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MIHICTEPCTBO IOCTULII YKPAIHU
HAKA3
18.06.2015 Ne 1000/5
3apeectpoBaHo B MiHICTEPCTBI
I0CTHIIIT YKpaiHu
22 yepBHs 2015 p.
3a No 736/27181

IIpo 3aTBepa:kenns IIpaBua oprauisaiii TiJioBOACTBA TA ApPXiBHOI0

30epiraHHs JOKYMEHTIB Y AepP>KaBHUX OPraHax, OpraHax MicleBoro
BAHHS, HA MiANMPHUEMCTBAX, B YCTAHOBAX i opranizamisax

{I3 3MiHamMu, BHeCeHUMHU 3TiaHO 3 Hakazamu MiHicTepcTBa FOCTHUIIIT
Ne 1827/5 B 12.06.2018
Ne 2277/5 Bin 04.07.2018}

Bignmosigao g0 crarti 31 3akony Ykpainu «IIpo HamionansHumit apxiBHUN (HOHJ
Ta apxiBHI YCTAHOBW», MIANYHKTY 2 MyHKTY 3 IlomoxkeHHs npo MiHICTepCTBO
IOCTUIIT Y KpaiHu, 3aTBepKeHOro nocraHoBoro Kadinery MiHicTpiB YKpainu Bij
02 nunas 2014 poxy Ne 228 (13 3minamn), HAKA3VYIO:

1. 3arBepautu I[lpaBmiia oprasizaiii IiJIOBOJCTBA Ta apXIBHOTO 30epiraHHs
JOKYMEHTIB V JepKaBHUX OpraHax, OopraHax MICIIEBOIO CaMOBpPSIIYBaHHS, Ha
IIIIPUEMCTBAX, B YCTAHOBAX 1 OpraHizallisix, 1o J04al0ThCS.

2. BuzHatu Takum, 110 BTPATUB YMHHICTh, Haka3 J/[ep)KaBHOTO KOMITETY apxiBiB
Ykpainu Big 16 6epesnst 2001 poky Ne 16 «IIpo 3arBepmkenus [IpaBun podoTu
apXiBHMX MIAPO3ILIIB OpraHiB JAEp>KaBHOI BJajd, MICIIEBOTO CaMOBPSIyBaHHS,
MIMPUEMCTB, YCTAHOB 1 OpraHi3aliii», 3apeecTpoBaHuil y MiHICTEpCTBI FOCTHUIIIL
VYkpainu 08 tpaBas 2001 poky 3a Ne 407/5598 (i3 3MiHaMH).

3. JlemapTaMeHTy B3a€MOJil 3 OpraHamMu Biaau Ta 1H(opMaliitHO-aHATITUYHOI
poootn (KosznoBchka H.A.) momaTu el Haka3 Ha Jep)KaBHY pEECTpAIIiio
BIAMOBIHO 10 YKazy Ilpesuaenta Ykpainu Big 03 xoBTHs 1992 poky Ne 493
«IIpo nepkaBHy peecTpaliiro HOpMaTUBHO-TIPABOBUX aKTiB MIHICTEPCTB Ta 1HIITNX
OpraHiB BUKOHABYOI1 Biaan» (13 3MiHAMU).

4. 1le#t Haka3 HaOWpa€e YUHHOCTI 3 JTHS HOro O(IiHHOTO OMyOJI1KyBaHHS.
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5. KOHTpoJb 32 BUKOHAHHSM I[LOI'0 HaKa3zy MOKJIACTH Ha MEPIIOTO 3aCTYMHUKA
Minictpa CeBocthsinoBy H.I.

MinicTp [1. ITerpenko

I[TOI'OIXKXEHO:

I'onosa JlepkaBHo1

apXiBHOI ClIy>KOU YKpaiHu T.I. bapanosa
3ATBEP/’)KEHO

Haxka3 MinicTepcTBa

I0CTHIIIT YKpaiHu

18.06.2015 Ne 1000/5
3apeectpoBano B MiHICTEPCTBI
I0CTHIIIT YKpaiHu

22 gepBHs 2015 p.

3a No 736/27181

ITPABHUJIA
oprasisamii ILTI0BOACTBA TA apXiBHOI0 30epiraHHs JOKYMEHTIB Y

JAepKAaBHUX OPraHax, OpraHax MiCieBOro caMmoBpPsiIyBaHHSI, HA
MiNPUEMCTBAX, B YCTAHOBAX i opraHizamisix

I. 3arajapHi MoJIOKEeHHSA

1. 11 ITpaBmiIa BCTaHOBIIOIOTH €MHI BUMOTH II[OJI0 CTBOPEHHS YIIPABIIHCHKUX
JOKYMEHTIB 1 poOOTH 31 CIIy’)KOOBUMHU JOKYMEHTaMH, a TaKOX MOPSAOK iX
apxiBHOTO 30epiraHHsd B JIEp’)KaBHUX OpraHax, oOpraHax MiCI€BOTO
CaMOBDSIAyBaHHS, Ha MIAMPUEMCTBAX, B YCTAHOBAX 1 OpraHi3allisiX HE3aJIeKHO B1T
dbopM BIIacHOCTI (Aai - yCTaHOBH).

[1i IlpaBuna € HOPMATUBHO-TIPABOBUM aKTOM, OOOB’SI3KOBUM JJIi BHUKOHAHHS
BCIMa YCTaHOBaMH.

2. Y nux [IpaBuiax TepMiHU BXKUBAIOTHCS B TAKUX 3HAYCHHSX:

apXiB YCTAHOBU - CTPYKTYPHHUM MiApo3Ain (BIAMOBIIalbHA 3a BEJACHHS apXiBY
ocoba yCTaHOBM), WO OpraHizoBye 1 3a0e3neuye mnpuiiMaHHS,
HAarpoMajKyBaHHS apXiBHUX JIOKYMEHTIB, iX OOJIK, 30epiraHHs Ta
KOPUCTYBaHHS HUMU;



apXiBHUW KaTajor (apxiBHa KapTOTeKa) - apXiBHUM JOBIAHUK, B SKOMY
iHQopMaIlil0 CHUCTEMAaTH30BaHO BIAMOBIAHO 10 OOpaHOI CXEMH
KJ1acu(iKarii;

apXxiBHHUH (QOHJ - CYKYITHICTh apXiBHUX JOKYMEHTIB YCTaHOBH, CQOPMOBAHMUX Ha
MiJCTaB1 3B 43Ky MK JOKYMEHTaMmH 1 (a00) X yTBOprOBayaMu;

OJIaHK CIIy’KOOBOTO JOKYMEHTa - YHi(ikoBaHa (hopma CIIy:KOOBOTO JOKYMEHTA 3
HAJPyKOBAHOIO TIOCTIMHOIO 1H(OpMaIli€l0 1 HAaSBHUM MiCIEeM IS
dikcyBaHHS 3MIHHOI 1H(pOpMAITii;

BUTST - 3aCBiYEHA KOMIsl YACTUHHU TEKCTY CIIY>KO0BOTO JOKYMEHTA,;

BIJIOKPEMJICHUM MAPO3ALT - (i, MPEACTaBHUILITBO, BIAAUICHHA a00 1HIIUH
BIJJOKpEMJICHUM TMIAPO3/1I, 10 HE Ma€ CTaTyCcy HOPUAUMYHOI O0COOM 1
3JIIMCHIOE CBOIO ISUTBHICTB BiJl IMEH1 FOPUJIUYHOT OCOOU - PE3U/ICHTA;

rajy3eBUid Mepeslik JOKYMEHTIB - MEPENiK BUAIB JIOKYMEHTIB, CTBOPIOBAHUX Y
npoiieci TpopILHOT JISIIBHOCTI BCIX YCTAaHOB IMEBHOI Tally3i uu cdepu
JUSITBHOCTI, 31 CTPOKaMH X 30€piraHHs;

JIepKaBH1 apX1BH1 YCTAHOBHU - IIEHTPaJIbHI, TaTy3€Bl1 JiepKaBH1 apxiBu, [lepxaBHuii
apxiB B ABToHOMHI# Pecniy6miii Kpum, nep:kaBHi apxiBu o0acTei, MiCT
Kuesa 1 CeBacTomnosisi, apXiBH1 BiAJAUIM paiOHHUX, PAMOHHUX y MiCTax
Kuegi 1 CeBacTonosni gepkaBHUX aJMiHICTpaIliii;

JoKepesa KOMIUIEKTYBaHHS - IOPUIWYHI Ta (PI3UYHI 0COOH, 10 € YTBOpIOBaYaMu
YU BJIACHUKAMH JTOKyMeHTiB HarionansHOrOo apxiBHoro Qonmy (mani -
HA®), mo mnijisaraloTe IMepelaBaHHI0 0 apXiBHUX YCTAaHOB B
000B’SI3KOBOMY MOPSJIKY a00 Ha MiJCTaB1 Yrou;

mxepena popmyBanHs HA® - yctaHoBH, IO € CTBOpIOBAaYaMU YM BJIACHUKAMU
JIOKYMEHTIB 11,0T0 POHY;

TJIOBOJICTBO - CYKYIHICTh MPOIECIB, IO 3a0e3Me4yrTh JOKYMEHTYBaHHS
yOpaBIiHCBKOI i1H(OpMalii Ta opraHizalilo poOOTH 31 CIIyKOOBUMHU
JOKYMEHTaMH;

JOKYMEHTALIMHUNA  (IOKYMEHTAIbHUN) (QOHJ - CYKYIHICTh CIIy)KOOBHUX
JIOKYMEHTIB, 10 HarpoMaJwinch abo 310paHi B Tpolieci MIsIIBHOCTI
YCTaHOBH, CKJIAJ 1 mpouec (popMyBaHHS SIKOI BUZHAYAIOTh 11 HOPMATHUBHI
JOKYMEHTH;



JOKYMEHTOOOIr B yCTAHOBI - pyX CIIY>KOOBUX JOKYMEHTIB 3 MOMEHTY iX CTBOPEHHSI
a00 oJIepaHHs J0 3aBEPIICHHS BUKOHAHHS a00 BiANpPaBICHHS;

eKCTepTH3a MIHHOCTI JJOKYMEHTIB B YCTaHOBI - BCEO1UHE BUBUCHHS JJOKYMEHTIB 3
MeToro BHeceHHs iX 0 HA® abo BuilydeHHs 3 HbOTO, BIIHECEHHS 1X /10
YHIKQJIBHUX 1 BCTAHOBJICHHSI CTPOKIB 30epiraHHsi JOKYMEHTIB, IO HE
IJIIraroTh BHeceHHio 1o HA®D;

30Ha KOMIUIEKTYBaHHS - aJIMIHICTPaTUBHO-TEPUTOpiaibHA OJWHUIIS, B SKIii
nepe0yBarOTh YCTaHOBH, Ha SAKI IOHMIMPIOIOTHCS ITOBHOBAYKCHHS
BIJIMOBIJTHOI JIEPKABHOI apX1BHOI YCTAHOBH (QpXIBHOTO BIALITY MICBKOT
panu);

IHCTPYKITISA 3 AIJIOBOACTBA - 00OB’SI3KOBHUH HOPMATHBHHM aKT, IO PETIAMEHTYE
3MICT Ta OpraHizallito BUKOHaHHS MPOILIECIB 3 ITOBOACTBA YCTAaHOBU;

KOIIisl IOKYMEHTA - TOKYMEHT, 110 MICTUTh TOYHE 3HAKOBE BIATBOPEHHS 3MICTY YU
JIOKYMEHTHO1 1H(OpMaIlii 1HIIOTO JOKYMEHTa 1 B OKpEMHUX BHUIAJKaXxX -
JIESIKUX WOT0 30BHIMIHIX O3HAK;

HOMCHKJIaTypa CIIpaB - 000B’SI3KOBHH I KOKHOT YCTAaHOBH CHCTEMAaTH30BaHUM
nepestiK Ha3B crpas, M0 (GOPMYIOThCS B ii ALIOBOJICTBI, 13 3a3HAUYCHHIM
CTPOKIB 30€piraHHs CIpas;

OTJISAJl APXIBHUX JOKYMEHTIB - apXiBHUM JOBIJHHUK, 1[0 MICTUTh CUCTEMATU30BaH1
BIJIOMOCTI TIPO CKJIAJ] 1 3MICT OKPEMHUX KOMIIJIEKCIB apXiBHUX TOKYMEHTIB
3 1X JKEpeJIo3HaBYUM aHaJli30M;

OMUC CIPaB - apXIBHUM JOBITHUK, MPU3HAYEHUHN JIJIs1 OOJIIKY Ta PO3KPUTTS 3MICTY
OJIMHUIIb 30€piraHHs, OMHUIIb 00JIIKY, 3aKPITIJICHHS X CUCTEeMaTHU3allil B
MeXKax apXiBHOTO (OHTY;

OopraH BHUIIOTO PIBHS - yCTaHOBA, IO 3A1MCHIOE (DYHKINT YNpaBIiHHS 100
Oe3rocepeAHHO MIANOPAIKOBAHUX 11 YCTaHOB,;

OpraHizaiiiHo-po3rnopsilua  JOKyMEHTallis -  YHidiKoBaHa  mMiJCHUCTEMa
YIPaBIIHCHKOI JOKYMEHTAllll, 110 3a0e3nedye OpraHizailiio MpoIeciB
yIIpPaBIIIHHS Ta YIPABIIHCHKOI Mpalli;

opraizamiss poOOTH 31 CIy>KOOBHMH JTOKYMEHTaMH - OpraHi3amis 3J1MCHEeHHS
TOKyMEHT000Iry, (opMyBaHHS cOpaB, 30epiraHHs  CIy)XKOOBUX
JOKYMEHTIB Ta KOPUCTYBaHHS HUMU y MIOTOYHIN JiSJIbHOCTI YCTAHOBU;



OpHUTIHAJ CITY>KO00BOT0 TIOKYMEHTA - IPUMIPHUK CIIyKOOBOTO JOKYMEHTA, 1[0 MA€
OpUTTHAJIBHUN MIiAMHUC TTOCaI0BOI1 (CIy>XK00BO1) 0COOU YCTaHOBH;

NEepETiK TUTTOBUX JTOKYMEHTIB - IIEPEJIiK BUIB JOKYMEHTIB, CTBOPIOBAHMX II1]] 4ac
BUKOHAHHS 3arajibHUX JUIsl BCIX YCTAaHOB (YHKIIM yHpaBiiHHS, 31
CTpOKaMHU ix 30epiraHus;

NOKWKYMK - apXIBHUW JOBIJHUK, IO MICTUTh CHUCTEMATU30BAHUN MEPEIIiK
00’€KTIB YM SIBUIII, 3ra{yBaHUX B apXiBHUX JOKYMEHTAX, 13 3a3HAUCHHIM
1X TMOLIYKOBUX JAHUX;

PEKBI3UT CIIY)KOOBOTO JOKYMEHTa - OOOB’A3KOBHU €JeMEHT, 3aikCcoBaHMI B
JIOKYMEHTI 11 Horo 1IeHTh(IKallli, OpraHizailii oOJIiKy Ta HaJJaHHS HOMY
IOPUIUYHOL CUIIY;

ciIy>k0a JITOBOACTBA - CTPYKTYpHUM MiApo3nuT abo BiAMOBigaibHA 0coba
yCTaHOBHM, 10 3a0e3nedye  peecTpallio, OOJK, OpraHi3alii
JTOKYMEHTOO0ITy CITyKOOBHX JIOKYMEHTIB, 30epiraHHs
JOKyMEHTaIlliiHoro QoHay abo Horo 4yacTUHM 10 TepelaBaHHS Ha
30epira”Hs 0 apXiBy YCTaHOBH;

CIy>KOOBUH HOKYMEHT - OQIIiNHO 3apeecTpOBaHUN CIy>X00I0 J1TOBOACTBA a0o
BIAMIOBIAHMM YHWHOM 3aCBIIUCHUN JOKYMEHT, IO OJIep)KaHUN 4Yu
CTBOPEHHMM YCTaHOBOIO Yy TMpolieci i AISJIBHOCTI Ta Ma€ BiAMOBIJIHI
PEKBI3UTH;

CTPOK 30epiraHHs JOKyMEHTa - mepioJ 000B’SI3KOBOro 30epiranHs ciy>k00BOro
JOKYMEHTa, BU3HAYEHUW 3aKOHOJIABCTBOM YHACIHIJOK MPOBEJCHHS
CKCTIEPTU3H HOTO MIHHOCTI;

YHIKQJIbHUN JOKYMEHT - TOKyMEeHT HA®, 1110 CTaHOBUTH BUHATKOBY KYJIbTYpPHY
I[IHHICTh, Ma€ BaXJWBE 3HA4YCHHS Mg (OpPMyBaHHS HaIllIOHAJIBHOI
CaMOCBIJJOMOCTI YKpaiHCBKOTO Hapojay 1 BH3HA4Yae HOro BKIad Yy
BCECBITHIO KYJIbTYPHY CHAIINHY;

YIPaBIIHCHKUN TOKYMEHT - CITyKOOBHUI JTOKYMEHT, CIPSIMOBAaHUM HAa BUKOHAHHS
yCTAaHOBOIO  (PyHKMIM, 1m0 3abe3neuyroTh 11 JisibHICTE. [0
YIOPaBIIHCHKUX JIOKYMEHTIB HAJIeKaTh OpraHi3aiiiHO-po3nopsiaul,
MePBUHHO-00JIIKOB1, 0aHKIBChKI, (PIHAHCOBI, 3BITHO-CTATHUCTHYHI,
IIJIAHOB1, PECYPCHI TOIIIO;

(OHAOYTBOpIOBAY - YCTAHOBA, y PE3YJbTaTl MiSTIBHOCTI SIKOi YTBOPHUIIUCA
JOKYMEHTALIMHUN Ta BIMOBIAHO apX1BHUN POHIN;



(opMyBaHHS CIIpaB - IPYIyBaHHs BUKOHAHUX JIOKYMEHTIB Y CIIpaBU BIANOBIAHO
710 HOMEHKJIaTypH CIIPaB.

3. OcobnuBocTi oprauizaiii JUTOBOACTBA 31 CIYyKOOBUMH JTOKYMEHTAMH, IO
MICTSTh 1H(QOpPMAIlI0 3 OOMEKEHUM JOCTYINOM, AUIOBOJCTBA 3a 3BEPHEHHSIMU
rpoMajsiH MIOJA0 3amuTiB Ha 1HQOpMAIlil0 B OKpeMHX Traimy3sx Ta cdepax
CYCHUIbHUX BITHOCHUH BU3HAYAIOTHCS 1IHITMMHA HOPMATUBHO-TIPABOBUMH aKTaMH.

Oco06iMBOCTI Oprasizaiii €JIeKTPOHHOTO JOKYMEHTOOOITY 13 3aCTOCYBaHHSAM
KBaT1(hiIKOBAHUX E€JIEKTPOHHUX JIOBIPYUX TMOCIYT, POOOTH 3 EIEKTPOHHUMH
JTOKYMEHTaMHM Ta 1X TWIATOTOBKM JO IME€pElaBaHHS Ha apxXiBHE 30epiraHHs
BU3HAYAIOTHCS 3aKOHO/IABCTBOM.

{AG3an apyruii myHkTy 3 posauty I i3 3MiHaMu, BHECEHMMH 3riHO 3 Hakazom
MinicrepcTBa roctumii Ne 1827/5 Bin 12.06.2018}

4. Bumoru 1ux IlpaBuin mogo poOOTH 3 MEPBHUHHO-00JIIKOBOIO, 0aHKIBCHKOIO,
(1HAHCOBOIO,  3BITHO-CTATUCTUYHOIO,  HAYKOBO-TEXHIYHOIO  Ta  IHIIOIO
CIICIIaIbHOI0 JIOKYMEHTAIIIEI0 TOIIHUPIOIOTHCS JIMIIE B YaCTHHI 3arajibHUX
OPUHIMIIB POOOTH 3 JOKYMEHTaMH, a TaKoXX 3 MIATOTOBKH JOKYMEHTIB [0
nepeaaBaHHs Ha apX1BHE 30epiraHHsl.

5. Bumorn muux IlpaBun miono 3a0e3nedeHHs 30€peKEeHOCTI, OOJiKy 1
KOPUCTYBaHHS JOKYMEHTAMU TIOUIMPIOIOTHCA Ha apxXiBH, IO 30epirarTh
JOKYMEHTH 3 ManepoBUMHU HOCISIMH 1HGOpMAILi.

ApxiBu, 10 30epiraloTb HAyKOBO-TE€XHIYHI, ayJ10Bi3yalbHl, €JIEKTPOHHI
JOKYMEHTH Ta iH(opmallito, 1110 BiAHECEHA 10 JEPKaBHOI TAEMHHUII, KEPYIOThCS
My [IpaBunaMu B 4acTHHI 3arajbHUX JIJIS apXiBIB HOPM IOAO OpraHizaimii ix
po0OOTH, TPOBEACHHS EKCHEPTU3M LIHHOCTI JOKYMEHTIB Ta OQOpPMIICHHS Ii
pE3YJbTATIB.

YMoBH poOOTHM apxiBiB, MO 30€piraroTh HAYKOBO-TEXHIYHI, ayJl0BI3yaJlbHi,
CJICKTPOHHI JOKYMEHTHU Ta 1H(OpMaIlito, BiAHECEHY A0 JepKaBHOI Ta€MHHIII,
BU3HAYAIOTHCS 1HIIMMH HOPMATUBHO-TIPABOBUMH aKTaMHU.

6. KepiBHUK YyCTaHOBM BIAMOBIAA€E 3a 30€pEXKEHICTh CIY>KOOBUX JIOKYMEHTIB Ta
iHpopmarii, sSIKy BOHM MICTSITh, (PYHKI[IOHYBaHHS CHUCTEMU 3aXHUCTYy
JTOKYMEHTAaIIMHOTO (DOHIY BiJl HE3aKOHHOTO JIOCTYNY, BTPATY 1 HECAaHKI[IOHOBAHE
3HUILEHHS JOKYMEHTIB, NOPYIIEHHS MPaBUJI KOPUCTYBAHHS TOKYMEHTaAMHU.


https://zakon.rada.gov.ua/laws/show/z0721-18/paran48#n48

3a 3MICT, SIKICTh IIJATOTOBKU Ta O()OPMJICHHS HA HAJIE)KHOMY PIBHI JOKYMEHTIB, a
TaKOX OpraHizaiiio IIJIOBOJACTBA Ta 30€piraHHs JOKYMEHTIB Yy CTPYKTYPHHUX
M1pO3/IlJIax BIAMOBIIAIOTh 1X KEPIBHUKH.

7. Opranizaiisi JII7I0BOJCTBA B yCTAHOBaX TMOKJIATAEThCS HA CaMOCTIHHI
CTPYKTYpHI MIAPO3AUIM 3 JAUIOBOJACTBA (JOKYMEHTAIIMHOTO 3a0€3MeueHHS),
3arajibHi BIIJIUTH, KaHUEISApli Toio adbo 0coly, BIAMOBIIANbHY 3a ILIOBOJCTBO B
YCTaHOBI, - CEKpeTapsl, AIOBOAA (J1alll - CIy»k0a JA1JIOBOJICTBA).

Oprani3zailisi JUIOBOJCTBA B CTPYKTYPHUX MIAPO3/i7aX YCTAHOB MOKJIAJA€ETHCS HA
CIeIlalbHO MPHU3HAYEHY JUISl [OTO OCOOy, Yy TOCAJO0BIM IHCTPYKII SKO1
3a3HaYaIOTHCS 111 000B’SI3KHU.

YcraHoBH OpraHizoBYIOTH J1J0BOJCTBO BIAMOBIAHO A0 3aTBEPAXKEHOI IHCTPYKIIii
3 IJIOBOJICTBA YCTAHOBH.

8. ApXIB € CaMOCTITHUM CTPYKTYPHUM MIIPO3IiJIOM a00 BXOAUTH N0 CKIaay
CITy>KOM JI1JIOBOJICTBA YCTAHOBH.

VY ManouMcenbHUX YCTAaHOBaxX IPHM3HAYAETHCS 0c00a, BIJMOBIIAJIbHA 32 BEICHHS
apXiBy YCTaHOBH.

9. Cnyx0a IIIOBOACTBA Ta apXiB, AKIIO BOHU € CTPYKTYPHUMH MiAPO3JILIIAMH,
MPaIIOIOTh Ha M1JICTaB1 MOJI0KEHb PO HUX, 110 MOTOKYIOTHCS 1 3aTBEPIKYIOThCS
3T1IHO 13 3aKOHOJaBCTBOM.

{A03ar nepimmii myHKTY 9 po3aury I 13 3MiHaMM, BHECEHUMHU 3TiaHO 3 Hakazom
MinicrepcTBa roctumii Ne 2277/5 Bin 04.07.2018%}

Sxmo pyHKIIi opraHizalii A1JIOBOJICTBA B YCTaHOB1 a00 BEJCHHS apXiBY YCTAaHOBHU
MOKJIAJICHO Ha BIATNOBiAaNBHY 0CO0Y, Y TOCAJ0BIM 1HCTPYKIII MOCaT0BOI 0COOU
3a3HAYAOTHCS 111 000B’A3KH, 1i IpaBa Ta BiAMOBIIAIbHICTb.

10. KepiBHHULTBO YCTaHOBH 3000B’si3aHO 3a0€3MEUYUTH apXiB HEOOX1THUM
MPUMIILIEHHSIM, 00JaJHAHHAM 1 KaJpamHu.

11. MartepianbHuid HOCIM 1H(OpMaIIil YyPaBIIHCHKOTO JOKYMEHTAa, CIIOCOOH Ta
3aco0u 1i (IKCyBaHHS TMOBHHHI 3a0e3nedyBaTh 30€peKEHICTh IOKYyMEHTa
MPOTSATOM BU3HAUYEHOTO CTPOKY MOro 30epiranHsi.

12. BrnacHUKOM yNpaBiiHCBKOTO JOKYMEHTa € YCTaHOBa, sika CTBOpWJia a0o
OoTpUMaJia 1€ TOKYMEHT 1 BHECIa HOTo J0 CKIaay JOKYMEHTAIIHOTO (hOHTY.


https://zakon.rada.gov.ua/laws/show/z0791-18/paran16#n16

13. CoipHi nuTaHHd WOAO IpaBa BJIACHOCTI HA YIPABIIHCHKI JOKYMEHTH
BUPIIIYIOTHCS Y CYAOBOMY MOPSIKY.

14. BunydeHHs  (BHUiIMKAa) OpHUTIHATIB  CIY>KOOBHUX  JIOKYMEHTIB 13
JTOKYMEHTAIITHOTO Ta apXiBHOTO (POH/IB YCTAHOBH Ma€ OyTH TUMYAaCOBHUM(OI0) 1
JUIIE Yy BUNIAJKAX, Iepe0aYeHNX 3aKOHOM.

TumMuacoBuit 1OCTYI 10 JOKYMEHTIB 3/IIMCHIOETHCS Ha MIJICTaBl YXBAJIM CJIIA4OTO
CyaJli, CyAy B MOPSAJKY, BU3HaUeHOMY KprMiHATIbLHUM MIPOIECYATILHUM KOJIEKCOM
Ykpainu. Y pa3i BuwiIydeHHS (BHIMKHM) OpPHTIHAJIB JOKYMEHTIB B YCTaHOBI
000B’3KOBO 3JIMINAIOTHCS KOIMIi IIUX JOKYMEHTIB, 3aCBiAYE€HI BiAMOBIAHO 0
nyHKTIB 8, 9 rmaBu 10 posainy I mux I[IpaBun, Ta onuc BHIIy4EeHUX TOKYMEHTIB.
Bunydeni nmokymMeHTH HaAaloThCsa O€3MocepeIHhO 0C001, BU3HAUCHINM B yXBall

CHIYOTO CYIMl, Cyay.

JIOKyMeHTH, BWJIy4€HI Ha MiJACTaBl yXBaJIW CIIIYOr0 CYJJl, CyAy, HIJJIATrarTh
000B’13KOBOMY MTOBEPHEHHIO YCTAHOBI, aJI€ HE Mi3HIIIE HI’K Yepe3 OJIUH PIK MiCIIs
3aKPUTTS TPOBAKEHHS a00 BUHECEHHS CYJIOM PIIICHHS y CITpaBi.

{ITynkt 14 po3miny I B penakiii Haka3zy MinictepctBa toctuirii Ne 2277/5 Bin
04.07.2018}

I1. JlokymMeHTYBaHHS yIIPaBJiHCHKOI iIHGopMamii

1. 3arajbHi BUMOTH /10 CTBOPEHHS YIPABJIIHCHKHAX JOKYMEHTIB

1. CTBOproBaHi yNpaBIIHCBbKI JOKYMEHTHM NOBHUHHI BIJIMOBIJATA MPABOBOMY
CTaTyCy yCTaHOBH.

[IpaBo Ha CTBOpEHHs, MIANHUCAHHS, MOTOMKECHHS, 3aTBEPKEHHSA JOKYMEHTIB
BU3HAYAETHCS aKTaMHM 3aKOHOJABCTBA, IOJIOKEHHSAMH (CTaTyTaMH) YCTAaHOB,
MOJIOKEHHAMU PO CTPYKTYPHI MIAPO3ALIH 1 TOCATOBUMU 1HCTPYKIIISIMHU.

2. YhpaBaiHCBbKI JOKYMEHTH YCTAaHOBM 3a iX Ha3BOwO, (JOPMOIO Ta CKJIAJIOM
PEKBI3UTIB MOBUHHI BIJIMOBIaTH YHI(IKOBaHUM (hOopMaM, siIKi BCTAHOBIIIOIOTHCS
HalllOHAJIbLHUMU CTaHJapTaMu, HOPMaTUBHO-TIpaBOBUMU akTamu. [lepenik kiacis
VIPaBIIHCHKUX JIOKYMEHTIB BH3HaudaeThcs JlepxkaBHUM  Kiacudikatopom
yrnpasiiHcbkoi gokymenTari JIK 010-98, 3atBepxenuM HakazoMm Jlep:kaBHOTO
KOMITETY YKpaiHu N0 CTaHAapTU3allii, MeTpoJiorii Ta ceptudikamii Big 31 rpyans
1998 poxy Ne 1024 (i3 3minamu) (nani - K'Y JT).
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3. OpraxizamiiHo-po3nopsiuya JOKyMEHTallis, 10 € OJHUM 3 KJaciB
VIIPaBIIHCHKOT JOKYMEHTAIlli, MOIJIIE€THCS HA:

opraHizaiiiHy, M0 MICTUTh TIpaBUJiia, HOPMH, II0 BU3HAYAIOTh CTaTYyC,
KOMIETEHIII0, CTPYKTYpY, IITATHY YUCEIBHICTh 1 MOCAJOBUI CKJIaJ YCTaHORBH,
(yHKIIIOHAJIBHUI 3MICT JISJIBHOCTI YCTAHOBHU Ta 11 MIAPO3ALTIB (MOJ0KEHHS a00
CTaTyT yCTAaHOBH, MOJIOKEHHS MPO CTPYKTYPHI MIAPO3ALUTH yCTAaHOBU, MOCAIOBI
THCTPYKIIIi, IITATHI PO3MKCH, JIOTOBOPHU TOIIIO);

po3nopsaady, o (¢ikcye pillleHHS HOPMAaTHBHO-MPABOBOTO ab0 opraHizalliiHo-
PO3MOPSAIYOTO  XapaKTepy 3 OCHOBHHUX TIMTaHb JISJIBHOCTI  YCTaHOBH,
aJMIHICTPaTUBHO-TOCIIOAAPCHKUX ab0 KaJpoBUX (OCOOOBOTO CKJIATy) IMUTAHb
(MOCTaHOBH, PIILICHHSI, HAKA3H, PO3MOPSIKEHHS);

iHpopmaIliifHO-aHAMITHYHY, 1[I0 MICTUTh 1H(OpPMaIID, Ha TIJACTaBl SKO1
NpUMMAalOThCSl MIEBHI YIIPABIIHCHKI PIIICHHS (aKTH, JOBIJKH, JOTOBI/IHI 3alIUCKH,
3a5BH, MOSICHIOBAJIbHI 3aITUCKH, TPOTOKOJIH, CTy>KOOB1 JIMCTH TOIIIO).

4. TlpaBo Ha BUJAHHS MEBHOTO BHUAY PO3MOPSIYOro JOKYMEHTa (MOCTaHOBH,
pIIICHHS, HakKaszy, PO3MOPSIKEHHs) 3aKpIILIIOETHCS y TOJOXKEHH1 (CTaTyTi)
YCTAHOBU 1 3yMOBJIOETHCS TPABOBUM CTaTyCOM YCTaHOBU Ta IOPSIAKOM
OPUNHATTA YNPaBIIHCBKUX pillleHb (HA TIJCTaBl €IUHOHAYAIBHOCTI a0o
KOJICT1aIbHOCT1).

B ycranoBax, 1o Ait0Th Ha OCHOBI KOJIETIAJIBHOCTI, iX KEPIBHUKU MAaIOTh IIPaBO
OpUIMAaTH €IMHOHAYaJIbHI PIIIECHHS 3 By3bKUX MUTaHb 1 BUJABATH B MEXKaX CBOEI
KOMITETEHITI1 1HIII1 BUJAW PO3MOPSATIUX TOKYMEHTIB.

5. CrinbH1 po3nopsaayl JOKyYMEHTH yCTaHOB, 110 BUJIAIOTh OJIHAKOBI 32 (popMOIO
JTOKyMEHTH (ITOCTAHOBH, PIIICHHS, HaKa3W, PO3IMOPSAHKCHHS), BUIAIOTHCA Y
BIIMOBIHIN (hopMI.

CrinpHI po3MopsI4ul JOKYMEHTH YCTAHOB, YIIOBHOBA)XCHMX BHJABAaTH PI3HI 3a
GbopMOI0 JOKYMEHTH, BUAAIOTHCS Y (QOopMi pIlICHHS, SKE Ma€ MPaBOBY CHITY
PO3MOPSAAUOro TIOKYMEHTA KOKHOI YCTaHOBH, 1110 TIPUHMAE 11el TOKYMEHT.

6. Po3nopsiaunii JOKyMEHT MOXe€ OyTH BiAMIHEHO (3MIHEHO, JOMOBHEHO) JIMIIIE
HOBUM PO3MOPSATUUM JOKYMEHTOM.

7. IIpoekTu po3nopsiAuux TOKYMEHTIB, 1110 3a4ilal0Th IHTEPECH IHIIUX YCTAHOB,
MOBWHHI TIOTIEPEIHHO MOTOKYBATUCS 3 HUMH. Y pa3i po301KHOCTEH 10 MPOEKTY
J0/IaI0ThCA 3ayBa)K€HHsI a00 CyTh PO301’)KHOCTEN 3a3HAYAETHCS Y CYNPOBITHOMY
JIUCTI.



8. Xia oOroBOopeHHsi NMUTaHb 1 pilIEHb, MO0 MNPUHUMAIOTHCS HA 3acCiJaHHAX
KOJIeTialbHUX OpraHiB (KOJerisix, paaax, 300pax, Hapanax), (GIKCYeTbCS B
npoTokomi. IIpoTokoa cKiIamaeTbcs Ha MIACTaBl 3alMCiB, 3pOOJEHMX i dac
3acijjaHHs (cTeHorpam, (poHorpam), Ta JOKYMEHTIB, MATOTOBICHUX J0 3aCiIaHHs
(TEKCTIB Ta Te3 JOIMOBIACH 1 BUCTYIIIB, JOBIJOK, MPOEKTIB MOCTAaHOB a00 PIIIEHb,
HOPSIIKY IEHHOTO, CIIUCKY 3alpPOIIEHUX TOIIIO).

9. ¥V Mexax KOMMETEHIIi YCTAHOBM MOXXYTh HAJICUJIATH JIUCTH MPU BUKOHAHHI
OTIEpaTUBHUX 3B’SA3KIB 3 OpraHaMu BUIIOTO PiBHA, (YHKI[IOHATIbBHUMU OpTraHaMH,
MJJIETIUMY Ta 1HIIMMHU YyCTaHOBAaMU, a TAKOXK IPOMaJITHAMMU.

JIuctyBaHHS MK CTPYKTYpPHUMH MIAPO3JIIaMUA  HEOOXITHO YHHKAaTH 1
3aCTOCOBYBATH YCHI P03’ ICHEHHS, BUPIIIICHHS TUTaHb MO Teae(OHY TOIIIO.

10. JloBeneHHs 10 BigOMa IIIJIETJIMX YCTAaHOB Ta CTPYKTYPHHUX IIIPO3/LIIB
pO3MOPAIUUX JOKYMEHTIB OpraHiB BHUILOIO pIBHA a00 1HIIUX YCTaHOB
3MIMCHIOETHCS Y (POpMi, BCTAHOBIICHIM aBTOPOM JOKyMEHTa. SIKIIO Croci0 He
3a3HA4Y€HO, YCTAHOBA BUPIIIYE 11€ MTUTAHHSI CAMOCTIIHO.

Opranizaiiiitai Ta po3nopsa4i JOKyMEHTH YCTaHOBU JOBOASATHCS 10 BUKOHABIIIB Y
BUIJIAA1 KOITIM a00 BUTSTIB.

IIpoTOKOIBHI pIillIEHHS KOJIET1albHUX OPraHiB JOBOJSTHCS 10 BHUKOHABIIB Y
¢dbopmi, BCTAHOBJICHIM MOJOKEHHSM IPO I1i OpPTaHHU.

Jlokymentu 6e3 aapecHoi 4yacTWHU (TUTaHHW, 3BITH, AOBIAKHU, aKTH TOIIO) Ta
JOKYMEHTH, 110 NiUISraloTh IOBEPHEHHIO, E€JIEKTPOHHI Hocli iH(opMarii
HAJICWJIAIOTHCS 13 CYNPOBITHUM JILCTOM.

11. OdopmieHHs peKBI3UTIB OPraHizalliHO-PO3NOPAAUOi JOKYMEHTAlll Ta
MOPSIOK iX pO3TallyBaHHS MAarOTh BIAMOBIIATH HarioHaasHOMY CTaHIAPTY
Ykpaiuu «/lep:xaBHa yHI1KOBaHA cUcTeMa JOKyMeHTalli. YHidgi1koBaHa cucTeMa
OpraHi3allifiHO-PO3MOPSIAY0I  AOKYMeHTaIli. Bumorn a0  odopmiatoBaHHS
nokymenTiB.  JICTY 4163-2003», 3aTBepmkeHOMY Haka3oMm Jlep»KaBHOTrO
KOMITETy YKpaiHM 3 MUTaHb TEXHIYHOT'O PETYJIIOBAHHS Ta CMOXKUBYOI MOJITUKU
Bix 07 kBiTHS 2003 poky Ne 55 (mam - JICTY 4163-2003).

12. Ilix yac miaAroToBKH, OGOPMIEHHS Ta/ab0 OmpaltoBaHHS JIOKYMEHTIB
3aCTOCOBYIOTh PEKBI3WTH, IO BIAMOBIAAIOTH MPU3HAYEHHIO JOKYMEHTa a0o
CIIoco0y Moro ompaltoBaHHS.

Ha noxymeHTax, 1110 MiJiIraroTh MOBEPHEHHIO, BIAMITKH MPO iX OMpaIlOBaHHS B
YCTaHOB1 HE MPOCTABJISIOTh.
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13. 3 MeTor0 MiABUILEHHS €PEKTUBHOCTI Ta ONEPATUBHOCTI OpraHi3alli poooTH 3
JTOKyMEHTaMH OJIHAKOBI 3a 3MICTOM JIOKYMEHTH MOXYTh OyTH yHi(iKOBaHi
IUISIXOM PO3p00JICHHST TpadapeTHUX TEKCTIB, SKI BKIIOYAIOTHCA JO 301pHUKA
(aibOOMY) yHi(pIKOBaHUX (TUHOBUX) (POPM JTOKYMEHTIB YyCTAHOBH.

14. VYcraHoBU 3M1IMCHIOIOTH JUIOBOJICTBO JIEP’KaBHOKO MOBOIO. JlOKyMeHTH
ohOpPMIIIOIOTh  JIEP)KaBHOIO  MOBOIO, KpIM  BHIQJAKIB, Iepea0adyeHux
3aKOHOJIaBCTBOM MPO MOBH B YKpaiHi.

JIokyMeHTH, sKi HaJCWIAIOThCSA 1HO3EMHUM ajpecataMm, O(QOpMIIOIOThH
VKpalHCBKOI0O MOBOIO, a00 MOBOK JepxkaBHU-aJpecaTa, ab0 OJHIEI0 3 MOB
MDKHApPOJHOTO CIIJIKYBaHHS.

15. O6MmeskeHHs nocTyny 10 1H(popMallii, 10 MICTITh YIIPABIIHCHKI IOKYMEHTH, 1
HaJaHHA iM  BiAMOBIAHUX TpudiB  («Ias ciaykO0BOTO  KOPUCTYBAHHSY,
«Koudinenuiitno», «TaeMHO»  TOIIO)  3IMCHIOIOTHCS  BIAMNOBIAHO  JI0
3aKOHO/IaBCTBA.

2. bi1aHKH TOKYMEHTIB

1. OpranizaunifHo-po3nopsa4i  JOKyMEHTH o(QopMisitoTh Ha  OJlaHKax.
Po3MmilieHHst pekBI3uTIB Ha 01aHKy MoBUHHO BignoBigatu JICTY 4163-2003.

3pa3ku OJaHKIB 3aTBEPAKYIOTHCS PO3MOPSIAYUM TOKYMEHTOM YCTaHOBH.

2. YcraHoBu po3poOJIsiIOTh OJIAHKU JIOKYMEHTIB CTPYKTYPHUX MiAPO3/iIIB,
BIJIOKPEMJICHUX I1JIPO3A1I1B Ta OJaHKH JOKYMEHTIB II0CaJI0BO1 0COOU B TOMY pas3i,
AKIIO0 KEPIBHUK CTPYKTYPHOTO MIAPO3ALTY, BITOKPEMJIEHOTO TMIAPO3AUTY YU
nocajioBa oco0a MaroTh MPABO MIMUCYBATH JOKYMEHTH B MEXkaX X TOBHOBAKEHb.

Ha Omankax mocamoBux oci0 Ta OJlaHKaX CTPYKTYpPHHUX MiAPO3AUTIB, 110 HE €
IOpUJIMYHUMHA 0CO0aMM, HE BIATBOPIOIOTHCS 300pakeHHsI repOiB, emOiieM abo
TOBAPHOTO 3HAaKa (3HAaKa 0OCITYrOBYBaHHS ).

3. VYcraHoBW, M0 3IACHIOIOTH JIMCTYBaHHS 3 TMOCTIMHUMH 1HO3EMHUMU
KOPECITOHEHTaMH, MOXYTh BUTOTOBJISITH OJJAHKH, PEKBI3UTH SKUX 3a3HAYAFOTHCS
JIBOMa MOBaMH: JIIBOPYY - YKPaiHCHKOIO, MPaBopyY - iHO3eMHOI0. biaHku, 110
MICTATh PEKBI3UTH, BUKJIAJICH] 1HO3EMHOIO MOBOIO, BUKOPHCTOBYBATH B MeEXkKax
YKpaiHu HE pEKOMEHYEThCH.

4. bnaHku BUTOTOBISIOTHCA JPYKAPCBKUM CHOCOOOM abo0 3a JI0MOMOTIOI0
KOMII IOTEPHOI TEXHIKH Ha Manepi BUCOKO1 KOCTI (hapOaMu HACUUYEHHUX KOJILOPIB.
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J171st BUTOTOBIICHHSI OJ1aHKa po3p00JII€ThCs Moro Maket y macmradi 1:1, Ha sskomy
MarOTh OyTH HaHECEH1 IOCTIMHI PEKBI3UTH OjaHKa, HEOOXITHI BIAMITKH IS
NEepEeMIHHUX PEKBI3UTIB, a TaKOX 3a3HA4€Hl PO3MIpPHM 30H PO3TaITyBaHHS
PEKBI3UTIB.

5. PimeHHss mpo cnocid BUTOTOBJIEHHS OJaHKIB Ta HEOOXITHICTh iX OOJIIKY
MpUKUMaEe KEPIBHUK 3JICKHO BIJl XapaKTepy JIsUIbHOCTI YCTAHOBH.

Buau OnaHkiB, 10 3aCTOCOBYIOTHCS B YCTAHOBI, Ta TOPSANOK iX OOMIKy 1
30epiraHHsi BUBHAYAIOTHCS IHCTPYKIIIEIO 3 JIJIOBOJICTBA YCTAHOBH.

6. OOOB’s13k0BOMY OOJIIKY TMIJJISITAIOTh MPOHYMepoBaHi OnaHku. IlopsiakoBi
HOMEpPHU IPOCTABJISAIOTh HYMEPATOPOM, JAPYKAPCHKUM a0 1HIIUM CIIOCOOOM Ha
HIDKHBOMY TIOJII 3BOPOTHOTO MOJisi OJlaHka abo JIIBOMY IO JIUIIBOBOTO OOKY
OJlaHKa.

KoxxeHn Bua mpoHyMepOBaHOTO OjaHKa OOJIKOBYETHCA B JKypHaJll peecTparli
0JIaHKIB JOKYMEHTIB, (OpMY SKOTro HaBEJIEHO B j101aTKy | jo0 mux [IpaBui, abo
IHIINA peecTpariituii Gopmi, a Omanku 30epiraoThes B madax, cerdax, 1o
HAJIIMHO 3aYHHSIIOTHCS 1 ONEUaTYIOThCS.

3HUIICHHS 31MCOBAHUX OJIAHKIB 31MCHIOETHCA B YCTAHOBJIICHOMY MOPSAKY 32
aKTOM 3 BIIMITKOIO B O0JIIKOBO-peeCTpaLliiiHIiA (popmi.

7. Ocobwu, sK1 BIAMOBIIAIOTH 3a OOJIIK, 30€piraHHd Ta BUKOPUCTAHHS OJIAHKIB,
BU3HAYAIOTHCS KEPIBHUKOM YCTAHOBU, TMPO MO0 BHUAAETHCS PO3MOPSIIUMIA
JOKYMEHT.

8. He na Omankax oOQOpMIIOIOTBCS €Kl BHYTPIIIHI JOKYMEHTHU (3asBU
MpaliBHUKIB, JOMOBIJIHI 3allMCKH, JIOBIAKA TOIIO) Ta JOKYMEHTH, IO
CTBOPIOIOTHCSA BiJ iIMEH1 KIIbKOX YCTaHOB.

CrinbH1 po3nopsaul JOKYMEHTH Ta JUCTU O(QOPMITIOIOTHCA HAa YMCTUX apKylax
narepy 13 3a3HadeHHSM HalilMEHyBaHb YCTaHOB Ha OJHOMY PiBHI, a Ha3BH BUIY
JTOKyMEHTA - moceperHi. JIiBopyd 3a3Hava€eThes AaTa, IpaBoOpyd - peecTpariiHmii
iHgekc (Homep). Ilpm 1mboMmy 300pakeHHS TepOiB, emOJieM, TOBApHHX 3HAKIB
(3HAKIB 00CIIyTrOBYBaHHS) HE BIATBOPIOIOTHCSI.

3. IleuaTku

1. ITpaBo Ha 3acToCyBaHHs TepOOBUX IMEYATOK (JJI1 YCTAHOB, SIKI MAaOTh MPABO
BUKOPUCTOBYBATH JIEP>KaBHY CUMBOJIIKY) 200 MEYaTOK YCTAHOBH 13 3a3HAYEHHSIM
HallMEHYBaHHS YCTaHOBH Ta 1ICHTU(]IKAIIHHOTO KOy (a1l - mevaTka yCTaHOBH )
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3aKPITUTIOETHCS Y TOJIOKEHHI (CTaTyTl) YCTAHOBU 1 3yMOBIIOETHCA ii TPAaBOBUM
CTaTyCOM.

Ha moxymeHnTax, 1o 3acBIiI49yIOTh MpaBa TPOMAJSH 1 FOPUINYHUX OCI0, HA SKHUX
¢dikcyeTrbcsi (akT BUTpaTH KOIITIB 1 MPOBEJCHHS Olepaliil 3 maTepialbHUMU
I[IHHOCTSIMHU, TI1JIMKC MOCAA0BO1 (BIAMOBIIAIBHOT) 0COOU CKPITUIFOETHCS MEYATKOO
YCTaHOBH (3a HasIBHOCTI).

2. B ycraHoBax J03BOJIIETHCS TAaKOX 3aCTOCOBYBATU TMEYATKH CTPYKTYPHHUX
MiApO3AUTIB  (CIIyKO0M JIJTOBOJACTBA, OyXranrtepii, KaapoBoi CIykOU TOIII0),
MeYaTKH JJIsl OKPEMHUX KaTEropiil IOKYMEHTIB (J1J1 KOTMii, EeperyCTOK, KOHBEPTIB
TOIII0), a TAKOK METAJIEB1 IEYATKH - JIJIsl OTeUaTyBaHHS MPUMIIICHB, mad, cendis.

3. YcraHoBM MOXYTh 3a HEOOXITHOCTI 3aCTOCOBYBATH IITaMMH 3 TOBHUM
HallMEHYBaHHSAM YCTaHOBH Ta IHIIMMU PEKBI3UTaAMU OJIaHKA.

4. B 1HCTPYKIIii 3 A1JTOBOJCTBA YCTAHOBU BU3HAYAIOTHCS BUJIM 1 KUTBKICTh IMEYATOK,
IITAMIIIB, 1110 3aCTOCOBYIOTHCS, MEPENTIK JOKYMEHTIB, MiAMKCH Ha SKUX B1ATIOBITHO
70 3aKOHOJABCTBA HEOOXIJHO CKPIMJIIOBATH MEYATKOI YCTAaHOBH, Ta MOPSIOK
3aCTOCYBaHHS MEYATOK.

5. PosmopsauuM JOKYMEHTOM KEpiBHHMKA YCTAHOBH BHM3HAYAIOTHCS TMOPSIOK
BUKOPUCTAHHS, MICIIe 30epiraHHs I[€YaTKh YCTAHOBM 1 IIOCaJIOBI 0co0w,
BIIMOBIIAJIBbHI 32 i1 30epiranfs, a TaKOXK MePeIiK MOCaa0BUX 0Ci0, MIAMUCH SKUX
CKPITUTIOIOTHCS TICYaTKOI0 YCTAHOBH.

6. IIpaBo 3acBiTUCHHSI JOKYMEHTIB Ta iX KON MOX€ HaJaBaTUCS MOCaJ0BUM Ta
1HIIIKMM 0co0aM Ha IMiACTaBi JOBIPEHOCTI.

7. Y mocagoBUX IHCTPYKIISX BH3HAYAIOThCS IMTOBHOBAXKEHHS IIOJI0 3aCBIIUCHHS
TOKYMEHTIB Ta 1X KOITIH.

8. BimbuTok meyaTku, M0 3aCBIAUY€E MiAMUC TOCAT0BOI 0COOU, CTABUTHCS TaKUM
YUHOM, 1100 BIH OXOIUTIOBAB OCTaHHI KiJIbKa JIITEp HaiMEHYBaHHS MTOCaId 0CO0H,
dAKa Mignucana JIOKYMEHT, ajie He MIJNKHC MOCaJoBOi 0coOu. Y IOKyMEHTax,
CTBOPEHUX Ha OCHOBI YyHI(piKOBaHMX (OpM, IMeYaTKka CTABUTHCA HAa OKPEMO
BHJIUICHOMY JIJISI ITLOT'O MICIII 3 BiAMITKORO «M. I1.».

9. 006K yciX MeYaToK Ta IITAMIIIB, 1110 3aCTOCOBYIOTHCS B YCTAHOBI, BEAETHCA Y
KypHai 3a GopMoI0, HABEJCHOIO B J10AaTKy 2 10 nux [IpaBui.

Bunaya mnedaTok, IITaMmIliB IOCAJOBUM OcCO0aM 3IIMCHIOETHCS IIJI MIANUC Y
BIJIMOBITHOMY KYypHAJII.
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10. Tleyatku 30epiratoThes y mmadax (cerdax), mo HaAIRHO 3aMUKAIOTHCA 1
OICYATYHOThCH.

11. IlepeBipka HasBHOCTI MEYATOK 1 MITAMITIB 31MCHIOETHCS IIOPOKY KOMICIEIO,
NPU3HAYCHOID  PO3MOPSAYUM  JIOKYMEHTOM  KEpiBHMKAa  YCTaHOBHM, Ta
0(OPMITIOETHCS AKTOM.

4. JlaryBaHHS YIIPABJiHCbKUX JOKYMEHTIB

1. Jlatoro nokyMeHTa € BIANOBIAHO JaTa MOro IMiANUCAHHS, 3aTBEPJKCHHS,
MPUUHATTS, peecTpallii abo CkaaeHHs (Ui aKkTIB), 3aCiaHHS KOJIET1aJIbHOTO
oprany (7151 TIPOTOKOJIB).

Haty obopmisitots BignosiaHo 10 JACTY 4163-2003 mudpoBum abo CI0BECHO-
uuppoBUM cIocoOOM.

2. Yci pekBI3UTH Ha JIOKYMEHTI, OB’ s13aH1 3 MO0 MPOXOKEHHSIM 1 BUKOHAHHSIM,
IaTyIOThCS 1 MIANUCYIOThCs. JlaTa JOKyMEHTa MPOCTaBISETHCS TOCAJA0BOIO
0co0010, sika MOro BI3Yy€E, MOTOMHKY€E ad0 3aTBepKye. JlaTa 3a3HAYAETHCS HMKYE
H1IUCY JTIBOPYY.

3. Ilig 4vac peectpalii JOKyMEHTa HMOro jaTa IPOCTABJISETHCS MPAI[IBHUKOM
CIy>KOM JAUIOBOJCTBA B JIIBIM BEpPXHIM YacTUHI JTOKYMEHTA Ha CIEIiabHO
BIJIB€JICHOMY MICIIl Ha OJIaHKY.

VY nokymeHTax, CKJIaJeHUX He Ha OJIaHKYy (3asBH MPaIliBHUKIB, JOTIOBIIHI 3aITUCKH,
JOBIJIKH TOIIO), IaTa MMPOCTABJISETHCS aBTOPOM JOKYMEHTA HIDKUE ITiJIITHCY.

4. Ha noxyMeHTi, BUAaHOMY JIBOMa a00 OlIbIll€ yCTAHOBaMU, 3a3HAYAETHCS OJTHA
7aTa, sIKa BiATIOBIIa€ 1aTi OCTAHHBOTO M1 IHCY.

5. ITorogskeHHs1 yIpPaBJIiHCbKUX JOKYMEHTIB

1. ¥V pa3i BUHUKHEHHS MOTpeOH y MPOBECHHI OIIHKU JOLUUIBHOCTI CTBOPEHHS
JOKYMEHTa, MOro oOOIpyHTOBAaHOCTI Ta  BIJMOBIJHOCTI  3aKOHOJIABCTBY
3IMCHIOETHCS TIOTOPKEHHS TTPOCKTY JOKYMEHTA.

2. ITorojikeHHS MOXeE 3/I1MCHIOBATUCH K B YCTaHOBI MOCAJIOBUMHU 0CO0aMU, K1
BIJIMOBIIHO /10 X KOMIIETEHIIT BHPINIYIOTh TUTAHHS, MOPYIIEHI B MPOEKTI
JOKyMEHTa (BHYTpIIIHE TIOTOJDKEHHS), Tak 1 3a 11 MeXaMH IHIIUMU
3alHTEPECOBAaHMMM YCTAaHOBAMU (30BHIIIHE MOTOKCHHS).

3. BHyTpimiHe norojxeHHs OQOPMISAIOTH IUISIXOM MPOCTABISHHS BI3H, SKa
obopmisierbes BiamoBigHo 10 JICTY 4163-2003 1 BKiIIOYa€E: OCOOMCTHM ITIAMKC,
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iHimiaay (1H1I1aa iMeHi) 1 Opi3BUIIE MOCaJA0BO1 0COOH, sIKa Bi3y€ JTOKYMEHT, JIaTy
Bi3yBaHHA. Y pa3i moTrpebu Moxke OyTH 3a3HaueHa Mocajaa ocoOu, sKa Bi3ye
JOKYMEHT.

4. Bi3u NpOCTaBISIOTBCA Ha MPUMIPHUKAX JTOKYMEHTIB, IO 3aJUINAIOTHCS B
ycTaHoBl. [IpoekTu po3mopsauuX [JOKYMEHTIB BI3YIOTbCS Ha MEPIIOMY
MPUMIPHUKY.

VY NedaKuX BHUIIAJKaX JOMYCKAEThCSA MOAPKYIIHE Bi3yBaHHS JOKYMEHTIB. Bumu
JOKYMEHTIB, III0 TOTPEOyIOTh TMOAPKYIITHOIO BI3yBaHHS, 3a3HAYalOThCS B
THCTPYKII 3 AIOBOJICTBA YCTAHOBH.

5. 3ayBa)keHHS 1 IPOTIO3HUIIii 10 TPOCKTY TIOKYMEHTA BUKJIAAIOTHCSI HA OKPEMOMY
apKy1Ii, Mpo 110 Ha MPOEKTI pOOUTHCA BIAMOBIHA BIIMITKA.

[Ipo HasBHICTH 3ayBa)k€Hb OOOB’S3KOBO MOBIIOMIISIIOTH 0OCO01, SIKa MIAMHUCYE
JOKYMEHT.

6. Ilepenik mocamoBux ociO, ski MOBHHHI 3aBi3yBaTH JIOKYMEHT B YCTaHOBI,
BH3HAYA€E TMPAIIBHUK, KU CTBOPIOE JOKYMEHT, BUXOASYH 3 HOTO 3MICTY.

7. BHyTpIllIHE MNOTOJKEHHS TMPOEKTY JIOKYMEHTa 3ajie’)KHO BiJ] HOro 3MiICTy
MIPOBOJIUTHCS B TaKikl MOCIIIOBHOCTI: MPAI[IBHUKOM, KWW MIATOTYBaB JOKYMEHT,
KEpIBHUKOM  CTPYKTYpHOTO  MiApO3AlTy, B  SKOMY HOro  CTBOPEHO,
(YHKIIOHAIbBHUMHU, TEPUTOPIAIbHUMHU  MIApO3aiIaMu (3@  HEOOX1JAHOCTI),
MOCaJOBUMU 0CO0aMH, fKI 3a3HAUYCHI B MPOEKTI JOKYMEHTa SK BHKOHABIII,
(Gb1HAaHCOBUM TIIPO3JLJIOM a00 TOJIOBHUM OyXxrairepoM (OyXrajirepom) (SKIIO
MPOEKT JOKYMEHTa CTOCYEThCA (DIHAHCOBUX IMHUTaHb), KEPIBHUKOM HOPUIAYHOI
cyx6m (roprictom) (y pa3i MOTOHKESHHS MPOCKTIB HOPMATUBHO-IIPABOBUX AKTIB,
OpraHi3alliiHUX Ta pO3MOPSATIMX JOKYMEHTIB YCTaHOBH), 3aCTyITHHUKOM
KEpIBHUKA YCTAHOBH, SIKMU BIJIMOBIJA€ 3a MUTAHHS, 1[0 MICTITHCS B MPOEKTI
JTOKyMEHTA.

8. Ilopsmok Bi3yBaHHS MEBHUX BHUJIB JOKYMEHTIB 3a3HAYA€THCS B 1HCTPYKIIi 3
TIIJIOBOJICTBA YCTAaHOBH.

9. 3a 3MmiCcT JOKyMEHTa, SIKUM BIZYEThCA KUIBKOMa o0co0amMH, Taki 0coOH
BIITIOBIJAIOTH 3T1IHO 3 KOMIIETEHIICIO.

10. Sxuro y mpoiieci Bi3yBaHHS O MPOEKTY JOKYMEHTAa BHECEHO CYTTEBI 3MiHH,
BIH ITIJIATAE JOOMPAIIOBAHHIO, IEPEAPYKYBAHHIO 1 IOBTOPHOMY BI3yBaHHIO.

11. 30BHIIIHE TOTOKEHHS MPOEKTIB JOKYMEHTIB MOXe OyTH 0GhOopMIIEHO
apKyIIeM TIOTO/pKCHHS, TpU(OM IMOro/KeHHS, JOBIJIKOI IIPO ITOTOJKCHHS,



JUCTOM TIOTOKEHHSI a00 MPEACTaBICHHSM IPOTOKOIY OOTOBOPEHHS IPOEKTY
JOKYMEHTA Ha 3acCiJIaHH1 KOJIEr1aJlbHOI'0 OpraHy.

12. I'pud noromxenHs opopmisierbes Biamnoriano g0 JACTY 4163-2003.

13. ApKylll MOTO/KEHHS CKJIAIA€ThCS Y pasi, SIKIIO 3MICT JOKYMEHTa CTOCY€EThCS
OUTBIIIE HIXK TPHOX YCTAHOB, IMPO IO POOUTHCS BIAMITKA B JIOKYMEHTI Ha MICIII
rpuda MmoroaKeHHs, HAaPUKJIAI:

ApKyII IOTOJKEHHS JOTAE€THCH.

14. Apkyu noropkeHHs: 0hpOPMIISIETHCS 3a TAKOIO (POPMOIO:
APKVYII ITOT'O/’KEHHA
Ha3Ba npoekty nokymeHTa

Ha3zpa nocaau [Tignuc [Hi1amm (1H1mian 1MEH]1),
IPi3BUIIE
JlaTa

[Tigmuc mocamoBoOi 0COOM CKPITLIIOETHCS MEYATKO YCTAaHOBHU (32 HASIBHOCTI).

15. KoxHa 3 ycTaHOB, SIKiif HaIiCJIaHO TTPOEKT JOKYMEHTA Ha MOTOHKEHHS, MOXKE
HaJaBaTH OKPEMHM apKyIll TOTOHKEHHS, a00 apKyIl MOTOJKCHHS MePelacThCs
3alHTEPECOBAHMM yCTaHOBAM Y TOCJI1IOBHOCT1, BU3HAYEHIN YCTAHOBOIO - aBTOPOM
MPOEKTY JTOKYMEHTA.

Apkytr abo apKyIiIi OroKeHHs 30epiraloThCs pa3oM 3 TOKYMEHTOM, SIKHil 0YJI0
MOTOKEHO.

16. 30BHINIHE TIOrO/KEHHS Yy pa3l MOTPeOH, BU3HAYEHOI 3aKOHOJaBCTBOM,
3I1ACHIOETHCS B TaK1i TOCJI1JOBHOCTI:

— 3 yCTaHOBaMH OJIHAKOBOTO PiBHS Ta IHIIMMHU YCTaHOBAMHU,

— 3 IrpOMAaJICbKUMU OpraHizallisiMu;

— 3 OpraHam, siki 3J1MCHIOIOTh JIEpKaBHUM KOHTPOJIb y TIEBHIN cdepi;
— 3 YCTAaHOBAMM BHUIIIOTO PiBHA.

6. 3aTBepIKeHHN yNPaBIIHCHKHUX JOKYMEHTIB

1. 3arBepmKEeHHS YNPaBIIHCBKUX JOKYMEHTIB 3MIMCHIOETBCS  OCOOHMCTO
MOCaJI0BOI0 0C0000 (MOCaAOBUMH 0CO0aMHU) BIAMOBIAHO 0 11 (iX) MOBHOBa)XKEHB
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a00 pO3MOPSTYUM JIOKYMEHTOM YCTaHOBHU 13 3a3HAYEHHSIM Ha JIOKYMEHTI rpuda
3aTBEPKEHHS, 0(hOPMIIEHOTO BIJIMOBITHUM YHHOM.

2. PosnopsimiuuM JTOKYMEHTOM YCTAHOBHM 3aTBEPJIKYIOTHCS TOJOXKEHHS IIPO
CTPYKTYpHI MiAPO3AiIN, IHCTPYKIlli, MpaBuja, MOPSAKH Ta IHII JOKYMECHTH
HOPMAaTHUBHO-TIPAaBOBOT'0 a00 HOPMATHBHOTO XapaKTepy.

3. TlocagoBoro 0c000I0 O0OCOOMCTO 3aTBEP/KYIOTHCS JOKYMEHTH, IO HE
noTpeOyIoTh JOJAaTKOBUX BKa3iBOK, 3aBJaHb MO0 iX YMNPOBAKEHHS abo
BUKOHAHHS (TTOJI0KEHHS (CTaTyTH) yCTAHOBH, IPOTOKOJM, aKTH, IIJIaHU, 3BITH,
KOILITOPUCH, IITAaTHI PO3MUCH, MOCAAOBI ITHCTPYKIli, MpPOTpamMu, HOPMATHUBU
TONIO).

4. Ilepeniku BHUIIB JOKYMEHTIB, IO 3aTBEP/KYIOTHCS IOCATOBOIO OCOOOI0
(mocagoBUMHM 0C00aMH), BU3HAYAIOTHCSA 1HCTPYKINIEI 3 JIJOBOACTBA YCTAaHOBH
BIJIITOBITHO 10 3aKOHOIaBCTBA.

5. SIKmo AOKYMEHT 3aTBEPKYETHCS KOHKPETHOK II0CaJIOBOI0 0CO000, Ipud
3aTBepKeHHS ohopmisteThes BianoBiaao 10 JICTY 4163-2003.

7. IlinnucanHs ynpaBJIiHCbKUX JOKYMEHTIB

1. IlocamoBi 0coOM MIANMUCYIOTh JOKYMEHTH B MEXKaX CBOiX ITOBHOBA)KCHb,
BU3HAUYCHUX Y TOJOXEHHSX (CTaTyTaX) YCTAaHOBH, MOJIOKEHHSX MPO CTPYKTYpPHI
MIJIPO3IUIH, TTOCAJOBUX IHCTPYKIISAX, PO3MOPSIUIOMY JOKYMEHTI MPO PO3MOJLI
00OB’A3KIB MIK KEPIBHUKOM Ta MHOr0 3acTymHHKaMH TOHIO. Y 3a3Ha4eHHUX
JTOKYMEHTaX BH3HAYAETHCS TAKOX IMOPSIAOK IMIAMUCAHHS JOKYMEHTIB IHIIUMH
ocobamMu B pa3l BIJACYTHOCTI KEpIBHMKA YCTAaHOBU Ta MOCAJOBHUX O0Ci0, SKi
YIOBHOBKEHI 1X MiAMUCYBaTH.

[IpaBo mignucaHHS JOKYMEHTIB MOKE HaJaBAaTHCS IMOCAJOBUM Ta IHIINM 0CO0aM
Ha T1/ICTaB1 IOBIPEHOCTI.

2. ITignuc ckaagaeThbes 3 HA3BU MOCA OCOOH, siKa MIAMUCYE TOKYMEHT (TTOBHOI -
SAKIT0 JOKYMEHT HaJpyKOBaHWW HE Ha OJaHKy, CKOPOYEHOI - Ha JIOKYMEHTI,
HaJPYKOBAaHOMY Ha OJIaHKY), OCOOMCTOTO MIANUCY, 1HIIIamiB (iHimianxa iMeH1) i
npizBuia. Jlo3Bosserbcsi B pekBizuti «lliamucy» micis Ha3BU MOCaau OCOOU
3a3HAYaTH BUCHE 3BaHHS, HAYKOBHM CTYIIIHb.

VY pa3i opopmieHHs JOKyMEHTa Ha OJlaHKy IOCaJ0BOi 0COOM Ha3BYy IOCadu y
MIIMUCY HE 3a3HAYAIOTh.

3. IIpu cTBOpEHHI TOKYMEHTIB MIAMUCYETHCSA OJIMH MPUMIPHUK JOKYMEHTA, SIKUN
€ OpUTIHAJIOM. BUHSATOK CTaHOBJIATH JIESIKI BUAW JOKYMEHTIB (HAIPHUKIIAJ aKTH,
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JOTOBOPH, SIKI CTBOPIOIOTHCS B KUIBKOX MPHUMIPHUKAX, KOXKEH 3 SKMX M€ CHUITY
OpUT1HATY).

4. Y pa3l HaACWIAHHS JTOKYMEHTa OJHOYACHO KUJIBKOM YCTaHOBaM OJHAKOBOTO
a00 BUIIIOTO PIBHA KEPIBHUK MiAMUCYE BC1 HOTO MPUMIPHUKH.

SIKIo  JOKYMEHT HAACHIAETBCS OJHOYACHO KUIBKOM  IMiMOPSIKOBAHUM
yCTaHOBaM, MIAMUCYETHCS MPUMIPHHK, SIKUHA 3aJUIIAETHCS Y CIpaBl YCTAHOBH -
aBTOpa, a Ha MICLSI PO3CHIIAIOTHCS 3aCBIIUEHI CIIY>KOO0I0 A1JI0BOJICTBA MOTO KO,

5. JlBa abo Ouiblie MIAMUCIB TPOCTABISAIOTH, SKIIO 3a 3MICT JOKYMEHTa
BIJIMOBIAIOTh KUJIbKA 0ci0. [Ipu 11boMy MIAMMCH TOCAAOBUX OCIO PO3MIITYIOTHCS
OJIVH TI1JT OJHUM BIJIIIOBIAHO 10 MiAMOPSIAKOBAHOCTI OCI0.

6. CuibHI JOKYMEHTHU KUIBKOX YCTAHOB IMIJMUCYIOTHCA KEPIBHUKAMH OJTHAKOBHX
mocajy IMX YCTaHOB. IXHI MANMCH pPO3MINIYIOTECA Ha OJHOMY pIiBHI 1
CKPIIUTIOIOTHCS TIEYaTKaMH YCTaHOB (3a HasiBHOCTI).

7. JJOKyMEHTH KOJIETIaJIbHUX OpraHiB (pillIeHHS, MOCTAHOBHU) MIJMUCY€E TOJIOBA
KOJIET1aJIbHOTO OpraHy.

[IpoTokon MANKMCYIOTH TOJOBYIOYMM Ha 3acilaHHI KOJEriaJbHOIO OpraHy i
cekperap.

8. JlokymMeHTH, CKIaJeHl KOMICI€l0, MIAMHCYIOTh TojoBa KOMICIi 1 BCl YJICHH
KOMICIi.

9. JIOKyMeHTH, 110 MiJIATal0Th 3aTBEPIKEHHIO (IHCTPYKIIil, TOJIO0KEHHS, PaBUIIA
TOWIO), MAMUCYE MTOCaIoBa 0co0a, BIANMOBIIaJIbHA 32 1X MIATOTOBKY.

10. ¥V pa3i BiICYTHOCTI MOCaA0BOi OCOOM, Ha3Ba MOCaad, IPI3BUIIE, 1HIIIAIH
(1H1I11a7T IMEH1) AKOT 3a3HAYEHO Ha MPOEKT1 JOKYMEHTA, Horo mianucye ocoda, sika
BUKOHY€ 11 0OOB’sI3kM, abo0 1i 3acCTymHUK. Y TakoMy paszl 00O0B’SI3KOBO
3a3Ha4ar0ThCsl (haKTUYHA TOCajIa, 1HIMianu (1H1iaa IMEH1), IPI3BUIIE 0COOH, AKa
nianucana JOKyMeHT. [Ipu 11boMy BUIpaBJICHHS BHOCSTH PYKOIMHUCHUM a0o
MaITHHOIIMCHUM CIIOCOOOM, SKIIO JOKYMEHT HEMOXJIMBO TepeapykyBatu. He
JOMYCKAETHCA MMiJ Yac MiAMUCAHHSA JTOKYMEHTA CTaBUTHU NMPUUMEHHUK «3a» 4H
MpaBOOIYHY MOXUITY PUCKY MEpe]l Ha3BOIO MOCAIH.

JlomaBaHHS 10 Ha3BM II0CaJAM KEpIBHWKA YyCTAaHOBHM a00 CaMOCTIMHOTO
CTPYKTYpHOTO Tifpo3ainy ciiB «Bukonyrouuii o000B’si3kn» abo «B.o.»
3M1MCHIOETHCS HA MI1JICTaBl PO3MOPSAIUOTO IOKYMEHTA.



{AG3an npyruit nyHkry 10 rnasu 7 po3nuty II B penakuii Hakazy MinicrepcTBa
foctaii Ne 2277/5 Bim 04.07.2018}

11. Ha nokymMeHTH B €JIEKTpOHHIH ¢dopmi HaKIATAEThCA KBasi(hiKOBaHMI
CJICKTPOHHUH MIJMKUC Y TIeYaTKa 3T1THO 13 3aKOHOJaBCTBOM.

{ITynkt 11 rmaBu 7 po3ainy Il B penakiii Hakazy MinictepctBa roctuirii No 1827/5
Bin 12.06.2018}

12. ®akcumiabHe BIATBOPEHHS MIJANKUCY MOCAJA0BOI OCOOM Ha OpraHi3aiiiiHo-
po3mopsAUnX, (PIHAHCOBHX, OYXTaJITEPChKUX JTOKYMEHTaX 3a JIOMOMOTIOI0
MEXaHIYHOTO a00 1HIIIOTO KOIMIIOBAHHS HE OMYCKA€EThCS.

8. 3arasbHi BUMOIH 10 TEKCTY YIIPABJIHCHKHX IOKYMEHTIB

1. TekcT ympaBIiHCHKOTO JOKYMEHTa IMOBHHEH OyTH YITKUM, KOHKPETHHM,
JAKOHIYHUM, 1H(QOPMATUBHUM Ta BIANOBIAATH opdorpadiyHuM, JIEKCUUHUM,
MOP(OJIOTTYHUM, CHHTAKCUYHUM, CTUITICTUYHUM, TyHKTYallliHUM HOpMaM.

2. TexcT mOKyMEHTa MOBUHEH CTOCYBATUCS TOTO MUTaHHSA, K€ cpopMyILOBaHE B
3aroJI0BKY JI0 TEKCTY, YITKO BIIOOpakaTH MPUUNHY i METY CTBOPEHHS IOKYMEHTA,
PO3KpUBATH CYTh KOHKPETHOI CIIpaBH, MICTUTH apryMEHTOBaHI JI0Ka3H, BUCHOBKH,
MIPOTIO3UIIII.

3. Ilix 4ac ckimagaHHS JOKYMEHTIB B)KHBA€THCSA IITOBUM CTHIb, IS SIKOTO
XapakTepHUN HEWUTpaJbHUN TOH BUKIAQJACHHS, I[1030aBJICHUM OOpa3HOCTI,
€MOIIIITHOCTI Ta 1HAUBIIYaIbHUX aBTOPCHKUX PUC.

4. Texctr nokymeHTa 0(hOPMIISIIOTh Y BUTJISA/II CYLUIBHOTO 3B’ SI3HOTO TEKCTY, a00
aHKETH 4d TaOJuIll, 200 MIJIIXOM MOETHAHHS ITUX (GOPM.

