IIpo sarBepaxenns IncTpyknii

3 ainoBoacTBa B JoauHChKil
paiionnili nep:kaBHidi agminicTpanii
y HOBIH peaakuii

Bignosinno mo 3akony VYkpaimm "Ilpo micuesi npepxaBHi anMiHiCTPaui'f",
nocranoBu KabGinery MinictpiB Ykpaikum Bin 17 ciurs 2018 poky Ne55 "Ileski
NUTaHHS JOKYMEHTYBAHHS YMNpPaBIIHCBKOI MiANBHOCTI" 3 ypaxyBaHHSAM 3MiH,
BHECEHHX T0cTaHoBOKW Kabinery MinicTpiB Ykpaiuu Bin 17 kBitasa 2019 poky Ne375
" go BHECEHHs 3MiH IO mocTaHoB KabiHery MinicTpis Vkpainu Bin 18 mumas
2007 poxy Ne950 1 Bix 17 cians 2018 poxy Ne55", Bin 19 nrotoro 2020 poxy Ne 119
"IIpo BHeceHHs 3MiH g0 mocTasoBU Kabimety MinictpiB Ykpainu Bia 17 ciyua
2018 p. Ne 55", Bim 19 motoro 2020 poxy Ne 128 "Ilesxi nwuTanusa peamizauii
€KCIIEPUMEHTAIHOIO  [IPDOEKTY 13 CTBOPEHHS "€IWHOro BXOAy" OIpalfOBaHHs
3BepHEHb I'POMAJSH, 3alUTIB Ha My6iiyHy 1H(opMamiio, 3BepHEHb Ta TOBiJOMJIEHb
npo/abo Bif ocib, sIKi MOCTpaXKAaIH Bl TOPIiBIi JOABMH, HOMALIHHOI0 HACHILCTBA,
HaCH/IBCTBA 34 O3HAKOK CTaTi, HACMIBCTBA CTOCOBHO [iTe#l, abo mpo 3arposy
BUMHEHHS TaKoro HacuibcTBa", IocTtaHoBH KaliHeTv MinictoiB VYkpainw
Bin 07 mucronmama 2018 pokv  Ne992 "Tloo 3aTBepmkeHHs BUMoOr v cdenl
€JIeKTDOHHMX IOBipYHX Tmochavr Ta [lopsnkv mnepeBiDKH NOOTOMMaHHS BUMOT
3aKOHOMABCTBA V cheDi eNeKTDOHHWUX NOBIDYMX IOCTVI". DO3IODSMKEHHS TOJOBH
obnacuoi mepxxaBHOi amMinicTpamii Bim 20 6Gepe3ns 2020 pokxy Ne250-p "Ilpo
3arBep/UKeHHA IHCTpYKNii 3 AinoBoacTea B KipoBorpaiackkoi ofiacHoi jepaBHOL
anMiHicTpalii y HOBiM pefaxuii”, pO3NOPSJPKEHHS [OJIOBH DAHOHHOI JepiKaBHOI
anMigicTpalii Bif 23 4epBHA 201§" poky Ne 172-p "Ilpo pernameHT JlONHHCBHKOIL
palfoHHOI JepXaBHOI aAMIHICTPalii"' Ta 3 METOIO BCTAHOBJICHHS €AHHHX BHMOIL' IO
JOKyMEHTYBAaHHS YIPaBIIHCHKOI AISIBHOCTI B paOHHIN fiepXKaBHiA aaMiHICTpalil:

1. 3arBepautH [HCTPYKIiO 3 AinoBoacTBa B JloMMHCHKiM pailioHHIN nepixaBHIN
aaMinicTpanil y HOBi#l pefakuii (1oaaeTses).

2. CTpyKTYpHHM TiApO3/iNaM pakaepxaaMiHiCTpaliii, peKOMEHLYBaTH OpraHam
MiCLEBOro CaMOBPSI{yBaHHs B paioHi:

1) mig vac opradizauii poGOTH B CHCTeMi €NEKTPOHHOI B3aeMoOJil OpraHiB
BHKOHABYOI BJIAJM KepyBaTHCh PermameHTOM opraHizamii B3aeMoii opraHiB
BHKOHABUOI BIaJM B €JIEKTPOHHIA (GOpMi, 3aTBepIKeHHM IIocTaHOBO0 Kabimery
Miunictpis Vkpainu Big 17 ciyas 2018 poxy Ne55, i3 3MiHaMH, BHECEHHMH
noctraHoBoro Kabinety MiHictpiB Ykpainu i 17 kBitTHs 2019 poky Ne375;

2) mpuBectd g0 20 nunua 2020 poxy BnacHi po3nopsg4i JOKYMEHTH Y
BiANIOBIAHICTH i3 MocTaHoBOIO Kabinery MinicTpiB Ykpainu Bin 17 ciuns 2018 poky
Ne55 (i3 3MiHaMH) Ta UM PO3MTOPSIHKEHHAM.

3. BU3HATH TaKMM, IO BTPATHIIO YUHHICTH, PO3MOPSIKEHHs TONOBH paifoHHOT
JepxaBHol agMinicTpawil Bix 15 yumus 2019 poxy Nel85-p "Tlpo 3aTBEPIDKEHH
Tnctpykuii 3 AtroBoacTBa B JlonuHcpentpagtongii nepxaBHii anMinicTparii'.

T'onoBa paitonnol =
Aep:kaBHOI agMiHicTpanii €sreniii 3BI3IOBCbKUHN



3ATBEPJUOKEHO

PoznopsaxeHHs rojioBu I[onHHCBKm
PalOHHO] JIeP;KaBHOI aaMiHicTpamil

A0 171h05¢ 2020 poky Ne _i_ﬁ

THCTPYKIIIS
3 airoBoacTBa B JloimHChKil paHoHHIN Aep:xxaBHil agMinicTpamii

I'JIABA I

IHCTPYKIIA
3 JOKYMEHTYBAaHHs yNpaBJaiHCbKOI iHpopmalil B ejiekTpoHHiii popmi
Ta oprasizauii po6oTH 3 eJIEKTPOHHHMH T0KYMEHTAMH B IiJI0BOJICTBI
JojiMHcbKOl palioHHOI AepKaBHOI aAMiHicTpaiii, eJIEKTPOHHOTO
MIKBIiIOM40ro o0MiHy

L. 3araJabHi D0JI0KEeHHHA

1. g IHCTpyKIIist 3 JOKyMEeHTYBaHHS YIIPaBIiHCHKOI iH(OpMAILii B eJeKTpOHHIH
¢dopmi Ta opramizanii poGOTH 3 €IEKTPOHHHMH JOKYMEHTaMH B JIJIOBOJACTBI
Jonuacekol paifloHHOI HepxaBHOI aAMiHICTpallii, €IeKTPOHHOIO MiXBIIOMYOIO
obominy (manmi — Imctpykuis) BimmosimHo mo 3akoHy Ykpainu "Ilpo eneKTpoHHI
JIOKYMEHTH Ta €JIEKTPOHHHM JOKyMEeHTOOOIir" Ta IHIIMX aKTiB 3aKOHOAABCTBa
BH3HAYAE:

IOPSIOK TPOXOMKEHHS eJIeKTPOHHOIO JOKyMEHTa 3 MOMEHTY HOro CTBOpPEHHS
abo ojiep)kaHHs | TO MOMEHTY BiflIpaBlIeHHs ab0 NepejaBaHHsA 0 apXiBHOIO BiIlTy
paiiaepxaMiHicTparii; '

3arajibHi 3acag¥ (DYHKIIOHYBaHHS Ta BHUKOPUCTAHHS CHCTEMH €JIEKTPOHHOI
B3a€MO/Iil OpraHiB BUKOHABUOI BIaaH (aJli — CHCTEMa B3aeMOJIi1);

ornepaTHBHUH iHpopMaLiitHuit OOMiH 3 BI/IKOpI/ICTaHH}IM CITyk00BO1 €JIeKTPOHHOL
TIOIITH.

I IHCTpYyKIlis BCTAHOBJIIOE 3arajibHi IpaBWiIa 3AIHCHEHHS MOHITOPDHMHIY CTaHy
BHUKOHaHHS YIIPaBJIiHCBKHUX PillIEHb.

Ls1 IHCTpYKIisl MOIIUPIOETHCS HA BCi €JIEKTPOHHI JOKYMEHTH, 10 CTBOpIOIOTBC}I
BiAMpaBsitoTECsL @00 OfiepXXyIOThCsl  JIONMHCBKOIO — pPalilOHHOKO  [JEepP>KaBHOIO
aaMiHicTpaliero (mani — paiiaepxaaMiHicTparis).

OcobnuBocTi  opramizamii JiIOBOACTBA 3 [JOKyMEHTaMH, IO MICTATh
iHpopmMariiro 3 oOMeXeHHM AOCTYIIOM, AUIOBOJACTBA 3a 3BEPHEHHSIMH TIPOMajdH,
3amuTaMd Ha myOniuHy iH¢opMaliio BH3HAYAIOTHCS OKPEMHMH HOPMAaTHBHO-
IPaBOBUMH aKTaMH, TIIpU IOMY BHMOrM Ii€i IHCTpyKuil HOIIHpPIOIOTBCS Ha
3a3HaYeHi BHUOM JUIOBOACTBA B YaCTHHI 3arajbHUX NpUHIUIIB poboTH 3
IOKyMEHTaMH Ta B Tiil YacTHHi, siKka NPsMO He BU3HAYEHA OKPEMHMM HOPMATHBHO-
IIPaBOBUMH aKTaMH.



2

Bumoru i€l IHcTpykuii g0 poGoTH 3 IEepBHHHO-00IIKOBOIO, OaHKIBCHKOIO,
GiHAHCOBOIO, 3BITHO-CTaTHCTHYHOIO, HayKOBO-TEXHIUHOIO JOKYMEHTAIIIEI0
HOIIMPIOIOTECS JIAIIIE B YaCTHHI 3arajibHUX IPUHIUIIB pOOOTH 3 JOKYMEHTaMHU.

2. OcHoBHa ¢opMa MpPOBaIKEHHs IUIOBOJCTBA B paiijepiaaMiHicTpalii €
TanepoBa. .

JIoKyMeHTYBaHHs  yNpaBliHCBKOI iHQopManii B  padiaepxanMiHicTpamii
3NIMCHIOETBCS B €IEKTPOHHIA ¢opMi i3 3aCTOCYBaHHAM  KBaJli(hiKOBAHOTO
eJIEKTPOHHOr0 MiAMHCY, KBallip)ikOBaHO! eNeKTPOHHOI MedYaTKH Ta KBalidhiKoBaHOL
€JIEKTPOHHOI ITO3HAYKH YacCy, KPiM BUIIAIKiB HAABHOCTI OOIPYHTOBAaHMX IiCTaB IS
IJOKYMEHTYBaHHs YNpaBIiHChKOI iHGopManii y mnamepoBid ¢opMi, SKUMH
BU3HAIOTHCS:

JOKYMEHTH, IO MICTATh iHPOpMaIIio 3 OOMEXeHHUM J[OCTYIIOM, BUMOTa IO0
3aXHUCTY SIKOI BCTAaHOBJIEHA 3aKOHOM,;

€JIEKTPOHHI JOKYMEHTH, [I[0 He MOXYTh OyTH 3aCTOCOBAaHi SIK OpPHUTiHAJI 3TiTHO 3
BUMOTaMH 3aKOHY;

JOKYMEHTH, BUMOT4A II0JI0 ONPAIIOBAHHS SKHX y MarepoBiil popMi BCTAHOBIECHA
axtamu Kabinety MiHicTpiB YKpainu.

3. 3aranpHi 3acagu JOKYMEHTYBaHHS  YNpPaBIIHCBKOI iHdopMmamii B
paiinepxaaMinicrpanii Ta 0coOIMBOCTI BelleHHs ALIOBOACTBA y NamnepoBii ¢opmi
BU3HA4alOThCs IHCTpyKuiero 3 AinoBoxcTBa B JIOMMHCHKIN paiOHHINM JepiKaBHiK
afMiHicTpalii, 3aTBEPIKEHOI0 pO3MOPAMMKCHHIM TOJOBH palifepikaaMiHicTpanii
Bix 20 TpaBus 2020 poxy Nel31l-p (mami — IHcTpykmis 3 JiIOBOACTBA
paiinepxaaMiHicTparii).

JlinoBOACTBO y IarepoBiii ¢opMi IOIyCKAaeTbCs JIMIIE AN JOKYMEHTIB,
BU3HAYEHUX IIyHKTOM 2 wiel [HeTpyKii.

4. JIo eNeKTPOHHHUX NOKYMEHTIB, MiANUCAHUX (IIOTOKEHHX) 13 3aCTOCYBaHHAM
KBali()iKOBAaHOTO €JIEKTPOHHOro miAmucy abo 3acBifdeHMX KBaliiKOBaHOO
eJIEKTPOHHOIO [IEYaTKOKX, BUMAraTé BiJTBOPEHHS BidyalbHOro MiAnucy abo BigOHTKa
TIeYaTKH HEe3aJIeXKHO BiJ 0coOMuBOCTeH 0GOPMIIEHHS JOKYMEHTIB He [OIly CKa€ThC.

5. TIpoxomxkeHHS B IiIOBOACTBI paiiiepxanMiHicTpauii OXHOrO 1 TOro x
JIOKYMEHTa B €JIEKTPOHHi# Ta naneposii ¢popMi He JOMyCKa€eThCS.

6.V wuiit IHCTpyKLii TepMiHH BXXUBAIOTHCS y TAKOMY 3HaUEHH:

1) eneKTpOHHME ayIiOBi3yaJbHHH JTOKYMEHT — €NeKTPOHHHHM JOKyMEHT, 3MicT
SKOTO TPEACTaBICHO y BUIJIALI Bifeopsany, 300paxeHHs 1/abo 3amucy 3BYKy, Ui
¢ixcyBaHHs 1/a00 BiITBOpEHHS SKHUX 3aCTOCOBYIOTh BiAIOBIJHY amapaTypy, Ha sSKui
HaKJIaJIeHO KBaJli(DiKOBaHUH eNEKTPOHHUH ITi IITHC;

2) 6aHK  eNeKTpOHHOro JokyMeHra (b6maHk) — yHidikoBaHa ¢opma
eJIEKTPOHHOTO JOKyMeHTa paiiiepikaaMiHicTpailii abo 1 CTpyKTYypHOTO Migpo3aiLy 3
BiJINOBiTHAUMH PEKBI3UTaMHU Ta IOJSAMH MIOCTiHHOI 1 3MiHHOI iHdopMarii;
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3) Bi3yamizamisi — mpoIeC BiATBOPEHHS HaHUX y (opMi, IO € CIPUMHATHOIO
JFOTHHOIO;

4) BUTAT — 3aCBI{deHA KOIIiS YaCTHHU TEKCTY €JIEKTPOHHOTO AOKYMEHTA, SIKUH
MICTHTh TIEBHHU 00CAT iHpOpMaIlii abo 3arucy peecTpy;

5) Bi3yBaHHs TPOEKTY €JEKTPOHHOTO AOKYMEHTa (Bi3yBaHHS) — HaKJIaJaHHSI
I0CaJOBOID” 0CO00I0  KBaTi(hiKOBAHOTO E€IEKTPOHHOTO IMIANKWCY Ha TPOEKT
ENEKTPOHHOrO JOKYMEHTa JUIs 3acBig4eHHs (AaKTy IOrODKEHHS IIEI0 0CO000
3aBi30BAHOTO IIPOEKTY JOKYMEHTA;

0) eNeKTPOHHUM JOKYMEHTOOOIT paiifepikaaMinicTpailii — obir (IIpoXopKeHHs )
Cly’)XOOBUX €JEKTPOHHUX JOKYMEHTIB 3 MOMEHTY 1X CTBOpEHHS abo oJlep)KaHHs A0
3aBepIIICHHS BUKOHAHHS, BiATPABJICHHS, 3HUILECHHS a00 TiepeJaBaHHS 10 apXiBHOIO
I IPO3/ILTY anapary;

7) eNeKTpOHHA KOMisl eNeKTPOHHOro JOKyMEeHTa — Bi3yalbHe TIOJaHHS
eJIEKTPOHHOTO JOKYMEHTa B €JISKTPOHHIHN (opmi 0e3 KBalihikOBaHUX €IeKTPOHHUX
IMAIICIB, SKUMH #Woro Oyino 3aBi3oBaHO Ta/ab0o0 MMiANHCAHO, BIAMNOBIAHICTH Ta
MPaBOBUH CTATyC SIKOI 3aCBITYEHO KBai()iKOBAHOIO EICKTPOHHOIO MeYaATKOI0;

8) eMeKTpOHHA KOIIisS OpHUTliHady M[amnepoBoro JoKymeHTa (doTokomis) —
Bi3yaJbHE ITOJIaHHS TMAamnepoBOTO JOKYMEHTa B eJeKTPOHHIA ¢opMi, OTpUMaHe
UIISIXOM  CKaHyBaHHS ((GoTorpadyBaHHs) NanepoBOTO JOKYMEHTA, BiJIMOBIIHICTH
OpWTiHAy Ta I[IPAaBOBHM CTaTyC SKOTO 3acBiAUE€HO EJIEKTPOHHOK IEeYaTKOIO
yCTaHOBY;

9) eNeKTPOHHHI BHYTPIIMIHIA OMUC JOKYMEHTIB CHpaBU — OKPEMHUH OOIIKOBHMA
eNEKTPOHHUM JOKYMEHT, IO MICTUTPH IEepelliK 3aroJIOBKiB JO TEKCTiB €JeKTPOHHHUX
JOKYMEHTIB CHpaBd i3 3a3HAa4eHHAM IIOPSAKOBHX HOMEpiB JIOKyMEHTIB, iX
peecTpauiifHux iHIOeKCiB, 1aT, KiTbKOCTI CTOPiHOK Ta HaiiMeHyBaHHA (aiinis
BiITIOBITHUX €JIEKTPOHHUX IOKYMEHTIB;

10) eNeKTPOHHHUN JKypHal — OKPEMHH pEECTp CHUCTEMH €JIEKTPOHHOIO
JIOKYMeHTOO06iry paiifepxaaMinicTpanii, 10 MICTUTH 3all¥CH IIPO 3apeecTpoBaHi
JOKYMEHTH, 00’ €THaHi 3a TIEBHOIO 03HAKOI a00 IPYIOI0 O3HAK;

11) enekTpoHHa pE3OMIOUIA  ~— PEKBI3NT, SKWH CTBOPEHHH Yy CHCTEMI
eJIEKTPOHHOrO JIOKYMEHTOOOITY palizepkaiMiHicTpanii Ta AKUH BHOCHTBCSA JIO
peceTpaliiHO-MOHITOPUHIOBOT KapTKM @JIEKTPOHHOTO JOKYMEHTa 1 HEepO3pHBHO
nop'ssanuit 13 pero. Enextponna pesomouis MICTUTh CTUCIHHM 3MICT AOpY4YEHHS
(Braszisku) rocajgosol ocobu 100 HOro BUKOHAHHA Ta JIOB'SM3aHMH 3 HEKO
kBanipikoBaHUIl  eJeKTPOHHME miamuc uiei  nocanoBoi ocodu. EnexTpoHHa
Pe30INOLIst € €JMHOI JIONYCTUMOIO €JIEKTPOHHOK (OopMOI0 pearizallil JOpy4eHs,
BUJAHUX B eJIeKTPOHHIM (opwmi, Bi3yamizamis sKkol BU3HAYAETHCH [HCTPYKUIEO 3
AMOBOJACTBA B pallOHHIM jlepKaBH1l aaMiHICTpaLil;

12) enexkTpoHHA CrpaBa — CYKYIMHICTH ¢aliniB eNeKTPOHHUX JOKYMEHTIB, 11O
BXOAATH JIO Hel, eNeKTPOHHOr0 BHYTPILIHLOTO OMUCY Ta 3aCBI4YBAIbHOTO HAMUCY
CIIpaBH;

13) eeKTpOHHUN NTOBIAHUK — €JIEKTPOHHO-JOBIJIKOBHH IepeliK HPUKIaJHOTO
XapakTepy, B AKoMy 3i0paHo THUIIOBI HAOOPH [aHUX;



4

14) eneKTpoHHE ITOBIIOMJIEHHS — aBTOMaTH4HO abo y pa3i HeoOximaHOCTi
ABTOMATH30BaHO CTBOpPEHA Ta TepenaHa B eNeKTPOHHiW ¢opmi iHpopMalis Hpo
JOCTaBKy/ OTpUMaHHs/ BiIMOBY B peecTpallil/ peecTpaLlito e1eKTPOHHOIO JTOKyMEHTa
aJipecaToM Ta iHIIE;

15) inmuKaTopu CTaHy BHMKOHAaHHS NOKYMEHTIB — BH3HA4YeHI KpHUTepll eTamiB
IPOXODKEH s IOKYMEHTIB B paliep xaqMinicTpalii 3 MeToro X MOHITOPHHLY;

16) KOHTPOJIb' — KOMILIEKC 3aX0/1iB, IO 3/[iIHCHIOIOTHCS JJI IEPEBIPKH Ta OLIIHKH
BUKOHAHHS ITOCTABICHNX 3aBJaHb (yIPABIiHCHKHX PillleHb );

17) cuctema  MOHITOPUHIY — KOMIUIEKCHa aBTOMAarM30BaHa CHCTeMa
Oe3nepepBHOro 300py, 00poOKH, cucTeMaTH3allli Ta aHali3y iHpopMalil Npo CTaH
BUKOHAHHS yIPABIIHCHKUX PillleHb (€JIEKTPOHHUX JOKYMEHTIB) B YCTaHORI;

18) omiic cmpaB B eNeKTPOHHIH (opMi — JOBIAHMK B €JIIEKTPOHHIN (opmi,
NpU3HAYeHUH 11 OONIKYy Ta pPO3KpUTTS 3MICTY OAWHHIL 30epiraHHs, OJUHUII
00Ky, 3aKpIIJIEHHS iX CUCTEMAaTH3allli B MeKax apXiBHOTO (OH/Y;

19) nariepoBa Komisi OpUTiHAIYy €JIeKTPOHHOIO JOKYMEHTA ~ Bi3yaJlbHe MOJaHHS
CIIEKTPOHHOTO JOKyMEHTa Yy ' namnepoBiii ¢opmi, sike 3acBigueHe B NOPSJKY,
BCTAHOBJICHOMY Li€0 JHCTpyKIIi€ro;

20) miamucaHHs ~ MPOEKTY  €JIeKTPOHHOTO  JOKyMeHTa  (IigmucaHHs) —
HAKJIaJaHHSI YIOBHOBAXXEHOIO 0CQ00I0 (YMOBHOBAXXEHHMH 0CO0aMH), 3a3HAUCHOIO
(3a3HaYeHMMH) Yy peKBI3WTaX IMiJINUCyBada TaKoro JOKyMeHTa, KBasli()iKOBAHOTO
CUEKTPOHHOIO nijnucey (DiANKCIB) HAa MPOEKT eNeKTPOHHOTO JOKYyMEHTa IS
3acBimueHHS (DAKTy HOT0 3aTBEPIKECHHS;

21) moromxyBad — mocazoBa ocoba, IO 3AiHCHIOE Bi3yBaHHS (IIOTOMXKEHHS)
MIPOEKTY JOKYMEHTa;

22) mpaBoBUil CTATYC — HAOpaHHS €1eKTPOHHUMH JaHUMH FOPUINYHOI CHITH,

23) NpUMIpHUK €JIEKTPOHHOTO JOKyMeHTa — (a1, SsKui MiCTHTh Habip JaHHX,
TOTOXHHUI OPUTIHATY €EKTPOHHOIO IOKyMEHTA;

24) MPOEKT €NeKTPOHHOrO JOKyMEHTa — JIOKYMEHT B eNleKTpOoHHiH dopmi 1o
HAKTaJeHHd KBali(piKoBaHOro eJeKTPOHHOrO IiJIIHCY YIOBHOBaXXEHOIO OCODOOI0
(yIOBHOB@XEHHUMH  ocobamu), 3a3HA4eHO  (3a3HAYE€HHMH) Yy  PEKBI3HTax
i IMHCyBayda TaKOro JOKYMEHTa;

25) penakiiiina mpaBka — Oynb-siIKe€ pemaryBaHHS NPOEKTY €JIeKTPOHHOIO
JIOKyMEHTA, BUKOHYBaHe aBTOPOM, IIOrOXKyBayeM abo MiJnUCcyBadyeM;
26) peectparop — IpauiBHUK ciyxOu JlisioBojctBa abo ocoba, Ha AKY

fmoknazeHo GVHKIIT  peecTpanil  TOKYMEHTIB, YIOBHOBRKEHI Ha 3AIMCHEHHS
peecrpaiii BXiHMX Ta/abo BHYTpiwHIX, Ta/ab0 BUXUIHWX JIOKYMEHTIB B anapari
paitnepkaaMinicTpauii;

27) peecTpalliiHO-MOHITOPUHIOBa KapTKa — KapTKa B eJIeKTPOHHil ¢opmi, 0
MICTUTh BHYEpNHY IH(QOpPMALI0 IPO CTBOPEHHS, OJAEPKAHHA, IPOXOMKECHHS,
BUKOHAHHs, BiANpaBieHHs, 30epiraHHs Ta 3HUIIEHHSA B paijepkaaMiHicTpaii
JOKYMEHTa He3aJIeXKHO BiJl PopMHU HOro CTBOPCHHS;

28) PEeKBI3UT €JIEKTPOHHOIO JOKyMeHTa — iHQopmanmis, 3adikcoBaHa B
CJIEKTPOHHOMY JOKYMEHTI Ta peecTpallifHO-MOHITOPHHIOBIH KapTHi i1 #Horo
inentudikauii, opranizanii 06iry Ta HaJaHHsg HOMY FOPHIUIHOI CHITH;
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29) cucTeMa  €IEKTPOHHOTO  JOKYMEHTOO0Iry — paiiiepaaMiHicTpamii —
CYKYIIHICTh POTPaMHO-TEXHIUHMX 3ac0o0iB, NpPU3HAYEHUX M aBTOMaTH3alii
opramizauii  pobGoTd 3  €JNEKTPOHHHUMH  JOKyMEHTaMH y  JiJOBOACTBI
paiinepxaaMiHiCTpallii;

30) cnyxba AinoBOACTBA — CTPYKTYPHUH MiAPo3All (3aranbHUM BIAJALT) anapary
paiiepxamiricTparlii abo BiaoBizaipHa 0ocoda, mo 3ade3nedye peecTpalliio, o0k,
oprauizaitin JIOKYMEHTOOOITY cnyKOOBUX JIOKYMEHTIB, 3GepiraHHs
aokyMentaiiiinoro dgouay abo Woro yacTuHM 10 NepenaBanHs Ha 30epiraHHs 10
apXiBHOTO BIAMIY padaepykagMiHiCTpallii;

© 31)3aBigyBad CEKTOpY KOHTPOJNIO Ta pPOOOTH 13 3BEpHEHHSAMH TI'POMAJISH
amapary paijepkaIMiHiCTpallii € BIAMOBIAAIFHOI 0CO00I0 3 TUTaHb KOHTPOJIIO, 0
3IHCHIOE MOHITOPHHI CTaHy BHKOHAHHS YMpPaBIIHCHKUX pillleHb T4 KOHTPOJIIO 3a
BIJITIOBITHICTIO TX BUKOHAHHS ITOCTABJICHOMY 3aBIaHHIO;

32) cnyx6oBa eNeKTpOHHA TOIITa — eJeKTPOHHA molTa (TOMTOBa CKPUHBKA)
IpalliBHUKa padepxaaMidicTpaiii, copMoBaHa 3 BHKOPHCTAHHSIM JOMEHHOTO
iMEHI y JOMEHi gov.ua st oOMiHYy yIpaBliHCHKOIO 1H(MOpMaIli€lo, Ka He Mae€
IOPUAUYHO] CHIIH;

33) ynoBHOBaxkxeHa ocoba — ocoba, ska HalleHa PaBOM BYHHATH [Iii Ta
BiJIITOBi1a€ 3TIIHO 13 3aKOHOJABCTBOM 3a HACJIIJIKY IX BUMHEHHS,

34) ynpaBmincbka iHQOpMaIis — CYKyNHICTb HeOOXiIHWUX MJaHuX, SKI
CIIPUSTHUMYThH BUPILLIEHHIO YIIPABJIIHCHKUX PIIICHB;
35) ynpaBiliHCbKe pilleHHS — OyJb-fiKe 3aBJaHHs, BHU3HAUYEHE II0CaJ0BOIO

0cob0r0 ab0 KoJeriaJbHHM OpraHOM B MeXaxX MOBHOBaXE€Hb Ta CIIPSIMOBaHE Ha
IOCSATHEHHS ITOCTABJICHUX LI1JIEH;

36) popMyBaHHS €NEKTPOHHUX CIpPaB — IPYIIyBaHHSA BHKOHAHHX €JIEKTPOHHHX
JIOKyMEHTIB y CIIPaBH Bi/IIOBIIHO 10 HOMEHKJIATYPH CIIpaB paiilepaaMiHicTparlii.

IHII TepMiHU BKHBAIOTHCS Y 3HAYCHHI, HaBeZeHOMY B 3akoHax Ykpainu "IIpo
eJIeKTPOHHI JJOKYMEHTH Ta eJICKTPOHHHUH HoKyMeHTo00ir", "TIpo enexTpoHHi moBip4i
nocayru", "Ilpo HauioHansHuii apxiBHHHE (OHA Ta apxXiBHI YCTaHOBH', a TaKOX
PeryiameHTi oprasizanii B3aeMo/Iii opranis BAKOHaBYOI BN B €JEKTPOHHIN dopmi,
3aTBepKeHOMy noctaHoBoro Kabinery MinictpiB Ykpainu Bix 17 ciunsa 2018 poky
Ne 55.

7. Opranizaiiss €JIeKTPOHHOTO JOKyMeHTooOiry B paliiepxaaMiHicTparii
MOKJIAJIa€ThCA Ha if cyXO0y IiJIOBOJICTBA, sKa 3a0e3nedye:

1) po3pobneHHs B paiiepxaaMiHicTpalii €IUHOr0 MOPSAKY IOKyMEHTYBaHHs
yIpaBIiHCHKOI iH(opMalii Ta poOOTH 3 ITOKyMEHTaMH He3aleXHO Bif ¢opMmu iX
CTBOPCHHSI,

2) po3pobiieHHS HOMEHKIIATYPH CIIpaB paiaepxaaMiHicTpanii;

3) peecrtpaliito Ta 00K JOKYMEHTIB;

4) pamarHg  METOAWYHO!  JOTMOMOTHM Ta KOHTPOJH 3a  JIOTPUMaHHIM
YCTAHOBJIEHOT'O TIOPSJKY POOOTH 3 E€JICKTPOHHHMH JOKyMEHTaMH B CTPYKTYPHHUX
miapo3/inax paiaepkaaMiHicTparii;
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5) opramizaiiro J1oKyMeHTo0OIry, QopMyBaHHS cIpaB, iX 30epiraHHi Ta
MiATOTOBKY [IJIst IEpelaBaHHs O apXiBHOTO BIAJLTY paiiaepixaaMiHiCTpallil;

6) BIpPOBA/DKEHHsT Ta HArJsA 3a JOTPUMAHHSIM CTPYKTYPHUMHU MifApO3AiIaMH
paiinepkanminictpanii Bumor IHCTpykuii 3 JinoBoacTBa Ta  HallOHAJIBHUX
CTaH/apTiB;

7) mpoBeieHHS PeryIIsIpHUX TiepeBipoK CTaHy JTOBOJCTBA B
paiimepxaAMiHICTpallii, @ TAKOXK B 1I CTPYKTYPHUX HiApo3/ijax; )

8) BUKOPUCTAHHS CHCTEMH eJeKTPOHHOIO0 JIOKyMEHTOOOIry, BeNeHHS Ta
aKTyalizaliio eJeKTPOHHHUX JOBIIHUKIB B paliiepKaaMiHiCTpallii;

* 9) TOTpUMaHHs BUMOT [0 IiATOTOBKU €JIEKTPOHHMX Ta MANEPOBHX IOKYMEHTIB
Ta opraizaiii po6oTH 3 HUMH;

10) opranizaiiiro Haryisiay 3a CTaHOM 30epeXeHHs JOKyMEeHTalliiHOro (GoHIy
paiinepxaaMiHiCcTpalii B eleKTPOHHIH (hOpMi Ta KOPUCTYBaHHS HUM;

11) inpopmariiiiny B3aeMOZil0 3 OpraHaM{d BHKOHAaBYOI BIaAM Ta IHIIMMH
JepXKaBHUMHU yCTaHOBaMHU Yepe3 CUCTEMY B3aeMO/Iii;

12) po3poOJCHHS  THNOBUX  MapIIPYyTIB  TPOXO/KEHHS JOKYMEHTIB B
paiinep)xaMiHICTpamii;

13) nepeBipKky mMpaBUILHOCTI BIJOMOCTEW, BHECEHHMX [JO peecTpaliifHo-
MOHITOPHUHTOBOI KapTKU EJIEKTPOHHOIO JOKYMEHTa 3a 3BEIEeHOI HOMEHKIATYDPOIO
CripaB pailigepxaaMiHicTpalii, Ta YTOYHEHHS LHX BiJOMOCTeH 3a eKCIEepPTHU30I0
I[iHHOCTI €JIEKTPOHHOI'O JJOKYMEHTa,;

14) ininitoBadHs Ta TPOBeJCHHS B paiifepaAMiHICTpauii NiJABHIIEHHS
kBai(ikanil mpamiBHUKIB paliep)kaaMiHicTpalli 3 MUTaHb IUIOBOACTBA.

8. PalinepxxanMiHicTparnliss opraHi3oBye JiNOBOJCTBO Ha MiACTaBi BIIACHOI
IncTpykuii 3 ginosozacTsa B JIOMMHCHKIN palioHHIN AeprkaBHiN agMiHicTpauii (mam —
IHCTPYKLis 3 MiIOBOACTBA paiiiepxaqMiHicTpanii), o po3poOIseThes Ha MiACTaBi
[HCTPYKLIH, 3aTBEPUKEHHX JaHUM PO3ITOPSIDKEHHM IOJIOBH paliiepkaaMinicTpanii,
Ta 3 ypaxyBaHHSM IHIINX aKTiB 3aKOHO/ABCTBA.

9.Cnyx6a  mimoBomctBa  po3pobmse  IHcTpykuito 3 JAiIOBOACTBA
paiiiepx)aaMinicTparii, SKO OAHOYACHO pPEIJIaMEHTYEThCS IMTAaHHS OpraHisamii
IJIOBOJICTBA y MANIePOBil Ta eNEeKTPOHH1H popMax.

10. JlimoBOoACTBO paitnepxagmiHicTparii, opradizamiss oOMiHy eleKTPOHHHUMH
JIOKYMEHTAaMH 3 IHIIUMH yCTAHOBaMH 3A1MCHIOIOTBCS BUKIIIOYHO 3 BUKOPUCTaHHAM
CHCTEMH €JIEKTPOHHOrO JOKYMEHTOOOITY paiiepkaaMiHICTpallii, 1HTETpOBaHO! 1O
CHCTEMH B3aEMOZII.

Y pasi BIICYTHOCTI CHCTEMH €JEeKTPOHHOIO IOKYMEHTOOOIry Ui opraHizawii
JHCTYBaHHS 3 IHIIMMH yCTaHOBAaMH BHKOPHCTOBYETBHCS CIielliadbHuil BeO-MOIyIb
CHUCTEMH B3a€MOZIT (maiii — BeO-MOIyIb CHCTEMH B3a€EMOII).

1. Cuctema eNeKTPOHHOIO AOKYMEHTOOOIry paiiaepxaaMiHicTpalii MOBUHHA
BIAMOBIIATH BUMOIaM 3aKOHOJaBCTBa 210 (opMaTiB JaHHX, CEpBIiCy iHTerpamii mo
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CHUCTEMH B3a€MOJIli Ta BHUMOraM HOPMATHBHO-IIPABOBHX aKTiB y cdepi 3aXHCTy
indopmarii.

12. BukopucraHHS KBani(piKOBaHO! eJIGKTPOHHOI TIO3HAYKM dacy I dYac
HaklagaHHA KBAJTU(PIKOBAHOTO  JIeKTPOHHOro Migmucy abo  keasidikoBaHO!
eIeKTPOHHOT Me4aTKu € 000B'I3KOBUM.

13. TexHiuHe CYNPOBOMKEHHS CHCTEMH €JIEKTPOHHOTO JOKYMEHTOOOIry B
pakiaepxanaMiHicTparnii Ta roro MporpaMHoO-anapaTHe 3abe3rneyueHHs,
BIIOBIJAIBHICT 32  30€peXeHICTh JOKYMEHTIB Ta C(OpPMOBAaHHX CIIPaB,
3abe3rieuerHs QYHKIIOHYBAHHS €IMHOIO MacUBY €JIEKTPOHHUX JHOKYMEHTIB, a TAKOXK
(opMyBaHHsI CTPYKTYpPU €JIEKTPOHHUX JOBIJIHUKIB Y CHCTEMi €JIEKTPOHHOTO
JOKyMEHTOOOIy IOKJIalaloThCsl Ha TOJOBHOTO CIIEHiallicTa 3arajibHOro Bimmidy
arnapaTy painepxxaaMiHicTpauii (gaii — cayx6a iHhopMariiiHux TEXHOIOr1H).

3abe3nedeHHs 3aXUCTy 1HPOpMallii, 10 0OpOOIIETHCS B CHCTEMI €JIEKTPOHHOTO
JOKyMEHTOOOIry paiiiep>kaJMiHICTpalii, MOKIAAAEThCA Ha CIYXKO0y iHbopMariiiHmx
TEXHOJIOTIH.

II. MikBifoMuYHi OOMIH €JEKTPOHHHMHY JOKVMEHTAMHU

14. O6MIH  eNeKTpOHHHMH JOKYMEHTaMH  4Yepe3 CHCTEMY  B3aeMOil
3MIACHIOETHCS] BUKJIFOYHO 3 JOTPAMaHHSIM BHMOT JIO BCTAHOBJIEHHX (pOpMaTiB JaHUX
€NIEKTPOHHOTO TOKyMEHTO000Iry B yCTaHOBaX.

OOMiH [MOKYMEHTaMH I103a CHCTEMOIO B3a€MOMIl NOIMYCKAETHCHA JHULIE IOJO
JOKYMEHTIB, JI0 SKMX MOXYTh OyTH 3aCTOCOBaHi OOIPYHTOBaHI IiJCTaBU, BU3HAYEHI
YyHKTOM 2 1€l [HCTpyKIii.

15. Cucrema B3aemojii 3abe3nedye TrapaHTOBaHY JOCTaBKy €JIEKTPOHHHX
JOKYMEHTIB BiJl IX BillpaBHUKIB JI0 iX OA€pXyBadiB (agpecarTiB).

16. KopucTyBaui cHUCTeMH B3aeMojii BIANOBIJAIOTH 3a IIOBHOTY Ta
JOCTOBIpHICTh 1H(OpMalii, BHECEHOI HUMH 10 CUCTEMHU.

Ilpuiimanus 6xiOHUX eJ1eKMPOHHUX OOKYMEHMIE

17. EnexTpoHHI JOKYMEHTH, L0 HAIXOAATh N0 paiifepxaaMiHicTpamii depe3
CHCTEMY B3a€EMOJIii, MPUAMAaIOThCS CIIy 0010 AiMOBOJCTBA.

18. EnexTpoHHUH MOKyMEHT, IO 3aBaHTAXHBCH 13 CHUCTEMH B3a€EMOMil [0
CHUCTEMH €JIEKTPOHHOTO JOKYMEHTO00iry abo HamiMIoB 10 BeO-MOJIYJi CHUCTEMU
B3a€MO/1i1, BBAKAETHCS JOCTABICHUM apecary.

19. TlonepenHiii  po3riisiA  €NEKTPOHHOTO  JIOKYMEHTa  3IIHCHIOETBCA B
€IeKTpOHHIK  ¢opMi  cioyx00K0  AIOBOJACTBA 3 BHKOPHCTAaHHAM  CHCTEMHU
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eJIEKTPOHHOTO JOKYMeHTO00Iry abo y pasi ii BIACYTHOCTI BeO-MOZyJsS CUCTEMH
B3aEMOJIII.

ITig yac monepeaHpOro PO3TIISILYy BU3HAYAETHCS:

1) u1 Mae eIeKTPOHHUN JOKYMEHT OYTU JIOMYLIEHUH 10 peecTpallii;

2) um mnorpebye poO3risay KEepiBHMUTBOM paifepxamMiHicTpanii  abo
HaJCHWIaHHS ATiCNSI peecTpallii 3a HaJeXHICTIO JO0 CTPYKTYPHOTO MiZpo3auTy abdo
CTPYKTYPHHX HiJpO3iIiB BiANMOBiIHO 10 (GYHKIIOHATEHOIO PO3HNOALTY 000B’SI3KiB B
paiinepxaamiHicTparii; '

' 3) UM HaleXuTb JOO €EJIEeKTPOHHUX JOKYMEHTIB TEpPMiHOBOIO PO3IVISANY
(oripaloBaHHs ).

20. ITomepenHii po3misi eNEKTPOHHUX JOKYMEHTIB MOBHHEH 3/[IHCHIOBATUCS y
JeHb HaJXO/XEHHs (IocTaBKM) abo He mizHime 10 roguHW HACTyIHOTO poOOYOro
JHS Y pasi IX HaAXOMXeHHS (IOCTaBKH) IiCJis 3aKiHYeHHsST poO0YOro JIHs, y BUXiIHI,
CBSITKOBI Ta HepoOoUi AHi.

JIopy4eHHsI YCTaHOB BHILIOTO PiBHS PO3TIISAAIOTHCS ITEPIIOYEPTOBO.

21.3a pe3ynbTaTaMu IMOMNEPETHHOTO PO3IISLYy OTPUMAHWUKA dYepe3 CHUCTEMY
B3a€MO/Ii1 €eKTPOHHHUH TOKYMEHT HiIJIIrae peecTparii, KpiM BUTIAAKIB, KOJIH:

1) nopynieHo BUMOru moao ¢Gopmu miaroToBku (ITyHKT 2 i€l [HcTpykuii) abo
odopMIIeHO 3 MOpyIIEHHSM BUMOT ITyHKTIB 117 Ta 118 miel IncTpyxiii;

2) eNIeKTPOHHMM TOKYMEHT HaAiHIIOB HE 3a apecolo;

3) eNeKTPOHHMM JOKyMEHT HaAIMIIIOB IOBTOPHO;

4) 3asBIIEHMH CKJIa]] €JICKTPOHHOTO JJOKyMEHTa He BiANoBilae QakTHIHOMY,;

5) PeKBi3UTH BXiJHOTO EIEKTPOHHOTO JOKYMEHTa He 30irajoThCs 3 peKBI3UTaMHU,
3a3Ha4E€HAMU B €JIEKTPOHHOMY JOKYMEHTI;

6) BigcyTHil TIOB'SI3aHWH 3 ENEKTPOHHUM JOKYMEHTOM KBali(iKoBaHUi
CAeKTPOHHUM TMIAMNC TiANMCyBaya UM NMOB'A3aHa 3 HUM KBajll(IKoBaHA eJEeKTPOHHA
rieyaTKa yCTaHOBH, HASBHICTB SKOT HA HROMY TepefdadeHa Hicko [HCTpyKIiero;

7) Ha JIOKyMEHT HaKJIaJIeHO eNeKTPOHHUM HU(POBUI MIAMUAC OCOOH, sKa HE €
mianucyBadeM J0KyMeHTa abo 0co00r0, 110 BUKOHYE HOro 000B’sI3KH;

8) nop's3ani 3 eTeKTPOHHUM JAOKYMEHTOM KBaTi()iKOBaHI eJIeKTPOHHI MiAIUCH
ta/abo Mevarky HEMOJKIIMBO NEpPeBIPUTH 3 HOTPHMAaHHSIM BHUMOI YaCTMHHU JIPyroi
crarti 18 3akony Ykpainu "llpo exexTpoHHi noBipyi nociyru”;

9) BiACYTHS KBajipiKOBaHA €JIEKTPOHHA TO3HAYKA Yacy;

10) Bi3yapHa QopMa eeKTPOHHOTO JIOKyMEHTa He MpujaTHa s CIpUAMaHHS
11 3MICTY JIFOJJUHOIO.

YV mmx Bumaakax ciayx0a OUTOBOACTBAa BIAMOBISE Yy peecTpalii TakKoro
eJIEKTPOHHOT'O JIOKYMEHTA 13 3a3Ha4UCHHSIM OJHI€] 3 HaBeIeHUX Ii/ICTaB.

Haocunanna 6uxionux e1eKmpoHHUxX 00OKyMeHmie

22. HapcunanHsa  eNeKTPOHHNX JOKYMEHTIB dHepe3 CHUCTEMY B3aeMOii 1X
ajpecaraM 3/IHCHIOETHCS aBTOMATUYHO, 3a (DAKTOM 1X 3aBaHTAXKEHHS 13 CHCTEMH
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CACKTPOHHOTO  JOKYMEHTOO0IrY (BeO-MOMY/sl CHUCTEMHM B3aEMOJll) YCTAHOBH B
cucTeMy B3aeMo/li oApasy micis iX peectpalil.

[lig yac 3aBaHTa)KE€HHs aBTOMATUYHO CTBOPIOIOTHCS MIPUMIPHUKH €JIeKTPOHHUX
JOKYMEHTIB Yy KIJBKOCTI, L0 BiAMOBiJa€ 3asgBIEHOMY B peecTpaliiiHo-
MOHITOPUHTOBIH KapTIi MepeiKy aapecartiB, A iX MOAABIIIONO MEPCOHANI30BAHOTO
HaJCHUIaHHS BIAMOBIIHUM ajpecaram.

He w™oxke OyTd BiANpaBleHUH dUepe3 CHUCTEMY B3aeEMOJII  €JICKTPOHHUI
JIOKYMEHT, UIJICHICTh SIKOTO HE TATBEP/KEHO KBATI(PIKOBAHUM EJEKTPOHHUM
MiAnMcoM abo KBamidiKOBAHOW €JSKTPOHHOIO TeYaTKO 3TiAHO 3 BHMOTaMH IN€l
[nerpykuii abo sikuii oopMieHO 3 MOpPYIISHHSM BUMOr IyHKTIB 117 Ta 118 mi€i
[HCTPYKMIT.

23.13 cucTeMH eNEeKTPOHHOIO JOKYMEHTOODIry paiiepxaaMiHicTpamii a0
CUCTEMHU B3a€MO/IIl 3aBaHTAXKYIOThCS 3apeECTPOBaHI EJIEKTPOHHI JOKYMEHTH abo
3aCBIJUEHI €JIEKTPOHHI KOMii JOKYMEHTIB.

[3 BeO-MOyNs cucTeMM B3aeMOJii A0 CHUCTEMH B3a€MOIil 3aBaHTAKYHOTHCS
eNICKTPOHHI  KOMii JOKYMEHTIB, 3acBifiueHi KBaTI(PIKOBAHUMH  €JEeKTPOHHUMHU
revaTKamMy, CTBOPEHHS, 3aCBiUeHHSI Ta BHECEHHs [0 BeO-MOAYJS AKHX 3OIHCHIOE
peectpaTop.

24. EnexTpoHHUH NOKYMEHT BBa)KAEThCAd OJEPKAHMM agpecaToM 3 MOMEHTY
HAIXOJDKEHHS BUINPABHUKY €JIEKTPOHHOIO [IOBIIOMIICHHS 13 3a3Ha4E€HHUM HacoM IIpo
JOCTAaBKY [1bOTO JJOKYMEHTa afpecary.

YV pazi HeHajaXO/KEHHS BIIMPaBHUKY MPOTArOM LIECTH TOAMH 3 MOMEHTY
BiZINPaBKU EJEeKTPOHHOTO JOKYMEHTa, eIeKTPOHHOIO IIOBIJIOMIICHHS IIPO  JTOCTaBKY
LBOrO0 JOKYMEHTa aJpecarTy BBaXKA€TbCs, 10 TaKWW [OKYMEHT aipecaTtoM He
ojepkado. Y TakoMy BHIIQAKY BiINPAaBHUK BXKMUBAE€ BCIX MOXIHMBHUX 3aXOMIB JIO
sabesnedeHHs OJEp)KaHHS aJpecaTtoM BiJMOBIIHOTO JOKYMEHTa B €JEeKTPOHHIH
bopmi.

V pasi omepikaHHA BiJ ajpecarta eJIeKTPOHHOIO MOBIIOMJIEHHS PO BIIMOBY Y
peecTpalil eNeKTPOHHOTO JOKYMEHTa BiAINPaBHUKOM BXHBAIOTBCH 3aX0W JUid
YCYHEHHS TMiJACTaB BiAMOBH 1 3a0e3reueHHs NOBTOPHOIO HAACHIIAaHHA TaKoro
JIOKYMEHTA B eJIEKTPOHHiH dopmi.

BiaxueHHs aqpecaToM eJeKTPOHHOTO T0KyMeHTa Oe3 3a3HaueHHs MiACTaB, 110
RU3HAYEH] Y HYHKTI 21 i€l [HCTpYKLT BBAXKAETHCS CBIIOMHM [TOPYLICHHSM.

JlonatkoBe TiATBepIKeHHS (aKTy OTPUMAHHS eNeKTPOHHOTO JOKyMEHTa
aJlpecaToM He BUMAaraeThCsl.

Kypnan oomiHy enekmpoHHUX 0OKYMeHmIie

25. Kypnan oOMiHYy € OKpeMHM €eJIeKTPOHHHUM PEECTPOM Y CKIIaJli CHCTeMH
eJIEKTPOHHOI'0 JJOKYMEHTOO0ITY (BeO-MOAYJISI CHCTEMHU B3a€MOJIIT), SKHid POPMYETHCS
13 TepeliKy 3aluciB PO IMPOXOIKEHHS NPUMIPHHKIB €JIEKTPOHHUX JOKYMEHTIB
gepe3 CUCTEMY B3aeMOIII.
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26. Kypuan oOMIHY CKIIaIAETHCS 3 TAKUX PO3JILIIB!

1) majgicnaHi — HOMED 1 JlaTa peecTpalil eNIeKTPOHHOIO AOKYMEHTa, ajpecar,
KOPOTKMIH 3MICT, BUJ, jaTa i 4ac HaACWIaHHS, a TaKox arpudytu iHopmauiiiHoro
TTOBIIOMIICHHS

2) oTpumMaHi — BUXIZHI HOMEp 1 Jara peectpailii eJeKTPOHHOTO [10KYyMEHTa,
KOPECTIOH/IHT, JiaTa | 4ac JOCTaBKY;

3) sapeecTpoBaHi — CKJIANOBI, aHAJIOrIYHI IO CKIAMOBUX PO3/iNy OTpPUMaHi, a
TAKOX HOMED 1 JIaTa peecTpallii eIeKTPOHHOTO JOKYMEHTA YCTAHOROIO-a1pecaToM Ta
Npi3BUILE, BIaCHe 1M'S peecTparopa, HAWMEHYBaHHSA CTPYKTYPHOTO TiAPO3JLILY,
BiIMOBIAATBHOTO 32 BUKOHAHHS JIOKYMEHTZ B YCTaHOBI, IPI3BMIIE, BJaCHe 1M,
teneon Ta ciayx0boBa eJeKTpOHHa NowTa WOro KepiBHUKA, NPI3BUIIE, BIACHE
iM'st TIpalliBHUKA, BUIMOBIJAILHOIO 33 BHKOHAHHS JOKyMeHTa B YCTaHOBI, HOro
TenedoH Ta cIyk00Ba eNEKTPOHHA ITOIITA;

4) BiZIMOBJIEHO B peectpauii — 10 arpulOyTiB PO3ALLY OTPUMAHMX HIOTAFOTHCS
aaTta 1 mijcTaBa BIAMOBH, IPI3BHIIE, BRacHe iM'S Ta Tele@OH peecTparopa, SIKUM
31HCHEHO BIIIMOBY.

27. TndopmMariiifHi MOBiIOMIICHHS aBTOMaTHYHO BHOCSITBCS 1O XYpPHAIly OOMIHY
T4 JOMAIOThCA 10 BIANOBIAHUX 3alWCIB MPO MPOXOKEHHS MNPHUMIPHHKIB
€NEKTPOHHUX  JOKYMEHTIB 4Yepe3 CHCTEeMYy B3aeMOJii Ta peecTpalliiiHo-
MOHITOPHHI'OBUX KapTOK BiATIOBIHUX €JIE€KTPOHHUX TOKYMEHTIB.

Enexrponsi  TOBIZOMJIGHHS  ABTOMATUYHO  TE€HEPYIOTBCSL  CHCTEMOIO
eJIEKTPOHHOI0 JIOKYMEHTO00Iry (BeO~-MOLy1IeM CUCTEMH B3a€MOIi1) Ta HaJACHIIAI0ThCS
BiINpaBHUKY ojpa3y 3a (PaKTOM JOCTAaBKH, OTPHUMAaHHS, pPeecTpallii, BIAMOBH Y
peecTpaliii eeKTPOHHOI'O JOKYMEHTA apecaToM.

Enextponni mosigomiieHHs He norpebyloTh okpemol ix peectpauii Ta
Bizyasizalii.

28. EnexTpoHHi NOBIJOMIEHHS MAlOTh Taki 000B’S3KOBI aTpUOYTH:

1) mpo Ha/ICHIIaHHA — CTaTyCcHe eJleKTpoHHe ToBizomieHHs "Hanicnano” Ta nara
1 yac HaJ(CUIIaHHS,

2) npo JOCTaBKy — CTATYCHE eleKTpoHHe nosifnomienHs "JloctapiaeHo" Ta fara i
qac JOCTaBKH;

3) npo peecTparlilo — cTaTycHe ejieKTpoHHe roBinomsieHHs "3apeecTpoBaHo” Ta
HOMED 1 JiaTa peecTpallii e1eKTPOHHOTO JOKYMEHTa,

4) 1ipo BiAAMOBY y peecTpatiii — cTaTycHe eNeKTpoHHE 1oBigomMieHHs "Bijmosa y
peecTpanii”, gara, uac, MifcTaBa BiAMOBH, Ipi3BUILE, BIacHe iMm'sTa TeneoH
peecTparopa, SIKUM 31ACHEHO BiJIMOBY.

Takox cucTeMa B3aeMOJil Mae 3/iMCHIOBAaTH OlepaThBHe 1HGHOPMYBaHHS
KOPUCTyBaua CUCTEMH B3a€MOJII MPO:

1) IO3UTHBHHUH pE3yNbTAT . TEXHIYHOI TIEPEBIPKH CHCTEMOKO B3a€MOJIl
HaAiCIAHOTO KOPHCTYBA4e€M CHUCTEMHM B3a€MO1il JIOKYMEHTa Ta HOro IOCTaHOBKY B
Yepry Ha 3aBaHTAKEHHs [0 CHCTEMH eNEKTPOHHOTO AOKYMEHTO00ITy (BeO-MOIyss
CHUCTEMH B3aeMOJIi1) ajipecara;
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2) KUIBKICTh JIOKYMEHTIB, IO CTOSITh B 4Yep3l HA 3aBaHTAXXCHHS JI0 CHCTEMU
€JIEKTPOHHOTO JOKYMEHTOO00ITYy (BeO-MO/IyJIsl CUCTEMU B3a€EMOZII) KOPUCTYBaya.

Ocob1ueocmi eieKmpOHHOT 83AEMOO0IT De3 3aCMOoCyB8aHHA
cucmemu 83aEmo0ii

~

29. IndopmartiitHuii 0OOMiH MiX HpaliBHUKaMH YCTAaHOB 3iHCHIOETHCS JIHIIE 3
BHKOPHUCTAHHSM CIIYKO0BOT €JIEKTPOHHO] MMOIIITH.

30. Indopmarniitauii OOMiH 3A1MCHIOETECS 3 METOIO:

1) momepeaHBOrO MOTOIPKEHHSI pelaklii NPOEKTIB CHUIBHUX EIeKTPOHHUX
JIOKYMEHTIB, 30KpeMa CIiBpO3pOOJICHHS IPOEKTiB aKTiB,;

2) NOBeleHHs YIpaBIIHCBKOI iHQopMalil A0 BiJioMa, 30KpemMa Ipo IUIaHH Ta
poOOTY BIANIOBITHMX YCTAHOB;

3) 1HGOpMyBaHHS NpO MPUHHATI palIepKaJAMIHICTpalli€l0 YIpaBIiHCHKI
PIILICHHS;

4) 3’sicyBaHHS CTaHy OIIPAllOBaHHS YCTAHOBOIO E€JIEKTPOHHUX JOKYMEHTIB, IO
HaJIIAIIIY HA X PO3IJIAL.

31. Inbopmanist 3 mnHCTyBaHHS CIYy)XOOBOIO €JIEKTPOHHOIO TIOIITOI0 MOXKE
BUKOPHCTOBYBATHCS i MATBEPKEHHS BUKOHAHUX Aii.

32. I[ndopmarmiitauii OOMIH CITy>)kKOOBOIO €JIEKTPOHHOIO IIOLITOXO HE Mac
IOPUIUYHOL CUIIH.

33. Indopmaniiianii  oOMIH  clIy)XOOBOIO  €IE€KTPOHHOIO  IIOLITOI0  HE
JOIyCKaeThes o0 iHpopMalii 3 00MexXEHUM JOCTYIIOM.

III. Opranizauis eJeKTPOHHOIO JOKYMEHTOO0OIry

34. Opraunizaifis  1OKyMeHTOOOIry paiiiepkaaMiHicTpallil 3AiHCHIOETBCS 32
JIOIIOMOI'OI0 CHCTEMH €JIEKTPOHHOTO IOKYMEHTOOOIry, [0 IHTeTPy€EThCS 13 CUCTEMOIO
B3a€EMOJIII.

35.Cucrema  €IEKTPOHHOIO  JOKYMEHTOOOIry TIOBHHHA  3a0e3ledyBaTu
MPOXO/KEHHS €JIGKTPOHHUX AOKYMCHTIB Ta EJIEKTPOHHUX KOIiH JOKyMEHTIB Ta
B3a€MO3B’ 530K i3 CHCTEMaMH €JIEKTPOHHOTO JOKYMEHTOOOITY iHIINX YCTaHOB.

Oobnik o6cazy e1eKmMpOHHO20 OOKYMEHMO0Di2y
36. O0mik o0cAry  eNeKTPOHHOTO  JOKYMEHTOOOIry  3IIMCHIOETBCS B

aBTOMATHU30BAaHOMY  DEXHMI  CHCTEMOIO  €JEKTPOHHOTO  JIOKyMEHTOOOITy
paitnepxaaMiHicTparii.
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37. IlincyMKoOBI AaHi 001Ky 00cATy TOKyMEHTOO0ITy IMOAal0ThCS B €IEKTPOHHIH
dopwmi (noxatok 1).

Peecmpauia 0oKymenmie

38. BxigHi, BHYTpIlIHI, BUXiAHI, IHHII JOKYMEHTH HE3al€XHO Bil ¢GopMu iX
CTBOPEHHS, MiATOTOBICHI B YCTaHOBI, PEECTPYIOTBCI B CHCTEMI €IEKTPOHHOIO
JOKyMeHToo0iry, a y pasi iiBigcyTHocTi BXiAHI Ta BHXIAHI JIOKYMEHTH
pecCTpPyOThes y BeO-MOIy i CHCTeMH B3aEMOIIT.

39. lnst 3abesnedueHHs peecTpanii ZOKYMEHTIB y eJeKTPOHHIN Ta Mmameposiit
dopmax (mani — JOKYMEHTH) B aBTOMATH30BAaHOMY peXHMi 3allOBHIOETHCS
peecTpaliifHO-MOHITOPUHIOBa KapTKa, 10 K0T BHOCATHCS BCi 000B’I13K0BI, 101aTKOBI
Ta y pasi motpeOu iHINI PEKBI3UTH DOKYMEHTa BiMOBIAHO 10 BAMOr IHCTpyKii 3
JIOBOZICTBA palaepxaaMiHicTpallii.

40. PeecTpatiiiHO-MOHITOPHUHIOBA KapTka €JIEKTPOHHOI'O JIOKyYMEHTa
CTBOPIOETBCSI CHUCTEMOIO €JIEKTPOHHOIO JOKYMEHTOOO0Iry (BeO-MOIyNieM CHCTEMH
B3a€MO/I11) B eJIEKTPOHHIH (opMi.

41. Jlo 0OOB’SA3KOBMX pPEKBI3WTIB, M0 BHOCSATBCA B  peECTpaliiiHO-
MOHITOPUHIOBY KapTKy, HaJIe)KaTh:

1) BUn moKymeHTa;

2) iHIeKC Ta 3aroJIoOBOK €JIEKTPOHHOI CIIpaBH;

3) KopecnoHeHT (YCTaHOBa-BiANPABHUK);

4) miguucyBad TOKyMEHTa Ta eJeKTPOHHHUM HUGPOBUHA MIAMHKC MianmHcyBada abo
€JIeKTpOHHA Tle4YaTKa yCTaHOBH-BIIIPaBHUKA,

5) anpecar (TepetiK yCTaHOB, SKMM aIpeCOBAaHO IOKYMEHT);

6) BUXiAHI HOMEP Ta JaTa (peecTpalliiiHi aTpuOyTH KOPECTIOHICHTA);

7) BXizIHI HOMeD Ta narta (peecTpalliiiii aTpubyTH agpecara);

8) BUXiTHWH HOMep Ta Jarta peecTpalii (peecTpailiiHi aTpUOYTH YCTaHOBH),
KOPOTKHIA 3MiCT JJOKyMEHT2;

9) CTPYKTYpHUIA MIIPO3ILT;

10) BiamoBinaybHUH 3a BUKOHAHHS 3aBJaHHS Ta/abo0 IMiATOTOBKY JOKyMEHTa B
yCTaHOBI 13 3a3HAYEHHSM HOro IHJEKCY, NpI3BHINE, iMeHi, Mo OaThbKOBi, HOMepa
Tesie(hOHY Ta CIIy:)KO0BOI eEKTPOHHOT MOIITH HOTO KEPIBHUKA;

11) enexTpOHH] pPe30IoNil;

12) BiamOBIIaNbHUN BUKOHABELb (3T1THO 3 PE3OJIIOIIEI0) i3 3a3HAYEHHSAM HOTO
Np13BMILA, IMEHI, 110 0aTEKOBi, HOMepa TenedoHy Ta CiIy)00BOi €JIeKTPOHHOT MTOIITH;

13) cTpok Ta mo3Ha4Ka PO BUKOHAHHS €JIEKTPOHHOTO TOKYMEHTA;

14) KiTBKICTB CTOPIHOK CYITPOBIZTHOTO JTUCTA Ta KiNBKICTh CTOPIHOK JONATKIB;

15) nocunaHHs Ha BXe 3apeecTpoBaHl JOKYMEHTH (iCTOpis MUTaHHS);

16) iHOMKaTOpW CTaHy BHKOHAHHS JOKYMEHTAa Ta CTPOKH BHKOHAHHS
1HUKATOPIB.
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42, Jlo  nonaTKoBMX  PEKBI3MTIB, 1O BHOCATBCS [0  peecTpalifHo-
MOHITOPUHTOBOT KapTKH, HATEKATh:

1) BHYTpILIHE MepeaspecyBaHHs eNeKTPOHHOTO MOKYMEHTA MK CTPYKTYPHUMU
MIpO3AINIaMu paiiiepkaaminicTpanii;

2) HasABHICTB 1 MEPEITIK AOATKIB;

3) IPOMIKHI CTPOKY BUKOHAHHS, .

