KABIHET MIHICTPIB YKPAIHM

NIOCTAHOBA
Big 30 smcromagma 2011 p. N 1242
Kuis

[Ipo sBaTBepmkxeHHss TunoBoli iHCTPYKIiil
3 pijnoOBOICTEAa Yy LEHTPAaNLHMX OPraHax BMKOHABYO1l BJagu,
Papni MimicTpiB ABTOHOMHOl1l Pecny6mikm Kpwum,
MicueBuMx opraHax BMKOHABYOI1l BJIazu

{ I3 BMIiHaMM, BHECEHMMM 3I'igHO 3 I[locTaHoBamu KM
N 75 ( 75-2013-1 ) Bim 04.02.2013
N 249 ( 249-2014-n ) Bim 09.07.2014
N 484 ( 484-2014-1 ) Bim 23.09.2014 }

Kabiner MiHicTpir Ykpailum oI O C T a H O B J A €:

1. BarBepmuTu TUNOBY 1HCTPYKIIil 3 mijjoBomCcTBa Y LEHTPAJIbLHUX
opraHax BMKOHaBuYOl BJamu, Pani wMiHicTpis ABTOHOMHOI Pecny®Osikwu

KpuMm, MicleBuxX opraHax BMKOHaBUOl Bjlamu (masi - IHCTpykUig), wm@o
OOOaeTbCH.
2. lleHTpaJlbHUM opraHaM BMKOHAaBUYOl BJamm, Panmi wMiuicTpis

ABToHOMHOI Pecny®mnikm KpmuMm, wMiclueBMM opraHaM BUKOHABYOIL BJanM
po3pobuTM BimamoBimHo OO IHCTPYKUII 1 3aTBepIUTHM Yy TPUMI1CSUYHUM
CTPOK 3a IMOTOIXEHHSAM 13 IepPXaBHMMM apPxX1iBHMMM YyCTaHOBAMM BJIACHI
iHcTpyxuii 3 gpmijmoBonmcTBa Ta TMHIOB1 iHCcTpykuil 3 npisioBomcTBa O
ONHOP1OHMX 3a XapakTepoM oigaapHOCTI N1O0PUEMCTE, YyCTaHOB,
opraHizaniy, mo HajexaThb OO0 cdepm IiIx yIpaBJIiHHSA.

3. PexomMeHOyBaTKM oOpraHaM MIiCLeBOT'O CaMOBPSAIYyBaHHSA poO3pobuTH 1
3aTBEPOUTM BJIACHLI 1HCTPYKIL1I 3 OiJIOBOOCTBA BimmorimHO oo
THCTPYKII1T.

4. BMBHaATM TaKMMM, WO BTPATMIIM UMHHIiCTbL, nocTaHoBu Kabinety
MiHicTpiB YkpaiHM 3TiOHO 3 IIepesyiikoM, MO IOIaeTbCs.

[Ipem'ep-MiHICTP YKpPalHU M.A3BAPOB

Tun. 70
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SATBEPIXEHO
nocraHoBoio KabihHeTy MiHicTpiB YKpaihHwu
Big 30 smcronazma 2011 p. N 1242

TUIIOBA IHCTPYKIIA
8 pinoBonCTBa Yy LIEHTPANLHMX OpPraHax BMKOHABYO1l BJaawu,
Pani MimicTpiB ABTOHOMHOL Pecny6mikm Kpwum,
MicleBMx opraHax BMKOHaBYO1l Blaamu

I. BaranbHi NOOJIOXKEHHS

1. s THCTPYKIL1sA BCTAHOBJIOE 3arajbHi OJIOXEHHS iifepire)
OyHKII10OHYBAHHS CTPYKTYPHMX OiOpO3O1iJIiB 3 OiJIOBOOCTBA Yy LIEHTPAaJIbHUX
opraHax BMKOHABUYOIl BJanu, Pani MiHicTpis ABTOHOMHOI PecnyOsikwm
KpuMm, MiclueBux opraHax BMKOHaBUOIl BJamu (majli — yCTaHOBM), BUMOI'U
0O IOOKYMEHTYBaHHS yINpaBJIiHCbKOI iHbopMmauii Ta opraHizauili poboTu 3
OOKYMEHTaMM B yCcTaHOBax HesaJiexHo Binm cnocoby oQikcauii Ta
BinTBOpPeHHS iHdopmanii, sgKa MICTMTBCS B IOOKYMEHTax, BKJIOYAUYM IX
nigroroBKy, peecTpanino, oO0OJIik 1 KOHTPOJE 3a BUKOHAHHSAM.

2. llopsanox opraHizauil €JIEKTPOHHOTO IOKYMEHTOOD1TY is
3aCTOCYBAHHAM EJIEKTPOHHOT'O HMPPOBOTO ninnucy, poboTu 3
eJIEKTPOHHVMMU IOOKYMEeHTaMM B @OinoBomcTBli yYCTAHOBM, BI1lMCHEHHS

OiJJoBOOCTBA CTOCOBHO HOOKYMEHT1iB, IO MicTATh iHbopMalLiln 3 OOMeXeHUM
OOCTYIIOM, SIiMCHEHHS OiJIOBOICTBAa 23a S23BEPHEeHHAMM TPOMAISH, 3aluTaMu
Ha 1iHbopMauiln BM3HAUAKTBLCSA OKPEMUMM HOPMATUBHO-IIPABOBUMU akKTaMM.

3. YCTaHOBM OPraHiZ3OBYKWTH MOiJJOBOACTBO Ha [igcTaBl BJIACHUX
1HCTPYKLU 1M 3 IOijsoBomcTBa (mnami - 1HCTPYKU1iI YyCTaHOB), WO
pPO3pPOBIANTLECS Ha mnimcraBi uiei IHCTPYKLii, a Takox perjaMeHTiB Ta
HalloHaANBHMX CTaHIAPTiB Ha oOpraHizauiMHO-pOo3nopAnYy IOKyMeHTAalllio
(mnanmi - perjlamMeHTM Ta HallloHaJIbH1 CTaHOapTH) .

TexHOJIOT11 aBTOMATM30BAHOTO OoTpallloBaHHHA 3aI0KYyMEHTOBaAHOIL
indpopmanii B YCTAHOB1 MNOBMHH1I BimgmoBimaTu BuUMOTaM 1HCTPYKL1I
YCTaHOBU.

4. BigmoBlimaJIbHICTbL 3a OpraHizalllo IOiJOoBOOCTBA B YyCTaHOBAX
HECYTb 1X KEepP1iBHUKMU.

83a sBmMicT, HAKiCTbh NiOTOTOBKM Ta OQOPMIJIEHHS Ha HAJIEXHOMY PiBHI
IOKYMEHT1B, IO pPO3pPOoOJIAlTbLCS Ha BUKOHAHHS 3aBIOaHb, BU3HAUEHUX Y
3aKoOHaxX VYKpalHu, akrax llpesuneHTa YKpalHM, [IOCTaHOBaAx BepxoBHOIL
Pammu VYkpalHu, OpUMHATMX BignoBizmuHo mo KoHcTuTylil Ta 3aKOHIB
YKpalHuy, akTax Kabinety MiuicTpis YKpalHuy, OOPYyYEeHHIX
IpeM'ep-MiHiCcTpPa YKpalHu, axKTax BepxoBHOL Pamn ABTOHOMHOL
Pecnybmixkmn Kpmm Ta Pamu wMiHicTpiB ABTOHOMHOI Pecny®isixm Kpuwm,
HeHTpallbHUX 1 MicueBmMxX oOpraHiB BMKOHABYOI BJaIuM (majli - axkTu
OpTaHlB IepXaBHO1 BJanM, OpPTaHl1B BJamM ABTOHOMHOI Pecnybmnikm Kpum
Ta IOPYYEHHS BUMIIMX [IOCAIOBMX OCif), a Takox BianoBimem Ha 3anmuTum i
3BEPHEHHS HaApOIHMX IenyTaTiB VYkpalHM Ta ODenyTaTie MicueBux pan,
KOpecCHOoHOeHI1l0 BepxorHOI Pamm VYkpalHu, AnMiHicTpauil IlIpesuneHTa
Yxpaluu, Kabinery MinicTpir YkpalHm (mani - s3anmMTy, 3BEePHEHHS, a
TaKOX KOPECIIOHIOEeHI1a BepxoBHOI Pamu VYkpalHm, AnMmiHicTpauil
[lpesunmenTa YKpalHu, Kabinery MixHicTpir VYkpaliHM), HOOTOIOXEHHH



IPOEeKTiB HOPMaTUBHO-TIPABOBUX akTis BimnoBimanThb 3aCTYIIHUKA
KepiBHMKA YyCTaHOBM 3TimHO 3 posnomijioMm oyHKIIiOHANBHMX OOOB'A3KiB.
{ A63au OpyruM OyHKTYy 4 13 3MiHammM, BHeceHUMMM 3TimHO 3 IIOCTaHOBOK
KM N 249 ( 249-2014-n0 ) Bim 09.07.2014 }

3a sBmicT, gkicTp NiATOTOBKM Ta OQOPMIIEHHS Ha HAJIeXHOMY PiBHI
iHmMX @OOKYMEHT1iB, a TaKoOX opraHiszauniion nijoBoncTBa Ta 30epiraHHs
OOKYMEHTIB Yy CTPYKTYPHMX Iimapos3nijlax YyCTaHOBM BiamoBimawnTb 1IX
KEepiBHUKMN.

5. Opranizaiuisa »gijoBoICTBa B yCTaHOBaxX I[IOKJIaaeThbCHa Ha I1X
CTPYKTYPH1 nimposninm (memapraMeHTH, YHOPAaBJI1HHS, Bimminwm, cexTopu)
OisoBomcTBa (ODOoKyMeHTaliMmHoro 3BabesneueHHd), 2arainbHil Bignmisnm,
KaHUuendapil Tomo (mani - cayxba »nijoBoncTRBa) .

6. OCHOBHMM 3aBHOaHHAM CJIyXx0OM IOiJIOBOICTBa € BCTAHOBJIEHHS B
YCTaHOB1l €IMHOTO NOPSIKY INOKYMEHTYBAaHHS yINpaBJIiHCbKOI iHdopmanii i
poboTM 3 OOKyMEeHTaMM 13 BacToOCyBaHHSAM CYYaCHMX aBTOMATU30BAHMUX

cucremM, METOOMUHE KepiBHUILITBO i KOHTPOJIb 3a IOOTPUMAHHAM
YCTAHOBJIEHOTO IIOPAOKYy poboTu 3 IOKYMEHTAaMM B CTPYKTYPHUX
nimposniysax ycraHoBu. Crnyx6a »nijoBoICcTBa BiANOBiOHO IO TMOKJIAOEHUX

Ha Hel =RaBIOaHb:

po3pobIige 1HCTPYKI1HD YCTAaHOBM 3 IOiJIOBOICTBA Ta HOMEHKJIATYPY
CripaB yCTaHOBWU;

301MCHIOE peecTpalliio Ta Benme OOJIIK IOKYMEHTIB;

opraHiz0oBye moKyMeHTOOOiT, GopMyBaHHS cCIpaB, 1x s0epiraHHs Ta
nigroToBKy OO Iepemadyi »mo apxiBHOTO nimpos3niny abo ocobi,
BimnoBimanbHiM 3a BeIeHHS apxiBy yCcTaHOBM (Iaji - apxiB yCTaHOBH) ;

3abesneuye BIPOBaAIXEHHS Ta KOHTPOJIOE OOTPMMAHHS CTPYKTYPHUMMU
nigposmijamMmM yYCTAHOBM BUMOT 1HCTPYKI1M yCTaHOB, pPeTJIaMeHT1B Ta
HalloHaANBHMX CTAHIAPTIB;

BXMBAE 3axX0oIiB mo 3MeHmeHHS o00cary ciayx00BOTO JIMCTYBaHHS B
yCcTaHOB1 Ta Ha InignpueMcTBax, B YyCTaHOBax, OpraHisauiax, mo
HaJexaTbk 0o chepm 11 ynpabBJiiHHL;

IPOBOIOUTEL PETYJISPHO IIepPeBipKy CTaHy IOiJIOBOICTBa B CTPYKTYPHMUX
nimposmijax ycTaHOBM, a TaKOX Ha IignopueMcTBax, B YyCTaHoOBax,
opraHizaunisax, mo HajJexaTb nNo chbepm 11 ynpaBJiiHHS;

bepe y4acThb y BIOPOBAaIXeHH1 Ta BUKOPUCTAHHIL
iHbopMalliiHO-TeJIeKOMYHI1KAall1MHOI CcUCTEeMM Oi1JIOBOACTBA B YCTAHOBI;

3O01MCHIOE KOHTPOJIH 3a CBOEUYACHUMM POITJISIOM Ta NIPOXOIKEHHIM
OOKYMEHTI1B B yCTAHOBI;

3abesneuye NOTPUMAHHSA E€OMHUX BUMOT MONO MNiATOTOBKM INOKYMEHTI1B
Ta opraHizanii poBoTM 3 HMMM B yMOBAX EJIEKTPOHHOTO IOKYMEHTOOO1iTy;

NPOBONUTL aHajiz ixndopmauniil npo moxyMeHToOO1Tr, HeoOxinmHol s
OPUMHATTS yNPaBJI1HCBKMX pPilleHb;
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opraHizoBye 30epexeHHdI OOKyMeHTalinmHoro (QOoHIOYy YCTaHOBM Ta
KOPUCTYBAHHS HUM;

ininioe Ta BOepe yuacTb B opraHiszsauii nimBumeHHs kBajidixanii
NpaluiBHUKIB YyCTaHOBM 3 NMTaHbL IO1JIOBOICTRA;

3acBinuye repbOoBOK IEeYaTKOK IOOKYMEHTM, II1iOnMcaHl KepiBHUILTBOM
YCTAHOBM.

7. Ha cnyxbu nijioBoncTBa LEHTPAJIbHMX OPIaH1B BMKOHABUOIL BJanu
IIOKJIaIaeThbCHA NiATOTOBKA TUIIOBMX 1HCTPYKLiM 3 nmijmoBoncTeBa, TUIIOBUX

(mpuMipHMX) HOMEHKJIATYypP CIpas IJa OINHOP1IHMX 3a XapakTepoM
OianpHOCTI NiONpMEMCTB, YCTaHOB, OpIraHiszalil, mo HajexaTbk Oo cbepu
ix yHopaBJiHHA, BiligoMuux (Tajly3eBUX) IIepeliikiB »OOKYMEHTI1iB i3

3a3HAUYEHHAM CTPOkKiB 30epiraHHA Ta MNOTOIXEHHS TakMX HOOKYMeHTiB 13
LIEHTPAJIBHYM OPTaHOM BMKOHABUOIL BJjamu y cbepli apxiBHOl cmopaBu 1
IOiJIOBOACTEA.

8. Opranisainisa »OijJoBOINCTBAa B CTPYKTYPHMX Nidpo3nijax yCTaHOB
okJjlamaeThbCs Ha ClelilajlbHO IpMBHAUeHY IJId LUbOI'0O 0Coby.

IT. JoxyMeHTYBaHHA yNpaBJIiHCBKO1L iHbopmarii

BaranseEi BMMOIM »OoO CTBOPEeHHSHA OOKYMEHTiB

9. JoKyMeHTYBaHHS YyIpPaBJIiHCBHKOIL inpopmanii noJjgarae v
CTBOPEHH1 IOOKYMEHTiB, B AKMX (ikCyeTbCs 3 OOTPUMMAHHSAM YCTAHOBJIEHUX
npaesuyl iHbopMalis npo yHopaBJdiHCbk1 Oil.

10. IpaBO Ha CTBOPEHHS, [IiANMCaHHSA, [NOT'OIXEHHS, BaTBEPIXEHHS
IOOKYMEHT1B BMU3HAYAETHCS akxTamMm 3aKOHONAaBCTBA, IIOJIOXEHH MM
(cTaTyTamMmM) YCTAHOB, IIOJIOXEHHAMM TIPO CTPYKTYPH1I nimposminm 1
IOCaloBUMM 1HCTPYKL1AMM.

11. B yCcTaHOBax BM3HAUAETHLCSH CYKYIH1CTBb OOKYMEHT1B,
nepenbadveHUxX HOMEHKJIATYpPOl CIpaB, Heo®OximHmx 1 pmocTaTHix 14
OOKYMEHTYBaHHA iHbopMauii Opo I1IxX OigabHIiCTH.

3 nuTaHb, MO CTAHOBJIATHL BBaAEMHMUM 1HTepec 1 HajlexaTb -OO
KOMIIeTeHU 1l pis3HMX yCTaHOB, MOXYTb CTBOPIBATMUCH CIH1JIbBH1 HOOKYMEHTHM.

12. Bubip BMIOYy IOOKyMeHTa, IIPMB3HAUYEHOTO IJd JOKYMEHTYBaHHS
YIIPaBJIiHCBKOIL inbopmanii (po3nopsamxeHHs, I[OCTaHOBA, pPlleHHSd,
IIPOTOKOJI TOoO) , 3YMOBIJIOETHCS IPaBOBUM CTaTyCcoM YyCTaHOBH,
KOMIIeTEeHIIi€n MnocamoBol ocob®M Ta HNOPSIKOM IPUMHATTA YIPaBJI1HCBKOIO
pimenHsa (Ha nimcTaBli emmMHOHauYasibHOCT1 abo KoJjieTriaspHOCTL) .

13. JoxyMeHT I[NOBMHEH BiANOBimaTM TIOJIOXKEHHAM aKT1iB OpraHiB
IepXxaBHOI BJamM, OpPTaHiB BJjamau ABTOHOMHOI Pecny®mixm Kpum Ta
CIPSMOBYBATMCBH Ha BUKOHAHHS YCTAaHOBOI IMNOKJIAIEeHMX Ha Hel 3aBmaHb 1
byHKI1M.



14. Kjacu yhOpaBJilHCBKOI @»OOKyMeHTAauil BM3HAYAKTLCS 3TI1OHO 3
IepxaBHUM KJlacudpikaTopoM yrnpamBJIiHCbKOI IHokyMeHTauii (mani - IOKYIO) .

OmHyM 13 kJjlaciB yhopaBJiHCBKOI HOoKyMeHTalii, mo 3abesneuye
opraHizauimn npolecin yhpaBJIiHHSA, € opraHiszauilHo-po3NOpPAnUa
nokyMeHTanig. PexBizuTu opraHiszanilMHO-pPO3MOPSAOUOl OOKyMeHTalii Ta
IopAnokK 1xX po3TallyBaHHA BM3HauvawTbcsa ICTY 4163-2003 "Yuidixomana
cucTeMa opraHizaniMHO-PO3NOPAIYOl OOKyMeHTauil. Bumorm oo
obopmmmoeanua mokymenrTis' ( vO055609-03 ) (mani - OCTY 4163-2003).

15. JokyMeHT TIIOBMHEH MicTuTu o00OO0B'sa3KOB1 IJig MIeBHOT'O MOTO
BUIOY PEeKBiz3uTM, MO POBMINYHOTLCS B YCTAHOBJIEHOMY IMNOPSAOKY, a came:
HalIMeHyBaHHSA YCTaHOBM — aBTOpa IOKYMEeHTa, Ha3BYy BUIY IOKYMeHTAa
(kpim JiMcTiB), I»aTy, PeecTpaliMHMM 1HOEeKC IOOKYyMeHTa, 3aT'OJIOBOK IO
TEeKCTy, TEeKCT, Oimgnuc.

Iig uyac NiOTOTOBKMU Ta odoOpMIIEHHS IOKYMEHT1B MOXYThb
3aCTOCOBYBATUCE He Tijbku 00OB'sS3kOB1, a Takox 1HmWI pexBizuTH,
AKILO e BinnoBimae mNOpM3HAUYEHHI JOKyMeHTa afbo crnocoby Moro
oTpallloBaHHA .

16. 3 wmeTODO N1OBUUIEHHS ebexTMBHOCT1 Ta OIlEepPaTUBHOCT1
opraHizauii poboTm 3 OOKYMEeHTaMM OIOHAKOB1 3a 3MiCTOM IOKYMEHTU
MOXyTb OyTu yHidikomaHl umaxoM po3pobJieHHS TpadapeTHUX TEKCTiB,
Akl BrJ0UYaTbHCH OO0 30ipHMKaA (ajlpboMy) yHidikoBaHUX (THUIOBUX) QOpM
OOKYMEHT1B YyCTaHOBMU.

17. YcTaHOBU 3O1MCHIOTb OiJIOBOOCTBO OEPXaBHO MOBOK .
JOKYyMEeHTHM CKJaJalTbCa IEpPXaBHOK0 MOBOK, KpiM BuIaIkiB, nependbadeHUX
3aKOHONABCTBOM PO MOBM B YKpalHi.

JoKyMeHTHM, fAK1 HaIcuilalnTbCda 1HO3eMHMM ampecaTaMm, ObOPMIIITELCS
YKpPalHCBKOKL MOBOK afo MOBOK IepxaBu—-ampecara, abo omHiewn 3 MOB
M1XHapOIHOTO CHI1JIKYBaHHA.

18. OdopMIIeHHSA IOOKYMEHT1iB, 1O BUIOTOBJSKTHCH 3a LOOIOMOIOI
IPYKYBaJbHMX 23aco®iB, 3OiMCHIOETHLCS BI1OMOBiIHO OO BMMOT, SBas’3HAUEHUX
Yy momaTky 1.

Okxpemi BHYTPIimHI HDOKyMeHTHM (3asSBM, I[IOSCHIOBaJIbLHI Ta monoBimHi
3anmMcKM TOIo), aBTopaMM HGKMX € [nocanmosi Ta iHmi oismuni ocobu,
OO3BOJIAETECH OQOPMIIBATU PYKOIMCHMM CIIOCOOOM.

BilaHKM OOKYMEHT1B

19. OpraHizauinHo-posnopsanui IOKYMEHTMU OQOPMIIIITE C S Ha
BJaHKax, 0O BUITOTOBJAOTHCA 3T1OHO 3 BMMOTaMM Liel IHCTPYKLiI.

i1 BUT'OTOBJIEHHS OJIaHK1iB BUKOPUCTOBYITHECS apKyli mnamnepy
bopmaTy A4 (210 x 297 MmimimMeTpiB) Ta A5 (210 x 148 wMinimeTpiB).
IJO3BOJIEHO BUKOPUCTOBYBATU OJIaHKU bopmaTy A3
(297 x 420 MminimeTpiB) - nna obopmJIeHHS IOOKYMEHTIiB Yy BUIJIAn1
Tabmuue 1 A6 (105 x 148 MinmiMeTpiB) - OJI8 PEe30JIOLiM (HOPYyYEeHb) .

BrlaHkM IOOKYMEHT1B IMOBMHH1 MaTu Taki nomns (MinimMerpis) :



30 - nime;
10 - npase;
20 - BepxHE Ta HUXHE.

BjlaHkM KOXHOTO BMIOY BUIOTOBJSITLECS Ha OCHOB1 KyToBOTO abdo

[IOBOOBXHBLOT O PO3MilleHHS PEKB13UTIB. PekxBisuTu 3aT0JIOBKA
PO3MIimYyTHLCI LIEHTPOBAHMM (IIOYATOK 1 KiHEelb KOXHOTO pPaIKa PeKBisuTy
OOHaAKOBO BinmajieHli Bim Mex BO0HM poO3TallyBaHHS PeKBi3UTiB) abo

IPanopoOBUM (KOXHMM PAOOK PEKB13UTY [NOUMHAETHCHS Bl JI1BOI MeXl 30HU
po3TamyBaHHA PEKB13MTiB) Ccriocobom.

20. B ycTaHOBax BUMKOPUCTOBYIOTH Takili OJIaHKM IOOKYMEHTIB:
3arajbHuM O6JIaHK OJIS CTBOPEHHS Pi3HMX BMUIOIB HOOKYMeHTiB (0es

Ba3HAYEHHI Yy OJIaHKy Ha3BU BUIOY OOKYMEHTAa) (momaTok 2)

( 12422-2011-1 );

OnaHku g JmcTie (momaTkm 3 1 4) ( 1242a-2011-n );

OJIaHK KOHKPETHOIT'O BMUIOY OOKYMEHTA (13 3asHaueHHsSM Ha OJIaHKY
Ha3BM BUIOYy IOOKyMeHTa) (momaTok 5) ( 1242a-2011-n ).

BurorToBijieHHS OJIaHKI1B KOHKPETHMX BUIOLB IOOKYMEeHT1B
IOTNIYyCKAETHLCH, AKMO 1X KiJpkicTe neperumye 200 ommMHMIEB Ha Pik.

21. YcTaHOBU PO3POOJATH OJIaHKU IOOKYMEHTI1B CTPYKTYPHMUX
nigpo3minie abo OGJaHKM OOKYMEHTiB 1ocaloBol ocobwu y ToMy pasz3i,
KONMM KepiBHMK nimposminy um mocamoBa ocoba MalnTh NpPaBo NianmMcyBaTH
OOKYMEHTM B MeXax 1x I[IOBHOBaXeHb, 3as3HauUeHMx y OyHKTi 52 uiel
THCTPYKLiI.

22. YCcTaHOBM, IO BeOyThb JIMCTYBAHHS 3 [NOCTIiMHMMM 1HO3EMHUMM
KOpEeCHNOoHIOeHTaM, MOXYTb BUTOTORJIATHU OJIaHKM, PEeKBi3UTU SKUX
3as3HavalnTbCsa OBOMa MOBaMM: JIiIBOpydY - YKPalHCBKOK0, IMOIpaBopyd -
iHo3eMHOK. JepxaBHun I'epb VYkpaluum Ta I'ep® ABTOHOMHOI Pecny6iikwm
KpuMm Ha Takmx OJlaHKaAX MIPOCTAaBJAKTLCS Yy LEHTPl BepXHBLOT'O IIOJA.
Brnauku, o MicTaTh pPexBizuUTH, BUKJIaOeHl1 1HO3eMHOKn MOBOIW,
BUKOPUCTOBYBATHK B MeXax YKpPAalHM He PeKOMEeHIYyETbCSH.

23. BraHkM IOOKYMEHT1B TIIOBMHHI BUT'OTOBJIATUCH IPyKapChbKMUM
criocoboM Ha Oimomy manepi Bucokol gkocTi dapbamMmu  HACUUEHUX
KOJILOPiB.

3ayexHO Bim xapakTepy OisAJbHOCTLI yYyCTaHOBM 3a pimeHHaSM 11
KepiBHMKA OJIaHKM MOXYTb BUIOTOBJIATMCH 3a& OOIOMOTOKN KOMII'ITEpHOI
TEXHI1KU.

24. Bugm OJlaHK1B, WO BUKOPMUCTOBYITBCS B YCTAHOB1, Ta IIOPSIOK
ix OOJI1IKYy BM3HAUAKTBHLCHS 1HCTPYKI1€HD YyCTAHOBMU.

O6oB'4a3k0OBOMYy OOJIiIKYy NiONATATbL NIPOHYMepOBaH1l OJIaHKMU.

IlopanokoB1l HOMepPM NPOCTABJIANTLCH HYMepaTopoM, IOpyKapCbKuM ado
iHmMM crnocoBoM Ha  HMXHBOMY IIOJII  3BOPOTHOTO OOKy OjlaHka abo Ha
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JiBoMy mnoJii JUIBLOBOTO OOKYy OJaHKaA.

PimeHHs mpo HeoBximHicTe obJyiky onaHkiB, BUTOTORBRJIEHUX
YCTAHOBOK Ba OONOMOTOK KOMI'ITEepHOI TexHiku, [IpuiMae KepiBHUK
ycTaHoBu. Ocobu, gKi nepcoHallbHO BianoBimaioTes 3a oOik, 30epiraHHSa
Ta BUKOPUCTAHHA 6J'[aHKiB, BM3HAUAKTBLCHA KepiBHMKOM YCTaHOBM, IIPO WO
BUIOAETLCSH POBIOPAOUNM OOKYMEHT.

25. IHeski BHYTPimwH1 OOKYyMEeHTM (3asSBU OpaliBHMKiIB, HOmoBimHI
3anmMckKM, OOB1lIKM TOmO) Ta OOKYMEHTM, MO CTBOPKITLCS Bim imeHi
KiJIbKOX yCTaHOB, OQOPMIIKITLCS HE Ha OJlaHKax.

26. IIinp 4Yac 0OiOTOTOBKM OpraHizauiMHoO-po3nopsaluuMx IOKYMEHTI1R
IpalliBHUKM YyCTaHOB obOPMIIAITE ix 3 ypaxyBaHHAM BUMOT

ICTY 4163-2003 ( v0055609-03 ).

27. 3BobpaxeHHS HOepxaBHOTO Iepba VYkpalHM po3MimyeTbCcsa Ha
BJjlaHKaxX OOKYMEeHT1B BI1OMOBIONHO IO IIOCTaHOBM BepxoBHOI Pamu YkpaiHu
Big 19 mororo 1992 p. N 2137-XI1  ( 2137-12, 2137a-12 ) "Ipo
IDepxaBHuUr 1epd VYkpaiuu", Tepba ABTOHOMHOI Pecnybmixkm Kpum -
BiamoBimHO OO HOPMATMBHO-NPABOBUX aKTiB BepxoBHOI Pamm ABTOHOMHOI
Pecnybmiku Kpuwm.

300paxeHHSa JepXaBHOTO T'epba YKpalHy, T'epba ABTOHOMHO1L
Pecnybnixkmu KpuMm poszmMimyeTbcsa Ha BepxXHbBOMY II0JI1 OJlaHKa 3 KYyTOBMM
po3TallyBaHHAM PEKB13MTIiB Hall CEepPenMHOK HAaVMeHYBaHHS YyCTAaHOBM, a Ha
BiaHKax is IIO3OOBXHIM po3TawyBaHHAM pekBismuTie - y uLeHTpl
BEPXHBLOT'O mojis. Posmip 300paxeHHs: BucoTa 17 Mimimerpir, umpuHa -
12 minmimeTpiB.

28. Konm yCTaHOBM I[POCTAaBJIAETHCS 3I'1OHO 3 €OMHMM IepXaBHUM
peecTpoM MiANpMEMCTB Ta opraHiszauim Ykpainu (EOPIIOY) .

Ha ©OmaHkax nJis JMCT1B 3BasHaAdYeHMM KO posMimyeTbcsa oicis
pekBizuTy "IOoBinkoBi1 maHi mnpo ycTaHoOBY".

29. Konm dopmMm moxkyMeHTa (3a HagBHOCT1) po3MimyeTbcda 3IT1OHO 3
JKY]I Bulle Has3pM BUIAY IOOKYMEeHTA.

PimeHnHs monmo HeoOximHocTi dikcyBaHHS koIoy GopMM IOKyMeHTAa
npurMae KEPiBHUK YCTAHOBU OKPEMO MOMNO KOXHOTO BMUIY IOOKYMEHTA.

30. HarMeHyBaHHS YyCTaHOBU - aBTOpPa IOOKYMEHTa IIOBMHHE
BimnoBimaTy HaMMeHYBAaHHI, 3a3HadyeHOMY B IIOJIOXeHH1 (cTaTyTi) 1[Ipo
Hei. CkopoueHEe HaMMEeHYyBaHHS YCTAHOBUM BXMBAETHCS Yy pasi, KOJM BOHO
obinimHO 3adikcoBaHO B 3a3HaUEeHUX IOKYyMEHTax. CxopoueHe
HalMeHYBaHHSA PO3MiMlyeTbCH (y 1nyxxkax abo 6e3 HMX) HMXUe IIOBHOTO
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OKpeMUM PSAIKOM Yy LEeHTPl IOKyMeHTa.

HaliMeHyBaHHSA YCTaHOBM BUIOTO PiBHSA 3a3HaYaeThbCHad Yy CKOPOUYEHOMY
BUTIIAODi, a y pazi BimcyTHocTi 0QiuiMHO BM3HAUEHOT'O CKOPOUYEHHS -—
noeHicTio. Ha ©OjlaHkaxX yCTaHOBM, SKa Mae IOoIBiMHe abo [noTpilHe
NiOnopsaoKyBaHHS, 3a3HAuvalnTbCsa HAVMMEHYBAHHS YCix YCTAHOB BUIOTO
piBHA.

Ha ©6jaHky yCTaHOBM, fgKa OOHOYACHO MNizgnopsaakoBaHa MicueBinm
nepxaBHiM amMiHicTpauii i1 MinHicTepcTBy (iHmWOMY LEeHTPAaJIbHOMY OpPITaHYy
BMKOHABUOIL BJanOmM) , po3MimyeTbsCH Ti1JIbKU HaVMeHyBaHHS
nepxanmMinicrpanii.

HaviMeHyBaHHA $inii, TepuTopliasbHOTO BiANiJIeHHHA, CTPYKTYPHOTO
nigpo3misy yCTaHOBM 3asHadvaeTbCs TOHO1, KOJM BOHM € aBTOpaMu

OOKYMEHTa, 1 PO3MillyeThbCs HMWXUYE HaMEeHYBaHHS YyCTAaHOBMU.

JoBimxoBi maHi mpo ycCTaHOBY

31. JoBimkoBi @maHil ©OpoO YCTAHOBY MIiCTATL: IIOWTOBY azmpecy,
HOoMepu TesyieboHiB, Teynedaxkcis, TeJIeKC1iB, pPaxyHKiB y ©OaHKy, alpecy
€JIEKTPOHHOL [IOWTY TOLO . JoBinoxoBl @HmaHl pPO3MINYyTHCS HMWXYE

HAVMEeHYBAHHS yYyCTaHOBU abo CTPYKTYPHOTO Nimposnminy.

PexBisuUTM NOWTOBOIL ampecu 3a3HadvaKnTbCA B Takin
nocjaimoBHoCcTi - HasBa ByJIMli, HoMep OYOMHKY, Ha3Ba HACEJIEHOTO
IyHKTY, PanoHy, objacTi, NOWTOBUNM 1HIEKC.

HasBa BMAOY OOKYyMeHTa

32. HasBa BUIOYy IOOKyMeHTa (Hakasz, pPimeHHd, OONOBiIgHa 3anmMckKa
TOIIO) BasHadvaeTbCHd Ha 3arajibHOMy OJIaHKY JIPYKOBaHMM UM MAMMHOIIMCHUM
crnocoboM 1 MOBMHHA BinmnmoBinaTu HazBaM, epenbaueHuMm IKYI.

JaTa poxyMeHTa

33. IaTorn »OOKyMeHTa € BimmoBimHo @maTa MOTO nimnmcaHusa,
3aTBEPIXEeHHA, NPUMHATTH, peecTpauil ado BUOaHHA. JaTa Ba3HadaeThbCsd
apabcekuMM UudpaMM B OOMH pPSIOK Yy TakKiM [OOCJH1IOBHOCTi: dUMCIO,
Micsaups, pik. Hara obopMiserscsa uudpoBuM abo CIOBECHO-UIMOPOBUM
criocoboM. Y pasi obopMIIeHHS IaTu LUMOPOBMM CHOCOOOM uMCJIO 1 Micsaub
IpOCTaBJIATHCA OBOMa napaMu LUudp, PO3OiJeHMMM KpPalKoon; pik -
yoTHMpMa UmdpamMu, Kpalka HalpuKiHIl He CcTaBUTLCA. Hanpuknan:

02.03.2011.

Y TexcTax HOPMATUBHO-IIPABOBMX AaKT1B Ta NOCUJIAHHSX Ha HMX 1
OOKYMEeHTax, o M1CTSTH BimomocCcTi biHaAHCOBOTO XapakTepy,
3aCTOCOBYETHLCHA CJIOBECHO-LIUOPOBUM crnoci® 3a3HAYEHHSA oaT 3
IPOCTAaBJIAHHAM HYJIS B IIO3HAUEHH1 »OHA Micsansg, SKmo B1iH MicTMTe OOHY
unbpy, Hanpukiaan: 02 xeitHa 2011 poky. JJO3BBOJAETBHCSA BXMBATU CJIOBO
"pik" y ckopoueHoMmy BapianTi "p.", Hanpuknazn: 03 uepBHsa 2011 p.

Ao OOKYMEHT CkJlaleHO He Ha OJilaHKy, IaTa 3a3HadaceTbCsa HUXUe
nignucy JiBopyd. JaTa OOKYMEeHTa MNPOCTAaBJIAETBLCS [I0OCAIOBOK 0OCODO,
Aka Moro nianucye abo BaTBEPIXYE.



O6oB'sa3K0BOMY IATYBAHHIO 1 NiANMCAHHID NigngaralnTb yci cayxbomi
BiOMIiITKM Ha IOOKYMEeHTax, TIoB'sg3aHl 3 I1IX MNPOXOIXEHHSM Ta BUKOHAHHAM
(pezogiolii, MNOTOOXEeHHA, Bi3M, BI1OMIiITKM PO BMKOHAHHS HOOKyMeHTa 1
HalpaBJIEHHS MO0 OO CHpaBH) .

Ha moxymeHTi, BUIAHOMY IBOMa abo Binbue ycTaHoBaMu,
3al3HavaeThCca OIHAa JaTa, fSKka BimnoBimae maTi OoCTAHHLOTO Iimnmucy.

PeecTpanuimumi iHJeKC OOKYMEHTiB

34. IHpmexkcallld OOKYMEHT1B IojiaTae y IIPMCBOEHH1 IM YMOBHUX

MIo3HauveHb - 1Hmexkcim, gK1 HajawTbCad »OOKyMeHTaM Oin yac IXx
peecTpanii.

PeecTpaluiMiHuil iHOEKC CKJIaa€ETbCHA 3 MIOPAOKOBOTO HOMepa
OOKYMEHTa Yy Mexax TpynoM »OOKYMEeHTiB, 1O pPeecTpyonTbCcsa, SKUM
IOTIOBHIETHLCS 1HOeKcaMu, IO 3aCTOCOBYKTHCS B YCTAHOB1, 30kpema
inmexcaMmu 3a HOMEHKJIa Ty POIo CIpasg, CTPYKTYPHOTO Iimpo3zniiy,

KOPECIIOHIOeHT1iB, nocamoBux ocib, sgki posrnapmanTb abdo OiOnoMcynThb
IOOKYMEHT, BUMKOHABII1B, MNMUTAHbL Oi14JIBHOCT1 SAKMX CTOCYETLCHA IOKYMEHT,
TOMO .

CkJIaIOBl YACTMHM PEECTPAL1MHOTO 1HIEKCY BiOOKPEMIIIITHCS OIHAa

Bim opnHol nOpaBoOiuHOKL MNOXWMJIOK PUCKOW0. IlocnimoBHiCcThE HaNMCaHHSA
CKJIQHOBUX UYACTMH PEECTPALI1MHOTO 1HIOEKCY MOXEe 3M1HIBATMCHA SBaJIeXHO
Bim TorO, HAKMM HOOKYMEHT PpPeecTPyeETbCs, — BXIOHUNM UM Takui, MO

CTBOPEHUN B YyCTAaHOBI.

IOnsg BX1IOHMX IOKYMEHTIB peecTpalllumy 1iHIexc cCKJjlalaeThbcsa 3
NopaOKOBOTO HOMEepa Ta 1HOEKCY 3a HOMEHKJIaTYypoil crapaB afo 1HIOTO
iHOeKcy, MmO SBaCTOCOBYETHLCS B YCTAHOB1l, HaNpMUKJIAN: 845/01-10,
ne 845 - nopankoBuit HoMep, 01-10 - iHmexkc cHnpaBM 3a HOMEHKJIATYPOIO.

Y BUXI1OHOTO IOKYMEHTA PEeeCTpaliVHMI 1HIEeKC MOXe PO3MimyBaTUCS
Yy BBOPOTHIiM NOCHimoOBHOCT1 — iHIEeKC B3a HOMEeHKJaTypow cnpabB (y pasi
norpedu MOXe B3asHavaTKChb TAaKOX I1HmMMIM 1HOEKC, MO BaCTOCOBYETHCS B
YCTaHOB1l) Ta NOPAOKOBMI HOMEp, Hamnpukiaarn: 02-15/258, me 02-15 -
iHOexC copaBM 3a HOMEHKJIATYpPok, 258 — NopsaoxoBUIM HOMEP.

