Honatok 1

1o [HCTpyKIi 3 11JI0BOJICTBA Ta
JIOKYMEHTYBaHHS YIIPaBJIIHCHKOI 1H(pOopMaItii
B €JIEKTPOHHI# hopmi B MiHiCTEepCTBI
o0oponu Ykpainu Ta ['enepanpsHOMY 1ITa01
30poiinux Cun Ykpainu

(myHKT 3.9 posainy 3, myHKT 5.18 po3ainy 5)

[TPABUJIA
o(opMIIeHHS JOKYMEHTIB, 10 BUTOTOBJISIOTHCS 32 IOTIOMOTOI0 APYKYBAJIBHUX
3ac001B y MiHicTepcTBl 000poHn YKpainu Ta I'eHepaapHOMY mITabi
30poitnux Cun Ykpainu

l. Ins AapykKyBaHHS TEKCTIB CIY>KOOBUX JOKYMEHTIB y MIiHICTepCTBi
oboponn VYkpainu Ta ['enepasbHoMy mTabi 30poitHux Cun  Ykpainu
BUKOPUCTOBYEThCsI  TapHiTypa Times New Roman, wmpudt posmipom
12-14 npykapcbkux MyHKTIB. J[03BOJIIE€TbCS BUKOPUCTOBYBATH HIPUDT PO3IMIPOM
8-12 npykapchKuxX IMyHKTIB i1 ApYKyBaHHS pekBi3UTy ‘“IIpi3Bulile BUKOHABIIA 1
HOMEp Horo TtenedoHy”’, BHHOCOK, TMOSCHIOBAJILHUX HAIMKCIB JI0 OKPEMHX
€JIEMEHTIB TEKCTY JIOKYMEHTa a00 MOro peKBi3UTIB TOIIO.

[lin wac [pyKyBaHHS 3arojIOBKIB JIO3BOJIIETHCS BHUKOPHUCTOBYBATH
HaIIBXUPHUU pUPT (IpssMuUid a0 KypcuB).

2. Tekct nokymeHTiB Ha manepi ¢opmary A4 (210 x 297 mimiMeTpiB)
PEKOMEHJI0BaHO ApyKyBath yepe3 1-1,5 MikpsakoBoro iHTepBaiy, a popmary AS
(148 x 210 minimeTpiB) — yepe3 1 MIKPSAKOBUI IHTEPBAI.

Tekcr mokyMeHTa, mo nomaerbest A0 [Ipe3unenrta Ykpainu, IpyKyeTbCs Ha
narnepi popmaty A4 (210 x 297 miniMeTpiB) 3 BUKOPUCTAHHSIM TapHITYpH Times
New Roman Ta wmpudty po3Mmipom 16 ApykapCcbKuUX IIyHKTIB, 4epes
1,5 MIXKpSIIKOBOTO 1IHTEpBAIY.

TekcT pmokyMmeHTa, IO TIOAAEThCA JUIS JIEP)KABHOI peecTparii 10
MinictepcTBa IOCTHIIIT YKpaiHu, APYKYETHCSA 3 BUKOPUCTAHHSAM MIPUPTY pO3MIpOM
14 npykapCchKuX IMyHKTIB, uepe3 1,5 MIKPAIKOBOTO IHTEpPBAIY.

PexBi3uTu gokymeHTa (KpiM TEKCTY), Kl CKJIaJar0ThCs 3 KUIBKOX PAJKIB,
JIPYKYIOTbCs depe3 | MiKpsiakoBui i1HTepBaid. CKJIagoBI YaCTHUHU PEKBI3UTIB
“Anpecar”, “I'pud 3arBepxerHs”, “I'pud moroKeHHs” B1IOKPEMITIOIOTHCS OJIUH
B1JI OJTHOTO 4epe3 1,5 MIKPSIAKOBOrO 1HTEPBATY.

PexBizuTu JgOKyMEHTa BIJOKPEMJIIOIOTHCS OJWH BIJ OJIHOTO 4Yepes
1,5-3 MIKPSAIKOBHUX 1HTEPBAIH.
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3.Ha3sa BuAy  JOKyYMEHTa  JPYKYETbCS  BEJIMKUMHU  JTepaMu
HAMIBXUPHUAM HIPUGTOM.

. Po3mmm BaHHSA MIAIMCY B PEKBI3UTI amc”’ IPYKYETHCS Ha DIBHI
4 P y y ‘GH 29 y y
OCTAHHBOTO PSIKA Ha3BU MOCAIH.

