3ATBEPI’)KEHO
noctanoBoto Kabinety MinicTpiB Ykpainu
Bix 30 nmucromana 2011 p. Ne 1242

TUITOBA THCTPYKIIA
3 JIIOBOJICTBA Y IIEHTPAIBHUX OpraHax BUKOHABYOT
Biaau, Pani minictpiB ABTroHOMHOI Pecrry6miku Kpum,
MICIIEBHX OpraHaxX BUKOHABYOI BIaIU

1. 3aranpHi TOIOKEHHS

1. s IHCTpyKIliss BCTAaHOBIIOE 3arajibHI MOJIOKEHHS 00 (PYHKIIIOHYBaHHS
CTPYKTYPHHX TiAPO3ILTIB 3 AUIOBOJACTBA Y IIEHTPAIBHUX OpraHaXx BUKOHABUOI BIIAJIH,
Pani minictpiB ABroHomMHOI Pecry6iiku Kpum, MiclieBUX opraHax BUKOHABYOI BIIAIH
(mam — yCTaHOBM), BUMOTH [0 JOKYMEHTYBaHHS YIIpaBIiHCHKOI iH(}opmMmalii Ta
oprasizaiii po6oTH 3 TOKyMEHTaMHU B yCTaHOBAaX HE3aJIEKHO Bij criocoOy dikcaiii Ta
BIATBOpPEHHs 1H(OpMaIlii, iIka MICTUTHCSI B JOKYMEHTaX, BKJIIOUAIOYH iX MiATOTOBKY,
peecTpairito, 00K 1 KOHTPOJIb 32 BUKOHAHHSIM.

2. Tlopsimok opranizaiiii €JIEeKTPOHHOTO JIOKYMEHTOOOITY 13 3aCTOCYyBaHHSIM
€JIEKTPOHHOTO HHU(POBOTO MIANUCY, POOOTH 3 EJIEKTPOHHHMHU JOKYMEHTaMU B
JIJIOBOJICTBI YCTAHOBH, 3IMCHEHHSI JIJIOBOJCTBA CTOCOBHO JOKYMEHTIB, IIO MICTSTh
iHpopMaliro 3 0OMEKEHUM JOCTYIIOM, 3IIMCHEHHS NUIOBOJICTBAa 3a 3BEPHEHHSIMH
rpOMaJisiH, 3alMUTaMH Ha 1HQOpPMAII0 BU3HAYAIOTHCS OKPEMHUMH HOPMATHBHO-
IPABOBUMH aKTaMH.

3. YcraHOBHM OpraHi3oBYIOTh JUIOBOJCTBO Ha MIJACTaBl BJIACHUX THCTPYKIIIH 3
JIIOBOACTBA (Jalmi — 1HCTPYKIIi yCTaHOB), IO PO3POONSIOTHCS Ha MIiACTaBl INET
[HCTpyKIIii, a TakOX perjJaMeHTIB Ta HAI[lOHAJLHUX CTaHIApTIB HA OpraHi3aiiiiHo-
PO3MOPSIIYY AOKYMEHTALIO (Aajli — perjaMeHTH Ta HalllOHAJIbHI CTAaHJAPTH).

TexHosorii aBTOMaTH30BaHOTO OMpPAIFOBaHHS 3aJ0KyMEHTOBaHOI 1H(opMallii B
YCTaHOBI1 MOBUHHI BiJIMOBIJaTH BUMOTaM 1HCTPYKIIil YCTaHOBH.

4.  BignoBimanpHICTH 3a OpraHi3aIii0 IIJIOBOJCTBA B YCTaHOBAaX HECYTh iX
KEpIBHUKH.

3a 3MICT, SIKICTh MIATOTOBKH Ta OQOPMIICHHS Ha HAJICKHOMY PiBHI JTOKYMEHTIB,
0 pO3pOOJISIIOTRECS HAa BHUKOHAHHS 3aBJlaHb, BH3HAYCHHX Yy 3aKOHAX YKpaiHu,
noctaHoBax BepxoBHoi Pagu Ykpainu, aktax ta nopydeHHsx [Ipesmaenrta Ykpainw,
aktax KabGinety MinictpiB Ykpainu, nopyuenusax [Ipem’ep-minictpa Ykpainu, aktax
BepxoBHoi Pagu ABtoHomHoi PecnyOmiku Kpum Ta Paau wmiHicTpiB ABTOHOMHOI
Pecry6uiku Kpum, 1ieHTpanbHUX 1 MICIIEBUX OpraHiB BUKOHABYOI BIAAH (Al — aKTH
OpraHiB Jep>KaBHOi BJaaW, OpraHiB Biaaaun ABToHOMHOI PecnyOmiku Kpum Ta
JIOPYYEHHS BHUIIUX IMOCATOBUX 0Ci0), a TaKOXX BIAMOBIACH Ha 3alUTH 1 3BEPHECHHS
HApOJHUX JICMyTaTiB YKpaiHM Ta JEmyTaTiB MICHEBUX paj, KOPECIOHACHIIIIO
Bepxonoi Pagu Ykpainu, Aaminictpauii [Ipesunenta Ykpainu, Kabinetry MinicTpi
VYkpainu (mami — 3amuTH, 3BEpHEHHS, a TaKoX KopecmoHiaeHIliss BepxoBHoi Paau
VYkpainu, Anminictpauii I[Ipesunenta VYkpainu, Kabinery MinicTpiB Yikpainm),
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MOTO/PKEHHSI TMPOEKTIB HOPMATUBHO-NPABOBUX aKTIB BIJAMOBIJAIOTH 3aCTYIHHUKHU
KEepiBHUKA YCTAaHOBH 3T1AHO 3 pO3MOALIOM (YHKIIIOHAIBHUX 000B’SI3KIB.

3a 3MICT, SIKICTh MIATOTOBKH Ta OGOpPMIIEHHS Ha HAJIEKHOMY piBHI IHIIUX
JOKYMEHTIB, a TaKOXX OpraHi3alilo AUTOBOJCTBA Ta 30epiraHHs JOKYMEHTIB Y
CTPYKTYPHHMX MIIPO3/ijaX YCTAHOBU BIAMOBIJAIOTH X KEPIBHUKH.

5. Opranizamis AUIOBOJCTBA B yCTaHOBaxX MOKJIAMAEThCA HA iX CTPYKTYpPHI
Oiapo3Minu  (JemapTaMeHTH, YNOpaBIiHHSA,  BIAIUIM, CEKTOPU)  JIJIOBOJCTBA
(mIoKyMeHTaIlIHHOTO 3a0e3MeueHHs), 3arajbHl BUIAUIA, KaHUESApli Tomo (xam —
ciy>k0a J1JI0BOJICTBA).

6. OCHOBHUM 3aBJIaHHSIM CIIy>)KOM J1IOBOJCTBA € BCTAHOBJICHHS B YCTAaHOBI
€IMHOTO TIOPAAKY JOKYMEHTYBaHHSA YNpaBIiHCbKOi 1HpopMmamii 1 pobotu 3
JOKYMEHTaMM 13 3aCTOCYBAHHSM CyYaCHUX aBTOMATH30BAaHMX CUCTEM, METOJUYHE
KEpIBHUITBO 1 KOHTPOJIb 3a JOTPUMAHHSIM YCTAHOBJIEHOTO TMOPSJIKY poOOTH 3
JOKYMEHTaMH B CTPYKTYpHUX migpo3nainax ycraHoBu. Cmyx0a iJIOBOACTBA
BIJIMOBITHO 0 ITOKJIQJEHUX Ha Hel 3aBIaHb:

po3po0Jisie 1HCTPYKIIO YCTaHOBH 3 JUIOBOJICTBA Ta HOMEHKJIATYpYy CIIpaB
YCTaHOBH;

3MIIACHIOE peeECTpaIlito Ta BeJe 00K JOKYMEHTIB;

OpraHi3oBYy€ JOKYMEHTOOOIT, ()OpMyBaHHS CIpaB, iXx 30epiraHHs Ta IMiJTOTOBKY
JI0 Tiepeaadl 0 apXiBHOTO MiIpo3Aury abo ocobi, BIAMOBINAIbHIN 3a BEJIEHHS apXiBY
YCTaHOBH (JaJli — apXiB YCTaHOBH);

3a0e3rneuye BIOPOBA/HKCHHS Ta KOHTPOIIOE JOTPUMAHHS CTPYKTYPHHMH
MiIpO3/iIaMU YCTAaHOBU BHUMOT 1HCTPYKIIIM YCTAHOB, PETJIaMEHTIB Ta HaI[lOHAJIbHUX
CTaH/apTIB;

BXKMBA€E 3aXO0JIIB 10 3MEHIICHHS 00CITy CIy>KOOBOTO JIMCTYBaHHS B yCTAHOBI Ta
Ha TMIAOPUEMCTBAX, B YCTAHOBax, OpraHizamisx, IO HajaexkaTb 10 cdepu ii
yIIpaBJIiHHSA,

NPOBOJUTH PETYJSPHO TEpPEeBIPKYy CTaHy [UIOBOACTBA B  CTPYKTYpHHUX
HiApo3JiJaX YCTaHOBHU, a TaKOXK Ha MIJNPHEMCTBAX, B yCTAaHOBAX, OpraHizalisax, 110
HajexaTh 10 cepu ii ynpapiiHHS;

Oepe y4acTb y  BIPOBQ/PKEHHI Ta  BUKOPUCTaHHI  iHQoOpMaIiiHo-
TEJIEKOMYHIKaIIMHOI CHCTEMH J1JIOBOJICTBA B YCTaHOBI;

3MIACHIOE KOHTPOJIb 32 CBOEYACHUM PO3IIISAIOM Ta MPOXO/HKCHHSM JTOKYMEHTIB B
YCTaHOBI,

3abe3nedye NOTPUMAHHSA €IWHUX BHUMOT IIOJAO MIATOTOBKH JOKYMEHTIB Ta
oprasizaruii poOOTH 3 HIMH B YMOBaXx €JIEKTPOHHOT'O JOKyMEHTOO0O0Iry;

MPOBOJINTH aHaNI3 1HGOpMAIlli MPo JOKYyMEHTOO0OIr, HEOOX1THOT IJisi MPUUHSITTS
YIPaBIIiHCHKUX PIIICHbD;

OpraHi3oBy€ 30€peKeHHs JOKyMEHTALIITHOro ()OH/ly YCTAHOBU Ta KOPUCTYBaHHS
HUM;

iHIiIiIoe Ta Oepe ydyacTh B OpraHi3aiii MiIBHINCHHS KBajidikaliii mparjiBHUKIB
YCTaHOBH 3 IMUTAHb J[IJIOBOJICTBA;
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3acBiiuy€e repOOBOIO MEYATKOIO TOKYMEHTH, MiANKUCaHI KEPIBHUIITBOM YCTAHOBH.

7. Ha cnyx0Ou AUIOBOACTBA IIEHTPAJIBHUX OpraHiB BHUKOHABYOI BJIAIU
MOKJIaIa€ThCS MIATOTOBKA TUIOBUX 1HCTPYKIIIN 3 AUTOBOJICTBA, TUMOBHUX (MIPUMIPHUX)
HOMCHKJIATYp CHpaB Il OJHOPIMHUX 3@ XapaKTepoOM isUIbHOCTI MiANPUEMCTB,
YCTaHOB, OpraHizailii, 1o HaJleKaTh 10 cepu iX ynpaBiiHH, BIIOMUYUX (TaTy3€BHX)
nepesikiB JOKYMEHTIB 13 3a3HAU€HHSM CTPOKIB 30€piraHHs Ta MOTO/KEHHS TaKHX
JOKYMEHTIB 13 LIEHTPaJbHUM OPraHOM BHKOHABYOi BIaAH y cdepi apXiBHOI CIPaBH i
NIIJIOBOJICTBA.

8. Opranizaiis JUIOBOJICTBA B  CTPYKTYpPHHX  MiAPO3JAUIaX  YCTaHOB
MOKJIAIa€THCS Ha CHEI[laIbHO TPU3HAYEHY IS IbOTO 0CO0Y.

II. JlokymMeHTyBaHHs yHnpaBIiHCHKOI iH(pOpMaIii

3arasibHi BUMOTH JI0 CTBOPEHHS JJOKYMEHTIB

9.  JloKkyMeHTyBaHHS YIpPaBIIHCHKOI 1H(OpMalii mojsrae y CTBOpPEHHI
JIOKYMEHTIB, B AKHX (DIKCY€ThCS 3 NOTPUMAHHIM YCTAHOBJICHUX MPaBMII 1HPOpMAILIis
PO YNPaBIIHCHKI Jii.

10. IlpaBo Ha CTBOpEHHS, MiANHCAHHS, TOTO/UKECHHS, 3aTBEPIKCHHSA
JOKYMEHTIB BH3HAYa€ThCSl AaKTaMU 3aKOHOJIABCTBA, IIOJIOXKEHHSAMHU (CTaTyTaMH)
YCTaHOB, MOJIOKEHHSMU PO CTPYKTYPHI MIAPO3ALUIHN 1 TOCATOBUMU THCTPYKIIISIMH.

11. B ycraHoBax BH3HAYAETHhCS CYKYIHICTh JOKYMEHTIB, MependaueHux
HOMEHKJIATYPOIO CIpaB, HEOOXIMHUX 1 JOCTATHIX JUIsl HOKYMEHTYBaHHsS iH(opmarrii
po X AiSUTbHICTb.

3 nuTaHb, M0 CTAHOBJIATH B3AEMHUU IHTEPEC 1 HaJeXaTh A0 KOMIETEHIII PI3HUX
YCTaHOB, MOXKYTh CTBOPIOBATHChH CILIbHI JJOKYMEHTH.

12. Bubip Bugy JOOKyMEHTa, NPHU3HAYEHOrO0 Ui  JOKYMEHTYBaHHS
yrpaBiiHChKOI iH(opmarii (po3mopsHKeHHs, TOCTaHOBA, PILIEHHS, MPOTOKOJ TOLIO),
3YMOBITIOETHCSI MTPABOBUM CTaTyCOM YCTaHOBH, KOMIIETEHIIIEIO TOCA0BOI OCOOHM Ta
MOPSAIKOM MPUIHATTS YNPaBIiHCHKOTO pillleHHs (Ha MiJCTaBl €IMHOHAYAIBLHOCTI abo
KOJIET1aJIbHOCTI).

13. JlokyMeHT MOBHUHEH BIJAMOBIAATH TOJIOKEHHSIM aKTIB OpraHiB JEp>KaBHOI
BlIau, opraHiB Biagu ABToHOMHOI PecmyOmiku Kpum Ta cropsiMOoByBaTHCh Ha
BUKOHAHHS yCTaHOBOO MOKJIAJCHUX Ha Hel 3aBJaHb 1 QyHKITIH.

14. Knacu ympaBiaiHCBKOI JOKYMEHTAIlli BU3HAYAIOThCS 3T1IHO 3 JlepaBHUM
KJacu(pikaTopoM yMpaBIiHCHKOI JoKyMeHTaiii (nam — KV ]T).

OpnuM 13 KJIaciB YNpaBIIHCHKOI JOKYyMEHTAIlll, 10 3a0e3reuye OpraHi3allito
MpOLIECIB  YNPaBIiHHS, € OpraHi3aliiHO-po3nopsiaya JOKYMEHTalis. PekBi3utu
OpraHi3aliiHO-PO3MOPSIAU0l  JOKYMEHTAIlli Ta TOPSAOK iX  pO3TalllyBaHHS
Bu3HavaroThes JJCTY 4163-2003 “YHiikoBaHa cucTeMa opraHizariiHo-po3nopsauoi
nokymenraiii. Bumoru 1o opopmntoBanns qokymenti” (nani — JCTY 4163-2003).

15. JIoOKyMEHT TOBHUHEH MICTUTH OOOB’S3KOB1 JUIsi TEBHOTO WOro BHUIY
PEKBI3UTH, 10 PO3MIIIYIOTHCS B YCTAaHOBJICHOMY TMOPSJKY, a caMe: HaiMEHYyBaHHS
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YCTaHOBM — aBTOpa JIOKyMEHTa, Ha3By BHUIY JOKYMEHTa (KpiM JHUCTIB), OaTy,
peecTpaiiiiHui 1HAEKC JOKYMEHTA, 3ar0JIOBOK /10 TEKCTY, TEKCT, ITiIIHC.

ITix gac miaroTroBKU Ta 0OPMIICHHS TOKYMEHTIB MOXYTh 3aCTOCOBYBAaTHCH HE
TiTbKA OOOB’SI3KOBi, @ TaKOX 1HIINI PEKBI3WTH, SKIIO 1€ BIAMOBIA€ MPU3HAYCHHIO
JIOKyMEHTa a00 crioco0y Horo onpairoBaHHs.

16. 3 mMeroro miBUILEHHS €EKTUBHOCTI Ta OMEPATUBHOCTI OpraHizaiii poooTu
3 JOKYMEHTaMH OJHAKOBI 3a 3MICTOM JOKYMEHTH MOXYTh OyTH yHi(iKOBaHI IUIIXOM
po3pobiieHHsT TpadapeTHUX TEKCTIB, 5Kl BKJIIOYAIOTHCSA 10 30ipHUKA (anbOomy)
yHi(pikoBaHHX (TUTIOBUX) ()OPM JTOKYMEHTIB yCTAaHOBH.

17. VYcraHoBu 3IIHCHIOIOTH MAUTIOBOACTBO JIEPKaBHOIO MOBOM. JloKymeHTH
CKJIQJIAIOThCS JICPKABHOIO MOBOIO, KpIM BHUIIAJIKIB, MepeadadyeHNX 3aKOHOIABCTBOM
PO MOBH B YKpaiHi.

JIOKyMEHTH, SIKi HaJICWJIAIOThCS 1HO3EMHUM ajpecaraM, OQOPMIIOIOTHCS
YKpaiHCbKOIO MOBOIO a00 MOBOIO JeplkaBU-ajpecara, abo0 OJHIEI0O 3 MOB
MIKHApOJHOTO CIIUJIKYBAaHHS.

18. OdopmieHHs OOKYMEHTIB, 1[0 BHUTOTOBJISIIOTBCS 32  JOMOMOTOIO
TPYKYBaJbHUX 3aC00IB, 3/IIMCHIOETHCS BIJMOBIIHO JI0 BUMOT, 3a3HAYCHHUX Y JIOJATKY
1.

Oxkpemi BHYTpIIIHI JOKYMEHTH (3asBH, MOSCHIOBAJIbHI Ta JOIOBIJIHI 3alMCKH
TOIIO), aBTOpPaMH SKUX € T0cagoBl Ta IHII (I3MUHI OCOOH, JT03BOJIIETHCS
0(OPMITIOBATH PYKOITMCHUM CITIOCOOOM.

bnanku 1oOKyMeHTIB

19. OpranizamiitHo-po3nopsa4l JOKyMEHTH O(QOpMITIOIOTHCS Ha OJaHKax, IO
BUTOTOBJISIOTHCS 3T1HO 3 BUMOTaMH Iii€i [HCTpyKiii.

s BUroTOBJIEeHHA OJaHKIB BUKOPHCTOBYIOTHCS apKylli mamepy ¢opmary A4
(210 x 297 mimimetpiB) Ta AS (210 x 148 minimeTpiB). /[03BOJIGHO BUKOPUCTOBYBATH
6manku gopmaty A3 (297 x 420 minimeTpiB) — s 0GOpMIIEHHSI JOKYMEHTIB Y
BurIsIi Tabumib 1 A6 (105 x 148 MimiMeTpiB) — 17151 pe30JTIOLIii (JOPYYEHB ).

bnanku 1OKyMEHTIB IOBUHHI MaTH Takl Mojs (MUIIMETPIB):
30 — miBe;

10 — npase;

20 — BEpXHE Ta HUKHE.

brnanku K0KHOTO BH]ly BUTOTOBJISIOTHCS HA OCHOBI KYTOBOTO 200 MO3/I0BXXHBOIO
PO3MIIICHHS PeKBI3UTIB. PEKBI3UTH 3arojloBKa PO3MIIIYIOTHCS IIEHTPOBAHUM (TIOYATOK
1 KIHEI[b KOXKHOTO PSJIKa PEKBI3UTY OJTHAKOBO BIIJIATICHI BiJl M€K 30HH PO3TalTyBaHHS
PEKBI3UTIB) 200 MParnopoBUM (KOKHHUI PAIOK PEKBIZUTY MOYMHAETHCS BiJ JIIBOI MEXKI
30HM PO3TaIllyBaHHSI PEKBI3UTIB) CIIOCOOOM.

20. B ycraHoBax BUKOPHUCTOBYIOTh TaKi OJIaHKH JIOKyMEHTIB:

3arajabHUI OJIaHK JUIsi CTBOPEHHS Pi3HUX BUIIB JOKYMEHTIB (0€3 3a3Ha4YeHHS Y
OJlaHKy Ha3BW BUJY JOKYMEHTA) (I0JaTOK 2);

OJIaHKH 111 TUCTIB (HojaTku 3 1 4);
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OJJaHK KOHKPETHOTO BUAY JOKYMEHTa (13 3a3HaY€HHSM Ha OJaHKy Ha3BU BUIY
JIOKyMEeHTa) (10/1aTOK 5).

BuroroBnenHs OlaHKIB KOHKPETHUX BHJIB JOKYMEHTIB JOMYCKAETHCA, SIKIIO iX
KUIBKICTB nepeBuirye 200 oAMHUI Ha PiK.

21. YcrtaHoBu po3poOJISAIOTE OJaHKHU TOKYMEHTIB CTPYKTYPHHX MiAPO3/1TIiB 200
OJlaHKM JIOKYMEHTIB TOCaJ0BOi OCOOM y TOMY pa3i, KOJU KEPIBHUK MiIPO3AUTY YU
mocazoBa ocoba MarTh MPaBO MIAMUCYBATH AOKYMEHTH B MeXaxX iX MOBHOBaXKCHb,
3a3HAaYCHUX y MyHKTI 52 1iei [HeTpyKiii.

22. VYcraHOBU, 1O BEAyTh JIUCTYBaHHS 3 TIOCTIMHUMH 1HO3EMHHMH
KOPECTIOHJICHTAaMH, MOXYTh BHUTOTOBIIATA OJIAHKH, PEKBI3UTH SKHX 3a3HAYAIOTHCS
JIBOMa MOBaMHU: JTIBOPYY — YKpPaiHCHKOIO, MPaBopy4 — 1HO3eMHOM. JlepkaBuuii ['epo
VYkpainu Ta I'epd ABroHOMHOI Pecy6miku Kpum Ha Takux OiaHKax MpOCTaBIISIFOTHCS
y LIEHTP1 BEPXHBHOTO MOJs. biaHku, 1m0 MICTATH PEKBI3UTH, BUKIIAJCHI 1HO3EMHOIO
MOBOIO, BAKOPUCTOBYBATH B Me&XaX YKpaiHU HE pEKOMEHy€ThCS.

23. bnaHku JNOKYMEHTIB MOBHMHHI BUTOTOBJISITUCS APYKAPCBKUM CIIOCOOOM Ha
O110My Tarnepi BUCOKOI sIKOCTI (papOaMu HACHUEHHUX KOJIbOPIB.

3asiexHO B1J] XapaKTepy AISUIbHOCTI YCTAaHOBH 3a PIIIEHHSM ii KepiBHUKA OJIAHKU
MO’KYTh BUTOTOBJIATUCH 32 JTIOIIOMOT0X0 KOMIT FOT€PHOI TEXHIKH.

24. Buau O5aHKIB, 110 BUKOPUCTOBYIOTHCS B YCTaHOBI, Ta MOPSAOK iX OOMIKY
BU3HAYAIOTHCS IHCTPYKIIIE€IO0 YCTAHOBH.

OO060B’13Kk0BOMY OOJIIKY MIJISATaI0Th MPOHYMEPOBaH1 OJIAHKH.

[TopsinikOB1 HOMEpPHU MPOCTABISAIOTHCS HYMEPATOPOM, APYKAPCHKUM al0 1HIIMM
CcrocobOM Ha HIWKHBOMY TIOJI 3BOPOTHOro OOKy OiaHka a0o Ha JIBOMY IOJi
JUIIOBOTO OOKY OJIaHKa.

PimenHss mpo HeoOXigHICTh 0O0JIKYy OJaHKIB, BHUTOTOBJIEHHUX YCTaHOBOKO 3a
JIOTIOMOTOI0  KOMIT IOTEpHOI TEXHIKM, NpuiiMae KepiBHUK ycTaHoBU. Ocobwu, ski
MEePCOHANBHO BIJIMOBINAIOTh 32 OO0MIK, 30epiraHHs Ta BUKOPUCTAHHS OJAHKIB,
BH3HAYAIOTHCS] KEPIBHUKOM YCTAHOBU, PO 1110 BUJAETHCS PO3MOPSI YU TOKYMEHT.

25. Jlesiki BHYTpIIIHI JTOKYMEHTH (3asiBU TMpAalliBHUKIB, JOMOBIJAHI 3aIUCKH,
JIOBIIKK TOIIO) Ta JOKYMEHTH, IO CTBOPIOIOTHCS BiJI IMEHI KUIBKOX YCTaHOB,
0hOpMITIOIOTHCS HE Ha OJIaHKaXx.

OdopmiteHHS PEKBI3UTIB JOKYMEHTIB

26. [Ilig yac mMiATOTOBKHM OPTaHI3alitHO-PO3MOPSIINX JOKYMEHTIB MPaIliBHUKH
yCTaHoOB 0(OpMIISIIOTH X 3 ypaxyBaHHsM BuMor JICTY 4163-2003.

3obpasicenns Jlepocasnoco I'epboa Yrpainu

27. 3o0paxenns [epxxaBHoro I'epba VYkpainu po3millyeTbcss Ha OaHKax
JIOKYMEHTIB BIAMOBIAHO 10 moctaHoBU BepxoBHoi Pagu Ykpainu Big 19 motoro 1992
p. Ne 2137-XII “IIpo HepxkaBuuii repd Ykpainu”, I'epba ApTroHomHOI PecnyOmiku
KpuM — BIANOBIIHO A0 HOPMAaTUBHO-IIpaBOBUX akTiB BepxoBHoi Paau ABTOHOMHO1
PecnyGmiku Kpum.

3o00paxkenns J[lepkaBHoro I'epba VYkpainu, ['epba ABToHOoMHOI PecmyOmiku
Kpum posmimngyerscsi Ha BEpXHbOMY IIOJII OJaHKa 3 KYTOBHM pO3TAlllyBaHHIM
PEKBI3UTIB HAJ[ CEPEAMHOI0 HallMEHYBaHHsS YCTaHOBM, a Ha OJlaHKaX 13 MO3JO0BXHIM
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pO3TallyBaHHSIM PEKBI3UTIB — y LEHTPl BEpXHbOro mojisi. Po3mip 300pakeHHS:
BHcoTa 17 MimiMeTpiB, muprHa — 12 MUTIMETPIB.

Koou

28. Kon ycraHOBU MPOCTABISIETHCS 3TiAHO 3 €IUHUM JEPKaBHUM PEECTPOM
MIATPUEMCTB Ta opranizamni Ykpainu (€JPIIOY).

Ha Omankax st JMCTIB 3a3HAYeHUN KOJA PO3MIILILYEThCS MICIs PEKBI3UTY
“JIOBIZIKOBI 1aH1 PO YCTaHOBY .

29. Kon ¢opmu gokymeHta (3a HasBHOCTI) po3Mimtyerbest 3rigHo 3 KV /I
BUIIIE HA3BU BUY JOKYMEHTA.

Pimennst moao HEOOXiMHOCTI (iKCyBaHHS KoIy (OpMHU JTOKYMEHTa IpUiiMae
KEPIBHUK YCTaHOBU OKPEMO III0JI0 KOKHOTO BUAY JOKYMEHTA.

Haiimenysanns ycmanosu

30. HaiiMeHyBaHHS yCTaHOBM — aBTOpa JOKYMEHTa MOBUHHE BIAMNOBIIATH
HAallMEHYBaHHIO, 3a3HAUY€HOMY B TOJIOkKeHHI (cratyti) mpo Hei. CkopoueHe
HallMEHYBaHHSl YCTAHOBHM B)KMBA€TbCA Yy pasl, KOJIM BOHO O(imiiiHO 3adikcoBaHO B
3a3HauYeHUX JOKyMeHTaxX. CKopoueHe HallMeHyBaHHs PO3MIIIyeThCs (Y AyXkKax abo
0€e3 HUX) HUK4Ye TIOBHOTO OKPEMHM PSIAKOM Y LIEHTP1 JOKYMEHTA.

HaiimenyBaHHS yCTaHOBU BUILOTO PIBHS 3a3HAYAE€THCSA Y CKOPOUYECHOMY BUTJIISL,
a y pasi BIICYTHOCTI O(iIiifHO BU3HAYEHOTO CKOPOYEHHS — MOBHICTIO. Ha Omankax
YCTaHOBH, sKa Mae€ TMoJBiHE abo NOTpiiiHEe MIANOPSIAKYBaHHS, 3a3HAYAOThCS
HallMEHyBaHHS YCiX YCTaHOB BUIIIOTO PIBHS.

Ha Onanky ycTaHOBH, fika OJHOYACHO MIAMOPSIKOBaHA MICIEBIA JEprKaBHIM
aaMiHICTpalii 1 MIHICTEPCTBY (IHIIOMY ILIEHTPaJbHOMY OpTraHy BHUKOHAaBYOI BIIajH),
PO3MIIIY€ETHCS TUTBKY HAaMEHYBaHHS JIepKaAMIHICTpallii.

HaiimenyBanust ¢inii, TepuTOpiadbHOTO BIJAUICHHS, CTPYKTYPHOTO MiIPO3JILITY
YCTAHOBU 3a3HAYAETHCSA TOJI, KOJIM BOHHM € aBTOpPAMH JOKYMEHTa, 1 PO3MIIIYEThCS
HIDKYE HalMEHYBaHHsI yCTaHOBH.

osiokosi dani npo ycmanosy

31. [oBiAKOBI JaHl MpPO YCTAaHOBY MICTSTh: IOIITOBY AaApecy, HOMEpHU
tenedoHiB, TenedakciB, TENEKCIB, paXyHKIB y OaHKy, aJpecy eJIeKTPOHHOI IMOIITH
tomo. JlOBiIKOBI JaHi pO3MINIYIOThCS HUXKYE HalMEHYBaHHA YCTaHOBH abo
CTPYKTYPHOI'O MIAPO3JLTY.

PexBi3uTH MOIMTOBOI aapecu 3a3HA4YalOThCsA B TaKid TMOCIIAOBHOCTI — Ha3Ba
BYJIMII, HOMEp OyJAMHKY, Ha3Ba HACEJIEHOTO IYHKTY, pailoHy, 00JiacTi, MOIITOBUMN
THJIEKC.

Haszsa 6udy ooxymenma

32. HasBa Buay HOOKyMeHTa (Hakas, PpIIIEHHS, JOMOBIAHA 3alucKa TOIIO)
3a3HAYA€THCSA HA 3arajbHOMY OJAHKY JAPYKOBAaHUM YH MAIIMHOMUCHUM CIIOCOOOM 1
MOBUHHA BIANOBIIATH Ha3BaM, nepeadauenum JKY 1.



Z

Jlama ooxymenma

33. Jlatoro JOKyMEeHTa € BIAMOBIIHO JaTa MOro MiANUCAHHS, 3aTBEPKCHHS,
OpUUHATTS, peectparnii abo BumaHHs. [laTa 3a3HauyaeThcs apaOChbKuMu IuppamMu B
OIMH PSJOK y Takill TOCTIAOBHOCTI: 4YHCIIO, Micsib, pik. Jlara odopmiseTscs
MdpoBuM abo ciaoBecHO-ITUGPOBUM criocoOoM. Y pasi opopMieHHs AaTH TUPPOBUM
Croco0OM YHUCJIO 1 MiCSIlb MPOCTABISIIOTHCSA JBOMa MapaMu LUdp, pO3aIICHUMHU
KpAamnkow; pik — 4oTtupma nudpamu, Kparnka HaNpUKIHII He cTaBUThCsA. Hampukman:
02.03.2011.

VY TekcTax HOPMATHBHO-IIPABOBHUX AKTIB Ta MOCUJIAHHIX HA HUX 1 JOKYMEHTax,
10 MICTSTh BIIOMOCTI (DIHAHCOBOT'O XapaKTepy, 3aCTOCOBYEThCS CIIOBECHO-LIU(DPOBUIL
crioci® 3a3Ha4yeHHS JaT 3 MPOCTABIISIHHAM HYJISl B IMO3HAYEHHI JTHS MICSIIS, SIKIIO BiH
MicTUTh ofHy Iudpy, Hanpukiaan: 02 kBitHa 2011 poxy. Jlo3BoysSIEThCS BKWUBATH
CJIOBO “piK” y cKOpoueHOMY BapiaHTi “p.”, Hanpukias: 03 yepsus 2011 p.

SIKIO AOKYMEHT CKJIAJCHO HE Ha ONaHKy, JaTa 3a3HAYa€TbCs HUXKYE MIANUCY
aiBopyd. Jlata JOKyMeHTa MpPOCTABISAETHCA MOCATOBOK 0CO00I0, sIKa MOro miAmucye
a00 3aTBEPIKYE.

OO60B’A3K0BOMY JAaTyBaHHIO 1 MiJMUCAHHIO MIIATAIOTh YCI CIIyKO00BI BIAMITKA
HA JOKYMEHTax, TOB’s3aHI 3 1X MPOXO/KEHHSM Ta BHKOHAHHIM (PE30JIIOLii,
MOTO/KEHHS, BI3M, BIAMITKM TPO BUKOHAHHS JOKYMEHTA 1 HAmpaBJICHHS HOTO 10
CIIpaBH).

Ha nmoxymeHnTi, BUIaHOMY J1BOMa a00 OLIbIIEe YCTAaHOBAMH, 3a3HAYAETHCS OHA
JiaTa, sika BIAMOBIIAE AaTi OCTAHHBOTO MIITUCY .

Peecmpayitinuti inoexc 0okymenmis

34. IHpmekcallis JOKYMEHTIB MOJIATA€E y MPUCBOEHHI iM YMOBHHUX IMO3HAYE€Hb —
THJIEKCIB, K1 HAIAIOTHCS TOKYMEHTaM I 4ac IX peecTpaiii.

PeecTpamiiitauii iHAEKC CKIAAAETHCS 3 MMOPSAKOBOTO HOMEpa JOKYMEHTa Y Mexax
Py JOKYMEHTIB, IO PEECTPYIOTHCS, SKHH JOMOBHIOETHCS 1HACKCAMHM, IO
3aCTOCOBYIOTBCSI B YCTaHOBI, 30KpeMa IHJEKCAaMH 3a HOMEHKJIATypOIO CIIpaB,
CTPYKTYPHOI'O MiJIPO3/LTy, KOPECIIOHAEHTIB, MOCAAOBUX OCIO, Kl pO3rIsSAalTh abo
MIIMHACYIOTh JOKYMEHT, BUKOHABIIIB, MUTaHb JISJILHOCTI SKUX CTOCYETHCS JOKYMEHT,
TOIIIO.

Ck1aioBl YaCTUHU PEECTPAIIIHHOTO 1HACKCY B1IOKPEMIIIOIOTHCS OJHA BiJl OJHOT
MPaBOOIYHOIO TOXWIOW puUCKOl0. [lochimoBHICT HANMUCAaHHS CKJIAJOBUX YaCTHH
peECTPAIIfHOTO 1HJIEKCY MOKE 3MIHIOBATHCS 3aJIEKHO BiJl TOTO, SIKHA JTOKYMEHT
PEECTPYETHCS, — BXIJTHUHM YU TAKWiA, IO CTBOPEHUIA B YCTAHOBI.

Jns BXiIHMX JOKYMEHTIB PEECTpalllfHUI 1HJIEKC CKIIAIA€ThCsS 3 MOPSAKOBOTO
HOMEpa Ta IHACKCY 3a HOMEHKJIATypol cmpaB ab0 IHIIOTO I1HJEKCY, IO
3aCTOCOBY€ETHCS B yCcTaHOBI, Hanpukia: 845/01-10, ne 845 — nopsinkoBuii Homep, 01-
10 — iH7eKC CripaBy 32 HOMEHKJIATYPOIO.

Y BHUXIZHOTO JOKyMEHTa pEECTpaIliiHuN 1HAEKC MOXKE PpO3MIIyBaTUCA ¥
3BOPOTHIM MOCIIIOBHOCTI — 1HEKC 32 HOMEHKJIATYyporo crpas (y pa3i moTpedu Moxe
3a3HaYaTUCh TAKOX IHIIMI 1HIEKC, IO 3aCTOCOBYETHCS B YCTAHOB1) Ta MOPSIKOBHIA
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Homep, Hanpukiag: 02-15/258, ne 02-15 — iHaEKC cipaBu 32 HOMEHKIIATYporo, 258 —
MOPSIAKOBUI HOMED.

3 MEeTOI0 PO3pI3HEHHS TPyN JOKYMEHTIB /10 PEECTPALIMHOTO 1HAEKCY MOXeE
JI0JIaBaTUCS BIIMITKA, sIKa CKJIamaeThes 3 jitep, Hanpukan: 120/02-15 JICK, ne JICK
3aCTOCOBY€ETBCSI JJI1 TIO3HAUYCHHS JOKYMEHTIB 3 rpudom “Ilms ciyxOG0Boro
KOPHUCTYBaHHS .

S0 JOKYMEHT MiATOTOBIICHO JABOMA YM OUIBIIE YCTAaHOBAMH, PEECTpaIliiHui
IHJIEKC BKJIFOYA€ 1HJEKCHM KOXKHOI 3 IHUX YCTAaHOB, SIKI MPOCTaBISIOTHCS Yepe3
MpaBOOIYHY MMOXWJIY PHUCKY B TMOCTIJOBHOCTI, B SKIM JOKYMEHT MiAMHCAHO MHOTO
aBTopamu, Hampukiana: 41/68 — i COUIBHUX PO3MOPSAYUX JOKYyMEeHTIB abo 03-
14/450/02-11/208 — mi1st CIIIIBHUX JIUCTIB.

Micuie po3TainryBaHHS PEECTPALIMHOTO 1HACKCY Ha JOKYMEHTI 3aJIeKHUTh BiJ
BUIy OJaHKa Ta BUIY JOKYMEHTA.

VY pasi 3acTocyBaHHS aBTOMAaTH30BAHOI CHCTEMHU PEECTpallii JOKYMEHTIB MOXe
BUKOPUCTOBYBATHCh INTPUX-KOM. J[s1 BHXiTHUX JOKYMEHTIB IITPUX-KOJ BKIIOUAE
peecTpaiiiHuii 1HIEKC 1 JaTy JOKyMEHTa Ta PO3TalllOBYEThCS Y MEXaxX, 3a3HaYCHUX Y
JCTY 4163-2003 nns pexkBi3uTiB OlaHKy, a caMme: 3 KyTOBHUM pPO3TallyBaHHSIM
PEKBI3UTIB — 73 MUTIMETPHU BiJ MOYATKY MEPIIOTO PEKBI3UTY, 3 MO3AOBKHIM — 77
MUJTIMETPIB.

Ilocunanns na peecmpayivnuil inoexc i oamy

35. Jlns BUXIAHUX JOKYMEHTIB TMOCHJIAHHS Ha PEECTpaIifHUN 1HAEKC 1 JaTy
JIOKYMEHTa BKJIIOUa€ B ceOe peecTpauiiHuil 1HAeKC 1 JaTy TOro JOKYMEHTa, Ha KU
JA€ThCA BIAMOBib. el pekBI3UT € 000B’SI3KOBUM 1 PO3TAIIOBYETHCA HUXKYE a00 Ha
PIBHI peeCcTpaIiiHOro 1HAEKCY y CHelialIbHO BIBEACHOMY MICIll Ha OJaHKY .