3 MEeTon POo3pPisHeHHS TPyl IOOKYMEHTIB OO peecTpalirHOoTOo iHOeKCy
MOXEe ImomaBaTMCsa BimMiTka, ska CKJIaIaeTbcsa 3 JiTep, Hanopukian:
120/02-15 JCK, omne ICK 3acCTOCOBYEThLCHA OJA [NO3HAUEHHS HOOKYMEHT1B 3
rpuooM "Iya CcaAyXOOBOT'O KOPUCTyBaHHA".

AKIO OOKYMEHT MNiOTOTOBJIEHO IBOMa UM Binpme yCcTaHOBaMM,
peecTpauivHMY 1HOEKC BKJIOUAE 1HOEKCM KOXHOI 3 LMX YyCTaHOB, fAKi
IPOCTAaBJIANTLECA Uepes IpaBoOiuHy NOXUIIY PUCKY B IIOCJIiIOBHOCT1, B
AK1M OOKYMEHT [iAnMcaHo Moro aBTopamMu, Hanpukiaan: 41/68 - mns
CNiJIBHMX PO3NopAnUYMX HOKyMeHTie abo 03-14/450/02-11/208 - 1ns
CI1JIBHMX JIMCTIiB.

Micue posTamyBaHHS peecTpanlivHOTO iHmexkcy Ha IOOKYMeHTI1
3anexuTs Bin Buoy OJlaHka Ta BUIOY OOKYMEHTA.

Y pasi 3BacTocyBaHHS ABTOMaTM30BAHOIL cucTeMu peecTpanii
IOKYMEHT1B MOXe BUKOPUCTOBYBATHUCH MTPUX—KOJI . Insa  BUX1OHUX



IOKYMEHT1B WTPUX—-KOI BKJINUAE peecTpalliMHmy i1HIeKC 1 maTy HOOKyMeHTa

Ta PO3TAalOBYETHCH y Mexax, 3a3HayYeHUx y ICTY 4163-2003
( v0055609-03 ) onns pexkBisurie 6jlaHky, a caMme: 3 KyTOBUM
pos3TamyBaHHAM pekBizuTiz - 73 wMinimMeTpm Binm nouaTky I[IepUOTO
PEKB13UTY, 3 NO3IOOBXHIM - 77 MimimMeTpin.

35. Insg BUXIOHMX HOOKYMEHT1B I[IOCMJIAHHS Ha PeecTpallMHMY 1HIeKC
i nmarty I»DokyMeHTa BKJouae B cebe peecTpalilHmi iHmexc 1 maTy ToOTO
IOKYMEHTa, Ha SKMM HaeTbCcsa BimnoBinb. lelt pekBisuT € 000B'sA3KOBUM
i posramoryeTbcsa Hmwxde abo Ha PpPiBH1 peecTpaliMHOTO 1HIOEKCY Y
creuniajJbpHO BilimBemeHoOMY Micil Ha OJIaHKY.

36. BimomocTi mpo Micue ckjaneHHs abo BUIAHHS 3a3HadvalwTbHCsa Ha
BCix I@OOKyMeHTax, kpim JmucTiB. 3asHauveHl BigomocTi odbopMIISIOTBHCS
BigmoBimHO @[mo aIMiHiCTpaTHMBHO-TEPUTOPlasbHOTO HOA1iNYy YkpalHM. AKIO
BimomocTli npo reorpadidyHe MicClLes3HAXOIXXEHHS BXOLOATH IO HalIMEHYBAaHHS
YCTaHOBM, LlieM PeKBi3uT He 3a3HaudaeThbCs.

37. T'pud obOMexeHHA OOCTYIYy IO IOKyMeHTa ("IOiua cayx0oBOTO
xkopucTyBaHua", "Taemuo", "linxoMm TaemHO", "OcoOmmBOl BaxjmBoCcTi")
obopmngeTbCca 3TimgHO 3 BigmorimHMMM HOpPMaTMBHMMU axKTaMmu i

pPOBTANIOBYETHCA Yy IHIpaBil¥ dYacTMHLI BepxXHBOT'O IIOJIS HOOKyMEeHTa BUIIE
pexBizuTy "Anpecatr" abo "T'pud zarTBepIxeHHA".

38. JoxyMeHTHU ampecynTbCs yCTaHOBi, i1 CTPYKTYPHUM
nigpozmisam abo KOHKpeTHiM mnocanmoeiy ocobi. VY pazi ampecyBaHHSA
IOKYMEHTa ycTaHoBl abto il CcTpyKTypHMM nOimpozmisam ©Ge3 3Bas3HayveHHS
mocamoBol ocofm 1Ix HaMMEeHYBAHHS HABOOATLCHA Yy HABMBHOMY BIlIMiHKY,
HanpUKJIam:

HauioHasnbHe areHTCTBO 3 NUTAHb
OEePXaBHOL CIyXOu

AKIIO OOKYMEHT HaIOCUJIaceThsCd [oCcamoBilt ocobi, HalMMeHyBaHHA
YCTaHOBM Ta 11 CTPYKTYPHOTO NOimposnisy HABOOSATHCS Yy HaA3UBHOMY
BimMiHKY, a nocama 1 npisBulle ampecaTa — Yy IaBaJlbHOMY, HaAIpUKIAL:

IJepxaBHa apxiBHa cJyxba
®iHAHCOBO—-E€KOHOMIUHE yIPABJI1HHS
HavanbHUKY yNOpaBJIiHHS

npizBume, iHiunianm (iniuian imeni)

Y pasi koM IOKYMEHT aIpecyeTbCsa KepliBHMKOB1 ycTaHoBM abo
Moro 3aCTYNHMKOBI, HaliMeHyBaHHS YCTaHOBM BXOIMTB IO CKJIaOy
HaliMeHyBaHHSA [ocaIM ajpecarTa, fAKe HaBOIUTHCH vy IaBaJIbHOMY
BiIOMiHKY, HaNIpHUKJAN:



T'onoBi IepxaBHOI MMTHOI CITyXOU
npizBume, iHiunianm (ixniugian imMeni)

AKIO OOKYMEHT alpecyeThbCs KiJBKOM OOHOPI1IOHMM 3a XapaKTepoMm
oisanpHOCTI yCcTaHOBaM, 3asHavaeTbCA y3arajbHeHe HaVMeHYBaHHS

ampecaTiB, HaOpPUKJIaD:

eHTpaJIbHYM IOEPXaBHMM apxiBam

IJoxkyMeHT He IIOBMHEeH MaTu Oijbule dYoTHMpbOx anpecaTis. CJoBO
"xonia" nepen HaVIMEHYBaHHAM Opyroro, TPEeTLEOTO, UYeTBEePTOI'O
ampecaTiB He CTaBUTLCA. Y pal3l HaICWUJIaHHA OOKyMeHTa Oijbme Hix

YOTUPBLOM aIpecaTaM CKJaOaeThbCsa CIMCOK Ha PO3CUIIKY 13 B3a3HAadyeHHAM
Ha KOXHOMY IOKYMEeHT1 TiJIbKM OOHOT'O alpecarTa.

PekxpiszuT "AmpecaT" MOXe BKJOUaATM anpecy. Illopamok 1 dopma
3anoucy B1IOMOCTEM NIPO aXpecy yCTaHOBM NOBMHHI BimmosimaTu lIpaBuiam
HalaHHS [OCJyT IIOWTOBOTO 3B'A3Ky, 3aTBEepIXeHMM [NOCTaHOBOK KabiHeTy
Minicrpie Ykpaiuu Bim 5 6epezua 2009 p. N 270 ( 270-2009-n )
(Opiuivamm BicHuMk Ykpainm, 2009 p., N 23, cr. 750). I[oBHa ampeca
3a3HavaeTbcsa Yy pas3l HancuilaHHA IOKYMEHTa PpasOBMM KOPECIIOHIEeHTaM,
HanpukKiIan:

MinicTepcTBOo BCTMIILI
ByJ. I'opomeubkoro, 6ym. 13,
M. Kmis, 01001

Y pasi HaICUJIaHHA OOKYyMEHTa biznunin ocobi CIIOYaTKYy
3aBsHavaeTbCs Yy HaBUMBHOMY BimMiHky npisBume, im'a Ta no 0aTbKOBI
(igiugianm um iHiuian imeni), noTim momwToBa ampeca, HaNpPUKIAL:

ToHuapyk OJyekxcaHnp Cepriroruu
Byn. Cypikoma, ©6yn. 3a, kB. 1,
M. Kmis, 03178

Y pas3l HaOCuJIaHHS IOOKyMEeHTa opraHaM 3aKOHOIaBYOol 1 BMKOHABUOIL
BJlanX, IIOCTiMHMM KOPECIIOHIEeHTaM I1xX [oWToBa aIpeca Ha IOKyMeHTax He
3a3HavacTbCA.

T'pud BaTBepmxeHHST AOKYMEHTa

39. IoxkyMeHT 3aTBepPOXyeTbCsa I[I0OCAOOBOK 0COBO00 (mocamoBmMM
ocobamm) , IO TIOBHOBAXeHbL HAKOI (SKMX) HAJeXUTh BUPILMEHHS IMTAaHb,
HaBeIEeHUX y TaKOMy IOKYMeHT1, abo po3nopanuMM IOOKYMEHTOM YCTaHOBMU.
HopMaTMBHO-NIPABOB1 aKTM (IMIOJIOXEHHS, 1HCTPYKL1l, nOpaBmia, MIOPSAIKU
TOWO) 23aTBEPIXYITHLCS POBNOPAOUMM INOKYMEHTOM YCTAaHOBM, WO BMUIaJa
BiOomoBimoHMI akKT.

3aTBepOXEeHHS [IEBHUX BUO1B IOKYMEHTI1B 3N01MCHIOETHCH 3
npocrapjeHHAM Tpuda 3aTBepIXeHHS (ODOmAaTOK 6) .

SKIO OOKYMEHT BaTBEPIXYETHCS KOHKPETHOK MNOCaJoBOKW ocobom,
rpud 3aTBEPIXEHHS CkKJaZaeTbcda 13 cjaoBa "3ATBEPIXYIO", HaliMeHyBaHHS
nocanu, ninmnmcy, iviunianis (ixniuiany imeni) 1 npisBuma ocobu, saka
3aTBepOuiia IOKYMEeHT, OaTU 3aTBepIXeHHs. Hanpukian:
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SATBEPIXYI0

MiHicTp KyJIbTYpPHU

nipnuc, iHinianu (ixniuian iMmeHi), HOpiszBulle
ITaTa

Y pasi xoamu IOOKYMEHT BS3aTBEePIXYyETHCS I[IOCTAHOBOK, pPllleHHAM,
HaKasoOM, PO3MNOPSAIXEeHHAM, TIpPud BaTBEepPIXeHHS CKJIaIaeTbCs 13 CJoBa
"SATBEPIXEHO", Has3BM BUIOYy HOOKYMEHTa, SKMM 3aTBEPOKYETHCH CTBOPEHUM
OOKYMEHT, Y HaAa’3MBHOMY BiIMiHKY 13 Ba3HaueHHAIM MOTO OaTM 1 HoMepa.
Hanpuknan:

SATBEPIXEHO
Hakxas MiHicTepcTBa biHaHCiB
12 Bepezusa 2009 N 298

Tpud 3aTBEepmXEeHHS PO3MINYETHCS Yy MNIPaBOMYy BEpPXHBOMY KYTKY
Iepumoro apkyla IOKYyMeHTa.

Y pasi 3BaTBepIOXeHHS OOKyMEeHTa KiJbkoMa [IOCamoBMMM oOcCoBamu
Tpudr 3aTBEpPIXEeHHS PO3TANOBYRTHCH HA ONHOMY PIiBHI.

Pesomnmonis

40. Pesojioliis - ue 3pobIeHMM [0CamoBo0 0coBoin Hammc Ha
OOKYMEHT1, HGKUM MICTUTbH CTUCIMM BMICT NPUMHSTOTO HEn PllleHHS MOOo
BUMKOHAHHS OOKYyMEHTa.

Pezosolia CKJIAZAETHCA 3 TaKUX €JIEMEeHT1B: MNpisBulle, 1HIiniamnu
(igimpias imMeHi) BMKOHABIIA (BMKOHABILI1B) Yy IOaBaJIbHOMY Bi1IMI1HKY,
3MiCT HOPYYEHHS, CTPOK BMKOHAHHS, OCOBMCTMIM NiAnuMc KepiBHUKAE,
maTa.

KO OOPYYEeHHS HamaHO KiJIbKOM [OCAamoBMM ocofaM, T'OJIOBHUM
BMKOHABIIEM IOKYMEeHTa € 3a3HaueHa nepmown ocoba, SKiM HamaeTrbcd
NpaBO CKJIMKATHM 1HMMX BMKOHABLI1B Ta KOOPOMHYBaATH 1xX poboTy. Illepuoi,
AK NPaBUJIO, 3al3HauaeTbcsa ocoba, dka 3alMae BuUly abo piBHY Hocamy.

Ha pmoxyMmMeHTax 13 CTpOoKaMM BMKOHAaHHA, gKi1  He IoTPedbyITh
OOIDaTKOBUX BKa31BOK, Yy pe30Jolill 3asHaualnTbCsa BUKOHABElb, NIiANNMC
aBTOpa pesoJyoIii, marTa.

Pezosoliga NPOCTAaBISAETECA 0Oe3mIocepelHbO Ha JOKYMEHT1  HMXUE
pekBizuTy "AnpecatT" mapaJjieslbHO OO OCHOBHOTO TEKCTY. SKIO Micls Ojs
pe3oJiollil HemocTaTHBO, 11 MOXHa MNPOCTaBJATM Ha BijgbHOMY Binm TekcTy
Micuil y BepxXHilM uyacTMHI nepmoro apkyla IJOKYyMeHTa 3 JIMLILOBOTO OOKY,
ajle He Ha IOJI1 JOKyMEeHTa, IIPpM3HAUYeHOMY IJid NIiImMBaHHS.

Y pazi KoM IOOKYMEHT Minjsaraec ITOBEPHEHHI, BU3BHAYAETHLCH
IoeTaJIbHUM [IOPANOK BMKOHAHHSA NOKyMeHTa abo YyTOUHIITLCHA BMKOHABII,
pes3oJypolisa Moxe oQOpMIATMCSA Ha OKpeMMx apkKymax abo crhneuniajbHUX
BJlaHkax 13 Bal3HaAUYeHHSAM PeecTpaliMHOTO iHIexkcy 1 maTm OOKyMeHTa,
IKOTO BOHAa CTOCYETHLCSH.

3aroloBOK OO TEeKCTYy HOOKYMEeHTa



41. 3arToJIOBOK OO TEeKCTYy IOKYyMeHTa IIOBMHEH MIiCTUTM KOPOTKMUIM
BUKJIAI 3MiCcTy »OOKyMeHTa 1 OyTM MaKCUMMaJIbHO CTUCJIMM. 3aroJIOBOK
bopMyJOETHECA NPAalLli1BHUKOM, HAKUNM CTBOPKE IOKYMEHT. 3arojioBOK, o06OCHAr
akoro neperumye 150 3Hakir (5 pgamkiB), OOBBOJISETHCH MNPOHNOBXYyBaTU
0O Mexl npaBoro nojs. Kpanka B KiHIII 3arojioBka HE CTaBUTHLCH.

3aroJyiIoBOK BimmoBimae Ha nuTaHHa "mnpo mo?", "koro?", "uoro?".
Hampukian Hakas (mpo mo?) Npo HalaHHA BlONYyCTKM; JIMCT (OPO IMO?)
Npo opra”Hiszanin Hapamgu; NOPOTOKOJ (YOTo?) BacimaHHsg aTecTauimHoIl

xoMicil; nocamora iHcTpykuisa (Koro?) TI'OJIOBHOTO cleliasicra.

Bes 3arojioBka HOBBOJISETHCS CKJAIATM KOPOTK1I IOKYMEHTM Ha
Brnankax oGopmaTy A5 (210 x 148 wMinmimeTpimB), Bo0KpeMa CynopoBinHi
JIMCTHU, TeJjerpamyu, Tesle@OHOTPaAMU.

BigMiTKka Opo KOHTPOJBL

42 . BimmiTka ©Opo KOHTPOJIB O3HAauvae, MO OOKYMEHT Yy34TO Ha
KOHTPOJIb IJisg BabesneueHHs MO0 BUKOHAHHS B YCTAHOBJIEHUM CTPOK.

BimMiTka MNPO KOHTPOJIb POOUTHCA LJIAXOM [IPOCTAaBJIeHHA JjiTepm "K"
uy cjoBa "KoHTposp" (Bin pyxmu abo 3 BMKOPMCTAHHAM WMITaMIa) Ha
JiBomy mnoJsii nepmoi CTOPiHKM HOOKyMEeHTa Ha PiBH1 3arojioBka IO
TEKCTY .

Y pazi HeoOximHOCT1 NOBEepPHEHHS IOOKYMEeHTa YyCTaHOB1 — aBTOpPOBi
abo QismuHiMm ocobi BimMiTka NOpPO B3ATTH Moro Ha KOHTPOJIb
IPOCTaBJISAETHCA Ha OKPEMOMYy apKylll IJd pe30JioLil.

TexCcT ODOKYyMEeHTAa

43. TexcT pOokKyMeHTa MicTuTe inbopManin, s dikcyBaHHS SKOI

noro OyJO CTBOpeHO. IHbGopMalisg B TekCTi HOOKYMEHTa BUKJIIAINAETHCH
CTMCJIO, TPaMOTHO, BPO3YyMiJI0 Ta 00'eKTMBHO. JIOKYMEHT He MIOBUHEH
MicTuTM TIOBTOPiB, a TakKox CcJiB 1 3BoOpOoTimB, Akl He HEeCyThb
3M1ICTOBOI'O HaBaHTaxeHHS. IIino yac CcKJaaHHS ITOKYMEHT1B BXMBAETHLCH

OiJIOBUM CTWMJIb, @OJIS SAKOTO XAaPaKTEepHUM HEMTPAaJIbHUM TOH BUKJIAOEHHH,
nosfaByieHUy OOpPal3HOCT1, eMOLiMHOCT1 Ta 1HOMBiOyaJlbHUX ABTOPCBKUX
puc.

TexCcT OOKYMEHTa IIOBMHEH CTOCYBATHUCH TOTO NIUTaHHSA, ake
chopmysibOBaHe B 3aTOJIOBKY IO TEKCTY.

TekCT IOOKYyMeHTa O(opMIIAeTbCAa Yy BUIJIANL CcyuisnbHOTO 3B'A3HOTO
TexkcTy abo aHkeTy um Tabauui, abo mISxXoM MNOEIHAHHS LIMX GOPM.

CyuinpHMM 3B'S3HMM TEKCT HOOKYMEHTa MIiCTUTH TI'pPaMaTUUHO i
JOoTiuHO y3ToImXeHy i1HbopMmauiln npo yhnpaBjaidnckxki mii. Taxka dopwma
BUKJIANEHHS TeKCTy IOOKYMEHTa BMKOPMUCTOBYETHLCS INIin dYac CKIaOaHHS
IIOJIOXEHb, INOPAIK1B, NpaBWJl, PO3NOPANUMX INOKYMEHT1B 1 JIMCTiB.

CyuinbHuy 3B'g3HUNM TEeKCT, SK [OPaAaBUIIO, CKJANAETBCS 3 OBOX

YyacTuH. Y HOepmwiM (BCTYNHiM) dYacTHHIL 3a3HavaeTbCH nimcrara,
oOTPYyHTYyBaHHsa abo MeTa CKJIaIeHHS IOKYyMeHTa, VYV IOPyTil (3aKJIouHin)
YyacTMH1 — BMCHOBKM, Iponosmuii, piumleHHs, [OpoxXaHHS. B okpeMmux

BUIIAIKax IOOKYMEHT MOXe IIicJig BCTYIIHOI YaCTUMHM MI1CTUTUM MOTUBYBAJbHY



YaCTUHY, B SKiM OOTPYHTOBYETLCS O3UL1S YyCTAHOBMU.

Y mekcTli IOOKyMeHTa, [IiIOTOTOBJIEHOT'O BiAMNOBiOHO IO IOKYMEHTIiB
iHmmMx ycrTaHoB abo paHime BUMOAHMX JOKYMEHT1B, 3a3HavyawTbCsa IX
PEeKB13UTU v Takim IOCJILDOBHOCTI @ HasBa BULY IOOKYMEHTa,
HaVMeHYBAaHHS YCTAHOBM — aBTOpa IOKyMeHTa, JaTa, peecTpauinHmm
HOMEP, 3ar'0JIOBOK IO TEeKCTY.

TexCcTM CKJIAIHMX 1 BeJIUKUxX 3a o06CIroM HOOKYMEHTiB  (IIOJIOXEeHHS,
npaesmijia, 1HCTPYKUii, orjaganu, 3B1iTM TOMmMO) MNOOiJARTLCS Ha poO3moisu,
nimgposminu, NOYHKTM, OiOOYHKTM. IYyHKTU Yy TekcTi HYyMEPYIOTbCSH
apabcbkuMmy  UImbdpamMm 3 KPAankowo, a OiOnyHKTM - apadbcbkuMmu LubpamMm 3
OYXKOI0.

B okpeMux BUIIaIKax PO3IO1JM MOXYyTb IOoIijaTmcsa Ha IJaesu, a
TaKOX HYMepyBaTUCHA PUMCHKMMMU LudpaMu.

44 . dopma AHKeTU BUKOPUCTOBYETHLCS Yy pal3l BUKIJIAOEHHS Yy
uubporomMy abo cioBecHoMmMy BuTIAni inbopmanii npo oamH oB'ekT 3a
neBHuM oOcaroM OsBHak. llocTirHon iHdopmanicin B aHkeTl € ysarajbHeHi
HaliMeHyBaHHS O3HAaK, 3a SKMMM OPOBOIOUTLCS onmc o6'ekTa, a 3MI1HHOKL -
KOHKPETH1 XapaKTepUCTUKH.

45. TabamuHa bopwma IOOKYyMeHTa BUKOPUCTOBYETHLCSH y pasi
BUKJIQIEHHA y uUMd@poBOMy abo CJOBECHOMYy BMUIJIAOi 1iHbopMauil 0po
Kinbka 00'ekTiB 3a pgSOoM O3HAK. 3arojoBKM Tpad Tadbnmuil noumyTbcs 3
BeJIMKOI JiiTepmu, Oims3arojioBKkM - 3 Majoi JiTepu, AKILO BOHU
CTAHOBJIATH omHe uise i3 B3aroJjiloBKoOM, 1 3 BeJMKOIL - HAKIO
Iin3aroJIoOBOK Mae cCcaMOCTiliHe 3HaueHHA. Kpanku B kiHU1 3arojnoBkim i
nimzarojyioBkiB rpad He CTaBIATbCA. 3aroJIoOBKkM 1 nimzarojoBku Ipad Ta
psankie Tabauili  nOOBMHHI 0 OyTM  BUKJIAOEeH1 1IMEeHHMKOM Y HAa3UBHOMY
BiIgMiHKY OIHMHM. Y BarojJioBkax 1 nOimsarosoBkax pankiB 1 rpad
Tabamill  BXMBAKTbCA JiMIIe 3aTraljlbHONPUMHATLI yMOBH1 MHoO3HaueHHa 1
CKOpoueHHsa. [I'padtm Tabnmuili, gxi posaMimyonTbCS Ha K1JIBKOX CTOPiHKAX,
HyMepyonTbCsa. Ha IpyTriy Ta HaACTyNHMX CTOPiHKax Tabimuii 3asHavamnTbCs
HOMEepPU rpad, a TAKOX Yy BEPXHLOMY MPaBOMYy KYTKYy -— CJIOBa
"I[lpomnoBxeHHS nonmaTtka'.

BigMiTKM Opo HasBHiCTBL JOJaTKiB
46. JomaTkM OO HOOKYMEHTiB, KpiM JomaTkiB OO CYIPOBI1IOHMUX
IUCTiB, CKJIAOAnTbLCS 3 METOK INOIOBHEHHs, IIOSCHEHHS OKPEeMMX MTaHb
OOKyMeHTa afo OOoKyMeHTa B LijioMy.

47. JomaTku OO IOOKYMEHT1B MOXYyTb OYyTM TakKMxX BUIIB:

OOmaTKM, MO 3aTBEPIXYIOTHCS POBNOPAIUYMMA IOKYMEHTaMM
(moJjioxeHHs, 1HCTPYKUii, nOpaBwuia, MNOPSIKM TOIO) ;

OOOATKM, IO OOMNOBHIOITE Ta/afo MNOSACHOTL 3SMIiCT OCHOBHOTO
OOKYMEHTAa;

OOINaTKM, WO HaIOCUJIAKTHCH 13 CYyNPOB1OHUM JIMCTOM.

48. Ha pomaTkax, IO 3aTBEPIXYITHCS POBNOPAOUMMM JOKYMEeHTaMM
(mojioxeHHs, iHCTPYKLiI, npasuia, NOPAOKM TOWO) , IPOCTAaBIIAETECHA



Tepud z3aTBEepmKEeHHS BimgnoBimHo mo nyHkTy 39 uiei  IHcTpykuii. VY
BimmoBimHMX NyHKTax posnopanuoi YACTUMHM OOKYMEHTa poburhbcs
rnocmiyiaHHug: "uwo popmaeTbca" abo " (momaerbcg) "

Ha pmomaTkax OO JOKYMEHT1iB, 1O BaTBEPIXYITHCHS PO3IOPAOUMMU
OOKyMEeHTaMMr, PobmuTbCca BiaMiTka y BEPXHBLOMY IPABOMY KYTKY II€PIIOTO
apKylla OonaTkKa, HalpUKJan:

HomaTok 5
no IHCcTPpyKL il
(myHkT 8)

49. JomaTkM IOOBiIOkOoBOT'O ab®o aHalliTMUHOTO XapakTepy (rpadiku,
cxeMu, Tadanili, CIIMCKM TOIIO) OO OCHOBHOI'O IOKyMEeHTAa IIOBMHH1 MaTu
BigMiTKy 3 TIIOCMJIaHHAM Ha Le¥ JOKYyMeHT, MOoro JaTty 1  HoMep,
HaNpuKiamn:

JomaTok
0o Hakasy MiHicTepcTBa
OXOPOHU 300POB'4

20.04.2009 N 295

Y TexcTl OCHOBHOTO INOKYMeHTa pPOoOMThbCS BimMiTka Npo HaABHICTH
momaTkir: "mo gpgomaeTrsca", "spigHo 3 pmojaTkoMm", "(gomaToxk 1)";
"BignowimHo mo pmomatka 2" abo " (omuB. momaTok 3)".

50. JomaTku obOpPMIIAITHLCS, SK NPaBMIIO, Ha CTAHOAPTHUX apKyllax
nanepy. Ha mpyroMy 1 HacTyInHMX apkyllax IolaTka pobuThbcd BiIMiTKa:
"IlpomoBxeHHA nomaTtka", "llpomosxeHHSA nmomaTka 1".

Y pazsi HagBHOCTI KiJBKOX »OOIDATKIB Ha HUX 3a3HavanThbLCcAd
NopsSAnOKOB1 HOMepw, Hamnpukiazn: Jomatok 1, JomaTtox 2 Tomo. 3Hak "N"
nepen UMOPOBUMM I[IO3HAUEHHSM HE CTaBUTHLCSH.

Yci momaTku IO IOOKYMEHT1B Bi13yHOThHCHS MNPAlliBHMKOM, SKUM CTBOPUB
IOKYMEHT, Ta KEP1lBHMKOM CTPYKTYPHOTO NiApo3mijy, B SKOMY MOTO
CTBOPEHO.

JomaTky HOPMAaTMBHO-IIPABOBOTO XapaxkTepy (TIOJIOXEeHHS,
iHcTpykuii, npaBuila, NOPSIKM TOWO), MO 3aTBEPIXKYIOTLCS PO3MNOPSIIUMMU
OOKYMEHTaMM, MNiANUCYITbCS KepiBHUKAMU CTPYKTYPHUX nimpos3ninis

YCTAaHOBM Ha JMILOBOMY 601 OCTAHHLOTO apkKyla IooaTKa.

51. ¥ pas3ili xoauM OOZATKM HaAIOCUJIAITHCS 13 CyHNPOBlOHMM JIMCTOM,
BimMiTka npo HaAsSABHICTBH OOIATKIiB po3MimyeTbcs HOicjs TeKCTy JmcTa
nepen ninnmcom.

Ao ODOKYMEHT Mae€ IOIAaTKM, [IOBHE HAalVMEeHYBAHHA AKUX HABOOUTLCH
B MOTO TekcTi, BimMiTka mnpo HASBHICTE JOmaTkKiB OQOPMISETBHCS 3a
TakKon GoOpMOn:

JomaTok: Ha / apkK. y 2 IPUM.
AKIIO IOOKYMEHT Ma€e IOoIaTKM, [IOBHE HaMMeHYBAaHHSA AKUX Yy TeKCcTi

He HaBOIUTHLCH, 1xX HeobximHO mnepeniumTu nicijasa TekcTy 13 3a3HaueHHAM
K1iJIBKOCT1 apkyuliB vy KOXHOMY HOOINATKY Ta KiJbKOCT1l IxX NpuMipHMKIB,



HaNpuKJanm:

DomaTkm: 1. JloBimka IpoO BUKOHAHHA I[IJIaHY PO3BAaHTaXyBaJIbHMX pPoBIiT 3a
I xBaprasm 2010 p. Ha 5 apk. B 1 mpum.

2. Tpabix pemoHTHUX poBOiT Ha I xBaprtan 2010 p. Ha 3 apk.
B 1 npum.

AKmo mo IDOKYyMeHTAa IJOINAETLCA 1HMIUMM OOKYMEHT, AKUM Mae OOOATKU,
BigMiTKy HOpO HasgBHiCTb momaTka OGOPMIISITE 3a Takoin GOpPMOI:

HomaTok: JgucT YkpomepxapxiBy 20.09.2010 N 595/ 04-12 i momaToK IO
HBOT'O, BCbOTO Ha 20 apx. B 1 mOpum.

Y pazi koam OOKyMEeHT MicTmuThb Binpume oecsaTu OOmaTkKis,
CKJIAHDAETBLCSA ONMC 13 Bas3HAUEHHAM Yy IOOKYMEHT1 Takol BIiIIOMITKM:

JomaTok: 3TimHO 3 ONMCOM Ha 3 apk.
Ao mDOmDAaTOK HANCUIIAETLCA HE 3a BCiMa BasHAUEHMMM B IJOKYMEHTI
ampecamMu, BimmMiTka npo HasgBHIiCTL IOKyMeHTa OQOPMIISETHCS 3a TaKO

bopwmon:

IOomaTok: Ha 5 apk. y 2 HpuMM. Ha [epuy ampecy.

IIignuc
52. Tlocanmosi ocobu NiANMcynTs OOKYMEHTM B MexXaxX CBOIX
IIOBHOBAXeHb, BUMBHAUEHUX Yy IIOJIOXEHHSX (cTaTyTax) IIpOo YCTaHOBY,
TIOJIOXEHHAX opo CTPYKTYPH1I nimposnisnm, nocaloBMUX 1HCTPykLiax,

Hakaszil (po3nopsamkeHH1) NOpo po3mnomisg oboB'ga3kiB Mix KepiBHUKOM Ta
VOTO BaCTyIMNHMKAMM TOmWO. Y Ba3HAaueHMX IOOKYMEHTax BM3HAUAETHLCS TaKOX
IOPANOK MNiAnMcaHHS IOKYMeHT1iB i1HmmMMM ocobamm y pasi BizgcyTHOCTi

KepiBHUKA YCTaHOBU Ta HnocamoBuMx o0cif, 4gxi ymoBHOBaxeHi Ix
nignucyBaTu.

JOKyMeHTHM, O HAaICWJIATBCS IO OPITaHiB IepXaBHOIL BJIAOM,
NianucymoTbCcs KepiBHUKOM ycTaHoBu abo Ba MO0 HOOPYUEHHAM -—
3aCTyNHMKOM KepiBHMKa. Y MliHicTepcTBax NIpaBo NOignucy JUCT1B

inbopManiMHOTO xXapakTepy Ta 1HIMX OOKYMEeHTiB, 1O HaICUJIAKTHCSA OO
opTraHiB IepxaBHOI BJlagM Ta sSK1I He noB'gasaHl 13 3OiMCHeHHAM
MiHicTpaMu IOJI1 TUYHUX byHk11in, MOXe HalaBaTUCS KepliBHMKAM
CaMOCTIiMHMX CTPYKTYPHMX nOimgpo3nisnir. B 1HIMX LeHTpallbHMX opTaHax
BMKOHABUYOIL BJaIM, AK1 3O1iMCHIOIOTL CBO1 MNOBHOBaXeHHA Oe3l0CepenHbo
Ta uUepes TepuTopianbHl oOpraHM, NOPABO NiANMCYy TakuMxX JIMCTIB MOXe
HaZaBaTUCA KePiliBHMKAM CaMOCTIiMHUMX CTPYKTYPHMX Oinpoz3minis. { Abzan

OpyIuM OyHKTY 52 i3 sBmMiHaMmM, BHeceHuUMM 3TimgHo 3 IllocTaHoBOoK KM
N 484 ( 484-2014-nn ) Bim 23.09.2014

HOKyMeHTH, IO HaICWUJIAlnTbLCH nignpueMcTBaM, yCTaHOBaM,
opraHizaunisM, TpoMamsHaMm, IiAOUCYRTBCS KEeP1BHMKOM YyCTaHOBU abo
MO0 BacCTyIHMKaMM 3T1OHO 3 PO3IOIAiJIoM MNOBHOBaxeHb abo KeplBHMKaAMU
CTPYKTYPHMX N1APO3O1iJI1B BI1ANOB1OHO IO 1X [NOBHOBAaXEHb.

53. Iimpnmc cKJajaeTbcd 3 HaMMeHyBaHHA nocamm ocobu, dgKa
Nignmucye IOOKYMEHT (MIOBHOTO — SKIO HOOKYMEHT HaIpyKOBaHMM He Ha


http://zakon0.rada.gov.ua/laws/show/484-2014-%D0%BF

OJlaHKy, CKOPOUEeHOTO - Ha IOKYMEeHTi, HaIpyKOBaHOMy Ha OJIaHKY),

ocobucToro nignmucy, iHigianie (iHigiany imMeHi) i npiseuma,
HaNpUKIamn:

MiHicTp diHaHCiB nignmc ixiuoianm (imiugian imeni), npiszBuue
abo

MimicTp nignmuc iniuianm (irigian imeni), npizBume

54. ¥ pasl HaIcuJaHHA IOKYyMeHTa OIHOUACHO KIiJIBKOM yCTaHOBaM
onHOTO abo BUIOTO PiBHA KEPIBHUK NiANMCYE BC1l MOTO NPUMIPHUKHA.

Y pas3l HaOCUJIaHHS IOOKyMEHTa ONHOYACHO K1JBKOM MN1ANOPAIKOBAaHMM
yCTaHOBaM MNiANMCYETBLCS TiJIBKM OPMTiHAaJN, SKUM 3aJIMllaeThbCsa y CIpaBi
YyCTaHOBM — aBTOpa, a Ha Micusg poscuiamnTbCcsa 3acBimueHi cayxbomw0
OijloBoOCcTBa MOTO KOIMil.

55. JNOKyMeHTHM NIianmcymoTbCcs, £K [OIpaBUIJIO, OHOH1€Hn NOCaIOBOI
ocobow, a y paszi, komu 3a 3MiCcT ODOKyMeHTa HEeCyTh BIiONOBliIalbHiCTH
kinmepka oci® (axTu, OGiHaHcoBi1 mokyMeHTM TOWO), - OBoMa abo Oijbume
nocamoBuMm ocobamm. lIpy LUbOMY NiANMCKM HNOCAIOBMX OC10 PO3MINYITHCH
OnVH nim omHMM BiAmOBimHO @mo nimmopsnxkoBaHOCT1 oci®. Hanpwukian:

INpeKTop nignmc ipigianm (iHiugian iMeH1), nOpiszBuue
ToJloBHUNM OyxXTajTep nimonmc imipianm (ixHiugian imMeni), npiszBuie
Y paszsi nianmcaHHS COiJIBHOTO OOKYMEeHTa KiJbkoMmMa ocobamm, gKi

3aryiManThb OOHakKOB1l mocanu, I1IxX OiOnMcK PO3MiWyTbCHS Ha ONHOMY PiBHI
i ckpinmmioTbCcsa NevaTkaMy yCTaHOB, HANPUKJIIAIN:

MinicTp ocTuiiii MinicTp diHaHCiB

nignmce, ixiugianm (ixiuian nignmce, ixiugianm (ixiuian

imvMeni), npiszBuie imvMeni), npiszBuie

BimbuTok TepOOBOI IeYaTKM BimbuTok TepOOBOI IeYaTKu
56. IJoxyMeHTU KoJieriaJbHUX opTaHiB NignmMcyoThb ToJIOBaA

KOJIeT1albHOTO OpTraHy 1 cexpeTap, HaNPUKIIAN:
T'onmora koMicii nignmc iminianm (i”Hiugiasn imMeHl), OpiszBUlE
Cekperap komicili ninnuc imipianm (ixHiugian imMeni), npiszBuie

57. ¥ pazi BimcyTHOCT1 mocamoBol ocobu, HaMMeHyBaHHS [ocanu,
npiszBume, 1iHinianm (iHingian 1MeH1) HAKO1  3as3HadYeHO Ha NPOeKTi
IOOKYMEeHTa, Moro nignmcye ocoba, mo BUKOHYye 11 obor'asxu, abo ii
34aCTYIIHUK. Y TakoMy pasi oboB'a3KOBO 3asHavanTbCcsa GaKTMUHa [ocana,
inminianm (iHiugianm imeni), nOpizBume ocobu, dAka Iinanmcalja IOOKYMeHT
(BUMIpaBJIeHHS BHOCSTH PYKONMCHMM abo MalMHOIMCHMM CIIOCOOOM,  SKIO
OOKYMEHT HEMOXJIMBO IepelpyKyBaTu). He I»OomnyckaeTbcs ninm Jac
nignucaHHA HOOKYMEHTa CTaBUTU NPUYMeHHUMK "3a" uu npaBofiuHy NOXUIY
PUCKY TIepel HaVMeHyBaHHAM rocaiu. JomaBaHHS OO HaMMeHYBaHHS Iocalun
KepiBHMKaA CcJiB "BukoHyouum oOoB'aszku" ato "B. o." 30iMCHIOETBHCA Y



pazi 3amimeHHsA KepiliBHMKA 3a Haka30M (PO3IOPAIKEHHSM) .

58. 3acBimueHHA eJIEKTPOHHOTO OOKyMEeHTa 301MCHIOETHCSA 3a
IOIIOMOTI'CK €JIEKTPOHHOTO LUMQPOBOTO HinnmMcy 3TiIHO 13 3aKOHOHABCTBOM.

59. dakcumMmijsbHE BigTBOpPEHHS nignmucy mnocamoBoi ocobm Ha
opraHizauivHo-posnopsasnumux, OGiHAHCOBUX, OyXTaJITEPCHKUX OOKYMEeHTax
3a OONOMOTOK MexaHiuHoTo afo 1HmWOTO KOM1lBaHHS He IONyCKAaeThCs.

Bisu Ta rpud NDOromKeHHS

60. ¥ pazsil BMHUKHEHHS TOTPebu y NPOBemeHH1 OLiHKM HOLiJIbHOCTI
CTBOPEHHS HOOKYMeHTa, MOoTo OOTPYHTOBAHOCTI Ta BimnoBigHocTi
3aKOHONABCTBY BI1MCHIETHCS MOTOIXEHHS IIPOEKTY INOKYMEHTA.

61. TloromxeHHS MOXe 3IOiMCHIBATUCH SAK B YyCTaAaHOB1 NocamoBUMMU
ocobamu, gki BimnmoBimHO HO 1IxX KOMIIeTeHL1l BUPlWYOTb IMUTAHHL,
IOPyIEeH1 B MNPOEKT1 INOKyMeHTa (BHYTPIimHE MNOTOIXEeHHS), Tak 1 3a 11
MexaMM 1HmMMM 3alHTepecoBaHUMM yCTaHOBaMM (30BHI1WHE IMOTOIKEHHS) .

