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I. General provisions

1. The Instruction on Records Management of International European University
(hereinafter — the University) is based on the Common Instruction on Records
Management at ministries, other central and local government bodies approved by the
Decree of the Cabinet of Ministers of Ukraine dd. January 17, 2018, No. 55 (amended),
as well as regulations and national standards on organizational and executive
documentation.

2. This Instruction stipulates the requirements concerning documentation of
management information and organization of document operations designed in a paper
form at the University; stipulates general provisions for functioning of records
management units at the institution, requirements for documentation of management
information and organization of document operations regardless of the way of recording
and reproduction of information included in documents.

Provisions of this Instruction are applied only in case of the availability of the
grounds stipulated by the law and the act of the Cabinet of Ministers of Ukraine, which
are defined by documents in a paper form appropriate for creation and/or processing by
institutions.

3. A procedure of implementing records management containing classified
information at the request of citizens, information requests, are defined by individual
regulatory legal acts and cannot be regulated by this Instruction.

Key powers of structural records management units at universities are implemented
in an electronic form, on electronic media, and defined by the Common Instruction on
Records Management on management information in an electronic form and organization
of e-document operations in records management, interdepartmental exchange, approved
by the Decree of the Cabinet of Ministers of Ukraine dd. January 17, 2018, No. 55.

4. The same document flow in an electronic and paper form is not allowed.

5. Organization of records management at the University according to the state
standards and this Instruction is laid upon the Department of Organizational and
Administrative Work.

6. Liability for records management organization at institutes and structural units
of the University, compliance with the rules of this Instruction by all employees of
institutes and structural units, as well as saving of documents since their creation or
receiving and until sending or transferring to the University archives are laid upon
directors of institutes and heads of structural units.

Records management at institutes and structural units of the University is laid upon
one or several employees of the institute, structural unit, according to their functional
obligations.

Directors of institutes and heads of structural units of the University shall duly
inform the University’s Department of Organizational and Administrative Work of
changes in the personal team of employees responsible for records management.

7. Records management organization at the University is laid upon the Department
of Organizational and Administrative Work.
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A form of records management at the University is decentralized, which means the
registration of individual types of correspondence and its sending both at the Department
of Organizational and Administrative Work and structural units of the University.

8. Records management organization in a paper form at structural units of the
University is laid upon a specially appointed person.

I1. Management information documentation

General requirements for document creation

9. Management information documentation implies the creation of documents
recording information about management actions in compliance with the specified rules
(annex 1).

10. Preparing organizational and administrative documents in a paper form,
University employees draw up them taking into account the requirements of DSTU
(National Standards of Ukraine) 4163-2020.

11. The right to issue, sign, approve and adopt documents is regulated by the
University Statute, provisions for the institute and provisions for structural units of the
University, as well as job instructions of employees.

The reason for creating documents at the University is the necessity for verifying
the availability and content of management actions, information transfer, storage and use
within a certain time or constantly.

12. The University specifies a package of documents stipulated by the File Register
required and sufficient to document information about its activity.

Collaborative documents can be drawn up regarding mutual interest issues and
matters belonging to the competence of other institutions.

13. Selection of a document type designed for management information
documentation (order, decree, resolution, protocol, etc.) is defined by the legal status of
the University, competence of a designated person and a procedure of management
decision making (on grounds of individual responsibility or collective character).

14. Management documentation classes are defined according to the State
Classifier of Administrative Records (NC 010:2021; hereinafter referred to as NC).

15. The document shall contain obligatory details corresponding to a certain type
and placed in the prescribed manner, namely: University name — document author, name
of the document type (except for letters), date, reference number, text title, text, signature.

While preparing and drawing up documents, one can use not only obligatory but
also other details if it corresponds to the document purpose or the way of its processing.

16. To increase the efficiency and rapidity of records management organization,
similar documents in terms of content can be unified by developing conventional texts
putting into the collection (aloum) of unified (standard) forms of University documents.

17. The University carries out records management in a state language. Documents
are drawn up in a state language, except for cases specified by the language legislation of
Ukraine.
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Documents sent to foreign addressees are drawn up in a state language, or in a
language of the addressee state or one of the international languages.

18. Particular internal documents (applications, explanatory notes, reports, etc.)
designed by public officials or other physical entities are allowed to be drawn up in a
written manner.

Document forms

19. Organizational and administrative documents, which written processing is
specified according to the Instruction on Records Management in an electronic form and
which are not copies of documents created in an electronic form, are drawn up on forms
produced in accordance with the Instruction requirements.

Forms are made on sheets of A4 (210x 297 millimeters) and AS
(210 x 148 millimeters). It is allowed to use sheets of A3 (297 x 420 millimeters) to draw
up documents in a tabular form.

Document forms shall include the following fields (figures are given in

millimeters):
— 30 — left;
— 10 —right;

— 20 — upper and lower.

20. Types of document forms can be defined by the Instruction on Records
Management in an electronic form.

21. The University uses the following document forms:

— letter forms (annexes 2 and 3);

— a form of particular document type (specifying the name of document type on

the form) (annex 4).

The University can use document forms of both the institution and structural units
if the unit head has the right to sign documents within his/her power.

22. Document forms can be produced at the printing house on high-quality white
paper by rich color paints (paper forms).

23. Some internal documents (applications by employees, reports, certificates, etc.)
and documents created on behalf of several institutions are not drawn up on forms.

Codes

24. The University Code is set in accordance with the Unified State Register of
Enterprises and Organizations of Ukraine (EDRPOU). The specified code is placed after
the section “Reference data on the institution”.

25. The code of the unified document form (if any) is placed according to NC above
the name of the document type.

A decision regarding the necessity to record the code of the unified document form
is approved by the University Rector individually in terms of each document form.

University name
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26. The name of the University as the author of the document shall correspond to
the name specified in the Statute. The short name of the University is used when it is
officially recorded in the given documents. The short name without the full one is
allowed.

The name of the top-level institution is specified in short or in full if the officially
recognized short name is absent.

The name of University’s subsidiary, territorial department and structural unit is
specified when it is referred to the document author and placed below the University
name.

Reference data on the University
27. Reference data on the University contains a postal address, phone numbers,
telefax numbers, email address, official website address, etc. Reference data is placed
below the name of the University or structural unit.
Postal address details are specified in the following sequence: name of the street,
house number, name of the city/town, district, region, postal code.

Name of the document type
28. The name of the document type (order, decree, administrative note, report, etc.)
is specified on the form and shall correspond to names stipulated by NC.

Document date

29. The document date is a date of its registration. The date is specified by Arabic
figures in one line in the following sequence: month, day, year. The date is specified in a
verbal and digital way. In case of specifying the date in a digital way, the day and month
are given in two pairs of figures separated by dot; the year by four figures without a dot
at the end. For example: 02.12.2024.

Regulatory legal acts as well as references to them and documents containing
financial information apply a verbal and digital way of date indication, for example:
December 2, 2024.

If a document is not drawn up on the form, the date is specified below the signature
on the left. The document date is specified by a designated person that signs or approves
it.

All official notes on documents related to their approval and execution (resolutions,
approvals, visas, notes on document execution and its submission to the case) are subject
to statutory dating and signing.

A document issued by two or more institutions specifies a single date
corresponding to the date of the latest signature.

Registration number
30. Indexing of documents implies providing them with identifiers — indices given
to document during their registration.
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Documents are registered within structural units depending on their name, type,
author and content. Rector’s orders on core activity, hiring, transferring, firing,
encouragement and secondary employment of personnel are registered individually; as
well as on imposing penalties on employees, business trip; decisions by the Academic
Council, inspection reports on financial and economic activities, accounting records,
material and technical supply applications, etc.

When registering, an outgoing letter is provided with a registration number that
consists of an index of the structural unit registering the document, a number in the
outgoing correspondence log and file register correspondent’s index.

Example:

43/01-10,

where 01 means an index of University’s structural unit;

43 —a number in the outgoing correspondence log;

10 — correspondent’s index due to the File Register.

To differentiate document groups, the registration number can be supplemented
with a note consisting of letters, for example: 15-confidential to mark documents for
official use only.

University’s structural units can use indexing of outgoing documents according to
the File Register of definite structural unit.

Document reference
31. The reference in the document text to the document that requires the response
or which execution is based on this document is given in the following sequence: name
of the document type, name of the institution — document author, date and registration
number, brief content of the document.

Place of issue or publication
32. Information about the place of issue or publication is specified in all documents,
except for letters. Specified information is drawn up according to the territorial division
of Ukraine. If information about the geographical place of creation is included in the name
of the institution, this detail is not specified.

Addressee and personal address
33. Documents are addressed to the institution, its structural units, or particular
designated person. If the document is addressed to the institution or structural unit without
specifying a designated person, their names are given in a nominative case, for example:

Principal Medical Authority

If a document is sent to the designated person, the name of the institution is given
In a nominative case while the position and full name follow the preposition ‘to’, for
example:
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The Ministry of Industrial Policy of Ukraine
Administrative Department

To the chief specialist

Full name

If the document is addressed to the head or deputy head of the institution, the name
of the institution is included in the name of addressee’s position after the preposition ‘to’,
for example:

To the head of the State customs service
Full name

The ‘Addressee’ section can contain an honorary title and an academic degree.
If the document is addressed to several homogeneous organizations (institutions),
the addressee shall be specified collectively, for example:

To heads of education authorities
of regional public administrations

The document shall not contain more than four addressees. The word ‘copy’ before
the second — four addressees is not required. If the document is sent to more than four
addressees, one shall prepare a list of sending on a separate sheet of paper, specifying
only one addressee on each document.

The ‘Addressee’ section can contain the address. A procedure and form of
specifying information about the institution address shall comply with the Rules of
provision of services of mail service approved by the Resolution of the Cabinet of
Ministers of Ukraine dd. March 5, 2009, No. 270 (Official Gazette of Ukraine, 2009, No.
23, article 750). The full address is specified in case of sending document to one-time
correspondents, for example:

Archives of Ukraine Publishing Office
24 Solomianska st., Kyiv, 03110

If the document is sent to a physical entity, one shall initially specify the full name
and then the postal address, for example:

Vasyl Ivanov
20 Lisova st., Apt. 14. Kyiv, 01001

If the document is sent to legislative and executive authorities, permanent
correspondents, their postal address is not specified in documents.
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If the document is addressed to a particular person, the letter can include a personal
address in a vocative case below the ‘Addressee’ section:

Mr. (Ms.) Name

or

Mr. (Ms.) Surname
or

Mr. (Ms.) position or title
or

Ladies and gentlemen
For example:

Mr. Oleksii

Ms. lvanenko

Ms. Director

Mr. Colonel

If necessary, one can use the word ‘Dear’ before ‘Mr./Ms./Ladies and gentlemen’,
for example:

Dear Ms. Kovalska
Dear Mr. Yurii

Stamp of document approval

34. The document can be approved by the University’s administrative document
or, in cases stipulated in annex 25, by the designated person (designated persons) whose
powers include issues specified in this document. Regulatory legal acts (provisions,
instructions, rules, procedures, etc.) are approved by the order of the University rector.

The document, which is not a copy of the document created in an electronic form,
can be approved by a particular designated person. In this case, the stamp of approval
consists of the word “APPROVED BY”, the name of position, signature, the full name of
the person approving the document, the date of approval. For example:

APPROVED BY
Rector of International
European University
signature, full name
April 1, 2024

If the document is approved by the decree, resolution, order, or regulation, the
stamp of approval consists of the word “APPROVED BY”, the name of document type
approving the document, specifying its date and number. For example:
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APPROVED BY

Order by Rector of International
European University

April 1, 2024, No. 15

The stamp of approval is placed in the right upper corner on the first document
page.

If the document is approved by several designated persons, the stamp of approval
is placed at the same level.

Resolution

35. Resolution is the main form of administrative order accomplishment, which
means the definition of a particular task, determination of its subject matter, purpose,
period and person to be liable for its fulfillment. The resolution is implemented as an
inscription on the document.

The resolution shall consist of the following aspects: full name of the contractor
(contractors), content of the order, execution period, personal signature of the rector
(deputy rector, vice-rector, head of the structural unit), date.

If the order is given to several designated persons, a person mentioned first is
considered the chief executor with the right to convene other executors.

Creation of non-specific (‘to speed up’, ‘to improve’, ‘to activate’, ‘to pay attention
to’, etc.) resolutions in terms of content is not allowed.

The resolution specifies the executor, resolution author’s signature and the date on
documents with the execution period, which do not require additional instructions.

The resolution is put down directly on the document below the ‘Addressee’ section
parallelly to the main text. If there is not enough space for the resolution, it can be put
down on a free place in the upper part of the document on the first page at the front, but
not on the document field designed for filing.

Brief content of the document

36. The text title (summary) of the document shall contain the document extract.
The text title of the document (summary), which volume exceeds 150 symbols (five
lines), can be extended up to the right margin. The title does not require a dot at the end.

The title (summary) shall answer the following questions: what of? what about? of
whom? For example: an order (what of) on granting vacation; a letter (what about) about
meeting organization; a protocol (what of?) of the examination board meeting; a job
instruction (of whom?) of the chief specialist.

Cover letters, reports and administrative notes are allowed without a title.

Control note
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37. The control note means that the document is taken under control to provide its
high-quality fulfilment within the prescribed time limits.

The control note is accompanied by the letter ‘C’ or the word ‘Control’ (in
handwriting or using the stamp) on the left margin on the first document page at the title
level.

Document text

38. The document text contains information it is aimed at. Information shall be
provided briefly, correctly, transparently and fairly. The document shall not contain
repeats as well as senseless words and constructions. Documents shall be drawn up in a
business style characterized by a neutral tone of narration lacking of imagery,
emotionality and individual author’s features.

The document text is drawn up as a complete connected text, application form,
table, or by combining these forms.

The complete connected text of the document shall contain grammatically and
logically stipulated information about administrative actions. Such a form of the
document text is used while developing provisions, orders, rules, administrative
documents and letters.

The complete connected text generally consists of two parts. The first
(introductory) part specifies grounds, motivation or purpose of the document while the
second (concluding) part includes conclusion, offers, solutions and requests. Sometimes
the document can contain the rational reasoning the institution’s approach after the
introductory part.

The text of the document prepared according to documents of other institutions or
previously issued documents specifies their details in the following sequence: name of
the document, name of the institution — document author, date, registration number, text
title.

Texts of complex and large documents (provisions, rules, regulations, instructions,
reviews, reports, etc.) are divided into sections, subsections, paragraphs, subparagraphs.
Paragraphs in the text are numbered by Arabic figures with a dot and subparagraphs by
Arabic figures with a bracket.

Sometimes sections can be divided into chapters and numerated by Roman figures.

39. An application form is used to provide information about one object in terms
of the certain list of features in a digital or verbal way. Permanent information in the form
means general names of features used to describe the object; changeable information
includes particular characteristics.

40. A tabular form of the document is used to provide information about several
objects in terms of the certain list of features in a digital or verbal way. Titles of table
columns are written with a capital letter while subtitles are written with a small letter if
they are integral with the title, or with a capital letter if the subtitle has an independent
meaning. Dots are not required at the end of column titles and subtitles. Titles and
subtitles of table columns and lines shall be given in nominative singular. Titles and
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subtitles of table columns and lines shall contain only common conventions and
abbreviations. Table columns placed on several pages are numerated. The second and
next pages of the table specify column numbers and the phrase ‘Continuation of annex’
in the right upper corner.

Notes of annexes

41. Annexes to documents, except for annexes to cover letters, are aimed at
supplementing and explaining certain document issues or the document in general.

42. There are the following annexes to documents:

— annexes approved by administrative documents (provisions, instructions, rules,

procedures, etc.);

— annexes that supplement and/or clarify the content of the main document;

— annexes sent with the cover letter.

The main document text shall include the following note of annexes: ‘annexed’,
‘according to the annex’, ‘(annex 1)’, ‘according to the annex 2’, or ‘(see annex 3)’.

43. Annexes are drawn up on standards sheets of paper. The second and next pages
of the annex shall include the following note: ‘Continuation of annex’, ‘Continuation of
annex 1°.

Annexes to provisions, rules and instructions shall put the note in the upper right
corner on the first page of the annex, containing the annex number, the title of the
regulatory legal act and the reference to the corresponding structural unit.

Pages of each annex have their own numbering. A hyphen shall be put at the end
of the annex to identify its completion.

If there are several annexes, they are indicated by sequence numbers, for example:
annex1, annex 2. The symbol ‘No.’ is not required before numeration.

All annexes to documents are approved by the document’s author and the head of
the structural unit where it is developed.

Regulatory annexes (provisions, instructions, rules, procedures, etc.) approved by
administrative documents are signed by heads of University’s structural units on the front
of the annex end sheet.

If annexes are sent with the cover letter, the note of annexes is placed after the letter
text before signature.

If the document has the annex, which full name is given in its text, the note of this
annex shall be drawn up as follows:

Annex: on 7 pages, in 2 copies
If the document has annexes, which full name is not given in the text, they shall be
listed after the text, specifying the amount of pages in each annex and the amount of their

copies, for example:

Annexes: 1. Certificate of accomplishment of the unloading work plan for the first quarter
11
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of 2017 on 5 papers, in 1 copy
2. Repair activity schedule for the first quarter of 2010 on 3 papers, in 1 copy

If the document is supplemented with the other document including annexes, the
note of the annex shall be drawn up as follows:

Annex: letter by the State Archival Service of Ukraine dd. September 20, 2018
No. 595/04-12 and its annex, totally on 20 pages, in 1 copy

44. 1f the document contains more than ten annexes, one shall prepare a description
with the following note in the document:

Annex: according to the description on 3 pages

If the annex is sent not to all addresses specified in the document, the note of the
document shall be prepared as follows:

Annex: on 5 pages, in 2 copies, to the first address

Signature

45. Designated persons sign documents within their powers stipulated by
legislative acts and other regulatory legal acts in accordance with the Instruction on
Records Management of the University. A procedure of document signing by other
persons, when the University rector and designated persons authorized to sign them are
absent, is defined by the order (decree) of the University rector.

Introduction of any amendments and additions to signed documents is not allowed.