Micue cknadernns abo udamnms

36. BimomocTi mpo Micie CkiIaAeHHs a0o BHAAHHS 3a3HAYAIOThCS Ha BCIX
JOKYMEHTaX, KpiM JIMCTIB. 3a3HadyeHi BIAOMOCTI O(GOpPMIISIFOTBCS BIAMOBIAHO 10
aJIMIHICTPaTUBHO-TEPUTOPIAILHOTO  MOAUTy  YKpaiHu. SKmo BimomocTi  1mpo
reorpadiyie MiClI€3HaXOKEHHS BXOJATh O HAaHMEHYBaHHSl YCTaHOBH, LI PEKBI3UT
HE 3a3HAYAETHCS.

I'pug obmesncenns oocmyny

37. T'pud obmexenus pgoctymy 10 gokymenta (“Ims cimyx60BOro
kopuctyBaHnus”’, “Taemno”, “llinkom TaemHO”, “Oco0MHMBOI  BaXXJIMBOCTI”
0hOpPMIISIETBCS 3TITHO 3 BIAMOBIIHUMH HOPMAaTHUBHUMHU aKTaMH 1 PO3TAIIOBYETHCS Y
NpaBiii YaCTHHI BEPXHHOTO MOJISI JOKYMEHTa BUIE peKBi3UTY “Anpecar” abo “I'pud
3aTBEPJKEHHS .

Aopecam

38. JloKyMeHTH aJpecyroThCs YCTaHOBI, il CTPYKTypHMM MiApo3aiiam ado
KOHKpETHIM MocaaoBii 0cobi. Y pa3l aapecyBaHHS JOKyMEHTa YCTaHOBI abo ii
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CTPYKTYpHHM MiApo3auiaM 0e3 3a3HaueHHsl TMOCaJioBOi OcoOM iX HalMEHyBaHHS
HABOJSTHCS Y HA3UBHOMY BIIMIHKY, HAIIPUKIIA;

HanionanbHe areHTCTBO 3 MUTaHb
JIepKaBHOI CITyKOu

SIKIIIO TOKYMEHT HaJICUJIA€ThCA MOCAZ0BINA 0c001, HaiMEHYBaHHS YCTaHOBH Ta ii
CTPYKTYPHOI'O MiAPO3/LTy HABOJSATHCSA Y HA3MBHOMY BIAMIHKY, a TOcajia 1 Mpi3BUIIE
ajpecara — y JaBaJIbHOMY, HAPUKIAI:

JHepxaBHa apxiBHa Ci1yk0a
®DiHaHCOBO-€KOHOMIYHE YITPaBII1HHS
HavanpHuky ynpaBiiHHS
npi3BuUIle, iHiianu (1Himiam iMeHi)

Y pa3i koMM JOKYMEHT aJpecyeThCs KEPIBHUKOBI yCTaHOBH abo #oro
3aCTYNHUKOBI, HAWMEHYBAaHHSI YCTAaHOBU BXOJAMTH JI0 CKJaJy HaMEHYBaHHS MOCaaU
ajzpecara, sSike HaBOJUTHCS Y 1aBaJIbHOMY BIJIMIHKY, HAIPUKJIAI:

["onoBi Jlep>kaBHOT MUTHOI CITyK0U
npi3BUIIE, 1HIIIamU (1HII1a] IMEH1)

SIKIO TOKYMEHT aJpecy€eThCsl KUIBKOM OJHOPIIHUM 32 XapaKTepoM JisUIbHOCTI
yCTaHOBaM, 3a3HAYAETHCS y3arajbHEeHe HalMEHYBaHHSA aJpecaTiB, HATPUKIIA;

[leHTpabHUM JEp>KaBHUM apXiBaM

JIoKyMeHT He TOBUHEH MaTH Oibllle 4OTUPbOX aapecaTiB. CioBo “kormis’ mepen
HallMEHYBaHHSM JPyroro, TPEThOTO, YETBEPTOTO aJpPEcaTiB HE CTaBUTHCI. Y pasi
HAJICUJIAHHS JIOKYMEHTa OUIbIIE HIK YOTHUPHOM aJpecaTraM CKJIIAJA€ThCA CIUCOK Ha
PO3CUJIKY 13 3a3HAYEHHSM Ha KO)KHOMY JJOKYMEHTI TIJIKH OJTHOTO ajpecara.

PekBizur “Agnpecar” moxe Bkioudatu anpecy. llopsmox 1 dopma 3amucy
BIJJOMOCTEH PO aJpecy yCTaHOBU MOBUHHI BiamoBigatu [IpaBuiaM HagaHHS MOCITYT
MOIITOBOTO 3B’SA3KY, 3aTBEPPKEHUM MocTaHoBoro KaGinety MiHicTpiB YKpainu Bijg 5
oepesnst 2009 p. Ne 270 (Odimiitauit Bichuk Ykpainu, 2009 p., Ne 23, ct. 750). [loBHa
aZpeca 3a3HAYAETHCSA y pa3l HAJACWIAHHS JOKYMEHTa Pa30BUM KOPECIOHJIEHTaM,
HaIPUKIAL:

MiHICTEpCTBO FOCTHUIIIT

ByJ1. ['oponenbkoro, oy, 13,
M. Kuis, 01001

Y pa3i HaacwiaHHSA JOKyMeHTa (i3uyHId 0Cco0l CIOYATKy 3a3HAYa€eThbCsl y
HA3MBHOMY BIJMIHKY TMpi3BHINE, iM’sl Ta Mo OaTbKkoBi (IHILIaMK YW 1HIIIAN IMEHI),
MOTIM TIOIITOBA aJipeca, HAPUKIIA/I:

['onuapyk Onexcanap CepriiioBud

ByJ. CypikoBa, Oyn. 3a, kB. 1,
M. Kuis, 03178

VY pasi HajcwiIaHHS JOKYMEHTa OpraHaM 3aKOHOJIaBUOi 1 BHUKOHABYOiI BIIAJIH,
MOCTIHHUM KOPECTIOHICHTaM iX IMOIITOBA aJjpeca Ha TOKYMEHTaX HE 3a3HAYa€ThCA.
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I'pug 3ameepdicenmss Ookymenma

39. JIoKyMeHT 3aTBEP/KYEThCS MOCATOBOI0 0CO0010 (ITOCATOBUMU OCOOaMM),
JI0 TIOBHOB)KEHb SIKO1 (SKMX) HAJEKHUTh BUPIIICHHS NMUTaHb, HABEJCHUX Y TaKOMY
JOKYMEHTI, a00 po3mOpsSAYMM JOKYMEHTOM yCTaHOBH. HOpMaTHBHO-IIPaBOBI aKTH
(monmo>keHHs1, 1HCTPYKIIIil, MpaBwUia, MOPSAIKH TOIIO) 3aTBEP/KYIOTHCS PO3MOPSAUUM
JIOKYMEHTOM yCTAaHOBH, 1110 BUJaJIa BIIIOBITHUH aKT.

3aTBep/KEHHSI TICBHUX BHJIB JIOKYMEHTIB 3IACHIOETHCS 3 TMPOCTABICHHIM
rpuda 3aTBepaKeHHs (101aTOK 6).

SKIIO JOKYMEHT 3aTBEPIKYEThCS KOHKPETHOKI T0CAJ0BOIO 0C00010, Trpud
3aTBep/DKeHHS ckiaamaeThes 13 cimoBa “3ATBEPJKYIO”, HalimeHyBaHHS IOCajH,
mianucy, iHimiamie (iHimiaxy iMeHi) 1 mpi3BuIna ocobu, sika 3aTBepiauia JOKYMEHT,
JIaTy 3aTBeppKeHHS. Hanmpukian:

3ATBEPJIKXVIO

MiHicTp KynbTypu

MIJNUC, 1Himianu (1HiIiana iMeH1), TPi3BHIIe
Jara

VY pa3i KoiaM JOKYMEHT 3aTBEpIKYETbCS IOCTAHOBOIO, PILIEHHSM, HaKa3oM,
PO3MOPSIKEHHSIM, TpU} 3aTBepKeHHs ckiamaerscs 13 cnoBa “3ATBEPJKEHO”,
Ha3BU BUJY JIOKYMEHTA, KM 3aTBEPIKYETHCS CTBOPEHUH NOKYMEHT, Y HAa3MBHOMY
BIJIMIHKY 13 3a3HaY€HHSM Horo natv i Homepa. Hanpukian:

3ATBEP/IDKEHO

Haka3 MinictepctBa piHaHCIB
12 6epesns 2009 Ne 298

['pud 3arBep/KEHHSI PO3MINIYETHCS Y NPABOMY BEPXHBOMY KYTKY IEPIIOrO
apKyIia JOKyMEHTa.

VY pasi 3arBep/UKEHHA JOKYMEHTa KUIbKOMa TOCaJOBUMHU ocobamu Tpudu
3aTBEP/KCHHSI PO3TAIIOBYIOThCSI HA OJTHOMY PIiBHI.

Pezonoyia

40. Peszomoniss — 1e 3po0JeHUil MOCaJ0BOI0 0COO0I0 HAMMC Ha JTOKYMEHTI,
SKAN MICTUTH CTUCIIHH 3MiCT MPUHHATOTO HEIO PillIEHHS 1010 BUKOHAHHS JOKYMEHTA.

Pe3omroniis ckiiagaeThCsl 3 TAaKUX €JIEMEHTIB: MPI3BUIIE, iHIMIaMK (1HIIian iMEHi)
BUKOHAaBISl (BUKOHABLIB) y [JaBajbHOMY BIJIMIHKY, 3MICT JOpPYYEHHS, CTpPOK
BUKOHAHHS, 0COOUCTHI MAMKUC KePIBHUKA, JAaTa.

SKIo AOpy4YeHHsS HaJaHO KUIBKOM IOCaJ0BUM 0CO0aM, TOJIOBHUM BHUKOHABIIEM
JIOKYMEHTa € 3a3HadyeHa TMepHIor ocoba, sIKii HAJAEThCS MPABO CKIMKATH I1HIIHX
BUKOHABIIIB Ta KOOPAMHYBATH iX poOoTy. [lepiioro, sk nmpaBuio, 3a3HavaeThecsi 0coda,
sKa 3aiiMae BUILY a00 piBHY MOcay.

Ha nmoxyMeHTax 13 CTpOKaMH BHKOHAaHHS, SKI HE IMOTPEOYIOTh J0JaTKOBUX
BKa31BOK, y PE30JIIOIIii 3a3HaYal0ThCsl BUKOHABEIIb, IT1JIMKUC aBTOPa PE30JIIOLIi, 1aTa.
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Pe3omroniss mpocraBnsieThes Oe3mocepeHbO Ha JIOKYMEHTI HHMXKYE PEKBI3UTY
“AnpecaT” mapajJielbHO J0 OCHOBHOTO TEKCTy. JSIKIO MicIsd AJIS  Pe30romil
HEJ0CTaTHRO, 11 MOXHA MPOCTABIATH HA BUIBHOMY B1J] TEKCTY MiCIll Y BEpXHii YaCTHHI
NEepUIoro apKylla JOKyMEeHTa 3 JHIBOBOTO OOKy, ajie He Ha MOJi JOKYMEHTa,
NIPU3HAYCHOMY TSI TTiIITMBAHHS.

VY pa3i KoauM JOKYMEHT MiJJIAra€ MOBEPHEHHIO, BU3HAYAETHCS JETAJBHUI
NOPSAOK BUKOHAHHA JOKyMEHTa a00 YTOYHIOIOTHCS BUKOHABII, PE3OJIOLIS MOXeE
0hOpMIISITUCST Ha OKPEeMHX apKyiiax al0o crhemiaJbHUX OJaHKaX 13 3a3HAauYCHHSIM
peecTpaIiifHoOro 1HAEKCY 1 1aTH TOKYMEHTa, SKOTO BOHA CTOCY€EThCS.

3azonoeok 0o mexkcmy 0OKymeHma

4]1. 3aronoBOK 10 TEKCTy JOKyMEHTa MOBHHEH MICTUTH KOPOTKHW BHUKJIAl
3MICTy JOKyMEHTa 1 OyTH MaKCHUMaJIbHO CTHCIIUM. 3arojioBOK (OPMYITIOEThCS
OpPAaLIBHUKOM, SKHI CTBOPIOE JIOKYMEHT. 3arojoBOK, OOCSI SIKOTO IEpEeBHILY€
150 3naKiB (5 pAaKiB), J03BOJSIETHCS MPOJAOBKYBATH 10 MeXKi paBoro noisi. Kpanka B
KIHIII 3ar0JIOBKA HE CTAaBUTHLCH.

3aroJoBOK BIAMOBIAA€ Ha MUTaHHA “Tipo 10?”, “koro?”, ‘“goro?”. Hampukman
Haka3 (mpo 1m10?) Npo HagaHHS BIAMYCTKH; JTUCT (PO 1107) Mpo OpraHizailiio HapajIu;
MPOTOKOJ (4oro?) 3acifaHHs aTecTalliiHOi KOMicii; mocagoBa IHCTPYKIis (Koro?)
TOJIOBHOTO CTIELIaJIICTA.

be3 3arosioBka J03BOJSETBCA CKIAJaTH KOPOTKI JOKYMEHTH Ha OJaHKax
dopmary AS (210x 148 wmimiMeTpiB), 30KpeMa CYHpPOBIAHI JIMUCTH, TEJIETPaMH,
TenepOHOrpPaMHU.

Biomimka npo konmpono

42. BiamiTKa Ipo KOHTPOJb O3HAYa€, IO JOKYMEHT Y3STO Ha KOHTpPOJIb JUIs
3a0e3MevYeHHs HOro BUKOHAHHS B YCTaHOBJICHHH CTPOK.

BiamiTka npo KOHTPOJIb pOOUTHCS HMUIIXOM MpocTaBieHHs giTepu “K” um ciosa
“Kontpons” (Bl pykd ab0 3 BUKOPHUCTAHHSM IIITaMIia) Ha JIIBOMY IOJI HEpHIoi
CTOPIHKM JIOKyMEHTa Ha PiBHI 3ar0J0BKa JI0 TEKCTY.

VY pa3i HEOOXITHOCTI TOBEPHEHHS JIOKyMEHTa YCTaHOBI — aBTOpPOBI abo
¢b13u4HIN 0c001 BIAMITKA TIPO B3SITTS HOTO Ha KOHTPOJIb MPOCTABISAETHCA HA OKPEMOMY
apKyLIi ISl pe30JIHOLi.

Texcm ookymenma

43. Tekct goKymMeHTa MICTUTH iH(popMallito, 1t (GikcyBaHHS SKOi Horo OyIo
cTBOpeHo. [Hdopmarliss B TEKCTI JOKYMEHTa BHKJIQNA€ThCA CTUCIO, TPaMOTHO,
3p03yMiJI0 Ta 00’ €KTHBHO. JJOKyMEHT HE MOBHHEH MICTUTH MOBTOPIB, @ TAKOX CIIB 1
3BOPOTIB, SIKI HE HECYTh 3MICTOBOTO HaBaHTaxeHHA. [li1 yac ckimagaHHs TOKYMEHTIB
BXKUBAETHCS JIJOBUN CTUJIb, JUISI IKOTO XapaKTEepHUN HEUTpalbHUN TOH BHUKJIAJCHHS,
no30aBJIeHU 00pa3HOCTI, EMOIIIHOCTI Ta IHAUBIAYaTbHUX aBTOPCHKUX PUC.

TekcT JoKyMeHTa MOBHUHEH CTOCYBAaTHCS TOTO MUTaHHSA, sike c(hpopMysibOBaHE B
3aroJIoBKYy 10 TEKCTY.
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TekcT nOKyMeHTa OOPMIISIETbCSI Y BUTJISAI CYLLJIBHOTO 3B’SI3HOTO TEKCTY abo
AQHKETH Y4 TaOJuIll, a00 MIJITXOM MO€ETHAHHS X (PopM.

CyminpbHuil 3B’S3HMM  TEKCT JOKYMEHTa MICTUTh TpaMaTU4YHO 1 JIOT1YHO
y3roJKeHy iH(popmaiio mpo ynpaBiiHChbKi nmii. Taka ¢opma BUKIAICHHS TEKCTY
JIOKYMEHTa BHUKOPHCTOBYETBHCS IIiJ] 4ac CKJIQJaHHS TIIOJIOKEeHb, TMOPSIKIB, TpPaBUI,
PO3MOPSATINX JOKYMEHTIB 1 JIUCTIB.

CymninpHu#t 3B’ I3HUM TEKCT, SIK MPABUIIO, CKIAJAETHCA 3 TBOX YAaCTHH. Y MEpIIii
(BCTYMHIM) YacTWMHI 3a3HAYA€ThCS MiAcCTaBa, OOIPYHTYBaHHA ab0 MeTa CKJIAICHHS
JIOKYMEHTa, y JApYyTid (3aKIIOYHIN) 4YacTUHI — BHUCHOBKH, MPOIO3HINi, pPIIICHHS,
npoxaHHs. B okpemux BUMajakax JOKYMEHT MOKE MICJsl BCTYIHOI YaCTUHH MICTHTHU
MOTHBYBAJIbHY YaCTHHY, B SIKiii OOTPYHTOBY€ETHCS TIO3HIIISI YCTAHOBH.

Y TekcTi AOKyMEHTa, MiATOTOBJICHOTO BIAMOBIAHO A0 JOKYMEHTIB 1HIIUX
yCTaHOB abo paHillle BUJAHUX JOKYMEHTIB, 3a3HAYAIOTHCSA 1X PEKBI3UTH Y Takid
MOCIIITOBHOCTI: Ha3Ba BHJY JOKYMEHTa, HAWMEHYBaHHS YyCTaHOBH — aBTOpa
JIOKYMEHTA, J]aTa, peeCTpaLiitHI HOMED, 3aT0JI0OBOK JI0 TEKCTY.

TekcTu ckiIagHUX 1 BEIUKUX 3a O0CATOM JOKYMEHTIB (TIOJIOXKEHHS, MpaBUia,
THCTPYKIIii, OTJSAM, 3BITH TOIIO) MOJUISIIOTBCS Ha PO3AUIM, TIAPO3IUIH, MYHKTH,
mianyHKkTd. [IyHKTH y TEKCTI HyMepyloTbCs apaOChKUMHU IM(ppaMu 3 Kpamkoro, a
MIAMTYHKTH — apaOChbKUMHK LUPpaMU 3 TyKKOFO.

B okpemux Bumazkax po3AUTM MOXYTb HOIUIATHCS Ha TJaBH, a TaKOX
HYMEPYBATUCS] pPUMCBKUMU I PpamMu.

44. ®opma aHKETH BUKOPUCTOBYETHCS y pa3l BUKJIAAECHHA y LHUPpoBOMY abo
CJIOBECHOMY BHWIJIsiAl 1HGOpMAIi Mpo OAWH O0’€KT 3a TMEBHUM OOCATOM O3HAK.
[ToctiitHOIO 1H(OpMALIi€I0 B aHKETI € y3arajJlbHeHI HaliMEHYBaHHS O3HAK, 3a SKUMU
IPOBOJIUTHCS OMUC 00’ €KTa, a 3SMIHHOIO — KOHKPETH1 XapaKTePUCTHKH.

45. Tabnuuna ¢dopMa AOKYMEHTa BUKOPUCTOBYETHCS Y pa3l BHUKJIAQJACHHS Yy
nudpoBoMy abo cioBecHOMY BUTIILAlI 1HGOpMaIlli MPo KiUIbKa 00’€KTIB 3a PSAIOM
O3HaK. 3aroJIoBKH rpad TaONHIll MUIIYThCS 3 BEJIMUKOI JITEpH, MiA3arojJOBKU — 3
MaJIoi JIITepH, SKIIO BOHH CTAHOBJIATH OJIHE IIUJIE 13 3ar0JIOBKOM, 1 3 BEJTMKOT — SIKIIIO
M13ar0JI0OBOK Ma€ CaMOCTiiHe 3HaueHHs. Kpamku B KiHIII 3ar0JIOBKIB 1 T173ar0J0BKIB
rpad He CTaBIATHCA. 3aroJOBKH 1 MIA3arojoBKU rpad Ta psakiB TaOIUIN MOBUHHI
OyTH BHKJIAJeHI IMEHHHKOM Y HA3WBHOMY BIAMIHKY OJHHMHHU. Y 3arojloBKax 1
Mi3arojI0OBKax PsAKIB 1 rpad TabauIl BXKUBAIOTHCS JIMILE 3arajJbHONPUNHATI YMOBHI
MO3HauYeHHs 1 ckopodeHHs. ['padu Tabnuil, ki po3MILIYIOThCS HA KITBKOX CTOPIHKAX,
HyMepyloTbcsa. Ha npyriii Ta HacTynmHUX CTOpiHKaxX TaOJMIl 3a3HAYAIOThCS HOMEPH
rpad, a TakoXK y BEpXHHOMY NpaBoMy KyTKy — ciioBa “[Ipogoskenns mogatka’.

Biomimxu npo nassnicms 000amkie

46. Jlomatku A0 JOKYMEHTIB, KpIM JOAAaTKIB JO CYIPOBIJHUX JIHCTIB,
CKJIQJIAIOTBCS 3 METOI0 JOMOBHEHHS, MOSICHEHHS OKPEeMHX NUTaHb JOKyMeHTa abo
JOKYMEHTA B LIIJIOMY .

47. JlomaTku 10 TOKYMEHTIB MOXKYTh OYTH TaKUX BUJIIB:

JOJATKU, IO 3aTBEPIKYIOTHCS PO3NOPATUMMU JIOKYMEHTaMHU (IIOJIOKEHHS,
THCTPYKIIii, MpaBuIIa, MOPSAKH TOILO);
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JIOJTaTKH, 10 JJOTIOBHIOIOTH Ta/a00 MOSICHIOIOTH 3MICT OCHOBHOTO JIOKYMEHTA;
JOJIATKH, 10 HAJICUIIAIOTHCS 13 CYMPOBITHUM JIUCTOM.

48. Ha pomatkax, W0 3aTBEPIKYIOTBCS PO3MNOPSAYUMU  JOKYMEHTAMHU
(monmo>keHHs, 1HCTPYKIll, TpaBWia, TMOPSAAKH TOIIO), MPOCTABIAETHCA Tpud
3aTBEP/HKCHHS BIAMOBIAHO 10 MyHKTY 39 miei [HCTpykii. Y BiANOBIAHUX MyHKTax
pPO3MOPSAIYOi YaCTHMHHU JOKYMEHTAa POOUTHCS TOCWJIAHHS: “II0 J0oJaeThes” abo
“(monaetncst).”

Ha nmomatkax 110  JTOKyMEHTIB, 1O 3aTBEPKYIOTHCS  PO3MOPSIIMMHU
JIOKYMEHTaMH, pOOMUTHCS BIAMITKA Y BEPXHbOMY IPAaBOMY KYTKY IMEpUIOro apKylia
JI0/1aTKa, HAITPUKJIIA:

JlomaTok 5
1o [acrpyxkiii
(TyHKT 8)

49. JlogaTku MOBIAKOBOrO ab0 aHAIITUYHOTO XapakTepy (rpadiku, CXemH,
Ta0NMIll, COUCKKA TOIIO) JO OCHOBHOTO JOKyMEHTa TMOBHUHHI MaTH BIAMITKY 3
MOCUJIAHHSIM Ha LIe TOKYMEHT, HOTo JIaTy 1 HOMEp, HalpUKIaI:

Jonarox

70 HaKa3zy MiHicTepcTBa
OXOPOHH 370pPOB’ sl
20.04.2009 Ne 295

VY TEKCTI OCHOBHOTO JOKYMEHTa POOMTHCS BIAMITKA MPO HASBHICTH JOJATKIB:
“mo momaeThes”’, “3riHO 3 gomaTtkoMm”, “(momatok 1)”; “BIAIOBIIHO A0 JodaTka 2”
abo “(muB. momatok 3)”.

50. Jonatku opopMIISIOTHCS, SIK MPABUIIO, HA CTAHJIAPTHHUX apKyIlIax Marepy.
Ha npyromy 1 HacTymHHUX apKymiax aojaTka poOuThes BiamiTka: “IIpomoBikeHHS
nonatka”’, “IIpomoBkeHHst qoaaTka 17,

VY pa3i HasBHOCTI KUIBPKOX JOJATKIB HAa HUX 3a3HAYAIOTHCS MOPSIKOBI HOMEPH,
Hanpuknana: Jlonatok 1, Jonarok 2 Tomro. 3nak “No” mepen HU(ppOBUM MO3HAYEHHIM
HE CTABUTHCH.

VYci gonaTtku 10 TOKYMEHTIB BI3YIOThCS MPAIlIBHUKOM, SIKMM CTBOPUB JOKYMEHT,
Ta KEPIBHUKOM CTPYKTYPHOTO MiJIPO3/LTY, B SIKOMY HOTO CTBOPEHO.

JloaTku HOPMAaTUBHO-TIPABOBOTO XapakTepy (MOJIOKEHHS, IHCTPYKIIii, MpaBuIIa,
MOPSJIKA TOIIO), IO 3aTBEPKYIOTHCS PO3MOPSTIMMH JOKYMEHTAMH, MiIIMUCYIOTHCS
KEpIBHUKAMHU CTPYKTYPHHUX MIJPO3/1IIB YCTAHOBH Ha JMIILOBOMY OOIll OCTaHHBHOTO
apKyIia J0/1aTKa.

51. V¥ pasi Koau 10AaTKU HAJACUIAIOTHCS 13 CYTPOBITHUM JIMCTOM, BIMITKa PO
HasSBHICTb JOJATKIB PO3MIIIY€THCS MICHSI TEKCTY JIUCTA MEPE MiAMUCOM.

S0 TOKYMEHT Ma€e JOJIaTKH, IIOBHE HAWMEHYBAaHHS SIKUX HABOJHWTHCS B HOTO
TEKCTi, BIIMITKA MPO HASIBHICTh AOJATKIB 0(OPMIISIETHCS 32 TaKO0 (popmoro:

Jonarok: Ha 7 apK. y 2 puM.

SIkimo MOKyMEHT Mae J0JaTKW, IMOBHE HalWMEHYBaHHS SKHX Y TEKCTI He
HABOJUTHCS, iX HEOOXIAHO TEPEeNIUMTH TICHsA TEKCTYy 13 3a3HAYEHHSIM KUIBKOCTI
ApKYIIiB y KOXXHOMY JIOAaTKY Ta KUTBKOCTI X MPUMIPHHKIB, HAIPUKIIA:
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Jonatku: 1. JloBiaka mpo BUKOHAHHS IJIaHY pO3BaHTaXKyBaJlbHUX POOIT 3a I kBapTain
2010 p. Ha 5 apk. B 1 nmpum.
2. I'padix pemonTHuX podit Ha I kBapTan 2010 p. Ha 3 apk. B 1 mpum.

SKIo 10 JOKYMEHTa AOJAEThCS 1HIIUN TOKYMEHT, SKUU Ma€ A0JaTKU, BIAMITKY
PO HASIBHICTH J10JaTKa 0(DOPMIISIOTH 33 TaKOKO (hOPMOIO:

Honarok: muct YrpaepsxkapxiBy 20.09.2010 Ne 595/ 04-12 1 mogaTok A0 HbOTO, BCHOTO
Ha 20 apk. B 1 npum.

VY pasi Ko JTOKYMEHT MICTUTh OUIbIIE JECSATH JOJATKIB, CKIANA€ThCS OIMUC 13
3a3HAYCHHSIM Y IOKYMEHT1 TaKO1 BIIMITKHU:

JloaTok: 3riJHO 3 ONMCOM Ha 3 apK.

SIk110 101aTOK HAACUIIAETHCS HE 3a BCiMa 3a3HAYCHUMU B JIOKYMEHTI aJipecaMu,
BIJIMITKA MPO HASIBHICTh JOKYMEHTa OPOPMIISIETHCS 32 TAKOIO (hOPMOIO:

Jlonatok: Ha 5 apK. y 2 MpuM. Ha TEpITy ajpecy.
ITionuc

52. TlocamoBi 0coOM MIAMMCYIOTh JHOKYMEHTH B MEXKaX CBOIX IOBHOBa)XCHbD,
BU3HAYEHUX Yy TOJOXKEHHAX (CTaTyTax) MpPO YCTAHOBY, MOJOXEHHIX MPO CTPYKTYpHI
HiAPO3/AITN, TOCAAOBUX IHCTPYKIISAX, Haka3l (pO3MOPSAMHKEHHI) MPO  PO3MOALI
000B’513KIB MI’)K KEPIBHMKOM Ta MOro 3aCTyIHUKaMH TOLIO0. Y 3a3HAYEHHUX JOKYMEHTaX
BU3HAYAETHCA TAKOXX TMOPSAOK MIAMUCAHHSA JOKYMEHTIB IHIIMMH oco0aMu y pasi
BIJICYTHOCTI KEpIBHMKA YCTAaHOBU Ta IMOCAJOBUX OCI0, $KI YHMOBHOB&XEHI ixX
H1JIUCYBaTH.

JIOKyMeHTH, 1110 HaJCUIAIOThCS JI0 OpraHiB JAEpXaBHOI BIAIH, MiJMUCYHOTHCS
KEpIBHUKOM YyCTaHOBH ab0 3a MOro JOpPYYEHHSM — 3aCTYIHUKOM KepiBHUKA. Y
MIHICTEpCTBaX NPaBO MIANKCY JHUCTIB 1H(OPMAIIHHOTO XapakTepy Ta IHIINX
JIOKYMEHTIB, 1110 HAJICUJIAIOTHCS 10 OPraHiB JEp>KaBHOI BIaJM Ta SKI HE IMOB’sA3aHI 13
3MIMCHEHHAM MIHICTpaMH TMOMITHYHUX (YHKIINA, MOXKE HaJaBaTHUCS KEepIBHUKAM
CaMOCTIMHHX CTPYKTYPHHX M1IPO3/ILITiB.

JlokyMeHTH, 10 HAACUIAIOTHCS MIANPUEMCTBAM, YCTaHOBAM, OpraHizaiism,
rpoMajisTHaM, MiAMUCYIOThCS KEPIBHUKOM YCTaHOBH a00 MOT0 3aCTyNMHUKAMH 3T1THO 3
PO3MO/IIJIOM MTOBHOBAYKEHBb 200 KEPIBHUKAMH CTPYKTYPHHUX MIAPO3/LIIB BIAMOBITHO 10
1X IOBHOBAYKEHb.

53. Iligmuc cknagaeTbcsi 3 HaMMEHYBaHHA TOCaaAM OCOOU, sIKa TMIIAMUCYE
JIOKYMEHT (TMIOBHOTO — SIKIIO JIOKYMEHT HaJpyKOBaHWUN HE Ha OJaHKY, CKOPOUYEHOTO
— Ha JIOKyMEHTI, HAJpyKOBaHOMY Ha OJaHKy), OCOOMCTOrO MIiANUCY, IHIIIaJIiB
(1Himiayry iMeH1) 1 Mp13BUIA, HAIPUKIA/:

MinicTp dinaHciB TTNC 1Himianu (1Himian iMeH1), Mpi3BUILe
abo
Miwnictp miamnuc iHimiany (iHimian iMeHi), mpi3BHILEe

54. 'V pa3i HaJicWJIaHHS IOKYMEHTa OJTHOYACHO KIJIbBKOM yCTaHOBaM OJTHOTO a0o
BUIILIOTO PiBHS KEPIBHUK MIAMUCYE BC1 HOTO MPUMIPHHKH.
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Y pa3i HajacuiaHHS JIOKYMEHTa OJHOYACHO KIJIBKOM MiAMOPSIKOBAHUM
yCTaHOBaM IIJIMUCY€ETHCS TUTBKU OPUTIHAM, SIKWW 3aJIMIIAETHCS Y CIIpaBl yCTAaHOBU —
aBTOPA, a Ha MICIISl PO3CUIIAIOTHCA 3aCBIAUEHI CITY>KOOI0 JIIJIOBOJICTBA HOTO KOMIi.

55. JIOKyMEHTH MiANMHUCYIOTHCS, SIK MPABUIIO, OJIHIEI0 TIOCATOBOI0 0CO00I0, a Yy
pasi, KoM 3a 3MICT JJOKyMEHTa HeCyTh BIAMOBIAAIBHICTD KiIbKa 0C10 (akTH, (piHAHCOBI
JIOKYMEHTH TOII0), — JBOMa abo0 Ouiblie nmocagoBuMu ocodamu. [lpu mipomy mianucu
MOCaIOBUX 0Ci0 PO3MINTYIOTHCS OJHMH i OJHUM BiJIITOBITHO JO MiAMOPSIKOBAHOCTI
oci6. Hanpuxmnan:

HupexTtop TITNC 1Himianu (1Himian iMeH1), MPi3BUILe
["onoBHwMit Oyxrantep 1 ITHIC iHiI1amM (1Hiiaa iMeH1), Mpi3BUIIe

VY pa3i mianucaHHS CHITBHOTO JOKyMEHTa KUTbKOMa oco0aMu, SiKi 3aiiMaroTh
OJIHAKOB1 MOCaaM, iX MIANHMCH PO3MIIIYIOTbCS HA OAHOMY pIiBHI 1 CKPIILTIOIOTHCS
neyaTKaMu YCTaHOB, HAPUKJIIAI:

Minictp rocTumii MiwnicTp ¢inaHciB
MIKC, 1Himanu (1Hiian iMeH1), MIMKC, 1HIMaMM (1HIIiaa iMeH1), Ipi3BUIIe
MP13BUIIE B1JIOMTOK repOOBOi MeUaTKu

BiJIONTOK repOOBO1 MIEUYaTKH

56. JlokyMeHTH KOJeriaJbHUX OpraHiB MiAMHCYIOTh TOJOBa KOJETiaJbHOIO
opraHy 1 cekperap, HampuKIaI;:

I'onoBa xomicii TITUC iHiianu (1Himian iMeH1), Mpi3BUIIe

Cexkpetap Komicii TTTNC 1Himanu (1Hiianx iMeH1), TPi3BUIIe

57. Y pasi BIACYTHOCTI NOCa0BOI 0coOU, HAaiMEHYBaHHS MOCAH, MPI3BUIIIE,
iHimiamym (1Hiianx iMeHi) sikol 3a3HaueHo Ha MPOEKTI TOKyMEHTa, HOTO MiMUCy€e 0co0a,
[0 BUKOHY€ i 0OOB’sI3kM, abo0 1i 3acTymHUK. Y TakoMmy pa3l 0O0OB’SI3KOBO
3a3HavalOThCcs (hakTUYHA Mocaja, 1Himianyd (1Hiiaa 1MeHi), TpI3BHINE OcoOH, sKa
minucaia JOKYMEHT (BHIIPABICHHS BHOCSATh PYKOIMHUCHUM a00 MAIIMHOMUCHUM
crocobom, SKII0 TOKYMEHT HEMOKJIMBO MepenpyKyBatn). He momyckaerscs min gac
MIMACAHHS JOKYMEHTAa CTAaBUTH MPUHUMEHHHMK ‘“3a” YW MPaBOOIYHY IMOXHWIY PUCKY
nepes HaiMeHyBaHHsAM nocaau. JloJaBaHHs 10 HaMEHYBaHHS MOCaIM KEPIBHUKA CITIB
“Buxonytounii 000B’s3ku”” ab60 “B. 0.” 3miiiCHIOETBCS y pa3i 3aMillleHHsT KEpIBHUKA 3a
HaKa30M (PO3MOPSIKEHHSM).

58. 3acBigueHHS EJIEKTPOHHOTO JIOKYMEHTa 3IIHMCHIOEThCS 3a JOMOMOTOI0
eJIEKTPOHHOTO HU(POBOTO MIAMUCY 3T1THO 13 3aKOHOIABCTBOM.

59. ®akcuminbHE BIITBOPEHHS MIAMHUCY MOCAJ0BOi 0COOM Ha OpraHizalliiHo-
posnopsaunx, (IHAHCOBHX, OyXTaJTepChKUX  JOKyMEHTax 3a  JOTOMOTOIO
MEXaHIYHOTO a00 1HIIIOTO KOMIIOBAHHS HE JTOYCKAETHCS.

Bisu ma epugh nocoooricernns

60. V pa3i BUHUKHEHHS NOTPeOU y NMPOBEAECHHI OLIHKH JOLLIBHOCTI CTBOPEHHS
JIOKyMEHTa, MOro OOTPYHTOBAHOCTI Ta BIAMOBIAHOCTI 3aKOHOJABCTBY 3A1HCHIOETHCS
MIOTO/KEHHS IPOEKTY JJOKYMEHTA.
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61. TloromkeHHs1 MOX€E 3/11MCHIOBATUCH SIK B YCTaHOBI MOCaJOBUMH OCOOAMH,
AK1 BIJMOBIIHO A0 iX KOMIIETEHIli BUPINIYIOTh MHUTaHHS, MOPYIIEHI B TPOEKTI
JIOKyMEHTa (BHYTPIIIHE TOTOJKEHHS), TaK 1 3a 11 MeXaMu 1HITUMU 3a1HTEPEeCOBAaHUMU
yCTaHOBaMH (30BHIIIIHE TIOTO/IKEHHS).

62. BHyTpilIHe MOTOHKEHHSI 0)OPMIISETHCA IIUISIXOM ITPOCTABISIHHS Bi3u. Biza
BKJIFOYA€: OCOOMCTHI MiAnuC, iHimianu (iHimiaa iMeHi) 1 Tpi3Buile ocolu, sika Bi3ye
JOKYMEHT, JaTy Bi3yBaHHS 13 3a3HAUEHHSAM y pa3i moTpeOu HallMeHyBaHHS MOCAIH
1i€1 0cOOM.

63. Biza mpocTaBis€ThCs SK Ha JHMIIBOBOMY, TaK 1 Ha 3BOPOTHOMY OoIIi
OCTaHHBOT'O aPKYIIa MPOEKTY MOKYMEHTA, SKIIO MICIS IS Bi3yBaHHS Ha JIMIILOBOMY
OOIll OCTaHHBOTO apKyllla JOKYMEHTa HEJOCTaTHhO. Bi3W MNpOCTaBIAIOTHCS Ha
MPUMIPHUKAX TOKYMEHTIB, 1110 3QJIUIIAIOTHCS B YCTAHOBI.

64. 3ayBakeHHS 1 MPOMO3ULIT 0 MPOEKTy JOKYMEHTa BMKJIAJArOThCsl Ha
OKPEMOMY apKylIili, PO IO Ha MPOEKTi POOUTHCA BiANOBIIHA BiAMITKA:

HauanpHuk 3araipHOTO BiIUTY

MIANUC, 1Himanu (1Hiiana iMeH1), IPi3BUIIe
3ayBaXeHHS 1 MPOTO3HIIIi T0JAIOThCS.
Jlara

[Ipo HasBHICTH 3ayBa)kK€HHSI 00OB’S3KOBO MOBIAOMIISIOTH 0CO01, fKa MIANUCYE
JIOKYMEHT.

65. Ilepenik mocanoBuX OcCi0, sIKI MMOBMHHI 3aBi3yBaTW JOKYMEHT, BHU3HAdae
IPaLIBHUK, IKMH CTBOPIOE TOKYMEHT, BUXOASUU 3 HOTO 3MICTY.

66. Tlopsmok Bi3yBaHHS NMEBHUX BHUJIB JTOKYMEHTIB 3a3HAYA€THCS B IHCTPYKIIT
yCTaHOBH.

67. 3a 3MICT JOKYMEHTa, SKHUH BI3y€ThCA KITbKOMa OCOOaMM, TaKl OCOOHM
BIJAIOBIAAIOTH 3T1AHO 3 KOMIIETEHIICIO.