62. BHyTpilumHE HOOTOIXeHHSA OQOPMIISAETHCS UUIAXOM [IPOCTAaBJISHHHA
Bism. Bizsa BkJmouac: ocobucTum nipgnmc, iHiuianm (ixiugias imeni) i
npissume ocodu, dgKa Bil3ye OOKYMEHT, IaTy Bi3yBaHHS 13 3a3HaueHHAM
y pasi norpebu HaMMeHYBAaHHS ocanu Liei ocobu.

63. Biza mpocTaBJaSETHCS SK Ha JUILOBOMY, Tak 1 Ha 3BOPOTHOMY
Holll OCTAaHHBLOTO apkylla IPOeKTy INOKyMeHTa, SKIO MiclLig OJsg BisyBaHHS

Ha JMUBOBOMY OOl OCTAaHHBOTO apkKylla IOKyMeHTa HeIOCTaTHhO. Bisu
IPOCTaBJANTLECS Ha NIPUMMiIpHMKaAxX OOKYMEHTiB, IO 3aJIMIAITLCHA B
YCTAaHOBI .

64. 3BayBaxeHHsS 1 HOpPOMNoO3MLil 0 NPOEeKTYy IOKYMEeHTa BUKJIIAIATbCSH
Ha OKpeMOMy apkKymi, Opo mo Ha OpoekTi poburbca BinnorimHa
BigMiTka:

HavanpHMK 23arajJbHOT'O Blomijty

ninnuc, ixigianm (iniuian imeni), npizsBuie

BayBaxeHHsa 1 mponosuiiili JomanTbCHd.

ITaTa

[I[po HagaBHiCTHL 3ayBaxeHHs 00OB'sg3KOBO NoBimomusgonTe ocobi, sgka
nignucye IOKYMEHT.

65. Ilepeyik mocamoBMX 0OCi, gkl NOBMHH1 3aBil’yBaTM IOOKYMEHT,
BMBHAUAE MNPALliBHMK, SKUM CTBOPKE OOKYMEHT, BUXOOSYUM 3 MOTO 3MicTy.

66. llopanok BisyBaHHSA I[IeBHMX BUIOIB IOKYMEHT1B 3a3HadaceThbCHd B
iHCcTPpYyKLIil yCTAaHOBM.

67. Ba B3MicT IOKyMeHTa, SKUMM Bil’yeThbcs KijJgbkoma ocobamu, Taki
ocobu BimnoBimamoTes 3TiOHO 3 KOMIIETEHII1E€o.



68. fxmo mim uvac BilsyBaHHA 3'dACcyeTbCs, WO y NiOTOTOBJIEHUNM IO
nignucaHHa IOOKYMEHT HeoOximHO BHecTM icToTHi 3MiHM, BiH noTpebye
IIOBTOPHOTO Bi3yBaHHA.

69. 3o0BHIimHE IOTOIXEeHHS I[IPOeKT1B JOKYMeHTiB obopMIIseTbCS
IJISXOM MNPOCTABJIEHHS Ha HUX Tpuba NOTOmXEeHHS, gKUM BKJIOUAe B cebe
croro "IIOT'OIOXEHO", HaMMeHyBaHHS IIocaiu ocobu Ta yCcTaHOBU, 3 SKO
IIOTOOXYETBHCHA IPOEKT NOKyMeHTa, ocobmucTuM nimnnmc, iHiuianm (ixiuian
imeni), mnpisBume 1 maty abo Hal’BYy @OOKyMeHTa, IO NiOATBEepPIXYyE
MIOTOIXEeHHS, MOTo maTy 1 HoMep (iHmekc), HaNpUKIam:

I[TOT'OOXEHO

MimicTp ocTMiil

ninnuc, ixigianm (iniuian imeni), npizsBuie

ITaTa

I[TOT'OOXEHO

[IpOTOKOJI 3aclIaHHHA

JeHTPalbHOI eKCIepTHO-TIepeBipHOL

KoMicill YxpnepxapxiBy

ITaTa N

70. T'pud NOTOImXEeHHS CTaBUTHCH HMXYEe NIANMCY Ha JIMLBOBOMY OOII1
OCTaHHBOTO apkKylla NPOeKTYy INOKyMEeHTa.

71. Y pasi KoM BMICT IOKYMEeHTa CTOCYEThLCHS Oijblle HiX TPHOX
YCTaHOB, CkJanaeTbcsa "Apkyll HOTOIXeHHA", Npo mo pobuTbcsa BimMmiTka
Yy IOOKyMeHT1 Ha Micui rpmuda HOTOIXEHHS, HaNPMKJIAL:

Apkyll MNOTOOXEHHA IOONAaETLCH.

ApKyll MNOTOIXEHHS O0QOpPMIISETHCH 3a Takol GOopMOn:

APKVYII TIOTOIOXEHHSA
Haszpa npoexkTy IOOKyMeHTAa

HarmMeHyBaHHS IOCaIu nignmc iminianm (i”Hiugiasn imMeHl), OpiszBUlE
ITaTa
Iignmuc nmocamoBOl 0COOM CKPINNOETHCS TepBOOBOKN NIEeUaTKO.

72. BoBHimHE IIOTOIXEeHHS Yy pasi norpedbu, BMBHAUEHOI1
3aKOHOIABCTBOM, 3O1MCHIETHCS B TakiM nocaimoBHoOCTI:

3 yCTaHOBaAMM OJHAKOBOTO PIiBHS Ta 1HIMMM YyCTaHOBAMM;
3 T'poMaICbKMMM OpTraHlzalilaMmu;

3 opraHamM, fAK1 3IiVCHIONTL OEePXaBHMUM KOHTPOJIL B IeBHiNM cohepi;



3 yCTaHOBAMM BUIIOT'O PiBHSA.
Bin6muMToOK MnevaTKu

73. Ha pmokxyMmMeHTax, WO 3acCBiOuylTh IpaBa I'POMAalsH 1 OPUOAMUYHUX
ocib, Ha sAxux PikcyeTbCcsa dakT BUTPATM KOWTIB 1 NpPOBeHOeHHS Olepalin
3 MaTepilanbHMMM LI1IHHOCTSAMM, I[IignmMc 1TOCaIoOBOIL (pipnoBimasnpHOI)
ocobu ckpinnweTbcsa TepOOoBOK IeUaTKOl YCTAaHOBU.

Mepenik iHmmMx IOOKYMEHTiB, nignucu Ha AKUX HeoOx1mHO
CKpilmyoBaT T'epDOBOI IeUaTKOK, BMB3HAUAETBLCA YyCTAHOBOI Ha NizmcTarBi
HOPMATUBHO-IIPABOBMX aKT1iB Ta OPUMMIiPHOTO Tepesiiky IOKYMEHTI1B,

nignucu Ha SKMX CKplImoiTbCca TIepboBOH IeuaTkoi (momaToxk 7), B
1HCTPYyKLU11 yCTaHOBU.

74 . BipgOmMTOK IeuvaTKM, Ha SK1M BasHauvueHO HAMMEeHYBAHHS YyCTAaHOBU
abo 11 CTPYKTYpPHOTO Hnimposminy (6e3 300paxeHHsa Tepba), CTaAaBUTLHCH
TaKOX Ha KON14aX OOKYMEeHT1B, WO HaICuUjalTbCca B iHmMI ycTaHOBM, Ta Ha
PO3MHOXEHUX TPUMIPHMKAX PO3MNOPAOUMX INOKYMEHTI1B Yy pas3il po3CuiiaHHS.

Bin®uTok mnmevaTky CTaBUTHCS TaKMM UMHOM, OO BiH OXOINJIOBAaB
OCTaHH1 kiJbka JIiTep HaVMMeHyBaHHS IocaIu ocobu, gka Iiznmcana
OOKYMEHT, aljle He IIiOmmMc nocamoBoi ocobu, abo Ha OKPEeMO BUIO1JIEHOMY
oJgsa uUsoro Micui 3 BigmMiTkomn "MII".

75. HakazoMm (pOBHOPSAmIXeHHSIM) KepiBHMKA YCTAHOBM BUBHAYAETLCH
IOPSAIOK BUKOPMUCTAHHSA, Miclue 36epiraHHsa repboBOoi mevyaTku 1 nocamoBa
ocoba, BimnomimajsbHa Ba 11 30epiraHHAg, a Takox Iepejyiik ocib,
NiONMCcU SAKUX CKPINJoTbCA I'epBOBOK IeYUaTKOD.

BigMiTka npo BacBifdYeHHsT KONiM AOKYMEHTiB

76. YcraHOoBa MOXe BacBimguyBaTM KOMNil Jjimle THMX OOKYMEHTiB, WO
CTBOPKITBECH B HiM, a Takox Yy BunNamkax, InepenbaueHux B abzaui
OIpyToMy LBOTO MNYHKTY. Komis mokyMeHTa BUITOTOBJISAETBLCS 1 BUIAETHLCS
TiJBKM 3 OO3BOJIy KepiBHMKA YyCTaHOBU, MOTO 3aCTYIIHUK1B abo
KepiBHMKA CTPYKTYPHOTO NiOpo3nijy.

Y pazi nimroToBkM IOOKYMEHTIB OJiS HaOaHHS CYIOOBMM opTraHaM, IIin
Yyac BUPIMEHHS NMTAaHbL WMOIO MIPUMHATTS T'POMansH Ha poOoTy, HABYaHHSA,
3acCBiOUyeHHsa 1xX TPYOOBUX, XMUTJIOBMX Ta 1HIMX TPaAB y B3aEMOBIOHOCUMHAX
3 YyCTaHOBOI, a TaKOoX Nin yac bopMyBaHHS OCODOOBMX CIpabB NpalliBHUKIB
yCTaHOBa MOXe BUTOTOBJIATM KOII1i HOKYMEeHTiB, BUIAHUX 1HIVMU
ycTaHoBaMM (Komii numnjaoMiB, CBimouTB MNPO OIepXaHHS OCB1iTHM TOIO) .

BimMmiTka "Komig" npocTaBIS€TbLCS HA JIMIIBOBOMY OOl Yy BEepPXHLOMY
IpaBoMy KYTKY IIepuoro apkylla OOKyMeHTa.

/7. Hamuc @npo BacBimueHHd IOKyMEeHTa CKJaIaeTbCsa 13 CJiB
“"SrigHo 3 opurinasnoMm", HalMMeHyBaHHS I[ocamu, oco®uMcToro nianmcy
ocobu, sgka BacBimuye koniwo, 1i ixgiugianis (dimiugiasny imeni) Ta
npisBumia, HOATM 3acCBigueHHS KOHmii 1 OpPOCTaBIAETHCSA HMXYE PEKBI3UTY
noxymeHTa "Iinnwuc", Hanpukian:

3rigHO 3 OpUI'iHAaJIOM

[IpoBigHMM cHoeuianictT



Bimmisy opraniszanii pmimoBomcTBa nizanmc iHiuniasmm (iviuian
imMeni), npiszBume

HaTa

Hanuc npo 3acBiOYyeHHs Komiil cxpinmoeTrscs IeyaTkomn 173
3a3HAUYEHHAM Ha HiM HalMMeHYBaHHS BimnosigHOI YCTaHOBU (bes
300paxeHHsa Tepba) abo TIevaTkoln CTPYKTYPHOTO nimposzniny (ciyxowu

nijomsomcTrBa, CIOyx0OM kaipie, Oyxrajnrepii Tomo) yCTAaHOBM.

78. Ha xomigax BUMXIIOHMX OOKYMEHTiB, IO 3ajJMllaloTbCcd Yy CclIpaBax
YCTaHOBU (Bimnyckax), TEeKCT OJIaHK1B He BiOTBOPKOETHLCH, a
3as3HavaeTbCsda JiMIle HaTa NiAnMcaHHS IOKYyMeHTa Ta MOTOo peecTpalinHmm
iHgmexkc, 1ocama ocobu, sSka B3acBimgumia komnino, 11 ocobucTuM ninanmc,
maTa BacBligueHHS Ta Bimburok rneyvyaTku CcITyx06u oijoBomcTRa,
HaNpuKiamn:

IODaTa, iHmexc

IupexTOop inigianmm (ixiugian imeni),
npisBuie

3rinHO 3 opuMI'iHAaJIOM

INpoBinHuM cneuianict Bimnminy nimonmc inigianm (ixiugian imeni),
opraHizaunil »OiJoOBOACTBAa npiszBuie

B1ioOMTOK INeuaTKM CJIYXOu
nijoBomcTBa

HaTa
Ha xonisax BUXIiOHMX HOOKYMEHTIB, mO S3aJMIalnTbCsa Yy  CclIpaBax
ycTaHOBM (Bimmyckax), TIIOBMHH1 OyTM Bi3M nocaloBUxX o0Cci®, 3 SKUMU
BOHU IOTOIXEH1, Ta Bi3M BUKOHABLIiB.
Koniga pmoxyMeHTa I[IOBMHHA BilANOBimaTu opuUIiHAJy.
BigMiTKM PO CTBOPEHHSI, BMKOHAaHHSI
AOKYMEHTa, HAasBHiCTE MOI'O B EJIEKTPOHHiM
bopMi Ta HaZXOOXEHHSI OO YCTaHOBM
79. IlpiszBume npalliBHMKa, SAKUNM CTBOPUMB HOOKYMEHT, 1 HOMEp MOTO
cayxboBoro TejgedpoHy SBalsHAUAKRTHLCS Ha JUMLIBOBOMY OOl B HMXHBOMY
JiBOMYy KYTKY OCTAaHHBOTO apkyla IOKyMeHTa, HalpuKJan:
Ilerpenko 256 23 29
abo

[lerpenko OseHa IBaHiBHa 256 23 29

Y pasi noTrpebu BaszHadanTbCcsa umbdp OpyKapku (CKJIamaeTbcsa 3
[Iepumx airep imeni Ta npizBuma), KiJIbkKiCTh BlOOPYKOBAHUX



NPpMM1pHMKIB, »OaTa IOPYyKyBaHHA, HaNpMKJIanL:
IraHeHkO 452 85 98

IH 3 16.03.2011

80. Iicysa =aBepmeHHS poOOTM 3 OOKYMEHTOM IpPOCTaBJIAETLCS
BimMiTka TI@IpPO MOT'O BMKOHaHHA. BimMiTka NOIpo BMKOHAHHA IOKYMeHTAa
CBiOuMTh nOpo Te, mo PoBoTy Haln IOKYMEHTOM BaBeplleHO 1 MOoTo MOXHAa
OOJIYyUUTM OO CIpaBu. BimmiTka Moxe MicTuTm cyoBa "IIo crnpaBu'", HOMEpP
CcrIpaBM, I[OCHJIAHHS Ha HaTy 1 peecTpauiMHuM 1HOeKC IOOKYMeHTa, HAKUM
3acBiguye MOTO BUKOHAHHS, HAaMMeHYBaHHS nocanu, nignmc i mary. Axmo
IOOKYMEHT He norpedbye NMCbMOBOI Biamominmi, BasHadvalTbCSa KOPOTKI

BimomocTi IpoO BMKOHaHHA. IlignuMc 1 »maTy BlOAMITKM [OPOCTaBJIAE
npaliBHUK, SAKUM CTBOPMB IOKYyMeHT, abo KeplBHUK CTPYKTYPHOTO
nimposniny. B3aszHauveHUM PEKBiB3UT NPOCTAaBJISETHCS Bl PYKM Yy JiBOMY

KYTKY HMXHBOT'O IIOJIS Ha JIMIBEOBOMY OOILll Hepuoro apkylla, Halpukian:

IOo cnpasm N 03-10 oo cnpasu N 05-19

Jnucr-rinonoeinoe Bim 20.05.2011 [IyTaHHSA BUPIiNIEHO MNO3UTUBHO IIin

N 03-10/01/802 yac TejlebOHHOI PO3MOBU
04.03.2011

nocama, nianmuc, i”Hiuianm nocama, nianmuc, i”Hiuianm

(imiugian imeni), npiszBume (imiugian imeni), npiszBume

21.05.2011 05.03.2011

81. BimmMiTka npo HagBHICTE KON1l HOOKYMeHTa B eJIEKTPOHHIiN
bopMmMi wMicTuTe nOBHe 1iM'sa odanyny 1 Moro Micue s36epiraHHS, KOX
omepaTopa Ta iHmi nomykoBl maHi. BizgmMiTka CTaAaBUTBLCS Ha JIMLBLOBOMY
foui y LEeHTPl HMXHBOTO IIOJIS MNepmoro apkylla OOKYMEeHTa, HalpuKJan:

c:/viddil/proekt/2011/instr_1.doc

82. BimmiTka npo HaIXOIXEeHHS IOOKYyMeHTa oo YCTaHOBU
NPpOCTaBJISAETHCSA Bin pyku abo 3a JONOMOTOK MTamia, aBTOMATUYHOTO
HyMepaTopa Ha JIMIBLOBOMY II0JI1 Yy MNPaBOMYy KYTKY HMXHBLOT'O IIOJIS [IEePIOTO
apkylma opuriHajgy IOKyMeHTa. EjeMeHTaMM 23a3HauveHOT'Oo PeKBisuTry €
CKOpOUeHe HalIMeHyBaHHS YCTaHOBU - omepxypaua OOKYyMEeHTa,
peecTpauivHuy iHmekc, znmaTta (y pa3l norpebm - romMHa 1 XBUJIMHU)
HAIOXOIXEeHHS OOKyMeHTa. Y pasil 3acTocyBaHHS aBTOMATM30BAHOI CUCTEeMU
peecTpaniil 3asHauveHa indpopmanisa HaAHOCUTBLCH 3a IOOIIOMOTOI0
NTPUX—KOIY .

AKIO KOPECIIOHNOEHII1sa He PO3KPMBAETBHCSA BimmoBimHOo mo myHkTy 150
ieli THCTPyKL1I, BigMiTka OPO HAOXOIXEHHS IOKYMEeHTa MIPOCTaBJIAETbLCS
Ha KOHBepTax (ylnakKyBaHHAX) .

Y pazli HaOXOIXeHHH 30pPOWyPOBaHMUX IOKYMEHTI1B pas3om is
CYHNPOB1OHMM JIMCTOM BiIMiTka CTaBMUTHCH Ha CYNPOB1OHOMY JMCTI.

Y pasi KOJIN yCcTaHoOBa - aBTOpP HOOKYMEHTa Iojae CcJyxoi
nijjoBomcTBa HOOKYMEHT pa30M 3 MO0 KONie€ew, Ha Komnii moxyMmMeHTa, WO
IOBEPTAETHCH yCTaHOB1 - aBTOPOB1, peecTpauivHuM WTaMIl He

IIPOCTaBJIAETBHCHA.



3anuc npo nepxaBHYy peecTpanimo

83. 3Bamnwuc po IepXaBHY peecTpalin pobursCsa Ha
HOPMATMBHO-IIPABOBMX 4aKTaX YCTAaHOB, BKIJIIOUEHMX IO e,HI/IHOI‘O JEepPXaBHOI'O
peecTpy HOPMaTMBHO-NPABOBMX aKT1B y B1iANOBiOHMX opraHax oCcTuLii B
YCTaHOBJIEHOMY 3aKOHOIABCTBOM IOPAIKY .

Ha nepmi CcTOpiHIl HOPMATMBHO-NPABOBOTO akTa IJiS NPOCTABJIEHHS
BimMiTkM mpo IOepXxaBHY PeecTpaliin [IOBMHHe OyTu BimpHe Micue
(60 x 100 mimimMeTpiB) Yy BEpPXHBOMY MNPaBOMYy KYTKY I[IicJig HOMEpa akKTa
uyy nicnsa rpuda BaTBEPIKEHHS.

CKIIafleHHsI OesIKMX BUOLB OOKYMEHTiB

Haxasm (posBnopsamKeHHs)

84. Hakazsu (pOoBNIOPAINXEHHS) BUIOANTbLCSA K pimenHs
opraHizaliMHO-PO3NOPANUYOTO UM HOPMATMBHO-IIPABOBOTO XapakTepy. 3a
3MiCTOM YHOPAaBJ1HCBKOI mii Hakal3¥M BUIOAKTLCS 3 OCHOBHMX I[IMTAHb
nianepHOCT1 yCTaHOBM, aIMiHICTPaTMBHO-TOCIOINAPCbKMX abo KaOpOoBUX
NIMUTAaHb .

85. IlpoexTu Hakal31lB (POBHNOPSAIXEeHL) 3 OCHOBHOI n»igajnbHOCTI,
aIMiH1CTPaTUMBHO-TOCIONAPChKMUX NMTaHb TOTYITbECSH i IoJaKnTbCH
CTPYKTYPHMMM [Iimpo3OijiaMM 3a HOOPYYeHHAM KepliBHMKa yCTaHOBM UM 34
BJIQCHOI 1HiIiaTUBOD.

IpoexTy HakaszilB (pPo3mOPAIXEeHbL) 3 KAIPOBUX MNUTAHBL (0CODOBOTO
ckJlanmy) (mpo nOpumHATTSA Ha poboTy, 3BiJIbHEHHs, HalaHHS BlIONyCcTKH,
BimpsamkeHHs TomoO) TOTyE KaIpoBa ciyxfa Ha noizncraBl OONMOBIiOHUX

3alMCOK KEP1lBHUKIB CTPYKTYPHUX n0Oinpoznisnis, Base nOpaluiBHMKIB,
TPYIOOBMX IOTOBOPiB Ta 1HmMMX OOKYMEHTIiB.

86. IlpoexTu HakazipB (po3mopsamXxeHb) B3 OCHOBHOI niajnbHOCTI,
aIMiHI1CTPATUBHO-TOCIONAPCHKUX NMTAHb Ta OOHATKM OO HMX Bi3yoTbCH
npalliBHUKOM, AKUN CTBOPMB IJOKYMEHT, KEP1iBHMKOM CTPYKTYPHOTO
nigposminy, B SKOMYy MOT'O CTBOPEHO, IocamoBummM ocobamu, axi
BMBHAUEH1 y NpoekTli IokyMeHTa SK BMKOHAaBL1 3aBIaHb, WO MICTATbCA B
HBOMY, KepiBHMKOM CJayx®u mijoBomcTeBa, KepiBHukoM abo [I0CcamoBO0
ocofo CTPYKTYPHOT'O Iimpo3nijsly 3 OMTaHb 3anobiraHHA Ta BUABJIEHHS
Kopymnuii, 1HIMMM [HOCAOOBMMU oOcoBaMM, SKUX CTOCYETBCS HOOKYMEHT.

87. IlpoexTu Hakaszib (poBmOPAIXEHD) 3 KaIpoBUX NUTaHb
(ocoboBOTO CKJAOy) Bi3yowTbCA MOPALIBHMKOM KaOpPOBOI CIyXOM, SKUMN
CTBOPMUB IOKYMEHT, Ta MOT0 KEPiBHMKOM, a TakoX 3aljlexXHO Bim BUILB
Hakas3le - TI[ocamoBuMMM ocobaMM CTPYKTYPHOTO Nimposniny 3 OMTaHb
3anobiraHHg Ta BUMABJIEHHS KOPyHUil, OyXTalTepcbkol ciayx0u,  1HmImMMM
nocamoBuMu ocobamu, SKMX CTOCYETBCS IOKYMEHT.

88. CTPYyKTYypPHUM nimposmnisoM 3 OPUIONYHOTO 3abe3reyeHHs
000OB'SA3KOBO Bi3YKTBHCA Ba HaAgBHOCTLI ycix HeobximHMX Bi3 [IpoexkTu
Haka31lB HOPMATUMBHO-NPABOBOIO XapaKTepy, a TakKoX Hakasu 3 KaIpOoBUX
NIUTaHb (ocoboBoro CKJIaAny) Ta 3 inxmmx nMuTaHb, BMRHAUEHUX
iHCTpPYKLUi1€n YyCTaHOBMU.



[IpoexT HakasziB (po3MOopSaIXeHb), MO HAJATLCHS OJS NiONMcaHHS
KepiBHMKOB1 yCTaHOBM, BisyHTbCS MOTO 3acCTyYIHMKOM BianorimHo 1o
poznonisny OoyHKI1OHaNbHMX 000B'A3KiB.

Y pazi HeoOximHoCTi mnOpoBeleHHS OL1HKM 3MicTy Ta IJouijsbHOCTIL
BUIAHHSA Haka3ly (pPO3MNOopPSAIXeHHS) 3O1MCHIOETHLCSH SOBHIMHE MIOTOIXEHHHA
IPOEeKTYy IOKyMeHTa 3 1HmMMM 3alHTepeCcOoBaHMMM YCTAaHOBAMMU.

AKmo B Ipoleci MoTomXeHHS OO MNPOeKTYy HakKasy (POBHNOpSIXEeHHS)
BHOCSATBLCS 1CcTOTH1 3MiHM, BiH nimjggarae MNOBTOPHOMY MNOT'OIXEHHIO.

89. Hakaszsu (po3NOopSamXeHHS) NiOANMCYyRTLCS KEePilBHMKOM YCTAaHOBMU,
a y pasi moro BimcyTHOCTi - nocamoBoio ocofon, sSKa BUKOHYE MOTO
O0OB ' A3KU.

BacTynHuk MiHicTpa - KepiBHMK anapaTy I[I1iOOMcye Hakasu 3
NIMTaHbL, MO HaJeXaTb OO0 MOI'0O KOMIIeTeHI[il.

MIicyng nignmMcaHHAg Hakasy (poBnOpPAIXEeHHS) SM1IHM OO HBOTO
BHOCSATLCS JIMIIE LIUISXOM BUIOAHHS HOBOTO Hakas’ly (PO3MNOPSIXEeHHS) PO
BHECEeHHHd 3MiH.

90. Hakas (posnopamkeHHa) oQOopMISAEeThLCH Ha OJlaHKy HakKasy
(poznopsamxeHHs) . BMicT Hakasy (PO3HOPSAIXEHHS) KOPOTKO BUKJIAINAETHLCH
B 3aTOJIOBKY, SKMUM IOUMHAETLCS 3 OpuMMeHHuKa "Ilpo" 1 ckjlamaeTbca 3a
OonoMoroln BimmiecmiBHoro imennHuka ("Illpo 23aTBepmxeHHs...", "Ipo
BBeOmeHHd...", "Illpo CTBOPEHHS...",) abo iMeHHUKa ("IIpo
nincymku...", "Ilpo zaxomu...").

91. TekcCcT Hakaly (pO3MOPSAIXeHHS) 3 NMTaHb OCHOBHOI IiajnbHoCTi
YCTAaHOBM Ta 3 aIMiHIiCTPaTMBHO-TOCIIOHNAPCHLKMX IIMTAHL CKJIAOAETLCI 3
IOBOX YAaCTUH — KOHCTAaTywuol (npeam®bynu) 1 po3mnopsanyuoi.

Y KOHCTATYHOUiM YacTMH1 Bal3HavawnThLCd OimcrTaBa, OOTPYHTYBAHHS
abo MeTa BHMIAHHA Hakasly. 3as3HaueHa YacTHMHa MOXe IIoUMHAaTMUCS 13 ciiB
"Ha BUMKOHaHHA", "3 wmMeTon" ToOmoO. AKWMO IJOKYMEHT BUIAETHCS Ha
nimcrarsi 1HWOTO POIMOPAIUOTO HOOKYMEHTa, Y KOHCTATYKUiM YacTuUHI
3as3HavalnTbCsa Hal3Ba BUIOY LUbOI'O IOOKYMEHTa, MOI'O aBTOp, IaTa, HOMEpP
Ta 3aroJIOBOK. Kpamnka B K1HI1 KOHCTATYKoUOl YaCTMHM HEe CTaBUTbLCH.

Posnopsanua yacTMHA Hakaly IIouMHaeTbcsa 13 cjaoBa "HAKA3YI",
POBHOPAIXKEHHS MOXE IIOYMHATUCSH iz CcJioBa "30BOB'A3VYKO", aKe
OIPYKYETHCS 3 HOBOTO pPaIKa BEeIMKMMM JiiTepamMm 6e3 BijacTyny Bin
JiBoTro mnoJssa 1 Jjlanok, IMicjsg Yoro CTaBUTHLCHA IOBOKpAlkKa.

Posnopsnua YacTMHA MNON1iJS€TbCS Ha NOYHKTM 1 OignyHKTM,  AKi
HyMepyonTbCa apabcbkuMM LudpamMm. Y KOXHOMY INIYHKT1 HOBMHHI OyTHU
3a3HadvyeHl BUMKOHABII1 (CTpyKTypH1 nimpos3nism abo kKOHKpeTH1 nocamorBi
(canyxboBi) ocobu), KOHKpPEeTH1 S3aBIaHHS (Dopy4deHHSA) i cTpokm ix
BMKOHAHHS. BuMKOHaBI1 MOXyTh OyTM HasBaHlI TakoOx yBarajabHEeHO,
HalpUKJan: "ToJjioBaM PaiOHHUX OepPXaBHUX anMinicrpanin",
"HavaJIbHMKAM CTPYKTYPHUX Oinpoznijais".

[Ipyr usowmy, K npaBuio, He 3aCTOCOBYETLCSH HalMCaHHA
HEKOHKPETHMX OOpPYyYeHb, Aaxi MicTaTe cJyioBa: "npuckopmurm",



"monminmmTn", "aktuBizysartu", "sBepHyTHU yBary'" TOlO.

92. Axmwo Haka30M (POBHOPSIXEHHAM) B1lIOMiHAETHCA I[IONEpelHiN
poBmopAnuYMM IOOKYMEHT, Yy PO3NopAnNYil yYacTMH1 3a3HadvaeTbCcsa OYyHKT,
AKMM [IOBMHEH IouMHaTMcsa 13 ciais: "BusHaTM TakuM, IO BTPAaTUB

A

uyyHHiCcTE, ...".

8MiHM, WO BHOCATBCA OO Hakaly (po3nopsamxeHHSA) OOoOpMIISITHCS
OKpEeMMM HaKaszsoM (pO3NopAalXeHHAM), SAKUM [IOBMHEH MaTU TakKuUm
3arojiopok: "IIpo BHeCeHHA 3M1H OO Haka3ly (po3nopsamxeHHd) ..." i3
3asHaAUEeHHAM IaTM, HOMepa, Hal3BU BUAOY PO3NOPSIUYOTO IOOKYMeHTa, IO
AKOTO BHOCATHCSA 3MiHM. Po3mopsanuya YacTMHa HakKazy (POBMNOPSIXEHHS)
IOUMHAETHLCHA 3 TakKoT'O NYyHKTY:

"1l. BHecTM 3M1iHM 1O Hakaszy (po3nopsamxeHHs)".

Hasnil oxpeMMMM OiIANYHKTaMM QOPMYJIOITHCSA 3M1HM OO PO3NOPSIYOTO
IOOKYMEHTAa, HalpMKJIaL:

A

"l) OmYHKT 2 BMKJIACTM B TakKiy pemakmii:...";

"2) nyHKT 3 BUKJIOUMUTH";

A

"3) abzan Opyruy OyHKTY 4 OOMNOBHUTU CJIOBaMM...".

AKIoO 3MiHM OO PO3MOPSOUOTO INOKyMeHTa OOOPMIISITLCS Ha OKPEeMOMY
apkymi (apxymax), B IIepuoMy OYHKT1 pos3nopsaidyol dYacTHMHM HakKasy
(POBHNOPAOXKEHHS) 3Ba3HA4YaETbCH:

"1l) BHecTu s3MiHM mo... (momamorbcsa)".

93. OcTaHHiIM NOYHKT poO3HNOPAOYOl dYacTHMHM y paszil norpedbm Moxe
MicTuTM pimeHHsA NOpO TINOoKJaIeHHs Ha CTPYKTYypHMM nimposnin abo
nocanoBy ocoby byHKII1T1 3 KOHTPOJIO 3a BUMKOHAHHAM HaKaszy
(poBnOPAIXEHHS) .

94. o Hakal31lB (pPOBMNOPAIXEHL) HE MOXe BKJOUATMCS OyHKT "Hakas
(poBmnopsAamXeHHs) IOBeCcTM OO Bimoma...". VYcTaHOBM, IX CTPYKTYPHI
nigposminu, nocanoBi (cayxbosi) ocobu, OO BimomMa SAKMX OOBOOUTHLCSH
Hakaz (pOoBMIOpAIXeHHS), 3a3HadvalnTbCa Yy [MOKaX4UMKy (CIOMCKY) PO3CUIIKMU,
AKUM yKJIaad T'OTye pas3oM 3 I[IPOeKTOM PO3IOopAOUOoro JOoKyMeHTa 1
nepenmae 0o Cayxbu Oi1JIOBOOCTBA Nicjd NiANMCaHHA TakKoT'o IOOKYMeHTa.

95. Haxkasu (pOBHIOPAOXEHHSA) 3 KaOpOBMX INMTaHb (ocoboBoTO
CkJIamy) OGOopMISRTLCS Yy BUIJLAO1l 1HOIMBigyaJlbHUX 1 3BemeHux. B
iHOUMBiOoyanbHMX Hakaszsax (po3NopAmXeHHAX) MicTuTbcsa indopmauisa mpo
OOHOTO IHpalliBHMKA (cnippob®iTHMKAE), VY 3BeleHUX -— I[IpO KIJBKOX,
HesBaJIeXHO Blin TOTO, HAK1 yHOPaBJIIHCBKI PillleHHSA WOIO HUX NPUMMAKRTLCH
(mpuMHaTTA Ha poboTy, IMNpPMBHAUEHHS Ha Iocaly, IepeBelleHHs Ha 1HUYy
nocany (poboTy), 3BB1lJbHEHHS TOIO) .

96. 3BMicT i1HIMBiIOyasnbHOT'O Hakaszy (POB3MNOPAIXEHHA) 3 KaIpPOBUX
OMTaHb (OCODOOBOTO CKJALy) CTHUCIIO BMKIIAODAETBHCS B 3aTOJIOBKY, SKUU
[IOUMHAETHECHA 3 [NPUMMEHHMUKA "MIpo"™ 1 cxJjlajaeTbcsa 3a OOMIOMOIO
BinmnmiecmiBHOTO iMeHHMKa, Hanpukian: "Ilpo npmsHadeHHa... ", "Ilpo
opumHAaTTa. . "L Y 3BEIEeHUX Hakazax (poBnOPAOXEHHSX) MOXe



3aCTOCOBYBATUCEH y3ar'ajJlbHEeHMM Bal'0JIOBOK, Halpukjaan: "Ilpo kaZpoBi
nuTaHHga", "llpo ocoboBum ckjan".

97. V¥ TeKCTi Hakaz3lB (poBnopamxeHb) 3 KaIpOoBUX [IMUTAHb
(ocoBoroTO ckJjanmy) , AK pasuio, KOHCTAaTyKn4ya YacTrHA HE
3asHAvYaEeThLCSa, KPiM BUIAIK1B NpMBHAUEHHS Ha nocany abo B3BiJbHEHHS 3
nocamy kepliBHMX OpauiBHMKIB opraHoM BumoOT'O pPiBHA abo 3a 1HWOL
npouenypoo. Y TakoMy pasi B KOHCTATY0UllM UYacTMH1 HaBOOUTLCH
IIOCUJIAHHS Ha B1ONOBI1OHMM NPAaBOBUM aKT OpPraHy BUIOTO PiBHA y Takiml
NOCJiZmoOBHOCTI : BUI akrTa, MorTo aBToOp, IaTa, HOMEp, IIOBHe
HaVMeHyBaHHS.

98. Pozmopsgndua uYacTMHA Hakaszy (pO3HOpAIXeHHs) IIOUMHAETLCS, HAK
npaBmiio, 3 nOiecsora y dopmi iHdiniTury: "IPUMHATU", "IPUIHAUNTU"
"IIEPEBECTU", "3BIJILHUTU", "BIOPAONTU", "HAIOATU", "OI'OJIOCUTU" Towo.
HOanil sBasHavawTbCAa BeJMKMMM JiiTepaMu Npis3Buille IpalliBHMKA, Ha SKOTO
IOMMPIETHECA Old Hakazy (po3HNOopsaIXeHHd), 1 2 MaamuMu - 1im'dg, 1O
6aTbKOB1 npaliBHMKA Ta TEeKCT Hakasy. Y 3BBeJeHMUX Hakazax
(poBmopsaAmXeHHAX) Opi3Buma ocib y Mexax IOIYHKTIB posMmimyoTbcsa 3a
anpariTomMm.

99. ¥V Haxkazl (po3HOpAIXeHH1) OpO NpM3HAUeHHHA abo0 3B1lJIbHEHHH
npalliBHMKA BalHauaeTbCsa IIOBHA maTa (4umMcjo, Micdub, pik) QGaxkTUUYHOTO
BUXOIY npauiBHMKAa Ha poboTy (NIPUIMHEHHS TPYIOBMX BI1OHOCUH),

PO3MipKM MOTO NOCAIOBOTO OKJIaDy B1ANDOBIiOHO OO WTATHOTO PO3OUCY,
HanOaBOK Ta HOOIJIAT.

100. ¥ =3BemeHMX Hakazax (pPO3NOPAOXEHHAX) 3 KAIPOBMX NOMUTaHb
(ocoboBOTO CKJamy) IO POBMNOPAOUOl UYaCTMHM BKJOYAETLCS 1HboOpMauis,
1o po3MimyeThbCca Yy TakKi¥M IIOCJHimoOBHOCTi: MNPUMHATTS Ha pPoOOTy

(coryx06y) , nepereneHHsd, 3BiJbHEHHS. [IpM LIBOMY OO OIHOTO 3BEIEHOTO
Hakasy He MOoxe BKJouaTmcsa iHndbopmanisg, gxa 3rigHo i3 3aKOHOOABCTBOM
Mae pisHi cTpoku z0epiraHHSA.

101. ¥ KOXHOMY IIYHKT1 Hakazy (pO3HOpPSIXEeHHS) 3 KaIpOBUX
NMTaHb 3a3HauvaeThCsa IiJCcTaBa WOOO MOTO BMIAHHS (3asBa OpalliBHUKA,
KOHTPAaKT, IONOB1mHa 3amnmcka, PllleHHs aTecTaunirHol xoMicii Tomo) .

102. Iim w4ac O3HAaMOMIJIEHHH 3 HakKa30M (po3HoOpPAIXEeHHAM)
3rajaHyMM y HbOMY ocof®aMyM Ha [IepluoMy [IPMMiPpHMKY Hakazy 4YM Ha
crnenianpHOMy OJIaHKY MNPOCTABJILITBCA IxX NignmMcu i3 3asHaAYEeHHAM JaTu
O3HAMOMJIEHHHA .

103. CnimpbHMM Haka3 (pOo3MNOopSaIXeHHS) YCTaHOB OIOHOTO PiBHSA
obpopMIIAETHECSH Ha UMCTUX apkylax nanepy bopmaTy A4
(210 x 297 MminimeTpir). [HepxaBHuM I'epb Ykpaluu nin dac oQOpPMIIEHHH
TakMxX Hakaz3lB He BiOTBOpoETbCA. HaliMeHyBaHHSA YCTaHOB PO3MIUYyITHCH
Ha OJHOMY PiBH1, a Hal3Ba BuUIOYy JOKyMeHTa - nocepenuHi. Jara
CIniyBPHOTO Hakaszy (POBMNOPSIXEHHS) I[IOBMHHA OYyTM €IMHOWL, BilnnoBinmatTwu
maTti OCTaHHBOTO INIiANMCY, a PeecTpaliMHMM 1HIekC IOKyMeHTa -
CKJIamaTUCS 3 peecTpauinHmx 1HIOekCiB, sAK1 NOPOCTaABJILAKNTLCS Yepes

npasoBbiuny [IOXUITY PUCKY B IOCJ1OOBHOCTI1 mNimgnmMcaHHA Hakasy
KepiBHMKaMM YyCTaHOB. Posnopsiya dYacTyHa I[IOYMHAETHCS 13  CJIOBa
"HAKA3YEMO" ("30BOB'4A3Yy€EMO") . [Iigoucwu KepiBHUKIB YCTAaHOB

PO3TAalOBYIOTHCSA HMXYe TEeKCTYy Ha OIHoMy piBHi 1 CKP1nJIoonTsECS



TepbOoBUMM TIeuaTkKaMM LIUMX YCTaHOB.

KinpxkicTh NPMMIPHMKIB CH1JIBHMX Haka31lB (pOo3NOpAIXeHb) [IOBMHHA
BimmoBimaTu kijgbkKOCTi yCTAHOB, WO 1X BUIAKKTH.

