POIITOPAARKEHHA
FOAOBHU KIPOBOT'PAJACHKOI OBAACHOI JEPHABHOI AZIMIHIC TP AL

sin "30" GepesHs 2021 poky Ne_250-p

M. KponuBHHLIBKHH

IIpo 3aTBepaxkeHHs [HcTpyKuUil

3 aisioBoacTBa B KipoBorpaacokii
o0J1acHil aeprkaBHIi aamiHicTpail
y HOBIi pemakuii

Bignosigno a0 3axony VYkpainm "IIpo MicueBi aepxaBHi aamiHicTpawmii”,
nocranosy Kabinety MinictpiB Ykpainu Bix 07 nucronazna 2018 poxy Ne992 "Ilpo
3aTBEP/KEHHS BUMOT y cepi eleKTPOHHUX A0BipunX mociyr Ta I[lopsaaxy nepeBipku
JOTPUMAaHHs BUMOI 3aKOHOJABCTBA Yy cdepi eNeKTPOHHMX JOBipuMX mociyr",
noctaHosu KabGinety MinictpiB Vkpainu Big 17 ciuns 2018 poxy NeS5 "Jleski
MWTAHHS JOKYMEHTYBaHHs yNpaBJiHCbKOT IisbHOCTI" (i3 3MiHaMM, BHECEHUMHU
nocraHoBamu Kabinery MinictpiB Ykpainu Big 09 BepecHs 2020 poky Ne 799 Tta
16 rpyans 2020 poky Ne 1269), po3mopsuKeHHs TOJOBH 001acHOI JI€pXKaBHOI
anMinictpauii Big 13 uepsHs 2018 poky Ned26-p "TIpo perinament Kiposorpaacekol
obnacHol JepxaBHOI agMiHicTpauii" Ta 3 METOIO BCTAHOBJIEHHS €IMHHX BUMOI' 110
JIOKYMEHTYBaHHs YIIPaBJIiHCHKOT isSIBHOCTI B 0671aCHiN Aep)KaBHil aaMiHicTpauil:

1. 3arBepautu IHcTpykuito 3 nainoBoactea B KipoBorpaiacekiii o6iacHii
JAeprkaBHilt agminicTpallil y HOBiM pexakuii (10aaeThCs).

2. CTpYKTYpHHM MiApo3inam obiiiepkaaMiHicTpallii, paiaepxaaMiHicTpauiaM,
PEKOMEHIyBaTH OpraHaM MicLIeBOro caMOBpsAyBaHHs 00/1acTi:

1) nig vac opranizauii po6OTH B CHCTeMi €JNEKTPOHHO! B3a€EMOJil OpraHiB
BUKOHABYOI BJaJAM KepyBaTHCh PerjaMeHTOM oOpraizauil B3aeMoAii opraHis
BUKOHABYO! BNaJu B €JEKTPOHHIM Qopmi, 3aTBepmxeHUM nocraHoBoro KabineTy
Minictpis VYkpaiau Bix 17 ciuns 2018 poxky Ne55, i3 3MiHamu, BHECEHUMH
noctaHoBaMu Kabinery MinicTpi Ykpainu Bix 17 xBitHsa 2019 poky Ne375 Ta Bin
28 sxoBTHs 2020 poky Ne 1087;

2) npusectn jgo 07 Tpaus 2021 poky BiacHi po3mopsAqyi JOKYMEHTH Y
BiAMoBiAHICTE i3 noctaHosow Kabinety MiHictpiB Ykpainu Bia 17 ciunsa 2018 poky
NoS5 (i3 3MiHaMm) Ta MM pO3NOPSAIHKEHHSM.

3. KepiBHuKam CTpYKTYPHHX NiJpo3ailiB obnaepxaaMiHicTpauil, Biagimy
YIIpaBJliHHS TEPCOHANlOM amapary obJiiepXaiMiHicTpauii MOBiXOMIISTH  BIAILI
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3a0e3neyeHHs iHpopMaLiiiHUX CHCTEM i TeXHOMOTii anapaty oOsaepxaaMiHicTparii
MpO MPOBE/ICH] KAAPOBi 3MiHHM, 3MiHM B CTPYKTYpi Ta LUTATHOMY PO3IIHCI.

4. BU3HaTH TakuM, 110 BTPATHJIO YMHHICTh, PO3NOPSIKEHHS [ONOBH 06NACHOT
AepxkaBHOT aamiHicTpauii Bin 13 mucronaga 2020 poky No755-p "TIpo 3aTBepmKeHHs
[HeTpyxuit 3 ninoBoactsa B KipoBorpaachkiii o6nacHii AepxaBHil anMmiHicTpauii y
HOBIH penakuii”.

['os10Ba o61acHoY o
Aep:KaBHOV aAMiHicTpauii Anapiit HASAPEHKO
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3ATBEP/’)KEHO

Po3nopsKkeHHs rojioBy
Kiposorpaacekoi o6acHol
fiepKaBHOI aAMiHicTpauil

30 6epesnst 2021 poky Ne250-p

IHCTPYKLIA
3 nisiooacTea B Kiposorpaacekiil o6acHiii qepxkaBHiii agminicTpauii

I'JIABA 1

IHCTPYKUIIA
3 JOKYMEHTYBaHHS YNIpaBJiHChbKOi iHpopmaii B eleKTpoHHiH dopmi
Ta opraHizauii po6oTH 3 eJJeKTPOHHUMH JOKYMEHTaMH B Ii/I0BOACTBI
KipoBorpaacsbkoi 06/1acHol 1epKaBHOT aAMiHiCTpaLii, eJIeKTPOHHOI0
MiKBiZOM40ro o0OMinHy

1. 3araabHi NoJoKeHHS

1. I{st IuCTpyK1list 3 JOKyMEHTyBaHHs ynpasiiHcbkoi iHGopMallii B eleKTPOHHIH
bopMi Ta oprawnizauii po6oTH 3 €JEKTPOHHHMH JOKYMEHTaMH B ILIOBOJCTBI
Kiposorpaacbkoi o61acHOT fAepaBHOI aaMiHicTpaLlii, eJleKTPOHHOTO MIKBIZOMYOro
oOMiny (mami — IHcTpykuis) BimmosigHo a0 3akony Ykpaiu "IIpo eneKTpoHHI
JIOKyMEHTH Ta €JIEKTPOHHUH [JOKYMEHTOOOIr" Ta iHIIMX aKTiB 3aKOHOIABCTBA
BU3HAYaE:

TOPSAOK NPOXOMKEHHS €eKTPOHHOIO JOKYMEHTA 3 MOMEHTY HOro CTBOPEHHS
aG0 oepKaHHA i OO0 MOMEHTYy BianpasieHHs abo mnepelaBaHHs 10 apXiBHOIO
MiApo34iy anapary obJaepxKaaMiHicTpawii;

3arajibHi 3acau (GYHKUIOHYBaHHsS Ta BUKOPUCTAHHS CHUCTEMM €JIEKTPOHHOI
B3a€MOIil OpraHiB BUKOHABYOT BJIajH (Jali — cucTeMa B3aeMOii);

onepaTHBHUI iHdopMauiiiHuil 0OMiH 3 BHKOPUCTAHHAM CITyKO0BOI €/IEKTPOHHOT
MOLITH.

L5 THCTpYKIlif BCTAHOBJIIOE 3arajbHi npaBuia 31ifiCHEHHS MOHITOPUHTY CTaHy
BUKOHAHHS yTIPaBIiHCHKUX PILIEHD.

L1 IHCTpyKIList MMOIIMPIOETHCS Ha BCi €J1EKTPOHHI JOKYMEHTH, 10 CTBOPIOIOTHCH,
BiAnpaBnsArOTECS abo  omepxkyroThes KipoBorpamchbkoro 007acHOIO  JIEPKABHOKO
afMiHicTpauiero (1ani — obnaepxxaamMinicTpanis).

Oco6yMBoCTi ~ opraHizauii  miloBoAcTBA 3 JOKYMEHTaMM, IO  MiCTATH
iHpopMaLio 3 OOMEKEHHMM HOCTYIIOM, [UIOBOJCTBA 3a 3BEPHEHHAMHU TIpOMalsiH,
3anuTaMd Ha MNyoJsiyHy iHGopMalilo BH3HA4YAIOTBCS OKPEMHUMHU HOPMATHBHO-
NPaBOBUMM aKTaMH, TIPU L{bOMY BUMOTH Li€i [HCTPYKIUil MOMHPIOOTECS Ha 3a3HaueHI
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BUJM JiJIOBOJCTBA B YACTHHI 3arajbHUX MPHUHLMUIIIB pOOOTH 3 JOKYMEHTaMH Ta B TIH
YaCTHHI, KA PSIMO He BU3HAUeHa OKPEMUMU HOPMATUBHO-TPABOBUMHU aKTaMH.
Bumorn wiei IHcTpykuii Ao po6oTH 3 MepBMHHO-00/1iKOBOIO, GaHKIBCHKOIO,
¢piHaHCOBOIO, 3BITHO-CTaTUCTHYHOIO, HAayKOBO-TEXHIYHOIO  JIOKyMEHTALI€lO
MOLIMPIOIOTHCS JIMIIE B YACTHHI 3aralbHUX NPUHLKIIB POOOTH 3 JOKYMEHTaMH.

2. OcHoBHa (opMa MPOBAIKEHHs [LIOBOICTBA B obnnep:kaaMiHicTpauii €
eJIeKTPOHHA.

JIOKYMEHTYBaHHsi  yNpaBiiHCbKol — iH(opmalii B o6 IepKaAMiHICTpaLll
30IMCHIOETECS B JIEKTPOHHIH (Qopmi i3  3acTOCyBaHHAM  KBajli(ikoBaHOro
eJIeKTPOHHOTrO IMiHUCy, KBaTiikoBaHOT €JEKTPOHHOT TMeYaTKH Ta KBaJTi(hiKOBaHOI
eJIeKTPOHHOT MO3HAYKM Yacy, KpiM BUIAJKIB HAsBHOCTI OOTPYHTOBAHHX ITiACTAB JUIA
JIOKYMEHTYBaHHs  YHpaBliHchKoi iHdopmauii y naneposid ¢opmi, AKMMU
BU3HAKOTHCH:

JIOKYMEHTH, 110 MICTATh iHpOpMaUilo 3 0OMEKEHUM NOCTYNOM, BUMOTra LIO/0
3aXUCTY K01 BCTAHOBJIEHA 3aKOHOM;

eJIEKTPOHHI JIOKYMEHTH, 110 HEe MOXYTb OYTH 3aCTOCOBaHi SIK OpHMIIHAM 3riHO 3
BUMOTaMH 3aKOHY;

JIOKYMEHTH, BUMOTa L1010 ONPAIFOBaHHSA AKUX Yy ManepoBiil popMi BCTaHOBJIEHA
aktamu KaGiHety MiHicTpiB YKpaiHu.

3.3aranbHi  3acamd  JOKYMEHTYBaHHS  yNpaBliHCbKol  iHQopmauii B
obepKaaMiHicTpalii Ta 0COGNUBOCTI BeJeHHS AiNOBOJCTBA y MarnepoBiil Qopmi
BH3HAYAIOThCA [HCTpyKUieto 3 AinosojcTBa B KipoBorpaacekiii obnacHiit nepxasHii
aaMiHicTpauii (nani — IHcTpyKuUist 3 ALTOBOACTBA 001 AEpAKAAMIHICTpALT).

JlinOBOACTBO Yy manepoBiii (opMi JOMycKAaeThes JIMLIE Ui JIOKYMEHTIB,
BU3HAYEHUX MYyHKTOM 2 i€l [HCTpyKuil.

4. Jlo eneKTPOHHUX AOKYMEHTIB, MiAMUCAHUX (IIOrOKEHUX) i3 3aCTOCYBAHHAM
KBaTi(pikOBAHOTO €JeKTPOHHOro nianucy abo 3acBigYeHMX KBalli(iKoBaHOM
eJICKTPOHHOIO MeUaTKOI0, BUMaraTi BiATBOPEHHs Bi3yalbHOro Mianucy abo BinbuTKa
TIeYaTKH He3alledkKHO Bij 0COOMMBOCTEN 0(OPMIIEHHS JOKYMEHTIB HE JIOMyCKAETHCA.

5. IlpoxomKkeHHs B JiNMOBOACTBI obiaepikaaMiHicTpauii OfHOro i TOro X
JIOKYMEHTa B eJIEKTPOHHII Ta naneposiit GopMi He I0MYyCKAETHCS.

6.Y uiit IHCTpyKLIT TeEpMiHK BKUBAIOTBCS y TAKOMY 3HAUEHHI:

1) eNeKTPOHHMI ayaioBizyalbHNH JOKYMEHT — €/IEKTPOHHUH JOKYMEHT, 3MicT
IKOTO MpEJICTABJIEHO Y BUMIISIAI Bieopsly, 300pakeHHs 1/abo 3amucy 3BYKY, s
dikcyBaHHs 1/a60 BiATBOPEHH: SKHMX 3aCTOCOBYIOTH BiANMOBiAHY anapaTypy, Ha AKHUH
HaKJ1aJeHO KBajli(pikoBaHUN eNeKTPOHHUH mianuc;

2) 67aHK  eJIEKTPOHHOro  JOKyMeHTa (Onamk) —  yHidikoBaHa ¢opma
eJIEKTPOHHOrO JI0KyMeHTa 00JaepxkKaaMinicTpalii abo 1i CTpyKTYpHOTO MiApo3aLLy 3
Bi/IMOBIIHMMH PEKBi3UTaMH Ta MOJAMH MOCTiHHOT i 3MiHHOT iHdopMaLii;
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3) Bisyamizauis — mpolec BiATBOPeHHS HaHUX y (GopMmi, MO € CNPUHHATHOI
JIFOAMHOIO;

4) BUTAT — 3aCBiAdeHa KOIlisl YaCTMHU TEKCTY €JIEKTPOHHOIO JOKYMEHTA, KM
MIiCTHUTB MeBHUM 00csT iHpopmauii ado 3alucy peecTpy;

5) Bi3yBaHHs NPOEKTY €JEKTPOHHOrO JOKyMEHTa (Bi3yBaHHs) — HakjaJaHH:A
MOCaoBOKD  0c000I0  KBamihikOBaHOr0  €NEeKTPOHHOTO MIAMUCY HAa TPOEKT
eJICKTPOHHOTO JIOKyMEHTa Ul 3acBifueHHs (aKTy IOro/DKEHHs L€ 0co00k0
3aBi30BaHOTO MPOEKTY TOKYMEHTA,;

6) eJIEKTPOHHUI T0KYMeHTo06Ir obnaepxaaminicTpaiii — o6ir (IpOoXOoLKEeHHS)
clyX6O0BUX €JEKTPOHHUX JAOKYMEHTIB 3 MOMEHTY 1X CTBOPEHHs ab0 OJep:KaHHS 10
3aBepLICHHs BUKOHAHHSA, BiANpaBJieHHs, 3HUIIEHHs abo MepelaBaHHs 0 apXiBHOro
nipo3ainy anapary;

7) eNeKTPOHHA KOIis eJEeKTPOHHOro JOKyMeHTa — Bi3yalbHe IIOJaHHs
eJIEKTPOHHOIO JOKYMEHTa B eJIEKTPOHHIN (opMi 6e3 KBanipiKoBaHUX €NEKTPOHHUX
NianuMci, SKMMU Horo Oyjo 3aBi3oBaHO Ta/abo MiANMMCaHoO, BiAMOBIiAHICTE Ta
paBOBHIi CTATYC AKOT 3aCBi{UEHO KBai(PiKOBAHOK €JIEKTPOHHOIO MEYaTKOIO;

8) eeKTpOHHa KOMis OpWUriHally [anepoBoro JIOKyMeHTa (¢hoTokomis) —
BisyasbHe TMOJAHHA [arMepoBOro JOKyMeHTa B eJIeKTPOHHiH Qopmi, OTpUMaHe
IAXOM CKaHyBaHHA ((oTorpadyBaHHs) ManepoBoro JOKYMEHTA, BilNOBIIHICTE
OpUTiHANy Ta MpPaBOBHI CTAaTyC SKOTO 3aCBIAYEHO €JIEKTPOHHOIO TEYaTKO
yCTaHOBH;

9) eNeKTPOHHMII BHYTpILIIHIM ONUC HOKYMEHTIB CIIpaBU — OKpeMHH 00JiKOBHH
eJIEKTPOHHUH JOKYMEHT, 10 MICTUTb Tepeslik 3aroJIoBKiB JO TEKCTIB eeKTPOHHUX
JIOKYMEHTIB CTpaBH i3 3a3HAYeHHAM [OPSAKOBUX HOMEPIB JOKYMEHTIB, iX
peecTpalifiHuX iHAEKCiB, JaT, KiNbKOCTI CTOpiHOK Ta HaiiMeHyBaHHs (aiiiiB
BiJAMOBIIHUX €JICKTPOHHUX JOKYMEHTIB;

10) eneKTpOHHUN KYypHal — OKpPeMUH peecTp CHUCTEMU  EJIEKTPOHHOTO
IOKyMeHToo0iry obnaepikaaMiHicTpauii, 10 MICTUTb 3allMCH NPO 3apeecTpOBaHi
JIOKYMEHTH, 00’ €JHaHi 3a NEBHOIO 03HAKOIO ab0 IPyIIO0 03HAK;

11) eleKTPOHHA pE30MIOLis — PEKBI3UT, SIKAH CTBOpEHMH y cucTeMi
€/IEKTPOHHOTO JOKYMEHTOO0OIry oOnaep:kaaMiHicTpalil Ta SKHA BHOCHTBCS [0
peecTpauiiiHo-MOHITOPUHIOBOT KAapTKH €J1eKTPOHHOIO JIOKyMEHTa 1 HEpO3PHBHO
MoB'A3aHMUI i3 Her. EJIeKTpOHHA pe30Ioliss MICTUTh CTUCIMH 3MICT JOpYy4YeHHs
(BKa3iBkM) TmocanoBoi ocoOM [OA0 HOro BHUKOHAaHHA Ta IIOB'SI3aHUA 3 HEKO
kBani(pikOBaHMH eJIeKTpOHHWI migmuc uiel nocagoBoi ocobu. EnekTpoHHa
pe30NIIoLis € €IMHOI0 JOMYyCTUMOIO EIeKTPOHHOI (opMOIO peanizauii A0py4eHS,
BUAAHUX B EJEKTPOHHill (opMi, Bisyanizauis skoi BU3HA4aeThcs IHCTPyKLUi€wO 3
JII0BOJICTBA B 0OJaCHIi AeprKaBHIA aaMiHicTpauil;

12) enekTpoHHa crpaBa — CYKYNHICTh (ailliB €NeKTPOHHHX JOKYMEHTIB, IO
BXOAATH [0 HEl, eJIEKTPOHHOrO BHYTPIIIHBOrO OMHMCY Ta 3acBiAYyBaJbHOIO HAIHCY
CNpaBy;

13) eneKTpOHHUI1 JOBIHUK — eIeKTPOHHO-IOBIIKOBUI TNeEpeNiK MPUKIaLHOTO
XapakTepy, B SKOMY 3i0paHO TUIIOBI HAOOPHU JaHHUX;
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14) eNeKTpOHHE TMOBIIOMJICHHS — aBTOMaTHYHO a0 'y pasi HeoOXimHOCTI
aBTOMATH30BAaHO CTBOPEHA Ta TMepejaHa B eNeKTPOHHiA (opmi iHbopmauis Ipo
J0CTaBKy/ OTpPUMAaHHs/ BiIMOBY B peecTpallil/ peecTpaliio eleKTPOHHOro JOKYyMEHTa
aJipecaToM Ta HILE;

15) iHAMKaTOpU CTaHy BHKOHAHHA JOKYyMEHTIB — BU3HAueHi KpuTepil eTamiB
MPOXOJKEHHS IOKYMEHTIB B 06nnep>xaﬂM1H10Tpauu 3 METOIO TX MOHITOPHUHTY;

16) KOHTPOJIb — KOMIUIEKC 3aXO0JIiB, IO 3AiACHIOIOTHCS AN nepeBipKU Ta OLIHKM
BUKOHAHHS TTOCTABJIEHUX 3aBAaHb (YIIPABIiHCHKUX PillleHb);

17) cucteMa  MOHITOPMHIY —  KOMIUIEKCHAa — aBTOMarv3oBaHa  CHCTEMa
GesnepepBHOro 360py, 06po0KH, cHCTeMaTH3auil Ta aHamisy mq)opMauu npo CTaH
BUKOHAHHS! YIIPABJIIHCHKHUX pillleHb (eJEKTPOHHMX JOKYMEHTIB) B YCTAHOBI;

18) onnc crpaB B eNEKTPOHHIH (opMi — JOBIIHUK B €NEKTPOHHIM bopmi,
MpH3HaueHui Ans o6JiKy Ta PO3KPUTTA 3MiCTy OAMHMUb 30epiraHHA, OJMHUIb
06Ky, 3aKpireHHs X cucTeMaru3allii B MeXax apXiBHOTO (QOHIY;

19) nanepoBa Komisi OpUriHaIy eJeKTPOHHOIO JOKYMEHTA — Bi3yallbHe MOJaHHA
eNeKTPOHHOr0 JOKyMeHTa Yy marepoBili dopmi, ske 3acBigueHe B IOPAIKY,
BCTAHOBJIEHOMY [HCTpYKILi€lO 3 NIJIOBOACTBA,

20) MiANMCaHHs ~ NPOEKTy  ENeKTPOHHOro  JOKyMeHTa  (IiANMCaHHA) ——
HAKIIaJaHHs YIOBHOBAXKEHOI 0CO060I0 (YNMOBHOBaXXEHHMH oco0amu), 3a3sHaueHOHO
(3a3HAUEHNMHU) Y PEKBi3UTAaX MiANKCYBada TAaKOro JOKYMEHTa, KBall(ikoBaHOIO
eJIEKTPOHHOTO Mianucy (MiANUCIB) HA MPOEKT eJISKTPOHHOro JOKYMEHTa JUld
3acBiTueHHs (aKTy HOro 3aTBEPIKEHHS;

21) morojkyBad — 1ocagoBa ocoba, 10 3MiHCHIOE BI3yBaHHS (TTOTOJI)KEHHS)
MIPOEKTY JOKYMEHTA;

22) npaBoBuii cTaTyc — HaOpaHHs €NEKTPOHHUMHU TaHUMU IOPHIAHYHOT CHIIH;

23) mpUMIpHHK €eKTPOHHOTO AOKyMeHTa — (aii, kUi MicTuTh Hadip JaHMX,
TOTOXHHWI OpUTiHALY €IEKTPOHHOIO JOKYMEHTA;

24) APOEKT €NEKTPOHHOTO JIOKyMEHTa — JOKYMEHT B eJeKTPOHHIH dopmi 10
HAKNaleHHs] KBali(piKOBAHOrO eNeKTPOHHOIrO MiAMKCY YNOBHOBKEHOIO 0CO0O0I0
(YHIOBHOBaXKEHHMH ~ 0ocofaMu),  3a3HAUEHOIO  (3a3HAYeHHMH) Yy  PeKBisWTax
MiinMcyBaya TaKOro JOKYMEHTA,;

25) pegakuiiiHa npaBka — OyAb-sKe peaaryBaHHs IPOEKTY €JIEKTPOHHOTO
JIOKyMEHTa, BUKOHYBaHe aBTOPOM, TOTOKyBadeM abo IMiicyBaieM;

26) peecTpaTop — TpaliBHUK CIyXOW ainosoactea abo ocoba, Ha AKY
noknageHo (yHKiii peecTpauii JOKYMEHTiB, YNOBHOB&)XeHi Ha 3IiiCHEHHS
peectpaiii BXiAHMX Ta/abo BHYTpIlUHIX, Ta/aB0 BUXiIHMX JOKYMEHTIB B amaparti
o6nz[ep>Ka11Mlchpau11

27) peecTpaliiiHO-MOHITOPUHIOBa KapTKa — KapTKa B €EKTPOHHIM dopmi, 10
MICTUTb BMYEpIHY iH(OpMaLil0 MNpO CTBOPCHHS, OJCPIKAHHA, MPOXOKEHHA,
BUKOHAHHsA, BiANpasieHHs, 30epiraHHs Ta 3HULICHHA B obnepxanmiticTpauii
JOKYMEHTa He3alleXKHO Bil GOPMU HOTro CTBOPEHHA;

28) peKBi3UT €JEKTPOHHOrO JIOKyMEHTa — in)opmauiﬂ 3aq)iKCOBaHa B
€JIEKTPOHHOMY ﬂOKyMeHTl Ta peecTpauiiiHO-MOHITOPUHTOBIH KapTui s HOro
inenTndikauii, opranizauii o6iry Ta HafaHHsA HOMY IOPHAMYHOT CHIIH;

02006

67




=
30

5

29) cucTeMa  €EKTPOHHOTO  [AOKyMeHT0ooGiry — obiaepxkaaMinicTpauii  —
CYKYITHICTh HpOrpaMHO-TEXHIYHMX 3aco0iB, MPU3HAYEHMX [ aBTOMAaTH3aLll
opratizauii ~ po6oTM 3  €NEKTPOHHMMH  JOKYMEHTaMH y  AUIOBOACTBI
obnaepkaaMiHicTpauil;

30) ciyx6a Ai0BOACTBA — CTPYKTYPHHUH MiZpO3AiN (3aranbHui Biflil) anapary
obnaepkaaminicTpauii abo BinnosinanbHa ocoba, 10 3abe3nedye peecTpalliio, 00K,
oprasizatlito JOKYMEHTO00iry cnyx00BuUX JOKYMEHTIB, 30epiraHHs
JIOKyMeHTaLiiiHoro ¢gouay abo #oro yacTHHM A0 NepelaBaHHs Ha 30epiraHHs 10
apXiBHOTIO TMiApPO3aiNy anapary obnaepskaiMiHicTpalii;

31) cny’06a KOHTPOJIO — CEKTOP KOHTPOJIKO arapary obnaepaamiHicTpauii,
BiANMOBiAAMBHUI 3a 3AiIICHEHHS MOHITOPUHTY CTaHY BHMKOHAHHS YINPaBIIHCHKHX
pillieHb Ta KOHTPOJIFO 3a BiIMOBIAHICTIO IX BUKOHAHHS [T0CTABJICHOMY 3aBJIaHHIO;

32) cnyx60Ba eeKTPOHHA IOLITA — ENEKTPOHHA MOLITA (MOLITOBA CKPUHBKA)
npaiiBHuKa oOnaepkaaMiHicTpalii, cpopMoBaHa 3 BUKOPHUCTAHHSIM JOMEHHOIO
iMmeni y momeHi gov.ua ans oOMiHy ymnpapiiHcekoro iHdopmaui€ro, sika He Mae€
IOPUIANYHOT CUITH;

33) ynoBHoBakeHa ocoba — ocoba, sKka HajileHa NpaBoM BYMHATH [ii Ta
BIINMOBIAA€ 3TiAHO 13 3aKOHOJAABCTBOM 3a HAC/IIJIKH 1X BUNHEHHS,;

34) ynpaBiiHChKa  iH(OpMalis ~— CYKYMHICTH HEOOXiITHMX JaHHX, SKI
CIIPUATHMYTb BUPILLIEHHIO YIIPaBJIiHCHKUX PillIEHb;
35) ynpaBiiHCbKe piilleHHs — Oylb-fKe 3aBJaHHA, BU3HAYHE I[10Ca0BOKO

oco60r0 abo KoserialbHUM OpraHOM B ME)Kax IOBHOB&)X€Hb Ta CHpPAMOBaHE Ha
JIOCSITHEHHS [TOCTaBJICHUX LiJIEH;

36) popMyBaHHs €JEKTPOHHUX CTpaB — IPYIyBaHHS BUKOHAHHUX €JIEKTPOHHUX
JIOKYMEHTIB Y CIIPaBU BiATIOBiHO 10 HOMEHK/IATYPH CIpaB 00 1epKaIMiHicTpaLi.

[HIIi TepMiHM BKUBAKOTLCS y 3HAYEHHI, HABeeHOMY B 3aKoHax YkpaiHu "IIpo
eJICKTPOHHI JOKYMEHTH Ta eJIEKTPOHHUH 10KyMeHToo6ir", "IIpo eneKTpOoHHI A0BipUi
nocnyru”, "Ilpo HauioHanbHuii apxiBHuil (GOHA Ta apXiBHi yCTaHOBH", a TaKOX
PernaMeHTi opranizauil B3aeMoii opranis BUKOHABYOI BIaJH B €NEKTPOHHIA Qopmi,
3aTBepKeHOMY nocTaHoBoro Kabinety Minictpis Ykpainu Bin 17 ciuns 2018 poky
Ne S5.

7. OpraHialis eNeKTPOHHOTO JOKYMEHTOOGiry B  obiepKaaMiHicTpauil
[MOKJIaAaeThesl Ha 1T ci1yskOy /iI0BOJCTBA, KA 3abe3neuye:

1) pospoGieHns B obaaepxaaMiHicTpauii €IMHOro MOpsAKy AOKyMEHTYBaHHS
yrnpasJliHChKkoi iHpopMauii Ta poOOTH 3 JOKYMEHTaMM HE3AJIEKHO Bix ¢opMH IX
CTBOPEHHS;

2) po3pobieHHs HOMEHKIIATYPH CIIpaB obnaepxaaMiHicTpaLii;

3) peecTpallito Ta 00K JOKYMEHTIB;

4) HajaHHs ~ METOAMYHOT  JOMOMOrM Ta KOHTPOJb 3a  J0TPHMaHHAM
YCTAHOBJIEHOTO TOPSAKY POOOTH 3 €NEKTPOHHUMH JNOKYMEHTaMH B CTPYKTYPHHUX
nigposainax obnaepkaaMiHicTpalii;

5) oprasizalilo J10KyMeHTO0Oiry, (opMyBaHHsA crpas, iX 30epiraHHs  Ta
MArOTOBKY JUIA NepeaBatHs 10 JepXKaBHOro apxiBy 001acTi;
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6) BIPOBAKEHHs Ta HAMMSA 32 NOTPUMAHHAM CTPYKTYPHUMH Mipo3ainamu
oGnaepkaaMinicTpauii Bumor IHCTpykuiii 3 AimoBoAcTBa Ta  HALlOHATBHUX
CTaHJapTIB;

7) NpoBeACHHs peryJisspHuX niepeBIpoK CTaHy A1I0BOJICTBA B
o6aepKaAMiHicTpallii, a TaKoxK B 1T CTPYKTYPHHUX IiAPO3aLIax;

8) BUKOPUCTAHHS CHCTEMH €JIEKTPOHHOTO JIOKyMEHTOOOIry, BeIeHHs Ta
aKTyasi3awilo eNeKTPOHHUX JOBLIHHUKIB B 00/epXKaaMiHicTpaLLii;

9) ZOTPUMaHHS BUMOT IO TATOTOBKM €NEKTPOHHUX Ta IMarepoBUX JOKYMEHTIB
Ta opratizanii poOOTH 3 HUMU;

10) opraHizauifo Harjsgy 3a CTaHOM 30EpeeHHs NOKyMEHTalliHHOro (oHLy
o6 AepXKaAMiHICTpalil B elleKTPOHHiH GopMi Ta KOPUCTYBAHHS HUM;

11) inbopMaliiiHy B3a€MOAi0 3 OpraHaMH BHMKOHABYOl BJaQu Ta IHIIMMH
JIEPKABHUMM YCTAHOBAMH Yepe3 CHCTEMY B3aeMOII,

12) po3po6reHHss  TUIOBMX  MapLIpYTiB  MPOXOMKEHHS  [IOKYMEHTiB B
obnaep)xaaMiHicTpaLii;

13) nepeBipKy TpaBWILHOCTI  BiIOMOCTEH, BHECEHMX JO PpEECTpaLliiHoO-
MOHITOPMHIOBOI KapTKH €JEKTPOHHOIO JOKYMEHTa 3a 3BEJCHOI0 HOMEHKIIATypOro
cnipaB o0Jaep)KaaMiHicTpalii, Ta YTOUHEHHS LMX BIAOMOCTEH 3a EKCIEPTU3OH0
LIHHOCTI €JIEKTPOHHOIO JOKYMEHTa;

14) ininiloBanHs Ta npoBedeHHs B obnaepiaaMmiHicTpauii  MiABHIICHHS
kBanidikauii npauiBHuKiB 00AepIKAAMIHICTpALIT 3 MUTaHb [17I0BOACTBA.

8. O6naepxafMiHicTpallis OpraHi3oBye [iJIOBOACTBO HA TiACTaBi BIACHOI
[HeTpyKuil 3 ninoBoacTea B KipoBorpaichkiit oGnacHiit aepskaBHil aaMiHicTparlii
(mani — IHcTpyKuis 3 AinoBoAcTBa oOnaepKaaMiHicTpauii), mo po3pobiseTses Ha
MmigcTaBi  IHCTPYKUiH,  3aTBEpP/UKEHMX  JaHUM  PO3MOPAKEHHAM  TOJIOBU
o6 aepXKaaAMiHICTpaLil, Ta 3 ypaXyBaHHM iHIIMX aKTiB 3aKOHOAABCTBA.

9.Cnyx6a  ginopoacTa  pospobmse  IHCTpykuilo 3 JIIOBOACTBA
obsnaepxaAMiHicTpallil, SKOIO OJHOYAaCHO pPerjiaMeHTY€EThCSA IUTaHHS oprasizauii
NiJI0BOJICTBA Y ManepoBiii Ta eeKTPoHHIA Gopmax.

10. JlinoBoAcTBO obiAepKaAMiHicTpaLii, opraizauis OOMIiHY eJleKTPOHHHMM
JIOKyMEHTaMH 3 IHIUMMH YCTAHOBaMM 3JiHCHIOIOTHCS BUKIIIOUHO 3 BUKOPUCTAHHAM
CHCTEMH €JIEKTPOHHOTO JOKYMEHTO00OIry o0naepiaaMiHicTpauii, iHTerpoBaHol 110
CUCTEMU B3aeMOJII.

YV pasi BiACYTHOCTI CHCTEMH €EeKTPOHHOTO JOKYyMEHTOOOIry s oprasizauii
JIUCTYBaHHs 3 IHIIMMM YCTAaHOBAMH BMKOPHUCTOBYETBCS CIELianbHUA BeO-MOMIYIb
CHCTeMH B3aeMOiT (falli — Be6-MOIy/Ib CHCTEMH B3aEMOIIT).

11. CrcTeMa eJICKTPOHHOTO JIOKyMEHTo0OIry obnaepxanmidicTpalil NOBUHHA
BIAMOBIZAaTH BUMOraM 3akOHOJaBCTBA A0 (opMaTiB AaHHMX, CEpBiCy iHTerpauil a0
CHCTEMM B3acMoOjii Ta BMMOraM HOPMATMBHO-NPABOBUX AaKTiB y cdepi 3axucTy
iHdopmauii.
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12. BuKOpHCTaHHS KBaNli(hiKoBaHOT eJeKTPOHHOI TNO3HAYKKM dYacy Tix 4ac
HaKJaJaHHS KBali(iKOBAHOTO EJEKTPOHHOTO migmucy abo  KasiQikoBaHol
€JIEKTPOHHOT MnevyaTku € 000B'I3KOBUM.

13. TexHiyHe CYNpPOBODKEHHS CHCTEMH €JEKTPOHHOro JOKyMEHTooO0iry B
obnaepxxaaMiHicTpauii Ta floro nporpamHo-anapaTHe 3a0e3neyeHHs,
BiAMOBiAanbHICTH 3a 30€peXeHiCTh JIOKYMEHTIB Ta COOPMOBaHMX  CIpaB,
3abe3neyeHHs (YHKLIOHYBaHHS €MHOTO MAacHBY €JIEKTPOHHUX JOKYMEHTIB, & TAKOX
(GOpMYBaHHA CTPYKTYpH €JIEKTPOHHMX JOBIAHHKIB Yy CHCTEMI €JIEKTPOHHOIO
[IOKYMEHTOOBITY MOKIAAa0Thesl Ha Biadil 3abe3nedeHHs iHQOpMalifiHUX CUCTEM |
TeXHONOTi}l anapaTy obagepxaaMinictpauii (aani — cayxba ingopmauiiHnx
TEeXHOJIOTiH).

3abe3neueHHs 3axucrty iHdopmarii, o o6pobsIeTbCs B CUCTEMI €JIEKTPOHHOTO
NIOKYMEHTO006iry obsepkaaMiHicTpalii, MOKNagacThcss Ha Biaain 3abesrevueHHs
iH(opMaLifHIX CUCTEM i TEXHONOTIH anapaty obaepiaaMiHicTpauii Ta mpauiBHUKa
anapaty obsaepxaaminicTpauii i3 3axucTy iHdopmanii.

I1. MixkBigoMuuii 00OMiH eJJeKTPOHHUMU JOKYMEHTAMH

14. O6MiH  eNeKTPOHHUMHM  JOKYMEHTaMH  4epe3  CHUCTeMy  B3aeMOii
3/1ifICHIOETBCS BUKJIIOYHO 3 JOTPMMAHHSM BMMOT [0 BCTAHOBJIEHHX (OpMaTiB JaHUX
eJIEKTPOHHOI'0 JOKYMEHTOO00Iry B yCTaHOBaX.

OO6MIiH JOKyMEHTaMH [03a CHUCTEMOIO B3a€MOJIl JOMYCKAETHCS JIMLIE MO0
JIOKYMEHTIB, 10 SKHX MOKYTb OyTH 3aCTOCOBaHiI OOIPYHTOBAHI MiJCTaBU, BU3HAYEH]
MyHKTOM 2 L€l [HCTpyKUii.

15. Cuctema B3aemonil 3a0esneuye rapaHTOBaHy [OCTaBKY €JIEKTPOHHUX
JIOKyMEHTIB BiJl X BIAMPaBHHUKIB 10 X OJEPXKyBadiB (a1pecaTiB).

16. KopucrtyBaui  cucTeMM  B3aeMoiii  BiANOBiAAlOTb 32  IOBHOTY Ta
JOCTOBIpHICTb iH(opMaLlil, BHECEHOT HUMH JI0 CUCTEMHU.

IIpuitmanns 6xiOHUX e1eKMPOHHUX OOKYMEHMI8

17. ENeKTpoHHi JOKYMEHTH, L0 HAAXOAiTh A0 0OJAepikaMiHicTpauii depes
CHUCTEMY B3a€EMOi1, MPUIMAIOTBCS CITYKOO0I0 A1TIOBOJACTBA.

18. ENeKTPOHHHUIT [OKYMEHT, W10 3aBAHTaXMBCHA 13 CHUCTEMH B3aEMOJIl 0
CHUCTEMH €JIeKTPOHHOro JOKyMeHT0ooOiry afo HafiiioB 10 BeO-MOAYyNs CHUCTEMH
B3a€MO/IIT, BBAXKAEThCA 1OCTaBIEHNM ajJpecarTy.

3QIUCHIOETHCA B
CUCTEMH

19. IlonepeaHiii  po3risii  €JIGKTPOHHOTO
eJIEKTPOHHINA  ¢dopMi  ciayx0boro  AUIOBOACTBA 3

JIOKyMEHTa
BHUKOPHCTAHHIM
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eIeKTPOHHOrO JOKyMeHT000iry abo y pasi ii BiacyTHOCTI BeOG-MOJIYJs CHCTEMH
B3aEMOJII.

I1ig yac monepegHBOrO PO3MVILAY BU3HAYAETHC:

1) un Mae eneKTPOHHMUM JOKyMeHT OyTH JOIYIIEHUH 10 peecTpauii;

2) uM moTpebye pO3rAALy KepiBHULUTBOM oOJiepxaaMiHicTpauii abo
HAACUJIAHHs TicasA peecTpalil 3a HaNeXHICTIO 10 CTPYKTYPHOro Mifpo3aity abo
CTPYKTYPHHX IiAPO3/iNiB BiANOBIAHO 10 GYHKUIOHATEHOrO PO3MOAiTY 000B’A3KiB B
obnep)kaaMiHicTpaltii;

3) uYM HaNEKWTh [0 €JIEKTPOHHUX [OKYMEHTIB TEPMIHOBOIO pPO3IJIALY
(ompalltoBaHHs).

20. ITonepenniii po3misj eJIEKTPOHHUX JOKYMEHTIB OBUHEH 3/IACHIOBATUCS Y
JieHb HAIXOKEHHs (mocTaBku) abo He misHime 10 roAMHM HAcTYNMHOro poGo4oro
[HS Y pasi iX HAIXOMKeHHs (JOCTaBKHM) Micis 3aKiHYeHHS pobOYOoro JHs, Y BUXiJHI,
CBSITKOBI Ta HEpOOOUl AHI.

JIopyueHHs yCTaHOB BULIOTO PiBHA PO3TIIAAAIOTHECS MEPIIOYEPToBO.

21.3a pe3ynpraraMd MONEPEIHBOrO PO3MIAAY OTPUMAaHUH Yepe3 CHCTEMY
B3a€MOJIT eIeKTPOHHUM JOKYMEHT MijuisArae peecTpauii, KpiM BUMAAKIB, KOJIH:

1) nopyiieHo BUMOTH w040 (opMy MMiAroToBKU (IMyHKT 2 wiei IncTpykuii) abo
o(opMIIEHO 3 MIOPYIIEHHAM BUMOT ITyHKTIB 117 Ta 118 uiei Incrpykuii;

2) eNeKTPOHHUI JOKYMEHT HaAlfIIOB HE 3a a/Ipecoro;

3) eneKTpoHHUI JOKYMEHT HaAliIIOB NIOBTOPHO;

4) 3asBIeHUH CKJIaj €NIEKTPOHHOIO JOKYMEHTa He BilNoBifae GaKTUUHOMY;

5) peKBi3UTH BXiJHOTO €JIEKTPOHHOIO JOKYMEHTa He 30iraloThes 3 pEKBi3HTaMH,
3a3HAUEHHUMH B €JIEKTPOHHOMY JIOKYMEHTI;

6) BiACYTHili TOB'S3aHUH 3 €JEKTPOHHMM JOKYMEHTOM KBaiikoBaHHi
eJIEKTPOHHUM MIiANKC MiAMMcyBaya yM MOB'S3aHa 3 HUM KBajli(iKOBaHa €IeKTPOHHA
feyaTKka yCTaHOBH, HasBHICTb AKOT Ha HBOMY MepeadaueHa Liero [HCTpyKIi€ro;

7) Ha NOKYMEHT HaK/JIaJeHO eJEKTPOHHUM LU(pOoBUl Mmiamuc ocodu, sika He €
MiAnucyBadeM JoKyMeHTa abo 0co0ol0, 10 BUKOHYE Horo 000B’s3KH;

8) MOB'sI3aHi 3 €NEKTPOHHUM JOKYMEHTOM KBalli)ikoBaHi eJeKTPOHHI MiAMICH
Ta/abo MeyaTKH HEMOXJIMBO II€PEBIpUTH 3 JOTPUMAHHAM BHMOT YaCTHHH IpYrol
crarti 18 3akony Ykpainu "TIpo enekTpoHHi 10Bipyi mociyru";

9) BiACyTHs KBaJi(ikoBaHa eJEKTPOHHA N03HAYKA Yacy;

10) BizyansHa (opMa eJIEKTPOHHOTO JJOKYMEHTa He MpUAaTHa JUls CIpUAMaHHS
iT 3MICTY JIFOJIUHOIO.

V nux BHIaAKax chayxk6a JiIOBOACTBA BIAMOBISE Yy peecTpalii TakKoro
eIeKTPOHHOTO JOKyMEeHTa i3 3a3Ha4eHHAM OJHi€l 3 HaBEIEHNUX Mi/CTaB.

Haocunanna uxioHux e1eKmpoHHUX OOKyMeHmie

22. HajcuiiaHHsL eNeKTPOHHUMX JIOKYMEHTIB depe3 CHCTeMy B3aeMOAIl iX
aj[pecaTaM 3/iHICHIOETHCSA ABTOMAaTH4HO, 3a (AKTOM iX 3aBaHTaKCHHs i3 CHUCTEMH
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eNeKTPOHHOIO JIOKyMeHTOooOiry (BeG-MOIyns CHCTEMH B3a€MOJii) YCTaHOBHM B
CHUCTEMY B3aeMOiii oipa3y micis X peecTpauii.

[Tig yac 3aBaHTaKEHHsS aBTOMATHYHO CTBOPIOIOTHCS NPUMIPHUKM €JIEKTPOHHUX
JOKYMEHTiB Yy KiJIbKOCTi, 10O BiMOBiZae 3asBIEHOMY B  peecTpaliiHo-
MOHITOPMHIOBiil KapTIli MepesiKy ajapecaTis, s 1X MOJATBIIOrO NEPCOHANI30BAHOIO
HaJICHJIAaHHS BiJMOBIHUM ajipecaTaM.

He Moxe OyTH BiampaBieHuii dyepe3 CHCTeMy B3a€MOMIl €JIE€KTPOHHHH
JIOKYMEHT, WiJiCHICT SKOrO He MiATBEpKEHO KBali(piKOBAaHUM eJIEKTPOHHUM
nigmcom abo KBani(ikoBaHOIO €NEKTPOHHOK [1eYaTKO 3rifIH0 3 BAMOTaMM L€l
[HeTpyKLii a60 Axuit opopMIeHO 3 MOpyLIeHHsM BUMoOr IMyHKTiB 117 Ta 118 wiel
[HCTpyKLiT.

23.I3 CHCTEMH €JeKTPOHHOIO IOKYMEHTOoOiry obigepxaaMidicTpaiii 1o
CUCTEMH B3a€MOJil 3aBaHTAXYIOTbCH 3apPEECTPOBaHi €JEKTPOHHI JOKYMEHTH abo
3aCBiIYEHI €NIEKTPOHHI KOIii JOKYMEHTIB.

I3 BeG-MOAYNst CUCTEMM B3a€EMOAIl IO CUCTEMHU B3AEMOAII 3aBaHTAXYHOTHCS
€JIeKTPOHHI  Komii  [JOKyMEHTIiB, 3acBiAueHi KBaJi()iKOBAHUMH  CJIICKTPOHHUMMU
eyaTKaMy, CTBOPEHHs, 3acBiJYEHHs TA BHECEHHs 10 BeO-MOMY/s SKMX 3MIHCHIOE
peecTpatop.

24. ENeKTpOHHUN NOKYMEHT BBAXAE€TbCA OJEPXKAHHUM aJpecaroM 3 MOMEHTY
HaJXODKEHHS BiAMPaBHUKY eJIEKTPOHHOTO MOBIAOMJIEHHS i3 3a3HaYEHUM YacoM Ipo
JIOCTaBKY LbOT'O JOKYMEHTa aJpecary.

V pa3i HeHaAXO/DKEHHS BillIPaBHUKY TNPOTArOM IIECTH TOAWH 3 MOMEHTY
BIANpABKU €JIEKTPOHHOTO JOKYMEHTa, eJISKTPOHHOIO MOBIJOMJIEHHS PO AOCTABKY
LIBOTO JIOKYMEHTa ajpecary BBaXaeTbCsd, WO TaKWA JOKyMEHT aJ[pecaToM He
ojepkaHo. Y TakoMy BHMAJKy BiANpPaBHUK BXKMBA€ BCIX MOXIIMBHMX 3aXOMIB /10
3a0e3MeyeHHs OJeP)KaHHsA aJpecaToM BiAMOBIOHOro JOKYMEHTa B €JIEKTPOHHIH
dbopmi.

Y pasi omepiaHHs BiJ ajpecara eJeKTPOHHOrO IMOBiJOMJIEHHS PO BIAMOBY Yy
peecTpalii eJeKTPOHHOTO JOKYMEHTa BIANPAaBHUKOM BKMBAIOTBCA 3aXOAW UL
YCYHEHHsS TMMiJcTaB BiAMOBM i 3a0e3NedeHHs [MOBTOPHOrO HAACHUJIAHHA TaKOro
JIOKyMEHTa B eJIEKTPOHHIH (opmi. '

BifXuJIeHHs aApecaToM eleKTPOHHOIO JOKYMeHTa 6e3 3a3HaueHHs MiJCTaB, o
BU3HAueHi y nyHKTI 21 uiel IHCTpyKLiT BBOXKAETHCA CBIIOMUM MOPYIICHHAM.

JlofaTKkoBe MiATBEpIKEHHs (AKTy OTPUMAHHSA €JICKTPOHHOTO JOKYMEHTa
aJipecaToM He BUMAara€ThCsl.

Kypnan 06miny enexmponnux 0okymenmie

25. KypHan oOMiHY € OKpEMHM CIICKTPOHHMM PEECTPOM Yy CKJIa[l CHUCTEMHU
eJIEKTPOHHOTO IOKYMEHTOOBIry (Be6-MO/IyIsl CUCTEMH B3aEMOAIT), AKHH GOPMY€ETHCs
i3 mepeniky 3amuciB PO MPOXOMKEHHS NPUMIPHKKIB €IeKTPOHHUX JOKYMEHTIB
yepe3 CUCTEMY B3aEMOII.

PILAL
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26. XypHnan o6MiHY CKTala€ThCs 3 TAKUX PO3IIIB:

1) Hagmicnani — HoMep i JaTa peecTpauii €JEKTPOHHOTO JOKYMEHTa, ajpecar,
KOPOTKHMIl 3MiCT, BUJ, Jara i yac HaACHJIAHH:A, a TaKOX aTpudyTH iHpopmMauiiiHoro
MOBIJOMJICHHS,

2) oTpuMaHi — BUXiAHI HOMep i JaTa peecTpallii eJCKTPOHHOIO IOKYyMEHTa,
KOPECTIOHJIEHT, aTa i yac 10CTaBKH,

3) 3apeecTpoBaHi — CKJaJ0Bi, aHAJOTIYHI [0 CKJIAJOBUX PO3ALTY OTpHUMaHi, a
TaKOXX HOMEPp | JlaTa peecTpallii eJeKTPOHHOrO JOKYMEHTa yCTaHOBOIO-apeCcaToM Ta
Mpi3BUILE, BIACHE IM's peecTpaTtopa, HaliMeHyBaHHS CTPYKTYPHOTO Mipo3 ALY,
Bi/lMOBINAILHOrO 3a BUKOHAHHSA JOKYMEHTa B YCTaHOBi, Mpi3BHMIIE, BIaCHE iM's,
TenedoH Ta ciy:kGoBa eNEKTPOHA MOWITAa IOro KepiBHMKa, INpi3BHILE, BIacHE
iM'st paliBHMKA, BiANOBINAIBHOrO 32 BHKOHAHHS JOKyMEHTa B YCTaHOBI, HOro
TenedoH Ta ci1yx00Ba eJeKTPOHHA MOLITA;

4) BiAMOBNEHO B peecTpaiii — g0 aTpubyTiB pO3/ily OTPUMAHUX J0JarOThCA
jaTa i miacTaBa BiAMOBH, Ipi3BMile, BJacHe iM's Ta TejleOH peecTparopa, SAKMM
3IIHCHEHO BIAMOBY.

27. IndopMawiiiHi TOBiZOMIIEHHS aBTOMATHYHO BHOCATBCS 10 XKypHAly oOMiHY
Ta J0JAOThCs 0 BIAMNOBIZHMX 3amuMCiB PO NPOXO/UKEHHS  IPUMIipHHKIB
CNICKTPOHHMX  JIOKYMEHTiB  4epe3 CHCTeMy B3aeMoAii Ta  peectpaLiiiHo-
MOHITOPHHIOBUX KapTOK Bi/ATOBIHUX €J€KTPOHHHUX JOKYMEHTIB.

EnexTpoHHI  TIOBiIOMJICHHST ~ ABTOMAarM4yHO  TEHEPYETbCA ~ CUCTCMOIO
e/IeKTPOHHOIO JIOKYMEHTOOGIry (Be6-MoayeM CHCTEMH B3a€MO/IiT) Ta HA/ICHIIAEThCH
BiAMpaBHUKY Ofpa3sy 3a (DaKTOM [OCTAaBKH, OTPUMAaHHA, peecTpallii, BIAMOBH Y
peecTpallil eJIEKTPOHHOIO JOKYMEHTa aIpecaToM.

EfeKTpoHHi MOBifoMNIeHHs He NOTpeOyroTh OKpeMoi iX peecTpauil Ta
Bizyasizauii.

28. EneKTpoHHi NOBigOMIIEHHS MatOTh Taki 060B’43K0Bi aTpulyTH:

1) npo HaacUNaHHs — CTAaTyCHe eNeKTPOHHe MoBigoMneHHs "Hazgicnano" Ta fara
1 yac HaJCUJIaHHS;

2) PO OCTaBKY — CTaTyCHe eJIEKTpOHHE MoBigoMneHHs "JlocTapneno" Ta Jara i
4ac JOCTaBKH;

3) PO peecTpallito — CTaTyCHe eJIeKTPOHHE TOBiIOMIIEHHs "3apeecTpoBaHo"” Ta
HOMep i 1aTa peecTpauil eeKTPOHHOI0 JOKYMEHTa;

4) NIpo BiIMOBY y peecTpallii — CTaTyCHe eleKTPOHHE MoBifoMiIeHHs "Biamosa y
peecTpauii”, jgara, 4ac, MiACTaBa BiJMOBHM, Mpi3BUIIE, BIaCHE iM's Ta TenedoH
peecTpaTopa, IKUM 341HCHEHO BiAMOBY.

Takox cucTeMa B3aeMOAIl Mae 3/ilicHIOBaTH oOllepaTHBHE iH(GOPMYBaHH5
KOpHCTyBaya CHCTEMHU B3aEMOJIT MPo:

1) DO3WTUBHMIA pe3yNbTaT TEXHIYHOI TNEPEBIPKH  CHUCTEMOIO B3aEMOJIIT
HAiC/IAaHOTO KOPUCTYBaueM CHCTEMH B3a€MOJil JOKYMEHTa Ta HOro NnoCTaHOBKY B
yepry Ha 3aBaHTAXEHHsS 10 CHCTEMH €JIEKTPOHHOIO JAOKYMEHTOO0Iry (BeO-MOIys
CUCTEMU B3aEMOJil) aapecara;
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2) KiJILKiCTh JOKYMEHTIB, IO CTOSATH B 4ep3i Ha 3aBAHTAXKEHHS 0 CHUCTEMH
eJIeKTPOHHOTO J0KYMEHTOOOIry (BeG-MOAY A CUCTEMH B3aEMOJIT) KOPUCTYBaa.

Ocoobnueocmi e1ekmpoHHOT 83aEmo0ii be3 3acmocyBaHHA
cucmemu 63aEmooil

29. Indopmauiiinuii 0OMiH MiX NpalliBHUKaMK yCTaHOB 3A1MCHIOETHCS JIMIIE 3
BHKOPHMCTAHHSM CJIY>k00BOT €JIEKTPOHHOI TTOLITH.

30. InpopmaniiiHuii 0OMiH 3AIHCHIOETBCS 3 METOIO:

1) nomnepeaHbOro IMOrOMKEHHS pelakilil INPOEKTIB CIUIBHUX €JIEKTPOHHNX
JOKYMEHTIB, 30KpeMa CliBpo3poONeHHs [IPOEKTIB aKTiB;

2) mOBelEHHs ympaBiliHCbKOl iHpopMauil 10 BioMa, 30KpeMa Mpo IUIaHU Ta
poOOTY BiANOBIIHUX YCTAHOB;

3) inbopMyBaHHA nOpo NPUHHATI 0O0JAep)aAMiHICTPALI€lO yNPaBIIHCBKI
pillIEeHHS;

4) 3’sicyBaHHS CTaHy OMNpALOBAHHSA YCTAHOBOIK eJIEKTPOHHUX JOKYMEHTIB, LIO
HaAIMULIA Ha 1X po3MJIsL.

31. Indopmauis 3 JUCTyBaHHsS CIIy)KOOBOIO €JIEKTPOHHOIO TMOILITOI0 MOXeE
BMKOPHUCTOBYBATUCS JUTS MiATBEPIXKEHHSI BUKOHAHUX IiM.

32. Inbopmauiiinuii  oOMiH cayKO0BOK  €JIEKTPOHHOIO TOIITOI0 HE Mae
FOPUAUYHOT CUITH.

33. lndpopmauiiinuit  oOMiH  cn1yK00BOIO  €JIEKTPOHHOIO  MOIWITOK  HE
NOMYCKA€EThCS 1100 iHpopMaLlil 3 0OMEKEHUM JOCTYIIOM.

I11. Oprasizanisi eJJeKTPOHHOI0 J0KYMEHT000iry

34. Opranizanis 10KyMeHTOO6iry obnaepkaaminicTpauii 3IIACHIOETBCS 3a
JIOTIOMOTOK0 CUCTEMH E€JIEKTPOHHOIO JOKYMEHTOOOIrY, 10 IHTErPYEThCS 13 CUCTEMOIO
B3aEMOJII. :

35.CucTeMa  €NEKTPOHHOTO  JOKYMEHTOODITy TMOBMHHa  3abesnedyBaTy
NIPOXOIKEHHS EJIeKTPOHHUX JOKYMEHTIB Ta €JIECKTPOHHMX KOMNiH JOKYMEHTIB Ta
B3a€MO3B 530K 13 CHCTEMAMH €JIEKTPOHHOTO JIOKYMEHTOOOITY IHIINX YCTaHOB.

061K 06cA2y e1eKmPOHHO20 OOKYMEHMOoo0izy
36. O6nik  06CATy  €JEeKTPOHHOrO  JOKYMEHTOOOIry — 3AIMCHIOETBCA B

aBTOMAaTHU30BaHOMY pexumi CUCTEMOLO €JIEKTPOHHOTO JIOKyMEHTOO00Iry
obnuep>xaaMiHicTpauli.
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37. TlincymkoBi aaHi 06Ky 06cary J0KyMeHTOOOIry NOAatoThCA B eJIEKTPOHHIN
dopmi (nomatok 1).

Peeccmpauin dokymenmie

38. BXiaHi, BHYTpilIHi, BUXifHi, iHLI JOKYMEHTH He3ajekHO Bl ¢opmu iX
CTBOPEHHs, MiArOTOBJIEHI B YCTaHOBi, PEECTPYIOTbCA B CHCTEMi €IEKTPOHHOTO
JOKYMEHTOOGIry, a y pasi iiBIACYTHOCTI BXifHi Ta BHXiJHI JOKYMEHTH
PEECTPYIOThCS Y BeG-MOIyli CHCTEMHU B3aEMOJIIT.

39. Jlns 3abe3redeHHs peecTpallil JOKYMEHTIB y €JIeKTPOHHi Ta mameposiii
dbopMax (mani — JOKYMEHTH) B aBTOMATH30BAaHOMY pPEXHUMi 3allOBHIOETHCH
peecTpalliiiHO-MOHITOPMHIOBa KapTKa, 10 SKOi BHOCATBCA BCi 060B’A3KOBI, A01aTKOBI
Ta y pasi moTpe6u iHII peKBi3UTH IOKyMeHTa BIIIMOBiAHO 10 BUMOT IHCTpyKUIT 3
AinoBoacTBa obaepKaaAMiHICTpaLii.

40. PeecTpaniiiHO-MOHITOpPUHIOBa KapTKa €JIEKTPOHHOTO JIOKYMEHTa
CTBOPIOETECS CHCTEMOIO €JIEKTPOHHOTO JOKYMEHTOOOIry (BeG-MOIyneM CHCTEMU
B3a€MO/Ii1) B €JIEKTPOHHIH Gopmi.

41.JTo 06OB’A3KOBMX pEKBI3WTiB, IO BHOCATBCA B  PEECTpaLiiiHO-
MOHITOPUHTOBY KapTKYy, HaJleKaTh:

1) BUA AOKYMEHTA,

2) iHAEKC Ta 3arojI0OBOK €JIEKTPOHHOI CIIPaBH;

3) KOpEeCTOH/IEHT (yCTaHOBa-BiNPABHUK);

4) manucyBay JOKyMEHTa Ta eJIeKTPOHHUH LudpoBuil mianmuc nianucysada ado
eJICKTPOHHA TTeuaTka yCTaHOBU-BiANIPABHUKA,;

5) agpecat (TiepeltiK yCTaHOB, SKMM aIpe€COBAHO JOKYMEHT);

6) BUXiZHI HOMep Ta jara (peecTpauiiiHi aTpuOyTH KOPECTIOHAEHTa);

7) BXiZHI HOMep Ta JaTa (peecTpauiiiHi aTpuOyTH azpecara);

8) BUXigHMII HOMep Ta jgara peectpauii (peecTpalliiini aTpuOyTH yCTaHOBH),
KOPOTKHUI 3MICT IOKYMEHTAa;

9) CTPYKTYpHUH MiAPO3ALT;

10) BianoBinaneHMi 3a BUKOHaHHs 3aBJaHHs Ta/abo MIAMOTOBKY AOKYMEHTa B
YCTaHOBI i3 3a3HaueHHAM #oro iHAekcy, Mpi3BuILa, iMeHi, Mo OaTeKOBI, HOMEpa
TenedoHy Ta c1yxk60BOT eleKTPOHHOT MOLITH HOro KepiBHUKA;

11) eNeKTpOHHI pe30JTIoLiT;

12) BiAMOBifabHMI BUKOHABELH (3TIAHO 3 PE30JIIONIEI0) i3 3a3Ha4YeHHAM HOro
Npi3BUIIa, iMeHi, T0 GaTbKOBI, HOMepa TeseoHy Ta ClyKOOBOI eEeKTPOHHOT MOLITH;

13) cTpoK Ta Mo3Hayka Npo BUKOHAHHS €JIeKTPOHHOIO JIOKYMEHTA,

14) KiNbKiCTh CTOPIHOK CYNPOBIAHOTO JIUCTA TA Ki/IbKiCTb CTOPIHOK JI0JaTKiB;

15) MocuNaHHs Ha BKe 3apEECTPOBaHi JTOKYMEHTH (iCTOPisl IUTAHHS);

16) iHAMKaTOopu CTaHy BHKOHAHHA JOKyMeHTa Ta CTPOKM BHKOHAHHA
iHJIMKATOPiB.
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42. Jlo MOJATKOBUX pEKBI3WTIB, M0 BHOCATBCA 10 peecTpauiiHo-
MOHITOPHUHIOBO1 KapTKH, HAJICYKATh:

1) BHYTpIlUHE NepeaapecyBaHHsl eJeKTPOHHOrO J0KyMEHTa MK CTPYKTYPHUMH
Migpo3AinamMy JoKyMeHTa MixK CTPYKTYPHHMH NiApO3ainamMu o0JAepXKaaMiHiCTpauii;

2) HasiBHICTb 1 nepestik A0JaTKiB;

3) mpoMiXKHI CTPOKH BUKOHAHHS,

4) indopmalis mpo 3MiHy Ta NePEHECEeHHs CTPOKIB BUKOHAHHSA, NPUIHMHCHHS
MOHITOPHHTY €JIeKTPOHHOTO JOKYMEHTA;

S) eNeKTpOHHI MOBIOMJIEHHS CUCTEMH B3aEMOIT;

6) KOA  JOKYMEHTa  3riJHO 3 TeMaTUYHUM  KJIacu(piKaTopoM
obnaepxaaMiHicTpauii;

7) CTpPOK nepelaBaHHs 0 apXiBHOTO mipo3aily  anapary

obnaepxaaMiHicTpallii;
8) Mo3HauKa IpO HANEXKHICTh MOKyMeHTa M0 JOKYMEHTIB TepMiHOBOIO
po3riusny;

9) cTpok 30epiraHHs eJeKTPOHHOTO JOKyMeHTa (BIAIOBIIHO 10 HOMEHKIIATypH
CIIpaB).

