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CTAPOBLILCHKA PAHOHHA JEP)KABHA AJIMIHICTPAILIS
JIYTAHCBKOI OBJIACTI

PO3IIOPAKEHHS

roJIOBH paHOHHOI Jep:KaBHOI aAMiHicTpamii

03 et d, 2018 p. M.CTapobinbcek Ne 323

IIpo 3arBepmxenns [HCTpyKmii 3
IiJIOBOACTBA B palfOHHIM
JepxaBHii amMiHicTpallii

BignosinHo mo crarti 6 3akoHy Vkpainu «IIpo wMicueBi mepkasHi
aaMiHICTpallii», Ha BHKOHaHHA IocTaHOBH KabGiHery MiHicTpiB Vkpainu Bix
17.01.2018 poxy Ne55 «/Jlesiki nUTaHHS JOKYMEHTYBaHHS yIIPaBIiHCHKOL AisJIBHOCTI

30BOB’A3VIO:

1. 3atBepauti  IHCTpyKmiro 3 JioBOACTBA B  palioHHiit JepkaBHii
aZMIHICTpauii, 0 JOAA€ETHCA.

2. CTpyKTypHHM  TiJpO3AiaM  paiiepxaIMiHiCTpalii  NpHBECTH Y
BIAMOBIAHICTE N0 THMoBOi iHCTpyKHil 3 AUIOBOACTBAa B MiHICTEPCTBAX, iHIIMX
LIEHTPaIbHUX Ta MICIIEBHX OpraHaxX BHKOHABYOI BIIAJH, 3aTBEPIKEHOI ITIOCTAHOBOIO
Kabinery MinictpiB Ykpainun Bix 17.01.2018 poky NeS5, 3 ypaXyBaHHSAM ILIBOTO
PO3NOPSIKEHHS BIacHI iHCTPYKLIT 3 AiJIOBOJACTBA.

3. Bu3HAaTH TakuUMH, IO BTPaTHJIM YHUHHICT, I|HCTPYKIilO 3 AIJIOBOACTBA B
palioHHIH JepXaBHiIM agMiHicTpallil, 3aTBepIKEHY  PO3MOPSIKEHHAM TIOJIOBH
paiinep)xagMmiHicTparii Big 28.03.2012 Ne242; po3mOpsAmKEHHS TOJIOBH
paiinepxaaminicTpanii Bix 04.05.2016 Nel28 «IIpo BHeceHHs 3MiH qo IHCTpYKIi 3
niHOBonCT%Wniﬁ Jep>KaBHii aaMiHICTpaIIii».
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3ATBEPIDKEHO

Posnopsimxenss roinosu
Crapobinbcpkoi palioHHOT
JiepKaBHOT aqMiHiCTpamii
Jlyrancekoi obnacti

03 wreritd, 2048 poxy Ned 2

IncTpykuis
3 ALIOBOACTBA B pailoHHiil AepxkaBHili anmMiHicTpanii

I. 3araapHi MoJI0KEHHA

1. s [HCTpyKIlis BCTAaHOBIIIOE BUMOTH IIOAO JIOKYMEHTYBaHHS YIPaBIiHCHKOI
iHpopmallii Ta opranizauii poboTH 3 TOKyMeHTaMH, CTBOPEHUMH Y TanepoBii Gopmi,
B Crapobinbcekiil palioHHIH Aep)xaBHiN agMiHicTpanii Jlyrancekoi obmacti (mami —
paiinep>xaqMiHicTpanii), BKIIOYAOUX iX MiATOTOBKY, pPEeECTpalito, oOMiK i KOHTPOJIb
3a BUKOHaHHSM.

[TonoxenHss 1€l IHCTpyKuii 3acTOCOBYIOTBCS JMIE Yy pa3i HasBHOCTI
BH3HAUYEHUX YWHHHUM 3aKOHOJABCTBOM IIiACTaB, sIKi BHU3HAIOTHCA OOIPYHTOBaHHUMHU
IJIst CTBOPEHHS Ta/ab0 onpallfoBaHHs JOKYMEHTIB y manepoBiit ¢popmi.

2. TlopsAmok 3HmifiCHEHHSA JiJIOBOJCTBA CTOCOBHO JOKYMEHTIB, INO MICTSTh
iHpopMallito 3 oOMexeHUM IOCTYIIOM, 3a 3BEPHEHHSMH IpOMAaJsH, 3alliTaMd Ha
iHpopMaIlifo BU3HAYAETHCSI OKPEMHUMH HOPMAaTUBHO-IIPABOBUMH aKTaMH Ta HE MOXKE
peryiroBaTtucs Ii€eio IHCTpyKi€ro.

OCHOBHI ITOBHOB@)XEHHs 3arajbHOrO BIIJINY amapaty paiifepkaaMiHicTpamii
3MMCHIOIOTECS B eNIEKTPOHHIH (opMi, 3 eNeKTpOHHMMH HOCIAMH 1H(opMarii Ta
BH3HAYAIOTHCS THUIOBOO iIHCTPYKIEIO 3 JOKYMEHTYBaHHS YIIPaBIiHCHKOI iHpopMariii
B eJleKTpoHHiH ¢opmi Ta opranizamii poOOTH 3 €NEeKTPOHHUMH AOKyYMEHTAMH B
JIIOBOJICTBI, €JEKTPOHHOI'O MiXBiJOMYOro OOMiHYy, 3aTBEPMKEHOK IOCTaHOBOIO
Ka6inetry MiHictpiB Ykpainu Big 17.01.2018 Ne 55 (mani — Inctpykuis 3 ainoBoacTsa
B eJEeKTPOHHIHM (opmi) Imicis NpHIHATTA OKPEMOro pO3MOPSAYOro akTa IIpo
BBEEHHSI CHCTEMa €JEKTPOHHOIO JOKYMEHTOOOIry YCTaHOBU - CYKYITHICTB
IPOrPaMHO-TEXHIYHUX 3aco0iB, MPU3HAYCHHUX 11 aBTOMATH30BAaHOI'O BHMKOHAHHA
3aBJaHb LIOAO OpraHizaiii poOOTH 3 eJeKTPOHHHUMH NOKYMEHTaMH Y IiIJIOBOICTBI
ycraHoBH. JIo BBeIeHHS y [il0 3a3HAUeHOl CHCTEMH [IiIOBOJCTBO BEIETHCH Y
nanepoBii ¢dopMi.

3. Iepernik JOKYMEHTIB, SIKi CTBOPIOIOTECS Ta/ab0 ONPalibOBYIOTHCS Y NAIepoBii
dopMi, 3aTBEPIKYETBCS PO3MOPSIPKEHHAM TONOBU (Jaji — rojoBa) Ha IMiACTaBi
BH3HAaUEHMX 3aKkoHOM aGo akrom KaGinery MinicTpiB YkpaiHu mincraB, sKi
BH3HAIOThCS OOTPYHTOBAaHUMH IS I[HOTO.

He nomyckaeTbes ofHOYacHe IMPOXOKEHHS OMHOTO i TOro X NOKyMEHTa B
eNIEeKTPOHHIH Ta maneposiii popmi.
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4. BianosiganbHiCTh 3a OpraHisailito AUJIOBOACTBA B paiiiepxanMiHicTparii Hece
KepiBHUK anapary.

5. 3a miaroToBneHUH IPOEKT NTOKYMEHTA BiITOBIAAJIBHUM € HOTrO aBTOP.

6. Opraui3aiis  inoBoAcTBa B palimepkaaMiHICTpalii IOKIAJa€ThCs  Ha
3arajibHAH BIIJLT anapary. :

7. Opranizanis IiJIOBOJACTBA Y TanepoBid GopMi B CTPYKTYpHHX MiJpo3ainax
paiifepxaaMiHicTpanii MoKJIafaeThCs Ha CIenianbHO MpU3HaYeHy IS IIbOro 0coly.

I1. loxymenTyBaHHA ynpasJjiHcbkoi iHdpopmanii.
3arajabHi BUMOIHY 00 CTBOPEHHSI JOKYMEHTIB

8. JloKkyMeHTyBaHHS YIpaBliHCBKOI iHQoOpmauii monsrac y CTBOpEHHI
IOKYMEHTIB, B SIKUX (iKCYETbCs 3 NOTPUMaHHSM yCTaHOBJIEHUX IpaBUi (AOAATOK 1)
indopMarlis Ipo ynpaBJiHCBKI Iii.

9. Ilix yac miArOTOBKH OpraHi3aiiifHO-po3NOpsAYMX AOKYMEHTIB Yy IanepoBii
¢dopMi mpariBHUKH paiinepxamMiHicTpallii opopMISIOTh iX 3 ypaxyBaHHSM BHMOT
JCTY  4163-2003  «VYHipikoBaHa  cHCTeMa  OpraHi3aliiHO-pO3MopsIIoi
nokymeHTarii. Bumoru o opopmmoBanHs nokymeHTiB» (nani — JICTY 4163-2003).

10. IIpaBO Ha CTBOpEHHS, i AIMNCAHHS, IIOTOPKEHHS, 3aTBEPIXKCHHSA JOKYMEHTIB
BU3HAYAETHLCd aKTaMH 3aKOHOAABCTBa, PeraraMeHTOM pallOHHOL Jep>KaBHOL
aaMiHiCTpallii, IMOJIOXXeHHAMHU IIpO amapar, HOro Ta CaMOCTiHHI CTPYKTypHI
miIpo3aiay paiaepxaaMiHicTpalii Ta ieto IHCcTpyKLi€ero.

11. YV paiigepxagMmiHicTpallii BHU3HA4a€TbCS CYKYNHICTh JOKYMEHTIB,
nepeg0adeHHX  HOMEHKJIATYpOK  CIpaB, HEOOXiAHMX 1  JOCTaTHIX A
JIOKyMEeHTyBaHHS iHpopMauii po iX AispHICTE.

3 UTaHb, 110 CTAHOBJIATH B3aEMHU iHTepeC 1 HaleXKaTh A0 KOMIIETeHIIT pi3HUX
YCTaHOB, MOXYTh CTBOPIOBATHCS CIIUIbHI JOKYMEHTH.

12. Bubip BHUOy [OOKyMeHTa, IpU3HA4YEHOro JiIi JOKYMEHTYBaHHS
YIpaBIiHCEKOI iH(popManii (po3mopsIKeHHs, Haka3, pillleHHd, IPOTOKOJ TOIIO),
3yMOBIIOETECS ~ TIPABOBHM  CTAaTycoM  paiifiepxaaMiHicTpallli, —KOMIIETEHII€
HOCafioBOi 0COOM Ta MOPAIKOM IPHMHATTA YIPAaBIiHCBKOTO pillleHHs (Ha MiACTaBi
€IMHOHAYaIPHOCTI a00 KOJIeriaJbHOCT1).

13. JIOKyMEeHT MOBHHEH BiANOBIiJaTH IMOJOXEHHSM aKTiB OpraHiB AepXaBHOI
BIIAJY Ta COPAMOBYBATHCS Ha BHKOHAHHS paiiep)kaiaMiHiCTpalli€ero IOKIaJeHUX Ha
Hel 3aBHaHb 1 QyHKIIH.




14. Knacu ynpaBiiHCBKOI JOKYMEHTallii BU3HA4yaroThCA 3rifHO 3 JlepxaBHUM
knacudikaropom ynpapiiHcekoi qokyMenTanii IK 010-98 (mani — K'Y [D).

OmHpM 3 KJIaciB YIpPaBIIHCBHKOI MOKYMEHTalii, 1[0 3a0e3redye OpraHizaiiro
IIPOLIECIB YIPABIIHHS, € OpraHi3alliiHO-po3nopsAaYa AOKYMEHTALlisl, peKBI3UTH SKOI
Ta MOPSIOK iX po3TamryBaHHs BuzHaualoThes JACTY 4163-2003.

15. JIoKyMeHT IIOBHHEH MICTUTH OOOB’S3KOBiI /IS IEBHOrO HOro BHIY
PEKBI3UTH, 110 PO3MIUIYIOTHCS B YCTAHOBJICHOMY IOPANKY, a caMe: HaiiMeHyBaHHS
YCTAaHOBH — aBTOpa JOKyMeHTa, Ha3By BHAY HOOKyMeHTa (KpiM JIHCTiB), AaTy,
peeccTpaLiiHui iHIeKe JOKyMEHTa, 3ar0l0BOK 0 TEKCTY, TEKCT, IIiIIC.

ITixg yac miaAroToBKH Ta OGOPMIIEHHS JOKYMEHTIB MOXKYTh 3aCTOCOBYBATHCS HE
TLIBKA OOOB’SI3KOBi, @ TAKOX 1HIII PEKBI3UTH, SKIIO 1€ BiANOBiAAa€ NMPHU3HAYECHHIO
IoKyMeHTa abo criocofy Horo omnpairoBaHHS.

16. 3 MeTorO MiABUIEHHS e(eKTHBHOCTI Ta ONEPaTUBHOCTI opraHizalii poboTu
3 OKyMEHTaM{ OJHAKOBi 3a 3MICTOM IOKYMEHTH MOXYTb OyTH YHi(iKOoBaHUMHU
IUITXOM pO3pOOJIeHHS TpadapeTHHX TEKCTIB, fAKi BKIIOYAIOTBCA 10 30ipHHKA
(arpO0My) yHiGiKOBaHMX (THIOBHX) POpPM TOKYMEHTIB paidIepikaaMiHicTpallii.

17. linoBoAcTBO B paiinepxaAMiHicTpallil 3/[iACHIOETHCS JiepIKaBHOK MOBOIO.
JIOKyMeHTH, $Ki HaJICWJIAIOTBCSA I{HO3EMHHMM anpecaraM, O(QOpMIIOIOTHCA
Jep>XaBHOIO MOBOIO.

18. OxpeMi BHYTpIllIHI JOKYMEHTH (3asBH, IOSCHIOBAJIbHI Ta IOMOBiAHI 3aIIUCKU
TOILIIO), ABTOpPaMH SKHX € TocafoBi Ta I1HmI @i3U4HI 0CcO0H, HO3BOISETHCS
0o(OpMITIOBATH PYKOIIUCHUM CIIOCOOOM.

bnanku ooxymenmig

19. Opra#nizaniiiHo-po3mopsaa4i JOKYMEHTH, IO MalOTh OOIPYHTOBaHI ITiACTaBH
IUIsL ONpAIfOBaHHS B MamepoBiii ¢opMi BiAmoBinHO A0 IHCTpyKUii 3 AiNOBOACTBA B
eJIEKTPOHHIM (GopMi Ta He € IpUMipHUKaMH ab0 KOIMisIMH TOKYMEHTIB, CTBOPEHUX B
eNIeKTPOHHiM (opMi, 0HOPMITIOIOTECSI Ha OJlaHKaX, IO BUTOTOBISIOTHCA 3TITHO 3
BHMOI'aMH L€l [HCTpyKii.

Jlns BUTOTOBJICHHS OJIaHKIB BUKOPHCTOBYIOTHCS apKyIlni mamepy ¢opmary A4
(210 x 297 mimimetpiB) Ta A5 (210 x 148 MinimMeTpiB), a TaKOX JO3BOJSETHCI —
dopmaty A3 (297 x 420 minimerpiB) nias odopmiuenHs Tabmuns, A6 (105 x 148
MiTIMETpiB) — IS pe30TIOLiH (IOpyyYeHb).

bnaHky JOKYMEHTIB IIOBHHHI MaTH TakKi MoJs (MUIIMETpiB):
30 — niBe;

10 — nipasge;

20 — BepXHE Ta HUXKHE.




20. B paiinepxagMiHicTpallii BAKOPACTOBYIOTH TaKi OJJaHKH JOKYMEHTIB;

PO3NOPSIKEHHS F'OJIOBH (OJATOK 2);

Haka3y KepiBHUKa amapaTy (monatok 3);

nucta (JoaaTok 4); v

3arajJibHUM ONIaHK 171 CTBOpEHHs IOKyMeHTiB (0e3 3a3Ha4YeHHS Ha3BH BUAY
IOKyMeHTa) (DoAaTok 5). .

21. Ha ocHOBI 3arajgpHoro OiaHka paiaepikaaMiHicTpariii MOXXHa PO3poOIsSTH
ONaHK{ CTPYKTYpHMX MiIpo3diNiB paiinepxanaMiHicTpanii y ToMy pasi, sKIIO
KepiBHUKM CTPYKTYPHUX IIiIpO3AiNiB MAarOTh MpaBO MiANHUCYBaTH MOKYMEHTH Y
MeXax CBOIX TIIOBHOBaxkeHb. IIpy 1npoMy 300paxkeHHs repOiB Ha OiaHkax
CTPYKTYPHHUX IiAPO3ILTIiB, IO HE € IOPUIUYHUMH 0cobaMHu, He BiITBOPIOIOTS. '

22. bnaHky BHUTOTOBISIFOTHCSA 32 JONOMOIOI0 KOMIT'FOTEpHOI TexHiku abo
IpyKapchKUM cIIoco00M Ha marnepi BUCOKOI SIKOCTi (pap6baMu HaCHYEHHX KOJIBOPIB.

23. Jlesxi BHYTpIIDHI JOKYMEHTH (3afBH MpalLiBHUKIB, NOIOBiIHI 3allMCKH,
IOOBIIKM TOIIO) Ta IOOKYMEHTH, HIO CTBOPIOIOTHCA BiJ iMEHi KiJIbKOX YCTaHOB,
oopMITIOIOTHCS HE Ha OJTaHKaX.

OdopMieHHs peKBi3UTIB JOKYMEHTIB

3obpasicenns [lepacasnozo I'epba Yrpainu

24. 3o6paxeHHs JlepxaBHoro I'epba VYkpaiHu posMiloyeTbcss Ha OjaHKax
INOKYMEHTIB BiANOBIOZHO no moctaHOoBH BepxoBHoi Pamu Ykpaiwu Bim 19.02.1992
Ne 2137-XI1I «Ilpo HdepxaBHuii repd YKpaiHu», 0 LEHTPY BEPXHBOTO IOJA, PO3MIp
SIKOTO CTaHOBHTH 17 MiNliMeTpiB 3aBBHUIIKH, 12 MiliMeTpiB 3aBUINPIIKH.

Koou

25. Kop paiigepxaamiHicTpanii IpOCTaBISEThCS 3TiAHO 3 €EAMHAM Jep)KaBHUM
PEECTPOM TIANIPUEMCTB Ta opranizaniii Ykpainu (€APIIOY) i posMilryeTbes micus
peKBi3HuTYy «JOBIAKOBI AaHi PO YCTAHOBYY.

26. Kox yHidikoBaHOi GpopMH JOKYMEHTa (3a HAIBHOCTI) pO3MIIIYETHCS 3TiIHO 3
JKVY ]l Bumie Ha3BU BUAY JOKYMEHTA.

Pimenns momo HeoOximHOCTI ¢iKcyBaHHA Koay yHigikoBaHOI ¢opMH
JOKYMEHTa MpUIMaE rojioBa OKpeMo 1010 KOXKHOTO BUAY JOKYMEHTa.

Haiimenyeanus paiioepacaominicmpayii

27. HaitmeHyBaHHs paiiaepxaamiHicTpalii nmoBuHHO Biamosimatu C€JIPIIOY.
CkopodeHe HaliMEHyBaHHS BXKHUBa€ThCS Yy pasi, KOJIM BOHO o@iliiiHo 3adikcoBaHO B
3a3HAYEHOMY JOKYMEHTI, i po3MilnyeThes (y Ay*Xkax abo 6e3 HUX) HHXKYE ITOBHOTO
HalilMeHyBaHHS OKPEMHUM PSIKOM IO LIEHTPY AOKyMEHTa.




Jlosiokosi dani npo patidepaicaominicmpayito

28. JloBiAKOBi IaHi MICTATh: MOIITOBY aapecy, HoMepHu TenedoHiB, Tenedakcis,
aZpecy e€IeKTpOHHOI MOWITH, aapecy odiliiHOro Be6-calTy TOIIO Ta PO3MINTYIOTECS
HIDKYE HaliMeHyBaHHs YCTaHOBH a00 CTPYKTYpPHOTO IiApO3.iiy.

PeKBi3UTH MOLITOBOI aipecH 3a3HAYAIOThCA B TaKill IIOCHINOBHOCTI: Ha3Ba
ByJIMIi, HOMep OyIOWHKY, Ha3Ba HAceJEHOro MyHKTy, pailoHy, 0ONacTi, MMOIITOBHM
iHOeKC.

Hazea eudy ooxymenma

29. Ha3Ba Buay JOKyMeHTa (Haka3, pO3MOpPSIKEHHS, TOMOBIHA 3aIiCKa TOIIO)
3a3HavYaeThcs Ha 6J1aHKyY Ta MoBUHHA Bianosimatu KV /1.

Ilama ooxymenma

30. Hdatoro OOKyMeHTa € JaTa HMOro peectpamii, 3a3Ha4aeThCs apaOCHKUMH
muppaMud B OAMH PAOOK Yy Takili MOCHIZOBHOCTI: YHMCIO, MiCAlb, pIK Ta
oopMITIOETECSA TH(PPOBUM 200 CIIOBECHO-ITUPPOBUM criocoboM. Y pasi opopmireHHs
oaTd UGPOBUM CIIOCOOOM YHCIIO i MICAIB MPOCTABISIOTHCS ABOMA MapaMu UG,
PO3AUIEHUMH KpaIKoOO; PiK — YOTHpPMa LHUQPpaMH, Kpanka HalpHUKiHII He CTaBUTHCH.
Hanpuxnao: 02.05.2018.

VY Tekcrax HOpMaTUBHO-IIPABOBUX aKTiB Ta MMOCHJIAHHAX Ha HHUX i JOKYMEHTax,
0 MICTATh BiZOMOCTI (hiHAHCOBOIO XapaKTepy, 3aCTOCOBYEThCS CIIOBECHO-
nUGpoBUH CIOCIO 3 IPOCTaBISHHAM HyJIS B ITO3HAYEHHI OHSA MicAIs, SKIIO BiH
MiCTUTE OAHY LGPy, Hanpukiad: 02 mpaeus 2018 poky. [103BONAETHCA BXUBATU
CIIOBO «PiK» Y CKOPOUYEHOMY BapiaHTi «p.», Hanpuknao: 03 mpasHs 2018 p.

S0 JOKYMEHT CKIaieHO He Ha OJlaHKy, JaTa 3a3Ha4da€ThCs HIDKYE MiJIUCY
JiBOpPYY IOCaI0BOI0 0c00010, fiKa HOro miAnucye abo 3aTBEPAXKYE.

O60B’13KOBOMY HAaTYBaHHIO 1 MiAIMHCAHHIO MiJIATAIOTh yCi CIIy)KOOBi BIAMITKH
Ha IOKYMEHTaxX, IOB’f3aHi 3 iX IPOXOIKEHHSAM Ta BHUKOHAHHSM (pe30JIONii,
IIOTO/KEHHS, Bi3H, BIIMITKH HpO BHKOHAaHHS NOKyMEHTAa i HampapleHHI Horo 1o
CIIpaBH).

Ha mokyMeHTi, BUZaHOMy ABOMa abo Oijblille yCTaHOBaMH, 3a3HAYa€ThCS OJHA
JaTa, AKa BiJIIOBiae AaTi OCTAHHBOTO MiIUCY.

Peeccmpayiiinuii indexc 0okymenmia

31. Inmekcamis HJOKYMEHTIB MOJSra€e y IMPHUCBOEHHI iM YMOBHHX ITO3HA4YE€Hb —
iHIeKCiB, AKi HAMAIOTHCA JOKYMEHTaM ITiJ 4ac iX peecTpallii.

TIpHCBOEHHS peECTpaIifHOrO iHIEKCY 3AIMCHIOETHCS B aBTOMaTHYHOMY abo
aBTOMAaTH30BaHOMY PEXHMi 3a JOIIOMOIOK NMPOrpaMHO-TEXHiYHUX 3acobiB (y pasi
3alPOBAXKEHHS €JIEKTPOHHOTO JOKYMEHTO00Iry).

Jlns MOKyMeHTIB paiimepkaaMiHicTpauii peecTpalifHU iHAEKC CKIaJa€eThCs:

BXiTHHX — 3 iHIEKCY KOPECIOHAECHTa 32 HOMEHKJIATYpOIO CIIPaB Ta MIOPSAJKOBOTO
HOoMepa, Hanpuxnad: 01-16/1123, de 01-16 — indexc cnpasu 3a HOMeEHKAAMYpPOIO,
1123— nopsaokosuii Homep;




BUXIJHUX — 3 IHJEKCY KOpECIOHACHTa 3a HOMEHKJIATypol CcIpaB Ta
NOPAAKOBOTO HOMepY, Hanpuxnao: 01-15/258, oe 01-15 — indexc cnpasu 3a
HoMeHKAamypoio, 258 — nopsaokoeuti Homep.

SIk1o JOKyMEHT MiAroTOBJIIEHO ABOMa YM OuIbIlIe YyCTaHOBaMH, 3aCTOCOBYETHCS
peecTpaifHuil iHeKC TOJIOBHOTO pO3POOHHUKA. |

Micue po3rantyBaHHS peecTpalliiiHoro iHxeKkcy BU3Ha4aeThes Gopmoro OIaHKa.

Jl HaHEeCEeHHS peecTpaliiiHOro iHAEeKCY MOKe 3aCTOCOBYBATHUCS INTPUX-KOJ
ta/abo QR-xom y mnopsaaxky, mnepenbadeHoMy IHCTpyKuiero 3 AinoBoACTBa B
eJIEKTPOHHIN (opmi.

Iocunanus na ooxkymenm

32. IlocunaHHs y TeKCTI JOKYMEHTa Ha JOKYMEHT, Ha sAKkuii a0 Ha BUKOHAHHS
SKOro Ja€ThCS BIONOBiAb, HABOJUTBCS Yy Takilf IMOCHIJOBHOCTI: Ha3Ba BHIY
IOKYMEHTa, HalilMeHyBaHHS YCTAHOBHM — aBTOpa HOKYMEHTa, JaTa Ta peecTpailiidiHui
iHIeKC, KOPOTKHHA 3MICT JOKyMeHTA.

Micye cknadenns abo suoanms

33. BimoMocTi mpo Micue ckiageHHs abo BHIOAHHS 3a3HA4YalOTBCA Ha BCIX
IOOKyMEHTaX, KpiM JIUCTIB, Ta O(QOPMIIIOIOTECSA BIAMOBIAHO IO aAMIHICTpaTHBHO-
TEPUTOPIATBHOrO NHOALTy  YKpaiHH. JSIkmo BigoMocTi T1po reorpadidle
MiCIIe3HaXO)KeHHs. BXOISTh OO HaliMeHyBaHHS YCTaHOBH, el pEeKBI3UT He
3a3HAYa€THCA.

Aopecam

34. JIoOKyMEHTH aJpecylOTbCS YCTaHOBi, ii CTPYKTYpHHM Iifgpo3mizam abo
KOHKpeTHIi mocafoBiii ocobi. Y pasi agpecyBaHHS JOKyMeHTa ycTaHOBi abo ii
CTPYKTypHUM TIigpo3finamM 0e3 3a3HayeHHs II0CafoBOi ocobW iX HaiiMeHyBaHHS
HABOJIATHCS Y HA3MBHOMY BiIMiHKY, HaIIpUKJIaA:

HailioHaJibHe areHTCTBO YKpaiHu 3
IUTaHb JepXKaBHOI CITy0u

Sxu1o IOKyMEHT HaJCHIIaEThCS I0cagoBiil 0co0i, HaliMeHyBaHHs YCTaHOBH Ta il
CTPYKTYPHOI'O MiJpO3AiTy HABOIATHECS Y HA3UBHOMY BiIIMiHKY, a I1ocaja i Ipi3BUILE
aJipecaTta — y 1aBaJIbHOMY, HallpUKIIakd:

JepkaBHa apxiBHa ciyx0a
®inaHCOBO-€KOHOMIYHE YIPaBIiHHA
Ha4YaJIbHUKY yIPaBIiHHS

Iainian IMTPI3BUILIE

Konu JOOKyMEHT aapecyeThCsl KepiBHUKY YCTaHOBH abo MHOro 3acTyINHUKY,
HaliMeHyBaHHs YCTaHOBU BXOJIWTB JO CKJIaqy HaliMeHyBaHHS [MOCagyl ajpecaTa, sKe
HABOJUTHCS Y JaBATBPHOMY BiIMiHKY, HaIlpHKIal: v

I"omoBi JlepaBHOT MUTHOI CIIy>X0H
Inimian I[TPI3BUILE




SKIo TOKYMEHT aIpecyeThCs KITbKOM OTHOPIJHUM 32 XapaKTepoM HisIBHOCTI
yCTaHOBaM, 3a3HAYA€ThHCS y3araibHeHe HaliMeHyBaHHS aJpecariB, HAaNPUKIIa.:
CinbCchbKUM pajiaM

JIOKyMeHT He MOBHHEH MaTu Oiiblie 4YoTHUpboX agpecariB. CI0BO «KOMi»
nepe] HaiiMeHYBaHHSIM JAPYrOro — 4YeTBEPTOrO aJpecaTiB HE CTaBUThCA. Y pasi
HaJCWIaHHA JOKYMeHTa OiNblle Hi)XK YOTHPHOM aJpecaraM CKIaJaeThCs CITMCOK 'Ha
PO3CHJIKY 13 3a3HaUE€HHSM Ha KOXXHOMY JTOKYMEHTI TUIbKH OJHOTO ajpecarta.