104. Iopsamox NiaToToBKU HakaziB HOPMaTMBHO-IIPABOBOTO
xXapakTepy, fki ninngaranoTb OepxaBHiM peecTpauii B Min'ocTi, #oro
TEepPUTOPlaybHMX OpTaHaxX, BU3HAYAETHCS BaKOHOINABCTBOM.

105. Hakasu (pOBHOPSAmIXEHHS) HYMEPYIRTBLCS Yy MHOPSAOKY 1X BUIAHHS
Yy MexXax KaJIeHODapHOTO POKy; Hakasu (POBHIOPAOXEHHSA) 3 OCHOBHOIL
OigaabHOCT1, AaIMiHICTPATMBHO-TOCIIONAPCBKMX MMUTAHB Ta 3 KaIpOBUX
nuTaHb (0CcoBOBOTO CKJIALY) MAaklTh OKPEMYy MNOPSAIKOBY HyMepalliio.

106. Komii Hakaz3ism (poBnopsamxeHn) 3acBlouyiTeCcad CJIyX000
OiJJOBOOCTBA UM KAOPOBOK CHyx0on 1 HaICWUIAlTBCS BalHTepecoBaHUM
ycTaHoBaM, IOCaImOBUM ocobawm, npaniBHUKAM. CnMcoK pPO3CUIIKU

CKJIAaAa€ThCH 1 MiANMCYeTbCS MNPAalliBHMKOM, SKUM MOTO CKJAaB.
[IpoTokonn

107. ¥ nporokosax Gixcyersca 1Hbopmalisa OpO X1iO BeIeHHS
3acinmans, NPUVHATTS B yCTaHOBax pimeHs koMicisamum, nopamdymMu
opraHamMu, 30opaMm TOmWO. IIPOTOKOJI CKJAmac€eThCsad Ha NincTapi 3anmcis,
3pobiieHUx OesnocepelHbO NiO Yac 3acilaHb, I[OIaHMUX TEKCT1iB Ta Tes
nonoBimey i BMCTyniB, IOOBiHmOK, TIPOEKTIiB pPilleHB TOWO.

108. IpoTOKOIM MOXYTH CKJaZaTHCa B NOBHiIM abo cTuciaiy ¢opwmi.
Y mpoTokoJyiax, CKJIaIeHUX y CTUCIHiM dopmi, OGikCywTbCS JMIe IPUMHSTIL
pimeHHs, a He Xinm OoOTOBOPEeHHS IMTAHHS.

109. IpoTokos oQopMISETHCS Ha OJIaHKY MIPOTOKOJY (3a HasaBHOCTI
Takoro ©OJjlaHky) afo Ha 3arajbHOMy OJlaHKY YyCTaHOBM, a y pasi, koJau
OJlaHkM He rnependaueHi, - Ha UYMCTOMY apkymi mnanepy odopmaty A4
(210 x 297 wMimimeTpiB) ak 3 KYTOBUM (meperaxHoO) , Tak 1 =3
IIO3IOOBXHIM po3TallyBaHHAM PEKB13UTIB.

110. JaTonw MNpOTOKOJy € IaTa [IpoBeIeHHs 3acimaHHS. SKIO
3acizaHHsa TPpMBAJIO KilJibka IOH1IB, TO dYepes THUpPpe 3as3HadalnThCHd INepumy 1

OCTAHHIM IeHbp BaclmaHH4g.

111. HomMmep (iHOeKC) HOPOTOKOJY INOBMHEH BIiANOBimaTM MHOPAOKOBOMY

HOMEpPY 3acinanHsa. Hywmepalis IIPOTOKOJI1B BeIeThbCH B Mexax
KaJIEHIAPHOT'O POKY OKPEMO 3a KOXHOK TIPYIHOKn IIPOTOKOJI1IB 3acimaHHS
BiOnoBimHOTO KOJIeTiaJIbHOTO OPTraHy: KoJjierii, TexHIUHMX, HayKOBUX,
EeKCIIepTHUX komiciw, pan Tomo. Y pekBizmTi "micue 3acimanusa”

3al3HavaeThCsa HasBa HaCEeJIeHOT'O IIYHKTY, B sSKoMy Bin®yJjocs 3acimaHHS.

112. BaroJjioBOK IO TeKCTy IMPOTOKOJIy I[NOBMHEH BimoOpaxaTu BUO
3acimaHHa (Hapazma, 360opu, KoOHbepeHuisa Tomo) abo KoJjleriajbHOIL
nisnpHoCTi (komicia, ©pama, kojerig, poboua TIpyla TOomo) 1 BKIOUATHU
HA3BYy BUIY IOKYMEHTAa.

113. TexCcT TPOTOKOJY CKJamaeTbCsa 3 BCTYNHOI Ta OCHOBHOI
YacTHUH.



114. ¥ BCTYNHiIV dYacCTMH1 OPOTOKOJIY Ba3HAuvaAlTHLCHS NPi3BMUIIA Ta
inigianm (igigiasn imeHi) TosoBM abo TOJIOBYIOUOTO, cekperaps,
3a0poleHNx, a TaKoX NPMCYTH1IX ocCcib.

Y cnmcky NPUCYTHIX 3a3HaAvaKnTbLCH B anbariTHOMYy NOPAIKY
criouaTkKy OpisBuma Ta iniuianm IPUCYTHIX MIOCT1MHUX UJIEH1B
KoJleT'1ajbHOTO OpraHy 0es 3as3HaueHHsd IIocal, IIOTiM - 3anpoumeHux ocib
i3 BasHaueHHSIM [IoCan Ta y pasi norpebm HaliMeHyBaHb yYCTAHOB. AKIO
KimpkicTe npucyTHix nepeBumye 15 ocif, BasHavaeTbCS 1X 3araljibHa
KiJbKiCTh 3 MNOCMJIAHHSAM Ha CIMCOK, IO JOOAETBLCS OO MIPOTOKOJY.

BcTymnHa yYacTMHA BKJIIOUYAE TMOPSAIOK IOEHHUM — IepeJiik  pPO3TISHYTUX
Ha BacimaHHl @OMTaHb, WO PO3MimEeH1 Yy NOopAanky ix sBHauymocTi i3
3a3HAUYEHHAM OOMOBimaua 3 KOXHOTO NMTaHHSA. I[IOpSAOOK IEeHHUM JOaeThbCs

HaNpMKiHIlL BCTYNHOI YaCTUHU.

Cnora "llopsanok neHHMM" IOpyKyoOTbCHa Bim Mexi JjiBoro mnoJjdg, nicnsa
HUX CTaBUTLCS OBOKpalka. KoxHe NOMTaHHA HYyMepyeTbCcsa apabCbKUMU
uubpamMm i1 mpykyeTbcsa 3 abzauny. PopMyBaHHSA NIMTaHb Yy MNOPAOKY IEHHOMY
IOUMHAETbCA 3 HOpuMMeHHUka "llpo".

115. OcHOBHa YacCTHMHa NPOTOKOJY CKJIaZaeThbCcda 3 po3mijis, HAK1
MOBMHHI BIiAmoOBijaTM NYHKTAM NOPAIKY IEHHOTO. PoO3OijM HYMEpyKRTbLCS
apabcekuMy UudpaMm 1 OyOyHOTBCS 3a TaKOK CXEeMO:

CIIYXAJIM - BUCTYIWIV - BUPIIVIIM (YXBAJIWINM, [TOCTAHOBUIIN) .

3asHaueHl CcJioBa IOPYKYITbLCA BeJIUKMMM JiiTepamu 6e3 BiACTyNy Bin
Mexl siBoro nossa. IIicns ciiB CcTaBUTHCA OBOKpAallKa.

116. Iicns cJioBa "CIIYXAJIN" 3a3HavaeTbCsa TEeKCT BUCTYIY
OCHOBHOTO momnoBimauva. IpisBume Ta iHiunianm (ixHiuias iMeH1) KOXHOTO
IOOMOBimava OPYKYKRTLCS 3 HOBOTO palkKa. TeKCT BUCTYIY BUKIAOAETHCS Y
TpeTiy oco®i OmHMHU.

TexcTtu abo Tesm momnorimi Ta BUCTyniB, obopMIleHl 4K OKpeMi
OOKYMEHTHM, OO TEeKCTy MOPOTOKOJIYy He BKJUYAlThLCI. Ilicias BimomocTen
Ipo nomnoBilaya cCcTaBUThHCA TUpe 1 3Bas3HauvaeTbca: "TexkcT ponomBinmi
(BUCTYNYy) IOOIAaeThbCs OO npoToxkomy".

117. Iicna cnora "BUCTYIIMIN" ¢ikCyoOTbCS BMCTYIM THMX ocif, 4gaxki
B34JIM yuacTb B OOTOBOpPeHH1 JomnoBinmi. Buctynu o00OpMIATBECAS Y
IPOTOKOJI1 13 3asHaueHHAM [ocaxn, oOpiseum Ta ixninianie (iviuiagy
imMeni) npoMOBLIiB y HasuMBHOMY BiIOMiHKY, a TaKOX 3 BUKJAIEHHAM
3M1iCTy NMTAHHS Ta BiamoBigmel Ha HBOTO. 3MicT BMCTYN1B BUKIAOAETLCH
Bim TpeThr0ol 0CODOM OIHUMHU.

118. Iicns cyoea "BUPINMIN" ("YXBAJIMIIM", "IIOCTAHOBWIIN")
bixcyeTbca NpuMHATE pimleHHa 3 O0OIOBOPIBAHOI'O NMTAHHSA [NOPSOKY
IEeHHOTO. PimeHHA NOBMHHEe OyTM KOHKPETHMM 1 BKJIOYUATM CKJAQIOBil, WO

BimmoBimawTh Ha Takl OMTaAHHS: KOMYy, WO 3pP0oOMTM 1 B SKUM CTPOK.

PimeHHs, WO M1iCcTAThb KiJibKa I@IMTaHb, [IOO1JISIOTH Ha OIYHKTM 1
NionyHKTH, axi HYMepPYITbCS apabCbKUMU umnbdpamm. NignyHKTHU
HYMepPYITbCS LMbpaMu 3 IOYXKOI.



119. V¥ pazi xoym Ha BacimaHHl nOpuiMaeTbCA PilmEeHHS OPO
3aTBEPIXeHHS IOKyMeHTa, SKuM oOToBOpKBaBCsS Ha BacimaHHi, uen
IOKYMEHT IONAaE€ThbCsS OO MPOTOKOJY 1 B HbBOMY POOUTBCS NOCUJIAHHS Ha
HOMEep 1 gJmaTy T[OpOoTOKOJIy. 3a HasgBHOCT1 i1HmMX OOKYMeHTiB, o
POBTIAOANIUCS Ha 3acimanHi Ta baxT o0OTOBOPEeHHS AKUX OyJo
3apikcoBaHO Yy TEKCT1 [OPOTOKOJY, BOHM HYMEPYIOTHCH apabCcbKUMU
uubpamm  (JomaTok 1, JomaTok 2). VY BiANOBIiOHMX NYHKTaAX MNIPOTOKOJY
pPOoBUTHCS MOCHMJIAHHS Ha Ll ODomaTKu.

PexBisuT "BinMiTka npo HasBHiCcTb momaTkiB" Hanpukinni TexcrTy
IIPOTOKOJIy He 3a3HadaeTbCsd.

120. IpoToxoJ nignmcyerbca TOJIOBYIUMM Ha 3acimaHHl
KOJIeT'1aJlbHOTO OPTraHy Ta CeKpeTapeM.

121. Jeaxi IPOTOKOJIM 3acimaHb (TexH1UuHUX koMiTeTiB,
METOIMUHMX, EKCIEePTHMX, HayKOBMX pal 1 KoMmMicimM Tomo) NOimjadaranonTb
3aTBEPIXKEHHIO. Y TaKOMy paszi [IPOTOKOJI [IOBMHEH MaTu rpud
3aTBEePIKEHHS .

122. Konii mpoTokojyiB abo BUTATM 3 HUX BACBIIUYKTHCS [1€YaATKOI
cIIyx6y OiJIOBOOCTBa 1 HaACUIIALTLCHA y pasli norpedu 3alHTepeCcOoBaHUM
yCcTaHOBaM, TI[OCamoBuM ocobawm, npaniBHMKaM. CHOMCOK PO3CUIIKM CKJIAIAE
i mimmmcye cexperap.

Cnyx6oBi nucTu

123. Cnyx060B1 JIMCTM CKJIaIalnTbCda 3 MeTol o06MiHYy 1H@QoOpMalliecn
MiXx ycTaHoOBaMM HK:

Bimmorimi mpo BMKOHAHHS 3aBIOaHb, BUM3HAUEHMX B akTax OpPTraHiB
oepxaBHOI BJanM, OpTraHie BJaayu ABTOHOMHOIL Pecny6siku Kpmnm,

OJOPYUEHHAX BUMIMX TIIOCaIOoBUX ocib;

Bimnosimi Ha 3anmTu, 3BEPHEHHS, a TaKOX KOPeCIOHIOeHI1l
BepxoBHO1l Pamnm YKpalHu;

Binmnorimi Ha BMKOHAHHA IOPYYEeHb YCTaHOB BUMIOI'O PiBHSA;

Bimmomimi Ha BanmMTyM iHIMX YCTAHOB;

BimmoBimi Ha 3BEpPHEHHS I'POMansH;

Binmnorimi Ha BanmuTM Ha iHQopwMmallio;

ipiniaTuBHil JamcTU;

CymnpoBimHi JaucTH.

124. Cnyx060BUM JMUCT OQOpMIISETHLCH Ha ClIelliaJlbHOMY IJid JIMCTiB
onaHky GopmaTy A4 (210 x 297 minimeTrpiB). SHKmMO TEeKCT JMUCTaA He
IepeBUllyE CEeMU pankis, BUKOPUCTOBYITH BJ1aHK bopmaTy A5

(210 x 148 minimeTpis) .

125. JlucTt Mae Takil pekBismuTM: nmaTa, peecTpauivHMM iHIekc,
IIOCUJIaHHA Ha peecTpauilrHui 1iHOexkc 1 @maTy HOOKyMeHTa, Ha SAKUM



maerbLCcd BinnoBime, azmpecaTr, B3arojIoBOK IO TEeKCTyY, TEeKCT, BimMiTka
Ipo HadgBHiCTb momaTkiB (y pazi norpebu), ninnmc, BiamMiTka 0po
BUKOHABIIA .

JaToo JMCTa € maTa MOoTOo NimnmMcaHHsa, fgKa [NOBMHHa 30irartmcs i3
naTon peecTpanil BmMximHOI kOopecrnoHmeHU1l y cuyx0i1 misoBomcTBa.

JimcT, obopmiieHuy Ha OJaHKy dopmaTy A4 (210 x 297 Mminmimerpin),
IIOBMHEH MaTM 3aTroJIOBOK IO TEeKCTy, o BimnoBimae Ha nuTaHHS "Opo
mo?" .

126. OCHOBHMM pPeKB13MTOM CJIYyXO0OBOTO JIMCTa € TeKCT, mo, 4K
IpaBuJIO, CKJIaJaeThbCsa 3 OBOX YAaCTMH. VY Iepmiy yacTuHl 3asHavaeTbCsd
nprumHa, nincrara abo OBTPYHTYBAHHS MNiATOTOBKM JIMCTA UM HABONSATHLCSH
NOCHMJIAHHS Ha JOKyMeHTHu, o OyaM OigcTaBon IOJiS MOTO CKJIAIeHHI.
IpyTra YacTMHA BKJIlOYAE BUCHOBKM, TIIPONO3MUI1II, MNIPOXaHHS, pPllleHHS
TOmO, AK1 posMimyionTbca 3 abzauy.

127. dx npaBwiio, y JIMCT1 MNOPYWYETHLCHS OIHE MIUTAHHS.

TexkcT nmucTa BMKJIAODAETHCA Binm nepmol OoCcoOM MHOXMHM 3
BUKOPUCTAHHAM CJIiB: '"mopocmuMo nosizmoMuTu..." "pos'scHwoemo, mo..."
ato Binm TPeTsO1 ocobu omuuHM - "mMiHicTepcTBO iHbOOPMYE...",

"ynparBijiiHHA BBaxae 3a nouisbHe".

AKmo JIMCT CKJaIeHO Ha OJIaHKy IocamoBOl ocobu, TEeKCT
BUKJIaaeTbCsa Bin nepmoi ocobu omHuMHM - "npomy...", "OponoHymo...".

Cnyx06oBi jaucTM HOignmcymoTrbcsa BianoBimHO mO NOyHKTY 52 uiel
THCTPYKLil. TepbOBOI IEeUATKOKN BaCBlOUYyTbCH JMiIle T'apPaHTiMH1 JMUCTH.

128. Cnyx06oBUM JMCT B13ye MpaliBHUK, SKUM CTBOPUB HOOKYMEHT,
KePiBHUK CTPYKTYPHOTO Niapos3niny ycTaHOBM, B SAKOMY MOI'O CTBOPEHO,
y pasi norpebu (gKmo B JMCT1 HOPYWYHOTHLCS BAaXJIMBLI Ta OPMHLIMIOBI
NIMTAaHHS) - KEePpiBHMKM 3BalHTepecoBaHUX CTPYKTYPHUMX Iimposzninis
YyCTaHOBM, a TaKOX 3acCTyIHMK KeplBHMKaA YCTAHOBM BIiAONOBiOHO IO
byHKII1OHANBHMX OOOB'43KiB (SKIMO JMCT MNOBMHEH NiANMCYBATM KepiBHUK
YCTaHOBU) .

JoxyMeHTM A0 3BacifaHe KoOJerianbHMX OpTraHiB

129. HIimroToBka Ta OQOPMIIEHHSH IOKYMEHT1B no 3acizmaHb
KOJIeT1allbHMX OPTaHiB MNPOBOIOATHLCS 3 METOK 3O1MCHEHHS IIOBHOBAaXeHb,
nepenbadveHUx IIOJIOKEHHAMM PO L1 kxoJieriasibH1 opraHm.

130. BacimaHHA koOJIeT'iaJIbHMX OPTAaH1B NPOBOIATHCA BimmoBimHO IO
3aTBEPIXEHUX IIJIaH1B 1xX poboTM Ta y pas3l norpedbu.

Y nnaHl poBoTUM KOJIET1aJIbHOT'O OPTaHy 3al’HAauvalTbCsa IMTAHHS, O
IIOBMHH1 pPO3IJiaiaTucCsa, JaTa po3mJyany, NOpiszBume, 1Hiunianm (iHiuian
imMeHi) pmonoBimaua Ta HaMMEeHYBAHHS CTPYKTYPHOTO Himpos3mijy amapatTy
KOJIeT1allbHOT'O OpPTaHy, AKUM TOTyeE IOOKYMEHTM IJigd PO3TJIany NOUTaHHS
KoJleT1albHMM OPITaHOM, CTPOK MNOOaHHA IOOKYMEHTIB.

[IpoekT NJaHy poboTu KOJIET1aJIBHOTO oprany CKJIaIAETLCH
cekpeTapeM LBOTO OpraHy abo 1HUIOK IOCAamoBOK 0CODOOK, fSKa BiADOBiIOHO



IO CBOIX NOBHOBaxeHb 3abesmneuye opraHiszalin poboTu LLOTO OpPTaHy 3
ypaxyBaHHSAM TPOINO3UILLM CTPYKTYPHMX Niapos3ninis.

KepiBHUKK CTPYKTYPHUX nimpozmimnis anapaty KoJleT1ajibHOT'O
oprany 3aBYACHO IonamnThb nJis BKJIIOUEHHH oo iaHy po6oTu
KOJIeT'1aJlbHOTO OpPTaHy Iepejyiik OuTaHb, SAK1I BOHWU BBaXaKnThb 3a
HeoOxX1OgHe POBTJISHYTM Ha MOro BacimadHHi. o nepeniky momaeTbcs

noeimka 3 OBTPYHTYBAHHAM I[IiICTaB BHECEHHS [IMTAHHS Ha PO3TJIAn
KOJIET1aJIbHOTO OPTaHy.

3aTBEepPIXEeHUN KOJIET1aJIbHMM OpPTaHOM IIJlaH PoBOoTM HOOBOOMUTLCS IO
Bimoma ujeHiB KOJIeTiasibHOTO OPTaHy 1 KepiBHUKIB CTPYKTYPHUX
nigpoz3minie moro amnapaty. HOoIaTKOB1 OMTaHHS OO 3aTBEPIXEHOTO ILJIAHY
POOOTM KOJIET1aJIbHOT'O OpTaHy MOXYyThb OYTM BKJIOUEH1 3a pllleHHAM MOTO
rosioBu. CekpeTap KoJieriaJlbHOTO opTraHy abo iHma nocamoBa ocoba, sSka
BinnoBimHO IO CBOIX TIOBHOBaxeHb 3abesrneuye opraHizanin poboTwu
TakoIro OpraHy, 1HGOpMye BCix UJIeH1IB KoJIeTliaJlbHOT'O OpTaHy Ta
BiOnoBimanbHMX BMKOHABLI1B NPO BHECEH1 @»o MJjaHy 3MiHM.

131. JoxyMeHTHU 3 OMTAaHb, iife} BHOCATBHCH Ha po3Tian
KOJIeT1allbHOTO OpTraHy, [OBMHHI HOIaBaTMCS He NisHime Hix 3a n'sarh
IHIB OO 3acimaHHA, a y pas3l NpoBeIeHHSA [1033a4Yepl'OBOTO 3acijaHHS -
He Mnil3Hime HiX 3a OIMH OeHb. 3al3HaueHl IOKYMEeHTM MIiCTSTh:

OONOB1OHY 3BamlMCKy, aIOpecoBaHy KkoJeTr'iajJbHOMYy oOpraHy (y pasi
norpedbu), B SKiM TPYHTOBHO BUKJAOEH1 NOMTAHHS 3 BMUCHOBKAMM 1
nporno3uiiamm;

IPOeKT plumeHHS (poBnopamXeHHH, IIOCTAHOBU) KoJleT1ajIbHOT'O
opraHy, 3aBlzoBaHUN KeplBHMKAMU 3ailHTepecoBaHUX CTPYKTYPHUX
nimpo3mijir  MOro amnapaTty, Ta JOKYMEeHTM IO HbOTO (aHajiTwuuHi

noinkm, Tabiauii, n$iarpaMmu TOmO), BaBil0BaHl ix kepiBHMKaAMHU, a Yy
pazi moTpebu - NPOEKT Hakaszy;

noeimky npo INOTOIKEHHSA IIPOEKTY pimeHHa  (PO3NOPAIXeHHS,
IIOCTaHOBM) 13 3alHTEPEeCOBaHMMM CTPYKTYPHMMM NiOpo3mijlaMM yCTaHOBU
Ta 1HmMMMM yCTaHOBAaMM;

cnoMcok ocif, 4gaxi BanpowyionTbCa Ha 3acilaHHA KoJieT'liaJiIbHOTO
opraxHy;

iHmil HDOKyMeHTM, HeoOximHi IJjiga po3ITJidny NOUTAaHb.

132. JoxyMmeHTM, NOiOTOTOBJEHIL oisa po3TIany KoJIeTlaJlbHUM
OPT'aHOM, a TaKOX OIMH TPUMIPHMK ix KOIiM 36epirawnTbcsa y cekpeTaps
KoJIeTiallbHOTO opraHy abo iHmoOI mnocamoBoi oco®u, ska BIiAMOBiOHO IO
CBOIX IOBHOBaxeHb 3abesmneuye opraHiszsauiin poboTM TakoT'o opIraHy, abo
B NPOTOKOJBHiIM dYacTmMHi KOJIeTiaJIbHOTO OpPTaHy OKpPeMOo 3 KOXHOTO
3acimaHHS.

133. ¥ pas3i m#OpoBemeHHS BaKpUTOTO SBacClIaHHS KOJeTr'iaJIbHOTO
oprany (BaKpUTOTO OOTOBOPEHHSH OKpEeMUx IMTAHDL) nigroroBka
IOKYMEHT1B 3O1MCHIOETECH 3 IOTPUMaHHSAIM IOPAOKY poboTu 3
OOKyMEeHTaMM, Mo MicTaTe iHbopMalliln 3 OOMEeXeHUM IOCTYIIOM.



134. 3a cBO€uUacHy Ta HaJIeXHy HNiATOTOBKY HOOKYMEHTI1B IoJis
NpoBelleHHS 3BacilaHb KoOJIeT'iaJIbHOT'O OpTraHy BilAONoBinawnTh KepiBHUKU
3alHTEPEeCOBaAHUX CTPYKTYPHMX MNiApo3nijiB amnapary KOJIeT1aJbHOTO
opTraHy.

135. CexpeTap kOJIeTiaJIbHOT'O oOpTraHy abo iHma nocamoBa ocoba,
AkKa B1OMOBiOHO IO CBOIX IMOBHOBaXeHb s3abesneuye opraHizanin poboTwu
TAKOTO OpTaHy, S3IiMCHIOE KOHTPOJIbL 3a CBOEYACHMM INOTAHHAM IOKYMEHTI1B
Ha POBIJIAN Ta NepeBipsge Ix Ha HagBHicT, y noBHOMYy o06ca3i  Ta
npaBUJIbHIiCTE OOOPMIIEHHS .

JoKyMeHTHM, TomaHi 3 MMOPYWEHHAM YCTAHOBJIEHOTO MOPANKYy 1
CTPOK1iB, OO POBITJSOY HEe NIPUMMAKTLCS.

136. IIpoTOKOJ KOXHOT'O 3acinaHHs KoJiIeTiajibHOT'O opraHy
CKJIala€ThCHa 3 ypaxyBaHHSAM BMMOI', 3a3HaueHUX y nOyHkTax 107-122 uiel
THCTPYKLIi1.

137. PimeHHa KkOJIeT'i¥ yCTaHOB peasyil3yiTbCcda NJIAXOM BUIAHHS
Hakals1lB yCTaHOB, PO3IOPAIXEHbL KEePiBHMKIB yCTaHOB, SAKUMMM BOHU
BBOIOATbHCS B Oiow. Y pasil norpedbm BMKOHABLAM Ta YyCTaHOBaM MOXYTb
HalCculaTucs KOomil IPOTOKOJ1B abo BUTATIB 3 HMUX. Burarm 3
NPOTOKOJI1IB OGOPMIIIOTLECS Ha BianmosimHomMy OJaHKy 1 BacBiguyoThcda
IIeyaTKon CcJyx0bu nijoBomcTBa.

JokyMeHTH npo cnyx6oBi BigpsimkxeHHs

138. CnyxboBl BiOpamXxeHHS NpPalliBHMKIB HepenbfadalnTbCcsa y IIJIaHl
poboTU yCTaHOBU.

Y pazi BUHUKHEHHS [OOTpedu vy HamnpaBJIeHH]1 npalliBHMKA y
BiopsamxeHHs, He mepenbadeHe IIJIaHOM POBOTUM YyCTAaHOBM, KEPiBHUKOM
CTPYKTYPHOT'O TIimpos3niny, B HAKOMYy IIpalle I[IpalliBHUK, TOTYEThLCH
IOOMNoOBimHa 3amnmMcka Ha iM'sa kepiBHMKA yCcTaHOBM abo MOTO 3aCTYIHMUKAE,
B AK1iM 3a3HavaeThbCsa NpPOo Te, KyIM, Ha SKUM CTPOK, 3 SKOK0 MEeTO
BigpamxaeTbCsa NpaliBHUK.

IJonoBimHa 3BanMcka pasoM 3 IIPOeKTOM Hakasly OPpO BlAOpPAIXeHHH,
nigroToBJieHMM BinmoBimHo mo abtzally JpyTroro IIYyHKTY 85 uiei
THCTPyKL1l, mnepemaeTbCcsa KEePiBHMKOB1 yCTaHOBM, SK [OPaABMIIO, He
nisHime HiX 3a TpPpM oM OO MOYATKY BIlIOPAIKEHHS.

IOnsa peecTpaull BimpamxeHb BeleThCda XypHas (DomaTok 8).

139. Iicynsa NOBepHEHHS 3 BlIOpAmXeHHS NpaliBHMK BiAmoBimHO  mo
IIOPAIKY, BMBHAUEHOTO KEP1iBHMKOM yCTaHOBMU, IOTYE Yy TPUIESHHUM CTPOK
IMCBMOBMM 3B1T abo NOBimoMiige KEePiBHMKOB1 CTPYKTYPHOTO NOimpo3niny
po pes3ysbpTaTM BUKOHAHHS 3aBIaHHSA, a TaKoX I[oIJae B3BiT 0po
BUKOPUCTAHHA KOWTIB Yy CTPOKM, BMIHAUEH]1 3aKOHONABCTBOM.

3BiT npo BimpamxeHHs (BMKOHAHHS 3aBIOaHHSA) 3aTBEPIXYETHCS
KeP1iBHMKOM CTPYKTYPHOT'O Ninpo3mijly, 3B1iT NIpo BUKOPUCTAHHS KOWTI1iB,
HallaHUX Ha BlIpSIXeHHS, BlisyeTbcd 2Bas’3HadeHMM KepiBHUKOM, Oicnisa
Yoo IepenaeTbcsda OO0 OyXTaJITEPChbKOIL CIIyxOM yCTaHOBU.



III. OpraHisanis HOKyMeHTOO6iry Ta BMKOHAHHS OOKYMEHTiB

BuMorm mopmo panioHanizsanii moxkyMeHTOO6iry

140. JoxymMeHTOOOIiT yCTaHOBM - 1€ T[IPOXOIXEHHS IOOKYMEHTIB B
YyCTaHOB1 3 MOMEHTY I1X CTBOpeHHsa afo oOIepXaHHS OO S3aBEpPIIeHHS
BMKOHAHHS af®o BimnpaBJIeHHS.

JOKYMEHTIM He3aJIeXHO Binm cnocoby dikcauii Ta BiOTBOPEHHHA
indpopmanii HOpoxXomATh 1 ONPalbOBYOTHLCS B YyCTaHOBL Ha ENVHUX
OpTraHizauiMHMX Ta NPaBOBMX 3acalax opraHizauili OoKyMeHTooO1iTy.

141. EgexTuBHa opraHizallid IoKyMeHTOODO1iTy nepemnbauyac:
IPOXOIXEHHS OOKYMEHTIB B YCTAaHOB1 HaMKOPOTIIMM MJISXOM;

CKOPOUEHHs K1JIbKOCT1 1HCTAaHLI1M, OO SAKMX I[IOBMHHI HaOXOoOMUTU
OOKYMEHTHM (HampmMkJamn, 010 Yac MNOTOIXEeHHS) ;

OOHOPA30BiCTL omepauilm 3 omnpalilBaHHS OOKYMEHTiB, YHUKHEHHS
oy6JoBaHHA 01O yac poOoTu 3 HUMU;

LeHTpaNizanin, 3o0cepemxeHHS 3O1VCHEHHS ONHOTUIIHMX Oollepalimr 3
OOKyMEeHTaMM B OIOHOMY MicCIii;

palioHaJIbHE po3TallyBaHHS B YCTAHOBL CTPYKTYPHMX Himposnijsir i
poboumMx MicClb.

142 . Topsanox IOOKyMeHTOoOD1iry pPerJlaMeHTYyEThCS iHCTpYyKLiEn
YCTaHOBM, PeIrJlaMeHTaMM pofOoTM YyCTAaHOBU, IIOJIOXKEHHIMM IIPO CTPYKTYPHI
nimpo3nism, nocamoBUMM 1HCTPYKLIaMHA.

143. OcobmusocTi opraHiszamii eJIEKTPOHHOTO JOKYMEeHTOO01iTy
BUBHAYATLCH iHCcTpPpYyKLUiEKD YCTaHOBU 3 ypaxyBaHHAM BUMOT
HOPMAaTMBHO-NIPAaBOBMUX akTiB y Uil cdepi, wmWoO MaloTb BUIY OPUONYUHY
CUJIy, a TaKOX XapaKTEepMUCTUK TexXHIUHuUX 1 nporpaMHmMxX Bacobir, mo
OYHKL1OHYITE B YCTaHOBI.

Y pasi BIIPOBAIIXEHHS B yCTaHOBI1 cucTeMmM apToMaTmMsalllil
ninoepomcrTea abo cucTeMu €JIEKTPOHHOTO OOKYMEeHTOoOo01ry cayx0a
IOiJIOBOACTBA Pa30M 13 CTPpYyKTYPHMM Oidpos3nijioM, WO BiamoBimae 3a
aBToOMaTM3allin, po3pobide peIrJylaMeHTu podboTu 3 IOKyMeHTaMM B

eJIEKTPOHHI1N dopMmi.

144 . Opranizaunis pgokyMeHTOODIiTYy Yy pasi B3acrTocyBaHHS 3acobiB
aBTOMaTU3alll OijioBomcTBa IOBMHHA 3a6e3neunTn CyMicCHiCTB
TPAIMII1MHOTO Ta aBTOMATM30BAHOTO CIOCODYy ompallloBaHHS OOKYMEHTiB i3
MOXJIMBOCTAMM 3acoB®iB aBTOMaATM3allil OiJIOBOOCTBA.

O6yik 06CsAITYy OOKYMEeHToobiry
145. 0O6car moKyMeHToOoOiry ycTaHOBM — 1le CcyMapHa KiJpKicTb

OTPUMAaHUX (BX1IOHMX) 1 CTBOPEHUX B YCTAaHOB1 (BHYTpimHiX, BUXIOHUX)
IOOKYMEHT1B 3a NeBHUM Iepion (xkBapTali, pik).



146. IimpaxyHOK KinpkxocCcTi OOKYMEHTI1B 301MCHIETHLCS 3a
peecTpauivHuMM dopMaMM B Micuax Ix peecTpanii.

3a omuHuLL O06Niky OepeTbcsa OOKYMeHT. PoO3MHOXeH1 npuMipHUKM,
onpauboBaHi cayx0oin mijoBomcTBa, NiOpaxoBYKTbCS OKPEeMO Ha OCHOBI
NPUMHATOIL B yCTaHOB1 cucTeMum OOJIiKYy IOKYMEHTIB.

OBJsIlk OOKYMEHTI1B MOXe 3IOiMCcHIBATMCAS SK 3a YCTAHOBOK B 1iJjioMYy,
Tak 1 3a KOXHMM CTPYKTYPHMM OimposmijsoM, 2a TIpyHon IJOKYMEHTI1B.
OkpeMO NiIpaxoBYITbLCH SBBEPHEHHSA I'pPoMansH, 3aluTK Ha iHdopmauimn.

PesynbTaru OOJIiKY IOKYMEHTI1B y3aTraljbHIOTLCS CITy %6010
OiJJOBOOCTBa 1 MNOHOAKTHLCS KEPiBHUILTBY YCTAHOBM IJIS BXUTTS 3axoniB
IJiS YyOOCKOHAJIeHHS PofoTu 3 IOKYyMEeHTaMM.

147. IipcyMkoBi maHi objaiky ob6cary IOOKYMeHTooO1Ty mnomamnThbCd B
TabamuHiy dopMi (momaTok 9) .

[lpuiiMaHHA Ta NepPBMHHE ONpPaLlBaHHS
OOKYMEHTiB, WO HagXOOSTE OO YCTaHOBM

148. JIocTaBka IOOKYMEHT1B oo YyCTaHOBM BI1MCHIOETLCS, SAK
npaBuJio, 3 BUKOPUCTAHHAM 3acobiB [IOMTOBOTO 3B ' 43Ky i
eJIeKTPO3BR 'A3KYy, a TaKOoX Kyp'epchbKoo Ta Qesibh'erepCbKOKl CJYXOO.

[lomTol Ta dYepe3 Kyp'epcbky CHIyx0y HOOCTaBJISETBCHA [IMCbMOBA
KOpeclroHOeHuisa, nomToBl kapTku, OaHmepoJi, OpibHi nakeTu, a TakKoOxX
nepionuuHl OpyKOBaHl BMIAHHSA.

denbn' €eTepChKON CIYXOO0I IOCTAaBJISETHCS creliajabHa
KOpEeCIoHIeHuig.
KaHajamMu eJjekTpo3B'a3Ky OOCTAaBJISATHCS : TejerpamMmu

(Teneraunorpamm) , bakcorpamu, TejgedoHOTPAMU, EJEKTPOHHI ITOKYMEHTU
i3 BacToOCyBaHHSAM €JIEKTPOHHOT'O LMOPOBOTO mHNimanmmcy Ta OOKYMEeHTM B
€JIEKTPOHH1N GopMi 0Oe3 eJIeKTPOHHOTO LUMOPOBOTO Nimanmucy (y CKaHOBAaHIM
bopmi) .

149. Yci nmokyMeHTM, 1O HAIOXOOATHL IO YCTAaHOBM, MNIPUMMAKTLCH
LeHTpajli30BaHo B cayx6i mijoBoncTBa.

PekoMeHIOOBAaHa, ClellajbHa Ta KOPECIOHIOEeHII1a 3 OTI'0OJIOIEHO
UiHHiICTIO NOpPUMMAETHCS i POBMIUCKY B XypHasi, peecTpi abo
NoBinmoMJIeHH1 TNPO Bpy4YeHHS.

Y pazl HaOXOIXeHHsA kopecnoHmeHuii 3 BinomiTkon "TepMminoro"
bikcyerbcsa He Jmme pmaTa, a 1 TOOVMHM Ta XBUJIMHU OOCTABKMU.

Y pazl NOUWKOIXEHHS KOHBepTa pobuTbcsa BianorimHa BimomMiTka vy
IIOWTOBOMY PeecTpi.

JOKYMEHTHM, WO HaOiMumm y HepobouuM uyac, OIPpUMMAKTLCS YepT'OBUM
NPpalliBHUKOM yCTaHOBU.



150. ¥ cnyx6i @mimoBoncTBa PO3KPMBAKTLCS BC1 KOHBeEpTH, 3a
BMHSTKOM TMUX, IO MalThk Hanmuc "ocodbucTo".

151. KouBepTu B30epiramrbca i momamTbCcsa OO OOKYMEeHTiB y pasi,
KOJNIM JiMile 3a KOHBEPTOM MOXHa BCTAHOBUTKM anpecy BilanpaBHMKA, dYac
BilIOnpaBJIeHHS Ta OIepXaHHS IJokyMeHTa abo KoM y KOHBepTi BimcyTHi
OKpeMil HOOKYMEHTM UM BCTAHOBJIEHO HEeBIiAOMOBIiOmHICTE HOMEPiB HOOKYMEHTIB
HOoMepam, 3a3HAYEHUM Ha KOHBEpTi, a TaKOX aIpecHl apiuku
PEeKOMEHIOBAaHMX KOHBEPTIiB 1 MNakeTiB.

Y pasi BUSABJIEHHS BimcyTHOCTI OomaTkKis, 3a3HaAUYEeHUX v
OoxkymMeHTi, afbo okpeMMxX apKymis, a TakoX IIOMMJIOK B ObopMIIeHHI
OOKYMEHTa, WO YHEMOXJIMBJIIOE MOT'O BMKOHAHHS (BizmcyTHicTh ninnmcy,
Bimburky rneyaTku, rpudy 3aTBEPIOIXKEHHSA TOO) OOKYMEHT He
peecTpyeThCa 1 BIiANPAaBHMKOB1 HAOCUIIAETHLCS MNUCBMOBUM 3anmuT adbo oMy
nopimomMnsgeTbCcsa INOpo Le TejedoHOoM. I[IpM LbOMY Ha IOKYMEeHT1 poduTbCs
BignomimHa BigMiTka is 3a3HayeHHIM oaTu 3aIuTy (pos3MOBM
TejedoHOM) , nocamu Ta OpisBuma  ocobu, gKim  3pobjieHO  BanmT,
nigonmucy, ixigianip (imigiany imMeHi) Ta OpizBuIa ocobu, jiife)

3O1MCHMIIA SBaluT.

Y pazi sBimcyTHOCTi abo HeuijgicHoOCT1 BkJaOeHb, IIOMWKOIXEHHS
KOHBepTa, ylakyBaHHS, O I[IPM3BEJIO IO HEMOXJIMBOCT1 IIPOUYMTAaHHS
TEeKCTY IOKyMeHTa, CKJamaeTbcsa akT Yy I»OBOX NIpuMMipHuMKax. OOuH
NPUMMIPHMK akTa HaOCUJIaeThbCSA B1lONPaBHMKOBL, 1HIMM - 30eplraeThbCca y
cayx6i misoBmomcTBa.