46. The signature consists of the position of a person signing the document (full
name if the document is drawn up not on the application form; short name if the document
Is printed on the application form), personal signature, own full name, for example:

Rector of International

European University signature Full name
or

Rector signature Full name

47. If the document is sent to several institutions, one shall sign only the original
remaining at the University — the author of such document, and its copies verified by the
general department are sent at sites.

48. Documents are generally signed by one designated person, or by two or more
designated persons when several persons are liable for document content (acts, financial
documents, etc.). Signatures of designated persons are placed one below the other
according to their subordination. For example:
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Rector signature Full name
Chief accountant signature Full name

49. If the collaborative document is signed by several persons occupying the same
positions, their signatures are placed at the same level and sealed by institutions, for
example:

Minister of Justice Minister of Finance
signature full name signature full name
official seal official seal

Documents of collegiate authorities are signed by the head and secretary of the
collegiate authority, for example:

Head of the committee signature Full name

Secretary of the committee signature Full name

50. If the designated person whose position and full name are specified on the draft
document is absent, it is signed by a person fulfilling his/her duties or his/her deputy. In
this case, one shall obligatory specify an actual position, full name of the person signing
the document while amendments are introduced in handwriting by the person signing the
document. One shall not use a preposition ‘for’ or a right-hand slash sign before the
position name while signing the document. If the head is replaced according to the order,
the position name follows a word ‘deputy’.

51. A facsimile signature of the designated person on documents is not allowed.

Visas and stamp of paper document approval

52. Document approval at the request can be implemented both at the University
(internal) and beyond its limits by other involved institutions (external).

53. Internal approval of the document is prepared by issuing a visa. The visa
includes a personal signature, full name of a person vising the document, the vising date
specifying the position name of this person as needed.

54. The visa is put on the front of the end sheet of the draft document, or on the
reverse side of the end sheet if there is not enough space on the front. Visas are put on
paper copies of documents created in case of reasons proved justified for the University
to create paper documents, and they remain at the University.

55. Comments and suggestions regarding the draft document are specified on a
separate paper with a corresponding note being made on the draft document:

Head of the legal department
Date signature Full name
Comments and suggestions are added
13
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56. A vising procedure is defined in the Instruction.

57. If the document is vised by several persons, these persons are liable for its
content within their competence.

58. The external approval of paper draft documents is prepared by putting the stamp
of approval, specifying the word ‘APPROVED”’, position and institution name, personal
signage of the designated person verified by the official seal, full name, date and name of
the confirmation document, its date and number (index), for example:

APPROVED BY

Position signature Full name
Date

APPROVED BY

Meeting minutes

Date No.

59. The stamp of approval is put below the signage on the last page of the draft
document.
60. If the document content is referred to more than three institutions, one draws

up an approval sheet specified in the document in the place of the approval stamp, for
example:

The approval sheet is added.

61. The approval sheet is drawn up on the front and, if necessary, on the reverse
side of one sheet in the following form:

APPROVAL SHEET

Draft document name

Position signature Full name
Date

62. The external approval if proved necessary by the legislation is implemented in
the following sequence: institutions of the same name and other institutions, public
organizations; state control bodies engaged in a certain field; top level institutions.

Seal impression
63. The corporate seal approves the signage on application forms recording the fact
of spending funds, material values and on documents verifying the rights of citizens and
legal entities.
The corporate seal is also put on University provisions (statutes), agreements,
certificates, decrees.
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The list of other documents to be affixed by the corporate seal is defined by orders
of the University rector (annex 5).

64. An additional seal reproducing the name of the University or its structural units
IS put on document copies sent to other institutions and on multiplied copies of
administrative documents in case of distribution.

The seal impression shall cover the last several letters of the position name of the
person signing the document, but not the designated person’s signature, or it is put on a
special place marked ‘L.S.’.

65. The rector’s order (decree) defines an application procedure and storage
location of the corporate seal, a designated person liable for its storage (annex 23), as well
as a list of persons whose signatures are affixed by the corporate seal (annex 24).

Note of document copy verification

66. The University can verify only copies of documents created there, except for
cases of creating paper copies of electronic documents received by the University via the
electronic interaction system.

When preparing documents for judicial bodies to resolve issues regarding
employment and education of citizens, verification of their labor, housing and other rights
in relations with the University, as well as to form employee's personal files, University’s
structural units can produce copies of documents issued by other institutions (copies of
diplomas, education certificates, etc.).

The note ‘Copy’ is put in the right upper corner of the first page of the paper
document.

A procedure of creating paper copies of electronic documents is defined by the
Instruction on Records Management.

67. The note of paper document copy verification consists of the phrase ‘In
accordance with the original’, position name, personal signature of a person verifying the
copy, personal full name and date of copy verification. It is put below the document
section ‘Signature’, for example:

In accordance with the original
Head of the Department signature Full name
Date

If document copies are sent via the electronic interaction system or sent to several
addresses (of mailing), or in other cases stipulated by the Instruction of Records
Management at the University, verification of paper document copies in a paper form is
conducted in accordance with the Instruction of Records Management in an electronic
form.

68. The note of paper copy verification is affixed by the seal specifying the
University name or the seal of the structural unit (personnel management service, human
resources department, accounting department, etc.) of the University.
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69. Copies of paper documents subject to seizure specify the position name of a
person verifying the copy, his/her personal signature, verification date and seal
impression of the records management department, for example:

In accordance with the original

Head of the Department signature Full name
seal impression
Date

70. Copies of outgoing documents remaining at University records shall contain
visas of designated persons that have agreed them in accordance with the Instruction on
Records Management at the University.

71. The document copy shall correspond to the original.

BinmiTKu npo cTBOpeHHsI, BAKOHAHHS IOKYMEHTA
71. Tlpi3Buiie npaiiBHUKA, KU CTBOPUB JOKYMEHT, 1 HOMEpP HOTo CIy*)OO0BOTO
TeneoHy 3a3HAYaIOThCsl HA JUI[LOBOMY OOIll B HUKHBOMY JIIBOMY KYTKY OCTaHHBOTO
apKylia JJOKyMEHTa, HalpuKJIaj:

Onena I[lempenxo 256-23-12
CriajieHHs 1eIKAX BUIIB IOKYMEHTIiB

Haka3u (po3nopaoicenns)

72. Haka3zu (po3mOpsUDKEHHS) YHIBEPCUTETY BHJIAIOTBCS  SIK  PIIICHHS
OpraHi3aIiifHO-pO3MOPSATIOr0 YU HOPMATUBHO-TIPABOBOTO XapakTepy. 3a 3MICTOM
yIOpaBIIHCHKOT i1 Haka3W BUIAIOTBCSA IIOAO0 OCHOBHOI JJiSTIBHOCTI YHIBEPCHUTETY,
aMIHICTPATUBHO-TOCIIOAAPCHKUX a00 KaJIpOBUX MTUTAHb.

73. BigmosigHo o Ilepemiky THIMOBHX JOKYMEHTIB, IO CTBOPIOIOTHCS ITiJT 4Yac
TISUTHHOCTI ICP’KaBHUX OPTaHiB Ta OPTaHiB MICIIEBOTO CAMOBPSTyBaHHS, IHIIUX YCTaHOB,
MIANPUEMCTB Ta OpraHizaiii, 13 3a3HAa4eHHSM CTPOKiB 30epiraHHs JOKYMEHTIB,
3arBepkeHoro Haka3zom MinictepeTBa roctuiiii Ykpainu Big 12.04.2012 Ne 578/5,
3apeecTpoBaHoro B MinicTepcTsi roctuiii Yipaiau 17 kBitHs 2012 p. 3a Ne 571/20884,
i3 3MiHamMu, BHeceHMMH 3rigHo 3 Hakazom MinicteperBa roctuitii Ne 400/5 Big
07.03.2013 p. (mami — [Tepenik THIOBUX TOKYMEHTIB), 32 3MICTOM, CTPOKaMH 30epiraHHs
Ta HamnpsAMKaMH AISUTBHOCTI YHIBEPCUTETY, PEKTOPOM YHIBEPCUTETY BHUJIAIOTHCA TaKi
HaKa3u:

— II0JI0 OCHOBHOT JisSJIbHOCTI;

— WI0JI0 O0COOOBOIr0 CKJIaAy CHIBPOOITHHUKIB (MPO NPUHHATTS Ha poOOTY,
MepeBeCHHS, CTAXKYBaHHS, 3BUTbHEHHS, 3a0X0UCHHS, CTSTHEHHSI TOIIO);

— 1110J10 0COOOBOTO CKJIaAy CTYACHTIB (3apaxyBaHHsI, IEPEBEACHHS, BIIpaxyBaHHs,
MIOHOBJICHHSI, JIOIYCK J0 €K3aMEHIB TOIIO);
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— 1110J10 0COOOBOT0 CKJIaAy acMipaHTiB, JOKTOPAHTIB;

— W00 BIAPSAKEHHS CMIBPOOITHUKIB, HAINIPAaBJICHHS JOKTOPAHTIB, ACIHIPaHTIB,
CTYJICHTIB.

[Ipoextu HakaziB (pO3MOPSKEHb) 3 OCHOBHOI JISJIBHOCTI PO3POOJISIOTHCS
(dakynbTeTaMH, IHCTUTYTaMH, CTPYKTYpPHUMHU NIAPO3JLIaMU  YHIBEPCUTETY 3a
JTOPYYEHHSIM KEPIBHUIITBA a00 3a BIACHOIO 1HIIIaTUBOIO.

[TpoekTn Haka3ziB (pO3MOPSIIKEHb) 3 OCHOBHOI JISJIBHOCTI, aaMiHICTPATHBHO-
TOCIIOAAPChKUX THUTaHb TOTYIOTHCS 1 TMOJMAIOTHCS CTPYKTYPHUMH MIAPO3JLIaMHU 3a
JIOpYYCHHSIM peKTopa (TpopeKTopa) YHIBEPCUTETY UM 3a BIACHOIO iHII[1aTHBOIO.

[IpoexTu Haka3iB 3 KaapoBUX MHUTaHb (0COOOBOTO CKiIaay) (Mpo MPUUHATTS Ha
poOOTY, 3BUTbHEHHS, HAIaHHS BIJIITYCTOK TOILO) TOTY€ BT KaAPiB CAY>KOU yIPaBIIHHS
NEepPCOHAJIOM Ha MIACTaBl CIYKOOBUX 3alMCOK KEPIBHUKIB CTPYKTYPHHUX MIAPO3LIIB,
KOHKYPCHHUX JIOKYMEHTIB (3asB, MPOTOKOJIIB Ta PillIEHb aT€CTALIMHOI YU 1HIIOT KOMICI),
3asiB PAIIBHUKIB, TPYJAOBHUX JOTOBOPIB Ta 1HIIKUX JOKYMEHTIB.

74. TIpoekTn HaKa3iB (PO3MOPSAKEHB) 3 OCHOBHOI JISUTBHOCTI, aIMiHICTPATUBHO-
rocrnoAapchbKuX MUTaHb Yy pasi ixX MiAroTyBaHHS B ManepoBiil popmi Ta H0JaTKU 10 HUX
BI3YIOTBCS KEPIBHUKOM CTPYKTYPHOTO MiAPO3LTY, B IKOMY HOTO CTBOPEHO, TTOCAIOBUMH
oco0amH, sIKi BU3HA4YEH1 Y TIPOEKTI JOKYMEHTA SIK BUKOHABII1 3aBJlaHb, 110 MICTATHCS B
HbOMY, THIIUMH ITOCATIOBUMHU 0CO0aMHU, SIKMX CTOCYEThCS JOKYMEHT (101aTOK 6).

[Ipoext Haka3iB 3 KaapoBUX THUTaHb (0COOOBOTO CKJIaAy) BIZYHOTHCS
IPaIiBHUKOM BIJIIUTY KaapiB, KU CTBOPHUB JTOKYMEHT, Ta HOr0o KEpPIBHUKOM, a TaKOXK,
3aJIe’KHO BiJ] BUJIIB HaKa3iB, TOJIOBHUM OyXTajaTepoM Ta IHIIMMH MOCaTOBUMHU 0COOaMHU,
SAKUX CTOCY€ETHCS JIOKYMEHT.

VY pa3i HEoOXITHOCTI OIIHIOBAaHHSA 3MICTY Ta JMAOIUIBHOCTI BHJJIaHHS HaKa3y
(po3mOpsIKEHHS ) 3MIMCHIOETHCS] 30BHIIITHE MTOTOJKCHHS MPOEKTY TIOKYMEHTA 3 THIITUMU
3alHTEPECOBAaHUMHU YCTAaHOBAMHU.

75. YIIOBHOBa)XXEHOIO OCO0OI0 IOPUIWYHOTO BIIALTy OOOB’S3KOBO BIZYHOTHCS
MPOEKTH HaKa3iB HOPMATHUBHO-TIPABOBOTO XapakTepy, a TaKOX HaKa3u 3 KaJpPOBUX
MMTaHb (0COOOBOTO CKIIANY).

76. SIk10 B mIpolieci MOTOKEHHS 10 MMPOEKTY HaKa3y (PO3MOPSIHKEHH ) BHOCSATHCSA
3MiHH, BiH MiJIITa€ IIOBTOPHOMY HOTOKEHHIO (BI3YBaHHIO).

77. Haka3m (pO3NOPSKEHHS) MIANHUCYIOThCS PEKTOPOM YHIBEpCUTETY abo
MIPOPEKTOPOM 3 TUTaHb, IO HaJEKaTh JIO HOro KOMIeETeHIii. Y pa3i BIACYTHOCTI
BIJIMOBITHOTO KePiBHUKA HAKa3U (PO3MOPSKEHHS) MAMHUCYIOTHCS TTOCAI0BOIO0 0CO00T0,
SIKa BUKOHY€E MOr0 000B’ A3KH.

78. Haka3u (po3mopsiKeHHs ), SIKi € HOpMATUBHO-TIPABOBUMU aKTaMU, HAOMPAIOThH
YUHHOCTI 3 JHS IX peecTpallii, SKIIO I1HIIE HE BCTAHOBICHO TAaKWMH HaKa3aMH
(po3nopsIKEHHSIMU ), aJle HE paHillie AHS iX peecTpalii.

79. Haka3s (po3nopsimxeHHs ) 0pOpMITIOEThCS Ha OJTaHKY Haka3y (PO3MOPSIKSHHS).
3MicT Haka3y (PO3MOPSKEHHS) KOPOTKO BUKJIATAETHCS B 3aT0JIOBKY, KM MIOYMHAETHCS
3 npuiiMmeHHuKa «IIpo» 1 cKilaiaeTbest 3a JOMOMOTOI0 BifjieciiBHOro iMmeHHuka («IIpo
3aTBepaKeHHs...», «lIpo BBemeHHs...», «lIpo cTBopeHHs...») abo imeHHuKa («IIpo
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micyMKH...», «IIpo 3axoam...»).

80. Tekct Hakazy (PO3MOPSIHKEHHS) 3 MUTaHb OCHOBHOT IISUTLHOCTI Y HIBEPCUTETY
Ta aJIMIHICTPATUBHO-TOCIIOAAPCHKUX MUTAHb CKIIAJIA€THCA 3 MpeamMOyiau ¥ po3nopsiadoi
YaCTHHHU.

81. V mpeamOyni 3a3HayaroTbCs MIACTaBa, OOIPYHTYyBaHHS ab0 MeTa BHJIaHHS
Haka3y. 3a3Hau€Ha 4YacTHHA MOYMHAETHCA 13 ciB «Ha BUKOHAHHA», «3 METOI0» TOIIO.
SIKI0 TOKYMEHT BUAAETHCS Ha MIJCTaBl IHIIOTO PO3MOPSIYOro JTOKYMEHTa, y YacTHHI,
10 KOHCTaTye, (mpeaMOyI1i) 3a3Ha4a€eThCs MOCUIIAHHS Ha BIJTIOBIIHUI JOKYMEHT.

Poznopsiiua yacTMHA MOYMHAETHCS 13 CJIOBA «HAKa3Yylo», a PO3NOPSIKEHHS —
CJIoBa «3000B’SI3YyI0», SIKE JIPYKYETHCS KUPHUM IIPUPTOM Ta MICHS SIKOTO CTAaBUTHCS
JBOKpArka.

82. Po3nopsiiua yacTHa MOAUIAETHCS HA MYHKTH U MIIMMYHKTH, SIKI HyMEPYIOThCS
apaOcbkumu 1uppamMu. Y KOKHOMY NYHKTI MarmOTh OyTH 3a3HadyeHi OpraHizaiiiHo-
po3mopsa4a Ais (3aTBEpKCHHsT a00 BBEICHHS B JIIF0 IHCTPYKIIii, TOJIOKEHHS TOIIO) 200
KOHKpPETHE 3aBJaHHs (IOpY4YeHHS) 13 CTPOKOM MHOro BHUKOHAaHHS Ta CTPYKTYpHI
MAPO3AUTH — HOT0 BUKOHABITI, HAPUKIIA]I:

Hauanvnuky 6iodiny (oupexmopy lenapmamenmy, npopekmopy);
Kepi8HUKAM CIPYKIMYPHUX NIOPO3OLNi8;
Jupexmopam incmumymis.

83. HekoHKpeTHi (KIPUCKOPUTHY», KIIONIMIIATH», «aKTHBI3yBaTHU», «3BEPHYTH
yBary» TOIIO) Ta HEKOHTPOJbHI («IOBECTH 1O BiAOMa», «O3HAMOMHTH» TOIIO)
JOPYUYCHHS B HaAKa3aX HE 3aCTOCOBYIOTHCSI.

84. Tlicna HaOpaHHS YMHHOCTI HakKa3oM (pO3MOPSIKEHHSIM) BHECCHHS 3MiH [0
HHOT'0, BU3HAHHS 1OT0 TaKUM, 10 BTPATUB YNHHICTh, UM HOTO CKACYBAHHS 311MCHIOETHCS
JIMIIIEe BUJAHHSIM HOBOTO HaKa3y (pO3MOPSIKEHHS).

