIMIPABIICHH).

134. 3ayBakeHHS 1 TPOIO3MINI MIOAO BIAMOBIAHOCTI HOPMATUBHO-TIPABOBUM
aKTaM MarOTh BHOCUTHCS 13 3a3HAYEHHSIM KOHKPETHUX HEBIJIMOBIIHOCTEU, CTaTeH,
MyHKTIB TOIIO a00 Ma€ HaJaBaTUCS BIAMOBIIHUAN BaplaHT PEeNaKIlii TEKCTY, JI0 SIKOTO €
3ayBaKCHHSI.

135. [MoromxyBad Bi3y€e MPOEKT EJIEKTPOHHOTO JOKyMEHTa JIMIE Yy pasi
BIICYTHOCTI B HBOTO JKOJHUX 3ayBakeHb. [lOro/KeHHI NPOEKT €IEKTPOHHOIO
JIOKYMEHTa aBTOMAaTHYHO NEPEAEThCSl HACTYITHOMY MOTO/IXKYBauy 3T1HO 3 IEPETIKOM
MOTO/)KYyBayiB Ta MIMUCYBaYiB, 3a3HAYCHUX Y PEECTPAIIHHO-MOHITOPUHTOBIHM KapTIIi.

[TorokeHHs 13 3ayBa)KCHHSIMU HE JIOMYCKA€ThCS, KPIM BUIAIKIB MOTOMKCHHS
MPOEKTIB aKTiB, MOPSAOK MOTOIKEHHS SIKUX BU3HAYEHO 3aKOHOJAABCTBOM.

136. Y pa3i BHeceHHA OyIb-IKUX pPEAAKUIMHUX MPABOK [0 MPOEKTY
€JIEKTPOHHOTO JOKyMEHTa CHCTEMa E€JIEKTPOHHOI'0 JOKYMEHTOOOITY YHIBEPCUTETY
aBTOMATUYHO BIJKJIMKA€ HWOTr0 3 MOTOMXKEHHS Ta MOBEPTAE IMPOEKT EJIEKTPOHHOTO
JIOKyMEHTA aBTOpPY.
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137. ABTOp TIPOEKTY €JIEKTPOHHOTO JOKYMEHTa IICJIsl TOBEPHEHHS HOMY
BIJIXMJICHOT'O MPOEKTY JOKYMEHTA 3/IIMCHIOE OT0 JOOMpAIlOBAHHS, 32 pe3yIbTaTaMu
SKOTO:

npuiimae (MMOBHICTIO a00 YaCTKOBO) HaJlaH1 3ayBa)KEHHS, TIPOIO3HIIii, peIaKIliiH1
MPaBKHU Ta HAJCHJIA€ HA TOBTOPHE MOTO/KEHHSI HOBY BEPCIIO MPOEKTY €IIEKTPOHHOTO
JTIOKYMEHTa;

BMOTHBOBAHO BIIXWISE€ HalaHl 3ayBaXKCHHS Ta MPOMO3MINI 13 3a3HAYCHHAM
MIJCTaB Y BiAMOBITHOMY KOMEHTApI, 110 BHOCUTHCS 0 PEECTPAIITHO-MOHITOPHUHTOBO1
KapTKH, 3 HaKJIaJaHHSIM KBaJli)iIKOBAHOTO €JIEKTPOHHOTO MiAMKUCY aBTOpa MPOEKTY,
MICJISl YOTO MOBEPTAE MPOEKT EIEKTPOHHOTO JOKYMEHTA Ha MOTOJKEHHS Y TIoTepeHI i
Horo penakiiii 6e3 HeoOX1THOCT1 HOT0 TIepeBi3yBaHHS MMOT0/PKyBa4aMu, SSIKUMH ITPOEKT
OyJIO TIOTOKEHO.

138. [ToromxyBad, SIKUM OTPUMaHO MPOEKT €IEKTPOHHOTO JOKYMEHTA, TOBUHEH
HOT0 MOTrOUTH 200 MOBEPHYTH 13 BMOTUBOBAHUMHU 3ayBaXKEHHSAMHM Ta MPOIMO3UIIISIMU
IPOTATOM CTPOKIB BIAMOBITHO 70 3MICTY TOKYMEHTA.

139. S0 y mo3uIlisx rOJIOBHOTO BUKOHABILI Ta CIIBBUKOHABIIS € PO301KHOCTI,
Kl HE MOXYTb OyTH BpEryJibOBaHI Ha piBHI (paxiBILIB BIANOBIIHUX CTPYKTYPHHX
M1IPO31IIB, KEPIBHUK T'OJOBHOIO BUKOHABIS 1HILIIOE TPOBEACHHS Y3TrOIKYyBaIbHUX
HapajJ Ta KOHCYJbTallld 3 Y3rOJUKEHHS PO3ODKHOCTEH Ha PIBHI KEpIBHUIITBA
BIJIIOBITHUX CTPYKTYPHUX MIAPO3ALTIB. /[OMOBIEHOCTI, JOCSATHYTI il 4Yac
y3rO/UKyBalbHOI Hapaau, € OOOB’SI3KOBUMHU ISl BUKOHAHHS BCiMa Y4YaCHHUKaMHU
IPOLECY MOTOIKEHHS pO301KHOCTEH.

140. ITpo€eKT eneKTPOHHOTO JOKYMEHTA BBAXKAE€ThCS IOTO/PKEHUM Ta MOXKE OyTH
MIAMUCAHUHN JIMIIE TIICIS TOro, SIK Moro Oyje 3aBi30BaHO BCiMa IOTOKyBadyaMU,
3a3HAYCHUMU B PEECTPAIIHHO-MOHITOPUHTOBIM KapTIIi.

141. YV pa3i norpeOu JNHCT 30BHINIHHOTO a00 BHYTPINIHBOTO TOTOKECHHS
ctBoproeThest y CEJI yHiBepcuTeTy.

Oc00,1MBOCTI MIATOTOBKHU AeSIKUX BUAIB €JICKTPOHHHUX TOKYMEHTIB

Ilpoexmu axmis

142. TligroToBKa  MPOEKTY  akTa BKIOYae B  cebe  po3poOJIeHHS
(criBpO3pOOJICHHS), MOTOJIKEHHSI Ta MPABOBY EKCIEPTU3Y MPOEKTY B EJIEKTPOHHIN
(dbopmi npaniBHUKaMU IOPUIUYHOTO BIAJLTY.

143. Ctpoku po3poOJeHHs MPOEKTY aKTa BU3HAYAE PO3POOHUK BiIMOBIAHO IO
3aBJlaHHS, BCTAHOBJICHOTO PE30JIIOIIEI0, HOPMATUBHO-PO3MOPATUMMH JOKYMEHTAMH,
y TOMy 4ucii [HCTpyKIi€o 3 IIJIOBOACTBA YHIBEPCUTETY a00 1HIIUM 3aBIaHHSIM Ha
HoT0 po3po0IIeHHS.

SIKII0 CTPOK MIATOTOBKH MPOEKTY aKTa MPSIMO HE BU3HAYEHO 3aBJIaHHSAM Ha HOTO
MIATOTOBKY, TAKUH CTPOK CTAHOBUTH JO TPHOX MICSIIIB BiJ JaTH HAOpaHHS YAHHOCTI
BIJIITOBITHUM 3aBJaHHSIM.

144. Po3pOOHMKOM TIPOEKTY aKTa BHU3HAYAETBCA PEKTOP, MPOPEKTOPH
YHIBEPCUTETY Ta KEPIBHUKHU IHIIUX YCTAHOB .

SK1110 TUTaHHS HAJEKUTh 0 KOMIIETEHINT KUIBKOX MPOPEKTOPIB, POSPOOHUKOM
BU3HAYAETHCS 0C00A, KOMIIETEHIIIS SIKOTO Y BIAMOBIIHINA cepl € TOMIHYIOUOIO, 1HIII €
3a1HTEPECOBAHUMH, SIKI MOKYTb B3SITH y4acTh y pO3pOOJICHHI MPOEKTY AKTa Y YACTHHI,
0 CTOCYETHCS iX KOMIIETEHIlI, y pa3l NPUHHATTA TaKOro pIIIEHHS TOJOBHUM
BUKOHABIIEM.
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Po3po6Huk:

CaMOCTIMHO BHM3Haya€ HEOOXIJHICTh 3allydeHHS  CTPYKTYpPHHX IMiJIPO3/ILIIB
YHIBEPCUTETY JI0 Y4acTi B pO3pOOJIEHH] MPOEKTY aKTa;

€ BIATIOBIJAJIBHAM 34 CBOEYACHY MIATOTOBKY NIPOEKTY aKTa;

y pasi HeoOX1THOCTI MOXe€ 1HIIIFOBATH YTBOPEHHS pOO0YOI TPyMH 13 3aTyYSHHIM
(baxiBIiB CTPYKTYpHUX MiPO3/LIIB YHIBEPCUTETY.

