3ATBEP/IX)KEHO
pIIIEHHST BUKOHABYOTO KOMITETY
BIJI Ne

[HCTPYKIIA
3 TOKYMEHTYBaHHS YIPaBIiHCHKOT iHpOpMaIlii B
€JICKTPOHHIM opMi Ta opraHizallii poOOTH 3 €ICKTPOHHHUMH
JOKYMEHTaMH B JIUIIOBOJICTBI, €JIEKTPOHHOTO M1KB1IOMYOTO OOMiHY

|.  3aranbHi N0JI0KEHHS
1. Us Incrpykuis BigmoBigHO 10 3akoHy Ykpainu “IIpo eneKTpoHHI JOKyMEHTH Ta
eNEeKTPOHHUI JOKYMEHTOO0Ir” Ta IHIINX aKTiB 3aKOHOAABCTBA BU3HAYAE:

MOPSIIOK MTPOXOJDKEHHSI €IEKTPOHHOTO JOKYMEHTA 3 MOMEHTY HOTO CTBOPEHHSI a00 OfepKaHHs
1 10 MOMEHTY BiJIpaBieHHs a00 MepenaBaHHs O apXiBHOTO MiIPO3/ILTy YCTaHOBH;

3aralibHi 3acajy (DYHKIIIOHYBAaHHSI Ta BUKOPUCTAHHS CUCTEMH €JICKTPOHHOI B3a€EMOJII1 OpraHiB
BHKOHABUOI BJIAJH (JJaJTi - CHCTEMa B3a€MOII);

orepaTHBHUI iHPOpMAIIHHUI OOMIH 3 BUKOPUCTAHHSIM CITY>)KOOBOI €JIeKTpOHHOT nottu E-mail:
info@chg.gov.ua,

s [HCTpYKIiS BCTAHOBIIOE 3arajibHi MpaBWia 3A1MCHEHHS MOHITOPHHTY CTaHy BHKOHAHHS
YIPaBIiHCHKUX PILlICHb.

s THCTpYyKIliE TMOMIMPIOETHCS HA BCl  EICKTPOHHI JOKYMEHTH, IO CTBOPIOIOTHCS,
BIJIMTPABIIIOTHCS a00 OACPKYIOThCS BUKOHABUMMU opranamu LllenTuiipkoi MichbKoi paau.

Oco0nuBoCTI Oprasizaiiii Ai7I0BOJCTBA 3 IOKYMEHTAMH, 1110 MICTATh 1H()OpMAaIIit0 3 0OMEKEHUM
JIOCTYIIOM, JIIJIOBOJCTBA 3a 3BEPHEHHSAMHU TPOMAJSH, 3alUTaMM Ha MyOiiyHy 1HQopmarlio
BHU3HAYAIOThCS OKPEMUMH HOPMAaTHBHO-TIPAaBOBHUMHU aKTaMH, MPHU LIbOMY BUMOTH wi€i [HCTpyKii
MOIIMPIOIOTHCS Ha 3a3HaueHl BUJU JAUIOBOJCTBA B YAaCTHHI 3arajbHUX MPHUHLMIIB POOOTH 3
JOKYMEHTaMH Ta B Ti 4acTUHI, fKa MPSAMO HE BH3HAYEHA OKPEMHMH HOPMATHBHO-TIPAaBOBHUMHU
aKTaMH.

Bumoru niei IncTpykii 10 po60oTH 3 IEpBUHHO-0011KOBOIO, 0aHKIBCHKOIO, (D1IHAHCOBOIO, 3BITHO-
CTaTUCTHYHOI, HAYKOBO-TEXHIYHOIO JOKYMEHTAIIEI0 TOMMPIOIOTHCS JIMIIE B YACTHHI 3arajlbHUX
MPUHIUIIB poOOTH 3 JOKYMEHTaMH.

2. OcHoBHa (bopMa IMPOBAPKCHHS I[i.]'IOBOI[CTBa B YCTAHOBAX € CJICKTPOHHA.

JIokyMeHTyBaHHsI yIpaBJIiHChKOI 1H(OopMallli B ycTaHOBaX 3/{IHCHIOETHCS B €JIEKTPOHHIN (hopMi
13 3aCTOCYBaHHIM KBalli(piKOBAaHOTO €JIEKTPOHHOTO MIANHUCY, KBaTi(hiKOBAHOI €JIEKTPOHHOI MeYaTKH
Ta KBaJIi(piKOBAHOI €IEKTPOHHOI MMO3HAYKH Yacy, KpiM BUIIAJKIB HAsIBHOCTI OOTPYHTOBAHUX I1/ICTaB
JUIsL JOKYMEHTYBaHHS YIPaBIiHCHKOI iH(opMallii y nmaneposiit popmi, IKUMH BU3HAIOTHCS:

JOKYMEHTH, 0 MICTAThH iH(QOpMAIlil0 3 0OMEKEHUM JOCTYIIOM, BUMOTA IIOJA0 3aXHCTY SKOi
BCTaHOBJIEHA 3aKOHOM;

€JIEKTPOHHI JIOKYMEHTH, 110 HE MOXYTh OyTH 3aCTOCOBaHI SK OPUTIHAJI 3TiTHO 3 BUMOTaMHU
3aKOHY;

JOKYMEHTH, BUMOTa IIOJ0 OTPAIfOBAaHHS SIKUX Yy IanepoBiii (opMi BCTaHOBJIEHA aKTaMH
Kab6inery MinicTpiB Ykpainu.

3. 3aranpHi 3acay JOKYMEHTYBaHHS YIPaBIIHCHKOI iHGOpMAIlii B yCTaHOBAaX Ta 0COOIMBOCTI
BEJICHHS JIIOBOJICTBA Y TarepoBii (hopMmi BU3HAYAIOTHCS TUIIOBOIO 1HCTPYKIIEIO 3 AUIOBOACTBA B
MIHICTEPCTBAX, IHIIMX ILEHTPAJIbHUX Ta MICIIEBUX OpraHaXx BHKOHABUOi BJIaJIA, 3aTBEPIKEHOIO
nocraHoBoro KaOinery MinictpiB Ykpainu Big 17 ciuns 2018 p. Ne 55 (mami - Iacrpykuis 3
JIIJIOBOJICTBA).
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JliToBOACTBO y ManepoBiii popMi JOMYCKAETHCS JIMIIE ISl JOKYMEHTIB, BA3HAUEHUX ITyHKTOM
2 mi€i [HcTpyKii.

4. Jlo eNeKTpOHHHMX JIOKYMEHTIB, MiAnucaHux (MOTOHKEHUX) 13  3aCTOCYBaHHSIM
KBaJIi(hiKOBAHOTO E€JIEKTPOHHOTO TMIAMUCY ab0 3acBiAYEHHMX KBai()iKOBAHOK EIEKTPOHHOIO
MeYaTKOI, BUMaraTH BiITBOPEHHS BI3yaJbHOTO IMJANMHUCY a00 BiIOMTKA IMEYaTKU HE3aJCHKHO BIJ
0c00IMBOCTEH OPOPMIICHHS JJOKYMEHTIB HE JIOMYCKA€ETHCS.

5. IIpoxomKeHHsI B AIJIOBOJACTBI YCTAaHOBH OJHOTO 1 TOTO X JOKYMEHTa B €JICKTPOHHIH Ta
narnepoBiit opMi He JOITyCKAETHCS.

6. Y wiit [HCTpyKIIiT TEpMIHM BXUBAIOTHCS y TAKOMY 3HAYCHHI:

1) enekTpoHHU# ayiOBi3yaJbHHUH JOKYMEHT - CICKTPOHHHHA JTOKYMEHT, 3MICT SIKOTO
MPEJCTAaBICHO y BHIIAII Bigeopsiny, 300pakeHHs i/ab0 3amucy 3BYKY, Uid (ikcyBaHHS 1/abo
BIITBOPEHHS SIKUX 3aCTOCOBYIOTHh BIATIOBIAHY amapaTypy, Ha SKWW HaKJIaJIeHO KBaliiKOBaHHIA
SJIICKTPOHHUM ITiJITHUC;

2) OGaHK €NEKTPOHHOTO JIOKyMeHTa (0JIaHK) - yHiikoBaHa Gopma €IEeKTPOHHOTO JOKYMEHTA
yCTaHOBHU a0o0 11 CTPYKTYPHOTO MiJPO3JALTY 3 BIAMOBIIHUMHU PEKBI3UTAMH Ta MOJISMHU MOCTIHHOTL 1
3MiHHO{ iH(opMarii;

3) Bi3yaumi3allis - MpoIiec BiITBOPEHHS JaHUX y (hOpMi, IO € CIPUHHATHOIO JTFOIUHOIO;

4) BUTAT - 3aCBiJ{YC€HA KOIIisl YACTHHU TEKCTY EJIEKTPOHHOTO IOKYMEHTA, SIKUH MICTHTh MTEBHUM
o0csr iHdopmariii abo 3anucy peecTpy;

5) Bi3yBaHHsI IPOEKTY EIEKTPOHHOTO TOKYMEHTA (Bi3yBaHHS) - HAKJIQJaHHS TI0CaJ0BOI0 0CO00I0
KBaJTi(hiKOBAHOTO EJEKTPOHHOTO IMiIMUCY Ha MPOEKT EIEKTPOHHOTO JOKYMEHTa ISl 3aCBiIUCHHS
(akTy MOro/PKeHHS 1i€I0 0COO0I0 3aBi30BaHOTO MPOEKTY JOKYMEHTA;

6) €JEeKTPOHHHUI JOKYMEHTOOOIr YCTaHOBHU - 00Ir (IPOXOKEHHS) CIy:KOOBUX E€IEKTPOHHHUX
JOKYMEHTIB 3 MOMEHTY iX CTBOPEHHsI a00 OJiepKaHHs J0 3aBEPILICHHS BUKOHAHHS, BIANpPaBIICHHS,
3HMILEHHS a00 nepeaaBaHHs /10 apX1BHOTO MIAPO3ALTY YCTaHOBH;

7) eleKTPOHHA KOIIisl €IEKTPOHHOTO JJOKYMEHTA - Bi3yaJlbHE IMOIaHHS €JIEKTPOHHOTO JIOKYMEHTA
B €JIEKTPOHHIN (hopMi 6e3 KBami(piKOBaHUX EJIEKTPOHHUX MIJIMHCIB, SKUMU HOro Oyso 3aBi30BaHO
Ta/abo MiANKWCAaHO, BIAMOBIIHICT, Ta IMPaBOBHM CTAaTyc $KOi 3acBiAUYE€HO KBaJi(hiKOBAHOIO
€JIEKTPOHHOIO NIEYaTKOI0;

8) elleKTpOHHA KOIlisl OpUTiHANIY MarnepoBOro JOKyMeHTa ((OTOKOmis) - Bi3yaJlbHE IMOJAaHHS
[arepoBOro JOKYMEHTa B €JIEKTPOHHIM (opMi, OTpUMaHe IIJISIXOM CKaHyBaHHs ((oTorpadyBaHHS)
MarepoBOTO JIOKYMEHTa, BIANOBIJHICTh OpUTIHATY Ta TMPaBOBUI CTAaTyCc SKOIO 3aCBITYEHO
KBaJTi(hiKOBAHOIO €JIEKTPOHHOIO NIEYATKOI0 YCTaHOBH;

9) eneKTpOHHUI BHYTpIIIHIA OMUC JOKYMEHTIB CIIpaBH - OKPEeMHUH OOJIIKOBUI €IeKTPOHHHMA
JOKYMEHT, L0 MICTUTh IEpEeNiK 3aroioBKiB JI0 TEKCTIB E€JIEKTPOHHUX JOKYMEHTIB CIIpaBu 13
3a3HAYEHHAM [OPAJKOBHX HOMEpPIB JOKYMEHTIB, X peecTpaliiHUX I1HIEKCIB, JaT, KUIbKOCTI
CTOPIHOK Ta HaliMeHYyBaHHs (DaiisiB BIIMOBIAHUX €JIEKTPOHHUX JIOKYMEHTIB;

10) eneKTpOHHUH >KypHAal - OKPEMHH pPEeECTp CHCTEMH EJIEKTPOHHOTO JOKYMEHTO00Iry
YCTaHOBH, LII0 MICTUTbH 3aIlMCH PO 3aPEECTPOBAHI TOKYMEHTH, 00’ €JHaHI 3a MEBHOIO O3HAKOI0 abo
IPYIIOI0 O3HAK;

11) enexTpoHHA pE3OMIONIS - PEKBI3UT, SIKUH CTBOPEHHH Yy CHCTEMi EJIEKTPOHHOTO
JIOKYMEHTOOOITY YCTaHOBM Ta SIKHM BHOCHUTBCS [0 PEECTPaliiHO-MOHITOPUHIOBOI KapTKH
€JIIEKTPOHHOTO JOKYMEHTa 1 HEpO3PHBHO MOB’sI3aHUI 13 HEro. ENeKTpoHHA pe3oiiolis MiCTUTh
CTHUCIIHH 3MICT TOpYy4YeHHs (BKa31BKH) IMOCAA0BOI 0COOM 11010 HOTO BUKOHAHHS Ta TIOB’ sI3aHUM 3 HEIO
KBaJTi(hiKOBaHMN ENEKTPOHHHUN MIiAMUC wi€l mocanoBoi ocoOu. EnekTpoHHA pe30soNis € €IUHOI0
JOTTYCTUMOIO €JICKTPOHHOIO (pOpMOIO0 peaii3allii JOpydeHb, BHUJAHUX B EJIEKTPOHHINU (dopmi,
Bi3yaJi3allis KOi BU3HAYAETHCS IHCTPYKINIEIO 3 AUTOBOJICTBA YCTAHOBH;
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12) enekTpoHHa crpaBa - CyKYyIHICTb (DaiiiIiB eIEKTPOHHUX JTOKYMEHTIB, IO BXOJAThH 10 HE,
eNIEKTPOHHOTO BHYTPIIIHBOTO OMHCY Ta 3aCBIAYYBAILHOTO HAIKCY CIPABH;

13) enekTpoOHHHMU JOBITHHK - €JIEKTPOHHO-IOBIJIKOBUN TEpENiK MPUKIATHOTO XapakTepy, B
SIKOMY 310paHO THITOBI HAOOPH JTaHUX;

14) enexTpOHHE MOBIIOMJICHHS - ABTOMAaTHYHO a00 y pa3i HEOOXiAHOCTI aBTOMAaTH30BaHO
CTBOpEHA Ta MepeaHa B eNEeKTPOHHIN ¢opmi iHPopMalis mpo 10CTaBKy/ OTpUMaHHS/ BiJIMOBY B
peecTpalrtii/ peecTpariro eJIeKTPOHHOTO JOKYMEHTA aJpecaToM Ta iHIIE;

15) iHaMKaTOpU CTaHy BUKOHAHHS JOKYMEHTIB - BH3HAYCHI KpHUTEpii €TamiB MpOXOIKEHHS
JOKYMEHTIB B YyCTAHOBI 3 METOIO iX MOHITOPUHTY;

16) KOHTPOJIb - KOMIUIEKC 3aXOJIB, IO 3IHCHIOIOTHCS I TMEPEBIPKU Ta OLIHKKA BHUKOHAHHS
MOCTABJICHUX 3aBJIaHb (YIPaBIiHCHKUX PILLICHB);

17) cucrema MOHITOPUHTY - KOMIUIEKCHAa aBTOMAaTH30BaHa cHUCTeMa Oe3rnepepBHOro 300py,
00po0Oku, cucreMaTu3alii Ta aHamizy iHGopMalii Mpo CTaH BUKOHAHHS YIPABIIHCHKUX pIillIEHb
(eTIeKTPOHHUX JIOKYMEHTIB) B YCTAHOBI;

18) onuc crnpaB B €NEKTPOHHIN (HOpMI - JOBUIHUK B €IEKTPOHHINA (opMi, TPU3HAYCHUN IS
00JIIKY Ta PO3KPHUTTS 3MICTY OJIMHHUILIB 30€piraHHs, OJUHUIIL 00JIIKY, 3aKPITUICHHS iX cHCTeMaTH3aIlli
B Me@Xax apXiBHOTO (OHY;

19) mamepoBa KoIisi OpUriHATy €JIeKTPOHHOTO JOKYMEHTA - Bi3yasbHE MOJaHHS CIICKTPOHHOIO
JOKYMEHTa y TMamnepoBiii ¢opmi, sKe 3acBiIUCHE B TMOPSAIKY, BCTAHOBJICHOMY IHCTpyKIli€lo 3
IJIOBOJICTBA,;

20) migmucaHHS TPOEKTY  EJIEKTPOHHOrO JOKyMeHTa (MAMHUCaHHS) - HaKJIaJaHHS
YIIOBHOBA)XEHOI0 0CO00I0 (YIIOBHOBOXKEHUMHU 0CO0aMM), 3a3HAYCHOIO (3a3HAYECHUMH) Y PEKBI3UTAX
MIJIMCyBaya TaKOro JIOKYMEHTa, KBali(hiIKOBAHOTO €JIEeKTPOHHOIO MiANMUCY (MiANKUCIB) HA MPOEKT
€JIEKTPOHHOI'0 JIOKYMEHTa JUIsl 3aCBiJUeHHs (PaKTy Horo 3aTBepaKeHHS;

21) moroKyBay - ocaioBa 0co0a, 110 3/11MCHIOE Bi3yBaHHs (ITOTO/KEHHS ) TPOCKTY TOKYMEHTA;
22) npaBoBUll CTaTyC - HAOpaHHS €JIEKTPOHHUMH JJAaHUMU IOPUINYHOI CUIIH;

23) mpUMIPHHMK EJIEKTPOHHOIO JOKyMeHTa - (haili, sIKuil MICTUTh Ha0lp JaHUX, TOTOXXHUH
OpHTiHATY €JIEeKTPOHHOTO JTOKYMEHTA;

24) TpPOEKT eJNEeKTPOHHOIO JOKYMEHTa - JIOKYMEHT B €JEKTPOHHINH (opMi 10 HaKIaJACHHS
KBaJIi(hiKOBAHOTO €JIEKTPOHHOIO MIANUCY YIOBHOBaKEHOIO 0CO00I0 (YITOBHOBaXEHUMHU 0CO0aMHU),
3a3HAYEHOIO (3a3HAYEHUMHM) y PEKBI3UTaX MiANKMCYyBaya TAKOrO JOKYMEHTa;

25) penakuiiiHa npaBka - Oylb-sKe pelaryBaHHs MPOEKTY €JIEKTPOHHOIO JOKYMEHTa,
BUKOHYBaHE aBTOPOM, IIOTO/KyBaueM abo MiANKNCYyBavyeM;

26) peectparop - TpAIiBHUK 3arojbHOTO BIIAUTY a00 ocoba, Ha SKy MOKJIAAeHO (YHKIIIT
peecTparii JTOKYMEHTIB, YIIOBHOBaXXEHI Ha 3/IMCHEHHS peecTpallii BXIJHMX Ta/ab0 BHYTPIIIHIX,
Ta/ab0 BUXIJHUX JOKYMEHTIB B yCTaHOBI;

27) peecTpauiiHO-MOHITOPUHTOBAa KapTKa - KapTKa B €JEKTPOHHINH (opmi, IO MICTUTh
BHUEPIHY 1H(OpPMAIIIO MPO CTBOPEHHS, OJEpPKaHHS, MPOXOHKCHHS, BUKOHAHHS, BIIIPAaBICHHS,
30epiraHHs Ta 3HUILIEHHS B YCTAHOBI JOKYMEHTa HE3aJIeKHO BiJl pOPMH HOTO CTBOPEHHS;

28) peKBI3UT eNEKTPOHHOI0 JOKYMEHTa - iH(hopMailis, 3adikcoBaHa B €IEKTPOHHOMY JIOKYMEHTI
Ta peecTpalifHO-MOHITOPUHTOBINA KapTii A Horo ifeHTHdikauii, opraHizauii o0iry Ta HaJaHHA
HOMY FOPUIUYHOI CUJIH;

29) cucremMa eNeKTPOHHOTO JAOKYMEHTOOOITY YCTaHOBH - CYKYITHICTh IMPOTPAMHO-TEXHIYHUX
3aco0iB, MPU3HAYECHUX I aBTOMAarTu3alii oprasizauii poOOTH 3 €JIEKTPOHHUMH JOKYMEHTAMH Y
JIIJIOBOJICTB1 YCTAHOBH;
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30) cmyx0a NimTOBOACTBA - CTPYKTYPHHI MiApO3AiT abo BiAMOBiAalbHA 0CO0a YCTaHOBH, IO
3abe3mnedye peecTpailito, 00K, OpraHi3allio JOKyMEHTO00ITy C1y>KOOBHUX JOKYMEHTIB, 30epiraHHs
JOKyMeHTaliiiHoro ¢onay abo HOro 4acTUHM A0 IepeaaBaHHS Ha 30epiraHHs 10 apXiBHOTO
MIIPO3/TY YCTaHOBH, a00 BiJNOBiJaIbHA 0CO0a YCTAaHOBH, Ha SIKY TOKJIaICHO BUKOHAHHS 3aBJIaHb 1
GbyHKLIN €T cayxO0u;

31) cmyxba KOHTpONIO - miapo3ail abo mocamoBa oco0a, BIAMOBINANBHI 3a 3iHCHCHHS
MOHITOPMHTY CTaHy BHUKOHAHHS YIPABIIHCBKHX PIIICHh Ta KOHTPOJIO 3a BIAMOBIIHICTIO iX
BHKOHAHHS MTOCTABIICHOMY 3aBJaHHIO;

33) ciuyx00Ba eIeKTpOHHA TIOIITa - EJIEKTPOHHA ToITa (MOIITOBAa CKPWHBKA) IMpalliBHUKA
yCTaHOBH, c(OpMOBaHAa 3 BUKOPUCTAHHSM JIOMCHHOTO IMEHI Yy JOMEHI gov.ua I OOMIiHY
YIPABIIHCHKOIO 1HPOPMAIII€I0, sIKa HE Ma€ IOPUIUIHOI CHUIIH;

35) ynmoBHOBaxkeHa ocoba - ocoba, sika HaJiJIeHa PaBOM BUMHATH JIii Ta BiAMOBIZA€E 3T1IHO 13
3aKOHOJABCTBOM 34 HACIIIKH IX BUNHEHHS,

36) ympaBiiHcbKa iH(MOpMaILlisi - CYKYIHICTh HEOOX1THUX JaHUX, SIKI CHPUSTUMYTh BUPIIIEHHIO
YIPABIIIHCHKHUX PIIICHB;

37) ympaBiiHChKE pilIEHHS - OyIb-sSKe 3aBIaHHS, BU3HAYHE II0CAJOBOI0 0C00010 abo
KOJICT1aJIbHUM OPTaHOM B MEKaxX MMOBHOBAXXCHb Ta CIIPSIMOBAHE HA JIOCITHEHHS TOCTABJICHUX IIJICH;

38) GopmyBaHHS €NEKTPOHHHUX CIpPAaB - IPYITYBAaHHS BUKOHAHUX EJEKTPOHHUX JOKYMEHTIB y
CIpaBU BIAMOBIIHO 1O HOMEHKJIATYpH CIIPaB YCTaHOBH.

[HImIi TepMiHM BXKUBAIOTHCS y 3HAUCHHI, HaBeJIeHOMY B 3akoHax Ykpainu “IIpo emekTpoHHi
JOKYMEHTH Ta €JEeKTpOHHUH JokymeHToooir”, “IIpo enexkrponHi noBipui nociyru”, “IIpo
Hamionaneuuii apxiBauii (OHI Ta apXiBHI yCTaHOBH , a Takox Pernamenti opranizamii B3aemoii
OpraHiB BUKOHABYO1 BJIaJIu B €JIEKTPOHHIN (opMi, 3aTBEepKeHOMY rTocTaHoBO0 KabineTy MiHicTpiB
VYkpainu Big 17 ciuns 2018 p. Ne 55.

7. Opranizaiiisi €JIEKTPOHHOTO JJOKYMEHTOOOITY B YCTaHOBI TTOKJIAAA€THCS HA 3arajlbHUMN BIJUTL,
KUl 3a0e3meuye:

pO3pO0JIEHHsI B YCTaHOBI €IMHOTO MOPSAAKY TOKYMEHTYBAHHS YIpPaBIIHCHKOI 1HpopMalii Ta
pOOOTH 3 TOKyMEHTaMHU He3aJIeXKHO Bijl (POPMU IX CTBOPEHHS;

PO3pO0IIeHHSI HOMEHKIJIATYpH CIPaB YCTAHOBU;
peecTpaiiito Ta 00K TOKYMEHTIB;

HaJaHHs METOJUYHOI JOTIOMOTH Ta KOHTPOJIb 332 JOTPUMAaHHIM YCTaHOBIJIEHOTO MTOPSAJIKY pOOOTH
3 €JIEKTPOHHUMH JOKYMEHTAMH B CTPYKTYPHHX M1IPO3/I11aX YCTaHOBH;

Oprasizaiilo J0KyMeHTOooOIry, QopMyBaHHs cCHOpaB, iX 30epiraHHd Ta WIATOTOBKY st
NepeaBaHHs 10 apXiBHOTO MiPO3/1Ty YCTaHOBH;

BIIPOBA/KEHHS Ta HAIJIAJ 332 JOTPUMAHHSAM CTPYKTYPHHUMH HiAPO3JiJaMHU YCTaHOBH BUMOT
THCTPYKI1H 3 IIIOBO/ICTBA Ta HALlIOHAIBHUX CTaHJIAPTIB;

MIPOBE/ICHHS PETYJSPHUX MEPEBIPOK CTaHy JUIOBOJCTBA B YCTAHOBI, a TAKOX B YCTaHOBAX, I10
HaJIekaTh /10 cdepu ii yrnpaBiIiHHS;

BUKOPUCTAHHS CHCTEMH CIIEKTPOHHOTO JIOKYMEHTOOOIr'y, BEJIEHHS Ta aKTyami3aIlito
€JIEKTPOHHUX JOBITHUKIB B YCTaHOBI,

JNOTPUMAHHS BUMOT JI0 MIATOTOBKHM €JIEKTPOHHUX Ta MANepoBUX JTOKYMEHTIB Ta OpraHizaiii
po0OTH 3 HUMH;

OpraHizallilfo HarJIsAgy 3a CTAaHOM 30€peXeHHs JOKyMEHTAIifHOro (QOHAY YCTaHOBH B
€JICKTPOHHIHN (OpMi Ta KOPUCTYBAHHS HUM;
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iH(pOopMaliliHy B3a€MOJII0 3 OpraHaMHi BUKOHABYO] BJIa 1 Ta IHIIMMU JEPKABHUMHU YCTaHOBAMU
4yepe3 CUCTEMY B3a€MOJIIT;

PO3pO0IIEHHS TUIIOBUX MapUIPYTiB MPOXOXKEHHS JOKYMEHTIB B YCTaHOBI;

NEePEeBIpKy MPaBUIBHOCTI BiIOMOCTEW, BHECEHUX 0 PEECTPAliifHO-MOHITOPUHIOBOI KapTKU
eNIEKTPOHHOTO JIOKYMEHTa 3a 3BEJCHOI0 HOMEHKJIATYpOIO CIpaB YCTAHOBH, Ta YTOUHEHHS ITHX
BIJIOMOCTEH 3a €KCIEPTU30I0 IIHHOCTI SIEKTPOHHOTO JIOKYMEHTA,

1HII[IFOBaHHS Ta MPOBEACHHS B YCTAHOBI MiABHILEHHsS KBai(ikallii MpamiBHUKIB YCTaHOBH 3
MUTaHb JIOBOJICTBA.

8. Bukonarui opranu lllenTuiibkoi MichbKOT pajiv 31 CTaTyCOM IOPUAMYHOT OCOOM Ta YCTaHOBH
OpraHi3oBYIOTh JIJOBOJICTBO Ha ITiJICTAaBl BJIACHOI 1HCTPYKIII 3 IIJIOBOJACTBA (Aasli - IHCTPYKIIS 3
JIJIOBOJICTBA YCTAHOBH), IO PO3POOIISIETHCS Ha TijgcTaBi [HCTPYKINiH, 3aTBEPPKEHUX MTOCTAHOBOIO
Kabinery MinictpiB Ykpainu Bim 17 ciuna 2018 p. No 55. ta 3 ypaxyBaHHSAM iHIIMX aKTiB
3aKOHO/IABCTBA.

9. 3aranpHuUil BT PO3pOOJIsLE€ IHCTPYKIIO 3 JUIOBOJACTBA JIJIi BUKOHABYMX OpraHiB
HlenTuipkoi Micbkol panu ( HE IOPUIUYHUX OCI0), SIKOK OJHOYACHO PETJIaMEHTYEThCS MUTAHHS
opranizalii AiJIOBOACTBA Y MANepoBili Ta €IEKTPOHHIN opmax.

10. linoBoncTBO y BuKOHaBYMX opranHax lllentuipkoi Micbkoi pamu , oprasizailis oOMiHY
CJICKTPOHHUMH JIOKYMEHTAMH 3 IHIIUMHU YCTaHOBAMH 3/IHCHIOIOTHCS BHUKIIIOUHO 3 BUKOPUCTAHHSIM
CHCTEMH €JIEKTPOHHOTO JTIoKyMeHTo00iry https://megapolis.loda.gov.ua/, interpoBanoi 1o cucteMu
B3a€MO/III.

11. Cuctema eJeKTPOHHOTO JOKYMEHTOOOITY YCTaHOBH IOBMHHA BIJAIOBIIaTH BHUMOTaM
3aKOHOJABCTBA JI0 (OpMaTiB JaHWX, CEpPBICY IHTErpamii A0 CUCTEMH B3a€EMOJii Ta BUMOTaM
HOPMAaTUBHO-TIPABOBUX aKTiB Yy cdepi 3axucTy iHdopmallii.

12. BukopuctaHHd KBaJli()iKOBaHOI €NEKTPOHHOI MO3HAYKWM 4Yacy MijJ Yac HaKJIaJaHHI
KBaJII(DIKOBAHOTO  €JIEKTPOHHOro miAnucy abo KBali(pikoBaHOI €JIEKTPOHHOI IMe4YaTKu €
000B’SI3KOBUM.

13. TexHiuHE CYNpPOBOJKEHHSI CHCTEMHU EJIEKTPOHHOI'O JIOKYMEHTOOOITYy B YCTaHOBI Ta MOro
MporpaMHoO-anapaTHe 3a0e3meueHHs, BIAMOBINATIBHICTH 32 30EpekKEeHICTh JIOKYMEHTIB Ta
chopMOBaHUX CIIpaB, 3a0e31eueHHs (PYHKIIIOHYBaHHS €IMHOTO MAaCUBY €JIEKTPOHHUX JIOKYMEHTIB, a
TaKOX (POPMYBAHHS CTPYKTYPH €JIEKTPOHHUX JIOBIIHUKIB Y CUCTEMI €IEKTPOHHOTO JOKYMEHTOO0Iry
MOKJIa/1al0ThCs Ha 3arajibHUM BT Ta BIAAUT 1udpoBoi TpaHcdopmartii, iHGopMaliifHOT MOMITHKH
Ta MPO30POCTi

3abe3meueHHss 3axucty iHQopmarii, 0 O0OpOONSIe€TECI B  CHCTEMI  EIEKTPOHHOTO
JIOKYMEHTOOOITY YCTaHOBM, Ha 3arajbHMi BIIAUT Ta BiAAUT  uudpoBoi TpaHchopmalii,
iH(popMaliifHOI MOJITUKH Ta MPO30POCTi

1. MizxkBigoMmuuii 00MiH eJIEKTPOHHMMHU JOKYMEHTAMH

14. OOMiH el1eKTPOHHUMH JIOKYMEHTAMU Yepe3 CUCTEMY B3a€MO/IiT 3/1IHCHIOETHCS BUKITIOYHO 3
JOTPUMAHHSIM BHMOI JI0 BCTAaHOBJEHHX (OpMaTiB JaHUX EJIEKTPOHHOIO JOKYMEHTOOOIry B
yCTaHOBAaX.

OOMIH JOKyMEHTaMH 032 CHCTEMOIO B3a€MO/IIi JOIMYCKAEThCS JIUIIE MO0 TOKYMEHTIB, 0
SKHX MOXYTh OyTH 3aCTOCOBaH1 OOTPYHTOBAaHI MiJICTaBU, BU3HAUEH] IMYHKTOM 2 1i€l [HCTpyKIii.

15. Cucrema B3aemogii 3a0e3neuye rapaHTOBaHy JOCTaBKY €NEKTPOHHHMX JOKYMEHTIB Bif iX
BIJITPaBHUKIB JI0 iX OJIep>KyBauiB (apecaTiB).

16. KopucryBaui cucreMu B3aeMoii BiAMOBIAAIOTH 32 MOBHOTY Ta JIOCTOBIPHICTH iH(OpMaIlii,
BHECEHOI HUMH JI0 CUCTEMH.


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n29

IIpuitMaHHA BXiTHHX eJ1eKTPOHHMX IOKYMEHTIB

17. EnexkTpoHHI JOKYMEHTH, LIO0 HAIXOAATh JI0 YCTAaHOBM 4Yepe3 CHCTEMY B3a€EMOII,
IPUHMAIOTHCS 3araJIbHUM B1IUIOM BUKOHABYOro koMitety Illentuiibkoi Micbkoi paau.

18. EnekTpoHHWI JOKYMEHT, IO 3aBAaHTAKUBCA 13 CHCTEMH B3aEMOIl 10 CHCTEMHU
€JIEKTPOHHOTO JOKYMEHTOOO0ITy a0o0 HaIIWIIoOB A0 BEO-MOAYJS CHUCTEMH B3a€EMO/IIi yCTaHOBH,
BBKAETHCS IOCTABJICHUM ajpecary.

19. Tlomepenniii po3risa eNeKTPOHHOTO JOKYMEHTa 3JIHCHIOETbCS B EIEKTPOHHIN ¢opmi
ciry0010 JTIIIOBOICTBA YCTAaHOBHU 3 BUKOPHCTAHHSAM CHCTEMH €JIEKTPOHHOTO JOKYMEHT000iry abo y
pasi 11 BiicyTHOCTI B€O-MOIYJISi CHCTEMH B3a€MOII.

[1ig yac monepeIHbOro PO3IIISITY BU3HAYAETHCS:
Y1 Ma€ eJIEKTPOHHUM JOKYMEHT OyTH IOMYLICHHH 10 peecTpariii;

9 1oTpeOdye pOo3MIAIy KEpIBHHIITBOM YCTAaHOBH a00 HAJACHIIAHHS ICIs peecTparlii 3a
HAJIEXKHICTIO JI0 CTPYKTYpPHOTO MiApO3[iay a0o CTPYKTypHUX MiAPO3AUIB BIAIOBIAHO 10
(YHKIIOHATEHOTO PO3IMOIiLTY 000B’SI3KiB B YCTAHOBI,

9H HAJIS)KHUTh JI0 EJICKTPOHHUX JOKYMEHTIB TEPMIHOBOTO PO3IIISLY (OIPAIIOBAHHS).

20. IlomepenHidi poO3TJsiA CIEKTPOHHHUX JIOKYMEHTIB IOBHUHEH 3IIMCHIOBATUCS Y JICHb
HA/IXO/UKEHHS (7ocTaBkM) abo He mi3Hime 10 rogwHM HACTYMHOTO poOOYOoro mHSA y pasi ix
HAJXO/KEHHS (JIOCTaBKM) Miclisd 3aKiHYeHHsI poO0YOro JHs, y BUXIJHI, CBATKOBI Ta HEPOOOUi JHI.
Jlopy4deHHS YCTaHOB BHILOTO PiBHSI PO3TIISIAIOTHCS TIEPIIOUYEPTOBO.

21. 3a pe3ynpTaTaMu IMONEPEAHBOIO PpO3IJY OTPUMAHMN 4Yepe3 CUCTEMY B3AEMOJIL
EJIEKTPOHHHH JOKYMEHT MiIJIsIrae peecTparii, KpiM BUIAIKIB, KOJIH:

MOPYIIEHO BUMOTHU 00 (Gopmu miarotoBku (myHKT 2 1iei [HcTpykiii) ado odopmiieHo 3
nopyuieHHsM BuMor myHkKTiB 117 ta 118 miei [ncTpykuii;

€JICKTPOHHUM TOKYMEHT HaJIHIIIOB HE 32 aJpecoro;
€JIEKTPOHHUM JOKYMEHT Ha/1{II0B TOBTOPHO;
3asBJICHUN CKJIaJl €IEKTPOHHOTO IOKYMEHTa He BiIMOBia€ (PaKTUUHOMY;

PEKBI3UTH BXIJHOTO €JIEKTPOHHOTO JOKYMEHTa He 30iraloThCsl 3 pEeKBI3UTAMH, 3a3HAYEHUMH B
€JIEKTPOHHOMY JTOKYMEHTI;

BIJICYTHIM MOB’A3aHUN 3 E€JIEKTPOHHUM JIOKYMEHTOM KBasli()iKOBaHUH €IEeKTPOHHUM MiAnuc
MIJIMCyBaya Yu OB’ A3aHa 3 HUM KBali(ikoBaHa €JIEKTPOHHA [IeYaTKa yCTaHOBH, HASIBHICTD SIKOT Ha
HBOMY IepedayeHa 1iero [HeTpyKii€ro;

Ha JIOKyMEHT HaKJIa/IeHO KBaJli(hiKOBaHHI €JIeKTPOHHUH Minuc 0codu, sika He € MiAMUCyBayeM
JTOKyMeHTa a60 0c00010, [0 BUKOHYE HOTO 000B’3KH;

MOB’s13aHI 3 €NEKTPOHHUM JOKYMEHTOM KBali(pikOBaHI €JIEKTPOHHI MiJMHUCU Ta/abo MeyaTKu
HEMOXJIMBO TIEPEBIPUTH 3 JTOTPUMAHHSIM BHUMOT YaCTHHHU Apyroi ctarti 18 3akony Ykpainu “IIpo
€JIEKTPOHHI JIOBipYi MOCIyru’;

BIJICYTHSI KBaJli(hiKOBaHa €JIEKTPOHHA MTO3HAYKA Yacy;
Bi3yasjbHa (hopMa eJIeKTPOHHOIO TOKYMEHTA He MpHUIaTHA JUIsl COpUMMaHHS 11 3MICTY JIIOJUHOIO.

VY nux Bumagkax ciayxk0a JIUTOBOJCTBAa BIJAMOBISIE Y PEECTpallii TaKOTO €JIEKTPOHHOTO
JIOKYMEHTA 13 3a3HaUeHHSM OJIHI€T 3 HAaBEJACHUX ITi/ICTaB.

HajxcuanHst BUXiTHMX eJIEKTPOHHUX TIOKYMEHTIB


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n29
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22. HapacunaHHs eNEKTPOHHMX JOKYMEHTIB 4epe3 CHCTeMy B3aeMoii IX ajpecaTam
3MIMCHIOETECA AaBTOMATH4YHO, 3a (akToM iX 3aBaHTaXEHHS 13 CHCTEMH EJIEKTPOHHOTO
nokymeHtoo0Oiry https://megapolis.loda.gov.ua/ B cucremy B3aemozii opasy micis iX peectpartii.

[Tig "yac 3aBaHTaXCHHSI aBTOMATHYHO CTBOPIOIOTHCS NIPUMIPHUKU €IEKTPOHHHUX JOKYMEHTIB Y
KUTBKOCTI, 110 BIATIOBiAA€ 3asIBJICHOMY B PEECTPaIliiHO-MOHITOPUHTOBIN KapTIli IEPEITIKY aJpecaris,
JUIS iX TIOJJAJTBIIIOTO MTePCOHATI30BAHOTO HAJICHIIAHHS BIIIOBIIHUM ajipecaTaM.

He mosxe OyTu BiampaBieHU yepe3 CHCTEMY B3a€MOJIIi €IEKTPOHHHM JOKYMEHT, IITICHICTh
SAKOTO HE MIATBEPKCHO KBaTi(iKOBAaHUM E€JIEKTPOHHUM MiANUCOM abo KBalli(iKOBaHOIO
€JIEKTPOHHOIO TEYATKOIO 3T1THO 3 BUMOTramH 1€l [HCTpyKIii a0o kit 0hOpMIIEHO 3 TIOPYIICHHIM
BUMOT IyHKTIB 117 ta 118 miei [ncrpyxiii.

23. I3 cucteMH EJIEKTPOHHOTO JIOKYMEHTOOOITY YCTaHOBM JO CHCTEMH B3a€EMOJIl
3aBAaHTAXYIOTBCS 3apPEECTPOBAHI EIICKTPOHHI JIOKYMEHTH a0o0 3acBigyeHi eJEKTPOHHI KoImii
JOKYMEHTIB.

I3 BeG-MOmyIsl CHUCTEMH B3a€MOJIIT 10 CUCTEMH B3a€MOJIii 3aBaHTaKyIOThCS €IEKTPOHHI KOIIii
JOKYMEHTIB, 3aCBITUCHI KBaJi(h)iKOBAHUMH €JICKTPOHHUMH TI€YaTKaMH, CTBOPEHHS, 3aCBIUEHHS Ta
BHECEHHSI JI0 B€O-MOJYJIS SIKHX 3/1iHCHIOE PEECTPATOP.

24. EneKTpOHHHN JOKYMEHT BBKAETHCS OJICPKAHUM aIpecaToM 3 MOMEHTY HaJXOKEHHS
BiI[HpaBHI/IKy CJICKTPOHHOI'O HOBiI[OMJ'ICHH?I i3 3a3HAYCHUM 4YaCOM IIPO JOCTABKY HbOI'0 NOKYMCHTA
azpecary.

VY pa3i HEHaAXO/UKEHHS BIANPABHUKY IPOTSATOM IIECTH TOIWH 3 MOMEHTY BiJIIPAaBKH
€JIEKTPOHHOI'0 JIOKYMEHTA, €JIEKTPOHHOTO MOB1IOMJICHHS ITPO JI0CTAaBKY IIbOT'0 IOKyMEHTa apecaTy
BBXXAETHCS, IO TAKUH JJOKYMEHT a/IpecaToM HE OJIep:KaHo. Y TaKOMY BHITQJKy BiIIPaBHUK BXKHBAE
BCIX MOXJIMBUX 3aXOJiB 10 3a0€3MEeUeHHs OJEp’KaHHS aJpecaToM BiJNOBITHOIO JOKYMEHTa B
€JIEKTPOHHIHN Qopmi.

VY pa3i ozmepikaHHs BiJ agpecaTa €lEeKTPOHHOI'O IMOBIAOMIIEHHS MPO BIAMOBY Yy peecTparii
€JIEKTPOHHOI'O JOKYMEHTa BIJIIPAaBHUKOM B)KHMBAIOTHCS 3aXOAU JJIi YCYHEHHs IMIJCTaB BIAMOBHU 1
3a0e3neueHHs MOBTOPHOTO HAJICUJIaHHS TaKOTo JJOKYMEHTA B €JIEKTPOHHIN (opMmi.

BinxunenHs agpecaToM €JIEKTPOHHOIO JIOKyMeHTa 0e3 3a3HauyeHHs IiJCTaB, 110 BU3HAYEHI
y myHKTI 21 1i€i [HCTpyKIIiT BBaXaeThCs CBIIOMUM MOPYIIEHHSIM.

Z[OI[&TKOB@ Hi)ITBep)I)KCHHH (I)aKTy OTpUMAaHHA CJICKTPOHHOI'O JOKYMCHTA aApeCaTOM HE
BUMAra€TbCs.

KypHas o0MiHy eJIEKTPOHHUX JOKYMEHTIB

25. XKypHan oOMiHY € OKpeMHUM ENEeKTPOHHUM PEECTPOM Yy CKIIaJi CHUCTEMH EIEKTPOHHOTO
JIOKYMEHTOO0ITY (BEO-MOIYNII CUCTEMHU B3a€MOJI1), KU (HOPMYEThCS 13 TEPEINIKY 3alHCiB PO
MIPOXOJKCHHSI IPUMIPHUKIB €IEKTPOHHUX JIOKYMEHTIB Uepe3 CHCTeMY B3a€MO/Iii.

26. XXypHan oOMiHY CKJIaZIa€ThCs 3 TAKUX PO3LTIB:

HaJICIaH1 - HOMEp 1 JaTa peecTparlii eJIeKTPOHHOTO IOKYMEHTa, aJpecar, KOPOTKUN 3MICT, BUI,
JaTa i yac HaJCHIIaHHs, a TAKOXK aTPUOYTH €EKTPOHHOTO TTOB1IOMIICHHS,

OTpHUMaHi - BUX1JIHI HOMED 1 JaTa peecTparii eJIeKTPOHHOIO TOKyMEHTa, KOPECIIOH/IEHT, 1aTa i
9ac JIOCTaBKH;

3apeecTpoBaHi - CKJIAI0B1, aHAJIOTIYHI /IO CKJIAJI0BUX PO3JLTy OTPUMaHi, a TAKOXK HOMED 1 J1aTa
peecTparii  €NeKTPOHHOTO JOKYMEHTa YCTaHOBOKO-aJpecaToM Ta TMpPI3BUIIE, BIIACHE 1M’A
peecTpaTopa, HaliMEHYBaHHS CTPYKTYPHOT'O ITiIpO3/IiTy, BiAMOBIaTIbHOIO 32 BUKOHAHHS IOKyMEHTa
B YCTaHOBI, Mpi3BHIIE, BJIacHE iM’s, Tele(OoH Ta CIIy))OOBa E€JIEKTPOHA TIOIITAa MOT0 KEpiBHHUKA,
Npi3BUILE, BIACHE iM’sI MpalliBHUKA, BIAMOBIIAIHLHOTO 32 BUKOHAHHS JIOKYMEHTa B yCTaHOBI, HOTO
TenedoH Ta CiIy)k00Ba €JIeKTPOHHA TIOIITA;
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BI/IMOBJICHO B peecTpalii - A0 aTpuOyTiB pPO3AUTy OTPUMAHHMX IOJAIOThCS Jara i MiJcTaBa
B1IMOBH, TIPI3BUIIIE, BIIACHE 1M s Ta TeJedOH peecTpaTopa, IKUM 3IHCHEHO BIIMOBY.

27. EneKTpOHHI MOBIIOMJICHHSI aBTOMAaTHYHO BHOCSITBCS JI0 )KYPHAITY OOMiHY Ta JJOJAIOTHCS 10
BIJIMIOBITHUX 3aIKCIB MPO MPOXOHKEHHS MPUMIPHUKIB €JIEKTPOHHUX JOKYMEHTIB Yepe3 CUCTEMY
B3a€EMO/IIT Ta PEECTPALITHO-MOHITOPUHTOBHX KapTOK BIAMOBIIHUX €JICKTPOHHUX JOKYMEHTIB.

EnexkTpoHHe  MOBIJOMJIGHHS ~ AaBTOMATHYHO  TEHEPYETHCS ~ CUCTEMOIO  €JIEKTPOHHOTO
JIOKYMEHTOO0ITy (BEO-MOIyJIeM CHCTEMH B3a€EMOJIii) Ta HAACWIAETHCS BIAMPaBHUKY OJpa3y 3a
(akTOM JOCTaBKM, OTPUMAHHS, peeCTpallii, BIAMOBH Yy pEeCTpalii eJIeKTPOHHOIO IOKyMEHTa
aJIpecaToM.

EnexTponHi moBigoMIIeHHs HEe TOTPEOYIOTh OKPEMOT iX peecTparlii Ta Bizyasizaiii.

28. EneKkTpoHHI MOBIJOMJICHHS MalOTh TaKi 00OB’SI3KOBI aTpUOyTH:

PO HAJICUJIAHHS - CTaTyCHE €IEKTPOHHE MOBiToMIIeHHs “‘Hasiciiano” Ta gara i 4ac HaJICUIaHHS,
PO JIOCTaBKY - CTaTyCHE €JIEKTPOHHE MOBiioMiIeHHs “JlocTaBlieHO” Ta Jara i yac JOCTaBKH;

PO PEECTpAIlif0 - CTATYCHE EJICKTPOHHE IMOBIIOMIICHHS ‘‘3apeecTpoBaHO” Ta HOMEp 1 JaTta
peecTpariii eJIeKTPOHHOTO JOKYMEHTA;

PO BiZIMOBY y peecTpallii - cCTaTyCHe eJIeKTpOHHE MOBiToMIIeHHS “BingMoBa y peectpauii”, nata,
Jac, ImiJICTaBa BiIMOBH, TIPi3BHILE, BIACHE iM’s Ta Tele(oH peecTparopa, SKIUM 31IHCHEHO BiJIMOBY.

Takox cucteMa B3aeMo/1ii Ma€ 3/11iiCHIOBATH OTepaTuBHE iHPOPMYBaHHS KOPUCTYBada CUCTEMHU
B3aEMOIIT TIPO:

MO3UTHUBHUHN PE3yNbTaT TEXHIYHOI IEPEBIPKH CUCTEMOIO B3a€MOJII1 HAJICIIAaHOTO KOPUCTYBa4eM
CHCTEMHU B3a€MOJIl JOKyMEHTa Ta HOro IOCTaHOBKY B Yepry Ha 3aBaHTAXEHHS 10 CHCTEMH
€JIEKTPOHHOTO JIOKYMEHTOOOITY (Be0O-MOAYJIsl CHCTEMHU B3a€EMOIIT) ajipecara;

KUIBKICTh JOKYMEHTIB, IO CTOATh B ue€p3l Ha 3aBaHTAKEHHs /10 CHUCTEMH EJIEKTPOHHOTO
JOKYMEHTOO00ITy (BeO-MO1yJIsl CUCTEMH B3a€EMO/I1T) KOpHUCTYyBaya.

Oco006,1MBOCTI eJ1IeKTPOHHOI B3a€MOil 0e3 3acTOCYBAaHHS CHCTEMHU B3a€MOJIl

29. IndopmaniifHuii 0OMIH MiX Mpal[iBHUKaAMH YCTAHOB 3/11IHCHIOETHCS JIUIIE 3 BUKOPUCTAHHIM
CI1y>k00BO1 €JIEKTPOHHOT MOIITH.

30. [npopmariitHuit 0OMiH 31HCHIOETHCS 3 METOIO:

MOTIEPEHHOTO MOTOKEHHS PENaKIll MPOEKTIB CHITbHUX €IEeKTPOHHUX JAOKYMEHTIB, 30KpemMa
CHiBpO3pOOJIEHHS MTPOEKTIB aKTIB;

JIOBEJIEHHS YIPaBIiHCHKOI 1H(OopMalii 10 BiJoMa, 30KpeMa Mpo IMJIaHu Ta poOOTy BIAMOBIIHUX
YCTaHOB;

1H(pOpMyBaHHS MPO MPUNHHATI YCTAHOBOIO YIPABIIHCHKI PIIIICHHS;

3’sICYBaHHS CTaHy ONPAIFOBAHHS YCTAHOBOKO €JIEKTPOHHUX TOKYMEHTIB, 110 HAIIWIIIN Ha iX
pO3IIIsL.

31. Indopmariist 3 TUCTYyBaHHS CIIY’)KOOBOIO €JIEKTPOHHOIO MOIINTOK MOXKE€ BUKOPHUCTOBYBATHUCS
JUTS THATBEPKEHHS BAKOHAHUX JTIH.

32. Incdopmarniiinuii 0OMiH CTyKO0BOIO €IEKTPOHHOIO MOIITOK HE MA€ IOPUIAUYHOT CHITH.

33. Tadopmariiianii 0OMIH CIIy’KOOBOIO €JIEKTPOHHOIO IOMITOK HE JOMYCKAETHCSA MO0
iHpopMalii 3 00MeXEHUM JTOCTYIIOM.

II1. Opranizauisi eJIeKTPOHHOTO JOKYMEHTOO00Iry



34. Opranizaiiss JTOKyMEHTOOOITY YCTAHOBH 3[IMCHIOETHCS 32 JIOTIOMOTOI0 CHCTEMHU
CIIEKTPOHHOI0 J0KyMeHTo00iry https://megapolis.loda.gov.ua/, mo iHTerpyerscsi i3 CHCTEMOIO
B3aEMOII.

35. Cucrema eIEKTpOHHOIO JOKYMEHTOOOITY TOBHMHHA 3a0e3leyyBaTH MPOXOJKECHHS
SNIEKTPOHHUX JOKYMEHTIB Ta €JEKTPOHHHMX KOIiH JOKYMEHTIB Ta B3a€EMO3B’S30K i3 CHCTEMaMu
€JIEKTPOHHOT0 JJOKYMEHTOOOITYy 1HIIUX YCTAHOB.

00.1iKk 00CATY €JIEKTPOHHOI0 TOKYMEHTO000Iry

36. O6iK 00CATY EIEKTPOHHOTO JIOKYMEHTOOOITY 3/11HCHIOETHCS B aBTOMATH30BAaHOMY PEXKHMI
CHCTEMOIO €JIEKTPOHHOTO JJOKYMEHTO00ITy YCTaHOBH.

37. IlincymkoBi maHi 0OJiKy 0OCATY ITOKYMEHTOOOIrY IMOJAIOTHCS B EICKTPOHHIM (opmi
(momatok 1).

Peectpanisi nokymeHTiB

38. BximgHi, BHYTpIlIHI, BUXiAHi, 1HIII JOKYMEHTH HE3aJE€XHO Bil (GopMHU iX CTBOPEHHS,
MiATOTOBJICHI B YCTAHOBI, PEECTPYIOTHCA B CHUCTEMi EJIEKTPOHHOTO JOKYMEHTOOOIry, a y pasi ii
BIJICYTHOCTI BX1JIHI Ta BUXIiJHI JOKYMEHTH PEECTPYIOTHCS

39. Jlnsa 3abe3mneueHHsl peecTpallii JTOKyMEHTIB y €JIeKTPOHHIN Ta mamnepoBiil popmax (mani -
JIOKYMEHTH ) B aBTOMATH30BAaHOMY PEXKHMI 3aTIOBHIOETHCS PEECTPAIIHHO-MOHITOPUHTOBA KapTKa, 110
SIKOT BHOCATBCS BC1 000B’SI3KOB1, 10JIATKOBI Ta y pa3i MOTPeOH HIIIT PEKBI3UTH JOKYMEHTA BiAOBITHO
JI0 BUMOT 1HCTPYKIIIT 3 JIIJIOBOJICTBA Y BUKOHABUMX opraHax lllenTuiibkoi MicbKOi pajiu.

40. PeecTpalliiHO-MOHITOPHHIOBA KapTKa €JIEKTPOHHOIO JOKYMEHTA CTBOPIOETHCS CHUCTEMOIO
SJIEKTPOHHOTO JJOKYMEHTOO00ITy (Be0-MOTyJIeM CUCTEMH B3aEMOIi1) B €IIEKTPOHHIN (hopMi.

41. Jlo 00OB’SI3KOBHX PEKBI3HTIB, 110 BHOCATHCS B PEECTPALlIiHO-MOHITOPUHIOBY KapTKYy,
HaJIeXKATh: BUJ JIOKyMEHTA, IHIEKC Ta 3aroJOBOK €JIEKTPOHHOI CIpaBH, KOPECTIOHICHT (yCTaHOBa-
BIJIIPAaBHUK), MAMUCYBay JIOKyMEHTa Ta KBali(pikOBaHUHM €IEKTPOHHUM MiANMUC mianucysada ado
KBaJli(pikOBaHa EJIEKTPOHHA IeYaTKa yCTAaHOBH-BIANpPABHUKA, ajpecar (IEepeslik yCTaHOB, SKUM
aJipecoBaHO JOKYMEHT), BUX1JHI HOMEp Ta Jara (peecTpauiifHi aTpuOyTH KOPECIOHIEHTa), BX1TH1
HOMEp Ta jara (peecTpalliiiHi aTpuOyTH aapecara), BUXIJHUH HOMEp Ta Jjara peecTparii
(peectpauiifHi aTpuOyTH YCTaHOBH), KOPOTKHHM 3MICT JIOKYMEHTa, CTPYKTYpHHUI Migpo3iil,
BI/IMOB1TAJIbHUM 32 BUKOHAHHS 3aBJIaHHS Ta/a00 MiATOTOBKY JJOKYMEHTA B YCTAHOBI 13 3a3HAYEHHSIM
fioro iHJEKCy, MPi3BUINA, BIACHOTO IMEH1, HOMepa Tee(oHy Ta Ci1y>k00BO1 €JIeKTPOHHOI MOMITH HOTO
KEepiBHMKA, €JEKTPOHHI pPEe30JIollii, BIAMOBIJAJILHUNA BHUKOHABELb (3TIAHO 3 PpE3OJIOII€r0) 13
3a3HaYeHHSAM HOTro Mpi3BUIIA, BIACHOTO IMEH1, HOMepa TeJleOoHy Ta cay*kO00BOi eIeKTPOHHOT MOIITH,
CTPOK Ta IO3HA4YKa PO BUKOHAHHS €JIEKTPOHHOTO JIOKYMEHTA, KUIbKICTh CTOPIHOK CYIIPOBIIHOTO
JMCTa Ta KUIBKICTh CTOPIHOK JIOJIATKiB, MOCHUJIAHHS HA BXKE 3apeecTpoBaHl JOKyMEHTH (icTopis
MUTaHHS), IHIUKATOPU CTaHy BUKOHAHHSI JOKyMEHTA Ta CTPOKH BUKOHAHHSI 1HTUKATOPIB.