68. Skmio mia yac Bi3yBaHHS 3’CY€THCA, IO y MIATOTOBICHUMN A0 MiAMKUCAHHS
JIOKYMEHT HEOOX1THO BHECTH 1CTOTHI 3MiHHU, BIH MOTPeOy€ MOBTOPHOTO Bi3yBaHHS.

69. 30BHIIIHE TOTO/KEHHS TMPOEKTIB JIOKYMEHTIB OQOPMISIETHCSA MUIIXOM
NpOCTaBJICHHS Ha HHUX Trpuda TMOro/KeHHs, SKUM BKIOYae B cebe CIOoBO
“ITIOI'OJI’KEHO”, naiimeHyBaHHS TTOCaJId OCOOU Ta YCTAHOBH, 3 SAKOKO MOTOIKYETHCS
MPOEKT TIOKYMEHTa, OCOOMCTUIN MIAMKC, 1Himianu (1H1Iian iMeHi1), Ipi3BUIIE 1 1aTy ado
Ha3By JOKYMEHTa, IO MiATBEP/KYE MOTO/HKEHHS, HOoro naty 1 Homep (1HACKC),
HATIPUKIIAI;

I[TOTI'OJP’KEHO
MiHicTp rocTHILIT

MiANUC, 1Himanu (1Hiiana iMeH1), TIPi3BUIIe

Jara
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[TIOTOJKEHO

[TpoToxoun 3acigaHHs
LleHTpasibHOT EKCIIEPTHO-TIEPEBIPHOT
KoMicil YKpaepxKapxiBy

Jara Ne

70. TI'pud mnoromkeHHs CTaBUTHCS HWXKYE MIANUCY Ha JHUILOBOMY OOl
OCTaHHBOTO apPKYIIIa MPOCKTY JOKYMECHTA.

71. Y pa3i koimu 3MICT JOKYMEHTa CTOCYEThCS OUIbIIE HIK TPbOX YCTaHOB,
CKJIaAa€ThCsl “ApPKyII MOTOKEHHS’, MPO IO POOUTHCS BiAMITKA y JOKYMEHTI Ha
Micll rpuga nmoropKeHHsl, HalpUKIaI:

ApKylI IOroJKEHHS 10JAETHCS.
ApKyI OrouKeHHs 0(popMIIIETHCA 3a TAKOKO POPMOIO:
APKVYII [IOI'O/PKEHHA

HasBa npoekty nokymeHTa

HaiimenyBaHHs 1ocaau TITNC 1HIiany (1Himaa iMeHi), Mpi3BUILe
[ara

[Tigmuc mocamoBoi 0coOU CKPITLITIOETHCS TEPOOBOIO MEYATKOIO.

72. 30BHINIHE TOTO/KEHHS y pa3i moTpedu, BU3HAYEHOI 3aKOHOJABCTBOM,
3IWCHIOETHCS B TaK1i ITOCJIIJOBHOCTI:

3 yCTaHOBaMH OJIHAKOBOT'O PIBHS Ta IHIIUMH YCTaHOBaMU;

3 TPOMAaJICBKUMH OpraHi3aIlisiMu;

3 OpraHamu, siki 311iCHIOIOTh Jep>KaBHUI KOHTPOJIb B IEBHIN cdepi;
3 yCTaHOBaMH BHIIIOTO PiBHS.

Biobumok neuamku

73. Ha goxkymeHTax, 10 3aCBIAYYIOThH MpaBa rpoOMasH 1 IOPUIUYHUX OCI0, Ha
AKX (IKCyeThCs (PaKT BUTpPATH KOIITIB 1 MPOBEIEHHS Olepalliii 3 mMaTepiallbHUMU
[IHHOCTSAMHM, MIAMKUC TMOCaa0BO1 (BIAMOBIIATBHOI) OCOOM CKPIIUTIOETHCS TepOOBOIO
MIEYaTKOI0 YCTAaHOBH.

[lepenik 1HMMX JOKYMEHTIB, MIAMUCH Ha SKUX HEOOXIAHO CKPIILTIOBATH
repOOBOIO TEUATKOI0, BU3HAYAETHCS YCTAHOBOIO HA MiJCTaBI HOPMATHBHO-TIPABOBUX
aKTIB Ta NPUMIPHOTO TMEpeniKy JOKYMEHTIB, MHIANMMCH Ha SKHUX CKPIILTIOIOTHCS
repOoOBOIO MEYaTKOIO (01aTOK 7), B IHCTPYKIIIi YCTaHOBH.

74. BinOuTok mevaTku, Ha SKi 3a3HaYeHO HaWMEHYBaHHS yCTaHOBU a0o ii
CTPYKTYpHOTO Miipo3auty (6e3 300pakeHHs repOa), CTaBUTHCS TaKOX Ha KOIMISX
JIOKYMEHTIB, 1110 HAJCUJIAIOTHCS B 1HII YCTAaHOBH, Ta HA PO3MHOXKECHHUX MPUMIPHHKAX
PO3MOPSATINX JOKYMEHTIB Y pa3l PO3CHIAHHS.
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BinOuTOK meYaTKd CTaBHTHCS TAaKMM YHHOM, IIOO BIH OXOIUIIOBAB OCTaHHI
KUIbKA JIITEp HaMEHYBaHHS MOCaJAu O0COOM, sKa MiJnmucaia J0KYMEHT, aje He IMiMHC
ocaioBoi 0cobu, a0 Ha OKPEMO BUIIJICHOMY JJIs IILOTO MiCIIl 3 BiaMiTKowO “MIT”.

75. Haxazom (po3mopsiKeHHSIM) KEpIBHUKA YCTAHOBU BHU3HAYAETHCS TOPSIIOK
BUKOPHUCTAHHS, Micile 30epiranHsi repOooBoi MevaTKy 1 ocaaoBa ocoda, BIAMOBIJaIbHA
3a ii 30epiraHHs, a TakoX IMepeNiK Oci0, MAMUCU SKUX CKPIIUTIOIOTHCS TepOOBOIO
MIEYaTKOIO.

Biomimka npo 3aceiouentsn Koniti OOKyMeHmis

76. YctaHoBa MOXE 3acBiAUyBaTH KOIMIi JIMIIE THUX JOKYMEHTIB, IO
CTBOPIOIOTHCS B HIM, a TAaKOXX y BUMAJAKaX, nepeadadyeHux B ad3alll JpyromMy ILbOTO
nyHKTy. Komis JoKyMeHTa BUTOTOBIISIETHCS 1 BUAAETHCS TUIBKH 3 TO3BOJY KEepiBHUKA
YCTaHOBH, HOTO 3aCTYIMHHKIB 200 KEpIBHUKA CTPYKTYPHOTO M1IPO3ILTY.

VY pa3i miarotoBKH JOKYMEHTIB Ui HaJaHHS CyJOBMM oOpraHam, IiJ 4ac
BUPIIICHHS TUTaHb MI0JI0 TIPUUHSITTS TPOMAJISIH Ha pOOOTY, HABYaHHS, 3aCBITUEHHS 1X
TPYIOBUX, )KUTIIOBUX Ta IHIMUX IPaB Y B3a€MOBIJTHOCHHAX 3 YCTAaHOBOIO, a TAaKOX ITiJT
yac (opMyBaHHS OCOOOBHUX CIIpaB MPAIliBHUKIB YCTaHOBA MOYKE€ BUTOTOBJISATHU KOMIi
JOKYMEHTIB, BUJAHUX IHIIMMU yCTaHOBaMH (KOMii JWIUIOMIB, CBIJIOITB TIPO
OJiep KaHHs OCBITH TOIIIO).

Biamitka “Komis” mpocTaBisieTbes Ha JUIBOBOMY OOIll Y BEpXHBOMY IMPaBOMY
KyTKYy HEpIIOTo apKylia JOKyMEHTa.

77. Hamwmc mpo 3acBimyeHHS JOKYMEHTa CKJIANA€ThCs 13 CiiB “3rigHo 3
OpUTiHAJIOM”, HaWMEHYBaHHS IOCAJH, OCOOMCTOrO MIJAMUCY OCOOM, sIKa 3acBIIUy€
Komiro, ii iHimiamiB (iHIIady IMEHi1) Ta TMpI3BUINA, JAaTH 3aCBIMYCHHS KOMIi 1
MPOCTABISETHCS HIDKUE PEKBI3UTY JoKyMeHTa “Ilinnuc”, Hanmpukiam:

3riJIHO 3 OPUTIHAIOM

[TpoBigHuii criemiamicT
BIJIJIITYy OpraHizarii AUTOBOJICTBA MAMKC 1HIIIAIK (1HIIIad IMEHI), IPI3BHUIIE

Jlara

Hamuc npo 3acBiiueHHs KOMii CKPITUTIOETHCS TEYaTKOIO 13 3a3HAUYCHHSIM Ha Hil
HallMEHYBaHHS BIJTMOBIIHOI YCTaHOBH (0e3 300pakeHHS repba) abo TMeYaTKow
CTPYKTYPHOI'O MiAPO3AiTy (CIy>KOM MIJIOBOJICTBA, CIYKOU KaapiB, Oyxraiurepii TOIIo)
YCTaHOBH.

78. Ha xomisix BUXIIHMX JOKYMEHTIB, 11O 3aJUIIAIOTHCS y CIpaBax yCTaHOBHU
(Biamyckax), TEKCT ONaHKIB HE BIATBOPIOETHCA, a 3a3HAYAEThCSA JIMINE JaTa
OiAMUCAaHHS JOKYMEHTa Ta MOro peecTpaumiiHu{ IHJEKC, mocaiga ocolu, sKa
3acBIJUMIIa KOITIO, 1i OCOOMCTHH MIJIHKC, JaTa 3acBIIYEHHS Ta BIJIOHUTOK NEYATKH
CITY>kOH J1JI0BOJICTBA, HATIPUKJIIA/!

Jara, iHACKC

Hupexrop iHiiany (iHimiana iMeH1), Mpi3BUIIe
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3riIHO 3 OPUTIHATIOM

[IpoBimHMii  cremiagicT — BIAILTY
oprasizarlii J17I0BOICTBA MIiANUC  1HImiauu (1HIiana iMeH1), IPi3BUIIe

B1JIOUTOK MEYATKHU CITY>KOH
IJIOBOJICTBA

Jlara

Ha komisix BUXIAHMX JOKyMEHTIB, IIO 3aJUIIAIOTBCA Y CIpPaBax yCTaHOBU
(Bimmyckax), TOBMHHI OyTH Bi3W MOCAJAOBHUX 0Ci0, 3 SKUMU BOHM TOTOJ[KEHI, Ta BI3H
BUKOHABIIIB.

Komist nokymeHTa MOBMHHA BIAMOBIAATH OPUTIHATY.

Biomimku npo cmeopenns, UKOHAHHS
OOKYMEHMA, HAs8HICMb 1020 8 eIeKMPOHHIl
Gopmi ma Ha0x00HceH s 00 YCMAHO8U

79. [llpi3Buile mpauniBHUKA, SKAW CTBOPUB JOKYMEHT, 1 HOMEp Horo
CIIy>k00BOTO TeleoHy 3a3HAYAOTHCS Ha JTUILOBOMY OOIll B HUKHBOMY JIIBOMY KYTKY
OCTaHHBOTO APKYIIA TOKyMEHTA, HAITPUKJIA;

ITerpenko 256 23 29
abo
ITerpenko Omnena IBaniBHa 256 23 29

VY pasi notpebu 3a3HavaIOTHCS MWH(P APYKApKU (CKIATAETHCS 3 MEPIINX JIITEP
IMEHI Ta MpI3BUINA), KUIbKICTh BIJIPYKOBAaHUX MPUMIPHUKIB, JaTra APYKyBaHHS,
HalpUKIaa:

IBanenko 452 85 98
JIH 3 16.03.2011

80. TIlicns 3aBepieHHs poOOTH 3 JOKYMEHTOM TMPOCTaBISETHCS BIAMITKA IIPO
Horo BUKOHaHHS. BigMmiTKa Mpo BUKOHAHHS JTOKYMEHTa CBIAYUTH PO TE, IO POOOTY
HaJ JIOKYMEHTOM 3aBEpIICHO 1 MOro MOKHA JOJYYUTH IO CIpaBH. BimmiTka Moxe
MICTUTH cioBa “Jlo crnpaBu”, HOMEp CIIpaBH, MOCHUJIAHHS Ha JaTy 1 peecTpaliiHui
1HJIEKC TOKYMEHTA, SIKHI 3acBiA4y€ HOTO BUKOHAHHS, HAMEHYBaHHS MOCAIH, iIMUC 1
naty. SIKmo AOKYMEHT He TMoTpedye MUChMOBOi BIAIMOBIJI, 3a3HAYAIOTHCS KOPOTKI
B1IOMOCTI Tpo BUKOHaHHsA. [ligmuc 1 maty BIAMITKH TPOCTaBIISIE TMPAIlIBHUK, SKHI
CTBOPHUB JIOKYMEHT, a00 KEPIBHUK CTPYKTYPHOTO MiAPO3/iTy. 3a3HAUCHUN PEKBI3ZUT
MPOCTABISETHCS BiA PYKH Yy JIBOMY KyTKYy HHXKHBOTO TIOJII Ha JIUI[LOBOMY OOIl
NEPIIOTO apKyIlla, HAIPUKIIA:

Mo cripaBu Ne 03-10 o cripaBu Ne 05-19
Jluct-BignoBigs Bix 20.05.2011 [TuTaHHs BUPIIIIEHO MO3UTUBHO TIi]T Yac
Ne 03-10/01/802 tenedonHoi posmosu 04.03.2011

nocaja, mjamnuc, iHimiany (1Himian iMeHi),  mocaja, Minuc, Himamg (1Hiiaa IMeHi),
npizBuiie 21.05.2011 npizBuiie 05.03.2011
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81. BiaMiTKka npo HasBHICTh KOIli JOKYMEHTa B €JIEKTPOHHIM (OopMi MICTUTH
nmoBHE iM’sl ¢aimy 1 oro Mmiciie 30epiranHs, KoJ oreparopa Ta iHII MOIIYKOBI JaHi.
BiamiTka cTaBUTBHCS Ha JUIILOBOMY OOIll Y IIEHTP1 HIXKHBOTO MOJIS MEPIIOro apKyIia
noKyMeHTa, Hanpukiaxa: c:/viddil/proekt/2011/instr_1.doc

82. BiaMmiTka mpo HAAXOMKEHHS JOKYMEHTa JI0 YCTAHOBH IPOCTABIISIETHCS Bij
pyku abo 3a IOMOMOrOI0 IITamIa, aBTOMaTHYHOTO HyMepaTopa Ha JIMIbOBOMY TIOJI Y
NpaBOMY KYTKY HIDKHBOTO TIOJsI TIEPIIOTO apKyllla OpHUriHaly JOKYMEHTa.
EnemMeHTaMn 3a3HAYCHOTO PEKBI3UTY € CKOPOYCHE HAWMEHYBaHHS YCTAaHOBU —
oJiep)KyBaua JOKYMEHTa, peecTpalliiHuil iHaekc, nara (y pasl morpedu — roguHa i
XBUJIMHH) HAJIXO/KEHHS IOKyMEHTa. Y pasi 3aCTOCYBaHHsS aBTOMaTHU30BaHO1 CUCTEMU
peecTpariii 3a3Ha4eHa iHpopMaIliss HAHOCUTHCS 32 JOMOMOTOIO IITPUX-KOTY.

SIKIIO KOPECTOHACHIlSE HE PO3KPUBAETHCS BIAMOBIIHO 10 MNYHKTY 150 1ri€i
[HCcTpyKLii, BiAMITKA MPO HAAXOMKEHHS JTIOKyMEHTa MPOCTaBISETHCS HAa KOHBEPTAx
(YynmakyBaHHSX).

VY pa3i HagxomKeHHs 30pOoLIypOBaHUX JOKYMEHTIB pa3oM 13 CYIHNpPOBIAHUM
JIUCTOM BIJIMITKA CTABUTHCS HA CYTPOBIAHOMY JIUCTI.

VY pa3i Koiaum ycraHoBa — aBTOp JOKYMEHTa IMoja€ Cioyk0i AI0OBOACTBA
JIOKYMEHT pa3oM 3 HOro KOIi€r, Ha KOMii JOKYMEHTA, 1110 TIOBEPTAEThCS YCTaHOBI —
aBTOPOBI, peECTPALIMHUI IITAMIT HE TPOCTABIISIETHCSL.

3anuc npo depaicasHy peecmpayiio

83. 3ammc mpo AepkKaBHY pEECTpaIliio POOUTHCS HA HOPMATHUBHO-TIPABOBHUX
aKTax yCTaHOB, BKJIFOUCHHX /10 €IUHOTO ACPKABHOTO PEECTPY HOPMATUBHO-TIPABOBUX
aKTIB y BIJMOBITHUX OpraHax IOCTHUIIII B YCTAaHOBJICHOMY 3aKOHOJABCTBOM TOPSIKY.

Ha mepmiii cTopiHIli HOpPMATUBHO-IIPABOBOTO aKTa JIJIsi IPOCTABICHHS BiIMITKH
npo JepkaBHY peecTparlito noBuHHe OyTu BuUtbHE Mictie (60 x 100 mimiMmerpiB) y
BEPXHBOMY MPABOMY KYTKY IICJIsl HOMEpPA aKTa YM Micis rpuda 3aTBepIKEHHS.

CxazieHHs IesiKUX BUIB JOKYMEHTIB
Haxasu (posnopsoocenns)

84. Haxka3u (po3mopsipKeHHSI) BUAAIOTHCS SIK  PIMICHHS  OpraHizaiiiiHo-
PO3MOPSATIOr0 Y HOPMATHBHO-TIPABOBOTO XapakTepy. 3a 3MICTOM YIPaBIIHCHKOT il
HAKa3u BUJAIOTHCA 3 OCHOBHUX MHUTAaHb AISUIBHOCTI YCTaHOBU, aJMIHICTPATHBHO-
rocrnoAapchKux ado KaJpoBUX MMUTAHb.

85. Tlpoektn  Haka3iB  (pO3MOPSHKEHB) 3  OCHOBHOI  JISUIBHOCTI,
aJIMIHICTPATUBHO-TOCTIONAPCHKUX TMHUTaHb TOTYIOTHCA 1 MOJAIOTHCS CTPYKTYPHUMHU
IiApO3/AiIaMH 32 TOPYyUEHHSIM KEpiBHUKA YCTAHOBHU Y 32 BJIACHOIO 1HIIIaTUBOIO.

[IpoekTu HaKa3iB (pPO3MOPSAIKEHD) 3 KQAPOBUX MUTaHb (0COOOBOIrO CKIamy) (Ipo
NPUNHATTS Ha poOOTy, 3BUIbLHEHHS, HAJaHHS BIAMYCTKH, BIAPSAKEHHS TOIIO) TOTYE
KaJgpoBa Ciy>k0a Ha TiACTaBl JOMOBIAHMX 3alMCOK KEPIBHUKIB CTPYKTYpPHHX
HipO3ILII1B, 3asB NMPALIBHUKIB, TPYAOBHX JOTOBOPIB Ta IHIIMX JOKYMEHTIB.

86. IlpoektTn  Haka3iB  (pO3MOPSHKEHB) 3  OCHOBHOI  JISUIBHOCTI,
aJIMIHICTPAaTUBHO-TOCIIOIAPCHKUX MUTAHb Ta JOJATKU 10 HUX Bi3yIOTHCS MPAIliBHUKOM,
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KU CTBOPUB JIOKYMEHT, KEPIBHUKOM CTPYKTYpPHOTO MiJIpO3AUTYy, B SKOMY HOro
CTBOPEHO, MOCAJOBUMHU OCO0aMHM, IKI BU3HAYCHI Y MPOEKTI JOKyMEHTa SIK BHKOHABII
3aB/IaHb, 1110 MICTITHCS B HbOMY, KEPIBHUKOM CIIyKOU J1IOBOJICTBA, KEPIBHUKOM abo
MOCAI0BOI0 0CO00I0 CTPYKTYPHOTO MiAPO3IUTY 3 MUTAHb 3aMOOITaHHsS Ta BUSBICHHS
KOpYMIIii, IHITUMHU MMOCATOBUMH 0COOAMU, IKMX CTOCY€EThCS JOKYMEHT.

87. [IpoexTtn Haka3iB (PO3MOPSIKEHB) 3 KaIPOBUX IUTaHb (0COOOBOTO
CKJIa/Ty) Bi3yIOThCS MIPAI[IBHUKOM KaJIpOBOI CITy>KOH, SIKHI1 CTBOPUB TJOKYMEHT, Ta HOTO
KEpIBHUKOM, a TaKOX 3aJIeKHO BiJ BHJIB HakKa3iB — IMOCAJOBUMU 0OCOO0aAMU
CTPYKTYpPHOTO TMIJPO3JAUTy 3 TMWUTaHb 3amoOiraHHs Ta BUSIBICHHS KOPYMIIi,
OyXranTepcbkoi ciy>k0u, 1HIIUMHU MOCAIOBUMHU 0COOAMHU, SIKUX CTOCYETHCS IOKYMEHT.

88. CTIpyKTypHUM MiIPO3AUIOM 3 IOPUAMYHOTO 3a0e3meueHHs OOO0B’SI3KOBO
BI3YIOTBCS 3@ HAsSBHOCTI yCiX HEOOXIHMX Bi3 MPOEKTH HaKa3iB HOPMATHUBHO-
IIPaBOBOTO XapaKTepy, a TAKOK HAKa3M 3 KaJpOBHX NMUTaHb (0COOOBOro CKiaay) Ta 3
IHIIMX TUTaHb, BA3HAYEHUX 1IHCTPYKIEI YCTAHOBHU.

[TpoekTn Haka3iB (PO3MOPSIKEHB), II10 HATAFOTHCS IS IiITHUCAHHS KePIBHUKOBI
YCTaHOBH, BI3yIOThCS HOTO 3aCTYMHHKOM BiJMOBIIHO 10 PO3MOALTY (PYHKIIOHAIBHUX
000B’SI3KIB.

VY pa3i HeOOX1AHOCTI MPOBEICHHS OLIIHKU 3MICTY Ta JAOLIJIBHOCTI BUAAHHS HaKa3y
(pO3MOpSAIKEHHS) 3MIMCHIOETHCS 30BHIIIHE TIOTOJDKEHHS MPOEKTY JTOKyMEHTa 3
IHIIMMU 3aIHTEPECOBAaHUMH yCTAaHOBAMH.

Skio B mporieci moroKeHHs 10 MPOCKTY Hakazy (PO3MOPSKEHHS) BHOCITHCS
1CTOTH1 3MiHH, BIH MIAJISATA€ TOBTOPHOMY TOTOKEHHIO.

89. Haka3u (po3mopsKeHHs) MIANUCYIOThCSI KEPIBHUKOM YCTaHOBH, a y pasi
HOro BiZICYTHOCTI — MOCaJ0BOIO 0CO00I0, SIKa BUKOHY€E HOTO 00O0B’SI3KH.

3actynmHuk MiHICTpa — KEpIBHHUK amapary MiJMUCye Haka3u 3 MUTaHb, IO
HaJIE)KATh 0 MOro KOMIIETEHI].

[Ticns mianucanHsa Hakaszy (pO3MOPSIKEHHS) 3MIHU JI0 HbOT'O BHOCSITBHCS JIMIIIE
HUISIXOM BUJAAHHSI HOBOTI'O HakKazy (PO3MOPSIKEHHsI) PO BHECEHHS 3MiH.

90. Haka3z  (posmopsypkeHHs)  ohOpMIISIETRCS  Ha  ONaHKy — Hakasy
(po3mopsikeHHs).  3MICT Hakazy (pO3MOPSKEHHS) KOPOTKO BHKIIAJIAETHCS B
3aroJIOBKY, SKMW MOYMHAETHCS 3 mpuiiMeHHuka “IIpo” 1 ckiamaeTbes 3a JOMOMOIOI0
BigmiecniBHoro imeHHuka (“IIpo 3arBepmkenns...”, “IIpo BBemenus...”, “Ilpo
CTBOpEHHS...”,) abo IMECHHHKA (“IIpo HiACYMKH...”,

“ITpo 3axoau...”).

91. Texkcr Hakazy (PO3MOPSIKEHHS) 3 MUTaHb OCHOBHOI JISJIBHOCTI YCTAaHOBHU
Ta 3 aJAMIHICTPATUBHO-TOCHOJAPCHKUX MUTaHb CKJIAAA€TbCcs 3 JBOX YacTUH —
KOHCTaTy104oi (mpeamOyJin) 1 po3mopsiIdoi.

Y KOHCTaTyro4Yiil YacTWHI 3a3HAYAIOThCS IiJICTaBa, OOTPYHTYBaHHS ab0 MeTa
BUJIAHHS Haka3y. 3a3HadueHa YyacTMHA MOKe MouuHartucd 13 ciiB “Ha Bukonanus”, “3
MeTOI0” TOIIO. SIKIO JOKYMEHT BMJA€ThCS Ha TiJICTaBl I1HIIOTO PO3MOPSTIOTO
JIOKYMEHTa, y KOHCTaTyIOUlll YacTHHI 3a3HAYaloThCs Ha3Ba BUIY LbOTO JOKYMEHTa,
Horo aBTOp, Aara, HOMEp Ta 3arojioBoK. Kpamka B KiHIII KOHCTaTyl4oi YaCTUHU HE
CTaBUTHCA.
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Posnopsinua  wactuHa Haka3dy nouuHaeTbess 13 cioBa  “HAKA3VIO”,
posnopspkeHHsT Moke mounHatucs 13 cioBa “30BOB’A3VYIO”, skxe apykyerbcs 3
HOBOTO Psi/IKa BEIMKUMH JIiTepaMu 0e3 BiICTYIy BiJ] JIBOTO IMOJ 1 JIAMOK, MiCIsl 4OTO
CTaBUTHCS JBOKPAIIKA.

Poznopsinua yacTrHa MOJISETHCS HA MYyHKTU 1 MIANYHKTH, AKI HyMEpPYIOTbCA
apabcekumu 1udpamMu. Y KOXKHOMY IyHKTI TOBUHHI OyTH 3a3HayeHl BHKOHABII
(cTpykTypHI Tigpo3ninu abo KOHKpETHI mocanaoBi (cimyk00Bi) ocoOu), KOHKPETHI
3aBIaHHs (JOPYYEHHs) 1 CTPOKM iX BUKOHAHHA. BUKOHaBII MOXyTh OyTH Ha3BaHi
TaKOXX y3arajbHEHO, HAMPUKIAA: “TOJOBaM pPAaMOHHHMX JACPKaBHUX aJMIHICTpaIii’,
“HavalbHUKAM CTPYKTYPHHUX MiAPO3ILTIB”.

[Ipu upoMy, SK MpPaBUIO, HE 3aCTOCOBYETHCS HAMMCAHHS HEKOHKPETHUX
JIOpY4YeHb, SKI MICTATh CJOBa: “TPUCKOPUTH, “‘NOMNmUTH”’, “aKTUBI3yBaTH,
“3BepHYTH yBary’’ TOLIO.

92. Sxmo  HakazoM  (PO3MOPSDKEHHSIM)  BIAMIHSIETBCA  TOMEPEAHIN
PO3MOPSIIYNIA JOKYMEHT, Y pO3MOPAAYIA YaCTHHI 3a3HAYAETHCS MYHKT, SIKUH TOBUHEH
NOYMHATHCA 13 CTiB: “Bu3HaTH TakuM, 1110 BTPATHUB YNHHICTD,...”

3MiHM, IO BHOCATHCA 0 Hakazy (PO3MOPSIKEHHS) O(QOPMIISIOTHCS OKPEMUM
Haka3oM (PO3MOPSIKEHHSIM), SIKMM TTOBUHEH MaTH Takui 3aroioBok: “IIpo BHeceHHs
3MIH J0 Haka3y (pO3MOpsJKEeHH:)...” 13 3a3HaYCHHSM JaTH, HOMEpa, Ha3BU BUIY
PO3MOPSITIOTO TOKYMEHTA, A0 SKOTO BHOCATHCS 3MiHM. Po3mopsaua yacTHHA Hakaszy

(pO3MOPSIIKEHHS) TOYMHAETHCS 3 TAKOTO MYHKTY:
“1. BHecTu 3MiHM 10 HaKa3y (po3MopsKeHHs)” .

Hami oxkpeMum# TIANYHKTaMH (OPMYJIOIOTBCS 3MIHH JI0  PO3MOPSIYOTO
JIOKYMEHTa, HAITPUKJIIa/I:

“l) myHKT 2 BHKJIACTH B TaKkiil pegakuii: ...”
“2) MyHKT 3 BUKJIIOYHUTH ;
“3) ab3am qpyruii MyHKTY 4 JOMOBHUTHU CJIOBaMH ...”

SIKI10 3MIHU JI0 pO3MOPSATIOTO JOKYMEHTa 0(hOPMIISIOTHCS Ha OKPEMOMY apKYyIIIi
(apkymiax), B TepHIOMY IYHKTI PO3MOPSAYO0l YACTUHH HaKazy (pO3MOPSIKEHHS)
3a3HAYAETHCA:

“l) Buectu 3miHu A0 ... (10Aat0THCS)”.

93. OcraHHI} MYyHKT PO3MOPAIYOi YACTUHU Yy pa3l MOTpeOH MOKE MICTUTHU
pillleHHs PO MOKJIAJICHHS Ha CTPYKTYPHUHN MiAPO3AiT ab0 mocaaoBy ocoly (pyHKIiH 3
KOHTPOJIIO 32 BUKOHAHHSIM Haka3y (pO3MOPSAIKEHHS).

94. Jlo wHaka3iB (poO3MOpS/KEHb) HE MOXKE BKJIOUaTucs MyHKT ‘‘Haka3
(pO3MOpSIKEHHS) JTOBECTH JO BioMa...”. YCTaHOBHU, IX CTPYKTYpHI MiApO3JILiH,
nocaioBi (Ciryx00Bi) 0cOOH, 0 BijoMa SIKUX JOBOAMTHCS Haka3 (PO3MOPSIKECHHS),
3a3HAYAIOTHCS Yy TOKAXKYMUKY (CIUCKY) PO3CHIIKH, SIKUW yKIaaad TOTy€E pPa3oM 3
MPOEKTOM PO3MOPSAYOrO JOKYMEHTa 1 mepefae 10 CIOy>KOM MUTOBOJICTBA TICHS
HiAMUCAaHHS TAKOTO JOKYMEHTA.

95. Haka3u (po3mops/KEHHS) 3 KaJApOBUX TNUTaHb (0COOOBOTrO CKIIAY)
0hOpMIISIFOTBCST Y BUTJIAI 1HAMBIAYaJIbHUX 1 3BeICHMX. B 1HAUBIIyadbHUX HaKa3ax
(pO3MOPSIKEHHSX) MICTUTBCS 1H(pOpPMAITlisS PO OAHOTO TMpaIliBHUKA (CIIBPOOITHHUKA),
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y 3BEACHMX — MPO KIJIbKOX, HE3AJEKHO Bl TOrO, SIKI YNPABIIHCHKI PIIIEHHS OO0
HUX NPUAMAIOThCs (MPUHHATTS Ha poOOTY, NIPU3HAYEHHs Ha MOCaay, IEPEBEACHHS Ha
1HIIY TIocay (poOoTy), 3BUTBHEHHS TOIIIO).

96. 3MicT IHOUBIAYadbHOTO Hakazy (PO3MOPSKEHHS) 3 KaapOBUX IHTAaHb
(0cobOBOTO CKIaay) CTHCIO BHUKIANAETHCS B 3aroJIOBKY, SKHW TOYHMHAETHCS 3
npuiiMeHHrka “TIpo” 1 cCKiIamaeTbcsl 3a JOMOMOTOK BIJIIECTIBHOTO 1MEHHHKA,
Hanpuknaza: “Ilpo npusHaueHHd... 7, “llpo mpuiHATTA... 7. Y 3BEAEHHMX HakKazax
(pO3MOPSIIKEHHAX) MOXE 3aCTOCOBYBAaTUCh Y3arajJbHEHUM 3arojlOBOK, HANPUKIALI:
“ITpo xamgposi mutanus”, “IIpo ocoGoBuii ckmam”.

97. V¥ Tekcti HaKa3iB (PO3MOPAKEHB) 3 KaIPOBUX MUTaHb (0COOOBOTO CKIANy),
SIK TPABUJIO, KOHCTATyl0Ua YaCTHHA HE 3a3HAYAETHCS, KPIM BUIAIKIB MPU3HAYCHHS HA
nocaay a0o 3BUIBHEHHS 3 MOCaau KePIBHUX IMPalliBHUKIB OPraHOM BHUILOTO PiBHS a00
3a IHIIOK MpOILEeayporo. Y TakoMy pasl B KOHCTaTYHOUiil YacTHHI HaBOJIUTHCS
NOCWJIaHHA Ha BIANOBIAHWNA TPABOBUM aKT OpraHy BHUIIOTO pIBHA Yy Takid
MOCJIIZIOBHOCTI: BUJ] aKTa, HOTO aBTOP, JaTa, HOMEp, MOBHE HAMEHYBaHHSI.

98. Po3nopsmua yacTHA Hakasy (pO3MOPSKEHHS) MOYNHAETHCS, SIK MIPABHIIO,
3 miecioBa y dopmi indinitusy: “IIPUUHATIA”, “TIPUSHAUYNTH” “TIEPEBECTU”,
“3BUIBHUTHU”, “BIAPAAUTHN”, “HAHATU”, “OIOJIOCHUTU” tomo. J[ami
3a3HAYAIOTHCS BEJIMKHMMHM JIITEPAMH TPI3BHUINE IPAIliBHUKA, HA SIKOTO TOIIUPIOETHCS
Tist HaKazy (pO3MOPSKEHHS), 1 MAIUMHU — IM’s, O OAaTHKOBI MpaIliBHUKA Ta TEKCT
Hakazy. Y 3BeleHUX HakazaxX (PO3MOPSHKCHHSX) MPI3BHUINA OCI0 y MeXaxX MyHKTIB
PO3MINIYIOThCS 3a aliaBITOM.

99. 'V nHakazi (po3mopsKEHHI1) PO Mpu3HaueHHs a00 3BUILHEHHS MpalliBHUKA
3a3HAYA€ThCSA MOBHA JlaTa (YUCIO, MICSIb, piK) (AKTUYHOTO BUXOAY MpalliBHUKA Ha
poboTy (NpPUMMHEHHS TPYAOBUX BIAHOCHH), PO3MIPH HOTrO IMOCATOBOTO OKIAIy
BIJIMOBITHO JI0 IITaTHOTO PO3IMHUCY, HAJ0ABOK Ta JOTLIAT.

100. V 3BeneHux Hakazax (pO3MOPSAHKEHHSAX) 3 KaJpOBHX MHUTaHb (0COOOBOTO
CKJaxy) A0 PO3MOPSAYOi YACTUHU BKJIIOYAETHCS 1H(OpMALA, IO PO3MILLYETHCS Y
Takiil MOCHIZOBHOCTI: NPUUHATTS HAa poOOTy (CiyxOy), MepeBeleHHs, 3BUIbHEHHS.
[Ipu mpoMy 70 OJHOTO 3BEACHOTO HaKa3y HE MOKE BKJIOYATHCS 1HDOpMaIlisd, sSKa
3TiJTHO 13 3aKOHO/IaBCTBOM Mae€ Pi3H1 CTPOKU 30epiraHHsl.

101. ¥V KkoXHOMY TIIyHKTI Haka3zy (pO3HOPSIKEHHsS) 3 KaJpOBUX IHUTaHb
3a3HavYa€ThCA MIJCTaBa 00 HOTO BUAAHHS (3asBa MpalliBHUKA, KOHTPAKT, JOTOBiIHA
3aMucKa, pileHHs aTecTaliifHol KOMICIi TOIIO).

102. ITixg yac o3HallOMIICHHS 3 HAKa30M (PO3MOPSIKEHHSIM) 3TraJJaHIMH Y HbOMY
ocobamMu Ha MepIIOMY MPUMIPHUKY Hakady YU Ha CHeliaibHOMY OJaHKy
IPOCTABJIAIOTHCSA iX MIJIUCH 13 3a3HAUYEHHSM J1aTH O3HAHOMIIEHHS.

103. CrinbHuI Haka3 (PO3MOPAKEHHS) YCTAaHOB OJHOTO PIBHS O(QOpMIISIETHCS
Ha YUCTHUX apKyuax nanepy dopmary A4 (210 x 297 minmimerpiB). epxaBuuii ['epo
VYkpainu mig yac oQopMIIeHHS TAaKWX Haka3iB HE BIATBOPIOEThCA. HalimeHyBaHHS
YCTaHOB PO3MIIIYIOTHCS HAa OJJHOMY PIBHI, a Ha3Ba BUIY JOKYMEHTa — IOCEPEIMHI.
Jlata cninpHOTO Hakasy (PO3MOPSHKCHHs) TOBHHHA OyTH €IMHOI0, BiANOBIIATH NAaTi
OCTaHHBOTO TIJANUCY, a PEECTPALIMHUN 1HAEKC JOKYMEHTa — CKJIaJaTucs 3
peecTpaliiHuX 1HJEKCIB, sIKI MPOCTABJSAIOTHCS Yepe3 MPaBOOIYHY MOXHUIY PHUCKY B
MOCIIITOBHOCTI IMIJIMUCAaHHSl Haka3y KepIBHMKaMHU YCTaHOB. Po3mopsgya yacTuHa
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nounHaeThes 13 cioBa “HAKA3ZYEMO” (“30BOB’A3YEMO”). Ilinnucu KepiBHUKIB
YCTAHOB PO3TAIIOBYIOThCS HIDKUE TEKCTy Ha OJHOMY PIiBHI 1 CKPITUTIOIOTHCS
repOOBUMU MEYaTKaMH IIUX YCTAHOB.

KinpkicTe OpUMIPHHKIB  CHUIBHMX  Haka3iB  (PO3MOPSKEHb) IOBHHHA
BIJIMOBIIaTH KIJILKOCTI YCTAHOB, 110 1X BUIAIOTh.

104. ITopsnok MiATOTOBKM Haka3iB HOPMATHUBHO-TIPABOBOIO XapakTepy, SKi
OiIATaloTh JAepKaBHIM peecTpanii B MiH’10CTi, HOr0 TEpUTOpIaIbHUX OpraHax,
BU3HAYAETHCS 3aKOHOIaBCTBOM.

105. Haka3u (po3nopsiikeHHsI) HyMEPYIOThCS Y TIOPSIKY iX BUIAHHS Y MEXKax
KaJleHAApPHOTO  POKY; Haka3u (pO3MOPSJKEHHS) 3  OCHOBHOI  JiSUTBHOCTI,
aJMIHICTPAaTUBHO-TOCIIOAPCHKUX MUTaHb Ta 3 KAJAPOBUX MUTaHb (0COOOBOTO CKIIATY)
MaloTh OKPEMY MOPSAKOBY HyMEPALIitO.

106. Komii Haka3iB (pO3MOPSIKEHb) 3aCBIIUYIOTHCS CIYKOOI0 NUJIOBOJICTBA UM
KaJpOBOIO CITy’)KOOI0 1 HAJACHJIAIOTHCSA 3alHTEPECOBAHMM YCTaHOBaM, IOCAZOBUM
ocoOam, mpariBHUKaM. CIIUCOK PO3CUIIKH CKJIQJA€ThCS 1 MIAMUCYETHCS MPAIliBHUKOM,
KWW WOTO CKJIAB.

IIpomoxkoau

107. ¥ mnporokomnax ¢ikcyerbes iHoOpMalis mpo XiA BEACHHS 3acilaHb,
MPUNHATTS B YCTaHOBaX PIIIEHb KOMICISIMHU, JOPaTYMMHU OpraHaMu, 300pamMu TOIIIO.
[IpoTokon ckilamaeTbcsi Ha TIACTaBl 3amUCIB, 3pOOJICHHX Oe3mocepeqHbo Mia Yac
3aciiaHb, MOJaHUX TEKCTIB Ta T€3 JOMOBiJel 1 BUCTYMIB, JOBIJIOK, MPOEKTIB PillleHb
TOIIIO.