145. 'V pa3i npuiHATTSA PO3POOHUKOM PIIICHHS MPO 3aTy4eHHS 3ailHTEPECOBAHOT
0Cco0M SK CIiBpO3pOOHUKA PO3POOHUK HE MI3HIIIE HIXK MPOTATOM JIBOX POOOUYHX JTHIB
3 JHA HaOpaHHS YMHHOCTI 3aBJaHHSM Ha pO3POOJIECHHS MPOEKTY CTBOPIOE
PEECTPALITHO-MOHITOPUHTOBY ~ KapTKy TMPOEKTY Yy  CHCTEMI  €JIEKTPOHHOIO
JOKYMEHTOOOITY YHIBEPCUTETy Ta TIOBIJOMJISIE CIIBPO3POOHUKY JIUCTOM, IO
HAJICWJIAE€THCSI Yepe3 CUCTEMY B3a€EMOIii, MPO IMOYATOK PO3POOJICHHS MPOEKTY 13
3a3HAYeHHSIM MeTH, cepu Horo aii, CTPOKIB PO3POOJICHHS Ta KOHTAKTHUX JIAHUX
CTPYKTYPHOT'O MipO3Ai1y, BA3HAUYEHOTO BIJMIOBIIAIBHUM 3a MIATOTOBKY MPOEKTY BiJl
iMEHI po3poOHMKa, Ta ¥Oro TpAaIliBHUKIB, BIAMOBIMATLHUX 33 MIATOTOBKY
BIJIMOBITHOTO MTPOEKTY aKTa.

3a3HaueHU JIMCT MIMUCYE PO3POOHUK a00 0c00a, sika BUKOHYE MOT0 000B’ SI3KHU.

146. CriBpo3poOHUK y I STUACHHUNA CTPOK 3 MOMEHTY OTPHUMAaHHS JIMCTa-
MOBIJIOMJICHHS TPO TOYATOK PO3POOJICHHS MPOEKTY aKTa MOBIIOMIISIE PO3POOHUKY
JUCTOM, 110 HAJCUIIAE€ThCS YEPE3 CUCTEMY B3a€EMO/IIi, IPO 3r0/1y Ha CIIIBPO3POOJIEHHS,
KOHTaKTH1 JJaHl CTPYKTYPHOTO MiJPO3/AUIYy CHIBPO3POOHMKA Ta MOro MpaliBHUKIB,
BIJIMOBIJAIBHUX 32 CIIBPO3POOJIECHHS BiAMOBITHOTO MPOEKTY aKTa.

3a3HayeHuil JIMCT MIAMUCY€E CIIBpO3poOHUK ab0 0coba, sika BUKOHYE HOTO
00OB’SI3KU.

147.YV pa3i HEHagXOPKCHHS Y BHU3HAUCHHM CTPOK BiJ IMAPO3ILIY-
CHiBpO3pOOHMKA BIAMOBIAI PO3POOHUK 3a 3aMOBUYBAHHSIM BU3HAE BIIMOBY TaKOTO
M1PO3A1TY-CIIBPO3POOHUKA BiJI y4acTi y CIIBpO3pOOJIECHHI.

148. Ha etami cmoiBpo3poOJeHHS TPOEKTy akTa OOMIH 1HQOpMAINEID MIXK
BUKOHABISIMA PO3pOOHUKA Ta MiAPO3IUTY-CIIBPO3POOHUKA 3/IIMCHIOETHCS Yepes
CIIy’KOOBY €JEKTPOHHY MOMTY (MpH I[bOMY KEPIBHUKH CTPYKTYPHHUX MiJAPO3/1IIB
3a3HAYaIOTHCA B KOIIIi JTMCTA), TPOBEJAECHHS pOOOUMX Hapas Ta 3yCTpidyel ToIo.

Po3po6HUK Hajcwiae MATOTOBICHWHA MPOEKT aKTa Ha CIY>KOOBY €JIEKTPOHHY
NOIITY CHIBPO3POOHUKA, BIANOBIJAIBHUM 3a CIIBPO3POOJIEHHS BIJMOBIIHOTO
MIPOEKTY.

CrniBpo3poOHHK MOKe, Y pa3l HEOOX1THOCTI, 3aTy4aTH JI0 OMPAIOBAHHS MPOEKTY
aKTa BHW3HAY€HI HUM CTPYKTYpHI MIAPO3IIIN YHIBEPCUTETY, MPOTATOM JIECSITH
poOoYMX JHIB 3 MOMEHTY HAJIXOJDKEHHS TMPOEKTY aKTa Ha OMpAILIOBAaHHS Mae
BU3HAYUTHCS 3 MMO3ULIEIO IIOJI0 MPOEKTY aKTa Ta MOJaTH pO3pOOHHUKY CBOT 3ayBa)KEeHHS
1 TIPOTIO3HIIIT 10 HHOTO.

Axmo Ha crtagii CmiBpPO3pOOJICHHS B TO3UIISIX CHIBPO3POOHUKIB BUHHUKIIH
pPO301KHOCTI, PO3POOHMK OpraHizoBye poOOYy Hapaay Ha pIBHI KEpiBHUKIB
CTPYKTYPHHX MIAPO31LIIB Ta O€3MOcepeIHIX BUKOHABIIIB, BIAMOBIJAILHUX 32 CHIbHE
pO3pOOJICHHS, 3a pe3yibTaTaMM SKOi BIAMOBIAAIBHUM MiAPO3ALIOM PO3POOHUKA
TOTYETHCS aKT PO301KHOCTEH 3a MiAMUCOM PO3POOHUKA.

Jlo akTa po30iKHOCTEH HE BHOCUTHCA 1H(OpMaIis Ipo po301KHOCTI, 3 IKUMHU Y
pO3pOOHUKA BIJCYTHI, @ TAKOXK PO301KHOCTI, SIK1 OYJIO BPEryJbOBAaHO a00 3HSTO MiJ
yac pob0o40i Hapau.
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[Ticns 3akiHYEHHS CIIBPO3POOJIEHHS MPOEKTY aKTa KOXKEH OPraH-CIiBPO3POOHUK
y TPUACHHUM CTPOK TOTY€E aKT MPO 3aBEPIICHHSI CIIJILHOTO PO3POOICHHS MPOEKTY aKTa
3a MAMACOM KEpiBHUKA BIAMOBIMAIBLHOTO MIAPO3AUTY, Y SKOMY 3a3HA4a€E CBOIO
MO3UIIII0 CTOCOBHO MPOEKTY aKTa Ta MEPETIK 3ayBa)KeHb, SIKI HE OyJI0O BPETryIbOBaHO
mig yac poOouoi Hapaau, Ta HAJCHIAE€ HOTO PO3POOHUKY Yepe3 CUCTEMY B3aEMO/III.
SIKIo0 BIANOBIAANBHUM MIPO3JALT OpTraHy-CIiBPO3pOOHMKA HE HaJaB MPOTATOM
BHU3HAUEHOTO CTPOKY PO3POOHHMKY MPOMO3UIIN Ta 3ayBakKeHb A0 MPOEKTY aKTa,
HAsIBHICTBH Y PO3pOOHMKA aKTa BiJl TAKOTO OPraHy-CHIBPO3pOOHHKA HE BUMAraeThCsl.

Pimenns mpo BpaxyBaHHs a00 HEBpaxyBaHHs PO301’)KHOCTEH, BUKJIAJCHUX Y aKTl
PO 3aBEpIICHHS CIUJIBHOTO PO3POOJICHHS MPOEKTY aKTa, MpUiMae po3pOOHUK-
KEpIBHUK: PEKTOP, IPOPEKTOPH YHIBEPCUTETY Ta KEPIBHUKH 1HIINX YCTAHOB.

149. Po3poOHUK MIPOTATOM IT’ITH POOOUHUX JHIB MICIIS 3aBEPIICHHS PO3POOICHHS
(ciBpo3poOJICHHSI) TPOEKTY aKTa HAJCWIAE TMPOEKT akTa 13 CYNpPOBIIHUMU
MarepiajlaMHi J0 HbOTO Ha MOTOJHKEHHS JI0 3alHTEPECOBAHUX YCTaHOB (ITiAPO3/I1IIRB)
4yepe3 CUCTEMY B3aeMOJi1. Pa3oM 13 MPOEKTOM aKTa HAACWIAETHCS aKT PO301KHOCTEH.

[IpoekT akTa Ta CympoBiJHI MaTepiajid A0 HbOTO HAJICWIIAIOTHCA 3a IMiAMHUCOM
pPO3pOOHUKA-KEPIBHUKA: PEKTOPA, MPOPEKTOPIB YHIBEPCUTETY Ta KEPIBHUKIB 1HIIMX
yCTaHOB a00 0ci0, sIKi BUKOHYIOTh 1X 000B’SI3KH, 3T1IHO 3 MPOLETYyPOI0, BU3HAYEHOIO
i€ [HCTpyKITi€to.

3aiHTepecoBaHa ycTaHOBa (MIAPO3MLI) Yy BHU3HAYEHUH CTPOK HAJACHIIAE
PO3POOHMKY JIUCT 13 MO3UIIEI0 10 MPOEKTY aKTa 3a MiJIMKUCOM KepiBHHKA a00 0coou,
sIKa BUKOHY€ HOro 000B’S13KH, 3T1AHO 3 MPOLIETypOI0, BA3HAUYEHOIO 11i€t0 [HCTpyKIi€TO.