85. Haka3 (po3nopsikeHHs1), SKUM BHOCSITHCS 3MIHU, 0()OPMITIOETHCS, 3BAKAIOUH
Ha TakKi BUMOTH:

1) 3aromoBOK Haka3zy MOYMHAETHCS 13 ciB «lIpo BHECEHHS 3MIH 10 Hakazy
(pO3MOpSIIKEHHS)...» 13 3a3HAYCHHSIM JIaTW, HOMEpa, Ha3BU BHUAY PO3MOPSTIOTO
JTOKYMEHTAa, JIO SIKOTO BHOCSITHCS 3MiHU;

2) po3mnopsiaya 4yacTHHA HAKa3y MOYMHAETHCA 3 TyHKTY:

— «1. BaecTtn 10 HaKka3y (pO3MOPSHKEHHS )... TaKl 3MIHH:» B pa3i BUKJIAJACHHS 3MiH
y TeKCTI HaKa3y (PO3MOPSIKEHHS);

— «1. BHectn n0 Hakazy (pO3MOpSHKEHHS)... 3MIHH, IO JOMAIOTHCSI» B pasi
BUKJIQJICHHS 3MIH Y BUTJISI1 OKPEMOTO IOKYMEHTA;

3) dopMmyroThcst 3MIHM y BHIJISAl TMYHKTIB Ta MIAMYHKTIB PO3MOPSAYOTO
XapakTepy, HaAMPUKIIa;

— «1. [IyHKT 2 BUKJIACTH B TaKI{ peAaKiiii:...»;

— «2. ITyHKT 3 BUIyUUTHY;

— «1) ab3a11 1pyruil NyHKTY 4 IOMOBHUTH CJIOBaMH...»;
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— «2) y mOnyHKTI 2 MOyHKTY 7 cioBa ‘“3a mNOTpeOM” 3aMIHUTH CJIOBOM
“BUMAaraeTbcs’ ».

86. V pasi BumaHHS Haka3zy (PO3NOPSAIKEHHS) MPO BU3HAHHS I1HIIOTO HAaKazy
TaKUM, IO BTPAaTUB YHUHHICTh, a00 MOro ckacyBaHHS y pO3NOPANYIA YaCTHHI
3a3HAYAETHCS MYHKT, SIKHA Ma€ MOYMHATHCS 13 CJiB. «BHU3HATH TakuM, IO BTPATUB
YUHHICTB...» 00 «CKacyBaTH...» BIAMOBIIHO.

87. Konrtponb BUKOHaHHS 3aBAaHb (JOPYyY€Hb), 3a3HAUYEHUX Yy Hakasi
(po3MopsIIPKEHH1), TOKIaIa€ThCs HA BIIMOBIIAIBLHY 0CO0Y.

88. Jlnst o3HalloMIIEHHS 3 HAKa30M (pO3MOPSIIPKEHHSAM) YKIIaJlay rOTy€ Ta MOoJa€ Ha
pEECTpaIlif0 pa3oM i3 MiAMUCAHUM PO3MOPSAYUM JIOKYMEHTOM TEPENIiK CTPYKTYPHHUX
HiAPO3AUTIB, TOCaTOBUX (CIY)KOOBUX) o0Ci0O, sSKMX Tpebda O3HAHOMUTH 13 IIUM
JTOKYMECHTOM.

89. Hakasu 3 xaapoBux nmuTaHb (0COOOBOr0 CKJIaAy) OQOPMITIOIOTHCS y BUTIISAII
IHAUBINYaTbHUX 1 3BEJICHUX Haka3iB. B iHIUBIAyallbHUX HaKa3axX MICTUTHCS 1HGOpMAITis
PO OJHOTO TIpaIliBHHKA (CMIBPOOITHHUKA), Y 3BEJCHUX — MPO KUIHBKOX HE3aJIeKHO BiJl
TOT0, SIKI YIPABIIHCHKI PIIICHHS MO0 HHUX YXBAIIOIOTHCA (MPUUHATTS Ha POOOTY,
IIPU3HAYCHHSI Ha TIOCady, NePEeBEICHHS Ha 1HITY nocaay (poOoTy), 3BUTBHEHHS TOIIIO ).

90. 3MicT IHAWBINYaJIBLHOTO HaKa3dy 3 KaJpOBHUX MHTaHb (OCOOOBOTO CKIIAmy)
CTHCJIO BUKIJIAJIA€THCA B 3arojiOBKY, SKUW IMOYMHAETHCS 3 mnpuiiMeHHuKa «lIpo» 1
CKJIAIA€ThCA 32  JOIOMOTOIO BiI[,IIiECJIiBHOFO iMeHHMKa, Hanpukiaag: «lIpo
npu3HayYeHHs...», «[Ipo npuitHATTI...» (HomaTok 7). VY 3BeIEHUX HaKa3zaX MOXe
3aCTOCOBYBATHCS y3arajlbHeHU 3aroyioBOK, Hanpukial: «lIpo kagpoBi nuranus», «IIpo
0c000BHi CKIam» (101aTOK 8).

91. V Tekcti HakasiB MOAO KaJApOBHX MHTaHb (0COOOBOTO CKIIANy) 3a3BHYAM
JacTHHA, 110 KOHCTATYe, (MpeamMOysia) He 3a3HaYa€ThCs, KPiM BUMAAKIB TPU3HAYCHHS Ha
nocaay abo 3BUIbHEHHS 3 TTOCaJM KEPIBHUX IMPaIliBHUKIB OPraHOM BHUIIIOTO PiBHS a0o 3a
THIIIOIO TIPOLIEAYPOI0. Y TaKOMY pa3i B YaCTHHI, 1[0 KOHCTATYE, (TpeaMOyITi) HABOAUTHCS
MOCWJIAHHS Ha BIAMOBIIHUN HOPMATHBHO-TIPABOBHI aKT OpPraHy BHIIOTO PiBHS B TaKid
MOCJTITOBHOCTI: BUJ] aKTa, yCTaHOBA — aBTOP, JlaTa, HOMEp, TTOBHA HAa3Ba aKTa.

92. Posmopsiiya 4acTMHA Hakasy 3 KaJpOBUX NHTaHb (0COOOBOrO CKIaly)
MIOYMHAEThCA 3a3BHMUail i3 jiecnoBa y dopmi iHdimituBy «ITPUMHITH»,
«ITPUBHAUUTU», «ITEPEBECTU», «3BIJIbHUTU», «BIJAPAANUTN», «<HAILATHU»,
«OT'OJIOCUTU» Tomo. Jlani 3a3Ha4at0ThCs BEIMKUMH JIITEpaMU MPI3BUIIIE TPAIIBHUKA,
Ha SKOTO MOIIUPIOETHCA 1 HaKa3y, 1 MAJIMMU (3 BEJIMKO1) — IOro 1M’s1 Ta TEKCT HaKasy.

VY KO)XHOMY TYHKTI Hakazy 3 KaJpOBUX IMMHTAaHb 3a3HAYAETHCS TICTaBa HOTO
BUJIaHHS.

[Tin yac o3HAHOMJICHHSI 3 HAaKa30M 3rajlaHUMU y HbOMY OCOOaMU Ha TEpIIOMY
MPUMIPHUKY Haka3y (HaKa3W MPO OTOJIOMICHHS JOTaHW) YU HA CIEHiaJbHOMY ONaHKy
MPOCTABIISIOTHCS MIAMUCH 13 3a3HAYCHHSIM JaTH O3HAHOMITCHHS.

V¥ Haka3i nmpo npu3HadeHHs a00 3BUTbHEHHS MpallIBHUKA 3a3HAYa€ThCsl IOBHA JaTa
(uncno, Micdip, piK) (AKTUYHOTO BUXOJY IMpalliBHUKA HAa poOOTYy (NMPUMHUHEHHS
TPYIOBHUX BIAHOCHH) Ta PO3MIPU HOro MOCAJOBOTO OKJIAJy BIAMOBIIHO JO LITATHOIO
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po3Mucy, HaJ10aBOK 1 AOILIAT.

93. V 3BeneHux Haka3ax 3 KaJpoBHX MUTaHb (0COOOBOrO CKJIAAY) 10 PO3MOPSAUOi
YaCTHUHHM BHOCUTHCS 1H(POpPMAILisl, IO PO3MILLYETHCS B TaK1d MOCIIAOBHOCTI: TPUUHATTS
Ha poOOTy, MepeBeIeHHs, 3BUTbHEHHS. B TOil ke 9ac 10 0OJHOTO 3BEACHOTO Hakaszy He
MOX€ BHOCUTHUCS IH(pOpMAaIllis, fKa 3TJHO 13 3aKOHOJABCTBOM MAa€ pi3HI CTPOKH
30epiraHHs.

VY 3BeneHMX Hakazax IMpI3BUINA OCI0 y MeXax IYHKTIB PO3MIIIYIOThCS 3a
andaBiTOM.

94. CninbHuii HaKa3 (pO3MOPSIKEHHS) YCTAHOB OAHOTO PiBHS 0OPMITIOETHCS Ha
yucTHX apkymax nanepy c¢opmary A4 (210 x 297 wmimimerpiB). epxaBuuii ['ep6
VYkpainu mig vac opOpMIICHHS TaKMX HakasziB HE BiATBOpIOEThes. HaiimeHyBaHHSA
yCTaHOB PO3MIIIIYIOThCSI HA OJTHOMY PiBHI, a Ha3Ba BUY JOKyMEHTa — rnocepeauHi. Jlata
CIIUILHOTO HakKa3zy (pO3MOpsKEHHs) Mae OyTH €MHOIO, BIAMOBIIATH J1aTi OCTAHHBOTO
HAMKUCY, a PEECTPALIMHUN 1HACKC TOKYMEHTa — CKJIAJIaTUCA 3 PEECTpAIlliiHUX 1HIEKCIB,
SKI TIPOCTABIIIIOTHCS 4Yepe3 MPaBOOIYHY MOXWITY PHCKY B IOCIIIOBHOCTI IMiJIMUCAHHS
Hakazy KepiBHUKaMH yCTaHOB. Po3mopsgda dYacTWHA TMOYMHAETHCS 13  CIIOBA
«HAKA3YEMO» («\30BOB'SI3YEMO»). [Tigmucu KEpIBHUKIB YCTaHOB
PO3TAIIOBYIOTHCSI HIDKYE TEKCTY HAa OJHOMY PIBHI Ta CKPIIUTIOIOTHCS TMEYaTKAMM IIHX
YCTAHOB.

KinpkicTh MpUMIpHUKIB CHUIBHUX HakasiB (pO3MOPSIKEHb) Ma€ BiAMOBIIATH
KUTBKOCT1 YCTaHOB, IO TX BUJIAIOTb.

95. Hakazu (po3nopsKeHHs1) HYMEPYIOThCS Yy MOPSAKY iX BHUIAHHSA Yy MeXax
KaJICHJIapHOTO POKY; HaKa3u 3 OCHOBHOI JISJIBHOCTI, aJIMIHICTPATUBHO-TOCIIOAAPCHKUX
NUTaHb Ta 3 KaJpOBUX MUTaHb (0COOOBOTO CKIAay) MAlOTh OKPEMY MOPSAKOBY
HyMeparlio.

96. Komii Haka3iB (po3MOPSIKEHB) 3aCBIIUYIOTHCS BIIAUIOM OpraHizamiiiHO —
po3nopsAa4oi pobOTHM UM BIAAUIOM KaApiB 1 HAJACWIIAIOTHCS 3alHTEPECOBAHUM
CTPYKTYpPHHUM Mip0o3/iJIaM, IOCaJOBUM 0coOaM, MpaiiiBHUKaM y eeKTpOHHINA hopmi. Y
pa3i HeOOXiTHOCTI HAJCWJIAHHS KOMii HaKazy CTPYKTYPHUM MiApO3diliaM, MOCaJOBUM
ocobam, TpalliBHUKaM, SIKi HE € Y9aCHUKaMU CHCTEMHU B3a€MOJI1, KOIIis HAICUIIAEThCS Y
namnepoBiit Gopmi. Y TakoMy BUTAJKY CKJIAAE€THCA CIUCOK PO3CHIKH (JIUIE MIOA0 THX
CTPYKTYPHHX MiJPO3ALTIB, TIOCAIOBUX 0Ci0, MPAIiBHUKIB, SKUM KOIIisl HaJCHIIAEThCS Y
nanepoBiit popMi), IO MIAMUCYETHCS MPALIBHUKOM, SIKU HOTO CKJIAB.

Notes of document creation and execution
72. The full name and office phone number of the document author are specified
on the front in the lower left corner of the last sheet of the document, for example:
Olena Petrenko 256-23-12

Drawing up of certain document types
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Orders (decrees)

73. University’s orders (decrees) are issued as organizational management and
regulatory resolutions. In terms of management activity, orders are aimed at University’s
core operations, administrative or personnel issues.

74. According to the List of standard documents which are created during activities
of state bodies and local government bodies, other organizations, companies and
organizations, with indication of storage durations of documents approved by the Order
of the Ministry of Justice of Ukraine dd. April 12, 2012, No. 578/5 registered in the
Ministry of Justice of Ukraine on April 17, 2012, by No. 571/20884 as amended in
accordance with the Order of the Ministry of Justice of Ukraine No. 400/5 dd. March 7,
2013 (hereinafter — List of standard documents) in terms of content, storage duration and
activity area of the University, the University rector issues the following orders:

— on the core activity;

— on staff (regarding hiring, transferring, training, firing, encouragement,

penalties, etc.);

— on students (enrollment, transferring, expulsion, readmission, access to exams,

etc.);

— on postgraduates, Ph.D. candidates;

— on business trips of employees, assignment of Ph.D. candidates, postgraduates

and students.

Draft orders (decrees) on the core activity are designed by departments, institutes,
structural units of the University at the request of executives or on own initiative.

Draft orders (decrees) on the core activity and administrative issues are prepared
and submitted by structural units at the request of University rector (vice-rector) or on
own initiative.

Draft orders on personnel issues (staff) (regarding hiring, firing, vacations, etc.) are
prepared by the human resources department of the personnel management service based
on administrative notes of structural unit heads, tender documents (applications, protocols
and resolutions of examination and other boards), personnel applications, employment
agreements and other documents.

75. Draft orders (decrees) on the core activity and administrative issues, in case of
preparing in a paper form, as well as annexes to them are authorized by the head of the
structural unit where they are designed, by designated persons specified in the draft
document as an executor of its tasks and by other designated persons involved in the
document (annex 6).

Draft orders on personnel issues (staff) are authorized by a member of the human
resources department who has designed the document and its head, as well as by the chief
accountant and other designated persons involved in the document depending on order
types.

If the assessment of order (decree) content and reasonability is required, one shall
approve the draft document with other involved institutions.

76. Regulatory and staff draft orders are obligatory authorized by a designated
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person of the legal department.

77. If the draft order (decree) is amended during the process of approval, it is
subject to reapproval (authorization).

78. Orders (decrees) are signed by the University rector or vice-rector in case of
Issues within his/her competence. If a corresponding head is absent, orders (decrees) are
signed by a designated person fulfilling his/her duties.

79. Orders (decrees) referring to regulatory legal acts become effective from the
date of their registration unless otherwise provided by these orders (decrees), but not
earlier than the date of their registration.

80. The order (decree) is drawn up on an order (decree) form. The order (decree)
content is briefly specified in the title beginning with the preposition ‘On’ and consists of
such constructions as ‘On the approval of...’, ‘On the introduction of...’, ‘On the creation
of...’, or ‘On the results of...” and ‘On measures...’.

81. Text of the order (decree) on the core activity and administrative issues of the
University consists of the preamble and administrative part.

82. The preamble specifies the reason, ground and purpose of the order. The
specified part begins with words ‘On the execution’, ‘In order to’, etc. If the document is
based on another administrative document, the determination part (preamble) includes a
reference to the corresponding document.

The administrative part begins with the phrase ‘I hereby order’ while the decree
begins with ‘I hereby bind’ printed in bold type and followed by a colon.

83. The administrative part is divided into paragraphs and subparagraphs
numerated by Arabic figures. Each paragraph shall specify an organizational management
action (approval or adoption of the instruction, provisions, etc.) or a particular task (order)
with the term of its execution and structural units — its executors, for example:

To Head of the Department (Director of the Department, Vice-Rector);
Heads of structural units;
Directors of Institutes

84. Non-specific (‘to speed up’, ‘to improve’, ‘to activate’, ‘to pay attention to’,
etc.) and non-controlling (‘to inform of’, ‘to acquaint with’, etc.) instructions are not used
in orders.

85. When the order (decree) becomes effective, amendments to it, its termination
or cancelation are carried out by issuing a new order (decree).

86. The order (decree) introducing amendments is drawn up in accordance with the
following requirements:

1) the order title begins with the phrase ‘On the introduction of amendments to the
order (decree)...’, specifying the date, number, name of the document type to be
amended;

2) the administrative part begins with the paragraph:

— “1. To introduce the following amendments to the order (decree):” in case of

22




Instruction on Records Management INSTRUCTION

International European University Quality management system
ISO 9001:2015

stipulating amendments in the order (decree) text;

— “l1. To mtroduce attached amendments to the order (decree):” in case of
stipulating amendments as an individual document;

3) amendments are introduced as administrative paragraphs and subparagraphs, for
example:

— “I. Paragraph 2 shall be stipulated in the following version:...”;

— “2. Paragraph 3 shall be removed”;

— “1) the second block of paragraph 4 shall be supplemented with words...”;

—“2) the phrase ‘if necessary’ in subparagraph 2 of paragraph 7 shall be replaced
by the word ‘required’”.

87. In case of issuing the order (decree) on deeming another order to have lost force
or its cancellation, the administrative part shall specify a paragraph beginning with the
phrase ‘shall be deemed to have lost force’ or ‘shall be cancelled’.

88. A designated person shall control the accomplishment of tasks (instructions)
stipulated in the order (decree).

89. To introduce the order (decree), the author prepares and submits for registration
the list of structural units and designated persons to be informed of this document together
with the signed administrative document.

90. Orders on personnel issues (staff) are drawn up as individual and combined
orders. Individual orders contain information about one worker (employee); combined
orders contain information about several employees regardless of management decisions
made regarding them (hiring, appointment, transferring to another position (job), firing,
etc.).

