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4. Yuighikauin ] cmaHnoapmu3ayis

YRPAGAIHCOKUX OOKYMEHMIE




IHoHarTa cranaapry «Cucrema OPIy»

['ooBHE 3aBiaHHS Cy4YacHOTO JIIOBOJCTBA - BCEOIYHE  IMIIBULICHHS
TEXHIYHOTO PIBHS Ta SIKOCTI JOKYMEHTIB. JIOKyMEHTAIlls [IOBUHHA BIMOBIIATH
OCTaHHIM JOCSITHEHHSIM HayKH, TEXHIKO-€KOHOMIYHHUM, €CTETUYHUM Ta iHIIUM
BUMOraM. E(eKkTuBHUM 3ac000M INJIBMIIECHHS SKOCTI JOKYMEHTAMIi Ha BCIX
CTaJIisIX il CTBOPEHHS € CTaHAapTH3allls.

Cranaaprusamisi - yCTAaHOBJICHHSI TA BUKOPUCTAHHSA Yy Pi3HUX rajy3six
000B'SI3BKOBMX HOPM i NpPaBWJ 3 METOK TNPHUCKOPEHHS BHPOOHMYOIO
Mpoiecy i JOCSATHEHHsI BHCOKOI SIKOCTI podorm 3 aokymenramu. lle
NISVIbHICTH, CHIPAAMOBAHA HA ONTHUMAJILHUN CTYINiHb BIOPSJAKYBAHHHA Y
neBHin raaysi. TosoBHUM IEHTPOM cranaaprusanii € Jep:xxaBHuu
KOMIiTeT YKpaiHu 3i CTaHI[apTI/BaIIll, MeTpoJiorii i ceanq)iKaui'l'
([ep:kcTanmapt YKpaiuu), skuii OpraHi3oBy€e, KOOPIHHYE 1 3MIHCHIOE pOOOTY
BIJIHOCHO HAaI[IOHAJILHUX CTaHIAPTIB.

Jepxcrannapr YKpaiHu 3 ypaxyBaHHSAM CYCHUIBHUX MOTPEO IIOPIYHO
(opmye mporpamy 3i CTaHAApTH3ALii, Sika BKIIOYAE MEPENiK HAI[IOHATBHHX
CTaH[ApTIB, MPUHHITAX 10 po3pobku. IIporpama myOmiKyeTbCsl OAMH pa3 y
IIICTh MICAIIB B O(iIiiHOMY BHJaHHI JlepKcTaHmapTy H PO3MIIIYETHCS B
1H(QOpMaIIITHUX MEpeKax.




MeTa Ta NPUHIMIIA CTAHAAPTU3AILI]

Merta: npueecmu 00 €0unozo cmanoapmy ycro  pooody - O00OKymMeHmauiro,
npuUMeUOWIUmMU POOOMY 3 00OKYMEHmamu ma nioguwumu ix AKicmo.

IHpuHuunu:

1. /locArTHEHHSI OJJHAKOBOCTI JOKYMEHTIB y MeKaxX CHUCTEMH i CHIBCTABHICTH iX

OKpeMHUX eJieMeHTiB. CydacHi oprasizailii BUKOPHCTOBYIOTH YIPaBIIHCHKI = JOKYMEHTH
pi3HO1 (hopMu mojaHHs iHGopMmarlii (TpaauiiiiHa, rpadidHa, eJleKkTpoHHa). ToMy 11el MpUHITUIT
MOXXEe OyTH peajii30BaHM 3a PaxyHOK BUKOPHUCTAHHS €JIMHOI BUXiJAHOI CXEMU ITOOYIOBH
JOKYMEHTIB, sIKI BXOJATh Y CUCTEMY. 3a TaKy BUXIAHY CXeMy MOXKHA MpUUHATU HOPMYIISIp-
3pazok OPJl, BxitoueHHid 10 YHI(DIKOBAHOI CHCTEMH OpraHi3alliiHO-PO3NOPAIIUX
noKkyMeHTIB. Ille ogHuM NUITXOM JAOCSATHEHHS OJJHAKOBOCTI JOKYMEHTIB 1 CITIBCTABICHHS iX
CKJIaJIOBUX € BHU3HAYEHHSI MpaBui O(MOPMIICHHS JOKYMEHTAa B IJIOMY Ta OKpPEMHX MHOro
PEKBI3UTIB, a caMe, CJijJi BUKOPUCTOBYBATU THUIIOBI TEKCTH a00 OKpeMi THUMI30BaH1 CKJIAJO0BI,
BUPOOUTH €AUHY CXeMy iX mMNOoOyJAOBM, 3BECTH JI0 MIHIMyMYy CIOBHUKOBHUH -3amac 1
MaKCUMaJIbHO CIIPOCTUTH FpaMaTU4H1 3aCO00M, BUKOPUCTOBYBAHI MIPH IMiITOTOBI{ TEKCTIB.