42. Jlo AOAaTKOBUX PEKBI3UTIB, 110 BHOCATHCA 1O PEECTPAIIiHO-MOHITOPUHIOBOI KapTKH,
HaJIeXKaTh: BHYTPILIHE TepeajipeCyBaHHs EJIEKTPOHHOTO JOKYMEHTa MIX CTPYKTYpHUMHU
MIIPO3IIIaMHi YCTaHOBH, HAsIBHICTB 1 MEpeNIiK AOAAaTKiB, IPOMIXKHI CTPOKH BUKOHAHHS, 1HpOpMaIis
Ipo 3MiHY Ta MEPEHECeHHs CTPOKIB BHMKOHAHHS, MPUIIMHEHHS MOHITOPUHTY €JeKTPOHHOIO
JIOKYMEHTA, €JIEKTPOHHI MOBIIOMJICHHSI CUCTEMH B3a€MO/IIT, KOJI JOKYMEHTA 3T1IHO 3 TeMAaTHYHUM
KJ1acu(iKaTOpOM YCTaHOBH, CTPOK MEepeaBaHHs J0 apXiBHOTO MiIPO3/ILTY YCTAaHOBH, TO3HAYKA PO
HAJIEKHICTh JIOKYMEHTa /10 JOKYMEHTIB TEPMIHOBOTO PO3TJISAY, CTPOK 30epiraHHsl eleKTPOHHOIO
JOKYMEHTA (BiAMOBITHO O HOMEHKJIATYPHU CIIPaB).

43. JlonmyckaeTbcs BBEIEHHS YCTAHOBOIO 1HIIMX PEKBI3UTIB €JIEKTPOHHOTO JTOKYMEHTA, SIKI He
3BY)KYIOTh Ta HE 3MIHIOIOTh 3aCTOCYBaHHS 00O0B’S3KOBHX Ta JOJAATKOBUX HOrO PEKBI3UTIB.

44. Peectpariiss BXiZHOT 1 BHUXIJHOI KOPECHOHACHLII YCTAaHOBH 3/IMCHIOETHCS 3arallbHUM
BIJIJTIJIOM TICHTPAJII30BaHO B €IMHIA CUCTEMI.
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[opsimok peecTparii OKpeMHUX BHJIIB JOKYMEHTIB BU3HAYAETHCS IHCTPYKIIEIO 3 TIOBOJCTBA
YCTaHOBH.

45. dakcorpamMu Ta 1HIII €IEKTPOHHI JOKYMEHTH, 10 HAAXOIITh €JICKTPOHHOIO TOIITOI0 0€3/3
KBaJTi(hiKOBAaHUM €JIEKTPOHHUM MiAMUCOM (KBali(piKOBAaHOIO €IIEKTPOHHOIO MEYATKOI0), peecTparii
HE H1UIATar0Th.

46. YV cucreMi €IEKTPOHHOIO IOKYMEHTOOOIry (OpMyeThCs €IMHA IeHTpaizoBaHa 0asza
pEECTpAIiiHUX JaHUX B E€JIEKTPOHHIN (OpMi, 32 JOMOMOIOK SKOi MPAIIBHUKH 3a0€3MEeUyIOThCS
iH(pOopMalli€ro PO BCi JOKYMEHTH YCTAaHOBH 1 1X MiCII€3HAXOPKEHHSI.

47. TlopsooK BHECEHHS PEKBI3UTIB JIO pEeCTpalifHO-MOHITOPUHIOBOI KapTKH Ta ix
PO3MIIIEHHS] BHM3HAYAETHCS IHCTPYKI€I0 3 MIJIOBOJCTBA Y BUKOHaBUMX opraHax lllenTunbkoi
MICBKOI paju

Peecmpayis exionux ooxymenmis

48. Peectpartis BX1IHOT KOPECIIOH/ICHIIIT 3/IIHCHIOETHCS PEECTPATOPOM JIMIIIE ITICIIS MPOBEACHHS
MONEPETHHOTO PO3IIISITY JOKYMEHTA.

49. He nmoryckaeThcsi MPOBEACHHS MOABIHHOT peecTpallii eJIeKTPOHHOTO JOKYMEHTa Y CUCTEeMI
SJIIEKTPOHHOTO JJOKYMEHTOOOITy Ta BeO-MOIyJi CHCTEMH B3aEMOIII.

50. Ha moxyMmeHT, IO HaAIWIIOB Yy MamepoBiil ¢opmi, michs peecTpamii OUIIXOM IPYKY
HAHOCHUTBCS HOTO MTPHUX-Koa a00 QR-K0, MPUCBOEHNH CUCTEMOIO €JIEKTPOHHOTO IOKYMEHTOO0ITY,
Ta CTBOPIOETHCS (DOTOKOIIIS, SIKY PEECTPATOP BHOCUTH JI0 PEECTPALIITHO-MOHITOPHHIOBOI KapTKH.

51. BxigHuii TOKyMEHT MOCTiiiHOTrO Ta TpuBayioro (moxnay 10 pokiB) 30epiraHHs, 1110 HAAIMIIIOB
y mamepoBiii (opmi, Ticis peecTpamii Ta CTBOPEHHs (DOTOKOMII pPEeecTpaTopoM IepenaeTbes
0e3nocepelHbO B CTPYKTYPHUH MiJIPO3JiT YCTAHOBU, BH3HAUYEHUH B YCTAHOBJICHOMY IMOPSIKY
BIMOBIIAJILHUM 32 BHUKOHAHHS IIbOTO JOKYMEHTa, JHINE Mg 30€piraHHs 3 MOAAJIbIINM
(hopMyBaHHSM y CIIPaBH BiAMOBITHO JI0 3aTBEPIKEHOT HOMEHKIIATYpH CIIPaB.

Ilepesipka keanighikosano2o ereKmpoHHO20 NIONUCY

52. TlepeBipka KBai(piKOBAHOTO E€IEKTPOHHOTO MIAMUCY YH TEYAaTKU 3IHCHIOETHCS 3
notpuMaHHsaM [lopsaKy BUKOPUCTaHHS €IEKTPOHHUX JJOBIPUMX MOCIYT B OpraHax JIep>KaBHOI BIIAJIH,
OopraHax MiCIIEBOTO CaMOBPSIYBaHHS, ITiIIIPUEMCTBAX, YCTAaHOBAaX Ta OPraHi3amlifx JIepKaBHOT
(dbopMH BIIACHOCTI, 3aTBepakeHoro nocranoBoo Kabinery MinictpiB Ykpainu Bia 19 Bepecus 2018
p. Ne 749

53. B ycTaHOBI OpraHi3oBYeThCSl IIEHTpalli30BaHE CXOBHIIE KBasli()iKOBaHUX cepTU(IKATIB
BIJIKpUTUX KIIIOUIB a00 3aCTOCOBYETHCS OHJIAWH-TIEpEBIpKa CEepPTU(IKATIB BIIAKPUTUX KIIIOUIB
0e3rmocepeIHbO 3 EJIEKTPOHHOTO TepeliKy KBali()iKOBaHUX CepTH(]IKaTIB BIIKPUTHUX KIIOYIB
KBaJTi(pIKOBAaHMX Ha/JaBauiB €JIEKTPOHHUX JOBIPYUX MOCIYT.

54. IlepeBipka Ta MiATBEp/KEHHS KBali(hiKOBAHOTO €JIEKTPOHHOIO MIANKCY Ta/abo mevyaTku
3IIACHIOETHCS 3 JOTPUMAHHIM BUMOT YacTUHM Jpyroi ctatTi 18 3akony Ykpainu “TIpo enekTpoHHi
JIOBIpYl MOCTYTH .

Peecmpayis uxionux ooxymenmie

55. Peectpamist BUXIAHHUX €JIEKTPOHHUX JOKYMEHTIB 3/IHCHIOETbCS B aBTOMAaTH30BAHOMY
pexXuMI i yac ix mianucaHHs. [HCTpyKIi€ro 3 NiI0BOJACTBA Y BUKOHaBUMX opranax lllenTtuibkoi

MICBKOI paaM TmepeadayeHa aBTOMATHYHA pEECTpallisi BCiX BHUIIB JOKYMEHTIB 3a (hakToMm ix
MIIIIACAHHA.

56. HaacunaHHS MOKYMEHTIB HE3aleXHO Bia (GOpMHU X CTBOpPEHHS, 3IHCHIOETHCS uepes3
CUCTEMY B3a€EMOII1.
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VY pasi cTBOpeHHS NOOKyMEHTa y MamnepoBiii (opmi agpecary HAACHIAETbCSA JIMIIE HOTO
(dhoToKoMis Yepe3 CUCTEMY B3a€MOIi1, KpIM BHMAAKY HAJCHIAHHS TOKYMEHTIB YCTaHOBI UM 0CO0I, SIKi
HE € KOPUCTYBA4aMHU CHCTEMH B3a€MO/Iii, Ta JOKYMEHTIB, BA3HAUEHUX MyHKTOM 2 1i€i [HCTpyKIii.

57. Slkmo ampecar HE € KOPUCTYBAYeM CHCTEMH B3a€EMOJIil, PEECTPATOpP yYCTAHOBU CTBOPIOE
3acBIIUEHY MANEpOBY KOIMIK EJIEKTPOHHOIO JOKYMEHTa Ta HAACHUIIAE 3a HAJICKHICTIO 3TiHO 3
BUMOTaMH IHCTPYKIIi1 3 1IJIOBOJICTBA Y BUKOHAaBUMX opranax lllentuipkoi Mickkoi paau

58. V pa3i HagcunanHs (GOTOKOMIT JOKYMEHTa Yepe3 CHCTEMY B3a€MOJIl OpUTiHAT BUX1THOTO
JIOKYMEHTA B MarnepoBiid popmi (Jiuiie s JOKYMEHTIB MOCTIHHOTO Ta TpuBaioro (moHaa 10 pokis)
CTPOKIB 30€epiranHsi) MepelacThCs B CTPYKTYPHHUM TiAPO3A1JT YCTAaHOBU (aBTOPY JIOKYMEHTA) TUIBKU
1151 30epiranHs 3 mojanbuIM (OPMYBAHHSIM Y CIIPABU BIATIOBIIHO JI0 3aTBEPPKEHOT HOMEHKIIATYpH
crpaB 0e3 mepeaadi ix aapecary.

59. IlepeBipKy BHECEHHX Y peeCTpaIliiHO-MOHITOPUHTOBY KapTKy 000B’I3KOBUX Ta JOJATKOBUX
PEKBI3UTIB BUXITHOTO JOKyMEHTa 3JIHCHIOE CHUCTEMa EJIEKTPOHHOIO JIOKYMEHTOOOIry B
ABTOMATUYHOMY PEXKHUMI.

Keanigikosana enexkmponna neuamka

60. TIlepemik eNEKTPOHHUX [TOKYMEHTIB, $IKi TOTPEOYIOTh 3acBiIYCHHS KBali(hiKOBAaHOIO
€JIEKTPOHHOIO MEYaTKOI, BU3HAYAETHCA 1HCTPYKLIEIO 3 JUTOBOJICTBA YCTAaHOBHM HA MiJICTaBl aKTiB
3aKOHO/1aBCTBA.

61. Haka3zom (po3HOpsIKCHHSIM) KEpIBHUKA YCTAHOBH BU3HAYAIOTHCS TIOPSIIOK BUKOPUCTAHHSI
KBaTi(piKOBaHOI €NEKTPOHHOI TEYaTKH Ta YIOBHOBAXKEHI IMOCAIOBI OCOOM, BIAMOBiIaNbHI 3a ii
3aCTOCYBaHHSI.

KinpkicTe KBai(hikOBaHUX ENEKTPOHHHMX I€YATOK, IO BUKOPHCTOBYIOTHCS YCTAHOBOIO, HE
00MEeXKYEThCS.

YcTaHoBaM HaJa€eThCsl MPABO 3aCBITUYBATH €JIEKTPOHHI KOIT JOKYMEHTIB, 30KpeMa Ha BUMOTY
OpraHiB CyZI0BOI BJa/ii Ta MPAaBOOXOPOHHUX OpPraHiB.

Opranizauis nepegaBaHHs JOKYMEHTIB Ta BU3HAY€eHHS iX BHUKOHABIIIB

62. 3apeecTpoBaHUU JOKYMEHT 3a (PakTOM BHECEHHS PEECTpaTOpOM B peecTpalliitHo-
MOHITOPHHTOBY KapTKy BiJIMOBIIAILHOTO 32 PO3IJISIT TOKYMEHTA (3T1AHO 3 PO3MOIITIOM 000B’SI3K1B),
SKUN pO3IIIAJA€E OKYMEHT B YCTaHOBI MEpIIUM (Jami - MEepBUHHUN pO3IIIAN), aBTOMATHYHO
NepeaaeThCs Ha PO3TIIS Yepe3 CHCTEMY €IEKTPOHHOTO JOKYMEHTOO0OIrYy.

JIOKyMEHT aBTOMAaTUYHO Ta OJJHOYACHO HAJIXOUTh Ha PO3TJISA]] OAHIN UM IEKUTBKOM MOCAT0OBUM
oco0aM (3aCTyImHHKaM KEepiBHHKA YCTaHOBU a00 KEepiBHUKAM CTPYKTYPHHUX MiApPO3iTiB YCTaHOBH),
SIK1 BU3HAYEeH1 BUKOHABISIMU (CITIBBUKOHABISIMH) 3a3HAYEHOT'0 JIOKYMEHTA.

63. JlokyMeHTH oJipa3y micis iX peecTpalii nepeaaroTbes Ha MEPBUHHUN PO3TIISL.

MicbkoMy T0J10B1 200 0c001, 110 BUKOHYE Oro 000B’13KH, Ha IEPBUHHUIN PO3TJIIS TEPEIalOThCs
JIOKyMeHTH, 1o Haxidmmm Big Cekperapiaty KaOinery MinictpiB Ykpainu, Bepxosnoi Paau
VYkpainu, Anminictpanii [Ipesuaenra YkpaiHu, 3BepHEHHS HApPOJIHUX JEMYTAaTiB Ta JOPYUYECHHS
(JTMUCTH) YCTaHOB BUIIIOTO PiBHSI.

3acTylmHUKaM MICHKOT'O TOJIOBH 3 MHTaHb JiSJIbHOCTI BUKOHABYMX OpPraHiB paad 3TiAHO 3
po3moaiioM OO0OB’SI3KIB HAa TEPBUHHUN PO3IIISA MEPENAIOThCA JOKYMEHTH, IO HAMINILINA Bif
TEpUTOPiaJIbHUX OpPraHiB yCTAaHOBHU, OpraHizalliii, yCTaHOB Ta MIANPUEMCTB, 1110 HaIeXaTh 710 chepu
YIPaBIiHHS YCTaHOBH, OpraHi3alifHO-PO3MOPSAAUl Ta MPOrPaMHi JOKYMEHTH 3arajlbHOAEPKaBHOTO
XapaxTepy.

[lepBuHHMI PO3TIISA MPOCKTIB aKTiB, BHECEHHX YCTAHOBI Ha CIIJIbHE PO3pPOOJICHHS, 1HIIMX
JOKYMEHTIB 31HCHIOEThCS KEPIBHUKAMU CaMOCTIHHUX CTPYKTYPHHX MiAPO3ALTiB a00 ocobaMu, 110
BHKOHYIOTh X 000B’SI3KH, B M&XaX iX KOMITCTEHIII].
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Enexmpounna pezonoyis

64. ITocagoBa ocoba, sika 3/11MCHIOE IEPBUHHUI PO3IIISA]] €IEKTPOHHOTO JOKYMEHTAa, HaKJIagae
Ha HBOTO €JEKTPOHHY PE30JIIOLII0, B SIKill BH3HAYa€ TOJIOBHOTO BHUKOHABIL, BIANOBINAIBHOTO 32
opraHizallito BUKOHaHHS JOKYMEHTa B YCTaHOBI, Ta y pa3i HEOOX1THOCTI CIIiIBBUKOHABIIIB 1 CTPOK HOTO
BUKOHAHHS.

B enexTponHiii pe3osnonii 000B’I3K0BO 3a3HAYAIOTHCS BCI CTPYKTYPHI MIAPO3ALIH, sIKI OEpyTh
y4acTh B OMPaIfOBaHHI IOKYMEHTA Ta MOTO/KCHHI MPOEKTY BIAMOBI/II.

[TocanoBi 0coOwH, sIKi OJJHOYACHO PO3IIISIAIOTH CIEKTPOHHHI TOKYMEHT, HAKJIaJal0Th Ha HHOTO
€JIEKTPOHHI PE30JIIONii, B SKUX BHU3HAYAIOThH BiJNOBIJAIBHUX BHKOHABIIB Ta y pa3i HEOOXITHOCTI
CIIBBUKOHABIIIB y MEKax BiJIITOBITHOTO CTPYKTYPHOTO MiIPO3ILTY.

65. EnexTpoHHa pe30IToLis CKIIAIa€ThCS 3 TAKUX PEKBI3UTIB: TIPI3BHILE, BIACHE 1M’ I BHKOHABLIS
(BUKOHABIIIB) y JaBaJIbHOMY BIJIMIHKY, 3MICT IOpPYYE€HHs, CTPOK BHKOHAHHs, KBali(hikOBaHMIA
SJIICKTPOHHUM ITiIITUC ITOCAI0BOT 0COOH.

B enektpoHHil pe3oionii 0 €NeKTPOHHOTO JOKYMEHTa, IO HE Ma€ CTPOKY BHKOHAHHS,
3a3HaYeHHS 3MICTY JOPYYEHHS Ta CTPOKY BUKOHAHHS HE BUMAaraeThCsl.

EnekTpoHHa pe30JOIiss MOXE JOTOBHIOBATHCS IHIIUMHU PEKBI3UTAMH, SIKI BHU3HAYAIOTHCS
THCTPYKIIi€IO 3 JUIOBOJICTBA y BUKOHABUMX opraHax lllenTuiibkoi MicbKOi pajm.

Hekonkperni (“npuckoputu”, “HOMNIIUTH’, “aKTUBI3yBaTWU’, ‘“3BEpPHYTH YyBary TOIIO)
SJIEKTPOHHI PE30JTIOIIT HE JOIYCKAIOThCS.

66. Yci eneKTpoHHI pe30JIoIlii, HAKJIaJeHl Ha eNeKTPOHHUU JOKYMEHT, BHOCATHCA JI0 HOro
peecTpaniitHo-MOHITOPHHTOBOT KAPTKH 1 HEPO3PUBHO OB’ sI3aHi 13 Heto. EeKTpoHHA pe3oTroLis, sKa
€ HACJIJIKOM BHUKOHAHHS EJCKTPOHHOI PE30JIOIIi BHUIIOTO PiBHS, JOJATKOBO MICTHTH JIOTIYHE
MTOCUJIAHHS Ha BIJMOBIIHY €JIEKTPOHHY PE30JIIONIIO (IEPEBO SIIEKTPOHHUX PE3O0JIIOILIH).

67. Ha enexTpoHHY PE30JIIOIIII0 TT0Ca0BOI 0COOM HAKIIAJAEThCsI KBATI(PiKOBAHUN €eKTPOHHUN
IIJIHC 11€1 %K MOCaZ0BOi 0COOHU.

68. Jlo HakJIalaHHS €IEKTPOHHOT PE30JIIOIIlT BCTAHOBIIOIOTHCS TaKl OCOOJIMBOCTI:

BUKOHABISIMU €JIEKTPOHHOI PE30JI0Lii MiCHKOI'O F'OJIOBU BHM3HAYAIOThCS 3aCTYITHUKH MiCHKOTO
TOJIOBU 3 TUTaHb BUKOHABYHMX OPTaHiB pa/id, KEPYIOUUH CIIpaBaMu BUKOHABYOTO KOMITETY, CEKpeTap
panu 4M KEepiBHUKU CTPYKTYPHUX MiJIPO3JUIB ycTaHOBH (y pa3l HEOOXITHOCTI MOXYTb OyTH
BHU3HAYEHI NMPaIiBHUKUA YCTAHOBH, J10 KOMIIETESHITT IKUX HAJICKUTh 3a3HaYEHE B PE3OJTIOIT MTUTaHHS),
PO L0 CUCTEMAa ENEKTPOHHOIO JOKYMEHTOOOIry aBTOMAaTHYHO 1H(POPMYE 3aCTYHMHHUKIB MICHKOTO
TOJIOBH, K1 KOOPAMHYIOTh AISUIbHICTH BIMOBIAHOIO CTPYKTYPHOTO MiAPO3AUTY Ta y pasi norpedu
MaroTh MPaBO JTOTIOBHUTH 3a3HAUYEHY PE30JIOLIII0, HE 3MIHIOIOUYH CYTi IOPYYEHHSI MICBKOTO I'OJIOBU
Ta WOro TOJIOBHOT'O BUKOHABIIS;

BUKOHABIISIMHM PE30JIIOLII1 3aCTYITHUKIB MICHKOTO TOJIOBU 3 NMHUTaHb BUKOHABYMX OPTaHiB paj,
KEepYyIO4Yoro CHpaBaMH  BHMKOHABYOTO KOMITETY BH3HAYalOThCS KEPIBHUKHU ITiIMOPSAKOBAHUX
CTPYKTYPHUX MIIPO3AUTIB YCTAHOBH, SIK1 BXOASATH /10 CKJIAly BHKOHABYUX OpPTaHIB, YHIO JTISUTbHICTH
KOOP/IMHYE BiMOBIIHUH 3aCTYIHUK, IPO 110 CHCTEMa eJIEKTPOHHOTO JIOKYMEHTO00IIy aBTOMAaTHYHO
1H(pOpMYy€e KepIBHUKIB BIAMOBIAHUX CTPYKTYPHUX MITPO3LIIB;

BUKOHABISIMU PE30JIIOLIT KepiBHUKA CTPYKTYPHOI'O MiAPO3ALTY BHU3HAYAIOTHCSA CIEIIaliCTH
BIJIMOB1THOTO T1IPO3/ILTY, TIPO IO CUCTEMA €IIEKTPOHHOTO IOKYMEHTOOOITY aBTOMaTHYHO 1H(QOopMye
KEpIBHUKIB BIJNOBITHUX MIANOPAJKOBAHUX MIAPO3JUTIB, IO BXOIATH JO CKIAAy IIbOTrO
CTPYKTYPHOTO MiJIpO31ITy;

BUKOHABIIEM PE30JIIOLIT MICBKOTO TOJIOBH, 3aCTYITHUKA 3aCTYITHUKH MICHKOI'O I'OJIOBHU 3 MHUTaHb
BUKOHABYMX OPTaHiB paju, KEPYIOUUil ClipaBaMi BUKOHABYOT'O KOMITETY, CEKpeTap paau Moxxke OyTu
OyIb-sIKUI MAMOPSIKOBAHUN BiJIMOBITHOMY KEPIBHUKY CITIBPOOITHUK YCTAaHOBH, 10 KOMIIETCHITI
SIKOT'O HAJIEXKHTD 3a3HaUCHE B pe30JIroLil muTanHs. [Ipo Bu3HaUeHHS B pE30JII01i1 BUKOHABIS CHCTEMa



€JIEKTPOHHOT'O  JIOKyMEHTOOOI'y ~aBTOMATWYHO 1H(QOPMYE KEpIBHMLTBO CTPYKTYPHOTO Ta
I MTOPSIAKOBAHOTO TPO3/IUTY TaHOTO CIIBPOOITHUKA;

OTPUMAaHHS 3aCTYITHHKOM MICBKOTO TOJIOBH 3 NHTaHb BHKOHABUMX OPTaHIB pajy, KEPYHUUM
ClpaBaMH BUKOHABUOTO KOMITETY, CEKpeTapeM paaud KepiBHUKOM CTPYKTYpPHOTO abo
HiAMOPSIKOBAHOTO MiIPO3AUTY €IeKTPOHHOTO MOBIIOMJIEHHS IIPO CTBOPEHHS KEPIBHUKOM BHUILOTO
PiBHS €JIEKTPOHHOI PE30JIIOLIi] He ependayae CTBOPEHHS BiAMOBIAHUM KEPIBHUKOM CBO€T pe30IItoii
710 IIBOTO K JJOKYMEHTA, a JIMIIE TTepe0avae 03HaliOMIICHHS 13 IOKYMEHTOM;

SJICKTPOHHOIO PE30JIIOIIEI0 MOXKE OyTH BH3HAYCHO T'OJOBHOT'O BHKOHABIIS, CITIBBUKOHABIIIB,
CTPOKH BUKOHAHHS, OTPUMYBaUiB JIOKYMEHTa “J10 Bigoma”.

69. ENeKTpoHHI JMOKYMEHTH HAIXOAATh 1O iX BHKOHABIIIB BHUKJIKOYHO Yepe3 CHCTEMY
€JIEKTPOHHOTO JJOKYMEHTOOOITY Ha MiJICTaBl HAKJIAICHUX HA HUX EICKTPOHHHUX PE30IIOLIN.

JIOKyMEHT, BUKOHABIIIMH SIKOTO € KUIbKa CTPYKTYPHUX MiApO31iiaiB (ImocajoBuXx o0ci0),
HAJXOJUTh OJHOYACHO JO0 BCiX HOr0 BHKOHABIIIB, BU3HAYCHUX CJIECKTPOHHOIO PE3OJIIOIE€I0 Y1
MIEPETIKOM PO3CHIIKH, CTBOPEHUM PEECTPATOPOM 200 aBTOPOM JIOKYMEHTA.

70. KepiBHUKH CTPYKTYpHHUX MiIPO3ILTIB YCTAHOBH ONPAIbOBYIOTh €JICKTPOHHI JIOKYMEHTH,
OTpUMaHI BHACIIJOK iX TMepeaaBaHHS dYepe3 CHUCTEMY eJIeKTPOHHOIO JOKYMEHTOOOIry 3a
HaJISKHICTIO, Ha TIJICTAaBl HAKJIAJICHUX HA HUX €JICKTPOHHUX PE30JIIOIIii.

VY pasi HeoOXiTHOCTI KEpIBHUK BHKOHABYOTO OpraHy pajd Ma€ TPaBO JENEryBaTH CBOEMY
3aCTYIMHUKY PO3IIISA YaCTHHU EJIEKTPOHHHUX JIOKYMEHTIB, SKi HaJXOISTh Ha OINpPALIOBAaHHSA 0
CTPYKTYPHOTO ITiIPO3ILITY.

71. Cuctema eNeKTPOHHOIO JOKYMEHTOOOIry aBTOMAaTH4HO (Qikcye (akTu mnepenaBaHHs
€JIEKTPOHHHUX JOKYMEHTIB BUKOHABISIM B PEECTPALIHHO-MOHITOPUHTOBIN KapTIi 13 3a3HAYCHHAM
iH(popMallii PO BUKOHABIIIB, IKMM I€pPEeIaHO IOKYMEHT.

72. 3MiHa TOJIOBHOTO BUKOHABLIS 3/IICHIOETHCS B CUCTEMI €JIEKTPOHHOI'O JIOKYMEHTO00Iry Ha
I1JCTaBl pe30IOLiT KEPIBHUKA, IKUN 3/11HCHIOBAB IEPBUHHUN PO3IJIs]] €JIEKTPOHHOIO JOKYMEHTA.

73. Sxmo a8 eNneKTPOHHOrO JOKYMEHTa HE BCTAHOBJIEHO CTPOKIB BUKOHAHHS, a HOro
OTIPAIIOBAHHS HE MOTpPeOye MiJIrOTOBKU MPOEKTY AOKYMEHTa Ha MOro BUKOHAHHS, BIANOBIJAIbHUN
BHUKOHAaBEIlb Ma€ MPaBo Micis 03HAHOMIIEHHS 3 IOKYMEHTOM BHECTH B pEECTPaLliiHO-MOHITOPUHTOBY
KapTKy 1H(opMalliio npo crnocid BUKOHAHHS LIOTO JIOKyMEHTa (MUTAHHS BUPIIIEHO B POOOYOMY
MOPS/KY, B3TO y4acTb y HapaJi TOILO), 3aKPUTHU Horo “no cnpasu’”.

SIKIIO €NEeKTPOHHUI JOKYMEHT pO3iClIaHO MpalliBHUKaM YCTaHOBHU JUIsl O3HAWOMIICHHs depe3
CUCTEMY €JIEKTPOHHOTO JOKYMEHTOOOITY YCTaHOBH, IMpAI[iBHUKA BHOCATH BIAMITKY MpO iX
O3HAMOMIICHHS, a y pa3i PO3CUIIaHHS [T O3HAHOMIICHHS 11 MIAMKUC - MiATBEPKYIOTh HaK/IaJaHHIM
KBaJII(DIKOBAHOTO E€JIEKTPOHHOTO MIANUCY. Y TakOMy BHIIAJKy B CHCTEMI €JIEKTPOHHOIO
JOKYMEHTO00Iry yCTaHOBH aBTOMAaTHYHO I'€HEPYETHCS JIUCT O3HAHOMIICHHS 3 IOKYMEHTOM, Y SIKOMY
3a3HAYA€THCS MEPENIiK MOCaloBUX 0CI0 yCTaHOBH, SIKUM OyJio MepeAaHo BIAMOBIAHUM JTOKYMEHT 3
MO3HAYKOIO PO O3HAHOMIIEHHS, y TakoMy (opMarTi: Ipi3BHILE Ta BIACHE iM’s, AaTa HAIXOJKEHHS
€JIEKTPOHHOI'0 JJOKYMEHTa, JaTa 03HaloMIIeHHs (KBasi(iKOBaHa €JIEKTPOHHA MMO3HAYKA Yacy).

IV. JlokymeHTyBaHHsl YIPABJiHCHKOI iH(popMallii B eJieKTpOHHIN dopmi
3araJjibHi BUMOTH 10 CTBOPEHHSI IOKYMEHTIiB

74. JlokyMeHTyBaHHs yIpaBIiHCHKOT iHQOpMAaLlii B elIeKTPOHHIN (GopMi MoJsirae y CTBOpPEHHI
€JIEKTPOHHUX JOKYMEHTIB, B SKHX (IKCyeTbcsl 1H(OpMalisl Mpo YNPaBIIHCHKI pIMIEHHS 3
JOTPUMAHHIM YCTAHOBJICHHX Ii€0 [HCTPYKIII€IO TpaBuIL.

75. PexBi3uTH, BH3HA4eHI Ii€l0 [HCTPYKIi€I0, BHOCATHCS B PEECTPALIHO-MOHITOPUHTOBY
KapTKy.

bnanku ooxymenmie



76. OpranizaiiiiHo-po3nopsia4i JOKYMEHTH YCTAaHOBH O(OPMIIOIOTHCS Ha OJaHKax, IIo
CTBOPIOIOTHCS B €JICKTPOHHIN (OopMi 3T1THO 3 BUMOTaMHU I1i€i [HCTpyKIIii.

77. bnaHKM TEHEPYIOTBCS CHUCTEMOIO EIEKTPOHHOTO JIOKYMEHTOOOIrY yCTaHOBH B
aBTOMaTHMYHOMY PEXMMIi Ha MiJCTaBl 0OpaHUX aBTOPOM IMPOEKTY KPUTEPiiB THIIOBOTO OJIaHKA /s
00paHOTo BHIY €JIEKTPOHHOTO JTOKYMEHTA.

Jlnst reHepartii THIIOBOro OJaHKa 3aCTOCOBYIOTHCSI KPUTEPIi: BUJ, THII JOKYMEHTa, IiITUCYBad
TOLIO.

78. bnaHku KOXXHOTO BHUJY T€HEPYIOTHCS Ha OCHOBI ITO3/JI0BKHBOT'O PO3MIIIIECHHSI PEKBI3UTIB.
PekBi3uTH 3arojioBKa po3MIIIYIOTHCS LIEHTPOBAHUM CHOCOOOM (IIOYATOK 1 KiHELh KOXKHOTO PsIKa
PEKBI3UTY OJTHAKOBO BiJJIaJICH] Bl M€K 30HU PO3TAIlyBaHHS PEKBI3UTIB).

79. J1st MATOTOBKY JOKYMEHTIB B €NIEKTPOHHIHM OpMI cHCTEMA eNIEKTPOHHOTO JOKYMEHTO00Iry
YCTaHOBH T€HEPY€E TaKl BUIU OJaHKIB JIOKYMEHTIB:

3aranbHUl ONAHK JJisi CTBOPEHHS JOKYMEHTIB (0e3 3a3HayeHHS y OJIaHKy Ha3BU BHUAY
noKkyMeHTa) (1onaTok 2);

crerianizoBaHuii OJaHK 711 CTBOPEHHS PI3HUX BUIB IOKYMEHTIB JUIS JIUCTYBAaHHS 1IHO3€MHUMU
mMoBam# (ronarok 3);

OJaHKM KOHKPETHOTO BUAY JOKyMEHTa (i3 3a3HAa4YeHHSAM Ha OJaHKy Ha3BU BUJAY JIOKYMEHTA):
(monatku 4).

- OJIaHK PO3IOPSIKECHHS MICHKOT'0 TOJIOBH ([107aTOK 4-1);
- O;aHK pilieHHs BUKOHABYOro KoMiTery Illentuiibkoi Micbkol paau (101aTok 4-2);

80. JIokyMeHT y pa3i HeOOXiHOCTI APYKYETbCA pa3oM 13 OJIAaHKOM, 3r€HEPOBAHUM CHCTEMOIO
€JIEKTPOHHOT0 JJOKYMEHTOO00ITYy 0€3 3aCTOCYBaHHS OJIaHKIB, BATOTOBJICHUX APYKAPCHKUM CIIOCOOOM.

81. bi1iaHKM JOKYMEHTIB, CTBOPEHHX Y €IEKTPOHHIN (OpMi, HE HyMEPYIOThCS Ta HE MOTPeOyIOTh
00JTIKYy.

Jlama nionucanms, 3aceiouenns ma peecmpayii

82. Jlata miamucaHHS BU3HAYa€ThCA KBali(DiKOBAHOK E€JIEKTPOHHOKO MO3HAYKOI dYacy, IO
HEB1/I’€MHO TIOB’s13aHa 3 KBaJI1(DIKOBAHUM €JIEKTPOHHUM TI1ITHCOM.

83. Jlara 3acBiTUEHHsI BU3HAYAETHCS KBATI(PIKOBAHOIO E€JIEKTPOHHOIO MO3HAYKOK Yacy, IO
HEBiJ’€MHO MOB’s13aHa 3 KBaJli(hiKOBAHOIO €JIEKTPOHHOIO MEYaTKOIO.

84. Jlata peectpallii BUX1AHOT'O JOKYMEHTa aBTOMAaTUYHO (POPMYETHCSI CUCTEMOIO EIEKTPOHHOTO
nokymeHtoobiry https://megapolis.loda.gov.ua/, y peectpartiiiHo-MOHITOPHHIOBIM KapTIIi i1 Yac
HOTO T IMHUCAHHS.

85. OO0O0B’S3KOBOMY JaTyBaHHIO Yy pPEECTPALIfHO-MOHITOPUHIOBIN KapTiLi HiAJIATaloTh YcCi
CI1y>k00Bi BIAMITKH, MOB’sI3aH1 3 MPOXO/KEHHSIM Ta BUKOHAHHSIM JOKYMEHTa (Pe30Iolii, BiAMITKI
PO BUKOHAHHS JTOKYMEHTA, HAJCHIIAHHS HOTO JI0 CITPaBH TOIIIO).

Ogopmnenns dooamxis

86. Ha nmomarkax, 10 3aTBEpKYIOTHCS BIAMOBIIHUMHU aKTaMu (TIOJOXKEHHS, 1HCTPYKIII,
MpaBujia, TMOPSIKA TOIIO), MPOCTABISAETHCA TpU(] 3aTBEPKEHHS BIAMOBITHO 110 MYyHKTY 92 miel
[HCTpYKIii. ¥ BIANOBIAHUX MyHKTaX PO3MOPSAYOl YACTUHU JOKYMEHTa POOUTHCS MOCUIAHHS: “IIO0
nonaeTbes’’ abo “(momaeThes)”.

87. Ha nonmaTtkax 10 Haka3y, MOJ0XKEHHs, IPaBJI, IHCTPYKIIT TOIIO MPOCTABISIETHCS BIAMITKA Y
BEPXHBOMY TIPaBOMY KyTi IEpIIOI CTOPIHKH I0ATKa, sIka BKJIIOYA€ HOMEP I0JaTKa, 3aroJIOBOK
HOPMAaTHBHO-TIPABOBOT'0 aKTa Ta MOCUJIAHHS HA BIAIOBIIHY CTPYKTYPHY OJMHUIIIO, HAIPUKIIA/L:


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n549
https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n551
https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n553
https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n273

Jlomatok 5

1o [IpaBui Toprisiti (BUTOTOBJIEHHS)

Ta KOHTPOJIIO SIKOCTI JIIKAPChKHUX 3aC001B
B arntekax (IMyHKT 7.3)

CymnpoBiaHi MaTepiajid JOBIKOBOTO a00 aHATITUYHOTO Xapakrepy (rpadiku, cxemu, TabuIll,
CIHUCKH TOIIIO) 10 OCHOBHOTO JIOKYMEHTA MIOBHHHI MAaTH BIJIMITKY 3 TIOCHJIAHHSM Ha I[€H JOKYMEHT,
HOro Ha3BY, HAIPUKJIIAI:

Jonarok

1o Haka3zy MiHicTepcTBa OXOPOHU 310POB’ S
“IIpo 3aTBEpKEHHSI ONEepaIliiHOTO TJIaHy
TiSUTBHOCTI 3 BHYTPIIIHBOTO ayAUTy”

Peecmpayivinuii inoexc 0okymenmis

88. SIkmi0 OKYMEHT TIiArOTOBJIEHO JIBOMAa YW OUIBIIE yCTAaHOBaMH, 3aCTOCOBYETHCS
peecTparniitHuil iH1eKC TOJIOBHOTO BUKOHABIIS.

89. Ilim wac Bi3yamizamii JOKyMEHTa MicClleé pO3TAllyBaHHS PEECTPALiHHOTO 1HJCKCY
BU3HAYAETHCS 3T1AHO 3 (POPMOIO 3T€HEPOBAHOTO OJIaHKA.

90. Ilixg wac Bizyamizamii JOKyMEHTa CHCTEMa EJIEKTPOHHOTO JOKYMEHTOOOIry yCTaHOBU
BIJITBOPIOE Ta Bi3yalli3ye pa3oM i3 JOKYMEHTOM 00pa3 mrpux-koay abo QR-koxy (mms nepskaBHOI
peecTpallii akTiB, MIPOEKTIB aKTiB Ta 000B’I3KOBUX JOJATKIB A0 HUX, IO PO3POOISIOTHCS OpraHaMu
BUKOHABYOI BJIa/I1, OCTAaHOB 1 po3nopsamkenb Kabinery MinictpiB Ykpainu mume QR-kox), axuit
000B’SI3KOBO MiCTHUTh:

JaTy peecTpallii Ta peecTpamiifHuid IHIEKC JOKYMEHTA,

CKOpOYCHE HaliMEHYBaHHS YCTAHOBM, PEKBI3UT MiANUCyBaya (MiJNKMCyBadiB) Ta JaTy
MIJIUCaHHS 3 KBaTi(1KOBaHOI €JIEKTPOHHOT MO3HAaYKU vacy (nuie 1t QR-kony);

JlaH1 PO MOTOPKEHHs (JIUIIE [Tl aKTiB).

91. Ilix yac peectparlii manepoBUX JOKYMEHTIB BUKOPHCTOBYETHCS IITPUX-KOo abo QR-kox, a
ITiJT 9ac peecTparlii akTiB - numie QR-ko.

I'pugh 3ameeposicennss ookymenma

92. 'V pa3l KOmM eNEKTPOHHUH JTOKYMEHT 3aTBEpPKYEThCS PIIICHHSIM, HaKa30M,
posmnopsKeHHsIM, Tpud 3aTBeppkeHHs ckianaetbes 13 cnoBa “3ATBEPJDKEHO”, nazeu (y
HAa3MBHOMY BIIMIHKY) BHUIY JOKYMEHTa, SIKUM 3aTBEP/KYEThCS CTBOPEHUU JIOKYMEHT, 13
3a3HAaYEHHSM JIaTH HOTO 3aTBEPHKEHHS 1 HOMEpA, HAITPUKIIA;

3ATBEPJI’KEHO
Haxkaz Minictrepcta ¢iHaHCIB
12 6epesns 2024poxy Ne 298

I'pud 3aTBepaKeHHS Bi3yali3yeTbCs y BEpXHOMY NPABOMY KYTi MEPIIOi CTOPIHKH JOKYMEHTA.
ani npo suxonanms 0oKymenmisa

93. BigmiTka m0po 3aKiHYEHHS BHUKOHAHHA JIOKYMEHTa BHOCHUTBCS O PpEECTpaliiHo-
MOHITOPHUHIOBOI KapTKM Ta MICTUTh AaBTOMAaTHYHO 3I€HEPOBaHI CHCTEMOIO EJIEKTPOHHOIO
JOKyMEeHT000iry cinoBa “/lo cmpaBu”, HOMep CHpaBH, a TaKOXX KOPOTKI BIJIOMOCTI Mpo ioro
BUKOHAHHS, HAIIPUKJIAA:



J1o cripaBu Ne 03-10
JTuct-Bigmosins Big 20.05.2024 Ne 81.07-4127/24/1-6.03

abo

Jlo cipaBu Ne 05-19
[TuTanHs BUPILICHO MTO3UTUBHO MiJ Yac TeaepOHHOT

po3mosu 04.03.2024

Ocobausocmi oghopmaeHHs Oesakux uoie OOKYMeHmis
IIpomokonu

94. TIpoTOKOM CKIIAIAI0THCS B €IEKTPOHHIHN (pOpMi BiANOBITHO IO IHCTPYKIIIi 3 AIJIOBOJCTBA Y
BUKOHaBUMX opranax lllenTuiibkoi MichKoi paan abo pilIeHHS KOJIETiaJbHOTO OpTaHy.

95. V pa3i BenmeHHs ayaioBi3yaibHOI (Qikcallii 3acilaHHS BIAMOBIIHUN 3aMHC ITiIMTUCYETHCS
KBaTi(pIKOBAaHMM €NEKTPOHHUM MIAMKMCOM CEKpeTaps KOJErialbHOTO OpraHy (faii - cekperap) abo
YIIOBHOBAKEHOT 0COOM Ta JOAAETHCS 10 MPOTOKOIY.

96. IIpoTOKOIM Ta BUTATH 3 HUX 3aCBITUYIOTHCS KBaTi(DIKOBAHOIO EJIEKTPOHHOIO TEYATKOIO
YCTaHOBH, SIKYy HakjIaJae ciyx0a AUIOBOJACTBA, 1 HAACUIAIOTHCA Y pasi MOTpeOu 3aiHTePecOBAaHUM
yCTaHOBaM, TI0CaJIOBHM Oco0am, mpaiiBHuKaMm. [leperik po3cHIKe cKIIagae cekpeTap.

Cyoicbo6i nucmu

97. CnyxO00Buil NTUCT B eJNEKTpOHHIN (opmi odopMiIIOEThCS Ha OJaHKY, aBTOMAaTHYHO
3r€HePOBAHOMY CHCTEMOIO EJIEKTPOHHOTO JOKYyMEeHT000iry (lomarok 2).

98. JlaToro nucTa € gata HOro peectparii y 3araibHOMY BiAJILI.
Jlokymenmu npo cysic608i 6i0psoA#ceHHs

99. Jlnst peecTpaltiii BiZIps/KEHb BEEThCs OKPEMUH €JICKTPOHHUHN JKypHAJ (IoAaToK S), mij yac
BHECEHHS 3alKCy MPO BIIPS/KEHHS 0 SIKOTO CHUCTeMa €NEKTPOHHOTO JOKYMEHTOOOIry yCTaHOBU
311MCHIOE aBTOMATHUYHE JIeJIeTyBaHHS TOBHOBAYKEHb B CUCTEMI BiJl OJIHI€T MOCa0BOI 0cOOU 710 1HIIIOT
Ha Yac TaKOTO BIAPSHKEHHS.

ITinroroBKa NMPOEKTIB €JIEKTPOHHUX JOKYMEHTIB
100. 3a niAroTOBIEHUN IPOEKT EIEKTPOHHOTO JOKYMEHTA B1IMOBIJAJIbHUM € aBTOP JTOKYMEHTA.

3a oprasizaiil0 BHKOHAHHs EJEKTPOHHOIO JOKYMEHTa BIAMOBIAAIOTH OCOOHW, 3a3HA4Y€HI B
€JIEKTPOHHIH Pe30IoIIii, HaKIIaeHii 3a pe3ylbTaTaMu IEPBUHHOTO PO3TIISITY TOKYMEHTA.

101. IligroToBKa MPOEKTY E€IEKTPOHHOTO JOKYMEHTAa 31MCHIOETHCS 3 YpaxyBaHHSIM TaKHX
BHUMOT:

MIPOEKT ENEKTPOHHOTO JOKYMEHTa TOTYEThCS aBTOPOM JIOKYMEHTa B CHUCTEMI €JIEKTPOHHOIO
JIOKYMEHTOOOITy YCTaHOBH;

y pa3i HasgBHOCTI CYNpPOBIJHUX MaTepiajiB A0 MPOEKTY EIEKTPOHHOTO JIOKyMEHTAa BOHH
JOJJAIOThCSA 710 MPOEKTY EJIEKTPOHHOIO JOKYMEHTa BHUKIIOYHO B €JIEKTPOHHIM (opmi (30kpema
TabauuHi Ta Tpadiuni MaTepianu, (OTOKOMIi JTOKYMEHTIB, 3aBaHTaXEHI y cuUCTeMy Yy (aiimax
(bopMarTiB, BUBHAUYEHUX aKTaMU 3aKOHO/IaBCTBA);

BHECEHHS JI0 MPOEKTY €JIEKTPOHHOIO JIOKYMEHTa MOCHJIAHHS Ha JOKYMEHT(M), Ha BUKOHAHHS
SKOT'O(MX) CTBOPEHO BIANOBIAHUN TPOEKT;

BHECCHHS JI0 PEECTPAIITHO-MOHITOPHHTOBOI KapTKU B aBTOMATH30BAaHOMY PEXHMI 1HACKCY
CIIPaBH 32 HOMEHKJIATYPOIO CIIPaB, JI0 SKOi BiIHOCUTHCS €JICKTPOHHUHN JTOKYMEHT, 110 CTBOPIOETHCS;


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n555

3a3HaYeHHA OOOB’SI3KOBOIO CTATyCy NMpPHU3HAYCHHS MPOEKTY (iHiLiaTUBHMM, iH(pOpMAaIiiHUH,
MPOMIKHA BIAMOBIAb, MOJAHHS MPO 3MiHY CTPOKY, 3alUT Ha JOJATKOBY 1H(GOpPMAIil0, OCTaTOYHE
BUKOHAHH);

(bopMyTIOBaHHS MPOEKTY AOPYYECHHS A0 JOKYMEHTa 3HIMCHIOEThCS y TEKCTI JOKYMEHTa, 10
SKOTO IUIAHYETHCS BHJAHHS BIANOBITHOTO MOpPYYEHHS, Yy (OpPMi KOHKPETHOTO 3aBJaHHA i3
3a3HAYCHHAM CTPOKY MOro BHUKOHAHHS Ta BUKOHABIIB, Hampukiaa: Mickkomy (iHaHCOBOMY
YIIPaBJIiHHIO; KepiBHUKaM BUKOHABUMX opraHiB lllenTuiipkoi MicbKO1 pagu TOIIO;

(dbopMyBaHHSI TEpeNTiKy IMOTO/KYyBadiB Ta MIANKUCYBAdiB Yy PEECTPAIiiHO-MOHITOPUHTOBIN
KapTIIi.

102. Im’st daiina BUXIAHOTO TPOEKTY EJIEKTPOHHOTO JTOKYMEHTA, CYIPOBIAHUX Ta I1HIIHMX
MaTepialliB 0 HBOIO TOBUHHO MaTH CTHCIYy YHI()IKOBaHy Ha3By, fKa YITKO BHUXOAUTH 13
MPUHAJICKHOCTI BMICTY (paiisia, Harmpukia;:

Jlucr ...

Cnyx0o0Ba 3amucka ...

Haxka3s mpo ...

3MiHM 10 HaKa3y Big ... Ne ...

Hosga penaxuis Haka3y Bif ... Ne ...

J1 Tlopsiaok (1OJI0KEHHS, THCTPYKITisl TOIIO) ...
J2 Tabmuus (rpadik, miad TOLIO) ...
CkaHOBaHa KOs JIUCTA ...

Bizysanna ma nocodoicenns npoexmis eekmpoHHUX OOKYMeHmIi8

103. IloromxeHHs TMPOEKTY €JIEKTPOHHOIO JOKyMEHTa TMojsirae y Horo Bi3yBaHHI
VIIOBHOBOKEHHUMH 0CO0aMH, 3a3HaYCHHMH B PEECTPAIlifHO-MOHITOPHUHIOBIM  KapTmi, IO
3a0e3Meuy€eThCsl CUCTEMOIO €JIEKTPOHHOIO JTOKYMEHTOOOITY yCTaHOBU Ha IMiJCTaBl c(hOpMOBAHOIO
nepesiky Moro/KyBayiB, 3a3HaU€HUX Y PEECTPALlIiHO-MOHITOPUHTOBIN KapTIIl.

104. Tndopmartist mpo MOroJKEHHs, BIIXUICHHS a00 MOBEPHEHHS aBTOMATUYHO BHOCHTBHCS 10
peecTpariiiHo-MOHITOPUHIOBOI KapTKH.

105. IMoroxeHHs Ta MIANUCAHHS IPOEKTY €JIEKTPOHHOIO JIOKYMEHTA 31HCHIOETHCS Y TAKOMY
MOPSAKY:

MPOEKT EJEeKTPOHHOTO JOKYMEHTa CIIOYaTKy BI3y€TbCS HOTO aBTOPOM, KEpPIBHUKOM
HiAMOPSIKOBAHOTO MIAPO3/UTy Ta KEpIBHUKOM CTPYKTYPHOTO MigpO3JuTy (BIAMOBIJAJIBHOTO
MIAPO3JTy) Ta YINOBHOBRXEHHMH OCO0AMM IHIIMX CTPYKTYpHUX MIJPO3JAUTIB  YCTaHOBH,
3a3HaYeHUMU B peecTpaliiHO-MOHITOPUHIOBIH KapTIli,

MPOEKT E€JIEKTPOHHOIO JOKYMEHTa BI3y€ThCSI 3aCTYITHUKOM KEpIBHMKA YCTAHOBH, SKHH
KOOpPAMHYE pOOOTY CTPYKTYpHOTO TIiAPO3AUTY, BIAMOBIIATFHOTO 3a IMMATOTOBKY IPOCKTY
€JIEKTPOHHOI'0 JOKYMEHTa (TIOrOPKEHHsI 1HIIMX 3aCTYIHUKIB KEPIBHUKA YCTaHOBH, K1 KOOPIUHYIOTh
poOOTYy 3alHTEpPECOBAHUX MM1JIPO3/ILIiB, HE BUMAra€eThCsl);

y pa3si MOTO/KEHHS MPOEKTIB HaKa3iB (PO3MOPSKEHb) B €IEKTPOHHIN (GOpMi NMPOEKT HaKazy
(po3MOpsAKEHHS) BI3yETbCS  YIMOBHOB@)KEHUM  MPEACTABHUKOM IOPUJIMYHOIO  BIAALTY 3a
pe3yabTaTaMy IPOBEACHHS IOPUAMYHOI eKCIIePTH3H Ta ['0JI0BHUM CHEliamicToOM 3 TOBHOBAKEHHSIMHU
YIOBHOBAXEHOT ocobu 3 NIATaHb 3anobiranHs Ta BUSIBJIICHHS KOpyIii
a TaKOXX PEJaKTOPOM;

MPOCKT EJIEKTPOHHOTO JIOKYMEHTA BI3YETHCS BCIMa MOCATOBUMU OCOOaMU (ITOTO/KyBa4aMH ),
HasBHICTH Bi3U SIKUX Mepea0ayeHo B peecTpaliifHO-MOHITOPUHIOBIN KapTIli, IpU IbOMY Bi3yBaHHS
IIPOEKTY €JIEKTPOHHOI'0 JOKYMEHTA HE 3aTBEPKY€E 3a3HAUCHUN JOKYMEHT;

MPOCKT TIAMUCYETHCS MICBKUM TOJIOBOIO (TIAMUCYBa4YeM), SIKHHA 3aTBEP/KYE EICKTPOHHUMA
JIOKYMEHT.



106. He mnoromkeHuil y BiINOBIIHOMY IMOPSAIAKY MPOEKT EJIEKTPOHHOTO JOKYMEHTa He
nepeaacThCs Ha MAMMCaHHS (3aTBEpHKEHHS).

107. YIoBHOBa)K€HI 0OCOOM IHIINX CTPYKTYPHHUX IMIAPO3/LTIB 3a (PaKTOM HAIXODKEHHS 10 HUX
gyepe3 CUCTEMY eNIEKTPOHHOTO JOKYMEHTO00Iry YCTaHOBH IPOEKTY €IEKTPOHHOTO TJOKYMEHTa OepyTh
y4acTh y HOTO ONPAIIOBaHHI B YACTHHI, 1[0 CTOCYETHCS 1X KOMITCTEHIL].

108. CBOIO MO3MIIIIO OO OMPALBOBAHOTO MPOEKTY EIEKTPOHHOIO JOKYMEHTA YIIOBHOBAaXKECHA
oco0a 3alHTePECOBAHOTO IMMAPO3/iIYy JOBOAUTH JI0 BiOMa BIAMOBIIAIBHOTO IMiAPO3IALTY uepes
CUCTEMY EJICKTPOHHOTO JOKYMEHTOOOITY yCTaHOBU. BinmoBimHa mo3uiliss Mae OyTH 4YiTKO
OOTPYHTOBAHOIO, a Y pa3i HEOOX1THOCTI BHKJIQJICHA Y TEKCTI MPOEKTY €JICKTPOHHOIO JTIOKYMEHTA B
PEeXUMIi BUIPaBIEHb (y BUIIISLII HOBOT pelaKilii HOro OKpeMHUX MOJI0KEHb).

VY pa3i BHECEHHS pEAAKIIMHUX IPaBOK JI0 TMPOEKTY EIEKTPOHHOIO JOKYMEHTa CHCTeMa
€JIEKTPOHHOI'O JJOKYMEHTOOOITY YCTaHOBH:

30epirae MOTOYHY BEPCIiIO0 MPOEKTY EJICKTPOHHOrO JOKyMeHTa (0e3 pemakIiiHuX MpaBoK) 3
yciMa HaKJIaJeHUMH Ha Hel KBali(hiKOBaHUMHU €IeKTPOHHUMH MiAnucamMu (110 MiATBEpKYIOTHCS) B
apxiBi BepcCiil MPOEKTY eIEKTPOHHOTO JOKYMEHTA;

CTBOPIOE HOBY BEPCIIO TIPOCKTY EIEKTPOHHOTO JOKyMeHTa (0e3 KBaT(iKOBaHUX EICKTPOHHHX
MJIUCIB), sIKA CTA€ TOTOYHOIO BEPCIEI0 MIPOEKTY €NEKTPOHHOTO JOKYMEHTA 1 10 sIKO1 30epiraroThes
BCi BHECEHI peIaKIiifHi MPaBKH.

VYci Bepcii mpoekTy 30epiraloTbesi B apXiBi Bepciil B peecTpainifHO-MOHITOPUHTOBIM KapTIli.
PenaryBannsi Bepciii, 30epekeHUX B apxiBi peecTpaniiHO-MOHITOPUHTOBOI KapTKH OJIOKYETHCH.
PenaryBanHs mOTOYHOT BepcCii OJOKYEThCS TICIIs 3aTBEPKEHHS TOKYMEHTA.