91. The content of the individual order on personnel issues (staff) is briefly
stipulated in the title beginning with the preposition ‘On’ and consists of such
constructions as ‘On the appointment...’, ‘On hiring...” (annex 7). Combined orders can
use a general title, for example: ‘On staff issues’, ‘On personnel’ (annex 8).

92. The text of orders on personnel issues (staff) generally does not contain the
determination part (preamble), except for appointment or firing of top executives by the
higher authority or via another procedure. In this case, the determination part (preamble)
includes a reference to the corresponding regulatory legal act of the higher authority in
the following sequence: act type, institution — author, date, number, full name of the act.

93. The administrative part of the order on personnel issues (staff) generally begins
with the verb ‘TO HIRE’, ‘TO APPOINT’, ‘TO TRANSFER’, ‘TO FIRE’, ‘TO SEND
ON’, ‘TO PROVIDE’, ‘TO ANNOUNCE’, etc. Afterwards, one specifies employee’s
surname in capital letters and his/her name in small letters (with a big one) and order text.

Each paragraph of the order on staff issues stipulates the reason for its issuing.

When introducing the order to persons mentioned there, the first copy of the order
(orders on reprimand) or the special form shall include signatures with dates of
familiarization.

The order on appointment and dismissal of employee includes the full date (month,
day, year) of his/her actual employment (termination of employment) and the size of
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his/her official salary according to the staff schedule and extra payments.

94. The administrative part of combined orders on personnel issues (staff) specifies
information placed in the following sequence: hiring, transferring and firing. At the same
time, one combined order shall not include information that has different storage period
in accordance with the legislation.

In combined orders, surnames of persons are placed within paragraphs
alphabetically.

95. The joint order (decree) of same-level institutions are drawn up on blank papers
of A4 (210 x 297 millimeters). The state coat of arms of Ukraine is not reproduced while
preparing such orders. Institution names are placed at the same level while the document
name in the center. The date of the joint order (decree) shall be unified, shall correspond
to the date of the latest signature, and the document registration number shall consist of
registration numbers specified via a right-hand slash sign in the sequence of signing the
order by heads of institutions. The administrative part begins with the phrase ‘WE
HEREBY ORDER’ (‘BIND’). Signatures of institution heads are placed below the text
at the same level and affixed by seals of these institutions.

The amount of copies of joint orders (decrees) shall correspond to the amount of
institutions issuing them.

96. Orders (decrees) are numerated in the procedure of their issuing within the
calendar year; orders on the core activity, administrative and personnel issues (staff) have
individual sequence numbering.

97. Copies of orders (decrees) are verified by the Department of Organizational
and Administrative Work or HR Department and sent to involved structural units,
designated persons and employees in an electronic form. If the order copy is sent to
structural units, designated persons and employees, which do not participate in the
interaction system, the copy is sent in a paper form. In this case, one prepares the list of
mailing (only regarding structural units, designated persons and employees that require
the copy in a paper form) signed by an employee that has drawn it up.

Ilpomoxonu

97. V mporokonax ¢ikcyeThcs iHpOpMalis Tpo Xia 3acifaHb, MPUUHATTS B
yCTaHOBaX pillleHb KOMICIAMH, JOpaa4vMHU opraHamu, 30opamu Tomio. I[IpoTokon
CKJIaJIa€ThCS Ha MIJCTaB1 3aKciB, 3po0eHUX 0e3mocepeTHbO ITiT Yac 3acijlaHb, MOJaHUX
TEKCTIB Ta T€3 JIOMOBIACH 1 BUCTYITIB, JOBIJIOK, TPOEKTIB PIIICHB TOIIO.

98. IIpoToKOIM MOXKYTh CKIIQJATHCS B TIOBHIHM abo cTuciiii Gopmi. Y MpOTOKOIaxX,
CKIaZeHUX y crTuchid Qopmi, (IKCylOThCS nwmie yxBajeHl pINICHHS, a HE Xij
00roBOpEHHS NMUTAHHS.

99. IIpoTokon opopMIsETHCS Ha OJIAHKY MPOTOKOITY (32 HASTBHOCTI TaKOTO OJIaHKA)
a00 Ha 3arajbHOMY OJIaHKY YCTaHOBH, a SIKIIO OJAHKU HE NepeadaydeHi, — Ha YUCTOMY
apkyuii nanepy gopmary A4 (210 x 297 MiniMeTpiB) SIK 13 KyTOBUM (IIEPEBAKHO), TaK 13
MO3/I0BKHIM pO3TalllyBaHHSAM PEKBI3UTIB.

100. /lata mpoTOKOIYy — JaTa MPOBEACHHS 3acilaHHA. SIKIO 3acilaHHsS TPUBAIIO
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KiJIbKa JIHIB, TO Yepe3 THUPE 3a3HAYAIOTHCS MEPIIMM 1 OCTaHHIN A€Hb 3aC1JaHHS.

101. Homep (iHaekc) MNPOTOKOJNY Ma€ BIAMOBIAATH TOPSIAKOBOMY HOMEPY
3acinanHd. Hymepariiisi mpoTOKOIiB BEIEThCA B MEXaX HABUAJBLHOTO POKY OKpPEMO 3a
KOXKHOIO TPYINOI0 MPOTOKOJIB 3aCiJaHHs BIAMOBIHOTO KOJIET1aJbHOI'O OPTaHy: KOJIerii,
TEXHIYHHUX, HAYKOBUX, EKCIIEPTHUX KOMICIH, paja Touo. Y peKBI3UTI «MicClle 3aCiTaHHs»
3a3HAYA€ThCS Ha3Ba HACEJICHOTO MYHKTY, B SIKOMY B110YyJIOCS 3aCiIaHHS.

102. 3arosoBoK A0 TEKCTy MPOTOKOJY MOBHHEH BigoOpa)kaTh BHUJ 3aCiIaHHS
(mapana, 36o0pu, KoH(pEpeHiIlisl Toe) ado KOJETiaIbHOT MIsNIBHOCTI (KOJeris, KOMicis,
paza, podoya rpyma ToIo) 1 MICTUTH Ha3BYy BUAY JOKYMEHTA.

103. KopoTkuii 3MICT JO TEKCTy MPOTOKOJy Ma€ BimoOpaxkaTu BHUJ 3acigaHHs
(mapanma, 300pu, KoHpepeHIs Tomo) abo KojeriaabHoi AisUIBHOCTI (KOMiCisd, paja,
KOJIET1s1, Opaauuii oprad, podoya rpymna Toio) i MICTUTH Ha3By BHU]ly JOKYMEHTA.

104. TexcT mpoTOKOJY CKIIAIA€ThCs 13 BCTYTHOT Ta OCHOBHOT YaCTHH.

105. V BcTynHiIM yacTUHI MPOTOKOJY 3a3HAYAIOTHCS MPI3BUINA Ta 1HILIAN IMEH1
TOJIOBH, CEKpETaps, 3alpOIIeHUX, a TAKOX MPUCYTHIX OC10.

BerynHa yacTHHA BKITIOYAE MOPSAIOK ICHHUH — MIEPEJIiK pO3TJISHYTHX Ha 3aciTaHH1
MUTaHb, M0 PO3MIIICHI B MOPSIAKY iX 3HAUYIIOCTI 13 3a3HAYEHHSM JIONOBiIada 00
KOXHOTO nuTaHHs. [TopsiioK 1eHHUI HaBOIUTHCS HAIIPUKIHII BCTYITHOI YaCTHUHH.

CnoBa «Ilopsimok NEeHHHI» APYKYIOTBCS BiA MeEXI JIBOTO TOJSA, ITCIS HUX
CTaBUTHCSA JABOKpamka. KokHe MNHUTaHHA HYMEpYEThCs apaOChKUMH LUdpamMu 1
IpyKyeTbesi 3 abzamy. dopmynioBaHHA MHUTAaHb MOPSAKY OEHHOTO TMOYUHAETHCS 13
npuriMeHHuKa «[Ipo».

106. OcHOBHa 4YacTHHAa TIPOTOKOJY CKJIAMA€ThCA 3 PO3AUIIB, SIKI MaloTh
BIJIMOBIIATH MTYHKTAM MOPSAIAKY JeHHOTO0. Po3/iin HyMepyroThes apabchbkuMu 1udpamMu
1 Oynyroteess 3a Takoto cxemoro: CIIYXAJIM - BUCTYIIWIN - BUPHIINIIN
(YXBAJIWIN, ITIOCTAHOBWJIN).

3a3HaveH1 CI0Ba APYKYIOThCA BEIMKUMU JIiTepaMu 0€3 BIACTYITY BiJl MEXi JIIBOTO
mostst. ITicis ciiiB cTaBUTHCS TBOKpAIKa.

107. ITicns cmoBa «CJIIYXAJIM» 3a3Ha4a€eThCsi TEKCT BHUCTYNY OCHOBHOTO
nonoBigava. [Ipi3Buimie Ta iHiIIAT IMEHI KOXKHOTO JIONOBijada JPYKYIOTHCS 3 HOBOTO
psaka. TekcT BUCTYNY BUKJIQJIA€ThCS B TPETi 0C001 OJJHUHMU.

108. TexcTu ab0 Te3u JOMOBI/II Ta BUCTYIIIB, 0(OPMIIEHI SIK OKpEeMi JOKYMEHTH, J0
TEKCTY IIPOTOKOJIY He BHOCATHC. [licist BimoMocTel mpo JomoBijzaya CTaBUTHCS THPE 1
3a3HavYa€Thes: « TeKCT MOMOBiAl (BUCTYITY) TOJAETHCS 0 MTPOTOKOITY».

109. ITicns cmoBa «BUCTVYIINUJIN» (ikcyroTbes BUCTYIU THX OCIO, SIKI B3sUIH
y4acTh B 0OTOBOPEHHI JOMOBIAl. Buctymu opopmMitroioThest y IpOTOKOITI 13 3a3HAYCHHSIM
MocaJi, TMPI3BHIN Ta IHIMiaNy iMEHI MPOMOBIIIB y HAa3WBHOMY BIIMIHKY, a TaKOX 13
BUKJIQJICHHSAM 3MICTy MHUTAHHS Ta BIAMOBIIEH Ha HHOTO. 3MICT BUCTYIIB BHKJIAIA€THCS
BiJl TPETHOi OCOOU OJTHUHH.

110. Ilicns cnoBa «BUPIINIIN» («YXBAJIWIIN», «[IOCTAHOBUJIN»)
(dIKCyeThCsl MPUIHATE PIMICHHS 100 OOTrOBOPIOBAHOTO MHUTAHHS MOPSAKY JEHHOTO.
Pimenns mMae OyTH KOHKPETHHM 1 BMIIIATH CKJIQJOBI, IO BIAMOBIJAIOTh Ha TaKl
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3aMMUTaHHS: KOMY, 110 3pOOUTH 1 B IKHI CTPOK.

111. PimeHHs1, 10 MICTSITh KUTbKA TUTaHb, MOAUISIIOTh HA ITYHKTHU 1 MIAMYHKTH, SIKi
HYMEpYIOTbCs apaOChkuMu Luppamu. [[IATyHKTH HyMepyIOThCa LUPpPaMU 3 TYKKOIO.

112. ko Ha 3acilaHHI YXBAJTIOKOTHCA PIIIEHHS MPO 3aTBEPKEHHS TOKYMEHTA,
KU 0OTOBOPIOBABCS HA 3aCiJlaHHI, 1Ied JOKYMEHT J0JA€ThCS IO MPOTOKOIY 1 B HBOMY
pOOUTHLCS MOCUIIAHHS HAa HOMEP 1 1aTy MPOTOKOJY. 3a HAABHOCTI 1HIIMX JOKYMEHTIB, 1110
po3risanucs Ha 3aciiaHHl Ta (akT OOroBOpeHHS AKUX OyJj0 3adiKCOBaHO B TEKCTI
OPOTOKOJIY, BOHM HYMEpYIOThCcsi apaOcbkumu udpamu (pogatox 1, momarok 2). Y
BIJIMOBIIHMX IMMYHKTaX MPOTOKOJIY POOUTHCS MOCWIAHHS Ha 111 JJOJAATKHU.

PexBizut «BigMiTKa mpo HAsBHICTH JOJATKIB» HAMPUKIHII TEKCTY MPOTOKOY HE
3a3HAYAETHCS.

113. IIpoTokos MIANUCYETHCS TOJOBOIO Ha 3aciiaHHI KOJEriaJlbHOrO OpraHy Ta
CEKpeTapeM.

114. TlanepoBi Kormii MPOTOKOIIB a00 BUTATU 3 HUX 3aCBIAYYIOTHCSA MEYATKOIO 1
HAJCWIAIOThCS 32 TOTPEOM 3alHTEPECOBAHMM YCTaHOBaM, IOCAJOBUM 0cobam,
npariBHruKaM. CIIHUCOK PO3CHIIKHU CKJIAJIa€ 1 MAMUCYE CEKpeTap.

Protocols

98. Protocols include information about the course of meetings, decision making
at institutions by committees, advisory bodies, assemblies, etc. The protocol is drawn up
based on records made during meetings, submitted texts and key points of reports and
speeches, certificates, draft resolutions, etc.

99. Protocols can be drawn up in a full or short form. Short protocols include only
approved decisions rather than the course of discussions.

100. The protocol is drawn up on a protocol form (if any) or on the general form
of the institution. If forms are not provided, it is made on a blank paper of A4 (210 x 297
millimeters) with both angular (mainly) and lineal placement of details.

101. The protocol date is a date of the meeting. If the meeting lasts several days,
one specifies the first and the last day of the meeting with a dash.

102. The protocol number (index) shall correspond to the sequence number of the
meeting. Protocol numeration is carried out within the academic year, separately for each
group of protocols made during meetings of the corresponding collegiate authority: board,
technical, scientific and expert committees, councils, etc. The ‘meeting place’ section
specifies the name of the city/town hosting the meeting.

103. The protocol title shall indicate the type of the meeting (session, convention,
conference, etc.) or collegiate activity (board, committee, council, working group, etc.)
and contain the name of the document type.

104. The brief content of protocol text shall indicate the type of the meeting
(session, convention, conference, etc.) or collegiate activity (committee, council, board,
advisory body, working group, etc.) and contain the name of the document type.

105. The protocol text consists of the introductory and main part.

106. The protocol’s introductory part specifies surnames and name initials of the
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head, secretary, invited and attending persons.

The introductory part includes the agenda — the list of issues examined at the
meeting, which are placed in order of importance, specifying a speaker of each matter.
The agenda is given at the end of the introductory part.

The word ‘Agenda’ is typed from the left margin and followed by a colon. Each
Issue is numerated by Arabic figures and typed in a new line. Agenda issues begin with
the preposition ‘About’.

107. The main part of the protocol consists of sections that shall correspond to
agenda items. Sections are numerated by Arabic figures and built according to the
following scheme: LISTENERS - SPEAKERS - DECISIONS (APPROVED,
DECREED).

The above-mentioned words are typed in big letters without space from the left
margin. The words are followed by a colon.

108. The word ‘LISTENERS’ is followed by the text of the presentation made by
the keynote speaker. The surname and name initial of each speaker are typed in a new
line. Speech text is given in the third person singular.

109. Texts and key points of reports and speeches designed as individual
documents are not put into the protocol. Information about the speaker is followed by a
dash, specifying: ‘Text of the report (speech) is added to the protocol’.

110. The word ‘SPEAKERS’ is followed by speeches of persons involved in report
discussions. Speeches are given in the protocol specifying positions, surnames and name
initial of speakers and description of the issue and its solutions. Speech content is given
in the third person singular.

111. The word ‘DECISIONS’ (‘APPROVED’, ‘DECREED”’) is followed by the
decision made regarding the agenda. The decision shall be specific and shall contain
components answering the following questions: who, what has to do and within what
period.

112. Decisions containing several issues are divided into paragraphs and
subparagraphs numerated by Arabic figures. Subparagraphs are numerated by figures
with a bracket.

113. If the meeting agrees decisions regarding the approval of the document
discussed at the meeting, this document is added to the protocol, referring to the number
and date of the protocol. If other documents considered at the meeting are available and
the fact of their discussion is mentioned in the protocol text, they are numerated by Arabic
figures (annex 1, annex 2). Corresponding protocol paragraphs refer to these annexes.

The section ‘Note of annexes’ is not specified at the end of the protocol text.

114. The protocol is signed by the head at the collegiate authority meeting and by
the secretary.

115. Paper copies pf protocols or their extracts are sealed and sent at the request to
involved institutions, designated persons and employees. The list of mailing is drawn out
and signed by the Secretary.
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Official letters

116. Official letters are drawn up to exchange information among institutions. It
can be:

— answers to the accomplishment of tasks stipulated in acts of public authorities,

orders by senior government officials;

— answers to the accomplishment of orders by high level institutions;

— answers to requests by other institutions;

— answers to citizen appeals;

— answers to requests for information;

— initiative letters;

— cover letters.

117. The official letter is drawn out on a special form for papers of A4 (210 x 297
millimeters).

118. The letter consists of the following details: date, registration number,
reference to the registration number and date of the document requiring the answer,
addressee, text title, text, note of annexes (if necessary), signature, note of executor.

119. The letter date is a date of outgoing correspondence registration.

120. The main detail of the official letter is a text that generally consists of two
parts. The first part specifies the reason, ground or rationale of the letter or gives
references to documents initiating its preparation. The second part contains the
conclusion, offers, requests, decisions, etc. placed in a new line.

121. The letter generally raises a single issue.

122. The letter text is given in the first person plural using words ‘we ask you to
inform...”, ‘we would like to clarify that...” or in the third person singular: ‘The
University informs...’, ‘The University considers it expedient’.