OcHnoeni npaeuna i eumo2u 00 CHEOPeHHA, 00poOKu 1 euxkopucmanus OP/]
ecmanoeneni Jlepycaenum cmanoapmom Ykpainu 4163-2003 “/lepicasna
YHipikosana cucmema OOKymenmauii. YHighikosana cucmema opzaHizauiiiHo-
po3nopaouux 00KyMeHmauii. 6UMo2u 00 0opMaeHHA 0OKYMEHMIE .




2.

INPUHIMIIA CTAHAAPTH3ALI

3MeHIIeHHsI KiJILKOCTI BUAIB J10KyMeHTIiB: OPJ/[ mae Gararo BUIIB 1 pPI3HOBU/IIB
JOKYMEHTIB, 110 (YHKIIIOHYIOTh Yy JIJIOBOJCTBI BCIX YCTaHOB 1 €  00’€KTOM
MOCTIMHOTO BAOCKOHAJICHHS 1 palioHasi3allii.

IlixBumenns iHGopMAaTHBHOCTI JMOKyMeHTIiB: HaiOmmxkdum yacom - o0csir

1H(OpMaIITHUX JHKEpel, [0 BUKOPUCTOBYETHCSI CYCIIILCTBOM, MOXE MOABOITHCH.
OmnpaifoBaHHs Takux o0csriB iHGoOpMallli BUMaraTuMe 30UIbIICHHS 1 YUCEIbHOCTI
(daxiBI[iB, a I[€ € EeKOHOMIYHO HeAOolUIbHUM. ToMmy TOTPIOHO YCYHYTH
1H(opMailliiiHe epeBaHTaXXEHHs IOKYMEHTIB. BMillleHa B HUX 1H(pOpMallisi MOBUHHA
3a0e31eyyBaTi BUPIIMICHHS MaKCMMaJbHOIO YHCJa 3aBAaHb MPU MIHIMAJIbHOMY ii
00csi31. [[poro MokHa JAOCATTH YHUKHEHHSAM MyOJIFOBaHHS 1H(QOpMAIIiil K y Mexkax
OJIHOTO JOKYMEHTA, TaK 1 y CIOPIAHEHUX IpyIax JOKYMEHTIB OJTHOIO MPU3HAUYCHHS

Cucremuicts ymigikamii: nossirae y BHUSIBICHHI OCHOBHMX KiacU(iKaIIHHUX
o3Hak OPJ[ 1 ix HacTymHOTrO OOIpPYHTYBaHHsA. 3arajibHa Kjiacu@ikailisi cXeMu
IpYIlyBaHHS YNPABIIHCHKUX JIOKYMEHTIB Yy BIANOBIJHI CHUCTEMH 3aKpiijcHa
JHepxkaBHuM KiacudikatopoM yrpaBiiHCbkoi gokymeHTarii  (JAKY/[ 010-98).
HAKYJl € HOpMarmBHMM JOKYMEHTOM, IO CKJIAJal0Th JCPKABHY  CHCTEMY
KJacudikaiii 1 KOAyBaHHS TEXHIKO-€KOHOMIYHOI Ta COIllajibHOI ~1H(OpMaIlli - B
VYkpaiHi.