43. JlomyckaeTbcsi  BBEJAEHHA  oOaepxKaAMiHiCTpali€ro iHIINX — PEKBI3UTIB
eNIeKTPOHHOrO JIOKYMEHTa, sIKi He 3BYXKYIOTb Ta HE 3MIHIOIOTb 3aCTOCYBaHHA
000B’I3KOBUX Ta JOAATKOBUX MO0 peKBI3UTIB.

44. PeecTpallii BXifHOT i BHXIZHOI KOpeCIOHIEHLIl obnaaepKaaMiHICTpauil
3IHCHIOETBCS CITYXKO0I0 iNI0BOACTBA LEHTPATI30BaHO B €MHIlH CHCTEMI.

Topsiaok peecTpallii OKpeMUX BHAIB JOKYMEHTIB BH3HAUAEThCs [HCTPYKLUI€HO 3
NinoBoACTBa 00/ IEepKAAMIHICTpaLil.

45. daxcorpamu Ta iHUI €JEKTPOHHI JOKYMEHTH, 10 HAAXOAATh €JIEKTPOHHOIO
MOWTOK  0e3/3 KBadihikoBaHMM  €JIEKTPOHHHUM  TiAMMCOM (KBalli(hiKOBaHOO
€JIEKTPOHHOIO M€YaTKO0), peecTpallii He MiANAraoTh.

46.Y  cucTeMi  €NEKTPOHHOIO  JOKYMEHTooOiry — (QopMmyeTecs  €auHa
LeHTpasizoBaHa 6a3a peecTpalliiHUX JaHUX B €leKTPOHHIA (opMi, 3a A0MOMOroro
SKoi  mpaliBHUKKM  3a6e3ledyloThesi  iHpopmaliero  npo  BCi  JOKYMEHTH
obnaepkaaMiHicTpauii i IX MiCLE3HAXOUKEHHS.

47. Tlopsi0K BHECEHHS PEKBI3UTIB 10 PEECTPallifiHO-MOHITOPUHIOBOT KApTKH Ta
iX po3MileHHs BU3HAYaeThest [HCTPYKUIiCHO 3 ALTOBOJCTBA ob6nepXKaaMiHiCTpallii.

Peccmpauyis 6xiOHUX 00KymeHmMie

48. Peectpallis BXiIHOT KOPECHOHJCHUIT 3[iMCHIOETBCA PEECTPATOPOM JIMIIE
MicCJisA TIPOBE/ICHHS NONEPEIHBOT0 PO3IANY NOKYMEHTA.
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49. He pomycKaeTbcsi TNpPOBEAECHHs MOJABiHHOT peecTpallii  eJIEKTPOHHOTO
JIOKyMEHTa y CHCTeMi EJeKTPOHHOTO JOKYMEHTOOOIry Ta BeO-MOIYl CUCTEMH
B3aEMOJII.

50. Ha 1oKyMeHT, o Hajiliios y naneposii hopmi, micss peecTpalii LUIIXOM
JPYKy HaHOCHThCs Horo wwTpux-koa abo QR-koj,, NPHUCBOEHHH CHCTEMOIO
eJIEKTPOHHOTO JIOKyMEHTOOBIry, Ta CTBOPIOETbCA (OTOKOMIs, Ky PeecTpaTop
BHOCHUTb JI0 pEECTPaLlifHO-MOHITOPUHIOBOI KapTKH.

51. BxixHuit JOKyMeHT NocTiitHoro Ta TpuBanoro (noHaa 10 pokis) 30epirans,
IO HanilIIoB y mamepoBiit ¢opwmi, micis peecTpauil Ta CTBOPEHHsA (OTOKOMII
peecTpaTopoM 3anuIacThcss B cayxkGi AinoBojcTBa mMime s 30epiraHHs 3
nofansuM (GOPMYBaHHIM Yy CMpaBH BiATOBINHO JO 3aTBEPIXKEHO! HOMEHKJIATYPH
cripas.

Iepesipka enekmponHo20 yuPpoeozo nionucy

52.Tlepesipka  KBami(piKOBaHOTO  €NEKTPOHHOro MIANKCY 4YM  TEYaTKH
3ifICHIOETbCS 3 JOTpUMaHHAM [lopsaKy BHKOPHUCTAHHS eJIEKTPOHHHX JOBIPYMX
MOCNYT B OpraHax Jep:kaBHOI BNadd, OpraHax MICLUEBOrO CaMOBpsIYBaHHS,
MiANPUEMCTBAX, YCTaHOBaX Ta OpraHi3allisx jAepxkaBHOi (oOpMM BIACHOCTI,
3aTBepUKEHOro noctaHoBoro  KaGideTy MinicTpiB  Ykpainn Bix 19 BepecHs
2018 poky Ne 749 (Odiuiinmii Bicuuk Ykpainu, 2018 p., Ne 76, cT. 2528).

53.B obagepxaaminictpalii opraHizoByeTbcs LEHTpaTi30BaHEe CXOBHIIE
kBanipikoBaHUX cepTUQIKATIB BiAKPUTUX KIIOUIB abO 3aCTOCOBYETHCS OHJIAMH-
nepeBipka cepTHGIKATiB BiIAKPUTHUX KIIOUIB O€3MOCEPEIHBO 3  EJIEKTPOHHOIO
mepeniky KkpanidikoBaHux cepTudikaTiB BIAKPUTUX K/IIOYiB  KBasli(iKOBaHHX
HaJlaBayiB €JIEKTPOHHUX JOBIpYMX MOCIIYT.

54.TlepeBipka Ta MiATBEpKEHHsS KBaNi(iKOBAHOrO €JEKTPOHHOIO MiJMUCY
Ta/abo TeyaTKH 3MiMCHIOEThCS 3 JAOTPHMMAHHAM BHMOT YacTHHH Jpyroi crarti 18
3akony Vkpainu "TIpo enekTpoHHi AoBipui mocayru".

Peccmpauin éuxioHux 00KymeHmie

55. PeecTpalis BUXiIHAX eNEKTPOHHMX JOKYMEHTIB 3MifCHIOETBCS B
ABTOMATH30BAHOMY pEXHUMi Mij yac X mianucaHHsA. IHCTpyKLi€r 3 IiNOBOACTBA
obaepxkaaMiHicTpanii Moxke GyTh TepeabaueHa aBTOMATHYHA peecTpallis Beix abo
OKPEMHX BHJIiB TOKYMEHTIB 3a (paKTOM X MiANHUCaHHS.

B o6naepsxaaMinicTpalii 30iiiCHIOETECA aBTOMATHYHA PeecTpaLis JIUCTIB.

[HImi BWAM JOKYMEHTIB MiJJIAraloTh peecTpauii micyis 11X HaACH/IaHHs
PO3pOGHUKOM Ha peecTpauilo B CIyxO0y HinoBoicTBa (MPOEKTH PO3MOPAIKCHD,
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clyXO0Bi, TOSCHIOBaJIbHI 3allUCKH, JIOPYYEHHS TOJOBH obepxaaMiHicTpallii,
IPOTOKOJIH, MOAAHHS TOLLO).

56. HagcunaHHs — JOKYMEHTIB  He3alexHO BiA (GOpMH IX  CTBOPEHHI,
3/1ICHIOETBCS Yepe3 CUCTEMY B3aEMOJIT.

V pasi CTBOpeHHs JOKYMEHTa Y MarepoBiil popMi aapecaty HaJCHIIAEThCs JINIIE
#ioro (OTOKOMis yepe3 CHCTeMy B3aeMOAil, KpIM BHITAJAKY HaJCHJIaHHS JOKYMEHTIB
YCTaHOBi 4M 0cobi, fKi He € KOpUCTyBauaMy CHCTEMH B3a€MOJii, Ta JIOKYMEHTIB,
BU3HAUEHMX MMYHKTOM 2 1iel [HCTpykil.

57. ko ajgpecaT He € KOPUCTyBaueM CHCTEMHM B3aEMOJil, peecTpaTop
obJaepskaJAMiHiCTpaLii CTBOPIOE 3acBijueHy IManepoBy KOO  eJeKTPOHHOIO
JOKyMEHTa Ta HaJCHIAc 3@ HAIEKHICTIO 3rigHO 3 BHMoramu IHCTpyKUil 3
JiMOBOACTBA 00JAepxKaAMiHICTpaLil.

58.Y pa3i HaacunaHHs (OTOKOMI JOKyMEHTa Yepe3 CHUCTEMY B3a€MOJII
OpHriHaJl BMXiJHOrO JOKyMEHTa B ManepoBiii ¢opmi (muime Qs JOKYMEHTIB
nocTiiiHoro Ta TpuBanoro (rnoHaa 10 pokiB) CTpOKiB 30epiraHHs) 3aMIAETHCA B
cnyx0i AiNoBOACTBA TiNbKK 1St 36epiraHHs 3 MOAaNbIUM (GOPMYBaHHSIM Yy CIIPaBU
BiAMOBIZIHO 10 3aTBEP/KEHOT HOMEHKIIATypH cipaB 0e3 nepeaadi ix agpecary.

59. TlepeBipKy BHECEHUX y PEECTpaLliiiHO-MOHITOPHHIOBY KapTKy 000B’sI3KOBHX
Ta JOJAaTKOBHMX PEKBI3WUTIB BHXIJHOTO JOKYMEHTa 3IHCHIOE CUCTEMa €JIEKTPOHHOIO
JIOKYMEHTOO0O0Iry B @BTOMAaTHYHOMY PEXKHMI.

Keanighikosana enekmponna neuamka

60. [lepenik €JIEKTPOHHUX JAOKYMEHTIB, AK1 noTpedyIOTh
3acBiI4eHHs KBaNi(DiKOBAHOIO eJEKTPOHHOIO MEYaTKOI BU3HAUA€EThCA IHCTpyKUiE 3
Ni10BOACTBa 00aAepXKaAMiHicTpalii Ha MiJcTaBi aKTiB 3aKOHOJaBCTBA.

61. PO3NOpAIUKEHHAM TOJIOBH  o0naepxxaaMinicTpanii (HakasoMm KepiBHHKa
amapary  obnjep)kaaMiHicTpauil) — BH3HA4alOTbCS — TOPSJOK — BMKOPHCTaHHS
KBaliikOBaHO! ~e€NEKTPOHHO! [MeuyaTKH Ta YMNOBHOB@XKEHI MOCanoBi ocodw,
BIJINTOBiJa/IbHI 3a i1 3acTOCYBaHHA.

Kinekicth KBaJi(ikOBaHMX €NEKTPOHHUX II€YaTOK, IO BHKOPHUCTOBYIOTHCS
obnaepxaaMiHicTpalii, He OOMEXYEThCS.

OGaep/KaaMiHicTpallis Mae NpaBo 3acBiAdyBaTH eeKTPOHHI KOIIii J0KyMEHTIB,
30KpeMa Ha BUMOTY OpTaHiB Cy/10BO1 BJaii Ta MPaBOOXOPOHHUX OpraHiB.

Opezanizayis nepedaganna OOKymeHmie
ma 6U3HAUEHHS IX 6UKOHABUI6

62.3apeecTpoBaHMil JOKYMEHT 3a (AaKTOM BHECEHHs pEECTpaTopoM B
peecTpalifHO-MOHITOPMHIOBY KapTKy BiAMOBIAAIBHOrO 3a PO3MVIAA JAOKYMEHTA
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(3TigHO 3 po3noainom (GyHKUiOHANBHUX MOBHOBAXEHbB) rONIOBH, 3aCTYNHHUKA I0JIOBH,
KepiBHUKAa anapary oOJjaepxkajaMiHicTpauii, skuil posridga€e  JIOKYMCHT B
obnaepkaaMinicTpauii nepwuM (Jami — TEPBUHHMEA pO3IILA), ABTOMATUYHO
nepeaeThes Ha PO3IIIS Yepe3 CUCTEMY eEKTPOHHOTO JIOKYMEHTOODIrYy.

JIOKyMEHT aBTOMATMYHO Ta OJHOYACHO HAAXOAMTh HA pPO3MJIAL OAHIA uHM
NEKITbKOM  T0CAJ0BUM  0cobam  (3acTYMHHMKaM TOJIOBH, KEpIBHHKY amaparty
obnaepkaamiHicTpanii abo KepiBHUKaM CTPYKTYPHUX niApo3aimiB
obnaepkaaMiHicTpallii), fAKki  BH3HA4YE€Hi  BUKOHABLSIMU (criBBUKOHABLISIMH)
3a3HaUEHOT0 IOKYMEHTA.

63. JJokyMeHTH ofpasy micis iX peecTpauil NepefaloTbes Ha [EPBUHHUM
pO3IIIAL.

ConoBi o6njepkaaminicTpauii abo 3acTynHUKY roJioBd obnaepKaamidicTpaLil,
1[0 BUKOHYE foro oOOB’A3KH, Ha TIEPBUHHUA PO3IIIA]A MepeAatoTbCa NOKYMEHTH, IO
Hapifimm  Bin Cexperapiary KaGiwery MinicTpiB VYkpainu, BepxosHol Paan
Vkpainu, Aaminictpauii [Ipesugenta YKpainu, 3BepHEHHs HApOJHUX JEMyTaTiB Ta
JOpYYeHHS (JIMCTH) YCTaHOB BHIIOIO PiBHA.

3acTyNHUKY roJIOBU obnaepxaaMiHicTpanii, KEepIBHUKY anapary
obnaepxxaaMinicTpauii 3rigHO 3 po3moAinoM (YHKUIOHAIBHMX IOBHOBaXEHb HA
MEPBUHHMI PO3MMIsAA MEPeNaloThCs aKTH OpraHiB JIep:KaBHOI BJajy, OPraHiB BIany
ABToHOMHOI Pecny6miku Kpum, HOKyMEHTH, [0 HamifIuIM BiX TepUTOpIabHUX
OpraHiB MiHiCTEpCTB Ta BiZOMCTB YKpaiHM B 00JacTi, MIAMPUEMCTB, YCTaHOB Ta
opraHizaui, opranizailiitHo-po3nopsaaui Ta MporpamHi JOKYMEHTH
3araJIbHOIEPXKaBHOIO XapaKTepy.

[lepBUHHMI pO3MISA MPOEKTIB aKTiB, BHECEHMX OOJlepXKaaMiHicTpalii Ha
CTIiNIbHE pO3pOGIEHHs, HIIMX JOKYMEHTIB 3AIHCHIOETbCSA KEPIBHUKAMM CaMOCTIHUX
CTPYKTYPHUX Miipo3AiniB a6o ocobamu, L0 BUKOHYIOTh iX 000B’3KH, B Mexax IX
KOMTMEeTeHLi].

Enexkmponna pe3onouis

64. ITocagoBa ocoba, sKa 3IiMCHIOE TMEpPBUHHUN pPO3IJAL  €JE€KTPOHHOTO
JIOKYMEHTa, HaKJIa[ia€ Ha HHOTO eJIEKTPOHHY Pe30JIIOLilo, B Kil BU3HaYae rOJIOBHOIO
BUKOHABLS, BIAMOBiAAILHOrO 3a OpraHizalilo BUKOHaHHs  JIOKyMEHTa B
o6xepKaaMiHicTpauii, Ta y pasi HeoOXiZHOCTI CMiBBMKOHaBUIB i CTPOK Horo
BUKOHAHHS.

B enekTpoHHiHl pe3omolii 00OB’SI3KOBO 3a3HAYarOTHCH  BCI CTPYKTYpHI
MiApO3AiH, SKi 6epyTh y4acTh B ONpALIOBAaHHI TOKYMEHTA Ta TOTO/KEHHI MPOEKTY
BiAMOBiAlL.

[MocamoBi 0coGH, SKi OJHOYACHO PO3MJIAJAIOTH €JEKTPOHHUH JOKYMEHT,
HAK/1aJal0Th Ha HbOTO EEKTPOHHI Pe3osoLii, B AKX BHU3HAYAlOTh BiANOBIAAaNbHUX
BUKOHaBLiB Ta y pa3i HeoOXiAHOCTI CIiBBUKOHABUIB y MeXaX BiAMOBIIHOIO
CTPYKTYPHOTO MiApO3AimNy.

I

02018




o
30

17

65. EfleKTpoHHa Pe30JIIoLlisl CKIIaAaeThCs 3 TAKMX PEKBI3UTIB!

1) npi3Bulie, BacHe iM's BUKOHABLA (BUKOHABLIB) Y AaBalbHOMY BIIMIHKY,

2) 3MICT AOpYYEHHH,

3) cTpOK BUKOHaHHA,

4) kBanidikoBaHuii eNeKTPOHHHIT MIAMKC MOCaA0BOT 0COOH.

B enekTpoHHIH pe3osouii 10 €1eKTPOHHOrO JAOKYMEHTa, L0 HE Ma€ CTPOKY
BMUKOHAHHS, 3a3HAYEHHst 3MICTY 1OpYUYEHHS Ta CTPOKY BUKOHAHHS HE BUMAra€ThCsl.

ENEKTpOHHA pE30Niollis MOKe JOMOBHIOBATHCS IHIUMMH DPEKBI3HTaMH, SIKI
BH3HAYAIOTHCS |HCTPYKLIEO 3 ALJI0BOACTBA obJiaepKaaMiHicTpauii.

Hekonkpeti ("npuckoputu”, "noninmuty", "akTBizyBaTn", "3BEpHYTH yBary"
TOLLO) €EKTPOHHI PE30MIOLIT HE IOIYCKAIOThCA.

66. Yci  eNeKTpOHHI pe3oiolil, HaknaJeHi Ha eJEeKTPOHHHH JOKYMEHT,
BHOCATBCS 10 HOT'0 peecTpalifiHo-MOHITOPUHIOBOI KapTKH i HEpO3PHBHO MOB’sI3aHI i3
Heto. EJIEKTPOHHA pe30iolis, KA € HACNiAKOM BUKOHAHHS eNeKTPOHHOI pe30JIHouil
BUILOTO PiBHSA, I0JATKOBO MICTHTH JIOTiYHE MOCHJIAHHS Ha BIATOBIAHY €JIEKTPOHHY
PE3OJIIOLIIO (JIEPEBO eJIEKTPOHHUX PE30IIIOLIH).

67.Ha  eneKkTpOHHY  pe3oJIIoWil0  [0CajfoBOoi  0COOM  HAKJIANAEThCS
KBajli(hiKOBaHWUH €JIEKTPOHHHIA MiAMKC L€l K N0Cag0Bo1 0CO0H.

68.Jlo0 HaknagaHHSA  €JeKTPOHHOI  pe30Niouil  BCTAHOBJIOKOTHCA  TaKi
0COOJIMBOCTI:

BHKOHABLISIMU eJIEKTPOHHOT pe3osouil KepiBHUKa YyCTaHOBHU
BU3HAYAIOTHCS KEPIBHUKM CTPYKTYPHHX MiApo3diniB obnaepkaamiHicTpauii (y pasi
HeoOXiIHOCTI MOXKYTb 6YTH BU3HA4€Hi NPAL[iBHUKH YCTAHOBH, 10 KOMIIETEHLIIT IKUX
HAJIeKUTh 3a3HayeHe B PE30oLil NHTaHHA), MpO IO CHUCTEMA CJIEKTPOHHOrO
JIOKYMEHTOOBIry aBTOMAaTHYHO iHPOPMYE 3aCTYMHHKIB KEpiBHMKA YCTAHOBH, SKI
KOOPAMHYIOTh JisTbHICTh BiNOBIAHOrO CTPYKTYPHOrO MiApo3Aiay Tay pasi motpedu
MaloTh TMpPaBoO JOTMOBHHUTH 3a3HaueHy pe3ONIolito, He 3MIHIOIYH CYTi JOpY4EHHs
KepiBHUKA YCTAaHOBM Ta HOro roJJOBHOrO BUKOHABLIS,

BUKOHABISIMM PE30JIIOLIT 3aCTyMHUKA FOJIOBH 00JIiepKaAMiHiCTpaIlii, KepiBHIKa
anapaty obnepKaaMiHicTpallii BU3HAYAIOTECS KePIBHUKH CTPYKTYPHHUX MiJPO3ALTIB
obnaepaAMiHicTpauii, 4YHIO AiSIBHICTD KOOPAMHYE BIANOBIAHWIA 3aCTYNHHK
(KepiBHUK amapaty), 1po 110 cHCTeMa eIeKTPOHHOTO JOKyMEHTOOOIry aBTOMATH4IHO
iHQOpMy€ KepiBHUKIB BiAMOBIAHUX CTPYKTYPHHX MifPO3ALIIB;

BUKOHABLIIMH pe30JTtoLii KepiBHUKa CTPYKTYPHOTO MiApO31ily BH3HAYarOThCH
KEPiBHUKM  MiANOPSAKOBAHUX  CTPYKTYpPHHUX  MiAPO3AUIB  4H creuiaaicTu
BIANOBIAHOTO MiZpO3Ainy, NpPo WO CHCTEMa eJIeKTPOHHOTO JOKYMEHTOOOIry
aBTOMAaTH4HO iHQOPMY€E KepiBHUKIB BIAMOBIHNX MiAMOPAAKOBAHMX MiAPO3ALNIB, MO
BXOMATb J10 CKJIaAy LbOr0 CTPYKTYPHOIO MiAPO3ALLY;

BMKOHABLIEM pE30JIIOLIT roJoBH OONAepKaAMiHICTpauii, 3acTylIHMKa TOJOBH
oGnaepkaaMiHicTpallil, kepiBHMKa anapary oGiaepKaaminicTpauil Moxke OyTtu Oynb-
KU NiANOPSAKOBAHUN BiAMOBiAHOMY KepiBHUKY CMiBpOOITHHK
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obnaepxxaaMiHicTpauii, A0 KOMIETEHUIi SKOro HaleXUTh 3a3HadeHe B pesomonii
nuTaHHa. LIpo BM3HAUEHHS B PE3OJIIOLIT BHKOHABLUA CHCTEMa EJICKTPOHHOTO
JOKYMEHTOOOIIy ~ aBTOMAaTHYHO  iH(hOpMye KepiBHULTBO  CTPYKTYypHOro Ta
MiANOPAAKOBAHOTO MiAPO3/iTy JAHOTO CMiBPOOITHHKA,

OTPHMAaHHS 3acTYITHHKOM ToJIOBH 00JAepKaaMiHicTpauii, KepiBHUKOM anapary
obnuepkaaMinicTpalii, KepiBHUKOM  CTPYKTYpHOTO  a00  MiAMOPAJIKOBAHOTO
NMiAPO3/1iNy eNeKTPOHHOrO MOBIXOMIICHHS PO CTBOPEHHS KEPIBHUKOM BHIIOTO piBHs
eJIEKTPOHHOI pe3oNoNii He mepebayae CTBOPEHHs BiAMOBIAHUM KEPIBHUKOM CBOET
pe3oiolii A0 LBOro K MOKYMEHTa, a JHie rnepeadadac O3HAHOMICHHA i3
JOKYMEHTOM;

e7eKTPOHHOK PE3OJIIOLIEI0 MOXe OyTH BHM3HAYeHO TIOJIOBHOTO BHKOHABL,
CHiBBUKOHABLIB, CTPOKY BUKOHAHHS, OTPUMYBa4iB JOKyMEHTa "J10 Bijoma".

69. EnekTpoHHI JTOKyMEHTH HAAXOIATh A0 1X BUKOHABIIB BHKIIOYHO 4EpE3
CHCTEMY €JIEKTPOHHOIO JOKYMEHTOOOIry Ha MiACTaBi HakIaJeHWX Ha HUX
eJIEKTPOHHHUX PE30JIOLIN.

JIOKYMEHT, BUKOHABLAMH KOTO € KijbKa CTPYKTYPHHUX MiAPO3/iTiB (TOCaf0BUX
0ci®), HAIXOAMTH OJHOYACHO 10 BCiX HOro BHKOHABLIB, BU3HAUCHHX €JIEKTPOHHOIO
PE30MIONI€I0 UM MEPeTiKoM PO3CHIKHM, CTBOPEHMM pPEECTparopoM ado aBTOpOM
JIOKYMEHTA.

70. KepiBHUKH CTPYKTYPHUX MiJpo3/iJ1iB o0 aepKaaMiHiCTpaLil
OMpPaLbOBYIOTh EJIEKTPOHHI JOKYMEHTH, OTPMMaHi BHACJIIIOK 1X NMepefaBaHHs 4epe3
CHCTEMY eJIEKTPOHHOTO I0KyMEHTOOOITY 3a HAJIeXKHICTIO, Ha MifCTaBi HaK/IaJeHNX Ha
HUX €JIEKTPOHHUX Pe30JIOLiM.

b pasi HeoOXiAHOCTI KEPiBHUK CTPYKTYpPHOIO MiIpO3ALTy
o0naepkaaMiHicTpallil Ma€e NpaBo AeJIEryBaTH CBOEMY 3aCTYIHUKY PO3IJIAA YacTHHU
eNEeKTPOHHUX JOKYMEHTIB, sIKi HAJXOJATH Ha OMNpALIOBaHHA JO CTPYKTYpHOTO

niaApo3ainy.

71. CucTeMa eJeKTPOHHOTO JOKYMEHT000iry aBTOMaTHuHO OQikcye ¢axtu
fepefaBaHHs  €JEKTPOHHMX  JIOKyMEHTIB  BHMKOHABUAM B  peecTpallifiHo-
MOHITOpPUHIOBIl KapTui i3 3a3HavyeHHAM iHdopmaLii Mpo BHKOHABLIB, SKHM
nepeJaHo JOKYMEHT.

72.73MiHa TOJIOBHOrO BHKOHABLA 3IIMCHIOETHCS B CUCTEMI €JIEKTPOHHOIO
JIOKYMEHTOO0Iry Ha MiAcTaBi pe3ostouil KepiBHHKa, KU 3MIACHIOBAB TIepBUHHHUMN
PO3IJISA €JIEKTPOHHOTO IOKYMEHTA.

73. SIKILO TS €IeKTPOHHOTO JOKYMEHTa He BCTAHOBJIEHO CTPOKIB BUKOHAHHS, a
fioro ompailfoBaHHs He moTpeOye MiArOTOBKH IIPOEKTY MOKYMEHTa Ha HOTO
BUKOHAHHS, BiAMOBIJaJTBbHMN BUKOHABELb MAa€ MpaBO [MMicisd O3HAHOMIICHHS 3
JIOKYMEHTOM BHECTH B pEECTPaLliHHO-MOHITOPUHIOBY KapTKy iHQopMaLio Tpo
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CrIoci6 BUKOHAHHS LbOTro JOKyMeHTa ("MUTaHHs BHpilleHo B po6OYOMY MOPSIKY",
"B3SATO y4acTh 0 BigoMa'" TOILO), 3aKPUTH Horo "0 crpaBu”.

SIKIO eNeKTPOHHUI JOKYMEHT pO3icaHo IpaliBHUKaM obnaepxxaaMiHicTpanii
118 O3HAMOMIIEHHS  depe3  CHMCTeMy  €JeKTPOHHOrO  JOKyMeHTOOOiry
o6 epKaaMiHicTpallii, NpaLiBHUKK BHOCATH BIIMITKY MpO iX O3HaHOMIEHHS, a Yy
pasi po3cHiaHHA IS O3HAMOMJICHHs TiJ MiANMC — MiATBEPKYIOTH HAKIaJaHHIM
KBaTihIKOBAaHOrO  EJEKTPOHHOro miamucy. Y —TakoMy BHIAiKy B CHCTeMi
eIeKTPOHHOTO JIOKYMEHTOOGIry 00naepiKaaAMiHiCTpallil aBTOMaTHYHO TEHEPYETHCS
JIMCT 03HAMOMJIEHHS 3 JOKYMEHTOM, Y AKOMY 3a3HAuyaeThes Mepellik MocafioBhx ocid
obnepkaaMinicTpallii, skuM 6yn0 MepeJaHo BiAMOBIIAHUH JOKYMEHT 3 IO3HA4KOK
mpo o3HalMoMNeHHsa, y Takomy ¢opmari: TIIpi3BuIle Ta BAacHe IM's, JaTa
HAIXOUKEHHS CNEKTPOHHOro JOKyMEHTa, JaTa o3HalomieHHs (KBatipikoBaHa
¢JIEKTPOHHA M03HAYKa 4acy).

IV. lokyMeHTYBaHHsl YIIPaB.1iHCLKOI iHpopMaLii B e 1eKTPOHHINI dopmi.
3arajibHi BUMOTIH 10 CTBOPEHHS JOKYMEHTIB

74. JJoKyMEHTYBaHHs YIIPaBIiHCBKOT iHpopMaLLii B eJIeKTPOHHIN (opmi nossirae
y CTBOPEHHi €NeKTPOHHMX JOKYMEHTIB, B sKMX (iKCyeThcs iHdopMaLis Impo
YIpaBIIiHChKi pillleHHs 3 JOTPUMaHHAM yCTaHOBJIEHUX Li€lo IHCTpyKIi€to mpaBuiL.

75. PekBi3uTH, BW3HAueHi wLico IHCTPYKIi€l, BHOCATBCS B PEECTPALIAHO-
MOHITOPUHIOBY KapTKy.

Bbnanku ookymenmis

76. OpranizauiiHo-po3nopsaui JOKYMEHTH obaeprkaaMiHicTpanil
oOPMITIOIOTECS Ha OJaHKax, L0 CTBOPIOIOTHCK B €NEKTPOHHIH (opmi 3rifHo 3
BUMoOramu Iiei [HcTpykuii.

77.BnaHku ~ FeHepylOTbCS ~ CUCTEMOK  €JIEKTPOHHOrO  JIOKYMEHTOOOIry
obuaepKaaMiHicTpaLii B aBTOMaTHYHOMY DeXMMi Ha MiAcTaBi OOpaHHX aBTOPOM
NPOEKTY KPUTEPITB TUIIOBOTO OJIaHKa I 0OPaHOro By €JIEKTPOHHOIO JOKYMEHTA.

Jlns reHepauil TuUMOBOro OllaHKa 3aCTOCOBYIOTBCS —KpUTEpil: BHI, THI
JOKYMEHTA, NIAMKCYBay TOLLO.

78. BIlaHKH KO>KHOTO BHLY T€HEPYIOThCS Ha OCHOBI MO3A0BXKHBOIO PO3MILICHHSA
PEKBI3UTIB. PeKBI3UTH 3ar0/10BKa PO3MILILYIOTHCS LIEHTPOBAHUM CII0co60oM (I0YaToK 1
KiHelb KO)KHOTO psAJIKa PEKBI3UTY OJHAKOBO BiJaJIeHi Bil MEXK 30HH pO3TAIllyBaHHS
PEKBI3UTIB).

79. JInst MiATOTOBKM JAOKYMEHTIB B €JIEKTPOHHIA (HopMi cucTeMa €J€KTPOHHOTO
JIOKYMEHTOO6Iry 0611epxaaMinicTpaLii reHepye Taxi BUIK OJIaHKIB JOKYMEHTIB:

30"”86210“27157”“ 1
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3araibHU GJaHK I CTBOPEHHS JOKyMeHTIiB (6e3 3a3Ha4YeHHs y OnaHKy Ha3BH
BUY JOKYMEHTa) (10JaTOK 2);

crieliani3oBaHMi ONAHK /I CTBOPEHHSA PpI3HUX BMJIB JOKYMEHTIB JUIA
JNTUCTYBAHHS iHO3EMHUMH MOBaMH (0JaTOK 3);

671aHK KOHKPETHOTO BHIY NOKyMeHTa (i3 3a3HaueHHAM Ha OJaHKy Ha3BU BUIY
JIOKYMEHTa) (J1I0aTOK 4).

80. JlokyMeHT y pasi HeoOXigHOCTI JApYKyeTbcA pasoM i3 OJaHKOM,
3reHepOBAHMM CHCTEMOIO €JeKTPOHHOTO JIOKyMEHTOOOIry 6e3  3acToCyBaHHS
611aHKiB, BUTOTOBJIEHUX APYKAPCHKUM CIIOCOOOM.

81.51aHKN JOKYMEHTIB, CTBOPEHUX Y eeKTPOHHIH (GopMi, He HyMepyrOThCs Ta
He MoTpeOyrOTh O0JIIKY.

Jlama nionucanus, 3aceio4eHHs ma peecmpauii

82. JlaTa mianucaHHs BU3HAYA€ThCs KBaTi(piKOBAHOIO €JIEKTPOHHOKO TIO3HAUKOIO -
yacy, 110 HEBiA'€MHO MOB's13aHa 3 KBali(hiKOBaHUM €1€KTPOHHHUM MIIITHCOM,

83. JlaTa 3acBiqUeHHs BU3HAYAETHCS KBATI(PIKOBAHOIO €JIEKTPOHHOIO NI03HAYKOIO
yacy, 110 HeBiJ'€MHO TIOB'sI3aHa 3 KBaNi()IKOBAHOK €IEKTPOHHOIO MEYATKOIO.

84. Jlata peecTpauii BUXIOHOTO JOKYMEHTa aBTOMaTUYHO (QOPMYEThCA
CHCTEMOIO  E€JIEKTPOHHOIO JIOKYMEHTOOOIry ycTaHOBM (BeO-MOIyJieM CHCTEMH
B3a€MOJIii) Y peecTpamiiiHo-MOHITOPHHIOBIif KapTLi MiJ yac HOro IMin1ucaHHs.

85. OGOB'A3KOBOMY JAAaTYBaHHIO y pPEECTpauiliHO-MOHITOPHHIOBiH  KapTLi
NiUIAraloTs yci cayKO00Bi BiAMITKM, MOB'S3aHi 3 MPOXOJKEHHSAM Ta BUKOHAHHAM
JOKyMeHTa (pe30/oLii, BIAMITKM PO BUKOHAHHSA JOKYMEHTa, Ha/JCHJIaHHs ioro 10
CTIpaBU TOIO).

Ogopmaenns oooamkie

86. Ha nmonarkax, 110 3aTBEPUKYIOTHCS BIAMOBIIHUMM aKTaMH (ITOJIOKEHHS,
iHCTpYKWii, npaBuna, MOPSAKK TOIO), IIPOCTABISAETBCA TPUQ 3aTBEPIKECHHS
BiAMOBiAHO 0 MyHKTY 92 wmiei IucTpykuii. ¥V BiANOBIAHMX MyHKTax po3mopsadoi
YaCTHUHM JOKYMEHTa POOUTECS TIOCHIaHHs: "o ToAaeThea" abo " (noaaeTses)".

87.Ha jonmatkax [0 Hakasy, [MOJOXKEHHs, TNpaBWi, IHCTPYKWT TOILIO
[POCTaB/AEThCS Bi/IMITKa y BEPXHBOMY TPaBOMY KyTi TepLIoi CTOPIiHKHM A0/IaTKa, AKa
BKJIFOYAE HOMEp J0/aTKa, 3arojI0BOK HOPMATHBHO-TIPABOBOIO aKTa Ta MOCHIIaHHA Ha
BIIMOBIAHY CTPYKTYPHY OJMHMIIO, HAPUKIa:
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Jlonatok 5

1o [IpaBui BUpoOHULTBA
(BUTOTOBJIEHHST) T2 KOHTPOJIIO AKOCTI
NiKapChKHUX 3ac001B B aNTeKax
(nmyHKT 17)

CynpoBiani Marepianu A0BiIKOBOro ab0 aHAJITHYHOrO XapakTepy (rpadikm,
cxeMH, TabJuili, CTUCKH TOMIO) JI0 OCHOBHOTO JIOKYMEHTA TTOBHHHI MaTH BIAMITKY 3
[OCHJIAHHAM Ha Liel JOKYMEHT, HOro Ha3BYy, HapUKJIa:

Hoparox

JI0 PO3MOPSAKEHHS FOJIOBH
KipoBorpaacbkol 061acHOT AepKaBHOL
aaMiHicTpauil

"TIpo nmpoBeAeHHs nepeBipKu”

Peccmpauiiinuii inoekc 00KymeHmis

88. JIkml0  JOKYMEHT MIArOTOBJIEHO JBOMAa 4HU Oinpllle  yCTaHOBaMM,
3aCTOCOBYETHCS peECTpalliiHUM iHAEKC rOJIOBHOIO BUKOHABLIAL.

89.Ilix uac Bisyanizawii JOKyMeHTa MicClle PO3TallyBaHHA PEECTPALiHHOrO
iH/IEKCY BM3HAUAETHCS 3TiTHO 3 (POPMOIO 3reHEPOBAHOro OJIaHKa.

90. ITix yac Bi3yanmi3awii JOKyMeHTa cHCTeMa €JEKTPOHHOTO JOKYMEHTOOOIry
YCTAHOBM BiITBOPIOE Ta Bi3yasidye pasoM i3 JOKyMeHTOM 00pa3s LITPUX-KOLY abo
QR-koay (ans nmepxkaBHOi peecTpaulil akTiB, MPOEKTiB aKTiB Ta 000B’SI3KOBUX
JOaTKIB 10 HHX, L0 PO3POONAIOTECA OpraHaMi BHKOHABYO! BJIa/iM, MOCTAHOB i
posnopsikeds Kabinery MinictpiB Ykpainn e QR-kon), skuil 060B’A3KOBO
MICTUTB:

1) nary peectpallii Ta peectpallifHui IHAEKC IOKYMEHTa;

2) cKOpodeHe HaiiMeHyBaHHs YCTaHOBH, PEKBI3UT MignucyBaua (MiAnucyBayis)
Ta [aTy MiAMMCaHHS 3 KBali(iKOBaHOI €JEKTPOHHOT MO3HAYKHM Yacy eNeKTPOHHOI
nosHauky yacy (nuie ans QR-xony);

3) AaHi PO NOTOHKEHHS (JIMILE IS aKTiB).

91.ITig 4ac peecTpauii nanepoBUX AOKYMEHTIB BUKOPHCTOBYETBCS LITPHX-KOA
ab6o QR-xo, a nij yac peectpauii akTiB — e QR-kox.

TI'pudh 3ameeposcentn 0OKymeHma
92.VY pasi KoiAM eNeKTPOHHWH JIOKYMEHT 3aTBEPUKYETBCS IMOCTaHOBOIO,

pillIeHHAM, HaKa3oM, PO3MOPAIKEHHAM, IPH( 3aTBEPIKCHHA CKIANA€ThCA i3 cioBa
"3SATBEP/UKEHO", Hassu (y Ha3WBHOMY BiAMIHKY) BHAY JOKYMEHTa, SKUM

|
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3aTBEPDKYETHCSA CTBOPEHMIT JOKYMEHT, i3 3a3HAYCHHAM JaTh HOTrO 3aTBEPIKCHH i

HOMepa, HaNpUKIIaI:
3ATBEP’KEHO

Po3nopsipkeHHs ToJI0BU
KipoBorpaacekoi 061acHoT
JepXKaBHOI aaMiHicTpauii

22 Gepesnst 2021 poky Ne230-p

I'pud 3aTBep/KEHHS Bi3yalli3yeThCsl Y BEPXHBOMY NPABOMY KyTi rnepuoi
CTOPIHKHM JOKYMEHTA.

Jani npo 6UKOHAHHA OOKYMEHMI8

93. BigMmiTka Tpo 3aKiHYEHHs BUKOHAHHsS JIOKyMEHTa BHOCUTBCS 110
peECTpallifiHO-MOHITOPHHIOBOT ~ KApTKH T4 MICTHTH ~ aBTOMATHYHO 3reHepPOBaHI
CHCTEMOIO €JIEKTPOHHOro JOKyMeHTooOiry cnosa "[lo crpaBu", HOMEp CHpaBH, a
TAKO0X KOPOTKi BiJOMOCTI NpO HOro BUKOHAHHS, HATIPUKIIa/:

Jlo cnpasu Ne 01-10
JIuct-Bianosiaw Big 15.03.2020 Ne 01-10/98/0.1
ado
Jlo cripasu Ne 01-10
[TyTaHHA BUpilLEHO MO3WTUBHO Nij uac TenedponHoi posmosu 07.03.2020

Ocobnusocmi oopMAEHHA OCAKUX 6UOI6 OOKYMEHMiE

IIpomokonu

94. TIpOTOKONH CKJIAAAlOThes B €JIEKTPOHHIN opMi Bianosiano 1o IHeTpykui 3
[inoBoACTBa 06aep)aaMiHicTpalii abo pillleHHS KOJIETialbHOTO OpraHy.

95. V pa3si BeseHHs aynioBisyanbHOI (ikcauil 3acizanHs BIAMOBIIHMK 3amuc
NMiZNUCYEThCs KBaTi(pIKOBAaHUM  €JIEKTPOHHMM MiJMKCOM CeKpeTaps KOJIEriajIbHOIO
opraHny (naii - cekperap) abo yHOBHOBaXXEHOI 0COOU Ta 0AAETHCA 10 MPOTOKOIY.

96. IIpOTOKOJIM Ta BUTSTU 3 HUX 3aCBiIUYIOThCA KBaIi(IKOBAHOIO €IEKTPOHHOKO
eYaTKOIO YCTAHOBM, Ky Hakiajae ciyxba AiToBOACTBA, | HAJICHIAIOTBCA Yy pasi
MoTpeGy 3aiHTEpPECOBAHUM YCTAHOBaM, MOCAIOBUM 0co0aM, MpaLiiBHAKAM. ITepenik
PO3CWJIKU CKJIQJa€ CEKpeTap.

Cnyorcbo8i 1ucmu

97. Cy60Buii NMCT B eJIEKTPOHHIA (opMi OPOPMITIOETECSA Ha OJ1aHKY,
ABTOMATUYHO  3reHEpOBAHOMY  CHCTEMOIO  €JeKTPOHHOIO JIOKYMEHTOO00Iry

o0naepKaaMiHicTpauii.

30“”86210”27167”“ 02024
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98. Jlatoro nucTa € aara foro peectpauii y cyxk06i 1iJiOBOACTBA.

JlokymeHmu npo Cayxc608i 8i0PA0AHCEHHS

99. Jlns peecTpalii Bifps/KeHb BEAETbCA OKPEMHUH ENEKTPOHHUH IKypHal
(zomaTok S5), Mix yac BHECEHHs 3alucy MNpo BIAPSIDKEHHS [0 AKOTO CHCTEMA
CJIEKTPOHHOTO  JIOKYMEHTOOO0Iry —ofaepkaaMiHicTpauii 3AIHCHIOE aBTOMAaTHYHE
JleNeryBaHHs NOBHOBaXXEHb B CHCTEMi Bill ofHiel mocanoBoi ocodu 10 iHIIOT Ha 4ac
TAKOTO BIAPSIKEHHS.

Miozomoska npoexkmis e1eKmMpoOHHUX OOKYMeHmMI8

100. 3a MiArOTOBJEHHH MPOEKT ENEKTPOHHOTO JOKYMEHTa BiANOBiJaNbHUM €
aBTOpP JIOKYMEHTa.

3a opraHizalil0 BHKOHAHHs ENEKTPOHHOrO IOKYMEHTa BilMOBiAalOTh 0COOM,
3a3HaueHi B €JIEKTPOHHIM pe3osmiollii, HaknajeHid 3a pe3ylbTaTaMH IIEPBUHHOIO
PO3TJIsAAY AOKYMEHTA.

101. TTlifrotoBKa MpOEKTYy E€NEKTPOHHOTO JOKYMEHTa 3[IHCHIOETBCA 3
ypaxyBaHHsM TaKUX BUMOT:

1) MPOEKT eNIeKTPOHHOTO JOKYMEHTa FOTYETHCS aBTOPOM JIOKYMEHTa B CHCTEMI
eIEKTPOHHOTO JI0KyMEHTO000Iry 00J11epKaaMiHicTpalii;

2) y pasi HasBHOCTI CYNpPOBIIHMX MaTepiajiB 1O MPOEKTY €JIEKTPOHHOTO
JIOKyMEHTa BOHHU JOJAIOTBCS JO MPOEKTY €JEKTPOHHOIO JIOKYMEHTa BUKJIIOYHO B
eNleKTpOHHIM (opMi (30kpema Tabnuuni Ta rpadiudi Matepianu, dorokomil
JOKYMEHTIB, 3aBaHTaXeHi y cucreMy y daiinax ¢opmari, BH3HAUCHHX aKTaMH
3aKOHO/1IaBCTBA);

3) BHeCeHHs! 10 TPOEKTY eIeKTPOHHOTO JOKYMEHTa MOCHIaHHs Ha JIOKYMEHT(11),
Ha BUKOHAHHS SIKOro(MX) CTBOPEHO BiAMOBIAHUHA [TPOEKT;

4) BHECEHHs [0 PEECTpalifHO-MOHITOPUHIOBOT KapTKW B aBTOMAaTH30BaHOMY
peskuMmi  iHIEKCY CHOpaBM 3a HOMEHKIATypolo CHpaB, [0 sKOI BiAHOCHTBCS
eJIEKTPOHHHU I TOKYMEHT, 1110 CTBOPIOETHCS;

5) 3a3Ha4eHHs OOOB’S3KOBOTO CTATYCy MpPH3HAYEHHs NMPOEKTy (iHiLiaTHBHUH,
iHpopMaLiiiauii, npoMiKHA BIAMOBiAb, TMOJAHHA NpPO 3MIHY CTPOKY, 3alMT Ha
J0JIaTKOBY 1H(pOpPMaLlit0, OCTATOYHE BUKOHAHHS);

6) (OpMYJIOBaHHA MPOEKTY AOPYYEHHs 0 JOKYyMEHTa 31iHCHIOETECA y TEKCTI
JIOKyMEHTa, 10 SKOro IUIaHYEThCs BUJIAHHS BiANOBIAHOrO MOPYYEHHS, Y (popzvu
KOHKPETHOTO 3aBJIaHHs i3 3a3HA4EHHAM CTPOKY HOro BHKOHaHHS Ta BUKOHABLIB,
HAlPUKNIa]:  JerapTamMeHTy  3a0e3NedeHHs  [OKyMEHTOOOIry; KepiBHUKaM
CTPYKTYPHHX MiAPO3AiNIB TOLIO;

7) (bopMyBaHH;l nepenu(y MOro/KyBauiB Ta MiAMUCyBadiB y peecTpauiiHo-
MOHITOPHHTOBI# KapTLi.
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102. IM’st chaiily BUXiJHOTO NPOEKTY €NEKTPOHHOTO JOKYMEHTa, CYNpOBIIHUX
Ta {HIIMX MaTepiajliB 40 HHOTO NOBHHHO MATH CTHCITY YHiQiKOBaHY Ha3By, siKa YiTKO
BUXOJUTD i3 MPUHAJIEXKHOCTI BMICTY (aiiny, HanpuKiau:

Jlucer ...

Cnyx0OoBa 3aIucka ...

Hakas npo ...

3MiHH J10 HaKazy BiJ ... Ne ...

HoBa penakuist Haka3y Bif ... Ne ...

JI1 Tlopsinok (MonoXKeHHs, IHCTPYKIis TOMIO) ...

J12 Tabnuus (rpadik, njiad Towo) ...

CkaHOBaHa KoIlist TUCTA ...

Bizysanna ma nozooxceHHs RPOEKmMie eleKmpoHHUX OOKYMeHMmi6

103. TToromKeHHs POEKTY eNEKTPOHHOTO JOKYMEHTa I0JIArae y Horo BisyBaHHI
YIOBHOB@XEHUMH 0CO0AMH, 3a3HAYeHUMHU B PeeCTpauiiiHO-MOHITOPHHIOBIH KapTii,
110 3a0€3Me4y€eThCs CUCTEMOIO €JIeKTPOHHOT O JOKYMEHTOO0iry
oGriepkaaMiHicTpauii Ha migcTasi  copMOBaHOro IMepeniKy MOrOKyBauis,
3a3HaYeHUX Y peECTpaliifHO-MOHITOPHUHIOBIH KapTui.

104. Indopmartist po NOroJKeHHs, BiAXHIEHHS abo MOBEPHEHHS aBTOMATHYHO
BHOCHTBCS 10 peecTpaliiiHO-MOHITOPUHIOBOI KapTKH.

105. TTorojpkeHHs Ta MiAMMCAHHS  TMPOEKTY  €JIEKTPOHHOTO  JOKYMEHTa
3[1CHIOETLCS Y TAKOMY MOPSAIKY:

1) NpOEKT eNIeKTPOHHOrO JOKYMEHTA CII0YaTKy Bi3y€ThCs:

110ro aBTOpOM;

KEPiBHUKOM MiAMOPsAKOBAHOIO MiAPO3ALLY;

KepiBHUKOM CTPYKTYpPHOIO Mipo3iny (BiANOBianbHOro Miapo3aiLy);

YNOBHOBaXEHUMHU ocobamu IHIIKUX CTPYKTYPHUX HiApO3/iNiB
oGnepxkaAMiHiCTpaLlil, 3a3HaUeHUMY B peecTpaLifiHO-MOHITOPUHIOBIl KapTLLi;

2) TpOEKT €JEKTPOHHOrO JOKYMEHTa BI3YETbCsl 3aCTYITHHKOM TOJIOBH
oGnaepxaaMiHicTpalii, SKMH KOOpAMHYE pOBOTY CTPYKTYPHOrO MipO3ALTY,
BIATOBIAAJIBHOTO 3a MiATOTOBKY IIPOEKTY €JEKTPOHHOTO JOKYMEHTa (MOTOAXKEHHS
{HIIMX 3aCTYNHMKIB ToNOBM OOJAepKaaMiHICTpallii, AKi KOOpAMHYIOTB PpOOOTY
3aiHTEpECOBAHMX MMiAPO3/iNiB, HE BUMAracThes);

3) y pasi MorokeHHs IPOEKTIB PO3MOpAIKEHD (HaKa3iB) B eJIEKTPOHHIN popMlI
NMPOEKT pO3NOPs/UKeHHs (Hakasy) BI3yeTbCs YIOBHOBAXXEHHM TIPEACTABHUKOM
IOpPUANYHOI CTy)Ou 3a pe3ynbTaTaMM TPOBEIEHHS FOPUIMYHOI EKCIEPTH3HM Ta
KepiBHUKOM CTPYKTYPHOIO MiApo3Aily (cneuianicrom) 3 MHTaHb 3arnobiraHHsl Ta

BUSIBJIEHHS KOPYIILl, @ TaKOXK pelakKTOPOM;
4) MpOEKT eJIeKTPOHHOro NOKYMEHTa Bi3yeThcs BCiMa IOCAOBHMH 0COOaMu

(MorojpKyBayamu), HasBHICTH Bi3M  AKHUX  mHepeabavyeHo B peecTpauiitHo-
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MOHITOPMHIOBIif KapTui, NpU LbOMY Bi3yBaHHs MPOCKTY €JIEKTPOHHOrOo JOKYMCEHTa
He 3aTBEP/KY€E 3a3HAUEHUN TOKYMEHT;

5) MpOEKTH pO3MOpsKEHb (HaKasiB) BI3YOTbCS HAYaJbHUKOM 3arajbHOro
Biu1iny amapaty obsaepxaamMinictpalii a6o oco6oro, o Horo 3amimac;

6) TpPOEKT MiANUCYEThCS KepiBHUKOM (MianucyBaveM), SKHH 3aTBEPIUKYE
€JIEKTPOHHUI JOKYMEHT.

106. He morojukeHnii y BiJlIOBIAHOMY TIOPSIIKY TIPOEKT €JIEKTPOHHOTO
JIOKYMEHTA He MepeaaeThes Ha MANUCaHHs (3aTBEpIKEHHS).

107. YoBHOBaXkeHi o0coBM IHIIMX CTPYKTYpPHHMX MifPO3JIIB 32 (QaKToM
HAaAXO/MKEHHS [0 HHX Uepe3 CHCTEMY  €JIEKTPOHHOTO  JOKyMEHTOOOIry
oGmepKaaMiHicTpallil MPoeKTy eNeKTPOHHOTO JOKYyMeHTa OepyTh y4acTh y HOro
OTpALIFOBaHHi B YaCTHHI, 1[0 CTOCYETHCS X KOMIETEHILT.

108. CBOIO MO3MULIIO 00 ONpalbOBAHOIO MPOCKTY €JIEKTPOHHOr0 AOKYMCHTA
YIIOBHOBaXEHA o0coba 3aiHTEpPecOBAHOrO MiApO3JiMy JOBOAMTE [0  BiIOM2
BIATIOBIfANIBHOrO TMiAPO3AIMy 4Yepe3 CHUCTEMY CJIEKTPOHHOTO JOKYMEHTOODIry
o6nmepxkaaminicTpauii. Bianosiasa nosuuis mae GyTH 4iTKO OOIPYHTOBaHOIO, & y
pasi HeOOXiAHOCTI BUKJIaeHA Y TEKCTI POEKTY eIeKTPOHHOIO JOKYMEHTA B peXHUMI
BUTIpaBJieHb (Y BUIIAAI HOBOT pefakiil ioro okpeMuX MoJIOKeHb).

V pasi BHeCeHHs peJakUiiHUX MMPaBOK A0 MPOEKTY EJIEKTPOHHOrO JOKYMEHTa

CHCTEMa eJIEKTPOHHOro J0KyMEeHTO06Iry obnaepxaamiHicTpatii:
1) 36epirac MOTOUHY Bepcilo MPOEKTY eJEKTPOHHOTO J0KyMeHTa (6e3 pefaKUifHNnX
NpaBok) 3 yciMa HaklaAeHUMH Ha Hei KBalipiKOBaHHMM  €JIEKTPOHHUMH
mignucamu (IO TiATBEPMKYIOTBCS) B apXiBl Bepcil MPOEKTY eNeKTPOHHOTO
JIOKYMEHTa;

2) CTBOpIOE ~ HOBY BEPCitO NIPOEKTY eJIEKTPOHHOTO  JIOKyMEHTa
(63 KBaNipiKOBAHNX eJIEKTPOHHUX TMiAMKCiB) (IO MiATBEPIKYIOTbCA) B apXiBi
Bepciil MPOEKTY eNEeKTPOHHOrO AOKYMEHTa, AKa CTa€ MOTOYHOK BEPCI€I0 MPOEKTY
eJIeKTPOHHOTO JJOKYMEHTA i A0 sKO0i 36epiratoThes Bei BHECEHI pelakilifiHi PaBKH.

Vei Bepcii mpoekTy 36epiraroThest B apxiBi Bepcii B peectpallilHo-
MOHITOPHHIOBil KapTui. PenarysanHs Bepcili, 30epexkeHnX B apXiBi peecTpauiiiHo-
MOHITOPMHIOBOT KapTKH 6J0KyeTbCs. PemaryBanHs MOTOYHO! Bepeii OJNOKYEThCs
Mic/s 3aTBEPIKEHHS JOKYMEHTa.

109. 3a pilneHHsM TFOJIOBH 00JAepXKaAMIHICTpallii, BU3HAUEHOrO B [HCTpYKUIT 3
AinoBoacTBa  oOnAepKaaMiHicTpalii, TOro/UKEHHs  MPOEKTY  CJICKTPOHHOTO
JIOKyMEHTa (3a BUKIIIOUCHHSM HaKa3iB KepiBHHMKa arapary obnaepKaaMiHicTpaLil)
MO3Ke 3iHCHIOBATUCS Y TAKOMY MOPAAKY:

1) MpOeKT eNEeKTPOHHOrO JOKyMEHTa Bi3ye€ThCs HOrO aBTOPOM, IIiC/IA 4Oro
cHCTeMa  eJIeKTPOHHOTO JIOKyMeHToo0iry —obnaepxaaMiHicTpauii aBTOMATHIHO
ONHOYACHO HAACHIae #Oro Ha O3HAHOMIIEHHS KEpiBHMKY MiANOPsAKOBAHOIrO
MiZpo3aiay Ta KepiBHHKY CTPYKTYPHOIO Hifipo3ainy (BiANOBiaNbHOTO migpo3ainy),
3aCTYMHMKY  TojioBM  obmjaepxaamiHicTpauii, — SKMH — KOOPAMHYE poGoty
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BiJMOBiAAJILHOrO TMigPO3/iAYy, Ta YMOBHOBXEHHMM 0C00aM IHIIMX CTPYKTYPHHX
Miapo3ninip obnaepxKaaMiHicTpalii, 3a3HAYEHHX B PEECTpallifiHO-MOHITOPUHIOBIM
KapTui;

2) noroKyBad, 3a3HaueHuil B peecTpaliifHO-MOHITOPUHIOBIH KapTLl, MPOTAroM

CTPOKY, BH3HAYEHOTO 3riaHo 3 IHCTpyKuieto 3 AioBoAcTBa obiaepskaaMiHicTpawii
3aJIeXHO Big o6csary Ta/abo BHIY JOOKYMEHTa, Ma€ O3HaWOMHUTHCA 3 IPOEKTOM
eJIeKTPOHHOIO JIOKYMEHTa Ta Yy pa3i HasBHOCTI 3ayBa)K€Hb BHOCHTDH IX IO MPOEKTY
eJIEKTPOHHOTO TIOKYMEHTA;
3) SKIMO TMOTOMKYBAad MPOTAIOM 3a3HAUEHOTO B PEECTpaLifiHO-MOHITOPHHIOBIH
KapTili CTPOKY HE MOrojJMB Ta HE BHIC 3ayBaKEHb A0 IMPOEKTY €JIEeKTPOHHOro
JIOKYMEHTA, CHUCTEMA €eJIeKTPOHHOTO [0KYMEHTOOOIrY aBTOMaTUYHO BHOCHUTB [0
pEECTPaliifHO-MOHITOPUHIOBOT  KAapTKH  iHOpMaLilo MNpo MOro/KEeHHs LbOro
NPOEKTy 3a 3aMOBYYBaHHsAM. [lorojpKyBad Hece BiAMOBITANbHICTB 3a BiATOBIIHE
MOTOJIKEHHS.

ABTOMAaTHYHE TIIOTO/DKEHHS €JeKTPOHHUX JOKYMEHTIB (IOTOJUKEHHS 3a
3aMOBUYYBAHHAM) HE CTOCYETHCS MPOXOKEHHS 1X TOPUAUYHOT EKCTIEPTU3H.

110. Y pa3si MOroJkeHHs MPOEKTY €JEKTPOHHOTO NOKYMEHTa YIMOBHOBaXK€HA
oco0a iHIIOro CTPYKTYpHOTO MiApO3Aidy, 3a3Ha4eHOro B  PEECTpaliiHO-
MOHITOPUHIOBIH KapTui, Bi3y€ IPOEKT €IEKTPOHHOrO TI0KyMEHTA.

111. Tlicns BisyBaHHs BciMa 3a3HaYeHUMH B PEECTpallifiHO-MOHITOPUHIOBIH
KapTui MOroJKyBayaMH cucrema €JIEKTPOHHOTO JOKYMEHTO00IIy
obyaepxaaAMiHicTpallil aBTOMAaTHYHO HAJICHIIA€ MTPOEKT €JICKTPOHHOIO JOKYMEHTA Ha
MiZANMCaHHs 3a3HaYEHOMY B PEECTPALiiHO-MOHITOPUHIOBIN KapTui MiAMUCYyBadvy.

KOpuouuna ekchepmusza

112. YOpuauyHa  ekcrepTusa TPOXOAWTH Yy  €JIEKTpOHHIH  ¢dopmi 3
BHKOPHCTAHHAM CHCTEMM €JIEKTPOHHOIO JIOKYMEHTO0O0Iry obuiiepkaaminicTpauii,

113. 3a pesy/IbTaTaMyu IOPUANYHOI €KCIIEPTH3N Y pa3i HasBHOCTI 3ayBaXK€Hb JI0
MPOEKTY eJeKTPOHHOTO JOKYMEHTa YIOBHOBaXEeHa 0c0o0a FOPUANYHOrO BiUILTY
anapary obnjaepxaaMiHicTpalii (nani — rOpuUAMYHA CTyXk0a) rOTye B €lEeKTPOHHIN
(opmi BUCHOBOK 32 (popMOI0, 3aTBepAXKEHOI0 MiH HOCTOM.

114. BUCHOBOK BHOCHUTBCS [0 CHCTEMH €JIEKTPOHHOIO JOKYMEHTOOOIry
obaepKaaAMiHicTpauii Ak BHYTpiluHiil JOKYMEHT, JTOTi4HO MOB’A3aHUH i3 IPOCKTOM,
JI0 SIKOrO0 BiH MiArOTOBJEHMI, 3a MiANMCOM YMOBHOBa)XKEHOI 0COOM IOPHAMYHOI
CILyxOMU.

115. YV pasi BiACYTHOCTi 3ayBaX€Hb [0 IPOCKTY EJIEKTPOHHOro JOKyMEHTa
YNOBHOBaXKeHa 0c00a IOPUANYHOI CITy)KOH Bi3y€e MPOEKT eJICKTPOHHOr0 JI0KyMCHTA B
CHCTEMi eJIEKTPOHHOTO JIOKYMEHTO0GIry 0baepkaaminicTpanii.

1]
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ITionucannsa npoekmis enekmpoHHUX 0OKymeHmie

Ilionucyeau

116. ITocanosi ocobu € mianucyBayaMy MPOEKTIB €JEKTPOHHUX JAOKYMEHTIB B
MeEXKaX CBOIX MOBHOBAXKEHbD.

117. IlianucyBaueM NpPOEKTIB €NEeKTPOHHUX JOKYMEHTIB, IO HaJCWIAIOThCH
[Ipesunenty VYkpainu, BepxoBnit Pani VYkpainu, Anaminictpauii Ilpe3unenta
Vkpainy, Kabinety MinicTpiB VYkpalHu, € rosioBa oOnaepkaamiicTpauii abo
3aCTYMHUK FOJIOBU 0OJIAEpKaaAMiHICTpaLii, 0 BUKOHY€E Horo 000B’sI3KH.

[lignucyBayeM TMpPOEKTIB €JEKTPOHHUX JOKYMEHTIB, 10 HaJACHIAIOThCA
Cekperapiaty Kabinety MiHnicTpiB VkpaiHu, € rososa obnaepkaaMinictpauii abo
3aCTYMTHUKKA  TOJIOBH  OOJJepKajMiHicTpauii  BIAMOBIAHO A0  PO3MOJLTY
(QYHKIIOHAJIbHUX TTIOBHOBaXKEHb.

[TinnucyBaueM MpPOEKTIB eJIEKTPOHHUX JOKYMEHTIB, OB’ 43aHUX 3 BUKOHAHHIM
rOJIOBOO, 3aCTYITHHMKaMHU TOJIOBH OOJAep)KaaMiHiCTpalil Ta KepiBHUKOM amnapary
obnuepxanMiHicTpauii cBoiX (yHKUINA, € BIAMOBIAHO ToJOBa, MEPLIMA 3aCTYITHHK
FOJIOBH, 3aCTYNMHHUKH TOJIOBH, KEpiBHUK amapaTy oOmaepxkaaMiHicTpauii 3rigHo 3
BU3HAUEHUM TOJIOBOIO  obOnaepxaiaMiHicTpauii  po3nmoAiioM  (QyHKLIOHaJILHUX
TTOBHOBAXXEHb.

[TinnucyBauem NPOEKTIB €JIEKTPOHHUX JOKYMEHTIB, 110
nHaacunarotbes Cekpertapiaty KabineTy MiHicTpiB  YKpaiHH, yCTaHOBaM  BHILOIO
piBHS, Ta AOpPYYEHb YCTAaHOBAM, OpraHi3allisM Ta MIANPUEMCTBAM, IO HAJIEXATh JO
chepu ympaeniHHs oOyaep:kaaminicTpalii, € rojosa obnaepkaaMiHicTpauii abo
0co0a, 0 BUKOHYE HOro 000B'sI3KK, a00 3aCTYITHUKH TOJIOBM OONAepKaAMiHICTpauil
BiJIMOBIIHO 0 PO3NOAiNYy GYHKIIOHAIBHUX TTOBHOBAKEHD.