PekBisuT «Anpecar» MoOxe BKIO4YaTH azapecy. Ilopspok 1 ¢dopma 3ammcy
BIJIOMOCTEH PO aJpecy YCTaHOBH ITOBUHHI BifmoBinatu [IpaBunaM HafaHHS NOCIYT
MOINITOBOTO 3B’S3KY, 3aTBEPKEHUM NocTaHoBoI0 Kabinety MiHicTpiB YkpaiHu Bij
05.03.2009 No 270. IloBHa agpeca 3a3HA4Ya€ThCAd Y pa3l HAICHIAHHSA AOKYMEHTA -
pa30BUM KOPECIIOHACHTaM, HalpHKIaa:

JIT «EHepropuHoK»
ByJ1. 'oponenbkoro, 6yx. 13,
M. Kuis, 01001

VY pa3i HamcunasHsA AoKyMeHTa ¢i3u4HId 0cobi CHodYaTKy 3a3HA4daeThes Yy
Ha3MBHOMY BiIIMiHKY IIpi3BHINe, iM’S Ta 10 OaThKOBi, IIOTIM IIOIITOBAa ajpeca,
HaNpUKIaz;

INonuapyk Onexkcanap CeprifioBud
ByJ1. Cypukosa, O0yx. 3a, kB. 1,
M. Kuis, 03178

Y pasi HaacuJIaHHS JOKYMEHTa OpraHaM 3aKOHOAABYOi i BUKOHABYOI BIajH,
IOCTiAHUM KOPECITIOHAESHTaM iX IOIITOBA aApeca Ha JOKyMEHTaX He 3a3Ha4a€eThCsl.

I'pud 3aTBepAXKEHHA JOKYMEHTA

35. JIokyMeHT MOXe OYyTH 3aTBEpIKEHHH pO3MOpPSIKEeHHSM roioBu abo y
BHIIQ[[KaX, BU3HAYEHHX Y JOJATKY 6, II0Ca0BOI0 0c060r0 (1IocaioBUMu ocobaMu), 10
IIOBHOBaX€Hb AKOi (SIKHUX) Hajle)XXaTh ITUTAHHA, 3a3HA4eHi y TaKOMy IOKYyMEHTI.
HopMaTUBHO-NIpaBOBI akTH (MOJOXKEHHS, iHCTPYKUii, IpaBWia, MOPSAKH TOILO)
3aTBEPAKYIOTECS PO3NOPAIKEHHSM FOJIOBH.

JIOKyMeHT, SKUii He € IMpUMipHUKOM abo KOIi€l0 AOKyMEHTa, CTBOPEHOro B
eNeKTPOHHi# PpopMi, Moxke OyTH 3aTBepPKEHUN KOHKPETHOIO [T0CafoBOI0 0c000t0. Y
TAaKOMY BHIAIKy TpH( 3aTBep/DKeHHs ckiagaerbes i3 cinoBa «3ATBEPIDKVYIO»,
HajiMeHyBaHHS [OCaH, HiANKCY, iHilliady iMeHi i Tpi3BMINA 0coOH, sKa 3aTBEpIIIIA
JNOKYMEHT, JaTH 3aTBepAxeHHs. Hanpuknan:

3ATBEP/IXVYIO

['onoBa Ctapo6inbceKol paifoHHOI
IepXaBHOI agMiHicTpamii
JIyraucbkoi ob6acTi

mianuc Ixinian IMTPISBUILIE

12 6epesns 2018 p.




V pa3si KONMM JOKYMEHT 3aTBEpIKYETBCS PO3IMOPANYNAM JOKYMEHTOM, IpUd
3aTBepIKeHHs cKiafaeTbes i3 cnoBa «3ATBEPJDKEHO», Ha3BH BHAY AOKYMEHTa,
SKHM 3aTBEPIXKYETHCS CTBOPEHUH JOKYMEHT, Y HA3UBHOMY BiMIHKY i3 3a3Ha4eHHSIM

ftoro matu i HoMepa. Hanpuxkmnaz: v
S3ATBEP/DKEHO .

PosnopsigxeHHs rosioBu
Crapo0binscpkoi pailOHHOI
Jep>KaBHOI aaMiHicTparii
Jlyrancekoi obiacti

20 poky Ne_

I'pudp 3aTBepHKEHHS PO3MIIIYETHCA Y IPAaBOMY BEPXHBOMY KYTi JIHIIBOBOT'O
OOKy IEpIIOro apKyllia JOKyMEeHTa.

VY pasi 3arBepIKeHHsS JOKyMEHTa KUIbKOMa ITOCamOBHMH ocob0amu rpudu
3aTBEepIXKEHHS PO3TAIIOBYIOThCS Ha OJHOMY PiBHI.

Pe3oaronin

36. Pe3ommoliis € OCHOBHOIO (pOPMOIO peajtizallil yIpaBIIHCHKHX IOPYYEHb Y
IIHUCEMOBI# (opMi, o nepeabadae MOCTaHOBKY KOHKPETHOTO 3aBJaHH, BU3HAYCHHS
floro mpegMmeTra, MeTH, CTPOKy Ta BIAIOBIAJIBHOI 3a BHKOHAHHI OcCOOH, IO
BHKJIaJIEHA y BUTJIA] HAKCY Ha JOKyMEHTI.

Pe3osmroniist Ma€ Taki 060B’SI3KOBi CKJIaJIOBi: MpPi3BHUIIE, iHillia)l IMEHi BUKOHABIIA
(BUKOHABILIiB) Yy MJaBaJbHOMY BIAMIHKY, 3MICT JOpPYY€HHsS, CTPOK BHKOHAHHS,
0COOMCTHH MiANKC KepiBHUKA, JaTa.

S0 [opydYeHHS HAOaHO KiIbKOM ITOCamoBHM 0c00aM, FOJIOBHUM BHKOHAaBLEM
JOKYMEHTa € 3a3HaveHa IMepiio ocoba, sfKiii HalaeTbCs MPaBO CKIMKATH 1HIIUX
BUKOHABIIiB.

CTBOpEeHHS HEKOHKPETHHX («IPHUCKOPUTHY», «IOJIMIIUTH», «aKTUBI3yBaTH»,
«3BEPHYTH YBary» TOILIO) 32 3MiCTOM pe€30JIIOLIiil He JOMyCKaeThCs.

Ha moxkyMeHTax i3 CTpOKaMHM BHKOHAHHS, SKi He MOTpeOyIOTh IOAATKOBHX
BKa3iBOK, y PE30JIONIT 3a3HaYar0ThCs BUKOHABellb, I IIIIC aBTOpa pe3oMlonii, 1aTa.

Pe30mIoIisl MpOCTaBNIAeThCs Oe3MmocepeJHhO Ha JOKYMEHTI HIDKYE pPEKBI3HTY
«Anpecar» mapaienbHO IO OCHOBHOIO TeKcTy. SIKIo Micud [ns  pe3osonii
HEJOCTATHBO, 1l MOXHa MPOCTABIATH HA BUTHHOMY Bill TEKCTY MiCLii y BepXHii
YaCTHHI IEPIIIO] CTOPIHKK JOKYMEHTa 3 JIMIBOBOro 60Ky, ajie He Ha IOJI JOKYMEHTA,
IpH3HAYEHOMY IJIA TiJIIMBaHHSA, a TaKoXX MoxKe O(OPMIIATUCS Ha CHeUlalbHHX
OnaHKax 3rifHO 3 JoAaTkoM 7 dopmarty A-6.

HamnvcanHs pe3ofrolil Ha crelianbHUX ONlaHKa JOIyCKA€eThCs y pasi, AKIIO Ha
JMOKYMEHTI HeMa€ BUIBHOTO MicUd YH y pe30Jouii BHKIaZEHO MAeTali30BaHMi
TIOPSZIOK BUKOHAHHS JOKyMeHTa a00 BOHA MICTHTP BeJIUKHUI CIIMCOK BUKOHABLIB.




KopoTtkuii 3micT 10KyMeHTa

37. KopoTkuii 3MiCT JOKyMeHTa [TOBHHEH MICTUTH CTUCIHHA BHKJIaa HOro CyTi.
KopoTtkuit 3Mict, o6csr sikoro nepesuitye 150 3HakiB (I’ SITh PAOKIB), HO3BOIIETHCS
IIPOJOBXYBATH J0 MeXi Ipasoro nous. Kpamka B KiHI(i 3ar0JI0BKa He CTABUTHCS.

KopoTkuii 3MICT BIINOBia€ Ha MHUTaHHA «IPO INO?», KOTO?», «4Oro?».
Hanpuxnao: naxaz (npo wo?) npo Haoarnus sionycmku,; npomokon (4oz2o?) 3acioanns
amecmayitiHoi komicii; nocaoosa iHcmpykyia (koe2o?) 2o106H020 cheyianicma.

JlomoBiHi Ta cy>00Bi 3aITUCKU CKIAAalOThCA 0€3 3arojIoBKa.

BinmiTka npo KoHTpoJIbL

38. BigMmiTKa mpo KOHTpONb O3HAYa€, IO JOKYMEHT B3ATO Ha KOHTPONb IJIA
3a0e3nedyeHHs: HOro BUKOHAHHA B YCTAHOBJICHHH CTPOK.

BiaMiTka po KOHTPOJIL pOOUTHCS LIIIXOM IPOCTaBieHHs JiTepu «K» 4u ciaoBa
«KoHTpons» (Bifg pykd abo 3 BHKOPHCTaHHSAM IITaMra) Ha JIBOMY IIOJi IIepIHOi
CTOpPIHKU JOKYMEHTa Ha piBHIi 3arojoBKa A0 TEKCTy a0 Yy BepXHBOMY IPaBOMY KYTi
OnaHKa pe3oJIrolLLii.

TekcT JOKyMeHTa

39. Tekct HmOKyMeHTa MICTUTh iHGpopMalito, mini (IKCyBaHHS SKOi HOro
cTBOopeHo. IHdopMamiss B TeKCTI IOOKYMEHTa BHKIANAETBCS CTHCIIO, IPaMOTHO,
3po3yMijio Ta 00’ €KTUBHO. JIOKyMeHT He TOBHHEH MICTUTH MOBTOPIB, & TAKOX CIIB 1
3BOPOTIB, SIKi HE HECYTh 3MiCTOBOTO HaBaHTaXeHHs. [1if yac cKiamaHHs JOKYMEHTIB
BXHMBAETHCS AIIOBUN CTUIIB, AJIA SIKOTO XapaKTepHUI HEUTPAIIbHUH TOH BUKJIAHAECHHS,
nmo30aBieHuit 00pa3HOCTI Ta EMOIiHHOCTI.

Texct mokyMeHTa OQOPMISETECA Y BUIVIAAI CYLUIBHOTO 3B’S3HOTO TEKCTY,
aHKeTH 4M Tabnu1i abo HIIIXOM MoeqHaHHA HUX GOpM.

CyuutbHUH 3B’SI3HUH TEKCT OOKyMEHTa MICTUTh TI'paMaTHYHO 1 JIOTIYHO
y3ro/pkeHy iHdopMalio mpo ympasimiHchki Aii. Taka ¢opma BHUKIamE€HHS TEKCTY
JOKYMEHTa BHUKOPHUCTOBYEThCA IIiJl 4ac CKIAJaHHS IIOJOXEHb, MOPAAKIB, IpaBUl,
PO3MOPSATYNX JOKYMEHTIB i JIUCTIB.

Tekct, K NpaBuio, CKIANAETBCA 3 BCTYIIHOI, MOTHUBYBAJIBHOI Ta 3aKIIOYHOI
yacTUH. BeTynHa yacThHa MiCTUTH IiAcTaBy, OOIpyHTyBaHHS ab0 MeTy CKJIaIeHHS
OOKYMEHTa, MOTHUBYBajlbHa — OOIPYHTYBaHHs IIO3HIil yCTaHOBH, B 3aKIIOYHil —
BHCHOBKH, IIPOIIO3HULIi1, pillIeHHs, TIPOXaHHS.

TexcTu cknagHMX i BENHUKUX 3a 0OCATOM JOKYMEHTIB (IIOJIOXKEHHS, NpaBUIIa,
iHCTpYKIIil, OMNIAAM, 3BiTH TOINO) MOAUIAIOTECS HA PO3ALIM, MiAPO3IiNH, IIyHKTH,
MiOMYHKTH, SKi HyMEPYIOTBCS 3a JOIOMOIOI0 PHUMCHKHX abo apabcbkux nudp 3
Kpankow (HacTyIHE CIOBO IOYHMHAETHCS 3 BEIHKOI JiTepu) abo AyXKoro (HacTyIlHe
CJIOBO — 3 MQJIGHBKOI JIITEPH).

40. ®opMa aHKETH BUKOPHCTOBYETHCS Yy pa3i BHKJIANEHHA y IU¢poBoMy abo
CIIOBECHOMY BHIJIALI iHGopMamii mpo OAMH O0’€KT 3a IMEBHHUM OOCITOM O3HaK.
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IMocriiiHoro iHQoOpMalli€lo B aHKETI € y3arajdbHeHi HalilMeHyBaHHS O3HAK, 3a SKHUMH
IIPOBOIUTHCS OIUC 00’ €KTA, @ 3MiHHOIO — KOHKPETHI XapaKTepUCTHUKH.

41. TabnuuHa ¢opMa HOKYMEHTa BHKOPHCTOBYETHCSA Yy pa3i BHUKIAJEHHSI Y
midpoBoMy ab0 CIOBECHOMY BHINIAAI iHpopMalil Ipo Kiabka 00’€KTIB 3a psaOM
O3HaK. 3aroyoBkd rpad TaOIHI[ NMHUITYTHCA 3 BEIUKOI JITEpH, MiJ3arojIOBKH + 3
Mmayioi Jitepu. Kpamku B KiHI 3arojloBKIB i Ii3arojIOBKiB rpad He CTaBIATHCA.
3arojioBKH 1 Mmig3aroioBkd rpad Ta pAAKiB TaOMUII NOBHHHI OyTM BHKJIAaJEHI
iMEHHHKOM y Ha3MBHOMY BiMIHKY OJHHHHU. Y 3arojoBKax i ITiJ3arojoBKax pAIKiB i
rpad TaGMUIi BXHUBAIOTHCA JIMIIE 3arajllbHONPUHHATI YMOBHI TMO3HA4YeHHS 1
ckopoueHHsA. ['padm Tabnumi, sKi pO3MIIIYIOTBCS Ha KUIBKOX CTOpiHKax,
HyMepytoTbes. Ha npyriit Ta HacTynmHHMX CTOpiHKax TaOJMIi 3a3Ha4alOTHCSI HOMEPH
rpad, a TaKoX y BepXHbOMY IIpaBOMY KyTi — ciioBa «IIpoJoBxeHHSs 10JaTKay.

BinmiTkH npo HasiBHiCTh 10AATKIB

42, HopmaTKHu OO JOOKYMEHTiB, KpiM [OOJATKIiB [0 CYNpPOBIOHHX JIHUCTIB,
CKJIaAlOThCS 3 METOIO JONOBHEHHS, MOSCHEHHS OKpPEeMHX NMUTaHb abo JOKyMeHTa B
LiJIoMY.

43. JlomaTK¥ 1O JOKYMEHTIiB MOXYTh OYTH TaKUX BUiB:

3aTBEPIKYIOTBCS  PO3MOPATYUMH JTOKYMEHTaMH (IIOJIOXKEHHS, 1HCTpYKIii,
TIpaBuUJIa, MOPSAKU TOMIO);

JOMOBHIOIOTE Ta/ab0 MOSCHIOIOTH 3MICT OCHOBHOTO IOKYMEHTA;

HAJCHIAIOTHCA 13 CYPOBITHUM JIUCTOM.

VY TeKCTi OCHOBHOTO JOKyMeHTa pOOUTHCS BiAMITKAa MPO HASBHICTH JOJATKiB:
«IIO OAAETHCH», <«3TiAHO 3 JoAaTKOMY, «(JomaTok 1)», «BiOMOBIAHO OO JOJATKa 2»
abo «(muB. HOJATOK 3)».

44, JTomatku oGOPMITIOIOTECS, SIK NMPaBUJIO, HA CTAHAAPTHUX apKyllax mamepy.
Ha npyriit i HacTymHi# cTopiHKax AonaTka pobuThes Taka BiaMiTKa: «IIponoBxeHHs
nonaTtka», «[IpogoBxxeHHs gojgaTka 1».

V pasi HassBHOCTi KUTBKOX JONATKiB Ha HUX 3a3HA4alOTHCS MOPAJKOBI HOMEDH,
HanpuKiIaa: pojatok 1, momaTok 2. 3Hak «Ne» mepen LH(POBUM IMO3HAYEHHAM HE
CTaBHUTHCSL.

V¢i mopaTku 10 JOKYMEHTIB Bi3YIOTHCS IpalliBHUKOM, SIKHH CTBOPHUB IOKYMEHT,
Ta KEPIBHUKOM CTPYKTYPHOTO MipO3/ily, B IKOMY HOTO CTBOPEHO.

JloAaTKi HOPMATHBHO-IIPABOBOTO XapakTepy (IIOJI0XeHHS, IHCTPYKIIii, TpaBHIla,
MOPSAAKHA TOMLIO), IO 3aTBEPIXYIOTHCS PO3MOPSIKEHHSM TOJNOBH, IMiJIHACYIOTHCA
KEpiBHMKAaMM CTPYKTypHHX MiJpO3JilliB — po3poOHHKIB Ha IHUIBOBOMY OOl
OCTaHHBOTO apKyIlla JOAaTKa.

V pasi xonM AOJATKH HAICHIAIOTBCA i3 CYNpPOBiIHUM JIMCTOM, BiMiTKa IpO
HAsABHICTh HOAATKIB PO3MIIIYETHCA ICHIs TEKCTY JIUCTA Mepe MiAIICOM.
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JlomaTku JOBiAKOBOTO ab0 aHANITHYHOTO XapakTepy (rpadiku, cxeMmu, Tabmmi,
CIIUCKH TOINO) AO OCHOBHOTO JOKyMEHTa ITOBMHHI MAaTH BIAMITKY 3 NOCHJIAHHSM Ha
1eit TOKyMeHT, Horo fary i HoMep, HallpHUKJIaz;

JlogaTtok go nucra
Ne

SIKIIO JOKYMEHT Ma€ JOJATKH, IIOBHE HaMEHYBaHHS SKMX HABOOUTLCS B WOTO
TEKCTi, BiJMiTKa NIpO HasBHICTh JOJATKiB OQOPMITIOETHCS 3a TaKOI0 (HOpMOIO:

Honarok: Ha 7 apK. y 2 IpuM.

SKmo JOKYMEHT Mae JOAATKH, IIOBHe HalitMeHYBaHHS SKHX Yy TEKCTI He
HaBOJUTHCA, 1X HEOOXiJHO MepesiuuTH MICHAS TEeKCTy i3 3a3HAa4eHHIM KUIBKOCTI -
CTOPiHOK Y KO)KHOMY JOHATKY Ta KiTBKOCTI iX IPUMIPHUKIB, HAIIPHUKIIAM;

Hopmatku: 1. JloBigka mpo BUKOHaHHS IIaHy poOOTH paiinepxaiMiHicTpalii 3a
2017 p. Ha 5 apk. B 1 npum.
2. IInan pobotu paiinepxaaMminicTpanii Ha I kBaptan 2018 p. Ha 9 apk. B
1 opum.

Sxmo 10 JOKyMeHTa AOAA€ThCS iHIINN JOKYMEHT, KUl Ma€ TOJATKH, BLAMITKY
PO HAABHICTH I0AAaTKa O(QOPMIISIOTH 32 TaKOK (POPMOIO:

Noxatok: mucT ["onoBHOro ynpaBiiHHA cTaTUCTUKM Yy JIyraHchkii 06yacTi BiJ
20.09.2017 Ne 595/ 04-12 1 gomaTok n0 HBOro, BChoro Ha 20 apk. B 1 mpum.

45.Ha pomarkax, IO 3aTBEPIKYIOTBCS pPO3NOPSIOYMMU  JTOKYMEHTaMHU
(momo>xeHHsI, 1HCTPYKLii, IIpaBHJia, IOPSAOKH TOLIO), IPOCTABIAETbCA TIpUb
3aTBepIKEHHS BiIIOBIAHO IO MyHKTY 36 wmiel [HCcTpykuii. ¥V BIANOBIOHHUX ITyHKTax
PO3MOPAIYOl YACTUHHU JOKYMEHTa POOUTHCS IMOCHIIAHHS: (IO JONAETHCA», «3TiIHO 3
JoaaTkom» abo «(HomaeThCA )».

Ha pomarkax mJ0 J[JOKYMEHTIB, IO 3aTBEP/DKYIOTBECS  PO3MOPIAYNMH
JOKYMEHTaMH, POOUTHCS BiIMITKa Y BEpXHBOMY NMpPaBOMY KyTKY IIEpIIOro apKylia
JO/IaTKa, HAIPUKJIAN:

Honatok 5
1o IncTpyxuii
(myHKT 8)

46. SIkmo NOKyMEHT MICTUTH Oinblle AecaTH I[OJIaTKlB CKJIAa€ThCI OITHC i3
3a3HaYeHHAM Y JOKYMEHTI TaKOi BIAMITKU:

Jlomatok: 3rifHO 3 ONKMCOM Ha 3 apk.

SIKIII0 TOJATOK HAJCUIIAEThCS He 32 BCIMa 3a3Ha4EHUMH B JOKYMEHTI afipecaMi,
BiJIMiTKa ITPO HASBHICTh TOKYMEHTa O()OPMIIIOETHCA 32 TAKOIO (POPMOIO:

JlogaTok: Ha 5 apK. y 2 IpUM. Ha nepily ajapecy.
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Iionuc

47. TlocamoBi 0COOM MiANKMCYIOTE MAOKYMEHTH B MeEXaxX IIOBHOBa)XXEHb,
BU3HAYEHUX AaKTaMH 3aKOHOJABCTBA, IHIMMMH HOPMAaTHBHO-IPABOBHUMH aKTaMU
BiamoBigHo M0 IHCTpykuii 3 minoBoAcTBa B eNexTpoHHiH (opmi Ta wiel [HcTpyKIii.
IMopsAnok mixmicaHHS NOKYMEHTIB iHIIMMH 0co0aMH y pasi BiICyTHOCTI I'OJIOBH Ta
T0CaJIOBUX OCi0, fKi YIIOBHOBaXKEH] X MiJMMCYBaTH, BU3HAYAETHCS PO3IOPIIKEHHIM
(Haka30M) KepiBHHKA YCTaHOBH.

48. Tligmuc cknagaeTbes 3 HalMEHYBaHHS IIocagu ocoOW, sKa MiANUCYe
JTOKYMEHT (ITOBHOTO — KOJHM JOKYMEHT HaApyKOBaHHH He Ha GI1aHKYy, CKOPOUEHOTo —
Ha GJIaHKy), 0COOHCTOrO MiHKCY, iHiliana iMeH] i pi3BUINA, HATIPUKIIAL:

I"'onoBa Ctapo6inbChKOl
palioOHHOI AepKaBHO1
anMiHicTpauii JlyraHcbKoi

oGJacTi (ITimmuc) Iminian TTPI3BUILE
abo
T'onosa (ITigmuc) Ininian [TPI3BUILIE

49. YV pa3i HaACHIIaHHSA JOKyMEHTa Yy MamepoBili GopMi OZHOYACHO KLIBKOM
yCTaHOBaM IIANKMCYETHCS TIUIBKM OpUTIHAJN, SKUH 3aJUINAEThCA Yy  CIpaBi
paiinepxaIMiHiCTpallii, a Ha MICIsI PO3CHIAIOThCS 3acCBiAYeH] 3araJbHUM BiAALIOM
armapaTy #oro Kormii.

50. JIoKyMeHTH MiAMUCYIOTHCH, SK MPaBMIIO, OJHI€I0 ITOCa0BOIO 0CO00M0, a Y
pasi, KONM 3a 3MICT JOKyMeHTa HecyThb BiJOBiJAIBbHICTH Kilnbka ocCi0 (akTH,
¢inaHCOBI JOKYMEHTH TOWIO), — JBOoMa abo Oumbile, mHpu IBOMY IiANKCH
PO3MIIIYyIOTECA OAWMH TMiJ] ONHUM BIiINOBIZHO IO HiANOPSAAKOBaHOCTI 0CiO.
Hanpuknan;:

KepiBHuKk anapary I IITHC Iminian ITPI3BUILE

Havansuuk Bigainy ¢iHaHCOBOTO
3abe3re4eHHs anapary — : ‘
TOJIOBHHI GyXrantep MMAIHAC Inimian ITPI3BULLE

51. YV pasi mignucaHHs CHUJIBHOrO JOKyMEHTa KillbkoMa ocob6aMu, 5Kl 3aiMaloTh
OIIHAKOBI IOCANM, IX MIAMHUCH pPO3MILIYIOTHCS Ha OIHOMY DiBHI i CKpIIUTIOFOTBCS
HIeYaTKaMH YCTaHOB, HAIIPUKIIAN:
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HavansHuk YHpaBiiHHS HavanpHHK BiIUTY OCBITH

arporpoOMHUCIIOBOTO PO3BUTKY paiinepxaamiHicTparii
miamuc, Ininian ITPI3SBUILE manuc, Ixinian [TPI3BULLE
BiZIOUTOK repOOBOI IeYaTKU BinOUTOK repbOBOI NMevaTku

JIOKyMeHTH KOJeTialbHUX OpraHiB MiAMKUCYIOTh TOJI0BA KOJIETiaIFHOTO OpraHy i
ceKpeTap, HalpHKIaz;

I'onoBa xoMicii miamnuc Ininian [TPI3BUILIE
CekpeTap Komicii MiIITHAC Iximian [TIPI3BULLIE

52. V pasi BiACYTHOCTI HOcafoBoi 0cO0M, HallMeHyBaHHs IOCaaH, Ipi3BHILE,
iminian iMeHi sKoi 3a3Ha4deHO Ha IMpPOEKTI JOKYMEHTa, Horo mimmucye ocoba, Lo
BHKOHYE i1 000B’s3kH, abo 11 3aCTynHUK. Y TakoMy pa3i 000B’S3KOBO 3a3HAYaOTHCA
¢akTHYHa Hocaja, iHilian iMeHi i mpi3Bumie ocobu, sSKa Miamucana JOKYMEHT, IpH
UBOMY BHIIPABICHHS BHOCHTh pPYKOIIMCHMM CIOCOOOM oco0a, fKka IMiAIucye
nokyMeHT. He momyckaerbes MmiJ 4ac MigMMCaHHS JOKyMEHTa CTaBUTH IPHUMUMEHHHUK
«3a» yu mpaBOOIYHY NOXWIy pHUCKY Ilepen HalMeHYBaHHAM Iocaau. Y pasi
3aMillleHHS KepIBHMKA 32 Haka3oM (pO3MOps DKEHHSIM) N0 HalMeHyBaHHS IOCaiH
IOJAIOTHECS CUMBOJIH «B. 0.».

53. ®akcuMinbHe BiATBOpeHHS miamucy (Haii — ¢gakcuMisie) Ha opraHizalmiiHo-
pO3MOpsAAYUX, (PIHAHCOBHX, OYyXrajdTepChbKHMX JOKYMEHTaX 3a  JOINOMOIOIO
MeXaHigHOro abo IHIIIOro KOMirOBaHHA HE JOIyCKAaeThCA.

54. Y pasi cTBOpeHHS [JOKyMeHTa y ImamepoBii ¢opmi (3a HagBHOCTI
OGIPYHTOBaHMX MiACTaB) 3arajJibHUM BifJIIOM amapary B yCTaHOBIECHOMY MODPSIKY
CTBOPIOETHCA €JIEKTPOHHA KOIMiA Juid HOro MojaibIioro HaJCWIAaHHSI yCTaHOBaM
yepe3 CHUCTEMY €IEKTPOHHOI B3a€MOJIil OpraHiB BUKOHABYO]1 BIIaH.

Bizn Ta rpu¢ noropxenHs

55. TloromxeHHs NOKyMEHTa Yy pa3l NOTpeOM - MOXKe 3AiIMCHIOBaTHCA SK B
paiinepxanamiHicTpanii (BHyTpillIHE), Tak i 3a i1 MeXaMu 1HINMMH 3aiHTepeCOBAHUMH
YCTaHOBaMH (30BHIIIIHE).

56. BHyTpiluHE TIOrOMKEHHS  JOKYMeHTa  OQOPMIIIOETHCS  HUISXOM
HPOCTAaBJIAHHA Bi3W, INO BKIIOYae OCOOMCTHH MiANMC, iHimian iMeHi 1 Hpi3BHINE
oco0u, JaTy Bi3yBaHHS i3 3a3HAaYeHHSAM Yy pasi moTpeby HaliMeHyBaHHS IIOCAH.
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Biza mpocTaBnse€ThCs Ha JHIBOBIH CTOPOHI OCTaHHBOIO apKylla IPOEKTY
JOKYMEHTa, a SKIIO MicIf IUIs bOrO HE BHCTa4a€, — Ha 3BOPOTHOMY Oorli. Bizm
IIPOCTABIAIOTECS Ha MPHUMipHHUKAaX NOKYMEHTIB, IO 3aJHIIAIOTHECS B 3arajlbHOMY
Biamimmi.

57. 3ayBakeHHA 1 Mpomo3uMii IO NPOEKTy IOKYMEHTa BHMKIAAAIOTHCA ,Ha
OKpeMOMY apKylili, PO IO Ha MPOeKTi poOUTHCA BiANMOBiqHA BiAMITKA:

HayanpHuk 3araasHOTO BiAiTy |
Hata 10 §P11005 (Y THILTAJI ITPI3BUILE
3ayBaXKe€HHs 1 TPOTO3UIIT TOMAFOTHCA.