150. Po3po6HUK MPOTATOM TPbOX pOOOYUX JIHIB MICIISI 3aBEPIICHHS MOTOXKEHHS
MPOEKTY akTa (GopMye IMMAKET TOKYMEHTIB 3a MIAMUCOM pPEKTOpa, MPOPEKTOPIB
YHIBEPCUTETY Ta KEPIBHUKIB IHIIIUX YCTAHOB a00 0Ci0, sIKi BUKOHYIOTH iX 000B’S3KH,
Ta HaJICUJIA€ Yepe3 CUCTEMY B3a€MOIIT MPOEKT 10 FOPUIUYHOTO BIIUTY 71l IPABOBOI
eKCIIEPTU3H.

BucHOBOK 3a pe3ynbraTaMu MPaBOBOI €KCIEPTH3U MIAMKHCYE YHMOBHOBAXKCHHIMA
MpaliBHUK IOPUAUYHOTO BIIUTY a00 0co0a, sika BUKOHYE MOro 0OOB’SI3KH, 3T1IHO 3
MPOIEAYPOI0, BABHAUCHOIO I11€10 [HCTPYKITI€ETO.

151. [IpoekT akTa pa3oMm 13 CynpoOBIIHUMH MaTeplajJaMu A0 HbOTO HAJCHIIAE€ThCA
Ha PO3IJIsi] peKTopy abo 0coOu, sika BUKOHY€E MOro 000B’S3KH, 3T1JTHO 3 MPOLIETYPOIO,
BU3HAUYCHOIO 11i€t0 [HCTpyKITi€ro.

Ilpoexmu nakas3ie (posnopsodicensv) yHigepcumemy

152. PexTop, MPOPEKTOpPH 3riJHO 3 PO3MOMALIOM MOBHOBAXEHBH MiAMUCYIOThH
Hakasn (pO3MOpSKEHHS) BIANMOBIAHO A0 1.85 IHCTpykmii 3 Ji10BOACTBA B
yHiBepcuTeTi. [IuTaHHs MiArOTOBKY MPOEKTIB HAKa31B 3 KapOBUX MUTaHb (0COOOBOTO
CKJIaJy) BU3HAYAIOTHCS 1HITUMH HOPMATUBHO-TIPABOBUMHU aKTaMH.

153. [Ipoexktn  Haka3iB  (PO3MOPSKEHb) YHIBEPCUTETY TOTYIOThCS Ta
MOTOJ/KYIOTHCS B €JICKTPOHHIM (hOopMi BIJIMOBIAHO JI0 3arajIbHUX BUMOT IT1ITOTOBKH Ta
MOTOPKEHHSI TIPOEKTIB €JIEKTPOHHUX JOKYMEHTIB, BUBHAUYCHUX I1€I0 [HCTPYKIli€t0, Ha
omanky ([omatox 4 IHcTpykiii 3 AIJIOBOACTBA B YHIBEPCHUTETI), 10 aBTOMATHYHO
Te€HEPYETHCS CUCTEMOIO €JIEKTPOHHOIO JOKYMEHTOOOITY YHIBEPCUTETY.

154. [lepen nofaHHSIM Ha MIANUC HaKa3y (PO3MOPSIKEHHS) YHIBEPCUTETY, KU
MIJJISATA€  peecTpallii, aBTOp MPOEKTY APYKYE MOro 13 CHUCTEMH €JIEKTPOHHOTO
JIOKYMEHTOOOITY YHIBEPCUTETY Pa3oM 13 3T€HEPOBAaHUM CHUCTEMOIO €JIEKTPOHHOTO
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JIOKYMEHTOOOITY YyHIBepcUTETy OJIaHKOM, Ha SKOMY BI3yasi3y€TbCsl aBTOMATHYHO
chopmoBanuii QR-ko.

155. Ha posapykoBaHOMY MPOEKTI HAKA3y YHIBEPCUTETYy BHUMAra€ThCs IUIIE
NPOCTaBJICHHA BJIACHOPYYHOI BI3M YNOBHOBA)XEHOTO TpalliBHUKA IOPUIUIHOTO
BIJIILTY, IKUM MPOBEACHO IOPUINYHY €KCIIEPTU3Y 3a3HAUEHOTO MPOEKTY.

156. Ilignucanna Haka3y (PO3MOPSIKEHHS) YHIBEPCUTETY 3IIHCHIOETHCS B
eJICKTPOHHIN Ta y pa3i He0OX1AHOCTI MmarnepoBiit popmi.

157. Haka3u (po3mopsypkeHHs1)  yHiBepcuTeTy peectpytiotbesi B CEJ]
YHIBEPCUTETY 13 3aCTOCYBaHHSIM BIJIIIOBITHOTO MPOEKTY E€JIEKTPOHHOIO JOKYMEHTA.
[Ipu uboMy Ha manepoBUN MPUMIPHUK BIAMOBIIHOTO aKTa MPOCTABIISIETHCS HOMED Ta
Jnata peectpaiii, fki OyJ0 aBTOMAaTUYHO NPUCBOEHO Yy CHUCTEMI EJIEKTPOHHOIO
JIOKYMEHTOOOITY YHIBEPCUTETY.

Haka3y (po3nopsiisKeHHsI) YHIBEPCUTETY HyMEPYIOThCS y TIOPSAIKY iX BUJIAHHSA Y
MeXax KaJeHJIapHOTO POKY; Haka3H (PO3MOPSIKEHHS) 3 OCHOBHOI AISUIBHOCTI Ta 3
aJIMIHICTPATHBHO-TOCTIOJIAPCHKUX TMHUTaHb MAlOTh OKPEMY IMOPSIKOBY HYMEpaIliio;
JIOKYMEHTH HaBYAIbHUX 3aKJIaJIIB, 1[0 XapaKTePU3yIOTh HABYAIbHO-BUXOBHUH MPOLIEC
(bopMyIOThCS 32 HABYAJIBHUH PIK.

158. O3HaitomieHHsI TIPAIiBHUKIB YHIBEPCUTETY 3 HaKa3oM (PO3MOPSIKEHHSIM)
YHIBEPCUTETY 3A1MCHIOETHCS B €JIEKTPOHHIN (HOpMi.

159. @akt moBemeHHS Ta O3HAMOMIICHHS 3 HakKa3oM (PO3MOPSIKESHHSIM)
YHIBEPCUTETY IOCAZOBOI OCOOM YHIBEPCUTETY 3AIMCHIOEThCA 3aco0aMU CHUCTEMU
CJIEKTPOHHOTO JIOKYMEHTOOOITY YHIBEPCUTETY 3 BUKOPHUCTAHHSIM KBaJli(PiKOBAHOTO
€JIEKTPOHHOTO MIMUCY BIATOBIIHOI TOCA0BOI OCOOU.

Cninbui Haxaszu (PO3NOPAONCEHHS) YHIBEPCUMEMY 3 THUUMU YCMAHOBAMU
160. ITopsimok MiATOTOBKH CIUJIBHOTO aKTa KiJIbKOX YCTaHOB BU3Ha4Ya€eThes 11. 102
IHCTPYKINUT 3 IIJIOBOJACTBA B YHIBEPCHUTETI .

V. MOHITOPHMHTI 32 CTAHOM BUKOHAHHS YIIPABJIHCbKHUX PillleHb

161. MOHITOpPUHT BUKOHAHHS YMPABIIHCHKUX PIMIEHb € CKIIAJOBOI0 CHUCTEMH
KOHTPOJIIO B YHIBEPCHUTETI Ta MPOBOAMTHCA 3 METOI0 HATJSAy 32 BHKOHABCHKOIO
IUCIUILITHOIO.

162. MoHiTopuHT BKJIIOYa€E B cebe Oe3mepepBHE CIOCTEPEKEHHS 3a MPOIIECOM
BUKOHAHHS YIPABIIHCHKUX PIIIEHb Ta BUSABJICHHS BIAXUJIEHb BiJl CTPOKIB BUKOHAHHS
1HJIUKATOPIB.

163. MOHITOpUHT BHKOHAHHS YIPaBIIHCHKUX pIlIeHb 37iHCHIOEThCs LleHTp
JIOKyMEHTAIlli 3a JOIMOMOTOI0 CHCTEMH MOHITOPUHTY, IHTETPOBAaHOI B CHUCTEMY
CJIEKTPOHHOTO JOKYMEHTOOOITY YHIBEPCUTETY Ha OCHOBI JaHUX 3 PEECTPAIIHO-
MOHITOPUHIOBOI KapTKU. BiamoBinHa cuctema 3a0e3neuye OmnepaTUBHUMA JTOCTYI J10
Bciel i1H(popmarlii mpo CcTaH BUKOHAHHS OyAb-SKOTO JOKYMEHTa, IIOJ0 SIKOTO
3IIMCHIOETHCS MOHITOPUHT Ta METOJAUYHUM aHa13 BIAMOBITHUX JaHUX.