[linmucyBaueM TpPOEKTIB eJIEKTPOHHMX JAOKYMEHTIB, IO HaJACHJIAKOThCS
YCTAHOBaM TOTO X a0 HMXUOro piBHS, TEPUTOPiaIbHOMY OpraHy, IiANPHEMCTBAM,
yCTaHOBaM Ta OpraHi3allisiM, a TaKoX JIMCTIB MO0 PO3pOOJEHHS MPOEKTIB aKTIiB €
KEPIBHUK CTPYKTYPHOTO MiApo3aiay oOnaepkaaMiHicTpaulii 3riIHO 3 BH3HAYCHOMO
KOMIeETeHLi€w abo 0coba, 0 BUKOHYE HOro 000B sI3KH.

ITignucyBaueM NPOEKTIB JAOTMOBIAHUX | CIy)KOOBUX 3allUCOK € KEPIiBHUK
CTPYKTYpPHOrO  Tigpo3aiiy  oOniepkaaMiHicTpalii  3rilHO 3  BHU3Ha4YEHOIO
KOMIIETEHLII€10 abo 0coba, 110 BUKOHYE HOro 000B'sA3KH.

[liamucyBayl TNpPOEKTIB  ENEKTPOHHUX  JOKYMEHTIB, 110 HAJCHIAIOTHCH
MANPUEMCTBAM, YCTaHOBaM Ta OpradisallisM, SKi He Hajexarb A0 JAEpXkKaBHOIO
CEKTOPY EKOHOMiKM, TpOMaJsHaM, BH3HAUYalOThCSl IHCTPYKLIEK 3 [IJIOBOACTBA €
obnaepxaaMiHicTpaii.

118. He nomyckaeTbcs MiANWCaHHS B paiiepKaiMiHicTpalisX, CTPYKTYPHHX
migposminax — obnaepskaaMiHicTpauii TPOEKTIB  eJEKTPOHHUX —JOKYMEHTIB 13
3BEpHEHHAMH Oe3nocepeaHbo 10 BepxoBHol Paau Ykpainu, IlpesuaeHTa YKpainy,
Anminictpauii IIpesumenta Ykpainu, [Ipem’ep-minicTpa YkpaiHu, Biue-mpem’ep-
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MiHicTpiB VYkpaiHu, KaGinery MiunictpiB Vkpainu, Cekperapiaty KaGinery
MinicTpi YKpaiHu, MiHICTPiB, OMHHAIOYM KEPIBHULTBO OOJIAep KaAMiHICTpallil.

119. PexBI3UT nmignucyBaua CKIagaeTbcs 3 HallMEHYBaHHs MOcaau 0cobH, sKa
MANUCY€ eJIEKTPOHHUI JOKYMEHT, BJIaCHOTO IMEHI 1 Mpi3BHIIa, HAapUKJIa:

3acTynHuk royioBU ob6aacHol
AepxaBHOI aagMiHicTpauil Ounexkciiit KAPIIEHKO

120. IIpoeKTH eNIeKTPOHHUX JOKYMEHTIB MiAMUCYIOThCS, SIK MPaBUIO, OJIHIEIO
MOCaZloBOI0 0c00010, a y pasi, KOMH 3a 3MICT NMPOEKTY E€JIEeKTPOHHOIO AOKYMEHTa
BiAMOBiAaJbHI KiJibKa oci® — nBoMa abo Oinblue nocagoBumu ocobamu. Ilpu npomy
PEKBI3UTH [MOCAZ0BUX OCIO — MignucyBadiB pO3MILLYIOTBCS OAUH i OJHUM
BIAMOBiAHO 710 MiATIOPSAKOBAHOCTI 0ci6. Hanmpuknan:

JupekTop Baache imM'st [IPI3BUILE
[NonroBunit Oyxraarep Baacue im'st IIPI3BUIIE
abo

I'os10Ba KOMicil Baache im's ITPI3BUIIE
Cexperap komicii Buaacue im'st [IPI3BUILE

121. Y pasi miandcadHHs TPOEKTY CIIJIBHOIO €JIEKTPOHHOr0 JIOKyMEHTa
KinbKkoMa ocobamu, ki 3aiiMaroTh 0JJHAKOBI MOCAAHM, iX PEKBI3UTH PO3MILUYIOTECS HA
OJTHOMY pPiBHI, HAPUKJIAL:

I'osoBa KipoBorpaacskoi o6sacHoi  I'onoBa KipoBorpaacekoi o01acHoi
AepKaBHOT agMiHicTpauii paau

Baacne im'sa [IPI3BULIE Baacue im'st [IPI3BUILLE

122.Y pasi BigcyTHocTi mocamoBoi ocobu, peKBI3UTH MiANHCYyBa4a SKOI
3a3HaYE€HO Yy TPOEKTI €JIEKTPOHHOTO [OKYMEHTa, aBTOPOM IIPOEKTY CTBOPIOETHCH
HOBMI NMPUMIPHUK IPOEKTY, B SIKOMY 3MIHIOIOTHCS JIMIIE PEKBI3UTH NiANMCyBaua,
mic/is 4oro BiAMOBIAHUN NPUMiIpHUK O€3 NOBTOPHOrO MOTOJKCHHS BHOCHTBCS Ha
nianuc oco®i, 1o BUKOHYE 11 000B A3KH.

Kepiernuumeo oonacnoi depycagnoi aominicmpauii

123. 'V pasi Kkomu mianucyBayeM EJEKTPOHHOTO JOKYMeHTa € TroJjioBa
obnaepxkaaminicTpauii  (3acTynmHuK —rosioBu  06NIepiKaAMiHicTpauii, KepiBHUK
anapary), TOTO/I)KEHHil MPOEKT eJIEKTPOHHOTO JOKYMEHTA HaIXOMUTh /10 BiMOBITHOT
110cagoBol ocobu BigAiy 3a0€3MeYeHHs AiAJIBHOCTI KepiBHULTBA
oGnaepxanmiicTpauii anapaty obnaepxaaminictpauil (mami — cmyx6a KepiBHHKa)
ab0 710 YNOBHOBaXeHO! 0coOM (HauajbHHKa (3aCTYITHMKA HauyaJbHKKa) 3arajJbHOro
Biaiiny anapaty obaaepxaamiicTpauii).
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124. BignosigHa rnocaaoBa ocoda ciy)X0u KepiBHUKa:

1) nepeBipsic POEKT eEKTPOHHOIO JOKYMEHTa Ha MpeAAMET HOro BiANOBIIHOCTI
BUMOTr'aM ILOJI0 MiATOTOBKH BiANOBIJHUX IIPOEKTIB;

2) nepeBipsi€ AIMCHICTh yCiX HAKIaAEHUX Ha MPOEKT €JIEKTPOHHOTO JOKYMEHTa
KBaJTi(hiKOBAaHMX €JIEKTPOHHUX MiAINHUCIB;

3) BHM3HAYa€ MPOEKT eJEKTPOHHOrO JAOKYMEHTa BiAMOBIAHMUM Ul NepeaaBaHHs
fioro Ha mian¥caHHs ToJIoBI  obiaepkaaMiHicTpauii  (3aCTYNHHUKY  TOJIOBH
obnuepxaMiHicTpallil, KepiBHUKY amapary) Ta y pa3l BH3HAQuU€HHS HOro TaKuM
nepenae foro rOJIOBI obnaepxaaMiHicTpauii (3aCTyNHUKY roJIOBU
obnaepkaaMiHicTpalii, KepiBHUKY anapary) Ha MiAIuc.

125. 'V pa3i xoau rosoBa oOnaepxaaMiHicTpauii (3aCTYNHHUK TOJIOBU
obnaepkaMiHicTpaLlii, KepiBHUK anapary) abo BilloBifHa 1MocanoBa ocobda Ciyxou
KepiBHHKAa BHOCHTb [0 MPOEKTY €JEKTPOHHOTO MOKYyMEHTa DeJNaKLiiHi IMpaBKH,
cUcTEMAa €JIEKTPOHHOrO JOKYMEHTo0OIry oOnaepikaaMiHicTpauii  aBTOMAaTHYHO
CTBOPIOE HOBY BEPCIIO MPOEKTY €eKTPOHHOTO JOKYMEHTa, SIKa 3a PillleHHSIM TOJIOBH
obnepxaaMiHicTpalii (3acTynHMKa TOJIOBH oOnaepXKaaMiHicTpauii, KepiBHHUKa
arapary) Moxe OyTH mignucaHa 6e3 MOBTOPHOIO MOrO/DKCHHS.

126. Tlic/is aBTOMAaTH30BaHOI peecTpallii AOKyMeHTa B eJeKTPOHHiH Qopmi Ta
MmianMcanHs  1oro  rojoBow  obnaep)kaaMiHicTpauii  (3aCTyMHHUKOM — I'OJIOBU
o0aepXKaaMiHICTpaLil, KepiBHUKOM arapary) BiH aBTOMaTHYHO HAJICH/IAETHCS Yepe3
CUCTEMY B3a€EMOJII.

ITionucanusa npoekmy 00KyMeHmMa KepieHUKOM CHPYKmMypHO20 RiOpo30iny

127. YV pa3i konu miANMCyBayeM JAOKYMEHTa € 3aCTyIIHHK TOJIOBH
obnaepxaaMiHicTpauii abo KepiBHUK anapary, BiANOBIAHUH €JIEKTPOHHHUI JOKYMEHT
Mmicnss  TMOTOMKEHHS B YCTaHOBJEHOMY  IHCTpyKuieto 3 JiJIOBOACTBa
obnjepxaaminicTpalil MOpAAKY HAAXOMUTh Yepe3 CUCTEMYy  CJIEKTPOHHOrO
JIOKYMEHTOOO0Iry — obniepKaaMiHicTpawii o BiamosimgHoro mianmucysaya abo
YIIOBHOBa)eHO! 0co0H, 110 OpraHi3oBye Ta 3adesneuye Horo poGoty, a y pasi Komu
MiAIMCyBayeM JIOKyMEHTa € KEepiBHHK CTPYKTYPHOro miaposainy — Gesrnocepeanbo
710 BiIMOBIAHOTO MiANMUCYBAaya.

128. Binxuneuwuit MiANUCYBaYeM MPOEKT  TMOBEPTAETHCA  CHUCTEMOIO
eJIeKTPOHHOTO A0KyMeHTO00Iry 06 epxkaaMinicTpauii #oro aBTopy i3 3a3Ha4YCHHAM
BMOTHBOBAHOI NPUYMHH BIAXUJIEHHS.

Oco6au0CMI NO200HCEHHA HPOEKMI6 e1eKMPOHHUX OOKYMEHMI6 6
0010epcaominicmpayil

129.  Ilpouemypa TIOTOMKEHHA  MPOCKTYy  JICKTPOHHOr0  JOKYyMEHTa
KOHTPOJIIOEThCS Or0 aBTOPOM, @ y pasi #oro BiICYTHOCTi 0CODOI0, fiKa BMKOHYE
fioro 060B’A3KHU.
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130.Y pa3i HaAXOMKEHHsI NPOEKTY €JEKTPOHHOIO JIOKYMEHTa Ha IOrO/UKCHHS
[I0ro/KyBau MOBMHEH O3HAMOMHTHCS i3 3MICTOM TIIPOEKTY, 3aBi3yBaTd MPOCKT
eJIEKTPOHHOTO JIOKYyMeHTa (Y pasi 3road 3 IPONOHOBAHOI PEaKUIE TEKCTY
NIPOEKTY €JEeKTPOHHOTO JOKyMeHTa) a00 BHECTH 3ayBa)XEHHS Ta TpPONO3ULIT [0
HBOTO.

131. 3ayBakeHHs 1 MpPOMO3ULii A0 MPOEKTY €JEKTPOHHOro JOKYMEHTa, LIO
MaloThb y3aralbHeHMH (KOHUENTyanbHUI) XapakTep, MOXYTb BHKIaJaTUCA B
OKPEMOMY KOMEHTapi, 110 BHOCUTBCS [0 peecTpalliiiHO-MOHITOPUHIOBOI KapTKH, Ta
MIANUCYIOTbCS  KBasli(hikOBAaHUM eJNICKTPOHHUM TMiAnucoM 0cobM, sKa CTBOpHJIa
KOMEHTap.

132. 3ayBakeHHs 1 TIPOMO3ULii A0 TPOEKTY €JIEKTPOHHOr0 JIOKYMEHTa
BHOCATBCS B PEXUMI pelakUiliHUX MpaBoK Oe3nocepeHb0 OO0 TEKCTY MPOEKTY
eIeKTPOHHOTO JOKYMEHTa ab0 BHALIAIOTHCS WPH(TOM Ui KOJILOPOM, BIAMIHHUM Bijl
WpPUDTY YU KONBOPY OCHOBHOTO TEKCTY MPOEKTY JIEKTPOHHOrO AOKYMEHTa, Ta i3
3a3HAYEHHAM aBTOPA BIAMOBIIHUX MPaBOK (PEKUM BUIPABJIEHHS).

133. 3ayBaxkeHHs | MpOMO3MLIl LIOAO0 BiANOBIAHOCTI HOPMATUBHO-IIPABOBUM
aKTaM MaloTh BHOCHUTMCS i3 3a3HAUCHHSM KOHKPETHHUX HEBIANOBIJHOCTEH, CTaTeH,
IyHKTIB TOLIO a0 Mae HajaBaTUCs BiIOBIIHUI BapiaHT peJaKLiii TEKCTY, 10 SKOTO €
3ayBa)KE€HHS.

134. TlorokyBau  Bisye IIPOEKT €JEKTPOHHOTO JOKYMEHTa Juile y pasi
BIICYTHOCTI B HBOTO JKOAHMX 3ayBaKeHb. [lorolkeHui MpPOEKT €JEKTPOHHOIOo
JIOKyMEHTa aBTOMATH4YHO IEPENAcThCsl HACTYMHOMY MOTOMXKyBady 3riHO 3
MepeslikoM IOroJkKyBauiB Ta IiANKCYBadiB, 3a3HauYeHUX Yy PEECTpalifiHO-
MOHITOPUHIOBIH KapTLi.

[ToromkeHHs i3 3ayBaXE€HHAMH HE JIOMYCKAETbCs, KPIM BHIAAKIB MOTOMKEHHS
MPOEKTIB aKTiB, MOPsII0K MOTOXKEHHs IKUX BU3HAYEHO 3aKOHOIABCTBOM.

135. 'V pasi BHeceHHs OyAb-fIKMX peJaKUiHHUX TPaBOK [0 TIPOCKTY
€JIEKTPOHHOTO JOKYMEHTa cucreMa eJIEKTPOHHOIO JOKYMEHTO00Iry
o0JepXKaaMiHicTpalii aBTOMAaTHYHO BiJAKIMKA€ HOro 3 IOTOKEHHs Ta IOBEPTAE
MIPOEKT €JIEKTPOHHOTO JOKYMEHTa aBTopy.

136. ABTOp MpOEKTY €JIEKTPOHHOrO JOKYMEHTa ICJs TOBEpHEHHs HoMy
BIIXHJIEHOTO TNIPOEKTY JOKYMEHTa 3/1ifiCHIOE HOTO JI00MpalltOBaHHs, 33 pe3y/IbTaTaMK
SAKOro:

npuiiMae (MoBHiCTIO a00 YacTKOBO) HaJaHi 3ayBaXKEHHS, MpPOMO3HULLiT,
peNaKIiiHI MpaBK¥ Ta HaJCWJIAE HA MOBTOPHE MOTOJKEHHS HOBY BEpCil0 MPOEKTY
eJICKTPOHHOI'O IOKYMEHTA,;

BMOTHBOBAHO BiJXWIf€ HaJaHi 3ayBaKeHHS Ta MPOIMO3MLII 13 3a3HAYCHHAM
MiACTaB Yy BIAMOBIZHOMY KOMEHTapi, 10 BHOCHUTBCS [0 peecTpaliiHo-
MOHITOPMHIOBOI KapTKH, 3 HaKJIaJaHHAM KBajli(piKOBAHOIO €JICKTPOHHOIO nianucy
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aBTOpa INPOEKTY, IICAs YOro IMOBEpPTAE NPOEKT €NEeKTPOHHOro JOKYMEHTa Ha
MOrOJKEHHsL y TIONepeaHii Horo penakuii 6e3 HeoOXiIHOCTI Horo nepesi3yBaHHS
HOroPKyBayaMH, IKUMH NPOEKT OyJI0 MOro1KeHo.

137. Iloroaxysau, SKUM OTPUMAHO MPOEKT €JIEKTPOHHOTO T10KYMEHTA, [IOBUHEH
foro noroauTH abo MOBEPHYTH i3 BMOTHUBOBAHUMHU 3ayBaKEHHSAMH Ta IPOIMO3ULISIMU
NPOTATOM CTPOKiB, BU3HAUEHUX [HCTPYKLI€EK 3 A1I0BOJICTBA 00iAepxKaaMiHICTpalil.

138. SAkwo y no3uuisix roJJOBHOrO BUKOHABLS Ta CIiBBUKOHABLS € po301KHOCTI,
AKI He MOXYTb OyTH BperyjboBaHi Ha piBHi (haxiBLiB BiJMNOBIIHUX CTPYKTYpHHX
MiIpO3/iNiB, KEpiBHUK MOJOBHOTO BHKOHABIS iHILIIFOE TIPOBEAEHHS Y3TO/DKYBaTbHUX
HapaJd Ta KOHCy/NbTallii 3 Yy3roJkeHHs po30iKHOcTelf Ha piBHI KEpIBHULTBA
BIAMOBIAHUX CTPYKTYPHUX MiApo3ainiB. PesynpraTu y3roJkyBaJlbHOI Hapaau
0(OPMIIOIOTECS MPOTOKOJIOM, SIKWH TOTYE Ta BHOCUTH B CHUCTEMY €JIEKTPOHHOIO
JOKYMEHT000Iry o0naepxaaMiHicTpalil aBTop MpoeKTy, sIK JIOTi4HO I0B’A3aHUM 13
JAOKYMEHTOM, LLOJI0 SIKOTO CKIIMKaNach y3roKyBajibHa Hapaa.

3a3HaueHWil MPOTOKOJ BI3YETHCA B CUCTEMI ENEKTPOHHOIO JOKYMEHTOOOIrY
obnaepkaaMiHicTpallii BCiMa yyacHHKaMM Hapaad Ta MiANUCYETbCS KEepIBHHKAMU
CTPYKTYPHUX TiAPO3AiNiB, Y AKUX OynIu po301KHOCTI.

PeecTpanliiiHO-MOHITOPUHIOBA KapTKa 3apeecTpOBAHOIO IPOTOKONY MICTUTh
MOCUJIAaHHS Ha €JIEKTPOHHUI TOKYMEHT, LI0/0 SKOTO Horo 0yJio CTBOPEHO.

JIOMOBNEHOCTI, ZOCATHYTI MiJ Yac y3ro/UKyBaJIbHOT Hapaau Ta BUKJIAAEHI y ii
MpOTOKOMi, € OOOB’S3KOBUMH [JI1 BUKOHAHHS BCIMa YYacHHKaMH Ipolecy
TIOTO/KEHHS PO301KHOCTEH.

139. ITpo€eKT eJIeKTPOHHOIO JJOKYMEHTa BBAXAETHCs! NOTOIKEHUM Ta MOXe OyTu
MiAnMcaHuit nuiue Imicis Toro, sk Horo Oyde 3aBi3oBaHO BciMa IOrOJUKyBadaMHy,
3a3HAUEHUMHU B peECTpaliiHO-MOHITOPUHTOBIH KapTLi.

140. ¥ pasi norpebu CUCTEMA  EJIEKTPOHHOIO JIOKYMEHTOOOITY
obaepkaaMiHiCTpaLlil reHepye JTUCT 30BHILIHEOrO a00 BHYTPIIIHEOTO MOTOKEHHS,

Ocobnusocmi niozomoseKu 0esKux 6Uoie e1eKMpOHHUX OOKYMEHMIe

IIpoexmu akmie Kabinemy Minicmpig Ykpainu

141. TligroToBka mNpoeKTy akra Bkiwodae B cebe  po3pobieHHs
(cniBpo3pO6IEHHS), MOTOJKEHHs Ta MPABOBY CKCIEPTH3Y TPOEKTY B €JIEKTPOHHIMH
dbopmi.

[TiArotoBKka MpOEKTy aKTa 3JIHCHIOETBCS 3 BHUKOPHCTAHHAM BIATIOBIZHOTO
MOJyNsl CUCTEMH B3a€MOJii, KpiM BHIIAKiB, KOJM € OOIPYHTOBaHi MiACTaBH AJIs
JIOKYMEHTYBaHHsl yMpaBJiHCbKoi iHpopMmauii B mNaneposii ¢opmi, mnepeadadeHi
NYHKTOM 2 wi€l IHCTpyKUil.
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142. ¥V pa3i kond CTPOK TMIATOTOBKM MPOEKTY aKTa MpsMO HE BHU3HAYCHO
3aBJAaHHAM Ha HOTO IiArOTOBKY, TAKMH CTPOK CTAHOBHTH JO TPHOX MICALIB BiJ JaTH
HaOpaHHS YUHHOCTI BIATIOBIAHUM 3aBIaHHSAM.

KOHTpOsb 3a JIOTPUMAHHSIM BH3HAUYeHHX Li€t0 [HCTPYKIIEIO CTPOKIB MiATOTOBKH
POEKTIB aKTiB 3MIiHCHIOETbCA 3 BHUKOPUCTAHHAM BIJANOBIAHOTO MOJYJISA CUCTEMH
B3a€MOJII.

143. Po3poGHHMKOM TPOEKTY aKTa BH3HAUA€ThCSd OpraH BMKOHABYOl BlaiH, /0
KOMIIETEHLIT IKOT0 HaJIeXKUTh (POpMYyBaHHs Ta/abo peaiallis Aep:KaBHOI MOJITHKH Y
BiAMOBIHIM cepi.

Po3pobHuK:

CaMOCTiliHO BM3HAyac 3aiHTepecoBaHi opraHu, o OyayTb OpaTd ydyacTs y
pO3pobJICHHI MPOEKTY akTa abo HOro NOroaKEeHHI;

3abe3neuye BHECEHHs MPOEKTY aKTa Ta CYIPOBIIHMX MaTepialiB A0 HBOTO [0
Bi/IMOBITHOrO MOJYJIsI CHCTEMH B3a€EMOJIT;

€ BIAMOBIAAIBHMM 3a JOCTOBIPHICTH pPO3MIIEHHX Y CHCTEMi B3aeMOJIil
JIOKYMEHTIB (KpiM THX, SKi FOTYIOTh i po3MiuiytoTb MIiH’IOCT i 3aiHTepecoBaHi
OpraHu) Ta CBO€YacHy MiATOTOBKY IPOEKTY aKTa;

y pasi HeoOXiIHOCTI MOJKe iHILiOBAaTH yTBOPEHHs pobouoi rpynu Ha 6asi cBOel
YCTAHOBH i3 3ajyuyeHHsM (axiBLUiB 3aiHTEpPEeCOBaHMX OpraHiB Ta HE3aIeHHHUX
EKCIIEPTIB 3 BIANOBIJIHUX THTaHb, HisUIBHICTH SKOI PETYIIOETbCA IHCTPYKUIEO 3
AJIOBOACTBA YCTAaHOBU — PO3POOHUKA,;

y pasi po3pobiieHHs] 0coOIMBO 3HAYYIIOTO ITPOEKTY aKTa MOXE 3BEPHYTHCS 10
Jepxasroro cekpetaps KaGinery MinicTpiB YkpaiHH 3 iHILIaTHBOKO YTBOPEHHS
poGouoi rpynu npu Cekperapiari KabGinery MinicTpiB YkpaiHu MiJ rojioByBaHHAM
JlepxaBHoro cekperaps KabGinery MinicTpiB VYkpainu abo ojgHoro 3 ioro
3acTynHUKiB. JlisnbHicTE Takoi po6Gouoi rpynu peryaroerbess IHCTpyKLiew 3
ninosoxctea Cekperapiaty KabineTy MiHicTpiB YKpaiHH.

144.Y  pasi  TNpUUHATTS  pO3pOOHUKOM  pIlIEHHA NP0  3&Ty4YeHHs
3aiHTepEeCOBAHOrO OpraHy sK CHiBpo3poOHMKa (Aami — OpraH-CIiBpPO3POOHUK)
PO3pOOHUK He Mi3Hille HiXK NPOTAroM ABOX poOOYUX JHIB 3 JHA HAOpaHHsS YMHHOCTI
3aBJIaHHAM Ha PO3pOOJIEHHS TIPOEKTY CTBOPIOE PEECTpPaLlifHO-MOHITOPHHIOBY KapTKy
TIPOEKTY Y CUCTEMI B3a€MOJIIT Ta [OBiJOMIISE OpraHy-CniBpo3poOHHUKY 4Yepe3 CHCTEMY
B32€EMOJIii, PO MOUYATOK PO3POBJIEHHS MPOEKTY i3 3a3HAUEHHSAM METH, chepy Horo
NI, CTPOKiB pO3poONeHHA Ta KOHTAKTHHX [JaHUX CTPYKTYpPHOro MifApO3AiNY,
BH3HAUYEHOI'O BiJMOBifaNbHUM 3a MiArOTOBKY MPOEKTY Bij iMeHI po3poOHMKa, Ta
foro npauiBHMKIB, BiAMOBIAAMBHUX 34 MiATOTOBKY BiATNOBIJHOTO MPOEKTY aKTa.

145. OpraH-criBpo3poOHUK Yy ITATHAEHHUH CTPOK 3 MOMEHTY OTpHMaHHA
MOBIZOMJICHHS TIPO TOYATOK PO3POOJEHHs MPOEKTY aKTa MOBiZOMISE PO3POOHUKY
yepes CHCTEMY B3a€MOjii, MpPO 3rofy Ha CHiBpO3pOOJEHHS, KOHTAKTHI JlaHi
CTPYKTYypHOTO  TiApO34ily — OpraHy-CliBpo3poOHMKa Ta  HOTO TpalliBHHUKIB,
BiZINOBifanbHUX 3a cniBpO3po0JIeHHs BiAMOBIAHOIO NPOEKTY aKTa.

JUREIRTE
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146. Y pasi HeHaAXOIKEHHS Y BU3HAUYEHHIA CTPOK BiJl opraHy-criBpo3poOHuKa
BiMOBiAI pO3pOOHMK 3a 3aMOBUYBAaHHAM BH3HAc BIJIMOBY TakKOro oprady-
criBpo3poOHHKa Bijl y4acTi y CrliBpo3poOIeHHI.

147. Ha erami criBpo3poOseHHs NpoekTy akra OOMiH iH(popmauiero Mk
BUKOHABLUAMH pO3POOHMKA Ta OpraHy-CIiBpO3pOoOHMKa 3AIHCHIOETBCA — UYepe3
Cy)XOOBY €NIEKTPOHHY [OLITY, iHINi He 3a00pOHEHI 3aKOHOJIaBCTBOM 3aco0u
TeJeKOMYHiKalii (IIp¥ LbOMY KEPIBHHKHM CTPYKTYPHUX MiZAPO31iJiB 3a3Ha4YalOThCA B
KOIiT 1McTa), NpoBeAeHHs poOGOYNX Hapajl Ta 3ycTpiue TOLIO.

I[IpauiBHUKKM OpraHy-criBpo3poOHMKa MalOTh [OCTYN [0 TEKCTYy IOKYMEHTa,
PO3MILLIEHOTO y BiAMOBIAHOMY MOMYJi CUCTEMH B3AEMO/II.

CniBpo3poOIeHHs MPOEKTY aKTa 3AIACHIOE BiANOBIAANBHUIA MIAPO3aLN Oprauy-
cniBpo3pobHUKa Ge3 3amyueHHs Ha Wil cTafii KepiBHUIITBA OpraHy.

BianosiganeHuil Nigpo3ain oprany-cniBpo3poOHUKa:

MOXe y pa31 HeOOXiIHOCTI 3aTydaTH 10 ONpallOBaHHs NPOEKTy aKTa BU3HAUYEHi
HMM CTPYKTYPHI MiAPO3J1IM LbOTO XK OpraHy;

Ma€ MPOTATOM JIecsTH poOOUMX AHIB 3 MOMEHTY HaIXOKEHHS ITPOEKTY aKTa Ha
OIPAIIOBAHHS BU3HAYUTHCS 3 MO3ULIEIO MOAO0 MPOEKTY aKTa Ta MOJATH TOJIOBHOMY
PO3pOOHUKY CBOT 3ayBaXKE€HHs 1 NPONO3HLIi 10 HBOTO.

Slkimo Ha cTafii cniBpo3pobiieHHs B MO3ULIAX PO3POOHUKA Ta CHpr03p06HI/IKa
BUHHKJIM PO3GIKHOCTI, po3poOHUK opraHizoBye poGody Hapaly Ha piBHi KEpIBHHKIB
CTPYKTYPHMX MiApO3ALNiB Ta Ge3nocepe/iHiX BUKOHABLIB, BIANOBIAAbHHIX 32 CIUTbHE
po3po0ieHHs, 3a pesyibTaTaMu SKOI BiINOBIJANbHUM [MIAPO3ALIOM  Opraiy:
CIIiBpO3pOOHHKA PO3POOHHKA FOTYETHCS aKT PO3GIKHOCTEH 3a MiAMHCOM KepiBHHKA
OpraHy-crniBpo3poOHHUKa.

Jlo akTa po36iXKHOCTElH He BHOCUTECS PO30DKXHOCTI, siKi 6ys10 BperynpoBaHo ado
3HATO Mij Yac poOoUOoT Hapaau.

Vei aktv po3bikHOCTeH 060B’SI3KOBO PO3MILIIOTECS BiANIOBIAHAM OpraHoM-
CTiBPO3POBHIKOM Y BiANOBIAHOMY MOIYJi CHCTEMi B3aeMoJii. ¥ pa3i KOJIM OpraH He
pO3MICTHB aKT po30iKHOCTE! Yy BU3HAYEHUH CTPOK, BBAXKAETHCA, IO 3aYBAXKCHHS 10
MPOEKTY aKTa B OpraHy-criBpo3poOHUKa BIICYTHI.

PimenHs npo BpaxyBaHHs a00 HeBpaxyBaHHs PO3ODKHOCTEH, BUKNANCHHUX B
aKTax po30iXKHOCTEMH, IpuiiMae KepiBHUK YCTaHOBU — PO3pOOHHKa.

148. PO3poOHUK ~ MPOTAroM I1°sTM  poOOYMX  AHIB  Micis 3aBepLICHH
po3pobnenHs (criBpo3poOGieHHs) MPOEKTy akTa po3Millye H00NpalbOBaHy BEPCIIO
MpOEKTY aKTa i3 HeOOXIJHUMH CYNpPOBiIHMMHM MaTepialaMM JIO HbOTO 'y
BIAMOBiTHOMY MOAYJI CHCTEMH B3a€MOAIl AJls 30IACHEHHsS MHOro IOrOKEHH
3aiHTEpeCOBaHUMH OpraHaMu. Yci akTh po3DDKHOCTEH MOBHHHI OYyTH JOCTYIHHMH
NS BCiX 3aiHTepecOBaHUX OpraHis.

PosmileHnii y BimnoBigHOMy MoIyJi cuCTeMM B3a€MOAIl NMPOCKT aKkra Ta
CYNpOBiZHI MaTepianu 10 HBOrO MOBHHHI OyTH MiANNCaHi KEPIBHUKOM YyCTaHOBH-
po3pobHuKa a0 0coGO0, L0 BUKOHYE HOro 0OOB’A3KH, 3rifIH0 3 IPOLELYPOIO,
BU3HAYEHOIO Li€to [HCTPYKUIErO.

LOLAL
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3aiHTepecOoBaHUil OpraH y BHM3HAuYE€HWH CTPOK HajCHjae pO3pOOHUKY JIMCT 13
[O3MLI€I0 BIAMOBIMHOrO OpraHy A0 TpPOEKTYy aKTa 3a MiMCOM KepiBHUKA
3aiHTepecoBaHoro oprady abo ocobu, IO BUKOHYye HOTO 000B'sI3KM, 3riAHO 3
MpOLIeAYPOrO, BU3HAUCHOIO Lii€lo [HCTPYKIIELO.

149. Po3poGHUK MPOTATOM TPBOX POOOUMX JIHIB Micsst 3aBepLICHHS MOrOXKEHHS
POEKTy aKTa pO3Milllye AONMPALbOBAHY BEPCIIO MPOEKTY AaKTa i3 HeoOXiTHHUMHU
CYNPOBIAHUMM MaTepiaiaMu 10 HbOTO y BilNOBIXHOMY MOJIYyJli CUCTEMH B3a€MOJil
JUTsl IPOBEJIEHHS Horo npaBoBoi excriepTHsn MiH IOCTOM.

PosmilleHnii Y BiAMOBiAHOMY MOyl CHCTEMM B3a€MOAIl MPOEKT akKTa Ta
CYNpOBIAHI MaTepianu 10 HHOTO MOBHHHI OyTH MiANMcaHi KEPIBHUKOM yCTaHOBH, ska
€ PpO3pOOHMKOM BiANOBIAHOrO JNOKyMeHTa, abo o0coboro, 1O BUKOHYE floro
060B’SI3KH, 3CiHO 3 MPOLIEAYPOIO, BU3HAUEHOIO Licto IHCTpyKUi€to.

BucHoBoK MiH’IOCTYy 3a pe3ydbTarTaMd [paBOBOi EKCHEPTU3H MiANHCYEThCA
MinicTpoM a6o 0co60i0, 110 BHKOHYe HOro 0o0OB’S3KH, 3riAHO 3 NpOLENypoIo,
BU3HAYEHOIO Li€r0 |HCTPYKIlielo, Ta PO3MILLYEThCS Y BiMOBIAHOMY MOAYJI CHCTEMH
B3a€EMOJII.

150. IpoeKT aKTa, CynpoBifHi MaTepialy 10 HHOTO PO3MILLYOTbCSA YCTAHOBAMH,
AKi € po3poOHMKaMM BiAMOBIAHUX NOKYMEHTIB, Y BiAOBIIHOMY MOJYJIl CHCTEMHM
B3aEMOJII.

3a3HaveHi JOKYMEHTH PO3MILIYIOThCA:

OJHOpa30BO Ge3 mpaBa BUMaraTd iX OyOIeTHOTO PO3MILICHHS IHIIMMHU
YyCTaHOBaMH;

ogHouacHo y ¢opmati PDF/A  (dopmar cnewmdikauii PDF 1.4 ISO
19005-1:2005) i RTF i3 3acTocyBaHHsM 3aco0iB KBaji()ikOBAHOTO €JIEKTPOHHOIO
nigmucy (kBasiQikoBaHOT eJeKTPOHHOT eYaTKH, SKIIO JOKYMEHT OYJI0 PO3MILIEHO Y
dopmi portokomii).

151. J{1st MpOeKTIB akKTiB, WO PO3pOOIAIOTECA OpraHaMH BHKOHABYOI BJlalH,
3aCTOCOBYETbCS €IUHMN YHIKQJIbHUH peecTpaliiinuil HoMep, sKHH bopMyeTECS Y
Bi/INOBIIHOMY MOJIYJ1i CUCTEMH B3aEMOJII.

Yci NpoeKTH akKTiB, WO po3pOOIIAIOTECS OpraHaMu BHKOHABYO! BJaJH, MArOTh
€IMHYy TIOPANKOBY HyMepalilo Ta HyMEpYyKThCS B MOPSAKY IX PO3MIILLEHHA ¥
BiAMOBIAHOMY MOYJIi CUCTEMH B3a€MOJIi B MeXaX KaJeHIapHOro poKy.

€auHUI  yHIKanbHMI  peecTpauifiHuil  HOMep (OPMYETBCA Y dopmari
XXXXXX.PPPP-I, ne

XXXXXX — 1iecTU3HaYHUM BUNAJAKOBUH YHIKaJIIBHUN KO/,

PPPP — nocitigoBHUI HyMepaTop y MeXax MOTOYHOr0 pOKY;

I — igeHtudikatop Tumy npoekty akra ("3" — 3akon, "Y' — Va3,
"TI" — nocTaHoBa, "P" — po3MopsaIKEHHS).
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CucTeMa eleKTPOHHOTO J0KyMeHToo0iry obnaepaaminicTpalii 1/s NpoeKTiB
aKTiB Ma€ BUKOPUCTOBYBATH JIMIlIE €ANHUN yHIKaTbHUA peecTpaliiiHuii HoMep, AKUH
3aBaHTaXYeThCA i3 CUCTEMHM B3a€MOJII MiA yac peecTpalii MpoeKTy akra, 6e3 Mpasa
itoro 3minu Ta/abo Moaupikarii.

[Tpoexmu po3nopsaoiceHb 20408U 00a0epHcaoMinicmpayii
(naxazie xepieHuka anapamy o0bn0epicaominicmpayii)

152. TonoBa obaepxaaMiHicTpalii (kepiBHHK anapaty obnaepskaamiHicTparii)
MiMMCYIOTh PO3TIOPAAKEHHS (Hakask) 3 OCHOBHOI JIif/ILHOCTI, aAMIiHICTPAaTHBHO-
rOCIOJAPCHKUX, KaJPOBUX MUTaHb (0COGOBOrO cKady) (Aaji — aKTH).

IIpoekTn posnopsKeHs (HakasiB) 3 KaapoBMX MUTaHb (0COOOBOrO CKJ1any)
FOTYIOTBCS BiINOBIZHO 10 BUMOT, BU3HAYEHHUX Li€to IHCTpyKUi€w, Ta 3 ypaxyBaHHAM
0COBJIMBOCTEM, SKi BU3HAYAIOTHCS 3aKOHAMH Ta iHMMu akTamu Kabinery MiHicTpiB
YKpaiHu.

153. TIpoekTH aKTiB TOTYIOTHCS Ta MOTOKYIOTECS B €NEKTPOHHIA opmi
Bi/IMOBIZHO 70 3arajlbHUX BUMOT MiATOTOBKH Ta MOTOMKEHHS [IPOEKTIB €JIEKTPOHHUX
JIOKYMEHTIB, BUW3HAueHUX Lieto [HCTpykuiero, Ha OJlaHKy, L0 aBTOMATHYHO
FeHEepY€EThCA CUCTEMOIO €IEKTPOHHOTO JIOKYMEHTOO0BIry 06/ 1epKaaMiHICTpaLLii.

154. Ilepen  mojaHHAM  Ha  NIANAC ~ HOPMATHBHO-NPaBOBOIO  aKTa
obnaepkaaMiHicTpauii, sKkuil mimisirae  JAepkaBHiH  peecTpauil, HayalbHHK
(3aCTYMHUMK HayanbHUKA) 3arajpHOro BifUTY amapary obnjaepxaaMiHicTpauil
(mocaoBa ocoba BifAiNy ynpapiiHHS MEPCOHANOM anapaTy oOJaepKaaMiHiCTpalii)
IPYKYye HOro i3 CHCTEMM €JIEKTPOHHOrO JOKyMeHTooGiry obnaepxanmiHicTpauil
pazom i3 3reHepoOBaHMM  CHCTEMOK)  €JIEKTPOHHOrO  JOKYMEHTOOOIry
obnaepxaaminicTpauii  GlaHKOM, Ha  AKOMY  Bi3yalli3ye€Tbcs — aBTOMATHYHO
chopmosanui QR-kox.

Ha po3apykoBaHOMY TPOEKTi aKTa BHMMAra€TbCs JIMIIE TPOCTABJISHHS
BIACHOPYYHOI Bi3M YNOBHOB&XEHOrO MPEACTaBHUKA IOPUAMYHOT CIIYKOH, SKUM
MPOBE/ICHO IOPUANYHY EKCIIEPTU3Y 3a3HAYEHOTO MPOCKTY.

OcobnuBOCTi  OQOPMIIEHHS  TIPOEKTIB  HOPMATWUBHO-NPABOBMX  AKTIB
obnaep:kaAMinicTpauii, ski MiAnsraloTe  JepkaBHiil  peectpauii, BH3HAYEHO
[HCTPYKUI€IO 3 1JI0BOCTBA 0O IepKaAMiHiCTpaLii.

155. TIlignucaHHs pO3NOPS/UKEHHS ToOJIOBM oOJepxaiMiHicTpauil (Hakasy
KepiBHHUKA arapaTy) 31iHCHIOETbCS B eJICKTPOHHIN Ta y naneposiit ¢popmi. Hakasu 3
aJMiHiCTpaTUBHO-TOCMIOAAPCHKUX IHTAHb TOTYIOTHCS Ta MIANUCYIOTHCA JIMIIE B
eJIEKTPOHHI# dopmi.

156. AKTH  pEECTPYIOTbCS B CUCTEMi  €JEKTPOHHOIO JOKYMEHTOOO0IIy
obnaepxaaAMiHicTpanii i3 3acTOCYBaHHSM BiATOBIAHOTO TMPOEKTY EJIEKTPOHHOIO
nokyMeHTa. Ilpy UbOMy Ha TanepoBuii NPUMIPHMK  BIANOBIAHOTO  aKTa
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IIPOCTABJIAETLCS HOMEp Ta Jara peectpauii, ski OyJl0 aBTOMAaTUYHO MPHCBOEHO
CHUCTEMI €IEKTPOHHOrO JOKYMEHTOo0biIry 06aepxaaMinicTpail.

AKTH HYMeEpYIOTbCsl y MOPsAAKY iX BUAAHHA y MexaX KaJeHAapHOro poky,
po3MopsKeHHst (HaKa3n) 3 OCHOBHOT JisIbHOCTI, 3 aAMiHICTPAaTUBHO-TOCMOJAPCHKUX
MUTaHb, KAAPOBUX MUTaHb (0COGOBOrO CKIIALY), PO BiANyCTKU Ta MPO BiAPSKECHHS
MatoTh OKpeMY MOPSIKOBY HYMepaLlilo.

157. O3HalioMIIeHHs NIpaLliBHUKIB 00a1epxKaaMiHicTpallii 3 aKTOM 311HCHIOETHCS
B €JIEKTPOHHIH Gopmi.

dakT [OBeJeHHs aKTa A0 BijomMa nocagoBoi ocobu ob6aaepkaaMiHicTpalil
31IHCHIOETHCS 3acobaMu CUCTEMH €JIEKTPOHHOTI' 0 JOKYMEHTOO0ITy
obnnep)anMinicTpauii.

158. dakT 03HAMOMJIEHHS I0Caf0BOI 0coOM 00JaepKaaMiHIicTpalll 3 aKToM
3JIIACHIOETHCS 3acob0aMu CUCTEMU €JIEKTPOHHOI'0 JOKYMEHTOO00ITy
obaaepkaaAMiHicTpauii 3 BAKOPUCTAHHSIM KBaslihikoBaHOTO €IeKTPOHHOIO MiANUCY
BiAMOBIAHOT Nocaa0B0O1 0codu.

CninvHi po3nopadaceHHs (Hakasu)

159. ITopstIoK MiArOTOBKM CIIBHOIO aKTa KiJIbKOX YCTAHOB BH3HAYAE€THCH
[HcTpyKLi€rO 3 A110BOACTBA.

CrinbHi po3nopsaui JOKYMEHTH, IO BUAAIOTH OJHAKOBI 32 HOPMOIO TOKYMEHTH
(pO3MOpPAKEHHS, HAKa3K, PillieHHs ), BUAAIOTECS Y BiNoBiAHiN dopMmi.

CrniinbHi po3nopsaui J10KyMeHTH ofJjepXkaaMiHicTpanii Ta IHIIMX YCTaHOB,
YIIOBHOB@KEHMX BMAABATH pi3Hi 3a (HOPMOIO NOKYMEHTH, BHAAIOTbCA y (opMi
pilleHHs, Ke Ma€ MPABOBY CHJIY PO3IOPSJUOro JOKYMEHTa KOXHOI yCTaHOBH, LIO
npuiiMae el JOKYMEHT.

CninbHi po3nopsaadi JOKYMeHTH o0ajaepxaaMiHicTpauii Ta IHIIMX YCTaHOB
o(GOPMITIOIOTBECA Ha crielialbHUX OaHKax (gogatok 4) abo Ha YHCTHX apKylIaxX
nanepy, MiAMMACH MiAMUCAHTIB 3aCBiAYYIOTbCS FepOOBUMH MeUaTKaMHU.

[TpoeKTH CHiIBHUX PO3MOPSAYMX JOKYMEHTIB MOTO/KYIOTBCS B TOMY X
MOPAAKY, W10 i MPOEKTH PO3MOPAIKEHb TONOBHM oOnAepKaaMinicTpaiii (HakasiB
KepiBHHKA anapary).

IIpoexmu akmie HOPMAMUEHO-NPABOE020 XApaKkmepy, SKi 8i0N08I0HO 00
3AKOHOO0ABCIMBA NIOAA2AIOMb 0ePHCABHIU peecmpayii

160. lep>xaBHa peecTpalis aKkTiB yCTaHOB HOPMaTHBHO-TIPABOBOrO XapakTepy
3IHCHIOETBCS Y TOPSAKY, BH3HAueHoMy II0JIOXEHHAM NpO JIepaBHy PeeCTPaLliio
HOPMaTUBHO-NPABOBUX aKTiB MIHICTEPCTB Ta iHLIMX OpraHis BHKOHAB401 BJIaJIH,
3aTBepKEHUM TNocTaHoBolo Kabinery MiHicTpiB YKpaiHH Bif 28 rpyaHs 1992 poky
Ne 731 (311 Vkpainu, 1993 p., Ne 1-2, cr. 28; Odiuiltuuii Bichuk Ykpainy, 1998 p.,
Ne 42, ct. 1551; 2008 p., Ne 25, ct. 770).
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CTpoK MiX [aTOi0 30BHIIIHBOTO TMOTOKCHHs MPOEKTY HOPMAaTHBHO-IIPABOBOTO
aKTa, KMl MiQsrae JepXaBHii peecTpauii, i JaTor MPUHHATTA TAKOro aKTa HE
[MOBUHEH NepeBHLLyBaTH 60 QHIB.

161. [lepaBHa peecTpallis 31IHCHIOETECS B €IEKTPOHHIH dopmi y BUrIAI
3amucy, BHeceHoro 1o /JlepikaBHOro peectpy HOpPMaTWBHO-NPABOBUX aKTiB
MiHICTEpCTB Ta iHUIMX OpraHiB BUKOHABYOI BIIalH Ta 3aCBiAYEHOTO crieianbHO s
LIbOTO NPU3HAYEHOIO KBasli(hiKOBAHOK €JIEKTPOHHOIO M1€4aTKOI0, Ky HakKjala ocoba,
1110 BHECIA 3aMKC JI0 3a3HAUEHOI0 PEECTPY.

V. MOHITOPHHT 32 CTAHOM BUKOHAHHS YIIPABJiHCbKHX pillleHb

162. MOHITOPMHI BMKOHAHHs YIPaB/IiHCBKMX pIlI€Hb € CKJIAIOBOIO CHCTEMU
KOHTPOJIIO B OOJAepKaAMiHicTpalil Ta NPOBOAWTHECA 3 METOK HamIiAy 3a
BMKOHABCHKOIO JUCLMILIIHOIO.

163. MoHiTOpUHT BKJItO4Yae B cebe Oe3nepepBHE CMOCTEPEKCHHS 3a IPOLIECOM
BUKOHAHHS YIPaBJiHCHKUX DillleHb Ta BUSBJICHHS BiIXUIIEHD BiJl CTPOKIB BUKOHAHHS
iHAMKaTOPIB.

164. MOHITOPUHI BUKOHAHHS YIPaBJIiHCHKMX DPillleHb 3IHCHIOETBCS CEKTOPOM
KOHTpOJIIO amapaTy obnaepxkaaminicTpauii (gam — cmyx6a KoHTposwo) 3a
JONOMOIOK) CHUCTEMHM MOHITOPHHIY, IHTETpOBaHOI B CHUCTEMY €JIEKTPOHHOIO
JIOKyMEHTO006iry —obnaepkaaMiHicTpadii Ha OCHOBI JaHUX 3 PEECTPaUiiHO-
MOHITOPHMHIOBOI KapTKu. BiamosinHa cucrema 3abesneuye onepaTUBHUN JOCTYN [0
Bciel indopmalii Mpo craH BHUKOHAHHA OyIb-AKOro JOKYMEHTa, II0J0 SKOro
3IHCHIOETBCS MOHITOPUHT Ta METOMUYHUI aHai3 BIIMOBIIHUX JaHUX.

165. MOHITOPUHT NPOBOAUTLCS ILISXOM 300py, 06pOOKM Ta cuCTeMaTH3aLll
iHpopmanii Mpo CTaH BHKOHAHHA YNPABJiHCHKUX pIillleHb 32 BH3HAYCHUMU
IHAMKATOPaAMH.

166. InaukatopaMy CTaHy BHUKOHAHHSl YNpaBliHCBKHX pillleHb € MOMEHT
3aKiHYeHHs BU3HAUYeHWX JIiff, HANpUKIal: HaK/JaJeHHs eJIeKTPOHHOI pe3oJitolil,
CTBOPEHHs JIOKyMEHTa, [OTO/UKCHHS JOKYyMEHTa, [iANMHCaHHA JIOKYMEHTa,
peecTpallisi Ta BiANpPaBJIEHHs JOKYMEHTA TOLLO.

167. InavKaTopy, CTPOKM BUKOHAHHS iHAMKATOPIiB Ta iHIII JaHi, HeoOXigHI as
MOHITOPMHTY B o0jaepikaaMiHicTpauil, BHOCATbCS B aBTOMATHYHOMY PEKHUMI
3aJIeXHO Bifl 06paHOro cTaTycy MpH3Ha4YeHHS JOKyMEHTa Ta/abo aBTOMaTH30BaHOMY
PeXXUMi 10 peecTpauiiiHO-MOHITOPUHIOBOT KapTKM Clly)KOO0I0 i10BOACTBA nig yac
peecTpalii BXiAHOro JOKYMEHTa, KEPIBHHKOM IMiA Yac MEPBUHHOIO pO3IIIAIY abo
ABTOPOM JIOKYMEHTA IiJ] Yac HOro CTBOPEHHS.
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168. KO IOKYMEHT MICTHTh Kijllbka OKPEMHX YIPaBIiHCBKUX 3aBJaHb,
MOHITOPHHT BUKOHaHHS UMX 3aBJaHb 3[IHCHIOETBCA B OJHIH peecTpaliiiHo-
MOHITOPUHIOBIH KapTLUl.

169. ITicna  3aBeplieHHss pobOTH Hal JOKYMEHTOM JIO peecTpauiiHo-
MOHITOPUHIOBOT KApTKW aBTOMaTHYHO BHOCHUTBCS BiAIMiTKa MpO 3aBEpIUEHHS HOro
BUKOHaHHs (iHAMKATOp 3aBeplieHHs BUKOHAHHS) Ha MiACTaBl CTAaTyCy MPHU3HAYEHHS
3apeECTPOBAHOIO MIPOEKTY €JIEKTPOHHOTO JOKyMEHTa. BiamiTKa NIpo 3aBeplUcHHS
BUKOHAHHS JIOKYMEHTA CBiYMTh TIPO Te, LI0 poGOTY Hal JOKYMEHTOM 3aKiHUYEHO.

170. MoHITOpUHT  3IiMCHIOETBCS 32 BUKOHAHHAM 3aBJaHb, BU3HAUEHHUX
3aKoHaMu YKpaiHu, nocraHoBamu BepxoBHoi Paau Ykpainu, ykasamu IlpesnaeHta
Vkpainy, aktaMu Ta gopydeHHsmu [lpesujmeHTa Ykpaiuu, akTamu KaGinery
MinictpiB Ykpaiuu, nopydeHHsamu [Ipem’ep-minicTpa YKpaiHu, IPOTOKOJIaMH Hapa
nmig ronoByBaHHsAM Ilpem’ep-miHicTpa Vkpainu, Ilepiioro Bile-mpeM’ep-MiHIiCTpa,
Bille-npem’ep-MiHicTpiB, Minictpa KabGinety MiHicTpis, JlepxaBHOro cekpeTaps
Kabinery Miunictpis, auctamu Anminictpauil Ilpesunenra VYkpainu, ['osoBu
BepxoBHoi Panu Ykpainu Ta Horo 3acTyNnHUKIB (10 MOTPeOYOTh HalaHHs BiANOBIA
po pe3yJbTaTH IX pO3rsLY), TMcTaMKu YroBHOBaxxeHoro BepxosHoi Paau Ykpaiuu
3 NpaB JIOAMHH, 3BEPHEHHSIMM KOMITETiB, TAMYACOBHUX CIIE€LIaJbHUX Ta TUM4YacOBUX
cniguux Komiciit BepxosHoi Pamy Ykpainu, nemyTtaTcbkux ¢pakuiii BepxosHoi Paaun
YKpaiHM, 3BEpHEHHsAMH Ta 3allMTaMd HAPOJHMX JeNyTaTiB YKpaiHu, HenyTaris
obnacHOi paau, JUcTaMd PaxyHKOBOI Majard, MiXKHapoJHMMH 3000B’s3aHHAMH
Vkpaiiy B paMmKax CHiBpoOiTHUUTBA 3 MDKHApOAHUM BATIOTHUM (QOHIOM,
30008’ s13aHHAMH YKpaiHu y chepaX €BponeichbKol Ta €BpoaTIaHTHYHOI iHTerpauil,
30KpeMa CIpAMOBAHUX Ha BUKOHaHHs YO Npo acolialito Mix YKpaiHoo, 3 onHiel
ctoponH, Ta €sponeiicbkum Cor030M, €BpONEHCbKAM CITIBTOBAPHUCTBOM 3 aTOMHOI
eHeprii Ta iXHIMM JepKaBaMU-ulleHaMH, 3 iHIIOI CTOPOHH, iHIIMX MDKHApPOAHUX
J0ToBOpiB YKpalHM 3 THUTaHb €BPOIEHCHKOi iHTerpauii i JOMOBJIEHOCTEH MiXk
Vkpainoto Ta €C, piuamx HauioHanbHUX MporpaM B pamkax Kowmicii VkpaiHa —
HATO, piweus Komicii Vkpaina — HATO y pamkax Xaptii mpo ocobimse
NapTHEPCTBO Mik YkpaiHoto Ta Opranizauicto I1iBHIYHOATIIAHTUYHOTO 0TOBOPY Ta
Jlexnapauii mpo 17 AOMOBHEHHS, IHIUNX MIKHApPOJAHMX JOTOBOPIB MDK YKpalHO Ta
HATO Tta ynosHoBaxeHumu opranamu HATO; micismn OOH, OBCE, CsitoBuM
6aHKOM, €BponeHchbKHM  OaHKOM  PeKOHCTPYKWil Ta  PO3BUTKY, IHIIHMH
MiXKHApOJHMMM OpraHi3alifiM¥ B YacTHHI LiTbOBOTO BHKOPMCTAHHS TEXHIYHOI Ta
JIOHOPCBKOT JOTIOMOTH, a TaKOX 3aBJaHb, BU3HAYEHHX pO3MOPAUKCHHIMH Ta
JOpPYUYEHHsIMHM  ToJioBM  obnaepiKaaMiHICTpaulii, MNPOTOKOJIAMU  Hapaj oig
rOJIOBYBaHHSAM 3aCTYINHMKIB TOJIOBH 00JepXkKaaMiHicTpauii, KepiBHHKa arapaTy
o6 aepKaaMiHiCTpalii, pileHHAMH Kojeril o6mnaepXkaaMmiHicTpauil, MOA0 AKUX
BCTAHOBJICHO CTPOKM 1X BUKOHAHHSI.

171. CTpOKM  BUKOHAHHS ~ BHYTpIIIHiX  JOKYMEHTIB  OOUMCIIOIOTBCA B
KaJIeHIapHUX JHAX MOYMHAIOUM 3 JaTH PeecTpauii, a BXIAHUX — 3 JaTh HaOXO/KCHHS
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(10CTaBKM 4epe3 CHCTEMY B3a€MOjii) afo 3 AaTH HAcTYMHOro pobo4oro AHs y pasi
HaJXO/KEHHs (10CTaBKHM) JOKYMEHTA Iiciis 3aKiH4eHHs pobouoro AHs, Y BUXIJHI,
CBSITKOBI Ta HepoOOuUi AHI.

SIKIO OCTaHHiM JeHb CTPOKY BUKOHAHHS JOKYMEHTa MNpHIaJac Ha HEPoOOUHid
JleHb, CTPOKOM BHMKOHAHHS JOKYMEHTa BBaXA€ThCs NepUIMi poOodni IeHb Miciis
HACTaHHS CTPOKY BUKOHAHHS.

172.V  pasi 3MiHM CTpOKiB BHUKOHAHHS IHIMKAaTOpa Yy peecTpauifiHo-
MOHITOPUHIOBi# KapTLi MpOCTaB/SIETBCS HOBUM CTPOK BU3HAYEHOTO iHAMKATOpA Ta
3a3HaYaEThCs IPHUMHA HOTO 3MiHH, SKi BHOCSTBCS YIIOBHOBAXKEHOIO 0CO00H0 CiyKOH
KOHTPOJIIO.

173. IepeBipka CTPOKiB BUKOHAHHsS JIOKYMEHTiB TpOBOAMTbCA 32 BCiMa
iHIMKAaTOpaMM MPOXOAKEHHs TOKYMEHTA 10 3aKiHUeHHs CTPOKY HOro BUKOHAHHS (Y
pasi BifXMJeHb BUKOHABLIO HAJICUIAOTHCS MONEPEUKEHHS CUCTEMOIO MOHITOPHHIY
3a JIOIIOMOIOI0 €JIEKTPOHHUX HarajyBaHb, 110 aBTOMaTHYHO I'CHEPYIOTHCA CHCTEMOIO
eJIEKTPOHHOIO JIOKYMEHTOo00Iry 00naepxkaaMiHicTpauii) y MOpsAKy, BU3HAYEHOMY
[HCTpyKUi€to 3 AinoBOACTBa 00 epKaaMiHicTpalil.

174. Cnyx6a KOHTPOJIIO TTic/is BUKOHAHHS JOKyMEHTa MepeBipse BiAMOBIAHICTD
KiHLIEBOrO pe3ysbTaTy IMOCTAaBIEHOMY 3aBJAHHIO, 3a PE3YJIbTATOM YOro NpHHMae
pillleHHs PO NPUITMHEHHS MOHITOPUHTY.

[IpUNMHEHHS MOHITOPUHTY 3[IHCHIOETBCA JIMIE Ha IMIACTaBl 3a3Ha4YeHol
nepeBipKu.

175. JlaHi 1po BUKOHAHHA JOKYMEHTa Ta NPUIIMHEHHs MOHITOPHHTY BHOCSATHCS
0 peecTpaliiiHO-MOHITOPUHIOBOi KapTKH YNOBHOBXEHOK 0cob0K0  Ci1yKOu
KOHTPOJTIO.

JlokyMeHT Moske OyTu 3akputuil "[lo crnpaBu" nuine micjs BHECEHOI 10
peecTpauiiiHO-MOHITOPUHIOBOT KAPTKHM BIAMITKU PO MPUIHHEHHSA MOHITOPHUHTY.

176. JlHeM BUKOHAHHS 3aBJaHb, BA3HAUEHHX B aKTaX OPraHiB Jep)KaBHOT BIaH1
| JOpyYeHHAX BMIUMX MOCAAOBUX OCi0, Ta BHKOHAHHS 3alMTiB, 3BEPHEHb, IHIIOL
kopecnionzeHiii BepxoBnoi Paau VYkpalHM BBaxa€TbCsl J€Hb HaACHIaHHA
eJIEKTPOHHOTO JOKYMEHTa YCTAHOBOK uepe3 CHCTEMY B3a€MOMil, a y BHINAIKax,
BU3HAYEHMX NYHKTOM 2 wiei [HCTpyKuil, — AeHb peecTpauii JOKyMEHTa OPraHoM,
AKWI BU3HAYUB BIINOBIIHE 3aBJIaHH1.

Inghopmauitino-006i0kosa poboma 3 eNeKMpOHHUMU OOKyMeHmamu
177. InbopmauiiiiHo-10BiikoBa podoTa 3 eNEKTPOHHUMU ITOKYMEHTAMH N0JIArae

B TMOILIYKY HEOOXiJIHWUX [JOKYMEHTIB 3 BHUKOPHUCTaHHAM CHCTEMH CJICKTPOHHOI'O
JIOKyMeHTO06iry obnaepxaaminicTpanii.
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178. Ins miaBuieHHs e(pEeKTUBHOCTI poOOTH MOLIYKOBOI CHCTEMH CHCTEMMU
€JIEKTPOHHOIO  JIOKYMEHTO00Iry obyiaepkagmiHicTpauil ciayk0010 AUIOBOICTBA
po3po0IAOThCS Taki KiacudikauifiHi JOBIIHUKY:

KJ1acupikaTop MUTaHb AiSJIBHOCTI YCTAHOBH;

KnacHpikaTop BUIIB JOKYMEHTIB,;

KiacudikaTop KOPECTIOH/IEHTIB;

KjacugikaTop pe3orouii;

KnacudikaTop BUKOHABILIB;

K1acu(ikaTop pe3ynbTaTiB BAKOHAHHS TOKYMEHTIB,;

HOMEHKJIaTypa CIipas.

179. TTomrykoBa  cucTeMa  CHUCTEMH  €JIEKTPOHHOTO  JOKYMEHTOOOIry
obnuepxaaMiHicTpauii Mae 3AiliCHIOBATH MOIIYK 3@ KOHTEKCTOM (KJIFOUOBUM CIIOBOM
a00 (pazoro) eNIeKTPOHHOTO JTOKYMEHTa, BHAOM €JIEKTPOHHOIO IOKYyMEHTa, HOro
3aroJIOBKOM, JIaTOK TIPUHHATTS, HOMEPOM Ta JAaToko Horo peectpauii, HOro aBTopom
TOLIO.

V1. CucremaTusauis Ta 36epiraHds AJOKVMEHTIB V JiJI0BOJACTBI

CK1A0eHHA HOMEHKIIAMYPU CHpag

180. HomeHnknatypa CIpaB npU3HaueHa s BCTaHOBJICHHS B
obngepxaaMiHicTpauii €IMHOTO NOpsAAKY (GOpMyBaHHsS CIpaB A JOKYMEHTIB,
CTBOPEHUX Y €JIEKTPOHHIM Ta manepoBiii ¢opmax, 3abesnedeHHs ixX OOJIKY,
ONEpPaTHBHOTO TOWIYKY JOKYMEHTIB 3a 1X 3MIiCTOM i BMAOM, BU3HAYEHHS CTPOKIB
30epiraHHs CIpaB i € OCHOBOW JUIS CKJIAJEHHs ONUCIB CIpaB MOCTIHHOro Ta
tpuBajioro (nmonan 10 pokiB) 30epiranHs, a Takox Ajid 0O0JKy CrpaB TUMYacOBOI'O
(1o 10 pokiB BKIIFOYHO) 30€piraHHs.

JIo HOMEHKNATypH CIIpaB BKJIIOYAIOTHCS Ha3BH CIHpaB, WO (QOPMYIOThCS Ta
Bi10OpaXatoTh yCi eTanu poboTH, sKa JOKYMEHTYETBCSI B yCTaHOBI, 30KpeMa CIpaBy
MOCTIMHKUX Ta TUMYACOBO AilOYMX paj, KOMICiil, KOMITETIB.