5. MakcumanbpHa JOBXXKMHA psAKa O0araTOpSJAKOBUX PEKBI3UTIB (KpIiM
PEKBI3UTY TEKCTY) — 73 MiTIIMeTpH (28 IPyKOBAaHUX 3HAKIB).

Akimo 3aroioBok a0 TeKCcTy TmepeBuinye 150 3HakiB (5 psakiB), Horo
JI03BOJIIETHCS TIPOJOBKYBATH JI0 MEXI1 MpaBoro moiist. Kpamka B KiHIII 3aroyioBKa
HE CTaBUTHCSI.

6. Ilig yac odopmiIeHHS TOKYMEHTIB CIIiI JOTPUMYBATHUCS TaKUX BIACTYIIIB
B1JI MEX1 JIIBOTO TOJISI JOKYMEHTA:

125 minimeTpiB — 115 iMEH1 Ta Tpi3BUILA pekBi3uTy “Ilianuc”;

90 MimiMeTpiB — I PEKBI3UTY “Anpecar’;

100 mimimeTpiB — ansa pekBi3uTiB “I'pud 3arBepmxenHs” Tta “Tpud
O0OMEXXEHHS TOCTYMy /10 JOKyMeHTa ;

10 mimiMeTpiB — Juist ab3amiB y Tekcti, a Takox ciiB “CIIYXAJIN”,
“BUCTYIINJIN, “BUPIINIIA”, “YXBAJIMJIN”, “HAKA3VY10”,
“30BbOB’A3VY10”.

7. He poOuThcsa BiJICTYN BIJ MEXI JIIBOTO IOJS JJIsg PeKBi3uTiB “‘JlaTta
JOKyMeHTa”, “3arojoBoK JI0 TEKCTy jaokyMmeHrta”’, “Texctr” (0e3 ab3ailiB),
“BinmiTka TIpo HasBHICTH noaatkiB”, “IIpi3Buine BUKOHABIA 1 HOMEpP HOTO
tenedony”’, “BigmiTka TpoO BHUKOHAHHS JOKYMEHTa 1 HaJACWIAHHA WOro 0
cnpaBu’”’, HaMEHyBaHHs Tocaau y pekpizutax “Ilinmuc” Ta “I'pud nmoromxeHHs”,
3aCBIAYYBAJBHOTO HAmucy ‘“3rifHO 3 OpUTiHAJIOM™ Ta JUIsl MEPUIOr0 PEKBIZUTY
“I'puc 3aTBEepmKEHHS, AKIIO iX Yy JOKYMEHTI /IBa.

8.3a HagBHOCTI KUIBKOX TpHU(]IB 3aTBEPIKEHHS 1 MOTOJKEHHS BOHU
PO3MILIYIOTECS Ha OJJHOMY PiBHI BepTUKaIbHUMM psiakamu. [lepmuii rpud — Bixg
MEX1 JIIBOTO NOJIst; Apyruil — yepe3 104 migimMeTpH BiJ MEX1 JIIBOTO MOJISL.

0. SIkmo B TEKCTI MOKyMEHTa MICTUTBCSI TIOCHJIAHHS Ha JOJAaTKH abo Ha
JIOKYMEHT, 1110 CTaB IiJACTaBOIO JJI oro BuAaHHs, ciioBa “Jlomarok™ 1 “IligcraBa”
JIPYKYIOTBCS  BiA  MeXl JIBOro Tmojisi, a TeKCT [0 HUX — 4epes
1 MDKpSIKOBHI 1HTEpPBAJL.

10. Ilix yac odopmileHHsI TOKYMEHTIB Ha JBOX 1 OUIbllle CTOPIHKAX Apyra
Ta HACTYIHI CTOPIHKM MOBMHHI OyTH IPOHYMEPOBaHi.

Homepu cTOpIHOK CTaBISTBCS TOCEPEAUHI BEPXHBHOTO TIOJS apKyIla
apaOcbkuMu 1dpamMu 0e3 3a3HAaYEHHS CJIOBa “‘CTOpPiIHKA” Ta PO3AUIOBUX 3HAKIB.
[lepmia cTopiHKa HE HYMEPYETHCS.
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11. TekcTr MOKYMEHTIB TOCTIMHOTO 30€piraHHs IPYKYIOTHCS HA OTHOMY
oot apkymia. JIOKyMeHTH HEMOCTIHHOTO 30epiranHas oocsrom Oinbie 20 CTOpiHOK
JIOTIYCKAETHCS APYKYBAaTH Ha JIMIIBOBOMY 1 3BOPOTHOMY OOLll apKyIia, IpH HbOMY
pexBi3uT “Iliqnuc” mnoBuHeH OyTH pO3MIMIEHWH Ha JUILOBOMY, a HE Ha
3BOPOTHOMY OOIli OCTAHHBOTO apKyIlla TOKYMEHTA.