109. 3a pimeHHsIM MICBKOTO TOJOBH, BU3HAYEHOTO B IHCTPYKIIIi 3 J1JIOBOJCTBA y BUKOHABUMX
opranax paau LllenTuipkoi MiChKOi paau, MOTOHKEHHS MPOEKTY EJIEKTPOHHOTO JOKyMEHTa (3a
BUKITIOYEHHSIM PO3TOPSIKEHb MICHKOTO TOJIOBH) MOYKE 3/1IICHIOBATUCS Y TAKOMY TIOPSIIIKY:

MIPOEKT EIEKTPOHHOTO TIOKYMEHTa Bi3YEThCS HOTO aBTOPOM, ITICIIS YOTO CHCTEMa €JIEKTPOHHOTO
JOKYMEHTO00Ir'y yCTaHOBH aBTOMAaTHYHO OJJHOYACHO HAJCHJIA€ HOro Ha 03HaOMIICHHS KEPIBHUKY
MIJIOPSAIKOBAHOTO MIAPO3JLIYy Ta KEpIBHUKY CTPYKTYpHOrO Mifpo3Auly (BiAMOBIAAJILHOTO
HiAPO3/1Ty), 3aCTYIHUKY MICHKOT'O TOJIOBH 3 MHUTaHb AiSJIBHOCTI BUKOHABUYMX OPraHiB paau, KN
KOOpJMHYE poOOTY BIANOBIJAIBHOIO MiJIPO3ALTY, Ta YIOBHOBaXEHUM 0CO0aM 1HIIMX CTPYKTYPHHUX
MiAPO3/ALTiB YCTAHOBH, 3a3HAUYCHHUX B pEECTPALIHHO-MOHITOPUHTOBIH KapTIi;

MOTO/KyBay, 3a3HAYEHUl B peeCTpaliifHO-MOHITOPUHIOBIN KapTii, MPOTATOM CTpPOKY,
BHU3HAYEHOTO 3TIIHO 3 IHCTPYKII€IO0 3 JiJOBOJCTBA y BHUKOHAaBUMX OpraHax YepBOHOIpaiChbKOi
MICBKOT pajii 3aJIeKHO BiJ 00cCiIry Ta/abo BHAY JOKYMEHTa, MAa€ O3HAWMOMHUTHUCA 3 TPOECKTOM
€JIEKTPOHHOI'0 JIOKYMEHTA Ta Y pa3il HasgsBHOCTI 3ayBa)kK€Hb BHOCHUTH iX JIO MPOEKTY €JIEKTPOHHOTO
TOKYMEHTA;

SIKIIO MOTOKyBay MPOTITOM 3a3HAYEHOI'0 B PEECTPaLliiHO-MOHITOPUHIOBIM KapTIll CTPOKY HE
MOTOJIUB Ta HE BHIC 3ayBaK€Hb /0 MPOEKTY EJIEKTPOHHOI'O JOKYMEHTa, CHCTEMa EJIEeKTPOHHOIO
JIOKYMEHTOO0ITY aBTOMaTHYHO BHOCHUTB JIO PEECTPAIlifHO-MOHITOPUHTOBOI KApTKH 1H(GOPMAIIIIO PO
IIOTO/IKEHHS 1IbOTO MTPOEKTY 32 3aMOBUYBAHHSIM.

ABTOMaTHYHE TIOTO/KEHHS €JEeKTPOHHUX JTOKYMEHTIB (ITOTODKEHHS 332 3aMOBUYBAHHSM) HE
CTOCYETBCS MPOXOJKEHHS iX IOPUINYHOI eKCIIEPTU3H. SIKIIO MOT0JPKYBay MPOTATOM 3a3HaYEHOTO B
peecTpaniiiHo-MOHITOPUHIOBIN KapTil CTPOKY HE IMOTOJUB Ta HE BHIC 3ayBa)K€Hb /10 MPOEKTY
€JIEKTPOHHOI'O JIOKYMEHTA, CHCTeMa EJNEKTPOHHOI'0 JOKYMEHTOO0OIry aBTOMATUYHO BHOCUTH M0
peecTpaniiiHo-MOHITOPUHIOBOI  KapTKH 1HGOpPMAII0 MpPO TMOTrO/PKEHHS IbOr0 IPOEKTYy 3a
3aMoBUyBaHHAM. [loroxyBau Hece BiANOBIAAIBHICTD 32 BiJINOBIHE MOTO/PKEHHSI.

ABTOMaTHYHE IMOro’KCHHA CJIICKTPOHHUX I[OKyMGHTiB (HOFOI[)KGHHSI 3a SaMOB‘-IyBaHHﬂM) HC
CTOCYETHCS MPOXOJKEHHS 1X IOPUJINYHOT EKCIIEPTU3H.



110. V pa3i moropkeHHsl MPOEKTy €JIEKTPOHHOrO JOKYMEHTa YMOBHOBa)XKeHa 0co0a iHIIOTO
CTPYKTYPHOTO TiApO3JUTy, 3a3HAUYEHOTO B PEECTPALIMHO-MOHITOPUHTOBIM KapTIli, BI3y€ MPOEKT
€JIEKTPOHHOT'O JIOKYMEHTA.

111. TIlicns Bi3yBaHHS BCiMa 3a3HAaYCHHMH B PEECTPALifHO-MOHITOPUHIOBIA KapTIi
MOTO/KYBAa4aMH CHCTEMa €JIEKTPOHHOTO JJOKYMEHTOO0IIy YCTAHOBH aBTOMATUYHO HAJICHIIA€ ITPOCKT
€JIEKTPOHHOT'O JOKYMEHTa Ha MiANUCAaHHSA 3a3HAYCHOMY B PEECTPAIifHO-MOHITOPMHIOBIA KapTii
MiITHACYBayvy.

FOpuouuna excnepmusza

112. FOpuanyna ekcriepTusa MPOXOAUTH y €JIEKTPOHHIA (HOpMi 3 BHKOPHCTAHHSIM CHCTEMH
eNIEKTPOHHOTO IOKYMEHTOOOITY YCTaHOBH.

113. 3a pe3ynapraramMu IOPUIMYHOI EKCIIEPTU3M y pa3i HASBHOCTI 3ayBakKe€Hb /IO TPOEKTY
eNIEKTPOHHOTO JIOKYMEHTa YIIOBHOBa)KEHA 0c00a IOPHINYHOI CITYy)KOU rOTye B €IEKTPOHHIN (Gopmi
BHCHOBOK 32 ()OpPMOI0, 3aTBEPXKEHOI0 MiH FOCTOM.

114. BUCHOBOK BHOCHTBCS JI0 CHUCTEMH EJEKTPOHHOTO OKYMEHTOOOITY YCTaHOBH SIK
BHYTPILIHIN JOKYMEHT, JIOT1YHO OB’ sI3aHUH 13 IPOEKTOM, JI0 SIKOT'O BiH MiArOTOBIEHUI, 32 MiJTUCOM
YIIOBHOBXEHOI OCOOM FOPHINIHOTO BiJIILITY.

115. ¥V pa3i BiiCyTHOCTI 3ayBaX€Hb JO MPOEKTY EJICKTPOHHOTO JOKYMEHTa YIOBHOBa)KCHA
0co0a IOPUINYHOTO BIIJIUTY Bi3y€ MPOEKT EJICKTPOHHOTO JOKYMEHTAa B CHUCTEMI EJICKTPOHHOTO
JIOKYMEHTOOOITY yCTaHOBH.

1lionucanus npoekmia enekmpoHHUX OOKYMEeHMI8
Ilionucysau

116. ITocanoBi ocoOu € miAmucyBayamMH MPOEKTIB €JIEKTPOHHUX JOKYMEHTIB B MEXKax CBOIX
[IOBHOBAKEHb.

117. IlinnucyBaueM IpOEKTIB €EKTPOHHUX JTIOKYMEHTIB, 1110 HAaJICUJIAI0ThCSl YCTAaHOBAMHU, KpIM
Cekperapiary KaOinery MinictpiB VYkpainu, a0 BepxoBHoi Paau VYkpainu, AnaminicTparii
[Ipesunenra Ykpainu, Kabinery MinictpiB Ykpainu, o0nacHoi aep:kaBHOI aAMiHICTpalli, palloHHO1
JepKaBHOI aJMiHICTpaIlii € MICbKHIl TonoBa abo ocoba, 10 BUKOHYE HOro OOOB’SI3KM 3TiHO 3
PO3MOALIOM 000B’SA3KIB.

[lignucyBauemM mNpoeKTiB eleKTpoHHUX JokyMmeHTiB Cekperapiaty Kabinery MiHicTpis
VYkpainu, 1o HajacunaTecs 10 BepxosHoi Panu Ykpainu ta Aaminictpauii [lpesunenta Ykpainuy,
€ MICBKHI TOJIOBa

[TignucyBauemM NMPOEKTIB €IEKTPOHHUX JOKYMEHTIB, MOB’SI3aHMX 3 BUKOHAHHSAM IOJITUYHUX
(GyHKIIH, € nepinii 3aCTyITHUK MICBKOTO TOJIOBH 3 MUTAHb JiSJIbHOCTI BUKOHABYMX OpraHiB BIaIH ,
3aCTYIHUKU MICBKOTO T'OJIOBH 3 IMTaHb JiSUIbHOCTI BAKOHABYMX OPTaHiB BJIAJH 3T1AHO 3 BU3HAUYECHUM
MICBKHM T'0JIOBOIO pO3M0/IijIoM 000B’s13KiB Ta cekperap LllenTuipbkoi MicbKoi paau.

[TignucyBauem MpOEKTIB €JIEKTPOHHUX JTOKYMEHTIB, 110 HajicuatoThes Cekperapiaty Kabinery
MinicTpiB VYKpaiHM, yCTaHOBaM BHIIOTO pIBHSA, Ta JOPY4YeHb YCTaHOBAaM, OpraHizaulisM Ta
MiANPUEMCTBAM, 110 HAJleXaTb 10 chepu ympaBliHHS YCTaHOBH, € MICBKUH rojosa abo ocoba, 1o
BUKOHYE IOro OOOB’SI3KM, 3aCTYMHHUK MICBKOTO TOJIOBH 3TiHO 3 PO3MOAUIOM 000B’S3KiB abo
KepYIOUHii cripaBaMu.

[TignucyBayem MPOEKTIB €IEKTPOHHUX JOKYMEHTIB, 1110 HAJICUJIAIOTHCS YCTAHOBAM TOTO K 200
HUKYOTO PIBHS, TEPUTOPIAIbLHOMY OpraHy YCTAaHOBH, OpraHizalisM Ta MiANPHEMCTBAM, IO
Hasiexath 10 cepu ynpasminHs lllentuipkoi Micbkoi paau Ta Ii BUKOHaBUMX OPraHiB, a TaKOX
JIUCTIB I0JI0 PO3pPOOJICHHS MPOEKTIB aKTiB € 3aCTYIMHUK MICHKOTO TOJIOBH, KEPIBHUK BUKOHABUOTO
OpraHy yCTaHOBH 3Ti/IHO 3 BU3HAYCHOIO KOMIIETEHII€10 a00 0co0a, 1110 BUKOHYE HOro 000B’SI3KH.



[TignucyBayem MpOEKTIB AOMOBITHUX 1 CIyKOOBUX 3alTUCOK € KEPIBHUK BUKOHABUOTO OpPTraHy
[enTumpkoi MIChKOT paay 3TiJHO 3 BH3HAYCHOI KOMIIETEHINIEI0 abo 0coba, 10 BUKOHYE HOTO
000B’sI3KH.

[ligmucyBaui MPOEKTIB EIEKTPOHHUX JOKYMEHTIB, IO HAJACWIAIOTHCSA MiIIPUEMCTBAM,
yCTaHOBAaM Ta OpraHi3alisiM, sKi He HaJICKaTh JIO0 JEP)KaBHOTO CEKTOPY €KOHOMIKH, TPOMaJisTHaM,
BU3HAYAIOThCs [HCTPYKITIE€IO 3 1I7I0BO/ICTBA Y BUKOHABUMX opraHax LllenTuibkoi MicbKOi paju.

118. He momyckaeThCsl MiAMHCAaHHS IPOEKTIB EIEKTPOHHHUX JIOKYMEHTIB 13 3BEpPHECHHSIMHU
oe3nocepenubo 10 BepxoBHoi Pamu Ykpainu, [Ipesunenta Ykpainu, Anminictpanii Ilpesumenra
Vkpaiaun, Ilpem’ep-minictpa Yxkpainu, Bine-npem’ep-miHicTpiB Ykpainu, KaGinery MiHicTpiB
Vkpainu, Cexperapiaty Kabinery MinicTpiB YKpaiHH, MiHICTPiB, OMHUHAIOYM MICBKOTO TOJIOBY
[lenTuibkoi MichbKOT paji UM ii BAKOHABYMN KOMITET, SKIIO 1HIIE HE TIepe10aueHO 3aKOHOIaBCTBOM.

119. PekBi3uT mianucyBada CKJIQJA€ThCsl 3 HAaWMEHYBaHHS IOCaAM OCOOM, sSKa MiAMUCYE
€JIEKTPOHHHM JJOKYMEHT, BJIACHOTO IMEHI 1 IPi3BUILA, HAIPUKIIA/IL:

Michkuii rojioBa Brnacue im’s [TPI3BUILIE

120. TIpoekTu eJNeKTPOHHUX JIOKYMEHTIB IiAMUCYIOThCS, SK IMPABHIIO, OJHIEID IOCATOBOIO
0c00010, a y pasi, KOJU 3a 3MICT MPOCKTY EJICKTPOHHOTO JIOKYMEHTA BiIIMOBIJAIBbHI KiIbKa 0CI0 -
nBOMa abo Ouiblle mocagoBUMu ocobamu. [Ipu boMy pPeKBI3UTH MOCAAOBUX OCIO - MiAMUCYBayiB
PO3MINIYIOTHCS OJIMH i OAHUM BIAMOBITHO J0 MiAMOPSAKOBaHOCTI 0ci06. Hampukman:

HupekTop Bnacne im’s [TPI3BULIE
lNonoBuuii 6yxrantep Bnacue im’sa I[TPI3BUILE
abo Kepytrounii cipaBamu Bnacne im’s [TPI3BUILIE
T'onoBa xomicii Bnacue im’s TTPI3BUIIE
Cekperap komicii Bnacne im’s [TPI3BUILIE

121. Y pa3i nianucands TPOEKTY CIUIBHOTO €IEKTPOHHOTO JOKYMEHTa KUIbKOMa 0co0amu, siKi
3aliMalOTh OJHAKOBI MOCA/H, IX PEKBI3UTH PO3MIIILYIOTHCSI HA OJJHOMY PiBHI, HAIPUKIA:

Micekuii rosoBa ['onoBa paifoHHOT ep:kaBHOI aJMiHICTpalil

Bunacue im’st TIPI3BUIIE Bnacue im’s [TPI3BUIIE

122. 'V pa3i BiACYTHOCTI 1OCa0BOT OCOOM, PEKBI3UTH MiANKCYBaYa SKOI 3a3HAUYEHO y MPOEKTI
€JIEKTPOHHOTO JIOKYMEHTa, aBTOPOM TIPOEKTY CTBOPIOETHCS HOBUH NMPHUMIPHHK MPOEKTY, B SIKOMY
3MIHIOIOTBCS JIMIIE PEKBI3UTH MiANUCYBaya, MICNs YOO BIAMOBIAHUN NMPUMIPHUK 0€3 OBTOPHOIO
MOTOI>KEHHST BHOCUTBLCS Ha MIMUC 0CO01, IO BUKOHYE 1i 000B’SA3KH.

Micvruil 2onosa

123. ¥V pa3i xonu miAnucyBayeM eJIeKTPOHHOTO JOKyMeHTa € MiChKHMid rojoBa, MOTO/PKEHUI
MIPOEKT €JIEKTPOHHOTO JOKYMEHTA HAaJXOAUTh JI0 KEPYIOYOTo CIIpaBaMHi BUKOHABUOTO KOMITETY , IO
OpraHizoBye Ta 3a0e3mneuye poOOTy KepiBHUKA YCTAHOBH (J1ali - CIIy»k0a KepiBHUKA).

124. YnoBHOBa)keHa 0co0a ciy>kOu KepiBHUKA:



nepeBipsie MPOEKT EJIEKTPOHHOrO JOKYMEHTA Ha MpeAMET HOro BiAMOBIIHOCTI BUMOTAaM IIOJIO
IIITOTOBKY BiJIMTOBITHUX TIPOEKTIB;

nepeBipsie€ MIMCHICTh YCIX HAKJIAJICHUX Ha MPOEKT EJIEKTPOHHOTO JOKYMEHTa KBasli(hiKOBaHHX
SJIIEKTPOHHUX Ti/MHCIB;

BU3HAYa€ TMPOEKT EJEKTPOHHOTO JOKYMEHTa BIiAMOBITHMM JUIS TIepeJaBaHHS WHOTO Ha
MiAMUCAHHS KEPIBHUKY YCTaHOBH Ta y pa3i BU3HAUYEHHS HOTO TakUM Bi3ye MPOEKT, SKIIO IIe
BU3HAUeHO [HCTpyKIi€lo 3 AiT0BOACTBAa y BUKOHaBumXx opraHax lllenTuipkoi mickkoi paau, Ta
nepezaae iioro MicbkoMy roJ10Bi Ha ITiJIIHC.

125. Y pasi konm MicbKHi rojioBa a00 KepYyIOUHid ClipaBaMH BHOCUTB JI0 IPOEKTY €JIEKTPOHHOTO
JOKYMEHTa pelakliiiHi IpaBKHU, CUCTEMa €JIEKTPOHHOIO JOKYMEHTOOOII'Y YCTaHOBH aBTOMATUYHO
CTBOPIOE HOBY BEPCIIO MTPOEKTY ENEKTPOHHOTO IOKYMEHTA, sIKa 3a PIIICHHSIM MiChKOTO T'OJIOBU MOXKE
OyTH minucana 6e3 MOBTOPHOTO MOTO/KCHHS.

126. ITicnst aBTOMATU30BaHOI peecTpalii JOKyMEHTa B €IeKTPOHHIN GopMi Ta MimHCcaHHs HOTO
MICBKHMM TOJIOBO BiH aBTOMAaTHYHO HAJICHIA€THCS YePe3 CHCTEMY B3a€MOJIII.

Ilionucanusa npoexmy O0OKyMeHma 3ACMYNHUKOM MICbKO20 20/108U, KEPIBHUKOM BUKOHABUO20
opeany Lllenmuyvkoi micokoi paou.

127. V pa3i koI MiJnHCcyBaueM JIOKYMEHTa € 3aCTYIMHHK MICHKOTO TOJIOBH a00 KEepYyHOUHid
CIpaBaMH, BIJTIOBITHUN €IEKTPOHHUN JJOKYMEHT ITICJISl TOTOPKEHHS B YCTAaHOBIICHOMY 1HCTPYKITIEIO
3 AUTOBOJICTBA MOPSIIKY HAIXOJUTh Y€PE3 CUCTEMY EIEKTPOHHOTO JIOKYMEHTOOOITY JI0 BiJIIIOBITHOTO
IicyBada abo yIoBHOBAKEHOI 0COOH, 1110 OpraHi3oBye Ta 3a0e3nedye Horo podoTy, a y pa3i Koy
MIIUCYBaYeM JIOKYMEHTA € KePIBHUK CTPYKTYPHOTO MiJIPO3ALTY - 6€3MocepeiHbO O BiAMOBIIHOTO
IicyBayva.

128. BigxuneHuil miAnEcyBayeM MPOEKT IOBEPTAETHCS  CHUCTEMOIO  E€JIEKTPOHHOTO
JIOKYMEHTOOOITY YCTaHOBHU HOTO aBTOPY 13 3a3HaYE€HHSAM BMOTHBOBAHOT MPUYMHU BiIXUJICHHSI.

Ocobausocmi n0200ceHHs: NPOEKMi6 eleKMPOHHUX OOKYMEHMIE 8 YCMAHO8I

129. Tlpoueaypa MNOTOMKEHHS TMPOEKTY ENEeKTPOHHOTO JIOKYMEHTa KOHTPOIIOEThCS HOTO
aBTOPOM, a y pa3i HOTo BIJICYTHOCTI 0CO0010, siIka BUKOHY€E HOTO 000B’ SI3KH.

130. V pa3i HaAXOMKEHHS MPOEKTY EJIEKTPOHHOI'O JIOKYMEHTA Ha IMOTO)KEHHS MOT0/KyBau
MOBMHEH O3HAMOMUTHCS 13 3MICTOM INPOEKTY, 3aBi3yBaTu MPOEKT €JIEKTPOHHOrO JOKyMeHTa (y pasi
3roAM 3 TMPOMOHOBAHOI PENAKINEI0 TEKCTYy MPOEKTY EJIEKTPOHHOTO JOKYMEHTa) a00 BHECTH
3ayBa)K€HHS Ta MPOIO3ULIT 10 HbOTO.

131. 3ayBaskeHHS 1 MPOMO3HUIIIi 0 MPOEKTY €IEKTPOHHOTO JJOKYMEHTAa, 1110 MAOTh y3arajabHEeHUN
(KOHLIENTYyaJbHUI) XapakTep, MOXKYTh BHKJIAJaTHCA B OKPEMOMY KOMEHTapi, LI0 BHOCHTHCS 10
peecTparniitHo-MOHITOPUHIOBOT KapTKH, Ta MiAMUCYIOTHCS KBaTI(1KOBAHUM €JIEKTPOHHHUM IT1ITHUCOM
oco0u, sika CTBOpUIIa KOMEHTAp.

132. 3ayBaXkeHHsI 1 MPOIMO3ULII 1O MPOEKTY EJIEKTPOHHOTO JOKYMEHTa BHOCSATBHCS B PEXKHMI
pPENaKIiHUX MPaBOK O€3MOCepeH0 10 TEKCTYy NPOEKTy EJIeKTPOHHOTO JIOKyMeHTa a0o
BUJUIAIOTECS HMIPUPTOM UM KOJBOPOM, BIAMIHHMM BiJl HIPU(PTY UM KOJIBOPY OCHOBHOT'O TEKCTY
MIPOEKTY EJEKTPOHHOTO JIOKYMEHTa, Ta 13 3a3HAUYEHHSM aBTOpa BIAMOBIIHUX MPAaBOK (PEeXUM
BUIIPABIICHHS).

133. 3ayBaxkeHHsI 1 MPOMO3MII 1I0/I0 BiAMOBIIHOCTI HOPMATUBHO-IIPABOBUM aKTaM MalOTh
BHOCHUTHUCS 13 3a3HAYECHHSM KOHKPETHHX HEBIAMOBIIHOCTEH, CTaTed, MyHKTIB Tomo abo Mae
HaJaBaTHUCS BIAMOBIIHUI BapiaHT peakilii TEKCTY, 0 SKOTO € 3ayBa)KEHHS.

134. TToromkyBad Bi3y€e MPOEKT €ICKTPOHHOTO JOKYMEHTA JIMIIE y pa3il BiICYTHOCTI B HBOTO
KOJHUX 3ayBa)KeHb. [1OrOKEHUI TPOEKT EIEKTPOHHOIO JOKYMEHTAa aBTOMATHYHO IEPEAAETHCS
HAaCTyITHOMY TIOTO/PKYBady 3TiAHO 3 TMEPEeTiKoOM TOTroKyBadiB Ta MiANUCYBadiB, 3a3HAYCHHUX Y
peecTpariitHO-MOHITOPHHTOBIN KapTIi.



[ToromxenHs i3 3ayBa)KCHHAMHU HE JOMYCKAETHCS, KPIM BUMA/IKIB MOTOPKEHHS IPOEKTIB aKTiB,
MOPSIJIOK MOTOKEHHS SIKUX BU3HAYEHO 3aKOHO/IaBCTBOM.

135. ¥V pa3i BHeceHHs OyIb-IKUX PEAaKIIMHUX MPABOK JI0 MPOEKTY €JIEKTPOHHOTO JTOKYMEHTa
CUCTEeMa €JIEKTPOHHOTO JOKYMEHTOO0ITY YCTAHOBY aBTOMATUYHO BIJIKJIMKA€E MOTO 3 MOTO/HKCHHS Ta
MOBEPTAE MPOCKT €IEKTPOHHOT'O JIOKYMEHTa aBTOPY.

136. ABTOp MPOEKTY EIEKTPOHHOTO JOKYMEHTA IICJIsi HOBEPHEHHS HOMY BiIXUJICHOTO MPOEKTY
JTOKyMEHTa 31HCHIOE HOTO JI0OTPAIIOBAHHS, 32 PE3yIbTaTaAMH SIKOTO:

npuiiMae (MOBHICTIO a00 YaCTKOBO) HaJaH1 3ayBa)K€HHs, MPOIIO3HMINII, pEAaKIliifHl MPaBKu Ta
HAJICHJIA€ Ha MIOBTOPHE MOTO/HKCHHSI HOBY BEPCIIO MTPOCKTY €IEKTPOHHOTO JOKYMEHTA,

BMOTHBOBAHO BIAXWJIA€ HaJaHI 3ayBaKCHHS Ta TPOIO3HUINI 13 3a3HAYEHHSM ITJICTaB Yy
BIJIMOBITHOMY KOMEHTApI, 110 BHOCUTHCS JI0 PEECTPALIITHO-MOHITOPHHTOBOT KAPTKH, 3 HAKJIAJaHHIM
KBaTi(hiIKOBAHOTO EJIEKTPOHHOTO TIJAMUCY aBTOpa TMPOEKTY, IICIA 4YOro TIOBEPTAE IPOCKT
SJICKTPOHHOT'O JOKYMEHTA Ha IMOTOKCHHS y TMOMEpeaHiil ioro pemakiii 6e3 HeoOX1THOCTI HOro
NepeBi3yBaHHSI ITOTO/KYBaYaMH, SIKUMH IIPOEKT OYJIO MOTOKEHO.

137. IloromxyBad, SIKUM OTPUMAHO IPOEKT €JIEKTPOHHOIO JOKYMEHTA, TOBUHEH HOr0 MOTOUTH
a00 OBEPHYTH 13 BMOTHBOBAaHUMH 3ayBa)KEHHSIMH Ta ITPOIO3HIIISIMU ITPOTATOM CTPOKIB, BH3HAUCHHX
[HCcTpyKIi€Eto 3 AiMOBOACTBA y BUKOHABUMX opranax lllentuiibkoi Micbkoi paau.

138. SIK110 y mO3HIiSX TOJIOBHOTO BUKOHABIIS T CIIIBBUKOHABII € PO301KHOCTI, SIKI HE MOXKYTh
OyTH BperyliboBaHi Ha piBHI ()axiBIiB BIAMOBIIHUX CTPYKTYPHUX HiAPO3ALNIiB, KEPIBHUK TOJIOBHOTO
BHKOHABIIS IHIIIIOE TPOBEICHHS Y3TO/KYBAIBbHUX HapaJ Ta KOHCYJIbTAIA 3 Y3TOJKEHHS
pPO30ODKHOCTEW Ha piBHI KEPIBHUITBA BIAMOBITHUX CTPYKTYpHUX MiApo3ainiB. PesynabTatu
y3ro/UKYBaJbHOT Hapaad O(OPMITIOIOTHCS MPOTOKOJIOM, SKHA TOTYE Ta BHOCHUTH B CHCTEMY
€JIEKTPOHHOT'O TOKYMEHTOOOITY YCTaHOBH aBTOP MPOECKTY, SIK JIOTIYHO TIOB’SI3aHUH 13 JIOKyMEHTOM,
IIOJT0 SIKOTO CKIIMKAJIACh Y3r0/KyBallbHA HApasa.

3a3HaueHU MPOTOKOJ BI3YEThCA B CHUCTEMI €IIEKTPOHHOIO JTOKYMEHTOOOITY yCTaHOBM BCiMa
yY4aCHHKaMM HapaJud Ta MIJMUCYEThCS KEPIBHUKAMU CTPYKTYpHUX MIAPO3JLIIB, Y SKUX Oyinu
PO301KHOCTI.

PeecTpaniiiHO-MOHITOPUHTOBa KapTKa 3apeecTPOBAHOTO MPOTOKOIY MICTUTh IMOCHJIAHHA Ha
€JIEKTPOHHHI JOKYMEHT, IOJ0 SKOT0 HOro 0yJ0 CTBOPEHO.

JIOMOBIIEHOCTI, AOCATHYTI MiJ Yac Y3ro/PKyBaJIbHOI HapaJu Ta BUKJIAQJAEHI Yy ii MPOTOKOII, €
000B’SI3KOBUMH 11 BUKOHAHHS BCIMa YYaCHUKaMU MPOLECY OTOJKEHHs po301>KHOCTEH.

139. TIpoeKT eNeKTPOHHOTO JOKYMEHTAa BBAXKAETHCS MOTOJDKEHUM Ta MOXKEe OyTH TiIIMUCAHUN
JIUIIIE TICIA TOTO, K HOro Oy/e 3aBi30BaHO BCiMa MOTOKyBayaMH, 3a3HaYCHUMH B PEECTpaIiifHoO-
MOHITOPHHTOBIN KapTIIi.

140. YV pasi morpebu cucreMa eleKTpOHHOIO JOKYMEHTOOOIrY YCTaHOBHU T€HEpYe JHUCT
30BHIIIHBOT0 a00 BHYTPIIIHBOTO MOT'O[KEHHS.

Oco6,1MBOCTI MIATOTOBKHU AeAKMX BUAIB eJIeKTPOHHHUX JIOKYMEHTIB

IIpoexmu piwens cecii, suxonaguo2o komimemy (Haoaui - akmie) Lllenmuyvkoi micvroi paou
ma ii BUKOHABYO20 KOMImem) .

141. TlinroTOBKA MPOEKTY aKTa BKItOUAE B ceOe po3pobieHHs (CriBpo3po0IeHHS ), TOTOKEHHS
Ta MPaBOBY €KCIIEPTU3Y MPOEKTY B €IEKTPOHHIN dopMmi.

[linroToBKa MPOEKTy aKTa 31HCHIOETHCS 3 BUKOPHCTAHHSM BIATOBIHOTO MOJIYJISI CUCTEMHU
B3a€MO/Iii, KpiM BHIIAJKIB, KOJU € OOIPYHTOBaHI MiJICTaBH JUIs JOKYMEHTYBAHHS YHPaBIiHCHKOI
iHdopmartii B mareposiii popmi, mependadeHi myHKToMm 2 11i€i [HCTpyKiii.



142. YV pa3si Konu CTPOK MiATOTOBKH MPOEKTY aKTa MPSIMO HE BU3HAYEHO 3aBJaHHSAM Ha HOTro
MIITOTOBKY, TAKUM CTPOK CTAHOBHUTH JIO TPHOX MICSIIIB BiJl AaTH HaOpaHHS YMHHOCTI BiMOBITHUM
3aBIaHHSIIM.

KoHTpoms 3a 10TpUMaHHsAM BU3HAYCHHX Li€I0 [HCTPYKIII€I0 CTPOKIB MiATOTOBKH ITPOEKTIB AKTiB
3IIMCHIOETHCS 3 BUKOPUCTAHHSIM BiITOBITHOIO MOJTYJIsI CACTEMH B3a€MO/Ii.

143. Po3poOHUKOM IIPOEKTY aKTa BUSHAYAETHCSI BAKOHABUUH OpraH paJii, 10 KOMIIETEHIIIT SIKOTO
HaJeXUTh GOpPMYBaHHS Ta/abo peaitizallis Jep>KaBHOT MOJITUKH Y BIJIIOBIHINA cdepi.

Po3po6HuK:

CaMOCTIHO BU3HAYAE 3aiHTEPECOBaH1 OpraHu, 0 OYAYTh OpaTH y4acTh y po3poOJIeHHI IPOEKTY
aKTa abo MOro MorojyKeHHi;

3a0e31medyye BHECEHHS IMPOEKTY aKTa Ta CYNPOBIIHHMX MaTepiasliB 10 HHOT'O JO BiAMOBIIHOTO
MOJIYJISI CHCTEMH B3a€MO/IIT;

€ BIJIMOBIAAILHUM 32 JJOCTOBIPHICTh PO3MIIIEHUX y CHCTEMI B3a€MOJii JOKYMEHTIB (KpIM THX,
SK1 TOTYIOTB 1 pO3MilIyI0Th MiH’FOCT 1 3aiHTEpecOBaHi OpraHu) Ta CBOEYACHY MiATOTOBKY HMPOCKTY
aKTa;

y pa3i HeoOX1HOCTI MOKe 1HILIIOBaTH YTBOPEHHS poOodoi rpynu Ha 6a3i CBOEI yCTaHOBH 13
3aTydeHHsIM (axiBIliB 3aiHTEPECOBAHUX OPTaHIiB Ta HE3AICKHUX EKCIICPTIB 3 BiAMOBITHUX MHUTAHb,
JUSUTBHICTD SIKOT PETYNIOE€ThCS IHCTPYKIIIEIO 3 ILJIOBOJICTBA YCTAHOBH - PO3POOHUKA,

y pa3i po3poOaeHHs 0COOIMBO 3HAYYIIOTO MPOEKTY aKTa MOXKE 3BEPHYTHCS 10 MiCHKOTO TOJIOBH,
KEepYI4oro ClipaBaMy Yd HOTO 3aCTyIHUKa MICHKOTO T'OJIOBH 3 IHIIIATUBOK YTBOPEHHS POOOYOi
TPYIIH 1] TOJIOBYBAHHSIM OHOTO 3 HUX J[isUTbHICTH TaKoi pOO0UOi IPYIH PETYIIIOETHCS IHCTPYKIIIEO
3 JIUIOBOJICTBA y BUKOHABUMX opranax lllentuipkoi Michkoi paau

144. YV pazi npudHATTS pO3pOOHUKOM PILIEHHS PO 3aJIy4Y€HHS 3alHTEPECOBAHOI'O OPraHy Sk
CHIBPO3pOOHHUKA (J1aJli - OpraH-CHiBpO3pOOHHUK) PO3POOHMK HE MMi3HIIIEe HIK MPOTATOM IBOX pOOOUYNX
JHIB 3 JHS HaOpaHHS YMHHOCTI 3aBJaHHSM Ha PO3POOJICHHS MPOEKTY CTBOPIOE PEECTpPAIIHO-
MOHITOPUHTOBY KapTKy IIPOEKTY Y CUCTEMI B3a€MO/Iii Ta MOBIJJOMJISIE OPraHy-CIiBpPO3POOHUKY uepes
CUCTEMY B3a€MOJIi MPO MOYATOK pO3pOOJIEHHS IMPOEKTY 13 3a3HAYeHHSIM MeTH, cdepu Horo Aii,
CTPOKIB pO3pOOJIeHHS Ta KOHTAaKTHUX JAaHUX CTPYKTYPHOTO MiJPO3JUTy, BHU3HAYEHOTO
BIIMOBIAAJIbBHUM 32 MIATOTOBKY NPOEKTY B IMEHI pO3pOoOHMKa, Ta MOro mpaiiBHUKIB,
BIJIMOBIAAILHUX 32 MiITOTOBKY BiAMOBITHOTO MPOEKTY aKTa.

145. Opras-crniBpo3poOHUK y I’ ITUJCHHUN CTPOK 3 MOMEHTY OTPHUMAaHHS MOBIJOMJIEHHS MPO
MOYaTOK PO3POOJICHHS MPOEKTY aKTa MOBIIOMIISIE PO3POOHUKY Uepe3 CUCTEMY B3a€EMO/IIT PO 3TOy
Ha CHiBPO3pOOJICHHS, KOHTAKTHI JaHi CTPYKTYpHOTO MiJpO3/ily OpraHy-cHiBpo3poOHHKA Ta HOro
MPaIliBHUKIB, BIAMOBITAILHUX 32 CIIBPO3POOJICHHS BIAMIOBITHOTO TIPOEKTY aKTa.

146. V pa3i HEHaaXOMKEHHS y BHU3HAYEHMH CTPOK BiJ OpraHy-cliBpO3pOOHHKA BIAMOBiIL
PO3pPOOHMK 3a 3aMOBUYYBAHHSAM BHU3HA€ BIJIMOBY TaKOro OpraHy-CIiBpO3pOOHHMKA BijJ ydacTi y
CHIBPO3pOOIICHHI.

147. Ha erami cmiBpo3poOJieHHS MPOEKTy akTa OOMiH i1H(OpMali€l0 MiX BHKOHABISIMH
PO3pOOHMKA Ta OpraHy-CIiBPO3POOHMKA 3/11MCHIOETbCS Yepe3 CIyKOOBY €JIEKTPOHHY MOIITY, 1HIII
He 3a00pOHEH1 3aKOHOJABCTBOM 3acO0M TeJNeKOMYHIKalii (Ipu LbOMY KEpiBHUKU CTPYKTYpPHHX
M1IPO3/IUTIB 3a3HAYAIOTHCS B KOITIT JINCTA), TPOBEICHHSI pOOOYNX HaApaJl Ta 3yCTpiue TOIIIO.

[IpamiBHUKN OpraHy-chiBpO3pOOHUKA MArOTh IOCTYH 0 TEKCTY JOKYMEHTa, PO3MIIIEHOTO Y
BI/IMIOBITHOMY MOJTYJII CHCTEMH B3a€EMOII1.

CriBpo3po0IeHHS POSKTY aKTa 31MCHIOE BIMOBITATBHUHN TAPO3ILT OpraHy-CIiBpO3pOOHUKA
0e3 3aTy4eHHS Ha I[iil cTajlli KepiBHUIITBA .

BianoBiganbHuiA miapo3/7iia Oprany-criBpo3poOHHKA:



MOJKE y pa3i HEOOX1AHOCTI 3aJIy4aTH JI0 ONPAIFOBAaHHS MPOEKTY aKTa BU3HAUYEHI HUM CTPYKTYpHI
T1IPO3IUTH 1IHOTO K OpraHy;

Ma€ IPOTATOM JIECATH poOOYHX JHIB 3 MOMEHTY HA/IXOKSHHS IPOEKTY aKTa Ha ONPALIOBAHHS
BU3HAYUTHUCS 3 TO3UIIEIO 11010 TPOEKTY aKTa Ta MOJAaTH PO3POOHUKY CBOI 3ayBasK€HHS 1 POTIO3HUIIT
710 HBOTO.

SIkmo Ha cTamii cHiBpO3pOOJIEHHS B TMO3UINSAX pPO3pOOHMKA Ta CHIBPO3POOHHMKA BUHHMKIU
PO301’KHOCTI1, PO3POOHUK OPTaHi30BYE POOOUY Hapay Ha PiBHI KEPIBHUKIB CTPYKTYPHUX ITiIPO3ILTIB
Ta Ge3mocepeHiX BUKOHABILIB, BIAMOBIAAIBHUX 3a CHUIbHE PO3pOOJICHHS, 3a pe3ylbTaTaMH SKOT
BI/IMOBITAJILHUM TT1IPO31JIOM OpPraHy-CIiBpO3pOOHUKA PO3POOHUKA TOTYETHCS aKT pO30IKHOCTEH 3a
IiIITUCOM KEepPiBHUKA OpraHy-CIiBpO3pOOHHKA.

Jlo akTa po301KHOCTEH HE BHOCATHCSA PO30IKHOCTI, sIKi OyJ10 BpEryJiboBaHO ab0 3HATO MiJ yac
po6ovoi Hapau.

VYci aktu po30ikHOCTEH 000B’SI3KOBO PO3MILIYIOTHCS BIAMIOBITHUM OpPraHOM-CITIBPO3POOHUKOM
y BIJMOBIAHOMY MOJIYJi CUCTEMI B3aeMOJIl. Y pasi KOJM OpraH HE PO3MICTHB aKT PO301KHOCTEH y
BU3HAUCHUH CTPOK, BBAXKAETHCS, IO 3ayBAXKEHHS JO IMPOCKTY aKkTa B OpraHy-CIiBpO3pOOHUKA
BiJICYTHI.

Pimennst mpo BpaxyBaHHS a00 HEBpaxyBaHHS pO30DKHOCTEH, BHUKIAAEHUX B aKTax
PO30XKHOCTEMH, TpUitMae MiCHKHUI TOJI0BA - PO3pOOHUKA.

148. Po3poOHMK TIpOTATrOM II'STH POOOYMX JHIB ICJIS 3aBEpIICHHS PO3pOOJICHHS
(ciBpo3p0o0ICHHS) MPOCKTY aKTa PO3MIIIYE JTOOMPAI[bOBAHY BEPCiI0 MPOSKTY aKTa 13 HEOOX1THUMHU
CYIIPOBIIHUMHU MaTtepiajlaMu 10 HbOTO Y BIIIOBIIHOMY MOJYJIi CUCTEMH B3a€MOJIT s 3/11HCHEHHS
HOro TOTO/KEHHsSI 3aiHTEPEeCOBAaHMMH OpraHamMH. YcCi akTh po30DKHOCTEH TIOBHHHI OyTH
JOCTYITHUMH [Tl BCIX 3aiHTEPECOBAHUX OPraHiB.

Po3Miienuil y BiANOBIAHOMY MOJyJII CUCTEMH B3a€MO/I1i TPOEKT aKTa Ta CyIpOBIIHI MaTepiaiu
710 HBOT'O MOBUHHI OyTH MiANUCaHI KEPIBHUKOM YCTaHOBU-PO3POOHHKA 200 0c00010, 1110 BUKOHYE
1oro 000B’A3KH, 3T1THO 3 MPOLIETYPOI0, BU3HAYEHOIO I1i€t0 [HCTpyKITi€TO.

3alHTepecOBaHUM OpraH y BHU3HAYEHHMH CTPOK HaJCUIA€ PO3POOHHUKY JIUCT 13 TO3ULIEIO
BIJITIOBITHOT'O OpraHy 0 MIPOEKTY aKTa 3a MiIMUCOM KepiBHUKA 3aiHTEPECOBAHOTO OpraHy abo ocoou,
10 BUKOHYE HOTO 000B’A3KH, 3T1IHO 3 MIPOIIEYPOI0, BU3HAYEHOIO I11€0 [HCTPYKITIETO.

149. Po3poOHUK MPOTATOM TPHOX POOOUMX JIHIB MICIIs 3aBEPILEHHS MOrOKEHHsI POEKTY aKTa
po3MilLye TOMpanboBaHy BEPCII0 MPOEKTY aKTa 13 HEOOXIAHUMHM CYMPOBIIHUMU MaTepiajlamMH 0
HBOTO y BIJIMOBIIHOMY MOAYJI CHUCTEMH B3a€MOJIl JJs MPOBEICHHS HOro MpaBOBOi €KCIIEPTU3U
MiH’OCTOM. (SIKIIIO 11€ BU3HAYEHO 3aKOHO/IaBCTBOM )

Po3Mimenuil y BiInoBIAHOMY MOJyJIi CUCTEMH B3a€MO/I1i TPOEKT aKTa Ta CyIpoOBiHI MaTepiaiu
70 HHOT'O TMOBMHHI OYTH MiANHCaHI KEPIBHUKOM YCTaHOBH, sIKa € PO3POOHUKOM BiJIIOBITHOTO
JIOKyMeHTa, a00 0c00010, IO BUKOHYE WOTO 000B’A3KH, 3T1THO 3 MPOIEAYPOI0, BU3HAYEHOO ITI€I0
[HCTpYyKLiETO.

BucHoBok MiH’tocTy 3a pe3yiabTaTaMH MPaBOBOI €KCIEPTH3U MIAMUCYETHCS MIHICTPOM abo
0c00010, 10 BUKOHY€E HOro 000B’sI3KH, 3T1THO 3 MPOLEAYpOI0, BU3HAUEHOIO I1i€l0 [HCTpyKIi€to, Ta
PO3MILIYETHCS Y BIAMOBIIHOMY MOYJI CUCTEMH B3a€MO/IIT.

150. IIpoekT akTa, CympoBiAHI MaTepiaJii 0 HBOTO PO3MIIIYIOTHCS YCTAaHOBAMHU, SKI €
PO3pOOHUKAMH BiJIMOBIIHUX JOKYMEHTIB, Y BIAIOBIAHOMY MOJYJIl CUCTEMH B3a€MO/II.

3a3HaveH1 JOKYMEHTHU PO3MILYIOThCS:

OJIHOPa30BO 0€3 IpaBa BUMaraTH iX JTyOJETHOTO PO3MIIIEHHS IHITUMHU YCTAaHOBAMHU;



onunoudacHo y ¢opmati PDF/A (dopmar cnemudikanii PDF 1.4 ISO 19005-1:2005) i RTF i3
3aCTOCYBaHHSM 3aco0iB KBasi(hiKOBAHOTO EJIEKTPOHHOIO MiANMUCY (KBami(iKOoBaHOI €IEKTPOHHOT
MIEYaTKH, SIKIIO TOKYMEHT Oyi0 po3MimieHo y popmi oTokorii).

151. s mpoeKTiB aKTiB, IO PO3pPOOIIIOTHCS OpraHaMH BHKOHABYOI BIIAJIM, 3aCTOCOBYETHCS
€MHUHN YHIKQIBHUIN peeCTpalliiHuil HOMep, SKUH (OPMYETHCSA y BIIMOBIIHOMY MOIYJI CHCTEMHU
B33a€MOJIII.

Vi IpoeKTH akTiB, IO PO3POOIIAIOTHCS OPraHaMU BUKOHABYOT BJIa M, MAIOTh €INHY MTOPSIKOBY
HYMEpALlilo Ta HyMEPYIOTHCS B MOPAIKY X PO3MILICHHS Y BIAMOBIIHOMY MOJYJIl CUCTEMHU B3a€MOJIIT
B MEXax KaJICHJapHOTO POKY.

€Hu yHIKaIBHUNA peecTpamiitnuii Homep popmyerbes y hpopmati XXX XXX.PPPP-I,
ne XXXXXX - mecTu3HayHUi BUNIAJIKOBHIA YHIKATBHHHA KOJT;
PPPP - mocnioBHMIT HyMepaTop y MeXaxX MOTOYHOTO POKY;

I - inenTudikarop tumy npoekty akra (“3” - 3akon, “Y” - Vka3, “II” - mocranoBa, “P” -
posnopsikennst). («PCx» - Pimennst cecii, « PB» - pimenHst BUKOHKOMY, «P» - po3mopsimkeHHs
MiceKoro rojoBu, «H» - Haka3 «II» - moctaHoBa)

Cucremu el1eKTpOHHOTO IOKYMEHTOOOITY YCTAaHOB JIJIsl TPOEKTIB aKTiB MalOTh BUKOPUCTOBYBATH
TV €IMHUHN YHIKaTbHUHA peeCTpaliiHui HOMEp, SIKHI 3aBaHTaKY€ETHCS 13 CUCTEMH B3a€MOZIT i
qac peecTpallii IpoeKTy akTa, 6e3 mpasa Horo 3MiHU Ta/ab0 MoauQiKallii.

Ilpoexmu poznopsoacensv (nakzig) Lllenmuywvkoi micbkoi padu, ii 6uKOHA84020 KOMimemy ma
BUKOHABUUX Op2aHi6 paou.

152. Micbkuii T0J0Ba, KEPIBHUKH BHKOHABYMX OPTaHiB Pajy, MiJMHCYIOTh PO3MOPSIHKCHHS
(HaKka3u) 3 OCHOBHOI JISJILHOCTI, aIMiHICTPATUBHO-TOCIOIAPCHKUX MUTAHB (11l — aKTH YCTaHOB).

[Ipoektn HakaziB (pO3MOPSKEHb) 3 KAAPOBUX MUTaHb (0COOOBOTO CKIIAaQy) TOTYIOTHCS
BIJIMOBIAHO 70O BUMOI, BH3HAUEHUX L1€I0 [HCTPyKII€, Ta 3 ypaxyBaHHAM OCOOIMBOCTEH, SKI
BH3HAYal0ThCS 3aKOHAMU Ta iHIIMMU akTamu Kabinety MiHicTpiB YkpaiHu.

153. [IpoekTy aKkTiB yCTaHOB IFOTYIOTHCS Ta MOTOJKYIOTHCSI B €JIEKTPOHHIN (popmi BiIITOBIIHO
710 3araJlbHUX BUMOT MiATOTOBKH Ta MOTOKEHHSI MPOEKTIB eIEKTPOHHUX JOKYMEHTIB, BU3HAUCHUX
uiero [HcTpykui€ero, Ha OJaHKy, II0 AaBTOMAaTUYHO T€HEPYETbCS CHCTEMOIO EJEeKTPOHHOIO
JIOKYMEHTO00Iry YCTaHOBH.

154. Tlepen mojaHHAM Ha MiANHC HOPMATHBHO-IIPABOBOTO aKTa YCTAHOBH, SKHUN MiJUIsArae
Jep’KaBHIN peecTpallii, aBTOp MPOEKTY APYKYE MOro 13 CUCTEMHU EJIEeKTPOHHOTO JOKYMEHTOOOIry
YCTQHOBHU Pa3oM 13 3reHEpPOBaHUM CHCTEMOIO €JIEKTPOHHOTO JOKYMEHTO00Iry YCTaHOBH OJIaHKOM, Ha
SIKOMY Bi3yai3yeTbCsi aBToOMaTUyHO chpopmoBanuit QR-ko.

Ha po3apykoBaHOMY MPOEKTI akTa YCTAHOBU BHMAaraeThCsl JIMIIE MPOCTABICHHS BIACHOPYYHOT
Bi3M YINOBHOBA)KEHOTO TMPEACTaBHUKA IOPUIUYHOIO BIJAULY, SKUM TPOBEACHO IOPUIAUYHY
€KCIIEPTU3Y 3a3HAUYEHOT'0 MPOEKTY.

Ocob6auBocTi 0pOpMIIEHHS MPOEKTIB HOPMAaTUBHO-TIPABOBUX aKTiB YCTaHOBH, SK1 IMiJUIATAIOTh
JepKaBHIN peecTparlii, BU3Ha4eHO [HCTPYKITIE€IO 3 TIJTIOBOACTRA.

155. IlinmucaHHA aKkTa YCTAHOBM 3/IHCHIOETBCS B EJIEKTPOHHIA Ta y pa3i HEOOXiTHOCTI
nanepoBiid popmi. Hakas3u 3 aiMiHICTpaTUBHO-TOCIOIAPCHKUX MUTAHb TOTYIOTHCS Ta MIAMHCYIOTHCS
JUIIE B €IEKTPOHHIN Gopmi.

156. AKTH YCTaHOBHM PEECTPYIOTHCS B CHUCTEMI €JIEKTPOHHOTO JOKYMEHTOOOIrYy YCTaHOBH 13
3aCTOCYBaHHSIM BIJNIOBITHOTO IPOEKTY ENeKTPOHHOTO AOKyMeHTa. Ilpum 1mpomy Ha mamepoBHid
MPUMIPHHMK BiJIOBITHOTO aKTa MPOCTABISAETHCA HOMEP Ta Jara peecTpallii, siki 0yjI0 aBTOMaTUYHO
MIPUCBOEHO CUCTEMI €JIEKTPOHHOTO JOKYMEHTOOOITY YCTaHOBH.



AKTH YCTaHOB HYMEPYIOThCS Y TOPSAIKY iX BHUIAHHS Y MEKax KaJICHIAPHOTO POKY; HaKaszH
(po3mopsiKEHHS) 3 OCHOBHOI TISITBHOCTI Ta 3 aJMIHICTPaTUBHO-TOCIOAAPCHKUX TMHUTAaHb MAaloTh
OKpeMy TOPSIIKOBY HyMepaliio.

157. O3naiioMiIeHHSsI IPAIliBHUKIB YCTAHOBU 3 aKTOM YCTAHOBH 31 CHIOETHCS B €IEKTPOHHIH
dhopwmi.

@akT 10BeIEHHS aKTa YCTAaHOBU JI0 BiZloMa I10CaJ0BOI 0COOM YCTaHOBU 3/IIIICHIOEThCS 3aco0aMu
CHCTEMH €JIEKTPOHHOTO JOKYMEHTOOOIT'Y YCTaHOBH.

158. dakT o3HAHOMIJICHHS TI0CAJOBOI OCOOM YCTAaHOBH 3 aKTOM YCTAHOBU 3IMCHIOETHCS
3ac00aMH CHCTEMH €JIEKTPOHHOTO JIOKYMEHTOOOITY yCTaHOBU 3 BUKOPHCTaHHIM KBaJli(hiKOBaHOTO
€JICKTPOHHOTO ITiAMKUCY BiJIITOBIIHOT ITOCAI0BOI OCOOH.

CninvHi Hakasu (po3nops0dlcerts) yCmanHos

159. Tlopsiiok MiATOTOBKM CHUTHPHOTO aKTa KUIBKOX YCTaHOB BH3HAYAETHCS [HCTPYKINIEO 3
JIOBOJICTBA.

IIpoexmu axmie HOpMAMUBHO-NPABOBO2O XapaKkmepy, sAKi 6i0N0BIOHO 00 3aKOHOOABCMBA
nionsiearomo 0epIHcastiil peecmpayii

160. [epxaBHa peecTpallisi akTiB YCTAHOB HOPMATUBHO-IIPABOBOI'O XapaKTepy 3A1MCHIOETCS Y
MOPSZIKY, BU3HAYeHOMY [1OJIOKEHHSM TIPO Jep)KaBHY PEECTPAIlil0 HOPMATHBHO-TIPABOBHX aKTiB
MIHICTEPCTB Ta IHIIUX OPraHiB BUKOHABYOI BJIa/id, 3aTBEPIKEHUM 1MOCTaHOBOIO KabineTy MiHicTpiB
VYkpainu Big 28 rpyans 1992 p. Ne 731

CTpoK MK JaTOI0 30BHIIIHBOTO IOTO/DKEHHS MPOEKTY HOPMAaTHBHO-IIPABOBOTO aKTa, SIKHHA
miauisrae aep KaBHIA peecTparlii, 1 JaTor MPUIAHATTS TaKOTO aKTa HE TIOBHHEH MepeBHIlyBaTtu 60
JIHIB.

161. Jlep>kaBHa peecTpallis 341HCHIOETHCS B €JEKTPOHHIN (hopMi y BUTJISAL 3allUCy, BHECEHOTO
no JlepkaBHOTO pPEeECTpPy HOPMATUBHO-TIPABOBUX OPraHiB BHUKOHABYOI BJIAJW Ta 3aCBIIYEHOTO
CHeIIaIbHO IS ITHOTO MPU3HAUEHOIO KBaJ1(DIKOBAHOIO €JIEKTPOHHOIO IEYaTKOI0, SIKY HaKJajia 0co0a,
110 BHECJIA 3aMKC JI0 3a3HAYEHOTO PEECTPY.

V. MOHITOPHMHTI 32 CTAHOM BUKOHAHHS YIIPABJIHCbKHUX pillIcHb

162. MOHITOPUHI BUKOHAaHHSI YNPABIIHCHKUX pIIIEHb € CKJIAaJI0OBOI0 CHCTEMH KOHTPOJIO B
YCTaHOBI Ta MPOBOUTHCS 3 METOIO HArJISAAY 32 BUKOHABCHKOIO TUCIMILIIHOIO.

163. MoHiTopuHT BKJIIOYaE B cebe Oe3mepepBHE CIIOCTEPEKEHHS 3a MPOIECOM BUKOHAHHS
YIIPaBJIIHCHKUX PillIEHb Ta BUSBJIECHHS BIAXWIEHb B/l CTPOKIB BUKOHAHHS 1H/IUKATOPIB.

164. MOHITOPUHT BUKOHAHHS YIPaBIIHCHKUX PILIEHb 311HCHIOETHCS CIIELIaNiCTOM 3arajlbHOTO
BIZIUTY 3a JIOIOMOTOI0 CHCTEMH MOHITOPHHIY, IHTETPOBaHOI B CHUCTEMY €JIEKTPOHHOIO
JOKYMEHTO00Iry yCTaHOBM Ha OCHOBI JJAHUX 3 PEECTPalliiiHO-MOHITOPUHTOBOI KapTku. BiamosigHa
cucreMa 3abe3nedye onepaTuBHUI J0CTyN J10 Beiei iH(oOpMaIii Ipo cTaH BUKOHAHHS OYAb-sIKOTO
JIOKYMEHTA, MO0 SIKOTO 3/IHCHIOETHCS MOHITOPUHT Ta METOIUYHUI aHaIIi3 BIMOBITHUX JTaHUX.

165. MOHITOPUHT MPOBOAUTHCS LUISIXOM 300py, 00poOKH Ta cucTemarusailii iHpopMarllii mpo
CTaH BUKOHAHHS YIPABIIHCHKUX PIllIEHb 32 BU3HAUEHUMH 1HJJUKATOPaMHU.

166. InaukaTopamMu CcTaHy BHUKOHAHHS YIPaBIIHCHKUX pIINIEHb € MOMEHT 3aKiHYeHHS
BU3HAYECHUX Jii, HANpUKIaJA: HAKJIAJACHHS eJEKTPOHHOI pEe30Iolii, CTBOpEHHS JOKYyMEHTa,
MOTO/IPKEHHS JOKYMEHTA, MIIUCaHHs IOKYMEHTa, PeeCTpallis Ta BIAIPaBIeHHS JOKYMEHTa TOIIIO.