108. IIpoTokoau MOXyTh CKJIaaaThcs B TOBHIA abo cruchid dopmi. VY
MPOTOKOJIAX, CKIAJCHUX y CTHCIIN opmi, GIKCYIOThCS JIMIIE TIPUMHSTI PILICHHS, a HE
X171 0OrOBOPEHHS MUTAHHS.

109. TIpotokon odopmisieTbes Ha OJaHKY TPOTOKONY (32 HAsABHOCTI TaKOro
6manky) abo Ha 3arajibHOMY OJaHKY YCTaHOBH, a y pasi, KoJiu OJIaHKH He nepen0adeHi,
— Ha yucToMy apkymi namepy ¢opmary A4 (210 x 297 miniMeTpiB) K 3 KyTOBHUM
(mepeBaXkKHO), TakK 1 3 MO3J0BXKHIM pO3TallyBaHHSIM PEKBI3HTIB.

110. JlaToro mpoOTOKOMY € JaTra MpOBEACHHS 3acimaHHsA. SIKImo 3acimaHHs
TPUBAJIO KiJbKa JAHIB, TO Yepe3 THpPE 3a3HAYAlOThCA TMEPIIUA 1 OCTaHHIN JIeHb
3acijaHHs.

111. Homep (iHAEKC) MPOTOKOJY MOBUHEH BIJMOBIIATH TOPSJIKOBOMY HOMEPY
3acimanHs. Hymepaiiisi mpoTOKOJIIB BEEThCS B MEKaxX KaJICHIAPHOIO POKY OKpEeMO 3a
KOXKHOIO TPYIMOI0 MPOTOKOJIB 3acCiaHHA BIJIMOBIAHOTO KOJIET1aJbHOTO OpraHy:
KOJIerii, TeXHIYHUX, HAYKOBUX, €KCIIEPTHUX KOMICIH, pag TOmio. Y PEKBI3UTI “MicIie
3acilaHHs” 3a3HAYa€ThCs Ha3Ba HACEJIICHOTO MYHKTY, B IKOMY B1J10YJIOCS 3aCiJaHHS.

112. 3aronoBok 10 TEKCTY MPOTOKOJIy TMOBHHEH Bi0Opa)kaTH BHJ 3acCilIaHHS
(Hapana, 300pu, KoH(pepeHils TouE) ado KoJeriaabHOI MISIBHOCTI (KOMICis, paja,
KoJIerisi, poOoya rpyma ToIio) 1 BKJI0YaTH Ha3By BUY JOKYMEHTA.

113. TekcT NpoOTOKOIIY CKIIAIa€ThCs 3 BCTYITHOI TA OCHOBHOI YaCTHH.
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114. ¥V  BerynmHii  4YacTMHI  HPOTOKONY — 3a3HAYyalOThCsl  MpI3BUIIA  Ta
1Himanm (1Himiana iMeH1) ToJ0BH ab0 TOJOBYKOYOTO, CEKpETaps, 3alpOIICHUX, a TAaKOXK
MPUCYTHIX 0Ci0.

VY choucKky NOpUCYTHIX 3a3HAYalOThCA B al(aBITHOMY TOPSAIKY CIOYATKY
Npi3BUINA Ta IHINIAJA TPHUCYTHIX TOCTIMHUX YICHIB KOJETiaJIbHOTO opraHy 0e3
3a3HAYEHHS IOCaJ, MOTIM — 3ampoIlIeHuX Ooci0 13 3a3HAUEHHSM MOcaj Ta y pasi
notpeOu HallMEeHyBaHb YCTaHOB. SIKIIO KUIBKICTh MPHCYTHIX mepeBuurye 15 ocib,
3a3HAYAETHhCA iX 3arajgbHa KUTBKICTh 3 TIOCHJIAHHSM Ha CIUCOK, IO JOJA€ETHCS [0
POTOKOITY.

BerynHa wacTuHa BKIIIOYA€E MOPSAIOK JEHHUN — MEpenik po3rJIsSHYTUX Ha
3acijaHHI THUTaHb, UIO0 PO3MIIIEHI y NOPSAKY IX 3HAYYNIIOCTI 13 3a3HAYCHHSIM
JIOTIOBiZ]aya 3 KOXKHOTO MUTaHHA. [lopsiiok NeHHW MaeThCcs HAMPHUKIHII BCTYITHOI
YaCTUHM.

Cnosa “llopsmok AEHHUN” NPYKYIOTBCS BiA MeXI JIBOTO TMOJISA, MICHsS HHX
CTaBUThCA JABOKpanka. KokHe mnuUTaHHS HyMepyeTbcs apaOCbKuMHM LudpamMu 1
IpyKyeTbes 3 ab3amy. PopMyBaHHS MUTaHb y MOPSAKY JE€HHOMY IOYMHAETHCS 3
npuiiMenHuka “I1po”.

115. OcHOoBHAa YacTHMHA TPOTOKOIY CKIAAAETHCS 3 PO3IUTIB, SKI IOBHHHI
BIIMOBIIATH TYHKTaM TMOPSAKY JeHHOro. Po3aimm HyMmepyroThCcs apaOChKUMHU
ugpamu 1 OyAyIOThCS 32 TAKOIO CXEMOIO:

CIVXAJIIM — BUCTYIIMJIIM —  BHUPIIIWIM  (YXBAJIWJIN,
I[TOCTAHOBWJIN).

3a3HaueHi CJIOBA JIPYKYIOThCS BETUKUMHU JIITEpaMu 0€3 BIACTYITY BiJ MEXI1 JIIBOTO
noJist. [Ticist ciiiB cTaBUTHCS IBOKpAIKa.

116. Ilicns cnoBa “CJIIVXAJIM” 3a3HavaeTbcss TEKCT BHUCTYIy OCHOBHOTO
nonoBigava. [Ipi3Buie Ta iHimianu (iHiaa iMeH1) KOKHOTO JTOMOBIada IPYKYIOThCS
3 HOBOTO psJika. TEeKCT BUCTYIy BUKJIAIA€ThCA y TPETiH 0c001 OJTHUHHU.

Texctn abo Te3u NOMOBIAI Ta BUCTYMIB, OPOPMIICHI K OKPEMi JOKyMEHTH, J0
TEKCTY MPOTOKOJIy HE BKIIOUarOThCA. Ilicas BimomMocCTeil mpo AOMoBijavya CTaBUTHCS
TUpe 1 3a3Ha4aeThes: “TeKcT AomoBial (BUCTYMY) JOAAE€THCS 10 TPOTOKOIY .

117. Ticasa cnoa “BUCTYIINJIN” dikcyroThCsi BUCTYIH THX OCIO0, SIKI B3SUTH
ydacTh B 0OroBopeHHi jomoBimi. Bucrtynum odopmisioTecss y mpoToKoni i3
3a3HA4YCHHSIM 10CaJl, MPI3BUIL Ta 1HILIAIIB (1HILIATY 1MEH1) IPOMOBIIB Y HAa3UBHOMY
BIIMIHKY, a TaKOXX 3 BHUKJAJCHHSM 3MICTy MHUTaHHS Ta BIAMOBIAEH HAa HHOTO. 3MICT
BUCTYTIB BUKJIAJIAETHCS BiJ] TPETHOT 0COOM OJHHUHH.

118. ITicna cmosa “BUPIIIAIIN” (“YXBAJIMIIN”, “TIOCTAHOBWJIN”)
(diKcyeTbCs NpPUUHATE PIIIEHHS 3 OOrOBOPIOBAHOTO MUTAaHHSA MOPSAAKY JIEHHOTO.
Pimennst moBuHHE OyTH KOHKPETHHUM 1 BKJIFOUATH CKJIAJOBI, 1[0 BIAMOBIIAIOTH HA TakKi
MIUTaHHS: KOMY, 1110 3pOOUTH 1 B IKHI CTPOK.

PimeHHs, mo MICTATh KUIbKa MUTaHb, MOAUISIOTh HA MYHKTH 1 MIAMYyHKTH, SK1
HyMepyIoTbcs apabcbkumu 1 pamu. [linmyHKTH HyMepyoThesa LudpaMu 3 JyKKOO.

119. V pa3i konu Ha 3acilaHHI NPUIAMAETHCS PILIEHHS PO 3aTBEPAKEHHS
JIOKYMEHTa, SIKMM OOTOBOPIOBABCSA Ha 3acijaHHl, ILEW JOKYMEHT JOJAEThCA 10
IPOTOKOJIY 1 B HhOMY POOHUTHCS MOCHIAHHS Ha HOMEP 1 JaTy MPOTOKOIY. 3a HasBHOCTI
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IHIIUX JTOKYMEHTIB, 110 PO3TJIAaIucs Ha 3aciiaHHl Ta pakT oOroBOpeHHs SKUX 0yJIOo
3aIKCOBAaHO Yy TEKCTI MPOTOKOJy, BOHH HYMEPYIOThCA apaOChKUMU LHU(ppamMu
(domaroxk 1, logatok 2). Y BiANOBITHUX MMyHKTAaX MPOTOKOJY POOUTHCS MOCUTIAHHS Ha
1l JOJATKH.

PexBizut “BinMiTka mpo HasSBHICTH JOAATKIB HAMPHUKIHII TEKCTY MPOTOKOIY HE
3a3HAYAETHCS.

120. TIpoTokoJ MiAMUCYETHCS TOJOBYIOYHMM Ha 3aCiIaHHI KOJIET1aJIbHOTO OpraHy
Ta CEKPETapeM.

121. Jleski mpoTOoKONMHM 3aciflaHb (TEXHIYHMX KOMITETIB, METOJUYHUX,
€KCIIEpTHUX, HAYKOBHUX paj 1 KOMICIH TOIIO) MIJUISTal0Th 3aTBEP/HKEHHIO. Y TaKOMy
pasi IpOTOKOJ MOBUHEH MaTu Irpud 3aTBEPIKCHHS.

122. Komii mpoTokojiB a0 BUTATH 3 HHUX 3aCBIMYYIOTBCS TEUATKOKO CITYXOU
JUIOBOJICTBA 1 HAJACWIAIOTBCS y pa3l MOTpeOM 3aiHTePECOBAaHMM yCTaHOBaM,
HI0CaIOBUM 0c0o0aM, rpamniBHuKaM. CIIMCOK PO3CHIIKH CKJIJIa€ 1 MiIMUCYE CeKpeTap.

Cnyocoo6i nucmu

123. Cny>x00Bi1 JIMCTH CKIQJalOTbCA 3 METOI OOMiHY iH(OpMaLi€0 MiX
yCTaHOBaMH SIK:

BI/IMOBIAI MPO BUKOHAHHS 3aBJaHb, BH3HAUEHUX B aKTaxX OpPraHiB Jep>KaBHOI
BIaJM, oOpraHiB Biaau ABTOoHOMHOI PecnyOmiku Kpum, nopydeHHSIX BHUIIHMX
II0Ca0BHX 0OCi0;

BIJIMIOBIZII Ha 3aIUTH, 3BEPHEHHS, a TAKOXX KopecnoHiaeHiiro BepxoHoi Pamu
Ykpainu;

BIJINIOB1/Il HA BUKOHAHHS JIOPYYE€Hb YCTaHOB BHUILOTO PiBHS;

BIJIMTOBI/Ii HA 3aITUTH 1HIIIUX YCTAHOB;

BIJIMTOBI/Ii HA 3BEPHEHHS TPOMA/ISH;

BIJIMTOBIJIi HA 3aITUTH HA 1HPOPMAITiLO;

1HII[IaTUBHI JIUCTH;

CYTNPOBiHI JIUCTH.

124. Cnyx60Buii mucT 0GOPMIISETHCS HA CIELIaTbHOMY JJIsi JIUCTIB OJIaHKY
dopmary A4 (210 x 297 MuniMeTpiB). SKIIO TEKCT JMCTA HE NMEPEBUIILYE CEMU PAJIKIB,
BUKOPHUCTOBYIOTH Os1aHK hopmaty AS (210 x 148 mimimeTpiB).

125. Jluct mae Taki PEKBI3WUTHU: JaTa, PEECTpalliiHUM 1HACKC, MOCUJIAHHSA Ha
peecTpariiHuid 1HAEKC 1 JaTy JOKYMEHTa, Ha SKHH J1aeThCs BIATOBIAbL, aapecar,
3arojIOBOK J0 TEKCTy, TEKCT, BIAMITKa MpO HAasABHICTh A0AaTKiB (y pasi motpeln),
M1IKC, BIAMITKA PO BUKOHABIIA.

JlaToro nmcra € pmara HOro MiANMCAaHHS, SKa MOBHHHA 30iraTucs 13 JaToOO
peecTpailli BUXiIHOI KOPECIIOHACHIIIT y CITy>K01 A1JI0BOJICTBA.

Jluct, opopminenuii Ha O6manky gopmary A4 (210 x 297 miniMeTpiB), TOBUHEH
MAaTH 3aroJI0BOK JI0 TEKCTY, IO BIJTMOBIIa€ HA MUTAHHS “TIpO 1107,

126. OCHOBHMM PEKBI3UTOM CITy>KOOBOTO JINCTa € TEKCT, [0, SK IMPaBHIIO,
CKJIQZIAE€ThCS 3 IBOX YAaCTHUH. Y TEPINiid YaCTUHI 3a3HAYAEThCS MPUUYMHA, ITiJIcTaBa abo
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OOTpYHTYBaHHS ITOTOBKH JINCTA YW HABOMATHCS IMOCWJIAHHS Ha JIOKYMEHTH, IO
Oynu mincTaBor Ui WOTO CKIaAeHHsA. J[lpyra dacTMHAa BKIIIOYAa€ BHCHOBKH,
MPOIO3ULIiT, TPOXaHHS, PIIEHHS TOIIO, K1 PO3MIILYIOTHCS 3 a03ally.

127. SIx mpaBui0, y TUCTI HOPYIIY€ETHCS OJTHE MUTAHHS.

TekcT aucTa BUKIAJAETHCS BiJl MEPIIOi 0COOM MHOXKHWHU 3 BUKOPHUCTAHHSIM CIIIB:
“IpPOCUMO TOBIIOMUTH...” “pO3’SICHIOEMO, 110...” a00 BiJ TPEThOI 0COOW OTHUHU —
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“MiHICTEpPCTBO 1HPOPMYE...”, “yIpaBliHHS BBaXKa€ 3a JOLIbHE .

Sxmo TUCT ckiIaneHo Ha OJaHKY TOCamoBOi OCOOHM, TEKCT BHKIIAIA€THCS BiJ
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nepiioi 0coou OJHUHA — “Tporry...”, “Hpornonyto...” .

Cmyx00B1 JTUCTH MIANUCYIOTHCS BIAMOBIAHO 10 MyHKTY 52 1€l [HCTpykiii.
['epOoBoOIO MEUaTKOIO 3aCBIAUYIOTHCS JUIIIE TAPAHTIHHI JTUCTH.

128. Cnyx00BHIl JUCT Bi3y€ MpaIliBHUK, SKUH CTBOPUB TOKYMEHT, KEPIBHUK
CTPYKTYPHOTO MiAPO3ALTY YCTAaHOBH, B IKOMY HOTO CTBOPEHO, y pa3i moTpedu (Ko B
JUCTI  MOPYUIYIOTbCSI ~ BAXKJIMBI  Ta  NPUHIMIOBI  MUTaHHS) —  KEPIBHUKHU
3alHTEPECOBAHUX CTPYKTYPHHUX MIAPO3JUIIB YCTAHOBH, & TAKOX 3aCTYyIHUK KEPiBHUKA
YCTAaHOBH BIAMOBITHO 10 (YHKIIOHATHLHUX OOOB’S3KIB (SKIO JUCT TOBUHEH
HiJMUCYBaTH KEPIBHUK YCTAHOBH).

JIokyMeHTH 710 3aciJilaHb KoJIeTiaJbHUX OpraHiB

129. TlinrotroBka Ta oGOpMIIEHHS JOKYMEHTIB JIO 3acilaHb KOJIeTiaJbHUX
OpraHiB TPOBOIATHCA 3 METOK 3IMCHEHHS TOBHOBaXKEHb, TEPEN0adeHUX
MOJIO)KEHHSIMU TIPO 111 KOJIeTiaJibHI OpraHu.

130. 3aciganHsi  KOJETiaJIbHUX  OpraHiB  MPOBOASATHCA  BIANOBIIHO 10
3aTBEpPKEHUX TIIaHIB iX poOOTH Ta y pa3i moTpedu.

VY miani poOOTH KOJIETIaJBbHOIO OpraHy 3a3Ha4yaloThCsl MUTAHHS, 10 MMOBHHHI
po3risaaTucs, gaTa po3risdy, Mpi3BuIle, iHIIamu (iHimiagx iMeHi) JomoBijgada Ta
HallMEHYBaHHS CTPYKTYPHOIO MiIPO3/LTY anapary KOJIEeTiaJbHOTO OpTraHy, KUl TOTye
JOKYMEHTH IS PO3TJSAYy TUTAaHHS KOJETiaJlbHUM OpPraHOM, CTPOK TIOJaHHS
JIOKYMEHTIB.

[TpoekT TiaHy poOOTH KOJICTiaIbHOTO OpraHy CKJIQJa€ThCsl CEKpeTapeM I[hOTro
oprany a0o IHIIOK IOCAJO0BOID 0CO000, sKa BIAMOBIAHO 10 CBOIX IOBHOBaXEHBb
3a0e3nedye Oprasizamiro poOOTH I[BOTO OpraHy 3 ypaxyBaHHSAM MPONO3ULIN
CTPYKTYPHHX IiIPO3/ILTIB.

KepiBHMKY CTPYKTYpHHUX MiAPO3UTIB anapary KOJETialbHOTO OpraHy 3aBYacHO
NOJAIOTh Ui BKJIIOUEHHS JI0 MJIaHy POOOTH KOJETIalbHOTO OpraHy MEpesiK MUTaHb,
Kl BOHM BBaXalOTh 3a HEOOXIJHE PO3IMVIAHYTH Ha Horo 3aciganHi. Jlo mepemniky
JOJAETbCS JIOBiKAa 3 OOTPYHTYBaHHSIM IIiJICTAB BHECCHHS MUTAHHS Ha PO3TIISA
KOJIETi1aJIbHOTO OpTaHy.

3aTBepHKEHUN KOJerialbHUM OpPraHOM IUTaH pOOOTH JOBOJUTHCS IO BiaoMa
YJICHIB KOJIET1aJIbHOTO OpraHy 1 KepIBHUKIB CTPYKTYPHUX MIAPO3ALUTIB HOTro amapary.
JlonaTkoB1 MUTaHHS 710 3aTBEPXKEHOTr0 IJIaHy poOOTH KOJIET1adbHOIO OpraHy MOXKYTb
OyTH BKJIIOUEHI 32 pillIeHHSIM Horo ronoBu. Cekperap KoJeriaabHoro oprany abo iHma
nocazioBa 0coba, sfika BIAMOBIAHO JO CBOIX NOBHOBa)XKEHb 3a0e3leuye OpraHizalliio
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poOoTH Takoro opraHy, 1H(QOpPMye BCIX WIEHIB KOJIETIAJIBHOIO OpraHy Ta
BIJIMOB1TAJIbHMX BUKOHABIIIB IIPO BHECEHI 0 IJIaHY 3MiHHU.

131. JIoKyMeHTH 3 MHUTaHb, IO BHOCATHCS Ha PO3IJIAL] KOJIETIaIbHOTO OpraHy,
MOBUHHI TI0JIaBaTUCS HE MI3HIIIE HIXK 3a IT'ATh JHIB JI0 3aCiIaHHs, a y pa3l IpOBEICHHS
103a4epProBOro 3acilaHHs — He TMi3HIIIe HDK 3a OJWH JIeHb. 3a3HA4€H1 JOKYMEHTH
MICTSITD:

JIOTIOBIAHY 3amMCKy, aapecoBaHy KoJerialpHOMYy opraHy (y pasi moTpedu), B
K1 TPYHTOBHO BUKJIAJICH1 MUTAHHS 3 BUCHOBKAMH 1 MPOIMO3HUIIISIMU;

MPOCKT pilieHHA (PO3MOPSHKEHHS, TIOCTAaHOBU) KOJIETIaJbHOTO OpTaHy,
3aB130BaHU KEPIBHUKAMH 3alHTEPECOBAHUX CTPYKTYPHUX MIAPO3IUTIB HOro amapary,
Ta JOKYMEHTHU JI0 HhOTO (QHATITHYHI JTOBIKU, TAOIUII, AlarpaMu TOIIO), 3aBi30BaHi ix
KEepIBHUKAMHU, a Y pa3i MoTpeOdu — MPOEKT HaKa3zy;

JOBIZIKY TIPO TOTOJKEHHSI MPOEKTY pillleHHs (PO3MOPSAIKEHHS, TOCTAHOBU) 13
3alHTEPECOBAaHUMH CTPYKTYPHHUMHU MiIPO31JIaMH YCTAHOBH Ta IHIIMMH yCTaHOBaMH;

CIUCOK 0C10, SIKI 3alpOIIYIOThCS Ha 3aC1IaHHs KOJIET1aJIbHOTO OpraHy;
1HIIT JOKYMEHTH, HEOOX1THI JJIsl PO3TJIsAy TUTaHb.

132. JlokyMeHTH, MiATOTOBJICHI JJIsl PO3TISAY KOJEriaJbHUM OpPraHOM, a TaKOX
OJIMH TIPUMIPHUK iX KOMii 30€piraloThCs y CEKpeTapsi KOJeriaJbHOro oprany abo
1HIIOT TI0CaJoBOi 0COOM, sIKa BIATOBIAHO JO CBOiX IIOBHOBaXXEHb 3a0e3meuye
oprasizaiifo pobOTH Takoro oprany, abo B MPOTOKOJbHIA YaCTHHI KOJETiallbHOTO
Oprany OKpeMo 3 KOXHOTO 3aCiJaHHS.

133. V pa3i mnpoBeneHHs 3aKpUTOrO 3acifaHHs KOJIEriaJlbHOTO OpraHy
(3aKkpUTOrO0 OOTOBOPEHHSI OKPEMHUX MUTaHb) MIATOTOBKA JOKYMEHTIB 31MCHIOETHCS 3
NOTPUMAHHSIM TOPSAKY PpOOOTH 3 JIOKyMEHTaMH, IO MICTATh iH(popMaIiio 3
00OMEKEHUM JOCTYTIOM.

134. 3a cBo€dacHy Ta HJICXKHY IMIJATOTOBKY JOKYMEHTIB JJIS TPOBEICHHS
3acijlaHb  KOJIET1aJlbLHOTO OpraHy BIANOBIAAIOTh KEPIBHUKH  3aiHTEPECOBAHUX
CTPYKTYPHHX HiAPO3/ALIIB anapaTy KOJETiaIbHOTO OpraHy.

135. Cekperap KoJeriaJlbHoro oprady abo 1HIIA T[ocajoBa ocoba, ska
BIJIMOBITHO JI0 CBOiX MOBHOBaXKEHBb 3a0e3leuye OpraHizaliilo poOOTH TaKOro OpraHy,
3I1HCHIOE KOHTPOJIb 332 CBOEYACHUM MOJAHHSIM JIOKYMEHTIB Ha PO3IJIS Ta MepeBipsie
iX Ha HASsIBHICTh Y MOBHOMY 00CSI31 Ta MPaBUJIbHICTh OOPMIICHHS.

JlokyMeHTH, TIoAaHl 3 TOPYLIEHHSM YCTAHOBJICHOTO TMOPSAKY 1 CTPOKIB, 10
PO3TIISY HE TPUIMAIOTHCA.

136. TIpoTOKON KOXHOTO 3aCiJlaHHsI KOJIETIAJIbHOTO OpTaHy CKIATAEThCS 3
ypaxyBaHHSIM BUMOT, 3a3Ha4eHUX y MyHKTax 107—122 uiei [HcTpykuii.

137. PimeHHsT KOJeErid yCTaHOB peali3yloThCsl NUISXOM BHJIaHHS HaKasiB
YCTaHOB, PO3MOPSKEHb KEPIBHUKIB YCTaHOB, SIKUMH BOHHM BBOJSTHCS B Jif0. Y pasi
noTpeOM BUKOHABISIM Ta YCTaHOBAM MOXKYThb HAaJCHJIATHCS KOMIl MPOTOKOJIB abo
BUTSTIB 3 HUX. BUTATH 3 mpoOTOKOIIB 0GOPMIIIOIOTHCS Ha BIAMOBIAHOMY ONaHKY 1
3aCBIIUYIOTHCS TIEYATKOIO CIIYKOU J1IIOBOJICTBA.
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JIOKYMEHTH PO CIy>KOOB1 BIAPSAIKEHHS

138. Cnyx00B1 BiApsAIKEHHS NPAI[iBHUKIB TiepeadadarThCs Yy TUIaHI POOOTH
YCTaHOBH.

VY pa3i BUHUKHEHHS NMOTpeOM y HampaBiieHHI NMpaliBHUKA Y BIAPSIKEHHS, HE
nepeadaveHe IMJIaHOM POOOTH YCTaHOBM, KEPIBHUKOM CTPYKTYPHOTO MiAPO3IiTY, B
SKOMY TpaIlo€ TPalliBHUK, TOTYEThCS JIOTOBIJHA 3alydcKa Ha 1M’sl KEepIBHHKA
YCTaHOBH a00 MOTo 3aCTYMHUKA, B SIKIH 3a3HAYAETHCS MPO T€, KyJIU, HA KU CTPOK, 3
KOO0 METOIO BIAPSIIXKAETHCS MPAIlIBHUK.

JlomoBigHa 3amMCcKa pa3oM 3 TPOEKTOM Haka3zy TMpO  BIAPSHKEHHS,
MirOTOBJICHUM BIAMOBIAHO A0 ab3amy apyroro mnyHkty 85 miei [HCTpykiii,
nepeaeTbesl KePiBHUKOBI YCTAHOBH, K MPABWIIO, HE MI3HINIE HDK 3a TPU 100U 10
TIOYATKY BiJIPSIKEHHS.

Jlnst peecTpaltii BiApsHKeHb BEAEThCS XKypHaT (101aTOK 8).

139. Tlicns moBepHEHHS 3 BIAPSHKCHHS MPAIIBHUK BIIMOBIAHO 10 TMOPSAKY,
BHU3HAYEHOT'O KEPIBHUKOM YCTAHOBH, TOTY€ y TPHJIEHHUN CTPOK MUCHMOBHI 3BIT a00
MOBIIOMJISIE  KEPIBHUKOBI CTPYKTYPHOTO TIAPO3ALIY MPO Pe3yJbTaTH BUKOHAHHS
3aB/IaHHS, a TaKOX IMOJa€ 3BIT MPO BUKOPUCTAHHS KOIITIB Y CTPOKU, BU3HAYEHI
3aKOHOJABCTBOM.

3BIT Mpo BIAPSIKCHHS (BUKOHAHHS 3aBIaHHS) 3aTBEP/KYETHCS KEPIBHUKOM
CTPYKTYPHOTIO MiJIPO3/LITy, 3BIT PO BUKOPUCTAHHS KOIITIB, HAJIAHUX HA BIIPSI>KEHHS,
BI3YETHCSI 3a3HAYEHUM KEPIBHUKOM, IIICISI 4YOTO TEPEeNaeThesi 10 OyXraiTepchbKoi
CITy>kO0U yCTaHOBHU.

II1. Opranizaiiisi JOKyMEHTOOOITY Ta BUKOHAHHSI IOKYMCHTIB

Bumorn mozo partionaizarmii JOKyMEHTOO0O0ITy

140. TokyMeHTOOOIT yCTaHOBU — II€ MPOXOJPKEHHS JTOKYMEHTIB B YCTaHOBI 3
MOMEHTY 1IX CTBOpeHHS a00 oOjepkaHHS O 3aBEpIICHHS BHUKOHAaHHSA abo
BIJIPABJICHHS.

JlokyMeHTH He3aleXHO Bif cmocoOy (ikcarmii Ta BiaTBOpeHHS iH(oOpMarii
IPOXOJATh 1 ONPAlbOBYIOTHCA B YCTAaHOBI HAa €JMHUX OpPraHi3allifHUX Ta MPaBOBHUX
3acajax oprasizaiii J0KyMEeHTOOOITy.

141. EdexTuBHa oprasizaiis JOKyMEHTOO0Iry nepeadavae:
MIPOXOJKEHHS JOKYMEHTIB B YCTAaHOBI HAMKOPOTIIMM HUISIXOM;

CKOPOUYCHHSI KIJTBKOCT1 1HCTAHIIIM, O SIKUX TOBHUHHI HAAXOAUTH JTOKYMEHTH
(HampwKIaMd, M1 Yac MOTOHKEHHS );

OJTHOPA30BICTh ONepalliil 3 ONpamioOBaHHs JOKYMEHTIB, YHUKHEHHS JyOJIOBaHHS
i yac poOOTH 3 HUMU;

[EHTpaTi3alliio, 30CEepe/UKEHHS  3AIMCHEHHS  OJHOTHUIIHUX  OMlepamii 3
JIOKYMEHTaMH B OJTHOMY MICIIi;
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palioHaJIbHE PO3TallyBaHHS B YCTAHOBI CTPYKTYpPHHUX MIJPO3AUIIB 1 POOOUMX
MICIIb.

142. Tlopsaok JOKYMEHTOOOITY perjJaMeHTY€TbCS 1HCTPYKIIEI0 YCTaHOBH,
periaMeHTaMu pPOOOTH YCTaHOBH, TOJOKEHHSAMHU TPO CTPYKTYPHI MiAPO3ALIH,
MOCaJOBUMU IHCTPYKIIISIMHU.

143. OcobnuBOCTI OpraHizailii eJIeKTPOHHOTO JOKYMEHTOOOIry BHU3HAYAIOTHCS
IHCTPYKIIIEI0 YCTAHOBU 3 YpaxyBaHHAM BHUMOT HOPMATHUBHO-TIPABOBHUX AaKTIB y Wil
cdepi, MmO MarOTh BUIILY IOPUANYHY CHIy, a TaKOXX XapaKTePUCTUK TEXHIYHHX 1
MporpaMHUX 3ac00i1B, 110 GYyHKIIIOHYIOTh B YCTaHOBI.

VY pa3i BOpOBaKEHHS B YCTaHOBI CHCTEMHM aBTOMAaTH3allii JiIOBOJCTBAa abo
CUCTEMH EJIEKTPOHHOTO IOKYMEHTO00Iry ciry0a I1JI0BOCTBA Pa3oM i3 CTPYKTYPHUM
MIIPO3/170M, IO BIJIMOBIA€ 32 aBTOMATHU3allil0, PO3po0Jisie€ perJaMeHTH POoOOTH 3
JIOKYMEHTaMH B €NIEKTPOHHIH QopMi.

144. Opranizaiis T0KyMEHTOOOITY y pa3i 3acTOCyBaHHS 3ac00iB aBTOMaTH3aIlii
JIJIOBOJICTBA TMOBUHHA 3a0€3MEUUTH CyMICHICTh TPAIUIIMHOTO Ta aBTOMATH30BaHOTO
crocoOy OMpalfoBaHHS JIOKYMEHTIB 13 MOMUIMBOCTSIMU 3acO0IB  aBTOMAaTH3allii
JJIOBOJICTBA.

O06mik 00cATY JOKYMEHTOOOITY

145. OO6csAr MOKYMEHTOOOITY yCTaHOBHM — II€ CyMapHa KUIBKICTh OTPHUMaHUX
(BX1IHUX) 1 CTBOPEHUX B YCTaHOBI (BHYTpIIIHIX, BUXIAHUX) JOKYMEHTIB 3a TMEBHUMN
nepion (KBapTai, pik).

146. IligpaxyHOK KITBKOCTI JOKYMEHTIB 3IACHIOETHCA 3a peeCTpariiHUMHU
dbopmamMu B MICIISIX IX peecTpariii.

3a oauHMIIO OONIKYy OepeTbcs JOKYMEHT. PO3MHOXEHI NpPHUMIPHUKH,
OTIpaIbOBaHi CIIyk0010 A1IOBOJCTBA, MiPAXOBYIOTHCS OKPEMO Ha OCHOBI MPHUIHATOI B
YCTaHOBI CUCTEMH OOJIKY JOKYMEHTIB.

OO0k JOKYMEHTIB MOKE€ 3/I1MCHIOBATUCS K 32 YCTAaHOBOKO B LIJIOMY, Tak 1 3a
KO)KHUM  CTPYKTYpPHUM  MIAPO3JUIOM, 32 TpPymHol  JOKyMeHTiB.  Okpemo
H1paxOBYIOThCS 3BEPHEHHS TPOMAJIsiH, 3alIUTH Ha 1H()OpMaIiIo.

Pesynbrati 00Ky JOKYMEHTIB Yy3arajibHIOIOTHCS CIIY»KOOIO J1J0BOJICTBA 1
MO/IAl0THhCS KEPIBHULITBY YCTAHOBH JIJISI BXKUTTS 3aXO0/I1B ISl YAOCKOHAJIEHHS pOOOTH 3
JTIOKYMCHTaMH.

147. TlincymkoBi naHi 001Ky 00CITy JOKYMEHTOOOITY MOJAl0ThCs B TaOIMYHIM
dbopwmi (To1aToK 9).

[IpniiManHs Ta NEPBUHHE ONPALIOBAHHS
JOKYMEHTIB, 110 HAIXOJATh JJO YCTAHOBU

148. JloctaBka JOKYMEHTIB JI0 YCTaHOBHM 3IIHCHIOETHCS, SK TMPaBUIO, 3
BUKOPHUCTAHHSIM 3aC001B MOIITOBOTO 3B’SI3KY 1 €JIEKTPO3B’SI3KY, a TAKOXK Kyp €PCHKOIO
Ta (hesbl1’€repChKOI0 CIYKO0H0.
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[lomroro Ta yepe3 Kyp'e€pcbKy  CIyXkO0y  JIOCTaBISIETbCS — MHCbMOBA
KOPECIIOHCHIIIsA, MOIITOBl KapTKu, OaHAepoi, ApiOHI MaKeTH, a TaKOX MeploAUYHI
JPYKOBaHI1 BHJIaHHS.

®enba’erepchbKOI0 CIyKO000 JOCTABISETHCS CeliabHa KOPECTIOHACHITIA.

Kanamamu enexkTpo3B’si3Ky JIOCTaBISAIOTHCA: TelerpamMu (TeleTalmorpamu),
¢dakcorpamu, TeneoHOrpaMH,  €JIEKTPOHHI  JOKYMEHTH 13  3aCTOCYBAaHHSIM
€JIEKTPOHHOTO LM(POBOTO MIANKCY Ta JOKYMEHTH B EJIEKTPOHHIM ¢opmi 0e3
€JIEKTPOHHOTO IIM(PPOBOIo MIANUCY (y CKaHOBaHiil Gopmi).

149. Yci  gOKyMeHTH, IO HAIXOIATh JO YCTaHOBH, MPUHUMAIOThCS
[EHTPAJII30BaHO B CIIyXkO01 JIIJTIOBOJICTBA.

PekoMmeH0BaHa, criemiaiibHa Ta KOPECIOHACHINS 3 OTOJIONICHOK IIIHHICTIO
MpPUAMAETHCS i PO3MUCKY B KYypHaJ1, peecTpi a0 MOBITOMIICHH] ITPO BPYUYECHHS.

VY pa3i HaIXoKEHHST KOPECMOHIEHIIIT 3 BiAMITKOIO “TepmMiHOBO” (hiKCyeTbCs HE
JIMIIIE JjaTa, a 1 TOJUHYU Ta XBUJIUHU JIOCTABKH.

VY pa3l NOUIKOAKEHHS KOHBEpTa pOOUTHCS BIANOBIJHA BIAMITKA y IMOIITOBOMY
peectpi.

JlokyMeHTH, 10 HaIIAOUIM y HEpoOOunid Yac, NPUHAMAIOTHCS YEProBUM
NPaLiBHUKOM YCTaHOBH.

150. ¥V cmyx01 Ii70BOACTBA PO3KPUBAIOTHCS BCl KOHBEPTH, 32 BHUHSATKOM THX,
1[0 MAlOTh HAIKC “0COOUCTO”.

151. KonBeptu 306epiratoThCs 1 J0JAIOTHCS 10 JOKYMEHTIB Y pasi, KOJH JIUIIE 32
KOHBEPTOM MOJKHAa BCTAaHOBUTH aJpeCy BiANMpaBHHWKA, dYac BIiJIIPaBICHHS Ta
OJICp’KaHHsS JTOKyMEeHTa a00 KOJW y KOHBEPTI BIACYTHI OKpeMi JOKYMEHTH YH
BCTQHOBJICHO HEBIAMOBIIHICTH HOMEPIB JIOKYMEHTIB HOMEpaM, 3a3HAa4eHUM Ha
KOHBEPTI, @ TAKOXK aJPECH1 SIPIUKU PEKOMEHIOBAaHIX KOHBEPTIB 1 TAKETIB.

VY pasi BUABJICHHS BIJICYTHOCTI JOJATKIB, 3a3HAYCHUX Y TOKYMEHTI1, 800 OKpEMHUX
apKylIiB, a TaKOX MOMWIOK B O(GOpPMIICHHI JOKYMEHTa, L0 YHEMOXXJIHUBIIOE HOTO
BUKOHAHHS (BIACYTHICTh MiAMUCY, BIIOMTKY IMEYaTKH, TPUQY 3aTBEPHKECHHS TOIIO)
JIOKYMEHT HE€ pPEeCTPYEThCSA 1 BIANPABHUKOBI HAJICUIAETHCS MUCHMOBUN 3amuT abo
oMy moBimOMIIsE€TbCS Tpo 1e TenedoHoMm. [lpu 1boMy Ha JOKYMEHTI pPOOUTHCS
BIJIMOBIIHA BIAMITKA 13 3a3HAYEHHSM JaTH 3amuTy (PO3MOBH TenedOHOM), Ocaau Ta
npi3BUIAa OCOOM, SIKIM 3po0JeHO 3amuT, MIANMCY, 1HILIANiB (IHILIATy I1MEH1) Ta
Mpi3BHUIIA 0COOH, 110 3/A1MCHIUIIA 3aIlHUT.

Y pa3i BiACYTHOCTI a0 HEIUTICHOCTI BKJAJeHb, IOIIKOMKCHHS KOHBEPTa,
yHaKyBaHHS, [I0 TPU3BEIO [0 HEMOXIUBOCTI TPOYUTAHHS TEKCTY JOKYMEHTA,
CKJIQZA€ThCcsl aKT Yy JBOX MpuMipHHKax. OAMH OPUMIPHUK aKTa HaJCHUIIAETHCS
BIJINMPABHUKOBI, IHIIUA — 30€pIraeThcs y ciyk01 ITOBOACTBA.

152. Hanicnani He 3a aapecoro JOKYMEHTH IMOBEPTAIOTHCS BIAIPABHUKOBI 03 1X
po3TIS Y.

153. ®dakt 1 [gara HAaAXOMKEHHS JOKYMEHTa JO0 YCTaHOBH OOOB’S3KOBO
GbikCcyroThCs 3a MpaBUJIaMH, 3a3HAYEHUMH B ITyHKTI 82 111€i [HCTpyKITii.
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154. EnextponHi Hocii iHGopmaIllii 000B’SI3KOBO MEPEIAIOThCS A0 YCTAHOBU 13
cynpoBigHUM JuctoM. Ilig wac mnpuiiMaHHS TakuX JOKYMEHTIB ONPAlbOBYETHCS
TIJIbKUA CYTPOBITHUM JIUCT.