12. TekcT — TOJOBHUM €JIEMEHT JOKYMEHTa, IO MICTUTh CYKYIIHICTb
peueHb (KIIbKOX 4M 0aratbox), MOCTIAOBHO 00’ €IHAHUX 3MICTOM 1 MOOY/I0BaHUX
3a TpaBWJIAMM MEBHOI MOBHOI cucTeMHU. BiH € cmocoOoM BiATBOPEHHS 3B’SI3HOTO
MOBJICHHSI, TOOTO BHUCJIOBIIIOBAHHS, IOB’SI3aHOTO OJIHIEI0 TEMOIO, OCHOBHOIO
JYMKOIO Ta CTPYKTYPOIO.

binpmiicth  TEKCTIB  MOBMHHA  MICTUTH  TaKi  OCHOBHI  JIOT19HO
B32€MO3YMOBJICHI YaCTUHU (€JIEMEHTH):

BCTyIIHA, y SKI 3a3Ha4yarOTh MpPUBIIL Ta O€3MOCEPENHI0 MNPUUYUHY
YKJIaJIeHHS JOKYMEHTa (BKa3yEThCS 1ICTOPISI IUTAHHS);

J0Ka3oBa (OMHCOBA, MOTHBYBaJbHA) — YaCTUHA, Yy SKIA HaBOASTHCS
KOHKpETHI (DaKTH, I0Ka3u, MOSACHEHHs, MIPKYBaHHS, PO3PaxyHKH, MOCHJIAHHS Ta
1HII1 MaTepianu (PO3KPUBAETHCSA CYyTh MUTAHHS, IPOOJIEMH);

3aKiHYEHHS! (BUCHOBKOBA, PE30JIIOTUBHA) — MICTUTh MPOMO3UIIi, PIIIICHHS,
BHUCHOBKH TOIIO ((POpMYITIOETHCS KiHIIEBA META IOKYMEHTA).

3arojioBOK /10 TEKCTY JOKYMEHTa Ma€ MICTUTH TOJIOBHY 1/1€10 TOKYMEHTA,
OyTH JAKOHIYHMM 1 TOYHUM, 3 MAKCHUMAaJIbHOIO TOBHOTOIO PO3KPUBATH 3MICT
JOKYMEHTa. 3arojIoBKM MOYMHAIOTbCS 3 mpuiiMeHHuka “[Ipo”, Hampukian:
PO3MOPSKEHHS, pillieHHs, Haka3 (mpo mo?) “IIpo mpusnauenus”, “Ilpo po3momain
000B’s13kiB”, “IIpo ctaH...”. I1icas 3arojoBKiB KparkKa HE CTaBUTHCSL.

HasiBHICTh THX YM 1HIIMX €JIEMEHTIB TEKCTY, 1X MOCIIOBHICTh 3aJIEKUTh
B1Jl KOHKPETHOT'O JJOKyMEHTa, HOTr0 3MICTY 1 METH.

TexkcT NOKyMEHTa MOBHHEH MICTUTH MOBHY, JAOCTOBIPHY, OO ’€KTHUBHY 1
apryMeHTOBaHy 1H(oOpMaIllito, BUKJIQJACHY YHCTOI (JITEpaTypHOIO) MOBOIO,
HEUTPaJIbHUM TOHOM, CTUCJIO, TPAMOTHO, 3p03yM1JI0, 0€3 MOBTOPEHb (TaBTOJIOTI1)
Ta B)KUBAHHS “3aliBUX’’ CIIB 1 3BOPOTIB, K1 HE HECYTh 3MICTOBOIO HABAHTAXEHHS 1

[13

BUKOpUCTaHI 0€3 TEeBHOI CTWIICTUYHOI MeTH (“BUIbHA BakaHciga’, ‘‘Mos
aBToOiorpadis”, “mos BiIacHa IyMKa”, “BIACHOPYYHUH MIAMKC TOMIO).

TexkcTn CKIagHUX 1 BEIMKHX 32 O0CATOM JOKYMEHTIB (IOJIOKCHHS,
npaBuia, IHCTPYKIIii, OTJISIINA, 3BITH TOIIO) MOIISIOTHCS HA PO3JALUIH, TAPO3ILIH,
NYHKTH, MAMYHKTH. IIyHKTH B TEKCTI HyMepyroThCsl apaOChKUMH HH(ppaMu 3
KpAaIKo0, a MiAMyHKTHA — apaOChbKUMU IUdpamMu 3 Ty>KKO¥O.