152. Hagpmicmani He 3a ampecomn IOKYMEHTU IIOBEPTAKNTLCSH
BinonpaBHMKOBL 6es3 ix po3riasamy.

153. daxkT i marTa HaOXOMXEeHHSH OOKyMEHTa oo YCTaHOBU
000B'sa3k0BO bikCyoThHCHS 3a NpaBujaMM, 2Ba3HAaUeHUMM B OyHKT1 82 umieil
THCTPYKII1T.

154. EnexTpoHHl Hocii ixnbopmanii o6oB'A3KOBO INepemalnTbCsa OO
YCTAHOBM 13 CYOPOBIiOHMM JMCTOM. I[I1O yYac OpUMMaHHSA TakMUX IOOKYMEHTI1B
ONPAallLOBYETHCS TiJIBKM CYNPOBIIHMI JIUCT.

155. ¥ pasl HaOxXOmOXeHHHA INOKYMEHT1iB, HaZicjlaHux TeJjiebakcoM,
nepeBipgeTrbca  3arajibHa KiJgbKICTh apkKymirs Ta BignoBimHicTe ix Tim
KijpkoOCT1, WO Ba3HaueHa Ha IeplioMy apkKylli, a Takox HaJjiexHa SKicTb
OPpYyKy. Y pasi omepxaHHd QakKCUMIJIBHOTO MIOB1JIOMJIEHHSA He B IIOBHOMY
obcazi abo Ba HASBHOCT1 TeKCTy HeHAaJIeXHOI 4gKOCT1 IOOKYyMEeHT He
peecTpyeThbca 1 mnpo ue 060B'sa3k0oBO iHbOPMYWTH BiliONpaBHMUKA.

lonepenHin poBIadAn LOKYMEHTIiB

156. JoxyMeHTHU, ampecoBaHl KepiBHMKAM yCTAaHOBM, a TakoX Taki,
B AKMX HE 3BasHauyeHO KOHKPEeTHY IIocamoBy ocoby abo CTPYKTYpPHUM
nimposmin 4k ajpecaT, OigagaramnTb NONePelIHbOMY PO3IJIANYy B CIyx0i
nijosomcTBa.

157. MeTon OONEPEOHBLOTO PO3IJIANY HOOKYMEHTIB € BUOKPEMJIEHHS
TaKMxX, WO [OOTPedbylnTh OOOB'SA3KOBOTO PO3IJIALY KEPiBHUKOM YCTAHOBMU,
MO0 3BacTynHMKaMM abo CTPYKTYPHMMM Iidpos3nijiamu.



O060B'A3K0OBOMY POSBIJIANY KEePiBHMKOM YCTAHOBM [NIiOagrainTb aKTU
opraHiB mepxaBHOIL BJanM, OPITaHiB BJamu ABTOHOMHOI Pecny®mixm Kpuwm
Ta OOPYYEHHs BMIMX IOCamoBMUX 0ci®, 3anmTM, SBEPHEHHS, a TakKoxX
KopecrnoHmeHlis BepxoBHOI Panu Ykpaluum, AnminicTpauii IIpesuneHTa
Ykpainu, KabiHeTy MiHicTpiB YkpaihHu, kKpiM TOI'O, KOPECIHOHIEHIis, Mo
HaOxOIMThE Bixm yCTaAaHOB BUIOTO PiBHSA; pPllleHHS OpraHiB MiCLEeBOTO
caMoOBpsAOyBaHHS, a TakoX HaMBaxJuBimi OoKyMeHTH, SgKi MicTaTs
iHbopmMalito 3 OCHOBHUX IMTaHb NOiAJbHOCTLI YCTaHOBM 1 HOTPeOYIOTH
BUpimeHHsa 0e3nocepelHbO KEPiBHUKOM.

THi OOKYyMeHTU nepenamnTbCcd 3aCTYyIHUKAM KepiBHUKA abo
CTPYKTYPHUM nimposninaMm (BMKOHABIISAM) BimnoBimHO o ix
byHKL1IOHANBHUX OOOB'a3KiB.

158. TlonepenHin poO3TJSn IOKYMEHT1B IOBMHEH 3O1MCHIOBATUCH Y
IOeHb HaIXOoIkeHHsS abo B TIepumMi HACTyNHMUM poboumii »OeHb Yy pas3i
HaIOXOIXXKeHHSa 1IxX Iicjga BakiHdyeHHa pobouyoro nOHdA, Y BUMXIOHI Ta
cBATKOB1 HepobOoui mHi. J[JJOopydyeHHs yCTaHOB BMIIOTO PiBHS, Tejerpamu,
TesleboHOTPaAMM PO3TJIIANANTBLCS HeTaMHO.

159. IIimg yvac nomnepenHbOTO0 PO3ITJIANY HOOKYMEHTIB BPaxoBYHOTLCS
IIOBHOBaAXeHHA Cy0O'eKT1iB pO3TINANy KOPECHOHIEHI11, nepenbadeHi Yy
[IOJIOXEHHAX (CTaTyTax) OPO YCTAaHOBY Ta Yy IOJIOKEHHAX PO CTPYKTYPHI1
nimpo3minm, PoO3nOPANUMX HOOKYMEeHTax INOIpo po3nonijy obor'sasxkire Mmix
KepP1lBHMKOM YCTaHOBM Ta MOTO 3acCTyIHMKaMM, [IOCAIOBUX 1HCTPYKILiAX, a
TakKOX KJjacudikaTop NMTAHL OigJIbHOCT1 yCTaHOBM, HOMEHKJIATypa CIOpas,
CXeMM MNPOXOIXEeHHS INOKYMEHTI1B.

160. Ha «cranmii mnomnepenHbOoTo PO3IJIANY 3IOiNMcHeTbCa B1iodip
IOOKYMEHTI1B, mo He nimmgaranTb peecTpauii  cayxboin OijloBoICTRBa
(momaTox 10), a TakoOX TakKuUx, MO I[epenamnTbCsa OJjsd peecTpanii
CTPYKTYPHMM Nimposnisam.

PeecTpaniss JOKyMeHTiB

161. PeecTpalld OOKYMEeHT1B [OJIATa€ y BeleHH1 3anucy OOJI1KOBUX
OaHMX PO INOKYMEHT 3a BCTAHOBJIEHOK pPEeecTpalirHon (QOopMOKn,  SKUM
bixcyerbca GakT CTBOpPeHHs, BianparjieHHa abo OHOepXaHHS OOKYyMeHTa
IJIAXOM MNPOCTABJIEHHS Ha HBOMY peecTpalliVHOTO 1HIekCy 3 I[I0IJaJlbUUM
3anrMcoM y 3asHaueHuxX ©QopMax HeOoOXiOmHMX BiIoMOCTeNM IIPpO OOKYMEHT.
PeecTpalis OOKYMEHT1B NpPOBaIMTLCHA 3 MeTOK 3abesnedeHHa I1x o0O0OJIiky,
KOHTPOJIO 3a& BUKOHAHHSAM 1 ONEpPaTMBHMM BUKOPMCTAHHSAM HASBHOI B
IOoKyMeHTax iHdopmanii.

PeecTpyoThLCS OOKYMEHTM Hes3aJIeXHO Bim cnocoby ix IJocTaBKWU,
nepenayi UM CTBOPEHHS.

162. PeecTpauis axkTiB OpraHiB mepxaBHOIl BJAaIM, OPITAaHI1B BJIamu
ABTOHOMHOI Pecnybniku Kpum Ta »OOpydYeHb BMIMX [IOCamoBUX 0cCcib,
3anouMTiB, S3BEPHEHb, a TaKOX KOPEeCIOoHOeHL1l BepxoBHOI Pamu YkpalHH,
AnminicTrpauii IlpesumpmeHTa Yxpaiuu, Kabisnery MinicTpir VYkpaluwu,
IOOKYMEHT1B, WO HaIiMmamM Ha pPoO3IJLaI KepilBHMKA YCTAaHOBM Ta MOTO
3aCTyNHMKIB, PO3NOPAOUMX INOKYMEHT1iB, JMCTLB 3a N1ANMCOM KeplBHMKA
Ta MO0 BacCTyNHMKIB, TNPOTOKOJiB 1 pilmeHb KoJieT'lajibHMX OPTaHiB
IPOBOOUTLCHA LIeHTPpaJjli3oBaHO CJyX000 OiJIOBOACTEA.



ITHmi OOKYMEHTHM, IO CTOCYITHLCS HANPSAIMiB IiSIBHOCTI1 CTPYKTYPHMX
nimgpo3mijiie  yCTaHOBM, MOXYTb PEEeCTPYBaTuCss B LUX CTPYKTYPHUX
nimpo3ninax.

Micue peecTpauiil OKPEMMUX TPyl IOOKYMEHTI1B (Hakaszu
(poBmopsAmXeHHsa) 3 KaIpOoBUX NUTaHb (0CcoBOBOTO CkJaly), IJOTOBOPH,
3B1iTHM, OPEeMCKYyPaHTM TOlO) BM3HAYAETHCH B 1HCTPYKLU1I yCTaHOBU.

PeecTpanii nmimngaramnTbk TaKOX OOKYMEHTM, CTBOPEeH1 B yCcTaHOBI
(moBipgkxm, pJonoBigHl Bamnmcku, 3asgBM TOIO) .

163. JOKYMEHTU PEECTPYITLCS JMiIe OIMH pal3: BximHi - y meHb
HaOxXoImXeHHa abo He MNiszHime HACTYNHOTO IHSA, SAKIO IDOKYMEHT HaOliMIIOB
y HepobouuM uac, CTBOPIOBaAHl — Yy IOeHb OinnmcaHHa abo B3aTBEepPIXeHHS.

Y pasi nepenaui 33apPEECTPOBAHOTO IOOKyMeHTa 3 OOHOTO
CTPYKTYPHOTO NiAPO3AiJly OO 1HIWOTO HOBUM PpPEeeCTpaliVHMM 1HOEKC Ha
IOKYMEHT1 He NPOCTaBJISETHCH.

164. JOKyMEHTU PEECTPYTLCS 3a TIpyldaMu 3aJIeXHO Biln Has3BU
BUIOY, aBTopa 1 3MicTy OOKyMeHTiB. Hampukiazm, OKPeMO PEeeCTPYITbLCS:

aKTM OpraHlB IepxaBHOL BJaOM, OpraHis BJIaOU ABTOHOMHOIL
PecnyBinixku KpuM Ta mopydeHHs BMIMX [IOCaloBMUX 0cif, sBanmuTy,
3BEPHEHHS, a TaKOoX KOpeCHOHIeHlisa BepxoBHOl Pamm VYxkpalHmM, 1O
HaOivmayM OO0 yCTAaHOBU;

HakasU (pPOBHOPAOXEHHHA) 3 OCHOBHUX NMTaHb O14JBHOCT1 YyCTaHOBU;

Hakasu (POoOBNOPAIXEHHS) 3 amMiH1CTPaTUMBHO-T'OCIIONAPChKUX
NIMTAaHb;
Hakazyu (PpO3MNOPSAIXEeHHS) 3 KaIpOBMX NOUTAaHb (ocoboBoro ckIamnmy)

(BimmoBimHO mo ix BMOiB Ta CTPpokiB 30epiraHHg) ;

pimenHsa xoJjerii;

akTM peBiziM diHaHCOBO-TOCHOIAPCBHKOI IOigaylbHOCTI;

ByxTajJTepCchKi IOKYMEHTH;

3a8aBKM Ha MaTeplajlbHO-TexXH1uHe INOoCTadaHHS;

cnnyx00oBl1 JIMUCTU;

3BEPHEHHS I'POMAaIsSH;

3anmMTy Ha iHbopMauilp.

165. daxcorpamu (manepori komnii HOOKyMeHTiB, IepemaHli 3
BUKOPUCTAHHAM 3acof0iB QaxCuUMiJIBHOTO 3B'43KYy) PEeeCcTPYyRTLCS OKpPeMOo
Blinm 1HmIMX IOOKYMEHTIiB.

166. JoxkymMeHTHU, iife) nepenamnTbCs EJIEKTPOHHOIO [IOWIT O N

CKaHOBaHiM dopMi Oes eJIeKTPOHHOTO UMOPOBOTO NiANMCy, PeeCcTPpyloTbCS
OKpeMO Bim 1HIMX JOOKYMEeHT1B 13 Ba3HaueHHAM eJIEKTPOHHOIL anpecu



BimmpaBHMKa Ta ampecara.

167. OpurizHaja IOKyMeHTa, AKUM HaOiniosB Bimpasy niciuasa
bakxcorpamm abo E€JIEKTPOHHOW IIOWTOK B CKAHOBaHiM dopmi, peecTpyeTbCs
y BimmoBimHMX peecTpauimHmMx dopMax BiAmoBinHO mo nyHkTy 161 uniel
THCTPYKIIil.

168. IIigm Jac peecTpauii OOKYMEHTY HaJaeTbCcda YMOBHE
IOBHAUEHHS - peecTpaluirHmMy iHmekc, SKuM ObOPMIIIOETHLCS BI1ANOBiIHO IO
nyHkTy 34 uiei IHCTPykuLii.

169. B ycTraHOBax MOXe 3aCTOCOBYBAaTMCHA OHOHA 3 TpPbox QopM
peecTpaunii ODOKYMEHT1B - XypHalJlbHa, KapTKOBa Ta aBTOMaTM30BaHa (3
BUKOPUCTAHHAM CllelllaJIbHMUX KOMII'ITEepHUX NOpoTpaM) .

170. BuMKOPMCTAHHS XYypHaJbHOI dopMM peecTpaunil IOKyMeHTIiB
IOONIyCKAaeETbCSa B YyCcTaHoBax 3 o0OCATOM OOKYMEHTOO01TY oo 600
IOKYyMeHT1B Ha pik (momaTxm 11 i 12).

171. OCHOBHMM TIPMHIMIIOM peecTpanii »OOKYyMEHTIiB 3a KapTKOBOK
bopMOK € NPMHLUMII OIOHOPa30BOCTi, TOOTO KOXEH HOOKYMEHT PEECTPpYyeTbCS
B YyCTaHOB1 Juime OIOMH pas3.

KinpxicTer npuMipHMKI1B KapToOK BMBHAYaAETHCH YCTaHOBOI i
3aJexuTh Bin piBHA LHeHTpaJlizanil opraHizauiil I01JIOBOOCTBA,
KiJIbkKOCT1 BMKOHABI1IB JOKYMEHTAa Ta KI1JBKOCT1 KapTOTEeK B yCTAaHOBIi.
K OpaBMIJIO, PO3IPYKOBYIOTLCH TPM [NIPUMI1PHUKU KapToK: oBa -
PO3MimyTECS B HOBiAgxOBiM 1 KOHTPOJIBH1IM KapToTekax, OIUH -
epenaeTbCcsa BUKOHABIID PasoM 13 IOKYMEHTOM.

KapTky BUTOTOBJISITHLCSH Ha miJsbHOMY namnepi bopmaTy Ab5
(210 x 148 minmimeTrpir) abo A6 (105 x 148 mimimeTpiBm) .

172. Y paszi BIOpoOBamXeHHS aBTOMATU30BaHOI ¢opmMm peecTpanii
IOKyMeHT1B ¢opMyeTbcsa OaHK peecTpaliyHMX ITaHuX B EJIEKTPOHHOMY

BUTJISO1l, a Ba HaASBHOCTI1 JiokaJIbHOI Mepexli — LleHTpajibHUM OaHK
peecTpauiMHYX HOaHMX. 3a OONOMOTOK AaBTOMATU30BAHUX pPeeCcTpalirHMUX
OaHKiB OaHUX npauiBHUKM 3abesneuyinTbcsa  1HQopwmalliewn 1npo BCi

IOKYMEHTM 1 Micle 1IxX po3TallyBaHHS.

173. ¥ pasi BacTocyBaHHS KapTKOBOI abo aBTOMaAaTM30BaHOL dopmu

peecTpaniil BCix KaTeropin OOKYMEeHT1B (BxigHUX, BUX1IOHUX,
BHYyTPimHix) odopMieTbCS peecTpaliMHO-KOHTPOJNIEHA KapTka
(nomaTox 13) ( 12425-2011-n ) 13 =BasHaueHHAM OBOOB'A3KOBUX

pexBisuTie (momaToxk 14).

[lepenix 0DOOB'A3KOBUX PEKBi3UTIB PEECTPALIMHO-KOHTPOJNBHOL
KapTkM Yy pasi norpebu Moxe OyTHM OONOBHEHMY 1HmMMMM pPekKBisuTamm.
Ilopsanok pPoO3MilleHHS PEKBi3UTIB B peecTpaliMHO-KOHTPOJbHIM kapTui
MOXE BMB3HAYATUCS YCTAHOBOW.

Opranisanisa nepegmadYi OOKYMEHTiB Ta iX BMKOHAaHHSA

174. IOnsa 3abesneyeHHs puUTMiuHoCTl poBOTM Ta CBOEYACHOTO
BMKOHAHHA HOOKyMeHT1B ciyxba nijmoBonmcTea pos3pobrnse rpabixm nepenmaui


http://zakon0.rada.gov.ua/laws/show/1242%D0%B0-2011-%D0%BF

KOpEecClnoHIeHIuil KepiBHMUTBY YyCTAHOBM 1 CTPYKTYPHMM Oimpo3mijiam.

175. BapeecTpoBaHil IOKYMEHTU nepenamnTbCH Ha pos3rnan
KepiBHMIITBA YCTaAHOBM B JEeHb I1X HaAOXOIXeHHS a®o HACTYIMNHOTO POoBoUoTo
OHA Yy pasl HaIXoIXeHHS IOKYMEeHT1iB y Hepobouumr uac. Tererpamu,

TeyepoHOTPAMM Ta 1HmMI TEepMiHOB1 IOKYMEHTM NepelamnTbCsa HeTalHO.

Binmpasy nicnga peectTpallll KepiBHUKY YyCTaHOBM y Teui 3 1mpudom
"HerinkmanHo" mnepenanTbCsa aKTUM OPTaH1B HOepxaBHOIl BJaIM, OPITAaHI1B
BJlamy ABTOHOMHOI Pecny®msixm KpuM Ta IOpydeHHS BUIMX [I0CANOBUX
ocib, BanmTM, 3BBEPHEHHSA, a TakKOoX KOPECHIOHIeHL1sa BepxoBHOI Paiu
Yxpainu, AnmiHicTpauii IpesmupmeHTa YkpaixHu, Kabinery MinicTpis
YxpalHM, KOPEeCIOHIEHI1sg, WO HaAXOOMTh BiA yCTaHOB BMIIOTO P1iBHA.

176. JoxkyMeHTHU, POBTJIAHYT1 KepiBHULITBOM YCTaHOBM,
IoBepTanTbCA 3 BimnoripmHomo pes3ojwoilicl ciayx0i mijmoromcTrBa, gkKa
3O1MCHIOE Iepemadyy NOKYMEHT1B Ha BUKOHAHHSA.

177. IoxymeHT, BUKOHABII MU AKOTO € KiJbKa CTPYKTYPHUX
nimpo3mijire, Moxe OyTH NepellaHuy BUKOHABIAM y IOPSAOKY BM3HAUYEHHS
ix B pezsojyoiil abo OOHOUACHO Yy BUIJIAO1l KONiM 3 Hepemaven opmMIiHaJy
TOJIOBHOMY BMKOHABIIO, BMBHAUEHOMYy B pPe30Jolil nepumM. Y pas3i
BIOPOBAIKEHHS EJIEKTPOHHOTO JOKYMEHTOOO1iTy CHiBBMKOHABLIL OTPUMYKHTH
IOOKYMEHT B EJIEKTPOHHiM ¢dopMi.

178. ®akT nepemaui OOKYMEHTiBE BMKOHABLUSAM O(OIiKCyeTbCH UJISXOM
IPOCTAaBJIEHHHA BimnmoepinHOI BigmiTkm B peecrpauimrin  dopmi is
3a3HaUYeHHAM 1HGopMallll NOpo BMKOHABIIIB, HSKMM [IE€PEeOaHO OpMIiHAI
IOOKYMEeHTa Ta MOTO KOmii.

179. Tlepemaua mOOKyMEHTa 3 OIOHOTO CTPYKTYPHOTO MNimpo3mijy mno

inmoro B 06OOB'Aa3KOBOMY NIOPAOKY 31MCHIOETHCSA yepes CIYyX0y
nijoBomcTBa, B dgKin OyJi0 BapeecTpOBaHO OOKYMEHT. J[OKYyMeHTH,
BMKOHAHHSA HAKMX IepedyBae Ha KOHTPOJ1, TIMepemawnTbCsa OO 1HMMX
CTPYKTYPHMUX nimpozmimnis abo 1HmMM BMKOHABLIAM TiJIbKU 3

IIOB1IOOMJIEHHAM PO Lie CJIYyX01 KOHTPOJD.

180. Ilepemavya IOOKYMEHTIiB Yy Mexax CTPYKTYypPHOT'O MIimposnijy
3O1MCHIOETECS yepes ocoby, BiliOonmoBimasjbHY 3a IOiJOBOICTBO B
CTPYKTYPHOMY NOimpo3mini (cexperaps).

181. O6jnix OOKYMEHT1B, WO NepelalnTbCsa 3 OOHOTO CTPYKTYPHOTIO
nimpoz3nisny mo i1HWOTO, 3IO1MCHIOETHCS LUIAXOM IIPOCTABJIEHHS B1lONOBIIHUX
BimMiTOok y peecrTpauimeEmx popmax, sxi Bezme ciyxOa nijoBomcTBa.

182. BignoBimampHicCTE 3a BMKOHAHHSA IOKyMEeHTAa HECYyTb 0COOM,
3asHAaUeHl y po3nopanuoMy IOOKYMEeHT1, pesoJinllil keplBHMKa YCTaHOBU,
Ta NPaLilBHMKM, SKUM OE€3MN0CEePeNHbO NOPYUYEHO BUKOHAHHS.

TOJIOBHUV BUKOHAaBELb opraHi30BYyE poboTy CII1BBUKOHABII1B,
30KpeMa BM3HAUAaE CTPOKMU MOOaHHS HYMM [OPONO3UILIiV, NOPSIOK
INOTOIXEeHHS 1 NiOTOTOBKM INIPOEKTY HOOKYMEHTA.

CniBBMKOHaBL1l BimmoBimawnTh 3a ODiATOTOBKY Ha HAaJIeXHOMY PiBHI
Ta CBOE€UYACHE IMOIaHHSA TOJIOBHOMY BMKOHABLIKD NPONO3uLiM. Y pasi
HEeCBOEYACHOTI'O NonaHHA IPONO3ULI1NT CI1BBMKOHABLAMU TOJIOBHUMN



BMKOHAaBelb 1HGOPMyE MNpPO 1€ KEePiBHMKA, SKUM HalaB IOPYUYEeHHS.

183. BukoHaHHsI JOOKYMeHTa mNepegbavae 30MpaHHA Ta OIPALBAHHI
HeoOximHol iHdopmanii, DiAroTOBKY NPOEKTy BimmoBimi Ha HOOKYMEHT umu

HOBOTO IOOKYyMEeHTa, noro obopmIieHHS, Y3TOIKeHHsS, I[OOaHHS IJIid
ninonmMcaHHsa (BaTBEPIXEHHS) KepiBHUKOBL yCTaHOBM, a v OeaKUxX
BUIIaIKax - KepiBHMKOB1 cCcTpyKTypHOTO nimposzniny, a Takox y pas3i
norpedu — NiOTOTOBKY OJIS MepecuiiaHHS alpecaTy.

184. Ilepen nomaHHAM MNPOEKTY IOKYMEHTa Ha NiAanmMc BilOmoBimHOMY
KEepilBHMKOB1 IpaliBHUK, (KUY OiOATOoTyBaB IOOKYMeHT, 3000B'sa3aHUM
NepeBipuTM NPAaBUIBLHICTEL MOTO CKJaOeHHsS Ta ObopMIIeHHS, I[IOCUJIAHHS Ha
HOPMAaTMBHO-IIPABOB1 aKTu, YTOUHUTU uubdpori ODaHl, HagBHICTBb
HeoBx1gHMX Bi3 1 IJomaTkis.

JOKYMEHT IOINAEThbCHA Ha MNianmc pas3oM 3 INOKYMeHTaMM, Ha IimcrarBi
AKMX MOoTro OyJIO CKJIaIeHO.

185. Km0 OOKYMEHT HAaICUJIAETBCS IO KI1JIBKOX YCTAHOB IIicisa MOTO
peecTpanii BMKOHABEIb opraHizoBye BUTOTORJIEHHS HeoBximHOI
kKinmpxocTi NpuMMipHUKIB.

186. IpaliBHMK, BlanoBimanbHMM 3a BMKOHAHHS IOKYMeHTa, Yy pas3i
BionycTkM, BilIpsgamxeHHs, 23B1lJbHEeHHS 3000B'sa3aHUM HNepelaTy  1HIOMY
OpaliBHMKOB1 3a HOTOOXeHHAM 13 CcBOIM Oe3nocepenHiM KepiBHMKOM yCi
HEBUKOHAHI IOKYMeHTM Ta noiHdopmyBaTM CiIyx0y KOHTPOJ NPO Iepermauy
IOOKYMEHT1iB, BMKOHAHHSHA AKUX nepebyBac Ha KOHTpOJi, i1HmWOMY
BMKOHABLEB1 .

Opranisaniss KOHTPOJIO 3a BMKOHAHHAM LOKYMEHTiB

187. KOHTpPOJIbL 3a BUKOHAHHAM INOKYMEHT1B 3OiMCHIOETBCS 3 METOI
3abe3MneyeHHs CBOEYACHOTO Ta HAJIeXHOTO I1X BUKOHAHHSA.

188. KoHTpOJIb 3IO1MCHIOETHCS 3a BUKOHAHHAM YClxX 3apeecTpOBaHUX
IOOKYMEHT1B, VY SKMX BCTAHOBJIEHO SaBIOaHHHA, a TaKOX BMKOHAHHA  SKUX
nimnarae obor'a3KOBOMY KOHTPOJIO, 3a rnepeyiikoM JOKYMEeHT1B,
3aTBEPIXEHUM KEePiBHMKOM YCTaHOBU.

OBOB'SA3KOBO KOHTPOJIOETHCS BMKOHAHHSA 3aBlaHb, IepenbadeHUx Yy
aKTax OpTraHliB IepxaBHOLl BJany, OpTaHiB BJlaayu ABTOHOMHOI Pecny®iiku
KprM Ta »mopydYeHHSAX BMIIMX [IOCAIOBMX 0OC1i0, HaIaHHA BlanoBizel Ha
3anuTy, SBEPHEeHHS, a TaKOX KOopeclioHIeHLil BepxoBHOI Pamm YkpalHu,
AnMiHicTpauii IIpesuneHTa Ykpainm, Kabinery MixHicTpir VYkpalHu,
pozmopanyil IOOKYMEeHTM Ta OOPYyUYeHHS KepiBHUIITBA yCTAaHOBM, PlleHHS
KOJIeT1allbHOT'O OpTaHy YCTAaHOBM, 3aluMTM Ha iHbopmauimo.

OpraHizallin KOHTPOJI® 23a BMKOHAHHSAM S3aBIOaHb, BUMBHAUEHUX VY
akTax oOpraHiB IepxaBHOI BJaIM, OPTaHiB BJamM ABTOHOMHOI PecnyOsikwm
KprM Ta HDOpydYeHHSAX BMIIMX [NOCAIOBMX OC10 3O1MCHIE NeplMM 3BaCTYIHUK
abo 3aCTYIIHUK KepiBHUKA YCTaHOBU BimnoBimHo @mo poszmnomijsy
byHKLI1IOHANBHUX OOOB'g3KiB.

189. Beszsmnocepenuin KOHTPOJIb 3a BUKOHAHHSAM IOKYMEHT1B
MOKJIANAETLCA Ha CJyk0y KOHTPOJIO - Ccheuianbumii nizmposmis  abo



nocamoBy oco0y, BimmoBimajlbHY 3a SBIiMCHEHHS KOHTPOJIO.

Y CTPYKTYPHUX nimpo3mijax BesnocepenHin KOHTPOJIb 3a
BMKOHAHHAM IOOKYMEHT1B 3O 1MCHIOE ocoba, BlimnoBimasnbHa 3a
Oi1JIOBOOCTBO.

190. CTpox BMKOHaAHHS IOKYyMEHTAa MOXe BCTAHOBJIOBATUCSH y
HOPMAaTMBHO-IIPABOBOMY aKTi, po3nopandyoMy IOOKyMeHT1 abo pesosioniil
KepiBHUKA yCTaHOBU. CTPOKU BMKOHAHHSA BHYTPimHI1X OOKYMEHTI1B
ODUMCIIITECA B KaJIEeHOAPHUX IOHAX IIoUuMHamnyy 3 JaTu [OiOnMcaHHS
(peecTpanii), a BX1OHMX - 3 IDaTM HaAOXOIXXEHHA (peecTpalnii).

SJAKIMO OCTaHHIM HOeHb CTPOKY BMKOHAHHSA HOOKYyMEeHTa Npulanae Ha
Hepobouum IOEeHb, OCTaHHI1M OHEM CTPOKY BMKOHAHHA HOOKYyMEHTAa
BBaXaeThbCsd IepmmMi OeHb Nicisa Hepobodoro IOHSA.

191. CTpokxu MOXYyTb OYyTM TUIOBMMM abo0 1HIOMBIlAOyaJIbHUMMA.

TUNoBi CTPOKU BMKOHAHHHA IOOKYMEHT1B YCTaHOBJIIOITECH
3aKOHOIaBCTBOM. CTpOKM BMKOHAHHA OCHOBHUX ﬂOKyMeHTiB HaBOIOATBECHA Y
momaTky 15.

IHovBigyaslbH1 CTPOKM BCTAHOBJKKOTLCS KEP1iBHUIITBOM YCTaHOBU
(cTpykTypHOTO nimpoz3nisy). KiHLeBUM CTPOK BMKOHAHHS 3a3HadaeThbCHa Yy
TEeKCT1 IOOKyMeHTa abo pesoJiolil.

192. IoxymeHTM, B SKMX He 3a3HaueHO CTPOK BMKOHAHHS, IOBMHHI
ByTr BMKOHaH1 He nNiszHime HiX 3a 30 KajJeHIapHMX OHIB 3 MOMEHTY
peecTpauii mOKyMeHTa B YCTAaHOB1, IO SKOI HaAOiMmMOB IOKYMEHT.

193. Axwmo 3aBIOaHHS norpebye TEPM1HOBOTO BMKOHAHHA,
0DOB'sA3KOBO 3Bak’HAYaEeTbCs KOHKPETHMMY KIHUEBUM CTPOK BUKOHAHHS.

194 . CnisBukoOHaBLUl 3000B'sA3aHl NomaBaTK NPONO3UIII TOJIOBHOMY
BMKOHABIID I[IPOTATOM I[Iepllol I[IOJIOBMHM CTPOKY, BimBemeHOTO oy
BUMKOHAHHS IOPYYEHHS, BaBIaHHS.

195. IummBimyasbHMUM CTPOK BMKOHAaHHS JOKYyMeHTa MOXe OyTu
3M1IHEeHUM JiMIle 3a BKA31BKOK NOCAmoOBOl ocobmu, gGKa MOI'O BCTAHOBMIIA, a
y pasi ii BimcyTHOCTi - nmocamoBoi ocofwm, gka 11 3amimae.

Y pazi norpebu CTPOK BMKOHAHHS IOKyMeHTa MOXe OyTUM NPOOOBXEHO
3a OOTPYHTOBaAHMM MNPOXAaHHAM BMUKOHAaBIIS, SKE IONAETLCS He MisHime Hix
3a TpM poboumx OH1 OO 3akliHUEHHS BCTAHOBJIEHOT'O CTPOKY, a moIo
IOKYMEHTa, B SAKOMYy He 3asHauyeHO CTPOK, - o 3aKiHUYEeHHSHA
TPUOLATUIOSHHOTO CTPOKY B1I maTu MOTO peecTpauii.

196. Iponos3muiiia momo MNPOIOBXEHHS CTPOKY BMKOHAHHS 3aBIaHb,
BM3HAUEHUX y I[IOCTaHOBax BepxoBHOl Pamum YkpalHM Ta akTax llpesumeHTa
YxpalHuu, wmwo HaznicraHl Kabinmerom MixHicTpie VYKpalHM, NOOHOAETLCSH

Cekxperapiaty Kabinety MiuicTpis YKpalHu BimmoBimanbHOW 3a
BUMKOHAHHS YCTaHOBOI pazsoM 3 IPOEKTOM JIMCTa, aIpecoBaHOIO
BimmoBimHO KeplBHMKOB1 AmnapatTy BepxorHOl Pamm VYxkpainum um I'smasi
AnminicTpauil [IpesuneHTa Yxpaluu, =3a 7 @»nHiIB 10 3BakiHUeHHS

BCTAaHOBJIEHOT'O CTPOKY.



197. ¥ pazi 3MiIHM CTPOKIB BMKOHAHHS IIPOCTABJANTHCSA HOBUM
CTPOK, nara i ninnuc. BinnopinmHi 3M1HM BHOCATBLCHA no
PEECTPALlIMHO-KOHTPOJIBHOL KapTKM abo OaHKy peecTpallVHUX OaHUX.

198. B3ATTA OOKYMEeHTa Ha KOHTPOJIbL BIOiMCHIOETHCS Ha nOizncrarBi
pes3oJyoiil KepiBHUKA YyCTAaHOBM abo MOTO BaCTyYIHUKAE .

199. KOHTpPOJIBb 3a BUKOHAHHAM IOOKYMEHT1B BKJIOUAE B3ATTH
OOKYMEHT1iB Ha KOHTPOJb, BU3HaAUeHHS GopM 1 MeToOmiB KOHTPOJID,
nepeBipky XOIy CBOE€YACHOTO JOBEeIeHHS HOOKYMEeHTIB OO BMKOHAaBLLB,
KOHTPOJIbB 3a&a CTaHOM BMKOHAHHSA, SHATTS »OOKYMEHTIB 3 KOHTPOJIWO,
HaNpaBJIEHHS BMKOHAHOTO OOKYMEHTa IO CHpaBu, O00OJik, y3araJlbHEeHHS Ta
aHaJIl3 pel’yJibTaTiB BUKOHAHHA INOKYMEeHT1B, 1HGOpPMyBaHHS KepiBHMIITBA
Npo xim Ta pesyJbTaTM ixX BUKOHAHHS.

200. KoHTpoJsIb 3a BMKOHAHHAM HOOKYMEHTIB 301MCHIOETBCSA 3a
IOOIIOMOT'OK pPeecTpalil¥HO-KOHTPOJIEHOL kKapTku abo aBTOMaTM30BAHOIL
indbopmaninHol cucTeMmu (6asm OAHUX) .

201. PeecTpaliMHO-KOHTPOJIBHI KapTKU IOKYMEHTI1B, o
nepebyBawTb Ha KOHTPOJ1, TIpPyOyowTbCcS B KapToTelui 3a cTpokamu
BMKOHAHHS IOKYMEHT1B BMKOHABUSAMM ab0 KOPEeCHOHIEHTaMu, ITPylaMu
IOKYMEHT1B (HakasM KepiBHMKA, JOPYYEeHHS BUIMX OPTaHiB BJaIdu,
pimenHsa xoJjieril Tomo) .

3 mpyrux NPVM1PHUKIB pPeecTpaniMHO—KOHTPOJNIBHOT KapTKU
bopMyoTECAS KOHTPOJIBHI KapTOTeKM B CTPYKTYPHMX Nimposnmijax.

202. Ha oovH KOHTPOJBOBAHUM HOOKYMEHT MOXe OyTu 3aBeIeHO
KiJbka peecTpaliHO—KOHTPOJIbHMUX KapToK, KijgpkicThb AKUX
BM3HAYAETHCHA 3BaJIeXHO Big kKiJbkoCTi BMKOHABII1B abo CTPOK1B
BUMKOHAHHS OKpPEeMMX BaBIaHb, Ba3HauyeHUX y INOKYyMeHTI.

Y pasi xoam BUBHAUYEHO KliJbka BMKOHABIIIB, ajie BianoBimanbpHiCTb
IOKJIaHaeTbCsa Ha OIJHOTO 3 HUX, pPeecTpaliMHO-KOHTPOJIbBHA KapTka
CKJIaDaceThbCsa TI1iJIbKM Ha BiONOB1IajIbHOTO BUMKOHABILA.

203. HOaHi npo xino BMKOHAHHS OOKYMEHTa, OIepXaHl HJIAXOM 3aluTy
no Tejned@oHy abo nin uyac HNepeBlipkM POOOTM CTPYKTYPHOTO MNiApo3mijy -
BMKOHABIISI, BHOCSATBCS IO PEeEeCTPAaliMHO-KOHTPOJBHOI KapTkM y Ipady

"KOHTPOJIbHI BioMiTkm" . Ipu L bOMY nonepenHi 3anmucu He
3aKPEeCIJITLECS .

204. ABTOMATMU3OBAHUN KOHTPOJIb 3a BUMKOHAHHSAM HOOKYMEHTI1B
3O01MCHIOETHLCS 3a OOINOMOTOK ClHelllaJIbHMX KOMII'ITepHux nporpam adto €
CKJIaOOBOK cucTeMu arToMaTMszanii niJoBOOCTRBA um cucTeMu

€JIEKTPOHHOTO IOKYMEHTOOO1iTy.

205. ABTOMATM30BAHUN KOHTPOJIb 3a BUKOHAHHAM IOIOKYMEHTI1B
BUKJIOUAE IOy K HeoOx1mHOI indpopmanii, 4gxuM 3O1MCHIOETHCH 3
ypaxyBaHHAM BUXI1OHMX, BXI1IHMX pPeecTpalilHMX iupmexcis, BUI1B

IOOKYMEHT1iB, IaTu, HOMepa IOKYMeHTa, BMKOHAaBILA, KOPECIIOHIOeHTAa,
CTPOKY BMKOHAaHHSA, 3M1iCTy TOUO.

206. IlepeBipka xXOony BUKOHAHHS INOKYMEHT1B MNPOBOIMUTHLCS Ha BCix
eTarnax IMPOXOIXEHHS IOKYMEHTa IO BaKiHUEeHHS CTPOKY MOT'O0 BUKOHAHHS



(momnepenxyBallbHMM KOHTPOJIb 3a JOINOMOTOK HaraayBaHb) Yy TakKoMy
IOPAIOKY :

3aBIaHb Ha HACTYIHUM Plk — He pimme omHOTO paly Ha pPik;

3aBIaHb Ha HACTyNH1 Micsgll HOTOYHOTO POKYy — He pinme omHOTO
pas’y Ha Micdaub;

3aBOaHb Ha I[IOTOYHMM MI1CHLL — KOXHI Iecdarb, OHIB 1 B3a o'4Tb
IOH1B IO 3aKiHUeHHsa CTpoky abo Ba BanuTaMu.

Axmo B yCTaHOBI1 byHKII10OHYE cucTeMa eJIEKTPOHHOTO
IOKYMEHTOO001TYy, BMKOHABLII HAICUJIAETHLCS EJIEKTPOHHE MNOB1IOMJIEHHS IIPO
IIJIaHOBY IaTy BUMKOHAHHA ITOKYMEHTaA.

207. Hicns BUKOHAHHSA OOKYMEHT 3HiMaeTbCH 3 KOHTPOJIO.
IOKYMEHTM BBAaXalTbCHa BMKOHAHMMM 1 3HIiIMaAwTbCH 3 KOHTPOJIO Iicisd
BUKOHAHHS 3aBIOaHb, 3anmuTis, IOB1IOMJIEHHS po pes3ynbTaTu
3ailHTepecoBaHMM YyCcTaHOBaM 1 ocobam abo 1HWOTO ninTBEepIXeHHS
BUKOHAHHS .

SBHATM OOKYMEHT 3 KOHTPOJIO MOXe TiJIbKM KepPiBHMK yCTAHOBM, MOTIO
3aCTYIHUKM, SK1 BCTAHOBUJIM KOHTPOJILHMM CTPOK Yy pesojypouii, abdo 3a
IX HOOPY4YEeHHAM CJyx0a KOHTPOJK. JOKYMEHTM 3 TUIOBMMM CTPOKaMU
BMKOHAHHS 3HIMATbCH 3 KOHTPOJO 3a PlIIEeHHAM CJIYyXOM KOHTPOJID.