5.

IIpuHUMIIM cCTAaHAApTH3AIL

KoMIIeKCHICTB: 3/1MCHIOI0YM YHI(IKAII0 JOKYMEHTIB 'y MEXKaX KOHKPETHOI
CUCTEMHM BCl BUMOI'M HEOOXIJHO MPHUBOJAUTH Y BUIMOBIAHICTH 13 'BUMOIaMu 1
oOpMIICHHSIM JOKYMEHTIB B I1HIIMX JOKyMEHTaIllMHMX cuctemax. Lli cucremu
TICHO OB’ s13aH1 MK CO0010, 1 B IIPAKTUIIl MEHEKMEHTY JTOBOAUTLCA MaTH CIIPaBy
3 BEJIMKUMU 00CAraMu JOKYMEHTIB, III0 HAJIEkKaTh JI0 PI3HUX CUCTEM JOKYMEHTAIli.
EdexTuBHICTh yIPaBalHCHKOI MIsUIbHOCTI BIAYYTHO 3HMKYETHCS YEPE3 BIACYTHICTh
eauHux Gopm 1 mpaBuil 0hOpMIIEHb JOKYMEHTIB.

Cra0ijibHICTh BMMOI': BHMAara€ Jep>KaBHOI MIATPUMKH 1 TOJSATa€ Yy BU3HAYCHHI
3arajlbHUX METOJIB yHI(IKallli CUCTEM JOKyMEHTAIlli Ta 1X 3aKpIIICHH] y BUIISIAI
OCHOBOIIOJIO)KHOTO CTaHIAPTY.

ExoHoMiYHA JAONUIBHICTH: BH3HAYAETHCA BapTICTIO BUTpPAT Ha PO3POOKY
yH1(p1koBaHOI (popMU TOKYMEHTa (CHCTEMH); Ha BUKOPUCTAHHS ITUX YHI(DIKOBAHUX
dopm abo cucTeM JIOKYMEHTallli B YNPaBIIHCHKINA AisIbHOCTI. JlaHuWil mpuHIUI
pEali30BYEThCSl MUIIXOM JOMOBHEHHS 1 OOpOOKHM OUIBIIOCTI PEKBI3UTIB - 3a
JIOTIOMOTOI0 TEXHIYHUX MPUCTPOIB.




HopMaTuBHI JOKYMEHTH 3i CTaHAApTH3aIi]

o HNUX HaneXaTb CTaHOAPTU U TEXHiIYHIi YMOBM.

JepxkaBHi cranaapru Ykpainu (JACTY) - ue HopMaTuBHI JOKYMEHTH, SIKI JIIOTh
HA TEPUTOPil YKPAIHM i 3aCTOCOBYHOTHCH YyCiMa HiANPUEMCTBAMHU HE3AJIEKHO
Bil ¢opMH BJIACHOCTI TAa WiANOPAJAKYBAHHS, IPOMAJASHAMM - Cy0'ekTamu
MiANPUEMHULIBKOI AIVIBHOCTI, MiHicTepcTBaAaMH (BiIOMCTBAMH), OpPraHaMHu
JAEePsKAaBHOI BHMKOHABYOI BJIaJIM, HA IJIBHICTh SIKUX TMOIIUPIOETHCHA if
CTAH/APTIB. JlepxaBHl cTaHgapTH YKpaiHU MICTATh ~ OOOB'SI3KOBI - Ta
PEKOMEHI0BaH1 BUMOTH.

e  0O0OB'SI3KOB1 BUMOTH MIJJISITAI0Th 0€3YMOBHOMY BUKOHAHHIO OpraHaMu Jep>KaBHOI BUKOHABUOI
BJIaJld, BCIMa MIANPUEMCTBAMU Ta TpOMajsiHaMH, HA JISJIbHICTh SIKUX MOHIMPIOETHCS Hist
CTaHJapTIB.