4) indopmanis Opo 3MiHYy Ta MEPEHECEHHS CTPOKIB BUKOHAHHSA, NMPUITMHEHHS
MOHITOPHHTY eJIEKTPOHHOTO JIOKYMEHTA;

5) eneKTPOHHI NOBIAOMIIEHHS CUCTEMU B3aEMOIIT;

6)  KOX  JIOKYMeHTa  3IiJAHO 3  TeMaTH4YHHUM KjacugpikaTopom
paiiaepKaaMiHicTpami;

7) CTPOK HepelaBaH s 110 apXiBHOIO BiAAINY paljepkaMiHiCTpaLil;

8) [O3HAYKa MpPO HAJEKHICTH JOKYMEHTa [0 JOKYMEHTIB TepMIHOBOIO
PO3IIIANY;

9) cTpok 30epiranHs eJeKTPOHHOTO TOKyMeHTa (BIAMOBIIHO 10 HOMEHKIATYPU
crnpas).

43. JlonyckaeThca BBENEHHs paifiepXKaAMIHICTPALi€}0 IHIIMX PEKBIi3UTIB
eNIEKTPOHHOIO JIOKyMEHTa, SIKi He 3BYXYIOTh Ta HE 3MIHIOIOTh 3aCTOCYBaHHS
000B’SI3KOBUX Ta JOJAATKOBUX HOT'O PEKBI3UTIB.

44, Peectpaiis BXiJIHOI 1 BHXIHOI KopeclioHJeHIl paljepaimiHicTpalii
3AIHCHIOETRCS CIIY KOO0 IIJTOBOACTBA ueHTpani3OBaHo B €JIMHINA CUCTEMI.

Topsinox peecrpallll OKPeMHX BHAIB JOKYMEHTIB BU3HA4A€ThCA [HCTPYKLIEKO 3
AITOBOJICTRA palifepkaaMiHicTpanii.

45. dakcorpaMu Ta iHII eTeKTPOHHI TOKYMEHTH, 110 HAIXOASAThH €JIEKTPOHHOKO
nomwror0  6e3/3 kBaniPiKOBaAHMM  ENEKTPOHHUM  MIAMHCOM (KBasii(hiKOBAHOIO
eJIEKTPOHHOKO TIeUaTKO0 ), peecTpallli He IMiAIArarTh.

46.Y cucteMi  eJIEKTPOHHOTO  JOKYMEHTO00Iry  (dopmyerbcs — €QuHa
LeHTpaji3oBaHa 0aza peecTpaliiiHuX JaHUX B eJNEeKTPOHHIA (popMi, 32 IOMOMOIOIO
AKol  TpAaliBHUKH  3a0e3MeuyroThes  iHGOpMAIi€l0 Tpo  BCi  JOKYMEHTH
patifepkaaMiHicTpaii i iX MiCLie3HAXOIXKEHHS.

47. Ilopsanox BHECEHHS PEKBI3UTIB A0 PEECTPaLiiHO-MOHITOPHHTOBOT KAPTKHU Ta
X po3MileHHs BU3HavaeThes [HCTpyKIieto 3 AI0OBOCTBRA paiiaepxaaMiHicTparii.

Peecmpauia exionux 0okymenmie

48. PeecTpaniss BXiJHOI KOPECHOHAEHII 3IiHCHIOETHCS PEECTpaTOpOM JIHIIE
TiCJIA IPOBEJICHHS MTOIePEAHOTO PO3TILILY JOKYMEHTA.
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49. He pomyckaeTbcs TIIPOBEACHHS IOJBIMHOI peecTpailii elreKTPOHHOTO
JOKYMEHTa y CHCTEeMi €JIEKTPOHHOTO JOKYMEHTOO0Iry Ta BeO-MOAYJi CHCTEMH
B3aeMo/Iii.

50. Ha noxymeHT, 1110 HaAiHIIoOB y naneposii GopMi, MiCHs peecTpallii MIIsIXOM
IPYKY HAaHOCHUThCA HOro mrTpux-koj ado QQR-koj, TNPUCBOEHUH CHCTEMOIO
e1eKTPOHHOIO JIOKyMEHTOO0Ir'y, Ta CTBOPIOEThCA (DOTOKOIiA, SKY peecTparop
BHOCHUTb JI0 PeeCTpallifHO-MOHITOPHHTOBOI KapTKH.

51. BxigHuii TOKyMEHT IOCTiiiHOro Ta TpuBasioro (moHaxn 10 pokiB) 36epiraHus,
0 HAIIMINOB y MamepoBil ¢opmi, micins peecTpamii Ta CTBOpeHHS (OTOKOMIT
pEecCTPATOPOM  3aJMINAETBCA B CHyKOl JiNOBOACTBA JHIe s 30epiraHHs 3
NOJAJIBIIUM (OPMYBAHHIM Y CIIPABH BiANIOBIIHO 10 3aTBEPIKEHOI HOMEHKIATYPU
CTIpaB.

Ilepegipka e1ekmponno020 yugpoeozo nionucy

52. TlepeBipka KBamni(iKOBAHOTO EIEKTPOHHOIO MIAMUCY YHM IE€YaTKH
3JUACHIOETBCH 3 JoTprMaHHsM TTopsKy BHUKOPHCTAHHS EJIGKTPOHHMX JOBIpPYHX
ocayr B OpraHax Jep:kaBHOI BiajM, OpraHax MICIIEBOrO CaMOBPSTyBaHHS,
MJAMPUEMCTBAX, YCTaHOBax Ta Opraizaiigax JiepXaBHOi (QOpMH  BJIACHOCTI,
sateepKeHoro rnocranooo  Kabinery MinictpiB  Vkpainn Big 19  BepecHd
2018 poky Ne 749 (Odiniiinmii Bicnuk Ykpainu, 2018 p., Ne 76, ct. 2528).

53. B paiigepxkaavinicTpanii OpraHizoBYEThCS LEHTPATI30BaHE CXOBUILE
KBamipikoBaENX CcepTU(]IKATIB BIAKPUTHX KITHOUIB ab0 3aCTOCOBYETHCS OHIAWH-
nepepipka cepTudikaTiB BIAKPUTUX KIOUIB  Oe3liocepeiHbo 3 €JIeKTPOHHOIO
repeniky  kBaiidikoBaHUX — cepTUdikaTiB  BIIKPUTHX KIFOUIB  KBaTI(hIKOBaHUX
Ha/aBayiB eJIeKTPOHHUX JOBIPUUX MOCTYT.

54. TlepeBipka Ta TiATBEpIKEHHA KBaTi(hiKOBAHOTO €JIEKTPOHHOIO MIANHCY
ta/abo reuaTky 3AIHCHIOETHCS 3 JIOTPUMAHHSIM BUMOT YaCTMHU Apyroi cTtarti 18
3akoHy Ykpaiau "llpo enexTpoHHi JOBipUl MOCIyru".

Peecmpauia euxionux 0OKymeHmis

55. PeecTpamis BUXITHMX CINCKTPOHHUX JAOKYMEHTIB 3IIHCHIOETHCS B
ABTOMATH3OBAHOMY PEXKHUMI MiJ 4ac 1X MAMUCaHHs. [HCTpYKHi€r 3 AIIOBOJCTBA
paiijiepxaaMinicTpanil Moxke OyTu nepeadadeHa apToMaTHdHa peectpalis Beix abo
OKpeMUX BUJIIB JOKYMEHTIR 32 QaKTOM iX MiJnucaHms,

B paliiepaxaiMinicTpaniil 31 HCHIOETBCS PeeCTparis JIMCTIB.

[Hini BMOM  JIOKYMEHTIB [MIIIATalOTH  peecTpalii michas 11X HaJICHIAHHSI
PO3POOHUKOM Ha peccTpalio B cayx0y AUIOBOJACTBA (IPOEKTH PO3MOPSIKEHD,
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cayxOO0BI, [MOSCHIOBAJIBHI 3aIIMCKH, JOPYYEHHS TIOJIOBM paiinepkaaminicTpaunii,
IIPOTOKOH, 1TOJaHHS TOIIO).

56. HagcunaHHg  JOKyMEHTIB He3aleXHO Bim QopMud  iX  CTBOpPEHHS,
3JIIHCHIOETHCS Uepe3 CUCTEMY B3aEMO/II]. ‘

Y pasi cTBOpeHHs JOKyMEHTa y MamnepoBiii opmi afpecary HaJACHIACTHLC JIULIE
1oro (OTOKOIA Yepe3 CUCTeMYy B3a€MOJii, KpiM BHUIIQJKy HaICHJIAHHS TOKYMEHTIB
ycTaHoBi 4K 0CO6i, SIKi He € KOpPHCTyBayaMM CHCTEMH B3a€MOJil, Ta JOKYMEHTIB,
BH3HAYEHMX MYHKTOM 2 11i€l [HCTpyKmii.

57. kw0 agpecar He € KOPUCTYBadye€M CHCTEMH B3aEMOJIil, peECTpaTop
paiizepxaaMiHiCTpalil CTBOPIOE IAllepOBY KOIIO €JEKTPOHHOIO JIOKYMEHTA,
3acBl4ye 11 MeYaTKO paiepKaJMiHiCTpallil Ta HaJCHIIac 3a HAJIEXKHICTIO 3TiJHO 3
BUMOTramu [HCTpyKIil 3 A1JIOBOICTBA palifiepkaAMiHiCTpaIlii.

58.Y pa3i HajacumaHHA (OTOKOMIT MOKyMeHTa dYepe3 CHCTEMY B3aeMOMIl
OpuriHajg BHUXINHOTO JOKyMEHTa B TmarmepoBiii dopmi (Juine s JOKYMEHTIB
noctiiiHoro Ta Tpusajoro (monaj 10 pokiB) CTPOKiB 30epiraHHs) 3aIMIIAETHCS B
CIIy>01 A1JIOBOJICTBA TUIBKU JUIA 30epiraHHs 3 MOAANbIINM (GOPMYBaHHAM y CIIPaBH
BI/INIOBIAHO J10 3aTBEPKeHOI HOMEHKJIATypH cIipaB 0e3 Mepeadi ix ajgpecary.

59. IlepeBipKy BHECEHUX y PEECTPAIIHHO-MOHITOPHHTOBY KapTKy 00OB’S3KOBHX
Ta JOAATKOBHX PEKBI3UTIB BHUXITHOTO JOKYMEHTA 3JIIMCHIOE CHCTEMA €JIeKTPOHHOIO
JOKYyMEHTOOOITY B aBTOMaTUYHOMY PEXKUMi.

Keanighixosana enexmponna neyamea

60. [epenik EJIEKTPOHHUX JOKYMEHTIB, K1 MoTpeOYIOTh
3aCBIJTYCHHS KBAII(PIKOBAHOIO CJIGKTPOHHOIO MeYATKOK BH3HAYAETHCS [HCTPYKILi€O 3
TITOBOZICTBA paiiiepxaaMiHicTpallil Ha MiIcTaBl aKTiB 3aKOHOIaBCTBA.

61. Po3mopsyIpkeHHSAM TOJIOBH  paiiiepikaaMiHicTpanii (Haka3oM KepiBHHKA
amapaty  paizepxaJMiHicTpallli)  BU3HAYyalOThC  TOPSIIOK  BUKOPUCTaHHS
KBanipikoRaHOT eJCKTPOHHOI MMeYaTKd Ta YIOBHOB@XEHI II0CagoBi ocodu,
BIJIMOBiaNIbHI 3a i 3aCTOCYBaHHSI.

KinpkicTh KBami(ikoBaHUX eIeKTPOHHUX I1€YaTOK, IO BHUKOPHUCTOBYIOTHCS
paiinepxaamiHicTpariii, He 0OMeKXy€EThCSI.

PaiifnepxafMiHiCcTpallisl Ma€e IPaBo 3acBiUyBaTH €TIEKTPOHHI KOTIil IOKYMEHTIB,
30KpeMa Ha BUMOTY OpraHiB Cy[0BOI BIaJ{ Ta IIPABOOXOPOHHUX OPraHiB.

Op:zanizayisa nepedaganns 00OKymenmie
ma U3HAUEHHA IX 6UKOHAGUIE

602. 3apeecTpOBaHMA JOKYMEHT 3a (DaKTOM BHECEHHS peecTpaTopoM B
peecTpaliiHO-MOHITOPMHIOBY KapTKy BIiJIIOBiJAJBHOTO 3a pO3IJs)] JOKYMEHTA
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(3rigHO 3 PO3MOJIIOM (DYHKIIOHATBLHHUX TOBHOBAYXEHb) TOJIOBH, 3aCTyIIHHKA 'OJIOBH,
KepIBHHKA anapary paijepkaaMiHicTpalli, S[KAA po3risnae JOKYMEHT B
padaepxaaMiHicTpallii mnepmidM (fajnl — TEepBUHHUKM PO3TIAA), aBTOMAaTHYHO
niepeaeThCs Ha PO3MIISAL Yepe3 CUCTEMY €JIEKTPOHHOTO JOKYMEHTOOOITy.

JIOKyMeHT aBTOMATUYHO Ta OJHOYACHO HAJIXOIWTh Ha PO3TJILA OAHIM Yu
IEeKITBKOM 1I10CaJOBHM oco0aM (3aCTyNHUKaM TOJIOBH, KEPiBHHKY amapary
paiinep>xanMinicTparii abo ' KEepIBHUKaM CTPYKTYPHUX i ApO3isiiB
paiinepkaaMiHicTpalii), SKI  BH3HA4YeHI  BUKOHABISMM  (CITiBBUKOHABIISIMH)
3a3Ha4€HOT0 JOKYMEHTA.

63. JlokyMeHTH oJpa3y MiCisl 1X peecTpallili IepefaloTbCcsl Ha MEePBUHHHUE
PO3TIISL.

I'os0B1 paiinepxaamMinicTpalii ado 3aCTYIHUKY TOJOBH paiifepaaMiHicTpairii,
110 BUKOHYE AOr0 00OB’SI3KM, HA MIEPBUHHUN PO3TJISI MEePeJaloThCs TOKYMEHTH, [0
Hamidouin Bin Cekperapiaty Kabinmery MinictpiB VYkpainu, Bepxosnoi Pamu
Ykpainu, AaMminictpanii Ilpe3nnenta Ykpainy, 3BepHEHHS HapOJHHUX JEIyTaTiB Ta
JOpy4YeHHS (JINCTH) YCTAHOB BUILOTO PiBHS.

3aCTyNHUKY rOJIOBU palinepkaaMiHicTpailii, KEepIBHUKY anapary
paiimep>kaaMiHiCcTparlii 3TiIHO 3 PO3NOAUIOM (YHKUIOHATFHUX IOBHOBOXEHb Ha
NIEPBUHHUN PO3TIISA] IMEePEeNaloThCS aKTH OpraHiB Jep>KaBHOI BJIAJM, OPTaHiB BIaAU
ABroHomHOi Pecny6Oniku Kpum, HOKyMEHTH, IO HAOiALUIM BiJi TEPUTOPialbHUX
OpraHiB MIHICTEpCTB Ta BiIOMCTB YKpaiHu B palioHI, MIJIPUEMCTB, YCTAHOB Ta
oprasizariy, oprasizaniiHo-po3nopsiadi Ta porpaMHi JOKYMEHTH
3arajlbHOJIEPY)KaBHOI'O XapakTepy.

TepBUHHMI pO3IJISIT MPOEKTIB aKTiB, BHECEHUX paliepkaaMiHicTpamii Ha
CITIiIEHE PO3pOOJICHHS, IHIIMX JOKYMEHTIB 3iMCHIOEThCSI KEPiBHUKAMM CaMOCTIMHUX
CTPYKTYPHHX IiJIPO3IiTiB a00 0co0aMH, IO BUKOHYIOTH X O0OB’SA3KH, B MeXax IX
KOMITETEeHII].

Enexkmpouna pezontouia

64. ITocamoBa ocoba, sKa 3AiHCHIOE TEPBUHHHUN pO3TJsAl eNeKTPOHHOIO
JIOKyMEHTa, HaKJIafia€ Ha HbOTO EJIEKTPOHHY PE30JIIOIlI0, B SKii BU3HA4Ya€ rOJIOBHOTO
BUKOHABIIS, BIAMNOBIZaJBHOTO 3a OpraHi3amilo BHKOHAHHS JIOKYMEHTa B
painepkanaMinicTpaiii, Ta y pasi HEOOXiJHOCTI CHiBBUKOHABLIB i CTPOK HOro
BUKOHAHHS.

B enexkTpoHHiNl pe3omonii 000B’S3KOBO 3a3HAYAIOTBHCS BCI  CTPYKTYpPHI
niapo3aing, ki 6epyTh y4acTh B ONpAIlOBaHHI JOKYMEHTa Ta IMOTOKEHHI MPOEKTY
Bl AIOBI 1.

IMocamoBi ocobu, $KI OMHOYACHO pO3INISNAIOTH EJEKTPOHHUU JOKYyMEHT,
HaKJIQJIal0Th HAa HBOTO €JIEKTPOHHI Pe3oiIioNil, B AKX BH3HAUYAOThH BiIMOBLIAIBLHIX
BUKOHaBLIB Ta Yy pa3l HeoOXIAHOCTI CHiBBHKOHABIIIB Yy MeXXax BiJIIIOBITHOTO
CTPYKTYPHOTO ITIAPO3ALTY.
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65. EnexTpOHHA pe30JIoLlisl CKIAAa€ThCs 3 TAKUX PEKBI3UTIB!

1) npi3BHINe, BAacHe iM'st BUKOHABIIS (BUKOHABLIIB) Y AaBAILHOMY BIIMiHKY,

2) 3MiCT JOpYYEHHS,

3) CTpOK BUKOHaHHS,

4) kBasi(hiKOBAHMU eNEeKTPOHHUHN MLANMNC M0CAT0BOI OCOOU.

B enexTpoHHI# pe3omolii 0 €JIeKTPOHHOIO JOKYMEHTa, HI0 HE Mae€ CTPOKY
BUKOHAHHS, 3a3HAYEHHS 3MICTY JTOPYYEHHS Ta CTPOKY BUKOHAHHS HE BUMaraerbes.”

EfnexTpoHHA pE30JIOLis MOKE JIOTIOBHIOBATHUCS IHIIAMH pEKBI3UTaMH, SKi
BM3HAYalOTHCS [HCTPYKIi€rO 3 AiTOBOACTBA paiiiepKaaMilicTpariii.

- Hexonkperni ("npuckopatu”, "noninmutu", "akTUBi3yBaTH", "3BEpHYTH yBary"

TOIIO) €JIEKTPOHHI PE30JTIOLIIi HE Oy CKAIOThCSI.

66. Yci  eNeKTpOHHI pe30NIolii, HakiaJeHI Ha eJCKTPOHHHH JOKYMEHT,
BHOCSTBCSI JI0 MOro peectpaniiiHO-MOHITOPHHIOBOI KapTKHU i HEPO3PUBHO MMOB’sA3aHi
i3 Hero. EnexkTpoHHa pe3onomlis, sKa € HacliJIKOM BHKOHAaHHS eJIeKTPOHHOI
pe30ITIoNil BHIIOTO PiBHSA, JOAATKOBO MICTHTH JIOTiYHE ITOCHJIAHHS Ha BiAMOBIIHY
eJIEKTPOHHY PE30IIIOLIIO0 (IEPEBO €JEKTPOHHUX PE3OMIOLIA).

67.Ha  eJexTpoHHy  pe30JIOLiI0  I0CaJoBOi  0coOM  HaKIANaeThCs
KBATDIKOBAHUH eNeKTPOHHUM MiAnu e i€l XK mocagoBoi 0coou.

68. Jlo HakmamaHHsd  €JEKTPOHHOI  Pe30NIoNii  BCTAHOBIIOIOTHCS — TakKi
0COOJIMBOCTI:

BUKOHABIISIMU eJNIeKTPOHHOT pe3omonii KepiBHUKA YCTaHOBHU
BU3HAYAIOTHCH KEPIBHUKH CTPYKTYPHUX Hinposfinis obimepxanminictpadil (y pasi
HeOOXIAHOCTI MOKYTh OYTH BU3HAUYECHI MPALliBHUKHA YCTAaHOBH, 10 KOMIETEHIT AKUX
HUIEKUTL 3asHaveHe B pe3oyuonii MUTaHHS), IPO IIO0 CUCTeMa EJIEKTPOHHOIO
JOKYMEHTOO0IrY aBTOMATHYHO iH(OpMye 3aCTYITHHKIB KepiBHHKA YCTaHOBH, SKi
KOOPAUHYIOTD JisUIbHICTh BiATOBIJHOTO CTPYKTYPHOTO IiJPO3/AiTy Ta Y pasi morpedu
MaloTh IIPAaBO JOMOBHUTH 3a3HAY€Hy PE30JIOLil0, He 3MIHIOIYH CyTI HOpYy4YEHHS
KepIBHUKA YCTAHOBH Ta HOTO OIOBHOI'O BUKOHABIIS;

BUKOHABIISIMH PE30JIIOLIIT 3aCTYITHUKA r0JI0BH 00 aepkaaMiHicTpallii, kepiBHHKa
allapary o0JiepKaaMiHicTpallii BU3HAYAOTHCS KePIBHAKH CTPYKTYPHHUX MifApO3AiiiB
obniepKaaMiHicTpanii, YHIO MisJIbHICTH KOOPAWHYE BIIIOBIAHHM 3acTyIIHHK
(KepiBHUMK araparty), Ipo L0 CHCTEMA €JeKTPOHHOTO JOKYMEHTO0O0ITy aBTOMAaTHIHO
iHOOPMY€E KepiBHUKIB BiITOBIAHUX CTPYKTYPHHUX MIIPO3/iTiB;

BHKOHABIIMH PE30JIIOIIT KepiBHUKA CTPYKTYPHOTO MiApPO3AUTY BU3HAYarOTHCSH
KepIBHMKM  IMOPAAKOBAHUX  CTPYKTYPHHX  TiAPO3AITIB 9H  CHeLialiCTH
BIAMOBIHOTO MiAPO34idy, TpPO MO CHCTEMa eJNEeKTPOHHOIO JOKyMEHTOO0OIry
ABTOMAaTHYHO IHPOPMYE KEPIBHUKIB BIANOBIIHUX MIANOPSIKOBAHUX MiAPO3IiNiB, 1O
BXOJIATH JIO CKJIay LIbOTO CTPYKTYPHOTO i JPO3IiITy;

BHKOHABLIEM pEe30JIIolil TOJI0OBH palifepkKaJMiHicTpalii, 3acTylIHHKAa TOJIOBU
paiimepkagMiHicTpaliii, KepiBHUKA anapatry paijepxaaMmiHictparii Moxe 6yt Oyab-
STKHH MiATOPAIKOBAaHUN Bi/ITIOBITHOMY KEp1BHUKY CTIiBpOOiTHUK



18

palinepxkaAMiHICTpallii, A0 KOMIETEHLI SKOr0 HAaJC)XHTh 3a3Ha4eHe B Pe30JIrOLii
nuTaHHs. [Ipo BHU3HaueHHS B pe3OJIONii BHUKOHABIL CHCTEMa eJEKTPOHHOIO
JOKYMEHTOODOII'Y =~ aBTOMAaTM4YHO iHGOpPMyE KEPIBHHITBO CTPYKTYPHOTO  Ta
i ATOPSIAKOBAHOTO MiAPO3/LTY JAaHOTO CIiBPOOITHHKA;

OTPUMAaHHS 3aCTyIIHUKOM TOJIOBH paiifiepKaaMiHicTpallii, KepiBHHKOM arapary
paiiiepxkamMiHicTpanii, KepiBHMKOM  CTPYKTypHOTO a60  MiAOpsSAKOBAHOTO
MIPO3JiNy e1eKTPOHHOTO MOBIOMIEHHS PO CTBOPEHHS KePiBHUKOM BUIIOIO PiBHS
€JIEKTPOHHOI pe30oLil He Nepeadayae CTBOPEHHS BiATIOBIIHUM KEPiBHHKOM CBOET
pesonrolii OO LBOrO > JOKyMEHTa, a JHINe Iepeabadae O3HAHOMIIEHHS i3
JTOKYMEHTOM;

€JIEKTPOHHOIO PE30JIOLIEI0 MOXXe OYyTH BH3HAYEHO TOJIOBHOTO BHKOHABIIA,
CIiBBUKOHABIIB, CTPOKM BUKOHAHHSI, OTPUMYBadiB IOKyMeHTa "0 BigoMa'.

69. EneKTpoHHI NOKYMEHTM HaAXOISTh JO iX BHKOHABIIB BHKJIIOYHO Yepes3
CHUCTEMY €JIEKTPOHHOI'O [OKYMEHTOOOITY Ha MiJACTaBi HAK/IaJeHWX Ha HHUX
eJIEKTPOHHUX PE30JIIOIII .

JIOKyMEHT, BUKOHABILISIMU SIKOTO € KUIbKa CTPYKTYPHHX TAPO3/ILTIB (ITOCaToBUX
0ci0), HAAXOAUTH OJHOYACHO N0 BCIX HOro BMKOHABIIIB, BU3HAYEHUX EIEKTPOHHOIO
PE3OIIIOTIEI0 YHU TIEPENiKOM PO3CHIIKH, CTBOPEHHUM PEECTPAaTOpoM ab0 aBTOPOM
JOKYMEHTA.

70. KepiBHUKY CTPYKTYpPHHUX MiJPO3AUIIB paiiep:kaaMiHicTpallil OIpaLboBYyIOTh
€NIEKTPOHHI OKyMEHTH, OTPMMaHl BHACILAOK IX IlepefaBaHHs 4Yepe3 CUCTEMY
CIICKTPOHHOTO JTOKYMEHTOOOIry 3a HaJEeXHICTIO, Ha IiJACTaBl HaKJIaJeHUX Ha HMX
eJIEKTPOHHUX PE30JIIOLIiH.

v pasi HEOOXI1THOCTI KEpiBHUK CTPYKTYpPHOI'O i Apo3 LTy
paiifepyxaaMiHicTpallil Ma€e IpaBo JeJeryBaTH CBOEMY 3aCTYNHHUKY PO3IIIsi]] YaCTUHH
€NIEKTPOHHUX JIOKYMEHTIiB, $Ki HaOXOAATh Ha OIPAIJOBAHHA A0 CIPYKTYpPHOTO

MiApO3 LY.

71. CucreMa €JEKTPOHHOIO JOKYMEHTOOOITY aBTOMAaTW4HO (ikcye (akTu
mepefaBaHHs ~ CNEKTPOHHHX  JOKYMEHTIB  BHMKOHABISIM B pPeECTpaliiHO-
MOHITOPHHIOBIff KapTii 13 3a3HaueHHsM iHGOpMalii IpPO BHKOHABIB, SAKHM
nepesiaHo JJOKYMEHT.

72.3MiHa TOJIOBHOTO BHKOHABLS 3IHCHIOETBCS B CHCTEMI €IIEKTPOHHOTO
JOKYMEHTOODITY Ha MiJICTaBl pe3osrollii KepiBHUKA, SIKWK 3JIHCHIOBAB IEPBUHHMIMA
PO3TIISL €NIEKTPOHHOTO JOKYMEHTA.

73. SIK1Io 1S eNeKTPOHHOTO JOKyMEHTa He BCTAHOBJIEHO CTPOKiB BUKOHAHHS, a
floro ompaioBaHHS He TIOTpeOye TMIArOTOBKH TPOEKTY MJOKyMEHTa Ha HOro
BUKOHAHHS, BIANOBINANbHUA BHKOHAaBELb Ma€ TIpaBO IICIsA O3HAHOMIICHHS 3
JOKYMEHTOM BHECTH B pPEeCTpPalliifHO-MOHITOPHHIOBY KapTKy iH(OpMaIliio IIpo
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crioci6 BUKOHaHHS HBOr0 NOKyMeHTa ("HHTaHHS BUPIIIEHO B poOOYOMY IOPSIKY",
"B35ITO y4acTh, 10 BijoMa" TOIIO), 3aKpUTH Horo "mo crpaBu".

SKo eneKTpoHHUN JOKYMEHT pO3iCiaHo MpaiiBHUKaM paiiep:xkaaMizicTpamii
JUIs O3HaWOMIIEHHS — 4Yepe3 . CHCTeMY  CJeKTPOHHOro  JOKYMeHTOooOIiry
paiepxanmMidicTpamii, PaLiBHUKH BHOCITH BIAMITKY NpoO X O3HAHOMIEHHS, & Y
pasi PO3CHIAHHS ULl O3HAMOMIICHHS I TATMHMC — MiATBEPDKYIOTh HAK/IaTaHHIM
KBaTi(PIKOBAHOIO - @NEKTPOHHOTO NiAmuCy. Y  TakoMy BHIIQAKY B  CHCTEMI
€JIEKTPOHHOI0 AOKYMEHTOOO0IIy paiiiepkaaMmidicTpalii aBTOMaTUYHO TeHEPYETHCS
JIUCT O3HAWOMIICHHS 3 JOKYMEHTOM, Y SIKOMY 3a3HAU4a€ThCs TepeTiK MOCaIoBUX OCi0
paitiepkaamiHicTpanil, SKUM OyJ0 Tepe/jaHoO BIAMOBIIHUN MTOKYMEHT 3 MO3HAYKOIO
npo oO3HalfomieHHs, y Takomy opmari: Tpi3BHINE Ta BlacHe iM's, JaTa
HAJIXO/KEHHs €JIeKTPOHHOI'O0 JIOKYMEHTa, jJaTta o3HaloMyieHHs (kBaridikosana
CJICKTPOHHA [TO3HAYKA Yacy).

IV. JOKYMEHTYBAaHHA VIIPaBJiHCHLKOT iHdopManii B eJJEKTPOHHIN

dbopmi.

3arajJbHi BHMOI'H A0 CTBOPCHHHA }IOKVMCHTiB

74. JlIokyMeHTyBaHHs ylIpaBliHCHKOI iHdopMaIlii B elneKkTpoHHii hopmi nossrae
y CTBOPEHHI €JIEKTPOHHHMX JIOKyMEHTiB, B sKHX (iKcyeTscs iHGOpMaLis Ipo
YIPaBIIHCHK] PillIEHHS 3 JOTPUMAaHHSM YCTAaHOBJICHUX LI€K0 [HCTPYKII€IO PaBHIT.

75. PexBizuTH, BU3Ha4deHI Mi€l0 [HCTpPyKIi€to, BHOCATBCS B peecTpariifHo-
MOHITOPUHTOBY KapTKy.

bnanku 0okymenmie

76.0Oprasni3aiiiHo-po3nops i JIOKyMEHTH paiigepkaaminicTpanii
oopMITIOIOTECS Ha OJaHKaX, IO CTBOPIOIOThCS B EJIEKTPOHHIH (popMi 3rifmHO 3
BUMoOTaMH 1iei [HCTpyKuli.

77. braHKH  TeHepyIOThCS  CHCTEMOIO = €JeKTPOHHOI'0  JTOKyMEHTOOOIry
paiiiep>kaaMiHicTpanii B aBTOMAaTHYHOMY PEXHMi Ha TMiICTaBi 0OpaHHX aBTOPOM
IIPOEKTY KPUTEPIIB THIIOBOTO OJlaHKa /i 00paHOro BULy €eKTPOHHOI'O JOKyMEHTA.

Jis  renepamii THIOBOrO OJlaHKa 3aCTOCOBYIOTBCS KpHTEpii: BHA, THII
JIOKyMEHTa, IiJIIHCYBad TOIIIO.

78.baHKH KOKHOI'O BHUJly T€HEPYIOThCSl HAa OCHOBI MMO3I0BKHBEOTO PO3MIIIIEHHS
PEKBI3HTIB. PEKBI3UTH 3arooBKa pO3MIIIYIOTHCS IIEHTPOBAHUM CITOCOOOM (IIOYATOK i
KiHeI[b KOXHOTO PsiIKa PEKBI3UTY OAHAKOBO BiANaleH] BiJi MEX 30HH PO3TaIllyBaHHS
PEKBI3HUTIB).

79.JIn4 miArOTOBKH NOKYMEHTIB B €JEKTPOHHIN (OpMi CHCTEMa EEKTPOHHOIO
JOKYMEHTOO0IIy paiaepKaaMiHicTpanii reHepye Taki BUJIH GIaHKiB JOKYMEHTIB:
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3arajbHU OJIAHK JAJIS CTBOPEHHS JOKYMEHTIB (0e3 3a3HaueHHs y OJIaHKY Ha3BH
BHJly IOKYMeHTa) (A0o1aToK 2);

crieniani3oBaHui OnaHK [JISs CTBOPEHHA PI3HMX BHAIB JOKYMEHTIB I
JUCTYBAHHS 1HO3eMHUMH MOBaMH (70/1aTOK 3);

O7aHK KOHKPETHOI'O BUAY JOKyMeHTa (13 3a3HaueHHSM Ha OJIaHKY Ha3BU BUIY
JOKyMeHTa) (10JaToK 4).

80.-loxymMeHT y pa3l HeoOXiTHOCTI JpPYKYETbCS pa3oM i3 OJaHKOM,
3reHePOBAHWM CHUCTEMOIO  €JEKTPOHHOIO JOKYMEHTOo00Iiry 06e3 3acTocyBaHHS
0JIaHK1B, BUTOTOBIICHUX JIPYKAPCHKUM CIIOCOOOM.

81.bnanky NOKYMEHTIB, CTBOPEHHUX Yy eNEeKTPOHHIH QopMi, He HYMEPYIOThCS Ta
He NoTpebyoTh 00JIIKY.

ama nionucanna, 3aceiouenns ma peecmpauii

82. JlaTa mianucaHHs BU3HAYAETHCS KBAIi(iKOBAHOW EJIEKTPOHHOIO O3HAYKOIO
yacy, 110 HEBLI'€MHO MOB'sI3aHa 3 KB (PIKOBAHUM €NeKTPOHHIM I AIIMCOM,

83. Jlara 3aCBiYEHHS BU3HAYAETHCS KBATI(PIKOBAHOW €JIEKTPOHHOKO ITO3HAYKOK)
4acy, 110 HeBLA'EMHO IOB'3aHa 3 KBaMi(hiKOBaHOK eTeKTPOHHOK II€YaTKOIO.

84. Jlata peectpamii BHUXIIHOTO JOKYMEHTa AaBTOMAaTHIHO (QOpMyeThCS
CUCTEMOIO  €JIeKTPOHHOIO JOKYMEHTOODIry ycTaHOBU (BeO-MOJyJjieM CHCTEMHU
B3aEMOJIiT) Y PeeCTpalifiHO-MOHITOPUHTOBIT KapTI{i TiJ 9ac HOro TiAmuCcaHHs.

85. OOOB'SI3KOBOMY JaTyBaHHIO Yy peecTpalifHO-MOHITOPHUHTOBIH KapTui
NIAraloTh yei CaY>KO0OBI BIIMITKH, TOB'S3aHi 3 NMPOXOKEHHSM Ta BHKOHAHHSIM
JIOKyMeHTa (pe3ouTioLiii, BIIMITKU NP0 BUKOHAHHS JOKYMEHTA, HaJICUJIaHHS HOTO 0
CTIpaBH TOIIO).

Odpopmaenna oooamkis

86. Ha ponatkax, mo 3aTBEpIKYIOTHCS BIAIMOBIAHUMM aKTaMu (mono>xxeHHs,
IHCTPYKLil, INpaBuia, TOPAAKH TOIO), MNPOCTABISAETbCS TpuU 3aTBEp/UKEHHS
BIAMOBIAHO RO NMyHKTY 92 miei [Herpykuii. ¥V BIANOBIAHMX NYHKTaxX po3NOps 4ol
YaCTUHH JJOKYMEHTa pOOUTECA NOCKIaHHA: "o foxaeTbes” abo " (momaerses)".

87. Ha joparkax [0 wHakaly, T[OJOKEHHS, TIpPaBwl, IHCTPYKUIl TOLIO
MIPOCTABASETLCS BIAMITKA Y BEPXHBOMY TIPABOMY KYTI MEPIIOl CTOPIHKY JoAaTKa, AKa
BKJIFOUAE HOMEp J0JIaTKa, 3alro;I0BOK HOPMATUBHO-TIPABOBOIO aKTa Ta ITOCUIIaHHS Ha
BIATIOBLAHY CTPYKTYPHY OJVHHIIO, HAITPHKIAL:
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Jlogatok 5

1o ITpaBusi BUpOOHHUIITBA
(BUTOTOBIIEHHSI) Ta KOHTPOJIIO SKOCTI
JiKapCchKUX 3aco0iB B anTeKax
(myskt 17)

-

CynpoBiaHi matepiajii J0BiAKOBOro abo aHamiTHHHOTO XapakTtepy (rpadikuy,
cxemu, Tabnuill, CIUCKM TOLO) /IO OCHOBHOI'O JIOKYMEHTA MOBHHHI MaTh BIAMITKY 3
MOCUIIAHHAM Ha [1ef JOKYMEeHT, HOTo Jaty | HoMep, HaIIpUKIIal:

Honatok

JI0 pO3NOpPS/PKeHHs 1rojioBH J[oMMHCEKOT
pafioHHOI Aep)KaBHOI agMiHICTpamil

15 tpasns 2019 poky No 745-p

Peccmpayininuii in0ekc 00KymeHmie

88. SIKImo  JOKYMEHT IiArOTOBIEHO jABOMa YW Oulbllle yCTaHOBaMH,
3aCTOCOBYETHCS PEECTPALlIMHAMN 1HAEKC FOJOBHOIO BUKOHABIIS.

89.Ilixg wac Bi3yamizauii NOKyMEHTa MicClle pO3TalllyBaHHS pPEeCTPaLlifHOrO
1HIEKCY BU3HAYAETHCA 3TAHO 3 (OPMOIO 3reHepOBaHOTrO O1aHKa.

90. ITix yac Bisyaumisalii JOKyMeHTa CHCTEMa ENeKTPOHHOI'O JIOKYMEHTOOOIry
YCTAaHOBHM BiITBOPIOE Ta Bi3yalli3ye pa3oM i3 JOKYMEHTOM o0pa3 IITpuX-Koay ado
QR-xony (nnst nepsxxkaBHOi peecTpanii akris uie QR-koxn), skuii 060B’A3KOBO
MiCTHUTh:

1) mary peecTpallii Ta peecTpaliiHIH 1HAEKC TOKYMEHTa,;

2) pexBi3uT mianucysava (IMiAMUCyBaviB) Ta AaTy MiANUCAHHS 3 KBalipiKoBaHOI
CACKIPOHHOT HO3HAYKHM Yacy eNeKTPOHHOI N03Hauku Jacy (e it QR-kony);

3) ani mpo MOroKeHHS (JIUIe IS aKTiB).

91. ITix yac peecTpallil MmanepoBUX JOKYMEHTIB BUKOPHCTOBYETHCS LITPUX-KOJ
abo QR-kox, a mijx yac peectpaiii akTiB — aume QR-kox.

I'pugh 3ameeporicennn OoKymenma

92. 'V pasi KOJMU ENeKTPOHHUM [JOKYMEHT 3aTBEP/KYETHCS IIOCTAHOBOIO,
PILIeHHSAM, HAKa30M, PO3MOPSIKCHHSAM, IPH( 3aTBEPIKCHHS CKIIAAaeThesl 13 CJI0Ba
"SATBEPJDKEHO", nazpu (y Ha3MBHOMY BIAMIHKY) BUAY JOKYMEHTa, SKHM
3ATBEPIIKYETHCS CTBOPEHUM JIOKYMEHT, 13 3a3HaYeHHSM JIaTh HOro 3aTBEp/UKEHHS 1
HOMEpa, HanpuKiIaa:

| 3ATBEPJJKEHO
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PosnopsiaxeHHs T0JI0BU
JlonuHcbKO1 palloOHHOT AepKaBHOL
aJMiHICTpaLii

15 tpaBus 2019 poky Ne 745-p

I'pudy 3aTBEpIKEHHS Bi3yali3yeThes Y BEPXHBOMY IPABOMY KyTI EpILoi
CTOPIHKH JOKYMEHTA. :

Jani npo 6uUKOHAHHA OOKYyMeHmie

93. BiamiTka npo 3akiHUYECHHS BUKOHAHHS JIOKYMEHTA BHOCUTBCA  JI0
peecTpalliiHO-MOHITOPUHIOBOT  KapTKW T4 MICTUTH aBTOMAaTHMYHO 3TeHEPOBaHI
CUCTEMOIO €JIEKTPOHHOTO JOKyMeHTooOIry cmoBa "Jlo cripaBu", HOMEp chpaBH, a
TaKOX KOPOTKI BIJOMOCTI PO MOT0 BUKOHAHHS, HATIPUKIA/I:

Jlo cripaBu Ne 01-10
JIucr-sianosiae Bij 15.03.2018 Ne 01-10/98/0.1
abo
Ho cripaBu Ne 01-10 ,
[InTanHs BUpIMIEHO NO3UTUBHO Mif yac Tenedonnoi po3mosu 07.03.2018

Ocobausocmi oghopmireHna OeaKuUx 6Uudie OOKYMeHmIe

Ipomoxonu

94. TIpoTOKOJIM CKJIaHar0ThCsl B eJeKTPOHHIN QopMi BianosiaHo mo IHCTpyKii 3
JIIOBOJICTBA pakiepkaaMiHicTpanii abo pillleHHs KOJeriaJbHOIO Opray.

95. V pasi BefeHHs ayniopisyarspHoi ikcalii 3acifaHHA BIANOBIJHUN. 3aIuC
NIMMCYEThCS KBATI(hIKOBAHUM  €JIEKTPOHHUM TIUTUCOM CeKpeTapsi KoJeTiaibHoro
oprany (nani - cexperap) abo yIOBHOBaKEHOI 0cOOU Ta JOAAETHCS O IIPOTOKOILY.

96. I[TpoTOKOIM Ta BUTSATHM 3 HUX 3aCBII4YIOThCS KBai(hiKOBaHOIO eIeKTPOHHOIO
NeYaTKOK YCTAHOBH, SKY Hakjiajae ciyx0a IUIOBOJICTBa, i HAJCHIIAIOTECS y pasi
noTpebu 3aiHTEpPecOBAHUM YCTAHOBaM, ITOCAZOBMM ocobaM, mpaiiBHuKaMm. Ilepenik
PO3CUITKH CKITA/IAa€ CeKpeTap.

Cnyacbosi nucmu

97. Cny0O0BUH JTUCT B eJEKTpOHHIA Qopmi 0oPopMITIOEThCS Ha ONaHKY,
ABTOMATHYHO  3r€HEPOBAHOMY  CHCTEMOIO  €JIEKTPOHHOTO  JOKYMEHTOOOIry
paiiepxaaMiHicTparii.

98. Jlaroro nucTa € gata Horo peectpailil y ciryx01 TIJIOBOACTBA.
" Hoxymenmu npo ciayachoei 8iopaoicenHs
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99. Jlns peectpaiiii BiApPSAXXKEHb BEIETHCS OKPEMHH €JNIeKTpPOHHUN KypHal
(mopaTok 5), mijg 4Yac BHECEHHS 3alucy PO BIAPSKEHHS OO0 SKOTO CHCTeMa
eJIeKTPOHHOTO JOKYMEHTOOOIrYy paliaepxaaAMiHICTparlii 3MiHCHIOE aBTOMaTHYHE
JleJeTyBaHHS ITOBHOBAXXEHb B CHCTEMI Bij OJHi€l mocamoBoi 0coOu O 1HIIOI Ha 4ac
TAKOT'0 BLAPSEKEHHS.

-

ITiozomoeka npoekmie e1eKMPOHHUX OOKYMEHMIE

100. 3a miAroToBNEHUI MPOEKT E€IeKTPOHHOI'O JOKYMEHTa BiIIOBIAAJLHHM €
aBTOP NOKYMEHTA.

3a opraHizalil0 BUKOHAHHS €JIEKTPOHHOTO JOKyMEHTa BiJIOBiJAIOTH 0COOH,
3a3Ha4Y€Hl B €JIEKTPOHHINM pe3oNIoNii, HakNajeHii 3a pe3yibTaTaMd MEPBUHHOIO
pO3rJsy JOKYMEHTA.

101. [linroTOBKa TPOEKTY EJNeKTPOHHOI'O0 JOKYMEHTa 3HIMCHIOETBCS 3
ypaxyBaHHSIM TaKUX BAMOT':

1) MpOeKT eNIEKTPOHHOTO JOKYMEHTa rOTYy€EThCS aBTOPOM JOKYMEHTA B CHCTEMI
€JIEKTPOHHOI'0 IOKYMEHTOO00Iry paiiiepixagMiHicTpalii;

2) y pa3l HasBHOCTI CyNpPOBIAHUX MaTepialiB [0 MPOEKTy eJIeKTPOHHOrO
JOKYMEHTa BOHHU JOAAIOTBCS OO NMPOCKTY EIEKTPOHHOIO0 JOKYMEHTa BHKIIOYHO B
eNleKTpOHHIA ¢dopMi (30kpema Tabnumyni Ta TpadiuyHi MaTepiaiw, (OTOKOMIl
JTOKYMEHTIB, 3aBaHTaXeHI y CHUCTeMy y (aiinax ¢opmaTiB, BH3HAYEHUX aKTaMHU
3aKOHOJAaBCTBA);

3) BHECeHHS J0 MPOEKTY eJIEKTPOHHOTO TOKyMEHTa MOCHIIaHHS Ha JJOKYMEHT(H),
Ha BUKOHAHHS SKOro(HUX) CTBOPEHO BiJIMOBITHUM POESKT;

4) BHECEHHsI 0 PEECTPalliiiHO-MOHITOPUHIOBOI KapTKH B aBTOMAaTU30BAHOMY
pexXrMi 1HIEKCY CHpaBH 3a HOMEHKJIATYpOIO CIIpaB, [0 SAKOI BIAHOCHUTHCA
SIIEKTPOHHUH JOKYMEHT, 1110 CTBOPIOETHCS,

5) 3a3HavyeHHs OOOB’SI3KOBOIO CTATYCy NPU3HAUEHHS INPOEKTy (iHILIATHBHMM,
iHhopMalliifH|i, NpoOMiXKHA BIJIIMOBIAL, MOJAHHS IPO 3MiHYy CTPOKY, 3allUT Ha
J0JaTKOBY iH(OpMAILit0, OCTATOYHE BUKOHAHHS);

6) GopMyINIOBaHHS TPOCKTY NOPYYEHHS OO JOKYMEHTa 3MIHCHIOETHCS Y TEKCTi
JIOKyMEHTa, [0 SIKOTO IUIAHYeThCS BUAAHHS BIATOBIIHOTO NOpY4YeHHS, y ¢opMi
KOHKPETHOTO 3aBJaHHS 13 3a3HAYEHHSIM CTPOKY HOro BHKOHAHHS Ta BHKOHABIIIB,
HallpUKJIa[:  JelapTaMeHTy  3a0esledyeHHS  JOKYMEHT000iry,  KepiBHHKaM
CTPYKTYPHHUX I1IPO3JALIIB TOIIIO;

7) ¢dopMyBaHHA IIepelsiKy IIOro/UKyBadiB Ta IMIiAINKMCYBaYiB y PEECTpaLiiHO-
MOHITOPUHTOBIH KapTIIl.

102. Im’q dailiry BUXITHOTO IMPOEKTY €JIEKTPOHHOIO MOKYMEHTA, CYIPOBiIHUX
Ta IHIIMX MaTepiajiiB 10 HbOI'O IIOBUHHO MAaTH CTUCITY YHi()iKOBaHy Ha3BY, SKa YiTKO
BUXOJUTH 13 MPUHAJIEKHOCTI BMicTy (aiiny, HalpUKIIaI:

Jucr ...

Cnyx06oBa 3armcka ...
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Haxkaz mipo ...

3MiHM 10 HaKa3y Bixg ... Ne ...

HoBa penakuis Haka3y Bifg ... Ne ...

11 Tlopsimok (1oy10XXeHHs, IHCTPYKIIis TOIIO) ...
2 _Tabnuus (rpagik, IJIaH TOWIO) ...
CxaHOBaHa KOIIis JIKCTA ...

Bi3yeannsa ma nozooxcenna npoexmis eNeKknpoHnux O0KyMenmie
103. IToromkeHHs MPOEKTY €JIEKTPOHHOTO JOKyMEHTa IOJIsirae y Moro BizyBaHHI
YIIOBHOBO)XEHUMH O0co0aMH, 3a3HAYEHHMH B peecTpalliiHO-MOHITOPHUHIOBIH KapTI,
110 3a0e3nevyeTbes CHCTEMOIO €JIeKTPOHHOTO JOKYMEHTO00Iry
paiinepxanMinicTpanii Ha miacraBi cHOpPMOBAHOIO TMeEpENiKy IOroJPKyBayiB,
3a3HaUeHUX y peeCTpaliiHO~-MOHITOPHHTOBI# KapTIIi.

104. IndopMmatis PO MOTOMKEHHS, BIIXHIECHHS a00 ITOBEPHEHHS aBTOMATHYHO
BHOCHTHCS JIO PeECTpalliiiHO-MOHITOPHHIOBOI KapTKH.

105. IToropkeHHs Ta INANMCAHHSA TIIPOEKTY EJNEeKTPOHHOrO  JOKYyMEHTa
3[IHCHIOETECS Y TAKOMY MOPSIKY: .

1) mpoeKT eeKTPOHHOI 0 TOKYMEHTA CIIOYAaTKy Bi3YETHCH:

HOro aBTOpOM;

KEPiBHUKOM IIiATTOPSIKOBAHOTO ITiAPO3ALILY;

KEpiBHMKOM CTPYKTYpPHOTO IiApo3iny (BiNOBiAaIBHOTO MiAPO3iNY);

YHOBHOBaXX€HUMU ocobamu 1150110504 CTPYKTYPHHX IiAPO3LITIB
paiinepxxaaminicTpanii, 3a3Ha4eHUMH B peeCTpallilfHO~-MOHITOPHHIOBIH KapTii;

2) IpPOEKT EINEeKTPOHHOTO IOKYMEHTa Bi3yeTbCS 3acTyIIHUKOM TOJIOBH
paliiepxanminicTpanii, sSKui KOOpAMHYye pOOOTYy CTPYKTYpPHOTO IiJpO3Ziiy,
BiANOBIJAIHOIO 3a IATOTOBKY IIPOEKTY €JIeKTPOHHOIO JOKyMEHTa (IIOrOOKEHHS
{HIIMX 3acTYNHUKIB TOJOBM paiaepxaaMiHicTpanii, sKi KOOPIHMHYIOTH pOOOTY
3aiHTepeCOBaHHX HiZpOo3aiJiB, HE BUMAraeTscs);

3) y pa3i noroKeHHs HpoeKTlB PO3TIOPSIDKEHb (Haka3iB) B eJIEKTPOHHIN Gopmi
IIPOEKT PO3IOPSKEHHS (HaKa3y) Bi3yeThCs 3a131z[yBaqu CEKTOpPY 3 UTaHb IIPaBOBOI
pobotH, 3amobiraHHs Ta BHUSBIEHHS KOpYNLIl amapaty paiiaepxaamiHicTpauii (Ha
AKOrO TIOKJIaJeHO OOOB'I3KM 3 IMUTaHb 3allo0iraHHsA Ta BHSBJICHHS KOpyILii) 3a
pe3yJibTaTaMy MPOBEACHHS IOPUIMYHOI eKCIIEPTU3H, a TAaKOXK PelakKTopoM;

4) MPOEKT EeJIEeKTPOHHOTO JOKyMEHTa Bi3y€ThCS BCiMa MOCAIOBUMH OCOOAMHU
(moromxyBayaMM), HasBHICTh Bi3M SKHX HepeabadeHO B  peecTpaliiHo-
MOHITOPHMHIOBI#M KapTlli, IPUd LbOMY Bi3yBaHHA IIPOEKTY €IIEKTPOHHOIO JOKYMEHTa
He 3aTBEPKY€ 3a3HaYeHUN JOKYMEHT;

5) mpoekTH po3nOpsmXKeHb (HaKa3iB) Bi3yIOTbCSA 3aBigyBadeM CEKTOPY
VOpaBIiHHA  IEepCOHANIOM,  JOKYMEHTOO0Iry  Ta  KOHTPONIO  amapary
paiinepxxanminictpatiii abo ocoboro, 110 Horo 3aMimac;

6) NpoeKT MiANUCY€EThCS KepiBHUKOM (IiANMcyBaueM), SIKUH 3aTBEpIXKye
eNIeKTPOHHHU JIOKYMEHT.
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106. He mnoromxkeHuid y BIANOBIZHOMY IIOPSAKY HPOCKT €NEeKTPOHHOTO
JIOKyMEHTA He MepeIaeThCs Ha MiINMUCaHHS (3aTBEPIKCHHS ).

107. YrioBHOBaXXeHI 0co0M IHIMX CTPYKTYPHHX MiApO3AiTiB 3a (akTtom
HA/JXO/DKEHHS OO HUX depe3 CHCTeMY  CJIIGKTPOHHOTO  JTOKYMEHTOOOIry
paiiiepkajMiHicTpallll MPOEKTy eJIEKTPOHHOIo JOKyMeHTa OepyTh y4acThb y HOro
OIpallfOBaHHI B YAaCTHHI, 1110 CTOCYETHCS X KOMIIETCHIIIi.

108. CBoro MO3MLif0 MO0 OMPaIbOBAHOTO MPOEKTY €JIEKTPOHHOTO JOKYMEHTa
YIIOBHOBa)XKeHa 0co0a 3aiHTEpecOBAHOrO MIAPO3AUTY JAOBOJAUTH /A0 BigoMa
BI/IMOBIAAJIBHOTO  IMAPO3MiNY dYepe3 CHCTeMY eJeKTPOHHOTO JIOKYMEHTOOOITY
paiinepxkaaminicTpanii. BiamoifHa mo3uiis Ma€ OYTH YiTKO OOIPYHTOBAHOIO, a y
pa3l HEOOXiJHOCT! BUKJIaJIeHa Y TEKCTI MPOEKTY €IEKTPOHHOTO JOKyMEHTa B PEXUMIi
BUIIpaBIeHb (y BUIJISALI HOBOI pellakiii HOro OKpEMHX MOJIOKEHbD ).

VY pasi BHECEHHS pemakIliiHUX MPABOK IO MPOEKTY €IEKTPOHHOTO MOKyMEHTA
CHEICTEMa eJIEKTPOHHOI'0 JOKYMEHTOO0ITy paiiiepaAMiHICTpaLii:

1) 36epirae mMOTOYHY BepCil0 TMPOEKTY eJeKTpPOHHOro moKyMmeHTa (06e3
pelakiifHuX 1OpaBOK) 3 yciMa HakJIaJeHHMH Ha Hel KBaliikOBaHUMH
eJeKTPOHHUMM  nijanucamu (10 MiATBEPUKYIOThCA) B apXiBi Bepcili  IIPOEKTy
eJIEKTPOHHOTO JIOKYMEHTA;

2)  CTBOPIOE  HOBY  Bepcil0  TPOEKTy  €JeKTPOHHOro  JOKyMeHTa
(6e3 kBaniikoBaHUX eJeKTPOHHMX MiAnucis) (IO MiATBEPIKYIOTHCSA) B apXiBi
BEPCiHl MPOEKTY €NEeKTPOHHOTO JOKYMEHTa, SIKa CTa€ IOTOYHOIO BEPCICI0 IPOEKTY
eNIEKTPOHHOIO JIOKYMEHTa 1 J10 K01 30epiraloThCsl BCi BHECEH] PelaKliiiHi TpaBKH.

Vei  Bepcii mpoekty 30epiraroThess B apXiBi  Bepcii B peecTpauifHO-
MOHITOPHMHIOBIM KapTili. PenaryBanns Bepciii, 30epexeHUX B apXiBi peecTpaliiHo-
MOHITOPHHIOBOI KapTKH OJOKYeThCs. PenaryBaHHS HOTOYHOI Bepcli OJIOKYeThCS
ICJIsT 3aTBEP/KCHHS JOKYMEHTA. "

109.3a pieHHAM rojioBU paiinepikaaMiHicTpariii, Bu3HaueHoro B IHCTpykuii 3
JiMOBOMCTBA  padJepKanMiHICTpallii, IIOTOJJKEHHS  MpPOEKTy  €JEKTPOHHOIO
JOKYMeHTa (3a BUKJIIOYEHHSIM Hakas3iB KepiBHMKA amapaTy pahaepxaIMiHiCTpallil)
MOJKeE 3MIHCHIOBATUCS Y TAKOMY ITOPAIKY:

1) mpoekT eNeKTPOHHOTO JOKyMEHTa Bi3yeTbCs HOTO aBTOPOM, MICIA YOTO
cUCTeMa eJIEKTPOHHOro JOKYMEHT000iry paifepxaAaMiHicTpamli aBTOMATUYHO
OJHOYACHO HAJACWIAE HOro Ha O3HAHOMIIEHHS KEpiBHHKY IIiAMOPSAKOBAHOIO
HiApO3aiay Ta KEPIBHUKY CTPYKTYPHOTO HiApo3auty (BiAMOBIAAIBHOTO MAPO3ILIY),
3aCTYITHUKY  TOJIOBM  paiiiepkaaMiHicTpalil, SKUA  KOOPAMHYE  poOOTy
BiIIIOBIJAIGHOTO TMiJIPO3iNy, Ta YIIOBHOBWXEHHM 0cC00aM IHIIMX CTPYKTYypHHX
Miipo3aiaiB paiaepkaaMiHicTpalii, 3a3HauYeHUX B peEECTpalliiHO-MOHITOPHUHTOBIN
KapTul;

2) noromxyBay, 3a3Ha4eHUH B peecTpallifHO-MOHITOPUHIOBIH KapTil, HPOTATOM
CTPOKY, BU3HAYEHOTO 3riiHO 3 IHCTpykmi€ro 3 ALTOBOACTBA padaepkaaMiHICTpallil
3aJIE)KHO Bifg o0csiry Ta/abo BUAY HOOKyMEHTa, Ma€ O3HAMOMHUTHCS 3 IPOEKTOM
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eJIEKTPOHHOTO NOKYMEHTa Ta Yy pa3i HasBHOCTI 3ayBa)K€Hb BHOCUTH iX IO MPOEKTY
eJIEKTPOHHOTO IOKYMEHTA,

3) SKIIO MOro/KyBad MPOTAIrOM 3a3HAYEHOTO B PEECTPALiHHO-MOHITOPUHIOBIH
KapTLi CTPOKY HE TOTOAMB Ta HE BHIC 3ayBa)X€Hb JO MPOEKTY eJIEKTPOHHOIO
JTOKYMEHTa, CHCTeMa EJIEKTPOHHOTO JOKYMEHTOOOIrY aBTOMAaTHYHO BHOCHTH [0
peecTpariiHO-MOHITOPUHTOBOI  KapTKH iHGOpMAIlil0 TIPO IOrOHKEHHS I[hOTO
IPOCKTY 3a 3aMOBUYYBaHHSM. [loro/pKyBay Hece BIANOBINaNbHICTH 3a BIANOBIjIfie
TTOTOJKEHHS. '

ABTOMaTW4YHE TIOTO/DKCHHS €JNEeKTPOHHUX JOKYMEHTIB (IIOTO/KEHHS 3a
3dMOBYYBAHHSIM) HE CTOCY€ETHCS MPOXOKEHHS X IOPUUIHOT EKCIIEPTH3H.

110.Y pa3i NOro/keHHs NPOEKTYy €ENEeKTPOHHOIO JOKYMEHTa YIIOBHOBa)KEHA
ocoba IHHIOrO CTPYKTYpHOTO IiAPO3ALTY, 3a3HAYEHOT0 B  peecTpalliifHo-
MOHITOPUHI'OBI# KapTIli, Bi3y€ MPOEKT €NEKTPOHHOTO JOKYMEHTA.

111. ITicna BizyBaHHS BCiMa 3a3HA4YeHHMMH B peECTPaliliHO-MOHITOPHHIOBii
KapTIi MOTOJKyBa4aMH cuctema €JIeKTPOHHOTO JIOKYMEHTOO00ITy
paiiepxaaMiHicTpallii aBTOMaTUYHO HAJCUIIA€ TIPOSKT €EeKTPOHHOTO JOKYMEHTA Ha
T IITICaHHs 3a3HAaY€HOMY B PEECTPaLliitHO-MOHITOPHHIOBIH KapTIIi IMiAMHACYBadYy.

HOpuduuna exchepmusa

112. FOpuguuHa  eKcmepTu3a NPOXOAMTH y  €JeKTpOoHHiH  dopmi 3
BHUKOPHCTAHHSIM CHCTEMH eJIEKTPOHHOIO JIOKYMEHTOO00Iry paaepxaaMiHICTpalil.

113. 3a pe3ynbTaTaMy IOPUIMYHOI €KCIIEPTU3U Y pa3l HAsIBHOCTI 3ayBaXKEHb IO
IIPOEKTY €JIEKTPOHHOTO JIOKYMEHTa YIIOBHOBaXk€Ha o0co0a CeKTOpYy HOPHUAMYHOL
poboTH Ta 3 NWTaHp 3amnobiraHHA 1  BHSABIEHHSA  KOpyHuii — amapary
paiinepkaaMinicTparii (gami — opuoudHa Cioyx0a) roTye B €IEKTPOHHIN (1)0le
BHCHOBOK 34 (hOpMOI0, 3aTBepkeHOr0 MiH 10cTOM.

114. BUCHOBOK BHOCHTBCSL J0 CHCTEMH CIIEKTPOHHOIO [TOKYMEHTOOOIry
paiifepxaaMiHicTpallii K BHYTPIIIHIA JOKYMEHT, JOTIUHO IIOB’SI3aHUH 13 IIPOEKTOM,
70 SKOro BiH HIiATOTOBJICHUH, 3a MiJIMCOM YIOBHOBA)XEHOI OCOOW HOPUAMYHOL
CITyKOH.

115. YV pa3i BiACYTHOCTI 3ayBaKe€Hb J10 TPOEKTY eJeKTPOHHOro IJOKYyMeHTa
YIIOBHOBa)XeHa 0c0o0a IOPUAUYHOI CITy>KOU Bi3y€e MPOEKT €JeKTPOHHOTO JOKYMEHTA B
CHCTEMI eJIEKTPOHHOI'0 TOKYMEHTOO0ITY paliepkaaMiHicTparii.

Iionucanns npoexkmie eJ1eKMpPOHHUX OOKYMeHmIie

Ilionucysau

116. IlocanoBi ocoOu € miamucyBavyaMH MPOCKTIB €JIEKTPOHHUX JOKYMEHTIB B
Me)Kax CBOIX TIOBHOBaXXEHb.

117. IlinnucyBaueM NPOEKTIB €NEKTPOHHUX [JOKYMEHTIB, IO HaJACUIAIOTHCS
Ilpesunenty VYkpainu, BepxosHili Pani VYkpainu, Anminictpauii Ilpe3unenta
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Vkpainu, KabGinety MinictpiB VYkpainu, € ronoBa obGiaepxamMmiHicTpamii a6o
3aCTyIIHUK I'OJIOBH 00JIiep KaIMIHICTpaLii, 1110 BUKOHY€E HOTO 000B’SI3KH.

IlinmucyBayeM MPOEKTIB E€NeKTPOHHHUX JTOKYMEHTIB, M0 HAJACHIAIOTHCH
Cexperapiaty KabGinety MiHicTpiB YkpaiHH, € rojioBa o0JaepxkaaMiHicTparii abo
3aCTYIIHUKH  TOJIOBU  oOOJAepKaaMiHICTpanii  BIAMOBIAHO 0  PO3MOMALTY
GYyHKIIOHABHUX TOBHOBa)XEHb.