CTpoku 306epirans JOKyMEHTIB (HaJIeXKHICTh 10 CIPABH) BU3HAYAIOTHCSA MiJ Yac
peectpauii (1715 BXiAHUX JOKYMEHTIiB) ab0 CTBOPEHHS MPOEKTY NOKYMEHTa aBTOpPOM
3rigHo i3 3aTBepykeHMM MIH’IOCTOM TMEepesikOM THUIOBUX JOKYMEHTIB, IO
CTBOPIOIOTBCA MMiJA Yac JisNIbHOCTI JepXKaBHUX OpraHiB Ta OPraHiB MiCLIEBOro
CaMOBpA/lyBaHH#, IHIIMX YCTAHOB, MiAMPUEMCTB Ta OpraHisailil, i3 3a3HaYeHHAM
CTPOKIiB 30epiraHHs 10KyMEHTIB.

181. B oGnaepxxaaminicTpalii CKJ1aaloThes Ta BeLyThCsl HOMEHKIIATYpH CIpaB
CTPYKTYPHHUX MiIpO3ALIIB 1 3B€Jl€Ha HOMEHKJIaTypa CrpaB o6aepKaaMiHicTpallii.

182. HomeHknaTypa CHpaB CTPYKTYPHOTO — IiJApO3/iny  CTBOPIOETbCA B
eNeKTPOHHiHM ¢popmi (nomatok 6) MocafoBorO 0co0OK, BIAMOBIIANBHOIO 32
AIMOBOACTBO B Migpo3aiii, He mi3Hime 15 Jucromaza IMOTOYHOrO pOKY Ta
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MOro/KYEThCA 13 chyk000 AiIoBOACTBA obJAepKaaMiHicTpauii. Bisyanizauis
HOMEHKJIaTYpH CIIpaB CTPYKTYpPHOTO MiJpO3Ainy 3AiMCHIOETBCA 3a aBTOMAaTH4HO
reHEepOBaHOI0 (POPMOIO, BUHAUYCHOIO IHCTPYKILi€EIO 3 A1/TOBOACTBA.

183. Metoanuna pomnomora y CKJIaJ€HHI HOMEHKJIATypH CIIpaB HaJa€TbCs
apxiBHUM MiApo3auIoM obnaepxaaMmiHicTpauii (npauiBHUKOM cly’KOW Jil0BOACTBA,
BIAMOBIIaIbHUM 32 apXiBHE 30epiraHHs JTOKYMEHTIB).

184. 3BeneHa HOMeEHKJaTypa chpaB oOnaepxkaaMiHicTpauii  popmyeTbes
CUCTEMOIO €JIEKTPOHHOTO JOKYMEHTOO00Iry obinepkaaMiHicTpauii B
aBTOMAaTU30BaHOMY pexumi (A0AaToKk 7) Ha OCHOBI HOMEHKJIATyp CHpaB
CTPYKTYPHHUX NiIPO3/iJiB Y €JIeKTPOHHIN QopMi.

185. Ha niacraBi 3BeleHOI HOMEHK/IATypu cripaB oOsaepXkaamiHicTpauii B
eNIeKTPOHHIN (hopMi cHcTeMa eJIEKTPOHHOTO JTOKYMEHTO00ITy obnaepkaaMiHicTpauii
aBTOMaTHUYHO 3fificHioe 11 Bi3yasizamito 3a (opMOIO, BU3HA4YEeHOIO [HCTpYKLI€ 3
JIJIOBOJCTBA, SIKA JAPYKYEThCS Ta MOAAETHCS Ha CXBAJCHHS EKCIIePTHO-NEpeBipHIH
KOMIcIi 1ep>KaBHOTO apxiBy 00JacTl.

186. 3BeieHa HOMEHKJaTypa crpaB 30epiracTbCsi Ta BHUKOPHCTOBYETHCS
CUCTEMOKO  EJIEKTPOHHOro  JIOKyMeHTooOiry  obiaepikaaMiHicTpauii A
aBTOMaru3auil NpOLECIB (bopMyBaHHA JOKYMEHTIB y cCrpaBH B
obnaepxaaMiHicTpauii.

187.3BesieHa HOMEHKJIATypa cmnpaB oOJjaepkaaMiHicTpalil — HalpHKiHLI
KOJKHOIO pOKY (He Ni3Hille TpyaHs) YTOUYHIOETHCS Ta BBOAWTHCS B Ail0 3 1 CiYHA
HACTYMHOrO KaleHJapHOTO POKY.

188. B cucTeMi €JEKTPOHHOro JAOKyMeHToobiry —oOnaepxkaaminicTparii
HOMEHKJIaTypa CIIpaB NpejacTaBieHay GopMi eleKTpoHHOT TabnuLi (HoaaTku 6 i 7).
['padu TabnuLi 3aMoOBHIOIOTECSA TAKUM YHHOM:

y rpadi 0 (nuwme anst 3BeleHO! HOMEHKIIATYPH CIPaB) IPOCTABIISIETHCS Has3Ba
CTPYKTYPHOTO MiZPO3/i/y, 10 SKOrO BiAHOCATHCS 3aMlCH TPO BiAMOBIIHI CIIPaBH;

y rpadi 1 npocTaBaseTbes IHAEKC KOXKHOI CIIpaBH;

y rpady 2 BKJIHOUAIOThCS 3ar0JIOBKH CIIPaB (TOMY, YacTHHH);

y rpadi 3, sKa 3aroBHIOETHCS HAMpPUKIHLI KaJ€HAApPHOTO POKY, 3a33Ha4acThbCs
KiJIBKICTh cTipaB (TOMiB, YACTHH);

y rpadi 4 3a3HavyaloTbCs CTPOKM 30epiraHHA CIpaB, HOMepW CTaTed 3a
nepenikoM JOKYMEHTIB i3 CTPOKaMH 30epiraHHs;

y rpadi 5 poOusiThCs TO3HAUKM NpO [MEPEXiAHI CIpaBH; MPO CHPaBH, IO
BeyThCA B NanepoBiil Gopmi; npo nocagoBux ocib, BiAnopiganbHUX 3a GOpMyBaHHS
crpaB; Mpo MepeaaBaHHsl CIpaB IO apXiBHOrO MiAPO3ALTY oGnaepxaaMiHicTpauii
(npauiBHMKY CJy6u AiNOBOACTBA, BiANOBiJAIbHOMY 3a apxiBHE 30epiranHs
JOKYMEHTIB) 4M iHIIMX YyCTAHOB JJIsl X MPOJOBXKECHHS TOLLO.
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189. HanpukiHUi poKy 10 HOMEHKJIATYpH CIpaB CTPYKTYPHOTO MiZpo3ainy Ta
3BC/ICHOI HOMEHKJ/IaTYypu cIpaB oOJAepxXaaMiHiCTpalil CKJIaJaroThes IMiACYMKOBI
3alMCH B €JIEKTPOHHIA (OpMiI OpO KiNbKiCTh (aKTUYHO 3aBEJCHUX CIpaB Ta
MIAMUCYIOTbCA BiANOBIJAJIBHUMH 0cO0aMK 3riaHO 3 IHCTPYKUi€r 3 Mi0BOACTBA
obnaepxaaMiHicTpail.

DopmysaHHA eNeKMPOHHUX CRPAG

190. I'pynyBaHHs BUKOHAHUX JIOKYMEHTIB y €JIEKTPOHHI CIIpaBU 3AIHCHIOEThCS
LIEHTPAJIi30BAHO B CHUCTEMi EJIEKTPOHHOIO JOKYMEHTOOOIry objaep:KaaMiHicTpalii
BiIOBIZAHO 10 HOMEHKJIATYPH CIpaB.

191. ®opmyBaHHSA €NEKTPOHHUX CIIPaB 3AiMCHIOETHCS y CUCTEMI €JIEKTPOHHOIO
JAOKYMEHTOOOIry o0iaepKaaMiHicTpalil B aBTOMaTU30BaHOMY PeXHMi Ha MiAcCTaBi
IHZIEKCY €JeKTPOHHOT CIIPaBH.

192. EnexTpoHHI JOKYMEHTH, LIO BiJHEeceHi A0 OJHiel eJIeKTPOHHOI CIpaBH,
MaroTb OyTH JIOri4YHO MOB’s3aHi MK cOOOI0 3a JIONMOMOTrOK BiJOMOCTEH IMPO HUX B
CHCTEMI €JIEKTPOHHOTO IOKYMEHT000Iry obs1mepxanminicTpaiti.

193. Tlix yac ¢popMyBaHHs €NEKTPOHHUX CIIpaB CJiJ JOTPUMYBATHUCS 3arajlbHUX
MpaBUJl 3 ypaxyBaHHAM TaKuX BUMOT:

1) rpynyBaTi B €JE€KTPOHHI CIpaBU JOKYMEHTH, BUKOHAHI MPOTAIOM OJHOIO
KaJIEHAAPHOTO POKY, KpIM TMEepexiAHUX eNeKTPOHHUX CIpaB (BEIyTbCS MPOTArOM
KUJIbKOX POKiB);

2) AOKYMEHT-BIAMOBiAb MPYNY€EThCs 3@ iHILIaTUBHUM JOKYMEHTOM;

3) BKJIIOYATH B €JIEKTPOHHI CIIPABH JIMIIE OPUTIHAIM €JICKTPOHHUX JOKYMEHTIB
4M X MPUMIpHUKHM a0 y pasi IX BiAICYTHOCTI 3acBiueHi B YCTaHOBJIEHOMY IMOPSIAKY
KOTii JIOKYMEHTIB, 30KpeMa eJIKTPOHHI KOIii marnepoBUX OPUTiHAJIB Ta eJeKTPOHHI
KOTI1 €1eKTPOHHUX JTOKYMEHTIB;

4) oOcsir  eNeKTPOHHOI crpaBu He OOMEXKYETbCS KINBKICTIO €JIEKTPOHHUX
JIOKYMEHTIB;

5) oOcsAT eeKTPOHHOT crpaBu (KiTBKICTh JOKYMEHTIB), IO MICTHTb JOKYMEHTH
nmoctiiHoro Ta TpuBanoro (moHaa 10 pokiB) CcTpokiB 30epiraHHs, ITOBUHEH
BiAMOBIAaTH 06CATY CrpaBH, COPMOBAHOT 3 ManepoBUX NPHUMIPHUKIB €JIEKTPOHHOTO
JOKYMEHTA.

JInsg [OKyMeHTIB mocTifiHoro Ta TpuBanoro (moHany 10 pokiB) cCTpOKy
30epiraHHs, CTBOPEHHX B €JIEKTPOHHINA (opMi, YIOBHOBaXEHHH 3acBiluyBay
BMTOTOBJISE MMANEPOBi KOTiT TAKMX JOKYMEHTIB, AKi BiH 3aCBIIUYE.

3acBigueHi Komii NOBMHHI MICTUTH mepeiik BU3HaueHHMX IHCTpyKuier 3
J1IIOBOJICTBA PEKBI3UTIB, HAHECEHUX 3a JonoMororo QR-kony.

3a3zHaueHi 3acBigueHi nanepoBi KOMil eJIEKTPOHHUX AOKYMEHTIB (POPMYIOTHCH Y
CTIpaBH BiAMOBIIHO [0 3aTBEP/UKEHOT HOMEHKJIATYpU CHpaB Ajs 30epiraHms, sKi
MepesaloThes 10 apXiBHOTO Miapo3ainy obsaepkaaMiHicTpauil (1epkaBHOro apxiBy
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oGnacti) y mopsiKy, BH3HaueHoMy IHCTpyKui€io 3 [iMOBOACTBA, AJiA MOCTIHHOTO
30epiraHHs.

CTBOpPEHHs iHIUMX [anepoBUX NPUMIPHMKIB €JEeKTPOHHHX JOKYMEHTIB HeE
BUMaraeThbcsl.

194. MeToiMuHe KEPIBHUUTBO Ta Harssd 3a GOpMyBaHHSIM eJIEKTPOHHUX CIpaB
B o6nepikaaMiHicTpauii Ta ii CTPYKTYPHHMX MiApo3Ainax 34ifCHIOTHCA ciryx0010
IIJIOBOJICTBA, a came apXiBHUM Mifpo3ainom obnaepxaaMiHicTpalii (mpauiBHUKOM
cITy6H JiNOBOACTBA, BiNOBINATBHNM 3a apXiBHe 30epiraHHs JOKYMEHTIB).

30epizanns e1eKmpoHHUX OOKyMeHmié 6 yCMAH08axX

195. B ob6naepxkaaMiHicTpauii 3ailicHIOETBCS LEHTpanizoBaHe 30epiraHHs
eJIEKTPOHHUX JOKYMeHTiB. JIOKyMEeHTH 30epiratoThecs B yCTaHOBax iX CTBOPEHHA.

196. JTOKyMEHTH 3 4yacy CTBOpEHHs (HaIXOMKEHHs), a TAKOXK yCi BiIOMOCTI Mpo
HAX J0 [epedaBaHHs Ix Ha mNocTifiHe 30epiraHHs abo a0 1X 3HHIIEHHSA B
YCTaHOBJIEHOMY TIOPAAKY 30€piraloTbes B CHCTEMi €1eKTPOHHOIO JOKYMEHTOOOIry
o6naepKaAMiHICTpalii, JOriYHO 3TPYNOBaHi y CMpaBd 3TiIHO 3 HOMEHKJIATYpOIO
CNpasB.

AyioBi3yanbHi JOKyMeHTH (ayaio- Ta Bifeo3amnucH) 3acillaHb KOJIETIi, iHIIMX
KoJIerialbHuX opraHis obnjepxaaMinictpauil y pasi ix cTBOpeHHs 30epiratoTbes y
CUCTEMi €eJIEKTPOHHOIrO JOKyMeHTooOiry obsaepxanmMinictpauii. Cekperap abo
YIOBHOBaXKEHA 0c00a KOJIeriaJbHOro Opraty BillOBiJac 3a X JI0JaBaHHs y CHCTEMY
€JIEKTPOHHOTO JTOKYMEHT000Iry o6JiiepikagMiHicTpaLii.

197. 3a JOCTYMHICTh, LiJiCHICTL Ta BiATBOPIOBAHICTh €JIEKTPOHHUX JOKYMEHTIB
| eNIeKTPOHHMX CMpaB, IO 30epiraroThCs B CHCTEMi €EeKTPOHHOIO A0KyMEHTOOOIry
obnaepxaaMiHicTpauii, BianoBigae mnigposain obnnepxkaamiHicTpauii, Ha SKHH
MOKJageHo 00O0B’SA3KM 10A0 TEXHIYHOrO CYNPOBOKEHHS CHCTEMU €JIEKTPOHHOIO
JOKYMEHTO00OIry obaepxaamiHicTparil.

198. [paniBuuku obnaepxaaMiHicTpalii MalOTb JOCTYI JO eJIEKTPOHHHUX CIIpaB
yepe3 CHUCTEMY €JeKTPOHHOIO JOKYMEHTOO0Oiry obiaepiaaMinicTpauii BiAMOBIAHO
J10 TIpaB, BU3HAYEHUX PO3TIOPSDKEHHSIM FOIOBH 00 IepXKaaMiHicTpaLil.

199. BunaBaHHs €leKTPOHHUX CHpaB, OKPEMHUX €JIEKTPOHHHX JOKYMEHTIB
iHmMM ~ ycTaHOBaM  3MiMiCHIOETBCS 3 JI03BONly  KepIBHMKa  amapary
obnaepxaaMinicTpauii abo ocobu, MO BUKOHYE HOro 000B’s3KH, LUIAXOM CTBOPEHHS
NMpUMipHHUKiIB 260 KOIill LMX JOKYMEHTIB (elIeKTPOHHUX CIIpaB).

200. Y pasi 3BepHEeHHs 10 0OJAep/KaaMiHiCTpallil yOBHOBaXXEHOI 0CO0M Ha

MiacTaBl OpUriHady YXBald CHiA40Oro CyAall, CyAy WOAO HalaHHs THMYacoBOIo
JOCTYTIy JI0 JOKYMEHTIB rojioBa 00J1Aep KaMiHicTpalil HEBIAKIIAMHO A€ IOpyIEHHS
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Clly>x01 IIJIOBOJICTBA Ta CTPYKTYPHOMY MiApo31iay 3a6e3MeunTH BUKOHAHHS YXBaJIH.
B Mexax peasnizauii JopyueHHs YIIOBHOBaXeHa ocoda Ci1y>xOU 1JI0BOJCTBA:

1) cTBOprO€ Ta peecTpye KOMiO YyXBajld CJiAYOro CyAai, cyay nicis
NpeJ’ sIBJIEHHS! OPUTiHALy TaKol yXBaJlu;

2) Hanmae ocoOi, 3a3HayeHii B yXBaji, TUMYAacOBHM OOCTYN OO0 JOKYMEHTIB,
30KpeMa MOXJIUBICTb O3HAMOMJIEHHS 3 HHMMH, BUTOTOBJICHHS TanepoBHUX KoMiii
BIATNIOBIIHUX €JIGKTPOHHUX JOKYMEHTIB a00 y pa3i, KOoJH B yXBaji nepeadayeHo ix
BUJIYUEHHS (3OiMICHEHHs BHUIMKH), — CTBOPEHHS eJICKTPOHHUX [PUMIPHUKIB
BIJIMOBIIHUX €JICKTPOHHUX JIOKYMEHTIB;

3) Hamae JOMOMOry Y CKIaJeHHI OMHCY eJeKTPOHHUX [OKYMEHTIB, IO
BIJIY4alOThCsl  (BUIMKa  SKMX  3JiHCHIOETbCSA),  AKMI  3aJMINAETBCA B
oG aep)xaaMiHicTpauii.

[Ipo BUITyUEHHS €JIEKTPOHHUX JOKYMEHTIB CKJIaJa€Thcsl aKT (IPOTOKOJI) y BOX
NPUMIpHUKAX, TEPHIHA 3 SKUX 3alMIIacTbess B OOJAepKaaMiHICTpauil, a Apyrui
rnepeAacThCsl BiANOBigaIbHIN 0c00i, 3a3HaUeHill B yxBaJli.

VII. [lopsgnok NiAroToBKH eJ1eKTPOHHUX CIIPaB
10 nepeaaBaHHs AJs apXiBHOro 30epiraHHs

Excnepmusza yinnocmi 00Kymenmie

201. ExcnepTisa WLiHHOCTI JIOKYMEHTIB B eJIEKTPOHHIH (QOpMi NPOBOAUTECH
BIAMOBIAHO 10 3aKOHOJABCTBA y c(epi apXiBHOI CpaBH Ta JAIJIOBOACTBA 33 TUMHU X
MpaBuIaMy, TIPUHUUIIAMH Ta KPUTEPISAMH, 1110 | JOKYMEHTIB y rnaneposiit ¢opmi.

PosnopskeHHsIM rofloBU obiepxkaaMiHicTpallii (Haka3oM KepiBHUKA arnaparty)
BU3HAYAIOTHCS YITOBHOBAXKEHI 3aCBiUyBaui.

YHOBHOBaXEHNM 3aCBiAYyBayaM HaJacThesl [IPABO 3aCBiuyBaTH Ianeposi Komii
eJIEKTPOHHHUX JOKYMEHTIB, IPU3HaueHi 115 1X nojaibliol nepejadi Ha 30epiraHis B
apXxiBHHMIi Mifpo3ain anapary obiaepsxaaminictparii (ep:xaBHoro apxiBy o6nacri).

Jlo Takoro po3nopsakeHHs (Hakasy) 000B’s3KOBO [0JAlOThCS 3pa3KU MiANUCIB
BJIAaCHOPYY YCiX YMOBHOBaKEHHX 3aCBijuyBauiB Ta BiAOWTKIB MEYaTOK, CHELiallbHO
MpU3HAYEHHUX JUTs 3A41HCHEHHS 3aCBiAYEHHS JOKYMEHTIB.

PexoMeH1y€ThCSl BU3HAUATH YIIOBHOBAXKEHHX 3aCBiAYyBayiB i3 CKJIa1y NOCTIMHO
JIHOYNX €KCTIEPTHUX KOMICIH YCTaHOB.

3a3HayeHe pO3MOPS/KEHHS (HAKa3) BUAAETBCS Yy JBOX OpUTIHAIbHHUX
MPUMipHHKAX, OJMH 3 SKUX TepeaacThes 10 JlepkaBHOro apxiy oonacTi.

202. EkcriepTiza LiHHOCTI JOKyMEHTIB [POBOAUTBCA B €JIEKTPOHHIH (opmi,
KpiM JIOKYMEHTIB, BU3HAYEHUX ab3aliaMK APYTUM-I1"sITUM MyHKTY 2 wi€i [HCTpyKLL.

203.[Tix yac TNpoBeJeHHS €KCMIEPTM3M LIHHOCTI eNeKTPOHHUX JOKYyMEHTIB
3IiIiCHIOETbC BiaOip AOKyMeHTiB moctiiinoro Ta Tpusanoro (mowax 10 pokiB)
CTpOKiB 30epiraHHs IS HajaHHs [OCTYIy [paliBHUKaM [iJIOBOAHOI CIyXOH
(apxiBHOro miapo3ainy obnaepxkaamMiHicTpalii — NpaliBHUKY CIlyxGH AITOBOACTBA,
Bi/noBigaibHOMY 3a apxiBHe 36epiraHHs NOKyMEHTiB), OJIOKyBaHHs NpaBa IHLIMX
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MpauiBHUKIB 00J11epKaaAMiHicTpalii Ha peJaryBaHHsl peecTpauiiiHo-MOHITOPUHIOBOT
KapTKU JTOKYMEHTIB, sIKi MepeAaloThCsi Ha apXiBHEe 30epiraHHs, BWIYYEHHs MAJIA
3HUIIEHHS JOKYMEHTIB i €JeKTPOHHUX CIpaB 3a MHUHYJI POKH, CTPOKH 30epiraHHs
SKHUX 3aKIHYMIIUCS.

204.3a pesynabraTaMM €KCIEPTH3W UIHHOCTI €JEKTPOHHHUX JIOKYMEHTIB Y
CTPYKTYpHOMY Miapo3aiiai  obngepxaaMiHicTpanii 0co00l0, BiANOBiIaJBHOW 32
JIJIOBOCTBO y Migpo3aini, 40 31 rpyaHs HACTYNHOTO POKY B €JEKTPOHHIH (opmi
CKJIaJIal0ThCS: OINUCH €JIEKTPOHHUX CIpaB NocTiiiHoro, Tpusasoro (roxag 10 pokis)
CTPOKiB 30epiraHHs, a TaKoX TOTYHOTbCS MPOMO3MLIl A0 aKTa MpO BUIYYEHHsS s
3HUILEHHS JOKYMEHTIB, He BHeceHUX 10 HauioHansHOro apxiBHoro QoHay, 10 SKHX
BKJIFOUAIOTLCS €JIEKTPOHHI ClpaBy 3 JOKYMEHTaMH Yy NarnepoBiil Ta y pasi NpUAHATTS
BiTIOBIHOTO pillleHHS rOJI0BOIO 00JIAEpKAAMIHICTpaLlil B eIeKTPOHHIH Bopmax.

Onucy eJeKTPOHHUX CpaB CTPYKTYPHOO MiAPO3AITY i MPOMO3uLii 0 aKTa Mnpo
BUJTyYEHHs JUIA 3HUILEHHs JOKYMEHTIB Bi3yIHOThCS YKJIaJayeM OMHUCY, KEPIBHUKOM
cnyxOu  AiI0BOACTBA  OOJAepKaAMiHICTpalii Ta MiANUCYIOTbCS KEPIBHUKOM
CTPYKTYPHOTO MiAPO3ALTY.

205.Ha migcTaBi eeKTPOHHHUX OIMMCIB €JIEKTPOHHUX CIPaB CTPYKTYPHOTO
MiZpO3AiNy Ta MPOTO3UIiA 10 aKTa Mpo BHIy4YeHHs [UIs 3HHUIIEHHA JOKYMEHTIB
apxiBHUM Tiapo3ainoM obnaepxaaMiHicTpauii (MpaliBHUKOM Cy»OH IiJTOBOJCTBA,
BiJNOBINANILHUM 3a apXiBHe 30epiraHHsi JOKYMEHTIB) B €JIeKTPOHHiA ¢opmi micis
NPUHAHATTA [0 apXiBHOro Migpo3finy obnaepkaaMiHicTpalil — JOKYMEHTIB
CTPYKTYPHUX TiPO3/iJIiB CKIaJaloThesl €JIEKTPOHHI ONMUCH €JIEKTPOHHHX CIIpaB
rnocTiiiHoro, Tpusanoro (moHax 10 pokiB) cTpokiB 30epiraHHs (10oaaToK 8) Ta aKT B
eJIeKTPOHHINM (opMi NMpo BUIIYYEHHS AJIsl 3HUIIEHHS AOKYMEHTIB, HE BHECEHHMX [0
HamnionansHoro apxiBHoro GpoHay (104aTok 9).

206. Ha migcraBi cKjageHuX B €JEKTPOHHINM (GopMi omnMciB CnpaB Ta akTa Ipo
BUIyYeHHS  AJs  3HMIIEHHS JOKyMeHTiB  oOijepxaaMiHicTpauii — cucrema
eJIEKTPOHHOrO JIOKYMEHTOO6Iry o6saepxaaMiHicTpallil aBTOMaTH4HO 3AiHCHIOE iX
Bizyanmizawito 3a (opMOIO, BH3Ha4eHOW IHCTpYKLi€lo 3 JiNOBOACTBA, sKa y pasi
HeoOXigHOCTI MOXKe OyTH pO3ApyKOBaHa.

[Ipolieaypa 3HUIIEHHS €leKTPOHHUX AOKYMEHTIB 31ifiCHIOETbCA nuile y pasi
NPUHHATTS TOJIOBOKO 06/ AepXKaAMiHICTpalil BiiNMOBIAHOTO PILIEHHs Ta BU3HAYAETHCA
[HCTpyKLi€HO 3 AloBOACTBa 06 1ep)KaAMiHICTpaLlil.

AKT TIpO BWIy4eHHs il 3HMILIEHHs JOKyMEHTiB obniepaamiHicTpauii, mo
36epiraloThCsl B €JEKTPOHHIN (OpMi, CTBOPIOETHCS JIULIE B €JEKTPOHHIMA dopmi.

Homep Ta jata aKkTa Tpo BHWIyYeHHs JUIA 3HULIEHHS IOKYMCHTIB
obsiaepkaaMiHicTpauii MPUCBOIOIOTECS CUCTEMOIO €JIEKTPOHHOTO JOKYMEHTO0O00Iry
oGmnaepkaaAMiHicTpaLii micyis Horo 3aTBEPUKECHHSA B €IGKTPOHHIA GopMi.

207. Y pasi komu juis TOKYMEHTa 3a pe3y/lbTaTaMH [POBEACHOI EKCNEepTU3H
[IHHOCTi BM3HAYEHO IOCTIHHUHA cTpoK 30epiraHHs, YHOBHOBOXEHUM 3acCBIAYYBaveM
BUTOTOBJISIETLCA TIANIepOBa KOIIisl TAKOTO JOKYMEHTa, AKY BiH 3aCBIIUYYE.
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3acBigueHa Komisi MOBMHHA MICTHUTH IIepeslik BHU3HAuYeHUX IHCTpyKui€ro 3
J1IJIOBO/ICTBA PEKBI3UTIB, HAHECEHUX 3a nonomororo QR-kony.

3a3HaueHi 3acBigueHi naneposi Kormil eJeKTPOHHUX JOKYMEHTIB QOPMYIOThCS Y
CIIpaBH, sIKi MepeJaloThes A0 apXiBHOTO MiApO3Ainy anmapary obnaep:kaaMiHiCTpauii
(dep:xaBHOro apxiBy 00J1acTi) y MOPAAKY, BU3HaUeHOMY [HCTpYKII€IO 3 AIT0OBOACTBA,
JUIs OCTiHOrO 30€epiraHHs.

CTBOpEHHs IHIUMX [anepoBUX MPHUMIPHUKIB €JIEKTPOHHUX JOKYMEHTIB He
BUMAara€eTbesl.

208. MetoauuHa J0MOMOra y CKJIaJeHHI OMUCIB €NEKTPOHHMX CIIpaB HAa€ThCs
JepKaBHUM apXiBoM 00jacTi Ta apXiBHHUM MiApo3dioM obaep:kaaMiHicTpauii
(NpaliBHUKOM CIIy)KOM JITOBOACTBA, BIiAMOBiZaNBHMM 3a apXiBHe 30epiraHHs
JOKYMEHTIB).

Ogopmnenns ereKmpoHHUX CRPAG

209. 3a pe3ynbTaTaMK TPOBEAEHOT €KCIIEPTU3H LIHHOCTI BifliOpaHi eNeKTPOHHI
cnpaByu NocTiiHoro i Tpusaioro (moHaa 10 pokiB) cTpokis 30epiranns notpedyOTh
CTBOPEHHs TaIepOBOro NPUMIpPHHMKA €JIEKTPOHHOI CHPaBH, 3aCBiJYEHOro 3riAHO 3
[HcTpyKLi€eto 3 AiloBoACTBA 0O AepKAAMIHICTpALLI.

I[TanepoBi NPUMIpHUKH €JIEKTPOHHOT CIIPaBH MOCTIHHOIO Ta TPUBAJIOTrO (IIOHAK
10 pokiB) CTpOKiB 30epiraHHsi CTBOPIOIOTH MpaLiBHUKH CIy:kOM AiNOBOACTBA, SIKi
dbopMyBany BiAMOBIAHI eNEKTPOHHI cripaBu. Y pa3si peopranizauii 4u JikBigauit
cy’k61 J1iOBOJICTBA 3a3HA4Y€Hi MPUMIPHUKK CTBOPIOIOTH BiANOBiJaNbHI 0cO0M iX
MPaBOHACTYIHHUKIB.

V pasi nikBigauii cnyx6u ninoBoAcTBa 0e€3 BH3HAYCHHs IMPABOHACTYITHUKA
eKCrepTH3a LIiHHOCTI Ta CTBOPEHHs 3a3HAYEHWX MPUMIPHUKIB 3OIACHIOETBCS Y
npoueci MiKBifaLii cTPyKTypHOTO MiAPO3ALLY MiJ Yac NiArOTOBKM CpaB MiApO3aLTy
VIS TIepefaBaHHA [0 apXiBHOTO MiApo3aily oGnaep:aaMiHicTpauil (IpauiBHUKY
cnyx6M AiNOBOACTBA, BiANMOBiZanbHOMY 3a apXiBHe 30epiraHHs JOKYMEHTIB). VY
TAKOMY BMIIQJKy JOKYMEHTH THM4YacoBOro 30epiraHHs 3HHUIIYIOTBCH AOCTPOKOBO,
0Jpa3sy Micsl eKCTePTU3U LIHHOCTI.

210. [TigrotToBka J0 IepeJaBaHHs Ha apxXiBHe 30epiraHHs mnanepoBHUX
MPUMIPHUKIB €JIeKTPOHHUX crpaB CTPYKTYPHHUMH nigpo3AiIaMy
obaaepskaaMiHicTpawii 3aiHCHIOETBCS BIANOBIAHO 40 IHCTpYKUil 3 AITOBOACTBA.

211.JIns MiArOTOBKM €JNEKTPOHHOI CIpaBM Ui IepeflaBaHHs Ha apXiBHe
30epiraHHs B aBTOMaTH30BaHOMY PEXMMI O(QOPMITIOEThCS €JIEKTPOHHA iHpopmaliiiHa
KapTKa apXiBHOT cripaBu (0OKJIaJiHKa CIIPaBH), KA MICTUTb TakKi BIJJOMOCTI:

HallMeHYBaHHs CTPYKTYPHOTO MiPO3ALIY;

IHJIEKC €JIEKTPOHHOI CIpaBH;

HOMEp TOMY €JISKTPOHHO] CIIPaBH;

3aroJIOBOK €JIEKTPOHHOT CIIpaBH (TOMY, YaCTUHH);

KIJIBKICTh €/1eKTPOHHMX JOKYMEHTIB;

nepioa popMyBaHHs CripaBH;
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CTPOK 30€epiraHHs CIIpaBH;

eJIeKTPOHHHIH OMUC AOKYMEHTIB CTIpaBy (BHYTPILIHil);

BiMITKY Npo npuiiMaHHs-NepeaBaHHs eJIEKTPOHHOI CNpaBH A0 apxiBHOIO
migposniny  obnzepxanMiHicTpauil  (MpatiBHUKY cnyx06u  JUIOBOJCTBA,
BiAMOBiANBHOMY 3a apXiBHe 30epiraHHs JOKYMEHTIB).

212. CTBOpeHHS OOKJIaJMHKU CMPABH 3aBEPLIYETbCS Bi3yBAaHHAM NpaLiBHUKOM
JI0BOAHOT CIIYXKOHU Ta MiAMUCAHHAM KePIBHAKOM JIiNOBOAHOT iy KOH.

213. dopma OoOKNaAMHKK CIpaBU Ta Bilyanizauis il BiIOMOCTEH BU3HAYAETHCS
[HcTpyKLiclo 3 AinoBoacTBa obnaepKaaMiHicTpauii 3 ypaxyBaHHAM apXiBHUX
npaBuJl.

ITepedasanna e1eKMpOHHUX CRPAG HA apXieHe 30epicaHHA
(00 apxienozo nioposdiny oondepcadminicmpayii (RpauieHuKy cayxHcou
0i10600cmea, 6i0n08idaIbHOMY 3a apxieHe 30epicaHNA 0OKYMeHmI6)

214. TlepenaBaHHs eNeKTPOHHUX CIpaB Ha apXiBHe 30epiraHHs mnondrae y
HaJaHHI JOCTYMY 10 HUX MpaliBHUKaM Ci1yOH JiTOBOACTBA Ta OOMEKEHHA JOCTYITY
(IdlIe [paBoM Meperisly) A0 eNeKTPOHHMX CNpaB iHIIMM  [paliBHAKaM
obnnepKaaMiHiCTpalil.

215. INepeaaBaHHs eJeKTPOHHUX CIIPaB Ha apXiBHe 30epiraHHs 341MCHIOETbCA 3a
rpadikoM, NOTroUKEHMM 3 KEPIBHAKAMH CTPYKTYPHMX MiAPO3AUIB i 3aTBEPIKEHUM
KepiBHHKOM amapaty obiaepiaamidicTpauii abo #ioro 3acTyNHHKOM, ajle He paHile
JIBOX POKIB 3 JIaTW 3aBEPLIEHHS e/IEKTPOHHUX CTIPaB B AiNOBOJACTBI.

HamaHHs f0oCTyny IpaliBHUKY AUTOBOAHOT ciyk0a, BiAINOBiJaIbHOMY 3a
apxiBHe 30epiraHHs, 3/ificHIOETbCS 3rigHO i3 3a3HayeHuM rpadikom y
ABTOMATH30BAaHOMY PeXHUMi CIIy00r0 iHGOpMaL[ifHUX TEXHOJOTIH.

216. EnekTpoHHi cripaBu nocTiiiHoro Ta Tpusagoro (moHax 10 pokis) cTPokiB
30epiraHHs IepefaloThCsl Ha apxiBHe 30epiraHHs 3a eNeKTPOHHHMHM ONMUcamu B
eNIEKTPOHHI Gopmi.

217. Tig yac npuilMaHHs eJeKTPOHHKX CIPaB Ha apXiBHe 30epiraHHs apXiBHUM
migpo3dinom  obnmepkaaMiHicTpauil NpOBOAMTBCA — TEpeBipKa  eNEKTPOHHMX
JIOKYMEHTIB KOKHOT CIIpaBM Ha HasBHICTH KBaJli(iKOBAHHUX €JIEKTPOHHMX MiANUCIB,
KBasli(hiKOBaHMX €JIEKTPOHHMX TMO3HAYOK Yacy Ta LIJIICHICTh [aHMX. [TepeBipka
3HCHIOETHCS. B aBTOMATH30BaHOMY DPEXMMi 3a BHYTPILIHIM ONMHMCOM €JIEKTPOHHOI
cnpapu. ITicas BHeceHHs MpaliBHUKOM CIyKOM JIJIOBOACTBA 10 peecTparliiiHo-
MOHITOPHHTOBOT KapTKH eJIeKTPOHHOT CIIPaBU BIAMITKH PO MIPUAHSTTS EIEKTPOHHOL
cpaBd Ha apxiBHe 30epiraHHs CHUCTEMOIO €JIEKTPOHHOTO JIOKYMEHTOO00iry
obamepXKaAMiHicTpalii ~ aBTOMaTHYHO  OOMEKYEThCA  IHIINM npaiiBHUKaM
06ﬂ[[ep>KaﬂMlHlCTpaLlll npaBo AOCTYIY J0 IMX CJICKTPOHHUX CIipaB.

Slkwo  nin uac npuiiMaHHA-NEpesIaBaHHs  CJICKTPOHHUX  CNpaB HpaulBHHK
NisoBOAHOT CyX6H, BiAMoBimanbHHI 3a apXiBHe 30epiraHHs, BUSBHB HeJIOJTiKH,

LIRAE
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NpaUiBHUK CTPYKTYPHOTO MiAPO3]idy MOBHHEH BXHUTH 3aXOAW JUIs YCYHEHHs Takux
HE10JTIKIB.
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Jonatoxk 1

10 IHCTpyKUIT 3 TOKYMEHTYBaHHS
ynpaeJiHCbKOI iHQopMaLlii B
€JICKTPOHHIH dopmi Ta oprasizauii
poOOTH 3 €JIEKTPOHHUMHU JOKYMEHTaMU
B 1inoBoacTBi KipoBorpaacekoi
o6J1acHOT ep)KaBHOT aAMiHiCTpaLil,
eJIEKTPOHHOT'O MiXKBiJOMYOI0 OOMiHY

(mynKT 37)
MNIICYMKOBI JAHI
00J1iKy 00cSIry 10KyMeHT000iry
3a nepiogs __ . . p.no__. . p.
JIOKyMeHTH KUIbKICTh TOKYMEHTIB
yYCbOIo 3 HUX
B €JIEKTPOHHIH y nanepoBiit popmi
dopmi JIOKYMEHTIB CTOPIHOK
BxiaHi
BuxigHi
BHyTpimiHi
Ycboro
KepiBHuk cayx6u ginosoacrsa Buaacue im'st IIPI3BUIIE
Jlata redepauii: . . p.

27167

I
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JonaTtok 2

10 IHcTpyKill 3 JOKYMEHTYBaHH
yIpaBjiiHCbKOT iHpopmalii B
eJIeKTPOHHIi (opMi Ta opraHizauil
poGOTH 3 €JIEKTPOHHUMHU I0OKYMEHTaMU
B AinoBoacTsi KipoBorpaacexoi
o6nacHoI AepkaBHOT agMiHiCTpaLlii,
eIeKTPOHHOTO MiXBiIOMUYOr0 0OMiHY
(myHKT 79)

KIPOBOTPA/ICbKA OBAACHA JEPKABHA AJAMIHICTPALIA

nn. Mepois Maiigany, 1, m.Kponusruubknii-06, 25008, Ten. 24-17-25,
E-mail: public@kr-admin.gov.ua, caiiT:kr-admin.gov.ua, Kog 3rigHo 3 €JPNOY 00022543

Ne

Ha Ne Bia

8621 0“27167Hl
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KIPOBOI'PA/ICbKA
OBAACHA JAEPIKABHA
AIMIHICTPALIA

nn. Fepois MaitgaHy, 1, M.KponusHuLpknir-08, 25006,

Ten. 24-17-25, e-mail: public@kr-admin.gov.ua,
ca#iT kr-admin.gov.ua,
koA 3rigHo 3 €PMOY 00022543

KIPOBOTI'PAJICbKA
OBAACHA PAJA

nn. Mepois MaaaHy, 1, M.KponueHuLekuit-06, 25006,
Ten. 24-16-39, e-mail: oblrada@shtorm.com,
canT.oblrada.kr.ua,
ko4 3rigHo 3 €QPMNOY 22223982

Ne

Ha Ne Bia

86210

2716
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KIPOBOI'PAJCbKA
OBAACHA PAJA

nn. Fepois MaiaaHy, 1, M.KponueHyubkui-08, 25006,

Ten. 24-16-39, e-mail: oblrada@shtorm.com,
canT.oblrada.kr.ua,
KoA 3rigHo 3 €PNOY 22223982

KIPOBOTPA/ICbKA
OBAACHA JEPKABHA
AJIMIHICTPALIA

nn. Mepois ManaaHy, 1, M.KponusHuLpKkuiA-08, 25006,
Ten. 24-17-25, e-mail: public@kr-admin.gov.ua,
cavT.kr-admin.gov.ua,
koa srigHe 3 €APMNOY 00022543

Ne

Ha Ne Big

i
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KIPOBOI'PAJICbKA
OBAACHA JEPKABHA
AAMIHICTPALIA

nn. Mepois Maitaany, 1, m.KponueHuLpknin-06, 25006,

Ten. 24-17-25, e-mail: public@kr-admin.gov.ua,
cauT kr-admin.gov.ua,
koA riaHo 3 €APMOY 00022543

Jlopatoxk 3

10 IHCTpyKLIT 3 JOKYMEHTYBaHHS
ynpaBJiiHCbKOT iHdopMaLii B
eJIeKTPOHHI (popMi Ta opranizauil
poGOTH 3 €71EKTPOHHUMHU JI0KYMEHTaMHU
B ainoBoscTBi KipoBorpaacekol
o6nacHOT AepXaBHOT aMiHicTpaLlil,
eJIeKTPOHHOT0 MiXKBiZOMYOr0 0OMiHY
(myHKT 79)

KIROVOHRAD REGIONAL
STATE ADMINISTRATION

1,Heroiv Maidanu Square, Kropyvnytskyi-08, 25006,
tel. 24-16-39, e-mail: oblrada@shtorm.com,
site:oblrada.kr.ua,

EDRPOU code 00022543

Ne

Ha Ne Bif

JURUARTE



JlosaTtok 4

1o [HcTpyKuUli 3 1OKYMEHTYBaHHA
ynpasiliHCbKOT iHpopMaLlii B
e/IeKTPOHHIHN (popMi Ta opraHizauil
pOGOTH 3 eJEeKTPOHHUMHM JOKYMEHTaMH
B ninosoactei KipoBorpaiacokol
06s1acHOT JAepXkKaBHOI aAMiHicTpauii,
e7IeKTPOHHOI0 Mi3KBiIOMYOr0 0OMIHY
(mynkTH 79, 159)

POIIIOPAAMKREHHA
FOAOBH KIPOBOTPAJZICbKOI OBAACHOI JEPIKABHOI AZIMIHICTPALII

Big" " 2021 poxy Ne

M.KponmMBHHLIbKUH

30””86210 27167 02056
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HAKA3
KEPIBHHUKA AIIAPATY )
KIPOBOTI'PAJCbKOI OBAACHOI JEPHKABHOI AZMIHICTPALII

Big" " 2021 poky Ne

I[IpoioBXKEHHS L0AaTKa 4

M.KponuBHHULIbKHH

JUREIEL T



3

PO3IOPAAMEHHA

F'OAOBH KIPOBOTPAACHKOI OBAACHOI ngzKABHQ:i AJMIHICTPAULII
ra TOAOBH KIPOBOTPAJICBKOI OBAACHOI PAZIU

[TponoBxeHHs gojarka 4

Big" " 2021 poky Ne

M. KponTuBHULILKHH

30"“86210 27167 02058
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PO3IMNOPANAKEHHA

TOAOBU KlPOBOl:PAACbKO'I' “OBJ\ACHO'I' PAJIV )
ra TOAOBHU KIPOBOT'PAJACHKOI OBAACHOI JEPHABHOI AIMIHICTPAUII

[TpooBXEHHS AoAaTKa 4

Big" " 2021 poky Ne

M. KponHBHHLUBKUH

30"|Lsz10H27157HN 02059



[MpomomxeHHs gojaTKa 4

PIIHNEHHA

ko.erii KipoBorpaacbkoi 00aacHOT epiKaBHOT aaMiHicTpawii

pig" " 2021 poky Ne

M. KpOIMUBHHLILKHI
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[TposoBxeHHs 1onaTKa 4

TOAOBA

Kipororpazacnkoi o6aacHoi aepkaBHOl
aamiHicTpaLil

JOPYUEHHA

30H||86210|l27167ll” 02061
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KIPOBOI'PAJICBhKA OBJIACHA JEPXKABHA AAMIHICTPALIS

[TponoBxkeHHs Aoaarka 4

IMMPOTOKOJ
3aCi1aHHA.....

27
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o
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Jiojgatok 5

10 IHCcTpyKIT 3 JOKYMEHTYBaHHS
yrpasiiHcbkoi iHpopmauii B
eJIeKTPOHHIl (opMi Ta opranizauil
poGOTH 3 EEKTPOHHUMH JOKYMEHTaMU
B ainosoacTBi KipoBorpaacbkol
obnacHoOT AepiKaBHOT aqMiHiCTpaILli,
eJIeKTPOHHOTO MKBIZOMUYOr0 OOMIHY
(myHKT 99)

KYPHAJ
peecTpauii BiapsiliKeHb

[pizBumie
Ta BJIACHE
iM'ss ocodu,
110 BiApsa-
KAETHCSA

Ilocana

Micue
BIApAI-
KEHHS

Hata i Jarta Jlata | Ilpi3Buine
HoMep |BimOyTTs | mpubyT- | Ta BacHe
Hakasy T |iM's ocobu,
(posno- 110

paa- 3aMilLye
YKEHHS )

|

020

6

3




JlosaTok 6

10 THCTpyKUIT 3 JOKYMEHTYBaHHS
ynpasiiiHcbkol iHdopmallii B
e/eKTPOHHIH (opMi Ta oprasizauii
po0OTH 3 eJEKTPOHHUMH JOKYMEHTaMU
B AinosoacTBi KipoBorpaachkoi
o61acHOT JepKaBHOT aaAMiHicTpalii,
eIeKTPOHHOTO MIXKBiIOMYOro 0OMiHy
(nynkT 182,188)

IMPUMIPHA ®OPMA
eJIeKTPOHHOT TA6IULI HOMEHK/IATYPH CNPaB CTPYKTYPHOTO MiAPO3AiTy

[Migpozain: Binain yripaBiiHHS epcoOHAIOM

Pozpain: CekTop 3 ITUTaHb Haroposa

Pik: 2021

[Tporokon EK: Bin . 20 Ne

[Haekc cnipaBH 3aroJioBOK KinekicTb Ctpok Poboui
CTpaBH cripaB (TOMIB) 30epiraHHs MO3HAYKU

[lizcymKOBUi 3amuc
Pazom  TlepexiaHi EIIK
Ycboro cnpas
3 HUX
KiJIBKICTB CIIpaB MOCTiMHOro 30epiranHs
KINBKICTB CIIpaB TPUBAJIOrO 30epiraHus
KiJIBKICTB CIIpaB THMYacoBOro 30epiranus

KganigikoBaHi eJeKTpOHHI mianucu™
(keanighixoeana enekmpoHHa

(nocada) NO3HAYKA HAcy) (cmamyc)
[CosloBHMIA crienjaticT 17:36 02.01.2021 NiATBEPIKEHO
[1pailiBHUK 3arajbHOro 13:47 03.01.2021 MiATBEPAKEHO

BiJ/1Ty, BiAMOBIAAJIBHUI 32

apxiBHe 30epiranHs

HayanpHuk Bigaiay 11:21 05.01.2021 MiATBEPIKEHO
yIpaBJliHHA [IEPCOHATIOM

* BumaraioTbesi KBamiikoBaHi eNeKTPOHHI Mianuck oco0M, BiArOBiAanbHOI 32 JIOBOACTBO Y
MiApO3Aini  yKnajaHHs, koo chopMoBaHo Tabnmiio (CKiIaneHo HOMEHKJIATYpy), KepiBHHKA
MiAPO3AiNy yKJIaJaHHs Ta BiANOBIAANBHOTO (YTOBHOBaXXEHOT0) NpauliBHUKa C1yxOK AiNOBOACTBA.
TMiaTBepAXKEHHS Ta PEKBI3UTH NOCaA0BOI 0c00K — Nianucysaya Bi3yani3yloThCsl CUCTEMOIO MiaL Hac
riepeBipKy BiANOBIAHOTO KBalihiKOBAHOTO €IEKTPOHHOTO MiaAnuey.

30””86210 27167 02064
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Jonatok 7

10 [HcTpyKUIT 3 TOKYMEHTYBaHHS
yrpasiiHcekoi iHpopmaLii B
eNeKTPOHHiH (opMi Ta opranizauii
pOOOTH 3 €JIEKTPOHHUMHU JIOKYMEHTaMHU
B finosoactsi KipoBorpaacexoi
o6nacHol AepkaBHOT agMiHiCTpaLii,
eIEKTPOHHOTO MIXBiOMUYOTr0 0OMiHY
(myHkT 184)

INPUMIPHA ®OPMA

eJIeKTpOHHOT Tab/inLi 3BeJeH0l HOMEHKJIATYPH clIpaB obagepxaamiHicTpamii
YcTaHoBa: Kiposorpaacbkka obaepxaaminicTpallis
Pik: 20
[Tpotoxon EK: Bimg . 20 Ne
ITporokon EIMK:  Big . .20 Ne
Pozain: 3aranbHUI BiAIN anapary obnaepxaaMiHicTpauii™

Po3nin [Haekc 3aronoBok | KinbkicTs Ctpok Po6oui
crpaBHy cripaBu cripaB 30epiraHHs | [O3HAYKH
(TOMIB)

ITincyMKOBHIi 3anUC
Pazom [lepexinni EIIK
Yceporo cripas
3 HUX
KiZIBKICTB CIIpaB MOCTiiHOr0 30epiraHus
KiJIbKICTB CripaB TpUBaIoro 30epiraHus
KiZIBKICTh CrIpaB THMUYACOBOTO 30epiraHHs

KsanihikoBaHi enexTpoHHi nianucu**

(keanigixosana
(nocaoa) e1eKMpPOHHA NO3HAYKA (cmamyc)
yacy)

["onoBHMI cieuiasicT 13:47 06.01.2021 NiJTBEP/LKEHO
[TpalliBHUK 3arajJbHOro Biaity, 13:47 06.01.2021 NiATBEPAKEHO
BiANOBijanbHuUil 32 apxiBHE 30epiraHHs

HauayipHUK 3arajbHOro BiATy 11:21 09.01.2021 NiATBEPKEHO
KepiBHuk anapary 17:36 22.01.2021 MiATBEPIKEHO
obnaepxaaMiHicTpanil

* [ncTpymeHT (ikcoBaHOro BifdOpy JaHMX 3BEICHOT HOMEHKJATYpu crpaB Ans IOTOYHOIO
BinOGpaskeHHs (BapianTu BiAGOPY: BCi MiAPO3AiNK, 3aranbHUA BiAALN, IOPUANYHUA BiJLALT).

** BymaratoTbcs  KBanidikoBaHi eNEKTPOHHI MiAMMCH  BiAMOBIAATBLHOTO (YNoBHOBaXEHOT0)
npauiBHuka cayxOu 1i10BOACTBA, SKMM CHOPMOBAHO Tabnuuio (CKJIaACHO HOMEHKIATypy),
HAYaNbHMKA 3arafbHOTO BIAALTY, KepiBHMKa anapaTy. ITiITBEpKEHHs Ta PEKBI3UTH M0Cal0BOT
0cOBM — MmiamMcyBaua  Bi3yali3ylOTbCSl —CHCTEMOIO Ml 4ac  NepeBipku Bi/IMOBIAHOTO
KBa1i(hiKOBAHOTO eJIeKTPOHHOTO TiAIUCY.

JUHRRT
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HonaTtok 8

no [HeTpykuil 3 JOKyMEHTYBaHHs
ynpaBiHChKoi iHopmalii B
eJIEKTPOHHIN (opMi Ta opranizauii
poOOTH 3 eIEKTPOHHUMH JOKyMEHTaMU
B 1inoBoacTBi KipoBorpaacekoi
obnacHoT AepxaBHOI aAMiHicTpaLi,
eJEKTPOHHOTO MIXKBiZIOMYOro 0OMiHy
(myHkT 205)

IMPUMIPHA ®OPMA
JJ1S1 BHECEHHSI IAHUX OIUCY CIIPaB B €JJeKTPOHHY Ta0JIHII0
CHCTEMU eJIEKTPOHHOI0 JOKYMEHT000iry

YcTaHoBa: Kiposorpaacbka obnaepxaaMinicTpanis

[Migpozain: Bigain ynpasiiiHHS EPCOHAIOM

Pik: 2020

[Tpotokoun EK: Big . 20 Ne ¥

[Tporokon EITK: Bim . 20 No  **
Ingexc | 3arosioBok Hata Hara Kinekictsb Ctpok Poboui
CIIpaBu CTpaBH MouaTKy |3aKiHYeHHs | CTOpPiHOK | 30epiraHHs | MO3HAYKH

(Tomy)

V ueit onuc BKIOYeHo _ crpas 3 Ne no Ne

[IponyieHo cnipaBu No i

Ilepenano 3a ornucom crpaB

KBanidikoBaHi eJieKTpOHHI miamucu™***
(keanighixoeara enekmponHa

(nocada) NO3HAYKA YACY) (cmamyc)
["onoBHu# criewianict 200 MATBEPIKEHO
KepiBHUK migpo3ainy ykinagaHHA™* .20 MiATBEPIXKEHO
[TpauiBHUK 3arajbHOrO BIIALITY .20 MiATBEPUKEHO
HauanbHUK 3arajibHOrO Biagimy ** .20 HiATBEP/KEHO

* Jlns onucy cnpas NiApo3Ainy.

** JInst 3B€/IEHOTO ONUCY CNpPaB YCTAHOBMU.

*%% JI1q 3BeJIEHOTO OMUCY CIIPAB OBIIEPKAAMIHICTPaLLii BUMAraloThest KBanidikopaHi eneKTpoHHi
MiANMCH BiAMOBIZAANBHOTO (yNOBHOBAXKEHOr0) NpaUiBHUKA 3aralbHOr0 BiAUITY, SKUM chopMOBaHO
TaGILIO (CKIaAeHO OMUC), Haua/lbHUKA 3arajbHOTO BifliNy, KepiBHMKa anapaty. Jlna onucy crpas
MiApo3dify BMMararoThesl KBali(ikoBaHi €NEKTPOHHI  MiANMCH ocobu, BiAMOBiIANbHOI 34
AiJIOBOACTBO y MiAAPO3Aisi yKaAaAaHHs, KO chopmoBaHO TabinuIo (CKNANEHO OIHuc), MpauiBHUKA
3arajbHOrO Bi/1iNly Ta KepiBHMKA TMiApo3iny yknajaanns. [linTBepLkeHHs Ta PEKBI3UTU NMOCaA0BOT
0co6M — MianMcyBaua  Bi3yanizylOTbes CHCTEMOIO  Mifl  4ac  MEpEeBipKH Bi/IMOBIAHOIO
KBasi(hikOBAHOrO eNEKTPOHHOrO MiANUCY.
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Jojatok 9

70 [HCTPYKUIT 3 JOKYMEHTYBAHHA
VIIPABJIHCHKOT iH(pOpMAILii B €IeKTPOHHIH
dopmi Ta oprasizaiuii pobotu 3
eJIEKTPOHHUMH JIOKYMEHTaMU B
ninosozacTsi KipoBorpaacbkoi odsnacHol
JepXaBHOI aJMiHiCTpalil, eIEKTPOHHOTO
MiXBizoMUOro 0OMiHY

(nynkt 205)

IIPUMIPHA ®OPMA
AJ1sI BHECEHHS AAHNX aKTa NP0 BHJIYYEeHHs 151 3SHUIIEHHS] JOKYMEHTIB
B eJIEKTPOHHY TalJIMLII0 CHCTEMH eJ1eKTPOHHOT0 JOKYMEHT000iry

AKT
Npo BUJy4eHHs 1151 3HULIEeHHsl JOKYMEHTIB

Homep axra:
Hara axra: .20
Ycranosa: Kiposorpazcpka obagepxaaMinicTpanis
Higpoznin: Biin yrnpapiiHHs IEPCOHATIOM
[Tincrasa:
nporoxoin EK: Bix . 20 Ne

[HaeKC 3aroy0BOK [ara Jlara KinbkicThb Ctpok Po6oui

CIIpaBH crpasu NovyaTKy | 3aKIHYE€HHs CIpaB 30epiranHHs | 1O3HAYKH

(TOMY) (TOMiB)

Pazom 110 3HM1IEHH ___chnpag3a20__ -20  poku
KipKicTh JOKYMEHTIB _ (cnoBamHu)
[IpuiimanbHO-31aBabHa HAKJIAHA! Ne — Big . .20 *
MeTo/ 3HULLICHHS BU1aJICHHs 3 0a3y JaHUX

KBasidikoBaHi eJIeKTpOHHI DiANKCH
(keanighikosana eeKmpOoHHA

(nocaoa) nosnauka vacy) (cmamyc)
[onoBuuit ciewianict™* 2000 HiATBEPAKEHO
[onoBuuit cneniapict*** 2000 MiATBEP/IKEHO
KepiBHuK Nigpo3ainy yKiIaJaHHs .20 IATBEPIKEHO
KepiBHuk ciyx0u a110BOACTBA 200 HiATBEPKEHO
KepiBHuk anapary™*** 20 NiATBEPIXKEHO
["os10BHME crienianicT* ¥ *** : . .20 THATBEPIKEHO

* HeoOoB'a3k0BE noue.

** Ocoba BiAMOBIiAANbHA 3a AINOBOACTBO y MiAPO3ALNI yKIaaHHs:, KO cHopMOBaHO TabJIHMLIO (CKIaACHO
aKT).

**% [JocanoBa ocoba, AKa MPOBO/NIA €KCIIEPTH3Y LIIHHOCTI.

**%% KepiBHUMK anapary.

*xxk% OcoGa Biaainy iHGOpMAUiHHIX CUCTEM | TEXHOMONIH, AKa 3HUILMAA (Y Pa3i HAsBHOCTI KBanigikoBaHoO-
ro eNeKTPOHHOro MiAnucy).

271
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TJIABA il

IHCTPYKUIA
3 1iJIOBOACTBA B 00JIaCHii Jep:KaBHiA aaMiHicTpauii

I. 3arajibHi M0JIOKEHHS

I. Lz IHcTpyKLis 3 AinoBojcTBa B obnacHiil gepkaBHif aaminicTpaii (mami —
IHcTpyKUis 3 AinoBoacTBa obJsAepXaAMiHICTpalii) BCTAHOBIIIOE BHMOIW LIOIO
JOKYMEHTYBaHHs YIPaBJiHCHKOT iH(opMaLil Ta opratizauii poOoTH 3 JOKyMEHTaMH,
cTBOpeHHMM y Taneposiii ¢opmi KipoBorpaacbkoro 00aCHOIO  AepXKaBHOMO
aaMiHicTpaniero (mani — oGnaepxaaMiHicTpalisi), MIANPUEMCTBAMU, YCTaHOBaMH,
opraHizauismMu, 1o HajexaTb 40 cdepu ynpasiiHHa obnaepxaaminicTpauil (zani -
YCTAHOBH).

[TonoskeHHs: wuiei IHCTPYKLIT 3acTOCOBYHOTBCS JiMIle Yy pasi  HAagBHOCTI
BU3HAYEHUX 3aKOHOM abo axtoM KaGinery MinicTpiB YkpaiHu miacTas, sKi
BU3HAIOTbCS ~ OOIPYHTOBAHMMHM Ui CTBOPEHHs  Ta/abo  OIpallloBaHHA
06naepXKaaAMiHICTpalli€ro TOKYMEHTIB y Mmarneposiii popmi.

2. Tlopsaok 3fiificHEHHs [iJIOBOACTBA CTOCOBHO JOKYMEHTIB, LIO MIiCTATH
iHbopMallito 3 0OMEXEeHUM JOCTYIOM, 3a 3BEPHEHHAMU TIPOMAJsH, 3anMTaMd Ha
iHopMallito BU3HAYAETHCSI OKPEMUMH HOPMAaTHBHO-IIPABOBUMH aKTaMH Ta HE MOXE
perymoBaTHcs Li€to [HCTpyKLUi€er.

OCHOBHi  MOBHOBAXEHHS CTPYKTYpPHHX TiApO3AiniB 3  ALIOBOACTBA B
obnaepxaaminicTpauil 3AiMCHIOIOTBCS B €ICKTPOHHIH (opmi, 3 €IEKTPOHHUMHU
HOocisMM  iHpopmanii Ta BH3HAYarOTbCs IHCTPYKLIEHO 3 JAOKYMEHTYBaHHS
yrpaBiliHcekoi iHdopmalii B eneKTpoHHiH ¢opmi Ta oprasizauii po6oTH 3
eNIeKTPOHHUMHU J0KyMeHTamu B JioBoacTsi KipoBorpaachkoi o6aacHoi epxaBHOL
aAMiHICTpauil, eJeKTPOHHOTO  MDKBiIOMYOro OOMIHY, 3aTBEpP/UKCHOIO LM
PO3MOPSAIKEHHAM TOJI0BM 00JIepKaaMiHicTpauil (aani — IncTpyxuis 3 1iM0BOACTBA B
CJIEKTPOHHI I PopMi).

3. He nomycKaeTbCs OJHOYACHE NPOXOUKEHHs OJHOMO 1 TOro X JOKYMEHTa B
eJIEKTPOHHIH Ta nanepoBiit popmi.

4. BianosimanbHicTb 3a Opraizauiro AiNoBojAcTBa B o6iaepsKaaMiHiCTpauil
HECYTb 11 KEpIBHUKHU.

5.3a MiAroToBJIEHMUH MPOEKT JOKYMEHTA Bi/lIIOBIAAILHUM € HOTO aBTOP.

6. Opranizauis aAiloBoAcTBa B Oo6naepXaaMiHicTpauii MOK/IAIacTbCs  HA
3araJbHUI BiIi anapaty obnaepxkaaminictTpauii (aani — ciyxoa JiJIOBOJCTBA).
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7. Opranizalis 1il0BoJCTBa y NanepoBiii popMi B CTPYKTYPHHX mipo3ainax
oGaepKaAMiHicTpauii MOK/IafaeThcsl Ha CiyxkOu AIOBOACTBA abo creulaabHo
NpU3HAUEeHY 7151 LbOTo 0CO0Y.

I1. JlokyMeHTYBaHHs ynpaBJjiHcbKol iHGopMauii

3azansui 6uMozu OO0 CMBOPEHHA OOKYMEHNIE

8. JlokyMeHTyBaHHs ~ yrpasJiHcbkoi  iHdopmauii mossrae y CTBOPEHHI
JIOKYMEHTIB, B SKHX (BiKCYETbCs 3 JOTPMMAHHAM YCTAHOBJIEHMX MpPaBUI (I0JaTOK 1)
indopmallis po ynpasliHCbKi Aif.

9.Tlix uac mMiArOTOBKM  OpraHi3auifiHO-pO3MOPsAYMX  JOKYMEHTIB Y
raneposili  ¢opmi npauiBHUKKM obaaepkaiMiHicTpauii  odopmisiiote  iX 3
ypaxyBanHsiM Bumor JJCTVY 4163-2003.

10. [IpaBo Ha CTBOPEHHS, MiAMUCAHHSA, IOrO/UKEHHS, 3aTBEPKEHHS TOKYMEHTIB
BH3HAUAeThCd  aKTaMU  3aKOHOJABCTBa Ta  IHCTpyKIiero 3 JiJIOBOACTBA
obnaep)kaaMiHicTpauii.

11.B  obnnepxaaMiHicTpauii — BH3HAYAE€TBCS  CYKYIHICTb  JIOKYMEHTIB,
nepenbaueHUX  HOMEHKJIATYpOKW  ClpaB, HeOOXigHMX 1  JOCTaTHIX 1
JIOKYMEHTYBaHHs iHpopMalLlil Mpo iX AiAIbHICTb.