58. Tlopsanok Bi3yBaHHS IPOEKTIB pO3MOPSIKEHb I'OJIOBHU, HAKa3iB KepiBHHMKA
amapaTy BHU3HA4Ya€ThCsA IHCTpyKIi€l0 3 IiTOBOACTBa B eNEKTpOHHIH ¢opmi Ta
PernamenToM palioHHOI Aep>KaBHOI aaMiHiCTpalii.

Cnyx60oBHl JNHCT y nanepoBiii ¢opMi Bi3ye aBTOp MOKYMEHTa, KepPiBHHK
CTPYKTYPHOTO IiIPO3/iJly YCTaHOBH, B SIKOMY HOTO CTBOPEHO, y pasi notpebu (Ko
B JIACTI TIOpYIUIYIOTbCA BAXJIWBI Ta IPUHIUIOBI IHTAHHA) KEPiBHHKH
3aiHTEPECOBAaHUX CTPYKTypHHX NiApO3AUIIB paiifiepkaaMiHicTpalii, a TaKoX
3aCTYITHHUK I'OJIOBY, KEPIBHUK alapary BiJIOBiIHO O PO3MOAiNy 000B’I3KiB.

59. 3a 3MicT AOKyMeHTa, SKWUH BI3YEThCA KilbkoMa ocobamu, Taki ocoOu
BIZAIMOBIAAIOTH 3TIJHO 3 KOMIIETEHLIEIO.

60. 30BHIIIHE IOrOJ)KEHHS NPOEKTIB JOKYMEHTIB, CTBOPEHHX Y IalepoBiii
bopmi, opOpMIISIETHCA IIITXOM HPOCTABIEHHS Ha HHX rpuda MMOTroMKEHHS, SKHi
Bkitoyae B cebe cnoBo «IIOIO/DKEHO», HaliMeHyBaHHA mocagd OCOOH Ta
YCTaHOBH, 3 SIKOIO IIOTOIXKYETHCS NMPOEKT NOKYMEHTa, OCOOMCTHH MiAmMc, iHirian
iMeHI, Tpi3BHIIe i JaTy ab0 Ha3By HOKYMEHTa, IO MiATBEPIKYE MMOrOMKEHHS, HOro
naty i HoMep (1HAeKc), HalpuKIIam:

[TOI'OKEHO

I'onoea CTapo6inbChbkoi paifOHHOT
IepXaBHOI agMiHicTpaiil
JIyrancekoi obnacti

nigmuc, IHILITAJI ITPI3BUIIE
Jlata

ITOI'OJ’KEHO

ITpoToKoJ 3acigaHHs eKCIEePTHOI
KOMIiCii apXiBHOTO

BiIILTY paiifepxaaMiHicTpanii

JlaTa Ne
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61. I'pud mnoOromxeHHs CTAaBUTBCA HUXKYE IANNCY HAa OCTaHHIM CTOpPIHII
IPOEKTY JOKYMEHTA.

62. SIxmwo 3MICT JOKyMEHTa CTOCYEThCS OLIbIIE HiX TPbhOX YCTAaHOB,
CKJIaIa€ThCS apKyll ITOTOMKEHHS, PO IO pOOUTHCS BiAMITKA Y TOKYMEHTI Ha MicIi
rpuda NoroHKeHHS, HAPUKIIAM; | .

ApKyIlI TOTOXKEHHS TONAETHCA. ‘

63. ApKym norojxeHHs OQOPMIIIOETHCS Ha JHMIIBOBOMY Ta y pa3i morpebu
3BOPOTHOMY OOIli OZHOTO apKyllla 3a TaKo (GOPMOIO:

APKYII IMTOI'OIKEHHA

HasBa npoekTy nfokymMeHTa

HailiMeHyBaHHS nocaau MM AITHC Inimian ITPI3BUILIE

Jlata

64. 30BHIIIHE NOroMXeHHA y pa3i NoTpeOH, BH3HAUYEHOI 3aKOHONABCTBOM,
3MIACHIOETBCS B Takid IIOCHIOBHOCTI: YCTaHOBH OJHAKOBOTO piBHA Ta iHIII
yCTaHOBH; IPOMAJICHKi OpraHi3alii; opraHd, siKi 34iHCHIOIOTh E€pP>KaBHUI KOHTPOJIb B
IeBHi# cdepi; yCTAaHOBH BHUILIOTO PiBHS.

Bin6buTok neyaTku

65. Ha noxyMeHTax, IO 3acCBiAYYIOTH IIpaBa I'POMAJASH i IOPUANYHUX OCi0, Ha
Akux ikcyeTbest PakT BUTpadyaHHs KOIITIB i MPOBEJEHHS oleparliif 3 MaTepialbHUMH
IIiIHHOCTSAMH, MiANHAC IOCamoBOi (BIAMOBIAABHOI) OCOOH CKpIILUTIOETHECS IepOOBOIO
IIEYATKOIO paiIep kaaMiHicTparllii.

IMepemik IHIIMX JOOKYMEHTIB, MIiANHCH Ha SAKUX HEOOXiAHO CKpIILIIOBATH
repOOBOO IIeUaTKOI0, HaBEICHO Y AOAATKY 8.

66. BinbuTok nmedaTku, Ha SKii 3a3Ha4Y€HO HaitMeHyBaHHS pallOHHOI Jep)KaBHOI
amMimicTpanii abo il cTpykTypHOro miaposaiiy (6e3 300paxeHHs repba) y pasi
nOoTpeOHU CTaBUTHCS Ha KOIIAX MOKYMEHTIB Ta Ha PO3MHOXEHHX NPUMipHHUKaX
PO3MOPSIAINX JOKYMEHTIB.

BinmOMTOK NEeYaTKM CTaBHUTHCS TAaKUM YHMHOM, 100 BiH OXOIUIIOBaB OCTaHHI
KiJIbKa JIiTep HaliMeHYBaHHs IMOcagu 0co0H, sika Iianucana JOKyMEHT, ajie He IiJIic
I0CaZ0BOI 0co0H, 260 Ha OKPEMO BHIIIIEHOMY JUIS IIBOTO MicIli 3 BigMiTKor0 «MIDy».

67. B paiinepxaaMiHicTpalii repbOBOIO EYaTKOIO CKPIiILIIOIOTH IiAMUC T'OJIOBH,
IepINoro 3acTYMHHKAa TOJIOBH, 3aCTYIHHKIB TOJIOBH, KEpiBHHKAa amapary, IOJIOBH
KOMITeTy 3 KOHKYPCHHX TOPTiB amaparTy paiaepxaaMiHicTparii (3a HasBHOCTI).

68. BignosimaneHicTh 3a 30epiraHHs Ta NpaBUIbHE BUKOPHCTaHHSA IepOOBOI
HeYaTKu paiiiepkaJMiHicTpail MmoKIagaeTbcs Ha HadallbHUKA 3arajibHOro BTy

amapary.
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69. CTpyKTYpHI TiIpO3 iy anapaty paifepxaIMiHicTpalii BUKOPUCTOBYIOTh:

nevamiu (be3 300pasicenns 2epba):

1) 3aranpHM BiAALT anapaty — AJIA 3aCBiIYEHHs KONl TOKYMEHTIB BiJIOBiHO
1o wiel [HeTpyKuii Ta IHIIUX JOKYMEHTIB Y MEKaxX [IOBHOBa)KEHb;

2) BioAin ynpaBiiHHSA IEPCOHANIOM — JUISA 3acBiJYEHHS NOKYMEHTIB KaJpOBOIO
XapakTepy, fKi HiAMHCYIOTBCS HAa4YaIbHUKOM I[OTrO BiJAITY Y MeXaX KOMIETeHLil
(moBiaku mpo cTax pobotH, GiorpadiyHi JOBIAKY, THMYACOBI MEPEIYCTKH, 3aMUCH Y
TPYAOBif KHIOKII TOINO), Ta KOMii JOKYMEHTIB, BINNOBINHO A0 MYyHKTy 73
IHcTpyKIii;

3)Binmin ¢iHaHCOBO-rocnOAapchbkoro 3abesnedyeHHs — M 3aCBITYEHHA
JOKYMEHTIB (iHAaHCOBOI'O XapakTepy, sKi MiAMUCYIOThCS HavYadbHUKOM BiiIiTy —
TOJIOBHUM OyXralTepoM y Mexax KOMIIETEHII ], Ta KOmili JOKyMEeHTiB, BiJIIOBiAHO JIO .
nyukty 73 IHcTpyKuii;

4) TONIOBHUHM  cHemwiaicT 3 NUTaHp MoOwuIi3auiiHOi poboTu amapary
paiiiepxaAMiHicTpallii, Ha AKOro pO3MOPSIKEHHAM TOJIOBH paliiepkaaMiHicTpauii
IOKJIaZIeHO OOOB’SA3KM 3a0e3ledeHHs] PeXUMY CEKpEeTHOCTI ~ JJs 3acBiJYEHHS
JOKYMEHTIB y MeXKaX IMOBHOBaXK€Hb, Ta KOl JOKYMEHTIB, BilIOBIAHO 1O IMyHKTY 73
IHCTpYKIii.

wmamny: 3arajbHUM  BIIOiJ, CEKTOp KOHTpONIO, Biaminm ¢QiHaHCOBO-
rocroAapchKkoro 3abe3leyeHHs, TOJOBHHM CHeIiajlicT 3 IHTaHbp MOOLIi3aumiiHOL
poOOTH, Ha SAKOro PO3MOPSIKEHHAM TIOJIOBH paiifiepkaaMiHiCTpallii HOKJIaJeHo
000B’s3kM 3a0e3neyeHHs] PEeXHUMY CEKPEeTHOCTI — IUis peecTpauii JOKyMEHTIB,
3aCBIUEHHS KOIil JOKYMEHTIB Y MeXaX CBOiX IOBHOBaXKEHb.

BinmoBigansHicTs 3a 30epiraHHsA Ta NpaBWIbHE BHKOPUCTAHHS II€4aTOK 1
IITAMITIB MMOKJIAJA€ThCA Ha MPALiBHMKIB LUX CTPYKTYPHHX MiAPO3AITIB anapary
3riIHO 3 XXYPHAJIOM iX OOJIiKY Ta BUAaui.

TeuaTku, UITaMIIM TOBUHHI 30epiratucs y cefidax abo MetaneBux madax.

70. O6ix Ta BHHaya MEYATOK 1 WITaMIiB (iKCYeTbCS Yy XKypHali OONiKy Ta
BUAAYi [M€YAaTOK i INTaMIliB, SKHH HYMepYyeThCS, NMPOLIMBAETHCS Ta CKPIITIOETHCA
[IEYaTKOIO 3arajbHoOro Biaminy. BemenHs xypHamy oOJiiky Ta BUJadi Ne4aTok 1
IITaMIIiB 3AiHCHIOE 3araibHUM BIALIL

BigmiTka npo 3acBixyeHHs NanepoBUX Konii JOKyMeHTIB

71. PaiinepxanMiHicTpanis MoXe 3acBidyBaTH KOIIil JIMIIE THX JOKYMEHTIB,
IO CTBOPIOIOTHECA B Hilf, KpiM BUNaJAKIB CTBOPEHHS NanepoBHX KOIill elNeKTPOHHHX
JOKyMEHTIiB, LI0 HagiiuLTM dYepe3 CHCTEMY €JIEKTPOHHOI B3aEMOJii OpraHiB
BUKoHaByoi Biagy (mani — CEB), a Takox y BUNaaKax, epef0adyeHux UM IIyHKTOM.

V pasi miATOTOBKH JOKYMEHTIiB JUIs HaJaHHs OpraHaM CyHOBOI BIajM IiJ 4ac
BHDIIlIEHHs TMTaHb LIOAO0 MPHHHATTA rPOMalsiH Ha pobOTy, HaBUaHHS, 3aCBiAYEHHS
iX TpyHOOBHX, O KHTIIOBUX Ta IHIDMX T1paB Yy  B33a€MOBIJHOCHHAaxX 3
paiiiepxaaMiHiCTpaLi€lo, a TakoX Mg dYac (OpMyBaHHI OCODOBHX CIIpaB
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NpaliBHUKIB paiepkaaMiHICTpaLisi MOXe BUTOTOBIATH KOIil JOKYMEHTIB, BUAAHUX
iHIIMME ycTaHOBaMH (KOIIil AUIJIOMIB, CBiIOITB IIPO OJEP)KaHHA OCBITH TOILO).
Bigmitka «Komis» TpoCTaBlIsS€TbCs y BEPXHBOMY IIPaBOMY KyTi IepIuoi
CTOpIHKH IIallepOBOTO JOKYMEHTA.
IMopsimok CTBOpPEHHS ManepoBUX KOMill eMeKTPOHHUX JOKYMEHTIB BU3HAYAETHCS
[HCTpyKIi€to 3 AIIOBOACTBA B €JIEKTPOHHI#M GopMi. .

72. Hamie mipo 3acBiqdeHHS JOKyMEHTa Y ManepoBiit GopMi CKIIaJaeThes 13 CliB
«3rigHO 3 OpuriHaJIOM», HaliMEHyBaHHS NOCagd, OCOOHCTOro MIANHCY OCOOH, sKa
3acBiuye KOMilo, iHimiama I iMeHiI 1 Npi3BUIIA, AaTH 3acBigYeHHs Komii i
IPOCTAaBISETHCS HIDKYE PEKBI3UTY MOKyMeHTa «lliamucy, Hanpukiaz:

3rigHo 3 OpUTiHAIOM

IonoBHUi cnieniamicT

3arajbHOTO BiIALLY I IMTHC HIJAJITIPI3BHULLIE
BiIOMTOK IE€YaTKH 3arajlbHOTO BiAILTY

Jlata

73. Hammc mpo 3acBideHHs IIamepoBOi KOMii CKPIIUTIOEThCA IIeYaTKOo i3
3a3HaYeHHSIM Ha Hill HaliMeHyBaHHs BiJIOBIHOTO CTPYKTypHOro miapo3airy (6e3
300pakeHHs repba) y Mexax OBHOBaXKEHb.

74. Ha xomisx BUXiHMX JOKYMEHTIB y mamepoBiil ¢opMi 3a3Ha4daeThCcs Aara
migIMMCcaHHA JOKYMEHTa Ta WOro peecTpalidHHU{ iHAeKc, mocaga ocoOH, sKa
3acBigumMna Komiro, 11 OCOOMCTHM MIANHC, JaTa 3acBiAYE€HHA Ta BIZOWTOK NeYaTKH
3arajJpHOTrO BiIIiTy anapaTy, HalpuKIaz:

Hara, 1HIEKC

I'onoBa Iximian ITPI3BUILIE

3rigHo 3 opHUTiHATIOM
T'onoBHuMil cnemiamicT

3arajJpHOro BiIaity IITHC HILTAJITIPI3BULLE
BiIOMTOK Ie4aTKH 3arajbHOr0 BiIJALTy amapary
JHara

75. Ha xomifx BHXiZHHX MJOKYMEHTIB, IO 3aJIMINAlOTECd Yy CIpaBax
paiifepxaaMiHicTpanii, MOBUHHI OyTH OpWTIiHAaNBHI Bi3W NOCANOBUX OCi0, 3 AKUMH
BOHH HOTOJKEHI.

76. Korisg moKyMeHTa IOBUHHA BiJIIOBIIaTH OpUTiHAIY.
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BinmiTku npo cTBOpeHHsl, BAKOHAHHS JOKYMEHTA

77. IM’s Ta mpi3BHINE NpalliBHUKA, SKAA CTBOPUB JOKYMEHT, i HOMep Horo
ciry>x00BOro TeneoHy 3a3Ha4arOThCs B HIDKHBOMY JIIBOMY KYTi OCTaHHBOI CTOPiHKH
nanepoBoro JoKymeHTa, Hanpukian: Onena Ilerpenxo 78 23 29.

78. Ilicna 3aBepiieHHs poOOTH 3 JOKYMEHTOM IIPOCTABIIAETHCH BiOMITKa IIPO
Hioro BUKOHaHHSA, SKa CBLAYUTH IPO Te, IO poOOTy HaJ HOKYMEHTOM 3aBepIIeHO i
Horo MOXXHa JOJy9UTH [0 crpaBH. BimmiTka Moxe MicTUTH ciioBa «Jlo crpaBuy,
HOMep CIpaBH, MOCHJIAHHS Ha JaTy i peecTpauifHMi iHAEeKC IOKYMeHTa, SKHif
3aCBi{4y€e HOro BUKOHaHH:, HaliMeHYBaHHS IOCaay, MIAMUC i gaTy. SIKIo JOKYMEHT
He TMoTpedye MHCBMOBOi BiAMOBiAi, 3a3HAa4YalOTBCI KOPOTKI BIAOMOCTI PO
BUKOHaHHA. [ligmuc 1 pmary BiAMITKM @pOCTaBisf€ IpaliBHUK, SKUHA CTBOPHB
IOKYMeHT, a00 KepiBHHK CTPYKTYpPHOTO MiOPO3AUTy. 3a3HaueHHH peKBi3HT
NPOCTaBJIETECA BIl PYKH Y JIBOMY KYyTi HIDKHBOTO TMOJIS MEPLIOi CTOPIHKH,

HanpuKIam;:
Jo crpasu Ne 01-16 o cnipaBu Ne 05-19
AbGo

Jluct-Bignosiap Big 20.05.2018 INuTanHs BUpilIeHO ITO3UTHBHO IIif Yac
Ne 03-10/01/802 TenedOHHOI PO3MOBH

04.03.2018
nocaga manuc Ixinian ITPISBUILE nocaja niamuc Inimian ITPI3BUILE
21.05.2018 05.03.2018

Y paiigepxagMiHicTpallii Ipo BUKOHAaHHSA NOKYMEHTIB, sIKi NepeOyBarOTh Ha
00OB’SI3KOBOMY KOHTpPOJi Yy CEKTOpi KOHTPOJIO amapary, poOisTbCs MO3HAYKU B
eJIEKTPOHHIN peecTpallifHO-KOHTPOBHIN KapTIi.

79.BigMmiTka npo HaAXOMKEHHS HalepoBOro MAOKyMEeHTa OO paioHHOI
JepXaaMiHicTpallii POCTaBISIEThCSA 3a JOIMOMOTOI0 ITaMIla Ha JIMLBOBOMY IOJI Y
IpaBOMY KYTi HIDKHBOT'O ITOJIS IIEPIIOTo apKyllla OpUriHaly gokyMmeHTa. EneMenTamu
3a3HAYEHOr0 PEKBI3UTYy € HaiiMeHyBaHHs paiaepaAMiHicTpauii, peecTpaiuiiiHmii
ingekc, gata (y pasi moTpeOH roguHa i XBHIMHH) HaAXOMKeHHS JOKYMEHTa.

SIKIIO KOpeCIOHIEHIlisI He PO3KPUBAETHCS BIANOBIAHO O MyHKTY 151 miei
IHcTpyKuii, BiIMiTKa PO HAAXOMKEHHS NOKYMEHTa IIPOCTABIETHCA Ha KOHBEPTAX
(YynaxyBaHHSX).

Y pa3i HaaxomKeHHS 30pONIypOBaHMX AOKYMEHTIB pa3oM i3 CYIIPOBiIHHM
JIMCTOM BiJJMiTKa CTaBHTHCS Ha CYIPOBiAHOMY JIUCTI.

3anmuc npo Aep:kaBHY peecTpaliio
80. 3amuc npo mepkaBHY peecTpaiil0o pOOUTHCS IIOAO HOPMAaTUBHO-IPaBOBUX

aKTiB yCTaHOB BKJIIIOYCHHX [0 €HI/IHOI“O ,nepmaBHoro peecTpy HOPMaTHBHO-
IIpaBOBUX aKTIB.
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Y pa3i momaHHS HOPMAaTHBHO-IPAaBOBOI'O aKTa Ha JEp)KaBHY peECcTpaiiio y
nanepoBiii GopMi Ha mepuriii CTOpiHLI AN MPOCTABIEHHS BiAMITKH IIPO IEPXKABHY
peecTpanito moBuHHe OyTu BitbHe Micue (60 x 100 MimiMeTpiB) y BepXHBOMY
IpaBoOMY KyTi IIiCJIsI HOMepa aKTa 44 Ipu¢a 3aTBEpIKESHHS.

VY pa3i nojaHHf® HOpPMaTHBHO-IIPABOBOI'O akKTa Ha JEP)KaBHY peEECTpalliio B
eNIEKTPOHHIH (opMi 3aIUC PO Jep>KaBHY peecTpallilo He HAHOCHUThCA Ha JOKYMEHT,
a BHOCHUTBCS A0 pEeECTpallilfHO-MOHITOpHUHroBoi KapTku (mami — PMK), ta Moxe y
pasi noTpebu OyTH Bi3yani3oBaHHH 3aco0aMHU CHCTEMH €JIEKTPOHHOI'O IiJIOBOACTBA
i yac Bizyaltizauii JOKyMeEHTa.

CxJaieHHs IesIKHX BHAIB JOKYMEHTIB
Posnopsooicenns (naxkazu)

81. PosnopsmxeHHs (Haka3M) BHINAIOTBCSA SK pIMIEHHS OpraHizamiiHo-
PO3IOPSIAYOro YA HOPMAaTHUBHO-IIPABOBOIO XapaKTepy, AKi 3a 3MiCTOM YIpaBIiHCHKOL
Oii € 3 OCHOBHOI MIANBHOCTI, aAMiHICTPaTHBHO-TOCIIOAAPCBKUX ab0 KaapOBHX
[MATaHb.

82. Ilpoekt  posmopsmxeHb (Haka3iB) 3  OCHOBHOI  JisUIBHOCTI,
aIMiHICTPaTUBHO-TOCIIOAPCHKUX MHUTaHb TOTYIOTHCSA 1 MOJAIOTHCS CTPYKTYPHHMH
Hifpo3ainaMy paiifiepxaaMiHicTpanii, anapaTy 3a JOPYYEHHSIM TOJIOBH, IEPIIOTO
3acTylHHKA I'OJIOBH, 3aCTYIIHHUKIB FOJIOBH, KEPIBHUKA allapary paimepixagMiHicTparii
YH 32 BJIACHOIO iHII[iaTHBO¥O.

IIpoektu po3mopskeHb (Haka3iB) 3 KaJpOBHX MHTaHb (OCOOOBOIO CKIIAIY)
(mpo npuiHATTA Ha poOOTY, 3BiIIbHEHHS, HAOaHHS BIAIYCTKH, BiIpsIKEHHS TOIIO)
rOTy€ BINil YNpaBIiHHA IIEPCOHAJIOM amapaTy Ha IIiAcTaBi pimeHb (BKa3iBOK)
TOJIOBH, KepiBHUMKa amapary, JONOBiAHHMX 3alHMCOK KEpPIBHHUKIB CTPYKTYpHHX
HiIpo3AiNiB  paiiiepkagMiHicTpallii, KOHKYpCHHX JOKYMEHTIB (NIPOTOKONIB Ta
pillleHb KoMicii), 3asB MpaliBHUKIB, TPYAOBUX AOTOBOPIB Ta IHIIHX JOKYMEHTIB 3
ypaxyBaHHsM BUMOT PernameHnTy paiigep>xagminictpauii

83. IlpoexTtH po3nopsimxeHs (Hakas3iB) Ta JOAATKH OO HUX Y pasi iX MiAroToBKH
y mnamnepoBiii ¢opMi Bi3ylOTbCA Yy JHOBiALI MpPO IOTOJKEHHS BiANOBIAHO IO
PernameHTy paitaepxxaaMiHicTpauii.

Y pa3i HeoOXimHOCTI IpOBEeIEeHHS OLIHKH 3MICTY Ta MOLIJIBFHOCTI BHIaHHS
po3nOpsHKEHHS (HaKa3y) 34i1HCHIOETHCS 30BHIITHE TOTOMKEHHS IIPOEKTY TOKyMEHTa
3 IHIIMMH 3aiHTepeCOBaHUMH yCTaHOBaMH.

84. Bci mpoekTH aKTiB HOPMAaTUBHO-IIPAaBOBOTO XapakTepy, a TaKOX
pO3MOpsIKEHH (HAaKa3W) MiANAraloTh OOOB’S3KOBOMY Bi3yBaHHIO 3aBilyBadyeM
IOPUIMYIHOTO CEKTOPY amapary.
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85. Sxmo B MpolEeci IOTOKeHHsS OO IIPOEKTYy pPO3MOpSAMXeHHs (Hakasy)
BHOCSITHCS 3MiHHM, BiH IiIJIArae MOBTOPHOMY MOTODKEHHIO (Bi3yBaHHIO).

86. Hakasu (po3mopsmKeHHs) IMiAMHUCYIOThCS T'OJIOBOIO, @ TaKOX KepiBHUKOM
arnapary paﬁnepma,uMiHiCTpaui'i 3 MHUTaHb, IO HaJeXaTh O HOro KOMIEeTeHIi. Y
pasi BiICyTHOCTI BiAIOBIAHOTIO KepiBHMKAa HaKa3d (po3nop;m>1<eHHﬂ) 1 JITUCYIOTHCA
II0CaI0BOIO 0C00010, SIKa BUKOHYE HOro 060B'I3KH.

87. Po3mopsmkxeHHd, SKi € HOPMAaTHUBHO-TIPABOBUMH aKTaMH, HaOHUpaioTh
YHHHOCTI 3 JHs iX odimiiHoro omy06ikyBaHHS, SKIIO 1HIIONO HUIMHU HE BCTaHOBJIEHO,
aJie He paHimie IHA ix o¢iliitHOro omy6aiKyBaHHS.

88. PosnopsmkeHHs (Haka3) opOpMITIOETECS HA BiAMOBIAHOMY OnaHKy. 3MicCT
KOPOTKO BHKJIQJIa€ThCSI B 3aroJIOBKY, SIKUM MOYMHAaeThCs 3 mpuiiMeHHHKa «lIpo» 1
CKJIAJAEThCd 3a JOMOMOroro BimmiecniBHoro iMeHHuka («lIpo 3aTBepmkeHHI...»,
«Ipo BBenmeHHs...», «[Ipo cTBOpeHHs...») abo imeHHHKa («[Ipo mixcymku...», «IIpo
3aX0JH...»).

89. TexcT posmopsmxeHHs (HaKasy) 3 OCHOBHOI  MisBHOCTI Ta
aJIMiHICTPaTHBHO-TOCTIOAAPCHKHIX IHTaHb CKIIAAETHCS 3 MpeaMOyNnH i po3nopsadol
YaCTHHH.

90. V mpeamOyii 3a3Ha4aloThCA IifcTaBa, OOIpyHTyBaHHA ab0 MeTa BHIAHHS
pO3IOpsKEeHHS (HakKa3sy), siKa MOYHHaeThes ciioBaMu «Ha BUKOHaHHS», «3 METOIO»
TOIIO, MOXKe OyTH MOCHIIAHHS HA iHIOWH PO3MOpAIYUNA TOKYMEHT, Ha MiACTaBi SKOTO
BiH Bumaerbcd. KOHCTaTyloua 4YacTHHA PO3IOPSIKEHHS 3aKiHIYETBCS CIOBOM
«3000B’13y10» (OKUPHUM MIPUPTOM), HaKazy — «HaKa3ylo», IICHIA SKOTO CTaBHUThCS
IBOKpAIIKa.

91.Po3mopsiqya dYacTHHA TMOAUISETCS HA TIYHKTH 1 MIAIyHKTH, SKi
HyMEPYIOThCS apabChbKUMH LU(PpaMH, y KOXKHOMY 3 SKHX NOBHHHI OyTH 3a3HaueHi
opraHizaniiiHo-po3nopsa4ya His (3aTBepikeHHs abo BBeJEHHS B [0 iHCTPYKIi,
IOJIOXKEHHS TOIO) ab0 KOHKpeTHE 3aBHaHHsA (JOpydYeHHS) 13 CTPOKOM #oro
BHUKOHAHHSA Ta CTPYKTYPHI HiAPO3iaH — HOro BUKOHABII1, HAIIPUKIIAJ:

KEPiBHUKAM CTPYKTYPHHX ITi{pO3/ILIiB.

92. HekoHKpeTHi («IIPUCKOPUTHY, «IIOJIMIIMTHY», «aKTHBI3yBaTH», «3BEPHYTH
yBary» TOIO) Ta HEKOHTPONBHI («IOBECTH [0 BiIOMa», «O3HAHOMMTH» TOIIO)
IOpY4YeHHs B pO3NOPSDKEHHAX (HaKka3ax) He 3aCTOCOBYIOThCH.

93. ITicis HaOpaHHSA YMHHOCTI PO3MOPSKEHHSAM (HaKa3oM) BHECEHHS 3MiH JI0
HBOrO, BM3HaHHA #MOro TakWM, IO BTPATHB YHHHICTh, YXM HOro CKacyBaHHA
311MCHIOETHCA JIUILE IUISIXOM BHAAHHS HOBOTO PO3IOPSAAYOro JOKYMEHTA.
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94. PosmopsmkeHHs (Haka3), SKHM BHOCATHCS 3MiHH, OGQOPMIIOETHCA 3
ypaxXyBaHHSM TaKHX BUMOT:

1) 3aromoBok mounHaeTbes 3i cliB «[Ipo BHECEHHs 3MiH...» 13 3a3HaYEHHIM
OaTH, HOMepa, Ha3BH BUY PO3NOPSTIOro JOKYMEHTA, IO SIKOTO BHOCSTHCS 3MiHHY;

2) po3mopsAa4a YacTUHA MOYUHAETHCA 3 IYHKTY:

«1. BHecTH 3MiHH H0... :» Y pa3i BUKIaJeHHS 3MiH Y TEKCTi; .