[TigmucyBadeM MPOEKTIB €JIEKTPOHHUX JOKYMEHTIB, [TOB’I3aHUX 3 BUKOHAHHAM
rOJIOBOO, 3aCTyIHHKaMU TOJIOBU paliiepKaaMiHicTpamii Ta KepiBHHKOM amapaTy
pakigep kaamiHICTpanii cBOiX (YHKILIH, € BIANOBIAHO roJioBa, MEPINHM 3aCTYIIHHK
rOJIOBH, 3aCTyIHMKHM TOJIOBH, KEPIBHUK amapary paiaep:kaiMiHicTpallii 3rigHo 3
BU3HAYEHUM TOJIOBOIO  paiaepxkaiMiHICTpalili po3MoAinoM  ¢YyHKIIOHATBHUX
TOBHOBAXXEHb.

Hignucysayem TIPOEKTIB eJIEKTPOHHMX JIOKYMEHTIB, 110
Hajgcunarorees Cekperapiary Kabinery Minictpis  Ykpainu, ycTaHOBaM BHIIOIO
piBHS, Ta NOPYyYEHb yCTaHOBaM, OpraHi3alliiM Ta HiAMPHEMCTBAM, IO HAJEKATh [0
chepu ynpapliHHA palijepkaiMiHicTpauii, € rojoBa palimepxaaMmiHicTpallii abo
0coba, 1110 BUKOHYE HOro 000oB'sI3KH, a00 3aCTYIHUKHU TOJIOBH paiifepikaaMiHicTpallii
BIIMIOBITHO IO pO3MOAiNY QYHKIIOHAIBHUX TOBHOBAKEHD.

IlinmucyBayeM TpOEKTIB €JIEKTPOHHMX JOKYMEHTIB, IO HAICHIAIOTHCS
yCcTaHOBAaM TOTO K 200 HIDKYOIO PiBHS, TEPUTOPIAIbHOMY Oprafy, IigIpHEMCTBAM,
yCTaHOBaM Ta OpraHi3alisiM, a TaKOX JIMCTIB LIOJI0 PO3POOJIEHHS MPOEKTIB aKTiB €
KEepIBHUK CTPYKTYPHOTO MiApO3ALTY pakfepxaaMiHicTpalii 3rifHO 3 BHU3HAYEHOIO
KOMITETEHIIi€0 ab0 0coba, 110 BUKOHYE HOro 000B’ I3KH.

[TinmucypadyeM TNPOEKTIB JOTOBLAHMX 1 CIyKOOBHX 3alHACOK € KEpIBHUK
CTPYKTYPHOro  ITiapo3ainy  palinepskaaMiHicTpauii  3rilHO 3 BU3HAYEHOIO
KommeTeHiiero abo ocoba, 1110 BUKOHYE HOTO O0OB'SI3KU.

IligmucyBadi MPOEKTIB  €NeKTPOHHHUX JAOKYMEHTIB, IO HAaACHIAIOThCS
i ATIPHEMCTBAM, YCTaHOBaM Ta OpraHizalisM, SKI He HaleXaThb IO AepP KaBHOIo
CEKTOPY €KOHOMIKH, IpoMajsHaM, BH3HA4YAIOThCS I1HCTPYKII€O 3 JUIOBOICTBA
paiinep>xaamiHicTpanii.

118. He jomyckaerbcs migmucaHHsA B padiepkaaMiHicTpallii, ii CTpYKTYpHUX
iIpo3/1iyiaX MPOEKTiB eJeKTPOHHUX JOKYMEHTIB i3 3BepHEHHSAMHU 0e3I0CepeTHRO 10
BepxoBHoli Pamu Vxkpainu, Ilpesupenta VYxkpainu, AnMinicTpanii Ilpesumaenra
Yxpainn, Ilpem’ep-midicTpa YKpainu, Bime-mpem’ep-MiHicTpiB Ykpainu, KaGinery
MinictpiB Ykpainu, Cekpetapiaty Kabinery MinicTpiB YKpain#, MiHICTpiB,
OMMHAIOUH KEPIBHULITBO 00 epKaIMiHiCTpallii.

119. PexBi3uT miAnucyBayda CKIANAEThCS 3 HalMeHyBaHHS MMocaau OcoOH, sKa
HiANMCY€E eeKTPOHHUM JOKYMEHT, BIACHOIO iMeH] 1 Ipi3BUINA, HAPUKIIAM:

TI'omosa paiionnoi
AepxkaBHOI agMiHicTpanii
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120. TIpoekTH €IeKTPOHHUX MOKYMEHTIB IMiIIUCYIOThCS, SK MPaBUIIO, OJHIEIO
II0CaIOBO0 0CO00I0, @ y pa3l, KOJH 3a 3MICT INPOEKTY €JEeKTPOHHOTO JAOKYMEHTa
BIINIOBiaNIbHI KiJIbKa 0ci6 — ABOMa abo Oinpine nmocagoBuMu ocobamu. IIpu npomy
PEeKBI3UTH IOCAJAOBUX OCI0 — MiAMUCYBayiB pO3MILIYIOTBCS OAWH MiJl OAHHUM
BIJIITOBIJTHO JI0 MignmopsiAkoBaHocTi oci6. Hanpuknan:

JlupexkTop ‘ Bnacue im's IIPI3BUIIE
Il'onopumnii 6yxraarep ' Biaacue im's IPI3BHAIIE
Abo

Il'osrora xKomicii Biacue im's IIPI3BUIILE
CekpeTap Komicii Baacue im'st IIPI3BUIIE

121. 'V pa3l nianucaHHsi NPOEKTY CIHUIBHOTO €JIEKTPOHHOIO JOKYyMEHTa
KiTbKkOMa ocobaMH, sIKi 3aiiMaloTh OJHAKOBI IMOCAIH, IX PEKBIZUTH PO3MIIIYIOTHCSA Ha
OJTHOMY piBH1, HAIPUKIA:

T'onosa Joauucbkoi palionHoi TI'onosa loanHcbKOI pailioHHOI

AepkaBHOY agMiHIcTpanmii paamn
Baacue im's Baacne im'st
IIPI3BUIIE HOPI3BUILIE

122.V pasi BigcyTHocTi mocamoBoi ocoOH, peKBI3UTH MiANKCyBada KOl
3a3HA4Ye€HO y IPOEKTI ENIEKTPOHHOIO JOKYMEHTa, aBTOPOM IIPOEKTY CTBOPIOETHCS
HOBUM MPHUMIPHUK TMPOEKTY, B SIKOMY 3MiHIOIOTHCS JIMILIE PEKBI3HUTH NiANKCYBaya,
Iicas Yoro BiANOBIAHUE NPUMIpHUK 06€3 TMOBTOPHOI'O IMOTOKEHHS BHOCHUTLCS Ha
nianuc ocodi, o BUKOHYE 11 000B’ I3KH.

Kepisnuumeo paiionnoi deprwcagnoi aominicmpauii

123. YV pa3i komm mWiAnucyBaueM €NEKTPOHHOIO JOKyMEHTa € TIoJloBa
paiifepkaaMiHicTpaiil (3aCTYIIHHK TONOBH paiifepxaiMiHicTpamii, KepiBHHK
arlapary padaepkaaMmiHicTpauil), MOTO/KEHUI INPOEKT €JIEKTPOHHOIO NOKYMEHTa
HAJAXOOUTH 10 YNOBHOBaxeHo! ocoOu (HavyalbHHMKA (TOJOBHOTO CIICLIAIiCTa)
3arajibHOTO BiJILTy anapaTy paaep:kaaMiHicTparii).

124. HavansHuK  (TOJIOBHUE  CHELialicT) 3arajdbHOTO BIJJULY amnapary
paiinepxaamiHicTpanii:

1) mepeBipsie NPOEKT €JIEKTPOHHOTO JOKyMEHTa Ha MpeIMeT HOoro BiANOBIAHOCTI
BUMOTaM IIIO/IO MiZ{TOTOBKH BIATIOBITHUX [IPOEKTIB;

2) mepeBipsie MIHACHICTh YCIX HAKIaJEeHUX Ha MPOEKT €JIEKTPOHHOTO JOKYMEHTa
KBTI(DIKOBAHUX eNSKTPOHHUX M1MUCIB;

3) BU3HA4a€ MPOEKT €JIEKTPOHHOI'O NOKyMEHTa BiONOBITHUM IS TepelaBaHHA
foro Ha MiAMHMCAaHHA TOJIOBI paiaepxaaMiHicTpamii (3aCTYIHHKY TOJOBH
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paiyepxanminicTpanii, KepiBHUKy arapary palaepxaaMminictpanii) ta y pasi
BU3HAYEHHs HOro TakuM Iiepejae Horo rojiosi paiiaepikaaMiHicTpaili (3aCTyIHHKY
rOJIOBH paiepxaaMIiHICTpallii, KepiBHHKY amapary paiaepxaaMinicrparii) Ha
I JITTHC.

VY pasi Kou TOKYMEHT BiJTIOBiTHO 10 HOMEHKJIATYPHU CIIPAB Ma€ HOCTIMHUM abo
TpuBanui (11oHax 10 pokiB) cTpok 30epiraHHs, HaYaIbHHUK (TOJOBHHH CIIEIHAIICT)
3aragbHOTO  BIIAINY amapary —paiepxaaMidicTpaiii BHTOTOBNAE IIAEpPOBHIA
IIPUMIPHUK IIOTO/DKEHOI'O  €JIEKTPOHHOTO JIOKYMEHTAa, IO MICTHTh PEKBi3HT
nianucyBava (6e3 NoJaTKiB, HMIO0 He MOTpeOYIOTh MiAIHCAHHS), Ta I0Ja€ HMOro Ha
ITi ST C roJIoBi paiinepkaaminicTparii abo 3aCTYMHUKY TOJIOBH
paiinep:xaamiHicTparii, [0 BUKOHYE HOTO 000B'SI3KH.

125. 'V pa3si xonu TronoBa paiiiepkaaMmiHicTpamii (3aCTyIHHK T'OJIOBU
painepanMiHicTpalii, KepiBHUK amapary paiijepxaaMiHicTpallii) abo HayaabHUK
(rOJIOBHMM cIIeliaiicT) 3araJsHOro BiILTY amapatry paiaepKaiaMidicTpaliii BHOCHTE
JI0 MIPOEKTY €JIEKTPOHHOrO JAOKYMEHTa PelNakilifiHi MpaBKH, CUCTeMa eJeKTPOHHOTO
TOKYMEHTOO0ITYy —paljiepxanMinicTpallii aBTOMAaTHYHO CTBOPIOE HOBY BepCiio
IIPOEKTY €JIEKTPOHHOI'O JIOKYMEHTa, sika 3a PILCHHSM TOJIOBH paiiep kaaMiHicTparil
(3acTymnHUKa rOJIOBU paiizepxaamiHicTpariii, KepiBHUKA amapary
paiinepxaamiHicTpanii) Moxe OyTH mianvcaHa 6e3 MOBTOPHOTO MOTOMKEHHS.

126. [Ticns mignmucaHHsg — JAOKYMEHTa  TOJIOBOIO  paiiepskaamiHicTpauii
(3aCTYTTHHKOM rOJIOBH paiizepxaaMiHicTpallil, KepiBHUKOM amapary
paiiep)kaaMiHicTpanii) B eTeKTpoHHINH (opMi BiH aBTOMATH30BaHO PEECTPYETHCS Ta
ABTOMATHYHO HAJICHIIAETRCS vepes cucreMy Baemonii. [areposnit ipuMipHUK, sKui
BIAMOBIIHO 10 HOMEHKIIATYPH CIIPaB Mae MocTiiuui abo TpuBamuii (moHaxa 10 pokiB)
cTpox 30epiraus, pa3oM 3 PO3JPYKOBAHUM [EPENiKOM ITOCaJOBUX OCi0, SKUMHU
TIOPOKCHO MPOCKT NOKYMeHTa (HaliMeHYyBaHHS TI0CAIH, BJIacHE iM'A Ta TIpI3BUIIE,
aata  TIONO/DKEHHsl)  [epefaeThess 0 3arajbHOrO  BiAmily — amapary
paiiepxaaMiricTpalil e Juist 30epiraHdas Ta (OpMYBaHHA Y CHOpaBy 3rigHO 3
HOMEHKIATYPOIO CIIpas.

Iionucanus npoexmy 0OKyMeHmMa KepisHUKOM CIPYKMypPHO20 nidpo3diny

127. Y pa3l komu TADWcyBadeM JIOKYMEHTA € 3aCTYIHHK TOJIOBH
paiifepxaaMinictpauii abo KepiBHUK anapaty padiepskajMinicTpanil, BLANOBLIHUM
CIeKTPOHHMH JOKYMEHT Micis IOTOJDKEHHS B YCTaHOBIEHOMY IHCTpyKIier 3
AINOBOJCTBA  paiiepkaiMiHICTpalli  TOpSAKY  HAAXOMMTHh  4Yepe3  CHCTEMY
GJIEKTPOHHOIO  JOKYMEHTQOOIry  pailzepskaamiHicTpauii 10  BIANOBIAHOTO
nianycysava abo yHOBHOBaXKeHO! 0co0M, IO OpramizoBye Ta 3a0e3lnedye Horo
poboTy, a y pasi KON{ IAMMCyBadeM JOKYMEHTa € KepPiBHUK CTPYKTYPHOTO
MApO3ALTY — Oe3n0cepeInbO 0 BUIMOBIIHOIO MiANKCYBava.
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128. Bigxunenuii  mignucyBauyeM ~— MPOEKT  TOBEPTAETBCA  CHUCTEMOIO
€JICKTPOHHOT'O IOKYMEHTOO00ITy paijiepkaamiHicTpallii Horo aBTopy i3 3a3HaYCHHSIM
BMOTHBOBAHOT IPUYMHHU BiAXUIICHHS.

Oco0nueocmi no200HceHHA NPOEKMie e1eKMPOHHUX OOKYMEHMIE 6
paiioepacaominicmpayii

129. Ilpouenypa  NOTOIKEHHS POEKTY  €JEKTPOHHOTO  JIOKyMEHTa
KOHTPOJIFOETBCS HOr0 aBTOPOM, a y pasi HOro BIJICYTHOCTI 0C0000, siKa BHKOHy€
1oro 00OB’sI3KH.

130.Y pasi HagXOMKEHHs MPOEKTY EJIEKTPOHHOTO JOKYMEHTA Ha IIOrOKEHHS
IIOro/UKyBay IIOBHHEH O3HAaOMHUTHCSA 13 3MICTOM IIPOCKTY, 3aBi3yBaTH IIPOEKT
€JIEKTPOHHOTO JNOKyMeHTa (y pa3l 3roJud 3 NPOIIOHOBAHOK PEIAKIli€I0 TEKCTY
IIPOEKTY €JIEKTPOHHOIO JOKYMEHTa) abo BHECTH 3ayBa)KeHHS Ta MPOITO3HMIIil 10
HBOTO.

131. 3ayBaKeHHs 1 NPOMO3ULII A0 IIPOEKTY EIEKTPOHHOTO TOKYMEHTa, IO
MaloTh y3araJlbHeHHH (KOHLCNTYyalbHUI) XapakTep, MOXYTh BHKIAJATHCI B
OKPEMOMY KOMEHTApi, IO BHOCHUTBCS IO PEECTpalifHO-MOHITOPHHIOBOI KapTKH, Ta
MiAMACYIOTBCS  KBaMlI(DiKOBAHUM EIEKTPOHHUM IMANHCOM OCOOH, SKa CTBOpHIIA
KOMEHTap.

132. 3ayBakeHHS 1 TIPOMO3UIII JO TIPOEKTYy EJICKTPOHHOIO0 JIOKYMEHTa
BHOCSITBCSL B PEXKUMI peNakIiiHUX NpaBOK Oe3MocepeIHbO 0 TEKCTy IPOEKTY
eJISKTPOHHOTO JOKYMEHTa a00 BHAUISIOTHCS MIPU(TOM HU KOTHOPOM, BIIMIHHUAM BiJl
mpUdTy YU KOTBOPY OCHOBHOTO TEKCTY MPOEKTY EJNEKTPOHHOTO JOKYMEHTa, Ta i3
3a3HaueHHIM aBTOpa BiAIOBIAHUX MPABOK (PEKUM BUIIPABIICHHS). ’

133. 3ayBa)keHHS i NPOIO3MUII IONO BiAOBIZHOCTI HOPMATHBHO-IIPABOBHM
aKTaM MaroTh BHOCHUTHUCS 13 3a3HAYCHHSIM KOHKPETHHX HEBIAIOBIIHOCTEH, CTaTel,
IYHKTIB ToIIo ab0 Mae HafaBaTUCS BIAMOBITHAN BapiaHT peAakiiii TeKCTY, 0 SAKOTO €
3ayBaKCHHS.

134. IToromKyBad Bi3y€e IpPOEKT EJNEKTPOHHOTO [OKyMEHTa Jikine y pasi
BIICYTHOCTI B HBOIO KOJHUX 3ayBakeHb. [lOro/KeHWH IPOEKT eJIEKTPOHHOTO
JIOKyMEHTa aBTOMAaTUYHO IIepelacTbCsi HACTYIMHOMY IIOTOJ/DKYyBady 3TifHO 3
IEepeNikoM TIIOrOJDKYBadiB Ta IMIANMUCYBauiB, 3a3HAYEHHX Y PpeECTpaliiHo-
MOHITOPUHTOBIH KapTILl.

IloromxeHHs 13 3ayBaXKCHHSMH He JOIYCKAETHCS, KPIM BHIAAKIB IOIOHKEHHS
IIPOEKTIB aKTiB, TOPSIOK IOTODKCHHS SKUX BU3HAYEHO 3aKOHOJaBCTBOM.

135. 'V pasi BHeceHHd OyAb-KMX pEJaKUiHHHX NPABOK OO IPOEKTY
€JIeKTPOHHOTr 0 JIOKyMEHTa cucrema €JIEKTPOHHOTrO JIOKYMEHTOO00iry
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paiiiep>xaAMiHiCTpalii aBTOMaTUYHO BiIKIMKa€e HOro 3 IOTOKEHHS Ta IIOBEPTAE
HIPOEKT eJIEKTPOHHOTO JOKYMEHTa aBTopY.

136. ABTOp TpPOEKTy eJNeKTPOHHOIrO JJOKYMEHTa TIIicls MOBEpHEHHS MHomy
BiIXMJIEHOTO MPOEKTY JOKYMEHTA 3/iHCHIOE HOTO TOOMPAITIOBAHHS, 32 Pe3yIbTaTaMu
SIKOTO: )

npuiiMae (MOBHICTIO a00 YacTKOBO) HaJaHI 3ayBaKeHHS, IPOIMO3MINI,
penakiiiiHi MpaBKH Ta HaJICWJIA€ Ha TMOBTOPHE MOTO/KEHHS HOBY BEpCIIO MPOEKTY
€JIEKTPOHHOT'O JIOKYMEHTA;

_ BMOTMBOBaHO BIAXWIIsiE HalaHi 3ayBaKCHHS Ta MPOTO3MINI i3 3a3HaYCHHIM
MmijicTaB Yy BIANOBLAHOMY KOMEHTapi, III0 BHOCHTBCS [0 peecTpaliiiHo-
MOHITOPHHTOBOI KapTKU, 3 HaKJIQJaHHSIM KBaJihiKOBAHOIO €IEKTPOHHOIO ITiITHCY
aBTOpa MPOEKTy, TICIsS YOro IIOBEpTa€ IPOEKT eJIEKTPOHHOIO MOKyMeHTa Ha
MOTO/DKEHHS Yy TOIepenHid Horo penakiii 6e3 HeoOXimHOCTI Horo mepeBizyBaHHS
MOTO/KyBauaMHt, SKUMH IIPOESKT OYJIO IIOTOKEHO.

137. IToromxyBad, SKUM OTPUMAHO MPOEKT €JIEKTPOHHOIO IOKYMEHTAa, TOBUHEH
fioro moroauTH abo MOBEPHYTH 13 BMOTHBOBAaHUMH 3ayBXKEHHSIMU Ta IPOMO3ULIIMU
MIPOTSTOM CTPOKIB, BU3HAUEHUX [HCTPYKIIi€to 3 AIJIOBOICTBA paidiepKaAMiHICTpaIIii.

138. SIkmmo y mo3uLisiX roJIOBHOTO BUKOHABLIA Ta CIIiBBUKOHABII € PO301KHOCTI,
SKi He MOXYTh OYTH BperylibOBaHI Ha piBHI (axiBIIB BiANOBIIHWUX CTPYKTYpPHUX
T1J{pO3/1iJ1iB, KEPIBHUK r'OJOBHOI'O BUKOHABIIA 1HIIIIO€ MPOBENEHHS y3rOIKYBaIbHUX
HapaJ Ta KOHCYJbTallid 3 Y3rO/PKeHHS po30iKHOCTeHl Ha piBHI KEpiBHHITBA
BITMOBIMHUX CTPYKTYpPHUX WiApo3ALIiB. Pe3ynpTaTv y3rofpKyBaJbHOI Hapaau
0()OPMITIOIOThCS TIPOTOKOJIOM, SIKMA TOTy€ Ta BHOCHTH B CHCTEMY €JIEKTPOHHOIO
JTOKyMeHTOo00Iry paiiiepskaaminicTpaliii aBTOp POEKTY, SIKUH JIOTIYHO [10B’A3aHUH 13
JIOKYMEHTOM, IIIOJI0 SIKOTO CKIIMKaNach y3roJUKyBaJbHA Hapala.

3a3HaueHW IMPOTOKOJ BIi3yETHCA B CHUCTEMi EJIEKTPOHHOTO JOKyMEHTOOOIry
paitnepxxaamidicTpauii BciMa y4acHHKaMH HapaId Ta IiAMHCYETbCS KepiBHUKaAMH
CTPYKTYPHHUX MiAPO3ALIIB, Y IKUX Oy PO301KHOCTI.

PeecTpaiiiHO-MOHITOPHHIOBa KapTKa 3apeecTPOBAHOIO IIPOTOKONY MICTHThL
MIOCHJIAHHS Ha eJIEKTPOHHUHN IOKYMEHT, I10/I0 SIKOTO HOro 6yJi0 CTBOPEHO.

J{OMOBIIEHOCTI, HOCATHYTI ITifi Yac y3ro[pKyBalibHOI Hapald Ta BUKIAZeHl y ii
IPOTOKOJi, € OOOB’S3KOBUMH JJIs BUKOHAaHHS BCIMa y4YaCHUKaMM IIPOLECY
MIOTOJKEHHS PO301KHOCTEH.

139. IIpoeKT eNeKTPOHHOTO JOKYMEHTa BBAXXAETHCS MTOTO/DKEHNM Ta MOXe OyTH
[iANMCAHWM JIMINE MICNIS TOro, SK #oro Oyme 3aBi30BaHO BCiMa IMOro/KyBadaMH,
3a3HaYCHUMH B PEECTPALliNHO-MOHITOPUHIOBIH KapTIIi.

140. YV  pasi noTpedu  cucTeMa  €IeKTPOHHOrO0  JOKYMEHTOOOIry
paiinepxaaMiHicTpamii reHepye JUCT 30BHIITHBOTO a00 BHYTPILIHBOTO TIOTOKEHHS.

Oco01usocmi ni0z0moeKU 0eAKUX 6UOLE e1IEKIMPOHHUX OOKYMEHMIE
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Hpoexmu axmis Kabinemy Minicmpis Ykpainu

141. TlinrotroBka MPOEKTYy aKra BKiI4ae B cebe  po3poOieHHs
(criiBpo3poOIieHHs), MOTOJKEHHSI Ta MPAaBOBY EKCIEPTU3Y MPOSKTY B ENEKTPOHHIM
bopmi.

142. CTpoxu po3poOJIeHHsT MPOEKTy aKTa BH3HAYA€ TOJIOBHUM pPO3POOHHK
Bi/IIIOBITHO IO 3aBIaHH:, BCTAHOBJIECHOro miaHoM Iiii Kabinery MiHicTpiB Ykpainu
a0o 1HIIMM 3aBJaHHSIM Ha HOro po3poOJieHHs.

SIKIO CcTPOK MIATOTOBKH TMPOEKTY aKTa IpSMO He BH3HAUCHO 3aBJaHHSIM Ha
JOFO MIATOTOBKY, TaKWW CTPOK CTAHOBUTH JO TPhOX MICALB BiJ JaTH HaOpaHHS
YUHHOCTI BI/INOBIIHUM 3aB/IaHHSIM.

143. Po3poOHUKOM NPOEKTy akTa BM3HAYAETHCS OPraH BHUKOHABYOI BIAIH, [0
KOMITETEHIIIT SIKOr0 HaNeXUTh (popMyBaHHs Ta/abo peaizallis gep>KaBHOI MTOJIITHKH Y
BiIMOBIAHIH chepi.

SIKIIO MUTaHHS HAJEXKUTh JO KOMIETEHIlT KIIBKOX OpraHiB BUKOHABYOI BIAH,
pPO3pOOHUKOM BHU3HAYAETHCS OpraH, KOMIIETEHIS SKOTO y BiAMOBiOHIN cdepi €
JIOMiHYIOUOIO, 1HII € 3aiHTEpPEeCOBAaHUMH OpPraHaMH, SKi MOXYTh B3STH y4acTh Y
po3pobiieHHI MPOEKTy aKTa y YacTHHI, IO CTOCYEThCA IX KOMITETCHINil, y pa3i
TIPUAHSATTS TAKOTO PillICHHs] TOJIOBHIUM BHKOHABIIEM.

Po3pobHuK:

CaMOCTIAHO BH3HAYa€ HEOOXITHICTh 3allyuyeHHs 3aiHTEPECOBAHOIO OpraHy 10
y4acTi B po3p0o0OIeHH] IPOEKTY aKTa;

€ BiJTIOBiHaIBPHUM 33 CBOEYACHY IIiATOTOBKY IIPOCKTY aKTa;

y pa3i HeoOXimTHOCTI MOXe iHiLifOBaTH yTBOPEHHs pobodoi rpyny Ha 6a3i cBoei
YCTAHOBHM 13 3aJy4eHHsM (axiBI[iB 3aiHTEPECOBAaHMX OpraHiB Ta HE3AIEKHUX
eKCIIEPTIB 3 BiAMOBIAHMX MUTaHb, MiSNIBHICTH SIKOT PETYNIOETHCSA IHCTPYKIUEK 3
AiTOBOJCTBA YCTAHOBU — PO3POOHUKA; _

y pasi po3poOiieHHss 0COOIMBO 3HAYYIIOTO NPOEKTY aKTa MOXE 3BEPHYTHCS IO
JlepxaBroro cekperapss Kabinery MiHicTpiB YKpaiHH 3 IHIIIATUBOIO YTBOPEHHS
pobouoi rpynu npu Cekperapiari Kabinery MiHicTpiB YKpaiHH Iifi TOJOBYBaHHIM
JlepxaBHoro cekperaps KabGimery MinictpiB VYkpaiHu abo ofgHoro 3 #oro
3acTynHuKiB. JisnbHicTe Takoi po0OYOl TPYHH perymoeTbes IHCTpykuiero 3
ninosoactea Cekperapiaty Kabinety MiHicTpiB YKpaiHHu.

144.Y  pa3i TpuUMHATTS  pO3POOHUKOM  pIIIEHHS MNpPO  3allyYeHHs
3alHTEPECOBAHOro * OpraHy SK CIIBpO3poOHMKAa (Hajii — OpraH-cHiBpO3pOOHHK)
FOJIOBHUH PO3POOHUK He IMi3HIlIe HIX MPOTIATroM JIBOX poOOYMX JHIB 3 THSI HaOpaHHS
YMHHOCTI 3aBJaHHAM Ha pPO3POOJICHHS TMPOEKTY CTBOPIOE  peecTpalliiiHo-
MOHITOPUHIOBY KapTKy TIIPOEKTy Y CHCTEMI €JIEKTPOHHOrO0 JOKyMEHTOO0OIry
YCTaHOBH Ta ITOBIIOMJISIE OpraHy-CIiBPO3POOHUKY JINCTOM, L0 HAJACHIAETHCS Yepes
CHCTEMY B3a€EMOJii, PO IMOYATOK PO3POOJICHHS IPOEKTY 13 3a3HAYEHHSIM METH,
chepu Horo mii, CTPOKIB pPO3POONIEHHS Ta KOHTAKTHHUX JaHUX CTPYKTYPHOTO
[ipo3MiJy, BHU3HAYEHOTO BIAMOBIJAIBHAM 3a IIATOTOBKY IPOEKTY Bif iMeHI
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po3pobHMKa, Ta HOro IpaliBHUKIB, BiAMOBiJaNBHUX 3a IMiJTOTOBKY BiJITOBITHOTO
[POCKTY aKTa.

3a3HaueHUH JUCT HIANKMCYEe KEPIBHUK YCTAaHOBH — pO3pobHuKa abo ocoba, sfKa
BUKOHY€E HOTro 000B’SI3KH.

145. Opras-cniBpo3poOHUK Yy IUSATUACHHUHA CTPOK 3 MOMEHTY OTPHUMAaHHS
JIACTA-ITOBIIOMJIEHHSI TIPO IOYAaTOK pO3POOJIEHHS MPOEKTY aKTa IOBIIOMIISE
PO3POOHMKY JIUCTOM, IO HAJACUIIAETHCSA 4Yepe3 CHCTeMY B3aeMOZii, IIPO 3roAy Ha
CIBpO3pOOJIEHHs,  KOHTAaKTHI  JaHi  CTPYKTYPHOTO  IMiAPO3ILTy  Oprasy-
CniBpo3poOHMKa Ta HOro mpamiBHUKIB, BiIIIOBINAJBHUX 3a CITiBPO3pOOJIEHHS
BIITIOBIAHOTO MPOEKTY aKTa.

3a3HayeHUH JIMCT IIANHCYe KepiBHUK OpraHy-crmiBpo3pobHuKa abo ocoba, ska
BUKOHY€ HOro 000B’I3KH.

146. V pasi HeHagXxo[KeHHS y BU3HAYEHW CTPOK BiJl OpraHy-CriBpo3pOOHMKA
BIAMOBIAl PO3POOHMK 3a 3aMOBYYBaHHSAM BH3HA€ BiJIMOBY TaKoro Oprasy-
CHIBpO3pOOHWKA BiJi y4acTi y CIiBpO3pOOIIeHH.

147. Ha eram cHiBpo3poOJeHHs INpPOEKTy akTa oOMiH iHdopMmalliero Mix
BHKOHABLSAMU PO3POOHHMKA Ta OpraHy-CIIiBpO3pOOHMKA 3JIMCHIOETBCS —dYepes
CItyk0OBY €IEKTPOHHy IIOITy (IIpU LbOMY KEpPiBHUKH CTPYKTYPHHX IIiIPO3JIiTiB
3a3HaYalOThCs B KOl JIUCTA), MPOBEACHHS POOOYMX Hapa Ta 3yCcTpiueil Tomro.

Po3pobauk HaACWIae MiATOTOBICHHM NMPOEKT aKkTa Ha CIY>XKOOBY E€IEKTPOHHY
MOIUTY IMpaliBHAKaM OpraHy-CIiBpO3pOOHHKa, BiMOBITaJBHUM 3a CIIiBpO3pOOJICHHS
BIJITOBIIHOTO MPOECKTY.

CriiBpo3po0JIeHHs TIPOEKTy aKTa 3AIMCHIOE BiAOBINAIbHUHN IMIAPO3/LUT OpraHy-
CriBpo3poOHUKa Oe3 3amydeHHs Ha Lil cTalli KepiBHUIITBA OpraHy.

BimoBiganbHU MiAPO3/1ia Oprany-ciBpo3poOHUKa:

MOJKeE y pa3i HeOOXIOHOCTI 3aIy4aTd JO ONpallfOBaHHS MPOEKTY aKTa BU3Ha4YeHI
HEM CTPYKTYPHI Ii/IPO3/1JIN IILOTO K OpraHy;

Ma€ TPOTATOM JIECATH POOOYUX IHIB 3 MOMEHTY HaJXOJKEHHS IIPOEKTY aKTa Ha
OTIpAIfOBaHHS BU3HAYUTHUCS 3 TO3MUIIEI0 IIOAO MPOEKTY aKTa Ta MOJATH T'OJIOBHOMY
PO3pOGHUKY CBOI 3ayBa)KEHHS 1 MPOMO3HIIii /10 HBOTO.

Axmo Ha cragil cmiBpo3poOIeHHS B MO3UILISAX CIHiBPO3pOOHHUKIB BUHHUKIH
po36XKHOCTI, pO3poGHHK OpraHi3oBye po0OYy Hapaxy Ha piBHI KepiBHHKIB
CTPYKTYPHHUX MiIpO3/iIiB Ta 6e3rocepenHix BUKOHABIIB, BiAMOBIAAIBHMX 32 CITLILHE
po3pobIICHHS, 32 pe3yjbTaTaMH SKOI BIANOBiaJbHUM MiJPO3AIIOM pO3pOOHHKA
FOTYETHCS aKT pOo30LKHOCTEH 3a IATMCOM KepiBHHKA YCTaHOBH — PO3POOHHKA.

Jlo akta po36XHOCTEH He BHOCUTBCS iH(GOPMAILis PO OPraHH-CITiBPO3POOHHUKHY,
pO36IKHOCTI 3 AKMMH Y po3poOHHKa BiACYyTHI, a TaKoX pO30iXKHOCTI, sfKi Oyio
BpETyJIbOBaHO 200 3HATO Mif yac pobo1ol HapaIu.

Ilicns  3akiH4eHHs  CIIBpO3pOOJEHHS TPOEKTYy aKkTa KOXeH Opras-
CHIBPO3pOOHUK Yy TPUJCHHUH CTPOK TOTye aKT IIPO 3aBEPLIEHHS CIILILHOTO
po3pOONEHHA MPOEKTY aKTa 3a MiAINHCOM KEPiBHUKA BiAMOBIJAIBHOTO MiAPO3ALTY, Y
SKOMY 3a3Ha4yae CBOIO MO3MIII0 CTOCOBHO IIPOEKTY aKTa Ta MepesiK 3ayBaXkKeHb, sKi
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He OyIlo BperyJabOBaHO IijJ 4ac po0OYOi Hapald, Ta HaJCHUIAe HOro po3poOHUKY
yepes CUCTEMY B3aeMoii. SIKIo BiAITOBIAaNBHUHN MiAPO3.IiN OpraHy-CIiBpO3pOOHUKA
HE HaJIaB TIPOTATOM BU3HAYEHOI'O CTPOKY pO3POOHUKY ITPOIMO3ULIN Ta 3ayBa)K€Hb 110
IIPOEKTY aKTa, HAsBHICTh y PO3POOHUKA aKTa BiJl TAKOTO OPTaHy-CIIiBpO3poOHMKA He
BUMaraeThbesl.

Pimennsi mpo BpaxXyBaHHsA a60 HeBPaxyBaHHS po3GiKHOCTEH, BUKIAIEHHUX Y aKTi
PO 3aBEPIIEHHS CIIJIBHOTO pPO3poONeHHS TPOEKTy akTa, IpHiMae KepiBHUK
YCTaHOBH — PO3POOHHUKA.

148.  PospoGuux TMpoTAroM ICATH pobOYMX JHIB IiCHsA  3aBepILEHHS
po3pobieHHs] (CIIBpO3pOOJICHHS) NPOEKTY aKTa HaJCWUJIa€ IPOEKT akra 13
CYIPOBIIHUMH MaTepiajiaMH JI0 HbOTO Ha MOTOJKEHHS JO 3aiHTePEeCOBAHUX OpraHiB
yepe3 CUCTeMy B3aeMO/il. Pa3oMm 13 MpoeKToM akTa HaJCHIIAE€THCS aKT PO301KHOCTEH.

IIpoext akTa Ta CyHpoBiJHI MaTepiaji [0 HHOI'O HAJACHJAIOTHCA 3a MiJIHCOM
KepiBHHKa YCTaHOBH — pO3podHUKa abo 0cobH, 0 BUKOHYE HOT0 000B’SI3KH, 3TiTHO
3 MPOLIEeTyPOIO, BU3HAYEHOIO 11€10 [HCTpyKIIi€rO.

BainTepecoBaHuii Opran y BH3HAUEHWI CTPOK HAACHITAE PO3POOHUKY JHCT 13
MO3MIIEI0  BIAMOBIAHOIO Opragy A0 MPOEKTY akTa 3a [iAIUCOM KepiBHUKA
3alHTePeCOBAHOTO oOpraHy abo o0co0H, IO BHKOHYE HOTO OOOB'SI3KH, 3TiIHO 3
MPOLEYPOK), BU3HAYEHOO Lielo [HeTpyKuieto.

149. Po3pobHUK MPOTIATOM TPBOX POOOYMX JHIB MICTS 3aBEPLICHHS ITONOKEHHS
NpOeKTy  akrta  QopMye  IakeT  JOKYMEHTIB  3a  IIAINKUCOM  TOJIOBH
obuaepxanminictpanii abo ocobn, MO BUKOHYE HOro 00OB’SI3KH, Ta HaJICUIIAE Yepes
cucTeMy B3aemMOJiT mpoekT 1o MiH FOCTyY JUis NPOBEAECHHS IPaBOBOI €KCIIEPTH3H.

BucHoBok MiH’10CTy 3a pe3yabTaTaMK MPaBOBOI eKCIIEPTU3H mianucye MiHicTp
a60 0ocoba, O BUKOHY€E HOro 000B’SI3KH, 3TiIHO 3 TPOLEAYPOIO, BU3HAUEHOIO III€I0
[HCTpYKLIETO. ‘

150. TIpoeKT aKkTa pa3oMm i3 CYIpoBiIAHUMHU MaTepiallaMy JI0 HbOTO HaJICUIIAETHCS
Ha posrsin KaGinety MinicTpiB YkpaiHu depe3 cHCTeMy B3aeMOJii 3a IIIIHCOM
Minictpa, sIKHi CIPSAMOBYE Ta KOOPAUHYE OiSUIBHICTH po3poOHMKa, abo ocobH, 1o
BUKOHYE HOT0 000B’S3KH, 3T1/IHO 3 TPOLETyPOI0, BU3HAUEHOIO 1€ IHCTPYKIUIELO.

151. ITopsimox  ompamroBanHs Cekperapiatom KaGinery MinicTpiB YKpaiHu
IIPOCKTy akTa, BHeceHoro Ha po3may Kabinery MiHicTpiB YKpaiHy, BU3HA4YA€THCS
Pernamentom Kabinety MiHicTpiB YkpaiHu, 3aTBepIKEHUM MOCTaHOBOKO KabineTy
Minictpis Ykpainu Big 18 nunus 2007 poky Ne 950 (Odinifinuii BicHuk YKpainu,
2007 p., Ne 54, ct. 2180; 2011 p., Ne 88, ct. 3199).

Ilpoexmu poznopsaoarcerv 20108U pAUOEDPAHCAOMIHICMP AUl
(HAKA318 KepiBHUKA anapamy PanuoepiIcaoMinicmpayii, Haxazie KkepisHuka 8i00L1y
geoenns Jlepocasnozo peccmpy subopuis anapamy paudepircadminicmpauyii)
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152. 'onoBa paiiaepxagMiHicTparii (KepiBHUK anapary pannepxca;[MlchTpauu)
HiAMUCYIOTh PO3MOPSIKEeHHs (Haka3W) 3 OCHOBHOI MisJIBHOCTI, aaMiHiCTpaTHBHO-
roCIoIapChKuX, KaIpOBUX NUTaHb (0COO0BOro CKiIamy) (maii — akTH).

IlpoexTy po3mopsmxeHb (HaKas3iB) 3 KaApOBMX NMUTaHL (OCOOOBOTO CKIIAAY)
roTyIOThCS BIJI[IOBIIHO 10 BUMOT, BU3HAYEeHUX ILi€l0 [HCTpyKili€io, Ta 3 ypaxyBaHHsIM
0cOOJIMBOCTEH, Kl BU3HAYAIOThCS 3aKOHaMH Ta iHIHMu aktamu KaGidery Minictpis
Vkpainm. .

153. TIpoeKkTH akTiB TOTYIOTBCS Ta IHOTODKYIOTBCS B €JEKTPOHHIN Qopmi
BiANIOBiAHO [0 3arajbHUX BUMOT IiATOTOBKH Ta IOTOMXEHHS IIPOEKTIB eJEKTPOHHUX
JOKYMEHTIB, BH3HAYEHHUX Ili€to [HCTpykmi€ro, Ha OJaHKy, II0 aBTOMATU4HO
TeHepy€eThCS CHCTEMOIO eJIEKTPOHHOTO TOKYMEHTOO6Iry paiinepsxaaminicTparii.

154. Ilepen, ~ momaHHsM Ha  IiANNC  HOPMAaTHBHO-IIPABOBOIO  aKTa
paigepxaaMiHiCTpallil, SKui HiJUIArae qepskaBHill peecTpallii, Ha4albHUK (TOJOBHHM
CIIeLliaiCT) 3arajbHOrO BiAMilMy amapary pailifepxaiaMiHicTparii (mocamoBa ocoba
CEKTOpYy YNpaBJIiHHS MEPCOHAJIOM amapary pannepxcaanchpauu) JApyKye HOro i3
CHCTEMH  €JIEKTPOHHOIO  JOKYMEHTOOOIry paiimepkajaminicTpanii pasoM i3
3reHEpOBaHMM CHCTEMOIO EJIEKTPOHHOIO JTOKYMEHTO00iry paiiaepikaaMiHicTparii
OJaHKOM, Ha IKOMY Bi3yani3y€eThcsi aBTOMaTH4HO chopmoBanuii QR-koz,.

Ha posnpykoBaHOMy @IpOeKTI aKTa BHMAara€TbCs JIMIIE I[IPOCTABISHHS
BJIACHOPYYHOI Bi3M 3aBifyBaua CEKTOpPY 3 MHUTaHb IPABOBOi poOOTH, 3ao6iraHHs Ta
BHSBIICHHA KODYIIi amapaTy paiifiep)kaJMiHiCTpallil, SKUM IIPOBEICHO IOPHIHYHY
eKCIePTU3Y 3a3HaYEHOTO MPOEKTY.

OcobmuBocTi oq)opMneHHﬂ IIPOEKTIB ~ HOPMAaTHBHO-IIPaBOBHX  aKTiB
panaepxcanmmcmaun SKi TUIraroTh JepXkaBHIM  peecTpallii, BH3HAYEHO
IHcTpykIi€ero 3 1iT0BOACTBa paiiepixkaaMiHicTpaii.

155. TligmucaHHsA pO3NMOPSIKEHHS TOJOBU paiaepxaaMmiHicTpalii (Hakasy
KepiBHHKa amapaTy paiaepkaiMiHicTpallii) 3AIHCHIOETbCS B €IIEKTPOHHIA Ta y
nanepoBiii Gopmi. Hakasu 3 aaMiHiCTpaTUBHO-TOCIIOAAPCHKUX ITUTaHb FOTYIOTHCS Ta
HiAMACYIOTHCS JIUIIE B €JIEKTPOHHIN (opMi. '

156. Akt PEECTPYIOTECA B cucTeMi €IeKTPOHHOTO JOKYMEHTO00iry
paiinepxagMiHicTpallii i3 3aCTOCYBaHHSAM BiAIIOBiTHOTO TPOEKTY EIEKTPOHHOIO
nokymeHTa. llpm 1poMy Ha TmanepoBHii NPUMIpHUK BiAMOBIIHOIO  aKTa
IIPOCTaBISIETECS HOMEp Ta Jara peecTpalii, ski Oylio aBTOMaTHYHO IIPHUCBOEHO
CHCTEMI EJIEKTPOHHOT'0 JOKyMEHTO00ITy paliaepkaaMiHicTparii.

AXTH HYMEpYIOTBCS y HOpPSJIKY IX BHUJAHHSI y MeXaxX KaJeHAapHOTO pOKY;
pO3NOpAIXKEHHA (HaKa3H) 3 OCHOBHOI AISNBHOCTI, 3 aAMiHiCTPaTHBHO-TOCTIOAAPCHKUX
IIMTaHb, KaJPOBHUX NHUTaHb (0COOOBOrO CKIIay), IIPO BiAIyCTKH Ta MPO BiApSIKEHHS
MalOTh OKpeMy NMOPSAKOBY HyMepallilo.

157. O3nalioMIeHHS IpalliBHUKIB paiiepxaAMiHiCTpalii 3 aKTOM 3iHCHIOETCS
B €JIEKTPOHHIIT popmi.

@axT n0oBENEHHSA aKTa O BiloMa IOCafoOBOi OcoOM paiimepxaaMiHicTparii
3IIHCHIOETHCS 3acobamMu CUCTEMH €IEeKTPOHHOTO JOKYMEHTOO00iry
paiizepxaaminicrpariii.

158. @akr o3HaHOMIIEHHS IIOCaOBOI OCOOM paiimepaaMiHicTpaiii 3 akToM
3J1ICHIOETRCSI 3acobaMu CHUCTEMH €JIEKTPOHHOTO JOKYMEHTO00Iry
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paiiiepkaiMiHicTpallil 3 BUKOPUCTAHHIM KBali(hiKOBAHOTO €IeKTPOHHOrO IMiANUCY
BiZITTOBIIHOT TIOCAZI0BOT OCOOH.

Oco6nuBOCTI poOOTH 3 TOKYMEHTaMH y Bifainl BefieHHs JlepKaBHOI'O PEECTPY
BHGOpLIB  armapaTy  paiilepKaaMiHicTpamil — 3AiHCHIOETBCS  BIMIOBIAHO [0
PO3MOPS/UKEHHST TOJIOBU paiiepxkaamirictpaii Bix 05 tpaBHsa 2018 poxy Nel20-p
"[po o6ir €IeKTPOHHHX JOKYMEHTIB y Bimmini BemeHHs Jlep)KaBHOIO PEECTPY
BUOOPIIIB anapary paijepxaamiHicTpanii". )

CninvHi po3nopadMceHHs (Haka3u)

159. Tlopsimok TiATOTOBKHU CHIJBHOTO aKTa KUIBKOX YCTaHOB BH3HAYAETHCS
[HCTPYKITi€XO 3 A1IOBOJACTBA.

CrineH1 po3nOpAndl JOKYMEHTH, 1110 BUJAIOTH OJIHAKOBI 32 POPMOIO TOKYMEHTH
(po3MnopsIIKEHHS, HaKa3u, PIIICHHS ), BUAAIOTHCS Y BLANOBIHIT dopmi.

CriifisHI pO3MOPSIAYL JOKYMEHTH padjepKaiMiHICTpalll Ta IHIDHX YCTaHOB,
VIIOBHOBOKEHUX BHIABATU pPi3HI 32 (DOPMOIO JOKYMEHTH, BUIAKOTBCI Yy ¢opmi
PlLIEHHS, SIKe Mae NPaBoBY CUIY PO3IOPSIHOro JOKYMEHTa KOXHOI yCTaHOBH, 1O
npuiiMac Led JOKYMEHT.

Crizpui po3rnopsyidi JIOKYMEHTH paiiieprkaiMidicTpalii Ta I[HIOUX YCTaHOB
ohOopMITIOIOTECSA Ha crewiagbHuX OnaHkax (fozaTox 4) abo Ha YHUCTHX apKyluax
rarepy, MijrcH i ITuCanTiB 3acBIAYYI0TECS repOOBAMHU NIEYaTKAMM.

[IpoekTy CHUTBHUX PO3MOPSAMHUX MOKYMEHTIB [OrOKYIOTBCA B TOMY K
MOPSAKY, IO 1 MPOEKTH PO3MOPS/KEHb TOJ0BM palifepxaaMinictpanii (Hakasis
KepiBHUKA anapaTy paiiepkaaminicTpari).

[Ipoexmu axmis HOPMAMUBHO-NPABOE020 XAPAKMEPY, KL 8i0N08IOHO 00
3aKOHO00ABCMBA NIONAZAIOMb 0ePACABHIU peccmpayii

160. Jlep>kaBHa peecTpallis akTiB yCTAaHOB HOPMAaTHBHO-IIPABOBOTO XapaKTepy
3/1ifICHIOETECS y TIOPSAKY, BudHaueHOMY ITOJIOKEHHSM Mpo Jiep)kKaBHY pPEECTPaLiio
HOPMAaTHBHO-NIPABOBUX aKTiB MIiHICTEPCTB Ta iHINMX OpraHis BHKOHABYOl BIAJIH,
3aTBepKeHUM IocTanoBoro Kabinery MinicTpiB Ykpainu Bix 28 rpyans 1992 poky
Ne 731 (BIT Ykpainu, 1993 p., Ne 1-2, c1. 28; Odiuiitauii Bicauk Ykpainu, 1998 p.,
Ne 42, c1. 1551; 2008 p., Ne 25, ct1. 770).

161. IlepkaBHa peecTpaliist 3IIHCHIOETECS B €JIEKTPOHHIN (opMi y BUIIIAIL
3aIiCy, BHECEHOTOo [0 JlepkaBHOrO peecTpy HOPMATHBHO-TIPABOBUX AaKTiB
MiHICTEpPCTB Ta iHIIMX OpPraHiB BUKOHABYOI BJIQJM Ta 3aCBIIUEHOTO CHELIANBLHO JUIS
[[bOI'0 TPU3HAYCHOI0 KBAJI(PIiKOBAHOI EJEKTPOHHOI NEeYaTKOIO, SKY
Hak1ajga oco0a, 1110 BHECIa 3aMKc A0 3a3HaYEHOTO PEECTPY.

V. MOHITOPHHTI 32 CTAHOM BHKOHAHHSA vnpasnincsmnx Di[llel-lb
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162. MOHITOPUHI BHUKOHAHHSI YIPaBJIIHCHKUX PIIIEHb € CKJIAIOBOI0 CHCTEMH
KOHTPOJIIO B paiiiepkaaMiHicTpallii Ta MPOBOJUTHCA 3 METOW HArIAAy 3a
BUKOHABCHKOIO JTUCIHUTLIIHOKO.

163.MoHiTOopuHI BKItO4ae B cebe GesnepepBHE CHOCTEpEKEHHS 3a MPOLIECOM
BUKOHAHHS YIIPaBIiHCHKUX PillIeHb Ta BUSBJICHHS BiIXWIEHD Bil CTPOKIB BUKOH4HHS
1HUKaTOPIB.

164. MOHITOPHHI BUKOHAaHHS! YIPAaBIIHCHKUX DIlICHb 3J[iHCHIOETHCS CEKTOPOM
KOHTPOJIO Ta pOOOTH 13 3BEPHEHHSIMM TPOMAJSH amapary paiaep)KaaMiHicTpariii
(mam — ciay»0a KOHTPOJIIO) 3a JIOIIOMOIOI0 CHCTEMH MOHITOPHHTY, IHTErpOBaHOl B
CUCTEMY EJIEKTPOHHOI'O JTOKyMEHTOOOIry paijepikaJMiHicTpallii Ha OCHOBI JaHHX 3
peecTpalifHO-MOHITOPMHIOBOI  KapTku.  BimmoBigHa  cucremMa  3abesmedye
ONEPaTUBHHUH JOCTYIl 10 Bci€l iHQopmauii Hpo cTaH BHKOHAHHS OYyAb-IKOTO
JIOKYMEHTa, ILIOAO SIKOTO 3AIHCHIOETBCS MOHITOPHHT Ta METOAMYHMM aHali3
BIJIITOBI{HUX JaHUX.

165. MOHITOPHHI' IPOBOJUTHCS HIISXOM 300py, 0OpOOKH Ta CHCTEMATH3allil
iHpopMaLii Ipo CTaH BHWKOHAHHS YMNPABIIHCHKUX pillleHL 33 BU3HAYEHUMH
IHMKaTOpaMH.

166. InaukatopaMy CTaHy BHUKOHAHHSI YNPaBIiHCBKUX pILIEHh € MOMEHT
3aKiHUYEHHs BHU3HAYCHWX JiH, HaAIpUKIaA: HaKIaJeHHS eJEKTPOHHOI PEe30JIOLIii,
CTBOPEHHSI JIOKYMEHTa, IIOTO)KeHHSI JOKyMeHTa, IMiANHCAHHSI JOKYMEHTa,
peecTpallis Ta BIANPABIEHHS TOKYMEHTa TOLIO.

167. InmukaTOpH, CTPOKH BUKOHAHHS iHAWKATOPIB Ta iHINI JaHl, HEOOX1IHI A
MOHITOPHHTY B paiifepkaaMiHicTpanii, BHOCATECS B aBTOMATHYHOMY < PEXUMI
3aJIeXKHO Bl OOpaHOro cTaTycy NpH3HAYeHHs JOKYMEHTa Ta/abo aBTOMaTU30BaHOMY
pexuMi 10 peecTpaliifHO-MOHITOPUHIOBOI KapTKH CIIy)O00I0 ALTOBOACTBA IIiJl 4ac
peecTpaiiii BXiJIHOrO JOKYMEHTa, KEPIBHHKOM I Yac MEePBUHHOTO PO3MILny abo
aBTOPOM JIOKYMEHTA IIiJi 4ac HOro CTBOPEHHS.

168. SIKII0 AOKyMEHT MICTHTh KiJbKa OKpPEMHX YIPaBIIHCBKUAX 3aBJIaHb,
MOHITOPUHI BHKOHaHHS LHX 3aBJaHb 3IHCHIOETbCI B OMHIM peecTpallifiHo-
MOHITOPUHTOBIH KapTIIi.

169. Ilicnst  3aBepuieHHsT poOOTH HaA JIOKYMEHTOM JIO0 pEeECTpaliiiHoO-
MOHITOPHUHIOBOI KapTKH aBTOMAaTMYHO BHOCHUTHCA BiAMITKa PO 3aBEpIICHHS HOTO
BUKOHAHHsI (IHAUKATOpP 3aBepIICHHS BUKOHAHHS) HA IT/ICTaBi CTATyCy MpHU3HAYEHHS
3apeeCTpPOBAHOIO IPOEKTy €JIEKTPOHHOro JOKyMeHTa. BiaMiTka mpo 3aBeplieHHS
BUKOHAHHSI IOKYMEHTAa CBIIYUTH MPO Te, 10 pOOOTY HaJ IOKYMEHTOM 3aKiHUEHO.

170. MoHiTOpUHT 3MIMCHIOETBCS 3a BHUKOHAHHAM 3aBIaHb, BH3HAYEHUX
3aKOHaMH YKpaiHu, noctaHoBaMu BepxosHoi Pagu Ykpainu, ykazamu Ilpesunenta
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Vkpainu, aktamMd Ta jgopydeHHsMH I[lpesmnmenTta VYkpainu, akramum KaOinery
MinictpiB Ykpainu, nopyueHssMu [Ipem’ep-MiHicTpa Ykpainu, MpoTOKOJaMU Hapaz
mig ronoByBaHHsM [IpeM’ep-miHicTpa Ykpainu, Ileprmoro Bime-mpem’ep-MiHicTpa,
Bille-npem’ep-miHicTpiB, Minictpa KaGinety MiHictpiB, JlepskaBHOro cexkpetaps
KaGinery MinicTpiB, nuctamum Anmidictpauii Ilpesupenta Vkpainu, I['onoBu
BepxosHol Paau Ykpainu Ta HOro 3acTyIHUKIB (10 MOTpeOyIOTh HagaHHs BiAIOBIIL
IIpO pe3yJIbTaTH iX PO3MIIAY), IUCTaMH YTIOBHOBaXkeHOro BepxoBHoi Panu YKpa'l'f{I/I
3 [IpaB JIFOJMHY, 3BEPHEHHAMY KOMITETIB, THMYACOBUX CIEL{aIbHUX Ta THMYACOBHX
cmiguux xomicii Bepxosroi Pagu Ykpainu, aenyrarcbkux dpakuiii BepxoBnoi Paau
Vkpaiuu, 3BEpHCHHSIMH Ta 3alTaM{ HApOJHUX JeNyTaTiB YKpaiHW, [emyTaTiB
obxacHol paad, nuctamMu PaxyHKOBOI manaTtv, MiXHapOZHUMH 3000B’S3aHHIMU
Ykpainm B paMmKax choiBpoOiTHUITBA 3 MiKHApOAHUM BaIIOTHUM (OHIOM,
3000B’s3aHHSIMH YKpaiHU y cdepaX €BpOnernchkoi Ta €BpOaTIaHTHYHOI iHTerparii,
30KpeMa CIIPSIMOBAHUX HA BUKOHAHHS YTOAU PO acollialiio Mix YKpaiHoto, 3 OZHIEl
cTopoHH, Ta €Bponeicbknum Coro3oM, €BpoNeiChKUM CITiBTOBapUCTBOM 3 aTOMHOI1
eHeprii Ta TXHIMH JAep)KaBaMHU-WICHAMH, 3 IHIIOI CTOPOHH, IHIMUX MDKHAPOJAHHUX
JIOTOBOPIB YKpaiHH 3 IIMTaHb €BPOIEHCHKOI iHTerpamii i JOMOBIEGHOCTEH MiX
Vkpainoro Ta €C, piuHUX HaLiOHAIFHUX TporpaM B pamkax Kowmicii Ykpaina —
HATO, pimens Kowmicii Ykpaina — HATO y pamkax Xaprtii npo ocobiuBe
napTHepcTBO MK YkpaiHoto Ta Opranizanieto [liBHIYHOATIAHTUYHOTO TOTOBOPY Ta
Jlexnapanii mpo il JOMOBHEHHS], 1HIINX MI>XHApPOJHUX JOrOBOPIB Mix YKpaiHOIO Ta
HATO Ta ynosnosaxenumu opranamu HATO; micismu OOH, OBCE, CsitoBuM
GaHkoM, CBpONEHCHKHM  OaHKOM  PEKOHCTPYKLil Ta  PO3BUTKY, IHIUMMH
MIKHApOIHUMHU OpraHi3allissMH B YacCTHHI LITBOBOrO BUKOPHUCTAHHS TEXHIYHOI Ta
JIOHOPCBKOI JIOTIOMOTH, a TaKOX 3aBJaHb, BH3HAYEHHMX DO3NOPSUKEHHIMH Ta
JOpYy4YEHHSIMA  TOJIOBH  oOijepkaaMiHicTpanii, IpOTOKONaMM  Hapal  Mix
rOJOBYBAHHSM 3aCTyNHHKIB TOJOBH OOJAepXKaiaMiHicTpalii, KepiBHMKa amapary
obaepkaaMiHicTparii, piIIEHHSIMHU KOJIeril oG mepxaaMiHicTpanii,
PO3LIOPADKEHHSIMHE Ta JOPYyYeHHSMH TOJIOBH paifepKaaMiHicTpanii, IPOTOKOJaMH
Hapaj IIiJi TOJIOBYBAaHHSM 3aCTYNMHHKIB TOJOBH paiiliepkaqMiHicTpalii, KepiBHUKa
anapaTy palijep)KajMiHicTpalii, pilleHHIMH Koierii paizep:xaaMiHicTpamii 1010
SIKAX BCTAHOBJIEHO CTPOKHU X BUKOHAHHSI.

171. CTpoKH  BHKOHAHHS  BHYTPIIUHIX JOKYMEHTIB OOYHCIIOIOTBCS B
KaJIeHIapHUX JHIX MOYMHAIOYM 3 AATU PeecTpallii, a BXiAHUX — 3 JaTH HAXOKEeHHs
(JlOCTaBKK depe3 CHCTeMy B3aeMoglii) abo 3 JaTh HaCTYIHOTO poOodoro HHS y pasi
Ha/[XO/DKEHHS (JIOCTaBKM) MOKYMEHTA IIiCNs 3aKiHUYeHHS poOOHOro HHS, Y BUXIiIHI,
CBSTKOBI Ta HepoOoUl JHI.

SIKIIO ocTaHHIM JeHb CTPOKY BUKOHAHHS JOKYMEHTa IIpHIIaja€ Ha HepoOOdui
JIeHb, CTPOKOM BHUKOHAHHS JIOKYMEHTa BBA)Ka€ThCS INEpIIUN poOOYMM AeHB MiCHs
HAaCTaHHS CTPOKY BUKOHAHHS.

172. Y pa3li 3MiHM CTpPOKiB BHMKOHaHHS IHOUKATOpa Y peecTpauiiHo-
MOHITOPHHTOBIH KapTIi MPOCTaBISETHCS HOBUH CTPOK BH3HAYCHOTO iHIWKATOpA Ta
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3a3HAYa€ThCs NMPUYNHA HOr0 3MiHY, SIKi BHOCSATBCS YIIOBHOBAXKEHOIO 0c00010 CIy 61
KOHTPOJIIO.

173. IlepeBipka CTpPOKIB BHUKOHAaHHS JOKYMEHTIB IIPOBOJUTLCS 3a BciMa
IHIMKAaTOpaMH IIPOXOKEHHS JOKYMEHTa /10 3aKiHYeHHS CTPOKY HOro BHKOHAHHS (Y
pa3l BIIXWJIEHb BUKOHABIIO HA/ICHIAIOTECS MONEPEIHKEHHSI CHCTEMOIO MOHITOPHHTY
3a JIONIOMOTI'0X0 €JIEKTPOHHUX HaragyBaHb, 1[0 aBTOMATHYHO T'€HEPYIOTHCI CHCTEMOIO
CJIEKTPOHHOIO TOKYMEHTOODIry paliaepxaaMiHicTpaliil) y MOpsSaKY, BH3HAYEHOMY
lHCTpYKLI€IO 3 11JIOBOJICTBA paliepKaAMiHiCTpaIllii.

174. Ciyx0a KOHTpOJIIO Mic/s BUKOHAHHS JJOKYMEHTa MepeBipsi€ BiAMOBIIHICTE
KIHLIEBOIO pEe3yJIbTaTy IIOCTAaBICHOMY 3aBJAaHHIO, 32 PE3yJIbTATOM YOro NpHUiMae
piIICHHS PO MPUIMTHHEHHSI MOHITOPHHTY.

IIpynvHeHHsT MOHITOPMHTY 3IIHCHIOETBCS IIMINE Ha IMiACTaBl 3a3HAYEHOL
NEePEeBIPKH.

175. Jlani po BUKOHaHHS JOKyMEHTa Ta IPUMHUHEHHS MOHITOPHHIY BHOCSTHCS
J0 PEeecTPalifHO-MOHITODUHIOBOI KapTKU YIIOBHOBAaXKEHOI 0CO00I0  CITyKOH
KOHTPOJIIO.

Jlokyment moxe OyTu 3akputHil "Jlo crnpaBM" NHINe ICAS BHECEHOI MO
peecTpaliiHO-MOHITOPHHIOBOI KApTKH BiIMITKH PO NPHUIIMHEHHS MOHITOPUHTY.

176. JlneM BUKOHaHHS 3aBJaHb, BU3HAUEHUX B aKTaxX OpraHiB JIepKaBHOI BIaJ
1 JOpYYeHHSX BHINUX ITOCAMOBHUX OCiO, Ta BUKOHAHHS 3aIlUTiB, 3BEPHEHb, iHIIOI
kopecrioniennii  BepxoBHoi Pamum VYkpailHu BBaXaeThCsi JeHb HaACHIAHHA
€JIGKTPOHHOTO JTOKYMEHTa YCTAHOBOIO 4epe3 CHCTeMy B3a€eMOJii, a y BHIIKax,
BU3HAYEHWX TYHKTOM 2 miel [HCTpykIii, — meHp peecTpauil AOKYMEHTa OpraHom,
KUY BU3HAYWB BIJTIOBIIHE 3aBJAHHS.