IOaHl mpo BMKOHaHHA MHOOKyMeHTa 1 3HATTA MOTro 3 KOHTPOJIO
BHOCATHCS IO PEECTPALiMHO-KOHTPOJIBHOL KapPTKU.

208. IIHeM BMKOHAHHA 23BaBIOaHb, BM3HAUEHMX B aKTax OpPTraHiB
IepXxaBHOI BJaIM, OPTAaH1B BJamau ABTOHOMHOI Pecny6mikm Kpum i
OOPYUEHHSAX BUIIMX I0CamoBMX 0Ci®, Ta BMKOHAHHS 3alMTiB, 3BEPHEHbL, a
TAKOX KOpecHoHIeHI1l BepxoBHOI Pamu VYKpaiHM BBaXaeThbCHd IEeHb
peecTpauii B yCTAHOB1 BUMXIiIOHMX OOKYMEHTiB HNpO BMKOHAHHS 3aBIaHb.

209. Indopmanis HOpo pPe3yJbTaTM BMKOHAHHSA B3ATUX Ha KOHTPOJb
OOKYMEHT1B y3arajiIbHIOETLCS CTAHOM Ha Ieple UYMCJIO KOXHOTO Micsausa 1
IOJNaeThbCsA KEePiBHULUTBY YCTAHOBM Yy BUIJISOl 3BeleHb PO BUKOHAHHSA
IOOKYMEeHT1iB (momaTok 16).

ABTOMATM30BaHMI KOHTPOJIE 3a BMKOHAHHAM IOKYMEHT1B Iepenbadac
aBToOMaTMUHe QOPMYyBaHHS B1IOMOCTEM NPO 1X BMKOHAHHSA.

210. B vycraHoBl 3 o06cgroM »OOKyMeHToOoO1iry mnoHan 25 Tuc.
OOKYMEHT1B Ha Plk mepiommMuyHo Yy CTPOKK, nepenbaueHi iHcTpykuien
YCTaHOBM, CKJAaZalnTbCAa 1 HAICWMJIAKTBLCSA IO CTPYKTYPHMX oimpo3misnie -
BMKOHABII1B [epejiikM OOKYMEeHT1B, He BMKOHAHUX Y BCTAHOBJIEHUNM CTPOK
(nomaTox 17). Hicns 3alOBHEHHHA BimmoBimHmMx Tpad nepeniku
IIOBEPTANTLCSH IO CJYyXOM KOHTPOJIO.

InbopManinHO-mOBiAKOBa po6oTa 3B AOKYyMEeHTaMu
211. IndbopmMauiMHO-OOBiOokOoBa poboTa 3 HOOKYMEHTaMM [oJjdarae B

IOWYKY HeOoOX1OHUX IOKYMEHT1B 3 BUKOPUCTAHHSIM
pPeecTpaliHO-KOHTPOJIBHUX KapTOK abo aBTOMaTU30BAHUX BaHkiB



peecTpaliHUX OAHUX.

212. VY pasi BUKOPUCTAHHSA KapTKOBOIL bopmm peecTpauil
IOOKYMEHTI1B IPYKYETHCS HeOOXinHa KiJIbKIiCThH peecTpalilMHO-KOHTPOJIBHUX
KapTOoK, 3 SKMX CKJaIalnTbCsa CaMOCTiMH1 KapToTeKHM.

KinpkicThk kKapToOTeK B YCTAHOB1 BM3HAUYAETHCHS 3 ypaxyBaHHAM
PiBHA UeHTpasizanii peecTpauiHMx 1 NOWYKOBMX oOlepalnir, a Takox

KOHKPETHMX YMOB IOi1SJIbLHOCT1 YyCTAaHOBM.

213. IOna ninBumeHHS e@ekTMBHOCTLI poBOTUM MOWYKOBOIL CUCTEMU
Ccyx00K0 OiJIOBOOCTBA PO3POOISRTLCS Takili kiacubikanimuHi OOBIIHMKM:

KjlacudpikaTop 3 OMTaAHL O14JIBHOCT1 YyCTaHOBM;
KJJacudpikaTop BUOIB IOOKYMEHTIB;

kJjacudikaTop KOPECIOHIEHTI1B;

KJacubikaTop pes3oJLin;

KjlacubixaTop BMKOHABL1B;

KJJacudpikaTop pel’yJjIbTaTiB BUKOHAHHSA IOKYMEHTI1B;
HOMEeHKJIaTypa CIpas.

HeobximHicTe po3po6JIeHHA Ta BIPOBAaIXXEHHS KJjacudikaliMHmx
OOB1IOHMKIB B YyCTaAaHOB1 BMBHauaeTbcd cayx0oin OljJoBOICTBA.

214. Y pazi BanpoBaImxeHHS CHUCTEMM aBToOMaATKM3alLll mijoBOICTBAa
abo cucreMmu €JIEKTPOHHOTO IOKYMEHTOOD1TY IIOWYyK KOHKPETHOTI'O
OOKYMEHTa 3O1MCHIOETBCS 3a pekBisuTamMu (3aroJIOBOK, Ha3Ba BUOY
OOKyMEeHTa, HaTa IPUMHATTSA, HOMEep IOOKYyMEeHTa, aBTOop IOOKYyMEeHTa TOUO)
abo 3Ba KOHTEKCTOM (KJIOUYOBMM CJIOBOM abo ¢paszown) . IlomykKoBUNM 3anouUT
MOXe MaTU OyIb—daKy KoMOliHAallilo PexKBisuUTiB.

[lopsifok onpaljoBaHH{ Ta HaACMIIAHHA BMXiOHMX JOKYMEHTiB

215. BuximH1 OOKYMEHTM HAICUJIAKTBHCS anpecaTaM 3 BUKOPUCTAHHSAM
3acobip momToOBOTO 3B'A3KY, e€JIEKTPO3B'A3KYy, a TakKoX HOOCTaBJIAOTLHCS
Kyp'epcrkon, Qenpn'erepCchbKOn CIYyXOO0K.

216. OnpalpoBaHHSA OOKYMEHTI1B 1 BilOnpaBJiieHHS IIOMTOBUM
3B'g3k0OM 3IOiVcHIOETHCS CIYyX00K0 IiJOBOICTBA YyCTAHOBM BIiANOBiIHO IO
lpaBusl HaIaHHA IOCJyT NnomrToeoro 3B'asky ( 270-2009-n ).

217. 3 BUKOPUCTAHHSAM 3acobiB eJIeKTPOo3B ' ABKY cayxba
nijjoromcTBa 3IOiVcHIOE Tepernady TejierpaM, OGakcorpaMm, TejeboHOTPaM,
€JIEKTPOHHMUX INOKYMEHT1B 13 BacToCyBaHHSAM eJIEKTPOHHOTO UUOPOBOTO
nionucy Ta OOKYMEHTIiB y CKaHoBaHiM ¢opmi ©6e3 eJeKTPOHHOTO
uudpoBOTO Nimnmcy.

218. Y paszsi HazmcuinaHHsa dakcorpaM 1 HOOKYMEHTIB y CKaHOBAHIiM
bopMi Ges3 eNekTPOHHOTO HUMOPOBOTO MNiANMCY HeOOX1OHO HaIlicjaTu TaKoX


http://zakon0.rada.gov.ua/laws/show/270-2009-%D0%BF

opuTiHaJl OOKyMeHTa B nanepoBim ¢opmi.

Bunu noxyMeHT1B, 1HOopMalisa 3 SKUMX I[IepeldaceThbCcsda KaHaJlaMu
eJlekTpo3B ' A3KY, a TaKOX HeoOximHicTh i nopsmox IOCUJIAHHS
ampecaToBl 1Ix opuriHany B HanepoBilM QopMmi BUBHaAUYATLCS 1HCTPYKILIE
YCTAHOBM 3 YypaxyBaHHSM HASBHUX B YCTAHOB1 TEeXHI1UYHMX 1 TIPOTPaMHMUX
3acobis.

219. Indbopmauimui, TeJIeKOMyHi1kauimui Ta
iHbopManiriHO-TeJIekOMyHI kA 1MH1 cuUcTeMmn IIOBMHHI1 3abesrneuyBaTu
3axXUCT Bino HecaHKUl1oHOBaHMX nOin, gki MOXYThb IpU3BECTU oo

BUINIAOKOBUX ab0 yMMCHUX 3M1H UM SHMIIEHHS iHQopmalii.
220. Buxinnui OOKYMEHTU ONpPaLbOBYKRTHCSH i HaICUJIanTbCH
LIeHTPajli30BaHO B HOeHb I1X HAIOXOIKeHHHA Bl CTPYKTypHMX nOinposnimnim -

BMKOHABL1B abo He niszHime HaACTYIIHOTI'O pO@OT-IOI‘O IOHA.

221. He gpmomyckaeTbCsa HaICuJlaHHs abo nepemava JOKYMeHT1B 6e3
ix peecrTpauii y cnyx6i nimoBoncTra.

222 . Tlig yac NpuMMaHHSA Bl BMKOHABLIB BMXIOHMX OOKYMEHTIB
OpauiBHUKM CIyXOM OiJIOBOOCTBa 3000B'A3aH1 NepeBipUTH:

npaBuUJIbHIiCTE OGOPMIIEHHS OOKYMeHTa (CkJjal 1 po3MimeHHS B HBOMY
BClX PEekB13MUTiB);

HasABHICTL 1 mpaBMIIBHICTbL 3asHaAUEeHHS alpecu;
HasgsBHIiCTBL Ha JOKYMeHT1 BiIMiTkM Opo IOOATKM;

HASBHIiCTL yCcix HeoOXimgHUX NianuMciB Ha OOKYMEeHT1 Ta »OomaTKax
IO HBLOTO;

HASBHiCTHL B13 Ha Biamycky - KoOmil BMXI1OHOTO HOOKyMEeHTa, o
3aJIUMAaETLCS y ClIpaBax YyCTAaHOBU;

HagBHiCcTL 1 NOBHOTY IOIATKiB;
BiANMOBiAHICTL KI1JNBKOCT1 NPMMIPHMKIB K1JBKOCT1 ampecaTiB.

223. Ha opuriHajlax OOKYMEHTiB, sSK1 nimnmgararonTb [NOBEPHEHHIO, Ha
BEPXHBOMY IpaBOMy I[OJI1 MNeplWol CTOPiHKM CTaBUThbCcA wramn "lligngarae
[IOBEPHEHHL" .

224 . INoxKyMeHTM, IO HAICUJIADTHLCS OIJHOYACHO OIJHOMY 1 TOMy X
anpecaToBl, BKJamalwTbCSa B OIMH KOHBepT (yIakKyBaHHA). Ha xoHBepTi
IPOCTAaBJANTLECA peecTpalliHl 1HIEeKCUM BCixX HOOKYMeHTiB, 4Kl MicTaTbCH
Yy KOHBepTi.

225. JoxyMmeHTH, o amOpecyonTbCHa NOCTiMHMM KOPeCHOHIeHTaM,
PEeKOMeHIyETbCA BlAONpaBJIATM Yy KOHBepTax 13 3a3HadeHHaM alpecHu
omepXxypaua Ta BlonpabBHMKE, o BUT'OTOBJIAINTHCS 3a3maierins

MalIMHONMCHUM afo IPYKAPCbKMUM CIIOCOOOM.



226. JNOkKyMEeHTM, 1O HOOCTABJALTbHCS Gelbl'erepcbKown CJyx00io,
nepenamnTbCsa ajpecaTaM Nin po3nMcky y BiamnoBimHim kHM31.

227 . IDocwuJaHHS abo 3aMiHa po3icylaHOTO PpaHime OOKyMeHTa
30iMicHOETHECH 3a BKa31BKOL mocamoBoi ocobu, gka ninnmcana OOKYMeHT,
abo keplBHMKA CIyX0OM OiJIOBOOCTBA.

228. CrpykTypHl nimposznimm Ta okpemil BUkOHABLU1 3000B'sas3aHi
nepenaBaTM BUX1mH1 IOOKyMeHTM Ta iHmi nmomToBi BimmpamBJseHHS IO
cnyx0y mijioBomcTBa Y ~T'OIOMHM, BCTAHOBJIEH1 OJIS LBOTO 1HCTPYKIiE€H
YCTaHOBU.

IV. CucremMarmBanis Ta sB6epiraHHs OOKYMEHTIiB y pinoBoxcTBi

CxlameHHsT HOMEHKJIATypyu CIpas

229. HomeHkJlaTypa cCIpapB — Le o00OO0B'a3KOBMM IJiS KOXHOI YyCTAaHOBU
CUCTEMATM30BAHUN IEepeJiik Ha3B (3aroJIoOBKiB) cnpap, Mo QOPMYyRTLCS B
i1 pmimoBomcTBi, 13 Ba3HaueHHAIM CTPOKiB 30epiraHHAa Ccrpas.

230. HoMeHKJIaTypa CcHOpaB IOIpMU3HaUeHa IoJis BCTaAHOBJIEHHS B
YCTaHOB1 €IMHOTO MNOopaInKy GbopMyBaHHS cropas, 3abesneueHHs ix oOJikYy,
OIepaTMBHOTO IIOUWYyKY IOKYMEeHT1B 3a IxX 3MicTOM 1 BMIOOM, BM3HAUEHHSH
CTpokiB 30epiraHHa cCcoOpaB 1 € OCHOBOK IJig CKJAIOeHHS ONMCiB crpas
nocTimHoro Ta Tpueajoro (noHam 10 pokim) 30epiraHHsg, a Takox IOJisd
0bJiky crnpaB TuMUacorBoTo (mo 10 pokiB BkJIOUHO) 30epiraHHS.

231. B ycTaHOB1 CKJAamalnTbLCS HOMEHKJIATYPU CIPaB CTPYKTYPHUX
nimposninis (momaToxk 18) 1 BBemeHa HOMEHKJIATYPAa CHPaB yCTaHOBU
(momaTox 19).

HoMeHKkJIaTypa CHOPpaB CTPYKTYPHOTO NOimpos3nminy po3pobigeTbcs He
nisuime 15 JIucTonamna IIOTOYHOTO POKY 1oCcamoBOI0 ocoboimw,
B1OIoBigajibHOI 3a OiJIOBOOCTBO Yy CTPYKTYPHOMYy nOimpoznimni, Ha
nimcrari OOKYMEHTiB 3 yCixX NMTAaHbL MOTO JigabHOCTi 13 BanydyeHHAIM
baxiBuirp, gxi npauooTs B nigposznmisi.

3BeIeHa HOMeHKJIATypa ClpaB CkJlalaeTbCsa Ciyx00i0n IOijoBomcTBa Ha
OCHOB1 HOMEHKJIATYP CIHIPaB CTPYKTYPHMX Ninpoz3nijis.

MeToomMuHa IOornoMora y CKJ’IaHeHHi HOMEHKIIaATYP CIipaB HaaeTbeCA
apXiBOM YCTAHOBU.

232 . 3BenmeHa HOMEHKJIATYypPa CIpaB YCTAaHOBM CXBAJIOETHCHA KoMiciemwn
YCTAHOBM 3 TIIPOBEIOEeHHS eKCIepTMs3M LIiHHOCT1I HOOKYMEHTI1iB (mami -
eKCIepTHa KOMicisg) Ta HDOoTOIOXYyETHCS EKCIEepTHO-IepeBipHon koMmicien
BimmorimHOTO IepxaBHOT'O apxiBy OIMH Ppas’z Ha 0O'aATb pokir abo
HeBlOxkJjlagHO Yy pa3i 3MiHuM oopMmM BJIacHOCTI, CTPYKTYPM, OYHKLI1N Ta
XapakTepy poboTM YyCTaHOBM, MicJg UOTO SBaTBEPIOXYETLCS KEepP1iBHUKOM
YCTaHOBM.

233. 3BegnmeHa HOMEHKJIaTypa CripaB YCTaHOBM CKJIQIa€eTbCAa VY
YOTUMPBOX MNPMMiIpHMKAX, Ha KOXHOMY 3 SAKMX [NOBMHEH OyTM BalOBHEHUN
) O)Z10) IIOTOIXEHHSA 3 BiOmoBiOgHUM IepXaBHUM apxiBoM. Ilepmmm



(HeDoOTOPKAHHMWM) TIPUMIPHMK 3BEeINeHOI HOMEHKJIATYPM cHpaB 30epiraerTscs
y cnyx6i1 pmisoBomcTBa, IOPYyIUM BUKOPUCTOBYETHLCS CJIYyXO0K OiJIOBOACTBA
AK poboumy, TPETiN NepelaceThbCsa OO apXiBy YCTaHOBM, IJS 3O1MCHEHHSA
KOHTPOJIO 3a bopMyBaHHAM CIpaB Vv CTPYKTYPHMUX nimpozninax,
YeTBEepTUM — HaIOCUJIaeThbCHa OO IOEepXaBHOTO apxiBy.

CTpykTypHl1 nimposminm yCTaHOBM OTPUMYKTH BUTSATM 3 BI1ONOBIIHUX
po3miniB BaTBepmkeHOl B3BemeHOl HOMEHKJIATYPM CIPAaB OJjisg BUKOPUCTAHHS
y pobori.

234. 3BBemeHa HOMeHKJIATypa CIpakB yCTaHOBM UOPOKYy (He nizHime
TPYyIOHS) YTOUHIETHLCS Ta BBOIMTLCS B nil 3 1 CciuHg HACTYNHOTO
KaJIeHIapHOTO POKY.

235. 0o HOMEHKJIATYPM CIHpaB BKJWOUYALTLCS Hasl3BM CIpas, jiife)
bopMmyoTECa Ta BipmobpaxaklnTb ycil mijgaHKM poBoTH, SKa OOKYMEHTYETbhCS
B YyCTaHOB1l, B30KpeMa CIOpaBM INOCTiMHMX Ta TMMYAacCOBO IJiouuMx paxn,
xoMicim, xoMiTeTiB Tomo. O HOMEHKJIATYPM CIpPaB BHOCATHCS TakKoOX
HasBM CIpak, WO BeIyTbCsd JiMille B eJIEKTPOHHiNM dopMmi.

236. Tpadbm HOMEHKJIATYPU CIPaB BANOBHIOIOTHLCSA TaKMM UMHOM.

Y rpadi 1 mpocTaBiaseTbHCHA 1HIEKC KOXHOI CHOpaBM. IHOEKC CIpPaBu
CTPYKTYPHOTO nimposnimny CKJIaIaeThbCd 3 1HIOekCcy CTPYKTYPHOTO
nimposmisy yCcTaHOBM (3a wWTaTHMM po3nucoM abo kJjlacudpixaTopom
CTPYKTYPHMX MNimpo3mijiie) Ta M[NOPSOKOBOT'O HOMEpa CHIPaBU B Mexax
nimposniny. Hanpukmnan: 06-12, ne 06 - iHpmexc camocTinmHoTOo Binmmisy,
12 - nopsankoBmit HoMmep crnpaBu, ato 04.1-07, ne 04.1 - iumexc
Binmminy y ckyani ynpassinus, 07 - NOpSOKOBUM HOMEP CIPAaBU.

3a HasgBHOCT1 y cmpaBi ToMmiB (WacTwMH) 1HIOEeKC CTABUTLCS Ha
KOXHOMY TOMi1, Hampmukjian: T. 1, T. 2 TOIO.

Y rpady 2 BKIOUYANTLCS BAaTOJIOBKM CHOpaB (ToMiB, uYacTHH) .

3aroJIOBOK CIpaBM IIOBMHEH YiTKO y CTMCI1M y3arajlbHeHiV GopMi
BimoOpaxaTy ckJjan i 3MicT OOKYMEHT1B CHpPaBU.

He mo3BOJIgeTbHCHA BXMBAHHA B 3al0OJIOBKax CIpaB HEKOHKPEeTHUX
bopmymoBans  ("pizui wMmaTepianmu", "sarajnbHe JucTyBaHHa", "BxinHa
KopecrnoHneHuia", "BuxinoHa kopecHoHIeHUis" Tomo), a TaKoX BCTaBHUX
CJIiB 1 CKJIAOHMX CUMHTAKCUUHUX S3BOPOTIiB.

Iin uac bopmysIoBaHHSA 3ar'OJIOBK1B CHOpaB BPaxoBYKWThHCHS Taki
O3HAaKM bopMyBaHHSA crpas, aK HOM1HaJIbHAE, aBTOPCbHKAE,
KOPECIOHIOEHTCbKA, npeoMeTHO-NIMTAaJIbHE, XPOHOJIOT'1UHa, TreorpadiuHa.
HokyMeHTM QopMyoTbCS y CIOpaBM Ha OCHOB1 oOKpeMoili o03Haku abo
CIIOJIy4YeHHS O3HakK.

3aroJIOBOK CIpaBM CKJIaZaeTbCda 3 €JIEMEeHT1RB, WO PO3MIMYITHCHA Yy
Takiy nocJimoBHOCTi: Ha3Ba BUIY CIOpaBM (JIMCTYBAaHHS, XypHAaJ, KHMUTA
TOWO) UM BUIOY IOOKYMEHTIB y cIpaBil (Hakasu, OIPOTOKOJM, akKTU TOUO) ;
aBTOP IOOKYMEHT1B (HalMeHyBaHHSA YCTaHOBM, CTPYKTYPHOTO Nimpoz3niny);
KOPECIOHOEHT abo ampecarT (HaiMeHYBaHHS YCTaHOBM, 1O HGKOI
anpecoraHli abo Bim gxo0l HamiMuiaM OOKYMEHTHM); KOPOTKMM 3MicCT
OOKYMEHT1B cCIOpaBM (IOIMTaHHA, 3 4AKOTo GopMyeThbCcd chOpaBa); Ha3Ba



periony (TepuTopii), 3 4KOK TIOB'Hg3aHUNM 3MICT »OOKYMeHTa; JaTa
(mepiom), mo sAKO1 HajexaThb IOKYMEHTM CIpaBM; BKa31BKM Ha HadABHICTH
KONI1¥ IOKYMEHT1iB y chopabBili (y pa3li norpebu) .

Y 3arojyioBkax O0CODOBMX (IepcoHaJIbHMX) Ta 1HmmMX cnopas, Lo
MiCcTATH OOKYMEHTM 3 OOHOTO IMMTAaHHA, OOB's3aHili mnocrnimoBHiCToO
BeOeHHd IIpolenyp niJoBOOCTRA, BXMBAETLCHA TepMiH "copasa",
Hanpukian: "Ocobora cnpasa'", "llepconHasnpHa chnpasa'.

Y BarojoBkax Clpab, WO MIiCTATb OOKYMEeHTM 3 OINHOI'O NMTAHHSA, He
noB'sg3aHl NOCH1OOBHICTI BEeHOEeHHS NpoLUenyp OlJOBOICTBA, BXMBAETLCH

TepmMin "moxymeHTH", a micig HBOTO B OyXKaxX SBas’HAUYATLCS OCHOBHI
BUOM IOOKYMEHT1B cCcInpaBM, Hamnpukiaazn: "IoxyMeHTM (IJIaHM, aHKeTH,
OOB1OKM) TIPO NPOBeIeHHS OoIJialy CTaHy IOiJloBoICcTBa Ta apxXiBHOIL

CIpaBM y BMUIMX HaBUaJIbHMX 3akjanax".

TepMiH "ZJokyMeHTU" BXMBAETBLCS TaKOX y 3arojioBkax CcHOpak, o
MiCTATHE OOKYMEHTU-INOIATKM IO OyIb—SKOT'O HOPMaTMBHO-IIPABOBOTO akTa
abo POo3NopAOYOoro IOOKYMEeHTa yCTaHOBU.

Y 3arosyioBkax CIpaB, I[OIPM3HAUEHUX [Jid TIpPylNyBaHHA IOKYMeHT1B
ONHOTO BMUIOY, 3as’sHavaeTbCs BUI JOKyMeHTa Y MHOXMHI Ta aBTop
IOKYMEeHT1B, Hanpwkjan: "IlpoTokoam BacimaHe koJerii HepxaBHOL
apxiBHOIl cJyx6u".

Y BaroyoBKax cmpaB, WO MiCcTASTh JIMCTYBaHHSA, Ba3HAYalTLCH
KOPECIHIOHOEHT 1 KOPOTKMIM 3MiCT OOKYMEHT1iB, Hanpukjaan: "JIMCTyBaHHS 3

MinicrepcTBoM QiHaHCIB OPO 3aTBEPIXEHHS 1 3M1HY WTAaTHOTO po3nucy".

Y 3arojioBkKax CIlipas, mo MicTaTb JIMCTYBAHHA 3 KOPEeCIIOHIOEHTaMlM,

ONHOP1OHVMM 3a XaPaKTepoM IOiaJbHOCT1, TakKl KOPEeCIOHIOEeHTU He
epeniuyioTbsCs, a 3a3HavaeTbCH ix ysarajbHeHe HaVMeHyBaHHS,
Hanpmkjan: "JIMcTyBaHHA 3 OpraHaMM MIiCLEeBOT'O CaMOBPAOYBAaHHSA 3

OIMTAaHe BabesneueHHdI COlL1alIbHOTO BaxXMCTy HacejieHHa".

Y Barosiopkax crnpas, o MiCcTATEH JVUCTYBAHHA 3 pPil3HMMU
KOPECIIOHOeHTaMy, TaKl KOPEeCHIOHIeHTM He 3a3HadalnThbCsa, HalpuKJan:
"JIMcTyBaHHA PO oOpraHiszanin cemiHapy 3 HigBumleHHS KBajiidikanii
NPalliBHMKIB KAIOPOBUX CJIyXO".

Y 3arosyoBkax CchOpabB, MO MicTAThE IJJaHOBO-3B1iTHY IOKyMeHTallio,
3as’HauvaeTbCcda Iepion (mMicsaub, KBapTaj, OiBpiyvusa, pik), B SKOMY
JIaHYETHLCS CTBOPEHHS IOKYMEHT1B, abo nepion ix GaKTUUHOTO
BMKOHAHHA, HalpPMKJAZL:

1. IIylaH OCHOBHMX OpTraHlzauiMHmx 3axonir ycraHoBu Ha 2012 pik;

2. 3BirT IpO BUKOPMCTAHHS OOIXETHMX KOMTIB YCTAHOBOK 3a
2011 pix.
Sxmo cnpakBa CkJIaZaeTbcda 3 KinmpKOX TOM1B abo YacTUH,

bopMynOETHCS 3araJibHUM 3aroJIOBOK CIOpPaBM, a NOTiM y pas3l norpebm -
3aT'0JIOBOK KOXHOL CHpaBU.

Iing uac PO3MilleHHS 3aT'0JIOBK1B crpas y HOMEeHKJIaATypil
BPaxoOBYETHLCH BaXJIMBiCThL HOOKYMEHT1B, BKJIOUEHMX IO CHpaBu, IX



B3aeMoO3B'g30k. Ha mnouarky pPOSMIMYITHLCS 3aTOJIOBKM CIHPAaB om0
OOKYMEHT1B, sgK1 Hanpminumim Bing opraHiB BuMIMOIO piBHA, Haji - momo
opraHizauiMHO-pPO3NOPAOUOL OOKyMeHTauii, IIJIaHOBO—-3B1THOI
OOKYMeHTauii, JIUCTYyBaHHS, OOJiIKOBO-OOB1IOKOBUX BUILB IOKYMEHTiB. Y
KOXHIM 3 UMX TPyl IOOKYMEHTM TakoX PO3MIiWyTbCS 3 YypaxXxyBaHHAM
BaXJIMBOCT1 Ta CTPOkiB 36epiraHHA.

Tpaba 3 HOMEHKJIATYPM 3BalOBHIOETHCS HANPMKIHILI KaJIEHOAaPHOTO
POKY .

Y rpadi 4 HOMEHKJIATYPM 3a3HA4valnTLCHA CTPOKM 30epiraHHA CIOpas,
HOMEPM CTaTel 3a IepejlikoM OOKyMeHTiB i3 crpokamMm 30epiraHHg.

Y rpadi 5 "BimmiTka" poOnaTBCH NO3HAUKM IPO [IepexXlinHl chnpaBu;
Ipo CcHOpaBM, WO BeIyThbCsa B €JIEKTPOHH1M dopmi; npo mnmocamoBuUx ocif,
BimgmorimanpHMX 3a QOpPMyBaHHS CIpaB; PO IIepelady CIpaB OO apxXiBy
YCTAHOBM UM 1HIMX YyCTAHOB IJIS 1X MNPOHOOBXEHHsS TOLO.

237. HanpukiHuil poky HOMEHKJIaATypa CIpas 3aKpUBaAETLCSA 3
NiOgCyMKOBMM 3alMCOM MNPO IX KIiJBKICTH.

$OpMyBaHHS CIpaB

238. dopMyBaHHS CHpaB - lle I'PyINyBaHHS BUKOHAHMX IOKYMEHTI1iB Yy
CIpaB¥ B1lONOBiOHO IO HOMEHKJIATYPMU CIpPaB.

239. Cnpasu bopmynTHCH B YCTAaHOBI1, aK npaBuio,
IelLeHTpajll30BaHo, TOOTO B CTPYKTYPHMX Nimgpo3mijlax. B ycTaHoOBax 3
obcsaromMm mokyMeHTooOiry mo 10 TmMc. @OOKYMEHT1B Ha Pik MOXJIMBE

bopmyBaHHsa crnpaB y ciyx6i mimoBomcTiBa.

240. Tin yac GopMyBaHHSA CHOpaB CJild OOTPMMYyBaTUCS TaKUX
3arajlbHMX M[NpaBMJI: BMimyBaTM y CHOpaBM TiJIbkM BMKOHAH1 HOOKYMEHTHU
BimamoBimHO IO 3aroJiIOBKIB CHPAaB B HOMEHKJATYPl; TPyNyBaTM y CIPaBU
IOOKYMEHTM, BMKOHAH1 MNPOTATOM OINHOT'O KAJIEHOAPHOIT'O POKY, 3a BUHATKOM
nepexigHMX CcOpas (BeOyThbCda HNIPOTATOM KI1JBKOX POKiB), 0COBOBUX
crnpap; BMillyBaTM y CIpPaBM Juime opmuIiHaim ado y pasi ix BimcyrHOCTi
3acBiguyeHl B yCTaHOBJIEHOMY NOPANKY KON1l HNOKYMEHT1iB; He OONyCckKaTHU
BKJIOUEHHS IO CIPaB UYOPHOBUX, OCOBUCTMX HOOKYMEHT1B, PO3MHOXEHMUX
KOIi¥ Ta OOKYMEeHTiB, IO NiOlgrainTb TOBEPHEHHK; OKpeMO IPYyIyBaTU Yy
CrpaB¥ INOKYMEHTM IIOCTiMHOTO 1 THMMUYacOBOTO 30epiraHHsa; 3a obcaroMm
crpaBa He HoBMHHa HepeBumyBaTty 250 apxymis (30-40 MimimeTpis
3aBTOBIIKM) .

241 . JOKYMEHTM IPYyINyITLCH Yy CIpaBM B XPOHOJIOTiuHOMY Ta/abo
JJOTiYHOMY MNOPAOKY.

242 . TloJIOXeHHH, npaeuia, iHCTPYyKIIil TOLO, 3aTBEepPIXeH1
PO3MOPAOUMMY OOKYMEeHTaMM, TPYNYOTHCSH paszom is 3a3HaAUYEHUMU
OOKYMEHTaMM .

243. Hakasum (pO3MNOpPAIXEeHHS) 3 IOIMTaHb OCHOBHOI @»OigjbHOCTI
YyCTAaHOBM, 3 aIMiHiCTpPaTMBHO-TOCHONAPCHKMX NOMTAHb, 3 KaOpoBUX
nIMTaHb (ocobomBoTO CKJAany) TIPynyoTbCcsa Yy piz3H1 cnpaBm. Hakaszu 3

KaOpoBUX MNUTAHL (0COBOBOTO CKJamy) TIpPynyoTbCsa BianoBimgHO OO IX



BUOIB Ta CTPOkiB 30epiraHHA.

244, NokyMeHTM 3acimaHb KoOJieTlaJIbHMX OPTaHlB IPYyIylTbCAS y IOB1
CIpaBM:

NPOTOKOJM 1 HOKYMEHTM IO HMX (momoBigmi, HOOBiIKM, [NOPOEKTHU
pimeHb TOMO) ;

IOKYMEHTU 3 opraHizauii sBacimaHbp (IOPSIOK OEHHWUM, Maker
po3MimeHHsa, CHOMCOK 3alpolleHUX TOIOo) .

245, TlpoTokOJM 3acimaHb KoOJIeTiaJIbHUX OpPTaHiB TIpynoyowTbcsa Yy
CrpaB¥M B XPOHOJIOTiUWHOMY MNOPSIKYy 1 Ba HoMepamu. JOKYMEHTM IO
3aciaHb B3a3HAaUEHUX OPTAaHIB CUCTEMATUMIYKTHCS 3a OaTaMy Ta HOMEpaMmu
IPOTOKOJI1IB, a B MexaxX TIPpyOoM IOOKYMEHTIB, IO CTOCYKTHLCS OIOHOTO
IPOTOKOJY, — 3a MIOPSAOKOM IOeHHMM SBacimaHHS.

246. JopydeHHS YyCTAaHOB BUIOTOC PIiBHS 1 IOokyMeHTM, IMOB'4a3aHl 3
ix BUMKOHAHHAM, TPYOYIOTBECA Yy CHOPaBM 3a HaopsMaMy »OigjJbHOCTI
ycTaHoBu abo 3a aBTopaMM 1HiniaTMBHMX IOOKYMEeHTiB. JIOKYMEHTU Y
HeBeJMKIiM KIJBbKOCT1 TPYyNnynTbCS B ONOHY CHpaBy. Y CHpaBl IOOKYMEHTHU
CUCTEMATURYITHCS 3a JaTaMM OOPYYEHb.

247 . BaTBepmkeH1 nJaHM, 3BiTHM, KONTOPUCK IPYNYITLCS Yy CIPaBu
OKpeMO Bl NPOEeKT1B LMX IOKYMEHTI1B.

248. JlMCTyBaHHS TPYINYETHCS 3a 3MIiICTOM Ta KOPECIOHIEHTCHKOW
03HAKOI i CUCTEMATU3YETHLCH B XPOHOJIOT1UHOMY IOPAIKY :
OOKYMEHT—-B1OMOBiIb PO3MINyEeTHCS 3a OOKYMEHTOM—3aIllMTOM.

249. Ocobosri CIIpaBu IepXaBHUX CIyXx0OO0BII1B bopmynThLCS
BimmorimHo pmo llopsamky BeIeHHS OCOOOBUX CIpaB IepXaBHUX CIIyXOOBILI1B
B oOpraHax BMKOHABYOIl BJlagM, SaTBEPIXEHOT'O I[IOCTAHOBOK KabiHety
MinicTpiB Ykpaiuu Bim 25 TpaBus 1998 p. N 731 ( 731-98-n )
(ObiuirvHmM” BicHMK YKpaium, 1998 p., N 21, ct. 764).

250. Po3paxyHKOBO-ILJIATIiXHI1 BimoMmocTi (ocobori PaxyHKM)
NpaliBHUKIB YyCTAaHOBM CUCTEMATURYITBLCS B MeXax POKYy 3a Npis3BuimamMu B
andpaBiTHOMY TIOpPSAIKYy, a BiIOMOCT1 Ha BUILJIATy 3 TI'poumeM (BimomMocTi
HapaxyBaHHS 3apobiTHol mjaTu) OOBMHHI OyTm chopMoBaHi momMicaus 3a
pik.

251. MeTommuHe KepiBHULUTBO 1 KOHTPOJIb 3a GOpMyBaHHAM CIpPaB B
ycTaHoBl1 Ta 11 CTPYKTYPHMX MOigposnijax BIOiMCHIOETHCS cITy 0010
OiJJoBOOCTBA Ta apXiBOM yCTAHOBM.

36epiraHHsT JOKYMEHTiB B yCTaHOBax

252. HNOKyMEeHTM 13 Yacy CTBOPEeHHs (HaIXOIXKeHHS) 1 mo mnepenmaui
0O apxXliBY yCTaHOBU 30epiramnTbCcda 3a MicueM 1x OGOPMyBaHHHA.

KepiBHUKM CTPYKTYPHMX NOinposnijir ycTaHoBM 1 npauiBHUKHU,
BimmoBimasbpHL 3a opraHisauin OijJoBOACTBa B LUMX Iigpos3zninax,
3000B'sa3aHl 3BabezneuuTs 30epiraHHS IDOKYMEHTIiB 1 chnpas.


http://zakon0.rada.gov.ua/laws/show/731-98-%D0%BF

253. ¥V poboumx KiMHaTax CHIpPaBU MMOBMHHI 3bepiraTucs y
BEPTUKAJBHOMY I[OJIOXeHHI B madax, MmO 3aKpMBalonTbCcsa. g HiOBMIIEHHS
OIIEPAaTUBHOCT1 PO3UWYyKYy HOOKYMEHT1B CIOpPaBM PO3MIMYyHTHCH B1ANOB1IHO IO
HOMEHKJIaTypu cnpabs. Ha kopilHUsAX OOKJIAAMHOK CHpak 3as3HadalTbCs
iHIexCHu 3a HOMEHKJIATYyPOo.

254. MaruiTai cTpiukm Ta uudpori HOC1I indopmanii 3
boHOTpPpamMaMmM BacizaHb KoOJIeT'laJIBHOT'O opraHy 2306epiranTbca y MOTO
cekperTapsa. Ha crpiuni 1 kopobui pobuTbcsa BimMiTka OpPO OaTy
3acimanHa 1 uyac Banucy. CekxpeTap KojleT'lajbHOT'O OpraHy Bimnorimae
3a ix 30epiraHHA.

255. Bupmaua cnpaB |y TUMUYacoBe KOPUCTYBAaHHSA npauiBHUKAM
CTPYKTYPHMX NiOpo3OiJiiB yCTAHOBM 3IO1iMCHIOETHCH 3 IOO3BOJIY KeplBHUKA
CTPYKTYPHOT'O Nimpo3misy, B gKoMy OyJyio cboOpMOBaAHO CHpaBy, 1HIMM
ycTaHoBaM — 3 IIMCBbMOBOI'O IO3BOJIY KepiliBHUKA yCcTaHOBM. Ha BuMIaHY
ClIpaBy CKJlaIaeTbCd KapTka - 3aMiHHUK. Y KapTUli 3Ba3HadalnTbCcd
HalMeHyBaHHSA CTPYKTYPHOTO Ninposnijy, 1HOeKC craopaBu, 3aTr'oJIOBOK
crpasu, maTa 1i BuMpaui, ocoba, AKiM cropaBy BUIAHO, maTa 11
IOBEPHEHHH, nianmcm ocib, gki BMOadIM Ta NPUMHSIM CIOPaBy .

256. HamaHHsa chopas Yy TUMYacOBE KOPUCTYBaHHS 3O1MCHIOETLCH He
Oijp 9K Ha OIOMH MicHdlb.

257. BuiydeHHS IOOKYMEHT1B 13 CHpaBM [OCTiMHOTO 30eplraHHA
3a00pPOHAETHCA. Yy BUHSATKOBUX BUIIaOKax BUJIydeHHS HOOKYyMEeHT1B
IONyCKAaeTbCsa 3 IO3BOJY KeplBHMKA YCTaHOBU 3 OBOB ' A3KOBMUM
3aJMIIEHHAM Yy CIOpabBl 3acBlOdyeHMX HAJIEXHMM UMHOM KOII1M.

V. [opssimok NiATroTOBKM CHpaB OO Inepepayi
AN apxiBHOroO sB6epiraHHs

ExcnepTusa LiHHOCT1 IOKYMEHTiB

258. IlpoBeIeHHS EKCIOEPTM3M L1HHOCT1 HOOKYMEHT1B HHOJAaTae Yy
BceBiuHOMY IX BMBUEHH1 3 MEeTOK BHECEHHS IO HallioHalbHOTO apXiBHOTO
bonny abo BMIIYyUEHHS 3 HBLOT'O Ta BCTAHOBJIEHHS CTpPokiB 30epiraHHga
OOKYMEHT1B, WO He NiIjgaralTb BHeCeHHI o HauioHalbHOTO apxXiBHOTO
boumy.