155. ¥V pasi HaaxoKEHHS IOKyMEHTIB, HAJICIIaHUX TenedaKkcoM, IEPEBIPSIEThCS
3arajibHa KUTBKICTh apKyIIiB Ta BIAMOBIIHICTh iX TIH KIJBKOCTI, II0 3a3HaueHa Ha
MEePIIOMY apKYyIIli, a TAKOXK HAJIEKHA SKICTh APYKY. Y pa3i oaepxaHHs (HaKCUMIIBHOTO
MOBIZIOMJICHHSI HE B TIOBHOMY 00Csi31 a00 3a HasiBHOCTI TEKCTY HEHAJIEKHOI SIKOCTI
JIOKYMEHT HE PEECTPYETHCS 1 PO 1€ 000B’I3KOBO 1HYOPMYIOTh BIANPABHUKA.

[Tonepeaniit po3riisa JOKyMEHTIB

156. JlokymeHTH, agpecoBaHi KepiBHHKAM YCTaHOBH, a TaKOX TakKi, B SIKUX HE
3a3HaUEHO KOHKPETHY MOCaZOBYy 0co0y abo CTpyKTYpHHH MiAPO3ALT SIK ajpecar,
M1JISTal0Th MOMEePeIHROMY PO3TJIISAY B CIIY»KO1 A1IOBOJICTBA.

157. Metoro nonepeaHbOro po3risily JOKYMEHTIB € BUOKPEMJICHHS TakuX, LI0
noTpeOyroTh 00OB’S3KOBOTO PO3IIISALY KEPIBHUKOM YCTaHOBH, HOTO 3aCTyNHUKAMU
a00 CTPYKTYPHUMH MiIPO3A1IaMHU.

OO0OB’SI3KOBOMY PO3IJISITYy KEPIBHUKOM YCTAHOBM IIJJISTAlOTh aKTH OPTraHiB
JIep>KaBHOI BiaJM, opraHiB Biaaun ABToHOMHOiI Pecny6miku Kpum ta gopyueHHs
BUIIMX IOCAJOBUX OCiO, 3alMTH, 3BEpPHEHHS, a TaKOXX KOpECHOHAEHIis BepxoBHOI
Panu Ykpaiau, Anminictparii [Ipesunenta Ykpainu, Kabinery MiunicTpiB Ykpainu,
KpIM TOTO, KOPECHOHJCHINiSA, IO HAAXOIUTh BiJl YCTAHOB BHIIOTO PIBHS; PIIICHHS
OpraHiB MiCIIEBOTO CaMOBPSyBaHHS, a TAKOK HAaWBAXIIMBIII JOKYMEHTH, SIKI MICTATb
iH(popMallil0 3 OCHOBHUX MHUTAaHb MISUIBHOCTI YCTaHOBU 1 MOTPEOYIOTh BHUPILICHHS
Oe3mocepeIHLO KEPIBHUKOM.

[HI1 JOKYMEHTH TepenaroThCsl 3acCTYMHUKAM KepiBHHMKAa ab0 CTPYKTYpPHHM
miapo3iaaM (BUKOHABISIM) BIIOBIAHO 70 iX QYHKI[IOHATEHUX 00OB’SI3KIB.

158. Tlonepenniit po3rasn JOKyMEHTIB TOBHHEH 3A1MCHIOBATHUCh Yy JICHB
HA/IXOJKEHHS a00 B MEpIIUil HacTynHUM poOounii 1eHb Y pa3i HAAXOMKEHHS iX Miciis
3aKiH4YeHHS poO0YOTo IHS, Y BUXIJHI Ta CBATKOBI HEpoOoui aHi. JlopydeHHs yCTaHOB
BUILIOTO PIBHS, TEJIErpamMu, TeaedoHOrpaMu po3IiiaIaloThCsl HETAlHO.

159. Ilin 4yac mMOMEpPEeNHbBOTO  PO3MJISAY  JOKYMEHTIB  BPaXOBYIOTHCS
MOBHOB&)XEHHSI Cy0’€KTIB PO3TISAY KOPECHOHJICHINI, nepeadayeHi y MOJOKEHHSIX
(craryTax) mpo YCTaHOBY Ta y MOJIOKEHHAX PO CTPYKTYPHI MiIPO3ALUIH, PO3NOPSIAUNX
JOKYMEHTax TMpO PO3MOJAUT OOOB’S3KIB MK KEPIBHUKOM YCTaHOBH Ta HOTO
3aCTyIMHUKAMHU, MOCAIOBUX IHCTPYKIISAX, @ TAKOX Kiacu(pikaTop MUTaHb AiSUIBHOCTI
yCTaHOBH, HOMEHKJIaTypa CIpaB, CXEMH MPOXOKEHHS JJOKYMEHTIB.

160. Ha cranii monepeaHboro po3risiay 3A1HCHIOETHCS BIAOIP JTOKYMEHTIB, IO
HE MJIATal0Th peecTpallii ciayx00r0 aioBoacTBa (moaaTok 10), a Takok TaKuX, 10
NepelatoThCsl ISl PeECTpallii CTPYKTYPHUM M1IPO3/IiIaM.

Peectpartiist nokymMeHTIB

161. Peectpariis JOKYMEHTIB TOJIATa€ y BEACHHI 3aMUCy OOJIKOBHUX JaHHMX TPO
JOKYMEHT 32 BCTAHOBJIIEHOIO peecTpaiiiiHo Qopmoro, sSkuM GIKCyeTbes (PakT
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CTBOPEHHSI, BiANpaBICHHS a00 OACpKaHHA JOKyMEHTa HUISXOM IPOCTABJICHHS Ha
HbOMY PEECTPAIIfHOTO 1HJIEKCY 3 TMOJAJbIIUM 3aliCcOM Yy 3a3HavyeHuX (opmax
HEOOXIHMX BIOMOCTEH TpOo IOKyMeHT. PeecTpaiiiss MOKYMEHTIB MPOBAAUTHCS 3
MeTOI0 3abe3meueHHs iX OOJKy, KOHTpPOJIIO 3a BUKOHAHHSIM 1 OIEpPaTHUBHUM
BUKOPHCTAHHSIM HasiBHOT B JOKyMeHTax iH(opmMarii.

PeecTpytoTbcsi JOKYMEHTH HE3aJIEKHO Bl CIOcoOy iX JOCTaBKH, Mepeaadi 9u
CTBOPEHHS.

162. Peectparisi akTiB OpraHiB JIep>KaBHOI BIIAJ, OpPTaHiB BIagu ABTOHOMHOL
PecnyOmiku Kpum Tta nopydeHp BUIIMX MOCAJ0BHUX OCI0, 3alUTIB, 3B€PHEHb, a TAKOXK
kopecnioHieHIii BepxoBuoi Pamm VYkpainm, Apaminictpamii Ilpesuaenta VYkpainw,
Kabinery MinicTpiB YkpaiHu, AOKYMEHTIB, 110 HAIIWIUIA Ha PO3MISI KEpiBHUKA
YCTaHOBM Ta WMOr0 3aCTyNHHKIB, PO3MOPSAAYMX TOKYMEHTIB, JIUCTIB 3a MIAMHCOM
KEpIBHMKAa Ta MOro 3acTyINHHUKIB, MPOTOKOIIB 1 PIlIEHb KOJIETIaIbHUX OpraHiB
MIPOBOJUTHCS IIEHTPATI30BaHO CIIY»KOOI0 T1JIOBO/ICTBA.

[HImIT OKYMEHTH, IO CTOCYIOTBCS HAIpsMIB JISIBHOCTI  CTPYKTYpPHHUX
HiPO3JIIIB YCTAHOBU, MOKYTh PEECTPYBATUCS B LIMX CTPYKTYPHUX MIAPO3/iiax.

Micue peecTparlii OKpeMUX Tpyn TOKYMEHTIB (Haka3u (pO3MOPSIKCHHS) 3
KaJ[pOBUX MUTaHb (0COOOBOTrO CKJady), JOTOBOPH, 3BITH, MNPEUCKYpPaHTH TOIIO)
BU3HAYAETHCS B IHCTPYKIIT YCTaHOBH.

PeecTpamii migisraloTb TakoX JOKYMEHTH, CTBOPEHI B YCTaHOB1 (JOBIJKH,
JIOTIOBITHI 3aIMMCKHU, 3asBU TOIIIO).

163. JIokyMEeHTH peeCTpYIOThCS JIUIIE OJUH Pa3: BXiAHI — Yy JIEHb HAJXOKCHHS
ab0 He MI3HIlE HACTYNHOro MIHs, SKIIO JOKYMEHT HaAliimoB y HepoOoumii yac,
CTBOPIOBaH1 — y JICHb MiJANMUCaHHS a00 3aTBEPIXKCHHS.

Y pa3l mepemadi 3apeecTPOBAHOTO JOKYMEHTa 3 OJIHOTO CTPYKTYPHOTO
HiIPO3MIy 0 IHIIOTO HOBHM  pEECTpamiiHUil i1HAGKC Ha JOKyMEHTI He
MIPOCTABIISETHCSI.

164. JlokyMEHTH peecTpyIOThCS 3a TPyNaMu 3aJIeKHO BiJl Ha3BU BUAY, aBTOpA 1
3MiCTy TOKyMEHTIB. Hampukian, okpeMo peecTpyroThes:

aKTU OpraHiB JepKaBHOI Biaau, opraHiB Biaaun ABToHoMHOI PecnyOmiku Kpum
Ta JOPYYCHHS BUIIUX MOCATOBUX OCI0, 3aMHUTH, 3BEPHEHHS, a TAKOXK KOPECTIOH ICHIIIS
BepxoBnoi Pagu Ykpainu, 1o Haailuig 10 yCTaHOBH;

HaKa3M (PO3MOPSIKEHHS) 3 OCHOBHUX IMUTAHb JISTTbHOCTI YCTAaHOBH,
Haka3u (PO3MOPSKEHHS) 3 aIMIHICTPAaTUBHO-TOCTIOIAPCHKUX MTUTAHB;

HaKa3u (PO3MOPSIIKEHHS) 3 KaApOBUX MUTaHb (0COO0BOTO CKIaay) (BiIMOBITHO
710 X BHJIIB Ta CTPOKIB 30€piranHs);

PIILIEHHS KOJIETI;

aKTH peBi3ii PiHAHCOBO-TOCMIOAAPCHKOI AISTBHOCTI;
OyXranTepchbKi JOKYMEHTH;

3asiBKU Ha MaTepialIbHO-TEXHIYHE MMOCTAYaHHS,

CITY>K0O0BI JIUCTH;
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3BEPHEHHS TPOMAJISH;
3amuTH Ha 1H(DOpMaITito.

165. ®dakcorpamu (mamepoBi KOIii JOKYMEHTIB, MepeAaHi 3 BUKOPHUCTAHHAM
3ac001B (PAKCHUMIIBHOTO 3B’SI3KY) PEECTPYIOTHCS OKPEMO BiJl 1HIIKUX TOKYMEHTIB.

166. JlokymeHTH, 110 IEPEAAIOTHCS €ICKTPOHHOIO MOIITOK Y CKaHOBaHIi Ghopmi
0€e3 eJIEKTPOHHOTO U(PPOBOTO MIAMKUCY, PEECTPYIOTHCS OKPEMO BiJl IHIINX JOKYMEHTIB
13 3a3HAYCHHSM EJICKTPOHHOI aJI[pecH BiANPaBHUKA Ta apecara.

167. Opurinan AOKyMEHTa, SIKMM HAIIAIIOB Bigpasy micis (akcorpamu ado
€JICKTPOHHOIO TIOMITOK0 B CKaHOBaHIM (QopMi, pEECTPYEThCA Yy BIAMOBITHUX
peecTpaniinux Gpopmax BiAMOBIIHO 10 MyHKTY 161 i€l [HeTpykiii.

168. Ilim wac peectpairii JOKYMEHTY HAIAEThCS YMOBHE IIO3HAYEHHS —
peecTpaliiHuii 1HACKC, SIKUM O(OPMITIOETHCS BIAMOBIAHO 10 MYHKTY 34 11i€i
[HCcTpyKIIii.

169. B ycraHoBax MOXX€ 3aCTOCOBYBaTHCS OIHAa 3 TphoX (opM peecTparii
JOKYMEHTIB — JKypHaJbHa, KapTKOBa Ta aBTOMATHW30BaHa (3 BUKOPHUCTAHHIM
CIeLiaJIbHUX KOMIT FOTePHUX MPOTrpam).

170. BukopucTtaHHs KypHaJIbHOI (JOPMHU peecTpallii JOKYMEHTIB JOIMYCKA€ThCS
B YCTaHOBAX 3 00cATOM TOKyMeHT000iry 10 600 mokyMeHTiB Ha pik (moxatku 111 12).

171. OcHOBHMM MPHUHIIMIIOM PEECTpAIlii JOKYMEHTIB 3a KapTKOBOKO (HOpPMOIO €
OPUHIIUI OJHOPA30BOCTi, TOOTO KOXKEH JOKYMEHT PEECTPYEThCS B YCTAHOBI JIMIIE
OJIMH pas3.

KinbKiCTh NpUMIPHUKIB KapTOK BU3HAYAETHCS YCTAHOBOIO 1 3aJI€KUTh BiJ PIBHS
IeHTpati3aiii opraxizamii AUTOBOJCTBA, KUIBKOCTI BHKOHABIIB JOKYMEHTa Ta
KUTBKOCTI KapTOTEK B YCTaHOBI. SIK MpaBUIIO, PO3APYKOBYIOTHCS TPU MPUMIPHUKU
KapTOK: JIBA — PO3MIIIYIOTHCS B JOBIJAKOBIM 1 KOHTPOJIbHIM KapTOTEKax, OJUH —
Nepe1aeThCsl BUKOHABIIIO PAa30M 13 IOKYMEHTOM.

Kaptku BUrOTOBIAIOTHCS Ha ImUIbHOMY mamepi ¢opmary AS (210x
148 mimimerpiB) a6o A6 (105 x 148 mimimeTpiB).

172. YV pa3i BOpoBaJ»)KeHHS aBTOMATHU30BaHOi (OpMH peecTpallii JOKYMEHTIB
dbopmyeThcs OaHK peecTpaliiHUX JaHUX B €JIEKTPOHHOMY BWIJISI, a 3a HAsBHOCTI
JOKaJIbHOI MepexXl — LEHTPaJbHUM OaHK peecTpalifHUX JaHuX. 3a JOIOMOTO0
ABTOMAaTH30BaHUX pEECTpalliiHUX OaHKIB JaHUX NPALIBHUKKA 3a0€3MEeUyIOThCS
1H(opMalti€ro mpo BCl JOKYMEHTH 1 MICIIE 1X po3TalTyBaHHS.

173. ¥V pa3i 3acTocyBaHHs KapTKOBOi a00 aBTOMaTH30BaHOi (popmu peecTpaiii
BCIX KaTeropid JOKYMEHTIB (BXiIHUX, BHXIAHHMX, BHYTPIIIHIX) O(GOPMIIOETHCS
peecTpaliiHO-KOHTPOJIbHA KapTka (momaTok 13) 13 3a3HaueHHSIM OOOB’S3KOBHX
PeKBI3UTIB (m0oaaTok 14).

[lepenik 00OB’SI3KOBUX PEKBI3UTIB PEECTPALIMHO-KOHTPOIBHOI KapTKU Yy pasi
norpedu Moxke OyTH J[JONOBHEHUH IHIIMMHU pekBizuTaMu. llopsgok po3MilieHHsS
PEKBI3UTIB B peeCTpaIliiHO-KOHTPOJIbHIN KapTIll MOXKE BU3HAYATHUCS yCTAaHOBOIO.
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Opranxizaiiis nepeaadi TOKYMEHTIB Ta 1X BUKOHAHHS

174. Jlns 3a0e3neueHHs] PUTMIYHOCTI POOOTH Ta CBOEYACHOTO BUKOHAHHS
JIOKYMEHTIB clly’)k0a JI0OBOACTBA po3po0isie rpadiku mepeaadi KOpeCIOHIASHIT
KEPIBHUIITBY YCTAHOBH 1 CTPYKTYPHHUM ITiIPO3ILTaM.

175. 3apeecTpoBaHi JOKYMEHTH TMEpPENAlOThCA Ha PO3MISLA  KEPIBHUIITBA
YCTAaHOBU B JIGHb iX HAAXO/HKEHHS a00 HACTymHOro poboyoro aHS y pasi
HAJXO/KCHHS JIOKYMEHTIB y HepoOouwmii yac. Temerpamu, tenedoHorpamMu Ta 1HIII
TEPMIHOBI IOKYMEHTH NEPEAl0ThCs HETAHHO.

Binpasy micns peectpatiii KepiBHUKY YCTaHOBH y Teli 3 rpudom “Hesigkmanno”
NepelaloThCsl aKTH OpraHiB JEp>KaBHOI BJAIW, OpraHiB Blagd ABTOHOMHOI
PecnyOniku Kpum Ta mopydeHHS BHIIMX IOCAIOBUX OCIO, 3amuTH, 3BEPHEHHS, a
TakoX KopecroHzaeHIliss BepxoBunoi Pagm VYkpainu, Anminictpamii Ilpesuaenta
Vkpainu, Kabinery MinicTpiB Ykpainu, KOpeCIOHICHIIs, 1110 HAAXOAUTh Bijl YCTAHOB
BUIIOTO PIBHSI.

176. lIokyMeHTH, pO3IJISHYTI KEPIBHULTBOM YCTAaHOBH, IIOBEPTAIOThCA 3
BIJIMOBITHOIO PE30JIIOITIEI0 CY>X01 MITOBOJACTBA, sIKA 3/A1MCHIOE Tepeaaqdy JOKYMEHTIB
HA BUKOHAHHS.

177. JIoKyMEHT, BUKOHABI[SIMH SIKOTO € KUTbKa CTPYKTYPHHUX MiIPO3ILUTIB, MOXE
OyTu mepeaHuil BUKOHABISIM y MOPSAIKY BU3HAYEHHS iX B PE30JIOIil a00 0JHOYACHO
y BUIVIAAL KOMiM 3 meperavyero OpUriHady rOJOBHOMY BHKOHABIIO, BU3HAYEHOMY B
pesosorii  mepmuM. Y  pa3i  BOPOBAKEHHS EJIEKTPOHHOTO JIOKYMEHTOOOITy
CIIBBUKOHABILI OTPUMYIOTh JOKYMEHT B €JEKTPOHHIN (popmi.

178. ®akt mepemadyi  JOKYMEHTIB  BHUKOHABLSIM  (PIKCYETBCS  IIJISAXOM
NPOCTABJICHHS BIJMOBIAHOI BIAMITKA B peecTpaiiiiHiii ¢dopmi 13 3a3HAYCHHIM
iH(OopMaIlii Mpo BUKOHABLIB, SKUM NIEPEJaHO OPUTiHAT JOKYMEHTA Ta HOro Komii.

179. Tlepenaya MOKyMEHTa 3 OJHOTO CTPYKTYPHOTO MiAPO3AUTY AO I1HIIOTO B
000B’SI3KOBOMY TOPSIAKY 3IIHCHIOETHCS uepe3 ciyk0y IUIOBOACTBa, B sKid Oylio
3apEECTPOBAHO JOKyMEHT. JIOKyMEHTH, BUKOHAHHS SKUX mepeOyBae Ha KOHTPOII,
NepeatoThesl A0 1HIIUX CTPYKTYPHHUX MIIPO3/AUIIB a0 IHIIUM BUKOHABISIM TUIBKU 3
MOBIIOMJICHHSIM TIPO II€ CIIY>KO1 KOHTPOJIIO.

180. Tlepenaua MOKYMEHTIB Yy MeXaX CTPYKTYPHOTO MiAPO3ILTY 3IIACHIOETHCS
yepe3 0coOy, BIJIMOBIIANIbHY 32 IIJIOBOACTBO B CTPYKTYPHOMY T1APO3ALTL (CEKpeTapsi).

181. OO6miK TOKYMEHTIB, 110 MEPENAOTHCA 3 OJHOTO CTPYKTYPHOTO MiAPO3ALTY
JI0 1HIIOTO, 3JIMCHIOETBCS IIJISAXOM TPOCTaBICHHS BIANOBITHUX BIAMITOK Yy
peecTpauiinux popmax, gKi Bese ciry>k0a IiJI0BOACTBA.

182. BianoBianbHICTh 3a BUKOHAHHS JAOKYMEHTa HECYTh OCOOM, 3a3HAuye€Hl y
pO3MOPSATIOMY JTOKYMEHTI, PE30JIOIlii KepiBHHKA YCTAaHOBH, Ta MPAI[iBHUKH, SKUM
0e3nocepeIHbO JOPYUEHO BUKOHAHHS.

["0710BHMIT BUKOHABEIL OPraHi3oBy€ poOOTY CIIBBUKOHABIIIB, 30KpEMa BU3HAYA€
CTPOKM TOJAHHS HUMH MPOMO3ULIN, MOPSIOK MOIO/PKEHHS 1 MiATOTOBKU IPOEKTY
JIOKYMEHTA.

CriBBUKOHABIII BiJIOBIAAIOTh 3a IMiITOTOBKY HAa HAJEKHOMY PIiBHI Ta CBOEYACHE
MOJAaHHS TOJIOBHOMY BHMKOHABIIO MPOMO3HUIIM. Y pa3i HECBOEYACHOTO TMOJAHHS
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NPOIO3ULINA CHIBBUKOHABISIMU T'OJOBHMM BUKOHABElb 1HPOPMYE MpPO 1€ KEPIBHUKA,
SAKAW HAZaB IOPYYCHHS.

183. BukoHaHHs JOKyMeHTa nepefbadae 30MpaHHS Ta  ONPALIOBAHHS
HeoOXinHoi iH(opMmarllii, MATOTOBKY MPOEKTY BIANOBiNI HAa JOKYMEHT YW HOBOTO
JIOKyMEHTa, Woro OQOpPMIICHHS, Y3TO/UKEHHS, TMOJAHHS JUId  MiANUCAaHHA
(3aTBEp/>KEHHSI) KEPIBHUKOBI YCTAaHOBH, a Yy JCSKUX BHUMAJAKaX — KEPIBHUKOBI
CTPYKTYPHOTO TiAPO3/ALTY, @ TAKOXK y pasi moTpedu — MiArOTOBKY Ui NMEPECUITaHHS
ajapecary.

184. Tlepen momaHHSAM TIPOGKTY JOKyMEHTAa Ha MIANKC BIAMOBIIHOMY
KEpIBHUKOBI TMpAIliBHUK, SKAWA MIArOTYBaB JOKYMEHT, 3000B’s3aHHI IEpEeBIpUTH
NPaBUIBHICTh MOTO CKJIaJeHHS Ta 0(OPMIICHHS, MOCUJIAHHSI Ha HOPMAaTHUBHO-IIPABOBI
aKTH, YTOYHUTH ITU(POBI JaH1, HASBHICTh HEOOX1THUX Bi3 1 JOJATKIB.

JIOKyMEHT MOJA€eThCs Ha MiANUC pa3oM 3 JOKYMEHTAaMH, Ha IiJICTaBi SKUX HOTO
OyJ0 CKIIaaeHO.

185. K10 JOKYMEHT HaJICUJIAE€ThCA 0 KUIBKOX YCTaHOB MIC/Isl HOTO peecTpariii
BUKOHABEIIb OPTaHI30BY€ BUTOTOBJICHHS HEOOX1THOT KUTBKOCTI TPUMIPHUKIB.

186. TlpariBHUK, BIANOBIAAJIbHUN 332 BUKOHAHHS JIOKYMEHTA, Y pasi BIIAMYCTKH,
BIJIPSI/DKCHHS, 3BUTBHEHHS 3000B’S3aHHMI TIEpelaTd IHIIOMY TIPAIliBHUKOBI 3a
MOTOKEHHSAM 13 CBOIM 0e3mocepe/HiM KEepIBHUKOM YC1 HEBUKOHAHI JOKYMEHTHU Ta
noiHGopMyBaTH cIyk0y KOHTPOJIO TPO TMepeaady JAOKYMEHTIB, BUKOHAHHS SIKHUX
nepedyBa€e Ha KOHTPOJI, iIHIIOMY BUKOHABIIEBI.

Opranizaifisi KOHTPOJIIO 32 BUKOHAHHSAM JIOKYMEHTIB

187. KoHTposib 3a BHKOHAaHHSM JIOKYMEHTIB 3JIHCHIOETBCS 3  METOKO
3a0e3MeueHHs] CBOEYACHOTO Ta HAJIEKHOTO 1X BUKOHAHHS.

188. KonTtponb  3milCHIOETBCS 32 BUKOHAHHAM  YCIX  3apEeeCTPOBAHUX
JOKYMEHTIB, Y SIKHX BCTAQHOBJICHO 3aBIaHHS, a TaKO)X BUKOHAHHS SKHUX IIiJUIATA€E
000B’SI3KOBOMY KOHTPOJIIO, 32 TEPETiKOM JIOKYMEHTIB, 3aTBEPPKCHUM KEPIBHUKOM
YCTaHOBH.

OOOB’A3KOBO KOHTPOJIIOETHCSI BUKOHAHHS 3aBJlaHb, NEpeI0ayeHUX Yy aKTax
OpraHiB JepKaBHOI BIaaW, opraHiB Biaau ABTOHOMHOI PecnyOmiku Kpum Tta
JOPYUYEHHSIX BHUIIUX MOCAJAOBUX 0Ci0O, HAJAaHHS BIANOBIZAECH Ha 3alUTH, 3BEPHEHHS, a
TakoX KopecnoHieHlito BepxoBHoi Paau VYxkpainu, Anminictpauii Ilpe3unenta
Vkpainu, KaGinery MinicTpiB VYkpaiHu, po3mopsadi JAOKYMEHTH Ta JAOPYyYCHHS
KEpIBHUITBA YCTAHOBM, pIIIEHHS KOJIEr1aJbHOIO OpraHy YCTaHOBM, 3alMTH Ha
1H(pOopMaILiio.

Opranizaiiito KOHTPOJIIO 3a BUKOHAHHSM 3aBJaHb, BA3HAYEHUX Y aKTaX OpraHiB
Jiep>KaBHO1 BIaau, opraHiB Biaau ABTOHOMHOI PecmyOmiku Kpum Ta mopydeHHsX
BUIIUX TOCATOBUX OCI0 3AIMCHIOE TEpIIMiA 3acCTYNMHUK a00 3acCTYNMHHUK KEpIBHHKA
YCTaHOBH BIAMOBIJIHO /10 pO3MOALTY (GYyHKIIOHAIBHUX 000B’I3KIB.

189. be3nocepenHiii KOHTPOJb 3a BHKOHAHHSAM JOKYMEHTIB TOKJIQJa€ThCs Ha
CIy 0y KOHTPOJII0 — CHeliaIbHAN MiIpo3/1s a00 mocagoBy ocoly, BIAMOBIIaIbHY 32
3M1IIICHEHHS] KOHTPOITIO.
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Y  CcTpyKTypHHMX Mipo3aiiaax Oe3Mmocepe/iHiii KOHTPOJIb 3a BUKOHAHHIM
JIOKYMEHTIB 3/1CHIOE 0c00a, BIJMOBIIajbHA 32 I1JIOBOJCTBO.

190. Ctpok BUKOHaHHS JOKyMEHTa MOXKE BCTAHOBJIIOBAaTHCS Yy HOPMATHBHO-
NPaBOBOMY aKTi, PO3MOPAIIOMY IOKYMEHTI ab0 pe3oroIii KepiBHUKAa YCTaHOBH.
CTpokr BUKOHAHHSI BHYTPIIIHIX JOKYMEHTIB OOYMCIIOIOTHCS B KaJCHIAPHUX JTHSIX
NOYMHAIOYM 3 JaTU MNiANHMCaHHS (peecTparlii), a BXIJHUX — 3 JaTU HaJIXOJDKEHHS
(peecTparrii).

ko ocTaHHIN JIeHb CTPOKY BUKOHAHHS JOKYMEHTa MpUIaJa€e Ha HEpoOOUYuit
JI€Hb, OCTAHHIM JTHEM CTPOKY BUKOHAHHS IOKyMEHTa BBAaXKA€ThCS MEPILUH JAE€Hb MICI
HEPOOOUOTO JIHS.

191. Ctpoku MOKyTh OyTH TUIIOBUMU a00 1HIUBITY aJTbHIUMH.

TunoBi CTPOKM BUKOHAHHS JOKYMEHTIB YCTaHOBIIOIOTHCS 3aKOHOJABCTBOM.
CTpoKu BUKOHAHHSI OCHOBHHMX JJOKYMEHTIB HABOJIATHCA y NOAATKY 15.

[HnuBigyanbHi  CTPOKM ~ BCTAaHOBIIOIOTBCS ~ KEPIBHUITBOM  YCTaHOBHU
(ctpyktypHOro miapo3auny). KiHileBui CTpOK BHUKOHAHHS 3a3HAYAETHCA Yy TEKCTI
JIOKyMEHTa a00 pe30JIFOILii.

192. JlokymeHTH, B SKMX HE 3a3HAYCHO CTPOK BUKOHAHHA, MOBHHHI OyTH
BUKOHAHI He Mi3Hime HiX 3a 30 KaJIeHJapHUX JIHIB 3 MOMEHTY peecTpartii JOKyMeHTa
B YCTaHOBI, JI0 SIKOi HAIWIIIOB JJOKYMEHT.

193. dxmo 3aBmaHHs 1TOTpedye TEPMIHOBOTO BUKOHAHHS, OOOB’S3KOBO
3a3HAYAETHCS KOHKPETHUN KIHLIEBUN CTPOK BUKOHAHHS.

194. CniBBuKoOHaBIII 3000B’s3aH1 MMOJABATH MPOIO3HUIIIT TOJOBHOMY BHUKOHABIIIO
MPOTSITOM TMEpIIOi TOJIOBUHHM CTPOKY, BIJIBEACHOTO JJII BUKOHAHHS JOPYYCHHS,
3aBIaHHA.

195. InauBinyanbHUN CTPOK BUKOHAHHS JOKYMEHTA MOKE OyTH 3MIHEHUU JUIIIE
3a BKa3IBKOKO MOCAJ0BOI 0coOM, sika MOro BCTaHOBHWJIA, a y pasi i1l BIACYTHOCTI —
[10CaI0BOI 0cO0H, sIKa il 3aMiIIac.

VY pasi norpedu CTPOK BUKOHAHHA JOKYMEHTa MOXE OyTH TMpOJIOBXKEHO 3a
OOTpYHTOBAaHUM TPOXAHHSM BHUKOHABIS, SKE TMOJAETHCS HE IMMI3HINIE HDK 3a
TpHU pOOOYMX JIHI J0 3aKIHYCHHSI BCTAHOBJIEHOTO CTPOKY, a IIOAO0 JOKYMEHTA, B SIKOMY
HE 3a3HAYEHO CTPOK, — J0 3aKIHYEHHS TPHUILATHAECHHOTO CTPOKY BiJ JaTh HOro
peecTpartii.

196. Tlpomo3wuilis 1m0/10 MPOAOBKEHHS CTPOKY BUKOHAHHS 3aB/IaHb, BU3HAYECHUX
y noctanoBax BepxoBuoi Pagu Ykpainu ta akrax [Ipe3unenra Ykpainu, 1o HaaicaaHi
KaGinetom MinictpiB VYkpainu, mnomaetscsi Cekperapiaty KaOinetry MinicTpiB
VYKpaiHu BIANOBIIAJBHOK 32 BHUKOHAHHS YCTAaHOBOIO pa3OM 3 IPOEKTOM JIMCTA,
aJpecoBaHOTO BIAMOBIAHO KepiBHUKOBI Amapaty BepxoBHoi Pagu Ykpainu uum ['naBi
Anminictparii [Ipesunenta Ykpainu, 3a 7 HIB 10 3aKiHUEHHSI BCTAHOBJICHOT'O CTPOKY.

197. ¥V pa3i 3MiHU CTPOKIB BUKOHAaHHS MPOCTABIISIIOTHCS HOBUM CTPOK, Jarta 1
nianyuc. BiamoBigHI 3MiHM BHOCSTBCS JI0 PEECTPALlIMHO-KOHTPOIBHOI KapTKU abo
0aHKy peecTpaliiiHuX JTaHHX.

198. B3saTTs JOKyMEHTa Ha KOHTPOJb 3IMCHIOETHCS Ha TIJACTaBl PE30JIOMil
KepiBHUKA YCTaHOBH 200 HOTO 3aCTYITHHKA.
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199. KoHTponb 32 BUKOHAHHSIM JIOKYMEHTIB BKJIIOYA€ B3STTS JOKYMEHTIB Ha
KOHTPOJIb, BU3HAYCHHS (OPM 1 METOJIB KOHTPOJIO, MEPEBIPKY XOIy CBOEYACHOTO
JIOBEJICHHSI JOKYMEHTIB /0 BHUKOHABIIB, KOHTPOJIb 3a CTAHOM BUKOHAHHS, 3HATTS
JOKYMEHTIB 3 KOHTPOJIO, HANpaBICHHS BHUKOHAHOTO JOKYMEHTa JI0 CIpaBH, OOJIIK,
y3araJpHEGHHs Ta aHajli3 pe3yJbTaTiB BHUKOHAHHSA JIOKYMEHTIB, 1H(QOpMyBaHHS
KEpIBHUIITBA PO X1J] Ta Pe3yJNbTAaTU iX BUKOHAHHS.

200. Kontponb 3a BUKOHAaHHSAM JIOKYMEHTIB 3A1MCHIOETHCS 3a JIOTIOMOTOIO
peecTpariiHO-KOHTPOJIBHOT KapTku a00 aBTOMATH30BaHOI 1H(GOPMAIIHOI CHCTEMU
(6a3u maHuXx).

201. PeectpaniiiHO-KOHTPOJIbHI KapTKH JOKYMEHTIB, LI0 INepeOyBaloTh Ha
KOHTpOJIi, TPYNyIOThCS B KapTOTelll 3a CTPOKAaMHU BUKOHAHHS JOKYMEHTIB
BUKOHABI[IMU a00 KOpPECHOHJIEHTAMM, TpyNaMu JOKYMEHTIB (Haka3u KepiBHHKa,
JOPYUYECHHSI BUILIUX OPTaHiB BJIAIH, PIILIEHHS KOJETrii TOILO).

3 pyrux TPUMIPHUKIB PEECTPALiHHO-KOHTPOIBHOI KapTKH (POPMYIOTHCS
KOHTPOJIbH1 KAPTOTEKH B CTPYKTYPHHUX ITiIPO3ILIax.

202. Ha oauH KOHTPOJBOBAaHMM JOKYMEHT MOKe OyTH 3aBEI€HO KUIbKa
peecTpaIiiHO-KOHTPOJIBHUX KapTOK, KUIBKICTh SKMX BH3HAYAETHCS 3aJICKHO BIJl
KUTBKOCTI BHUKOHABI[IB a00 CTPOKIB BUKOHAHHS OKpPEMHUX 3aBJaHb, 3a3HAYCHUX Y
JIOKYMEHTI.

VY pasi Ko/ BU3HAYCHO KiJIbKa BUKOHABIIIB, aJi¢ BiIMOBIJAIbHICTh TTOKJIAIAETHCS
Ha OJHOTO 3 HHUX, PEECTPALIMHO-KOHTPOJIbHA KapTKa CKIAJa€ThCsl TUIBKA Ha
BIJIMIOB1IAJILHOTO BUKOHABIIS.

203. Jlani mpo XiJA BUKOHAHHS JOKYMEHTa, OJEprKaHl HUIIXOM 3aluTy 10
tenedoHy abo MmiJl Yac MepeBipKH POOOTH CTPYKTYPHOTO MiAPO3ALTy — BUKOHABIIA,
BHOCSTBCA J0 PEECTPALlifHO-KOHTPOJIBHOI KapTKu y Tpady “KoHTponbHi BiaMITKH .
[Tpu poMy moTIEpeIHI 3aTMCH HE 3aKPECITIOIOTHCA.

204. ABTOMAaTH30BaHUM KOHTPOJIb 32 BUKOHAHHSIM JIOKYMEHTIB 31HCHIOETHCS 32
JIOTIOMOTOI0  CHEIIaJIbHUX KOMIT'IOTEpPHUX MporpaM abo € CKJIaJ0BOK CHCTEMH
aBTOMAaTH3allli IJTIOBOJACTBA YM CUCTEMHU EJIEKTPOHHOTO JOKYMEHTOO0Iry.

205. ABTOMAaTHM30BaHUI KOHTPOJb 3a BHUKOHAHHSAM JOKYMEHTIB BHUKIIOYA€E
NOIIYK HEOOX1JHOI 1H(opMalli, SKUM 3A1MCHIOETBCS 3 ypaxyBaHHSAM BUXIIHHX,
BXIJTHUX PEECTpAIliiHUX 1HJAEKCIB, BUIIB JOKYMEHTIB, NaTh, HOMEpa JOKYMEHTAa,
BUKOHABIsl, KOPECIIOHAECHTA, CTPOKY BUKOHAHHSI, 3MICTY TOILO.

206. TlepeBipka XO1y BHKOHAHHS JOKYMEHTIB MPOBOAMUTHCS Ha BCIX eTamax
NPOXO/KEHHS ~ JOKYMEHTa  JI0  3aKiHYeHHS  CTPOKYy  MOro  BUKOHAHHS
(momepeKyBaabHUN KOHTPOJIb 332 JOMOMOI'OI0 HAaraJyBaHb) y TAKOMY MOPSIKY:

3aB/IaHb HAa HACTYNMHMM PI1K — HE PijLIe OJHOTO pa3y Ha pikK;

3aBJaHb HA HACTYMHI MICAIl MOTOYHOTO POKY — HE piJlIe OJHOTO paszy Ha
MICSIIb;
3aBJaHb Ha IIOTOYHHUI MICSIbL — KOXHI JECSITh IOHIB 1 3a II'ATh OHIB O

3aKIHYEHHS CTPOKY a00 3a 3alUTaMHu.
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SAxmo B ycraHoBI (YHKLIOHYE CHUCTEMa €JIEKTPOHHOIO JIOKYMEHTOOOIrY,
BUKOHABIIIO HAJICHJIAETHCS €IEKTPOHHE MOBIOMIICHHS PO MJIAHOBY AAaTy BUKOHAHHS
JIOKYMEHTA.

207. Ilicns BUKOHAHHSA JOKYMEHT 3HIMAeTbca 3 KOHTpoiio. JlokymeHTH
BBAXKAIOTHCSI BUKOHAHMUMM 1 3HIMAIOTHCS 3 KOHTPOJIIO MICHsi BUKOHAHHS 3aBllaHb,
3aMUTiB, TIOBIJOMIICHHSI TIPO pe3yJIbTaTH 3alHTEPECOBAHUM YyCTaHOBaM 1 ocobaM abo
THIIIOTO MiITBEPPKCHHS BUKOHAHHSI.

3HATH JOKYMEHT 3 KOHTPOJI MOE TUIBKM KEpIBHUK YCTaHOBH, MOro
3aCTYMHUKH, SIK1 BCTAHOBUJIM KOHTPOJIBHUHM CTPOK y PE30IoIIii, a00 3a X TOpYUYCHHIM
ciyx0a KOHTpoJto. JIOKyMEHTH 3 THUIIOBUMHM CTPOKAMHM BHMKOHAHHSI 3HIMAIOTBCS 3
KOHTPOJTIO 32 PILICHHSIM CITY>KOH KOHTPOJIIO.

Jlani mpo BUKOHaHHS JOKYMEHTa 1 3HATTA MOro 3 KOHTPOJIO BHOCATHCA 10
peecTpaniiHO-KOHTPOJIBHOT KapTKHU.