Ingpopmaninino-006iokoea poooma 3 eJ1eKMPOHHUMU OOKYMEHMAMU

177. TndopmariiitHo-0BiIKOBa pobOTa 3 EINEKTPOHHUMHU JOKYMEHTaMHM IMOJISTae
B TIOIIYKYy HEOOXIJHUX JOKYMEHTIB 3 BHUKOPHCTaHHSM CHCTEMH €JIeKTPOHHOIO
JTOKyMEHTOO0O0Iry paiaep kaaMiHiCTpariii.

178. g nigBunieHHs e(QeKTHMBHOCTI pOOOTH ITOIIYKOBOI CHCTEMH CHCTEMHU
€JICKTPOHHOTO  IOKYMEHTOO0OIry paiiiepkaaMiHicTpallii ciyx0010 IiJ0BOACTBA
PO3POOISIOTHCS Taki KiacudikalliiHi JOBITHUKH:

KjacugpikaTop MUTaHb AisIBHOCTI YCTAaHOBH;

Knacu(dikaTop BUJIiB JOKYMEHTIB;

KJ1acu(piKaTop KOpeCIOHCHTIB;

Kiacu(ikaTop pe3osrOwLi;

KNacu(iKaTop BUKOHABIIIB,

KJacu(ikaTop pe3ysbTaTiB BUKOHAHHS JOKYMEHTIB;
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HOMEHKJIaTypa CIpas.

179. llomykoBa  cHcTeMa  CHUCTEMH  €JeKTPOHHOTO  JIOKyMEHTOOOITy
paiiiepkagMiHicTpalii Mae 3iMCHIOBATH NOUIYK 38 KOHTEKCTOM (KJIFOYOBUM CIIOBOM
abo Qpa3orw) €JeKTPOHHOIO JOKYMEHTa, BHIOM eJIEKTPOHHOTO JOKYMEHTAa, HOro
3ar0JIOBKOM, JaTOX0 IIPHHHATTS, HOMEPOM Ta JaTOX0 HOTo peectparliii, #oro aBTopom
TOTIIO.

-

VI. Cucrtemaruianisa ta 36epiranuss JOKYMEHTIB V JiJIOBOJCTBI

CKNaO0eHHA HOMEHKIAmypu cnpag

180. HomeHkmnaTtypa cripas IpHU3HaYeHa IS - BCTAHOBJICHHS B
paiigepxaaMiHicTpalii €AHHOro MHOpsAAKy (OPMYBaHHS CIOpaB JUIs JOKYMEHTIB,
CTBODEHUX Yy €JEeKTPOHHIH Ta mamepoBii Qopmax, 3abesmedeHHs ix OOMiKy,
ONEPATUBHOTO MOIIYKY JOKYMEHTIB 3a iX 3MICTOM i BH/IOM, BM3HAYEHHS CTPOKIB
30epiragHs CIOpaB 1 € OCHOBOIO /Il CKIAJEHHS OIUCIB CIpaB IOCTIMHOrO Ta
TpuBanoro (nonaz 10 pokiB) 30epiraHHs, a TaKOX IJs OOJIKYy CIpaB THMYACOBOI'O
(1o 10 pokiB BKITIOYHO) 30€epiraHHs.

Jlo HOMEHKJIaTypH CIpaB BKIIIOYAIOTHCS HA3BH CIpaB, WO (GOPMYIOTHCS Ta
B17100paXaroTh ycl eTanu poOOTH, SKa JOKYMEHTYEThCSA B YCTAHOBI, 30KpeMa CIpaBH
IIOCTIHHUX Ta THMYACOBO JIFOYHX PaJl, KOMICiil, KOMITETIB.

Crtpoku 30epiraHHsa JOKYMEHTIB (HAJICKHICTh IO CIPABH) BU3HAYAIOTHCSA ITi]1 4ac
peectparii (A1 BXiIHUX JOKYMEHTIB) a00 CTBOPEHHS MPOEKTY JOKYMEHTa aBTOPOM
3TiTHO 13 3aTBep/KEHUM MIH'IOCTOM IEepellikoM THIIOBHX JIOKYMEHTIB, IO
CTBOPIOIOTBCS TIiJi 4ac [iSJIbHOCTI JepKaBHUX OpraHiB Ta OpraHiB MICLEBOTO
CaMOBpSIIyBaHHS, IHIINX YCTAHOB, MiJIPUEMCTB Ta OpraHizauid, i3 3a3Ha4EHHAM
CTpOKiB 30epiraHHs JIOKYMEHTIB.

181. B paiinepxanminicTpallii CKJIaJaroThCA Ta BEAYTHCS HOMEHKJIATYPH CIpaB
CTPYKTYPHHUX ITIAPO3/ILIIB 1 3B€/icHa HOMEHKJIaTypa CIIpaB paiaepaaMiHICTpallii.

182. HomeHKIaTypa chopaB CTPYKTYPHOTO  MiIPO3MIIY CTBOPIOETECS B
eNIeKTpOHHIA QopMmi (momaTtok 6) IMOCa0OBOIO 0CO0O0K0, BiJIMOBIAAIBHOIO 3a
AUIOBOACTBO B ILAPO3Jini, He Mmi3Hime 15 JsucTOnaja NOTOYHOTO pOKY Ta
IIOTOJDKYETBCS 13~ cIIyXOOr0 MIJIOBOACTBA paiigepxanMinicrpauii. Bisyanizanis
HOMEHKJIaTypH CIIpaB CTPYKTYPHOrO IIPO3MiAYy 3MiMCHIOETHCS 3a aBTOMATHYHO
reHepOBaHOI (HOPMOIO, BUSHAUEHOIO [HCTPYKIII€rO 3 IiJI0BOICTBA.

183. MeTtouuHa O0IIOMOTa y CKJIQJ€HHI HOMEHKJIATYPU CIPaB HAJAEThCS
apxiBHUM Biaginom pa#ipepkaaMisictpauil (IpaiBHUKOM CiyKO0H JIiIOBOACTEA,
BLAITOBL/IAJIbHUM 32 apXiBHE 30epiraHHs JOKYMEHTIB).

184. 3BeneHa HOMEHKJAaTypa CHpaB painepxamMinicTpanii  GopMyerhes
CHUCTEMOIO eJIeKTPOHHOTO JOKYMEHTOO00Iry panaepxaaMiHicTpamii B
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aBTOMAaTU30BaHOMY pexuMi (HOIaToK 7) Ha OCHOBI HOMEHKIATyp CIIpaB
CTPYKTYpHHUX MiAPO3ALIIB y €1eKTPOHHIN GopMi.

185. Ha mincraBi 3BeleHOI HOMEHKIATYpH CIpaB paijaepkaiaMidicTpamii B
€IIEKTPOHHIM (OpMI CHCTEMA €JEKTPOHHOTO JOKYMEHTOOOITY paiiiepkaaMinicTpanii
aBTOMAaTUYHO 3JiHCHIOE 1i Bisyanmizalifo 3a GOpMOIO, BH3HAa4YeHOI IHCTpyKIi€w) 3
JLIOBOJCTBA, KA APYKYEThCS Ta IOJAETHCS HA CXBANEHHS €KCIIEPTHO-IIEPEBIpHIH
KOMICIT Iep»aBHOTO apxiBy 061acTi.

- 186. 3BefieHa HOMEHKIATypa cHpaB 30epira€TbCsi Ta BHKOPHCTOBYETHCS
CUCTEMOIO  €IIEKTPOHHOI'0  JIOKYMEHTOOOITYy  paiiiepkanMinicTpaumii s
aBToMarH3allii MpoLECiB dbopmyBaHHS JIOKYMEHTIB y cIpaBu B
paiiaepaaMiHicTparii.

187. 3Benena HOMEHKJIAaTypa CIpaB paiiepXaaMiHicTpallii HanpuKiHIi
KOXKHOT'O POKYy (He Hi3HiIle TpyAHS) YTOYHIOETHCS Ta BBOIUTHCS B fit0 3 1 cidHa
HACTYITHOTO KaJIeHJApPHOTO POKY.

188. B cucTemi eNeKTpPOHHOrO JOKYMEHTOO0Iry paiimepxaaMiHicTparii
HOMEHKIIATypa CTIpaB IMIPeACTaBieHa y GopMi elekTpoHHOT Tabnuii (mogatku 6 i 7).
['padu Tabnuul 3aMOBHIOIOTHCS TAKUM YHHOM:

y rpadi 0 (nuuie ais 3BefileHOI HOMEHKIATYPH CIIPaB) IPOCTABISETHCS HA3Ba
CTPYKTYPHOTO MiIpO3 1Ty, 0 SKOr0 BiTHOCATHCS 3aIIMCH PO BiAMOBIIHI CIpaBH;

y rpadi 1 mpocTaBiseThCs 1HIEKC KOXKHOI CIPaBH,

y rpady 2 BKIFOYAOTHCS 3ar0JIOBKH CIIPaB (TOMY, YaCTHHH );

y rpadi 3, sKa 3alOBHIOETHCS HAIPUKIHI KaJeHIApHOTO POKY, 3a3HAYAETHCS
KIUJIBKICTh CITpaB (TOMiB, YaCTHH);

y rpagi 4 3a3Ha4alOThC CTPOKM 30epiraHHs cIpaB, HOMEpH cTaTed 3a
IepeslikoM JIOKyMEHTIB 13 CTpOKaMu 30epiraHHs; '

y rpadi 5 pobasAThCs MO3HAYKH MpO HepexifHi CHpaBH; NpPO CIIPaBH, IO
BEJIyThCA B I1allepoBiit popmi; Ipo mocamoBux ocib, BIAMOBINAIBHUX 3a (GOpMYBaHHS
CIpaB; IpO MepeldaBaHHSI CIOpaB [0 apxiBHOro BNy paliaepkagMiHicTparii
(mpaiiBHUKY Ciy>XOM JiOBOJICTBA, BiJIOBiJANBPHOMY 3a apxiBHe 30epiraHHA
JIOKYMEHTIB) YH IHIIUX YCTAHOB IS iX IPOJOBXXEHHS TOIIIO.

189. HarpukiHii poKy A0 HOMEHKIATYpH CIIpaB CTPYKTYpHOTO IIiApO3Iiny Ta
3BEICHOI HOMEHKIJATypH CIIpaB paiaepaJMiHICTpallili CKIANAIOThCS IiICYyMKOBI
3allUCU B €JIEKTPOHHINA Qopmi Mpo KiNbKiCTh ()aKTHYHO 3aBEIEHHUX CIpaB Ta
IIANMCYIOTHCS BiANOBIJAIPHMUMHU oco0amu 3TigHO 3 [HCTpyKIi€to 3 IiTOBOACTBA
paiinepxaamiHicTpanii.

Dopmyeanna eneKmpoOHHUX CRPAg
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190. I'pynyBaHHS BUKOHAHUX AOKYMEHTIB y €JEKTPOHHI CIPaBH 3IiHCHIOETHCA
IIEHTPAJIi30BaHO B CHUCTEMi eJIEKTPOHHOTO AOKYMEHTOOOIry paiaepxaaMiHicTparil
BiJITIOBIJHO 1O HOMEHKJIATYPH CIIPaB.

191. ®opMyBaHHs €NEKTPOHHUX CIIpaB 34IHCHIOETHCS y CHCTEMI €JIEKTPOHHOIO
JIOKYMeHTOQDIry paiifepkaaMiHicTpanii B aBTOMaTW30BaHOMY peXHMi Ha IiCTaBi
iHIeKCY eNeKTPOHHOI CIIpaBH. .

192. EnextpoHHi JOKYMEHTH, IO BiAHECEHI JO OIHi€l €JeKTPOHHOI CIIpaBH,
MarOTh OYTH JIOTIYHO TIOB’sI3aHi MiX COOOKO 3a JOIIOMOTOK0 BiJoMocTeil PO HHUX B
CUCTEMI eJICKTPOHHOTO JOKyMEHTOO0ITy paiiiepxaaMiHicTparrii.

193. Ilix uac popMyBaHHS €IEKTPOHHHUX CIIPaB CIIiJi JOTPUMYBATHCS 3aralbHUX
IpaBWI 3 ypaxyBaHHsIM TaKUX BHMOT':

1) rpynysartd B €JEKTPOHHI CIIpaBH AOKYMEHTH, BUKOHAHI IPOTITOM OJHOI'O
KaJeHJApHOTO POKY, KpIM HepexXilHUX €NeKTPOHHHX CIpaB (BEAYTHCS IPOTATOM
KIJIBKOX POKIRB);

2) HOKyMeHT-BiJIOBiAb TPYIYETHCS 32 IHIHiaTHBHUM JOKYMEHTOM;

3) BKJIIOYATH B €JIEKTPOHHI CNPaBH JIMIIE OPUTiHANHA eJeKTPOHHUX JOKYMEHTIB
4y iX mpuMipnt ki abo y pasi iX BiICYyTHOCTI 3aCBig4eHi B YCTaHOBJICHOMY MOPAIKY
KOIIil TOKyMeH71iB, 30KpeMa eJIeKTPOHHI KOIIii [allepoBUX OpUTiHAJIIB Ta €JeKTPOHHI
KOIIil eJIEKTPOTTHiNX JOKYMEHTIB;

4) 0bcsAr eJIEKTPOHHOI CIpaBu He OOMEXYEThCS KiNBKICTIO eJEKTPOHHHX

JOKYMEHTIB;

5) o6csr ¢ieKTPOHHOI CIIpaBH (KIIBKICTh JOKYMEHTIB), L0 MICTUTh JOKYMEHTH
nocrifiHoro <+ TpuBajoro (moHax 10 pokiB) cTpokiB 30epiraHHs, ITIOBHHEH
BifmoBiaTH ot STy crpasH, cOpMOBaHOI 3 NTANIepOBUX IPUMIPHHUKIB €l1€KTPOHHOTO
JIOKyMEHTa. :

Jlng  nowvMeHTIB MOcTifiHOro Ta tpuBaioro (monajy 10 pokiB) CTPOKY
30epiraHHs, ¢7:OpEHHX B ENEKTPOHHIH ()OpMi, BHIOTOBNAETHCS IAEepOBa KOIIisd
TAKOrO 0KV {Ta, fAKa (OPMYyeThCS Yy CIpaBy BIAMOBIAHO MO 3aTBEPIXKEHOI
HOMEHKJIATYy  fIpaB s 30epiraHss.

194. MeronudHe KepiBHULITBO Ta Hariisif 3a (OpMyBaHHSM €JIEKTPOHHHMX CIIpaB
B paiifeprxa,).s :TicTpalil Ta ii CTPYKTypHUX MiJpo37iNax 3HiHCHIOIOTHCS CIIy’KOOI0
IOUIOBOACTBA, © caMeé apxiBHUM BiAIiJIoM paiigep>kaamiHicTpamii (TpalliBHUKOM
CItyOu AiNC  CTBa, BIAMOBiNAJILHUM 3a apXiBHe 30epiraHHs JOKYMEHTIB).

‘DepicanHA e1eKMPOHHUX OOKYMEHMIE 6 yCMAaHO08ax

195.B  linepxagMidicTpamii 3miCHIOETBCS LieHTpasizoBaHe 30epiraHHs
eNeKTPOHHK ' (yMEHTiB. JJokyMeHTH 30epiraloThCs B yCTAHOBAX iX CTBOPEHHS.
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196. IoKyMeHTH 3 4acy CTBOPEHHs (HaIXOMKEHHs), a TaKOX yCi BIIOMOCTI PO
HUX JI0 TepefaBaHHs I1X Ha mocTiiiHe 30epiraHHs abo [0 iX 3HUINEHHS B
YCTAHOBJIEHOMY IOPSAKY 30epiraloThcsi B CHCTEMI €JIeKTPOHHOI'O JOKYMEHTOOOIry
paiinepkajMiHiCTparlii, JIOTIYHO 3rpyIMOBaHl y CIpaBH 3TiJHO 3 HOMEHKJIATYPOIO
CIIpaB.

AynioBizyanapHi JJOKyMEHTH (aydio- Ta BiJle03alMCH) 3aciflaHb KoJierii, 1HIIuX
KoJIerianbHAX OpraHiB obyiepKaaMidicTpallii y pasi X CTBOpeHHs 36epiratoThCs y
CHCTeMi ENIeKTPOHHOrO JOKyMeHTOoOiry paiimepxanminicTpanii. Cekxperap a6o
YIIOBHOBa)K€HA 0Cc00a KOJIeTiaJbHOTO OpraHy BiJIIIOBiJa€ 3a X JOJABaHHSA Y CUCTEMY
¢JICKTPOHHOT'0 JIOKYMEHTOO00ITY paiiiep xaaMiHiCTpallii.

197. 3a 1OCTYNHICTH, IUIICHICTh T4 BIATBOPIOBAHICTH €JIEKTPOHHHUX JTOKYMEHTIB
1 eJIeKTPOHHMX CIIpaB, L0 30epiraroThCs B CUCTEMI €JIEKTPOHHOTO JTOKYMEHTOOOITY
palimepkaaMiHicTpaliii, BIANOBiJa€ MIAPO3AUT pakaepxKaaMiHicTpalii, Ha SKAH
MIOKJIaIEHO O0OB’S3KH IIOJI0 TEXHIYHOTO CYMPOBOIKEHHS CHCTEMH €JIEKTPOHHOTO
JOKYMEHTOO00ITy paiaepxkaamiHicTparii.

198. IlpauiBHUKH paiiaepxaaMiHicTpallii MatoTh JOCTYI JO €JICKTPOHHHUX CIIpaB
gepe3 CUCTEMY eJIEKTPOHHOTO JOKYMEHTOO0OIry paimepkaIMiHicTpailii BiIMOBiIHO
70 TIpaB, BUBHAYEHUX PO3MOPSIKEHHSIM I'OJOBH paiiiep KaaMiHicTpallil.

199. BunaBaHHs €NEKTPOHHMX CIIpaB, OKPEMHMX €JEKTPOHHHX IOKYyMEHTIB
iHIMM ~ ycTaHoBaM  3IiMCHIOETBCS 3 JIO3BOJNY  KEpIBHHMKA  amnapary
paiizepxaaminicTpanii abo 0cobu, o BUKOHY€E HOro 000B’ A3KH, LLISXOM CTBOPEHHSI
NPUMIPHKKIB 400 KO IAX TOKYMEHTIB (€JIEKTPOHHMX CIIPaB).

200. Y pasi 3BepHeHHS OO paiiepxaaMiHicTpanii yHOBHOBaX€HOI OcODM Ha
IiJCTaBi OpUTIHALY YXBalld CIiA4Oro CyAadi, Cydy IIOAO HAJAHHS THMYacoOBOTO
JOCTYIy 10 JOKYMEHTIB IoJIoBa paiifepxaaMiHicTpalii HeBIAKIAHO Aa€ JOpYyYEHHS
cnyx6i IiTOBOJICTBA Ta CTPYKTYPHOMY HiIpO3ALTY 3a0€311€UUTH BUKOHAHHS yXBAJIH.
B Mesxax peajtizanii JopydeHHs YIOBHOBaXeHa 0co0a CIry>k60H AiIoBoACTBA:

1) crBOpro€ Ta peecTpye KOMiIO yXBalH CIi4Oro cyiii, cydy Iicns
npe/’ IBIICHHST OpUTIHATY TaKol yXBaJlH;

2) Hajae oco0i, 3a3HaueHid B yxBaji, THMYAacOBHH IOCTYI IO JOKYMEHTIB,
30KpeMa MOJKJIMBICTh O3HAWOMIICHHS 3 HHMMH, BHTOTOBJICHHS I[IallepOBHUX KOMIH
BIITOBIAHUX E€IEKTPOHHUX HOKYMEHTIB ab0 y pasi, KOJIM B yXBaJli Ilepe0adyeHo X
BAIYyYeHHsl (3[iHiCHEHHS BUIMKH), — CTBOPEHHS €JIEKTPOHHHUX IIPHUMIPHUKIB
BIJITOBIJHAX €NIEKTPOHHUX TOKYMEHTIB;

3) Hamae MOOMOMOry Yy CKJIaJeHHI OINUCY eNeKTPOHHUX JOKYMEHTIB, LIO
BHAJTYYAIOTHCSI (BUIMKa  SKUX  3iHCHIOETHCS), SKAH  3aJIMIIAETBCSI B
paiinepxaaMiHicTparii.

[Ipo BUIIyHeHHs €JIeKTPOHHUX JOKYMEHTIB CKIIAJA€EThCs akT (IIPOTOKOI) Y JBOX
MpUMIpHHUKAX, MEepUIMd 3 SAKUX 3aIMINAETBCS B palinepkaJMiHicTpalii, a Jpyruii
nepeaaeThes BIAMOBIAANBHIN 0c001, 3a3HaUeHil B yXBalli.



44

VII. Hopsin0OK NIATOTOBKH €JEKTPOHHHX COpPAaB
J0 MepeNaBaHHA AJS apXiBHOro 30epiraHus

Excnepmusza yinHocmi 00OKyMeHmig
201. Excieptu3a IiHHOCTI JOKYMEHTIiB B €JIEKTPOHHIH (OopMi NPOBOIUTHCS
BI/JIIIOBI/THO 10 3aKOHOJABCTBa y cdepi apXiBHOI CIIpaBH Ta AIIOBOJICTBA 3a THMH K
IIpaBUJIaMH, IPUHIMIIAMY T4 KPUTEPIisSMH, 110 1 TOKYMEHTIB Yy MarepoBii hopMi.

202. ExcriepTi3a LIHHOCTI JOKYMEHTIB INPOBOJTUTHCS B €JICKTPOHHIM (dopmi,
KpIM JOKYMEHTIB, BU3HaUeHHUX a03allaMu JpyruM-11"STUM IyHKTY 2 mi€ei [HcTpyKItii.

203.1Ilix 4yac TpOBENEHHS CKCIEPTH3W LIHHOCTI €JeKTPOHHHX IOKYMEHTIB
3MIMCHIOETECST BLAOIp NOKYMEHTIB mocTiiHOro Ta TpuBajoro (moHax 10 pOKiB)
CTpOKiB 30epiraHHsS JJs HaJaHHS JOCTYIy MpaIiBHUKaM JiJIOBOAHOI CIyXOu
(apxiBHOIO BIUY paljep)aaMinicTpamil — TMpaiiBHUKY CIyXO0u [Ii10BOACTBA,
BUIMOBIAATBHOMY 3a apxiBHe 30epiraHHs JOKYMEHTIB), OJIOKYBaHHS IIpaBa IHIIIHAX
NpaliBHUKIB paijepkaJMiHICTpallii Ha peJaryBaHHS peecTparnidHO-MOHITOPHHIOBOT
KapTKH JOKYMEHTIB, SIKI IepellaloThCs Ha apxiBHe 30epiraHHs, BHIYyYEHHS IS
3HUIIEHHS JOKYMEHTIB i €JIEKTPOHHUX CIIpaB 3a MHUHYJ POKH, CTPOKH 30epiraHssd
SIKUX 3aKIHYUIIUCS.

204.3a pe3ynbTaTaMd EKCIIEPTH3H I[IHHOCTI €JIEKTPOHHUX JOKYMEHTIB Y
CTPYKTYpHOMY MiIpO3Iiii paiifepxaaMinicTpanii 0co0o, BIANOBIJAIBLHOIO 32
IITOBOACTBO y Mifpo3aiai, 10 31 rpyAHsS HACTYIHOIO POKY B €JEKTPOHHi# Qopmi
CKJIaJAfOThCS: OMMCH €JIEKTPOHHUX CIIpaB IIOCTiMHOTO, TpuBanoro (moHan 10 pokiB)
CTPOKiB 30epiraHHsi, a TaKOX TOTYIOTbCS IIPOMO3HULIT 0 aKTa MpO BHIYYCHHS IS
3HHUIIEHHS JOKYMEHTIB, He BHeCeHUX JI0 HaiioHansHOro apXiBHOro (OHAY, 1O SIKUX
BKJIFOYAIOTHCS €JIEKTPOHHI CIIPaBH 3 JOKyMEHTaMH Y MalepoBii Ta y pa3i NpUHHSTTS
BiAIIOBI{HOrO PillIeHHS rOJIOBOIO paiiepkaaMiHicTpamii B eIeKTpOoHHIH popmax.

OnucH eNeKTPOHHUX CIIPaB CTPYKTYPHOIO HMiAPO3ALTY 1 MPOIO3HMIIIT IO aKTa Ipo
BUITyUeHHS JiIsl 3HMIIEHHS NOKYMEHTIiB Bi3yIOThCS YKJIajadeM OIMCY, KepiBHMKOM
ciiyxOu JAIJIOBOACTBa pailiepxkaaMiHicTpamii Ta MiANMHCYIOThCS KePiBHHKOM
CTPYKTYPHOTO MiAPO3ILTY.

205. Ha mincraBi eNeKTPOHHHX OIMCIB EJIEKTPOHHHUX CIIPaB CTPYKTYPHOTrO
IiJpo3/lly Ta IPONO3MLIM MO aKTa Ipo BWIYYEHHS AJIS 3HHUIIEHHS IOKYMEHTIB
apxiBHUM MIAPO3/iNIOM padfepxanMinicTpauii (MpauiBHUKOM ciy»6u ALTOBOACTBA,
BIIMOBIAAABHMM 3a apxiBHE 30epiraHHs JOKYMEHTIB) B eJIEKTPOHHIM ¢dopmi micis
NpHHHATTS [0 apXiBHOIO BIAAULY paiifepskaaMiHICTpaulil JOKYMEHTIB CTPYKTYPHHX
MAPO3AUIIB CKJIANAIOThCS €JIEKTPOHHI OIUCH eJIEKTPOHHUX CHpaB IIOCTIHHOTrO,
TpuBaiioro (moxHax 10 pokiB) cTpokiB 30epiraHHs (JOAaTOK 8) Ta aKT B €NEKTPOHHIM
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¢dopmi ITpo BUITyYEHHS NJIs 3HUIICHHS JTOKYMEHTIB, HEe BHeCEeHMX J0 HalioHanbHOro
apxiBHOTO (hoHy (10aTOK 9).

206. Ha mizncraBi CKIafieHUX B €EKTPOHHi# ¢OopMi OMKCIB CripaB Ta akTa Ipo
BUJIyYE€HHs I  3HMINEHHA  JIOKYMEHTIB  pailifepXaaMiHicTpauii  cHcTeMa
€JIEKTPOHHOFO JIOKYMEHTOODIry paiifepxaaMiHicTpallii aBTOMAaTHYHO 3AIHCHIOE_ iX
Bigyanizanito 3a (OpMO0, BH3HA4€HOIO IHCTPYKIli€l0 3 AIJIOBOJACTBA, sIKA Yy pasi
HEeoOX1THOCTI MOXe OyTH pO3ApyKOBaHa.

IIponienypa 3HMINEHHS €JIEKTPOHHUX JOKYMEHTIB 3iMCHIOETHCS JIHINE y pasi
IPUKHATTS TOJIOBOIO paiiep>KagMIHICTpalli]l BiIMOBIAHOTO PillIeHHs Ta BU3HAYACTHCS
IHcTpyKIli€to 3 AITIOBOJACTBA palepxaaMinicTparrii.

AXT 1po BUNYYEHHS A 3HMIICHHS JOKYMEHTIB pailijiepaaMiHicTparii, 10
30epiratoThCs B €JIEKTPOHHIN (OpPMI, CTBOPIOETHCS JIMIIE B €JIEKTPOHHIHM (hopMi.

Homep Ta pmara axra mnpo BWIyUeHHS JJs 3HHIIEHHS JOKYMEHTIB
paligep:aaMiHiCTpalil NPUCBOIOIOTHCS CHUCTEMOIO EJIEKTPOHHOI'O IOKYMEHTOOOIry
paiiaep>kaaMiHicTpalii mcis Horo 3aTBep/XKCHHS B €IEKTPOHHINA (opMi.

207.Y pa3i KoiqM AN JOKyMEHTa 3a pe3yJibTaTaMH IIPOBEIEHOI €KCIIEPTHU3U
LIHHOCTI BHM3HA4Y€HO MOCTIHHUI . CTPOK 30epiraHHs, BiANOBIJAILHOK 0COOOIO
BUTOTOBJIACTLCS IanepoBa KOIiS TaKoro JOKYMEHTa 3 Bi3yalli3alliel0 PEKBIi3HTIiB
niAnucy ocobwu, Mo MiANucyBana JaHHH eIeKTPOHHUH JOKYMEHT, sIKa 3aCBiI4y€ThCS
MeYaTKOI0 paiiiepaaMiHicTpartii.

208. MeronuyHa AOMIOMOra y CKJIaJ€HHI OMUCIB €JIEKTPOHHUX CIIPaB Halla€ThC
apxiBHMM BLIIOM palipepxanMinictpaiii (npariBHUKOM ci1yX0u IOBOJICTBA,
Bi/IITOBITaJIFHAM 3a apXiBHe 30epiraHHs JOKYMEHTIB).

Odopmnenns enekmpoHHUX cRpae

209. 3a pe3ynbTaTaMH IPOBEACHOI €KCIIEPTH3HU IIHHOCTI BiiOpaHi eJIeKTPOHHI
CIpaBU NOCTIWHOTO i TpuBasioro (moHax 10 pokiB) cTpokiB 30epiranHs MoTpedyOTh
CTBOPEHHS TMAaIrepoBOT0 MPUMIPHHKA €JIEKTPOHHOI CIIpaBH, 3aCBiYEHOTO 3TiHO 3
[HCTpYKITi€lo 3 NUTOBOJCTBA paiiepKaaMiHICTpaIlil.

ITarrepoBl NpUMIPHUKHW €JIEKTPOHHOI CHPaBH MOCTIHHOTO Ta TpUBAJOro (IoHaj
10 pokiB) cTpokiB 30epiraHHs CTBOPIOIOTH IpPAIiBHUKH CIy»XOH MiJI0BOACTBA, SKi
(popmyBany BIJIIOBIAHI €NEKTPOHHI crpaBu. Y pasi peopramizamii 4w JikBiganii
CIyOM I17I0BOJCTBA 3a3Ha4deHi NPUMIPHUKH CTBOPIOKOTH BiMIOBIJAIBHI 0COOM IX
MPAaBOHACTYIHHKIB.

Y pasi jikBijamii cmyxOu nimoBoAcTBa 0e3 BH3HAYEHHsS MPABOHACTYIIHUKA
eKCNepTU3a LIHHOCTI Ta CTBOPEHHs 3a3HAYCHWX TPUMIPHMKIB 3MIHCHIOETHCH Y
Tpomneci NiKBijamii CTpyKTypHOTO MiApO3/ity IiJ Yac MiArOTOBKU CIIpaB MiApO3aily
s IIepeJaBaHHs IO apXiBHOI'O BIIAUTY paiiiepxaminicTparliii (TIpamiBHUKY CIyX0u
IIIOBOACTBA, BiANOBIJAIBHOMY 3a apxiBHe 30epiraHHs JOKYMEHTIiB). VY TaxoMy
BUIIAAKY AOKYMEHTH THMYaCOBOrO 30epiraHHs 3HHIIYIOTBCS IOCTPOKOBO, OJpa3y
TTHCJIS eKCIIEPTH3H I[IHHOCTI.
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210.IlinroToBka [0 nmepemaBaHHS Ha apxiBHe 30epiraHHS IanepoBUX
IPUMipPHHUKIB €JIEKTPOHHUX CIpaB CTPYKTYPHUMH Iiapo3iiaMu
paiinepkaaMiHicTpauii 3AiiCHIOEThCS BIANOBIIHO 10 [HCTpYKIIil 3 AioBOACTBA.

211. lns miATOTOBKH €JIEKTPOHHOI CHpaBH IS TepeliaBaHHA Ha apXiBHE
30epiraHHs B aBTOMaTH30BaHOMY PEXUMI OQOPMITIOETHCS €JIEKTPOHHA iHpopMaliina
KapTKa apXiBHOI crpaBy (OOKIAAMHKA CIIPABH ), SKa MICTUTh TaKi BIJOMOCTI:

HaliMEHyBaHHS CTPYKTYPHOTO ITiJIPO3AiIY;

1HIEeKC eJIEeKTPOHHOI CTIpaBH;

' HOMEp TOMY €JIeKTPOHHOI CIIPaBH;

3arojlIOBOK €JIEKTPOHHOI CIIPaBH (TOMY, YACTHHH );

KUTBKICTh €JIeKTPOHHUX JIOKYMEHTIB;

nepio] GopMyBaHHS CIIpaBH;

CTPOK 30€epiraHHs CIIpaBH;

€JIEKTPOHHUN ONKUC NOKYMEHTIB CIIpaBH (BHYTPIillIHIii);

BIIMITKY NpO NpUAMaHHS-TIepelaBaHHS €JEKTPOHHOI CIpaBHd 10 apXiBHOI'O
BLLTY paiijlepKajmiHicTpalil (IpaliBHUKY CILy>XOH IiTOBOJICTBA, BilIOBIIAIEHOMY
3a apXiBHe 30epiraHHs JOKYMEHTIB).

212. CtBOpeHHsT OOKJIaUHKU CHPaBH 3aBEPUIYETHCSA Bi3yBaHHSIM IIPAI[iBHUKOM
J1IOBOJHOL CITy)KOH Ta MiJITHCAHHIM KEPIBHUKOM JiJIOBOAHOI CITyXKOH.

213. ®opma OOKJIAIWHKU CIIpaBHU Ta Bizyallizamis il BiJIoMOCTell BH3HAYa€ThCS
[HCTpYKIiEr0 3 AUTOBOACTBA paiaepxaaMiHicTpallili 3 ypaxyBaHHSIM apXiBHUX
IIpaBHUJI.

Ilepeoasannsn enrekmpoHHUX CNPAE HA apXiéHe 30epicaHHA
(00 apxienozo 6i00Lty paiideprcadminicmpauii (RPAUIGHUKY caydcou 0inoeoocmea,
6i0N06I0A/IbHOMY 3A APXIGHe 30€ePiZaHHA 0OKYMeEeHmIig)

214.IlepenaBaHHs eJNEKTPOHHHUX CIIpaB Ha apxiBHe 30epiraHHs IOJArae y
HaaHHI JOCTYIY /IO HUX MpalliBHUKAM CIIy>kOU J1JIOBOACTBA Ta OOMEXEHHS AOCTYILY
(uie  mMpaBOM  Ieperiisioy) OO CIeKTPOHHHX CIpaB IHIOWM IIpaliBHUKaM
paiiepxaaMiHICTpallii.

215. IlepenaBaHHs €IEKTPOHHUX CHPAaB Ha apXiBHe 30epiraHHs 31HCHIOETHCS 32
rpa¢ikoM, IOrOJKEHUM 3 KEPIBHHKaMH CTPYKTYPHHX MiJpO3ALIIB i 3aTBepKSHUM
KepiBHUKOM amnapaTry paijepkaaMiHicTpauii abo HOro 3acTyrnHHUKOM, aje He paHile
JIBOX POKIB 3 IaTH 3aBEPIICHHS €JIEKTPOHHUX CIIPaB B JIIJIOBOJICTBI.

Hananust nocTymy mnpaliiBHUKY JIUIOBOJHOI Ciyk0a, BiIMOBINATbHOMY 3a
apxiBHe 30epiraHHs, 3AIHCHIOETBCS 3TifHO i3 3a3Ha4eHUM rpadikoM vy
aBTOMATU30BaHOMY PEXHMI CITyk0010 iH(QOpMaLifHUX TEXHOJIOT1H.

216. EnextponHi crpaBy NOCTiHHOro Ta TpuBajoro (rmoHaa 10 pokiB) cTpokiB
30epiraHHs IIEpENalOTbCS Ha apXiBHE 30epiraHHA 3a eJEKTPOHHMMHU ONUCAMHU B
€JIEKTPOHHIN (opMi.
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217. Tlia yac npuiiMaHus eleKTPOHHUX CIIpaB Ha apXiBHe 30epiraHHs apXiBHHM
NHAPO3/IIOM YCTAHOBY TPOBOJMTBCS TEPEBIPKa eNEeKTPOHHWX [OKYMEHTIB KOMKHOI
CIIpaBU HA HAABHICTh KBani(hikOBaHMX eJeKTPOHHMX MIJANKCIB, KBani(iKOBaHHX
CJIEKTPOHHUX [103HAYOK dHacy Ta IiricHicTs AanuX. llepesipka 371HCHIOETBCH B
ABTOMATU30BAHOMY PEXHMi 3a BHYTPILIHIM ONMCOM eNeKTpoHHOi crpasu. Ilicns
BHECEHHS MpPALliBHUKOM CayxOU JUIOBOJACTBA [0 pPeeCTpaLliHO-MOHITOPUHIOBOL
KapTKH eNeKTPOHHO! CIPaBd BIAMITKH IpO TIPUHHSTTS €J1eKTPOHHOI CclpaBu Ha
apxiBue 30epiranHs CUCTEMOIO €JIeKTPOHHOI0 JIOKYMEHTOO0DITY
pafiepkaaminicrpamii  aBTOMAaTHYHO — OOMEKYEThCSl  IHIUMM  TIpaliBHHUKAM
palinep:kanMinicTpail npaBo JOCTYILy A0 LIMX €JIEeKTPOHHUX CIIPAaB.

Slkmo  mij wac npuiiMaHHS-TIepeNaBaHHs  eJeKTPOHHWX CIpaB  TpaliBHUK
AinosoaHOT CIy)XOu, BIMMOBIAATbHUN 32 apxiBHe 30epiraHHs, BHSBUB HENONIKH,
[PAIIBHUK CTPYKTYPHOTO TiAPO3UTY TTOBUHEH BKUTH 3aXO0JX JUIS YCYHEHHS TaKMX
HeJOMIKIB.




Honartok 1

10 IHcTpyKLiT 3 HOKyMeHTYBaHHS
yIIpaBJliHChKOI iH(OopMallii B
eJIEKTPOHHIHN (hopMi Ta opraizarii
PoOOTH 3 ENEKTPOHHUMHM JIOKYMEHTaMH
B 1110BOACTBI JIOMUHCHKOT paiioHHOT
JEpKaBHOI aAMiHICTpaIlii, .
€JIEKTPOHHOI'0 MiXBIJOMYOTr0 0OMiHY
(mynkT 37)

HIACYMKOBI JIAHI
00JIiKy 00cATy AOKYMEHTOOOIry

3a mepiox 3 __ . . p. mo __ . . p-
[oxymeHTu KiNBKICTh JOKYMEHTIB
Yeboro 3 HUX
B €JIEKTPOHHIN y naneposiii popwmi
dopmi JIOKYMEHTIB CTOPIHOK
Bxinai
Buxinni
BryTpimHi
Ycworo
KepiBHuUK cay:x0H Baacue im'si IIPI3BUIILE
AlloBOACTBA

JlaTa renepamii: . . p-




Jonarok 2

no [HCTpyKIii 3 TOKYMEHTYBaHHS
yIpaBiiHCHKOI iH(OpMariii B
eJIeKTPOHHIHN (opMi Ta opraxizarlii
POOOTH 3 €IEKTPOHHUMH JOKYMEHTaMHU
B J110BOACTBI JIONMHHCHKOT paifoHHOT
Jep>KaBHOI aAMiHICTpaIlii, :
€JIEKTPOHHOT'O Mi’XKBiZIOMYOTO OOMiHY
(myHkt 79)

JOAMHCBHKA PAHOHHA JEPIKABHA A/IMIHICTPALIA

KIPOBOI'PAICbKOI OBAACTI

Byn.CobopHocTi Ykpainw, 28, m.JonuHcbka, KipoBorpaacbka obnacts, 28500, Ten. (05234) 2-08-61
E-mail: inbox1 @d|.kr-admin.gov.ua, cait: dl.kr-admin.gov.ua, koA 3rigHo 3 €[JPNOY 04055216

Ne

Ha Ne BiA




JOAMHCbKA PAMOHHA
JEPIKABHA AJMIHICTPALIIA
KIPOBOTPAACHKOI OBAACTI

Byn.CobopHocTi YkpaiHu, 28, m.[JonuHcbka,
Kiposorpaackka obnacts, 28500, Ten. (05234) 2-08-61,
"E-mail: inbox1@dl.kr-admin.gov.ua,
CanT: dl.kr-admin.gov.ua, koj 3rigHo 3 €APMNOY 04055216

IponosxeHHs nogaTka 2

JOAHMHCDBKA
PAMOHHA PAJA
KIPOBOI'PAICBKOI OBAACTI

Byn.Co6opHocTi Ykpaiuu, 28, m.JonuHcbka,
Kiposorpaacbka obnactb, 28500, Ten. (05234) 2-02-79
E-mail: dolynskarada@ukr.net,

cauT: dolrada.org.ua, koj 3rigHo 3 CEPI'IOY 24709980

Ne

Ha Ne Big




AOJIMHCBKA
PAMMIOHHA PAJTA
KIPOBOI'PAJICBKOI OBJIACTI

Byn.CobopHocTi Ykpainu, 28, m.[donuHceKa,
Kiposorpaacbka obnacTe, 28500, Ten. (05234) 2-02-79
E-mail: dolynskarada@ukr.net,
canT: dolrada.org.ua, kog 3rigHo 3 EAPTOY 24709980

ITponorxxenHs noaaTka 2

AOAMHCBKA PAHMOHHA
AEPHABHA AJIMIHICTPALIA
KIPOBOT'PAZICBKOI OBAACTI

Byn.CobopHocTi YkpaiHu, 28, m.[JonnHcbka,
Kipoeorpagceka obnacTb, 28500, Ten. (05234) 2-08-61,
E-mail: inbox1@dl.kr-admin.gov.ua,
cawT: dl.kr-admin.gov.ua, kog 3rigHo 3 €PMOY 04055216

Ne

Ha Ne Bifg




HonmaTtok 3

10 [HCTPYKIIiT 3 JOKYMEHTYBaHHSI
yIpaBliHCHKO1 iHGOpMaIllii B
eJIeKTpOHHiH (opMi Ta opraizarii
poOOTH 3 €JIEGKTPOHHUMH JIOKYMEHTaMHU
B JijoBoncTB1 JlOMMHCHKOI pailoHHOI

JIep)KaBHOI aJIMiHICTpallil, .
eJIEKTPOHHOTO MiXBiJOMYOro oOMiHy
(ryHkT 79)

DOLYNSKA DISTRICT STATE ADMINISTRATION
OF KIROVOHRAD REGION

Sobornosti Ukrainy Street, 28, Dolynska, Kirovohrad region, 28500, phone (05234) 2-08-61

E-mail: inbox1@dIl.kr-admin.gov.ua, WEB: dl.kr-admin.gov.ua, EDRPOU code 04055216

Ne

Ha Ne

BlO




Jlonarok 4
1o IHcTpyKLii 3 JOKyMEeHTYBaHHS
yIPaBIiHCHKOI iHQOpMatii B
€JIEKTpOHHIH (opMi Ta oprauizamii
poOOTH 3 eJIEKTPOHHUMH JJOKYMEHTaMHU
B JIIOBOACTBI JloNMMHCHKOT paiioHHOT
JepKaBHOI aaAMiHiCTpaIlii,
€JIEKTPOHHOT'0 MiXKBiJOMYOTr0 OOMiHY
(mynxtu 79, 159)

:

HAKA3 KEPIBHUKA AMIAPATY i
AOAMHCBKOI PAHOHHOI JEPIKABHOI AJMIHICTPALIN
KIPOBOTPAJICBKOI OBAACTI

20__ poky Ne

m.Zloauncbka




IlponoBxenns noaartka 4

PO3IIOPAMKEHHA

FOAOBH JIOAMHCBKOI PAMOHHOI JIEPKABHOI A/JIMIHICTPALIT
KIPOBOTPA/ICBKOI OBAACTI

' 20 poky Ne

m./loAnHcbka



ITponosxxenHs nonartka 4

POSITOPAAKEHHA

I'OAOBH JOAMHCBKOI pAI?’IOHHo'l'“ JAEPIABHOI AJMIHICTPALIN
ra TOAOBH JOAMHCBKOI PAMOHHOI PAJH
KIPOBOI'PA/ICBKOI OBAACTI

20 poky Ne

M.AO}\I/IHCbKa



[Tponorxenns gonarka 4

POSITOPAAMREHHA

FOAOBH ,ZI,C")J\I/IHvaI{O'I' "pAf/’IOHHo'I’ PAIU )
ra TOAOBU JOAMHCBKOI PAMOHHOI JEPKABHOI AJAMIHICTPALII
KIPOBOIPAJACBKOI OBAACTI

20 poky Ne

M.AOAHHCbKa



IIponomxenHs momarka 4

PIHIEHHA '

koerii JlomucsKol paiionHol aep:raBHoT aaminicTpanit
Kiposorpaacskoi o6aacri

201 poxy Ne

M. Jlonunceka



IIponomxeHHs nomarka 4

F'OAOBA JOAMHCbBKOI PAUOHHOI JEPIKABHOI AZMIHICTPALII
KIPOBOI'PA/ICBKOI OBAACTI

JOPYUEHHA



ITponoBxeHHs noaarka 4

JOJIHHCBKA PAHOHHA JEPKABHA AMIHICTPAIIIS
KIPOBOT'PAICBKOI OB TACTI

NHNPOTOKOJ
3acifaHHA.....



C

JlogaTok 5

10 IHCTpyKIii 3 JOKYMEHTYBaHHS
ynpaBiiHCbKo1 iHdopMartii B
eIEKTPOHHIH (opMi Ta oprarizalii
poOOTH 3 eTEKTPOHHUMHU JOKYMEHTAMHU
B JITOBOACTBI JloJIMHCHKOI paitoHHO1
JIep’KaBHOI aJMiHICTparlii, .
eJIEKTPOHHOTO Mi’KBiJOMYOTO OOMIHY
(myHKT 99)

KYPHAJ
peecTpauii BiApAAKeHb

Ne | IlpizBumie | Ilocama Micue Hara i JlaTa Hata | [pi3Buie

Ta BJIaCHE Bimpsia- | HOMep |BimOyTTs | puOyT- | Ta BlIacHe
im'st ocobm, KEHHS | HakKazy ™ |iM's ocobw,
0 BIAPSA- , (po3mo- 1o

KAETbCA | psia- 3aMilrLye

JKEHHS )

Il

8175

i

[LEF ]

I

Ml

1

]

o
30




[onarox 6
Jo [HCTpyKUii 3 JOKYMEHTYBaHHS
yIpaBIiHCHKOI iHGopMallii B
eJIEKTPOHHIHN (opMi Ta opradizamii
poOOTH 3 eNIEeKTPOHHUMHU JOKYMEHTAMH
- B A110BOACTBI JIOMMHCHKOT pailOHHOT
JepXaBHOl aAMiHicTpallii,
eNEKTPOHHOTO MiXBiJJOMYOro 0OMiHy
(mynkt 182,188)

NPUMIPHA ®OPMA
eN1eKTPOHHOT TAa0JUII HOMEHKJIATYPH CHPaB CTPYKTYPHOTrO

nigposaiay
[MTigpozmai: Binain ynpaBmiHHS IepCOHAIOM
Pozin: Cexrop 3 IUTaHb HAroposa
Pik: 2019
[Iporokon EK:  Ne Bim . .20
lunexc cpaBu | . 3aroyioBoK KinpkicTs Crtpox Poboui
CIIpaBU crpaB (TOMiB) 30epiraHas MO3HAUKH

IlimcymkoBuit 3anuc
Pasom  Ilepeximmi  EIIK
Yeporo cripas
3 HUX
KIJBKIiCTb CIIpaB NOCTiIHHOrO 30epiraHus
KINBKICTH CIIpaB TPUBANOTo 30epiranHs
KiNBKICTE CIIPaB TUMYACcOBOTO 30epiraHHs

KpanidixosaHi eNeKTpOHHI miamiucu™
(keanighixoeana eneKmpoHHa

(nocaoa) no3HauKa 4wacy) (emamyc)
TONOBHUM CHEIAIICT 17:36 02.11.2019 MiATBEPIHKEHO
IpalliBHUK 3arajibHOro BiAALLY, 13:47 03.11.2019 HiITBEPAKEHO
BIAITOBI{AJIbHUM 3@ apXiBHE
30epiraHHA
HavadbHHUK BiUIUTy YIIpaBIiHHS 11:21 05.11.2019 MJITBEPIKEHO
TIEPCOHATIOM

* Bumaratorses ksaidikoBanl eMeKTpOHHI UUIHCH 0ocodu, BIANOBINATGHOI 3a AUIOBOJCTBO Y
LAposAil  yKaaaanus, sKow  chopmopano TabiamMIio (CKIaJEHO HOMEHKIATYPY), KepiBHUKA
MAPO3AUTY YKIATAHHS T8 BIIOBLIATBHOTO (VIOBHOBAXKEHOTO) TIPAlliBHUKA CIYKOH NITOBOJACTBA.
Hiarsepapkenns Ta PeKBI3UTH TOCAnoBoi 0codn — MiNMCcyBaua Bi3yani3yrThCsd CUHCTEMOIO Tl 9ac
MEepeBipKil BIIIOBIAHOTO KBATIPIKOBAHOIO €NEKTPOHHOTO HIATHCY.



Jonatox 7

1o THCTpYKIi 3 JOKYMEHTYBaHHs
yIpaBlIiHchkol iHdopMarliii B
eNIeKTPOHHIM (hopMi Ta oprasizauil
poOOTH 3 eTEeKTPOHHUMH JOKYMEHTaMH
B IiOoBOACTBI JIoMMHCHKOT palOHHOL
JiepKaBHOI afMiHICTpalil, .
€JIEKTPOHHOTO MiXKBIJOMYOI0 OOMiHY
(myHkT 184)

NPUMIPHA ®OPMA
eJeKTPOHHOT TaOJHII 3BeJJeHOT HOMEHKJIATYPH CNpaB
obangep:xkaaMiHicTpanii

Ycranosa: KipoBorpazaceka obnnepxaaMiHicTparis
Pik: 20
ITporokon EK: Ne  Bim . .20
ITporoxon EITK:  Ne Bix . .20
Posmin: 3aranbHME BiALI anapaty paiaepxaaMiHicTpamii*
Poznin [anexe 3aronoBok | KinbkicTs Crpox Po6oui
cIipaBH CIipaBH CIpaB 30epiranHsl | IO3HA4YKU
) (TOMiB)

ITincyMkoBHUE 3amuc

Pazom [epexinni EIIK
Ycworo cripas
3 HUX
KiJIEKICTE CIIPaB MOCTIHHOro 30epiranus
KiNLKICTE CTIPAB TPHUBAJIOT0 30€piraHHs
KiNBbKICTH CIIPAB THMYACOBOTO 30€epiraHHs

KpaniixoBani eeKTpoHHI miamucu™*

(keanigikoeana
(nocaoa) e/1eKMPOHHA NO3HAYKA (cmamyc)
yacy)

TOJIOBHUM CIIELIAIICT 13:47 06.11.2017 TiATBEPAKEHO
LpAliBHUK 3arajbHOrO BLAALIY, 13:47 06.11.2017 HiITBEPKEHO
BiMOBianbHMIA 3d apxiBHe 30epiraHHs

HayallbHUK 3araJibHOTO BIAALTY 11:21 09.11.2017 T ATBEPIKEHO
KepIBHUK anapary 17:36 22.11.2017 M1 ATBEPIKEHO

obnepx)aaMiHicTpalii

* Inerpyment Qikcosamoro piafopy AaHMX 3BEACHOT HOMEHKIATYPU CHpaB jAdsS [OTOYHOTO
ritoGpaxenss (paptanTy BiAGopy: BCl HIAPO3IALTH, 3aralbHUN BT, IOPAIMYEAH BIUILN).

% Busaraiorhes  KBaMGQIKOBAHI  eNSKTPOHHI  MANHCY  BLANOBLAANBHOTO  (YIOBHOBRXKEHOTO)
npanisidka  CaykGn  AUIOBOACTBE, SKuM  chopMOBaHO TaOJMMUIO (CKJIAZEHO HOMEHKIATYDY),
HAYAIBHUKA 3aI'albHOTO BIATY, KepiBHMKA amaparty. llirrBepikeHHS Ta peKBI3HTH [OCAKOBOI



Y

11
Ilponomxenns nonartka 4

0co0H - NANKCYBaya Bi3yali3yloThCs CHCTEMOIO T/l Yac epeBipKu BiANOBLAHOro KBali(ikoBaHOro
ENEeKTPOHHOTO T JIITHCY .



Honatok 8
1o IHcTpyKiii 3 JOKyMeHTYBaHHS
yIpaBIIiHCEKOT iHGpOpMaIlil B
eNeKTPOHHIH (opMmi Ta opranizaiii
po0OTH 3 eNTEKTPOHHUMHU JOKYMEHTAMH
- B JUTOBOJICTBI JloNMMHCHKOI paliOHHOT
JeprKaBHOI afMiHiCTpallii, ;
€JIEKTPOHHOT'O MiXBiJJOMYOTro 0OMiHY
(myHkT 205)

HPUMIPHA ®OPMA
AJIsi BHECEHHS JaHMX ONHCY CNIPaB B €JEeKTPOHHY Tabaun 0
CHCTEeMH eJeKTPOHHOIO JOKYMEHTO0o00iry

Vcranosa: JlonuHChKa palinepxaaMiHicTpallis

[Tinpozmin: CexTop yIpaBiiHHS NepcoHaIoM

Pik: 12019

[Iporokon EK: Ne  Bim . 20 *

Ilpotoxon EIK: Ne  Bim . .20 **
Inmexc | 3aronoBok Jlata Hara KinpkicTs Ctpok Po6oui
CIIpaBH CHIpaBU IIOYaTKy | 3aKiHYeHHS | CTOPIHOK |30epiraHHs | MO3HAUYKH

(Tomy)

VY el onuc BKIrOYeHO  crpaB 3 Ne 1o Neo

ITponyieHo crpasu Ne |

Ilepenano 3a onucom Crpan

KpanihikoBani enekTpoHHi mianuen™**
(K6anIhiKOBAH e1eKMPOHHA

(nocadda) o (cmamyc)
: NOZHAYKA HUCY)
rOJIOBHEH CrIeHianicT L2000 MiATBEPHKEHO
KEPIBHMK MIAPO3INY YKIajiaHHs™* 200 T ITBEPIKEHO
mpaliBHUK 3araibHOro BIAALTY 200 TiATBEPIKEHO
HAYANLHUK 3arajlbHOTO BIAALTY ** 2000 MITBEPAKEHO

* Jluts onpcy CHpan niApos3uty.

¥ T8 3BSAEHOTO OIUCY CIPAB YCTAHOBH.

#%% JIg 3BEICHOTO ONUCY CHPaB 007 /IepKaAMIHICTpalll BUMAraloThes KBAMi(iKoRaH] eNeKTPOHHI
HAMECH BIAIOBIAAABHOrO (YIOBHOBOKEHOIO) NMPAUiBHUKA 38araIbHOIO BILLY, SKHM chopMoBano
Talauio (CKIAEeHO OITHC), HAYATbHIKA 3araIbHONO BLJLIINY, KepiBHUKa anapary. [ onucy cnpas
POy BAMAraroThes  KBaMiQikOBaHI eNeKTpOHHI THANMMCH ocoOH, BIAMOBIAAIBHOI 34
JITOBOACTBO Y MLAPO3ALT YKAAAAHHS, AKOK ¢HopMOBaHO TabaAIIO (CKIACHO ONMC), NPAl[iBHUKA
RAPATHIOTO BULUAY TA KePIRHMKA MApo3y yivianauus. [liaTBep/oKenHs Ta PeKBi3HTY 110¢ai0Bo1
ocobu  —  piIeyBasa  BI3YAI3VIOTHCS  CHCTEMOIO  ITI  49ac IIEPEeBipKH  BIANIOBRIIAHOIO
KBATIPIKOBAHOTO CHEKTPOHROIO JTIHCY.



Jonmarox 9
10 [HCTPYKIiT 3 JOKYMEHTYBaHHA
yIpaBIiHChKOT iH(pOpMaIllil B €1EKTPOHHIN
¢dopmi Ta opranizamii poboTH 3
SNEeKTPOHHUMHU JOKYMEHTaMH B
Ji10BOACTBI JJONMUHCHKOT paifOHHOL

- JepKaBHOI anMiHicTpanii, eJIEKTPOHHOIO
MiXKBIJIOMYOTr0 OOMiHY .
(myHkT 205)

NPUMIPHA ®OPMA
A5 BHECEHHS JAHUX aKTA PO BUIy4YeHHS [JIsl SHUINEHHS JOKYMEHTIB
B €JIEKTPOHHY Ta0JIMII0 CHCTEMH €JIeKTPOHHOIO JOKYMEHTO000Iry

AKT
MPO BUJIyYeHHS JJIsl SHUIEHHSI J0KYMEHTIB

Homep akra:
Hara akra: .20
Ycranosa: JloIMHCBKA paitaepiaaMiHiCTparis
[Minpo3zain: CekTop yIpaBIliHHS IEPCOHATIOM
Ilincrasa:
npotokonx EK: Neo — Bim . 20

Inexe 3aroJioBOK Jlata Ilara Kinekicte Crpok Po6oui

cripaBH clipaBu TIOYATKy | 3aKiH4YECHHS cIipaB 30epiraHHa | MO3HAYKH

(Tomy) (ToMiB)

PazoM 10 3HHIIEHHS

KiabKiCTh TOKYMEHTIB
[puiiManbHO-31aBallbHa HAKJIa/(Ha:
Meto 3HUIICHHS

Kpasiikorani e1eKTPOHHI HAINACH
(nocada)

roJIoBHUM crreniamicT* ¥
FOAOBHME Cricnianiet® **
KePIBHHK [APO3/LTY YKIaJaHHS
KePIBHUK CYKOU JITOBOACTBA
KepiBHUK amapary****
TOJIOBHMI crieifasior *#

___cnpaB3a20  -20  poku

No

(coBamu)
Bim . .20 *

BHAJIEHHS 3 0431 JaHuXx

(xeanihikosarna enexmporna
NO3HAYKA 4aCY)
20

20

(cmamyc)

OLATBEP/IKEHO
M ATBEPKECHO
MLTBEPKEHO
M ATBEPKEHO
TiJITBEPIKEHO
MATBEPKCHO

% Ocoba BiANOBIAAILHA 34 JALIOBOACTBO Y niapo3ain yriananus, ko chopmosano tabiauio {CrurazeHo

axT).

¥ Focanosa ocoba, sKa MpOBOANIA SKCNEPTHU3Y LIHHOCTI.

ek Kepisnuk anapary.

FEERE Oeoba siaainy indopmauifinux cucTem 1 TexHONOrH, aka 2HMIAA (Y pazi HasBHOCTI KBasidikoBaHO-

'O CICKTPOHHOIO It i_;’l_l"i {/]Cy) .



I'JIABA 11

IHCTPYKIIA
3 niJioBOACTBA B palioHHill AepxaBHil agamiHicTpanil

I. 3arajgbpHil NOJIOKEeHHHA

1. Llg Incrpyxuist 3 GUTOBOACTBA B pallOHHIA AepXaBHil aaMminicTpamii (fani —
IHcTpykuiss 3 HiTOBOJICTBA palijepkaaMiHICTparii) BCTAHOBIIOE BHMOTH IHOJO
JOKYMEHTYBAHHS YIIPABIIHCLKOT 1H(popMalil Ta oprasizaiil poboTn 3 10KyMeHTaMu,
CTBOpeHMMM Yy  mnaneporiit  ¢opmi  JlonwHCHKOO — paliOHHOI — JACPIXKABHOIO
aaMiricTpamiero (Aanmi — paiaepkaaMiHicTpallis), MiANPUEMCTBAMU, YCTaHOBAMH,
opranizanisiMu, 110 HajgeXars 10 chepu yrpapiiHHA paigepkaaMinicTpanii (nam -
YCTAHOBU ).

ITonoxenust 1iei IHCTPYKIii 3acTOCOBYIOTBCS JHIIE VY pa3i HasSBHGCTI
BH3HAYEHHX 3aKoHOM abo aktoM KabGimery MiHicTpiB YKpaiHum HiAcTaB, sKi
BU3HAIOTHCA  OOIPYHTOBAaHMMH  [UIsI  CTBOPEHHS  Ta/abo  OmpaifoBaHHA
paiiiepkaaMiHicTpallier0 MOKYMEHTIB y anepoBii Gopmi.

2. Tlopsimox 3nilicHEHHsS MUIOBOACTBA CTOCOBHO JOKYMEHTIB, IO MICTATH
indopMariito 3 OOMEXEHHM AOCTYIIOM, 3a 3BEPHEHHSAMH TIPOMaJlsH, 3alHTaMM Ha
indopMarnito BU3HAYAETHCA OKPEMUMHM HOPMATHBHO-IIPABOBUMH aKTaM# Ta HE MOXKe
perymroBatucs Lieto [HCTpyKIiero.

OcCHOBHI TOBHOBXEHHS CTPYKTYPHHUX IMIPO3IiNIB 3 [AUIOBOJACTBA B
paiinepkaqMinicTpaiii 3miHCHIOIOThCS B €IEKTPOHHIA (GopMi, 3 €JIeKTPOHHUMHU
HocismMu  iHdopmamii Ta BH3HAUAOTBCA IHCTpyKWi€l0 3 JHOKYMEHTYBaHHS
YIpaBIiHCBEKOI iHQOpMaiii B enexTpoHHIH QopMi Ta opramizamii pobotd 3
eNeKTPOHHNMHM JOKYMEHTaMH B HinoBonctsi JondHCHKO! paloOHHOI Jep)kaBHOL
agMigicTpauii, eNeKTPOHHOr0 MIXBIIOMYOro OOMiHY, 3aTBEPIKEHOI0 LUM
PO3HOPSIIKEHHSIM TOJIOBH palifepxkaaMinicTpartii (gani — IHcTpyKIlig 3 JiIoBoACTBA B
eNIEKTPOHHIN opMi).

3. He pomyckaeThcs ofHOYACHE MPOXOKEHHS OJHOIO 1 TOrO X AOKYMEHTa B
eJICKTPOHHIN Ta narneposii ¢popmi.

4. BinnmoBimanbHiCTh 3a Oprasizaiilo ALIOBOJACTBA B palep)kaaMiHicTpamii
HECYTh 11 KepIBHUKH.

5. 3a miArOTOBIIEHHH ITPOEKT JOKYMEHTA BIAMOBIAAIHHUM € HOI0 aBTOp.

6. Opranizanis JUIOBOACTBA B paiijiepkaaMiHICTpaIlii NOKJIAAAa€eTbCs Ha
3araJIbHAN BIOAUI anapaty paiepxanMisicTpaliii (fani — ciayx6a Ii0BOACTBA).
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7. Opranizaiiig JiIOBOJCTBA y MAlepoBid GopMi B CTPYKTYpHHX MIAPO3ALIAX
paiizepkaaMiHicTpallii MOKJIaNaeThcss Ha CiIyx0Ou ainoBoicTsa abo cClleliaabHO
IpU3HAYEHY IS [IBOTO 0CO0Y.

II. JokyMeHTYBAHHS VIPABJIHCLKOI iHdpopMmaii

-

3azanvni umozu w000 cMEOPERHA OOKYMEHMIE

8. JloKyMeHTYBaHHS yNpaBIIHCBKOI iHQOpMalii [oisrac y CTBOPEHHI
JOKYMEHTIB, B SKHX (DIKCYeThCS 3 JOTPUMAHHIM YCTaHOBJIEHUX IpaBHII (ZOXaTOK 1)
i opmartis mpo yrpaBIiHCBKI Hii.

9. TIlix wuwac TMATOTOBKH OpPragizaiidHo-po3MOpSIIYNUX JTOKYMEHTIB Y
narnepoBidi  ¢opMi MpaliBHUKK paiiiepxkaaMiHicTpauii oGopMIfioTE iX 3
ypaxyBaHHsaM Bumor JICTVY 4163-2003.