CyuuibHHM 3B’ I3HUHM TEKCT JOKYMEHTA MICTUTh TPaMaTHUYHO 1 JIOT14YHO Y3TOHKEHY
iH(}opMalLil0 TpO YHPaBIIHCHKI [1i 1 BHUKOPUCTOBYETHCS MiJ Yac CKJIAJaHHS
OpraHi3aiiiHO-pO3MNOPATUNX JOKYMEHTIB.

CyuinbHUN 3B’ SI3HUN TEKCT, K MPaBUJIO, CKIAJAETHCS 3 IBOX YaCTUH. Y MEpIIii
(BCTYMHiM) YacTUHI 3a3HAYAIOTHCA TT1/ICTaBa, OOTPYHTYBaHHS a00 MeTa CKIaJaHHs
JIOKYMEHTA, y JpyTiil (3aKk/It0uHIi) YacTUHI - BUCHOBKH, MPOIO3UIIii, PIIICHHS,
npoxaHHs. B okpemux BuUMaakax IOKYMEHT MOXE IICIS BCTYHMHOI YaCTUHH
MICTUTH MOTUBYBAJIbHY YaCTHHY, B sIKIi1 OOIPYHTOBY€ETHCS MO3MIIISI YCTAHOBH.

5. V TekcTli MOKyMEeHTa, MiArOTOBJIEHOIO BIAMOBIIHO /0 MOKYMEHTIB I1HIIMX
yCTaHOB a00 paHillle BUIAHUX JOKYMEHTIB, 3a3HAYaI0OThCS HOTO PEKBI3UTH Y TaKiil
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MOCJIIOBHOCTI: Ha3Ba BUAY JOKYMEHTa, HalMEHYBaHHS YCTaHOBU - aBTOpa
JTOKYMEHTa, AaTa, peecTpallliHui HoMep, 3ar0JIOBOK /10 TEKCTY.

6. TexcTn ckmagHUX 1 BEIUKUX 32 00CATOM JOKYMEHTIB (TIOJIOKCHHS, MpaBuUJa,
THCTPYKITi, OTJISIAM, 3BITH TOIO) MOAUISIIOTECSA Ha PO3LIN, TIAPO3ALIN, ITyHKTH,
nianyHKTH. [TyHKTH B TEKCTI HyMEPYIOThCA apaObChbKUMM U(PpaMu 3 Kparkolo, a
MIANYHKTH - apaOChbKUMHU [U(PpaMu 3 JTyKKOIO.

Po3ninu HymMepyroThCa pUMCEKUMU [TU(PaMU, a TAKOK B OKPEMHUX BUMAIKaX BOHH
MOXYTb MOJIATUCS HA TJIABH.

7. dopmMa aHKETH BUKOPUCTOBYETHCS y pa3l BUKIAJICHHS y IudpoBOMy abo
CJIOBECHOMY BUIUIS1 1H(pOpMaIli PO OJUH 00’€KT 3a MEBHUM OOCSTOM O3HaK.
[TocTiiiHOM0O 1H(pOpPMAITIEIO B AHKETI € y3arajabHEH1 03HAKH, 33 IKUMU MPOBOIUTHCS
onuc 00’€KTa, a 3MIHHOIO - KOHKPETH1 XapaKTEPUCTUKH.

8. Tabnuuna ¢opma MOKYMEHTa BHUKOPUCTOBYETHCS Y pa3l BHUKIAICHHS Y
nudpoBomy ab0 ciIOBECHOMY BUTIISIAI 1HGOpMAIIil PO KUJIbKa 00’ €KTIB 32 PSAIOM
O3HaK.

3arosoBku Tpad TaOIMIN MUIIYTHCS 3 BETUKOI JITEPH, MIA3arojI0BKH - 3 Majoi
JITEepH, SKIIO BOHU CTAHOBIIATH OJHE IIJI€ 13 3arOJIOBKOM, 1 3 BEJIMKOI - SIKIIIO
1/13ar0JJ0BOK Ma€ caMOCTiliHe 3HaueHHs. Kpamku B KIHIIl 3arojoBKIB 1
M173aroj0BKiB rpad) HE CTaBIATHCS. 3arojOBKH 1 MiA3aroyioBKu rpad Ta psaKiB
Ta0IUIll MOBUHHI OyTH BUKJIQICH] IMEHHUKOM Y Ha3MBHOMY BiJIMIHKY OJHUHH. Y
3arojIoBKax 1 Ii/I3aroJIOBKaxX PsAAKIB 1 Tpad TaOiaulll BXKUBAIOTHCSA JIWIIE
3arajJibHONPUMHATI YMOBHI TO3HAYEHHS 1 CKOPOUCHHSI.

I'padu Tabmuil, ki PO3MINIYIOTHCS Ha KUIBKOX CTOpIHKAax, HymepyroThca. Ha
IpYTii Ta HACTYIHUX CTOPIHKaX TaOJIMIIl 3a3HAYal0ThCsl HOMEPH Tpad, a TAKOK y
BEPXHBOMY MPABOMY KYTI - cjioBa «[IponoBKEeHHS A01aTKaY.

9. B ycraHoBax, 10 JAilOTh 32 NPUHLUMUIIOM €JIMHOHAYAIBHOCTI, TEKCT
PO3MOPSAAYOro JOKyMEHTa BUKIanaeThes Bia meprioi ocoou (HAKA3VIO -y
Hakazax, 30bOB’A3VIO - y po3nopsamxeHHsX).

VY po3nopsiiunx T0KyMEHTaX YCTaHOB, IO J1F0Th 3a MPUHIIMIIOM KOJIET1aJIbHOCTI,
3aCTOCOBYETBHCS dopma  BUKJIAQy  TEKCTY  Bij TPETHO1 ocobu
oaunan (ITOCTAHOBJIAE, BUPIIIYE, 3050B’A3VYE).

Y CHOulbHUX pO3NOPSAYUX JTOKYMEHTaX BHKOPUCTOBYETHCS (opMa BHUKIIATLY
TekcTy Bia mnepmoi ocodu MHoxuHu (HAKA3YEMO, 30BOB’A3YEMO,
I[TIOCTAHOBJIAEMO, BUPILITYEMO).



Y mporokonax 3acTOCOBYEThCS (hopMma BHUKIALY TEKCTY BiJ TPETbOi 0ocoOu
MHOXHWHH 32 CXEMOIO:

CITYXAJIA - BUCTYITWIA - BUPIIIVIIU (YXBAJINIIH,
TTOCTAHOBUJIN).

VY nuMcTtyBaHH1 3aCTOCOBYEThCA (opMa BHUKIALy TEKCTy BiJ MepHioi ocoou
MHOXHUHHU (BBa)Xa€EMO, HAJCHIAEMO, MPOCUMO, MPOIMOHYEMO) ab0O BiJ TPETHOI
ocoOM OJHUHU («IHCTUTYT HE 3amepeuye», «MIHICTEpCTBO BBa)xae 3a
HEOOXIJTHE).

Y nokyMeHTax, CKJaJeHHMX I10CaJ0BOK0 OCO0OI 1 aJgpecOBAHMX KEPIBHUKY
YCTaHOBH a00 CTPYKTYPHOI'O MiApO3aily (IOIOBiJHA 3allKCKa, MOsICHIOBaJbHA
3amucKa, 3asBa), 3aCTOCOBYEThCA (opMa BHUKJIAAY TEKCTY BiJ MEPIIOi 0coOu
OJIHHHH (TPOITOHYI0, BBAXKAIO, ITPOIILY).

9. Oco0,IMBOCTI MIATOTOBKHU Ta 0()OPMJICHHS PO3NOPATUYMX TOKYMEHTIB

1. IliaroTOBKY pO3MOPSIAYOr0 JOKYMEHTA MOXKE IHIIIFOBaTH KEPIBHUK YCTAaHOBHU
a00 OyAb-SIKMI CTPYKTYPHUU MIIPO3ILI.

SKmo 1HIMIATOPOM MIATOTOBKK PO3MOPSAIUOTO JOKYMEHTAa € CTPYKTYpPHHUM
MiIpO3/i7, TO HEOOXIAHICTh MOro BUJAHHS MOBHMHHA OyTH OOIpyHTOBaHa B
JOMOBIAHIM 3anucIil. PillleHHsS] KepiIBHUKA BUPAKAETHCS PE3OJTIOIIELO.

2. Byap-skuii po3nopsaunii JOKYMEHT, 32 BUHSTKOM CITIJIBHOTO, O(OPMITIOIOTH Ha
OJIaHKy 13 3a3HAYEHHSM MOro KOHKPETHOTO BUAY (IIOCTAHOBA, PIllICHHS, HAKa3,
PO3MOPSAIKEHHS ).

Posnopsmui  mokyMeHTH (Haka3W, pO3MOPSAKEHHS) 3 KaJApOBUX IHUTaHb
(0co00BOrO CKJIaIy) TaKOX MOXKYTh OYyTH CKJIAJEHI Ha MiJCTaBl MIKIraay3eBUX
TUMOBUX YHI1(piKOBaHUX (HOPM, 3aTBEP/IKEHUX B YCTAHOBICHOMY HOPSIAKY.

3. 3MICT pO3MOPSAIUOro JOKYMEHTA KOPOTKO BHUKJIAJAETHCS B 3arojOBKY, KU
MOYMHAEThCA 3 mnOpuiiMeHHuka «I[lpo» 1 ckmagaeTbcs 3a  JIOMOMOTOIO
BijiecaiBHOro iMeHHuKa («IIpo 3arBepmxkeHHs...», «IIpo BBemeHHs...», «IIpo
NPUUAHATTA Ha po0oTYy...») abo iMeHHuka («IIpo miacymku...», «IIpo kamposi
MUTAHHS...»).

4. CTpyKTypa TEKCTY PO3MOPSIAYOro JOKYMEHTA, SIK MPAaBWIIO, CKIATAETHCA 3 IBOX
YaCTHH - KOHCTATYI040i (MpeamMOyJn) 1 po3mopsiIdoi.

VY KoHCTaTyr4ili 4YacTHHI 3a3HA4YalOThCS INIJICTaBa, OOIpyHTYyBaHHS abo meTa
BUJIAHHS PO3MOPSIAYOr0 JOKYMEHTA. 3a3HaUeHa YaCTUHA MOKE MTOYMHATUCS 31 CITIB



«Ha BukoHaHHS», «3 METOIO» TOIIO. SIKIIO MTOKYMEHT BHUIAETHCS Ha MiJCTaBl
THIIIOTO PO3MOPAIYOTO JOKYMEHTA, Y KOHCTATYIOUiil YaCTUHI 3a3HAYAI0ThCS Ha3Ba
BUJly 1IbOTO JOKYMEHTa, 10r0o aBTOp, /aTa, HOMEP Ta 3arojioBok. Kpamka B KiHII
KOHCTATYIO40i YAaCTUHH HE CTaBUTHCS.

KoHcraryroua dactTmHa Moke OyTH OMYyIEHA, SKIO PO3IMOpsAa4ya YacTHHA HE
moTpedye OOTPYHTYBAHHS, HAMPUKJIA] Y PO3MOPSIAUNX JOKYMEHTAaX 3 KaJIpPOBHUX
UTaHb (0COOOBOTrO CKIIANY).

5. Posmopsgya YacTHHA TIOYMHAETHCS JIECIOBOM  (3aJIGKHO B BHAY
PO3MOPSIIOrO JOKYMEHTA), SIKE IPYKYETHCS 3 HOBOT'O PSAAKA BETUKUMH JIITEPaAMU
0e3 BIACTYyIy BiJI JTIBOTO IOJIS 1 JIAIOK, IMICJIS YOTO CTAaBUTHCS ABOKpAIKA.

6. Po3nopsiiua yacTuHa MOAUIAETHCS HA MYHKTH 1 MIAMYHKTH, K1 HyMEPYIOTHCA
apaObcbrkuMu MudpamMu. Y KOKHOMY IMYHKTI MOBHHHI OYTH 3a3HauyeHi BUKOHABII
(CTPYKTYpHI miapo3/Jin a00 KOHKPETHI ocaioBi (Ci1y>k00B1) 0cOOM), KOHKPETHI
3aBAaHHs (JOPYYEHHs) 1 CTPOKHU iX BUKOHAHHA. BUKOHABII MOXKYyTh OyTH Ha3BaHi
TAKOXK y3arajlbHeHO, HANPUKIAA: <«JIUPEKTOpaM IIEHTPAIbHUX JEp>KaBHUX
apxiBiB», «HAYaJIbHUKAM CTPYKTYpHUX MIIpo3auiiB». Ilpu upomy He
3aCTOCOBY€THCSI HAINMCAaHHS HEKOHKPETHUX JOPY4YeHb, SKI MICTATh CJIOBA:
KIPUCKOPUTHY, IOJIMIIUTHY, AaKTUBI3YBaTH», «3BEPHYTH YBary» TOIIIO.

7. Y po3nopsaguux JAOKYMEHTax 3 KaJpoBUX MHUTaHb (0COOOBOro CKJIATY)
pO3MOpsA/IYa YACTUHA TOYMHAETHCS, K MPABUIIO, 3 AleciaoBa y ¢hopMi 1H(]IHITHBA:
«IPUMHATHU», «IIPUSHAUUTU», «IIEPEBECTU», «3BIJIBHUTN»,
«BIIPAANTN», «HAHATHU», «OI'OJIOCHUTH» Tomo. Jlami 3a3HavaroThCs
BEJIIUKMMM JIITEpaMHU MPI3BUIIE TMpaIliBHUKA, HAa SKOTO TMOUIUPIOEThCA Jisl
PO3MOPSIIOTO TOKYMEHTA, 1 MAJTUMU - HOT0 1M’s Ta IO 0ATHKOBI.

dopMytoBaHHSI MYyHKTIB MOBUHHI OyTH YITKUMH, KOHKPETHHMH, BIIMOBIIATU
HopmaM Kojekcy 3akoHiB npo npairo Ykpainu (K3nll) abo iHmmM npaBoBUM
aKTam.

VY pa3i npuszHaueHHs a00 3BUILHEHHS IIpalliBHMKA 3a3HA4alOThCs IIOBHA Jara
(dncio, micAllb, pik) (aKTUYHOTO BUXOAY MpalliBHUKA Ha POOOTY (MPUIMHMHEHHS
TPYJIOBUX BIJTHOCHH), PO3MIpH HOT0 MOCAI0BOT0 OKJIaAy BIJIMOBIHO 10 IITATHOTO
pPO3MHUCY, Ha10aBOK Ta JIOILJIAT.

VY KOXHOMY IyHKT1 PO3MOPSIAYOrO JTOKYMEHTa 3 KaApPOBUX MHUTaHb (OCOOOBOTO
CKJIaJly) 3a3Hauya€ThCs IIIJICTaBa IIOJ0 HOro BHUJAHHS (3asBa IIpalliBHUKA,
KOHTPAKT, JIONOBIJIHA 3alIMCKa, PIIIEHHS aTeCTalliHOI KOMICIi TOIO).


https://zakon.rada.gov.ua/laws/show/322-08

Po3nopsia4i JOKYMEHTH 3 KaJIpOBUX MUTaHb (0COOOBOIO CKJIaTy) OOPMITIOIOTh Y
BUTJISAI 1HAWBIAYabHUX (CTOCYIOTBCS OJIHOTO TpaIliBHUKA) 1 3BEACHUX
(CTOCYIOTBCS KITBKOX ITPaIliBHUKIB).

VY 3BefieHUX PO3NOPAAUMX AOKYMEHTAX J0 PO3MOPSAAYOi YACTUHHM BKIIOYAKOTHCS
MyHKTH, 1110 MICTSTh IHPOPMAIIIIO, Y TaKii MOCIIAOBHOCTI: MIPUUHATTS HA POOOTY
(cmyk0y), TepeBeeHHsS, 3BUIBHEHHsS. Y MeEXaxX IIUX NYHKTIB IIAMyHKTaMH
3a3HA4alOTh TMPI3BUINA TpaliBHUKIB 3a aindaBiTom. I[lpu 1bomMy A0 OJHOTO
3BEJCHOTO PO3IMOPSAYOr0o JOKYMEHTAa HE MOXYTh BKJIIOUATHUCS TYHKTH 3
iH(DopMali€ro, sSIKa 3T1IHO 13 3aKOHOJIABCTBOM Ma€ Pi3HI CTPOKH 30epiraHHsl.

8. SIKII0 po3mopsAauuM JOKYMEHTOM BIAMIHAETHCS MOMEPEAHIN pPO3NOpSIaunid
JOKYMEHT, Yy PO3MOPSAIYIA YacTUHI 3a3HAYAETHCS MYHKT, SKAW TIOBHUHEH
MOYMHATHCS 31 CITiB: « BUBHATU TaKuUM, 1110 BTPATUB YUHHICTb, ...».

9. OcTanH1ii MyHKT pO3NOPS Y0 YACTUHU Y pa3l NOTPpeOU MOKE MICTUTH PIILICHHS
Mpo TOKJIAACHHS Ha CTPYKTYPHHMH MiApo3iia ado mocajoBy oco0y (yHKIIH 3
KOHTPOJIIO 32 BUKOHAHHSIM PO3MOPSIYOTO JOKYMEHTA.

10. Po3nopsigumnii JOKyMeHT HaOHWpae YWMHHOCTI 3 MOMEHTY HMOro MiAMHUCaHHS 1
peecTpaliii, SIKIIO B TEKCTI HE BCTAHOBJICHO 1HIII CTPOKHU.

11. 3 po3nopsguuM JOKYMEHTOM 3 KaJpOBHX NHUTaHb (OCOOOBOTO CKJIAY)
000OB’S3KOBO O3HAMOMIIIOIOTH 3raJlaHUX Yy HBOMY O0CI0, SKI Ha TMepIIoMy
OPUMIPHUKY JTOKYMEHTa YW Ha CIeHiaJIbHOMY OJIaHKYy IPOCTaBISIOTH CBOI
MIAITNCH 13 3a3HAYEHHSIM JaTU O3HAWMOMJIIEHHS.

10. 3acBiguyeHHs1 KOMii Ta BUTATIB CIyK00BHX JIOKYMEHTIB

1. Ilopsiiok BUTOTOBJIEHHS, 3aCBITYEHHS Ta BHUJIABaHHSA KOINH JOKYMEHTIB
BU3HAYAETHCS IHCTPYKIIIEIO 3 IUTOBOACTBA YCTAHOBH.

2. YcTaHoBa Ma€ MpaBo 3aCBiAUyBaTH KOTii JOKYMEHTIB, 1110 CTBOPIOIOTHCA B Hill,
3a BUHATKOM KOITiil TOKYMEHTIB, sIKi BiJIMOBIAHO JI0 3aKOHOJIABCTBA MOTPEOYIOTh
3aCBIIYCHHS B HOTapialbHOMY MOPSIIKY.

3. Komii JOKYMEHTIB IHIIMX YCTAHOB MOXYTh BUTOTOBJISITUCS 1 3aCBIIUYBATUCS
YCTaHOBOIKO B TAKMX BUIIAJIKaX:

— Ha BUMOTY CYJIOBUX Ta IHIIUX MPaBOOXOPOHHHUX OPTraHiB;

— JJIsI BHYTPIIIHHOTO BUKOPUCTAHHS B YCTAHOBI (1M1 Yac BUPIIICHHS MUTaHb
MO0 TPUUHATTA TPOMAISIH HAa poOOTy, HABYAHHS, 3acCBIMUEHHS iX
TPYJIOBUX, KUTJOBUX Ta 1HIIMX MPaB y B3a€MOBIJIHOCHHAX 3 YCTAaHOBOIO).



Hanpuknan, yctaHoBa MOX€ BUTOTOBUTH 1 3aCBIIUMTHU KOMIIO JUILIOMA
MpaliBHUKA, KA MOTIM OyJIe MiAIMNTa 0 HOro 0COOOBOI CITPaBH.

4. J103BONSAETHCS BUTOTOBJISATH KOMIIO 13 3aCBIUEHOI KOMii JOKYMEHTA, SIKIIIO
OpUT1HAJ BIJICYTHIM a00 HOTro OTpUMaTH HEMOKIIMBO.

5. Kormii JOKyMEHTIB BUTOTOBJISIFOTHCS 1 BUJIAIOTHCS HA BUMOTY 1HIITUX YCTaHOB
a0b0 TpoMasiH 3 JI03BOJTY KEpiBHUKA YCTAaHOBU, OTO 3aCTYNMHUKIB a00 KepIBHUKA
CTPYKTYPHOTO MiAPO3A1TY YCTAaHOBH.

6. Komis pokymeHTa TMOBMHHA BIANOBIJATA OpHUTiHATY, TOOTO TOBHICTIO
BIITBOPIOBATH 1H(OpPMAIlII0 OpHUTiHATY 1 BCl MOro 30BHIIIHI O3HaKM abo ix
JaCTHHY.

7. He nmomyckaeTbcsi BUTOTOBIIATH KOITIi JIOKYMEHTIB 3 HEPO30IPJIIMBUM TEKCTOM,
M1TYUCTKAMU, IPUIHUCAMHU Ta IHIIUMH HEOOYMOBJICHUMH BUIIPABIICHHIMHU.

8. Korist HabyBa€e FOPUAMYHOL CUIIM JIUIIE B pa3l ii 3aCBIIUEHHS B YCTAHOBJICHOMY
MOPSAKY.

Hamnuc npo 3acBiAueHHS KOIIi CKJIaIa€ThCs 31 CIIB «3T1THO 3 OPUTTHAIOM», HA3BU
1oCcaJu, 0COOUCTOTO MIAMUCY 0COOM, sIKa 3aCBiuye KOIFO, ii 1HIamB (1HIiaTy
IMEeH1) Ta Mpi3BUIIA, JaTH 3aCBIAYCHHS KOIIii.

Hamuc npo 3acBiueHHs KOTMii CKPITUTIOETHCS BIOMTKOM IME€YAaTKU BiAMOBIIHOTO
CTPYKTYPHOTIO MiAPO3JILTY YCTAHOBH a00 MevaTku « /st komiii».

VY Bunmajkax, BU3HAUYEHUX 3aKOHOJABCTBOM, KOIIii JIOKYMEHTIB 3aCBIIUYIOThCS
B1JIOUTKOM I€YATKHA YCTAHOBH.

Ha nuuboBomy 00111 Yy BEpXHHOMY MPABOMY KYyTlI MEPIIOro apKylla JOKYMEHTa
MIPOCTABIIETHCS BiAMITKA «Kotisy.

9. CTopiHKH KOIii TOKYMEHTIB (32 BUHSTKOM THX, III0 MalOTh OJWH apKyIl)
HYMEpPYIOTbCS 1 BIAMITKA MPO 3acBIAYEHHS KOIIi MOXE JIONMOBHIOBATHUCS
BIIMITKOIO «Bchoro B komii apk.». 3a pIIICHHSIM YCTaHOBU a00 Ha BUMOTY
YCTAHOBH, SIKIM HAJA€THCS KOMIis JOKYMEHTA, JIOMyCKAEThCS 3aCBIIUyBaTH KOMIl
JOKYMEHTIB TOAPKYIIIHO.

10. ApxiBHI KOIi Ta BUTATHU 3aCBIAYYIOTHCS BIAMOBIAHO 10 ab3aily ChbOMOTO
nyHKTY 5 riiaBu 4 po3aury XII nux [pasu.

11. 3anexxHo BiJ cocoOy BUTOTOBJICHHSI KOIMil MNOAUISIIOTH Ha (PAKCUMUJIBbHI 1
BUIBHI:


https://zakon.rada.gov.ua/laws/show/z0736-15/paran1278#n1278

1) dakcuminbHl KOmMii BUTOTOBISIIOTBCS 32  JOMIOMOIOK0  3ac00iB
KOIIIOBAJIbHO-PO3MHOXKYBaJIbHOT TEXHIKH, y TOMY qUCITi
O0araToyHKIIIOHAJTBHUX MPHUCTPOIB, 110 TOYHO BIATBOPIOIOTH YC1 30BHIIITHI
O3HAaKH, XyJ0XHI 0COOJMBOCTI OQPOPMIICHHSI PEKBI3UTIB, iX PO3TAIlyBaHHS
(BKJIFOUAKOYM MIJIUC Ta I€YaTKY) a00 YaCTUHY iX;

2) ocoOucTMi MIANMKC T0CaJAOBOi 0COOHM, sKa TiANucana OpUTiHAT
JOKyYMEHTa, MOXe OyTH BIJACYTHIM Yy pa3l HaJCWUJIaHHA KOIIM I1HIIUM
ycTaHoBaM a00 SKIIO KOIISI BUXIAHOTO JIOKYMEHTA 3aJIUIIAETHCA Y
JIJIOBOJICTB1 YCTAaHOBH;

3) Ha KOMIAX BHXIAHOTO JOKYMEHTA, IO 3aJWINAIOTHCS B JUIOBOJICTBI
YCTAHOBU, TEKCTU OJaHKIB MOXYTh HE BIATBOPIOBATHUCS, a 3a3HAYaTUCS
MaroTh JIMIIE JaTa MiANUCAaHHS JOKYMEHTa Ta MOro peecTpaliiHui 1HIEKC,
rmocaga ocoOHM, fKa 3acBigymiia KOmIio, ii OCOOMCTHMHM MIONUC, gaTa
3aCBITYCHHS Ta BIIOMTOK MEYATKU CIYKOH J1JI0BOJCTBA, HAITPUKIIA:

Jlama, inoexc

Texcm ooxymenma

Pexsizum «Ilionucy (6e3 ocobucmoeo nionucy)
32i0no 3 opucinanom

IIpogionuii cneyianicm 8i00iny 0ino8o0cmea
Lionuc, iniyianu (iniyian imeni), npizsuuye
Biobumox neuamxu i00iny 0inosoocmea

Jlama

Ha xomisXx BUXIJHUX JOKYMEHTIB, IO 3aJMIIAIOTHCS B JUJIOBOJICTBI
yCTaHOBH, IOBHHHI OyTH Bi3M ITOCAI0BUX 0OC10, 3 SKUMH BOHHU ITOTOJIKEHI, Ta
B131 BUKOHABIIIB;

4) (akcuminbHI KOMIii JOKYMEHTIB, II0 BUAAIOTHCS 1HIIUM yCTaHOBaM 1
rpoMajsiHaM, a TaKOX KOIii BUXIJHHUX JOKYMEHTIB, IO 3aJMUIIAIOTHCA B
TIJTOBOJICTBI YCTAHOBH, MHiIATal0Th 3aCBITUCHHIO BIIIOBIAHO 0 MMYHKTIB 8§,
O 1€l r1aBH.

dakCUMUJIBHI KOIIii, IO MICTATh (HAKCUMIJIbHE BIATBOPEHHS MIAMUCY
ocaz0Boi 0COOM 1 MPU3HAYCHI JIMIIIE JJI1 BHYTPIIIHHOTO KOPHUCTYBAaHHS B



YCTaHOBI (HAIPUKJIAJ] KOMil po3NOpsAIYUX JOKYMEHTIB, IJIAHIB, MOJOKEHb
TOII0), HE MOTPEOYIOTh JOAATKOBOI'O 3aCBiAYCHHS;

5) BUMOrM IIOAO 3acCBIAUCHHS KOIMIM JOKYMEHTIB Ta (PaKCHUMIILHOTO
BIITBOPEHHS HAa HUX TIAMKUCY TMOCAJA0BOI OCOOM Yy pas3i pO3CHIIaHHS B
M1JIBIIOMY1 YCTAaHOBH, a TaKOX BIJTBOPEHHS OJaHKa JOKYMEHTa Ha KOIISIX
BUXITHUX JOKYMEHTIB, IO 3aJMINAIOTHCA B YCTAHOBI, BH3HAYAIOTHCA B
THCTPYKIIi 3 JIJIOBOJCTBA YCTAHOBH 3 BpaxXyBaHHAM CHEUU(PIKHU TIsIIBHOCTI
yCTAHOBH, 3MICTYy JOKYMEHTIB, 3 SKHX BOHHU BHUTOTOBJISIIOTHCA, Ta
MOTAJIBIIIOT0 BUKOPUCTAHHS KOTIIH;

6) BUIBHI KOITi BUTOTOBJSIOTHCS MIIAXOM IepeapyKyBaHHS abo
NEpPENUCyBaHHS OpPUTIHANY JOKYMEHTA, 110 MOBHICTIO BIATBOPIOIOTH MOTO
1H(opmaIrito, ajge He aOCOTIOTHO TOYHO BIJITBOPIOIOTH MOT'0 30BHIIIHI O3HAKU
(mpudt, pekBi3uTH OJIaHKa, TMUC, IEYATKY TOIIIO).

BinbHa xomist moTpeOye 3aCBiAUCHHS BIMOBIIHO 10 MYHKTIB 8, 9 111€1 TJ1aBH.

12. BuTsr 31 ciryK00BOTO JOKYMEHTa BUTOTOBJISIETHCS, SKIIO HEMA€e HEOOX1JHOCTI
BUTOTOBJIATH KOIII0. BUTAT 0popMITIOETHCS Ha 3arajibHOMY OJIaHKY YCTaHOBH 13
JTOTPUMAHHSIM TaKHUX BUMOT

— y Ha3Bl BHAY JOKYMCHTA 3a3HAYAETHCA: «BHUTAT 3 HaKazy», «BUTAT 3
IIPOTOKOITY»;

— BIJATBOPIOETHCS IOBHICTIO BCTYIIHA YacTHHA (SIKIIO BOHA €) CIIY>KOOBOTO
JTOKYMEHTA;

— 3 OCHOBHOI YaCTHHH TEKCTy JOKYMEHTa BHIIUCYETHCS TOH ITYHKT,
iH(opMmarris sskoro HeoOXi1Ha;

— BIATBOPIOETHCS pekBI3UT «Iliamucy (6€3 ocoducToro miamucy);

— TIPOCTAaBJISIIOTHCS BiAMITKA TPO 3aCBIAYEHHS KOMii Ta BIAOUTOK IEYaTKH
CITy>KOM I1JIOBOJICTBA.

Butsru 3 npoTokoIIiB 3aCBiAUye CEKpeTap, AKUM CKIagae MPOTOKOJH 1 31HCHIOE
iX 30epiranHs, 3 HaKa3iB - KEPIBHUK CIy>KOH J1JI0BOJICTBA (KaJIpOBOi CIIyK0H) a00
nmocajioBa oco0a, sika BIJMOBIIA€ 3a X 30epiraHHs.

13. OcobnuBUM BUJIOM KOIIi JOKYMEHTa € AyOiikar - MOBTOPHO O(OPMIICHHIM
CITY>KOOBHUI TOKYMEHT JUIsl BAKOPUCTAHHS 3aMiCTh BTPAY€HOTO YH MOIIKOKEHOTO
opuriHaidy (AWIUIOMa, CBIJOITBA, TPYJIOBOI KHMKKH TOIIO), 110 MA€ TaKy caMy
IOPUINYHY CHTY.

JlyOmnikaT BUTOTOBIISIETHCS] HA TAKOMY caMOMy OJIaHKY, 110 i OpUT1HAJI, T MICTUTh
iH(popMalito, aHasoriyHy iH@opmailii B opuriHaizi. Ha HboMy mpocTaBistOThCS



B1IOUTOK MMEYATKU YCTAHOBH 1 IMAMUCU TTOCAOBUX 0C10, K1 MatOTh ITPaBO MIANUCY
IUX JOKYMEHTIB Ha MOMEHT odopmieHHs nayomikata. Ha myOGmikari
MPOCTABIISIETHCA Y TIPABOMY BEPXHBOMY KYTi BiIMITKaA «J[yOmikaTy.

II1. Oprani3anisi J0KyMeHT000Iry Ta BUKOHAHHS JJOKYMEHTIB

1. Bumoru moao oprasizanii JOKyMeHTO00Iry Ta BU3HA4YEeHHHA HOr0o 00CATry

1. Cnyx06a a170BOACTBA 3MIMCHIOE TIEPBUHHE OIPAIIOBAaHHSA JTOKYMEHTIB, IO
HaIHAIIIA 10 YCTAHOBHM, iX TMONEpPEIHId pOo3IIIs, peecTpalliio, Iepeaady
KEPIBHHUIITBY Ha PO3TJIs, Iepeiady BUKOHABIIM. [licis BUKOHAHHS JTOKYMEHTH
JOJTy9arOThCs JIO CITPaB.

2. JIokyMeHTH HE3aJIe)KHO Bij cmocoOy (ikcarii Ta BiATBOpeHHs i1H(opmarrii
MarOTh MTPOXOJIUTH T ONIPAIbOBYBATHCS B YCTAHOBI HA €IMHUX OpraHi3alliiHUX Ta
MPaBOBUX 3acajax OpraHizailii JOKyMEHTOOOIry.

3. Jlma 3a0e3nedyeHHss edEKTUBHOI  opraHizamii JOKYMEHTOOOIry B
YCTaHOBI Tiepe0avdaroThCs:

— TPOXOKEHHS JOKYMEHTIB B YCTAaHOBI HAWKOPOTIITMM IUISIXOM;

— CKOPOYEHHS KIIbKOCTI IHCTaHIIIM, 10 SKUX MMOBUHHI HAAXOJUTH JOKYMEHTH
(HampuKJIaa Mij 9ac MOTOKEHHS);

— OJIHOPA30BICTh OlEpaliii 3 OmpalfoBaHHA JOKYMEHTIB, YHUKHEHHS
yOJIFOBaHHS ITi/1 Yac poOOTH 3 HUMU;

— IICHTpaM3aiis, 30CEepPe/DKCHHS 3IIMCHEHHS OJHOTHUITHHX OIlepaiiii 3
JTOKYMEHTaMH B OJTHOMY MICIIi;

— pallioOHaJIbHE PO3TAIlyBaHHS B YCTAaHOBI CTPYKTYPHUX MIAPO3IAUIIB 1
POOOYHX MICIIb.

4. Tlopsaok IOKYMEHTOOOITY B YCTaHOBI PErJaMEHTYETbCS 1HCTPYKIIE 3
TJIOBOJICTBA, pErJaMEeHTaMH pPOOOTH 3 JIOKYMEHTaMH, IIOJOKCHHSIMHU PO
CTPYKTYPHI MiAPO3ALIH, TOCAJOBUMH THCTPYKITISIMHU.

5. OcobnuBoCTi oOprasizailii €JIeKTPOHHOIO0 JOKYMEHTOOOITY BH3HAYAIOTHCS
THCTPYKITIEIO 3 A1JIOBOJICTBA YCTAHOBH, 110 PO3POOIIIOETHCS 3 ypaXyBaHHIM BUMOT
3aKOHOJ/ABCTBA, a TAKOXK XapaKTEPHUCTUK TEXHIYHHMX 1 MPOTrpaMHMX 3ac00iB, IO
(YHKIIOHYIOTh B YCTAHOBI.



{Ilyakt 5 tnaBu 1 posminy II 13 3miHamu, BHeceHMMH 3riiHO 3 Hakazom
MinicrepcTsa roctuiii Ne 1827/5 Bim 12.06.2018}

6. Y pa3i BOpOBaPKCHHS B yCTAHOBI CHCTEMH aBTOMAaTH3allii JUIOBOJCTBA abo
CHCTEMH €JIIEKTPOHHOTO JTOKYMEHTOO0OIry ciyk0a MJiJ0BOACTBA pa3oMm 31
CTPYKTYPHUM MiIpO37UJIOM (MpalliBHUKOM), IO BIAMOBIJAE 3a aBTOMAaTHU3AIlIlo,
PO3p00IIsie PErIaMeHTH POOOTH 3 IOKYMEHTAMU B €JIEKTPOHHIN Popmi.

7. Opranizailiss JOKyMEHTOOOITY y pa3l 3acTOCyBaHHSI 3acO0IB aBTOMAaTH3aIlli
JTIJOBOACTBA  TOBMHHA  3a0€3MEYUTH  CYMICHICTh  TPaJMIIIHHOTO  Ta
aBTOMAaTU30BAHOIO CHOCOOIB OMpallOBaHHS JIOKYMEHTIB 13 MOXJIMBOCTAMU
3aco01B aBTOoMaTHU3aIli JIJIOBOACTBA.

8. OOcATr HOKYMEHTOOOITY YyCTaHOBH BH3HAYAETHCS CIY»KOOIO HIIOBOACTBA 3
ypaxyBaHHSIM YCiX JOKYMEHTOIMOTOKIB 3a BIAMOBIAHUK miepion dacy (pik,
KBapTa).

[TinpaxyHOK KIJIBKOCTI JOKYMEHTIB 3/I1HCHIOETHCS 3a peecTpaliiHuMu popmamu
BX1JTHUX, BHYTPIIIHIX, BUX1THUX JOKYMEHTIB y MICIISX 1X peecTpariii.

3a oguHUITO 001Ky OepeThCs JOKyMEHT. PO3MHOXKEHI TPUMIPHUKH, OMTpaIlbOBaHi
CITY>k0010 IJTOBOJCTBA, MiAPaXOBYIOTHCS OKPEMO Ha OCHOBI MPUHUHATOI B YCTaHOBI
CUCTEMH OO0JIIKY JOKYMEHTIB.

9. IlincyMKoOBI 1aHi PO OOCAT JOKYMEHTOOOITY aHAI3YIOThCS, Y3aralbHIOKOTHCS
Cy’k0010 J1710BOACTBA 3a (hOPMOIO, HABEICHOIO B J0/1aTKy 3 g0 1ux IlpaBui, 1
MOJIal0ThCS] KEPIBHUKY YCTAHOBHU B YCTAHOBJIEHOMY HUM MOPSIZIKY.

2. IIpuiiMaHH#A, IEePBUMHHE ONPALIOBAHHS JOKYMEHTIB Ta iX MonepeaHii
PO3IJIsA]

1. JlocraBka JOKYMEHTIB [JI0 YCTaHOBHM 3IIHMCHIOETBHCS, SIK TIPaBUJIO, 3
BUKOPUCTAHHSIM 3ac001B TMOIITOBOTO 3B’A3KY Ta EJIEKTPO3B’sA3KY, a TaKOX
Kyp €pPChKOIO Ta (Pesib’ ErepCchKOI0 CITyKO0aMu.

2. Yci TOKYMEHTH, 1110 HAJIXOIATh JI0 YCTAaHOBH, IPUHNMAIOThCS IIEHTPaIi30BaHO B
CIIyk01 JIJIOBOJICTBA (EKCIIEIMIIIT).

3. JlokyMeHTH, 10 HaAIMIIIM B HEPOOOUYMU Yac, MPUINMAIOTHCS YEProBUM
MpaIiBHUKOM YCTaHOBH (32 HasSIBHOCTI), SIKH, HE pPO3KPUBAIOYM KOPECTTOHACHIIIIO,
nepezae i B ciayk0y AIOBOJICTBA HACTYTHOTO pOoOOYOro JIHS MijJ PO3MHCKY.
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4. V pa3l HaIXOMKEHHS IOKYMEHTIB y CKaHOBaHIM (opMmi iX iHpopmalio
PO3IPYKOBYIOTh Ha Tarepi 13 MPOCTABICHHSAM Ha BEPXHBOMY IOJI JOKYMEHTa
Haganucy «OTpUMaHoO B €JIEKTPOHHIN (hopmi».

{ITynkTt 4 rnnaBu 2 po3ainy Il B pegakiii Hakazy MinictepcTsa roctuitii Ne 1827/5
Bin 12.06.2018}

5. ®akT HAAXOKEHHS JOKYMEHTA /10 YCTAHOBHU 000B’SI3KOBO (PIKCYETHCA UISIXOM
MIPOCTABJICHHS HA BXIJHUX JOKYMEHTaX BIAMITKH MPO HMOT0 HAJAXOKEHHS JI0
YCTAHOBHU, SIKa TMPOCTABIAETHCS BIJ pPykd ab0 3a JOMOMOIrOK IITamIa,
aBTOMATUYHOI'O0 HyMEpaTOopa Ha JUIbOBOMY IOJI1 y MPABOMY KYT1 HUKHBOTO TTOJIS
MEPIIOro apKyllla OpUTIHAY JTOKyMeHTa. EjeMeHTaMu 3a3Ha4€HOr0 PEKBI3UTY €
CKOpOYeHE HaMEHYBAaHHS YCTAHOBH - OJIepKyBaua JTOKYMEHTAa, peecTpariiiHui
1HJIeKC, naTa (y pa3i moTpedu - roArHA 1 XBUJIMHU) HAJIXOMKEHHS JOKYMEHTa. Y
pa3i 3aCTOCYBaHHSI aBTOMAaTU30BaHOI CHUCTEMH PEECTpaIlii 3a3HaueHa iHpopMmalris
HAHOCHUTBCS 32 JOTIOMOTOI0 IITPUX-KOJTY.

6. IlepBuHHE ompalfoBaHHS JOKYMEHTIB y CIYykO1 IIJIOBOJCTBaA mependadae
NEPEBIPKY MPABWIBHOCTI IOCTABKU KOPECTIOHEHIIIT Ta 11 I{ITICHOCTI.

JIokyMeHTH, HaJiC/IaHl HE 3a aJpecor0, MOBEPTAIOTHCS BiANPABHUKOBI 0€3 ix
po3risiay.

Po3kpuBarOThCA BCl KOHBEPTH, 38 BUHATKOM THX, 110 MatoTh Hanmuc «OcoOucToy.

7. Y pa3l BUABJICHHS BIJICYTHOCTI JOJATKIB, 3a3HAYEHUX Y JOKYMEHTI, a0o
OKpPEMHUX apKylliB, a TaKOXX IOMHJIOK B O(OpPMJIEHHI JOKYMEHTa, IO
YHEMOKJIUBJIIOE MOTr0 BUKOHAHHS (BIICYTHICTh MIJANUCY, BIJOWTKA IE€YATKH,
rpuda 3aTBEp/KEHHSI TOIIO), JOKYMEHT HE PEECTPYEThCA 1 BIANPABHUKOBI
HAJICUJIAETHCS MTUCHbMOBHH 3aluT a00 HOMY MOBIIOMIISIETHCS PO 1€ TEICHOHOM.
[Ipu 1bOMY Ha JTOKYMEHTI pOOUTHCS BIJTOBIAHA BiAMITKA 13 3a3HAYEHHSAM JaTH
3anuTy (po3MOBH TeJe(OHOM), TTOCaIN Ta MPI3BUINA OCOOH, SIKiK 3p0OJICHO 3aIuT,
HANKCY, po3MKUpPyBaHHS MIAMKCY 0COOH, sIKa 3/11MCHUIA 3aIlUT.

VY pa3i BiacyTHOCTI ab0 HEIIICHOCTI BKJIQJ€Hb, ITOIIKO/KCHHS KOHBEPTA,
ynaKyBaHHS, 10 MPU3BEIO 10 HEMOXJIMBOCTI MPOUYMUTAHHSI TEKCTY JOKYMEHTA,
CKJIQJIAEThCSA aKT y JBOX IpuMipHUKaX. OJWH MPUMIPHUK aKTa HAJICHUIIAE€THCS
BIJINPABHUKOBI, 1HIIHI - 30€piraeTbcs y ciyk01 TLJIOBOJCTBA.

8. AJpecHI SIpJIUKHM PEKOMEHJIOBAaHHWX KOHBEPTIB 1 MakKeTiB 30epiraroTbes 1
J01A0ThCS 1O JOKYMEHTIB, a TAKOX KOHBEPTH, KOJIM JIUIIIE 32 KOHBEPTOM MOXKHA
BCTAaHOBUTH aJIpeCy BiJIMPaBHUKA, Yac BIAMpPaBICHHS Ta OJCpP>KaHHS JTOKYMEHTAa,
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ad0 KOIM B KOHBEPTI BIJACYTHI OKpEMI JOKYMEHTH, a00 BCTaHOBJICHO
HEBIJIMOBIIHICTh HOMEPIB IOKYMEHTIB HOMEpaM, 3a3HaYE€HUM Ha KOHBEPTI.

9. JlokyMeHTH TiJUIsATaloTh MOMEPEIHbOMY PO3IJISAY B CIyXO1 JUIOBOJCTBA Y
JI€Hb iX HAIXO/KEHHs ab0 B MepIIMid HACTYNHUM poOouuii NeHb Yy pasi
HAJXOJKEHHS 1X MICIs 3aKIHYEHHSI poOOUYOro JIHs, y BUX1JIHI Ta CBATKOBI HEPOOOUi
TTHI.

JlopydeHHS yCTaHOB BHIIOTO PIBHS, TEJIETpaMH, TeIe(HOHOTpaMH PO3TIISIAAIOTHCS
HEramHo.

10. MeToro mornepeIHOr0 PO3rIsiay JOKYMEHTIB €:

— BHOKPEMJICHHS TaKMX, IO TMOTPEOYIOTh 000B’SI3KOBOTO  PO3TIISAIY
KEpIBHUKOM  YCTaHOBHM, WOro 3acTyllHUKaMH a00 CTPYKTypHHUMHU
M1IPO3A1IaAMU;

— B1101p IOKYMEHTIB, 1110 HE MIJIATal0Th peecTpallii C1yk0010 A1IOBOJICTBA, a
TaKOX TaKUX, [0 MEPEAAIOTHCS IS PEECTpPAIlil CTPYKTYPHHUM MiAPO31IaM.

11. OOOB’A3KOBOMY pO3TJSAy KEpPIBHUKOM YCTAaHOBH TIJISTAlOTh 3aKOHU
VYkpainu, noctraHoBu BepxoBHoi Paau Ykpainu, aktu ta qopyueHssa IIpesunenra
VYkpainu, aktu Kabinery MinicTpiB Ykpainu, nopyudeHHsi I[Ipem’ep-miHicTpa
VYkpainu, aktu BepxoBHoi Pamu ABtoHomHoi PecnyOmiku Kpum Tta Paam
MiHICTpiB ABTOHOMHOI PecnyOisiku Kpum, mneHTpaJibHUX 1 MICHIEBUX OpraHiB
BUKOHABYOi Biagu (Jajai - akTU OpraHiB JEpaBHOI BIaJy, OPTraHiB BiIagu
ABTOoHOMHOI PecnyOniku KpuM Ta 1opydeHHS BUIIMX MOCAJ0BUX 0Ci0), a TAaKOXK
3alUTH 1 3BEPHEHHS HApOJHUX AEMyTaTiB YKpaiHu Ta JemyTaTiB MICUEBHUX pal,
kopecnonaeHIis Bepxopnoi Pagu Ykpainu, Anminictparitii [Ipe3uaenta Ykpainu,
Kabinety MinicTpiB VYkpainu (maiai - 3amuTd, 3BEPHEHHS, a TaKOX
kopecnionAeH11a BepxoBuoi Pagu Ykpainu, Anminicrpartii [Ipesunenra Ykpainu,
Kab6inery MinicTpiB YKpaiHu), KOpPECHOHJECHIIIS, 110 HAAXOAUTh Bl YCTaHOB
BUILOTO PIBHSI, PIMIEHHS OpPraHiB MICIIEBOTO CaMOBpSyBaHHS, a TaKOX
HAaWBAXJIMBIII JOKYMEHTH, SIKI MICTITh 1H(GOpPMAII0 3 OCHOBHUX IUTaHb
JISTIbHOCTI YCTAHOBU 1 NOTPEOYIOTH BUPIIIEHHS 0€3110CEPEAHBO KEPIBHUKOM.

[HIII AOKYMEHTH TMEpeNaloThCsl 3acCTylHUKAM KepiBHUKA ab00 CTPYKTYpHUM
miapo3aiiaM (BUKOHABISIM) BIAMOBIAHO 110 X PYHKIIIOHAILHUX 000B’SI3KIB.

12. Tlig yac mornepeaHbOro po3risay JOKYMEHTIB BPaXOBYIOTHCSI TOBHOBAYKEHHS
Cy0’€KTIB pO3TJISAY KOPECTIOHACHIII, TTepe10aueHi B MOJIOKEHHX (CTaTyTax) Mpo
YCTAaHOBY Ta B TIOJOXKEHHSAX IMPO CTPYKTYPHI MIAPO3AUIH, PO3TOPSIAUNX
JOKyMEHTax IMpPO PO3MOJiT OOOB’SI3KIB MK KEpPIBHUKOM YCTAaHOBH Ta MOro



3aCTYNHUKAaMH, TOCAJ0BHX IHCTPYKI[SIX, a TaKOX KJIacu(pikaTop IUTAHb
JUSIIBHOCT1 YCTAaHOBH, HOMEHKJIATypa CIpaB, CXEMH MPOXOKEHHS JOKYMEHTIB.

3. PeecTpanisi JOKYMEHTIB

1. Cny>x00BUii TOKYMEHT, OTPUMaHUM YCTaHOBOIO 200 CTBOPEHUM HEIO, Y TOMY
YUCIl 71 BHYTPIIIHBOTO  KOPUCTYBAaHHS, BBaKAETbCS BHECEHUM [0
JTOKYMEHTAIIHOTO (POHTY YCTAaHOBHU 3 MOMEHTY MOI0 peecTpaiiii.

PeecTpaliiss JIOKyMEHTIB IIPOBOJIMTHCS 3 METOK 3a0e3IleUeHHs iX OOJiKYy,
KOHTPOJIIO 32 BUKOHAHHSM 1 OINEPAaTUBHUM BUKOPUCTAHHSM HasBHOI B
JOKyMeHTax iH(opMallii 1 mojdrae y BEJIEHHI 3amucy OOJIKOBUX JaHHUX PO
JOKYMEHT 3a BCTAaHOBJICHOIO) YCTaHOBOIO pEECTpaIliiiHOl0 (POpMOI0, SKUM
¢ikcyeTbes akT CTBOPEHHS, BIAMIPaBICHHS a00 OJiepKaHHS JOKYMEHTA, HUITXOM
MPOCTABJICHHSA HAa HbOMY PEECTPAIIMHOIO I1HACKCY 3 MOAAJIBIINM 3aluCcOM Yy
3a3HadYeHUX hopMax HEOOX1THUX BIAOMOCTEH MPO JOKYMEHT.

2. Ilix yac peecTtpanii JOKyMEHTIB B yCTaHOBI HEOOX1JIHO JOTPUMYBATHUCS TAKUX
BHMOT:

— JOKYMEHTH PEECTPYIOTHhCS HE3alIe’)KHO Bij CIIOCOOY iX JOCTaBKH, Iepeaadl
YU CTBOPCHHS;

— JOKYMEHTH PEECTPYIOTBCS 3a JOKYMEHTONOTOKaMM (BXI1JHI, BHUXIJHI,
BHYTPIIIIHI);

— JIOKYMEHTH PEECTPYIOThCS JIUIIE OAUH pa3 (BXiAHI - Y JIEHb HAJAXOJKCHHS
ab0 He MI3HIIIE HACTYMHOr0 PoO0YOoro JHS (SIKIO JOKYMEHT HaAINIIOB y
HEepOoOOUMii Yac), CTBOPIOBAHI - y ACHb MiAMUCAHHS a00 3aTBEPIKEHHS);

— y pasl mepenadi 3apeecTpOBAHOrO JOKYMEHTA 3 OJIHOIO CTPYKTYPHOTO
MIIPO3JIUTY IO IHIIOTO HOBHMM pEECTpaliiHUN 1HJAEKC Ha JIOKYMEHTI He
POCTABIISETHCS;

— JOKYMEHTH PEECTPYIOThCS 3a IpylaMu 3aJIeKHO BiJ Ha3BU BHJY, aBTOpa 1
3MICTY TIOKYMEHTIB;

— OKPEMO PEECTPYIOTHCS:

— aKTHW OpraHiB JEep>KaBHOI BJIaJM, OpraHiB Biagu ABTOHOMHOI PecmyOmiku
Kpum Ta nopydeHHs! BUIUX MMOCATOBUX 0C10, 3aMUTH, 3BEPHEHHS, a TAKOXK
KopecnonaeHIis BepxoBHoi Pagu Ykpainu, 1110 HaaIAILIINA 10 YCTAaHOBH;

— po3MmopsAaYl JOKYMEHTH 3 OCHOBHUX MUTaHb JAISJILHOCTI YCTAaHOBU;

— PO3MOPSAIYl JOKYMEHTH 3 aJIMIHICTPATUBHO-TOCIIOJAPCHKUX MTUTaHb;

— po3mopsAayl JOKYMEHTH 3 KaapoBUX TMHUTaHb (0COOOBOro CKIIAIy)
(BIAMOBIAHO /0 iX BUAIB Ta CTPOKIB 30€piraHHs);

— PpIIICHHS KOJerialbHUX OpraHiB;

— aKTH peBi3iid PiHAHCOBO-TOCIOAPCHKOL TISUIBHOCTI;



— OyxraiaTepchbKi JOKYMEHTH;

— 3asiBKM Ha MaTepialbHO-TEXHIYHE MOCTAYaHHS;

— CIyXO0OBI JIUCTH;

— 3BEpPHEHHS IPOMAJISH;

— 3alUTH HA OTPUMAHHS MyOJIIYHOI 1HPOpMAIIii;

— (pakcorpamu (mamepoBi KOIMIi JTOKYMEHTIB, NepefaHl 3 BUKOPUCTAHHIM
3ac001B (JaKCUMIJIBLHOTO 3B’ SI3KY);

— JOKYMEHTH, 10 NMEePEIatoThCs €IEKTPOHHOIO MOILITOI0 Y CKAaHOBaH1M (hopMi.

{AG3an qBanugTHil myHKTY 2 rinasu 3 po3auny Il B pegakuii Hakazy MinicTepcTBa
roctrrii Ne 1827/5 Bijg 12.06.2018}

3. Cnyx0a IUIOBOJCTBA LIEHTPATI30BAaHO 3/1MCHIOE PEECTpALlil0 aKTIB OpPraHiB
JepKaBHOI BJIaJi, OpraHiB Biagu ABTOHOMHOI Pecnybniku Kpum Ta mopydeHb
BUIIMX MOCAJOBUX OCI0, 3alUTiB, 3B€PHEHB, a TAKOXK KOpeCcHoHeHIIi1 BepxoBHO1
Pamu VYkpainn, Anminictpamnii Ilpesuaenta VYkpainu, Kabinery MiHicTpiB
VYkpainu, JOKyMEHTIB, 110 HAIIAIUIM Ha PO3TIIsA]l KEPIBHUKA YCTAHOBH Ta MOro
3aCTYIHUKIB, PO3MOPSAIUUX JOKYMEHTIB, JIMCTIB 3a MiAMUCOM KEpiBHHUKA Ta HOTO
3aCTYIHUKIB, MPOTOKOJIIB 1 PIIIIEHb KOJET1aJIbHUX OPTraHiB.

[HIIT1 TOKYMEHTH, 1110 CTOCYIOTHCS HAMIPSAMIB A1STIBHOCTI CTPYKTYPHUX T1JIPO3/ILITIB
YCTAHOBU, MOXYTh PEECTPYBATUCS B IIUX CTPYKTYPHHUX M1IPO3LIax.

He mignsrarore peectpaliii ciy>k0010 JUTOBOJACTBA JTOKYMEHTH, 3a3HAYECHI Yy
nonatky 4 no mux [Ipaswi.

4. Micue peectpalli OKpeMHUX TPyl JOKYMEHTIB (Haka3u (pO3MOPSIKEHHS) 3
KaJIpOBUX MHUTaHb (0OCOOOBOTO CKiIaay), TOTOBOPH, 3BITH, MPEHCKYPAHTH TOIIO)
BU3HAYAETHCS B IHCTPYKIIii 3 IJIOBOJICTBA YCTAHOBH.

5. I1iq yac peectparlii JOKyMEHTY HaJIa€ThC YMOBHE 1udpoBe (JTiTepHO-1IudpoBe)
MO3HAYEHHS - peecTpaliiHuil 1HAeKC. EjleMeHTaMu peecTpaiifHoro iHACKCY €
MOPSIAKOBUM HOMEP TOKYMEHTa y MeXax IpyNnu JOKYMEHTIB, 110 PEECTPYIOThCH,
AKUW JIOMOBHIOETHCS 1HAEKCAMH, IO 3aCTOCOBYIOTBCSI B YCTAaHOBI, 30Kpema
IHIEeKCaMu 32  HOMEHKJIATypol  CHOpaB,  CTPYKTYpPHOrO  MiAPO3LTY,
KOPECIOHIEHTIB, TOCAOBUX OCI0, K1 pO3TIAIal0Th a00 MiAMUCYIOTh TOKYMEHT,
BUKOHABIIB, MUTaHb JISTBHOCTI SKUX CTOCYETHCS JOKYMEHT, TOIIIO.

JIns BXIAHUX JIOKYMEHTIB PEECTPAIliMHUM 1HACKC CKIQJAEThCA 3 MOPSIKOBOTO
HOMEpa Ta IHJACKCY 3a HOMEHKJIATypol chpaB a0o0 IHIIOIO I1HJAEKCY, IO
3aCTOCOBY€ThCSI B YycCTaHOBi, Hampukiam: 123/01-12, me 123 - mnopsiakoBuii
Homep, 01-12 - ingekc cnpaBu 3a HOMEHKJIATYPOIO.
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VY BUXITHOTO JOKYMEHTA pEECTpaliIHUN 1HAEKC MOXE PpPO3MINIYBaTUCh Y
3BOPOTHINA MOCHIAOBHOCTI - 1HJIEKC 32 HOMEHKJIATyporo crpaB (y pasi morpeou
MOYK€ 3a3HAayaTHCsl TAaKOXK IHIIMKM 1HAEKC, [0 3aCTOCOBYETHCS B YCTaHOBI) Ta
nopsiakoBuii Homep, Hampukian: 02-10/457, ne 02-10 - imgexkc copaBu 3a
HOMEHKJIATypoto, 457 - MOPSAIKOBUI HOMED.

3 METOI0 PO3PI3HEHHS TPyl JOKYMEHTIB JI0 PEECTPALIMHOTO 1HACKCY J0JA€THCS
BIIMITKA, fKa CKJIamgaeTbes 3 mitep, Hampukian: 820/03-15 JACK, me JACK
3aCTOCOBYETHCSI JUIsl TO3HAYEHHS JIOKYMEHTIB 3 Trpudom «Jljist ciayx00Boro
KOPHUCTYBaHHS.

SIKIO JOKYMEHT MiATOTOBIICHO JBOMA YW OUIBINE YCTAaHOBAMH, PEECTPAIIHHUMA
1HJIEKC BKIJIFOYA€ 1HIEKCH KOXKHOI 3 IUX YCTaHOB, SIKI MPOCTABJISIOTHCS uepes
MPaBOOIUYHY MOXWIIY PUCKY B MOCIIJOBHOCTI, B SIKIA JIOKYMEHT HIJIHUCAHO HOTO

aBTopamu, Hanmpukiaaa: 51/82 - ayis COuUIbHUX PO3MOPSIAYUX JOKYMEHTIB abo 03-
11/750/02-04/248 - nns cuijabHUX JIUCTIB.

PeectpaniiiHuii 1HAEKC pO3NOPAIYUX JOKYMEHTIB Ta JACSKUX BHYTPIIIHIX
JTIOKYMEHTIB (aKTH, MPOTOKOJIM, JIOTOBOPHU TOILO) CKJIAJAETHCS 3 MOPSIKOBOTO
HOMEpa y MEXax pOKy. 3 METOI PO3pI3HEHHS TPyl HakaziB (PO3MOPSIHKEHB) 3
KaJIpOBUX MUTaHb (0COOOBOTO CKJIaay) KOKHOTO BUIY JO MOPSIKOBOTO HOMEpA
MOJKE JoJaBaTHCS JITEpHUM 1HJAEeKC. Cucrema Takux I1HACKCIB PO3pOOJISIETHCS
YCTaHOBOIO.

Miciie po3TairyBaHHs peeCTPALITHOTO 1HIAEKCY Ha JJOKYMEHTI 3aJICKHUTh B1Jl BULY
OJlaHKa Ta BUIY JOKYMEHTA.

6. Y pasi 3acToCyBaHHSI aBTOMaTU30BAHOI CUCTEMHU peeCTpallii JOKYMEHTIB MOXKeE
BUKOPUCTOBYBATHUCS IITPUX-KO. [IJIsi BUX1THUX JOKYMEHTIB IITPUX-KOJ BKIIFOYAE
peecTpalliiHuii 1HIEKC 1 JaTy JOKyMEHTa Ta PO3TAIlOBYEThCS Yy MEXKax,
3azHaueHux y JACTY 4163-2003 nis pekBI3uTIB OnaHKa, a came: 3 KyTOBUM
pO3TalllyBaHHSIM PEKBI3UTIB - 73 MM BiJI MOYaTKy NEPIIOTO PEKBI3UTY, 3
MMO3I0BKHIM - 77 MM.

7. B ycraHoBax MO’K€ 3aCTOCOBYBAaTHCh OJIHA 3 TpboX (opM peecTparli
JOKYMEHTIB - >KypHajbHa, KapTKOBa Ta aBTOMAaTH30BaHAa (3 BUKOPUCTAHHSIM
CIeliaTbHUX KOMIT IOTEPHUX MPOTpam).

KypHanbHy popMy peecTpallii TOKYMEHTIB JIOLIBHO BUKOPUCTOBYBATH JIUIIIE B
yCTaHOBaX 3 00CSIroM JOKymMeHTooOiry g0 600 [oKyMeHTIiB Ha Dik,
BUKOPUCTOBYIOUM (POPMHU >KYpHaJiB, HaBeACHI B Joaartkax 5 - / no uux [IpaBui.
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8. KaptkoBa ¢opma peecTpallii JOKYMEHTIB mepeadadae  3aroOBHEHHS
peeCTpaIiiHO-KOHTPOJIBHUX KapTOK, 3 IKUX (DOPMYIOTHCS TOBIJIKOBI 1 KOHTPOJIbH1
KapTOTEKH.

KinpKicTh MpUMIPHUKIB KapTOK BU3HAYAETHCS YCTAHOBOIO 1 3aJIC)KUTH BIiJl PIBHS
[EHTpaJli3allii opraHizaili AIOBOJACTBA, KUIBKOCTI BHMKOHABI[IB JOKyMEHTa Ta
KUIBKOCT1 KAPTOTEK B YCTAHOBI.

Sk paBUII0, PO3APYKOBYIOTHCS TPH MPUMIPHUKH KapPTOK: JIBA - PO3MIIIYIOTHCS B
JTOBIJIKOBIM 1 KOHTPOJIBHIN KapTOTEKaX, OJUH - TIEPEa€ThCsl BUKOHABITIO Pa30M 13
JTOKYMEHTOM.

KapTku BUTOTOBIISIIOTHCS Ha MTbHOMY Tanepi popmary AS (210 x 148 mMm) abo
A6 (105 x 148 mm).

9. V pasi BOpOBa)KEHHS aBTOMATHM30BaHOI (PopMH peecTparlii JOKYMEHTIB
dbopMyeThbcsi OaHK peecTpalifHUX JaHUX B €JIEKTPOHHINA (GopMi, a 32 HasIBHOCTI
JOKaJIbHOT MEPEXI - IEHTPAJIbHUN OaHK peeCTpalliiHUX JaHUX /11 BUKOPUCTAHHS
npariBHUKaM# 1HGOopMaIlii mpo BCl JOKYMEHTH 1 MICIIE X pO3TallyBaHHSI.

10. ¥ pa3i 3acTocyBaHHsS KapTKOBOi a00 aBTOMaTH30BaHO1 ()OpMH peecTparltii BCixX
KaTeropii JOKYMEHTIB (BXIJHMX, BHUXIJHMX, BHYTPIIIHIX) OQOPMIIOETHCS
peeCTpaIliiHO-KOHTPOJIbHA KapTKa, PopMy SKOi HABEICHO B JIOJATKY 8 J0 IUX
[IpaBui, 13 3a3Ha4YCHHSAM 00OB’SI3KOBHX PEKBI3HTIB, IO HABEACHI B 104aTKY 9 1O
uux [Ipasuir.

[Tepenik 0OOB’A3KOBHX PEKBI3UTIB PEECTPALIMHO-KOHTPOJIBHOI KAPTKU MOXKE
OyTH JTONMOBHEHUW IHIIUMU peKBi3UTaMu. [1OpsAIOK PO3MIIIEHHS PEKBI3UTIB y
peeCTpaIliiHO-KOHTPOJIbHIN KapTIll MOXKE BU3HAYATUCS YCTAHOBOIO.

4. Opramni3zanis nepeaayvi JOKyMEHTIB Ta iX BUKOHAHHS

1. 3apeecTpoBaHi TIOKYMEHTH MEPEAAtOThCA Ha PO3IJIs KEPIBHUIITBA YCTAHOBU B
JI€Hb X HAAXOJKEHHS a00 HACTyMHOTO poOOYOro JTHA Yy pa3l HaJIXOJKEHHS
JOKYMEHTIB y HepoOouuii yac. Tenerpamu, TeaeoHOrpaMu Ta IHIIN TEPMIHOBI
JOKYMEHTH MEPEIAI0ThCS HETAlHO.

2. KepiBHUKY yCTaHOBU Bifpa3y IICIs peecTpallii MepelaroThCs aKTh OpraHiB
Jep>KaBHOT BJIa/IM, OpraHiB BiiaJd ABTOHOMHOI PecniyOmiku KpuMm Ta nopyyeHHs
BUIINX NTOCAJIOBUX 0C10, 3aIIUTH, 3BEPHEHHS, a TAKOK KOpeCcHoHAeHI1sI BepxoBHO1
Panu VYxkpainu, Anminictpamii Ilpesunenta VYkpainu, Kabinety MiHicTpiB
VYkpainu, KOpeCOoHACHIIIs, 10 HAIXOAUTh B1Jl yCTAHOB BUILOTO PIBHSIL.


https://zakon.rada.gov.ua/laws/show/z0736-15/paran1429#n1429
https://zakon.rada.gov.ua/laws/show/z0736-15/paran1431#n1431

3. JloKkyMeHTH, PO3IVISIHYTI KEpIBHUIITBOM YyCTaHOBH, IIOBEPTAIOTHCA 3
PE3OJTIOIIEIO 1010 X BUKOHAHHS B CIIY»O0Y J1J0BOJICTBA, SKa 31ACHIOE IepeIady
JTOKYMEHTIB Ha BUKOHAHHSI.

JIOKyMEHT, BHKOHAHHSI SIKOTO JOPYY€HO KIIbKOM CTPYKTYPHHM IMiApO3AdiiaMm,
MOXKe OyTH TiepelaHhii BUKOHABIIM Y TIOPAJIKY BU3HAUCHHS iX y pe3oJrolii abo
OJIHOYACHO y BUIJISAI KOMIM 3 Mepeaayeto OpuriHaay TOJOBHOMY BHUKOHABIIIO,
BU3HAYECHOMY B PE30JIoLii mepmuM. Y pa3i BIPOBAKECHHS €JIEKTPOHHOIO
JOKYMEHTOO0O0Iry CIIBBUKOHABIII OTPUMYIOTh TOKYMEHT B €JIEKTPOHHIH (hopmi.

4. ®akT nepenadi JOKYMEHTIB BUKOHABISIM (PIKCYETHCS IUISIXOM MPOCTABJICHHS
BIJIMOBIIHOI BIIMITKUA B peeCTpaliiHiii ¢opmi 13 3a3Ha4eHHAM iHGOpMaIlii mpo
BUKOHABIIIB, SIKUM TIepeJIJaHO OpPUTiHAT JOKYMEHTa Ta HOTo KOii.

5. Ilepemaua AOKyMeHTa 3 OJHOTO CTPYKTYPHOTO IMMAPO3ALTY J0 IHIIOTO
3MIHCHIOETHCS Yepe3 CIyKOy A1I0BOJICTBA, sSIKa IMIPOCTABJISE BiAMOBIIHI BIIMITKH
y peectpaniaux popmax. JlokyMeHTH, BUKOHAHHS SKUX TTepeOyBae Ha KOHTPOII,
nepeaaroThes 0 THIIUX CTPYKTYPHUX HIAPO3/11iB 200 1HIIUM BUKOHABISAM TIJIbKH
3 MOBIJIOMJICHHSIM TIPO 11€ Y01 KOHTPOJIIO.

[lepenaya HOKyMEHTIB y MeXaxX CTPYKTYPHOI'O MIJIPO3LTY 3M1HMCHIOETHCS YEPE3
oco0y, BIAMOBIIAJIBHY 32 IIJIOBOACTBO B CTPYKTYPHOMY IIIPO3/11 (CEKpeTaps).

6. 3a BUKOHAHHA JOKYMEHTa BIJMOBIIaIOTh 0COOH, 3a3HAYEHI Y PO3MOPSTIOMY
JOKYMEHTI, pE30JII011ii KEPIBHUKA YCTAHOBH, Ta IIPALliBHUKH, SIKUM O€3110CEePEaHBO
JOPYYEHO BUKOHAHHS.

["osi0BHUI BUKOHABEIb OPTaHI30BY€E POOOTY CITIBBUKOHABIIIB, 30KpeMa BU3HAUYAE
CTPOKH IMOJAHHA HUMHU MPOIO3HUIIIH, MOPSAIOK MiATOTOBKH, TOTOKEHHS MPOEKTY
JOKYMEHTA.

CniBBUMKOHABIII BIJTMOBIAAI0OTH 3@ MIJTOTOBKY Ha HAJEKHOMY PiBHI Ta CBOEYACHE
NOJAHHS TOJOBHOMY BHKOHABIIO IPOIMO3UIINA. Y pa3l HECBOEYACHOTO IMOJAHHS
IIPOTIO3UININ  CITIBBUKOHABI[IMH TOJIOBHHI BHKOHAaBEIb 1HGOPMYyE TIPO IIC
KEepIBHUKA, IKUW HaJaB JOPYUYCHHS.

7. BukoHaHHsI TOKyMEHTa nepeadadae 30MpaHHS Ta OMpaIfOBaHHS HEOOX1THOT
iH(opmarrii, TiAroTOBKY NPOEKTY BIAMOBI/II HA JOKYMEHT Y4 HOBOT'O JOKYMEHTA,
iioro odopmiIeHHS, Y3TO/DKCHHS, TOMAHHS IS TIANUCAHHS (3aTBEPIKCHHS)
KEpIBHUKOB1 YCTAHOBH, Y JCSKUX BHIIQJIKaX - KEPIBHUKOBI CTPYKTYPHOTO
H1PO3JIUTY, @ TAKOXK Y pasi MOTpeOH - MiArOTOBKY JIsl IEPECUIIAHHS aJipecary.



8. IlpamiBHUK, BIIMNOBINAJIbHUI 332 BUKOHAHHS JOKYMEHTa, y pasl BIAIMYCTKH,
BIJIPSI/IKEHHS, 3BUILHEHHS 3000B’S3aHUM MEpelaTh 1HIIOMY IPaIliBHUKOBI 3a
MOTO/PKEHHSIM 31 CBOIM Oe3mocepeHIM KePIBHUKOM YCi HEBUKOHAHI JOKYMEHTH
Ta TOIH(POPMYBATH CIIY>KOY KOHTPOJIIO MPO TMepenady JOKYMEHTIB, BUKOHAHHS
AKUX TepeOyBae Ha KOHTPOJI1, 1HIIOMY BUKOHABIIEBI.

5. Oprasxizanisi KOHTPOJII0 32 BUKOHAHHSM JIOKYMEHTIB

1. KoHTpOb 32 BUKOHAHHSIM JOKYMEHTIB 341HCHIOETHCS 3 METOIO 3a0€3MeUeHHS
CBO€YACHOI'0 Ta HAJIC)KHOTO 1X BUKOHAHHS.

OOOB’SI3KOBO KOHTPOJIIOETHCS BUKOHAHHS 3aBJaHb, IepeadayeHuX B aKTax
OpraHiB Jep>KaBHOI BJlaJid, opraHiB Biaaau ABTOHOMHOI PecnyOniku Kpum Ta
JTOPYUYCHHSX BUIIUX TIOCAAOBUX 0C10, HaJaHHS BIATOBIICH HA 3aIIUTH, 3BEPHCHHS,
a TakoX Ha KopecnoHieHiito BepxoBHoi Pamum VYkpainm, AnmiHicTparii
[Ipesunenra Ykpainu, Kabinery MiHicTpiB YKpaiHu, po3nopsadi JOKYMEHTH Ta
JTOpYYEHHSI KEPIBHUIITBA YCTAHOBH, PIIIEHHS KOJIET1aJbHOTO OpraHy YCTaHOBH,
3alUTU Ha MyOJiYHy 1H(GOpMaIIio.

2. Opranizaiito KOHTPOJIIO 32 BAKOHAHHSM 3aBJaHb, BU3HAYEHUX B aKTaX OpraHiB
Jiep>KaBHOI B, OpraHiB Biagqu ABTOHOMHOI PecriyOniku Kpum Ta opydeHHsX
BUIIKX TTOCAJA0BUX 0C10, 3/11MCHIOE MEepIINii 3aCTYMMHUK a00 3aCTYIHUK KepIBHUKA
YCTaHOBH BIIMIOBITHO JI0 PO3MOALTY (PYyHKITIOHATLHUX 000B’A3KIB.

besmnocepeanHiit KOHTPOJIb 32 BUKOHAHHSAM JOKYMEHTIB IMOKJIAIa€ThCS Ha CIYKOy
JJIOBOJICTBA 200 CIIy»KOy KOHTPOJIKO - CIEMiaJibHUN MiApo3ai1 ado I0CaJ0BYy
oco0y, BIAMOBIIAJbHY 32 3A1HCHEHHS] KOHTPOJIIO.

Y  CTpyKTYypHHX MTigpo3aiax Oe3mocepeaHid KOHTPOJb 3a BHKOHAHHSIM
JOKYMEHTIB 31HCHIOE 0c00a, BIIMOBIJaIbHA 3a J1JI0BOJCTBO.

3. TumoBi CTPOKM BHMKOHAHHS JIOKYMEHTIB BCTAaHOBJIIOIOTHCS HOPMATUBHO-
MIPABOBUMHU aKTaMU, a IHAUBIAyaJIbHI - PO3HOPSIAYUM JJOKYMEHTOM YCTaHOBHU 200
PE30JIONIEI0 KePIBHUKA (CTPYKTYPHOTO MIIPO3ILITY).

4. CTpoku BUKOHAHHSI BHYTPIIIHIX JTOKYMEHTIB OOYHCIIOIOTHCS B KaJlGHIAPHUX
JHAX, TOYMHAKOYM 3 JaTu IMIJANHCaHHsS (peecTparllii), a BXIAHUX - 3 JaTu
HaJIXOJ/KEHHS (peecTpaliii).

SKmo ocraHHIN JeHb CTPOKY BUKOHAHHS JIOKYMEHTa MpUMagae Ha HEpOOOUUid
JI€Hb, OCTAHHIM JHEM CTPOKY BHUKOHAHHSA JOKYMEHTa BBAXKAETHCS MEPIIHIA
poOounii eHb Miciisg HepOOOUOTO JHS.