164. MOHITOpUHT TIPOBOJUTHCA LUISIXOM 300py, 0OpoOKM Ta cucTemMaTh3alii
iHdopMarlllii Mpo CTaH BUKOHAHHS YNPABIIHCHKUX pIlIEHb 32 BHU3HAYCHUMH
1HIUKATOpaMH.

165. [ngukaropamMu CcTaHy BHUKOHAHHS YOPABIIHCHKUX PIIIEHb € MOMEHT
3aKiHYCHHS BU3HAYCHHWX [il, HANPUKIAA: HAKJIQJCHHS EJIIEKTPOHHOI PE30JIIOIIii,
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CTBOPEHHSI IOKYMEHTA, MOTOJI)KEHHS JOKYMEHTA, MiIMUCAHHS TOKYMEHTA, peecTparlis
Ta BIJIIIPABJIEHHS JOKYMEHTa TOUIO.

166. InqukaTropu, CTPOKM BUKOHAHHS 1HAMKATOPIB Ta 1HIII JaHi, HEOOX1THI s
MOHITOPUHTY B YHIBEPCHUTETI, BHOCSTHCSI B aBTOMAaTUYHOMY DPEKHMI 3aJ€KHO BiJ
00paHOro cTarycy NMpU3HAYeHHs JOKYMEHTa Ta/ab0 aBTOMAaTH30BAaHOMY PEXHMI J0
peecTpaliitHo-MOHITOPUHIOBOI KapTku LleHTpoMm [noKymeHTawii miag 4ac BXIAHOI
peecTpairii JOKyMEHTa, 3MICT IIPOEKTY PEe30JIroiii a0 aBTOpPOM JTOKYMEHTa ITiJT Jac
HOro CTBOPEHHS.

167. SIkmo JOKYMEHT MICTUTh KUIbKa OKpPEMHX VIIPaBIIHCHKUX 3aB/IaHb,
MOHITOPUHI BHKOHAHHS LMX 3aBJaHb 3/A1MCHIOETbCA B OAHIN peecTpaliiftHo-
MOHITOPUHTOBIN KapTIIi.

168. Ilicns  3aBepiieHHss poOOTH HaJI JOKYMEHTOM JIO peecTpaliifHo-
MOHITOPUHIOBOI KapTKU aBTOMATHMYHO BHOCHUTBLCS BIJMITKa MPO 3aBEpUICHHS HOTO
BUKOHAHHS (1HAUKATOP 3aBEpIIICHHS BUKOHAHHS) Ha IIJICTaBl CTATyCy NMpHU3HAYCHHS
3apEECTPOBAHOTO MPOEKTY EIEKTPOHHOTO TOKyMeHTa. BimMiTka mpo 3aBepIrieHHS
BUKOHAHHS JIOKYMEHTa CBITYUTH MPO Te, 10 poOOTY HAJ JOKYMEHTOM 3aKiHYEHO.

169. MoHITOpHUHT 32 BUKOHAHHSIM 3aBAaHb 3IIHCHIOETHCS BIIMOBITHO CTPOKIB
BUKOHAHHS OCHOBHHMX JIOKYMEHTIB (#omatok 16 IHCTpykiii 3 J1J0BOACTBAa B
YHIBEPCUTETI).

170. CTpokr  BUKOHAHHS  BHYTPIIIHIX JOKYMEHTIB OOYHCIIOIOTBCA B
KaJICHIAPHUX JTHAX MOYMHAIOYH 3 JaTH PEECTpallii, a BXiTHUX - 3 JaTH HAJIXODKEHHS
(TocTaBKM 4epe3 CUCTEMY B3aeMO/Ili) abo 3 JIaTh HACTYITHOTO poOOYOro JHS y pasi
HAJIXOJDKCHHS (JIOCTaBKM) JOKYMEHTA ITCHISI 3aKiHYEHHS poOOYOro JHS, y BUXIJIHI,
CBATKOBI Ta HEpOOOUI1 JIHI.

Skio ocTaHHIN JA€Hb CTPOKY BUKOHAHHS JOKYMEHTa MpUNajac Ha HEpoOounid
JIeHb, CTPOKOM BHUKOHAHHS JIOKYMEHTA BBa)KA€ThCA MEPIIUA pOOOUMU JEHb MICIs
HACTaHHS CTPOKY BUKOHAHHS.

171.V pa3i 3MiHM CTPOKIB BUKOHAHHS IHJAUKATOpa Y pEeECTpaliitHO-
MOHITOPUHIOBIN KapTIl MPOCTABISIETHCS HOBUW CTPOK BU3HAYEHOI'O 1HAUKATOpA Ta
3a3HAYAETHCS MPUYMHA HOTO 3MIHH, K1 BHOCATHCA LIeHTpoM noKyMeHTalii.

172. TlepeBipka CTpOKiB BHMKOHAaHHS JOKYMEHTIB TPOBOJUTHCS 3a BCiMa
IHAMKATOpaMH MPOXOMKEHHS TOKYMEHTA 10 3aKiHYCHHS CTPOKY WOTO BUKOHAHHS (Y
pa3i BIAXWJIEHb BUKOHABLIO HAJCHJIAIOTHCS MOMEPEIKEHHS CUCTEMOI0 MOHITOPUHTY
3a JIOTIOMOTOI0 €NIEKTPOHHUX HaraayBaHb, 0 aBTOMATUYHO T€HEPYIOTHCS CHCTEMOIO
CJIEKTPOHHOTO JIOKYMEHTO00ITy YHIBEPCUTETY).

173. LlenTp qOKyMEHTAIi1 ITCJIsl BAKOHAHHS JJOKYMEHTA IePEBips€ BIAMOBITHICTD
KIHIIEBOTO PE3yJIbTaTy MOCTABICHOMY 3aBJAaHHIO, 32 PE3yJbTaTOM YOTO MpHUiiMae
pIIIICHHS TIPO IPUMMHEHHS MOHITOPUHTY.

[IpunuHeHHS MOHITOPHHTY 3IIMCHIOETHCS JUIIE Ha TIACTaBl 3a3HAYCHOT
MEPEBIPKHU.

174. JTani npo BUKOHAHHS JOKYMEHTa Ta MPUMUHEHHS MOHITOPUHTY BHOCSITHCA
JI0 PEECTpalliitHO-MOHITOPUHTOBOI KapTKU YIOBHOBaXXEHOI ocoborw IleHTpy
JIOKYMEHTAIIli.

175. ToxymMeHT Moxke OyTH 3aKpUTHM “I0 cripaBW’ JIMIIE MIiCJsl BHECEHOI 0
PEeECTPALIITHO-MOHITOPUHTOBOT KAPTKHU BIIMITKH MPO MPUIUHEHHS MOHITOPUHTY.

176. JlneM BUKOHAHHS 3aBJaHb BBAXKAETHCS JICHb HAJICUIIAHHS 3apPEECTPOBAHOTO
€JIEKTPOHHOTO JJOKYMEHTA Uepe3 CHCTEMY B3a€MO/IIi.
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Inghopmayitino-oosiokoea poboma 3 enekmpoHHUMU OOKYMEHMAMU

177. InpopmariiitHo-A0B1IKOBa poOOTa 3 €IEKTPOHHUMH JOKYMEHTaMH IMOJIATAE
B MOIIIYKY HEOOX1AHUX AOKyMEeHTIB 3 BUkopuctanusam CEJl yHiBepcuTeTy.

178. lns minBuineHHs: edexTuBHOCTI podoTu mnomrykoBoi CEJl yHiBepcuteTy
[lenTpom mokymeHTallii po3poOIaIOThCs Kiacu(ikariitHi 10BITHUKY (HAPUKIIAL:

KkiIacudikaTop BUIIB JTOKYMEHTIB; KiIacu(iKaTOp PE30JIOLii; HOMEHKIATypa
CIIpaB).

179. [TomykoBa cucrema CEJ[ yHiBepcuTeTy Mae€ 3IIHCHIOBAaTH IMONIIYK 3a
KOHTEKCTOM (KJIHOYOBUM CJIOBOM a00 ()pa3or0) €JEKTPOHHOTO JOKYMEHTa, BHJIOM
€JIEKTPOHHOT'O JOKYMEHTA, HOT0 3aroJ0BKOM, JaTOI MPUKUHATTS, HOMEPOM Ta JIaTOO
Horo peectpariii, Horo aBTOpoM TOIIIO.

VI. CucremaTusanisi Ta 30epiranusi J0OKyMeHTIB Yy AUI0OBOJCTBI
CkJ1aieHHs HOMEHKJIATYPH CIIPaB

180. Homenknatypa crhpaB MpH3HA4Ye€Ha [JIs BCTAHOBIICHHS B YHIBEPCHUTETI
€IMHOTO MOPSAAKY (OPMYBAHHS CIPAB JJIA JOKYMEHTIB, CTBOPEHUX Y €JIEKTPOHHIHN Ta
nanepoBiii popmax, 3a0e3nedeHHs iX 00MIKy, ONEPATUBHOIO MOIIYKY JOKYMEHTIB 3a
iX 3MICTOM 1 BHJIOM, BU3HAY€HHS CTPOKIB 30€pIiraHHs COpaB 1 € OCHOBOIO Jis
CKJIQZICHHS OIMCIB CIpaB MOCTIMHOrO Ta TpuBajioro (moHaa 10 pokiB) 30epiraHus, a
TaKOX JIJIs1 00JIIKY cripaB TUM4YacoBoro (10 10 pokiB BKJIIOYHO) 30epiraHHsl.