10. I'lpaBo Ha CTBOPEHHS, MiAMHACAHHS, MOTOPKEHHS, 3aTBEP/HKEHHS IOKYMEHTIB
BU3HAYAETHCS ~ aKTaMHM  3aKOHOJaBCTBa Ta  I[HCTpyKuielo 3  JUIOBOJACTBA
paitnepxxaamiHicTparii.

11. B paiigepxaaMminicTpanii BH3HAYa€ThCA CYKYIHICTH JIOKYMEHTIB,
nepen0aYeHuX ~ HOMEHKIATYpOIO  CIpaB, HEOOXIAHMX 1  JOCTaTHIX I
JOKYMEHTYBaHHS 1HPOpMATI] po 1X AiANBHICT.

3 MUTaHb, 10 CTAHOBIIATE B3a€MHMI iHTEpEC 1 HAJIXKATh A0 KOMIIETEHIIT pI3HUX
YCTaHOB, MOXYTh CTBOPIOBATHCSA CITUIBHI JOKYMEHTH.

12. Bubip BHAy [OKyMEHTa, IPU3HAYEHOIro [yUId JTOKYMCHTYBaHHS
YIIpaBIiHCEKOI iHpopMaIlii (po3IopsKeHHS, II0OCTAaHOBA, PillleHHs, IPOTOKOI TOLIO),
3yMOBIIOETECS ~ [PABOBHM  CTATycOM  paiiiepXkaJMiHiCTpalii, KOMIETEHIIEH
[OCafOBOI OCOOM T4 NOPSAKOM NPHMHSTTS YIPaBIiHCHKOTO pilleHHs (Ha MiACTaBi
€ IMHOHAYAIBHOCT] a00 KOJIErialbHOCTI).

13. JIokyMeHT MOBWHEH BiJIIOBiJaTH IOJOXEHHAM aKTiB OpraHiB Jep:KaBHOI
BJIAJM Ta CIIPSIMOBYBATHCS Ha BUKOHAHHS paiinepxaaMiHicTpanii okjIaJeHUX Ha Hel
3aBHaHb 1 QyHKITIH.

14. Kiacu ympaBiiHCBKOI JOKYMEHTalil BH3HAYaIOTHCS 3TiHO 3 JlepxaBHUM
ki1acugikaropoM yrpasiiHcekoi gokymenTauii JIK 010-98 (mani — JKY ).

15. JIoKyMEHT IIOBHHEH MICTHTH OOOB’SI3KOBI [ HOro IEBHOrO BHUIY
PEKBI3UTH, 1[0 PO3MIIIYIOThCS B YCTAHOBIEHOMY IMOPSIKY, a caMe: HallMeHyBaHHs
YCTAaHOBU — aBTOpa JOKYMEHTa, Ha3By BHIY JOKyMeHTa (KpiM JIHCTiB), Harty,
peecTpanifHui iHIeKC JOKYMEHTA, 3aroJI0BOK 10 TEKCTY, TEKCT, ITiATIHC.
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i yac miAroToBKH Ta OQOPMIICHHS TOKYMEHTIB MOXYTh 3aCTOCOBYBATHCS] HE
TiJIBKH OOOB’SI3KOBI, & TAKOX IHINI PEKBI3WTH, SKIIO L€ BiAMOBiAa€ MPH3HAUYEHHIO
JIOKyMeHTa ab0 crioco0y HOro onparfoBaHHS.

16. 3 MeTorO TiIBUIIEHHS e(DEKTHBHOCTI Ta ONMEPATHBHOCTI oprasizaiii poboTu
3 JOKyMEHTaMH OJHAKOBi 32 3MICTOM JOKYMEHTH MOXYTb OyTH YHi(ikOBaHHUMH
[UIIXOM pO3poONIeHHs TpadapeTHUX TEKCTIB, SKi BKIIOYAIOTECS A0 301pHHKA
(amsO0My) yHIpiKOBaHMX (THIOBHX) GOPM JOKYMEHTIB paiiaepxaaMiHicTparii.

17. PaligepxanminicTpanis 3[iHCHIOE MUIOBOACTBO AEPKABHOIO MOBOIO.
JIOKyMEHTH CKJIaJlaloThCsl JIEP)KABHOKD MOBONO, KpIM BHIAJKiB, HependadeHnx
3aKOHOJIaBCTBOM PO MOBH B YKpaiHI.

JlokyMeHTH, s$KI HaJCHIAIOTBCS 1HO3EMHHM anpecaraM, OGOPMIIOIOTHCS
JICpKABHOIO MOBOIO a00 MOBOIO Jep)KaBU-aipecata, ab0O OIHI€El 3 MOB
MiXXHApOIHOTO CIIIKYBaHHS.

18. OxpeMi BHYTpIIIHI JOKYMEHTH (3a5BH, MOSICHIOBAIBHI Ta JIOMOBIIHI 3alIUCKH
TOIIO), aBTOpaMM SKUX € TMocafoBi Ta iHW ¢i3udHI 0COOH, JO3BOJIAETHCS
odopmITroBaTH PYKOITUCHUM CIIOCOOOM.

bnauku ookymenmie

19. OprauizanifiHo-po3nopsaa4i JOKYMEHTH, 10 MalOTh OOIPYHTOBaHI MiACTaBH
JUIsL ONpAaIlioBaHHS B TNarnepoBiii gopmi BiamosinHo no IHCTpykuii 3 AiIOBOACTBA B
eNIEKTPOHHIM (GopMi Ta He € IPUMIpHUKaMH a00 KONISIMU NOKYMEHTIB, CTBOPEHUX B
eNIEKTPOHHIN (opMi, 0POPMIIIOIOTECA Ha ONaHKaxX, IO BHTOTOBISIOTHCS 3riTHO 3
puMoramy miel [HeTpyKuii.

Il BUIOTOBJIEHHS GJIaHKIB BHKOPHCTOBYIOTHCS apKylli marepy ¢dopmary A4
(210 x 297 minimeTpiB) Ta A5 (210 x 148 minimeTpiB). J103BOJEHO BUKOPUCTOBYBATH
Onagku popmary A3 (297 x 420 miniMeTpiB) s oGOpPMIEHHS NOKyMEHTIB Yy
BUTJISIII TaOJIHLIb.

BiiaHky JOKYMEHTIB MOBHHHI MaTH Taki MoJis (MiTIMETpiB):

30 — niBe; :

10 — npasze;

20 — BepXHE Ta HUXKHE.

20. Bugu OjaHKIB JOKYMEHTIB BH3HA4YalOThCcs [HCTpyKIi€ro 3 AiJOBOACTBA B
eNeKTPOHHIN dhopMmi.

21. PaiinepxagMmiHicTpallisl MOXe 3aCTOCOBYBATH OJIaHKH JIOKYMEHTIB SIK
painepxkaamiHicTpanii, Tak 1 CTPYKTYpPHHMX MiApO3MIiNiB, Y pa3i, KOJIM KepiBHHUK
TiIpO3 /ity Mae IpaBo MiMUCYBaTH JOKYMEHTH B MeXXax HOTr0 TTOBHOBAXXEHE.

22. biaHKM TOKYMEHTIB MOXYTh BUTOTOBJISITUCS B ApyKapHi Ha Oinomy mamepi
BUCOKOI SIKOCTI (hapbaMy HaCHYESHUX KOJBOPIB (TTanepoBi OIaHKH).



4

23. Buau OnabkiB y nmarnepoBiii ¢opMi, 110 BHUIOTOBNEHI APYKapChbKMM
criocoboM, NiAagraroTe oOJIKY Ta OOMIKOBYIOThCS 3rimHO 3 IHCTpyKLiero 3
JJIOBOZICTBA paiiiepkaaMiHicTparii.

O6aik  BemeTbcs 3a INOPSAKOBUMU HOMEpaMM, IO [POCTaBISIOTHCA
HyMEpaTOpOM, APYKAPCHKHM abo iHIIMM crtoco6oM Ha HMXKHBOMY IIOJI1 3BOPOTHOIO
00Ky abo Ha JiBOMY MOJIi TUIBOBOr0 OOKY ONiaHKa.

Ocobu, fAKi MEepCOHANBHO BIAMOBIZAIOTH 32 BeJeHHS OONiKy, 30epiraHHs Ta
BUKOPHCTaHHS OJaHKIB, BU3HAYAIOTHCS KEPIBHUKOM amapary paﬁz[epxcanMiHiCTpauii,
IIPO IO BUJIAETHCS BiITOBIHUNA HaKa3.

- Burorosnennst OJaHKIB KOHKPETHUX BHUIIB IOKYMEHTIB JOIYCKAa€ThCH, AKILO
KIMBKICTL  3apeccTpoBaHiX JOKYMEHTIB Yy IanepoBil ¢opmi Takoro Buay B
pafizepkajminicTpamii mepeBunlye 2 THC. OJMHHIE Ha PiK. SIKIO KiNbKIiCTh
3apeECTPOBAHNX JOKYMEHTIB v TanepoBiid (opmi MeHile 2 TUC. OJUHHIb, JOKYMEHT
APYKYETHCS 3 TEKCTOBOI'O PEJAKTopa, B SIKOMY HOIro CTBOpPEHO, 0e3 3acToCyBaHHS
OMaHKiB, BUFOTOBIEHUX APYKAPCHKUM CIocobOM.

24, Jlesxi BHYTpIlHI JOKYMEHTH (3asBM NpaliBHUKIB, JOMOBiJHI 3alHCKH,
JOBIIKW TOILO) Ta JMOKYMEHTH, HI0 CTBOPIOIOTHCA BI IMEHI KiIbKOX YCTaHOB,
odOpMITIOIOTHCA HE Ha OJIaHKaX.

3obpasicenna [lepicasnozo I'epba Ykpainu

25. 3obpaxenns JepxaBHoro I'epba YkpaiHu po3MinryeTbcs Ha OmaHKax
JOKYMEHTIB BiAnosigHo mo mocranoBu BepxoBHoi Pamu Ykpainm Bij 19 motoro
1992 p. Ne 2137-X1I "IIpo HdepxaBuuii repd Ykpainu'.

26. 3ob6paxenns HepxkapHoro I'epba VYkpaiHu posMillyeThes [0 LEHTPY
BEPXHBOTO TMOJsi. Po3Mip 300paxkeHHs CTAHOBMTB 17 MITIMETpPIB 3aBBWIIKH,
12 MuIiMeTpiB 3aBILUPILKHU. ’

Koou

27. Kox paiinepxanMidicTpallii mpoCcTaBseThCs 3riHO 3 CAUHMM JEPKABHUM
peecTpom HiAnpueMCTB Ta opraHizamii Yxpaimu (€PIIOY). 3asnayeHuit kox
pO3MILLy€eThCS TTiCTs peKBi3uTy "JloBiKOBI AaHI IPO YyCTaHOBY".

28. Konx yuihikoBaHoi (popMu IOKyMeHTa (32 HasIBHOCT) PO3MILLYEThCS 3TLIHO 3
JIKY J1 Butie Ha3BU BUJLY JOKYMEHTA.

Haiimenyeanusa paiidepicadminicmpayii

29. HaiiMeHyBaHHS YCTaHOBM — aBTopa JOKyMEHTa ITOBHHHE BiIOBIAATH
HaliMeHyBaHHIO, 3a3HadeHoMy B 3akoHl Ykpaimum "[Ipo MicleBi mepikaBHI
aaminicTpanii”, TTOJIOXKEHHI npo Hel. Cxopouene HallMEeHyBaHHS
paiiiepkaaMIHICTpallli BXMBAETbCA Y pa3l, KOJU BOHO OQIIiAHO 3aiKCOBaHO B
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3a3HadeHUX JoKyMmeHTax. CkopoueHe HaliMeHyBaHHs po3MillyeThbes (y AyXKax abo
0e3 HUX) HUXK4Ye MOBHOTO HAMEHYBaHHS OKPEMUM DPSLIKOM I10 UEHTPY JOKYMEHTA.

Jlogiokosi oani npo paiidepircadominicmpayiio

30. Josigkosi mani npo padnepkaJMiHiCTparil MICTSTh IIOLITOBY ajpecy,
HOMepH TenedoHiB, TeledakciB, aJpecy eNEeKTPOHHOI MOLITH, ajapecy OiliiHEro
BeG-cafity Tomo. JloBigkoBi JaHi pO3MIUIYIOTbCS HU)KYE HaliMEHyBaHHs
paiiepkaaMiHicTpalii a00 CTPYKTYPHOTO HiAPO3ILITY.

PeKkBi3UTH TOINTOBO aJpecd 3a3HavyaloThCcss B Takid IOCTIOBHOCTI: Has3Ba
BYJIHIIl, HOMep OyIUHKY, Ha3Ba HACEJIEHOro MyHKTY, 00JIACTI, MOIITOBUH iHAEKC.

Has3zea eudy ookymenma

31. Haspa Buay nokymeHTa (pO3MOpSIKEHHS, Haka3, pillleHHs, CIyX0oBa
3alliCcKa, JOIOBIAHA 3alMcka TOINO) 3a3HavYaeThCs Ha ONaHKy Ta IIOBHHHA
BiJIMOBIIaTH Ha3BaM, nepeadadenum JAKY /1.

Jlama 0oKymenma

32. JlaToro nokyMeHTa € faaTa Horo peectpaiii. /laTa 3a3Ha49a€ThCA apaOChLKUMU
uudpamu B OQMH PSAJOK Yy Takiii HOCIINOBHOCTI: 4YHCIO, Micslb, pik. [ara
ohopMITIOETHCS ITHGPOBUM ab0 CIOBECHO-IUPPOBUM CITOcOOOM. Y pasi 0QopMIICHHS
naTu nUGPOBUM CIIOCOOOM UYKCIIO 1 MICSIb MPOCTABISIOTHCS JBOMA NMapaMu Iudp,
pO3IIIEHMMH KPAIIKOIO; PiK — YOTHpMa IudpamMu, Kpanka HAaIpHKIHII HE CTaBUThCS.
Hanpuknan: 07.03.2018.

V TekcTax HOPMATHBHO-IIPABOBHX aKTiB Ta MOCHIAHHAX HA HHX 1 JJOKyMEHTaX,
110 MICTSITh BIiIOMOCTI (iHAHCOBOrO XapakTepy, 3aCTOCOBYETBCS CIOBECHO-
i pOBHit Croci6 3a3HaueHHs AT 3 IPOCTABISHHIM HyJIs B MO3HAYEHH] JHSI Micsns,
SKIO BiH MIiCTHUTBH onHy 1ubpy, Hanpukiaa: 07 6epesnus 2018 poky. Ho3Bonsgerhes
BKUBATHU ¢lI0BO "pIiK" y ckopodyeHoMy BapianTi "p.", Harpuxian: 07 6epesns 2018 p.

SIKIO OKYMEHT CKJIAJIEHO He Ha ONIaHKy, Jara 3a3Ha4a€eThesl HYKYE IAIHCY
nigopyu. Jlata MOKyMeHTa IPOCTABISETHCS MOCANOBOIO 0C00010, sika HOro miamucye
abo 3aTBEpIXKYE.

OGOB’s13KOBOMY JATYBAHHIO 1 MiMKCAHHIO MJISTaloTh YCi CIyX00Bi BiIAMITKH
HA [OKYMEHTaX, IMOB’s3aHi 3 iX IPOXO/DKEHHSM Ta BHKOHAHHIM (pe3oJromii,
[OrO/DKEHHsI, Bi3M, BIIMITKHA NPO BHKOHAHHS [OKYMEHTAa 1 HalpaBlieHHS Horo 10
CIIpaBH).

Ha gokymeHTi, BUmaHOMY JBoMa abo Oijipliie yCTaHOBaMH, 3a3HA4YaeThCs OIHA
1a1a, sKa BiOBIAAE JaTi OCTAHHBEOTO MiAIHUCY.

Peccmpayinunuii inoexc 0oKymenmie

33. Inpexcaiist JOKyMEHTIB MOJSTA€ y MPUCBOEHHI IM YMOBHUX IIO3HAY€Hb —
1H/IEKCIB, SIKI HAAAIOTHCS TOKYMEHTAM IIij Yac iX peecrpariii.
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TIpHCBOEHHST PEECTpallifHOrO iHAEKCY 3MiHCHIOETBCS B aBTOMAaTHYHOMY abo
ABTOMATH30BaHOMY PEXHMIi 3a JOIIOMOTOI0 ITPOrPaMHO-TEXHIYHHUX 3aCO01B.

PeecTpaiiiHuii iHAEKC CKIAJa€ThCs 3 IOPSAAKOBOIO HOMEpPa IOKyMEHTa Yy
MeXax IPYIH JOKYMEHTIB, IO PEECTPYIOTHCS, SIKHI TOTOBHIOETHCS 1HAEKCaMH, LIO
3aCTOCOBYIOTBECS B paiifepxaaMiHicTpallii, 30KpeMa iHAEeKCaMH 32 HOMEHKJIATypOlO
CIpaB, CTPYKTYPHOTO TIAPO3IiTy, KOPECHOHACHTIB, IOCaAOBUX o0ci0, ki
pO3MIANaloTh ab0 MiAMUCYIOTh JOKYMEHT, BHKOHABLIB, MUTaHb iSTBHOCTI SKHX
CTOCYETHCS IOKYMEHT.

CxitaioBi YaCTUHHU PEECTPAIiTHOTO iHJIEKCY BiTOKPEMITIOIOTHCSA OJIHA BiJ OTHOL
IpaBoOIUHOIO IMOXWIIOK PUCKOI0. [lOoCHimOBHICTh HAamHMCAaHHS CKJIAJOBHX YaCTHUH
peecTpalifiHoro iHAEKCY MOXKe 3MiHIOBATHCS 3aJIEXKHO Bi TOTO, SKHN IOKyMEHT
PEECTPYEThCS, — BXiAHMH YM Takui, [0 CTBOPEHHU B palifepXaaMiHicTparlii,
Hanpuknaa: 145/01-10, ne 145 — nopsakosuit Homep, 01-10 — iHgekc cmpaBH 3a
HOMEHKJIaTypOIO.

Micre po3TallyBaHHS peeCTpalliiiHOro iHAEKCY BU3HAYaeThes POPMOIO OIIaHKa.

Jlis HaHeceHHs peecTpallifHOrO 1HIAEKCY 3aCTOCOBYETHCS IITPHX-KOA Ta/abo
QR-kox y mopsaky, mepeadaueHoMy I[HCTPYKIi€l0 3 OUTOBOACTBA B €NEKTPOHHIH
dbopMi. v

Iocunannusa na 00Kymenm

34. IlocunmanHs y TEKCTi JOKYMEHTa Ha MOKYMEHT, Ha SIKWH Ma€Thcs BiJIIOBiAb
a00 Ha BHKOHAHHS SIKOTO IIIATOTOBJEHO INed JOKYMEHT, HaBOJWUTHCS VY TaKid
MOC/IIIOBHOCTI: Ha3Ba BWJY JIOKyMEHTa, HallMeHyBaHHsS YCTaHOBH — aBTopa
JOKyMEHTa, aTa Ta PeeCTpalifHuil iHIeKC, KOPOTKHH 3MicT HOoKyMeHTa. Y pasi
[IOCHMJIAaHHS  Ha  3apeecTPOBaHUN  HOPMATUBHO-TIPABOBMII  akT  JOJATKOBO
3a3HAYAIOTLCA TaKli peecTpalliiHi JaHi: mata Aep)kaBHO! peecTpallii, HOMEp aKTa
3rifHO 3 JlepKaBHUM peeCTPOM HOPMATHBHO-IPABOBUX aKTiB MIHICTEPCTB Ta iHIIMX
opraHiB BUKOHaBYO]1 BJIaJIH.

TMocunanus y TEKCTi JOKyMEHTa Ha MOPSAKOBI HOMEPH pO3ALTIB, MiApPO3LTiB,
IjIaB, CcTarei, IYHKTIB Ta MiJIyHKTIB HOPMaTHBHO-IPAaBOBOTO aKra pOOUTHCH
nudpaMu; TOPSIKOBI HOMEPH YacTHH cTaTelf, abzaliB 1 pe4eHb — CIOBaMH.
[MocunanHs y TEeKCTI HOPMATUBHO-IPABOBOIO aKTa Ha LeH AOKyMeHT abo ¥Horo
CTPYKTYPHI OJJMHHULI POOUTHCS 3 BUKOPUCTaHHSIM BKa31BHOIO 3aiiMeHHMKa "ei".

Micue cknadenna a6o 6u0anHa

35. BimomocTi mpo Micle ckianeHHS ab0 BUAAHHS 3a3HAYalOTHCS Ha BCIX
JIOKyMEHTaX, KpiM JIMCTiB. 3a3Ha4yeHi BiTOMOCTi OQOPMISAIOTBECS BiAMOBITHO 10O
aJMiHICTpaTHBHO-TEPUTOpPiaJIbHOrO IOALTy VYKpaiHu. SIKmo BIZOMOCTI Hpo
reorpadiuHe MiCII€3HAXOKEHHsI BXOAATH 10 HaliMCHYBaHHS yCTaHOBH, Liel pEKBi3UT
He 3a3HAYa€THCS.

Aopecam ma ocobucme 36epmanna

36. JIoKyMeHTH aIpecyroThCsl YCTaHOBI, 1i CTPYKTYpPHHM HiJpo3aiiaM abo
KOHKpETHi# mocaloBiii ocoli. YV pasi agpecyBaHHS JOKyMeHTa YCTaHOBI abo ii
CTPYKTYPHHM Mifpo3aiaM 0€3 3a3Ha4eHHs] MOCaZoBOi OCOOW iX HaliMeHyBaHHS
HABOIATHCS Y HA3UBHOMY BIIMIiHKY, HallpHKJIQ/:

HaunionanbHe areHTCTBO 3 NHUTAHb
JAEePAKABHOI CJIY:KOH
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SIKIIO TOKYMEHT HaJCUTAeThCS MOCaoBii 0co01, HaliMeHYBaHHs YCTaHOBH Ta 1i
CTPYKTYPHOTO THAPO3ALTY HABOASTHCS ¥ HA3UBHOMY BIZMIHKY, a IOCaJa 1 NpI3BULLE
pecara - v IaBaibHOMY, HANPUKIaL:

KipoBorpaacbka o6aacHa
. AepkaBHa aaMiHicTpanis

HdenmapraMeHT OXOpPOHH
370poRB's

JAupekTOopy AemapraMeHTYy
Onery PUBAJIBYEHKY
(Baacue im'st HIPI3BUIIE)

Y pa3l Konu JIOKYMEHT a/IpecyeTbcs KepiBHUKOBI ycTaHoBH abo ioro
3aCTYITHUKOBL, HaliMeHYBaHHS YCTaHOBH BXOJUTH 0 CKIQAy HalMeHYBaHHS MOCAH
aapecara, sIKe HaBOJAUTHCS Y AaBaTbHOMY BIAMIHKY, HAIIPUKIIAA:

TI'ososi Kipoporpagenbkoi
obaacHol pagn
Baacue im'a IPIBBUIIE

SIKIO HOKYMCHT afpecyeThesi KiTbKOM OJHOPIIHIM 3a XapaKTepoM HisNTBHOCTI
YCTAHOBAM, 3a3HAHAECTHCS y3arajibHeHe HallMenyBaHHs aipecaTiB, HaIpUKIIaL:

CinbCbKHM rojioBam paj
paliony

JlokymenT He 1oBuHen mati GLrblie 90THpLOX aapecartis. Ciaoso "Konis" nepen
HalMEHYBaHHAM OPYTOTO-Y4ETBEPTOrO AJPECATIB HE CTABUTHLCA. Y a3l HaJACHIaHHS
JOKyMeHTa OLIbIie HiK 4OTUPLOM ajpecaraM CKIaJacThCsi CIIMCOK Ha PO3CHIKY 13
3A3HAUCHHIM Ha KOKHOMY TOKYMEHTI TITBKH OJIHOTO ajpecaTa.

Pexsizur "Aapecat” moxe BKIrouatH ajpecy. llopszok 1 Qopma 3anmucy
NOIITOBOTO 3B'S3KY, 3aTBEPIUKCHUM moctaHoBo0 Kabinery MinicTpiB YkpaiHu Bif
05 Gepesns 2009 poky Ne 270 (Odimisinuil BicHuk Ykpaiuu, 2009 p., N 23, c1. 750).
[Tosna azpeca 3a3HauacThCHd Y  pa3l  HAACWIAHHS  JOKYMEHTa  Pa3OBHUM
KOPeCnoHAeHTaM, HalpUKIaz:

TOB "Arpoxoaguur M"

By I'opogernkkoro, Oy, 2,
M. 3HaM'stHKa, 27453
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Y pasi HajgcunaHHs HOKYMeHTa (i3u4Hid ocobl crodatky 3a3Ha4aeThes Y
7aBaabHOMY BIAMIHKY BIacHe imM'sl Ta Npi3BHLLE, TOTIM OMITOBA aApeca, HallpHUKIIal:

Onekcanapy 'onyapyxy

Bys1. CypukoBa, 6yn. 3a, kB. 1,
. M.Outekcanpis, Kipoorpaaceka
obiacte, 27344 .

Y pasi HajicwIaHHS JOKYMEHTA OpraHaM 3akOoHOJaB4ol 1 BHKOHABYOI BJAJH,
noCTIiHUM KOPECTIOHAEHTAM X TIOIITOBA aJpeca Ha JIOKYMEHTaxX He 3a3Ha4acThes.

V pasi Koy JOKYMEHT aapecyeThbCs KOHKpeTHil 0cobl, y THCTI HIK4Ye aTpubyTa
"ajpecar” MOKe HaBOJUTUCH OCOOUCTE 3BEPTAHHS Y KIIHYHOMY BIJMIHKY:
Ilane (1mani) BiacHe im's, HanpuKIian:
lonosi IBaniBebkol palionnol
aepxaBHOY agminicTpanii
Boaoanmupy HETPEHKY
Ilpo noroaxenns NpU3ZHAYECHHHA

flane Bonoaumupe!

abo
[Tane (nani) [pizBulne, HAIPUKIaA:

T'onopi IBaniBcpkol palionnol

Aep:RapHOT aagMiHicTpanii

Bosoaumupy HNETPEHKY
Mlpo noroaKeHHS NPpHU3IHAYCHHS

Ilane MNerpenko!

abo
[Tane (mmaxi) nocaga ado 3BaHHS, HAPHKIA;

lNosiosi IBaniBcbKkoOT palionnol
Aep:xaBHOI agMiHicTpaunil
Bonoaumupy IHHETPEHKY

Hp() OOTrCAKCHUHA HPHUHSHAYCHHH

Ilase rogoso!



abo

HavyaabHHKY roj1oBHOro
vapapiainug Hanionaabsoi
noginii B KipoBorpaacekii
obsaeri, NONKOBHHUKY noainii
Bacuaw PAJAYJOBY

[ipo dbivavcyBadus nporpamMu....
flane nonkoBHuKYy!

abo

ITanose

Hanmpuxuan:

T'onosi IsaniBebkoOl pafionuol
Aep:RaBHoOI aamMidicTpauii
Boaogumupy NETPEHKY
T'onosi IBaniBecbKOY palionHol
paxn
I'puropiw I1OPHI

[po noroaKeHHs NPH3IHAYECHHSH

[lanoBe Boaoaumupe ta 'puropipo!

Y pasi meobxianocti nepen cinoeom "[lape”, "Ilani" abo "l[lanose” mowxe
sukoprcrosyBarucs cioso "llanosuuit", "lllanosHa" aGo "IllaHoBHI" BianoBiAHO,
HAMpUKIaL:

T'onoei IBaniBchkoi paionnol

AepxaBHol agMiHicTpauil

Bonoaumupy HETPEHKY
po noroaskeHHs NPpH3HAYEHHS

lanosunii nane Bonoaumupe!

abo
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HAupextopy KipoBorpaacokoro
00J1aCHOT0 KPAa€3HABYOIO
My3el

Hataaii ATAIIEEBINA

-

flpo npoBeieHHd eKcKypcil .
IHanoBHa naui Araneesal!

abo
Hdupexropy KipoBorpaacbkoro
00JIAaCHOT O KPAa€3HABYOIO
MYy3el
Haraaii ATATI€€BIN

IIpo npopejlenHs ekcrypcil
Iaunosua nauvi pupexrop!
I'pudgh 3ameeposricennna 0oKymenma

37. JlokyMeHT Moxe OyTu 3aTBEepIKEHHH pPO3MOPSIIYUM JOKYMEHTOM abo y
BUIIaKaX, BUSHAYEHHX Y JTOJATKY 2, T0CaJ0BOI0 0c00010 (II0CaI0BUMH 0COOAMH), 10
IIOBHOBaXKEHb AKOI (IKKX) HaJIEKATh IIMTAHHS, 3a3HAYCHI Y TAKOMY JOKYMEHTI.

HopMaThBHO-TIpaBoBi akTy (IOJI0KEHHS, IHCTPYKILii, TpaBuiia, IOPSAKH TOILO)
3aTBEPDKYIOTHCS PO3MOPSIIKEHHSM TOJIOBH pepKaIMiHiCTparii.

JIoKyMeHT, SKHi He € MPUMIpHUKOM ab0 KOII€I0 NOKYMEHTa, CTBOPEHOIO B
eJIeKTPOHHIM popMi, Moxe OyTH 3aTBepUKCHUIH KOHKPETHOIO ITO0Cal0BOI0 0c000m0. Y
TakoMy BHIIQAKy T'pH(} 3aTBep/PKeHHs cKilanaeTbesd i3 cinoBa "JATBEPJDKVIO",
Ha¥MeHyBaHHS IIOCAJH, IiAIHCY, BIACHOIO IMEHI Ipi3BHINA OCOOH, sIKa 3aTBEpAHIa
IOKyMeHT, IaTH 3aTBepkeHHs. Hanpukian:

3ATBEPIKVYIO

Il'osxoBa [oaunHCBbKOT
palioHHOY AepKaBHOI
aagMiHicTpanii

mignuc BiacHe iM's

NNPI3BUIIE
07 yepBHs 2019 poky



11

V pasi KOJM HOKYMEHT 3aTBEPKYEThCS IOCTAaHOBOIO, PIIICHHSM, HAKa3oM,
pO3NOpSIKEHHsSIM, Tpud 3aTBepIpKeHHs ckianaeTbes i3 crnoBa "3ATBEPJDKEHO",
Ha3BH BUAY JOKYMEHTa, SKHM 3aTBEPIKYEThCS CTBOPEHHH JOKYMEHT, 13
3a3HaYeHHsIM Horo natv i Homepa. Hanpukian:

3ATBEP)KEHO

PosnopsiziokeHHss TOJNOBU
JIonWHCHKO1 paifOHHOI epKaBHOI
angMiHicTpanii

12 yepsHs 2019 poxy Ne834-p

I'pud 3arBep/KeHHS PO3MINIYETHCS Yy TPaBOMY BEpXHBOMY KyTKY HEpIIOl
CTOPIHKH JIOKYMEHTA.

VY pa3si 3aTBepIKEHHS TOKYMEHTa KUIbKOMa MOCaIOBHMH ocobamu rpudu
3aTBEPJUKEHHS PO3TAIIOBYIOTECS Ha OJHOMY PiBHI.

Pezonouisn

38. Pesoxroniss € ocHOBHOIO (YOpMOIO pealtizaiiii ynpaBIiHCHKHX TOPYy4YeHb Y
IIMCHMOBIM opMi, 1110 Tiependadae MOCTAHOBKY KOHKPETHOT'O 3aBAaHHS, BA3HAUCHHS
floro mpeaMmera, MeTH, CTPOKY Ta BIANOBIJAJBHOI 33 BHMKOHAHHS OCOOM, IO
BUKJIa/IeHa Y BUIIIAI HAITACY HA JOKYMEHTI.

Pesomroniss Mae Taki 000B’SI3KOBI CKJIAOBI: TIPi3BUILE, BIacHe iM'si BUKOHABIIA
(BUKOHABIIiB) y [aBaJTbHOMY BIiAMIHKY, 3MICT JOpYYEHHS, CTPOK BMKOHAHHS,
0cOOHMCTHH MmiINHAC KePiBHUKA, AaTa.

SIKIO JOpYYEHHS HAAaHO KiJTBKOM MOCaJOBUM 0C00aM, FOJIOBHHM BHKOHABLEM
JIOKyMEHTa € 3a3HadyeHa Mepuio0 ocoba, sKii HalaeThCAd MPABO CKIMKATH IHIIHMX
BHKOHABIIIB.

Creopensst HekoHkpeTHux ("mpuckopuru", "mominmmtH", "akTHBI3yBaTH',
"3BepHyTH yBary" TOIIO0) 3a 3MiCTOM PE30JIOLIH He JOIMyCKAEThCA.

Ha goxkymeHTax i3 CTpOKaMH BUKOHAHHS, AKi He TNOTPeOYIOTh JOJATKOBHMX
BKA3iBOK, Y pE30JIFOIIT 3a3HA4al0ThCsl BUKOHABEIIb, ITiIITMC aBTOpa Pe30oLlii, JaTa.

Pesomronis MPOCTaBISIEThCS Oe3mocepeTHLO Ha JOKYMEHTI HUKYE PEKBIZUTY
"Anpecat" mapageslbHO [0 OCHOBHOIO TeKCTy. SKmjo Micosg Uit pe3osromil
HEOCTATHBO, 1I MOXHa TPOCTAaBJIATH Ha BUIBHOMY BiJi TEKCTy MICII Y BEpXHIH
JaCTHHI TePILOl CTOPIHKY TOKYMEHTA 3 JIUIHOBOrO OOKY, ajie He Ha IOoJi JOKYMEHTa,
NpH3HAYeHOMY Uil mimmuBaHHs. [IpoekT pesomrorii MoXe ApYyKYyBaTHCh Ha
crenianbHOMY OJIaHKY.

Kopomkuii 3micm 00oKymenma

39. 3aronoBOK 0 TEKCTY (KOPOTKUH 3MICT) HOKYMEHTa MMOBHMHEH MICTHUTH
CTUC/MP BHKJIAJ CYT! JOKYMEHTA. 3arojioBOK 10 TEKCTY TOKYMEHTa (KOPOTKUN
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3MicT), obcsar sikoro mnepeBuinye 150 3HakiB (M'SATh PSAKiB), T03BOJISETHCHA
IIPOJOBXKYBATH IO MeXi mpasoro nosist. Kpamnka B kiHIli 3arojioBKa HE CTaBUTHCSI.

3aronoBok (KOpOTKMM 3MiCT) BiANOBiZae Ha muTaHHA "mpo mo?", "koro?",
"yoro?". Hampukiana: Haka3 (mpo 1mo?) mpo HaJaHHs BiIITyCTKH; JHCT (IIpo 1mo?) mpo
opraHizaiiifo Hapaau, MPOTOKOJ (Yoro?) 3acimaHHS aTecTallifHOI KOMicii; mocagoBa
iHCTpYyKIIis (KOro?) roJIOBHOTO CIIEIIAJICTa.

CynpoBinHi JTUCTH, JOMOBIAHI Ta CIIy>KOOBI 3alMCKH IO3BOJAETHCS CKIANdTH
Ge3 3aroJoBKa. ‘ |

Biomimka npo KoHmpo/ib

40. BigMiTKa Mpo KOHTPOJIb O3HAYAE, IO JOKYMEHT B3STO Ha KOHTPOJb AJISA
3abe3redyeHHs 1Oro BUKOHAHHS B YCTaHOBIICHU CTPOK.

BiaMiTka Ipo KOHTPOJIB pOOUTHECS IUIIXOM IMpocTaBieHHs jitepu "K" uu cioBa
"Kontponp" (Bin pyku abo 3 BUKOPUCTaHHSIM INTaMIla) Ha JIiBOMY ITOJI MEpPIIOl
CTOpPIHKU JOKyMEHTa Ha PiBHi 3aT'0JIOBKa 10 TEKCTY.

Texkcm 0oKymenma

41. Tekct moKyMeHTa MicTUTh iH(MopMamio, anf GIiKCyBaHHS SKOi HOro
CTBOpeHO. [H¢opMallis B TEKCTI NOKyMEHTa BHKIAJAa€ThCS CTHCIO, TPaMOTHO,
3p0o3yMiNIo Ta 06’€KTUBHO. JIOKyMEHT HE IIOBMHEH MICTUTH ITOBTOpIB, a TAKOX CIIB i
3BOPOTIB, SKi HE HECYTh 3MiCTOBOro HaBaHTakeHHs. [1i)1 4ac CkiagaHHsI JOKYMEHTIB
B)KHUBA€ETHCS JIUIOBUM CTWIIb, /IS SIKOTO XapaKTepHUN HEWTpaIbHUI TOH BHKJIAJICHHS,
no36aBjieHuit 06pa3HOCTI Ta eMOLHOCTI.

Tekct noxkymMeHTa O(OPMISETHCS Yy BMIVIANI CYLITBHOIO 3B’SI3HOI'O TeKCTY,
AQHKETH M TabauIl abo MUITXOM MOEIHAHHS IIUX q)opM

CylinpHu# 3B’S3HHM TEKCT HOKyMEHTa MICTUTh TIpaMaTUYHO 1 JIOTIYHO
y3ro/KeHy iH¢opMamio Ipo ymnpasiiHceki nii. Taka ¢opma BHKIaNEeHHS TEKCTY
TIOKyMEHTa BHKOPUCTOBYETBCS i Yac CKJIAIaHHS IOJIOKEHb, MOPSIKIB, MPaBHI,
PO3MOPSITYUX JOKYMEHTIB 1 JIICTIB.

Tekcr, K OpPaBUIO, CKIAIAETHCS 3 BCTYITHOI, MOTHBYBaJIbHOI Ta 3aKIIOYHOL
yacTHH. BeTynHa 9acTHHA MICTHUTH MMiJCTaBy, OOIPyHTYBaHHS abo MeTy CKJIaleHH:
JOKYMeHTa, MOTHBYBaJbHa — OOIPYHTYBaHHS IO3WIIil YCTaHOBH, B 3aKIIOYHIA —
BHUCHOBKH, [TPOTIO3HIIii, pillIeHHs, IPOXaHH.

TeKcTH CKIATHHMX 1 BENHKHMX 33 00CATOM MOKYMEHTIB (IIOJIOXKEHHS, IIpaBHIIa,
iHCTPYKIIii, OrNIsAay, 3BITH TOWIO) MONUISIOTBCS HA PO3ALIM, HiAPO3ILIH, IIyHKTH,
HiJMYHKTH, SKI HyMEpYIOThCS 3a JOIOMOIOI0 pUMCBHKUX abo apabcepkmx 1udp 6e3/3
Kpamkom abo AyXKorw. AG3all MyHKTY Ta MiMITyHKTY IOYMHAETHCS 3 BiACTYILY Bif
JiBOro IO CTOpiHKH Oe3 Oymp-skoi mosHauku (fedic, xpamka Ttoino). Koxkna
CTPYKTYpHa OJIMHHULI HOPMATHUBHO-IIPaBOBOTO akTa (KpiM ab3ally) BiAOKpEMIIFOEThCS
BiJl TOmEpeaHBOI IPOITYCKOM psiKa. Bu3HauyeHHs TepMiHIB y HOPMATHUBHO-
IIPaBOBOMY aKT1 HaBOJSITECS B anaBiTHOMY MNOPSAKY 1 B HA3UBHOMY BiJIMIHKY.

42. Oopma aHKETH BUKOPUCTOBYETHCS Y pa3i BHKIAQICHHS y IH(poBOMYy abo
CJIOBECHOMY BUIIANI iH(OpMalii mpo OZMH 00’€KT 3a TEBHMM OOCATOM O3HaK.
IocriitHOIO iHQOpPMAaLi€I0 B aHKETI € y3arajbHeHi HalilMeHYBaHHS O3HAK, 32 SKMMH
IPOBOAUTHCS ONUC 00’ €KTa, a 3SMiHHOIO — KOHKPETHI XapaKTePHUCTHKH.
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43. TabnuuHa ¢opma TOKyMeHTa BUKOPHUCTOBYETHCS y pa3i BHKIQIEHHS Yy
HGpPOBOMYy a0 CIIOBECHOMY BUMIIAAL iHGOpMAaIlil Mpo KiJbKka O0’€KTiB 3a pSIAOM
O3HaK. 3aroyioBKM rpad TabNWIi NHUITYyThCS 3 BEIUKOI JITEpH, IIiJ3arOJOBKH — 3
Mayioi sitepu. Kpamku B KiHII 3arojIOBKiB i1 IiA3aroyioBkiB rpad) He CTaBIATHCS.
3arojioBKH i MiA3arojoBku rpad Ta pAJKiB Tabiauni MOBMHHI OyTH BHKIaeHi
iMEHHUKOM Y Ha3UBHOMY BIIMIHKY OJHHMHHU. Y 3arojIOBKax i MiJ3aroJoBKax pSKiB i
rpag TaOMMI BKUBAIOTHCS JUINE 3aralbHONPUHHSATI YMOBHI MMO3HAYeHHS i
ckopoueHHs. ['papu Tabmuumi, - SKi pO3MIIIYIOTECS Ha KUIBKOX CTOPIHKaX,
HyMepytoTbcs. Ha npyriif Ta HacTymHHX CTOpiHKaxX TaONwili 3a3HAYalOTHCS HOMEPH
rpad, a TakoX y BEpXHbOMY IIpaBOMY KyTKY — ciioBa "TIpogoskeHns gomarka”.

Biomimku npo HanaeéHicmb 000amKie

44. Jlomatku IO HJOKYMEHTIB, KpiM JOAATKiB OO CYIPOBIAHMX JIHCTIB,
CKJIQAIOThCS 3 METOIO JNOIOBHEHHS, MOSICHEHHS OKPEeMHUX IHTaHb ab0 JOKyMEHTa B
iJoMy.

45. JlomaTku 10 TOKyMEHTIB MOXYTh OYTH TaKHUX BHIB:

IOOATKH, IO 3aTBEPIDKYIOTBCS PO3MOPSAYUMH TOKyMEHTamH (IIOJIOXKEHHS,
1HCTPYKIIii, MPaBUJIa, IIOPSAKH TOLIO);

IOAATKH, IO TOMOBHIOKOTH Ta/ab0 MOSICHIOIOTH 3MIiCT OCHOBHOT'O JIOKYMEHTA;

IOJATKH, IO HAICHIAIOTECS i3 CYIIPOBIIHUM JIHCTOM.

Y TeKcTi OCHOBHOTO JOKYMEHTa pOOMTBECS Taka BiIMiTKa IpPO HAsBHICTH
noAatkis: "mo gomaerbes”, "srimHo 3 momatkoMm", "(momarok 1)", "BimmosigHO 10
nJomatka 2" abo "(muB. momarok 3)".

46. Jlonatku opOPMITIOIOTECS, SIK MIPABHJIO, HA CTAHJAPTHHUX apKyllaxX IMamepy.
Ha npyri#t i HacTynHi#i CTOpiHKAX JojaTka poOUThCs Taka BiaMitka: "[IpomoBxeHHs
nonmatka", "IIponoBxenns nogarka 1".

Ha pmomarkax [0 TIOJIOKEHb, IIpaBUJl, IHCTPYKIi# TOILIO TNPOCTABISIETHCS
BiZIMITKA ¥ BEpXHbOMY IIPaBOMY KyTi IepIIO] CTOPIHKU JTOJIATKa, sIKa BKIIOU3E HOMEP
710laTKa, 3arojIOBOK HOPMATHUBHO-TIPABOBOTO aKTa Ta IMOCWJIAHHS Ha BiANOBIIHY
CTPYKTYpHY OIVHHUIIO. Y pa3i JONOBHEHHS HOPMaTHUBHO-IIPABOBOTO aKTa, SKHAH
nijssirae JgepKaBHIN peecTpallii, HOBOIO CTPYKTYPHOIO OJHHUIICIO 3 TIOCUTIAHHSM Ha
701aToK ab0 BHUKIIIOUCHHS 3 TEKCTY HOPMATHUBHO-TIPABOBOTO aKTa CTPYKTYpPHOL
OIMHUIN, SKa MICTUTH MOCHWIAHHS Ha JAONATOK, HyMepalis JOJATKIB Ta BiJIIOBIIHI
TIOCHJTaHHS Ha HUX Y TEKCTI HOPMAaTHBHO-IIPABOBOT'O aKTa 3MiHIOIOTHCS.

Hanpuxnan: Honatox 1
1o Pexomennariit momo 3a6e3neueHHs
y 2019 pomi 3aknaniB 3araibHOI
CepeHbO1 OCBITH LIKITEHUMH aBTOOY-
CaMH, MEePCOHAIILHUMH KOMII I0TepaMH
Ta IpUIOAHHS TOCIYT 3 HOCTYITY JI0
IWBHJKICHOTO [HTEpHETY
(myskr 1 Po3zminy II)

CTOpiHKH KOXHOTO JOAaTKa MaloTh CBOKO HyMmepamiroo. Y KiHII HijJ TeKCTOM
IO0AaTKa IMPOCTaBISETHCS PUCKA, IO CBITYUTH PO HOro 3aKiHYEHHS.
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V pasi HasSBHOCTI KiJIbKOX NOJATKIB Ha HHUX 3a3HAYAIOTHCS MMOPSIKOBI HOMEDH,
ganpukian: noxatox 1, momatox 2. 3nak "No" mepen mu¢ppoBUM IO3HAYECHHSIM HE
CTaBUTHCSL.

Vi pogaTky 10 TOKYMEHTIB Bi3yIOTECS IIPalliBHUKOM, SIKUM CTBOPHUB IOKYMEHT,
Ta KEPIBHUKOM CTPYKTYPHOTO MigpO3/iTy, B SKOMY HOT0 CTBOPEHO.

Jlonatky 10 poO3MOpsKEHb TONOBY paliiepaaMinicTpauii (Haka3iB KepiBHUKa
ariapary  paitepxasMinicTpanii), a TakoK JI0JaTKM  HOPMAaTHBHO-NPABOBOIO
xapaktepy (MOJONKEeHHs, IHCTPYKUIT, MpaBuia, TOPSAKH TOMIO), IO 3aTBEPAKYIOTHCS
PO3IMOPSA/UKEHHSAM TOJMOBH  paljeprkaaMinicTpallii (Haka3oM KepiBHHMKA araparty
paiseprkaMIHICTpaIlil), MIMUCYIOTHCS KepiBHUKOM BiANOBIAHOTO CTPYKTYpPHOTO
ninposainy paligepxaaMinicTpanii (anaparty), 110 € po3poOHUKOM JaHOrO MPOEKTY,
HA JUITHOBOMY OOTI OCTAHHBOTO apKyIla I0JaTKa.

VY pasi KONW AOJATKY HAACHIIAIOTHCSA i3 CYMPOBIAHUM JHCTOM, BIAMITKA IIPO
HAsIBHICTb JIOATKIB PO3MILLY€ETHCS MICHS TEKCTY JUCTA Mepe]l MiAIHCOM.

SIKIIO TOKYMEHT MA€ AOAaTOK, MIOBHE HaliMEeHYBaHHS SAKOTO HABOJAHUTHCS B HOTO
TEKCT1, BIIMITKA PO HASIBHICTH LIHOTO 10/1aTKa 0(OPMITIOETHCS 32 TaKOI0 (hOpMOIO:

Jonatox: Ha 7 apk. y 2 puM.

Ko JMOKYMEHT Mae€ JOJaTKH, I[IOBHE HAWMEHYBAaHHS SKHX Yy TEKCTi He
HABOJHUTECS, iX HEOOXIMHO TEPeNiYiTH ICIs TEeKCTYy i3 3a3HaueHHSIM KiIBKOCTI
CTOPIHOK Y KOKHOMY AOJATKY Ta KIJIBKOCTI X MPUMIPHHUKIB, HAIPUKJIIAL!

Jlogarxku: 1. JloBimka Mpo CTaH COLIalbHO-eKOHOMIYHOIrO PO3BUTKY 00jacTi 3a
I xBaptai 2018 poky Ha § apk. B | npum.
2. JloBimka mpo BHKOHaHHS MicHeBUX OromkeTiB obyacti 3a I xBaprai
2018 poky Ha 5 apk. B 1 mpum.
SIKWIO 710 AOKYMEHTA AOJA€ThCS HIIMA JOKYMEHT, IKMH Ma€ JMOJATKH, BEKMITI\}
Npo HasBHICTH j0/aTKa OGOPMITSIFOTE 38 TAKOKO (POPMOKO:

Jonarox: amct Mincounonituky Bin 20 tpasis 2019 poxy Ne536/12/1.27 1 nopaTok
710 HbOTO, BchoTo Ha 20 apk. B 1 npum.

47.V pasi KoJu JOKYMEHT MICTHTP OlTbIlle IECSATH JOJIaTKIB, CKIaJa€ThCs OIUC
i3 3a3HAYEHHSIM Y TOKYMEHTI TaKoi BiAMITKH:

JlomaTok: 3rij{HO 3 OMKUCOM Ha 3 apk.

Sx110 101aTOK HaACHIAETECS He 3a BCiMa 3a3HAYeHUMH B JJOKYMEHTI afipecaMy,
BiIMiTKa TIPO HASIBHICTH JTOKYMEHTa O(POPMITIOETHCS 32 TAKOIO (HOPMOFO:

JlomaTok: Ha 5 apK. y 2 IPUM. Ha TIEPIILY apecy.

ITionuc
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48. TlocamoBi 0cOOH MIANUCYIOTH JOKYMEHTHM B MeXaxX CBOIX IIOBHOBAXEHb,
BHU3HAYEHUX aKTaMH 3aKOHOJABCTBA, IHIIMMH HOPMATHWBHO-IIPABOBUMH aKTaMHU
Bigmosigno no IHMCTpykmil 3 ninmoBoxcTBa B eneKTpoHHiW ¢opmi Ta IHCTpykmii 3
HinosojcTea painepxaaminicTpanii. [lopsgox migmucaHHsS [TOKYMEHTIB 1HUIMMM
ocobamMu y pa3i BIACYTHOCTI TOJIOBM paiiiep)kaaMiHicTpanii, HOro 3acTyIHHKIB,
KepiBHHKa amapaTy Ta IHIIUX MOCaJ0BHX OCiO, SIKi YHOBHOBaXK€H1 iX IIAIKCYBaTH,
BU3HAYAECTHCS PO3MTOPSHKEHHAM TOJOBU paiiiepkaqMiHicTpallii (Haka3oM KepiBHHUKA
ariapaty padaepkaaMinicTparil).

49. Tlignuc ckIafaeThCs 3 HaWMEHYBaHHS IOCanud OCOOM, sKa MiAMUCYE
MOKYMEHT (IMOBHOTO — y pa3i, KOJM IOKYMEHT HaJIpyKOBaHWi He Ha OnaskKy,
CKOPOYEHOTO — Yy pa3l, KONM JOKyMEHT HaJpyKoBaHWH Ha OnaHKy), 0COOHCTOro
NJIITACY, BAACHOIO IMeHl 1 MPI3BHILA, HATIPUKIIA:

I'onosa paionnol

AepKaBHOI IT1 T C Biracue iM's

aaMmiHicTpanii HNPI3BUIIE

abo

AupexkTop nigmmc Biacne iM'st
HPI3BHUIIE

50. V pasi HagcwiaHHs JOKyMEHTa y TaIepoBii ¢opMi 0JHOYACHO KUIBKOM
yCTaHOBaM IANUCYEThCS TiNBKA OpHTiHAN, SKUHA 3ajMIIAEThCA y  CIpaBl
paiinepxanminicTpanii — aBTOpa TaKoro JOKYMEHTAd, a Ha MiCLd PO3CHIIAIOTHCS
3acBi/{4eH] Cy)0010 IIJTOBOJACTBA HOTO KOTIii.

51. JIoKyMEeHTH IANUACYIOTECA, SIK IIPaBUJIO, OJHIEIO II0CaA0BOIO 0CO0O0I0, a y
pasi, KomM 3a 3MICT HOKyMEHTa HeCyTh BiAIOBiZaNpHICTh KiNibKa oCi0 (aKTy,
¢iHaHCOBi JOKYMEHTH TOILIO), — ABOMa abo Oinplle mocanoBumu ocobamu. Ilpu
BOMY IiANHCH ITOCAIOBUX OCi6 pO3MINIYIOTBCS OAWH MiJ{ OJAHUM BiANOBIAHO 10
mianopsiakoBaHocTi oci6. Hanpuxian:

JdupexkTop nianuc Brnacue iM'st
IPI3BUIIE

I'onoBHU# Oyxraarep HiAnHAC Bnacue iM's
INPI3BMIIE

52.V pasi mianucaHHs CHiJFHOTO JOKYMEHTa KiJJbKoMa ocobaMu, siKi 3aiMaloTh
OJHAKOBI MOCaAM, iX MHIANMHCH PO3MILIYIOThCS Ha OJHOMY PiBHI 1 CKPIMIIOIOTHCS
reyaTkaM# YCTaHOB, HAPUKIIAL;

I'onosa JoJHHCHKOI paiOHHOT TNonoBa HoanHCbKOT paHOHHOT
AepKaBHOI aAMIHIcTpanil pagu
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HIANUC Baacne iM's M1IITIC Bnacre im's IPI3BAHIE
MNPI3BUIIE
BIIOMTOK repOOBOI IIeYaTKH B1IONTOK repOOBOI ITeYaTKU

* JIOKyMEHTH KOJIETialIbHUX OPTraHiB MiANUCYIOTH T'0JIOBa KOJETIAIBHOTO OpTaHy i
CEKpeTap, HalpuKiIa:

I'onosa Komicii H1JITHAC Brnacue iM'st
, NPI3BUINE

Cekperap komicii ITi TN C Bracue iM'st
NPI3ZBUIIE

53. Y pasi BiACYyTHOCTI mocanoBoi 0coOH, HaMeHyBaHHS IOCAAHU, NPi3BHILE,
BIacHe iM's sIKOi 3a3HaueHO Ha MPOEKTi JOKyMeHTa, Horo mmucye ocoba, IIo
BUKOHY€ 11 000B’A3KH, a00 i1 3acTynmHHUK. Y TakoMy pa3i 000B’43K0BO 3a3HAYAIOTHCS
dakrtuuna nocaja, BracHe im'sl i Ipi3BHINE O0COOM, KA MigIMcaia HOKYMEHT, [IPU
UbOMY BHIIPaBI€HHS BHOCUTb PYKOIHUCHHM CIIOCOOOM oco0a, sKa IMigIucye
IOKYyMeHT. He HOIyCKaeThes MmiJ-4ac MiANUCAHHS JOKYMEHTa CTABHTH IPUAMEHHHK
"3a" uu TpaBoOIYHY NOXHIYy DHUCKYy Iepel HaliMeHyBaHHAM mocamd. VY pasi
3aMiIEHHs KepIBHUKA 3a PO3NOPS/DKEHHAM (Haka3oM) A0 HaliMeHyBaHHS IOCAau
nonaroThcs cumMBoad "B.o.".

54. GakcuMisibHE BIITBOPEHHS MIANKHCY IOCanoBOi 0coOM Ha JOKYMEHTax He
JIOITyCKAETHCS.

55. YV pasi cTBopeHHs paiinepikaJMiHICTpaliero TOKYMEHTa Y rareposiit Gpopmi
33 HASBHOCTI IS I[FOr0 OBIPYHTOBAHMX IIiAICTAaB JUIs IX IONAJBINOrO HAACHJIAHHI
ycTaHOBaM CJIy>)kOOI0 JIiJIOBOJICTBA CTBOPIOETHCS B  YCTAHOBIEHOMY TMOPSAKY
eNIeKTPOHHA KOMisl HAaIepOBOTO OpHUTiHANY  BIAMOBITHOTO JOKyMeHTa, sKa
HAJICHIAETHCS ajjpecaTtaM Yepe3 CUCTeMY €IeKTPOHHOI B3a€MOIil OpraHiB BUKOHABYOL
BJIaJIV.

Bizu ma zpugh nozooscenuns ona 0okymenmia,
{0 CIBOPIOIOMbCA Yy RaAneposiil hopmi

56. IlorojukeHHs JOKYMEHTa y pa3i HoTpeOM MoXe 3aiicHIoBaTHCA SK B
paiizepxaminicTpanii (BHYTpilIHE), Tak i 3a 11 MeXaMu iHIIMMH 3aiHTepeCOBAHMMHE
yCTaHOBaMH (30BHIIIIHE).

57. BuyTpillHE IOrO[KEHHS  JOKyMEHTa  O(QOPMIIOETBCA  IUIAXOM
IPOCTaBNAHHA Bi3d. Bi3a BKmoyae ocoOMCTHMH mimmuc, Biache iM's i mpi3BHUINe
0co0H, fKa Bi3ye IOKYMEHT, JaTy Bi3yBaHHs i3 3a3Ha4eHHAM y pa3i morpebu
HallMEHYBaHHS IIOCAIH i€l 0COOH.
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58. Biza mpocTaBIs€ThCS Ha JIULLOBOMY ab0 B pasi, KOJIM MICIS Ha JIMILOBOMY
601l OCTaHHBOTO apKylla HeJOCTaTHhO, Ha 3BOPOTHOMY OOI[l OCTaHHBOTO apKyIIa
IpOeKTy JOKyMeHTa. Bi3W 0poCTaBISIIOTECS Ha TANEpOBUX IPUMIPHUKAX
JOKYMEHTIB, IO CTBOPIOIOTHCSA Y pa3l HAsBHOCTI ITJCTaB, SKi BU3HAIOTHCS
OOIPYHTOBaHMMHM JJIsSi CTBOPEHHsI YCTAHOBOIO JOKYMEHTIB y mamepoBiii ¢opMi, Ta
3QJIUIHAIOTHCS B YCTaHOBI.

59. 3ayBaxkeHHS 1 TPOMO3ULIL, OO MPOEKTYy ITOKyMEHTa BUKJIAJAIOTHCS - Ha
OKpPEeMOMY apKyIlli, PO IIl0 Ha MPOSKTI poOUTHCH BIIMOBIAHA BigMITKA!

HauansHUK 3arajibHOTO BiJUILTy
Jlara 1JIITHC Brnacue im's TTPISBUILE
3ayBakeHHS 1 MPOTIO3MILT JOMAFOTHCH.

60. Ilopsimox Bi3yBaHHS BHU3Ha4aeThcs B IHCTpyKWii 3 JAUIOBOACTBA B
eNeKTPOHHIN dopmi. ‘

61. 3a 3MiCT JOKyMeHTa, SKUN BI3yeTbCS KUITbKOMa OCO0aMH, TakKi OCOOH
BiIIOBIIAOTH 3r1JHO 3 KOMIIETEHIIEIO.

62. 30BHIIIHE IIOTOKEHHS IIPOEKTIB JTOKYMEHTIB, CTBOPEHUX Yy IaIepoBii
dopmi, OGOPMIAETECA MIIAXOM NPOCTABNAHHS HA HUX rpH(a NOTOMKEHHS, SKUii
Bmouae B cebe cinoso "IIOI'OJDKEHO", wHaliMeHyBaHHS Iocagd OCOOM Ta
YCTaHOBH, 3 AKOK MOTOKYETHCS MPOEKT JOKYMEHTa, OCOOMCTHH IANMC, N0CaA0BO]
ocobu, ckpiniennii repbOBOKO TIEYATKOIO, BllacHe iM's, Ipi3BHIIe 1 AaTy abo Ha3By
JIOKYMEHTA, 1[0 HiITBEPPKY€E [IOTODKEHHS, Horo JaTy 1 HoMep (1HAEKC), HaupUKIIa:

[TOI'OJKEHO

JlupekTop nernapTaMeHTy eKOHOMI4HOTO

PO3BHTKY i TOpriBIi obnepkaaMinicTparii

IMianuc Buacne im's TTPI3BULE

ara

[TOI'OXKEHO

[TpoTokon 3acinaHHs
ExcneprHO-TIepeBipHOT

KOMicii AepXkaBHOTO apXiBy o0nacTi
Harta Ne

63. I'pu¢ DNOromXeHHS CTAaBUTHCSA HIDKYe IMIAMHACY Ha OCTaHHIM CTOpiHIU
IIPOEKTY JOKYMEHTA.



18

64. YV pa3i KoiM 3MICT JOKyYMEHTa CTOCYEThCS Ounbllle HiXX TPbOX YCTAHOB,
CKJIaIA€THCS apKyIll TIOTOKEHHS, PO 10 POOUTHCH BiAMITKA Y JTOKYMEHTI Ha MICIIi
rpuda IoroKeHHs, HalpUKIa:

APKYII IOTODKEHHS TOJAETHCS.

65. Apkyni MOro/ukeHHs o(OPMITIOEThCST Ha JIMIIbOBOMY Ta y pasi NMoTpebu
3BOPOTHOMY OOIli OJJHOTO apKyIiia 3a TaKo (HopMoIo: )

APKYIII HOTOAKEHHS

Ha3sa npoekTy 10KyMeHTa

HaiiMenyBaHHs nocanu T JITHC Bracue im's [TPISBUIIE JlaTa
HaitmenyBanHst nocaau I JAMHC Brnacue im'ss TTPI3BUILE [lata
HaliMenysanusg nocaau TT1JITTHC Biacue iM's TTPI3BUILIE Jara
HaiimenyBanns nocagu T JIITHC Brnacue im'st TTPI3BUILE Hara

66. 30BHIITHE TOrOJPKEHHS y pa3l moTpebu, BH3HAYEHOI 3aKOHOAABCTBOM,
3MIACHIOETBCS B TaKid IOCHIJOBHOCTI: YCTaHOBM OJHAKOBOTO piBHS Ta 1HII
YCTaHOBM; IPOMAJICHKI OopraHi3alii; opraHw, siKi 3/1iiCHIOIOTh JIepXaBHUN KOHTPOIL B
NEBHIM cdepi; yCTaHOBH BHILOTO PIBHS.

Biooumok newamku

67. Ha joxyMeHTaX, IO 3aCBi4ylOTh [paBa I'POMajsiH i IOPUAMYHUX 0Cib, Ha
KX QikcyeThest GaKT BUTPAUaHHs KOIITIB i IPOBEIEHHS OIlepallill 3 MaTepialbHUMK
[IHHOCTSIMH, MiANKC NocafoBoi (BiAMOBiHaIBHOT) 0COOU CKPIILTIOETHCS TepOOBOIO
NeYaTKOo paiiepxaaMinicTparii.

IMepenix iHIIUX JOKYMEHTIB, IAMMCH HAa SKUX HEOOXiJHO CKpIiILIFOBATH
repboBOI0  IEUATKOK, BU3HAYAETHCS  paiffiepXaaMiHicTpallielo Ha  MiAcCTaBi
HOPMATHBHO-IIPABOBHMX aKTiB Ta IPUMipPHOTO NepeIliKy TOKYMEHTIB, IIAMUCH Ha SKUX
CKPIILTIOIOThCS repOOBOIO TIeUaTKo (10AaToK 3).

68. Bigoutok IIe4aTKH, Ha IKIA 3a3HaueHo HallMEeHYBaHHS
paiiepxanminictpauii a6o ii cTpykTypHOro miaposniny (6e3 300paxeHHs repba) y
pa3i oTpeOu CTaBUTHCS HA KOIMISIX JOKYMEHTIB Ta Ha PO3MHOXXEHUX IPUMipHUKAX
PO3MOPSATINX JOKYMEHTIB.

BigOUTOK MeYaTKH CTAaBUTLCS TAKMM YHHOM, 100 BIH OXOIUIIOBAB OCTaHHI
KiJibKa JiiTep HAaWHMEHYBaHHS TOCaIH 0Cco0H, SKa MMinucaia JOKyMEHT, ajle He MiINUC
110CaZI0BOI 0coOM, a00 Ha OKpPEeMO BUALICHOMY IS IIHOTO MicIli 3 BigmiTkowo "MIT".