3 NMUTaHb, 1110 CTAHOBNATH B3AEMHMIA iHTEpeC i HallekKaTh 10 KOMIETEHLIi pi3HUX
YCTAHOB, MOXKYTb CTBOPIOBATHCS CITiJIbHI IOKYMEHTH.

12. Bubip  BUMAYy  JOKYMEHTa, MpPU3HAUYEHOro A  JOKYMEHTYBaHHS
yrpaBiiHcbKol iHpopMaLii (po3nopsaKeHHs, OCTaHOBA, PillIeHHs, NPOTOKOJI TOLIO),
3yMOBJIOETbCS ~ MPaBOBUM  CTaTycoM  oOnaepXKaaMiHicTpalil, —KOMIETEHLI€ew
1ocagoBoi 0co0M Ta MOPSIKOM NMPUIHATTS yNpaBiHCHKOrO pillleHHs (Ha MiAcCTaBl
€ IMHOHAYaIbHOCTI 200 KoJIeriallbHOCTI).

13. JIOKyMEHT MOBWHEH BiAMOBIAATH IMONOXKEHHSAM aKTiB OPraHiB Jep)KaBHOI
BJaJIM Ta CIIPSIMOBYBATHCS Ha BUKOHAHHS 00JepKaAMiHICTpalil MOKNIaIeHUX Ha Hel
3aBJiaHb | GYHKLIH.

14. Knacu ynpaBiiHCBbKOI JAOKYMEHTALll BH3HAYaOThCs 3TiAHO 3 JlepKaBHUM
kIachdikaTopom ynpasiiHchkoi gokymenTtauii JIK 010-98 (nani — AKY I).

15. JIOKYMEHT TIOBMHEH MICTUTH OOOB’A3KOBI JUIs HOro MNEBHOro BUAY
PEKBI3UTH, IO PO3MIIIYIOTECA B YCTAHOBJIEHOMY TOpS/KY, a came: HalMEHYBaHHS
YCTAaHOBM — aBTOpa JIOKYMEHTa, HasBy BHIY JOKYMeHTa (KpiM JIMCTiB), Harty,
peecTpaliiiHuil iHleKC J10KyMEHTa, 3ar0JI0BOK 10 TEKCTY, TEKCT, MiAMHKC.

JURRTH tho




Ilig yac NiAroTOBKH Ta O(GOPMIIEHHS JOKYMEHTIB MOXYTb 3aCTOCOBYBATUCS HE
TiNbKH OGOB’SI3KOBI, @ TAaKOX iHINI PEKBI3UTH, SKUIO L€ BiANOBila€ NPU3HAYEHHIO
JI0KyMeHTa abo crnoco0y iforo onpanroBaHHs.

16. 3 METOIO MiABHIICHHS e(eKTHBHOCTI Ta OMepaTHBHOCTI opraHizauii poboT
3 [JOKYMEHTaMH OJIHAKOBi 32 3MICTOM JOKYMEHTH MOXYyTb OyTH YHi(hiKOBaHUMU
IIAXOM pO3poOieHHs TpadapeTHUX TEeKCTiB, fAKI BKJIIOYAIOTBCA 10 30ipHUKA
(anp6oMy) yHiikoBaHNX (THIOBHX) GOPM JOKYMEHTIB o0JIAepIKaAMIHICTpaLlil.

17. O6naepxkaaminicTpailis  3AiHCHIOE  IIIOBOJICTBO  JIeP)KaBHOIO ~ MOBOIO.
JIOKYMEHTH CKJI3[IaloThCA  IeP/KABHOIO MOBOO, KpiM BUNAJKiB, MNepeadayeHuX
3aKOHOJABCTBOM IPO MOBH B YKpaiHi.

JIOKyMeHTH, $Ki HaJACWIAOTHCS IHO3EMHHM ajpecaraM, O(OPMIIIOIOTHCA
JepKaBHOIO MOBOIO a00 MOBOW fepxaBu-agpecara, abo ONHIE 3 MOB
MI>KHapO/IHOTO CHIJIKyBaHHS.

18. OxpeMi BHYTpiLIHI JOKyMEHTH (3as1BH, MOSCHIOBANIBHI Ta JOMOBI/IHI 3aIUCKH
TOLIO), aBTOpaMM SKUX € TMocafoBi Ta iHmI (i3kuyHi 0COOM, [03BOJAETHCA
0(hOpPMITIOBATH PYKOTIHCHUM CITOCOOOM.

Baanku ookymenmie

19. Oprani3zaniiiHo-po3nopsa4i J0KyMeHTH, 10 MaloTbh OOIpyHTOBaHI MiJACTaBH
AN OMpaLIOBaHHA B ManepoBiii (Gopmi BianopixHo 10 IHCTpykuii 3 AiIOBOACTBA B
eNIEKTPOHHIN (opMi Ta He € MpUMipHUKaMH abo KOMisIMHM JOKYMEHTIB, CTBOPEHHX B
eNeKTPOHHIH (popmi, 0hopMIIOIOTEC Ha GllaHKaX, L0 BHIOTOBJAIOTBCA 3TiHO 3
BUMoOramu i€l IHCcTpykuli.

JIns BUrOTOBJIEHHS ONaHKIB BUKOPUCTOBYIOTbCs apkylui manepy dopmarty A4
(210 x 297 minimeTpis) Ta A5 (210 x 148 minimerpis). JIo3B0JIEHO BUKOPUCTOBYBATH
onanku Qopmary A3 (297 x 420 MinimerpiB) a1 O(GOPMIIEHHS IOKYMEHTIB Y
BUTJISIAI TaOIMUB.

BJlaHK1 JOKYMEHTIB MOBHHHI MaTH Taki MoJjs (MiJliMeTpiB):

30 — niBe;

10 — npasge;

20 — BEpXHE Ta HUXKHE.

20. Buayu 6naHKiB J0OKYMEHTIB BH3HAUYarOThCs [HCTPYKLI€IO 3 ALIOBOJCTBA B
CJICKTPOHHIN hopMi.

21. O6ngepskaaMiHicTpalis MoXe 3acTOCOBYBAaTH OJIaHKM JOKYMEHTIB K
oGnepkaaMiHicTpalii, Tak i CTPYKTYpHMX MiApO3AiNiB, y pasi, KONM KepiBHHK
MiApO3aily Mae MpaBo MiNUCYBaTH JOKYMEHTH B MeXaxX HOro NOBHOBAKCHD.

30“”86210”27167HH
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22. Brasku JOKyMEHTIB MOXYTb BUTOTOBIATHCA B JpYKapHi Ha Oinomy rnarepi
BHCOKOI SIKOCTi (pap6aMi HaCHUEHMX KOJIbOPIB (ManepoBi OJaHKu).

23. Buan OGnaHkiB y mnanepoBiii ¢opmi, 110 BMIOTOBIEHI APYKApCHKUM
crocobom, TimSraoTh 06Ky Ta O0ONiKOBYHOTbCS 3rigHO 3 IHCTpyKuiew 3
Ai10BOACTBA 00/ IEepXKaaAMIHICTpaLii.

O6nixk  BejeTbcs 3a INOPAIAKOBUMM  HOMEpaMu, 110  MPOCTABJIAIOTHCS
HyMepaTopoM, APYKapchkuM aGo iHIIMM Croco6OM Ha HIDKHBOMY IOJi 3BOPOTHOIO
6oky abo Ha J1iBOMY IM0J1i 1MLBOBOro 00Ky OnaHKa.

Ocobu, fKi MepcoHaTbHO BiANOBIAAIOTL 33 BEJCHHS o0utiKy, 30epiraHHs Ta
BUKOPUCTAHHs ONaHKiB, BU3HAYAIOTHCS KEPIBHUKOM arapary ofnepkaiMiHicTpauii,
MpO 1110 BUJAETHCS BiANOBIAHMHA Hakas.

BUroTOBIEHHS OJIaHKIB KOHKPETHHX BUJIB JOKYMEHTIB AOIyCKAa€ThCs, AKUIO
KiZIbKICTb 3apeecTpOBaHMX [OKYMEHTIB Y TamepoBill Qopmi Takoro Buay B
obnaepKaaMiHicTpalil nepeBuiIye 2 THC. OAMHMIB Ha pik. SIKIO KiIBKICTE
3apeecTPOBAHMX JOKYMEHTIB y nanepoBiil popmi MeHLIE 2 TUC. OAWHULb, JOKYMEHT
JPYKYETbCS 3 TEKCTOBOTO PEIAKTOpa, B SKOMY HOro CTBOpEHO, 0e3 3acTOCyBaHHS
OnaHKiB, BUTOTOBJIEHUX JPYKaPCHKUM CIIOCOOOM.

24. Jleski BHYTpilUHI JOKYMEHTH (3asBM NpPaUiBHHUKIB, JOMOBIJHI 3alUCKH,
JIOBiIKM TOIIO) Ta JOKYMEHTH, IO CTBOPIOIOTHCS Bil IMEHi KIJbKOX YCTaHOB,
oopMITIOIOTECS He Ha OJIaHKaX.

3oopascenns [epycasnozo I'epoa Ykpainu

25.306paxenHs Jlepxabnoro [epGa YkpaiHM po3millyeThcss Ha OnaHKax
JIOKYMEHTIB BiAMoBiaHO 10 moctaHoBd BepxoBHol Paxm Ykpainu Big 19 mortoro
1992 p. Ne 2137-XI1I "IIpo depxxaBuuii repd Ykpainu".

26. 3o00paxenns JlepxaBuoro I'epb6a YKpaiHuW pO3MIIUYETBCS MO LEHTPY
BEpXHBOro rmoys. Po3Mip 300paxeHHs CTaHOBUTb 17 MiliMETpiB 3aBBHILIKH,
12 MinliMeTpiB 3aBIIHUPLLKH.

Koou

27. Koa obnaepxaaminicTpallii npocTaBiseTbes 3riAHO 3 €AMHUM AEPXKABHUM
peecTpoM MiampuemcTB Ta oprauizauil Ykpainum (€JIPIIOY). 3asHaueHHA KOZ
pO3MilLlY€eThCs Micss pekBi3uTy "JIoBifKOBI AaHi nMpo ycTaHoBYy".

28. Kox yHidikoBaHOT popMH 10KyMEHTa (32 HagBHOCTI) PO3MILIY€TBCA 3riJHO 3
JIKVY J1 Buiiie Ha3BM BUY JOKYMEHTA.

I
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Haiimenysanus o6noepxcaominicmpauii

29. HaiiMeHyBaHHs yCTaHOBM — aBTOpa JAOKYMEHTa [OBHHHE Bi/INOBiIaTU
HaiiMeHyBaHHIO, 3a3HayeHomy B 3akoHi Ykpaihu "[lpo wMicuesi JepKaBHI
anMmiHicTpauii”, MOJIOXKEHHI] npo Hel. CkopoueHe HaliMEHYBaHHs

oGiaepskaaMiHicTpalii BXUBAETbCA y pasi, KoM BOHO oGiuifiHO 3adikcoBaHO B
3a3HaYEHMX IOKyMeHTaX. CKopoueHe HalMeHyBaHHs PO3MIlIyeThes (y AyXKKax abo
6e3 HUX) HUKUe MOBHOTO HalilMeHYBaHHS OKPEMHMM PSIAKOM IO LUEHTPY AOKYMEHTA.

Josiokosi oani npo 0610epicaominicmpauilo

30. JloBizkoBi AaHi mpo oOiaepskaAMiHICTpauii MICTATH IOLITOBY aapecy,
HoMepH Tese(oHiB, Tenedakcis, agpecy €JEKTPOHHOI MOWITH, axpecy odiuiitHoro
BeO-caiiTy Tomo. JIOBiAKOBI [JaHi pO3MIILYIOTbCS  HMXKYE  HAHMEHYBaHHS
obnaepxaaminicTpauii abo CTPYKTYpHOro Miapo3ainy.

PekBi3uTH MMOWTOBOI aJpecH 3a3HA4aloThess B TaKill MOC/IIOBHOCTI: Ha3Ba
BYJIULLI, HOMep OYAMHKY, Ha3Ba HaceIeHOro MyHKTY, 00J1acTi, MOLITOBHH 1HIEKC.

Hazea 6udy ookymenma

31.HasBa BuAy IOKYMeHTa (pO3NOPS/DKEHHs, Hakas, pillleHHs, ciyx0oBa
3aMucKa, JIOTIOBIAHA 3alKMcKa TOLIO) 3a3HayaeThesl Ha OflaHKy Ta [OBHHHA
BiamosigaTu Ha3BaMm, nepeadayenum AKY /.

Jama 0ookymenma

32. JlaToro ZOKYMEHTa € jata Horo peectpatlii. JlaTa 3a3Ha4acThCsi apabCbKUMH
wiGpaMu B OJMH pPAJOK y Takill MOCHiJOBHOCTI: 4YHCIO, MICSALp, pik. /[lara
0(bOpMITIOETbCS LUDPOBUM a6o cioBecHO-LUdPoBUM criocoboM. Y pasi 0QOpMIICHHS
naTh UAGPOBUM CIIOCOOOM YUCIIO 1 MICALL MPOCTABISIOTECA ABOMA MapaMu udp,
PO3MINIEHMMH KPaMKok; Pik — 4oTHpMa Lu(paMu, Kparka HaNpHKiHLI He CTaBHThCA.
Hanpuknan: 07.03.2018.

Y TekcTax HOPMATUBHO-TIPABOBMX aKTiB Ta MOCHJIAHHAX HA HUX i JOKYMEHTaX,
0 MICTATb BIAOMOCTI (IHAHCOBOrO XapakTepy, 3aCTOCOBYETbCS CJIOBECHO-
LnGpoBHUii crioci6 3a3HaueHHs AaT 3 IPOCTAB/SHHAM HyJs B [IO3HAYCHH] 1HS Micsus,
AKLIO BiH MiCTHTb OfHYy LUdpy, Hanpukian: 07 6epesns 2018 poky. 03BONAETHCS
BIKMBATH CJI0BO "pik" y ckopoueHoMy BapiaHTi "p.", Hanpukiaz: 07 GepesHs 2018 p.

SIKIO IOKYMEHT CKJIaJIeHO He Ha GNaHKy, [aTa 3a3HA4Ya€Thes HIDKYE MiAmucy
niBopyu. JlaTa JOKYMEHTa [POCTaBIISETECA MOCAN0BOIO 0COO0I0, KA HOro nianucye
abo 3aTBEPIXKYE.

O60B’I3KOBOMY JaTYBaHHIO | MIANHCAHHIO MiUIAraloTh ycl CJIy>KGOBI BiAMITKM
Ha JIOKYMeHTaX, TO0B’A3aHi 3 iX MPOXOKCHHSAM Ta BHUKOHAHHSM (pe3osmonii,
[OFOKEHHS. Bi3M, BLAMITKM Mpo BHKOHAHHs JOKYMEHTa i HanpaBieHHs Horo no
CTIpaBH).

LA A
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Ha nokymeHTi, BujaHoMy aBoMa abo Oijibllle yCTaHOBaMH, 3a3HA4Ya€TbCs OJHA
JaTa, sKa BiANOBiga€ 1aTi OCTaHHbOIO MIJINHKCY.

Peccmpauiiinuii iHOeKc 0OKymeHmie

33. Injexcauis JOKYMEHTIB MOJArae y MPUCBOEHHI iM YMOBHHUX IO3HAY€Hb —
iHEKCiB, SIKi HAMAIOThCA JOKYMEHTaM MiJ yac X peecTpallii.

[IpuCBOEHHSA peecTpaliifHOro IHAEKCY 3AIMCHIOETBCA B aBTOMATMYHOMY abo
aBTOMaTH30BaHOMY PEKMMi 3a JONOMOTOK0 [IPOrPaMHO-TEXHIYHKX 3aC00iB.

PeccTpauiifnuii iHAEKC CKJIQHAEThC 3 TOPAAKOBOrO HOMepa JOKyMeHTa 'y
MEXax IPYNu JA0KYMEHTIB, IO PEECTPYIOThCS, AKHil JOMNOBHIOCTLCS IHACKCaMH, IO
3aCTOCOBYIOTBCS B OOJIepKaAMiHicTpalil, 30KpemMa iHAeKCaMH 33 HOMEHKJIaTyporo
CrpaB, CTPYKTYPHOTO  Mifpo3ily, KOPECHOHAEHTIB, MocagoBux ocib, ski
PO3MMIANAIOTh 200 MiAMMCYIOTh JAOKYMEHT, BHKOHABLIB, MUTaHb MISNILHOCTI SIKHX
CTOCYETBCS TOKYMEHT.

CKJIaZloBi YaCTUHU PEECTPalLiifHOro iHAEKCY BiIOKPEMIIOIOTECS O/HA Bill OIHOI
NnpaBoOiyHO0 MOXKMJIOK puckoto. ITocnigoBHICTE HaNMCaHHsS CKJIAJOBHX YaCTHH
peecTpauiiHoOro iHAeKCYy MOXe 3MIHIOBAaTHCS 3aJIe)XHO BiJ TOTO, SKUH JOKYMEHT

PeECTpyEThCs, — BXIAHWH YW TAKWH, 1O CTBOPeHHH B OONAEp)aaMiHicTpauil,
Hanpuknag: 145/01-10, ge 145 — nopsiakoBuit Homep, 01-10 — iHJeKc cnpaBu 3a
HOMEHKJIaTypOoIo.

Micle po3TainyBaHHs peecTpaliiiHoro iHaeKkcy BU3HadaeThea GopmMoro OaHkKa.
JIns HaHeCeHHs peecTpaLlifiHOTO iHAEKCY 3aCTOCOBYEThCS IITPUX-KOA Ta/abo
QR-koa y mopsaky, mepeabayeHoMy IHCTpyKLi€ro 3 HiNOBOJACTBA B EJEKTPOHHIH

dopmi.
Ilocunannsa Ha 00OKymeHm

34. TocunaHHs y TEKCTi JOKYMEHTa Ha JOKYMEHT, Ha SKUH Ja€ThCs BIATOBI/b
a00 Ha BUKOHAHHA SKOrO IiJrOTOBJAEHO LEN IOKYMEHT, HABOAWTbCA Y TaKiM
MOC/iAOBHOCTI: Ha3zBa BHJY JOKYMEHTa, HaHMEHyBaHHsS YCTAaHOBM — aBTOpa
JIOKYMEHTa, [aTa Ta peecTpalliiHMi iHJeKC, KOPOTKHH 3MiCT JOKymMeHTa. Y pasi
MOCU/IaHHST  HA  3apeECTPOBAaHUN  HOPMATHBHO-NPABOBUM  aKT  JOJAaTKOBO
3a3HAYAlOThCA TaKi peecTpalliliHi Jai: 1aTa JAep)kaBHOT peecTpallii, HOMep aKTa
3rigHo 3 Jlep’kaBHUM pPeEcTPOM HOPMATHBHO-NPABOBUX AKTiB MiHICTEPCTB Ta IHIUIMX
OpraHiB BUKOHABYO1 BJI&/IH.

[TocunanHs y TeKCTi JOKyMEHTA Ha MOPSAKOBI HOMEPU PO3JLNiB, MiAPO3MLTIB,
r71aB, crareil, NMyHKTIB Ta MiANYHKTIB HOPMAaTHBHO-IIPABOBOTO aKTa POOMTHCS
uudpaMu; TMOPSAKOBI HOMepH YaCTHH CTaTel, ab3auiB i pedyeHb — CJIOBaMH.
[TocunaHHs y TeKCTi HOPMATWBHO-NPABOBOTO akTa Ha Lei JoKymeHT abo Horo
CTPYKTYPHi OAMHHUL pOOUTLCS 3 BUKOPUCTaHHsIM BKa3iBHOTO 3aliMeHHUKa "Liel".
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Micue cknaoenns abo 6UOAHHA

35. BimomocTi mpo Miclle ckiageHHs abo BH/AHHS 3a3HA4alOTbCA Ha BCIX
JOKyMEHTaX, KpiM JIHMCTiB. 3a3HaueHi BiZOMOCTi OQOpMIISIOTBCS BIATIOBIAHO JO
a[MIHICTpaTHBHO-TepUTOpiaNbHOro moginy YkpaiHu. SIkmo — BioMOCTI  Mpo
reorpadiuHe Miclie3HaX0KeHHs BXOSTh 10 HallMeHyBaHHs yCTaHOBH, LeH PEKBI3UT
He 3a3Ha4YaEThCsl.

Aopecam ma ocoducme 36epmaHHA

36. JIOKYMEHTH ajpecyloTbCsl yCTaHOBI, 1i CTPYKTYPHMM Miapo3zinam abo
KOHKPETHill mocanoBiii ocobi. Y pasi ajgpecyBaHHs JOKyMeHTa yCTaHOBi abo fi
CTPYKTYPHMM TiApo3iiiiaM 0e3 3a3HaueHHs MOCaJ0BOi 0COOM X HaHMEHYBaHHA
HaBOASATHCS Y HA3UBHOMY BiIMIHKY, HAllPUKJIaA:

HaunioHalbHe areHTCTBo 3 IMNHTaHb
NAepAKABHOT CYy)KOH

SIKLIIO JJIOKYMEHT HaJCHIAETLCS MOCanoBii 0cobi, HaliMeHyBaHHs yCTaHOBH Ta il
CTPYKTYPHOTO MiApO3/ily HaBOAATHCS y HA3WBHOMY BiIMIHKY, a 1ocaja i Mpi3BHIIe
ajpecara - y JaBaJlbHOMY, HallpUKJIa:

KipoBorpaaceka o0.1acHa JepKaBHA
aaMiHicTpauis

JlenapTamMeHT OXOPOHHU 310pPOB'sl
JInpeKTopy AenapTaMeHTy

Osery PUBAJILYEHKY
(Baacne im'st [IPI3BULIE)

YV pasi KooM JIOKYMEHT aJpecyeThesi KepiBHMKOBI ycTaHoBu abo iforo
3aCTYIHUKOBI, HaliMEeHYBaHHsl YCTaHOBH BXOJMUTH O CKJIaly HalMeHYBaHHS NOCaau
ajapecara, iK€ HaBOJIUTHCS Y JaBajbHOMY BIAMIHKY, HalIpUKJIAJ:

I'onosi KipoBorpaacekoi o6J1acHoil
paau
Baacue im'st IIPI3BUIIE

SIKIIO IOKYMEHT a/Ipecy€Thes KiJIbKOM OJHOPIAHHUM 3a XapaKTepoM AisibHOCTI
YCTaHOBAM, 3a3HAYa€Thesl y3araabHeHe HallMeHyBaHHs a[pecarTiB, HanpUKIaj:

PaiionHHUM aepKaBHUM
aaAMiHicTpauniam

11
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JIOKYMEHT He TIOBUHEH MaTy Oisibliie 4OTHPLOX aapecaTis. Ci10Bo "Koris" mepen
HaliMEeHyBaHHAM JpYroro-ueTBEPTOrO ajApecaTiB HE CTaBUTLCA. Y pasi HaJCHIIaHHS
JIOKyMeHTa Oiblie HDK YOTMPbOM ajpecaraM CKIIQJAeThCs CIMCOK Ha PO3CHIKY i3
3a3Ha4eHHsAM Ha KOKHOMY JOKYMEHTI TUIBKU OJHOTIO ajapecara.

PexBisuT "Agdpecar" Moxe Bkiodard aapecy. Ilopspok i ¢opma 3anmcy
BifloMoCTeil npo azpecy yCTaHOBU MOBHMHHI Bignosigaryu I1paBuiaM HalaHHS 1OCYr
MOLITOBOTO 3B'A3KY, 3aTBEp/UKEHMM MocTaHoBoto KabGineTy MiHicTpis YKpaiHu Bid
05 Gepestst 2009 poky Ne 270 (Odiuiiinuit Bicuuk Ykpainu, 2009 p., Ne 23, c1. 750).
[loBHa aj;peca 3a3HAuyaeThCsl y pasl  HaACWNIaHHS  JOKyMEHTa  pa3OBUM
KOpEeCMOHAeHTaM, HallpUKJIak:

TOB "Arpoxoaauar M"
Byn1. ['opoaeuskoro, 0ya. 2,

M. 3HaM'siHKa, 27453

V pasi naacunaHHs gokyMeHTta ¢i3vuHii 0cobi crioyatky 3a3HA4a€eTbCa Y
NaBajbHOMY BiJIMIHKY BJIacHe iM'sl Ta Mpi3BUILE, MOTIM IOITOBA aJpeca, HaPUKIaL:

Ounekcanapy I'oHuapeHky

ByJ1. CypukoBa, Oya. 3a, KB. 1,
m.Onekcanapis, Kiposorpazackka
obnactn, 27344

V pasi HaacuNaHHs JOKYMEHTa OpraHaM 3aKOHO/JaBuOi | BUKOHABYOI BlalH,
MOCTIHMM KOPECIIOHACHTaM X MOUITOBA aJipeca Ha JOKYMEHTaX He 3a3Ha4a€ThCs.

Y pasi KoM JOKyMEHT apecyeThesl KOHKPETHIl 0cobi, y MMCTi HiKYe aTpudyTa
"ajzpecar” MoKe HaBOAUTUCH OCOOUCTE 3BEPTAHHSA y KIIMUYHOMY BIIAMIHKY:
[ane (mani) BnacHe iM'd, HampUKIaL:
I'osioBi IBaHiBecbKOT palloHHOL

aep kaBHOT agMiHicTpanii
Bosoaumupy IIETPEHKY

IIpo norom:keHHs1 NPpU3HAYEHHS
ITane Bostopumupe!

abo
[Tane (mani) [Ipi3Bulne, HanpuKIal:

LI




INosoBi IBaHiBCHKOT paiioHHOL
AepskaBHOT aaMiHicTpaunii
Bosoaumupy IETPEHEHKY

[Ipo noroskeHHs MPU3HAYEHHS
IMane IleTpenky!

abo
[Tane (nani) nocajaa adbo 3BaHHs, HAMIPUKIIAN,

T'osogi IBaHiBCHbKOT paOHHOT
AepskaBHOl agMiHicTpauii
Bosioaumupy IIETPEHKY

HpO MOroJKC¢HHs NMPU3HAYCHHA

IlaHe roJsiono!
abo

Haua/JIbHHUKY roJIOBHOT0 yNpaBJIiHHSA
HaunioHaabHoi moJiuii B
KipoBorpaacbkiii o6.1acri,
NOJKOBHUKY MOJILIT

Bacumo PAJIYJIOBY

IIpo ¢piHaHCyBaHHS NMPOrpaMH....
IlaHe NOJIKOBHUKY!
abo
[TanoBe
Hanpuxnan:
I'onogi IBaHiBCcbKOY palloHHOL
JAep:kaBHOT aaAMiHicTpaNii

Iropio IETPEHKY

I'os10Bi IBaHiBCHLKOT pailoHHOT paau
I'puropiro IIOPBI

IIpo norogKeHHs NpU3HAYEHHS

IManose Iropio Ta I'puropiro!

6
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YV pasi HeoGxigHocti mepen cnoBom 'Tlane", "Tlami" aGo "Tlanose" moixe
BUKOpucTOByBaTucs cioBo "Ilanosnuit", "lllanosua" abo "IlaHoBHI" BiANOBIAHO,
HanpHKJIaa:

Ionosi IBaHiBChbKOT pailoHHOT
AepKaBHOT aaMinicTpauii
Bosoaumupy IETPEHEHKY

IIpo noromkeHHst MPU3HAYEHHS
[IIanoBHuMi1 naHe Bosoanmupe!
abo

Hupextopy KipoBorpaacbKoro
00J1aCHOr0 KPa€3HABYOro My3el0
Haranii AAITIEEBIN

[Ipo npoBeaeHHst eKcKypcil
lllanoBHa naHi Aramneesa!

abo
MiHicTpy 0XOpOHH 3119p03'n Ykpainu
Haranii AT AIIEEBIN

IIpo npoBeaeHHs AUCaHcepU3allil
IIlaHoBHa nani MinicTepko!
T'pudgh 3ameepodcenna 00Kymenma

37. JIOKyMEHT Mo)e OyTHM 3aTBEPIXKEHHH pO3NOPAIYMM JOKYMEHTOM abo y
BUIaJIKaX, BU3HAYEHHUX Y JOAATKy 2, I0CALOBO0 0c00010 (Iocag0BUMH 0c00aMHu), 10
TOBHOB&)KEHB SKOT (SIKMX) HaJle)KaTh [TUTAHHS, 3a3Ha4eHi Y TAKOMY JOKYMEHTI.

HopMaTHBHO-TIPaBOBi akTH (TIOJIOXKEHHs, IHCTPYKIIT, NpaBuiia, MOpsiKK TOLIO)
3aTBEPAKYIOTECS PO3NOPSIKEHHAM IONOBU 00/ AepKaaMiHICTpaLil.

JIOKyMEHT, KWl He € NPUMIpHUKOM abo KOMI€K NOKYMEHTa, CTBOPEHOIO B
eJIeKTPOHHIH (popMi, Moske GyTH 3aTBepKEHHI KOHKPETHOIO M0CAA0BOIO 0€00010. Y
TaKOMy BHMMNaAKy puG 3aTBEpUKEHHS CKJIAJa€ThCs 13 CJIOBA "3ATBEP/IKYIO",
HaliMeHyBaHHS MOCAJH, MiAKCY, BIACHOrO iMEHI Mpi3BUILA ocobH, sika 3aTBepauiia
JOKYMEHT, AaTH 3aTBepkeHHs. Hampukian:

30““&6210”27167”“ 02077
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SATBEPKYIO

IosoBa KipoBorpaacbkoi 06/1acHoOl
AepkaBHOI aagMiHicTpauii

ninnuc Baacue im'a [IPI3BUILE
10 6epesnst 2020 poky

Y pa3i Konu JOKYMEHT 3aTBEpPKYEThCS MOCTAHOBOKO, PILIEHHAM, HaKasoM,
PO3NOPAKEHHAM, TPU( 3aTBEPKSHHS CKJIAJAEThCs i3 ClloBa "3ATBEP/IKEHO",
HasBM BHAY JOKYMEHTa, SKUM 3aTBEPUKYETbCS CTBOPEHHH JIOKYMEHT, i3
3a3Ha4yeHHsM Horo aaTtu i HoMepa. Hanpuknan:

3ATBEPJKEHO

Po3nopsiiskeHHs: TOJIOBU
KipoBorpajacbkoi 061acHoI
AeprkaBHOT aAMiHicTpauil

17 6epe3nst 2021 poxy Ne214-p

I'pud 3aTBepKEHHS PO3MILLYETHCS Y MPaBOMY BEPXHBOMY KYTKY MepIiol
CTOPIHKH JIOKYMEHTa.

V pasi zarBepIKeHHs [OKYMEHTa KiJlbkoMa I10CaJ0BUMHM ocobamu rpubpu
3aTBEP/VKEHHS PO3TALLOBYIOTHCS Ha OJJHOMY PiBHI.

Pe3onwuin

38. Pezonronis € ocHOBHOW (opMOIO peatizalii ynpaB/liHCEKUX HOPYYEHb Y
NMUCHLMOBIH (popMi, 10 Mepeadavyae NOCTAHOBKY KOHKPETHOI'O 3aB/IaHHs, BU3HAYECHHS
fioro mpeaMeTra, METH, CTPOKY Ta BIANOBiAaAbHOI 3a BUKOHAHHS OCOOM, IO
BUKJIAZIeHa Y BUIJIsLII HAMKCY HAa JOKYMEHTI.

Pe3ostionis Mae Taki 060B’A3KOBI CKJIa/IOBi: Mpi3BUlIe, BlacHE iM's BUKOHABLIS
(BUKOHaBLiB) Yy [daBalbHOMY BiAMIHKY, 3MICT JOpPY4Y€HHsS, CTPOK BHMKOHaHHI,
0COOMCTHH TTIAMKC KepiBHUKA, [1aTa.

SIK1o 1OpyuYeHHs HaJaHO KiJIbKOM M0Caj0oBUM 0C00aM, roJIOBHUM BUKOHABLEM
JOKyMEHTa € 3a3HaueHa Nepiioro ocoba, SIKif HaJaeThCsl MpPaBO CKIMKATH IHIIMX
BUKOHABLLiB.

CTBOpeHHs HeKOHKpeTHux ("mpuckoputn”, 'momimmuTh", "aKTHBi3yBaTH',
"3BepHYTH yBary" TOLI0) 3a 3MiCTOM PE30/IOLIN HEe TOMYyCKA€ETHCAL.

Ha 1oKyMeHTaX i3 CTpOKaMH BHKOHAHHS, fKi He MOTpedYIOTh 10AAaTKOBUX
BKa3iBOK, y pe30JIIoNil 3a3Ha4ar0Thes BUKOHABELb, TiAIIC aBTOpa pe3oroLii, aara.

Pe3osouis NpocTapiseTbes Ge3M0CepeiHbO Ha JIOKYMEHTI HIKUYe PEKBI3UTY
"AnpecaT" mnapaneibHO 10 OCHOBHOTO TeKCTy. Skuwo micus s pesosrouii
HeOCTAaTHBLO, 1i MOXKHA MPOCTAaBIATH HA BUILHOMY BiJ TEKCTy Micui y BepXHIH
YACTHHI MepIIoi CTOPIHKH AOKYMEHTa 3 JINLBOBOTO GOKY, aje He Ha MoJli 10KyMEHTa,

LU
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npu3HaueHoMy Juisi migmuBadHA. IIpoekT pesomouii MoXe APYKyBAaTHCh Ha
creliagbHOMY ONaHKy.

Kopomkuii smicm 0oKymenma

39. 3aroloBOK 10 TEKCTYy (KOPOTKMH 3MicCT) JOKYMEHTa MOBHUHEH MICTHUTH
CTUCIMII BUKJAJ CYTi JOKYMEHTA. 3arojioBOK 10 TEKCTy AOKyMeHTa (KOPOTKHH
3MicT), obcar skoro nepesuirye 150 3HaKiB (M'ATh psAKiB), I03BOJSAETBCSA
NPOJOBXKYBAaTH 10 Mexi npasoro noss. Kpanka B KiHU1 3arojloBKa He CTaBUTHCS.

3aronoBok (KOpOTKMI 3MicT) BiamoBimae Ha murtaHHs "mpo mo?", "koro?",
"yoro?". Hanpuxaz: Hakas (po mo?) Ipo HaJaHHs BiAMYCTKH; JIUCT (PO 1107) Npo
OpraHisallifo Hapaau, MpoToKoJ (4oro?) 3aciflaHHs aTecTalliHHOi KoMicii; mocanosa
iHCTPYKList (KOro?) roJIOBHOTrO criewianicra.

CynpoBiaHi JIMCTH, JOMOBiAHI Ta cny)XO60BI 3aNMCKU 103BOJSIETHCSA CKJIAAATH
0€e3 3aroJioBKa.

Biomimka npo konmponb

40. BiaMiTKa Mpo KOHTPOJE O3HAYae€, L0 JOKYMEHT B3STO Ha KOHTPOJIb A
3a0e3neueHHs Horo BUKOHAHHS B YCTAHOBJIEHHH CTPOK.

BiamiTka npo KOHTPOJb poOUTHCS UIJISIXOM NpocTaBiaeHHs jgitepu "K" un cioBa
"KonTposs" (Bix pyku abo 3 BUKOPHUCTAHHAM IOTamIla) Ha JIIBOMY TIOJi IepLioi
CTOPIHKM JOKYMEHTA Ha PiBHI 3arojI0BKa J10 TEKCTY.

Texcm dokymenma

41. TekcT IOKyMeHTa MICTUTh iH(opMauilo, 1if (iKCcyBaHHA KOl #oro
cTBOpeHO. IHdopmallis B TeKCTI AOKYMEHTa BHKIIAJAETLCSA CTHUCIO, IPaMOTHO,
3pO3yMisio Ta 06’ €KTUBHO. JIOKYMEHT He MOBMHEH MICTHTH MOBTOPIB, a TAKOX CJIB I
3BOPOTIB, SIKi He HECYTb 3MIiCTOBOrO HaBaHTaxeHHs. I1i1 yac ck/lajaHHsA JOKYMEHTIB
BXKMBAETHCA JIJIOBUM CTUIIB, IS IKOTO XapakTepHUH HEUTpabHHUI TOH BUKJIaJEHHS,
no36aBJieHUH 00Pa3HOCTI Ta eMOLIIHHOCTI.

TekcT nokyMeHTa OGOPMIISIETBCS Yy BUMMAJl CYUIIBHOTO 3B’SI3HOTO TEKCTY,
aHKeTH uu Tabsnili abo UIISIXOM MO€eIHAaHHA UUX QopM.

CyuinbHUM 3B’SA3HMH TEKCT JOKYMEHTa MICTHTh TIpaMaTH4HO 1 JIOTIYHO
y3ro/keHy iHpopMmauito npo ympasiiHceki Aii. Taxa ¢gopma BUKIaJCHHS TEKCTY
JIOKyMEHTa BMKOPUCTOBYEThCA MiJ Yac CKJIagaHHs I0JIOKEHb, TOPAIKIB, MpaBul,
pPO3NOPSAIYMX JTOKYMEHTIB 1 JIUCTIB.

TekcT, 5K MPaBUIIO, CKIAJA€Thcss 3 BCTYMHOI, MOTHBYBAIbHOI Ta 3aK/IHOYHOL
yacTUH. BCTynHa 4acTMHA MICTUTH MiJCTaBy, OOIPYHTYBaHHsA ab0 METY CKJIaJeHHs
JIOKYMEHTa, MOTHBYBaIbHA — OOIPYHTYBaHHs MO3MLI] YCTaHOBHM, B 3aK/IIOYHIA —
BHCHOBKH, MPOTO3HLIT, pillleHHs, IPOXaHHS.

TekcTH CKIaAHMX 1 BEMMKHMX 3a 00CIroM JOKYMEHTIB (IT0JIOXKEHHS, NpaBua,
iHCTpYKUii, OrMAAM, 3BITM TOWIO) MOALISIOTHCA HA PO3AINM, MiAPO3AUIHN, IYHKTH,
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NiZANYHKTH, AKi HYMEPYIOTbCA 32 JONOMOTOK PUMCBKUX abo apabchkux mupp 6e3/3
Kpankor ado AykKowo. AG3all MyHKTY Ta MiANYHKTY MOYMHAETHCS 3 BIACTYINY Bij
niBoro noss cTopiHkM 6e3 Oyab-skoi nmosHauku (Aedic, kpanka Towo). KoxHa
CTPYKTYPHa OJAMHUI HOPMATHBHO-NPABOBOro aKTa (Kpim ab3ally) BiIIOKPEMITIOETHCS
Bill TONEPeAHbOI MPOMYCKOM psifKa. BH3HAueHHs TEpMiHIB y HOPMATHBHO-
IPaBOBOMY aKTi HABOAATHCA B ajipaBiTHOMY NMOPSAKY i B HA3UBHOMY BIAMIHKY.

42. dopma aHKETH BUKOPUCTOBYEThCA y pasi BHKJIaAeHHs y LUdposomy abo
CJI0OBECHOMY BUIIIAAlI iHpopManii npo oauH 00’€KT 3a MEBHUM OOCATOM O3HaK.
I[TocTiiiHOI0O iH(OpMalli€l0 B aHKETI € y3arajllbHeHI HallMEeHYBaHHs O3HaK, 3a SKHMHU
MPOBOJAMTLCS ONMUC 06°€KTa, @ 3SMIHHOIO — KOHKPETHI XapaKTEPUCTUKH.

43. Tabmuuna Qopma JOKYMEHTa BUKOPHUCTOBYETBCSA Yy pa3i BUKJIAJEHHS Y
uudposoMy abo cloBeCHOMY BUIJIsAl iH(opMalil npo Kinbka 00’€KTIB 3a psaoM
O3HaK. 3arojioBkd rpad) Tabiauili MUINYThCS 3 BEJMKOI JIITEPH, MiA3aroJIOBKH — 3
manoi yitepu. Kpanku B KiHUi 3arofioBKiB i Mig3arojoBkiB rpad) He CTaBJSsITHCS.
3arofoBKM 1 MiA3arojoBKM rpad Ta psAKiB Tabnuui TMOBUHHI OyTH BHKIaJEHI
iMEHHHKOM Y Ha3MBHOMY BiAMIiHKY OJHUHH. Y 3aroJIOBKax i MiA3aroyloBKax psKiBs i
rpag TabnuLi BXKUBAIOTHCH JIMINE 3arajJbHOMPUMHATI YMOBHI MO3HAYEHHs |
ckopodyeHHs. ['pabu Tabuuui, sKi pO3MILIYIOTCS Ha KIIBKOX CTOpIiHKax,
HyMepytoThesi. Ha apyriit Ta HacTYynmHHX CTOpiHKaxX TabiuuUi 3a3Ha4atOThCs HOMEpH
rpad, a TAKOK Y BEpXHbOMY TpaBoMY KyTKY — ciioBa "IIpofgosxenHs gomarka'.

Biomimku npo naagnicme 000amkie

44. JlonaTKu [0 JOKYMEHTIB, KpiM [OJAaTKiB A0 CYNMpPOBiIHUX JIUCTIB,
CKJIAIal0ThCSl 3 METOIO JOTMOBHEHHS, MOSCHEHHS OKpEeMUX NMUTaHb abo JOKyMEHTa B
LiIoMy.

45. Jlonatku A0 AOKYMEHTIB MOXKYTb OyTH TaKUX BUAIB:

NOJATKY, L0 3aTBEPMKYIOTbCS PO3MOPSAYMMH JOKYMEHTaMHU (I10JIOKEHHS,
IHCTPYKLUIi, MpaBuia, MOPSIKH TOLIO);

J0JATKH, 110 JONOBHIOKOThH Ta/ab0 MOSICHIOTH 3MICT OCHOBHOIO JOKYMCHTA;

JOJATKH, 1[0 HAJCHITAIOTHCS 13 CYMPOBIAHUM JIMCTOM.

Y TeKCTi OCHOBHOrO JOKyMEHTa pOOMTBCS Taka BigMITKa PO HAaABHICTH
foaTkKiB: "mo noaaerscs”, "srigHo 3 goxarkom", "(momarok 1)", "BiAmosimHO 10
aojaatka 2" abo "(auB. goaartok 3)".

46. JJogatku obOpMITIOIOTECS, K MPaBUIIO, Ha CTaHAAPTHUX apKyllax nanepy.
Ha npyriii i HacTynHil cTopiHKax gogaTka poduTbes Taka Biamitka: "[IponoBKeHHS
nponaarka, "TIpoaoBxxeHHs gojgarka 1".

Ha popaTkax [0 TMOJIOXKEHb, MpPaBWI, IHCTPYKLIA TOLIO MpPOCTaBIAETbCA
BiAMiTKa y BEpXHbOMY MpaBOMY KYTi MepIIoi CTOPIHKK 10AaTKa, 1Ka BKII0Ya€ HOMeEp
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JI0JIaTKa, 3aroJIOBOK HOPMATWBHO-NPABOBOrO aKTa Ta MNOCWIAHHA Ha BiINOBIIHY
CTPYKTYPHY OJMHHLI. Y pa3i JOMOBHEHHS HOPMAaTHBHO-IIPABOBOIO aKTa, sKUH
niansrae JepxaBHil peecTpalii, HOBOIO CTPYKTYPHOK OJVHMLEIO 3 MTOCUTIAHHSIM Ha
N0/1aTOK ab0 BHK/IKOUYEHHS 3 TEKCTY HOPMAaTHBHO-NPABOBOrO aKTa CTPYKTYPHOI
OIMHHULI, sIKa MICTUTh MOCHJIaHHs Ha J0JaTOK, HyMepalid JOAATKiB Ta BiAIOBiJIHI
MOCKUJIAHHS Ha HUX Y TEKCTI HOPMAaTUBHO-IIPABOBOI'O aKTa 3MIHIOIOTHCA.

Hanpuknan:

Hoparok 1
| 10 PexoMeHaawii o0 3ade3neyeHHs
y 2019 poui 3aksajaiB 3arajabHOI
CepeIHbOT OCBITH LIKIIbHUMH aBTOOY-
caMu, TEepPCOHATBbHUMH KOMII IOTEPAMU
Ta NpuaOaHHs NOCIYT 3 AOCTYIY 10
LIBUKiCHOTO IHTEpHETY
(myHkT 1 Po3ainy II)

CTOpiHKH KOXHOrO [I0JaTKa MalOTh CBOK HyMepalilo. Y KiHWI MiJ TEKCTOM
JI0laTKa MPOCTABJISETHCS PUCKa, 110 CBiAYUTB PO HOro 3aKiHYEHHS.

V pasi HasgsBHOCTI KiIbKOX JOJATKiB HA HUX 3a3HAYalOThCs TOPAAKOBI HOMEPH,
Hanpukjiaa: gogarok 1, mopartok 2. 3nak "No" nepea UM(PPOBUM IO3HAYEHHAM He
CTaBUTHCA.

Yci 1oaaTky 10 JOKYMEHTIB Bi3ylOTbCs MPalliBHUKOM, KUK CTBOPUB JOKYMEHT,
Ta KEPiBHUKOM CTPYKTYPHOTrO IiApO31iTy, B IKOMY HOro CTBOPEHO.

JI0JaTKU 10 po3nopskKeHb roJIoBH o0JiAepKaaMiHicTpauii (Haka3iB KepiBHUKa
anapary), a TaKoX JOJaTKM HOPMAaTHBHO-NPABOBOrO Xapakrepy (IOJIOKEHHS,
IHCTPYKLii, MpaBuia, MOPSAKUA TOILIO), IO 3aTBEPIKYIOTBCS PO3MOPAIKEHHIM
rojoBu obsaepxaiaMiHicTpanii (Haka3oM KepiBHHMKa amapaty), MiANUCYrOThCs
KepiBHMKOM  BIiINOBIAHOIO CTPYKTYpHOro Migpo3ainy — obnaepxkaamiHicTpauii
(anapary), 10 € PO3pOOHMKOM HAaHOrO IPOEKTY, Ha JIMLBOBOMY OOLI OCTAHHLOIO
apKyluia AoaaTka.

V pasi Kosiu J0AATKH HAICHIIAKOTBCS i3 CYNPOBITHMM JMCTOM, BiIMiTKa MpO
HaAsBHICTb JOJATKIB PO3MIIIYETbCS MIC/Isl TEKCTY JIMUCTA MEPEN MiAMUCOM.

SIKIO OKYMEHT Ma€ J0JaToK, MOBHE HallMEeHYBaHHS SIKOTO HABOJAMTECS B MOTO
TEKCTI, BiAMITKa IIpo HAsABHICTh LIbOTO JOAATKa O(OPMIIIOETHCS 3a TaKOK (HOPMOIO:

Jonarox: Ha 7 apK. y 2 IpuM.
SIKIO JOKYMEHT Ma€ [0JaTKH, TOBHe HaWMEHYBaHHS AKMX y TEKCTI He |
HABOAMTHCS, IX HEOOXIAHO MEpPeNiYnTH Mic/s TEeKCTY i3 3a3HAUEHHAM KiIbKOCTI

CTOPIHOK Y KOXKHOMY JI0JaTKy Ta KiJIbKOCTi 1X NPUMIPHUKIB, HAIIPUKJIAL:

Jlonatku: 1. JloBizka mpo cTaH COLIaibHO-eKOHOMIYHOrO PO3BUTKY obnacti 3a
[ kBapTtan 2018 poky Ha 8 apk. B 1 npum.
1) 0
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2. JloBinka npo BUKOHaHHs MicueBuX Oro/ukeTiB obnacti 3a I kBapTan
2018 poky Ha 5 apk. B | MpuUM.

SIKIo 10 JOKYMEHTA JOAAEThCS iHIUMH JOKYMEHT, IKUH Ma€ 101aTKH, BIAMITKY
Mpo HasBHICTH J0/1aTKa O(OPMIISIIOTH 3@ TaKOK (GOpMOLO:

Jlonatok: et Mincounonituxu Big 20 Tpasus 2019 poky Ne536/12/1.27 i nonatok
JI0 HLOTO0, Bchoro Ha 20 apk. B | npuM.

47.Y pasi Koau JOKyMEHT MiCTUTh Gi/blle JAECATH JOJATKIB, CKIAJA€ETHCA OMHC
i3 3a3HaYEHHsIM Y JIOKYMEHTI TaKkoi BiAMITKM:

JlomaTox: 3riIHO 3 OMMCOM Ha 3 apK.

SIKIIO I0/IaTOK HAJACHIIAEThCA HE 3a BCiMa 3a3HAaueHUMHU B JJOKYMEHTI aJipecamH,
BiIZIMiTKa NP0 HASBHICTb JOKYMEHTa 0(OPMIIIOETHCS 3@ TAKOK (POPMOIO:

JlonaTok: Ha 5 apk. y 2 MpHUM. Ha NeEpILy aapecy.
Hionuc

48. TMocanoBi 0cobU MIANMUCYIOTh JAOKYMEHTH B MeXax CBOIX MOBHOBAXEHb,
BU3HAUEHUX aKTaMM 3aKOHOJABCTBA, IHIUMMM HOPMATHBHO-NPABOBUMH aKTaMH
BiAMOBIAHO 10 IHCTPYKUii 3 NiNOBOACTBA B eNeKTPoHHiH (opmi Ta [HCTpyKuii 3
AisoBoacTBa obaepkaaMinicTpauii. ITOpsAoK MiAMHCAHHA NOKYMEHTIB IHIINMH
ocoGamu y pasi BiacyTHocTi ronoBu obnjepxanminicTpalii, Horo 3acTyNHHKIB,
KepiBHMKA arapary Ta iHWIMX [0CaJ0BUX OCi0, AKi yNOBHOBaXKeHi iX MiAMHCYBATH,
BU3HAYAETHCS PO3NOPAIKEHHAM T0J10BU 06mepKaaMiHicTpalil (Haka3om KepiBHUKa
anapary obsiepxaaMiHicTpauit).

49. Tlianuc cKIafaeTbesi 3 HailMeHyBaHHs [ocaad ocoOu, fKa MiAMUCYE
JOKyMEHT (IIOBHOTO — Yy pa3i, KOMM JOKYMEHT HaJpyKOBaHMl He Ha OnaHKY,
CKOPOYEHOTO — Y pasi, Koj¥ HOKYMEHT HaApyKOBaHHH Ha OnaHKy), 0COOMCTOTO
MiJNUCY, BJIACHOTO IMEHI 1 PI3BUIIA, HAPUKIA/!

T'o10Ba oGJ1acHoOl

Aep:kaBHOY aaMiHicTpauii nianuc Baacue im'st IPI3BUILIE
abo
AupexkTop nianuc Baacue im'st [IPI3BUIIE

50. YV pasi HaacuiaHHs AOKyMEHTa y MamnepoBid ¢opMi 0JHOYACHO KIJIBKOM
YCTAaHOBaM  MiAMKCYETbCS TiIBKU  OpHUIiHa, SIKHA 3a/MIIAETBCS Y cripasi
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obnaep;kafMiHicTpalii — aBTOpa TaKoro JOKYMEHTa, a Ha MiCUs PO3CUIIAOTHCS
3acBifueHi ciry»k0010 JiI0BOACTBa HOro KOii.

51. JIOKyMEHTH MiANUCYIOThCs, K MPABHIO, OJHIEI MOCaL0BOK 0c00010, &'y
pasi, KoinM 3a 3MICT JOKYMEHTa HECYTb BIAMOBIANbHICTL KijbKa 0Ci0 (aKTH,
dhiHaHCOBI JOKYMEHTH TOWWO), — ABOMa abo Oimblue nocamoBumu ocobamu. Ilpu
LbOMY IIiATMHCH NOCAJOBUX OCIO PO3MIILYIOThCS OAWH MiJ OJHMM BIAINOBIAHO [0
nianopsiakoBaHocTi oci6. Hanpuxian:

JupekTop nianuc Baacue im's [IPI3BUILE
I'onoBHui Oyxraarep nianuc Baache im'st [IPI3BHUILE
52.V pasi nmianucaHys CIiJIbHOrO JOKYMEHTa KilbKkoMa ocobamu, sKi 3aliMaloTh

OIHAKOBi MocaM, iX NiANMCH PO3MILIYIOThCS Ha OMHOMY PiBHI 1 CKpIILTFOIOTHCS
reyaTkaMy yCTaHOB, HAPUKJIIA/:

IN'onoBa KipoBorpaacskoi o01acHol I'osnioBa KipoBorpaacbkoi o01acHol
Aep:kaBHOT aAMiHICTpauil paau

MiAMKUC Baacne im'st [IPI3BBUILIE nmianuc Baacue im's IIPI3BUILLE
BIAOUTOK repOOBOI EYAaTKH BiIOMTOK repOOBOI NeYaTKU

JIOKyMEeHTHU KOJIerianbHUX OpraHiB MiANUCYIOTH FONIOBA KOJETialbHOrO OpraHy i
ceKpeTap, HallpuKiaa:

['onoBa xomicii 1AM Baacue im'ss IIPI3BULIE
Cexperap Komicii kit Baacue im'st IIPI3BULIE

53. ¥V pasi BigcyTHocTi mocanoBoi 0cobu, HafiMeHyBaHHs NMOCajM, IpPi3BUILE,
BlIacHe iM's sKOI 3a3HayeHo Ha MpOEKTi JOKyMeHTa, Horo miammcye ocoda, Lo
BUKOHY€ iT 000B’s13KH, abo ii 3acTynHUK. Y TakoMy pasi 000B’sI3K0OBO 3a3HAYalOThCS
(akTuuHa mocaja, BiacHe iM's i mpi3Buile ocobHM, fKa MiAnUcana JOKYMEHT, NpH
IbOMY BHIIPaBJ€HHsS BHOCHTb DYKOIMCHHM CrocoGoM ocoba, sKa TiAIUcye
nokymeHT. He ponyckaeTbes mij yac MiAMECaHHA JOKYMEHTa CTaBUTH MPUHMEHHHUK
"3a" uM mpaBobiYHy [OXMIY PHCKY TIepel HaiiMeHyBaHHAM mocaau. Y pasi
3aMilleHHs] KepiBHUKA 3a pO3MOPS/LKEHHAM (Haka3oM) 10 HaWMeHyBaHHs I0Caau
nonarThes ciMBosK "B.o.".

54. dakcuMinbHe BIATBOPEHHS MIANUCY MOCAJ0BOI 0COOM Ha JOKYMEHTaxX He
JOMYCKaEThCS.

55.V pasi cTBOpeHHs ob/epKaAMiHICTpaLli€io JOKyMEeHTa y maneposiii popmi
3a HAsABHOCTI /s 11bOr0 OOrPYHTOBAaHMX MNiACTaB JJiA 1X MOJANbLIOTO HaJACHIIAHHS

JWRRE W
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yCTaHOBaM Ci1y00l0 [IiOBOJACTBA CTBOPIOETHCA B yCTAHOBJICHOMY MOPAIAKY
eleKTPOHHA KOIMis [ManepoBOoro OpWriHajdy BIATOBIAHOrO  JIOKYMEHTa, sKa
HaJICUJIA€ThCS aJpecaTaM Hepe3 CUCTEMY eeKTPOHHOI B3a€MOJii OpraHiB BUKOHABYOL
BJIAJIH.

Bizu ma 2pugh nozooxcenna ona 00Kymenmis,
10 CMEOPIOIOMBCA Y nAneposii hopmi

56. IloromxeHHs IOKyMeHTa y pasi norpebu Moxe 3iHCHIOBATHCS SK B
obaaepskaaMidicTpauii (BHyTpilHE), Tak i 3a 11 MeXaMu iHIIMMH 3aiHTepeCOBAaHNMU
YCTaHOBaMH (30BHILUHE).

57. BHyTpiliHE  TIOrO[KEeHHs  JOKyMEHTa  OGOPMIIIOETBCS  LIEIXOM
MPOCTaBAAHHA Bisu. Biza Bkmouac 0COGMCTHH MMiANKC, BlacHe iM's i Mpi3BHLUE
ocobH, sika Bi3ye OOKYMEHT, [aTy Bi3yBaHHs i3 3a3HauyeHHsAM Yy pa3i norpebu
HaliMeHYBaHHsI 110CaIu L€l 0COOH.

58. Biza npocTaBnsieTbecsa Ha UIBOBOMY ab0 B pasi, KOIM Micls Ha JULBOBOMY
6oLl OCTaHHLOIO apKyilla HEJAOCTATHBO, Ha 3BOPOTHOMY OOLI OCTaHHBOTO aApKyIla
MPOeKTy JOKyMEHTAa. Bi3u NpOCTaBISIOTECA Ha TANepoBUX  NPUMIpHHUKAX
JIOKYMEHTiB, IO CTBOPIOIOTBCA Yy pa3i HAsIBHOCTI MiACTaB, SAKi BH3HAIOThCS
OGIPYHTOBAaHUMHU 715 CTBOPEHHS YCTAHOBOIO JOKYMEHTIB y Tameposii ¢opwmi, Ta
3aJIMIIAI0THCS B YCTAHOBI.

59.3ayBakeHHs 1 MOpOMo3uLil M0 MPOEKTYy JOKYMEHTa BHUKJIAJAIOTHCA Ha
OKpEMOMY apKyllli, PO 110 Ha MPOeKTi poOUTHCS BiNOBiIHA BiAMITKA:

HauanbHUK 3arajbHOro Biaauly
Harta TiAMIC Baacue im's IIPI3BUILLE
3ayBajKeHHS 1 NPONO3ULIT J0JAIOThCH.

60. TTopsifok  Bi3yBaHHsA BW3HAa4aeTbcss B [HCTPyKWil 3 [AiIOBOACTBA B
eJIEKTpOHHIH Gopmi.

61.3a 3MiCT JOKYMEHTa, AKMil Bi3yeTbes KilbkoMa ocobamu, Taki ocobw
Bi/ITIOBIAIOTH 3TiIHO 3 KOMIIETEHLIELO.

62. 30BHIIUHE MOrOAKEHHA NpPOEKTIB JOKYMEHTIB, CTBOPEHHX Y ManepoBii
dopMi, 0QOPMIISETbCS WIIAXOM MPOCTABISIHHA Ha HUX Tpuda NOroKEHHA, AKWH
pkmoyac B cebe cnoso "TIOIOJDKEHO", HaliMeHyBaHHS MoOcaad O0CoOM Ta
YCTaHOBH, 3 SIKOIO IIOIOJDKYETHCS ITPOSKT JOKYMEHTa, ocoOuCTUM NiANUC, MOCcaa0BOl
0co0u, CKpinyieHnii repGOBOIO Me4aTKolo, BlacHe iM'a, mpissuiue i Aary abo Ha3By
JOKYMEHTa, L0 MiATBEPUKYE MOToKEHHs, Horo aaty i Homep (1HIEKC), HapUKIaL:
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I[TOI'OJXKEHO
JIUpeKTOp AenapTraMeHTy OXOPOHH 310POB's

o6 aepxkaaMiHicTpauil
MiAnuc Baacue im'st [IPI3BBULIE

Jlara

[MOT'OJIPKEHO

[IpoTokoJ 3aciJaHHs
ExcrniepTHO-nepeBipHOL

KOMiciT aepkaBHOro apxiBy obnacTi
Jata Ne

63. Cpud TOTONKEHHS CTABUTbCS HIDKYE MIAMUCY Ha OCTaHHIHA CTOpiHLI
NIPOEKTY HOKYMEHTA.

64.Y pasi KONM 3MICT JOKYMEHTa CTOCYEThCs Oinblie HDK TPhOX YCTaHOB,
CKJIAa€Thesi apKyLl MOrOUKEHHS, PO O POGUTBCs BIAMITKA y JOKYMEHTI Ha MicLl
rpuda NnoroKeHHs, HalpuKIa:

ApKyHI MOTOJAKEHHS N0AAETHCH.

65. ApKyIl TMOTOJKEHHs O(OPMIIOETbCS Ha JIHLBOBOMY Ta y pasi morpebu
3BOPOTHOMY 0OI1i 0OJTHOTO apKyHia 3a Takol (pOpMOI0:

APKYUI NIOTOAKEHHA
HazBa npoekTy 10KyMeHTa
HajimenyBaHHst mocaam | THATHUC Buaacue im'st [IPI3BUIIE Hara
HajiimenyBaHHs mocaan | NiANKC Buaacue im'a ITIPI3BUUIE Hara
HaiimeHyBaHHsl nocaan | MANNUC Buaacue im's TIPI3BUIIE Harta
HaiiMeHyBaHHs1 mocaau | miamuc Baache im'st [IPI3BULE Jara

LuLL

66. 30BHIIIHE TOTOLKEHHS Y pa3i MoTpeOH, BH3HAYEHO! 3aKOHOJABCTBOM,
3MIMCHIOETHCSE B TaKiil MOCTIZOBHOCTI: YCTAHOBM OJHAKOBOrO piBHA Ta iHIUI
YCTAHOBU; FPOMaJIChKi opraHisallii; opranu, siki 31iHCHIOIOTh J€p)KaBHUH KOHTPOJIb B
MeBHil cdepi; yCTaHOBU BULIOTO PIBHS.

CTpOoK MK JaTOK 30BHILIHBOTO MOTOXKEHHS MPOEKTY HOPMAaTHBHO-TIPABOBOIO
aKTa, AKMP THUISrae JepXapHill peecTpauii, i JaTOXO NMPUAHATTS TAaKOro aKTa HeE
TMIOBMHEH MepeBuLLyBaTH 60 IHIB.

Biooumok newamku

67. Ha 1OKyMeHTaX, 110 3acBiI4ylOTb MpaBa rPOMajsiH i FOPUAMYHHX OCIO, Ha
SIKUX (DiKCyeThesl (PaKT BUTpa4aHHs KOLUTIB i MPOBEAEHHs Onepaliil 3 MaTepialbHUMH
LiHHOCTAMH, Mianuc rmocagoBoi (BiAMOBimanbHOT) 0cOGHM CKPITUTIOETBCA TepOOBOIO
neuatkoro obiaepkaaMiHicTparii.

Il
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[lepenik iHIIMX [OKYyMEHTIB, MAMHCH HAa AKMX HEOOXIAHO CKpIIIIOBAaTH
repGOBOIO  MEYATKOK, BU3HAYAETBCS  OOJAEPKaAMiHICTpaui€lo  Ha nigcrasl
HOPMATUBHO-TIPABOBUX AKTIB Ta NPUMIPHOTO MEPENiKy TOKYMEHTIB, MiAMUCH HA IKUX
CKPIIUIIOIOTECS repOOBOIO NIEUATKOKO (I0AATOK 3).

68.  Bigburok  nevarku, Ha  sAKii  3a3HaYeHO  HaWMCHYBAHHS
obaaepkaaminicTpanii abo ii cTpyKTypHOro niaposainy (6e3 300paxeHHs repba) y
pa3i noTpeGH CTaBUTHCS HA KOMisIX JOKYMEHTIB Ta HAa PO3MHOXEHMX MPUMipHHKaX
PO3MOPSAUNX JTOKYMEHTIB.

Bin6uTOK MeyaTKu CTaBUTbCA TAKUM UWHOM, W00 BIH OXOIUIIOBAB OCTaHHI
Ki/IbKa JTiTep HaltMeHYBaHHS Nocaan ocoOH, siKa Minncana 10KyMeHT, ajle He MANUe
rnocagoBoi 0cobu, abo Ha OKpeMo BU/LIEHOMY s LbOro Micli 3 BiamiTkoro "MIT".

69. Po3Mopsi/UKeHHAM TOJI0BM  oOnepxaaMiHicTpauii (HakasoM KepiBHHKa
anapaty) BU3HAuacThesl NOPAAOK BUKOPUCTaHHs!, Micle 30epiranHs repboBoi nevyaTku
i mocagoBa ocoba, BiAMoOBiganpHa 3a 11 30epiraHHs, a TAKOXK Mepeslik ocib, mianucu
SIKUX CKPIIMJIFOIOTHCS repOOBOIO MEYATKOIO.