5. JIoKyMeHT, B IKOMY HE 3a3Ha4€HO CTPOK BUKOHAHHS, [IOBUHEH OyTH BUKOHAHUIMA
HE Mi3Hie HiX 3a 30 KaJIeHIapHUX JTHIB 3 MOMEHTY MOro peecTpallii B yCTaHOBI,
710 SIKO1 HaJIWIIIOB TOKYMEHT.

3aBaaHHs, BU3HAYCHE Y CIIyKOOBOMY JIOKYMEHTI, BAKOHYETHCA Y BCTAHOBJICHUIM
CTPOK.

ko 3aBaaHHA NOTpe0ye TEPMIHOBOTO BUKOHAHHS, 00OOB’A3KOBO 3a3HAYAE€THCS
KOHKPETHHI KIHIIEBUN CTPOK BUKOHAHHS.

6. CrniBBHUKOHABIIl 3000B’f3aHI MOJABaTH MPOIMO3UIli TOJOBHOMY BHUKOHABI[IO
NPOTSATOM TIEPINOI MOJOBUHHU CTPOKY, BiBEJACHOTO JIsi BUKOHAHHS JOPYYCHHS,
3aBJIaHHS.

7. InauBinyabHUN CTPOK BUKOHAHHS IOKYMEHTA MOXE OyTU 3MIHEHUH JIUIIIE 3a
BKa31BKOIO TOCAJ0BOi 0COOM, sika HOTO BCTaHOBWJA, a y pa3l il BIACYTHOCTI -
II0Cag0BOI 0co0H, sKa Ti 3aMillac.

VY pa3i motpeObu CTPOK BUKOHAHHA JOKYMEHTa MOXE€ OYTH MPOJOBXKEHO 3a
OOIPYHTOBAHHM IIPOXaHHSIM BUKOHABIIS, SIKE IOJIAETHCS HE II3HINIE HiXK 3a TPU
po0OoYHMX JTHI 10 3aKIHYEHHS BCTAHOBJICHOTO CTPOKY, a I10JI0 IOKYMEHTA, B SIKOMY
HE 3a3HAYEHO CTPOK, - 10 3aKIHYEHHS TPUALSITUACHHOTO CTPOKY BiJ J1aTH HOTro
peecTpaiiii.

VY pasi 3MiHM CTPOKIB BUKOHAHHS MPOCTABISAIOTHCS HOBUH CTPOK, JlaTa 1 MiJIHC.
BianoBigH1 3MIHM BHOCSATBCS JIO PEECTPAIITHO-KOHTPOJIBHOI KapTKu ab0 OaHKy
peeCTpaliiHuX JaHUX.

8. B34TTa NOKyMEHTa Ha KOHTPOJb 3AIMCHIOETbCS Ha MIJACTaBl PE30JIOLi
KEpIBHUKA YCTAHOBH a00 MOro 3aCTyTHUKIB.

KoHTponb 32 BUKOHAHHSM JOKYMEHTIB BKJTFOUA€E B3SITTS IOKYMEHTIB HAa KOHTPOJIb,
BU3HAYEHHS (DOPM 1 METO/IIB KOHTPOJIIO, IEPEBIPKY XOIy CBOEYACHOTO JTOBEICHHS
JTOKYMEHTIB JI0 BUKOHABIIIB, KOHTPOJIb 32 CTAHOM BHKOHAHHS, 3HATTS JOKYMEHTIB
3 KOHTPOJIIO, HAaIpaBJICHHS BHKOHAHOTO JIOKYMEHTa O CIpaBH, OOJIIK,
y3arajJpHEHHS Ta aHaji3 pe3yJbTaTiB BUKOHAHHSA JTOKYMEHTIB, 1H(QOpMYyBaHHS
KEpPIBHUILITBA MPO X1 Ta pe3yJbTaTH X BUKOHAHHSI.

9. KoHTposb 3a BHUKOHAHHSM JOKYMEHTIB 3JIHCHIOETHCS 3a JIOTIOMOTOIO
pPEECTPaLITHO-KOHTPOIBHOI KapTKU ab00 aBTOMAaTu30BaHO1 iH(OpMAaIiiHOI
cuctemu (0a3u 1aHuX).

PeecTpaliiifHo-KOHTPOIbHI KapTKH JOKYMEHTIB, 110 Mepe0yBarOTh Ha KOHTPOII,
IPYMYIOTHCS B KAPTOTEIIl 32 CTPOKAMH BUKOHAHHS JJOKYMEHTIB BUKOHABIISIMU 200



KOpPECTIOHACHTAMHU, TPyIaMHu JTOKYMEHTIB (HaKa3u KEepIBHUKA, TOPYUCHHS BUIIUX
OpraHiB BJIaJI1, PIILICHHS KOJIETII TOIIIO).

3 Jpyrux TMNPUMIPHHUKIB PEECTPAIIHHO-KOHTPOJIBHOI KapTKU (HOPMYIOTHCS
KOHTPOJIbHI KAPTOTEKHU B CTPYKTYPHHUX MHiIPO3/1Iax.

Ha o1vH KOHTpOJIbOBAaHUM IOKYMEHT MOKe OyTH 3aBEJICHO KijbKa peecTpalliiiHo-
KOHTPOJIbHUX KapTOK, KUIbKICTh SIKMX BHU3HAYAETHCS 3aJICKHO BiJ KUIBKOCTI
BUKOHABI[IB 400 CTPOKIB BUKOHAHHS OKPEMUX 3aB/laHb, 3a3HAYECHUX Y JJOKYMEHTI.

VY pas3i AKm10 BU3HAYEHO KiJIbKa BUKOHABIIIB, aJI€ BIAMOBIAAIbHICTD ITOKIIAIa€THCS
Ha OJIHOTO 3 HHUX, PEECTPAIIMHO-KOHTPOJIbHA KapTKa CKIIAJIA€ThCA TUIBKH Ha
BIJIITOB1JaJIbHOTO BUKOHABIIA.

10. laHi ripo XiJ1 BUKOHAHHS JJOKYMEHTA, OJIeprKaHl IIJIIXO0M 3alluTy 10 TeJie(hoHy
a00 11 yac mepeBipKku PoOOTH CTPYKTYPHOTO MIAPO3ALTY - BUKOHABIIS, BHOCSATHCS
70 peecTpalifHO-KOHTPOIbHOT KapTku y rpady «KoHTpoabHI BiagMITKH». [Ipu
IIbOMY TIOTIEPEJIHI 3aITUCH HE 3aKPECTIOIOTHCS.

11. ABTOMaTHU30BaHUI KOHTPOJIb 32 BUKOHAHHSIM JOKYMEHTIB 3/I1MCHIOETHCS 3a
JOTIOMOTOI0 CIEIIaJIbHUX KOMIT FOTEPHUX MPOrpam abdo € CKIIAJI0BOI CHUCTEMU
aBTOMaTH3allli IIJIOBOACTBA YU CUCTEMHU €JIEKTPOHHOTO IOKYMEHTOOOITY.

12. KoHTpoJib 32 XOJ0M BHUKOHAHHS JOKYMEHTIB 3/1MCHIOETHCS HAa BCIX eTamax
MPOXO/DKEHHSI  JIOKYMEHTa JI0 3aKiHYeHHS CTPOKY MOro BUKOHAHHS
(momepeKyBadbHANW KOHTPOJb 3a JOTMOMOTOI0 HarajayBaHb) Yy TMOPAJIKY,
BU3HAYECHOMY THCTPYKIIIE€IO 3 A1JIOBOJICTBA YCTAHOBH.

13. TIlicisi BUKOHAHHA JOKYMEHT 3HIMA€TbCs 3 KOHTpodto. JIoKyMeHTH
BBaXKalOThCSI BAKOHAHUMH 1 3HIMAIOTHCSI 3 KOHTPOJIIO IMiCJIsi BUKOHAHHSI 3aB/IaHb,
3alUTIB, MTOBIJIOMJICHHS MPO pe3yJbTAaTU 3aiHTEPECOBAHUM YCTaHOBaM 1 ocobam
a00 MicJIs 1HIIOrO MiATBEPKCHHSI BUKOHAHHS.

3HATU TOKYMEHT 3 KOHTPOJIIO MOKE TIIbKH KEPIBHUK YCTAHOBH, HOTO 3aCTYITHUKH,
K1 BCTAHOBWJIM KOHTPOJIbHUM CTPOK Yy PE30IOLIi, a00 3a iX JOpYyUYEHHSAM Cllyx’0a
JIJIOBOJICTBA (CITy’0a KOHTPOJII0). JIOKYMEHTH 3 TUTIOBUMH CTPOKaAMU BUKOHAHHS
3HIMAIOTHCS 3 KOHTPOJIIO 32 PIIIEHHSIM CITY>KOH J1JTOBOJICTBA (CITYKOH KOHTPOJIIO).

JlaHi mpo BUKOHAHHS JOKYMEHTa 1 3HATTS MOro 3 KOHTPOJIIO BHOCSATHCS [0
peeCTpaIiiHO-KOHTPOJIBHOI KapTKHU.

JlHeM BUKOHAaHHS 3aBllaHb, BM3HAUEHHWX B aKTaxX OPraHiB JEpKaBHOI BJaIH,
opratiB Biagu ABToHOMHOT PecnyOsiku Kpum 1 JopydeHHSX BUIIMX MOCATOBUX
0cCi0, Ta BAKOHAHHS 3aUTIB, 3B€PHEHB, a TAKOXK KOpECIOH IeHIIiT BepxoBHoi Pagu



VYKpaiHu BBa)Ka€TbCsl JIEHb PEECTpallli B YCTAHOBI BHUXIJIHUX JOKYMEHTIB IPO
BUKOHAHHS 3aBJaHb.

BukonaH1 JOKYMEHTH MOJAIOTHCS Ha IMIAMUC KEPIBHUIITBA HE MEHIN SIK 3a OJUH
JICHb JI0 3aKIHYEHHS CTPOKY 1X BUKOHAHHS 3 METOIO 3aJIMIICHHS TIEBHOTO Yacy Ha
iX JooTmpaIfoBaHHS 3a PIICHHSM KEPIBHUIITBA.

CTpoku TMOJaHHS [IOKYMEHTIB, IO Mepe0yBalOTh Ha KOHTPOJI, Ha IIJIHC
KEPIBHUIITBY BCTAHOBJIIOIOTHCS B IHCTPYKIIii 3 I1JIOBOJICTBA YCTAHOBH.

14. Indopmartis npo pe3ynabTaTH BUKOHAHHS B3ATHX Ha KOHTPOJb JOKYMEHTIB
y3arajbHIOETBCS CTAHOM Ha IMepUIe YHUCIO KOKHOTO MICALS 1 TOJAEThCS
KEPIBHUIITBY YCTaHOBM Yy BHWIJISIZI 3BEJEHb NPO BUKOHAHHS JTOKYMEHTIB 3a
BH3HAYCHOIO B YCTaHOBI (POPMOIO.

ABTOMAaTH30BaHWIl KOHTPOJIb 3a BHUKOHAHHAM JIOKYMEHTIB mependayae
aBTOMaTU4He (POPMYBaHHS B1IOMOCTEM MPO X BUKOHAHHSI.

6. InpopmaniiiHO-10BiIKOBA PO0OTA 3 JOKYMEHTAMH

1. IadopmarmiitHO-TOBIIKOBA poOOTa 3 JOKYMEHTAMH IIOJSATAE€ B TIOIIYKY
HEOOX1JTHUX JTOKYMEHTIB 3 BUKOPHUCTAHHSIM PEECTPAIHHO-KOHTPOJIBbHUX KapTOK
a00 aBTOMAaTH30BaHUX OAHKIB PEECTPAIINHAX JTAaHHX.

2. Y pa3i BUKOPHUCTaHHS KapTKOBOi (GOpMHU peecTpallli TOKYMEHTIB APYKY€EThCS
HE0OXiqHA KUIBKICTh PEECTPAIlIMHO-KOHTPOJIBHUX KApPTOK, 3 SAKUX CKJIAJarOThCS
CaMOCTIHHI KapTOTEKH.

KiIbKICTh KapTOTEK B yCTAHOB1 BUBHAYAETHCA 3 YPAaXyBaHHSIM PIBHS LIEHTpaTi3ailii
peeECTpaIliiHUX 1 TMONIYKOBUX OMEpalliid, a TakoX KOHKPETHUX YMOB AISTIbHOCTI
YCTaHOBH.

JInst  migBUIIEHHS €(QEeKTUBHOCTI pOOOTH TMOIIYKOBOI CHCTEMH CITYKO0O0I0
JJIOBOJICTBA PO3POOJISIOTECA KJIacu(iKalliiiHI JOBIIHUKUA (BUJIIB JTOKYMEHTIB,
KOPECIIOH/ICHTIB, BUKOHABIIIB TOIIIO).

3. ¥V pasi 3anpoBa/pKeHHS CHCTEMH aBTOMATH3aIlii JTOBOJACTBA ab0 CHUCTEMH
CJICKTPOHHOTO JIOKYMEHTOOOITY TOIIYK KOHKPETHOTO JTOKYMEHTA 3IIMCHIOETHCS
3a peKBi3UTaMH (3aroJOBOK, Ha3Ba BUJYy MOKYMEHTa, AaTa NMPUUHSITTS, HOMEP
JOKyMEHTa, aBTOp JOKyMEHTa TOIl0) a00 3a KOHTEKCTOM (KJIIOUOBE CIOBO a0o
dpaza). [lonrykoBuii 3amuT Moke MaTH OyIb-SIKy KOMOIHAIIIO PEKBI3UTIB.

7. Illopsaaok onpanoBaHHs Ta HAACUJIAHHS BUXIIHUX JOKYMEHTIB



1. BuxigHi DOKYMEHTH HAJICWJIAIOThCS ajpecaTaM 3 BHUKOPUCTAHHSIM 3aco0iB
MOIITOBOTO 3B’SI3KYy, E€JEKTPO3B’S3KY, a4 TAKOXK JOCTaBISIFOTBCS KYypP €PCHKOIO,
benba’ erepchbKor0 CyKO0aMHu.

OmpamtoBaHHs ~ JOKYMEHTIB  JiJIi  BIJATNPABICHHS  IOIITOBUM  3B’SI3KOM
3MIMCHIOETHCS CTYK0010 JI1JIOBOJICTBA YCTAaHOBHU BINMOBIAHO 10 [[paBui HajaHHs
IOCJIYT TOIITOBOTO 3B’SI3KY, 3aTBEpKeHUX mnoctaHoBolo Kabinery MiHicTpiB
VYkpainu Big 05 6epesns 2009 poky Ne 270 (i3 3miHaM#).

{A63am Tpetiit nmyHkTy 1 rimaBu 7 posaury Il BukmrodyeHo Ha mijgcTtaBi Hakaszy
Minictepcrsa roctuttii Ne 1827/5 Bin 12.06.2018}

{A03an yerBepTuil myHkTy 1 rnaBu 7 po3aury I BukimoueHo Ha mijcraBl Hakazy
MinicrepcTsa roctumii Ne 1827/5 Bin 12.06.2018%}

Buau nokymeHTiB, iHpopMaIlis 3 IKUX MEePEacThCA KaHaJaMU eJIeKTPO3B’ 3Ky, a
TaK0>X HEOOX1THICTh 1 TOPSAIO0K HAJICUJIAHHS aipecaToBl iX OpUTiHAJY B ManiepoBin
dbopMi BHU3HAYAIOTHCSI IHCTPYKIIEIO 3 JIUIOBOJICTBA YCTAaHOBU 3 YpaxXyBaHHSIM
HasBHUX B YCTAaHOBI TEXHIYHUX 1 MPOrpaMHUX 3aCO0iB.

2. Iudopmariitbi, TereKOMyHIKaIIiHI Ta 1H(GOPMAIIMHO-TEIECKOMYHIKAIlIMHI
CHUCTEMHU TOBUHHI 3a0€3MeYyBaTH 3aXUCT BiJl HECAHKIIIOHOBAHMX JI1H, SIK1 MOXKYTh
NPU3BECTHU 0 BUMAAKOBUX 200 YMHCHUX 3MIH YW 3HUIIEHHS 1HPOpMAIIIi.

3. BuxiH1 JOKYMEHTH ONPallbOBYIOTHCS 1 HAJICUIAIOTHCS IIEHTPATI30BaHO B JICHb
iX HaIXOMKEHHS BiJ CTPYKTYpPHHX MIAPO3AUIB - BUKOHABIIIB ab0 HE TMi3HIIIE
HACTyITHOTO poO0YOro JHS.

He nomyckaerbcst HajcuianHa abo mepenada JOKYMEHTIB 0e3 iX peecTpartlii y
CITy>k01 I1JIOBOJICTBA.

4. Tlin yac npuilMaHHS BiJ BUKOHABI[IB BUXIJHHUX JIOKYMEHTIB IMpalliBHUKU
CITY>KOH J1710BOJICTBA 3000B’s13aH1 IEPEBIPUTH:

— TpaBUJIBHICTH OOPMIICHHS IOKYMEHTA (CKJIaJ] 1 pO3MIIIIEHHS B HbOMY BCIX
PEKBI3UTIB);

— HAasBHICTH 1 MPABWIbHICTh 3a3HAYEHHS aJIPECH;

— HasIBHICTh Ha JIOKYMEHTI BIIMITKHU MPO JOJATKH;

— HasBHICTB yCIX HEOOX1HUX IIIMKICIB HA JOKYMEHTI Ta JOJaTKax 0 HbOTO;

— HAasBHICTh BI3 Ha KOMIl BUXIAHOTO IOKYMEHTA, IO 3aJIMIIAETHCS Y CIIpaBax
yCTaHOBH;

— HAasIBHICTb 1 IOBHOTY JI0JIaTKIB;

— BIAMOBIJIHICTB KIJIBKOCTI IPUMIPHHKIB KUTBKOCT1 aJpecaTiB.


https://zakon.rada.gov.ua/laws/show/270-2009-%D0%BF/paran11#n11
https://zakon.rada.gov.ua/laws/show/270-2009-%D0%BF/paran11#n11
https://zakon.rada.gov.ua/laws/show/z0721-18/paran57#n57
https://zakon.rada.gov.ua/laws/show/z0721-18/paran57#n57

5. JIoKyMeHTH, 1110 HaJICUJIAIOTHCS OJJHOYACHO OJTHOMY 1 TOMY CAMOMY aJIpeCcaToBi,
BKJIQJAI0ThCS B OJIMH KOHBEPT (yrmakyBaHHs). Ha KoHBepTi 3a3HaYaeThCA aapeca,
3a HEOOX1JHOCTI MPOCTABISAIOTHCA PEECTPAIliiiHI 1HAEKCH BCIX JOKYMEHTIB, fKI
MICTSITBCSI y KOHBEPTI.

JIOKyMEHTH, 110 JOCTaBISIOTHCS (el €repCchbKOI0 CIYyK0010, TEPEeaaroThCs
ajpecartam mij MIMKUC Y BIMOBIAHINA KHU3I.

6. HocwnanHs abo 3aMiHa PO3ICIAHOTO paHIIIe AOKYMEHTa 3A1MCHIOETHCS 3a
BKa31BKOIO MOCAJ0BO1 0COOM, siKa MiJMKUcaia JOKYMEHT, a00 KepIBHUKA CITYKOHU
TJIOBOJICTBA.

7. CTpyKTypHI1 IMIAPO31JIM Ta OKpEeMi BUKOHABII1 3000B’sI3aH1 Ilepe1aBaTH BUXiaHI
JTOKYMEHTH Ta 1HIII IMOMITOB1 BIAMPABICHHS J0 CIY>KOH JIIJIOBOJICTBA y TOJMHH,
BCTAHOBJICHI JIJIs1 IbOT'O 1HCTPYKIIIEIO 3 I1JIOBOJICTBA YCTAHOBH.

IV. Cucremaru3sanisi Ta 30epiraHHsi IOKyMEHTIB y AUI0BOJCTBI

1. CkiagaHHsi HOMEHKJIATYPH CIPaB

1. HomeHnkiarypa crnpaB Nnpu3HayeHa JJIsi BCTAHOBJEHHS B YCTaHOBI €JIMHOIO
nopsAaAKy (opmyBaHHS copaB He3aleKHO BII (opmu Hocisa 1Hbopmallii,
3a0be3mneueHHs iX O0O0JIIKYy, ONMEPaTHUBHOTO MOIIYKY JOKYMEHTIB 3a iX 3MICTOM 1
BUJIOM, BU3HAYCHHS CTPOKIB 30€piraHHs CIIPaB 1 € OCHOBOIO JJIsI CKJIaJaHHS OTHUCIB
cripaB moctiitHoro Ta TpuBajmoro (moHaja 10 pokiB) 30epiraHHs, a TaKOX IS
00J11Ky cripaB TUMYacoBOro (10 10 pokiB BKJIFOYHO) 30€piraHHs.

3akpirsieHa B HOMEHKJIATypi CXeMa CUCTeMaTH3allli ClipaB BUKOPUCTOBYETHCS MIPH
PO3pO0OJICHHI CXeMH KapTOTeKH Ha BUKOHAHI JOKYMEHTH.

2. IcHyroTh Taki BUJIM HOMEHKJIATYp CIIpaB: TUIIOBA, MPUMIpHA, HOMEHKIIATypa
CIIpaB YCTaHOBU, HOMEHKJIATYpa CIPaB CTPYKTYPHOTO MiAPO3ILTY.

Turnosi ab0 NMpUMIpHI HOMEHKJIATYPHU CIIPaB pO3POOJISIIOTh OPTraHU BUILIOTO PIBHS
JUTST TIABIIOMYUX YCTaHOB 3 METOK YHidiKalli ckiaay CIpaB Ta CTPOKIB ix
30epira”Hs.

TunoBa HOMEHKJIaTypa BCTAHOBJIIOE THIIOBHM CKJIaJ CIpaB I YCTAaHOB,
OJHOPITHUX 3a XapaKTepoM JISUILHOCTI, OJHAKOBOK CTPYKTYpOw, 3
€IMHOI0 CUCTEMOIO 1HIEKCaIlll KOXKHOT CIIpaBy 1 € HOPMAaTUBHUM aKTOM.



[IpuMipHa HOMEHKJATypa CHpaB YCTAHOBIIOE MNPUMIPHUN CKIAQA COpaB IS
YCTaHOB, OJHOPIHUX 32 XapaKTepOM [ISUIBHOCTI, ajié PI3HUX 3a CTPYKTYpOIO, 1
Ma€ peKOMEHIAIITHUM XapaKTep.

Ctpoxku 30epiranHsi cmpaB, IepeadadyeHi TUIMOBOIO ab0  MPUMIPHOIO
HOMEKJIATYPOIO CIIpaB, MEPEHOCATHCS 10 HOMEHKJIATypH CIpaB YCTaHOBH 0e3
3MiH.

3. Ilpumipni Ta TUIOBI HOMEHKJIATypu CIpaB, PO3POOJICHI IEHTpaTbLHUMU
opraHamMM BJaJd, IHIIMMHU I[EHTPAILHUMU YCTaHOBAMH, CXBaJIOIOTHCS
ekcnepTHOol Kowmiciero (mami - EK) BIiANOBIIHOrO oOpraHy BHUILOTO PIBHS,
pO3IJIAAIOTHCS  BIAMOBIAHO JO 3aKOHOAABCTBAa LleHTpalibHOIO EeKCHepTHO-
nepeBipHoto komicieto (mami - LIETIK) [lepxkaBHOi apxiBHOi ciy>k0u (mami -
VYkpaepxapxiB) Ta 3aTBEPKYIOThCS 1X KEPIBHUKAMHU.

[IpumipHi Ta TUIOBI HOMEHKJIATYpU CIIpaB, PO3pOOJICHI MICIEBUMH OpraHaMu
BJIaJIM, 1HITMMHM YCTaHOBAMH OOJIACHOTO DPIBHS JIJIT OJHOPITHHUX 32 XapaKTEPOM
TISJIBHOCTI  MiABIIOMYMX YCTAHOB, TIOTOMKYIOTHCS EKCIEPTHO-TIEPEBIPHOIO
komiciero (gani - EINK) BiAnmoBiTHOTO Aep>KaBHOTO apXiBY Ta 3aTBEPKYIOTHCS iX
KEepIBHUKAMHU.

4. HezanexHo BiJl HASBHOCTI1 TUMIOBOT YK MPUMIPHOI HOMEHKJIATYpH CIIPaB KOKHA
yCTaHOBA [MOBUHHA MAaTH BJIACHY HOMEHKJIATYpy CIPaB.

5. HomeHknaTypa crmpaB ycTaHOBH (3BeJeHA HOMEHKIJIATypa) CKJIAJAEThCS
CITy>k0010 A1TOBOJICTBA. MeTou4Ha JIONOMOTa y CKJIalaHHI HOMEHKJIATypH CIIpaB
HAJIA€THhCS apXiBOM YCTaHOBH (IT0CAI0BOIO 0COOO0F0, BIIMOBIAILHOIO 32 apXiB).

6. Ilin wac ckiIagaHHS HOMEHKJIATypHU CIPaB YCTAaHOBH BUKOPHUCTOBYETHCSA
CTPYKTYpHHM a00 QyHKIIIOHATBHUNA MPUHLIUI 11 TOOYIOBH.

CTpyKTypHUI IPUHITUI BUKOPHUCTOBYETHCS B Pa3i YITKO BCTAHOBIICHOT CTPYKTYpH
ycTaHoBH. Po3iiaMu B Takiii HOMEHKJIATYP1 CIIPaB € HATMEHYBaHHSI CTPYKTYPHUX
MIAPO3AUIIB (KaHUEsIpis, OpraHi3amiiHuN BIAAUI, IUIAHOBUM BiAALI, BT
MapKeTUHry Ta 30yTy mnOpoaykiii Tomo). [Ipu mpomy mnepmum po3aijaiom
HOMEHKJIATYpU 3a3HAYAEThCA CIyK0a NUIOBOACTBA, HACTYIHUMH PO3AUIAMH -
CTPYKTYpHI HIAPO31IM, Y TOMY YHCII BIJIOKPEMJIEHI CTPYKTYpPHI MiAPO3ALIN
YCTAHOBH, 1110 HE MAIOTh CTaTyCy IOPUJUYHOI OCOOH, y TOCTIAOBHOCTI 3T1AHO 31
MITATHUM PO3MUCOM YU KJIACU(PIKATOPOM CTPYKTYPHUX MMIIPO3/LIIB, a HAMPUKIHIII
3a3HAYalOThCS CIPABU TMOCTIMHO 1 TUMYACOBO JIIOYUX KOJErialbHUX OPTraHiB
yCTaHOBH (KOJIEriH, paj, KOMICii, TBOPUYUX TPYII TOIIO).



VY pasi po3noainy oCHOBHUX (PyHKIIH (HANpsAMIB AisUIbHOCTI) Y O€3CTPYKTYpHIN
YCTAHOBI MIXK ii MpaliBHUKaAMHU BUKOPUCTOBYETHCS (DYHKIIOHATBLHUM MPUHITUT
moOyI0BM HOMEHKJIATypH chpaB. Po3niim 1 MiApo3AUIM HOMEHKJIATYpU CIIpPaB
yCTaHOBH, MOOYJIOBAHOI 3a TaKUM MPHUHIUIIOM, BIIOOpakaroTh ii (QyHKIII Ta
HampsiIMM  JISTIBHOCTI 1 PO3MIIIYIOTBCS Y HOMEHKJIATypl 3a CTYNEHSAMHU iX
BXKJIMBOCTI (OpraHizaiisi poOOTH, TUIaHyBaHHS, (iHAHCYBaHHS, ITPOTHO3yBaHHS

TOIIIO).

Y pa3i BUpPOOHMUOI TOTPEOM MOXNKJIUMBE TOE€JAHAHHS CTPYKTYpHOrO Ta
(G yHKIIIOHAJIBHOTO MPUHITUIIIB MOO0YA0BY HOMEHKJIATYPH CIIPAB.

7. Ilim vac po3poOJIeHHS HOMEHKIATypu CIpaB YCTAaHOBHU, KPIM 3BEICHHS
HOMEHKJIATYp CHOpaB CTPYKTYpPHHUX MIAPO3AUTIB, 3 METOI OUIbII TMOBHOTO
OXOIUICHHS IOKYMEHTOOOITY BUBYAETHCA Ta aHAII3YETHCS AISIIbHICTh YCTAHOBU B
imomy. Ilpu boMy BUKOPHUCTOBYIOTHCS MOJIOKEHHS (CTaTyTH) MPO YCTAaHOBY Ta
il CTPYKTYpHI MiAPO3JLIN; IITaTHI PO3MUCH; TUIIOBI 200 MPUMIPHI HOMEHKJIATYPHU
CIIpaB; HOMEHKJIATypu Ta OIMCH CIpaB 3a MHUHYJIl POKHU; KIacu(piKaTOpu
JTOKYMEHTIB 1 KOPECTIOH ICHTIB; pEECTPAIIiHO-00JI1IKOBI Ta KOHTPOJIbHI KAPTOTEKH;
TUIOBHUI Ta rajay3eBl MEpeiikv BUJIB JOKYMEHTIB 13 3a3HAUYCHHSIM CTPOKIB iX
30epiraHHs, a TaKOK YPaxOBYIOThCS 3aBJaHHS YCTAHOBH HAa HACTYITHHH PIK.

8. HoMeHkJatypa cripaB CTpyKTYPHOTO HIJPO3/LITY pO3pOo0sie€ThCs He mi3Hime 15
JUCTOMNA/]a TOTOYHOTO POKY IOCAJA0OBOKO  0CO00I0, BIAMNOBIAATBHOI 32
TIJOBOJICTBO y CTPYKTYpPHOMY MIiAPO3/1Jii, HA MiJCTaBl BUBYECHHS JOKYMEHTIB 3
yCIX TUTaHb HOTO MISUVIBHOCTI 13 3alydeHHsSM (HaxiBIIB, SIKI MOPaIoOlOTh Y
MIJIPO3IUTI, MIANUCYEThCA KEPIBHUKOM CTPYKTYPHOTO MiAPO3ALTY Ta BIZYEThCS
KEPIBHUKOM apXiBY yCTaHOBH (ITOCa0BOIO 0CO00I0, BIAMOBIATBHOIO 3a apXiB).

9. ¥V HOMEHKIATypi cipaB IepeadadaroThCs 3arojIOBKU CIIPaB JJisg T'PYITyBaHHS
JIOKYMEHTIB, 110 BIJIOUBAIOTh yC1 JOKYMEHTOBAHI JUISHKH 1 MUTAHHS I1SUTbHOCTI
YCTaHOBH, a TaKOX:

HE 3aKIHYEHI B JIJIOBOJICTBI CIIPaBH, 1110 HAJIAIILIN B1Jl yCTAHOB-TIONEPETHUKIB IS
iX MPOAOBXKEHHS, Yy TOMY YHCII PEECTPAIliiHO-AOBIAKOBI Ta KOHTPOJIbHI
KapTOTEKH, HOMEHKJIATypH CIPAB;

CIIpaBU 3 MUTAaHb, BUPIIICHHS IKUX TPUBAE OUIBIIE OJJHOTO POKY a0 SIKI BEAYThCS
BIIPOJIOBK JAEKUIBKOX POKIB (IIEPEXiIHI CIIPABH ), IO BHOCATHCS 10 HOMEHKJIATYPHU
CIPaB KO>KHOT'O POKY BIPOJOBXK BCHOT'O CTPOKY iX BUPIILIEHHS 200 BEICHHS;

CITpaBH MOCTIMHO JA1I0YMX KOJETiaIbHUX OpraHiB (KOJIET1H, pajl, KOMICii, TBOPUUX
rpyIl TOIIO);



CIIpaBU TUMYACOBO J1I0UYHUX OPraHiB, JOKYMEHTH SIKUX € IPABOBOIO MiACTaBOIO JJIsI
MIJITBEPIKCHHS ITTOBHOBA)XKCHh YCTAHOBHM a00 MPHOWHEHHS 11 ISUTBHOCTI
(HampuKJIaa CIpaBH JIIKBIAAIIHHOT KOMICIT).

10. JIo HOMEHKIaTypH CIIpaB BKIFOYAOTHCS, SIK IPABUJIO, OPUTIHAIM IOKYMEHTIB.
3a pimennsam EK ycTaHOBH 10 HOMEHKIIATYpH CIIPaB MOXKYTh BKJIFOUATHCS KOITii
TUPAXXKOBAHUX JIOKYMEHTIB, 110 HAKOMHUYYIOThCS B CTPYKTYPHHUX MiAPO3JiJIax
(po3mopsiA4l TOKYMEHTH, TMOJIOKEHHS PO CTPYKTYpPHI MIAPO3JUIH, IOCAI0BI
THCTPYKIIi TOWIO).

11. Jlo HOMEHKJIaTypH CIIpaB HE BKJIIOYAKOTHCS APYKOBAHI BUAAHHS, TOBIIHUKH (Y
TOMY 4HCIi TenedoHH1), OroJeTeH1, pedepaTuBHI )KypHaH, eKCcrpec-iHPpopMarris.

12. HomeHnknatypa crpaB yCTaHOBU (3BElI€HA) CKIIAJAETHCA 3a YHI()IKOBAHOIO
dbopmoro, HaBeseHO B 1oaaTky 10 mo nmx [IpaBui, Ha miacTaBl HOMEHKJIATYP
CIIpaB CTPYKTYpPHUX MiAPO3AUIIB, PO3POOJICHUX 3a aHAJIOTIYHOI (Popmolo,
HaBeJAEHO B 10oaaTky 11 mo nux [IpaBu.

13. HomeHkIaTypu cripaB yCTaHOBU Ta 11 CTPYKTYPHUX MIAPO3/1T1B 0(OPMITIOIOTh
TaK, K BU3HAUEHO HaJIl.

VY rpadi 1 mpocTaBisieThesa iHACKC KOXKHOI cipaBu. [HAEKC cipaBu CTPYKTYPHOTO
MIJIPO3IUTY CKIAJAETHCS 3 1HAEKCY CTPYKTYPHOTO MiAPO3AUTYy YCTaHOBHU (32
MITaTHUM po3nucoM abo KiIacu(piKaToOpoM CTPYKTYPHUX MIAPO3AUIB) Ta
MOPSIIKOBOTO HOMEpPA CIpaBu B Mexkax miapo3ainy. Hanpuknan: 05-10, xe 05 -
1HJIeKC caMocTiitHoTO Biaainy, 10 - mopsiakoBuit Homep cipaBu, ado 04.1-08, ne
04.1 - ingexc BiAAUTYy Y CKiIaal yrpasiinHs, 08 - MOpsaAKOBUIT HOMED CIIPaBH.

VY rpady 2 BKIHOYAIOTHCS 3ar0JIOBKU CIpaB (TOMIB, YACTHH), sIKI MAaIOTh YITKO, Y
CTHCIIN y3arajabHeHil GopMi BiToOpakaTH CKiIajd 1 3MICT JOKYMEHTIB CIIPaBH.

He no3BossieTbCcsi BXKMBAHHS B 3aroj0OBKax CIpaB HEKOHKPETHUX (POPMYIIFOBAHb
(«maTtepiaim», «3arajbHE JHUCTYBaHHS», «BXIJIHA KOPECIIOHJCHIIISN», «BHXITHA
KOPECTIOHACHIIISD, «(p1HAHCOBA TOKYMEHTAIIis» TOIIO0), & TAKOK BCTABHUX CIIIB 1
CKJIQJIHUX CUHTAKCUYHHUX 3BOPOTIB.

[lin yac ¢opmyJtOBaHHS 3arojiOBKIB CIPaB BpPAaXOBYIOTbCS TaKl O3HAKU
(opMyBaHHS CIIpaB, sIK HOMIHAJIbHA, ABTOPChKA, KOPECIIOHEHTChKA, TPEAMETHO-
nuTagbHa, XpOHOJIOTIYHA, reorpadiuna. JlokymeHTH GOpMyIOTHCS y COpaBU Ha
OCHOBI1 OKpEMO1 03HAaKH a00 CIOIYUYEHHS O3HaK.

3arojoBOK CIIpaBU CKJIQJA€ThCS 3 €JIEMEHTIB, IO PO3MIIIYIOThCA y Takiid
MOCIJJOBHOCTI: Ha3Ba BUJy CIIpaBu (JIMCTYBAaHHS, KypHaJl, KHUTA TOIIO) YU BUIY


https://zakon.rada.gov.ua/laws/show/z0736-15/paran1434#n1434
https://zakon.rada.gov.ua/laws/show/z0736-15/paran1436#n1436

JOKYMEHTIB y cIpaBi (Haka3W, MPOTOKOJM, aKTH TOINO); aBTOP JAOKYMEHTIB
(HallMeHyBaHHSI YCTAHOBH, CTPYKTYPHOTO MIAPO3JAUTY); KOPECIOHIAEHT abo
anapecaT (HaliMeHyBaHHS YCTaHOBH, JIO SIKO1 aapecoBaHl abo Bij sIKOi HaAIWIIIN
JOKYMEHTH); CTUCJIHI 3MICT IOKYMEHTIB CIIpaBU (MMUTAHHS, 3 AKOTO (POPMYETHCS
CIIpaBa); Ha3Ba PErioHy (TEpUTOPii), 3 AKUM MOB’SI3aHUM 3MICT JOKYMEHTA; J1aTa
(mepioma), M0 SIKOi Hajie)KaTh JTOKYMEHTU CIIPaBH; BKa3iBKM HA HASBHICTH KOIIIM
JOKYMEHTIB Y cIipaBi (y pa3i moTpeon).

SAxiio cnpaBa CKIAJAETHCA 3 PI3HUX 32 BUJAAMH JIOKYMEHTIB, TIOB’ I3aHUX OJHUM
KOHKPETHHM MHUTAHHSM Ta MOCIIOBHICTIO BEACHHS A1JI0BOACTBA (CYyI0BI1, CI114l,
0CcO0OBI TOIIO), BXKUBAIOTh TEPMIH «clpaBay, Hampukiad: «OcoboBa crpaBa
[Banuenka Bonogumupa Mukosanosuyay.

VY 3arosioBkax crmpas, 110 MICTSITh JTOKYMEHTH 3 OJHOTO MHUTAaHHS, HE MOB’s3aH1
MOCJIJIOBHICTIO  BEIEHHS MPOLEAYp JIUIOBOJICTBA, BXXUBAETHCA TEPMIH
«JIOKYMEHTH», a TICJI HbOTO B Ay)KKaX 3a3HAYAIOTHCS OCHOBHI BUIU IOKYMEHTIB
cripaBu, Hanpukiaa: «{okymentu (maHu-rpadiky, aHKETH, JOBIJIKK TOIIO) PO
MIPOBEJICHHS OTJIsAly CTaHy JILUIOBOJICTBA Ta apX1BHOT CIPAaBU y BUIIUX HABYAILHUX
3akagax». TepMiH «TOKYMEHTH» BXKHMBAETHCS TAKOX Y 3aroJIOBKax CHpaB, IO
MICTSITh JOKYMEHTH - JI0JJATKU J0 OyAb-SKOTO HOPMATUBHO-TIPABOBOTO akTa abo
PO3IOPATIOTO JOKYMEHTA YCTAHOBU. Y TaKOMY pa3i BUAOBUM CKJIaJl JOKYMEHTIB
HE 3a3Hay4aloTh, HANPUKIaA: «JlOKyMEHTH 10 MPOTOKOJIB 3acijaHb BUCHOI pajau
THCTUTYTY».

VY 3arosjoBkax cmpap, IPU3HAYCHUX JJIS TPYITYBaHHS JOKYMEHTIB OJHOTO BHULY,
3a3HAYAIOTHCS BHUJ JOKYMEHTa y MHOXKHMHI Ta aBTOP JOKYMEHTIB, HAIpHUKIAI:
«Hakasu 3 0CHOBHO1 JisITILHOCT1 TOBAPUCTBAY.

VY 3arosnoBkax copas, 110 MICTSTh JIMCTYBaHHS, 3a3HAYAIOTHCS KOPECHOHACHT 1
CTUCJIUH 3MICT JOKYMEHTIB, HANIPUKJIIAJL: «JIucTyBaHHS 3 MiHICTEpCTBOM OXOPOHH
310pOB’sl YKpaiHu PO CTaH 3/10pOB’S AIT€H JOIIKIIBHOTO BIKY».

V 3aroJyioBKax CIpas, 10 MICTATh JUCTYBaHHS 3 KOPECTIOHIEHTAMH, OHOPIIHUMHU
32  XapakTepoM [ISJIBHOCTI, TaKi KOPECMOHJEHTH HE MepeiuyloThca, a
3a3HAYAEThCS 1X Yy3araJlbHEHE HAWMEHYBaHHs, HAIpUKIAL: «JIuctyBaHHsA 3
OpraHaMHM MICIIEBOIO CaMOBPSAIYBAHHS 3 NUTaHb 3a0€3MEUEHHS COLIAIBHOIO
3aXUCTY HACEICHH.

VY 3aronoBkax crpas, 10 MICTSTh JUCTYBaHHS 3 PI3HUMH KOPECIIOHACHTaMH, Taki
KOPECIOHJEHTH HE 3a3HAYaroThCs, HANPUKIAI: «JIMCTyBaHHS MpO OpraHi3alliio
CeMiHapy 3 MiJIBUIIIEHHS KBaii(iKailii MpaliBHUKIB J1IJIOBOJHUX CIIYKO».



VY 3aroyioBkax crpas, [0 MICTSTh IJIAHOBO-3BITHY JOKYMEHTAI1I0, 3a3HAYA€THCS
nepioa (Micsiib, KBapTaj, MIBpivYs, piK), B SKOMY TIUIAHY€ETbCSI CTBOPEHHSI
JTIOKYMEHTIB, a00 1epiof iX (aKTUUHOTO BUKOHAHHS, HAIIPUKIAI:

1. [Iman OCHOBHUX OpraHi3aiiiiHux 3axo/iB Jlep>kaBHOTO MiAIPUEMCTBA «A30T»
Ha 2014 pik;

2. 3BIT PO BUKOPUCTAHHS 010 >KeTHUX KOITIB 3a IV kBaprtan 2014 poky.

Ilin yac po3MIlIEHHS 3aroJIOBKIB CIpaB y HOMEHKJIATypl BpPaXOBYIOThCS
BaXJIMBICTh JIOKYMEHTIB, BKIIFOUCHUX J0 CIPaBH, X B3a€M0O3B’s130K. Ha modatky
PO3MIITYIOTHCS 3aT'0JIOBKU CITpaB III0JI0 JTOKYMEHTIB, K1 HQIHIIIN Bl OpraHiB
BUIIIOTO P1BHS, JaJll - I[OJ0 OpraHizaliifHO-pO3IOPsa40i TOKYMEHTAlll1, IJIaHOBO-
3BITHOI JIOKYMEHTAIIli, TUCTyBaHHS, 0O0JIKOBO-/I0BIAKOBUX BHIIB JOKYMEHTIB. Y
KOYKHi# 3 IUX TPYIT JOKYMEHTH TaK0X PO3MIIIYIOTHCS 3 YpaxyBaHHSIM BayKJIMBOCTI
Ta CTPOKIB 30€piraHHs.

Bka3ziBky Ha HasSBHICTh KOIIM JIOKYMEHTIB Yy CIIpaBl pO3TalIOBYIOTh MICHs
3arosioBka, Hanpukiaa: «Hakaszu 3 ocHoBHOT AisiibHOCTI 32 2014 pik (Kormii)».

['pada 3 HOMEHKIATYypu 3aMOBHIOETHCS HAMPHUKIHII KAICHAAPHOTO POKY, KOJH
BiJIOMa KUJIbKICTh C(HOPMOBAHUX TOMIB, YaCTHH CIIPABH.

VY rpadi 4 HOMEHKIATypu 3a3HAYAIOTHCA CTPOKH 30€piraHHs COpaB, HOMEPH
CTaTel 3a TUIOBUMHU (TAly3€BHUMH) MEpENIIKaMu JOKYMEHTIB 13 3a3HAYCHHSIM
CTPOKIB iX 30epiraHHs, TUTIOBUMHU 1 TPUMIPHUMHU HOMEHKJIATypaMH CIIPaB.

JlomyckaeTbCs MOCUJIAHHS Ha PsII CTaTel MEPeNTiKy AOKYMEHTIB 13 3a3HaUYCHHIM
CTPOKIB iX 30epiranHHs (y TOMYy YHUCHl Pi3HUX MEPEIIKIB, SKIIO 3aCTOCOBYIOTHCS
TUMOBUH 1 rany3eBuit). [Ipu boMy CTpOK 30€piraHHs 3a3HAYAETHCS BIATOBITHO /10
CTaTTIl, III0 BCTAHOBJIIOE HAUOIIBIITUN CTPOK 30epiraHHs.

JIJist TOKYyMEHTIB, HE TepeA0adYeHUX II0UMMHU TIEpesliKaMH, CTPOKU 30epiraHHs
BU3HAYAIOTHCS Ha MijcTaBi iX BuBueHHs EK ycTanoBu.

VYcraHoBH, y AISIBHOCTI SIKMX YTBOPIOIOTHCA JTOKyMeHTH HA D, moroKyoTh 111
ctpoku 3 EIIK BiAMOBIHOTO JEpKABHOTO apXiBy. Y CTAHOBH, Y MISTbHOCTI SIKUX
HE YTBOPIOIOThCS TokyMeHTH HA®D, morokytoTh 111 cTpoku 3 EK oprany Bumioro
piBHs (32 HagBHOCTI). [Ipy IbOMYy B HOMEHKJIATYypl CIIpaB POOUTHCS MPUMITKA
«Ctpok 30epiranns BcraHoBlieHO» (Ha3Ba EIIK nepkaBHOro apxiBy, IMPOTOKOJI
Ne  Bim  ); «Ctpok 30epiranHs BcTaHOBIeHO» (Ha3Ba EK oprany BuIoro
piBHs, IpOTOKOA N Big_  ».




Jlnst cripaB, cpOpMOBaHMX 13 TUPAKOBAHUX KOIIM JTOKYMEHTIB, BCTAHOBJIIOETHCS
CTpOK 30epiranus «Jloku He MUHE MOTpeday He3aleKHO BiJ CTPOKY 30epiraHHs
OpUT1HATIB JOKYMEHTIB (y TOMY YHCHi 1 JJISI JOKYMEHTIB IMOCTIMHOTO CTPOKY
30epiraHHsa) 0e3 MOCWJIAHHS Ha CTATTIO BIAMOBIIHOIO TEPENIKy JTOKYMEHTIB 13
3a3HAYEHHSIM CTPOKIB iX 30€piraHHs.

Ctpox 30epiranHs cmpaBu  «Jljast  cmy)XO0BOro  KOPHUCTYBaHHS»  HE
BCTAHOBIIIOETHCS, @ Y BIAMOBIIHIN I'padi HOMEHKIATYpU CHPAB MPOCTABISAETHCS
no3Hauka «EK» (excrnepTHa Komicis).

VY rpadi 5 «IIpumiTkay poOasATHCS MO3HAUKY PO NEPEX1IHI CIpaBU; NPO CIPABH,
0 BEAYTHCS B €IEKTPOHHIM (opmi; PO MOCaTOBUX OCIO, BIAMOBIIAIBHHUX 3a
(dbopMyBaHHS CIIpaB; MPo Nepeaady CIpaB 0 apXiBy YCTAHOBU UM 1HIIUX YCTaHOB
JUTSL X TIPOJOBKEHHS TOIIIO.

14. HomeHnknatypa cHpaB YCTaHOBU MIANHUCYETHCS KEPIBHUKOM CIIYKOU
JIIJIOBOJICTBA YCTAHOBHU, BI3YETHCS KEPIBHUKOM apXiBy YCTaHOBM (I10CAJ0BOIO
0c00010, BIAMOBIAAIHHOIO 32 apXiB) Ta cxBamtoeThes EK ycTanoBw.

HoBocTBOpeHi yCTaHOBH HE3alIeKHO BiJl POPMU BIACHOCTI MOBHMHHI HE MI3HIIIE
OJIHOTO POKY 3 TOYaTKy JisUIbHOCTI mojatu cxBajleHy EK ycraHoBu
HoMeHkJatypy cupaB Ha posrisan EIIK (EK) BiamoBigHOI JepxaBHOI apXiBHOI
YCTaHOBHU, apXiBHOTO BIJIJILITY MICBKOI pajii, Y 30HI KOMIUIEKTYBaHHSI SIKUX BOHU
nepeOyBarOTh, JJIsI TPOBEJCHHS €KCIIEPTU3U I[IHHOCTI JOKYMEHTIB 3 METOI0 iX
MOXJIMBOrO BijiHECceHHs 10 HA .

YcraHoBH, y ISUIBHOCTI SIKMX YTBOPIOKOTHCS JoOKyMeHTH HA®, y nojganeiuioMy
noJarwTh CBOW HoMeHknaTypy cnpaB Ha posrisan EINK (EK) BiamosigHO1
JEp>KaBHOT AapXIBHOI YCTAHOBH, AapXiBHOTO BIAALIY MICBKOI paaH, y 30HI
KOMILUIEKTYBaHHS SIKUX BOHU N1€pe0yBatOTh.

YcraHoBU, y [MISUIBHOCTI  SIKUX HE  YTBOPIOIOThCA  JIoKymeHTH HAO,
noAarTh HOMEHKJIaTypy cnpaB EK oprany Buiioro piBHs (3a HasBHOCTI). Y pasi
BIJICYTHOCTI YCTAHOBHM BHILOTO pIBHA HOMEHKJATypa CIPaB CXBaIIOETHCS
BiacHow EK.

15. HomeHnknaTypa chnpaB YCTaHOBU IMIJUISITA€ TOTOJKEHHIO 3 BIANOBIIHUM
Jep>KaBHUM apXiBoM a00 CXBaJIEHHIO OPraHOM BHUII[OTO PiBHS OJIMH pa3 Ha I1 ATh
pPOKIB 200 HEBIJIKJIIAJHO B pa3l ICTOTHHX 3MIH Yy BJIACHOCTI MaiiHa, CTPYKTYpI,
(GyHKIISX Ta XapakTepl poOOTH YCTaHOBH, BTPATH YNHHOCTI TUMTOBUM (TaTy3€BHUM)
NEPETIKOM JOKYMEHTIB 13 3a3HAUYCHHSIM CTPOKIB 1X 30€piraHHs.



16. Tloromxena EIIK BiAmoBIIHOTO JEpKaBHOTO apXiBy HOMEHKJATypa CIpaB
3aTBEPJIKYETHCS KEPIBHUKOM YCTAHOBH.

17. HomeHknaTypa crpaB YCTaHOBH CKJIQJIA€ThCS y YOTUPHOX MPUMIPHUKAX.
[lepmnii  (HETOTOPKAHHWM) TPUMIPHUK 3BEACHOI HOMEHKJIATypH CIIpaB
30epiraeTbca y Cay01 ALIOBOJCTBA, APYTMHA - BUKOPHUCTOBYETHCS CIIYyk OO0
TJIOBOJICTBA AK POOOYMM, TpETIh - TEpPEeAacThCs 10 apXiBy YCTAHOBH IS
3MIMCHEHHS KOHTPOJIO 3a (DOPMYBaHHSM CIpaB y CTPYKTYpPHHUX MiAPO3/iax,
YETBEPTUIM - HAJCWIAETHCS JO BIAMOBIIHOI JEPKaBHOI apxiBHOI YCTaHOBH,
apXiBHOTO BIJJILITY MICBKOI pajaiy ab0 opraHy BUIIIOTO PiBHSI.

YcraHoBH, y NISUTBHOCTI SIKUX HE YTBOPIOIOTHCS NOKyMeHTH HAD, ckianaroTh
HOMEHKJIATypy CHpPaB YCTAHOBU Yy TPbOX MPUMIPHUKAX, SKIIO BOHH HE MAaIOTh
OpraHy BUIIIOTO PiBHSI.

18. HomeHnknaTypa crpaB CTPYKTYPHOTO MiAPO3AUTY YCTAaHOBH CKJIAQIAETHCS Y
nBoX mnpumipHukax. OAuH TPUMIPHUK HOMEHKJIATYpHU TMEPENaEThCS CIyXKOi
TIIJIOBOJCTBA.

JInst BUKOpUCTaHHS B POOOTI CTPYKTYpHI MIAPO3AUIM YCTaHOBH OTPUMYIOTh
3aCBIIUCHI B YCTAHOBJIICHOMY TIOPSJAKY BHUTSTH 3 BIANOBIJHUX PO3JALTIB
3aTBEP/PKEHOT HOMEHKJIATypHU CIIPaB YCTAaHOBH.

19. IIpotsirom poKy CTPYKTYpHI IMiAPO3AUTH 3a0€3Medyr0Th BEASHHS HOMEKIIATY]P
CIIpaB, 30KpeMa 3a HEOOX1JTHOCTI BHOCSTH JI0 HUX 3a MOTOJKEHHSIM 31 CIIYK0010
JIJIOBOJICTBA Ta apXiBOM (ITOCa0BOIO 0CO00I0, BIAMOBIJAIBHOIO 32 apXiB) HOBI
CIpaBd, HE mependadyeHi YNHHOK HOMEHKJIATYpOIO CIpaB, 3aCTOCOBYIOUM IIPH
[IbOMY P€3€pBHI HOMEPHY HAMPHUKIHIII HOMEHKJIATYpPH.

20. HampukiHili poKy HOMEHKJIaTypa CIIpaB YCTaHOBU 00OB’I3KOBO 3aKPUBAETHCS
M1JICYMKOBHUM 3aMMCOM, IO MIANUCY€E KEPIBHUK CIY>KOM J1JIOBOJICTBA YCTAaHOBH.
[Ipo dakTHyHy HAABHICTH 3aBEJACHUX 3a PIK CIpPAB MOBIIOMIISETHCS KEPIBHUK
apXxiBy yCTaHOBH (mocagoBa ocoba, BIMOBIAaIbHA 32 apXiB).

21. Iloromxkena 3 EIIK BianosigHoro aepxaBHoro apxiBy (EK oprany Buioro
piBHS) HOMEHKJIATypa CIIPaB YCTAHOBHU HAINPHUKIHII KO)KHOTO POKY YTOUHIOETHCH,
NEPEAPYKOBYETHCS, 3aTBEPKYETHCSI KEPIBHUKOM YCTAHOBU Ta BBOJIUTHCS B 11O 3
01 ciuHsS HOBOTO POKY.

2. @opMmyBaHHS CIPaB



1. CnpaBu (OpMyIOThCSI B YCTAHOBI, SIK MPaBWJIO, JICIICHTPaIi30BaHO, TOOTO B
CTPYKTYpHHUX Tiapo3aiiax. B ycraHoBax 3 o6csiroMm TokyMeHTOooOiry 10 10 TwHC.
JIOKYMEHTIB Ha PiK MOXKJIUBE (DOPMYBaHHS CIIpaB y CIyk01 A1IOBOJICTBA.

2. ITix gyac hopMyBaHHS CIpaB CIiJl JOTPUMYBATHUCS TAKUX 3araJIbHUX TTPABUII:

— BMIIlyBaTU y CHOpPAaBU TUIBKM BUKOHAaHI JOKYMEHTH BIANOBIIHO [0
3aroJIOBKIB CIIpaB y HOMEHKJIATYPI;

— TpyIyBaTH y CIPaBU JOKYMEHTH, BUKOHAHI ITPOTITOM OJTHOTO KaJeHIapPHOTO
POKYy, 3a BHHATKOM TIEPEXiIHUX CIIpaB Ta CYyJOBHX CIIpaB (BEIyThCA
IPOTATOM KIJIBKOX POKIB JI0 iX 3aBEpIIICHHS ), 0COOOBUX crpaB ((POpMyIOTHCS
IPOTATOM IEepioy poOOTH 0CcOOM B Il YCTaHOBI), JOKYMEHTIB BUOOPUUX
OpraHiB Ta iX MOCTIMHUX KOMICIH, JemyTaTchkux rpyn ((popMyroTbes 3a
mepiof iX CKIMKaHHS), JOKYMEHTIB HaBUaJbHUX  3aKjiafiiB, IO
XapaKTepU3YIOTh  HaBYAIBHO-BUXOBHUH  mporiec  (popMyroThcs  3a
HAaBUYAJIIBHUN PIK), JOKYMEHTIB TE€aTpiB, II0 XapaKTePU3YIOTh CIICHIYHY
IisnpHICTh  ((POPMYIOTBCS 32 TeaTpallbHMM Ce30H), crpaB (UIBMIB,
PYKOIIUCIB, 1CTOP1iA XBOPOO;

— BMIIIIYBaTH y CIIPABH JIMILIE OPUTIHAIH a00 y pa3l iX BIACYTHOCTI 3aCBIYECH1
B YCTAHOBJICHOMY MOPSJIKY KOMii JOKYMEHTIB;

— HE JIONYCKAaTH BKJIIOYEHHS JO CIpPaB YOPHOBHUX, OCOOMCTHUX TOKYMEHTIB,
PO3MHOXKEHHUX KOIIi# Ta JOKYMEHTIB, IO IMiJIATal0Th MOBEPHEHHIO;

— 710 CIIpaBM BKJIIOYATH JOKYMEHTH TUIBKH 3 OJHOTO NMUTAaHHSA abo Tpymu
CIIOP1IHEHUX NMUTaHb, 10 CTAHOBJIATh €IMHUN TEMAaTUYHUN KOMILIEKC;

— OKpEeMO IpynyBaTH y CIpaBU JOKYMEHTH MOCTIHHOTO, TpuBajoro (monax 10
POKiB), THUMYACOBOTO 30€piraHHs;

— 3a 00csroM crpaBa MocTiiHOro Ta TpuBajaoro (monaa 10 pokis) 30epiraHHs
HE MOBUHHA nepeBulryBat 250 apkyiniB (He Oiabiie 40 MM 3aBTOBIIIKH).

3. Sk BUHSATOK, KOJU IILOTO BUMarae crnerudika poOOTH yCTaHOBH, JOKYMEHTHU
MOCTIHHOTO Ta THUMYacoOBOro 30epiraHHs, MOB’s3aHI 3 BUPIMICHHSM OJHOTO
MUTAaHHS, MOKYTh TUMYAaCOBO IPyIyBaTHUCS BIIPOJIOBXK POKY B OJIHY cripaBy. [Ticis
3aKIHUYCHHS POKYy a0o0 BHUPINIEHHA NUTAaHHA 3rajaHl JOKYMEHTH ITOBHHHI
BMIIIyBaTUCSI B OKPEMi CIpaBU 3TIHO 3 HOMEHKJIATYpOIO CIpaB 3a TaKUM
NPUHIMIIOM: J0 OJHIEI CIpPaBU BMIIIYIOTHCS JTOKYMEHTU TIJIBKH TOCTIHHOTO
30€epiraHHs, a JI0 1HIIO1 - TUMYAaCOBOIO.

4. JIoKyMEHTH TPYIYIOThCS y CIpaBd B XPOHOJOTIYHOMY Ta/ab0 JIOTIYHOMY
MOPSAKY.

5. ITlonoxkeHHs, mpaBWia, IHCTPYKIi TOIIO, 3aTBEPIKEHI PO3NOPATIUMU
JTOKyMEHTaMH, TPYMYIOThCA pa3oM 13 3a3HAYCHUMHU JOKyMEHTaMH. SIKIO BOHU



3aTBEP/KEH] K CaMOCTIMHI JIOKYMEHTH, iX (OPMYIOTb B OKpeMl CIpaBU 3a
BUJIAMU 1 XPOHOJIOTIEIO.

6. Haka3u (po3nopsikeHHs1) 3 MUTaHb OCHOBHOI MAISUIbHOCTI YCTaHOBH, 3
aJAMIHICTPAaTUBHO-TOCIIOIAPCHKUX TMHUTaHb, 3 KaApOBUX MHUTaHb (0COOOBOIO
CKJIaJly) TPYNYIOThCS Yy PI3HI CIPABH.

Hakasu 3 kaapoBux nutanb (0COOOBOTO CKIIaay) TPYIYIOThCS BIAMOBIAHO JI0 iX
BUJIIB Ta CTPOKIB 30epiranHs. He 103BOJsi€TbCS TpymyBaTH pa3oM HaKasH
TpuBanoro (75 pokiB) Ta TUM4acoBOro (5 pokiB) 30epiranHs. JOUiIbHO TpH
BEJIMKMX 00CArax JOKYMEHTIB Haka3M 3 KaJpOBHUX IHUTaHb (0COOOBOI0 CKiIaay),
IO CTOCYIOTHCS PI3HUX HAIpPSAMIB AiSUTBHOCTI YCTaHOBH (NIpUMaHHS Ha poOOTY,
3BIJIbHEHHSI, PEMIIOBAHHS, BIIPSAKEHHS, BIAMYCTKHU TOIIO), TPYIyBaTH B OKpeMi
CIipaBd. SIKIO Pi3HMX BHUJIB HakKa3lB 3 KaJpPOBHUX IHTaHb (0OCOOOBOI0 CKIIAdy)
CTBOPIOETHCSI HE3HAYHA KUIBKICTh, X JO3BOJSETHCS TPYMyBaTH 3a CTPOKAMHU iX
30epiraHHs: B OJHY CIpaBy - HaKa3d TPUBAJIOTO CTPOKY 30epiraHHs, B 1HIIY -
THMYaCOBOI'O CTPOKY 30epiraHHS.

7. JJOKyMEHTH 3aciJJaHb KOJIET1aJbHUX OPraHiB IPyNYyIOTHCS Y JB1 CIIPABU:

— TPOTOKOJW 1 JOKYMEHTHU 0 HHUX (JIOTMOBIiJi, JOBIJAKH, MPOEKTH PIIICHB
TONIO);

— JIOKYMEHTH 3 Oprasizailii 3acijianb (OPSJ0K JICHHUN, MaKeT pO3MIILCHHS,
CITUCOK 3aMpOIIEHUX TOIIIO).

8. Ilpotokonu 3acijaHb KOJETiadbHUX OpraHiB TPYNYyHOThCA Y CIOpaBU B
XPOHOJIOTIYHOMY TIOPSJIKY 1 32 HOMepaMHu. JIoKyMeHTH 110 3aciiaHb 3a3HAYCHUX
OpraHiB CHCTEMaTH3YIOThCS 3a JaTaMH Ta HOMEpaMH IMPOTOKOJIB, a B MexkKax
IpyIU JOKYMEHTIB, 1[0 CTOCYIOTHCSI OJTHOTO MPOTOKOITY, - 3a MOPSAIKOM JTEHHUM
3acClIaHHs.

9. JlopydeHHS yCTaHOB BHUIIIOTO PIBHS 1 JOKYMEHTH, ITOB’3aHi 3 1X BUKOHAHHSM,
IPYIYIOTBCSL Y CIPaBH 3a HAMpsMaMHu MisUIBHOCTI yCTaHOBU ab0 3a aBTOpaMH
IHILIATUBHUX JOKYMEHTIB. JIOKyMEHTH y HEBEJUKIN KIIBKOCTI TPYMYyHOThCA B
OJIHY CIIpaBy. Y CIpaBi JOKYMEHTH CHCTEMATHU3YIOThCS 32 JaTaMu JOPYICHb.

10. 3aTBep/keH1 TUIaHU, 3BITH, KOIITOPUCU, TUTYJbHI CHUCKU TPYIYIOThCA Y
CIIpaBH OKPEMO BiJl MPOEKTIB IIUX JOKYMEHTIB.

11. JIuctyBaHHS TpymyeThCA 3a 3MICTOM Ta KOPECIOHAEHTCHKOIO O3HAKOIO 1
CUCTEMATU3yEThCS B  XPOHOJOTIYHOMY  MOPSAKY:  JTOKYMEHT-BIJIMOBIIb
PO3MIIIYETHCS 3a JOKYMEHTOM-3aITUTOM.



12. B ocoboBux cmpaBax, mo (HOpMYyIOTbCS BIPOJAOBXK YChOTO Yacy poOOTH
MpaIiBHUKA B YCTaHOBI, TOKYMEHTH TPYIYIOThCS B XPOHOJIOTIYHOMY TOPSJIKY B
MIpy 1X HaJXOJUKEHHsS (TOMOBHEHHs) (3asBa MpPO TPUUHATTA Ha pPoOOTY,
MMCbMOBUH TPYJOBUW JOTOBIp (KOHTPAKT), KOMIi a00 BUTATH 3 PO3MOPAIINX
JTOKYMEHTIB (HaKa3iB, PO3MOPAKEHb) MPO MPUUHATTS Ha PoOOTY, OCOOOBHIA
JUCTOK 3 OOJIIKY KaJpiB, JOMOBHEHHS /10 OCOOOBOTO JINCTKA 3 OOIIKY KaJpiB,
aBToOiorpadisi, KOIisl macrnopTa, Kormis OOJIIKOBOI KapTKHU IUIATHUKA MOJIATKIB
(xpiM Pi3nuHMX 0Ci0, SIKI Yepe3 CBOI pesiriiHi NePEeKOHAHHS B1IMOBIISIFOTHCS BiJl
NPUUHATTS PEECTpAIliHHOrO HOMEpa OOJIIKOBOI KapTKH IJIaTHHUKA TMOJATKIB Ta
MOBIJIOMWJIM TPO 1€ BIJMOBIJHUN KOHTPOIIOYUN OpraH i MarmTh BIIMITKY Y
MacropTi), KOmisl BINCHKOBOTO KBHUTKA (Y pa3l HaAsBHOCTI), KOIi JOKYMEHTIB MPO
OCBITY, HAyKOBUM CTYIiHb, BYECHE 3BaHHA, 3asBH MPO TEPEBEICHHS Ha I1HIIY
poboty (mocajay), CyMiCHUIITBO, 3MIHY OlorpadiuHUX JaHHUX, KOIii a00 BUTATH 3
PO3MOPSAYMX TOKYMEHTIB (HaKasiB, PO3MOPSIKEHB) PO MEPEBECHHS Ha IHIITY
poboty (mocamy), CyMICHHIITBO, KOIIii TOKYMEHTIB, II10 € MiJCTaBaMU JJIsl HaTaHHS
NUIbr (32 HasIBHOCTI), KOIIi JIOKYMEHTIB IPO BHECEHHS 3MiH JO0 OOJIKOBUX
JOKYMEHTIB Yy 3B’SI3Ky 31 3MiHOIO OilorpadiuHux AaHux (Mpi3BUINA, IMEHI, IO
0aTbKOB1), XapaKTEPUCTHUKHU, KOMIi JOKYMEHTIB MPO MiABUILECHHS KBamidikallii,
CTQ)XXyBaHHS, 3a0XOYCHHS (HAropoOJKEHHs, IPEMIIOBaHHS), JOKYMEHTH 3
aTecTallii, 3asgBa MpO 3BUIBHEHHSA 3 POOOTH, KOMii a00 BUTITH 3 PO3MOPSTINX
JOKYMEHTIB (HaKa3iB, po3MOPSIKEHb) MPO 3BIILHEHHS 3 POOOTH).

Jlo 0coboBoOi crpaBu OOOB’S3KOBO CKJIQJA€ThCS BHYTPILIHIA OMKC, SKHUM
PO3MIIIYETHCA HA MOYATKY CIIPABH.

BigoMocTi mpo CTATHEHHS, 3a0XOYEHHS, BMKOHAHHS OOOB’S3KIB THMYacOBO
BIJICYTHBOTO Mpal[iBHUKA, 3aMIIMICHHS BAKaHTHOI MOCAAuM BHOCSTHCS [0
JOTIOBHEHHS /0 0COOOBOTO JIUCTKA 3 OOJIKY KaJpiB.

{Ilynkt 12 tnaBu 2 posnury IV B pemakuii Haka3zy MiunictepcrBa toctuiiii No
2277/5 Bin 04.07.2018}

13. Oco0oBi cnpaBu JepkKaBHUX CIIY>KOOBIIB (HOPMYIOTHCS BIAMOBIIHO [0
[Topssnky BeneHHs Ta 30epiraHdss 0coOOBHX cOpaB JEPKAaBHUX CIIYKOOBIIIB,
3aTBEPKEHOr0 Haka3oM HarioHanbHOTo areHTcTBa Y KpaiHu 3 MUTaHb JAep>KaBHOI
cnyx0u Big 22 6epesnst 2016 poky Ne 64, 3apeecTtpoBaHoro y MiHICTEpCTBI
roctuilii Ykpaiau 15 kBiTHa 2016 poky 3a Ne 567/28697 (i3 3miHamu).

{ITynkt 13 tnaBu 2 po3ainy IV B pemakiii Hakazy MinictepctBa toctuiii Ne
2277/5 Bim 04.07.2018}

14. Po3paxyHKOBO-IIaTI>KH1 B1IOMOCTI (0OCOOOB1 paXyHKH ) MPaLIBHUKIB YCTAHOBH
CHUCTEMAaTU3YIOThCSl B MEXaxX POKY 3a MpI3BUIAMHU B alipaBITHOMY MHOPSAKY, a


https://zakon.rada.gov.ua/laws/show/z0791-18/paran25#n25
https://zakon.rada.gov.ua/laws/show/z0791-18/paran25#n25
https://zakon.rada.gov.ua/laws/show/z0567-16/paran13#n13
https://zakon.rada.gov.ua/laws/show/z0791-18/paran25#n25
https://zakon.rada.gov.ua/laws/show/z0791-18/paran25#n25

BIJIOMOCTI Ha BHIUIATy Tpouied (BIAOMOCTI HapaxyBaHHS 3apOOITHOI IUIATH)
(bOpPMYIOTHCS MIOMICSIIA B MEKaX POKY.

15. 3BepHEHHS TpPOMaJsiH 3 MUTaHb POOOTH YCTAaHOBU Ta BCl JOKYMEHTH 3 iX
PO3TJISAY 1 BAKOHAHHS TPYMYIOTHCS OKPEMO BiJ 3BEpHEHb TPOMAJISIH 3 0COOMCTHX
NUTaHb. 3BEPHEHHS TPOMAJIIH 3 OCOOMCTHX MHUTaHb 3QJIEKHO BiJ 1X KIJIBKOCTI
JOITHHO TPYMYyBaTH 3a MUTAHHIMU, HATIPUKJIIAJ: 3 MUTaHb POOOTH TPOMAICHKOTO
TPaHCIOPTY, 3 MUTaHb MEAUYHOrO O00CIyroByBaHHs Toio. KoxkHe 3BEepHEHHS 1
JOKYMEHTH 3 MOr0o po3MIsiAy CKJIAJa0Th y CIpaBl caMoCTiiiHy rpymny. [ToBTopHI
3BEpPHEHHS 1 JOKYMEHTH 3 iX PO3MVISIAYy CHCTEMATHU3YIOTh y CIPaBH Pa3oM 3
MOTNIEPEHIMU.

16. MeToanuHe KEpiBHUIITBO 1 KOHTPOJIb 32 (OPMYBaHHSIM CIIPaB B YCTAHOBI Ta ii
CTPYKTYPHHUX MiApO3/ijIaX 3MiHCHIOIOTHCS CIIy>XK0010 A1J0BOJICTBA Ta apXiBOM
YCTaHOBH.

3. 30epiranHsi JOKYMEHTIB y JiJIOBOJCTBI

1. JIOKyMEHTH 3 MOMEHTY CTBOPEHHS UM HAJXOPKCHHS 1 0 MepelaBaHHS Ha
30epiradHsi B apXiB YCTaHOBU 30€piraroThcsl 3a MiclieM (pOpMyBaHHs CIpaB y
CITy>k01 JIJIOBOJICTBA UM 1HIIKUX CTPYKTYPHHUX MIJIPO3JIUIaX YCTAHOBH BIJIMOBIIHO
710 HOMEHKJIATypHU CIIPaB.

2. KepiBHUKY CTPYKTYpHHUX MiAPO3/ILJIIB YCTAHOBH 1 MPAI[IBHUKH, BiJIIMOBIIAJIbHI
3a OpraHizaiilo JUIOBOJICTBA B IMX MiAPO3/Aiiax, 3000B’s3aHl 3a0e3MeYuTU
30epiraHHsi JOKYMEHTIB 1 CIIPaB.

3. Jlma 30epiraHHsl cripaB y JAUIOBOJICTBI BUKOPUCTOBYIOTh KApTOHHI TEKH 13
KJarmaHamMu a0o 3aB’sg3KamMu, KapTOHHI a00 IJIacCTMAcOBl IIBHUJKO3IIMBayl. Y
poOoUYMX KiMHATax CIpaBU MOBUHHI 30€pIraTUCh Y BEPTUKAIBHOMY MOJIOKEHHI B
madax, MO0 3akpuBaroThca. [ MABUIEHHS OMNEPAaTUBHOCTI  PO3UIYKY
JOKYMEHTIB CIPaBU PO3MIIIYIOTHCA BIAMOBIAHO 1O HOMEHKJIATypu cmpaB. Ha
KOPIHIISIX OOKJIAJUWHOK CIIpaB 3a3HAYalOThCA 1HJIEKCH Ta 3arojiOBKU 3a
HOMEHKJIATYpOIO CITpaB.

4. MarsiTHl cTpiuku Ta uu@poBl Hocli 1H(opmalli 3 (GoHOrpaMamu 3acigaHb
KOJICT1aJIbHOTO OpraHy 30epiraroThCsa B Moro cekperaps. Ha ctpiurmi 1 kopoOiri
pOOUTHCS BIAMITKA MPO JaTy 3acijaHHs 1 yac 3anucy. Cekperap KoJeriaabHOIo
OpraHy BIIMOBIJIA€ 3a iX 30epiraHHs.

5. Bupmaua cnopaB y TUMYacoBE KOPHUCTYBAHHS TpPalliBHUKAM CTPYKTYPHUX
MIIPO3JUIIB YCTAHOBH 3MIMCHIOETHCS 3 JI03BOJY KEpIBHHKA CTPYKTYPHOTO
niapo3aily, B sIKoMy Oyio c(opMOBaHO cHopaBy, IHIIAM YyCTaHOBaM - 3



MMCBMOBOTO JIO3BOJIy KEpiBHHMKA YCTaHOBH. Ha BHIaHy chpaBy CKJIaJa€ThCs
KapTKa-3aMiHHUK 32 (hOPMOI0, HaBEJEHOIO B 10AaTKy 12 o nux [IpaBwmi. VY kaprii
3a3HAYAIOThCS HAWMEHYBAaHHS CTPYKTYPHOTO TIAPO3IUTy, 1HACKC CIIPaBH,
3arojIOBOK CIIpaBMW, jJaTa ii Bujadi, ocola, sKii chpaBy BHJAHO, Jara ii
MTOBEPHEHHS, MANKUCH 0C10, K1 BUJAJIN Ta IPUUHSIIN CIIPaBY.