123. Official letters are signed in accordance with the Instruction on Records
Management of the University.

Jlokymenmu Buenoi paou Yuieepcumemy
123. Buena pama VYHIBepcHTETy Ha CBOIX 3aciIaHHSAX pO3IJISANA€ TMUTAHHS
peamizaiii aep>kaBHOT TOJITUKM B Taldy3l HalllOHAIBHOI OCBITH, CHpPSIMOBAHOi Ha Ti
BIIPOJKEHHS,  3a0€3MEUeHHS  CYCHUIBHOTO  BHPOOHHMIITBA  KBasli()iKOBaHUMH
MpaliBHUKaMU Ta CIeIiaxicTaMH, 3IIHCHCHHS KOHTPOJII JIOTPUMAHHS  aKTiB
3aKOHOJAaBCTBA 3 IMX NHUTaHb B YCIX CTPYKTYPHUX IMAPO3ALIaX HE3aJIEHKHO Bij
MO PSAIKYBaHHS.
124. Po6ota BueHoi paau 311iHCHIOETHCS BIIMOBIIHO /10 3aTBEPPKCHOTO TUIAHY Ha
OJIMH HaBYAIBHHUM PpiK. Y pa3i HaraJibHOi HEOOXITHOCTI PO3TIASHYTH THUTAHHS
CKIIMKA€EThCA Mmo3aueproBa Buena pana.
[1nan po6otu Buenoi pagu ckianaroTh 3a Takow GopMoro:
JlaTa 3acimaHHs 3MICT IUTAHHS BignoBinaneHUil 3a
MIArOTOBKY MaTepiany
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[Inan pobotn Buenoi pagu rorye BueHHMil cekperap BueHoi pagu Ha OCHOBI
MPOMO3UIIA CTPYKTYpHUX miApo3ainiB. [lnan podotu BueHoi paau Ha HaBYaNBHUHN PIK
PO3IJIAIA€THCS 1 OCTATOUYHO YXBAIOETHCS HA YEPBHEBOMY IIJIAHOBOMY 3acijiaHHi BueHoi
paau, Mmicist Yoro 3aTBEPAKYETHCS PEKTOPOM Y HIBEPCUTETY.

3MiHM 10 3aTBEPIXKEHOI0 IJIaHy POOOTH BHOCSTBHCS PIIICHHSIM Toi0BH BueHnoi
paau Ha MOJAHHS KEPIBHUKIB CTPYKTYPHUX MIIPO3AUTIB Y HIBEPCUTETY 3 BlIOMa PEKTOpa
Ta IPOPEKTOPIB, 32 IKUMH 3aKPIIJICHO BIAMOBIIHI MiIPO3AUIH.

125. Martepianu 4eproBoro 3acifianHsg BueHoi paau NOJAIOTHCS BUYEHOMY
cekperapro BueHoi paju He Mi3HiIIE SK 3a ¢IM poOOYMX JHIB J0 JTHS 3aCiJIaHHS.

J10 HUX BXOJSITh:

— KaJpoBi MUTAHHsI: NMPUCBOEHHS BYCHUX 3BaHb; 3aMIIICHHS BAKaHTHHUX MOCAT
HAYKOBO-TIEJIaTrOT1YHUX TPAIIBHHUKIB;, 3aMilleHHS BaKaHTHUX TI0CaJ] HAyKOBHX
NpaIiBHUKIB;

— OCHOBHI NHTaHHS: NMPOEKTH yXBal BueHO! paay i3 3a3HAYCHHSIM BUKOHABIIiB
JOpYy4Y€Hb, CTPOKIB BUKOHAHHS, MIPO3ALUTIB 1 MPi3BHUII] TOCAIOBUX 0Ci0;

— IIOTOYHI TUTAHHS: IIPOEKTH PO3MOPSTUNX TOKYMEHTIB Ta IHCTPYKTHBHUX JIUCTIB,
nependadeHnx yxsayioro BueHoi panu;

— CIIUCOK OC10, sIKi 3aIpoIlyIOThCS Ha 3acimaHHs BueHoi paau 13 3a3HaYe€HHIM
iXHIX TIPI3BUIIL, IMEH, 110 OaTHKOBI (MTOBHICTIO), TIOCAJ 1 MICI[b POOOTH.

Ha 3acimanns Buenoi paau 3ampoinyioTbest 0coOH, sKi MalTh Oe3mocepeaHe
BITHOIIIEHHS 10 TMWUTaHb, MI0 PO3TISAaloThea. Buximmk mux ocid (3amnpoiieHux)
3MIMCHIOIOTh BIJMOBIIHI MiAPO3AUIM 32 CIUCKOM, 3aTBEPKEHHM KEPIBHHKOM I[bOTO
iApO3aiTY.

Buenwii cexperap BueHoi pagu KOHTPOIIIOE CBOEYACHICTh IMOJAaHHS JJOKYMEHTIB Ha
O3S Ta TIEPEBIpsi€ MPABUIIBHICTD iX OPOPMIICHHS.

Marepianu 10 3acimaHHs BueHoi paaum MamTh OyTH MiANUCaHi KEPiBHUKOM
MAPO3ILTY, SKUH BHOCUTH iX HAa PO3TJISI, 1 3aBI30BaH1 PEKTOPOM.

Buenuii cexpetap BueHoi paau mae nmpaBo He puiiMaTi MaTepianu 6e3 T103BOTy
royioBu Buenoi paau.

BinmoBinansHICTh 32 CBOEYACHY Ta AKICHY MIATOTOBKY 1 MOJAaHHS JOKYMEHTIB J10
3acimanb BueHoi panyM TOKIamgaeThcsi HAa KEPIBHUKIB BIAMOBIMHUX CTPYKTYPHUX
MiIPO3ALTiB YHIBEPCUTETY.

VY pasi nopyuieHHs! BCTAHOBJICHOTO MOPSAKY MIATOTOBKH JJOKYMEHTIB 10 PO3IIIATY
Ha Bueniii pagi YHIBEpCUTETY BUCHUN CEKpeTap JOIMOBITAE PO 11e TojoBi Buenoi panu,
SAKUW BUpIimIye, 9u Oyne 1€ MUTAHHS PO3TIIANATHACA Ha 3acijaHHi, yu Oyae 3HITE 3
MOPSAJKY JIEHHOTO.

VY pasi npoBeAeHHS 3aKpUTOTO 3acimanHs BueHol paan (3aKpUTOro 0OTOBOPECHHS
OKpPEMUX MUTaHb) MIATOTOBKA JOKYMEHTIB 31CHIOETHCS 32 BCTAHOBJICHUMU NIPaBUIaMU
po0OOTH 3 TOKYMEHTaMU 0OMEXKEHOT0 TOCTYY.

Martepianu njsi THpaXKyBaHHsI TIEPEIAIOThCSI BYCHOMY ceKpeTapeBi Buenoi paau
oco0aMmH, BIIMOBIIAIIBHUMU 32 MIATOTOBKY /10 3aciianHs BueHoi paju, He mi3Hile HiXK
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3a 5 po0OYHMX JIHIB 10 YEPrOBOrO 3aClJaHHS.

126. Buenuii cekpeTap 3abe3neuye:

— MOTIEPETHE PO3CHIIAHHS MTPOEKTHUX MaTepiajiB 10 YeproBoro 3aciganHs BueHoi
paau eNIeKTPOHHOIO TOMITOI0 WieHaM BueHoi paau 3a mocanoro, ki MatoTh IEPCOHATBHY
CIIGKTPOHHY ajipecy y JjaoMeHi «ieu.edu.ua». KepiBHMKH I1HCTHTYTIB 3a0€3MEUyOTh
nepeaHHs X MatepianiB wieHaM BueHoi paau — BUOOpHUM IMpeACTaBHUKAM BiJl CBOiX
1APO3ALUTIB;

— TUpaXyBaHHS MaTepialiiB 3a OAHY A00Y 10 YeproBOro 3acijaHHs 1 NepelaHHs iX
yrieHaM B4eHoi paau i3 mopsAKOM IEHHUM Y4eproBOTO 3aCiTaHH.

127. EnextponHuii 3anuc mnepeOiry 3acigaHHs Buenoi panu 30epiraerbcs y
donoTern cekperaps Buenoi paau.

128. Pimenns Buenoi paau — ue yxBaiu, pe3oiollii, 3B€pHEHHS, 3aiBH, a TAKOX
NPOLEAYPHI Ta 1HIII PIIIEHHS, 1[0 3aHOCSTHCS A0 MPOTOKOY 3aciianb BueHoi paau.

[Iporokon 3aciganHs Buenoi paau rotyerbest Brpogosx 10 pobounx gHIB MIiCs
KOXHO1 BueHoi pagu.

[IpoTokonu 3aciganHs BueHoi pagu MaioTh TOPSAKOBY HyMeEpallifdo B MeEKax
HaBYaJIBHOTO POKY, iX IMIIMUCY€ TOJIO0BA i BUCHUH cekpeTap BueHoi paam.

129. JoompaitoBanHs yxBan Buenoi paau 3 ypaxyBaHHSIM 3ayBaXXeHb 1
IPOIO3UITIA 4ieHiB BueHoi paau 31iHCHIOTH BIAMOBIAHI MiAPO3aiiu abo CirykO00Bi
0co0U B 5-JIeHHUM CTPOK, AKII0 BueHoI0 pajjoro He BCTAHOBJICH] 1HIII CTPOKH.

JloompaiiboBaH1 JOKYMEHTH BUEHHI CeKpeTap nepefae Ha miamnuc rojosi Buenoi
paau.

130. Opwurinan yxBasim BueHoi panu 30epiraeThcsi y cekperaps BueHoi paau ta
po3MilyeTbes Ha BeOcaiiTi Buenoi paam.

131. 3aTBepKeHI PEKTOPOM yXBaidu BueHOi paiyu THPaXYyHOThCS 1 PO3AAIOTHCS
yieHaM BueHoi pajau Ha 3acijaHHI.

132. Buennii cexpetap BueHoi pajgy BHKOHY€E 1 KOHTPOJIFOE BUKOHAHHS PIllleHb
Buenoi paau.

Documents of University Academic Council

124. Meetings of the University Academic Council consider issues of
implementing state policy in the field of national education aimed at its revival, provision
of public production with competent employees and specialists, implementation of
control over compliance with legislative acts on these issues at all structural units
regardless of subordination.

125. Academic Council operations are carried out in accordance with the approved
plan for one academic year. In case of urgent need, the extraordinary Academic Council
Is convened to consider the issue.

The Academic Council’s operation plan is drawn up in the following form:
Date of the meeting Content of the issue Responsible for material
preparation

1 2 3
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The Academic Council’s operation plan is prepared by the Academic Secretary of
the Academic Council based on offers by structural units. The Work Plan of Academic
Council for the academic year is considered and finally approved at the June scheduled
meeting of the Academic Council and then adopted by the University rector.

Changes to the adopted operation plan is introduced by the decision of the
Academic Council head on a submission from heads of University structural units with
the consent of rector or vice-rector responsible for corresponding units.

126. Materials of the Academic Council’s regular meeting are submitted to the
academic secretary of the Academic Council not later than seven working days before the
meeting day.

They include:

- staff matters: conferment of academic statuses; replacement of job openings

among academic staff; replacement of job openings among research scientists;

- core issues: draft decrees by the Academic Council, specifying executors of

orders, execution period, units and surnames of designated persons;

- current issues: draft administrative documents and instructive letters approved

by the Academic Council;

- the list of persons invited to the Academic Council meeting, specifying their

full names, positions and places of employment.

The Academic Council meeting invites persons who have a direct relation to issues
considered. These persons (invited) are convened by corresponding units according to the
list approved by the head of this unit.

The academic secretary of the Academic Council controls duly submission of
documents for consideration and checks their correctness.

Materials for the Academic Council meeting shall be signed by the unit head
introducing them for consideration and authorized by the rector.

The academic secretary of the Academic Council has the right to reject acceptance
of materials without Academic Council’s permit.

Heads of University’s corresponding structural units are liable for duly and
seamless preparation and submission of documents for Academic Council meetings.

In case of violation of the established procedure for preparing documents to be
considered at the University Academic Council, the academic secretary informs the
Academic Council head of this and he/she decides whether this issue will be reviewed at
the meeting or be off the agenda.

In case of the closed meeting of the Academic Council (private discussion of
certain issues), document preparation is carried out due to the established rules of
processing documents with limited access.

Duplication materials are transferred to the Academic Secretary of the Academic
Council by persons responsible for preparations for the Academic Council meeting not
later than 5 working days before the regular meeting.

127. The Academic Secretary of the Academic Council provides:

- preliminary emailing of draft materials for the regular meeting of the Academic
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Council to Academic Council members by virtue of their positions who have
personal emails in the ‘ieu.edu.ua’ domain. Heads of institutes ensure
transferring of these documents to Academic Council members — elected
representatives of their units;

- duplication of materials a day before the regular meeting and their transferring to
Academic Council members with the regular meeting agenda.

128. Electronic record of the Academic Council meeting is stored in the record
library of the Secretary of the Academic Council.

129. Academic Council’s decisions mean decrees, resolutions, application, as well
as procedure and other decisions introduced to the protocol of Academic Council
meetings.

The protocol of the Academic Council meeting is prepared within 10 working days
after each Academic Council.

Protocols of the Academic Council meeting have sequence numbering within the
academic year. They are signed by the head and academic secretary of the Academic
Council.

130. Elaboration of Academic Council decrees, taking into account comments and
suggestions of Academic Council members, are conducted by corresponding units or
designated persons within 5 days if the Academic Council does not set other time limits.

The academic secretary submits elaborated documents for signature to the head of
the Academic Council.

131. The original of the Academic Council’s decree is stored by the secretary of
the Academic Council and published on the Academic Council website.

132. Academic Council’s decrees approved by the rector are duplicated and
distributed among Academic Council members at the meeting.

133. The academic secretary of the Academic Council performs and controls the
fulfillment of Academic Council’s decisions.

Jlokymenmu npo cyxnco08i 8i0psao0rceHHs

133. Cnyx00Bi1 BiApSAMKEHHS TPAIIBHUKIB YHIBEPCUTETY Mepen0avdaroThCs y
1aHi poOoTH YHIBEPCUTETY.

134. HanpaBiieHHsI TpaIliBHUKIB y CIIy’KOOBE BIIPSIKCHHS 3I1MCHIOETHCS 3a
PO3MOPSAKEHHSIM peKTOpa ado mpopekTopa (101aToK 9).

[IpoexTn po3MOpSAKEHb TIPO  BIAPSJIKCHHS TMpAaIliBHUKA PO3POOISIOTHCS
KEpIBHUKOM  (BIATIOBIMAJIbHUM TPAIIBHUKOM) CTPYKTYPHOTO TIiAPO3IALTY, SKUH
HaIpaBJIsI€ MPaIliBHUKA.

VY po3nopspKeHH] Po BIAPSHKEHHS MpalliBHUKA Tpeba 3a3HavaTH Taki JaHi:

— TPI3BUIIIE, 1M’ 51 0COOH, sIKa HATIPABISIETHCS Y CITY>KOOBE BIAPSIKEHHS;

— MYHKT MpU3Ha4YeHHs (MICTO);

— Ha3Ba opraxizauii (MaInpueMcTBa), KyJAu HAMPaBISETHCS MPalliIBHUK;

— CTPOK (TepMiH) BIAPSAKEHHS;

— MeTa niepe0yBaHHs a00 Cy>XKO0Be 3aBIaHHS (IOPYUCHHS).
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135. ITiacTaBu opopMiIeHHS pO3NOPSIKEHHS IS CIIY>KOOBOTO BIAPSIIKEHHSI TaKl1:

— 3aIPOIICHHS] CTOPOHHU, 1110 MPUMMAE 1 AISTTLHICTh K0T 301ra€eThCs 3 ASUIBHICTIO
VYHiBepcurery;

— YKJIAQJI€HUH JIOTOBIp YU KOHTPAKT; 1HIII JIOKYMEHTH, SIKI BCTAHOBIIOIOTH a00
3aCBITUYIOTh Oa)KaHHS BCTAHOBUTH BIJHOCUHU;

— JIOKYMEHTH, L0 3acBIAYYIOTh y4acThb BiIpSKEHOI 0cOOM B MeEperoBopax,
KoH(pepeHIisix abo cuMIo3iymax, IHIIUX 3aX0J1aX, Kl MPOBOASATHCS 3a TEMATHUKOIO, 110
301ra€eThes 3 AISIIBHICTIO Y HIBEPCUTETY;

— cITy>k0OBa 3amucKa 3 OOIPYHTYBaHHSM METH BiAPSHKCHHS.

Jlo po3mnopskeHHsT 00O0B’S3KOBO JOJAETHCS 3aBIaHHS MO0 BiIPSKEHHS
(momarok 10).

Bignin opranizamiiHo — posnopsauoi  poOOTH  3IIACHIOE  peecTparliro
PO3MOPSKEHb Y KYPHAIIl peecTparii po3mopsKeHb MPO CIIY)KOOB1 BIAPSIHKEHHS
(momatok 11) Ta peectpaiiito ocoOu, sika BUOYBA€ y BIIPSIHKCHHS, Y )KypHaJIl peecTpariii
BiJIpsi/IKEHD (101aTOK 12).

Ha mnpoxaHHs cTOpoHM, WO MNpuUiMae BIAPAJKEHOTO TMpalliBHUKA, BT
OpraHi3aIiifHO — PO3MopPsAY0i poOOTH MOKE BHIABATH MOCBIAUEHHS PO BiAPSIHKSHHS
(momatok 13) Ha OCHOBI PO3MOPSIHKEHHS PO BIAPSIKEHHS Ta 3aBAaHHS.

[IpariBHUKOBI,  SKWW  BIAPSAIKAETHCA,  BHUJAETHCS  3aCBiYeHA  KOITIS
PO3MOPSTIKEHHS.

136. Ilicns moBepHEHHS 3 BIAPSKEHHS TMPaIliBHUK TOTYE y TPUICHHHH CTPOK
NUCHMOBHUH 3BIT MPO BIAPSKEHHS (BUKOHAHHS 3aBIaHHS), a TAKOX IOJA€ 3BIT PO
BUKOPHUCTAHHS KOIITIB Y CTPOKH, BU3HAYCHI 3aKOHOIABCTBOM.

3BIT TIPO BiApsKeHHS (BUKOHAHHS 3aBJIaHHS) Ta 3BIT PO BUKOPUCTAHHS KOIITIB
HiANACYIOTECS TPAIliBHUKOM, SKHH TepeOyBaB Yy BIAPSJKCHHI, Ta IEpPEIaloThCs 10
Oyxrantepii YHIBEpCUTETY.