Biomimka npo 3aceiouenns naneposux Konit 00KymeHmie

70. OGnaepx)aAMiHicTpallis MOXe 3acBiAuyBaTH KOMil JMLIE THX JIOKYyMEHTIB,
10 CTBOPIOKOTBLCS B HiM, KPiM BUNJKIB CTBOPEHHs MANEPOBUX KOMii eleKTPOHHUX
JIOKYMEHTIB, 110 Hafifiumu 10 obnaepxaiMiHicTpalii yepes CUCTEMY eleKTPOHHOI
B3aEMOJil OpraHiB BHKOHaBYOI BJIaau (Jaal — cucTeMa B3a€MOJii), a TaKkoX Y
BUMAAKaX, NepeadayeHuX LUM ITyHKTOM.

Y pasi MiArOTOBKM JOKYMEHTIB AJIs HaJ@HHs OpraHam Cy/A0BOi Bjaau Mij vac
BUpIilEHHs MUTaHb LIOAO0 NMPUHHATTS rPOMajisiH Ha pobOTy, HaBYaHHs, 3aCBIIYCHHS
iX TPYAOBUX, )KHTJIOBMX Ta IHIIMX IpaB y B3aEMOBIJHOCUHAX 3 YCTaHOBOIO, @ TAKOXK
mia gac (GopMyBaHHS OCOBOBUX CHpaB NpALiBHHUKIB 0OJAepXKaAMiHICTpallis MOXe
BUTOTOBJIATH KOMii JOKYMEHTIB, BHJAHUX IHUIMMH YCTaHOBaMH (komii AUIUIOMIB,
CBiJIOLITB MPO OJIEPXKAHHS OCBITH TOLLO).

Bigmitka "Komis" npocTaBiseThcs y BEPXHBOMY [paBOMy KYyTKYy TMepLuof
CTOPIHKH ManepoBoOro JOKyMEHTa.

71. Hanuc mpo 3acBigueHHs ManepoBOi KOMii JOKyMEHTa y mnanepoBiil ¢popmi
CKNIafaeThesl i3 CaiB "3rigHo 3 opuriHagom", HaliMeHyBaHHA NOCau, OCOOHCTOrO
mignucy ocobu, sfKa 3acBimuye KOIMilo, BIACHOro iMeHi Ta Mpi3BHIA, JAaTH
3aCBiqUEHHsT KOMII Ta MpPOCTABNAEThCA HWKYe PeKBiduTy Aokymenta "Ilimmuc”,
HalpHKIa:

3riJHO 3 OPUTIHAJIOM

Ioa0BHMIA cnewiagicT 3arajbHOro BiaaiTy

anapaty KipoBorpaacbkoi 06;1acHol

AepkaBHOT aagMiHicTpauii mianue Baacue im's IIPI3BULIE
JHata

I
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V BumajKax HAJCWIaHHA KOMiM JOKYMEHTIB uepe3 CHCTEMY €JNEKTPOHHOI
B3aeMOJii, HAACUIAHHs KOMiil JOKYMEHTIB KiIbKOM ajpecaraM (PO3CHIIKa), IHIUMX
BUMaAKax, nependaueHux IHCTpyKIieo 3 IUIOBOACTBA ol aeprxaaMiHicTpauii,
3acBi/lUeHHs ManepoBUX KOMiil 1oKyMeHTa y naneposiii hopmi 3iHCHIOKOTH 3TiIHO 3
BUMOTaMH IHCTPYKUIT 3 Ai0BOACTBA B €JIEKTPOHHIH GopMmi.

72. Hanue mpo 3acBiJuyeHHs TarnepoBoi KOMii CKPIMUTIOETbCA TEYATKO i3
3a3HAYeHHSM Ha Hill HaliMeHyBaHHs obnaepxkaaMminicTpauil (6e3 306paxeHHs repba)
ab0 MevaTKoK CTPYKTYPHOTO MiApo3ainy (Ciayk0u AiTOBOACTBA, CIykOM Biaaimy
yrpasiiHHs nepconanom, PCO Towo).

73. Ha Komisix JOKYMEHTIiB y narepoBiit ¢opMi, MOAO SKUX 3IIHCHIOETHCS
BHIMKA, 3a3HA4acThbCsl HaMMeHYBaHHsS Mocagd 0coOW, fKa 3acBigyuWia KoIito, il
0COOMCTHIl MiANMuC, AaTa 3acBifUeHHs Ta BiAOMTOK MeuyaTKu CiIyXOH LiNOBOACTBA,
HaNpUKJIaL:

3riIHO 3 OpUTiHAJIOM

I"os10BHHIT cneniajicT 3araJbHOro Bigaiay

anapaty Kiposorpaacbkoi o6/1acHol

AepxaBHOT aAMiHIcTpauii nianuc Baache im'st IPI3BUIIE
BiIOMTOK MEYaTKU CIYXOU J11JIOBOACTBA

Jarta

74. Ha xonisx BUXiAHMX JOKYMEHTIB, IO 3aJMINAKOTECA y CIpaBaX yCTaHOBH,
MOBMHHI OYTH Bi3K NOCaNOBUX 0OCi6, 3 AKMMU BOHM NOTOMXKEHI, BiAMOBIAHO A0 BUMOT
[HCTpyKLIT 3 AioBOACTRA 0O AepIKAAMIHICTpaLliT.

75. Konist JoKyMeHTa IOBMHHA BiJNIOBIi1aTH OPHTiHAIY.
Biomimku npo cmeopenHs, BUKOHAHHA OOKYMeHma

76. BnacHe iM’s Ta npi3Bulle NpalliBHUKA, KW CTBOPUB JOKYMEHT, i HOMEp
fioro ciyx60Boro TenehoHy 3a3HAYArOTHCS B HIDKHBOMY JIIBOMY KYTKY OCTaHHBOI
CTOPIHKH MarnepoBOro JOKyMEHTa, HarpUKIIa:

Onena Iletpenko 24 55 44

77. Tlicns 3aBepiueHHs poGOTH 3 JOKYMEHTOM IPOCTaBJAETHCS BiAMITKA MPO
10ro BUKOHaHHs. BiaMiTka Npo BUKOHAHHS JOKYMEHTa CBiUHTH PO T€, O podoTy
Hajl JOKYMEHTOM 3aBepUIEHO i HOro MOXHA JOJYUMTH JO CIpaBu. BiaMitka mMoxe
mictitd crosa "Jlo crpasu”, HOMEpP CIpaBH, MOCHIIAHHS Ha JaTy i peecTpaliifHui
iHZeKC JOKYMeHTa, SKMI 3acBifuye /oro BAKOHaHHS, HaliMEHyYBaHHs MOCA/IH, ATHC
i mary. SIKIO JOKyMEHT He MOTpeOye MUChbMOBOI BiAINOBII, 3a3HAYAOTHCS KOPOTKIi
BifoMocTi mpo BukoHaHHsA. ITixmuc i aTy BIAMITKM NPOCTaBise MpPALiBHUK, AKUH
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CTBOPHUB JOKYMEHT, ab0 KepiBHHK CTPYKTYPHOro MiJpo3aily. 3a3HaueHUH PEKBI3UT
IPOCTaBJISIETHCS Bil  pYKH y  JliBOMY KYTKY HWKHBOIO  MOJIA
MepuIoi CTOPIHKH, HAIIPUKIIa:

Jlo cripaBu Ne 03-10 abo Jo cnpasu Ne 05-19
JIuct-Bianmosiae Bijg 20.02.2020 [TuTaHHs BUPIILIEHO MO3UTHBHO MiJl Yac
Ne 03-10/01/802 TenedOHHOT pO3MOBH
04.03.2020
nocaga nianuc Baacue im's IPI3BBUMIE  nocaja nignuc Baacue im'st IMPI3BUIIE
21.02.2020 05.03.2020
78. BinMiTKa npo HaAXOKEHHs NanepoBoro JIOKyMEHTa 1o

obnepkaaMiHicTpanii MpoCTaBIsS€TbCA BiJg pyku abo 3a [JONOMOrol MITamIa,
aBTOMATHYHOrO HyMepaTopa uM LITPUX-KOIy Ha JIMLBLOBOMY T10JIi Y TIPaBOMY KYTKY
HWKHBOTO T10JIs [IEPILIOro apKylla opHriHany AokymeHTa. EjneMeHTamu 3a3Ha4€HOro
PEKBI3UTY € CKOpoYyeHe HalMEeHyBaHHs YCTAaHOBM — OJIep)KyBaua JIOKYMEHTa,
peecTpauiiinuil ingeke, mara (y pasi motpebM roamHa i XBWIMHH) HaIXOMKEHH:A
JOKyMEHTa.

SIKIIO KOpECTIOHJEHLis He pPO3KPUBAETHCS BIANMOBINHO 10 MyHKTY 148 wi€l
[HCTpyKLIT, BiAMITKA MPO HAaAXOJKEHHs JOKYMEHTa MPOCTAaBJIIETbCS HAa KOHBEPTAX
(yrnakyBaHHSX).

Y pasi HagxomkeHHs 30pOIIYpOBaHMX JOKYMEHTIB Pa3oM i3 CyNpOBIAHHM
JIACTOM BIAMITKA CTABUTHCS Ha CYNpPOBIHOMY JIMCTI.

3anuc npo deprcasny peecmpauiro

79. 3amnuc npo Jaep)kaBHY peecTpawito poOHUTLCSA WOJ0 HOPMATUBHO-NPABOBHX
aKTIB YCTAHOB, BKJIIOYEHHMX [0 EAMHOro JEepKaBHOrO peeCcTpy HOPMATHBHO-
npaBoBuXx akTiB. Jlo HakasiB (pO3MOPs/UKEHb, MOCTAHOB, pillleHb) HOPMATHBHO-
MpaBOBOrO  XapakTepy He  BKJIIOYAIOTHCS  CTPYKTYPHI  OJMHMLI,  SKHMH
3aTBEPUKYIOTCS, 3MiHIOIOThCS a0 BM3HAIOTHCSI TaKUMH, 1O BTPATHIIM YHUHHICTB,
JIOKYMEHTH, sKi AepKaBHiil peecTpauil He MiIAraoTh, KpiM HakKasiB (pO3MOpsXeHb,
MOCTaHOB, pillleHb) TPO 3aTBep/UKEHHs (HOPM 3BITHOCTI Ta IHCTPYKUIH wmoa0 1X
3aMOBHEHHSI.

V pasi MojaHHs HOPMATMBHO-TIPABOBOrO aKTa Ha AEPXKaBHY PEECTpaLilo B
eJIeKTPOHHIil GOpMi 3amuc NMpo AepKaBHY peecTpailito BHOCUTBCA JI0 PEECTpaLiiiHo-
MOHITOPHHIOBOI KapTKH, Ta MOKe y pasi motpebu OyTu BisyanizoBanuii 3acobamu
CHCTEMH eJIEKTPOHHOTO JAiJIOBOJCTBA Mij Yac Bi3yani3allii JOKyMeHTa.

CKIa0eHHA 0eAKUX 6UOI8 OOKYMEHMIE

Poznopsoacenns (Hakasu)

80. PosnopskeHHs (HAakasM) BMAAIOTbCS AK PillleHHs OpraHisauifHoO-
PO3MOPSAAUOro YU HOPMATUBHO-IIPABOBOrO XapakTepy. 3a 3MiCTOM YIpaBIiHCHKOT Aii
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HAKa3M BUIAIOTHCA 3 OCHOBHOI AISIBHOCTI 00aepKaAMiHicTpalii, aiMiHICTpaTHBHO-
roCrnoJapchbKuX ado KaJpoBUX MUTaHb.

81. [IpoekTH pO3NOPSIIKEHD (Hakas3iB) 3 OCHOBHOI  JisUUIBHOCTI,
aMiHiCTPAaTHBHO-TOCTIONAPCHKUX TUTAHb TOTYIOTbCs | MOAAIOTBCA CTPYKTYPHHMH
NiApO3AiTaMH 32 JOpYUEHHSM TONOBU 00sepxkaaMiHicTpauii (kepiBHYKa anapary)
44 3a BJIACHOKO iHILIaTHBOIO.

[TpoekTH pO3MOPsDKEHb (HaKas3iB) 3 KaApOBUX MUTaHb (ocoGoBOro CKJany)
(Ipo MpPUIMHATTS HAa POOOTY, 3BUIbHEHHS, HAJAHHA BilNYCTKH, BIAPAKEHHS TOLIO)
roTye BiAMJ YNpaBJiHHA IE€PCOHAIOM amnapary obnaepxaaminicTpauii (mam —
KaZpoBa ciyx0a) Ha miacTaBi pilleHb (BKa3iBOK) rOJIOBH o6 aepxaMiHicTpauil
(kepiBHMKA arapary) OpraHi3alifHO-pO3MOPAAYOro YW HOPMATHBHO-TNPABOBOIO
XapakTepy, JA0TOBIIHUX 3aMUCOK KEPIBHUKIB CTPYKTYPHUX TiAPO3/LIIB, KOHKYPCHUX
NOKyMEHTIB (POTOKONiB Ta pilleHb aTecTauifiHOl uuM iHWOI KOMIcCii), 3asB
NpaLiBHUKIB, TPYAOBUX JOTOBOPIB Ta iHUINX JOKYMEHTIB.

82. TIlpoektn po3mopsukeHb  (HakasiB) 3 OCHOBHOI  MisUIBHOCT,
a/IMIHICTPaTHBHO-TOCMOAAPCHLKUX MUTaHb Yy pasi iX MiArOTOBKHM y maneposii dopmi
Ta JOJATKU A0 HUX Bi3YIOThCSA MPaLliBHUKOM, KMl CTBOPHB JOKYMEHT, KEPIBHUKOM
CTPYKTYPHOIO IIpO3iy, B SKOMY HOro CTBOPEHO, MOCAIOBUMH 0COOaMH, SKi
BM3HAuYeHi y MpPOEKTi JOKYMEHTa Sk BMKOHABLI 3aBJaHb, IO MICTSTBCS B HBOMY,
KepiBHUKOM CITy’KOH Ji7I0BOJCTBA, peaKTOPOM, KepiBHHKOM ab0 MoCcag0BoK0 0c000t0
CTPYKTYPHOTO TiApO3/iNy 3 NMUTaHb 3ano0iraHHs Ta BUABIEHHS KOPYINUIi, IHIIMMH
MOCaJOBUMU 0CO0aMHU, SKUX CTOCYETHCS JTOKYMEHT.

IIpoekTn HakasiB (po3MOpPAIKEHb) 3 KaJpPOBUX MHTaHbL (0COGOBOrO CKIIaiy)
Bi3yIOThCS MNpPALiBHUKOM KajpoBOi CiIy:KOM, SKMH CTBOPUB [OKYMEHT, Ta HOro
KepiBHMKOM, a TaKOX 3aleXHO Bil BHAIB HakasiB MOCaJOBMMHM 0COOaMH
CTPYKTYpHOTO MiApo3lily 3 NuTaHb 3anoliraHHs Ta BUSBIEHHA KOPYIUl,
OyXranTepchbkoi  ClyOH, [{HIIMMM [10CAJOBUMU  0C0O0aMH, SKUX CTOCYETbCH
JAOKYMEHT.

V pasi HeoOXimHOCTI NpoOBeieHHs OUIHKM 3MICTY Ta MOULUIBHOCTI BHIAHHS
Hakasy (po3ropsDKeHHS) 3AiHCHIOETBCS 30BHILIHE TTOTO/DKEHHS TPOEKTY A0KYMEHTa
3 [HIIHMH 3aiHTEPECOBAHUMH YCTaHOBAMHU.

83. VIOBHOBaXEHOK OCOOOI0 KOPUAMYHOI CIyKOH OOOB’A3KOBO BI3YFOTHCH
MPOEKTH PO3MOPSUKEHb (Haka3iB) HOPMAaTMBHO-TIPAaBOBOTO XapakKTepy, a TaKOX
pO3NOpsIKEHHs (HaKa3n) 3 KafpoBUX NUTaHb (0COOOBOTO CKITaay).

84. Skwo B mpoueci INOTOKEHHSA [0 MPOCKTY PO3MOPS/UKCHHS (Hakazy)
BHOCSTBCS 3MiHH, BiH MiAJIArae NOBTOPHOMY MOTO/UKEHHIO (Bi3yBaHHIO).

85. Po3smopsi;ukeHHs (Hakas3n) MIANMCYIOTHCS T'OJIOBOIO obnaepxaaMiHicTpauii
(kepiBHMKOM anapary), 3 IUTaHb, IO Hanexarb A0 HOro KOMMeTeHLil. Y pasl
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BiZicyTHOCTI ronmoBu oOnaepxkaaMiHicTpauiil (KepiBHHKA arnapaTy) pO3IOPSIKEHHS
(HaKa3u) MiANUCYIOThCS 10CaA0BOI0 006010, sIKa BHKOHYE HOro 000B’SI3KH. ,

86. PO31‘IOp${Jl)KeHH$I (Hakasu, pilleHHs), AKi € HOPMATHBHO- NpaBoBMMH aKTaMH,
HAOUPAIOTh YMHHOCTI 3 [AHA 1x odiuiiHoro omyOsiKyBaHHs, SAKIIO iHIIEe He
BCTAHOBJIEHO TAKMMH PO3NOPAMKEHHAMH (HAaKa3aMH, PIlIEHHSMH), ale He paHie
AHd iX odiuifHOro onyOTiKyBaHHS.

87. PosnopsmkeHHs (Haka3) OQOPMIIOETBCA Ha OJIAHKY PO3MOPAUKEHHS
(Haxasy). 3MiCT po3HOpAMIKEHHs (HAKa3y)KOPOTKO BHKIAAETLCS B 3arONIOBKY, AKUi
nouuHaeTbes 3 npuiiMenHuka "TIpo" i cKIafaeThes 3a IOMOMOTOIO BiLI€C/IBHOIO
imennuka ("Ilpo s3arBepmkenHs...", "TIpo BeenenHs...", "IIpo CTBOpEHHS.. ") abo
imennuka ("TIpo miacymku...", "Ipo 3axoau...").

88. TekcT pO3NOpAMKEHHs (Hakasy) 3 MHTaHb OCHOBHOI isJIBHOCTI Ta
a/IMIHICTPaTHBHO-FOCMOAAPCHKUX TTUTaHb CKIANAEThCA 3 NpeamOyn i po3nopsadol
YaCTHHH.

89. V npeambyni 3a3HauaroThCs MifcTaBa, OOIPYHTYyBaHHs ab0 MeTa BHIAHHA
pO3MOpAIKEHHS (HaKa3y). 3a3HaueHa YacTiHa MOYMHAEThCA i3 ci1iB "Ha BukoHaHHA",
"3 MeTow" TowO. SJKUIO NOKYMEHT BHUAAETHCS HA MiACTaBl IHLIOLO PO3MNOPAAUYOro
JIOKyMeHTa, y KOHCTaTylouili uacTHHi (mpeamOyJi) 3a3HayaeTbCsl MNOCHJIAHHA Ha
BiJMOBIIHUH JOKYMEHT.

Posznopsiaua 4acTHHA PO3NOPSIKEHHS TTOYMHAETHCA i3 cJoBa
"30BOB’A3YI0:", a nakasy ciosoM "HAKA3Y}O:", sike NpyKyeTbCs XKUPHUM
LpUGTOM, TICIIs SKOTO CTaBUThCs JABOKparka.

90. Po3nopsiua  yacTHHA MOAUSAETbCS HAa NYHKTM 1 NIANYHKTH, SKi
HYMEpYIOTbCS apabchbKUMU LMdpaMu. Y KOXHOMY IMYHKTi MOBUHHI OyTH 3a3HayeHi
oprasisauiiiHo-posnopsaya Jis (3aTBep/keHHs afo BBEIEHHS B Mil0 IHCTPYKUIT,
MONIOKEHHST TOIIO0) abo0 KOHKPETHE 3aBAaHHs (IOpY4eHHs) i3 CTPOKOM HOro
BMKOHAHHS Ta CTPYKTYPHI MiAPO3/iiy — HOro BUKOHABLI, HAMPUKIIAL!

leNapTaMeHTy COLIaIbHOTO 3aXUCTy HacelleHHs o0epKaaMinicTpauil;

KepiBHMKaM CTPYKTYPHHX IiAPO3AiTiB 06aepKaaMiHicTpawii;

rojoBaM paiOHHUX JepXaBHUX aMIHICTpaLlii.

91. HexonkpetHi ("mpuckoputu”, "mominmutu", "aKTUBi3yBaTH", "3BEpPHYTHU
yBary" ToOlO) Ta HEeKOHTposbHI ('moBEcTM 10 Binoma', "o3galloMuTH" TOILLO)
JOpYYeHHs B HaKa3aX HE 3aCTOCOBYIOTBCS.

92. Micns HaOGpaHHS YMHHOCTI PO3MOPSIKEHHAM (HaKa3oM) BHECEHHs 3MiH JI0

HBOTO, BH3HAHHA HOro TakKWM, IO BTPaTUB YMHHICTH, YM HOro CKacyBaHHA
3MIHCHIOETHCS JIMLIE IISXOM BUAHHS HOBOTO PO3MOPSKEHHS (HaKa3sy).
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93. Posnops/KeHHA (Hakas), SIKUM BHOCATBCA 3MiHM, OQOPMIIOETHCA 3
ypaxyBaHHsIM TaKUX BUMOT:

1) 3aros0BOK po3nopsmKeHHs (Hakasy) MouMHaeTbes i3 ciiB "IIpo BHECEeHHS
3MIH 10 PO3MOpsAXeHHs (Hakasy)..." 13 3a3HaueHHsAM JaTH, HOMEpa, HasBU BHIY
PO3MOPSIOro JOKYMEHTa, 10 SKOTO BHOCATBCS 3MIHH;

2) po3nopsaaAYa YacTHHA PO3MOPSLKEHHs (HaKa3y) MOYHHAETBCA 3 IYHKTY:

"1. BHecTH 10 pO3MOpsUKeHHs (Hakasy) ... Taki 3MiHM:" y pasi BUK/IaJeHHS
3MIH Y TEKCTI pO3MOPSAIXKEHHS (HaKasy);
"]. BHecTH [0 pO3NOPsIKEHHA (Hakasy) .... 3MiHM, IO JOJAOTBCA." Y pasi

BUKJIQJEHHS 3MiH Y BUIJISAI OKPEMOI'O JOKYMEHTA;

3) opMymOIOTbCA 3MiHM Y BHIJISAI MYHKTIB Ta MiAMYHKTIB PO3MOPAA4OTO
XapaxkTepy, HalpyuKJIa:

"]. ITyHKT 2 BUKJIACTH B Takii peaaxuii:...";

"2. [TyHKT 3 BUKIIOUUTH";

"1) ab3au Apyruit MyHKTY 4 JOTIOBHUTH CJIOBaMH...";

"2) y mianyskTi 2 myHkty 7 cnoBa "y pasi noTpebu" 3aMIHHTH CJI0OBOM
"BUMaraerbcs'".

y pasi JOMOBHEHHsS HOPMATHBHO-TIPABOBOIO aKTa, KWW MiANArae JiepKaBHIN
peecTpallii, HOBUMH CTPYKTYPHHMH OJHMHMLAMHM a00 BHKIIOUEHHS 3 TaKOTO aKTa
CTPYKTYPHHUX OJMHHMLL HyMmepalis BiANOBiJHO 3MIHIOEThCS. 3a3HaYeHa BHMOIa
3aCTOCOBYETHCS TAKOX Y Pasi BHECEHHS 3MiH 0 CTPYKTYPHOI OJMHHII HOPMATHBHO-
PaBOBOr0 aKTa ILIAXOM 3aMiHM 1 KiJlbKOMa CTPYKTYPHUMH OJUHULISMH. ITig yac
BHECEHHs 3MiH 10 MyHKTy (MiAMYHKTY), AKMil Hajidye Jekigpka ab3alliB (peueHs),
BKA3Y€ThCA MICLIE3HAXOUKEHHS UMX 3MiH. OJHOMAHITHI 3MiHM 3a TEKCTOM
HOPMATHBHO-IIPAaBOBOrO aKTa 06’ €HYIOTBCS B OJHY CTPYKTYPHY OJMHHLUO |
PO3MILLLYIOTBCS HAMPUKIHL TEKCTY;

4) 3MiHN BHOCSTBLCS 710 OCHOBHOI'O HOPMaTHBHO-IIPABOBOTO aKTa, AKHH MiaJirae
NlepKaBHiil peecTpallii, a He 10 aKTa PO BHECEHHS 3MiH 4O HBOTO;

5) 3MiHM 10 PO3MOPAAYOro JOKyMEHTa HOPMATHBHO-TIPABOBOIO akTa, SKHH
mijuisirae AepaBHiil peecTpallil, BUK/IAJAI0THCS Y PO3NOPAIUOMY JTOKYMEHTI; 3MIHK
y JI0JaTOK J10 PO3MOPSAYOro JOKyMeHTa 0QOPMITIOIOTECS Mijl TPUBOM 3aTBEPUKEHHS
SK JOJATOK 70 pO3MOPSA4Oro JOKYMEHTa, 33 BHHATKOM 3MIiH [0 HOPMAaTHBHO-
MPABOBOT'O aKTa, Ki MAKOTh HE3HAYHUIT 06CAT (K NPaBUIO, 10 IBOX CTOPIHOK);

6) y pasi BHeCeHHS 3MiH [0 KiJIbKOX HOPMATHBHO-TIDABOBHX aKTiB, SKi
MiQIAraloTh [EpXKaBHiM peecTpallii, TEKCT 3MiH HABOAUTHCA B XPOHOJOTIYHOMY
MOPSIAKY MPUHHSTTS aKTiB;

7) y pasi BHECeHHs 3MiH JO HOPMATHBHO-TIPABOBOTO aKTa, SKWH Missrae
NepxaBHiil peecTpauii, WUISXOM BHKJIAJeHHs B HOBIA pemakuii y rpudi
3aTBEpUKEHHA POOUTBCS MOCUIIAHHS Ha ATy i peecTpauifHui IHAEKC po3nopaaIoro
JIOKyMEHTa, sKUM OylOo 3aTBEpPIUKEHO OCHOBHMHM akKT, Ta 3a3Ha4aloTbCs Jara i
peecTpaliifHuil iHIEKC pO3MOPSIYOro JOKYMEHTa, SKHM 3aTBEPUKYETHCS HOBA
pellakilis HOPMAaTMBHO-NIPABOBOrO aKTa. AHAJOTrIYHI BUMOTM 3aCTOCOBYIOTBCA J10
0(hOPMIIEHHS BIIMITKY [0 J0AATKA 10 PO3NOPAAUOro JOKyMeHTa. Y pasi 10MOBHEHHS
POBMOPSIYOT0 JOKyMeHTa HOPMATHBHO-MPABOBOIO aKTa, KM MiArae Jep)KaBHiM
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peecTpalii, HOBOIO CTPYKTYPHOI OAMHMLEIO 111010 3aTBEPIXKEHHS A0AATKa 10 LBOTO
PO3MOPANYOro AOKyMEHTa y Ipudi 3aTBepIkeHHs pOOWUTHCA MOCHNAHHS HA Jaty |
peecTpauiffHuii iHIeKC pO3MOPAAUOro JOKYMEHTa, SKMM BHOCATBCS 3MIHM O
OCHOBHOTO PO3IOPSIAYOTO JOKYMEHTA;

8) y pasi KOJNM 3MIHM BHOCSTBCS JO HOPMATHBHO-TIPABOBOTO aKTa, sKHH
mijiArae Jaep)kaBHIM peecTpauii Ta KW BUKJIAJEHO B HOBIH peaakiii, TEKCT
CTPYKTYPHOT OJMHULI PO3MOPSAIOTro J0KYMEHTa BUKIIANAETLCS 3 yPaXyBaHHSIM TOrO,
110 3MiHM BHOCATBLCS A0 TEKCTY HOro HOBOI pefakiii 3 MOCHIaHHAM Ha PO3NOPSAAUMA
JOKYMEHT, SKMM 3aTBEp/UKEHO [Mepuly pefakuiio, i3 3a3HayeHHSAM HOro
peecTpauiiHuX JNaHWX; B JyXKKaX 3a3HA4acTbCAd PO3NOPAAYMA JOKYMEHT, SAKHUM
3aTBEP/XKEHO HOBY peaklilo, MOCHIAHHS Ha Moro peecTpaliiiHi AaHi Ta nomnepei
peaaKilii HOBOro HOPMaTHBHO-IIPABOBOIO aKTa He POONATECA.

94. YV pa3i BuIaHHsS pO3MOPSAXKEHHsA (Hakasy) MPO BHU3HAHHA TaKuM, LIO
BTPaTHB UMHHICTb, a0 CKaCyBaHHS iHILOTO PO3MOPSUKEHHS (HaKasy) y po3nopsIuii
YaCTUHI 323HAYAE€ThCS MYHKT, KU NMOBUHEH MOYHMHATHCS i3 ciiB "BU3HATH TakuM,
LI10 BTPATHB YHHHICTS,..." abo "CkacyBaty ..." BillIOBIIHO.

He mnimisraloTh BU3HAHHIO TaKMMM, L0 BTPATHJIM YWHHICTB, CTPYKTYpHI
OJMHMILII HOPMATHBHO-NIPABOBOI'O aKTa, 3aTBEP/KEHOIrO PO3MOPSIAYHM JOKYMEHTOM,
Ta JOJATKIB JI0 HHOTO.

V 3B’A3KYy 3 NPUIHHATTAM HOPMATUBHO-NIPABOBOTO aKTa, KM MifNArae JepKaBHii
peecTpallii, BM3HAKOTBCA TAKAMHM, L0 BTPATWIM UKHHICTh, paHille NPUAHATI
HOPMaTHBHO-TIPABOBI aKTH, SKIO BOHHW HE Y3ro/UKYIHOTbCS 3 HOpMaMHM LIbOTO aKTa,
BHSIBHITHCS TaKUMH, IO TIOTTIMHYTI HUM a0 BTPATHIIM CBOIO aKTyaJlbHICTh; MepeiK
TAaKMX HOPMATHBHO-TIPABOBHX AKTiB HABOJMTHCS B OKPEMOMY MyHKTI (MiAMyHKTI)
PO3MOPSAYOro JOKYMEHTA, SIKHM 3aTBEPIKEHO HOBWN HOPMATHBHO-NPABOBHH aKT,
abo O(QOPMIIOIOTECS J10JaTKOM JIO PpO3IOPAAYOro JIOKYMEeHTa. Y Tmepeltikax
HOPMATUBHO-MPABOBUX aKTiB, SKI MIAIAralOTh BU3HAHHIO TAaKUMM, WO BTPATUIH
YMHHICTb, AKTH PO3MILLYIOTLCS B XPOHONOIYHOMY TOPAAKY iX TIpUAHATTS. Pazom 3
HOPMATHBHO-NPABOBUM aKTOM, SKHil BM3HA€TbCS TAKWUM, W10 BTPATUB UMHHICTB,
BH3HAIOTHCS TAKUMHU, 10 BTPATUIM YHHHICTB, HOPMATUBHO-TPABOBI aKTH, SIKUMHU 10
L[bOTO aKTa BHECEHO 3MIHMU.

He BU3HAIOTbCS TAKUMH, 110 BTPATHJIM YMHHICTH, HOPMaTUBHO-NIPABOBI aKTH 3
0OMEXEHUM CTPOKOM JIil, CTPOK Ail AKMX MHUHYB. Bu3HaHHs HOpMATHBHO-TIPABOBOIO
aKTa TaKyM, [0 BTPATHB YHMHHICTb, HE IOHOBIIOE [iIO aKTiB, SIKI BH3HAHI HUM
TAaKUMH, 110 BTPATWIA YUHHICTB. il OKPEMHUX CTPYKTYPHHUX OJMHHMLB HOPMAaTHBHO-
TIPaBOBOTO aKTa, BUK/IIOUEHUX HOPMATHBHO-IIPABOBHM aKTOM, SKHH Ma€ 0OMexeHHH
CTPOK i1, BiIHOBIIOETHCS Micis 3aKiHUEHHs CTPOKY Horo Aif.

95. KoHTponb 3a BHKOHAaHHSIM 3aBJaHb (JOpYY€Hb), 3a3HAUCHHX Y
pO3MOpA/AXKeHH] (Hakaszi), MOKMaJaeTbCs Ha CHYXKOYy KOHTpPONIO, a TakoX Ha
3aCTYITHUKIB ToJOBM 06JaepikaaMiHicTpalii, KepiBHMKa amapary BIATNOBIAHO O
po3rnoAiny GpyHKUIOHATIBHUX MOBHOBAXEHb.
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96. J1y1s 03HAMOMIIEHHS 3 PO3MOPS/DKEHHAM (HaKa3oM) yKiajad rorye Ta nojaae
Ha peecTpallilo pa3oM 3 MiAMUCAHUM PO3MOPAAYMM JOKYMEHTOM INEpEIliK yYCTaHOB,
CTPYKTYPHMX MiPO3/iNiB, M0CaK0BUX (Cay)60BHX) 0Ci0, AKHX Tpeba 03HaAHOMHUTH i3
LIUM JIOKYMEHTOM.

97. Po3nops/keHHs (Hakasd) 3 KaApOBMX MUTaHb (0COOOBOro CKJIaay)
0(hOPMITIOIOTECA y BUTTIAI iHAMBITyanbHHX | 3BeJCHUX PO3NOpsAIKeHb (HakasiB). B
iHIMBidyaNbHUX PO3NOPSDKEHHsX (HakasaX) MICTUTbCA iH(popMauis Mpo OJHOro
npatiBHuKa (CriBpoGiTHUKA), y 3BeEHHX — MPO KiIbKOX HE3aleXkHO Bif TOrO, sKi
YIIPaBIiHCBKi  pillleHHss W00 HUX TNpHHMaroThes (NIpUAHATTA Ha  poboTy,
NpU3HAYEHHs Ha 110cajLy, NlepeBeIcHHs Ha iHiy nocaay (poboTy), 3BUIbHEHHS TOLLO).

98. 3MicT iHAMBIAYaJIbHOTO PO3MOPSMKEHHSA (HaKasy) 3 KaJpoBHX MHTaHb
(0c060BOro CKJIady) CTHCIO BHKIAJAETBCS B 3aroJIOBKY, SKUHM MOYMHAETBCH 3
npuiiMeHHuka "[Ipo" 1 ckiagaeTbes 3a JOMOMOTOIO BifgiecaiBHOrO IMEHHUKA,
nanpuknan: "Ilpo npusHauenus.. ", "[lpo npuiinarra..". Y 3BeleHUX
pO3MOpsKEHHAX (HaKa3zaX) MOXeE 3acTOCOBYBATMCs y3arajlbHEHHH 3arojloBokK,
Hanpukiaa: "Tpo kaaposi nutanusa", "I[Ipo ocobosuit cknan'.

99. V TekcTi po3nopsmkeHb (HakasiB) 3 KaApOBUX MHUTaHb (0COOOBOTO CKIIaay),
SIK TIPaBUJIO, KOHCTATyloua yacTvHa (mpeamOysa) He 3a3HA4acThCs, KPiM BUIMA/KIB
pU3HAYEHHs Ha rocaay a0o 3BUJIbHEHHS 3 MMOCaAM KepiBHUX IPaLliBHUKIB OPraHoM
BUILOTO piBHA a00 3a IHILIOK MPOLEAYpoto. Y TakoMy pa3i B KOHCTaTyrOUill 4acTHHI
(npeamOyJ1i) HaBOAWTHCsS MOCHIAHHS Ha BiANOBIAHWI HOPMATUBHO-NIPABOBUHM aKT
OpraHy BUILIOIO piBHS y TaKil MOCHiJOBHOCTI: BUJ aKTa, yCTaHOBa — aBTOp, AaTa,
HOMep, MIOBHA Ha3Ba.

100. Po3nopsiua 4vacTMHa pO3NOPSIKEHHs (Hakasy) 3 KaJpOBUX IUTaHb
(0coB0BOrO cKnaly) MOYMHAETHCHA, AK NpaBWio, 3 aiecyioBa y Qopmi iHIHITUBY
"TIPUMHATH", "TIPUBHAUNUTU", "TIEPEBECTHU", "3BIJIbBHUTH",
"BIAPAIUTH", "HAJATH", "OI'OJIOCUTHU" Tomo. [Jami 3a3Ha4aroThCH
BEJIMKMMM  JIiITEPAMH  [pi3BUIIE MpaliBHHKA, Ha SKOrO MOIIMPIOETbCA st
po3nopsKeHHs (Hakasy), i MaJluMy — HOro BJlacHe IM's Ta TEKCT PO3MOPSIKCHHS
(Hakazy).

VY KOXKHOMY IMYHKTI pO3NOpsAAKEHHS (HaKa3y) 3 KaJpOBUX MUTaHb 3a3HAYAETHCA
nigcraBa Uil MOro BUIAHHS.

[Tin yac o3HalOMJIEHHs 3 PO3NOPS/PKEHHAM (HaKa3oM) 3rajJlaHiMH Y HbOMY
0cob6amMu Ha MePLIOMY NPUMIPHUKY PO3MOPSIKeHHs (Haka3y) 4d Ha CrelialbHOMY
OJ1aHKY MMPOCTABJIAIOTHCS MIANKMCH 13 3a3HAYEHHAM JIaTH 03HAMOMJICHHS.

YV posnopsamkeHHi (Hakasi) Npo NpH3HaueHHS abo0 3BiNbHEHHS MpaliBHAKA
3a3HAuYAEThCs MOBHA jaTa (UMCI0, Micsilb, pik) (akTHYHOro BUXOAY NMpalliBHUKA Ha
poGoTy (NMPHUIHUHEHHS TPYAOBUX BiHOCHH), PO3MipH HOro MOCaJoBOrO OKJIady
BIJUMTOBIIHO 10 WITATHOrO PO3NUCY, HAL0ABOK Ta JO0IaT.
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101. V 3BemeHMX Hakasax (pO3NOPAIKEHHsX) 3 KaJpOBUX MHUTaHb (0CODOBOTO
CKJady) A0 pO3NOpPsAAYOT YACTMHM BKJIIOYAETHCS iHGOPMALis, WO PO3MILLYETHCA Y
Takil MOC/iOBHOCTI: NPUIHATTA Ha poboTy (cyxOy), NepeBeleHHs, 3BUIbHCHHS.
TIpy LBbOMY O OJHOTO 3BEJAEHOr0 Hakasy He MOXe BK/IHOUaTHCs iH(popmauid, sKa
3TiHO i3 3aKOHO/JABCTBOM Ma€ Pi3Hi CTPOKH 30epiranHs.

V 3BefleHHX pPO3NOpPAMKEHHAX (Hakasax) MNpi3Buia oci6 y Mexkax MYHKTIB
pO3MILLLYIOThCS 32 alhaBiTOM.

102. CrinbHe PO3NOPSAMKEHHS (HAKa3) YCTAHOB OJHOIO PiBHA OGOPMIIOETHCA
Ha YHCTHX apKyllax nanepy popmary A4 (210 x 297 minimeTpiB). [lep:kaBHui ['epd
YKpaiau nifg uac oQopMIIEHHS TAaKUX HaKas3iB He BilTBOpIOEThCs. HaliMeHyBaHHS
YCTAHOB PO3MIIIYIOTBCS Ha OJHOMY PiBHi, a Ha3Ba BHUAY JOKYMEHTa — NOCEPeNHI.
JlaTa CriIBHOTO PO3TIOpsKEHHs (Hakasy) MOBMHHA OyTH €IMHOK, BiANOBiAAaTH AaTi
OCTaHHBLOTO TMIAMHCY, a peecTpalifiHMili IHJEKC [OKyMeHTa CKjajaTucs 3
peecTpaliliHUX iHAEKCIB, sKi MPOCTABIAIOTHCA YEpe3 NPaBOOIvHY MOXMITY PHCKY B
MOCJiIOBHOCTI MiANMCAHHSA HakKa3dy KepiBHMKaMM yCTaHOB. Posmopsaya 4acTHHA
noynHaeThes i3 cnosa "30BOB’3YEMO" ("HAKA3YEMO"). [Tianucy KepiBHUKIB
YCTaHOB pO3TAIIOBYIOTbCS HWXKYe TEKCTY Ha ONHOMY piBHI 1 CKpIIIIOIOTBCS
repOOBHMHU NMeYaTKaMU LIMX YCTaHOB.

KinbKicTh NPUMIPHUKIB  CNUIBHUX ~ PO3MOps/UKEHb  (HakasiB) — IOBUHHA
BiINOBIIaTH KiJIbKOCTI YCTaHOB, WO X BUAAIOTh.

Y pasi KoM CrIiNBHMI HOPMATHBHO-TIPABOBHIT aKT, AKHMI MijyArae AepKaBHii
peecTpauii, npuilMaeTbes cy6’eKTaMM HOPMOTBOPEHHS, fKi BUAAIOTH DisHI BHIH
PO3MOPSAIYNX JOKYMEHTIB, KiNbKiCTh PO3NOPSAYMX JOKYMEHTiB Mae BiANOBiaTH
KiNbKOCTI Cy6’€KTiB HOPMOTBOPEHHs, IpH LBOMY Taki pO3NOpsAYl JOKYMEHTH
MOBMHHI MaTy OJHY ATy, OJHAKOBHI 3aroJI0OBOK Ta OJHAKOBY CTPYKTYPHY OJMHHUIIIO
IOJ0 3aTBEPKEHHS CMiTBHOTO HOPMATHBHO-MPABOBOTO aKTa, BHECEHHS [0 HBOIO
3MiH Y¥ BM3HAHHS TAKOTO aKTa TAaKMUM, L0 BTPATHB UMHHICTh, @ TAKOX OJHAKOBHUI
3MICT HOpPMATHUBHO-TPABOBOrO aKTa, SKMUH LUM  PO3MOPSIYUM  AOKYMEHTOM
3aTBEP/UKEHO.

103. MexaHi3M MOJaHHS HOPMATHBHO-NIPABOBHX aKTiB, AKi BIAMOBIAHO 10
3aKOHOZABCTBA IIiUIATAIOTh JEpXKaBHiN peecTpauil B TEPUTOpIalibHUX OpraHax
MiH'tocTy, BCTAHOBIIOETHCS T10JI0KEHHSM NP0 JIepKaBHY PEECTpaLlito HOPMaTHBHO-
TIpaBOBHMX AaKTIB MIHICTEpPCTB, IHIIMX OpraHiB BUKOHABYOI BJIAJM, 3aTBEPUKEHHM
noctanosoto Kabinery MinicTpis Ykpainu Bin 28 rpyass 1992 poxy Ne 731 (3II
Vkpainu, 1993 p., Ne 1-2, cr. 28; Odiuilinnii BICHHK Vkpainu, 1998 p., Ned2, cr.
1551; 2008 p., Ne 25, ct. 770), Ta NOpsiAKOM NMOJAHHA HOPMATUBHO-NPABOBUX aKTIB
Ha JIEPKABHY PEECTPALlilo, BU3HaUeHUM MiH’ 10CTOM.

104. Po3nopspkeHHs (Haka3u) HyMepyloTbCd y NOPSAKY X BUIAHHA Y MEKax
KaJeHAapHOTO  POKy; pO3NOpsDKeHHs  (Hakasu) 3 OCHOBHOI TiSTTBHOCTI,
aJIMIHICTPaTUBHO-TOCMNOAAPCHKHUX MTaHb Ta 3 KaJPOBUX ITUTAHb (ocoboBOroO CKIIay)
MaKOTh OKPEMY MOPSAKOBY HYMEpaLio.
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BUKOPUCTOBYIOThCS J10AATKOBI OYKBeHi iHAeKcH sl Hymepauii po3NnopsuKeHb
(HakaziB), sKi BiA UMQpP BIAAUIAIOTLECSA FOPU3OHTATIBHOIO PUCKOLO, @ CaMe:

PO3MOPAKEHHs 3 [WTaHb OCHOBHOT AiANBHOCTI  0OGNAacHOl  AepiKaBHOI
aaMiHicTpauii — "-p", Hanpukaax: 125-p;

" "

pO3MOpPsIKEHHsT (HaKa3u) 3 aaMiHICTPAaTHBHO-IOCNIOJapChbKUX MHUTaHb — “-ar’,
Harnpukaaa: 17-ar;

PO3NOPAIKEHHA (HaKaSI/I) Mpo MNpHU3HAYCHHS, IEPECBCIACHHA, 3a0X0YCHHA,

3BiNIHEHHs, PO MaTepiaibHy AOMOMOrY (3 0coboBoro cknamy) — "-K", HalpHUKIaL:
225-x;
pO3NOpPAMKEHHs (HaKa3u) Mpo BiAMycTKH — "-B", HANPUKIIAL: 43-B;
PO3NOPsKEHHs (HaKa3u) Mpo BiAPAIKEHHs, CTATHEHHs — "-BC", HANpPHUKIAL:
43-gc.

Jlns Hymepauii HakasiB 3 MUTaHb OCHOBHOI JisNIBHOCTI OGNACHOI JepiKaBHOI
aaMiHicTpallii BHKOPUCTOBYIOThCS TiJIEKM LU(PH.

105. Konii po3nopsaxeHs (Haka3iB) 3acBiA4ylOTbCs CIIyKOOIO 11I0BOJCTBA YN
KaApOBOIO CIyXO00K | HaICHIIATHhCA 3aiHTEPECOBAHMM YCTaHOBaM, IOCAJ0OBUM
ocoGaM, MpalliBHAKaM Yy eJIeKTpoHHii Gopmi. ¥V pasi HeoOXiAHOCTI HaJCKIAHHS KO
PO3MOPSUKEHHS (Hakasy) YCTAHOBI, sika He € y4aCHMKOM CHCTEMH B3aeMOAIi, i
HaJICWJIAEThCA KOTisg y nanepoBiil ¢opMi. Y TakoMmy BHUNAaIKy CKJIAJA€TbCA CIHCOK
PO3CUJIKM (JIMIIE 100 TUX YCTAHOB, IKHM HAaJICHJIAETBCS Yy ManepoBid Gpopmi), 110
MiANUCYETHCS TPALLIBHUKOM, SIKUH JI0r0 CKJIaB.

IIpomokonu

106. YV mnportokonax (ikcyeTscs iHdopMalis Npo Xil BeleHHs 3acilaHs,
NPUAHATTA pilleHb KOMIcCisMH, KOJIETisiMH, JOpaadiMH OpraHamu, poOOUHMH
rpynaMp  Towo. IIpOTOKOJN —cKlajaerses Ha MiACTaBi 3amucis, 3po0ICHMX
6e3nocepeaHBO MiJ Yac 3acijadb, MOAAHHX TEKCTIiB Ta Te3 AOMOBifeH I BHCTYIIIB,
JIOBIJIOK, [TPOEKTIB PillleHb TOLLO.

107. TIpoTOKOMM MOXYTh CKIajarucs B MOBHiM abo crucniid ¢opmi. Y
NPOTOKONAX, CKIaAeHUX Y CTUCHIN dopmi, GiKCYIOTbCS JKIIe TPUAHSATI pillleHHS 6e3
X0Jy 0OroBOpEHHS MHUTaHb.

108. TIpoTokon opopmitoeThes Ha odililiHOMy 6J1aHKY KOJETiaJlbHOrO OpraHy
a0 Ha ynHcTOMY apkyuii manepy dopmary A4 (210 x 297 minimMeTpiB) 3 N0310BXKHIM
pO3TalllyBaHHSAM PEKBI3HTIB.

109. Jlarolo MpPOTOKOMY € JjaTa MPOBeeHHs 3acilanHs. SIKWwo 3aciJaHHs
TPUBANO KilbKa JIHiB, Yepe3 THpe 3a3HAYaIOThCA IEPLIKH | OCTAHHIH JeHb 3acilaHHA.

i
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110. Homep (iHaeKc) MPOTOKOJLY TOBUHEH BIAMOBIAATH MOPAJAKOBOMY HOMEpPY
3acifganHs. Hymepallisi pOTOKOJIB BEAETHCA B MEXKax KaJICHAApHOTO POKY OKpeMO 3a
KOXKHOIO TPYIO NMPOTOKOJIB 3aciJaHHs BiAMoOBiAHOT KoMicii, KoJierii, Jopaa4oro
oprasy, po6o4oi rpynu Toiuo.

111. Y pexsisuTi "micue 3acifanHa" 3a3Ha4a€TbCs Ha3Ba HACEJICHOTO TYHKTY, B
AKOMY Bia0OyJiocs 3acigaHHs.

112. KopoTkuil 3MicT 40 TEKCTy MpPOTOKONY MHOBMHEH BifoOpaxaTu BUJ
3acimaHHs (Hapana, 300pu, KOHQepeHLis Tomo) abo KoJeriasbHOl JUSJIBHOCTI
(komicis, pana, KoJeris, nopaguuii oprad, poboya rpyna TOLIO) i BKIIOYATH Ha3BY
BUIY JOKYMEHTA.

113. TeKcT NpoTOKOAY CKJIAAAETHCS 3 BCTYNHOI Ta OCHOBHOI YaCTHH.

114. ¥V BCTynHil 4acTUHI MPOTOKOJY 3a3HAYAIOTLCA MPI3BULIA Ta BIACHE iM's
roIoBU aGo rOJIOBYIOUYOT0, CEKPETapsl, 3alPOLLEHHX, a TaKOXK TIPUCYTHIX ocib.

YV COMCKY NPHUCYTHIX 3a3HavyaroTbCsd B anaBiTHOMY TOPSAKY CIHOYATKy
Mpi3BUINA Ta BJACHi iMeHA MPUCYTHIX MOCTIMHMX UNIEHIB KOJETIaJIbBHOTO OpraHy,
MOTIM — 3arpoIleHKX ocif i3 3a3Ha4YeHHsSM M0caj Ta y pasi noTpedbu HaliMeHyBaHHA
ycTaHoB. SIKUIO KiNBKICTh MPUCYTHIX nepeBuinye 15 ocid, 3a3HavacThes 1X 3arajbHa
KiJIbKICTB 3 MOCH/TAHHSM Ha CIUCOK, 110 A0AAETLCS O NTPOTOKOITY.

BeTynHa yacTHHA BKIHOYAE TOPSAIOK JEHHUH — MepesiiK MUTaHb, 3ariaHOBaHHUX
710 PO3MIsY Ha 3acCilaHHi, IO Po3MillleHi y MOPSAKY TX 3HAUYUIOCTI i3 3a3HAYCHHAM
JIOTIOBiZlada 3 KOXHOTO NMUTaHHA. ITopsaoK A€HHMIT Aa€Thesl HATPUKIHUI BCTYMHOI
YaCTUHMU.

CrnoBa "Tlopsigok AeHHMEH" APYKYHOTHCS BiI Mexi JIIBOro MHOJs, MIiCHs HHX
CTAaBUTbCSl ABOKpanka. KoskHe NMTaHHS HyMepyeTbcsi apabChbKMMM Luppamu |
APYKyeTbest 3 ab3aiyy. DopMyBaHHS NMUTaHb y MNOPSAKY JEHHOMY IOYMHAETHCA 3
npuiimennuka "l1po".

115. OcHOBHa 4acTMHA MPOTOKOJY CKIada€Thesi 3 PO3AUB, sAKi MOBUHHI
BIAMOBiZATH NYHKTaM TMOPSNKY JAEHHOro. Po3Ainu HyMepyloThCs apabChbKUMH
wnbpamu i Gyayroteess 3a Takoro cxemorw: CIVXAJIM — BUCTYIIWIN -
BUPILLIMJIN (YXBAJIUJINU, [TOCTAHOBWIIN).

3a3HaueHi cJ0Ba APYKYIOTbCS BeJUKUMHM JiiTepamu. Ilicnsa ciiB cTaBUThCS
JBOKpAIKa.

116.ITicns cnoBa "CJIIYXAJIM" 3a3HauaeTbCAs TEKCT BUCTYIY OCHOBHOI'O
ponosinaua. Ilpi3Buile Ta BiacHe iM'st KOXKHOrO JOMOBijaya APYKyrOTbCA 3 HOBOTO
psnka. TeKCT BUCTYIY BUKIIAJAETHCS Y TPETil 0c0O1 OHUHH.

117. TekcTu aGo Te3u JOMOBiAI Ta BUCTYMIB, 0GOPMIIEH] SIK OKpeMi JOKYMEHTH,
10 TEKCTy MPOTOKONY He BKJIOUaloThes. Ilicis BigoMocTel mnpo jomosinaua
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CTABUTbCA THUPE | 3a3HAYAETbCST "TEKCT JOMOBiAl (BUCTYMy) JOAA€TbCA N0
npoToKoJIy".

118. [Ticss cnosa "BUCTYTIMJIN" dikcyloTbCst BUCTYIH THX OCIO, WO B3sUIH
y4acTh B OOroBOpeHHi gomoBifi. BucTynmu oQOPMITIOIOTBCS Y MPOTOKOMI i3
3a3HAYEHHSIM HaliMeHYBaHHsS I10caj, Mpi3BUIIA Ta BIACHOTO iMEHi IPOMOBUIB Y
HA3MBHOMY BiIMIHKY, a TakoX 3 BUKJIQAEHHAM 3MiCTy MUTaHHs Ta BiAMoBieH Ha
HBOTO. 3MIiCT BUCTYIIIB BUKJIQJAETHCS Bil TPETHOI 0COOM OJHUHU.

119. Tlicas cnosa "BUPIIIMIIA" ("VXBAJIMIIN", "TIOCTAHOBUJIN")
diKkcyeThes npuilHATE pilleHHs 3 PO3IJISHYTOrO MUTAHHSA MOPANKY AEHHOTO. PileHHs
MOBHHHE OYTM KOHKPETHMM i BKJIIOUAaTH CKJIAJOBi, IO BiANOBiZarOTh Ha Taki
MTUTAHHS: KOMY, 1110 3pOOUTH 1 B IKUH CTPOK.

PileHHst, 110 MICTATh KiflbKa MUTaHb, NOALIAIOTH HA MYHKTH 1 MiAMYHKTH, SKI
HYMepyloThcsl apabcbkumu  Uudpamu. [liAmyHKTH HymepyroTbes uubpamu 3
JYKKOIO.

120. ¥V pasi konu Ha 3acigaHHi MpUHAMAETHCA DILIEHHS PO 3aTBEPAKCHHA
JIOKYMEHTa, sIKMii OOroBOpIOBAaBCA Ha 3aciaHHi, LeH MOKYMEHT JONA€ThCs [0
IPOTOKOJNY i B HBOMY pOOMTBbCS TOCHJaHHS Ha HOMEp i JaTry MpoToKoiy. 3a
HAsABHOCTI iHLIMX JOKYMEHTIB, 110 PO3IJISAAIKCS Ha 3acilaHHi Ta GakT 0OroBOpeHHs
AKMX 3a(ikCOBAHO y TEKCTI MPOTOKOJY, BOHH HyMepyITbCs apabChKUMM LU(paMu
(Jomatox 1, Jlogarok 2). Y BiAMOBIZHUX MYHKTAaX NMPOTOKOJY POOUTHCS MOCHJIAHHS
Ha Ui J0JaTKH.

Pexsisut "BinmiTka npo HasBHICTH J0JATKIB" HaNpHUKIHLI TEKCTY IIPOTOKOIY He
3a3HAua€eThCS.

121. TIpoTOKOJ MiANMUCYETHCS FOJOBYIOYMM Ha 3aciflaHHi KOJIETianbHOro opraHy
Ta CeKpeTapeM.

122. ITanepoBi konii NpoToko/iB abo BUTATH 3 HUX 3aCBIAYYHOTHCS MEYATKONO
cnyxOHn IiJI0BOJACTBA 1 HACHIIAIOTBCA Y pa3i NOTpeOH 3alHTEPECOBAHUM YCTaHOBaM,
mocagoBuM ocobam, npatiBHukaM. CIMCOK PO3CUIIKM CKNIAAac i MIAMUCYE CeKpeTap.

Cnyocoosi nucmu

123. Cnyx60Bi IMCTH CKIagaroThesi 3 METOK OOMiHy iH(opMalieo Mix
ycTaHOBaMM SK BiANOBiAl Ha BMKOHAHHs 3aBJaHb, BH3HAUEHMX B aKTax OpraHiB
J€pKABHOI BJaau, opraHiB Bnaau ABToHoMHOI PecnyOunikun KpuM, A0py4eHHAX
BUIMX [IOCAJ0BUX OCi6, HAa 3alMTH, 3BEPHEHHS, @ TaKOX KOPECIOHIEHLIIO
BepxoBHoi Paaum YkpaiHu, Ha BUKOHaHHS JOPY4YEHb YCTaHOB BHIIOTO PIBHA, Ha
3aIMTH {HIUMX YCTAHOB, 3BEPHEHHs TPOMAsH, 3alUTU Ha iH(OpMAaLlio, a TAKOXK AK
iHiliaTUBHI Ta CYNpPOBiJHI JIUCTH.

11 I
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124. 'V pasi HasBHOCTI MiACTaB, SAKi BH3HAIOTbCA OOIPYHTOBaHUMHU Ul
CTBOpPEHHs OOepKaaMiHicTpallielo AOKYMEHTIB y naneposiii ¢opwmi, ciyxboBui
TUCT 0hOPMITIOETECA Y ManepoBiit GopMi Ha creliarbHOMY Ui JIUCTIB OJIaHKY
dopmary A4 (210 x 297 minimMeTpiB). SIKIIO TEKCT JIUCTa HE TIEPEBUIIYE CEMH PSAKIB,
BUKOPHCTOBYEThCs Onank popmary AS (210 x 148 minimeTpis).

125. JlucT mae Taki peKBi3UTH: JaTa, peecTpauifiHWil 1HAEKC, MOCHIAHHS Ha
JIOKYMeHTa, Ha SKMH Ja€ThCs BiANOBIAb, aipecar, 3arojloBOK 10 TEKCTY, TEKCT
(OCHOBHMI1 PEKBI3UT C1yXO60BOro IMCTa) Ta 0COOUCTE 3BEpTaHHS (y pasi motpedu),
BiIMiTka TNpo HasgBHicTh Aojartkis (y pasi moTpeGu), MiANMC, BIAMITKA PO
BUKOHABLIS.

126. JlaToio 7MCTa € jaTa peecTpamlii BHXiJHOT KOPECTMOHIAEHLIl y CiyxO0i
J1II0BO/CTBA.

127. Slk npaBuiio, y JIUCTI NOPYLIYETHCS OJHE IMUTAHHS.

128. TekcT nKcTa BUKIAJAETHCS Bif Mepmoi 0coOM MHOXXUHU 3 BUKOPUCTaHHAM
ciiB: "MPOCHMMO MOBifZOMHUTH..." "po3’scHioeMo, wo...", abo BiX TpeTbOi 0codH
> b
OHMHH — "MiHiCTepCTBO iHpOpPMYE...", "yIpaBIliHHA BBAXacE 3a AOUUIbHE".
SIKILO NMCT CKJIaZeHO Ha OGNAaHKy MocamoBoi ocoOH, TEKCT BHUKIANAETHCSA Bijl
nepuioi 0codbr oAHUHU — "mpouy...", "npononyto...".

129. Crnyx60Bi TMCTH MiAMUCYIOTHCS BIAMOBIIHO 10 IHCTpyKUIl 3 AiNOBOACTBA
o6naepxkaaMinicTpauii. I'ep6oBOIO MEYaTKOW 3aCBIAYYIOTBCA JIMILIE TapaHTiiHi
JIUCTH.

130. Cnyx60Buil IUCT y naneposiit Gopmi Bi3ye aBTOp AOKYMEHTa, KEPIBHHK
CTPYKTYPHOTO MiAPO3AiNy, B IKOMY HOTO CTBOPEHO, y pasi moTpebu (SKILO B JIUCTI
MOPYIIYIOTbCS BaXJIMBI Ta MPUHUMIOBI INTaHHA) KEPIBHUKM 3aiHTEPECOBAHMX
CTPYKTYPHHX MiAPO3ALNiB, @ TAKOK 3acCTYHHK FOJIOBY 06naepKaaMiHicTpail, KU
KOOPJMHYE POBOTY CTPYKTYPHOTO MiZPO3ALTY, B IKOMY CTBOPEHO BiATIOBIAHMHA JIMCT.

Jloxymenmu 00 3acioanb KONe2iaibHUX OP2aHie

131. TligrotoBka Ta oMOPMJIEHHS IOKYMEHTIB [0 3acCiaHb KOJerialbHUX
OpraHiB 3JiHCHIOIOTBCA 3 METOIO OpraHisauifiHoro 3abesneueHHs BiJIIOBIIHOTO
oprasy.

132. 3acigaHHs KoJMerialbHUX OpraHiB  IPOBOAATBCS — BiANOBIAHO 10

3aTBep/KEHUX TUIaHIB X poGOTH Ta y pasi MoTpedu.
YV nnadi poGOTH KOJNeErialbHOro OpraHy 3a3HavaroThCs MUTAHHSA, 11O TIOBUHHI
pO3MIIAAATUCS, AaTa PO3MJsAY, NPi3BULIE, BlacHe iM's 10MOBilaya Ta HaiMEHYBaHHA
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CTPYKTYPHOIO Mipo31iny anapary, sKuil roTye AOKYMEHTH IJIs pO3IiIAfy NMUTaHHS
KOJIET1aJIbHUM OpraHOM.

[TpoekT maHy poGOTH KOJEriagbHOro OpraHy CKJIaJa€TbCsi CEKPETapeM LbOro
Oprany 3 ypaxyBaHHsIM MPONO3HLIH CTPYKTYPHHX MiAPO3/LTIiB.

KepiBHUKM CTPYKTYpHUX MiApO3AiNiB MNOJAIOTh Ul BKJIOUEHHS 10 IIIaHy
pOGOTH KOJeriaabHOro OpraHy Mepesik MUTaHb, sKi BOHH BBAXAKOTh 3a HEOOXiaHe
PO3INISIHYTH Ha Horo 3acizanui. Jo nepeniky A0Aa€Tbcs A0BifKa 3 00IPYHTYBaHHAM
MiACTAB JJIsl BHECEHHS IMUTAHHS HA PO3IJIS KOJIET1aJbHOIO OpraHy.

3aTBepKEHHIT KOJerialbHUM OpPraHoM [1aH poGOTH JOBOAMTLCH 10 BioMa
u/leHiB KONErialbHOTO OpraHy i KepiBHHKIB CTPYKTYpPHHX mMiapo3Ainis. JlomaTkosi
MUTaHHSA 0 3aTBEPUKEHOro IJlaHy poBOTH KoseriaJlbHOro OpraHy MOXYyTb OyTH
BKJIIOYEHi 3a pillleHHAM Horo royosu. Cekperap KOJeTialbHOrO oprany iHpopmye
BCiX YJIEHIB KOJeTianpHOro OpraHy Ta BiJMOBiJaJbHMX BUKOHABIIB IIPO BHECEHI 10
TJ1aHy 3MiHH.

133. JIOKyMEHTH 3 MUTaHb, IO BHOCATHCS HA PO3MJIAM KOJIETIAIBHOIO OpraHy,
MOBMHHI MojaBaTHcs He IMi3Hille Hi 3a N’aTh [JHIB A0 3acimaHHs, a y pasi
MpOBEIEHHs M03a4eproBoro 3aciflaHHs — He Mi3Hille HiK 3a OJMH N€Hb. 3a3HaueHI
JOKYMEHTH MICTSTh!