Jlo HOMEHKJIaTypH CIpaB BKJIIOYAIOTHCS HAa3BU CIpaB, 110 (HOPMYIOTbCA Ta
B1JIOOpaXKaroTh yCi eTranmu poOOTH, fKa JIOKYMEHTYEThCS B YHIBEPCHUTETI, 30KpeMa
CIIpaBU MOCTIMHUX Ta TUMYACOBO JIFOYUX PaJl, KOMICiH, KOMITETIB.

Ctpoku 30epiraHts J0KyMEHTIB (HaJEXKHICTh 10 CIIPaBH) BU3HAYAIOTHCS i1 Yac
peectpanii (1 BXITHUX JOKYMEHTIB) a00 CTBOPEHHSI MMPOEKTY JOKYMEHTa aBTOPOM
3TiIHO 13 3aTBEpP/PKCHUM MIH'FOCTOM TIEPEIiKOM THIOBHUX JOKYMEHTIB, IO
CTBOPIOIOTHCSI MiJ 4Yac MJISTIBHOCTI JIEpKABHUX OpraHiB Ta OpraHiB MICIIEBOTO
CaMOBPSIIyBaHHsI, 1HIIMX YCTaHOB, MIANPUEMCTB Ta OpraHizauiid, 13 3a3HAYECHHSIM
CTPOKIB 30€piraHHs JOKyMEHTIB.

181. B yHiBepcHuTeTi CKIAgalOThCS Ta BEAYThCS HOMEHKJIATYpU CIIPaB
CTPYKTYPHHX MIJIPO3/ALTIB 1 3B€/IEHa HOMEHKJIATypa CIIpaB yHIBEPCUTETY.

182. Homenkiatypa copaB CTPYKTYpPHOTO TIAPO3AUTY CTBOPIOETHCS B
eJeKTpOHHINA (opMi He Mi3Hime 15 nucTonaza MOTOYHOTO POKY 3a aBTOMATUYHO
reHepoBaHoro ¢opmoto, BianosiaHo no 1. 205, 206 (Homatox 19) IncTpykimi 3
JUJI0BOJICTBA B YHIBEPCHUTETI.

183. Meroanuna momoMora y CKJIaJieHHI HOMEHKIIATypH CIpaB HaJla€ThCA
apX1BHUM M1APO3/IJIOM YHIBEPCUTETY.

184. 3Benena HOMEHKJIATypa CIpaB YHIBEPCUTETY (OPMYETHCS CHCTEMOIO
eJICKTPOHHOTO JTOKYMEHTOOOITY YHIBEPCUTETY B aBTOMAaTH30BAaHOMY pEXHMI Ha
OCHOB1 HOMEHKJIATYp CIPaB CTPYKTYPHUX MIAPO3LIIB y €JIEKTPOHHIN hopmi.

185. Ha mizacraBi 3BeIeHOI HOMEHKIIATYPH CHPaB YHIBEPCUTETY B €JIEKTPOHHIM
dbopmi cuctemMa €JIEKTPOHHOIO JIOKYMEHTOOOIry YHIBEPCUTETY aBTOMATHYHO
31MCHIOE 11 Bi3yasizallito 3a GopMoto, BUu3HaueHOto 11.204 [HCTPYKITI €10 3 T1IJIOBOACTBA
B YHIBEPCHUTETI, sIKa APYKYETHCS Ta MOJAETHCSA HA CXBAJICHHS €KCIEPTHO-TIEPEBIPHIN
KOMICIi JIep>KaBHOTO apxiBy XapKiBChKOi 00JIACTI.
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186. 3BeeHa HOMEHKJIATypa CIIpaB 30epira€ThCd Ta BUKOPUCTOBYETHCS
CHUCTEMOIO €JIEKTPOHHOT'0 JIOKYMEHTOOOITY YHIBEPCUTETY JJIsl aBTOMATH3alli1 TPOIIECiB
(dbopMyBaHHS TOKYMEHTIB Y CIIPaBU B YHIBEPCHUTETI.

187. 3Benena HOMEHKJIATypa CIIPaB YHIBEPCUTETY HAIPUKIHII KOXKHOTO POKY (HE
Mi3HINIE TPYAHA) YTOYHIOETHCS Ta BBOAWUTHCA B Jif0 3 1 CIYHS HACTYITHOTO
KaJICHAapHOTO POKY.

188. Y CEJl yniBepcuTeTy HOMEHKIATypa CHpaB IMpeacTaBiieHa y Gopmi
eJIEKTPOHHOI TabuIl BiAMOB1IHO 1M.206 [HCTpYKIIi€IO 3 I1TOBOJCTBA B YHIBEPCHUTETI.

189. HanmpukiHili poKy 10 HOMEHKIATypU CIpaB CTPYKTYPHOTO MiAPO3ILTY Ta
3BEJIEHOT HOMEHKJIATYPH CIpPaB YHIBEPCHUTETY CKIAJAIOThCS IMiJICYMKOBI 3allCH B
CIEKTPOHHIA (OopMI MPO KIIBKICTh (haKTUYHO 3aBEJEHUX CHpPaB Ta MIAMHUCYIOThCS
BIIMOBIJAIBHUMH 0CO0aMU 3T1JIHO 3 IHCTPYKIIIEIO 3 J1JIOBOJICTBA B YHIBEPCHUTETI.

®opMyBaHHA €JICKTPOHHUX CIIPAB

190. I'pynyBaHHSI BUKOHAHUX JTOKYMEHTIB Y €JIEKTPOHHI CIPAaBH 3I1HCHIOETHCS
LEHTPaII30BaHO B CUCTEMI €JIEKTPOHHOTO JOKYMEHTOO0OITY YHIBEPCUTETY BIANOBIIHO
710 HOMEHKJIATYPH CIIPaB.

191. ®opmyBaHHS €IEKTPOHHUX CIPAB 3IHCHIOETHCSA Y CUCTEMI €IEKTPOHHOTO
JIOKYMEHTOOOITY YHIBEpCUTETY B aBTOMAaTHM30BAHOMY PEKHMMI Ha MIACTaBl 1HIAEKCY
€JIEKTPOHHOI CIIPaBU.

192. EnekTpoHHI JOKYMEHTH, IO BiJHECEHI 10 OAHI€l €JIEKTPOHHOI CIpaBH,
MaroTh OYTH JIOT1YHO IOB’s3aHI MK COOOO 3a JOMOMOIOI0 BiJIOMOCTEH MpO HUX B
CUCTEMI €JIEKTPOHHOTO JJOKYMEHTOOOITY YHIBEPCUTETY.

193. [lix yac popMyBaHHS €IEKTPOHHUX CIIPaB CI1J JOTPUMYBATUCS 3arajibHUX
IPAaBUJI 3 yPaXyBaHHSAM TaKUX BUMOT:

IpyIyBaTh B €JEKTPOHHI CHpPaBH JOKYMEHTH, BMKOHAHI IPOTATOM OIHOIO
KaJICHJJAPHOTO POKY, KPIM MEPEXiTHUX €NEKTPOHHUX CIIPaB

(BeAyThCs MPOTITOM KUJIBKOX POKIB);

JIOKYMEHT-BIANOBIAb TPYMY€ETHCA 3a 1HIIIATUBHUM TIOKYMEHTOM,;

BKJIFOUATH B €JIEKTPOHHI CIPABH JIUIIE OPUTIHAIN €EKTPOHHUX JOKYMEHTIB Ud
iX MPUMIPHUKH 200 y pasl iX BIJICYTHOCTI 3aCBI4YEHI B YCTAHOBJICHOMY MOPSAKY KOMil
JIOKYMEHTIB, 30KpeMa €JeKTPOHHI KOIIii ManepoBUX OPUTIHATIB Ta €JIEKTPOHHI KOIIi
€JICKTPOHHUX JIOKYMEHTIB;

o0CAr €NEeKTPOHHOI CIpaBH HE OOMEKYEThCS KUIBKICTIO €JIEKTPOHHUX
JIOKYMEHTIB;

o0cAr eNeKTpPOHHOI crpaBu (KUIBKICTh JOKYMEHTIB), III0 MICTHUTh JOKYMEHTH
MOCTiitHOTO Ta TpuBayioro (moHas 10 pokiB) CTpOKiB 30epiraHHs, MOBUHEH BiAMOBIIaTH
o0csAry crpaBu, chopMOBaHOT 3 TANIEPOBHUX MPUMIPHUKIB €IEKTPOHHOTO JIOKYMEHTA.

JI71st JOKYMEHTIB MOCTIHHOTO Ta TpuBajoro (moraa 10 pokiB) cTpoKiB 30epiranHs,
CTBOPEHMX Ha BHUKOHAHHS BXIJIHOTO €JEKTPOHHOTO JOKYMEHTa, TOJOBHUM
BUKOHABIIEM BHTOTOBJISIETHCS TarepoBa KOMiS I[bOTO BXITHOTO JIOKyMEHTa, sKa
30epIiraeTbCsi y CTPYKTYPHOMY MIAPO3ALUIL Ta POPMYETHCS y CIpPaBy BIAMOBIAHO /10
3aTBEPKEHOT HOMEHKJIATYPH CIIpaB.