«1. BHecTH 3MiHM JO..., IO JOAAIOTHCS» Y pa3i BUKIANEHHS 3MiH y BHIISLII
OKpEMOTr0o JOKYMEHTa,;

3) dopmymOOTECS 3MiHH Yy BHIVIIAI IIYHKTIB Ta MiJMyHKTiB pPO3NOPSAIOrO
XapaxTepy, HapUKJIaa:

«1. TIyHKT 2 BUKJIACTH B TaKii pefakuii:...»;

«2. IIyHKT 3 BUKJIIOUUTHY;

«1) ab3au qpyruii myHKTY 4 JOIMOBHUTH CJIOBaMH...»;

«2) y HiAmyHKTI 2 IyHKTY 7 cloBa «y pa3i ImOTpeOW» 3aMiHHTHU CJIOBOM
«BHUMAraethcs».

95.V pa3i BumaHHA pO3NOPSIKEHHS (Hakady) PO BHU3HAHHS TaKHM, IO
BTPaTUB YHHHICTh, a00 CKacyBaHHA IHIIOrO po3MOpsmKeHHS (Hakazy), Y
pO3MOpAYili YacTHHI 3a3HAYAE€THCSA IIYHKT, SKUH IOBUHEH IOYMHATHCH i3 CIIB
«BH3HaTH TaKHM, MO BTPATUB YMHHICTS,...» 260 «CKacyBaTH ...» BiAOBIIHO.

96. KoHTponb 3a BHUKOHAaHHSAM 3aBHaHb (JOpydeHb), 3a3HAUYEHUX Y
po3MopsmKeHH] (Hakasi), HOKJIaAaeThCsl HA CEKTOP KOHTPOJIIO anapary.

97. lns o3HalOMIIEHHS 3 PO3MOPSAIPKEHHAM (Haka3oM) yKjiafad rotye Ta Moiae
Ha PEECTpalliio pa3oM 3 MiJIUCAHUM PO3IOPIAYNM JOKYMEHTOM IEpeNiK YCTaHOB,
CTPYKTYPHHUX MiAPO3ALIIB, MOCANOBUX (CIy>XO0BHX) 0Ci0, SKMM HaJCUIAIOTHCS KOMil.

98. PosmopsmkeHHsA (Haka3W) 3 KaApoBHUX MNHTaHb (0coOOBOro CKiamy)
opOpMITIOIOTECSL Y BUIIAAI IHAMBiAyalbHUX (MICTHTBCS iHQOpMaLis PO OJHOIO
npaiiBHAKa (CIiBpoOGITHHKA)) 1 3BeieHUX (PO KiJIbKOX) — HE3aJIe)KHO Bif TOro, SKi
YIOPaBIiHCHKI pilieHHS MIOA0 HHUX npuiiMaoThes (MPUHHATTI Ha poboTy,
IpU3HAYeHHs Ha MMocajy, IepeBeieHHs Ha iHITy mocany (po6oTy), 3BUIBHEHHS TOILO).

99. 3MicT IHOUBIOyaNbHHUX pO3MOPAMKEHb (Haka3iB) 3 KaJpOBUX IUTaHb
(0coGoBOro ckjamy) CTHUCIO BHKIANAETbCA B 3arojioBKy, SKHH IOYMHAETHCS 3
npuiimenHuka «IIpo» 1  BigmiecnmiBHOro iMeHHMKa, Hampukian:  «lIpo
Npu3HadeHHs...», «[Ipo IpUHAHATTA...», a JUIA 3BeIcHAX XapaKTepHa y3aralbHEHICTb,
Hanpukna: «IIpo xagpoBi nuTaHH"», «IIpo 0cOOOBUI CKIam».

100. ¥ TekcTi po3nopsKeHb (Haka3iB) 3 KaApOBUX IMHUTaHb (0cOO0BOro CKiIamy),
K [IPaBHJIO, KOHCTaTyloya 4acTuHa (mpeaMOyia) He 3a3HAYa€ThCs, KPIM BUIAJKIB
IpH3HAYeHHs Ha mocaay abo 3BiNbHEHHS 3 MOcaau KepiBHUX MpalliBHHKIB OpraHOM
BHIIOrO piBHA ab0 3a iHIIOIO MPOLEAYPO0. Y TaKOMY pa3i B KOHCTATYIOUil JacTHHI
(npeamOy1i) HaBOAMTHCS IMOCHJIAHHA HAa BIAMOBIAHHM HOPMAaTHUBHO-IIPaBOBHH aKT
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OpraHy BHIIIOTO PiBHS y Takiff IOCIiZOBHOCTI: BHA aKTa, yCTaHOBa — aBTOp, JarTa,
HOMep, IOBHA Ha3Ba. ~

101. Posnopsiaya YacTHHA pO3MOpAIXEeHHS (HaKasy) 3 KaJpOBHX ITHTaHb
(ocoboBoro cknmaxy) MOYMHAETHCH, SAK IPABHIO, 3 AieciaoBa y ¢opmi iHdiniTHBY
«[IPUMHATH», «ITPU3HAYUTN», «ITEPEBECTW», «3BIJIbHUTI»,
«BIAPAINTH», «HAHATU», «OI'OJIOCHUTHU» Ttomo. JHami 3a3Ha4arOTHCS
BEIMKHMHK JTepaMH IIpi3BUINE TpAIliBHUKA, Ha SKOTO IONIHPIOETHCA s
PO3NOPSKEHHS (Haka3sy), i MaIMMH — Horo iM’st, mo 6aTHKOBI Ta TEKCT JOKYMEHTA.

VY KOXHOMY IMyHKTI po3nopsixeHHs (Haka3y) 3 KaApOBHX IHTaHb 3a3HAYA€THCS
mijcraBa g HOTO BUOAHHA.

Ilin yac o3HallOMIEHHA 3 pPO3MOPSXKEHHAM (HaKa3oM) ocobaMu, PO SAKi -
AZeThCs B HBOMY, Ha [IEPIIOMY IIPUMIpPHUKY JOKYMEHTa YU Ha CIel[ialIbHOMY OIaHKy
IPOCTaBIISAIOTHCS MiITUCH i3 3a3HAYEHHAM JIaTH 03HAHOMIICHHS.

VY posnopsmxeHHI (Hakasi) Ipo Ipu3HaueHHS abo 3BiJbHEHHS IIpalliBHHKA
3a3Ha4Ya€ThCs MTOBHA AaTa (YUCIIO, MiCslb, piK) GaKTUYHOTO HOro BUXOAY Ha poGOTy
(mpUnUHeHHs TPYAOBHUX BiJHOCHH), PO3MipH HOTro IOCaAOBOTO OKJIamy BiIIOBiZHO
JI0 IITaTHOTO PO3MHUCY, Ham0aBOK Ta JOILIAT.

102. V 3BeaeHHX pO3NOpsIKEHHAX (Haka3aX) 3 KaJpoBHX IHTaHb (0COGOBOrO
CKIIady) OO pO3MNOpAAYOi YaCTHHHU BKIFOYAETHCS iHGOpMAILA, IO PO3MIILYETHCA Y
Takifl MOCIIJOBHOCTI: NPUUHATTA Ha poOOTy (CiyxO0y), mepeBeNeHHs, 3BiIbHEHHS,
npi3BuIa ocié y MeXaX IyHKTIB po3MilIyIOThCS 3a aidasitoM. Ilpd upomy 10
OJIHOT'O 3BEJICHOT0 pO3IOpsKEHHS (Haka3y) He MOXKe BKIIIOUaTHCH iHpopMalis, sKa
3TiIHO 13 3aKOHOABCTBOM Ma€ Pi3Hi CTPOKH 36epiraHHs.

103. CrinbHe po3mopsmxeHHS (Haka3) YCTAHOB OJHOTO PiBHS OQOPMITIOETHCS
Ha YHUCTUX apKylax rnarnepy ¢opmaty A4 (210 x 297 minimerpiB). Jepxapuuii ['epo
Vkpainu mig 4ac oQOpMIEHHS TakUX HakKas3iB He BiATBOproeThcsa. HaiimMeHyBaHHS
YCTaHOB PO3MIIIYIOTECS Ha OJAHOMY PiBHI, a Ha3Ba BUAY MOKyMEHTa — IIOCEPEIUHi.
Hara crninbHOro po3nopsmkeHHs (Haka3y) MOBUHHA OYTH €IMHOIO, BiAIOBiJaTH AaTi
OCTaHHBOT'O IIJANHCY, a peecTpaliiHu{ IiHOEKC JOKYMEHTa CKIAJa€ThCAd 3
peecTpauifHUX 1HIEKCIB, SIKi IPOCTABISIOTHCSA 4Yepe3 MPaBOoOIYHY IOXHIY PHCKY B
IIOCNiAOBHOCTI MiANKMCaHHs JOKyMEHTa KepiBHUKaMHU YCTaHOB. Po3mnopsaya yacTHHa
MOYHHAETHCS 31 CJI0Ba «3000B’13yeMO» («HaKazyeMo» ). ITilnmucH KepiBHUKIB yCTaHOB
pO3TaIIOBYIOTECA HMDKYE TEKCTy Ha OINHOMY PpiBHI 1 CKpPIIUTIOIOTBCS TepOGOBHUMHU
IeYaTKaMH I[AX YCTaHOB. :

KimpkicTh IPUMIpPHHKIB CHIJIBHUX  PO3NOPAIKeHb (Haka3iB) IIOBHHHA
BIZIMOBiAaTH KITBKOCTI YCTAHOB, IO iX BHAAIOTE.

CoinpHi po3nopsAdl JOKYMEHTU YCTaHOB, YIOBHOBR)XXEHHX BHAABATH Pi3Hi 3a
(GbopMOI0 IOKyMEHTH, BUHAIOThCS y (OpMi pillleHHs, sSKe Ma€ MpaBOBY CHIY
PO3IOPAAYOro JOKYMEHTa, KOXHOI YCTaHOBH, IO MPHIMaE Iiei TOKYMeHT.

104. MexaHni3M NOJaHHS HOPMaTHBHO-NPAaBOBHX. aKTiB paifepkaaMiHicTpallii,
AKi BIATIOBIIHO 1O 3aKOHOAABCTBA IIiJUIATAlOTh Aep)kaBHiN peectpauii B ["oJ0BHOMY
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TEpUTOPiaIbHOMY YTIpaBiiHHI rocTHii y JlyraHcbki#i o6iacTi, BCTaHOBIIOETHCS
ITonoxeHHsM Npo AepiKaBHY peecTpallilo HOpMATUBHO-TIPaBOBUX aKTiB MiHICTEpCTB,
IHIOMX OpraHiB BUKOHABYOi BIaJHy, 3aTBepKeHUM NocTaHoBor KabineTy MiHicTpiB
VYxpainu Big 28.12.1992 Ne 731, Ta nopsiikoM NogaHHs HOPMAaTHBHO-IIPABOBUX aKTiB
Ha JIep)KaBHY peecTpallito, BU3HaueHUM MiH I0CTOM.

105. PosnopsamkeHHs (Haka3d) HyMEpPYIOThCS y IOPSAKY 1X BHAAHHSA Y Mexax
KaJIeHAapHOIO POKY: 3 OCHOBHOI HisJIBHOCTI, aJMiHiCTPaTMBHO-TOCIIOAAPCHKHX Ta
KaJpoBUX IMUTaHb (0COO0BOI0O CKJIaZy) OKPEMO.

106. Komii posnopsmkeHp (Haka3iB) 3aCBIAYYIOThCS 3arajlbHAM BiJIiJIOM 4YH
BiAZIIJIOM YIpPaBIiHHS IEPCOHAJIOM i HAJCHIAIOTHCH 3aiHTEPECOBAHMM YCTaHOBAM,
nocafioBUM ocobaM, IpalliBHHKaM y eJeKTpoHHiH ¢opMi. ¥V pasi HeoOXimHoCTi
HaJCHJIaHHs KOIii pOo3Mopsa4oro JOKyMeHTa YCTaHOBI, fka He € yuacHukoM CEB, i
HaJICWIA€ThCA KOMis y mamepoBiif ¢opMi. ¥ TakoMy BHIIAIKy CKIAJa€ThCs CIMCOK
PO3CHIIKH (JIMILIE IOAO TUX YCTAHOB, SIKMM HaJICWJIAEThCS y MaInepoBiit ¢opmi), 1o
HiAIHCY€ETHCA MPaliBHUKOM, KU HOro CKias.

IlIpomoxonu

107. V mnporokonax ¢ikcyerbes iHGopMalliss Mpo XiI BeleHHS 3acijaHb,
OPUMHATTA B paliiepKaaMiHICTpallil pillleHb KOMICiIMH, KOJIETiIMH, IOpaTIMMH
opraHaMi, poOOYHMMHU IpynaMu ToIIo. [IpOTOKON CKIIamaeThCsl Ha MiJCTaBi 3alMCiB,
3pobneHnx O6e3rnocepeHbO i Yac 3acifjaHb, MOJAHHUX TEKCTIB Ta Te3 MOIOBinei i
BUCTYIIiB, JOBiIOK, IPOEKTIB pillleHb TOIIO.

108. IlpoTokonm MOXYTh CKIajaTHCS B TOBHiIH ab6o crtucniii dopmi. VY
IPOTOKOJIaX, CKJIaJACHUX Y CTUCIINA PopMi, QiKCYIOTHCS JIHILE IPUHHATI pillieHHs 6e3
X0y OOrOBOpEHHS ITUTaHb.

109. IIpoTokon 0¢pOopMITIOETECS Ha 3arajJbHOMY OJIaHKY.

110. JlaTtor0o mpoTOKONy € pdara MpoBeAeHHs 3aciiaHHsa. Ko 3acimaHHA
TPUBAJIO KiJIbKa [THiB, Yepe3 THpe 3a3HAYalOThCs IePIHiA i OCTaHHi# IeHb 3aciJaHHs.

111. Homep (iHZekc) MpOTOKONY MOBHHEH BiAMOBIJATH MOPSAAKOBOMY HOMEDY
3acizaHHsa. HyMmepaliis IpoTOKOJIiB BEAETHCS B MEXaX KaJIeHIApHOTO POKY OKpEMO 3a
KOXXHOIO T'PYIIOI0 IIPOTOKOJIIB 3acilaHHSA BiANIOBIIHOI KOMIcCii, Kojerii, mopagdoro
opraHy, po60o40i rpyIu Touio.

112. V¥ pekBi3uTi «Miclie 3aCifaHH» 3a3HAYA€THCSA Ha3Ba HACEJICHOIO IyHKTY, B
SAKOMY BifOyJocst 3aciiaHHsI.

113. KopoTkmii 3MIiCT OO TEKCTy IPOTOKONY IIOBHHEH BiZOOpaxaTH BHUI
3acizaHHs (Hapaza, 306opu, koH(epeHIis Tomo) abo KojerialbHOI MisUIBHOCTI
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(xoMicid, pana, KoJyeris, Joparuuil opraH, poboya rpymna TOIIO) i BKIIOYATH HA3BY
BUY JOKYMEHTA. :

114. TexcT NpPOTOKOIIy CKIIaAa€ThCS 3 BCTYITHOI Ta OCHOBHOI YaCTHH.

115. ¥V BcTynHIN 4acTHHI IPOTOKONY 3a3HA4YalOThCs Mpi3BHINA Ta iHimian iMeni
royloBH ab0 roNOBYIOYOTr0, CEKPETAps], 3alPOILIeHHX, @ TAKOX MPUCYTHIX 0Ci0.

VY CHHCKy NpHCYTHIX 3a3HA4aloThCs B al(aBiTHOMY MOPSAAKY CIOYATKY
Npi3BHINA Ta iHilliaJ iMeHi NPHCYTHIX IOCTIMHHX YIIEHIB KOJETiaIbHOTO OpraHy,
TOTIM — 3alpOIIEeHHX OCi0 i3 3a3HaYeHHAM MOcai Ta y pasi moTpebu HaliMeHyBaHHA
YCTaHOB. SIKIO KiNBbKICTh NPUCYTHIX IMepeBHInye 15 0cib, 3a3HayaeThes IX 3arajibHa
KUIBKICTB 3 IOCHIIAHHAM Ha CIMCOK, IO JOJAETHCS A0 MPOTOKOIY. '

BerynHa yacTHHa BKIIIOYa€ MOPANOK AEHHUN — MEpelliK MUTaHb, 3allIaHOBaHUX
10 po3MIAMy Ha 3aciflaHHi, IO PO3MIILIEHi Y MOPAAKY 1X 3HAYYIIOCTI i3 3a3HaYEHHIM
IONOBiAa4a 3 KOXHOro nutaHHs. IIopsIok meHHW HaeThCS HAMpPHKIHI BCTYIHOI
JaCTHHHU.

CnoBa «Ilopsaok neHHUW» IOPYKYIOTBCS Biff MeXi JIIBOro IO, INCIS HHUX
CTaBUThCA JBOKpamka. KoxHe NHTaHHA HyMepyeTbcs apaOChkuMu ImbpaMu i
OpyKyeTbes 3 ab3aryy. @opMyBaHHS MUTaHb y IMOPAAKY OEHHOMY ITOYHMHAETHCH 3
npuiiMeHHuKa «ITpoy.

116. OcHOBHa dYacTWHa IPOTOKOJY CKJIQHAE€ThCA 3 PpO3AUIB, AKi IOBHHHI
BIAMOBIATA IIyHKTaM MOPSAAKY IEHHOro. Po3minu HyMepyroTbes apabChKUMM
mudpamu i OynmyroThes 3a Takow cxemow: CIIYXAJIM - BUCTYIIMIN -
BUPIIIWIM (YXBAJIWIN, ITOCTAHOBUJIN).

3a3HadyeHl CJIoBa JPYKYIOThCS BENHKHMH JliTepaMH Oe3 BIACTYIy Bim Mexi
niBoro nosis. ITicis ciaiB cTaBUTHCS IBOKparKa.

117. Thicns cnoBa «CIIYXAJIM» 3a3Haua€ThCAd TEKCT BHUCTYIy OCHOBHOIO
noroBigada. IIpi3Buie Ta iHiiaM iMeHi KOXHOTO AOIMOBilaya APYKYIOTHCS 3 HOBOTO
psagka. TekcT BUCTYITy BUKIJIAIA€ThCA Y TPETiid 0c001 OTHUHH.

118. Texcty abo Te3u MONOBIAl Ta BUCTYIIB, 0QOpMIIEHi K OKpeMi JOKyMEHTH,
IO TEKCTy HpPOTOKONYy He BKIIOYalOThesa. [licis BigoMocteill Mpo JOIOBijaua
CTaBUTbCS THpe 1 3a3HauaeTbesA: «TekcT MOomoBimi (BUCTYIy) HMOHAETBCA O
IPOTOKOIY.

119. Iicnsa cnoBa « BUCTYITUIIN» iKCylOTbCS BUCTYNH THX OCi0, 1110 B3sIIH
yyacTb B OOroBopeHHi [xomoBifi. Buctynu o¢opMIIOIOTECS Yy TPOTOKOML 13
3a3HaYEHHSAM HaiiMeHyBaHHS IOcaj, Ipi3BHINA Ta IHilial iMeHi IPOMOBIIB Y
HA3UBHOMY BiJIMiHKY, a TaKOX 3 BUKJIaJeHHSIM 3MICTy IIUTaHHSA Ta BIiAMOBifell Ha
HBOro. 3MiCT BUCTYIIiB BHKJIaJIa€THCS BiJ TPETHOI OCOOH OTHUHH.

120. ITicna cmoBa «BUPILLIWIN» («YXBAJIAIN», «[TOCTAHOBUJIN»)
¢ikcyeTbcsl NpUHHATE pIllIEHHS 3 PO3IMVISHYTOrO MHUTAaHHA MOPSAAKY HSHHOTO, SKe
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NOBUHHE OyTHM KOHKPETHHM 1 BKJIIOYATH CKJIAaJOBi, IO BiANOBiZalOTh Ha TakKi
HOUTAHHS: KOMY?, IO 3poOUTH? i B AKMIA CTPOK?

PimeHns, mo MIiCTATh KiJIbKa NHUTaHb, MOAUIAIOTh HA MyHKTH 1 MiJIyHKTH, SKI
HyMepyloTbcsa apabcbkumu 1mdpamu. IliAnyHKTH HyMepyroThcs LUbpaMH 3
Iy KKOIO.

121. SIxuio Ha 3acitaHHi MPUHAMAETHCS PIIIEHHS PO 3aTBEPIKEHHS TOKYMEHTa,
AKMii OOroBOpIOBaBCS Ha 3aciiaHHi, BIH JAOHAEThCSI A0 NPOTOKONY 1 B HBOMY
POGUTECS IOCUIIAHHS Ha HOMEp 1 JaTy NIPOTOKONY. 3a HassBHOCTI iHINMX XOKyMEHTIB,
0 po3riAjaiucid Ha 3aciflaHHi Ta (pakT oOroBopeHHs AKMX 3a)iKCOBAHO Yy TEKCTi
IPOTOKOJIY, BOHU HyMepyIOTbcs apabcekumu udpamu (Homarox 1, Jlomarok 2), Ha
SIKi Y BiIIIOBIAHUX IIyHKTaX IPOTOKOIy POOUTECS OCHIIAHHS. ‘

PekBizut «BigMiTKa npo HasBHICTh AOAATKiB» HANPUKIHII TEKCTY MPOTOKOIY
He 3a3Ha9a€ThCA.

122. IIpoTokon miAnucyeThcsl TONOBYIOYMM Ha 3acifjaHHi Ta cekperapeM abo B
iHIIOMY TOpAAKY, BHU3HaueHoMmy IlonmoxxeHHAM 1mpo koderito CrapoGinbChbKOl
paiioHHO1 JiepkaBHOI aaMiHicTpanii JlyraHcbkoi obnacTti ab0 1HIIUMH aKTaMH.

123. TTanepoBi Komii IpOTOKOJiB a00 BUTATH 3 HHUX 3aCBiAYYIOTHCS NEYaTKOIO
3arajbHOr0 BiJJAUTY amapary i HaJCUIAlOThCA y pa3i MmoTpeOH 3aiHTepecOBaHHM
yCTaHOBaM, IIOCaJOBUM ocobaMm, mnpariBHUKaMm. CIHCOK pPO3CHJIKH CKIafae i
HiANHUCy€e ceKpeTap.

Cnyacbo8i nucmu

124. Cnyx00Bi NHCTH CKIagalOThCI 3 MeTor 0OMiHy iHQopMalielo Mix
yCTAHOBaMK SK BiJMOBiJi Ha BHKOHAaHHsS 3aBJaHb, BU3HAUEHUX B aKTaX OpraHiB
IepXXaBHOI BJIaJH, AOPYYEHHSX BHUIIUX IOCAJOBHUX OcCi0, Ha 3amuTH, 3BEpPHEHHS,
KopecrnoHAeHiil0 BepxoBHoi Pagm VYkpaiHu, AOpydeHb YCTaHOB BHILOIO piBHS,
3alIUTH IHIIMX YCTAHOB, 3BEPHEHHS I'POMAJISH, 3allUTH Ha iHpOpMalliio, a TaKoXK 5K
iHII[iaTHBHI Ta CYyNPOBiIHi JHCTH.

125. V pa3i HasBHOCTi IMiACTaB, SKi BH3HAIOTHCS OOIPYHTOBaHHMH IS
CTBOpEHHSI YCTaHOBOIO JOKYMEHTiB Yy TamepoBiii ¢opmi, ciayx060BHH JHCT
ohOpMJIIIOETHCS Y TanepoBiit GopMi Ha creniaTpHOMY Ui JHCTiB OJaHKy opMary
A4 (210 x 297 miniMeTpiB).

126. JIuctT Mae Taki peKBi3HTH: JaTa, peecTpaliMHMI iHAEKC, MOCHIAHHSA Ha
peecTpauiiiHuii iHAeKC 1 JaTy JOKyMEHTa, Ha SKUHA AaeThCs BiJNOBiAb, agpecart,
3aroJIOBOK 0 TeKCTy (BiANOBilac Ha IMUTaHHS «IpPO ILO?»), TEKCT (OCHOBHMIA
PEKBI3UT), BiAMiTKa MpO HAasBHICTH JOAATKIB (y pa3i moTpebu), MiAmnuc, BiAMITKa PO
BHKOHABIIA.

127. Jatoro nUCTa € AaTa peecTpallii BUXiZHOI KOpPEeCIIOHAEHII] y 3aralbHOMY
BIIOLI.
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128. Sk mpaBuiio, y JIUCTi NOPYLILy€THCSA OJHE MUTAaHHS.

129. TekcT nKcTa BUKJIANAETHCA Bill ITEPIIOi 0COOM MHOKHHU 3 BUKOPUCTAHHIM
CIIiB: «IIPOCHMO MOBiJJOMHUTH...», «IIOBiIOMIIIEMOY», a0 BiJ TPeTHOi 0COOH OJHUHH —
«paiimepxkamMiHICTpallis BBaXXae 3a AOIIbHE» TOIIO. | .

SIkmo nMcT ckiageHo Ha ONaHKy mocaloBOi O0COOH, TEKCT BUKIANAETHCS BiJ
IepIIoi 0COOM ONHIHY — IPOIIY...», KIPOIOHYIO...».

130. Cy60Bi JIUCTH i AMUCYIOTHCS BIANOBINHO 10 MyHKTY 48 wiei [HcTpyKii.
I'ep60BOIO IEYAaTKOO 3aCBiAIYIOTHCS JIHIIE IapaHTiiHI JIUCTH.

131. CnyxO6oBwuit ucT y manepoBii ¢opMi Bi3ye aBTOp IOKYMEHTa, KEPiBHUK
CTPYKTYPHOTO Mipo3AiLy paiiiepxaaMiHicTpamii, B SKOMy HOro CTBOpPEHO, y pasi
noTpeOH (AKILO B JTUCTI MOPYIIYIOTHCS BaXJIMBI Ta MPUHIUIIOBI MUTAHHA) KEPiBHUKU
iHIIMX 3aiHTEPECOBAHUX CTPYKTYPHUX IMiAPO3/iJIiB, @ TAKOXX 3aCTYITHUK TOJIOBH, SKHIA
KOOpIOUHYE poOOTy Migpo3aiTy, B IKOMY ITiATOTOBJIEHO JIUCT.

Jlucti, sKi mmiAmHCye TrOJIOBa, IOTPeOyroTh 00O0B’SI3KOBOrO0 Bi3yBaHHS:
3aCTYIIHHKOM TOJIOBH BiJIOBIZHO IO PO3NOAiTY (YHKLIIOHATBHHX OOOB’S3KIB, Ta
BiJUILTy KOHTPOJIIO amapary (SKIHO JIUCT € BiANOBIANIO Ha KOHTPOJBHHI JOKYMEHT),
CMiBpOGITHIKOM 3arajJibHOTO BiIJIITy Y Me)Xax [IOBHOBa)KEHb.

Lokymenmu 00 3acioane KonezianvHux op2anie

132. IligrotoBka Ta oGOpMIEHHS IOKYMEHTIB AO 3aciaHb: KOJeTiaIbHHX

OpraHiB 3I1iACHIOIOTBCS 3 METOIO opraisauiifHoro 3abe3nevYeH s
paiinepxaaMiHicTpariii.
133. Koneris paiigepxaaMiHicTpanii (maji — KOJeris) CTBOPIOETHCS UIs

BUKOHAHHS IIOBHOBaXkeHb, IepenbadeHHX THIOBUM MONOXEHHAM IPO KOJETio
MiHICTEpPCTBa, IHIIOrO IEHTPAJIBHOTO OpraHy BHKOHABYOI BIaAd 1 MiCIEeBOL
IepkaBHOI aaMiHicTparii, 3aTBep/keHIM nocrtaHoBoro Kabinery MiHicTpiB YkpaiHu
Big 02.10.2003 Ne 1569.

134. 3aciganns koserii pafaep)kagMiHicTpalii HPOBOAATHCSA BIANOBIAHO O
ITonoxeHHs, 3aTBEPIKEHOT0 PO3MOPSAIKEHHIM FOJIOBHU.

Lokymenmu npo caysxc6o8i 8i0pA0*CEHHA

135. Ciyx60Bi BiapsmKkeHHs INpalliBHUKIB NependajqaroThes y IUIaHi poOoTH
paiinepxaamMiHicTpanii Ta odopmiroroThCcs 3rigHO 3 IHCTpyKmi€eto mpo ciyx60Bi
BIAPAIKEHHS B MeXaxXx YKpaiHM Ta 3a KOPIOH, 3aTBEpIUKEHOI HaKa3oM
MinictepctBa dinanciB Ykpainu Bix 13.03.1998 Ne 59, 3apeectpoBanuM B MiH 10CTi
31.03.1998 3a Ne 218/2658. -
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136. V pa3i BUHUKHEHHS NMOTpeOU y HampaBlIeHHI MPaliBHUKA Y BiApsSDKEHH,
He nepenbaveHe IIaHOM poGOTH paiiiepaaMiHicTparlii Ta sike BifAOyBaeThCs He Ha
MiJCTaBi JHUCTa, PaKCOrpaMu, TelerpaMy TOLIO BUINECTOSIIOrO OpraHy, KEpiBHHKOM
CTPYKTYPHOTO ni,upo3niny, B SKOMY BiH MpalllO€, TOTYEThCSA JOMOBiJHA 3aIKMcKa Ha
iM’s rooBH, KeplBHHKa amapary, B sKiil 3a3Ha4a€ThCs PO Te, KyAH, Ha AKHUM CTPOK,
3 SIKOI0 METOIO BiIPSIKAETHCS MPALliBHHK.

JlomoBinHa 3amucka pa3oM 3 IIPOEKTOM pO31’IOp$I,Z[)KeHH5[ (nakazy) mpo
Bips/DKEHHs, OOPMIIEHOTrO B YCTaHOBJICHOMY HMOPAAKY, MEPeNacThCs aapecary, sK
IpaBHJIO, HE Mi3HilE HiX 33 TpU JOOU JO MMOYATKY BiApsIKEHHS.