167. [nnukaTopu, CTPOKM BUKOHAHHS 1HIWKATOPIB Ta 1HII JaHi, HEOOX1AHI JJIT MOHITOPUHTY B
YCTaHOBI, BHOCATHCSI B aBTOMAaTHYHOMY PEXHMI 3aJI€KHO BiJ OOpaHOTO CTaTyCy NpU3HAYECHHS
JIOKyMEHTa Ta/ab0 aBTOMATH30BAaHOMY PEXKHUMI [0 PEECTPAIlifHO-MOHITOPUHTOBOI KapTKH
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creniajgicTaMyi 3araJlbHOTO BIJJLTY MiJX Yac BXIAHOI peecTpaiii JOKyMEHTa, KepiBHUKOM Iij 4ac
HNEPBUHHOTO PO3TIIsiLy 00 aBTOPOM JOKYMEHTA i/l 4ac HOro CTBOPEHHS.

168. SIKmio JOKYMEHT MICTHTh KilbKa OKPEMHX VYIPAaBIIHCHKUX 3aBJaHb, MOHITOPUHT
BUKOHAHHS ITUX 3aBJIaHb 3]IIHCHIOETHCS B OJIHIN peeCTpalliiHO-MOHITOPUHTOBIM KapTIIi.

169. Ilicns 3aBepiieHHsT poOOTH HaJ AOKYMEHTOM JIO0 PEECTPAIiiHO-MOHITOPUHTOBOI KapTKH
aBTOMAaTHMYHO BHOCHUTBHCS BIMITKAa IMPO 3aBEPIICHHS HOTO BUKOHAHHS (IHIMKATOP 3aBEpIIECHHS
BUKOHAHHsI) Ha IMIJACTaBl CTAaTyCy MPHU3HAYEHHS 3apEECTPOBAHOIO IMPOEKTY eJIEKTPOHHOIO
JIOKyMeHTa. BiMiTKa mpo 3aBepIIeHHs BUKOHAHHS JTOKYMEHTa CBITYUTH MPO TE, M0 poOOTY HaJ
JIOKYMEHTOM 3aKiHYEHO.

170. MOHITOPUHT 3MIMCHIOETHCS 3a BHKOHAHHSM 3aBJaHb, BU3HAYCHUX 3aKOHAMHU YKpaiHH,
nocraHoBaMu BepxoBHoi Panu YVkpainu, ykazamu IIpesunenra Ykpainu, akTaMu Ta JOPYYECHHIMHU
[Ipesunenra Ykpainu, akramu KaGinety MinicTpiB Ykpaiaum, mopydeHusmu I[Ipem’ep-miHicTpa
VYkpainu, nporokoigamu Hapan min rosoByBaHHsAM IIpem’ep-minictpa Ykpainu, [lepmioro Bire-
mpeM’e€p-MiHiCTpa, Bille-TipeM’ ep-MiHicTpiB, MinicTpa Kabinety MiHicTpis, JlepaxaBHOTO cekpeTapst
KabGinery MinictpiB, nucramu Anminictparii IIpesuaenta Ykpainu, ['onoBu Bepxosnoi Pamm
VYkpainu Ta foro 3acTynHUKIB (110 TOTPEOYIOTh Ha/laHHS BIANOBII PO PE3yNbTaTH 1X PO3TIISIAY),
mucTaMu YTnoBHOBakeHoro BepxoBHoi Pamu Ykpainu 3 mpaB JtoIuHH, 3BEPHEHHSMHU KOMITETIB,
TUMYaCOBHUX CIEI[iaIbHUX Ta TAMYACOBUX CIIiTUUX KoMiciii BepxoBHoi Panu Ykpainu, genyrarcbkux
¢bpaxuiit BepxoHoi Paau VYkpainu, 3BepHEHHSIMH Ta 3alMTaMUd HAPOJHUX JEMyTaTiB YKpaiHu,
miuctaMu PaxyHKOBOI manaTu, Mi>KHaApOIHUMHE 3000B’I3aHHAMHU Y KpaiHU B paMKax CHiBPOOITHUIITBA
3 MixHapogHuM BamiOTHUM (GOHIIOM, 3000B’si3aHHSMU YKpaiHU Yy cdepax eBpormeicbkoi Ta
€BPOATIIAHTUYHOI 1HTETparlii, 30KpeMa CIPSIMOBAaHUX HA BHKOHAHHS YTOIW IPO ACOINAII0 MiX
YkpaiHow, 3 oaHiei cTtopoHu, Ta €BponeiicbkuM Coro3oM, €BpONEHCHKUM CHIBTOBAPUCTBOM 3
ATOMHOT SHeprii Ta IXHIMU JAepKaBaMU-YWICHAMH, 3 1HIIOI CTOPOHU, 1HIIINX MI>XKHAPOTHUX JIOTOBOPIB
VYkpaiHu 3 NUTaHb €BPOIMEWCHKOI IHTErpamii i1 JOMOBIEHOCTEeH MK YKpaiHowo Ta €C, piyHUX
HalloHaNbHUX nporpaM B pamkax Kowmicii Ykpaina - HATO, pimens Kowmicii Ykpaina - HATO y
pamkax XapTii npo oco01MBe MapTHEPCTBO Mk YKpaiHoto Ta Oprasizaitieto [TiBHIYHOATIAHTUYHOTO
JIoroBopy Ta JIeknapairii npo ii JOMOBHEHHS, 1HIIMX MIDKHAPOJHMUX JOTOBOPIB MK YKpaiHOIO Ta
HATO ta ynoBHoBaxkenumu opraHamu HATO; wmicismu OOH, OBCE, CpitoBuM O0aHKOM,
€BporneiicbkuM 0aHKOM PEKOHCTPYKIII Ta PO3BUTKY, IHIIUMHU MID)KHAPOJHUMH OpraHizalisiMud B
YacTHHI IJLOBOTO BHUKOPUCTAaHHS TEXHIYHOI Ta JOHOPCHKOi JIOTIOMOTH, a TaKOX 3aBJaHb,
BH3HAUCHUX PO3MOPSAUYUMHU JIOKYMEHTaMHU Ta JOPYYEHHSMH MICBKOTO TOJIOBH, PIIICHHIMH
HlenTuipkoi Micbkoi pagu Ta pIlIEHHSAMH il BUKOHABYOTO KOMITETY, HIOJ0 SKHX BCTAHOBJIEHO
CTPOKH 1X BUKOHAHHSI.

171. CTpokM BHKOHAHHA BHYTPIIIHIX JOKYMEHTIB OOUYMCIIOIOTBCS B KaJIEHIAPHUX JHSX
MOYMHAIOUM 3 JAaTH pPEeecTpallii, a BXIIHUX - 3 JaTW HAJXO/DKEHHS (JIOCTaBKM 4Yepe3 CHUCTEMY
B3a€MO/1i1) a00 3 1aTH HACTYITHOTO pOOOYOTO JHS Y pa3i HAAXOHKEHHS (JIOCTaBKH) JTOKYMEHTA TTCIIsI
3aKiHUEHHs poO0YOro JIHs, Y BUX1Hi, CBATKOBI Ta HEpoOOUi JHI.

SIKo octaHHIN JIeHb CTPOKY BUKOHAHHS IOKYMEHTA IpUIlaJja€ Ha HEpOOOUUi JIeHb, CTPOKOM
BUKOHAHHA JOKYMEHTA BBKAEThCS NEPUIMIA pOOOUMIA AEHD MICIIs HACTAaHHS CTPOKY BUKOHAHHS.

172. Y pa3i 3MiHM CTPOKIB BUKOHAHHS 1HAMKATOpAa Yy peecTpaliifHO-MOHITOPUHIOBIN KapTIi
MIPOCTABIISIETHCS HOBUH CTPOK BH3HAYEHOTO IHAMKATOpA Ta 3a3HAYAETHCS MPUYMHA HOTO 3MiHH, SIKi
BHOCSITHCSI YITOBHOB)KEHOIO 0CO00I0 CITYKOU KOHTPOJIIO.

173. IlepeBipka CTpPOKIB BUKOHAHHS JIOKYMEHTIB IPOBOJUTHCS 3a BCiMa 1HJIUMKATOPaMU
MIPOXO/KEHHS TOKYMEHTa JI0 3aKiHUYEHHsI CTPOKY MOro BUKOHAHHS (y pa3i BIIXMJIEHb BHKOHABIIO
HAJCUJIAIOThCS MONEPEeIKEHHSI CUCTEMOIO MOHITOPUHTY 3a JOMOMOIOI0 €JIEKTPOHHUX HarajyBaHb,
10 aBTOMaTHUYHO T'€HEPYIOTHCSI CUCTEMOIO €JIEKTPOHHOTO JIOKYMEHTOOOITY YCTaHOBH) Y HOPSJIKY,
BH3HAYECHOMY 1HCTPYKITI€IO 3 JTUIOBOJICTBA YCTAHOBH.
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174. Cnyxx6a KOHTPOJIO TICJIsi BUKOHAHHS JOKYMEHTa IepeBipsi€ BIAMOBIAHICTh KiHLIEBOTO
pe3yNbTaTy MOCTABICHOMY 3aBJaHHIO, 32 PE3YJIBTAaTOM YOTO MpPUHMAaEe PILICHHS NPO MPHUITUHEHHS
MOHITOPHUHTY.

[TpunuHEeHHS MOHITOPUHTY 3/IIHCHIOETHCS JIMIIE HA IMiJICTaBl 3a3HAYCHOT MIEPEBIPKH.

175. JdaHi mpo BHKOHaHHS JOKYMEHTa Ta NPUIUHCHHS MOHITOPHUHTY BHOCSTBCS [0
peecTpaniitHo-MOHITOPHHTOBOT KQPTKH YIIOBHOBAXEHOIO 0COO0I0 CITYKOU KOHTPOJTIO.

JIOKyMEHT MOXe OYyTH 3aKpuUTHH “I0 crmpaBW’ JIMIIE MICIS BHECEHOI 10 peecTpariitHo-
MOHITOPHHTOBO1 KaPTKH BIJIMITKH PO MPUITMHEHHS MOHITOPHHTY.

176. JlHeM BUKOHAHHS 3aB/laHb, BU3HAYCHUX B aKTaX OPTaHiB JEPKABHOI B 1 JTOPYICHHSIX
BHIIUX MMOCAJ0BUX 0Ci0, Ta BUKOHAHHS 3aIlMTIB, 3B€pPHEHb, 1HIIOI KOpecroHaeH i BepxoBHoi Paau
YkpaiHu BBaXKAEThCS JCHb HAJCUJTIAHHS EJICKTPOHHOTO JIOKYMEHTa YCTAaHOBOIO YEpe3 CUCTEMY
B3a€EMOJII1, a y BHUIIAJKaX, BU3HAUYCHUX IMYHKTOM 2 Ii€i [HCTpyKIIii, - A€Hb peecTparlii TOKyMEeHTa
OpraHoOM, SIKH{ BU3HAYUB BIAOBIIHE 3aBIaHHSI.

Ingpopmayitino-008ioxosa poboma 3 eleKmMpOHHUMU OOKYMEHMAaAMU

177. IndopmariitHo-g0BiIKOBa poOOTa 3 E€IEKTPOHHUMHU JIOKYMEHTAMU TOJSTra€ B TMOUIYKY
HEOOX1THUX JOKYMEHTIB 3 BUKOPHCTAHHSM CUCTEMH €IIEKTPOHHOTO JIOKYMEHTOOOIT'y YCTaHOBH.

178. Jns migBumeHHs e(QEeKTHBHOCTI POOOTH TMOMIYKOBOI CHCTEMH  EJIEKTPOHHOTO
JIOKYMEHTOOOITY YCTaHOBHU TOJIOBHUM CIIEL1aTTICTOM 3arajJbHOr0 BiIALTY (2 AMIHICTPATOPOM CUCTEMH
https://megapolis.loda.gov.ua/,) ta iHIIKMMH CliemiagicTaMi 3arajJbHOTO BIAILTY PO3POOISIOTHCS
Taki KiracupikamiiiHi JOBITHUKH:

KJ1acu(pIKaTOp MUTAHB JISUTBHOCT] YCTAHOBU;
kiacugikaTop BUJIIB JOKYMEHTIB;

KJ1acu(iKaTop KOPECHOHACHTIB;

KJIacu(ikaTop pe3oJTroliii;

KJ1acu(1KaTop BUKOHABIIIB;

KJacu}ikaTop pe3yynbTaTiB BAKOHAHHS JJOKYMEHTIB;
HOMEHKJIaTypa CIIpaB.

179. [TomykoBa cucreMa CHUCTEMH €JIEKTPOHHOTO JIOKYMEHTOO00ITY
https://megapolis.loda.gov.ua/, 3aiiicie momyk 3a KOHTEKCTOM (KJIFOYOBHM CIIOBOM abo (hpa3oro)
CIEKTPOHHOTO IOKYMEHTA, BUIOM €JICKTPOHHOTO JOKYMEHTA, HOT0 3ar0JIOBKOM, JTATOX0 IPUIHSTTS,
HOMEPOM Ta JaTOI HOTr0 peecTpallil, 1oro aBTOPOM TOLIO.

VI. CucremaTu3auisi Ta 30epiraHis JOKyMeHTIB y JiJI0BOACTBI
Cxi1aleHHSI HOMEHKJIATyPH CIIpaB

180. HomeHnknarypa crnpaB Ipu3Ha4YeHa JJIsi BCTAHOBJIEHHS B YCTaHOBI €IMHOTO TOPAIKY
dbopMyBaHHS cHpaB i JOKYMEHTIB, CTBOPEHHUX Yy €JEeKTpPOHHIH Ta mnamnepoBii Qopmax,
3abe3neueHHs iX o0JIiKY, ONepaTUBHOIO MOIIYKY JOKYMEHTIB 3a iX 3MICTOM 1 BHJIOM, BU3HAYEHHS
CTPOKIB 30epiraHHsi CrpaB 1 € OCHOBOIO JUIsI CKJIAJICHHSI OTMHUCIB CIIpaB MOCTIMHOTO Ta TPHBAJIOTO
(monan 10 pokiB) 30epiraHHs, a TaKoX JUIs OONIKY CIpaB TUM4YacoBOro (10 10 pokiB BKIIIOUHO)
30epiraHHsl.

Jlo HOMEHKJIaTypH CIIpaB BKIIOYAIOTHCS HA3BU CIPaB, MO (POPMYIOTHCS Ta BiIOOpaxaroTh yci
eTanu poOOTH, KA TOKYMEHTYETHCSI B YCTaHOBI, 30KpeMa CIIPaBH MOCTIHHUX Ta THMYACOBO JIIFOYHMX
paj, KOMicCiid, KOMITETiB.
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Ctpoku 30epiraHHsi JOKyMEHTIB (HaJIEXKHICTh 10 CIpaBH) BH3HAYAIOTHCS IiJ 4ac peecTparii
(s BXiTHUX JTOKYMEHTIB) a00 CTBOPEHHsI MPOEKTY JOKYMEHTAa aBTOPOM 3TiHO 13 3aTBEPIKEHUM
MiH’10CTOM TEpesikoM THIOBHUX JOKYMEHTIB, 1[0 CTBOPIOIOTHCS MiJ Yac JisSUTBHOCTI JEpPKaBHHUX
OpraHiB Ta OpraHiB MICIIEBOI'O CAMOBPSIyBaHHS, IHIIUX yCTAHOB, IIANPUEMCTB Ta OpraHizalliu, i3
3a3HaYCHHSAM CTPOKIB 30epiraHHs JOKYMEHTIB.

181. B ycTaHOBI CKJIaJalOThCs Ta BEAYThCS HOMEHKJIATYPHU CIIpaB CTPYKTYPHHUX MiAPO3ALTIB i
3BeJIeHAa HOMEHKJIATypa CIIpaB yCTAaHOBH.

182. Homenkmnarypa crpaB CTPYKTYPHOTO MiJpO3JLTY CTBOPIOETHCS B E€JIEKTPOHHIN (opmi
(momatok 6) mocaaoBoK 0c0000, BIAMOBIAAIBLHOIO 3a MIJIOBOACTBO B MiApO3aimi, He mi3Himre 15
JUCTOMNAja MOTOYHOTO POKY Ta MOTOJKYETHCS 13 CIIy)k0010 JUTOBOJICTBA YCTaHOBH. Bizyamizaris
HOMEHKJIATYPU CIpPaB CTPYKTYPHOTO MigPO3UTy 3MIMCHIOETHCS 3a ABTOMATHYHO TE€HEPOBAHOIO
(hopMo10, BU3HAYCHOIO [HCTPYKITIEIO 3 TIIOBOJICTBA.

183. MeroanyHa JomMoMora y CKIQJCHHI HOMEHKJIATYpH CIIpaB HAJA€TbCs apXiBHUM
MiIPO3/IIJIOM YCTaHOBH.

184. 3BemeHa HOMEHKIATypa CIIpaB yCTAaHOBH (OPMYETHCS CHUCTEMOIO EJIEKTPOHHOTO
JIOKYMEHTOOOITY YCTaHOBU B aBTOMAaTH30BaHOMY peXHMI (Z0AATOK 7) Ha OCHOBI HOMEHKJIATYp CIpaB
CTPYKTYPHUX MIAPO3AUTIB Y NEKTPOHHIH (opmi.

185. Ha mizncraBi 3Be/leHOI HOMEHKJIATYpH CIIpaB YCTAaHOBU B €JIEKTPOHHIN (opmi cucrema
SJIEKTPOHHOTO JIOKYMEHTOOOIry YCTaHOBM aBTOMATHYHO 3JiHCHIOE ii Bizyamizaiito 3a (opMoIo,
BU3HAUCHOIO [HCTPYKILIEIO 3 JIJIOBOJICTBA, SIKA IPYKYETHCS Ta TMOJAETHCS HA CXBAJICHHS €KCIIEPTHO-
NepeBipHIi KOMICIT 1ep>KaBHOTO apXiBy.

186. 3BeneHa HOMEHKIATypa CHpaB 30epiraeTbcsi Ta BHKOPUCTOBYETHCS CHCTEMOIO
€JIEKTPOHHOIO JIOKYMEHTOOOITY YCTaHOBH JIsl aBTOMaTHU3allii mporieciB opMyBaHHS JOKYMEHTIB Y
CIPaBU B YCTAHOBI.

187. 3BeneHa HOMEHKIIAaTypa CIpaB YCTAaHOBM HAIPUKIHII KOXKHOTO POKY (HE Mi3HilIe TPYAHS)
YTOUYHIOETHCS Ta BBOJUTHCS B JI110 3 1 CIUHSI HACTYIHOIO KaJ€HAapHOTO POKY.

188. B cuctemi eJ1eKTpOHHOTO JOKYMEHTOO0ITY YCTAaHOBH HOMEHKJIATypa CIpaB MPEICTaBICHA
y opmi enexkrponHoi Tabauii (1oaatku 6 1 7). ['padu Tabmauili 3an0BHIOIOTECS TAKUM YHHOM:

{Ab3ay nepwuii nynkmy 188 i3 3minamu, enecenumu 32i0no 3 I[locmanosoro KM Ne 375 6io
17.04.2019}

y rpadi 0 (yinmre ais 3BeIeHOI HOMEHKJIATYpU CIpaB) MPOCTABISETHCS Ha3Ba CTPYKTYPHOTO
MIPO3ILTY, 10 SIKOTO BIAHOCATHCS 3allMCH TPO BIAMOBIIHI CIIPABH;

y rpadi 1 mpocTaBiseTbes 1HAEKC KOXKHOI CIIPABH;
y rpady 2 BKJIIOYAIOTHCS 3ar0JI0BKH CIIPaB (TOMY, YaCTHHH);

y rpadi 3, sKa 3alOBHIOETHCS HANPUKIHII KaJIEHAAPHOTO POKY, 3a3HAYA€ThCS KUIBKICTh CIIpaB
(TOMiB, 4acTHH);

y rpadi 4 3a3HaYar0THCsI CTPOKH 30epiraHHs CIpaB, HOMEPH CTaTel 3a MePeTikoM TOKYMEHTIB 13
CTpOKaMu 30epiraHHs;

y rpadi 5 pobasThCs MO3HAUKH MPO MEPEXiHI COpaByu; MPO CIPABH, 110 BEIYTHCS B MANepoBii
¢dbopMi; Mpo mocanoBux 0cid, BiAMOBIJAIBHUX 3a (OPMYBaHHS CIpaB; MPO MEpelaBaHHs CIpaB /10
apXxiBHOT'O MiIPO3/]IUTY YCTAHOBH YH 1HIIMX YCTAHOB JJIS IX MPOJIOBKEHHS TOILO.

189. HampukiHii poKy A0 HOMEHKIATYpHU CHpaB CTPYKTYPHOTO MiJPO3AUTYy Ta 3BelIeHOi
HOMEHKJIATYpHU CIIpaB YCTAHOBM CKJIQJAIOTHCS IMIJICYMKOBI 3alMCH B EJIEKTPOHHIA (Gopmi Mpo
KUTBKICTh (DAaKTUYHO 3aBEIEHUX CIIPaB Ta MiMHCYIOTbCS BiIMOBINATBHUMHU 0COOAMHU 3TiHO 3
THCTPYKITI€IO 3 TUJIOBOCTBA YCTAHOBH.
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®opMyBaHHA eJIEKTPOHHUX CIIPaB

190. I'pynyBaHHs BUKOHAHHUX JOKYMEHTIB Y €JIEKTPOHHI CIIPaBH 3[1ICHIOETHCS LIEHTPATI30BaHO
B CHCTEMIi eJIEKTPOHHOT'O IOKYMEHTOOOIT'Y YCTaHOBH Bi/IMIOBITHO 10 HOMEHKJIATYPH CIIPaB.

191. ®@opmyBaHHA €IEKTPOHHUX CHpPaB 3IIMCHIOETBCS Yy CHUCTEMi  EJIEKTPOHHOTO
JIOKYMEHTOOOITY YCTAaHOBU B aBTOMATH30BAaHOMY PEKHUMI Ha ITiICTaB1 1HACKCY €JIEKTPOHHOT CIIPaBH.

{Tlynkm 191 i3 sminamu, enecenumu 32i0no 3 Illocmanosoro KM Ne 375 6io 17.04.2019}

192. EnexTpoHHI JOKYMEHTH, IIO BiJIHECEHI JO OJHI€i €NEKTPOHHOI CIPaBH, MalOTh OyTH
JIOTIYHO TIOB’SI3aHI MK COOOK0 3a JOMOMOTOK BIJOMOCTEH IMPO HHUX B CUCTEMI EJIECKTPOHHOTO
JTOKYMEHTO00ITy YCTaHOBH.

193. Tlix yac ¢GopmyBaHHS EJIEKTPOHHHX CIIPaB CIiJ JOTPUMYBATHUCS 3arajbHHUX IPaBHI 3
ypaxyBaHHSM TaKUX BUMOT:

TPYIYBaTH B €JICKTPOHHI CIPaBU JOKYMEHTH, BUKOHAHI TIPOTATOM OJTHOTO KAJICHJAPHOTO POKY,
KpIM MEPEeXiJHUX EJICKTPOHHUX CIpaB (BEAYTHCS MPOTATOM KUTBKOX POKIB);

JOKYMEHT-BIAMOB1/Ib TPYIYETHCS 32 IHIIIATUBHUM JIOKYMEHTOM;

BKJIIOYATH B €JIEKTPOHHI CIIPABH JIUIIEC OPUTIHAIH EIEKTPOHHUX JOKYMEHTIB U X MPUMIPHUKH
abo y pa3i iX BIJICYTHOCTI 3acCBil4€HI B YCTaHOBJIEHOMY MOPSAKY KOIii TOKYMEHTIB, 30Kpema
€JIEKTPOHHI KOITii TarepoBrUX OPUTIHATIB Ta eIEKTPOHHI KOIIi1 eIEKTPOHHUX JIOKYMEHTIB;

00CST eNIeKTPOHHOI CIIPaBU HE 0OMEKYETHCS KUTBKICTIO €IEeKTPOHHUX JOKYMEHTIB;

o0csAT eJIeKTPOHHOI crpaBH (KUIBKICTh JOKYMEHTIB), II0 MICTUTh JOKYMEHTH MOCTIHHOTO Ta
TpuBasoro (monan 10 pokiB) cTpoKiB 30epiraHHs, MOBHHEH BIANOBiAaTH 00CATY CIIpaBH,
c(OpMOBaHOI 3 MAaNEPOBHUX MPUMIPHHUKIB €JIEKTPOHHOTO JOKYMEHTA.

Jljis TOKyMEHTIB OCTIHHOTO Ta TpuBajoro (moHaa 10 pokiB) cTpoKy 30epiraHHs, CTBOPEHHX B
eJIEKTPOHHIH (hopMi, YITOBHOBAXKEHUI 3aCBiAUyBay BUT'OTOBJISE MANIEPOBI KOMIl TAKUX JOKYMEHTIB,
SIK1 B1H 3aCBIJTUYE.

{Ab63ay cvomuti nynkmy 193 6 peoaxyii [locmanosu KM Ne 128 6i0 19.02.2020; i3 3minamu,
snecenumu 32i0no 3 Ilocmanosoro KM Ne 1269 eio 16.12.2020}

{A63ay socvmuti nynkmy 193 sukmoueno na niocmasi IHocmanosu KM Ne 128 6io 19.02.2020}

3acBigueHi Komii IMOBUHHI MICTUTHA nepetiK BHU3HAYEHUX [HCTPVKILEIO 3
JIITOBOJICTBA PEKBI3UTIB, HAHECEHUX 3a Jonomoror QR-koxy.

{Ilynkm 193 oonosnerno abzayom 3eiono 3 [locmanosoio KM Ne 1269 6i0 16.12.2020}

3a3HaveHl 3acBiUEHI IarnepoBl KOMIl EeJEeKTPOHHUX JOKYMEHTIB (OPMYIOThCSl Yy CIIpaBU
BIJITIOBITHO JI0 3aTBEPA’KEHOI HOMEHKJIATYpH CIIpaB JuIs 30epiraHHs, siKi MepelaloThCs 10 apXiBHOTO
M1IPO3IUTY YCTaHOBHU (BIJIMOBIAHOTO JIEPKABHOIO apXiBY) Yy HOPAAKY, BUZHAYEHOMY [HCTPYKIII€IO 3
IIITTOBOJICTBA, JUISI TOCTIMHOTO 30epiranHs.

{Ilynkm 193 oonosneno abzayom 3eiono 3 [locmanosoio KM Ne 1269 6i0 16.12.2020}

CTBOpEHHS 1HIIUX MaNepOBUX MPUMIPHUKIB €JIEKTPOHHUX JOKYMEHTIB HE BUMAra€eThCsl.
{Ilynxm 193 oonosnerno abzayom 3eiono 3 [locmanosoro KM Ne 1269 6i0 16.12.2020}
{Ilynxm 193 6 peoaxyii [locmanoseu KM Ne 375 6i0 17.04.2019}

194. MeTtoauuHe KepiBHUIITBO Ta HAMJIsLA 32 GOPMYBAHHSIM €JIE€KTPOHHUX CIIPaB B yCTAHOBI Ta 1i
CTPYKTYpHUX MIJIPO3JiJIaX 3AIMCHIOIOTHCS CIYKOOI JUTOBOJCTBA Ta AapXiBHUM MiAPO3ALIOM
YCTaHOBH.

30epiraHHs eJIEeKTPOHHHUX IOKYMEHTIB B YCTAHOBAaX
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195. B ycraHoBi 37iiCHIOETHCS IIEHTpaji30BaHE 30epiraHHs EJIeKTPOHHUX JIOKYMEHTIB.
JIoKyMEeHTH 30epiraroThCsl B yCTaHOBAX 1X CTBOPEHHSI.

196. JlokyMeHTH 3 4Yacy CTBOPCHHs (HAJIXOJPKEHHS), a TaKOX YCl BIJIOMOCTI MpPO HHUX [0
nepefaBaHHsl iX Ha MocTidHe 30epiraHHs a0o 10 iX 3HUINEHHS B YCTAaHOBJICHOMY TOPSIKY
30epiraroThCsl B CUCTEMI €JIEKTPOHHOTO JIOKYMEHTOOOITY YCTaHOBH, JIOTIYHO 3TPYIOBaHI y CIpaBU
3TiJTHO 3 HOMEHKJIATYPOIO CIIPAaB.

AynioBizyaiabHl IOKYMEHTH (ayi0- Ta BiZIc03anMCH) 3acilaHb KOJIET1aIbHOTO Oprany, pobo4oi
TPyNU YCTaHOBH Yy pa3i iX CTBOpPEHHS 30€piraroThCsi y CHCTEMi €JIEKTPOHHOTO JOKYMEHTOOOIry
yctanoBHu. Cekperap KOoJIET1aJbHOTO OpraHy abo yrnoBHOBakeHa 0cob6a poO0Y0i rpynu BIMOBIIAE 3a
X J101aBaHHS Y CUCTEMY €JIEKTPOHHOTO IOKyMEHTOOOITY YCTaHOBH.

197. 3a BOCTYIHICTb, IIUTICHICTH Ta BIATBOPIOBAHICTH EIEKTPOHHUX JOKYMEHTIB 1 €IEKTPOHHUX
CIpaB, 110 30epiraroThCsi B CUCTEMI €JIEKTPOHHOTO JOKYMEHTOO0ITY YCTaHOBH, BIIIOBIIAE IT1IPO3 LT
YCTQaHOBM, Ha SKUH TIOKIQJAEHO OOOB’SI3KM MHIOAO TEXHIYHOTO CYHNPOBOJDKCHHS CHUCTEMHU
€JIEKTPOHHOT'0 JIOKYMEHTOOOII'y YCTaHOBH.

198. IlpariBHUKM yCTaHOBHM MAlOTh JOCTYH JO €JIEKTPOHHUX CIPaB dYepe3 CHUCTEMY
€JIEKTPOHHOTO JOKYMEHTOOOIrY YCTaHOBM BIJIMOBIAHO JO TpaB, BHU3HAYEHUX PO3MOPSIAYUM
AOKYMCHTOM YCTaHOBH.

199. BunaBanHs €IEKTPOHHUX CIPaB, OKPEMHX EICKTPOHHUX JOKYMEHTIB IHIIUM yCTaHOBaM
3MIHCHIOETHCS 3 JI03BOJTY KepIBHHKA YCTAaHOBH a00 0COOH, IO BHKOHYE HOT0 OOOB’S3KH, MUIIXOM
CTBOpEHHS MPUMIPHHUKIB 200 KON IIUX JTOKYMEHTIB (€IEKTPOHHUX CIIPaB).

{Tlynkm 199 i3 sminamu, enecenumu 321010 3 Illocmanosoro KM Ne 375 6io 17.04.2019}

200. Y pa3i 3BEpHEHHS J0 YCTAaHOBH YIIOBHOBa)XEHOI OCOOM Ha TMIJCTaBI OPUTIHATY YyXBalld
CIITYOTO Cy[i, Cyay IIOJ0 HaJaHHS THMYACOBOTO JOCTYIY A0 JOKYMEHTIB KEPiBHUK YCTaHOBHU
HEBIJKJIAQJHO BUJA€E JIOPYUEHHS CIYX Ol IIJIOBOJCTBA Ta CTPYKTYPHOMY MIAPO3JUTY 3a0€3MEeYUTH
BUKOHaHHA yxBaJu. B Mexax peanizauii 1opydeHHs1 yIOBHOBa)kKeHa ocola cIyOu A1I0BOACTBA:

CTBOPIOE Ta PEECTPYE KOMII0 YXBAIU CIIAYOTO CYA, CYy MiCis Ipe sBICHHS OPUTiHAITY TaKoi
YXBaJH,

Hajae 0cobi, 3a3HaUEHIN B yXBajli, TUMYaCOBHI JOCTYI A0 JOKYMEHTIB, 30KpeMa MOXKIIUBICTh
03HaWOMJICHHS 3 HUMH, BUTOTOBJICHHS MTANIEPOBHX KO BIAMOBIAHUX €JIEKTPOHHUX IOKYMEHTIB 200
y pasi, KoJIM B yXBaJli nependaueHo ix BUIIydeHHs (311HCHEHHS BUIMKH), - CTBOPEHHS €IEKTPOHHUX
MPUMIPHHUKIB BIJOBIIHUX €JIEKTPOHHUX TOKYMEHTIB;

Ha/Ia€ TOTIOMOTY Y CKJIaJICHH1 OMHCY €JIEKTPOHHUX JIOKYMEHTIB, IO BHIYJarOThCs (BHIMKA SKUX
3JIIHCHIOETBCS ), SKUH 3aIMIIA€THCS B YCTaHOBI.

[Ipo BHITydeHHS €EeKTPOHHUX JOKYMEHTIB CKJIAJA€ThCs akT (IPOTOKOJ) Y IBOX MPUMIPHHUKAX,
MEPUINA 3 SIKUX 3aJUIIAETHCS B YCTAHOBI, a APYTUI MepelaeThes BiNOBIANbHINA 0c001, 3a3HaYeHIN
B yXBaJl.

VII. lHopsigok miATOTOBKH €JIEKTPOHHUX CIIPAB /10 NepeIaBaHHA A5
apxiBHOro 30epiraHus
Excnepru3a niHHOCTI JOKYMEHTIB

201. Excmeptu3a MIHHOCTI JTOKYMEHTIB B €JIEKTPOHHIA (hOpMi MPOBOAMTHCS BIAMOBIIHO 0
3aKOHOAABCTBA y cdepi apXiBHOI CIIpaBU Ta JIJOBOJACTBA 3a THMH X IPAaBHJIAMU, MPUHIIUTIAMH Ta
KPUTEPISIMH, L0 1 JOKYMEHTIB y anepoBiit popmi.

Hakazom (po3nopsipkeHHSIM) KepIBHUKA YCTAHOBH BU3HAYAIOTHCS YITOBHOBAYKEHI 3aCBITIyBadi.

{Ilynxm 201 oonosnerno abzayom 3eiono 3 [locmanosoro KM Ne 1087 6io 28.10.2020}
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YTOBHOBa)KEHUM 3aCBiI4yBayaM HaJa€ThCs MPABO 3aCBiAUYBATH IMAEPOBI KOIIii €IEeKTPOHHUX
JIOKYMEHTIB, TIPU3HAYEHI JIJIs1 X TI0/IaJIbIIol IepeIadl Ha 30epiraHHs B apX1BHHM MiIPO3A1T yCTAaHOBH
(BIATIOBITHOTO JIEP>KaBHOTO apXiBY).

{Tlynkm 201 oonoeneno abzayom 32iono 3 [llocmanosoro KM Ne 1087 sio 28.10.2020%}

J1o Takoro Hakazy (po3MmopsHKEHHS) 000B’ I3KOBO JIOAFOTHCS 3pa3KH MiIMKCIB BIACHOPYY yCiX
YIIOBHOB)XCHHUX 3aCBiAUyBadviB Ta BiJOWTKIB MMEYATOK, CICMiaIbHO MPU3HAYCHUX JJISl 3/11HCHEHHS
3aCBITYCHHS JOKYMEHTIB.

{IIynkm 201 oonosneno abzayom 32iono 3 Illocmanosoro KM Ne 1087 sio 28.10.2020%}

PexomeHyeThCSI BH3HAYaTH YIOBHOBAXCHMX 3acCBIIYYBadiB 13 CKJIAQy MOCTIHHO IIFOYMX
€KCIIEPTHUX KOMICIH YCTaHOB.

{IIynkm 201 oonosneno abzayom 32iono 3 Illocmanosoro KM Ne 1087 sio 28.10.2020}

3a3HaueHni Haka3 (PO3MOPSKEHHS) BUAAETHCS Y JABOX OPHUTIHAIBHUX MPUMIpPHHUKAX, OJMH 3
SKHMX TepelaeThbes 0 BIANOBIAHOIO IeP’KaBHOI'O apXiBy.

{Ilynkm 201 donogneno abzayom 32iono 3 I[locmanosoro KM Ne 1087 eio 28.10.2020}

202. ExcriepTu3a HiHHOCTI JOKYMEHTIB IMPOBOAUTHCS B €IEKTPOHHIN (OpMi, KpiM JOKYMEHTIB,
BU3HAUCHHX a03alaMu JPYIUM - ' ATUM YHKTY 2 1iei [HeTpykii.

203. ITig yac mpoBeaEHHS EKCIEPTU3HU IIIHHOCTI €IEKTPOHHUX JOKYMEHTIB 3/1IICHIOETHCS B1I0Ip
JOKYMEHTIB MOCTIHHOTO Ta TpuBajioro (moHaxa 10 pokiB) cTpokiB 30epiraHHs A HalaHHS JTOCTYILY
MpaliBHUKaM apXiBHOTO MiAPO3ALTY YCTAaHOBH, OJIOKYBAaHHS MPaBa 1HIIHMX MPAIiBHUKIB YCTAHOBH Ha
penaryBaHHs peecTpaliifHO-MOHITOPMHIOBOI KapTKH JOKYMEHTIB, SIKi IEpeJaroThCsi Ha apXiBHE
30epiraHHs, BHJIYYCHHS JUIsl 3HUIICHHS JOKYMEHTIB 1 €JIeKTPOHHUX CIIPaB 32 MUHYJ POKH, CTPOKU
30epiraHHs SKUX 3aKIHUUITUCS.

204. 3a pe3ynbTaTaMH EKCHEPTH3U LIHHOCTI EJNEKTPOHHMX JIOKYMEHTIB y CTPYKTYpHOMY
MIJIPO3UTT YCTAaHOBU OCO0O0, BIAMOBIAAIBHOIO 3a JUIOBOJACTBO Yy miApo3auii, a0 31 rpynHs
HACTYMHOI'O POKY B €NIEKTPOHHIM (opMi CKIIQAalOThCsA: OMMCU ENEKTPOHHUX CHpPaB MOCTIHHOTO,
TpuBanoro (monag 10 pokiB) CTpOKiB 30€piraHHs, a TaKOK T'OTYIOThCS MPOMO3MIII 0 aKTa IMpo
BUJTYYEHHS JUIs 3HUIIEHHS IOKYMEHTIB, He BHeceHUX 10 HarionansHOro apxiBHOTrO (hoHaY, A0 SIKUX
BKJIIOUAIOTHCS €JIEKTPOHHI CIIPaBU 3 JOKYMEHTAMHM Y MarepoBiil Ta y pa3i NPpUHHATTS BiANOBIIHOTO
pillIeHHS KEPIBHUKOM YCTaHOBH B €JIEKTPOHHIN popmax.

OnucH eneKTpOHHUX CIIpaB CTPYKTYPHOTI'O MiIPO31LTY 1 TPOIMO3HUIIIi 10 aKTa PO BUITYUEHHS 1JIs
3HUIIEHHS JOKYMEHTIB Bi3yIOThbCS YKJIa/ladueM OIHUCY, KEPIBHUKOM CIIYKOU JIII0BOJICTBA YCTAaHOBU Ta
M1JIUCYIOTHCS KEPIBHUKOM CTPYKTYPHOTO MiIPO3ALITY.

205. Ha mizncraBi €1€KTPOHHUX OMNKCIB E€JNEKTPOHHHUX CIpaB CTPYKTYPHOTO MiJPO3JALTY Ta
MIPONO3UILIHN 10 aKTa MPO BUITYYEHHS JUIsl 3SHULICHHS JIOKYMEHTIB apXiBHUM IiJIpO3/IIJIOM YCTaHOBH B
€JIEKTPOHHIN (hopMi MiCIs MPUIHATTS O apXiBHOTO MiPO3/17y YCTAHOBH JOKYMEHTIB CTPYKTYPHUX
MiAPO3ALTIB CKIIAIal0THCS €IEKTPOHHI ONMCH eNEKTPOHHUX CIPaB MOCTIHHOTO, TpuBaoro (monas 10
POKIB) CTpOKiB 30epiranHs (1oAaTok 8) Ta akT B eIeKTPOHHIN (HOpMI PO BUITYUEHHS JIJIs1 3HUIICHHS
JTOKYMEHTIB, He BHECEeHHX /10 HamioHansHOTO apXiBHOTO (oHAY (ZomaTok 9).

206. Ha mijacTaBi cki1aJjeHUX B €NEKTPOHHINA (pOpMi OMUCIB CIIpaB Ta aKTa PO BUIIYYEHHS AJIs
3HUIICHHS JOKYMEHTIB YCTAHOBU CHUCTEMA €JIEKTPOHHOTO JIOKYMEHTOOOITY YCTaHOBH aBTOMAaTUYHO
3MIMCHIOE 1X Bi3yamizaiito 3a (opmMoro, BH3HAUEHOIO [HCTPYKIIEIO 3 JIJIOBOJICTBA, fKa y pasi
HEOOX1THOCTI MOXKe OYTH PO3JIpyKOBaHa.

[Ipouienypa 3HUINEHHS ENEKTPOHHUX JIOKYMEHTIB 3MIHCHIOETHCS IJIUIIE y pa3i MpUAHATTS
KEpIBHUKOM YCTAHOBHM BIJMOBIHOTO PIIICHHS Ta BHU3HAYAETHCS IHCTPYKIIEIO 3 JIJIOBOJICTBA
YCTaHOBH.
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AKT TIpO BWIIyYEHHSI JUIsl 3HHUILEHHS JOKYMEHTIB YCTaHOBH, IO 30€piratoTbcs B €IEKTPOHHIN
(hopmi, CTBOPIOETHCS JINIIIE B €JICKTPOHHIN hopmi.

Homep Ta nata akta mpo BHIIYYCHHS ISl 3HUINEHHS JOKYMEHTIB YCTaHOBHU INPHCBOIOIOTHCS
CUCTEMOIO €JIEKTPOHHOTO JTOKYMEHTOOOITY YCTAaHOBH TMICIsI HOTO 3aTBEP/KEHHS B EICKTPOHHIN

dhopwmi.

207.Y pasi Koiu JUIst JOKYMEHTA 3a PE3yJIbTaTaMU MPOBEICHOT EKCIIEPTH3H I[IHHOCTI BUZHAYCHO
MOCTIHHMIA CTPOK 30epiraHHs, YIOBHOBaXCHHM 3aCBi4yBaue€M BUTOTOBIISETHCS IMAarepoBa KOIIis
TaKOTO JIOKYMEHTA, SIKY BiH 3aCBiTUYE€.

3acBilueHa KOMisi TMOBHHHA MICTHUTH TMEPENiK BU3HAUYEHUX I[HCTPYKIi€I0 3 JUIOBOJCTBA
PEKBI3UTIB, HAHECEHHUX 3a JIoroMorow QR-koxy.

3a3HaueHi 3acBiJUeHi ManepoBi KOIii eIeKTPOHHUX IOKYMEHTIB (POPMYIOTHCS Yy CIIPaBH, SIKi
MepeAarThCs 10 apXiBHOTO MiAPO3/LIY YCTAaHOBHU (BIIMOBIIHOTO JEP>KaBHOTO apXiBY) Yy MOPSIKY,
BHU3HAYCHOMY [HCTPYKIII€IO 3 IIIIOBOJICTBA, /ISl OCTIMHOTO 30epiranus.

CTBOpEHHS IHIIMX MaNepOBUX MPUMIPHUKIB €IEKTPOHHUX JOKYMEHTIB HE BUMAra€ThCsl.

{Ilynkm 207 6 peoaxyii [Tocmanoeu KM Ne 1087 sio 28.10.2020%}

208. MeroauuHa J0OTOMOra y CKJIAQJEHHI ONKCIB €JIEKTPOHHHMX CIIPaB HAA€ThCS apXiBHUM
MiAPO3/ALJIOM YCTAaHOBH.

OdopMileHHs eJIEKTPOHHUX CIIPaB

209. 3a pe3ympTaTaMl MPOBEICHOI EKCIIEPTHU3U I[IHHOCTI BifiOpaHi €JIEKTPOHHI CIpaBU
MocTiHoro 1 TpuBanoro (moHaa 10 pokiB) cTpokiB 30epiraHHs MOTPeOyIOTh CTBOPEHHS MalepOBOTr0
MPUMIPHHUKA €IEKTPOHHOI CIIPaBH, 3aCBITYEHOTO 3T1THO 3 IHCTPYKIII€IO 3 TUIOBOJCTBA YCTAHOBH.

[TanepoBi NpUMIPHUKU €JIEKTPOHHOI CIpaBU MOCTIHHOTrO Ta TpuBajoro (moHaa 10 pokiB)
CTPOKIB 30€piraHHsi CTBOPIOIOTH BIJMOBIAANbHI MPaliBHUKU CTPYKTYPHUX MiAPO3AUIIB, SKi
(dbopMyBanu BIJNOBIAHI €IEKTPOHHI clpaBU. Y pasi peopraHizaimii 4 JKBiJalii CTPYKTYpPHOTO
HiApO3ALTY 3a3Ha4eH1 IPUMIPHUKH CTBOPIOIOTH BIMOBIIAIbHI OCOOU iX MPABOHACTYITHHUKIB.

VY pa3i nikBiAamii CTpYKTYpPHOTO HiApo3aiuty Oe3 BHU3HAUEHHS MPaBOHACTYIHHKA EKCIIepTH3a
L[IHHOCTI T CTBOPEHHS 3a3HaU€HUX MPUMIPHUKIB 3[1HCHIOETHCS Y MPOLIEC] JIIKB1AALlT CTPYKTYPHOTO
MIAPO3JUTY MiJl Yac MiATOTOBKHM CHpPaB MIAPO3JAUTY JUIsl MEpelaBaHHsS A0 apXIBHOTO MIAPO3ILTY
YCTQHOBU. Y TakOMy BHUMAJKy AOKYMEHTH THMYAacOBOIO 30epiraHHs 3HMIIYIOTHCS JOCTPOKOBO,
0J1pasy MICHs €KCTIEPTU3H IIIHHOCTI.

210. ITigroToBka 10 mepefaBaHHS B apXiBHUU MiJPO3/L YCTAHOBU MArepoBUX MPUMIPHHUKIB
€JIEKTPOHHUX CHpaB CTPYKTYPHUMH MiJPO3JUIaMH  YCTAaHOBU  3[IMCHIOETHCS  BIANOBIAHO
1o [HCTPyKIIiT 3 A1IOBOJICTBA.

211. Jlns WiATOTOBKM €NEKTPOHHOI CHpaBU JJs TMepelaBaHHs JI0 apXiBHOTO MiJIPO3ILTy
YCTaHOBHU B aBTOMATH30BAHOMY PEXUMI 0(OPMITIOETHCS €JIEKTPOHHA 1H(OpMaIliiiHa KapTKa apXiBHOI
cripaBu (0OKJIaJIMHKA CIIPaBH), KA MICTUTh TaKi BIJOMOCTI:

HallMEeHyBaHHS CTPYKTYPHOTO IiJIpO3/iy;
1H/IEKC eJIEKTPOHHOI CTIpaBH;

HOMEp TOMY €JIEKTPOHHOI CTIPaBH;

3aroJOBOK €JIEKTPOHHOI CIIpaBH (TOMY, YaCTUHH);
KUTBKICTh €JIEKTPOHHUX JJOKYMEHTIB;

niepioa popMyBaHHS CIIpaBU;

CTPOK 30epiraHHs CIIpaBy;
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€JIEKTPOHHHM OMUC JTOKYMEHTIB CIIpaBH (BHYTPIIIHIN);

BIIMITKY TpO TNpUIMaHHS-TIepeaBaHHs EINEKTPOHHOI CIpaBU JO apXiBHOTO MiIPO3ILTY
YCTaHOBH.

212. CtBopeHHsI OOKJIAQAMHKU CIIPaBU 3aBEPIIYETHCS BI3YBaHHSIM JUIOBOJOM CTPYKTYPHOTO
MIIPO3IUTY Ta MANMUCAHHSAM KEPIBHUKOM apXiBHOTO MiAPO3ALTY YCTaHOBH.

213. ®opma 0OKIaIMHKK CIIPaBU Ta Bi3yasizallis ii BiIOMOCTEH BU3HAYAETHCS 1HCTPYKIIEKO 3
JTOBOJICTBA YCTAHOBU 3 yPaXyBaHHSM apXiBHHUX TPABHIL.

IlepenaBaHHs eJIEKTPOHHMX CIIPAB /10 APXiBHOI0 MiAPO3AiJly YCTAHOBH

214. [lepenaBaHHs €IEKTPOHHUX CIPaB J0 apXiBHOTO IiIPO3/ILTY YCTAHOBH TOJIATAE Y HAJJAHHI
JOCTYITy TpamiBHUKaM apXiBHOTO MiIPO3MiTy YCTAHOBH Ta OOMEKEHHsS JOCTymy (JIUIIE TpaBoM
Neperyisiay) 0 eINEKTPOHHUX CIPaB iHIIUM MpalliBHUKAM YCTaHOBH.

215. IepenaBaHHs €NEKTPOHHHUX CIPaB JI0 apXiBHOTO MiAPO3JLTY YCTAHOBHU 3I1HCHIOETHCS 3a
rpadikoM, MOTOKEHUM 3 KEpiBHUKAMU CTPYKTYPHUX MiAPO3ILUTIB 1 3aTBEPIKEHUM KEpPIBHUKOM
yCTaHOBH 200 HOT0 3aCTYITHUKOM, aJIe He PaHIIIe IBOX POKIB 3 JaTH 3aBEPIICHHS JIEKTPOHHHX CIPaB
B J(1IJIOBOJCTBI.

Hagannus nmocTymy mpaiiBHHKam apXiBHOTO MiAPO3/ALTY YCTAaHOBH 3IIHCHIOETHCS 3TIAHO 13
3a3HaYeHUM TpadikoM y aBTOMAaTU30BAHOMY PEXHUMI CITyk0010 iH()OpMaIiiTHIX TEXHOIOTIH.

216. EnexktpoHHI crnpaBW MOCTiiHOTO Ta TpuBajgoro (moHaa 10 pokiB) CTpokiB 30epiraHHs
MePEIAl0ThCS JI0 ApXIBHOTO MAPO3/IUTY YCTAHOBH 32 €JICKTPOHHUMH OITUCAMHU B SJICKTPOHHIH (hOpMi.

217. Ilix yac mpuiiMaHHs €JIEKTPOHHUX CIIpaB apXiBHUM IIAPO3AUIOM YCTAaHOBHU ITPOBOAUTHCS
nepeBipKa eNeKTPOHHHUX JOKYMEHTIB KOJKHOI CIIpaBH Ha HAsBHICTH KBaJli(hiKOBAaHUX EJIEKTPOHHHUX
MiANUCIB, KBai(iKOBAHMX ENEKTPOHHUX TIO3HAYOK Yacy Ta LUIiCHICTH, gaHux. [lepeBipka
3/IIACHIOETHCS B aBTOMATH30BAHOMY PEXHMMI 32 BHYTPILIHIM ONUCOM €JeKTPOHHOI cmpasu. Ilicis
BHECEHH$ MPALliBHUKOM apXiBHOT'O MiIPO3/]ILTy YCTAHOBU J0 PEECTPALifHO-MOHITOPUHIOBOT KapTKU
€JIEKTPOHHOI CHpPaBH BIAMITKH NPO NPUHHATTS €IEeKTPOHHOI CHpPaBU 1O apXIBHOIO MiAPO3ILTY
YCTQHOBU CHUCTEMOIO €JIEKTPOHHOTO IOKYMEHTOOOII'Y YCTaHOBH aBTOMATUYHO OOMEXKYETHCS 1HIIUM
MpaliBHUKaM YCTaHOBH MPABO AOCTYIY JO IMX eEKTPOHHHUX CIIPAB.

Sxmo nig yac nmpuiiMaHHS-TIEpelaBaHHs €JIEKTPOHHUX CIpPaB apXiBHUN MiPO3/ALT YCTaHOBU
BUSIBUB HEJOJIKHM, MPALIBHUK CTPYKTYPHOIO MiJPO3/ily NOBUHEH BXXUTH 3aXOJiB JAJS YCYHEHHS
TaKMX HEIOJMIKIB.

{Ilynkm 217 ¢ peoaxyii [Tocmanosu KM Ne 375 eio 17.04.2019}

Honatox 1
10 TunoBoi IHCTPYKILIi 3 TOKyMEHTYBaHHS
YIpaBIIHCHKOI 1HPOpMAIIii B €IeKTPOHHIN
¢dopwmi Ta opranizanii podoTu 3
€JICKTPOHHUMH JIOKYMEHTAMH B IUJTOBOJICTBI,
eJIEKTPOHHOT'O MI’KBIJOMYOI0 OOMiHY

(oyHkT 37)

NIJCYMKOBI JAHI
00J1iKy 00CAATY TOKYMEHTOO00Iry

3amepiog3 . . p.mo . . p.
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JoxymeHTH KinbkicTh TOKyMEHTIB

YChOTO 3 HUX
B €JIEKTPOHHIN y naneposiit popmi
dopwmi
JIOKYMEHTIB CTOPIHOK
Bxinai
Buxigai
BuyTpimHi
Ycboro

epIBHUK CITY>KOH TiIIOBOJICTBA Bracie in’s [TPI3BULLE

Jara reneparii: . . p.