Documents on business trips

134. Business trips of University employees are stipulated in the University
operation plan.

135. Employees are sent on a business trip by the decree of rector or vice-rector
(annex 9).

Draft decrees on employee’s business trip are developed by the head (responsible
officer) of the structural unit that sends the employee.

The decree on employee’s business trip shall specify the following data:

- the full name of a person sent on a business trip;
destination (city/town);
the name of the organization (enterprise) where the employee goes;
period of the business trip;
purpose of residence or duty assignment (mission)
136. Reasons for preparing the decree on a business trip are as follows:
- invitation of the host party whose activity is related to the University activity;
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- aconcluded agreement; other documents stipulating or verifying the desire to

establish relations;

- documents verifying participation of the delegated person in negotiations,

conferences or symposia, other events related to the University activity;

- an administrative note specifying the purpose of the business trip.

The decree shall obligatory include a business trip assignment (annex 10).

The Department of Organizational and Administrative Work registers decrees in
the registration log of business trip decrees (annex 11) and registers a person sent to a
business trip in the registration log of business trips (annex 12).

At the request of the party hosting the delegated employee, the Department of
Organizational and Administrative Work can issue a business travel authorization form
(annex 13) based on the decree on business trips and assignment.

The delegated employee is provided with a verified copy of the decree.

137. Returning from the business trip, the employee prepares a report on business
trip (accomplishment of assignment) within three days and submits a report on spending
funds within a period stipulated by the legislation.

The report on business trip (accomplishment of assignment) and the report on
spending funds are signed by the delegated employee and transferred to the University’s
accounting department.

I11. Document management and execution. Requirements for document
management implementation

138. University document management is a document flow at the University since
their creation or receiving until execution completion or sending.

Regardless of the way of recording and reproducing information, documents are
passed and processed at the institution in unified organizational and legal principles of
document management.

139. Efficient document management implies:

— document flow at the University in the shortest way;

— single-action document processing operations, absence of duplication during

operations;

— centralization, conduction of single-type document operations in one place;

— elimination of manual routine operations that can be automated.

Acceptance and primary processing of documents going to the University

140. Document delivery to the University is carried out via the interaction system
and can be conducted using mail or courier services.

Written correspondence is sent by mail or courier service in case of reasons
recognized as justified for the University to create documents in a paper form, post cards,
parcels, small packets and printed periodical publications.

141. All documents going to the University are accepted centrally by the
Department of Organizational and Administrative Work.
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Recommended, special correspondence and correspondence with a declared value
are accepted against signed receipt in the mailing list or handing notification.

142. In case of receiving correspondence with a note ‘Urgent’, one shall record not
only the date but also hours and minutes of delivery.

If the electronic document management system is absent, documents received via
the interaction system are printed and drawn up by the Department of Organizational and
Administrative Work as a paper copy of the electronic original.

143. Envelopes are stored and added to documents if one can identify the source
address, time of document sending and receiving only by the envelope, or if the envelope
does not contain certain documents, or if one finds out the non-conformity of document
numbers with numbers specified on the envelope, as well as address labels of
recommended envelopes and packages.

If annexes specified in documents or certain sheets are absent as well as in case of
mistakes in the document, which disables its execution (the absence of signature, seal
impression, stamp of approval, etc.), the document is not registered and returned to the
addresser, specifying the reasons of return, or he/she is informed of document return by
phone.

If the envelope is damaged, one shall make a corresponding note in the mailing list.

In case of the absence or non-integrity of attachments caused by the damage of the
envelope or package, resulting in the incapability to read the document text, one shall
draw up an act in two copies, one of which is sent to the correspondent and another is
stored at the Department of Organizational and Administrative Work.

144, The document is returned to the addresser without consideration if it arrives
to the wrong address, if a paper copy of the document arrives when its electronic form
has already arrived via the interaction system, or if the document in a paper form arrives
without reasons stipulated for the University to create documents in a paper form.

145. If one receives a fax message, the document is not registered.

Preliminary consideration of documents

146. All incoming documents shall be considered preliminary by the Department
of Organizational and Administrative Work.

147. During preliminary consideration, one defines:

- whether a document is allowed for registration;

- whether it requires consideration by University executives or transferring after
registration to the structural unit or structural units according to functional
distribution of obligations at the University;

- whether it is referred to documents of urgent consideration (processing).

148. At the stage of preliminary consideration, one selects documents that are not
subject to registration by the Department of Organizational and Administrative Work and
documents that are transferred for special records to structural units, which is stipulate in
annex 26.
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Document registration

149. Document registration is recording of the fact of document creation or
receiving by marking it with an identifier — the registration number — with further
specification of document data in registration forms.

Document registration is carried out to provide their recording, control over
accomplishment and prompt application of information given in documents.

150. Incoming, outgoing and internal documents of the University are subject to
registration, except for immediate documents.

151. The core principle of document registration is singularity. Each document is
registered at the University only once: incoming documents — on the day of receiving or
not later than the next day if the document is received in off hours, documents under
formation — on the day of signing or approval. If the registered document is transferred
form one structural unit to another, it is not registered repeatedly. Therefore, one uses the
registration log of incoming correspondence (annex 14).

152. The Department of Organizational and Administrative Work registers
outgoing documents signed by the rector.

153. Structural units register letters signed by vice-rectors, heads of other structural
units. Therefore, one uses the registration log of outgoing correspondence (annex 15).

154. The Department of Organizational and Administrative Work of the University
registers orders on the core activity, orders on students, postgraduates and Ph.D.
candidates, orders on business trips, rector’s orders.

155. The general department and corresponding employees of University’s
structural units are liable for correct registration of internal documents, offers and
citizens’ letters, as well as their on-time distribution to addressees; submission for
consideration to executives and certain executors is entrusted to the Department of
Organizational and Administrative Work and corresponding employees of University’s
structural units.

Organization of document transfer and execution

156. To ensure on-time execution of documents, the Department of Organizational
and Administrative Work develops schedules of transferring correspondence to
executives and structural units of the University.

157. Registered documents are submitted for consideration to University’s
executives on the day of receiving or on the next working day if they are received after 5
p.m. Acts of public authorities, requests and appeals of members of parliament, the
correspondence of the Verkhovna Rada of Ukraine, the Ukrainian Presidential Office, the
Cabinet of Ministers of Ukraine, as well as the correspondence sent by high-level
Institutions are submitted for consideration immediately.

158. Documents considered by University’s executives are returned with a
corresponding resolution to the Department of Organizational and Administrative Work
performing the submission of document for execution.

159. A document executed by several structural units is transferred to executors at
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the same time in the form of copies with transferring of the original to the chief executor
stipulated as the first one in the resolution.

160. Transfer of registered internal documents and citizens’ letters from one
University’s unit to another is conducted only via the University’s Department of
Organizational and Administrative Work.

161. Transfer of documents within a structural unit is carried out via a person
responsible for records management at the structural unit.

162. The fact of transferring documents to executors is recorded by making a
corresponding note or signature in the registration log.

163. Heads of University’s structural units ensure prompt consideration of
documents, their transferring to executors on the day of receiving, control over deadlines
and seamless execution of documents according to the heart of the matters.

164. Persons specified in the administrative document, head’s resolution and
employees assigned to execute the document are liable for its execution.

165. A responsible officer is personally liable for fullness and adequacy of
information used during document preparation.

The chief executor organizes work of co-executors, in particularly, sets up the date
of submission of their suggestions, the procedure of approval and preparation of the draft
document.

Co-executors are liable for preparations at the proper level and on-time submission
of suggestions to the chief executor. If co-executors submit suggestions untimely, the
chief executor informs the head giving the assignment of this.

166. Document execution implies collection and processing of required
information, preparation of a draft response to the document or a new document, its
designing, approval, submission for signing (adoption) to University’s executives and to
the head of the structural unit in particular cases. The document is also prepared for
sending to addressee if necessary.

167. Prior to submitting the draft document for signing to the corresponding head,
the employee preparing the document shall check its correctness and designing,
references to regulatory legal acts, clarify digital data, as well as the availability of
required visas and annexes.

The document is submitted for signing along with documents that it is based on.

168. In case of vacation, business trip, or firing, the document’s author shall
transfer all unexecuted documents to other employee as agreed by his/her functional
supervisor.

Organization of document execution monitoring
169. Main principles of document execution monitoring are specified by the
Instruction on Records Management in an electronic form.
170. The direct control over document execution at structural units is carried out
by a person responsible for records management.
171. The document execution term can be set up in the regulatory legal act,
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administrative document or University rector’s (vice-rector’s) resolution.

171. Terms can be standard or individual.

Standard terms of document execution are set up by the legislation. Terms of
executing primary documents are given in annex 16.

Individual terms are set up by the University rector (vice-rector).

172. Documents, which do not specify the execution term, which are not referred
to informative documents, or which do not contain control tasks, shall be executed not
later than 30 days from the date of document registration at the University.

173. If the task is immediate, its text shall specify a particular final date of
execution.

174. Co-executors shall submit suggestions to the chief executor within the first
half of the term given to perform the assignment, task.

175. If necessary, the individual term of document execution can be extended upon
reasonable request of the executor submitted without agreement with other structural
units to the designated person setting up the term. The corresponding request is submitted
not later than three working days from the date of expiration of the prescribed term.

176. Direct monitoring of document execution is carried out based on the
University rector’s (vice-rector’s) resolution.

177. Upon request of the structural unit, the Department of Organizational and
Administrative Work provides information about documents to be executed by a
corresponding unit, which are subject to monitoring.

178. Information about the condition of executing documents under control is
summarized as of the first day of each month and submitted to University executives
(annex 17).

Procedure of processing and sending outgoing documents

179. Outgoing documents are processed and sent on the day of their receiving from
structural executive units or not later than the next working day.

180. Processing of documents to be sent by mail service means is carried out by
the University’s Department of Organizational and Administrative Work according to the
Rules of provision of services of mail service.

181. Outgoing documents are processed and sent centrally on the day of their
receiving from structural executive units or not later than the next working day.

182. It is not allowed to:

- send or transfer documents without registration;

- send a duplet copy, in particular original, of the document in a paper for if its

copy is already sent in an electronic form.

183. When accepting outgoing documents from executors, a member of the
Department of Organizational and Administrative Work shall check:

— the correctness of document preparation and inclusion of all details;

— the availability and correctness of correspondent’s address;

— the availability of required signatures on the document;
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— the availability of the note of annexes on the document;

— the availability and fullness of annexes;

— the availability of executor’s surname and phone number;

— compliance of the amount of copies with the amount of addresses.

Persons responsible for records management at structural units shall check the
availability of visas, copies of outgoing documents remaining in files of the structural
unit, fullness of annexes, signature on documents, as well as the availability and
correctness of address, while transferring outgoing documents for sending to the
Department of Organizational and Administrative Work.

184. Documents designed improperly are subject to return.

185. Documents sent to a single addressee are put into a single envelope. The
envelope shall specify registration numbers of all documents included.

186. Addresses can be put on the envelope typographically.

187. Documents delivered by the State Courier Service are transferred to
addressees against signed receipt in a corresponding book (register).

188. Sending in addition or replacement of the previously sent document is carried
out by order of the designated person signing the document. In this case, the document
shall specify that it is an addition or is sent to replace the previously sent document.

189. Document processing if the correspondence is sent by mail service is
conducted in accordance with the Rules of provision of services of mail service.

IVV. Arrangement and storage of documents in records management

Drawing up of File Register

190. Main principles of drawing up File Registers, preparing files and storing
documents at the University are stipulated by the Instruction on Records Management in
an electronic form.

This Instruction specifies particular features of arrangement and storage of
documents in a paper form, which are used in case of reasons recognized as justified for
the University to create documents in a paper form.

191. The File Register is an obligatory for each institution systemized list of names
(titles) of files created in records management, specifying terms of file storage.

The File Register is aimed at establishing a unified system of file creation, file
recording, prompt search for documents in terms of their content and variety, selection of
documents for state (archival) storage in the course of records management.

The File Register is developed based on the analysis of University activity in
general and its every structural unit. At the same time, one uses provisions for the
University and its structural units, staff schedule, File Register and description for the
past years, the list of correspondents and standard lists specifying terms of file storage.

The File Register of structural units shall be obligatory agreed with the head of the
University’s Department of Organizational and Administrative Work and signed by heads
of structural units.
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The File Register of a structural unit is drawn up by examining documents
concerning all the issues of its activity.

It is subject to redrafting and repeated approval only in case of changes in the
structure, functions and operational nature of the University. The File Register is retyped
and comes into effect since January 1 of the next year.

When documents are executed, they are grouped into files indicated with names
(titles) that reproduce composition and content of documents in files. The main part of
the file title is its subject matter.

Placement of files in the register of a structural unit shall correspond to the level of
importance of issues solved, taking into account the interaction of documents included in
certain files. The first one generally includes a group of files consisting of documents of
the higher authority, then a group of organizational and executive documentation of the
unit (orders, decrees, decisions, etc.), planning and reporting documents and letters. The
group of letters initially contains files consisting of letters with higher authorities.

192. A composite File Register of the University is drawn up in three copies:

— the first copy — indefeasible, saved at the Department of Organizational and

Administrative Work;
— the second copy — used a working one by the Department of Organizational and
Administrative Work;

— the third copy — transferred to the University’s archival department to control

file creation at structural units;

The composite File Register is drawn up at the end of the current year (not later
than November or December) and is brought into force after its obligatory approval and
adoption by University executives from the beginning of the new calendar year (annex
18).

193. Following the approval of the composite File Register, the Department of
Organizational and Administrative Work provides structural units and departments with
extracts from its corresponding paragraphs to apply in practice (annex 19).

194. File Register’s fields are filled out in the following way.

Field 1 specifies an index of each file. The file index of a structural unit consists of
the University’s structural unit index (according to codes of structural units and file’s
sequence number within the unit. For example, 01-12 where 01 is an index of the
individual department and 12 is the file’s sequence number).

If the file consists of several volumes, the index is put on each part, for example:
p.1,p. 2.

Field 2 specifies titles of files (volumes).

The file title shall clearly show the composition and content of file documents in a
brief generalized form.

It is not allowed to use non-specific phrases in titles (‘other materials’, ‘general
letters’, ‘incoming correspondence’, ‘outgoing correspondence’, etc.) as well as
parenthetic words and complex syntactic constructions.

While forming file titles, one shall take into account such features of file creation
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as nominal, author’s, correspondent, objective and interrogative, chronological and
geographical ones.

File documents are drawn up based on a certain feature or combination of features.

The file title consists pf elements placed in the following sequence: name of the
file type (letters, log, book, etc.) or type of file documents (orders, protocols, acts, etc.);
the author of documents (name of the institution that documents are addressed to or that
sends documents); summary of file documents (an issue causing file creation); name of
the region (territory) related to the document content; date (period) belonging to file
documents; references to copies of file documents (if necessary).

Titles of personal and other files containing documents on a single matter bound
by the sequence of records management procedures use the term ‘file’, for example:
‘Personal file’.

Titles of files containing documents on a single matter not bound by the sequence
of records management procedures use the term ‘documents’ and then specify in brackets
the main types of file documents, for example: ‘Documents (plans, forms, certificates) on
reviewing the condition of records management and archival file at higher educational
establishments’.

The term ‘documents’ is also used in titles of files containing annexes to any
regulatory legal act or administrative document of the University.

Titles of files designed for grouping same-type documents specify a document type
plural and the author of documents, for example: ‘Protocols of meetings of the
University’s Academic Council’.

Titles of files containing letters specify a correspondent and brief content of
documents, for example: ‘Letters to the Ministry of Finance about approval and changes
of staff schedule’.

Titles of files containing letters to correspondents engaged in similar activity do
not specify such correspondents, but specify their general names, for example: ‘Letters to
local authorities about ensuring social protection of citizens’.

Titles of files containing letters to different correspondents do not specify such
correspondents, for example: ‘Letters about organization of a seminar aimed at advanced
training of human resources personnel’.

Titles of files containing planning and reporting documents contain a period
(month, quarter, half year) when one is going to create documents or a period of their
actual execution, for example:

1. Plan of major organizational events for 2024.

2. Report on funds spent by the institution in 2023.

If the file consists of several volumes, one creates a general title of the file,
specifying the part number. While placing file titles in the Register, one shall take into
account the importance of documents included in the file, their interaction and storage
terms. At the beginning, one specifies titles of files regarding documents received from
higher authorities, then concerning organizational and executive documentation, planning
and reporting documents, letters, accounting and reference document types.
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Field 3 of the File Register is filled out at the end of the calendar year.

Field 4 of the File Register specifies file storage terms, article numbers and the list
of documents with storage terms.

Field 5 makes notes of transition files; of a form of file document creation
(electronic, paper, combined); of designated persons responsible for file creation; of
transferring files to the archival department of the University or other institutions for their
continuation, etc.

Creation of files

195. Creation of files means grouping of executed documents into files according
to the approved File Register.

196. Creation of files does not allow to introduce draft or personal documents,
multiplied copies and documents subject to return to files. Documents of permanent and
temporary storage are grouped into files separately. The volume of a paper file shall not
exceed 250 pages (3040 millimeters thick).

197. Documents are grouped into files in chronological and/or logical order.

198. Provisions, rules, instructions, etc. approved by administrative documents are
grouped along with the above-mentioned documents.

199. Orders (decrees) on the University core activity, administrative and personnel
issues (staff) are grouped into different files.

200. Orders on personnel issues (staff) are grouped according to their types and
storage terms.

201. Documents of collegiate authority meetings are grouped into two files:

— protocols and documents to them (reports, certificates, draft decisions, etc.);

— documents on meeting organization (agenda, layout of placement, list of invited
persons, etc.).

202. Protocols of collegiate authority meetings are grouped into files in
chronological order and by numbers. Documents to meetings of the above-mentioned
authorities are systematized by data and numbers of protocols, and by the agenda of the
meeting within a group of documents related to one protocol.

203. Assignments of higher authorities and documents related to their
accomplishment are grouped into files in terms of University activity areas or by authors.
Documents are systematized by assignment dates in the file.

204. Approved plans, reports and cost estimates are grouped into files separately
from their draft documents.

205. Letters are grouped by content and correspondent feature as well as are
systematized in chronological order: a response document follows a request document.