137. Peectpanis BIApAIKEHb BeIEeThCS 32 (GOPMOIO, K4 BH3HAYEHA OKPEMHM.
HOpMaTHBHO-IIPABOBHM aKTOM.

138. Ilicns moBepHEHHs 3 BiAPSIPKEHHS NPaIiBHHK BiJHNOBIAHO OO IMOPSAIKY,
BH3HAYCHOT'O HAaKa30M, Y TPUJCHHUI CTPOK roTy€e MUCHMOBHH 3BiT PO BiApsKEHHS
(BUKOHAHHS 3aBJAaHHSA), a TaKOX IIOJa€ 3BIiT NPO BHKOPHUCTAHHA KOIUTIB Y CTPOKH,
BU3HA4Y€Hi 3aKOHOJaBCTBOM.

3BiTH MIANHCYIOThCS TPALIBHUKOM. SKHUH TmepeOyBaB y BiAps/OKEHHI, Ta
NEepeflaloThCsl B amapar — BigAiny (iHaHCOBO-TOCHMOAAPCHKOro 3ale3rnedyeHHs
ariaparty, CTpyKTYpHHUX MIAPO3iNax — OyXraaTepchKy CIyxoy.

ITI. OpraHizauis 10OKyMeHT000iry Ta BUKOHAHHSA OKYMEHTIB
Bumorn moao panionanizauii 10KymMeHTO0GIry

139. lokyMeHTH, CTBOpeHi y nanepoBiit popMi, IpoXoasiTh i ONpanboBYIOTECS B
paiinepxaaMiHiCTpalii Ha €JUHUX OpraHi3alifHHUX Ta MPaBOBUX 3acajfax opraHizarfil
IOKYMEHTOO0IIy i3 JOKYMEHTaMH, CTBOPEHHMH B €JIeKTPOHHii (OpMi, BU3HAYECHHX
IHCTpyKIi€lo 3 NiMOBOACTBA B eNeKTpOHHIN (opMi. Y pasi HasgBHOCTI MmiAcTaB, sKi
BU3HAIOTHCSI OOIPYHTOBAaHUMM JJIS CTBOPEHHS YCTaHOBOKO JAOKYMEHTIB y IIanepoBiii
¢dopMi, 3aCTOCOBYIOTBbCA 3acalld OpraHizalii JOKyMeHTOOOiry, BHM3HaYeHi Ii€ro
IHCTpYyKIIi€rO.

140. EdexTuBHa opraHizaris JOKyMeHT000Iry nepeabavac:

1) npoxomkxeHHs JOKyMEHTIB B paiiiepxxaqMiHicTpallii HAHKOPOTIIMM IILIAXOM;

2) cKOpo4YeHHs KiIbKOCTI iHCTaHUINH MPOXOMKEHHS NOKYMEHTIB (30Kpema, i
Yyac MOTOJKEHH );

3) yHUKHEHHs AyOJeTHHUX omepalliit mix yac po60Tn 3 IOKyMEHTaMH,

4) neHtpanizauilo (3MiiCHEHHS ONHOTHUIIHHUX OIepaliii 3 IOKyMEHTaMH B
OHOMY Micii);

5) yCyHeHHs pydYHHUX PYTHHHHUX Ollepalliif, IKi MO’XHA aBTOMAaTH3yBAaTH.
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IIpuiiMmaHHs Ta NepBHHHE ONPANIOBAHHA JOKYMEHTIB,
IO HAAXOANTH [0 paiifep:kagMinicrpamii

141. JocraBka JOKYMEHTIB paiiaepxanMiHicTpanil 3aificHioeTscs depe3 CEB, a
TAKOXX 3 BHKOPUCTAaHHIM 3aco0iB IOIITOBOrO 3B’A3KYy Ta KYP €PCBHKOIO CIIyX00Io,
SIKHMH JTOCTaBJISIETBCS ITUCbMOBA KOPECIIOHJEHLISA Y pa3i HasIBHOCTI MiACTaB, fAKi
BU3HAIOTECA OOIPYHTOBAaHHMH IJI CTBOPEHHsS JOKyMEHTiB y mameposiii dopmi,
TIOLITOBI KapTKu, OaHaepoi, ApiOHi MakeTH i MepioguyHi APYKOBaHiI BUJAHHS.

CrnenianpHa (ypsaoBa) Kopecnon,ueHum JIOCTaBIISIETBCA  (elb]]’ ErepChKOor0
cinyx00t10.

142. Yci moxyMeHTH, IO HagXOASTh A0 paiiepkaaMiHicTpauii, NpUAMaIOTbCS
LEHTpaJi30BaHO 3aralbHUM BiAALIOM amapary 6e3 mpaBa JeneryBaHHS BiZMOBiTHOL
GYHKIIT IHIIAM CTPYKTYPHHM IAPO3JLJIaM arapary.

Y 3arajpHOMY BiAfini amapaty pO3KpUBAaIOTBCS BCi KOHBEPTH, KpiM THX, IO
MaloTh HAlUC «OCOOHCTO». Y TakOMy BHIIAQAKY peecTpauliiHHN IHIOeKC Ta nara
peecTpallii HAaHOCATHCS Ha KOHBEPT.

PekoMeHIOBaHa, CIeliajibHa Ta KOPECIOHIEHI[S 3 OTOJIOMIEHOK I[iHHICTIO
NpUMMAaEThCA i PO3NUCKY B XKYpHali, peecTpi abo MoBiOMIIEHHI IIPO BpyUYEHHS.

143. Y pa3i HagxomKeHHS KopecmoHAeHHii 3 BiaMiTkor «TepMmiHOBO»
¢ikcyeThCs He JIMIIe 1aTa, a TOAUHU Ta XBUJIUHHU JIOCTAaBKH.

Y pa3i BIACYTHOCTI CHCTEMH €JEKTPOHHOTO MAUIOBOJACTBa AOKYMEHTH, IO
Hamiinuomm 4epes CEB, napykyrootecs #  0oQOpPMIIIOIOTBCS SK MAnepoBa KOIMif
eIEKTPOHHOTO OpHTiHATy, Ta y BEpPXHROMY IIpaBOMY KyTi IIE€pIIOro apKylua
IPOCTaBIEThCA ITaMI «3rigHO 3 opuriHaiom» 3 npoctaBleHHAM «CEB» Han
peecTpaliifHUM IITaMIIOM.

144. KonBepTu 30epiraroThCs i JOJAIOTHCS A0 HOKYMEHTIB, KOJIU JIHIIE 32 HUMHU
MOXXHAa BCTAaHOBUTH aJpecy BiANpaBHHUKA, 4Yac BIAIpaBlIe€HHA Ta OJEpXKaHHA
OOKyMeHTa a0o0 y HBOMY BIiACYTHI OKpeMi [JOKYMEHTH HYH BCTaHOBJIEHO
HEBiAMOBiAHICTE HOMEPiB JOKYMEHTIB HOMepaM, 3a3Ha4eHUM Ha KOHBEPTi, a TaKOX
aJIpecHi APJIUKU PEeKOMEHIOBaHIUX KOHBEPTIB i TaKeTiB.

V pasi BiICYTHOCTi AOJATKiB, 3a3HaYEHUX y JOKYMEHTi, a00 OKpeMHX apKyIlliB,
a TakoXX MOMIIOK B 0OpPMIIEHHI JOKYMEHTa, II0 YHEMOXXJIUBIIIOE HOro BUKOHaHHS
(BiACYTHICTB nmnncy, BIAOUTKY MedyaTky, rpudy 3aTBEPIDKEHHS TOMIO), JOKYMEHT HeE
peecTpyeTbCss | BiANPaBHUKY HAACHIAETBCS IIMCBMOBHMH 3amuT abo oMy
TIOBiIOMIISETHCA TPO 1ie TenedoHoM. IIpH oMy Ha JOKYMEHTi poGUTHCS BiANIOBiqHA
BiZIMiTKa i3 3a3Ha4YEeHHSM JaTH 3amuTy (PO3MOBH Telie)OHOM), ITOCaay Ta IMpi3BUILA
ocobu, sKid 3poOJIeHO 3amuT, MIANMHCY, iHidiadxy iMeHi Ta mHpi3BUOIa ocobH, IO
3OiIMCHMIA 3aMUT.

Y pa3si MOLIKOKEHHS KOHBEPTa POOUTHCS BiAMOBiAHA BiMITKA y IOIITOBOMY
peecTpi.

Y pasi BiACYTHOCTi, HELUTCHOCTI BKJaJ€eHb BHACHIJOK IOIIKOMKEHHS
KOHBEPTA, YHAKyBaHHS, IO IPHU3BENI0O A0 HEMOXJIMBOCTI INPOYHUTAHHSA TEKCTY
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JOKYMEHTa, CKJIaJa€ThCs aKT Yy [BOX INPUMIPHHKaxX, OJUH 3 SKHUX HaJCHUIAETHCS
KOPECIIOHIEHTY, a iHIIui 30epiracTbes y 3arajibHOMY BIIJ1UII amapary.

145. JIoKyMeHT ©OBEpTa€eThCcs BiANpaBHUKY 0Oe3 po3risay y pasi ioro
HaJIXO/DKEHHS He 3a aJpecoro, OTPUMaHHS ManepoBOr0 NpPUMipHHKAa JOKYMEHTA,
SIKHi BXe HaJifIIoB y elNeKTpoHHi# popmi uepes CEB, abo moKyMeHTa y Ianepasiit
¢dopMi Oe3 HasIBHUX Ha Te MiJICTaB, SIKi BU3HAIOTHCS OOIPYHTOBAaHHUMH IS ITHOTO.

146. YV pasi opepxaHHA (AaKCHMIIBHOTO TIIOBiIOMIIEHHS [OKYMEHT He
PEECTPYETRCSL.

ITonepenniii po3risig 1OKyMeHTIB

147. Bcei BXiAHI JOKyMEHTH, aJpecoBaHi paiiepkaaMiHicTpamii, IiaIararoTh
[IONepeqHFOMY PO3IIISIAY B 3arajlbHOMY BIAJAUIL anapary, SKUH IiCHs I[bOro Iepenae
Ha MePBUHHUHN PO3TIIAA:

1) ronosi abo ocobi, MO BUKOHYE HOro 0060B’A3KH, — JOKYMEHTH, 10 HaIiHILITH
Bin Cexperapiary KabGinery MinictpiB VYkpainu, BepxoBHoi Pamu Vkpainm,
Anminictpanii IIpe3unenta YkpaiHu, 3BepHEHHS HApOJHUX JIEMYTATiB Ta JOPYy4YCHHS
(JIUCTH) YCTAaHOB BHILOTO PiBHS,

2) nmepiioMy 3aCTYIIHHKY TOJIOBH, 3aCTyIIHUKaM TOJIOBH, KEpiBHHUKY arapary
3riJTHO 3 PO3MOJLIOM O0OB’SA3KiB — aKTH OpraHiB JEp>KaBHOI BJady, OpraHiB Biaau
ABTOHOMHOI PecmyOniku Kpum, JOKyMeHTH, INO HAmiHLIUIM Bil TepUTOPiaIbHUX
OpraHiB yYCTaHOBH, OpraHi3zaliif, yCTaHOB Ta IiAIPHEMCTB, 110 HaJeXaTh IO cdepH
yOpaBliHHA paiiiepkaaMmiHicTpanii, opraHizalifHO-po3Nopsa4i Ta IpOrpamHi
IOKYMEHTH 3arajIbHOAEPKABHOTO XapaKTepy.

IHIII JOKyMEHTH IepeNaloThCs MepIIoMy 3aCTyNHHKY TFOJIOBH, 3acCTyIHHKaM
rOJIOBH, KEPiBHHKY amapaTy abo CTPYKTYpHHM MiApo3AisiaM paiaepxaaMiHicTparlii,
arapaTy (BUKOHABIISIM) BiITOBLAHO 10 iX PYHKLIIOHATBEHUX 000B’A3KiB.

Ilix yac nomepeaHBOro poO3MIALY IOKYMEHTIB BpaxOBYIOTHCS IIOBHOBaXKEHHS,
BH3HAYEHI Yy MOJOXEHHAX IIPO CTPYKTYPHI MiApO3AINM palifepxaaMiHicTparii,
arapary, po3NOpsSIKeHHIX PO PO3NOALT (YHKIIOHAIBHUX 000B’S3KIB MiX rOJIOBOIO
Ta WOro 3aCTyITHUKaMH, ITOCaIOBUX 1HCTPYKIIAX, a TAKOXX HOMEHKJIaTypa CIIpaB.

148. ITonepeaHiii po3ris JOKyMEHTIB 3MiHCHIOETHCS Y JeHb HAIXOMKEeHHS abo
y Heplidii HacTymHuil poOOYWi JeHb y pa3i HaAXOMKEHHs iX Micis 3aKiH4eHHS
pobodoro IHSA, y BUXiJIHI Ta CBATKOBI HepoGoui nHi.:Jlopy4eHHs yCTaHOB BHILIOIO
piBHS, TeJlerpamu, TeJlehOHOrpaMH pO3IIIAAAIOTHCS HeralHo.

149. Ha crazii nmomepeIHbOro po3misaay 34iHCHIOETHCA BigOip JOKYMEHTIB, IO
He MiLIAraloTh peecTpalii, a TaKoXX TaKUX, HI0 NepeNaroThes IJ CIelialbHOro
00Ky CTPYKTYPHHM ITiApO3/isiaM, II0 BU3HAYEHO Y JOAATKY 9.

JIOKyMeHTH, 110 HagxOJATh Ha BUKOHAHHS IIPOTOKOJBHUX IOPY4EHb T'OJIOBH,
IepeIaloThCS CEKTOPY KOHTPOJIIO aapary. .
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PeecTpanis 1oxymMeHTiB

150. Peectpamis AOKyMEHTIiB BCiX KaTeropiif IHOJSrac y CTBOPEHHI 3aIlHCy
00/IKOBUX JAaHUX NpO JOKyMeHT Ta odopmieHHs PMK B enexrpoHHiit dopmi y
CHCTEMi €NeKTPOHHOro jinoBoactBa abo BebG-momyni CEB i3  3a3HaueHHsM
000B’I3KOBHX pEKBI3MTiB, 3a MHOMOMOIOI0 SKHX (IiKCYETbCS (aKT CTBOPEHH,
BIANIpaBICHHS abo0 oOAep)KaHHS JOKYMEHTa LUISXOM TIIPOCTABIEHHS HA HBOMY
peecTpanifiHoro iHmeKCy 3 IOmanbIIMM BHeceHHAM 1o PMK HeobxigHHX
BiTOMOCTEI.

Y pasi notpebu nepemik o060B’A3koBHX pekBisuTie PMK Moxe 6yTH
nonoBHeHHH. [lopsimok po3MimeHHss pekBi3uTiB y PMK BH3HA4aeThCcs Li€IO
[HCTpYKIIi€tO. '

PeecTpaniss HOKyMEHTIB NpOBOAUTBCS 3 MeTOIO 3abe3leueHHs iX OOJIKY,
MOHITOPHHIY CTaHy BHKOHAHHS 1 OIIEpPaTHBHOTO BHKOPHCTAHHS HAasgBHOI B
IOOKyMeHTaXx iHpopMairii.

151. Peectpamis HOOKYMEHTIB NPOBOJUTHCS I[EHTPATi30BAaHO 3arajlbHHUM
BIJLIIJIOM amapary.

[HIi HOKyMEHTH, INO CTOCYIOTBCS HANpsIMiB IiSJIBHOCTI CaMOCTIHHHX
CTPYKTYPHHUX HiApO3AUIIB paiigepkafMiHicTpallii, amapaTy peeCcTPYIOTHCH HUMH
CaMOCTIIHO.

Micnie  peectpallii = OKpeMHX  TIpylnl  CHEIliali30BaHHX  JOKYMEHTIB
(posnopsimxkeHHS (Haka3W), HOOTOBOPH, 3BITH, NpPEeHCKypaHTH, 3asBH TOIIO)
BCTAHOBJIEHO Lii€lo [HCTpyKILi€to.

152. JJoKkyMeHTH peecTpYIOTHCS JIMIIIE ONVMH pa3: BXiiHI — y JeHb HaIXOIKEHHS,
CTBOpPIOBaHI — y I€Hb MiANUCaHHA a00 3aTBEPIKEHHS.

Y pa3i nepemadi 3apeecTpoBaHOTO JOKyMEHTa 3 OIHOIO CTPYKTYpPHOTO
HiIpo3mily 1O IHIIOrO HOBUH peecTpalifHMi iHJEKC Ha JOKYMEHTI He
IpPOCTABIAETHCS.

153. JIOKyMEeHTHU peecTpyIOThCs 3a IpyNaMHU 3ajie)KHO BiJl Ha3BU BUAY, aBTOpa i
3MicTy TOKyMeHTiB. Hanpukiiaz, okpeMo peecTpyloThCS:

1) akT opraHiB [ep)kaBHOI BNaju, OpraHiB Biaagd ABTOHOMHOI PecmyOiku
Kpum Ta JIOPYH4eHHs BUIIMX M0CAOBUX oci0b, 3alUTH, 3BEpHEHHS, a TaKOX
KopecrnioHAeHLis BepxoBHoi Pany Ykpainu, mo Hagiiinuia 10 yCTaHOBHY;

2) pO3MOPSIIKEHHS (HaKaBH) 3:

OCHOBHHUX IMUTaHb NISUILHOCTI paﬁ,uepxcanMiHiCTpauii';

aJMiHICTPaTUBHO-TOCIIOJAPCHKUX MTUTAHb;

KaJpoBUX NHTaHb (0COOOBOro ckiamy) (BiAMOBIZHO MO IX BHIIB Ta CTPOKIB
30epiraHus);

3) axTH peBi3iii PiHAHCOBO-rOCIOAAPCHKOI HiTBHOCTI;

4) 6yxranTepchbki JOKYMEHTH;

5) 3asABKU Ha MaTepiallbHO-TEXHIYHE TOCTAYaHHS; -

6) ciry>x60B1 JTHCTH;
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7) 3BEpHEHHS I'POMAISH;
8) 3anuTH Ha iHQOpMaIlito.

154. PeecTpaniss JOKyMeHTa 3IIHCHIOETBCS 3 BHKOPHCTAHHAM CHCTEMH
eJIEKTPOHHOTO JLIOBOJCTBA paiaepxanMiHictpanii (gomatku 10, 11) a6o y pasi ii
BIZICYTHOCTI LIeHTpai30BaHo i3 3acTocyBaHHsAM BeO-Monyns CEB. .

XypnansHa (manepoBa) abo kapTkoBa opma peecTpallii JOMYyCKAETHCS IHIE B
YMOBAax Ta IPOTATOM CTPOKY Aii BiliCbKOBOTO YX HaA3BUYAHHOI'O CTaHy Ha TEPUTOPII,
Iie po3TalllOBaHa YCTaHOBA.

155. ¥V pasi 3acTocyBaHHS CHCTEMH €JIEKTPOHHOTO OiIOBOACTBA (POPMYETHCH
€IVHA IeHTpali3oBaHa 0a3a peecTpalifiHMX HaHUX paiiaepxaaMidicTpamii, Mo
3a0e3nedye IMpalliBHHKIB iH(opMami€elo Ipo BCi JAOKYMEHTH YCTAHOBM Ta iX
MiCIIe3HAXOIKEHHS.

Opranizanisa nepenavi J0KyMeHTIB Ta iX BHKOHAHHA

156. JIns 3abe3nedeHHS CBOE€YACHOTO BHKOHAHHA IOKYMEHTIB 3arajJbHHMA
Biaaun anapary go 16.00 (y nm’stHumo — mo 15.00) 3xificHroe mpuiioM Bximuoi Ta
BUXiAHOI KODECHOHJIEHNii, $fKa OOOB’SI3KOBO MiyIArae mNoJaisiuiii oOpoOIi
(monepeAHBOMY pPO3IIAAY, CKaHyBaHHIO, BHECEHHIO B 0a3y NaHHX, BiNpaBiIeHHIO
BUKOHABLISIM/aJipecaTy elIeKTpOHHOIO nomror/yepe3 CEB Toimo).

157. 3apeectpoBaHi IOKyMEHTH NepelalOThCS Ha pO3INIA[ KepiBHHIITBA
paiinepxkaAMiHiCTpaLii B IeHb X HaJXOMIXEeHHS ab0 HaCTYIMHOro po6ovoro qHs y pasi
iX HagxomxeHHsS micis 16 roguau. Temerpamu, akTH OpraHiB Jep)KaBHOI BiIaiH,
IOpY4eHHs BHIUX MOCAJOBHX OCi0, 3aIMTH, 3BEpPHEHHS, a TAKOX KOPECIOHIEHIIisA
BepxoBHoi Pagu Ykpainu, Anminictpanii IIpesunenra Ykpainu, Ka6inery Minictpis
VkpaiHy, 10 HaAXOOUTh Biff YCTAHOB BUINOTO PiBHA, NEPENAIOTHCI Ha PO3ITIAA
HEBIAKIaaHO.

158. JlokyMeHTH, pO3IJISHYTI KEpiBHHIITBOM palOHHOI JepaaMiHicTparlil,
KEpiBHUKOM arapary IOBEPTAIOTHCA 3 BiAIOBITHOIO PE30IOLIE0 (ATl — Pe30ITIOIis)
3araJlbHOMy BiJIiTy amapary, sAkuil 3abe3nedye mepemady IOKyMEHTIB Ha
BUKOHAHHI.

159. JloKyMeHT, BHUKOHABIIIMH SKOTO € KiJIbka CTPYKTYPHHX MiIpO3MdiIiB,
HepeacThCs BUKOHABIISIM OJHOYACHO y BUTVIAMAI CKaHKOIIIH Ha €JIeKTPOHHY aipecy Ta
OpuriHamy (JKII0O AOKYMEHT Ma€ THMYacOBHH CTPOK 30epiraHHSI) TOJIOBHOMY
BHKOHABIIIO, BU3HAYEHOMY B PE30JIIOLIT IIEPILUM.

160. ®akt mnepemadi JOKYMEHTIB BHKOHABISIM (IKCYETBCS  LUIIXOM
npocraBieHHA BiAmoBiAHOi BiaMiTku B PMK i3 3a3HadeHHsAM iHopMarii mpo
BUKOHABIIiB, SKUM II€pelaHO NalepoBUid OpUTiHAN JOKYMEHTa Ta HOro KOIIii.
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161. Ilepenauya mOKyMeHTa 3 OJHOrO CTPYKTYPHOTO IiApO3Midy OO IHIIOrO B
000B’SI3KOBOMY NOpAAKY 3AiMCHIOETbCS 4Yepe3 3aralbHUN BiIAiN amapary, SKHH
pobuts BianoBiaHy BinMiTKy B PMK. JlokyMeHTH, BUKOHAHHS SIKHX IepeOyBae Ha
KOHTPONi, IepeNaloThCs JO IHIIMX CTPYKTYPHHX [MiApo3dilniB abo iHIIMM
BUKOHABIISIM TLIBKU 3 IIOBIJOMJIEHHSM TPO L€ BiAALTy KOHTPOIIO.

162. Ilepenaua TOKYMEHTIB Y MeXaX CTPYKTYPHOTO Migpo3miay 3,z[i1>'ICHIoeTI:csI
gepe3 ocoOy, BiNOBiJaIbHY 3a JiJIOBOJCTBO B CTPYKTYPHOMY ITiAPO3Mifi.

163. BiamoBifanbHICTh 3a BUKOHaHHS JOKYMEHTa HECYTh OCOOM, 3a3HaueHi y
pO3MOPSIAYOMY HAOKYMEHTI, Ppe3OJIIoIil, Ta MpaliBHUKH, SKAM Oe3[0CEPEeaHBO
JOpY4E€HO Oro BUKOHAHHS.

I"os10BHMIT BUKOHABeLb OpraHi3oBye poOOTy CIIBBUKOHABIIiB, 30KpeMa BH3HAYAE
CTPOKM IIOAAHHSA HHUMH IPONO3MLIH, NOPSAOK MOTOMKEHHS i MiATOTOBKH IMPOEKTY
JIOKYMEHTa.

CriBBHKOHAaBII BiAITOBIAAIOTH 3a MIATOTOBKY Ha HAJIEKHOMY PiBHI Ta CBOEYaCHE
TIOJaHHs TOJOBHOMY BHKOHAaBIIO IPOHO3HILifi. Y pa3i HEeCBOEYaCHOIO ITOJAHHS
IPOMO3MLIH CIIBBUKOHABISIMY I'OJIOBHHI BHKOHABeNb iHQOpPMYE PO 1€ KepiBHHUKA,
KUY HaJaB JOPY4YCHHS.

164. BuxoHaHHA JOKyMeHTa nepexbauae 30UpaHHS Ta ONpPaLIOBaHHS
HeoOXiqHOI iH(opMallii, MiATOTOBKY MPOEKTY BIiMMOBiZi Ha JOKYMEHT YH HOBOTO
JOKyMEHTa, Horo od¢opMIeHHS, IOTOMXeHHS, IOJNAaHHA U1 IiAMHACAHHS
(3aTBEpIXKEHHS) BIANOBITHOMY KEPiBHHUKY.

165. Ilepen nogaHHAM NPOEKTY AOKyMEHTa Ha MiANKC BiAMMOBIAHOMY KE€PiBHHUKY
aBTOp AOKyMEHTa 3000B’S3aHUN MEpeBipUTH MNPaBUIBHICTh HOTO CKIAJCHHA Ta
oopMIIeHHS, OCWJIAHHS Ha HOPMAaTHBHO-NPABOBi aKTH, YTOUYHUTH HU(POBI JaHi,
HasiBHICTh HEOOXiOHUX Bi3 i JOMATKIB.

166. TokyMeHT NMoJaeThCsa Ha MAMKUC Pa3oM 3 JOKYMEHTaMH, Ha BUKOHAHHS YU
Ha MiJICTaBl AKKUX HOro CKIIafeHoO.

167. SIkmo M#OKyMEHT HaJACUNAeThCS OEeKiNTbKOM YCTaHOBaM, SKi He €
xopuctyBayamu CEB, micns #oro peectpauii 3araibHUR BIAIin amapatry 3AiHCHIOE
Horo CKaHyBaHHS Ta HAJCUNIA€ B €JEKTPOHHOMY BUIIIANL Ha odiuiiiHi eneKTpOHHi
aJipecH.

168. ABTOp IOKyMEHTa Yy pa3i BIiOIyCTKH, BiAPSIKEHHS, 3BUIbHCHHS
3000B’s13aHUN MepeaTH iHIIOMY IPaliBHUKY 3TiJHO 3 PO3MOALIOM YyCi HEBHKOHAaHI
IOKyMEHTH Ta TMoiHGOpMyBaTH BiJAUI KOHTPOJIO amapary Ipo Iiepeaady
JIOKYMEHTIB, BUKOHAHHS AKX Iepe0yBae Ha KOHTPOII.
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Opranizanis MOHITOPNHIY BHKOHAHHS JOKYMEHTIB

169. OcHOBHI 3acaiM TMPOBEJEHHS MOHITOPHUHIY BHKOHAaHHSA JOKYMEHTIB
BH3HAYaIOThCA [HCTpyKIIi€ro 3 TiJIOBOACTBA B €JIEKTPOHHIH dopMi.

170. YV cTpykTypHHX miapo3aiiax Oe3mnocepeiHiii KOHTPOJb 32 BUKOHAHHSIM
IOKYMEHTIB 3[IIHCHIOE 0co0a, BiATIOBiJabHA 3a IIJIOBOJCTBO.

171. CTpok BHKOHaHHS JOKYMEHTa MOXX€ BCTAaHOBIIOBATUCS Y HOPMAaTHUBHO-
IIPaBOBOMY aKTi, pO3MOpAI4OMY JOKYMEHTI a00 pe30JIroLtii.

172. CTpoku MOXXyTb OYTH TUIIOBHUMH a00 iHAWBIIyaIbHAMH.

TumoBi CTpOKM BUKOHAHHA AOKYMEHTIB YCTAHOBIIOIOTHCS 3aKOHOAABCTBOM.
Ctpoku BUKOHAaHHS OCHOBHHMX JOKYMEHTIB HAaBOAATHCS Y AOJATKY 12.

[HOUBiIyanbHI CTPOKH BCTAaHOBIIOIOTHCS KEPIBHULITBOM paifepkaaMiHicTpariii
a00 KepiBHUKOM arapary.

173. JloxymeHTH, B SKHX CTPOK BHKOHaHHS He 3a3HAu€HO, sKi He €
OOKyMeHTaMH iHdopMalliiiHoro xapakrtepy ab0 He MICTATh KOHTPOJIBHUX 3aBJaHb,
IIOBHMHHI OyTH BUKOHaHI He mi3Hime HiXx 3a 30 IHiB 3 MOMEHTY peecTpallii JOKyMeHTa
B paiiiepxaaMiHicTparlii.

174. Sxmo 3aBmaHHS noTpeOye TEepMiHOBOrO BHKOHAHHS, Yy MOro TEKCTI
000B’3KOBO 3a3HAYAETHCSI KOHKPETHUHN KiHILIEBUM CTPOK BUKOHAHHS.

175. CniBBHKOHAaBIII 3000B’sA3aHi IIOJABaTH MPOIO3UIil rOJIOBHOMY BHKOHABIIIO
MIPOTATrOM IepIIoi IOJIOBUHH CTPOKY, BiJBEIEHOrO Uil BUKOHAHHS JOPYYCHHS,
3aBIaHH4.