{Hooamox 1 i3 sminamu, énecenumu 32i0no 3 [locmanosoio KM Ne 375 sio 17.04.2019}

Jonmatok 2
10 TunoBoi 1IHCTPYKLIT 3 TOKYMEHTYBaHHS
YIpaBIiHCHKOT iHPOpMAaLlii B €IeKTPOHHIH
dbopwmi Ta opraxizaiii podboTH 3
eJIEKTPOHHUMHU JOKYMEHTaMH B J1JIOBOJICTBI,
€JIEKTPOHHOI'0 MIXBIJJOMYOTO OOMIHY
(myHKT 79)
(B penaxuii nocranoBu Kabinery MinicTpiB Ykpainu
Bt 17 xBiTHs 2019 p. No 375)

{3acanvruil 6aank 051 cmeopens OOKYMeHmiay

{Hooamox 2 6 peoaxyii [locmanosu KM Ne 375 6i0 17.04.2019}

Jonatok 3
10 TumoBoi IHCTPYKIIi 3 TOKyMEHTYBaHHS
YIpaBIIHCHKOI 1HPOpMAIIiT B €JIEKTPOHHIM
¢dopwmi Ta opranizauii podoTu 3
€JIEKTPOHHUMHU JJOKYMEHTaMU B
JILIIOBOJICTBI,
€JIEKTPOHHOI'O MIXKBIJJOMYOTO OOMIHY
(myHKT 79)
(B penakii moctaHoBu KaGinery MiHicTpiB
Ykpaiau
Bix 17 xBiTHs 2019 p. Ne 375)
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{Cneuianizosanuii drank 0 cmeopenHs pisHux 8udie QOKYMEHMI8 OJisl IUCTYEAHHS [HO3eMHUMU
Mo8amu}

{Hooamox 3 6 pedaxyii [locmanosu KM Ne 375 6i0 17.04.2019}

Honatox 4
10 TunoBoi iHCTPYKILIT 3 TOKYMEHTYBaHHS
YIPaBIiHCHKOT iH(POpMAaLii B €IEKTPOHHIH
dbopwmi Ta oprasnizaiii podoTu 3
eJIEKTPOHHUMHU JTOKYMEHTaMH B
JJIOBOJCTBI,
eJIEKTPOHHOT'O MIXKBITOMYOT0 OOMiHY
(oyHKT 79)
(B penakuii nocranoBu Kabinery MinicTpis
Ykpainu
Bia 17 kBiTHs 2019 p. Ne 375)

{Brauk KOHKpemHno20 6udy 0OKYMEHmMa}

{Hooamox 4 6 pedaxyii [locmanosu KM No 375 6i0 17.04.2019}

JlomaTok 5
10 TumoBoi IHCTPYKIIi 3 TOKyMEHTYBaHHS
yIpaBIiHCHKOI iH(OpMaILlii B €1eKTPOHHIN
¢dbopMi Ta opranizarii podboTH 3
eJIEKTPOHHUMHU JOKYMEHTaMH B JIIIIOBOJICTBI,
€JIEKTPOHHOI'0 MIXBIJJOMYOTO OOMIHY

(zyHKT 99)
KYPHAJI
peecTpauii BIAPSAKeHb

Ne | TlpizBume ta |Ilocana Micrie Jarta i Homep Jara Hara |Ilpi3Bumie
BJIaCcHE 1M’ BIJIPSTIKEHHS HaKazy B1IOYTTS | mpuOyTTS | Ta BIIaCHE

ocobu, 110 (po3mOpsIKEHHS) M5
BIIPSAIKAETHCS oco0u, 1110
3aMmilye

{looamox 5 i3 sminamu, enecenumu 32i0Ho 3 [locmanosoio KM Ne 375 eio 17.04.2019}

Jlomatok 6

10 TunoBoi IHCTPYKLIT 3 TOKYMEHTYBaHHS
YIPaBIIHCHKOT iHPOpMAaLlii B €IEKTPOHHIH

dbopwmi Ta oprasxizaiii podboTu 3

eJIEKTPOHHUMHU JTOKYMEHTaMH B

JIJIOBOJCTBI,
eJIEKTPOHHOT'O MI’KBIJOMYOI0 OOMiHY
(onyukTu 182, 188)
(B penakuii nocranoBu Kabinery MinicTpiB
VYkpainu
Bia 17 kBiTHs 2019 p. Ne 375)
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HPUMIPHA ®OPMA
€JIEKTPOHHOI Ta0JIMIi HOMEHKJIATYPH CIIPAaB CTPYKTYPHOIO MiAPO3ALTY

{Hooamox 6 6 pedaxyii [locmanosu KM Ne 375 6i0 17.04.2019}

Honarok 7

1o TunoBoi iHCTPYKITIT 3 JOKYMEHTYBaHHS
YIPaBIiHCHKOT iH(POpMALii B €IEKTPOHHIH

dbopwmi Ta oprasxizaiii podoTu 3

CJIIEKTPOHHUMH JJOKyMEHTaMH B

JJIOBOJCTBI,
eJIEKTPOHHOT'O MIXKBITOMYOT0 OOMiHY
(mynkTu 184, 188)
(B penakuii mocranoBu Kabinery MinicTpi
Ykpainu
Bia 17 kBiTHs 2019 p. Ne 375)

IHPUMIPHA ®OPMA
€JIeKTPOHHOI Ta0/1u1li 3BeJIeHOI HOMEHKJIATYPH CIPaB YCTAHOBH

{llooamox 7 6 pedaxyii [locmanosu KM Ne 375 6i0 17.04.2019}

Honatox 8
70 TUmoBoi IHCTPYKIIi 3 TOKyMEHTYBaHHS
YIpaBIIHCHKOI 1HPOpMAIIii B €JIEKTPOHHIM
¢dopmi Ta opranizauii podoTu 3
eJIEKTPOHHUMH JTOKYMEHTaMH B
JIIOBOJCTBI,
eJIEKTPOHHOT'O MI’KBIJOMYOI0 OOMiHY
(oyHKT 205)
(B penakuii nocranoBu Kabinery MinicTpiB
Ykpaiau
Bt 17 xBiTHs 2019 p. No 375)

HPUMIPHA ®OPMA
J1J151 BHECEHHSI IAaHUX OIUCY CNPAB B €JIEKTPOHHY TA0JIMII0 CHCTEMH
€JIEKTPOHHOI'0 IOKYMEHTO000iry

{Hooamox 8 6 pedaxyii [locmanosu KM Ne 375 6i0 17.04.2019}

Jonarok 9
10 TunoBoi IHCTPYKILIi 3 TOKyMEHTYBaHHS
YIpaBIIHCHKOI 1HPOpMAIIii B €IeKTPOHHIN
¢dopwmi Ta opranizauii podoTu 3
€JIEKTPOHHUMHU JJOKYMEHTaMU B
JILITOBOJICTBI,
€JIEKTPOHHOI'O MIXKBIJJOMYOTO OOMIHY

(omyskT 205)
(B penakii moctanoBu KaGinery MiHicTpiB
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Ykpaiau
Bix 17 xBitHsa 2019 p. Ne 375)

HPUMIPHA ®OPMA
17151 BHECEHHS TAHUX aKTA NP0 BUJIYYeHHS /Il 3HUIIIEHHS IOKYMEHTIB B
€JIEKTPOHHY TA0JMII0 CUCTEMHU €JIEKTPOHHOT0 IOKYMEHTO00iry

{Hooamox 9 6 pedaxyii [locmanosu KM Ne 375 6io 17.04.2019}

3ATBEPI’KEHO
nocranoBor Kadinery MiHicTpiB Ykpainu
Bix 17 ciuns 2018 p. Ne 55

TUITIOBA IHCTPYKUIA
3 IIJI0BOJICTBA B MiHICTEPCTBAX, IHIIUX HEHTPAJIbHHUX TA
MiCIIeBHX OPraHaxX BUKOHABYOI BJIaN

[V mexcmi Incmpykuyii: cnosa “apxie ycmanosu” 8 ycix 8i0MIHKAX 3AMIHEHO ClOBAMU “APXIGHUL
niopo3oin ycmaunosu” y 8i0nogionomy 6iOminky, croea “im’a”, “Im’a”, “iniyian”, “Iniyian”,
“Iniyian imeni” 6 ycix 8IOMIHKAX 3amiHeHO 8I0NOBIOHO cloeamu “‘erache im’a”, “Bnacue im’sa” y
BIONOBIOHOMY BIOMIHKY, Kpim nyukmy 24; cnosa ‘“‘no 6amvkosi’” suxmouero 32iono 3 Ilocmanosoio

KM Ne 375 6i0 17.04.2019}

I. 3arajbHi MoJ10KeHHSA

1. st [HCTpyKINiSE BCTAHOBJIIOE BUMOTH IIOAO0 JOKYMEHTYBAHHS YIPABIIHCHKOI 1HPopMalii Ta
opranizauii po6oTH 3 JOKyMEHTaMH, CTBOpeHMMHU y maneposiii ¢opmi Cekperapiarom KaGinery
MinicTpiB YKpaiHu, LEHTpaJIbHUMHU OpraHaMi BUKOHABYOI BJIaJIM, IX TEPUTOPIaIbHUMH OpraHamH,
Pagoro MiHicTpiB ABTOHOMHOI PecmyOmiku Kpum, MicreBMMH oOpraHaMud BHUKOHABUOi BIIAJH,
MIJIPUEMCTBAMH, YCTAaHOBAMH, OpPTaHi3allisiMu, 10 HaJeXaTh 10 cpepu ynpaBiiHHSA HEHTPaIbHUX
abo MiciieBuUX opraHiB BUKOHABYOi Brnaau, Pagu minicTpiB ABToHOMHOI PecmyOniku Kpuwm (nmami -
YCTaHOBH).

{A63ay nepwuii nynkmy 1 6 pedaxyii [locmanosu KM Ne 375 6io 17.04.2019}

[Tonoxenns wiel [HCTPyKIIiT 3aCTOCOBYIOTHCS JIMIIE Y pa3i HAsIBHOCTI BU3HAUEHUX 3aKOHOM a00
aktom Kabinery MinicTpiB YKpaiHu miAcTaB, sIKi BU3HAIOTHCS OOIPYHTOBAHUMHM JUJISi CTBOPEHHS
Ta/a00 OMpaIlOBaHHs YCTaHOBAMH JIOKYMEHTIB y Marneposiii ¢opmi.

2. Tlopsimox 3miMiCHEHHS MAUIOBOJCTBA CTOCOBHO JOKYMEHTIB, IIO MICTATH iH(pOpMAIli0 3
OOMEXEeHHM JOCTYNOM, 3a 3BEPHEHHSIMH TI'POMAJsIH, 3aldTaMu Ha 1H(OPMAILI0 BH3HAYAETHCS
OKPEMHUMHU HOPMATUBHO-TIPABOBUMH aKTaMH Ta HE MOXE PETYITIOBATHUCS i€l [HCTpyKIIi€to.

OCHOBHI TOBHOBa)KEHHS CTPYKTYPHHUX MIAPO3JLTIB 3 AUTOBOJICTBA B YCTAaHOBAX 3/1MCHIOIOTHCS
B CNIEKTPOHHIM (opMi, 3 €IEeKTPOHHUMH HOCIAMU 1H(OpMaLii Ta BU3HAYAIOTHCS TUIIOBOIO
IHCTPVKINEK 3 JIOKYMEHTYBAHHS VIIPAaBIIHCHLKOI iHdOpMaIli B eJIeKTpOHHIA ¢opMi Ta opraxizarii
pPOOOTH 3 €JIEKTPOHHUMH JOKYMEHTaMHM B JIJIOBOJCTBi, €JIEKTPOHHOTO MDKBIIOMYOrO OOMIHY,
3aTBepkeHor0 noctaHoBoro Kabinery MinictpiB Ykpainu Bin 17 ciuns 2018 p. Ne 55 (nmami -
[HCTpYKILIIA 3 A1IOBOJCTBA B €NEKTPOHHIH (hopmi).

3. {Ab63ay nepwuii nynkmy 3 suxaioueno na niocmasi Ilocmanosu KM Ne 375 6i0 17.04.2019}
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He nmomyckaeTbesi ofHOYACHE MPOXOKEHHS OJHOTO 1 TOTO K JOKYMEHTa B €JICKTPOHHIN Ta
narepoBii popwmi.

4. BianoBiganpHICTh 32 OpraHi3alliio JIiJI0BOJICTBA B YCTAHOBAX HECYTh 1X KEPIBHUKH.
5. 3a miArOTOBJICHUH TPOEKT JOKYMEHTA BiIMOBIJAIILHUM € HOTO aBTOP.
6. Oprani3anis AiJIOBOJICTBA B YCTAHOBI TIOKJIAIA€THCS HA CIYXKOY IIOBOJICTBA.

7. Opranizanis JIUJIOBOJCTBAa y TManepoBid ¢opMmi B CTPYKTYpPHHX MiAPO3JLIaX YCTaHOB
MOKJIAIA€THCS HA CIIEIATBHO MIPU3HAYEHY JUISI IIBOTO 0CO0Y.

I1. lokymeHTyBaHHSI YHIPaBJIiHCbKOI iHGopmanii
3arajibHi BUMOI'M 110/10 CTBOPEHHS IOKYMEHTIB

8. JloKyMeHTyBaHHS YIpPAaBIiHCHKOI iH(OpMAaLii MoysArae y CTBOPEHHI JOKYMEHTIB, B SIKHX
(hiKCyeTbCs 3 JOTPUMAHHSAM YCTAHOBJICHUX MPAaBHII (101aTOK 1) iHGOpMaIList PO yIpaBIiHCHKI i,

9. Ilim wac WIATOTOBKM OpraHi3amiifHO-pO3MOPSIIYMX TOKYMEHTIB Yy TamepoBiid ¢opmi
IPaLiBHUKH YCTaHOB 0hOpMIIIOTH iX 3 ypaxyBaHHsAM BuMor JICTY 4163-2003.

10. IlpaBo Ha CTBOpPEHHS, MIAMKMCAHHS, TOTOXKEHHS, 3aTBEPIKEHHS JOKYMEHTIB BU3HAUAETHCS
aKTaMH 3aKOHOJIABCTBA Ta IHCTPYKIIIEIO 3 TIJIOBOJICTBA YCTAHOBH.

11. B ycraHOBaxX BU3HA4a€ThCS CYKYIHICTh IOKYMEHTIB, IIepej0a4eHIX HOMEHKIIATYPOIO CIIPaB,
HEOOXITHUX 1 TOCTATHIX JJIs TOKyMEHTYBaHHS iH(opMaIlii mpo iX IisIbHICTb.

3 muTaHb, IO CTAHOBIIATH B3a€MHHMU IHTEpEC 1 HaleXaTb JO KOMIIETEHIIl Pi3HHX YCTaHOB,
MO’KYTb CTBOPIOBATUCS CIUIbHI JIOKYMEHTH.

12. Bubip Buay ITOKyMEHTa, MPU3HAUEHOTO Il JOKYMEHTYBAaHHS YIPaBIIHCHKOI iH(popMarii
(pO3MOPSIKEHHS, MOCTAHOBA, PIIEHHS, MPOTOKOJ TOMIO), 3YMOBIIIOETHCS MPABOBHUM CTaTyCcOM
YCTaHOBHU, KOMIIETEHIII€I0 TOCAI0BOI 0COOU Ta MOPAIKOM MPUMHSTTS YIPABIIHCHKOIO pillIeHHs (Ha
ITiJICTaB1 €IMHOHAYAIBHOCTI 00 KOJICT1aIbHOCTI).

13. JIokyMEHT NMOBHMHEH BiJIOBIJaTH TMOJIOKEHHSM aKTiB OpraHiB JEp:KaBHOI BJIajH, OpraHiB
Bianu ABToHOMHOI PecnyOuniku Kpum Ta cripsiMoBYBaTHCsl Ha BUKOHAHHS YCTaHOBOIO TTOKJIaIEHUX
Ha Hei 3aBJaHb 1 QYHKIIH.

14. Knacu ynpaBiaiHChKOT JOKYMEHTAL[ll BU3HAYal0ThCs 3riIHO 3 JlepskaBHUM KiiacudikaTopoM
ynpaBmiHchkoi qokymenTartii JIK 010-98 (mami - JIKY ).

15. JIoOKyMEHT HOBMHEH MICTHTH OOOB’SI3KOBI JJii HOro MEBHOTO BUAY PEKBI3UTH, IO
PO3MIIIYIOTECSI B YCTAHOBIIEHOMY TIOPSIZIKY, & CaMe: HalMEeHYBaHHsI YCTAaHOBH - aBTOpa JIOKyMEHTAa,
Ha3By BUAY JOKYMEHTa (KpiM JIMCTIB), AaTy, pEECTpaliiHui I1HAEKC JOKYMEHTa, 3aroJIOBOK 0
TEKCTY, TEKCT, ITiJIIHC.

Ilix 4yac miAroToBKM Ta O(GOPMIIEHHS JIOKYMEHTIB MOXYTh 3aCTOCOBYBATHCS HE TUIBKH
000B’SI3KOB1, a TAKOX 1HIII PEKBI3UTH, SKIO 1€ BIANOBIAAa€ MPU3HAYEHHIO JOKYMEHTa abo crocody
Horo onparroBaHHs.

16. 3 meTor0 MiIBUIIIEHHS €PEKTUBHOCTI Ta ONEPATUBHOCTI OpraHizalii poOoTH 3 TOKyMEHTaMu
OJTHAKOBI 32 3MICTOM JJOKYMEHTH MOKYTb OyTH YHi()iKOBAaHUMH IUTSIXOM pO3pOOIeHHS TpadapeTHUX
TEKCTIB, SIKI BKJIIOYalOThca J10 30ipHMKA (abOoMy) yHiikoBaHMX (THMOBHUX) (OPM JOKYMEHTIB
YCTaHOBH.

17. VYcraHoBH 3IIMCHIOIOTH JIJIOBOJICTBO JI€PKaBHOIO MOBOIO. JIOKYMEHTH CKJIaJar0ThCs
JIep’KaBHOIO MOBOIO, KpIM BUIIAIKIB, IEpe10aueHUX 3aKOHOAABCTBOM ITPO MOBH B YKpaiHi.

JIOKyMEHTH, SIKi HaJCHJIAIOTHCSI 1HO3EMHUM ajjpecaTaM, O(OPMITIOIOTHCS JIEPKABHOIO MOBOIO
a0b0 MOBOIO JIep)kaBU-a/ipecara, a00 OJHIEI0 3 MOB MIXKHAPOJHOTO CITUIKYBaHHSI.
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18. Oxpemi BHYTpIIIHI JOKYMEHTH (3asiBH, IOSICHIOBAJbHI Ta JOMOBIJIHI 3alMCKU TOIIO),
aBTOpAMH SIKUX € TOcafoBl Ta iHII (i3uyHl 0coOM, JTO3BOJISETHCS O(OPMIIIOBATH PYKOITHUCHUM
CIIOCOOOM.

Buianku 10KyMeHTiB

19. OpranizamiiHo-po3nopsa4i  JOKYMEHTH, IO MaloTh OOIPYHTOBaHI IiJICTaBH IS
OTIPAITIOBAHHS B MMAIepoBii (hopMi BiMOBIIHO 10 [HCTPYKIIIi 3 TITIOBOJCTBA B €ICKTPOHHIHN hopmi Ta
HE € MPUMIpHUKaMHU ab0 KOIISIMH JIOKYMEHTIB, CTBOPEHUX B €JIEKTPOHHIN (opmi, 0OPMITIOIOTHCS
Ha OJaHKax, 0 BUTOTOBJISIFOTHCA 3T1AHO 3 BUMOTaMHU 1i€i [HCTpyKIii.

JlJiss BUTOTOBJICHHS OJIaHKIB BHKOPUCTOBYIOTHCS apkymni mamepy dopmary A4 (210 x 297
MmutimMeTpiB) Ta AS (210 x 148 minimetpiB). Jlo3BosieHo BukopucToByBaTH O1anku Gpopmary A3 (297
X 420 mimimeTpiB) [t 0pOPMIICHHS JOKYMEHTIB y BUTJISAII TaOJIUIb.

biianku 1OKyMEHTIB TOBUHHI MaTH Taki MoJjs (MUTIMETPIB):
30 - miBe;

10 - mpase;

20 - BEepXHE Ta HUXKHE.

20. Buau OnaHKiB JOKYMEHTIB BHU3HAYalOTHCS IHCTPYKIIEK 3 JIJIOBOJICTBA B EIEKTPOHHIN
dbopwmi.

21. YcraHOBH MOXXYTh 3aCTOCOBYBATH OJaHKH JIOKYMEHTIB SIK YCTaHOBH, TaK 1 CTPYKTYpPHHX
MiAPO3ALTIB, y pa3i, KOJIH KEPIBHUK MiIPO3IUTY Ma€ MPaBoO MiANMKUCYBATH JOKYMEHTH B MEXKaX HOTro
MIOBHOBA)XCHb.

22. bnaHku TOKyMEHTIB MOKYTh BUTOTOBIISITUCS B IpyKapHi Ha O1710My mamnepi BUCOKOI SIKOCTI
(apObaMu HaCMYEHUX KOJILOPIB (IanepoBi OJIaHKH).

23. Buau 61aHKiB y namneposiil ¢opmi, 1110 BUTOTOBJIEHI APYKAPCHKUM COCOOOM, MiJUISTatoTh
001Ky Ta 00JIIKOBYIOTHCS 3T1/IHO 3 THCTPYKIIEIO 3 AIOBOJICTBA YCTaHOBH.

OO0mik BeeThes 3a MOPSAKOBUMH HOMEPAMH, IO MPOCTABIISIOTHCS HyMEPAaTOPOM, IPYKAPCHKHM
a0o0 1HIIMM crocoOOM Ha HMYKHBOMY I0JII 3BOPOTHOTO 00Ky a00 Ha JIIBOMY HOJi JUILOBOTO OOKY
OnaHKa.

Ocobu, sKi MepcoHalbHO BIANOBIAAIOTH 3a BEACHHsS OOMIKY, 30epiraHHs Ta BUKOPUCTAHHS
OJaHKiB, BU3HAYAIOTHCSI KEPIBHUKOM YCTAHOBH, TIPO IO BUAAETHCS POIOPSIINI TOKYMEHT.

BuroroBneHHss OlaHKIB KOHKPETHMX BH[IB JIOKYMEHTIB JIOIMYCKA€ThCSA, SKIIO KUIBKICTh
3apeecTpOBaHMX JIOKYMEHTIB Yy manepoBiii ¢opMi Takoro BHAY B YCTAHOBI NEpEBHILYE 2 THC.
OJIMHUIb Ha pIK. SIKIIO KUIBKICTh 3apeeCTPOBAHUX JOKYMEHTIB y MarnepoBiil popmi mMeHIe 2 Tuc.
OJIMHMIIb, JOKYMEHT JIPYKYEThCS 3 TEKCTOBOTO pEAAaKTOpa, B SIKOMY HOro cTBOpeHO, 0e3
3aCTOCYBaHHS OJIaHKIB, BATOTOBJIEHUX IPYKaPCHKUM CIIOCOOOM.

{A63ay uemsepmuil nynkmy 23 6 peoaxyii [locmanoeu KM Ne 375 6io 17.04.2019}

24. Jlesaxi BHYTpIIIHI JOKYMEHTH (3asBU MPAIliBHUKIB, JOMOBIIHI 3aMCKH, JOBIAKH TOMIO) Ta
JIOKYMEHTH, 1110 CTBOPIOIOTHCS BiJl IMEH1 KIIbKOX YCTaHOB, 0()OPMIIIOIOTHCS HE Ha OJaHKaxX.

3o00paxenns [lepxasHoro I'epda Ykpainu

25. 3oOpaxenns [epxaBHoro I'epba VYkpaiHu po3MmillyeTbCsi Ha OJIaHKaX JIOKYMEHTIB
BIAMOBIIHO 70 mocTtaHOBU BepxoBuoi Pagum Ykpainu Big 19 motoro 1992 p. Ne 2137-XII “IIpo
HepxaBuuit rep6 Ykpainu”, ['ep6a ABroHOMHOI Pecny6niku Kpum - BinOBiTHO 10 HOPMaTHBHO-
npaBoBUx akTiB BepxoBHoi Panu ABroHoMHOT Pecriybmiku Kpum.
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26. 3o0paxenns J[lepxaBHoro I'epba VYkpainu, ['epba AproHomHoi PecmyOniku Kpum
PO3MIIIYETHCS TIO IEHTPY BEPXHbOTO TMois. Po3mip 300pakeHHs CTaHOBUTH 17 MIUTIMETpIB
3aBBHIIKH, 12 MUTIMETPIB 3aBIIUPIIKH.

Koau

27. Kox ycTaHOBHM MPOCTABISETHCS 3TIAHO 3 €AMHUM Jep)KaBHUM PEECTPOM ITiIIPUEMCTB Ta
opranizauiit Ykpaiau (€JIPIIOY). 3a3nauenuii koa po3MilLyeThes micist pekBi3uTy ““/oBiKkoBi 1aHi
PO yCTaHOBY .

28. Kox ynidikoBaHoi popmu ToKyMeHTa (3a HassBHOCTI) po3MinryeTbes 3rinHo 3 AKY /1 Buie
Ha3BW BHUY JOKYMEHTA.

Pimennst momo HeoOXimHOCTI (ikcyBaHHS KOOy YyHidikoBaHOi (HOpMH JOKyMEHTa IMpUiMae
KEpIBHUK YCTAHOBU OKPEMO 100 KOXKHOTO BUY JTOKYMEHTA.

HaiiMenyBaHHS yCTAaHOBH

29. HaiimMmeHyBaHHsS yCTaHOBM - aBTOpA JIOKyMEHTa IOBMHHE BIANOBIAaTH HaliMEHYBaHHIO,
3a3HAYCHOMY B IOJIOKEHHI (cTaryTi) mpo Hei. CkopodeHe HallMEHYBaHHS YCTaHOBH BXKHBAETHCS Y
pasi, konu BOHO oQiliiiHO 3aikcoBaHO B 3a3HaYeHHX JIOKyMeHTax. CkopoueHe HalilMEeHYBaHHSA
po3mimryeThest (Y Ty)KKax abo 6e3 HUX) HIKYe IIOBHOTO HAMEHYBaHHS OKPEMHUM PSIKOM T10 LIEHTPY
JOKYMEHTA.

HaiiMeHyBaHHS yCTaHOBM BHILOIO PiBHS 3a3HAYAEThCS y CKOPOUYEHOMY BHIIALI, a y pasi
BIJICYTHOCTI O(illiifHO BU3HAYEHOIO0 CKOPOYECHHsI - MOBHICTIO. Ha OmaHkax ycTaHOBH, siKa Mae
noJBiliHE a00 MOTpiiiHE MIAMOPSIKYBaHHS, 3a3HAYAIOTHCS HAHMEHYBAHHS YCIX yCTaHOB BHIIOTO
PpiBHSL.

Ha Omanky ycTraHoBH, sKa OJHOYACHO MiJMOPSAAKOBAaHA MICIEBIH JepaaMiHICTparii 1
MIHICTEPCTBY (IHILIOMY IIEHTPAJIbHOMY OpraHy BHUKOHABYOi BIaJAM), PO3MILIYETHCS TUIBKU
HallMeHyBaHHS JepKaMiHiCcTparlii.

HaiimenyBanust ¢iii, TepuUTOpIaIbHOTO BIAAUIEHHS, CTPYKTYpHOTO HiAPO3JULY YCTaHOBU
3a3HAYA€THCS Y pasi, KOJM BOHU € aBTOPAaMH JOKYMEHTA, 1 PO3MILIYEThCS HMKYEe HaliMEHYBaHHS
YCTaQHOBH.

JloBiaKOBI 1aHi TPO YCTAHOBY

30. JloBiaKOBI JaHi PO YCTaHOBY MICTATH IMOIITOBY aJapecy, HOMEpHU TenedoHiB, Tenedakcis,
aJpecy eJIEKTPOHHOI MOIITH, aapecy odimiiiHoro BeO-cailTy Tomo. JJOBiIKOBI JaHl pO3MINIYIOTHCS
HIDKYe HalfMEHYBaHHsI YCTaHOBH 200 CTPYKTYPHOTO MiZPO3ALTY.

PekBizuTu momITOBOi ajgpecu 3a3HAuYalOThCA B TakKiil MOCHITOBHOCTI: Ha3Ba BYIHIN, HOMEP
OyIMHKY, Ha3Ba HACEJICHOTO IYHKTY, paliOHy, 001acTi, MOIMTOBUHN 1HEKC.

Ha3zBa Buay 1o0KymMeHTa

31. Ha3Ba Buay AokyMeHTa (Haka3, pillleHHS, JOMOBIJHA 3alKcKa TOIIO) 3a3HAYAETHCS Ha
0JIaHKy Ta TTOBMHHA BIAMOBIIaTH Ha3BaM, niepeadauenum AKY /1.

Jara nokymeHnra

32. JlaToro nokymeHTa € jaara Horo peecrtpauii. /lata 3a3HavaeTbes apaOCbkuMu UppaMu B
OJIMH PSAAOK Yy TaKid TOCTIJOBHOCTI: YMCIIO, Micslb, pik. Jlata odopmimtoeTbes mudppoBuM abo
clIoBecHO-IIU(POoBUM criocoboM. Y pasi odopMieHHS AaTH MUPPOBUM CIIOCOOOM YHUCIO 1 MiCSIlh
MIPOCTABJISAIOTECSA BOMA MapaMu Hudp, po3aUIEHUMU KpPAIKoo; PiK - YOTUpPMa HHU(PpaMu, Kpamka
HaMpHKiHI He cTaBuThes. Hampuknazn: 02.12.2017.

VY TekcTaXx HOPMAaTHBHO-TIPAaBOBHX aKTIiB Ta MOCHWJIAHHSAX HA HUX 1 JOKYMEHTaxX, MIO MICTSTh
BIIOMOCTI (JIHAHCOBOTO XapaKTepy, 3aCTOCOBYETHCS CIOBECHO-IIM(POBHIA cr1ociO 3a3HAYCHHS 1aT 3
MPOCTABJSIHHSAM HYJISI B TIO3HAYEHH1 JHS MICSI, SKIIO BiH MICTUTHh OonHY Iudpy, Hanpukiam: 02


https://zakon.rada.gov.ua/laws/show/v1024217-98
https://zakon.rada.gov.ua/laws/show/v1024217-98

rpyaHs 2017 poxy. JI03BONS€THCS BXKUBATH CIIOBO “piK” y CKOPOUEHOMY BapiaHTi “p.”, HApUKIa:
03 rpynns 2017 p.

SIKIo0 TOKYMEHT CKJIQZIeHO He Ha OJIaHKY, J1aTa 3a3HavaeThCcsl HUXKUYE Mignucy jgiBopyd. Jlara
JOKYMEHTA MPOCTABIISIETHCS MOCAI0BOIO0 0C00010, sIKa HOTO MiANHCYe a00 3aTBEPIKYE.

OO00B’I3KOBOMY JIATYBAHHIO 1 MIAMUCAHHIO TiUISTAI0Th YC1 CIIYKOO0B1 BIAMITKH Ha JOKYMEHTAX,
MOB’sI3aHl 3 1X MPOXO/DKCHHSIM Ta BUKOHAHHSM (PE30JIIOIii, MOTO/PKEHHS, Bi3W, BIAMITKH TIPO
BHKOHAHHS JOKYMEHTA 1 HallpaBJICHHS WOTO JIO CIIPaBH).

Ha nokymeHTi, BUJaHOMY JBOMa a00 OuIbIIeé YCTAaHOBAaMH, 3a3HAYAETHhCS OJ(HA Jara, sKa
BIJIMIOBIA€ JaT1 OCTAHHBOTO i ITUCY.

PeecTpaniiinmii ingexkc 10KyMeHTIB

33. Impgekcariisi JOKYMEHTIB IOJISTa€ y MPUCBOEHHI IM YMOBHHX IO3HA4YeHb - 1HJEKCIB, SIKI
HAJAOTHCS JIOKYMEHTAM ITiJ] 9ac iX peecTpariii.

[TpucBo€eHHS peecTpaniifHOro iHAEKCY 3iHICHIOETHCS. B aBBTOMAaTUYHOMY 200 aBTOMaTH30BAaHOMY
PEeXUMI 32 TOTIOMOTO0 TPOTPAMHO-TEXHIYHHX 3aC001B.

PeectpamiifHuii iHIEKC CKJIANAETbCsA 3 TMOPSAIKOBOIO HOMEpa AOKYMEHTa Yy MeXax TpyIH
JIOKYMEHTIB, 110 PEECTPYIOTHCS, KUl TIOMOBHIOETHCS 1HAEKCAMH, 110 3aCTOCOBYIOTHCSI B YCTAHOBI,
30KpeMa iHJeKCaMH 3a HOMEHKJIATYpOIO CIpaB, CTPYKTYpPHOTO IIIPO3/iTy, KOPECIOHICHTIB,
M0CaI0BUX 0Ci0, K1 PO3TILAAI0ThH 00 MiAMUCYIOTh JOKYMEHT, BUKOHABIIIB, MTUTaHb AISUTBHOCTI IKHX
CTOCY€ETbCS JOKYMEHT.

CxJ1aJ1oB1 YaCTHHH PEECTPALIIHOTO 1HACKCY BIJOKPEMIIIOIOTHCSA OJIHA Bifl OJHOI MPaBOOIUYHOIO
MOXWIIOK0 PHUCKOIO0. [1oCiiTOBHICTD HAaTMCAHHS CKIIAJIOBUX YAaCTUH PEECTPAIIHHOTO 1HIEKCY MOXKE
3MIHIOBATHUCS 3aJI€KHO BiJI TOTO, IKUI TOKYMEHT PEECTPYETHCS, - BXITHUIN UM TaKUH, 110 CTBOPEHHIA
B ycraHoBi, Hampukian: 845/01-10, ne 845 - mopsakoBuit HOMmep, 01-10 - iHgexkc cmpaBu 3a
HOMEHKJIATypOIo.

{A63ay n'smutl nynkmy 33 euxnioueno na niocmasi [locmanosu KM Ne 375 6io 17.04.2019}

Micue po3ranryBaHHsl peeCTpalifHOTO 1HAEKCY BU3HAYAETHCS POpMOIO OaHKa.

Jlis HaHECeHHS PEeeCTPalliiHOTO IHJEKCY 3aCTOCOBYEThCS IITPUX-KoJ Ta/abo QR-kox y
MOPSIZIKY, TiepeadaueHoMy [HCTPYKITI€IO 3 I1I0BOJICTBA B €IEKTPOHHIN hopMmi.

Ilocuaanus Ha AOKYMEHT

34. TlocunaHHs y TEKCT1 IOKyMEHTa Ha TOKYMEHT, Ha SIKU JJa€ThCs BIAMOBLAb 400 Ha BUKOHAHHS
SIKOTO MIJITOTOBJIEHO IIeH JTOKYMEHT, HAaBOJAUTHCS y TaKiil MOCIIIOBHOCTI: Ha3Ba BUIY JOKYMEHTA,
HallMEeHyBaHHS yCTAHOBM - aBTOpa JIOKYMEHTa, JlaTa Ta pPeecTpallifHui 1HAEKC, KOPOTKHH 3MicCT
JOKyMeHTa. Y pa3l IOCHUJIaHHS Ha 3apeecTPOBAHMM HOPMATUBHO-TIPABOBHUM aKT JOJATKOBO
3a3Ha4Yar0ThCs TaKi peecTpalliifiHi 1aHi: JaTa JepKaBHOI peecTpallii, HoMep aKkTa 3rijiHo 3 Jlep>kaBHUM
peeECTpOM HOPMATUBHO-TNIPABOBUX AKTIB MIHICTEPCTB Ta 1HIINUX OPraHiB BUKOHABYOI BIAIH.

[TocunanHsl y TEKCTI JOKyMEHTa Ha IMOPSIKOBI HOMEpPH PO3ALIIB, MiAPO3ALIIB, TJaB, CTaTel,
NYHKTIB Ta MiJOyHKTIB HOPMAaTHBHO-TIPAaBOBOI'O aKTa POOMThCA LU(paMu; TMOPSIKOBI HOMEpHU
YacTHUH cTaTei, ad3alliB 1 pedyeHb - cioBaMu. [locuinanHs y TEKCTI HOPMaTUBHO-IIPABOBOrO aKkTa Ha
el 1oKyMeHT abo Horo CTpyKTypHI OJUHHII POOUTHCS 3 BUKOPUCTAHHAM BKa31BHOTO 3aiiMEHHHUKA

13 99

e,

{Ilynxm 34 6 peoaxyii Ilocmanosu KM Ne 119 6io 19.02.2020}

Micue ckiaxeHHs1 200 BUAaHHSA

35. BigomocTi npo Micie CKIaAeHHs a00 BUJAHHS 3a3HAYAIOTHCSA HA BCIX JOKYMEHTaX, KpiM
JHUCTIB. 3a3HadeHi BiIOMOCTI O(OPMISIOTHCS BIAMOBIAHO O aaMiHICTPAaTUBHO-TEPUTOPIATBHOTO
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nojty Ykpainu. SIKIo BiJoMoCTi po reorpagiyHe MiCle3HaXO0PKEHHS BXOIATh 10 HallMEeHyBaHHS
YCTaHOBH, IIeH PEKBI3UT HE 3a3HAYAETHCS.

Anpecart

36. JIOKyMeHTH aJpecyroThCcs YCTAaHOBi, ii CTPYKTYpPHHM Mifpo3aizaM abo KOHKPETHId
mocaoBiil 0co0i. Y pasi aapecyBaHHs TOKYMEHTa YCTaHOBI a0o i1 CTPYKTYpHHUM Miapo3aiiaMm 0e3
3a3HaYeHHS M0CAA0BOI 0COOM iX HaliMEHYBaHHS HABOJSATHCS Y HA3UBHOMY BiAMIHKY, HAITPUKIIA:

HarionansHe areHTCTBO 3 MUTaHb JCPKABHOI CITYKOH

SIKIIO TOKYMEHT HaJICHIIAE€THCS TI0CAIOBIH 0c001, HAWMEHYBaHHS YCTAaHOBU Ta ii CTPYKTYPHOTO
MiPO3IITYy HAaBOASATHCS y HA3WBHOMY BIMIHKY, a MOCaja i MPi3BUIIE aJpecara - y JaBaIbHOMY,
HaTIPUKJIIAI;

Jlep>xaBHa apxiBHa ciTyx0a
HauanpHuky QiHaHCOBO-€KOHOMIYHOTO YIIPABIIIHHS
Bnacue im’s [IPI3BULLE

VY pa3i KoIM JOKYMEHT aJpecyeThCsl KEpIBHMKOBI YCTaHOBM a0 HOro 3acTyNHHUKOBI,
HallMEHYBaHHS yCTAaHOBU BXOJWTH JIO0 CKJIaJly HalMEHYBaHHS IOCAJIU ajpecaTa, sIke HaBOAUTHCS Y
JaBAIbHOMY B1JIMIHKY, HAIPUKIIA:

I'onogi [lepkaBHOT MUTHOT CITY>KOU
Biacue im’s ITPI3BUIIE

SIKII0 TOKYMEHT aJpecyeTbcs KiUTbKOM OIHOPITHUM 32 XapaKTepoM MisUIbHOCTI yCTaHOBaM,
3a3HAYAETHLCS y3aralbHCHE HAHMEHYBAHHSI aJ[pecaTiB, HATPHUKIIA/T;

LlenTpansHuM 1ep>KaBHUM apXiBam

JIOKyMEHT He TOBMHEH MaTu Oulbllle 4OoTUpbOX ajpecariB. CnoBo “komis” mepen
HallMEHYBAaHHSM JPYTroro - 4eTBEPTOro aJpecaTiB HE CTaBUThHCA. Y pa3l HAJCUIIAHHS JIOKyMEHTa
OlJIbIIIe HIK YOTHMPHOM aJipecaTaM CKJIAJa€ThCs CHMCOK Ha PO3CUIKY 13 3a3HAYEHHSAM Ha KOKHOMY
JOKYMEHTI TUTBKU OJHOTO ajipecara.

PexBizuT “Anpecar’” moxke Birodatu aapecy. [lopsiiok 1 popma 3anucy BiIoMOCTeM PO ajipecy
yCTAaHOBM MOBMHHI BianoBijgatu IIpaBuiaaM HajaHHS HOCIYT HOIITOBOTO 3B’SI3KY, 3aTBEPKEHUM
nocranoBoro KaOinery MinictpiB Ykpainu Big 5 Oepesnst 2009 p. Ne 270 (OdiriiiHuil BiCHUK
VYkpainu, 2009 p., Ne 23, ct. 750). IloBHa ajpeca 3a3HauvaeTbes y pas3l HaJCHUIAHHA JOKYMEHTa
Pa30BUM KOPECIIOHIEHTaM, HallPUKJIIa/l:

MiHicTepCcTBO IOCTHUIIIT
ByI. ['opogenbkoro, Oya. 13, m. Kuis, 01001

VY pasi HajicuIaHHs JOKYMeHTa (pi3udHii 0co01 CrioyaTKy 3a3HA4a€eThCs Y JaBATbHOMY BIIMIHKY
BJIACHE 1M s Ta Mpi3BUIIIE, MTOTIM IOIITOBA aApeca, HAPUKIA;

Ounekcanapy I'oHuapyky
Byn. CypukoBa, 6yn. 3a, kB. 1, m. Kuis, 03178

VY pa3i HajCWIaHHS JOKYMEHTa OpraHaM 3aKOHOJaBUOi 1 BUKOHABUOI BJIQJH, TMOCTIHHUM
KOPECHOHACHTaM iX MOIITOBA aJipeca Ha JIOKYMEHTAaX He 3a3HAYa€ThCs.

VY pa3i Komu TOKYMEHT aipecyeThCsl KOHKPETHINH 0c00i1, y JMCTI HWKYe aTpuOyTa “ampecar”
MO>KE€ HaBOJUTUCH OCOOMCTE 3BEPTAHHS Y KIMYHOMY BiJIMIHKY:

[Tane (mani) Bracue iM’st

abo


https://zakon.rada.gov.ua/laws/show/270-2009-%D0%BF#n11

[MTane (mani) [IpizBumie

abo

[Tane (mani) mocama abo 3BaHHS
abo

[TanoBe

Hanpukian:

[Tane Omnekcito

[Tani IBanenko

[Tani mupexrop

[TaHe MONKOBHUKY

VY pasi HeoOxigHocTi nepea cioBoMm “Tlane”, “Tlani” abo “IlaHoBe” MOKe BUKOPHUCTOBYBATHUCS
cioBo “lllanoBuuii”, “IllanoBHa” a60 “lllaHOBHI” BIAOBIIHO, HATTPHKIIA/T;

[ITanosHa nani KoBanbceka.

{ITiopo3oin "Aopecam” pozoiny Il ¢ pedaxyii I[locmanosu KM Ne 375 6i0 17.04.2019}

I'pu¢ 3aTBepaKEeHHS JTOKYMEHTA

37. JlokyMeHT MoKe OyTH 3aTBEpPKEHUI pO3NOPSAIYUM IOKYMEHTOM YCTaHOBHU 200 Y BUIIAJIKaX,
BHU3HAUEHUX Y JOJATKY 2, MOCaA0BOI0 0CO00I0 (IT0CaA0BUMH 0CO0aMH), 10 TOBHOBAXKEHb SIKOT (SIKUX)
HaJIeKATh TUTAHHA, 3a3HA4YCHI Y TaKOMy IOKyMeHTi. HopMmaTHBHO-TIpaBOBI akTH (ITIOJIOKEHHS,
IHCTPYKIIi, TpaBuiia, TOPSAKU TOIIO) 3aTBEPAKYIOTHCS POMOPSAYUM JOKYMEHTOM YCTaHOBH, 11O
BHaJIa BIAIOBIIHANI aKT.

JIOKYMEHT, SIKMi HE € MPUMIPHUKOM a00 KOII€I0 IOKYMEHTa, CTBOPEHOT'0 B €1EKTPOHHIH hopmi,
MoOke OyTH 3aTBEep/KEHMH KOHKPETHOIO TI10CaJ0BOI0 0C00010. Y TakOMy BHIAAKy TIpud
3aTBepKeHHs ckianaeThess 13 cinoBa “3ATBEPJIKYIO”, HailimeHyBaHHS mocaau, IiJIKCY,
BJIACHOT'O IMEHI 1 Mpi3BHUIIIa 0co0H, sIKa 3aTBEpANIIa JOKYMEHT, 1aTH 3aTBepkeHHs. Hanpuknan:

3ATBEPJIXXYIO

MiHiCTp KyJIbTYpH

manuc Brmacue im’s [TPI3BUILE
12 6epesnst 2017 p.

VY pasi Kou TOKYMEHT 3aTBEPKYETHCS TIOCTAHOBOIO, PIIICHHSM, HAKa30M, PO3IMOPSIKEHHSIM,
rpu¢ 3arBepmkeHHsa ckianaerses i3 cnoa “3ATBEPJDKEHO”, Ha3Bu BUIY AOKYMEHTA, SIKUM
3aTBEPKYETHCS CTBOPEHUN JOKYMEHT, Y HA3UBHOMY BIAMIHKY 13 3a3HA4€HHSIM HOTO J1aTH 1 HOMepa.
Hanpukian:

3ATBEPJUKEHO

Haka3 MinictepcTBa ¢iHaHCiB

12 6epe3ns 2017 p. Ne 298

I'pud 3aTBepKEHHS PO3MILIYETHCS Y TPABOMY BEPXHbOMY KYTKY MEpILOi CTOPIHKH JOKYMEHTA.

VY pasi 3aTBepIKEHHS JIOKyMEHTa KIJIbKOMa IOCAJOBUMHU oco0amMu TrpudH 3aTBEpIAKEHHS
PO3TaIIOBYIOThCS HA OHOMY PiBHI.

{Ilynxm 37 i3 3minamu, enecenumu 32i0Ho 3 [locmarnogoro KM Ne 375 6i0 17.04.2019}
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Pe3zoaronis

38. Pe3omotist € 0CHOBHOIO (pOpMOIO peaitizallii ynpaBiiHCbKUX JOPYUYEHb y MUCHMOBIH opMmi,
o nepeadavyae MOCTaHOBKY KOHKPETHOTO 3aB/IaHHs, BA3HAUYCHHS HOTO MpeMeTa, METH, CTPOKY Ta
BIJIMOBIAAILHOT 32 BUKOHAHHSI OCOOH, 1110 BUKJIA/IEHA Y BUTIISA/I HAMTKCY HA JIOKYMEHTI.

Pesourortist Mmae Taki 000B’SI3KOB1 CKJIAJIOBI: TIPi3BHILE, BIIACHE 1M’s1 BAKOHABIISI (BUKOHABIIIB) Y
JaBaJIbHOMY BiIMIHKY, 3MICT IOPYYCHHS, CTPOK BUKOHAHHS, 0OCOOMCTHI MiANUC KEPIBHUKA, /1aTa.

HKH_[O AOPYHYCHHA HAAaHO KIJIbKOM mocaaoBuM 0C06aM, TOJIOBHUM BHUKOHABIEM ANOKYMCHTA €
3a3Ha4YCHa ICpIIor0 oco6a, SIK1H HaJJa€ThCA IIPAaBO CKIIMKATHU 1HIITHX BI/IKOHaBHiB.

CTBOpEeHHSI HEKOHKPETHHUX (“IPUCKOPUTH, “TIONINIIATH’, “aKTHBI3yBaTH’, “3BEPHYTH yBary’
TOII0) 32 3MICTOM PE30JIIOIIIN HE JOMYCKAETHCA.

Ha noxymeHTax i3 CTpoKaMu BUKOHAHHS, SIKi He TOTPEOYIOTh JOAaTKOBUX BKa3iBOK, Y PE3OJIFOLIT
3a3HaYar0ThCs BUKOHABELIb, I AMTUC aBTOpA PE30JIIOLi, 1aTa.

Pe3omoniss mpoctaBnsieThesi 0e3mocepeIHh0 Ha JOKYMEHTI HIDKYE PEeKBI3UTY ‘“‘Anpecatr”
rapaebHO 10 OCHOBHOTO TEKCTY. SIKIIO MiCIIst IJIsl pE30JTFOIIiT HeJIOCTATHRO, 11 MOYKHA TIPOCTABIIATH
Ha BUIBHOMY BiJl TEKCTY MICIIl Y BEpXHIii 4aCTHHI MEPIIOi CTOPIHKU JTOKYMEHTA 3 JHIILOBOTO OOKY,
aJie He Ha IOJTi JOKYMEHTA, IPU3HAYCHOMY IS TT1IITUBaAHHS.

KopoTtknuii 3micT 10KymMeHTa

39. 3aro0BOK 710 TeKCTY (KOPOTKHI 3MICT) JOKYMEHTA MOBUHEH MICTUTH CTUCIMMA BUKJIAJ CYTi
JIOKYMEHTA. 3aroJIoBOK JI0 TEKCTY JOKYMEHTa (KOPOTKHM 3MiCT), 00csT sikoro nepeBuirye 150 3HakiB
(W’ ATh PAAKIB), JO3BOJSETHCS MPOJIOBKYBATH 0 MeXIi IpaBoro nouid. Kpamnka B KiHII 3arojloBKa HE
CTaBUTHCSL.

3aronoBOK (KOPOTKHUH 3MiICT) BiIMOBIAA€ HA MUTAaHHSA “TIpo 1m10?”, “koro?”, “goro?”. Hampukian:
Haka3 (mpo mo?) Mpo HaJaHHS BIAMYCTKH; JUCT (MPO 10?) MPO OpraHi3aiiio Hapaau, TPOTOKOI
(uoro?) 3aciziaHHs aTecTaliiHOI KOMICIT; MocaaoBa IHCTPYKILisl (KOro?) TOJIOBHOIO CliewianicTa.

CymnpoBiJHi JIUCTH, JOTOBIHI Ta CIIY>KOOBI 3aIIUCKH JT03BOJISETHCS CKIIAJaTh 0€3 3arojioBKa.

{Tlynkm 39 6 peoaxyii [locmanosu KM Ne 375 6i0 17.04.2019}

BinmiTka npo KoOHTPOJIb

40. BinmiTKa Tpo KOHTPOJIb O3HAYAE, 10 JOKYMEHT B3SITO HA KOHTPOJIb JIJIsl 3a0€31MeUeHHsI HOTO
BUKOHAHHS B YCTAHOBJICHUH CTPOK.

BinMiTka npo KOHTpOJb poOUThCs HUIIXOM IpocTaBieHHs Jitepu “K” uum crnosa “Kontposnp”
(Biz pyku ab0 3 BUKOPUCTAHHSM IITaMIla) Ha JIIBOMY MOJI MepIIoi CTOPIHKK JOKYMEHTa Ha piBHI
3aroJIoBKa JI0 TEKCTY.

TekcT I0KyMeHTa

41. Tekcr AOKYMEHTa MICTUTH iH(pOpMalito, /Ui (PiKCyBaHHA AKOi HOoro cTBopeHo. IHpopmaris
B TEKCTI JIOKYMEHTA BUKJIQIA€ThCS CTHCIO, TPAMOTHO, 3pO3yMUIO Ta 00 €KTHUBHO. J[OKYMEHT He
MOBMHEH MICTUTH ITOBTOPIB, @ TAKOXK CJIB 1 3BOPOTIB, sIKI HE HECYTh 3MICTOBOI0 HaBaHTaxeHHs. [1in
yac CKJIaJaHHS JOKYMEHTIB BKUBA€THCS JUIOBUN CTHIIb, JUISL SIKOTO XapaKTepPHUN HEHTpadIbHUN TOH
BUKJIQJICHHS, 1030aBIeHUI 00pa3HOCTI Ta EMOLIIHHOCTI.

Texkcr nokyMeHTa OPOPMIISETHCS Y BUTIISAII CYIIIBHOTO 3B’ SI3HOTO TEKCTY, AaHKETH YW TaOJIHIl
a00 UIAXOM MO€AHAHHS LUX (popM.

CyuinbHui 3B’ I3HUN TEKCT TOKYMEHTa MICTUTh T'PAMaTHYHO 1 JIOTIYHO Y3TOKEHY 1H(POpMAaLito
po ympaBiHChKI mii. Taka ¢opMa BUKIAIEHHS TEKCTY JOKYMEHTa BHKOPHCTOBYETHCS ITiJI Yac
CKJIaJJaHHS MOJIOKEHb, OPSIIKIB, IPABUJII, PONOPAIUNX JOKYMEHTIB 1 JIUCTIB.


https://zakon.rada.gov.ua/laws/show/375-2019-%D0%BF#n199

Tekcr, sk MPaBUIIO, CKIIANAETHCA 3 BCTYIHOI, MOTUBYBAJIbHOI Ta 3aKJIIOYHOI 4acTUH. BerynHa
YacTHMHA MICTUTh TIJCTaBy, OOIPYHTYBaHHS a00 METy CKJIaJICHHS TOKYMEHTa, MOTHBYBaJbHA -
OOI'pyHTYBaHHS MO3MIII{ yCTAaHOBH, B 3aKJIIOUHIN - BUCHOBKH, ITPOMO3HULLii, pIIIIEHHS, IPOXaHHS.

TekcTu ckIaHUX 1 BETUKUX 32 00CSITOM TOKYMEHTIB (ITOJI0KEHHSI, TPaBHIIA, IHCTPYKIIi1, OTJISIH,
3BITH TOIO) MOJUISIOTHCS HA PO3ILIH, MIAPO3MIIN, MYyHKTH, MIANYHKTH, SKi HYMEPYIOTHCS 3a
JIOTIOMOTOI0 PUMCHKHX a0o apabcbkux nudp 0e3/3 kpamkorwo abdo TyKKor. AO3all MyHKTY Ta
MIMYHKTY TIOYMHAETHCSA 3 BIACTYITY BiJl JIIBOTO TOJIS CTOPiHKM 0e3 Oynb-sKkoi mo3Hadku (aedic,
Kpanka tomo). KoxHa CTpyKTypHa OAMHHUIL HOPMAaTHBHO-IIPABOBOIO akTa (KpiMm ab3airy)
BiJIOKPEMITOETHCST BiJl TIONEPEAHBOI MPOIYCKOM psijKa. BU3HAa4YeHHS TEpMiHIB y HOPMAaTHUBHO-
MIPaBOBOMY aKTi HAaBOJSATHCS B al(paBiTHOMY MOPSJIKY 1 B HA3UBHOMY BiJIMIHKY.

{Ab3ay n'smuti nynkmy 41 i3 3minamu, eénecenumu 32iono 3 Ilocmanosoro KM Ne 119 6io
19.02.2020}

42. ®opma aHKETH BHKOPUCTOBYETHCS y pa3l BUKIAACHHA y HMUPpoOBOMY ab0 CIOBECHOMY
BUTJISAI iHGOpMAIIii PO OAKH 00’ €KT 3a MEBHUM 00csTroM o3Hak. [TocTiliHOIO 1H(DOpMAaIli€ro B aHKETI
€ y3araJbHCHI HAMMEHYBaHHS O3HAK, 33 SKUMH IPOBOJIUTHCS OMHC 00’ €KTa, a 3MIHHOIO - KOHKPETHI
XapaKTEPUCTHKH.

43. Tabnwuna ¢opMa JOKYMEHTa BUKOPHCTOBYETHCS y pa3i BUKIAJCHHS Yy IUPPOBOMY abo
CIIOBECHOMY BUIJISII 1H(OpMAIll Mpo Kinbka 00’€KTIB 3a PsiIoOM O3HAK. 3arojioBKU rpad Tabmuii
MUIIYTBCS 3 BEJIWKOI JITEPH, MiJ3aroJoBKA - 3 Maiyoi Jyitepu. Kpamku B KiHII 3arojioBKiB i
M1J13ar0JIOBKIB rpad) HE CTaBIATHCS. 3arojOBKH 1 MiJ3aroyIoBKU rpad Ta psAKiB TaOJMIll MOBUHHI
OyTH BHKJIQJICHI IMEHHHKOM y Ha3MBHOMY BiJIMiHKY OJHUHH. Y 3aroJIOBKax 1 IMiJ3aroioBKax psKiB
1 rpad TabaMI BKUBAIOTHCS JUIIE 3arajJbHONPHUIHATI YMOBHI MMO3HAYEHHS 1 ckopouyeHHs. ['padu
TaOMUI, SIKI PO3MINIYIOTBCS Ha KUTBKOX CTOpPIHKaxX, HyMmMepylooTbcs. Ha apyriii Ta HacTymHHX
CTOpIHKax TaOJUIll 3a3HAYarOThCs HOMEpHU rpad, a TaKokK y BEpXHbOMY IMPABOMY KYTKY - CJIOBa
“IIpomoBxkeHHs J0AaTKa”.

BinmiTku npo HasiBHiCTh 101aTKIB

44. JlogaTku 10 TOKYMEHTIB, KpPiM JOJATKIB JI0 CYMPOBIIHUX JIMCTIB, CKJIAJAIOTHCS 3 METOIO
JIOTIOBHEHHSI, MIOSICHEHHST OKPEMUX IMUTaHb a00 JIOKYMEHTA B IIJIOMY.

45. JlonaTku 10 JOKYMEHTIB MOKYTb OYTH TaKUX BU/IIB!

JOJAaTKH, W10 3aTBEPIKYIOTCS DPO3MOPAAUYUMH JOKYMEHTaMHU (TIOJIOKEHHs, 1HCTPYKIIII,
MpaBWJIa, OPSAKU TOIIO);

JA0JaTKH, 10 AOIMMOBHIOKOTH Ta/a00 MOSICHIOIOTH 3MICT OCHOBHOT'O HOKYMCHTA,
A0JaTKH, 110 HaAACHUJIAOTbCs i3 CYHpOBiI[HI/IM JIUCTOM.

VY TekcTi OCHOBHOTO JOKYMEHTa POOWUTHCS Taka BiJAMITKAa TPO HASBHICTh JOJMATKIB: “IIO0
JnomaeTbes”’, “3rigHo 3 pomatkom”, “(momaTok 1), “BiamoBigHO A0 momatka 2” abo “(auB. 1oAaTOK
3)”.

46. lomatku oGOpMIIOIOTHCA, SIK IMPAaBUJIO, HA CTaHIApTHUX apKymax mamepy. Ha apyriii 1
HACTYIIHINA CTOpPIHKaX J10/JaTKa poOuThes Taka BiaMmiTka: “TIpomoBxkenHs gogatka”, “IlpogoBskeHHs
monartka 1”.

Ha nonmaTtkax m0 mosioKeHb, MPaBWIl, IHCTPYKIIH TOIO MPOCTABISETHCS BIIMITKA Y BEPXHBOMY
MPaBOMY KYTi TIEpIIoi CTOPIHKH JIOJATKa, sKa BKIIOYAE HOMEpP JO0JaTKa, 3aroJIOBOK HOPMATHBHO-
MPABOBOTO aKTa Ta MOCWJIAHHS Ha BIAMNOBIAHY CTPYKTYpHY OJWHUINO. Y pa3l JOMOBHEHHS
HOPMAaTHUBHO-TIPABOBOTO aKTa, SIKUM MIJISATAE JIepKaBHIM PEECTpallii, HOBOI CTPYKTYPHOIO
OJIMHUIICIO 3 TMOCHJIAHHSM Ha JIOJIATOK a00 BHKIIOUEHHS 3 TEKCTY HOPMAaTHBHO-TIPABOBOTO aKTa
CTPYKTYPHOI OJIMHHII, sIKAa MICTUTh TOCHJIAHHS Ha JIOAATOK, HyMepallis IOJaTKiB Ta BIIMOBIIHI
MOCHJIAHHS HA HUX Y TEKCTI HOPMATHBHO-TIPABOBOTO aKTa 3MiHIOIOThCSI.


https://zakon.rada.gov.ua/laws/show/119-2020-%D0%BF#n18
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{Tlynkm 46 oonosneno nHosum abzayom 32iono 3 Ilocmanosorwo KM Ne 375 sio 17.04.2019; i3
3minamu, enecerumu 32i0no 3 IHocmanosorw KM Ne 119 gio 19.02.2020%

CTOopiHKM KOXKHOTO J0JaTKa MalTh CBOK HyMepaliro. Y KIHII TiJ TEKCTOM J0jJaTKa
MIPOCTABISIETHCS PUCKA, 110 CBIIYUTH MPO HOTO 3aKiHUCHHS.

{IIynkm 46 0oonosneno nosum abzayom 32iono 3 Illocmarnosoro KM Ne 375 6io 17.04.2019}

VY pa3i HagBHOCTI KiJbKOX MOJATKIB Ha HHUX 3a3HAYAIOTHCS MOPSIKOBI HOMEpH, HANPHKIA:
nonatok 1, momartok 2. 3uak “Ne” mepes unpoBUM MO3HAYEHHSM HE CTABUTHCS.