259. IIna opraHiszauil Ta [OpPOBEINEHHSA EKCIIEPTU3U II1HHOCT1
IOOKYMEHT1B B ycCcTaHoBax (y paszi morpedbu B CTPYKTYPHMX Ninposmnijax)
YTBOPOIOTLCA TOCTiMHO nikuil excneprHi komicii.

260. Excneprmszsa L1HHOCT1 @OKYMEHT1B TIPOBOIMTHLCS UOPOKY B
CTPYKTYPHMUX nimposninax YCTaHOBU fe3nocepenHso ocobawmu,
BimnoBimanpHMMM 3a opTraHiszauiln pijmoBomcTBa B 2 LUMX Oigposnminax,
pa3oM 3 EKCIEepTHOK KoMmiciewn minm MeTOOMYHMM KEP1iBHUIITBOM CJIYXOU
OijjoBomCTBa Ta apxXiBy YCTaHOBMU.

261. Ilim wyac TMNPOBEIEHHSA EKCIepTUs3su miHHOCTI IOOKYMEHTI1B
3O01MCHIOETECA BimbOip IHOOKYMEHTIB IIOCTiMHOTO Ta TpuBajioro (noHazm 10
pokiB) 30epiraHHsa OJg Hepemadyi Oo apxiBY YCTaHOBM, BUIIYUYEHHS OJId
3HUIMIEHHS INOKYMEHT1B 1 chHpapB 3a MUHYJI1I POKM, CTPOKM 30epiraHHS SKUX



BaK1HUYMIIMCSH .

BuinydyeHHS NOKYMEHTI1B IJiS 3HMIIEHHS 0Oe3 NPOBEeIEeHHS IMOolIepenHbol
EKCIepTU3u 1xX LiHHOCT1 3abopoHAETHCH.

262. Bin6ip @OOKyMeHT1B mOCTiMHOTO 30epiTaHHA 3O1MCHIOETHCHA HAa
nimcrarsi THUNOBMX Ta BiigoMumMx (Trajly3eBUX) IIepejikiB »OOKyMeHTiB 13
cTpokaMu 30epiTaHHSA, HOMEHKJIATYPM CIPaB YCTAHOBM IJIAXOM IIEepPerJidany
KOXHOTO apkKyma cHopaesu. 3abopoHdgeTbcsa Bimbip OOKYMEHTI1B IoJis
nomaybmoro s0epiraHHa abo BHMUIIEHHSA Ha NincTarl 3aroJioOBK1IB CHIpaB B
onuci abo HOMeHKJIATypl cHIpas.

263. Ba pesyabTaTaMM e€KCIEepTU3U miHHOCTI IOOKYMEHTI1B B
YCTaHOB1l CKJIamalTbCHa ONMCM CIpaB NOCTiMHOTO, TpubBajoro (noHazn 10
pokiB) 30epiraHHsa, 3 KaOpPOBMX NMTaHb (0COOOBOTO CKJamy) Ta akT PO
BUJIyUEHHS IJiS 3HMIEHHS JOKYMEHT1B, He BHecCceHMX IO HaluioHaJbHOTO
apxiBHoTO QoHmy (momatox 20).

264. 3BemeHl onmcu crpas nocTimHoro, TPUBAJIOTO (moHanm
10 pokir) Bb0epiraHHS Ta 3 KaIPOBMX NUTaAHb (0COOOBOTO CKJIamy) Ta
aKT PO BUJIYyUYeHHS IJIS 3HUIIEeHHS JOKYMEeHT1B, He BlIHeCeHUX IO
HanioHasbHOTO apxiBHOTO QOHIOY, PO3IJILAIANTbLCS E€KCIEPTHOKn KoMicien
YCTAaHOBM OOHOYACHO. Takli axTm pa3oM 3 OoIMcamy CIpaB IIOCTiMHOTO
30epiraHHsa Ta 3 KaOpoBMX NUTaHb (0COOOBOTO CKJany) MNONAalnTbCS B
YCTaHOBJIEHOMY HOPAOKY Ha PO3TJIAL eKCIepTHO-INepeBipHOI xoMicili

BimmoBimHOTO IepXaBHOTO apxiBy. IloTomxeHl1 axTM BaTBEPOXYOTHCSH
KEP1lBHMKOM YCTAHOBM, I[I1iCJjig UYOT'O YyCTaHOBAa Ma€ IIPaso SHUIUTU
IOOKYMEHTN .

265. AKT TITIpO BUJIYUYEHHS OJIsg BHUIIEHHS IOOKYMEHT1B, He BHECEeHUX
no HaunionanbHOTO apxiBrHorTo doHIY, CKJIalaeThbCd, S£K I[IpaBuUioO, Ha
crnpaBu Bciel ycTaHOBM. SKmIMO B aKT1 3asHAUEHO CHPaBU KIJBKOX
CTPYKTYPHMX Nimpo3mijsiiB, IxX HaMMEHYBAaHHS 3as3HauvalnTbCsa IIepen TPYIIOon
3aToJIOBKI1B CHOpaB LUBOTO NiApOo3nijy.

CkyjaneHHsT OnNMCiE crnpas

266. Onmc cHnpap - apxXiBHUM OOBiIHMK, NOPMU3HAUEHUM OJg OOJikKYy
Ta PO3BKPUTTH 3MicTy OIOVIHUILIb 36epiraHH4g, OIVIHUILIb obyiky,
3aKPIinJeHHsa 1xX cucTeMaTus3allii y Mexax apxiBHOTO GOHIY.

267. Onmucu cHOpaB yKJIamalTbCsa OKPEMO Ha CIpaBM IIOCT1MHOTO Ta
TpuBajgoro (noHanm 10 pokxie) 3bepiraHHa Ta 3 KaIOpOBUX I[IMUTAaHb
(ocoborBoro ckjany) .

Ha cnpaBsu TummuacoBoro (mo 10 poxiB) 36epiraHHA ONMCK He
CKJIajalnThbCca. Y pas3l jJikBimauil uymM peopraHiszanii yCTaHOBM Taki
ONMCHU CKJIaHalnTbCsa ODOB'A3KOBO.

268. Onmcu cHOpapR CTPYKTYPHOTO HiApo3nijly YCTaHOBUM CKJIAOAITLCH
LOPOKY 3a BCTAHOBJIEHOK OGopMow (momaTokx 21) mnocamoBow 0cobon,
BilOonmoBigasibHOI 3a OiJIOBOOCTBO Yy CTPYKTYPHOMYy INIimposznimni, =3a
METOOUUHOI IONOMOTM apxXiBYy YCTAaHOBMU.

269. HomMep omomcy CcIpaB CTPYKTYPHOT'O IIimpo3niny YCTaHOBU
IIOBMHEH CKJaIaTUCsa 3 LUMOPOBOTO MO3HAUEHHS CTPYKTYPHOTO MNiIpo3mijy



3a HOMEHKJIATYypOK CHOpaB 3 IOOIHaBaHHAM I[IOYATKOBOIL JIiTepw HaBBU
KaTreropii @OOKYMEHTiB, MO BKJOUYAKNTBLCS IO ONMCY, Ta YOTUPHOX LMOP
POKY, B AKOMY PO3I0YaTO CIPaBU, BKJWOUYEH1 IO ONUCy.

Hanpukian, ONMCM CIpaB I[IOCTiMHOTO, TpuBajioro (noHan 10 pokir)
30epiraHHa Ta 3 KaIOPOBUX NIUTaHb (0COOOBOTO CKJANY) CTPYKTYPHOTO
nigpozminy N 5, mo o06JikOBYHOTHCS 3a HOMEHKJIATYPOK CIpasB i
posznouaTi y 2011 poui, w™MaTumMyTh Taki HomMepm: 5 I - 2011;
5T - 2011; 5 oc - 2011.

270. Ilimg yac ckJamaHHS ONMC1B CHOpaB CJIlO OOTPUMMYyBAaTUCH TaKMUX
BMMOT': KOXHa CIlpaBa BHOCUTBCS IO ONMUCY MNin CaMOCTIiMHMM HOPSAIKOBYUM
HOMEpPOM (gKIO crIpaBa Mae Kinbka ToMiB abo yacTMH, KOXHMM ToM abo
YyacTMHA BHOCATBCS 1O ONMUCY @i OKPEeMMM HOMEPOM); TIpadm omnmucy
obOPMIIIOTECS B1AMOBiOHO OO BimomocTey, 3asHAUEHMX Ha OOKJIaOMHIIL
(TUTYJIBHOMY apKylli) copaBM; y pasl BHeCEHHS IO ONMCY K1JIBKOX CIpas
nimpsan 3 ONHAKOBMM 3arOJIOBKOM 3asHAYaeThLCS IOBHICTI JIMIIE 3aTOJIOBOK
nepwol cnpaB¥, a Bcl iHmWi omHopinHi cHnpaBM [IO3HAYAKTLCS CJOBAMU
"T7e came", OpM UbOMY 1HmI1 BimoMoCTli NPO CIpPaBM BHOCHATBLCS OO OINUCY
MOBHiCTIO (Ha KOXHOMY HOBOMY AapKylll ONMCY 3aTOJIOBOK BiliOTBOPKOETLCS
noBHicTo) ; Tpabda onmucy "lIpummiTka" BUKOPUCTOBYETHCHA IJId BiaoMiTok
Opo ocobmmBOoCTi ($1i3MUHOTO CTaHy CHIpaB, [IPO Iepelady CIpaB 1HIMM
CTPYKTYPHMM NOimposminaM ycTaHOBM abo 1HmMIiM ycTaHOBi, HOpO HagBHiCTBH
KOIi¥ HmOKyMEeHTiB Yy cHpabBi.

271. Onmcu CIpaB BeOyThbCH IpOTATOM KinmpKOX pokir 3
BUKOPUCTAHHAM €OMHOI HackpiszsHol HyMepauii. CHpaBu KOXHOI'O POKY
CTAQHOBJIATL P1liUYHMM PO3OiJj ONMUCY.

272. Y kiHUl onmucy pobuThbCHa MNiOCYMKOBUNM 3alMc 13 3a3HaAUeHHAM
KinpkocTi (umbpamm i croBamMu) cOopar, MmO OBJiIKOBYWTLCS 3a OIMCOM,
nepuwmii 1 OCTaHH1M HOMepM CIpaB 3a OIMCOM, a TaKoX ODYMOBJIOITLCH
ocobmMBOCTi HyMepauil cnpaB B onmci (JiTepHi Ta nponymeHi HoMepwu
crnpaB) . Y PpluHMM po3IOiJsl ommMCy CIpaB BHOCSTBCS TakKOX CIpaBu, He
3aBepleHl NpoTAaroM KaJleHIapHOT'O POoKy. Y TakMx BUIagkax y kKixHoi
PiuHMX PO3IO1iNiB ONMCY KOXHOT'O HACTYIHOT'O POKY, MNPOTATOM SKOTO
CrpaB¥ MNPOIOBXYyBaJIMCh B HOIiJIOBOICTB1, 3asHadvaeTbcsa: "JIOKyMeHTM 3
UbOT'O MNMTAHHS IOMB. TakoxX Yy pos3nini za pikx, N ",

273. Onmc cropaB CTPYKTYPHOTO MNimpos3niny yCTaHOBU MNiANUCYETLCS
ykJlamadeM 13 3as3HadeHHSAM MOTO IIocany, I[IOTOOXYyETbCS 3 KepPlBHUKOM
CIIyX0Om IOiJIOBOAOCTBA 1 BaTBEPOXYETHCHA KEPL1BHUKOM CTPYKTYPHOTO
nimpo3misny. 3a HaAsSBHOCT1 B CTPYKTYpPHOMY NHOimpo3nini excrnepTHOI
KoMicil ommc QOO MO0 3aTBEePIXeHHSA PO3IJISIaceThbCsa Ta CXBAJIOETHCSH
EKCIIEPTHOK KOoMiciewn.

274. Onmc cnpaB CTPYKTYPHOT'O NiOpo3Iijly yCTaAHOBM CKJAOaE€TbhCH
Yy IOBOX MNPUMIiPHMKAX, OOMH 3 SKUX [IepelaeTbCs pal30M 13 chopaBaMu IO
apxiBy yCTaHOBM, a 1HIMNM BaJIUMAETBLCS SK KOHTPOJIBHUM NOPUMMIipHUMK Yy
CTPYKTYPHOMY NiApO3miji.

275. Ha ocHOB1 onmcie chnpaB CTPYKTYPHMX Oimposninie apxis
YCTAHOBM TOTYE 3BEIEeH1 ONMCHM CIpPaB MNOCTIiMHOTO Ta TPMBAJIOTO (moHan
10 pokxir) =B6epiraHHg, 3 KaIPOBUX NUTaAHb (0COOOBOTO CKJALy) .



276. 3BemeHUM ONMUC CHPaB MNOCTiMHOTO 30epiraHHsA CKJIANAETHLCH Yy
YOTUPLOX TNPMMIipHUKaAX, SKi1 micjia cxBaJIeHHS eKCIEepPTHOKn kKoMiciewn

YCTaHOBU B YCTAaHOBJIEHOMY IOPAOKY IOJalnThLCa IJIS CXBAaJIEHHS
EeKCIepTHO-IIepeBipHOKn kOoMiciewn BiamoBimHOTO IEePXaBHOTO apxisy,
nicjgs dYoro BaTBEePIXYTLCS KEepPiBHMKOM yCTaHOBM. OIMH IPMMIPHUK

3aTBEPIXKEHOTO ONMUCY INOHAETLCS IepPXaBHOMY apxXiBy.

277. 3BemeHl onmcu crpas TPUBAJIOTO (moHanm 10 POKiB)
30epiraHHa CKJIAIAnTHCH Yy IOBOX MNPMMI1PHMKAX, CXBaJIOOTHCS E€KCIIEPTHOW
KoMicien yCcTaHOBM 1 3aTBepPIOXyITHCS 11 KepiBHUKOM.

278. 3BemeHl ommMCHM CIpPaB 3 KAaIPOBUX OMTaHL (0COBDOBOTO CKIIAIY)
CKJIaOanTbCs Yy TPBLOX NpVMipHMKAX, NignmMcymonTbCSa yKJamaduem,
CXBaJIITHC S EKCIIEPTHOK KoMiciewn YyCTaHOBMU, IOTOIOXYIOTECH 3
EKCIEePTHO-TIEPeBipPHOI0 KoMiciern BiOmoBimgHOTO HOEepPXaBHOTO apxiay,
nicjgs 4Yoro BaTBEPOXYRTLCS KEePiBHMKOM YyCTaHOBM. OOMH [IPMMIPHUK
3BEIOEeHOTO ONUCY MNOOAETHCS INEPXaBHOMY apxiBy.

279. YcraHoBu 3B000B'g3aHl oOoMCyBaTM IOOKYMEHTM IIOCTiMHOTO Ta
TpuBajgoro (moHanm 10 pokie) 30epiraHHsA, 3 KaIpOoOBUX NUTaHb
(ocoboBoTO CKJlamy) UYepes IBa POKM IicJjsa BaBeplleHHS CHOpaB Yy
IO1JIOBOAOCTB1, a TaKOX IepemaBaTyM IOOKYMEHTM I[NOCTiMHOTO 30epiraHHAg
BimmoBimHO @m0 3aTBEepIXeHMX OIMCIB CIpaB OO OepXaBHUX apxiBiB B
YCTaHOBJIEHI 3aKOHOINABCTBOM CTPOKM.

Odbopmnennss crnpae
280. OdopmiieHHS CHpaBM OOCTiMHOTO 1  TpuBasoro (noHanm 10

pokir) 30epiranHsa nepenbavae HyMmepalliln apkywiB y cnpaBi, ckJlaIeHHS
(y pazi norpebu) BHYTPIiWHBOT'O ONMCY IOKYMEHT1B cCHOpaBM, HAaSBHI1CTBb

3aCB1OYyBaJILHOTO Hamucy CIopaBu OPO KijgbkKicTes apkymiB 1 1po
ocobmuBoCcTi GisMUHOTO CTaHy Ta QOPMYyBAaHHS CIHpPaBM, OigmmMBaHHS abdo
ONPaBJIEHHSA copaBM, OQOpPMIIeHHS OOKJIaIMHKM (TMTYJIBHOTO apkKyla)
CIpaBU.

281. IHOKyMeHTM TUMYACOBOI'C 30epiraHHdg, cbopMOBaHl y cCHOpasBH,
He NigmMBawnTbLCS, AapKylil He HYMepyonTbCcs, YTOUHEHHS eJIEeMeHTI1B
obopMIIeHHS OOKJIQIMHKM He TIPOBOOUTHCS, 3a& BUHATKOM IEPBUHHOIL
OyxXTraJTepChbKOl HOOKyMeHTallil.

282. CnpaBm 3 rpudbom "Ing ciayxboBOTO KOpUCTyBaHHA", ocobori
Ta OKpeMl TpynM chnopaB HOocTivHoOTO 30epliTaHHA, Ha3BU AKUX He

IIOBHI1CTIO POBKPUBAITH 3MicT (cnpaBM, MmO MiCTASTb IIOCTAHOBMH,
POBNOPSAIKEHHS, HaKasy, pPillleHHS TOomo), MNOBMHHI MaTy PO3MIiMEHWNM Ha
IovaTKy CIPpaBM BHYTPImMHIM ONMC OOKYMEHTiB y chnpaBi. HeobximHicTb

CKJIaIEHHS BHYTPIlNHBOT'O ONMUCY HOOKYMEHT1B IefAKMX CIpaB BMU3HaAYaeTbCs
1HCTPYKI1EKN YCTaHOBU.

283. Ticnsa 3akiHUYeHHS OiJIOBOOHOTO POKY IO HamuciB Ha
OOKJIaIMHKAX CIpak [NOCTi¥HOTO 1 TpuBaJoro 30epiraHHSa BHOCATHCSA
HeOoOxX1mH1 YyTOUHEHHS, IepPeBipsaeTbCsa BiANMOBiAHICTE 3aroJIOBKIB CHpaB
Ha OOKJIaOMHI1 3MiCcTy NiOmmMTUX IOOKYMEHT1B, BHOCATLCSA Yy pasi norpebu
IO 3aroJioBka CHOpaBM JONATKOBL1 BIiOOMOCT1 (HPOCTaBJAKTLCS HOMEPU
HakasipB, MOPOTOKOJiB, Bas’zHavawTbCad BuIM 1 dopmm 3BiTHOCTI TOmO) .



284. JlaTa Ha OOKJAIMHIL CHOpaBM I[IOBMHHA BIlANOBiIaTu POKY
noyaTkKy 1 BakiHUeHHS CHOpaBM; Yy ClIpaBi, IO Mae IOKYMEeHTM 3a Oijbl
PaHH1 POKM, Hi1X pPlK yTBOPEHHS CIpaBM, Nig IaTown poOuTbCA Hanmuc: "e
OOKYMEHTM 3a ... POKu".

285. Ha oOkjJammuHKax CIOpaB, MO CKJIAJalnTbHCa 3 K1JBKOX TOMIiB
(uacTMH) , T[IPOCTABJANTLCA HATM IepUoT0 1 OCTAHHBLOTO HOOKYMEHTI1B
KOXHOT'O TOMY (YacTmMHM) . Y pa3l 3as3HaueHHS TOUHOI KaJIeHINapHOI maTwu
NPOCTaBJISETHLCSH YMCJIO, Micdaub 1 pixk. UYwmcio 1 pilk ©$03HAYawTHCH
apabcbkuMmm umbpamm, Micsaub OUIIETHCS CJIOBOM.

286. Ha oOxjamuHIl cCHOpaBM I[IPOCTABJAETHCHA HOMEP CHpPaBU 3a
3BeIOeHMM OINMCOM 1 3a MHOTOIXEHHSAM 3 apXiBOM YyCTaHOBM — HOMEP OIUCY
i doumy.

287. Y pazi BMiHM HaVMMeHYBaHHS YCTaHOBM (11 CTPYKTYPHOTO
NiOpo3Oijly) NPOTATOM Heplony, HSKMM OXOIJITL INOKYMEHTM CHpaBlM, abdo
oinm yac nepenaui CIIpaBu OO0 1HmWOI yCTaHOBM (CTPYKTYPHOTO
nimposnisy) Ha OOKJIaOMHIL CIpaBM 3asHauaeTbCs HOBE HaVMeHYBAaHHS
YCTAaHOBU (CTPYKTYPHOTO MIimpo3mijly), a rnomnepenHe OepeTbcsa B IOYyXKU.

288. Hamnmcm Ha oOkJamgMHKaxX CHOpaB I[IOCTiMHOTO Ta TPMBaJIOTO
(monanm 10 pokie) =0epiraHHsa POOIATHCS YiTKO UYOPHMM CBITJIOCTI1MKMM
YOPHMIIOM abo mnacrTon. 3abopOHSETHCH HAKJIEBAHHSA TUTYJIBHOTO apkyla
Ha OOKJIaOMHKY CHIpaBU.

llepenava cnpaB A0 apxXiBy ycCTaHOBM

289. CnpaBu OOCTiMHOTO Ta TPUBAJIOTO (moHan 10 pokiB)
30epiraHHsg, 3 KaOpoBMX NUTaHb (0CODOBOTO CKJANy) Yepes IBa POKU
nicrysa 3aBepumweHHs 1x BeIOeHHS I[epenanThCcs OO apxiBy YCTAHOBU B
YIOPAOKOBAHOMY CTaHl njida nojanbmoro 30epiTaHHS Ta KOPUCTYBaHHSA.

CnpaBu TmMmuyacoBoro (mo 10 pokiB BKJIOUHO) 30epiTaHHS MOXYTb
nepenaBaTUCa IO apxiBy YyCTaHOBM 3a pimeHHaM 11 keplBHUKA.

290. Tlepemaua cHnpaB OO AapxiBYy YCTaHOBU 3IO1MCHETHCSH 3a
rpadikoM, TOTOIXEHMM 3 KepiBHMKaAMM CTPYKTYPHMX HOigposnijgirs 1
3aTBEPIXEHUM KEeP1iBHMKOM YCTaHOBU.

291. fAxmo okpeMmi cnpaBu HeoOXimHO BaJUMILUTU Y CTPYKTYPHOMY
nigpo3miji Ojag T[OTOYHOL poBoTH, apxik ycTaHOBM oQopMIIsSe BMUIAUY
CcIopaB y TMMYacOBe KOPUCTYBaHHS.

292 . IlpuyMaHHS - rnepenavda KOXHOIL CcropaBu 3M1VICHIOETHCH
NPpalliBHUKOM apxXiBYy YCTaHOBM B NPUCYTHOCTI1 NpalliBHMKA CTPYKTYPHOTO
Nimpo3moijy, SKMM Iepemae yHnopsankoBaHl Ta oQopMIIeHl1 cIpaBM.

293. CnpaBu OOCTiMHOTO Ta TPUBAJIOTO (moHan 10 poKiB)
30epliTraHH4g [NepenanTbcad OO0 apxXiBy yCTaHOBU 3a OIMCaAMM.

Y xinui KOXHOT'O IPpUMIipHMKA onucy IpauiBHUK apxXiBHOTO
nimposminy abo ocoba, BinonorizajibHa 3a BelIeHHA apxXiBY YCTaHOBH,
POBNUCYETBHCS Yy OPUMHATTL cripaB 3 ODOOB'SA3KOBMM 3Ba3HAaUYeHHSAM

KinpkocTi (umbpamm i croBamMM) epelaHMX CIpaB 1 NOPpOoCTaBJge HaTy.
OmoMH [OPUMIPHMK ONMCY IIOBEPTAaEThCHa CTPYKTYPHOMY Iimpo3mijsy, BCi



iHmil BaaMmanTbECS B apxiBli yCcTaHOBU.

294 . CnpaBM, 1O IepelanTbCad IO apxiBy YyCTaHOBM, I[NOBMHH1 OyTU
3B'sg3aHl HaAJIEXHMM UMHOM.

295. V¥ pasi nixkBimaniil abo peopraHizanii CTPYKTYPHOTO
nimposzniny ocoba, BimnoBimasbHa 3a oOpraHiszanin pgijgoBomcTBa B
nimposnini, B TI[epion npoBeleHHA JIikBimauiMHMX 3axonirB gopMmye BCi
IOKYMEHTM y CHpaBu, OQopMIloeE ChnpaBu 1 nepemae  ix OO apxiBy
YCTaHOBU He3aJIeXHO Binm cTpokiB 30epiraHHsa. Illepemava cropas
3N01iVICHIOETHCS 3a ONMCaMM CIpPaB 1 HOMEHKJIATYPOW.

YcTraHnoBu 3000B'sga3aHi 3abe3neumTi 30epiraHHs apxiBHUX
IOKYMEHT1B Ta »nepenadvy NOKYMEHT1B, IO HaJjexaThb o HallioHaJIbHOTO
apxiBHoTO OGOHmOY, MNicyg 3aKiHUEHHS BCTAHOBJIEHMX I'PAHUUYHUX CTPOKIB
ix 2b6epiraHHa B apxiBili ycTaHOBM nOJgd IIOCTiMHOTO 36epiraHHA IO
BiANOBiOHOTO HEPXaBHOTO apxXiBy.

HDomaTox 1
no IHCTPpyKUiI
(nyHxkT 18)

B/MOT'U
Bo obopMieHHsT AOKYMEHTiB, WO BUI'OTOBJIHAITLCS
5a OOINOMOI'OKW APYKYBAaJlIBHMX BacobibB

1. Insa OIPYKYyBaHHHA TEeKCT1iB CIYyXO0OBUX IOOKYMEHT1B
BMKOPMCTOBYETLCS TapHiTypa Times New Roman, wmpubr posmipom 12-14
OIPYKAPCHKUX MNYHKTiB. JO3BOJAETHLCS BUKOPUCTOBYBATM mPpudT pPo3Mipom
8-12 IPpyKapChbKMUX INYHKT1B IOJd OPYKYyBaHHS pekBisutTy "lpissuie
BMKOHAaBIIA 1 HoMep Moro TesnedoHy", BMHOCOK, IIOSCHIOBAJIbBHMX HAaNMUCiB
OO OKpeMux eJIeMeHT1B TeKCTy IOKyMeHTa abo MO0 PeKBi3uMTiB TOWmOo.

IIing ywac OpykKyBaHHS 3aroJIOBK1IB HOO3BOJISETHCS BUKOPUCTOBYBATU
HaniBXupHUM wpudT (npavMur ado KYPCUB) .

2. TexkcT IOOKYMEHT1B Ha nanepi bopmaTy A4
(210 x 297 MijsimMeTpiB) PEKOMEHIOBAHO IPYKyBaTH yepes 1-1,5
MiXpsanokoBoTo iHTepBany, a o¢opmary A5 (148 x 210 wMimimeTpim) -
yepe3s 1 MIXpaOIKOBMM 1HTepBall.

TexCT IOOKYMEeHTa, WMo I[I0IaeThCsa HOJsa HOepXaBHOI peecTpalil mo
Min'ocTy, IOpyKyeThca Ha nanepi édoopmary A4 (210 x 297 mimimerpim) 3
BUKOPUCTAHHAM TapHiTypu Times New Roman Ta mpudTty pos3mipom 14
IPpyKapChbKMX NYyHKT1iB, uYepe3s 1,5 MIXpAOKOBOTO 1HTepBajy.

PekBisuTy moxyMeHTa (KpiM TekcTy), SK1 CKJIaJalnTbCsa 3 K1JBKOX
pPaIKiB, IOPyKyoOTbCHA depe3 1 MIiXpaOKoBMM 1HTepBaJl. CkJIamoBl YacCTUMHU
pexBizuTie "Apgpecatr", "T'pud sBarBepmxeHHa", "T'pud noromxeHuga"
BlIOOKPEMIIIOIOTECS OIMH Bin oIHOTO uYepes 1,5 MIiXpaAOKoOBOTO 1HTepBaly.

PexBisuUTM IOKyMeHTa BiliOOKpPeMIITLCS OOMH B1do OIHOT'O uUepes
1,5-3 mMixpsankoBux iHTepBasn.



3. HazBa BUIOY OOKYMEHTAa INOPYKYETHCH BEJIMKMMM JIiTepamu.

4., PozsumbpyBaHHSA Oinnucy B pekBismuTi "Iignmuc" IOpyKyeTbCsa Ha
piBH1 OCTaHHBOTO pAnOKka HA3BU IoCanM.

5. MakcuMmajsibHa JOOBXMHA panka 0araTopsalIKOBUX PekKBizauTire (xpiwMm

pekBisuTy TekcTy) - 73 MminmimMeTrpu (28 OpyKOBaHUX BHAKiB) .
SKIO 3aroJIOBOK IO TekCcTy nepeBumye 150 3HaKiB (5 psaokis),
MOTO IOBBOJIIETHCS IMPOIOOBXYyBaTM OO Mexl npaBoro mnojsisg. Kpamnka B

KiHII1 BarojioBka He CTaBUTLCH.

6. [Iin uac obopmMJIeHHS HOOKYMEHTIiB CJim DoTpuUMyBaTUCS TakUX
BimcTynie Bim Mexi JIiBOTO MNOJIS OOKYMEHTA:

12,5 MinimeTrpa - monsg ab®szauir y TekcTi;
92 minmimeTpm - miia pekBizsutTy "Ampecat";
104 minmimerpu - 1ysa pexBisuTiB "T'pud z3aTBepmxeHHa" Ta "T'pud

obMexeHHSa OOCTYyNy IO OOokKyMeHTa'";

125 MinmimeTrpir - mna  posumbpyBaHHSA OianmMcy B pexBizuTi
"Oignuc".

7. He ©poburbca BimcTyn Bim Mexi JiBOTO HOJNS IJiS PeKBi3uUTiB

"IlaTa pokymeHTa", "3aroJIoOBOK OO TEeKCTy IJokymeHTa'", "TexctT" (Bes
abtzauir), "BimmiTka HOpo HagBHiCcTh pmomatkis", "lIlpisBuimle BMKOHAaBLSA 1
HOMep Moro TejedoHy", "BigmMiTka HOpO BUKOHAHHS IOOKYyMeHTa i

HaICuJIaHHA Moro mo cHopasu'", HalMMeHyBaHHSA IIocalu VY PekBiszuTax
"MIignuc" Ta "I'pud nmoromxenHa", BacBiguyBaJIbHOTO Hanmcy "3rigHo 3
opurinamoMm", a Takox cjais "CIYXAIN", "BUCTyImmIn", "BUPINIMIIN",
"VXBAJIMIIN", "HAKA3VYIO", "30BOB'A3VIO".

8. 3a HasgpHOCTl kinbkox IpudirB BaTBEepIXeHHS 1 NOTOIXEeHHS BOHU

PO3MimyTHECS Ha OIHOMY P1lBH1 BepTHMKAJBHMMM paakaMmu. llepumt rpud -
Bim mexi miBoro nossa; mgpyruit — uyepes 104 mimimeTrpm Bim mexi J1iBOTO
IOJIS .

9. AxmOo B TEKCT1 IOOKyMEeHTa MiCTUTLCS MNOCUJIAHHS Ha momaTku abo
Ha OOKYMEHT, IO CTaB NimcTaBok IOJi4d MO0 BMIAHHS, cjoBa "JomaTok" i
"IIimcraBa" IOpyKyloTbCHA Bim Mexl JIIBOT'O IIOJIS, a TeKCT OO HUX — Uepes
1 mMixpankoBuM iHTepsBall.

10. Iim uyac odbopmMJIeHHS OOKYMEeHTiB Ha OBOX 1 Oijbme cCcToOpiHkKax
opyra Ta HacTyNH1 CTOPiHKM NOBMHH1 OyTHM NPOHYMEepOBaHi.

HoMepr CTOpPiHOK CTaBJIATbHCH I[IOCepelMHl BepXHBbOIT'O I[IOJIS apKyla
apabcekuMmy UubppamMm 6e3 3al3HaueHHS CJioBa "cTopiHka" Ta pPo3IijIoBUX
3Haki1B. llepma CTOpiHKa HEe HYMEPYETHLCH.

11. TexcTu IOOKYMEHTIB TMNocTivHOTO 230epiTraHHA IOPYKYITHCHS Ha
onHoMmy Ooul apkyma. JOKYMEHTM 13 CTpokoM 36epiraHHA OO 5 POKiB
MOXHa IOPYKYBATM Ha JIMILOBOMY 1 3BOPOTHOMY 0oLl apkyma.



( 1242a5-2011-11 )

( 1242a2-2011-11 )

[IPMMIPHUA MEPEJIK
OOKYMEHTiB, WO BaTBEepPOXYHOTHCS
B NPOCTaBJSIHHSIM T'pudpa BaTBEepPOKEHHS

1. AxTH
iHBeHTapMzauii;
crpas;

(roToBHOCTI ob'exTa 1o
eKCIepTUs3u;

nikBimanii ycTaHOB TOIO) .

2. 3BaBIaHHHA (Ha npoexkTyBaHHa O00'exkTis,
KamnirTanbHe BOyOiBHUIITBO; Ha [IPOBEIEHHH
IIPOEKTHO-KOHCTPYKTOPCBHKMX 1 TEXHOJOT1uHUX podbiT;

3. 3BiTH (rmpo OCHOBHY
HAYKOBO-IOCJiOH1 poBoTu Touo) .

OigJpHICTE;

4. Kowropucm BUTPpAT (Ha
OyIMHKiB, IOpMMilleHb, CIOPYI;
HOBUX BUPOO1iB; Ha kaniTajlbHe OyIiBHMILTBO TOWO) .

YTPUMMaHHA

5. HomMeHkJIaTypM cCHpas.

6. HopmaTmBuU
eJIeKTpoeHepTii;
npalniBHUKIB TOWO) .

(BUTPauaHH4g
TEXHOJIOT1UHOTO

CHPOBMHNM,
IIPOEKTYBAHHA,

eKcIJyaTallii;
BUJIYUEHHS CHPaB IJiS SHUIEHHS;

TexXHI1UuHMX
HAYKOBO—IOCJI1iOHUX,
TexHiuHl Tomo) .

anapaty
Ha Hi,I[I‘OTOBKy Ta OCBOEHHH4A BT/IpO@HT/IU,TBa

HDomaToxk 2
no IHCcTpykLii
(nyuxkT 20)

JomaTok 3
no IHCTPYKI1I
(nyuxT 20)

HDonmaTox 4
no IHCcTpykLii
(nyuxkT 20)

( 12425-2011-11 )

JDomaTok 5
no IHCTPYKI1I
(nyuxT 20)
JomaTok 6

no IHCTPpykLii
(mnyHKT 39)

CIIMCAaHHA;
nepenaudi

criopy,

BlIOpsamxeHHS;

yhnpaBJiiHHS,

MaTepianis,
YMCEeJIbHOCT1


http://zakon0.rada.gov.ua/laws/show/1242%D0%B0-2011-%D0%BF
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7. Onmucu cHnpas.

8. Illepenixmu (nocan HNpalllBHMKIB 3 HEHOPMOBAHUM pPOOOUMM IHEM;

TUIIOBMX, BlaomMumx (Trajly3eBuMX) »OOKYMEHTIiB i3 crTpokammum 30epiraHHS
TOIO) .

9. IljmaHu (BUPOOHMYI ; OyniBeJIbHO-MOHTAXHUX,
NIPOEeKTHO-PO3B1OdyBaJbLHUX, HAYKOBO-IOCHiOgHMX pPoB6iT; BHOPOBAIXEHHS
HOBOI1 TexXHI1iKN; KOOTIEpPOBaHMX IoCcTaBOK NPONyKIIiT; pozmnonisy
nponyKIiii 3a BCTAHOBJIEHOK HOMEHKJIATYPOI; OTPMMAaHHS NpuOYyTKiB
XUTIIOBO—KOMYHAJILHMM T'OCIHOIAPCTBOM BiJ KalliTalbHOTO PEMOHTY; POBOOTHU
KoJIeril, HAYKOBO-TEexXHIiUHOI panyu, HAYKOBOI panau TOWo) .

10. HocamoBl 1HCTPYKLI1I.

11. Iporpamm (piHaHCcoOBO—ekOHOMIUHI; IpoBeleHHS pobiT i
3axoniB; BlIpsgaIXeHb TOIO) .

12. TpoTOKONMM 3BacilaHb koJileT'iaJIbHMX OpTaHiB (3a norpedbu) .
13. PosuiHkM Ha BMKOHAHHA pobiT.

14. CraryTu (IIOJIOXEHHS) YCTaHOB.

15. CrpykTypa YyCTaHOBM.

16. PopMu YHibiKOBaHMX IOOKYMEHTIB.

17. WraTHl po3OUCHU.

JDomaTox 7/
no IHCcTpykLii
(mnyHkT 73)

[IPMMIPHUIA NEPEJIIK
OOKYMEeHTiB, nignucm
Ha SIKMX CKPiNJKOIOTBECSI I'ep60OBOK I1€YaTKOI

1. AXTu (BUKOHAHHS pobiT, CIMCaHHS, eKchnepTusu, GiHaHCOBUX
IepeBipoK; BUJIYUYEHHs CIpaB IOJisg 3HUIEHHS; lIepenadil Ccrpap Tolo) .
2. Apkylll DOTOIXEHHS MNPOEKT1iB HOPMATMBHO-INIPABOBUX akKTiB.

3. BucHOBKM 1 Biarykm yCcTaHOB Ha IOucepTauil Ta aBTopebeparty,
o HaACUJIATBCH OO Bumol aTecTauiMHOI KOMicil YKpalHHU.

4. JoBinmkm (j1imMiTHi; MNOpPO BUILJIATY CTPaXOBUX CYM; BUKOPUCTAHHS
DIXeTHMX aCHUITHyBaHb Ha 3aplljlaTy; PO HapaxoBaHY 3apljaTy TOoLo) .

5. IDoroBopu (rmpo MaTepiayabHyY BinmnorimanpHiCcTh,
HAaYKOBO-TexXHl1uHe CHiBpOoOiTHMUTBO, NIiOpsanu, OpPeHOy IpUMilleHb; IIPO
BUKOHaAHHS poOiT Tomo) .



6. IoxyMmMeHTM (ODOBiOkKM, TIOCBiOUueHHA TOmO), IO BSaCBlAUYITH
npaBa I'poMalsaH 1 OPUOMYHUX OCib.

7. IDopydyeHHS Ha OIEepPXaHHS ToBapHO-MaTepiaJbHMX IiHHOCTEN,
OomxeTHi1, OaHK1IBCbK1, MNEeHCiMH1, OJaTixHi.

8. BaBmaHHsa (Ha T[POEeKTyBaHHS O0O'eKTiB, TEexXHI1UHMX CIOopyI,
KanirTanepHe OYIOiIBHMILTBO; TexXHiuH1 TomWo) .

9. BasBu (Ha akpemIMTMB; PO BiIMOBY Bin akuenTy TOIO) .
10. BagBxmu (Ha obOJamHAHHS, BMHAXOIOM TOIO) .

11. 3Bpas3kxu BimbuTkir HneuvaTok 1 #nignomMciB NOpaliBHMKIB, aki
ManTb TIPaBO 3IOiMCHIOBATM (iHaHCOBO-TOCHOIAPCHKI omnepalii.

12. Komropmc BMTPaT (Ha YyTPpMMaHHS alapaTy yHOpaBJI1iHHS; Ha
NiOTOTOBKY Ta OCBOEHHS BUPOOHMIITBA HOBMX BMPOOIB; Ha KaJbKyJgllio

3a OOT'OBOPOM; Ha KaniranbHe GYJIiBHMLLTBO TOWO) .

13. JImcTtm TapaHTimHIi (Ha BUMKOHaHHS pPo6iT, HaOaHHS IOCHYT
TOIO) .

14. HomeHKJIATypM CIpPasB.
15. Onmucu cnpas.

16. IomaHHa 1 KJIONOTaHHS (IPO HATOPOIXEHHS OopIeHaMM i
MemaJsiaMM; NPO IIpeMioBaHHS) .

17. IpoTokonM (IIOTOMmXEeHHS IJIaH1B MOCTaBOK) .
18. PeecTpu (uekim, ONIXETHUX IOOPYUYEHB) .
19. Cneuubikaunii (Bupobir, npomykiuii Tomo) .