[TocamoBa ocoba, ska BUAaja Ta MPUNUHsIIA CIpaBy, 3000B’sA3aHa 3I1HCHUTH
NepeBIPKY HASIBHOCT1 JIOKYMEHTIB y CITpaBi.

He no3BossieThCs BUJABAaTH y THUMYAcOBE KOPUCTYBaHHS —IMpalliBHUKAM
CTPYKTYPHHUX IIJIPO3/ILJIIB YCTAHOBU OKPEMI IOKYMEHTH 31 CIIPAB.

6. Hamanus cnpaB y TUM4YacoBE KOPUCTYBAHHSI 3J1MCHIOETHCS HE OLIBII SIK HA
OJIUH MICSIIb.

7. BuiydeHHs OpUTiHAIIB JOKYMEHTIB (CHpaB) JMAOMYCKA€ThCA 3 J03BOJY
KEpIBHUKA YCTAHOBH 3 JOTPUMAHHIM BHMOT, 3a3HAYEHUX y MYHKTI 14 po3ainy I
uux [Ipasu.

8. ¥ pa3l BTpaTd JOKYMEHTIB 1 CIpaB, II0 YUCIATHCS 32 HOMEHKJATYpPOlO, Y
CTPYKTYPHHUX IMAPO3iIaX BXKUBAIOTHCS 3aX0AW BIATOBIIHO 10 NYHKTY 9 Ti1aBu 2
po3auny V nux IIpasun.

{Ilynkt 8 rnmaBu 3 posauty IV 13 3MiHamu, BHeceHUMH 3TiHO 3 Hakazom
Minictepcrsa roctuttii Ne 2277/5 Bin 04.07.2018}

V. Exkcrieprusa HiHHOCTi JOKYMEHTIB

1. HopMaTuBHO-METOAMYHI 32CaIN €KCNEPTHU3H iHHOCTI JOKYMEHTIB

1. ExcriepTu3a 1iHHOCTI IOKYMEHTIB TPOBOAUTHCS BIJIMOBIHO A0 3aKOHO/IABCTBA
y cdepi apXiBHOI CIIpaBH Ta A1IJIOBOACTBA, TUIIOBUX Ta rady3eBUX MEPEIiKiB BUIIB
JOKYMEHTIB 13 HOPMAaTUBHO BCTAHOBJIICHHMMHM CTPOKaMu 1X 30epiraHss,
3aTBEP/KEHUX BIAMOBIIHO JO 3aKOHOJIABCTBA, THUIMOBUX 1 MPUMIPHUX
HOMEHKJIATYp CIIpaB, 1HIIUX HOPMATHUBHO-TIPABOBUX aKTIB 3 MUTAHb CKCIEPTU3U
I[IHHOCTI.

{IlyukT 1 rnaBu 1 po3niny V B penakuii Hakazy MinictepctBa roctuii Ne 2277/5
Big 04.07.2018%}
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2. Jlnis opraHizailii Ta IpoOBEAEHHS €KCIEPTU3H LIIHHOCTI JOKYMEHTIB B yCTaHOBAX,
0 € IOPUAWYHMMH 0CO00aMH, YTBOPIOIOThCA MocTiiiHO mitoui EK, mo airoTh
BIJIMOBITHO J0 MOJIOkKEHb MPO HUX.

VY My3zesx 1 010miorekax, 1Mo MepedyBalOTh y JAEp>KaBHIA YU KOMYHaJIbHIM
BJIACHOCTI, TPOBEACHHS E€KCHEPTU3U LIHHOCTI JIOKYMEHTIB IOKJIaJIa€ThCs
BIJIMOBITHO 710 3aKOHOAABCTBA Ha (POHIOBO-3aKyiBeIbHI KoMicii (mam - ®3K) Ta
eKkcrnepTHO-o11HHI KoMmicii (maini - EOK). V nonoxennsx npo ®3K myseis Ta EOK
010J110TeK 3a3HAYAIOTHCS 3aBJaHHS, TTOB’A3aH1 3 €KCIIEPTU30I0 IIHHOCTI apX1BHUX
JTOKYMEHTIB.

Jlep>kaBH1 OopraHu, OpraHu MiCIIEBOTO CAaMOBPSITYBaHHS, I€pKaBHI Ta KOMYHAJIbHI
MIMPUEMCTBA, YCTAaHOBU Ta OpraHizallli po3po0ssatoTs nojoxkeHnHs npo EK Ha
miacTaBl THUIIOBOrO MHOJIOYKEHHS IIPO E€KCIEPTHY KOMICIIO JIEPKABHOI'O Opragy,
OpraHy MiCILI€BOT'0 CAMOBPSTYBaHHS, ICP>KABHOTO 1 KOMYHAJIBHOIO MiATPUEMCTBA,
YCTAHOBM _Ta OpraHizaiili, 3aTBEp)KEHOTO Haka3oM MIiHICTEpCTBA IOCTHUIIIT
VYkpainu Big 19 uepsusa 2013 poky Ne 1227/5, 3apeectpoBaHoro y MiHicTepCTBI
roctuilli Ykpainu 25 uepBus 2013 poky 3a Ne 1062/23594 (i3 3Minamu).

O0’enHaHHs TPOMAJsH, PENIriiiHl opraHizailii, MiANPUEMCTBA, YCTaHOBH Ta
oprasizailii, 3aCHOBaHI Ha TMpUBaTHIX ¢GOpPMI BIACHOCTI, a TAaKOX JCp>KaBHI
HAyKOB1 YyCTAHOBM IIiJi dYac IMATOTOBKU IojoxkeHb Iipo EK kepyrorhbes
pPEKOMEHIAIISIMU Y KpJIepKAPXIBY.

{Ilyakt 2 rnaBu 1 po3ainy V i3 3miHamu, BHeceHMMH 3rigHO 3 Hakazom
MinicrepcTBa roctumii Ne 2277/5 Bin 04.07.2018%}

3. YV cBoii pismbHOCTI EK, ®3K, EOK ycTaHOB KepylOTbCsl MPUHLHUIAMH 1
KPUTEPISIMU  €KCTIEPTU3H IIHHOCTI JOKYMEHTIB, yCTaHOBJeHUMH [lopsiaikom
YTBOPEHHS Ta JISUIBHOCTI KOMICIA 3 TIPOBEACHHS E€KCHEPTHU3M IIHHOCTI
JIOKYMEHTIB, 3aTBEp/>KeHUM TocTaHoBoro Kabinety MinicTpiB Ykpainu Big 08
ceprHs 2007 poxky Ne 1004 (i3 3MiHaM#u).

4. EK ycTtaHoBH, y JISUTBHOCTI IKO1 YTBOPIOIOThCS TOKyMeHTH HA®, npuitmae
pillIEHHS MPO:

— cxBasiedHs 1 noganHsa 10 EIIK nepkaBnoro apxiBy (EK apxiBHOTrO Bimauty
palioHHOi, paiioHHux Yy Mictax KwueBi 1 CeBacTomnoyi JAep:KaBHUX
aJAMIHICTpallli, MICHKOI pajii) MPOEKTIB TaKUX JTOKYMEHTIB: OMHCIB CIpaB
NOCTIHHOTO 30epiraHHs, ONUCIB COpaB 3 KaJAPOBHX MNUTaHb (0COOOBOTO
CKJIaJly), HOMEHKJIATyp CHpaB, IHCTPYKIIA 3 AJIOBOJCTBA, MOJOXKEHBb PO
CIykOm AinoBoAcTBa, apxiBHI migpo3aiin Ta EK, aHOTOBaHWX MeperiKiB
yVHIKQIbHUX JOKyMeHTIB HA®, akTiB Mpo BWIyYEHHS ISl 3HUIICHHS
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JOKYMEHTIB, He BHeceHUX 10 HA®D, akTiB mpo BHIyYEHHS JOKYMEHTIB 3
HA®, akTiB npo HEBUINPABHI MOIMIKOIKEHHS cripaB (qokyMeHTiB) HAD;

— CXBaJICHHS:

— omnwuciB cnpa TpuBaioro (moxHas 10 pokiB) 30epiraHHs;

— aKTiB NP0 HEBUIIPABHI MOLIKOJXEHHSA CIpaB (JIOKYMEHTIB) TpPHUBAJIOrO
(monan 10 pokiB) 30epiraHHs Ta 3 KaJpOBUX MUTaHb (0COOOBOTO CKIIANY);

— HOMEHKJIATyp CIIpaB, OMHUCIB cripaB TpuBajaoro (monas 10 pokiB) 30epiranHs
YCTaHOB, IO HajexaTh A0 cepu YNpaBJIiHHS OpraHy BHUILOTO PIBHS Ta y
TISTTBHOCTI SIKUX HE YTBOPIOIOTHCS ToKyMeHTH HAD.

5. EK ycTaHOBH, y AiSTIBHOCTI SIKOi HE YTBOPIOIOTHCS JoKyMeHTH HA D, mpuiimae
pilIeHHS MPO:

— cxBasiedHs 1 noganus 10 EIIK nepskaBnoro apxiBy (EK apxiBHOrO Bijauty
palionHoi, paiionHux y wmictax Kwuesi 1 CeBacromom aepKaBHHUX
aJAMIHICTpalllil, MICbKOT pajiy) MPOEKTIB TAKMX JOKYMEHTIB: OMUCIB CIIPaB 3
KaJIpOBUX MUTAaHb (0COOOBOIO CKJIAy), aKTiB PO BIIIYYEHHS JJISI 3HUILICHHS
TOKYMEHTIB, HE BHeceHUX 10 HAD;

— CXBaJICHHS:

— 1HCTPYKIIIi 3 A1JIOBOJCTBA;

— HOMEHKJIATYpH CIIPaB;

— TIOJIOXKEHHS MPO CIIY>KOU J17I0BOJICTBA, apXiBHI miapo3aum ta EK;

— OnucCiB crpaB TpuBaioro (monaja 10 pokiB) 30epiranHs;

— aKTiB MNP0 HEBUIIPABHI TMOLIKOJXEHHSA CIpaB (JIOKYMEHTIB) TpPHUBAJIOrO
(monaz 10 pokiB) 30epira”Hs Ta 3 KaIpOBUX MUTaHb (0COOOBOIO CKIIATY);

— HOMEHKJIATyp CIpaB, OMKCIB cripaB TpuBaioro (monaa 10 pokis) 30epiraHHs
YCTaHOB, 10 HajexaThb M0 cdepu YIpaBlIiHHSA YCTAaHOBU Ta Yy IISUIBHOCTI
AKHX HE YTBOPIOKOTHCS JOKyMeHTH HAD.

6. EK onHO4YacHO po3risijiae OMyUcH cpaB Ta aKTH PO BUITYUYECHHS JJIs1 SHUIEHHS
JTOKyMEHTIB, HEe BHeceHUuX 10 HA®D, a Takok akTh PO BUIIYUEHHS JOKYMEHTIB 3
HA® pa3om 3 akTaMu po HEBUIPABHI MOIIKOKEHHS cripaB (IokymeHTiB) HAD
(3a X HasSBHOCT1).

7. Buecenns qokyMeHTIB ycTaHOB 10 HA® 3miiicHIOETBCS Ha MiACTaBl PIICHHS
EIIK nepsxaBHOTO apXiBy IpoO CXBaJ€HHS OMKUCIB CIIpaB MOCTIHHOTO 30epiraHHs Ta
10T0 3aTBEPKCHHS KEPIBHUKOM YCTAHOBH.

2. Ilopsiiok npoBeIeHHS eKCMEPTU3M HiHHOCTI JOKYMEHTIB

1. ExcriepTu3a 1iHHOCTI IOKYMEHTIB B YCTAHOB1 TPOBOAUTHCS:



— Yy NOTOYHOMY JUIOBOACTBI - IMiJI Yac CKIAJaHHS HOMEHKIATYp CIIpaB,
(popMyBaHHS JOKYMEHTIB Yy CHOpPaBH 1 TEPEBIPSHHSA MNPaBUIBHOCTI
BIJIHECEHHSI JOKYMEHTIB /10 BIJANOBIAHUX CIpaB, MiATOTOBKH CHPAB 0
nepe/laBaHHs Ha apXiBHE 30€pIraHHs;

— B apXIBl YCTAHOBH - y MpOILIeCi MPUUMaHHS CHpaB 10 apXiBy Ta MiArOTOBKU
CIIpaB Ha MOCTIWHE 30epiraHHs.

2. ExcmepTusa IIIHHOCTI JIOKYMEHTIB Y IIJIOBOJCTBI NMPOBOIUTHCA IIMOPOKY B
CTPYKTYPHHUX IMIAPO3A1IaX YCTAaHOBU 0€3MOCePeTHhO 0CO0aMH, BIIMOBIAaIbHUMHU
3a OpraHizailiio JIIJIOBOJCTBA B IMX Miapo3auiax, pazom 3 EK mig meToanyHum
KEPIBHULITBOM CJIY>KOM A1JI0BOJICTBA Ta apXiBY YCTaHOBH.

OpranizaiiiiHy Ta METOAUYHY JIONIOMOTY Yy MPOBEACHHI €KCIEePTU3U I[IHHOCTI
Hagae EINK nepxxaBuoro apxiBy (EK apxiBHOro BiiIiay palOHHOI, palOHHUX Y
mictax Kuesi 1 CeBacTono aep>KaBHUX aIMIHICTpalliil, MICbKOI pajn).

3. Ilim yac mnpoBeAEHHS EKCHEPTU3W IIIHHOCTI JOKYMEHTIB Yy JIJOBOJICTBI
BUPI3HSAIOTHh YOTUPH T'PYIH CIIPAB:

— TIOCTIHHOTO 30€piraHHs;

— TpuBajoro (nonaxa 10 pokiB) 30epiraHus;

— TUMYacoBOTro 30epiranHs (10 10 pokiB BKIIIOYHO);

— Ti, MO0 MiJJIATal0Th 3HUINEHHIO Yy 3B’S3KYy 13 3aKIHUYCHHSM CTPOKIB iX
30epira"Hs.

Bin0ip 3a3HaueHMX Ipyn JTOKYMEHTIB 31MCHIOETHCS Ha MI1JCTaBl HOMEHKJIATYPH
CIIpaB yCTaHOBH, a TAaKOXX THUIIOBUX Ta Tajy3eBUX TMEPEIiKiB JOKYMEHTIB 31
CTpOKaMM 30€piraHHs MUIIXOM NEPErISIAY KOXKHOIro apkyuia ciupaBu. OaHOYACHO
NEPEBIPAIOTHCA SIKICTh 1 TIOBHOTA YHHHOI HOMEHKJIATYypU CIpPaB, MPABUILHICTD
BU3HAYEHHSI CTPOKIB 30€piraHHs CHOpaB, TMependayeHuXx HOMEHKIATYpPOIO,
JOTPUMAaHHSI BCTAaHOBJICHUX TpaBUiI OGOPMIICHHS JOKYMEHTIB Ta (hOpMyBaHHS
CITpaB.

4. Ctpok 30epiranHs 10KyMeHTIB 00uncitoeThes 3 01 ciuHg poKy, HACTYITHOTO 3a
POKOM 3aKiHUCHHsI cipaBu. Hampukiiam, oOYnuCIIeHHs] CTpOKY 30epiraHHs CIpas,
3aBepiieHux y 2014 poii, nounHaetbes 3 01 ciuns 2015 poky.

5. 3a00poHs€ETHCA BiAOIp JOKYMEHTIB JIJIs ITOAJIBIIIOT0 30epiraHHs ado 3HUIICHHS
Ha T1JICTaB1 3ar0JIOBKIB CIpaB B OMKUCY a00 HOMEHKJIATypl CIIpaB.

6. Cnpasu 3 nozHaukoio «EIIK», y skux ekcnepTu3or0 IiHHOCTI BCTAHOBJICHA
HasIBHICTh JIOKYMEHTIB MOCTIMHOTO 30epiraHHs, MiAJAararoTh nepeopmyBaHHIO.
JIOKyMEHTH TIOCTIMHOTO 30€piraHHs, BWIYYEHI 13 3a3HAYCHHX CIHPAB,



00’€JHYIOTBCSI B CAMOCTIIHI ClipaBU ab0 MPUETHYIOTHCS A0 1HIIMX OJHOPIAHUX
crpaB. OmnpaBieHHs 3HOBY C(OPMOBAHHMX CHpaB 3AIHMCHIOETHCS TUIBKH MICIIS
3aBEPIICHHS €KCIIEPTHU3H I[IHHOCT1 JOKYMEHTIB.

7. Ilim yac mpoBEACHHS EKCHEPTU3W IIIHHOCTI JTOKYMEHTIB Yy JiJOBOJICTBI
BUSIBJISIIOTHCS AyOJETHI JOKYMEHTH, TOKYMEHTH, IO HE CTOCYIOTHCS CIIPaBH,
4epHETKH, HeohOpMJIeHI KOMmli, MeTaJeBl CKPIIJICHHS, [0 IJIATal0Th
BIJIYYEHHIO 31 CITpaB MOCTiHHOTO Ta TpuBajoro (moxHaa 10 pokiB) 30epiraHHs.

8. 3a pe3ynbTaTaMu €KCHEPTU3U LIHHOCTI JOKYMEHTIB CTPYKTYPHI MiApO3ALIN
rOTyIOTh CIIpaBU IOCTiMiHOro 1 TpuBasioro (moHaja 10 pokiB) 30epiraHHs 10
nepeaBaHHs 10 apXiBy YCTaHOBH, 30KpeMa:

— 3IIUCHIOETHCS O(DOPMIICHHSI CIIpaB BiAMOBIIHO JO BHMOT, BHU3HAUYCHUX Y
riasi 2 po3aury VI nux IIpasun;

— 3MIIUCHIOETHCS CKIIaJIaHHs OTUCIB CIIPaB CTPYKTYPHOTO MiAPO3ALTY 3T1IHO 3
BUMOTraMU, BU3HauYeHUMH y 1aBl 3 po3auty VI mux Ilpasun;

— Ha I1ICTaBl HOMEHKJIATYp cpaB (POPMYIOThCS NMEepeiku (CIIUCKH) CIIPaB, 10
MIJJIATal0Th 3HUINEHHIO Y 3B’SI3KYy 13 3aKIHUYEHHSIM CTPOKIB iX 30epiraHss,
JUTST BKJIFOYEHHS JI0 aKTa MpO BWIYYCHHS ISl 3HUIIEHHS JIOKYMEHTIB, HE
BHeCceHUX 10 HAOD.

9. V¥V pa3i BCTaHOBJICHHS B TMpOIECI E€KCHEePTH3U I[IHHOCTI (DaKTIB HecTaul
JTOKYMEHTIB 1 CIpaB, IO BHECEHI JO HOMEHKJIATypH, BIANOBIIHUMU
CTPYKTYPHUMH MIAPO3JALIAMUA YCTAaHOBU 3JIIMCHIOETHCA 1X PO3IMIYK. Y pasi
HEraTUBHOTO PE3yJbTaTy PO3IIYKY KEPIBHUK YCTAHOBU 3a IMOJAHHAM CITYKOU
IinoBoIcTBa ab0 KepiBHHMKA apxiBy (0cOOM, BIAMOBIZAIBHOI 3a apXiB) CTBOPIOE
KOMICIIO 31 CITy’KOOBOT'O pO3CJilyBaHHs, MPU3HAYaA€E CIIY:KOOBE PO3CIIiIyBaHHS 1
BHUJIa€ HAKa3 MPO MPUTATHEHHS 10 BIAMOBIJAIBLHOCTI 0Ci0, BUHHUX y BTpAaTi
JOKYMEHTIB abo cmpaB. /loBifika Ipo MPUYMHU BIACYTHOCTI JIOKYMEHTIB a0o
CIIpaB, MiJANMKCaHA YJIEHAMU KOMICIi Ta KEPIBHUKOM BIJIMOBIHOTO CTPYKTYPHOTO
IiapOo3ALTy, IePEAAEThCS IO apX1BY YCTAHOBH.

Ha mingcTaBi MOBIAKM apxXiB CKJIaJa€ akT MPO HECTauyy chpaB (JOKYMEHTIB) y
CTPYKTYPHHUX MIpo3/iiax 3a popMoro, HaBeneHoo B joaaTky 13 mo mux I[Ipasui,
SAKWAW MANUCYE KePIBHUK apXiBY (0co0a, BIAMOBIIAJIbHA 32 apXIB), BI3y€ KEPIBHUK
CITY>KOH J1JI0OBOJICTBA Ta 3aTBEP/IKY€E KEPIBHUK YCTAHOBHU.

10. B apxiBi yCTaHOBH €KCIIEPTU3Y IIHHOCTI JOKYMEHTIB MPOBOASATH:

— TI1J1 Yac CKJIaJaHHs 3BEJCHUX OIMCIB CIIPAB;
— Yy pa3i HaJXOXKEHHS IOKYMEHTIB y HEYTOPSIKOBAaHOMY CTaHi;
— Yy pa3i 3aKIHYEHHS CTPOKIB TAMYACOBOTO 30€pIraHHs apXiBHUX JOKYMEHTIB;
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— Iepej TNepellaBaHHSM CIpaB Ha IMOCTIMHE 30epiraHHs A0 BIAMOBIIHOL
Jep KaBHOI apXiBHOI YCTAaHOBH, apXiBHOT'O BIJILITY MICHKOI pajiu;
— 3 METOIO BUSABJICHHS YHIKaJIbHUX JOKyMeHTIiB HA®.

11. ExcnepTusa ILIHHOCTI JOKYMEHTIB B apXiBl YCTAHOBHU 3IACHIOETHCS MiJ]
METOAMYHUM KEPIBHUIITBOM BIAMOBIIHUX JEpKaBHUX apXiBHUX YCTAHOB,
apXiBHUX BIJJAUIB MICBKMX paj, Y 30HI KOMIUIEKTYBaHHS SIKMX IiepeOyBae
YCTaHOBA.

12. ExcniepTrsa I[IHHOCTI JIOKYMEHTIB B apXiBl YCTAHOBM MiJ] 4Yac CKJIAJaHHS
3BEJICHUX OMNHUCIB CIpaB Iependavyae aHadl3 CKIaay JAOKYMEHTallli YCTaHOBH,
30KpeMa OpraHizaiiHuX 1 pO3MOPSIYMX JOKYMEHTIB, a TaKOXX IIJIJAHOBOI Ta
3BITHOI JJOKYMEHTAIlIi:

1) yTOYHIOETBHCS, B SKUX CTPYKTYPHUX MIAPO3JLIaX BIJIKIAAAOThCA
TyOJIeTHI JOKYMEHTH, IO MiIATal0Th 3HUIICHHIO. 3a HEOO0X1JHOCTI B apXiBi
YCTAaHOBU MOXYTh 3aJIMIIATACS Ha 30epiraHHs IyOJIETHI HPUMIPHUKU
JOKYMEHTIB, W0 IMIJIATal0Th TNOCTIMHOMY 30€pIraHHI0O B JIEpKaBHIM
apXiBHIA yCTaHOBI, apXiBHOMY BIJIUTI MICBKOI pajid. AHaI3y€e€ThCsl TAaKOXK
XapakTep MOBTOpPeHHs 1H(popMmalii B 1HIIMX JOKyMEHTax: BUA, popMma i
IIOBHOTA IMOBTOPIOBAHOCTI.

BunydenHst ay0sieTHUX JOKYMEHTIB Ta JIOKYMEHTIB 3 TOBTOPIOBAHOIO
iH(popMaIli€ro 3MIMCHIOETHCS JIMIINE TICsS 3BIPSHHS 3 JOKYMEHTaAMH, IO
3JIMIIAIOTHCS HAa MOCTIMHE 30€piraHHs;

2) 3O1MCHIOEThCA MEpeBIpKa MNPaBUIBHOCTI (OPMyBaHHS CIpaB Ta IX
o(OpMIIEHHS BIJIMOBIJHO O apXIBHUX BUMOT. Y pa3l BUSBJICHHS MOPYIIEHb
apxiB Mae€ MpaBO BUMaratu nepedopMyBaHHA CIOpaB CTPYKTYPHUMU
M1IPO3/IIaMU;

3) Ha miAcCTaBl OMMCIB CIpaB CTPYKTYPHUX HIAPO3ALIIB MPALIBHUKU APXIBY
YCTaHOBM CKJIaJIalOTh 3BEJICHI OMUCH CIpPaB YCTAHOBU MOCTIHHOIO
30epiranHs, TpuBanoro (moHaa 10 pokiB) 30epiraHHs, 3 KaJpOBUX MUTaHb
(ocobOoBOro ckjaay) BIAMOBIAHO 10 BUMOT, BU3HAYeHUX Yy po3auil VII mux
[TpaBu.

13. V pa3i HaAXOMKEHHS 10 apXiBy YCTAaHOBU JIOKYMEHTIB Y HEYNOPSAIKOBAHOMY
CTaHi, 110 OYyJIO CHPUIMHEHO HAJ3BUYaHHUMHU 00CTaBUHAMU, €KCTIEPTH3A IIIHHOCTI
JTOKYMEHTIB 3IMCHIOETHCS 3 JOTPUMAHHSIM BUMOT, BU3HAYEHUX Yy ITYHKTax 3 - 9
rinaBu 2 po3auty V nux [Ipasu.
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14. EkcniepTu3a IHHOCTI JOKYMEHTIB B apXiBl YCTAHOBU MPOBOJUTHCS IIOPOKY 3
METOIO BUSIBJICHHS IOKYMEHTIB, CTPOK TUMUYACOBOT0 30epIraHHs SKUX 3aKIHYUBCS.
[Ipu 11pbOMY meEperisgaloTbCcsl OMKMCH CIpPaB 3 KaAPOBUX MUTAaHb (OCOOOBOTO
cKJ1any), TpuBajioro (monan 10 pokiB) 30epiradHs, y TOMy YUCJI1 BIJTIOBIAHI ONKUCHU
CIIpaB YCTAHOB-TIOMEPETHUKIB Ta JIKBIIOBAHUX YCTaHOB.

15. Excneptuza minHocti nokymeHtiB HA® mepen mepemaBaHHAM copaB Ha
nocTiiiHe 30epiraHHs nepeadavae IIJIbOBE BHUBYEHHS JIOKYMEHTIB 3 METOIO
BUSIBJICHHSI JTyOJETHUX JIOKYMEHTIB (TOTOXHHUX 32 3MICTOM THPAKOBAHUX
NPUMIPHUKIB OJHOTO JTOKYMEHTa), JTOKYMEHTIB THMYAacOBOTO 30epiraHHs, sKi
BHeceHl 10 HA® moMuiakoBo, a TakoXX JOKYMEHTIB, TOKYMEHTHa iHdopMalis
AKUX BTpay€Ha 1 HE MJUISTa€e BiTHOBJICHHIO B IEPBICHOMY a00 HAOIMKEHOMY /0
HBOTO BUTJIA/IL.

{AG3am apyruit myHKTy 15 rinaBm 2 posaiunry V BUKIIOUEHO Ha mifacTaBl Hakaszy
MinicrepcTBa roctumii Ne 2277/5 Bin 04.07.2018%}

VY pa3i He0OX1AHOCTI MPOBOIUTHCS YIOCKOHAIEHHS a00 epepoOIEHHS OMHUCIB.

{Ilyukt 15 rmaBu 2 po3aily V JONOBHEHO HOBUM a03alloM JIPYTUM 3TITHO 3
Hakazom MinictepcrBa roctuirii Ne 2277/5 Bin 04.07.2018}%

VY 10CKOHAJIEHHS OMKCY MPOBOJIUTHCS y pasi, SIKIIO 3arojJOBKH HE PO3KPUBAIOTH
3MICT CITpaBH, BIICYTHIM TOBIIKOBUH amapat onucy abo okpemMi Horo eJIeMeHTH.

{IlyakT 15 rnaBu 2 po3ainy V JOMOBHEHO HOBHM a03alloM TPETIM 3TiAHO 3
Hakazom MinictepcrBa roctuirii Ne 2277/5 i 04.07.2018}%

[Tepepo6ieHHs OMUCIB 31MCHIOETHCS Y TAKUX BUIAIKAX:

{IlynkT 15 rnaBu 2 po3aury V IONOBHEHO HOBUM a03all0M YETBEPTUM 3TiJIHO 3
Hakazom MinictepcrBa roctuirii Ne 2277/5 Bin 04.07.2018}%

— 3HayYHA YaCTHUHA 3aroJIOBKIB OMHUCY HE BiJI0Opakae 3MICTY CIIPaBU;

{IlyakT 15 rnmaBu 2 po3aiunry V NOMOBHEHO HOBHMM a03alloM I'ATHM 3TiAHO 3
Hakazom MinictepctBa roctuirii Ne 2277/5 i 04.07.2018}%

— OMNHCH MICTITh CyMapHE OMUCAHHS CIIPaB, TPYIIOBY HyMEpaIio CIpaB;

{IlyHkT 15 rnmaBu 2 po3auty V JTONOBHEHO HOBUM a03allOM HIOCTUM 3TiJIHO 3
Hakazom MinictepcrBa roctuitii Ne 2277/5 Bin 04.07.2018}
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— 3HAYHy YaCTUHY JOKYMEHTIB ()OHJy BUIIYYEHO, BTPAUYEHO, MEPEAAHO JI0
1HIII0T apX1BHO1 YCTaHOBH, MPUETHAHO JI0 1HIIOTO (GOHY;

{ITynkt 15 rmaBu 2 po3ainy V TOMOBHEHO HOBHM a03alloM ChOMHM 3TiTHO 3
Hakazom MinictepcrBa roctuirii Ne 2277/5 Bin 04.07.2018}%

— TIOPYIIEHO OCHOBHI MPHUHIMIIKA CUCTEMATHU3allil 3aroJ0BKIB CIIPaB B OMUCY,
10 YHEMOXKJIUBITIOE MOITYK 1H(QOpMAIIii;

{IlyukT 15 rnaBu 2 po3ainy V JOMOBHEHO HOBUM ab3alloM BOCBMHM 3T1IHO 3
Hakazom MinictepcrBa roctuirii Ne 2277/5 Bin 04.07.2018}%

— 3HA4YHO 30UIBIIKUBCS 00CIT POHIY 32 paXyHOK HOBUX HAJXOJIKEHb.

{ITynkt 15 rnaBu 2 po3aury V JONOBHEHO HOBUM a03alioM JAEB'SITUM 3T1IHO 3
Hakazom MinictepcrBa roctuiii Ne 2277/5 Big 04.07.2018}%

Excnepruza IMiHHOCTI JOKYMEHTIB YCTAaHOBM Ta yJAOCKOHaJICHHS a0o
nepepoOJICHHST OINUCIB  3IIMCHIOIOTHCS 3a PIMICHHSM JEp)KaBHOI apXiBHO1
YCTaHOBH, apXiBHOTO BiIJILTY MICBKOI paJiu.

{ITynkt 15 rmaBu 2 po3ainy V JONOBHEHO HOBUM a03alloM AECATUM 3T1IHO 3
Hakazom MinictepcerBa roctuirii Ne 2277/5 8ig 04.07.2018}%

3a pe3yabpTaTaMH LJIbOBOTO BUBUEHHS JOKYMEHTIB apXiB CKJIaJa€: MPOEKTH aKTIB
po BHTyueHHs JokyMeHTiB 3 HA®D 3a ¢popmoro, HaBe1eHOIO B 10AAaTKY 14 10 1Iux
[TpaBun. Akt cxBamoeThes EK ycranoBu Tta momaerscs Ha posrisa EITK (EK)
nep:kaBHOT apxiBHOI yctaHoBU, EK apxiBHOro Bimjily MICBKOI paau, Yy 30HI
KOMILIEKTYBaHHS K01 IepeOyBae yCTaHOBA.

OcraroyHe pimieHHsT Npo BUiydyeHHS JOoKyMeHTIB 3 HA® mpuiimae IIEIIK
YkpaepxapxiBy.

[Toromxkenuii LIETIK YkpaepxkapxiBy akT mpo BHIyYEHHsS JOKyMeHTIB 3 HA®
3aTBEP/KYETHCS KEPIBHUKOM YCTaHOBH.

Ha mifcTaBi 3aTBepIKEHOr0 akTa apXiB YCTAHOBH BHOCHUTH 3MIHHU B OOJIKOBI
JTOKYMEHTH, 30KpeMa B ITiJICYMKOBHI 3aITKC Ta 3aCB1IUyBaJIBHUI HAMKC OIHUCY.

16. Excneptuza 1iHHOCTI J0KymMeHTIB HA®, crhpsmoBaHa Ha BUSBICHHS
yHIKaIbHUX JOKyMeHTIB HA®D, npoBOaUTHCS apXiBaMHU YCTAHOB, SIK1 BiATIOBIJTHO
710 3aKOHOJIaBCTBAa MAIOTh MPABO MOCTIMHO 30epiratu nokyMeHTrn HA®.
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Bignecennss nokymeHTiB HA® 10 yHIKaIbHUX 3A1HCHIOETBCS Ha IIIJICTaBI
KpUTEPIiB MOXOHKEHHS, 3MICTY, 30BHIIIHIX O3HAK a00 3a CYKYIHICTIO KpUTEPIiB
Ta XapaKTEPUCTHUK.

3a pe3yabTaramMu BUsBICHHS NOKyMeHTIB HA®D, 1m0 MoxyTh OyTH BigHECEHI 10
YVHIKQJIBHUX, B apXiBl YCTAHOBHU CKJIQJAIOTHCS MPOEKTH AHOTOBAHUX NEPENIKIB
YVHIKaJbHUX TOKYMeHTIB HAD.

BusiBnenns yHikanbHUX 10KyMeHTIB HA® B apxiBi yCTaHOBM Ta iX OMUCYBaHHS B
AHOTOBAHOMY TEPEIIKY 3IMCHIOIOTHCS BIAMOBIAHO A0 METO/IMKU BiJHECEHHS
JOKYMeHTiB HallioHaabHOro apxiBHOro (DOHAY JIO YHIKAJIbHUX, 3aTBEPIXKEHOI
Haka3zoM MinicTepcTBa rocTuilii Ykpainu Big 16 cepmas 2016 poky Ne 2505/5,
3apeecTpoBaHoi y MiHicTepcTBl octuilii Ykpainu 18 cepnua 2016 poky 3a Ne
1148/29278.

{AO3an yerBepTud myHKTY 16 TmaBu 2 po3ainy V B penakmii Hakaszy
MinicrepcTBa roctumii Ne 2277/5 Bin 04.07.2018%}

3. CkiajaHHs aKTIB PO BIWJIYYEHHS /1JIs1 3HUILEHHS JOKYMEHTIB, He
BHeceHUX 10 HA®, Ta 3HUIIICEHHA TOKYMEHTIB

1. Ha miacTaBi mojaHuX CTPYKTYPHUMH MAPO3A1TaMU aKTiB PO BUITYUSHHS IS
3HUILEHHS JTIOKYMEHTIB, He BHeceHUX /10 HA®D, mo miaisraroTe 3HUILIECHHIO Y
3B’SI3KY 13 3aKIHUEHHSIM CTPOKIB iX 30epiraHHs, Ta MNPOBEACHOI EKCIIEPTU3H
IIHHOCTI JJOKYMEHTIB B apXiBl YCTaHOBH CKJIQIA€THhCS aKT MPO BHIYYEHHS JIS
3HUIIEHHS JOKYMEHTIB, HE BHeceHuX 10 HAD, 3a popmoro, HaBEIEHOIO B J10/1aTKY
15 no nux Ipasui.

AKT CTPYKTYpHOT'O TiIPO3ALTY O(POPMITIOETHCS y BUTJISA1 TaOIUII, 110 MICTUTh
rpadu, nepeadaveHi 3B€IEHUM aKTOM PO BUITYUYEHHS 1J11 3HUILICHHS JOKYMEHTIB,
He BHeceHUX J10 HA®. AKT nianucye KepiBHUK CTPYKTYPHOTO MAPO3/ILITY.

{ITynkt 1 rnaBu 3 po3auny V B penaxuii Hakazy MinictepctBa roctuilii Ne 2277/5
Bin 04.07.2018}%

2. AKT TIpo BWJIYYCHHs JJId 3HUIIEHHS JIOKYMEHTIB, He BHeceHuUx a0 HAD,
CKJIAJIA€THhCA Y ABOX MPUMIPHUKAX, SIK MPABUJIO, HA CITPaBU BCI€1 yCTaHOBH. SIKIIO
B aKTl 3a3HAYEHO CIPABU KUIBKOX CTPYKTYPHHX MIIPO3JUIIB, iX HaWMEHYBaHHS
3a3HAYaAIOThCS TIepej] TPYMOI 3arojioBKIB CHpaB IbOro Miapo3ainy. Haszeu
OJIHOPIIHUX CIIpaB, BiAIOpaHUX 10 3HUILECHHS, BHOCATHCSA B aKT 1] 3arajJbHUM
3aroJIOBKOM 13 3a3HAYEHHSIM KIJIBKOCTI CIIPAB, YKIIFOYEHHUX J10 KOXKHOT pynu. AKTH
Opo BUJIYYECHHS JIOKYMEHTIB JJi1 3HUILEHHS MAOTh BajJoOBYy HyMepallilo,
nounHatoun 3 No 1.
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CrpaBu BKJIIOYAIOTHCA B aKT NPO BUJIYYCHHS JJIs 3HUILNCHHS JTOKYMEHTIB, HE
BHeceHuX 10 HA®D, sikiio nependadeHuii A1 HUX CTPOK 30epiraHHs 3aKiHYUBCS
no 01 ciuHs poky, B AKOMY CKJIaJleHO akT. Hampuknan, cnpaBu 3 TpUPIUHUM
CTPOKOM 30epiranHs, 3akinueHi y 2014 poiii, MOKyTb BKJIIOUATHCS B aKT, 110 Oy1e
ckianenuii He panime 01 ciuns 2018 poky, 3 I’ ATUPIYHUM CTPOKOM 30€epiraHHs -
He panime 01 ciuas 2020 poky, 3 ypaxyBaHHSIM MNPHUMITOK, 3a3HAYCHHUX Y
BIJIMOBIJTHUX TEpeJliKax JOKYMEHTIB 31 CTpOKaMU 30€piraHHsl.

3. YcraHOBH, y [ISUIBHOCTI SIKMX YTBOPIOIOThCS MokymeHTH HA®D, moparoth
cxBajeHl EK ycTaHOBM akTW TpoO BUIYYECHHS JJIs 3HUINCHHS TOKYMEHTIB, HE
BHeceHUX 10 HA®, pazom 3 omucamu crpaB MOCTiHOro 30epiraHHs Ta 3
KaJpoBUX NUTaHb (0ocoboBoro ckiany) Ha po3risan EINK (EK) nepxkaBHo1 apXiBHOT
yctanoBu, EK apxiBHOTO BiUTy MICBKOI paju, Y 30HI KOMIUIEKTYBaHHS SIKO1
nepedyBae ycTaHOBa.

4. YcTaHOBHU, Y NISUIBHOCTI SKUX HE YTBOPIOIOThCS AOoKymMeHTH HA®, monaroth
cxBajeHl EK ycTaHOBM akTW NpO BUIIYYEHHS [Jis 3HUILECHHS JTIOKYMEHTIB, HE
BHeceHux A0 HA®D, pazom 3 ommcamu crnpaB 3 KaJpoBUX MHUTaHb (0COOOBOIO
ckiany) Ha posrisig EINK (EK) gepxkaBnoi apxiBHOi yctaHoBu, EK apxiBHOTrO
BIJUILITY MICBKOI pajiv, y 30HI KOMIUIEKTYBaHHS SIKO1 IepeOyBae yCTaHOBA.

5. Y pasi BHECEHHs JI0 aKTa MPO BWIYYCHHS JJIS 3HUIIECHHS JIOKYMEHTIB, HE
BHeceHUX 10 HA®, mepBuHHOI (DiHAHCOBOI Ta OyXTaJTE€pPChKOI JOKYMEHTAIlll
yCTaHOBa JIOJIA€ 10 HbOTO JOBIJIKY MPO MPOBECHHS MEPEBIPKU OpraHaMH JI0XO0/I1B
1 300piB 200 peBi3ii UM AEP>KaBHOTO (PIHAHCOBOTO ayAUTY 3 MUTAHb JOTPUMAHHS
NOJATKOBOTO, MHUTHOIO Ta IHIIOTO 3aKOHOJABCTBA (KpIM JEP>KaBHOTO
(b1HaHCOBOIO ayAUTY OKPEMHUX IOCIIOJAPCHKUX OTEepalliii) opranaMmu Aep>KaBHOTO
(b1HAHCOBOTO KOHTPOJIIO.

VY 10BiaLl TAKOXK 3a3HAYAIOTHCS BIIOMOCTI PO HAsIBHICTH 200 BIJACYTHICTB:

— (iHAaHCOBUX OMepalliif, W0 BIAMNOBIAHO JO BHUMOT 3aKOHOJABCTBA
HiIsratoTh PIHAHCOBOMY MOHITOPHUHTY, 33 3a3HAYEHI B aKT1 POKH;

— CHopiB (CyNepeyokK), NOpyHUIEHHsI KpUMIHAIbHUX CIPaB, BIAKPUTTS CyJAaMu
IPOBAXKEHb y CIPABAX.

— JloBiJKa MiANUCY€ETHCS KEPIBHUKOM YCTAHOBHU Ta CKPIIUIIOETHCS MEYATKOIO
YCTaHOBH (32 HasIBHOCTI).

{ITynkt 5 rnaBu 3 po3auny V B penakuii Hakazy MinictepctBa roctuiiii Ne 2277/5
Bin 04.07.2018}%
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6. IloromkeHi (cxBajieH1) akTH PO BUIIYUEHHS JJIs1 3HUILECHHS JOKYMEHTIB, HE
BHeceHUX 10 HA®D, 3aTBepmaXKylOThCAd KEPIBHUKOM YCTAaHOBH, IICIS YOTO
YCTAHOBA MA€ MPABO 3HUIIUTH JOKYMEHTH.

7. CnpaBu, BigiOpaHi IJig 3HMINCHHS, MEPEAal0ThCA OpraHi3aiisiM 13 3aroTiBii
BTOPUHHOT CHPOBHMHM 32 HAKJIAJHUMU, Y IKMX 3a3HAYA€ThCS Bara MakyJaTypH, 10
nepeaaHa s nepepoOku. Jara 31a4i TOKYMEHTIB, X Bara Ta HOMEpP HaKJIagHOI
BKa3YIOThCS B aKTaX MPO BUIYYCHHS JOKYMEHTIB JIUIS 3HUIIICHHSI.

8. SIKI110 B aKT MpO BUIIYYEHHSI JIJIs1 3HUIIICHHS JJOKYMEHTIB, He BHeceHuX 10 HAD,
BKJIIOUEHO JIOKYMEHTHU 3 TpudoM «JlJist ciry>k00BOTr0 KOPUCTYBaHHS» Ta 1HIIUMU
rpudaMu 0OMEXEHOTO JIOCTYIY, 0 3aCTOCOBYIOTHCSA B YCTaHOBI, Il IOKYMEHTH
3HUIYIOTHCS HUITXOM TOAPIOHEHHSI O CTaHy, IO BUKIIOYAE MOXKJIHUBICTH iX
MPOYUTAHHS Ta BITHOBJICHHS. [Tpu 11bOMY B KiHIII aKTa JOAATKOBO POOUTHCS 3aITUC
PO 3HUINICHHS BIAMOBITHUX JOKYMEHTIB 13 3a3HAYCHHSM IIPI3BHUII, 1HIIIATIB
yieHiB EK ycTtaHoBH, HanpuKiIa:

Cnpasu Ne 25 JICK, Ne 30 JICK, Ne 80 JICK 3nuweno uiisixom noopioHenHs.
Ynenu EK:

(nionuc, iniyianu (iniyian imeni), npizsuuie)

(nionuc, iniyianu (iniyian imeni), npizsuuie)

(nionuc, iniyianu (iniyian imeni), npizsuue)

Jlama

VI. KoMieKTyBaHHS apXiBy

1. l'xepeJsia KOMIUIEKTYBaHHS Ta CKJIAJl JOKYMEHTIB apXiBy

1. OcHOBHUMU JKepeslaMd KOMIUIEKTYBaHHS apXiBy €: CTPYKTYpHI HIIPO3ALUIH
YCTaHOBH, MIJNOPSIKOBaHI YCTaHOBHU, (P13UUHI OCOOH.

2. JIokyMeHTH 3 PI3HUMH BHUJAMHM MaTeplaibHUX HOCIiB 1H(OpMaIlli MOBUHHI
30epiraTucs B apXiBl YCTAaHOBH OKPEMO.

3. ApxiB ympaBiiHCbKOI JOKYMEHTAIlli 30epirae:



— 3aKiHY€HI B TOTOYHOMY JIJIOBOJICTBI JIOKYMEHTU MOCTIMHOTO Ta TPUBAJIOTO
(monaz 10 pokiB) 30epiraHHs, CTBOPEHI CTPYKTYPHUMH HiAPO3IiIaMH;

— JIOKYMEHTH 3 KaJIpOBUX MUTAaHb (0COO0OBOI0 CKJIady) MpalliBHUKIB YCTAHOBH;

— JOKYMEHTHU yCTaHOB-TIONIEPEAHUKIB;

— JIOKYMEHTH MIANOPAIKOBAHUX YCTAaHOB, IO JIIKB1JJOBaHI;

— JIOKYMEHTH OCOOOBOTO IMOXO/)KEHHS MPAI[IBHUKIB YCTAHOBH, SIKi BIJITpaIu
MIEBHY POJIb B ICTOPi1 PO3BUTKY TI€T UM 1HIIOT CPEPH KUTTEAISITILHOCTI KpaiHU
a00 i1 OKpeMOoro perioHy, 10 HAIIAIIIN Ha TiJCTaB1 3as8BH 1X BIACHUKA,

— JIPYKOBaHi1 BHJaHHS, 1110 JOMOBHIOIOTH apXiBHI JOKYMEHTH, HEOOX1THI JJIsi
HAyKOBO-METOAMYHOI Ta iHPOpMaIIHHO-A0BIIKOBOI pOOOTH apXiBy;

— JOBIJKOBHM Ta OOJIIKOBUI anapatT 10 apXiBHUX JOKYMEHTIB.

2. Bumoru 10 opopMIiIeHHSI CIIPAB, L0 MiJIATAKTH APXIBHOMY 30€pPiraHHI0

1. CrnpaBu yCTaHOBM NIJISATalOTh O(MOPMIICHHIO IIiJI 4Yac iX 3aBEJICHHS Y
JIJIOBOJICTBI Ta M1J] Yac MiAITOTOBKY iX HA apX1BHE 30€piraHHsl.

2. OdopmIieHHs crnpaB 31MCHIOETHCSA MpallIBHUKAMH CTPYKTYPHHUX MiIPO31TIB
1] METOAMYHUM KEPIBHUIITBOM CJTY>KOH I1JIOBOJICTBA Ta apXiBY YCTaHOBH (0CO0H,
BIJIMOBIJIATILHOI 32 apXiB).

3. 3anexHO BiJ CTPOKIB 30€piraHHsl JOKYMEHTIB 3I1HCHIOETHCS TMOBHE a0o
4acTKOBE (cripolieHe) ohopMIICHHS CIIpaB.

JIOKyMeHTH THUMYacoBOro 30epiraHHs, c)OpMOBaHI y CIpaBH, 30€piraroThCs y
Tekax (mamkax) 13 3aB’s3KamMu, IIBUJKO3IIMBAa4Yax, HE MIIIIABAIOTBCA 1 HE
HYMEpYIOTbCS (32 BUHATKOM TIEPBUHHOI OyXraiaTepchbKOi JOKYMEHTalll Ta
JTOKYMEHTIB 3 TpudomM « /s cimyxk00BOro KOpUCTYBaHHS» Ta 1HIIUMU Trpudamu
0OMEXEHOT0 JOCTYMY), YTOYHEHHsSI €JIEMEHTIB O(OpMIICHHS OOKIaJMHKH HE
TIPOBOJIUTHCS.

OdopmiieHHst crpaB noctiiiHOro 1 TpuBajoro (moHaa 10 pokiB) 30epiraHHs, y
TOMY YHCJ1 CIpaB 3 KaJpOBUX IMHUTaHb (0COOOBOrO CKJany), mependaydae
CHUCTEeMaTH3allii0 JOKYMEHTIB y CIIpaBi, HyMepaIlio apKyIiliB y CIIpaBi, CKJIaJaHHs
(y pa3i moTpebu) BHYTPIIIHHOTO OIKUCY JOKYMEHTIB CIIpaBH, HasBHICTb
3aCBIYYBAJIBLHOTO HAMHUCY CIpaBU MPO KIIBKICTh apKYIIIB 1 MPO OCOOJMUBOCTI
¢b13uyHOrO CTaHy Ta GOpMyBaHHS CIIPaBH, MIAMIUBAHHS a00 OMpaBJICHHS CIIPaBH,
oopMIIeHHS] OOKJIAJIMHKHU (TUTYJIBHOTO apKyllla) CIpaBH.

4. Cuctemarusalliisi JOKyMEHTIB y ClIpaBi nepeid0avae po3MillieHHs IOKYMEHTIB 32
XPOHOJIOT1€10 HAAXOHKEHHSI a00 CTBOPEHHS (B CIUHSA 10 TPYICHB).



Jlesiki BUiM JOKYMEHTIB (3BITH, BIJOMOCTI TOIIIO) 103BOJISETHCSI CUCTEMAaTU3yBaTU
B alipaBITHOMY MOPSIAKY HAMEHYBAaHb YCTAHOB Y MEXaX POKY.

{IlyukT 4 tnaBu 2 posnauny VI momoBHeHO HOBUM ab3arom 3rigHo 3 Hakazom
MinicrepcTBa roctumii Ne 2277/5 Bin 04.07.2018%}

5. Hymepariis apKy1iniB cripaB 341HCHIOETHCS 3 METOIO 3a0€3MeYeHHS 30€peKEeHOCTI
Ta 3aKPIIJICHHS MOPSIKY PO3TaIlyBaHHS JOKYMEHTIB, YKIIFOUCHHUX Yy CIIpaBy. Yci
apKyIlIl COpaBu HYMEPYIOTh apaOChbKMMM LHU(PpPaMu BaJOBOK HYMEpaIl€l0 B
IpaBOMY BEPXHBOMY KYyTi MPOCTHM M’ SIKUM OJIBIEM a00 MeXaHIYHUM
HyMEpaTopoM. APpKYIl 3aCBiIUyBJILHOTO HAMHUCy Ta BHYTPIIIHBOIO OIHUCY
HYMEPYIOThCSI OKpPEMO. 3aCTOCyBaHHS YOPHUJIA, TACTH a00 KOJIHOPOBUX OJIBIIIB
IUIsT  HyMepallii apKyllliB CIpaBH, apKyIiB 3acBIIYyBajJbHOIO HAIUCy Ta
BHYTPIIITHEOTO OTIUCY 3a00POHSIETHCSI.

ApKy1Ii cripaB, 110 CKJIAJal0ThCA 3 JEKIJIbKOX TOMIB a00 YaCTUH, HYMEPYIOTHCS B
KO>KHOMY TOMI (4aCTHHI) OKPEMO.

dotorpadii, KpeciaeHHs, AiarpaMd Ta I1HII 1TIOCTPATUBHI JTOKYMEHTH, IO €
OKPEMHMHM apKyIlllaMH B CIpaBi, HyMEPYIOThCA HAa 3BOPOTHOMY OOIll B JIIBOMY
BEPXHBOMY KYTI.

Apkym ¢opmarty, Oubiioro, HiXk ¢GopMmar A4, MiAMIMBAETHCS 3 OJHOTO OOKY 1
HYMEPYEThCS K OJMH apKyIl Y MPaBOMY BEPXHbOMY KYTi, a TIOTIM (PaJIBITFOETHCS
Ha popmatr A4.

ApKyll 3 Hariayxo HakJIeeHUMHM JaoKymMeHTamu (¢otorpadisimMu, BHpi3Kamu,
BUIMMCKAaMH TOLIO) HYMEPYETHCS SIK OAUH apKyll. KO 10 JOKYMEHTA IIIKJICEH]
OJIHUM OOKOM 1HIIIl JOKYMEHTH (BHPI3KH, BCTABKH JIO0 TEKCTY, MEPEKIIAN TOIIIO),
TO KOXEH JOKYMEHT HyMEPYETHCSA OKPEMO.

[TigmmTi y cripaBu KOHBEPTH 3 YKJIAJEHHIMU HyMEPYIOThCS BAJIOBOIO HyMepalli€ro
apKyIIiB CIpaBU, P IIBOMY CIIOYaTKy HYMEPYEThCS KOHBEPT, a MOTIM KOXKHE
BKJIAJICHHS B KOHBEPTI.

ITiammTi y cripaBu IOKYMEHTH 3 BJIACHOK HyMEpalll€lo apKyIIiB 30€piratoTh Taky
HyMepallito, SKIIO0 BOHA BIJAMOBIJA€ MOCIIIOBHOCTI PO3TAllyBaHHSA apKyUIiB Y
CIIpaBl.

VY pa3i HassBHOCTI OaraTb0X MOMUJIOK y HyMepallii apKylIiB CIIPaBH B JA1JIOBOJICTBI
3MIMCHIOETHCS 1X TMEepeHyMepallis, MiJ 4ac sIKOi cTapl HOMEPH 3aKPECIIOI0ThCS
OJIHI€I0 CKICHOIO PUCKOIO 1 MOPSJT CTABUTHCS HOBUM HOMEP apKyla.
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VY pasi HasIBHOCTI OKpEMHX MOMUWJIOK Y HyMepallli apKyIlliB CIPaBy JOMYCKA€EThCS
3aCTOCYBaHHS JITEpHUX HOMEpPIB apkyiniB (135-a, 135-6 Tomo).

6. BHyTpimHiil onuC JOKYMEHTIB CKIAJAETHCA 10 JASSKUX KaTeropil cmpas, IO
MICTSTh YHIKaJbHI JOKYMEHTaNbHI IMaM’ SITKH, JOKYMEHTH 3 Tpudom «Jlms
CIIy>KO0OBOTO KOPHCTYBAaHHS», OCOOOBI, CyAOBO-CIII4l CIpaBH, CIPaBH, HA3BU
AKX HE TIOBHICTIO PO3KpHBAIOTh iX 3MicT. HeoOXigHICTh CKIIaJgaHHS
BHYTPIIIHBOTO OMHUCY JAOKYMEHTIB JESKUX CIPAaB BU3HAYAETHCS 1HCTPYKIIEIO 3
J1IIOBOJICTBA YCTAHOBH.

BayTpimHii onuc (10/1aTok 16) cKlagaeTbcsi HA OKPEMOMY apKyli 3a (popmoto,
[0 MICTUTBH B1JIOMOCTI TIPO MOPSIKOBI HOMEPH JTIOKYMEHTIB CIIpaBH, iX 1HIEKCH,
JaTH, 3ar0JIOBKM Ta HOMEPH apKyIIiB CIpPaBU, Ha SKUX PO3TAIIOBAHHHA KOXKEH
TOKYMEHT.

J1o BHYTPIIIHBOTO OMHUCY CKJIAAE€THCS MMIJICYMKOBUH 3aIUC, Y AKOMY HaBOJATHCS
rdpamu Ta CI0BaMU KUTbKICTh JIOKYMEHTIB, 110 BKJIFOUYEHI JI0 ONTUCY, Ta KUTBKICTh
apKyIIiB BHYTPIIIHLOTO OMKCY. BHYTPIIIHIN OMKC MIAMUCYETHCSA HOTO YKIIagadueM.
Sk1io crpaBy ornpaBiieHO a00 MIIIKMTO NONEPEAHBO 0€3 BHYTPIIIHBOTO OMUCY, TO
1oro OJIaHK MiAKICIOETHCS IO BHYTPIITHBOTO OOKY JUIILOBOT OOKJIaIMHKHY CIIPABH.

3MiHU CKJaJy AOKYMEHTIB CIIpaBU (BKJIFOYEHHS OJATKOBHX JOKYMEHTIB, iX
BUKJIIOUCHHS, 3aMiHAa OpUTIHAIIB KOIISIMH TOIO) BiIOOpakaroThcs B rpadi
«ITpuMITKM» 13 MOCWJIAHHSAM Ha BIJMOBIIHI JOKYMEHTH (HaKa3u, aKTU TOLIO) 1 JI0
BHYTPIIITHBOTO OMUCY CKJIAJAETHCA HOBHUM M1JACYMKOBHI 3aIlucC.

7. 3acBiquyBaJIbHUN HANUC CHOPaBU CKIAJAETHCA 3 METOI OOJIKY KUIBKOCTI
apKyIIiB y cpaBi Ta ¢ikcallii 0coOIUBOCTEH iX HyMepallii.

3acBiguyBaabHUN Hamuc (7101aTOK 17) CKIaJgaeTbcss HA OKPEMOMY apKyIIi, IO
BMIIIYEThCA B KIHII COpaBU, Y JPYKOBAHUX MPUMIpHUKAX crOpaB (0OIIKOBI
’KYpHaJId, 3BITH TOIIO) - HA 3BOPOTHOMY OOIll OCTAHHBOT'O YUCTOTO apKYyIIIa.

VY 3acBiguyBajbHOMY HaNuUCl 3a3HAYalOThCA LU(PpamMu 1 JITEpaMu KUIbKICTh
apKylIiB y CIpaBi Ta OKPEMO Yepe3 3HaK «+» (IUIIOC) KIIbKICTh apKYIIIB
BHYTPIIITHLOTO OTHUCY, SIKIIO BIH €.

VY 3acBigdyyBajJlbHOMY HaIMCl 3aCTepIrarOThCid TakKl OCOOJIMBOCTI HyMepallii
JOKYMEHTIB CIIPaBHU:

— HasIBHICTH JITEPHUX Ta MPOIYIIEHUX HOMEPIB apKYIIIiB;
— HOMEPH apKyIIiB 3 HakJIeeHUMH (oTorpadisiMu, KpeCICHHIMHU, BUPI3KaMU
TOIIIO;


https://zakon.rada.gov.ua/laws/show/z0736-15/paran1446#n1446
https://zakon.rada.gov.ua/laws/show/z0736-15/paran1448#n1448

— HOMEpHU BEIUKO(POPMATHHUX APKYIIIIB;
— HOMEPHU KOHBEPTIB 3 YKJIAJCHHIMU 1 KIJIbKICTh apKYIIIB YKJIaJCHb.

3acBiIuyBajIbHUN HAIKC MIMUCYETHCS 0CO00I0, sIKa HOTo ckiiaja. Y ci HaCTyIHI
3MIHM B CKJIaJll Ta CTaHl CIpaBu (MOIIKOKEHHS apKyllIiB, 3aMiHa JOKYMEHTIB
KOMISIMU, TpPHUEAHAHHS  HOBUX  JIOKYMEHTIB  TOIIO) 3a3HAYAIOThCS Y
3aCB1IUYBAIbHOMY HAIKCI1 13 MOCWJIAHHSAMU Ha BiATOBIIHUI BUMPABIOBYBAIbHUN
JTOKYMEHT (HakKa3, aKT).

VY pasi 3Ha4HOTO 00CATY IEepeHyMepallii apKyIliB y CIIpaBi B KiHII 1i CKJIaIa€ThCS
HOBUH 3acBiIuyBadbHUM Hanuc. CTapuii 3aCBIIUyBaIbHUM HAITUC 3aKPECTIOETHCS
1 30epiraeThCs y CrpaBi MOCTIHHO.

8. OmpaBinieHHs crpaB 31MCHIOETHCSA 3 METOIO 30€PEXKEHHS iX (PI3UYHOTO CTaHY.
JIOKyMEHTH, IO MICTSIThCS Yy CIpaBi, MOIJIIMBAIOTh HAa YOTUPU MPOKOJIU
CreliaIbHUMU CYPOBUMU HUTKaMH a00 apaTBoto. CripaBu MOCTIHHOTO, TPUBAJIOTO
(monaxg 10 pokiB) 30epiraHHs Ta 3 KaJpOBUX NUTaHb (OCOOOBOTO CKJIAIY)
OMPAaBISIIOTHCS Yy TBEpAYy OOKIAAMHKY 3 KapToHy. Ilpm 1mpomy Metanesi
CKpIIUICHHS (CKPINKH, IIMUJIBKN) BUITYyYalOThCA 3 TOKYMEHTIB.

[lin yac ompaBieHHs a0O0 MIAMIMBAHHSA JOKYMEHTIB CIIpaBU HE J03BOJISETHCS
TOPKATHUCSA iX TEKCTY. SKIIIO TEKCT JOKYMEHTIB HAJIPYKOBAHO HAATO OJIU3BKO J0 iX
JIBOTO Kparo, TO MOTPIOHO HAPOCTUTH KOPIHI[ JOKYMEHTIB IMAarnepoM TI€i caMoi
SKOCTI, 1110 ¥ HOCIi TEKCTY JIOKYMEHTIB.

VY pasi HagBHOCTI y cIpaBi He3aTpeOyBaHUX OCOOMCTUX JOKYMEHTIB (TPYJIOBUX
KHUKOK, TOCBIJIUEHb, IUILJIOMIB, aTe€CTaTiB, CBIJOLTB TOIIO) Ii JOKYMEHTH
BKJIQJIAIOTECS B KOHBEPT, SKHUH TIAIIUBAETBCS JO CIHpaBU. SKIIO TakKux
JOKYMEHTIB 3Ha4HA KUJIbKICTh, BOHU BUJIY4YalOThCS 31 CIIPABU 1 HA HUX YKJIAIa€ThCS
OKpPEMUM OIHC.

9. OdopmneHHs o0OKIaAUHOK (TUTYJIBHUX apKyILIiB) CIpaB MOCTIHHOTO,
TpuBasioro (moHan 10 pokiB) 30epiraHHs Ta 3 KaJpOBUX MUTaHb (OCOOOBOTO
CKJIaJly) BUKOHYIOTH 3a (OpMoOI0, HaBeAeHO B jaoaaTky 18 mo uux IlpaBui.
TutynpHl apKylll pPEeKOMEHAYETHCS BUTOTOBISTH JIPYKAPCHKUM CIOCOOOM 1
3alIOBHIOBATH 3MIHHY 1H(OpPMAIIiIO BiJl pyKH.

[lepen mepenaBaHHSIM CIpaB J0 apxXiBy YCTAaHOBU B TEKCT Ha iX OOKJIaJIMHKAX
(TUTYJIBHUX apKylllax) BHOCATbCA HEOOXIHI YTOYHEHHS, TEpeBIPSIETHCS
BIJIMOBIJIHICTh 3arOJIOBKIB CIIpaB Ha OOKJIAJMHKAX (TUTYJbHUX JIMCTax) 3MICTY
MIIITUTAX TOKYMEHTIB (3MICT TOKYMEHTIB CIIPaBH BiJOOPaXKa€ThCA y 3ar0JIOBKY
YiTKO, CTHCIIO, y3araJibHEHO, 0€3 BTpaTH KOHKPETHUX XapaKTEPUCTHK 00’ €KTa
OMUCyBaHHS). Y pa3i noTpeOu [0 3arojoBKa CIPaBU BHOCSATHCS JOAATKOBI


https://zakon.rada.gov.ua/laws/show/z0736-15/paran1450#n1450

BIJIOMOCTI (IIPOCTABJSIIOTHCS HOMEPU HaKasiB, MPOTOKOJIB, BUIU 1 (QopMH
3BITHOCTI, BKa31BKM Ha HAsIBHICTH KOIi# IOKYMEHTIB Yy CITpaBi). 3aroJIOBOK CIIpaBH
Ha OOKJAIWHIII Ma€ BIAMOBIAATH 3arojOBKYy B OIKCI CIpaB CTPYKTYPHOTO
M1IPO3ILTY.

Ha oOxnagunkax cmpaB (TUTYJIBHUX —apKylllax) MPOCTABISIIOTBCS JIATH
JOKYMEHTIB, YMIIICHUX Y KOKHY CHpaBy. SIKIIO crpaBa CKIAIAEThCS 3 KIJTbKOX
TOMIB (4aCTHH), TO HA KOXXHOMY 3 HUX ITPOCTAaBIISIIOTHCS KpaifHi 1aTH TOKYMEHTIB
(moyatky Ta 3aKiHYEHHS CIpaB).

VY pa3i 3a3HaYeHHS TOYHUX KaJeHJapHUX JaT 3a3HA4arThCs YMCJI0, MICALb 1 PIK.
Yucno 1 pik mo3HA4YaroThCs apaOChKUMU MUdpaMu, Ha3Ba MICSIS MHUIIETHCS
CJIOBOM. SIKIIO y CHpaBy BKJIIOYEHO JOKYMEHTH (IOAATKU TOINO), NAaTU SKUX
BUXOJATh 3a KpaWHI JaTH CIpaBU, TO HIDKYE JATH CIPaBH 3 HOBOTO PsIKa
pPOOUTHCS TIPO 11€ 3amUC «Y CHpaBl € JOKYMEHTH 32 POKu». JlaTh MOXyTh HE
3a3HayaTUCAd Ha OOKJIAIUHII (TUTYJIHHOMY apKylll) CIpaB, II0 MICTITh PidHi
MJIaHU Ta 3BITH, OCKUIBKHA BOHH B1JIOOpaXK€H1 y 3arojIoBKax CIIpasB.

Ha oOknaguHkax cnpaB (TUTYJIBHUX apKylllaxX) 3a3HA4alOTh KUIBKICTh apKYIIIiB y
CIpaBl BIJIMOBIIHO [0 3acBIIUyBajJbHOTO Hamucy (0e3 BpaxyBaHHS apKyIIiB
BHYTPIIIHHOTO OMUCY Ta 3aCB1UYBAJILHOTO HAMHUCY ).

Ha oOkianuHil cpaBd B IPaBOMY BEPXHbOMY KYTi Ta HUKHBOMY JIIBOMY KYTI
3a3HAYAETHCA apXiBHUM mU@p crpaBu (32 MOTOKEHHSIM 3 apXiBOM YCTaHOBU
HOMEPH 3BEJICHOTO OMKCY 1 apXiBHOTO (POHIY, HOMEpP CIPABH 32 3BEJICHUM OIKCOM
IPOCTABIISAIOTHCS B apXiBi MICHA 3aTBEPKCHHS 3BEIACHOTO OmMHUCYy crpas). Jls
MPOCTABJICHHS apXiBHOTO MIHU(PPYy MOXKE 3aCTOCOBYBATHCS IIITAMII.

VY pa3zi 3MiHU HallMEHYBaHHS YCTAHOBH (1i CTPYKTYPHOI'O MiAPO3IiTy) MPOTATOM
nepioay, SKui OXOIUTIOIOTh TOKYMEHTH CIIpaBu, abo il yac mnepeadl CrpaBH 10
1HII0T YCTAHOBHU (CTPYKTYPHOTO HiAPO3/1i1y) Ha OOKIaANHII CIPAaBH (TUTYJILHOMY
JIMCT1) 3a3HAYAETHCSI HOBE HAMMEHYBAHHS YCTAaHOBU (CTPYKTYPHOTO MiAPO3ALTY),
a monepeHe 0epeThes B Iy KKH.

Hamucn Ha oOKknmaguHKax crpaB MOCTIHHOTO Ta TpuBajoro (moHan 10 pokiB)
30epiraHHs poOJIATHCS YITKO YOPHUM CBITIOCTIMKUM YOPHUIOM a00 MacTOIoO.

VY pa3i BMIIIIEHHS Y CTIPaBy HaJICKHUM YMHOM 0(DOPMIICHOTO TUTYJIHHOTO apKyllia,
BUTOTOBJICHOTO JIPYKAPCHKUM CIIOCOOOM, Ha OOKJIAJMHIII CIIPaBU 3a3HAYAKOTHCS
JIUIIE HOMEPU apXiBHOTO (OHY, OMUCY 1 CIIpaBU. 3a00POHSAETHCS HAKJICIOBAHHS
TUTYJIBHOTO apKyIlla Ha OOKJIaINHKY CTIPaBH.

3. CxaaganHs Ta 0()OPpMJIEHHSI ONUCIB CIPAB CTPYKTYPHOT0 MiAPO3ainy



1. CrpykTypHi HiApO3J1LIM YCTaHOBU 3000B’si3aHI ONKHCYBAaTU JOKYMEHTH
nocTiiHoro Ta Tpupanoro (moHan 10 pokiB) 30epiraHHs, 3 KaJpOBHUX IHUTaHb
(0co00BOrO CKJIaMy) Yepes3 pik MICHs 3aBEPIICHHS CIPaB y J1JIOBOJICTBI.

2. Ha cnpasu tumuacoBoro (10 10 pokiB) 30epiranHsi ONMCU HE CKJIAJAat0ThCs. Y
pasi JIKBiAAIlli UM peopraHizallli yCTaHOBH TaKi OMKUCH CKJIAJal0ThCS 000B’ I3KOBO.

3. Omucu cripaB CTPYKTYPHOTO IMAPO3JLTY YCTAaHOBH CKIIQJAIOTHCS HMIOPOKY 3a
dbopmoro, HaBeleHOW B joaatky 19 no mmx IlpaBui, mocamoBoro 0co0010,
BIJIMOBIJIAJILHOIO 34 JUIOBOJICTBO Y CTPYKTYPHOMY MiAPO3ALTI, 32 METOAUYHOI
JOTIOMOTH apXiBy YCTaHOBH.

4. Homep omucy crpaB CTPyKTYPHOTO MiAPO3A1UTY YCTAHOBU TTOBUHEH CKIIAIaTUCS
3 U(GPOBOTO MO3HAYECHHS CTPYKTYPHOTO MIIPO3/1TY 32 HOMEHKJIATYPOIO CIIpaB 3
J0JaBaHHSAM TMOYATKOBO1 JIITEPU HA3BU KaTETOpPli JOKYMEHTIB, [0 BKIIOYAIOTHCS
710 OMHCY, Ta YOTHPHOX HHU(P POKY, B TKOMY PO3IOYATO CIIPABH, BKIIIOYCHI 10
onucy. Hampukian, omucu cmpaB MOCTiMHOTO, TpuBajoro (monan 10 pokiB)
30epiraHHs Ta 3 KaApOBHUX MUTAaHb (0COOOBOTO CKJIAAY) CTPYKTYPHOTO MiAPO3ALTY
Ne 5, mo 00JIIKOBYIOTHCS 32 HOMEHKJIATYpoOro cripaB i posnouari y 2014 porii,
OymyTh MaTu Taki Homepu: 5 I1-2014; 5 T - 2014; 5 K- 2014 a6o 5 OC - 2014,

5. Iix yac ckJialaHHsI OMKCIB CIIPaB CI1J JOTPUMYBATHUCS TAKMX BUMOT:

— CIpaBU KOKHOT'O POKY CKJIaJIal0Th PIYHUI PO3/1J OMUCY CIIPaB;

— TIOPSJIOK HyMepallli ciipaB B OMKCY - BAJOBUI 3a KUIbKa POKIB;

— 3aroJIOBKM CIpaB BHOCSATHb JO OMHUCY BIAMOBIAHO IO MPUNUHATOI CXEMHU
CHCTEMaTHu3allli, $SK IpaBUIO, HAa OCHOBI HOMEHKJIATypud cmpaB (3a
HEOOX1THOCTI 3ar0JIOBKH CIPAB PEIaryloThCs Ta YTOYHIOIOTHCS);

— KOXHY CHpaBy BHOCSTH IO OMHCY il CAMOCTIHUM MOPSAKOBUM HOMEPOM
(SIKIIIO cripaBa CKJIAAAETHCS 3 KUIBKOX TOMIB, KOKEH TOM OTPUMYE OKPEMHIA
HOMED, SIKILO CIpaBa CKIAAAETHCS 3 KUTBKOX YaCTUH OJTHOTO JOKYMEHTA, TO
KOKHa YaCTHHA OTPUMYE OKPEMHI HOMED);

— y pa3l BHECEHHS /10 OMUCY MIJIPs] KUIbKOX CIIpaB 3 OJIHAKOBUM 3aroJIOBKOM
MOBHICTIO HABOJIATH JIMIIIE 3aT0JIOBOK MEPILIOi CIIPaBU, a BCI 1HII OJHOPIAHI
CIpaBU TMO3HAYAIOTh CJIOBAMH «T€ CaMe», OJJHAK PEIITY B1JIOMOCTEH mpo
CIIpaBM 3a3HAYalOTh IIOBHICTIO (HA KOXHOMY HOBOMY apKyIlll OIHUCY
3aroJI0BOK BIJITBOPIOIOTH MTOBHICTIO);

— Tpadu ONHCY 3allOBHIOIOTH BIAMOBIIHO 1O BIJIOMOCTEH, BHHECEHHX Ha
OOKIaANHKY (TUTYJbHUI apKylll) CIIPaBH;

— tpada omucy «lIpumiTka» BHUKOPHUCTOBYETHCS JJISI BIAMITOK PO
0COONMMBOCTI (PI3UYHOTO CTaHYy CHpaB, MNpO TMepefady ChpaB I1HIIUM
CTPYKTYPHUM MiAPO3lJIaM, PO HASIBHICTh KOIIM IOKYMEHTIB y CIpaBI.
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6. [{ns1 po3noiuty cripaB BIJMOBIAHO J0 CXEMH CHCTeMaTH3allli mepeaoayeHo Taki
npaBuja;

— CIIPaBH BIJHOCATHCS 10 TOTO POKY, B SIKOMY 1X 3alIPOBAJIWJIN B JILJIOBOJICTBI
ad0 B SKOMY BOHM HAJIWIIIM 1O CTPYKTYpPHOTO MIAPO3ALLY st
MIPOJOBKEHHS;

— TUTaHH, 3BITH, KOIITOPUCH W TOKYMEHTH JI0 HUX BIIHOCSTBCS JI0 TOTO POKY,
Ha KU 200 3a SKUH X CKJIaJCHO, He3aJIeKHO Bl JAaTH iX CKJIaJaHHS,

— TIEPCIEKTUBHI IJIAaHW BIHOCATH JO MOYATKOBOT'O POKY iX Ali, a 3BITH 3a IIi
POKH - 10 OCTAaHHBOT'O POKY 3BITHOTO MEPIOAY;

— CIpaBH, SIKI PO3MOYATO B OJHOMY CTPYKTYpPHOMY HiAPO3MLII Ta MEPEIaHO
JUTSl IPOJIOBXKEHHS JI0 1HIIIOTO MIAPO3IUTY, HaJIekKaTh TOMY HiIpO3/LTy, 1€ iX
3aBeplIeHO (MpU 1IbOMY Ha3Ba MEPIIOTO MIAPO3AUTY OepeThbCsi B JIYKKH 1
MUAIICTHCS Ha3Ba OCTAHHBOTO).

7. Onucu crpaB BEIyThCS MPOTATOM KUIBKOX POKIB 3 BUKOPHUCTAHHSIM €IUHOI
HACKpi3HOi HyMepallii. CripaBy KOKHOTO POKY CTAHOBIISATh PIYHUNA PO3/1J OMHUCY.