69. Po3nopsiKeHHAIM TOJIOBH paiiiepxaaminicTpauii (Haka3oM KepiBHUKA
arnapatry paijiep>kaJMiHicTpanii) BH3HAYAETHCS MOPSJOK BHKOPHCTAHHS, Micle
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36epiranHs repbOBOT MeYaTKH 1 mocanoBa ocoba, BiANOBiZaibHA 3a ii 30epirannd, a
TaKOX Mepesiik oci0, MATUCH SKUX CKPIILUTIIOIOTHCS repOOBOIO MEYaTKONO.

Biomimka npo 3aceiouennsa naneposux Koniii 00KyMeHmie

70. PaiimeprxamMiHicTpallisi MOXe 3acBiTdyBaTH KOIIi JIMIIE THX JOKYMEHTIB,
IO CTBOPIOIOTHCS B Hilf, KpIM BHIIA[KIB CTBOPEHHS MAlePOBHX KOIIiH eTeKTPOHHIK
JIOKYMEHTIB, IO HAAIUIIIK 10 palinepkaaMiHicTpalii yepe3 CHCTeMY eJEKTPOHHOI
B3a€MOJII] OpraHiB BUKOHaBYOI BjiagW (#aji — CHUCTEMa B3aeMOJii), a TaKOX ¥y
BUIAJKAX, TepeI0aYeHUX [IUM ITYHKTOM.

V pasi miaroToBKU TOKYMEHTIB JJIsi HaJaHHS OpraHaM CyAOBOI BIaJd MiJ 4ac
BUpILIEHHS] TIUTaHb IOAO0 MPUHHATTSA rPOMaJsiH Ha poOOTy, HAaBUAHHS, 3aCBIIYEHHS
iX TPyNOBUX, XXKUTJOBUX Ta IHIIMX MpaB y B3a€MOBIIHOCHHAX 3 YCTAaHOBOIO, a TAKOX
mig yac (bopMyBaHH;I 0COOOBHX CIIpaB MpaliBHUKIB palinepkaIMiHICTpallil MOXe
BUTOTOBIIATH KOMii JOKYMEHTIB, BHAAHUX IHIIMMU yCTaHOBaMH (KOMil AHILIOMIB,
CBI/JIOIITB TIPO OJIEP>KAHHS OCBITH TOIIIO).

Binmitka "Komiss" mnpocTaBisieThCs Yy BEPXHBOMY TPABOMY KYTKY Hepmoi‘
CTOPIHKHU MMarnepoBOro JOKYMEHTA.

[TopsiioK CTBOPEHHS MANEPOBUX KOIiM €JIEKTPOHHUX JOKYMEHTIB BU3HAYAETHCS
[HCTpyKIli€ro 3 AIOBOACTBA B €IIEKTPOHHIH GopMi.

71. Hamuc npo 3acBijueHHs nanepoBol komil AoKyMeHTa y mnaneposiil ¢opmi
cKnagacThes 13 cxiB "3rimHo 3 opuriHanoM", HaWMEHYBaHHS T0CaJH, OCOOHCTOrO
niamucy  ocolu, sKa 3acBildye  KOMiF, BIACHOTO iMeHI Ta Mpi3BHILA, AaTH
3aCBIJMEHHST KOIMMIT Ta TIPOCTABJISIEThCS HIKYE pPeKBI3UTY HokymeHTa [limmuc”,
HAMPUKIAA:

3rifHO 3 OpUTIHATIOM

Tonopuuii cnenianict 3arajJibHOro BiAALLY

anapaty Joanncprkol palionnoi

nep:xapuol aaminicrpaunil I JTHC Baacue im'sa
NPI3BULIE

Jara

YV Bunaakax HaJCWIAHHS KOMiH JOKYMEHTIB depe3 CUCTeMy eJeKTPOHHOI
B3a€MOJIIT, HAJCHIAHHS KOIM JIOKYMEHTIB KUIBKOM aapecaTam (po3cuika), 1HIINX
Bunaakax, nepenbavenux I[HCTPyKUiel0 3  HINOBOACTBa palizepikaaMiHicTpauil,
JACRITUEHHS TIATIEPOBUX KOTIH JOKYMEHTA y naneposiit ¢popMi 311HCHIOIOTH 3T1AHO 3
BUMOravMu IHCTPYKIIT 3 AUTOBOACTRA B €JICKTPOHHIH (opmi.

72. Hamuc mpo 3acBigueHHs ManepoBOi KOMIi CKPIIUIIOETBCS MEYaTKOW 13
3a3HaueHHSIM Ha Hill HaliMeHyBaHHs paiaepkaaminicTpaiii (6e3 306paxenHs repba)
ab0 MeYaTKOK CTPYKTYpHOro miapo3aury (ciyx0u HiNOBOACTBa, CIYy)XOH Bimmiy
yrpasiiHHs nepconanoM, PCO Tomo).
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73. Ha xorisix MOKyMEHTIB y mamnepoBifi ¢dopMi, 1MOA0 SKUX 31IHCHIOETHCS
BHIMKa, 3a3HA4Ya€Thes HaliMeHyBaHHsA Tocaam ocobu, sKa 3acBi4uia KOMiloo, il
ocobucTHil MiATMC, Hara 3acBijueHHs Ta BIAOHTOK ITeYaTKu Ciyx0u AUIOBOJCTBA,
HANPUKIAA
3ri/tHO 3 OPUI'THAJIOM
Fojosunii cnewiajgicT 3arajgsHOro Biaginy

anapaty JoanHcbKOl paiOHHOT .
nep:kaBHoOi aaMinicTpaunii. T ITHC Bnaacue iM'sn
MPI3BUILE

BiIOMTOK TIeHaTKU CITYKON JAUIOBOJCTBA

Jara

74. Ha xomisx BUXIAHUX JOKYMEHTIB, L0 3aJMUIAIOTHECS Y CHpaBaX YCTaHOBH,
MOBUHHI OYTH Bi3U ITOCAOBUX OCI0, 3 SKUMH BOHM TTOTOIPKEHI, BIMOBIIHO 10 BUMOT
[HCTpyK1iT 3 AITOBOACTBA paliiepKaaMiHicTpaliil.

75. Komis noKyMeHTa ITOBUHHA BiATIOBIIaTH OpUTIHAIY.
Biomimku npo cmeopenHs, 6UKOHAHHA 0OKYMEeHmMA

76. BrnacHe iM’s Ta Mpi3BUILE MpalliBHUKA, SKUH CTBOPHB JOKYMEHT, i HOMep
fioro cimyx0oBoro TenedoHy 3a3Ha4alOTHECS B HIDKHBOMY JIIBOMY KyTKY OCTaHHBOI
CTOPIHKH MarepoBOro JOKyMEHTa, HAPUKIIAL:

Oena Iletpenko 24 55 44

77. Tlicns 3aBepitieHHsT poOOTH 3 JTOKYMEHTOM IIPOCTaBIISETHCS BIAMITKAa PO
fioro BukoHaHHs1. BigMiTKa Ipo BUKOHAHHSA JOKYyMEHTa CBiIYMTH IIPO Te, IO poboTy
HaJl JOKYMEHTOM 3aBEpIIEHO i HOro MoXKHa JOJNYYMTH IO ClpaBH. BimMiTka moxe
mictutH cioBa "Jlo crpaBu", HOMep CHpaBH, MMOCHIAHHS Ha JaTy 1 peecTpaliiHui
IHJeKC OKYMEHTA; KK 3acBiquye HOro BUKOHAHHS, HaliMEeHYBaHHs ITOCaH, MIAIHC
i mary. SIKIO MOKYMEHT He motpedye MMCBMOBOI BiJIIOBiAI, 3a3HAYAIOTECA KOPOTKI
BiZoMocTi npo BHUKOHaHHS. [lifmuc 1 Jaty BIAMITKH MPOCTaBisie MpaliBHHK, SKHH
CTBOPHB JIOKYMEHT, ab0 KepiBHUK CTPYKTYPHOTO IiApo37iny. 3a3HaueHUH peKBi3UT
IOpOCTaBISEThCA Bl  pyKd Yy  JBOMY  KYTKY  HIDKHBOIO  TIOJS
TIepIIOi CTOPIHKY, HAIPUKIAL:

Jlo copasu Ne 03-10 abo

Jlucr-BigmoBige Bix 20.05.2019
Ne 03-10/01/802

nocaga mignuc Bracue im'a IIPI3BUILE
21.05.2011

Ho crpaBu Ne 05-19

IIuTanHs BUpilIEHO TIO3UTHBHO MiJ Yac

TeNePOHHOT pO3MOBH
04.03.2019

nocaja nignuc Baacue im'a HPI3BI/IH_IE
05.03.2011
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78. BigMiTka TIpO0  HagXOMKEHHS  MAlepoOBOro  JOKYMEHTa 10
paiinepxagMiHiCTpallii MPOCTaBIAETECA Bifl pyKH abo 3a MOIOMOIOK0 IITamiia,
aBTOMAaTHYHOTO HyMepaTopa Yd LITPUX-KOAY Ha JUILOBOMY ITOJIi y IIPaBOMY KyTKY
HIDKHBOTO ITOJIS NIepIIOro apKyllla OpUTriHaly AOKyMeHTa. EleMeHTaMH 3a3Ha4YeHOro
PEKBI3UTY € CKOpodYeHe HailMeHyBaHHS YCTaHOBH — OJepXyBada IOKYMEHTa,
peecTpalifiHui iHgekc, mata (y pasi moTpeOM roauwHa i XBHIIMHM) Ha[XOJDKEHHS
JIOKyMEHTA. _ .

SIKIO KOpPECIOHJICHIis HEe PO3KPUBAETHCS BIAMOBIAHO MO TyHKTY 148 miel
IHcTpykuii, BIAMITKa PO HAaAXOMKEHHS JOKYMEHTa NPOCTAaBIAETHCA HAa KOHBEPTaX
(ymakyBaHHSIX).

VY pasi HagXoIDKEeHHs 30pOIIypOBaHMX TOKYMEHTIB pa3oM i3 CyNpOBiIHHM
JMCTOM BiIMITKA CTaBUThCS Ha CYTIPOBiTHOMY JIHCTI.

3anuc npo depiicagny peccmpauiro

79. 3anuc mpo JepKaBHY pEECTpalilo pOOUTHCS IIOAO0 HOPMATHBHO-IIPABOBHX
aKTiB yCTaHOB, BKIIOYEHHX A0 CIWHOTO IEepPXXaBHOTO pPEECTPY HOPMATHBHO-
IIPaBOBUX aKTiB.

Jlo Haka3iB (pO3NOpSAMKeHb, TOCTAHOB, pillleHb) HOPMATHBHO-IIPABOBOIO
XapakTepy He BKIIOYAIOTHECS CTPYKTYPHI ONMHHMIN, SKMMH 3aTBEPIKYIOTHCH,
3MIHIOIOTBCS a00 BH3HAIOTHCA TAKMMHM, [0 BTPATHIM YHUHHICTL, JOKYMEHTH, SKi
JepXXaBHIM peecTpanil He TMIANAralOTb, KPIM HakasziB (pO3MOpAKEHb, MOCTaHOB,
pillieHb ) PO 3aTBEPIHKEHHS (POPM 3BITHOCTI Ta IHCTPYKIILH MIOAO X 3alIOBHEHHS.

Y pa3i mojaHHA HOPMaTWBHO-IPABOBOTO aKTa Ha JIEPKABHY peeCcTpaliio B
eIEKTPOHHIN (HOpMi 3aMuC MO JepXKaBHY PEECTPALl0 BHOCUTHCS 10 PEECTpaLiiiHO-
MOHITOPMHI'OBOI KapTKH, Ta MOXe y pa3i rnotpedbu OyTu BiyasizoBaHuii 3acobamu
CHCTEMH €JIEKTPOHHOT'O JIITTOBOACTBA IIiJ] Yac Bizyalni3amii JOKYMEHTA.

CKnadenHa 0eaKkux e6uoie 00OKymeHmie

Po3nopsaodocenns (naxkazu)

80. PosmopamxenHs (HakasM) BHAAIOTBCA SK pillEHHS oOpraxizauiiiHo-
PO3MOPSAYOro Y¥ HOPMATUBHO-IIPABOBOTO XapaKTepy. 3a 3MiCTOM yNpaBIiHCHKOT Hil
Haka3¥ BUAAIOTHECA 3 OCHOBHOI JISUTBHOCTI pailiepkaaMiHicTparlii, aaMiHicTpaTHBHO-
rocroiapchbkux abo KaJpOBUX ITUTAHb.

81. Ilpoektm  posnopsmkeHb (Haka3iB) 3  OCHOBHOI  JisJILHOCTI,
aJIMiHICTPaTUBHO-TOCIIOAAPCHKUX HHTAHb TOTYIOTBCSA 1 MOMAIOTBHCA CTPYKTYPHHUMH
MiApOo3/iNaMu 3a JOpY4YeHHSIM TOJIOBU paiifiepxkanMinicTpanii (kepiBHUKa amapary)
YH 33 BJIACHOIO 1HII[IATUBOIO.

IIpoextn posmopsmxeHs (HakasiB) 3 KagpOBHX MUTaHb (0COGOBOrO CKIamy)
(mpo npuHHATTA Ha poOOTY, 3BLIBHEHHS, HAaJaHHS BiAMYCTKH, BiAPAIKEHHs TOIIO)



22

roTye CEKTOp YIpaBIiHHS IEPCOHANIOM arapary paiaepxkaaMinicTpanii (mam —
KazpoBa ciyx06a) Ha mifcraBi pilleHs (BKa3iBOK) I'OJOBU paiiaepikaAMIHICTpPaIlil
(kepiBHHKa amapaTy) OpraHi3aliifHO-pO3MOPSAYOr0 YM HOPMAaTHUBHO-IIPABOBOIO
XapaxkTepy, JOMOBITHUX 3alIUCOK KePiBHHUKIB CTPYKTYPHHX IiIPO3.iliB, KOHKYPCHUX
IOKyMeHTiB (IIPOTOKONIB Ta pillleHp arecTauifiHoi 4Yum iHImIOI KoMicii), 3asB
IpalliBHUKIB, TPYAOBUX JOTOBOPIB Ta iHIMMX JOKYMEHTIB.

82. Ilpoektm  po3mopsaxeHb (Haka3iB) 3  OCHOBHOI  JisUTBHOCTI,
aZMiHICTPAaTUBHO-TOCIIOJIAPCBKUX IUTaHb Yy pa3i iX MiJATOTOBKH y MamepoBiii Gopmi
Ta JOJATKH JI0 HUX Bi3yIOTbCS MPaLliBHUKOM, SIKWH CTBOPUB JHOKYMEHT, K€PiBHUKOM
CTPYKTYpHOT'O TiIpO3Mily, B SKOMy HOTO CTBOPEHO, MOCaJOBUMH OCO0aMH, SsIKi
BH3HAYEHI Y MPOEKTI JOKyMEHTa SK BUKOHABII 3aBlaHb, IO MICTATHCS B HHOMY,
KEepIBHUKOM CIIy’)KOH J(iJIOBOACTBA, pENaKTOPOM, KEPIBHHKOM abo II0CagoBOIO
0c00010 CTPYKTYpPHOTO HiAPO3AUTYy 3 MHUTaHb 3arlo0iraHHs Ta BUABICHHS KOPYIIIIL,
{HIIMMU IOCagOBUMH 0c00aMU, IKUX CTOCYETHCS TOKYMEHT.

[IpoekTn HakaziB (pO3MOpSIKEHBb) 3 KaJAPOBHX NHTaHb (0COOOBOTO CKIIAIY)
BI3YIOTBCSI TIPAalliBHUKOM KaJpOBOl CIyX0OH, SKHUH CTBOPHB HOKYMEHT, Ta HOTO
KepiBHMKOM, a TaKOX 3aJ]eXHO BiJg BHJIB HaKa3iB II0CaJOBHMH OCOO0aMHU
CTPYKTypPHOI'O MiAPO3AULYy 3 IWTaHb 3amoOiraHHsS Ta BHUABJICHHA KOPYIILIL,
OyXTanTepchkol CIy)KOHM, IHIIMMH [IOCAZOBHMM OCO0aMH, SKUX CTOCYEThCS
JIOKyMEHT.

Y pa3i HeoOXiOHOCTI NMpOBEAEHHS OIHKM 3MICTY Ta JOIJIBHOCTI BHIAHHS
Haxa3y (po3MopsHKEHHs) 31iiCHIOETHCS 30BHIIIHE MTOTOMKEHHS IIPOEKTY JOKyMEHTa
3 IHIIAMH 3aiHTePEeCOBAHNUMH YCTaHOBaMU.

83. VHOBHOBaXXeHOK OCO0O0I0 IOPHAWYHOI CIy>)KOM OOOB’SI3KOBO Bi3yIOThCS
[POEKTH PO3MOPS/KEeHb (Haka3iB) HOPMATHBHO-IIPABOBOTO XapakKTepy, a TaKOX
posmopsKenHs (Haka3n) 3 KaJpoBHX MUTaHb (0COO0BOTO CKIIALy).

84. SIkmo B TpoIleci IOTOKEHHS IO TPOEKTY PO3MOpSIXEeHHS (HaKazy)
BHOCSATLCS 3MiHM, BiH ITiJISTa€ IOBTOPHOMY IIOT'0/IKEHHIO (Bi13yBaHHIO).

85. PosnopsmkenHs (Hakasu) MiIIMHUCYIOThCS TOJIOBOIO paiineprkaaMiHiCcTpanii
(KepiBHHKOM amapaty), 3 IHUTaHb, 0 HaleXaTh IO HOro kommereHHii. Y pasi
BiJICYTHOCTI TOJIOBH paiiepkaiamiHicTpallii (KepiBHHKa amapaTy) pO3IOpPSIKEHHS
(HaKasu) MiAIUCYIOTHCS MTOCaJOBOIO 0COOO0I0, SIKa BUKOHYE HOTO 000B’ I3KH.

86. PosnopsimkenHs (Hakasd, pillleHHs ), sIKi € HOPMATHBHO-TIPABOBUMH aKTaMH,
HAaOMpaOTh YHHHOCTI 3 OHSA ix odimifiHoro omnyOmiKyBaHHS, SIKIIO IHIOE He
BCTAHOBJICHO TaKUMH PO3NOPSIKCHHIMH (HAKa3aMH, PIillIEeHHSIMH), aje He paHillle
IHS X o¢iliifHOro Omy0iKyBaHHS.

87. PosnopsmxeHHs (Haka3) oQOPMIIIOETHCS Ha OJIAaHKY PO3MOPSIDKEHHS
(nakazy). 3MIiCT po3NOpsAIKeHHS (HaKa3y) KOPOTKO BHKJIAHAETHCS B 3ar0JIOBKY, SIKHM
MOYUHAEThCSA 3 NMpuiiMeHHuKa "IIpo" 1 ckimamaeTbes 3a JOIMOMOIOIO BiIJIi€CTiBHOTO
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imenHuka ("IIpo 3atBepmxenHs...", "Ilpo BBemenns...", "IIpo cTtBopeHHs...") a6o
iMmennuka ("IIpo migcymkn...", "TIpo 3axomu...").

88. Tekct po3mopsimkeHHs (Hakasy) 3 NHTaHb OCHOBHOI [isIBHOCTI Ta
aIMIHICTPATHBHO-TOCIOJAPCHKUX MTUTAaHb CKIAIAETHCS 3 MPeaMOYIH 1 po3Imopsauol
YaCTHHH.

-

89. ¥V mpeamOyni 3a3HavalOThCS MiJICTaBa, OOIPYHTYBaHHsS abo MeTa BHIAHHs
po3nopsKeHHs (Hakasy). 3a3HaueHa YacTHHA IOYMHAETELC i3 ciniB "Ha Buxonanus",
"3 Meror" Tomo. SIKIO JOKYMEHT BUAAETHCSA Ha IIJACTaBi IHIIOTO PO3IOPSAUOTO
JIOKYMEHTa, Y KOHCTaTylodiii uacTuui (mpeaM6yii) 3a3HAYaeThCsl MOCHJIAHHS Ha
Bi/ITTOBITHMH JTOKYMEHT.

Posnopsiua YaCTHHA PO3MOPSAKEHHS MTOYUHAETHCH i3 clIoBa
"30bOB’3VYIO:", a nakasy ciosom "HAKA3VYIO:", ske IpyKyeThes XKUPHAM
HIPUGPTOM, TICIHISL IKOTO CTaBUTHCS JIBOKpAIIKa.

90. Posnopsaya 4YacTHMHAa NOAUISIETbCS HAa MYyHKTH 1 IIANYHKTH, SKi
HyMEPYIOTbCS apaOChKUMH HHU(ppaMu. Y KOXKHOMY ITYHKTi NMOBHHHI OyTH 3a3HaueHi
oprasizaliiHo-posnopsaya Aisi (3aTBepIKeHHS abo BBEOECHHS B M0 iHCTPYKIi,
IIOJIOXKCHHS TOIIO) abo KOHKpEeTHe 3aBIaHHSA (JOpYYeHHS) i3 CTPOKOM HOro
BUKOHAHHS Ta CTPYKTYPHI MIAPO3/1JIH — HOrOo BUKOHABIIi, HAIIPHUKIIA/:

YIIPABJIIHHIO COLIAJIBLHOTO 3aXHUCTY HACENIEHHs paliepkaaMiHicTpaii;

KepiBHUKaM CTPYKTYPHHUX HiAPO3iNIB paiiiepaAMiHICTpallii;

MiCBEKOMY, CEJTUIITHOMY, CITBCBKHAM TOJIOBaM pajJl paiioHy.

91. Hexkonkperni ("mpuckoputu", "mominmmrtu", "akTHBi3yBaTH", "3BEpPHYTH
yBary" TOIIO) Ta HEKOHTposibHI ("moBecTH m0 Bigoma", "o3HalloMHTH" TOWIO)
JOPYYCHHS B Haka3ax He 3aCTOCOBYIOThCS.

92. Ilicist HaOpaHHS YMHHOCTI PO3MOPSKEHHSM (HaKa3oM) BHECEHHS 3MiH JI0
HBOTO, BH3HAHHS MOro TakuWM, IO BTPAaTUB YWHHICTh, UM MOTO CKacyBaHHS
3MIACHIOETHCS JIMILIE UISIXOM BUJAHHS HOBOTO PO3NOPSIKEHHS (HaKasy).

93. PosnopsypkeHHsT (Haka3), SIKUM BHOCATBCS 3MiHH, O(OPMITIOETBHCA 3
ypaxyBaHHSM TaKUX BUMOT:

1) 3aronoBox po3nopsUKeHHs (Haka3y) mourHaeThes i3 ciiB "[Ipo BHeceHHS
3MIH JI0 PO3NOPSKEHHA (Hakasy).." 13 3a3HaueHHSIM OaTh, HOMepa, Ha3BH BHIY
PO3IOPSAAIOro JOKYMEHTa, 0 SKOTO BHOCSTHCS 3MiHH;

2) po3nopsq4a YaCTUHA PO3NOPsKEHHS (HaKa3y) MOYHHAETHCS 3 IIYHKTY:

"1. Brectn 0 posnopsjukeHHs (Hakaszy) ... Taki 3MmiHm:" y pasi BHKIAJEHHS
) Y
3MIH Y TEKCTI PO3MOPAJKEHHS (HaKasy);
"l. Buectn 10 po3nopsipkeHHs (Hakasy) ... 3MiHHM, 1O A0ja0Thes." v pasi

BUKJIAJCHHA 3MIH ¥ BUTTISIAL OKPEMOTO IOKYMEHTA;
3) GopMynIOIOTECS 3MIHM Y BHIJIAAI IIyHKTIB Ta MHiJIyHKTIB PO3HOPSIIOrO
XapakTepy, HaIpUKJIIa:
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"1. IlyHKT 2 BHKJIACTH B Takid pemaxiiii:...";

"2. IlyHKT 3 BUKITIOUHTH";

"1) ab3aiy ApyTHi IyHKTY 4 JOTOBHHTH CIOBAMH..

"2) y I'[l,Z[HyHKTl 2 myskty 7 cioBa "y pasi HOTpe6H 3aMIHHATH CJIOBOM
"Bumaraerbes'.

Y pasi HONOBHEHHS HOPMATHBHO-IPABOBOTO aKTa, SKUM Mijisrae JepikaBHil
peec1paun HOBHUMH CTPYKTYPHUMH ONMHHMISIMM a00 BUK/IOYEHHs 3 TaKOro aKTa
CTPYKTYPHHX OIMHMIb HyMepalisi BiANOBIIHO 3MiHIOEThCS. 3a3sHaueHa BUMOTa
3aCTOCOBYETHCS TAKOXK y Pa3l BHECEHHS 3MiH JI0 CTPYKTYPHOI! OJMHMLI HOPMATHBHO-
NPaBOBOTO aKTa LDISXOM 3aMIHH ii KiIBKOMA CTPYKTYpHUMH OJNMHHUUSAMH. [Mix gac
BHECEHHs 3MIH /0 MYHKTY (IiAMyHKTY), SKMH Hajliuye neKijbka ab3alis (peveHs),
BKA3Yy€THCSI MICHE3HAXOKCHHS LHX 3MiH. ONHOMaHITHI 3MiHH 334 TEKCTOM
HOPMATHBHO-TIPABOBOTO aKTa OO0’€HYIOTBCS B OAHY CTPYKTYPHY OIMHHIUO |
PO3MIILYIOThCS HATIPUKIHL TEKCTY;

4) 3MiHH BHOCATBCS IO OCHOBHOI'O HOPMATHBHO-PABOBOr0 aKTa, AKHI Iizisrae
AepXaBHii peecTpallii, a He 10 aKTa PO BHECEHHS 3MiH JI0 HBOTO;

5) 3MmiHuU 70 PO3IOPANIOro JOKYMEHTa HOPMATHBHO-TIPABOBOTO aKTa, SKH
HiUIIrae fepxaBHii peectpanii, BUKIAalOThCS Y pO3IOPSAYOMY [OKYMEHTI; 3MiHH
Y JI0/IaTOK JIO PO3MOPSIOro JOKYMEHTa 0(OPMITIOIOTECS i IPA(OM 3aTBEpIKEeHHS
AK JIOMIATOK IO PO3IOPATIOrO JOKYMEHTa, 33 BHHATKOM 3MiH 1O HOPMATHBHO-
OpPaBOBOIO aKTa, SIKi MalOTh He3HauHu o0CsT (K MpaBuiio, 710 ABOX CTOPIHOK);

0) y pasi BHECEHHs 3MIH [0 KiIbKOX HOPMATMBHO-NPABOBHMX aKTiB, sKi
MAJSATAI0Th JAEpKaBHIM peecTpanii, TEKCT 3MiH HABOAWTHCS B XPOHOIOTTYHOMY
NOPSIAKY NPUAHSTTS aKTiB;

7) Y. pa3i BHECEHHs 3MiH 110 HOPMATHBHO- NPAaBOBOTO aKTa, AKUM mignsrae
JepKaBHIA peecTpaiii, UUISIXOM BUKNAaAeHHS B HOBIM pemakuii y rpudi
3aTBEP/DKEHHS POOUTHCS TIOCHIIaHHS Ha Aaty i peecTpaniHuH IHJIEKC PO3IIOPAYOrO
JIOKyMeHTa, AKHM O6yJ0 3aTBepIPKEHO OCHOBHUH aKT, Ta 3a3Ha4arOThCs Jara 1
peecTpallifiHui 1HIEKC PO3MOPSIYOro JOKYMEHTa, SKUM 3aTBEp/UKYETHCS HOBA
pelaKiiisi HOPMAaTUBHO-IIPaBOBOTO aKTa. AHAJOTIYHI BHMOTM 34CTOCOBYIOTHCS O
o(opMIIeHHS BIAMITKH JI0 10ATKa JI0 PO3MOPSIHOT0 JlOKyMeHTa. Y pasi JIOTIOBHEHHS
PO3IOPSAIOro JOKYMEHTa HOPMATHBHO-TIPABOBOTO aKTa, KM I1iUIArae JepiKaBHil
peecTpallii, HOBOIKO CTPYKTYPHOIO OJMHUIIEIO HIO/[0 3ATBEPIPKEHHS I0JATKA A0 LBOrO
po3nopsAAY0ro NOKYMEHTa y rpudi 3aTBep/UKEHHS pPOOHTHCS TMOCHJIAHHS Ha JAary i
peecTpallifHuM 1HJEKC pO3MOPSIHOro JOKYMEHTa, SKHM BHOCATHCA 3MIHH JIO
OCHOBHOTO PO3IOPSIYOTO JOKYMEHTR;

8) v pa3i xonm 3MiHH BHOCSATBCS 0 HOPMATUBHO-NPABOBOTO aKTa, SKHil
MUIsrae AePXKaBHIA peecTpaiii Ta sKHii BMKTaZeHO B HOBIM pejakuii, TeKcT
CTPYKTYPHOT OAMHUIL PO 3HOPAAYOrO JOKYMEHTA BUKIIAAETHCS 3 YPaXyBaHHAM TOTO,
IO 3MiHU BHOCATBHCS 10 TEKCTY HOTO HOBOI pefiakiiii 3 MOCHIaHHAM Ha posnopﬂmﬂm
NOKYyMEHT, ~SIKMUM 3aTBEP/UKCHO [EPIly peakuilo, i3 3asHaveHHsM Horo
peecTpalliiHux NaHuX; B JAY)XKKaX 73a3HAUAETHCH POBTOPAAUMEA JOKYMEHT, SKIM
3aTBeP/DKEHO HOBY PEJAKIiIO, MOCHIaHH Ha HOro peectpaliiiii fadi Ta nonepe;un
penakiii HOBOTO HOPMAaTHUBHO-IIPABOBOT'O aKTa He POOISTHCS.

94. Y pasi BUIaHHS pPO3NOPSDKEHHS (HaKasy) NpPO BU3HAHHS TaKUM, o
BTPATHB YUHHICTE, a00 CKacyBaHHs 1HIIIOTO PO3MOPSKEHHS (HaKa3y) y po3TOpsiIdiit
YaCTHUHI 3a3HA4YACTHCSI HyHKT SIKUH HOBHHeH MOYHMHATHUCA 13 ciIiB "Bu3HaTH TakuMm,
L0 BTPaTuB YHHHICTb,..." a060 "CkacyBarty ..." BiANoOBiIHO.

He mninngrarots BHSHaHH}O TaKHUMH, mo BTPaTWIIM YUHHICTh, CTPYKTYpPHIi
OIUHUL HOPMAaTHBHO-IIPABOBOTO aKTa, 3aTBEP/PKEHOrO PO3NOPAIUHM AOKYMEHTOM,
Ta JOJATKiB 0 HBHOTO.
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Y 3B’53Ky 3 IPUAHATTIM HOPMATHBHO-IIPABOBOTO aKTa, AKUM misirae ,r_:epxcaBHm
peecTpallii, BH3HAIOTBCS TaKMMH, III0 BTPATWIM YHWHHICTh, paHille NPHHHATI
HOPMATHBHO-TIPABOBI aKTH, SIKIIO BOHW HE Y3TOMXKYIOTBCSI 3 HOPMami LHOrO aKTa,
BUSBWJIACS TaKAMH, IO MOTIMHYTI HAM ab0 BTPATHIIH CBOIO aKTyanbHICTb; MepeliK
TAKUX HOPMATHBHO-TIPABOBMX aKTiB HABOJUTHCA B OKPEMOMY IYHKTI (IiJIYHKTI)
PO3MOPSIAYOro AOKYMEHTa, SKUM 3aTBEpIPKEHO HOBHM HOPMATHBHO-IIPABOBUM aKT,
ab0 O0GOPMIIOIOTECA  JOJATKOM [0 PpO3MOPSIIOro JOKYMEHTa. Y . mepernikax
HOPMATHBHO-IIPABOBHUX aKTiB, SKi MiNIATAIOTh BH3HAHHIO TaKHMH, [0 BTPATUIHU
YMHHICTh, aKTH PO3MIILYIOTHCS B XPOHONOTTYHOMY TOPSIIKY X NpuHHATTS. Pazom 3
HOPMATHUBHO-IIPABOBUM aKTOM, SIKMM BH3HAETHCS TAKHM, 10 BTPATUB YHUHHICTB,
BHU3HAIOTHCS TAKUMH, 1110 BTPATHIM YHHHICTH, HOPMATHBHO-TIPABOBI aKTH, SKUMH JO
BOTO aKTa BHECEHO 3MiHH.

He BusHatoThes TAKMMH, LIO BTPATHIN HYHHHICTH, HOPMAaTHBHO-IIPABOBI aKkTH 3
OOMeXEeHNM CTPOKOM [ii, CTPOK Jii SIKHX MHHYB. BusHanms HOPMaTHBHO-IIPaBOBOTO
aKTa TaxkuM, 10 BTPATHB YHHHICTb, HE [IOHOBIIIOE JiI0 aKTiB, fAKi BU3HAHI HHUM
TaKUMH, 100 BTPATWIM YMHHICTb. [if OKpeMHUX CTPYKTYpHHX OJMHHIE HOPMATUBHO-
NMPaBOBOTO aKTa, BUKIOYEHHX HOPMATHBHO-TIPABOBUM aKTOM, SKHMH Mae obMexxeHu’
CTPOK [1ii, BITHOBIIOETHCS MICJIA 3aKIHUEHH CTPOKY HOTO il

95. KoHTpoms 3a BHKOHaHHAM 3aBNaHb (HOPYYEHB), 3a3HAYEHUX Y
PO3MOPSIKESHHI (HaKa31) MOKJANaeTbCsl Ha CIyxOy KOHTPONIO, a TakoX Ha
3aCTYIIHMKIB TOJIOBH pai[epKa/MiHICTpallil, KepiBHMKA amnapaTy BiAIOBIAHO O
PO3NOIiTY PYHKI{IOHATHPHIX IOBHOBAYKEHb.

96. Jlns 03HaHOMIICHHS 3 PO3MOPS/DKEHHAM (HAaKa30M) YKJIa1ad roTye Ta mojae
Ha PEECTPaLlil0 PasoM 3 MiNMCAHMM PO3NOPSAIAM JOKYMEHTOM TepeNliK yCTaHOB,
CTPYKTYPHHX TIIAPO3/iNiB, TOCaTOBHX (CIyk00BUX) 0C10, IKUX Tpeba O3HAHOMMUTH i3
IIAM TOKYMEHTOM.

97. PosnopsumxeHHs (Hakasd) 3 KaIpOBHX IHTaHb (0CO6OBOrO CKIIazy)
oOPMITIOIOTECS Y BUIVIAAL IHAMBIAYAIPHUX 1 3BEIGHUX PO3NOPSIKEHD (HakaziB). B
iHIMBIyaIbHAX PO3IOPSDKEHHAX (Hakasax) MICTHThCS IHQOpMALs MpO OJHOrO
npaniBHAKa (CIIBPOGITHHKA), ¥ 3BEACHUX — TIPO KIJTBKOX HE3aJIeXKHO BiJl TOTO, 5Kl
YIPAaBIiHCBKi pilIEHHS 1040 HHUX TpHAMaOTBCS (IPHAHATTS Ha p060Ty,
IpU3HAYEHHS Ha TI0ca1y, epeBeIeHHs Ha iHITy Iocaay (poOoTy), 3BIIEHEHHS TOIIO).

98. 3MicT iHAMBIAYyaJEFHOTO PO3MOPSIKEHHS (HaKa3zy) 3 KaJpOBHX THTaHb
(oc060130ro CKJIaly) CTHCIIO BHKIANAETHCS B 3arofOBKY, SKHil IOYMHAETHCA 3
npuiiMennrka "IIpo" 1 ckiamaeTscs 3a OIIOMOIOKO BIII,JIICCJIIBHOI‘O iIMEHHHUKa,
manpukiaan: "llpo mpusHawenHs... ", "lIpo mpwmiHATTA..". VY  3BeAeHHX
PO3IOPSDKEHHSX (HAKa3aX) MOXKE 3aCTOCOBYBaTHCS y3aralbHEHMH 3arojloBOK,
uanpuknan: "[Ipo kaaposi nutanus", "[Ipo ocobosuii ckmazn”.

99. Y TexcTi po3nOpsA/DKEHb (HaKasiB) 3 KaAPOBUX MUTaHb (0c060BOrO CKnamy),
SIK TIPABMJIO, KOHCTaTykOua 9YacTHHA (MpeamOynia) He 3a3HAYA€THCs, KPIM BUITA/IKIB
NPU3HAYEHHS Ha [0Cajly abo 3BUIBHEHHS 3 IOCAJH KePIBHHX NPALIBHHKIB OPraHOM
BHLIOTO PiBHs 260 3a IHIIOK MPOLEAYPOIO. ¥ TaKOMY pasi B KOHCTATYIOYiil YacTHHI
(mpeam0yuii) HABOJAMTHCS NOCHIAHHS HA BIANOBIIHMA HOPMATHBHO-TIPABOBHH aKT
Opra”y BHILIOTO PiBHS Yy TakKiil ITOCNiZOBHOCTI: BHMI aKTa, YCTaHOBa — aBTOp, JaTa,
HOMep, TIOBHa Ha3Ba.

100. Posmopsinya 4acTvHa PO3MNOPS/DKEHHS (HAaKasy) 3 KaapOBHX THTaHb
(ocoboBoro ckiagy) MOYMHAETHCH, SK MpPaBUIIO, 3 Ji€cioBa Y ¢opMi iHQIHITHBY
"[TPUMHATH", "I'LPI/BHA‘-II/ITI/I" "TIEPEBECTH", "3BIJIbBHUTHN",
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"BII[PHI[I/ITI/I" "HAI[ATI/I" "OI'OJIOCUTHU" Tomo. Jami 3a3Ha4arOTHCA
BEJIMKAMH JITEpaMH  [IPI3BHILE MpalliBHUKA, Ha SKOTO IOLIMPIOETHCS  Ais
posmnopsaKeHHs (Haka3y), 1 MaTUMHU — HOTro BJIacHE iM's Ta TEKCT PO3MOPSIKEHHS
(Hakazy).

VY KOXHOMY IyHKTI pO3MOpSAKeHHS (Haka3y) 3 KaJpOBUX IHTAHb 3a3HAYAETLCS
mijcraBa Ay MOro BUIAHHS.

Tin gac o3HafiOMIIEHHs 3 PONOPS/DKEHHSM (HaKa3OM) 3TaIaHduMH Y HBOMY
ocobaMu Ha IIEPUIOMY NPUMIPHHKY PO3MOPSIKEHHS (HaKa3y) YU Ha CHelialbHOMY
6J1aHKy IIPOCTABISIOTECS MIAMNKMCH i3 3a3HAYEHHAM JIaTH O3HAHOMIIEHHS.

Y posnopsmkeHHi (Hakasi) IPO MNpU3HAYEHHA abo 3BUTbHEHHS MpAIliBHUKA
3a3HAYa€ThCs MOBHA JlaTa (YUCTO, MICSIh, PiK) (haKTHIHOTO BHXOAY IpauiBHUKA Ha
po60Ty (NpunMHEHHS TPYIOOBHUX BIHOCHH), PO3MipH HOro mocamoBOrO OKJIALy
BIJITIOBIJIHO JIO LITATHOI'O PO3MHNCY, HAO0ABOK Ta JAOILIAT.

101. V 3BeneHux Hakaszax (pO3HOPSMKEHHSIX) 3 KAaIPOBHUX IHTAHb (ocoboBoro
CKJIaly) MO PO3MOPAAYOl YACTHHH BKIIOYAETHCS iHOpMALis, WO PO3MIMLyEThCS Y
TaKid MOCTIJOBHOCTI: MPUHHATTA Ha pPoOoTy (CIIy:K0Y), MepeBeleHHs, 3BIIbHEHHS.
IIpn oMy [0 OZHOrO 3BEJCHOTrO HaKasy He MOXe BKIIOYATHCA iHQopMaris, ska
3T1HO i3 32aKOHONABCTBOM M€ Di3Hi CTPOKH 30€piraHHsL.

Y 3BefeHUX pO3NOpsKEHHSAX (HaKa3ax) Ipi3BUINA OCi0 y Mexax IyHKTIiB
PO3MIMIYIOTECS 32 ajhaBiTOM.

102. CrineHe po3mopskeHHs (Haka3) YCTAHOB OJHOTO PiBHS O(OPMIIOETLCS
Ha YMCTUX apKyliax mamepy ¢opmary A4 (210 x 297 minimerpis). depxapnuit I'ep6
Vkpainu min 4ac oOpMIIEHHS TaKMX HaKa3iB HE BiATBOPIOETHCH. HaiimenyBaHH:
YCTaHOB PO3MIIIYIOTBCS HA OJHOMY DiBHI, a Ha3Ba BUIy JTOKYMEHTa — ITOCEpEIHHi.
Jlata CIiIBHOTO PO3MOPSHKEHHS (HaKasy) MMOBUHHA OyTH €JIUHOIO, BiANOBimaTH nari
OCTAHHBOTO TIANMCY, @& peecCTpauifHuil i{HAEKC [JOKyMeHTa CKIIaiaTHCS 3
peecTpauifHUX 1HIEKCIB, sSKi NPOCTABISIOTECSA 4Yepe3 NpaBoOivHy MOXUIY PHCKY B
IOCIIIOBHOCT] ITIANMCAHHS Hakaly KepiBHMKaMM YCTaHOB. Posmopsiya 4acTHa
noynHaeThes i3 cnosa "30BOB’A3VEMO" ("HAKA3ZYEMO"). Ilianucy KepiBHUKIB
YCTaHOB PO3TAIIOBYIOTHCS HIDKYE TEKCTy Ha OJHOMY PIBHI 1 CKPIIUTIOIOTHCS
repOOBUMY T€YaTKaMH [IUX YCTAHOB.

KinpkicTh ~NpUMIPHHKIB ~ CILIBHHX — PO3HOPSUDKeHb  (HakasiB) IOBHHHA
Bi/IMOBiIATH KiTbKOCTI YCTaHOB, IO iX BUIAOTS. ‘

Y pasi xonu CIiIbHUN HOPMATHBHO-NIPABOBH aKT, SIKHH MIJUIArac JepikaBHii
peecTpailii, NpUUMaeTbCs Cy0’€KTaMH HOPMOTBODEHHS, sIKI BHJAIOTH Di3HI BHAH
PO3MOPSAYMX TOKYMEHTIB, KUIBKICTb PO3NOPSIYAX JOKYMEHTIB Mae BI/IOBIIATH
KUJIBKOCTI CyO’€KTiB HOPMOTBOPEHHS, IPU IbOMY Takl po3mopsAm4dl AOKYMEHTH
TOBUHHI MaTH OJHY [aTy, OAHAKOBUH 3arojJOBOK Ta OJHAKOBY CTPYKTYPHY ONMHHULIO
1010 3aTBEPIKEHHS CIIBHOTO HOPMAaTHBHO-TIPABOBOIO AKTa, BHECEHHS O HBOTO
3MiH YU BU3HAHHA TaKOT'O aKTa TaKuM, IO BTPaTHB YUHHICTh, & TAKOX OJHAKOBHUH
3MICT HOPMAaTHBHO-NIPAaBOBOTO aKTa, SKHH IIMM PO3MOPSAAYHM JOKYMEHTOM
3aTBEP/XKEHO.

103. MexaHi3M nofaHHsS HOPMATHBHO-NPABOBHUX aKTiB, AKi BIAIOBIAHO M0
3aKOHOJABCTBA IMIUMITAIOTh [JepXKaBHii peecTpauii B TEPUTOpiaIbHMX OpraHax
MiH'10CTy, BCTaHOBIIOETBCS 1I00XKEHHSM PO /IepXKaBHy PEECTPALil0 HOPMATHBHO-
MPaBOBUX aKTiB MiHICTEpPCTB, IHIIMX OpraHiB BUKOHABYOI BIIa/M, 3aTBEpDKEHHM
nocranoBoo Kabinery Minictpis Vkpaiuu Bin 28 rpynms 1992 p. Ne 731 (3II
Vkpainu, 1993 p., Ne 1-2, cr. 28; Odiuiiianii BicHuk Yxkpainu, 1998 p., Ne 42, cr.
1551; 2008 p., Ne 25, crt. 770) Ta IOPSAJIKOM IIONAaHHSA HOPMATHBHO-IIPABOBUX aKTIB
Ha Jep>KaBHY peecTpaliio, BU3HaYeHUM MiH IOCTOM.



27
104. PosnopsimxeHHs (Haka3u) HyMEPYIOThCS Y HOPSAKY 1X BHIAHHS Y MeEXax
KJIEHJJADHOTO  POKY; pPO3MOpS/KEHHsT (HaKa3W) 3 OCHOBHOI  JiSUIBHOCTI,
aZMiHICTPaTHBHO-TOCIIOJAPCHKHUX MMUTaHb Ta 3 KaIPOBUX MUTAHb (0COOOBOIO CKIIAIY)
MaroTh OKpeMy MOPSAKOBY HyMepauiio. k

105. Komnii po3nopsmkeHb (HaKa3iB) 3aCBIIIYIOTBCS CIIY)X0O0IO IiIOBOACTBA YU
KaJIPOBOIO CIyOOI0 1 HAaICHMIAIOTHCS 3alHTEPECOBAaHMM YCTaHOBAM, IIOCAJOBHM
ocobam, mpaliBHUKaM y eJleKTpoHHIN popmi. Y pa3i HeOOXiTHOCTI HaACHIAHHS KOl
po3nopskeHHsl (Haka3y) yCTaHOBI, sIka HE € YYaCHMKOM CHCTEMH B3aeMOil, ii
HAJICUJIA€ThCs KOIIs y mamepoBiff GpopMi. Y TakoMy BHIAJKY CKJIAHAETHCS CIHCOK
PO3CUIKH (JIMIIE MO0 THX YCTAaHOB, AKUM HAICHIAEThCS Y MamepoBiit dopmi), 1o
i JIUCY€ETHCS IPALlIBHUKOM, KUK HOTO CKIIaB.

IIpomokonu

106. ¥V mporokosnax ¢ikcyerbes iHdopMaris mpo XiJA BemeHHS 3acigaHb,
INPUMHATTA pILICHb KOMICISIMH, KOJIETIIMH, JOpPag4iMH OpraHaMH, pPOOOYHMHU
rpynamu Tomo. IIpoTokon cknamaetbcs Ha MiACTaBl  3ammciB, 3pO0JIEHUX
OesnocepesHLO MMiJ| Yac 3acijaHb, MOAAHUX TEKCTIiB Ta Te3 JOMOBimed 1 BUCTYIIB,
JIOBIIOK, TPOEKTiB pilIEHb TOILO.

107. IIpoTOKOMM MOXYTh CKIaJaTHCS B TMOBHiK abo cruciiii dopmi. Y
IPOTOKOJIaX, CKIaJeHUX Y CTHCIIH dopmi, QIKCYIOThCS JHIIe MPHHHATI pillieHHs 0e3
X0y OOTOBOPEHHS MUTAHb.

108. IIpotokosn odopmitoeThes Ha odiniiiHOMy OJaHKY KOJErialbHOrO OpraHy
a60 Ha yucTOMY apKyimi manepy dhopmaty A4 (210 x 297 MiniMeTpiB) 3 MO3AOBXKHIM
PO3TalllyBaHHSM PEKBI3HUTIB.

109. Jlatoro NIpOTOKOJIY € Jara IpoBeleHHS 3acifaHHs. SIKmo 3acimaHHA
TPUBAJIO KiJIbKa JTHIB, Uepe3 TUpe 3a3Ha4yatoThCs MEePIINi 1 OCTaHHIMN NeHb 3aciJaHHs.

110. Homep (inmexc) mpoTokoly MOBHHEH BiAMOBiZATH MOPIIKOBOMY HOMEPY
3aciganns. HyMmepariist IpoTOKOJIiB BEAETHCA B MeXax KaJeHAAPHOTO POKY OKpeMO 3a
KOJKHOIO TPYIIOK0 IPOTOKOJIIB 3aci/laHHs BIiAMOBIAHOI KOMicii, Koierii, mopam4oro
opraxy, po6o4oi rpyn# TOILO.

111. ¥V pexsi3uTi "Micue 3acifaHHA" 3a3Ha4a€ThCs Ha3Ba HACEJIEHOTO ITYHKTY, B
SIKOMY BiJ0OyJ10Cs 3aciTaHHS.

112. KopoTkuif 3MicT 10 TeKCTy IpPOTOKOJY IOBHHEH BioOpa)aTH BHJ
3acijaHHs (Hapaza, 30o0pu, KoHdepeHILis Tomo) abo KojeriaabHol MisJIBHOCTI
(xomicisi, pajna, KoJeris, Jopagduil oprad, pobo4a rpyrma TOIIO) i BKIIFOUATH Ha3BY
BUJIy IOKYMEHTA.



28

113. TexcT MPOTOKOITY CKJIaIa€ThCs 3 BCTYITHOL Ta OCHOBHOI YaCTHH.

114. V BCTyIHIM YacTHHI MPOTOKONY 3a3HAYAIOTHCS TPI3BUINA Ta BJiacHe iM's
rojIoBH abo TOJIOBYIOUOTO0, CeKpeTaps, 3alpoOIIeHHX, a TAKOXK MPHUCYTHIX OciO.

V cmucky TPUCYTHIX 3a3HAa4aloTbess B allpaBiTHOMY NOPSAKY CIIOYATKy
Npi3BHINa Ta. BJACHI iMeHa TMPHUCYTHIX IMOCTIMHUX WIEHIB KOJETialbHOIO OpraHy,
IIOTIM — 3apOIICHUX OCI0 i3 3a3HaUYEHHSIM TMOCa] Ta Y pa3l moTpedbu HalilMeHyBaHHS
yCcTaHOB. SIKIIO KUTBKICTh MPHUCYTHIX IepeBUIye 15 oci0, 3a3HavaeThCd iX 3araibHa
KIJILKICTh 3 ITOCHITAHHSIM Ha CITUCOK, 1110 TOAAETHCS 10 TPOTOKONY.

- BerynHa "acTiHA BKIIIOYAE MOPSAAOK JAEHHUM — Mepelik MUTaHb, 3allJaHOBaHUX
J0 pO3rJILAy Ha 3aciiaHHi, IO PO3MillleHi y NOpANKY 1X 3HaYyL[OCTi i3 3a3HAYECHHIM
JornoBigaua 3 koxxHoro murtaHHs. Ilopsmok neHHUH JaeThcsl HANPUKIHLI BCTYIMHOL
YaCTHHH.

Cnosa "Ilopsimox neHHWN" OPYKYIOThCS BiJ MeXi JBOrO TOJS, IMICHS HUX
CTaBUThCH JBOKpamka. KO)kHe NHUTaHHS HYMepyeTbcsl apaOChbkuMU Imdpamu 1
NpyKyeThes 3 abzary. PopMyBaHHS NHUTaHb y IOPSJIKY JEHHOMY IOYHHACTHCS 3
npuiiMenauka "IIpo".

115. OcHoBHa dYacTHHa IPOTOKONY CKJIAJA€ThCd 3 PpO3AUIB, fAKi IOBHHHI
BIIIOBIATH IIYHKTaM TOPSAKY IEHHOTO. Po3minu HyMepyroTbes apabChKUMU
muppamu 1 OynayroTecs 3a Takow cxemoro: CIIVXAJIM — BUCTVYIIMIIMA -
BUPIIINIIA (Y XBAJIJIN, ITOCTAHOBHJIN).

3azHaueHi cloBa IPYKYIOThCS BEIMKMMH JiTepaMu. [licis ciiB cTaBUTBCA
JTBOKpArKa.

116. Ilicnas cmoBa "CJIYXAJIM" 3a3Hada€eTscs TEKCT BUCTYILYy OCHOBHOTO
nonoBinaga. [Ipi3Bule Ta BiracHe iM's KOXKHOTO JOIOBiJa4a APYKYIOTHCS 3 HOBOTO
paaka. TeKCT BUCTYITy BUKIIaJA€ThCsl y TPETi 0co01 OHHHH.

117. Texctn abo Te3M IOMOBIAi Ta BUCTYIB, 0QOPMIIEHI K OKpeMl JOKyMEHTH,
JI0 TEKCTy TPOTOKOMy He BKJIIO‘-IaIOTBCSI [licns BimoMocTed mTpo JOMOBiAa4a
CTaBUTBCA THpE 1 3a3HAYA€ThCS "TEKCT JOMOBil (BUCTYIly) JOJA€TBCA 1O
IIPOTOKOIY".

118. Iicna cmoa "BUCTYITUJIN" dikcyroThCst BUCTYIIH THX OCIO, IO B3sUIH
y4acTh B OOroBOpeHHi omoBimi. BucTymu oQOpMIIOIOTECS y TPOTOKONi 13
3a3HaYeHHAM HaHMEHYBaHHS II0cajl, Mpi3BHUIIA Ta BJACHOIO IMEHI NPOMOBIIB Y
Ha3MBHOMY BiJIMiHKY, a TaKOXX 3 BHKJIAJEHHSIM 3MiCTy IIUTaHHS Ta BIATIOBIAEH Ha
HBOTO. 3MIiCT BUCTYIIiB BUKJIAAETHCS BiJl TPETHOI 0COOU OIHUHMU.

119. Ilicna cmosa "BUPIHIWIN" ("VXBAJIMIN", "IIOCTAHOBWJIN")
(bikcyeThes PUIHATE PIIEHHS 3 PO3MIIHYTOTO MATAHHS MOPSJIKY AeHHOTo. PimieHHs
IOBHHHE OYyTH KOHKPETHUM 1 BKJIFOYATHA CKJIAOOBi, IO BiAMOBIZafOTH Ha Takl
ITUTaHHS: KOMY, 110 3pOOHTH 1 B SIKHH CTPOK.
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PimeHHs1, MO MiCTATh KiJbKa NUTaHb, MOIIAIOTh HA IMYHKTH i HiAIyHKTH, SKi
HyMepyIoTbCsl apaOcbkuMu Lubppamu. [lignyHKTH HyMepyroThcs IudpaMua 3
Iy KKOIO.

120. YV pa3i xonu Ha 3acifaHHI NpPUAMAETHCS PIIICHHS PO 3aTBEPIKEHHS
JOKyMeHTa, SIKMM OOroBOpIOBaBCS Ha 3acijlaHHi, HeW JOKYMEHT OOJAa€ThCs 0
IIPOTOKONy 1 B HBOMY POOWTBECS IMOCUJaHHS Ha HOMeEp 1 JaTy MIpOTOKOJy. 3a
HasIBHOCTI 1HIIKX JOKYMEHTIB, 1[I0 pO3MISAJAINCS Ha 3aciJlaHHI Ta pakT 06roBOpeHHS
SIKHX 3a(1KCOBAHO.y TEKCTi IPOTOKONY, BOHH HYMEPYIOTHCS apaOChKUMM LH(pamMu
(Hdomatok 1, Homatok 2). YV BIANOBIIHUX IMYHKTaX MPOTOKOIY POOUTHCS IMOCHIAHHS
Ha 1l JOJATKH.

PexBi3ut "BiamiTka Ipo HasBHICTh JOAATKIB" HANPUKIHII TEKCTY IIPOTOKONY He
3a3HAYAETHCS.

121. IlpoTrokon miANKCyeThCs TOJIOBYIOUYMM Ha 3aCiaHHI KOJETialbHOTO OpraHy
Ta CeKpeTapeM.

122. IlanepoBi Korii NPOTOKONIB ab0 BUTATH 3 HUX 3aCBIIUYIOTHCS II€YATKOO
CItyOH J1IOBOACTBA 1 HAACKUIIAIOTECS y pasi HOTPeOH 3aiHTepecOBaHUM YCTaHOBaM,
II0CaJOBAM 0co0aM, MpaniBHAKaM. CIIMCOK PO3CIIIKH CKJIJa€ i MiAIKCye ceKpeTap.

Cnyorcbo6i nucmu

123. Cnyx00Bi JHCTH CKJIAQHAIOThCSI 3 METO OOMiHY iH(OpMAII€ MiX
yCTaHOBaMH SK BiJIMOBiAI Ha BHUKOHAHHS 3aBIaHb, BU3HAUEeHHUX B aKTaX OpIaHIB
JepXaBHOI BNaaW, OpraHiB Biagu ABToHOMHOI Pecrmy6niku Kpum, nopydeHHsIX
BUIIKX I10CAJOBMX 0Ci0, Ha 3alUTH, 3BEpHEHHS, a TaK0X KOPECHOHIECHIIIO
BepxoBuoi Pamu VkpaiHu, Ha BHKOHAHHS JOPY4YeHb YCTAaHOB BHIIOTrO pIBHA, Ha
3allWTH HIIKX YCTaHOB, 3BEPHEHHS IpPOMaJisiH, 3allUTH Ha 1H(QOPMAIIO, a TAKOK 5K
iHiIiaTHBHI Ta CYNPOBiAHI JIUCTH.

124. Y pa3i HasgBHOCTI IIJICTaB, SKi BH3HAIOTHCS OOIPYHTOBAHUMH IS
CTBODEHHS paiiep:KaIMiHICTpaIli€ro HOKyMEHTIB y mamepoBiii dopmi, ciyxOGoBuit
JaucT O(GOPMITIOETBCSI Y TanepoBiii ¢opMi Ha crieliaTbHOMY IJIs JIHCTIB OJIaHKY
popmary A4 (210 x 297 minimMeTpiB). SKIIO TEKCT JIKCTa HE TEPEBUIILYE CEMHU PSIKIB,
BUKOPUCTOBYEThCS Os1ank gopmaty A5 (210 x 148 MimimeTpiB).

125. Jluct Mae Taki peKBI3UTH: JaTa, PEECTPAlliiHUN IHAEKC, IMOCHIaHHS Ha
JOKyMEHT, Ha SKUH Ja€TbCs BIATIOBiAb, aapecaT, 3aroJIOBOK 0 TEKCTY, TEKCT
(ocHOBHHH PEKBI3UT CIIy>X00BOro JHcTa) Ta ocoducre 3BepTanHs (y pasi norpebdu),
BiZIMITKAa @pO HAasABHICTh JOJaTKiB (y pa3i moTpebu), MiAMMUC, BiAMITKA PO
BHKOHABIIS.

126. [atoro yMcTa € JaTa peecTpamii BHUXIAHOT KOPECHOHAEHIHl y Ciryx0i
ITTOBOJICTBA.
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127. SIk npaBui10, Y JTUCTI MOPYIIYETHCSA OJHE ITHTaAHHS.

128. TexeT nucra BUKIIANAETHCS Bil IepIIol 0COOM MHOXXHMHH 3 BUKOPHCTAHHSIM
cliB: "IPOCHMO MOBLAOMHUTH..." "po3’scHIoemMo, mo...", abo Bixg TpeThoi ocobu
OJHWHU — "MiHICTepcTBO iH(opMye...", "yIIpaBIiHHs BBaXka€ 3a JOLiIbHE". .

SIKUI0 JUCT CKIAJACHO Ha ONaHKy I0caloBOl OCOOH, TEKCT BHKIJIANAECTLCA BiA
nepioi ocodu oJHUHM — "mpomty...", "mpormonyro...".

129. Ciyx00Bi JIUCTH HiAMUCYIOTBCS BiAMOBiAHO 10 IHCTPYKUil 3 AinmoBoxcTsa
paiinepxanminicTpanii. I'epfoBOr0 IEYaTKOIO 3aCBiAYYIOTHCS JIMIIE TrapaHTidHi
JHUCTH. :

130. CnyxOoBuii IHMCT y nanepoBiii Gopmi Bi3ye aBTOp JOKYMEHTA, KEPIBHHK
CTPYKTYPHOTO MIAPO3ALLY, B IKOMy HOTO CTBOPEHO, y pasi morpebu (AKWIO B JIUCTI
IIOPYINYIOThCA BaXJIUBI Ta IIPUHIMIIOBI MUTAaHHS) KEepiBHUKH 3aiHTEPECOBAHUX
CTPYKTYpPHHUX HiZAPO3ALIIB, 4 TAKOX 3aCTyITHHK TOJIOBH paiaepkaaMiHiCTpallil, sKuii
KOOPIUHY€E poOOTY CTPYKTYPHOT'O MiAPO3ALTY, B IKOMY CTBOPEHO BiIIIOBIIHHN JIUCT.

Hokymenmu 00 3acioansb KONe2ialbHUX OD2aHi8

131. IlinroroBka Ta oQOpPMIIEHHS NOKYMEHTIB [0 3aciJaHb KoJerialbHHX
OprafiB 3HiMCHIOIOTBCS 3 METOI OpraHizamiiHoro 3abe3lledeHHs BiATIOBIAHOTO
Oprasy.

132. 3acimaHHg KoJeTiaJbHHX OpraHiB IpPOBOAATHCS  BiANOBIAHO 1O
3aTBEep/UKEHUX ILIaHIB X poOOTHU Ta y pa3i noTpedwu.

VY mnani poOOTH KOJIET1adbHOTO OpraHy 3a3HAauyaloThCsl MHUTAHHS, 110 TTOBUHHI
PO3TIIIATHCS, IaTa PO3TIISLY, TPi3BUILE, BIACHE iM'S JIOTIOBIlaya Ta HaHMeHyBaHHS
CTPYKTYPHOTO IiIpO3JiTy amapary, KU roTye JOKYMEHTH JJIS PO3MIISAy MUTaHHS
KOJIeTiallbHUM OpTaHOM.

[IpoekT miaHy poOOTH KOJIETiaIbHOTO OpraHy CKJIQJAa€eThCs CeKpeTapeM I[hOTO
opraty 3 ypaxyBaHHSM IIPOIO3HUIIH CTPYKTYPHHUX IiIPO3ILIiB.

KepiBHUKH CTPYKTYPHUX IMiApO3JAUIIB TONAIOTH IS BKIIOYEHHS [0 IIIaHY
po0OTH KOJIETIaIbHOTO OpraHy IiepelliK MUTaHb, SKi BOHM BBAXKAIOTH 3a HEOOXiJqHE
PO3LISIHYTH Ha Horo 3acimanHi. Jlo mepeniky noJaeThesl NOBiJIKa 3 OOTPYHTYBaHHSIM
I1CTaB 1JIsl BHECEHHS IIMTaHHsI Ha PO3TJIS KOJETiaIbHOTO OpraHy.

3aTBep/KeHMH KOJerialbHUM OpPraHOM IUIaH POOOTH JOBOJUTHECSA 1O BigoMa
4J€HIB KOJIEr1aJbHOTO OpraHy 1 KepiBHHKIB CTPYKTYpHHX Migpo3aimiB. JlomaTkosi
IIMTaHHA JI0 3aTBEP’KEHOro ILIaHy poOOTH KOJIETialbHOTO OpraHy MOXYTh OyTH
BKJIIOYEH] 3a piIeHHsAM Horo ronosu. Cekperap KOJNeETrialbHOro Oprafy iHpopmye
BCIX WICHIB KOJIET1aNbHOTO OpTaHy Ta BiJTOBiJANbHUX BHKOHABILIB PO BHECEHI /0
TJIaHY 3MIHH.