208. JlneM BUKOHaHHS 3aB/IaHb, BABHAYCHUX B aKTaX OPTaHiB JEPKaBHOI BIAH,
oprasiB Biagu ABToHOMHOI PecniyOmiku Kpum 1 1opydeHHSX BHUILKX MOCAT0BUX OCi0,
Ta BUKOHAHHS 3aIUTIB, 3BEPHEHB, a TAKOXK KopecnoHaeH i BepxoBHoi Paau Ykpainu
BBAXKAETHCS JIEHb PEECTpallli B YCTAaHOBI BUXIIHUX JOKYMEHTIB TPO BUKOHAHHS
3aBJaHb.

209. Indopmarriisa mpo pe3ynabTaTH BUKOHAHHS B3SITHX HA KOHTPOJb JTOKYMEHTIB
y3arajJbHIOETbCSI CTAHOM Ha MEpILIe YUCIO KOYKHOTO MICSIS 1 MOJAETHCS KEPIBHULITBY
YCTaHOBH Y BUTJISAL 3BEICHb IPO BUKOHAHHSA JOKYMEHTIB (0JaTOK 16).

ABTOMAaTH30BaHUI KOHTPOJIb 3a BUKOHAHHSM JIOKYMEHTIB Tiepeadaudae
aBTOMaTU4YHE (POpMyBaHHS BIIOMOCTEH PO iX BUKOHAHHS.

210. B ycraHoBi 3 00CSrOM AOKYMEHTOOOITY MOHaA 25 THC. JOKYMEHTIB Ha piK
NEPIOJUYHO Y CTPOKH, TMepeadaueHi IHCTPYKIIE YCTAaHOBH, CKJIANAIOTHhCS 1
HAJICUJIAIOTHCS IO CTPYKTYPHHMX MiAPO3JUIIB — BUKOHABIIIB MIEPETIKUA JOKYMEHTIB, HE
BUKOHAHUX Y BCTAHOBIEHUHN CTpoK (momatok 17). Ilicrs 3amoBHEHHs BiAMOBIIHHUX
rpa¢ nepesiku MoBEPTAIOTHCS 0 CITYKOU KOHTPOITIO.

[HdopmaniitHo-10B1IKOBa poOOTa 3 JOKYMEHTAMU

211. IndopmariiiHo-10BiAKOBa poOOTa 3 JOKyMEHTAMH IIOJISTaE B MOIIYKY
HEOOXITHMX JOKYMEHTIB 3 BHUKOPUCTAHHSM PEECTPAIIHHO-KOHTPOJIBHUX KapTOK abo
ABTOMAaTH30BaHUX OaHKIB pEECTPALIMHUX JaHUX.

212. Y pa3i BUKOPUCTAaHHS KapTKoBOi QopMu peecTpalli JTOKYMEHTIB
JIPYKY€EThCS HEOOXiJHA KUIBKICTh PEECTPAIifHO-KOHTPOJIBHUX KapTOK, 3 SKHX
CKJIQJIAIOTHCSl CAMOCTIMHI KAPTOTEKH.

KinpKicTh KapTOTEK B YCTAHOBI BH3HAYA€ThCSl 3 ypaxyBaHHSAM pIBHS
IEHTpati3alii peecTpaliifHuX 1 MOIIYKOBUX OIepalliid, a TaKoX KOHKPETHHX YMOB
JISITBHOCTI YCTAHOBH.

213. Jlns migBuinieHHs e(EeKTHUBHOCTI pOOOTH MOIIYKOBOI CHUCTEMH CIIyk OO0
JIJIOBOJICTBA PO3POOIISIIOTHCS Taki KiacudikaliiiHi JOBITHUKU:

KJacupikaTop 3 MUTaHb AiSNIBHOCTI YCTaHOBH;
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KJ1Iacu(pikaTop BU/IIB IOKYMEHTIB;

KJ1acu(ikaTop KOPECIOHICHTIB;

KJacuikaTop pe30tolIiif;

KJIacu(ikaTop BUKOHABIIIB;

KJ1acu(ikaTop pe3yabTaTiB BUKOHAHHS TOKYMEHTIB,;
HOMEHKJIaTypa CIpas.

HeoOxinHicTh po3po0IeHHS Ta BIPOBAKCHHS KiacU(DiKaI[iiHUX JTOBIIHHUKIB B
YCTaHOB1 BU3HAYAETHCSI CITYK0010 A1IIOBOACTBA.

214. Y pasi 3anpoBa/pKeHHSI CUCTEMH aBTOMAaTH3allli J1JIOBOJCTBAa a00 CHUCTEMHU
€JIEKTPOHHOTO JOKYMEHTOOOITY MOIIYK KOHKPETHOTO JIOKyMEHTa 31HCHIOEThCSA 3a
pPEKBi3uTaMU (3arojOBOK, Ha3Ba BUIY JIOKyMEHTA, JaTa MPUUHATTS, HOMEp JOKYMEHTa,
aBTOpP JOKYMEHTa TOII0) a00 3a KOHTEKCTOM (KJIIOYOBHM CJIOBOM abo ¢pa3o1o).
[TonrykoBuii 3amuT Moke MaTu OyJIb-sIKy KOMOIHAIIII0 PEKBI3UTIB.

[Topsimok ompaifoBaHHS Ta HaICUJIAHHS BUX1THUX JOKYMEHTIB

215. BuxijiHi JOKyMEHTHU HAJCUJIAIOTHCS aJpecaraM 3 BUKOPUCTAHHSAM 3aco0iB
MOIITOBOIO 3B A3KY, €JEKTPO3B 3Ky, a TaKOX JOCTaBIISIIOTbCA Kyp €PCHKOIO,
¢denba’erepcbKor0 Cyk00r0.

216. OmpaitoBaHHsi JOKYMEHTIB JUIsl BIJIIPABJICHHS TOIITOBUM 3B SI3KOM
3MIMCHIOETBCS CITY»KOOI0 JIUIOBOJICTBA YCTaHOBU BiAmoBigHO 10 IlpaBun HamaHHS
MOCITYT MOIITOBOTO 3B’ SA3KY.

217. 3 BUKOPUCTaHHSIM 3aCO0IB €JIEKTPO3B’SI3KY CIIy»)0a JIJIOBOJICTBA 3MIMCHIOE
nepenady TenerpaMm, ¢akcorpaM, TtenedoHorpaMm, e€JIeKTPOHHUX JOKYMEHTIB 13
3aCTOCYBaHHSIM €JEKTPOHHOTO IUGPOBOTO MIAMUCY Ta JOKYMEHTIB y CKaHOBaHIi
dbopmi 6e3 eTeKTPOHHOTO IUGPOBOTO MiMUCY.

218. Y pa3i HancumanHs (pakcorpam 1 JOKYMEHTIB y ckaHoOBaHii ¢opmi 0e3
€JIEKTPOHHOTO U(POBOTrO MIAMUCY HEOOX1THO HAMICIATH TaKOXK OPHUTIHAI JTOKYMEHTA
B IarepoBii popmi.

Buau noxymeHriB, iHpopMarllis 3 SKUX MepeaacThCsl KaHaIaMu €JIeKTPO3B’ SI3KY, a
TAaKOX HEOOXIJIHICTh 1 MOPSAOK IMOCWJIAHHS aJpecaToBl iX OpUTiHANLY B MamnepoBii
dbopmi BHU3HAYAIOTHCA IHCTPYKINEI YCTAaHOBH 3 ypaxyBaHHSM HasBHUX B YCTaHOBI
TEXHIYHUX 1 MPOrpaMHUX 3aCO0IB.

219. Tudopmariiiibi, TeneKOMyHIKaliiiHI Ta 1HPOpPMaLIHHO-TEIEKOMYHIKallliHI
CHUCTEMHM TIOBHHHI 3a0e3leuyBaTh 3aXHCT BiJl HECAHKIIOHOBAHMX [N, SKI MOXYTh
MPU3BECTH J0 BUIMATKOBUX 200 YMUCHHX 3MiH YU 3HUIIEHHS 1HGOpMAIii.

220. BuxinHi JOKYMEHTH OMPAaIlbOBYIOTHCS 1 HAJICUIAIOTHCS IICHTPATI30BaHO B
JIeHb 1X HAAXOJHKEHHS BiJ] CTPYKTYPHHUX MIAPO3JUIIB — BHUKOHABIIB 200 HE MI3HIIIE
HACTYITHOTO POOOYOro JIHS.

221. He momyckaeThcsi HaACHIIaHHS abo repeaayda TOKyMEHTIB 0e3 iX peecTpairii
y CIIy>01 A1JIOBOJICTBA.
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222. Tlixg yac mpuiiMaHHs BiJ BUKOHABI[IB BUXIJHUX JTOKYMEHTIB MPAaIliBHUKH
CITy>k0H J17I0BOJICTBA 3000B’s13aH1 MEPEBIPUTH:

MPaBWIBHICTH OGOPMIICHHS TOKyMeHTa (CKjaa 1 po3MIIIEHHS B HBOMY BCIX
PEKBI3HTIB);

HasBHICTH 1 MPAaBWIbHICTh 3a3HAYCHHS aJIPECH;
HasBHICTh HAa JOKYMEHTI BIAMITKH MPO J0JIaTKH;
HASBHICTH YCIX HEOOXITHUX ITAMUCIB HA JOKYMEHTI Ta JJ0JIaTKax J0 HhOTO;

HasIBHICTH BI3 HA BIAMYCKY — KOIIi BUXIJHOTO AOKYMEHTA, IO 3aJMILAETHCS Y
CIpaBax yCTaHOBHU;

HasIBHICTD 1 IOBHOTY JOJIaTKIB;
BIJINIOBITHICTh KITBKOCTI MPUMIPHHKIB KUTBKOCTI apecaTiB.

223. Ha opuriHaiax JOKYMEHTIB, sIKI HiJUISTalOTh MOBEPHEHHIO, HA BEPXHBOMY
paBOMY TOJII TIEPIIOT CTOPIHKK cTaBUThes mtamn “Tlianarae moBepHeHHIO”.

224. JIoKkyMeHTH, 10 HAJCHIAIOTHCS OJJHOYACHO OJTHOMY 1 TOMY K aJIpecaToBi,
BKJIQJJAIOTbCd B OJAMH KOHBepT (ymakyBaHHs). Ha KOHBepTI MNpOCTaBIAIOTHCS
peecTpalliiiii IHAEKCH BC1X JOKYMEHTIB, sIKI MICTATBCS Y KOHBEPTI.

225. JIoKyMeHTH, 10 aIpeCyOThCs [IOCTIHHUM KOPECIIOH/ICHTaM,
PEKOMEHYEThCS BIANPABIATA Y KOHBEPTaxX i3 3a3HAUCHHSIM aJpecH OJiep)KyBauya Ta
BIJINIPaBHUKA, [0 BUTOTOBISAIOTHCS 3a3/alieriib MAIIWHOMUCHUM a00 JPYKapChKUM
CII0CO0OM.

226. JlokymMeHTH, 1O  JOCTaBISIOTHCSH  (DebJ’€repChbKO0  CITYXKOOI0,
NepeatThes aipecaTam IiJl PO3MUCKY Y BIIMOBIIHINA KHU3I.

227. JlocunanHs abo 3aMiHa PO3ICIaHOTO paHille JOKYMEHTa 3I1HCHIOETHCS 3a
BKa3iBKOIO IIOCAJ0BOi OCOOM, sKa Iiamucaga JOKyMEHT, a00 KepiBHUKA CITyKOH
IUIIOBOJICTBA.

228. CTpyKTypHi TIApO3AUIM Ta OKpeMl BHUKOHABIIl 3000B’s3aHl TepenaBaTH
BUXIZHI JOKYMEHTH Ta IHIII MOIITOBI BIAMPABIEHHS A0 CIY>KOM NUIOBOJICTBA Yy
TOJIMHU, BCTAHOBJICHI JUIsI IIHOTO IHCTPYKITIEID YCTAHOBH.

IV. Cucremaru3aiiist Ta 30epiraHisi JOKyMEHTIB Y JT1J0BOJICTBI

CkuajieHHs HOMEHKJIATypH CIIpaB

229. HomeHnkiarypa copaB — Ii¢ OOOB’S3KOBHM i1 KOXKHOI YCTaHOBH
CUCTEMAaTU30BaHUN TMepeniK Ha3B (3arojioBkiB) cmpaB, WO (OpMyIOTbCs B 1l
JIJIOBOJICTBI, 13 3a3HaYCHHSIM CTPOKIB 30€piraHHs CIpaB.

230. HomeHnkinaTtypa crpaB Mpu3HauY€Ha i BCTAHOBJICHHS! B YCTaHOBI €JHMHOTO
nopsaky (opMmyBaHHsI crpaB, 3a0e3ledeHHs iX OOJiKy, ONEepaTUBHOTO IOIIYKY
JOKYMEHTIB 3a iX 3MICTOM 1 BHJOM, BHU3HAYCHHS CTPOKIB 30epiraHHs crpaB i €
OCHOBOIO JUIS CKJIQJICHHS OMKCIB CIIPaB MOCTIHHOTO Ta TpuBaioro (monan 10 pokiB)
30epiranHs, a TaKOX JUISL 00Ky crpas TUMYacOBOTO
(1o 10 pokiB BKJIIOYHO) 30€piraHHs.
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231. B ycTaHOBI CKJIaJar0ThC HOMEHKJIATYpU CIpPaB CTPYKTYPHHUX MIIPO3JALIIB
(momaTok 18) 1 3BeZieHa HOMEHKJIaTypa CIIpaB YCTaHOBH (J1o7aTokK 19).

HomenknaTypa cripaB CTPYKTYpPHOTO HiAPO3IUTY pO3pOoOIsieThesl HE mi3Hime 15
JUCTONAla TOTOYHOTO POKY IMOCAT0BOIO O0CO00I0, BIAMOBIAATBHOIO 32 MIJIOBOACTBO Y
CTPYKTYpPHOMY MiAPO3a1JIi, HA MiACTaBl JOKYMEHTIB 3 YCIX MUTaHb HOTO AiISUTHHOCTI 13
3a;y4eHHsAM (paxiBIIiB, sIKI MPAIFOIOTH B IMiIPO3/ILIL.

3BeJiIcHa HOMEHKJIaTypa CIpaB CKJIAJa€ThCsl CIY>KOOH AIIOBOACTBA Ha OCHOBI
HOMEHKJIATyp CHpaB CTPYKTYPHUX I1IPO3/ALIIB.

MetonnyHa fomomMora y CkjiaJieHHI HOMEHKIJIATyp CIpaB HAJAa€TbCs apXiBOM
YCTaHOBHU.

232. 3BeneHa HOMEHKIIATYypa CIIPaB YCTAHOBU CXBAIIOETHCS KOMICI€I0 YCTAHOBH
3 TPOBEACHHS EKCIEPTH3M I[IHHOCTI JOKYMEHTIB (Jajli — eKCIepTHa KOMicis) Ta
MOTO/IKYETHCSI €KCTIIEPTHO-TIEPEBIPHOIO KOMICIEIO BIAMOBITHOTO JEPKaBHOTO apXiBY
OJIMH pa3 Ha I’ SITh POKiB a00 HEBIAKIAIHO Y pa3i 3MiHU (POPMH BIACHOCTI, CTPYKTYPH,
GyHKIIN Ta XapakTepy poOOTH YCTaHOBH, IICJSI YOTO 3aTBEPIKYETHCS KEPIBHUKOM
YCTaHOBH.

233. 3BeneHa HOMEHKJATypa CIpaB YCTaHOBM CKJIAJA€TbCI Yy YOTHUPHOX
NPUMIPHUKAaX, Ha KOKHOMY 3 SIKHX TOBMHEH OYyTH 3amOBHEHUI Tpu@ MOTOKEHHS 3
BIJIMOBITHUM Jiep>KaBHUM apxiBoMm. [lepmuii (HeqoTOpKaHHUI) MPUMIPHUK 3BEIACHOT
HOMEHKJIATYPH CIIpaB 30epiraeTbes y Ciry>»k01 A1IOBOJCTBA, IPYTHi BUKOPUCTOBY€ETHCS
city>k0010 JUTOBOJCTBA SIK POOOYMi, TPETi MepenaeThCsi A0 apXiBy YCTAaHOBH, IS
3MIMCHEHHS KOHTPOJIIO 3a (OpPMYBaHHSIM CIpaB Yy CTPYKTYpPHHX MiIpO3AiIax,
YETBEPTUM — HAJICUIIAETHCA 10 IEP>KaBHOTO apXiBYy.

CTpyKTypHI HiAPO3AUIH YCTAaHOBU OTPHUMYIOTh BHUTATH 3 BIAMOBITHUX PO3JLIIB
3aTBEPKEHOT 3BEICHOI HOMEHKJIATYPH CIPaB ISl BAKOPUCTAHHS Y POOOTI.

234. 3BefeHa HOMEHKJIATypa CIpaB YCTAaHOBHM IIOPOKY (HE Mi3HIIIE TPYIHS)
YTOUYHIOETHCS T BBOAUTHCS B 1110 3 1 CIYHS HACTYIHOTO KaJe€HAApHOTO POKY.

235. Jlo HOMEHKJIATypH CIPaB BKJIIOYAIOTHCS HAa3BU CIpaB, M0 (HOpMYyIOTHCS Ta
B1J1I00pakaroTh ycCi AUISTHKH pOOOTH, sIKa JOKYMEHTYETHCSI B YCTAHOBI, 30KpEMa CIIpaBu
MOCTIHHUX Ta TUMYACOBO JIIOUUX pajl, KOMICIH, KOMITETIB Toio. Jlo HOMEHKIATypHu
CIpaB BHOCSTHCS TAKOXK HA3BH CIIPAB, 10 BEAYTHCS JIMIIIE B €IEKTPOHHIN (HOpMI.

236. I'padpu HOMEHKIATYPH CTIPAB 3aMOBHIOIOTHCS TAKUM YHHOM.

VY rpadi 1 mpocTaBisieThCs 1HACKC KOKHOI CTIpaBH. [HAEKC CIIpaBU CTPYKTYPHOTO
P03y CKIATAEThCS 3 1HACKCY CTPYKTYPHOTO MiJIPO3/LUTY YCTaHOBH (32 IITATHUM
po3mucoM abo KiIacu(piKaTopoM CTPYKTYPHHUX MiAPO3MLTIB) Ta MOPSIKOBOTO HOMEpPA
cripaBd B Mexax miaposauty. Hampuknamg: 06—12, ne 06 — iHIEKC caMOCTIHHOTO
BTy, 12 — mopsakoBuit HoMep cripaBu, ado 04.1—07, ne 04.1 — iHAEKC BIAALTY Y
ckJai ynpaniiHHs, 07 — MopsiIKOBUNA HOMEp CIIpaBH.

3a HasBHOCTI Yy CIpaBl TOMIB (YaCTHH) I1HJIEKC CTaBUTHCA Ha KOXHOMY TOMI,
Hanpukiaaa: T. 1, T. 2 Touro.

VY rpady 2 BKIIOYAIOTHCS 3ar0JIOBKU CIIPaB (TOMIB, YACTHH).

3aroy0BOK CIPaBH MOBMHEH YITKO y CTHUCIIN y3araiabHeHid ¢opMi BigoOpaxaru
CKJIaJ[ 1 3MICT JOKYMEHTIB CIIPaBH.
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He no3BosisieThest BXXKUBAHHS B 3ar0JIOBKAX CIPAaB HEKOHKPETHHX (DOPMYJITIOBAHb
(“pi3n1 matepianm”’, ‘“3arajgbHe JHUCTYBaHHS , “BXiJIHA KOPECHOHJACHINSA’, “BUXIJTHA
KOPECIOHACHIISA TOIO), & TAKOYK BCTABHUX CIIIB 1 CKJIAJHUX CHHTAKCHYHHUX 3BOPOTIB.

[Tin wac ¢opmymOBaHHS 3aroJiOBKIB CHOPaB BPaxOBYIOTbCA Taki O3HAKU
dbopMyBaHHS CIpaB, SK HOMIHAJIbHA, aBTOPCHKA, KOPECIIOHICHTCHhKA, IMPEIMETHO-
NUTalIbHA, XPOHOJIOTI4HA, reorpadiyna. JJokyMmeHTH GOpMyIOThCS Y CIIpaBU Ha OCHOBI
OKpeMO1 03HaKH 200 CIOTYUYCHHSI O3HAK.

3aroJioBOK CHpaBU CKJIAJA€ThCA 3 €JIEMEHTIB, 10 PO3MILIYIOThCA Yy TaKiid
MOCJTIIOBHOCTI: Ha3Ba BUAY CHpaBH (JUCTyBaHHs, KypHaJl, KHUTA TOIIO) YU BUIY
JMOKYMEHTIB 'y chopaBi (Haka3u, MPOTOKOJM, aKTH TOINO); aBTOP JIOKyMEHTIB
(HaliMEeHYBaHHS YCTaHOBM, CTPYKTYPHOTO MIJPO3/iITy); KOPECIOHIEHT abo amapecar
(HaiiMeHyBaHHs yCTaHOBH, JIO SKOi aJpecoBaHl a0o0 BiJl SIKOi HAAIMILINA TOKYMEHTH);
KOPOTKHM 3MICT JIOKYMEHTIB CHpaBH (MHUTaHHS, 3 SKOTO (JOPMYETHCS CIpaBa); Ha3Ba
perioHy (TepuTopii), 3 SKOI MOB’A3aHUN 3MICT AOKYMEHTa; naTta (Iepiox), [0 SIKOi
HaJIe’)KaTh JOKYMEHTH CIIpaBH; BKa31BKM Ha HAsIBHICTh KOMIN JOKYMEHTIB y cipasi (y
pasi motpelbn).

VY 3aromoBkax o0co0OBHX (MEPCOHAIBHMX) Ta IHIIUX CIpaB, IO MICTATh
JOKYMEHTH 13 OJIHOTO IIUTaHHS, IIOB’S3aHI TOCTIAOBHICTIO BEJEHHS MPOILEIyp
JIJOBOJICTBA, BXXMBAEThCS TEpMIH ‘‘cripaBa”, Hampukiaa: “OcoboBa cmpaBa’,
“IlepconanbHa cupaBa’.

VY 3aronoBkax cmpas, IO MICTATh JOKYMEHTH 3 OJHOTO IMHUTAHHS, HE MOB’s3aHi
MOCJTIZIOBHICTIO BEJICHHSI MPOIEAYP AUTIOBOJICTBA, BKUBAETHCS TEPMIH “TOKYMEHTH , a
MICJIsl HBOTO B JAY)KKax 3a3HAYarOThCS OCHOBHI BHJM JJOKYMEHTIB CTIPaBH, HAPHUKIAI:
“JlokyMeHTH (IIJIaHW, aHKETH, JOBIJAKK) MPO MPOBEACHHS OTJSAY CTaHy J1JI0BOJCTBA
Ta apXiBHOI CIPaBU y BUIUX HABYAJIBHUX 3aKIaaax .

TepmiH “HOKyMEHTH’ BXKHBAETHCS TAKOX Yy 3arojioBKax CIpaB, IO MICTSITh
JTOKYMEHTH-JIOJIATKH 10 OyAb-SIKOTO HOPMATHUBHO-IIPABOBOTO aKTa abo pO3MOpsSa4oro
JIOKYMEHTa yCTaHOBHU.

VY 3aroyioBKax cCrpaB, IPU3HAYCHUX IS TPYIyBaHHS JOKYMEHTIB OJIHOTO BHIY,
3a3HAYAEThCS BHUJ JOKYMEHTAa Yy MHOXHHI Ta aBTOp JOKYMEHTIB, HaIpPUKIAI:
“ITporokonu 3acinanb Kojerii Jlep:kaBHoi apXiBHOT CITy>K0u .

V 3aronoBkax crpas, O[O0 MICTATh JMCTYBaHHS, 3a3HAYAIOThCS KOPECIOHJIEHT 1
KOPOTKHH 3MICT JOKYMEHTIB, Hampukiaa: “JlucryBanHs 3 MinicrepcTBOM (piHAHCIB
PO 3aTBEP/HKEHHS 1 3MIHY IUITAaTHOTO PO3MHCY .

Y 3aronmoBkax cmopaB, MO0 MICTATh JIMCTYBaHHA 3 KOPECIOHJIEHTAMH,
OJIHOPITHUMHU 32 XapaKTePOM JisUIbHOCTI, TaKi KOPECTIOHICHTH HE MEPEeTiuyThCA, a
3a3HAYAEThCS iX y3arajJbHEHE HallMEHYyBaHHsI, Hanpukiaaa: “JIuCTyBaHHS 3 opraHamu
MICIICBOTO CaMOBpSTyBaHHS 3 TIMTaHb 3a0€3MEYCHHS  COIIAIbHOTO  3aXHUCTy
HaceJICHHS .

VY 3aronoBKax cHpaBs, IO MICTATh JIUCTYBaHHS 3 PI3HUMH KOPECIOHJICHTAMH,
Takl KOPECIIOHJIEHTH HE 3a3HAayaroThCsl, Hampukiaj: “JIucTyBaHHS Hpo OpraHizaiiro
ceMiHapy 3 MiJBUIIECHHA KBasi(ikamii MpamiBHUKIB KaIpOBUX CITyk0”.
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V 3arozioBkax cmpas, II0 MICTATh IJIAHOBO-3BITHY JOKYMEHTAIIII0, 3a3HAYA€ThCS
nepion (Micsiib, KBapTai, MBpIYYs, PiK), B SKOMY IJIaHYETHCS CTBOPEHHS IOKYMEHTIB,
a60 mepiofl iX PaKTUYHOTO BUKOHAHHSI, HAPUKIIA/:

1. [Tman ocHOBHUX OpraHi3aliifHux 3axoAiB yctaHoBu Ha 2012 pik;
2. 3BIT PO BUKOPUCTAHHS OFOKETHUX KOIITIB ycTaHOBOIO 3a 2011 pik.

Skmo cmnpaBa CKIATa€Thbesl 3 KUIBKOX TOMIB a00 YacTuH, (OPMYIOETHCS
3araJibHUMN 3aroJI0BOK CIPaBH, a MOTIM y pa3i MOTpeOr — 3aroJIOBOK KOKHOI CIIPaBH.

[lin vac po3MilIeHHs 3arojOBKIB CHOpPaB Yy HOMEHKIATYpPl BPaxOBYEThCS
BAXJIMBICTh JIOKYMEHTIB, BKJIOYEHUX JO CIpaBH, iX B3aeM03B’s30k. Ha mouaTky
PO3MINIYIOThCSI 3ar0JIOBKM CIPaB IIOJA0 JOKYMEHTIB, SIKI HaAIWIUIM BiJ] OpraHiB
BUIIIOTO PiBHS, Jalli — MO0 OpraHi3aliifHO-pPO3MOPSAY0i JOKYMEHTAIli, MJIaHOBO-
3BITHOI JIOKyMEHTAaIlli, JIUCTyBaHHS, OOJIKOBO-IOBIIKOBUX BHUIIB JOKYMEHTIB. Y
KOXHIHM 3 IIUX TPYI JOKYMEHTH TaKOX PO3MIIIYIOTHCS 3 YpaXyBaHHSAM BaXKIMBOCTI Ta
CTpPOKIB 30epiraHHsl.

I'pacda 3 HOMEHKIIaTypH 3aMOBHIOETHCS] HAMPUKIHII KaJIEHIapHOTO POKY.

Y rpadi 4 HOMEHKJIATYpH 3a3HAYAIOTHCS CTPOKU 30€piraHHs CIpaB, HOMEpPHU
cTaTeil 3a mepeikoM JOKYMEHTIB 13 CTpOKaMu 30epiraHHs.

VY rpadi 5 “BinmiTka” poOisiThes MO3HAYKU PO MEPEXiAHI CIpaBu; MPO CIIPaBH,
0 BEAYyThCS B EINEKTPOHHIM (opMi; Mpo mMmocamoBUx o0ciO, BIAMOBITAIBHUX 3a
(dopMyBaHHS cIipaB; PO Mepegady CIpas 0 apXiBy YCTaHOBH YW IHUIMX YCTAHOB JUIs
1X POJIOBKEHHS TOLLO.

237. HanpukiHii poKy HOMEHKIATypa CIpaB 3aKpHUBAE€THCS 3 MiJACYMKOBHUM
3aIMCOM TIPO X KUIBKICTD.

dopMyBaHHS CIIpaB

238. @opmyBaHHS CIIpaB — 1€ TPYIyBaHHSI BUKOHAHUX JOKYMEHTIB y CIpPaBU
BIJIMOBITHO JI0 HOMEHKJIATyPH CIIPaB.

239. CnpaBu popMyrOThCSl B yCTaHOBI, SIK IPABUIIO, JEIEHTPATi30BaHO, TOOTO B
CTPYKTYpHHUX Tiapo3ainax. B ycranoBax 3 o0csrom nokymeHnToobiry mpo 10 Tuc.
JIOKYMEHTIB Ha pIK MOXJIMBE (POPMYBaAHHS CIIPaB Yy CIy»O01 11JI0BOJICTBA.

240. Ilin 4yac ¢dopmyBaHHS CIHpaB CiHiJ JOTPUMYBATUCA TaKUX 3arajibHUX
MPaBWII: BMIN[YBaTH Y CIPABU TUIbKM BUKOHAHI JIOKYMEHTH BiJIIIOBITHO JI0 3ar0JIOBKIB
CIpaB B HOMEHKJIATYPi; TPYyIYBaTH y CIPaBH JOKYMEHTH, BUKOHAHI IPOTATOM OJTHOTO
KaJICHAApHOTO POKY, 32 BUHATKOM MEPEXiTHUX CrpaB (BEAYTbCS MPOTITOM KUIBKOX
pOKiB), 0COOOBHUX CIHpaB;, BMIIIyBaTU y CIpaBU JHIIE OpUTiHAIM abo y pasl ix
BIZICYTHOCTI 3aCBiT4€HI B YCTAaHOBJICHOMY TMOPAIKY KOIIi TOKYMEHTIB; HE JOIMYyCKaTu
BKJIFOUEHHS JIO CIIpaB YOPHOBHUX, OCOOMCTHUX JIOKYMEHTIB, PO3MHOXEHUX KOIIA Ta
JIOKYMEHTIB, 1110 MIUISIraloTh MOBEPHEHHIO; OKPEMO T'PYIyBaTH y CIpPaBU AOKYMEHTHU
NOCTIMHOTO 1 THUMYacoBoro 30epiraHHs; 3a oO0CSTOM crpaBa HE IOBHMHHA
nepesuiiryBatu 250 apkyiniB (30—40 miniMeTpiB 3aBTOBIIKH).

241. JIOKyMEHTH TPYIYIOThCS Y CHpaBHU B XPOHOJOTIYHOMY Ta/a00 JIOTTYHOMY
MOPSJIKY .
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242. TlonoxkeHHs, MpaBuia, IHCTPYKIII TOILO, 3aTBEP/UKEHI PO3MOPSIUUMHU
JOKYMEHTaMM, TPYMYyIOThCS pa3oM 13 3a3HaYE€HUMHU JOKYMEHTAMH.

243. Haka3zu (po3MOpsAKEHHS) 3 MUTaHb OCHOBHOI JiSUTBHOCTI YCTaHOBH, 3
aJIMiHICTPaTUBHO-TOCTIOAAPCHKUX MHUTaHb, 3 KaJPOBHX MUTaHb (0COOOBOTO CKIAmIy)
TPYNylOThCcs y pi3HI chnpaBu. Hakasum 3 kagpoBux mNHUTaHb (0COOOBOTO CKIamy)
IPYIYIOTHCS BIAMOBIAHO JI0 iX BUIIB Ta CTPOKIB 30€piraHHsl.

244. JlokyMeHTH 3aciJaHb KOJETiaJbHUX OpPTaHiB IPYMyIOTHCS Y JB1 CIIpaBu:
MPOTOKOJIU 1 JOKYMEHTHU JI0 HUX (OTOBII1, TOBIAKH, TPOCKTHU PIIIEHb TOIIIO);

JOKYMEHTH 3 Oprasizaiii 3acijaHb (TOpSIIOK JI@HHHM, MakKeT PO3MIIIEHHS,
CIIUCOK 3aIlPOIIEHUX TOIIO).

245. TIpoTokoaM 3acijaHb KOJIETIAJIbHUX OpraHiB TPYMYIOThCA Y CIpaBd B
XPOHOJIOTIYHOMY TIOpSJAKY 1 3a HoMepaMu. [[oKyMeHTH 10 3aciiaHb 3a3HAYEHUX
OpraHiB CHUCTEMAaTH3YIOThCS 3a JlaTaMH Ta HOMEpaMH MPOTOKOIIB, @ B MEXax Ipynu
JOKYMEHTIB, 1[0 CTOCYIOTBCSI OJHOTO TPOTOKOITY, — 3a MOPSAIKOM JCHHUM 3aCiJaHHS.

246. Jlopy4yeHHs YCTaHOB BHUIIOTO pIiBHA 1 JOKYMEHTH, TNOB’S3aHl 3 iX
BUKOHAHHSM, TPYNYIOThCS Yy CIpaBU 3a HampsMaMd IisUIBHOCTI YCTaHOBU a0o0 3a
aBTOPaMH 1HIIIATUBHUX JTOKyMEHTIB. JJOKyMEHTH y HEBEIHUKIN KUIBKOCTI TPYIYIOThCS
B OJIHY CHIpaBy. ¥ CHpaBi JOKYMEHTH CUCTEMAaTU3YIOThCS 3 JIaTaMU JJOPYYCHb.

247. 3aTBepaKeHI1 MJIaHH, 3BITHU, KOIMITOPUCH TPYMYIOTHCA y CIPABU OKPEMO Bif
MIPOEKTIB IUX JTOKYMEHTIB.

248. JIuctyBaHHA TPYIYETHCA 3a 3MICTOM Ta KOPECIOHIEHTCHKOIO O3HAKOIO 1
CUCTEMATH3YEThCSI B XPOHOJIOTTYHOMY MOPSIAKY: JOKYMEHT-BIANOBIb PO3MIILYETHCS
3a JOKYMEHTOM-3aIIUTOM.

249. OcoboBi crnpaBH JepKaBHUX CIYKOOBIIB (HOPMYIOTHCS BIAMOBIAHO 0O
[lopsinky BenmeHHs 0COOOBHX CHpaB JAEPKABHUX CIY>KOOBIIIB B OpraHax BHUKOHABYOI
BJIaJ¥, 3aTBEPJUKEHOTO mocTtaHoBoro Kabinery MinicTpiB Ykpainu Bix 25 TpaBHS
1998 p. Ne 731 (Odimiitamii Bicauk Ykpainu, 1998 p., Ne 21, ct. 764).

250. Po3paxyHKOBO-IIIATiKHI ~ BioMOCTI  (0COOOBI  paxyHKH) TpalliBHHUKIB
YCTaHOBH CHUCTEMATHU3YIOThCS B MEKax POKY 3a MPi3BUILIAMU B ajipaBITHOMY MOPSIZIKY,
a BIJIOMOCTI Ha BWIUIaTy 3 Tpolied (BIIOMOCTI HapaxyBaHHS 3apOOITHOI TIIaTH)
NMOBUHHI OyTH chOpMOBaH1 MIOMICSIIS 32 PIK.

251. MeroauuHe KepIBHULTBO 1 KOHTPOJIb 32 (POPMYBAHHSM CIPaB B YCTAaHOBI Ta
il CTPYKTYpHMX MiApO3AUIaX 3IIACHIOETBCS CIIYKOOK [IJIOBOACTBA Ta apXiBOM
YCTaHOBH.

30epiraHHs TOKyMEHTIB B yCTaHOBaX
252. JIokyMeHTH 3 4Hacy CTBOPEHHs (HAIXOJDKEHHS) 1 10 mepenadi A0 apxiBy
YCTaHOBHU 30€piratoThCs 3a MicieM ix hopMyBaHHS.

KepiBHHKYU CTPYKTYpHHUX MiIPO3ALIIB YCTAHOBH 1 MPAI[iBHUKH, BiJIMIOBIJAIbHI 32
OpraHi3aililo AUJIOBOJCTBA B IMX MiAPO3JLJIax, 3000B’s13aH1 3a0€3MeUnTH 30€piraHHs
JIOKYMEHTIB 1 CTIIPaB.
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253. YV pobOoumx KiMHATax CIpaBU IOBUHHI 30epiraTucsi y BEPTUKAIbHOMY
MOJIOKEHHI B madax, M0 3aKpUBAIOTHCA. [ MiABUIICHHS OMEPAaTUBHOCTI PO3IIYKY
JOKYMEHTIB CIpaBU PO3MILIYIOTBCS BIANOBIIHO [0 HOMEHKJIaTypu cmpaB. Ha
KOPIHLIAX OOKJIaTUHOK CIIPaB 3a3HAYAIOTHCA 1HACKCH 32 HOMEHKIATYPOIO.

254. MarHiTHi cTpiukd Ta 1udpoBi Hocii 1HGopmarllii 3 GoHorpamamu 3acigaHb
KOJIETI1aJIbHOTO OpraHy 30epiraloTbcsi y Horo cekperaps. Ha crpiumi i1 kopoOi
poOUTHCS BiIMITKA IPO ATy 3acigaHHs 1 yac 3anucy. Cekperap KOJETialbHOTO OpraHy
BIJINOBI/IA€ 3a 1X 30epiraHHs.

255. Bupmaua cnpaB y THMYacoOBE€ KOPHUCTYBaHHs MpalliBHUKAM CTPYKTYPHHUX
HiPO3/IIIIB YCTAaHOBU 3A1MCHIOETHCS 3 I03BOTY KEPIBHUKA CTPYKTYPHOTO MiAPO3/ILTY,
B sKOMy Oyso chopMOBAaHO CHpaBy, IHIIUM yCTaHOBaM — 3 MHUCHBMOBOTO JO3BOJY
KepiBHUKA yCcTaHOBU. Ha BHUIaHy cnipaBy CKJIaJa€ThCsl KapTKa — 3aMIHHHMK. Y KapTIli
3a3HaYalOThCsl HallMEHYyBaHHS CTPYKTYpHOTO HiAPO3ALTY, 1HIEKC CIpaBH, 3aroj0BOK
crpaBu, Jata ii Buaadi, ocola, AKiil crpaBy BUAAHO, JaTa ii MOBEPHEHHS, MiAMHCU
0ci0, IKl BUAAJIU Ta PUNHSIIN CIIPaBY.

256. HaganHs cripaB y TUMYacOBE KOPUCTYBAaHHS 3A1MCHIOETHCS HE OUTBI SIK Ha
OJIUH MICSIIb.

257. Buny4yeHHsI JOKYMEHTIB 13 CIIpaBH MOCTIMHOTO 30epiranHs 3a00pOHAETHCS.
VY BUHATKOBHX BUIMAJIKaX BHIYUYCHHS JOKYMEHTIB JOIMYCKAETHCS 3 J03BONIy KEpiBHUKA
YCTaHOBU 3 OOOB’SI3KOBUM 3aJMILEHHSIM Y CIpPaBl 3aCBIAYEHUX HAJIECKHUM UYHHOM
KOTIH.

V. [lopsimok miAroTOBKY CIIpaB J0 Mepeadl sl apXiBHOTO 30epiraHHs

ExcniepTusa 1iHHOCTI JOKYMEHTIB

258. TlpoBeneHHsT €KCMEPTU3U IIHHOCTI JOKYMEHTIB IOJSTa€ y BCEOIYHOMY iX
BHUBUCHHI 3 METOI BHeceHHs 10 HamionansHOro apxiBHOTO (hOHAY 200 BIITYYCHHS 3
HBOTO Ta BCTAHOBJICHHS CTPOKIB 30epiraHHs JOKYMEHTIB, [0 HE MIATal0Th
BHeCeHH!0 /10 HarioHansHOro apxiBHOTO (OHIY.