VYci 1oaTKH 10 JOKYMEHTIB Bi3YIOThCS ITPALIiBHUKOM, SIKUI CTBOPUB IOKYMEHT, Ta KEPIBHUKOM
CTPYKTYPHOTO MiJPO3ALTY, B IKOMY HOTO CTBOPEHO.

VY KiHIi i TEKCTOM J0/JaTKa HOPMAaTHBHO-TIPABOBOTO XapakTepy (TOJIOKEHHS, 1HCTPYKIIi,
NpaBUja, MOPSIKY TOIIO), SIKAH 3aTBEP/UKYETHCS PO3MOPSIYMM JTOKYMEHTOM, IMPOCTABISETHCS
pHUCKa, MO CBITYUTH MPO HOro 3akiHUEHHs, ab0 MIANUC KEpPiBHUKA CTPYKTYPHOTO IMiIPO3JILITY
YCTaHOBH.

{A63ay wocmuit nynkmy 46 6 pedaxyii [locmanosu KM Ne 750 6io 28.06.2024}

V pasi KoM 101aTKN HAJACUIIAIOTHCS 13 CYIPOBITHUM JIMCTOM, BiIMITKA ITPO HASBHICTH JOAATKIB
PO3MIIIYETHCS MICIS TEKCTY JIUCTA MEPEe MiANNCOM.

SIKII0 TOKYMEHT Ma€ JI01aTOK, IOBHE HAMEHYBAaHHSI IKOT'O HABOJAUTHCS B HOTO TEKCTI, BIIMITKA
PO HASIBHICTH I[LOTO J10JIaTKa O(POPMITIOETHCS 32 TAKOKO (POPMOIO:

{A63ay eocvmuti nynkmy 46 i3 3sminamu, gHeceHumu 32i0Ho 3 [locmanosoro KM Ne 375 6i0

17.04.2019}

JonaTok: Ha 7 apk. y 2 npum.

SIKIIO JOKYMEHT Ma€ JOAATKM, MOBHE HaMEHYBAaHHS SKUX y TEKCTI HE HABOJIUTHCS, iX
HEOOX1HO MEePeNYUTH MICIs TEeKCTY 13 3a3HAYEHHSAM KUIBKOCTI CTOPIHOK Y KO)KHOMY JI0/IaTKy Ta
KUTBKOCTI iX MPUMIPHUKIB, HATPUKIIA:

Jonarku: 1. JIoBiaka Mpo BUKOHAHHS IJIaHY PO3BAaHTAXKYBaJIbHUX pOOIT 3a |
kBaptan 2017 p. Ha 5 apk. B 1 mpum.

2. I'padix pemonTHUX poOiT Ha I kBapTan 2010 p. Ha 3 apk. B 1 mpum.

SIKI10 10 TOKYMEHTA A0JAE€ThCS 1HIIUN JOKYMEHT, SKUI Ma€ T0JIaTKU, BIAMITKY PO HasIBHICTh
nonatka opopMIISIIOTH 3a Takoio (hopmoro:

{Tlynkm 46 donosneno absayom 32i0no 3 [locmanosoro KM Ne 375 6io 17.04.2019}

Honarok: nmuct YkpaepxkapxiBy Bia 20 Bepecus 2018 p.
{Tlynkm 46 0donosneno absayom 32i0no 3 [locmanosoro KM Ne 375 6io 17.04.2019}

Ne 595/04-12 1 nogaTok 10 HLOTO,
{TIynkm 46 oonosneno absayom 32iono 3 [locmanosoio KM Ne 375 6io 17.04.2019}

Bcboro Ha 20 apk. B 1 mpum.

{Tlynkm 46 0donosneno absayom 32i0no 3 [locmanosoro KM Ne 375 6io 17.04.2019}

47.Y pa3i KoM TOKYMEHT MICTUTb OUTBIIIE JECATH TOAATKIB, CKJIAJAETHCS OIKC 13 3a3HaYCHHSIM
y TOKYMEHTI TaKO1 BIMITKHU:
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JlogaTok: 3riHO 3 OIMMCOM Ha 3 apkK.

SIKII0 TOAAaTOK HANICUIIAETHCS HE 32 BCiMa 3a3HAUYEHUMH B JOKYMEHTI aJpecamu, BiIMITKa PO
HasSBHICTh JOKyMEHTa 0()OPMITIOETHCS 332 TaKOI0 (hOPMOIO:

Jonarok: Ha 5 apk. y 2 npuM. Ha NEpILy aapecy.
Mignuc

48. [TocamoBi 0COOH IMTiIMUCYIOTh JOKYMEHTH B ME€)KaX CBOIX IIOBHOBAXXCHbD, BA3HAYCHHUX aKTaMU
3aKOHOABCTBA, IHIIUMH HOPMATUBHO-IIPABOBUMH aKTaMH BIJOBIIHO J0 [HCTPYKIIIT 3 TiT0BOACTBA
B C€JCKTPOHHIN (opMi Ta IHCTPYKINi 3 JITOBOJCTBA yCTaHOBH. [lOpsSaoK miaAmMMcaHHs JTOKYMEHTIB
IHIIMMU 0co0amMHu y pa3i BIZICYTHOCTI KEepiBHUKA YCTAaHOBHU Ta MOCAJOBUX OCi0, SKi yITOBHOBaXEHI iX
IIITMCYBATH, BABHAYAETHCS HaKa30M (PO3MOPSKSHHSIM ) KEpIBHHKA YCTAaHOBH.

49. Tlignuc ckIaiaeTbes 3 HAMMEHYBAaHHS TIOCaIM 0cO0H, sIKa IMiITUCY€E JOKYMEHT (ITOBHOTO - Y
pasi, KoJM JOKYMEHT HaJIpyKOBaHWW HE Ha OJaHKY, CKOPOYEHOTO - Yy pa3i, KOJU JTOKYMEHT
HaJPYKOBaHMI HA OJIaHKY), OCOOMCTOrO MiAMUCY, BIACHOTO IMEHI 1 Mpi3BUILA, HAPUKIIAM:

MinicTp diHaHCIB T1ITHC Bnacue im’s [TPI3BUILIE
abo
Minictp T ITHC Bnacue im’s [TPI3BUIIE

50. YV pa3i HajacuiaHHA AOKYMEHTa y MamnepoBiii ¢opMi OJHOYACHO KIIBKOM YyCTaHOBaM
IITUCYETHCS TUTBKU OPUTIHAJ, SIKAW 3aJIUIIAETHCS y CIIPaBl yCTAHOBH - aBTOPA TAKOTO JOKYMEHTA,
a Ha MiCL PO3CHJIAIOTHCS 3aCBITYEHI CITY»KOOK0 IJTOBOACTBA MOTO KOMii.

51. JlokyMeHTH MiANUCYIOThCS, SIK MPABUIIO, OJIHIEI0 MOCAI0BOIO 0c00010, a Y pasi, KOJIU 32 3MICT
JOKYMEHTa HECYTh BiAMOBIAAaIBHICTD KiJIbKa 0ci0 (akTH, (hiHAHCOBI JOKYMEHTH TOIIO), - BOMA 200
Oinb1e mocagoBuMu ocodamu. [Ipu 1iboMy TiAMMCH MOCAAOBUX OCI0 PO3MIIIYIOThCS OAMH i1 OJHUM
BIJIOBIAHO J0 MIANOPsAKOBaHOCTI oc16. Hanpuknan:

Jupexrop TIIHUC Bnacne im’s [IPI3BUILIE

[NonoBHuii Oyxranrep T JIITHC Bnacue im’sa [TPI3BUIIE

52. 'V pasi mignucaHHs CIUIBHOTO JOKYMEHTa KIUJTbKOMa 0co0amu, SIKi 3aiiMaloTh OJIHAKOBI
mocajay, iX MIAIUCH PO3MIIIYIOTBCS Ha OJHOMY pIBHI 1 CKpPIIUIIOIOTBCS ME€YaTKaMHU YCTaHOB,
HaIPUKIAL:

MiHicTp rocTHLii Minictp ¢iHaHCiB
TIITHC Bnacue im’s ITPI3BUIIE T JIITHC Bnacue im’s ITPI3BUIIE
BIIOMTOK repOoBOi MeYaTKu BIIOMTOK repOOBOi MeYaTKu

JIOKYMEHTH KOJIETIaJIbHUX OpraHiB MiJMHCYIOTh TOJIOBA KOJIET1aJbHOIO OpraHy 1 CeKpeTtap,
HaIMPUKIAL;

INonmora komicii TTIITHC Bnacue im’s [TPI3BUIIE

CexkpeTtap komicii TTIITHC Bnacue im’s [TPI3BUIIE

53. V pasi BiICYyTHOCTI TTOCaI0BOi 0coOU, HalMEHYBaHHS MOCA U, MIPI3BUIIE, BIACHE 1M S SKOT
3a3HAQUYE€HO Ha MPOEKTI JOKYMEHTa, HWOro Migmucye ocola, L0 BUKOHYe i 00O0B’sa3kH, abo ii
3aCTYMHHK. Y TakoMmy pasi 000B’S3KOBO 3a3HAYAIOThCS (PaKTUYHA T0Caja, BIACHE iM’s 1 MPi3BHILE
oco0wu, siKa Mmianucana JOKyMEHT, TIPU [IbOMY BUTIPABIEHHS BHOCUTh PYKOITMCHUM CITIOCOOOM 0co0a,
sKa MIMUCye TOKyMeHT. He momyckaeTbes M Yac miANUCaHHs JOKYMEHTA CTaBUTU MPUIMEHHUK
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“3a” yn MpaBOOIUHY MOXMITY PUCKY IIepe]] HAHMEHYBaHHIM NOCaaAu. Y pasi 3aMillleHHsI KepIBHUKA 3a
Haka3oM (pO3MOpPsHKEHHSIM) 10 HaWMEHYBaHHsI IOCaIU J0al0ThCsl CUMBOIH “B. 0.”.

54. ®akcuMiIbHE BIATBOPEHHS IMIAMKCY TI0CAI0BOT 0COOM HA JOKYMEHTAaX HE JIOMYCKAEThCSI.

55. Y pasi CTBOpPEHHsI yCTAaHOBOIO JIOKyMEHTa y MamepoBiil (opmi 3a HAIBHOCTI Ui I[bOTO
OOIpYHTOBaHMX IMIJACTaB A iX MOJANBIIOTO HAJICUJIAHHS YCTaHOBAM CIY>KOOI0 [iJIOBOJCTBA
CTBOPIOETHCS B YCTAHOBJICHOMY IMOPSIIKY €ICKTPOHHA KOIIisl MarepoBOro OPUTIHATY BiIMOBIIHOTO
JOKYMEHTa, fKa HaJCHIIA€ThCS ajJpecaTaM uepe3 CHCTEMYy eJEeKTPOHHOI B3aeMOIl OpraHiB
BUKOHABYO1 BJIAIH.

Bi3u Ta rpu¢ noroaskeHHs I JOKYMEHTIB, 1110 CTBOPIOIOTHCA Y Naneposii ¢gopmi

56. IloromkeHHs TOKYMEHTA y pa3i MoTpeOu MOKEe 31MCHIOBATHCS SIK B YCTaHOBI (BHYTPIIIIHE),
TaK i 3a i1 Me)XaMu 1HIIUMH 3aIHTEPECOBAHUMH YCTAHOBAMH (30BHIILIHE).

57. BHyTpilIHE NOTO/PKEHHS JOKyMEHTa O(OPMIIIOETHCS IIJISIXOM IMPOCTAaBISHHS Bi3u. Biza
BKJIIOUa€ 0COOMCTHUH MiANHUC, BIACHE iM’s 1 pi3BHILE 0cOOU, sIKa Bi3y€ TIOKYMEHT, AaTy Bi3yBaHHA 13
3a3HAYCHHSM Yy pa3i moTpeOun HaiMEHYBaHHSI IIOCA/IH 111€1 0COOM.

58. Biza mpocTaBisieTbes Ha JIUILOBOMY ab0 B pasi, KOJIH MICIS Ha IMIOBOMY OOIli OCTaHHBOTO
apKylia HEJIOCTaTHhO, HAa 3BOPOTHOMY OOIIl OCTaHHBOTO apKylia MPOEKTy IOKyMeHTa. Bi3um
MPOCTABIISIIOTHCSL HA TMANEPOBUX MPUMIPHUKAX TOKYMEHTIB, IO CTBOPIOIOTHCSA y pa3i HasBHOCTI
MiJCTaB, SIKi BU3HAIOTHCS OOTPYHTOBAHUMHM JUI CTBOPEHHS YCTaHOBOIO JOKYMEHTIB Yy TarepoBii
(dbopMi, Ta 3IUIIAIOTHCS B YCTAHOBI.

59. 3ayBaykeHHSI 1 IPOIO3MIIIT 1O MTPOEKTY TOKYMEHTA BUKJIAIAIOTHCS HA OKPEMOMY apKyIIIi, Ipo
10 Ha MPOEKTI pOOUTHCS BiAMOBIAHA BIAMITKA:

HavanbHuk 3araabHOTO0 BiAILTY

Jara TT1JITTHAC Bnacue im’s [TPI3BUIILE

3ayBaX€HHS 1 MPOITO3HUIIIi JOTAIOTHCS.

60. [Topsinok BizyBaHHSI BUBHAUAETHCA B IHCTPYKIIIT 3 JINTIOBOJICTBA B €JIEKTPOHHIN opMi.

61. 3a 3MiCT TOKyMEHTAa, SIKUH BI3yeThCs KUJIbKOMa 0cO0aMH, Taki 0COOHM BiAMOBIIAIOTH 3T1IHO 3
KOMIIETEHIIEIO.

62. 30BHIIIHE TIOTOJUKEHHSI TPOEKTIB JIOKYMEHTIB, CTBOPEHMX Yy HamnepoBiidi dopwmi,
oopMIISIEThCS NMUISXOM MPOCTaBJICHHS HAa HUX Tpuda MOTOMKEHHS, KU BKIOYae B ce0e CIOBO
“TIIOI'OIKEHO”, maiiMeHyBaHHsI TI0caJd OCOOM Ta YCTAaHOBH, 3 SKOK IMOTOKYETHCA TMPOEKT
JIOKYMEHTa, 0COOMCTUI MiAMKC MOCa0BOI 0COOH, CKPITIIEHUH repOoBOI0 MEYaTKOI0, BIACHE 1M 4,
Mpi3BHUILE 1 1aTy a00 Ha3BY JAOKYMEHTa, 110 MIATBEPKYE MOTOJKEHHsI, HOT0 1aTy 1 Homep (1HAEKC),
HaMPUKITA;

I[NHOI'OJIXKEHO

MiHicTp rocTuiii

T IITNC Bnacue im’s TTPI3BUIIE
Hara

I[NHOI'OJIXKEHO

[TpoTokon 3acimanns

LlenTpasibHOi eKCIIepTHO-IIEPEBIPHOT
KoMicii YKpaep:kapxiBy

Jara Ne
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{Tlynxm 62 i3 3minamu, enecenumu 32i0no 3 [locmarnogoro KM Ne 375 6i0 17.04.2019}

63. I'pud nmoromkeHHs CTaBUThCS HIDKYE IMIANICY Ha OCTaHHIM CTOPIHIII MPOEKTY TOKYMEHTA.

64. Y pa3i Koiu 3MiCT TIOKYMEHTa CTOCY€EThCS OUIBIIE HI’K TPhOX YCTAHOB, CKJIQJIAETHCS apKyII
MOTOKEHHS, IIPO 1110 pOOUTHCS BIAMITKA Y TOKYMEHTI Ha Miclli Tpuda MoroKeHHS, HAPHKIA;

ApKylI OTOJIKEHHS 10AAE€THCS.

65. ApkyImn nmoro/pKeHHsI 0QOPMITIOETHCS HA JTUIILOBOMY Ta Yy pa3i MoTpedu 3BOPOTHOMY OOITI
OJTHOT'O apKyIlla 3a TaKOI0 (OPMOIO:

APKYUI ITOI'ODKEHHA

HasBa npoekty nokymeHTa

HaiimenyBanHs mocaau H1IIIUC Bnacue im’s ITIPI3BUILLE

Jara

66. 30BHIIIIHE TTOTO/KEHHS Y pa3i MOTpeOu, BU3HAYCHOI 3aKOHO/IaBCTBOM, 3/IIHCHIOETHCS B TaKil
MIOCIITOBHOCTI: YCTAHOBH OJIHAKOBOTO PiBHS Ta 1HINI YCTAaHOBH; IPOMAJIChK1 OpraHizailii; opraiw, siki
3IIACHIOIOTH JepKaBHUN KOHTPOJIb B MEBHIH cepi; ycTaHOBH BUIIOTO PiBHSI.

CTpok MiX JaTOI 30BHINIHBOTO TMOTOJDKEHHS MPOEKTY HOPMATHBHO-TPABOBOTO aKTa, SKHUU
mijyIsarae JAep KaBHIA peecTparllii, 1 JaTo MPUHHATTSA TAKOTO aKTa HE TIOBUHEH MepeBHIyBaTtH 60
JIHIB.

{Ilynkm 66 po3oiny Il donosneno abzayom 32iono 3 I[locmanosoro KM Ne 799 eio 09.09.2020}

BigouTok nmeuarku

67. Ha noxymeHTax, 1110 3aCBIUYIOTh IIpaBa rPOMAIsH 1 FOPUIMYHUX 0C10, Ha SIKUX (PIKCyeThCS
(akT BUTpauaHHs KOIITIB 1 MPOBEJACHHS ONepalliid 3 MaTepiaJTbHUMU LIIHHOCTSIMH, IiITUC TOCa0BOT
(B1AMOBIIaIbHOT) 0COOU CKPIILIIOETHCSI TepOOBOIO NMEYATKOK YCTAHOBH.

[lepenik 1HIIMX TOKYMEHTIB, MIJMNUCH Ha SKUX HEOOX1JHO CKPIIUIIOBATH repOOBOIO MEYaTKOI0,
BHU3HAYA€ThCSl YCTAHOBOK Ha IIJICTaBl HOPMATHUBHO-IIPABOBUX AaKTIB Ta MPUMIPHOTO MNEPENiKy
JOKYMEHTIB, IiITHCH Ha SIKMX CKPITUTIOIOTHCS TepOOBOIO MEYATKO (101aTOK 3).

68. BinOuTok meyaTtku, Ha fAKiil 3a3HaUeHO HAWMEHYBaHHS YCTaHOBH ab0 Ti CTPYKTYpHOTO
nigpo3auty (0e3 300paxkeHHs repba) y pa3i MOTpeOM CTaBUTHCS HA KOIIAX JOKYMEHTIB Ta Ha
PO3MHOKEHUX MPUMIPHUKAX PO3MOPSIYNX JOKYMEHTIB.

BinOutok medyaTkd CTaBUTHCA TaKMM YMHOM, 100 BIH OXOIUTIOBAB OCTaHHI KiJbKa JITEp
HallMEHYBaHHS MOCaIX 0coOHU, sKa MiAmucana JOKyMEHT, alle He MiJMUC MocagoBoi ocodu, abo Ha
OKPEMO BUIUICHOMY JIJIsI IIBOT'O MICIT 3 BiaMiTKOIO “MIT”.

69. Haka3om (po3nopsiiskeHHsIM) KepiBHUKA YCTAaHOBH BU3HAYAETHCS MOPSIIOK BUKOPUCTAHHS,
Miciie 30epiranHs repOOBOi MMeYaTKy 1 1MocajgoBa 0coba, BiANOBIJalbHA 32 ii 30epiraHHs, a TaKoX
nepesnik ocid, MiAMUCH SKUX CKPIIUTIOIOTHCS TepO0BOIO MEUaTKOLO.

BinmiTka npo 3acBiiueHHs nanepoBuX KOMiii IOKyMeHTIB

70. YcraHOBa MOXKE 3aCBiIYYBaTH KOMII JIMIIE THX JOKYMEHTIB, III0 CTBOPIOIOTHCS B Hil, KpiM
BUITIAJIKIB CTBOPEHHS NANepoBUX KOMil eeKTPOHHUX JOKYMEHTIB, 1110 HaIHIIIK 10 YCTaHOBU Yepe3
CHCTEMY €JIeKTPOHHOT B3a€MO/Ii1 OpraHiB BUKOHABYOI Biaau (aji - cucTeMa B3a€EMOJIIT), a TAaKOX Y
BUTIAQ/IKAX, MEPEeI0AYCHUX IIUM ITYHKTOM.

VY pasi miaroToBKU JOKYMEHTIB JJIsl HAIaHHSI OpraHaM CyJI0BOi BIIAJH i/l 4ac BUPIIIICHHS TUTaHb
010 IPUUHSATTS TPOMAJITH Ha pOOOTY, HABYAHHS, 3aCBITYCHHS X TPYJAOBHX, )KATIOBHX Ta 1HIIUX
IIPaB y B3a€EMOBIIHOCHHAX 3 YCTaHOBOIO, a TAKOX ITiJ1 yac (OpMyBaHHS 0COOOBUX CIIpaB MPAIliBHUKIB


https://zakon.rada.gov.ua/laws/show/375-2019-%D0%BF#n214
https://zakon.rada.gov.ua/laws/show/799-2020-%D0%BF#n11
https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n1173

yCTaHOBA MO’K€ BUTOTOBJISTH KOIIii JOKYMEHTIB, BUJJAHUX 1HIIUMH YCTaHOBaMHM (KOl JAMUILIOMIB,
CBIJIOIITB TIPO OJICP>KaHHS OCBITH TOIIIO).

BigmiTka “Kormis’” mpocTaBisieThCsl y BEPXHBOMY ITPAaBOMY KYTKY TIEPIIIOi CTOPIHKH MariepoBOTo
JIOKYMEHTA.

{Ab3ay uemeepmuii nynxmy 70 eukioueno Ha niocmasi Ilocmanoeu KM Ne 1269 6io
16.12.2020}

71. Hamic mpo 3acBiUEHHS MAepoOBOi KOIii JTOKyMEHTa y TManepoBiii (JopMi CKIIaTaeThes i3
cmiB “3rigHo 3 OopuTiHAIOM”, HAMEHYBaHHS TOCaJHd, OCOOMCTOrO MIAIMUCY OCOOH, sIKa 3acBIIUY€
KOIIiI0, BIIACHOTO IMEHI Ta Mpi3BHILA, JaTH 3aCBIAYCHHS KOIIii Ta MPOCTABISETHCS HUKUE PEKBIZUTY
nokymenTa “Tlignuc”, HanpukIaa;:

3riiHO 3 OPHUTIHAIOM

[IpoBigHuii crieriamicTt IT1ITIC Brnacue im’s [TPI3BULIE
BiJUIUTY OpraHi3aiii AiI0BOACTBA

Jlata

VY BuUmajgkax HaJCUJIAHHA KOMNIM JIOKYMEHTIB uepe3 CUCTEMY EJIeKTPOHHOI B3a€MO/II,
HA/ICWJIaHHS KOMiil JOKYMEHTIB KUIBKOM ajapecaTaM (pO3CHIIKA), IHIIMX BUIAJAKaxX, MepeadadeHux
IHCTPYKIIEIO 3 JIIJIOBOJCTBA YCTAHOBH, 3aCBIAUEHHS IMAalepOBHUX KO JOKyMEHTa y MamnepoBiit
(dbopmi 3a1HCHIOIOTH 3TiIHO 3 BUMOTamMu [HCTpYKIIii 3 A1IIOBOJCTBA B €IEKTPOHHIH (hopmi.

{Ilynkm 71 6 peoaxyii I[locmanosu KM Ne 375 6io 17.04.2019}

72. Hamuc mpo 3acBITYEHHS MMariepoBOi KOMIi CKPITUTFOETHCS TIEYAaTKOKO 13 3a3HAYCHHIM Ha Hil
HallMEHYBaHHs BIAMOBIAHOI ycTaHOBU (0e3 300paxkeHHs repOa) ado MEeYaTKow CTPYKTYPHOTO
niapo3ainy (cayxOu AiI0BOACTBA, CIyXOU KaapiB, OyXraiaTepii TOII0) YCTaHOBH.

73. Ha xomisix TOKYMEHTIB Yy MarnepoBiit (hopMi, 00 IKHX 311HCHIOETbCS BUIMKa, 3a3HAYAETHCS
HallMEHYBaHHS TI0Ccaiid 0coOM, sKa 3aCBiAUMIIA KOIIO, il 0COOMCTHI MIAMKC, aTa 3aCBIAYCHHS Ta
BiJIOMTOK MEYaTKHU CIY>KOU I1TOBOJCTBA, HAIPUKIAL;

3riZIHO 3 OPUTIHAIOM

[TpoBigHuii cienianicT BiAaLTy miamnuc Bnacue im’s [IPI3BULLE

BiTOMTOK MEYATKHU CIY>KOU I1TOBOJICTBA

JlaTa

{Ilynkm 73 6 peoaxyii I[locmanosu KM Ne 375 e6io 17.04.2019}

74. Ha xomisix BUXITHUX JOKYMEHTIB, L0 3aJIUIIAIOTHCS y CIpaBax YCTAHOBH, MOBHUHHI OyTH
Bi3W MOCAOBUX OCi0, 3 SKMMH BOHHU IMOTOJKEHI, BIAMOBIAHO O BUMOT IHCTPYKIIi 3 J1IOBO/ICTBA
YCTaHOBH.

{Ilynxm 74 6 peoaxyii Ilocmanosu KM Ne 375 6io 17.04.2019}

75. Komist noKkyMeHTa MOBUHHA BiAMNOBIAATH OPUTiHATY.
BinmiTku npo cTBOpeHHs1, BAUKOHAHHS JOKYMEHTAa

76. BnacHe iM’s1 Ta TIPi3BHIIE MTPAIliBHUKA, SIKU CTBOPUB JOKYMEHT, 1 HOMEp HOTr0 CIIy>k00BOTO
Tesie()OHY 3a3HAYAIOTHCS B HKHHOMY JIIBOMY KYTKY OCTaHHBOI CTOPIHKH HarepoBOTO JOKYMEHTa,
SENIREN


https://zakon.rada.gov.ua/laws/show/1269-2020-%D0%BF#n22
https://zakon.rada.gov.ua/laws/show/1269-2020-%D0%BF#n22
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https://zakon.rada.gov.ua/laws/show/375-2019-%D0%BF#n219

Onena Iletpenko 256 23 29

77. Ilicns 3aBepiIeHHs poOOTH 3 TOKYMEHTOM IPOCTABIISIETHCS BIAMITKA PO HOTO BUKOHAHHSL.
BigmiTka mpo BUKOHAaHHS JOKYMEHTa CBITYUTH IPO Te, 110 POOOTY HAJ JOKYMEHTOM 3aBEPLICHO i
HOro MO>XKHa JIOJTYYUTH IO CHpaBu. BigmiTka mMoxke MicTHUTH cioBa “Jlo cnpaBu’”, HOMEp CIpaBH,
NOCWJIAHHA Ha JaTy 1 peecTpallifHuil iHAEKC JOKYMEHTa, SKHH 3acBiJuye HOTO BHUKOHAHHS,
HailMEeHyBaHHS TOCaaW, MIAMHC 1 Aary. SIKII0 MOKyMeHT He moTpe0ye MHUChMOBOI BiAMOBII,
3a3HAYaI0THCSI KOPOTKi BIZIOMOCTI PO BUKOHAHHS. [iAnuc 1 1aTy BIAMITKH MPOCTABIISIE TIPAIlIBHUK,
KU CTBOPHB JIOKYMEHT, a00 KEpIBHUK CTPYKTYpPHOTO MiApO3ALTy. 3a3HAa4eHUH pPEKBI3UT
MPOCTABIISIETHCS Bl PyKH y JTIBOMY KYTKY HIPKHBOTO ITOJIS TEPIIOT CTOPIHKH, HAITPUKIA;

o cripaBu Ne 03-10 o cripaBu Ne 05-19

AbGo

Jlucr-Bignosins Big 20.05.2011 [MuTaHHs BUPIMICHO TO3UTUBHO ITiJT 9ac
TeneoHHOT pO3MOBHU

Ne 03-10/01/802
04.03.2011

mocajga | IAINAC Bnacue im’s [IPI3BBUIIE | mocama | mignuc | Bmacue im’s [IPI3BUIIE

21.05.2011 05.03.2011

78. BigmiTka po HaIXOPKEHHSI TAalepoOBOTO JOKYMEHTA JI0 YCTAHOBH IPOCTABIISIETHCS BiJl PYKH
a0o0 3a JIONOMOTOK0 HITaMIla, ABTOMATUYHOIO HyMepaTopa 4M IITPUX-KOAY Ha JIMIBOBOMY IOJI Y
MIpaBOMY KYTKY HHYKHBOTO IT0JIsI [IEPIIOro apKyllla OpUriHaily JoKkyMeHTa. EnemMenTaMu 3a3Ha4eHOro
PEKBI3UTY € CKOpOUYEHE HaMEHYBaHHS YCTaHOBH - OJIepXKyBada JOKYMEHTa, peecTpaliiHuil iHJeKc,
nata (y pa3i noTpedu rojiuHa 1 XBUJIMHH) HAJAXOIKEHHS JOKYMEHTA.

SKI1110 KOPECTIOHIEHITIS HE PO3KPUBAETHCS BIIMOBIIHO 10 NYHKTY 148 miei [HcTpykInii, BigMiTKa
PO HAAXO/KEHHS JTOKYMEHTA MPOCTaBISEThCSI HA KOHBEpTaX (yrMaKkyBaHHSX ).

VY pasi HaAXoaKeHHS 30pOoIIypOBAaHUX JOKYMEHTIB pa3oM 13 CYHNpPOBIJHUM JIMCTOM BIIMITKa
CTaBUTHCS HA CYMPOBITHOMY JIUCTI.

3anuc npo aep:kaBHy peecTpaniio

79. 3anmc npo epkaBHY peecTpallito poOUTHCS 100 HOPMATHBHO-TIPABOBUX AKTIB YCTAHOB,
BKJIIOYEHUX J10 €IMHOrO Jep)KaBHOTO pEeCTpy HOPMATUBHO-NIPABOBUX akTiB. Jlo Haka3iB
(po3nopsAIKeHb, IOCTAaHOB, pIIIEHb) HOPMATHUBHO-TIPABOBOTO XapakTepy HE BKIIOYAIOTHCS
CTPYKTYPHI OJJMHHIII, IKUMHU 3aTBEPKYIOThCS, 3MIHIOIOTHCSI 200 BU3HAIOTHCS TAKMMH, 1110 BTPATHIIN
YUHHICTh, JOKYMEHTH, SIKl Jep:KaBHIN peecTpalii He MiAIAraioTh, KpIM HakasiB (PO3MOPSIKEHb,
MIOCTAHOB, PIllIeHb) MPO 3aTBEPKEHHS (POPM 3BITHOCTI Ta IHCTPYKLIHN 111010 iX 3aIIOBHEHHS.

{Ab63ay nepwuii nynkmy 79 i3 3minamu, enecenumu 32iono 3 Ilocmanosoro KM Ne 119 gio
19.02.2020}

{A63ay opyeuil nynkmy 79 euxnioueno na niocmaei [locmanosu KM Ne 119 6io 19.02.2020%}

VY pasi mojaHHgd HOPMATHBHO-TIPABOBOTO aKTa Ha JIEP)KABHY PEECTPallil0 B €IEKTPOHHIN dhopmi
3aITHC PO JICP’KABHY PEECTPAIIIF0 BHOCUTHCS JI0 PEECTPAIHHO-MOHITOPHHTOBOI KapTKH, Ta MOXE Y
pa3i moTpebu OyTu Bi3yalli3oBaHUN 3aco0amMHM CHCTEMH EINEeKTPOHHOTO [iTOBOJACTBA MiJa Yac
Bi3yastizallii JOKyMeHTa.

{Ab3ay mpemiti nynkmy 79 i3 3minamu, eéHecenumu 32iono 3 Ilocmanosoio KM Ne 119 6i0
19.02.2020}
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CxJ1aieHHs JesIKMX BUIIB IOKYMEHTIB
Haxkasu (poznopsadocenns)

80. Haxka3zu (po3mopspKEHHS) BHUIAIOTHCS SK PIMICHHS OPTaHi3aliiHO-pO3MOPSIY0ro YHu
HOPMAaTUBHO-TIPABOBOTO XapakTepy. 3a 3MICTOM YIPABIIHCHKOI Jii HAKa3W BHJIAIOTHCS 3 OCHOBHOI
JUSTTBHOCTI YCTaHOBH, aIMIHICTPATHBHO-TOCTIOAPCHKUX a00 KaJPOBUX MUTAHb.

{Tlynkm 80 i3 sminamu, énecenumu 32iono 3 Ilocmarnosoro KM Ne 375 6io 17.04.2019}

81. [TIlpoektn Haka3iB (pO3MOPSIHKEHb) 3 OCHOBHOI [isSUIBHOCTI, aJMIiHICTPATHBHO-
TOCIOJAPChKUX MUTAHb TOTYIOTHCS 1 MOMAIOTHCS CTPYKTYPHHMH IIPO3IUIaMHU 32 JOPYYCHHSIM
KepiBHMKA YCTaHOBH YH 3a BJIACHOIO 1HIIIaTUBOIO.

[TpoekTn Haka3iB (PO3MOPSIHKEHB) 3 KaIPOBUX MHUTaHb (0COO0BOTO CKiIany) (PO MPUKHHSATTS HA
po0OTY, 3BIIbHEHHS, HAAAHHS BIAIYCTKH, BIAPSDKEHHS TOIINO) TOTYE KaapoBa clyx0a Ha miacTaBi
pileHs (BKa3iBOK) KepiBHUKA YCTAHOBU OPraHi3alliifHO-pO3MOPSAYOro Y HOPMATUBHO-TIPABOBOTO
XapakTepy, MOMOBIIHUX 3alHUCOK KEPIBHUKIB CTPYKTYPHHUX MiAPO3ALIIB, KOHKYPCHUX JHOKYMEHTIB
(IPOTOKOJIIB Ta pillleHb aTeCTAIIHOT UM 1HIIOT KOMIcii), 3asB MPaIliBHUKIB, TPYIOBUX JOTOBOPIB Ta
IHIINX JOKYMEHTIB.

82. [TIlpoektn Haka3iB (pO3MOPSIHKCHb) 3 OCHOBHOI [isSUIBHOCTI, aJMiHICTPATHBHO-
rOCMOJAPChKUX MUTaHb y pasi iX MIATOTOBKH y MamnepoBidt Gopmi Ta AOJATKU 10 HHUX BI3YIOTHCS
MPALiBHUKOM, SIKHH CTBOPHB JOKYMEHT, KEPIBHUKOM CTPYKTYPHOTO TMiAPO3JLTYy, B SIKOMY HOTO
CTBOPEHO, MOCAIOBUMHU 0CO0aMH, SIKi BU3HAYEHI Yy MPOEKTI JTOKYMEHTa K BUKOHABII 3aBJaHb, 10
MICTSITBCS B HhOMY, KEPIBHUKOM CIYKOHM JUTOBOJCTBA, PEAAKTOPOM, KEPIBHUKOM a00 MOCaTOBOIO
0Cc000I0 CTPYKTYPHOTO MIAPO3AUTY 3 MHUTAaHb 3amoOiraHHsS Ta BHUSABIEHHS KOPYIIi, IHIIUMHU
MO0CaZOBUMHU 0COOAMH, SIKUX CTOCYETHCS IOKYMEHT.

{Ab3ay nepwuii nynkmy 82 i3 3minamu, eHecenumu 32i0H0 3 Ilocmanosoro KM Ne 119 6io
19.02.2020}

[Ipoektn Haka3iB (pO3MOPSAIKEHb) 3 KaapOBUX MNHUTaHb (0COOOBOrO CKIIAAy) BI3YIOThCS
MPALiBHUKOM KaJpOBOi CIyOHU, SIKUIl CTBOPUB JOKYMEHT, Ta HOr0 KEPIBHUKOM, a TAKOX 3aJIEKHO
BIJl BHU/IB HakKa3iB IOCAJOBUMH OCOOAMM CTPYKTYPHOI'O MIAPO3JALTY 3 NHUTAaHb 3amoOiraHHs Ta
BUSIBJICHHS KOPYIIIii, OyXraaTepchbkoi CIy»KOM, IHIIMMH HOCAJ0BUMH 0CO0aMH, SKUX CTOCYETHCS
JIOKYMEHT.

Y pa3i HeoOXITHOCTI NPOBEACHHS OIIHKM 3MICTy Ta JOLUIBHOCTI BUAAHHS Hakasy
(pO3MOpPSIIKEHHS) 3JIHCHIOETBCS 30BHIIIHE TOTOJDKEHHS TPOEKTY JOKYMEHTa 3 IHIIUMHU
3a1HTEPECOBAHUMHU YCTaHOBAMHU.

83. YIIOBHOBaXXEHOIO 0CO00I0 IOPUANYHOI CIIY:KOM 00OB’S3KOBO BI3YIOThCSI MPOEKTH HaKa3iB
HOPMAaTUBHO-TIPABOBOT'O XapaKTepy, a TAKOK HaKa3| 3 KaAPOBUX MUTaHb (0COOOBOTO CKIIALY).

84. Slkiio B mpoiieci MOroKEHHsI 10 MPOEKTY Haka3y (pO3MOPsKEHHsI) BHOCATHCS 3MiHU, BIH
MJJISITa€ TIOBTOPHOMY TTOTOKEHHIO (BI3yBaHHIO).

85. Haka3zu (po3mopsKeHHs) NIAMUCYIOThCS KEPIBHUKOM YCTaHOBU a0o0 JAepKaBHUM
ceKpeTapeM MiHicTepcTBa (KEpiBHMKOM amapaTy YCTaHOBM) 3 IHTaHb, L0 HaleXaTb JI0 HOro
KOMITETEHIIi1. Y pa3i BIACYTHOCTI Bi/IMOBITHOTO KEPIBHUKA HaKa3!u (PO3MOPSAHKEHHS) MIAMUCYIOThCS
10Ca/I0BOI0 0CO0010, IKa BUKOHYE HOr0 000B’SI3KU.

{Tlynkm 85 i3 3minamu, enecenumu 32i0no 3 [llocmarnosoro KM Ne 375 6i0 17.04.2019}

86. Hakasu (po3nopsKeHHsI, TOCTAaHOBH, PIILIEHHS), SKI € HOPMAaTUBHO-TIPABOBUMHU aKTaMH,
HaOMparOTh YMHHOCTI 3 JHA iX o]imiiiHOro OmyOMiKyBaHHS, SIKIIO IHIIE HE BCTAHOBJIECHO TAaKUMHU
Haka3zaM# (PO3MOPSDKEHHSIMH, MTOCTAaHOBAMH, PIIICHHSIMH), aje HE paHime AHSA iX odimiitHoro
OIyOTiIKyBaHHS.


https://zakon.rada.gov.ua/laws/show/375-2019-%D0%BF#n223
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87. Hakas3 (po3nopsmkeHHs ) opopMITIOEThCs Ha OJaHKy Haka3y (pO3MOpsIKeHHs ). 3MICT HaKa3y
(po3mopsiHKEHHS ) KOPOTKO BUKJIAJAETHCS B 3aT0JIOBKY, SIKMI TTOUYWHAETHCA 3 TpuitMeHHuKa “TIpo” 1
CKJIQJIA€ThCS 32 JOTMIOMOTOI0 BifiecniBHoro iMeHHuKa (“Ilpo 3arBepmkenHs...”, “IIpo BBeneHHS...”,
“ITpo cTBOpeHHs...”") abo imenHuka (“IIpo miacymku...”, “IIpo 3axomau...”).

88. Tekct Hakazy (pO3MOPSKEHHS) 3 THUTaHb OCHOBHOI MISUIBHOCTI YCTAHOBH Ta
aIMiHICTPATUBHO-TOCIIOIAPCHKUX MUTAHb CKIIAJA€THCS 3 TPeaMOyIIv 1 pO3MOPSTI0i YACTUHH.

89. ¥V npeamOyi1i 3a3Ha4arOTHCS MiACTaBa, OOTPYHTYBaHHS a00 MeTa BUIaHHS HaKa3y. 3a3HaucHa
JacTHHA MOYMHAETHCS 13 clliB “Ha BukoHanHs”, “3 MeTO” TOmIO. SIKIIO JOKYMEHT BUAAETHCS Ha
IIJICTaB1 1HIIIOTO PO3MOPSATYOr0 JOKYMEHTA, Y KOHCTATyrOUild YacThHi (mpeaMOyiii) 3a3HA4a€ThCs
MMOCHJIAHHS HA BIATOBITHUH IOKYMEHT.

Po3nopsiua  uyacTMHa TOYMHAETHCS 13 ClIoBa “HaKa3yrm’, a pO3MOPSKCHHA -
“3000B’A3YI0 ", AK€ APYKYETHCS KUPHUM MIPUTOM, TICIIS IKOTO CTABUTHCS JBOKpAITKA.

{Ab63ay opyeuii nynkmy 89 i3 sminamu, enecenumu 32iono 3 Ilocmanosoro KM Ne 375 6io
17.04.2019}

90. Poznopsiiya yacTuHA MOAUIAETHCS HA MYHKTHU 1 MIAMYHKTH, sIKI HyMEPYIOTbCS apaOChbKUMU
muppamMu. Y KOKHOMY TYHKTI TOBHHHI OyTH 3a3Ha4yeHi OpraHi3aliiHO-po3mopsada s
(3aTBep/KeHHST a00 BBEACHHS B [0 IHCTPYKIIii, MOJIOKEHHS TOINO) a00 KOHKpPETHE 3aBIaHHS
(opy4eHHs) i3 CTPOKOM HOT0 BUKOHAHHS Ta CTPYKTYPHI HiAPO3iiH - HOr0 BUKOHABIII, HATTPHKJIA:

JenapTaMeHTy 3a0e3MeYeHHs IOKYMEHTOO0ITY;
KEepiBHUKAM CTPYKTYPHHX IiAPO3/ILTiB;
roJIOBaM pailOHHUX JEP:KaBHUX aJMiHICTpPaIliii.

99 <6 P14 99 €6

91. HexonkpetHi (“npuckoputu”, “moyinuuT’, “akTUBI3yBaTH’, “3BEpHYTH yBary’ TOILO) Ta
HEKOHTpOJbHI (“moBecTH A0 Bigoma”, “o3HaOMHTH” TOIIO) JOPY4YEHHS B Hakazax He
3aCTOCOBYIOTBCSL.

92. Ilicns HaOpaHHS YUHHOCTI HAKa30M (pO3MOPSIKEHHSIM) BHECEHHSI 3MiH JI0 HbOT0, BU3HAHHS
HOro TakWM, IO BTPATHB YHWHHICTh, YA HOTO CKACYBaHHSI 3IHCHIOETHCS JIMINE MIISIXOM BUIAHHS
HOBOT'O Haka3y (pO3MOPSIKEHHS).

93. Haka3 (po3nopsIKeHHsI), SKUM BHOCSTBHCS 3MiHH, O)OPMITIOETHCS 3 YPaxyBaHHSAM TaKUX
BHUMOT:

1) 3aroJIoBOK Haka3y MOYMHAETHCS 13 clliB “IIpo BHECEHHS 3MiH /10 Haka3y (PO3NOpsAKEHHS)...”
13 3a3HAYEHHSM JaTH, HOMEpa, Ha3BU BUAY PO3MOPSIIOro JOKYMEHTA, JI0 SIKOTO BHOCATHCS 3MIHH;

2) po3nopsiaya 4YacTUHA Haka3y (PO3NOPSAIKEHHS) TOUYMHAETHCS 3 MYHKTY:

“1. Baectn 10 Haka3y (pO3MOPSUKEHHS) ... Taki 3MiHU:” y pa3i BUKJIAJEHHS 3MiH y TEKCTi
Haka3y (pO3MOPSIKEHHS);

“l. BHectu 10 Haka3y (pO3MOPSAKEHHS) ... 3MIHHU, [0 JOJAIOTHCA.” y pa3i BUKJIAIEHHS 3MIH Y
BUIJISIJII OKPEMOT'O JJOKYMEHTA;

{TTionynkm 2 nynkmy 93 6 pedaxyii [locmanosu KM Ne 375 6io 17.04.2019}

3) dopmynrol0TbCS 3MIHM Yy BUIVISAAl MYHKTIB Ta MIJMYHKTIB PO3MOPSAYOrO XapakTepy,
HaIPUKIAL:

“l. ITyHKT 2 BUKJIACTH B TaKiil pegaxuii:...”;
“2. IlyHKT 3 BUKJTIOUHUTH ;

“1) ab3ar npyruii NyHKTY 4 TOTIOBHUTH CIOBaMH...”;
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“2) y mianmyHKTi 2 MyHKTY 7 clioBa “y pa3i moTpedu’ 3aMiHUTH CIOBOM “BUMAraeTbes’;

y pa3i JONMOBHEHHS HOPMAaTHUBHO-TIPAaBOBOTO aKTa, SIKMI MiJuisArae JAepikaBHIM peecTparii,
HOBUMH CTPYKTYPHHMH OJWHHISIMH a00 BHUKIIOYCHHS 3 TAaKOTO aKTa CTPYKTYPHHX OJWHHIb
HyMepallis BIATOBIAHO 3MIHIOEThCS. 3a3Ha4eHa BUMOTA 3aCTOCOBYETHCS TAKOXK Y pa3i BHECEHHS 3MiH
70 CTPYKTYPHOI OAMHUIII HOPMAaTHBHO-TIPABOBOTO aKTa MIJISIXOM 3aMiHH ii KiJIbKOMa CTPYKTYPHUMH
omuauusaMu. Ilig yac BHeCEeHHsS 3MiH 10 MYHKTY (IiAMYHKTY), SIKMHA Haliuye NOeKinbka ad3aiiB
(peueHsb), BKa3yeThCs MiCIIE3HAXOKEHHS 1TUX 3MiH. OHOMAaHITHI 3MIHM 32 TEKCTOM HOPMAaTHUBHO-
IIPABOBOTO aKTa 00’ €IHYIOTHCS B OJIHY CTPYKTYPHY OAMHUIIIO 1 pO3MIIIYIOTHCS HAIIPUKIHII TEKCTY;

{TTionynkm 3 nynkmy 93 oonosneno abzayom s2iono 3 I[ocmanosoro KM Ne 119 6io 19.02.2020}

4) 3MiHM BHOCSITHCSI JO OCHOBHOTO HOPMAaTHUBHO-TIPABOBOTO aKTa, SIKUN MiJJISATA€ JIeprKaBHIM
peectpariii, a He 10 aKTa PO BHECEHHS 3MiH JI0 HbOTO;

{TIynkm 93 0onoseneno nionynkmom 4 32iono 3 Ilocmarnosoro KM Ne 119 6io 19.02.2020}

5) 3MiHHU 10 PO3MOPSAYOTO TOKYMEHTa HOPMATUBHO-IIPABOBOTO aKTa, SIKUH MIJISATAE IepKaBHIN
peecTpariii, BUKIAMAOTECS Y PO3MOPSAIIOMY JOKYMEHTI; 3MIHH Y JOJATOK JO PO3IOPSIIOrO
JOKYMEHTa O(OPMITIOIOTHCS M1 TprU(OM 3aTBEP/DKEHHS SIK JOJATOK JI0 PO3MOPSIYOro JOKYMEHTA,
32 BUHATKOM 3MiH JI0 HOPMAaTHBHO-TIPABOBOTO aKTa, SIKi MAIOTh HE3HAYHHI 0OCAT (SK MPABHIIO, JO
JIBOX CTOPIHOK);

{Ilynkm 93 0onogueno nionynkmom 5 3eiono 3 Iocmanosoro KM Ne 119 eio 19.02.2020}

6) y pa3i BHECEHHS 3MiH JI0 KUTbKOX HOPMATHBHO-TIPABOBHUX aKTiB, K1 MIAJIATAIOTh Jep>KaBHIN
peecTpaltii, TEKCT 3MiH HABOJAUTHCS B XPOHOJIOTTUHOMY MOPSAKY IPUHHSATTS aKTiB;

{Tlynkm 93 0onosneno nionynkmom 6 3eiono 3 locmanosoio KM Ne 119 eid 19.02.2020%

7) y pa3i BHECEHHsI 3MiH JI0 HOPMaTUBHO-IIPABOBOT0 aKTa, KU MiAJArae Aep kaBHii peecTpaiiii,
LUIIXOM BHUKJIAJEHHS B HOBIM penakuii y rpudi 3aTBep/KEHHs pOOMTHCS MOCUIAHHS Ha JaTy 1
peecTpalifiHui 1HAEKC PO3MOpPATYOrO JOKYMEHTa, SIKHM OyJ0 3aTBEp/UKEHO OCHOBHHUH akT, Ta
3a3HAyYal0ThCA JaTa 1 peecTpaliiiHui 1HIeKC PO3MOPSAYOro TOKYMEHTa, IKUM 3aTBEpPKYEThCSI HOBA
penakiis HOPMaTHBHO-TNPABOBOTO akTa. AHAJOTIYHI BUMOTH 3aCTOCOBYIOTHCS JI0 O(GOPMIICHHS
BIIMITKH /IO JTIOAATKA JI0 PO3MOPSIAUOTO TOKYMEHTa. Y pa3il JIOMOBHEHHS PO3MOPSIIOro JOKYMEHTA
HOPMATHBHO-TIPABOBOTO aKTa, SKUHW MUISArae Jep)kaBHIA peecTpallii, HOBOIO CTPYKTYPHOIO
OJIMHULIEIO 110J10 3aTBEPKEHHS J0JaTKa J0 IIbOT'0 PO3MOPSAYOro JOKYMEHTa y rpu(i 3aTBEpAKEHHS
POOUTHCS MOCHIIAaHHS HA JIaTy 1 peecTpaliitHui 1HAEKC PO3MOPSAY0ro JOKYMEHTA, SIKUM BHOCATHCS
3MIHH JI0 OCHOBHOI'O PO3MOPSIIYOTO TOKYMEHTA;

{Tlynkm 93 donosueno nionynkmom 7 3eiono 3 Iocmanosoio KM Ne 119 eid 19.02.2020%

8) y pa3i KOJM 3MiHM BHOCATHCS 0 HOPMATHBHO-IIPABOBOTO AKTA, SIKUH MiJuiArae JepKaBHIN
peecTpanii Ta SKUA BHMKJIAJEHO B HOBIM peAaKiiii, TEKCT CTPYKTYPHOI OIMHHII PO3MOPAIIOrO
JOKYMEHTA BUKJIAZIA€THCS 3 ypaXyBaHHAM TOT'0, 10 3MiHM BHOCATBCS 10 TEKCTY HOT0 HOBOT pellaKiii
3 MOCWJIAHHSAM Ha PO3MOPSIUUI TOKYMEHT, SIKUM 3aTBEpKEHO NEpIIy PeAaKIliio, 13 3a3HaUY€HHIM
Horo peecTpaliiiHux TaHHUX; B JY>KKaxX 3a3HAYAETHCS PO3MOPSAYUM JJOKYMEHT, SIKUM 3aTBEP/IXKEHO
HOBY peJaKliiio, MOCUJIaHHS Ha Oro peecTpalliiiHi 1aHi Ta MoNnepeaH] pelakilii HOBOr0O HOpMaTUBHO-
MIPABOBOTO aKTa HE POOISATHCS.

{Ilynxm 93 0onosueno nionynkmom 8 3eiono 3 llocmanosoro KM Ne 119 6id 19.02.2020%

94.V pa3i BugaHHs Haka3y (pO3MOpPSIKEHHS ) PO BUSHAHHS TaKUM, 10 BTPATUB YMHHICTb, 00
CKaCyBaHHS IHIIOTO Hakasy, y pO3MOpsSAYiil 4YacTHHI 3a3HAYAETHCS IYHKT, SKUH TOBHHEH
MOYMHATHUCH 13 ciiB “Bu3HaTH TakuMm, 110 BTPATUB YUHHICTb,...” 200 “CkacyBaTH ...”" B1IMOBIIHO.

He mignsraroTe BU3HAHHIO TAKUMU, 1110 BTPATUIIM YHHHICTD, CTPYKTYPHI OAMHUIII HOPMAaTUBHO-
MIPABOBOTO aKTa, 3aTBEPIXKEHOTO PO3MOPSIIUM JOKYMEHTOM, Ta IOAATKIB 0 HBOTO.

{TIynkm 94 oonosneno absayom 32iono 3 [locmanosoro KM Ne 119 sio 19.02.2020}
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VY 3B’S3Ky 3 IPUUHATTSIM HOPMaTHBHO-IIPABOBOT'O aKTa, SIKMW IiJUIArae Aep>KaBHIN peecTparlii,
BH3HAIOTHCS TAKWMH, 110 BTPATUIIN YMHHICTh, PaHIIIe MPUIHHATI HOPMATUBHO-TIPABOB1 aKTH, SKIIIO
BOHU HE Y3TO/KYIOTHCS 3 HOPMAaMH IbOTO aKTa, BUSBHIIWCS TaKUMH, IIO TOMIMHYTI HUM abo
BTPATUJIH CBOIO aKTYaIIbHICTh; TIEPEIIiK TAKMX HOPMATHBHO-TIPABOBHUX aKTiB HABOJUTHCS B OKPEMOMY
MyHKTI (TAMYHKTI) PO3MOPSIIYOTO JTOKYMEHTA, SIKUM 3aTBEP/’KEHO HOBHII HOPMATHUBHO-IIPABOBHIA
aKT, ab0 O(GOPMIIIOIOTHCS JOAATKOM JIO PO3IOPSIYOrO JOKYMEHTa. Y TepeiniKkaXx HOPMAaTHBHO-
MIPABOBHX aKTIB, SIKi MiJUIATAI0Th BUSHAHHIO TAKHUMH, 10 BTPATUIN YUHHICTH, aKTH PO3MIIIYIOTHCS B
XPOHOJIOTIYHOMY MOPSAKY iX NIPUAHATTS. Pa30M 3 HOPMAaTUBHO-TIPABOBUM aKTOM, SIKHUH BU3HAETHCS
TaKWUM, 1[0 BTPATUB YMHHICTh, BU3HAIOTHCS TaKMMH, 110 BTPATWJIA YHHHICTh, HOPMATUBHO-IIPABOBI
aKTH, IKUMH JIO IIbOTO aKTa BHECEHO 3MiHHU.

{TIynkm 94 0oonoseneno absayom 32iono 3 [locmanosoro KM Ne 119 sio 19.02.2020}

He BU3HAIOTHCS TaKMMH, IO BTPATHIIM YMHHICTH, HOPMATHBHO-IIPABOBI aKTH 3 OOMEKCHHM
CTPOKOM JIii, CTPOK JIii SIKHX MHHYB. BU3HaHHS HOPMAaTHBHO-IIPABOBOI'O aKTa TAKHM, IO BTPATHB
YUHHICTH, HE MMOHOBITIOE JiI0 aKTiB, SIKi BU3HAHI HUM TaKHMH, [II0 BTPATHIIA YUHHICTb. [lis oKpemux
CTPYKTYPHUX OJIMHHIIL HOPMATHBHO-TIPABOBOT'O aKTa, BUKIIOYCHUX HOPMATUBHO-IIPABOBUM aKTOM,
SIKUT Mae 0OMEXEHUI CTPOK JIii, BITHOBIIIOETHCS MICIISI 3aKIHYCHHS CTPOKY HOTO Jii.

{Tlynxm 94 donosueno abzayom 32iono 3 [locmanosoro KM Ne 119 6i0 19.02.2020}

95. KoHTponb 3a BUKOHAHHSM 3aBJaHb (JIOpPYyY€Hb), 3a3HAYCHHUX Yy Hakasl (pO3MOpsIKeHHi),
MOKJIAZAETHCS Ha CITY)KOY KOHTPOIIO.

96. Jlyst 03HAOMIICHHS 3 HAKa30M (PO3MOPSHKEHHSIM) YKJIaad TOTYe Ta IM0/Ia€ Ha PEECTPALIito
pa3oM 3 MiIMUCAHUM PO3MOPSAAYUM JOKYMEHTOM IMEPETiK yCTAaHOB, CTPYKTYPHHX ITiIPO3/ILTIB,
nmocaoBux (cinyx00BuX) 0ci0, IKUX Tpebda 03HAHOMHTH 13 IIUM JJOKYMEHTOM.