* PDEKOMEHJIOBaHl BUMOTH € OOOB'SI3KOBUMH [IJIi BUKOHAHHS, SIKIIO II€ Mepea0aueHO0 YMHHUMHU
aKTaMu 3aKOHOJIaBCTBA; 11 BUMOTH BKJIIOYEHO JI0 JIOTOBOPIB HA PO3pOOJIEHHS, BUTOTORJICHHS
Ta MOCTABKY MPOAYKIIi; BUPOOHMKOM (MIOCTa4aIbHUKOM ) MIPOAYKIIIT TOKYMEHTAIbHO 3aABICHO
PO BIJAMOBIAHICTh MPOIYKIIT IIUM CTaHIapTaM.

* 06 'exm cmanoapmu3zayii (IPOIYKIIS, MPOIIEC, TTOCTYTA) - MPEIMET.
» [Ipodykm cmanoapmu3zayii - HOPMAMUBHUL OOKYMeHm (OOKYMeHm, Wo 6CMAHOBIIOE NPABUILA,

3a2abHI NPUHYUNU ADO XAPAKMEPUCIUKU, WO CMOCYIOMbCA PI3HUX 8UOI8 OISNbHOCHI - YU iX
pe3yibmamis).




HopmaTuBHI 1OKYMEHTH 3i CTaHAapTH3AIIl

CTaHJIapTH MOAUISIIOTHCS Ha TaKl KaTeropii:

Jdepxapauid cranaapt Ykpainu (ACTY) — rojioBHUM HOPMATHBHUN TOKYMEHT

3i craHgapru3amii, SAKHA Ma€ O00O0B’A3KOBO BUKOHYBATHCH OpPraHaMu
BHKOHABYOI BJIAJAH, MiANPUEMCTBAMU TAa IPOMAJASIHAMHU, HA JiSJIBHICTh SIKUX
NOILIMPIOETHCA Tisl CTAHAAPTY.

lanyszeBuii crangapt (I'CTY) 3arBep/KyeTbCcsi MiHICTEPCTBOM (BiJOMCTBOM) Ha
HMPOAYKIIIIO, TTOCIYTH, MIJJIsArac 0€3yMOBHOMY BUKOHAHHIO 1 HE TTOBUHEH TIEPEUNUTH
JEP>KaBHOMY.

Cramgapt mianpuemcrba (CTII) 3arBepiKyeThCsl Ta BAKOPUCTOBYETHCS TIJIbKU Ha
KOHKPETHOMY IIIANPUEMCTBI; HE IMOBHHEH CYNEPEYUTH OOOB’SI3KOBUM BHMOIaM
JEp>KaBHUX Ta rajly3€BUX CTAHIAPTIB.

Texuiuni ymoBu (TY) — HopMaTUBHHII [JTOKYMEHT, PO3pPOOJIEHUI s
BCTAHOBJICHHS BHMOIL, 10 PeryJiOTh BiIHOCMHHU MikK NOCTAYAJIbLHUKOM i
CIO;KMBa4Y€eM, 32 YMOBH BiJICYTHOCTI JIEp>KaBHUX CTaHJIapTiB.

Jep:xaBHuii kiaacudikarop ynpasiaiHncbkol fokymentauii” (AKY/A 010-98)(19) €
NPAKTUYHUM MOCIOHMKOM [Isi po0OTH 3 JOKyMeHTaMH. byib-siki 3MiHU B
JOKYMEHTYBaHHI TMPOLECIB yIPaBIiHHS 3HAXOASATh CBO€  BIJIOOPaXKCHHS -y
KJIacu(dikaTopl BHACIIOK MOTO JOMOBHEHHS a00 BIIMOBITHOIO pearyBaHHSI.