259. Jlns opranizamii Ta TPOBEIEHHS EKCIEPTU3U I[IHHOCTI JOKYMEHTIB B
ycTaHoBax (y pas3l mOTpeOH B CTPYKTYPHHUX MiJIPO3/1JIaX) YTBOPIOIOTHCS MOCTIMHO
JIF041 EKCIIePTHI KOMICIi.

260. Excrieptr3a IIHHOCTI JOKYMEHTIB MPOBOJIUTHCA IIOPOKY B CTPYKTYPHHUX
HiJpo3JiJaXx yCTaHOBU Oe3mocepeqHbo 0co0amu, BIJAMOBIJAIBHUMH 3a OpraHi3alliio
JIJOBOJICTBA B IUX MIAPO3JiJaX, pa3oM 3 €KCIEPTHOI KOMICIEIO MM METOAUYHUM
KEPIBHUIITBOM CITY>KOH JIIJIOBOJICTBA Ta apXiBY YCTaHOBH.

261. Tlix 4ac mpoBeAeHHS EKCHEPTU3HM I[IHHOCTI JOKYMEHTIB 3JIACHIOETHCS
BII0OIp JOKYMEHTIB MOCTiHHOro Ta TpuBasoro (moHaa 10 pokiB) 30epiraHHs IS
nepefavi 0 apxiBy YCTaHOBH, BWJIYYEHHS JIsl 3HUINEHHS TOKYMEHTIB 1 CIpaB 3a
MUHYJII POKH, CTPOKH 30€piraHHs SKUX 3aKIHYMIHUCS.

BuiydeHHS JOKYMEHTIB Uil 3HUIICHHS O€3 TMPOBEACHHS IOMEPEIHBOT
eKCTIEPTH3H iX I[IHHOCTI 3a00POHSIETHCH.

262. Bigbip DOKYMEHTIB TOCTIMHOTO 30epiraHHs 3I1ACHIOETbCS Ha IMiJICTaBi
TUTNIOBUX Ta BIIOMYHMX (TaJly3e€BUX) MEPENiKIB JOKYMEHTIB 13 CTpOKaMu 30epiraHss,
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HOMCHKJIATYPH CIPaB YCTAHOBH ILISXOM IMEPETISAIy KOXKHOTO apKylla CIpaBH.
3ab0poHs€ETHCA BIAOIP AOKYMEHTIB IJis MOJATBIIOr0 30epiraHHs abo 3HUIIEHHS Ha
MiICTaB1 3aroJIOBKIB CIIpaB B OMUCi 200 HOMEHKIIATY P CIIpaB.

263. 3a pesyiabTaTamMM EKCIEPTU3M I[IHHOCTI JOKYMEHTIB B yCTaHOBI
CKJIaJIal0OThCSl OTMHUCHU CIIpaB MOCTiiiHOTO, TpuBajoro (moHan 10 pokiB) 30epiraHHs, 3
KaJ[pOBUX TUTaHb (0COOOBOTO CKJIAMy) Ta akT NPO BWIYYEHHS MJsi 3HULICHHS
JIOKYMEHTIB, HE BHeCeHHX 10 HarionanpHoro apxisHoro Gouy (momatox 20).

264. 3BeneH1 onucH cupas NOCTiIMHOTO, TpuBajioro (moHaza 10 poki) 30epiraHHs
Ta 3 KaJpOBUX MUTaHb (OCOOOBOTO CKJamy) Ta akT MPO BWIYYCHHS Ui 3HHUICHHS
JIOKYMEHTIB, HE BigHeceHMX A0 HarioHanbHOTO apxiBHOTO (OHIY, PO3TISAAIOTHCS
EKCIIEPTHOI0 KOMICi€I0 YCTaHOBM OJHOYAcHO. Taki akTH pa3oM 3 OMHUCaMHU CIpaB
MOCTIHHOTO 30epiraHHs Ta 3 KaJpOBUX NUTaHb (0COOOBOTO CKIaay) MOAAIOTHCS B
YCTaHOBJIEHOMY TMOPSIIKY Ha PO3TIIS] EKCIEPTHO-NEPEBIPHOI KOMICIi BiAMOBIIHOTO
nepxaBHOTO apxiBy. [loromkeni akTu 3aTBEPIKYIOTbCS KEPIBHUKOM yCTaHOBH, MICIIS
9YOro yCTaHOBA Ma€ MPaBO 3HUIIUTH TOKYMEHTH.

265. AKT mpo BUIyYEHHS JUIsI 3HUIIECHHS JOKYMEHTIB, HE BHECEHHUX JI0
HamionanpHoro apxiBHOro (QoOHIy, CKJIAaIa€ThCs, SK MPABUJIIO, HA CHOPaBU BCIEl
YCTaHOBH. SIKIIO B akTi 3a3HAYEHO CHPaBU KIJIBKOX CTPYKTYPHHX MiAPO3ALIIB, iX
HallMEHYBaHHS 3a3HAYal0ThCS TIepe] TPYTO0 3ar0JIOBKIB CIPaB IOTO MiAPO3ALTY.

CxutajieHHs1 OTHCIB CIIPaB

266. Onuc cmpaB — apxXiBHUM JOBIIHUK, NpPU3HAYCHUH [uIg OOJIKy Ta
PO3KpUTTS 3MICTY OJMHHULB 30epiraHHsi, OJAMHUIL OOJIKY, 3aKpIIUIEHHA IX
cucTeMaru3alii y Mexax apXiBHOTO (OH/IY.

267. Onucu cnpaB yKJIaJalOThCsl OKPEMO Ha CIIPaBU IMOCTIHHOTO Ta TPUBAIOTO
(monaz 10 pokiB) 30epiranHs Ta 3 KaJAPOBUX MUTaHb (0COOOBOTO CKIIATY).

Ha cnpaBu TumyacoBoro (10 10 pokiB) 30epiraHHsS OMHCH HE CKJIAAIOThCA. Y
pasi JikBijamii yu peopraHizailii ycTaHOBU TaKi OMHICH CKJIAJIal0ThCsi 000B’ I3KOBO.

268. Onucu crpaB CTPYKTYPHOTO MiIPO3J1LTY YCTaHOBH CKJIAZAIOTHCS IIOPOKY 32
BCTaHOBJIEHOIO (opmoro (momarok 21) mocasoBor 0co00, BIANOBILAAIBHOIO 32
JIJIOBOJICTBO Y CTPYKTYPHOMY T1APO3A1Ti, 32 METOANYHOI TOMMOMOTH apXiBy YCTaHOBH.

269. Homep omucy crmpaB CTPYKTypHOTO MiAPO3/UTy YCTaHOBM TIOBHHEH
CKJIaaTUCs 3 MU(PPOBOTO MO3HAYCHHS CTPYKTYPHOTO MiAPO3ALTYy 32 HOMEHKJIATYPOIO
cripaB 3 JIOJaBaHHSIM I[I0YaTKOBOi JIITEpU HA3BU KaTeropii JTOKYMEHTIB, IO
BKJIFOUAIOTHCS JI0 OINHUCY, Ta YOTUPHOX LHU(PP POKY, B SIKOMY PpO3MOYATO CIPABU,
BKJIFOUCHI JIO OTHUCY.

Hanpuknaa, onucu crnpaB noctiiHOro, Tpusaioro (nmoxaj 10 pokis) 30epiraHss
Ta 3 KaapoBUX MHUTaHb (0COOOBOTO CKJIaay) CTPYKTypHOTo miaposainy Ne 5, mio
0OJIKOBYIOTBCS 32 HOMEHKJIATYpoOro cipas 1 posnodari y 2011 porri, MaTuMyTh Taki
Homepu: 5 I1—2011; 5T —2011; 5 OC —2011.

270. Ilin vac cknagaHHS OMHCIB CHpaB CIiJ JAOTPUMYBATHUCS TaKWX BHUMOT:
KOXKHa CIIpaBa BHOCHUTBCS JIO OMHCY IIiJI CAMOCTIHHUM TMOPSAKOBUM HOMEPOM (SIKIIIO
crpaBa Ma€ KiTbKa TOMIB 200 YacTHH, KOXKHUI TOM a00 YacCTUHA BHOCSITHCS JIO OIHCY
7] OKpEMUM HOMEpPOM); Ipadu omucy oQpOpMIIIOIOTHCS BIAMOBIIHO O B1IOMOCTEH,
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3a3HAYeHUX HA OOKJIAIUHIN (TUTYJIBHOMY apKylli) CIPaBH; y pa3i BHECEHHS JIO OMUCY
KUIBKOX CIpaB MIAPSA 3 OJHAKOBUM 3arojOBKOM 3a3HAYa€TbCsA IOBHICTIO JIMIIE
3aroJIOBOK MepIIoi CIIpaBH, a BCl 1HINI OJHOPIIHI CIIPABH MMO3HAYAIOTHCS CIOBAMH ‘T
came”, IpU I[bOMY IHIII BIAOMOCTI IPO CIPaBU BHOCATHCS O OMHCY MOBHICTIO (HA
KO’KHOMY HOBOMY apKyIIli OMUCY 3aroJIOBOK BIATBOPIOETHCS MOBHICTIO); rpad)a Omucy
“ITpumiTKa” BUKOPHUCTOBYETHCS IUIS BIAMITOK MPO OCOOIHMBOCTI (DI3HUHOTO CTaHy
crpas, Mpo Mepefady CIpaB IHIIUM CTPYKTYpHUM MiApO3/ijiaM yCTaHOBH a00 iHIIIN
YCTaHOBI, PO HASBHICTb KOMIiil IOKYMEHTIB y CIIPaBI.

271. Onucu cripaB BeIyThCA MPOTITOM KUIBKOX POKIB 3 BUKOPUCTAHHSAM €UHOT
HAcKpi3HOi Hymepailii. CripaBu KOKHOTO POKY CTaHOBIISATh PIYHUIA PO3LIT OMHCY.

272. YV KiHII OMUCY POOUTHCS MIJCYMKOBHUH 3amuc 13 3a3HAYEHHSIM KUIBKOCTI
(madpamMu 1 cloBaMH) CIpaB, IO OOJIKOBYIOTHCA 3a OIMHCOM, IMEPIIUH 1 OCTaHHIM
HOMEpPH CIPaB 3a OIHUCOM, a TaKOX 00YMOBIIOIOTHCS OCOOIMBOCTI HyMepallii ClipaB B
omuci (MTepHI Ta TPOMYIICHI HOMEPU CcIpaB). Y pIYHUNA PO3JALT OMUCY CHpaB
BHOCSITBCS TaKOXX CIIPaBH, HE 3aBEPIICHI MPOTATOM KaJCHIAPHOTO POKY. Y TakuX
BUIMAJIKaX Yy KIHIl PIYHUX PO3/ILIIB OMUCY KOKHOTO HACTYITHOTO POKY, MPOTATOM SIKOTO
CIIPaBH MPOOBKYBAJIUCH B JIJIOBOJICTBI, 3a3HaYa€ThCA: “‘/{OKyMEHTH 3 ILOTO TUTAHHS
JIMB. TAaKOX y PO3ALIL 32 pik, Ne ”?

273. Onuc cupaB CTPYKTYPHOTO MiIPO3/1Ty YCTAHOBH MIAMKUCYETHCS yKIaga4eM
13 3a3HAYEHHSIM HOTO TOCA]M, MOTOMKYETHCS 3 KEPIBHUKOM CIY>KOM AUIOBOJACTBA 1
3aTBEPKYETHCS  KEPIBHUKOM  CTPYKTYPHOTO  MiIpO3JLTy. 3a HAasBHOCTI B
CTPYKTYpPHOMY MIAPO3JJII €KCIEePTHOI KOMICIi Omuc A0 MOro 3aTBEpIKCHHS
PO3TIISAAAETHCS Ta CXBATIOETHCS €KCIIEPTHOIO KOMICIETO.

274. Onuc crpaB CTPYKTYPHOTO MIAPO3JAUTY YCTAaHOBU CKJIQNA€THCA y JIBOX
NPUMIPHHUKAX, OJUH 3 SKUX MEPEHAcThCS Pa3oM 13 CcrpaBaMu JI0 apXiBy YCTaHOBH, a
IHIITUN 3QJIMIIAETHCS SIK KOHTPOJIBHUN MIPUMIPHUK Y CTPYKTYPHOMY TT1APO3I1II.

275. Ha ocHOBI OINKUCIB COpaB CTPYKTYPHUX MiJIPO3/ALIIB apXiB YCTAHOBU T'OTYE
3BelIeHl OMHCH CIpaB MOCTiMHOTrO Ta TpuBaioro (monax 10 pokiB) 30epiraHHs, 3
KaJIpOBUX MUTaHb (0COOOBOTO CKIIANY).

276. 3BefeHU OMHUC CHOpaB MOCTIMHOTO 30€piraHHs CKIAAAETHCS Y YOTHPHOX
OpUMIpPHHUKAaX, $AKI TICIAS CXBAJICHHS EKCIEPTHOI KOMICIE0 yCTaHOBH B
YCTaHOBJIICHOMY TIOPSAKY TIOHAIOThCS ISl CXBaJeHHS EKCIEPTHO-TIEPEBIPHOIO
KOMICIEIO  BIJMOBIIHOTO  JEP’KABHOTO  apxXiBy, TMICIS YOTO 3aTBEPKYIOTHCS
KEpIBHUKOM yCTaHOBU. OIWH TNPUMIPHUK 3aTBEPIKEHOTO OMHUCY TMOJAETHCS
JIepKaBHOMY apXiBy.

277. 3Beneni omnucu cnpaB TpuBasoro (moHax 10 pokiB) 30epiraHHs
CKJIaJIalOThCSl y JIBOX MPHUMIPHUKAX, CXBATIOIOTHCSA €KCIIEPTHOK KOMICIEI0 YCTAaHOBH 1
3aTBEP/IKYIOTHCS 11 KEPIBHUKOM.

278. 3BefeHl OMUCHU CHOpaB 3 KaApOBHX TMUTaHb (0COOOBOro CKiIamy)
CKIIQZIAIOThCS Y TPbOX MPUMIPHUKAX, MIANUCYIOTHCA YKJIaJayeM, CXBaJIOIOThCS
€KCIIEPTHOI KOMICIEI0 YCTAaHOBH, MOTOKYIOThCS 3 €KCIIEPTHO-TIEPEBIPHOI0 KOMICIEIO
BIJIMIOBITHOTO JIEP’)KaBHOTO apxiBy, TMICIAS YOTrO 3aTBEPKYIOTHCS KEPIBHHUKOM
ycTaHoBH. OJIMH NPUMIPHUK 3BEJEHOTO ONUCY MOAAETHCS IEPKaBHOMY apXiBy.

279. YcraHoBu 3000B’s13aHI OMUCYBAaTH JOKYMEHTH IOCTIHHOTO Ta TPHUBAJIOTO
(monaz 10 pokiB) 30epiraHHs, 3 KaApOBUX MUTaHb (0COOOBOTO CKIIaAy) Yepes3 JIBa POKU
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ICJIs 3aBEPILIEHHS CIpaB y JIIJIOBOJCTBI, a TAKOXK MepeaaBaTH JOKYMEHTH MOCTIHHOTO
30epiraHHsi BIAMOBITHO JO 3aTBEPIKCHUX OIUCIB CIpaB J0 JIEPKABHHX apXiBiB B
YCTaHOBJIEHI 3aKOHOJIABCTBOM CTPOKH.

OdopmiteHHs cripaB

280. Odopmnenns cmpaBu TocTiiHOTO 1 TpuBasmoro (monax 10 pokiB)
30epiranHs nependavyae HyMepalio apKylliB y cIpaBi, ckiazeHHs (y pa3i motpedu)
BHYTPIIIHBOTO ONKUCY JOKYMEHTIB CHpaBH, HAsSBHICTh 3aCBIAYYyBAJIBHOTO HAIMUCY
CIPaBH MPO KUIBKICTh APKYUIIB 1 PO OCOOIMBOCTI (PI3UYHOIO CTaHy Ta (POpMYyBaHHS
CripaBU, TIAIMIKMBaHHSA a0o0 OMpaBleHHS CHOpaBH, OQOpPMIIEHHS OOKIaIUHKH
(TUTYJIBHOTO apKyIlia) CIIpaBH.

281. JlokyMeHTH THMYacoBOro 30epiranHs, c(opMoBaHI y CIpaBH, HE
MIIITUBAIOTECA, apKyIll HE HYMEPYIOThCSA, YTOYHEHHS €JEMEHTIB O(pOPMIICHHS
OOKJIaJIMHKH HE TPOBOJUTHCS, 3a BUHATKOM MEPBUHHOI OyXTaaTepChKOl TOKYMEHTAIl1.

282. Cnpasu 3 rpudom “Jlns ciry>k00BOT0 KOPUCTYBaHHS , 0OCOOOBI Ta OKpemi
IpyIu CIpaB MNOCTIMHOIO 30€piraHHs, Ha3BU SIKUX HE MOBHICTIO PO3KPHUBAIOTh 3MICT
(cpaBy, 110 MICTSITh TIOCTAHOBH, PO3MOPSIKEHHS, HaKa3H, PIIIICHHS TOIIO), TOBUHHI
MaTd PO3MIIEHUH Ha TMOYATKYy CIpPaBU BHYTPIIIHIM OMUC JTOKYMEHTIB Yy CIIpaBi.
HeoOxinHicTh CKIAaAeHHS BHYTPIIIHBOIO OMHUCY JOKYMEHTIB JESIKHMX CIpaB
BU3HAYAETHCS IHCTPYKIIIEID YCTAaHOBH.

283. Ilicns 3akiHYEHHS JIJIOBOJHOTO POKY JI0 HANHUCIB Ha OOKJIaJMHKAX CIpaB
NOCTIHHOTO 1 TPUBAJIOTO 30€piraHHs BHOCATHCSA HEOOXITHI YTOYHEHHS, MEePEBIPSIETHCS
BIJIMOBIIHICTh 3aroJIOBKiB CIpaB Ha OOKJIAAMHII 3MICTY MIAUIMTUX JTOKYMEHTIB,
BHOCATBHCS Yy pa3i moTpeOu 70 3arojoBKa CIOpaBU JOJATKOBI  BIJOMOCTI
(MpOCTaBISIFOTBCS. HOMEpPU HaKasiB, MPOTOKOJIB, 3a3HAYAIOThCS BUAM 1 (Qopmu
3BITHOCTI TOIIIO).

284. Jlata Ha OOKIaAMHII CIOpaBMd IOBHHHA BIAMOBIIATH POKY IMOYATKY 1
3aKiHYEHHsI CIIPaBH; y CHpaBi, M0 Ma€ JOKYMEHTH 3a OUIbII paHHI POKH, HIK PIK
YTBOPEHHS CIIPABH, i JATOI0 POOUTHCS HAIKUC: ‘€ JOKYMEHTH 32 ... POKH .

285. Ha oOknmagumHKax cChpaB, IO CKIAJAIOThCS 3 KIUIBKOX TOMIB (YaCTHH),
MPOCTABJISAIOTHCS JATH MEPIIOTO 1 OCTAHHBOTO JOKYMEHTIB KOKHOTO TOMY (YaCTHHH).
VY pasi 3a3HaYeHHsS] TOYHOI KaJ€HJApPHOI JaTH MPOCTABISAETbCA YHMCIIO, MICSIb 1 PIK.
Yucno 1 pik MO3HaYar0ThCA apabCbKUMuU U pamMu, MiCsIb MUILIETHCA CIOBOM.

286. Ha oOxmaauvHII CHOpaBU TPOCTABISIETHCS HOMEDP CIpPaBH 3a 3BEICHUM
OTIMCOM 1 32 TTOTO/KEHHSM 3 apXiBOM YCTaHOBH — HOMED OMNHUCY 1 (HOHTY.

287. Y pa3i 3MiHM HaiiMeHyBaHHS YCTaHOBU (1i CTPYKTYPHOTO MiAPO3ALTY)
NPOTArOM MEpIOAY, SKHM OXOIUTIOITh JOKYMEHTH CIpaBd, abo MmiJ yac mnepenadyi
CIIpaBU JI0 1HINOI YCTAHOBHM (CTPYKTYPHOTO MiAPO3/ITy) Ha OOKJIAAWHII CIpaBH
3a3HAYa€TbCS HOBE HalMEHyBaHHS YCTAaHOBU (CTPYKTYpPHOIO MIAPO3IULy), a
nonepeHe OepeThCs B Ty KKH.

288. Hamucn Ha  OOKJIaMHKaX  CHOpaB  TOCTIHHOTO Ta  TPUBAJIOTO
(monaz 10 pokiB) 30epiraHHs poOJIATHCS YITKO YOPHUM CBITJIIOCTIHKUM YOPHUIOM a0o0
nacTor0. 3a00POHSAETHCS HAKJICIOBAHHS THUTYJIBHOTO apKyllla Ha OOKJIaJUHKY CIIPaBH.
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[lepenaya cpaB 10 apXiBy YCTaHOBH

289. CnpaBu moctiiHOro Ta TpuBajgoro (monan 10 pokiB) 30epiraHHs, 3
KaJIpOBHX MHUTaHb (0COOOBOTO CKIIAy) Yepe3 JABa POKH IICIs 3aBEPIICHHS X BEIACHHS
NEPEeNaloThCsl 10 apXiBy YCTAaHOBU B YIOPSIKOBAHOMY CTaHi JUIsl TOJAJIBIIIOTO
30epiraHHs Ta KOPUCTYBaHHS.

CrpaBu TumyacoBoro (10 10 pokiB BKITIOYHO) 30epiraHHsi MOXKYTh HepeaBaTUCs
710 apXiBy YCTaHOBH 3a PILICHHSIM ii KepiBHUKA.

290. Ilepegaua cmpaB 10 apxiBy YCTaHOBH 3AINCHIOETHCS 3a Tpadikom,
MOTO/KEHUM 3 KEPIBHUKAMHU CTPYKTYPHHUX MIAPO3AUIIB 1 3aTBEPIHKEHUM KEPIBHUKOM
YCTaHOBH.

291. Skmo okpemi cnpaBu HEOOXITHO 3AIUIIMTH y CTPYKTYPHOMY MiApPO3ALIL
JUIS. TIOTOYHOI pPOOOTH, apxiB YyCTaHOBH odoOpMIisie BHAAUy COpaB y THMYACOBE
KOPUCTYBAHHS.

292. IlpuiiManHs — Tepefada KOXKHOI CHpaBU 3IIHCHIOETHCS IPAIliBHUKOM
apXiBy YCTaHOBH B MPUCYTHOCTI Mpal[iBHUKA CTPYKTYPHOTO MIAPO3JLITY, AKUN TIepeae
YIOPsIAKOBaHI Ta 0(hOpMIICH1 CIIPaBH.

293. CopaBu mnoctiiHoro Ta TpuBanoro (moHax 10 pokiB) 30epiraHHs
nepearoThCsl 10 apXiBy YCTAaHOBH 32 OTHMCAMU.

VY KiHII KOXHOTO TPUMIPHHUKA OMHUCY TMpaIiBHUK apXIBHOTO MiApo3ALTy abo
oco0a, BIMOBIalIbHA 32 BEJCHHS apXiBy YCTAaHOBH, PO3MUCYETHCS Y MPUUHSATTI CIIpaB
3 00OB’SI3KOBMM 3a3HA4YEHHSIM KUTBKOCTI (LuppamMu 1 cloBaMM) MEpeJaHuX CHpaB i
npocrasisie Aaty. OIUH NPUMIPHUK OMKCY MOBEPTAETHCSA CTPYKTYPHOMY HiAPO3ILTY,
BCl 1HIIN 3aJIUIIAIOTHCS B apXiBl yCTAaHOBH.

294. CnopaBu, 10 TEpeNaloThesi JO apXiBy YCTAHOBH, MOBUHHI OyTH 3B’s3aHi
HAJIC)KHUM YHHOM.

295. YV pasi mikBigamii abo peopranizaiii CTPYKTYpHOTO MiAPO3ILTy o0co0a,
BIJIMOBITaJIbHA 3a OpraHi3aIlii0 JIUTOBOACTBA B IMAPO3/iIi, B TEpioj MPOBEICHHS
JTIKBIJAIITHUX 3aX0fiB (opMye BCl JAOKYMEHTH Yy CIpaBH, OGOPMIIOE CIpaBH 1
nepenae ix A0 apxiBy YCTaHOBM HE3aJIEKHO Bl CTpOKIB 30epiranHs. Ilepenaua crpas
3IIMCHIOETHCS 32 OMTUCAMHU CIIPaB 1 HOMEHKJIATYPOIO.

VYcranoBu 3000B’s3aH1  3a0e3reyuTH  30epiraHHs apXiBHUX JOKYMEHTIB Ta
nepeAady JOKYMEHTIB, 10 Hajiexarh a0 HamioHanmeHOro apxiBHoro (oHmy, micis
3aKIHUYCHHSI BCTAHOBJICHMX TPAaHUYHUX CTPOKIB iX 30epiraHHs B apxiBl yCTaHOBH IS
MOCTIMHOTO 30epiraHHs 10 BIAIMOBIAHOTO JEP>KaBHOTO apXiBY.
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Honartok 1
1o [acTpyxkiii
(myHkT 18)

BUMOI'
710 o(popMIIEHHS TOKYMEHTIB, 1110 BUTOTOBJISIFOTHCS
3a OTIOMOT'OI0 IPYKYBaJIbHUX 3aC001B

. Jnst npykyBaHHS TEKCTIB CITy’)KOOBUX JIOKYMEHTIB BHKOPHUCTOBYETHCS
rapuitypa Times New Roman, mpudt posmipom 12—14 npykapcbkux HTyHKTIB.
Jl03BOJIIETbCS BUKOPUCTOBYBATH MIpU(DT po3mipom 8—12 npykapChbKUX IMyHKTIB SIS
npykyBaHHs pekBizuty “IIpi3Builie BUKOHABI 1 HOMEp Horo TenedoHy”’, BUHOCOK,
MOSICHIOBAJIbHUX HAIMKCIB JI0 OKPEMHX €JIEMEHTIB TEKCTy JOKYMEHTa abo HOoro
PEKBI3UTIB TOIIO.

[Tig yac qpyKyBaHHs 3arojIOBKIB J03BOJISETbCS BUKOPUCTOBYBATU HAIIBKUPHUN
mpudT (MpsiMuii a00 KypcuB).

2. Tekctr noxymenTiB Ha mnamepi ¢opmary A4 (210 x 297 minimeTpiB)
pEeKOMEH0BaHO ApyKyBaTu uepe3 1—I1,5 mixkpsakoBoro iHTepBany, a ¢opmary
AS (148 x 210 mimimeTpiB) — uepe3 | MIKPSIKOBUIN 1HTEpBAJL.

Tekcr moKymMeHTa, IO TMOJAETHCS IS JepkKaBHOI peectpariii 1o MiH’1ocTy,
JIpyKyeThcsi Ha mamepi (gopmary A4 (210 x 297 minmiMeTpiB) 3 BUKOPHUCTAHHSIM
rapuitypu Times New Roman Ta mipudty po3mipom 14 npykapcbKux MyHKTIB, Yepe3
1,5 MiKpSAIKOBOTO IHTEpBAITY.

PekBizutn AOKyMeHTa (KpiM TEKCTy), $IKlI CKJIaJaloTbCs 3 KUIBKOX PSJKIB,
JIPYKYIOTbCsl uepe3 1 MDKpsakoBuil iHTepBan. CKIagoBI YacTHHU PEKBI3HUTIB
“Anpecat”, “I'pud 3aTBepmxents”, “I pud moromkeHHs” BIIOKPEMITIOIOTHCS OJTMH Bl
oJIHOTO Yepe3 1,5 MKPSAKOBOTO iHTEpBay.

PexBi3uTH MOKyMEHTa BIJIOKPEMIIIOIOTHCS OJWH Bif oaHoro uyepe3 1,5—3
MDXKPSIIKOBUX 1HTEPBAJIH.

3. Ha3Ba Buay JOKyMEHTa APYKY€ETHCS BEIUKUMH JiTEpaMH.

. Po3mm BaHHS IIAINCY B PEKBI3UTI 1LAnuc” OPYKYEThCS Ha PIBHI
4 P y y GCH 2 y y
OCTaHHBOTO PsJIKA HA3BH MOCAIH.

5. MakcumanbHa JOBXKHHA Psiika 0aratopsiIKOBUX PEKBI3UTIB (KPIM PEKBIZUTY
TeKCTy) — 73 MuTIMeTpH (28 IpyKOBaHHUX 3HAKIB).

Sxmo 3arofoBok A0 Tekcty mnepeBuirye 150 3HakiB (5 psakiB), HOTo
J03BOJISIETBCS TIPOJIOBXKYBATH 110 MexX1 mpaBoro moiisa. Kpamka B KiHIII 3arojoBKa He
CTaBUTKCHL.

6. Ilin yac opopMiIeHHSI JOKYMEHTIB CJIiJl JOTPUMYBATHUCS TAaKUX BIJICTYMIB BiJ
MEX1 JIIBOTO MOJIsl JOKYMEHTA!

12,5 mimiMeTpa — 1151 a03alliB y TEKCTI;

92 minimeTpu — Ui pekBi3uTy “Anpecar’;
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104 minimMerpn — muia pekB3UTIB “I'pud 3aTBepmxkenHs” Ta “I'pud odbMmexxeHHs
JIOCTYITy 0 TOKYMEHTa ;

125 minimetpiB — 11t po3tudpyBaHHs mianucy B peksizuti “Ilianuc”.

7. He poOutbcs BIACTYNm Bil MEXi JIBOTO TMOdS JUisl pekBi3uTiB “Jlara
JTIOKyMEHTa”, “3arojoBOK /10 TEKCTy JOoKyMeHTa”, “Tekct” (06e3 abzamiB), “BimmiTka
PO HAsIBHICTH noAaTKiB”, “IIpi3BuIne BUKOHABII 1 HOMEp Horo Tenedony”, “BiamiTka
PO BUKOHAHHS IOKyMEHTA 1 HaJICUJIaHHS WOTO JI0 CIIpaBW’, HAWMEHYBaHHS TI0CATU Y
peksizutax “Ilignuc” ta “I'pud moropkeHHs”, 3aCBiAYYBaJIbHOIO Hamucy ‘‘3rigHo 3
opurinaiom”, a Takoxk chiB “CIIYXAJIN”, “BUCTYIIWJIN”, “BUPILLINIIA",

“VYXBAJIMIIN”, “HAKA3VIO”, “30b0OB’A3V10”.

8. 3a mHagBHOCTI KUIBKOX TpuU(]IB 3aTBEp/KEHHS 1 TOTOKEHHS BOHU
PO3MINIYIOTBCSA Ha OJHOMY PiBHI BepTUKaIbHUMHU psakamu. I[lepmuii rpud — Bin
MeX1 JIIBOTO MOJIst; Apyruit — vepe3 104 migiMeTpu Bil MeXI1 JIIBOTO MOJIS.

9. Slkmo B TeKCTI JMOKyMEHTa MICTUTbCS TOCHWJIAHHS Ha J0jgaTku abo Ha
JIOKYMEHT, 1[0 CTaB MiJCTaBOIO Il MOTro BHUiaHHs, ciioBa “‘/lomatox™ 1 “IlimcraBa”
JPYKYIOTbCST BIJL MEXI JBOIO TOJsA, a TEKCT J0 HHUX — uepe3 | MDKpAIKOBHUI
1HTEpBAJl.

10. ITix yac odopMieHHS TOKYMEHTIB Ha JABOX 1 OUIbIIE CTOpIHKax Apyra Ta
HACTYIHI CTOPIHKU MOBUHHI OyTH MPOHYMEPOBaHi.

Homepu CTOpIHOK CTaBIATHCS MOCEPEIUHI BEPXHBOTO MOJISI apKyllla apadCbKUMU
mudpamu 6e3 3a3HaYCHHsI CIIOBa “‘CTOpIHKA” Ta po3AinoBuX 3HaKiB. Ilepima cropinka
HE HyMEpPYETHCA.

11. TekcTu AOKYMEHTIB MOCTIMHOTO 30epiraHHs IPYKYIOTHCS Ha OJHOMY OOIIi
apkyma. JIOKyMeHTH 13 CTPOKOM 30epiraHHsi 70 5 pOKIB MOXKHA JAPYKyBaTd Ha
JUITLOBOMY 1 3BOPOTHOMY OOTIIi apKyIIia.
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Honatok 2
1o [acTpyxkiii
(myskT 20

JIEP)KABHA APXIBHA CJIYXKBA YKPAIHU

(micye ons Ha36u 6udy OOKyMenma)

Kuis Ne
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JEPXKABHA
APXIBHA CJIY/KBA
YKPAIHU
YKPIAEPXKAPXIB
ByJ. Conom’saHchKa, 24, M. Kuis, 03110
Ten. 277-27-77, bakc 277-36-55
E-mail: mail@archives.gov.ua
Web: http:// www.archives.gov.ua

Kox €IPIIOY 37552598
Ne

Ha Ne BIIT

Honatok 3
1o [acTpyxkiii
(myHkT 20)
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Honarok 4
1o [acTpyxkiii
(myHkT 20)

VKPJIEP)KAPXIB
YKPATHCBKHUIH HAYKOBO-JTOCJIJHUM IHCTUTYT
APXIBHOI CITPABHU TA JOKYMEHTO3HABCTBA

(YHJIAC])

ByJ1. Comnom’stHChKa, 24, M. KuiB, 03110, ten./daxc: (044) 275-53-82, Ten. 277-13-74
E-mail: undiasd@archives.gov.ua Kog €/IPTIOY 22992594

No Ha Ne BIJ




Honatok 5
1o [acrpyxkiii
(myHkT 20)

JIEP)KABHA APXIBHA CJIYKBA YKPAIHU

AKYA

HAKA3

Kuis No
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Honatok 6
1o [acTpyxkiii
(myHkT 39)

[IPUMIPHUI TTEPEJIIK
JIOKYMEHTIB, 1110 3aTBEPIXKYIOTHCS
3 MPOCTABJITHHAM Tpuda 3aTBepKSHHS

1. Akt (TOTOBHOCTI 00’€KTa 110 €KCIUTyarailii, CHHCaHHS; IHBEHTapHU3allii,
eKCTEepTU3W; BWIYUYCHHS CIpaB JJisl 3HUIIEHHS; Mepeaadl CIpas; JIKBIAAIIl YCTaHOB
TOIIIO).

2. 3aBmaHHA (HAa NPOEKTYBaHHA OO0’ €KTIB, TEXHIYHUX CIIOpPYH, KalliTalbHE
OyZIBHULITBO; Ha MPOBEIACHHS HAyKOBO-IOCHIJIHUX, MPOEKTHO-KOHCTPYKTOPCHKUX 1
TEXHOJIOTIYHUX POOIT; TEXHIYHI TOIIIO).

3. 3BitH (PO OCHOBHY [ISTIBHICTB; BIAPSPKEHHS; HAYKOBO-IOCTIAHI poOOTH
TOIIO).

4. Kowropucu BUTpaT (Ha YTpUMaHHS anapary yOpaBJIiHHS, OYJIMHKIB,
MPUMIIIEHb, CIIOPY/I; Ha MIATOTOBKY Ta OCBOEHHS BHPOOHHUIITBA HOBUX BUPOOIB; Ha
KaritajabHe Oy[iBHUIITBO TOIIIO).

5. Homenknarypwu cripas.

6. HopmatuBu (BUTpauaHHS CHUPOBHHH, MaTepiamiB, eJICKTPOCHEPrii,
TEXHOJIOTIYHOTO MPOEKTYBaHHS; YHCEIbHOCTI MPalliBHUKIB TOIIIO).

7. Onucu cpas.

8. Tlepeniku (mocaj MpaiiBHUKIB 3 HEHOPMOBAaHHUM POOOYMM JTHEM; THIOBUX,
BIJIOMYHX (TaTy3€BUX) TOKYMEHTIB 13 CTPOKaMH 30epiraHHs TOIIIO).

9. Ilnanm (BupoOHHWYI; OyIiBETHHO-MOHTAXKHUX, MPOCKTHO-PO3BITyBATbHUX,
HAYKOBO-JOCIITHUX pOOIT; BOPOBAKEHHS HOBOI TEXHIKM; KOOINEPOBAHUX IOCTaBOK
MPOAYKIIl; PO3MOALTY MPOAYKIi 3a BCTAHOBJIECHOI HOMEHKJIATYpPOI; OTPHUMAHHS
npuOyTKIB JKUTJIOBO-KOMYHAJIBHUM TOCIIOJAPCTBOM BiJ] KaMiTaJbHOTO PEMOHTY;
po6OTH KOJIerii, HAyKOBO-TEXHIYHOT paJH, HAYKOBO1 paJH TOIIIO).

10. IlocagoBi iHCTpYKIIii.

11. IIporpamu  (piHAHCOBO-EKOHOMIUHI; MPOBEICHHSI POOIT 1  3aXOiB;
BiJIPSIKEHB TOIIIO).

12. IIpoTokomnu 3acigaHb KOJerialbHUX OpPraHiB (3a MoTpeon).
13. Po31inku Ha BUKOHAHHSI POOIT.

14. CratyTu (110JI0KEHHS) YCTAaHOB.

15. CtpykTypa ycTaHOBH.

16. ®opmu yHi(piKOBaHUX JOKYMEHTIB.

17. taTHi po3nucHy.
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Honarox 7
1o [acTpyxkiii
(myHkT 73)

[IPUMIPHUI ITEPEJIIK
JIOKYMEHTIB, MIAMUCH Ha SKUX CKPITUTIOIOTHCS TE€POOBOIO MEUATKOIO

1. Axtu (BUKOHAaHHS POOIT, CIUCAHHS, EKCHEepTU3H, (IHAHCOBUX MEPEBIPOK;
BUJTYUCHHS CIIPaB JIJIsl 3HUIIEHHS; TIepeiadi CIpaB TOIIO).

2. Apky1Ii MOro)KeHHs! MPOEKTIB HOPMATUBHO-ITPABOBUX aKTIB.

3. BucHoBKkM 1 BIAT'YKM YCTaHOB Ha JucepTaimii Ta aBTropedepard, IO
HaJICUJIal0Thes 10 Buiioi arecraiiitnoi komicii YkpaiHu.

4. JloBimku (JiMITHI; PO BUIUIATY CTPAaXOBUX CyM; BHKOPHCTAHHS OIO/DKETHUX
aCUTHyBaHb Ha 3apIUIaTy; PO HapaxOBaHy 3apIujiaTy TOIIO).

5. JoroBopu (mpo MarepiajibHy BIJNOBIJAIbHICTb, HAYKOBO-TE€XHIUHE
CHiBpOOITHUIITBO, MIAPSIU, OPEHIY IPUMIIIEHB; PO BUKOHAHHS POOIT TOIIIO).

6. JlIokyMeHTH (JI0B1JIKH, MIOCBIAYEHHS TOIIO), 10 3aCBIAYYIOTh MpaBa rPoOMaasiH
1 IOPUIUYHUX OCi0.

7. JlopydyeHHs Ha OJep>KaHHS TOBapHO-MaTepialbHUX IIHHOCTEH, OIOKETHI,
0OaHKIBCBbKI, IICHCIHMHI, IJIATIKHI.

8. 3aBmanHs (Ha NPOEKTyBaHHS OO €KTIB, TEXHIYHMX CHOPY[, KamiTaJbHE
OyIIBHUIITBO; TEXHIYH1 TOIIIO).

9. 3asBu (Ha aKpeIUTUB; PO BIIMOBY Bl aKLENTY TOIIO).
10. 3asBKH (Ha 00JaIHAHHS, BHHAXO/IU TOIIIO).

11. 3pa3ku BiIOWTKIB MEYAaTOK 1 MIAMKCIB TMPAIiBHUKIB, SKi MalOTh IPaBO
3a1icHIOBaTH (hIHAHCOBO-TOCTIOIAPCHKI Oomepariii.