176. YV pasi moTpeOH iHOUBIyaTbHHH CTPOK BUKOHAHHS JTOKyMEHTa MOXe OyTH
IpOJOBXEHO 32 OOIPYHTOBaHMM IIPOXaHHSM BHUKOHAaBLS, $Ke IOJaerscs 6Oe3
IOTOKEHHS 3 IHIIMMH CTPYKTYPHHMHM IIiApO3AiIaMH He TMi3HIille HDK 3a TpH
pobounx AHI A0 3aKiHYEHHS BCTAHOBIEHOTO CTPOKY Oe3mocepedHbO IOCanoBid
0co0i, gKa 1oro BCTaHOBHIIA.

177. Tlpono3wuiiis moA0 IPOAOBXKEHHS CTPOKY BUKOHAHHS 3aBAaHb, BU3HAYEHUX
BepxoBHoto Pamoro Ykpainu abo IIpesunenrom Vkpainu, mo Hazicnani KaGinerom
MinictpiB Ykpainu, nogaetecs Cekperapiatry KabGinery MinicTpiB VYkpaiHu
paiiiepxaaMiHiCTpalliel0 pa3oM 3 IPOEKTOM JIMCT4, aJpPecOBAHOTO BiATOBITHO
KepiBHUKY Amnapary BepxoBHoi Pagu Ykpainu um I'naBi Aaminictpanii Ilpesunenta
VYxpaiHy, 3a 7 IHIB 4O 3aKiHUE€HHS BCTAHOBIIEHOTO CTPOKY.

178. besnocepenHiii MOHITOPUHI BHKOHaHHS JOKyMEHTa IIPOBOJUTECS Ha
IiJCTaBl pe30JIoLii. i}
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179. PMK HOKyMeHTIB, IIIOJJ0 BUKOHAHHS SIKUX NPOBOAUTHCSA MOHITOPHHT, AJIA
3pY4YHOCTI MOXYTh T'PYIyBaTHCS 3a CTpOKaMH (HaOIMXEeHHSAM CTPOKiB) BUKOHAHHS,
BHKOHABI[IMH, KOpEeCIOHAeHTaMH abo rpynamMu (Haka3d 3 OCHOBHOI MisUTBHOCTI,
aJIMiHICTPaTUBHO-TOCIIOAAPCHKIX MTUTaHb, TOPYYE€HHS BUIIMX OPraHiB BJaaH, TOJIOBU
TOILIO).

180. Ha onuH noxkymeHT Moxe OyTH 3aBefieHa junle ogHa PMK He3anexHO Bif
KIJIBKOCTI BHUKOHaBIiB 200 CTPOKiB BUKOHAHHS OKpEeMHUX 3aBHaHb, 3a3HAYCHHX Y
JOKYMEHTI.

181. Jlani mpo XiJ BHKOHaHHS JOKYMeHTa MOXYTh BHOcUTHCH 0 PMK Ha
mifcraBl ix 3amuTy TenegoHOM abo IiJ 4Yac mepeBipKH POOOTH CTPYKTYPHOTO
Hipo3/1iNny — BUKOHABIIS.

182. 3a 3anUTOM CTPYKTYPHOTO MiJPO3AUTy CEKTOpPY KOHTPOJIIO amapary Hajaae
iHpopMaIlil0o Mpo AOKYMEHTH, BUKOHABIEM SKHUX € BIANOBIAHUNA MiJPO3ALT, HIOAO
SIKMX IPOBOJUTHCS MOHITOPHHT.

183. Indopmanis mpo cTaH BUKOHAHHS B3SATHX Ha KOHTPOJb JOKYMEHTIB
y3arajJlbHIOEThCSL IIOMICALlL Ha Ieplle YHCIO 1 IOAA€EThCH KEPiBHUIITBY
paiinepxanMinictpauii (zoxatok 13).

Indopmaniiino-noBiaKoBa po6oTa 3 JOKYMEHTAMH

184. 3acamu npoBeneHHs iHGOPMAIiHHO-TOBIAKOBOI pOOOTH 3 JOKYMEHTaMH
BHU3HAUYAIOTHCA [HCTPYKILi€IO 3 TIJIOBOACTBA B €JICKTPOHHIH (opMi.

HOpﬂ).'lOK onnpanlBaHHA Ta HAACHJIAHHSA BHXITHHX IIOKyMeHTiB

185. Buximmi moxkyMeHTH y  mamepoBii  ¢opmi, CTBOpeHi B
paiiepxaaMiHicTpanii y pa3i HasiBHOCTI MiJCTaB, SKi BU3HAIOTHCS OOIPYHTOBaHHMH,
HAJCHJIAIOTBCA aapecaTaM 3 BHKOPHCTaHHSAM 3aco0iB  IOIITOBOIO 3B A3KY,
€JIEKTPOHHOTO 3B’fA3KY, @ TaKOX [JOCTaBIIIOTHCS KYyp €pCBKOI, (enba’€repchbKoro
ciry>x0amu.

186. OmnpaioBaHHsS AOKYMEHTIB Ui BiANpaBiIeHHS 3acob0aMH MOIITOBOIO
3B’S3KY 3MiMCHIOETHCS 3aranbHUM BiJIiJIOM anapaTy BiAnoBigHo Ao [IpaBui HagaHHS
NOCIYT IOIITOBOTO 3B’A3Ky, 3aTBepIKeHHX MocTaHoBolo KaGinery MinicTpin
Vkpaiuu Big 05.03.2009 Ne 270.

187. BuxigHi JOKyMEHTH ONpalbOBYIOTHCS i HAJICHIIAIOTHCS LIEHTPalli30BaHO B
JIEHb iX HAIXO/PKEHHS Bil CTPYKTYpHHX MiApO3IiTiB — BUKOHaBLIB abo He mMi3Hille
HACTYITHOTO po60YOoro JHS.
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188. He nomyckaetncs: ,

1) HamcwinaHHA abo mepedada AOKYMEHTIB- 06e3 IX peecTpallii y 3arajJbHOMY
BiJUIiJi amapary; ,

2) nyOneTHe HaNCWIAaHHA NPUMIpHMKA, Yy TOMY YHCIi OPHUIiIHAJIBHOTO,
JOKYMeHTa y IamnepoBiii Gopmi, Ko Horo NpuMipHUK abo KO0 BXKe HaIiCJIaHO B
enekTpoHHIi ¢opMi yepe3 CEB. .

189. ITim yac mpuiiMaHHs BiJ BHKOHABIIB BHUXiAHHUX IJOKYMEHTIB ITpamiBHUKHA
3araJibHOrO BiAAiTy 3000B’A3aHi IEPEBIPUTH:

1) npaBHIIBHICTh OQOPMIIEHHS AOKyMEHTa (CKJIajd i po3MIIEHHS B HHOMY BCIX
PEKBI3UTIB);

2) HasBHICTb 1 IPAaBUIBHICTh 3a3HAYSHHS aJpecHy;

3) HasABHICTh Ha JOKYMEHTI BiIMiTKH IPO AOAATKH;

4) HasBHICTh yCiX HEOOXimHMX MiAMUCiB ([T€YaTOK) Ha JOKYMEHTI Ta JoJaTKax
10 HBOTO;

5) HasgBHICTBH AOAATKIB Ta IX BiAMOBIOHICTH 3as1BJIEHOMY CKJIaAy;

6) BiAMOBIIHICTH KUJIBKOCTI MPUMIPHHUKIB KUTBKOCTI aJpecariB,;

7) HasBHICTh Bi3 Ha I[TAllepOBOMY IPHUMIPHHKY BHXiZHOTO IOKyMEHTa, IO
3HIIAETHCS Y CIpaBax painepxaaMiHicTparii.

190. Ha opuriHaiax JOKYMEHTIB, SIKi ITiJJIAralOTh IOBEPHEHHIO, MPH peecTpamii
y BepXHBOMY IIpaBOMYy KyTi IeplIOi CTOpIHKM CTaBUThcs IutamMn «Ilignsrae
TIOBEPHEHHIOY.

191. JIoKyMeHTH, IO HaJCHIAIOTHhCSI OAHOYACHO OJHOMY 1 TOMY X ajpecary,
BKIQNAIOTECI B OJMH KOHBepT (YHakyBaHHS), Ha SKOMY IIpOCTaBISIOTHCS
peecTpalliiiHi iHAEKCH BCiX JOKYMEHTIB, SIKi MiCTATHCS y KOHBEpTI.

192. Agpec MOXXYTh HAHOCUTHUCS Ha KOHBEPT JPYKapChbKUM CIIOCOOOM.

193. JoKyMeHTH, @[O0 JOCTaBJSIIOTBCS (eNb]’ €repchKolo  ciyxbor, H
apecoBaHi KepiBHULTBY paliiepaMiHiCTpanil peecTpyIOTECS B 3aralIbHOMY BifIini
amapary, iHil — IepeqaroTsCs aapecaTaM il pO3IICKY Y BiAOBIAHIM KHHU3L.

194. locunanus abo 3aMiHa HaJIICJIaHOTO paHillle JOKYMEHTA 3/1ICHIOIOTECA 3a
BKa31BKOIO ITOCaZIOBOI 0cobH, sika IiAnucana JOKYMeHT, 200 HadaJlbHUKa 3arajlbHOIo
BiIminy amapaTy. Y TakoMy BHIIaJKy B [JOKyMEHTI 3a3Hayda€Tbcs, IO BiH €
JOCHIaHHAM ab0 HaJICHIIAE€ThCA Ha 3aMiHy paHillle HaJlICIaHOMY.

195. I'oguHu MpHHOMY 3araJbHUM BifAUIOM amapaTry BHXIOHHX JOKyMEHTIB,
iHIMX MOINTOBHX BiAIpaBlieHb BiA BuKoHaBWiB — mo 15.00, y mepenBuxinHi Ta
nepeAcBATKOBI IHI — mo 14.00, nokyMeHTH AJi mepenadi ¢ensa3B’a3KOM: BiBTOPOK,
getrsep — 1o 10.00.
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IV. CucremaTu3anisi Ta 30epiraHHst JOKYMeHTIB y AiJI0BOACTBI
CknaeHHsi HOMEHKJIATYPH CIpaB

196. OcHOBHI 3acaiy CKJIaJIeHHS HOMEHKJATypHu CIpaB, GOpMyBaHHS CIpaB Ta
30epiraHHs OKYMEHTIB B paiillepkafMiHicTparlii BH3Ha4alOThCs I[HCTpyKLi€ro. 3
IiMOBOACTBA B €NEKTPOHHIH (OpMi, SAKOI0 BH3HAYAIOTHCSI OKpeMi OCOOIMBOCTI
cucTeMaTM3allii Ta 30epiraHHs JOKYMEHTIB y ManepoBiit ¢popMi, sKi 3aCTOCOBYIOThCS
y pa3i HassBHOCTI MiJICTaB, AKi BU3HAIOThCS OOIPYHTOBAHUMHU AJIA LBOTO.

197. Homenkiatrypa copaB — Ie 00OB’S3KOBUH IJs paiifepikaaMiHicTparii
CHCTEMAaTH30BaHUI TIepellik Ha3B (3arojoBKiB) cmpaB, WO ¢OpMYIOTeCS B il
JiTOBOACTBI, i3 3a3HaYEHHAM CTPOKiB 30€piraHHs BIATIOBITHUX CNIPaB.

198. HoMenknatypa CIIpaB [IpU3HaYeHa s BCTaHOBJICHHS B
paiifiepxanMiHicTpauii €JMHOTO NOPAAKY (POpMYyBaHHSA CIpaB, 3a0e3MeyYeHHA IX
00J1iKy, OIlepaTHBHOTO IMOIIYKY MAOKYMEHTIB 3a iX 3MICTOM i BHIOM, BHU3HA4eHHS
CTPOKiB 30epiraHHs CIipaB i € OCHOBOIO AJIS CKIaJ€HHS OIHUCIB CIpaB MOCTiHHOIO Ta
tpuBanoro (moHax 10 pokiB) 36epiraHHs, a TakoX Ui OOJIIKy CIpaB TUM4acOBOIO
(mo 10 pokiB BKIIIO4YHO) 30€piraHHs.

199. B paitnepkanMiHicTpaliii cKiIafacTbcsl 3BeleHA HOMEHKJIaTypa CHpaB
(momatoxk 14), sixa QOpPMYETBCS i3 HOMEHKJIATYPH CHIpaB CTPYKTYpHHMX MiAPO3ALIiB
(momarok 15).

200. 3BeileHa HOMEHKJIATypa CIpaB amapary CXBaJIOEThCH KOMici€ro 3
IpOBENEHHS eKCIEePTU3H IIHHOCTI JOKyMeHTiB amapaty (manmi — EK) Ta
[IOrOKYEThCA €KCIIEPTHO-TIEpeBipHOIO KoMiciero JlepxaBHoro apxiBy JlyraHchkoi
obnacri (mani — ETTK) oguH pa3 Ha I’ Th pokiB ab0 HEeBIJKIaOHO y pa3i 3MiHU ¢opMHU
BJIACHOCTI, CTPYKTYpH, QYHKIi# Ta XapakTepy poOOTH, Miciis 4OrO 3aTBEPIKYEThCS
KEpIBHUKOM amapary.

201. 3BemeHa HOMEHKJIATypa CHpaB paijepixanMiHicTpanii CKIafa€eTbes y
YOTHPHOX NPHMipHHKAX, Ha KOXXHOMY 3 SIKMX IHOBHHEH OyTH 3allOBHEHHMH IpH(
noropkeHHs 3 JlepkaBHUM apxiBoM JIyraHChKOI o0nacTi: nepmmii (HEROTOpKaHHUI)
npuMipHHUK 30epiraethcs y cmpaBi B 3araJlbHOMy BifJUli amapary, a JApyrui
BHKOPHCTOBYE K poOouMii, TpeTiii — mepenaeTbes 3aBifyBady apxiBHOTO BIJJLTY
paiigepkaaMiHicTparii s 34iMCHEHHS KOHTPOMIO 3a (OPMyBaHHAM CIIpaB y
CTPYKTYpHHX IiJpO3JAiNax amapaTy, 4eTBEpTHH — HaJCWIA€TbCcad 10 JlepXaBHOro
apxiBy Jlyrancpkoi obnacri.

CTpykTypHi MiOpO3AiKM OTPHUMYIOTH BHTATH 3 BiANOBIZHHX PpO3ALIIB
3aTBEPIDKEHOI 3BeI€HOT HOMEHKIIATYPH CIpaB Ul BUKOPUCTaHHS y poOoTi.

202. CrpaBH KOHCYJBTaTUBHHX, NOPAf4MX Ta.iHIIMX NOMOMDKHHX OpraHiB,
cnyx0 i KOMiciif, yTBOPEHHX IOJIOBOIO, BKIIIOYAIOTBCSA IO HOMEHKJIATYp CIpaB THX
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CTPYKTYpHMX IMiApPO3ZimiB amapary, CaMOCTIHHMX CTPYKTYPHHX MiApO3ZIiJiB
paiinepxaaMiHicTpallii, fki 3AICHIOIOTh OpraHi3amiiiHo-TexXHiUHe 3a0e3MedeHHs iX
poboTtu.

203. I'pa¢u HOMEHKJIATypH CIIpaB 3allOBHIOIOTHCS TAKUM YHHOM.

Y rpadbi 1 mpocraBiseTbcs iHAEKC KOXHOI CIOpaBH. IHIEKC crHpaBH
CTPYKTYPHOTO MiApO3Jiy amapary CKIaJacThCi 3 HOro iHAEKCY (3a INTaTHUM
posnrcoM abo KiracudikaTopoM CTPYKTYpHHX IiJpO3AiJIiB) Ta MOPSAKOBOIO HOMEpa
CIIpaBU B Mexax mifpo3nuty. Hanpuxman: 06-12, ne 06 — ingexc, 12 — mopsakoBuit
HoMmep cmopaBH, abo 04.1-07, me 04.1 — iHAekc Migpo3mily y CKJIaji yIpaBIliHHS
(Bigminy), 07 — mopsiAKOBHI HOMEP CIIPaBH.

Y pa3i HagBHOCTI y cCHpaBi TOMIB iHJEKC CTaBUTbCA Ha KOXHOMY TOMI,
Hampuknan: T. 1, 1. 2.

V rpady 2 BKIFOYAIOTHCS 3ar0OJIOBKHU CIpaB (TOMiB).

3aroJI0BOK CITpaBU ITOBHHEH YIiTKO y CTHCIIiH y3aranbHeHid popmi BigobpakaTu
CKJIaJ 1 3MiCT JOKyMEHTIB CIIpaBH.

He m03BONSETHCS BXXUBAaHHS B 3ar0JIOBKAaX CIIpaB HEKOHKPETHUX (POpMYIIIOBaHb
(«pi3Hi MaTepiaNny», «3arajbHe JIUCTYBaHHIY», «BXiHA KOPECHOHICHLI», «BUXiAHA
KOPECHOHACHLIIS» TOHIO), a TaKOX BCTaBHUX CJIB 1 CKJIAQOHUX CHHTAaKCHYHHX
3BOPOTIB.

[Tlim wac QopMymTrOBaHHS 3arojioBKiB CHpaB BpPaxOBYIOTHCA TakKi O3HaKH
(GopMyBaHHS CHpaB, K HOMiHaJbHA, aBTOPChKA, KOPECMOHAEHTCHbKa, MPeIMETHO-
MUTaJIbHA, XPOHOJIOTI4Ha, TeorpadivHa.

JlIokyMeHTH HOPMYIOTBCS y CIIpaBH Ha OCHOBI OKpeMOi O3HaKH ab0 CIIONyYEHHS
O3HaK.

3aronoBOK CIIpaBH CKJIAQJA€ThCA 3 €EMEHTIB, IO PO3MIIIYIOTHCS Yy TaKiit
HOCTIJOBHOCTi: Ha3Ba BUAY CIpaBHU (JIMCTYBaHHS, )XypHaJl, KHUTa TOLIO) YU BUAY
IOKYMEHTIB y cIpaBi (HakasW, INPOTOKOJNH, aKTH TOIIO); aBTOpP JOKYMEHTIB
(HaliMeHyBaHHS YCTaHOBH, CTPYKTYpHOTrO HiApO3Aily); KOpecHOHJeHT abo aapecar
(HaliMeHyBaHHS YCTaHOBH, JIO AKOI afpecoBaHi abo BiJ K01 HamIMILTH JOKYMEHTH);
KOPOTKHI 3MICT NOKYMEHTIB CIpaBHU ([IUTaHHS, 3 SIKOTO OPMYEThCS CIpaBa); Ha3Ba
perioHy (TepuTopii), 3 KO IMOB’A3aHMUI 3MICT HOKyMeHTa; naTta (mepiox), 4O SKOL
HaJIeXaTh JOKYMEHTHU CIIpaBH; BKa3iBKH Ha HasSBHICTh KOMiH JOKYMEHTIB y cipaBi (y
pasi norpebu).

Y 3aromoBkax 0co00OBHX (NEPCOHATBPHMX) Ta IHIIMX CIpaB, IO MICTATh
JOKYMEHTH 3 OJHOTO IIMTaHHS, IIOB’S3aHi MOCHiAOBHICTIO BENEHHS IPOLEAYD
JITOBOACTBA, BXHBAETHCA TEPMiH «cmpaBa», Hamnpukian: «OcoboBa cropaBay,
«IlepcoHanbHa cIripaBay.

Y 3aroyioBKax CIpaB, O[O0 MICTATHh JOKYMEHTH 3 OJHOTO IHUTaHHS, He MOB’A3aHi
IOCIIIOBHICTIO BEIEHHS MPOLEAYP AIOBOJCTBA, BXXUBAETHCSA TEPMIH «JOKYMEHTH),
a TiCcId HHOTO B JIYXKKaX 3a3HAYalOThCS OCHOBHI BHJM HOKYMEHTIB CIIpaBH,
Hanpukian: «JJoKyMeHTH (I1aHu, aHKeTH, JOBiJKM) PO MPOBEAEHHS OISy CTaHy
JITOBOJICTBA Ta apXiBHOI CIPaBH y BULIUX HaBUAJIBHUX 3aKIafax».
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TepMiH «IOKYMEHTH» BXKHMBA€THCS TAaKOX Y 3arojoBKax CIpaB, IO MICTAThH
IOKYMEHTH-IOJATKH 110 Oy Ab-SIKOTO HOPMATHBHO-IIPABOBOTO aKTa abo po3nopsadoro
JOKYMEHTa paijiepkaaMiHicTpariii.

VY 3arosioBKax CIpaB, IPU3HAYEHUX JJIS IPYIyBaHHA JOKYMEHTIB OJHOTO BHUAY,
3a3HAYa€ThCA BHUJA [JOKYMEHTAa Y MHOXHHI Ta aBTOp [JOKYMEHTIB, HAaIlpHKIa:
«[IpoTokonu 3acijaHb KoJerii paiiepxxaaMiHicTparii». .

Y 3aronoBKax CIIpaB, M0 MiCTATh JHUCTYBAHHS, 3a3HAYAIOTHCS KOPECHIOHAEHT i
KOPOTKHI 3MICT JOKyMEHTIB, Hanmpukian: «JIucryBaHHs 3 MiHicTepcTBoM (iHaHCIB
VYkpaiHu npo 3aTBEpIKEHHS 1 3MiHY IITaTHOT'O PO3IMHUCY».

Y 3aromoBKax cIpaB, IO MICTATh JHCTYBaHHS 3 KOPECHOHIEHTaMH,
OJHOP1IHMMH 34 XapaKTepOM AisTBHOCTI, TaKi KOPECTIOHIEHTH He IIepepaxoBYIOThCS, |
a 3a3HAuYa€ThCcid iX Yy3aralbHeHe HalMeHyBaHHS, Hampukiuan: «JlucTyBaHHSA 3
OopraHaM# MiCLIEBOTO CaMOBpPSIAyBaHHS 3 MUTaHb 3a0e3rneueHHs COLialbHOTO 3aXUCTY
HaceJeHHS.

VY 3arojoBKax CopaB, IO MICTATh JIUCTYBAHHS 3 Pi3HUMH KOPECIOHACHTaMH,
TaKi KOPECIIOHJEHTH He 3a3HA4YaloThCs, HAapHKIald: «JIMCTyBaHHS PO OpraHi3alito
ceMiHapy 3 ITiIBHILIEHHS KBatiQikalii mpaiiBHUKIB KaAPOBUX CITYkKO».

Y 3aroyioBKax Crpas, IO MiCTATh IUIAHOBO-3BITHY TOKyMEHTAIil0, 3a3HAa4Ya€ThCS
nepion (Micsiup, KBapTaj, MiBpid4s, pIK), B SKOMY IUIaHY€TbCS CTBOPEHHA
JOKYMEHTIB, ab0 mepiof ix ¢pakTUUHOTO BUKOHAHHS, HAIIPUKIIAL;

1. Iltan oCHOBHHMX OpraHi3allifHUX 3aXOMiB paiaepkamMiHicTpauii Ha 2017 pik.

2. 3BIT PO BUKOPHUCTaHHS OIOMKeTHHUX KOomTiB 3a 2017 pik.

SKmo cmpaBa CKIAQAAEThCS 3 KUIBKOX TOMIB, (POPMYNIOETBCS 3aralbHUR
3aroJIOBOK CIIpaBH i3 3a3HaYEHHIM HOMEpa TOMY.

[lin yac po3MillleHHs 3arojOBKiB CIpaB y HOMEHKJIATypi BpaXOBYETHCS
B)XJIUBICTh HOKYMEHTIB, BKJIOUEHHX MO CIIpaBH, iX B3a€EMO3B’S30K Ta CTPOKH
36epiranns. Ha movatky po3MilIyrOThCS 3aroJIOBKM CHpaB HIOAO JOKYMEHTIB, fKi
HAJIMILIM BiJ Opra”iB BHIIOrO PpiBHA, Aajli — LIOAO OpraHi3auiiHO-po3nopsIdol
IOKYMEHTAIlil, IJIaHOBO-3BITHOI IOKyMEHTallil, JIMCTYBaHHSA, OOJIIKOBO-JOBIIKOBUX
BHJIiB JOKYMEHTIB.

I'pada 3 HOMEHKJIATYpH 3aITOBHIOETHCS HAPUKIHIII KaJleHAapHOTO POKY.

VY rpadi 4 HOMeHKIATypH 3a3HA4YarOTHCSH CTPOKHM 30epiraHHs CIpaB, HOMEPH
cTareil 3a MepesikoM JOKYMEHTIB 13 CTpoKaMH 30epiraHHs.

V rpadi 5 poONATECA MO3HAYKKM MO IepeximHi crmpaBd; GopMy CTBOpEHH:
IOKYMEHTIiB cmpaBd (eJIeKTpOHHa, MalepoBa, 3MilllaHa); IIOCaJOBHX oOcib,
BiAMOBIJAEHUX 3a (GOpMYyBaHHS cIpaB; Ilepedady CIpaB O apXiBy YH iHIIKX
YCTaHOB JUIA iX MPOJOBXKEHHS TOILO.

204. HampukiHii poKy HOMEHKJaTypa CIpaB 3aKpUBA€TbCS 3 MiCYMKOBHUM
3aIIFICOM TIPO X KiNBKiCTb.
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®opMyBaHHS CIpaB

205. ®opMyBaHHS CIpaB — Lie TPyIyBaHHS BUKOHAHUX HOKYMEHTIB y CIIpaBH
BiJITIOBITHO 10 HOMEHKJIaTypH CIIPaB.

206. Ilin uyac ¢dopMyBaHHS CIpaB He JOIYCKAa€ThCS BKJIIOUEHHS JO CIIpaB
JOPHOBUX, OCOOHCTHX [TOKYMEHTIB, PO3MHOXXEHHX KOIMiii Ta JOKYMEHTIB, ILO
MiAAraloTh IMOBEpHEHHIO. JIOKyMeHTH MOCTiifHOro 1 THMYacoBoro 30epiraHHs
IPYIYIOTECS Y CIIpaBU OKpeMo. 3a 00CsroM cripaBa y Ianeposiit popmi He IIOBHHHA
nepeBuinyBaty 250 cropinok (30-40 MisliMeTpiB 3aBTOBILIKH).

207. JIoKyMEeHTH TpyIyIOThCS y CIIpaBH B XPOHOJOTIYHOMY Ta/ab0 JIOTIYHOMY
TIOPSIIKY .

208. IlonmoxxeHHS, NpaBWiIa, IHCTPYKUil TOILIO, 3aTBepIKeHi pPO3NOPIIIUMH
IOKyMEHTaMH, IPpyIyIOThCSA Pa3oM i3 3a3HaYeHUMHU JOKYMEHTaMH.

209. Po3nopsimxeHHs (Haka3n) 3 IMUTaHb OCHOBHOI TISTTBHOCTI
paiifepxagMiHicTpanii, aAMiHICTPaTHBHO-TOCIIOAAPCHKHUX, KaApoBHX (0COOOBOIO
CKJIally) TpyHylOThCcS y pi3Hi cnpaBu. Hakazu 3 kagpoBux nuTanb (0coOOBOTO
CKJIaIy) rpyIyIOThCS BiAMIOBIAHO O iX BHIIB Ta CTPOKiB 30epiranHs.

210. JoxyMeHTH 3acCigaHb KOJIET1aJJbHUX OpTaHiB IPyIYyIOTECS Y JBi CIIPaBH:

1) npoTOKONH i ZOKYMEHTH A0 HUX (IONOBiMi, JOBIAKH, IIPOEKTH pillieHb TOLIO);

2) DOKyYMeHTH 3 opradizauii 3acigadp (HOpSOOK HeHHHH, MakeT pO3MillleHHS,
CITHCOK 3aIIPOILIEHUX TOIIO).

211. IlpoTokonu 3acijaHb KOJETiaJIbHUX OpraHiB IPYIYIOTBCS Y CIpaBH B
XPOHOJIOTIYHOMY NOPSIKY i 32 HOMEpaMH, JOKYMEHTHU [0 HAX CUCTEMAaTH3YIOThCA 3a
JaTaMH Ta HOMepaMH IPOTOKOJIB, @ B MeXax I'pyNH AOKYMEHTIB, IO CTOCYIOThCA
OJHOTO IPOTOKOJTY, — 3a MOPSIIKOM JE€HHUM 3aCiJaHHS.

212. JlopydeHHs YCTaHOB BHILOIO piBHSI 1 [JOKyMeHTH, IOB’f3aHI 3 iX
BHKOHAaHHAM, TpYIYIOTbCS Yy  CIpaBH  3a  HampsMaMH  JisIBHOCTI
paiinepxaaMiHicTpanii abo 3a aBTOpaMHu iHILIaTUBHUX JOKYMEHTIB. Y cIIpaBi
JOKYMEHTH CUCTEMaTHU3YIOThCS 32 AaTaMU AOpYyYeHb.

213. 3aTBepIKeHi IIaHH, 3BiTH, KOIUTOPUCH TPYITYIOTHCSA Y CIIPaBH OKPEMO BiJl
IPOEKTIB LIUX JOKYMEHTIB.

214. JIucTyBaHHS TPYNMYETHCS 3a 3MICTOM Ta KOPECIOHAEHTCHKOI O3HAKOM i
CHCTEMATH3YETECS B XPOHOJIOTIYHOMY MOPAIKY: JOKYMEHT-BiAMIOBIAb PO3MIIIy€EThCS
33 JOKYMEHTOM-3aIIUTOM.
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215. Oco6oBi cmpaBH JOEpXKaBHUX CIYy)XOOBIIB (QOpPMYIOTECS Yy MOPSAAKY,
BuzHaueHomy HAJIC. ‘

216. Po3paxyHKOBO-IUIATiXKHI BioMOCTI (0CO0OBiI paxyHKH) IIpalliBHUKIB
paligepxagMiHICTpalii CHCTEMAaTU3yIOThCSI B MeXaX pOKy 3a Ipi3BUIIAMH B
andaBiTHOMYy NOpPAIKY, a BIIOMOCTI IIOAO BHIUIATH Ipomred (BiIOMOCTI MIQIO
HapaxyBaHHS 3apoOiTHOI IUIaTH) MOBMHHI OyTH cdopMoBaHi IMoMmicals 3a
KaJICHIapHUH piK.