97. Haka3u (po3mopsipKeHHs) 3 KaJApOBUX MUTaHb (OCOOOBOTrO CKiIaay) OQOPMIIIOIOTHCS Y
BUIJISIII 1HJIMBIIyaJbHUX 1 3BEJEHMX Haka3iB (po3mopsyikeHb). B 1HAMBIAyallbHUX Hakazax
(pO3MOPSIIKEHHAX ) MICTUTBCS 1HPOPMALLis PO OAHOTO MpaliBHUKA (CMIBPOOITHUKA), Y 3BEJICHHX -
PO KUIBKOX HE3aJEeKHO BiJ] TOTO, K1 YIPABIIHCHKI PIIIEHHS 11010 HUX NMPUHAMAIOThCs (IPUUHATTS
Ha po0OTy, IpU3HAYEHHS Ha [10Cay, epeBeIeHHs Ha 1HIIYy mocajy (poOoTy), 3BIIbHEHHS TOIIIO).

98. 3micT 1HAMBIIyaJIbHOTO HaKa3y (PO3MOPSIKEHHS) 3 KaAPOBUX MUTaHb (0COOOBOTO CKIIAy)
CTHUCJIO BHUKJIAJA€ThCS B 3aroJIOBKY, SIKMH MOYMHAEThCs 3 mpuiiMenHuka “IIpo” 1 ckiamaerbes 3a
JIOTIOMOTOI0 BIJAIECIIBHOTO iIMEHHUKA, Hanpukiaa: “IIpo nmpusnadenss... , “Ilpo npuiinarrs...”. ¥
3BEJICHUX Haka3aX (pO3MOPS/KEHHSAX) MOXE 3aCTOCOBYBATHCS Yy3arajlbHEHUH 3aroyioBOK,
Harnpuknan: “Ilpo kaaposi nutanus”, “IIpo ocoboBwmii cknam”.

99. V tekcTi Haka3iB (pO3MOPSAIKEHB) 3 KaJIPOBUX NMUTaHb (0COOOBOrO CKIIay), SIK MPaBUIIO,
KOHCTaTytoua yacTuHa (mpeamOyiia) He 3a3HAYA€THCs, KPIM BUMA/IKIB IPU3HAYEHHS Ha 1ocaxy abo
3BIJIbHEHHS 3 TIOCAIM KePIBHUX MPAIlIBHUKIB OPraHOM BHUIIIOTO PiBHsI a00 3a IHIIIOIO MPOIEAYPOr0. Y
TAaKOMY pa3i B KOHCTaTylouill uyacTuHi (mpeamOysi) HaBOAWTHCS TOCHJIAHHS Ha BIAMOBIIHUN
HOPMAaTUBHO-TIPAaBOBUI aKT OpraHy BHILOIO pIBHS y Takid MOCIIAOBHOCTI: BHJ aKTa, yCTaHOBA -
aBTOD, JaTa, HOMep, IOBHA Ha3Ba.

100. Po3nopsigua yacTuHa Hakazy (PO3MOPSIKEHHS) 3 KaAPOBUX MUTaHb (0COOOBOTO CKJIATY)
TIOYMHAETHCSA, AK MPABHIIO, 3 JiecioBa y ¢opmi indinitusy “TIPUMHATU, “TIPUSHAUUTH”
“TIEPEBECTU”, “3BUIBHUTU”, “BIAPAJUTU”, “HAAATH”, “OrOJIOCUTHN” tomo. Hami
3a3HAYal0ThCsA BEJIMKHUMH JITepaMy MpI3BUIIE MpalliBHUKA, HA SIKOTO TOIIMPIOETHCS [isl HaKazy
(po3mopsAIKEeHHs ), 1 MAJIMMU - HOTO BJIaCHE 1M’ Ta TEKCT HaKazy.

VY KOXHOMY MYHKTI Haka3zy (pO3MOPSDKEHHS) 3 KaAPOBUX MUTaHb 3a3HAYAETHCS MijACTaBa s
HOr0o BUJIaHHS.

[lin vac o3HailoMJICHHs 3 Haka3oM (pO3MOPSHKEHHSIM) 3TaJaHMMH y HBOMY OcCOOamMHu Ha
NepuioMy MNPUMIPHUKY Hakady YM Ha CHelialbHOMY OJIaHKYy TNPOCTaBISIOTHCS IIIMUCH 13
3a3HAYEHHSIM JIaTH O3HAHOMIICHHS.
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V Hakaszi (po3nopspKeHH1) po Mpu3HaUYeHHs a00 3BUIBHEHHS MpalliBHUKA 3a3HAYA€THCS TIOBHA
nata (9ucio, Micsib, pik) (GaKTUYHOTO BUXOAY MpaIliBHUKAa Ha poOOTYy (MPUIIMHEHHS TPYAOBHX
BIJIHOCHH), PO3MIpHU HOT0 IMOCAJOBOTO OKJIATy BIAMOBIIHO JO IITATHOTO PO3MHCY, HaJA0AaBOK Ta
JOTLIAT.

101. ¥V 3BemeHnx Hakazax (pO3MOPSHKEHHSIX) 3 KaapOBHX IMUTaHb (0OCOOOBOTO CKIIATY) JO
PO3MOPATIOT YACTHHM BKIIOYAETHCS 1HPOpMALis, IO PO3MIIIYETHCS y TakKiid IMOCIiTOBHOCTI:
NPUHHATTA Ha poboTy (ciyx0y), mepeBeeHHs, 3BUIbHEHHS. [Ipyu 1IbOMYy 0 OJHOTO 3BEJICHOTO
HakKa3dy HE MOXe BKIIOUaTHCS iH(OpMaIlis, sika 3TiTHO 13 3aKOHOJABCTBOM MA€ Pi3HI CTPOKH
30epiraHHsl.

VY 3BeneHUX Hakazax (PO3MOPSHKCHHSX) MPI3BUINA OCI0 y MeXaX MYHKTIB PO3MIIYIOTHCS 3a
andasiToM.

102. ChinpHuii Haka3 (PO3MOPSKEHHS) YCTAaHOB OJHOTO PiBHSA O(OPMIIIOETHCS HA YHCTHX
apkymax manepy ¢opmary A4 (210 x 297 wmimimerpiB). epxaBuuii ['epd Ykpainu mig vac
oopMIICHHS TaKMX HaKa3iB HE BIITBOPIOETHCs. HaliMeHyBaHHS YCTaHOB PO3MIIIYIOTBCSI HA OJTHOMY
piBHI, a Ha3Ba BUAY JOKYMEHTa - mocepeauni. Jlata cninbHOTO Hakasy (pO3MOpsKEHHS) TIOBUHHA
OyTH €IMHOIO, BIAMOBITATH JaTi OCTAHHBOTO IMIAMHCY, a PEECTpPAIliiHUI I1HIAEKC JOKyMEHTa
CKJIAJaTHUCS 3 PEECTPALIfHUX 1HIIEKCIB, SKI MPOCTABISIOTHCS Yepe3 MpaBOOIYHY MOXWIIY PUCKY B
MOCJIIIOBHOCTI IMiIMMCAHHSI HaKa3dy KEpPiBHHUKAMH yCTaHOB. Po3mopsiya 4acTHHA MOYMHAETHCS 13
cioBa “HAKA3YEMO” (“30BOB’A3YEMO”). Ilinnucu KepiBHUKIB YCTAaHOB PO3TAIIOBYIOTHCS
HIDKYE TEKCTY Ha OJTHOMY PiBHI 1 CKPIIITIOIOTHCS TepOOBUMHU MEYaTKAMU IIUX YCTAHOB.

KinpkicTh NMPUMIPHUKIB CHUIBHUX Haka3iB (pO3MOPSKEHb) TOBUHHA BIAMOBIIATH KUIBKOCTI
YCTaHOB, IO iX BUJAIOTh.

VY pas3i KoM CHUIBHUI HOPMATHBHO-TIPABOBUHN aKT, SIKMH MIiIJIATae JIEpXKaBHIM peecTparii,
NpURMaeTbCsl Cy0’€KTaMH HOPMOTBOPEHHS, SIKI BMJAKOTh PI3HI BUAM PO3MOPSIUMX JOKYMEHTIB,
KUIBKICTh PO3MOPSAIYUX JOKYMEHTIB Ma€ BIANOBIAATH KUIBKOCTI CyO’€KTIB HOPMOTBOPEHHS, MpU
IIOMY TaKi po3MOpPsI4i JOKYMEHTH ITOBHHHI MaTU OJAHY JaTy, OJJHAKOBUH 3arojIOBOK Ta OJJHAKOBY
CTPYKTYpPHY OJIMHUIIIO I110/I0 3aTBEPKEHHS CIUIBHOTO HOPMaTUBHO-TIPAaBOBOTO aKTa, BHECEHHS J10
HBOTO 3MiH YW BHM3HAaHHS TAaKOrO aKkTa TAaKWUM, IO BTPATUB YMHHICTb, @ TAKOXX OJHAKOBUH 3MiCT
HOPMAaTUBHO-TIPABOBOTO aKTa, IKMHM LIUM PO3MOPSIIUUM IOKYMEHTOM 3aTBEP/IKEHO.

{Tlynkm 102 oonosneno abzayom 3eiono 3 [locmanosoio KM Ne 119 eid 19.02.2020%}

103. MexaHi3M MOJIaHHS HOPMAaTHUBHO-NIPABOBUX AaKTIB MIHICTEPCTB, IHIIMX LEHTPaIbHUX
OpraHiB BUKOHABYOi BJIaJM, a TAKOX IHIIMX OpraHiB, aKTH SKHUX BIJIOBIAHO O 3aKOHOJAaBCTBA
HiAJIATaloTh  JAepkaBHIM  peecTtpamii B MiH’tocTi, HOro  TepUTOpialbHUX  OpraHax,
BCTaHOBJTIOETHCS [10TOKEHHSIM  TPO  JIEP)KAaBHY  PEECTPAII0  HOPMATHBHO-TIPABOBHUX  aKTiB
MIHICTEpCTB, IHIIUX OpraHiB BUKOHABYOI BJIQJM, 3aTBEP/UKEHUM MocTaHoBoo Kabinery MiHicTpiB
VYxpaian Big 28 rpyaas 1992 p. Ne 731 (3I1 Ykpaiaun, 1993 p., Ne 1-2, ct. 28; Odinilinuii BicHUK
VYkpainu, 1998 p., Ne 42, cr. 1551; 2008 p., Ne 25, ct. 770), Ta mOpsLAKOM TOJIaHHS HOPMATHBHO-
MIPaBOBHX aKTIB Ha JIepKaBHY peecTpallito, BA3HaYeHUM MiH I0CTOM.

104. Haka3u (po3nopsKeHHs1) HyMEPYIOThCS y MOPSIIKY IX BHJAHHS Yy MEXax KaJeHIapHOro
POKY; HaKa3u (PO3MOPsAIKEHH ) 3 OCHOBHOI JISUIBHOCTI, aAMIHICTPAaTUBHO-TOCIIOJAPCHKUX MTUTAHb Ta
3 KaJJpOBUX IUTaHb (0OCOOOBOr0 CKJIaly) MatOTh OKPEMY MOPSAIKOBY HyMEpaILliIo.

105. Komii Haka3iB (po3MOpsAKEHb) 3aCBIIUYIOTHCS CIYKOOIO AITOBOACTBA YM KaJIpOBOIO
CITY00I0 1 HAJCWIAIOTHCA 3alHTEPECOBAHUM YCTaHOBAaM, IMOCAJOBHUM 0c00aM, MpaIrliBHUKaM Y
eJIEKTPOHHIN Gopmi. ¥V pa3i HE0OX1AHOCTI HAICKUIIaHHS KOMii HaKa3y yCTAHOBI, SIKa HE € Y4aCHUKOM
CUCTEMH B3a€MOJI1, T HAJCUIAETHCS KOIIiS y MarnepoBiid ¢popMi. Y TaKOMYy BUTAIKY CKIIATAETHCS
CMHMCOK PO3CHJIKM (JIMIIE IOJO0 THUX YCTAaHOB, SKUM HAJCHJIAETbCA Y MamepoBiil ¢opmi), 110
M IMTACYETHCS TTPAI[IBHUKOM, SIKUH HOTO CKJIaB.

Ilpomoxonu
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106. Y nporokomnax QikcyeTbes iHPOpMALis PO Xi BEACHHS 3aciJaHb, IPUIHSITTS B yCTAHOBAX
pillieHb KOMICISIMH, KOJIETISIMH, JOpPaJuuMH OpTraHamH, poOounMu rpynamu Torno. [IpoTtokon
CKJIaJJa€ThCS Ha MMiJICTaBl1 3aMUCiB, 3p00JeHnX Oe3rocepeIHbO Mij Yyac 3acijaHb, MOJJaHUX TEKCTIB Ta
T3 JIONOBIJIeH 1 BUCTYIIIB, TOBIJOK, IPOEKTIB PIllIEHb TOIIIO.

107. ITpoTOKOIM MOXKYTh CKJIaJIaTUCS B TTOBHIN a00 cTHCIHIM GopMi. Y TPOTOKOIAX, CKIAIEHUX
y ctuciiit popmi, GiKCyrOThCS JIUIe MPUHHATI pillieHHs] 0€3 X0y 00rOBOPEHHS MUTAHb.

108. IIpoTokosn odhopMIIFOeTHCS Ha O(DiliiiHOMY OJIaHKY KOJIETiaIbHOTO OpraHy abo Ha YUCTOMY
apkymii marepy popmary A4 (210 x 297 MinimMeTpiB) 3 MO3OBKHIM PO3TANTYBAHHSIM PEKBI3UTIB.

109. JlaToro pOTOKOITY € AaTa MPOBEACHHS 3acigaHHs. SIKII0 3aciqaHHs TPUBAJIO KiTbKA JIHIB,
4yepe3 THPE 3a3HAYAOTHCSI IEPIIHH 1 OCTaHHIH JCHb 3aCiIaHHs.

110. Homep (iHAeKC) MPOTOKOIY TOBHHEH BIAMOBIAATH TOPSIKOBOMY HOMEPY 3aciaHHS.
Hymepamis mpoTOKOJIiB BeAEThCS B MEXKax KaJCHJAPHOTO POKY OKPEMO 3a KOXHOIO TPYIOIO
MIPOTOKOJIIB 3aCiIaHHs BIIOBIIHOT KOMICI1, KOJIETii, JOpaJdoro oprany, pooo4oi rpymnu ToIo.

111. ¥V peksizuti “micre 3aciiaHHs” 3a3HAYAETHCS HA3Ba HACEJICHOTO IYHKTY, B SIKOMY
B110yJI0CS 3acilaHHS.

112. KopoTkuii 3MiCT 10 TEKCTY MPOTOKOJIY IMOBUHEH BiAOOpakaTH BUJ 3aciaHHs (Hapaja,
300pH, KOH(pEPEHIIis TOII0) a00 KoJierianbHOI MisNIBHOCTI (KOMICis, pajia, KOJeris, T0paJldyuil opraH,
poboya rpyma Tomo) i BKIIOYaTH Ha3BYy BUAY JOKYMEHTA.

113. TekcT NpOTOKOJTY CKIAAEThCA 3 BCTYITHOI Ta OCHOBHOI YaCTHH.

114. V BcTynHiil 4acTUHI MPOTOKOJIY 3a3HAYAIOTHCS MPI3BUINA Ta BJIAacHE 1M’ TOJIOBH abo
TOJIOBYIOUOTO, CEKpEeTaps, 3alpOIIEHUX, a TAKOK IMPUCYTHIX 0ciO.

VY cnMcKy NpUCYTHIX 3a3HAYal0THCS B al(paBITHOMY MOPSAKY CIIOYATKY MTPI3BUILA Ta BIACHE 1M’ S
MPUCYTHIX MOCTIMHMUX YIEHIB KOJIET1aJlbHOTO OpraHy, MOTIM - 3alpOIIEHHUX OcCi0 13 3a3HAYECHHSIM
nocaj Ta y pas3i norpeOu HaliMeHyBaHHS yCTaHOB. SIKIIO KUIBKICTh IPUCYTHIX mepeBuirye 15 ocil,
3a3HAYAETHCS 1X 3arajbHa KUTbKICTh 3 TOCHIAHHIM Ha CIHCOK, IO TOJA€THCS A0 MPOTOKOITY.

BerymHa yacTuHa BKITIOYAE MTOPSIOK JCHHUM - MTEPeITiK MUTaHb, 3aIJTAHOBAHUX JI0 PO3TIISTY HA
3aciJlaHHi, [0 PO3MIIIEH] Y MOPSIIKY 1X 3HAUYIIOCTI 13 3a3HAUEHHSIM JIOTIOB1/1a4a 3 KOXKHOTO TTUTaHHS.
[TopsiToK TeHHUH Ja€ThCs HAIIPUKIHII BCTYITHOI YaCTHHH.

Croa “ITopsaok eHHUIA” IpYyKYIOThCS BiJl MEX1 JIIBOTO MOJISA, IICJIsSE HUX CTAaBUTHCS JBOKpAIKa.
KoxHe nuTaHHss HyMepyeThcsl apaOCbKUMM IIUPpaMu 1 IpyKyeThes 3 ab3ary. DopMyBaHHS MTUTaHb
y NOPSIKY AEHHOMY ITOYMHAETHCS 3 IpuiiMeHHuKa “I1po”.

115. OcHOBHa YacTHHA MPOTOKOIY CKIAAAE€ThCA 3 PO3/ILIIB, K1 MOBUHHI BIAMOBIIATH MYHKTAM
MOPAIKY JIeHHOro. Po3ninn HymepyroThest apabchkuMu udpamu 1 OyIyIOThCS 32 TAKOK CXEMOIO:
CJIYXAJIN - BUCTYITUJIN - BUPIILINIIN (Y XBAJINJIN, ITIOCTAHOBUJIN).

3a3HayveHi ClIoBa JPYKYIOThCS BEJIMKUMH JIiTepamMu 0e3 BIACTYIY Bi Mexi jiBoro mos. [Ticis
CIIiB CTAaBUTHCS JIBOKpAIIKa.

116. Ilicns cmoBa “CJIIYXAJIN” 3a3HauaeThcsi TEKCT BUCTYIY OCHOBHOTO JIOTIOBizadya.
[IpizBuie Ta BiacHe iM’sl KOXKHOTO JOMOBiAaya JIPYKYIOTbCS 3 HOBOTO psijika. TeKCT BHCTYMy
BUKJIA/IA€EThCA Y TPETii 0c001 OJTHUHU.

117. Texctu abo Te3u JOMOBIAI Ta BUCTYIIB, OPOPMIICHI SIK OKpPEMI JTIOKYMEHTH, JI0 TEKCTY
MPOTOKOJIY HE BKIIOYaroThes. [licis BiioMOCTel Mpo J0mMoBijaya CTaBUThCS THUPE 1 3a3HAYAETHCS
“TexcT nomoBiil (BUCTYIY) JOJAETHCS 10 MPOTOKOTY .

118. Ilicns cnoa “BUCTYIIMJIN” ¢ikcyroThCs BUCTYNH THX OCIO, IO B3I y4acTh B
oOroBopeHHi AomnoBini. Buctynu odopMiIol0ThCS y MPOTOKOIMI i3 3a3HAYEHHSM HalMEHYBaHHS
1ocajl, MPi3BUIIlA Ta BJIACHOTO IMEHI MPOMOBIIB y HA3UBHOMY BIJIMIHKY, a TAaKOX 3 BUKJIAJCHHSIM
3MICTy MUTAHHS Ta BiANOBIAEH HA HHOTO. 3MICT BUCTYIIIB BUKJIAIAETHCS BiJl TPETHOT OCOOHM OJHUHH.



119. Iicna cnosa “BUPIIINIIN” (“YXBAJIMIIN?, “TIOCTAHOBUIIN”) dikcyeThes
OpUAHATE PIMIEHHS 3 PO3IJIHYTOTO THTAHHSA NOPSAKY [CHHOro. PimieHHS moBHHHE OyTH
KOHKPETHHUM 1 BKJIIOYATH CKJIJI0B1, 10 BIAMOBIJAIOTh HA TaKi MUTAHHS: KOMY, 110 3pOOUTH 1 B IKHIA
CTPOK.

Pimenns, mo MicTSITh KUTbKa MUTaHb, MOAUISIIOTh HA MMYHKTH 1 MiJAMYHKTH, SKI HYMEPYIOThCS
apabcpknmu udpamu. [TigmyHKTH HyMepYIOThCS IU(ppaMH 3 TyKKOIO.

120. ¥V pa3i Koy Ha 3acijiaHHI IPUHAMAETHCS PIIEHHS PO 3aTBEPDKCHHS JTIOKYMEHTA, SKUH
0OroBOpIOBABCSl Ha 3acCifaHHI, IEH JOKYMEHT JOAA€THCS /O MPOTOKONY 1 B HBOMY pPOOUTHCS
MOCUJIAHHSI Ha HOMED 1 JaTy MPOTOKOJY. 3a HasBHOCTI IHIIMX JOKYMEHTIB, 11O PO3IJISAAIUCS Ha
3acizaHHi Ta (akT OOTOBOpPEHHs SAKHX 3a(iKCOBAHO y TEKCTI MPOTOKONY, BOHM HYMEPYIOTHCS
apabcekumu mudpamu (Jomatok 1, Jlogatok 2). Y BIANOBIAHMX MYHKTAaX MPOTOKOJY POOUTHCS
MOCHJIAHHS Ha II1 JTOJIaTKH.

Pekgizur “BigmiTka mpo HasSBHICTH JOAATKIB” HAPUKIHII TEKCTY MPOTOKOIY HE 3a3HAYAETHCS.
121. [TpoTOKOI MiAMUCYETHCS TOJIOBYIOYHM Ha 3aCiIaHHI KOJIETIaIbHOTO OPTraHy Ta CEKPETapeM.

122. TlamepoBi Komii MPOTOKONIB a00 BUTSITU 3 HHUX 3aCBIIYYIOTHCA IE€YATKOKO CIIYKOU
TJIOBOJICTBA 1 HAJCHIIAIOTBCA y pa3i MOTPeOM 3aiHTEPECOBAHMM YCTAHOBAM, IOCAJIOBHM 0c00aM,
npariBHuKaM. CIIMCOK PO3CHIIKH CKJIaJa€ 1 MiJIUCye ceKperap.

Cnyorcoosi 1ucmu

123. Cnyx00Bi JHCTU CKJIQAIOTHCS 3 METOI0 OOMIHY 1H(OpMALi€l0 MK YCTAaHOBAMHU SIK
BIJIMOBI/II HA BUKOHAHHS 3aBJ/IaHb, BU3HAYECHUX B aKTaX OPTaHiB JICP)KaBHOI BIIAJIM, OPTaHIB BN
ABtoHOMHO1 PecnyOniku Kpum, nopydeHHSX BHILMX MOCAJ0BUX OCI0, HA 3allUTH, 3BEPHEHHS, a
TaKO0X KopecroHieHIIir0 BepxoBHoi Pagu Ykpainu, Ha BUKOHAHHS JJOPYICHb YCTAHOB BUIIOTO PiBHSI,
Ha 3alUTH IHIINX YCTAaHOB, 3B€PHEHHS IPOMAJISIH, 3alIUTH Ha 1HGOpMAITito, a TAKOXK K 1HII[IaTUBHI Ta
CYIIPOBIiJIHI JTUCTH.

124. 'V pa3si HagBHOCTI MIJCTaB, Kl BU3HAIOTHCSA OOIPYHTOBAHUMH JJisi CTBOPEHHSI YCTAaHOBOIO
JOKYMEHTIB y mamnepoBiii ¢opmi, ciyx060Buil JHCT 0(GOPMIIIOEThCS Yy MamnepoBiii ¢opmi Ha
cremiaJibHOMY JJis JHUCTIB OnaHky ¢opmaty A4 (210 x 297 minmimeTpiB). SKIIO TEKCT JHMCTa HE
NIEPEBUIILYE CEMH Ps/IKIB, BAKOPUCTOBYEThCs OiaHk gpopmary AS (210 x 148 minmimerpiB).

125. JIuct Mae Taki peKBI3UTHU: JaTa, PeECTPALIMHUN 1HIEKC, TOCUJIAHHS Ha JIOKYMEHT, Ha SIKUI
Ja€Thes BIIOBIb, aJpecar, 3aroJ0BOK J0 TEKCTY, TeKCT (OCHOBHHM PEKBI3UT CIIY>kO0OBOTO JIHCTA)
Ta ocobucte 3BepTaHHs (y pa3l moTpedu), BIAMITKA MPO HasBHICTH AOJATKIB (y pasi morpedn),
TiJITUC, BIIMITKA PO BUKOHABIIS.

{Tlynkm 125 i3 sminamu, enecenumu 321010 3 Illocmanosoro KM Ne 375 6io 17.04.2019}

126. JlaToro nucTa € gata peectpaiii BUXiHOT KOPeCIOHeHIT y Ci1yk01 1JI0BO/ICTBA.
127. SIx nmpaBuiio, y JUCT1 MOPYUIYETHCS OJJHE MMUTAHHS.

128. TekcT n1cTa BUKJIAAAETHCS BiJl PO 0COOM MHOKHMHH 3 BAKOPUCTAHHSM CIIIB: “IPOCUMO
MOBIJIOMUTH...” “p0O3’SICHIOEMO, T110...”, @00 BiJl TPETHOI 0COOM OJHUHHU - “MIHICTEPCTBO iHDOPMYE...”,
“ynpaBiiHHS BBaXKae€ 3a JOLIbHE.

SIKIIIO NHCT CKJIaIeHO Ha 6J'IaHKy I10CaJI0BO1 OCOGI/I, TCKCT BUKJIAAAETHCA BiI[ HepHJOI ocobu

29 <¢

OJIHMHH - “mpomty...” ", “OpoIoHyo...”.

129. Cnyx00B1 JMCTH MiIMUCYIOTHCS BIJMOBIIHO IO IHCTPYKUIi 3 JAIJIOBOACTBA YCTaHOBH.
['ep60BOIO MEYaTKOIO 3aCBIAUYIOTHCS JIUIIE TapaHTIHHI JTUCTH.

130. Ciy>x60Buii TMCT y manepoBiii (opmi Bi3ye aBTOp JOKYMEHTA, KEPIBHUK CTPYKTYPHOTO
MiAPO3/ALTy YCTaHOBH, B SIKOMY HOTO CTBOPEHO, y pa3i moTpedu (SKIIO B JIMCTI MOPYUIYIOTHCS
BKJIMBI Ta MPUHIIAIIOB] TUTAHHS ) KEPIBHUKH 3a1HTEPECOBAHMX CTPYKTYPHUX MIIPO3/1IIB YCTAHOBH,


https://zakon.rada.gov.ua/laws/show/375-2019-%D0%BF#n230

a TaKoXX 3aCTYIHUK KEpIiBHUKA YCTAaHOBH, SKHH KOOPAMHYE POOOTY CTPYKTYPHOTO IIiJIpO3IiITy
YCTaHOBH, B IKOMY CTBOPEHO BiIIMOBITHHH JIUCT.

Jloxymenmu 00 3acioans Koe2ialbHUX Opeanie

131. TIlizrotoBka Ta O(OPMIIEHHS JOKYMEHTIB [0 3acilaHb KOJIET1aJIbHUX OpraHiB
3MIMCHIOIOTHCS 3 METOIO OpraHi3aIliiHOTo 3a0e3MeUeHHs BiAMOBIHOTO OPTraHy.

132. 3acimaHHs KoJerialbHUX OPraHiB MPOBOASITHCS BIAMOBIIHO JI0 3aTBEP/UKEHUX IUIAHIB X
poboTtu Ta y pa3i morpedu.

VY maHi poOOTH KOJETiaIbHOTO OpraHy 3a3HA4yaroThCsl MUTAHHS, 10 MOBUHHI PO3TIISAAATHUCS,
JaTta po3rysiy, Mpi3BHILE, BIAacHE iM’S JOIMOBiaYa Ta HaAMEHYBAaHHS CTPYKTYPHOTO IiIPO3ILTY
armaparty KOJIETiaJbHOTO OpraHy, SKMH TOTy€ JOKYMEHTH JUIS PO3IJISAY HMHUTAHHS KOJETiaJbHUM
OpraHoM.

[IpoekT miany poOOTH KOJIETiaJbHOTO OpraHy CKIQJa€ThCs CEKPEeTapeM LbOTO OpraHy 3
ypaxyBaHHSM IPOMO3ULIN CTPYKTYpHUX HiAPO3ALTIB arapary bOro Oprasy.

KepiBHUKH CTPYKTYPHUX HiAPO3ALIIB ariapaTy KOJIETiaTbHOTO OpraHy NOJA0Th ISl BKITFOUEHHS
70 MjaaHy poOOTH KOJEriaJbHOTO OpraHy IepeiiK MUTaHb, SKi BOHM BBa)KalOTh 3a HEOOXiIHE
PO3TIISIHYTH Ha Horo 3acimanHi. Jlo mepeniky J0JaeThesl AOBiKA 3 OOTPYHTYBAHHSM MiACTaB IS
BHECEHHSI TUTAHHS Ha PO3IJIS KOJIETIAIbHOTO OpraHy.

3aTBepKEHUN KOJEriaJbHUM OpraHoM IUJIaH pPOOOTH JOBOJUTHCS JO BiJoMa 4IIEHIB
KOJIeT1aJIbHOTO OPTraHy 1 KEPiBHUKIB CTPYKTYPHUX MiAPO3/iIiB Horo anapaty. JlonaTkoBi mUTaHHS 10
3aTBEPHKEHOTO IJIaHy POOOTH KOJIETiadbHOTO OpraHy MOXYTh OyTH BKJIIOYEHI 32 PIIICHHSM HOTo
rojoBu. CekpeTap KOJIETIAILHOTO oOpraHy iH(GOpMye BCIX UJICHIB KOJEriaJbHOTO OpraHy Ta
BIJIMOBIJAJIbHUX BUKOHABIIIB PO BHECEHI 10 IJIaHY 3MiHH.

133. JIOKyMEHTH 3 MHTaHb, 110 BHOCATHCA Ha PO3IJISL] KOJETiaJbHOTO OpraHy, MOBHHHI
noJlaBaTHCs He Mi3HilIe HDK 3a I’STh JHIB J0 3aCiaHHA, a Y pasl NMPOBEJEHHS I103a4eproBOro
3aciJIaHHs - HE MI3HIIIEe HIK 3a OAMH JIeHb. 3a3Ha4eH1 JOKYMEHTH MICTSATh!

JIONOBI/IHY 3aITUCKY, a/ipecoBaHy KoJeriaJbHOMY oprany (y pasi nmotpedu), B sKiil IpyHTOBHO
BHKJIQ/ICH] MTUTaHHS 3 BUCHOBKAMH 1 TPOTIO3UITISIMU;

MPOEKT pimieHHsT (PO3MOPSIKEHHS, TOCTAHOBH) KOJIETIaJbHOTO OpraHy, 3aBi30BaHUI
KepiBHUKaMH 3alHTEPECOBAaHMX CTPYKTYPHHUX MiIpO3IUTIB HOro amapary, Ta JOKYMEHTH 10 HbOTO
(aHamTUYHI AOBIJIKM, TaOJMIN, JAlarpamMH TOILO), 3aBI30BaHI iX KEepPIBHUKaMH, a y pasl MOTpedH -
IIPOEKT HaKas3y;

JIOBIIKY PO  TOTO/UKEHHS MPOEKTY  pIlIeHHS  (PO3MOPAKEHHs, IOCTaHOBH) 13
3aiHTEPECOBAHUMH CTPYKTYPHUMH MiJIPO3/I1IaMU YCTaHOBH Ta y pa3i MOTpeOU iHIIUMH yCTaHOBAMU;

CIHMCOK 0C10, K1 3aMpOIIYIOThCS Ha 3aCiIaHHs KOJIETiaIbHOTO OpraHy;
HIIT JOKYMEHTH, HEOOX1TH1 JIJIsl PO3TIISY MUTAHb.

134. JlokyMeHTH, MIiATOTOBJIEHI ISl PO3IJIALY KOJeriaJlbHUM OpraHoM, a TaKoX OJIMH
MPUMIPHHUK TX KOTIiH, 30€piraloThCsl y ceKpeTapsi KOJeTrialbHOro OpraHy.

135. 'V pa3i mpoBeleHHS 3aKpUTOrO 3acilaHHS KOJIETIAIbHOTO OpraHy abo 3aKpHUTOro
OOTrOBOpPEHHSI OKPEMHX IMUTaHb IIJrOTOBKA JOKYMEHTIB 3 BIAMOBIJHUX MUTaHb 3/IHCHIOETHCS 3
JOTPUMAHHSIM MOPSAKY pOOOTH 3 JOKYMEHTaMH, 10 MICTATh 1H(OpMaILlito 3 0OMEKEHUM JOCTYIIOM.

136. 3a miaAroTOBKY TOKYMEHTIB JUIsl TPOBEICHHS 3aCi/1aHb KOJIET1aIbHOTO OPTaHy BiAMOBIAAIOThH
KEpIBHUKH 3a1HTEPECOBAHUX CTPYKTYPHHX MiIPO3/LIIB HOro anapary.

137. Cekperap KOJETiaIbHOTO OpTraHy 3IIMCHIOE KOHTPOJb 3a CBOEYACHUM IMOJAHHSIM
JOKYMEHTIB Ha pO3IJIA[ Ta MepeBipsie X Ha HasBHICTb y MOBHOMY 0OO0Cs31 Ta MPaBUIbHICTh
oopMIICHHS.



JIOKyMEHTH, TOJaHi 3 MOPYIIEHHSIM YCTaHOBJICHOTO TMOPSJIKY 1 CTPOKIB, 10 pO3IJSAy HE
MPUUMAIOTHCSI.

138. Pe3ynbTaté 3aciiaHHsl KOJIETiaJbHOTO OpraHy O(OpMIIIOIOTHCS MPOTOKOJIOM 3TiHO 3
BUMOTaMH, 3a3HaueHUMU y nyHKTax 104-120 miel [HcTpykiii.

139. PimeHHs KoOJerii yCTaHOB peali3ylOThCS MUIIXOM BHJAHHA HaKa3iB YCTaHOB,
PO3MOPSKEHb KEPIBHUKIB YCTAHOB, SIKUMU BOHU BBOJSTHCS B JIiIO.

140. Butsaru 3 mpoTOKOIIB O(GOPMIIOIOTHCS HA BiANOBIIHOMY OJaHKY 1 3aCBIqUYIOTHCA
MEeYaTKOI0 CITY>KOH J1IIOBOJICTBA.

Jlokymenmu npo cysucO08i 8i0psoAHCeHHS
141. Cayx00Bi BipsJKEeHHS MIPALlIBHUKIB Mepea0avaloThes y IiaHi poOOTH yCTaHOBH.

142. V pa3i BUHUKHEHHS TOTPeOH y HalpaBJIeHHI MpaIliBHUKA y BIAPSKEHHS, HE TiepeadaueHe
IUTAHOM POOOTH yCTaHOBH, KEPIBHUKOM CTPYKTYPHOTO MiApPO3MAiTYy, B SKOMY IpAIO€ MPALiBHUK,
TOTYETHCSl JONOBIJHA 3allMCKa Ha BIIACHE IM’S KEpiBHHKA YCTaHOBH, JEPKABHOTO CEKpeTaps
MiHICTepCTBa a00 KepiBHUKA arapaTy yCTaHOBH, B SIKil 3a3HAYA€THCS TPO T, Ky, HA IKHH CTPOK,
3 SIKOFO METOIO BiJIPS/PKAETHCS MPALliBHUK.

JlomoBiHA 3amKcKa pa3oM 3 MPOEKTOM Haka3y HpO BiIPS/DKEHHS IepeaacThCs aapecary, sK
MPaBUJIO, HE MI3HIIIE HIK 32 TPU 00U 0 MOYATKY BiIAPSIKCHHS.

143. Jlns peectpaiii BiIpsiIKE€Hb BEIEThCS KypHal, (opMma SKOrO BU3HAYAETHCS OKPEMUM
HOPMaTHUBHO-TIPABOBUM aKTOM.

144. Tlicns moBepHEHHS 3 BIAPSIKEHHS MPALliBHUK BIAMOBIAHO 10 MOPSAKY, BH3HAYEHOTO
HAKa30M YCTaHOBW, TOTY€ Yy TPUACHHHN CTPOK NMHUCHMOBHUH 3BIT MPO BIAPSIDKCHHS (BUKOHAHHS
3aBJIaHHsI), @ TAKOXK TOJIA€ 3BIiT PO BUKOPHCTAHHSI KOIITIB y CTPOKH, BU3HAYCHI 3aKOHOITABCTBOM.

3BIT Npo BiAPSAIKEHHs (BUKOHAHHS 3aBAAaHHS) Ta 3BIT PO BUKOPUCTAHHS KOUITIB MiAMUCYIOTHCS
MPAIiBHUKOM, KU MepedyBaB y BIAPSKEHHI, Ta MEPEAAIOThCA J0 KaapOBOi Ta OyXralTepchKoi
ciy>k0 yCTaHOBH BiJIIOBIIHO.

III. Opranizanisi 10KyMeHTO000iry Ta BUKOHAHHSA IOKYMEHTIB
Bumorn mopao panionanizauii J0KyMeHTO000iry

145. JIokyMeHTH, CTBOPEHI y HanepoBii (popMi, IPOXOAATh 1 OMPaIbOBYIOThCS B YCTAaHOBI Ha
€IMHUX OpraHizalliHUX Ta MPaBOBUX 3acajax opraHizauii JOKyMEHTOOOIry i3 JOKyMEHTaMH,
CTBOPEHUMHU B €JIEKTPOHHIN (hopMi, BU3HAUECHUX [HCTPYKILi€IO 3 IIJIOBOICTBA B €JEKTPOHHIN (hopMmi.
V pa3i HasiBHOCTI M1JICTaB, K1 BU3HAIOTHCSI OOTPYHTOBAaHUMM JJI1 CTBOPEHHSI yCTAaHOBOIO JJOKYMEHTIB
y mnanepoBiid (opMmi, 3aCTOCOBYIOTbCS 3acaJid Opratizamii JOKYMEHTOOOIry, BH3HAuU€Hi L€
[HCcTpyKIIIETO.

146. EcdexTuBHA OpraHizaiist JOKyMEHTOOOITY nependoavae:
MPOXO/DKEHHSI IOKYMEHTIB B yCTAaHOBI HAMKOPOTIIAM IIIJISIXOM;
CKOPOYEHHS KUIBKOCTI 1IHCTAHIIIHM MPOXOKEHHS TOKYMEHTIB (30KpeMa, I1iJ1 4ac MOT0/IKEHH);
YHUKHEHHS 1yOJIeTHUX orepauii mija yac poOOTH 3 JOKYMEHTaMHU;
[EHTpai3alito (31iHCHEHHS! OHOTUITHUX OMepalliid 3 TOKyMEHTaMHU B OJTHOMY MICIIi);
YCYHEHHSI PYYHUX PYTHHHHX OTepalliif, ki MO’KHa aBTOMaTH3yBaTH.

IpuiiManHsA Ta NepBUHHE ONPAIIOBAHHS T0KYMEHTIB, 1110 HAAXOAATH 10 YCTAHOBHU

147. locTaBKka JOKYMEHTIB 1O YCTaHOBH 311 CHIOETHCS YEPEe3 CUCTEMY B3a€MO/Ii1, @ TAKOK MOXKe
3MIMCHIOBATHCS 3 BUKOPUCTAHHSIM 3aC001B MOIITOBOTO 3B’SI3KY, KYp €PChKOIO Ta (DeJb]’ ErepChKOI0
CITyk00¥0.
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[TomTor0 Ta uyepe3 Kyp €pChbKy CIyXOy IOCTaBISETHCS MHCbMOBA KOPECIIOHJIEHINS Yy pasi
HassBHOCTI MIJICTaB, SIKI BU3HAIOTHCS OOTPYHTOBAHUMH JJISI CTBOPEHHS YCTAaHOBOIO JOKYMEHTIB y
narnepoBiii (opMi, MOMITOBI KapTKu, OaHAepoii, ApiOHI MaKeTH, a TaKOX MEepiOJUYHI APYKOBaHI
BUIaHHSL.

®denb1’ €repehbKOI0 CITY)KOO0I0 JOCTABIISIETHCS CIeIiabHa KOPECTIOH ICHITIS.

148. Yci moKyMeHTH, 10 HAAXOIATh 0 YCTAaHOBH, MPUWMAIOTHCS IIEHTPAIi30BAHO CITYkKOO0I0
JIIJIOBOJICTBA.

{A63ay nepwuii nynkmy 148 6 pedaxyii [locmanosu KM Ne 375 6io 17.04.2019}

[TopsimoK PO3KPUTTS KOHBEPTIB BU3HAUAETHCS IHCTPYKIII€IO 3 IIIOBOJCTBA YCTAaHOBH.

{A63ay opyeuil nynkmy 148 6 peoaxyii [locmanoseu KM Ne 375 6io 17.04.2019}

PexomeHi0BaHa, crieniaibHa Ta KOPECHOHICHIIIS 3 OTOJIOMICHOK IIHHICTIO MPHUHAMAETHCS ITi]]
PO3MUCKY B KypHaI, peecTpi a00 MOBiIOMIICHH] TIPO BPYYICHHS.

149. ¥V pasi HaxxopKeHHS KOPECHOHICHIIT 3 BiAMITKOI “TepMiHOBO” (PIKCYeThbCs HE JHIIE
nara, a i TOAWHY Ta XBUJIMHH JIOCTAaBKH.

VY pa3i BiICYTHOCTI B yCTaHOBI CUCTEMH €JICKTPOHHOTO JIIJIOBOJICTBA JTIOKYMEHTH, 110 HATIHIIITH
4yepe3 CHCTEMY B3aeMOJIii, IPYKYIOThCS Ta O(GOPMITFOIOTHCS CIY)KOOK JIJIOBOJICTBA SIK TarepoBa
KOIIiSl €IEKTPOHHOTO OPUTiHAJY, 3aCBiTYeHA TIEUYATKOIO CIYXOH JTiJI0BO/ICTBA.

150. KonBepTu 30epiraroTbcsi i J0al0THCS 10 JOKYMEHTIB y pa3i, KOJIU JIUIIEC 32 KOHBEPTOM
MOXXHa BCTAQHOBUTH aJIpecy BiANpaBHHUKA, Yac BiINpaBICHHS Ta OJCp)KaHHS JOKyMEHTa abo y
KOHBEPTI BIJCYTHI OKpeMi JOKYMEHTH YM BCTAHOBJICHO HEBIAMOBIAHICTh HOMEpPIB JOKYMEHTIB
HOMepaM, 3a3Ha4YCHUM Ha KOHBEPTI, a TAKOK aJJPECHI SPJIUKNA PEKOMEHJOBAaHMX KOHBEPTIB 1 ITAKETIB.

VY pasi BIACYTHOCTI AOJATKIB, 3a3HAYEHUX Yy JIOKYMEHTI, a00 OKpeMHUX apKyIliB, a TaKOX 3a
HasBHOCTI MMOMMJIOK B O(OPMIIEHHI JOKYMEHTA, 110 YHEMOKJIMBIIIOE HOr0 BUKOHAHHS (BiACYTHICTh
MIANUCY, BIAOWTKA MeyaTKd, Tpudy 3aTBEpKEHHS TOWIO), JOKYMEHT HE pPEECTPYeTbes 1
MOBEPTAETHCS BIAMPABHUKOBI 13 3a3HAUEHHAM IIPUYUHH TOBEPHEHHS 200 HOMY MOBIAOMIISETHCS PO
MTOBEPHEHHS JJOKYMEHTA TeJe()OHOM.

{A63ay opyeutl nynkmy 150 6 peoaxyii [Tocmanoseu KM Ne 375 6io 17.04.2019}

V pa3i NOUIKO/KEHHSI KOHBEPTa POOUTHCS BIANOBIAHA BIAMITKA Y MOIITOBOMY PEECTPI.

V pasi BiJICYTHOCTI, HELIJIICHOCTI BKJIQJIeHb BHACIIJIOK MOIIKO/KEHHS KOHBEPTA, YIIaKyBaHHS,
IO TIPHU3BEJIO O HEMOXIMBOCTI TMPOYUTAHHS TEKCTY IOKYMEHTa, CKIQJA€ThCI aKT y JIBOX
NPUMIPHUKAX, OJWH 3 SKHUX HAJCHJIA€ThCS KOPECIOHJEHTY, a IHIIMHA 30epiraeTbcsi y CiyxO0i
JTIJTOBOJICTBA.

151. JlokyMeHT MOBEpPTA€ETHCS BIANPABHUKOBI 0€3 pO3MIIALy y pasi HOro HaaXOMKEHHS HE 3a
a/Ipecoro, HaIXO/KEHHS ManepoBOro NMpUMIpHHUKa JOKYMEHTA, KUl BJKe HaINIIOB Y €IeKTPOHHIN
¢dopmi uepes cucreMy B3aeMoiii, 800 HAAXOJKEHHS IOKyMEHTa y naneposiil popmi 6e3 HassBHUX Ha
T€ MIJICTaB, K1 BU3HAIOTHCA OOIPYHTOBAHUMHU JIJIsl CTBOPEHHS YCTAHOBOIO JJOKYMEHTIB Y ManepoBii

dopwmi.
152. 'V pa3si ogep:kanHs (aKCUMITBHOTO TIOBITOMJICHHS JOKYMEHT HE PEECTPY€EThCS.
Ilonepenniii po3riisia 10KyMeHTIB
153. Bei BXiiHI JOKYMEHTH T ISTAIOTh TOTIEPETHROMY PO3TIISAY B CIIYXKO01 A1IIOBOJICTBA.

154. Ilix yac monepeHbOro po3risay BU3HAUAETHCS:

Y1 Ma€ JJOKYMEHT OYTH JOIMYIIEHHUH 10 peecTparii;
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g1 1oTpedye pO3MIAqy KEpiBHHIITBOM YCTaHOBM a0o Tmepefadi Micias peecTparii 10
CTPYKTYPHOTO MIiAPO3Miay a0 CTPYKTYpPHHX TMIAPO3AUIIB BIAMOBIAHO 10 (YHKIIIOHAIBHOTO
po3mnoiiy 000B’sI3KIB B YCTaHOBI;

M HAJISKUTh IO JOKYMEHTIB TEPMIHOBOTO PO3TIISITY (OTMPAIlIOBAHHS).

{Tlynkm 154 6 peoaxyii [locmanosu KM Ne 375 6i0 17.04.2019}

155. Ha craaii monepeaHboro po3rsiay 3A1HCHIOETCS BiIOIP TOKYMEHTIB, 1110 HE MiJISATal0Th
peectpariii ciry)k0010 IITOBOACTBA, & TAaKOX TaKUX, IO MEPENAIOThCS ISl CIEHiaTbHOTO OOJIKY
CTPYKTYPHHUM HiAPO3iIaM, 1110 BU3HAYCHO y J10JIATKY 4.

Peectpanisi noxymeHTiB

156. Peectpariisi TOKyMEHTIB BCiX KaTeropiii moisirae y CTBOPEHHI 3aKCy 00TIKOBHX JaHUX PO
JOKYMEHT Ta 0(hOPMIICHHS PEECTPAIITHO-MOHITOPHUHTOBOI KapTKU B €JICKTPOHHIN (hopmi y cuctemi
€JIEKTPOHHOTO JIIJIOBOJICTBA 13 3a3HAYECHHSM OOOB’SI3KOBHX PEKBI3WTIB, 3a JONOMOTOIO SIKHX
¢ikcyeThesi GaKT CTBOPSHHS, BiIIIPABICHHS a00 OJIep)KaHHs JOKYMEHTA IIIIXOM IPOCTaBJICHHS Ha
HBOMY PEECTPAIITHOTO 1HAEKCY 3 MOAATIBIIINM BHECECHHSIM JI0 PEECTPALIHHO-MOHITOPUHTOBOT KapTKU
HEOOX1IHUX BiIOMOCTEH.

{Ab63ay nepwuii nynkmy 156 i3 3minamu, eHecenumu 32iono 3 Ilocmanosoro KM Ne 375 6io
17.04.2019}
VY BeO-MOayIi CUCTEMH B3a€EMOJIIT T0AATKOBO PEECTPYIOTHCS JIUIIE JOKYMEHTH, SIKI HaAIAILIN

abo OyayTh BiIIIPaBIICHI Yepe3 CUCTEMY B3a€MOIII.

{Ilynkm 156 donosneno nosum absayom 32iono 3 Ilocmanosoro KM Ne 375 6io 17.04.2019}

VY pasi notpeOu nepenik 000B’AI3KOBUX PEKBI3UTIB peeCTpallifHO-MOHITOPUHIOBOI KAPTKU MOKE
Oytu nomoBHeHUH. [lopsioKk pO3MILIEHHS PEKBI3UTIB Yy peecTpaliiiHO-MOHITOPUHIOBINA KapTii
BU3HAYA€THCS IHCTPYKIIEIO 3 1IJIOBOJICTBA YCTAHOBH.

PeecTpaliis 10KyMEHTIB MPOBOAUTHLCS 3 METOIO 3a0e3MeueHHs iX 0OJiKy, MOHITOPUHTY CTaHy
BUKOHAHHS 1 ONIEPaTUBHOIO BUKOPUCTAHHS HAABHOI B JOKYMEHTax iH(opmarii.

157. Peectpartisi JOKYMEHTIB TPOBOAUTHCS LIEHTPATI30BAHO CIYKOOIO JI1IOBOICTBA.
CTpyKTypHI HiAPO3AUIH YCTAHOBU PEECTPYIOTH CTBOPEH1 HUMHU JIOTIOB1/IHI Ta CIY>KOOB1 3alIUCKH.

Micue peecTpaiiii OKpeMHX TPy CHEIliaTi30BaHUX JOKYMEHTIB (Haka3u (pO3MOPSIKEHHS),
JIOTOBOPH, 3BITH, IPEHCKYpPAHTH, 3asIBU TOII0) BUSHAYAETHCS IHCTPYKIIIEIO 3 JIIJTIOBOJICTBA YCTAHOBH.

158. JIokyMeHTHU peeCTPYIOTHCS JUIIIE OJUH pa3: BX1JHI - Y IEHb HAJIXO/KEHHSI, CTBOPIOBAHI - y
JIeHb MiANUCcaHHs a00 3aTBEPHKEHHS.

159. ¥V pa3i nepenadi 3apeecTpOBaHOTO JOKYMEHTA 3 OAHOTO CTPYKTYPHOTO MiAPO3ILTYy IO
1HIIIOTO HOBUI peecTpariiiHuil 1H/IeKC Ha TOKYMEHT1 HE TPOCTaBISEThCS.

160. JIokyMEHTH peecTpyIOThCSl 3a TpylHaMM 3aJIeKHO BiJl Ha3BM BHJY, aBTOpa 1 3MICTY
JTOKyMeHTiB. Hampukias, okpeMo peecTpyroThCs:

aKTU OpraHiB JIep>KaBHOI BJIaJM, OpraHiB Biaau ABToHoMHOI Pecniy6miku Kpum ta nopyuenus
BUIIMX MOCAJ0OBHUX OCi0, 3alMTH, 3BEPHEHHSI, @ TAKOK KopecrnoHaeHis BepxoBnoi Pagu Ykpainu,
110 HaJiHIIa 10 YCTaHOBU;

Hakasu (pO3MOPSKEHHs1) 3 OCHOBHUX MUTAaHb AISUTBHOCTI YCTaHOBH;
Hakasu (pO3MOPSHKEHHS) 3 aIMIHICTPAaTUBHO-TOCIIOIAPCHKUX MTUTaHb;

Haka3u (pO3MOPSPKEHHS) 3 KaAPOBUX MUTAaHb (0COOOBOTO CKJIaMy) (BIAMOBIAHO 0 iX BUAIB Ta
CTpOKIB 30epiranus);
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pilIeHHs KOJIerii;

aKTH peBi3iil (PIHAHCOBO-TOCTIOAAPCHKOT TiSIIBHOCTI;
OyXTaJnTepCchKi TOKYMEHTH,

3asBKHM Ha MaTepiajibHO-TEXHIYHE TIOCTaYaHHS,
CITy’)k0O0BI1 JIUCTH;

3BEpHEHHS I'POMAJISH;

3amuTH Ha 1HGOPMAITiTO.

161. Peectparmiss 1OKyMeHTa 3HIHCHIOETbCS 3 BHUKOPUCTAHHSIM CHCTEMH €IIEKTPOHHOTO
JITOBOJ/ICTBA YCTAHOBH (10aTkH S 1 6) ab0 y pasi ii BiACYyTHOCTI:

LEHTPATI30BaHO 13 3aCTOCYBAHHSIM BEO-MOJIYJISI CACTEMH B3a€EMO/IIT;

JIOTIOBITHI Ta CIy>KOOB1 3aMTMCKHU, CIEIiali30BaHl TOKYMEHTH - 13 3aCTOCYBAHHSAM MPHUKIATHOTO
MIPOrPaMHOTO 3a0€3TICUCHHSI.

XKypnanbua (manepoBa) abo kapTkoBa Gopma peecTpallii JOMYyCKAEThCs JIMIIE B YMOBaxX Ta
MPOTSATOM CTPOKY [ii BIMNCHKOBOTO 4YM HAJ3BUYAWHOTO CTaHy Ha TEPUTOpIi, Jie pO3TalioBaHa
yCTaHOBA.

162. YV pa3si 3aCTOCYBaHHS CUCTEMH €JIEKTPOHHOIO JIJIOBOJCTBA YCTAHOBU (POPMYETHCS €MHA
[EHTpaJli30BaHa 0a3a peecTpaliiHuX JaHUX yCTAaHOBH, IO 3a0e3leuye MpaliBHUKIB iHPOpMALIiE0
PO BCi IOKYMEHTH YCTAHOBH Ta 1X MiCLE3HAXOKCHHSI.

Opranizanis nepegayi 10KyMeHTIB Ta IX BUKOHAHHS

163. lns 3a0e3neueHHs] CBOE4aCHOTO BUKOHAHHS JOKYMEHTIB Ci1yk0a JI0BOJCTBA po3po0Iisie
rpadiku nepeaaydi KOpeCcroHAEHLI KEpIBHULTBY YCTAaHOBHU 1 CTPYKTYPHUM HIAPO3/ILIaM.

164. 3apeecTpoBaHi JOKYMEHTH TEPENAOTHCSA HA PO3TJIs] KEPIBHUIITBA YCTAHOBH B JIEHb 1X
Ha/IXO/UKEHHST a00 HAacTyMmHOro poOoyoro JHS y pas3i iX HaaxomkeHHs micias 17 roauHu. AKTH
OpraHiB JIep>KaBHOI Biaau, opraHiB Biaau ABToHOMHOi PecnyOmiku Kpum, nopyudeHHS BUIIHMX
MoCcaZioBUX 0Ci0, 3alUTH 1 3BEpPHEHHS HApOJHHUX JIEMYTaTiB, a TaKOX KOpecloHAeHIis BepxoBHoT
Paqu  Vkpainu, Anminictpauii [lpesunenta VYkpainun, KaGinery MinictpiB  VYkpainu,
KOPECHOH/IeHIIid, 1110 HaJXOUTh BiJ] yCTAHOB BUII[OTO PiBHS, NEPEAAIOTHCS HAa PO3TJIsLL HEBIIKIIAIHO.

{Tlynkm 164 i3 sminamu, enecenumu 32i0no 3 Illocmanosoro KM Ne 375 6io 17.04.2019}

165. JloKyMeHTH, pO3IJISSHYTI KEpPIBHULUTBOM YCTaHOBH, IIOBEPTAIOTHCS 3 BIANOBIIHOIO
pe3odoniero cayk01 A1JI0OBOACTBA, sIKa 3/11HCHIOE Nepeady JOKYMEHTIB Ha BUKOHAHHS.

166. JIoKyMeHT, BUKOHABLSIMU SIKOTO € KIJbKa CTPYKTYPHHX MiJIPO3/UIIB, NepelacThes
BUKOHABIISIM OJIHOYAaCHO Yy BHIJISAI KOMIM 3 Mepesadyero OpuUriHally TOJIOBHOMY BHUKOHAaBIIIO,
BHU3HAYEHOMY B PE30JIIOLIT EPIINM.

167. ®akT nepenadi JOKyMEHTIB BUKOHABIISIM (DIKCYETHCSI TIUIIXOM MPOCTABJICHHS BIAMOBIIHOT
BIIMITKH B PEECTPAIiifHO-MOHITOPUHTOBIN KapTii 13 3a3HaueHHSAM iHQOpMaIii npo BUKOHABIIIB,
SIKUM TepeaHo anepoBUil OPUTIHAT TIOKYMEHTa Ta HOoro KoIii.

168. Ilepenaua 1OKyMEHTa 3 OJHOTO CTPYKTYPHOTO MiAPO3ALTY A0 IHIIOTO B 00OB’S3KOBOMY
MOPANIKY 3IHCHIOEThCS 4epe3 CiIykOy MAUIOBOJICTBA, SKa pPOOUTH BIANOBIAHY BIAMITKY B
peecTpaniifHO-MOHITOPUHIOBIM KapTii. JOKyMeHTH, BUKOHaHHSA SKHX MepedyBae Ha KOHTpOJI,
MepelaloThes /10 IHIIUX CTPYKTYPHUX M1IPO3/A1UTIB a00 1HIITMM BUKOHABLSAM TUIBKH 3 TIOB1IOMJIEHHSM
PO 1€ CIIY’K01 KOHTPOJTIO.