12. Kowrropuc BUTpaT (Ha yTpUMaHHS amnapaTy YNpaBJiHHSA; Ha MIATOTOBKY Ta
OCBOEHHSI BHPOOHMITBA HOBHUX BHUpPOOIB; HAa KaJbKYJALIIO 3a JOrOBOPOM; Ha
KamitajabHe Oy[iBHUIITBO TOIIIO).

13. JIuctu rapanTiiiHi (Ha BUKOHAHHS POOIT, HAJJAaHHS TTOCIYT TOIIIO).
14. HomeHknatypu cripas.
15. Onucu cropas.

16. IlomanHs 1 KJIONOTaHHS (PO HATOPOJDKEHHS OpJAECHAMHU 1 MEJalIsIMU; IPO
NPEMIIOBAHHS).

17. IIpoTrokonu (MOTOAKEHHS IJIaHIB MOCTaBOK).

18. Peectpu (dekiB, OFOKETHUX TIOPYUCHB).

19. Cneuudixkarii (BupoOiB, IPOAYKIIii TOIIO).

20. CripHI JOKYMEHTH, TIATOTOBJICH] BT IMEH1 JBOX 1 OLIbIIIE yCTaHOB.
21. CtaTyTH yCTaHOB.

22. TUTynbHI CIUCKHU.

23. TpyAoOBi KHIKKH.

24. IltaTH1 pO3MHUCH.
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XKYPHAJI
peecTpallii BiApsAIKEHb

Honatok 8
1o [acTpyxkiii
(myskT 138)

No | TlpizBumie, | Micue Micue JlaTa 1 HOMED Jara Jlara
iHiIlanm | poOoTH Ta | BIAPSIKEHHS | Hakazy (po3- BUOYTTS Yy | IPUOYTTA
rnocaja MOPSI>KEHHS ) BiJIpsiA- 3 BiApSI-
KEHHS KEHHS
1 2 3 4 5 6 7
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Honarok 9
1o [acTpyxkiii
(myskT 147)

3BIT*
PO 00CSAT TOKYMEHTOOOITY
3a 20 p.
JlokymeHTH KinbKicTh TOKyMEHTIB

OpUT1HATIH Komii yCBhOTO
Bximni
Buxigai
BayTpimHi
Ycboro
KepiBHuk
CITy>kOH J1JI0BOJICTBA

(migmuc) (inimianmy (iHinian iMeHi) npi3BuILe)

20 p.

* VY pasi notpedu 3BIT MOKE JOMOBHIOBATHUCS 10AATKOBUMU TpadaMu.
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Honatox 10
1o [acTpyxkiii
(mysKT 160)

[TPUMIPHUI ITEPEJIIK
JIOKYMEHTIB, 1110 HE MiJISTal0Th
peecTparlii cry»k0010 JIi0BoICTBa*

. I'padiku, Hapsau, 3asBKU, pO3HAPSAIKY.

. 3BeZleHHs Ta 1H(opMaIlis, HaJiclaaH1 0 BlAOMA.

. HaBuanpHi rutanu, nporpamu (komii).

. PexsiaMHi 1OBiTOMIICHHS, TUTAKATH, POTpaMu HapaJl, KOHGEPEHIliil ToIo.
. IIpetickypanTtu (korii).

. Hopmu Butpatu marepiaiis.

. BiTanbHi 11CcTH 1 3anpOIICHHS.

0 9 N L A~ LN =

. JlpyxoBaHi BusiaHHs (KHUTH, )KypHaJH, Or0JIeTeH1).
9. HaykoBi 3BiTH 32 TeMaMH.

10. MicsiuHi, KBapTajbHIi, MBPiYHI 3BITH.

11. ®opmMu CTAaTUCTUYIHOT 3BITHOCTI.

12. Jorosopu.

*JlokymeHTH, 3a3HaueHi y myHkTax 1, 3, 8§—12, misaramTs creniaaibHOMY
00JIIKy y BIANOBIAHMX CTPYKTYPHHMX HIAPO3[11aX yCTaHOB (OyXxraiatepchkiil cimyxoOi,
KaJIpOBii cy>x01, 610110TeIT1, CITy»KO1 HAYKOBO-TEXHIYHOT 1HPOpMAaITii).




peecTpailli BXiIHUX JOKyMEHTIB*
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XKYPHAIJI

Honatok 11
1o [acTpyxkiii
(myskT 170)

Jarta Kopecnonnent, | Kopotkmii | Pesomromis ITignuc BigmiTka
HAJXO/DKCHHSI | JlaTa Ta 1HJIEKC 3MICT abo Bimmo- | ocobwu, sika mpo
Ta 1HIEKC 0JIeP>KaHOTO BlIQJILHUHN oTpuMaia | BUKOHAHHS
JOKYMEHTa JTOKYMEHTa BUKOHAaBeIlb | JOKYMEHT | JOKYMCHTa
1 2 3 4 5 6

*V pasi noTpedu xypHaI MOXKE JOMOBHIOBATUCH JOJAATKOBUMHU rpadaMu.
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KYPHAIJ

Honatok 12
1o [acTpyxkiii
(myskT 170)

peecTpallli JOKyMEHTIB, CTBOPEHHX YCTaHOBOIO™

Hara ta ingexkc | KopecnonneHt
JIOKyMEHTa

KopoTtkuii 3mict

Bigmitka npo
BUKOHAHHS JJOKyMEHTa

1 2

4

*V pasi moTpedu xypHaI MOKE TOTOBHIOBATUCH JTOJATKOBUMH rpad)aMH.
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Honarok 13
1o [acTpyxkiii
(myskT 173)

PEECTPALIIMHO-KOHTPOJILHA KAPTKA

Jluyvosuii Oik

1‘2|3|4‘5‘6|7‘8‘9‘10|11|12‘13‘14‘15‘16‘17|18|19‘20‘21‘22 23\24\25|26\27\28\29\30\31

ABTOp 10KyMEHTa Hasga Buny noxymeHnra CTpok BUKOHAHHS
(KOpECTIOH/IEHT)
70 MM . 70 MM ) 70 MM

[
»

JlaTa Ta iHAEKC HAIXO0HKCHHS

L |

Jara Ta iHaeKC TOKyMEHTa

105 mm

A

105 mm

\4

3aroj0BOK JOKyMEHTa a00 KOPOTKHUM 3MICT

Pesosrortist a00 BiAOBIAAJIbHUNA BUKOHABELD

ITo3Hauka Ipo BUKOHAHHS

Posmnucka B ofepkaHHi JOKYMEHTa

210 mMm

36opomnuuii ik

\ 4

KoHTponbpHiI To3HAYKH

dong Ne

oruc No

crpaBa Ne

70 MM <

70 MM

P 70 MM

Y

210 MM

A




65

Honatok 14
1o [acTpyxkiii
(myskT 173)

I[TOPAIOK
3allOBHEHHS PEKBI3UTIB
peecTpaniiHO-KOHTPOJIBHOT KapTKU

Pexsizutn

Ilosgcuenns no 3amOBHEHHS

Hasga Buny
JIOKYMEHTa

ABTOp
(KOpEeCTIOHIeHT)

JlaTta noxymeHTa

Innekc nokymenra

JlaTa HaIXOIKEHHS

Innexc

3aroaoBoK
JIOKyMEHTa abo
KOPOTKHUM 3MICT

Pesomronis

3allOBHIOETHCSI  BIATOBITHO 110 Ha3BU  JOKYMEHTa, IO
peectpyetbes. [1in gac peectpariii TUCTIB Tpada He 3aMOBHIOETHCS

MiJ 4Yac peecTpauli JOKyMEHTa, L0 HaAIWIIOB, 3a3HAYAIOTHCS
HaliMEHYBaHHs yCTaHOBHU (0c0OM) — aBTOpa JokyMmeHTa. Ilix gac
peecTpamii  JIOKyMEHTa, IO HAACHIAETHCA, 3a3HAYAETHCS
HallMEHYBaHHsA  YCTaHOBM  (0ocoOM) —  KOpECHOHJICHTA.
JlomyckaeTbCss  3aCTOCYBaHHS ~ CKOPOUEHOTO  HaWMEHYBaHHS
YCTaHOBH

Jarta, 1o MPOCTABIAETHCS HA TOKYMEHTI YCTaHOBOIO — aBTOPOM,
MEPEHOCUTHCA Ha PEECTPALliiHO-KOHTPOJIbHY KapTKy (mami —
KapTKa) 3 BUKOPUCTAHHAM HHUQP y TakKiid MOCIIAOBHOCTI: YHCIIO,
MicAllb, PIK (YHUCTIO 1 MICAllb 3a3HAYAIOTHCS JBOMA TapaMu
apabcbkux nugp, pik — YoTHpMa apabCbKUMH LUppamMu)

1HICKC, TIPUCBOEHUN JOKYMEHTY YCTaHOBOIO — aBTOPOM,
MEPEHOCUTHCA Ha KapTKy 3 JAOKYMEHTa, IO HaJiMImoB abo
HAJICHJIA€THCS

JaTa HAJIXOJDKEHHS JOKYMEHTa J0 YCTaHOBHU IEPEHOCHUTHCS Ha
KapTKy 3 peeCTpalifiHOro IITaMIia

1HJEKC, TIPUCBOEHUM BXIJTHOMY JOKYMEHTY YyCTaHOBOIO —
oJlep>KyBaueM, MEPEHOCUTHCS TiJ] Yac peecTparlii HaJaXOKEHHS
Ha KapTKy 3 peecTpariiiHoro 1uramna. Ilicis BuKOHaHHS
JOKYMEHTa JIOMOBHIOETHCS HOMEPOM CIPaBH 32 HOMEHKJIATypPOIO
cripaB a0o 1HIIMMH 1HIAECKCAMHU

MEPEHOCUTHCS 3arojIOBOK, C(HOPMYJIBOBAHMN Ha JOKyMEHTi. Y
pa3i BIACYTHOCTI 3arojloBKa Ha JIOKyMEHTI BIH (POPMYJIIOE€THCS
BIIMOBIAHO /IO TIPABHUII

MEPEHOCUThCS Ha KapTKy 3 JIOKYMEHTa OCHOBHHMM 3MiCT
JOPYYCHHS, TIPI3BUIIE aBTOPA 1 AaTa PE30IIOIIIT
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PekBizuTu ITosicHeHHS 10 3aITOBHEHHS
BignosimansHui Mpi3BHINE, 1HIIIATN BiNOBITAILHOTO BUKOHABIISI TIEPEHOCSITRCS 3
BUKOHABEIIb pe30JIollil, Y pa3i moTpedu 3a3HAYaETHCSI HOMEP TeIePOHY

CTpoku BUKOHAHHS

[To3nauka npo
BUKOHAHHS

MPOCTABISAETBCA  YMUCIO, MiCAlb, PpIK (YUCIO 1 MiCALb
3a3HavYal0ThCS JIBOMA MapaMu apabChbKux IUEpP, pIK — YOTHpPMaA
apaOcekumu  mudpamu). Iliqg dvac peectparii 1HINIATUBHOTO
JOKYMEHTa, L0 HAJCHJIAETHCS, MPOCTABISIETHCSA OUYIKyBaHa Jara
HAIXOIKEHHS BIAMOBIII

KOPOTKHM 3aIliC TOTO, SIK BUPIIICHO MUTAHHSA T10 CyTi, a00 1ara Ta
1HICKC JOKYMEHTa-BiIIOBI Il
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Honatok 15
1o [acTpyxkiii
(myskT 191)

CTPOKH
BUKOHAHHS OCHOBHUX JJOKYMEHTIB

1. Yka3u, po3nopsmkeHHs 1 nopydenns [Ipesunenta Ykpainu — y pasi, KOIu B
akTi un gopyueHHi Ilpesunenta Ykpainu cTpok BUKOHAHHS 3aBJaHHS HE BU3HAYCHO,
HOro BUKOHAHHS 3[1HCHIO€TbCA TpoTsAroM 30 KalleHJapHUX [IHIB 3 JaTh HaOpaHHS
YUHHOCTI IIUM aKTOM.

2.3anuT HApOIHOTO JemyTara YKpaiHM — HE Ti3HINIE HDK Y
I’ ITHAAUSTHIGHHANA CTPOK 3 JHS HOTO HAIXOPKCHHs a00 B IHIIMI yCTaHOBIICHUU
BepxoBnoto Pagoro Ykpainu ctpok. 3anut aenyrtata BepxoBHoi Paan ABTOHOMHO1
Pecniy6niku Kpum — y m’STHaAUSTHUACHHUN CTPOK, JEMyTaTa MICIEBOI paau — B
YCTaHOBJICHUH 3a3Ha4eHOI0 Panoro cTpok.

Sxmo 3anmuT HapoaHOro Jenytara Ykpainu (nemyTtatra BepxoBhoi Pamu
ABtoHomHOi Peciybmiku Kpum, nemyrara MiciieBoi paan) 3 00’ €KTUBHUX MPUYUH HE
Mo>ke OyTH PO3IJIIHYTO B YCTAHOBJIEHUH CTPOK, HAJICHIIAE€THCS BIIMOBIAHO O 3aKOHY
NUCHbMOBE MOBIIOMIIEHHSI Cy0’€KTaM BHECEHHS 3aIlUTYy.

3. 3BepHEHHsI HApOAHOTO JemyTara YkpaiHu (memyrtata BepxoBuoi Pamu
ABtoHomHOI Pecriy6niku Kpum, nemyrara MiclieBoi pajan) — MPOTITOM HE OLIbII SK
10 gHiB 3 OHSA HAOXOMKEHHS.

VY pa3l HEMOXIJIMBOCTI PO3MVISAY 3BEPHEHHS HAPOJHOTO JAemyTara YKpaiHu
(memmytata BepxoBHoi Pagu ABToHOMHOT PecmyOmiku Kpum, nemyrata MicIieBoi pajan)
B YCTaHOBIIGHUW CTPOK HOMY TMOBIIOMIISIOTH NpO I11e OQIIIAHUM JUCTOM 13
3a3HAYCHHSIM TPUYUH  TPOJOBXKEHHS CTPOKy posrisiay. CTpok — posrisiay
JETyTaTChKOTO 3BEPHEHHsSI 3 ypaxyBaHHSAM CTPOKY TIPOJOBXKCHHS HE MOXKE
nepesuiyBaty 30 JHIB 3 MOMEHTY HOTO HAJAXO/>KEHHS.

4. Pimenns KabGinery MinicTpiB YkpaiHU MHIOJO0 JOOIpPAIIOBAaHHS MPOEKTIB
HOPMAaTUBHO-TIPAaBOBUX akTiB — 10 10 AHIB micas po3MisiAy MNPOEKTY akTa Ha
3aciganHl Kabinety MinicTpiB YkpaiHnu (K0 HE BCTAHOBJIEHO 1HIINI CTPOK).

5. IlocranoBu Ta BucHOBKM Komerii PaxyHkoBoi mamatu — 15 nHIB 3 aHS
peecTpalili JOKyMeHTa B YCTaHOBI (SKIIO 1HIIUM CTPOK HE BCTAHOBJICHO Y JOKYMEHTI).

6. [Toromkenns mpoekTiB akTiB Kabinety MinicTpiB YKpaiHu yCTaHOBaMH, SIKUM

Il MPOEKTH HAIICIAHO ISl PO3TISAY, — Y CTPOK, YCTAaHOBIEHUH iX TOJOBHUMHU
PO3POOHUKAMHU.
7. IIpotecT mpoKypopa Ha akT, IO CYNEpPEYUTh 3aKOHY, — Yy ACCATHIACHHUN

CTPOK micis Woro Haaxo keHHs. [Ipo HacmiKu po3risgy MPOTECTy B TOM camuit
CTPOK TMOBITOMIIIETHCS IPOKYPOPY.

IIncebmMOBUIT MPUNKC MTPOKYPOpa MPO YCYHEHHS NOPYLIEHb 3aKOHY — HETaWHO,
PO IO MOBIAOMIISIETECS IPOKYPOPY.
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[TomanHsT TIPpOKypopa 3 BUMOTAMH YCYHEHHS TOPYIICHb 3aKOHY, MPUYHH ITUX
MOPYIIEHb 1 YMOB, IO iM CIIPUAIOTH, MAJIATa€ HEBIIKIAAHOMY po3risany. He mizHime
HIK y MICAYHUN CTPOK CIiJl BXKUTH BIAMOBIHUX 3aXOJIB JO YCYHEHHS MOPYIIEHb
3aKOHy, TMPUYUH Ta yMOB, MO0 iX CHPUYUHSIOTH, 1 TPO HACTIAKK TOBIJIOMUTH

POKYpOpY.
[TocTanoBa mpoKypopa Npo TOPYIICHHS JUCIUILUTIHAPHOTO MPOBAHKEHHS a0o

MPOBA/DKEHHST TPO aIMIHICTpATUBHE MPABOMOPYIIEHHS — Y JECATHUIACHHHUA CTPOK
MICIIs 11 HAIXOKCHHS, SIKIO 1HIIIE HE BCTAHOBJICHO 3aKOHOM.

8.3anuT Ha myOmuHy iHopMaiio Big (PI3UYHOI, HOPHUAMYHOI OCOOH,
00’enHaHHS TpoMaJsiH 0e3 CTaTycy IOPHAMYHOI 0COOM, KpiM CyO’ €KTIB BIaJHUX
MOBHOBAXXEHb (JaJTi — 3aluTyBadi), Ta HAJAAHHS BIANOBIAI HA 3amUT Ha 1H(GOpPMAIIIIO
— He OunpIe M’ ATh poOOYUX HIB BiJ JHS HATXOKEHHS 3aIUTY .

VY pa3i konu 3anuT Ha 1HMOpPMAIIIO CTOCYEThCs 1HQOpMaIli, HEOOXiMHOT s
3aXUCTY JKUTTS 4M cBOOOAM 0CcOOH, MPO CTaH JAOBKULIS, SIKICTh XapuyOBHUX MPOIYKTIB i
npeaMeTiB moOyTy, aBapii, katacTpodu, HeOe3Nme4yHi NpUpOJHI SBHUINA Ta I1HII
HaJ3BUYAHI TMOMli, MO0 CcTamucs abo MOXYTh CTaTHUCh 1 3arpoKylOTh Oe3melri
TPOMaJIsiH, BiJIIOBIIb IOBUHHA OYTH HaJlaHA HE IMi3HIIIE HIXK MPOTATOM 48 TOIWH 3 JTHS
HAJXO/KCHHS 3aIHTY.

VY pasi KoM 3amuT CTOCYETHCS BETUKOro oOcsry iHdopmarii abo moTpedye
nouryKy iHopmarii cepes] 3Ha4HO1 KUTBKOCT1 JaHUX, PO3MOPSIAHUK 1H(QOpMaIlii Moxe
NPOJOBXKHUTH CTPOK pO3risiAy 3anuTy a0 20 po6ounx AHIB 3 OOIPYHTYBAHHSM TaKOTO
npoJoBXeHHs. [Ipo NpoJOBXKEHHSI CTPOKY pPO3NOPSAHUK 1H(OpMaIl MOBIIOMIIsE
3amMUTyBavdy B MUCHMOBIM (hOpMi HE MI3HIIIE HIXK MPOTATOM I’ SITH pOOOYUX JHIB 3 JTHS
HAJXO/KCHHS 3aIuTy.

BincTpodenns B 3aJ0BOJICHHI 3aUTy HA iH()OpPMALIiIO JOMYCKAETHCS B pasi, KOJIU
3anuTyBaHa iHopMaIllis He Moke OyTH HajaHa sl O3HAWOMJIEHHS B TepeadaveHi
CTPOKH Yy pa3i HacTaHHS 0OCTaBUH HemepeOOopHOi cuiu. PimeHHs mpo BiACTpOUYCHHS
JIOBOAMTHCS 10 BiIOMA 3amUTyBada y MUCHMOBIA (GopMi 3 PO3’SICHEHHSIM HOPSAKY
OCKapXCHHS MPUIHATOTO PIIIICHHS.

9. 3BepHEHHsI TPOMaJIsIH — HE O1IbIIE OHOTO MICAIS BiA JHS X HAJAXOIKCHHS,
a Ti, sIKI He MOTPeOYyIOTh TOJAATKOBOI'O BUBUEHHS, — HEBIJIKIIAIHO, ajie He Mi3Hime 15
IHIB B1J AHS TX HAJAXOIKEHHS.

Akimo y MICIYHUN CTPOK BHUPIIIUTH TOPYIICHI Yy 3BEPHEHHI MHUTaHHS
HEMOJKIIUBO, KEPIBHHK YCTAaHOBU a00 HOTO 3aCTYNMHHUK BCTAHOBIIOIOTH HEOOXITHUMN
CTPOK JJIsi HOTO PO3TIISATY, PO IO MOBITOMIISIFOTE 0CO0i, sika Tojiana 3BepHeHHs. [Ipu
IIbOMY 3araJlHAl CTPOK BHPINICHHS TMUTaHb, MOPYIICHUX y 3BEPHCHHI, HE MOXE
MepeBUIILyBaTU 45 NHIB.

10. Jluctu-gopyueHHs 1 JHCTU-3alUTH YCTAHOB BHINOTO pIBHI — [0
3a3HAYEHOIr'0 B HUX CTPOKY.

11. TenerpamMu, B SIKUX MOPYIIYIOTHCSA MUTAHHS, 10 MOTPEOYIOTh TEPMIHOBOTO
BUPIIIICHHSI, — JI0 JBOX JIHIB, peiita — npoTsarom 10 aHIB.
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3BEJIEHHA*
PO BUKOHAHHS IOKYMEHTIB, 1110 MiJIATal0Th
1HIMBIyaIbHOMY KOHTPOJIIO, CTAHOM Ha

Honatok 16

1o [acTpyxkiii

(myskT 209)

20 p.

No | HaitmeHnyBaHHs JIOKyMEeHTH Ha KOHTPOJTI
Ta 1HAEKC
CTPYKTYpHHX |YCBOI'O HAAIUIILIO 3 HUX
M1IpO3ALTIB 3a
nornepe - | BAKOHAHO | BUKOHY- | HPOJIOBKEHO | POCT-
Hil I0TBCA Y CTPOK poUeHO
MICSLb CTPOK BUKOHAHHS
1 2 3 4 5 6 7 8

HaitmenyBanHs nocaau
KepiBHUKA CITyKOU J1II0BOJACTBA

20 p.

(migmnmc)

* YV pasi moTpeOu 3BeICHHS MOXKE JIOMTOBHIOBATHCS T0JaTKOBUMH Tpadamu.

(inimianu (iHinian iMeHi), mpi3BHIIe)
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Honatox 17
1o [acTpyxkiii
(myskT 210)
[NEPEJIIK*
JIOKYMEHTIB, HE BUKOHAHHX
(HaliMeHyBaHHS Ta 1HIEKC CTPYKTYPHOTO HiAPO3ILTY)
B YCTAHOBJICHUH CTPOK CTAHOM Ha 20 p.**
Ne | Haiimenysan- | Kopotkuii | Ctpok |[IpizBume i| [Ipuunnu Cran OuikyBaHa
Hsl YCTAHOBH, 3MICT BUKOHA- | TMoOcaja | HEBUKOHAaH- | BUKOHAH- Jata
110 Hajiciana HHA | BUKOHaBLS HS B HS BUKOHAHHS
JTIOKYMEHT, yCTaHOBJIE-
HOMED HUU CTPOK
1 1aTa
JTOKyMEHTa
1 2 3 4 5 6 7 8

* 'V pasi motpedu neperik MoXke JOTOBHIOBATHCS J0AaTKOBIUMU Tpadamu.
** I'pacu mocTa, choMa 1 BOCbMa 3alIOBHIOIOTHCS Y CTPYKTYPHOMY ITiIPO3.ILITI.
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Honatox 18
1o [acTpyxkiii
(myskT 231)
HaiimenyBaHHs ycTaHOBH
HaiimeHyBaHHS CTPYKTYPHOTO MiAPO3ILITY
HOMEHKIJIATYPA CIIPAB
No
Ha piK
(Ha3Ba po3iny)
Inpexc 3aroj0BOK KinbkicTts cipas Crpok [TpumiTka

CrpaBu cnpaBu (Tomy, | (TOMIB, 4acTuH) | 30epiraHHs CpaBH
YaCTUHU) (TOMy, YacCTHHH) 1
HOMEpH cTaTeil 3a
TepeikoM
1 2 3 4 5

HaiiMeHnyBaHHs 1Tocaii KEpiBHUKA
CTPYKTYPHOTO MiAPO3ILITY

20

CXBAJIEHO

[IpoToko: 3acigaHHs eKCIEPTHOI KOoMicii™
CTPYKTYPHOTO MiAPO3ALTY

Ne

(migmuc)

p-

[IOT'OJIKEHO

KepiBuuk apxiBy (ocoba,

(inimiany (iHiian iMeHi), Ipi3BUILE)

BIJINOB1/1aJIbHA 3a apXiB) YCTAaHOBU

(mignuc)  (inimianu (iHinian iMeHi), Npi3BHUILE)

20
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[TincymkoBuU# 3amuc npo Kareropii Ta KUIbKICTh CIPaB, CKIAJACHUX Y poui y
CTPYKTYPHOMY TiIPO3iii

3a cTpokamu 30epiraHHs Pazom Y Tomy uncii
TaKuX, M0 3 BigMmiTkoO “EITK”
IEPEXOISITh
[TocTiiiHoTO

Tpusasioro (nmonaz 10 pokiB)

Tumuacosoro (110 10 pokis
BKJIFOYHO)

Ycporo

HaiimenyBanHs ocaau ocoow,
BIJIIIOBIIAJIGHOT 3a IJIOBOJICTBO B
CTPYKTYPHOMY MHiApO3/1Lii

(trirmmc) (iHimianm (iHimian iMeHi), TIpi3BHUIIE)

20 p.

[lizcyMKOBI1 BiTOMOCTI IEPEAAHO JIO CIIYKOU I1JIOBOJICTBA

HaiimenyBanHs rmocaau ocoOu,
BIJIMOBITAJIBHOI 3a TIepe1auy BiIOMOCTEH

20 p.

(migmuc) (ininianu (iHinian iMeHi), npi3BuLIe)

*V pa3si HasIBHOCTI €KCIEPTHOI KOMICIi CTPYKTYPHOTO MiAPO3ALTY




73

Honartok 19
1o [acTpyxkiii
(myskT 231)

HaitmeHyBaHHSI yCTaHOBH 3ATBEP/IKYIO

HaﬁMeHYBaHHH mocaau KepiBHI/IKa YCTaHOBHU

HOMEHKIJIATYPA CIIPAB
(i arec) (imimianm (iHimian iMeHi), IpPi3BHIIE)
MIT
No 20 p
Ha piK
[nnexc cnpasu 3aroy0BoOK KinbkicTs cipas Crpok [TpumiTka
CIIpaBU (TOMIB, YaCTHH) 30epiraHHs
(TOMY, YaCTUHU) crpaBH (TOMY,
YACTHHH) 1
HOMEpH CTaTen
3a MepesikoM
1 2 3 4 5
(Ha3zBa
pozniny*)
HaitmenyBanHs nocaau
KEepiBHUKA CITY»KOH JT1JIOBOJICTBA
(migmuc) (inimiany (iHiNian iMeHi), Ipi3BUILE)
20 p.
Biza kepiBHHKa apXiBy (0co0OH, BIAMOBIAATBHOI 3a apXiB) YCTaHOBH
CXBAJIEHO [TOT'OJIP)KEHO
[IpoTokoi 3acigaHHsl eKCIEPTHOL [IpoTokou 3acijaHHs eKCIIEPTHO-
KOMICIi yCTaHOBH TepeBIPHOI KOMICIi Jep>KaBHOTO
apxiBy

Ne Ne
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[TincymkoBuil 3amuc Mpo Kateropii Ta KiJIbKICTh CHPaB, CKIAIEHUX Y potii B
YCTaHOBI
3a cTpokamu 30epiraHHs Pazom VY Tomy umnci
TaKUX, M0 3 BiamiTkor0 “EITK”
MEPEXOISITh
[TocTiitHoTO

Tpusasioro (monax 10 pokiB)
TumyacoBoro (10 10 pokis
BKJIFOYHO)

Yerworo

KepiBHuK ciry0u I1JI0BOJCTBA

(migmuc) (inimianmy (iHiDian iMeHi), npi3BuUILe)

20 p.

[TimcyMKOB1 BiTOMOCTI TIEpeIaHO B apXiB YCTAaHOBH

HailimenyBaHHs ocaau ocoow,
BIIITOB1IaJILHOL
3a repeiavy BiIOMOCTeH

(migmuc) (ininianu (iHinian iMeHi), npi3BHIe)

20 p.

* HailiMmeHyBaHHS CTPYKTYpHOTO MiApO3AUTYy (IJII YCTAaHOB, B SKHX HEMAe
CTPYKTYPHHUX HiAPO3/ALIIB, HAPSAMY TiSUTBHOCTI).
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Honatoxk 20
1o [acTpyxkiii
(yHKT 263)

HaiimenyBaHHs ycTaHOBH 3ATBEP/IXXVIO

HailiMenyBaHHs mocaiy KepiBHUKA YCTAHOBU

AKT

(migmuc) (ininianu, (iHiian iMeHi) npi3BHIIe)

MII

Ne 20 p.

(micrie cKTaieHHs)

[Ipo Buy4YeHHS I 3HUIIEHHS
JIOKYMEHTIB, HE BHECEHHX J10
HarmionansHoro apxiBHoro (Gonmy

Ha nincrasi

(Ha3Ba 1 BUX1IHI JaHi

MEepeiKy JOKYMEHTIB i3 3a3HAYEHHSIM CTPOKIB iX 30epiraHHs

a0 TUIOBOT (IPUMIpHOT) HOMEHKIIATYPH CIIPaB)

BiIOpaHO 7S 3HMILIEHHS SK Taki, 0 HE MAaOTh KyJIbTYPHOI LIHHOCTI Ta BTPaTHIU

MpakTUYHE  3HAYCHHs, JOKyMeHTH  ¢oHay  Ne
(matimenyBaHHs QoHITY)
Ne| 3aronoBok | [lata |Homepu | Innekc cnpaBu |Kinmekicts| Crpox  |IIpumit-
CIpaBH | CIIPaBH | OMUCIB | (TOMY, YaCTWHHU) | cmpaB | 30epiraHHs Ka
abo abo | (HOMeH- 3a (TOMiB, CIIpaBH
IpyHOBHI | OCTaHHI | KJIaTyp) | HOMEHKJIaTypOIO | YaCTHH) (Tomy,
3aroJIOBOK | JaTh | 3a piK abo HOMep YaCTUHU) 1
crpaB cupaB | (pOKm) CIIpaBH 3a HOMEPHU
OIIMCOM crarey 3a
TepeikoM
1 2 3 4 5 6 7 8
Pazom CIIPaB 3a poku
(tmudpamu i ciioBamm)
HaiimenyBanHs mocaau
ocobu, sika mpoBOAMIIA
€KCIIePTU3y LIIHHOCTI
JIOKYMEHTIB
(migmuc) (inimianu (iHinian iMeHi), npi3BuLIe)

20

p-
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I[TOI'OPKEHO CXBAJIEHO
[IpoTokon 3aciaHHs €KCIEPTHO- [IpoToxon 3aciganHs eKCIepTHOI KOMICIT
nepeBipHOi KoMicii YCTaHOBH
JIEP>KaBHOTO apXiBy
Ne Ne
Onucu crpaB mNocTiiiHOro (TpuBanoro) 30epiraHHs 3a pOKH

CXBaJicHO, a 3 O0CO0OBOro CKJIaay TMOrOKEHO 3  EKCIEPTHO-IIEPEBIPHOIO
KOMICIEFO

(HaliMeHyBaHHS JI€P)KABHOTO apXiBy)

(pOTOKOI BiA 20 p.Ne )

JIoKyMeHTH B KIJTbKOCTI cripaB
(mdpamu i cmoBamn)

Baroro KUIOrpamiB 31aHO B
(HaliMeHyBaHHS YCTaHOBH)

Ha MepepoOKy 3a MpUMaIbHO-31aBAbHOI0 HAKJIAIHOIO BiJ Ne abo
3HUIICHO MUISXOM CHAJICHHS.

HailimenyBaHHs mocanu ocoowu, sika
31ana (3HUIIWIA) JOKYMEHTH

20 p.

(migmnmc) (inimianu (iHinian iMeHi), npi3BHIIe)
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Honatok 21
1o [acTpyxkiii
(ryHKT 268)

(HaliMeHyBaHHS YCTaHOBH)

(HaliMeHyBaHHS CTPYKTYPHOTO MiIPO3ILTY)

3ATBEP/KVIO

HaiiMeHnyBaHHs mocaau KepiBHUKA
CTPYKTYPHOTO TiAPO3ALTY

(mignmuc)  (iHimiamw (iHimianm iMeHi), pi3BUILE)

20 p.
OITNC Ne
(Ha3Ba po3miry)
Ne Innekc 3aronoBok | Kpaiini Kinpkicth Crpok [Tpumitka
CIIpaBH CIIpaBH TaTh apKyIliB y 30epiraHHs
(Tomy, (ToMmy, cripaBu cripaBi cripaBu (ToMYy,
YACTHHH) | YaCTHHH) (Tomy, (Tomi, YaCTHHH),
YACTHHH) | YaCTHUHI) CTarTA 3a
nepesikom™
1 2 3 4 5 6 7
VY 1eit onuc BKIOYEHO cripaB 3 Ne o
(undpamu i cnoBamu)
No , Y TOMY YHCIIi:
JITepHI HOMEPU
IPOITYIIEHI HOMEPH
HaitmenyBaHHs mocaau ykiiagada
onucy
(mmiammc) (imimianwm (iHimian iMeHi), TIPi3BHIIE)

20 p.

[OT'O/KEHO

KepiBHuK city)01 T1710BOJCTBA

(migmue)  (imimiamm (iHimianm iMeHi), Mpi3BUILeE)

20 p.

CXBAJIEHO

[TpoTokon 3acimanHs eKCIEPTHOI
KOMICIi** CTpYKTYpHOr0 HiApO3alLy

Ne
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Ilepenas CIIpaB
(undpamu i coBamn)

Ta peecTpaniiHO-KOHTPOJILHUX KapTOK JI0 TOKYyMEHTIB* **
(mdpamu i cmoBamn)

HaiimenyBaHHs nmocaau
MpaiiBHUKA CTPYKTYPHOTO

M1IPO3ILTY
20 (i grc) (iHimianw (iHimian iMeHi), Pi3BHIIE)
p.
[Ipwniinss CIIpaB
(mmpamu i cmoBamn)
Ta peeCTpaIiiHO-KOHTPOJIbHUX KapTOK 10 JOKYMEHTIB.

(undpamu i cnoBamu)

KepiBuuk apxiBy (ocoba,
BIJINOBIJAJIbHA 32 apXiB)
yCTaHOBHU

(migmnmc) (inimianu (iHinian iMeHi), npi3BHIIe)

20 p.

*I"pacda mocTa He 3aTIOBHIOETHCS B OMMCAX CIIPaB MOCTIHHOTO 30epiraHHs.
** 3a HASBHOCTI €KCIIEPTHOI KOMICii CTPYKTYpPHOTO HiAPO3/ILTY.

***[IlepenaroThcs pa3oM i3 CripaBamMu CITyKOU J1ITIOBOJICTBA.
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3ATBEP/I’)KEHO
noctanoBoto Kabinety MinicTpiB Ykpainu
Bix 30 nmucromana 2011 p. Ne 1242

[TEPEJIIK
noctanoB Kabinety MiHicTpiB YKkpaiHu, 1m0 BTpaTHUIN YHHHICTh

1. ITocranoBa KabGinety MinictpiB Ykpainu Big 17 sxoBTHs 1997 p. Ne 1153
“ITpo 3arBepmxenHs [IpumipHoi 1HCTPYKIi 3 MIJIOBOJICTBA y MIHICTEPCTBAX, 1HIIUX
[EHTPAIbHUX OpraHax BHKOHaBYOi Biaau, Pami miHicTpiB ABTOoHOMHOi PecmyOmiku
Kpum, micueBux opranax BukoHaBuoi Biaau” (O¢iuiiinuii BicHUK Ykpainu, 1997 p.,
gucio 43, ¢. 50).

2. IlyHkT 2 3MiH, 10 BHOCSThCS N0 noctaHoB Kabinery MinictpiB Ykpainu,
3aTBepKeHnX nmocranoBoro Kabinery MinicTpiB Ykpainu Big 27 nucromana 2001 p.
Ne 1577 (Odiuiiinunii Bichuk Ykpainu, 2001 p., Ne 48, ct. 2141).

3. Ilynkt 12 3MmiH, 1m0 BHOCAThCA 10 akTiB KaGinety MinicTpiB Ykpainu,
3aTBep/UKeHNX noctaHoBoto KaGinery MinictpiB Ykpainu Big 17 mumns 2003 p. Ne
1106 (Odimiitamii Bicauk Ykpainu, 2003 p., Ne 30, ct. 1546).

4. IocranoBa Kab6inery MinictpiB Ykpainu Big 28 mumus 2003 p. Ne 1173 “IIpo
BHeCeHHs 3MiH 10 [IpumipHOi 1HCTpYKIi 3 AIJIOBOJCTBA Yy MIHICTEPCTBAX, IHIIUX
[EHTPAJbHUX OpraHax BHKOHABYOi Biaau, Pami miHicTpiB ABTOHOMHOI PecmyOmiku
Kpum, micueBux opranax BukoHaBuoi Biagu” (O¢inilinuii BicHuk Ykpainu, 2003 p.,
Ne 31, cT. 1627).

5. Ilyukr 3 3MiH, mo BHOCSThCS N0 noctaHoB Kabinery MinicTtpiB Ykpainu,
3aTBep/UKeHUX noctaHoBoro Kabinery MinictpiB Ykpainu Big 18 tpaBus 2005 p. Ne
371 (Odimiitamii Bicauk Ykpainu, 2005 p., Ne 20, ct. 1080).

6. [locranoBa KaGinety MinictpiB Ykpainu Bix 20 uepBus 2005 p. Ne 493 “IIpo
BHECEHHSI 3MiH 10 Jeskux mnoctaHoB KaOinery MinictpiB Ykpainu” (OdimiiHui
BicHUK Ykpainu, 2005 p., Ne 25, ct. 1438).

7. IlocranoBa KaGinery MinictpiB Ykpainu Big 25 aunas 2005 p. Ne 642 “IIpo
BHeCeHHsI 3MiHU 70 [IpumipHOi 1HCTPYKIIi 3 NIJIOBOACTBA Y MIHICTEPCTBAX, 1HIIUX
[EHTpaJIbHUX OpraHax BHKOHABUYOi Biaau, Pami miHicTpiB ABTOHOMHOI PecmyOmiku
Kpum, micueBux opranax Bukonapuoi Biaaaun” (Odiniiiauii BicHuk Ykpainu, 2005 p.,
Neo 30, cT. 1821).

8. Ilynkt 2 3MmiH, mo BHOCATHCSA 10 mocTaHoB KaGinery MinicTpiB YkpaiHu,
3aTBepKeHNX noctaHoBoro Kabinery MinictpiB Ykpainu Bin 9 kBiTHa 2008 p. Ne 338
(Odimiiinuit Bicuuk Ykpaiau, 2008 p., Ne 28 cT. 896).

9. IlyHkT 2 3MiH, 10 BHOCAThCS N0 noctaHoB Kabinery MiHicTpiB Ykpainu 3
OUTaHb JOCTYMy A0 iH(opMmarii, 3aTBepkeHnx mnocraHoBoto KaGinery MinicTpis
Vkpainu Big 7 BepecHs 2011 p. Ne 938 (Odiuiiiamii BicHuk Ykpainu, 2011 p., Ne 69,
CT. 2624).