8. Y KIHIIl ONKCY 3alOBHIOETHCS MM1JICYMKOBHUH 3alUC 13 3a3HAYEHHSIM KUIBKOCTI
(mudpamMu 1 clOBaMHu) CHOpaB, MO OOIIKOBYIOTHCA 3a OIMKUCOM, NEPIIOro 1
OCTAaHHBOTO HOMEPIB CHpaB 3a OMKUCOM, a TAKOX OOYMOBIIOIOTHCS OCOOJUBOCTI
HyMepallli cripaB B ONMKC1 (JIITEPHI Ta MPOMYIIEHI HOMEPH CHPAB).

9. V piuHMI pO3IIT ONHCY CIpaB BHOCITHCSA TAKOX CIIPaBH, HE 3aBepIIeHI

MPOTSTOM KAJICHIAPHOTO POKY. Y TaKUX BUIAJIKaX y KIHIIl PIYHUX PO3/ILIIB OMTUCY

KOKHOTO HACTYIHOTO POKY, NPOTATOM SKOrO CIpaBH MPOJAOBXKYBAINUCS B

JJIOBOJICTBI, 3a3HayYa€ThCs: «J{OKYyMEHTH 3a 1€l piK AMB. TaKOX y PO3MILIL 3a
piK, Ne ». I'pacdu 4, 5 hopMu onucy He 3aOBHIOIOTHCS.

10. Omnuc crpap CTPYKTYPHOTO MIAPO3/ILTY YCTAHOBH MiAMUCYETHCS YKIAgaueM 13
3a3HAYEHHSM MOTro MOCcajiy, MOTOKY€EThCS 3 KEPIBHUKOM CIY>KOU J1710BOJICTBA 1
3aTBEPJIKYETHCSI KEPIBHUKOM CTPYKTYPHOTO MiAPO3LTY.

11. Onuc chnpaB CTPYKTYpPHOTO IMMAPO3ITY YCTAHOBU CKJIATAETHCA Yy JIBOX
MPUMIPHHUKAX, OJUH 3 AKUX MEPENAEThCS Pa3oM 31 CIIpaBaMu JI0 apXiBy YCTaHOBH,
a THITUHN 3aJIMIIAETHCS SIK KOHTPOJIBHUN MIPUMIPHUK Y CTPYKTYPHOMY MiAPO3/LIL.

12. Ha ocHOB1 ONMHCIB ClpaB CTPYKTYPHUX MIJIPO3/LIIB apXiB YCTAaHOBHU TOTYE
3BEJICHI OIMKCH CIIpaB MOCTiMHOTO Ta TpuBanoro (moHaja 10 pokiB) 30epiranHs, 3
KaJIpOBUX MTUTaHb (0COOOBOTO CKJIAAY) y MOPAJKY, BU3HAUEHOMY B PO3ALUIL V ITUX
ITpaBun.

4. IlepenaBaHHs CIIpaB 10 apXiBy YCTAHOBH
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1. CnpaBu noctiitHOro Ta TpuBaioro (rmoHan 10 pokiB) 30epiraHHs, 3 KaapOBUX
MUTaHb (0COOOBOTO CKJIATy) Yepe3 JiBa POKH MICHS 3aBEPIICHHS iX BEJICHHS B
JIJIOBOJICTBI TEPEIalOThCS 10 apXIBy YCTAHOBH B YMHOPSAKOBAaHOMY CTaHI JJis
MOAANIBIIOrO 30€piraHHs Ta KOPUCTYBAHHSI.

Capasu nocriiHoro ta TpuBasioro (mo"aj 10 pokiB) 30epiraHHs nepeaaroThCs 10
apXiBy YCTaHOBH 3a OMKMCaMU, CKJIaJICHUMH 32 BUMOTaMH, BU3HAYCHUMHU Y IJI1aBi 3
I[OTO PO3LTY.

2. CopaBu TuMyacoBoro (mo 10 pokiB BKIIOYHO) 30€piraHHs MOXKYTh
repeaaBaTUCs J10 apXiBy YCTAHOBH 3a PIIICHHSM 1i KEpiBHUKA 32 YMOBH HasIBHOCTI
B HbOMY BUTbHHX TLJIOIIL.

Cnpasu TumuacoBoro (70 10 pokiB BKJIIOUHO) 30€piraHHs MepelatoThCs 10 apXiBY
YCTaHOBH 3a HOMEHKJIATYPOIO CIipaB ab0, Ha PO3Cy/ yCTAaHOBH, 3a 3/1aBATbHUMHU
omrcaMu JOBLILHOT (HOPMHU, HOMEPH SKHX MAIOTh MO3HAUKY « TM».

{A03an npyruit nyHKTy 2 riaBu 4 po3nuty VI i3 3MiHamMu, BHECEHUMHM 3T1JIHO 3
Hakazom MinictepcrBa roctuirii Ne 2277/5 Big 04.07.2018}%

3. IlepemaBanHs cmpaB [0 apxiBy YCTaHOBHM 3MIMCHIOETHCS 3a Tpadikom,
NOTO/UKEHUM 3 KEpIBHUKAMHM CTPYKTYpPHHUX MIJAPO3ILIIB 1 3aTBEPKEHUM
KEPIBHUKOM YCTAHOBH.

4. SIxkuo okpeMi crpaBU HEOOXIHO 3aJUIIATH Y CTPYKTYPHOMY MHiJPO3JLIL JJIs
MOTOYHOI POOOTH, apXiB YCTaHOBH OQOpPMIISiE BHAAYy COpPaB y THUMYACOBE
KOPUCTYBAHHS.

5. [IliarotoBka cIpaB CTPYKTYpHOTO TIAPO3AUTY IS TEpeaaHHs [0
apXiBy YCTaHOBHM BKJIFOYAE MEPEBIPSHHS MPaBUWIbHOCTI ()OPMYBaHHS JIOKYMEHTIB
y CHpaBd, BIAMOBIAHICTH 3arojOBKIB CIpaB 3MICTy BMIIIEHUX JO CIHpaB
JTOKYMEHTIB, O(DOpMIICHHSI JJOKYMEHTIB KOXHO1 CIIpaBH, OQOPMIJICHHS CHpaB Ta
BIJIMOBIJIHICTh CITPAB HOMEHKJIATYP1, 3aTBEP/XKCHIM KEPIBHUKOM YCTaHOBHU.

VY pasi BusiBJICHHS HEJOJIKIB Y (popMyBaHHI Ta 0(DOPMJICHHI CIpaB MpalliBHUKU
CTPYKTYPHHUX MIJIPO3/11iB 3000B’A3aH1 iX YCYHYTH.

CnpaBu 10 apXiBy YCTaHOBHU JOCTAaBIAIOTHCA MPAIIBHUKAMU 11 CTPYKTYPHHUX
M1IpO3/1T1B 3B’ I3aHUMU (YITAaKOBAHUMU ) HAJICKHUM YUHOM.

6. Y pasi BIICYTHOCTI CIIpaB CTPYKTYPHHUX MIPO3IUIIB, 110 3HAYAThCS B OIMKCAX,
YKUBAIOThCS 3aX0/IM, niepeadadeHi nyHkTtom 9 rmasu 2 po3auny V nux I[pasu.
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7. IlpuiimaHHsA-TIepeIaBaHHS KOKHOI CIIPABU 3/1MCHIOETHCS MPALIBHUKOM apXiBY
YCTAHOBU B MPUCYTHOCTI MpalliBHUKA CTPYKTYPHOTO MiAPO3/LTY, SIKHM Mepeaae
yropsiikoBaHi Ta opopmiieHi ciipasu. [Ipu 1boMy B KO)KHOMY NMPUMIPHUKY OIHCY
crpaB poOOJSATHCS MO3HAYKKM NPO MPUUHATTA Ti€i ab0 1HINOI crpaBd. Y KIHII
KOKHOT'O MPUMIPHHUKA OMHUCY CIpaB poOJAThbCs IudpaMu Ta CIIOBAMH MO3HAYKH
npo ¢hakTUYHY KUIbKICTh CIIPaB, 110 MepeiaHi 10 apXiBy YCTAaHOBH, HOMEPH CIPaB,
IO BIACYTHI, JaTy NpUWMaHHS-TIEpEJaBaHHs CIPaB 1 CTaBIATHCS MIJIMUCU OCI0,
K1 3/1aBaJIM Ta MPUIMAaH CIIPaBH.

OnuH OpUMIPHUK ONMHUCY IOBEPTAETHCS CTPYKTYPHOMY IMIIPO3ILTYy, yCl 1HIII
3QJIMIIAIOTHCS B apXiBl YCTAaHORBH.

5. 'paHUYHI CTPOKU THMYACOBOI0 30epiraHHsA JOKYMEHTIB B apXiBi
YCTAHOBH

1. YcTaHOBIOIOTHCS TaKi TPAHUYHI CTPOKUA TUMYACOBOT0 30€piraHHs IOKYMEHTIB
B apXiBl YCTAHOBU:

— s 1okyMmeHTiB BepxoBHoi Pagm VYkpainu, Anaminictparii Ilpesuaenta
VYkpainu, Kabinetry MinictpiB Ykpainu, Koncruryuiinoro Cyny Ykpaiunu,
Bepxosuoro Cyny, Buimioro cyny 3 muTaHb IHTEIEKTYyaJIbHOI BIACHOCTI,
Bumioro anTukopynuiiHoro cyay, ['eHepanbHOI Mpokyparypu YKpaiHwu,
[lentpanpHoi BuOOpUOi Komicii Ykpainu, PaxyHkoBoi manmatu YKpaiHu,
HamionanbHoro 6anky Ykpainu, MiHICTEPCTB, 1HIINX IEHTPAJIbHUX OPTaHIB
BUKOHABYOI BJIAIM Ta JIEPKABHUX OpraHiB 1  0Oe3nocepeaHbo
IiANOPSIAKOBAHKUX iM OpraHizaiiil - 15 pokis;

{AG3an apyruit nynkry | rmaBu 5 po3ainy VI 13 3MiHaMu, BHECEHUMU 3T1JIHO 3
Hakazom MinictepcrBa roctuitii Ne 2277/5 Bin 04.07.2018%

— s jokyMeHTiB BepxoBHoi Pagu ABtoHomHOi1 PecnyOmiku Kpum 1 Pagu
MiHicTpiB ABTOHOMHOI PecnyOnmiku Kpum, oOmnacuux, KwuiBcbkoi Ta
CeBacTonosibChKOi  MICBKMX pajl 1 JIep’KaBHUX QJAMIHICTpaIliid Ta
0e3MmocepeIHRO MiAMOPSIAKOBAHUX 1M OpTaHizalliid, ameysIiiiHIX CYIIB, SKi
YTBOPIOIOTHCSL B aNEINSIIAHUX OKpyrax, aneiasuiiHuX aJIMIHICTPaTUBHHUX
CyJAIB, amesIMHUX TOCHOAAPChKUX CYAIB, OKPYKHUX aJMIHICTPATUBHUX
CyAiB, OKPY>XHHMX TOCIHOJApPCHKUX CYJiB, PErioHaAIbHUX MPOKYpaTyp,
BIMCHKOBUX MPOKYpPATYp PETIOHIB, TEPUTOPIAIbHUX OPTaHiB LUEHTPaTIbHUX
OpraHiB BUKOHaBYO1 Biaju - 10 pokiB;

{AG3ar Tpetiit myHkTy | rmaBu 5 po3aiury VI i3 3MiHaMu, BHECEHUMHU 3TiHO 3
Hakazom MinictepcrBa roctuirii Ne 2277/5 Bin 04.07.2018}%
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— JUIsl JOKYMEHTIB pailOHHUX, palloHHuX y mictax Kuesi ta CeBacrormnosii
JIepKaBHUX aJMIHICTpAIlid, OpraHiB MICIICBOIO CAaMOBpPSIyBaHHS Ta
Oe3mocepeiHbO MIANOPSAIKOBAHUX IM OpraHizailiid, OKpY>KHHX CYiB, SKi
YTBOPIOIOTHCSL B OJTHOMY a00 JIEKUIBKOX pailoHaX 4M palloHax y mictax, abo
y MICTi, a00 y paiioHi (pakioHax) 1 MicTi (MicTax), TEpUTOPIaTLHUX OPTaHiB
IEHTPATBHUX OprasiB BUKOHABYO1 BJIA/IH, a TaKOX
CLIIbCHKOTOCTIOAAPCHKUX MIAIMPUEMCTB - 5 POKIB;

{A03a1] yerBepTHil MyHKTY 1 raBu 5 po3aiuny VI 13 3MiHaMu, BHECEHUMHU 3T1JTHO
3 Hakazom Minictepcera toctuiii Ne 2277/5 Bin 04.07.2018}

— JJIs 3aMKCIB aKTiB LIUBIJIBHOTO CTaHy, 3aMKCIB HOTApIaJbHUX I 1 CYJJOBUX
CIIpaB, JOKYMEHTIB 3 KaJJpOBUX MUTaHb (0COOOBOI0 CKJIaTy ), TOCIIOJAPCHKUX
KHUT, TOKyMEHTIB 3 IPUBATH3aIIi1 KUTI0BOTO (OHIY - 75 POKIB.

2. Ctpoku 30epiraHHs 1070 KOHKPETHUX JTIOKYMEHTIB MOXYTh OyTH 3MIHEHI 3a
MOTOJKEHHAM 3 BIAMOBIIHOK JEP>KaBHOK ApPXIBHOK YCTaHOBOIO, apXiBHUM
BIJIJIUIOM MIChKOI pajiu. [IpogoBxkeHHs CTpOKiIB 30epiraHHs JOKYMEHTIB B apXiBi
YCTAHOBU JIONYCKAETHCS 32 MOTPEOU KOPUCTYBAHHS JOKYMEHTAMH 31 CITy>KO0BOIO
METOI0, Y pa3l HEMOKJIUBOCTI MPUUHSITH TOKYMEHTH Ha 30€piraHHs 10 Aep>KaBHOI
apX1BHOI YCTaHOBH, apX1BHOT'O BIJIJIUTY MICBKOI paJiH.

3. Ilicns 3aKkiHYEHHS TPAHUYHUX CTPOKIB 30€piraHHsi JOKYMEHTH, BIJHECEHI 0
HA®, mnepenaroTbcsi Ha TIOCTiIMiHE 30epiraHHs BiANOBIIHO JO TOPSAKY,
BU3HA4YeHOro y riasi 1 po3aury XIV uux [IpaBui.

VII. CkiagaHHs apXiBHUX ONUCIB clIpaB

1. ITopsaaok cCKIaJaHHA PIYHUX PO3AiJIiB 3BeICHUX ONUCIB CIIPAaB YCTAHOBU

1. ITigroroBKa piyHUX PO3AUIIB 3BEJACHUX OMHUCIB CIPaB MOCTIMHOTO 30€epiraHHs,
TpuBaioro (moHan 10 pokiB) 30epiraHHs Ta 3 KaJpOBHUX MHUTaHb (OCOOOBOIO
CKJIay) OKJIaa€ThCs Ha apXiB YCTAaHOBH.

2. Skmo B yCTaHOBI CTBOPIOETHhCS 3a pik 10 20 copaB, 3BEACHUN OMUC
JI03BOJISIETHCA CKJIAJIaTH 3a KiIbKa POKiB, ajie HEe OUIbIIE HIXK 3a 1’ SITh POKIB.

Ha cneruiuni 111 KOHKPETHOI YCTaHOBH CIIpaBu (CyAOBI1, CIA4l, HAYKOBI 3BITH
TOIIO) CKJIAJAaI0Th OKPEMi OIHUCH.
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3. 3BelieHI ONMHUCHU CIpaB CKJIaJal0Th Ha OCHOBI PIYHUX PO3JLIIB ONKCIB CIpaB
CTPYKTYpPHHUX MIAPO3ILTIIB, Yy TOMY YHCII BIJOKPEMJIEHUX CTPYKTYpPHHUX
M1IPO3IUTIB 0€3 CTaTyCy IPUINYHOI 0CO0HU, a B 0€3CTPYKTYPHHUX YCTaHOBAX - Ha
OCHOBI 3B€ICHOT HOMEHKJIATypH CHPAaB 3a TOM CaMUi PIK.

B ycraHoBax, 110 HE MalOTh CTPYKTYPHOI'O MOy, apXIBHI OMUCU CKJIaAal0ThCs
3a HaMpsIMaMu JIsUIbHOCTI YCTaHOBH.

4. TlopsaioK YHECEHHS 3arojIOBKIB CIpaB Yy PIYHUNA PO3JUT 3BEJIEHOTO OIUCY -
aHAJIOTTYHUHN TOPSJIKY, 3a3HAYEHOMY B IYHKTax 5 Ta 6 rimaBu 3 posauty VI mux
ITpasui.

3aroJIoBKM CIIpaB, IO MICTSITh JOKYMEHTH 3a JACKUIbKA POKIB, BKJIIOYAIOTHCS Y
PIYHUMA PO3ALT 3BEICHOTO OMKCY BIAMOBIIHO JO BUMOT, BUKIAACHUX y MYHKTI 9
riaBu 3 po3nuty VI mux IIpasun.

5. Ilepmn HiXK BKJIIOYATH 3arOJIOBKH CIIPaB JI0 PIYHOTO PO3ALTY 3BEACHOTO OIHCY,
HEOOX1JTHO 3BIPUTH 3ar0JIOBKH CIIPaB 3 OMMCAMU CIIPAB CTPYKTYPHUX MIIPO3I1TIB
(st 6€3CTPYKTYpPHUX YCTaHOB - 31 3BEJCHOI0 HOMEHKJIATYpPOIO CIpaB 3a TOU
caMMil piK), IEPEeBIPUTH MPABUIBHICTH (POPMYBaHHS Ta 0POPMIICHHS CIIPaB.

6. 3aronoBku crpaB, CHOPMOBAHUX MICHS 3aTBEPIKECHHS PIYHOTO PO3ILITY
3BEJICHOT0 OIKCY CIpPaB YCTAaHOBU, BKJIIOYAKOTH JO PIYHOTO PO3AUTY IIiJI
JiTepHuMU HoMepamu (Hampukiana, 10-a, 284-6 Tomo) abo BMILIYIOTh Y KiHIT
PIYHOTO PO3JUTY OINHUCY 32 X BAJIOBOIO HyMepallie€ro. Budip Toro uu Toro Bapianty
3QJIKUTH Bl KUIBKOCTI TAKUX CIIPaB.

7. P1uH1 po3/1iiu 3BEJICHUX OIMCIB CIIPaB HYMEPYIOThCS Y BAJIOBOMY IOPSJIKY 3a
BUMOTAaMH, BCTAHOBJIICHUMH Yy IJIaBl 7/ IIbOTO PO3LTY, MO HHX CKJIaJafOThCS
M1JICYMKOBHH 3aIlKC Ta 3aCB1I4yBaJIbHUM HAITUC 3T1IHO 3 BUMOTaMH, BU3HAYCHUMU
y [JaBl 5 IbOrO PO3ALTY, a TaKOX MEPEIMOBA, IO CKIAJAETHhCA BIAMOBIIHO JI0
IYHKTY 2 THaBH 6 1IbOTO PO3ILIY.

PiuHi po3niiv 3BeIEHUX OMUCIB CIIpaB HE MIiAIIMBAIOTH 1 HE OMPABISAIOTH; BOHU
MOBUHHI 30€epiraTucs B Te€Kax 3 KjamaHaMu abo 3aB’I3KaMH.

8. PiuHMi1 3BeileHUI OMUC CHpaB CKJIAIAEThCS HE MI3HIIIE HIXK 4Yepe3 JBa POKU
IICJISI 3aBEPIICHHS CIIPaB y A1JI0BOICTBI.

2. CxinagaHHs Ta 0pOpMIIEHHS PiYHOT0 PO3ILTY ONUCY CIPAB MOCTIHOTO
30epiraHHs

1. Piuauit po3ain 3B€IEHOTO OIMKCY CIPaB MOCTIHHOTO 30€piraHHs CKJIaJaloTh 3a
BCTaHOBJICHOIO (hopMor0, HaBeneHOow B joaaTky 20 go mux IIpaswn. Jlo HbOro
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BKJIFOYAIOTh YC1 3ar0JIOBKH CIIpaB, 0 (OPMYBAIUCS B CTPYKTYPHHUX MIIPO3iiaax
YCTAaHOBH BIPOJOBX POKY, a TaKOX 3arojoBKA CIpaB 13 JOKYMEHTaMmH,
BUJIYYEHUMH 31 CIIpaB TUMYACOBOT0 30epiraHHs, ski manau mo3Hauky «EITK».
CucremaTuzallisi 3aroJIoBKiB CIIpaB B OIKMCY MOBUHHA BIJMOBIIATH MOPSAKY,
BU3HAUYCHOMY Y 3BEJICHIN HOMEHKJIATYpl CIIpaB YCTAaHOBU 3a 1€ caMuid pIK.

2. Piunuii 3Be/IeHNI ONTUC CIIPaB MOCTINHOTO 30epiraHHs CKIIAa€ThCs Y YOTUPHOX
npuMipHUKaxX, ski micias cxBaieHHs EIIK BinmoBimHOro aep:aBHOTO apXiBy
3aTBEP/KYIOThCS KEPIBHUKOM ycTaHOBH. OJHWH TPUMIPHUK HaIMpPaBIIsSE€ThCS
Jep’KaBHOMY apXiBy (apXiBHOMY BIJITY MICBKOI pajau), Y 30HI KOMIUIEKTYBaHHSI
AKOTO TiepedyBae ycraHoBa. [pyruii - 30epira€Tbcs K HEAOTOPKAHHUI B apXiBi
ycTaHOBH. TpeTiii Ta YETBEPTUI MPUMIPHUKHU PO3JILTY OMUCY BUKOPUCTOBYIOTHCS
apXiBoM 1 cIy>X0010 MITOBOACTBA JJIS MOTOYHOrO MOIIYKY CHOpaB 1 y pasl iX
nepefaBaHHs Ha TIOCTiHE 30epiraHHs HAAXOASATh N0 JIEPKABHOIO apXiBYy
(apx1BHOTO BIJLTY MICBKOI pajn).

3. YcraHoBu, 110 30epiratoth 1okymeHTH HA® nocTiitHo B cebe, CKIaatoTh piuHi
PO3/1IM 3BEJICHOTO OIKCY CHPaB MOCTIHHOTO 30epiraHHs Yy JIBOX MPUMIPHHUKAX.
[Toromxkeni EIIK BiAMOBIAHOTO JEPKaBHOTO apXiBY OMUCH 3aTBEPIAKY€E KEPIBHUK
ycTaHoBHU. [lepiuii mpuMipHUK ONUCY 30€piracTbCsa B apxiBl yCTAaHOBH, a APYTUl
- y cyk01 A1JI0BOACTBA.

4. 3arojoBKU CIpaB, BKIOUYEHUX JI0 PIYHOTO PO3JUIY 3BEJCHOIO OIKCY CHpaB
MOCTIMHOTO 30epiraHHs, HyMEpPYIOTh y BaJIOBOMY MOPSAKY 110 yucia 9999. B
YCTaHOBAX 3 PIYHUM JOKYMEHTO001roM 10 600 JOKYMEHTIB AOLUIBHO 3aKIHUYBaTH
3BEJICHUM OIMMMC 3 KUIBKICTIO cripaB 999.

3. CxaaganHs Ta oopMJIeHHS 3BE€HOT0 ONNCY CIIPAB TPUBAJIOTO (IMOHA
10 pokiB) 30epiranns

1. PiuHMi1 po321LJT 3B€ACHOTO OMUCY cIipaB TpuBaioro (moxnana 10 pokiB) 30epiranHs
CKJIaJa€eThCs 3a GOopMOI0, HaBeJIeHO B JoaaTky 21 g0 nux IlpaBui. o omucy
BKJIFOYAIOTh 3arojOBKH CIIpaB, IO YTBOPWIKUCS B [ISJIBHOCTI CTPYKTYPHHX
M1JIPO3/IUIIB YCTAHOBU 1 MalOTh BIJMOBIJHO JO 3BEJCHOI HOMEHKJIATYpPU CHpaB
CTpokHu 30epiraHHs 1moHaa 10 pokiB, a TaKoX 31 CTpOKOM 30epiranHHs «J/lo
JTiKBigalii ycTaHoBW» (OKpIM JOKYMEHTIB 3 KaJApOBHX IHUTaHb (0COOOBOTO
ckiany)). Cucremarusaniss 3arojioBKIB CHOpaB y 1bOMY ONHUCY ITOBHMHHA
BIJIMOBIJIATU MOPSAJIKY, BU3HAYEHOMY Y 3BEJICHIM HOMEHKJIATypi CIIpaB yCTaHOBU
3a 1e¥ camuit pik.

2. Onucu cnpaB TpuBasioro (monana 10 pokiB) 30epiraHHs CKIAJAIOThCS Y JBOX
npuMipHUKax Ta cxBantorThes EK ycranosu. Onucu ciipas TpuBanoro (moxaz 10
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POKIB) 30€piraHHsl YCTaHOB, y IISJIBHOCTI SIKUX HE YTBOPIOIOTHCS JOKYMEHTH
HA®, nonarothcs Ha cxBasieHHs] EK oprany Buioro piBHs (3a HasiBHOCTI).

Omnucu cnpaB TpuBasioro (moHan 10 pokiB) 30epiraHHs TMOAAIOTHCS Ha
noropkeHHst EIIK gepkaBHOro apxiBy abo cxBanenHss EK apxiBHoro Bimainy
palioHHOi, pailoHHuX y MicTtax Kuesi i CeBacTomnosi aep)KaBHUX aaMIHICTpallii,
MICBHKOI paJivi 3a PIIICHHSIM LUX KOMICIiil.

3. ¥V pa3i jikBigaiii yCTaHOBH, Y IISUIBHOCTI SIKOI HE YTBOPIOIOTHCS JOKYMEHTHU
HA®, oric TpuBasoro (monas 10 pokiB) 30epiraHHs JOKyMEHTIB MepepOoOII€ThCS
3 METOIO BUOKPEMJICHHSI IOKYMEHTIB, TOB’I3aHUX 13 3a0€3ME€YEHHAM COLIIAIbHOTO
3aXUCTy TpoMasiH, Ta micis cxBaieHHs EK ycranoBu ta EK oprany Buioro piBHs
(3a HasIBHOCTI1) 000B’s13K0BO NoaeThes Ha moropkeHHs EINK nepskaBHOrO apxiBy
a0o cxBasieHHs EK apxiBHOro Bimauly pailoHHOi, pailoHHHX y Mictax Kwuesi i
CeBacToroJi JIepKaBHUX aMIHICTpalliil, MICbKO1 paju.

4. CxBaJjieH1 Ta MOTO>KEHI OMKCH CIPaB 3aTBEPIKYE KEPIBHUK ycTaHOBU. [lepinii
OPUMIPHUK PIYHOTO PO3JAUTYy ONUCY 30epiraeThCs B apXiBl YCTaHOBU SIK
HEJOTOPKAHHUH, a APYTHUil € pOOOYMM 1 BAKOPUCTOBYETHCS B MPAKTUYHIN POOOTI.

5. 3aroJIoBKM CrpaB, BKIOUECHUX JI0 PIYHOTO PO3JLIY 3BEACHOTO OIKCY CIpaB
TpuBaioro (monaa 10 pokiB) 30epiraHHs, HyMEPYIOTh Y BaJIOBOMY MOPSAKY JO
gucia 999.

4. Ckaaganns Ta 0popMJIeHHS 3BEIEHOI0 ONMMCY CIIPAB 3 KAAPOBUX NMUTAHD
(0co00BOI0O CKJIATY)

1. 3BesieHuii onuc Crpas 3 KaJAPOBUX MUTaHb (0COOOBOI0 CKJIaY) CKJIAIA€THCS 32
dbopmoro, HaBesieHOIO B J0/1aTKy 22 1m0 uux [IpaBuin. Onuc MICTUTh TOKYMEHTH,
[0 CTBOPIOIOTHCA B JISJIBHOCTI KaJpOBOI, OyXraaTepChKOi CIyKO Ta CIiIyKOu
OXOPOHHU TIpalll YCTAaHOBH, Ta 33 HOMEHKJIATYPOIO CHpPaB YCTAHOBU MalOTh CTPOK
30epiranHs nmonana 10 pokis.

2. 3aroJIOBKH CIpaB OMHUCY 3 0COOOBOTO CKJIAy CUCTEMATU3YIOTh 32 HOMIHAJIBHOIO
03HAKOIO B TaK1! ITOCIIJOBHOCTI:

— HaKa3HM 3 KaJpOBUX MUTaHb (0COOOBOIO CKJIAY), 110 MIJIATal0Th TPUBAIOMY
30epiranHio (75 pokiB);

— 00JIIKOB1 JOKYMEHTH (CIUCKH MPaIliBHUKIB YCTAHOBH);

— KHHUTU (KypHaJIN) 00JIIKYy Haka3iB 3 KaJIpOBUX MUTaHb (0COOOBOTO CKIaAY);

— KapTKH 3 00JIiKy 0COOOBOTO CKJIay;

— 0Cco0OB1 cmpaBu (y TOMY 4YHCIlI OCI0O, TPEACTAaBICHUX 10 IPUCBOEHHS
MOYECHUX 3BaHb), aTE€CTAllliHI CIIpaBU, IEPCOHAIBHI CIIPABH;
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— KOHTPAKTH, TPYAOBI IOTOBOPH, 1110 3aMIHIOIOTh HaKa3u 3 KaJIpOBUX MUTAHb
(ocoboBoOrO CKIIaIy);

— OyXrajatepchbKi JOKYMEHTH (0COOOBI paXyHKH 13 3apOOITHOI IJIaTH, a B pasi
iX BIJICYTHOCTI - pO3paxyHKOBI1 BIJJTOMOCTI 13 3apIUIaTH);

— JOKYMEHTH Mpo atecTtamiro 1 Tapudikauiro (TapudikaiiiHi BiIOMOCTI
(ciuckn));

— JIOKYMEHTH IPO MPOBEICHHS aTecTallli Ta BCTAHOBJICHHS KBaTi(piKallii;

— HaropojHa JOKyMEHTaIlis;

— JIOKYMEHTH MpO HENIACHI BUMAJIKKH Ha BUPOOHMIITBI (aKTH, MPOTOKOJIH,
BUCHOBKH, KYypHAJIN);

— He3aTpeOyBaHI OCOOMCTI JIOKYMEHTH TMpAliBHUKIB (TPYJOBl KHHKKH,
B1MICbKOB1 KBUTKH, TUIIJIOMU, aTECTaTH TOIIO).

3. Oco0oBi crnpaBu (0CO00BI KapTKH) BHOCATH /10 OIKUCY 3a POKOM 3BiILHEHHS
nocazoBux 0ci0 B ajipaBITHOMY MOPSIAKY 1X MPI3BHIIL.

4. 3anexHo BiJ 00cATy 0CO0OBI CIIPaBU BHOCSTHCS JI0 OMKCY K OKpEeM1 OJIMHUIII
30epiraHHs a0o rpymyroThCsa 3a andaBIiTOM B OKpPEMI CIpaBU-HAPSAIU, KOKHY 3
SKUX BKJIIOYAIOTh JI0 OMUCY 1]l CAMOCTIHHUM HOMEPOM, HAIIPUKIIAL:

21. Oco0oBi crnpaBy 3BUIBHEHUX MPAI[IBHUKIB 3 MPI3BUIIAMU 3 JITEPU «A» 1O
nitepy «K».

22. Te came, 3 npi3BUILlaMu 3 JJiTepu «JI» mo mitepy «S».

5. YV cnopaBu-Hapsaud BMINIYIOTh BHYTPIIIHIM OMHC YyCiX OCOOOBUX CIpaB i3
3a3HaY€HHSM HOMEPIB CTOPIHOK KOXKHO1 0c000B0Oi cripaBu. C(hopMoBaHi y CripaBu-
HapsId 0CcO0OBI CHpaBU BIJOKPEMITIOIOTh OJHA BiJ OJHOI YHCTUMHU apKyIIaMu
narnepy, J¢ 3a3HayaroTh MpI3BHUILE, 1M, O 0aThKOBI 0COOHU, HA Ky 3aBEIACHO
CIIpaBy.

6. Oco0O0BI KapTKU TaKOK POPMYIOTh y CIpaBU-HAPSAU B aindaBiTHOMY HOPAJIKY,
HaIPUKJIA;

Oco000B1 KapTKH 3BUTBHEHUX MpaliBHUKIB (. T-2) 3 mpi3BUIIAMU 3 JITEPU «A» TIO
mitepy «H».

7. Oco00B1 paxyHKH NpaIiBHUKIB (POPMYIOTH y XPOHOJOTIUHOMY MOPSIKY 32
an(aBiTOM MPI3BUIL MTPALIBHUKIB a00 CTPYKTYPHUM MPUHLIUIIOM, HAIIPUKIIAJ:

Oco606i paxyHKu npayi6HUKI8 3 npizeuwamu 3 1imepu «A» no nimepy «My.

Oco606i paxyHKu npayi6HUKI8 8i00iNy NOCMAa4anHs ma 30ymy.



8. 3ajexHO BiJl KUIBKOCTI OCOOOBHMX CHpaB Ta OCOOOBUX KapTOK Ha OCOOOBI
CIIPaBU Ta KAPTKHU 3BUIBHEHHUX MPAIIBHUKIB MOXKE CKJIAIATUCA OKPEMUI OIHC.

9. Oncu cripaB 3 KaJApOBHUX MUTaHb (0COOOBOTO CKJIaly) YCTAHOB, Y JIsJIBHOCTI
SAKUX YTBOPIOIOThCA JOKymMeHTH HA®D, cknagaoTh y TphOX IPUMIpHHUKAX.
[Toromxeni EIIK BiANOBIAHOTO AEPKABHOTO apXiBY OMMUCH 3aTBEPAXKY€E KEPIBHUK
yctanoBu. [lepmmii mpuMIpHUK PIYHOTO PO3ALTY OMUCY 30epiraeThCs B apXiBi
YCTAHOBU $IK HEJIOTOPKAHHMM, a APYrud € poOOYMM 1 BUKOPHUCTOBYETHCS B
npakTuyHid poooTi. TpeTiit HajacUIaeThCsl I KOHTPOJIIO JIEP)KAaBHOMY apXiBY
(apx1BHOMY BIJJIUTy MICBKOi paju), Y 30HI KOMIUIEKTYBaHHS SIKOTO mepeOyBae
yCTaHOBA.

10. Onucu cipaB 3 KaJpoBUX MUTaHb (0COOOBOTO CKJIAy) YCTaHOB, Y JIISJIBHOCTI
SAKUX HE CTBOPIOIOTHCS TokymMeHTH HA D, cknanaroTh y 1BOX npumipHukax. [licns
noromxenHus onuciB EINK nepxaBuoro apxisy a6o EK apxiBHoro simmury
palioHHoO1, pailonHuXx y mictax Kuesi 1 CeBacTomnosi JepKaBHUX aJMIHICTpaIlil,
MICBKOI pajy iX 3aTBEP/KY€ KEPIBHUK yCcTaHOBH. [lepiinii mpuMipHUK pidyHOTO
PO3/1Ty ONMUCY 30epiraeThcsi B apXiBl YCTAHOBU K HEJOTOPKAHHUU, a APYTUH €
poOOYUM 1 BUKOPUCTOBYETHCS B MPAKTUYHIN POOOTI.

11. 3arosioBku crpaB, BKIFOUEHHUX J0 PIYHOTO PO3JLUTY 3BEJIEHOTO OMUCY CHPaB 3
KaJpOBUX MUTaHb (0COOOBOIO CKJIaly), HYMEPYIOTh Y BaJIOBOMY MOPSAKY 10
gucia 999.

5. IlincymMKoBH# 3aNIMC TA 3aCBiIYYBAJIbHUA HANKC 10 APXIBHUX OMHKCIB
CIpaB

1. Cymapuuii 0OJiK chopaB 3aKpIIUIIOETHCA Y MIACYMKOBOMY 3alHCl, SKHM
CKJIAJIAtOTh JJIsl BCIX apXiBHUX OMUCIB crpaB. Ilicisi 0CTaHHBOT CTATTI KOKHOTO
OMHCY 3a3Ha4aroTh (1udpamu Ta cioBaMu) PakTUUHY KUIBKICTh CTIPaB, YHECEHUX
70 PIYHOTO PO3JLTY OMHUCY, a TAKOX BKa3ylOTh OCOOJIMBOCTI HyMepallii Crpas
(HasIBHICTH JIITEPHUX Ta TpomyiieHux Homepis). Hanpukian:

VY ueit onuc BritoueHo 250 (aBicti m’staecar) copas 3 Ne 1 mo Ne 250, y Tomy
YUCII:

— mitepHi Homepu: 50a, 145a, 1450;
— mpomyiieHi Homepu: 170, 205.

2. KoxHy 3MiHY 3arajibHO1 KIJIbKOCTI CIIPaB B OMHKCY, TIOB’I3aHY 3 HAJIXOJKEHHSIM,
BUOYTTSIM, 00’ €HAHHSIM, pO3(OPMYBaHHSM CIpaB ToOUO, (IKCYIOTh Y
M1ICYMKOBOMY 3aIlKCi 3 MOCWJIAHHSAM Ha BIAMOBIIHI TOKYMEHTH, 1110 € I1ICTaBOIO
JUI1 BHECEHHs 3anucy. [Ipukinanu:



Ilo onucy exnoueno cnpasy Ne 78-a. Iliocmaea: axm npo nepegipsiHHs.
HaseHocmi i cmany cnpae 6io 17.01.2015 Ne 3;

Cnpasu 3 Ne 112 no Ne 115 euxnroueno 3 onucy. [liocmasa: akm npo Hecmauy
apxignux cnpas (0okymenmis) 8io 12.06.2014 Ne 2;

Cnpasu NeNe 50, 58, 70 eunyueno. lliocmasa: axm npo eunyuenus cnpas 3
HA® 6i0 12.01.2014 Ne 1;

Cnpasy Ne 200 pozgopmosano. [oxymenwmu cnpasu Ne 200 uacmkoso
sraouero 6 cnpagy Ne 180. Cnpaesu 134 ma 136 06 ’conano. Iliocmasa: akm
6i0 20.01.2015 Ne 1.

3. Ilicyist BHECEHHS B OIMMKC JI0JJATKOBUX 3aIMMKCIB CKJIadal0Th HOBUU I1JICYMKOBUIMA
3amuc 10 onucy. Y pasi BUOYTTA copaB 3 onucy B rpadi «lIpumitka» npotu
KOXKHOT CITpaBH, 1110 BUOYJIa, poOJsATh Mo3HauKy « Bubynay.

4. ns oOniKy KUIBKOCTI apKyIIiB PIYHOTO PO3JUTY 3BEICHOr0 OIKCY CIIPasB,
dikcaiii ocobIMBOCTE HyMmepallli OMUCy Ha OKPEeMOMY apKyIll CKIaga€eThCs
3aCBIIUYBAIBHUN HAMUC JO0 PO3AULY OMNHUCY, SKUWA PO3MIIIYIOTh HAMPUKIHII
PIYHOTO PO3ALTY 3BeAieHOTO onucy. dopma 3acBiAUyBAIBHOTO HATTUCY JI0 PO3ALTY
OIKCY HaBeneHa y poaarky 17 no nux [Ipasui.

6. IlepenmoBa 10 3BeIecHUX apXiBHUX ONKCIB CIPaB

1. /1o KO’)KHOTO pIYHOTO PO3/1IY 3BEJACHOTO OIMUCY CIPaB MOCTIMHOTO 30epiraHHs,
TpuBaioro (moHajs 10 pokiB) 30epiraHHsi Ta OMHUCIB CIpaB 3 KaJAPOBUX MUTAHb
(0oco0oBOro CKJIaay) CKIQJarOTh MNEPEAMOBY, IO € EJIEMEHTOM JIOBIJKOBOTO
armapary J0 pi9YHOTO PO3/1Iy 3BEACHOTO OIUCY CIPaB.

2. IlepeaMoBa 10 OMUCY CKIAAAETHCS 3 TBOX YACTHH:

— Teplia - ICTOpisi yCTaHOBU-(DOHI0YTBOPIOBAYA;
— JApyra - ictopisa Gonuy.

VY mepmiiii yacTUHI NEPEIMOBH HABOASATH Y XPOHOJIOTIYHIN MOCHIAOBHOCTI
BIJIOMOCTI MpO 3MIHM 3a BIANMOBIAHUN mMepioja, IO BiAOYJIMCS y HampsiMax
TSTTBHOCTI YCTAHOBH, 11 Ha3Bi, MIAMOPSAKYBaHHI, CTPYKTYpI, Y APYTiH - CTUCIIO
XapaKTEePU3yIOTh 3MICT 1 MOBHOTY JOKYMEHTIB Yy CIpaBax, BHUCBITJIIOIOThH
0co0MBOCTI (hOPMYBaHHS Ta OIMCAHHS CIpaB, iX CHUCTEMaTH3allii B OIHUCY.
[TepenMoBy MiAMUCYIOTH YKJIaaa4d OMUCY Ta KEPIBHUK apXiBYy ycTaHOBU (0co00a,
BIJIMOBIaJIbHA 32 apXiB).
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3. [HII eeMEeHTH JOBIIKOBOIO amapary J0 PIYHOTO PO3LTY 3BEJACHOTO OMUCY
crpaB (TUTYJBHUHN apKylIll, 3MICT, CIIMCOK CKOPOUYEHb, MOKAXKYHMK) CKIIAIal0Th 3a
noTpeou.

HeoOxi1aHIiCTh cKIagaHHsS AOBIAKOBOTO amapaTy A0 3BEACHUX OIUCIB CHpaB
MOCTIMHOTO 30€pIiraHHs Y3TrOMXKY€ETbCS 3 JIEPAKABHOKIO APXIBHOKIO YCTAHOBOIO
(apx1BHUM BIJJIIJIOM MICBKOi paju), y 30HI KOMIUIEKTYBaHHS SKO1 mepeOyBae
yCTaHOBA.

7. Hymepaiisi 3BeieHUX apXiBHUX ONMCIB

1. ¥V Mexax apxiBHOTO (POH]Iy MEPLIOMY PIYHOMY PO3ALITY 3BEI€HOr0 OMUCY CIIPaB
KOXXHOT'O BHJy HaJaeTbcsl HoMmep. J[o omucy 3 KaJapoBUX MHUTaHb (0COOOBOIO
CKJIaly) MOAAIOTh JITEPHI 1HIAEKCH «K» a0 «0/C», ONucaM CIpaB TPUBAJIOTO
(monaz 10 pokiB) 30epiranHs - JITEPHUN 1HACKC «T», HAPUKIAI;

— onuc Ne 1 cripaB nocTiHOTO 30€epiraHHs,
— omnuc Ne 2-K 3 KaJipOBUX MUTaHb (0COOOBOTO CKIady),
— onwuc Ne 3-1 tpuBaznoro (nmonaa 10 pokiB) 30epiraHHs.

2. Yci HacTymHI pidyHiI pO3AUIH 3BEICHOTO OMUCY cpaB Oy/lyTh MaTH LI camuid
HOMEp /0 CKJIAJICHHS 3aKIHYEHOTO OMNHUCY, MPH ILOMY ITICJIsI HOMEpa KOXKHOTO
HACTYITHOTO PIYHOTO PO3AULY OIUCY CHOpaB y JIyKKaxX 3a3HAYAETHCS CIOBO
«mpojioBkeHHs», Hanpukian: «Onuc Ne 1 (mpomoBxkeHHs) cnpaB MOCTIMHOTO
30epirags.

3. He no3BonsieThes HagaBaTU ONMMCAM OJHAKOB1 OOJIIKOBI HOMEpH, HAMPUKIIA,
nBa onuicd Ne 1 MOCTIHHOTO CTpOKY 30epiraHHs, a TaKoXK HaJaBaTH iM JITEpHI
THICKCHU «a», «O» ToIII.

4. Homep BUOYJIOTO ONUCY 1HIIUM OMUCaM HE MPUCBOIOETHCHA.

5. O0611K ONHUCIB CIpaB B apXiBi YCTAHOBH 3A1MCHIOETHCS BIAMOBIIHO 10 IIYHKTY 5
riaBu 4 posauny X mux [Ipasu.

8. 3akinueHmii apxiBHUI1 onKC cipaB

1. Jekinpka plyHUX PO3AUTIB 3BEJACHOTO OMUCY CIpaB ad0 OJWH PIYHUN PO3IL,
KUIBKICTh 3ar0JIOBKIB CIIPaB y IKUX gocsria yncia 9999 (adbo 999), BBaxkaroTbcs
3akiH4eHUM onucoM. CrpaBu, CTBOPEHI B HACTYMIHI POKH, BKIIOYAIOTHCS J10
THIIIOTO OMKCY, 0 Ma€ HACTYIMHUH MOPSAAKOBUN HOMEP, HAIPUKIIAL 2, a00 1HIIIHIA
BAJIOBUM HOMED.
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3akiHYEHUN OMHC CKJIaAaloTh 1 B pasi JKBiJalil yCTaHOBU-(OHI0YTBOpIOBaYa
HE3aJICKHO B1JI KIJIBKOCTI 3aroJIOBKIB CIIPaB y PIYHUX PO3/LIax.

2. CucremMatu3zallisg 3arojoBKiB CIIpaB y 3aKIHUEHOMY OMHUCY MOK€ YTOUHIOBATUCS
3TIJIHO 3 XPOHOJOTTYHO-CTPYKTYPHOIO CXEMOK MOOYJ0BH apXiBHOTO (HOHIY,
po3a1IaMu SIKOi € POKH, a MIAPO3JALIaMU - HA3BU CTPYKTYPHUX MIAPO3/LIIIB
yCTaHOBU. Y pa3l PyHKIIOHATBHOI MOOYAOBH PIYHUX PO3ALTIB OMUCY YTOUHEHHS
CXEMU CHUCTEeMAaTH3allli 3aKIHYEHOTO OMUCY HE MPOBOUTHCS.

3. 3aKkiHUYeHHI OMHUC, M0 CKJIAJAETHCA 3 PIYHUX OIMCIB CIpaB, TOBUHEH MAaTH
3arajJbHMUI MACYMKOBHH 3aIlMC, CKIaJSHUN BIAMOBIIHO 10 NYVHKTIB | - 3 raBu 5
IIOTO PO3ALTY. SIKIO OMKC CKIIAIa€ThCs 3 KUTBKOX TOMIB, TO ITICYMKOBHI 3aIHC
CKJIAJIAETHCA JI0 KOKHOTO TOMY, a JI0 OCTAHHHOTO TOMY CKJIQJa€ThCs 3arajibHUMN
M1JICYMKOBHUH 3aITKC JI0 OTUCY B IIJIOMY.

4. Jlo 3aKkiHYEHOrO OIIUCY CIIpaB IIOCTIHHOrO 30€piraHHs CKJIAJa€ThCs
3aCBIIYyBaJIbHUN HAMTUC BIAMOBIIHO A0 AojaTka 17 go mux [IpaBum Ta aHamor14yHO
3raJIaHOMy PEKBI3UTY, HaBEJCHOMY B NYHKTI / riaBu 2 po3aury VI nux Ilpasui.
VY 3arasibHOMY 3acBIIUYyBaJIbHOMY HaIMCl BIJJOOpakalOThCsl BCl 3MIiHU B 00CsA31
CIIpaB, BHECEHHX JI0 OIHCY, ITOB’s13aH1 3 BUOYTTSIM, HAIXOKCHHSIM, 00’ € THAHHIM
1 po3dopmyBaHHSIM cIpaB (Ha MiJACTaBl BIAMOBIAHUX JOKYMEHTIB). Bimrak
3aCBIIUYBAJIbHI HAMWCH, CKJAJIEHI JO PIYHUX PO3JLIIB 3BEIACHOTO OIUCY,
BUJTY4arOTb.

5. OOOB’s3KOBUMH elleMeHTaMH OGOPMJICHHS 3aKIHUCHOTO OIIMCY CIIpaB
MOCTIMHOTO 30€piraHHs € TUTYJIBHHUM apKyll, 10 CKJIaJaeTbes 3a (popmoro,
HaBeJcHOIO B JodaTky 23 mo mmx IlpaBmi, 3MmicT, mepeaMoBa Ta CIIHCOK
CKOpPOYEHb, K1 BMIIIYIOTHCS B OIMHC TEPE] ONMMCOBHMHM CTATTSIMH B HaBEICHIN
MOCIJOBHOCTI ¥ CKJIaJIal0Th JIOBIAKOBH amapar JI0 OIHUCY.

6. Jlo ckiagy TUTYJIBHOTO apKylla BXOASATH JaH1 JJisl MOLIYKY OMHUCY B apXiBi:
OCTaHHsI oOQiliilHa Ha3Ba YCTaHOBU-(POHAOYTBOprOBada (i3 3a3HAYEHHSAM Ha
OKpEeMOMY apKyIll  BigoMOCTeH TIp0 TMeperMeHyBaHHS Ta 3MIHH B
MIAMOPSAKYBaHHI, IO BIAOYJIUCA MOPOTATOM TMEpPIOAY, 3a SAKUUA JTOKYMEHTH
BKJIIOYEHO JIO0 ONHUCY), HOMep (OHJIYy, HOMEp ONHMCY, Ha3Ba OIUCY, KpaliHi JaTH
CIpaB.

7. Y 3MICT1 10 3aKIHYEHOTO OIMUCY CIpaB MEepeiuyroTh (13 3a3HaYE€HHSIM HOMEPIB
BIJIMOBIIHMX apKyIIiB) Taki €JIE€MEHTH: MepeaMoBa (3arajbHa); JOMOBHEHHS 0
MepeIMOBH, 110 BMIIIYBAJIUCS B KO)KHOMY PIYHOMY PO3/ILII OMTUCY; HA3BU PO3ILIIB
1 MAPO3AUTIB ONMKCY; HA3BU 1HIIUX TPYN JOKYMEHTIB, BKIIOUYEHUX 10 omucy (ix
MOAAI0Th BIJMOBIIHO /IO CXEMU CUCTEMATH3AIlli OMKCY); CHUCOK CKOpOYEHb (Y pasi
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HasgBHOCTI y PIYHMX PO3AUIAaX). 3MICT PO3TAIIOBYIOTh HAa MOYATKY 3aKiHYEHOTO
OIMCY CIIPaB.

8. [lepenMOBYy CKIaal0Th BIAMOBIIHO J0 IYHKTY 2 TJIaBX 6 MOTO po3ainy. Jlis ii
HAlMCaHHS TOCIYTOBYIOTCS HOPMATHUBHO-TIPABOBUMH aKTaMHU, JOBIJIKOBOIO
JiTeparyporo  (CHIIMKIIONEAIsIMUA, JOBIIHMKAMHU TOIO), CHpaBoio (QoHAy,
ToKyMeHTaMH (HOHTy, OOJIIKOBUMHU JOKYMEHTAaMH, IOBIIKOBUM amapaToM apXiBy
oprasisaiiii, a TaKOX ICTOPUYHOIO JJOBIJIKOIO J0 KOHKpeTHOro GoHay. Kpim 1poro,
B €JMHUI JTOKYMEHT 3BOJSATH BiJOMOCTI, 110 MICTSATHCS B IEPEIMOBAX 0 PIYHHUX
PO3ILITIB.

9. Cnucok CKOpOYEHBb CKJIAAaroTh, SIKIIO B 3aKIHUEHOMY OIHMCY CIpPaB BKUTO
CKOpOYEHI Ha3BM, aOpeBiaTypH, XapakTepHi IJs cepu MisIbHOCTI YCTAHOBH.
[TincTaBoO CIYTyIOTh CIIUCKUA CKOPOYEHb J0 PIYHUX PO3JILIIB 3BEJCHUX OIUCIB.
Po3ramoByroTh ckopoueHHs 3a abeTKor0. Po3mndpyBaHHs HABOASAThH Uyepe3 TUPE
MICIIsE CKOPOUYCHb. /{0 CIIUCKY HE BKIIIOYAIOTh 3aTAIbHONPUHHSTI CKOPOYCHHS CIIIB
(p. - piK, M. - MICTO, apK. - apKyll TOII0), a TAKOX CKJIaJHOCKOPOYECHI Ha3BU
oprauizaii (mpodcrmijika, o0iaepKaaMiHICTparllis, Clabpaja TOIIO).

Cnucku CKOpOYEHb JI0 PIYHUX PO3AUTIB 3BECHUX OMUCIB CIIPaB BIIIYYalOTh.

10. 3akiHueHU OMUC pa3oM 3 JOBIJIKOBUM amapaToM JI0 HbOTO OMpPaBISIOTHCS Y
TBEp1y OOKJIAIMHKY, YC1 apKYIIIl OMMKUCY HYMEPYIOTHCS BaJIOBOIO HyMEpAIIi€lo.

VIII. 3a0e3neuenHs 30epekeHOCTi apXiBHUX JOKYMEHTIB

1. Bumoru 10 npumiiieHsb apxiBy

1. ApxiB pO3MIILLYIOTh Yy CHELIAJILHO MOOYJ0BaHMX, a00 MPUCTOCOBAHUX MIJIS
30epiraHHsi JOKYMEHTIB OyIiBJIsIX, a00 OKpeMux mnpuminieHHsx. CremiaibHe
MPUMIIICHHS JUIS apX1BY YCTAaHOBHM MOBHHHO TIepe0adaTrcs i yac Oy IIBHUIITBA
ab0 mepeoOJialHaHHS aIMIHICTPAaTUBHUX OYI1BEIIb.

2. YV pa3l BIICYTHOCTI CHELIAJIbHOTO NPUMILIEHHA [JIs1 apXiBy BHUILISETHCS
MPUCTOCOBAaHE MPUMIIIEHHS B aIMIHICTpaTUBHIA OY1BJI1 yCTaHOBU. Po3MillieHHS
y MPUCTOCOBAHUX MPUMIIIEHHAX MPOBOJAUTHCS B YCTAHOBICHOMY MOPAJIKY MICIIS
iX EeKCHepTH3W, fAKa BHU3HAYA€ NPUAATHICTh MPUMIIICHHS (BOTHECTIMKICTD,
JIOBIFOBIYHICTh, MII[HICTh KOHCTPYKIII), CTaH MpUMIIIECHHS (HA IOBEpXax,
niJBajgbHE, TOPUIIE), HASBHICTH 1 CTAH ONATIOBAIIbHUX Ta BEHTUJISILIMHUX CUCTEM.
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JIJ1st TpoBEeACHHST €KCIIEPTU3H 3alTy4ar0Th MPEICTABHUKIB apXiBHUX, MOXKEKHUX,
OyIiBEeJIbHUX, OXOPOHHUX, CAHITAPHO-TIMEHIYHUX Ta HIIUX TPOPIILHUX CITYXKO.
PesynbpTaTu excriepTusu 0hOpMIISIOTH AKTOM.

3. 3a00pOHSIETHCS MPUMOM B €KCILTyaTallll0 CTapuX, HEOMaTOBaHUX OyiBelb 1
OyniBesb, WO HE MAalTh NPUPOJHOT BEHTWIALIL TOBITPA Ta HAIIWHOI
TEIUIO130JIS1111, HE BIJIMOBIJAI0OTh CAHITAPHO-TINEHIYHUM BUMOTaM.

4. 3a MmokeKHOI0 0€3MEeKOI0 MPUMIIIEHHS apXiBY BITHOCSATHCS 10 KaTeropii «By» i
MOBUHH1 PO3MIIITYBAaTHUCS B OyJIMHKAX HE HIKYE APYTOTr0 CTYyIEHsI BOTHECTIHKOCTI.

5. ApXiB CKJIQIa€ThCS 3 KOMIUIEKCY IPUMIIIEHD, Y SIKUM BXOJISATh:

— CXOBHWIIA JJIs1 TOKYMEHTIB,;

— poOoui KablHeTH JJIsl CIIIBPOOITHHKIB;

— yuTanbHUi 3an (kabiHeT) i pPoOOTH JOCHIAHUKIB, CHIBPOOITHUKIB
YCTAHOBU 1 1HIIIUX KOPUCTYBAYIB.

Po6oui kiMHaATH CHiBpOOITHUKIB Ta YWTAIbHUM 3al (KaOiHET) MOBHUHHI OyTH
130JIbOBaH1 Bij apXiBocxoBuIll. CXOBHIIA apXiBY MOBUHHI MaTH 3allaCHUM BUXI/I.

6. ¥V cxoBulllax apxiBy 3a00pOHSIETHCS MPOKIJIAJCHHS Ta30BUX, BOJOMPOBIAHUX,
KaHaJII3alliHUX Ta IHIIMX MaricTpaibHuX TpyOompoBoAdiB. IIpoBeaeHHs TpyO
HEMAariCTpajJbHOTO XapaKTepy JOIMYCKAEThCS 3a YMOBHM iX 130JIAIil, W10
YHEMOXJIUBIIIOE€ IPOHUKHEHHS! BUKU/IIB 3 HUX Y CXOBHIIIA.

7. 3a00pOHSAETHCA PO3MIIILYBATH ApX1BOCXOBHUIIA MTOPYY 13 Xapu0oOI0KOM, a TAKOXK
CKJIaJICbKUMU, BUPOOHUYUMHU, JTA00PATOPHUMU MPUMIIIEHHSIMU, 1€ 30€pIraroThCst
BOTHEHEOe3MNeuHi, XIMIYH1 pEUOBUHH.

8. 30BHIIIIHI ABEP1 apXIBOCXOBHIIL 130TI00THCS METAJIOM. Y HEPOOOUHil Yac BOHU
OMeYaTyrThcsd ad0 omiIoMO0BYIOThCA. Kiltoui 30€piratoTbcs B OMIOMOOBAHOMY
GyTiasipl y 4eproBoro mo ycTaHoBI (Ha MOCTY OXOPOHM).

3a 30epiranHs nedatkd abo mioMOiparopa BIJAIMOBiAa€E KEPIBHUK apxiBy (0co0a,
BI/IMOBIIaJIbHA 32 apXIB).

9. Ha BikHax NOpUMIIIEHHS apXiBy, pO3TalllOBAHOIO Ha TMEPIIOMY IOBEPCi,
BCTAHOBJIIOIOTHCS BIIKW/IHI HA30BHI METAJIEBI IPATH Ta OXOPOHHA CUTHAJII3aLIis.

10. B  apxiBocxoBHIIaXx  3a00pOHAIOTHCS ~ MaJiHHSA,  3aCTOCYBaHHS
€JIEKTPOHArpIBaIbHUX TMPUJIAJIIB, PO3MIIIECHHS KIMHATHHX KBITIB, a TaKOX
30epiraHHd  JIETKO3aMMHUCTUX PpPEYOBWH, BUOYXOHEOE3NMEYHUX MPEIMETIB,
MPOAYKTIB XapuyBaHHS.



11. CrtopoHH1 0COOM JONMYCKalOThCS 10 apXIBOCXOBHWIN JIMILE 3 J03BOJY
3aBijlyBada apXiBy 1 B MPUCYTHOCTI CIIBPOOITHUKA apXiBy.

2. 3a0e3meyeHHS MOKEKHOI Oe3neKn apxiBy

1. 'V cxoBumax apxiBy MOpPOKIAJAETbCS CXOBaHA  EIEKTPONPOBOAKA.
3aCTOCOBY€TbCSI HAMIBrepMETHYHA OCBITIIOBaJbHA apmarypa. CBITHUIBHUKH,
€JIEKTPOIIMUTH Ta PO3MOAUIbHI MPUCTPOI MOBUHHI OYyTH 3aKPUTOTO BUKOHAHHS.
Po3nonisibHi  €NEKTPOIIMTH,  3alo01XkHI  MPUCTPOI  Ta  PYOMIHHUKH
BCTAHOBJIIOIOTHCS TUIBKM 1032 CXOBHUIIAMHU. YcC€ €JIeKTPOYCTaTKyBaHHS
3a0€3Meuy€eThCs 3a3EMJIICHHSM.

2. OCHOBHUM MPOTHUIIOKESKHUM yCTATKYBaHHSIM apXiBy € aBTOMATHYHI CHCTEMH
MOKEKOTACIHHS Ta TEPEHOCHI BOTHETACHUKH HOBITHIX KOHCTPYKINM, IO HE
CIPaBJISAIOTh MOOIYHOI PYWHIBHOI il HA JOKYMEHTH. BOHU BCTaHOBIIOIOTHCS 3
pO3paxyHKy oAuH Ha 50 KB. M ILJIOIIIi, aJie¢ HE MEHIIIE IBOX HA KOXKHE TPUMIIIICHHS.

3. ApxXIBOCXOBHILIA Ta TPUMILIEHHS JJI1 pOOOTH 3 JOKYMEHTaMH MOBUHHI OyTH
o0JaHaH1 MOXKEKHOK CUTHAIII3ALIIELO.

4. B apxiBi MOBUHHI OyTH:

— 1HCTPYKIIIS PO 3aXO0QH MOKEKHOT 0€3MEeKH Ta CIIUCOK 0C10, BIMOBITATBHUX
3a 1110 poOoTY;

— IIJIaH eBaKyallii JOKyYMEHTIB 1 MaiiHa, SKUH MOTO/KYETHCS 3 BIAMOBITHUMHU
ciyx0amu (TIOXKEKHOI0, OXOPOHHOK, TEXHIYHOTO Harjsjay) YCTaHOBH 1
3aTBEPIKYETHCS 11 KEPIBHUKOM.

5. 3aHATTA 13 3aX0J1IB MOXKEKHO1 O€3MEKH Ta MPAKTUYHMUX 1M IMiJ Yac MOXKEXKI
MIPOBOMSITHCS OJMH pa3 Ha Pik a00 MpH 3MiHI CHIBPOOITHUKIB apXiBY.

3. TemnepaTypHO-BOJIOTICHHH i CBITJIOBUIl pe;KMMH B apXiBi

1. Pexxum 30epiraHHsi mamepoBHX JOKYMEHTIB B apxXiBl MOBHMHEH BIJAINOBI1AaTH
TaKUM IapameTpam: Temieparypa nositps - +17-19 °C, BigHocHa BosoricTs - 50-
55 %.

VY nmpuMIIIeHHSIX 3 HEPETYJIbOBAHUM KIIIMAaTOM PEKOMEHAYEThCS BXKUBATH 3aXO0IH
3 OnTuUMi3allli KJIIMaTUYHUX yMOB Ha OCHOBI paIliOHAJIBHOTO OMNaJCHHS 1
MPOBITPIOBAHHS MPUMIILIEHb, BAKOPUCTAHHS 3aC00i1B OCYIIICHHS 200 3BOJIOYKEHHS
HOBITPSI.

2. TemmnepaTypHO-BOJOTICHUN peXuUM 30epiraHHs apxiBHUX JOKYMEHTIB
KOHTPOJIFOETHCA HUISXOM BUMIPIOBAHHS KJIIMAaTUYHMUX IapaMeTpiB MOBITPS, SKi



MIOTUXKHSA (DIKCYIOTBCS Yy CHEHIAIbHUX PEECTPAIlIiHUX KypHanax 3a (popmoro,
HaBeJCHOIO0 B 10aaTKy 24 mo 1ux [IpaBui. Y mpumimieHHsIX 3 HeperyjIbOBaHUM
KJIIMATOM MTOKa3HUKHU KOHTPOJIIOIOTHCA ABA pa3u HA TUKICHD, a y pa3i MOPYILICHHS
pexuMy 30epiraHHs - IO IHS.

3.  KoHTponpHO-BUMIpIOBaJbHI  Opwiaad  (TEPMOMETPH, ICUXPOMETPH,
rirpoMeTpr) BCTAHOBIIOIOTHCS B TOJIOBHUX MPOXOJax Ha CTeJakaxX MoJalll Bif
OTNaTIOBAILHUX 1 BEHTWIAIIMHUX cucTeM. [lepeBipsHHS poOOTH BUMIPIOBAIBHUX
MIPUJIAIB 3IMCHIOETHCS IOPOKY.

4. OCBITIICHHS B CXOBHIIAX MOeE OyTH NPUPOTHUM 1 IITyYHUM. He qomyckaerscs
OCBITJICHHS JOKYMEHTIB MIPSIMUM COHSIYHHUM CBITIIOM.

3axuct cmpaB Bif il CBITJa 3a0e3medyeTbes: 30epiraHHsSM JTOKYMEHTIB Y
KOpOOKax, mamkax 3 KjlaraHaMH, a TAaKOX Y 1radax 1 Ha CTea)xax 3aKpUToro TUITY;
3aCTOCYBaHHSIM Ha BIKHAX CBITJIO3aXMCHOIO YCTaTKyBaHHS (ajio31l, IIUIbHI
ITOPH, 3aXUCHI GIIBTPH, hapOyBaHHS CKJa TOIIO).

Sk Kepena IMTYYHOTO CBITJIAa 3aCTOCOBYIOTBCS JIaMIIM PO3)KapIOBaHHS Ta
JIOMIHECIIEHTHI JIaMId B 3aKpuUTHX IUla@oHAX 3 TJIAJKOK 30BHIMIHBOIO
TOBEPXHEIO.

PiBeHb OCBITJICHHS B Jiamma3oHi BUAMMOIO CIIEKTpa HE IMOBHHEH IEPEBUIIYBATHU:
Ha BEPTUKAJIbHIM ITOBEPXHI CTeja)ka Ha BUCOTI 1 M Bix migjoru - 20-50 1k, Ha
pobounx cromnax - 100 jx.

4. Ca”HIiTAapHO-TIri€HIYHUI peKUM B apXiBi

1. IlpuminieHHs apxiBy MOBUHHI YTPUMYBaTUCh y YHCTOTI, B yMOBax, WIO
BUKJIIOUYAIOTh MOKJIMBICTh MOSIBU IIBLI1, KOMaX, TPU3YHIB 1 HAKONUYECHHS MUY
o1npme 0,15 Mr/m-2.

2. [Ins 3axucTy JOKYMEHTIB B1J] TUJTY HEOOX1AHO:

— 3a20€3MeYNTH MaKCUMaIbHO MOXKJIUBY T€pPMETHYHICTh CXOBHIII;

— PEryJspHO MPOBOJAUTH 3HEMUIIOBAHHS KOPOOOK 3 JOKYMEHTaMH, CTEJIAXIB 1
MPUMIIICHB €JIEKTPOITMUIOCOCOM;

— TPOBOJUTHU CUCTEMATUYHE BOJIOTE€ IPUOUPAHHS CXOBUIII;

— TIepIOJIUYHO MIPOBITPIOBATH CXOBHIIIA (IOIIIBHICTD
MPOBITPIOBAHHSI BUPIIIYETHCA 3 YpaxyBaHHSIM BOJIOTOCTI 30BHIIIHBOTO U
BHYTPIIITHHOTO TIOBITPS).


https://zakon.rada.gov.ua/laws/show/z0736-15/paran1463#n1463

3. Y pa3i BUSIBJICHHS B CXOBUILAX IUIICHSBU, KOMAaX 1 TPU3YHIB HETAMHO BKMUBAIOTh
3aX0/iB MO0 iX ycyHeHHs. CaHITapHO-TITI€HIYHI 3aXOAW MPOBOAUTH CIIyxk0Oa
CaHITapHO-EMiJEMIOIOTIYHOTO HarIsIAy. YPaKeHl JOKYMEHTH 130JII0IOThCS Ta
M1JIIAI0ThCS AC31HCEKITT, Ie31H(eKIii, JepaTr3arlii.

4. Jlnd m0pOBENEHHS CaHITApHO-TITIEHIYHUX 3aXO[iB B apXiBl HIOMICALS
nepeadavaeThCcs CaHITapHUM eHb. Y pasi MPOBEJAEHHS MPUOUpaHb 1 CaHITapHUX
00pOo0OK BO/IA 1 aHTUCENTUYHI PO3UYUHH HE TTOBUHHI MOTPAIIATH HA JOKYMEHTH.

5. O0s1agHaHHS apXIBY

1. ApxiBOCXOBHIIA TTOBUHHI OyTH 00JIaJiHAH1 CTAI[iOHAPHUMH a00 MEePeCyBHUMHU
METaJIeBUMHU  CTEJaXaMH 3 JIOTPUMAHHSIM YCTAHOBJICGHOTO TIOPSJKY  iX
PO3MIIIICHHS:

— BIJICTaHb MK psJIaMU CTEJIaxiB 1 mad (roJ0BHUM MpOXia) - HE MeHIe 1,2
M;

— TPOXOJM MIXK CTela)kaMH, a TaK0XX BIJICTaHb MK 30BHINTHBOIO CTIHOO
OyIiBial Ta cTenaxamu (madgamu), mapajeIbHUMU CTiHI, - HE MeHIe 0,8 M
(s crenaxiB, Ha SKUX 30€piraroThCsl KapTorpadiuHi Marepiayiv, - HE
Mmentie 1,1 m);

— BIJICTaHb MK CTiHOIO Ta TOPISMH CTeJlaxiB a0o0 mad (mpoxin) - HE MEHIIIE
0,5 m;

— BIJICTaHb MDK MiJJIOTOI0 Ta HWXKHBOIO TOJIMIICIO CTeJa)ka 4d Imadu - He
meHue 0,2 M, y HOKOJIbHUX MOBEpxax - He MeHe 0,3 M;

— BIJICTaHb MIJK CTEJIaXKaMH Ta ONaTIOBATFHUMU CUCTEMaMH - He MeHIme 1,1 m;

— IUpUHA TPOXOAIB MK CTelaKaMH 3 BUCYBHUMHM SIUKaMmu, cerdamu
BCTAHOBIIIOETHCSA 3 YPaXyBaHHAM OCOOJIMBOCTEMN 1IbOTO 00JIaIHAHHS.

2. KoHcTpykiis Ta po3Mipu cTenaxiB 1 mad ajig JOKYMEHTIB HECTaHAApTHOTO
dbopmaTy BU3HAYAOTHCS PO3MIpaMH ITUX JIOKYMEHTIB.

3. V pa3i oOnagHaHHS CXOBMII[ ACPEB’ THUMHU CTelakaMu HeoOX1JIHa iX 00poOKa
BOTHE3aXMCHUMHU PEUYOBHUHAMU.

4. Ctenaxi BCTAaHOBJIIOIOTHCS MIEPIICHANKYIISIPHO J0 CTIH 3 BIKOHHUMHU MPOPi3aMH,
a B MPUMILICHHSIX O€3 BIKOH - 3 ypaxXyBaHHSM OCOOJIMBOCTEH MPUMILIEHHS Ta
oOnaHaHHSL.

5. Jlngs poboTu HaA  CTElakaX  BUKOPUCTOBYIOTHCA  CXOJM-JIPaOUHM,
NePEMIIAIOTHCS JOKYMEHTH Ha MEPECYBHUX Bi3Kax.



6. Sk nonmomixHI 3aco0uM 30epiraHHs JOKYMEHTIB B apXiBl MOXYTb
3aCTOCOBYBATHUCS MeTajeBl madu, ceiidu, madu-kyre.

7. B apxiBax ycTtaHOB, ae 30epiraetbcs menmie 100 cmpaB, TOMyCKAaeThCs iX
po3MillleHHsT Yy 1madax, M0 3a4UHSAIOTHCS, PO3TAIOBAHUX Y pPOOOUYMX
npuminieHHax. Kirodi Bif mad noBuHHI OyTH TUIBKU B KEPIBHHUKA apXiBy (0co0H,
B1/ITIOB1/TaJILHOI 32 apXiB).

6. Po3mimenns cnpas B apxiBocxoBuiax. TonmorpadgyBanus

1. Po3MilieHHs cripaB B apXiBOCXOBUIIAX TOBUHHE MPOBOJUTHUCS 3 YPaxXyBaHHAM
CTBOPEHHS ONTHMaJbHUX YMOB 30€epiraHHs, IIOPIYHOTO PyXy CIpaB,
OTIEPATHBHOTO BUKOPUCTAHHS JTOKYMEHTIB.

2. JIoKyMeHTH, 110 HAJXOISITh JO apX1BY, PO3TAIIOBYIOTh Ha cTenaxax (y madax)
TakK, 00 CTIPaBU KOKHOT'O CTPYKTYPHOTO M1IPO3ALTY 30epirajiucs B OTHOMY MiCITi
1 OyJii pO3MIILIEH] B TOPSJIKY MIOPIYHUX HAJAXOIKECHb.

3. JIOKyMeHTH TOCTIHHOTO 30€epiraHHs PO3MIITYIOThCS OKPEMO BijJ JTOKYMEHTIB
TpUBAJIOro 30epiraHHs Ta 3 KaJApOBUX MUTaHb (0COOOBOTO CKIIAY) 3aJI€KHO BiJl
MOXJIMBOCTEH - B OKPEMHX apXIBOCXOBHINAX 200 HA OKPEMUX CTelaxkax. Takox
OKPEMO PO3MILIYIOTHCS JOKYMEHTH: JKBIJOBAaHMX IMiJBIJOMYHMX YCTAHOB Ta
yCTAaHOB-TIOMIEPEAHMUKIB; Ti, IO HAMIANIIM N0 apxiBy B CTaHl PO3CHIY;
THMYaCOBOTO 30epiraHHs.

VYHiKaIbH1 JOKYMEHTH Ta TJOKYMEHTH, 1110 MaIOTh Y 30BHIIITHEOMY O(DOPMIICHHI YU
noJaTKaXx A0 HUX MaTeplalibHI IIHHOCTI, 30epiraloTh B apXiIBOCXOBHUIIAX Y
crierianbHuX 1madax (ceidax), 1o HaaIiHO 3aMUKAIOThCS.

JIOKyMEHTH 3 PpI3HUMH MarepiaibHUMHU HOCISIMU 1H(dOpMaIlli 30epiraroThes
OKpEeMO 3TIIHO 3 peXrnMaMu 30epiraHHs JOKYMEHTIB ISl MUX BHUIIB HOCIIB
iHdopMarii. ¥ pa3i BUMyHIEHOrO 30€piraHHs pi3HUX JOKYMEHTIB B OJHOMY
CXOBHIII CHIiJ JOTPUMYBATUCA HAWHM)KYMX 3HAYEHb TEMIIEPATYpU 1 BIAHOCHOI
BOJIOTH.

TumMyacoBOMy BIJIOKpEMJICHOMY 30€pIraHHIO MiJJISATAl0Th JOKYMEHTH, YpaKeHi
O10JIOTIYHMMU IIKIJHUKaAMU (Ha MICLIE BHIIYYEHOI CIpaBU 3aKIaJal0Th KapTKy-
3aMIHHUK CHIpaBH 3a (OPMOIO, HaBEJICHOIO Yy J0JaTKy 12).