Po3ninmn HyMepyroTbcsl pUMCBKMMH IH(paMu, a TaKoX B OKPEMHUX
BUITaJIKaX BOHU MOXKYTb TIOIUIATHCS HA TJIaBH.

dopMa aHKETH BUKOPHUCTOBYETHCS Y pa3i BUKIAACHHS B MUPPOBOMY abo

CJIOBECHOMY BUIJISAI 1H(OpMAIIii TPO OAUH 00’ €KT 3a MEBHUM 00CATOM O3HAK.
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[Tocritinoto iH(OpMAaIi€l0 B aHKETI € Yy3arajdbHEHI O3HAKW, 3a SKUMH
POBOUTHCA OMHC 00’ €KTa, a 3SMIHHOIO — KOHKPETHI XapaKTEPUCTHKH.

Tabnuuna Qopma AOKyMEHTa BHUKOPHUCTOBYETHCS Yy pasl BUKIAICHHS B
mubpoBoMy abo ciloBecCHOMY BHIJSAI i1HGopMalii mpo Kijgbka 00’€KTIB 3a
PSAIOM O3HaK.

3arosioBku rpad TaOIUIl MUIIYTHCSA 3 BEIUKOI JIITEpPH, MiA3arojJOoBKUA — 3
MaJoi JIITepH, SKIO BOHU CTAHOBIISATh OJHE I[1JI€ 3 3ar0JIOBKOM, 1 3 BEJIMKOT — SIKIIIO
MiJ3ar0JIOBOK Ma€e caMocCTiiiHe 3HavyeHHs. Kpamku B KiHII 3arojioBKiB 1
M1J[3aroJIOBKIB rpad) HE CTaBIATHCA. 3arojOBKM 1 MiA3arojioBKU rpad Ta psAKiB
TaOJIUIll MOBUHHI OyTH BHKJAJeHI IMCHHUKOM y Ha3UBHOMY BIJIMIHKY OJHUHU. Y
3arojIOBKax 1 MIA3aroioBKax psAakiB 1 Tpad TaONMIN BXKWUBAIOTHCS JIMILE
3araJlbHONPUUHATI YMOBHI ITO3HAYEHHS 1 CKOPOUCHHS.

I'padpu Tabami, sIKi pO3MILIYIOTHCS HA KUIBKOX CTOPIHKAaX, HyMEpPYIOThCS.
Ha npyriii Ta HACTymHUX CTOPIHKax TaOJIMIIl 3a3HAYAIOTHCS HOMEPH rpad, a TaKOXK
y BEpXHbOMY MPaBOMY KyT1 — ciioBa “IIpoioBaxkeHHs JogaTka’.

VYkiagarouu TEKCT, Cil TOTPUMYBATHCh IEBHUX TEXHIYHUX BUMOT 1 JIOT1KH
HOoro BUKIAAy, HEBUKOHAHHS SIKUX CTa€ MPUYMHOIO HANOUTBII MOIIUPEHUX
NOMMJIOK 1 HETOUHOCTEM:

Ha OJIaHKY JIPYKY€TbCsl TUIBKHM TIEpIlia CTOpiHKa, a Jpyra il HacCTYIHI — Ha
YUCTUX apKyIllIaX OJHAKOBOTO 13 OJIAHKOM pO3Mipy, KOJIbOPY U TaTyHKY;

AKIIO TEKCT 3ailMae HE OJHYy CTOPIHKY, TO Ha JAPYry CTOPIHKY MIAMNHC
Ci1y00B0i 0coOu (KepiBHMKA) MOKHA TEPEHOCUTH JIMIIIE 32 YMOBH HasiBHOCTI Ha
HI/ HEe MEHIIIE IBOX PSI/IKIB TEKCTY;

He O0a)KaHO TaKOXX Ha APYTy CTOPIHKY MEPEHOCUTH OAHMH PSAOK TEKCTY Ur
CJIOBO BiJ MOMEpPEIHbOro ab3aily; He Oa)kaHO TMOYMHATH OJIUH PSAJOK HOBOTO
ab3ally Ha CTOpIHIN, WII0 3aKiHYY€TbCs, Kpalle I[o4YaTd HOBUM ab3all Ha
HACTYMHIN CTOPIHIII.
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