133. JIoKyMeHTH 3 NUTaHb, IO BHOCATHCS Ha PO3IJISAJ KOJETIABHOTO OpraHy,
TIOBUHHI IIOJaBaTHCs He IMi3Hille HDX 3a I'STh JAHIB JIO 3acijaHHd, a y pasi
IIPOBEJEHHS 1103a4€ProBOro 3acilaHHs — He ITi3Hille HiXK 3a OJWH JIeHb. 3a3HaYeHi
JOKYMEHTH MICTSTb:
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1) JOomOBIAHY 3aIlUCKY, alpecOBaHy KoJeriaibHOMY oprany (y pasi norpebu), B
SIKi¥f IpyHTOBHO BUKJIaJIeHI NTUTAHHS 3 BUCHOBKAMH i MPOTIO3UIIiSIMH;

2) UpOEKT pillleHHs KOJETialbHOTO OpraHy, 3aBi30BaHHUH KepiBHUKaMHU
3alHTEPECOBAHUX CTPYKTYPHUX MIAPO3JLIIB, Ta JOKYMEHTH /10 HBOTO (aHANITHYHI
JIOBIIKYM, TaOMUL, AiarpaMH TOIIO), 3aBi30BaHi 1X KEpIBHUKaMH, a y pa3i notpedu —
IIPOEKT PO3NOPSIKEHHS (HaKazy);

4) [OBiAKY TpO TOTOJKEHHS TPOEKTy pIlIeHHS i3 3aiHTepecOBaHUMH
CTPYKTYPHHUMH HiAPO3ALIaMH Ta y pazi MoTpeOu IHIIUMU YCTaHOBaMH;

5) criucok ocib, sIKi 3anpoNIyIOThCs Ha 3aCiaHHs KOJIETialbHOTO OpraHy;

- 6) 1HII JOKYMEHTH, HEOOX1IH1 7S pO3rJIiy [TUTaHb.

134. JlokyMeHTH, MiArOTOBIICH] ISl PO3TISAY KOJIeTiaIbHIM OPraHOM, a TaKOX
OJTMH MPUMIPHHK 1X KOTIlH, 30epiraloThecs y ceKpeTaps KOJIETiallbHOTO OpraHy.

135. Y pa3i mpoBeAeHHSI 3aKpPUTOTO 3aciflaHHS KOJETiaIbHOTO OpraHy ado
3aKpPUTOr0 OOTOBOPEHHSI OKPEMHUX IUTaHb MIATOTOBKA JOKYMEHTIB 3 BIAMOBIIHUX
MUTaHb 3IIHCHIOETHCSA 3 JOTPUMAHHSIM TOPSIKY pOOOTH 3 JOKyMEHTaMHU, 1110 MICTSTh
iHopmaIiiro 3 OOMEKEHUM JOCTYIIOM.

136. 3a miAroTOBKY MOKYMEHTIB MJs TIPOBEIEHHS 3acilaHb KOJeTrialbHOTO
opraHy BiATIOBiJalOTh KePIBHUKU 3aiHTEPECOBAHUX CTPYKTYPHHUX IIiAPO3ALIIB.

137. Cexperap KOJeTiaJbHOTO OpraHy 3IIHCHIOE KOHTPONIb 33 CBOE€YACHHM
TIO/IaHHAM IOKYMEHTIB Ha PO3INISAA Ta TepeBipse ix Ha HaJBHICTH y IOBHOMY 00cCs31
Ta MPaBWIBHICTh OQOPMIIEHHS.

JIOKyMEHTH, TIOfaHi 3 MOpPYIICHHSM YCTaHOBJIEHOTO IOPSOKY 1 CTPOKIB, IO
PO3TIISLAY HE IPUHAMAIOTECH.

138. PesymeraTu  3acifianHst  KONeTialpHOro Oprany  O(OPMITIOIOTHCS
IIPOTOKOJIOM 3TiIHO 3 BUMOTaMH, 3a3Ha4eHUMH y ITyHKTaX 104-120 miei IncTpyxmii.

139. PimeHHs KoJjerii pafifepkaaMiHicTpalii peasizyroTbCs HMUIAXOM BHIAHHS
PO3MOPSIIKEHb TOJIOBH paiiiepikaMiHicTpallil, SKUMU BOHU BBOAATHCS B JiIO0.

140. Burard 3 IPOTOKOIB OQOPMIIIOIOTECS Ha BIAMOBiAHOMY OJaHKy 1
3aCBIIUYIOTHCS [T€YATKOIO CIIYXKOU 1JI0BOJICTBA.

Jlokymenmu npo ciyxnc606i 8i10pA0NiCceH s

141. CJ‘I}’)KGO,Bi BiZIpS/DKEHHS NpaLiBHUKIB Nepef0adarloThCs y IUIaHI poboTu
pakiepkaaMiHiCTparii.

142. Y pa3i BUHUKHEHHS NOTpeOU y HANpaBIeHHI IpalliBHUKA Y BiIpsSIKeHHS,
He nependaveHe IITaHOM poOOTH, KEPIBHUKOM CTPYKTYPHOTO IIIPO3ALILY, B SKOMY
Opaiioe  IIpaliBHHK, TOTYEThCS  HOTOBigHA 3amKMcka Ha IM’S  TOJOBH
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paiigepxaamiHicTpanii (kepiBHHKa anapary), B sIKili 3a3Ha4a€Thbcs Npo Te, KyaH, Ha
SIKMH CTPOK, 3 SIKOIO METOIO BiJpsJHKAETHCS PALliBHUK.

JlonmoBiiHa 3amMcKa pa3oM 3 IIPOSKTOM pO3MOpPSDKEHHS (Hakasy) Ipo
BIJPSI/DKEHHST TIepeaeThesl aapecarty, sSIK IpaBUilo, HE Mi3Hillle HIX 3a TpH A00H 10
MOYaTKy BiJpSKEHHS.

143. Jlns peecTpallii BiAPSIKEHb BEIETLCS XKypPHAJ, GOpMa SIKOr0 BU3HAYAETHCS
OKpEeMHUM HOPMATHBHO-IIPABOBUM aKTOM. .

144. 1licis moBepHEHHS 3 BIAPSIXEHHS MpPaLiBHUK BIANOBIAHO 10 HOPSAKY,
BHU3HAYEHOTO PO3IMOPSHKEHHSIM TOJIOBU paiifiepxaaMiHicTpaiii (Haka3oM KepiBHUKaA
amapary), TOTy€ y TPUJEHHUN CTPOK NMCBMOBUM 3BIT MpPO BIAPSAKEeHHS (BUKOHAHHS
3aBJlaHHs), @ TAKOX IOAA€ 3BIT PO BUKOPHUCTAHHS KOIITIB y CTPOKH, BH3HAYEHI
3aKOHOJABCTBOM.

3BIT Mpo BiAPS/IKEHHS (BUKOHAHHS 3aBJaHHS) Ta 3BIT MNP0 BUKOPUCTAHHS
KOINTIB MAMUCYIOTHCS IMPAalliBHUKOM, SKUA 1nepeOdyBaB Yy BIApS/KCHHI, Ta
HepeaaroThCs 10 KaAPOBOT Ta OyXTainTepchKol Ciiy>K0 BiIIOBITHO.

HI. Opranizaniss TOKYMEeHTO000Iry Ta BHKOHAHHSA NOKVMEHTIB

Bumozu w000 pauionanizauii 00Kymenmooobizy

145. JlokyMeHTH, CTBOpEH1 y NarnepoBii popmi, NpoXoAsaTh 1 ONpalbOBYIOTECS B
paiinepxaaMiHicTpallii Ha €IMHUX OpraHizalliifHUX Ta MPaBOBHX 3acalaxX OpraHisamii
JIOKYMEHTOODIrY i3 TOKYMEHTaMH, CTBOPEHHMH B €NIEKTPOHHIH (opMi, BU3HAYEHUX
JHCTpyKLi€r0 3 AIJIOBOACTBA B €NIEKTPOHHiM (opmi. YV pasi HasBHOCTI MiACTaB, sKi
BU3HAIOTHCS OOIPYHTOBAHHMMM JJIs CTBOPEHHS paiifepikaIMiHICTpalli€lo JOKYMEHTIB
y mamepoBili (opMmi, 3acTOCOBYIOTbCS 3acaiy Oprasisallii JOKyMEHTOOOiry,
BU3HAYeEHI L€ [HCTpyKITi€eto.

146. EdexTriBHa OpraHizamis JOKyMEHTOO0Iry nepeadadae:

1) mpoxoIKEeHHS )Z[OKyMeHTiB B paiiiepxaaMiHicTpanii HAalKOPOTLINM HUIIXOM;

2) CKOpPOYEHHsI KiJIbKOCTI IHCTaHIIN TPOXOJPKEHHS IOKYMEHTIB (30KpeMa, Iif
4yac IOTrOHKEHHS ),

3) yHUKHEHHS 1y0OIeTHUX onepaliil nix yac po6OTH 3 JOKyMEHTaMy;

4) uenTpaiizamiro (3iACHEHHS OJHOTUIHUX OlEpallii 3 JOKyMEHTaMu B
OJTHOMY MiCIIi);

5) ycyHeHHS pyYHHUX PYTHHHHX ONepalliif, Ikl MOXXHa aBTOMaTHU3yBaTH.

Ilpuiimanna ma nepeunHe OnPaylo8aAHHA OOKYMEHMIE,
{0 HAOX00AMb 00 palidepPIHCaoOMinicmpayii

147. JlocTtaBKka IDOKYMEHTIB 10 paﬁnepmaHMiHiCTpaui'f 3IIMCHIOETHCS depe3
CHUCTEMYy B3a€EMOJil, a TaKOX MOXe 3J[ifiCHIOBaTHCSA 3 BUKOPHCTAHHSM 3aco0iB
NIOLITOBOTO 3B’ 53Ky, Kyp €pCBKOIO Ta (Delbi’ €repChKor0 CIIyX00¥0.
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[Tomroro Ta dYepe3 Kyp'epCcbKy CIOyXOy [IOCTaBIS€TbCSA ITHUCHMOBA
KOPECIOHJEHIIISl Y pa3l HasBHOCTI MIACTaB, SKI BU3HAIOTHCSA OOIPYHTOBAHUMU [IJISI
CTBOPEHHsI paiiiepXaJMiHICTpalliel0 TOKYMEHTIB y TmarepoBid ¢GopMi, MOIITOBI
KapTKH, OaHAepodi, ApiOHI MaKeTH, a TAaKOXK MepioANYHI JPYKOBaHI BUIAHHS.
Denby’ €repcbkor0 CIIy)K0010 TOCTaBISETHCS CIelialibHa KOPECTIOHICHITIS.

148. Vci moKyMeHTH, IO HAAXOATh O pakaepixaaMiHicTpauii, MpHAMAIOTCS
LEHTPaII30BaHO CIYyXKO00I0 MiJJOBOACTBA.

Iopsinok po3KpUTTS KOHBEPTIB BU3HAYAETHCS Hieto [HCTPYKIieO 3 Ai0BOACTBA
paliiepkajMIHICTPaMIT 1 € TAaKHM.

" Bxiana KOPECTIOH/ICHINISL PO3KPUBAETLCS TPAIliBHUKOM 3aralbHOro Bimiay.
ITpn npomy nepenipseThCs BIANOBIAHICTD IX peecTpallifHUX IHAEKCIB 3a3HaYeHUM Ha
KOHBEPTI (IaKOBaHHI1) Ta Y CYIPOBITHOMY JIUCTI.

Haznicnani He 3a ajjpecoro JOKYMEHTH 3 I'PH(OM NOBEPTAIOTHCS BiANPABHUKOBI
0e3 X po3risny.

YV cnyx6i Hi0BOACTBA PO3KPUBAKOTECS BCI KOHBEDPTH, KPIM THX, L0 MAIOTH
Harmuc "ocodbucTo". Y TakoMmy BUMAJKy peecTpauliiiHui iHAeKC Ta Aarta peectpamii
HAHOCSTHCS. HA KOHBEPT.

PexomMeHnoBaHa, creniagbHa Ta KOPECTIOHJIEHIS 3 OrOJIOIIEHO I[IHHICTIO
NPUMMAETLCS MMiJ PO3IKCKY B XKypPHAi, peecTpi abo MOBiZOMIICHHI PO BPyUYEHHS.

149. VYV pasi HagxoIpKeHHS KopeclmoHAeHii 3 BiamiTkow "TepMiHoBo"
(biKCy€eTbes He NUIIE [aTa, a 1 TOJMHU Ta XBUJIWHU JOCTaBKH.

VY pa3i BiICYTHOCTI CHCTEMH €JEKTPOHHOIO [iJOBOJACTBA JIOKYMEHTH, IO
HA M 9epe3 CUCTEMY B3aeMoJli, APYKYIOTbCs Ta OGOPMIIIOIOTECA CIIyXO0010
IIIOBOJICTBA SIK TIATlepoBa KOsl €IeKTPOHHOIO OpHUTIHANY, 3acBigueHa I€4aTKOIo
CIIy>xOHu JiJIOBOJICTBA.

150. KouBepTH 36epiratoTbcs i JOAAIOTECSA 4O JOKYMEHTIB y pasi, KOJIM JIHIIe 32
KOHBEPTOM MO’KHA BCTAaHOBHUTH aJipecy BIATpaBHHMKA, dYac BiJNpaBIEeHHS Ta
oJlepyKaHHS JOKyYMEeHTa abo y KOHBEPTI BiICYTHI OKpeMi JOKYMEHTH UM BCTAHOBJIEHO
HEBIAMOBIAHICTE HOMEPIB TOKYMEHTIB HOMEpaM, 3a3Ha4eHUM Ha KOHBEPTi, a TaKOX
aJipecHi SPIUKN pEeKOMEHJOBaHUX KOHBEPTIB 1 MAKETIB.

VY pasi BIZICYTHOCTI JIOJIATKIB, 3a3HAYEHUX Y AOKYMeHTI, a00 OKPEeMHUX apKyIliB,
a TAKOX 33 HasIBHOCTI MOMUIOK B O(OPMIICHH] JOKYMEHTA, [0 YHEMOXKIIMBIIIOE HOTO
BUKOHaHHS (BiZACYTHICTH MiAMUCY, BiAOMUTKA NeYaTKH, rpudy 3aTBEPUKEHHS TOIIO),
JOKYMEHT He PeeCTPYEThCS | MOBEPTAETLCS BIANPABHUKOBI 13 3a3HAYSHHSAM IIPHUYUHU
MOBEPHEHHSA ab0 HOMY IMOBIIOMIIIETECS ITPO NTOBEPHEHHS TOKYMEHTA TEJIS(POHOM.

VY pa3l NOLIKOIKEHHS KOHBEpPTa POOUTHCS BiAMOBIAHA BiJIMITKA Y IOIITOBOMY
peecTpi.

Y pa3i BUICYTHOCTI, HEIHUIICHOCTI BKJIAJ€Hbh BHACIIJOK ITOIIKOMIKEHHS
KOHBEPTa, YNAaKyBaHHs], IO IIPU3BENO JO HEMOXIIHMBOCTI IIPOYHTAHHS TEKCTY
IOKyMEHTa, CKJIaJa€ThCsd akT 3a (QOpMOK 3rifHo 13 JojgaTkoM 13y [ABOX
IPHMIPHUKAX, OJUH 3 SIKUX HaJCHIIAETHCS KOPECIIOHAEHTY, a iHImmiA 36epiraeThcs y
ciyx01 IIT0OBOJCTBA.
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151. JlokyMeHT IOBEpPTAEThCS BIANPABHUKOBI 0e3 po3risigy y pasi #oro
Ha/IXO/UKEHHs HE 33 a/ipecoro, HaJXOJDKEHHs MalepoBOro MPHMIPHHUKA HOKYMEHTA,
KA BXe HaNiHIIOB y eJeKTpoHHiH QopMi uepe3 cucTeMy B3aemomii, a6o
HaIXOJKEHHSI JIOKyMEHTa y ManepoBiii gopmi 0e3 HAsIBHHX Ha Te MiAcCTaB, SKi
BU3HAKOTHCS OOTPYHTOBAaHUMU I CTBOPEHHS yCTAHOBOKO JOKYMEHTIB y IalepoBii

dhopmi. ’ .

152. 'V pa3i ogxepxaHHi (DaKCHUMUTBHOTO TIOBIJIOMJIEHHS [JOKYMEHT He
peeECTpPYETHCS.

Ilonepeouiit po3anad 0okymenmis

153. Bci BXigHI AOKYMEHTH IIUISTAIOTH TOMEPENHBOMY DPO3IJISAY B CIyXKOi
JIJIOBOACTBA.

154. Tlix yac nonepeHbOro PO3rIIsAY BU3HAYAETHCS:

4{ Mae JIOKyMEHT OyTH JONYIIeHMI 10 peecTpaiil;

4d NoTpedye po3rnaly KEepiBHHLITBOM paiinepxkanMinictpauii abo nepenaui
micng  peectpauii 10 CTPYKTYPHOro rmiaposniny abo CIPYKTYPHHX IApO3ALIiB
BIAMOBLAHO [0 (YHKUIOHAJBHOTO PO3MOMAITY IMOBHOBaXEHL (00OB'A3KIB) MiX
CTPYKTYPHUMHU THAPO3/ALIaMu palinepikaaminictpauii,

Yp HANEKUTH IO JIOKYMEHTIB TePMIHOBOTO PO3TJIALY (OTPAIFOBAHHS).

155. Ha cranii nmomepeaHsoro po3risay 3AiHCHIOEThCS B1IOIP JOKYMEHTIB, IO
He TAJISTalTh peecTpallii ciayK00r0 IIJIOBOJICTBA, a TAKOX TaKHX, IO MepeJatoThCs
JUIS CIIELialIbHOTO O0JIIKY CTPYKTYPHHM MIAPO3A1IaM, 0 BU3HAYEHO Y JOATKY 4.

Peecmpauis 0okymenmis

156. Peectparlis OKYMEHTIB BCiX KaTeropili monsarae y CTBOPEHHI 3armmcy
o0MIKOBUX [AHUX TIPO JOKYMEHT Ta O(OpMIECHHS peecTpalliiiHO-MOHITOPUHIOBOL
KapTKU B €NEKTPOHHIH (pOpMI1 y CHCTEMI eJEKTPOHHOIO JIJIOBO/ICTBA i3 3a3HAYEHHIM
00OB'SI3KOBHX PEKBI3WTIB, 3a [JOMOMOTOK AKUX (iKcyeThest (PaKT CTBOPEHHS,
BiAnpasieHHs ab0 OJepXKaHHA MNOKYMEHTa UUISXOM TPOCTAB/ISAHHA HA HBOMY
peecTpaliffHOTO  IHAEKCY 3  TIOJANbIIMM  BHECEHHSM 0  PeecTpaliifHo-
MOHITOPUHIOBOT KapTKH HEOOXiIHUX BLIOMOCTEH.

VY BeO-MOMYJIl CHCTEMH B3a€MOJIIl TOJaTKOBO PEECTPYIOTHCS JMIINE TOKYMEHTH,
ki Haniiumy abo OyAyTh BiANPABICH] Yepe3 CUCTEMY B3a€MO/III.

Y pasi mnorpedbu mepenik OOOB’S3KOBMX  PEKBIi3WTIB  peecTpaliino-
MOHITOPUHTOBOT KapTKU MOXe OYTH JOTOBHEHU.

Peectpanis JOKYMEHTIB TIPOBOAMTBCS 3 METOH 3a0e3ledyeHHs IiX OOIiKy,
MOHITOPMHIY CTaHy BHKOHAQHHS 1 OIEPAaTHBHOIO BHKOPHMCTAHHS HasgBHOI B
JIOKyMeHTax iHhopmarii.
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157. Peectpanis HOKYMEHTIB IPOBOAMTHCS LIEHTPANi30BAaHO CIyXO00I0
JIIJIOBOJICTBA.

CTpyKTypHI MiApO3MiIA paimepkaIMiHICTpaIlii peecTpyroTh CTBOpPEeHI HUMH
NOTIOBITHI Ta CTy>KOO0BI 3aIMCKH.

Peecrpatlis akTiB opraHiB Jep>KaBHOI BIaJ{d Ta JOPYYECHb BHINUX IOCATOBUX

- oci0, 3amuTIB, 3BEpPHEHb, a Takoxk KopecnoHAeHIi BepxoBHoi Pamu Vkpainwy,

Anminictpanii IlpesunenTa Vipainu, Kabinety MinicTpiB Vkpainu, JOKYMEHTIB, 11O
HAAIAIIIM Ha PpO3MISA TOJIOBH paiaepkaaMiHicTpaiii Ta ¥WOro 3acTyIHHKIB,
PO3MOpSIYMX AOKYMEHTIB, JIUCTIB 3a MiJIMCOM TOJIOBU paijiep)xagMiHicTpauii Ta
Horo 3acTyIHHKIB, IPOTOKOJIB 1 pillieHb KOJeriaJIbHUX OpraHiB MPOBOJUTHCS
IEHTPAII30BAHO CITY>KOOFO J1TOBO/ICTBA.

[HImi JOKYMEHTH, IO CTOCYIOTbCS HampsMiB HJiSUTBHOCTI CTPYKTYpPHHX
MiIpO3AUIIB  palepKaaMiHicTpallii, MOXYTb pPEECTPYBAaTHUCS B CTPYKTYPHHUX
ipo3/Iiyiax anapaty pakaepixaaMmiHicTpallii, 30Kpema:

y CIy0i ITOBOJACTBA (3araJIbHOMY BiJIIIITI) PEECTPYIOTHCA:

1) po3mOpsIKEHHS TOJIOBH PAalOHHOI Iep>KaBHOI aJMiHICTpaLlii;

2) Haka3| KepiBHUKa anapary paiaepxaaMiHicTparii:

3 OCHOBHOI JiSITBHOCTI;

3 a/IMIHICTPAaTUBHO-TOCNOIAPCHKUX MUTAHb;

y KaJapoBiit ciry k01 peecTpyroThCs:

1) moOBigKM 3 KAAPOBHX NMUTaHB;

2) Haka3¥ KepiBHUKa anapary palloHHOI AepkaBHOI aAMiHiCTpalii:

3 0cO0OBOro CKJIAAY;

ITPO BIJITYCTKH;

PO BiJIPS/KEHHS, CTATHEHHS;

y BiiI1 (hiHAHCOBO-TOCIOIAPCHKOTO 3a0e3MeUeHHs PeECTPYIOThCS:

IOTOBOPH;

JIOBIPEHOCTI;

BUIATKOBI HaKJIaJIHi;

nprOyTKOBI Ta BUIATKOBI KacOBL OPAEPH;

IUIATDKHI JOPYYCHHS; V

peecTpy Or0DKeTHHX Ta (iHAHCOBHUX 3000B’s3aHb PO3NOPAIHUKIB OIOKETHUX
KOIIITIB;

JOBIJIKH TIPO 3apoOiTHY TUIATy, JOXOOH, [UIS HapaxXyBaHHSI Ta MEPEPaxyHKy
TIEHCIH;

3pitu Ilenciiinomy donny Ykpainu (mepcoHidikartis) TOLIO.

Peectpamii miumraioTs TakoXX NOKYMEHTH, CTBOPEHI B paiiiepkaaMiHicTparil
(zoBigKH, JOTOBITHI 3aMTUCKH, 3asBU TOIIIO).

158. JIokyMEHTH peecTpyIOThCS JIUIIE OOUH pa3: BXiJHI — y AeHb HaIXOKEHHS,
CTBOPIOBaHI — y AeHb IiAIHUCaHHS a00 3aTBEPIKECHHS.
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159. ¥V pasi mepenadi 3apeecTpoBaHOTO IOKYMEHTAa 3 OJHOIO CTPYKTYpHOIO
migpo3aily [0 IHIDOrO HOBHM peecTpalliiHuii iHIEeKC Ha JOKYMEHTi He
IIPOCTABISETHCS.

160. JIOKyMEHTH PEECTPYIOThCS 3a IpylaMH 3aJIe)KHO Bij Ha3BH BHIY, aBTOpA 1
3MiCTy HOKYMeHTIB. Hampukiazn, oKpeMo peecTpyIoThCs:
aKTH OpraHiB JiepXKaBHOI BJaJiy, OpraHiB BIagud ABTOHOMHOI Pecmy6Oniku Kpum
Ta JOPYYCHHS BHUIIUX TIOCAJOBUX OCi0, 3allUTH, 3BE€pHEHHS, @ TAKOXX KOPECIIOHACHLIIS
BepxoBroi Pangu Ykpainu, mo Haaidoia 1o paiaepxaaMiHicTpanii;
. PO3NOPSKEHHS (HaKa3K) 3 OCHOBHUX MUTaHb AISUIBHOCTI;
pO3NOpSIKEHHS (Haka3W) 3 aAMiIHICTPaTUBHO-TOCTIOIAPCHKUX MMUTAHB;
PO3NOpPSKEeHHS (HaKa3h) 3 KaJpOBUX MHUTaHb (0CO00BOro Ckiany) (BiAMOBIHO
JI0 X BHJIIB Ta CTPOKIB 30epiraHHs);
pillIeHHs KOJIerii,
aKTH peBi3iit G1HAHCOBO-TOCIIOAAPCHKOI MisIIBHOCTI;
OyXranTepchKi JOKYMEHTH;
3asBKY Ha MaTepialbHO-TEXHIUHE [T0CTauyaHHS;
CITy>K00BI JTUCTH;
3BEpPHEHHS TPOMAaISH;
3alUTH Ha iHPopMallilo.

161. Peecrpamis nOKyMeHTa 3MiMCHIOETbCS 3 BUKOPHCTAHHSAM CHCTEMH
eJIeKTPOHHOrO IiJOBOACTBA paiinepkanMinicTpanii (nomatku 5 i 6) abo y pasi ii

BiZICYTHOCTI:
LIEHTPaIi30BaHO i3 3aCTOCYBaHHAM BeO-MOMYIISl CHCTEMHM B3a€MOJII;
JONMOBifHI Ta CnyxOOBi 3alMCKH, ClHeliali30BaHi JOKYMEHTH — i3

3aCTOCYBAHHSM IIPUKIIATHOTO IPOrPaMHOro 3a0e3MeYeHHs .

Kypuanbha (manepoBa) abo kapTkoBa (popMa peecTpanii JOIyCKacThCs JIMILE B
yMOBax Ta IPOTATOM CTPOKY Jiii BIiCHKOBOTO Y{ HA/3BUYalHOIo CTaHy Ha TEPHTOPII,
Jie po3TallioBaHa painepxaaMiHicTpamis.

162. 'V  pasi 3acrocyBaHHS CHCTEMH  €JIEKTPOHHOIO  JUIOBOJCTBA
paiinepxaaMinictpauii GopMmyeThCcs €IMHa LeHTpali3oBaHa 6a3a peecTpalifiHHX
JaHuX paiifepkaaMinicTpalii, mo 3abe3leduye npauiBHUKIB iH(popMaLieo mpo Bei
JOKYMEHTH Ta X MiCI[e3HaXOKEHHS.

Op:zanizayia nepedaui 0OKyMeHmie ma ix 6UKOHAHHA

163. JIns 3a0e3nmedyeHHs CBOEYACHOTO BHUKOHAHHS JOKYMEHTIB CIyx0a
HIMOBOACTBA  po3polJise rpadikd Iepefadi  KOPECTOHICHIl  KEepPiBHULTBY
paifepKaaMiHicTpalii 1 CTPYKTYPHUM IiApO3/IiiaM.

164. 3apeecTpoBaHi MOKYMEHTH MEpealOThCS Ha pPO3MJIA] KEepiBHUITBA
paiinepxaaMiHiCTpalii B IeHb IX HAAXO/KEHHs a00 HAaCTYIMHOTO poO0Yoro JHs y pasi
iX HaaxoJpkeHHs micng 17 roguHd. AKTH OpraHiB Jep)KaBHOI BIaJM, OPTraHiB BIIaIu



37,

AsrogoMHol Pecrny6nikun Kpum, HOpy4eHHS BHIMX IIOCaNOBHX OCi0, 3amuTH 1
3BepHEHHS HApOJHUX JeNyTaTiB, a TaKoX KopecnoHjeHuUis Bepxosnoi Panm
Vkpainu, Anminictpanii Ilpesunmenra VYkpainu, KabGinery MiHicTpiB YKpaiHu,
KOPECIOH/IEHIIis, IO HaAXOAWTh BiJl YCTaHOB BHUINOIO pIiBHA, NEPEeNalOThCs Ha
O3S HEBIAKIAIHO.

165. JIoKyMeHTH, pO3IISHYTI  KEpiBHULTBOM  paiizepikaaMiHicTpauii,
IIOBEPTAIOTHCS 3 BIMOBITHOIO PE3OJIOLIEI0 CIyXO01 MiTOBOJCTBA, sKa 3A1MCHIOE
nepesadyy JOKyMEHTIB Ha BUKOHAHHS.

166. JIoKyMEHT, BHKOHABIIIMH SKOTO € KUIbKa CTPYKTYPHHX ITiIpPO3JLIIB,
nepeqacThCsd BHKOHABISIM OJTHOYACHO Y BHIJISAL KOMIH 3 Iepeqadelo OpHUTiHaLy
rOJIOBHOMY BUKOHABITIO, BH3HAYCHOMY B PE30JIIOL1T IEPIINM.

167. daxkr mnepegadyi JOKYMEHTIB BHKOHAaBLSIM  (DIKCYETBCS  HUIIXOM
IIPOCTABJIIHHS BiJAMOBiAHOI BIAMITKM B peeCTPallifHO-MOHITOPHHIOBIM KapTul i3
3a3HaYeHHsM iH(popMaIllii MPO BHKOHABIIB, SKUM MEpelaHO NalepOBHM OpUTriHAI
JIOKyMEHTa Ta HOTo KOTIii.

168. Ilepemaua JOKyMeHTa 3 OOHOTO CTPYKTYPHOTO MiJPO3ALTYy IO IHIIOTO B
OOOB’SI3KOBOMY TOPSIAKY 3IIHCHIOETHCA Hepe3 CIOy)XOy MAiIOBOACTBA, sSKa pOOUTH
BIANOBIAHY BIAMITKY B Ppe€CTpPallifHO-MOHITOPHHTOBiM Kaprmi. JlokymeHTH,
BUKOHAHHS SKUX IepebyBae Ha KOHTPOII, MEPEeNaroThcs IO IHIIUX CTPyKTYPHHX
migpo3ainiB a0 IHIIAM BHKOHABISIM TiNBKHA 3 IIOBIIOMIECHHSAM IIPO L€ ciryx061
KOHTPOJIIO.

169. Ilepenada JOKyMEHTIB y MeXXaX CTPYKTYPHOTO IIIPO3ILTY 3MiHCHIOETHCS
yepe3 o0co0y, BIMOBiZaAbHY 3a IiTOBOJACTBO B CTPYKTYpPHOMY IiApO3AiIi
(cexpeTaps).

170. BiamoBiganeHicTh 3a BHKOHAHHS DOKYMEHTa HECYTh 0coOH, 3a3Ha4yeHl y
PO3IOPAIUIOMY TOKYMEHTI, pe30iollii roJoBH abo 3acTyIHHKA TOJIOBH, KEPIBHHKA
amapary paiepxaaMiHicTparlii, Ta NpalliBHUKH, SKAM Oe3[ocepeiHbo J0pYy4eHO
HMOro BUKOHaHHI.

["0JI0OBHMH BHKOHABEIIh OPraHi30Bye poOOTY CIliBBUKOHABIIIB, 30KpeMa BU3HAYae
CTPOKH TTOJAaHHS HUMH IPOTIO3HUIi}, MOPSNOK IOTOPKEHHS 1 MIJrOTOBKH IIPOEKTY
JTOKyMEHTA.

CniBBHKOHABIII BiATIOBIHAFOTH 3 MiATOTOBKY Ha HAJIEXHOMY PiBHI Ta CBOEYACHE
TOJaHHS TOJOBHOMY BHKOHABIIO Npono3uiiil. Y pa3l HecBO€4acHOrO NOAAHH:
NPOTIO3UIIi# CIIiIBBUKOHABLSIMU TOJIOBHUH BHKOHaBeLlb iH(QOPMY€E PO 1€ KepiBHUKA,
SIKU{ HaJaB IOpyUYEHHSI.

171. BukoHaHHsA JoKyMmMeHTa niepenbavyae 30uMpaHHA Ta OIpAIIOBAHHA
HeoOX1qHoi iHQopMallii, MATOTOBKY NPOEKTY BIAMOBiAlI Ha JOKYMEHT YH HOBOTO
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JOKyMeHTa, #oro oQOpMIIEHHS, TIOTO/DKCHHS, TMONaHHS Ui  [iAIHCAHHS
(3aTBEPIKEHHS ) Bi/IMOBITHOMY KEPiBHHUKY.

172. Ilepen mojaHHsM MPOEKTY JOKYMEHTA Ha MIANKC BiAIOBITHOMY KEPIBHUKY
aBTOp JOKyMEHTa 3000B’A3aHUN MEpeBIPUTH MpPaBUIBHICTh HOro CKJIAJEHHSA Ta
oopMIIeHHS, TIOCHJIAHHS Ha HOPMATHUBHO-IIPAaBOBi aKTH, YTOUYHUTH LUGPOBI AaHi,
HasBHICTH HEOOXIAHUX BI3 1 OJATKIB. -

173. JIOKyMEHT NOAA€ThCs Ha MIAMKC Pa3oM 3 JIOKYMEHTaMH, Ha BUKOHAHHS YU
Ha IACTaBi AKUX HOro CKIIAEHO.

174. SIkmo MJOKYMEHT HaJCHUJIA€Tbes OO KIUIBKOX YCTAaHOB, SKi HE €
KOpHCTyBauyaMHd CHCTEMH B3aeMOJii, Micis Horo peectpamii ciyxba AiJIOBOJCTBA
OpraHi3oBy€ BUT'OTOBIEHHS HEOOX1IHOI KiTbKOCTI MPUMIiPHHKIB.

175. ABTop JOKyMeHTa Yy pa3l BIAMyCTKH, BIAPS/KEHHS, 3BUIbHEHHS
3000B’s13aHUil mepefaTi iHIIOMY NPAaliBHUKOBI 3TiTHO 3 AIFOUUM PO3IMOJLIOM YCi
HEBUKOHAHI JOKYMEHTH Ta MNOiHGOpPMYyBaTH ClIy’)k0y KOHTPOJIIO IPO NeEpeaady
JIOKYMEHTIB, BAKOHAHHS SIKUX MepeOyBae Ha KOHTPOII.

Opzauizayia MOHIMOPUHZY UKOHAHHA OOKYyMEHMIE

176. OcHOBHI 3acaju NpOBeJEeHHS MOHITOPUHIY BHUKOHAHHS JOKYyMEHTIB
BU3HAYAIOTHCS [HCTPYKIIi€IO 3 IJIOBOJICTBA B €JIEKTPOHHIN (OpMI.

177. V cTpyKTypHHX MmiApo3jinax Oe3rnocepeqHIM KOHTPOJb 38 BHUKOHAHHSIM
JIOKYMEHTIB 3/1ificHIOE 0co0a, BiANOBiAaIbHA 3a AIJIOBOJCTBO.

178. CTpok BUKOHAHHS INOKYMEHTAa MOX€ BCTAaHOBJIIOBATHCS Y HOPMaTHUBHO-
IIPaBOBOMY  aKTi,  pO3MOPSAYOMY  JOKYMEHTI  abo  pe3omolii  rojoBH
paiiepxaaMiHicTparii abo fioro 3aCTYNHUKA, KepiBHUKA arapary
paiinepxaaMiHicTpaii.

179. Ctpoku MOXyYTh OyTH THIIOBUMHU a00 IHIMBIyaTbHHMH.

TumoBi CTPOKM BHUKOHAHHS JOKYMEHTIB YCTAaHOBIIIOIOTHCS 3aKOHOJABCTBOM.
CTpoKy BUKOHAHHSI OCHOBHHX JIOKYMEHTIB HaBOJSITHCS y JOJATKY 7.

IHAMBiMyanbHi CTPOKH BCTAHOBIIOIOTHCS TOJOBOIO paiiiepxkaaMiHicTpanii abo
floro 3acTyIMHHMKaMH, KEPIBHUKOM arapary paiaepsxagMiHicTpalii.

180. JloKyMeHTH, B SKHX CTPOK BHKOHAHHS He 3a3HaueHO, SKI He €
JOKYMEHTaMH iH()OpMaIliHHOTO XapakTepy abo He MICTATh KOHTPOJBHHX 3aBIaHb,
NOBMHHI OyTH BUKOHaHIi He Ii3HilIe Hix 3a 30 IHIB 3 MOMEHTY peecTpallii JOKyMeHTa
B paiiiep)xaJMiHicTpallii.
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181. SIkmio 3aBmaHHsA NOTpeOye TEPMIHOBOI'O BUKOHAHHS, Y TEKCTI 3aBIaHHS
000B’A3KOBO 3a3HAYA€ThCSI KOHKPETHHM KiHIIEBHU CTPOK BUKOHAHHS.

182. CmiBBHKOHABIII 3000B’53aH] MOJaBaTH MPOIO3UIll TOJIOBHOMY BUKOHABLIIO
IPOTSrOM IepIIoi TOJOBHHHU CTPOKY, BIABEAEHOTO JUIsI BHKOHAHHS IOPY4CHHS,
3aBIaHHA.

183. V pasi motpe6u iHauBiqyanbHuit CTPOK BUKOHAHHS JOKYMEHTA MOXE OyTH
IIPOJIOBKEHO 33 OOIPYHTOBAaHHUM IPOXaHHSIM BHUKOHAaBLS, SKe NOJAa€Thcs 0e3
ITOTO/DKEHHsT 3 IHIIAMH CTPYKTYPHHMH MiApO3ZinaMu Oe3rnocepeHp0 NOCaJoBii
0cobi, sika BCTAHOBHJIA CTPOK. BiflOBi/iHe MpOXaHHS MOJAETHCS HE Mi3HIIIEe HIXK 3a
TpH pobOdUi AHI 10 3aKiHYEHHS BCTAHOBJIEHOI'O CTPOKY.

184. TIpomo3uiiis Mo/10 NPOJOBKEHHS CTPOKY BUKOHAHHS 3aBIaHb, BUBHAYEHUX
BepxoHoto Pamoro Ykpainm a6o Ilpesunentom Ykpaiau, mo Hazxiciaani KabGinetom
MinictpiB Ykpainu, nonaetbcs Cekperapiaty KabGinery MinicTpiB VYkpainu
obnaepx)aamiHicTpanieo (y pasi, SKI0O BOHa € BIAMOBIJAJIbHOIO 3a BHKOHAHHSA
3aBJaHHs) pa3oM 3 MPOEKTOM JIMCTa, aJpPECOBAHOTO BiJMOBIHO KepiBHHKOBI
Amnapary BepxoBHoi Pagu Ykpainu uu ['masi Agminictpauii Ilpesunenta Ykpainuy,
3a CiM JIHIB JIO 3aKiHUEHHS BCTaHOBIEHOT'O CTPOKY.

185. besmocepenHiii MOHITOPUHI BUKOHAHHS JOKyMEHTa IPOBOJMTLCS Ha
IiJICTaBi Ppe30NIoIii rojoBH palinepxaaMiHicTpanii abo #HOro 3acTynHHKa 4YH
KepiBHHKA armaparty paijepxaaMinicTpanii.

186. PeecTpalliliHO-MOHITOPMHIOBI KApTKU JIOKYMEHTIB, I{0/I0 BUKOHAHHS SKHX
IIPOBOJUTBCS MOHITOPHHT, JUIS 3pYYHOCTI MOXYTh TIDYIyBaTHCA 3a CTpPOKaMH
(HabNMKEHHSIM  CTPOKiB) BHKOHAHHS  JOKYMEHTIB, 33 BHMKOHaBUAMH, 32
KODECIIOH/IeHTaM: ab0 TpynaMe (Hakasd 3 OCHOBHOI JMisUIBHOCTI, HaKasd 3
aJIMiHICTpaTUBHO-TOCIIONAPCHKUX IHTaHb, JOPYYCHHS BHUIIUX OpraHiB BIAJH,
JNOpYYEHHS KepiBHUKA YCTAaHOBH TOWIO).

187. Ha omuH HOKYMEHT MOke OyTH 3aBefleHa JIMINE OJHA pPeecTpaliiHO-
MOHITODHMHIOBa KapTKa HE3QIeKHO BiJl KITBKOCTI BHKOHABIiB abo CTPOKiB
BUKOHAHHS OKPEMMX 3aBlIaHb, 3a3HAUEHHUX y JJOKYMEHTI.

188. Jlani npo Xi/i BAKOHAHHS JOKyMEHTa MOXYTh BHOCHUTHCS JI0 peecTpaliifHo-
MOHITOPHHIOBOT KapTKHM Ha MiJCTaBi iX 3amuTy TenedoHOM abo mia yac NepeBipKH
poBOTH CTPYKTYPHOTO MiTPO3IiTy — BAKOHABIIL.

189. 3a 3amuTOM CTPYKTYpHOrO MiJpO3AULy Clyx0a KOHTpOIIO HaJae
inopmarito mpo MOKYMEHTH, BHKOHABIEM SKHUX € BIITIOBIHHH MiApPO3[, LIOAO
SKUX IIPOBOJIATHCS MOHITOPHHT.

190. Iadopmaiis mpo cTaH BHUKOHAHHS B3ATUX Ha KOHTPOJb HOKYMEHTIB
y3arajJbHIOETHCS CTAHOM Ha IIepIlie YHCIIO KOXKHOT'O MICSIIA i MOIAEThCs KePIBHUIITBY
paiinepxxaaminicTpanii (1ogaTok §).
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Ingpopmauiiino-oogiokosea poboma 3 00KymenHmamu

191. 3acanu npoBeneHHs 1HQOPMaLIHHO-IOBIAKOBOI poOOTH 3 JOKyMEHTaMHU
BH3HAYaIOThCs [HCTPYKILI€IO 3 JTOBOJCTBA B €eKTPOHHIH dhopmi.

Ilopsaook onpaytoeanns ma HAOCUIAHHA UXIOHUX OOKYMEHMIE .

192. BuxigHi  JOKyMEHTH y  [amepoBiii  ¢opMmi, CcTBopeHi B
paiinepKaaMiHicTpalii y pa3i HasBHOCTI IiJICTaB, IKi BU3HAIOTHCS OOIPYHTOBaHHUMH
JUIsi CTBOPEHHS JOKYMEHTIB y TManepoBii (opMi, HaICHIAIOTHCSA aapecaTaM 3
BUKOPUCTaHHSIM  3aco0IB  MOINTOBOTO  3B’S3KYy, €JIEKTPO3B’SI3Ky, a TaKOX
JOCTaBIISIIOTECS Kyp €PCHKOI0, (Pellbl’ eErepchKOoI0 CITYKO0I0.

193. OmpanfoBaHHS NMOKYMEHTIB Ui BIAMpaBIeHHS 3aco0aMU  IOMITOBOIO
3B’SI3KYy 3A1MCHIOETECS CITy k000 JIIIOBOJCTBA paiiiepiaaMiHicTpalii BiAIOBiAHO 10
[IpaBun HaJlaHHS OCIYT NOIITOBOTO 3B’ A3KY.

194. BuxinHi JOKYMEHTH ONpallbOBYIOTHCS 1 HAACHIIAIOTHCS LIEHTPali30BaHO B
J€eHb 1X HaJIXOPKEHHS BiJl CTPYKTYPHHUX ITiIPO3JLJIiB — BUKOHABIIB ab0 He Ii3Hille
HACTYITHOI'O poO0OYOro JHS.

195. He momyckaeTbes:

HaJICHIaHHAd abo Tepelada MOOKYMEHTIB 0e3 ix peectpauii y ciyx0i
JIJIOBOJICTBA;

AyOJleTHe HaJICUJIaHHS NPUMIpHUKA, Y TOMY YXCI OPUTiHANBHOTO, JOKYMEHTA y
nanepoBiii GopMi, KO HOro MPUMIPHHUK ab0 KOIIIO BXKe HaIiCIaHO B eJIEKTPOHHIN
dopmi uepes3 crucTeMy B3a€EMOJII.

196. Ilixg wac mpuiitMaHHS BiJ] BUKOHABIIB BUXITHHX JOKYMEHTIB IpaliBHUKH
ciyx0U IIJIOBOJICTBA 3000B’ 13aH] ITepeBipUTH:

1) npaBHIBHICTH OGOPMIIEHHS TOKyMeHTa (CKNa] i pO3MIIlEHHS] B HHOMY BCIX
PEKBI3UTIB); '

2) HasABHICTD 1 IPAaBUIIbHICTh 3a3HAYEHHSI a[IpECH;

3) HasBHICTH Ha JOKYMEHT] BIAMITKH PO JONATKH;

4) HasBHICTH yciX HEOOXiTHMX IiJMUCIB (II€YaTOK) Ha JOKyMEHTi Ta JOJaTKax
JI0 HBOTO;

5) HasiBHICTB HOAATKIB Ta 1X BiAIOBIIHICTh 3asBJIEHOMY CKIIaLY;

6) BIAMOBITHICTH KUIBKOCTI IPUMIPHUKIB KiJILKOCTI aJIpecartiB;

7) HasABHICTH Bi3 Ha MANepoOBOMY NPHUMIpHHMKY BHXiZHOro JOKyMeHTa (y pasi
HEOOX1IHOCTI HOTo CTBOPEHHS), IO 3AJIMILIAETLCS Y CIIpaBaX paiaepxaaMidicTpalrtii.

197. Ha opurinanax ROKyMEHTIB, sSKi MiJJIATaIOTh TIOBEPHEHHIO, HA BEPXHLOMY
IIpaBOMY IOJII IIEpHIOl CTOPiHKHU cTaBUTKCS wrrami "[ligssrae nosepaenno”.



198. JlokyMeHTH, 110 HAJCWIAIOTHCS OJHOYACHO OJHOMY i TOMY X allpecarosl,
BKJIQIAlIOThCSI B OJWH KOHBepT (ymakyBaHHs). Ha KOHBepTi NpOCTaBISIOTHCA
peecTpaliiiHi IHAEKCH BCIX JOKYMEHTIB, SIKi MICTATHCS Y KOHBEPTI.

199. Anpecy MOXyTb HAHOCUTHCS HA KOHBEPT JPYKAPCHKUM CIIOCOOOM.
200. [JoxyMeHTH, IO JOCTaBIAIOTHCS  (Pesbl’erepchbkor0  ciryx0010,
NepeNaroThCs afpecaTaM MiJi pO3NUCKY Y BIATIOBIAHIM KHU3I.

201. locunanHs abo 3aMiHa HaJiCIaHOTO paHillle JOKYMEHTa 3MiHCHIOIOTHCS 3a
BKa3IBKOIO I10CaioBOi 0colu, sika IiAnucana JOKYMEHT, abo KepiBHHMKa CIyxOwu
IUIOBOJACTBA. Y TaKOMy BHIAJAKY B JOKYMEHTI 3a3HAYA€THCH, IO BiH € JOCHIAHHIM
ab0 Ha/ICHJIA€ThCS Ha 3aMiHYy paHiIlle HaJiCIIaHOMY.

202. CtpykTypHi HiApO3[iaM Ta OKpeMi BHKOHAaBLi 3000B’s3aHi MeperaBaTH
BUXIJHI JIOKyMEHTH Ta 1HII IIOLITOBI BiAMpaBIIEHHS O CIy»KOH IIJIOBOJCTBA 0
13.00 rom., y BUKIIOYHHX BHUIAAKax Yy pa3l HAACWIAHHS JTOKYMEHTIB
denpa’erepcbkuM 3B’ s13koM — 10 16.00 rog.

IV. CucTtemMaTH3anig Ta 30epiraHas IOKYMEHTIB V AIJIOBOACTBRBI

CK1a0eHHA HOMEHKI1amypUu Cnpae

203. OcHOBHI 3acaiy CKJIaJeHHS HOMECHKJIATYPH CIIpaB, GOpMyBaHHS CIpaB Ta
30epiranHs JOKYMEHTIB B paiiiepkaiMiHicTpallii BHU3HadaloThCsA IHCTpyKHi€o 3
I1TOBOJICTBA B €IEKTPOHHIHN GopMi.

[icro THCTPYKIi€0 BHU3HAYAIOTHCS OKpeMi OCOOJMBOCTI CHUCTeMaTH3alil Ta
30epiraHHs JIOKYMEHTIB y TarepoBiii ¢GopMi, SKi 3aCTOCOBYIOTBCS y pa3i HasBHOCTI
TIi/ICTaB, sIKi BU3HAIOTHCS OOIPYHTOBAHMMH JUIsi CTBOPEHHS YCTAaHOBOIO TIOKYMEHTIB Y
TarnepoBii Gopmi.

204. Homenxkiatypa crmpaB — Iie OOOB’S3KOBHMH IS pailjepkaaMiHicTpaiii
CHCTEMATH30BaHUK IIepelik Ha3B (3aroyioBKiB) cIipaB, Mmo (opMylOTeCS B il
TIIOBOACTBI, i3  3a3HAa4YeHHSIM CTpPOKiB 30epiraHHs  BiJNOBIAHHUX  CIPaB
(momatkm 91 10).

205. 3BemeHa HOMEHKJATypa CIIpaB palfep:KaIMiHICTpalil CKIANaeThCs y
YOTUPHOX IPUMIPHUKAX, Ha KOXXKHOMY 3 SIKMX IOBHHEH OyTH 3allOBHEHUU TPUP
HOTO/KEHHS 3 AepKaBHUM apxiBoM obiacti. [lepmmii (HemoTopkaHHUHR) IPUMipHUK
3BEJICHOI HOMEHKJIATYpH CcCIpaB 30epiraeTsCsl y CiayxkO0i IinoBoacTBa, APYruil —
BUKOPHCTOBY€TBCS CIIy>KOOI0 IITOBOACTBA AK POOOUMIf, TpeTi — IMepemaeThest OO
apxiBHOro BLILLY paiizepxaaMinicTpanil (HpamiBHUKY CIy)XOM IiTOBOJICTBA,
BIZIMOBIJAJIBHOMY 3a apXiBHe 30epiranHs JOKYMEHTIB), Ui 3MifCHEHHS KOHTPOJIIO 3a
(opMyBaHHSIM CIIpaB y CTPYKTYPHHX IiIpO3JLJaxX, YeTBEPTUI — HAIACHUIAETLCS H0
JIep’KaBHOTO apXiBy 001acTi.



41, ..

206. CTpyKTypHi MiApo3nid painepxaiMiHICTpallil OTPUMYIOTb BUTATH 3
BIMTOBIAHMUX  PO3JUTIB  3aTBEp/KEHOI 3BeJACHOI HOMEHKIATYpH CIIpaB i
BUKOPHUCTaHHA Y POOOTI.

207. I'pa¢du HOMEHKJIATYpH CIIPaB 3alIOBHIOIOTHCS TAKUM YHMHOM.

Y rpadi 1 mpocraBnseTbcs 1HAEKC KOXHOI CIpaBU. I[HAEKC copaBu
CTPYKTYPHOIO TIiAPO3Jily CKIAJacThesl 3 iHAEKCY CTPYKTYPHOrO Mifipo3finy (3a
IITaTHAM  po3nucoM abo  KiIacu(IKaTOpOM CTPYKTYpHHX MiJAPO3AUIB) Ta
MOPSJIKOBOTO HOMEpa CIpaBd B Mexax migpos3ainy. Hampuxmam: 06-12, ne 06 —
iHIeKc camocTiiiHOro Biaainy, 12 — mopsiakoBuil HoMmep copasu, abo 04.1-07, ne
04.1 — iggekc Bigainy y ckiazi yrnpasiinas, 07 — mopsaKoBuit HOMep CIpaBH.

Y pasi HagBHOCTI y CHpaBi TOMIB IHIOEKC CTaBHUTHCA Ha KOXXHOMY TOMI,
Hanpuxiag: T. 1, T. 2.

VY rpady 2 BKJIFOYAIOTHCS 3aT0JJOBKH CIIpaB (TOMIB).

3aroyIoBOK CIIpaBU MOBUHEH YITKO y CTUCHIHN y3arajabHEeHii ¢opMi BinoOpaxkaTh
CKJIa[ i 3MICT JOKYMEHTIB CIIpaBH.

He nmo3BonsieThest BYKUBaHHS B 3aroJIOBKaxX CIIpaB HEKOHKPETHUX (hOpMYJTIOBaHb
("pizHi Marepianu", "3aranbHe JTUCTyBaHHS", "BXiHA KOpeCHOHIEHLIs", "BHUXiJHA
KOPECTIOHJICHI[is1" TOII0), a TaKOX BCTaBHUX CIiB 1 CKIATHHUX CHHTAKCUYHHX
3BOPOTIB. ’

ITin wac ¢opMylroBaHHS 3arojIOBKiB CIpaB BPaxOBYIOTHCSA TaKi O3HAKH
(GopMyBaHHS CIpaB, K HOMIHaJIbHA, aBTOPCbKA, KOPECIOHJEHTCbKA, HPEAMETHO-
MUTajibHa, XPOHOJIOTIYHa, reorpadivHa.

JlokyMeHTH (POPMYIOTECS Y CIIpaBH Ha OCHOBI OKPEMOI O3HAaKH abo CIIONYyYEHHS
O3HaK.

3arojOBOK CIIPaBH CKIIQNAETBCS 3 EJNEMEHTIB, M0 PO3MIIIYIOTECS y Takid
MOCIIIOBHOCTI: Ha3Ba BUAY CIpaBd (JHCTYBaHHS, XypHaJl, KHUATA TOILO) Y BHIY
JOKyMEHTiB y crhpaBi (Hakasy, I[POTOKOJM, aKTH TOIIO); aBTOP JOKYMEHTIB
(HaliMeHyBaHHs paiijiepaIMiHicTpalil, CTPYKTYpHOTO IiIpO3/iNy); KOPECIOHAEHT
abo azmpecar (HaliMeHyBaHHS YCTaHOBH, JIO SIKOI afpecoBaHi abo Bij siKoi HaAIALILIA
JOKYMEHTH); KOPOTKHI 3MIiCT NOKYMEHTIB cIpaBH (IUTaHHS, 3 SKOro (QOPMYETHCH
ClIpaBa); Ha3Ba perioHy (TepuTopil), 3 SIKOK IOB’S3aHMM 3MICT NOKYMEHTa; /1aTa
(mepiox), MO SAKOI HaleXaTh JOKYMEHTH CIpaBM; BKa3iBKM Ha HasBHICTb KOIiH
IOKYMEHTIB y cpasi (y pasi motpebn).

VY 3arojioBkax o0co0oBuX (HEPCOHATBHHMX) Ta IHIIAX CIOpaB, IO MICTSITh
JOKYMEHTH 3 OJHOIO MUTAaHHS, IOB’S3aHl IIOCIIZOBHICTIO BEIEHHS MNPOLENYP
JIJIOBOACTBA, BIKMBAEThc TepMiH "crmpaBa', Hampukian: "OcoboBa cmpasa’,
"IlepcoHanpHa crpasa’.

V 3aronoBkax CIpas, [0 MIiCTATh JOKYMEHTH 3 OJHOTO ITMTaHHS, HE IOB’s3aHl
IIOCIIITOBHICTIO BeACHHS IPOLIEAYpP ALIOBOACTBA, BXKUBAETHCS TEPMIH "MOKYMEHTH", @
TCJIST HBOTO B JIy’KKax 323HA4YaIOThCS OCHOBHI BUJIM JIOKYMEHTIB CIIPaBH, HAIIPUKJIAA:
"JlokyMeHTH (IJIaHU, aHKETH, JOBIJKH) IPO MPOBEJSHHS OTJISAY CTaHy JiJIOBOJICTBA
Ta apXiBHOI CIIPaBH B CTPYKTYPHUX I IpO3/LTaxX painep:xkaaminicrparii”.



42

Tepmin "mOKyMeHTH" BXHMBAEThCS TAKOX Yy 3aroJIOBKax CIpaB, IO MiCTITh
JOKYMEHTH-JIOTaTKU 10 Oydh-IKOr0 HOpMAaTUBHO-TIPABOBOTO aKTa abo po3MOps TIOTo
JTOKyMEHTa yCTaHOBH.

VY 3aronoBkax CIpasB, MPU3HAYEHUX JUIS IPYIyBaHHS JOKYMEHTIB OJHOTO BUAY,
3a3Ha4ya€ThCcsl BHJ JOKYMEHTa Y MHOXHHI Ta aBTOpP JOKYMEHTIB, HaIpUKIAA:
"TIporokonu 3acizanp konerii JJomuHCHKOI paliloHHOI AepxKaBHOI agMiHicTpamii".

V 3arojIoBKax CIIpaB, L0 MICTATh JUCTYBAHHS, 3a3HAYAIOTECA KOPECIIOHCHT. i
KOPOTKHH 3MICT JOKyMEHTiB, Hampuknan: "JlucryBanHs 3 JlemaprameHTOM
COIIIAJIBHOTO 3aXUCTY HACEJIEHHS 3 OCHOBHOI TiAJIBHOCTI".

'V 3aronoBkax cCIpaB, IO MICTITh JIMCTYBaHHA 3 KOPECIIOHACHTaMH,
OHOPIAHUMH 32 XapaKTepPOM JisTbHOCTI, TaKi KOPECIIOHICHTU He TIepepaxoBYIOThCS,
a 3a3HAvya€ThCcs 1X Yy3arajbHeHe HaliMeHyBaHHs, Hampukian: "JIMCTyBaHHS 3
OopraHaM¥ MICIIEBOTO CaMOBPSTyBaHHS 3 IUTaHb 3a0€3TeYeHHS COIiabHOTO 3aXUCTY
HaceJIeHHS .

VY 3aronoBkax copas, IO MICTITh JIACTYBaHHS 3 Pi3HUMH KOPECIIOHIEHTaMU,
Taki KOPECIOHJAEHTH He 3a3HavaloThCsl, HaNpukiad: "JIMCTyBaHHS PO OpraHi3allio
ceMiHapy 3 MiJBUIIEHHS KBaJli(ikauii MpaiBHUKIB KaAPOBUX CIIYkKO".

V 3arojioBkax cIpas, 0 MiCTATh TUIAHOBO-3BITHY IOKyMEHTAIIII0, 3a3HAYA€THCS
nepion (Micsiup, KBapTal, TIIBpiYYs, PIK), B SKOMY IUIAHYETHCS CTBOPEHHS
JIOKYMEHTIB, a00 nepiof] iX (akTUYHOTO BUKOHAHHS, HAIIPHUKJIAI:

1. TInan oCHOBHMX OpraHi3aliifHuX 3axo/iB paiinepxaaMinicrpariii Ha 2019 pik.

2. 3BIT NHpO BHUKOpUCTaHHS OrOKETHUX KOIUTIB paiiaepxaaMiHicTpamii 3a
2018 pik.

SIKmo copaBa CKIQJA€Tbess 3 KUTBKOX TOMIB, (OPMYNIOETBCS 3arajlbHUM
3aroJIOBOK CITpaBH i3 3a3HAUEHHSIM HOMEpa TOMY.

Ilinx wac po3MillleHHs 3aroJIOBKiB CIpaB y HOMEHKJIATypl BpaxOBYE€ThCH
BAX/MBICTh JTOKYMEHTIB, BKJIIOYEHHUX JO CIIPAaBH, iX B3a€MO3B’SI30K Ta CTPOKH
36epiragas. Ha mouaTky pO3MILIyIOTBCS 3arojIOBKU CIpaB IORO MAOKYMEHTIB, SKi
HaAifIUIH Bif OpraHiB BHINOTO PiBHS, Jali — INOJO OpraHi3auiiiHO-pO3MOpsYol
JOKYMEHTaIlil, MIAHOBO-3BiTHOI JMOKYMEHTalil, JUCTyBaHHSA, OOJiKOBO-IOBIIKOBHX
BHJIIB TOKYMEHTIB.’

['pacda 3 HOMEHKIATYpH 3alIOBHIOETHCS! HAIIPUKIHII KaJIEHAGPHOTO POKY.

V rpadi 4 HOMEHKJIaTYpH 3a3HA4alOThCs CTPOKHM 30€piraHHs CIpaB, HOMEPH
cTaTelf 3a MePETikoM JOKYMEHTIB i3 CTpOKaMu 30epiraHHs.

V rpadi 5 poGnsAThCS MO3HAYKM TIPO TMEPEXifHi crpasy; Mpo (GopMy CTBOPEHHS
IOKYMEHTIB CHOpaBH (€JEeKTpOHHA, TMamepoBa, 3MilllaHa); TPO IOCaNOBUX OcCib,
BiAIIOBIJaIBHKX 32 (QOPMYBaHHS CIIpaB; Mo mepenady CHpaB A0 apXiBHOIO BiaJily
paiigepxaamigicTpailii (IMpaumiBHAKY CIy>KOM [OiTOBOJACTBA, BiANOBIZATBHOMY 34
apxiBHe 30epiragHs JOKYMEHTIB) UM 1HIIUM YCTaHOBaM JJIS iX MPOJOBXEHHS TOILO.

DopmyeanHa cnpae

208. ®opMmyBaHHA CIpaB — 1€ IPYNyBaHHS BHUKOHAHUX JOKYMEHTIB y CIIPaBH
BIATIOBITHO /IO HOMEHKJIATYPU CIIPaB.
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209. Tlix yac ¢dopMmyBaHHS CIpaB HE JOMYCKA€ThCA BKIIOYEHHS [0 CIPaB
YOPHOBUX, OCOOHCTHX MHOKYMEHTIB, PO3MHOXEHUX KOIIA Ta JOKYMEHTIB, LIO
HiIATAI0TE TTOBEpHEHHIO. JIOKYMEHTH TIOCTIMHOTO 1 THMYacoBoro 30epiraHHs
I'PYIYIOTBCS Y CIIpaBU OKpeMo. 3a 0OcsTroM clpaBa y marmepoBiii popMmi He MOBUHHA
nepeBuinysatu 250 cropiHok (30-40 MiniMeTpiB 3aBTOBIIKH).

210. JIOKyMEHTH TPYyIIyIOThCS Y COpaB B XPOHOJIOTIYHOMY Ta/abo JIOTiYHOMY
TIOPSLIIKY .

- 211. TlonoxeHHs, HpaBWiia, IHCTPYKIIi TOINO, 3aTBEpPAXEHI pO3NOPSIIUMH
JIOKYMEHTaMH, TPYIIYIOThCS pa3oM i3 3a3HAYEHUMHU JIOKyMEHTAMH.

212. PoznopsmxenHs  (Haka3y) 3  IMHWTaHb  OCHOBHOI  JISUIBHOCTI
paiinepxxaaMmiHicTpanii, 3 aaMiHICTPaTHBHO-TOCIIOAAPCHKUX NHTaHb, 3 KaJpOBUX
nuTaHb (0COOOBOTO CKIIay) FPyIYIOThCA Y Pi3Hi clipaBu. Po3nmopsmkeHHs (Hakasn) 3
KaJ[pOBUX THUTaHb (OCOOOBOr0 CKJIaAy) TPYIMYIOTBCH BIOMOBIOTHO [0 IX BHUJIIB Ta
CTPOKIiB 30epiraHHs.

213. JlokyMeHTH 3acilaHb KOJIETiaJIbHUX OPTaHiB IPYITYIOTHCS V ABI CIIPaBH:

MPOTOKOJIY | JOKYMEHTH /10 HUX (AOMOBIi, TOBIAKH, IPOEKTH PillleHb TOLIO);

JOKYMEHTU 3 oOprasizalii 3aciiaHb (IIOpSIOK IEHHUH, MaKeT pO3MillleHH,
CIHMCOK 3aIlpOIIEHUX TOILO).

214. TIpoTtoxoysd 3acifiaHb KOJerialbHHUX OpraHiB TI'PyNYIOTHCA Yy CIIPDaBH B
XPOHOJIOITYHOMY TOPSAKY 1 3a HOMepaMmHd. JIOKyMeHTH [0 3acifaHb 3a3HAYEHUX
OpraHiB CHCTEMATH3YIOThCS 3a JaTaMH Ta HOMepaMHu MPOTOKOIB, a B MeXax Ipynu
JIOKyMEHTIB, 1[0 CTOCYIOThCS OAHOTO MPOTOKOIY, — 33 IOPSIKOM AEHHUM 3aCiIaHHs.