YHIpIKAWIA | CTAHAAPTU3ALIA YIIPABJIIHCHKUAX JOKYMEHTIB

Hapa3i B Ykpaini po3po0OieHo i dyHkiionye Oiabmie 20 yHI(DIKOBAHUX CHUCTEM
nokyMeHTaiii. HaiOiabm mnomupeHow 3 icCHYHUMX (PYHKOiIOHAJBHUX  CHCTEM
HOKYMEHTAalll € opranizaninHo-posnopsigua aoxkymenrtaunis  (OPI), mo
BHUKOPHCTOBYETHCS BCiMa YCTAaHOBAMHM § OpraHi3amisiMu, OCKIJIBKH B = Hil
BIIOOpAXKAETHCH OpraHizaniiHa JisVIBHICTH, CHPAMOBAHA Ha peaJi3amiio
OCHOBHHX (PyHKIIi/i YIPABJIHHSI TA I0OBEICHHS /10 BUKOHABIIB JOKYMEHTOBAHMX
PO3NOPATYNX BKA3IBOK YPSAY, YCTAHOB BHIIOTO PiBHA.

VYIpaBiaiHChKY JOKYMEHTAIII0 KIacU(IKYIOTh 3a pi3HUMU O3Hakamu. CTpyKTypa
VIIPABIIHCBKUX JOKYMEHTIB MOXKE€ OyTH 3Bel€Ha JO0 YOTHPbOX OCHOBHHUX - THIIIB:
JIHIMHOI, MATPHUYHOI, IEPEBONOAIOHOI T TEKCTOBOIL.

o Jliniuna cmpykmypa Ma€ BUTIIS TOCI1IOBHOTO MEPeIiKy 000B’ I3KOBUX €IIEMEHTIB-

PEKBI3UTIB, KOXKEH 3 SIKUX Ma€ CBi MopsakoBuid Homep. Hanmpuknan:
01-/lepxaBuwuii ['epd Ykpainm,

02-Embnema opranizaiiii abo ToBapHHIA 3HAK
03-300paskeHHsT HAaTOPOIT

04-xom opranizarii

05-xon popmu TOKyMeHTa

06-.... .




YHi}pikauis i cranaapTusanisi ynpapialHCbKUX JOKYMEHTIB

Mampuuna cmpykmypa - Take pO3MINIEHHS 1H(OpMAIlli B JOKYMEHTI, IPU SIKOMY
KO)KHUM  1HQOpPMAILIMHUM  €JIEMEHT BHU3HAUYCHO  HAWMCHYBAaHHSM - psiiaka 1
HallMEHYBaHHSM CTOBMI. Taka CTpyKTypa OLIbIIl BlJJOMA SIK TaOJIUYHA.

Y _epaghiunomy 300pasiceni 0epesonodionoi cmpykmypu JTOKYMEHTA MNEPIIMH PIBEHb
BKJIIOYA€ PEKBI3UTH, W10 HaJIeXaTh O€3MOCEPEIHBO JTOKYMEHTY, JPYTHil PpPIBEHb-
PEKBI3UTH, MOB’A3aHHI 3 PO3KPUTTIAM IHIIUX PEKBI3UTIB. KIIBKICTH PIBHIB MOXE
30UIBIIIYBATHUCH, @ PEKBI3UTH - 111€ OLbIe TU(EpEeHITIFOBATUCH.




YHi}pikauis i cranaapTusanisi ynpapialHCbKUX JOKYMEHTIB

CrangapramMy BCTAaHOBJICHO, IO YHI(PIKOBAHUW MEPENIK  BUIIB JOKYMEHTIB Mae€
CTBOPIOBATHCS IIUISTXOM 3allOBHEHHS BIINMOBIAHUX YHI(ikoBaHUX dopm, Taki popmu
PO3pOOJIAIOTECS BIAMOBIAHO JI0 3arajbHOi MOJIENl MOOYIOBU JOKYMEHTA, SKOIO
BU3HAYAETHCs (pOopMaT, KOPUCHI IIIONII JJISI PO3MIIICHHS 000B’SI3KOBHX €JIEMCHTIB
Ta oOMexXyBaHHs g OeperiB. Taka mMojenb Ha3UBAETHCS GOPMYJIAPOM-3Pa3KOM
JOKYMEHTa 1 fIBJSAE€ CO00K0 KpeCJeHHH 3 PO3MiYeHUMHM TOPU3OHTAJILHUMMU |
BEPTUKAJIBbHUMMU JIHIAMH, 0 YTBOPIOKTH KOHCTPYKIIHHY CIiTKY.