194. MeTonuuHe KEpiBHULTBO Ta HArJs/ 3a (GOPMYBaHHSIM €JIEKTPOHHUX CIIPaB
B YHIBEpCHUTETI Ta MOro CTPYKTYpHUX NIApo3auiax 3[A1HCHIOITEC LlenTpom
JIOKyMEHTAIli YHIBEPCUTETY.
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30epiranHs eJIeKTPOHHUX JOKYMEHTIB B YHIBEPCHUTETI

195. B yHiBepcHUTETI 3A1MCHIOETHCSA LIEHTpalli30BaHe 30€piraHHs eNeKTPOHHUX
JIOKyMEHTIB.

196. JlokyMeHTH 3 yacy CTBOPEHHS (HaIXOIKEHHs), a TAKOX YCl B1JIOMOCTI MPO
HUX [0 TepeJaBaHHS IX Ha TMOCTiiiHe 30epiraHHa abo 10 iX 3HHILEHHS B
yCTaHOBJICHOMY TopsaKy 30epiratotbes B CEJl yHiBepcUTETY, JOTIYHO 3rpyNOBaHi y
CIPaBHU 3T1JHO 3 HOMEHKJIATYPOIO CIIPAB.

AynioBidyanbHl JOKYMEHTH (ayJio- Ta BiJICO3alMCH) 3acifjaHb KoJIeT1aJIbHUX
OpraHiB YHIBEPCUTETY y pasl iX CTBOPEHHS 30epiraloThCsl y CUCTEMI €JICKTPOHHOTO
JIOKyMEHTO00ITy yHiBepcuTeTy. CekpeTrap KoJIerialbHOTO OpraHy BIJANOBiJa€ 3a ix
JI0JIaBaHHs y CUCTEMY €JIEKTPOHHOI'O JOKYMEHTOOOITY YHIBEPCUTETY.

197. 3a JOCTYMHICTH, UTICHICTh Ta BIATBOPIOBAHICTh €JICKTPOHHUX JIOKYMEHTIB
1 €JIGKTPOHHHUX CIIPaB, 110 30€piraroThCsl B CUCTEMI €JIEKTPOHHOIO JOKYMEHTOO00Iry
YHIBEPCUTETY, BIAMOBIIA€ MiAPO3/iT YHIBEPCUTETY, Ha SKHM MOKIAJEHO O0OB’SI3KU
1010 TexHIYHOTro cynpoBomkeHHs CEJl yHiBepcuterty.

198. IlpaniBHUKK YHIBEPCUTETY MAlOTh JOCTYI JO €ICKTPOHHUX CIpPaB 4yepes3
CUCTEMY €JEKTPOHHOIO0 JOKYMEHTOOOIrY YHIBEPCUTETY BIJIIMOBIAHO 10 IIPaB,
BU3HAYCHUX PO3MOPSTINM JOKYMEHTOM YHIBEPCHUTETY.

199. BunaBanHsi €NEKTPOHHUX CIIPaB, OKPEMHUX EJIEKTPOHHHUX JIOKyMEHTIB
IHIIIMM YCTAHOBAM 3/IIHCHIOETHCS 3 JO3BOIY PEKTOpa yHIBEpCUTETY abo MpOpeKTopa,
KWW BUKOHYE MOro OOOB’SI3KH, IUISIXOM CTBOPEHHS MPUMIPHUKIB a00 KOMIN IHMX
JIOKYMEHTIB (€JIEKTPOHHUX CIIPAB).

200. YV pa3i 3BepHEHHS J0 YHIBEPCUTETY YIMOBHOBAXKEHOI OCOOM Ha MiACTaBl
OpUTIHATY YXBalu CIIYOro CYHJl, CYQy IIOJI0 HaJaHHS TUMYAcOBOrO JOCTYIY IO
JIOKYMEHTIB PEKTOp YHIBEPCUTETY HEBIJIKIATHO BUJae jgopydeHHs LleHTpy
JIOKyMEHTAIlli 3a0€3MeYuTH BUKOHAHHS yXBajiW. Y MEXKax peamizailii JIopydeHHs
YHOBHOBa)XeHUH (axiBelb LIeHTpy JoKymeHTalii :

CTBOPIOE Ta PEECTPYE KOIMIKO YXBAIH CIIIUOTO CYIl, CYAy MICs pea’ siBICHHS
OpUTIHATY TaKOi yXBaJlu;

HajJae 0co01, 3a3Ha4YEH1N B yXBaJll, TAMYACOBHI JJOCTYII A0 JOKYMEHTIB, 30KpemMa
MOXJIMBICTh O3HAHOMJICHHSI 3 HUMHM, BUTOTOBJICHHSI ManepOBUX KO BiAMOBIIHUX
CJICKTPOHHUX JOKYMEHTIB a00 y pasi, KOJM B yXBaJll MepeadadyeHo iX BUIYyUYCHHS
(3O1MicHEHHsT BHMIMKH), CTBOPEHHSI €JIEKTPOHHUX TMPUMIPHUKIB  BIJMOBITHUX
€JICKTPOHHUX JIOKYMEHTIB;

HaJa€ JOMOMOTY Vy CKIIJeHHI OIKCY eJEKTPOHHUX JIOKYMEHTIB, IO
BUJTyYaIOThCS (BUIMKA SIKUX 31ACHIOETHCS ), IKUH 3aJTUIIAETHCS B YHIBEPCUTETI.

[Ipo BUITyYEHHS €IEKTPOHHUX TOKYMEHTIB CKIAAAETHCS aKT (ITPOTOKOI) Y ABOX
MPUMIPHUKAX, MEPIIUHN 3 SKUX 3aIUIIAETHCA B YHIBEPCUTETI, a APYTHHA MEPEIAETHCS
BIJIMOBIIATbHIN 0c001, 3a3HAYCHIN B yXBaJl.

VII. Ilopsigok miArOTOBKH €JIEKTPOHHUX CIIPAB /10 NepeIaBaHHA A5
apxiBHOIO 30epiraHus
Excneprusa miHHOCTI JOKYMEHTIB
201. ExcniepTu3a IIHHOCTI JIOKYMEHTIB B €JIEKTPOHHINH (opMi MPOBOIUTHCS
BIJIMOBITHO /10 3aKOHOJABCTBAa y cdepl apXiBHOI CNpaBu Ta JIJOBOJACTBA 32 TUMHU K
npaBUJIaMH, MPUHLUIIAMH Ta KPUTEPISIMHU, 110 1 JOKYMEHTIB y ManepoBiid Gpopmi.
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202. ExciepTu3a IIHHOCTI IOKYMEHTIB MMPOBOJAUTHLCS B €IEKTPOHHIN hopmi, KpiM
JIOKYMEHTIB, BU3HAYEHUX MyHKTOM 2 11i€i [HCTpyKIii.

203. [lin yac mpoBenEHHS EKCIEePTU3U ILIHHOCTI EJIEKTPOHHUX JOKYMEHTIB
3MIUCHIOETHCS BIAOIp JOKYMEHTIB IMOCTIHHOTO Ta TpuBajioro (monaa 10 pokiB) CTPOKIB
30epiranHs AJs HaJlaHHs JOCTYITy MpalliBHUKAM apXiBHOTO MiAPO3/LTY YHIBEPCUTETY,
OJIOKyBaHHSI MpaBa 1HIIKX MPAI[iBHUKIB YHIBEPCUTETY Ha pearyBaHHs peeCcTpaliiitHo-
MOHITOPMHIOBOI KAapTKHA JOKYMEHTIB, SIKI MEpeNaloTbcs Ha apxiBHE 30epiraHHs,
BUJTYUYCHHS JIJIsl 3HUILIEHHS TOKYMEHTIB 1 €JIEKTPOHHHUX CIIPAB 32 MUHYIII POKU, CTPOKHU
30epiraHHsl KX 3aKIHYHIIACS.

204.3a pe3ynbTaTaMu EKCHEPTH3U I[IHHOCTI EJIEKTPOHHUX JIOKYMEHTIB Yy
CTPYKTYPHOMY MiAPO3J1JII YHIBEPCUTETY 0CO00I0, BIAMOBIAILHOIO 3 JIIOBOJICTBO Y
iApo3/a1ai, 10 31 IpyaHS HACTYIHOTO POKY B €JIEKTPOHHINA (opMi CKIIaJarOThCS:
OMHUCH EJICKTPOHHUX CIIpaB IOCTIHHOrO, TpuBasioro (moHan 10 pokiB) CTPOKIB
30epira”Hs, a TaKoX FOTYIOThCS MMPOMO3MILT 10 aKTa MPO BWIYYEHHS JIJIsl 3HUIICHHS
JIOKYMEHTIB, HE BHECeHMX J0 HamioHanbHOro apxiBHOrO (QOHIY, A0 SKHUX
BKJIFOYAIOTHCS €JIEKTPOHHI CIIPaBU 3 TOKYMEHTAaMU Y IMANepoBid Ta y pa3i NPUIAHATTS
BIJIIOBIJTHOTO PIIIEHHSI KEPIBHUKOM YHIBEPCUTETY B €JIEKTPOHHINA (popmax.