4. JIOKyMEHTH pO3MIIIYIOThCS Ha CTelaxaxX, y madax 3 BHKOPUCTAHHAM
NEepPBUHHMX 3ac00iB 30epiranHs (KOpoOOK, Marnok, crueiaibHuX (PyTaspiB TOIIO).

5. JlokymMeHTH 3 mTanepoBHMM HOCiEM 1H(oOpMaIl TOCTIMHOTO 30epiraHHs
BMIIIYIOTh Y KapTOHHI KOpoOku, pytispu. Joxkymentu tpusaioro (monazg 10



POKIB) 30€epiraHHsi MOKYTb 30epiraTucsa y B’si3Kax 3 KAPTOHHUMH MPOKJIAKaMHU.
CnpaBu TUMYacOBOTO 30epiraHHs JO3BOJSETHCS PO3MIIIYBaTH 0€3 KapTOHAXIB
a00 B’SI30K.

6. 3a30p MDK BEpXHbOIO KPHUIIKOI KOPOOKM 1  CTeJaxeM, 110
3a0e3neuye MUPKYJISIII0 TOBITPS, - 5 CM, MIDK KOpOOKaMU Ha MOJIHIII - OJIU3bKO 2
cM. ToBmuHa B’s130K - 20-25 cwm.

/. Ha xopoOKM HaKJICIOIOTHCS, a 10 B 30K MPUKPIILTIOIOTHCS SIPIUKH, HA SKUX
3a3HA4Yar0ThCs Ha3Ba (HOHIOYTBOPIOBAYa 1 CTPYKTYPHOTO TMIAPO3JLTY, HOMEpP
doHAy Ta onucy, KpalHi JaTh Ta HOMEPH CIIPaB, yMIIIEHUX Y KOPOOKY (B’SI3KY).

8. KopoOku 1 B’SI3KM HYMEPYIOThCS BajJOBOIO HYMEpAIli€l0 B MEXax KOXKHOTO
dboHIy 200 OmHCYy.

9. He nomyckaerbcst 30epiraHHs JOKYMEHTIB Ha TMiAJi031, MIABIKOHHSX, Y
Hepo310paHuX mITadeNsAX, TPAHCTIOPTYBAJIbHIN Tapi.

10. Yci apxiBocxoBulla, cTeaaxi, madu Ta iX MoJIUIl HyMEpYIOThCs apaOCbKUMHU
nudpamu. Crenaxi Ta mapu HYMEpPYIOThCA 3J1iBa HAmpaBO BIJI BXOAY [0
apXi1BOCXOBHIIIA, MOJIUIIl Ha cTenaxax (y madax) - 3BepXy BHU3, 3J]1iBa HAIMpaBo.

11. 3 MeTor0 3aKpiruieHHs MicIs 30epiraHHs Ta HalO1IBII OMIEPATUBHOTO MOIIYKY
JTOKYMEHTIB B apXiBl CKJIAJAlOThCS KapTKH ITOCTEJaKHOTO TomorpadigyHoro
MoKakunka 3a (GOpMOI0, HaBEJIECHOW B aojaartky 25 o nux I[lpaBun. Kaptku
MOKKYMKA CKJIAJAI0ThCS Ha KOXHHHM crenax (1mady) 1 po3TalloBYHOTHCS B
MOPSIAKY 3POCTaHHS HOMEPIB cTelaxiB (mad) y Mexkax KOXHOTO OKPEMOro
MPUMIILIEHHS. 3MIHM, 10 BiJOyBalOThCSI B PO3MIIIIEHHI JOKYMEHTIB, ITOBHHHI
BYACHO BIJIOMBATHUCS B TONMOTPaPiYHOMY MOKKUUKY.

VY pa3si 30epiranHs B apXiBi KUIbKOX (DOH/IB PEKOMEHIYETHCSI CTBOPEHHS KapTOK
mo(oH10BOro TonorpadivHOro Nokakuuka 3a GopMoro, HaBeJAEHOIO B J10/1aTKy 26
1o nux [Tpasun.

Benennss TomorpadiyHMX MOKXKYMKIB MOKE 3JIMCHIOBATHCS TaKOX B
aBTOMAaTUYHOMY PEKHMI.

7. Ilopsaaok BUAABaHHS CIIPaB 3 apXiBocxoBuul. TpaHcmopTyBaHHsA Ta
YIAaKYBaHHS CIIPaB

1. CopaBu BHAAIOTBCS 3 AapXIBOCXOBHUII [Ji1 KOPUCTYBAaHHS HUMM 1 IS
MPOBEJICHHSI apXiBHUX POOIT 3 JOKyMeHTamH (ne3iHexilisi, pecTaBpailis,
CKJIaJIaHHS JIOBIJKOBOTO amapaTy, CTPaxOBOTO KOIIIFOBaHHS, CTBOpPEHHs (DOHIY
KOPUCTYBaHHS TOILIO).
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2. CrpaBH MOCTIMHOTO 30€piraHHs B TUMYAacOBE KOPUCTYBaHHSA BUAAIOTHCS Ha
CTpPOK, 10 HE NIEPEBULILYE OJHOTO MICSLISL.

J1J1st CTBOpEHHS CTpaxoBHX KoMiil Ta GOHAY KOPUCTYBAHHS CIIpaBU BUAAIOTHCS HA
CTPOK, BHU3HAQYEHUN Yy JOrOBOpI Ha MPOBEACHHS TaKUX POOIT CTOPOHHIMHU
yCTaHOBAMH.

3. IlponoBxkeHHSA CTPOKIB nepeOyBaHHS JOKYMEHTIB MOCTIMHOIO 30€piraHHsl B
KOPUCTYBaHHI 32 MEKaMH apXiBY JOMYCKAETHCS B OCOOJIMBUX BUMAIKAX 3 T03BOJTY
KEpIBHUIITBA YCTAaHOBM Ha MiJCTaBi MHUCHMOBOTO 3BEPHEHHS KOPHUCTyBada IIPO
HEOOXIJTHICTh  MPOJIOBXKEHHS  CTPOKY KOPHUCTYBaHHS  JOKYMEHTaMU Ta
M1ATBEPKEHHS 1X HassBHOCTI 1 JOTPUMAaHHS yMOB 30€piraHHs JTOKYMEHTIB.

4. ApxiB yCTaHOBU Ma€ MpaBo B Oy/Ib-IKui yac 0€3 MomepeIHbOr0 MOB1IOMIICHHS
MepEeBIPUTH HASIBHICTH 1 YMOBH 30€piraHHs JOKYMEHTIB, BUIAHUX Y KOPUCTYBaHHS
3a 1oTO MEXi.

5. BupaBanHsl cnpaB y YMTaJbHHI 3a71 Ta poOOYl KIMHATU OQOPMISIETHCS Ha
IT1JICTaB1 3aMOBJICHHS, CKJIaJICHOTO 3a (H)OPMOIO, HABEACHOIO B J0AATKY 27 10 IIUX
ITpaBun.

6. JlocmiaHukaM 1 mparfiBHUKaM 1HITUX YCTAaHOB BUJIABaHHSI CIPaB JJig poOOTH y
YUTAJIBHOMY 3ajll 3JIIMCHIOEThCA Ha IMiACTaBl 3asBU, (opMa SKOI HaBeleHa B
nonatky 28 mgo umx IlpaBmi, macmoprta abo nuMCTa BIAMOBIAHOI YCTaHOBH 1
PE30JIIOITIT KepIBHUKA.

7. BunmaBaHHS cipaB y TAMYACOBE KOPUCTYBAHHS 1HIIIMM YCTaHOBaM 0(OPMIISIIOTh
aktamMud 3a (OpMOIO, HaBEJAEHOIW B aoaaTky 29 no mux IlpaBuin. AkKT mpo
BUJIaBaHHS CIIPaB y TUMYACOBE KOPUCTYBAHHS CKJIAJIA€THCS Y ABOX MPUMIPHUKAX.
OnuH NpUMIPHUK 3aIUIIAETHCS B apXiBl Ta 30€piraeTbcs B crpasl GOHAY, 1HIIHIMA
pa3oM 31 CIpaBaMu MEPEAEThCS OJEPKYyBaueBl. AKTH MIANUCYIOTh KEPIBHUKU
YCTaHOB, X MIAMKUCH CKPIIUTIOIOTHCS MeYaTKaMu yCTaHOB (3a HasBHOCTI). [licis
MOBEPHEHHS CMPaB B aKT1 pOOUTHCS BIAMOBIIHA BIIMITKA.

8. BuityueHHs (BUiIMKa) OpUTiHAJIB IOKYMEHTIB (CIIpaB) 3 apXIiBY JIOMYCKAETHCS 3
J03BOJIy KEpIBHUKA YCTAaHOBHU 3 JOTPUMAaHHSAM BHUMOT, 3a3HAYEHUX Yy IYHKTI 14
posnuty I mux IlpaBmin. Ha wmicme BHMITyd4eHOTO JOKYMEHTA ITiAIIMBAIOThH
3aCBIYEHY KOIIiIO I[LOTO TOKyMeHTa. Komist yxBanu ciiiiuoro cy i, Cy1y Ta OIuC
BUJYYEHUX JOKYMEHTIB BMIIIYEThCA 10 crnpaBu (oHay. DakT BUITYUYEHHS
JOKYMEHTIB 3 apXiBHUX cHopaB (GIKCYIOTh 1 B OOJIKOBHUX JIOKYMEHTaX,
MPOCTABJISIOUN BIAMITKY MPO BWIIYYEHHS. Y KOXKHIM Takiid BIAMITI 3a3HAYAIOTh
HOMED, 1aTy 1 Ha3By JOKYMEHTA - MACTaBU JUIsl BUITyUYECHHS.
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{Ilyukt 8 rnaBu 7 posainy VIII i3 3miHamu, BHeceHMMH 3rigHO 3 Hakazom
MinicrepcTsa roctuiii Ne 2277/5 Bin 04.07.2018}

9. BupaBanHs  chopaB s NOPOBEICHHS  apXiBHUX  poOIT 3
TOKyMeHTaMu (ne3iH(exiisi, pecTaBparllis, CKjiIaJaHHS JOBIIKOBOTO arapary,
CTPaxOBOTO KOIIIOBaHHS TOIO) 1HIIUM YCTaHOBaM 3IMCHIOETHCA 3a (HOPMOIO
aKTa BUJaBaHHs CTIPAaB y TUMYACOBE KOPUCTYBaHHS.

10. Ilepen BugaBaHHSIM CIIpaB MEPEBIPSAETHCS BIAMOBIAHICTh MIU(PIB 1 3aTOJOBKA
CIIpaBU Ha OOKJIAJIUHII 3ar0JIOBKY CIIpaBU B onucy. llepen BugaBaHHsIM cripaB Ta
ICTIs iX TOBEPHEHHS IMPOBOAUTLCS IMMOAPKYIITHE TTePEBIPSIHHS CITPaB.

Cran copaB, 110 MOBEPTAIOTh B apXiB IICJSI KOPUCTYBaHHS, MEPEBIPSETHCS Y
MPUCYTHOCTI ocoOu, ska ix moBeprae. [Ipu BUSBICHHI HEAOCTadl OKPEMHUX
JOKYMEHTIB a00 MOIIKOXKEHH] apKyIIiB CKJIAJAEThCI aKT Y JBOX MPUMIPHUKAX.
OnvH OpUMIPHUK TPE] IBJISIETHCS KOPUCTyBady ab0 KEpPIBHUKY YCTAaHOBH, IIO
BUKOPUCTOBYBaJIa  JOKYMEHTH, JUIsI TOPUTATHEHHS BUHHUX  OCIO 70
BIJIMOBIAJILHOCTI, IPYTUH - 3aJIMIIAETHCS B apXiBl.

11. Yci cnpaBu, 1m0 BUIAIOTHCS 3 apXiBy, MOBUHHI OyTH HAJIEKHUM YHHOM
obopmieHi: MaTh apxiBHI mUpU, apKyll KOPUCTYBAHHS apXiBHUMU
TOKyMeHTaMHu 3a (opmoro, HaBeAcHO0 B gomatky 30 mo mmx Ilpaswin,
3aCBIIUYBaJIbHUN HAMKUC CIpaBU 3a (POpMOI0, HABEJAEHOIO B J0AaTKy 17 1o 1ux
ITpasui.

12. BunaBaHHsS JOKYMEHTIB 3 apxXiBy (IKCYEThCA B OKPEMHUX PEECTpALIHUX
KHUTaX:

— BHJAaBaHHS CIIPaB y poOO0Yl MPUMIIICHHS CITIBPOOITHUKAM YCTaHOBHU;
— BHUJIaBaHHS CIIPaB y THMYACOBE KOPUCTYBAHHS 1HITUM YCTaHOBAM;
— BUJIaBaHHS CIIPaB y YUTAIbHUH 3aJl.

Kauru BujaBaHHs CIipaB 3 apXiBOCXOBHIIA BEIYyThCs 32 POPMOIO, HABEJCHOIO B
nonatky 31.

13. YV pa3i BuIaBaHHS CHpaB 31 CXOBMIIAa Ha MICII€ CIIpaBH, IO BHUJIAETHCH,
M1JKJIaIa€ThCsl KapTKa-3aMIHHUK CIpaBH 32 (POPMOIO, HABEJEHOIO B J0JATKy 12
no mux IlpaBun. Ilpu moOBepHEHHI CHpaBU y CXOBHUILE KapTKa-3aMIHHUK
BIJIYYA€ETHCS 1 30€pIraeThCs 10 YEProBoi MEPEBIPKU HASIBHOCTI Ta CTaHy CIIPAaB.

14. 3 apxiBOCXOBHMIIA HE BU/IAIOTh:

— OpUTIHAJIM JJOKYMEHTIB 3a HassBHOCTI KO (JOHIY KOPHUCTYBaHHS;


https://zakon.rada.gov.ua/laws/show/z0791-18/paran72#n72
https://zakon.rada.gov.ua/laws/show/z0736-15/paran1494#n1494
https://zakon.rada.gov.ua/laws/show/z0736-15/paran1500#n1500

— OpUTiHAIM YyHIKaJIBHUX JOKYMEHTIB (MOXYTb OyTH BHUAAHI JIUIIE
mpaliBHUKaM JIep>KaBHOI apXiBHOI YCTaHOBU (apXiBHOT'O BIIJIUTY MICBKO1
paay) abo mpeacCTaBHUKAM CHELiali30BaHUX 3aKjIajiB JJisg MPOBEACHHS
pecTaBpaliiHux poOIT ado cremiaJbHuX JTOCIKEeHb HOCIiB 1H(OopMaIlii Ta
30BHIIIHIX 03HAK JIOKYMEHTIB);

— JIOKYMEHTH, 1[0 NMEepeOyBalOTh Yy HE3aJ0BUILHOMY (I3UYHOMY CTaHl (3a
BUHSITKOM BHJAaBaHHA [JI1 TPOBEACHHS HEBIAKIATHUX pecTaBpalliiiHo-
PEMOHTHUX pOOIT);

— JOKYMEHTH, 110 HE MPOUIIIN HAYKOBO-TEXHIYHOTO OIpaIllOBaHHS;

— JOKYMEHTH TIiJi Yac TMPOBEJCHHs TIEpPeBIPAHHSA iX HAsSBHOCTI Ta CTaHY,
MPOBEJICHHSI PECTaBpAIliMHUX Ta IHIIUX BHUJIB POOIT 3 HUMM, MiJ] 4ac
PEMOHTY TIPUMIIIICHb CXOBHIILI, IEPEMIIICHHS JOKYMEHTIB, Y pa3l HacTaHHS
HAJ3BUYANHOT CUTYaIlil TPUPOTHOTO a00 TEXHOTEHHOTO XapaKTepy.

15. BuiyyaTu OKpemi JOKYMEHTH 31 CIIpaB 3a00pOHSETHCA, KPIM BHUIAJKIB,
3a3Ha4YeHUX y NyHKTI 14 po3auny I nux [Tpasui.

16. IlepeMillleHHsT TOKYMEHTIB 3a MEX1 apXiBy MOTpeOye BXXHUTTS 3aXOAiB, IO
3a0€3MeuyIoTh 1X HaJlIiHYy 30epekeHicTh. 111 yac TpaHCcmOpTyBaHHS TOKYMEHTIB
1032 MEXaMH apXiBy HEOOX1HO 3a0€3euyBaTH 1X OXOPOHY Ta 3aXUCT B1J] BIUIUBY
IIKIATMBUX (DaKTOPIB HABKOJHUIITHBOTO CEPEJOBHINA - NIy, BOJIOTH, CBITIA,
MEXaHIYHUX TMOIIKO/KEHb. 32 MEX1 YCTaHOBH JIOKYMEHTH BHMBO3SITH TIJIbKH B
yIakoBaHOMY BHIJISIII Ta B 3akpuTomy TpaHcmoprti. Ilpm OararogeHHUX
MEepPEBE3EHHAX Ha BEJHMKI BIACTaHI JOKYMEHTH YHaKOBYIOTh Y BOJIO3aXUCHHI
Marepial 1 BMIIIYIOTh Yy SIIUKH.

8. IlepeBipsiHHSA HAsSIBHOCTI TA CTaHY CHIPaB

1. IlepeBipsiHHS HAsBHOCTI Ta CTaHy CIIpaB MPOBOJIUTHCS 3 METOIO0 BCTAHOBJICHHS
(akTUYHOI HAABHOCTI CIIpaB, IO 3HAYAThCSl 32 OMUCAMU, BUSBJICHHS BiJICYTHIX
JOKYMEHTIB Ta iX PO3IIYKYy, OIIHKH (HI3UKO-XIMIYHOTO Ta TEXHIYHOTO CTaHy
TOKYMEHTIB, BHUSBJICHHA Ta OOJIKy JOKYMEHTIB, III0 MOTPeOyIOTh
pecTaBpaIiifHOro Ta IHIIIOTO CHEHIAILHOTO 0OPOOJICHHS.

2. IlepeBipsiHHS cripaB MOCTIMHOrO 30€piraHHsl MPOBOJUTHCS pa3 Ha S5 POKIB 1
nepej MepefaBaHHAM iX Ha 30epiraHHsA 0 JIepKAaBHUX apXiBHUX YCTAHOB,
apXiBHUX BIJIUIIB MICbKUX pal. [lepeBipsiHHS chpaB 3 KaJpOBUX IHUTaHb
(ocoboBoMy ckiaaay) Ta chnpaB TpuBaioro (monaa 10 pokiB) 30epiraHHs
MPOBOAUTHCS pa3 Ha 10 pokiB.

3. Ilopoky mnepeBipsIOTHCSA CIpaBH, IO BIPOJOBXK pPOKYy Oyiau BHAaHI 3
apX1BOCXOBHIIIA JIJIsl KOPUCTYBaHHSI.


https://zakon.rada.gov.ua/laws/show/z0736-15/paran74#n74

4. OnHOpa30B1 MO3aIJIAHOBI MEPEBIPSHHA HASIBHOCTI CIIPaB MPOBOASATHCS Y pasi:

— TIEpEMIIIEHHS CIIPaB B 1HIIE CXOBHIIIE;

— JIKBIJAIl  HACHIAKIB  HAJA3BUYAWHOI  cHUTyallli mnpupogHoro  abo
TEXHOT'CHHOT'O XapaKTepy;

— 3MIHHM 3aBigyBaya apxiBoM (0coOu, BiAMOBIIAJIBHOI 3a apXiB);

— TPUNAHEHHS YCTaHOBH.

5. IlepeBipssHHSI TPOBOAUTHCS MpalIBHUKAMU apXiBy a00 KOMICIEI0 B CKiIaai 3-5
0Ci0, MPU3HAYCHOK KEPIBHUKOM YyCTaHOBH. IlepeBIpsHHS HAsIBHOCTI Ta CTaHYy
JTOKYMEHTIB MPOBOAUTHCSA IUISIXOM 3BIPSIHHS OMHCOBUX CTAaTeH 3 €JIEMEHTaMH
ONUCYBAaHHS, 3a3HAYEHUMHU Ha OOKJIAJUWHKAX OJWHUIIL 30€piraHHs, a TaKOX
(bakTUYHOI HAIBHOCTI TOKYMEHTIB 3 MiJCYMKOBHUMHM 3amricaMu B onucax. [1ig gac
NEPEBIPSAHHS CIPaBU, 10 MAIOTh BHYTPIIIHINA ONKUC, 3BIPAIOTHCS MOJOKYMEHTHO 3
JTaHUMH BHYTPIIIHHOTO OITHCY.

6. @13UYHUI CTaH CIPAB OLIIHIOETHCS IUIIXOM 1X Bi3yalbHO Neperjsay. Y mporeci
nepeBipsaHHS (I3UYHOTO CTaHy MiUISITal0Th BUSBICHHIO:

— JOKYMEHTH, ypakeH1 LBIJUTIO0, KOMaXxaMH;
— JIOKYMEHTH 3 MOIIKOKEHHSIM OCHOBH;

— JIOKYMEHTH 3 MOIIKOIKEHHSIM TEKCTY;

— BOJIOT1 JJOKyMEHTH.

7. CnopaBu, 10 BUAABAJUCA B CTPYKTYPHI MiAPO3ILIH, YUTAIHHUN 3al 1 B
THMYacOBE KOPHCTYBaHHS, TEPEBIPSAIOTHCA 3a KHUTAMU BHJIaBaHHS CIIpaB 13
apX1BOCXOBHIIIA Ta aKTaMHU BHUJIaBaHHS CIIPaB Y THMYACOBE KOPUCTYBAHHSI.

8. I1i1 yac mepeBipKU HAIBHOCTI Ta CTaHy CIIPaB HEOOX1HO TOTPUMYBATUCS TAKUX
MIPaBUII:

— 30epiraTtu MopsI0K po3TalllyBaHHs CIIpaB Ha CTelaXaX, y KOpoOKax, marnkax;

— MAKIaZaTd Ha BIAMOBIAHI MICIS BHUSBJICHI HEMPAaBUILHO TIIKIIAJACHI
CIIpaBU;

— BHIUIYYaTH HE BHECCHI B OIKCH CIIPaBH;

— BWJIYYaTH Ta 130JII0BATU MOMIKO/KEH1 010JI0TTYHUMU MIKITHUKAMU CTIPaBHU.

9. Ilixg yac mepeBipsIHHS HAsIBHOCTI Ta CTaHY JIOKYMEHTIB 3a00pOHSIETHCS:

— poOuTu Oyab-siKl TMO3HAYKH, BHUIIPABJICHHS, 3allCd B  OOJIKOBUX
JOKYMEHTAaX;

— BHOCHTH JI0 ONKUCY HEOOJIIKOBaH1 OAMHUII 30epIiraHHs.



10. Cran cnpaB (QIKCYyeTbCS B apKylll MEpPEBIpSHHS HAsIBHOCTI Ta CTaHy
TOKyMeHTIB (oHIY 3a (PopMoOro, HaBeACHOIO B 101aTKy 32 1o 1ux [IpaBui, moTim
- B aKTl1 IIPO TMEPEBIPSIHHSA HASBHOCTI Ta CTaHy crpaB (JOKYMEHTIB) 3a (HOpMOIo,
HaBeJieHO B j0jatky 33 go mux IlpaBuin. ¥V 1ux JOKyMEHTaX MIiCTUThCS
1H(OopMaliis o 3arajbHy KIJIBKICTh CIIPAB 32 OMUCaMU, KIJTbKICTh HASIBHUX CTIPAB,
OpO HEBUSBIICHI CIpaBH, MPO CHpPaBH, BUJAHI B THUMYAacoOBE KOPUCTYBaHHS,
MOIIKOJ/PKEH]1 CIpPaBH, CIpPaBU, 110 MOTPEOYIOTh JE€31H(EKIi, Ae31HCEKIIIi,
pecTaBpallii, TATTYpHUX pOOIT a00 MiAMMBKY, BIAHOBICHHS 3racat0uuX TEKCTIB.

11. Apkym TmepeBipsSsHHS CKJIAIaeThCsAd OC3MOCEPETHBRO B XOJ1 IEPEBIPSIHHS
HAssBHOCTI CIipaB y (OHAI Ha KOXHUNU omuc okpemo. Ilin dac mepeBipsHHS
HEBEJIUKUX 3a 00CSIroM (POHJIIB JOMYCKAETHCS CKIIAJICHHSI OJJHOTO apKyllla Ha BCI
OTIUCH.

VY pasi BUSBIEHHS B XOJ1 NEPEBIPSAHHS HEAOJIKIB, HE TepeadadeHux rpadamu
apKyla nepeBipsiHHSA, 10 HhOT'0 BBOASITHCS JOAATKOBI Ipadu; y pasi MoapKyIrHoro
NEepPEBIPSAHHS JOKYMEHTIB BINOBIIHO 3MIHIOIOTHCS Ha3BU rpad.

[licna 3akiHueHHS POOOTH apKyIl TEPEBIPSHHS HYMEPYIOTHCS 3a MOPSIKOM
HOMEpPIB y MEXKax KOXKHOTO IMEPEBIPSHHS 1 MAMUCYIOTHCS MPAI[IBHUKOM, SKHM
MPOBOJIMB TIEPEBIPSHHS HASBHOCTI. AKT 1 apKyll MNEPEeBIpSHHA BMILIYIOTH [0
cripaBu poHAY a00 GOpMYIOTH SIK OKPEMHI TOM 1 30€piratoTh pa3oMm 31 CIIPaBOIO
(dboHIY SK T0IaTOK J0 HEi.

12. Ha mizgctaBi miAICYMKOBUX 3aIMCIB B apKyIllax MEPEBIPSHHS CKIATAETHCA aKT
MEpPEBIPSIHHS HAsBHOCTI Ta CTaHy cCOpaB apXiBHOTO (OHAY B ILIJIOMY, SIKH
3aTBEPJIKYETHCSI KEPIBHUKOM YCTAHOBH Ta BMIIIYETHCA Y CIIPaBy (POHTY.

3riIHO 3 aKTaMH MEPEBIPSIHHSI HAIBHOCTI Ta CTaHy CIpaB MPOBOJAUTHCS poOOTa 3
YCYHEHHS BUSBJICHUX HEJOJIIKIB.

13. Ilicns 3akiHYeHHs MEPEBIPKU HASBHOCTI Ta CTaHy CIpaB B OMHCY MiCJs
3aCBIIYYBAJILHOTO HANUCy BHOCHUTHCS 3amuc ab0 TPOCTABISIETHCS IIITAMII
«IlepeBipeHO» 1 3a3HAYA€THCS JaTa MEPEBIPKH. 3amuC 3aCBIAYYETHCS OCO0OI0,
BIJIMOB1IAJILHOIO 32 BEICHHS O0OJIIKOBUX JTOKYMEHTIB B apXiBi.

SIkmo mixg 9yac MepeBipsSsHHA B OMKUCY BHSBJIEHI JITEpHI, BUIbHI, MOBTOPHI 1
MpOMYIEHI HOMEPHU CHpaB, HE 3a3HA4Y€Hl y IMIJICYMKOBOMY 3aIlHCy, TO BIH
MEePECKIATAETHCS 3 MOCWIAHHAM Ha BIANOBIIHUIN apKyIl MEPEBIPSIHHS HASIBHOCTI
Ta CTaHy CIIPaB.

14. BusBneni HeoOJiKOBaHI JOKYMEHTH MNEPEAaloThCsA 3aBiAyBadyeBl apXiBOM
(0co01, BIAMOBIAAIBHINA 3a apXiB) pa3oM 3 apKylleM 1 aKTOM IEpeBIpsHHSA
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HasiBHOCTI. [licma 1mporo cmpaBa(M) OMHUCYEThCA(IOTHCSI), a B  OOJIKOBUX
TOKyMeHTaX (hIKCYHOThCS BiJMOBIIHI 3MIHH.

15. Skmio B X011 mepeBIpsSiHHS BUSBICHO HEBUIIPABHO MOIIKOKEHI CIIPaBH, MPO
1€ CKJIAJIA€ThCS BIAMOBIIHMUM aKT 3a (OPMOIO, HABEACHOIO B 10aTKY 34 110 ITUX
[IpaBun. Akt cxBamoetbess EK ycTaHoBHM Ta 3aTBEpIKYETHCS KEPIBHUKOM
yctanoBu. Ha mifcTaBi akTa HEBUIIPABHO MOIIKOIKEH1 CITPaBU BUITYUYaIOThCS JJIs
3HUIICHHS.

Skmo B X0l TEpeBIpSHHS BUSBICHO HEBHUIIPABHO IOIIKOKEHI JTOKYMEHTH,
BHeceHl 10 HA®, ckiamaeTbcsi BHCHOBOK pPECTaBpaTOpiB  BiANOBIIHOTO
JEP)KaBHOTO apxiBy ab0 IHIIUX YCTAaHOB, IO 3AIMCHIOIOTH pecTaBpalliiiHi
NOCJIYTH, IIOJO0 HEMOXXJIMBOCTI  BIJIHOBJICHHS OCHOBM JIOKYMEHTa Ta
BUKOPHUCTAHHS TEKCTOBOI 1 300pakyBajIbHOI 1HGOpMAIIii.

AKT IpO HEBUITPABHI MOLIKOXKEHHS CIIpaB (JOKYMEHTIB) pa30M 3 BUCHOBKOM Ta
aKTOM IO BUIIYYEHHs TOKyMeHTIB 3 HA® 3a dhopmoro, HaBeieHOO B 101aTKy 14
no 1ux [IpaBun, cxBamoetsest EK yctanoBu ta mogaetsest Ha posrisan EITK (EK)
nepkaBHOI apxiBHOi yctaHoBH, EK apxiBHOTO BIIJIITy MICHKOI paau, y 30HI
KOMILICKTYBaHHS SIKO1 IepeOyBae yCTaHOBA.

OcraroyHe pimieHHs Npo BUIydYeHHS JOoKyMeHTIB 3 HA® mpuitmae IIEIIK
YkpaepxapxiBy.

VY pa3i norokenns LIEIIK YkpaepskapxiBy akra npo BUIYyYEHHS JOKYMEHTIB 3
HA® Ta iloro 3aTBepaKEHHS KEPIBHUKOM YCTAaHOBHU apXIB YCTAHOBU BHOCHUTH
3MIHH B 00JTIKOB1 IOKyMEHTH apXiBy.

16. Slkmio B xoA1 nepeBipsiHHS BCTAHOBJIGHO HECTady CIIpaB, TO OPraHI30BY€ETHCS
iX po3IIyK. 3 €0 METOIO BXKMBAIOTHCS TaKi 3aXO0IH:

— BHUBYAIOTh yC1 OOJIIKOBI JJOKYMEHTH, Ha MiJICTaB1 IKUX BUAABAJIUCS CIIPABH 13
apX1BOCXOBHIIIA;

— OPraHi3oBYIOTh PO3IIYK HEBUSIBIICHUX CIIPAB y CTPYKTYPHHUX MIIPO3/iJax,
MOIEPEIHO BUBYUBIIIM OIMUCH, HA TIJICTABI IKUX CIPABU MEPEAABAIUCS J10
apxiBy;

— TIEpPEeBIPSIOTH ClipaBu (HOHJIIB, IO 3HAXOAATHCS MTOPYY;

— TEeperyifaialoTh MPaBWIBHICTh MIAKIAJAaHHS CIpaB, HOMEPHU SIKMX CXOXI 3
HOMEpaMU HEBUSIBJIICHUX CIIPaB;

— BHUBYAIOTH CIIpaBy (OHY - aKTU PO BIITYUEHHS CIPaB JJIsl 3HUILICHHS, aKTH
BUJIaBaHHS CIIPAaB Y TAMYACOBE KOPUCTYBAHHS, aKTH TICPEBIPSHHS HASSBHOCTI
Ta CTaHy CMpaB, CKIIAJICH] paHIIIe.
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17. 3HaiieHi B pe3ysibTaTl PO3IIYKY CIIpaBU MOBEPTAIOTHLCS Ha MICIIe 30€piraHHsl.
CrnpaBu, NpUYMHA BIICYTHOCTI SIKUX MIATBEPPKEHA TOKYMEHTAJIBHO (aKTaMu PO
BUJTYYECHHS CIIpaB JIJIsl 3HUILICHHS, aKTaMH PO HEBUITPaBHI MOUIKOJXKEHHS CIPaB,
aKkTaMu TepelaBaHHs CIpaB IHIIMM YCTaHOBAM Ta Ha MOCTiHE 30epiraHHs),
BHUKJIFOYAIOTHCS 3 OMHUCIB 1 00J1KOBUX JTOKYMEHTIB.

[lincymku posmyky ¢ikcyroTbes B Tpadi «lIpumiTka» apkyina mnepeBipsHHS
HAsBHOCTI Ta CTaHy CIpaB.

18. Po311yk HEBUSIBJICHUX CIIPaB MPOBOJAUTHCS BIOPOJOBK POKY MICHS 3aKIHUCHHS
MIePEBIPSIHHS HASIBHOCTI Ta cTaHy cnpas. [Ipu 1iboMy CKIIalaeThCsi KapTKa 00Ky
HEBUSBJICHO1 CITpaBu 3a (OPMOI0, HABEJICHOIO B J10/1aTKY 35 no nux [IpaBui.

19. ko cripaBu He OyJid 3HAWJIEH], apX1B CKJIAJA€ aKT PO HEBUSABJICHHS CIIPaB
(IOKYMEHTIB), IUISIXW PO3IIYyKY SKUX BHYEpHaHO, 3a (OPMOIO, HABEICHOIO B
nonatky 36 mo mux [IpaBu, Ta JOBIAKY IIPO MPOBEAEHI 3aX0IH OO0 iX PO3IIYKY
NOBUILHOT opMu. AKT MIANHUCY€ KEPIBHUK apxiBy (ocoba, BIAMOBiIalbHA 3a
apxiB) Ta 3aTBEPKy€E KePiBHUK ycTaHOBU. Ha mijcTaBi akTa CripaBu 3HIMAIOTHCS
3 00JIIKY.

SK1110 BUSIBJIEHO HECTauy CIpaB (JOKYMEHTIB), BHECcEHUX 10 HAD, akT nmogaeThcs
Ha po3risig Kowmicii 3 KOHTpOIO 3a HAABHICTIO, CTAHOM Ta PO3IIYKOM JOKYMEHTIB
JIEPKaBHOTO apXiBY Pa3oM 3 JOBIJIKOIO MPO MPOBEACHI 3aX0I1 MIOA0 iX PO3IIYKY.

Ha mincrasi akta, moromkeHoro Komicieto 3 KOHTPOJIIO 32 HAABHICTIO, CTAHOM Ta
PO3IIYKOM JOKYMEHTIB JIep>KaBHOIO apxiBy, JOKyMeHTH HA® 3HIMarOThCS 3
00JIIKY.

20. IlepeBipsiHHS HAsIBHOCTI Ta CTaHY CIpPaB BBAXKAETHCS 3aBEPIICHUM IMICIIS
BHECEHHS 3MIH B O0JIIKOB1 JOKYMEHTH 1 MOJIaHHS BIAMOBIIHUX BI1JIOMOCTEH MPO
CIIPaBM MOCTIMHOTrO 30€piraHHs A0 BIAMOBIIHOI JAEP>KaBHOI apXiBHOI YCTaHOBH,
apXiBHOTO BIJIJIIITy MICBKOI pajy JJisl BHECEHHS 3MIH Y KOHTPOJIbHI MPUMIPHUKH
onuciB crpas, cxBasieHi ETIK nepsxaBHOro apxiBy.

9. CTBOpeHHs cTPaxoBOro ¢pouay Ta poHAY KOPUCTYBAHHA

1. Ha yHikanbHI JOKYMEHTH YCTAHOBH, IO BHECEHI 10 aHOTOBAHUX MEPEIIIKiB
YVHIKaJbHUX JOKYMEHTIB, UISIXOM MIKpO(1IbMyBaHHS CTBOPIOIOTH CTPAXOB1 KOMIi
(HeTaTUBU MEPIIOro MOKOJIIHHS Ha PYJOHHIN MBI 200 MiKpodimax).

CyKynHICTh CTPaxOBUX KOIIM JOKYMEHTIB, 110 30€piratoThCsa B apXiBi, CKJIagae
ctpaxoBuid (Gonna. CrpaxoBuil (POHA CTBOPIOETHCS 3 METOK 30€pe’KeHHS
JTOKYMEHTHO1 1H(hOopMaIlli Ha BUNIAJI0K BTPATH a00 MOIIKOIKEHHS OPUTTHAIIB.
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2. OpnHayacHO 31 CTBOPEHHSIM CTpaxoBoro (hOHJAY CTBOPHOEThCA (POHA
KOPUCTYBAHHS (HO3UTUBHI MIKpO(PIIEMH Ta MIKPOPIIIN).

3. ®OoHJ KOPUCTYBAHHS MOXE CTBOPIOBATHCS TAKOX y LLILOBOMY MOPSIKY Ha
JTOKYMEHTaJbHI KOMIUIEKCH, $KI HaWO1IbIl BUKOPUCTOBYIOTHCS, IIJIIXOM
KCEpPOKOITIIOBAHHS 200 CTBOPEHHS JOKYMEHTIB Ha €IEKTPOHHUX HOCIAX (LHU(poBi
KOITi1), 110 3a0€3Ne4yI0Th 11€HTUYHICTh KOM1i OpUTiHAIaM.

4. CrpaxoBuii ¢oHag 1 (POHI KOPUCTYBaHHS CTBOPIOIOTHCS B  TOPSKY,
BHU3HAYECHOMY 3aKOHOJIABCTBOM.

IX. Opranizanisi JTOKyMeHTIB B apXiBi

1. loxkymeHTaniiiHuii Ta apxiBHUil GOHIM YCTAHOBH
1. JlokymeHTarituuii oHJI yCTAHOBH CKJIAIal0Th:

— JIOKYMEHTH TOCTiHHOrO (JOBIYHOrO) 30€epiraHHs, $KI € CKJIaJIOBOIO
gactuHOl0 HA® (y pa3i CTBOpEHHS TaKUX JOKYMEHTIB B yCTaHOBI);

— J0KyMmeHTH TpuBaioro (monaj 10 pokiB) 30epiranHs;

— JOKYMEHTH TUMYacoBoro 30epiranfs (10 10 pokiB BKIIOYHO).

Crtpoku 30epiraHHs JOKYMEHTIB BCTAHOBJIIOIOTHCS Ha TIJACTaBl €KCHEPTH3U iX
I[IHHOCTI; TTOPSA0K €KCIIePTU3H IIIHHOCTI JOKYMEHTIB BU3HAYAETHCA Y PO3ALIL V
uux [Ipasui.

2. ApxiBauit (hoHn, chOpMOBAHU B apX1B1 YCTAHOBH, MOJIISETHCS HA TaKl BUAM:

— apxiBHUU (OHJ yCTAaHOBH, IO CKIAMAETHCS 3 JOKYMEHTIB, CTBOPEHUX Y
mporieci ii AisIbHOCTI;

— 00’enHaHui apXiBHUM (OHJ, MO0 € CYKYIHICTIO IIJTICHUX KOMIUIEKCIB
apXiBHUX JIOKYMEHTIB, YTBOPEHUX y MPOIIECI TISUIBHOCTI JBOX a00 OiibIe
yCTaHOB - (POHAOYTBOPIOBAYIB;

— apxiBHUH (HOHT 0COOOBOTO MOXOKEHHS, (DOHI0YyTBOPIOBaYEeM(aMH) SIKOTO €
OJTHA YM JCKUIbKA (PI3UIHUX 0C10, MPUHHITHHN 0 apXiBY YCTAaHOBH.

3. B apxiBi ycTaHOBM MOXe€ 30epiraTuch apxiBHa KOJIEKIiS (KOJIEKIIii) -
CYKYIHICTh OKPEMHX JIOKYMEHTIB, 110 YTBOPHWJIKCS B IIPOIIECI AISTIBHOCTI PI3HUX
dboHIOyTBOPIOBAYIB 1 00 ’€qHAHMX 3a OJHIEID abo JeKiIbKoMa O3HaKaMH,
HalpuKiIag: TEMaTUYHOI0, HOMIHAJIBHOI, AaBTOPCHKOIO, XPOHOJOTIYHOIO,
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00’€KTHOIO TOII0. ApXiBHA KOJIEKIIS, YTBOPEHA apXiBOM, Ha3UBA€ETHCS apX1BHUM
310paHHSIM.

4. YcranoBa-(pOHIOYTBOPIOBAY € HOPUAMYHOIO OCO00I0, IO MiJATBEPIKYETHCS
BIAMOBIJHUM aKTOM (3aKOH, IIOCTAHOBA, HaKa3, pO3MOPSIKEHHS, CTaTyT,
MOJIOKEHHS ) PO YTBOPEHHSI, PEECTPAIlI0, MOPSAIOK TISIIbHOCTI, (PYHKIIIT TOIO.

{IlynkT 4 rnasu 1 poznuty X B pegakuii Hakasy MinictepcrBa toctuiii Ne 2277/5
Big 04.07.2018%}

2. BuzHaueHHs1 GOHI0BOI HAJIEXKHOCTI APXiBHUX JOKYMEHTIB i CTBOPpEHHS
apxiBHOT0 (pOHIY

1. BusnauenHs (OHIOBOI HAJNIEKHOCTI JOKYMEHTIB YCTaHOBH TIOJISITAE Yy
BIJTHECEHHI 1X J0 apXiBHOTO (hOHJY BiJIOBIIHOI YCTaHOBHU-(POHIOYTBOpIOBayYa 3
ypaxyBaHHSIM XPOHOJOTTYHUX MEX ii JISITbHOCTI.

2. Ha Bu3HaueHHs (POHIIOBOI HAJIEKHOCTI JOKYMEHTIB yCTaHOBW BIUIUBAIOTH
TaKl YMHHUKH:

— 3MiHa KOHCTUTYLIHHOIO JIaly IE€p>KaBH;

— 3MiHa aAMIHICTPATUBHO-TEPUTOPIATHLHOTO MOALTY;
— 3MiHa opmu BIIACHOCTI (DOHI0YTBOPIOBAYA;

— TpUNUHEHHS (GOHAOYTBOpIOBAaYA.

3. BuszHaueHHs (OHIOBOI HAJIEKHOCTI JOKYMEHTIB YCTaHOBH B pasi 3MIHH
KOHCTUTYLIMHOrO JIaay JAep’KaBu, 3MIHM aJMIHICTPATUBHO-TEPUTOPIATBHOTO
noAuTy, 3MiHU (popMu BiIacHOCTI (OHAOYTBOPIOBaYa BU3HAYAIOTHCS Ha I1JCTaBi
pEeKOMeH/Ialliil Aep>kKaBHOI apXiBHOI YCTAaHOBH.

4. ITig yac Bu3Ha4YeHHs (DOHI0BOI HAJIE)KHOCT1 IOKYMEHTIB YCTAaHOBU BPAXOBYIOTh
TaKe:

— BXIJIHI JOKYMEHTH BIJIHOCSTHCS 10 (POHAY YCTAaHOBH, SIKa iX OTpUMAa;

— Komii BUXIJIHMX JOKYMEHTIB BITHOCSATHCS J0 (DOHIY YCTaHOBH, fIKa € iX
aBTOPOM;

— BHYTpIIIHI JOKYMEHTH BITHOCATHCS /10 (POHIY YCTAaHOBH, B SIKiii BOHU OyiIU
CKJIAJIEHI.

5. ITig yac Bu3HaUYeHHs (DOHIOBOI HAJIE)KHOCTI HEOOX1THO TIOTPUMYBATUCS TAKUX
MIPaBUIL:
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— JIOKYMEHTH YCTaHOBU Ta TPOMAJICBKUX OpraHizaiii (mpo@crniJikoBUX TOIIIO),
00 ICHYBaJM TpU HIA 10 NOpUUHATTA 3aKOHOJABCTBA YKpaiHW Mpo
IpOMAJICbK1 00’ €THaHHS, POHAYIOTHCSA Pa30M;

— JOKYMEHTH YCTaHOBH Ta MpO(CHUIKOBOI OpraHizaili, 10 ICHy€ BXe 3
MOMEHTY 1ii Jieramizaiii, MOXYTb OpraHi3oByBaTuUCi a00 CaMOCTIHHO
(okpemMumu poHgaMK), a00 pazom - miapoHAaMU 00’€THAHOTO aAPXiBHOTO
douny;

— CIIpaBH, 110 BEJIUCA IMOCIIIOBHO Y JIBOX a00 OUIbIIE yCTaHOBaX, HAJIEXKATh
10 ¢hoHIY Ti€T yCTAaHOBH, ¢ BOHU OyJIM 3aBEpIlieH] B A1JIOBOJCTBI;

— pO3MMpEeHHS a00 3BYXEHHS IMOBHOBaXEHb, KOMIIETEHIIi, o0csiry abo
TEPUTOPIATIBHUX MEX ISUIBHOCTI, 3MiHA MHiAMOPSIKOBAHOCTI, CTPYKTYpH,
nepeliMeHyBaHHs a00 dYacTKoBa 3MIHAa Ha3BM YCTAHOBH, IO HE
CYHpPOBOJIKYBAJIOCS JIOKOPIHHOIO 3MIHOIO 1i OCHOBHMX (DYHKIIIH, HE €
M1JIcCTaBaMH JIJIsl pO3MEKyBaHHS 11 JOKYMEHTIB Ha JBa apXiBHUX (HOH]IU;

— BUJIUJICHHSA 3 YCTAaHOBH OJIHI€T 200 JIEK1JIbKOX HOBUX 3 HAJIAaHHSIM iM OKPEMUX
(GYHKIIA TepIIoi € MiJCTaBOK JUIsl BIJIOKPEMJIEHHSI apXiBHUX (DOH/IIB
HOBOCTBOPEHHUX YCTAaHOB. JIOKyMEHTH yCTaHOB, III0 PEOPTaHi3yIOThCs, M0 1
miciis peopranizaiiii GOHIYIOTHCS Pa3oM;

— Yy pasi JiKBiJaIlli yCTaHOBH 3 HaJIaHHIM yCiX a00 yacTUHHU 11 QYyHKIIH OaHIN
a00 JEKIIbKOM 0c00aM JOKYMEHTH KOKHOI 3 HUX YTBOPIOIOTH HOBI apXiBH1
dboHu;

— JOKYMEHTH YCTaHOB, 1[0 TUMYACOBO MPUIHHWIN CBOIO JISJIBHICTH 4epe3
3JIATTS, TPUETHAHHA, TOAUI, TMEPEeTBOPEHHA ab0 B pe3yJibTari BIHH 1
CTUXIMHUX JIUX, a 3T0JIOM OYyJIM BiAHOBJIEHI 3 THMH CaMHMHU (YHKIIISIMH,
CKJIaIA0Th €IMH1 apXiBHI HOHIH;

— 0CO0OBI CIpaBH, SIKIIO BOHU MEPEAABAINCA 3 OJIHIE] YCTAHOBH O IHILIOI y
3B’SI3KYy 3 MEPEBEICHHSAM MPalliBHUKIB, JOJYy4arOThCs 10 (POHY OCTaHHBOI
yCTaHOBH.

3. XpoHoJ10riYHi Me:xi apxiBHOTO oHTY
. XpOHOJIOTTYHUMHU MeXKaMU POHTY €:

— apxiBHOro (oHay ycTaHOBH - OQIiIliliHI JaTh CTBOpPEHHs (peecTparrii) 1
JikBigamii poHIOYTBOpIOBaYa;

— ocoboBoro apxiBHoro ((oHay - JaTa HApPOKEHHA 1  CMeEpTi
(GhoHI0yTBOPIOBAYA;
— 00’enHaHoro apxiBHoro (QoHay - Jgata YTBOpEeHHsA (peecTparrii)

¢boHIO0YyTBOpIOBAaYa, CTBOPEHOTO y dYaci MEpIIuM, Ta Jata MPUITUHEHHS
dboHI0yTBOpIOBaYA y Yaci Mi3HIIIE 3a BCIX YTBOPIOBAYIB IILOTO (HOHIY;



— apXIBHOI KOJIGKIli - JaTH MEpIIOro Ta OCTAaHHBOI'O 3a XPOHOJOTIEIO
JTOKYMEHTIB Y CKJal KOJICKIIIi.

2. KpaifHiMu maTaMud JOKYMEHTIB apxiBHOTO (OHAY € JaTd IMepIioro Ta
OCTaHHBOTO 3a XPOHOJIOTIEI0 JOKYMEHTIB y CKJaal (oHAY (BOHH MOXYTh HE
30iraTucs 3 KpaWHIMHU JaTaMH JisUIbHOCTI (DOHJIOYTBOpIOBaua, KO0 y (OH/II
BIJICYTHI JOKYMEHTH TIOYaTKOBOTO Ta 3aBEPIIAIbHOTO €TaImiB JIISUIBHOCTI
yCTaHOBM a00 y (poHA yCTaHOBM OYJIM Tepe/iaHi CIIpaBu yCTaHOBU-TIONIEPEHUKA,
HE 3aKiHYEHI B 1JIOBOJICTBI.

4. Opramni3aiisi 10KyMeHTIB y MesKkax apXiBHOT0 GoHay

1. CtpykTypHOIO Ta KiacH(IKalllifHOIO OCHOBOI apxiBHOTO ()OHIY € CIpaBa.
CnpaBa BKJIIOYa€ JOKYMEHTH, 00’ €/THaH1 3a BIAMOBITHOIO 03HAKOIO (TEMAaTUYHOIO,
KOPECMOHAEHTCHKOK0, HOMIHAJIBHOKO, XPOHOJIOTTYHOI0) 200 CYKYMHICTIO O3HAaK Ta
€MHUM CTPOKOM 30€piraHHs 1 BMIILIEHI B OKpeMY OOKJIaJUHKY.

Ycepenuni apxiBHUX (QOHAIB CIPaBH TPYMYyIOTHCS BIAMOBIAHO JI0 MOMEPEIHBO
BUOpaHO1 CXeMU CUCTEMAaTH3allli, 1110 3aKPIIUTIOETHCS OMUCOM crpaB GOHAY.

2. Po3nopin moKyMEHTIB ycepeInHi apxiBHOTO (OHIY 3A1HCHIOETHCS Ha I1JICTaBl
MOTOJPKEHOI 3 JIEP’)KaBHOIO apXiBHOK YCTAHOBOIO, apXIBHUM BIJJIIJIOM MICBKOT
paJii CXEMOI0, 3aKPITMJICHOIO OIUCOM CIIpaB (PoHIY:

— CTPYKTYpHOIO (3a CTpPyKTyporo (HOHIOYTBOpIOBauYa, BHU3HAYEHOI B
MITAaTHOMY PO3IHCY);

— XPOHOJIOTIYHOIO (32 pOKaMH CTBOPEHHSI JOKYMEHTIB);

— TEeMaTUYHOIO (3a TEMATHUKOIO JOKYMEHTIB);

— HOMIHAJIBHOIO (32 BUJAAMU 1 3HAYHNMICTIO TOKYMEHTIB);

— (DYHKIIOHAIBHOIO (3a GyHKIIAMU, HanpsiMamu
TSTTBHOCTI (DOHIOYTBOPIOBAYa);

— reorpadiuHOIO (32 aAMIHICTPATUBHO-TEPUTOPIATLHUMHU OJUHULIAMHU );

— KOPECHOHACHTCHKOIO (32 HallMEHyBaHHSIMHU aJipecaTriB, y pe3yJbTari
JUCTYBaHHS 3 IKUMHU YTBOPHIIMCS JJOKYMEHTH);

— aBTOPCHKOIO (32 HallMEHYBaHHSIMHU yCTaHOB a00 Tpi3BUIAMHU OCIO, 5KI €
aBTOpaMu JOKYMEHTIB).

3. CmpaBu CHUCTEMaTHU3YIOTbCS 3a JIeKIJIbKOMa O3HaKaMH, 3aCTOCYBaHHS
SKUX HAMOUIBII pallioOHaJIbHE JIJIs 30€peKeHHS Y (POH/1 JOTTUHUX Ta ICTOPUUHUX
3B’SI3KIB MDK JIOKYMEHTaMH 1 CTBOPEHHS HAM3PYYHINIOl JJIS BUKOPUCTAHHS
JTOKYMEHTIB CUCTEMH 1X OpraHi3aiiii.



4. HalnomupeHud THUN CXEMHU CHCTEMaTH3allli B OMUCAaX € XPOHOJOTIYHO-
CTPYKTYpPHHI, IO BHUKOPHCTOBYEThCS [UJIi CHUCTEMAaTH3allii CIpaB AIF0YHX
(bOHIOYTBOPIOBAYIB, CTPYKTypa SKHUX IOCTIHHO 3MIHIOETHCS; crOpaBu (HOHIY
IPYIYIOTBCS 3a POKAaMHM, a B MEXaxX KOXHOIO POKY - 33 CTPYKTYpHUMU
M1JIPO3/IJIaMU, HAIPUKIaI;

— 2009 pix
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Kannenspis
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Bigain xanapis
AJIMIHICTPAaTUBHO-TOCTIOAAPCHKUM Bl

— 2010 pix
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Kannenspis

[I;1aHOBO-€KOHOMIYHUM B1IA11
BupoOHMIO-TeXHIYHUIN BT
Bbyxranrepis

Binain kaapis
AJIMIHICTPAaTUBHO-TOCTIOIAPCHKUNA BIJIILI

Ha cnipaBu poHAY, CHCTEMAaTH30BaHOTO 32 XPOHOJOTTYHO-CTPYKTYPHOIO CXEMOIO,
CKJIaJAa€ThCS €IMHUIN OIIHC.

5. CTpyKTYpHO-XpPOHOJIOTIYHUHN THIT CXEMHU 3aCTOCOBYETHCS ISl CUCTEMATHU3aIlI]
CIIpaB yCTaHOB, 1110 MaJu CTaOUIbHY CTPYKTYPY Ta MPUIIUHUIN CBOIO HiSTbHICTD.
[Ipu oMy cripaBu TPYNYIOTHCS 332 CTPYKTYPHUMU MIAPO3iTaMu, a B MEXax 11X
niapo3AuUTiB - 3a pokamu. [Ipuknan:

— Bigain gumoBojictsa

0 2010 pik
0 2011 pik
O TOMIO.

— Bigain xagpis

0 2010 pik
0 2011 pik
O TOoHIO.

6. @OYHKIIOHAILHO-XPOHOJOTIYHA Ta XPOHOJIOTTYHO-(PYHKIIIOHAIBHA CXEMU
CHUCTEMAaTH3allli 3aCTOCOBYIOThCS ITPU KJ1acuPikallli JOKYMEHTIB 0€3CTPYKTYPHUX

YCTaHOB.



[Ipu PyHKIIOHATBEHO-XPOHOJIOTIYHINA CXEMi 3aroJIOBKU CHPaB PO3MIIIYIOTHCS 3a
(GYHKIISIMU Ta POKAMU:

KepiBHUIITBO

— 2007 pik
— 2008 pik
— 2009 pik
— TOMUIO.

HaBuanbHO-BHXOBHA po0OOTa

— 2007 pik
— 2008 pik
— 2009 pik
— TOUIO.

[Ipy XpOHOJOTIYHO-PYHKIIIOHATBHIM CXEMi 3arojloBKM COpaB  CIOYaTKY
IPYIYIOTHCS 32 POKaMU JOKYMEHTIB, Jajl - 3a QyHKUisIMUA (OHIOYTBOpIOBaYa,
HaAIPUKIIAI;

— 2010 pix

— KepiBaUI1ITBO

— IInanyBanHs

— @iHaHCYyBaHHSA

— KamiranbHe Oy1iBHUIITBO
— TOIIIO.

7. Ilpu HeBenukomy o00csi31 (POHAY MOXIMBE BUKOPUCTAHHS HOMIiHAJILHO-
XPOHOJIOTIYHOT a00 XPOHOJIOTIYHO-HOMIHAJIBHOI cXxeMmu. [Ipukiajs HOMIHAIBHO-
XPOHOJIOTIYHO1T CXEMHU:

— Hakasn
— 2010 pik
— 2011 pix
— Ilnanm

— 2010 pik
— 2011 pik
— TOIIO.

[Ipukiiag XpOHOJIOTYHO-HOMIHAIBHOT CXEMMU:



— 2011 pik
— Hakasu
— Ilnann
— 3BITH
— TOIIO.

8. JlokyMeHTH, 110 BBIAILIU 10 00’ €JHAHOTO apXI1BHOTO (POHY, PO3TAIIOBYIOThHCS
3TIHO 3 (PYHKIIOHAJIBHO-IIIJILOBUM TIpU3HAYEHHSIM (OHIOYyTBOpIOBaYa, 3a
XPOHOJIOTIEIO X CTBOPEHHS, 3a aj(paBiTOM Ha3B TOIIO. Y MeKaX KOKHOro (poHy,
10 BBIWIIOB 70 00’€AHAHOTO apXiBHOTO (DOHIY, 3aCTOCOBYIOTHCS PI3HI CXEMH
cucTeMarusalii, BUOIp SIKMX BU3HAYAETHCA XAPAKTEPOM JISNIBHOCTI KOHKPETHOI
YCTAHOBH, CKJIQJIOM 1 00CsAroM MOKyMeHTIB. Jljisi (DOHJIIB OAHOPIAHUX YCTAHOB
BUKOPHUCTOBYETHCS 3arajibHa CXeMa CUCTeMaTH3allii.

9. CuctemaTu3zallisi JOKyMEHTIB Y KOJIEKII1 BUBHAYAETHCS TEMATUKOIO Ta CKJIAJIOM
NoKyMeHTIB. Kosekilii apXiBHUX JOKYMEHTIB CUCTEMATU3YIOThCS, SIK MPABUIIO, 3a
XPOHOJIOTTYHO-HOMIHAJIBHOK O03HAKOI0 (32 poKaMM Ta BHJaMM CIIpaB) abo 3a
XPOHOJIOTTYHO-aBTOPCHKOIO O3HAKOI0 (32 pOKaMH, HAMMEHYBAHHSIMHU YCTAHOB,
Opi3BUIIAMU  OCI0 - aBTOPIB JOKYMEHTIB). Y [ESIKUX BHMNAAKaX MOXKYTb
3aCTOCOBYBaTtucsa  reorpadiuyHa,  ¢yHKIIOHaJIbHA, TEeMaTU4YHA  O3HAKHU
cUCTEeMaTH3allli CIpaB apXiBHOT KOJEKIIII.

10. JoxyMeHTH 3 KaJpOBHX MHUTaHb (OCOOOBOr0 CKJIATy) CHUCTEMATHU3YIOTHCS
B1JI0COOJIEHO 1 BKJIIOUAIOTHCSI B OKPEMHI OIMUC 33 XPOHOJOTTYHO-HOMIHAJIBHOIO
O3HAKOI (3a pokaMu Ta BUJaamu crpaB). Ha o0coOOBI cmpaBu 3BUIBHEHUX
MpaIliBHUKIB MOYKE CKJIAJIaTHCSI OKPEMHH OTIHC.

11. Koxxauit apxiBHMM (OH Mae CBIM HOMEP 1 Ha3BY, IO BiANMOBiAae ODiIikHIN
Ha3Bl (poHIOyTBOpIOBaya. SKio yctaHoBa-(hOHIOYTBOPIOBAY Iepeiae CripaBu Ha
MOCTiiiHe 30epiraHHs 10 Jep>KaBHOI apXIBHOI YCTaHOBHM (apXiBHOI'O BIJILTY
MICBKOI paau), HoMep (oHAY NPHUCBOIOE BiAMOBIAHMMI apxiB. lleli Homep
IIPUCBOIOETHCS 1] Yac MEPIIOT0 HAIXOHKEHHS JOKYMEHTIB 1 HE 3MIHIOETHCS.

Skmo ycraHoBa He Tiepelae JOKYMEHTH Ha TIOCTIMHE 30epiraHHsi, BOHa
CaMOCTIITHO TPUCBOIOE HOMEPHU PoHAaM, 10 30€pIratoThCs B apXiBl YCTAHOBHU.

X. O0J1iK JOKYMEHTIB B apXiBi

1. 3arajibHi BUMOTrM /10 00JIiKy JOKYMEHTIB



1. O6mik 3M1MCHIOETBCA 3 METOIO0 30€pPEKEHOCTI Ta KOHTPOJIIO 3a HASBHICTIO 1
PYXOM JIOKYMEHTIB IIJISIXOM BH3HAUEHHS KUTBKOCTI 1 CKJIaay B YCTAHOBJIEHUX
OJMHUILISIX 00JTIKY 1 (hikcarlii (peecTparlii) MpruHAIEKHOCTI KOXKHOI OJMHUII 00TIKY
710 TIEBHOT'O KOMIUIEKCY Ta 1X 3arajbHOi KIJIbKOCTI B OOJIIKOBUX JOKYMEHTAaX.

2. ITix 00511KOBUM JOKYMEHTOM PO3YyMIETHCS JOKYMEHT YCTAaHOBJIEHOT (POPMH, 110
(iKCy€e HaIXOKEeHHsI, BUOYTTA, KUIbKICTh, CKJIQJl 1 CTaH apXiBHUX JOKYMEHTIB B
OJIMHUIISX O0TIKY.

OO011KOB1 JOKYMEHTH MOBUHHI 30€piraTuch y poOoUiii KiMHATI KEPIBHUKA apXiBY
(oco0wu, BIAMOBIAAILHOI 32 apXiB) y ceiii abo MeTasneBiil madi, 1o oneyaTyeTbesl.

KopuctyBaHHs 00J1IKOBUMU JOKYMEHTaMU 3A1MCHIOETHCS Y IPUMIIIIEHH] apXiBY B
MPUCYTHOCTI KepiBHMKA apxiBy (0coOu, BIAMOBIIalbHOI 3a apxiB). OOIIKOBI
JTOKYMEHTH apXiBy (KpiM OMHUCIB) KOPUCTyBadaM HE BUAAIOTHCH.

3. OOniKy MiAIsAralTh yCi JOKYMEHTH, IO 30epiraloThCsi B apXiBl YCTaHOBH, Y
TOMY YHCJIl HEONHUCaH1 1 Henmpo(PIbHI, CTPAxXOB1 KOTMIi JTOKYMEHTIB, KOMIi POHIY
KOPUCTYBaHHS (32 HAABHOCTI), OTIUCH CTIPaB.

4. ApxiB yCTaHOBH 3J1MCHIOE IIEHTPAII30BaHUM OOIIK (POHAIB 1 TOKYMEHTIB. 3a
HassBHOCTI KIJIBKOX apXiBOCXOBHUII[ OOJIK TaKOXX BEIETHCS B KOXHOMY
apX1BOCXOBHIIII.

5. OO6nik 3A1MCHIOTH NUISIXOM HaJaHHA apXiBHUM JOKyMEHTaM (OJUHUISM
00JIIKy, OAMHUIIAM 30€epirants) o0JIIKOBUX HOMEPIB, IO € CKJIAJIOBOIO apXIBHUX
mu@pis.

ApxiBHu# mudp - NO3HAYCHHS, 1110 HAHOCUTHCS HAa KOXKHY OJIMHUITIO 30€piraHHs
3 METOI0 3a0e3nedeHHs ii 00Ky U ineHTudikaii. ApxiBHUM mudp CkiiagaeTbes
3 HOMEpIB apxiBHOTO (OoHIY a00 apXiBHOI KOJEKIIi1, OMKCY, OAUHUIIl 30€piraHHs.

Howmep apxiBHOTO (OHAY MPUCBOIOETHCS BIAMOBIIHO J0 MOPSJIKY, BU3HAUYCHOTO B
nyHKT1 |1 rmaBu 4 pozauty X nux IIpasui.

2. OguHuii 00JiKy

1. OcHOBHMMH OOJIIKOBUMU OJUHHUIISIMA [IJI1 JOKYMEHTIB HE3QJICKHO BIJ
MartepiaabHOIo HOCIs 1HPOopMallii € apxiBHUN PoH (apXiBHA KOJICKIIIs ), OJTUHUIIS
30epiradns (0. 30.).

2. OpunuIero 30epiraHHs JTOKYMEHTIB 3 ManepoBUMHU HOCIAMH € ClipaBa (JIUB.
nyHKT | riaaBu 4 posauty [X).


https://zakon.rada.gov.ua/laws/show/z0736-15/page5#n1108
https://zakon.rada.gov.ua/laws/show/z0736-15/page5#n1034

3. Heonucani nokymeHTH (po3cuil) OOJIIKOBYIOTh y HEONMUCAHUX (YMOBHUX)
ONUHUILX 30epiranHs (13 po3paxyHky 250 apkyiiiB B OAHINH YMOBHIN OJWHUII
30epiraHHs).

4. JlokyMeHTH 0COOOBOTO TOXOJKEHHS, IO MPONUIUIM JIMIIE TEPBUHHE
OTNUCYBaHHS, 00JIIKOBYIOTb IMOJIOKYMEHTHO, B OKPEMUX BUITA/IKAX - Y HEOMUCAHUX
CIIpaBax Ta apKyllax.

3. Cucrema 00J1IKOBHUX JIOKYMEHTIB apXiBy

1. CucteMy OOJIKOBUX JOKYMEHTIB apXiBYy CKJIaIa€ KOMIUIEKC B3aEMOTIOB’ I3aHUX
00JIIKOBUX JOKYMEHTIB Ta OOJIKOBUX 0a3 JaHWX, CTBOPEHHUX HaA €IUHUX
METOOJIOTTYHUX Ta METOJUYHUX 3acajiax.

2. OOmiK JOKYMEHTIB B apxiBl BEJETbCS 3a OCHOBHHMH Ta JIONIOMIKHUMH
00JIIKOBUMH JJOKYMEHTaMH.

3. Cknag 1 GopMH OCHOBHHMX OOJIIKOBHX JOKYMEHTIB € OOOB’SI3KOBUMHU IS
KOXKHOT'O apXiBy yCTaHOBH. J[0 OCHOBHUX OOJIIKOBUX JOKYMEHTIB HaJICKaTh:

— KHHTa HaJIXO/DKCHHS Ta BUOYTTS JOKYMEHTIB;

— CIHCOK (POHIB;

— cnpasa GoHY;

— OIKCH CIIPaB;

— PEECTPH OIHUCIB;

— AHOTOBAHI TEPEIIKU YHIKaJIbHUX JOKyMeHTIB HarlioHanbHOTro apXiBHOTO
dboHy.

4. HeoOXx1aHICT BEASHHS 1 BHUJAM JIONMOMDKHMX OOJIIKOBUX JIOKYMEHTIB
BU3HAYAIOTHCS YCTAaHOBOIO caMoOCTiiiHO. Dopmu 1UX OOJIKOBUX JOKYMEHTIB
BCTAHOBJIIOIOTHCSI YCTAaHOBOIO.

J1o nonoMi>XHUX 00JIIKOBUX JIOKYMEHTIB HaJIeXKaTh: JIUCTU (DOHY, KAPTKHU 1 KHUTH
001Ky pyxy (POHIB, KHUTH OOJIIKY JOKYMEHTIB 3 KaJpOBUX MUTaHb (0COOOBOTO
CKJIaJy), KHUTa OOJIKY JOKYMEHTIB, BIJIYYEHUX MJI 3HUIICHHS, KHUTU OOJIIKY
JIOKYMEHTIB, EPEIaHuX JI0 IHIIUX apXiBiB, TOIIIO.

5. Ins ueHTpaiizoBaHOro jAep;kaBHOro oOJiky nokymeHTiB HA®D cknagaeTscs
nacropT apxiBy.

6. OOJIIKOBUM JOKYMEHTOM JJIsl CIipaB TUM4acoBoro 30epirans (10 10 pokis
BKJIFOYHO), 110 HAAINIIUIK JJ1s1 30€epiraHHs 10 apXiBYy, € HOMEHKJIATypa CIIpaB.

4. Ilopsok BeleHHsSI OCHOBHUX 00JIIKOBHX JJOKYMEHTIB



1. ¥V kHU31 00Ky HaAXOKEHHS Ta BUOYTTSA JOKYMEHTIB apXiBy, (hopma sKOi
HaBejieHa B 101aTky 37 mo nux [IpaBui, BeaeTbes 00K yCIX CpaB, MPUHHATHX
apXxiBOM BiJI CTPYKTYPHUX MIIPO3/IIIB OpraHizailii, BUWIyYEHUX JJIsI 3HUILCHHS,
nepejaHux 10 JEp:KaBHOTO apxiBy (apXiBHOTO BIIAULY MICBKOI paau) Ta
OTpUMAaHUX BiJ 1HITUX ycTaHOB. KokHE HaaXOHKEHHS Ta BUOYTTS MMO3HAYAIOTHCS
CaMOCTIMTHUM HOMEpOM. SIKIo TOKyMEHTH (GOHIY HATXOMITh 10 apXiBY BIEPIIIE,
TO HOMEP (DOH]Ty 3a3HAYAETHCS B KHU31 MICI HAJAHHS HOMY HOMEpA 3a CIIHUCKOM
doumiB. KO AOKYMEHTH, IO HAMIWILINA, € YacTHHOK (OHAY, IO BXKE
30epiraeThCs B apXiBi, TO y BIAMOBIIHIN rpadi KHUTH HABOJAUTHCI HOMED, 110 OyB
HaJaHU bOMY (DOHY paHillIe.

Ha nepmie ciuHs KOKHOTO POKY B KHH31 HAJIXOJKEHHS Ta BUOYTTS JTOKYMEHTIB
YKJIQJIA€THCA TM1ICYMKOBHUH 3aIKC MPO KITBKICT CIPaB, 10 HAIIWIIIIN, Ta TUX, 110
BUOYJIH, @ TAKOXX MPO KIJIBKICTh (PaKTUYHO HASBHUX Ha 30€piraHHI CIpas.

Knura o051iKy HaAXOKeHHS Ta BUOYTTS JOKYMEHTIB € T1JICTaBOIO JJIsl CKJIaJaHHs
racropTa apxiBy.

2. Cnucok ¢goHiB apXiBy, (hopMa sIKOro HaBeAeHa B j101aTky 38 o uux [Ipasuin,
BEJIEThCS B apXiBi, 110 30epira€ JOKyMEHTH JBOX 1 Ounbine GoHAIB (KOJEKIIi).
Koxxnomy (onay, mo HaaxoguTh Ha 30€piraHHs, MPUCBOIOETHCA TMOPSIKOBUN
HOMED 3a CIIUCKOM (POHIB Y XPOHOJIOTTUHIN MOCIiIOBHOCTI HOr0 HaAXOKEHHS.
SAxmo doHa migsarae nmepeaadi Ha MOCTIMHE 30epiraHHs, TO Yepe3 KOCy PHUCKY
BKa3y€eTbCsl HOMEp LbOro (OHIY B AEp:KaBHIA apXiBHIM YCTaHOB1 (apXiBHOMY
B1/1/1111 MICBKO1 paan) (Y BUIAKY, SIKIIIO JIOKYMEHTU (OH/TY PaHIIlIe IepeaBainucs
70 IUX apXIBHUX YCTaHOB). Y cmucCKy (oHmiB (DIKCYIOThCS TMMOBHA Ha3Ba Ta
CKOpOUCHa Ha3Ba (POHIOYyTBOpIOBaYa Ha MOMEHT HAJIXOJKCHHS (OHAY B
apxiBocxoBuie. Homep BuOynoro ¢oHIy HE MNpUCBOKETHCA (OHIY, IO
HaIiimoB Ha 30epiranfas. [Ipm HagxomkeHHI HA 30epiranHs (OHIY JIKBIIOBAHOI
ycTaHoBU (OHIYy HaJa€eThCs Ha3zBa Ha Jnary JjikBigamii. O0’enHanuil QoHn
BHOCUTBHCS I1JI y3araJlbHEHOH Ha3Bow. O0’enHaHOMY (OHAY, CTBOPEHOMY B
apXiBl YCTaHOBH, HAJAETHCS OJUH 3 HOMEPIB apXiBHOTO (OHAY, BKIIOYEHOTO 0
CKJIaJly 00’€IHAaHOTO, SIK ITPaBUJIO, HAUOUIBIIIOTO 32 00CATOM cripaB. JJis apXiBHOT
KOJIEKII11, CTBOPEHOI B apX1B1 yCTAHOBH, HAJIA€ThCS y3arajibHEHA Ha3Ba BKIIFOUEHUX
710 HEi JOKYMEHTIB, a JIJIs KOJIEKIIii, chopMOBaHO1 KOJIEKI[IOHEPOM, - ii Ha3Ba.

Ha 01 ciuast K0’)KHOTO POKY 70 CIUCKY (DOHJIIB CKIaAAETHCS M1ICYMKOBHM 3aIuc,
B SIKOMY 3a3HAYalOThCs KUIBKICTh (DOHMIB, IO BUOYJIH, 0 HAAINIUIA NPOTATOM
POKY, Ta 3arajibHa KIJIbKICTh (POH/IIB, 110 3HAXOISTHCS HA 30€pIraHHl.

3. CnopaBa ¢oHy BeAeThCS Ha KOKHUI QoHJ apxiBy. BoHa MICTUTh JOKYMEHTH,
0 B1IOOpa)karoTh ICTOPI0 yCTAaHOBHU-(OHIOYTBOpIOBAYa Ta ICTOPIIO HMOTO
apxiBHOro (hoHIy: ICTOPUYHY JOBiAKY a00 MEpeIMOBH 10 OIMCIB, CXEMY


https://zakon.rada.gov.ua/laws/show/z0736-15/paran1512#n1512
https://zakon.rada.gov.ua/laws/show/z0736-15/paran1514#n1514

cuctematuzaiii  QoHAy, METOAWYHI TOCIOHUKH 3 HAyYKOBO-TEXHIYHOIO
OTpAIfOBaHHS JOKYMEHTIB (DOHIY, CTBOPEHHS OOJIKOBOTO Ta JOBIAKOBOIO
armapary, pecTaBpallii 1 KOHcepBallli, CTBOpeHHs cTpaxoBoro GoHay Ta (hoHIy
KOPHUCTYBaHHsI, aKTH MEPEBIPOK HASBHOCTI Ta CTaHy CIIpaB, aKTH IIPO HEBHUITPABHI
MOIIKOPKEHHS, aKTH mepenadi (poHIy Ha MOCTiHHE 30epiraHHs 10 ACp:KaBHUX
apXiBHMX YCTaHOB (apXIBHUX BIJUIIB MICBKMX paja), aKTU BUIYYEHHS IS
3HUIIICHHS JOKYMEHTIB, He BHeceHHX 10 HA D, Tomo.