217. MeTonu4yHe KepiBHUITBO i KOHTPOJb 32 (GOPMYBaHHSAM CIIpaB 3A1MCHIOE
3arajibHUIA BiIAL amapary.

30epiranns JOKyMeHTIB B paiiiep:xxagmiHicTpanii

218. JlokyMeHTH 3 Yacy CTBOpeHHS (HaIXOIKEHHS) i A0 Iepeaadi 10 apXiBy
306epiratoTbes 3a MicIeM ix cTBopeHHs. HopMaTHBHO-IIPaBOBi akTH 30epiraroTecs 3a
MicieM iX BHAAHHSA, a JOKYMEHTH IIOAO iX po3poOieHHs, MOToMKEeHHS TOIIO — 3a
MicCIleM CTBOPEHHS.

219. 36epiraHHs IDOKYMEHTIB 1 cIpaB B paiaepxamMiHicTpalii 3abe3mnedye
3araJbHUH BigOiJ amapary.

220. CipaBu  30epiratoTbcsl y CIeliadbHIA KIMHaTi y BEPTUKAJIBHOMY
IIOJIOXEHH] B madax, Mo 3aKpUBAIOTHCA. [ MiABUILEHHS ONEPaTHBHOCTI MOLIYKY
JOKYMEHTIB CIIpaBH PO3MILIYIOTECS BIiANOBIAHO 1O HOMeHKiIarypu cmpasB. Ha
KOPIiHIISIX OOKIaAWHOK CIIpaB 3a3HAa4al0THCS iHAEKCH 3a HOMEHKIIATYpOIO.

221. ®oHOrpaMH 3acifjaHb KoOJIeTiaJIbHOro opraHy 30epiraioTbes y itoro
cekperaps. Ha Hocii ¢onorpamu (i1 ymakoBii) poOHUTBCS BigMiTKa Ipo HAaTy
3acimaHHg 1 wac 3ammcy. Cekperap KOJeriafbHOTO OpraHy BIiAIOBiZae 3a ix
30epiraHHs.

222. Bugada cnpas, CKIaJileHHX 3 TOKYMEHTIB y nanepogii ¢opMi, y TUMYacoBe
KOPHCTYBaHHS TMpaliBHUKaM CTPYKTYPHUX MiIpO3AUTIB 3IiHCHIOETECA 3 IO3BOIY
HavyaJbHMKA 3arajpHOro BiIHily, iHIIMM YCTaHOBaM — 3 IHCHMOBOTO JO3BOIY
ronosd. Ha BumaHy CIIpaBy CKJIQIa€ThCsl KapTKa-3aMiHHHK. Y KapTHi 3a3HAa4alOThCH
iHJeKC CIpaBH, 3arojIoBOK CIIpaBH, JaTa ii BHaadi, ocoba, sKiii cnpaBy BHJaHO, faTa
il MOBEepHEHH, NIATHUCH OCi0, SIKi BUATH Ta IPUWHSIIN CIIPaBy.

HanmauHa crnpaB y TUMYacoBe KOPHUCTYBaHHS 3JiHCHIOE€ThCS He OLIBII K Ha
OJIMH MICHIb.

223. BuitydeHHS JOKYMEHTIB i3 CIIpaBU MOCTiiHOTo 36epiraHHs 3a00pOHAETHCS.
V BHHATKOBHX BHITQJIKaX BUIYYEHHS NOKYMEHTIB JOITyCKAa€THCS 3 IO3BONY TOJIOBH
abo oco0Ou, MO BUKOHYE HOro o0OB’SI3KU 3 OOOB’SI3KOBHM 3aJIUIIEHHSIM y CIIpaBi
3aCBiUEHUX HAIECXKHUM YHHOM KOITiH.
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V. ITopsaaok MiATOTOBKH cnpaB A0 nepeaadi AjJs apXiBHOro 30epiranns
Excnepru3a HiHHOCTI JOKYMEHTIB

224. OcHOBHI 3acagu HpOBeJ_IeHHSI eKCTIepTH3H HIHHOCTI, CKJIQNEHHS OIIMCIB
crpaB, oOpMIIEHHS CIIpaB Ta Nepeadi clipaB A0 apXiBy BU3HA4aIOTHCS IHCTpYKITigro
3 OiJIOBOACTBA B €JIEKTPOHHIH (opMi.

Llieto IHCTpyKLi€r0 BH3HA4alOTHCS OKpeMi OCOOJHBOCTI IiArOTOBKM CIHpaB,
chopMoBaHMX y mamepoBii ¢opmi, 10 mepemadi s apxXiBHOro 30epiraHHs, sKi
3aCTOCOBYIOTHCS 33 HASABHOCTI MiJICTaB, AKi BH3HAIOTECA OOGIPYHTOBAHHMHM IS
CTBOPEHHS 00JIIepKaJAMiHICTpalLli€lo0 JOKyMEHTIB y NanepoBii ¢opMi.

225. TlpoBeneHHs eKCIEepTU3H LIHHOCTI JOKYMEHTIB ITOJIATa€e y iX BCeOiTHOMY
BHBYEHHI 3 METOIO BHeceHHs 0 HarioHansHoro apxiBHoro ¢oHxy a6o BHIy4YeHHS 3
HBROT'O Ta BCTAHOBJIEHHS CTPOKIB 30epiraHHs OOKYMEHTIB, IO He IiIAraloTh
BHECEHHIO JI0 3a3HaueHoro GoHpy.

226. Jlna opraHizamii Ta IpoBeHEeHHSA €KCIEPTHU3H LIHHOCTI OOKYMEHTIB B
amnaparti (y pa3i moTpeOu B CTPYKTYpHHX IiApO3/i1axX) yTBOPIOEThCS MOCTIHHO Ai04a
eKCIIepTHa KOMICisl.

227. ExcrnepTu3a ILiHHOCTI JOKYMEHTIB NPOBOIUTHCS LIOPOKY B CTPYKTYpPHHX
migposninax amapatry OesnocepeIHbO 0coOaMH, BIANOBiTANILHUMH 3a OpraHi3alilo
IiJIOBOACTBA y HUX, PA30M 3 €KCIIEPTHOIO KOMICIEIO.

228. BunyyeHHS OOKYMEHTIB IJis 3HUIIEHHS Oe3 npoBeleHHA IONepeqHbOl
eKCIIEPTH3H iX I[IHHOCTi 3a00pOHS€EThC.

229. Bingbip MOKyMeHTIB MOCTiHHOTO 30epiraHHS 3MiMCHIOETHCS Ha ITiJICTaBi
THUIIOBHX Ta BiIOMYHX (rajy3eBHX) II€pelliKiB TOKYMEHTIB i3 CTpoKamH 30epiraHHs,
HOMEHKJIATYpH CIIpaB UUIAXOM IIeperjsify KOXXKHOro apKymia crnpaBd. JlopydeHHs
OpraHiB BJIAJM BHUILIOTO PiBHS, M0 HAJIHIUIK y BUIJISAL ManepoBoi Komii, He MOXYThb
Oyt BimiOpaHi fAK HOKYMEHTH MOCTifiHoro 4 TpuBayjoro (moHax 10 pokiB)
30epiraHHs.

230. 3a pe3ynpTaTaMHu €KCIEPTU3U I[IHHOCTI JOKYMEHTIB CKJIaJacThCsA aKT IO
BIUTYYEHHs ISl 3HUILEHHS TOKYMEHTIB Y naneposiit popmi (momarox 16).

231. 3BeneHi onucH crpaB NocTiliiHoro, TpuBasoro (nmoxax 10 pokiB) 36epiraHHs
Ta 3 KaJpOBHX MUTaHb (0COOOBOTO CKiaxy) Ta aKT IPO BHIYYEHHS VIS 3HUILECHHS
NOKYMEHTIB, He BigHeceHHWX N0 HamioHansHOro apxiBHOro ()OHIYy, pPO3INSOAIOTHCS
eKCIIEPTHOIO KOMici€ro omHodacHo. [licis 3aTBep/pkeHHs akTa amapaT Ma€ IpaBo
3HHUIUTU BU3HaYeH1 HUM JTOKYMEHTH.
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232. AKT mpo BWIyYeHHS i1 3HHUIIEHHS NOKYMEHTIB CKJIAJA€Thcs IIOAO
IOKYMEHTIB, He BHeceHMX N0 HamioHanbHOro apxiBHOro ¢oHAy, Ha BCi CIpaBH.
HailiMeHyBaHHsS CTPYKTYypHOTO WiApO3ALTY amapaTy 3a3HayaeTbCs Iepe] TPYyINolo
3aroJIOBKiB CITpaB I[LOTO i APO3ALITY.

CkiageHHs onuciB cnpas, IO cKJajeHi y naneposiii ¢gopmi )

233. Onuc cnpaB — apXiBHHUH AOBITHUK, IPA3HAYCHHUH A 00Ky Ta PO3KPUTTS
3MICTy OOWHHIB 30epiraHHs, OOJNiKy, 3aKpilUIeHHA iX cHCTeMaTH3allii y Mexax
apxiBHOrO (poHIY.

234. Onucu cnpaB YKJIaJaiOTECS OKPEMO Ha CIIPaBU MOCTIMHOro Ta TPUBAJIOTO
(nonax 10 pokiB) 30epiraHHs Ta 3 KaApoBUX NHTaHb (0coboBoro ckinany). Ha cnpasu
TUM4acoBoro (o 10 pokiB) 36epiraHHs ONUCH He CKIANAIOTHCA. Y pasi JiKBigallii 4u
peopranizauii paiigepxaaMiHicTpaLlii Taki OIIMCH CKJIaJaloThCsl 000B’I3KOBO.

235. OnucH crpaB CTPYKTYPHOTO MiPO3IiTY anapary CKIaJaloThCS IOPOKY 3a
BCTaHOBNIeHOIO (opMoro (momaTok 17) mocamoBor 0C0000, BiNIOBIJANBHOIO 3a
IiJIOBOJICTBO, 32 METOJAUYHOI JOIIOMOTH 3araJlbHOTO BiJALTY amapary.

236. Homep ommcy copaB CTPYKTypHOro MiApO3AUTy amapary I[IOBHHEH
CKJafaTucs 3 IHJAEKCY IMiApo3hily 3a HOMEHKIATypolO CcIpaB 3 JOJaBaHHSAM
MOYATKOBOI JIITEpH HA3BU KaTeropii JOKYMEHTIB, IO BKIIOYAIOTHCA OO OMHUCY, Ta
YOTHPHOX IUGP POKY, B IKOMY PO3IIOYaTO CIIpaBH, BKIIOYEHi Jo onucy. Hanpuknag,
OIMCH CIIpaB IIOCTiMHOrO, TpuBajoro (moHan 10 pokiB) 30epiraHHA Ta 3 KaJpOBHUX
HUTaHb (0COO0BOTO CKJIaAy) CTPYKTYPHOTO MiIPO3ALTY 3 iHA. 5, 1o po3nodaTti y 2015
porii, MaTumyTh HoMepu: 5 I1—-2015; 5 T —-2015; 5 OC — 2015.

237. Ilix 4yac ckiIaiaHHs OIHCIB CIIPaB CIiJ JOTPUMYBATHUCS TAKUX BUMOT:

1) xo)xHa cpaBa BHOCHUTECS IO OMKCY IIiJi CAaMOCTifHIMM HOPSAKOBUM HOMEPOM
(K10 cmpaBa Ma€ KiJIbKa TOMiB, KOKHHUM TOM BHOCHUTBCS A0 OINCY ITiJi OKPEMHM
HOMEpPOM);

2) rpadu onucy odOpMIIOIOTHCS BiATIOBiAHO [0 BIIOMOCTEH, 3a3Ha4YeHHX Ha
oOKJaMHIII CIIPaBH;

3) y pa3i BHECEHHS IO OIHUCY KiIBKOX CIIpaB IMiApsA] 3 OJHAKOBHM 3arojIOBKOM
3a3HAYAETHCA TOBHICTIO JIMINE 3arojiOBOK IIepINoi CIpaBH, a BCi iHIN OXHOpiAHI
CIIpaBM II03HAYAIOTHCS CIOBAMH «Te caMey, IIPH bOMY iHIII BiIOMOCTi IIpO CIIpaBH
BHOCATBCS JIO OIHKCY IIOBHICTIO (Ha KOXHiM HOBiff CTOpIHII OINHKCY 3aroJOBOK
BiITBOPIOETHCS IIOBHICTIO);

4) rpada onucy «IIpHMiTKa» BUKOPUCTOBYETHCS AJIS BIAMITOK PO 0COGIHUBOCTI
¢i3MYHOro CTaHy CIpas, Ipo Nepenavy CIpaB iHIIAM CTPYKTYPHHUM Migpo3ainaM abo
iHIIi# ycTaHOBI, IPO HAasIBHICTh KOMi#i JOKYMEHTIB Y CIIpaBi.

238. OmucH cupaB BeAyTHCS MPOTATOM KiJJbKOX POKIB 3 BUKOPUCTAHHAM €IUHOL
HacKpi3Hoi HyMepailii. CripaBu KOXXHOTO POKY CTaHOBIISATh PIYHUH PO3/ILI OIHUCY.
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239. V xiHOi onmucCy pOOHUTHCSA MiACYMKOBHH 3alMC 13 3a3HAYEHHIM KLIBKOCTI
(uubpamMm 1 croBaMH) cmpaB, HIO0 OOJNIKOBYIOThCS 32 OIIMCOM, a TaKOX
00yMOBJIIOIOTECS OCOOJIMBOCTI HyMmepallil clipaB B omuci (JIiTepHi Ta NpOIyHIeHi
HOMEPH CIIpaB).

240. V piuHHil po3[in OommMCy CHpaB BHOCATHCS TaKOX CIpaBH, HE 3aBEpIIeHi
IPOTATOM KAJIEHAAPHOTO POKY. Y TakuX BUIAAKAaX y KiHI piYHUX PO3ILNB ONMUCY
KOXKHOTO HACTYITHOTO POKY, TIIPOTATOM SKOrO CIpaBH IPOHOBXYBIUCA B
IiTOBOZCTBI, 3a3Ha4a€eThCs «JJOKYMEHTH 3 I[bOT'0 NMUTAHHA AWB. TAKOX Y PO3MiNIi 3a

pik, Ne ».

241. Ommc chopaB, CKIaJeHHX Yy IamepoBiit ¢opMi, CKIagaeTbCsd y HABOX
NPUMIpPHUKAX, OAUH 3 SKUX MEepelacThCs pa3oM i3 clipaBaMHU A0 apXiBy, a IHIIHMA
3aJIMIIAETHCS AK KOHTPOJBHUH IPUMIpHHK Yy 3aralbHOMY BiJUIiI amapary.

242. Ha oCHOBiI ONHUCIB CcHpaB CTPYKTYPHHX MiOpO3AUIIB amapary 3arajlbHHA
BIIUIIJI amapaTy TOTye€ 3BeJ€Hi OIHCH CIIpaB IOCTiHOro Ta Tpupajoro (rmoxag 10
POKiB) 30epiraHHs, 3 KaJpOBUX MUTaHb (0cOO0BOrO CKIIamy).

243. 3BenmeHuit omuc crpaB MOCTIHHOro 30epiraHHS CKIANAEThCA Yy YOTUPHOX
npuMipHUKax, TpuBaioro (moHax 10 pokiB) 30epiraHHs — y ABOX NPUMipHHKAX, 3
KaJpOBUX MUTaHb (0COO0BOro CKIIANy) — Y TPhOX MpHUMipHHKaX. OOUH INPUMIpHHUK
3aTBEPAKEHOr0 OIKCY IOJAEThC apXiBHOMY BigAUTy paiaepkaaMiHicTparlii.

244. PaiinepxagMiHicTpallis 3000B’s13aHa OMMUCYBAaTU JOKYMEHTH ITOCTIHHOIO Ta
tpuBaiioro (oHax 10 pokiB) 36epiranHs, 3 KaJpoBUX NMUTaHb (0COOOBOro CKIamy) He
Ii3HIIle HiXK dYepe3 JiBa POKH IICIsA 3aBEplIeHHS CIpaB y JUIOBOJCTBI, a TaKOX
nepefaBaTd JOKYMEHTH IIOCTiifHOro 30epiraHHs BiANOBIAHO 10 3aTBEPIKEHUX
ONMCIB CIpaB QIO apXiBHOTO BigAUTy paiaep)kaaMiHICTpallii B YCTaHOBJIEHI
3aKOHOZABCTBOM CTPOKH.

OdopmiienHs cnpas, CKJIaJeHHX y naneposid gopmi

245. OdopmneHHs cnpaBu mocTiiHoro i Tpusasoro (moHanz 10 pokiB)
30epiraHHs nepenbavae Hymepauilo CTOPiHOK y CIIpaBi, CKIaAeHHsS y pa3si IoTpebu
BHYTPIIIHEOTO OITUCY JOKYMEHTIB CIpaBH, HAsABHICTh 3aCBiI4yBaJIbHOIO HAIMCy
CIIpaBH MPO KiJIbKiCTh CTOPIHOK i IpO 0COOIMBOCTI (Pi3MUHOrO CTaHy Ta GOPMyBaHHS
CIIpaBH, MiJIIHBaHHS a0 ONpaBJIeHHS CIIpaBH, 0GOpMIIEHHS 00KIaIuHKH CIIPaBH.

246. JlokyMeHTH TUMYacoBoro 30epiraHHs, c@opMoBaHi y CIpaBd, He
iIIMBAIOTECS, CTOPIHKA HE HYMEPYIOTBhCS, YTOYHEHHS €NeMEHTIB O(QOpMIECHHI
OOKJAJMHKA He TIPOBOAMTHECS, 3a BUHATKOM IIepBUHHOI  OyXranrepchKoi
JOKYyMEHTAIlil. .
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247. Ilicna 3aKkiHYeHHSA OiTOBOJHOIO POKY JO HAallMCIB Ha OOKJIaJUHKaX CIIpaB
HOCTIMHOIO i TpHBAJIOro 36epiraHHsA BHOCATHCS HEOOXiIHI YyTOYHEHHS, IEPEBIPSIETHC
BiZIIIOBiZHICTh 3aroJIOBKiB CIpaB Ha OOKIagWHII 3MICTY MiJIINTHX JOKYMEHTIB,
BHOCATBRCA y pas3i moTpeOM [0 3arojioBKka CHpaBd JOAATKOBI  BiIOMOCTI
(IpOCTaBIAIOTECS HOMEPH HakasiB, NPOTOKONIB, 3a3HA4YalOThCs BUAM 1 (OpMH
3BITHOCTI TOIIIO). .

248. Jlara Ha OOKJQAMHII CIpaBd TOBHHHA BiJIIOBiJATH POKY MOYATKy 1
3aKiHYE€HHS CIpaBH; Y CIpaBi, [0 Ma€ JOKYMEHTHU 3a OinbIl paHHI pOKH, HiX piK
YTBOPEHHS CIIPaBH, MiJl AATOK POOUTHCS HAITUC «€ TOKYMEHTH 3a ___ POKH».

249. Ha of0xinaguHKax cIopaB, IO CKJIaJalOTBCA 3 KiJTBKOX TOMIB, |
IPOCTABNISAIOTHCS JaTH IEPILIOTO i OCTAaHHBOI'O JOKYMEHTIB KOXHOTO TOMY (4aCTHHH).
V pasi 3a3HaueHHs] TOYHOI KajleHJApHOI JaTH HMPOCTaBISE€ThCS YUCIO, MIiCsLb 1 PIK.
Yuco i pik Mo3HaYar0ThCs apaOChKUMHU TUPPaMHU, MiCALb MUAIIETHCS CIOBOM.

250. Ha oOkmaguHII CHpaBH IIPOCTaBSIEThCS HOMEP CIpPaBH 3a 3BEJEHUM
OIIHCOM i 3a IOTOJXKEHHAM i3 3araJIbHUM BiALTOM arapary — HoOMep OIUCy 1 GoHIY.

251. V pa3i 3MmiHM HaliMeHyBaHHS paijepxanMiHicTpanii (ii CTpyKTypHOTo
i pO3/iNy) MPOTAroM Mepiofy, KU OXOIUIIOIOTh JOKYMEHTH cIIpaBH, abo mif dac
nepenadi CrpaBd A0 iHIIOI yCTaHOBH (CTPYKTYpPHOTO IigpO3Aily) Ha OOKJIaJUHLI
CIpaBH 3a3HadyaeTbes i1 (CTPYKTypHOro MiApo3lily) HOBE HaHMEHYBaHHA, a
IorepeaHe OepeThCA B AYKKH.

252. Hanmcu Ha oOOKIaguHKax CIpaB IIOCTifHOro Ta TpuUBajoro (TIOHaA
10 pokiB) 30epiraHHs poOONATBCS YiTKO YOPHHM CBITJIOCTIMKMM YOPHHJIOM abo
nmacror0. HakjeroBaHHS THUTYJABHOIO apKylla Ha OOKNIaAMHKY CIOpaBd He
JOITYyCKa€ThCSL.

Ilepenaua cnpag, CKIaJAeHUX y naneposii ¢opmi, 10 apxiBy

253. Cmpasu mocriiiHoro Ta TpuBaioro (ronazn 10 pokiB) 36epiranss yepes 1Ba
POKH IiCJIA 3aBeplleHHs 1X BeNEHHS MEepeNAoThCs O 3arallbHOrO BilALTy amapary
(apxiBy) B YIIOpSAKOBaHOMY CTaHi JUIs MOAAJBIIOro 30epiraHHs Ta KOPUCTYBAHHS 3a
rpadikoM, 3aTBepIKeHHM KepiBHHKOM amapaTy. CmpaBH 3 0cO0OBOro CKiIamy
30epiraroTbCss y BiAmini YNpaBiiHHA IEePCOHAIOM Ta (IHAHCOBO-TOCIIOAAPCHKOIO
3a0e3reYeHHs anapary paiaepxaaMiHicTpaii.

Iepenaua crpaB A0 3aralbHOTO BiJAiTy 3A1HCHIOETECA 32 rpadikoM, CKIaJIEHUM
TpaIiBHUKOM 3arajibHOrO BiJAiNy, BiAIOBiJaTbHMM 3a BEJEHHS apXiBHOI CIIpaBH,
TIOTO[KEHUM 3 KepiBHUKaMH CTPYKTYPHHX MiIpO3 LB amapary
paiinepxaaMiHicTparii i 3aTBEPIKEHUM KepiBHUKOM armapary
paiizepxaaMiHicTparii. )
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254. 3a MMCEMOBUM 3BEpHEHHSM CTPYKTYPHOTO HiIpO3[iNy amaparty 3arajibHHi
Bifin amapary odopMiise BUIAdy CIpaB, CKIQIeHUX Yy ManepoBiit ¢popMmi, Ha CTPOK
10 TPHOX MICSAIIIB.

255. IlpuiiMaHHs-nIepenada KOXHOI CIIpaBU 3AIMCHIOETbCA IPaLliBHUKOM
3araJlbHOTO BiAIiTy amapary, BiANOBiJaJIbHUM 3a BEACHHS apxiBHOI CIpaBH, B
IPUCYTHOCTI TMpaliBHUKa CTPYKTYPHOrO IiApO3AiTy amapary, SKdUi Iepenae
YIOPSIAKOBaHi Ta 0QopMIIeH] CripaBH.

256. CnpaBu mocrtiiiHoro Ta TpHuBasoro (moHax 10 pokiB) 36epiraHHs
NepealoThCS A0 apXiBy 3a ONHMCaMU.

VY KiHIi KOXXHOIO NMPHUMipHHKA OIMHKCY MpalliBHUK 3arajibHOro Biiiny amapary
PO3MHUCYEThCST Y MPUUHATTI copaB i mpocraBise aary. OmMH NPUMIpHUK OIUCY
IIOBEPTAEThCA CTPYKTYPHOMY MiJPO3AUTYy amapaTy, BCi iHOI 3aJHMIIAlOTBCS B
3arajJbHOMY BiJILII.

CropaBy, Mo TepedaroThCA IO 3arajlbHOr0 BiJIiTy, TMOBHHHI OyTH 3B’s3aHi
HaJIe)KHUM YHHOM.

Y pa3i m;ikBiganii abo peoprasizaiii CTpPyKTypHOrO MiApO3Aily amapary
paiinepxaaMiHicTpanii ocoba, BigNoOBiJanbHa 3a OpraHizalilo JAiTOBOACTBA Yy
CTPYKTYPHOMY MiApo3Aiii, B mepio]] IpoBeeHHs JiKBIJaliMHUX 3ax0/iB ¢popMye BCi
IOKYMEHTH Y cCIIpaBH, OQOpMIIIOE CIIpaBH Ta Hepefae iX OO 3arajbHOro Biimily
HE3alleXXHO BiJ CTpOKiB 30epiranns. [lepemada crpaB 3[iMCHIOETHCA 32 OIMUCaMH
CIpaB i HOMEHKJIATYPOIO.

PaiinepxagMmiHicTpanis 3000B’s13aHa  3abe3neduTH  30epiraHHS — apXiBHHX
IOKYMEHTIB Ta Tepefady HOKYMEHTIB, IO Hanlexarb n0 HarioHalbHOro apXiBHOrO
¢GoHOy, micNs 3aKiHYeHHS BCTAaHOBJIEHHX T'PaHUYHUX CTPOKIB iX 30epiraHHs Ausd
IOCTifiHOTO 30€epiraHHs 1o apXiBHOTO BiAiTy paitaep xaaMiHicTpaliii.

KepiBHuk anapaty B. UepneHko




Honartox 1 go IncTpyxmii
(IyHKT 8)

3arajbHi npaBuia opopMiIeHHSI JOKYMEHTIB

. Jl1s odopMieHHS TEKCTiB CIyXOOBHX [IOKYMEHTIB BHKOPHCTOBYETHCS
rapH1Typa Times New Roman, mpudt posmipom 12-14 JIPyKapCHKHUX ITyHKTIiB Ta 8-
12 — nns mpykyBaHHS pekBi3UTY «IIpi3Bullle BUKOHABII 1 HOMep Horo TenedoHy»,
BHHOCOK, MOSCHIOBAJIBHUX HAIHCIB JI0 OKPEMHUX E€IEMEHTIB TEKCTy HOKyMeHTa abo
HOro peKBi3UTiB TOIIO.

2. Ilpu odopmiteHHi 3aCTOCOBYEThCS IPUPT:

HamiBXUPHHUHA MIPUQT BEIUKUMH JIiTEPaMH — JUI Ha3BH BULY JOKYMEHTa,;

HaMiBXUpHUHA (TpsAMuii a0 KypcHB) — Ui 3arOJIOBKIB Ta KOPOTKOTO 3MICTY
JOKyMEHTA.

3. Ilpu odopMIIeHHI TEKCTiB MIXXPAIKOBHIA 1HTepBaJl IOBUHEH CTAHOBUTH:

1 — ans CKIaioBUX TEKCTY MOKYMEHTa, peKBi3HTY «JloaToK» Ta MOCHJIAaHHS Ha
IOOKYMEHT, 1[0 CTaB IiICTABOO JUIsl MiATOTOBKU (BHIAHHs) HOTOYHOTO JOKYMEHTA;

1,5 — nia CKIIaJOBHX YaCTHH PEKBI3UTIB «Anpecat» Ta « pu¢ 3aTBepHAKEHHAY;

1,5-3 — 1yt BiIOKpeMIIEHHS PEKBI3UTIB JOKYMEHTa OAMH BiJ{ OJJHOTO.

4. IM’s Ta mpi3BHIle B pekBi3uTi «[IiAMHC» PO3MIIIYETBCSA Ha PiBHI OCTAHHBOTO
psiIKa Ha3BU IOCAIH.

5. MakcuMainbHa JOBXKHHA psiika OaraTopsiAKOBUX PEKBI3UTIB (KpIM PeKBI3HTY
TeKCTy) — 73 MiuTiMeTpH (28 IpyKoBaHUX 3HaKiB).

6. SIK110 KOPOTKHEA 3MICT 10 TeKCTy nepeBuurye 150 3HakiB (11’ T pAAKIB), HOTO
JIO3BOJIAETHCA MPOAOBXYBATH IO MeXi mpaBoro noisi. Kpamnka B KiHIII 3arojloBKa He
CTaBUTHCH.

7. Ilpu odopmieHHI HOKYMEHTIB BiACTYyNH BiJ MeXi JiBOro mois AOKyMEHTa
CTaHOBHTb:

125 MiJIiMeTpiB — 1715 iM’ 51 Ta mpi3BHUIa pekBizuTy «[ligmucy;

100 MlJIlMeTplB JU1s pekBi3uTy «I 'pud 3aTBEPIDKEHHS,;

90 MlJIlMeTplB JUISL peKBI3UTY «Anpecary;

10 minmiMeTpiB — mng a63aumiB y Tekcti, a Takox cuiB "CIYXAJIA",
"BUCTYIIWJIN", "BUPIIIIAJIN", "VXBAJIAJIN", "HAKA3VIO",
"30BOB'A3VYIO";

0 MimiMeTpiB — a1 pekBi3uTiB «Jlatra nokymeHTay, «KopoTkuii 3MicT

nokymenta», «Texct» (0e3 a6zauiB), «BimMiTka ©po HasBHICTH HOHATKIBY,
«[IpisBuine BHKOHaBIA i HoMmep #oro TenedoHy», «BiaMiTKa HpO BHUKOHAHHA
IOKYMEHTA i HaJCWIaHHs Horo 1o crpaBu», ciioBo «HomaTtok» pexBizuTy «BiaMiTKH
Ipo HasBHICTh HOAATKiB» Ta cioBo «[ligcraBa» 3amucy Npo IOCHIAaHHS Ha




2 [Tponosxenus noxatka 1

JOKYMEHT, IO CTaB ITiACTaBOIO AJs IATOTOBKU (BHJAAHHS) ITOTOYHOIO AOKYMEHTa,
HafiMeHyBaHHS MOcaay y pekBi3uTi «lligmucy, 3acBiAdyBalbHOIO HAMUCY «3TiAHO 3
opuriHaJioM» Ta s Iepiioro peksisury «[pud 3aTBepmKeHHs», SKIO iX B
JOKYMEHTi JiBa.