Onucu eneKTPOHHUX CIPaB CTPYKTYPHOTO MIAPO3ALTY 1 MPOMO3HUIIIT 10 aKTa PO
BUJIYYCHHS JJISl 3HUIICHHS JOKYMEHTIB BI3YIOTHCS YKIIAJaueM OIHCY, KEPIBHUKOM
CIIyOM J1IIOBOACTBA YHIBEPCUTETY Ta MHIANHUCYIOTHCS KEPIBHUKOM CTPYKTYPHOTO
H1IPO3ALITY.

205. Ha mijacraBl €NEKTPOHHUX OIKMCIB E€IEKTPOHHUX CIPaB CTPYKTYPHOTO
MIPO3AUTY Ta TPOIMO3UIIM 0 aKTa MpO BUIYUYEHHS MJIs 3HUIICHHS JOKYMEHTIB
apXiBHUM IIJIPO3AJIOM YHIBEPCUTETY B €JIEKTPOHHINM (HOpMI MiciIsd TPUUHATTS [0
apXiBHOTO MIAPO3JUTY YHIBEPCUTETY JOKYMEHTIB CTPYKTYPHUX IMiJIPO3/LTIB
CKJIa/1al0ThCs €JIEKTPOHHI OMKUCH €JIEKTPOHHUX CIPaB MOCTIMHOIO, TPUBAJIOTO (IIOHA/
10 pokiB) CTpOKiB 30epiraHHsi Ta akT B €JIEKTPOHHIN (opmi Mpo BUIyUECHHS IS
3HUIIEHHS IOKYMEHTIB, HE BHeCeHUX 70 HarionansHoro apxiBHoro (poHy , 3rijHo 3
1.234 IHcTpyKUii 3 1IJIOBOJICTBA B YHIBEPCUTETI.

206. Ha migcTaBi ckiafeHUX B €NEKTPOHHINA (OpMi OMHCIB CHpaB Ta akTa Mpo
BUJIYYeHHS JJs 3HUIICHHS JokyMmeHTiB yHiBepcutetry CEJl yHiBepcutety
aBTOMATHYHO 3J1MCHIOE iX Bizyalizaliio 3a (OpMOIO, BU3HAYCHOI [HCTPYKIIEW 3
JJIOBOJICTBA B YHIBEPCUTETI, KA y pa3l HEOOX1THOCTI MOKe OyTH PO3ApyKOBaHA.

[Ipouenypa 3HUIIEHHSI €IEKTPOHHUX JOKYMEHTIB 3/I1MCHIOETHCS JUIIE y pasl
OPUIHATTS PEKTOPOM YHIBEPCUTETY BIAMOBITHOTO PIIICHHS Ta BU3HAYAETHCA
IHCTPYKITIE€IO 3 JIIJIOBOJICTBA B YHIBEPCUTETI.

Howmep Ta nata akta mpo BUIYyYEHHS ISl 3HUIIEHHS JOKYMEHTIB YHIBEPCUTETY
npucsorotoThesi CEJl yHiBepcuTeTy micis oro 3aTBEpIKEHHSI B €JIEKTPOHHIN (hopmi.

207.Y pasi Konau s JOKYMEHTa 3a pe3ysbTaTaMH TMPOBEACHOI €KCIEPTHU3U
I[IHHOCTI BU3HAYEHO TMIOCTIHHUNA CTpOK 30epiraHHs, BIAMOBITAIBHOIO 0CO00I0
BUTOTOBJIAETHCS TANlEpoBa KOIMisl TAKOTrO JOKYMEHTa 3 Bi3yasli3alllel0 pPEKBI3UTIB
MIJMUCY 0COOH, 110 MiANUCYBaja TaHUM eIeKTPOHHUM JOKYMEHT, sIKa 3aCBIIUY€EThCS
NEYaTKOIO YHIBEPCUTETY.

208. MetoauyHa J101IOMOTa y CKJIaJIeHH]1 OMUCIB €JICKTPOHHUX CIIPaB HAJAETHCS
[{eHTpOoM TOKyMEHTAIlli YHIBEPCUTETY .

32



Od¢opmiieHHs eJIeKTPOHHUX CIIPaB

209. 3a pe3ynabTaTamMu MPOBEACHOT €KCIEPTU3H LIHHOCTI BiA10paHi €1eKTPOHHI
CHpaBU MOCTIMHOTO 1 TpuBajnoro (monan 10 pokiB) CTpokiB 30epiraHHsa MOTPeOyIOTh
CTBOpPEHHS MMAaIrepoBOr0 MPUMIPHHUKA €JIEKTPOHHOI CIIPaBH, 3aCBIIYEHOrO 3TIAHO 3
[HCTpYKIIIETO 3 A1IOBOJICTBA YHIBEPCUTETY.

[TanepoBi MpUMipHUKH €IEKTPOHHOI CTIPaBH MOCTIHHOTO Ta TpuBaioro (mouas 10
POKIB) CTpOKiB 30epiraHHsi CTBOPIOIOTH BIAMOBIJANbHI MPALIBHUKU CTPYKTYPHHUX
M1PO3A1IIB, K1 (HOPMYBaIM BIAMOBIIHI €IEKTPOHHI CIIpaBU. Y pasi peoprasizalii yu
JIKBIJALIl  CTPYKTYpPHOTO  IMAPO3AUTY  3a3HA4eHl MPUMIPHUKH  CTBOPIOIOTH
BIIMOBIaIbH1 0COOM TX MPaBOHACTYITHHUKIB.

VY pasi JikBigaii CTpyKTypHOTO MiApo3aAuTy 06€3 BU3HAUCHHS ITPAaBOHACTYITHHKA
EKCTIePTH3a [IIHHOCTI Ta CTBOPEHHS 3a3HAYCHUX TPUMIPHHUKIB 3/IIHCHIOETHCS y TIPOIIeCi
JIKBIJALIl CTPYKTYPHOTO TMIJPO3IALIY TiJ Yac IMATOTOBKH CIIpaB MiAPO3ALTY s
nepeaaBaHHs 10 apXiBHOTO MiAPO3/UTY YHIBEPCUTETY. Y TaKOMY BUMAAKY JOKYMEHTH
TUMYAacOBOTO 30epiraHHs 3HHUIIYIOThCS JTOCTPOKOBO, OJipa3dy IiCIs EKCIEePTH3U
I[IHHOCTI.

210. [TigroToBKa 10 MepegaBaHHs B apXiB MANEpOBUX MPUMIPHUKIB €IEKTPOHHUX
COpaB CTPYKTYPHHMH MIIPO3JUIAMH YHIBEPCUTETY 3IIMCHIOETHCS BIANOBIIHO 10
[HCTpyKII1 3 AIOBOACTBA B YHIBEPCUTETI.

211. ]ns mIATOTOBKM €NEKTPOHHOI CHpaBd JJsl TEpeAaBaHHS [0 apXiBy
YHIBEPCUTETYy B  aBTOMAaTU30BAHOMY peXUMI  OQOPMIIIOETBCS  €JIEKTPOHHA
iH(dopmariiiHa KapTka apxiBHOI crpaBu (OOKIaJMHKA CIpaBH), sIka MICTUTh TaKi
BIJJOMOCTI:

HallMEHYBaHHS CTPYKTYPHOTO MiIPO3A1Iy;

1HIEKC €JIEKTPOHHOI CIPaBH;

HOMEp TOMY €JIEKTPOHHOI CIIpaBU;

3aroJIOBOK €JIEKTPOHHOI CIIpaBu (TOMY, YACTHHH);

KUIBKICTh €JEKTPOHHUX JOKYMEHTIB;

nepios (hopMyBaHHS CIIPABH;

CTPOK 30€epiraHHs CIPaBH;

€JIEKTPOHHUI OMKUC JTOKYMEHTIB CIpaBH (BHYTPIIIHIN);

BIIMITKY TMpO TNpUHAMaHHSA-TIEpeJaBaHHSI €JEKTPOHHOI CHOpaBH JO apXiBy
YHIBEPCUTETY.

212. CtBOpeHHST OOKJIQJUHKH CIIPaBU 3aBEPIIYEThCS BI3yBaHHSAM J1JIOBOJIOM
CTPYKTYPHOTO MIAPO3/1TY Ta MiAMUCAHHSIM KEPIBHUKOM apXiBy YHIBEPCUTETY.

213. ®opma OOKIAAMHKKA CIPAaBU Ta Bi3yalisarlis i1 BIIOMOCTEH BHU3HAYAETHCS
[HcTpyKIi€ero 3 AimoBozAcTBa yHiBepcuTety (Jlomarok 27).