JlokyMeHTH, 110 (IKCYIOTh 3MIHM Yy CKJIaJl Ta o0csi3i (hOHIY, BKIOYAIOThH 10
cipaBu (POHAY TIIBKKM 3 BIAMITKOIO IIPO BHECEHHS 3MIH B yCl OOJIKOBI
JTOKYMEHTH apXiBy ycTaHOBH. JIOKyMeHTH B cmpaBi (OHIY PO3MIIIYIOTh Y
XPOHOJIOTTYHIA MOCIIZOBHOCTI. YCi apKyllll JIOKYMEHTIB, BMIIIEHI /10 CHOpaBU
donay, wmaroTh OyTH mpoHyMepoBaHi. CKIagalOTbCs BHYTPINIHIA OMHUC 1
MiJCYyMKOBUI 3amuc. [[o HHUX BHOCSTHCA 3MIHM B MIpPy IOMOBHEHHS CIPaBH
HOBUMH JOKymeHTaMu. KoxHi cnpaBl  (QOHIY TNPUCBOIOETBCA HOMEDP
BiznoBigHoro ¢ouay. CrnpaBa ¢hoHIy 30epiracThCsi B apXiBl YCTAHOBH Y TOPAJIKY
30UTbIIIEHHS] HOMEPIB (hOH/IIB.

4. Onucu crpaB € MePBUHHUMHU OOJIIKOBUMH JTOKYMEHTAMU JJISI TIOOAUHUYHOTO 1
CyMapHOIo 00JIIKY CIpaB MOCTIHHOTO 30epiranHs, TuM4acoBoro (moxas 10 poxin)
30epiraHHg Ta 3 KaJpoBUX NHUTaHb (3 0COOOBOr0 CKJATy), IO CKJIAJArOThCS
BIJIMOBIJTHO JIO BUMOT, BU3HaueHUX y riasi 3 poszainy VI ta poznun VII mux
ITpaBun.

ITooauHUYHMI 00K 3IMCHIOETHCS MUISIXOM 3aKPIIJICHHS 3a KOKHOIO CIIPAaBOIO
(onuHuUIIeI0 30epiraHHs) CaMOCTIMHOTO HOMEpa, a CyMapHUU OOJIIK - CKJIaJCHHS
MiJICYMKOBOTO 3aIliCy JO ONHCYy, SKUW € IMMJACTaBO JJIS BEACHHS 1HIIUX
00JIIKOBHUX JIOKYMEHTIB.

VYci 3MiHM B 00cCsI31 CIipaB B OINMCY, IIOB’si3aH1 3 BHOYTTSAM, HAJIXOKECHHSIM,
00’eqHaHHAM a00 po3()OopMyBaHHSIM CIIpaB, BiOOpaXalOThCS B IMiJICYMKOBOMY
3alUCy JI0 3BEJICHOr0 a00 3aKIHYEHOTO OMKCY 3 MOCHJIAHHSM Ha JOKYMEHT, 1110
MIITBEPKYE 111 3MiHHU.

Onucu crpaB CTPYKTYpPHUX TIIPO3JUIIB € OOJIKOBUMHU JOKYMEHTaMHU [10
CKJIQJICHHSI PIYHOT'O PO3ALTY BIAMOBITHOTO 3BE/IEHOT0 onKcy. OMUCH CTPYKTYPHUX
MIJIPO3IUIIB TOCTIMHOTO 30epiraHHs, IO IMEPeNaroTh CBOi JOKYMEHTU J10
JEepKaBHUX apXiBHUX YCTAaHOB (apXIBHUX BIAUIIB MICBKUX pajl), 30€piratoTbCs y
cripaBi (GoOHIYy 10 TepeaBaHHSA JOKYMEHTIB 3a IIl POKM Ha 30epiraHHs o
BIJIMOBIIHUX AapXiBHUX YCTAaHOB. SIKIIO yCTaHOBAa HE IMEpeae JTOKYMEHTH
MOCTIMHOTO CTPOKY 30€piraHHs A0 JAEp>KaBHUX apXiBHUX YCTaHOB (apXiBHHUX
BIJIJIUTIB MICHKHX Pajl), TO OIIMCH CIIPAB CTPYKTYPHHUX MiTPO3/IIIB BMIIIYIOTHCS Y

cripaBy (oHy.
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Ornrcu cpaB CTPYKTYPHUX TIIPO3AUTIB 3 KaAPOBUX MUTaHb (0COOOBOIrO CKIIATY)
30epIraroThCs 10 MOTOKEHHS PIYHOTO PO3JLTY 3BE€JIEHOT0 OMKUCY CIIPaB YCTAHOBHU
3 KaJipoBuX nutaHb (ocobororo ckiany) 3 EINIK (EK) nepkaBnoro apxiry abo EK
apXiBHOTO BIIJILTY MICBKOT paJiu.

5. Peectp onucis, ¢hopma sikoro HaBeaeHa B 101aTKy 39 go uux [IpaBui, BegeThes
B apXiB1 YCTAaHOBHU 32 HASIBHOCTI JIBOX 1 O1JIbIII€ OMUCIB.

Onwmcu BHOCATH 10 PEECTPY B XPOHOJOTTUHIN MTOCTIIOBHOCTI X HAIXOKEHHS TI1]
BIJIMOBIIHUM TIOPSIAKOBUM HOMEpPOM. Y peecTpl OomucCiB (PIKCYIOTHCS OCHOBHI
BIJIOMOCTI TIPO CKJIaJl KOKHOTO OIMKCY, 1110 HAAIHWIIOB /10 apXiBy: HoMep (oHIY,
HOMEp ONHUCY, KUIbKICTh OMUCAHUX Y HhOMY CIpPaB, KUIbKICTh apKYIIiB B OMHUCY 1
KUIBKICTh HOT'O MPUMIPHHUKIB.

6. OOnik yHikanmbHHX JOKyMeHTIB HA® Bemerbcsi B apxiBi YCTaHOBH 3a
aHoToBaHUM nepenikom, noromxkenum LIETIK Ykpaep:xapxiBy.

7. IlacmopT apXiBHOTO MIAPO3JUTY CKJIaJalOTh YCTaHOBH, SKI € JDKepellamu
dopmyBanuas HA®D, 3a dopmoro, nHaBenenow B poxatky 40 mo mux [lpaswi,
IIOPOKY y IBOX MPUMIPHUKAX, OJIMH 3 IKMX HAJICHJIAETHCS BIATOBITHIN Jep KaBHIN
apXxiBHIi yCTaHOBI (apXIBHOMY BIJIUTY MIChKO1 paju) He mi3Hiiie 01 rpyiHs poky,
3a SIKUM BIH CKJIAJICHUM, a IPYTUN 3aJIMIIAETHCS B apXiBi.

[TacmopT apxiBy NOpW3HAYEHUM IJII CYMapHOTO OOJIIKY CIIpaB IOCTIMHOTO,
TpuBajoro (monaa 10 pokiB) 30epiraHHs Ta 3 KaJApOBUX MUTaHb (OCOOOBOIO
CKJIajay), IO MICTIThCS B apxiBl. Y HbOMY TaKOXX HABOASTHCS BIJIOMOCTI IIPO
MPUMIIIEHHS apX1BYy Ta HOTO MpalliBHUKIB.

VY pa3i HEOOXIHOCTI JI0 TMacmopTa apxXiBy BIANOBIAHO 10 WOrO PO3LIIB
CKJIAJIA€ThCS TMOSICHIOBAJIbHA 3alKCKa, Y SIKi B1AOOpaXarThCsl BIJOMOCTI MPO
3MIHH y Ha3BI1, MIJIMOPSAIKOBAHOCTI, OpraHi3aliiiHo-IpaBOBOMY CTaTyCl YCTaHOBH,
3a3HAYalOTHCS MPUYUHU 3MIH MOKA3HUKIB MTOPIBHAHO 3 MOMEPEAHIM MaCIOPTOM y
Ha3Bax Ta KUIBKOCTI (POHAIB, KIJIBKOCTI CIpaB, KpaWlHIX JaTax CIpaB, YMOB
30epiranns. [losgcHIoBaIbHA 3aMKCKa MIANUCYETHCS KEPIBHUKOM apxiBy (0c00010,
BIJIMOB1AILHOIO 32 apXiB).

Ctpoku 30epiraHHsi JOKYMEHTIB TOCTIHHOTO 30epiraHHs B apXiBi YCTaHOBH
00paxoByrOThCs 3 01 CiuHS pOKY, HACTYIMHOTO 3a POKOM 3aKIHYEHHS IOKYMEHTIB
y I1IOBOJCTBI (32 BHUKIIFOUEHHSM POKY MOTOYHOTO J1JOBOJICTBA Ta JBOX POKIB,
OPOTATOM SIKMX BOHM TIOBUHHI 30epiraTucs B CTPYKTYPHHUX MiIpO3/1aax
ycTaHoBM). Hanpukiias, ycraHoBa 00J1acHOTO MaciTaly MisuIbHOCTI (B apXiBi SIKOi
JOKYMEHTH IIOCTiMiHOIro 30epiraHHs THM4YacoBO 30epirarothcsa 10 pokiB) mojae
MacropT 70 Aep>kaBHOTO apxiBy ooOmacti craHoMm Ha 01 rpyans 2012 poky, mpu
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IIbOMY BOHAa Ma€ BUKJIIOUUTH PiK MOTOYHOIoO JuIoBOJCcTBA (2012) Ta nBa poku
30epiraHHs TOKYMEHTIB y CTPYKTypHHX miapo3auiax (2010-2011) 1 3a3nauutu 10
POKiB 30epiranfs JokyMeHTiB B apxiBi (2000-2009). Skiio B apxiBi 30epiraroThCs
JOKYMEHTH MOCTITHOTO 30€piraHHs MOHAaJ BCTaHOBJIEHI poku, ToOTO 10 2000
POKyY, y rpadi 3a3HaYarOThCA iX KIIBKICTH 1 KpaitHi gatu (Hanpukiaa, 100 copas
nocTiiHoro 30epiranHg 3a 1998-1999 poku 30epiratoTbcsi B apxiBl YCTaHOBH
MOHA]T BCTAHOBJICHI CTPOKH ).

8. HomeHkiarypa copaB YCTaHOBM 3aCTOCOBYEThCA JUIsi OOJIKYy CIIpaB
TUMYacoBOTo 30epiranus (10 10 pokiB BKIIOYHO), O HATIAIUIN JJ1s 30€piraHHs
710 apXiBY 3a pIllICHHSAM KepiBHUKA. J{Ji1 cyMapHOTo 001Ky CIIpaB yCiX KaTeropii
0 HOMEHKJIATYypU CHpaB CKIaAa€eThbCs MiACyMKOBHM 3amuc. Ilpu npomy
MOIIYKOBUM 1HJEKCOM Mg HUX Oyne ckopoueHHs «H» (HoMeHkiarypa), yepes
TUpPE - YOTUPU LUPPHU AIJIOBOJHOTO POKY Ta MOPSIKOBUN HOMEp CIpAaBH,
HATIPUKIIAI;

H - 2014, crp. Ne 21.
9. Onucu 1 HOMEHKJIATYPH CIIPaB, 110 iX 3aMIHAIOTh, B apXiBl 30€pIraloThCs:

— 3a MOPSKOM HOMEPIB (POHIIB;

— ycepenuHi (GOHAIB - 3a rpynamMu CIpaB MOCTIMHOrO, TPUBAJIOTO (IOHA
10 pokiB), TumuacoBoro (1o 10 pokiB) 30epiranHs, 3 KaapOBUX IUTaHb
(ocoboBoOrO CKIIamy).

VYcepenuni 3a3HayeHUX TpyH OMNUCH 1 HOMEHKIATypW ChpaB, WO iX
3aMIHSIOTh, PO3MIIIYIOTECS 3JIiBa HAIpaBO B IOPSAKY 3POCTaHHS iX BajOBOI
HyMmepaiiii. Onucu koxHOoro Gonay (y pasl moTpedu - 1 KOXXHOI TPYIH CIIPaB)
BIIIUISIFOTHCSL OJTMH B1Jl OJTHOTO KapTOHHUMU PO3IMOIIILHIKAMH 3 BIAMOBITHUMHU
MO3HAaYKaMHU.

10. V pa3i ctBopeHHs1 cTpaxoBoro (oHay Ta (POHIY KOPUCTYBaHHS iX OONIIK B
apXiBl BEJEThCS HA MIFCTaBl KHUTH OOJIKY HAJAXOJKEHHS 1 BUOYTTS CTPaxXOBOIO
douay 1 GhoHIYy KOpUCTYBaHHS (J101aTOK 41) Ta Omucy cTpaxoBoro GoHIY
(momaTok 42) Ui MOOUHUYHOTO OOTIKY CTPaxXOBUX KOITIH.

XI. JloBigkoBuii amapar 10 JOKYMEHTIB apXiBy

1. CucTema 10BIIKOBOIO anapary apxiBy
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1. Cucrema [OOBIZKOBOTO amapary - 1€ KOMIUIEKC B3a€EMO3AJICKHUX 1
B3a€EMOJIONIOBHIOIOUMX apXIBHUX JIOBIIHMKIB, 0a3 JaHMX PO CKIAJ, 3MICT 1
MICIIC3HAXO/KeHHST apXiBHUX GoHIIB 1 (a00) apXiBHUX JOKYMEHTIB, IO
CTBOPIOETHCS HA €IMHINM HAYKOBO-METOIUYHIN OCHOBI JIJIsI OTICPATHBHOTO TOIIYKY
JOKYMEHTIB Ta Hale(EeKTUBHIIIIOTO BUKOPUCTAHHS 1HPOpMAIIii, III0 MICTUTHCS B
HUX.

2. OOOB’SI3KOBUMH THUIIAMHU apXiBHUX JOBIJHUKIB € OIKMCH, HOMEHKJIATYpH,
apxiBHI KaTajgor", 0a3W JaHWX, 10 BUKOHYIOTh (PYHKII IIMX JOBIJHHUKIB, a
TaKOX TOKWKYMKH, OTJSAA apXiBHUX JOKYMEHTIB, ICTOPHYHI JOBIAKH 1O
apXxiBHMX (POHIB YCTaHORBH.

3. Cknaa apxiBHMX JOBITHUKIB 1 0a3 JaHMX B apXiBli YCTAaHOBU BU3HAYAETHCS
BUJIOM apxiBY, KUIBKICTIO (POHMAIB, CKJIaJIOM 1 3MICTOM apXIBHUX JIOKYMEHTIB,
XapakTepoOM 1 3aBJIaHHSIMU TOIIYKY TOKYMEHTIB, IHTCHCUBHICTIO BUKOPHUCTAHHSI
JTIOKYMEHTIB.

2. OnucH T2 HOMEHKJIATYPH CIIPaB

1. ApxiBHI OMKCHU CIIpaB € 0A30BMMHM JIOBIIHUKAMU JJIsi CTBOPEHHS 1HIITUX BU/IIB
JTOBIIKOBOTO  amapaTy apxiBy, IIOCIYyTOBYIOTbCS IIOITYKOBUMH JaHHMH,
3aKpITJICHUMHU OIMMCOM CITpaB: HOMepHU (DOHTY, ONUCY, CITPaBU, apKYIIiB y CIpaBI.

Ornurc cKIaIaeThes 3 OMMCOBUX CTATEH, MiICYMKOBOTO 3aMHUCYy, 3aCB1IU4yBaIbHOTO
HAITKCY 1 JIOBIJKOBOTO arapary JI0 OIHUCY.

[Topsiiok ckagaHHs apXiBHUX OMKCIB BU3HaYeHOo B po3/uii VII mux [TpaBui.

2. HoMeHkJaTypu cipaB BUKOPUCTOBYIOTHCS B apXiBl YCTAaHOBU JJIsl BU3HAUCHHS
CKJIaJly, 3MICTy Ta MICIIE3HAXO/KEHHS JIOKYMEHTIB TUM4acoBoro (10 10 poxiB)
CTPOKY 30epiraHssi.

J1J1s1 CTBOpEHHSI apX1BHMX JOBIAHUKIB 1 (200) 6a3 JaHUX JOKYMEHTIB THUMYAaCOBOTO
(1o 10 pokiB) 30epiraHHs MNOCIYTOBYIOThCA C(HOPMOBAHMMH B JIJIOBOACTBI
KapTOTEKaMHU, MOB’ I3aHUMHU 3 TIOLTYKOBUMHU TaHUMH, HOMEHKJIATypaMu CIIpas, 110
3aMIHSIOTH B apXiBl YCTAHOBU OIHCH.

3. ApxiBHI KaTaJIOTH TA apXiBHI KAPTOTEKH

1. ApxiBHI KaTajgoru (apxiBHiI KapTOTEKH) CTBOPIOIOTh Ha Ti JOKYMEHTH (DOH/IIB
a00 iX 4YacTHH, $IKI BUKOPUCTOBYIOTHCS Haiuacriiie (TOCTaHOBH, pIIICHHS,
HaKa3|, po3MOPsSKEHHs, 0COO0B1 CITpaBH, HAYKOB1 3BITH TONIO).


https://zakon.rada.gov.ua/laws/show/z0736-15/paran728#n728

2. O0’exTaMM OMMCYBaHHA B KaTajao3l Yd KapTOTEIl MOXKYTh OyTH: IOKYMEHTH
(rpyna JOKYMEHTIB, YaCTUHM JOKYMEHTIB), OJMUHHMII 30epiranHs (OJUHUII
00J11KY), orHcH, (DOH/IH.

3. ApxiBHI KapTOTEKH MOXYThb BiJl IOYATKy CTBOPIOBATUCS B apXiBl YCTaHOBH, a
TAKOK MOXYTh 0a3yBaTHCS Ha JIOBIJIKOBUX KapTOTEKax, SIKi C(OPMOBAHO B
T1JI0BOJICTB1 YCTAaHOBH Ta MEPEIAHO A0 apXiBY pa3oM 3 JOKYMEHTaMHU, HAITPUKJIIA],
KypHaIu (KapTKH) peecTpallii Haka3iB 3 OCHOBHO1 JisJIbHOCTI.

4. 3anexHo BIJl METH BUKOPUCTAHHS JOKYMEHTIB 1 3MICTY JOKYMEHTIB apXiBy
YCTaHOBHU CTBOPIOIOTH Pi3HI BUJIU KAPTOTEK - MPEAMETHI, TEMATHUYHI TOLIO.

5. Y npeaMeTH1iA KapTOTell KapTKU IPyNyIOTh 3a andaBiTOM MPEIMETHUX MOHATh
(pakrtiB, momid, reorpadiuynux Ha3B) 1 oci0. Ilomaneiia cucTeMaTH3alis
3MIMCHIOETHCS B JIOTIYHIM a00 XPOHOJOTIYHOI MOCHIAOBHOCTI. PizHOBHaamMu
MPEIMETHOT KapTOTEKHU € IMEHHA Ta reorpadiuHa KapTOTEKH.

6. Y TeMaTU4H1i KapTOTELl KApTKU TPYNYIOTh Y MEXax TeM (B1MOBIAHO A0 3MICTY
JOKYMEHTIB, HAmNpsIMIB [ISUIbHOCTi). Pi3HOBUIM TEeMAaTHYHOI KapTOTEKU -
KapTOTEeKa 3 1ICTOPil yCTAaHOBH 1 KapTOTEKa Ha3B (POHIIB.

7. Kinbka apXiBHUX KapTOTEK OJHOTO BUJY YTBOPIOIOTH apXiBHUM KaTaior. J[is
dbopMyBaHHS apXiBHUX KaTaJOrlB BUKOPUCTOBYIOTh KaTajl0XH1 KapTKHU. 3aJIeKHO
B1/1 TOOY/IOBHM KaTaJOTH MOJUISIOTh Ha CUCTeMAaTH4H1, TEeMaTU4HI, IPEAMETHI 1 iX
pi3HOBUAM (IMEHHUM, reorpadiuHuii, 00’ €KTHUM).

4. IlokaKYuKn

1. TTokax4yuku po3poOJSIOTH SK CAaMOCTIMHI apXiBHI JOBIIHMKUA (apXiBHUI
MOKaXYMK) a00 BOHM MOXYTh OyTH €JIEMEHTOM JOBIJIKOBOTO amapary apxiBy
yCTaHOBU (MOK&XYMKKA JI0 OIKCIB CIIpaB, KaTajoriB, OTJSAIIB apXiBHUX
JTIOKYMEHTIB).

2. TlokaX4nku CKJIaJaroTh A0 CIpaB abd0 JOKYMEHTIB OJTHOIO OMHUCY, KIIbKOX
onuciB (ouay, ycboro (oHay (mopoHIOBUM TMOKAKYMK), KIIbKOX (HOH/IIB
(M1K(DOHTOBHUH TTOKAKIHK).

3. 3a GopMOI0 MOKAXKYMKA MOXKYTh OyTH Yy BUIJISII apKyllIiB, KapTOK abo B
CJICKTPOHHOMY BHTJIAIL. 32 CTPYKTYPOIO PyOpPHK MOKAKYMKHU MOISIOTH HA TyX1
(mpeaMETHI MOHATTA Ta iX MOIIYKOBI JIaH1) Ta aHOTOBaH1 (IIPEAMETHI MOHSITTS
MalOTh TOSICHEHHS Ta X MOIITYKOBI JIaH1).

4. OCHOBHMMH BHJaMU TOKaXYUKIB € MpeaMeTHUH (Horo pi3HOBUIU -
TEMAaTUYHUM, IMEHHUMN, reorpadiuHuii) Ta XpPOHOJOTIYHUH. 3a TpyHyBaHHAM



MOHSATh BCEPEIMHI TOKaXYMKa PO3PI3HIIOTHCS aldaBiTHI, CHCTEMaTUYHI,
XPOHOJIOTTYHI.

5. TlpenMeTHUI MOKKYUK MOXE OyTH 3arajlbHUM 1 CHEIllaJbHUM. 3arajibHUN
OpEeAMETHUN TIOKAXKYMK MICTUTh PI3HOPIAHI TPEIAMETHI TIOHATTS PI3HOTO
XapakTepy, CrelialbHUM - OJHOPIIHI MPEIMETHI MOHATTS (BUIAU JOKYMEHTIB,
Mpi3BUIIA aBTOPIB, HaMEHYBAaHHS YCTAHOBHM Ta ii CTPYKTYpPHHUX MiAPO3LIIB,
Ha3BH rairy3€eu TOIlO).

3araqbHUM MPEIMETHUM MOKAKUYUK 32 CTPYKTYpPOIO PYOpUK MOXE OyTH TIIBKH
TIIYXUM, CIIEIIaJIbHAN - TIIyXUM a00 aHOTOBaHUM.

6. Y TeMaTUYHOMY TOKKYUKY MPEIMETHI MOHSATTA HABOAATH B aidaBiTHOMY
MOPSIIKY, HA3BH PYOPHK 3a3HAYaIOTh Y HA3UBHOMY BIJIMIHKY.

7. IMeHHMI MOKaX4YMK CTBOPIOIOTH 3a au(aBiTHOK oO3Hakow. Jlo HBOrO
BKJIIOUAIOTh TMPI3BUINA, I1IME€Ha, MO OaThbKOBI (PI3HOYMTAHHS, TICEBIOHIMH,
npi3BUCHbKa, OlorpadiuHi A0BIAKH). IMEHHUN MOKAXYUK MOXKE OYTH TITyXuM ado
AHOTOBAHUM.

8. Enementn reorpadiqHOro mNOKa)XYMKa BIOPSAKOBYIOTH 3a aj(aBiTHOIO
03HAKOI0. Y HbOMY HaBOJISITh Ha3BU JIEP>KaBH, aJIMIHICTPATUBHO-TEPUTOPIATHLHUX
OJIMHUIIb, MOPIB, PIK Ta IHIIUX reorpapiyHux 00’ €KTIB.

Ha3zBu y3aranpHiorounx reorpadgiuHux ado aaMIHICTPAaTUBHO-TEPUTOPiaTIbHUX
OJIMHUITH BKJIFOYAIOTH J0 TOKaKYMKa 0€3 KOHKPETH3allil, y TOMY BUTJISIL, B SKOMY
iX TO/IaHO B 3aroJIoBKax CrpaB a00 B apX1BHUX JIOKYMEHTaX.

9. XpOHOJIOTIYHMM TMOKAXYUK CKJIAJAETHCS 3 PYOpPHK, IO BKIIOYAIOTh JIaTH
ICTOpUYHUX MOJIMA, siBUIll 1 (aKTIB ab0 JaTU JOKYMEHTIB. Takui MOKaKYHK €
[Ty XHM.

10. ¥V mokaX4nmKy 3aCTOCOBYETHCS CHCTEMa 3arajlbHUX 1 OKPEMHX BIJICHIIOK, 32
JIOTIOMOTOIO SIKUX BCTAHOBJIIOETHCS 3B’ A30K MK TOTO)KHUMHU MOHATTIMHU.

5. Orasiau apxXiBHUX JOKYMEHTIB

1. PizHOBUaMu orysifiB €: orisig GoHay (MoJae BiAOMOCTI MPO CKiajg 1 3MICT
JOKYMEHTIB 0JHOTO (DOHY) Ta TEMAaTUYHUM (I10JIa€ BIIOMOCTI IIPO CKJIAJ 1 3MICT
JOKYMEHTIB OJTHOTO a00 KUTbKOX (DOHIIB 3 TIEBHOI TEMHU).

2. OGOB’S3KOBUMH €JIEMEHTAMU XapaKTEPUCTUKHU JTOKYMEHTIB € 1HIMBIIyaJibHA
1/a00 TpyImoBa aHOTaIlisl JOKYMEHTIB, iX MOITYKOBI JaHI.



VY rpynoBux aHOTalIsIX HABOJSATh CTUCIUHI 3MICT TPYI CHPaB, BKa3yIOTh OCHOBHI
BUJM BKJIIOUCHUX JO0 HHUX JIOKYMEHTIB, IIOJIaf0Th BIJIOMOCTI IIPO aBTOPIB,
XPOHOJIOTTYHI MEX1, OPUTIHAJIBHICTD 1 MOITYKOB1 JaHi. Yacom rpymoBi aHoTaIli
JOTMOBHIOIOTh  1HAWBIAYyaJbHUMH, B SAKHX TOBHINIE PO3KPUBAIOTH 3MICT
HaBaXKJIUBIIIUX JOKYMEHTIB.

3. B ornani oIy Ta TEeMAaTHYHOMY OTJISIAL, IO MICTUTh BIIOMOCTI MPO CKiIaf 1
3MICT JIOKYMEHTIB OJTHOTO ()OHY, MOIIYKOBI JJaH1 CKJIaJJal0ThCSl 3 HOMEPIB OIKUCIB,
CIIpaB, apKYIIIB CIpaB. ¥ TEMATUYHOMY OTJISI/1, 1[0 MICTUTh BIJOMOCTI ITPO CKJIa]]
1 3MICT apXiBHUX JIOKYMEHTIB KUIbKOX (DOHIIB, TOIIYKOBI JaH1 JOTMOBHIOIOTHCS
HOMEpaMu KX (DOH/IIB.

4. Jlo cknaay AOBIAKOBOIO amapaTy OTJisiy BXOASTh TUTYJIbHUM apKylll, 3MiCT,
nepeMoBa, CIIUCOK CKOPOUYCHb, MOKAKYUKU. [[0 TEMAaTHUYHOTO OTJISAy TTOBUHEH
OyTu ckiasieHuii cnucok (oHMIB, 1HPOpPMAITlisS PO SIKI MICTUTHCA B OIJISIAI, Ta
01010rpadis 3a TEMOIO.

VY mepeaMoBi 10 OTJIsily HABOJATH BIAOMOCTI MO 1CTOPi0 (OHAOYTBOpIOBaYa
(bonmoyTBOproBayiB) Ta oHay (POHIIB), CTPYKTYPY OTJISIAY, CKJIaJl JOBIAKOBOTO
amapary.

5. CxemMamu mOOYJIOBH OTJISIIIB € CTPYKTypHa, ramy3eBa ((QyHKI[IOHAJIbHA),
peaIMETHO-TeMaTHyHa, reorpadiuyHa, XpoHOJIOT1YHa.

6. Ictopuuna noBiaka 10 poHy

1. ApxiB yCTaHOBHU CKJIQJa€ ICTOPUYHY JAOBIAKY - JIOKYMEHT, IO MICTUTH
B1JIOMOCTI 3 1CTOPii YCTaHOBU Ta ii (OH/Y, XapaKTEePUCTUKY OMUCIB, IHPOPMAIIIIO
po CKJIaJ 1 MOBHOTY JOKYMEHTIB, 0COOJMBOCTI (pOpMyBaHHS CIIpaB, iX CTaH,
CKJIaJl JOBIJKOBOIO amapary 10 GOoHAY Ta MOPSA0K KOPUCTYBAHHS HUM.

IcTopruny A0BiaKYy 10 (OHAY CKIAMAlOTh IIiJ Yac IEpIIoro HaIXO KESHHS
JOKYMEHTIB JI0 apXiBy. Y pa3l momoBHEHHS (OHAY JOKYMEHTaMU 3a IEeBHUM
Mepiojl Yacy CKJIQJaroTh MPOAOBKEHHS 0 ICTOPUYHOI JIOBIAKHU 3a IIeH Teplof
qacy.

[lin yac ckiajgaHHsA ICTOPUYHOI JOBIJIKM BUKOPHUCTOBYIOTH iH(oOpMmaIlito, 1o
MICTUTBCS B TIEPEIMOBI JIO PIYHUX PO3ALTIB OIHUCY.

2. IcropruHa OBiJIKa CKIIAIAETHCA 13 TPHOX YACTUH: iCTOPii (POHIOYTBOPIOBAYA,
icTopii GoHIY, XapaKTePUCTUKH JOKYMEHTIB (hOHY.

3. ¥V mepumiii 4acTuH1 ICTOPUYHOI JOBIJKM B XPOHOJIOTIUHIN MOCIIIOBHOCTI
HaBOJISITH TaKl BIJOMOCTI:



— JlaTa CTBOPEHHS YCTAHOBH (3 MOCHUIJIAHHSIM Ha aKTH);

— TIAMOPSAJIKOBAHICTh, 3aBIaHHs, (YHKINi, HaNpsAMHU JiSTIBHOCTI YCTaHOBHU
BIJIMOBIJTHO JI0 11 yCTaBY (ITOJI0KEHHS MPO YCTAHOBY), iX 3MIHH;

— CTPYKTYypa YCTaHOBH Ta Meperka MiJJIETJINX YCTaHOB (32 HAsIBHOCTI);

— cuctemMa abo raiay3b, JO CKJIady SKOI HAJEkKUTh yCTaHOBA HAa MOMEHT
CTBOPEHHS JOBIJIKH;

— 3MIHH B CTPYKTYpP1 YCTaHOBU (CTBOPEHHS, peopraHi3ailisi, neperMeHyBaHHs,
JTIKBIAIIA CTPYKTYPHUX MIAPO3AUIIB, Y MISJIBHOCTI SKUX YTBOPHIJIHCS
JOKYMEHTH MOCTIMHOTO 30epiraHHs, BKIOYEHI B ONKC 13 3a3HAYCHHIM JaT 1
MOCUJIAHHSIMU Ha aKTH; peopraHizailii yCTaHOBH, 3MIHU MEPEXKI MiJIeTIUX
(o BXOJATH JO CKJAay, CHUCTEMM) YCTaHOB 13 3a3HAYCHHSM JaT 1
MOCUJIAHHSIMU Ha HOPMAaTUBHO-TIPABOBI AKTH);

— TpUYMHA, MiJCTaBa Ta JaTa MPUIMHEHHS YCTAaHOBU 3 TOCHUJIAHHSIM Ha
BIAIMOBIAHUM aKT.

4. Y npyrid 4acTUHI I1CTOPUYHOI JOBIJKM BHUCBITIIOIOTH ICTOpi0 (oHIy Ta
NMoJa0Th TaKky 1H(OpMaIIito:

— JaTa MepIIoro HaJIXOJKEHHS JOKYMEHTIB (POHIY JI0 apXiBy YCTaHOBH, iX
oOcsTH Ta KpaifHi JaTH;

— BiIOMOCTI mpo (opmyBaHHsS Ta 30€pIraHHs JOKYMEHTIB JJO MOMEHTY iX
HAJXOJKEHHS 10 apXiBy YCTaHOBH (Tepioj Ta yMOBU (pOopMyBaHHS, 3MIHU
IpaBa BJIACHOCTI Ha IOKYMEHTH TOIIIO);

— 3MIHM Yy cKjiaal Ta o0ca3l GoHay Ta X MPUYMHU (TIPOBEJAEHHS €KCIIEPTU3H
I[IHHOCTI, BTPATH, HE3aJ0KYMEHTOBaHI MEeP10/Iu);

— 0co0auBOCTI (POpMyBaHHS, ONMMCYBAHHS 1 CUCTEMaTH3aIlll JOKYMEHTIB;

— BIJIOMOCTI MPO JOKYMEHTH 3 KaJpOBUX MUTaHb (0COOOBOTO CKJIaidy), 1HIII
KaTeropii TOKYMEHTIB, a TAKOXK MPO MicIle iX 30epiraHHsi;

— CTyHiHb 30€pe’KEHOCTI TOKYMEHTIB (DOHTY;

— BIJIOMOCTI TIPO CKJIaJ IOBIIKOBOTO amnapaty /10 (oHY;

— BIJIOMOCTI II0JI0 BUKOPHUCTaHHSI TOKYMEHTIB QoHAy (myOmikaili, B SKUX
BUKOPHUCTaHa IOKYMEHTHA 1H(popMallis abo onmy0J1iKOBaH1 caMi JJOKYMEHTH );

— YMOBH, SIKI PpEryjiiolTh JOCTYN [0 JOKYMEHTIB Ta BUKOPHUCTAHHS
BiJJOMOCTEM, 1110 B HUX MICTATHCS (KO JOCTYI 0OMEKEHUM Ha BUSHAUYCHUI
CTpPOK, 3a3Ha4YaI0OTh JIaTH, KOJU OyJ1e 3HATO 111 OOMEKECHHS);

— J1aTa MepIIoro rnepeaaBaHHs CIIpaB Ha MOCTIWHE 30epiraHHs J0 JIepKaBHOT
apXiBHOI yCTaHOBH (apX1BHOT'O BIIJIUTY MICBKOI pajin).

5.V TpeTiif 4YacTHHI MOJA0Th BIIOMOCTI IIPO:



— CKJIaJ Ta 3MICT CIpaB, YKIIOYEHUX JI0 OMHUCY (XapaKTEPUCTHKA TUIIOBUX
IPYII CIIpaB 3a iX 3MICTOM, BHUJIaMH Ta PI3HOBUIAMHU JOKYMEHTIB), PO BUIU
HOCIiB 1H(pOpMaIlli;

— 0CcOo0JMBOCTI (hOpMYBaHHS Ta CUCTEMAaTHU3allli HETUTIOBUX CIIpaB (B1IOMOCTI
Opo JOKYMEHTH, L0 BHUXOAATH 32 XPOHOJOTIYHI Mexi (OHAY, CIIpaBH,
c(opMoOBaHi1 3 JOKyMEHTIB 3a JiBa pOKH a00 OUIbIIIE TOIIO);

— TIOBHOTY CKJIaJly CIIpaB, YKJIIOYEHUX JO 3BEJACHOTO OMNUCY, MPUYUHU
BIJICYTHOCTI TUX UM 1HIIMX JOKYMEHTIB 1 CIIpaB;

— 0CO0JHMBOCTI (PI3UIHOTO CTaHY OKPEMHX JOKYMEHTIB 1 CIipaB (3a0BUIbHUH,
HEe3aJI0BLIbLHMIA).

6. B ictopuuHiii noBijli 00OOB’SI3KOB1 MOCHJIAHHS Ha apxiBHI JOKyMeHTH (13
3a3HAYEHHSAM HOMEpiB (oOHIy, omnucy, copaBu, apkymnB). [locunanus
PO3TalIOBYIOTh Y HWKHIM YaCTHUHI BIJMOBITHUX apPKYIIIB IM1J1 OCHOBHUM TEKCTOM.

7. Icropuuny A0BiAKY 10 GoHTY (TTPOIOBKEHHS IO ICTOPUYHOI IOBIAKK) MIAMUCYE
KEpIBHUK apxiBy a00 0co0a, BIMOBIIajbHA 3a apXiB B yCTaHOBI.

8. KinbKicTh NpUMIPHUKIB ICTOPUYHOI MOBIAKKM 10 (QoHAY (IMPOJOBKEHHS OO
ICTOpUYHOI JOBIJKM) TOBHHHA BIAMOBIJATH KUIBKOCTI MPUMIPHUKIB PIYHHUX
PO3/ILTIB 3BEJICHOTO OIHCY.

Akmo ycraHoBa € kepenoM (opmyBanHs HA®, icTopudyHy HOBIIKY
(IpOJIOBXKEHHS 10 ICTOPUYHOI JOBIIKHM) MoAaroTh Ha po3riisia EINK BianmoBigHOTrO
JIEP>)KaBHOTO apXiBy OJHOYACHO 3 PIYHMM PO3ALIOM 3BEICHOTO OIKCY CIpPaB
MOCTIMHOTO 30€epiraHHsl.

XII. KopucryBaHHsl JOKYMEHTAMH apXiBy YCTAHOBH

1. locTyn 10 TOKYMEHTIB

1. ApxiB ycTaHOBU 3000B’sI3aHUM HaJlaBaTHU JOKYMEHTH Ta JOBIIKOBUIM amapat J10
HUX JIJIS1 3ACTOCYBaHHS JOKYMEHTHOI iH(opMallli KOpUCTyBayaMy B €KOHOMIYHUX,
HAyKOBHX, KYJbTYPHHUX, MOTITUYHUX LUISIX, U 3a0€3MeUeHHS] 3aKOHHUX MPaB 1
1HTEepEeCiB TPOMAJISIH 3 ypaXyBaHHAM OOMEKEeHb, BU3HAUYCHUX 3aKOHOJIABCTBOM, a
TaK0 YMOB, BU3HAUCHUX (POHAOYTBOPIOBAUEM ITiJ] YaC NIEpejaBaHHs JOKYMEHTIB
710 apXiBY.



2. Topsimok AocTyry 10 AOKYMEHTIB, 11O 30€piratoThCa B apXiBl YCTaHOBH, a
TaKOX MOPSAAOK KOPUCTYBAHHS IIUMU IOKYMEHTAMU BU3HAYA€ KEPIBHUK yCTAaHOBH
BIIIIOBIIHO 10 BUMOT 3aKOHO/IaBCTBA.

3. ApxiB yCcTaHOBM HE Ma€ TpaBa OOMEXyBaTH ab00 BH3HAYaTH YMOBH
BUKOPUCTAHHS OTPUMAHOI KOpPHUCTyBadeM iH(opmallii, 3a BUHATKOM BHUMAJKIB,
nepeadoayeHuX 3aKOHOABCTBOM.

JlocTyn KOpHCTYBaYiB JI0 JOKYMEHTIB, Ha SIK1 TMOITUPIOETHCS il 3aKOHY Y KpaiHu
«ITpo aBTOpCHKE MPaBO 1 CYMiXkHI MpaBa», 3A1MCHIOETHCS BIAMOBIIHO 10 BUMOT
3a3HAaYEHOT0 3aKOHY.

2. ®opMu BUKOPUCTAHHS BIIOMOCTEM, 110 MICTATHCS B apXiBHUX JOKYMEHTaxX

OcHOBHUMM (hOpMaMHM BUKOPHUCTAHHSI BIJJOMOCTEW, HIO MICTSITHCS B apXiIBHUX
JTOKYMEHTAaX, €:

iHQOpMyBaHHS KOPHUCTYBadiB (KEpIBHMUIITBA Ta CTPYKTYPHUX MiJPO3/LIIB
YCTAHOBH, JACP)KaBHMX OPraHiB, 1HIIUX 3aI[IKaBJIEHUX YCTAHOB, TPOMAJISIH) TIPO
HasgBHICTb B apXiBl IOKYMEHTIB Ta iX 3MICT;

BUKOHAHHS 3aIIUTIB rpomMaasiH Ta YCTAaHOB,

HaJIaHHSl JIOKYMEHTIB KOPUCTyBauaM JJisi POOOTH B UYUTAIBHOMY 3alli apXiBY
YCTaHOBH;

BUJIaBaHHS JJOKYMEHTIB Y TUMYAaCcOBE KOPUCTYBaHHS 11032 apX1BOM;

BUKOPUCTAHHS JOKYMEHTIB apXiBy MpH MIATOTOBIN 1H(QOpMAIITHUX 3aXO0iB, Y
3aco0ax MacoBoi iHGoOpMaIIii 1 MyOTiKaIisix.

3. IndopmarriitHe 3a6e3meUeHHsT KOPUCTYBaviB

1. Indopmaniiine 3a0e3neYeHHsT KOPUCTYBayiB nepeadadae BUABJICHHS apX1BOM
3allUTYBAaHMX BIJIOMOCTEH Ta MIJAITOTOBKY 1 HAJaHHS BiANOBIAHUX JTOKYMEHTIB.

2. ApxiB 1H()OpPMY€ KEpIBHUKA YCTAHOBU, HAYAJIbHUKIB CTPYKTYPHHUX I1JIPO3/ILIIB,
KEPIBHUKIB 1HIIUX YCTAHOB MPO HASBHICTh MOTPIOHMX JOKYMEHTIB Ha IiJCTaBi
3anuTiB a00 B IHILIATUBHOMY MOPSAKY - Y (opMi 1HPOpMAIIHHUX JHUCTIB a0
noBiiok. [Hdopmarito HamaroTh y (Qopmi MepeiKy 3aroJioBKIiB — CHpaB
(ToKyMeHTIB) a00 BHIB JJOKYMEHTIB 13 3a3HAYCHHSM iX JIaT 1 MOITYKOBHUX JTaHUX.
3a moTpeOu mpalliBHUKHU apXiBy CKJIQJa0Th 1 HAJal0Th aHOTAIIii.


https://zakon.rada.gov.ua/laws/show/3792-12

3. 3arosoBkH crpaB (JOKYMEHTIB) PO3TALLIOBYIOTh Y MEPENIKY HE3aJIEKHO BIJ 1X
(GbOHIOBOI HAJEKHOCTI: 3a XPOHOJIOTIEIO IOJIM, 3a MHUTAHHAMH, 32 BHIAMH
JIOKYMEHTIB, 332 3HAUYUMICTIO JIOKYMEHTIB.

4. TnbopMyBaHHSI KEpPIBHUKIB YCTAaHOBU MOXE 3J1HCHIOBATHUCA TaKOX y GhopMmi
TEMaTU4HOI JOOIpKM Komiid JOoKyMeHTiB. Kormii po3TamoBylOTh Yy JIOT14HIM
nociigoBHocTl. Jlo MOOIpKM KOMiM M0AAar0Th TUTYJBHHMM apKyIl, a TaKoX 3a
HEOOX1THOCTI ICTOPUYHY JIOBIJIKY, IEPEIiK JOKYMEHTIB TOIIIO.

5. Tlepemik, MOBiAKY, TeMaTH4YHy AOOIPKY KOI#, IO BHUKOPUCTOBYIOTHCS B
YCTaHOBI, MIJNKUCY€E KEPIBHUK apXiBy (ocoOa, BIAMOBIJIAIbHA 3a apXiB). Y pasl
BUKOHAHHS 3alUTy CTOPOHHBOI YCTAHOBU IlI JOKYMEHTH, MiJAMUCaHI KEPIBHUKOM
apxiBy (0co00r0, BIANMOBIIAJIBHOIO 3a apxiB), HAJCUJIAIOTHCS aapecary 13
CYHPOBIHUM JIMCTOM 32 MIJMKUCOM KEPIBHUKA YCTAaHOBH.

4. BUKOHaHHS 3alUTIB TPOMAJISIH Ta YCTAHOB

1. 3anuTH, M0 HAAXOAATH 0 apXiBy, MOJUIAIOTh HA TEMATUYHI 3alUTH W 3aUTU
COI[1aJIbHO-TIPABOBOTO XapaKTePy.

2. Indopmariro comiaJbHO-MPABOBOTO XapakTepy 3a 3aluTaMu TPOMAJsSH 1
YCTaHOB HaJalTh y (opmi apxXiBHOI JOBIAKH, apXIBHOI KOIii ab0 apXiBHOTO
BUTSITY.

3. BuKkOHaHHS 3alUTIB COIIAJIBHO-NIPABOBOIO XaPAKTEPY 3MIMCHIOETHCA 3 JIaTH
peecTparlii 3BepHEHHS:

3a JOKyMEHTaMu apxiBy - 10 30 qHIB BKJIIOYHO;
3 BUKOPUCTAHHSM TUIHKH JIOBIJIKOBOTO amapaTy apxiBy - 10 15 HIB BKJIFOYHO.

SIKIo 3amuT CKJIAIHUM, CTPOK MOkKe OyTH MPOJOBXKEHO, PO 0 0OOB’SI3KOBO
MMOBIIOMJIAIOTH 3asiBHUKA.

[lepecunanng Henpo(UIBHUX 3aMUTIB 32 X HAJIEKHICTIO B IHIII YCTaHOBH a0o0
apxiBU, a TaKoXX 1H(QOPMYBaHHS MPO 1€ 3asBHUKA MMOBUHHO 3JIIMCHIOBATUCS
IpOTITOM 5 JHIB 13 JIaTU peecTparlii 3BepHeHHs. [Ipu 11boMy 3arajibHUN CTPOK
BUPIIICHHS TUTAaHHS, NOPYIIEHOT0 y 3BEPHEHH1, HE MOKE IMEPEBUIILYBaTH COpOKa
I ATH JTHIB.

4. ApxiBHI1 JIOBIIKU CKJIa/IalOTh 32 BCTAHOBJIEHOIO (DOPMOIO, HABEJICHOIO B J10/IaTKY
43 no umx IIpaBui, Ha cremiaabHUX OJJaHKax a0o 3arajJlbHUX OJIaHKaX yCTaHOBH.


https://zakon.rada.gov.ua/laws/show/z0736-15/paran1529#n1529
https://zakon.rada.gov.ua/laws/show/z0736-15/paran1529#n1529

JloBiikM TIpo 3apoOiITHY TIUIaTy CKJIagalTh 3a (QopmMaMu, BCTaHOBJICHUMU
JepKaBHUMHU OpraHaMM COI[1aJbHOTO 3aXUCTY HACEICHHSI.

[lizcTaBoro i CKiIagaHHS apXiBHHUX JOBIJOK € OPWUTIHAIM 1 3aCBig4eHl KOTii
JOKYMEHTIB, 1110 30€pIraloThCsl B apXiBi.

SIk1110 BUKOHAHHS 3BEpPHEHHS MOTPeOyBao BUKOPHUCTAHHS HE3aCBIAYEHUX KOIIM
JOKYMEHTIB, Y TEKCT1 JOBIAKK POOJIATH BIAMITKY: «HE3aCB1IUE€HA KOMIs».

Y noBijlli HaBOJATH HAa3BU, JaTH W HOMEpPU BUKOPUCTAHUX JOKYMEHTIB Ta
MoJAal0Th HAasBHI B IHUX JOKYMEHTaX BIJOMOCTI IIOJAO MHUTaHHS 3BEPHEHHS.
[ndopmariito BUKIAIalOTh y XPOHOJIOTTYHIN MOCHIAOBHOCTI Moaik. 3a moTpedu
T03BOJISIETECS HABOJUTU BUTATH 3 JOKYMeHTIB (y umamnkax). HaiimenyBaHHs
YCTAHOB Y TEKCT1 apX1BHUX JOB1JIOK MPHU MEPIIOMY 3raJyBaHH1 MUY Th TOBHICTIO,
3a3Havyalouu y ay*Kax o(imiiiHi CKOPOUEHHsI, TPU HACTYITHUX - BXKUBAIOTH JIUIIIC
CKOPOYCHHSI.

VY pa3i pi3HOUMTAHHS 1MEH, MPI3BUIN TOIIO HABOASATH TE€ HAIMCAHHSI, IO
BXKMBAETHCS B JIOKYMEHTI, 3 MO3HAYKOI «TaK y JOKYMEHTI».

VY 10BiJIKy BKJIIOYAIOTh TUIBKH T1 BIIOMOCTI, IIIO MICTSTHCS B JOKYMECHTaX.

[licna TekcTy B apxiBHIM JOBIJLI MOAAIOTh apXiBHI MU(pPU JOKYMEHTIB
(TOIIYKOBI JIaHi), IO CAyTYBaJIW IIIJICTABOIO JJIS CKJAJaHHS apXiBHOI JOBIJIKH
(Homepu (OH/IIB, OMHUCIB 1 CITPaB, a TAKOXK HOMEPHU aPKYIIIiB y CIIpaBi).

APpXIBHY JOBIJKY MIJAMUCYIOTh KEPIBHUK YCTAaHOBU a0O0 MIAPO3IUTY, A0 CKIady
SKOTO BXOJHUTH apXiB, 1 KEPIBHUK apXiBy (0co0a, BIAMOBIIaIbHA 3a apXiB).

ApXiBHY JOBIJKY PO 3apOOITHY IIJIATy HIAMUCYE TaKOXK OyXxTanrep.

[IpaBo migmucy apxiBHMX JOBIJOK BCTAaHOBJIOIOTH Y TOJIOKEHHI MPO CIYKOy
J1710BOJICTBA 200 B MOJIOKEHHI TPO apXiBHUM MiApO3aUT (apXiB) YCTAaHOBH.

3acBiIUyIOTh apXiBHY JOBIJKY IE€YaTKOIO YCTAHOBM (3a HasiBHOCTI). [pyruit
MPUMIPHUK apXiBHOI JIOBIJIKM 3aCBIIUy€ KEPIBHUK apXiBy (0co0a, BIAMOBIAaIbHA
3a apxiB). [{e#f mpuMIpHUK 10Ty4YarOTh J0 CIIPaB apXiBy 3TiHO 3 HOMEHKJIATYPOIO
CITpaB.

5. ApxiBHI KOTii Ta BUTATHU BUJAIOTH BIATIOBIIHO /IO 3aMUTIB. [I€HTUYHICTH KOIIM
1 BUTATIB OpWTriHAjIaM 3acCBIAYY€EThCS MIAMUCOM KEpIBHUKA apxiBy (ocoow,
BIJIMOBIJIAJILHOI 32 apXiB) 1 IEYATKOIO YCTAaHOBHU (32 HASIBHOCTI).



BUTsru cTBOPIOIOTH, SIKILO apXiBHI JOKYMEHTH MICTATh BIAOMOCTI 3 KUIBKOX HE
OB’ SI3aHUX MK 00010 ITUTaHb. KOKEH BUTAT Ma€ TOYHO Ta IIOBHO BIATBOPIOBATH
Ty YAaCTUHY JIOKYMEHTA, 5IKa CTOCY€ThCS 3aIUTY.

Skio oxkpemi 4aCTHHHM OpPUTIHATY JOKyMEHTa (CJIOBa, BUCJIOBH, BUIIPABJICHHS)
BayKKO Po310paTu a00 X BOHU BUKJIMKAIOTh CYMHIB Y CITPaB>KHOCTI, Y BIAMOBIAHUX
MICIISIX BUTATY POOJISITh MPUMITKH: « Tak y TOKYMEHTD», «Y TEKCT1 HEpO301pIUBOY.

ApXiBHI KOMIi Ta BUTATH, 1[0 BUTOTOBJISIOTHCSA 3aC00aMH KOMIT FOTEPHOI TEXHIKH,
0oOpPMITIOIOTh Ha 3araJIbHUX OJlaHKaX YCTaHOBH, 3a3HAYAIOUM BIJMOBIIHY HA3BY
JTOKYMEHTA - «ApXiBHA KOIIis», « ApXIBHHH BUTAT» (J1o1aTKu 44, 45).

Ha3By, naty Ta HOMEp OpuUTriHally JOKYMEHTa BIJITBOPIOIOTH MOBHICTIO. [licis
TEKCTy apXiBHOI KOmii (BUTATY) MOAAIOTh apXiBHUM mHUQp (MONIYKOBI JaHi)
TOKyMEHTa. SIKIo 0O0CsAT apXiBHOI KOIMIi (BUTATY) MEPEBHUINYE OJIWH apKYIIIL,
apxiBHUH mu@p (MOUIYKOBI AaH1) BKa3ylOTh Ha 3BOPOTI KOKHOTO apKyIia.

[Tpu BUTOTOBJIEHHI KCEepO- Ta (DOTOKOMIN OJaHK YCTAaHOBU HE BUKOPUCTOBYIOTh, a
B MPABOMY BEPXHbOMY KYTi KOIIM MpOCTaBisitOTh mtamn «Komisy. ApxXiBHHIM
mu@p (MOIIYKOBI 1aH1) TOKYMEHTa BKa3ylOTh Ha 3BOPOTI KOKHOT'O apKyIiia KOmii.
3acBiluyBaJIbHI HAIIMUCHU Ta BIJIOMTOK MEYATKU (32 HASIBHOCTI) MPOCTABIISIIOTh Ha
3BOPOTI OCTAaHHBOT'O apKYyIIa KOIIii.

VYci apkymni apxiBHOT Kormii a00 apXiBHOTO BUTATY MTOBUHHI OyTH TPOHYMEPOBaHi
Ta MPOIINTI, a MICIe 3 €JHAHHA apKyIlIiB 3acBIAYYIOTh MHIAMUCOM KEpiBHUKA
apxiBy (oco0Ou, BIAMOBIAAJBHOI 3a apXiB) Ta BiAOMTKOM IE€YATKH YCTAaHOBU (3a
HAsIBHOCTI).

ApXiBHI JOBIJIKH, KOIIi 1 BUTATH 3 apXIBHUX JOKYMEHTIB HAJICUJIAIOTh 3asBHUKAM
MOIITOIO 13 CYNPOBIAHUMHU JIMCTAMHU, MIAMUCAHUMU KEPIBHUKOM YCTAHOBH a0o0
CTPYKTYPHOT'O MiAPO31ITY, 10 CKJIaAy SIKOTO BXOJUTH apXiB.

6. ApxiBHI JOBIJKH, KOl Ta BUTATH MOKHA BUJABATH HA PYKHU 3asBHUKAM IIij
pPO3IMHUCKY 3a YMOBM IMpej sIBIIEHHA Macrmopta abo 1HIIOrO JOKYMEHTa, IO
nocBiuye ocod0y. Pomuuam abo noBipeHUM o0co0aM 3a3HA4Y€Hl JOKYMEHTH
BUJIAIOTh Y pa3l mpej’ IBIICHHSI HOTap1aJIbHO 3aBIPEHOT JOBIPEHOCTI.

OnepxyBad apXiBHOI JOBIJKHM, KOmii ab00 BUTSITY PO3MUCYETHCS HA JPYroMy
OPUMIPHUKY OJIEP>KYBaHOTO TOKYMEHTA, a TaKOX 3a3Hadyae TaM JaHl macropTa
(1HIIOTO JOKYMEHTa, 110 TMOCBiAuye ocoOy). Lledt mpuMipHUK 3aUIIAE€ThCS Y
CIIpaBax apxiBy.


https://zakon.rada.gov.ua/laws/show/z0736-15/paran1536#n1536
https://zakon.rada.gov.ua/laws/show/z0736-15/paran1552#n1552

7. JlomyckaeTbCcsl BUIIYYEHHS 3 apXiBHUX CIpaB 1 BUJABAHHS BJIACHUKaM a0o0 iX
poaMyYaM OpUTIHATIB OCOOOBUX JOKYMEHTIB (TPYAOBUX KHUKOK, CBIJOIITB,
JTUIIJIOMIB, aTECTaTiB TOIIO), SKI BJIACHUK HE OTpUMaB cBOro yacy. OpuriHaiu
0cOOOBUX JIOKYMEHTIB MOBEPTAIOTh Ha IIJICTaBl MUCHMOBUX 3asiB BJIACHUKIB, 3
J03BOJIy KEpIBHMKAa YCTaHOBHU. BuiydeHHMII HOKYMEHT 3aMiHIOIOTH Korieto. B
00JIIKOB1 JIOKYMEHTH BHOCSITh HEOOXiaHI BIAMITKH. OpHUTiHAIM O0COOOBUX
JOKYMEHTIB HAQJICWJIAIOTh 3asiBHUKY I[IHHUM JIUCTOM a00 BUJIAIOTh HA PYKH - IIi]I
PO3MHUCKY Ha KOMIisAX JOKYMEHTIB Ta 32 YMOBH IMpej sIBICHHS JIOKYMEHTA, IO
MOCBiAYYy€E 0c00y. YTIOBHOBaXKEHI 0COOU JOAATKOBO Mpe. ABISAIOTH HOTapiaabHO
3aCBITYCHY JIOBIPEHICTb.

8. ¥ pasi BiICYTHOCTI B apxiBi 3allUTYBaHUX BIJOMOCTEH CKJIaJalOTh HETaTUBHY
BIJIMOBI/b, SKY O(OPMIIIOIOTH Ha OJIAaHKY JHCTa yCTAaHOBU. Y Takid BIIMOBI
BKa3yIOTh Ha (akT BICYTHOCTI B IOKYMEHTaX apXiBY BIJJOMOCTEM, 1110 HIKABJIATh
3asiBHUKA, Ta JIal0Thb PEKOMEHAAIlli, KyJu CJiJI 3BEPHYTUCA 3a HEOOXiJTHOIO
iH(popMarri€ero.

k1o BiACYTHICTh JOKYMEHTIB B apXiBl YCTAaHOBU 3yMOBJIEHA iX BTpaTOr abo
3HUILIEHHSAM, TEKCT JIUCTa 3aCBIAYYIOTh INEYATKOI (32 HAsBHOCTI) yCTAHOBH-
(dona0yTBOpIOBaYa ab0 MPaBOHACTYITHUKA.

{AG3an npyruii nyHkTy 8 rnasu 4 po3aury XII i3 3MiHaMu, BHECEHHMHU 3T1AHO 3
Hakazom MinictepcerBa roctuirii Ne 2277/5 8ig 04.07.2018}%

5. HaganHs apXiBHUX IOKYMEHTIB JJ11 POOOTH B YUNTAJILHOMY 3aJ1i Ta y THMYACOBE
KOPHCTYBaHHS 1032 apXiBOM

1. CopaBu BHAAIOTBCA 3 apxiBy YCTAaHOBM B THUMYAcOBE KOPHUCTYBaHHS
CTPYKTYPHUM MIPO3/1JaM YCTAHOBU Ta IHIIIMM yCTaHOBAM.

2. Inst poOOTH 3 JOKyMEHTaMU KOPUCTYBadiB O€3M0CEPEAHHO B apXiBl YCTAHOBU
CTBOPIOIOTh UWTAJIbHUN 3all, SKUH O0OJIAHYEThCS HAJICKHUMH TEXHIYHUMHU
3aco0aMM i1 BUKOPUCTAHHS MIKPOKOIMIM, €JIEKTPOHHUX, ayJ10Bi3yalbHUX
JTOKYMEHTIB TOIIIO.

Po3nopsiiok poO0OTH YUTAIBLHOTO 341y apXiBYy CKJIajae KEpPiBHUK apxiBy (oco0a,
BIJIMOBIIaJIbHA 3a apXiB).

BiaBigyBaHHS YWUTaNbHOTO 3aly KOpPHUCTyBauaMH OOJIKOBYIOTh Yy JKypHai
peecTpallii BiABIAYBaHb KOPHCTYyBadaMu YUTAJIBHOTO 3aily 3a (HOpMOIo,
HaBeJCHOIO B 101aTKy 46 o nux [IpaBu.
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3. Skmo B apxiBi HeMa€e CHEUIATIBHOIO NPUMIMIEHHA i OOJallTyBaHHS
YUTAJIBHOTO 3ally, poOOTa KOPUCTYBauiB 3 JIOKYMEHTaMHU 3J1MCHIOETHCS
0e3mocepeIHb0 B pOOOYMX KIMHATaX apXiBy, JJISI 4OTrO OOJagHYIOThCS poOOUi
MICIIS.

4. KopuctyBaui AOMYyCKaIOThCS B YNTAJIBHUN 3aJ1 apX1BY Ha IMiICTaBl JOKYMEHTIB,
3a3HA4YEeHUX y NyHKTax 5, 6 rmaBu 7 po3aury VIII nux [Ipasui.

5. Ho3Bin Ha poOOTYy B YMTAIBbHOMY 3aJli KOPUCTyBayaM IHIIUX YCTAHOB Ta
rpoMajisiHaM TMPOTATOM HEOOXITHOTO0 CTPOKY Ja€ KEpIBHUK YCTaHOBU. SK
MPaBUIIO, IIEH CTPOK CTAHOBUTH HE OLIbIIIE OJHOTO POKY. 3a MOTPEOU MPOJAOBKUTH
CTPOK poOOTH B apXiBl KOpUCTYyBau 0opMIIsiE HOBUH JIUCT abo 3asBy.

6. ApXiB YCTaHOBHU HaJa€ KOPUCTyBauaM JIJIsl BUKOPUCTAHHS B UUTAIILHOMY 3alll
(y TOMy YHCHi JJIsi BUTOTOBJICHHS KOMIiW, BUTATIB) BIAKPUTI JOKYMEHTH, IO
00JIIKOBaHI Ta MPOMIILIM HAYKOBO-TEXHIYHE OINpAIfOBaHHS, MAalOTh JIOBITHUKU Ta
1HIII TTOITYKOBI JIaHi.

7. BinmoBa a00 BIICTPOUYCHHS Y BUJa4l TIOKYMEHTIB KOPUCTyBayaM JOIMYCKAEThCA
y BUMaJKax, 3a3Ha4eHUX y nyHKT1 14 rnaBu 7 po3aury VIII mux [paBun.

8. BimiMoBYy 0(hopMITIOIOTH Y THCHMOBIH (DOPMI 13 3a3HAUCHHSM 1i IPUYUHU, CTPOKY
11 0OOMEXEHHS, M1ICTaB OOMEKEHHS, a TAKOXX MOPSIAKY OCKap>KEHHS BIIMOBH.

9. Ha KOXHOTrO KOpUCTyBaua B UYMTAJIbHOMY 3ajl apXiBy, KpIM IMpalliBHUKIB
YCTaHOBH, 3aBOJISITH OCOOOBY CIIPaBYy, B SIKY BMIIIYIOTh 3asIBY, JIUCT YCTAHOBH, 1110
HOTro HampaBuiia, 3aMOBJICHHS HAa BUJAHHS CIIPaB Ta iX KOMIIOBaHHSI.

10. BunaBanHs cipaB y THMYACOBE KOPUCTYBAHHSI 1HIINA YCTaHOBI 0()OPMITIOIOTh
y OpSIAKY, 3a3HaYeHoMY Yy nyHkTax 7, 8 rinaBu 7 po3nuty VIII nux [Ipasu.

6. BukopucTaHHs JOKYMEHTIB apXiBy MpH MIATOTOBII 1H(HOPMALIHHUX 3aX0/1B, Y
3aco0ax MacoBoi 1H(opMmairii 1 myOsiKaIiiHIf JisUTbHOCTI

1. ApxiB OpranizoBy€ BUKOPUCTAHHS JOKYMEHTIB y 3ac0o0ax MacoBoi iH(opmMairii,
Py TIATOTOBIN 1HQOpPMAIIMHUX 3aX0/diB (BUCTaBOK, €KCKYpCiil, 3ycTpiued 3
IPOMAJCHKICTIO, TIPE3CHTAlll, JIeKI, JONOBiAeH), a TaKoX IyOJIKaIli
JOKyMEHTIB. BiJMOBiHE pillIeHHS TpUIMae KEPIBHUK YCTAHOBHU. 3a3HauyeHY
po0OOTY apXxiB BUKOHY€ CAMOCTIIHO a00 CIUIBHO 13 3aIliKaBJICHUMHU yCTAaHOBAMHU, Y
TOMY YHCI 3 JEpKaBHHUMHU AapXIBHUMHM YyCTAHOBaMHU (QpXIBHUMH BiijalIaMu
MICHKUX Paj).
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2. Jlna opopMiieHHsS BUCTaBKOBHUX CTEHJIIB apXiB YCTAHOBH Ha M1JCTaBl apXiBHUX
JOKYMEHTIB CTBOPIOE albOOMH, IUIakaTH, Alarpamu Toimio. JlokymMeHTH Ha
BHUCTaBKax €KCMOHYIOTh Y BUTJIS A1 KOITiii.

3. Jlyist mpomnaryBaHHs JOKyMEHTIB apXiBy B 3aco0ax MacoBoi iHopMallii rOTyIOTh
JOKYMEHTaJIbHI MyOJIiKallii, CTBOPIOIOTh pajio- Ta Tenenepenadi. ApXiB CHIJIbHO
13 3acobamu MacoBoi iH(popMallli BU3HAYA€E TeMAaTHUKy Ta oOcCiIr marepiaiiB, a
TaKOXX CTPOKHU IX MiATOTOBKH. TEKCTH MIATOTOBICHUX apXiBOM cTaTeH, MT0OIpOK
JOKYMEHTIB, Mepeiay 3aTBEPAKY€E KEPIBHUK YCTAHOBH.

VY npumipHUKax cTaTeil Ta IHIIUX MaTepiajiB, ikl CTBOPEHO JJisl 3ac001B MacoBOi
iH(dopMalii Ta sKi 3aJUIIAI0THCSA B apXiBl YCTAaHOBH, 3a3HAYAIOTh MOIIYKOBI JIaHi
OTNPWIIOJIHEHUX JTOKYMEHTIB (HAa3BM BUKOPHUCTAaHHUX JOKYMEHTIB, JaTy, MICIIE
nmyOJtiKanii).

4. Ekckypcii, JeKIilii, IONOBiAlI MpPO 3MICT JOKYMEHTIB apxiBy MPOBOASTH
BIJIMOBIIHO JI0 IWIaHy Horo poOoTu. [lig yac miAroTOBKHM 3aX0y BHU3HAYAIOTh:
TEMAaTHKY, CKJIaJ] CIyXadiB, 4ac 1 MiClie MPOBEICHHS, TPUBAIIICTb.

XIII. Opranizartiis po6oTH apxiBy
1. IlmanyBanHst poOOTH apXiBY

1. PiuHe muiaHyBaHHS MPOBOJUTHCS HA IiJICTaBl BU3HAYCHHS T'OJIOBHUX 3aBJIaHb
poOOTH apxiBy Ha piK 3 ypaxXyBaHHSAM OROJKeTy poOodoro yacy. Piunuii mian
CKJIaJTa€ThCA 3a (HOPMOIO, HABEICHOIO B 101aTKy 47 1o 1ux [IpaBui.

Hopmu yacy 1 BUpOOITKY Ha BUKOHAHHS KOXHOTO BHUIY POOIT BHU3HAYAIOTHCS
BIJIMOBIJTHO JI0 peKOMEHAAIN YKpAepKapXiBy.

[Inanu nmignucye 3aBigyBay apxiBy (oco0a, BIAMOBIIaIbHA 3a apXiB) 1 3aTBEPIKYE
KEPIBHUK YCTAHOBH a00 KEPIBHUK CTPYKTYPHOTO MIJIPO3JLILY, 0 CKIIAAy SIKOTO
BXOJUTH apXIB.

2. ApxiB ckiagae rpadik npuiiMaHHs CIpaB BiJ JHKEpesl KOMIUIEKTYBaHHS apXiBY
1/a00 CTPYKTYpHUX MIJIpO3JLIIB, AKUW MIJNHUCY€E 3aBlayBauy apxiBy (ocooOa,
BIJIMOBIJIaJIbHA 33 apXiB), Y3TOJKYEThCA 3 KEpPIBHUKAMU YCTAaHOB - JIXKEpEN
KOMIUICKTYBaHHS apxXiBy (3a HAsBHOCTI TaKWX), KEPIBHUKAMH CTPYKTYpPHHUX
M1PO3/1TIB Ta 3aTBEPAKYETHCSI KEPIBHUKOM YCTAaHOBHU.

I'padik BriIrOYae HaliMEHYBaHHS YCTaHOB 1/a00 CTPYKTYpHHUX HIAPO3MALIIB, Y
JUSIIBHOCTI SIKMX CTBOPIOIOTHCS apXiBHI JJOKYMEHTH, CTPOK iX MpUHMaHHs, HA3BU
nocaj] Ta iHiliagy, Npi3BUINA 0Ci0, BIIMOBIAATILHUX 32 TIEpeAaBaHHs JOKYMEHTIB
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710 apXiBy ycTaHOBH. ['padik npuitMaHHs cipaB Ma€ MOKBapTaIbHy a00 OMICAYHY
PO3OMBKY.

B ycraHoBax, 1110 He MalOTh CTPYKTYPHOTO MOALTY, Tpadik NMpUiMaHHS CIIpaB B
apxiB YCTAaHOBU HE CKJIQIA€ThCA.

2. 3BiTyBaHHs Ta 00JIIK POOOTH apXiBY

1. 3a migcymkamu poOOTH apXiB CKJIQJa€ 3BIT PO BUKOHAHHS PIYHOTO IJIaHY. 3BIT
CKJIAJIA€THCA 32 aHAJIOTTYHOIO JOPMOIO TUIaHy, @ TAKOXK 3 JOJAaBAHHSIM BHUIIB POOIT,
0 BUKOHAHI M0O3a TUIAaHOM, Ta BiJOMOCTEW mpo BUKOHaHHA rpadika. OcTaHHI
BKJIIOUAIOTHCS B KiHIII 3BITY OKPEMUMH PO31JIaMH.

OnavH TpPUMIPHHMK 3BITY 3a HEOOXIJHOCTI MO’KE HAIPaBJISITUCS JO BIJAMOBIAHOT
apXiBHO1 YCTaHOBH.

3BITH MIAMHUCYIOTHCA KEPIBHUKOM apXiBy (0C00010, BIMOBIIAIBHOIO 32 apXiB).

2. OO0k mpall B apXiBl BeJIeThCsS B Ta0esl 00JIiKy po0o4yoro yacy 3a (Gpopmoro,
BCTAHOBJICHOIO JIJI1 YCTAHOBHM B Iijiomy. B apxiBax, /e MpauiioTh IEKIIbKa
MpalliBHUKIB, JTOAATKOBO BEAYThCS 1HAMBIAyaJbHI IIOJCHHUKH OOJIKY Mpaili, y
SAKUX 3a3HA4al0ThCsl 00CSATH POOIT, BUKOHAHI KOKHOTO pOOOYOro JTHS.

3. 3A1iCHEHHS KOHTPOJIIO 32 CTAHOM apXiBHO1 CIIpaBU
1. ApxiB CHUJIBHO 31 CIIYKO000 JIUIOBOJICTBA 3/I1MCHIOIOTH KOHTPOJIb:

3a CTAHOM apXIBIB 1 OpraHi3aimi€l0 JOKYMEHTIB Yy JIJOBOJICTBI B IIJABIIOMYHUX
yCTaHOBAX;

3a ctaHoM (opMmyBaHHS, O(DOPMIIEHHA CHOpPaB y CTPYKTYPHUX MiIPO3/iiIax
YCTaHOBHU, MIArOTOBKM JOKYMEHTIB Ta CIpaB [0 IMEpeJaBaHHS Ha apXiBHE
30epiraHHs.

2. PoOoty apxiBy 3 MiJIBIJOMYUMH YCTAHOBAMH (PIKCYIOTh Y BIITIOBIJTHUX KapTKax
3a (OopMOI0, HaBEJICHOIO B 101aTKY 48 o mux IIpaBwmi.

3. IlepeBipsiHHS B I1JIB1IOMYHX YCTaHOBAX MPOBOJISATHCS HE PiJIIE OJTHOTO pa3y Ha
II’SITh POKIB, @ B CTPYKTYPHUX MIAPO3J1JIaX CaMOi YCTaHOBH - HE PIJIIE OJHOTO
pasy Ha pik. JlomyckaeTbcsi NPOBENCHHS MO3alIaHOBUX IMEPEBIPOK Ta
KOHTPOJIbHUX MEPEBIPOK.

4. 3a miacyMKaMu TIepPEBIPSHHS MABIIOMYNX YCTAHOB CKJIAJA€ThCS JOBiaKa abo
JOMOBIHA 3alKMCKa HAa 1M’ KEpIBHMKA YCTAaHOBH, Yy SIKIM aHaNI3yeTbCd CTaH
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poOOTH apxiBiB 1 JIJIOBOJCTBA B IIIJIBIJOMYUX YCTaHOBAX, MPOTIOHYIOThCS
3aXO0AM II0JI0 YCYHEHHS BHSBJIICHHX HEAOJIKIB 1 MOJAJBIIOrO MOJIMIICHHS
po0oTu. 3a miACyMKaMH NEPEBIPSHHS MOKE BUIaBATUC HAKA3.

3 BUCHOBKAMU MEPEBIPSHHS 03HAMOMITIOIOTh KEPIBHUKIB IT1JIBIIOMYHUX YCTAHOB Ta
Oe3rocepeHIX BUKOHABIIB 1 KEPIBHUKIB BIAMOBIIHUX CTPYKTYPHHX MIIPO3/LIIB.

5. 3a miicyMKaMu NepeBIpsIHHSA CTPYKTYPHUX HIAPO3ALUTIB CKIAIA€ThCS JOBIIKA
a00 JOMOBIIHA 3alMCKa Ha 1M’s1 KEPIBHUKA YCTAaHOBH, y K1 aHANI3yIOThCS CTaH
30€pEeKEHOCTI JOKYMEHTIB Yy CTPYKTYPHHX MiAPO3JAUTaxX, BiAMOBIAHICTb
dbopMyBaHHSI cipaB 3BEACHI HOMEHKJIATypl CIpaB, AKICTh (POPMYBaHHS CIIpaB,
CTaH MiATOTOBKH CIIPaB Ha apXiBHE 30€piraHHs, 3a3Ha4al0THCS BUSBJICHI HEIOIIKH
1 IPOTO3HUIIiT MOA0 1X YCYHECHHS.

3 BHCHOBKaMH TEPEBIpSHHA O3HAHOMIIIOIOTH O€3MOoCepe/IHIX BHKOHABIIIB 1
KEPIBHUKIB BIJIMOBIJHUX CTPYKTYPHUX MIIPO3AUIIB. Y pa3i BUSBICHHS CYyTTEBUX
HEJIOJIIKIB 1HIIIOETHCS TIepe]] KEPIBHUIITBOM YCTAHOBU BHUJAHHS HaKa3y Ipo
BXKUTTSA 3aXO0/IIB 11010 X YCYHEHHS.

4. HamanHs niaTHUX TOCTYT

1. ApxiBU MOXYTh HaJaBaTH IIJIATHI MOCIYTH BIAMOBITHO J0 YAaCTUHU TEPIIOT
crarti 35 3akony Ykpainu «lIpo HamionansHuii apxiBHUM (OHJ Ta apxiBHI
YCTaHOBUY.

2. Hapmanas apxiBHMX JJOBITOK, KOIIM a00 BUTATIB Ha 3amuTH (PI3MIHUX 1
IOpUANYHUX  OC10, HEOOXIMHMX JUIS  COLIaJbHOTO 3aXHUCTy TPOMAJIsH,
3IIMCHIOIOTHCS apX1BOM O€30IUIaTHO BiJMOBIAHO /10 3aKOHO/IaBCTBA.