206. Personal files of employees, students, postgraduates and Ph.D. students are
created in a prescribed order.

207. Settlement payments statements (personal accounts) of University employees
are systematized within the year by surnames alphabetically while statements about
disbursement of money (statements about salary accounting) shall be formed every month
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within the calendar year.
208. Guidelines and control over file creation at the University and its structural
units are carried out by the general department of the institution.

Document storage at the University

209. Since their creation (receiving) and transfer to the archival department of the
University, documents are stored at the place of their formation in files.

To improve the promptness of searching for documents, files are placed according
to the File Register. Backstraps of file covers specify indices according to the File
Register.

210. If files are stored at structural units, the safety of documents and files are
ensured by heads of structural units and designated persons responsible for records
management.

211. To ensure the safety of documents, files shall be stored in working rooms or
in special premises for this purpose, in closed cabinets and tables.

212. Issuing of files on loan to third-party institutions is conducted with the
permission of University executives. One shall create a replacement card for the issued
file, specifying a structural unit, file number, date of its issuance, a person taking it and
the date of its return. Fields for signatures in receiving and accepting files are required.

213. Issuing of files on loan is provided for no more than one month.

214. Seizure of document from the file of permanent storage period is forbidden.
In exceptional cases, seizure of document is allowed with the permission of University
executives, but a certified copy of the document shall obligatory remain in the file.

V. Preparation of files for transferring to the archival storage

Expert examination of document value

215. Main principles of conducting the expert examination of values, drawing up
the inventory, preparations of files for transferring to the archival department of the
University are stipulated by the Instruction on Records Management in electronic form.

This Instruction defines particular features of paper file preparation to transfer them
to archival storage. Paper files are used in case of reasons proved justified for the
University to create paper documents.

216. Conduction of document value expert examination means comprehensive
study of documents in order to put them into the National Archival Fund or remove from
it and to set up storage terms of documents that are not subject to introduction to the
above-mentioned Fund.

217. Expert examination of document value is carried out every year at
University’s structural units by persons responsible for records management at these units
along with the Expert Committee under the guidance of the University’s general
department.

218. Removal of documents for destruction without a preliminary expert
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examination of their value is forbidden.

219. Selection of permanent storage documents is carried out based on standard
and official (specialized) lists of documents with storage terms as well as University’s
File Register by reviewing each file sheet. Assignments by higher authorities received by
the University as a paper copy cannot be selected as documents of permanent or long-
term (over 10 years) storage.

220. Based on the results of document value expert examination at the University,
one develops an act on removal of paper documents for destruction (annex 20).

221. The composite inventory of files of permanent, long-term (over 10 years)
storage and personnel issues (staff), as well as the act on removal of documents for
destruction, which do not belong to the National Archival Fund, are considered by the
University’s Expert Committee simultaneously. After the act’s approval, the University
has the right to destruct documents defined by it.

222. The act on removal for document destruction is drawn up regarding
documents that do not belong to the National Archival Fund for University files. The
name of a structural unit is given before the group of titles of its files.

Drawing up of paper file inventory

223. File inventory is an archival guide designed for recording and revealing the
content of storage units, recording units, fixation of their systematization within the
archival fund.

224. The file inventory is drawn up separately for files of permanent, long-term
(over 10 years) storage (annex 21) and personnel issues (staff) (annex 22). The file
inventory for files of temporary (up to 10 years) storage is not required. In case of
University liquidation or reorganization, such an inventory is drawn up obligatory.

225. The inventory of University’s structural unit files is drawn up every year due
to the stipulated form (annex 20) by a designated person responsible for records
management at the structural unit with methodological assistance of the University’s
archival department.

226. The number of the inventory of University’s structural unit files shall consist
of the structural unit index according to the File Register, adding the initial letter of the
category of documents included in the inventory as well as four figures of the year of file
initiation included in the inventory. For example: the inventory of files of permanent,
long-term (over 10 years) storage (annex 21) and personnel issues (staff) of the structural
unit with its code 01, which were initiated in 2019, shall have the following numbers:
01P-2019; 01L-2019; 01S-20109.

227. Drawing up the file inventory, one shall comply with the following
requirements:

— each file is added to the inventory with an individual sequence number (if the

file consists of several volumes, each part is added to the inventory with a
separate number);

— inventory fields are drawn up according to information specified on the file
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cover;
— in case of adding several files with the same titles to the inventory, one shall
give the full title only of the first file, and the rest of similar files are indicated
with the word ‘the same’; at the same time, other file information is added to
the inventory in full (the full title is given on each new page of the inventory);

— the inventory field ‘Note’ is used to make notes of the physical condition of files,
of file transferring to other structural units of the University or other institution and of the
availability of document copies in the file.

228. The file inventory is kept within several years using unified continuous
numbering. Each year’s files create an annual section of the inventory.

229. At the end of the inventory, one shall make a summary specifying the amount
(in numbers and in words) of files recorded in the inventory and clarify features of file
numbering in the inventory (letter and missed file numbers).

230. The annual section of the file inventory shall also include files that are not
concluded within a calendar year. In such cases, one shall specify the following phrase at
the end of annual sections of every year thereafter: ‘Documents on this issue can be also
found in the section of (year), No. .

231. The inventory of paper files is drawn up in two copies, one of which is
transferred along with files to the archival department of the University while another
remains as a check copy at the general department.

232. Based on the inventory of structural unit files, the University’s archival
department prepares the composite inventory of files of permanent, long-term (over 10
years) storage and personnel issues (staff).

233. The composite inventory of files of permanent storage is drawn up in three
copies, of long-term (over 10 years) storage in two copies, of personnel issues (staff) in
two copies.

234. The University shall make an inventory of documents of permanent, long-
term (over 10 years) storage and personnel issues (staff) not later than two years after the
completion of records management files.

Drawing up of paper files

235. Drawing up of files of permanent and long-term (over 10 years) storage
includes numbering of file papers, creation (if necessary) of internal inventory of file
documents, the availability of file authenticator about the number of papers, physical
condition and creation of the file, filing or binding, designing of file cover (title page).

236. Temporary storage documents created in the file are not filed, papers are not
numbered, specification of cover designing elements is not required, except for primary
accounting documents.

237. After completion of the records management year, one puts necessary
amendments into authenticators on covers of files of permanent and long-term storage,
checks the correspondence of file titles to the content of filed documents, adds additional
information to the file title if necessary (specifies numbers of orders, protocols, type and
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forms of reports, etc.).

238. The date on the file cover shall correspond to the year of the beginning and
completion of the file; the file including documents for earlier years than the year of file
creation, shall contain the note ‘Documents for ... are available’ below the date.

239. Covers of files consisting of several volumes (parts) include dates of the first
and the latest documents of each volume (parts). Specifying the accurate calendar date,
one shall put down a month, day and year. The day and year are given by Arabic figures,
the month is in a word.

240. The file cover includes the file number according to the composite inventory
and in coordination with the University archive — the number of inventory and fund.

241. In case of naming the institution (its structural unit) within the period covered
by file documents or when transferring the file to the other institution (structural unit),
the file cover specifies a new name of the institution (structural unit) and the previous one
IS put in brackets.

242. Inscriptions on covers of files of permanent and long-term (over 10 years)
storage are made by clearly black light-resistant ink or paste. It is forbidden to glue the
title page on the file cover.

Transfer of paper files to the University archives

243. Files of permanent, long-term (over 10 years) storage and staff are transferred
to the University achieve in highly ordered (bound) state for further storage and use in
two years after their completion.

Files of temporary (up to 10 years inclusive) storage remain at University’s
structural units.

244. Transfer of files to the University achieve is carried out according to the
schedule designed by the achieve approved by heads of structural units and adopted by
University executives.

245. If a structural unit addresses the achieve in a written form, the achieve prepares
the issuance of paper files for carried out for the period of up to three months.

246. Acceptance and transfer of each file is carried out by the achieve member in
the presence of representative of the records management service only after the expertise
of its academic and historical value, complete ordering and designing.

247. Files of permanent and long-term storage period are transferred to the archive
according to the description. Besides, all inventory copies shall include a note of file
availability against the file.

At the end of each inventory copy, the archive head signs the acceptance of files,
necessarily specifying the amount of files transferred to the archive in figures and letters
as well as the date. One inventory copy is returned to the structural unit while the rest
ones remain at the University archive.

Files of temporary storage period can be transferred to the University archive
according to the File Register.

Files are bound in a proper manner and transferred to the University archive.
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In case of liquidation or reorganization of the structural unit, a person responsible
for records management at the unit shall prepare files during liquidation measures and
transfer them to the University archive regardless of storage terms. Files are transferred
according to the file inventory and File Register.

Head of the Department First name LAST NAME
Lawyer First name LAST NAME
Secretary of the University Academic Council First name LAST NAME
APPROVED AGREED
Protocol of the Expert Committee Protocol of the Expert Review Committee
Meeting of International European of the State Archives of Kyiv
University , 20

, 20 No.
No. Secretary of the Expert Review Committee
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Annex 1
(paragraph 9)
GENERAL RULES
of document preparation

1. To draw up texts of internal documents, one shall use 12—14 Times New Roman
font or 8-12 Times New Roman font when specifying the field ‘Contractor’s surname
and phone number’, footnotes, explanatory notes to certain elements of document text
and details, etc.

2. The following font shall be used during preparation:

- bolt font in big letters — for the name of document type;

- bolt font (upright or italic) — for document titles and summary.

3. Line spacing shall be the following:

— 1-1.15 — for document text components, field ‘Annex’ and reference to the
document causing the preparation (publication) of the current document;

— 1.15 — for components of ficlds ‘Addressee’ and ‘Stamp of approval’;

— 1.5-3 — for separating document details from each other.

4. Full name in the field ‘Signature’ is placed at the level of the last line of position

name.

5. The biggest length of multiline detail line (except for text detail) is 73

millimeters (28 printed characters).

6. If the summary exceeds 150 symbols (five lines), it can be extended to the right

margin. The title does not require a dot at the end.

7. Drawing up documents, one shall use the following indent from the left margin:

— 125 millimeters — for the full name of the field ‘Signature’;

— 100 millimeters — for the field ‘Stamp of approval’;

— 90 millimeters — for the field ‘Addressee’

— 10 millimeters — for text blocks and words ‘LISTENERS’, ‘SPEAKERS’,
‘DECISIONS’, ‘APPROVED’, ‘HEREBY ORDER’, ‘HEREBY BIND’;

— 0 millimeters — for ficlds ‘Document date’, ‘Document summary’, ‘Text’
(without blocks), ‘Note of annexes’, ‘Contractor’s surname and phone number’, ‘Note of
document execution and its transfer to the file’, words ‘Annex’, field ‘Annex’ and word
‘Ground’ of reference to the document initiating the preparation (publication) of the
current document, position name in the field ‘Signature’, file authenticator ‘In accordance
with the original’ and the first field ‘Stamp of approval’ in case of two fields.

8. Drawing up documents (their annexes) on two or more pages, the second and

further pages shall be enumerated.

9. Page numbers are put in the middle of the top page margin by Arabic figures
without specifying the word ‘page’ and without separating characters. The first page is
not enumerated both in the document and annexes. The document and each annex have
individual numeration.

10. Document texts are printed on one side of the paper. Documents of temporary
storage period with a volume of more than 20 pages can be printed on front and back of
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the paper while the field ‘Signature’ shall be placed on the front rather than back of the

last document paper.

11. QR codes in size of 21x21 are placed in the bottom left corner of the first

document page.
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Annex 4
(paragraph 21)

INTERNATIONAL EUROPEAN UNIVERSITY

Identification code: 42947833
ORDER

, 2024 Kyiv No.
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Continuation of Annex 4

INTERNATIONAL EUROPEAN UNIVERSITY

Identification code: 42947833
DECREE

, 2020 Kyiv No.
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Annex 5
(paragraph 62)
PROVISIONAL LIST
of documents that the corporate seal is put on

Acts (work completion, write-offs, examinations, etc.).

Approval forms of draft regulatory legal acts.

3. Summary and reviews of institutions on thesis papers and abstracts sent to the
Supreme Certifying Commission of Ukraine.

4. Certificates (limited: of payment of insured amount; of using budgetary
appropriations for salary; of accrued and proper salary, etc.).

5. Powers of attorney for the receipt of goods and materials, banker's orders,
pension orders, statements of money.

6. Agreements (on financial responsibility, scientific and technological
cooperation, work and labor, rent of premises; on conducting operations, etc.).

7. Assignments (on designing objects, engineering structures, major construction;
Terms of Reference, etc.).

8. Applications (on letter of credit; on non-acceptance, etc.).

9. Applications (on equipment, invention, etc.).

10. Seal imprint specimen, and specimen of signatures of employees who have the
right to carry out business transactions.

11. Business travel authorization form.

12. Cost estimates (for managerial apparatus maintenance; for preparation and
exploration of new products; and calculation according to the agreement, major
construction, etc.).

13. Letters of guaranty (about conducting operations, services, etc.).

14. Filing of a request (on awarding with orders and medals; prizes).

15. Protocols of coordination of plans, supplies.

16. Registers of checks, budget orders.

17. Specifications of items, products, etc.

18. Statutes of public enterprises or unions.

19. Title lists.

20. Staff schedules.

21. Employment record books.

22. University’s inventory.

N =
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Annex 6
(paragraph 74)

INTERNATIONAL EUROPEAN UNIVERSITY
Identification code: 42947833

ORDER

, 2024 Kyiv No.

On entry into force of the decision by the
Academic Council regarding “the Approval of Regulations
on the Department...”

On execution of the decision by the University Academic Council dd.
, 2024 (protocol No. ).

| HEREBY ORDER:

1. The decision by the Academic Council regarding “the Approval of Regulations
on the Department...” comes into force.

2. To approve the termination of ...

3. To control ...

Reason: decision by the University Academic Council dd. , 2024 (protocol
No. ).
Rector First name LAST NAME

The Draft is introduced by:

APPROVED:
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Annex 7
(paragraph 90)

INTERNATIONAL EUROPEAN UNIVERSITY
Identification code: 42947833

ORDER

, 2024 Kyiv No.

On appointment (hiring) as ...

| HEREBY ORDER:

TO HIRE (FIRE) Vasyl Ivanov, the Lecturer
Reason: application

Rector First name LAST NAME
The Draft is introduced by:

APPROVED:
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Annex 8
(paragraph 90)

INTERNATIONAL EUROPEAN UNIVERSITY
Identification Code: 42947833

ORDER

, 2024 Kyiv No.

On personnel
(on staff issues)

| HEREBY ORDER:

1. TO HIRE Vasyl IVANOV...
2. TO FIRE Pavlo HONCHAROV ...
Reason: application

Rector First name LAST NAME

The Draft is introduced by: APPROVED
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Annex 9
(paragraph 134)

INTERNATIONAL EUROPEAN UNIVERSITY
Identification Code: 42947833

DECREE

, 2024 Kyiv No.

On business trip

| HEREBY BIND:

1. TO SEND the following members of the Faculty on a business trip to Odesa to
Odesa International Medical University:

Petro IVANQV, engineer

Vasyl PETROV, lecturer

Andrii SKOBTSEV, lecturer

to arrange
2. Period (terms) of the trip: 2 days, from February 1, 2019, to February 2, 2020.

Reason: invitation (administrative note).

Rector (Vice-Rector) signature First name LAST NAME

56




Instruction on Records Management INSTRUCTION

International European University Quality management system
ISO 9001:2015

Continuation of Annex 9

INTERNATIONAL EUROPEAN UNIVERSITY
Identification Code: 42947833

DECREE

, 2024 Kyiv No.

On business trip

| HEREBY BIND:
1. TO SEND the following students of the Faculty to Odesa to Odesa International
Medical University:
Petro IVANQV, student of the group
Vasyl PETROV, student of the group
Andrii SKOBTSEV, student of the group
to participate in the student conference
2. Period (terms) of the trip: 2 days, from February 1, 2024, to February 2, 2024.
Reason: invitation (administrative note).

Rector signature First name LAST NAME
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No. dd. , 20

ASSIGNMENT No.
on the business trip to the
city/town

Annex 10
(paragraph 135)

source of finance to

(name of the organization)

(position, First name and Last name)

Assignment and execution period

Note of assignment execution

Head of the unit

Head of the structural unit
Director of the Institute
Business trip limits are included
Chief accountant

Executor
Approved by
Head of the unit

No. Document

date

Who receives payment, for what and
based on what document

Sum Debit side

(UAH, kop.)

Signature of accountable person

Reverse side

(In a version of the Decree of the Minister of Finance of Ukraine

.20

Decree of the Ministry of Finance of Ukraine
,20__No.
Ne )
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Report
on business trip expenses
No. dd. , 20

Name of the tax agent
EDRPOU of IEU The report is approved in the sum of

Department Position

(in words)

Division Profession
Head
Full name
Tax identification number (or serial
number of passport”) , 20

LI rrr P r
The report is checked
Advance payment UAH

Sum
Rest of previous advance , 20
payment

Overspending Accountant
Received (from, No. and date)

L Debit | Credit | Sum (UAH, kop.)

2.

3.

Received in total
Spent

Rest
Overspending

Annex documents

The rest paid in the sum of UAH using the cash voucher No. dd. , 20
Overspending is issued as a payment order

, 20 Signature The list of documents is specified on the reverse

In case of non-return of overspending costs within the accounting month including the deadline of return:

The tax amount of ___ (UAH, kop.) = the non-return sum™ (UAH, kop.) x the tax rate™” of +100
Signature of the person preparing the settlement Settlement preparation date 20
| have read and understood the settlement: signature date

(full name)

* The serial number of passport for physical entities who have refused to accept the taxpayer identification number because of their
religious beliefs and informed a corresponding inland revenue authority of this, as well as have a special mark in their passport.
** The sum is calculated given paragraph 164.5 of Article 164, Section IV of the Tax Code of Ukraine.
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Registration log
of business trip decrees*

Annex 11
(paragraph 135)

Registration Registration Summary Surname of the head signing
number of date of decrees the decree
decrees
1 2 3 4

*The log can be supplemented with additional fields if necessary.
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Registration log of business trips*

Annex 12
(paragraph 135)

No. Surname and Work place Business Date of Date of Date and
initials and position trip business business number of
destination trip trip arrival decree
departure (order)
1 2 3 4 5 6 7

*The log can be supplemented with additional fields if necessary.
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Annex 13
(paragraph 135)

BUSINESS TRAVEL
AUTHORIZATION FORM No.___

(surname)

(name)

(position)

Is sent on a business trip to

(destination points)

(name of the union, enterprise, institute, organization)
Period (terms) of business trip: days
from to

Reason: Decree (order) dd. , 20 No.
It is valid along with the passport No.