8. ITlim yac odopmileHHS AOKYMEHTIB (IOAATKiB O HHX) Ha JOBOX I Olmbiue
CTOpiHKax Jpyra Ta HACTYIHi CTOPIHKH IIOBUHHI OyTH IPOHyMepOBaHi.

9. HoMepu CTOPiHOK CTaBIATBhCS IOCEPEANHI BEPXHBOIO IIOJIE CTOPIHKHU
apabcbkuMu 1bpaMu 6e3 3a3HAUYEHHS CJIOBa «CTOPiHKa» Ta PO3MLIOBHUX 3HAKiB.
Ilepima cropiHKa He HYMEpYEThCS Hi B JOKYMEHTi, Hi B KOXXHOMY 3 JOHAATKiB.
JIOKyMEHT i KOX€eH 3 JOAaTKiB MalOTh OKpeMy HyMepalliio. '

10. TexcTH HOKYMEHTIB JPYKYIOTbCS Ha OgHOMY Oomi apkyina. JJokyMeHTH He
TOCTiiiHOrO CTpoKy 30epiraHHs o6csroM Oinbime 20 CTOPIHOK MAOIyCKa€EThCS
IpyKyBaTH Ha JHMLBOBOMY 1 3BOPOTHOMY OOIli apKylua, Ipd HbOMY PEKBi3UT
«[ligmuacy» moBuHEH OyTH PO3MIIEHHH Ha JHUIBOBOMY, a He Ha 3BOPOTHOMY Oomi
OCTAaHHBOT'O apKyIlla JOKyMEHTA.




Honatok 2 no [HcTpyKuii
(myskT 20)

CTAPOBLIbBCHKA PAVIOHHA JEP)KABHA AJIMIHICTPALIS
JIYTAHCBKOI OBJIACTI |

PO3MOPSKEHHS

roJIOBH pailoHHOI AepakaBHOI aAMiHIcTpaumii

M.CTapobiibebk




Honatox 3 o IacTpykmii
(myskr 20)

CTAPOBLIBCBKA PAMIOHHA JEPYKABHA AJIMIHICTPALSI
JYTAHCBKOI OBJIACTI

HAKA3

KepiBHUKA anapary

M.Crapobinbebk Ne




Honarok 4 go IHcTpyKii
(nyskr 20)

CTAPOBLIBCBKA PAMOHHA JAEPKABHA AllMIHICTPAIIIﬂ
JIYTAHCBHKOI OBJIACTI

By« Llenrpansna, 35, M. CTapoGinschK, Jlgraﬂcm(a 06:1., Yxpaina, 92703
ten/dpaxc (06461) 2-13-65
starobilsk-rda@loga.gov.ua Kox €APTIOY 04051632

Ne
Ha Ne BiJ



mailto:starobilsk-rda@loga.gov.ua

Honatok 5 xo [HcTpyKuii
(myskT 20)

CTAPOBLIIbCBKA PAMMOHHA JTEP)KABHA AJIMIHICTPAIIIS
JIYITAHCBKOI OBJIACTI

(Bug JOKyMeHTa)

M.CTapobiabebk Ne




Honarok 6 mo [HcTpyxmii
(myHkT 35)

IIPUMIPHUU ITEPEJIIK |

AOKYMEHTIB, 110 J03BOJISIETHCS 3aTBEPI:KYBaTH POCTABJISAHHAM rpudga .

3aTBePIKEHHs M0CaA0BOI 0CO0H 32 YMOBH iX HiArOTOBKH y naneposiii ¢gopmi

1. AxTu (nepeBIpOK i peBi3ii, FOTOBHOCTI 00’€KTa A0 eKCILIyaTallii; CIMCaHHs;
iHBeHTapu3allii; €KCIepTU3W; BWIYYECHHS CIpaB [AJsA 3HHUIICHHS; Iepeladi CIpas;
JIKBiAamii yCTaHOB TOIIO).

2. 3aBmaHHA (Ha BiAPSIHKEHHS, MPOEKTYBaHHA 00’ €KTiB, TEXHIYHUX CMOPYZ,
KamiTaibHe ~ OYIiBHHUITBO;  IPOBEAE€HHS  HAyKOBO-JOCHIAHHUX,  HPOEKTHO-
KOHCTPYKTOPCHKHX 1 TEXHOJIOTIUHUX poOIT; TEXHIYHI TOILO).

3. Kowmrropucu ButpaT (Ha YTpUMaHHS amapaTy YIpaBliHHA, OyIWHKIB,
HpUMillleHb, CIIOPYA; Ha MiATOTOBKY Ta OCBOEHHS BHPOOHHLITBA HOBHX BHpOOIB; Ha

KariTaibHe OyIiBHUIITBO TOILIO).

4. Tlepenikn (mocaj MpamiBHUKIB 3 HEHOPMOBaHMM poOOYMM [HEM; THUIIOBUX,
BiIOMYHX (Tay3eBHX) JOKYMEHTIB i3 CTpOKaMu 30epiraHHs TOIIO).

5. Po31iHKY Ha BUKOHAHHS POOIT.
6. Cratyt (II0JIOXKCHHS) YCTaHOB.
7. CTpyKTypa yCTaHOBH.

8. HoMeHkmaTypa CIpas.

9. Inmi moKyMeHTH, GpopMa SKHX ependadae 1ie 3riJHO i3 3aKOHOJaBCTBOM.



Honarok 7 no Iactpykuii
(myHKT 36)

Ipumipanii 61ank pe3oaronii
KepiBHMLTBA paiiiepxaamiHicTpanii

(maiiMeHnyBaHHSI I0CaTH)

o Bx. Ne

(ITI6 BuKOHBLSA)

(32 noTpedH CTPOK BUKOHAHHA)

(TeKcT JOpYy'IeHHSs)

(nignuc, ITIB rocagoBoi ocodun)

(narta)



Honatok 8 no IHcTpykuii
(myHKT 65)

MPUMIPHU NNEPEJIIK
JAOKYMEHTIB, MiAMNCH HA AKUX CKPIILIIOITHCA rep6oBoOI0 MEYaTKOI0 y pa3i ixX
CTBOpEHHS y manepoBiii popmi 260 3aCBiTUYIOThCS €JIeKTPOHHOIO EYATKOIQ
YCTAHOBH Yy pa3i iX CTBOpeHHS B eJIEKTPOHHI# ¢opmi

1. Axta (BHKOHaHHA poOOIT, CIIHUCaHHA, €KCHEepPTH3H, (iHAHCOBUX IEpEBIPOK;
BHJTy4eHHS CIIpaB [Jis 3HHUINEHHS; lepeaadi CIpaB TOIIO).

2. BHCHOBKM 1 BIiATYyKH YCTaHOB Ha JUcepTalii Ta aBropedepatd, IO
HaJCHIAIOTHCA A0 Bumoi arecramiifHoi koMicii Ykpainu. ’

3. JloBiaku (JIiMiTHi; TPO BUIUIATY CTPaXOBUX CyM; BUKOPHUCTAHHS OIOHKETHUX
aCHrHyBaHb Ha 3apIlIaTy; PO HapaxoBaHy 3apIuiaTy TOIIO).

4. JloroBopu (mpo MarepialkHy BiANOBIHANBHICTh, HAyKOBO-TEXHIYHE
CHiBpOGITHHIITBO, MiAPSAH, OPEHy IPUMIIIEHb; IPO BUKOHAHHS poOiIT TOILO).

5. HokyMeHTH (HOBiAKH, IOCBITYEHHS TOIIO), 110 3aCBiAYYIOTH IIpaBa rpoMasH
i FOpUANYHEX 0Ci0.

6. JlopyueHHS Ha OJiep)KaHHS TOBapHO-MaTepiallbHUX MIHHOCTeH, OFOIKeTHI,
OaHKiBCHKI, IEHCIMHI, IIJIaTiKHI.

7. 3aBmaHHa (Ha TPOEKTYBaHHA OO0’€KTIB, TEXHIYHHX CIOpY., KaliTalbHe
OyHiBHUIITBO; TEXHIYHI TOLIO).

8. 3asBH (Ha aKpeAWTHB; PO BiAAMOBY BiJ aKIENTY TOIO).

9. 3asBkH (Ha 00JagHAHHA, BUHAXOIU TOIIO).

10. 3pa3ku BiZOWTKIB HEeYaTOK i MiAMHCIB MpalliBHUKIB, SKi MalOTh IIPaBO
3MilicHioBaTH (hJiHAHCOBO-TOCIIOAAPCHKI OTepaIlii.

11. Kourropuc BUTpat (Ha yTpUMaHHS amapaTy yIpaBliHHs; Ha MiATOTOBKY Ta
OCBO€HHS BHMPOOHMILTBAa HOBHX BHpOOiB; Ha KaJbKYJLII0 3a [JOrOBOPOM; Ha
KaltliTaJlbHe Oyl BHULITBO TOILIO).

12. JIuctu rapaHTiiHi (Ha BUKOHaHHS poOiT, HaAaHHS IOCIYT TOILO).

13. TTomanus i xinomoTanHsa (PO HArOPOJKEHHS OpAEeHaMH i MeJallsiIMH; IO
IIPEMiIOBaHHS).

14. TIpoToxoinu (IOroKEeHHs IUIaHiB IOCTaBOK).

15. Peectpu (4ekiB, Or0)KeTHUX JOPYYEHB).

16. Cnenudikanii (BUpoO6iB, MPOAYKIIil TOLIO).

17. CninbHi JOKYMEHTH, IiATOTOBIEH] Bi iMeHi ABOX 1 6iibllie yCTaHOB.

18. CtaTyTH ycTaHOB. -

19. TUTYJIBHI CIIMCKHU.

20. TpynoBi KHHXXKH.

21. IllTaTHI pO3MHUCH.

22. Ini moxyMeHTH, hopMa SKUX repeadadac 1e 3TiJHO i3 3aKOHONaBCTBOM.




Honarox 9 no Inctpykmii
(myskt 149)

ITPUMIPHUMU TTEPEJIIK
JAOKYMEHTIB, 110 He Mi/UIAraloTh peecTpauii B 3arajJLHOMY BiaaiJi anapary
Ne Buja nokymenTa CnenianbHuii
3/m 00iKk*
1. |3BeneHHs Ta iHopMallis, HagicIaHi 10 BigoMa He IIi [IAraloTh
> |p . . peecTpatii 4u 001Ky
: eKJIaMHi [IOBiIOMJICHHS, IIaKaTH, IPOrpaMH y Gy Tb-SIKHH HIHH
HapaJl, KOHpEPEHIIii TOIIO crmoci6
3. | IlpeiickypanTtu (Koriii)
4. | Hopmu BuTpaTu MartepialiB
5. | BitanpHi mucTH i 3anpoleHHs
6. | Micsayni, KBapTaNbHi, IiBpiYHi 3BiTH
7. |I'padixu, Hapsay, 3a9BKU, pO3HAPSIKA
8. | GopmH CTaTUCTUYHOI 3BITHOCTI
9. | JpyxoBaHi BunanHs (KHUTH, XXypHad, OrojieTeHi) | 6ibmiorexa
(o6ikoBYIOTECS
Jve y pasi i
HasBHOCTI)
10. | HaykoBi 3BiTH 3a TeMaMH ciryx0a HayKOBO-
TEeXHIYHO1 iH(popMaiii
(o6ImiKOBYIOTHCS
auie y pasi ii
HasBHOCTI)
11. | HaByanbHi mnaHu, rmporpamu (Korii) BIJZIIN yIIpaBIiHHA
IIEPCOHAJIOM arapaTy
12. | Horosopu : BiJis hiHAHCOBO-
rOCHOJapCHKOTO
3abe3neyeHHs
amapary

* ¥V pasi eidcymnocmi e patidepacadminicmpayii 6i0nosionozo cneyianizosarnozo niopo3oiny
cneyianvHuil 061K 30IHCHIOEMbCA 3a2aNbHUM 8I00iN0M anapamy abo 3a pPiueHHIM KepiBHUKa
anapamy/2o108u He 30iUCHIOEMbCA. -




Honatok 10 no Incrpyxuii
(myHkT 154)

ITPUMIPHUN CKJIAN
3amMcy Nnpo peecTpaniioo BXiAHUX JOKYMEHTIB*

[a——y

. Bua noxymeHra.

[\

. I[aTa Ta 9aC¢ HAAXOPKCHH NOKYMCHTA.

(98]

. Hara peectpauii foKyMeHTa.

N

. PeecTpaniitauii iHgeKc TOKyMeHTa.

(9,

. KopecnonaeHr.

o)

. [laTa peectparlii Ta peecTpalniiHuN iHAEKC KOPECITOHICHTA.
7. KopoTkuii 3MicT.

8. CTpykTypHHH mniZpo3[in, SKUA B YCTaHOBJIEHOMY IOPSIKY BHU3HAYECHHIA
BiJITIOBiJAIFHUM 32 BUKOHAHHS JOKYMEHTA.

9. BignosijansHUIl BHKOHABEIb — IMPALliBHUK CTPYKTYPHOTO IMiAPO3ALIY
paiinepxanMmiHicTparnii, SKHA B  YCTaHOBJIEHOMY IOPAAKY  BH3HauYeHHI
BiAMOBiAaTFHIM 32 BUKOHAHHS JOKYMEHTA.

10. BigmiTka Ipo BUKOHAHHS JOKYMEHTA.

11. CnpaBa Noe.

* Incmpyxyiero modice 6ymu nepedbaueHo 000amKo6i CKNad08i YacmuHu JHCYypHany ma 6U3HA4eHO
IHWUI NOPAOOK X PO3MILYeHHSL.




Honatoxk 11 mo Inctpykuii
(myskrt 154)

IMPUMIPHHUH CKJIAJL
3allHCy NMPO PeecTpanilo BUXIAHAX AOKYMEHTIB paiifepaamMinicTpanii*

1. laTa peecrpaliii JOKyMeHTa.

2. PeecTpaniifHuii iHIEKC JOKyMEHTA.
3. Anpecar.

4. KopoTkwii 3MicT.

5. CTpyKTypHMHI Oifpo3Aul padjepaaMiHicTpamii, SKHM ITiATOTOBJIEHO
TOKYMEHT.

6. BignosimanbHHMiI BHUKOHAaBelb — IMPALiBHUK CTPYKTYPHOTO MiApO3MLIY
paiinepxaaMiHicTpanii, SsKU# miAroTyBaB JOKYMEHT.

7. lata Ta yac HaJXOJKEHHS JOKyMEHTa aJipecary.
8. llata peectpallii Ta peecTpaliifHHM 1HIEKC aapecara.
9. BizMiTKa po BUKOHAHHS JOKyMEHTa aJJpecaToM.

10. Crpasa Ne.

* Incmpyxyiero mooice 6ymu nepedbaieHo 000amK08i CKAa008i YacmuHy JHCYPHALY ma GUIHAYEHO
IHWUI NOPAOOK IX POIMIUYEHHS.



Honatok 12 mo IncTpykuii
(nyHkt 172)

CTPOKH
BHKOHAHHSI OCHOBHHX JOKYMEHTIB

1. Akt Ilpesunenta Ykpainu — 30 nHiB 3 gatu HaOpaHHS HUM YUHHOCTI, SIKII0
I[MM aKTOM He TepeAbayeHO CTPOK BUKOHAHHS BH3HAUYEHOTO HUM 3aBJIaHHS.

2. 3anut ab0 3BepHEHHS:

HApOAHOTO JelyTara YKpaiHH — NpOTAroM 15 OHIB 3 gHA HOoro HaaXOIKEHHS,
skio BepxoBHoro Panoio YkpaiHu He BCTAHOBJICHO iHILUN CTPOK;

nemyrara BepxoBHoi Pagu ABroHoMHOI Pecry6niku Kpum — nmpotsarom 15 auis
3 THS HOro HaaXOMKECHHS, ’

HenyTara MicieBoi paau — npoTsarom 10 AHIB 3 IHS HOro HaAXOKEHHS.

3. Sxmo 3anuT (3BepHEHHS) HApPOJHOro JemyTara YKpaiHu (ZemyraTa
BepxoBHoi Pamu ABtoHOMHOI Pecmy6miku KpumMm, nemyrata MicueBoi paau) 3
00’€KTUBHHX TPUYMH He Moxe OyTH pO3IVISHYTO B YCTAHOBJIEHHH CTpOK,
HAJICWJIAETHCS MMHCHMOBE IMOBiOMIIEHHS CYy0’€KTaM BHECEHHS 3alUTY (3BEpHEHH:) 13
3a3HaYEHHAM PUYHH TPOIOBXEHHS CTPOKY PO3TIISATY.

CTpok po3MisQy HAEmyTaTChKOrO 3BEpHEHHS 3 ypaxyBaHHAM CTpPOKY
IpPOIOBXXEHHS He MOXKe IepeBUIyBaTH 30 JHIB 3 MOMEHTY HOro HaaXOIKEeHHS.

4. Pimennss Kab6inery MinicTpiB YkpaiHu IIOAO IOOMpalOBaHHS INPOEKTiB
HOPMAaTUBHO-IIPABOBUX akKTiB — mpotaroM 10 OHIB 3 AHS NPUMHATTSA BIAMNOBIAHOIO
pillieHHS, AKIO HUM He BCTaHOBJIEHO iHIIMHA CTPOK.

5. ITocranoBu Ta BucHOBKM Koserii PaxyHkoBoi manatu — nporsaroM 15 qHiB 3
IHa 1X peecrTpalii B 0o6imep:kaaMiHiCTpalii, SKIIO B HAX He BCTAHOBJIEHO 1HIIMIi
CTpOK.

6. IloromxeHHs TPOEKTIB aKTiB 3aiHTEPECOBAaHUMH OpraHaMU — Yy CTpOK,
YCTAHOBJEHHH iX TOJIOBHUMH pPO3POOHHMKAMU BiANOBiHO 10 BUMoOr PermameHTy
Ka6inetry MiHicTpiB YkpaiHu.

7. 3amut Ha my6miuHy iHpopmauio Big ¢i3uyHOI, IOpUAMYHOI OCOOH,
00’eHaHHA TpoMaJdH 6e3 craTycy HOpHUAUYHOI 0coOH, KpiM CyO’€KTiB BIagHHX
ITOBHOBaXKeHb, T4 HAJAHHA BiIIOBiAiI Ha 3alUT Ha iHGOpPMAalil0 — IIPOTATOM CTPOKY,
Bu3HaueHoro crarrero 20 3akony Ykpaiuu «[Ipo goctyn mo my6nidHol iHpopMarii».




NpPO CTaH BUKOHAHHA 3aBAAaHb HA _ .

TH®OPMAIIIS

Honarox 13 no Inctpykmii
(myHKT 183)

20

Ne HaiimenyBaHHS Ta
3/ | IHAEKC CTPYKTYPHOro
Hiapo3aiTy

Cran BUKOHaHHS 3aBIaHb (JOKYMEHTIB)

yCBOTO

3 HHX
BHUKOHAHO CTPOK CTPOK
TIOJIOBKEHO HOpPYIIEHO

3aBiyBa4 CEKTOPY KOHTPOJIIO anapaTy

abo

HavanpHuk 3aranbHOro BiAidy anapary

20

* y Meoicax komnemenyii

Im’s TTIPI3BUIIE*

Im’g ITPI3BUILIE*




Honartok 14 no Incrpykmii
(yHkt 199)

INPUMIPHA ®OPMA
HOMEHKJIATYPH CHPaB CTPYKTYPHOro MiAPO3AiTy y naneposiii ¢popmi 3araunHuii
BilalJI anapaTty paiionHoi aepaxasnoi agminicrpanii HOMEHKJIATYPA .

CIIPAB Ne 50-18 3a 2018 pik

CXBAJIEHO:
IlpoTokon 3acigaHHs ekcnepTHOI KoMicii Big 01.11.2018 Ne 22-18

MeroauuHi BKa3iBKH Ta peKOMEHIAIIT
3 INTaHb AUIOBOJICTBA Ta apXiBHOI
CIpaBH, po3po0JieHi B anapari

aiiepxaaMinicTpanii

Innmexc 3aroJyioBOK CIIpaBH KinpkicTh Crpok Po6oui
CTpaBu crpaB (TOMiB) | 30epiraHs HO3HAYKH
01.3aransHiii Bigain
01.01 Kannenspis
01.01-01 3akoHH MOCTAHOBH Ta iHILI aKTH 4 Jloxu He MuHe Cr. 1-6
BepxoBHoi Panu Ykpainn notpeda
01.02. IIpoTokosbHa YacTHHA
01.02-01 Po3nopsumkeHHS rojIoBH
paiinepxaaMiHicTpanii 3 OCHOBHOT
MisTIBHOCTI
01.03 ApxiB
01.03-01 IIpaBuna, moJIO>KEHHS, IHCTPYKIIII, 1 MOCTIHHO cT. 20-a

ITincymkoBHit 3amuc

CrpaBu 3a cTpokamu 30epiranss

PazoMm

Y ToMy umci

nepexiaHi

3 BiaMmitkoro "EITK"

YCBOrO CIIpaB:

33

33

2

NOCTIHHOTO 30epiranHs

7

5

TpuBasoro (noxax 10 pokiB) 36epiraHas

12

7

THMYacoBOro 30epiranas

34

21

2
0
0

CKJIAJIEHO:
I"onoBHMUii criemianicT
3arajbHOro BiIALTY
02.11.2018

3ATBEP/IXKEHO:
HauvanpHuKk 3araibHOrO Biaainy
04.11.2018

I[TOI'OJKEHO:
HavansHUK apXiBHOTO BIIILTY
03.11.2018

Im’ s TTPI3BUILE

Im’s TTPI3BULLIE

Im’s TIPI3BUIIE




Honarok 1510 IacTpyKii
(mynxr 199)

IMPUMIPHA ®OPMA
3BeJIeHOI HOMEHKJ/IATYpPH CIIPaB YCTAHOBH Y naneposiii popmi .
Paiionna aepxaBHa aaMiHicTpanin *
3BEJAEHA HOMEHKJIATYPA CIIPAB 3a 2018 pik

CXBAJIEHO: v
[TpoTtokon 3aciganHs excrepTHoi koMicii Bix 08.11.2018 Ne 27-18
[TpoTokon 3acifaHHS eKCHepTHO-TIepeBIpHOI KoMicii apxiBHOro BIAANYy Bif
17.11.2018 Ne 35-18
Innexc 3aroynoBoK CIpaBU Kineskicts Crpok Poboui
CTIpaBH crpas (ToMiB) | 30epiraHss MIO3HAYKHI
01. 3araneHuii Biin
01.01.Kannemspis
01.01.-01 3aKOHH, IOCTAHOBH TA iHINI aKTH 2 JOKH He MHHE cT. 1-6
BepxosHnoi Pagu Ykpainn norpeba

01.02.ITpoTokonpHA YaCTHHA
01.02-01 Po3nopsamkeHHs roJIOBH 20 MOCTiHO cT.3a
paiizepxaaMiHicTparii 3 OCHOBHOI

MisVIEHOCTI Ta peecTpaliiifHuil mepeik

02. Bignin koHTpOITIO
02-02 JloxkyMeHTH (IOTIOBiAHI, JOTIOBiIHI 2 MOCTiHHO cT. 75-a
3aMKUCKH, NOBIIKH, TNIAHK KOHTPOJTIO) 3
MepeBipKY BUKOHAHHS 3aKOHIB
Vkpainu, akTiB [Ipesunenta Ykpainu,
Ka6inety MiHicTpiB Ykpainu iHIIHIX
OpraHiB BUKOHABYO{ BJIJ{ BHIIOTO

iBHS
02-03 ..
03. Bimain po60TH 13 3BepHEHHAMH IPOMaJIsTH
03-01 YKa3u, po3nopsmkeHas [IpesugenTta 1 JIOKH HE MUHE
Ykpaiuu, HajiclaHi 10 BiioMa; notpeba EIIK

3aKkoHH, TOCTAaHOBH, PillleHHs Ta iHIIi
axTH BepxoBHO1 Pagu Ykpainu ii
KOMITeTIB 1 KOMicii; JeKpeTH,
MOCTaHOBH po3nopsamkeHHs Kabinety
MinicTpiB YkpaiHu, IO CTOCYIOThCS
po6OTH BiNALTY (KOMmiT)

04. Opranizanifinuii Bigmin

i

04-01 ; . ; |
ITincymxoBuii 3amuc
Cnpasu 3a cTpokaMu 30epiraHHs Pazom Y ToMmy umcni
' nepexinui 3 BIIMITKOIO
N HEHK"
Ycroro cnpas: 1040 2 273




MOCTiifHOrO 30epiraHHs 86 0
tpuBaoro (nmoHan 10 pokis) 36epiraHHs 432 . 1 0
THMYaCOBOTO 30epiraHHs 522 1 273
CKJIAJEHO:

I"onoBHMI cierianicT In’s TIPI3BULLE
05.11.2018 )
I ACYMKOBHI 3ATTHC

3ABIPEHO:

HavanpHUK apXiBHOTO BiIiTy Inm’s TIPI3BUILIE
05.11.2018

[TOI'OXKEHO:

HavanpHHUK 3aranbHOTO BiIiTy Inm’s TTPI3BULLE
10.11.2018

3ATBEPIXKEHO:

KepiBHUK anapaTy Im’s ITPI3BUILIE

20.11.2018




Honarok 16 iHCTpyKIii
(myHkT 230)

INPUMIPHA ®OPMA
AKTa NPo BIJIYYeHH AJIsl 3HHIIEHHsI JOKYMEHTIB y naneposiii ¢popmi

AKT

NPO BHJIy4YeHHS AJIsl 3HHIIEHHSI AOKYMEHTIB
PaiionHoi aepxaBHOI aaminicTpanii Big 15.12.2018 Ne 50-18

INJCTABA: v

IIpoToko 3acinanns ekcrieptHol KoMicii Big 08.11.2018 N 27-18

IHgeKc cpaBd | 3aroyioBOK Jlara Hara KinpkicTs Crpok Po6oui
CcripaBH MOYaTKy | 3aKiHYCHHS CIipaB 30epiraHHs | IMO3HAYKH
(Tomy) (ToMiB)

PazoM o 3uumenHs: 7 (cim) copas 3a 2015 - 2018 poku
Kinekicts qokyMeHTiB: 1271 (ogHa THCAYa IBICTI CIMIECAT ONUH)
INpuitManbHO-31aBajIbHa HakmaaHa: Big 12.12.2018 N 741*
Meton 3HHUINCHHS: 3HHILIEHHSA IUITXOM HEBITHOBIIOBAJILHOrO MOApPiOHEHHS, abo

CIIaJICHHA

CKJIAJAEHO:
HavansHuK apXiBHOTO BiIiTY
18.11.2018

ITOI'OJIDKEHO:
[onoBHUii ciemiajiicT
3arajlbHOTO BiIAiTy

19.11.2018

HavansHuk 3aransHoOro BiAdiTy
20.11.2018

3ATBEP/IXKEHO:
KepiBHuKk anmapaty
21.11.2018

3HUILIEHHA ITPOBEIEHO:
HauansHuk apxiBHOTO BigaLTy
24.11.2018

Im’s TIPI3BUILE

Im’s TTPI3BUILIE

Im’s ITPI3BUILE

Im’g [TPI3BUHLIE

In’st TIPI3BUIIIE




Honarok 17 po IncTpykuii
(myskT 235)

IPUMIPHA ®OPMA
ONnucy cnpaB y naneposiii ¢gopmi
Amnapat paiionHoi nepxasnoi aaminicrpanii OIINC Ne 50-18 (2018 pix) .

CXBAIJIEHO:
I[TpoTokon 3aciiaHHs €KCIIEPTHOI KOMICii™ Bix 23.11.2018 Ne 28
IIpoTokon 3acigaHHs ekcrnepTHO-NepeBipHOi komicii** Big 30.11.2018 Ne 44

[HeKC cpaBu | 3aroJIoBOK Hata Jara KinpkicTp Crpok PoGoui
CIpaBH IOYATKY | 3aKiHYeHHS | CTOpiHOK | 30epiraHHs | ITO3HAYKH
(Tomy)

VY neii onuc BmrodeHo: 30 (Tpuausats) cpas 3 N 36-27 o N 36-59
IIpomymeHo crpasu: N 36-31, 36-44
Ilepenano 3a onucoM: 30 cripaB

CKJIAIEHO TA IIEPEJJAHO:

T'o0BHMIA CIIEIiaNliCT CTPYKTYPHOT'O

miapo3airy Im’s TTPI3BUILIE
04.11.2018

I[TOI'OJIXKEHO:
HauanpHHK apXiBHOTO Biaziny Im’s TIPISBUIIIE
06.11.2018

3ATBEP)XEHO:
HauansHuK 3aralbHOTO BiALTY Im’a TIPI3BUILE
12.12.2018

CITPABH 3I'TTHO 3 OITMCOM

[IPUHHATO:

HauanpHHK apXiBHOTO BiAILTY Im’a TTPISBUILE
15.12.2018