YuigikoBana cucrema OPJ (YCOPI) - camocridHa cucreMma, SIBJIS€ C000I0
CYKYIHICTh CTAHAAPTIB, IHCTPYKUIA I METOAMYHUX PEKOMEHAALIN II0A0 iX
BHKOPHUCTAHHS, CIPSAMOBAHY Ha BCTAHOBJICHHA OOMEXKEHb i BU3HAYCHHS
BUMOI' 10 MOOyI0BU Ta O(oOpMJIEHHS NEBHOro Buay AokymeHTIiB. YCOP/I
BKJIIOYA€E Takl yHi1(ikoBaHI GOpMH TOKYMEHTIB: aKT, Tpadik BiIMyCTOK, AOMOBIHA
3aMKiCKa, I1HCTPYKI[isA, IIOJIOKEHHS, I[IOCTaHOBa, MpaBWja, HakKa3, MPOTOKOI,
PO3MOPSIKEHHS, PIIICHHS....- BCLOT0 73 yHi(ikoBaH1 GOPMHU JOKYMEHTIB.

* PexkBIBUT - 000B’SI3KOBMU €JIEMEHT YIPABJIHCHKOIO A0KYMEHTA, IO HAJAa€
Homy iHpopManiiHOI MOBHOTH i OPUIUYHOI CHJIN.




* 3akpiluleHHS HABYAJbHOI'0 MaTepiaxy

1 IIlo HazuBaemo cranaapru3anicio? (ye OiIbHICHbL 3 MmO 0OCACHEHHs
ONMUMAIbHO20 CIMYNEHS. BNOPAOKYBAHHA ) NEBHIU 2aly3l WASAXOM  VYCMAHOBIEHHS
NOJNI0JICeHb O/l 3A2dlbHO20 U 0a2amopazo8020 BUKOPUCMAHHS - U000 - PEAIbHO
[CHYIOUUX YU MONCAUBUX 3ABOAHD ).

2 IIlo BKIWO4YAa€E Jep:KkaBHUUM cTaHAAPT? (npasuna, e6umocu, 3a2anbHi
HPUHYUNU YU XAPAKMEPUCUKU, WO CMOCYIOMbCS PIZHUX BUOI8 OIIbHOCMI YU iX
pe3yibmamis i Cnpusiiomsb 00CASHEHHI0 ONMUMANLHO20 CIMYNeHs 8NOPAOKOBAHOCTI
8 NeBHIlU 2any3i).

3 Mera cranmpaprusamii? (npusecmu 00 €0uHo20 cmanoapmy ycro- pooouy
OQOKYMEHMayiro, NPUBUOWUMYU pobomy 3 OOKYMEeHmMAamMu ma RniO8UWUMUL - IX
SKICMb).

. SAKuil OCHOBHMM JOKYMEHT BM3HA4Ya€ BUMOI'HM /10 CTBOPEHHHA, 00POOKH i
puxkopucranusa OPA? (/[epocasnuu cmanoapm Ykpainu 4163-2003 /JlepxaBHa
yHi(DIKOBaHAa cHUCTEeMa JOKyMeHTailli. YHidikoBaHa CHCTEMa OpraHi3aliiHo-
PO3MOPSIAYNX TOKYMEHTAIII. )

5 Ha3BiTh HOPMATHBHI JOKYMEHTH 3i CTaHaapTU3alil: CTaHIAPTU U
TEXHIYH1 YMOBH.
6 SAKy CTpYyKTYpy YHPaBJIIHCHKUX [JOKYMEHTIB MH BHUKOPHUCTOBYEMO?

(JriHIMHA - MoJaHa y BUNISAAl IMOCIIJOBHOTO MEpeiKy 00O0B’SI3KOBHX €JIEMEHTIB-
PEKBI3UTIB, JI€¢ KOXKHUM PEKBIZUT MA€ CB1M MOPSIAKOBUI HOMED)