Notes of business trip departure, arrival to destination points, departure from them and arrival
to permanent work place

Departed from Arrived to
, 20 , 20
L.S. L.S.
(signature) (signature)
Departed from Arrived to
, 20 , 20
L.S. L.S.
(signature) (signature)
Departed from Arrived to
, 20 , 20
L.S. L.S.
(signature) (signature)

Notice. In case of departing to several destination points, one shall put notes of arrival and departure in each field.
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Annex 14
(paragraph 150)
REGISTRATION LOG
of incoming documents™*
No | Date of | Date and | Name of | Summar Full name | Executor’ | Date | Notic
documen | number | correspo y of of S and e
t arrival, of ndent incomin executor | signature | result
index incomin (full g about s of
g name) | documen document | execu
documen t receiving | tion
t
1 2 3 4 5 7 8 9 10

* The log can be supplemented with additional fields if necessary.
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REGISTRATION LOG
of outgoing documents*

Annex 15
(paragraph 152)

No. | Document Addressee Document Term of response, Notes of execution
date and summary supplying
number information
1 2 3 4 5 6

* The log can be supplemented with additional fields if necessary.
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Annex 16
(paragraph 170)
TERMS
of executing primary documents

1. The Act of the President of Ukraine — 30 days from the date of its entry into force if this
Act does not stipulate the term of executing its assignment.

2. The request or appeal:

- of the people's deputy of Ukraine — according to the Law of Ukraine “About the status of
the People's Deputy of Ukraine” (within fifteen days from the date of document receiving or within other
term stipulated by the Verkhovna Rada of Ukraine);

- of the deputy of the Verkhovna Rada of the Autonomous Republic of Crimea — within
fifteen days from the date of its receiving;

- of the deputy of the local authority — within ten days from the date of its receiving.

If the request (appeal) of the people's deputy of Ukraine (deputy of the Verkhovna Rada of the
Autonomous Republic of Crimea, deputy of the local authority) cannot be considered in a timely manner
for reasons beyond control, one shall send a written notification to persons who have introduced the
request (appeal), specifying the reasons for extending the period of consideration.

The period of considering the deputy’s request, taking into account the extension term, shall not
exceed 30 days from the date of its receiving.

3. The decision of Ukraine’s Cabinet of Ministers regarding the advancement of draft
regulatory legal acts — within ten days from the date of adopting the corresponding decision if this
decision does not stipulate the other term.

4. Decrees and conclusions of the Accounting Chamber Board — within 15 days from the
date of its registration at the University if they do not stipulate the other term.
5. Approval of drafts and acts by concerned authorities — within the period stipulated by

their chief developers according to the requirements of the Regulations of Ukraine’s Cabinet of
Ministers.

6. The protest of the prosecutor about the act contravening the law — within ten days from
the date of its receiving. The prosecutor is informed of the protest consideration consequences at the
same period.

Prosecutor’s written instruction on the elimination of law violations — immediately, which the
prosecutor is informed of.

Prosecutor’s petition requiring to eliminate law violations, their reasons and factors causing them
shall be considered immediately. Not later than within a month, one shall take corresponding measures
to eliminate law violations, reasons and factors causing them, as well as inform the prosecutor of the
results of these measures.

Prosecutor’s decree on the violation of disciplinary proceedings or administrative infraction
proceeding — within ten days from the date of its receiving unless otherwise provided by law.

8. The request for public information by physical and legal entities, citizen groups without a legal
identity, except for power entities, and the response to the request for information — within the period
stipulated by Article 20 of the Law of Ukraine “On access to public information” (no more than five
working days from the date of request receiving).

If the request for information refers to information required to protect life or freedom of persons,
environmental condition, quality of food and household items, accidents, disasters, natural hazards and
other emergencies that have happened or could happen and threaten citizens’ safety, the response shall
be provided not later than within 48 hours from the date of request receiving.

If the request refers to the huge volume of information or requires information search among the
substantial amount of data, the information controller can extend the term of request consideration up to
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20 working days, reasoning such an extension. The information controller informs the enquirer in a
written form not later than within five working days from the date of request receiving.

Delay in satisfying the request for information is allowed if requested information cannot be
provided for examination within the specified period because of force majeure. The enquirer is informed
of the decision regarding delays in a written form, specifying the complaints procedure concerning the
decision.

9. Citizens’ appeals — no more than one month from the date of their receiving; appeals that do
not require additional examination — immediately, but not later than 15 days from the date of their
receiving.

If it is impossible to solve issues mentioned in the request within a month, the head of the
institution or his/her deputy specifies the required term for its consideration, as well as informs the
enquirer of it. The general term of solving issues mentioned in the request shall not exceed 45 days.

10. Letters of instruction and letters of inquiry of higher institutions — until the term specified
there.
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Annex 17
(paragraph 177)
INFORMATION
about the execution state of tasks taken under control for , 20
Name and Execution state of tasks (documents)
No. index of the where
structural unit total executed | extended term | violated term
Position First name LAST NAME

, 20
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INTERNATIONAL

Annex 18
(paragraph 191)

COMPOSITE FILE REGISTER for 20__

APPROVED BY

EUROPEAN Rector

UNIVERSITY First name LAST NAME
FILE REGISTER , 20

No. L.S.
File index File (volume, part) title Amount of files Storage terms of file Notes
(volumes, parts) | (volume, part) and numbers (working marks)
of articles
1 2 3 4 5

01. RECTOR

Laws, orders, decrees, resolutions,
subordinate regulatory legal acts and
instructional guidance documents,
which are the legal framework of
University and supervisory board
operations (copies)

01-01

Until required,
article 1-b — 7-b, 20-b

Licenses, certificates, provisions for
all activity areas of the University
01-02 and analytical documents that
constitute grounds for licensing and
accreditation of the University
(copies)

Constantly, article 48

Head of the Department of Organizational
and Administrative Work
20

Head of the archive
Name SURNAME

APPROVED BY

Meeting minutes of

the IEU Expert Committee
_ .20

No.

First name LAST NAME
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European University

Summary record of the category and amount of files drawn up in

at International

Storage terms Total In particular
transferred ones with note ‘Expert and
Verification Board’
Permanent

Long-term (over 10 years)

Temporary (up to 10 years
inclusive)

Total

Head of the Department of Organizational
and Administrative Work
, 20

Head of the archive
, 20

First name LAST NAME

Summary records are transferred to the University archive.

First name LAST NAME
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Extract from University’s File Register

Annex 19
(paragraph 192)

Verification Board’

File index File (volume, part) title Amount of files Storage terms of file Notes
(volumes, parts) (volume, part) and numbers (working marks)
of articles
1 2 3 4 5
Extract from University’s File Register:
01. RECTOR
Laws, orders, decrees, resolutions, Until required,
subordinate regulatory legal acts and article 1-b — 7-b, 20-b
01-01 instructional guidance documents,
which are the legal framework of
University and supervisory board
operations (copies)
Licenses, certificates, provisions for
all activity areas of the University
01-02 and analytical documents that Constantly, article 48

constitute grounds for licensing and
accreditation of the University
(copies)

Head of the Department of Organizational

and Administrative Work First name LAST NAME

.20
Summary record of the category and amount of files drawn up in at International European University
Storage terms Total In particular
transferred ones with note ‘Expert and

Permanent

Long-term (over 10 years)

Temporary (up to 10 years inclusive)

Total

Head of the Department of Organizational
and Administrative Work

.20

Head of the archive

20

Summary records are transferred to the University archive.

First name LAST NAME

First name LAST NAME
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Annex 20
(paragraph 218)
INTERNATIONAL APPROVED BY
EUROPEAN Rector of International
UNIVERSITY European University
First name LAST NAME
, 20
L.S.
ACT

on removal of documents for destruction,
which do not subject to storage

Based on the List of standard documents drawn up during the activity of public authorities and
local government bodies, other institutions, enterprises and organizations, specifying terms of document
storage registered in the Ministry of Justice of Ukraine on April 17, 2012, No. 571/20884, documents of
the fund No. of International European University, which are removed for destruction as
documents that have no cultural value and have lost practical bearing, are as follows:
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= = ouw s = £ o Q
(3] o o d = AZ‘ = O o5 O "'5 _ o ®© 3 2}
o c QO 5 N d Yy E — E O o o "E' wn - S "5 3
> = = &7 o083 233005 € 2 L T = S
B S oY 0T S oSS ®mao >| 5 € Q-Ea_ pd
= S o by - 2 X DELE| € 3 L L
QL > T ¥ | 5 @ o g S E © o D 9
=9 2T |E = 2E2xE |2 |S5SE
o e |3 = 2 2 2
1 2 3 4 5 7 8
Totally ( ) files for
(figures and letters)
Expert examination of document value
was carried out by the head of the Department of
Organizational and Administrative Work First name LAST NAME

, 20

APPROVED BY
Meeting minutes of
the IEU Expert Committee
, 20

No.
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INTERNATIONAL

Annex 21
(paragraph 222)

APPROVED BY

EUROPEAN Rector of International
UNIVERSITY European University
First name LAST NAME
, 20
L.S.
Fund No.
Inventory No.
of permanent storage files
for20
No. File index File (volume, part) title The first and the Amount of file
last date of (volume, part) papers Notes
documents, file
(volume, part)
1 2 3 4 5 6

The inventory includes ( ) files from No. to No. ,in
particular:

Letter numbers:

The inventory was carried out
by the archivist
, 20

Head of the archive
, 20

APPROVED BY
Meeting minutes of
the IEU Expert Committee
, 20

No.

, missed numbers:

First name LAST NAME

First name LAST NAME
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INTERNATIONAL

Annex 22
(paragraph 222)

APPROVED BY

EUROPEAN Rector of International
UNIVERSITY European University
First name LAST NAME
, 20
L.S.
Fund No.
Inventory No.
personnel issues (staff) files
for20_
No. File index File (volume, part) title The first and File (volume, Amount of file

the last date of part) storage (volume, part) Notes

documents, file period papers

(volume, part)

1 2 3 4 5 6 7

The inventory includes ( ) files from No. to No. ,in
particular:

Letter numbers:

The inventory was carried out
by the archivist
, 20

Head of the archive
, 20

APPROVED BY
Meeting minutes of
the IEU Expert Committee
, 20

No.

, missed numbers:

First name LAST NAME

First name LAST NAME
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Honarok 23
(myHKT 64)

001K, 30epiraHHs Ta BUKOPHCTAHHA MEYAaTOK, IITAMIIIB i 0J1aHKIB

HaiimenyBaHHs

Micue 30epiranusi

HOpﬂ)IOK BUKOPUCTAHHSA

OcHOBHA IT€YaTKa 3 Ha3BOIO
VYHiBepcurery

Bimnin opranizariiftno —
po3nopsaAu0i poOOTH

Ha noxymenTax, 110 3acBiqueHi
PEKTOPOM (IIPOPEKTOPOM)
VYHiBepcurety, p1HaHCOBO-TPOIIOBUX
JIOKYMEHTax

JonarkoBa redaTka 3
Ha3BOIO YHIBEPCUTETY

Bianin opranizamiitHo —
po3nopsAau0i pobOTH

Ha moxymenTax, 110 3aTBeppKeH1
KEpIBHUKAMHU CTPYKTYPHHUX M1IPO3ALIIB
VYHiBepcUTeTy, sIKi He MalOTh TIEYATKH,
Ha KOIIISX JOKYMEHTIB, 3aCB1TUEHHS
HIANNUCY CIIBPOOITHUKIB YHIBEPCUTETY
Ha BUITYKax

[TewaTku mimpo3auTiB
VYHiBepcurery

Havanenuku nigpo3ainis
VYHiBepcurery

3aTBep/KEHHSI MIAMNCIB
CHIBPOOITHUKIB CTPYKTYPHOTO
MiAPO3AUTY, KO

[Teuarka /lenapTamMeHTy
KaJIpOBOTO 3a0e3MeUeHHS

JlemapTamMeHT KaapOBOTO
3a0e3TneUYeHHS

Ha noxymenTax, siki BUgae
JlemapramMeHT KagpOBOTO
3a0e3neYeHHA(TPYAOB] KHUKKH,
JOpY4YEHHS Ha OTPUMAaHHS 3apIUIaTy,
JOBIZKHU, KOIIii TOIIO)

[TeuaTku IHCTHTYTIB

JlupexTopu IHCTUTYTIB

Ha moxymeHTax, siki BUIAOTh
IHCTUTYTH (JIOBIJKH, 3TIKOBI KHHKKH,
KOITii TOIIIO)

bmanku, mo
BUKOPUCTOBYIOTHCS B
VYuiBepcureri (hipMoBi
OJIaHKH )

Bignin opranizamiitHo —
PO3MOPSITI0i pOOOTH.
CriBpoOITHUKH
CTPYKTYPHUX MIAPO3ILTIB,
Ha SIKMX TOKJIa/IeHE

Bcest city>x60Ba tokymMeHTallis Ma€e
BHUXOJIUTH TUIBKH 32 MIAMKCOM PEKTOpa
a00 oco0Owu, sKa Moro 3aMiliae,
popekTopa (B I[bOMY pa3i 000B’SI3KOBO
3a3HAYa€ThCS (haKTUYHA [TOCaaa 0COOH,

JUIOBOJICTBO il ipi3BUIIE, 1M 5)
bnanku TpynoBux kHUkOK, | JlemaprameHT kaapoBoro | Iledatka JlemapramMeHTy KaJIpoBOTO
MOCBITYEHHSI, IEPEITYCTKU 3a0e3IeueHHs 3a0e3neuyeHHs

AKaneMiuHi JOBIIKH,
OJATKHU 10 TUILIOMIB

OcHoOBHa neyaTka 3 Ha3BOIO
YHiBepcutery

brnanku 3amikOBUX KHHXKOK

Ha cxnani YuiBepcurery
Ta IHCTUTYTIB

[TeuaTka IHCTUTYTY

Annex 23
(paragraph 64)

Recording, storage and use of seals, stamps and forms

Name

Place of storage

How to use

Corporate seal with the

Department of

On documents approved by the rector

74




Instruction on Records Management

INSTRUCTION

International European University

Quality management system
ISO 9001:2015

name of the University

Organizational and
Administrative Work

(vice-rector) of the University; on
financial and money documents

Additional seal with the
name of the University

Department of
Organizational and
Administrative Work

On unstamped documents approved by
heads of University’s structural units;
on document copies; verification of
University personnel’s signatures on
reviews

Seals of University’s units

Heads of University’s
structural units

Approval of signatures of structural unit
staff, copies

Seal of the HR Department

HR Department

On documents issued by the HR
Department (employment record books,
powers of attorney for the receipt of
salary, certificates, copies, etc.)

Seals of institutes

Directors of institutes

On documents issued by institutes
(certificates, student record books,
copies, etc.)

Forms used at the
University (corporate
forms)

Department of
Organizational and
Administrative Work,
Structural unit staff
responsible for records
management

All internal documents shall be issued
only with the signature of rector or its
deputy, vice-rector (in this case, one
shall necessarily specify an actual
position of the person, his/her name and
surname)

Forms of employment
record books, certificates,
passes

HR Department

Seal of the HR Department

Academic certificates,
university transcripts

Corporate seal with the name of the
University

Forms of student record
books

In storage rooms of the
University

Seal of the Institute
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Annex 24
(paragraph 64)

List of designated persons whose signatures are affixed by the corporate seal with
the name of the University

. President.
. Rector.
. Vice-Rector.
. Chief accountant.
. Deputy Chief Accountants.
. Head of Education Quality Center.
. Directors of Education and Research Institutes.
. Deputy Directors of Education and Research Institutes.
. Preparation of employment record books: head of postgraduate study and
doctoral studies; employee responsible for postgraduate study at the Education and
Research Institute; supervisor and inspector (specialist) of Education and Research
Institute.
10. Academic Secretary of the University (powers of attorney for the receipt of
certificates: by professor, associate professor, senior researcher).
11. Head and Academic Secretary of the Academic Council (certification files).
12. Director of the HR Department (verification of signatures on reviews of official
opponents, powers of attorney for the receipt of funds beyond the University).

O©ooO~NO O, WN B
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Annex 25
(paragraph 34)

PROVISIONAL LIST
of documents that can be approved by putting the stamp of approval by the
designated person if they are prepared in a paper form
1. Acts.
2. Assignments.
3. Cost estimates.
4. Lists (positions of employees with irregular working hours; standard and official
(specialized) documents with storage terms, etc.).
5. Price lists of operations.
6. University Statute.
7. University structure.
8. Job instructions of employees.
9. University’s File Register.
10. University’s inventory.
11. Curriculum.
12. Academic course working program
13. Plans of operation.
14. Working curriculum.
15. Volume of department’s educational operations for the academic year.
16. Allocation of department’s educational operations for the academic year.
17. Schedule of classes.
18. Seal and stamp imprints.
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PROVISIONAL LIST

Annex 26
(paragraph 147)

of documents that are not subject to registration by the Department of
Organizational and Administrative Work

No. Document type Special records
1 | Data and information sent for information purposes are not subject to registration
2 | Ads, posters, programs of meetings, conferences, etc. or recording in any other way
3 | Price lists (copies)
4 | Material use standards
5 | Letters of congratulations and invitation letters
6 | Month, quarter and half-year reports
7 | Schedules, assignments, applications, allocations
8 | Statistical reporting forms
9 | Letters of acknowledgment
10 | Lists with the note “Private”
11 | Printed publications (books, logs, bulletins) Library
12 | Requests for certificate provision Archive, HR Department,
Accounting Department, etc.
13 | Curriculum, programs (copies) Education Quality Center
14 | Draft documents Department of Organizational
and Administrative Work
15 | Documents sent to the Council of Rectors Council of Rectors
16 | Executive letter Accounting Department
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