1) ZOMOBiAHY 3amMMCKy, aApecoBaHy KoJieriaqbHoMy oprany (y pasi motpebu), B
SKili IPYHTOBHO BUKJIa/I€HI MUTAHHS 3 BACHOBKAMH i NPOMNO3ULISAMHU;

2) MpOeKT pillleHHs KOJIeriaibHOro OpraHy, 3aBi3oBaHMi KepiBHMKaMH
3aiHTEpecoBaHUX CTPYKTYPHHMX MiAPO3ALTIB, Ta AOKYMEHTH 10 HBOTO (aHaiTHYHI
NOBiAKHM, TabNMLi, Aiarpamu TOLIO), 3aBi30BaHi 1X KepiBHUKaMH, a y pa3i notpedu —
MPOEKT po3MOpsIkeHHs (HaKasy);

4) [OBiAKY MpO MOTO/UKEHHs TPOEKTY pillleHHs i3 3aiHTepecOBaHMMH
CTPYKTYPHHMH TiApO3/ilaMi Ta y pa3i MoTpeOu IHIIMMHU yCTaHOBaMHU;

S) cricok oci6, sKi 3alpOILYIOThCs Ha 3aCilaHHs KOJIErialbHOro Oprasy;

6) iHIII JOKYMEHTH, HeOOXiIHI IS pO3IJIALY MUTaHb.

134. JIoKkyMeHTH, MiATOTOBJIEHI 1JIsl PO3IIISLY KOJIETIAIbHUM OpraHOM, a TaKoX
OJIMH MPUMIPHHK iX KOTIiii, 30epiratoTbest y ceKpeTaps KoJlerialbHOro opraHy.

135. V pasi npoBemeHHs 3aKpUTOrO 3aciaHHs KoJjeriajbHOro opraHy ado
3aKPUTOr0 OBTOBOPEHHS OKPEMMX MHUTAHb IMIArOTOBKA JIOKYMEHTIB 3 BIANOBIXHHX
MUTaHb 3IHCHIOETHCS 3 JOTPUMAHHSAM TTOPSIKY poOOTH 3 JOKYMEHTaMHu, 11O MiCTATh
iHhopmaLito 3 0OMEKEHUM JOCTYIIOM.

136.3a MiArOTOBKY AOKYMEHTIB /sl [POBEIEHHS 3acillaHb KoJerianbHOro
opraty Bi/iNOBi1al0Th KEPIBHUKH 3AIHTEPECOBAHUX CTPYKTYPHUX MiJIpO3A1TIB.

137. CexpeTap KoJieriaJbHOrO OpraHy 3AIHCHIOE KOHTPOJb 3a CBO€YaCHUM
MOaHHAM OKYMEHTIB Ha PO3IJIA] Ta MepeBipsie iX Ha HAABHICTb y NOBHOMY 00CH3]
Ta MPaBWJIbHICTH OPOPMIIEHHS.

I
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JIOKyMEHTH, TMOJaHi 3 MOPYLIEHHSAM YCTAHOBIEHOTO MOPSAKY i CTPOKIB, [0
po3Jisy HE PUIAMArOThCS.

138. PesynpTaTy  3acijaHHs  KoserianbHOro  opraHy  O(OpPMIIIOIOThCH
MPOTOKOJIOM 3Ti/IHO 3 BAMOTraMHu, 3a3HayeHuMH y myHkTax 104-120 miet IHCcTpyKUIT.

139. Pienns konerii odaaepxaaMiHicTpalii peanizyroTbCsi UUIIXOM BUAAHHSA
PO3MOPAIKEHD TOOBU 06J11epKaMiHicTpaLlil, IKUMH BOHH BBOJATHCS B JIIIO.

140. BuTard 3 MpPOTOKONIB O(OPMIIFOIOTBCA Ha  BiANOBiIHOMY OnaHKy |
3aCBiIYYIOTHCS [1€YATKOIO CITyXOU AINOBOJCTBA.

Hoxymenmu npo cayxc608i 610pa0A#CeHH s

141. Cnyx6oBi BiapsaikeHHs MpauUiBHUKIB repeadayaloTbes y IiaHi pobotw
obsaep kaaMiHicTparil.

142. V pa3i BUHMKHEHHS MOTpeOK y HArpaBleHH] NpaLiBHUKA y BIAPSUKECHHS,
He nependaueHe M1aHOM poGOTH, KEPIBHUKOM CTPYKTYPHOTO MiAPO3ALLY, B SAKOMY
Mpalloe  MpalliBHUK, TOTYEThCS  JOMOBiJHA  3amMcKa Ha  iM’s  TO/IOBH
obnaepxxaaminicTpauii (KepiBHMKa anapary), B sKiil 3a3Ha4a€TbCs NpO TE€, KyIH, Ha
KU CTPOK, 3 SIKOKO METOIO BIAPSAIKAETHCS NpaLiBHUK.

JlornoBiHA 3amMcka pa3oM 3 TMPOEKTOM pO3NOpPA/UKEHHA (Hakasy) mpo
BiAA/KEHHs MepeacThes afpecary, siK IpaBHilo, He Mi3Hilue HiX 3a TpH 100U 110
TI0YaTKY BiAPSKEHHS.

143. Jlns peectpauii BiapsivkeHb BeACThCA XKypHal, popma SKOro BU3Ha4a€eThCs
OKpPEMHUM HOPMaTUBHO-TIPABOBUM aKTOM.

144. Tlicns moBepHEHHs 3 BiApA/DKEHHs MpaUiBHUK BiNOBIAHO IO IMOPSIKY,
BM3HAYECHOTO PO3IOPAKEHHAM rojloBy obnepxaaMinicTpanii (HaKa3oM KepiBHUKa
anapaty), FOTye Y TPUIEHHU CTPOK MUCBMOBHH 3BIT PO BIAPSAIKEHHS (BI/IKOHaHH}I
3aBJIaHHs), @ TAKOX MOJAE€ 3BiT NMPO BUKOPUCTAHHS KOWITIB y CTPOKH, BM3HAYeHI
3aKOHOAABCTBOM.

3BiT Npo BiApA/KeHHS (BUKOHAHHs 3aBJaHHA) Ta 3BIT MPO BHKOPHUCTAHHA
KOWTIB MIAMMCYIOTbCA TpalliBHUKOM, sKuii nepeOyBas y BiAps/UKEHHI, Ta
MepealoThes 10 KalpoBoi Ta GyXranTepcehKol ciry6 BiANOBiAHO.

I11. Opranizauis JOKyMeHT000iry Ta BHKOHAHHS JIOKYMEHTIB

Bumozu w000 payionanizayii 0OKymeHmoooizy

145. JIOKyMeHTH, CTBOpeHi y naneposiii popmi, TPOXOASITS i OMparbOBYIOTLCA B
o6nnep>1<a11M1H1crpauu Ha €AMHUX OpraHi3alifHMX Ta MpaBOBUX 3acajiax oprasizauii
JOKYMEHTOOOIrY i3 JOKyMEHTaMH, CTBOPEHHUMH B eJIeKTPOHHIN (opMi, BU3HAYCHUX
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[HCTpYKLi€IO 3 [iN0BOJACTBA B €JEKTPOHHIH popmi. ¥V pa3si HagBHOCTI MiACTaB, SKi
BH3HAIOTBCS OOIPYHTOBAHUMH JJIs CTBOPEHHs 00/AepkKaaMiHICTpalliero JOKyMEHTIB
y mamepoBiit (opMi, 3aCTOCOBYIOTBCS 3acaiy oOpradizauii JoKymMeHTOOOIry,
BU3HaueHi uieto [HCTpyKui€to.

146. EdbekTrBHa OopraHizalis JOKyMeHTOo00Iry nepejbdayac:

1) IpoXoKEHHs TOKYMEHTIB B 00 IepKaAMiHICTpaLii HAHKOPOTIINM ILUIIXOM;

2) CKOpOYEHHs KiNbKOCTi iHCTaHLiM IPOXO/UKEHHs IOKYMEHTIB (30KpeMa, Ilij
4ac NMOTo/KEHHs);

3) YHUKHEHHs AyOJIeTHUX omepalliif niJ yac poOOTH 3 JOKYMEHTaMH;

4) ueHTpanizauito (34ifiCHEHHS OJHOTHIHHUX onepauiil 3 JOKyMEHTaMu B
OJTHOMY Micui);

5) yCyHeHHsl py4HUX PYTHHHHUX Ofepalii, iki MO)KHa aBTOMAaTH3yBaTH.

Hpuiimanns ma nepeuHHe ORPAYIOEAHHA OOKYMEHMIE,
1140 HA0X00mb 00 0010eprcaominicmpayii

147. JloctaBka OKYMEHTIB 10 06saepXaaMiHicTpauii 3XIMCHIOETbCSA 4depes
CHCTEMY B3a€EMOJil, a TaKoX MOXe 3/iMCHIOBAaTHCS 3 BUKOPHCTAHHAM 3acC00iB
MOIITOBOIO 3B’SI3KY, KYP €PChKOIO Ta (esbjl’€repchKoro ClIykK0010.

[Momroro Ta uepe3 Kyp'epcbKy CcnyxOy  JOCTaBJIAETbCS  MMCbMOBA
KOPECIOH/IEHIlis Y pa3i HasBHOCTI MiJCTaB, SIKi BU3HAIOTBLCA OOIPYHTOBaHUMM A1
CTBOpEHHs O0BJIepKaAMiHICTpalliclo JOKYMEHTIB Yy manepoBiii GopMi, NOIWTOBI
KapTKu, 6aHaepoJi, ApiOHi NMakeTH, a TaKoXK repiofAnyHi APYKOBaHI BUIaHHS.

denpa’erepchbKoto ciyKO0K JOCTABAETHCS CrieliabHa KOPECTIOHIEHLLIS .

148. VYci 10KyMeHTH, 1O HAAXOAATh A0 001AepxKaAMiHICTpallii, IPUAMAIOTHCS
LEHTPaJ1i30BaHO CITY>KOOI0 A1IOBOJACTBA.

TTopsaoK PO3KPUTTS KOHBEPTIB BU3HAUYAETHCS i€t [HCTPYKLIEO 3 A1I0BOACTBA
obnaepxaAMiHICTpaLlii 1 € TAKUM.

BxiZHa KOpeCHOHAEHIIis PO3KPUBAETHCS NPALIBHUKOM CEKTOPY MOHITOPHHIY
JIOKYMEHTIB 3araipHoro Biaginy. [Ipn 1boMy mnepeBips€TbCss BIAMOBIAHICTH 1X
peecTpaliffHuX iHJeKCiB 3a3HAYeHUM Ha KOHBEPTi (IIaKOBaHHI) Ta y CYNpPOBIAHOMY
JIUCTI.

HazicnaHi He 3a agpecoro AOKYMEHTH 3 IpH(OM MOBEPTalOThCsA BiNPAaBHUKOBI
0e3 iX po3risny.

V cnyx6i NiNOBOACTBA PO3KPHBAIOTHCS BCi KOHBEPTH, KPIM THX, LIO MalOTh
Hanue "ocoGucTo". Y TakoMy BHMNAAKy peecTpauiiiHuii iHZeKc Ta JaTa peecTpauii
HAHOCSITbCSI HA KOHBEPT.

PexoMeHIOBaHa, clelliasibHa Ta KOPECTOHJEHIis 3 OroJIOLIEHO LIHHICTIO
MpUMaEThCS il PO3MUCKY B XKypHai, peecTpi 200 MOBiIOMIIEHH] PO BPYYEHHS.

149.V pasi HagxomkKeHHs KOpeCHoHaeHuil 3 Biamitkoo "TepMmiHoBO"
(iKkcyeThes He JMLIE 1aTa, a i FOJAMHH Ta XBUJIUHH J0CTaBKH.
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Y pasi BIACYTHOCTI CHCTEMM €JIEKTPOHHOrO JiJIOBOJACTBA JOKYMEHTH, LIO
HaliALIM 4Yepe3 CUCTeMY B3aeMOil, APYKYIOTbCS Ta O(GOPMIIOIOTECS CIyXkKO0M0
ATOBOJICTBA AK MalepoBa KOIlisi €JeKTPOHHOrO OpHIiHaly, 3acBigyeHa NeYaTKOo
cITyOU IiJIOBOCTBA.

150. KonBepTu 36epiraroTbes i 10Aal0ThCs 10 JOKYMEHTIB Y pasi, KOJIM JIIIE 32
KOHBEPTOM MOJKHAa BCTAaHOBUTH aJpecy BIANpPaBHHKA, Yac BiANpaBlieHHS Ta
OJepXKaHHs T0KyMEHTa ab0 y KOHBEpTi Bi/ICYTHI OKpeMi JOKYMEHTH Yd BCTAHOBJICHO
HEBIAMNOBIHICTE HOMEpPIB JOKYMEHTIB HOMEpaM, 3a3HAauYeHUM Ha KOHBEPTI, a TaKOX
aJpeCHI SIPIMKU PEKOMEH/I0BaHUX KOHBEPTIB i MaKeTiB.

Y pasi BIACYTHOCTI I0/1aTKiB, 3a3HaYE€HUX Y JOKYMEHTI, a00 OKpEMUX apKYIIiB,
a TaKOX 3a HasBHOCTI NOMMUJIOK B 0(hOpMJICHHI JOKYMEHTA, 10 YHEMOXIIUBIIIOE HOTO
BUKOHAHHA (BIACYTHICTh MiANUCY, BiIOUTKA TIEUaTKH, TPUQY 3aTBEPKEHHS TOILO),
JOKYMEHT HE PEECTPYETHCS | MOBEPTAETHCS BiANPABHUKOBI i3 3a3HAUEHHAM MPUUHHH
NOBEpPHEHHs a0 HOMY MOBIJOMJISIETHCS NPO NMOBEPHEHHS TOKYMEHTA TeJe)OHOM.

Y pa3i NoLIKOMKEHHS KOHBepTa POOUTHCS BiAMOBIIHA BiIMITKa y MOILITOBOMY
peectpi.

Y pa3i BIACYTHOCTI, HELIJICHOCTI BKJIaJieHb BHACIOK MOILIKOKEHHS
KOHBEpTA, YIMaKyBaHHs, L0 TMPHU3BEJIO [0 HEMOXJIMBOCTI TMPOYNUTAHHA TEKCTY
JOKYMEHTa, CKJIajaeTbCs akT 3a ¢GopMowO 3riHO 3 jpozatkom 13y 1BOX
NPUMIPHUKAX, OJUH 3 SIKHX HaJCUJIAETbCs KOPECTOHJACHTY, a IHIIUH 30epiraeThes y
ci1yk01 AII0BOACTBA.

151. JIOKYMEHT MOBEPTAEThCS BiANMPaBHUKOBI 6e3 posrisay y pasi Horo
HaJXO0/DKEHHSI HE 3a a[pecoro, HaJaXO/PKEHHs IMarnepoBOro MpUMIpHHKA JOKYMEHTa,
AKUM BXKE HAAIMIIOB y eJIEKTpOHHIM Qopmi dYepe3 cucteMy B3aeMofii, abo
HaJXO/DKEHHs JOKyMEHTa y ManepoBiit Gopmi 6e3 HasBHUX Ha Te MiACTaB, SKi
BU3HAIOTHCS OOIPYHTOBAHUMH Ul CTBOPEHHS YCTAHOBOIO JIOKYMEHTIB y ManepoBiii

bopmi.

152. YV pa3i opepxaHHsA (AKCHMIIBHOIO IIOBIZOMJICHHS JOKYMEHT He
PEECTPYETHCS.

ITonepeoniit po3enao 0oKymenmie

153. Bci BXifHI JOKyMEHTM MOiAJSTalOTh MONEpeJHbOMY pO3MiALy B ClykOi
JIIJIOBOJICTRA.

154. T1in yac nonepeIHBOTO PO3TIISIAY BU3HAYAETHCS!

YM Ma€ JOKYMEHT OyTH JOMYILEHUI A0 peecTpatlii;

Yn TmoTpedye pPO3rAALy KepiBHUITBOM ofiiepxaamidicTpanii abo mepenadi
micns peectpauii 0 CTPYKTYpHOro MiApo3aily aGo CTPYKTYPHUX MiApO3ALTIB
BIAINOBIAHO 10 (PYHKLIOHANBHOIO pO3MOALLY TMOBHOBaXEHb (0OOB'A3KIB) MIK
CTPYKTYPHHUMH TiApO3AinamMu obnaepxaaMinicTpauii;

Y HaJIEKUTh 0 JOKYMEHTIB TEPMiHOBOIO po3riIsay (ONpallOBaHHs ).
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155. Ha cranii nonepeaHboro po3risay 3ailCHIOETbCS BiGip AOKYMEHTIB, LIO
He MIAJraloTh peecTpauil ciiyk00k0 AII0OBOACTBA, @ TAKOXK TaKHX, IO MMEPeaaroThCs
15l CTIELIaIbHOTO 00JIiKY CTPYKTYPHHM MiApO3/i/iaM, 10 BU3HAYEHO Y JOAATKY 4.

Peecmpauin ookymenmie

156. PeecTpauiss 1OKyMeHTiB BCiX KaTeropiii mojsirae y CTBOPEHHI 3aIlucy
OOJIIKOBUX JAaHUX TPO JOKYMEHT Ta OGMOPMIIEHHS peecTpaliiiHO-MOHITOPHHTOBOT
KapTK{ B €JIEKTPOHHIN HopMi y CUCTEMI €JIEKTPOHHOrO AIIOBOACTBA i3 3a3HAUYEHHSIM
00OB'I3KOBUX pEKBI3UTIB, 3a JOMOMOTOK SKUX (IKCYeTbCs (GaKT CTBOPEHHS,
BiANpaBieHHs ab0o0 oJep)KaHHS AOKYMEHTa LUISXOM IIPOCTaBIsiHHA Ha HBOMY
peecTpauifHOro  iHAeKcy 3 MoJalblUMM  BHECEHHsSIM JI0  peecTpalliifHo-
MOHITOPHUHTOBOI KapTKH HEOOXiAHUX BiJOMOCTEH.

VY BeOG-MoayJi cucTeMHU B3a€MOJIil 10IaTKOBO PEECTPYIOThCS JIUIlIE JOKYMEHTH,
ki HazidwaKn abo OyayTh BiANpaBieHi yepe3 CUCTeMY B3aeMOII.

Y  pasi norpebu mepedik  00OB’S3KOBUX  PEKBI3UTIB  peecTpauiiHO-
MOHITOPHHIOBOT KAPTKH MOKe OYTH JOMOBHEHHH.

PeecTpailiss 710KyMEHTIB MpPOBOAMTLCS 3 METOIO 3ale3rneyeHHs ix O0OIIiKy,
MOHITOPUHTY CTaHy BMKOHaHHS | OINEpPaTMBHOrO BHMKOPHCTAHHS HasBHOI B
JOKyMeHTax iH(popmauii.

157. Peecrpauis JOKYMEHTiB TpPOBOAHUTBCS LEHTPali30BaHO  CIYXKO0:0
AUTOBOJCTBA.

CTpykTypHi nigpo3aiiM obnaepxaaMiHicTpalii peecTpyroTh CTBOPEHI HUMH
JOTIOBIJIHI Ta CJTy>kOO0BI 3aKCKU.

PeecTpallisi akTiB OopraHiB Jep>KaBHOT BlaAu Ta JOPY4YEHb BHUUIMX IOCATOBHX
oci, 3amuTiB, 3BEpHEHb, a TakOK KopecrmoHaeHUii BepxoBHoi Pamm VYkpainw,
Anminicrpauii Ilpesugenta Ykpainu, KaGinery MinicTpiB YkpaiHH, JOKYMEHTIB, 110
HaIiHUUIM Ha poO3MIAA TONOBM OONaepXaaMiHicTpanii Ta HOro 3acTyIHHKIB,
PO3NOPAAUMX [AOKYMEHTIB, JIUCTIB 3a MiAMHCOM TOJNOBM OONAepKaAMiHiCTpallii Ta
Oro 3acTYINHHUKIB, NPOTOKOJIIB | pillieHb KOJErialbHUX OpraHiB IPOBOAUTHCH
LIEHTpali30BaHO CiIyk000 1i7I0BOACTRA.

[HIi  JOKYMEHTH, L0 CTOCYIOTbCS HampsAMiB JiAJABHOCTI CTPYKTYPHUX
niapo3ainiB  obnaepxaaMiHicTpauil, MOXYTb PEECTPyBaTHCS B CTPYKTYPHHUX
migpo3ainax anapary obniepskaaMiHicTpallii, 30KpeMa:

y cIy>k0i J1i710BOICTRA (3aralbHOMY BiJULII) PEECTPYIOTHCS:

1) po3nopsakeHHs roa0BU 00/1aCHOT JepKaBHOI aAMiHicTpauii;

2) HaKa3M KepiBHUKa anapaty o0saepxaaMiHicTpaLii:

3 OCHOBHOT JiSITBHOCTI;

3 aAMiHICTPaTUBHO-TOCNOAAPCHKUX NUTAHb,

Y KaJIpoBiH cayx0i peecTpyrOThCS:

1) noBigKU 3 KaApOBUX ITUTAHb;

2) HaKa3M KepiBHUKa anapary o0JIacHOI AepKaBHOI aMiHicTpauii:

3 0c0O00BOI0 CKIANLY;
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PO BiANYCTKH;

TPO BIAPAMAKEHHS, CTATHEHHS;

Y BIIUI (DiIHAHCOBO-TOCNOAAPCHKOrO 3a0e3MeYeHHs PEECTPYIOThCS:

JIOTOBOPHU;

JIOBIPEHOCTI;

BMIATKOBI HAKJIa/IHi;

NpUOYTKOBI Ta BUJIATKOBI KACOBI OpIepH;

TJTIATKHI JOpYUYEHHS,

peectpu OIOLKETHUX Ta (iHAHCOBUX 3000B’s3aHb PO3MNOPSAHUKIB OHOIKETHUX
KOILTIB;

JOBIAKY PO 3apoOiTHY MiaTy, T0XOAM, Ul HapaXyBaHHsS Ta NepepaxyHKy
TMeHCil;

3BiTH [leHciliHoMy QoHny Ykpainu (nepcoHidikailis) ToIo.

PeecTpauii niansiraroTh TakoX AOKYMEHTH, CTBOpeHi B oOiaepxkaaMiHicTpalii
(1OB1AKHM, AOTIOBIHI 3aITUCKH, 3asBU TOILO).

158. JIoKyMeHTH peecTpyIOThCs JIULLIE OJUH pa3: BXiHI — y A€Hb HAAXOKEHHS,
CTBOPIOBAHI — y JIeHb MiANMUcaHHs abo 3aTBEPIKEHHS.

159. V pa3i nepenadi 3apeecTpoBaHOrO JOKYMEHTA 3 OJHOIO CTPYKTYPHOIO
Migpo3Aily [0 IHIIOrO HOBUH peecTpauilHMi iHAEKC Ha JOKyMEHTI He
MPOCTABJIAETHCS.

160. JIoKyMEHTH PEECTPYIOTHCS 3a IPyMaMu 3aJIeXHO BiJl Ha3BU BUAY, aBTOpa |
3MICTY AOKyMeHTiB. Harpukiaa, okpeMo peecTpyroThCs:

aKTU OpraHiB JAep>KaBHOI BJaau, opradiB Baaau ABToHoOMHOI Pecniy6niku Kpum
Ta JOPYYEHHS BULIMX I10CaJ0BUX 0OCI0, 3aMUTH, 3BEPHEHHS, @ TAKOXK KOPECIIOHAEHLILS
Bepxosnoi Paau Ykpaiuu, mo Haaifmnia 1o obnaepxkaimidicTpauii;

pO3nopsKEHHS (HaKa3|u) 3 OCHOBHUX NMUTaHb [isUIEHOCTI;

pO3nops/HKeHHs (Haka3u) 3 aMiHICTpaTUBHO-IOCIIOAAPCHKUX MTUTaHb;

PO3NOPsAUKEHHS (HaKa3K) 3 KaApOBUX MUTaHb (0cOOOBOTO CKNaxy) (BiANOBIAHO
710 X BUJIIB Ta CTPOKIB 30epiraHHs);

pillIeHHs! KOJIerii;

aKTH peBi3iii (piHaHCOBO-rOCNOAAPCHKOT AiSIBHOCTI;

OyxraaTepcbki JOKYMEHTH;

3asBKM Ha MaTepiajibHO-TEXHIYHE MMOCTa4YaHHs;

CJTy’)KOOBI JIHCTH;

3BEPHEHHs [POMasH;

3aMyTH Ha iHbopMmallito.

161. Peectpaiis JOKYMeHTa 3OIHCHIOETBCS 3 BUKOPHCTAHHSM CHCTEMH
eJIEKTPOHHOTO JIiNoBOJACTBA obepkaaMiHicTpauil (aogatku 5 i 6) abo y pasi 1i
BIZICYTHOCTI:

LEHTPaJIi30BaHO i3 3aCTOCYBaHHM BeG-MOLYNs CHCTEMH B3a€MOIT;
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JOMOBiNHI Ta ciayxO00Bi 3amuckH, crieuiani3oBaHi JOKYMEHTH — i3
3aCTOCYBAaHHSAM NMPUKJIAHOTO NMPOrpamMHoro 3abe3rneyveHHsl.

JKypnanbsna (naneposa) abo kapTkoBa GpopMa peecTpalii JOMyCKAETHCS JIMIIE B
YMOBax Ta MPOTArOM CTPOKY Aii BIHCbKOBOIO YU HaJ3BUYAHHOIO CTaHy Ha TEPUTOPIT,
Jle po3TalloBaHa o0 aepKaaMiHICTpaLis.

162. 'V  pa3i 3acTocyBaHHA  CHCTEMH  €JIEKTPOHHOTO  JIiJIOBOACTBA
obnpepxxkaaMinicTpauii GopMyeTbcs €AMHA UeHTpaiizoBaHa 0aza peecTpalifHux
JaHux obnaepxkaaMinicTpauii, mo 3adesnevye npaliBHUKIB iHPoOpMallieo mpo BCi
JAOKYMEHTH Ta 1X MiClIe3HAXO/KEHHS.

Opzanizauia nepeoaui 00Kymenmie ma ix 6UKOHAHHA

163. Jlnsa 3abe3rneuyeHHS CBOEYACHOI'O0 BUKOHAHHS JIOKYMEHTIB ciyx0a
AioBOACTBA  po3poOusisie  rpadiky  nepenadi  KOpPECHOHAEHUIl  KepiBHULTBY
obnuepkaaMiHicTpauii i CTPYKTYpHUM Migpo3aijiam.

164. 3apeectpoBaHi JOKYMEHTH NepelaloThCsl Ha pO3MUIA] KepiBHUUTBA
obnaepkaaMiHicTpauii B JeHb iX HaAXOMKeHHA abo HacTymHOro pododoro AHs y
pasi iX HaJXOoKeHHs micis 17 roguHd. AKTH OpraHiB JepaBHOI BJaJu, OpPraHiB
Bi1aau ABTOHOMHOI Pecny6ixu Kpum, nopydeHHs BUIIKMX NOCAJ0BUX 0Ci0, 3alMTH i
3BEPHEHHSI HApOJHUX JEIyTaTiB, a TaKoX KopecrnoHAeHUis BepxoBHol Panu
Ykpainu, Aaminictpauii Ilpesnaenta VYkpainu, Kabinety MinicTpiB VYKpaiHu,
KOPECIOH/ICHIlisl, IO HaIXOJWTh BiJl YCTaHOB BHILOIO piBHs, NEpeNaroThCs Ha
pO3TJisA HEBIAKIAAHO.

165.  JIOKYMEHTH, PpO3MJISAHYTI  KepiBHHLUTBOM  0OnaepxaaMiHicTpallii,
MOBEPTAIOTLCS 3 BIAMOBIHOI PE3OIIOLIEI0 CIyXO0i AiJIOBOACTBA, sAKa 3AIHCHIOE
nepeaavyy AOKYMEHTIB HAa BUKOHAHHS.

166. JIOKyMEHT, BUKOHABLSAMM SIKOTO € KiJIbKa CTPYKTYPHHMX iApO3/LiB,
rMmepefacTbcsi BUKOHABISIM OJHOYACHO Yy BHIVIAAI KOMIA 3 Mepefayero OpUriHaily
roJIOBHOMY BUKOHABI[O, BU3SHAYEHOMY B PE30JIIOLIT NEPUIUM.

167. ®akr nepenadi JAOKYMEHTIB BHKOHAaBLWIM  (IKCYETHCS  IIUIAXOM
MPOCTABJSHHSA BiANOBIAHOI BIAMITKM B peecTpauiliHO-MOHITOPUHIOBil KapTui i3
3a3HaueHHsAM iH(opMalii Npo BUKOHABIIB, AKAM MepellaHo I1alepoBUi OpHIiHAN
JOKYMEHTa Ta Horo Kormii.

168. Tlepenaua JAOKyMeHTa 3 OJHOTO CTPYKTYPHOTO MiApO3diny A0 IHIIOro B
060B’I3KOBOMY TOPSIAKY 3IMCHIOETBCS uepe3 cilyxOy MiToBOACTBa, fKa pPOOHTDH
BiMOBIHY BIAMITKY B peecTpauiliHO-MOHITOPUHIOBi KapTui. JIOKYMEHTH,
BUKOHAHHS sKuX nepebyBac Ha KOHTPOJI, MEPEAaloThCA A0 IHIIHMX CTPYKTYPHHX
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Migpo3auliB abo IHIIMM BUKOHABISIM TIILKH 3 IOBIZOMJIEHHSAM Mpo Le COyxOi
KOHTPOJTIO.

169. Ilepenaua HOKyMEHTIB y MexXaX CTPYKTYpPHOrO MiApO3Aiay 3AiMCHIOETHCS
uyepe3 ocoly, BIANOBIAATBHY 32 [iNOBOACTBO B CTPYKTYpPHOMY Hipo3Aaui
(cekpetaps).

170. BianoBinanbHicTh 32 BUKOHAHHS JOKYMEHTa HECyTh 0cOOM, 3a3HayeHi y
po3nopsiidoMy JOKYMEHTI, pe3oJirouil rojoBu abo 3acTyNHHKA TOJIOBH, KEPIBHUKA
anapary oOnaepxaAMiHiCTpalii, Ta MNpaliBHUKU, SKUM O€3M0CEPEe]HbO AOPYUYEHO
HAOro BUKOHAHHSI.

["osioBHMIT BUKOHABEIh OpPraHizoBye poOOTY CIiBBUKOHABLIIB, 30KpEMa BU3HAYAEC
CTPOKM MOJaHHs HUMM MPOINO3ULiH, MOPSIJOK MOTOJUKEHHs 1 MIATOTOBKH MPOEKTY
JAOKYMEHTA.

CniBBUKOHABLII BiNOBIZal0Th 32 MATOTOBKY Ha HAJIE)KHOMY PiBHI Ta CBOEYACHE
NOJaHHs TOJIOBHOMY BHKOHABUIO MPOMO3MLIA. Y pa3l HECBOE€YacHOro IOAaHHA
MPOMNO3ULIil CNiBBUKOHABLSAMH IOJIOBHHH BHKOHaBelLb iHGOPMYE NPO 1€ KepiBHUKA,
SKUH Ha/laB JOPYUYEHHS.

171. BuxkoHaHHs JoKyMeHTa riepenbayae 30MpaHHs Ta OIpallOBaHHs
HeoOXinHOT iH(opMalii, NiAroToBKY NPOEKTY BIANOBIAl Ha JOKYMEHT YU HOBOTO
JIOKyMeHTa, ioro o(QOpMIIEHHs, TOTO/PKEHHs, TOJAaHHA JUId  MiJNHUCaHHs
(3aTBEPIXKEHHS ) BIAMOBIAHOMY KEPIBHHUKY.

172. Tlepea noJaHHAM NPOEKTY AOKYMEHTA Ha MiANUC BiJNOBIHOMY KEPIBHUKY
aBTOp JOKYMEHTa 3000B’s3aHWil TEpeBipUTH NPABUIIBHICTH HOro CKIAJCHHS Ta
oOpMJIeHHs, MOCHIAHHS Ha HOPMATMBHO-TIPABOBi aKTH, YTOUHHTH UM(pOBI JdaHi,
HasBHICTb HEOOXIAHUX Bi3 1 JOAATKIB.

173. HOKyMeHT NoAJa€ETbCA HA l'IiI[l'II/IC pa3oM 3 JOKYMEHTaMH, Ha BUKOHAHHA YU
Ha HiIICTaBi AKUX HOT0 CKJIAIEHO.

174. SIKmO [MOKYMEHT HaJACHJIAEThCA [0 KUIBKOX YCTaHOB, fKi He €
KOpPHCTyBa4aMH CHCTEMM B3a€Mofii, micis #oro peecTpauii ciyx6a HinoOBOACTBA
OpraHi3oBY€ BUTOTOBJIEHHs HEOOXiAHOT KiIbKOCTi IIPUMiPHUKIB.

175. ABTOp JOKYMEHTa Yy pasi BIAMYCTKH, BiJpAJUKEHHs, 3BUIBHCHHS
3000B’s3aHMil MepeJaTH iHLIOMY MpaliBHUKOBI 3TiAHO 3 JIIOYMM pPO3MOALIOM Yyci
HEBMKOHAHI IOKYMEHTH Ta MNoiH(opMyBaTH CiIyXO0y KOHTPOJIO Ipo Mepeaady
JIOKYMEHTIB, BUKOHaHHS SKHX T1epeOyBae Ha KOHTPOJIL.

Opzanizayis MOHIMOPUH2Y 6UKOHAHHA 0OKyMeHmMi6

176. OcHOBHI 3acamd NpOBEJEHHS MOHITOPUHIY BMKOHAHHS JOKYMCHTIB
BU3HAYAIOTHCS [HCTPYKIIIEIO 3 AIIOBOACTBA B €JIEKTPOHHIH GopMmI.

LI




o
30

8

6

|

2

1

0

2

7

1

40

177. ¥V cTpykTypHux mniapo3ainax OesnocepeqHiii KOHTPONb 3a BUKOHAHHSM
JOKYMEHTIB 3/ilicHIOE 0co0a, BiAMoBigaIbHA 3a JiJI0BOACTBO.

178. CTpox BUKOHAHHsA JOKYMEHTa MOXXE€ BCTaHOBJIIOBATHCS y HOPMAaTUBHO-
NMpaBOBOMY  aKTi,  pO3NOpsiA4OMY  AOKyMeHTIi  abo  pesosrouii  roJioBH
obnnepxkaaMiHicTparii abo floro 3aCTYIHHUKA, KepiBHHKa amnapary
obnep)xaaMiHicTparlii.

179. Ctpoxu MOXyTh OyTH TUIOBUMH ab0 iHAMBIAYaTbHUMHU.

TUNoOBI CTPOKM BUKOHAHHA JAOKYMEHTIB YCTAHOBJIKOIOTHCS 3aKOHOJABCTBOM.
CTpoKH BUKOHAHHs OCHOBHUX JOKYMEHTIB HaBOASTHCS Y JOJATKY 7.

[HAMBIAyanbHI CTPOKM BCTAHOB/IOIOTHLCS TOJIOBOIO OobOJepxaaMiHicTpauil abo
foro 3acTynmHuKamu, KEpIBHUKOM anapaTy o0JiaepxkaaMiHiCTpallii.

180. JloxyMeHTH, B SKHUX CTPOK BUKOHAHHS HE 3a3HA4eHO, 5KIi He €
JOKYMEHTaMM iHpopMaUiliHOTO XapakTepy ab0 He MICTSThb KOHTPOJIBHUX 3aBJaHb,
MOBMHHI OyTH BUKOHaHI He Mi3Hile HiXK 32 30 IHIB 3 MOMEHTY peecTpauii JOKyMEHTa
B o0siepkaiMiHICcTpaLii.

181. SAxwmo 3aBmaHHs notpedye TEPMiHOBOTO BUKOHAHHs, y TEKCTI 3aBIaHHs
000B’SI3KOBO 3a3Ha4Ya€ThCSI KOHKPETHUH KiHLEBUH CTPOK BUKOHAHHSI.

182. CniBBHKOHaBLI 3000B’s3aH1 MOAABATH MPOIO3ULIT FOJIOBHOMY BMKOHABLIO
MPOTSATOM TMeplIoi TMOJIOBUHU CTPOKY, BIJBEICHOrO sl BHUKOHAHHS JOpY4YEHHS,
3aBJaHHS.

183. V pasi notpe6u iHAMBIAyaIbHHI CTPOK BUKOHAHHS JOKyMEHTa Moxe OyTH
NPOLOBXKEHO 3a OOIPYHTOBAHUM MPOXaHHSM BHUKOHABLS, sKe TIOJA€ThCsa Oe3
TMOTOKEHHS 3 IHIIMMM CTPYKTYPHHMHM Iifpo3dinamu Ges3rnocepefHbo IOCanoBii
0co0i, sIka BCTAaHOBWJIA CTPOK. BiamoBigHe NMpoXaHHsS MOJA€Tbes HE Mi3HIIE HIK 3a
TpU poOOUI JHI 10 3aKIHYEHHS! BCTAHOBJIEHOTO CTPOKY.

184. Ipono3uuis Woa0 NpoOBKEHHsS! CTPOKY BUKOHAHHS 3aBJaHb, BUSHAYCHUX
Bepxosroto Panoro Ykpainu a6o [MpesumentoM YKpainu, o Hagiciaadi KabiHetom
MinicTpip  Ykpainu, nogaetbess Cekperapiaty Kabinery MinicTpiB  YkpaiHu
obnaepxkaamiHicTpauieto (y pasi, SKIIO BOHA € BiANOBIJANbHOIO 32 BHKOHAHHS
3aBOAaHHA) pa3oM 3 MPOEKTOM JIMCTA, aApecOBAHOrO BiJMOBIAHO KEPIBHUKOBI
Anapaty Bepxosroi Paau Ykpainn uu ['nasi Aaminictpauii Ilpesuaenrta Ykpainu,
3a CIM JIHIB /IO 3aKIHUYE€HHS BCTAHOBJIEHOT'O CTPOKY.

185. besmnocepeaHiii MOHITOPMHI BUKOHAaHHS JOKYMEHTa MpPOBOAMTHCA Ha
miAcTaBi pesosolii royioBH obnaep:kaaMinicTpauii abo HOro 3acTynHHKa 4H
KepiBHHKA arnapaty o6iaepKaaMiHicTpauil.
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186. PeecTpaniiiHO-MOHITOPUHIOBI KApTKU TOKYMEHTIB, IIOJ0 BUKOHAHHS SIKHX
MPOBOJUTBLCS MOHITOPHHI, AJIf 3pYYHOCTI MOXYTh TpylNyBaTHCs 3a CTPOKaMH
(HaOMDKEHHAM  CTPOKIB) BHKOH@HHS  JOKYMEHTIB, 32 BHKOHAaBIIMH, 3a
KOpeCroHaeHTaMu abo rpynaMu (Haka3u 3 OCHOBHOI JisJIbHOCTi, Haka3u 3
aIAMIiHICTPAaTHBHO-TOCMOJAPCHKUX MHUTaHb, NOPYUYEHHs BHILIMX OpraHiB BJAAH,
JOPYY€HHs KEpiBHUKA YCTaHOBH TOLIO).

187. Ha oauH pnokyMeHT Moxke OYyTH 3aBejieHa JIMIIE OJHA peecTpaliiHo-
MOHITOPUHIOBa KapTKa HE3aJleXHO Bil KIJIbKOCTI BUKOHAaBLIB ab0 CTPOKiB
BUKOHAHHS OKPEMHX 3aBJlaHb, 3a3HAYEHUX Y JOKYMEHTI.

188. Jlani npo xin BUKOHAHHS TOKYMEHTa MOXXYTh BHOCUTHCS 10 pEECTpaLiiHO-
MOHITOPHHTOBOI KapTKW Ha MijcTaBi iX 3anuty TenedhoHoMm abo MiA yac nepeBipKH
poOOTH CTPYKTYPHOTO MiAPO3/ily — BUKOHAaBUS.

189. 3a 3anmuTOM CTPYKTYpHOro IMApO3JITY cly:K0a KOHTPOIIO Haaae
iHhopMallito PO JOKYMEHTH, BUKOHABLEM SKUX € BiAMOBIAHUH MiApO3AUI, 100
KX IPOBOAUTHCS MOHITOPHHT.

190. Indopmaliss mpo cTaH BHKOHAaHHS B3ATUX Ha KOHTPOJIb JOKYMEHTIB
y3arajlbHIOETLCSA CTAHOM Ha MepIle YUCII0 KOXKHOTO MIcsUs i MOJAAETbCS KEPIBHULTBY
oOnaepxaaMiHicTpauii (1ogaTok 8).

Ingpopmauiiino-oosiokoea po6oma 3 0OKymenmamu

191. 3acagu npoBeneHHs iHPOpMaliiiHO-A0BIIKOBOI pPOOOTH 3 NOKyMEHTaMu
BM3HAYaIOThCs [HCTPYKLI€to 3 A1TOBOICTBA B €1€KTPOHHIHN dopMmi.

ITopaook onpauro6aHHa ma HAOCUIAHHA 6UXIOHUX OOKYMeHMi8

192. Buxigni  gokyments y  nameposiii  ¢opMi,  cTBOpeHi B
obnuepxaaMiHicTpauii y pasi HasBHOCTI MiJCTaB, sIKi BU3HAIOTBCA OOTPYHTOBAaHUMH
IS CTBOpEHHs JOKYMEHTIB y namepoBiii (opmi, HaIcUIalOThCs aapecaraMm 3
BUKOPMCTaHHAM  3aco0iB  TOLITOBOTO  3B’A3KYy, €IEKTPO3B’3Ky, a TaKOX
JOCTaBJIAIOTBLCS KyP €PChKOI0, PETIb]I’€repehKor0 ClIyxK0010.

193. OmnpawroBaHHs JOKYMEHTIB U1 BiAMpaBIeHHA 3aco0amu MOLITOBOTO
3B’S13KY 37iHCHIOETBCS €1y K601 Ai10BOACTBa 00 AepKaaMiHicTpalii BIAMOBIAHO 110
[MpaBwi HalaHHS OCTYT MOLITOBOTO 3B’ A3KY.

194. BuxinHi JOKYMEHTH ONPalbOBYIOThCS | HaACHIAIOThCS LEHTPasli30BaHO B

JleHb X HAZXOUKEHHs Bifl CTPYKTYPHHX Mifpo31iniB — BUKOHaBUiB abo He MisHile
HAaCTYINHOro po6o4yoro JIH4;.
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195. He nonyckaeTbcsi:

HaacullaHHa abo nmnepenaya JOKYMeEHTIB ©e3 1iXx peectpauili y ciyxo0i
J1T0OBOJICTRA;

AyOJIeTHE HAJCWIIaHHS NMPUMipHUKA, Y TOMY YHCJIi OpUTiHAJIBHOTO, TOKYMEHTa Y
rnareposiii Gpopmi, KO Horo NpUMipHUK abo KOMito BXe HaiCJaHO B eJIEeKTPOHHIH
GopMi uepe3 cucTeMy B3aEMO/Iil.

196. Ilix wac npuitMaHHsS BiJl BUKOHABLIB BUXIJHMX AOKYMEHTIB MpalliBHUKU
CJ1y>KOM N1i710BOACTBA 3000B’s13aHi NePeBipUTH:

1) npaBuUABHICTE OQOpPMIIEHHS JAOKYMEHTa (CKJIaJ i po3MillleHHs] B HhOMY BCiX
PEKBI3UTIB);

2) HasBHICTb i MPABUIIbHICTD 3a3HAYEHHS aJpeCH;

3) HasBHICTb Ha JOKYMEHTI BiIMiTKH PO JOJATKH;

4) HasBHICTb yCiX HEOOXiJHUX MiAMUCIB (MEYaTOK) HAa AOKYMEHTI Ta JOJAaTKax
710 HBOTO;

5) HasBHICTb JOJATKIB Ta iX BiJIMOBIJAHICTh 3asIBJIEHOMY CKJaay;

6) BIAMOBIAHICTBH KiNBKOCTI IPUMipPHUKIB KIJTBKOCTI aJIpecaTiB;

7) HasBHICTh Bi3 Ha ManepoBOMY NPUMIPHUKY BUXiIHOTO AOKyMeHTa (y pasl
HEeoOXiHOCTI HOro CTBOPEHHS), IO 3aJUIIAEThCS Y ClIpaBaxX o0AepKaAMIHICTpaLil.

197. Ha opuriHanax AOKYMEHTIB, SIKl IiAJAraloTh IIOBEPHEHHIO, HA BEPXHBEOMY
MpaBoMYy M0 nepiuoi cTopiHKU cTaBuThes mwtamn "[lignsrae mosepHeHHIO".

198. JIoKyMeHTH, 1O HAACUNAIOTHCS OJHOYACHO OJHOMY i TOMY XK afpecaroBl,
BKJIaJalOThCs B OAMH KOHBEPT (ynakyBaHHs). Ha KOHBepTi MpOCTaBIIAIOTLCH
peecTpauiiiHi iHIEKCH BCIX JOKYMEHTIB, SIKi MiCTATBHCS Y KOHBEPTI.

199. Anpecu MOXXYTh HAHOCUTHCS Ha KOHBEPT APYKapChKUM CIIOCOOOM.

200. JIOKYMEHTH, 10O JOCTaBJSIOTBCS  (enba’€repchbKor0  Clyk0010,
epeaalThes aapecataM i po3MUCKY Y BiAMOBIAHIN KHU3IL.

201. TocusnaHHsa aGo 3aMiHa HaAiCIAHOro paHille JOKYMEHTa 3/iCHIOIThCS 33
BKa3iBKOIO I10CaJoBOI 0ocobu, fka Mijmucala JOKyMEeHT, abo KepiBHHMKa CIyxKOu
JII0OBOACTBA. Y TakOMY BHIAAKy B JOKYMEHTI 3a3HAYa€ThCs, WO BiH € JOCHIaHHIM
ab0 HAJCUIIAETHCS HA 3aMiHy paHillle HaliCIaHOMY.

202. CTpyKTypHi Niapo3AijM Ta OKpeMi BHKOHaBUi 3000B’s3aHi MepeaaBaT
BUXIiZHI JIOKYMEHTH Ta iHLII MOWTOBI BiANpaBieHHA 10 CIYXOW AiJOBOACTBA [0
13.00 roa., Yy BMKIIOYHMX BHIAAKax y pasi HaJCWUIaHHS JOKYMEHTIB
denba’erepcskuM 38’ a3k0oM — 10 16.00 ron.
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IV. Cucrematusauisi Ta 30epiraHisi JOKVYMEHTIB V AiJI0BOACTBI

CK1a0eHHa HOMeHKAamypu cnpas

203. OcHOBHI 3acaay CKNaJeHHs HOMEHKJIaTypH crpaB, GOpMYBaHHS CIIpaB Ta
30epiraHHsi JOKYMEHTIB B oOnaepKaaMiHicTpauil BU3HAYAIOThCS [HCTPYKILi€Ew 3
ATOBOJCTBA B €JIEKTPOHHIH (opmi.

Llieto IHcTpykui€ro BHM3HAUAKOTLCS OKpeMi OCOOJMBOCTI cucTeMaru3auil Ta
30epiraHHs JIOKyMEHTIB y narepoBiii GopMi, sKi 3aCTOCOBYIOTBCS Yy pa3i HasBHOCTI
MiACTaB, AKi BU3HAKOTHCS OOIPYHTOBAHUMHU JJIsi CTBOPEHHS YCTAHOBOKO JOKYMEHTIB Y
naneposii dhopwmi.

204. HomenknaTypa cnpaB — le 00OB’sI3KOBUE Juisi obJjepikaamiHicTpanii
CHUCTEMaTH30BaHUH Tepenik Ha3B (3arojioBKiB) cnpaB, WO (OPMYyIOTbC B 11
JAUTOBOJACTBI, 13  3a3HauYeHHIM  CTPOKiB  30epiraHHsi  BIANOBIAHMX  CIpaB
(nonatku 91 10).

205. 3BeneHa HOMEHKJIATypa cIpaB o0JjepkaaMiHiCTpalil CKJIAOaeTbCs y
YOTHPBOX TNPHUMIPHHUKAX, Ha KOXKXHOMY 3 SIKMX TOBHHEH OYyTH 3aloBHEHHMH rpuod
MOTOJDKEHHS 3 Jiep)KaBHUM apXiBoM oOuacti. [lepinii (HeA0TOpKaHHKI) NPUMIPHMK
3BeJCHOI HOMEHKJIATYpH crpaB 30epiraerbcst y ciyx0i1 OIIOBOACTBA, APYrui —
BUKOPUCTOBYETLCS CJIY:KOOK MIJTIOBOACTBA sIK POOOYMM, TPETIH — MepelaeThes 10
apxiBHOTrO Miapo3ainy obnaepkaaminicTpauii (NmpauiBHUKY CIy:KOM [iJIOBOJCTBA,
BiAMOBiaNILHOMY 3a apxiBHe 30epiraHHs JOKYMEHTIB), 1JIs 3A1ICHEHHS KOHTPOJIIO 3a
(GopMyBaHHSM CIpaB y CTPYKTYPHHUX IiAPO3/iax, YETBEPTUNA — HAACUIIAETHCS J0
JepXKaBHOTO apXiBy 00JacTi.

206. CtpykrypHi migpos3ainu obnmepxaamiHicTpauii OTPUMYIOTb BHUTATH 3
BIATIOBIAHMX  PO3/iNiB  3aTBEPAXKEHOI 3BEJEHOI HOMEHKIATypu ClpaB s
BUKOPHUCTAHHA Y poOOTI.

207. I'padu HOMEHKJIATypy CIIPaB 3allOBHIOKOTHLCS TAKHM YHHOM.

V rpapi 1 mpocraBiasieTbesi iHIEKC KOKHOI cmpaBu. IHmekce crnpaBu
CTPYKTYPHOTO MiApO3Aiay CKIafaeTbcsi 3 iHIAEKCY CTPYKTYPHOro Miapo3iuty (3a
IITATHUM  po3nucoM abo  KnacidikaTtopom CTPYKTYpHMX —MiIPO3ALIB) Ta
MOpSIKOBOrO HOMepa crpaBu B Mexax migposainy. Hanpuknan: 06-12, ne 06 —
iHAeKc camocTiiiHoro Biaminy, 12 — mopsiakoBuii Homep cnpasu, ab6o 04.1-07, ne
04.1 — ingexc Bimainy y ckyaai ynpasiiHas, 07 — NOpaAKOBUI HOMEp CIIpaBU.

YV pasi HasBHOCTi y cmpaBi TOMIB iHAEKC CTAaBHTHCS Ha KOXHOMY TOMi,
Haripuknag: T. 1, 1. 2.

Y rpady 2 BKJIKOUAIOTHCS 3ar0J0BKH CIIpaB (TOMIB).

3aroJIoBOK CIpaBy MOBMHEH YiTKO Y CTHCII y3araibHeHiil popmi BigoOpaxkaTh
CKJIaJ i 3MICT IOKYMEHTIB CIIpaBHy.

He 103BONSIETHCS BXXMBAHHA B 3aroJIOBKax ClpaB HEKOHKPETHUX (OPMYJIFOBAHb
("pisHi MaTepianu", "3aranbHe JMCTyBaHHs", "BXiIHa KOpecHoHIeHLis", "BUXiJIHA
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KOPECNOHAEHLIA" TOLI0), a TaKOXK BCTaBHUX CIHIB 1 CKJIaJHUX CHUHTAKCUYHUX
3BOPOTIB.

[Tlin 4vac QopmyoBaHHS 3aroJIOBKiB CIpaB BPaXOBYHOTbCS TaKi O3HaKH
(opMyBaHHsl CnpaB, K HOMiHaJbHa, aBTOPCbKA, KOPECTIOHAEHTCbKA, MpPEeAMETHO-
NHUTallbHA, XPOHOJIOTIYHa, reorpadivyna.

JIOKyMEHTH (OPMYIOThCS Yy CIIPaBU HAa OCHOBI OKpeMOI 03HAaKH ab0 CIOJIyYEHHS
O3Hak.

3aroJIoBOK CIIpaBH CKJIAJA€TbCA 3 €JIEMEHTIB, L0 PO3MIILIYIOThCS Yy Takii
TMOCJIIJIOBHOCTI: Ha3Ba BUJY CIpaBU (JUCTYBaHHS, KypHaJl, KHAra TOMIO) YU BHIY
JOKYMEHTIB Yy CrpaBi (Haka3u, IMPOTOKOJIM, aKTH TOLIO); aBTOpP JAOKYMEHTIB
(HaliMeHyBaHHs 00JnAepx)aaMiHICTpalil, CTPYKTYpPHOro Mipo31ily); KOPECITIOHAEHT
abo ajpecat (HaliMeHYBaHHS YCTAHOBH, A0 AKOT ajpecoBaHi abo Bia K0T HaaiAILLIH
JOKYMEHTH); KOPOTKHH 3MICT JOKYMEHTIB CIpaBU (MMTAHHS, 3 KO0 (OpPMYyETHCH
CrpaBa); Ha3Ba perioHy (Tepuropii), 3 KOO MOB’S3aHUI 3MICT JOKyMEHTa; Jara
(mepion), A0 sKOI HajexaTb JOKYMEHTH CMpaBH; BKa3iBKM Ha HAasBHICTb KOIiH
JOKYMEHTIB y crnipai (y pa3i notpedu).

VY 3arojioBkax 0co0oBHUX (MepCOHANbHHUX) Ta IHIOMX CHpaB, L0 MICTATh
JOKYMEHTH 3 OJIHOTO TNUTaHHs, IMOB’A3aHi MOC/IIOBHICTIO BEAEHHSA NpOUELyp
JITOBOJICTBA, BXXMBAEThCsl TepMiH ‘"cripapa", Hampukiaa: "Ocobosa cnpasa”,
"[lepconanpHa cripaBa”.

V 3arojloBKax Crnpas, 110 MICTATh JOKYMEHTH 3 OJHOIO MUTaHHs, HE MOB sA3aHi
[OCJIiJOBHICTIO BEICHHS TPOLIEAYP IiJTOBOICTBA, BYKUBAETLCS TEPMIH "JHOKYMEHTH", &
MicJisi HBOTO B JIy)KKaX 3a3HaYarOThCs OCHOBHI BUAM JOKYMEHTIB CIIpaBU, HANPHKIaI:
"JlokyMeHTH (MiaHu, aHKeTH, JOBIJKH) TPo MPOBEAEHHS OMJISAYy CTaHy AiOBOJICTBA
Ta apXiBHOT CMpaBH y BULIMX HaBUAJIBHUX 3aKiagax’.

TepMmiH "HOKyMEHTH" BXKMBAETHCS TAaKOXK y 3arojioBKax CIpaB, HI0 MICTATH
JOKYMEHTH-A0AATKH 10 OY/1b-IKOTO HOPMAaTHBHO-IIPABOBOI0O aKTa abo po3nopsA40ro
JOKYMEHTa YCTaHOBH.

V 3aroJioBKax Crpas, MPU3HAYEHUX AJISl TPYMyBaHHS JOKYMEHTIB OJHOTO BUAY,
3a3HAYAETbCA BUJ JOKYMEHTa Y MHOXHHI Ta aBTOp AOKYMEHTIB, HalpUKIai:
"IpoTokonn 3acinanb kosnerii KipoBorpancbkoi obnacHol aep>kaBHOT aagMiHicTpanii”.

V 3arofloBKax Crpas, IO MICTATH JUCTYBAaHHS, 3a3HAYAIOTBCA KOPECTIOHJEHT |
KOPOTKMIi 3MiCT JOKyMmeHTiB, Hanpukiaa: "JluctyBaHHs 3 MIiHiCTEpCTBOM
€KOHOMIUHOIO PO3BUTKY i TOPriBJii 3 OCHOBHOT AisJILHOCTI".

V  3arosoBkax COpae, L0 MICTATE JIUCTYBaHHS 3 KOPECIIOHICHTAaMH,
OZIHOPIHMUMH 32 XapaKTepoM [isNIbBHOCTI, TaKi KOPECHIOHIEHTH HE NIepepaxoByOThCS,
a 3a3Ha4yaeThcs IX Yy3arajbHeHe HaliMeHyBaHHs, Hanpukiaa: “JIMcTyBaHHS 3
OpraHaMiu MicLIEBOTO CaMOBPsIAyBaHHs 3 MUTaHb 3a0€3Me4eHHs COLIAIBHOrO 3aXUCTY
HaceneHHs".

V 3arojoBKax CIIpaB, IO MICTATh JIMCTYBaHHA 3 PI3HUMU KOPECIOHIEHTaMH,
Taki KOPECIOHAEHTH HE 3a3HavaloThesl, HANpHKIan: "JIMCTYBaHHS NpPO Opraizaliio
ceMiHapy 3 nigBMILeHHs KBatidikaiil npaiBHUKIB KaIpOBHX CIIyKO".
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Y 3aroJioBKax crpas, 10 MICTSTb [JIaHOBO-3BITHY AOKYMEHTALli0, 3a3HAYA€ThCS
nepiog (Micalb, KBapTaj, MiBpiyus, Ppik), B SKOMY IUIAHYETBCS CTBOPEHHS
JOKYMEHTIB, abo nepioa iX ¢akTHYHOrO0 BUKOHAHHS, HAIIPUKJIAI:

1. TInan ocHOBHMX opraHizaliiiHUX 3axo/iB o6naepxaaMiHicTpauii Ha 2012 pik.

2. 3BIT Npo BHUKOPUCTaHHS OMOKETHUX KOIWITIB oOnaepkaaMiHicTpauii 3a
2011 pik.

Jkmo cnpaBa ck/1aJa€TbCs 3 KUIBKOX TOMIB, (DOPMYJIOETBCS 3arajbHUM
3aroJI0OBOK CIpPaBH i3 3a3HAUYEHHSAM HOMEpa TOMY.

[lin yac po3MimieHHs 3aroyioBKiB CHpaB Yy HOMEHK/IATypli BpaxOBYETHCA
Ba)XJIUBICTb JOKYMEHTIB, BKJIIOUEHHX [0 CIpaBH, IX B3a€EMO3B’S30K Ta CTPOKU
30epiranHs. Ha mouaTky po3MilllyloThcs 3arojloBKH CIpaB LIOJ0 AOKYMEHTIB, fKi
HaaiflIM Bi OpraHiB BULIOTO piBHS, dajli — LIOAO OpraHi3aliiiHo-po3nopsaayol
JOKYMEHTALlil, TJIaHOBO-3BITHOT JOKYMEHTAIlil, JINCTYBaHHs, OO0JIIKOBO-I0BIAKOBUX
BU/IB 1OKYMEHTIB.

['pacpa 3 HOMEHKJIATYpH 3alIOBHIOETHCS HAMPUKIHLI KaTeHIapHOIO POKY.

Y rpadi 4 HOMEHKJATypu 3a3HAYalOThCA CTPOKM 30epiraHHs CIpaB, HOMEPH
cTaTe 3a repesikom JOKYMEHTIB i3 CTpokaMu 30epiraHHsl.

Y rpadi 5 poOasThCs MO3HAYKK MPO MEpexiaHi crpasy; Npo HopMy CTBOPEHHs
JOKYMEHTIB cripaBu (eJeKTpOHHA, MNanepoBa, 3MillaHa); MpO MOCaZOBUX OCID,
BIAMOBIAaMbHUX 3a (OpPMYyBaHHs CIIpaB; Mpo Mepejadyy CcHpaB OO0 apXiBHOIO
nigpo3ainy  obaaepkaaMiHicTpauii  (mpauiBHMKY ~— ciy:k0M  IIOBOJACTBA,
BiAMOBiIaILHOMY 3a apXiBHe 30epiraHHs JOKYMEHTIB) UM iHIIMM YCTaHOBaM JUIs iX
TNIPOOBKEHHS TOILO.

Dopmysanusa chpag

208. dopmyBaHHs ClpaB — 1€ IPYyMyBaHHs BUKOHAHWUX JOKYMEHTIB Yy CIIPaBH
BiZIMOBIJIHO 10 HOMEHKJIATYPU CIIPAB.

209. Ilin yac dopmyBaHHS CHpaB He [OMYCKAE€ThCS BKIIIOYEHHS [0 CIpaB
YOPHOBHX, OCOOMCTHX JIOKYMEHTIB, PO3MHOXXGHMX KOMiH Ta [OKYMEHTIB, IO
MiJVIATAIOTE TIOBEPHEHHIO. JIOKYMEHTH MOCTiiHOro i TMMuacoBOro 30epiraHHs
rpyNylOTLCsS Y CTIpaBU OKpeMo. 3a o0csroM cnpasa y naneposiii ¢popmi He MoBHHHA
nepesuutysat 250 cropinok (30-40 MisliMeTpiB 3aBTOBIUKH).

210. JIOKyMeHTH IpyMylOThCS Y CIOpaBH B XPOHOJIOTiIUHOMY Ta/abo JIOTIYHOMY
MOPAAKY.

211. TlonokeHHs, NpaBuia, IHCTPYKUil TOIIO, 3aTBEPIKEHI PO3MOPSAYMMH
JOKYMEHTaMH, IPYNYOTLCA pa3oM 13 3a3HaYE€HUMHU JOKYMEHTaMH.

212. Po3nopsOoKeHHA (Hakasu) 3 NUTaHb OCHOBHOI  JIiAJIBHOCTI
obnaepxaaAMiHicTpauii, 3 aAMiHICTPATUBHO-IOCMNOAAPCHKUX [UTaHb, 3 KaApOBHX
nuTaHb (0cO0OBOTO CKNIALY) IPYNYIOThCs Y Pi3Hi cripaBu. PosnopsokenHs (Hakasu) 3
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KaJApOBUX IUTaHb (0COOOBOTO CKJAaay) TpyNylTbCs BIANOBIAHO JO iX BUIIB Ta
CTPOKIB 30epiraHHs.

213. JIokyMEHTH 3aciiaHb KoneriajJlbHUX OpraHiB rpynyloThCs Y JIBi CIIpaBH:

NPOTOKONH 1 IOKYMEHTH J10 HUX (IOMOBIi, AOBIAKH, MPOEKTH PIllIEHb TOIIO);

JAOKYMEHTH 3 Opraizauii 3aciaHb (MOpSAOK JA€HHHWH, MaKeT pOo3MillleHHs,
CIMCOK 3aMpolIeHUX TOIIO).

214. Tlporokonu 3aciiaHb KoJeriaJlbHUX OpraHiB IpynylThCs y CIpPaBU B
XPOHOJIOTIYHOMY TOpPSAKY 1 3a HOMepamH. JIOKYMEHTH A0 3aciiaHb 3a3HauYeHUX
OpraHiB CUCTEMAaTH3YIOThCS 3a JaTaMu Ta HOMEpaMM MPOTOKOJIIB, @ B MeXax Ipynu
JOKYMEHTIB, 10 CTOCYIOThCSI OJHOTO MPOTOKOJTY, — 32 MOPSIKOM JIEHHUM 3aciJaHHs.

215. lopyyeHHss ycTaHOB BHLIOrO piBHS i JOKYMEHTH, MOB’sA3aHi 3 IX
BUKOHAHHSM, TPYNylOThCST Yy  CIOpaBM 3@  HalpsMaMd  JAiAIbHOCTI
obnpepkaaMiHicTpauii abo 3a aBTopamu iHILiaTUBHUX JOKYMEHTIB. Y CIpaBi
JOKYMEHTH CUCTEMATH3YIOTHCA 3a 1aTaMU I0PYYEHb.

216. 3aTBepaKeHi My1aHy, 3BiTH, KOLITOPUCH TPYNYIOTECSA Y CIIPaBH OKPEMO Bif
IPOEKTIB LIUX JOKYMEHTIB.