XIV. IlepenaBaHHs ClipaB Ha MOCTIHHE 30€piraHHs
1. TTopsinok nepenaBaHHs TOKYMEHTIB Ha MOCTiiiHE 30epiraHHs

1. BigmoBigHO /10 3aKOHOAABCTBA JAEPKaBHI 1 KOMyHaIbHI YCTAHOBH, Y JISJIBHOCTI
AKUX yTBOPIOIOTHCS NoKyMeHTH HA®D, 3000B’g3aH1 mepenaBaTH iX Ha MOCTiHE
30epiraHHs J10 JE€p>KaBHUX APXIBHUX YCTAHOB, apXiBHUX BIJIUIIB MICBKHX paj
M1CJIA 3aKIHYEHHS] TPAHUYHUX CTPOKIB 30€pIraHHs B apXiBi YCTAHOBU, 3a3HAYCHUX
y riaBi S po3ainy VI nux [IpaBu.

2. HOpuauyni ocobu, 3acHOBaHI Ha MpUBATHIA (QopMi BIACHOCTI, a TaKOX
00’€IHaHHSI TPOMaJsH, PEJIriiiHI opraHizailii, JOKyMEHTU SKUX BIJTHECEHO [0
HA®, MoxyTh niepeiaBaTv ix 10 JAEp>KaBHUX Ta 1HIIUX apXiBHUX YCTAaHOB Ha
I1JICTaB1 IOTOBODY.
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3. IlepenaBanus noxkymeHTiB HA® Ha mnocTiliHe 30epiraHHs 3A1HCHIOETHCS
HIOPOKY 3TigHO 3 Tpadikamu, 3aTBEPIKCHUMHU KEpIBHUKaMH YCTAaHOBU Ta
BIJIMOBITHOI JIePKABHOT apXiBHOI YCTaHOBH (apXiBHOT'O BIJJILTY MICBKOI pajin).

4. B ycTaHOBax 3 HEBEJIUKUM 0OCSITOM CIIpaB MocTiiiHOro 30epiranus (1o 20 cipas
Ha pIK), a TAaKOXX y TPOMAJICBKUX OpraHi3auisx, 1o 3A1HCHIOTh TIsIBHICTD Y
MeKax CTPOKIB CKJIMKAaHHS, IEpeaBaHHs TOKYMEHTIB Ha MOCTIHE 30epiraHHs 3a
MOTO/PKCHHSIM 3 BIJTIOBIAHUM JepKaBHUM apXiBOM (apXI1BHUM BiJ1JIOM MICBKO1
paau) 3M1MCHIOEThCA OJMH pa3 Ha 3-5 pokiB a0 Mmicjas 3aKiHYEHHS CTPOKIB
CKJIMKaHHS.

5. Tlepen mepenaBaHHSM CHOpaB Ha TMOCTIMHE 30epiraHHS apXiBOM CHUIHHO
3 TPEJACTaBHUKOM JIep>KaBHOI apXIBHOI YCTaHOBU (apXiBHOTO BIAAUTY MICHKOI
paay) MNOpOBOJMUTHCA TIEPEBIPSHHS HAsBHOCTI, (DI3UYHOTO Ta CaHITapHO-
TITIEHIYHOTO CTaHy JOKYMEHTIB. BUABICHI MOPYIICHHS YCYyBalOThCA apXiBOM
YCTaHOBH.

6. JIOKyMEeHTH YyCTaHOB MEPEAAI0THCA Ha TTOCTIMHE 30epiraHHs B yIOPSIKOBAHOMY
CTaHl 3a paxyHOK YyCTaHOBM 3a OIKUCAMH, 3aTBEP/DKEHUMH B TOPSJKY,
BU3HaYeHOMY Y u1aBi 2 po3nury VII mux [Ipasu.

Pa3zowm 31 cipaBamMu Ha MOCTIMHE 30€piraHHs NMepeaacThCs ICTOPUYHA JOBIIKA MPO
YCTAHOBY Ta 11 JOKYMEHTH a00 MPOJIOBKEHHS 1ICTOPUYHOI TOBIIKH.

7. JJOKyMEHTH 10 JEp>KaBHOI apXiBHOI YCTaHOBU (apXiBHOTO BIJILIY MICHKOT
pazu) TOCTaBIISIIOTHCS TPAHCIIOPTOM 32 PAXYHOK YCTAaHOBHU-3/1aBAJIbHUKA.

2. OdbopmiieHHs TpuiMaHHS-TIEpEJaBaHHs CIIPAB Ha MOCTIHE 30epiraHHs

1. HagxomkeHHs JOKYMEHTIB Ha MOCTiHHE 30epiraHHs 0(popMIIOETHCS aKTOM IIPO
npuiiMaHHs-TIepe1aBaHHA 3a GOpMOI0, HaBEIEHOIO B 101aTKy 49 no mux [Ipasun,
[0 CKJIAJAETHCS Y ABOX MPUMIPHUKAX, MEPIIMN 3 SKUX pa3oM 3 JOKyMEHTaMu
MepelaeThCsl 10 BIAMOBIAHOI JEPKaBHOI apXiBHOI YCTaHOBH, apXiBHOTO BIJJILTY
MICBKOI pajiy, a IPYyTUi 3aIUIIAETHCS y CrpaBi (JOHIY apXiBY YCTAaHOBHU.

2. [lepenaBanHs cripaB 3/11MCHIOETHCS 32 ONTUCAMHU Y TPhOX MpUMipHUKaxX. Ha Bcix
MPUMIPHUKAX OMHUCIB POOJISATHCA MO3HAYKU MPO MPUWMAaHHS CHpPaB Ha MOCTIMHE
30epiranHsi. YeTBepTHil NPUMIPHUK OMNUCY Pa3oM 3 TMPUMIPHUKOM aKTa
puiMaHHs-TIepeIaBaHHA 3aIUIIAETHCS B apX1B1 YCTAHOBH.

3. Skmo mnpum npuiMaHHI-TIEpEeIaBaHHI BHABICHO HEBIAMOBIIHICTE MIXK
MIJICYMKOBUM 3allCOM B OMHUCY Ta (PAKTUYHOIO HASIBHICTIO CHPaB, Y KOXHOMY
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MPUMIPHUKY OTIUCY CKJIAJIA€ThCSl HOBUM TT1JICYMKOBHI 3aIUC, y SKOMY HABOJATHCS
(akTUYHA KUIBKICTh CIIPaB, 110 € Y HASIBHOCTI, Ta HOMEPH BIJCYTHIX CIIPaB.

YcranoBa 3000B’s13aHa BXKUTH 3aXO0/1B 11010 PO3IIYKY BiJICYTHIX CIIPaB Y CTPOKH,
BCTAHOBJICHI JCP)KaBHOIO apXIBHOI YCTaHOBOK (apXiBHUM BIJJIIJIOM MICHKO1
panu). Ha BiACyTHI chopaBu CKIAIa€TbCs akKT TIPO HEBUSBICHHS CIpaB
(IOKYMEHTIB), IUISIXH PO3IIYKY SKUX BUYEPHaHO, 3a (DOPMOIO, HABEACHOIO B
nonatky 36 no uux IIpaBui, Ta HagaeThCs TOBIJIKA MPO MPOBECHI 3aX0IH 11010
1X pO3LIYKY.

4. Homepu BIJICYTHIX CHOpaB 3acTEpIraloTbCsi B aKTI NMpUUMaHHS-TIEpEIaBaHHS
JOKYMEHTIB Ha MOCTiitHEe 30epiraHHs.

XV. Tlopsaox npuilMaHHS-TIEpeaBaHHSA JIOKYMEHTIB (CIpaB) Mmij Yac 3MiHH
KEepiBHUKA YCTAHOBH, KEPIBHUKA apXiBY, IPUMUHEHHS YCTaHOBH

1. [puiiMaHHs-TIepeaBaHHs JOKYMEHTIB 1]l Yac 3MIHU KEPIBHUKA YCTAaHOBU

1. ITix yac 3MiHM KepIBHUKA YCTAHOBHU HAsBHICTH 1 CTaH JOKYMEHTIB (CHpaB), 110
3HaXOMSIThCS B JIJIOBOJACTBI CTPYKTYPHHMX MIJIPO3JUIIB Ta B apXiBi, a TaKOXK
0OJIIKOBUX JOKYMEHTIB Ta JIOBIJIKOBOTO arapary 0 HUX B1IOUBAIOTHCS OKPEMUM
PO3JIJIOM B aKT1 MpUHMaHHS-TIEpeIaBaHHS YCTaHOBH.

2. BiamoBimHO 110 OOJIKOBUX JaHUX CIYy»KOH [IJIOBOJCTBA Ta apxiBy B
aKTl HaBOASATHCS OKPEMO KIIbKICTh JOKYMEHTIB, 1[0 3HAXOASTHCS B JILJIOBOJICTBI,
Ta KUIBKICTh CIIPaB, 110 30€piratoThCs B apXiBi, y TOMY YHCIII KUIBKICTh CIIPaB, 110
BHeceHl 10 HAD.

2. llpuiimaHHs-TIEpeaBaHHs COpaB MiJ 4Yac 3MIHM KEpIBHUKA apxiBy (ocoow,
B1/INIOB1/TAJILHOI 32 apXIB)

1. ITix yac 3MiHM KEpiBHUKA apXiBY (0COOU, BIIMOBIAAIBHOI 32 apXiB) MpUITMaHHSI-
nepeaBaHHs crpaB, 0OJIKOBUX JOKYMEHTIB Ta JIOBIJIKOBOTO amapaTy /10 HUX, a
TaKOXX MPHUMIIIEHb, O0JIATHAHHS Ta IHBEHTAPIO apXIBY 3MIMCHIOETHCS 3a aKTOM,
HaBeaeHUM y jo01aTtky 50 no nux I[TpaBui.

2. s MpUMMaHHS-TIEPEJaBAHHS apxiBy HaKa3oM KEpIBHUKA
YCTAHOBU MPU3HAYAETHCS KOMICIS B CKJIa/l HE MEHIIIE TPhOX OCi0, y TOMY YHC1
npecTaBHUKA CITY>KOM I1JIOBOJICTBA.

3. Ilig yac mpuiitMaHHs-TIepeIaBaHHs apXiBY MEPEBIPSAIOTHCA HASBHICTD 1 CTaH:

CIIpaB MoOCTiiiHOTO, TpuBajoro (rmoHaa 10 pokiB), TUMYAcOBOro 30epiraHHs, 3
KaJpOBUX MUTaHb (0COOOBOIO CKIady);


https://zakon.rada.gov.ua/laws/show/z0736-15/paran1580#n1580

OOJIIKOBUX JOKYMEHTIB Ta JOBIJKOBOIO amapaTry 10 cIpaB (macmopra apxiBy,
OTHCIB CIPaB 1 HOMEHKJIATYP CIIPaB, 110 3aMiHIOIOTh OMMCH, KHUT HAJXOKEHHS 1
BUOYTTSI CIIpaB, TOBIIKOBUX KapTOTEK, KATAJIOT1B TOIIO);

MEYaTOK 1 IITaMITIB, IKHUMHA KOPUCTYETHCS apXiB;
CTEJIA)KHOT0, MPOTUIIOKEKHOTO, THIITOT0 00IaJHAHHS Ta OXOPOHHO1T CUTHAJI13allii;
YMOB 30€piraHHs TOKYMEHTIB.

4. AxT npuiiMaHHs-TIEpeAaBaHHs CPaB MiJ] Yac 3MIHM KE€piBHHUKA apXiBy (ocoow,
BIAMOBIAAJIBHOT 32  apxXiB) IMIANHUCYETbCS  oco0aMu, K1 34al0Th 1
NpUNMaIOTh CIPaBH, YWICHAMHU KOMICIT Ta 3aTBEPIKYETHCS KEPIBHUKOM YCTaHOBH.

5. V Bumaaxky BHSBICHHS HeCTadl cCIpaB, oOJlaJlHAHHS Ta 1HBEHTApIO apXiBy
KOMICisl HeTaHO 1H(POPMY€E KEpIBHMKA YCTAHOBM I BXKUTTSA 3aXOJIB IIOJIO
MONIYKY JIOKYMEHTIB Ta MaiiHa apXIBy.

3. [lepenaBaHHsl JOKYMEHTIB Yy pa3i IPUIIMHEHHSI YCTaHOBU

1. Tlopsimok mepenaBaHHS Ta MOJAIBIIOTO KOPUCTYBAHHS JOKYMEHTaMH Yy pasl
MPUIIMHEHHS YCTAaHOBU TNiepeAdadaeTbcsi B PO3MOPSIAUOMY JOKYMEHTI Mpo il
TIPUITUHEHHS.

[lepenaBaHHs TOKYMEHTIB YCTaHOBH, 1110 PUITUHIETHCS, BXOIUTH O 000B’S3KiB
KOMICIi, CTBOPEHOI 15l Iepe/laBaHHs CIIpaB 1 MaliHa.

2. Y pa3l NpUNMHEHHS YCTAaHOBM KOIITH Ha YHOPSJIKYBaHHS, TOCTPOKOBE
MpUAMaHHs Ta MOoAAJIbIIE 30epiraHHs JOKYMEHTIB Iiepe0adaroThCs B KOIITOPUCI
KOMICIi, CTBOPEHOI 1J14 i MPUINTMHEHHS.

3. Sxuio ycraHoBa (32 BUHSATKOM MIHICTEPCTBA, 1HIIOTO LEHTPAIBHOTO OpPraHy
BHKOHABYOI BJIaJIH (1aJ1l - HEHTPAIbHUI OpraH BUKOHABYOI BJIA]I1)) MPUMUHAETHCS
IUITXOM JIIKBigari, ii apxiBHI cmpaBu, BHeceHi n0 HA®, mepemaroThcs B
YyHOPSAJIKOBAHOMY CTaH1 BIJMOBIIHIN Jep>KaBHIM apXiBHIM yCTaHOBI, apXiBHOMY
BIIIUTY MICBKO1 pajy, a apxiBHI CHOpPaBM 3 OCHOBHOI JISUIBHOCTI, CTPOKHU
THMYacOBOIr0 30€piraHHs SKUX IIe HE 3aKIHUWINCS, JOKYMEHTHU, HE 3aBEpIICH] B
TJIOBOJCTBI, a TaKOX JIOKYMEHTH 3 KaJpOBUX NHUTaHb (0COOOBOrO CKJIAIY)
MepeIatoThes 11 OpraHy BUIIOTO PiBHS, SIKIIO BiH ICHY€E, HA TEPUTOP1i ABTOHOMHOI
Pecniyomiku Kpum, BianmosigHoi ob6aacti, mict Kuesa, CeBacTomons.

{AG3an nepiuii myHKTY 3 raaBu 3 po3auty XV 13 3MiHaMU, BHECEHUMH 3T1THO 3
Hakazom MinictepcrBa roctuirii Ne 2277/5 i 04.07.2018}%
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k110 opraHiB BHUIIOIO PIBHS Ha TEPUTOPIl 3a3HAYEHUX PETiOHIB HE ICHYE, BCl
apxiBHl chnpaBu 1 JoKyMmMeHTH (kpiMm jgokymeHTiB HA®) ycraHoBu-
dboHIO0yTBOpIOBAaYa MEPEAAIOTHCA O apXIBHOI YCTAaHOBH CIJIbCHKOI, CEIHIITHOI,
MICBKOI pajd, paaud o0 ’€AHAHOI TEPUTOPIATBHOI TPOMAIU, CTBOPEHOI IS
IEHTPATi30BaHOTO  TUMYAcoBOTO  30epiraHHs  apxiBHUX  JIOKYMEHTIB,
HarpoMaKEHUX y TPOIEC] TOKYMEHTYBaHHS CIIY»KOOBHUX, TPYJAOBUX a00 1HIIHUX
MIPABOBITHOCHH KOPUJIMYHUX 1 (DI3MYHUX OC10, 110 He HanexaTh 10 HAD (mani -
TPYIOB1 apXiBH), 00 1HIITHUX aAPXIBHUX YCTAHOB, 3aCHOBAHUX (DI3UYHUMH 0COOAMU
Ta/ab0 MOPUANYHUMH Oco0aMH TPUBATHOTO TMpaBa, SAKI BIAMOBIAHO 10
3aKOHO/IABCTBA MOXYTh 3/IIMCHIOBATH 30€piraHHs JOKYMEHTIB, 110 HE HAJICKAThH
JeprKaBl Ta TEPUTOPIATILHUM TpoMajiaM (Jai - MPUBaTHI apXiBH).

{AG3an nqpyruii myHkty 3 riasu 3 po3auty XV B peaakuii Hakazy MinictepcTBa
rocturi Ne 2277/5 iy 04.07.2018%

VY pa3i NpunrMHEeHHS IIEHTPAIBHOTO OpraHy BUKOHABYOI BJIAJIM NUISTXOM JIIKBIIa1lii
Horo apxiBHI crOpaBu, BHeceHl a0 HA®D, apxiBHI JOKYMEHTH 3 OCHOBHOI
TISTIBHOCTI, CTPOKM THMYAcOBOTO 30epiraHHA SKUX 1€ HE 3aKIHYHIIKCS,
JIOKYMEHTH, HE 3aBEPIIICHI B IJIOBOJICTBI, @ TAKOXK JIOKYMEHTH 3 KaAPOBUX IMUTaHb
(ocoOOBOrO CKJIaay) MEepelaloThCs B YIIOPSAJAKOBAaHOMY cTaHi J0 LleHTpanbHOTO
JEP’)KaBHOTO apXiBy BHIIUX OPraHiB BIagu Ta yOpaBiIiHHA YKpainu (gam -

IJTABO).

{IlyukT 3 rnaBu 3 po3ainty XV I0MOBHEHO HOBUM ab3anoM 3rigHo 3 Hakazom
MinicrepcTBa roctuiii Ne 2277/5 Bin 04.07.2018}

4. 'V pa3l NpPUNAHEHHS YCTAHOBU IIUISAXOM 3JUTTS, MNPUEIHAHHS, TMOJLITY,
MEePETBOPEHHS (J1alll - peopranizailis) 3 nepeaadero il PyHKINA 1HIINA yCTaHOBI
OCTaHHS MpPUIIMaE 3a aKTOM JOKYMEHTH, HE 3aBEpIIECHI B JIJIOBOJICTBI YCTAaHOBH,
[0 PEOPraHi3yeThCs, Ta 11 apXiB.

IlepenaBanHs crnpaB BijJg OJHIEI YCTAaHOBH JO 1HIIOI O(QOPMIIIOETHCS aKTOM
npuiiMaHHs-TIepe1aBaHHA 3a GOpPMOI0, HaBEICHOIO B j101aTKy 51 o mux [Ipasun,
10 CKJIAIAE€THCS Y IBOX MIPUMIpPHUKAX.

{IlyHkT 4 rnaBu 3 po3ainry XV I0MOBHEHO HOBUM ab3anoM 3rigHo 3 Hakazom
MinicrepcTBa roctuiii Ne 2277/5 Bim 04.07.2018}

5. Skmo ycraHoBa (3a BHHSTKOM IIEHTPAJIHHOTO OPraHy BUKOHABYOI BJIAJM)
OPUTIUHSE JISIBHICT IUIIXOM MOAUTY, il apxiBHI cripaBu, BHeceHi g0 HAO,
nepeaalTbcsl B YHOPSAKOBAHOMY CTaH1 BIJMOBIIHIN JAepKaBHIM apXiBHIM
YCTAaHOBI, apXiBHOMY BUIJIULy MICBKOI pajy, a apXiBHiI CIpPaBU 3 OCHOBHOI
TSJIBHOCTI, CTPOKM THMYAcOBOrO 30epiraHHsA SKUX 1€ HE 3aKIHYMIKCS,
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JTIOKYMEHTH, HE 3aBEPIIICH] Y AIOBOJICTBI, @ TAKOX JIOKYMEHTH 3 KaJAPOBUX MUTaHb
(0co00OBOTO CKJIATy) MEPENatOThCA il OpraHy BHUIIOTO PiBHS, SKIIO BiH iICHY€E, HA
TepuTopii ABToHOMHOI PecnyOmiku Kpum, BigmoBimHoi oGmacti, MicT Kuera,
CeBacromnos.

{AG3an nmyHkty 5 riasu 3 po3auty XV 13 3MiHaMH, BHECEHUMH 3rigHO 3 Hakazom
MinicrepcTsa roctuiii Ne 2277/5 Bin 04.07.2018}

VY pasi npunuHEHHsS MEHTPaIbHOIO0 OpPraHy BHKOHABYOI BJAI{ IUIIXOM TMOIUTY
fioro apxiBHi crpaBH, BHeceHl 10 HA®D, Ta MOKyMeHTH, 110 HE HaJeXaTh IO

npoUIF0 HOBOCTBOPEHOTO OpraHy, NEPEAaloThCid B yHOPSAKOBAHOMY CTaHi /0
I[IIABO.

{IlyukT 5 rnaBu 3 po3ainy XV JOMOBHEHO HOBUM a03alloM JAPYTUM 3TiTHO 3
Hakazom MinictepcrBa roctuirii Ne 2277/5 i 04.07.2018}%

SIk110 opraHiB BHIIIOTO PiBHS Ha TEPUTOPIi 3a3HAYECHUX PETIOHIB HE ICHYE, yCI
CIIpaBU 1 JIOKYMEHTH YCTaHOBHU-(OHIOYTBOpIOBaya MepeAaroThcs A0 TPYAOBHUX
apxiBiB a00 MPUBATHUX aAPXIiBIB.

JIOKyMEeHTH, HE 3aBEPILICH] B I1JIOBOJICTBI, @ TAKOXK JIOKYMEHTH 3 KaJIpOBUX MTUTAHb
(oco0oBOro CKJamy) MpaliBHUKIB, SKI MEPEeUIuM Ha poOOTy A0 YCTaHOB-
MIPaBOHACTYITHUKIB, MTEPEIAIOTHCS IIMM YCTaHOBaM 3a HaJICKHICTIO.

6. Y pa3l TPUNMHEHHS YCTAaHOBH NUIIXOM 3JUTTA, NPHUEIHAHHS, TMOILTY,
MEPETBOPEHHS, KOJIU 3 ii CKIAay BUIUISETHCS CTPYKTYPHUM MIAPO3MALIL, SKOMY
HAJIAl0ThCS TIPaBa YCTAHOBH, OCTAHHHOMY IePEAalOThCs TOKYMEHTH, HE 3aKIHUCHI
B JIUIOBOJICTBI, IO BIJHOCATHCA JO NPOPUI0 JisNIBHOCTI HOBOCTBOPEHOI
YCTaHOBH, a TaKOX JOKYMEHTH 3 KaJpOBUX MUTaHb (0COOOBOro CKJIay)
MpaIiBHUKIB, SIK1 MepeUIuii Ha poOOTY B HOBOCTBOPEHY YCTAHOBY.

{Ilyakt 6 tinaBu 3 pozauty XV 13 3MiHaMU, BHECEHMMH 3riHO 3 Hakazom
MinicrepcTBa roctuiii Ne 2277/5 Bin 04.07.2018}

7. Y Bumaaky OaHKpPYTCTBa YCTAHOBU MeEpeAaBaHHs 1i JOKYMEHTIB IS
MOAAIBIIOTO 30epiraHHsl 3A1MCHIOETHCS B TMOPSIKY, BCTAHOBJICHOMY 3aKOHOM
Ykpainu «IIpo BIAHOBIEHHS MJIATOCIPOMOKHOCTI OOpKHUKA a00 BU3HAHHS M0T0
OaHKpPYTOMY.

8. I aep:kaBHOI peecTpallii IpUIMHEHHS IOPUIUYHOI 0COOM apXxiBHA yCTaHOBA
(IepaBHa apXiBHa YCTaHOBA, apXiBHUU BIJJIJ MICHKOI pajau, TPYJAOBUN apXiB,
MPUBATHUI apXiB, MPAaBOHACTYNMHUK, OpraH BUIIOrO PiBHS), SiKa MpUHHSAJIA Ha
30epira”Hs apxiBH1 JOKYMEHTH, 10 MIJJISATAI0Th MOCTIHHOMY, TPUBAJIOMY (ITOHA/T
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10 pokiB) 30epiranHto, 3 KaJpoOBUX MUTaHb (0OCOOOBOIO CKJIAy), BUIAE JOBIIKY
PO MPUNHATTS JOKYMEHTIB. Y JTOBI/I 3a3HAYAIOThCS HAMMEHYBAaHHS YCTaHOBH,
KUIBKICTB CIIPaB 3a OIIMCOM CITpaB MOCTIMHOTO 30epiraHHsl, KpaiiHi JaTH; KUIbKICTh
crpas 3a onucoM Tpusaioro (monaz 10 pokis) 30epiranss, KpaitHi 1aTu; KUIbKICTb
CITpaB 3a OMKMCOM 3 KaJpOBHUX MUTaHb (0COOOBOTO CKIJIaay), KpalHi JaTu; aarta i
HOMED aKTa MpUUMaHHSA-TIEpeaBaHHS TOKYMEHTIB.

{I'maBy 3 poznury XV [0OMOBHEHO HOBMM NyHKTOM &8 3riiHO 3 Hakazom
Minictepcrsa roctuttii Ne 2277/5 Bin 04.07.2018}

Jupexrop Jlenapramenty
B3a€EMOJIIi 3 OpraHaMu BJaJu
Ta  1HQOpMaIlIHO-aHATITUYHOI
poboTH H.A. Ko3noBchka

JlomaTok 1
no IlpaBun opranizamii AiJIOBOACTBA
Ta apXxiBHOTO 30epiraHHsl JOKYMEHTIB
y JCp)KaBHMX OpraHax, oOpraHax
MICILIEBOTO

CaMOBpSITYBaHHsI, Ha IIAIMPUEMCTBAX,
B yCTaHOBaX 1 OpraHi3aiisax
(myHkT 6 TiaBu 2 po3ainy 1)

XKXYPHAJ
peecTpaiiii 0JIaHKIB JOKYMEHTIB™*
Hanxomkenas BunaBanus
maTa  |maTta, PBBUAK[KUIBKI [cepijgaTa [HaWMEH [IPi3BUKIIBKI [CEPi[pO3MU[IpuMi
HaJIXOJI[peecTpa [ CThb |1 1BHUJA [yBaHHS [[I€ TaCTh |9 1CKa [TKa
PKEHHS |[[IIAHUH [Hadl [MpUMi [HOM|BaHH [MIAPO3A[iHINIA [puMi [HOM[IpO |(BiaMi
1HIEKC [MIIUT [pPHUKIB|EPH | )% M |[pHUKIB|CpPH [OTPH [TKa
CyNpOBi |1 Ona nparri OJia [MaHH [IpO
JTHOT'O HKI1 BHHKA, HK1 | MOBEP
JIMcTa B SIKMU B HCHHS,
OTpUM SHHUIIIE
aB HHS1)
OJTaHK
1 2 3 4 5 |6 I 8 9 10 11 |12

®opmat A4 (210 x 297).
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*V pasi notpedu KypHall MOKE JOMOBHIOBATHUCS JI0JIaTKOBUMHM I'padhamu.

JlomaTtok 2
no IlpaBun opranizamii AiJOBOACTBA
Ta apXxiBHOTO 30epiraHHsl JOKYMEHTIB
y JCp)KaBHMX OpraHax, oOpraHax
MICILIEBOTO

CaMOBPSITyBaHHsI, Ha IANMPUEMCTBAX,
B yCTaHOBaX 1 OpraHi3aiisax
(myskt 9 rnaBu 3 po3zainy 1)

XKXYPHAJ

0O0JIIKy MEeYaTOK Ta IITaMIIIB, 10 3aCTOCOBYIOTHCA B YCTAHOBI™®

Ne |Bin6urok|KoMy BH1aHO Jlata [IpumiTka

3/TI[eYyaToK iHaﬁMeHyBaHHﬂ HpiSBHIHe Tajmara 1TTIOBEPHCHHS (BiILMiTKa

[ITaMIIIB [[1igpo3/ity, BliHiIiaIU posmucka (I PO3MHUCKAMPO

AKOMY B1IIIOBIJIAJIBHOIIPO 11po BHUIIICHH )
30epiraroThest |0coou OTpUMaHHs[IPUIMaHHS
MEYATKH 1
[TaMIA

1 2 3 4 5 6 /

®opmar A4 (210 x 297).

*V pasi notpedu KypHall MOKE JOIOBHIOBATUCS JI0JIaTKOBUMHM I'pacdhamu.

JlonaTok 3
no IlpaBmn opranizamii AiJI0BOACTBA
Ta apXxiBHOTO 30epiraHHsl JOKYMEHTIB
y JIepKaBHUX OpraHax, oOpraHax
MICILIEBOTO

CaMOBPSITyBaHHsI, Ha ITANMPUEMCTBAX,
B yCTaHOBaXx 1  Oprasizaifsx
(mysnkt 9 rnaBu 1 po3ainy 1)



3BIT*

po obcsr JTOKYMEHTOO00ITy
3a 20 poky
JlokymMeHTH Ki1bKICTh TOKYMEHTIB
OpUTiHAIU KOTIi1 YChOTO
Bxiaa1
Buximgai
BryTpiIHi
Y CcbOro
[Tocama kepiBHHMKA  CIIy>KOH
JIJTIOBOJICTBA (manuc)  (iHimiaay (1Himiaax iMeHl), TP13BUIIE)
20
POKY
®opmar A4 (210 x 297).

* 'V pazi noTpedu 3BIT MOXKE JJONMTOBHIOBATUCS JI0JJATKOBUMHU TpadaMu.

JlomaTtok 4
no IlpaBun opranizamii AiJI0BOACTBA
Ta apXxiBHOTO 30epiraHHsl JOKYMEHTIB
y JIepKaBHUX OpraHax, opraHax
MICLIEBOTO

CaMOBPSITyBaHHsI, Ha IANMPUEMCTBAX,
B yCTaHOBaXx 1  Oprasizaifisix
(myskt 3 rimaBu 3 po3auny I11)

[TPUMIPHUI [MTEPEJIIK
JTOKYMEHTIB, 1110 HE MJISITal0Th peECTpallii ciy,)0010 I1710BOJCTBA™

1. I'padiku, Hapsiau, 3asBKU, POZHAPSIIKH.

2. 3BenieHHs Ta iHQopMmalris, HaaiciaaH1 0 BiioMa.

3. HaBuasnbHi 1uianu, nporpamu (Komii).

4. PexniaMH1 IMOBIJIOMJICHHS, TJIaKaTH, MPpOrpaMu Hapa, KOH(QpEepeHIlii TOIIIO.

5. IlpeiickypanTtu (komii).



6. Hopmu BuTpatu Marepialis.

7. BiTanbH1 TUCTH 1 3alPOLIECHHS.

8. JIlpykoBaH1 BUJIaHHS (KHUTH, )KypHaJIU, OIOJIETEH1).

9. HaykoBi 3BiTH 3a TEMaMHu.

10. MicsiuHi, KBapTaJibHi, IBPi14HIi 3BITH.

11. ®opMu CTAaTUCTUYHOI 3BITHOCTI.

12. JToroBopwu.

®opmat A4 (210 x 297).

* JlokymMeHTH, 3a3HaveHi y myHKTax 1, 3, 8-12, miansararoTh cieriaibHoOMy O0IIKY
y BIANOBIJHUX CTPYKTYPHHX MIIPO3/1JaX YCTaHOBH (OyXranrepii, BiAIUI KaapiB,
010stioTelNl, B1I/I1JII HAYKOBO-TEXHIYHOT 1H(POopMmaIrii).

JlogaTtok 5
no IlpaBmn opranizamii AiJI0BOACTBA
Ta apXiBHOTO 30epiraHHs JOKYMEHTIB
y JIepKaBHUX OpraHax, oOpraHax
MICIIEBOTO

CaMOBPSTyBaHHsI, HA MiANPUEMCTBAX,
B yCTaHOBaXx 1  Oprasizaifisix
(myskT 7 riaBu 3 pozainy II1)

JKYPHAIJI

peecTpallii BX1IHUX JIOKyMEHTIB™*

Jlata Kopecnionent, [Kopotkuii [Pe3omntoris, [lignuc  [BigmiTka

HAIXO/DKEHHA[MaTa Ta 1HAEKCMICT B1JITOB1AAJILHHI|0COOH, po

Ta 1HJEKC|/oAePIKAHOTO BUKOHABELb SIKa BUKOHAHHS

JTOKYMEHTa  |TOKyMEHTa oTpHuMaja [TOKyMEHTa
TOKYMEHT

1 2 3 4 5 6

®opmat A4 (210 x 297).



*VY pasi noTpedu KypHall MOKE JOIIOBHIOBATHUCS J10JIaTKOBUMHM I'padhamu.

JlonaTok 6
no IlpaBun opranizamii AiJOBOACTBA
Ta apXxiBHOTO 30epiraHHsl JOKYMEHTIB
y JCp)KaBHMX OpraHax, oOpraHax
MICILIEBOTO

CaMOBPSITyBaHHsI, Ha IANPUEMCTBAX,
B yCTaHOBaX 1 OpraHi3aiisax
(mynkt 7 rnaBu 3 po3ainy I11)

XKXYPHAJ

peecTpallii BUX1IHUX TOKYMEHTiB*

Jlata talKopecnionaeHt [KopoTkuii 3mict  |[Ipi3Buiia, [Tpumitka

1HJIEKC HIIAIA  0oco0u,

TTOKYMEHTA gKa  IIamucaia
TTOKYMEHT, Ta
BUKOHABLIS
TTOKyMEHTa

1 2 4 5

®dopmat A4 (210 x 297).

*VY pasi noTpedbu KypHaa MOKe JOTMOBHIOBATUCS JOAATKOBUMHU rpadamu.

KYPHAII

peecTpaillii BHYTpPIIIHIX TOKyMEHTiB*

JlogaTtok 7
no IlpaBmn opranizamii AiJI0BOACTBA
Ta apXiBHOTO 30epiraHHs JOKYMEHTIB
y JIepKaBHMX OpraHax, opraHax
MICLIEBOTO

CaMOBpSITyBaHHsI, HA MiANPUEMCTBAX,
B yCTaHOBax 1  Oprasizaiisix
(myskT 7 rnaBu 3 posainy I11)



Jlata talKopoTkuii Pesonrorris abo[lliamuc BiamiTka npo
1HIIEKC 3MICT BIAIIOB1JAIbHUI ocoOM,  AKaABUKOHAHHS
TOKyMEHTA BUKOHAaBELlb oTpuMaja  |[HOKyMEHTa
TOKYMCHT,
nara
OTpHMaHHS
1 2 3 4 5
®dopmat A4 (210 x 297).

*VY pasi noTpedbu KypHaa MOKe JOTMOBHIOBATUCS JOAATKOBUMHU rpadamu.

JlomaTok 8
no IlpaBmn opranizamii AiJI0BOACTBA
Ta apXiBHOTO 30epiraHHs JOKYMEHTIB
y JIepKaBHMX OpraHax, opraHax
MICLIEBOTO

CaMOBPSTyBaHHsI, HA MiANPUEMCTBAX,
B yCTaHOBax 1  Oprasizamisx
(myskT 10 rmau 3 posaury 1)

PEECTPAIIMHO-KOHTPOJIbHA KAPTKA

TTOPSIJIOK

JlogaTtok 9
no IlpaBun opranizamii AiJIOBOACTBA
Ta apXxiBHOTO 30epiraHHsl JOKYMEHTIB
y JCpKaBHHX OpraHax, oOpraHax
MICILIEBOTO

CaMOBPSITyBaHHsI, Ha IANPUEMCTBAX,
B yCTaHOBaX 1 OpraHi3aiisax
(mynkt 10 rimaBu 3 po3aury 1)

3aMOBHEHHS PEKBI3UTIB PEECTPAIIHHO-KOHTPOJIBHOI KapTKU

PexBizutu

[losscHeHHA 10 3aIIOBHEHHS



https://zakon.rada.gov.ua/laws/file/text/41/f444653n1640.doc

HazBa BUJTY

JTOKYMEHTA

3aloOBHIOETHCST  BIANOBIAHO O  HA3BHU
JOKyMEHTa, IO peecTpyerbesa. Ilim dac
peecTpallli JUCTIB ITpada HE 3aIIOBHIOETHCS

ABTOp

(KOpECIIOH/ICHT)

[lin 4yac peecTpamii JOKyMEHTa, IO
HaJIMIIOB, 3a3HAYA€ThCA HaWMEHYBaHHS
ycTaHOBHU (0coOm) - aBTOpa AokymeHTa. Il

Jac peecTpariii JTIOKYMEHTA, 110
HAJICHJIAE€THCSA, 3a3HAYAETHCS HAaMEHyBaHHs
yCTaHOBU  (0COOM) -  KOPECIOHJEHTA.

JlonyCKaeTbCAd 3aCTOCYBAaHHSI CKOPOYEHOIO
HallMEHYBAHHSI YCTAaHOBU

JlaTa 1oOKyMeHTa

JlaTa, 110 TPOCTABIISIETBCA HA JOKYMEHTI
YCTAaHOBOIO-aBTOPOM,  IEPEHOCUTHCS  HA
peECTPaLiiHO-KOHTPOIbHY KapTKy (mami -
KapTKa) 3 BUKOPUCTAHHAM IU(dp y Takid
[MOCJI1JIOBHOCTI: YMCJI0, MICSIb, PiK (YUCIIO 1
MICSII[b ~ 3a3HAYalOThCA JIBOMa  IapamMu
apaOCcbkux nudp, pik - HoTUpMa apadbChLKUMU

nudpamu)

[HIEKC TOKYMEHTA

[HpeKc, IIPUCBOEHUM JOKYMEHTY
YCTAaHOBOIO-aBTOPOM,  INEPEHOCUTHCS  HA
KapTKy 3 JOKYMEHTa, 10 HaAllIoB ado
HaJICUJIAETHCS

JlaTa
HaIXOJI)KCHHS

JlaTa HAAXOKEHHS IOKYMEHTA J10 YyCTAaHOBHU
MEPEHOCUTHLCA Ha KapTKy 3 PEECTpaliitHOro
[ITaMIia

Ianexc

[HACKC, TPUCBOEHUN BXITHOMY JIOKYMEHTY
YCTaHOBOIO-OJIEPKYyBaUE€M,  MEPEHOCUTHCS
M1/ Yac peecTpallli HaaXoHKEHHS Ha KapTKy
3 peecrpamiiiHoro  mrTammna.  Ilicis
BUKOHAHHS JTIOKyMEHTa THJICKC
JOTIOBHIOETBCSI  HOMEPOM  CIIpaBU 32
HOMCHKJIATYypOIO  CIpaB  abo0  IHIIUMU
1HIEKCaMU

3aroJI0BOK
JTOKYMEHTa

a0o

KOPOTKHI 3MICT

[TepeHocuThCA 3aroJIOBOK,
chopMyIbOBaHUN Ha JOKYMEHTI. Y pa3si
BIJICYTHOCTI 3arojioBKa Ha JIOKYMEHTI BIH

(GOpMYITIOETHCS BIATIOBIJIHO JIO ITPaBUII




Pe3osroris

[lepeHocuTbCcsl Ha KapTKy 3 JOKYMEHTA
OCHOBHMM 3MICT JOPYYCHHS, TNPI3BHUIIE
aBTOpa 1 JaTa pe30ItoLii

BUKOHAaBEIb

BiamosimansHu

[Ipi3Buile,  IHIIAIM  BIAMNOBIAAIBHOTO
BUKOHABI[Sl TEPEHOCATHCS 3 PE3OJIOLi, Y
pa3i noTpeOu 3a3HAYAETHCSI HOMEP TeJIEPOHY

Ctpoxu
BUKOHAHHS

[[poCTaBIsIIOTHCA YUCIIO, MICSIIb, PIK (UUCIIO
1 MICAIlb 3a3HAYaAIOThCS JBOMAa IapaMu
apaObCbKkux nUQp, pik - HoTUpPMa apadbChLKUMU
nudpamn). ITix qac peecTpariii]
1HI{1IATHBHOT'O JTIOKYMEHTA, 110
HaJICWJIAEThCS, MPOCTABIISIETLCS OYiKyBaHA
naTa HaIXOKEHHS B1IITOBIIl

Ilo3Hauka
BUKOHAHHSI

po

KopoTkuif 3amuic  TOTO, SK BHUPIIICHO
MUTaHHS 10 CyTi, ab0 jJaTa Ta I1HACKC
JTOKYMEHTa-BI1IMOBIIi

HOMEHKJIATYPA CIIPAB

JlogaTtok 10
no IlpaBunm  opranizamii  AiJ0BOJICTBA
Ta apxiBHOTO 30epiraHHs JIOKYMEHTIB
y Jep)KaBHUX OpraHax, OpraHax MiCIIEBOTO
CaMOBpSITyBaHHsS, Ha  MIAIPUEMCTBAX,
B yCTaHOBAaX 1 OpraHi3amisx
(mynkt 12 rinaBu 1 pozainy IV)

{ HonaTtox 10 13 3MiHamMu, BHeCeHUMU 3r11HO 3 Hakazom MinicTepcTBa roctuilii Ne

2277/5 Bin 04.07.2018}

HOMEHKJIATYPA CIIPAB

JlonaTtok 11
no IlpaBun opranizarnii AiJIOBOACTBA
Ta apXxiBHOTO 30epiraHHsl JOKYMEHTIB
y JIepKaBHUX OpraHax, oOpraHax
MICILIEBOTO

CaMOBPSITyBaHHsI, Ha IMANPUEMCTBAX,
B yCTaHOBaXx 1  Oprasizaifisix
(mynkt 12 rimaBu 1 pozainy IV)

JlomaTok 12
no IlpaBun opranizaiii AigoBOJCTBA


https://zakon.rada.gov.ua/laws/file/text/65/f444653n1745.doc
https://zakon.rada.gov.ua/laws/show/z0791-18/paran94#n94
https://zakon.rada.gov.ua/laws/show/z0791-18/paran94#n94
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KAPTKA-3AMIHHUK CIIPABHU

AKT

Ta apXxiBHOTO 30epiraHHsl JOKYMEHTIB
y JIepKaBHUX OpraHax, opraHax
MICILIEBOTO

CaMOBpSITYBaHHsI, Ha MIINPUEMCTBAX,
B yCTaHOBaX 1 OpraHi3aiisax
(mynkt S5 rmnaBu 3 pozauty IV,
MyHKT 3 tiaBu 6, myHKT 13 rnaBu 7
poszainy VIII)

JlogaTtok 13
no IlpaBun opranizarmii AiJIOBOACTBA
Ta apXIBHOTO 30€piraHHs JOKYMEHTIB
y JCp)KaBHMX OpraHax, oOpraHax
MICILIEBOTO

CaMOBpSITYBaHHsI, Ha IIIIIPHEMCTBAX,
B yCTaHOBAaX 1 OpraHi3aiisax
(myskT 9 TnaBu 2 po3ainy V)

PO HECTauy CIpaB (JOKYMEHTIB) Y CTPYKTYPHUX MiAPO3/ILIIaX

{ lonatok 13 13 3MiHamMu, BHeCeHUMH 3r11HO 3 Hakazom MiHicTepcTBa rocTHiIlii No

2277/5 Bin 04.07.2018%}

AKT

JlomaTok 14
no IlpaBun opranizarii AiJIOBOACTBA
Ta apXIBHOTO 30€piraHHs JOKYMEHTIB
y JCpKaBHMX OpraHax, oOpraHax
MICIIEBOT'O

CaMOBpSITYBaHHs, Ha IIAIPUEMCTBAX,
B yCTaHOBaX 1 OpraHi3aiisax
(myHkT 15 rnaBu 2 posainy V)

PO BUJIYYEHHSI TOKYMEHTIB 3 HallioHaibHOTO apxiBHOroO (hoH1y

{lonatok 14 13 3MiHamMu, BHeCeHUMH 3r1J1HO 3 Hakazom MiHicTepcTBa rocTHiIlii No

2277/5 Bin 04.07.2018%}

JlomaTok 15
no IlpaBun opranizaiii AigoBOJCTBA


https://zakon.rada.gov.ua/laws/file/text/41/f444653n1643.doc
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AKT

Ta apXxiBHOTO 30epiraHHsl JOKYMEHTIB
y JIepKaBHUX OpraHax, opraHax
MICILIEBOTO

CaMOBPSITyBaHHsI, Ha IANMPUEMCTBAX,
B yCTaHOBaX 1 OpraHi3aiisax
(myskt 1 rmaBu 3 po3ainy V)

IIpO BUIYYCHHA OJIA 3HUILCHHA I[OKYMGHTiB, HE BHCCCHHX 10 HaHiOHaJILHOI‘O

apXiBHOTO (HOHTY

{ HomaTox 15 13 3MiHaMu, BHECeHUMU 3T11HO 3 Hakazom MinicTepcTBa rocthlii Ne

2277/5 Bim 04.07.2018}

BHYTPILIHIN

JlomaTok 16
no IlpaBun opranizaii Aig0BOJCTBA
Ta apXxiBHOTO 30epiraHHsl JOKYMEHTIB
y JIepKaBHUX OpraHax, opraHax
MICIIEBOTO

CaMOBPSITyBaHHsI, HA MiANPUEMCTBAX,
B yCTaHOBaX 1  Oprasizarisix
(myHkt 6 TnaBu 2 po3aury VI)

OIHnC

JOKYMEHTIB CIIPaBU

Jlogatok 17
no IlpaBun opranizarii AiJIOBOACTBA
Ta apXIBHOTO 30€piraHHs JOKYMEHTIB
y JIepKaBHUX OpraHax, opraHax
MICIIEBOT'O

CaMOBPSITyBaHHsI, HA MIANMPUEMCTBAX,
B yCTaHOBaX 1 OpraHi3aiisax
(myskt 7 rTnaBu 2 pozauty VI,
nyHKT 4 rnaBu S5 pozaity VI,
nyHKT 4 tiaBu 8 po3ainy VII)

3ACBITUYBAJBHUN HATINC CIIPABU

JlomaTok 18
no IlpaBun opranizarii AiJIOBOACTBA
Ta apXIBHOTO 30€piraHHs JOKYMEHTIB
y Jep)KaBHMX OpraHax, oOpraHax


https://zakon.rada.gov.ua/laws/file/text/65/f444653n1751.doc
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CIIPABA

OIINC

OIMN1C

CIIpaB MOCTIMHOIO 30epIraHHs

MICIIEBOT'O

CaMOBPSITyBaHHsI, HA MiANPUEMCTBAX,
B yCTaHOBaX 1  Oprasizamisx
(mynkt 9 rnaBu 2 po3aury VI)

JlogaTtok 19
no IlpaBmn opranizamii AiJI0BOACTBA
Ta apXiBHOTO 30epiraHHs JOKYMEHTIB
y JIepKaBHUX OpraHax, opraHax
MICIIEBOTO

CaMOBDSITyBaHHS, Ha TiANPUEMCTBAX,
B yYCTaHOBaX 1  Oprasizamisx
(myskT 3 rnaBu 3 pozainy VI)

JlogaTtok 20
no IlpaBun opranizamii AiJIOBOACTBA
Ta apXIBHOTO 30€piraHHs JOKYMEHTIB
y JIepKaBHUX OpraHax, opraHax
MICILIEBOTO

CaMOBPSITyBaHHsI, HA MANPUEMCTBAX,
B yCTaHOBaXx 1  Oprasizaiisx
(myskT 1 rmaBu 2 po3ainy VII)

{ lonatok 20 13 3MiHaMu, BHECEHUMH 3r1J1HO 3 Hakazom MiHicTtepcTBa rocTHiIlii No

2277/5 Bin 04.07.2018%}

Jlogatok 21
no IlpaBun opranizarii AiJIOBOACTBA
Ta apXIBHOTO 30€piraHHs JOKYMEHTIB
y JIepKaBHUX OpraHax, opraHax
MICIIEBOT'O

CaMOBPSITyBaHHsI, Ha MIANPUEMCTBAX,
B yCTaHOBaX 1  Oprasizaiisix
(mynkt 1 rnaBu 3 pozaury VII)


https://zakon.rada.gov.ua/laws/file/text/35/f444653n1614.doc
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OIMNC

cripaB TpuBajuoro (rnoxaja 10 pokiB) 30epiraHHs

{ HomaTtox 21 13 3MiHaMu, BHECeHUMU 3T11HO 3 Hakazom MinicTepcTBa roctulii Ne

2277/5 Bim 04.07.2018}

OINC

JlomaTok 22
no IlpaBun opranizarii AiJOBOACTBA
Ta apXxiBHOTO 30epiraHHsl JOKYMEHTIB
y JIepKaBHUX OpraHax, opraHax
MICIIEBOTO

CaMOBPSITyBaHHsI, HA MiANPUEMCTBAX,
B yCTaHOBaX 1  Oprasizarisiax
(mynkt 1 rnaBu 4 po3aury VII)

CIIpaB 3 KaJpOBHUX MUTaHb (0COOOBOTO CKIIATY)

{lonatok 22 B penakiii Hakasy MinictepcTBa rocTurii Ne 2277/5 Bijn 04.07.2018}

OIMHC

HarimenyBaHHs1 yCTaHOBU

Jlogatok 23
no IlpaBun opranizarnii AiJIOBOACTBA
Ta apXIBHOTO 30€piraHHs JOKYMEHTIB
y JCp)KaBHHX OpraHax, oOpraHax
MICIIEBOT'O

CaMOBpSITYBaHHsI, Ha IIAIPUEMCTBAX,
B yCTaHOBaX 1 OpraHi3aiisax
(mynkt 5 rnaBu 8 po3aury VII)

JlomaTok 24
no IlpaBun opranizaiii Aig0BOJCTBA
Ta apXxiBHOTO 30epiraHHsl JOKYMEHTIB
y JIepKaBHUX OpraHax, opraHax
MICLIEBOTO

CaMOBPSITyBaHHsI, HA MiANPUEMCTBAX,
B yCTaHOBax 1  Oprasizaiisx
(myskt 2 rnaBu 3 po3auny VIII)


https://zakon.rada.gov.ua/laws/file/text/65/f444653n1755.doc
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AKYPHAII

peecTpallii CIOCTEPEKEeHb 3a CTAaHOM TEeMIIEpaTypHO-BOJOTICHOTO PEXUMY
30epira”Hs apxiBHUX JOKYMEHTIB

Jlata [KniMatuuHi napaMeTpu MOBITPS [Tigmuc [TpumiTk
3aIIUC [30BHIIIHE NOBITPs MOBITPsL y CXOBMII KEepIBHUKA 1t
y TeMIepaTypaBiJHOCHA [TeMrepaTypaBiJHOCHA aPXIBY_(OCO6H,

, °C BOJIOTICTE |, °C BOJIOTiCTE [BIATIOBLIATBHO

% % i 3a apxiB)
1 2 3 A 5 6 7
®dopmat A4 (210 x 297).
JlomaTok 25

no IlpaBun opranizaii Aig0BOJCTBA
Ta apXxiBHOTO 30epiraHHsl JOKYMEHTIB

y JepKaBHUX OpraHax, opraHax
MICIIEBOTO

CaMOBPSITyBaHHsI, HA MiANPUEMCTBAX,
B yCTaHOBaX 1  Oprasizarisix

(myskr 11 rnaBu 6 po3aury VIII)

HarimenyBaHHsI yCTaHOBU

KAPTKA
MOCTEIAXHOTO TonmorpadiyHOro MOKaKYnKa
ApX1BOCXOBUIIE
Kimuara
Crenax (madga) Ne
No momuiti No No onmucy/CnipaBu  (oa. 30.) 3 Nellpumitku
dboHIy o No
1 2 3 A 5
(IuIbOBUH O1K)
1 2 3 4 3

(3BOpOTHHH OiK)



®opmar A6 (148 x 105).

HaiimMenyBaHHs ycTaHOBU

JlogaTtok 26
no IlpaBun opranizaii Aig0BOJCTBA
Ta apXiBHOTO 30epiraHHs JOKYMCHTIB
y JIepKaBHMX OpraHax, opraHax
MICIIEBOTO

CaMOBPSTyBaHHsI, HA MiANPUEMCTBAX,
B yCTaHOBax 1  Oprasizaiisix
(myskT 11 rmaBu 6 po3nury VIII)

KAPTKA
o()OHI0BOT0 TOMOTPa(iIHOTO MOKAKINKA
APpX1BOCXOBHIIE
Kimuara
Donpg No Ha3Ba
No onncy Capasu (ox. 30.) 3Ne crenmakalNe monumi  [[IpumiTkn
No no|(tracu)
No
1 2 3 A 5
(IuIbOBUH O1K)
1 2 3 A 5
(3BOpOTHHUI OiK)
®opmar A5 (148 x 210).
JlogaTtok 27

no IlpaBun opranizarnii AiJIOBOACTBA
Ta apXIBHOTO 30€piraHHs JOKYMEHTIB
y JCp)KaBHHX OpraHax, oOpraHax
MICILIEBOTO



CaMOBpSITyBaHHs, Ha HlI[HpI/IEMCTBaX
B yCTaHOBaXx 1  Oprasizaiisx
(mynkt 5 rmaBu 7 po3ainy VIII)

3AMOBJIEHHA
Ha BUJABaHHS CIPAB y YNTAIBHUM 3a71 (poO0Yi KIMHATH)

JlogaTtok 28
no IlpaBmn opranizamii AiJI0BOACTBA
Ta apXiBHOTO 30epiraHHs JOKYMEHTIB
y JIepKaBHUX OpraHax, opraHax
MICIIEBOTO

CaMOBDSITyBaHHS, Ha TiANPUEMCTBAX,
B yCTaHOBaX 1  Oprasizamisx
(myHkT 6 rnaBu 7 pozainy VIII)

SAABA

JlogaTtok 29
no IlpaBun opranizamii AiJOBOACTBA
Ta apXIBHOTO 30€piraHHs JOKYMEHTIB
y JIepKaBHUX OpraHax, opraHax
MICILIEBOTO

CaMOBPSITyBaHHsI, HA MIANPUEMCTBAX,
B yCTaHOBaXx 1  Oprasizaiisx
(myskTt 7 rnaBu 7 po3ainy VIII)

AKT
[IpO BUJIABAHHS CIIPaB Y THMYACOBE KOPUCTYBAHHS

{lonatok 29 13 3MiHamMu, BHECEHUMH 3r1/1HO 3 Hakazom MiHicTepcTBa rocTHiIlii No
2277/5 Bix 04.07.2018}

JlogaTtok 30
no IlpaBun opranizarnii AiJIOBOACTBA
Ta apXIBHOTO 30€piraHHs JOKYMEHTIB
y JIepKaBHUX OpraHax, opraHax
MICIIEBOT'O

CaMOBPSITyBaHHsI, HA MIANPUEMCTBAX,
B yCTaHOBaX 1  Oprasizaiisx
(mynkt 11 rimaBu 7 pozauny VIII)


https://zakon.rada.gov.ua/laws/file/text/41/f444653n1655.doc
https://zakon.rada.gov.ua/laws/file/text/41/f444653n1656.doc
https://zakon.rada.gov.ua/laws/file/text/65/f444653n1759.doc
https://zakon.rada.gov.ua/laws/show/z0791-18/paran94#n94
https://zakon.rada.gov.ua/laws/show/z0791-18/paran94#n94

HaiiMenyBaHHs yCTaHOBU

APKVYIII
KOPUCTYBaHHS apXiBHUMHU JTJOKYMEHTaMHU
doug Ne Onomc  Ne CnopaBa No
3aroJIoBOK CIIpaBU
Jlata [Ipi3BuiIe, Xapakrep Homepu [lixmumc
KOPUCTYBAHHS [IHIIIAaIH KOPUCTYBaHHS [apKYIIIIB, 3KOpPHUCTyBaua
CITPaBOIO (iHimian 1MeH1)(KOMIIOBaHHS, [SIKMX 3pO0JICHO

KOpPUCTyBaua |[Ieperis, KOIii, BUTATH

BUTSTH TOIIIO) [TOIIO
1 2 3 4 3)
®opmat A4 (210 x 297).
Jlogatok 31

no IlpaBun opranizamii AiJIOBOACTBA
Ta apXxiBHOTO 30epiraHHsl JOKYMEHTIB
y JCp)KaBHMX OpraHax, oOpraHax
MICILIEBOTO

CaMOBPSITyBaHHsI, Ha ITANMPUEMCTBAX,
B yCTaHOBaX 1 OpraHi3aiisax
(mynkt 12 rmaBu 7 po3auny VIII)

KHHUT'A
BUJIaBaHHS CIIPaB 3 apX1BOCXOBHILA

JlomaTtok 32
no IlpaBun opranizamii AiJI0BOACTBA
Ta apXiBHOTO 30epiraHHs JOKYMEHTIB
y JIepKaBHUX OpraHax, opraHax
MICIIEBOTO

CaMOBPSTyBaHHsI, HA MiANPUEMCTBAX,
B yCTaHOBaXx 1  Oprasizaifsx
(myskT 10 rnaBu 8 poszaury VIII)


https://zakon.rada.gov.ua/laws/file/text/41/f444653n1658.doc

APKVIII

IMEPEBIPAHHA

HasIBHOCTI Ta CTaHy JOKYMEHTIB

AKT

JlogaTtok 33
no IlpaBun opranizaiiii AiJTOBOACTBA
Ta apXxiBHOTO 30epiraHHsl JOKYMEHTIB
y JCp)KaBHHX OpraHax, oOpraHax
MICILIEBOTO

CaMOBpSITYBaHHsI, Ha MIAMPUEMCTBAX,
B yCTaHOBaX 1 OpraHi3aiisax
(mynkt 10 rimaBu 8 po3ainy VIII)

PO NIEPEBIPSIHHS HASIBHOCTI Ta CTaHy cOpaB (JJOKYMEHTIB)

{ lonatok 33 13 3MiHamMu, BHECEHUMH 3r1JIHO 3 Hakazom MiHicTtepcTBa rocTHilii No

2277/5 Bin 04.07.2018%}

AKT

JlogaTtok 34
no IlpaBun opranizamii AiJIOBOACTBA
Ta apXIBHOTO 30€piraHHs JOKYMEHTIB
y JCpKaBHHX OpraHax, oOpraHax
MICILIEBOTO

CaMOBpSITYBaHHs, Ha IIAIIPUEMCTBAX,
B yCTaHOBAaX 1 OpraHi3aiisax
(myHkT 15 rnaBu 8 po3znuty VIII)

PO HEBUIPABHI MOIIKOKEHHSI CIIPaB (JOKYMEHTIB)

{ lonatok 34 13 3MiHamMu, BHECEHUMH 3r1/1HO 3 Hakazom MiHicTtepcTBa rocTHiIlii No

2277/5 Bin 04.07.2018%}

Jlogatok 35
no IlpaBun opranizarii AiJIOBOACTBA
Ta apXIBHOTO 30€piraHHs JOKYMEHTIB
y JIepKaBHUX OpraHax, opraHax
MICIIEBOT'O

CaMOBPSITyBaHHsI, Ha MIANPUEMCTBAX,
B yCTaHOBaX 1  Oprasizarisix
(mynkt 18 rimaBu 8 po3aury VIII)


https://zakon.rada.gov.ua/laws/file/text/41/f444653n1659.doc
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KAPTKA
00J1IKy HEBUSIBJICHOT CITPaBU

AKT

JlogaTtok 36
no IlpaBun opranizarii AiJIOBOACTBA
Ta apXxiBHOTO 30epiraHHsl JOKYMEHTIB
y JCp)KaBHHX OpraHax, oOpraHax
MICILIEBOTO

CaMOBpSITYBaHHsI, Ha IIIIPUEMCTBAX,
B yCTaHOBaX 1 OpraHi3aiisax
(mynkt 19 rinaBu 8 pozainy VIII)

PO HEBUSBJICHHS CIIPaB (JOKYMEHTIB), LUISIXU PO3IIYKY SKUX BUUEPIAHO

{lonatok 36 13 3MiHaMu, BHECEHUMH 3T1/1HO 3 Hakazom MiHicTepcTBa rocTHiIlii No

2277/5 Bin 04.07.2018%}

KHHUT'A

JlogaTtok 37
no IlpaBun opranizamii AiJIOBOACTBA
Ta apXIBHOTO 30€piraHHs JOKYMEHTIB
y JCepKaBHHX OpraHax, oOpraHax
MICILIEBOTO

CaMOBpSITYBaHHs, Ha IIAIIPUEMCTBAX,
B yCTaHOBAaX 1 OpraHi3aiisax
(myskT 1 rnaBu 4 pozauty X)

00JIIKYy HaJIXO/P)KEHHS Ta BUOYTTS IOKYMEHTIB apXiBY

CIIMCOK
doHAIB apXiBy

JlonaTok 38
no IlpaBmn opranizamii AiJI0BOACTBA
Ta apXxiBHOTO 30epiraHHsl JOKYMEHTIB
y JEepKaBHMX OpraHax, oOpraHax
MICLIEBOTO

CaMOBpSITYBaHHsI, Ha MIINPUEMCTBAX,
B yCTaHOBaXx 1  Oprasizaifisix
(myHKT 2 riaBu 4 po3ainy X)


https://zakon.rada.gov.ua/laws/file/text/35/f444653n1627.doc
https://zakon.rada.gov.ua/laws/file/text/65/f444653n1765.doc
https://zakon.rada.gov.ua/laws/show/z0791-18/paran94#n94
https://zakon.rada.gov.ua/laws/show/z0791-18/paran94#n94
https://zakon.rada.gov.ua/laws/file/text/41/f444653n1663.doc
https://zakon.rada.gov.ua/laws/file/text/41/f444653n1664.doc

HaiimMenyBaHHs ycTaHOBU

JlomaTok 39
no IlpaBumn opranizamii AiJI0BOACTBA
Ta apXiBHOTO 30epiraHHs JOKYMEHTIB
y JIepKaBHMX OpraHax, opraHax
MICIIEBOTO

CaMOBPSTyBaHHsI, HA MiANPUEMCTBAX,
B yCTaHOBaXx 1  Oprasizaifisix
(myHKT 5 rnaBu 4 po3aity X)

PEECTP OIINCIB
Po3nouaro
3aKiHYCHO
Ne|[HaixomxeHHs BuoOyTTs
3/ |nata |poH |omu(To [Ha3B KpailHl  |[KUJIBKICTh nata [[ijcTa [Kyau
I 3an0u [Ndgaszglc Nem [a TaTh CIIpafapKyIl [IpuMipHH [3aIlH [Ba BHOY
cy a No lorvc [TOKyMeH B [iB BKiB ommcy[Cy B
y  [TIB onucy ((Tomy)
(Tom
y)
12 34 5 6 [7 8 9 (10 11 12 |13 14
®opmat A4 (210 x 297).
JlomaTtok 40
no IlpaBun opranizarnii AiJIOBOACTBA
Ta apXxiBHOTO 30epiraHHsl JOKYMEHTIB
y Jep)KaBHMX OpraHax, opraHax
MICILIEBOTO
CaMOBpSITYBaHHsI, Ha MIJINPUEMCTBAX,
B yCTaHOBaXx 1  Oprasizaifisix
(myskT 7 naBu 4 po3ainy X)
I[TACIIOPT
apXiBHOTO  MIAPO3JAUTYy  JEp>KaBHOTO OpraHy Ta OpraHy  MiCIEBOIO

CaMOBpSIAyBaHHs, 1HIIIOT YCTAHOBH, MIJIMPUEMCTBA Ta OpraHizalii


https://zakon.rada.gov.ua/laws/file/text/41/f444653n1665.doc

KHUT'A

JlogaTtok 41
no IlpaBumn opranizamii AiJI0BOACTBA
Ta apXiBHOTO 30epiraHHs JOKYMEHTIB
y JIepKaBHMX OpraHax, opraHax
MICIIEBOTO

CaMOBPSTyBaHHsI, HA MiANPUEMCTBAX,
B yCTaHOBaXx 1  Oprasizaifisix
(myskT 10 rnaBu 4 po3nury X)

00JIIKYy HaJIXO/KEHHS 1 BUOYTTS cTpaxoBoro ¢hoHay 1 GOHIY KOPUCTYBAHHS

OITNC
CTpaxoBoro GoHIy

3PA30K

HepxaBHe
«YKpIIOCTAUYIIPOMY

APXIBHA
04.04.2013
Ha Ne 3 811 28.03.2013

JlomaTok 42
no IlpaBun opranizaiii Aig0BOJCTBA
Ta apXxiBHOTO 30epiraHHsl JOKYMEHTIB
y JIepKaBHUX OpraHax, opraHax
MICIIEBOTO

CaMOBPSITyBaHHsI, HA MiANPUEMCTBAX,
B yCTaHOBaX 1  Oprasizarisiax
(myakT 10 Ti1aBu 4 posainy X)

Jlogatok 43
no IlpaBun opranizanii AiJIOBOACTBA
Ta apXIBHOTO 30€piraHHs JOKYMEHTIB
y JCepKaBHHX OpraHax, oOpraHax
MICILIEBOTO

CaMOBpSITYBaHHs, Ha IIAIIPUEMCTBAX,
B yCTaHOBaX 1 OpraHi3aiisax
(myskt 4 tnaBu 4 pozaury XII)

H1ITPUEMCTBO

JIOBIJIKA
No 45


https://zakon.rada.gov.ua/laws/file/text/41/f444653n1666.doc
https://zakon.rada.gov.ua/laws/file/text/41/f444653n1667.doc

VY noxkyMeHTax apXiBHOTO (POHy Jep>KaBHOTO MIAMPUEMCTBA « Y KPIOCTAUIIPOM)
y BIZIOMOCTSX Ha BUJIauy 3apOO0ITHOI IJIaTH pOOITHUKAM 1 CIIY>KOOBIISIM 32 ClYCHB
- rpyenb 2000 poxy unciutbest BogieM [Iponin Oner IBaHoBuUY.

[Tincrasa: ¢. 4444, on. 2, cup. 83, apk. 6-14.

JlupekTop (mianuc) J.M. Kexepa
M.II. (3a HassBHOCT1)

®opmar A4 (210 x 297)

{ lonmatok 43 B penakiii Hakasy Minictepcta roctuirii Ne 2277/5 Bijn 04.07.2018%}

JlogaTtok 44
no IlpaBumn opranizamii AiJIOBOACTBA
Ta apXiBHOTO 30epiraHHs JOKYMEHTIB
y JIepKaBHMX OpraHax, opraHax
MICIIEBOTO

CaMOBPSTyBaHHsI, HA MiANPUEMCTBAX,
B yCTaHOBaXx 1  Oprasizaifsx
(myHKT 5 rinaBu 4 po3ainy XII)

3PA30K

Biakpute axiiioHepHe TOBapHCTBO
«ITpomOyamar

APXIBHA KOIIIA

08.04.2015 Ne 45

Biakpute akiionepHe ToBapuctBo «IIpomOyamariny

HAKA3

14.11.2010 Kwuis 148-oc

3 0c000BOT0O CKJIaTy

[MPU3HAYUTU:


https://zakon.rada.gov.ua/laws/show/z0791-18/paran99#n99

AJIEKCE€HKO Banentuny CrenaHiBHY Ha MOCaay HadaJbHMKA IUIAHOBOTO

Biaauty 3 15 mucromama 2010 poky 3 mocagoBHUM OKJIAIOM 3T1IHO 31 IITaTHUM
PO3ITHCOM.

[TincraBu: 3asBa Anekceenko B.C. Big 10 mucromaga 2010 poky, pesosroris
['enepanbHOrO AHpekTopa Makpigosa B.M.

['eHepanbHUN AUPEKTOP B.M. MakpinoB
[Tincrasa: ¢. 3333, om. 2-oc, crp. 53, apk. 45.

3r1i1HO 3 OPUTIHATIOM

3aBigyBay apxiBy (T ammc) 1O.B. OcHau
ML.II. (3a HasIBHOCT!)

08.04.2015

®opmat A4 (210 x 297).

{ HlonaTox 44 13 3MiHaMu, BHECEHUMU 3r11HO 3 Hakazom MinicTepcTBa roctulii Ne
2277/5 Bix 04.07.2018%

JlomaTok 45
no IlpaBun opranizaiii AiI0BOJCTBA
Ta apXxiBHOTO 30epiraHHsl JOKYMEHTIB
y JIepKaBHUX OpraHax, opraHax
MICIIEBOTO

CaMOBPSITyBaHHsI, HA MiANPUEMCTBAX,
B yCTaHOBaX 1  Oprasizarisiax
(mynkt 5 rnaBu 4 po3aury XII)

3PA30K

IIyOmiuHe axiioHepHE TOBapPHUCTBO
«ITosraBamBennocTau

APXIBHUU BUTST
17.04.2015 Ne 5

ITyOmiuHe akiioHepHe ToBapuCcTBO «lloaTaBamBennocTay

HAKA3


https://zakon.rada.gov.ua/laws/show/z0791-18/paran94#n94
https://zakon.rada.gov.ua/laws/show/z0791-18/paran94#n94

16 kBiTHA 1993 poky M. [TonTaBa Ne 56- oc

3 0c000BOI0 CKIIaay

4. ITpuiinsatu Ha poboTy Kacupom-iHkacaTopoMm Jloponiny C.I. (Tak y TOKYMEHTI)
3 18 xBiTHA 1993 poKy 3 MiCAYHUM BUMPOOYBAJIBHUM CTPOKOM Ta 3 OILIATOIO
BIJIMOBIJTHO 70 IITATHOTO PO3IHCY.

[Tincrasu: 3asBa JJoponinoi C.I. Bix 12 kBiTHA 1993 poky, pe3oroliis JupekTopa
Cemkina B.M.

Jupexrop B.M. Cemkin
ITlincrapa: ¢. 1111, om. 1-oc, cnp. 13, apk. 21.

3riJIHO 3 OPUTIHAIOM

3aBijlyBayd apXiBy (manuc) C.A. Pyban
ML.II. (3a HasiBHOCT!)

16.04.2015

®opmat A4 (210 x 297).

{ HomaTtox 45 13 3MiHaMu, BHECEHUMU 3T11HO 3 Hakazom MinicTepcTBa roctulii Ne
2277/5 Bix 04.07.2018}

JlomaTok 46
no IlpaBun opranizaii AiI0BOJCTBA
Ta apXxiBHOTO 30epiraHHsl JTOKYMEHTIB
y JIepKaBHUX OpraHax, opraHax
MICIIEBOTO

CaMOBPSITyBaHHsI, HA MiANPUEMCTBAX,
B yCTaHOBaX 1  Oprasizarisiax
(myskt 2 tnaBu S5 po3aury XII)

HarimenyBaHHs1 yCTaHOBU

XKYPHAJI
peecTpallii BiIBiJyBaHb KOPUCTYBauaMH YUTAIBHOTO 3aTy

Posnouaro


https://zakon.rada.gov.ua/laws/show/z0791-18/paran94#n94
https://zakon.rada.gov.ua/laws/show/z0791-18/paran94#n94

3aKiHUYEHO

No |[laTta [IpizBume, im’a, mnoKimbkicts |[lignuc kopucTyBaua
3/11 [BIABITyBaHHS [0aTHKOBI BUIAHUX OJI.
30. Ta ONMKCIB
1 2 3 A 3)
®dopmat A4 (210 x 297).
JlomaTok 47
no IlpaBun opranizalii AiJIOBOACTBA
Ta apXIBHOTO 30€piraHHs JOKYMEHTIB
y JIepKaBHUX OpraHax, opraHax
MICIIEBOT'O
CaMOBPSITyBaHHsI, HA MiANPUEMCTBAX,
B yCTaHOBaX 1  Oprasizarisax
(mynkt 1 rmaBu 1 po3ainy XIII)
[JIAH

po0OTH apXiBY

KAPTKA

JlomaTok 48
no IlpaBun opranizarnii AiJIOBOACTBA
Ta apXxiBHOTO 30epiraHHsl JOKYMEHTIB
y JCp)KaBHHX OpraHax, oOpraHax
MICILIEBOTO

CaMOBPSITyBaHHsI, Ha ITANMPUEMCTBAX,
B yCTaHOBaX 1 OpraHi3aiisax
(mynkt 2 rnaBu 3 po3ainy XIII)

00J1iIKy poOOTH apXiBYy 3 M1JIBIAOMYOI0 YCTAaHOBOIO

JlomaTtok 49
no IlpaBmn opranizamii AiJI0BOACTBA
Ta apXiBHOTO 30epiraHHs JOKYMEHTIB
y JIepKaBHUX OpraHax, opraHax
MICIIEBOTO

CaMOBPSTyBaHHsI, HA MiANPUEMCTBAX,
B yCTaHOBaXx 1  Oprasizaifsx
(myskT 1 rnaBu 2 pozainy XIV)


https://zakon.rada.gov.ua/laws/file/text/41/f444653n1668.doc
https://zakon.rada.gov.ua/laws/file/text/41/f444653n1669.doc

AKT

Mpo NpUNMaHHS-TIEpEIaBaHHs JOKYMEHTIB YCTAHOBU Ha MOCTiiTHE 30epiraHHs

{ HonaTtox 49 13 3miHaMu, BHeCeHUMU 3T11HO 3 Hakazom MinicTepcTBa roctulii Ne

2277/5 Bim 04.07.2018}

AKT

JlomaTok 50
no IlpaBun opranizaiii AiJIOBOACTBA
Ta apXxiBHOTO 30epiraHHsl JOKYMEHTIB
y JIepKaBHUX OpraHax, opraHax
MICIIEBOTO

CaMOBPSITyBaHHsI, HA MiANPUEMCTBAX,
B yCTaHOBaX 1  Oprasizarisiax
(mynkt 1 rnaBu 2 po3auty XIV)

po NMpuMaHHSA-TIEpEaBaHHs CIpaB 1] 4ac 3MIHM KEpiBHHMKaA apXiBy (ocoow,

BIJIMOBIAJILHOI 3a apXiB)

{ HomaToxk 50 13 3MiHaMu, BHECEHUMU 3T11HO 3 Hakazom MinicTepcTBa roctuilii Ne

2277/5 Bin 04.07.2018%}

AKT

JlonaTtok 51
no IlpaBun opranizamii AiJI0BOACTBA
Ta apXxiBHOTO 30epiraHHsl JOKYMEHTIB
y JepKaBHUX OpraHax, opraHax
MICIIEBOTO CaMOBPSITyBaHHS,
Ha H1ITPUEMCTBAX,
B yCTaHOBaXx 1  Oprasizaifisix
(myHKT 4 rnaBu 3 pozaity XV)

Ipo MpUMMaHHA-TIepeIaBaHHs cpaB (JOKYMEHTIB) BiJl OJIHI€] YCTAaHOBH JI0 1HIIOT

{ lomatok 51 B pemakiii Hakasy Minictepcta roctuirii Ne 2277/5 Bijg 04.07.2018%}



https://zakon.rada.gov.ua/laws/file/text/65/f444653n1770.doc
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