IlepenaBaHHs eJIeKTPOHHHUX CIIPAB /10 APXiBY yHIBEepCHUTETY

214. TlepenaBaHHsi €NEKTPOHHUX CHOpPaB JI0 apXiBy YHIBEPCUTETY IMOJISTae y
HaJaHH1 TOCTYIy MpaliBHUKaM apXiBy YHIBEPCUTETY Ta OOMEKEHHs JOCTyIy (JMile
IIPaBOM MEPErJIsiAy) A0 €IEKTPOHHUX CIPaB 1HIIMM MpalliBHUKAM YHIBEPCUTETY.

215. [lepenaBaHHs €JIEKTPOHHUX CIIPAB JI0 apXiBHOTO MIAPO3JLTY YHIBEPCUTETY
3MIIACHIOETHCS 3a TpadikoM, MOTOIKEHUM 3 KEPIBHUKAMU CTPYKTYPHHUX MIIPO3ALIIB 1
3aTBEP/KEHUM KEPIBHUKOM YHIBEpCUTETY a00 HOro 3aCTymHUKOM, aje HE paHillie
JIBOX POKIB 3 IaTH 3aBEPILECHHS €JIEKTPOHHUX CIPaB B JIIJIOBOJICTBI.

33



Hananns noctymny mpaliiBHUKaM apxiBy YHIBEPCUTETY 31MCHIOETHCS 3TIJIHO 13
3a3HauYCHUM TpadikoM Yy aBTOMATH30BAHOMY PEXHMI TPYHOK TEXHIYHOIO
cynpoBokenns CEJ] yHiBepcuteTy .

216. EnekTpoHH1 cripaBW MOCTIHHOTO Ta TpuBayioro (moHan 10 pokiB) CTpOKiB
30epiraHHsi MEpealoThCs A0 apXiBy YHIBEPCUTETY 3a E€JIEKTPOHHMMH OINHCAMH B
eJIEKTPOHHIN popmi.

217.[lin yac mpuiiMaHHSA EJNEKTPOHHUX CIpPaB apXiBOM YHIBEPCUTETY
IIPOBOJNUTHCA TEPEBIPKA EIEKTPOHHUX JOKYMEHTIB KOXHOi CIIpaBHd Ha HAsBHICTb
KBaTi(DIKOBAaHUX EJICKTPOHHHUX IIAMUCIB, KBaTi(hIKOBAHUX EJIEKTPOHHHX IMO3HAYOK
qacy Ta IITICHICTh JaHuX. [lepeBipka 311CHIOETBCS B aBTOMAaTH30BAaHOMY PEKHMI 32
BHYTPIIIHIM OIKUCOM €JIEKTPOHHOI crpaBu. Ilicis BHECEHHs MpalliBHUKOM apXiBY
YHIBEPCUTETY [0 PEECTPaIifHO-MOHITOPUHIOBOI KapTKU €JIEKTPOHHOI CIpaBU
BIIMITKH IIPO MPUHHSATTS €JICKTPOHHOI CITPaBHU JI0 apX1BHOTO M1APO3/1Iy YHIBEPCUTETY
CUCTEMOIO €JIEKTPOHHOTO JOKYMEHTOO0ITY YHIBEPCUTETY aBTOMATUYHO OOMEKYETHCS
1HIIIMM TIpaI[iBHUKAaM yHIBEPCUTETY MPaBO JOCTYIMY A0 IUX €JIEKTPOHHUX CIIPAB.

Skiio mijg yac npuiiMaHHs-TIepeJaBaHHs €JIEKTPOHHUX CIIPAB apXiB YHIBEPCUTETY
BUSIBUB HEAOJIKH, IPAL[IBHUK CTPYKTYPHOTO MIAPO3/1Ty HOBUHEH BXKUTH 3aXOJIB JJIS
YCYHEHHS TaKUX HEOJIIKIB.

HavanbHuK BiILTy A1JIOBOJICTBA Bipa SPOBA

Hupextop LlenTpy moxymeHTartii Ipuna TIOITIA
CXBAJIEHO HOTrOAKEHO
[Iporokon 3aciganus EK [Tporokon 3acimanns EIIK
XapKiBCHKOT'0 HAIIOHATLHOTO HepxxapxiBy XapKiBChbKO1 001aCT1
yHiBepcurety imeHi B.H.Kapazina
27 muctomana 2019 p. « » 2019 p.
Ne 3 Ne

Cexkperap EIIK Tersna PIJTHA
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Honmatok 1
1o lacrpykuii (myHkT 40)

HIACYMKOBI JJAHI 00J1iKy 00cAry A0KYMEHTO00iry

3a rmepio 3 p. o p.
JloKyMeHTH KinpKkicTh TOKYMEHTIB

YCBOTO 3 HUX

B €JICKTPOHHIH y naneposiit popmi
dbopmi
JTIOKYMEHTIB CTOPiHOK

Bximni
Buxigai
BayTpimini
Ycboro

KepiBHuUK BiIUTy A1JI0BOJICTBA

Bnacue im’a [IPI3BUIIE

Hupextop LlenTpy moxymeHTarii

Biacue im’s ITPI3BUILIE

JlaTa renepartii:
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3MICT
3arajibHi M0J102KeHHS
MikBigoMuuii 00MiH eJIeKTPOHHUMM JOKYMEHTAMU
[TpuitmMaHHS BXiTHUX €JIEKTPOHHUX IOKYMEHTIB
Hancunanas BUXiTHUX €IEKTPOHHUX TOKYMEHTIB
Kypnan oOMiHYy €JIEKTPOHHHUX JIOKYMEHTIB
Oco0MMBOCTI  €EKTPOHHOT B3aeMoOJli 0e3 3acTOCyBaHHS
CUCTEMU B3a€EMO/II1
Opranizaiisi eJICKTPOHHOTO JOKYMEHTO000Iry
OO0k 00CATY €JIEKTPOHHOTO JOKYMEHTOO00ITY
Peectpairisi JOKyMeHTIB
Peecmpayis exionux ooxymenmis
llepesipxa keanighikosanozo enekmporHHo20 nionucy
Peecmpayis suxionux ooxymenmis
Keanigixoseana enexmponna newamka
Opranizaiiiss nepeaBaHHsi JOKYMEHTIB Ta BHU3HAUECHHS 1X
BHUKOHABI[IB
Enexmponna pezonioyia
JIOKyMeHTYBaHHSI  YNPAaBJIiHCBbKOI  iHpopmanii B
eJIEKTPOHHIi popmi
3aranapHi BUMOTH JI0 CTBOPEHHS JOKYMEHTIB
Jlama nionucanms, 3aceioueHns ma peecmpayii
Ogopmnenns 0ooamxie
Peecmpayitinuii inoexc 0ookymenmis
I'pugh 3ameepoowcenus 0okymenma
Jlani npo eukonanms 0OKyMeHmie
Ocobnusocmi oghopmneHHst OesKux Udie OOKYMeHMI8
IIpomoxkoau
Cnyarcb06i ucmu
Jloxymenmu npo cayico08i 8i0ps0H#CeH s
[TinroToBKa NPOEKTIB ENEKTPOHHUX TOKYMEHTIB
Bizysanns ~ma  nocoodcenHs — NpoeKkmié  eleKMpPOHHUX
O0OKYyMeHmig
FOpuouuna excnepmusa
Llionucarnns npoekmis eleKmpoHHUX OOKYMeHmia
Ilionucysau
Pexmop ynieepcumemy
llionucanns npoekmy 0OKymMenma npopekmopom, KepiGHUKOM
CMPYKIYPHO20 NiOPO30iNLy YHIGEpCUMeEmy
Oco0nuBoCTI OTO/IKEHHSI IPOEKTIB €JIeKTPOHHUX
JIOKYMEHTIB B YHIBEPCUTETI
Oco6MMBOCTI  MIATOTOBKU  JICSIKUX BHUIIB  €JIEKTPOHHUX
JIOKYMEHTIB
Ilpoexmu akmis
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10

10
10
10
12
12
12
13
13

13
16

16
16
16
17
17
18
18
18
18
18
18
19

21
21
21
22
23
23
24

24



VI.

VII.

lIpoexmu nakaszis (po3nopsodicens) yHisepcumemy

Cninoui nHakazu (po3nopsodicenHs) YHigepcumemy 3 [HUUMU
YCmMaHoeamu

MOHITOPHHI 32 CTAHOM BHMKOHAHHS YHPABJIHCHBKHUX
pillieHb

Ingpopmayitino-oogiokosa  poboma 3 eleKMPOHHUMU
0OKYMeHmamu

Cucremarusanisi Ta 30epiraHHsl JOKYMEHTIB y AIJIOBOJICTBI
CkJ1ajieHHsI HOMEHKIIaTypH CIIpaB

dopMyBaHHS €IEKTPOHHUX CIIPaB

30epiraHHs €JIEKTPOHHUX JOKYMEHTIB B YHIBEPCUTETI
Iopsimiok  MiArOTOBKM  €JEKTPOHHHUX  CHPaB [0
nepeaaBaHHs JAJIs apXiBHOI0 30epiranHs

ExcnepTusa miHHOCTI JOKYMEHTIB

OdopmiteHHS €IEeKTPOHHUX CIIPaB

IlepenaBaHHs €IEKTPOHHMX CIPaB JI0 apXiBY YHIBEPCUTETY
Homatox 1
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