20. CoispH1 OOKYMEHTHU, ninrorosBJjieHl Big iMeH1 OBoOxX 1 Oijbume
YyCTaHOB.

21. CraTyTu yCTaHOB.
22. TUTYJIbH1 CIUCKMA.
23. TpymnoBl KHWXKM.
24. llTaTHl PO3IUCHU.

JomaTok 8

0o IHCTPyKIL1I1

(myuxkT 138)

XYPHAI
peecrTpanii BigpspxeHb



| N|IpizBume, |[Micue | Micue | DaTta i HoMep| Tara | IaTa |
| |iHiuianm |poboTu|BiOpAOXeHHH | Hakasy | BbOyTTa| npubyTTrsa |
| | Ta | | (poszmno- | vy | 3
| | | mocana | | PAOXEeHHH) |Bimpsan-|BiopsamkeHHs |
I | | | | xeHHa | |
|-—+---—-----—- SR Fom Fom Fo—_—— Fom |
lfi11 2 | 3 | 4 | 5 1 6 | 7 |
JDomaTox 9
no IHCTPpykLii
(nyuxkT 147)
3BIT*
opo OBCHAr JOKYyMeHTOoOo6iry
3a 20 p.
| JOKYMEHTHU | KinmpkicTh IOOKYMEHTI1B
| | opuUriHamm | komii | YCBbOT'O |
BximHi
Buxinoui
BayTpimHi
YCbOTO
KepiBHUK
cinyx0m mijioBomcTBa (nipnmc) (iriugianm (i”Hiugiasn imMeHl) nDpizBuUlle)
20 P.

* Y pasl norpedu 3BLiT MOXE IONOBHIOBATUCS IOINATKOBMMM I'padamu.

[IPUMIPHUM NEPEJIK
OOKYMEHTiB, WO He NignsiramnTb
peecTpanili cnyx6owno nijoBomcTBa*

1. T'padikmu, Hapsanou, 3adBKM, PO3HAPAIKU.

2. 3BeneHHsa Ta 1HQopmallisg, HanmicjaHli no Bimowma.

HDomaTox 10
no IHCTPYKI1I
(nyuxT 160)



3. HaBuaybH1 mJjiaHm, Oporpamu (kKomiil).

4. PexyaMH1 IOB1OOMJIEHHSH, njaxkaTu, nporpaMm Hapan,
KoHQepeHL 1M Touo.

5. IlperckypaHTu (komii).

6. HopMum BUTpaTu MaTepianis.

7. BirmanpHl JmucTM 1 3anpomeHHS.

8. IpykoBaHl BUIaHHS (KHUI'M, XypHanu, OwnjeTeHi).
9. HaykoBl B3BiTKM 3a TeMaMHM.

10. Micsauni, xBapTajbHi, OiBpiuHi 3BiTHU.

11. dopMM CTAaTUCTMYHOIL 3BiTHOCTI.

12. IDoroBopu.

* JOKYMEeHTM, BasHaueHl y nysHkrax 1, 3, 8-12, nimgmaramorb
crieuiajgpHOMYy OOJIiKYy Yy BiONOBIOHMX CTPYKTYPHMX Nidpo3mijiax yCTaHOB
(byxranTepcbkim cayx6i, kamgpoBiM cayx0i, ©ibniorerni, cnyx06i
HayKOBO-TexHiuHol inbopmamii) .

HomaTox 11
no IHCcTpykLii

(myuxT 170)
XYPHAIJL
peecTpanii BXigHMX OOKYMeHTiB*
| IIaTa | KopecnoumeHT, |Koporkuli | Pezosiouisa | Hipnuc |BiomiTka |
| HAOXOIMKEeHHS | maTa Ta | =MmicT |abo Bimgmno-| ocobwm, | Ipo |
| Ta inmexc | iugmexc | |BimanbHum | aKa | BUKOHAHHSA |
| moxyMeHTa | OOEPXaHOoTO | | BMKOHARBRELE | oTpMMala | JOKyMeHTa |
| | IOoxyMeHTa | | | IOKYMEHT | |
|----———--—--—- o o —_—— Fom e - o —_—— Fom——_—— o |
I 1 I 2 I 3 1 4 I 5 | 6 I

* Y pazi mnoTpebm XypHaJ MOXe IOOMNOBHOBATUCH HOOIATKOBUMU
rpadamm.

JDomaTok 12
0o IHCTPYKL1I
(nyuxT 170)



XYPHAJI

peecTpallil OOKYMEHT1iE, CTBOPEHMX YyCTaHOBOIO¥

| ITara Ta inmexc |KopecnoumenTt|KopoTxkuit smicT| BizmmiTka npo

| OOKyMEHTa | | | BMKOHAHHS

| | | | IOOKYMEeHTa
|--------———————- S ———— S ——— S ———
I 1 I 2 I 3 I 4

* ¥ pasi norpebu

rpabdamm.

XypHaljl MOXe IOIOBHIOBATUCH OOOAaTKOBUMU

IJDomaTok 13

0o IHCTPpykLil

(myuxT 173)

PEECTPALI/HO-KOHTPOJILHA KAPTKA

( 1242a-2011-11 )

JDomaTok 14

no IHCTPYKI1I

(nyHxT 173)

IIOPALOK

SaloOBHEHHSI PeKBisuTiB

peecTpanifHO-KOHTPOJBHOL KapTKu

| HazBa BUIY IOOKYMEHTa

|ABTOP (KOPECIOHIOEHT)

| JaTa moxyMeHTa

| 3aIOBHIOETHLCA BiANoOBiOHO IO Ha3BU
| ToKyMeHTa, 1o peecTpyeTbca. I[lim uac
|peecTpanuil mamcTie Tpada He 3aNOBHIETLCH

|nig yac peecTpauii moxyMeHTa, O

| HAgDiVmoB, Bal3HAUARTLCHA HAVMEeHYBAHHS

| ycTaHOBM (0ocoBm) — aBTOpa IOOKYyMEHTaA.
|TIig yac peecTpauii moxyMeHTa, O

| HamCculaeTbCs, Bal3HAYaE€TbCS HalMEeHYBAaHHS
| ycTaHOBM (0COOM) — KOPECIOHIEHTA.

| JonyCcKaeTbCs 3aCTOCYBAHHS CKOPOUEHOTO

| HaiMeHYBaHHS YCTaHOBU

| IaTa, MmO NPOCTAaBJISETHCH Ha IOOKYMEeHTI

| yCTaHOBOK — aBTOPOM, [NEPEHOCUTHCH Ha

| peeCcTPalliMHO—KOHTPOJIBHY KapTkKy (mani -

| kapTka) 3 BUMKOPMCTaHHAM LUMOP y TaKim
|mocnimoBHOCT1: uymcJo, Micsaub, Pik (UMCIIO
|1 Micsup 3BasHaAYaKTbLCH IBOMa lapaMu

| apabcpkux umdp, pix - dYoTHPMa


http://zakon0.rada.gov.ua/laws/show/1242%D0%B0-2011-%D0%BF

| | apabCchkyMu LMbpamm) |

| THOekC IOOKyMeHTa | iHOeKxC, NOPMCBOEHUM NOKYMEHTY YyCTAaHOBOI - |
| | aBTOPOM, IIEPEHOCUTLCHA Ha KapTKy 3 |
| | JToKyMeHTa, WO HanminmoB abo HaICUJIaceThbCH |

| --mmmm o m o m e |
| JaTa HaIXOIXEeHHS | ITaTa HaAIXOIXEeHHS IOKYyMeHTa OO YCTAaHOBU |
| | mIepeHOCUTBECS Ha KaApTKy 3 peecTpalinHoro |
| | mTaMna |
|- L |
| THOekC | iHOeKxC, NOPMCBOEHUM BX1OHOMY HOOKYMEHTY |

| yCTAHOBOI - OIepxXyBaueM, [IePeHOCUTHLCHS Iim|

|

| |uac peecTpallll HaOXOIXEHHS Ha KapTKy 3 |
| | peecTpalliHOTO WTaMmiIa. I[Iicjsd BUKOHAHHS |
| | IToOKyMeHTa IOMNOBHIETHCS HOMEPOM CIpaBu 3a |
| | HOMEHKJIATYPOW CchnpaB abo 1HmMMM iHIOeKCcamm |
| 3aT0JIOBOK HOOKYMEHTAa | TepeHOCUTBCSH 3aroJiIoBOK, COOPMYyJIBOBaHMUM Ha |
|abo KOPOTKMUNM 3MicCT | nokyMeHT1. Y pasi BimcyTHOCTi 3arojioBka |
| |Ha mokyMeHT1 BiH QopMyJiOETLCS BianoBimHO |
| | 1o npaBwmI |

| Pesoiouia | TepeHOCUTBCS Ha KaApPTKy 3 IOOKYMEeHTa
| | OCHOBHUM 3MiCT HOOpPYy4YeHHs, Npi3Buille aBTopa |
| |1 mara pesoJmouil |

| -== oo m oo e e e |
| BignoBimanbHUMA |npisBume, iHiuianm BignoBinmalibHOTO |
| BUKOHaBELb | BUKOHABLIA IIEPEHOCATHCA 3 Pe30oJpnlil, Yy |
| |pazi moTped®u 3al3HauvaeTbCsa HoOMep TejieboHy |
| ---—-mmmmm oo e o e |
CTpOKM BUKOHAHHA | mpocTaBIgETHCS UMCJIO, Micdub, Pik (umcio |
|i Micaur 3asHavanTbCcAa mBOMa Napamm |

|apabecbkux umndp, pPik — yoTUpMa apad®CbKUMM |

|

|

|

| |umopamm) . I[Iimg yac peecTpainii
| |iHiniaTMBHOTO OOKYMEHTAa, IO HaICUJIaceThbcd, |
| | mpocTaBIgeTHCHA OUliKyBaHa HOaTa HAOXOIXEeHHS |
| |eionoBinmi |
|llo3HauKa OPO BMKOHAHHSA|KOPOTKMM 3alMc TOTO, SK BUPLIEHO NMTaHHS |
| |nmo cyTi, abo maTa Ta iHOexc

| | ToxkyMeHTa-Bignorini |

OomaTox 15
no IHcTPpyKL il

(myuxT 191)
CTPOKM
BMKOHAHHSI OCHOBHMX IOOKYMEHTiB
1. AxTtu Illpe3muzeHTa YKpalHM - y pasil, koam B akTli [lpesuieHTa

YxpalHM CTPOK BMKOHAHHSA 3aBIOaHHA He BU3HAUEHO, MOIT'O BUKOHAHHS
3niMcH0eTbCsa npoTsaroM 30 kKajleHOapHMX IOH1IB 3 maTu HabOpaHHS UMHHOCTI
VM aKTOM.



{ IHyuxrT 1 13 3BMIiIHaAMM, BHECEHMMM 3rigHo 3 IlocTaHoBonw KM N 249

( 249-2014-1 ) Bim 09.07.2014 }

2. 3ammMT HaAPOOHOTO HernyTaTa YKpalHM - He OisHime Hix y
n'AaTHaAOUATUIOEHHWM CTPOK 3 @OHA MOT'O HAaIXOIXeHHsa abo B 1HmIMM
YCTaHOBJIEHUMN BepxoBHOD Pamow VYkpalHM CTPOK. B3anmT »enyrara
BepxoBHOI Pamm ABTOHOMHOI Pecny®mnikm Kpmum - y n'AaATHaOZUSTHUISHHUN
CTPOK, HenyTaTa MiclueBOl palou — B YCTAHOBJIEHUNM 3as3HAuUeHOK Panoio
CTPOK.

AKIWO 3anmMT HAapOLOHOT'O HenyTarta YKpalHu (Oenyrara BepxoBHOIL
Pamu ABToHOMHOI Pecnybmnikm KpwmMm, zpmenyrara Micuerol panu) 3
00 ' €eKTUBHUX IPUUMH He MOXe OyTM PO3IJIAHYTO B YCTAHOBJIEHMM CTPOK,
HaICUJIAa€ETbCS BI1AONOBIIHO IO 3BakKOHY IIMCbMOBEe IIOB1IOoMJIeHHS Ccy0O'ekTam
BHECEHHS 3aluTy.

3. 3BepHEHHS HAPOIHOTO IenyTaTa YKpalHM (JenyTaTra BepxoBHOIL
Panu ABTOHOMHOI Pecnybmiku KpuMm, menyrarta Micueroli panm) -
nporaromM He Oinbm gk 10 mHiB 3 IOHS HAOXOIDKEHHS.

Y pazl HEMOXJIMBOCT1 poO3IJyigaly 3BEPHEHHSA HapPOOHOTO IJelyTaTa
YxpalHu (menyraTta BepxoBHO1 Pamm ABTOHOMHOI Pecny®nikm Kpuwm,
menyrara MicleBOol panyr) B YCTAHOBJIEHUMM CTPOK MOMY ITOBI1IOMIISITH IIPO
ne obiuivHuMM JMCTOM 13 Ba3HaAUeHHAM IIPUUMH [IPOHNOBXEHHS CTPOKY
po3Tyany. CTPOK pOo3IJany HOelyTaTCbKOI'O SBBEPHEeHHS 3 ypaxyBaHHAM
CTPOKY TIIPOIOBXEHHS He MOxe r1nepeBumyBatTy 30 OHIB 3 MOMEHTY MOTO
HaIOXOIXEeHHSI .

4. Pimennsa KabiHeTy MinicTpiB VYxpalHM MmMOOO IOONPAalOBaHHS
IPOEeKTiB HOPMATUBHO-IIPaBOBMX akTie - @no 10 mHiB nicrna posrnany
NPpOeKTy akKTa Ha 3acimaHHil Kabinery MiumicTpir VYkpainmu (SKmo He
BCTAHOBJIEHO 1HmMMM CTPOK) .

5. IlocTaHOBM Ta BMUCHOBKM Kojierii PaxyHkKOBOI majatu - 15 mHiB
3 IOHA peecTpalll »OoOoKyMeHTa B YyCTaHOB1  (4AKwo 1HIMY CTPOK He
BCTAHOBJIEHO Yy IOOKYMEeHT1) .

6. IMoromxeHHS npoekTiB akTie KabiHery MiHicTpiB VYKpalhHu
yCTaHOBaMM, SAKMM 11 NPOeKTM HanoicjlaHo IOJjid po3rJiadny, - Y CTpOK,
YCTAHOBJIEHUN 1X TOJIOBHMMM PO3POOHUKAMMU.

7. IlomaHHa NOpPOKypopa 23 BUMOTaMM MONO YCYHEHHS I[IOPYIIEeHb
3aKOHY, MNPMYMH Ta YyMOB, IO 1M CIOPUSAIM, [OPUTSATHEeHHS ocif 1o
nepenbayveHol 3aKOHOM BimnoBimaseHOCTI, BiliOomkonoyBaHHA WKOIM,

CKaCyBaHHSA HOPMaAaTUBHO-INIPABOBOTO akKTa, OKPeMMxX MO0 dYacTuH abo
IpUBEeNeHHsa Moro y BimmorimHicTe 13 3aKOHOM, MNPUIMHEHHS HEe3aKOHHUX
Oim um 6e3m0igJbHOCT1 [ocamoBMX 1 CIyx0oBUX o0ci® — y BU3HAUEHUM
IPOKYPOPOM CTPOK, WO ODUMCIETLCS 3 IOHS HAIOXOIXKEHHS [IOINAaHHS.

[locTaHOBa HOPOKypopa NPO 1HI1N1WBaHHS NPUTATHEHHS 0OCOOM IO
anMiHicTpaTMBHOLI BIiANOBiIalbHOCTI - Yy OEeCATUISHHUM CTPOK 3 IOHS 11
HaIOXOIKEHHS, SKIO 1HIIE He BCTAHOBJIEHO 3aKOHOM.

{ HyHkr 7 B pemakiii IlocramoBum KM N 75 ( 75-2013-n ) Big
04.02.2013 }
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8. BammuT Ha nybmiuny i1xbopmainin Binm $iszmyHOI, OPUIMYHOI
ocobu, oO'enmHaHHA T'poMamsH ©0es3 cTaTycy OpuUIMUHOL ocobm, KpiMm
cy®'ekTiB BJAIOHMX IIOBHOBaXeHb (mamni - BanmurTyBaui), Ta HaIaHHS
Bimmorimi Ha zanmuT Ha iHdopMauil - He Oijpme n'aTtm poboumx OHIB
Bino IOHS HAIXOIXEHHS 3BaluTy .

Y pasi KOJM 3anmMT Ha 1HOGopmallino crocyerbcsa ixHbopmanii,
HeoOxXimHOI OJisg 3axXMUCTy XUTTA UM CcBoOomm ocobu, MNpOo CTaH IOOBKijnd,
AKICTBE XapyoBMX NPONYKTiB 1 mpemMerTir mnobyTy, amBapii, kxartacTtpodwu,
HebesneuHi npupomHi aBuma Ta iHWl HagzBuuarHi nomii, WO cTaNamcsd
abo MOXyTb CTaTMCh 1 3arpoxyloThb Oesmneni rpomMandH, Bianosinb
nNoBMHHa OyTM HalaHa He MiszHime Hix nporarom 48 TOIMH 3 OHA
HAaIOXOIXEeHHSI BaluTy.

Y pazi koM BanouT CTOCYETLCS BeJUMKOTO obcary iHdpopmalii abdo

norpedbye 1nomyky iHbopmMauii cepen 3HAUYHOIL KinepkocCcTi ODaHux,
POBNOPAIHMK 1HbGOpMAI1Il MOXe TIPOINOBXMUTM CTPOK PO3TJIANY 3aluTy OO
20 poboumx OHIB 3 OOTI'PYHTYBAHHAM TakKoIo IPOOOBXEHHS . [Ipo

IPONOBXEHHS CTPOKY PO3IOPAIHMK iHbopMalii moBimomiisge 3anmMTyBady B
NMCbMOBiV dopMi He mizHime Hix ODpoTaroM n'saTy poboumx IOHIB 3 OHA
HaIOXOIXKEHHSA BaluTy.

BimcTpoueHHs B 23amOBOJIeHHI 3anmuTy Ha l1HboOpMAaLiln OONYyCKAETHCH
B pasi, koM 3BanmmMTyBaHa 1iHbopMmauisa He wMoxe OyTM HamaHa o4
OBHAVOMJIEHHSA B IepembauveHl CTpoOoKM y pal3l HacTaHHA o0OCTaBUH
Hernepe®opHOIl Ccuym. PimeHHa NpPO BiICTPOUEHHS IOOBOIMTHCS IO Bimowma
3anuTyBada y OUCBMOBiM odopMi 3 po3'sSCHEHHSAM IOPANKY OCKAapPXEeHHS
IPUMHATOTO pPillleHHS.

9. BBepHEeHHH TpoMansH — He Oijbme omHOTO Micsausa BiOo OHS IX
HaOxOIXXKeHHs, a Ti, gkxi He noTpedylnTh OOIAaTKOBOTO BMBYEHHHA, -
HeBlokJjlagHoO, aJje He nisuime 15 guiB Bipm OHA iX HaIXOIXEHHHI.

AKmWO y MiCAYHMM CTPOK BUPIiNMTM NopymeHi y 23BEePHEHH1 NOMTaHHS
HEMOXJIMBO, KEeP1liBHMK yCTaHOBM abo MOI'C BacTyNHMK BCTAHOBJIOIOTH
HeOOX1OHMM CTPOK IOJId MO0 po3Iiany, NpO WO NOBIIOMISTE OocoBi, sKa
rnomajla 3BepHeHHs. Illpy LbOMy 3aralJlbHUM CTPOK BMPllleHHS OUTAaHb,
IOPYUWEeHVX Yy BBEPHEHH1, He MOoxe rnepesumyBaTy 45 nmHiB.

10. JIMcTU-OOpydYeHHS 1 JIMCTU-3aluTU YyCTAHOB BMIIOTO PiBHA - IO
3a3HAUEHOT'0O B HUX CTPOKY.

11. Tenerpammu, B HAKKX [IOPYUYIOTbCS MNIMTAHHSA, WO IOTPeOyTH
TepMiHOBOT'O BUpPilleHHS, - OO OBOX HIH1B, pemra — nporaroM 10 OHiB.

HDomaTok 16
no IHCTPYKI1I
(nyuxT 209)

SBEJEHHS*
IpO BMKOHAHHSI AOKYMEHTI1iB, WO HNifgNsraioTb
1HOMBiOyaJIbHOMY KOHTPOJIO, CTAaHOM Ha 20 P-



| HaimeHyBaHHSA | JOKYMEHTM Ha KOHTPOJI1
| Ta 1HOEKC |==—= e |

|

|

IN| CTPYKTYPHUX |yChOT'O|HaOiNuio | 3 HUX

| |nimposninie | | 3a | m e |
|| | | nonepen- | BUKOHAHO | BMKOHY — | mpomosxe— | npocT-|
| ] | | Himm | |loTbCHa Yy |HO CTpOk |poueHO|
| | | | Micaupb | | CTPOK |BUKOHAHHA |
|-+---———-——-———- R —— e ——_—— e ——_—— e —_—— o —_——_—— R —— |
11] 2 I 3 | 4 | s 1 6 ] 7 I 8 |

HarimMeHyBaHHS rocaiu
KepiBHMKA CJyx0OM IOiJIOBOICTBA (mignmc) (igigianm (ixiugian imeni),
npizsuue)

20 P-

* ¥ pazl norpebm 3BeleHHS MOXe IOOMNOBHIOBATUCHA HOOIATKOBUMU
rpadamm.

HDomaTox 17
no IHCTPYKI1I

(nyuxT 210)
IIEPEJITK*

IOOKYMEHTI1iB, He BUKOHAHUX

(HaiMeHyBaHHS Ta 1HIEKC CTPYKTYPHOI'O Nimpo3mijy)
B YCTaHOBJIEHUM CTPOK CTAaHOM Ha 20 p.**
|N | HariMenyBaH—- | KopoTkuii| Crpoxk |[IpizBume |I[Ipuumam | CraH
| QuikyBaHa |
|| H4 | 3MicT |BMKOHa-|1 mocama |HeBUMKO- |BUMKOHAHHA)] maTa
| | ycTranoBwmu, | | HHS | BMUKOHABILA | HAHHA B |
| BUKOHAHHSI |
| iife) | | | | ycranos-| |
| | Hamicnamna | | | | JenHur | |
| | moxymeHT, | | | | crpok | |
| HOMED | | | | | |
| | 1 mara | | | | | |
| | moxymeHTa | | | | | |



* Y pasi norpebum nepejik MOXe IOOMNOBHIOBATUCS JOOATKOBUMMU
rpadamm.

** T'padm wmocTa, cboMa 1 BOCbBMa BaNOBHIOKTHCH Y CTPYKTYPHOMY

nigpo3miji.

JDomaTox 18
no IHCcTpykuii
(nyuxT 231)

HaviMeHyBaHHS YCTaHOBU

HarMeHyBaHHS CTPYKTYPHOTO Nimposmijy

HOMEHKJIATYPA CIIPAB

Ha pik

(HazBa poszminy)

| ITnmexc cmnpaBmu| 3aromosox | KijmepkicTes | CTpok | TormMmiTka |
| cnpaBu (ToMy, |cnpaB (ToMiB, | 30epiraHHsa | |
| YACTUHA) | YAaCTHUH) | cmpaBu (ToMmy, | |
| |  wacTmHM) i | |
| | | HOMepu cTaTen | |
| | 3a mepesnikoMm | |

HavMeHyBaHHS nOocaiu
KepiBHUKA (nipnmc) (igigianm (imiuian imeni),
CTPYKTYPHOT'O MNimposnijy npizBuile)

20 P-

CXBAJIEHO ITIOT'OOXEHO
[IpOTOKOJI 3aciaHHS E€KCIIePTHOIL KepiBHuk apxiBy (ocoba,
KoMicii* BinnorimasbHa 3a apxiB)

CTPYKTYPHOTO Himpos3nijy YCTaHOBU

20 p. N

(nipnmc) (igigianm (iHiuoian



imeni), npiszBume)

20 p. N

IigcyMKOBUM 3anmMc INPO kKaTeropil Ta KiJbkicTh chOpaB, CKJIAIOEHUX Y
poui y CTPYKTYpPHOMY Oimpo3mijii

| 3a cTpokamu | Pasom | Y Tmomy umcii

| 30epiraHus | e e e E L L L P L e L Bt et |
| | | TakMx, LO |3 BimMmiTxoo "EIK" |
| | | nepexonsaTh | |
[TocTiMHOTO

TpuBajioro (noHan
10 poxiB)

TuMuacoBoro (mo
10 pokiB BKJIOUHO)

YCBOTO

HamMeHyBaHHS nocamm ocobu,

BimnoBimanpHOI 3a

O1JIOBOOCTBO B CTPYKTYPHOMY

nigposmini (nipnmc) (igigiamm (ixiugian imeni),
npiszBuue)

20 P.

IincyMkoBl1 BiIOoMOCT1 ImepelaHO OO CJyXx0OM IOiJIoBOINCTBA

HamvMeHyBaHHS nocamm ocobu,

BilionoBimasnpHOIL =a

nepenavyy BilmomocTen (migmomc) (imiuianu (ixiuiasn imeni),
npizBuile)

20 pP.

* ¥ pasl HaSBHOCT1 EKCIEPTHOI KOMiClil CTPyKTYPHOTO Nimposniny

HomaTtokx 19
no IHcTPpyKL il
(myHxT 231)
HaviMeHyBaHHS YCTaHOBU SATBEPIXYIO

HaliMeHyBaHHSA TOoCany KepiBHMKA YCTAHOBU

HOMEHKIJIATYPA CIIPAB

(nipnmc) (igigianm (imiuian imeni),
npizBuile)



| HoMepu cTaTen |
| 3a mepesiikoMm |

N 20 P.

Ha pik

| ITHOeKC crpaBu | 3arojlIoBOK | KinpxicThb | CTpox | TprmiTKa |
| crpasu | crpas | =0epiraHHa | |
| (Tomy, | (ToMiB, | cmpaBu (Tomy, | |
| | YaCTUH) |  wacTwumHM) i | |
| | |
| | |

|
|
| dYacTuHN)
|
|

(HazBa poszminy*)

HariMeHyBaHHS Tocaiu
KepiBHUKaA cyyx0Ou OiJIOBOACTBA

(nipnmc) (igigiamm (ixiugian imeni),
npiszBuie)
20 P-

Biza kepiBHUKa apxiBy (ocof®u, BimnoBimajibHOL 3a apxiB) yCTaHOBU

CXBAJIEHO [IOTOIXEHO
[[pOTOKOJI BaCilaHHA E€KCIePTHOIL [IpOTOKOJ 3acimaHHAg
KoMicil ycTaHOBU EKCIIepPTHO-INIepeBipHOI komMmicii
IepXaBHOTO apxiBy
N N

[IigcyMKOBMM 3alMC OPpO KaTeropll Ta K1JbKiCThH COpas, CKIAOESHUX Y
polui B yCcTaHOB1

| 3a cTpokamu | Pasom | Y Tmomy umcii

| 30epiraHHsg | | m e |
| | | TakMux, IO |3 BigMiTkowo "EIIK" |
| | | IepexonsaThb | |
[IoCcTiMHOTO

TpuBasoro (moHan
10 poxkiBs)

TuMuacoBoro (mo
10 pokiB BKJIIOUYHO)

YCcBrOTO



KepiBHUK CITyX0U
OiJioBoOCTRBRA (mignmc) (igigianm (ixiugian imeni),
npizsuie)

20 P-

IincymMkoBl BigoMOCTi1 mepelnaHO B apxXiB yCTaHOBU

HarimMeHyBaHHS rocaiu

ocobu, BimnorimanabHOI

3a Hnepemady BimoMocTel (nipnmc) (igigianmm (ixiugian imeni),
npiszBume)

20 P.

* HayiMeHYBaHHS CTPYKTYPHOT'O Higpos3misny (IOJs yCTaHoOB, B  AKUX
HeMae CTPYKTYPHMX N1O0po3niniB, HaNpAMy IOigJBHOCTI) .

IonmaTox 20
no IHcTpyKL il
(myHkT 263)
HaviMeHyBaHHS YCTaHOBU SATBEPIXYIO

HaliMeHyBaHHSA TOoCany KepiBHMKA

YCTaHOBU
AKT
(nipnmc) (iginianm, (ixiugiasn imeni)
npizBuile)
M.II.
N _ 20 P.

(Micue ckJIageHHS)
[Ipo BUIIYUEHHS IJII SHUIEHHS
IOOKYMEHT1B, He BHECEeHUX IO

HauioHalbHOTO apxiBHOTO GOoHOY

Ha nimcraBi

(HazBa 1 BuMximgHil maxi

nepeyiiky IDOKYyMEHT1B 13 3a3HaueHHAM CTPOKiB iIx 30epiraHHSA

abo THUNOBO1l (IPMM1IPHOIL) HOMEHKJIATYypPM CIpas)

Binmi®paHOo mOJjsg 3HMIIEHHS sSK Taki, mo He MawnTh KYJbBTYPHOI IIiHHOCT1I Ta
BTPATUIIN TNPaKTUUYHE SBHAaUYeHHs, IOKyMeHTu doHmy N

(HaMMeHyBaHHS GQOHIY)

|N|3arojyioBox | IODaTa |Homepwm |IHnexkc cnpabBu|KijapkicTs | CTpok
| TpymiT—|



| cnpaBu |copaBu |onmucis | (Tomy, | cnpaB |30epiraHHg| ka

|

, | abo | abo | (HomMeH-| uyacTmHM) 3a | (TomiB, | copaBu |

I | TpynioBUM | ocTaHHI | KJIaTyp) | HOMEeHKJIaTypOow | uYacTuH) | (Tomy, |

, | 3arosioBok| gmatm |3a pixk | abo HOMep | | yacTuHM) |

, | cmnpaB | cnopaB | (poku) | cropaBu 3a | | 1 Homepwm |

, | | | | OTIMICOM | |cTaTelr 3a |

I

| | | | | | nepenikoM |

I—+ ————————— T T o e ——_—— - o — S
mo2 121 4 1 s 1 6 1 7 1 s
I

Pasom crpaB 3a POoKM

(umbopamMm i croBamm)

HarvmMeHyBaHHS Tocamm ocobu, sgkKa
npoBoOMila €KCIepTM3y L1HHOCTI

IOOKYMEHT1B (nipnmc) (igigiamm (ixiugian imeni),
npiszBuue)
20 P.
[IOT'OIXEHO CXBAJIEHO
[IpoTOoKOJN 3acizmaHHs [IpoTOoKOJN 3acizmaHHs
EeKCIepTHO-IIepeBipHOl kxoMmicii E€KCIEePTHOI KOMicil yCTaHOBU

IEePXaBHOTO apxiBy

N N

Onmucu crnpaB MIOCTiMHOTO (TpmBajyioro) 30epiraHHS 3a
POKM CXBaJIeHO, a 3 0COoBOBOTO cKJany IIOTOIIXEHO 3
EKCIIePTHO-IIEPeB1pHOKD KOMicien

(HaiMeHyYBaHHS IOepXaBHOTO apxiBy)

(mpoToKOJI Bin 20 p. N )

JoxkyMeHTM B KijbkxocTi cripas
(umbpaMm i cioBamm)

BaITon kimorpamirB 3maHO B

(HaMMeHyBaHHS YCTAHOBMU)

Ha [epepobKy 3a NpUMMaJIbHO-3IaBalIbHOK HAKJIAOHOK Bin N
a®o BHMUIEHO IUISXOM CIaJIeHHS.




HamMeHyBaHHS nocammM ocobu,

aKa 3naJja (3Huumia)

OOKYMEHTU (mignmc) (igigianm (imiugian imeni),
npiszBuie)

20 P-

DomaTox 21
0o IHCTPyKLi1I
(myHkT 268)

(HaMMeHyBaHHS YCTAHOBM)

(HaiMeHyBaHHS CTPYKTYPHOTO Nimpos3niny)

SATBEPIIXYIO
HalimMmeHyBaHHSA IIOoCanM KepiBHUKA
CTPYKTYPHOTO Nimposniiy

(nipnmc) (igipgianm (imiuian imeni),
npizBuue)

20 P.

OoImmc N

(HazBa poszminy)

IN | Iumexc | 3aT0JIOBOK | Kpamui |KinepkicTs | CTpok | TpyMmiTka |
| | cnpaBu | copaBM | OaTtu |apkymiB y|306epiraHHs | |
| | (Tomy, | (Tomy, | cupaBu | cnpasi | crpaBu | |
| | vacTuHM) | yacTuHM) | (Tomy, | (Tomi, | (Tomy, | |
| | | | yacTMHM) |yacTMHl) |yacTHHM), | |
| | | | | |crarTa 3a | |
I | | | | mepesikom* | |
|--+---—-—-—-——-—- o ——_—— - e —_——— e —_——— o —_——_—— e ——_—— |
111 2 I 3 I 4 I 5 I 6 I 7
Y uem onmc BKJIUEHO cnpae 3 N o
(umbpaMm i cioBamm)
N , Y TOMYy UYMCJIi:

JiTepHl HOMepHU

NPONymeH1 HoOMepu

HavMeHyBaHHS ocalu
yKJIamada OIUCy




(nipnomc)

20 pP.

[NOT'OOXEHO

KepiBHuUk cnyxbu nijoBoICTBa

(iginianm (imiuian imeni),
npizBuile)

CXBAJIEHO

[[pOTOKOJ 3acimaHHS EeKCIepPTHOIL
KOMicii** CTPYyKTYPHOTO

(nipnmc) (igipianm (ixiuian nimposnimny
imvMeni), npiszBuie)
N
20 P.
[lepenas cripas
(umdpaMm 1 cJoBamm)
Ta peecTpaliMHO—KOHTPOJIBHMX KAPTOK IO
(umbopaMm i croBaMmm)
OOKYMEHTI1B* **
HavMeHyBaHHS ocalu
npaliBHYKA CTPYKTYPHOTO
nimposnisy (nipnomc) (iginianm (imiuian imeni),
npizBuile)
20 pP.
MpunHas crpas
(umbpaMm i cioBamm)
Ta peecTpaliHO-—KOHTPOJIBHMX KAapPTOK OO IOOKYMEHTIB.
(umbppamMm i croBamm)
KepiBHuk apxiBy (ocoba,
BilimonoBimasnbHa 3a
apxiB) yCTaHOBU (nipnmc) (igigiamm (ixiugian imeni),
npiszBuie)
20 P.
* T'pada mocTa He 3BalOBHIETBHLCA B ONMCaxX CIpaB I[IOCTiMHOTO

30epiraHHg.

** 3a HafgBHOCT1l e€KCIEePTHOL KOMiCll CTPYKTYPHOTO NiApOo3mijy.

***x JlepemailThbCad Pas0OM 13 crpaBaMmu CJyx0u IOijoBOICTBA.

SATBEPIIDXEHO

nocraHoBow KabixHeTy MiHicTpiB YKpalHU

Bim 30 smcronanma 2011 p. N 1242



[EPEJITK
nocranoB Kab6ineTy MimicTpiB Ykpaium,
WO BTPATMINM YMHHICTHL

1. HocTanoBa Kabinery MiHicTpiB Ykpainm Binm 17 xomBTHsa 1997 p.
N 1153 ( 1153-97-n ) "lpo 3aTBepmkeHHA IlpMMipHOI 1HCTPykKUii 3
nijopomcTBa y MiHicTepcTBax, 1HmIMX LEHTPAJBHMX OpPTraHaxX BUKOHABUOIL
Bianu, Pani MinicTpiB ABTOHOMHOI Pecny®Gmikm KpuM, MiclLeBMX opraHax
BMKOHABUOI BJylagm" (ObiuirHMM BiCHMK YKpaiHwu, 1997 p., wuwmcyo 43,
c. 50).

2. TlyHKT 2 3BMiH, 1m0 BHOCHATBLCS OO IOCTaHOB Kabinery MiHicTpiBm
YxpalHM, 3BaTBEpOXeHMX I[OCTaHOBOKW Kabinery MiHicTpiB YkpalHM Bin
27 nucronazma 2001 p. N 1577 ( 1577-2001-o ) (Obiuiviumit BicHUK
Yxpaiunu, 2001 p., N 48, cr. 2141).

3. IyuxkT 12 3miH, MmO BHOCATBLCS OO0 akTiB Kab®ixnery MinicTpism
YKpaiHy, BaTBEPIXEeHUX NOCTaHOBOK KabiHeTy MiHicTpir VYkpainm Bin
17 sgmnuas 2003 p. N 1106 ( 1106-2003-m1 ) (ObiuimHmMi BiCHUK YKpalHwu,
2003 p., N 30, cr. 1546).

4. TocTaHoBa Kabinetry MinicTpiB Ykpainm Binm 28 gmnaa 2003 p.

N 1173 ( 1173-2003-n1 ) "Ipo BHeceHHA 3MiH 0o IlpuMipHOI iHCTPyKL1I
3 g»gijomBoncTBa Y MiHicTepcTBaX, 1HmMX LLeHTPaJIb HUX opraHax
BMKOHaABYOI BJamu, Pani wMiHicTpiB ABTOHOMHOI Pecnybmikm Kpwuwm,
MicueBMX opTraHax BUMKOHaBuYol Bjamu" (OQiuiMuHmMM BicHUMK YKpalHu,

2003 p., N 31, cr. 1627).

5. IIyHkT 3 3MiH, MmO BHOCHATLCS OO NOCTaHOB Kab®inHery MiHicTpim
YKpaiHy, BaTBEepPIXEeHUX NOCTAaHOBOKN Kabinery MiunicTpir VYkpaiom Bin
18 TpaBuHa 2005 p. N 371 ( 371-2005-m1 ) (ObiuimHmi BiCHUK YKpaiHwu,
2005 p., N 20, cr. 1080).

6. IocTanora KabiHeTy MiunicTpir Ykpaium Binm 20 ueprHsa 2005 p.
N 493 ( 493-2005-nn ) "llpo BHeceHHA 3MiH OO MHOEeAKMX [IOCTAHOB
Kabinery Minicrpir VYkpaium" (Obiuiriumm BicHUk Ykpaiunu, 2005 p.,
N 25, cr. 1438).

7. NocTanoBa Kabinery MinicTpir Ykpaium Binm 25 jmunus 2005 p.
N 642 ( 642-2005-n1 ) "Ilpo BHeceHHS 3MiHu 0o IlpuMipHOl iHCTPYKLII 3
IOiJIOBOACTBaA y MiHicTepcTBax, 1HIMX LEeHTPaJIbHMX OpraHax BMKOHABUOIL
Byianu, Pani MinicTpir ABTOHOMHOI Pecny6mnikm KpuM, MiclLeBUX opraHax
BMKOHABUYOI BJjamm" (Obiuivumm BicHMK VYkpainum, 2005 p., N 30,
cT. 1821).

8. IIyHKT 2 3M1H, IO BHOCHATBCS OO IOCTaHOB KabiHery MiHicTpiBs
YKpaiHu, BaTBEepPIXEeHUX I[IOCTaHOBOK Kabiunery MiHicTpiB Ykpaium Bin
9 kBiTHa 2008 p. N 338 ( 338-2008-m1 ) (OpiuirmHwmir BicHUK YKpalHu,
2008 p., N 28 cr. 896).

9. IyHKT 2 3M1H, 1O BHOCATLCHA IO nocTaHoB KabiHeTy MiHicTpis
YKpalHM 3 OMUTaHb OOCTYNy IO 1HOopMauil, 3aTBepIXeHUX I[IOCTaHOBOIW
KabineTy MinicTpis Yxpaluu Binm 7 BepecHsa 2011 p. N 938
( 938-2011-n ) (ObiuimHm BicHuMk Ykpaiunum, 2011 p., N 69,
cT. 2624).



http://zakon0.rada.gov.ua/laws/show/1153-97-%D0%BF
http://zakon0.rada.gov.ua/laws/show/1577-2001-%D0%BF
http://zakon0.rada.gov.ua/laws/show/1106-2003-%D0%BF
http://zakon0.rada.gov.ua/laws/show/1173-2003-%D0%BF
http://zakon0.rada.gov.ua/laws/show/371-2005-%D0%BF
http://zakon0.rada.gov.ua/laws/show/493-2005-%D0%BF
http://zakon0.rada.gov.ua/laws/show/642-2005-%D0%BF
http://zakon0.rada.gov.ua/laws/show/338-2008-%D0%BF
http://zakon0.rada.gov.ua/laws/show/938-2011-%D0%BF