215. JlopyueHHsS YCTaHOB BHINOTO piBHA 1 JOKYMEHTH, MoB’s3aHi 3 iX
BUKOHAHHSIM,  TIDYNOyHOThCS Yy  CIOpaBH  3a  HampsMamMH  JiSUIBHOCTI
paiifepxanminictpariii abo 3a aBropaMH iHINIaTUBHMX MOKYMEHTiB. Y CIIpaBi
JOKYMEHTH CHCTEMATH3YIOThCS 32 JaTaMU JOPY4EHb.

216. 3aTBepKEH] IUTAHHU, 3BiTH, KOLITOPHCH IPYITYIOTECS Y CIIPaBH OKPEMO BIJ{
IPOEKTIB IUX JOKYMEHTIB.

217. JIncTyBaHHS TPYMYETHCS 3a 3MICTOM Ta KOPECTIOHIEHTCHKOIO O3HAKOIO 1
CHCTEMATH3YETLCA B XPOHOJIOTIYHOMY TIOPSIKY: JOKYMEHT-BIAIOBIb PO3MIILY€THCA
32 IOKYMEHTOM-3allUTOM.

218. OcoboBi crpaBu JepXKaBHUX CIYXOOBIIIB (QOPMYIOTECS y TOPSAKY,
Bu3HadeHomy HAJIC.

219. Po3paxyHKOBO-IUIATDXHI BiioMocTi (0co00BI paxyHKH) TIpalliBHHUKIB
paliepxaaMiHiCTpalii CHCTEMaTH3YIOTBCS B MeXax pOKy 3a I[Ipi3BUILAMU B
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andaBiTHOMy MOPSAKY, @ BIJIOMOCTI LIOJO BHIUIATH rpolleidl (BiZOMOCTI OO
HapaxyBaHHs 3apoGiTHOi IUtati) NOBMHHI OyTd cdopmoBaHi Imomicaus 3a
KaJleHJapHUH piK.

220. MeroandyHe KEpiBHHLTBO i KOHTPOJb 3a (OPMYyBaHHSIM CIpaB B
paiinepkanmidicTpanii ta 11 CTPYKTYpHHUX MiIpO3ALIAX 3JIHCHIOIOTECS CIIy»0O0M0
NIJJOBOJICTBA. _ .

30epizanHa OOKYMEHMI6 6 yCHIAHO6aX

221. JIOKyMEHTH 3 Yacy CTBOpeHHS (HaJaXOKEeHHs) i 0 mepenadi A0 apXiBHOTo
BLLIULY paliepkanMiricTpanii (MpalliBHAKY CJIyXOH A1IOBOICTBA, BIANOBIIAIEHOMY
3a apxiBHe 30epiraHHd JOKYMEHTIB) 30epiraiotbcsi 3a MiCLleM iX CTBOpEHHS.
HopmartuBHO-1IpaBOBi akTH 30epiraioThbes 3a MiCLEM iX BHAAHHS, a TOKyMEHTH L1010
iX po3po0IIeHHs, IOTOHKEHHS TOIIO — 32 MICIIEM CTBOPEHHSI.

222. 306epiraHHs JOKYMEHTIB 1 cHpaB B paiizepxaaMiHicTpalii 3abe3nedye
ciryx0a JIoBOJICTBA paliep kaAMIHICTpallii.

223. ConpaBu 30epiraroTbess y CHELialbHIA KIMHATI Yy BEPTUKAIBHOMY
noJiokeHH1 B madax, Mo 3aKpuBaloThes. [ MiABUILNEHHS ONEPaTHBHOCTI MOUIYKY
JIIOKYMEHTIB CHpPaBH pO3MIIIYIOThCA BIANOBIJIHO JO HOMEHKIaTypu cnpaB. Ha
KOPIHIIIX 0OKJIaJHOK CIIPaB 3a3HA4al0ThCS 1HAEKCH 32 HOMEHKIIATYPOFO.

224. @oHOrpaMH 3acCiflaHb KOJETialbHOTO OpraHy 30€piraroTbcs y MHOro
cexkperaps. Ha wHocii ¢doHorpamu (ii ymakoBIi) poOMThCS BIAMITKAa PO JATy
3acimaHHs 1 wac 3ammcy. Cekperap KOJeTiaJIbHOTO OpraHy BIAIOBiZa€e 3a IX
30epiraHHs.

225. Bupmaua crpas, CKIaJeHHX 3 JOKYMEHTIB y namepoBiit gopmi, y THMYACOBE
KOPHMCTYBaHHs IpAliBHMKAM CTPYKTYPHHX IiApO3AiNiB  paiaepiaiMiHicTparlii
3MIACHIOETLCS 3 J03BOJTY KepiBHHKA CIYy>»XOHM JiIOBOACTBA, IHIIMM YCTaHOBaM — 3
IIMCHMOBOTO J103BOJIY KEpiBHMKA amapary padnepxaaminicrparii. Ha Bungany cipasy
CKJNAJAEThCI KapTKa-3aMiHHUK. Y KapTLi 3a3HA4aloThCsl iHAEKC CIPaBH, 3arojIOBOK
cripaBw, gata ii BHjadi, ocoba, gKkiffi cpaBy BHJIAHO, aTa il HOBEPHEHH:, HiANKCH
0ci0, K1 BUJQJIN Ta MIPUUHSAIM CIIPaBy.

226. Hagauus cripaB y THMYAaCOBE KOPUCTYBaHHS 3/(iHCHIOEThCS He OUBII SIK Ha
OJIMH MiCSIIb.

227. BurydeHHS JOKYMEHTIB i3 clipaBH NOCTIHOTrO 30epiraHHs 3a00pOHSIETHCS.
VYV BUHATKOBUX BHUNAJKaX BIWIYYEHHS JOKYMEHTIB JOIyCKA€ThCA 3 JIO3BOIY
KepiBHUKA amapaTy paimepxaiMiHicTpallii 3 000B’I3KOBUM 3aIMINEHHSM Y CIpPaBi
3aCBiTUEHUX HaJleXHUM YMHOM KOTIiH.
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V.[HopsaaloKk NiArOTOBKH CpaB A0 Nepeaayvi AJsg apXiBHOro
30epiraHug

Excnepmusa yinnocmi 0OKyMeHmie

228. OcHOBHI 3acaay TPOBEJCHHS EKCIEePTU3M ILIHHOCTI, CKJIaJCHHS OIHCIB
copas, oQOpMIEHHS CIpaB Ta Tiepefadi COpaB [0 apXiBHOrO  Biajiiy
palifepaaminicTpanil (IpaniBHUKY - CIyXXO0M OUIOBOJCTBA, BiAMOBiZAJILHOMY 3a
apxiBHe 30epiraHHs JOKYMEHTIB) Ha apxiBHe 30epiraHHs BU3HAYAFOTHCS IHCTPYKIi€r0
3 JIIJIOBOJICTBA B €NIEKTPOHHIN dhopmi.

Lliero THCTPYKIli€r0 BHU3HAYAIOTHCS OKpeMi OCOOIHMBOCTI MIiATOTOBKH CIIPaB,
chopmoBaHux y mamnepoBid ¢opmi, 0 mepemadi Ui apxiBHOTO 30epiraHHs, sKi
3aCTOCOBYIOTHCSI 3a HAsBHOCTI MIACTaB, SKi BHU3HAIOTBCS OOTPYHTOBAHUMH JIJIS
CTBOPEHHS paiepx)aaMiHiCTpalli€r0 JOKYMEHTIB y ManepoBii ¢opmi.

229. IlpoBeaeHHs eKCIEPTU3M LIHHOCTI JTOKyMEHTIB MOJsATae y iX BceOIidHOMY
BHBYCHHI 3 METOIO BHeCeHHs a0 HalloHanbHOro apxiBHOro GoHAY ab0 BUIYIeHHS 3
HBOTO Ta BCTAHOBJIEHHS CTPOKIB 30epiraHHs JAOKYMEHTIB, IO He MiJISATaI0Th
BHECEHHIO JI0 3a3Ha4eHoro Goumy.

230. [nsa opradizaiil Ta NpPOBEACHHS EKCHEPTU3M LIHHOCTI JOKyMEHTIB B
paiigepxaaminicTpanii (y pasi noTpeOu B CTPYKTYpHHX HiJpO3/iJax) yTBOPIOIOThCS
[IOCTIHHO Ai0Yi €KCIIEPTHI KOMICI.

231. ExcrnepTr3a IIHHOCTI JOKYMEHTIB IIPOBOAUTHECS IMOPOKY B CTPYKTYPHHX
niposainax paiaepxaaminicTpanii O6e3nocepeHbO 0coOamMH, BIANOBINANBHUMH 32
opraHisailifo JiJIOBOJCTBA B IMX MifPO3JiaaxX, pa3oM 3 €KCIEPTHOX KOMICi€ro mix
METONNYHHUM KEPiBHUIITBOM CITY>KOU I1IOBOICTBA.

232. BuiyueHHs [OKyMEHTIB ]I 3HMIIEHHS Oe3 IpOBEJCHHs IONEepeIHbOl
EKCIIepTH3H X LIIHHOCTI 3a00POHSAETHCS. :

233. Binbip JOKYMEHTIB MOCTIHHOrO 30epiraHHs 3IiHCHIOEThCS Ha INJCTaBi
TUIIOBMX T4 BIJIOMYHX (Taly3eBHX) MepeNiKiB JOKYMEHTIB i3 CTpoKaMu 30epiraHHs,
HOMEHKJIATYpH CIIpaB paijiepXaaMiHICTpallii HUITXOM Neperisay KOXHOro apKylia
cupaBu. JlopydeHHs oOpraHiB Blag¥ BHLIOrO piBHA, M0 HAJIHOUIM [0
painepxaaMiHicTpalii y BUIISl manepoBoi Komii, He MOXyTb OyTH BimiOpaHi siK
JOKYMEHTH IOCTiHHOTro ur TpuBanoro (nouax 10 pokis) 306epiranHs.

234.  3a  pe3ynbraTaMHd  €KCIEPTH3W  IIHHOCTI  JOKYMEHTIB B
paiinepxaaMiHicTpalii cKJIaIaeThCsl akT PO BUJIYUEHHS JJIsl 3HUIIEHHS JOKYMEHTIB
y maneposii ¢opmi (qogatok 11).

235. 3BeneHi OMUCH CIIpaB IOCTiHHOTO, TpHuBajioro (monay 10 pokiB) 36epiraHHs
Ta 3 KaJIpOBUX IMUTaHb (0COOOBOrO CKJIajay) Ta aKT MPO BWIyYEHHS JUIS 3HHUILEHHS



47

JOKYMEHTIB, He BiJJHeCeHHWX N0 HaIrlioHalbHOTO apXiBHOTO (OHIY, PO3IIIANAIOTHCS
EKCIIEPTHOIO KOMICI€r0 paiiepkaaMiHicTpalii ogHo4acHo. ITicas 3aTBep/UKEHH akTa
paiizepxaaMiHiCTpallis Mae IPaBo 3HULIUTH BU3HAYE€H1 HUM JOKyMEHTH.

236. AKT mpo BWJIYYEHHS s 3HUIICHHS JOKYMEHTIB CKIAIA€eThCs IOJO
JIOKYMEHTIB, He BHeceHMX Jo HailioHanpHOrO apxiBHoro (oHAy, Ha CIpaBd BCi€l
paiinepxaaminicTpauii. HalfiMeHyBaHHS CTPYKTYpHOTO MiJpO3ALLY 3a3HA4YarOThCs
nepe TpyNor0 3arOJIOBKiB CIIpaB bOTO MiAPO3ALTY.

Criadenns onucie cnpas, wio CK1aoeri y naneposiii (popmi

237. Onuc cnpaB — apxiBHUN JTOBITHUK, IPU3HAYEHHUH JIsi OOJIIKY Ta PO3KPUTTS
3MICTY OJNMHHUIE 30epiraHHs, OJMHHIL OOJIKY, 3aKpillJIeHHS iX CHCTeMaTH3allil y
Mekax apXiBHOTo GOHY.

238. Onucu crpaB yKJIQJAIOThCSl OKPEMO Ha CIPaBH MOCTIMHOrO Ta TPUBAJIOIO
(monan 10 pokiB) 30epiraHss Ta 3 KaJpoBHUX NMUTaHb (0co00BOTO ckiany). Ha cipaBu
tuMYacoBoro (1o 10 pokiB) 30epiraHHs OMHCH HE CKIIAIAIOThCA. Y pasi JIKBijgalii uu
peopranizailii yCTAaHOBH TaKi OMHUCH CKJIANAIOTHCs] 000B’I3KOBO.

239. OmnucH, crnipaB CTPYKTYPHOTO TAPO3JALTY CKJIaAalOThCS IIOPOKY 3a
BCTaHORBIJIEHOI (opMoro (nojaTok 12) mocanoBoro 0cobor0, BiANOBIAANBHOIO 3a
JUIOBOJACTBO Y CTPYKTYPHOMY MiZpO3/Iiii, 3a METOAUYHOI JONOMOTH CIyXOu
JiJTOBOJCTBA.

240. Homep ommucy cripaB CTPYKTYpHOTO HiIpO3ALTY NOBHHEH CKIaiaTuCs 3
iHAEeKCY CTPYKTYpHOTO TMiAPO3MiMy 32 HOMEHKIATypOK CIpaB 3 [IOAaBaHHSIM
TIOYaTKOBOI JIITEpPH Ha3BH KaTeropii JOKYMEHTIB, IO BKJIKOYAOThCSA JIO OMHUCY, Ta
YOTHPBOX LUDP POKY, B AKOMY PO3NOYATO CTIPABH, BKIIOYEH] 10 onucy. Hampuxian,
ONHKCH CIpaB IOCTiiiHOrO, TprBanoro (monax 10 pokiB) 36epiraHHs Ta 3 KaJpOBHX
nuTaHb (0co60BOro CKIany) CTPYKTYPHOTO MiApO3AiLy 3 iHA. 5, 10 po3movaTi y
2011 poui, MatumyTh HOMepH: 5 [1-2011; 5 T-2011; 5 OC - 2011.

241. I'lig 9ac CKIaaaHHs OIKCIB CIIpaB CJIiJ AOTPUMYBATHCS TAKMX BUMOT':

1) KO)kHa cripaBa BHOCUTKCS 0 OMUCY ITiJi CAMOCTIMHUM IOPSIKOBHM HOMEPOM
(KO cIipaBa Ma€ KilbKa TOMiB, KOXXHHH TOM BHOCHTBCS JO OIMCY IiJ{ OKPEMHUM
HOMEpOM);

2) rpau onucy ohOPMIIOIOTECS BiANOBIAHO JO BiIOMOCTEH, 3a3HAYEHHMX HA
OOKJIaINHIIi CITpaBH;

3) y pa3i BHeCEeHHsI 0 OMHUCY KiJIbKOX CIIpaB MiJPsJ 3 OJHAKOBHUM 3aroJOBKOM
3a3HAa4Ya€eThCd ITOBHICTIO JIMIIE 3aroJIOBOK NeEpINoi CIpaBH, a BCl iHIII OJHOPiAHI
CrpaBH MO3HAYAIOTHCS CIOBaMH "Te came, IpyU LbOMY iHII BiIOMOCTI MPO CIpaBH
BHOCSTHCS JIO ONKMCY IOBHICTIO (HAa KOXHIM HOBIff CTOpIHLI OIHKCY 3aroJoBOK
BIZITBOPIOETHCS TTOBHICTIO);
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4) rpada onucy "ITpuMiTka" BUKOPUCTOBYETHCS JUIS BiIMITOK PO OCOOIUBOCTI
Gbi3MYHOr0 CTaHy CHpaB, IMPO Tepeaady CIpaB iHIMHM CTPYKTYPHUM MiApO3JilIaM
ycTaHoBH abo 1HIIH yCcTaHOBI, PO HASBHICTH KONiif JOKyMEHTIB y CIIpaBi.

242. Onucy cipaB BeAyThCSA MPOTATOM KITBKOX POKIB 3 BUKOPUCTAHHSAM €IMHOL
Hackpi3zHOl Hymepaiiii. CripaBu KOXXHOTO POKY CTaHOBJISTH PIMHUK pO3JLT ONHCY.

243. V xiaui omucy poOUThCA IMiJICYMKOBHM 3amuc i3 3a3HAYEHHAM KiIBKOCTI
(madpamMu 1 crnoBaMH) crpaB, WO OOJIKOBYIOTECS 3a OINHCOM, a TaKOX
0OYMOBIIOIOTECSI OCOONMBOCTI HyMepalii cnpaB B ommci (JiTepHi Ta npomymieHi
HOMEPH CIIpaB).

244. V piuHU§ PO3/iN OMUCY CIpPaB BHOCSTHCA TAaKOXX CIpaBH, HE 3aBEpHICHI
NIPOTATOM KaJIEHAAPHOTO POKy. Y TakuX BUIAAKAX y KiHII PIYHHUX PO3JALIIB OMUCY
KOKHOTO HACTYHHOTO POKY, TIPOTSIIOM SKOTO CIpaBd IPONOBXYBaIUCH B
JIIJIOBOZICTBI, 3a3HavaeThes "J{OKyMEHTH 3 UBOTO MUTAHHS JIUB. TAKOX Yy PO3JIJI 3a

"

piK, No :

245. Onuc chopaB, CKIaJeHUX Yy ManepoBid Qopmi, CKmIamaeTscs y ABOX
IPUMIPHMKAX, OJMH 3 SIKMX NEepelacThCs pa3oM i3 clIpaBaMy, a IHIIUN 3aJIMIIAE€ThCS
SK KOHTPOJIGHUH MTPUMIPHHK Y CIIy’k0i HAiIOBOJCTBA.

246. Ha ocHOBI OMHUCIB CIIpaB CTPYKTYPHHX MIAPO3LiNiB Ciryx0a AinoBoacTBa
rOTy€E 3BeJIeHi OMMCH CIpaB MOCTiHOro Ta TpuBanoro (moHax 10 pokis) 30epiraHHs,
3 KaJIpOBUX NHTaHb (0COOOBOrO CKIamLy).

247. 3BeleHuii ONKC CrpaB MOCTiMHOro 30epiraHHsA CKIANAETECS Yy YOTHPBOX
npumipHuKax, TpuBaioro (monan 10 pokiB) 30epiraHHi — y ABOX IPHMIPHMKaX, 3
KaJpOBHX MHUTaHbL (0COOOBOTrO CKiany) — y TPhOX NpuMipHUKaX. OmUH IPUMIPHHK
3aTBEPIKEHOTO OIKCY MOAAETHCS apXiBHOMY BiJUIiTy paiifiepKaaMiHICTpallii.

248. PalinepxaaMinictpailis 3000B’s13aHa OIMCYBaTH JOKYMEHTH IOCTIHHOIO Ta
Tpusasoro (ronan 10 pokis) 30epiranHs, 3 KaJpoBUX MUTaHb (0COGOBOIO CKIALy) HE
misHidIe HiK dYepe3 JBa POKH IIC/sS 3aBepUIEHHS CIpaB y JALTOBOACTBI, a TaKoX
nepeaBaTd JIOKYMEHTH TIOCTIHHOIO 30epiraHHs BIANOBIZHO 10 3aTBEPKCHUX
OIMCIB CIpaB JIO JEPXaBHOTO BiIUIly paiiepxaaMiHicTpalili B yCTaHOBJIEH1
3aKOHOJIABCTBOM CTPOKH.

Ogopmnenna cnpas, cknadenux y naneposii gpopmi

249. OdopmnenHs copaBH IIOCTifHOro i TpuBanoro (moHax 10 pokiB)
30epiraHHs rnependavae HyMepallilo CTOPIHOK Yy CIpaBi, CKJIaJIeHHs y pa3i noTpeOH
BHYTPILIHBOTO OIKUCY JOKYMEHTIB CIIPaBH, HASBHICTb 3aCBiAUYyBajJbHOTO HAIUCY
CIIPaBH PO KUIBKICTh CTOPIHOK 1 PO 0cOOIMUBOCTI (Hi3UYHOTO CTaHy Ta POpMyBaHHS
CIpaBH, MiAMKBaHHA a00 OMpaBleHHs CIIpaBy, 0QOPMIICHHS 00KIJIaJUHKH CITPABH.
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250. JIoKyMeHTH THMYacoBOrO 30epiranHs, c@opmoBaHi y CIIpaBH, HE
[iAIIUBAIOTBCS, CTOPIHKM HE HYMEpPYIOTHCS, YTOUHEHHS eIeMEHTIB OQOpMIICHHS
OOKJIAgUHKK HE IPOBOJUTHCSA, 3@ BHUHATKOM TIEPBUHHOI  OyXraarepchbKol
JOKyMEHTAILIl].

251. Tlicns 3akiHYeHHS AUIOBOJHOrO POKY IO HAIMCIB Ha OOKJIaAMHKAaX CIpPaB
HOCTIMHOTO 1 TPUBAJIOTO 30epiraHHs BHOCATHCS HeOOXiIHI YTOUHEHHS, TEPEBIPAETHCS
BiAIIOBIHICTH 3arOJIOBKIB CIpaB Ha. OOKJIAAMHIL 3MICTy MIJIIATHX JOKYMEHTIB,
BHOCATECS y pa3l moTpeOM RO 3arojioBka CIpaBW JOJNATKOBI  BiJJOMOCTI
(IpOCTaBNISIOTHCS HOMEPHW Haka3iB, INPOTOKOJNIB, 3a3HAYalOThCA BUAX 1 QopMH
3BITHOCTI TOIIO). -

252. Jlata Ha OOKIAAWHII CHpaBd ITIOBHHHA BIiAIOBIAATH POKY IIOYaTKy i
3aKiHUYEHHS CIPaBH; y CHOpaBi, IO Ma€ JOKYMEHTH 3a OinbIl paHHI POKH, HIX PIK
YTBOPEHHS CIIPaBH, IIiJ1 JATOI0 pOOUTHCS HAMUC "€ JOKYMEHTH 32 __ POKH'".

253. Ha oOxnaguHKax copaB, IO CKIAQAOTBCA 3  KIUIBKOX  TOMIB,
MIPOCTABJIAIOTHCS JATH MIEPIIOTO 1 OCTAHHBOrO JOKYMEHTIB KOXHOTO TOMY (YaCTUHU).
V pasi 3a3HaYeHHS TOYHOI KaJCHIApHOI JIaTH IPOCTABIAETHCA YHCIIO, MIiCSLb 1 PiK.
Yucno 1 pik mo3HavaroThCs apabCchbKUMU IMGpaMu, MiCAIlh MHIIETHCS CIIOBOM.

254, Ha oOKjaguHIl CIpaBU IMPOCTABIISIETHCS HOMEpP CIpPaBH 334 3BEACHHUM
ONMMCOM 1 3a [OrOKEHHAM 3 apxiBHUM BiIJIIOM paiipepxkaaminicTpamil
(npaniBHUKOM CiIy)kKOM JIiTOBOACTBA, BIANOBIJANBHUM 3a apXiBHe 30epirands
JOKYMEHTIB) — HOMEp onucy i GpoHzy.

255. V pasi 3Mind HaliMeHyBaHHS padaepxaaMinicTpamii (i CTpYKTypHOIoO
MiZpO3Aiy) IPOTSTOM Mepioay, sSKUH OXOIUTIOI0Th HOKYMEHTH CHpaBH, abo mij dac
mepejayi CIpaBd OO iHIIOI YCTaHOBHM (CTPYKTYPHOTO MiApo3Jiidy) Ha OOKIaIMHII
CIIPaBH 333HAYAETLCS HOBE HAWMEHYBAaHHS YCTaHOBH (CTPYKTYPHOTO MiApPO3Ainly), a
rorepe/IHe 6epeThes B JyXKKH.

256. Hamucu Ha OOKIagWHKax CIpaB MOCTIfHOrO Ta TpUBAIOro (IoHax
10 pokiB) 36epiraHHs pOGIATHCS YITKO HOPHHM CBITJIOCTIHKAM YOpPHUIOM abo
nacToio. HaxjeroBaHHS THUTYJIBHOTO apKymma Ha OOKIaIWHKY CIpaBU He
JTOTLYCKA€THCH.

Ilepeoaua cnpas, cknadeHux y nanepogiii hopmi, Ha apxieHe 36epizanus 00
apxienozo 8i00iny paideprcadminicmpauii (npayisHuKy cayscou 0inoeoocmea,
8i0n0GioabHOMY 3a apXieHe 30epi2aHHA OOKYMeHmig)

257. CnpaBu mnoctifiHoro Ta Tpusanoro (moHax 10 pokiB) 30epiranas, 3
KaJpOBUX MUTaHb (0COOOBOTO CKJIally) Yepe3 ABa POKH MicCis 3aBEepIICHHS iX BeICHHSA
HepefatoThCs 0 apXiBHOIO BULINY painepikanMinictpanil (mpaiiBHUKY CiyxOn
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JIIOBOJCTBA, BIANOBINAIGHOMY 3a apxiBHe 30epiraHHs JOKyMEHTIB) B
VIOPSAKOBAHOMY CTaHi JUIsl MOAANBIIONo 30epiradHs Ta KOPUCTYyBaHHS.

258. Tlepemawa cmpaB Ha apXiBHe 30epiraHHsS A0 AapXiBHOrO BiJAJULY
paiijiepkazaminicTpanii (MpamiBHUKY CIy>XOH JUTOBOJCTBA, BIANOBIJAIFHOMY 34
apxiBHe 30epiraHHs JOKYMEHTIB) 3AIMCHIOETBCS 3a TrpadikoM, 3aTBEPIHKEHUM
KepiBHHUKOM arapary paijepxaiaMiHicTparii. .

259. 3a NMUCHMOBUM 3BEpHEHHSM CTPYKTYPHOTO MiAPO3MINY apXiBHUM Biaij
patimepxanMinicTpanii (TpaliBHUK CIIy’kOM JiOBOJICTBA, BiANMOBINANRHHI 3a
apxiBHe 30epiraHHs JOKYMEHTIB) oQopMJIsie BUAQUY CIpaB, CKIAJEHMX Y MarnepoBii
dopmi, Ha CTPOK O TPHOX MICSIIIB.

260. I'lputiManHs-Tiepeada KOXHOI CIpaBU 3MIMCHIOETHCS apXiBHUM BiZILIOM
paiiiepxkaaMiHicTpallii (MpaliBHUKOM CIy’XOU JIJIOBOJCTBA, BIiANOBINaTbHUM 32
apxiBue 30epiraHHsi JOKYMEHTIB) B TPUCYTHOCTI MNpalriBHHUKa, SKUW Mepenae
YTIOPS,AKOBaHI Ta 0OpMIIeH] CIpaBy.

261. Cnpasu mnocrifinoro Tta TpuBanoro (moHax 10 pokis) 36epiraHms
NepenaloThes 10 apXiBHOrO Biytiny paiiaepixaamidicTpanil (IpaLiBHUKY CIIyXOH
JJIOBOJICTBA, BIAMOBIaJTbHOMY 3a apxiBHE 30epiraHHs JOKYMEHTIB) 3a ONUCaMH.

Y KiHII KOXHOTO TMpHMIpHUKA ONNCY TpAIliBHHK apXiBHOTO  BLAJUIY
paiifepxanminicTpanii (IpaliBHUK CIIy>xOM JINOBOACTBA, BiANOBifanbHUH 3a
apxiBHe 30epiraHHsi JOKYMEHTIB), PO3NHUCY€EThCS y MPUHAHATTI CHPaB i NPOCTABIIIE
maty. OIUH MPUMIPHUK OIMKCY MMOBEPTAETHCS CTPYKTYPHOMY MiJpO3AiNy, BCi iHII
3aJIHIIAIOThCA B CIIyK01 A1I0BOICTBA.

CrpaBy, 110 IEPENAIOTECS O apXiBHOrO BLUIUTY paiinepxanminicTpaiii
(mpaliBHUKY CiyXOW JiOBOJNCTBA, BiNMOBiNANBHOMY 3a apxiBHe 30epiraHHs
JIOKYMEHTIB), MTOBHHHI OyTH 3B’ 53aH1 HAJIOXKHUM YHHOM. ‘

PalizepxxaaMinicTpaniss  3000B’s3aHa  3abe3nmeudTd  30epiraHHs  apXiBHHX
JIOKYMEHTIB Ta Iiepefady JMOKYMEHTIB, 0 HalexaTb N0 HallloHanbHOro apxiBHOIO
(ouxy, micas 3aKiHYeHHs BCTAHOBIEHHMX IPaHHYHHMX CTPOKiB iX 30epiranHs B
apxisHoMmy Bijytini  paiijepxaamirictpanii @i mocTifiHOro 30epiraHHs 10
JiepXKaBHOTO apXiBy 00JacTi.

KepieHuk anapaty paoHHOI
nep:xaBHoY agMiHicTpanii O.I'Y3EMA



Honartox 1

1o [HCTpyKIIii 3 AiOBOICTBA B
palioHHi nepxaBHii
aaMiHICTpatil

(myHKT 8)

3AT AJIbHI IPABWJIA
opopMIIEeHHSI JOKYMEHTIB

1. Jlns odopMIeHHS TEKCTiB CcIyXOOBUX IOKYMEHTIB BHKOPHCTOBYETHCS
rapuitypa Times New Roman ta mipugpt posmipom 12-14 npykapChKux MyHKTIB 200
8-12 nmpykapchKMX MYyHKTIB Uil JpyKyBaHHsA pekBi3utTy "Ilpi3BuIle BHUKOHaBII i
HoMep Horo TesnedoHy", BUHOCOK, MOSCHIOBAIBHUX HAIHUCIB 0 OKPEMUX €JIEMEHTIB
TEKCTY JIOKYMEHTa ab0 Horo peKBI3HUTIB TOIIO.

2. Ilpn odopmiieHH1 3aCTOCOBY€ETbCA MIPUPT:

HaMIBXKUPHUN MPUPT BEMUKUMHE JiTepaMy — JUIsl Ha3BH BHJy JOKYMCEHTa,

HaMiBXUPHUN (MpsAMHIl a00 KypCHB) — JJIsl 3aroJIOBKiB Ta KOPOTKOIO 3MICTY
JIOKYMEHTA. '

3. IIpu opopMIieHHI TEKCTIB MIXPSIIKOBHH iHTEPBaJ HOBUHEH CTAHOBHTH:

| — gs CKIajoBHX TEKCTY JOKYMeHTa, pekBi3uTy "JlogaTok" Ta mocuiaHHs Ha
JIOKYMEHT, IO CTaB IiICTaBOO JJIS MiATOTOBKH (BHIAHH:) HOTOYHOIO JOKYMEHTA,

1,5 — 1 CKIIAZIOBUX YacTHH pekBi3uTiB "Anmpecat” Ta "['pud 3aTBepIKEHHA";

1,5-3 — [uis BiTOKpeMIIEHHS PEKBI3UTIB JOKyMEHTa OJMH B1I OJHOTO.

4. Bnacue iM’s Ta npissume B pekBisuti "Ilimnuc" posMilgyeTbcs Ha piBHI
OCTaHHBLOTO PAAKA Ha3BH [TOCA/H.

5. MakcuMaiipHa JOBXHHA PsiKa 6araTopsIKOBHX PEKBI3HTIB (KpIM peKBl3I/ITy
TekcTy) — 73 Minimerpu (28 ApykoBaHHX 3HAKiB).

6. SIKI0 KOPOTKHH 3MiCT 10 TeKcTy nepeBuinye 150 3HakiB (1’ AT pAaKiB), HOTO
J03BOJIAETECS MIPOOBXKYBATH 0 MeXi npaBoro nons. Kpamka B KiHI 3arojioBKa He
CTaBHUTHCS.

7. TIpu ohopMiIeHH] TOKYMEHTIB BIACTYI BiJl MeXI JIBOro MHOJIA JAOKYMEHTa
CTaHOBUTH: '

125 MminimMeTpiB — s iM’4 Ta npizsuina pexsizuty "Ilianuc";

100 MimiMeTpiB — 11 pekBI3UTY "I pud 3aTBep/DKeHHS " ;

90 minmiMeTpiB — JUIs pekBi3uTy "Anpecat";

10 miziMeTpiB /Ut a03aliB y TEKCTI;

0 mimmeTpis:

s cnig: "CIYXAJI", "BUCTYTIJIN", "BUPIIWIIN", "YXBAJIWIN",
"HAKA3VYIO", "30LOB'A3VYIO";

qots pexsiutie: "Jlara nokymenta”, "Kopotkuil 3mict mokymenra"', "Texer"
(Ge3 abzauis), "BigmiTka npo HasBHICTh moaarkis", "[lpi3Buine BUKOHABLS i HOMED
poro renedony”, "BiaMiTka npo BUKOHAHHS JOKYMEHTa 1 HajcuiaHHs #oro o
cipaBu’’, cioBo "Honarok", peksizutn "onarok" ta cioso "IliactaBa” 3anucy npo



IIponos:xxeHHd AofaTka 1

MOCHIAHHS HA JOKYMEHT, IO CTaB MiJCTABOK /Ul HiATOTOBKU (BHAHHS) HOTOUHOIO
AOKyMeHTa, HaliMeHnyBaHHs ocanu y peksizuti "Tlinnuc", 3acBiguyBaibHOTO HAUACY
"3riguo 3 opurinaiom” Ta ads nepiioro pexsisuta "I'pud 3areepixenns”, KO X B
JIOKYMEHTI J1Ba. ’

8. Ilig wac obopMIeHHS AOKYMEHTIB (IOAATKiB 10 HMX) Ha ABOX i Olibmue
CTOpPIHKax Jpyra Ta HACTYITHI CTOPIHKH [TOBHHHI OyTH IPOHYMEPOBaHi. )

9. Homepu CTOPIHOK CTaBIATHCS TOCEPEIVHI BEPXHBOTO MOJS CTOPIHKA
apabcekuMM nudpamMu Oe3 3a3HaueHHs C/loBa "CTOpiHKA" Ta PO3JiTOBUX 3HAKiB.
Ilepima cTOpiHKAa He HyMepyeThcs Hi B IOKYMEHTi, Hi B KOXHOMY 3 JOJATKiB.
JIOKyMEHT 1 KOXeH 3 TOJaTKiB MaloTh OKpEMY HyMepallilo.

10. TekcTH DOKYMEHTIB JPYKYIOTHCS Ha OJHOMY Oomi apkyma. JIOKyMEHTH He
NOCTIMHOrO CTPOKy 36epiranus oOcarom Oinpmie 20 CTOPIHOK JOIYCKA€ThHCA
IpyKyBaTd Ha JIAIBOBOMY 1 3BOpPOTHOMY OolLi apKyllia, TpH HBEOMY PEKBI3HT
"Tlignuc" nosuHeH OyTH pO3MIIEHHI Ha JHILOBOMY, a He Ha 3BOPOTHOMY 6ol
OCTaHHBOTO apKyIlla JOKYMEHTA.

11. QR-xon posmipom 21 Ha 21 MM pO3MILLY€TBCS B HWKHBOMY JIIBOMY KyTi
nepniol CTOPIHKY JOKYMEHTA.




Honaroxk 2

1o IHcTpykuii 3 AiIOBOACTBA B
paiioHHIM IepKaBHIN
aaMiHicTpanil

(mynkr 37)

NPUMIPHHN NEPEJIK
AOKYMEHTIB, IO XO3BOJAETHCH 3aTBEPAKYBATH NPOCTABIAIHHAM
" ’ rpuda
3aTBEepPAXKEHHS nocaaosol ocoOmn 3a YMOBH iX HIiATOTOBKH Yy
nanepoBiii popmi

1. Akt (roToBHOCTI 00’€KTa IO eKCILTyarallii, CIMCAaHHS, iHBEHTapH3allil;
eKCIIEPTH3H; BHIyUEHHS CIIpaB JJisl 3HUIUCHHS; Nepejadi crpaB; JIIKBiAalil yCTaHOB
TOIIIO).

2. 3aBgaHHs (Ha TPOEKTYBaHHSA O0’€KTIB, TEXHIUHWUX CHOPYH, KaIiTajapHe
Oy IiBHULITBO;, HA NPOBEJECHHS HAYKOBO-JOCIIIHMX, IMPOEKTHO-KOHCTPYKTOPCHKHX 1
TEXHOJIOTIYHMX POOIT; TEXHIUHI TOLIO).

3. KowropucH BWTpaT (Ha YTpHMaHHS amapary YyNpasiiHHs], OyIHHKIB,
IIPAMINeHp, CIOPY; Ha TiJATOTOBKY Ta OCBOEHHS BUPOOHMIITBA HOBHX BHPOOIB; HA
KariTajgbHe Oy 1iBHUIITBO TOLIO).

4. Tlepeniku (nocaa MpaniBHUKIB 3 HEHOPMOBAaHHM POOOYMM JIHEM; TUIIOBUX,
BiJOMUHX (rany3eBuX) ZOKYMEHTIB i3 CTpOKaMy 30epiraHHs TOmo).

5. Po3uiHKM Ha BUKOHAHHS POOIT.

6. CtaryTH (TIOJIOXKEHHS) YCTaHOB.

7. CtpykTypa obimepixaaMiHicTpauii.




Homaroxk 3

no IacTpykuii 3 AUIOBOACTBA B
paifoHHi# mepxaBHiH
agMiHIcTpartii

(nyHKT 67)

NPUMIPHUAA NEPEJIK .
MOKYMEHTIB, MiIMHCH HA SIKHX CKPINJKWKTHCHA repoboBoo
NevYaTKo o
y pa3i ix cTBOpeHHs y nanepoBii ¢dopml abo 3acBiguyOThCH
, KBaliiKOBaAaHOO
eJIEKTPOHHOIO MeYaTKO0 paligep:kaamMiHicTpaunil y pa3si
iX CTBOpPeHHS B €JIEKTPOHHIH Ppopmi

1. AxTu (BUKOHAHHS pOOIT, CHHMCAaHHS, €KCIEPTH3H, (iHAHCOBHX IIEPEBIPOK;
BIJIyYEHHS CIIpaB IS 3HUILCHHS; IIepeIadi CpaB TOIIO).

2. BucHOBKM 1 BiATYKM YyCTaHOB Ha juceprauii Ta aBTopedepaT, IO
HAJCUIAIOTECS 70 Buinoi arecraiiifHol koMicii Ykpaidu.

3. HoBiaku (JIiMITHI; OpO BUILIATY CTPaxOBUX CyM; BUKOPHCTAHHS OMOIKETHUX
aCHTHYBaHb Ha 3apIUIaTy; PO HapaxoBaHy 3apIliaTy TOMIO).

4. JloroBopu (mpo MaTepialbHy BIANMOBIAANBHICTh, HAYKOBO-TEXHIUHE
CIIiBpOOITHHIITBO, MAPSIHA, OPEHY IPUMILIEHB; IIPO BUKOHAHHS POOIT TOMIO).

5. JlokyMeHTH (JIOBiAKH, IIOCBIIYEHHS TOLIO), 1110 3aCBiAYYIOTh IIpaBa rPOMasH
i ropuIngHKX OCib.

6. JlopyueHHs Ha OJep)KaHHs TOBapHO-MaTepiajbHMX I[IHHOCTEH, OOJUKeTH,
OaHKIBCHKI, [IEHCIHHI, IIATIKHI.

7. 3aBgaHHA (HA TNPOEKTYBaHHs OO €KTiB, TEXHIYHMX CIOPYH, KamiTalbHe
Oy IiBHHMIITBO; TEXHIYHI TOLIO).

8. 3asBK (Ha aKpeAUTHB; PO BiZIMOBY BiJ aKLENTYy TOLIO).

9. 3asBku (Ha 00JIaIHAHHS, BUHAXOU TOIIO).

10. 3pasku BIIOMTKIB MEYaTOK 1 MIANKCIB NpaliBHUKIB, AKi MAlOTh TNPaBO
3aidicHIoBaTH (DiHAHCOBO-TOCITOAPCHKI omnepartii.

11. Komrropyc BUTpar (Ha YTPUMAHHS arapaTy YIpaBIiHHS; Ha MiATOTOBKY Ta
OCBO€HHSI BHPOOHHMIITBA HOBHX BHpOOiIB; Ha KaJbKyJALIIO 3a [OOrOBOPOM; Ha
KamiTanpHe OyJiBHUIITBO TOIIO).

12. JIucTy rapanTiiidi (Ha BUKOHaHHS POOIT, HaJaHHS HOCIYT TOIIO).

13. Tlomauus i kmomoraHHs (PO HATOPOJKEHHS OpJCHAMH 1 MeJalsiMH; PO
IIPEMIIOBaHH! ).

14. ITpoTokonu (NMOTOIKEHHS TUIaHiB TOCTaBOK).

15. Peectpu (4ekiB, OI0KETHUX JOPYYEHB).

16. Crrenudikanii (Bupo0iB, IPOAYKIIiT TOILO).

17. CniinpHi JOKYMEHTH, IMiITOTOBJIEH] BiJ IMEHI ABOX i OLIbIlIE YCTAHOB.

18. CratyTy yCcTaHOB.

19. TUTYIBHI CITUCKHU.

20. TpynoBi KHHXKKH.



2 .. ITpojoBKeHHs JoAaTKa 3

21. ApKyIi MOTOUKEHHS MPOEKTiB HOPMATHBHO-TIPABOBIX aKTIB.




JlonaToxk 4

1o [HCTpyKIii 3 A1JT0BOACTBA B
paloHHIN JepkaBHiit
aaMiHicTparii

(myHKT 155)

IMMPUMIPHUHI MEPEJIK
AOKYMEHTIB, IO He NiANATalTh peecTpanii cayxooro

AINOBOACTBA
Ne Bua noxymenta Crhenianpuuii 00miK*
1. 3BeieHHA Ta iHdopMaltis, Hagicaadi 1o Bigoma He mignsrarots peectparrii
2. | PexnamHI MOBiAOMIICHHS, IJTAKATH, IIPOIrPaMHU 4H 00JIIKY y Oy 1b-sIKUM
HapaJ, KOH(pEepeHIiiii Tomo 1HLINH crioci6

IIpelickypanTH (KoT1ii)

Hopmu BuTpaTu matepianiB

BiTanbpHi n#CTH 1 3anpolieHHs

MicsuHi, KBapTalibHi, mBpiUHi 3BiTH

I'padiku, HapsaK, 3aIBKH, PO3HAPIIKU

DopMHU CTaTUCTUYHOT 3BITHOCTI

el el Bl BN Nl Pl e

JlpykoBaHi BUJaHHS (KHUTH, )XypHaIH, OrosieTeHi) | bibmoreka
‘ (06JIIKOBYIOTECS JIUIIIE Y
pas3i il HasIBHOCTI)

10. | HaykoBi 3BiTH 32 TeMaMH Ciyx6a HayKOBO-
TeXHi4HOT iHpopMaLii
(06MiKOBYIOTHCS THIIIE Y
pas3i il HaTBHOCTI)

11. | HaBuanpHi 1u1anu, nporpaMu (Kortii) Kanposa ciyxb6a

12. | JloroBopHu Byxranrepcbka ciryx6a

* Y pasi BincyTHOCTI B paiiiepxaamMidicTpaliii BiANOBIiIHOro crenianizoBasoro
O1APO3JLTY CrieliaIbHUI OOJIiK 3A1MCHIOETHCS CITYK0010 /iI0BOJACTBA abo 3a
pIIIEHHSIM KepiBHHUKA anapary He 3iHCHIOEThCS.




Honarok 5
1o THCTpyKIii 3 AiI0BOICTBA B
paroHHIN nepkaBHIN
aaMiHicTpaii
(myHkT 161)

' INPUMIPHUM CKJAJ

3aMHCY NPO pPeecTPalio BXiIHUX JOKYMEHTIB*

1. Buj nokymeHTa.

2. [laTa Ta yac HagXODKEHHS JOKyYMEHTa B paliepxaaMiHiCTpaIlito.
3. Hara peecTpaliii JOKyMeHTa.

4. PeecTpaliiHIH 1HIEKC JOKYMEHTA.

5. KopecnosieHr.

6. Jlata peectpalii Ta peecTpaniiiHuil iHAEKC KOPECIIOHICHTA.

7. KopoTkuii 3MicT.

8. BinmosianbHUN MigpO3JAiT palaepikaaMiHICTpallii, SKAW B yCTaHOBIEHOMY
MOPSIKY ~ BHU3HAUEHHWW  BIANOBINATBHUM 32  BUKOHAHHS  JIOKYMEHTa B
paiinepxaaMiHicTparii.

9. BignosiganpHuii BHKOHaBEIb — IPAiBHUK BIAMOBIAAILHOTO IMAPO3ALTY
paiinepxanminictpanii, SKH B YCTAHOBJIEHOMY  IOpPAAKY  BH3HAYEeHHH
BIJTIOBiJaJIbHUM 32 BUKOHAHHS JJOKYMEHTa B pali/iepkaAMiHICTpalii.

10. BigMiTKa ITpO BUKOHaHHS JOKYMEHTA.

11. Crpasa Ne.

* JHCTpyKIli€0 3 [iIOBOJCTBa yCTaHOBHM MOXe OyTH mnepenbaveHo JIOATKOBI
CKJIIOB] YaCTHHHM KYPHAJIy Ta BH3HAYEHO IHIIUH MOPSAOK 1X PO3MIIIEHHS.




Jomartox 6

1o [HeTpyKUii 3 JiNOBOJICTBA B
paiioHHi# KepxaBHii
aaMmiHicTpaiii

(myHkT 161)

- IPUMIPHUM CKJAJX :
3aMMCY MPO peecTpauUilo BHXIAHHX JOKYMEHTIB, CTBOPEHHX
YCTAHOBOO*

1. Jlata peectpaiiii JoKyMeHTa.

2. PeecTpauiiiHui iHJIeKC JOKYMEHTA.

3. Anpecar.

4. KopoTkuii 3MicCT.

5. BignosimanbHUM Nifpo3min paliiepKaaMiHiCTpallii, SKHAM ITiJTOTOBJIEHO
JIOKYMEHT.

6. BignosimanbHu¥ BUKOHABEIb — IMPAIiBHUK BiAMOBIJAIBHOTO IiAPO3JIiLY
paiinep:xaamiHicTpalii, SKUH MiIroTyBaB JOKyMEHT.

7. JlaTa Ta 4yac HaAXOKEHHS IOKYMEHTa ajpecary.

8. JlaTa peectpauii Ta peecTpaliifHu iHIEKC aapecaTa.

9. BigmiTKa Mpo BUKOHAHHS JOKYMEHTA aJiPECATOM.

10. CnpaBa Ne.

* IHCTpyKIli€I0 3 JIIIOBOJICTBA YCTAaHOBM MOXXe OyTH mepenbadeHO IOAATKOBI
CKJIa[IOBI YaCTHHH XypPHATY Ta BU3HAUYEHO IHIIHUI MOPAAOK 1X PO3MIIIEHHS.




Honartox 7

1o IacTpyKuii 3 AiJI0BOICTBA B
palioOHHIN JepKaBHil
aJMiHiCTpaLii

(mmyskt 179)

- CTPOKH

BHKOHaQHHHA OCHOBHHX }IORyMeHTiB

1. Akt Ilpesunenrta Yxpaiau — 30 aHIiB 3 maTv HAOpaHHS HUM YMHHOCTI, SKIIO
LHM aKTOM He IepefidadyeHo CTPOK BUKOHAHHS BU3HAYEHOIO HUM 3aBIAHHS.

2. 3anuT abo 3BepHEeHHS:

HapOJHOTO JienyTaTa YKpaiHd — 3rifHo 3 BUMoramu 3akoHy Ykpainu "Ilpo
CTATYC HAPOJHOTO AenyTara YKpainu'";

JeryTarta MiceBoi pagu — npotsaroM 10 auis 3 AHSA HOTo HAIXOHKEHHS.

3. SIkmo 3amuT (3BEpHEHHS) HAPOJHOTO JermyTata YKpaiHd 3 00 €KTHBHHMX
IPUYKMH He MOXe OYyTH PO3IVISIHYTO B YCTAHOBJIEHHI CTPOK, HAACHIIAEThCA [TUCHMOBE
TIOBIZIOMJIEHHS Cy0’€KTaM BHECEHHS 3alUTy (3BEpHEHHS) i3 3a3HA4YEHHSAM NPHUIHH
IPONOBKEHHS CTPOKY PO3ITIALY.

CTpox po3rimsiny [emyTaTChKOTO 3BEPHEHHS 3 YPaxyBaHHSAM  CTPOKY
IIPOIOBXKEHHS HE MOXe nepeBulryBaTy 30 IHIB 3 MOMEHTY HOTO HAJIXOMKCHHS.

4. Pimenns KaGinery MinicTpiB YkpaiHH IOAO AOONPALIOBAHHS IPOEKTIB
HOPMAaTHBHO-NIPAaBOBUX aKTiB — NpoTsaroM 10 aHIB 3 AHS NMPUHHSATTS BiJIIOBiOHOTO
pllIeHHS, SKII0 UMM pillIeHHSM He BCTAHOBJEHO 1HIUMI CTPOK.

5. IlocranoBu Ta BucHOBKHM Kouterii PaxyHkoBoi namatu — mpotsarom 15 aHiB 3
IHSA X peecTpalii B YCTaHOBI, SKIIO B HUX He BCTAHOBIIEHO iHIIKH CTPOK.

6. IloromxeHHs IMpPOEKTIB aKTiB 3alHTEPECOBAHMMH OpraHaMH — Y CTpPOK,
YCTaHOBJIEHMH IX TOJNOBHMMHM DPO3pOOHMKaMH BIAMOBIIHO JO BUMOr PeriameHTty
Kabinety MiuicTpiB Ykpaiu.

7. 3anur Ha nyOmiuHy iHQopmauilo Bix (Qi3UYHOI, HOPHIAWYHOI O0COOH,
o0’enHaHHs rpoMaisiH 0e3 CTaTycy IOPUIUYHOI OCOOH, KpiM Ccy0’€KTIB BiagHHX
IIOBHOBKCHb, Ta HaJlaHHS BIIMOBIJI Ha 3alUT Ha 1H(GOPMAII0 — TIPOTAIOM CTPOKY,
Bu3HaueHoro crarrero 20 3akony Ykpainu "Ipo goctyn no my6niynoi iHpopmarrii".




Jonatok 8

1o IHcTpyKIii 3 AiT0OBOACTBA B
palioHHIN ep>KaBHIN
aaMiHicTpamii

(myHkT 190)

THOOPMAIIA .
Npo CTaH BUKOHAHHA 3aBJaHb Ha .  .20_
No HaimenyBaHHs Cran BUKOHAHHS 3aBAaHb (JJOKYMEHTIB)
Ta IHAEKC CTPYKTYPHOTO yCbOTO 3 HUX
I APO3ALITY Bukonano CTPOK CTPOK
TIOJIOBXEHO | NOPYUIEHO

HaiimenyBaHHS NMocaau
KepiBHUKA cayx0H 1iJ0BOJCTBA Baacue
iv’a HPI3BHILE

.20




Jonarok 9

no IncTpykuii 3 ginoBoacTBa B
paiionHi# aepxaBHIH
aaMiHicTpamii

(mynxkt 204)

HNPUMIPHA ®OPMA

HOMEHKJIATYPH CNPaB CTPYKTYPHOIo miaApo3ainy

y nanepoBiii ¢popwmi

HonuHebka palioHHa JepJXaBHa agMiHicTpanis
CexkTOp YyNpaBJiHHS NEPCOHANOM

HOMEHKJIATYPA CITPAB Ne 36-17 3a 2017 pik

CXBAJIEHO:
Ipotoxon 3acinaHHs excrieptHol komicii Bix 01.11.2017 Ne 223/12-17

Inpexc 3aronoBoK CIIpaBy Kinpkicts Crpok Po6oui
CIpaBU crpaB (ToMiB) | 30epiraHHsi | MO3HAYKH
CexTop 3 NUTaHb HATOPOKEHHS
36-01-  JlucryBaHHs 3 4 IIOCTIMHO
01 KipoBorpaacskor o06nacHO0

JIep>KaBHOIO aMiHICTpalli€ro

ITincymMkoBHi 3amuicC

CrnpaBu 3a cTpoKamMu Pazom VY Tomy uucii
30epiraHHs . .
nepexigHi 3 BiaMiTkoro “EIIK”

Ycporo crpas: 53 33 2
MOCTIHHOTO 30epiraHHs 7 5 2
TpuBajoro (rnoxuax 10 pokis) 12 7 0
30epiranus

TUMYaCOBOTO 30epiraHHs 34 21 0

CKJIAJIEHO:
[ostoBHUE cnemiaiict
02.11.2017

3ATBEP/DKEHO

Baacue im’g



HayanbHUK CEKTOPY yIpaBIiHHS TePCOHAIOM
HPISBULHE
05.11.2017

ITOI'OKEHO
IlpaniBHUK 3arayibHOTO BiJIiy,

B1JUNTOBLAJBbHUM 38 apxiBHe 30epiraHus
03.11.2017

Ilponosxenus nogatka 9

Baacue im’a

Baacue iv’u [IPIZBUHIE




Jonatok 10

2o IncTpykuii 3 1110BOJICTBA B
palioHHIH AeprKaBHIH
aaMiHIicTpalii

(myskT 204)

. NPUMIPHA ®OPMA )
3BeIeHOT HOMEHKJIATYpH CHpPaB YCTAHOBH y nanepoBiii ¢popmi
JonuHcbKa palioHHA Aep:KaBHA aAMiHicTpanis
3BEJAEHA HOMEHKJIATYPA CIIPAB 3a 2019 pik
CXBAJIEHO:
IIporokon 3aciganus ekcniepTHOI KoMicii Bix 08.11.2019 Ne 01-24/139/7
IIpoTokoun 3acigaHHs ekcIiepTHO-NIEPEBIPHOI KOMICIT JIep’KaBHOTO apXiBy 06J1acTi
Bix 17.11.2019 Ne 22-31/1-17

Innexc 3aroyioBOK CIpaBu KinpkicTp Ctpox Po6oui
cIipaBu CIIpaB 30epiraHHs | MO3HAYKH

; (TOMiB)
3arajpHUH Bl
35-01-01 ITocranosu Kabinery - 10 TIOCTiHHO cT.3 a
MiHicTpiB Ykpainu
CEKTOp YIPaBIIiHHS IEPCOHAIOM
36-01-01 JlucTyBaHHS 3 4 HOCTIHHO cT.6a

KipoBorpaacbskoro 0061acHOO
JEP’KaBHOIO aJIMiHICTpaIli€ro

ITiicyMKOBHI 3aTUC

Y Tomy umci

CnpaBu 3a cTpokaMu 306epiranHs Pazom Hepexii 3 BLIMITKOIO
HEI]K"
Ycporo cnpas: 1040 2 273
HOCTiIHOTO 30epiraHHs 86 0 0
tpuBanoro (ronan 10 pokis) 432 1 0
30epiraHHs
THM4acOBOT0 30epiranas 522 1 273

CKJIAJIEHO



I"ost0BHMH crielialicT

06.11.2019

[TIJICYMKOBUH 3AITHMC 3ABIPEHO
[paniBHuK 3arajbHOro Bigalay,
BiAnmoBiJanbHUi 32 apxXiBHe 30epiranus
IIPIZBHILE ‘

06.11.2019

[TOT'O/KEHO

HavajgbHHUK 3arajibHOro Bigaiay
HPISBHILE
09.11.2019

3ATBEP/DKEHO

KepiBauk amapary JdoauHcbKOT
palioHHOY nepxaBHOY aaMiHicTpaumii
HPISBHIUE

22.11.2019

IIponomxenHs nogarka 9

Baacuae iM 4

Baacue iM 4

Baacue iM'a

Baacue iMu



ITponomxeHHsa noxgaTka 9

Honarok 11

no IHcTpyKiii 3 AiIOBOACTBA B
palfoHHIN Jep)KaBHil
aaMiHicTpamii

(myHKT 234)

: HNPUMIPHA ®OPMA
aKTa NPO BUJIYHYEHHS AJi SHUIMEHHS JOKYMEHTIB y manepoBiii

bopmi

AKT
NP0 BHJAYYECHHS AJSA 3HAIIEHHS JOKYMEHTIB
Jdonuncbka palioHHa AepxaBHa agMiHicTpauis
CekTOp ynpaBjiHHS NepPCOHATOM
Big 15.12.2019 Ne 36-17

IMIJACTABA:
ITpoTtokon 3aciZlaHHs EKCIIEPTHO]T KoMicii BiJ{ 08.11.2019
Ne 01-24/147/7
Ingexc 3arosno- Hara Jata Kinekicte |  Crtpok Po6oui
CIIpaBH BOK 10YaTKy | 3aKiHYeH- | cmpaB | 30epiraH- | MO3HAYKH
CTIpaBH HA (TOMiB) HS
(Tomy)

PazoMm 70 3uuuieHds: 7 (cim) cpaB 3a 2015-2017 poxu

KinekicTs JokyMenTiB: 1271 (oHa THCSYaA ABICTI CIMJECST ONHH)
[puitmanbHo-31aBalibHa HakIagaa: Big 12.12.2017 Ne 741*

MeTo 3HUILEHHS: 3HHIIEHHS [IUITXOM HEBiTHOBJIIOBAIHHOTO MOAPiOHEHHS
CKJIIAAEHO:

TNonosuuy cmemiamicT**

18.12.2019

ITOI'OJPKEHO

HavaapHuk Biagiay***

19.12.2019

HavanpHuK BIOgigy**+*

OPIsBUILE

20.12.2019

HavyagbHHK 3arajbHOr0 BiJgXijgy*****
[PIZBHILE

21.12.2019

3ATBEP/DKEHO

Baacue iv’s HPIZBUILE

Baacne im’a HPI3BUHILE

Baacue im’a

Baacue i’y



[ponowxeHHs fogaTKa 9

KepiBnuk anapaty JojguHcbKol

paiionnoi nepxaBHoi aaMinicTpamil ******  Baacue im’a
[IPISBHILE

22.12.2019 .

SHUILEHHSA ITPOBEIEHO:

I[NpaniBHUK 3arajIbHOTO BiIILLY,

Bi/IMTOBiTaNTbHUM 32 apXiBHE 30epirapps ® 4% Buaacwe im’'n

L4 5 B.nha

25.12.201

* e OOOB’S3KOBE MONE, 3aCTOCOBYETHCS Yy pa3i mepepadi iHIOIH ycTaHOBI JUIs
SHUILCHHS.

** Ocoba, BIJNOBIZA/IbHA 3a ALTOBOACTBO Y HiAPO3ALUN yKIAaACHHs, KO CKJIaJACHO
aKT.

*** TJocamoBa 0c00a, sKa IIPOBOJHIIA eKCIIEPTH3Y LIHHOCTI.

k%% KepiBHUK DiAPO3ALLY YKIAAeHHS.

kakkdk KepiBHUK CIy»OU I1NOBOACTBA.

*kxkA** Ocoba, sika IPOBeEIIa 3HUILIEHH.




Hopmatok 12

no IacTpyKiii 3 1UTOBOACTBA B
paloHHil nepxaBHii
agMiHicTpamii

(myHkT 239)

ITPUMIPHA ®OPMA
onucy cnpas y nanepoBiii popwmi
Jdoanuebka palionHa JepKaBHa aAMiHIicTpanisa
"~ CekTOp YOpaBJiHHA MEePCOHANOM
OIIUC Ne 36-17 (2017 pik)
CXBAJIEHO:
[Tporokon 3aciganHs ekcnepTHoi koMicii™ Bix 23.11.2017 Ne 285/11-17

IIporokon  3acimaHHs  eKCIepTHO-IepeBipHOi  kowmicii**  Bigm  30.11.2017
Ne 44-31/1-17
Iapekc | 3aroysioBok Hara Hara KinpkicTs Crtpok Poboui
crpaBu CIpaBH MOYaTKy | 3aKiHYEHH | CTOPIHOK | 30epiraHH | IO3HAYKH
(Tomy) s s

V weit onuc BroyeHo: 30 (Tpnzluﬁrb) cipaB 3 Ne 36-27 o Ne 36-59
[Tponymeno crupasu: Ne 36-31, 36-44
Ilepenano 3a onucom: 30 cripas

CKJIAAEHO TA ITEPETAHO:
I[IpalliBHUK 3arajibHOTO BIIUILLY,
BiAMOBiHaBHHI 32 apXiBHe 30epiranus **
MPISBUHILE

["0JTOBHUI CHIELIANICT CEKTOPY yIpaBiiHHg nepcoHanoM™® Biaacue im's
[PISBUHIIE

04.11.2017

[TOI'OKEHO

I[pariBHUK 3arajJBHOrO BIALLY,
BiIIOBIIANBHMI 32 apxiBHE 30epiraHy
HMPISBUILE

06.11.2017

3ATBEPJKEHO

HayanpHYK 3arajbHOTO BTy **
MPISBUIIE

3aBigyBay CeKTOPY YUpAaBIiHHA MEpCOHATIOM™
12.12.2017

CHPABM 3I'IJTHO 3 OIMMNCOM IIPUHAHSATO
[MpariBuuKk 3arajfbHOrO BIAALNY,

Bhaacue im'g

s ** Biaacue iM e

Baacue iM'un

Baacue im’s



BiIMOBiANEHUM 3a apxiBHE 30epiranHs * Baacue
OPIIBMIHE
15.11.2017

isv’w

* J[5is OIMCy ChpaB CTPYKTYPHOTO MiAPO3AiNy.
** J15151 3B€IEHOTO OMKCY CIIPaB pailiep kaAMiHiCTpaILil.




Honatok 13

no IHeTpykuil 3 AiM0BOACTBA
B paloHH1il iepxaBHiil
aaMinicTpauil

(rynxT 150)

Jonundcuka palionHa aepskapHa aaMiHicTpaunina

AKT

npo BiACYTHICTL BKAaZeHb a00 nopymeds gijgicHoceri,
NOMWKOJAKEHHS KOHBepTa (HAKOBAHHS)
BiJ1 20 poxy No

4 f—

[leit axr cxnagenuil 3aBiIyBaveM CEKTOPY MOHITOPHMHIY JOKYMEHTIB 3arajbHoOro
BULALTY amapaty JdomuHcbKol paitnepikaaMinicTpauii

(BracHe iM'sq, TIPI3BATIE)
y TIPUCYTHOCTI:

(1Tocajun. nPI3BYLIA, BIACH] IMEHA [TOCAIOBUX 0CiD)

npo Te, 110 T/ 9aC PO3KPUTTSI KOHBEPTa (TTAKOBAaHHS ), HAJIICIAHOTO

-

(HaliMeHYBAHHS YCTAHOBH. IO HAZICI1aNa JOKYMEHTH)
HE BHABJACHO TaKUX BKAaJCHb

{na3By 1 peecTpartiifni IHACKCH JTOKYMCHTIB, SKi HE BUSABIICHO)

b

BHSBICHO TIODYILOHES 11 UTICHOCTI Ta 1oL KOJDKEHHS KOHBCPTA ( MaKOBaHHSA )

(Ha3BH 1 pecCeTpantiiiil IHAEKCH AOKYMEHTIB, 10 MICTTBCH Y KOHBEPTAX (TIAKOBAHHAX)

3 TOPYIHCHHSM MUTICHOCT] Ta MOIKODKEHHAMM)

{rame) {(BAacHC iM's, TIPI3BUIIE)
(s ) {(BIacHE 1M'sL, TIPI3BHINE)

(nizmac) (BiacHe iM's, IPI3BUIIE)