217. JIucTyBaHHS TPYNyeThCsS 3a 3MICTOM Ta KOPECHOHJIEHTCHKOK O3HAKOK i
CUCTEMATH3YETLCSI B XPOHOIOTIYHOMY MOPSIAKY: JOKYMEHT-BIANOBIAb PO3MILIYETHCSA
32 IOKyMEHTOM-3aITUTOM.

218. Oco6oBi crpaBy AepXaBHUX CIYKXOOBLIB (QOPMYIOTECA Yy IOPAIKY,
Bu3HaueHomy HAJIC.

219. Po3spaxyHKoBO-IUIATiKHI - BigoMocTi (0coOO0Bi paxXyHKH) MNpaliBHHUKIB
ol aepKaaMiHICTpallii CUCTEMaTU3YIOThCS B MeEXaX pOKy 3a TMpI3BUINAMH B
andaBiTHOMY MNOpPSAKY, a BIXOMOCTI IIOAO BUIUIATH Tpolued (BiAOMOCTI MION0
HapaxyBaHHsi 3apo0iTHOi ruiath) moBuHHI OyTH cdopmoBaHi mwoMicaus 3a
KaJeHAapHUH piK.

220. MeroanyHe KepiBHUUTBO 1 KOHTpOJb 3a (OpMYBaHHAM CrpaB B
obnaep:kaaMinicTpauii Ta 1i CTPyKTypHHX MiApo3ainax 3AiHCHIOTBCS Cilyx0or0
JIIOBOAICTBA.

3obepizannsa 0okymenmie ¢ ycmanosax
221. JIOKyMEHTH 3 4acy CTBOPEHHs (HaJIXO/DKEeHHs) i 10 nepeadi 10 apXiBHOTO

migposainy  obngepxkaaMminicTpauii  (mpauiBHMKY — CiyxOu  ALTOBOJCTBA,
BIANOBiZaNLHOMY 3a apxiBHe 30epiraHHs JOKYMEHTIB) 30€piraroTbCs 3a MICLEM IX

i
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CTBOpeHHs. HopMaTHBHO-NpaBOBi akTH 30epiratoTbes 3a MicUEeM IX BUJAHHA, a
AOKYMEHTH LIO0A0 1X pO3p0o0/IEHHS, IOrOKEHHS TOLIO — 33 MIiCUEM CTBOPEHHS.

222. 30epiraHHs JOKYMEHTiB i crpaB B oOiaepxaaMiHicTpauii 3abesneuye
c1y0a J1i10BOACTBA 06 IepiKaAMIiHICTpaLii.

223. CnpaBu 30epiratoTbesi y ChHeliaibHiii KiMHATI y BepTUKAILHOMY
TOJIOXKEHH] B ladax, 1o 3aKpUBAOThCA. IS MiABUIIEHHS ONEPATUBHOCTI IOIIYKY
JIOKYMEHTIB CIIpaBU pPO3MILLYIOTbCS BIANOBIAHO 10 HOMEHKJAaTypu crpas. Ha
KOPIHLAX 0OKJIQJMHOK CIPaB 3a3HAYAIOThCA 1HAEKCH 32 HOMEHKIJIATYPOIO.

224. @oHorpamu 3acilaHb KoJieTialbHOro opraHy 30epiratoTbesi y MHoro
cekperaps. Ha wHocii ¢oHorpamu (il ynmakoBuUi) poOUTBCS BiaMITKa NpPO AaTy
3acizanHs 1 uyac 3amucy. Cekperap KojleriajJbHOro OpraHy BianoBigae 3a iX
30epiraHHs.

225. Bujaua cripaB, CKJIaIcHHX 3 JOKYMEHTIB y nanepoBiil ¢opmi, y TUM4Yacose
KOPHUCTYBaHHS TpaliBHHKaM CTPYKTYpHUX MiApo3aiiB  obiaepxaaMiHicTpamil
3M1MCHIOETBCS 3 JI03BOJTY KepiBHUKA CITY>KOW JIiJIOBOJICTBA, IHIIMM yCTaHOBaM — 3
MTMCbMOBOTO 103BOJIY KE€piBHUKA arnapaty obnaepkaaMmidicTpauii. Ha Bugany crnpasy
CKJIQIa€ThCs KapTKa-3aMiHHUK. Y KapTui 3a3HavyatoTbCs IHAEKC CIIPaBH, 3arojl0BOK
CripaBH, jata il Buaadyi, ocoba, sKiii cripaBy BHAAaHO, AaTa il MOBEPHEHHs, MiANHUCU
ocib, gKi BUIau Ta NPUHHSIIM CIIPaBy.

226. HanaHHs cripaB y TUMYacoBe KOPHCTYBaHHS 3AiHCHIOETHCS He OUIBII K Ha
OJIMH MicCsiLb.

227. BunyueHHs JOKYMEHTIB i3 CrIpaBU MOCTiiiHOro 30epiraHHs 3a00pOHSAETHCS.
Y BUHSTKOBUX BHUIIAJAKax BHJIYYEHHS JOKYMEHTIB JOIMYCKA€TbCs 3 JO3BOJY
KepiBHMKa anapary oOJjepxaamiHicTpauii 3 060B’A3KOBUM 3JIMIIEHHAM y CIIpaBi
3aCBiJUEHNX HAJIEKHUM YMHOM KOIIiH.

V. Iopsiaok miAroToBKM cNpas A0 nepegadi AJast apXiBHOro 30epiraHHsi

Excnepmusa yinnocmi 0oKymenmie

228. OCHOBHI 3acaiM TNpPOBEJEHHS EKCHEPTH3M LIHHOCTI, CKJIaJIEHHs OIUCIB
crpaB, o(OpMIEHHs CIpaB Ta [epejadi crnpaB [0 apXiBHOro MiAPO3JLTY
obnaepxaaminicTpauii (mpauiBHUKY CJIy)KOM JiTOBOACTBA, BIANOBIAAIBHOMY 3a
apxiBHe 36epiranHs HOKYMEHTIB) Ha apxiBHe 30epiraHHs BU3HAUaroThCA [HCTPYKIIi€0
3 J1IJIOBOJICTBA B €JIEKTPOHHIHN (opMI.

Llicto [HCTpYKLi€HO BHW3HAYAIOTBCS OKpPEMi OCOOJIMBOCTI MiATOTOBKH CIIpaB,
copMOBaHUX y mnaneposiit ¢opmi, a0 nepenaui I apXiBHOro 30epiraHHs, SKi
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3aCTOCOBYIOTbCS 33 HAsABHOCTI MiACTaB, AKi BU3HAIOTBCA OOIPYHTOBAaHUMH [J14
CTBOpPEHHs 00 AepKaAMIHICTpaLli€r0 JOKYMEHTIB y nanepoBiil Gpopmi.

229. IpoBeieHHs eKCNEPTU3H LLIHHOCTI JOKYMEHTIB Mojisrae y ix BceOGIdHOMY
BUBYEHHI 3 METOIO BHeceHHs 10 HauioHansHOro apxiBHoro ¢GoHay abo BUIYYCHHS 3
HBOTO Ta BCTAHOBJIGHHA CTPOKIiB 30€piraHHs [OKYMEHTIB, 110 HE MiJIAraloTh
BHECEHHIO J10 3a3HaueHoro MoHny.

230. JIns oprasizauii Ta NpoBedeHHs EKCIePTH3W UiHHOCTI JOKYMEHTIB B
obnepxaaMinicTpauii (y pasi noTpebu B CTPYKTYPHHX MiApO3AiNax) yTBOPIOIOTBCS
MOCTIMHO AilOYl EKCIEPTHI KOMICIT.

231. EkcriepTu3a IIHHOCTI JTOKYMEHTIB IMPOBOAMTELCH LIOPOKY B CTPYKTYPHMX
nigpo3ainax obnaepxaaminicTpauii Ge3nocepeaHbo ocobamu, BiANOBIAAIBHIMU 3a
oprasisallilo J1i10BOACTBA B LMX MiAPO3AiTax, pasoM 3 €KCNEpPTHOK KOMICiew i
METOJUUYHUM KEPiBHULITBOM CJIY>KOU [110BOACTBA.

232. BuayueHHs AOKYMEHTIB [ 3HMIUIEHHA O€3 MPOBEIEHHS MONEepeIHbO
eKCIIepTH3H 1X LIHHOCTI 3a00pOHSETHC.

233. Binbip IOKyMeHTiB nocTiliHoro 36epiraHHs 37ifCHIOETbCS Ha IiJICTaBi
TUNOBHX Ta BioMuux (Fany3eBUX) MepestiKiB JOKYMEHTIB i3 CTpoKamu 30epiraHHs,
HOMEHKJIaTypH cripaB oOJAepKaAMiHICTpaLlii LUIAXOM Meperisiay KOXHOIo apKyuia
cnpapu. JlopyueHHs OpraHiB BJagd BHILOTO piBHSA, 10 HaifiumM 10
o6nmepx)aaMiHicTpauii y BUMIAAi MamepoBoi Koiii, He MOXyTh OyTH BilibpaHi sk
JOKYMEHTH TOCTiAHOro uu Tpusasioro (noxazn 10 pokis) 36epiranHs.

234.3a pe3yibTataMu €KCIepTHU3H HiHHOCTI JOKYMEHTIB B
oGnepKaaMiHicTpallil CKIafaeTbCsa akT PO BHIYYeHHs JUTS 3HULIEHHS 10KyMEHTIB
y naneposiit popmi (aoaatok 11).

235. 3BejIeHi OMHUCH CIpaB MOCTiHOro, TpuBaToro (roHan 10 pokiB) 36epiraHHs
Ta 3 KaJpOBUX MHUTaHb (0COOOBOro CKjady) Ta aKT MpO BUIYYECHHS A/ 3HULICHHS
JIOKYMEHTIB, He BiaHeceHux 10 HauioHanbHOro apxiBHoro (GoHIY, po3risfaroTbes
eKCIIepTHOIO KoMicieto o6iaepskaaMinicTpauil ofxnodacHo. [Ticss 3aTBepIUKEHHS aKTa
obnepKaaMiHiCTpallisi Mae MpaBo 3HUIUTH BU3HAYEH] HUM JOKYMEHTH.

236. AKT npo BUWJIyYeHHs [/ 3HMIIEHHS JOKYMEHTIB CKJIQJA€ThCHA LI0M0
JIOKYMEHTiB, He BHeceHUX 10 HauioHanpHOro apxiBHoro (oHIy, Ha CIpaBu BCi€T
obnaepxkaaminicTpauii. HaifiMeHyBaHHs CTPYKTYpPHOrO MiAPO3ALTY 3a3HAYAIOTHCSA
repe rPyIIO0 3arojIoBKiB CIPaB IbOTO MiAPO3ALTY.

ll
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Cknaodenns onucie chpas, o ck1adeni y naneposii gopmi

237. Onuc cnpas — apxiBHUI A0BIAHUK, IPU3HAYEHUI AJ11 OOJIKY Ta pO3KPUTTH
3MICTY OJMHMIb 30€piraHHs, OJUHUUL OOJIKY, 3aKkpilUIeHHs X cucrteMarusauil y
MEeXax apXiBHOTO (OHIY.

238. Onucu cnpas yK/IaAalOTbCsd OKPEMO Ha CIpaBU MOCTIHHOrO Ta TPUBAJIOrO
(moHan 10 pokiB) 30epiraHHs Ta 3 KaJpoBUX NUTaHb (ocoboBoro ckiany). Ha cripaBu
TUMUacoBoro (10 10 pokiB) 30epiraHHs ONUCH He CKIaJaroThes. Y pasi JiKBigauil uu
peoprasizallii yCTaHOBH TaKi OMUCH CKJIaAaloThCs 000B’ I3KOBO.

239. Omnwucu cnpaB CTPYKTYpHOTO MIAPO3JITY CKJIaJalOThCs ILOPOKY 3a
BCTaHOBJIEHOWO (opMoro (JloaaTtok 12) mocasoBoio 0cob00, BiANOBIZAIBHOK 32
AUIOBOACTBO Yy CTPYKTYpPHOMY MiApO34ini, 3a METOJUYHOI [JOMOMOIHM CIIy)KOH
AUIOBOJCTBA.

240. Homep onucy cnpaB CTPYKTYpHOrO MiAPO3ALTy NOBMHEH CKJIAfaTUCS 3
IHAEKCY CTPYKTYPHOTO TMiApPO3AUTYy 3a HOMEHKJIATypoOIO CHpaB 3 JAOJaBaHHAM
MOYaTKOBOT JiTEpHU Ha3BM KaTeropil JOKYMEHTIB, 110 BKJIIOYAIOTHCS A0 ONNCY, Ta
YOTUPBOX LUUGP POKY, B IKOMY pO3MOYaTO CrpaBU, BKJIIOYEH] Ao onucy. Hanpuknarn,
OTNHKCH cnpaB NocTiiiHoro, Tpubanoro (nonan 10 pokiB) 30epiraHHs Ta 3 KaapoOBHX
nutaHb (0COOOBOrO CKJajay) CTPYKTYPHOro MiApo3Aily 3 iHA. 5, 110 po3noyvari y
2011 poui, matumyTh HoMepu: 5 T1-2011; 5 T -2011; 5 OC -2011.

241. Iix yac ckJlalaHHsA OMMCIB CMpaB CJ1i 1OTPUMYBATUCS TAKUX BUMOT

1) Ko)kKHa crpaBa BHOCUTBCS 10 OMHUCY MiJl CAMOCTIHHUM TMOPAJAKOBUM HOMEPOM
(AKILO cnpaBa Mae Killbka TOMIB, KOKHMH TOM BHOCHUTBCA JI0 ONMCY TMiJ OKPEMHUM
HOMEPOM);

2) rpadu onucy ohOpMIIIOIOTECS BiANOBIAHO 10 BIIOMOCTEH, 3a3HAYCHUX Ha
OOKJ1a[IMHLII CTIPABHU;

3) y pa3i BHECEHHs [0 ONUCY KUIBKOX CHpaB MiAPsA 3 OJHAKOBUM 3arojIOBKOM
3a3HAYAETHLCA TOBHICTIO JIMIIE 3arojIOBOK IEpIIOi ClpaBH, a BCi iHINI OJHOPIAHI
CIIpaBM MO3HAYAIOTHCS CJIOBAMU "Te came", MpH LbOMY iHIIi BiIOMOCTI IIPO CHpaBy
BHOCATBCA [0 OMNUCY TMOBHICTHO (Ha KOXHiM HOBIMl CTOpiHLI OMUCY 3arojioBOK
BiATBOPIOETHCA MOBHICTIO);

4) rpaa onucy "IlpuMiTKa" BUKOPUCTOBYETHCS AUISl BIAMITOK PO 0COGIHBOCTI
(bisMYHOro CTaHy Cmpas, NpO Mepefayy CHpaB {HIIMM CTPYKTYpPHHM HiApO3AisiaM
yCTaHOBM 200 iHIIIA yCTaHOBI, PO HAasABHICTH KOMiil JOKYMEHTIB y CIipasi.

242. OmucH crnpaB BeAyThCA MPOTATOM KiTbKOX POKiB 3 BAKOPUCTAHHAM €UHOT
HacKpi3HOT Hymepallii. CripaBu KOXHOTO POKY CTAHOBJIATh PiYHMA PO3/iJ OIHCY.

243. YV KiHLi omucy poGUThCA TACYMKOBHI 3aliC i3 3a3HAYEHHAM KiTBKOCTI
(undppamu 1 caoBamu) cnpas, WO OOJIKOBYIOTbCS 3a OINKCOM, @ TaKOX
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06YMOBJIIOIOTECA OCOBIMBOCTI HyMepallii cripaB B OMKCi (JiTepHi Ta IpOIyUIEHI
HOMEPM CIIpaB).

244. Y piuHuWii po3.ia ONMUCY CHpaB BHOCATBCS TAKOX CIIPaBH, HE 3aBepLICHI
MPOTATOM KaJleHAapHOro poKy. Y TakKux BHUMajaKaX Y KiHLi pi4HHMX pO3MiNiB OmHCY
KOJKHOIO HACTYITHOTO pOKY, TMpPOTATOM [KOTO CIpaBW IPOJOBXYBAlUCs B
NiNOBOACTBI, 3a3HauaeThes "JIOKYMEHTH 3 LbOTO MUTAHHS JMB. TAaKOX y PO3.iMi 3a

pik, No .

245. Onuc cnpaB, CKIaJeHUX Y ManepoBii (opmi, CKIagaeTbcs Y JIBOX
MPUMIpPHMKAX, OJMH 3 AKMX MEPeJIacThCs pa3oM i3 CpaBaMy, a IHIIMA 3aIMIIAETHCS
SIK KOHTPOJIbHUI MPUMIPHUK Y CITy»0i 1iTOBOACTBA.

246. Ha ocHOBi onuciB cnpaB CTPYKTYpHUX Nigpo3ainiB ciyx0a AiI0BOACTBA
FOTY€E 3BEJEHI ONUCH CIpaB IOCTIHHOTO Ta TpuBanoro (moxan 10 poki) 36epiraHHs,
3 KaJ[pOBUX NUTaHb (0COO0BOro CKJIaay).

247. 3BeeHUll OMUC CMpaB MOCTiiiHOro 30epiraHHs CKJIAAAE€ThCA Y YOTHPBOX
npuMipHHKax, Tpusajoro (mouaa 10 pokiB) 30epiraHHs — y JIBOX NpHUMipHHKaX, 3
KaJpOBUX NHUTaHb (0COGOBOrO CKJIaAy) — y TpbOX NpUMipHUKax. OIMH NPUMIPHUK
3aTBEPXKEHOr0 OMUCY MOAAEThCS AepsKaBHOMY apxiBy 00J1acTi.

248. Ob6nuepxaaminicTpanis 3060B’s3aHa ONKUCYBATH JOKYMEHTH NOCTIHHOIO
Ta TpuBasioro (nouaj 10 pokie) 3GepiraHHs, 3 KaJpoBUX MUTaHb (0COOOBOroO CKIa1y)
He Mi3Hillle HiK Yepe3 JBa POKH Iicjisl 3aBepLICHHsS CIpaB Y AIIOBOACTBI, a TaKOX
nepeaaBaTv JOKYMEHTH MOCTiliHOro 30epiraHHs BiAMOBIAHO [0 3aTBEPKEHHX
OIMHUCIB COpaB 10 AE€pXKaBHOrO apXiBy o0JiacTi B yCTAaHOBJIEHI 3aKOHOJAABCTBOM
CTpPOKH.

Odchopmnenns cnpas, CK1AdeHUX y naneposii popmi

249. OdopmieHHs crpaBu mocTiiHoro i TpuBanoro (moHax 10 pokis)
30epiranHs nepeadayac HyMepauilo CTOPIHOK Y CIpaBi, CKIaAeHHs Yy pasi nmorpedu
BHYTPIIIHBOIO ONHCY JOKYMEHTIiB CIpaBH, HAsBHICTb 3acCBIYyBaJbHOIO HAMHUCY
CIIPaBH PO KiJIBKICTh CTOPIHOK i PO 0COOIUBOCTI (Pi3UYHOrO cTaHy Ta GOPMyBaHHS
CrpaBH, MiIIUBaHHS 200 OMpaBiieHHs CpaBH, 0(QOPMIEHHS OOKJIAAMHKHU CIIPABH.

250. JIoKyMeHTH TuMYacoBoro 30epiraHHs, c¢opMOBaHi Yy chOpaBW, He
MiAIMBAIOTECS, CTOPIHKM HE HYMEPYIOTHCS, YTOUHEHHS €JIeMEHTIB O(OpMJICHHS
OOKIaJMHKM HE MpPOBOAWTLCS, 33 BHUHITKOM IIE€PBHHHOI  OyXraiarepchbKol
JIOKYMeHTallil.

251. [licna 3akiHueHHs ALTOBOAHOTO POKY /0 HANMWCIiB Ha OOKJIAJIMHKax CrpaB
MOCTIHHOrO i TPMBAJIOro 30epiraHHs BHOCATHCS HEOOXiAH] YTOUHEHHS, NePEBIPAETHCS
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BIAMOBIHICTL 3aroJI0BKiB CIIpaB Ha OOKIaAMHLI 3MICTY IiJIIUTHX JIOKYMEHTIB,
BHOCATBCA y pa3i 0OTpeOM [0 3arosioBKa CHpaBM J0JaTKOBi  BLIOMOCTI
(pOCTaBNAIOTBCA HOMEPH HaKasis, IPOTOKOJIIB, 3a3HAYAIOTBCS BUAM i (GopMH
3BITHOCTI TOILO).

252. Jlata Ha OOKMaMHLI cIpaBM [OBMHHA BilNIOBIiZATH POKYy IMOYaTKy i
3aKIHYCHHs CIpaBH; y CNpPaBi, 10 Mae JOKYMEHTH 3a Gifbll paHHI POKH, HiX piK
YTBOPEHHA CNpaBy, i 1aTO0 pOOUTHCS HAMUC "€ JOKYMEHTH 3a poku".

253. Ha oOxknagunkax ClpaB, IO CKJIaJalOTbCs 3 KIiNbKOX TOMIB,
IPOCTABJIAIOTHCS aTH MEPLIOTrO | OCTAHHBOTO JIOKYMEHTIB KOXKHOIO TOMY (4aCTHHH).
Y pasi 3a3HaueHHs TOUYHOI KaleHAapHOT JaTH MPOCTaBIAETHCS YHCJI0, Micslb i pik.
Huesio 1 pik No3HAYAIOTHCS apabChKUMU HUMPaMH, MiCALb MTUIIETHCS CIOBOM.

254. Ha oOknamvHUi CIIpaBH NPOCTABIAETHCA HOMeEP CIIpaBU 3a 3BEJEHUM
OMMCOM i 32 [MOro/UKEHHAM 3 apXiBHUM MiApo3AinoM obnmepiaaMinicTpawii
(TpauiBHUKOM CJy’KOM AiTOBOACTBA, BIANOBiZAaNbHMM 3a apXiBHe 30epiraHHs
JIOKYMEHTIB) — HOMEp OTIUCY i POHLY.

255. 'V pasi 3MiHM HaliMeHyBaHHs ofnaepxaaMinictpauii (ii cTpykTypHOro
MAPO3ALTY) NPOTArOM Nepioay, KU OXOIUTIOITL JOKYMEHTH CIpaBH, abo mix gac
nepeaadi CrpaBu J0 IHIIOI YCTaHOBH (CTPYKTYPHOTrO Migpo3ainy) Ha OOKIagMHLI
CMpaBH 3a3HAYAETHCS HOBE HAMMEHYBaHHS YCTaHOBM (CTPYKTYPHOTO MiApo3ainy), a
nornepeaHe OepeThCs B IyKKH.

256. Hamucn Ha oOKknagMHKax crnpaB [OCTiIHOrO Ta TpuBasoro (MOHaj
10 pokiB) 30epiraHHs pOONATBCS YITKO YOPHUM CBITJIOCTIHKMM YOpHHIOM abo
nactowo. HakjeloBaHHsT TUTYNbHOrO apKymia Ha OOKIaIMHKY CIpaBd  He
JIOMYCKA€EThCH.

Ilepedaua cnpas, cknadenux y nanepogiii hopmi, Ha apxiene 3oepizanns 00
apxieno20 niopo3oiny ob6n0epacaominicmpayii (npayieHuky ciyxicou dinosodocmea,
6i0n06i0aNbHOMY 34 ApXieHe 30epicaHHA 0OKYMeHmMI6)

257. CnpaBu noctiilHoro Ta TpuBanoro (moHax 10 pokiB) 36epiraHHs, 3
KaJpoOBUX MUTaHb (0COGOBOTO CKIIay) Yepes ABa POKH IicIsA 3aBepUICHHS iX BeJECHHS
NepeaaroThCs 10 apXiBHOTO NiApo3aiy obiaepxkaaMiHicTpalil (mpauiBHUKY CayK0u
AIJIOBOACTBA,  BIANOBiAIBHOMY 32  apxiBHe 30epiraHHs  JOKYMEHTIB) B
YMOPSAKOBAHOMY CTaHI Jyis NOJANIBLIOrO 30epiraHHs Ta KOPUCTYBaHHS.

258. Ilepenaua cnpaB Ha apxiBHe 30epiraHHs A0 apXiBHOTO MiAPO3AiNY
obnaep:kaaMiHicTpauii (MpauiBHUKY CiyXOW JiJOBOACTBA, BiANOBIIANBLHOMY 3a
apxiBHe 30epiraHHsi JOKYMEHTIB) 3IiMCHIOETBCS 3a rpadikoM, 3aTBEpAXKEHUM
KepiBHUKOM anapary obJaepxaaMinicTpauii.
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259. 3a MHCHMOBUM 3BEPHEHHAM CTPYKTYPHOTO MiAPO3ALNY apXiBHUH MiApO3aii
obnaepxkaaminictpanii  (mpauiBHMK cayxOM  IJIOBOACTBA, BIANOBIJATBHUA 3
apXxiBHe 36epiraHHs JOKyMeHTIB) o(pOpMIISE BUAAUY CIpaB, CKIaAEHUX Y ManepoBii
$GopMi, Ha CTPOK JI0 TPHOX MICSILIB.

260. TlpuiimaHHsA-epenaua KOXKHOI — CIpaBH  3MIMCHIOETECS  apXiBHUM
nigpos3ainoM  obnaepxkanMidicTpauii  (mpauiBHHKOM  CIy:kOM  JIIOBOJICTBA,
BiZMOBifabHUM 33 apXiBHe 30epiraHHsi IOKYMEHTIB) B MPUCYTHOCTI MNpaliBHUKA,
KU Mepeiae ynopsAKoBaHi Ta opOpMIIEHI CIIPaBH.

261. CnpaBu noctiiinoro Ta TpuBanoro (monax 10 pokiB) 30epiraHHs
MepelaloTbes 10 apXiBHOTO MiApo3ainy obaaepkaaMinicTpalii (MpauiBHUKY CIyxou
JiJIOBOJICTBA, BIANOBIAAIBHOMY 3a apXiBHE 30epiraHHs JOKYMEHTIB) 3@ OMUCaMU.

YV KiHUi KOXHOrO NpPUMIpHHUKA OMMCY MpALiBHUK apXiBHOro Miapo3ainy
obnuepskaaMinicTpauii (nmpamiBHUK CIy:xOM JIOBOACTBA, BiANOBINANBHMA 32
apxiBHe 30epiraHHs JOKYMEHTIB), pO3NUCYETHCS y MPUHHATTI CHpaB i MPOCTaBJIsE
naty. OfMH NPUMIPHUK ONKMCY MOBEPTAETHCS CTPYKTYPHOMY MiJpO3Jiy, BCI iHILI
3aJIMIATHCA B CIyKO1 AIJIOBOACTBA.

CrnpaBy, WO MEPENAlOThes 10 apXiBHOro mizposaimy obnaepxkaaMiicTparii
(npauiBHUKYy CaykOM IiOBOACTBA, BIANOBiJAIbHOMY 3a apxiBHe 30epiraHHs
JIOKYMEHTIB), MOBUHHI OYTH 3B’s3aH1 HAJIEXXHUM YHHOM.

O6naepxxaaminicTpaniss  30008’s3aHa  3abe3meunTH  30epiraHHs  apXiBHHX
JIOKyMEHTIB Ta fepeaady A0KYMEHTIB, [0 HanexaTb 10 HalioHaabHOro apXiBHOTo
(oHxy, Ticas 3aKiHYeHHs BCTAHOBJEHHX T'PAHHYHUX CTPOKIiB iX 30epiraHHs B
apxiBHOMY miapo3mini obnaepxaamiHicTpawii Ans nocTifiHoro 36epiranHs 10
Jlep>KaBHOTO apxiBy 00acTi.

3acTynHUK KepiBHHUKA anapary — Ha4YaJIbHHK

BiAAiy yNpaBJliHHSA MePCOHAJIOM anapary 7 »—%ﬁ
obs1acHol Aep:kaBHOT aaMiHicTpauii / 2 Onena HEUMAH

ITOT'OI’)KEHO

[TpoTokon 3acigaHHs
ExcnepTHO-nepeBipHOT
KoMicii JlepxaBHOro apXiBy
KipoBorpazacbkoi odnacti
25 Gepesnst 2021 poky Ned
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Jonatok 1

1o [HeTpyKLiT 3 AIIOBOJACTBA B
obnacHii nepxaBHii
anMiHicTpanii

(myHKT 8)

3AT AJIBHI ITPABUJIA
ogopMIeHHS] AOKYMEHTIB

1. Jing odopMiIeHHS TEKCTIiB CIyXOOBUX JOKYMEHTIB BHUKOPHUCTOBYETHCH
rapHiTypa Times New Roman Ta wpudt po3mipom 12-14 1pykapChKuX IyHKTIB ab0
8-12 apykapchkMX NYHKTIB IJis JpPYKyBaHHs pekBisuTy "Brache im's, mpisBuiie
BUKOHABLSA i HoMep ioro Teiae(oHy", BWHOCOK, MOSCHIOBAJbHUX HAIKCIB [0
OKPEMHUX eJIEMEHTIB TEKCTY JOKYMEHTa ab0 HOro peKBi3HUTiB TOLIO.

2. T1pu ohopMIIeHHI 3aCTOCOBYETBCS IIPUPT:

HaMiBXUPHUH IIPUPT BETUKUMHU JIITEpAMH — JJIs Ha3BU BUJY IOKYMCHTA,;

HaMiBKUPHUI (ripaAMuii a0 KYpCUB) — Aisi 3aroJIOBKiB Ta KOPOTKOrO 3MiCTy
JIOKYMEHTa.

3. TIpu oopMJIEHHI TEKCTiB MiXKPSAAKOBUH IHTEpBal IOBUHEH CTAHOBUTH:

| — 175 CKIIaIOBUX TEKCTY JOKYMEHTa, pekBizuTy "JlogaTok" Ta nmocunaHHs Ha
JIOKYMEHT, 10 CTaB IMiICTaBOIO IS MIATOTOBKH (BUAAHHS) NOTOUYHOIO JOKYMEHTA;

1,5 — AN cKIaJ0BUX YacTHH pekBisuTiB "Anpecar” Ta "['pud 3aTBepKeHHS",

1,5-3 — 1 BIIOKPEMIICHHS PEKBI3UTIB JOKYMEHTa OJMH BiJl OJHOTO.

4. Bnache iM’s Ta mpisBume B peksisuti "Ilianuc" po3millyeThcs Ha piBHI
OCTAHHBLOTO Psi/IKa Ha3BU 110CAH.

5. MakcuManbHa J0BKHMHA psiaKa 6araTopsiAKOBUX PEKBi3UTIB (KpIM PEKBI3UTY
TeKcTy) — 73 miniMeTpu (28 ApyKOBaHMX 3HaKiB).

6. SIKIIO 3aro0BoK (KOpOTKMIl 3MicT) 710 TekcTy mepesuirye 150 3HakiB (M ATH
pSAKiB), HOTO J03BONAETLCA MPONOBXKYBATH 0 Mexi npaBoro nojis. Kpanka B KiHL
3aroJI0BKa HE CTaBUTHCH.

7. Tlpu odopMieHHI JOKYMEHTIB BIACTYN BiAd MeXi JIIBOrO MOJs JOKyMEHTa
CTaHOBUTH:

125 miniMeTpiB — /1 BlacHoro iMeHi Ta npi3suia pexpizuty "[liammic";

100 minimeTpis — aj1s pexsizuty "['puc 3aTBepaKeHHs";

90 minimerpiB — s pexkBizuty "Anpecar";

10 minimMeTpiB [1st ab3alliB y TEKCTI;
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[IpopoBxeHHs nojaTka |

0 MiJTIMETpIB:

ans cnis: "CIIYXAJIN", "BUCTYIIWJIM", "BUPILLIWIN", "YXBAJIMJIN",
"HAKA3VYIO", "30BOB'A3VIO";

ans pexBizutiB: "Jlata nokymenta", "Koportkuit 3mict gokymenta", "Teker"
(6e3 a63aui), "BigmiTka npo HasBHiCTH noaatkis”, "IIpi3Bulle BUKOHABLA i HOMEP
oro tenedony", "BiaMiTka mMpo BUKOHAHHS JOKYMEHTa 1 HaJACHJaHHsA HOro 1o
cripaBu", cioso "Jlogatok", peksizuty "Jlogatok" Ta cioso "lliacTaBa” 3amucy mpo
IIOCHJIaHHS Ha JOKYMEHT, IO CTaB MiACTABOIO IS MiAMOTOBKM (BHAAHHA) OTOYHOTO
JOKYMEHTA, HaiiMeHyBaHHs nocaau y peksizuti "Tlianuc”, 3acBiAuyBaJbHOTO HAMHUCY
"3rigHo 3 opurinanom" Ta /s nepioro peksizuta "I'pud 3aTBEpIKEHHs", AKIIO iX B
JIOKYMEHTI JBa.

8. Ilig yac odopmIIeHHs MOKYMEHTIB (I0AaTKIB A0 HUX) Ha 1BOX i Oliblue
CTOpiHKaX Apyra Ta HacTYIHi CTOPiHKK MOBUHHI OYTH NPOHYMEPOBaHi.

9. Homepu CTOPIHOK CTaBJSATBHCSH IOCEPEANMHI BEPXHBOTO TOJSA CTOPIHKH
apabcbkuMy uMdpamu 6e3 3a3HadyeHHs coBa "CTOpiHKA" Ta PO3JiIOBUX 3HAKIB.
[lepma cTOpiHKa He HyMepYyeTbesl Hi B JOKYMEHTI, Hi B KOXHOMY 3 JIOJATKiB.
JIOKYMEHT 1 KOXKeH 3 I0AaTKiB MaloTh OKpEMY HyMepallilo.

10. TexcT JOKYMEHTIB APYKYIOTHCS Ha ofAHOMY Ooui apkyuia. JIOKyMeHTH He
MOCTIHHOrO CTpoKy 30epiranHs obcsrom Oinbme 20 CTOPIHOK IOMYyCKAEThCS
JpYKyBaTW Ha NHLBLOBOMY i 3BOPOTHOMY OOLi apKylla, MpU LbOMY DEKBI3UT
"[Mianuc" nosuHeH OyTH pO3MIlUEHHI Ha JMUBOBOMY, @ He Ha 3BOPOTHOMY Ooui
OCTaHHBOI'O apKylla JOKYMEHTa.

11. QR-xox posmipom 21 Ha 21 MM pO3MIlLYeTbCSI B HIKHBOMY JIiIBOMY KYTI
NepIIoi CTOPIHKKA JOKYMEHTA.

JI1s MpoeKTiB aKTiB Ta 0OOB’A3KOBHMX AOAATKIB IO HUX, IO PO3POOJIAIOTHCS
opraHaMy BHMKOHaBYOi BiladM, MOCTaHOB 1 posmnopskeHb Kabimery MiHicTpis
Ykpainu nopsiz i3 QR-koaoM po3MilLyIOTbCst HOro peKBI3UTH, HAPHKIA:

Minuudpu Ne 003845.0011-IT Big 20.07.2020

[Tignucas: [Terpenko Ilerpo IleTposuu

Ceprudixar: 341COS0E72C685404000000 A6D05009B940D00
JlilicHuit: 3 12.12.2020 12:38:06 no 12.12.2021 12:38:06.
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Jonatoxk 2

a0 IHCTpyKLiT 3 Ai10BOJCTBA B
obnacHiil nep>xaBHiii
aaMiHicTpauil

(myHKT 37)

MPUMIPHUH NEPEJIIK
JOKYMEHTIB, 110 J03BOJISIETHCS 3aTBEPAKYBATH NPOCTABJISHHAM rpuga
3aTBep’KeHHsI TI0CcaA0BOT 0co0U 32 YMOBHM iX MIArOTOBKH y Naneposii ¢popmi

1. Akt (rotoBHOCTI 00’€KTa OO eKcllyaTauli; CIHCaHHS, iHBEeHTapu3aLlii;
eKCIIEpPTU3H; BUIIyUEHHs CIpaB JUIs 3HUIIEHHS; Nepejayi Crpas; JIKBiaalii yCTaHOB
TOLLO).

2. 3aBgaHHA (Ha IPOEKTYBaHHs OO €KTiB, TEXHIUHMX CIIOPYH, KalliTalbHe
6yLiBHMLTBO; HAa MPOBEJCHHSA HAyKOBO-AOCITIAHUX, MPOEKTHO-KOHCTPYKTOPCHKHX I
TEXHOJIOTIYHUX pOOIT; TEXHIYHI TOLLO).

3. KowmrTopucu BuTpaT (Ha YTpPUMaHHs amnapary yNpaBiiHHA, OyIWHKIB,
MpUMillleHb, CIOPY/; Ha MiArOTOBKY Ta OCBOEHHsS BUPOOHHLTBA HOBMX BUPOOIB; Ha

KanitanbHe OyAIBHULTBO TOUIO).

4. Tlepeniku (rmocaa mpauiBHUKIB 3 HEHOPMOBAaHUM POOOYMM JHEM; THIIOBHX,
BiZIOMUMX (rany3eBHX) JOKYMEHTIB i3 cTpoxaMy 30epiraHHs ToLlo).

5. PO3LIiHKY Ha BUKOHAHHS poOOIT.
6. CTaTyTH (110JI0KEHHS ) YCTAHOB.

7. CtpykTypa obaaepxaamiHicTparil.
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Jonarok 3

a0 [HCTpyKLiT 3 1JIOBOJACTBA B
oOnacHil aep>kaBHINA
aaminicTpauii

(myHKT 67)

MPUMIPHUH NEPEJIIK
JOKYMEHTIB, MiANKCH HA SIKUX CKPIMJIIOIOTHCSA repdloBoIo MeYaTKOIO
y pa3i ix cTBopeHHs y naneposiii popmi a0 3acBiauyoThes KBaJlihikoBaHOO
€JIEKTPOHHOIO NevaTKor o6/1aep:kaamMiHicTpauii y pasi
iX CTBOpEHHS B eJIeKTPOHHIH (popmi

1. AKTH (BMKOHaHHSI pOOIT, CIIMCAHHS, €KCNepTU3H, (IHAHCOBUX TNEPEBIPOK;
BUJIYUEHHs CTIPaB [UTs 3HULICHHS;, epeiadi cripas TOILO).

2. BUCHOBKM 1 BiAryKM YCTaHOB Ha JucepTalii Ta aBTOopedepard, IO
HaJCUIIaThes 10 BuioT atectauiiiHol komicii YKpaiHu.

3. JloBiaku (iMITHI; PO BUILIATY CTPAXOBHUX CYM; BUKOPUCTAHHs OHOIKETHHUX
acCUTHYBaHb Ha 3apIjiaTy; po HapaxoBaHy 3apIuiaTy TOLIO).

4. JloroBopu (npo MarepiajibHy —BiANOBiAaNbHICTb, HAYKOBO-TEXHIYHE
cHiBpOGITHULITBO, MiAPSAX, OPEHAY MPHUMILIleHb; IPO BUKOHAHHS POOIT TOLIO).

5. JlokyMeHTH (J10BiIKK, MOCBIT4EHHS TOILO), IO 3aCBiAYYIOTh NpaBa rpoMa/siH
i FOpUAUMUHHX OCIO.

6. Jlopy4yeHHs Ha OJEp)KaHHA TOBApHO-MaTepiallbHUX LIHHOCTEH, GHOIKETH,
0aHKiBCBKI, EHCIHHI, NIaTDKHI.

7. 3aBaaHHd (Ha NPOEKTyBaHHs 00’ €KTiB, TeXHIYHMX CIOPYJ, KarliTaJlbHe
OyAiBHUUTBO; TEXHIUHI TOLLIO).

8. 3asBU (Ha aKpeJUTHB; PO BiIMOBY BiZ aKLENTy TOLIO).
9. 3asBkU (Ha oOnaJHaHHS, BUHAXOAW TOUIO).

10. 3pasku BiAOMTKIB MeyaToK i MiANMCIB NpaliBHUKIB, fAKI MaiOTh MNPaBo
3aificHIOBaTH (hiHAHCOBO-rOCMOAPChKi oneparii.

11. KowrTopuc BUTpaT (Ha YTpUMaHHs anapaTy yNpaBjliHHs; Ha [ArOTOBKY Ta
OCBOEHHS BUPOOHMUTBA HOBHMX BHMPOOiB; Ha KalbKyJALIO 3a JOroBOpOM; Ha
KaritajgbHe OyAiBHULTBO TOLIO).

02123




[TponoBxeHHs goxarka 3
12. JIucTtun rapaHTiiiHi (Ha BUKOHAaHHS pOOIT, HalaHHA [TOCIYT TOLLO).

13. TTonanHs i KonmoTaHHs (MpPO HAropoAKEHHs OpAE€HaMH 1 MeJalIIMH; IIpo
npeMitoBaHHS).

14. TIpoTokoau (MOroIKeHHs TU1aHIB MOCTABOK).

15. Peectpu (4ekiB, OIOIKETHUX JOPYUEHb).

16. Cneuudikauii (BUpoOiB, NpoayKLUil TOLIO).

17. CniinbHi ZOKYMEHTH, MiATOTOBJICH] BiJl iMeHI ABOX 1 O1JIbLIE YCTAHOB.
18. CraTyTu ycTaHOB.

19. TUTYJIbHI CIIUCKH.

20. TpynoBi KHUXKKH.

21. Apkyili MoroKeHHs NPOEKTiB HOPMAaTHBHO-NPAaBOBHX aKTIB.
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JlogaTok 4

A0 IHCTpyKLil 3 11JI0OBOACTBA B
obnacHii fnepxaBHIH
aZMiHICTpauil

(nyHKT 155)

TMPUMIPHUM NEPEJIIK

AOKYMEHTIB, 110 He MiVIAralTh peecTpauii c/1y>k0010 AiJ10BOACTBA

No Bun noxymenra CrieniaabHUi 006J1iK*
1. | 3BesieHHs Ta iHQoOpMallis, HajicaaHi 40 BlgoMa He nignsraroTs peectpauii
2. PexknaMHi MoBigOMIIEHHS, [1J1aKaTH, MPOrpaMu 4y 00J1iKy y OyAb-SIKUHA

Hapaj, KoH(epeHLiil Tomo iHIMiA cnocid

3. | IlpefickypanTtu (xomii)

4. | Hopmu BHUTpaTu maTepiainis

5. | BitanbHi JMCTH | 3aNpOLIEHHS

6. | MicsauHi, KBapTaJbHi, iBpi4YHI 3BITH

7. | I'padiku, Hapsiay, 3asBKH, PO3HAPAIKU

8. | ®dopmMM CTaTUCTUYHOI 3BITHOCTI

9. | JlpyxoBani BugaHHs (KHUTH, XKypHalH, Oroneteni) | bibnioreka
(00MiKOBYIOTBCS JIALIE Y
pa3i if HasBHOCTI)

10. | HaykoBi 3BiTH 3a TeMamMu Cnyx6a HayKoBO-

TEXHIYHOI iHpopMaLlil
(0ONIKOBYIOTBCA JIMILE Y
pa3i i HasIBHOCTI)

11. | HaBuasibHi myiaHu, nporpamu (komif) Kanposa cnyxba
12. | Jorosopu Byxrantepcbka ciyxba

* 'Y pasi BifcyTHOCTI B 06naepxaaMiHicTpallii BiATOBIAHOrO Crieliani3oBaHoOro
Mipo3ainy crenianbHuil 06K 31iHCHIOETBCS CITy 0010 IioBO/CTBa a0 3a
pillleHHsIM KepiBHUKa anapary He 3/1HCHIOEThCS.
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Jonatok 5

1o [HCTpyKuil 3 AJIOBOACTBA B
oOJacHil nep:kaBHIN
aaMiHicTpauil

(nyHkT 161)

NPUMIPHUN CKJAJ
3aMKCY PO pPeecTpauilo BXiAHHX J0KYMEeHTIB*

-

. Bua noxkymenra.

[\

. Jlata Ta 4ac HaJIXO/LKEHHS JOKYMEHTa B 001 epkaAMiHiCTpallilo.

. Jlata peectpallii 10KyMeHTa.

(V8]

N

. PeecTpauiiiHuil iHAEKC JOKYMEHTA.

(9]

. KopecrionaeHnr.

(o)

. JlaTa peecTpauii Ta peecTpaliiHUN 1HIEKC KOPECTTOHCHTA.

~

. KopoTkuii 3micT.

8. BignosinaneHuil nigposain obnaepkaaMiHicTpalii, sKMH B yCTaHOBJICHOMY
MOpsAAKY  BU3HA4YEHHH  BIAMOBiJaNbHMM 32  BUKOHaHHA  JIOKyMCHTa B
obnaepxaaMiHicTpauii.

9. BignosiganbHUll BHKOHABEllb — MPALIBHUK BIMOBIIAIBHOTO MiAPO3ALTY
obnaepxaaMiHicTpauii, kMl B YCTaHOBIEHOMY  MNOPSAKY  BH3HAUeHHH
BiAMOBila/IbHUM 32 BUKOHAHHA JOKYMeHTa B 001 aepKaaMinicTpaii.

10. BigmiTka npo BUKOHAHHS JOKYMEHTA.

11. CnipaBa Ne,

* [HCTPYKLi€l0 3 [iNOBOACTBA YCTaHOBM Moxe OyTu mepeabaueHo HAOOATKOBI
CKJIaJIOBi YaCTHHM XXypHANy Ta BU3HAUEHO {HIINH MOPSIO0K iX pO3MILLEHHS.

86210“27167”“ 02126



Jlonatok 6

no [HeTpykiii 3 AiJI0BOACTBA B
oGnacHiit nep)xaBHIN
aaMiHicTpauil

(nyHkT 161)

MPUMIPHUM CKJIAJL
3anMcy Mpo peecTpauiio BUXiAHUX JOKYMEHTIB, CTBOPEHUX YCTaHOBOIO™
1. Jlata peecTpauii JOKyMEHTA.
2. PeecTpaliiiHuii iH1€KC TOKYMEHTA.
3. Anpecar.
4. KopoTkuH 3MicCT.

5. BignmoBimaneHuil migposain obiaepxkaamiHicTpauii, AKAM MiATOTOBIECHO
JIOKYMEHT.

6. BianomiganbHUii BMKOHABELb — IPALiBHUK BiANOBIIANBLHOIO mipo3Aiy
obnnep)kaaMinHicTpauii, IKMA NATOTYBAB JOKYMEHT.

7. JlaTa Ta 4ac HaJIXOJ)KEHHsl JOKYMEHTa agpecary.
8. Jlata peecTpalii Ta peecTpaliiHUi iHAEKC ajgpecara.
9. BigmiTka Npo BUKOHAHHS JOKYMEHTa aJipecaToM.

10. Cnpasa Ne.

* [HCTPYKLI€lO0 3 JiNOBOACTBA YCTaHOBM Moxke OyTu nepeinbaueHo JOJATKOBI
CKIIaJI0BI YaCTHHM XKypHAITy Ta BA3HAYEHO iHIIMI MOPAJOK iX PO3MILLECHHS.
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Jlonarok 7

a0 [HCTpyKLii 3 1JIOBOJACTBA B
obnacHii aep>kaBHIHA
ajMiHicTpanil

(myHkKT 179)

CTPOKH
BHKOHAHHSI OCHOBHHX /IOKYMEHTIB

1. Akt Ipesunenrta Ykpainu — 30 QHIB 3 1aTH HaOpaHHA HUM YMHHOCTI, SKIIO
LIUM aKTOM He Tepe10ayeHo CTPOK BUKOHAHHs BU3HAYCHOTO HUM 3aBJaHHI.

2. 3anuT abo 3BEpHEHHS:

HAPOJHOrO JienyTaTa YKpaiHm — 3rigHo 3 BuMoramu 3akoHy Ykpainu "IIpo
cTaTyc HapoJHOTo AenyTara YKpainu';

JenyTara MicleBoi paad — npotsarom 10 JHiB 3 JHs HOro HaAXOKECHHS.

3. SlKuo 3amuT (3BepHEHHs) HApoJHOro Aeryrata YKpaiHu 3 00’€KTUBHHX
TNPUUMH He MOXe OyTH PO3IJISHYTO B yCTAHOBJICHHH CTPOK, HAACUIIAETHCS MICbMOBC
MOBiJOMEHHS cy0’eKTaM BHECEHHs 3alMTy (3BEPHEHHs) i3 3a3HAUCHHAM MPHYUH
MIPOJIOBXKEHHS CTPOKY PO3IJIsAAY.

CTpok po3risigy AeMyTaTChbKOro 3BEpPHEHHA 3 ypaxXyBaHHAM  CTPOKY
NPOOBKEHHS He MOXKE MepeBHILyBaTH 30 IHIB 3 MOMEHTY HOTO HAIXO/DKEHHS.

4. Pimenns KabGinery MiHicTpiB YKpalHH MO0 [A0ONpaliOBaHHS TIPOEKTIB
HOPMATHBHO-TIPABOBUX aKTiB — MpoTAroM 10 AHIB 3 [HS NPUHHATTS BiJIMOBITHOTO
pillleHHs, SKIIO UMM pilleHHSM He BCTAHOBJIEHO IHIIHI CTPOK.

5. TlocTaHoBH Ta BUcHOBKU Korerii PaxyHkoBoi najati — TpoTAroM 15 HIB 3
JHsL TX peecTpalii B yCTaHOBI, SIKIIO B HUX HE BCTAHOBJICHO IHIIMH CTPOK.

6. TlorogkeHHsl NMPOEKTIB aKTiB 3aiHTEPeCOBAaHWMH OpraHamu — y CTpOK,
YCTaHOBMNEHHIl X TONOBHUMH PO3pOOHMKAMM BiAINOBIAHO 1O BHAMOT Pernamenty
Ka6inety MiHicTpiB YKpaiHu.

7. 3anur Ha nyoniuHy iHpopmauiro Bif GisuuHOl, OPUANYIHOT oco0wu,
06’ €HAHHS TPOMajAH 6e3 cTaTycy IOpHAMYHOI 0coOM, KpiM cy0’€KTiB BJIAJHUX
[TOBHOBAKEHb, Ta HAaaHHS BiAMOBiAI Ha 3aMUT Ha iHpOpMaLUilo — TMPOTATOM CTPOKY,
BH3HaueHoro crarreto 20 3akoHy Ykpainu "TIpo pocTyn 1o myouidHoT inpopmarnii".

JOL W



HonaToxk 8

Jo IHCTpyKuil 3 1i7I0BOACTBA B
obnacHiil gepkaBHil
anMiHicTpauil

(nyHkt 190)

IHOOPMAIIA
Npo CTAH BUKOHAHHS 3aBAaHb cTaHoM Ha __.__ .20
No HaiiMmeHyBaHHs CTaH BUKOHAHHS 3aBJIaHb (OKYMEHTIB)
Ta iHAEKC CTPYKTYPHOIO yChOTO 3 HUX
miApo3aiLy BUKOHAHO CTPOK CTpPOK
NIOJIOBXXEHO | MOPYLIEHO
HajiimeHyBaHHS nnocaau
KepiBHUKA ¢JYKOM A110BOACTBA Baacue im’s ITPI3BUIILE
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Jlonatok 9

70 IHcTpyKuUil 3 AUIOBOACTBA B
obnacHiit neprxaBHIN
aZMiHicTpauii

(nyHkT 204)

IMPUMIPHA ®OPMA
HOMEHKJIATYPH CNPaB CTPYKTYPHOTO MiaApo3ainy
y naneposiii ¢popmi

KipoBorpaacbka 061acHa Jep:kaBHa aaMiHicTpauist
Bigain ynpaBaiHHS nMepcoHAIOM

HOMEHKJIATYPA CITPAB Ne 36-17 32 2019 pik

CXBAJIEHO:
[IpoToKon 3acinanns ekcrnepTHoi KoMicil Bix 01.11.2019 Ne 01-15/126/0.7

Innekc 3arosioBOK CIpaBy Kinbkicth Ctpok Poboui
CIIpaBH cripaB (ToMiB) | 30epiraHHs | MO3HAYKH

CekTOp 3 MUTaHb HArOPOIHKEHHA

36-01-  JluctyBaHHs 3 BepxoBHOO 4 MOCTIHHO
01 Paporo Ykpainu

ITincyMKOBMi 3a11C

CnpaBu 3a cTpOKaMH Pazom VY ToMy uucii
30epiraHHs . .

nepexiaHi | 3 Bixmitkoro “EITK”
Ycboro cripas: 53 33 2
nocTiitHoro 36epiraHHs 7 5 2
tpuBayioro (nmoxaz 10 pokiB) 12 7 0
30epiraHus
TUMYacoBOro 30epiraHHs 34 21 0
CKJIAAEHO
I"'os10BHUH criewiaJjicT Baacue im’st IIPI3BULIE
02.11.2019
3ATBEP/IKEHO
HauajibHMK Biaaisy ynpasJ/iiHHsI NePCOHAJIOM Baacue im’s TIPI3BUIIE

05.11.2019

86210

27167

30



[TponoBxkeHHs pojarka 9

[TOI'OXKEHO

[IpauiBHUK 3arajbHOrO Bigainy,

BiAMoBigaAbLHKUI 32 apXiBHe 30epiraHHs Baacue im’st ITPI3BUILE
03.11.2019

213
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Honatox 10

1o IHcTpykuii 3 AIOBOCTBA B
o0JacHii gep>kaBHIN
aaMinicTpanii

(nmyHkT 204)

NPUMIPHA ®OPMA
3Be1eHOT HOMEHKJIATYPH CIIPaB YCTAHOBH Y Naneposiii gopmi

KipoBorpaacbka o6jiacHa JepkaBHa aamMiHicTpauis

3BEJEHA HOMEHKJIATYPA CIIPAB 3a 2019 pik
CXBAJIEHO:
[IpoTokon 3aciaaHHs excriepTHOi Komicii Bix 08.11.2019 Ne 01-24/ 139/7
TIpoTokos 3aciiaHHs eKCIepTHO-NepeBipHOT KOMICIT 1epKaBHOTO apxiBy o6nacTi
Bijg 17.11.2019 Ne 22-31/1-19

Inpexc 3arosI0BOK CIIpaBH KinbkicTb Ctpox PoGoui
cnipaBy cnpas 30epiraHHsl | MO3HAYKH
(TOMiB)

3arajbpHHUM BiAALI
35-01-01 [TocraHoBu Kabinery 10 MOCTiIHO cr.3a

MiHicTpiB YKpaiHu

BIJIJIiJT YIIP@BJIiHHS TIEPCOHATIOM

36-01-01 JluctyBaHHs 3 BepXoBHOIO 4 MOCTIHHO cT.6a
Panoro Ykpainu

[TigCyMKOBHIA 3aI14C

VY ToMy uuchi

CripaBu 3a CTpOKaMu 30epiraHus Paszom o 3 BiIMITKOIO
nepexiani “ETIK

Ycporo cnpas: 1040 2 273
HOCTifHOTO 30epiranHs 86 0 0
TpuBaioro (noxan 10 pokis) 432 1 0
30epiranHs
TUMYacoBOro 30epiraHHs 522 1 273
CKJIAJJEHO
[0JI0BHUI crieliaJTicT Baacue im’s IIPI3BALIE

06.11.2019

L

132

Il

86210

2716

o
30




IMpoporxenHs goaarka 10

[IJICYMKOBUWH 3ATTUC 3ABIPEHO
IMpauiBHMK 3arajbHOro Bimaiay,

BiANOBiaaILHMIT 32 apXiBHe 30epiraHHs Bnacue im’si IIPI3BUIIE
06.11.2019

[MOI'O’KEHO

HauaabHUK 3arajibHOTO Biaaidy Baacue im’st IIPI3BUIIE
09.11.2019

3ATBEP/IXKEHO

KepiBuuk anapary Kiposorpaacskoi
00J1aCcHOT epkaBHOT agMiHicTpauii Baacue im’st IIPI3BULIE
22.11.2019

30“”86210"27167”” 02133




Jonatok 11

10 [HCTpyKLIT 3 ALJIOBOJCTBA B
oOnacHiii 1epKaBHii
anMiHicTpanii

(nyHKT 234)

NMPUMIPHA ®OPMA
aKTa PO BUJIYYEHHS 115 SHULIEHHs] J0KYMEHTIB y naneposii popmi

AKT
Npo BUIY4eHHs [UIsl 3SHUIUEHHS! JOKYMEHTIB
KipoBorpaacbka o6;1acHa AepKaBHA aaAMiHiCTpaLis
Bigain ynpasJiHHS MepcoHaIoM
Bix 15.12.2020 Ne 36-17

[MIJICTABA:
[IpoTokon 3acijaHHs €KCIIePTHOIL Komicii BiJ 08.11.2020
Ne 01-24/147/7
IHpexc 3arosno- Jara Harta KinbkicTb Crpok PoGoui
crpaBu BOK MOYaTKy | 3aKiHYeH- CIpaB 30epirad- | Mo3Hayku
CIpaBH Hsl (TOMIB) Hs
(TomMy)

Paszom 10 3HuLIeHHs: 7 (cim) cripaB 3a 2018-2020 poku

KinbkicTs qokymeHTiB: 1271 (oaHa THCsHa ABICTI CiMAECAT OMH)
[puiiManbHO-3/aBabHa HakIaaHa: Big 12.12.2020 Ne 741*

MeTo1 3HUIIEHHS: 3HUIIEHHS ITAXOM HEBIIHOBIIOBAILHOTO NOAPIOHEHHS
CKJIA/IEHO:

T'osi0BHHMI cnewiaicT**

18.12.2019

TTOI'OJIXKEHO

HavanbHuk Bigaiay***

19.12.2019

HauaabHUK Bigainy****

20.12.2019

HauaJbHHK 3arajlbHOro Bifgimy*****
21.12.2019

Baacne im’sa IIPI3BULILE

Baacue im’s TIPI3BULIE
Baache im’s ITPI3BUILE
Baacue im’s ITPI3BUILE
3ATBEP/IPKEHO

Kepisuuk anaparty Kiposorpaacbskoi

06J1aCHOT 1ePKABHOT aAMIHICTpAIT ******
22.12.2019

T

Baache im’s ITPI3BUILE
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TTpojioBxeHHs noaarka 11

3HUILEHHA ITPOBEAEHO:
[TpaniBHUK 3arajbHOrO BiILNY,

BiJNOBifANIbHHUIT 32 apXiBHe 30epiranHs™******* BaacHe im’s ITIPI3BUILE
25.12.2019

* He 00OB’A3KOBE [MoJie, 3aCTOCOBYEThCA y pasi mepejaui iHmiH ycTaHoBi A
3HUILEHHS.

**% Ocoba, BIAMOBIgATbHA 32 ALMOBOACTBO Yy TiAPO3AUT YKJIAJAEHHS, KO CKIae€HO
aKT.

*%* [TocagoBa 0co0a, sIKa NPOBO/IMJIA EKCTIEPTU3Y LIHHOCTI.

*x% %% KepiBHUK MiApO3aLIy YK/IaAEHHS.

#ickk%+ KepiBHUK ci1ykO1 AUTOBOACTBA.

*dxx%k%k* Ocoba, sika NMpoBesa 3HULIEHHS.

JUR
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Jonarok 12

10 IHcTpyKuii 3 AIOBOACTBA B
oOJacHiii gep>kaBHil
aaMiHicTpauil

(myHKT 239)

NMPUMIPHA ®OPMA
OMMCY CNpaB y naneposid gpopmi
KipoBorpajcbka 00J1acHa AepKaBHA aAMiHicTpauis
Biaain ynpasJ/iHHs I€PCOHAJIOM
OITAUC Ne 36-17 (2020 pik)

CXBAJIEHO:
[poToKON 3acifaHus ekcriepTHoi komicii* Bin 23.11.2020 Ne 285/11-19
[lpoToKoa  3acifamHs  eKCIlepTHO-TepeBipHOi  KoMicii** Bix  30.11.2017
Ne 44-31/1-19

Ingekc | 3aronoBOK Hara Harta KineKicTb Ctpok Poboui
cnpaBy CTIpaBU MOYaTKy | 3aKiHYeHH | CTOpiHOK | 30epiraHH | MO3HAYKHU
(Tomy) | A

Y weit onuc BrmoueHo: 30 (TpuausaTs) crpas 3 Ne 36-27 no Ne 36-59
[TponyieHo cnipau: Ne 36-31, 36-44
[Nepenano 3a onucom: 30 cnpas

CKJIAZIEHO TA IMEPEJAHO:

[IpauiBHKK 3arajIbHOTO BiAALY,

Bi/MOBiTaNbHMIL 32 apxiBHe 30epiranHs ** Baacue im’s IIPI3BUIIE
TonoBHMiI crielianicT BiuLiny ynpasninus repcoHaiom* BaacHe im’st MPI3BUILE
04.11.2017

[TOTOI’KEHO

[IpaliBHUK 3arajibHOrO BIAALLY,

BiAMOBiaNbHMIT 32 apXiBHe 30epiraHnsa ** Baacne im’s TIPI3BUIILE
06.11.2017

3ATBEP/I’DKEHO

HavanbHHUK 3arajbHOro Biaaimy™** Baacue im’st IIPI3BHUIIE
HauanpHuK Bifdiny ynpasiHHs nepcoHaaom™ Baacne im’a IIPI3BHUIIE
12.12.2017

CINPABM 3r'IJTHO 3 OITUCOM MPUNHSATO

TpaliBHUK 3araJbHOro BLIJIINTY,

BiAMOBifaMbHMUIT 3@ apXiBHe 30epiranus * Bnacue im’st [IPI3BUILE
15.11.2017

* Jlyist OIMCY CIIPaB CTPYKTYPHOTO MipO3aLLy.
** J[115 3B€ICHOTO OMHCY CrIpas obnjaepkaaMiHicTpalii.

NIRRT W




Honarok 13

a0 IHcTpykuii 3 AUTOBOJACTBA
B 00J1acHii gepxaBHii
aaMiHicTpauii

(myHKT 150)

KipoBorpajacbka o0/1acHa aep:kaBHA aaMiHicTpauis

AKT

Npo BiCYTHICThL BKJIaJeHb 200 NopyueHb uiJIicHOCTI,
MOIIKOMKEHHs KOHBePTa (MaKOBAHHA)
BiJl 20 poky No

[lelf aKkT CKJaACHHH 3aBiIyBayeM CEKTOPY MOHITOPHHTY JOKYMEHTIB 3arajlbHOro
Biaainy anapaty Kiposorpaacbkol obnaepixaaminicTparii

(BnacHe iM's, Npi3BULIE)
y TIPUCYTHOCTI:

(nocajud, Npi3BHILIA, BNACHI iMEHa 110Ca0BKX 0CIO)

MPO Te, MO T1iJ Yac pO3KPUTTS KOHBEpPTa (ITaKOBaHHs1), HaliC/IaHOTO

(HaliMeHYBaHHs YCTAHOBH, 1O HaJic/ana JI0KYMEHTH)
HE€ BUSBJICHO TaKWX BKJAACHb

(Ha3BW | peecTpalliiiii iHAeKCH 10KYMEHTIB, AKi HE BUSBJICHO)

]

BUSIBJIEHO MOPYILEHHS LiMICHOCTI Ta MOLKO/DKEHHS KOHBEpPTa (I1akOBaHHs)

(Ha3BM i peecTpauiitHi iHAEKCH JOKYMEHTIB, IO MICTATBCA Y KOHBEpTaX (nakoBaHHSX)

3 OPYLIEHHSAM LiNICHOCTI Ta NOWKO/PKEHHAMH)

(nianuc) (BnacHe im'si, MPi3BHLLE)
(nmianwc) (RnacHe iM'sl, MPI3BUILLE)
(rmianuc) (BAacHe iM's, MPI3BUILE)
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