169. Tlepenavya MOKYMEHTIB Yy MeXaxX CTPYKTYPHOTO IiJIPO3JAUTY 3IIHCHIOETBCS Yepe3 0co0y,
BI/IMOBITAJIbHY 32 J1JIOBOJICTBO B CTPYKTYPHOMY MiIPO3iii (CeKpeTaps).
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170. BigmoBinanbHICTh 32 BUKOHAHHS JIOKYMEHTa HECYTh 0COOM, 3a3HAYCHI Y PO3MOPSIIIOMY
JIOKYMEHTI, pe30JIIollil KEpIBHUKA YCTAaHOBH, Ta MPAI[IBHUKH, SIKUM O€3MTOCEPEIHBO JOPYUEHO HOTO
BUKOHAHHSI.

['onoBHMIT BHKOHABEIb OPraHi3oBye pPOOOTY CIIBBUKOHABIIIB, 30KpeMa BHU3HAYAE CTPOKH
MOJIaHHST HUMH MIPOTIO3UIIIH, TOPSI0K ITOTO/HKEHHS 1 ITATOTOBKH MTPOEKTY JOKYMEHTA.

CriBBUKOHABIII BiJNOBIJAIOTh 32 IMiJTOTOBKY Ha HAJEKHOMY DPIBHI Ta CBO€YacCHE MOIAHHS
TOJIOBHOMY BUKOHABIIIO IIPOMO3HIIiH. Y pa3i HECBOE€YACHOTO MTOIaHHS TPOMO3UIIIH CITiBBUKOHABISIMU
TOJIOBHUI BUKOHABEIb 1H(YOPMYE MPO LIe KEPIBHUKA, SIKUI HAJaB TOPYUCHHS.

171. BukonanHusi TokyMeHTa nepeadavae 30MpaHHs Ta ONpalloBaHHsA HEOOXiaHOT iH(opMmarii,
MIITOTOBKY MPOEKTY BIJIMOBIII HAa JOKYMEHT 4YH HOBOTO JOKYMEHTa, WOro o(OpMIICHHS,
MOTO/KEHHS, IOJaHHS TSI I IMMCaHHS (3aTBEPPKCHHS) BiIIIOBITHOMY KEPIBHHKY.

172. Tlepen mojgaHHSAM NPOEKTY JOKYMEHTa Ha IIAMNKC BiAMOBIIHOMY KEpPIBHHUKY aBTOP
JOKyMeHTa 3000B’sI3aHUI MEPEBIPUTH MPABWIBHICTh HOTO CKIIAJCHHS Ta 0(OPMIICHHS, MOCHIAHHS
Ha HOPMATHUBHO-IIPABOB1 aKTH, YTOYHUTH HU(POBI J1aH1, HASIBHICTh HEOOXITHUX Bi3 1 10ATKIB.

173. JIokyMeHT moJaeThbcs Ha MAMKUC Pa3oM 3 JOKYMEHTaMH, Ha BUKOHAHHS UM Ha M1JCTaB1 IKUX
MOro CKJIaJIEHO.

174. SIkimo TOKYMEHT HAJCHIIAETHCS J0 KUJIbKOX YCTaHOB, SIKi HE € KOPUCTYBa4aMH CHUCTEMHU
B3aEMOJII1, MiCIs WOro peecTparlii ciryx0a JMiJIOBOJCTBA OPraHi30BY€ BHTOTOBJICHHS HEOOXITHOI
KUTBKOCT1 IPUMIPHHKIB.

175. ABTOp TOKyMEHTa y pasi BIAIYCTKH, BIAPSHKCHHS, 3BUIBHCHHS 3000B’sI3aHUI 1epeaaTu
1HIIIOMY TIPAIIBHUKOBI 3T1IHO 3 JIIFOUYMUM PO3MO/IIJIOM yCi HEBUKOHAHI IOKYMEHTH Ta MOiH()OpMYBaTH
CITy’k0y KOHTPOJIIO TPO Nepeady JOKYMEHTIB, BAKOHAHHS SIKUX TiepeOyBae Ha KOHTPOJII.

Opranizaniss MOHITOPUHTY BUKOHAHHSI IOKYMEHTIB

176. OcHOBHI 3acagu MPOBEACHHS MOHITOPHHTY BUKOHAHHSA JIOKYMEHTIB
BU3HAYAIOTHCA [HCTPVKIIIECIO 3 TIJIOBOJCTBA B €JIEKTPOHHINA hopmi.

177. YV cTpyKTypHUX TiApo3auiax Oe3rmocepeHii KOHTPOJIb 32 BUKOHAHHSIM JOKYMEHTIB
3IIACHIOE 0c00a, BIAMOBITaNIbHA 3a J1JIOBOACTBO.

178. CTpok BUKOHAHHSI IOKYMEHTa MO)€ BCTAaHOBIIIOBATHUCSA Y HOPMAaTUBHO-TIPAaBOBOMY aKTI,
pO3MOpPATIOMY JTOKYMEHTI abo pe3oiolii KepiBHUKAa YCTaHOBH, JEpPXKABHOTO CEKpeTaps
MiHICTEpCTBa a00 KEepPiBHUKA amapary yCTaHOBH.

179. CTpoku MOXyTb OyTH TUIOBUMH a00 1HIUBIyaTbHUMHU.

Tumnosi CTPOKM BUKOHAHHS JJOKYMEHTIB YCTaHOBIIIOIOThCS 3aKOHOIaBCTBOM. CTPOKH BUKOHAHHS
OCHOBHUX JIOKYMEHTIB HaBOJSATHCS Y AOJATKY 7.

[HIUBIAyalbHI CTPOKM BCTAHOBIIOKOTHCS KEPIBHUKOM YCTaHOBH, JEPKABHHM CEKpeTapeM
MiHICTepCcTBa 00 KEPIBHUKOM arapary yCTaHOBH.

180. JlokyMeHTH, B SKHMX CTPOK BHKOHAHHS HE 3a3HAa4eHO, SKI HE € JOKyMEHTaMH
iHpopMaliiiHOro XxapakTepy ab0 He MICTATh KOHTPOJIbHUX 3aBJaHb, IOBUHHI OyTH BUKOHAHI He
mi3Hime Hixk 3a 30 THIB 3 MOMEHTY peecTpallii JOKYMEHTa B yCTaHOBI, JI0 SIKOT HaIHIIOB JJOKYMEHT.

181. Sxmo 3aBaaHHS MOTpeOye TEPMIHOBOTO BHKOHAHHSA, y TEKCTI 3aBJaHHS OOOB’SI3KOBO
3a3HAYa€ThCS] KOHKPETHUH KIHIIEBUI CTPOK BUKOHAHHS.

182. CmiBBuKOHABIII 3000B’s3aH1 TMOJAaBaTH IPOIO3HIIT TOJOBHOMY BHKOHABI[IO IMPOTITOM
MepPIIOT MOJOBUHU CTPOKY, BIIBEIEHOTO ISl BAKOHAHHSI IOPYUYCHHS, 3aBJaHHS.

183. VY pasi norpedu iHAMBINyaTbHHUI CTPOK BUKOHAHHS JOKYMEHTa MOKe OyTH MPOJOBKEHO 3a
OOTPYHTOBaHMM HPOXAHHSAM BHKOHABIIA, SKE MOJAETHCS O€3 MOTOHKEHHS 3 IHIIMMHU CTPYKTYPHUMH
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migpo3ainamMu Oe3mocepeHhO MOCaaoBiii 0co0li, sika BCTAaHOBHMJA CTPOK. BiAmoBigHe mpoxaHHs
MOAAETHCS HE MI3HIIIE HIXK 332 TPU pOOOUYNX JHI 10 3aKiHYCHHST BCTAHOBJIEHOTO CTPOKY.

184. IIpomo3wuitisi moa0 MPOJAOBXKEHHsI CTPOKY BUKOHAHHS 3aBJiaHb, BU3HaUECHUX BepxoBHOIO
Panoro Vkpainu abo Ilpesugentom Ykpaiawm, mo Hamiciani KaGinetom MinicTpiB Ykpainu,
nogaetbes Cexkperapiaty Kabinety MinicTpiB YKpaiHu BiAMOBIJAIBHOIO 32 BUKOHAHHS YCTaHOBOIO
pa3oM 3 MPOEKTOM JIHMCTa, AJPECOBAHOIO BIAMOBIAHO KepiBHUKOBI Amnapary BepxoBhoi Pamm
VYkpaiaun un ['naBi Anminictpaiii [Ipe3unenta Ykpainu, 3a ciM JTHIB 10 3aKiHUEHHS BCTAHOBJICHOTO
CTPOKY.

185. besnocepenHiit MOHITOPUHT BUKOHAHHS JIOKYMEHTA MPOBOIUTHCS Ha MIJCTaBI PE30ITFOIT
KepiBHUKA YCTaHOBH, JAEP>KaBHOTO CEKpeTapst MiHICTEpCTBa a00 KEpiBHHUKA anapaTy yCTaHOBH.

186. PeecTpaniiiHO-MOHITOPUHTOBI KapTKU JOKYMEHTIB, III0JJ0 BUKOHAHHS SKUX MPOBOJUTHCS
MOHITOPHHT, JIJIs 3pYYHOCTI MOXKYTh TPYIyBaTHUCS 32 CTPOKaMU (HAOJMKEHHSM CTPOKiB) BUKOHAHHS
JOKYMEHTIB, 32 BUKOHABIISIMHU, 32 KOPECIIOHAeHTaMH a00 Tpynamu (Haka3u 3 OCHOBHOI JisUIbHOCTI,
HaKas3M 3 aJMiHICTPAaTHBHO-TOCIIOIAPCHKUX MMUTAHb, JOPYYCHHS BUIIMX OPraHiB BIAJH, JOPYYCHHS
KepiBHUKA YCTaHOBH TOIIIO).

187. Ha oguH 1OKyMEHT MO>Ke OYTH 3aBeJIeHa JIUIIE O/IHA PEECTPALlifHO-MOHITOPUHIOBA KapTKa
HE3aJIEKHO BiJl KUIBKOCTI BHKOHABI[IB 200 CTPOKIB BUKOHAHHS OKPEMHUX 3aBJlaHb, 3a3HAYCHHUX Y
JIOKYMEHTI.

188. Jani mpo XiI BHUKOHAHHSA JOKYMEHTAa MOXYTh BHOCHUTHCS JIO PEECTpaliifHO-
MOHITOPHUHIOBOI KapTKM Ha MiAcTaBi ix 3amuTy TenedoHoM abo mMiJ yac MepeBipKkd podoTH
CTPYKTYPHOTO MiAPO3/ALTY - BAKOHABIIS.

189. 3a 3amuTOM CTPYKTYPHOTO MiAPO3AUTY CIy’)kOa KOHTPOJIO Hamae iHQOpMAIo Tpo
JOKYMEHTH, BUKOHABIIEM SIKHX € BiIXMOBITHUMN MiAPO3.IiI, 00 SKUX MPOBOJAUTHCS MOHITOPHHT.

190. Indopmaris npo CTaH BUKOHAHHS B3SITUX HAa KOHTPOJIb JOKYMEHTIB Y3arajJbHIOETHCS
CTaHOM Ha TIepPIIIe YMCIIO KOXKHOTO MICSIIS 1 TOJAETHCS KEPIBHUIITBY YCTaHOBH (101aTOK 8).

Indopmaniiino-goBinKoBa podoTa 3 JOKyMeHTAMU

191. 3acamm  mpoBeaeHHs  iH(OpPMAIIHHO-AOBIAKOBOI  poOOTHM 3 JIOKYMEHTaMH
BU3HAYAIOTHCS [HCTPYKIUEIO 3 JIJI0BOJACTBA B €JIIEKTPOHHIN hopMi.

Ilopsinok onpanBaHHA Ta HAACUJIAHHS BUXiTHUX JOKYMEHTIB

192. BuxiaHi TOKyMEHTH Y nanepoBiil opmi, CTBOpEH1 B YCTaHOBI y pa3l HasIBHOCTI M1/ICTaB,
SK1 BU3HAIOTHCS OOTPYHTOBAHUMM JUIsi CTBOPEHHS TOKYMEHTIB y Haneposiil (opMi, HaJACHIAI0ThCS
ajzipecaTtaM 3 BUKOPUCTAHHSIM 3ac001B MOIITOBOTO 3B’ 53Ky, €JIEKTPO3B’SI3KY, a TAKOK JOCTaBIISIFOTHCS
Kyp’€pChKOI0, (DelIb’ €repChKOI0 CIIykKO00.

193. OnmnparmroBanHs JOKYMEHTIB Ui BIANpPaBICHHsS 3aco0aMH  TOMITOBOTO  3B’S3KY
3MIMUCHIOETHCS CITYKO00 J1ITOBOJICTBA YCTAHOBHU BIZIMOBITHO 110 [IpaBuir HaAaHHS MOCTYT MOMITOBOTO

3B SI3KY.
194. BuximHi JOKYMEHTH OIPAIlbOBYIOTHCS 1 HAJCUIAIOTHCS IIEHTPATI30BaHO B JEHb iX

HA/IXO/UKEHHS Bl CTPYKTYPHHUX MiAPO3/LTIB - BUKOHABIIB a00 HE Mi3HilIE HACTYITHOTO poOOYOro
TTHS.

195. He nonyckaerbcs:
HajcuIaHHs abo mepeaayda JOKyMEHTIB 0e3 iX peecTpallii y ciy:k0i A1I0BOJICTBA;

nyOieTHe HaJACUTIAHHS MPUMIPHHUKA, Y TOMY YHUCII OPUTIHAIBHOTO, TIOKYMEHTa y TManepoBii
dbopwmi, K0 WOTO MPUMIPHUK ab0 KOMI0 BXXE HAJICIAaHO B €JICKTPOHHIN (GopMi Yepe3 CHCTeMY
B3aEMOII.
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196. Ilin uac mpuiiMaHHS BiJl BHKOHABLIB BHUXIJHMX JOKYMEHTIB MpALliBHUKU CIyXOU
JIJI0BOJICTBA 3000B’s13aH1 TIEPEBIPUTH:

MPaBUJILHICTh 0()OPMIICHHSI IOKYMEHTa (CKJIaJ 1 pO3MIIICHHS B HhOMY BCiX PEKBI3HTIB);
HAsBHICTb 1 IPAaBUJIBHICT 3a3HAUYEHHS aJIPECH;

HAsBHICTh HA JIOKYMEHTI BIIMITKH IPO JTOJIATKU;

HasBHICTb yCiX HEOOX1THUX MiANUCIB (IT€YaTOK) Ha IOKYMEHTI Ta J0JIaTKax 0 HbOTO;
HasBHICTB JIOJIATKIB Ta iX BIAMOBIAHICTh 3aBJICHOMY CKJIAdY;

BIJIMOBIAHICTH KUTBKOCTI IPUMIPHUKIB KITBKOCTI aJJpecaTiB;

HasBHICTH Bi3 Ha MarepoBOMY NMPUMIPHUKY BUXIIHOTO JOKyMeHTa (y pa3i HEOOXIJHOCTI HOro
CTBOPEHHS), 110 3AJIMIIAETHCS y CIpaBax YCTaHOBU.

197. Ha opurinanax JOKYMEHTIB, SIKi IJUISTAlOTh MOBEPHEHHIO, HA BEPXHHOMY IPAaBOMY II0J
MepIIoi CTOPIHKK CTaBUThCA 1mTamn “Tliasrae moBepHeHHIO .

198. JIokyMeHTH, 10 HAaJCUIAIOTHCS OJHOYACHO OJTHOMY 1 TOMY K aJpecaToBi, BKJIaJalOThCS B
OJIMH KOHBEPT (ynaxyBaHHs). Ha KOHBEpTI IpOCTaBISIOTHCS PEECTPAIliifHI iHIEKCH BCIX JOKYMEHTIB,
SIK1 MICTSITHCSl Y KOHBEPTI.

199. Anpecu MOKYTb HAHOCUTHCS Ha KOHBEPT JPYKAPCHKUM CITIOCOOOM.

200. JIokyMeHTH, IO JTOCTABIISIOTHCS (heJIb/I €repChKOI0 CITYKOO00, TIEpearoThCs aapecaram
IiJ] PO3MUCKY Y BIMOBIIHINM KHU3I.

201. JlocwmanHst a00 3aMiHa HAJICIAHOTO PaHIIIe JOKYMEHTa 3IHCHIOIOTHCS 3a BKa3iBKOIO
mocajsoBoi ocodbu, ska miAmucaga JAOKYMEHT, a0 KepiBHUKA CIyKOHW AUTOBOJICTBA. Y TaKOMY
BUIAJKY B JOKYMEHTI 3a3HAYa€ThCs, 1110 BIH € JOCWIAHHAM a00 HAJICWIIAE€ThCA HA 3aMiHY paHillIe
HaJICIIaHOMY.

202. Toguuu mpHiioMy CIy»)OOI0 JUIOBOACTBA BHUXITHUX JOKYMEHTIB, 1HIIMX MOIITOBHUX
BIJIMTPaBJICHb BiJl BUKOHABIIIB BU3HAYAIOTHCS IHCTPYKIIIEIO 3 IIIOBOJICTBA YCTAHOBH.

IV. CucremaTu3auisi Ta 30epiraHis JOKyMeHTIB y XiJI0BOACTBI
CkJ1aieHHs HOMEHKJIaTYpH CIIpaB

203. OcHOBHI 3acaJy CKJIaJeHHS HOMEHKJIATypu crpaB, (hOpMyBaHHS CIpaB Ta 30epiraHHs
JIOKYMEHTIB B YCTAaHOBaX BU3HAYAIOTHCS [HCTPYKITIEIO 3 JIIJTIOBOJICTBA B €JIEKTPOHHIN hopmi.

[iero IHCTpyKIiE0O BH3HAYAIOTHCS OKpeMi OCOOJTMBOCTI CHCTEMaTH3alii Ta 30epiraHHs
JIOKYMEHTIB y HarepoBiii popmi, sKi 3aCTOCOBYIOTHCS y pa3i HasSBHOCTI MiACTaB, SIKi BU3HAIOTHCS
OOIPYHTOBAaHUMH JJIsl CTBOPEHHSI YCTAHOBOIO JIOKYMEHTIB y ManepoBiid (hopmi.

204. HomenknaTypa cropaB - 1ie 0OOB’SI3KOBHM ISl KOKHOI YCTaHOBU CUCTEMATH30BaHUU
MepeNiKk Ha3B (3aroJIOBKIB) CIpaB, 1m0 (OPMYIOTHCS B 11 JUTOBOJACTBI, 13 3a3HAYECHHSIM CTPOKIB
30epiraHHs BianoBigHUX crpas (goaatku 9 i 10).

205. 3BeneHa HOMEHKJATypa CIpaB yCTaHOBU CKJIAJA€ThCS y YOTHPHOX NPUMIPHUKAX, Ha
KO>KHOMY 3 SIKUX TIOBUHEH OyTHU 3alOBHEHHH rpu( MOTOKEHHS 3 BIIOBITHUM JIEP’KaBHUM apXiBOM.
[lepmnii (HeTOTOPKAaHHUI) NMPUMIPHUK 3BEIEHOI HOMEHKJIATYpH cIpaB 30epiraerbcsi y ciyxk0i
JJIOBOJICTBA, IPYTUH - BUKOPUCTOBYETHCS CIYX OO0 IIIOBOJICTBA SIK pOOOUHIL, TPETIii - HepenaeTbes
70 apXxiBHOTO MIAPO3JUTY YCTAaHOBHM MJis 3IHCHEHHS KOHTPOIIO 3a (OpMyBaHHSIM CIIpaB Y
CTPYKTYpPHUX MiJPO3/iJax, YeTBEPTHI - HAJICUIIAETHCSA J0 JIEP’KaBHOTO apXiBy.

206. CTpyKTypHI WiAPO3IUIH YCTAaHOBH OTPUMYIOTH BHTATH 3 BIANOBIAHHUX PO3JLIIB
3aTBEPKCHOT 3B€/ICHOT HOMEHKIIATYPH CIIpaB JIJIsl BAKOPUCTAHHS Y pOOOTI.

207. I'padu HOMEHKIIATYpHU CIPaB 3aIIOBHIOIOTHCS TAKMM YHHOM.
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VY rpadi 1 mpocraBiseThCs IHASKC KOXKHOI CHpaBu. [HAEKC CIpaBU CTPYKTYPHOTO MigPO3ILTY
CKJIQJIAEThCS 3 1HJAEKCY CTPYKTYPHOTO TIAPO3MITy YCTAaHOBH (3a IITaTHUM PO3MHUCOM a0o
KJ1acu(piKaTOpoM CTPYKTYPHHUX MiAPO3JLUTIB) Ta MOPSAIKOBOIO HOMEpA CIIPaBU B MEXax MiAPO3ALTY.
Hamnpukian: 06-12, ne 06 - iHIeKC caMOCTIHHOTO BiJIiNy, 12 - mopsakoBuii HOMep crpaBu, ado 04.1-
07, ne 04.1 - innekc Biaauty y ckinazi ynpasiiaas, 07 - mOpsSAKOBUN HOMED CIPaBH.

VY pa3i HasIBHOCTI y CIIpaBi TOMIB 1HAEKC CTaBUTHCS HA KOKHOMY TOMi, HAIPUKIAL: T. 1, T. 2.
VY rpady 2 BKIIIOUAIOTHCS 3ar0JIOBKH CIIPaB (TOMIB).

3aroJI0BOK CIpaBH MOBUHEH YITKO Y CTUCIINA y3araJbHEHiH (opMi BioOpaXkaTu CKJIaa 1 3MICT
JOKYMEHTIB CIPaBH.

He no3BonseThcs BXXKMBAHHS B 3arojioBKax CIpaB HEKOHKPETHHX (opmynroBaHb (“pi3Hi
9% ¢ 29 ¢ 99 ¢

MaTtepianu”, “3aranbHe JUCTYBaHHA , “BXi/HA KOPECTIOHACHIIS’, “BUX1JJHA KOPECTIOHICHIIiS TOIIO),
a TaKOX BCTABHUX CIIIB 1 CKJIQJIHUX CUHTAKCUYHUX 3BOPOTIB.

[Tix yac hopmyntOBaHHS 3aroJOBKIB CIPaB BPaXOBYIOThCS TaKi O3HAKU (POPMYBAaHHS CIIPaB, 5K
HOMiHaJIbHA, aBTOPChKA, KOPECTIOHIEHTChKA, IPEAMETHO-TUTAIbHA, XPOHOJIOTIYHA, Teorpadidna.

Z[OKYMGHTI/I (bOpMy'IOTBCH Yy CIIpaBU Ha OCHOBI OKpCMOI o3Haku abo CIIOJIYYCHHS O3HAK.

3aroyi0BOK CIpaBU CKIIAJA€THCS 3 €JIEMEHTIB, 110 PO3MIIIYIOTHCS Y TaKiil MOCTIIOBHOCTI: Ha3Ba
BHUIy cIlpaBu (JIMCTyBaHHS, JKypHaJ, KHUTA TOINO) YW BHIY JOKYMEHTIB y crpaBi (Hakasw,
MIPOTOKOJIM, aKTH TOIIO); aBTOP JOKYMEHTIB (HailMEHYBaHHs YCTAaHOBH, CTPYKTYPHOTO MiJIPO3ALTY);
KOpecnoHAeHT abo aapecaT (HailMeHyBaHHS YCTaHOBH, JI0 SIKOi afpecoBaHi abo BiJ AKOi HaAIAIUIN
JIOKYMEHTH); KOPOTKHH 3MICT JOKYMEHTIB CIpaBH (IUTaHHS, 3 SKOTO (DOPMYEThCS CIIpaBa); Ha3Ba
periony (Teputopii), 3 SKOI MOB’S3aHHI 3MICT IOKyMEHTa; naTta (mepiof), A0 SKOi HallexaTb
JOKYMEHTH CIIpaBH; BKa3iBKHM Ha HASBHICTH KOIIIH JTOKyMEHTIB y cripasi (y pa3i moTpedn).

VY 3aronoBkax 0coO0OBUX (IIEPCOHANBHMX) Ta IHIIUX CIIPaB, 110 MICTITh TOKYMEHTH 3 OJHOTO
MUTAHHS, T10B’sI3aHi1 MOCIII0OBHICTIO BEJICHHS IPOLEYp AIIOBOJCTBA, BAKMBAETHCS TEPMIH “‘cripaBa’,
Harnpukia: “Ocobosa crpasa”, “IlepconanbHa cripaBa”.

VY 3arosioBkax crpas, 110 MICTATh JOKYMEHTH 3 OJIHOTO NMUTaHHs, HE MOB’sA3aH1 MOCIII0BHICTIO
BEJICHHS TPOLEAYp JIJIOBOJICTBA, B)KHUBAETHCA TEPMIH “IOKYMEHTH , a HICIsl HbOTO B AYXKKax
3a3HaYal0TbCs OCHOBHI BHMJU JIOKYMEHTIB CIIpaBM, Hampukian: ‘‘/lokymeHTH (TaHM, aHKETH,
JIOB1JIKM) MPO MPOBEJCHHS OISy CTaHy JIJIOBOJCTBA Ta apXIBHOI CIIPaBU y BUIIMX HAaBUAIbHHUX
3aKajgax’.

TepMmiH “IOKyMEHTH BXKMBAETHCS TAKOXK Y 3ar0JIOBKAX CIPaB, 1110 MICTATh JOKYMEHTH-I0JaTKH
710 Oy/J1b-sIKOTO HOPMATHUBHO-IIPABOBOI'0 aKTa a0 pO3MOPSIIYOro JOKYMEHTA YCTaHOBH.

V 3aronioBkax copas, MPU3HAUEHUX JAJIS TPYIMYBaHHS JTIOKYMEHTIB OJHOTO BHJY, 3a3HAYAETHCA
BUJ JOKYMEHTa y MHOXXHMHI Ta aBTOp JOKYMEHTiB, Hampukiaa: “[Iporokxonu 3acimaHp Kojerii
Jlep>kaBHOT apXiBHOI cTyxOun”.

V 3arosoBkax cripaB, 10 MICTSTh JUCTYBaHHS, 3a3HAYAIOTHCS KOPECIIOHEHT 1 KOPOTKUH 3MICT
JOKYMEHTIB, Hampukiaa: “JlucryBanHs 3 MiHicTrepcTBOM (DiHAHCIB MPO 3aTBEPIKEHHS 1 3MIHY
LITaTHOTO PO3IUCY’ .

VY 3arojoBkax crpaB, IO MICTATh JIMUCTYBAaHHS 3 KOPECIOHACHTAMH, OJHOPIAHUMH 3a
XapaKTepOM JisUTbHOCTI, TaKi KOPECIIOHJICHTH He NMEPEePaxoBYIOThCS, a 3a3HAYAETHCSA iX y3arajibHEeHe
HallMeHyBaHHs, Hamnpukiaaa: “JIMCTyBaHHS 3 OpraHaMu MICIIEBOTO CaMOBPSJIyBaHHS 3 IHUTaHb
3a0e3MeueHHs! COLIaIbHOTO 3aXUCTy HACETIeHHS .

Y 3arojoBkax CopaB, IO MICTSITh JHUCTYBaHHS 3 PI3HUMH KOPECTIOHISHTAMH, TaKi
KOPECMOHACHTH HE€ 3a3HavyaloTbCsl, Hampukiaa: “JIMCTyBaHHS TpO Opraizaimiio ceMmiHapy 3
MiIBUIICHHS KBaMi(iKallii mpamiBHUKIB KaJPOBHUX CITYKO0”.



VY 3arosioBKkax Copas, IO MICTATh IUIAHOBO-3BITHY JOKYMEHTAII0, 3a3HAYA€ThCS Iepiof
(Micsitib, KBapTaj, MIBpivYs, PiK), B SIKOMY IJIAaHYETHCS CTBOPEHHS JOKYMEHTIB, abo mepiofn ix
(aKTUYHOTO BUKOHAHHS, HAITPUKIIA:

1. Il;nan OCHOBHUX OpraHi3aliiHuX 3ax0/iB ycTaHoBH Ha 2012 pik.
2. 3BIT MpO BUKOPUCTAHHS OI0JKETHUX KOIITIB ycTaHOBOIO 3a 2011 pik.

SIKo crpaBa CKJIAJAEeThCsl 3 KIJIbKOX TOMIB, (POPMYITIOETHCS 3arajibHUN 3arojIOBOK CIIPaBH 13
3a3Ha4YEHHSAM HOMEpa TOMa.

[1i1 yac po3MilIeHHsI 3ar0JIOBKIB CTIIPaB y HOMEHKJIATYPi BPaXOBYEThCS BaXKIJIMBICTh IOKYMEHTIB,
BKJIFOUEHUX JI0 CIPaBH, X B3a€MO3B’SI30K Ta CTPOKM 30epiraHHs. Ha modatky po3MimIyrOThCs
3aroJIOBKM CIIpaB IIOAO JOKYMEHTIB, SIKI HAIIWIUIM BiJl OpPraHiB BUIOTO PIiBHA, Jail - MI0JI0
OpraHi3amiitHo-po3mopsI40i JOKYMEHTAIli1, INIaHOBO-3BITHOI JOKYMEHTAII11, TUCTYBaHHS, O0JIIKOBO-
JTOBIJIKOBHUX BHU/IIB JIOKYMEHTIB.

I'pacba 3 HOMEHKIATYpH 3aIIOBHIOETHCS HAIPUKIHII KAJIEHJAPHOTO POKY.

Y rpadi 4 HOMEHKIATYpH 3a3HAYAIOTHCS CTPOKM 30epiraHHs CIpaB, HOMEpPH CTaTeil 3a
MepenikoM JOKYMEHTIB 13 CTpOKaMu 30epiraHHsi.

Y rpadi 5 poOnsThCcs MO3HAUKHM MPO MEpexiiHi crpaBu; Mpo (opMy CTBOPEHHS TOKYMEHTIB
crpaBH (€JIEKTPOHHA, TANIEPOBa, 3MIlIaHa); PO TOCATOBHUX 0Ci0, BIAMOBIIATBHIUX 32 (hOPMYBaHHS
CrpaB; MpO Mepeaady CIpaB 0 apXiBHOTO MiAPO3JLy YCTAHOBH YM IHIIUX YCTaHOB IS iX
MIPOIOBXKCHHS TOMIO.

d®opMyBaHHS CIPaB

208. ®opmyBaHHS CHpaB - 1€ TPYINyBaHHSI BUKOHAHUX JOKYMEHTIB Y CIPaBH BiJMOBIIHO JI0
HOMEHKIJIATYpH CIIPaB.

209. ITix yac popmyBaHHs CIIpaB He JOMYCKAETHCS BKIIFOYEHHS 10 CIIPaB YOPHOBUX, OCOOUCTUX
JIOKYMEHTIB, PO3MHO)XEHHUX KOMIM Ta JIOKYMEHTIB, IO MIAJIATalOTh MOBEPHEHHIO. JloKyMeHTH
MOCTIHHOTO 1 TMMYacoBOro 30epiraHHs TpPYyNyIOThCS y CIpaBH OKpeMo. 3a o0csArom crpaBa y
nanepoBiii (opmi He noBUHHA NepeBuIyBaTH 250 cTopiHok (30-40 MisliMeTpiB 3aBTOBILKH).

210. JTokyMEHTH IpyIYIOTHCS Y CIIPaBH B XPOHOJIOTTYHOMY Ta/a00 JOTTYHOMY MOPSJIKY.

211. TlonoxkeHHs, MpaBuia, IHCTPYKII TOIIO, 3aTBEPAXKEHI PO3MOPSIIYMMHU JOKYMEHTaMH,
IPYNYIOThCS Pa3oM 13 3a3HaAYECHUMH IOKYMEHTaMHU.

212. Haka3u (po3nopsipkeHHsI) 3 MMTaHb OCHOBHOI JISUIBHOCTI YCTaHOBH, 3 a/JIMiHICTPAaTHBHO-
rOCIO/IaPChKUX MMUTaHb, 3 KaJpOBUX NUTaHb (0COOOBOrO CKIaAy) IPYHYIOTHCS Yy PI3HI CIpPaBH.
Hakasu 3 kagpoBux muTaHb (0COOOBOTO CKIIay) TPYMYIOThCS BIAMOBITHO /10 iX BHJIB Ta CTPOKIB
30epiraHHsl.

213. JlokyMeHTH 3aciJaHb KOJIET1aJIbHUX OpPraHiB IPYMNyIOThCA Y JIB1 CIIpaBU:
MIPOTOKOIIU 1 IOKYMEHTH JI0 HUX (JOTIOBI/i, TOBIJKH, TPOSKTH PIllIEHb TOIIO);

JOKYMEHTH 3 OpraHizarlii 3aciianb (MOpSA0K JEHHHI, MAaKeT PO3MINIEHHS, CIIUCOK 3allPOIIEHIX
TOIIIO).

214. TlpoTtokonu 3aciilaHb KOJETiaJIbHUX OpPraHiB TPYNYIOTHCS y CIPABU B XPOHOJIOTTYHOMY
MOPAIIKY 13a HOMepaMu. JIoKkyMeHTH J10 3aciJlaHb 3a3HAYEHHUX OpraHiB CUCTEMATH3YIOThCS 3a JaTaMU
Ta HOMEPAaMH MPOTOKOJIB, @ B MeXaxX IPyNH JOKYMEHTIB, 10 CTOCYIOThCS OJJHOTO IPOTOKOIY, - 3a
MOPSAJIKOM JICHHUM 3aCiJaHHSI.

215. Jlopy4yeHHs yCTaHOB BHINOTO PIBHS 1 IOKYMEHTH, TIOB’s13aH1 3 iX BUKOHAHHSM, TPYITYIOThCS
y CIpaBU 3a HaIpsIMaMU JISUTbHOCTI yCTaHOBM a00 3a aBTOpaMH 1HIIIaTUBHUX JJOKYMEHTIB. Y CHpaBi
JOKYMEHTHU CHUCTEMAaTU3YIOTbCA 3a JaTaMH JOPYUYEHb.



216. 3aTBepaKeHi IJIaHHU, 3BITH, KOLIITOPUCH TPYNYIOThCS y CIIPAaBH OKPEMO BiJ IPOEKTIB LUX
JIOKYMEHTIB.

217. JIucTyBaHHS IPYIy€ETHCS 32 3MICTOM Ta KOPECIIOHIEHTCHKOIO 03HAKOIO 1 CHCTEMATH3YEThCS
B XPOHOJIOTIYHOMY TOPSIIKY: TOKYMEHT-BIIMOBI/Ib PO3MIIIYETHCS 32 TOKYMEHTOM-3aITUTOM.

218. OcoboBi cripaBu JIep>KaBHUX CIIYKOOBIIB (hOPMYIOThCS y TOPAAKY, BusHaueHomy HAJIC.

219. Po3paxyHKOBO-IIaTiXHI BioMOCTi (0COOOBI paxyHKH) TMpalliBHUKIB YCTaHOBH
CHCTEMAaTHU3YIOThCS B MEXKaX POKY 3a Mpi3BUIIAMU B ai(aBITHOMY MOPSIKY, a BIIOMOCTI IIOJO
BHUIUIATH Tpomied (BiZIOMOCTI MO0 HapaxyBaHHS 3apoOITHOI IJIaTH) MOBHHHI OyTH cgopMoBaHi
HIOMICSIIS 32 KaJIeHJapHUH piK.

220. MeTtoaiuHe KepiBHUIITBO i KOHTPOJIBb 33 (POPMYBaHHSIM CIPaB B YCTAHOBI Ta 11 CTPYKTYPHHUX
MiPO3/IiIax 3MIACHIOIOTHCS CITYKO00I0 A1IOBOJICTBA Ta ApXIBHUM HiAPO3/1IIOM YCTAaHOBH.

30epiranHs 10KYMeHTIB B yCTaHOBAX

221. JIOKyMEeHTH 3 4acy CTBOpPEHHS (HAAXO/KEHHS) 1 10 mepeadi 0 apXiBHOTO MiIpO3ALTY
YCTaHOBH 30epiraroTbcs 3a MicleM ix cTBOpeHHs. HopMaTHBHO-TIPaBOBI aKTH 30epiraioTbcs 3a
MICIIeM 1X BUIAaHHS, & IOKYMEHTH III0JI0 iX PO3pOOJICHHS, TOTO/PKEHHS TOIIO - 32 MICIIEM CTBOPEHHSI.

222. 30epiraHHs JOKYMEHTIB 1 CIIpaB B YCTaHOBI 3a0e3neuye ciayx0a 11JI0BOACTBA YCTAHOBH.

223. Crpasu 30epiratoTscs y CremiagbHii KIMHATI Y BEpTUKATBHOMY TOJI0XKEHHI B madax, 1o
3aKpHBAIOTHCS. [l MiJBHINEHHS ONEPAaTHBHOCTI IMOIIYKY JOKYMEHTIB CIIPaBU PO3MILIYIOTHCS
BIJITIOBITHO IO HOMEHKJATypu cnpaB. Ha KOpIHIMX OOKIIAAMHOK CIpaB 3a3HAYAOTHCS 1HICKCH 32
HOMEHKJIATYPOIO.

224. ®oHorpamu 3acifiaHb KOJICTIAJIBHOTO OpraHy 30epiraroThCsl y oro cekperaps. Ha wHocii
¢donorpamu (ii ymakoBii) poOUTHCS BIAMITKA MPO JaTy 3acimaHHa 1 yac 3amucy. Cekperap
KOJIET1aJIbHOTO OpPTaHy BiJIMOBI/Ia€ 3a ix 30epiraHHs.

225. Bupaua crpas, CKIaJEHUX 3 JOKYMEHTIB Yy nanepoBiil (opMi, y THMYACOBE KOPUCTYBAHHS
MpaliBHUKAM CTPYKTYPHHMX MiJPO3/UIIB YCTAHOBU 3JIHCHIOETHCS 3 J03BOJIY KEpIBHHKA CIYXOU
TTOBOJICTBA, IHIIMM YCTaHOBAM - 3 MMMCHMOBOTO JI03BOJTY KE€PiBHHKA YCTaHOBU. Ha BumaHy cripaBy
CKJIaJJa€ThCSl KapTKa-3aMIHHMK. Y KapTili 3a3HAYAIOThCS 1HEKC CIpPaBH, 3ar0JOBOK CIIPaBH, AaTa ii
BHJIaul, 0co0a, sIKIi CrpaBy BUJIAHO, J1aTa ii MOBEPHEHHS, MIAMUCH OCI0, sIKI BUAAIW Ta TPUHHSIIH
CIIpaBy.

226. Haganns crpaB y THMYacoBe KOPUCTYBAHHS 3/1MCHIOETHCS HE OUIBII SIK HA OJIUH MICSIIb.

227. BunmydeHHs JOKYMEHTIB 13 CIIPaBH MOCTIMHOTO 30epiranHs 3a00pOHSIEThCS. Y BUHATKOBHUX
BUIAJKaX BUIYYCHHS JTOKYMEHTIB JOMYCKAEThCA 3 JO3BONY KEPIBHHKA YCTAHOBU 3 00OB’SI3KOBUM
3JIMIIIEHHSIM Y CIIPaBi 3aCBIAYCHUX HAJCKHUM YHMHOM KOITIi.

V. llopsigok miArOTOBKH CIIpaB 10 Nepeaayi A5 apXiBHOI0 30epiranHs
Excneprusa miHHOCTI JOKYMeHTIB

228. OcHOBHI 3aca iy MPOBEIEHHS EKCIEPTH3H LIIHHOCTI, CKJIQJIEHHS OMHUCIB CIIPaB, 0(OPMIICHHS
CIpaB Ta Nepeadi crnpaB J0 apXiBHOIO MIAPO3JUTY YCTaHOBH BH3HAYarOThCS IHCTPYKINEO 3
JJIOBOJICTBA B €JIEKTPOHHIH (opmi.

Lieto IHCTpyKIli€0 BU3HAYAIOTHCS OKPEMi OCOOJIMBOCTI MiJTOTOBKH CIPaB, COPMOBAHUX Yy
narepoBid Gopmi, 0 Tepemadi I apXiBHOTO 30epiraHHs, sKi 3aCTOCOBYIOTHCS 32 HAasBHOCTI
MiJCTaB, sKi BU3HAIOTHCS OOTPYHTOBAHUMHM JUIS CTBOPEHHS YCTaHOBOIO JOKYMEHTIB Yy MarepoBii

bopmi.
229. TIpoBefieHHS €KCIEPTU3M ILIHHOCTI JOKYMEHTIB MOJSrae y ix BCeOIYHOMY BHBUYEHHI 3

MeTOI0 BHeceHHs 0 HartionanpHOTo apxiBHOTo (oHAY a00 BHIYYEHHS 3 HHOTO Ta BCTAHOBJICHHS
CTPOKIB 30epiranHs JTOKyMEHTIB, 10 HE MiUIAral0Th BHECEHHIO JI0 3a3HaueHoro GoHy.
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230. [nsa oprani3amii Ta MpOBEACHHS €KCIIEPTU3U LIHHOCTI JOKYMEHTIB B yCTaHOBax (y pasi
MoTpeOU B CTPYKTYPHHUX TIPO3/1JIaX) YTBOPIOIOTHCS MOCTIHHO JIIF0Y1 €KCIIEPTHI KOMICII.

231. ExcrnepTu3a I[IHHOCTI JOKYMEHTIB NMPOBOJMTHCS IIOPOKY B CTPYKTYPHHUX ITiIPO3IiTax
YCTaHOBU 0e3MocepeIHh0 0co0aMM, BIAMOBINATHPHUME 33 OpPTaHi3alii0 JIIOBOACTBA B IIHX
MiIPO3/iIax, pa3oM 3 €KCIIEPTHOI KOMICIEIO i METOAMYHUM KEPIBHUIITBOM CITY>KOU JIIJTOBOJICTBA
Ta apXiBHOTO MiPO3/iJTy YCTAaHOBH.

232. BuiaydeHHS JOKYMEHTIB JUJIs 3HMINEHHS Oe3 MPOBEACHHS IOMEPEIHbOI €KCIEePTU3U iX
I[IHHOCTI 3200pOHSETHCS.

233. BimOip MOKYMEHTIB MOCTIMHOTO 30epiraHHs 3MIMCHIOETHCS HA IMiJICTAaBI THIOBHX Ta
BiloMuuX (Tajy3eBUX) IEPENiKiB JOKYMEHTIB 13 CTpOKamMu 30epiraHHs, HOMEHKJIATYpPH CIIpaB
YCTaHOBH IUISIXOM IEPETIISAy KOXKHOTO apKylia crpaBu. JlopydeHHsI OpraHiB By BUIIIOTO PiBHS,
10 HAIIAIUIM 10 YCTAaHOBU y BHUTJISI MANepoBOi KOIii, He MOXKYTh OyTH BIIIOpaHi SIK JOKYMEHTH
MOCTIHOTO 4K TpuBaIOro (moHaa 10 pokiB) 30epiranHs.

234. 3a pe3ynbTaTaMu €KCIIEPTU3M LIHHOCTI JOKYMEHTIB B YCTaHOBI CKJAQJA€TbCS aKT IPO
BWJIYUYCHHS JIUIsS 3HUIICHHS JIOKYMEHTIB y TarnepoBiii ¢popmi (zoxaTtok 11).

235. 3BeaeHi OMKCH CIpaB MOCTiiHOTO, TpuBajoro (moHax 10 pokiB) 30epiraHHs Ta 3 KaAPOBUX
nUTaHb (0COOOBOTO CKJIAY) Ta akT MPO BHIIYYCHHS JUIS 3HUIICHHS JTOKYMEHTIB, HE BiIHECEHHX JI0
HamnionanbHOro apxiBHOro (OHAY, pO3IIIAJAIOTHCS €KCHEPTHOI KOMICIEI YCTaHOBH OIHOYACHO.
[Ticns 3aTBEpHKEHHS aKTa yCTAaHOBA MA€ MPABO 3HUIIUTH BU3HAYCHI HUM JOKYMEHTH.

236. AKT mpo BHWIIYYECHHS JJIsl 3HMIICHHS JOKYMEHTIB CKIIQJA€ThCS IIONO JOKYMEHTIB, HE
BHeceHHX J10 HarionangpHoro apxiBHoro (GoHAy, Ha crpaBu Bci€l ycraHoBd. HaiiMeHyBaHHSI
CTPYKTYPHOTO ITiIPO3/IUTY 3a3HAYAIOTHCS MTEPE]T TPYIIO0 3ar0JIOBKIB CIIPaB I[LOTO ITiIPO3ILTY.

Cru1aJleHHs1 ONINCIB CIPaB, IO CKJIA/IeHi y naneposiii ¢popmi

237. Onuc cupas - apXiBHUN TOBIIHUK, TPU3HAYEHUH [T O0JIIKY Ta PO3KPUTTS 3MICTY OJIMHUIIb
30epiranHs, OJJMHUILL O0JIIKY, 3aKPIIIJICHHS 1X CUCTeMAaTH3allil y Mekax apXiBHOTO (OoHIY.

238. Onucu crpaB yKIIa1al0ThCsl OKPEMO Ha CIIPAaBM MOCTiHHOTO Ta TpuBasoro (moxHas 10 poki)
30epiranHs Ta 3 KaJpoBHUX NMHUTaHb (0coOoBoro ckiany). Ha cnpaBu tumuacoBoro (10 10 pokiB)
30epiraHHs ONUCH HE CKJIAJaloThes. Y pasi JiKkBifauii 4M peopradizaiii YCTaHOBHM Taki OIHCH
CKJIaJaloThcs 000B’A3KOBO.

239. Onucu cpaB CTPYKTYPHOTO MiIPO3/ALTY YCTAHOBH CKJIa/1al0ThCs IIOPOKY 32 BCTAHOBJICHOIO
¢dopmoro (JomaTtok 12) mocajoBor 0co00I0, BiANOBIJAIBHOIO 32 JUIOBOJCTBO Y CTPYKTYPHOMY
MIIPO3/ILT1, 38 METOJAMYHOI JOTIOMOTH apXiBHOTO MiJIPO3/LTy YCTaHOBH.

240. Homep omucy cripaB CTpYKTYpHOTO MiJIpO3/IUly YCTAaHOBU MOBUHEH CKJIAJaTHUCSA 3 1HAEKCY
CTPYKTYPHOTO TMIiPO3ALTy 32 HOMEHKJIATYpOIO CIIPaB 3 JOJaBaHHSIM IOYATKOBOI JIITEPU Ha3BU
KaTeropii JOKyMEHTIB, 110 BKJIIOYAIOTHCS JI0 OMUCY, Ta YOTHPHOX HHU(DP POKY, B IKOMY pO3I0OYATO
CIpaBH, BKJIIOYEH] 0 onucy. Hampukmnasai, onucu crnpas nmocTiHoro, TpuBanoro (rmoHasa 10 pokis)
30epiraHHsg Ta 3 KaJpOBHX NMHUTaHb (OCOOOBOr0 CKIAAY) CTPYKTYpPHOTO HiApPO3ALTY 3 1HA. S5, 10
posmouari y 2011 pori, matumyTts HOMepu: 5 I1-2011; 5T -2011; 5 OC - 2011.

241. Ilix yac ckIaaHHs OMUCIB CHPaB CIi1 JOTPUMYBATUCS TAKUX BUMOT:

KOXKHA CITpaBa BHOCUTHCS JI0 OMHCY il CAMOCTIHUM MOPSIKOBUM HOMEPOM (SIKIIIO CIIpaBa Mae
KUTbKa TOMIB, KOXHUN TOM BHOCHTHCS JIO OTIUCY TTiJT OKPEMUM HOMEPOM);

rpadu onucy opOpMITIOIOTHCS BIAMOBIIHO 10 BIIOMOCTEH, 3a3HAYCHNX Ha OOKJIaIMHII CTIPABH;

y pa3i BHECEHHs JI0 OIHUCY KUIBKOX CIIpPaB MiJIPsJl 3 OJHAKOBUM 3aroJOBKOM 3a3HAYAETHCS
MTOBHICTIO JIMIIIE 3ar0JIOBOK TEPINOi CIPaBH, a BC1 1HIII OJHOPIAHI CIIPaBH MMO3HAYAIOTHCS CIIOBAMHU
“Te came”, MPH IIbOMY 1HIIII BIJOMOCTI PO CIIPABU BHOCATHCS IO OMUCY MOBHICTIO (Ha KOXHIM HOBIN
CTOPIHIII OIKCY 3ar0JIOBOK BIITBOPIOETHCS MMOBHICTIO);


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n1247
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rpada onucy “IlpumiTka” BUKOPUCTOBYETHCS JUIS BIIMITOK PO OCOOIUBOCTI (PI3UYHOTO CTaHY
CIpaB, Mpo Tepeaady CrpaB IHIIMM CTPYKTYPHUM MiApO3/iJiaM YCTaHOBU ab0 1HIIN yCTaHOBI, PO
HasIBHICTH KOMiil TOKYMEHTIB Y CIIpaBi.

242. Onucu cripaB BEAYThCS MPOTIATOM KiJIbKOX POKIB 3 BUKOPHUCTaHHAM €IUHOI HACKPI3HOI
HyMmeparii. CripaBu KO)KHOTO POKY CTAaHOBJIATH PIYHUI PO3ILIT OIHCY.

243. Y kiHIi omucy poOHUTHCA MiJCYMKOBHH 3amucC 13 3a3HA4YEHHSAM KiIbKOCTi (mudpamu i
CJIOBaMHM) CIIpaB, 10 OOJIKOBYIOTHCS 32 OIMHUCOM, & TAKOXK 0OYMOBITIOIOTHCS 0COOIMBOCTI HyMeparlii
CrpaB B ONUCI (JIITEpHI Ta MPOITyLICHI HOMEPH CIIPaB).

244. Y piuHuil PO3ALT OMUCY CIpPaB BHOCATBHCS TAKOX CIIPaBH, HE 3aBEpIICHI MPOTITOM
KaJICHJapHOTO POKY. Y TaKMX BUMAJKaX y KiHII PIYHUX PO3/UIIB OMUCY KO)KHOTO HACTYITHOTO POKY,
MPOTSTOM SIKOTO CIPaBH TPOJOBKYBAIUCS B JIJIOBOJCTBI, 3a3HAYaeThes “J[OKyMEHTH 3 IIOTO

2

MATAHHS JIUB. TAKOX y PO3/Iiii 3a pik, Ne .

245. Onuc crpas, CKIaIEHUX y MarnepoBiid popMmi, CKIATAETbCS Y IBOX NPUMIpPHHUKAX, OJUH 3
SKHUX NIEPEIAETHCS Pa30M i3 CIIpaBaMy JI0 apXiBHOTO MiAPO3/IiTY YCTAaHOBH, a IHIIUH 3aJINIIAETHCS K
KOHTPOJILHHI IPUMIPHHUK y CITYKO01 T1JI0BO/ICTBA.

246. Ha oCHOBI OIHUCIB CIIpaB CTPYKTYPHHUX MIiAPO3IUTIB apXiBHUHN MiIPO3/iI YCTAHOBH TOTYE
3BEJICHI ONKCH CITpaB MOCTIHHOrO Ta TpuBayioro (monaa 10 pokiB) 30epiranHs, 3 KaJpOBUX ITHTAHb
(ocoboBoro cknany).

247. 3BefeHMil OMKC CHpPaB MOCTIMHOTO 30€piraHHs CKJIAAETHCS Y YOTUPHOX MPUMIPHHUKAX,
TpuBasioro (monax 10 pokiB) 30epiraHss - y IBOX NMPUMIpHHUKAX, 3 KaJpOBUX MUTaHb (0COOOBOTO
CKJIaay) - y TphoX npumipHukax. OJuH NPUMIPHUK 3aTBEPIKEHOTO OIMKUCY MOJAETHCS ACPKABHOMY
apxiBy.

248. YcraHoBH 3000B’3aH1 OMUCYBATH JOKYMEHTH MOCTiIHOTO Ta TpuBaioro (moHaxa 10 pokis)
30epiranHs, 3 KaJpoBUX MHUTaHb (OCOOOBOrO CKJIAJy) HE II3HINIE HIDX 4Yepe3 JBa POKH IHicid
3aBEpILEHHsS CIpaB y JUIOBOJACTBI, a TaKoX IepelaBaTH JOKYMEHTH MOCTIHHOro 30epiraHHs
BIJITOBIHO JI0 3aTBEPAKEHUX OIUCIB CIPAaB /10 IEP>KaBHHUX apXiBIB B YCTAHOBJIEHI 3aKOHO/1aBCTBOM
CTPOKH.

Odopmienns cnipas, CKJIAJAeHHUX Yy naneposiii ¢gopmi

249. OdopmieHHs cripaBu nocTiiiHOTrO 1 TpuBajioro (moHaa 10 pokiB) 30epiranHs nependavae
HYMepallilo CTOPIHOK Y CIIPaBi, CKJIaIEHHS y pa3l MOTpeOr BHYTPIIIHBOTO ONHICY JOKYMEHTIB CIIPAaBH,
HasIBHICTb 3aCB1IYYBAJIbHOTO HAMKCY CIIPaBU PO KUIBKICTh CTOPIHOK 1 PO OCOOIUBOCTI (PI3UYHOTO
cTaHy Ta (OpMYBaHHS CIPaBH, MiJIIMBAHHSA a00 ONpaBIIEHHS CHpPaBU, OPOPMIICHHS OOKJIaJIUHKU
CTIPaBH.

250. JIokyMeHTH TUMYacOoBOTO 30epiranHs, chpopMoBaHi y CIIpaBH, HE MiIIMBAIOTHCS, CTOPIHKU
HE HyMEPYIOThCS, YTOUHEHHSI €JIeMEHTIB 0(OpPMIIEHHS! OOKJIQAMHKN HE TPOBOJAMTHCS, 38 BUHATKOM
MEPBUHHOI OyXTaaTepCchKOi JOKYMEHTAIII.

251. Tlicas 3akiHYeHHS JUIOBOJHOTO POKY O HAIMMUCIB HAa OOKJIAJMHKAX CIpaB MOCTIHHOIO i
TPUBAJIOT0 30epiraHHs BHOCATHCA HEOOX1HI YTOYHEHHSI, IEPEBIPAETHCS BIAMOBIIHICTh 3ar0JIOBKIB
CrpaB Ha OOKJIaJUHIII 3MICTY MiIIUTUX TOKYMEHTIB, BHOCATHCS Y pa3i MOTPeOH 10 3aroJIOBKa CIIPaBU
J0JJaTKOBI B1IOMOCTI (IIPOCTaBIISIFOTHCS HOMEPHU HaKa3iB, IPOTOKOJIIB, 3a3HAYAIOThCS BUAU 1 GopMu
3BITHOCTI TOIIO).

252. lata Ha OOKJIQJMHIII CIIPaBU MOBHHHA BIAMOBIAATH POKY MOYATKY 1 3aKIHYEHHS CIIPABU; Y
CIpaBi, 110 MAa€ JOKYMEHTH 3a OLIbII paHHI POKU, HIXK PIK YTBOPEHHSI CIIPaBH, MiJ 1aTOK0 POOUTHCS
HaIuc ‘€ JOKYMEHTH 332 POKH .

253. Ha oOxmamuHKax CIpaB, IO CKJIAMAIOTHCSA 3 KITBKOX TOMIB, MPOCTABISIOTHCS NaTH
MEPIIOTO 1 OCTAHHBOTO JIOKYMEHTIB KOXXHOTO TOMY (4YacTuHH). Y pasi 3a3HaueHHS TOYHOI



KaJICHJApHOI J1aTH MPOCTABISIETHCS YHMCIO, MICAIb 1 pik. UHCI0 1 pik MO3HAYAIOTHCS apaOCbKUMU
nudpamu, MiCsIIb TUIIETHCS CIIOBOM.

254. Ha oOKmaguHIN CHpaBU MPOCTABISETHCS HOMEp CIPAaBH 3a 3BEJACHUM OIHMCOM 1 3a
MOTO/KEHHSM 3 apXiBHUM MiAPO3/1IJIOM YCTAHOBH - HOMEp onucy i GpoHy.

255. Y pa3si 3miHu HaiiMeHyBaHHS YCTaHOBH (il CTPYKTYPHOTO MiIPO3ALTY) MPOTITOM MEPiofy,
SKUU OXOIUTIOIOTh JIOKYMEHTH CchpaBu, ab0 M dYac mepedadi COpaBH A0 IHIIOI YCTaHOBH
(CTpYKTYpHOTO MiPO3/iTy) Ha OOKIAJAMHII CIpPaBH 3a3HAYAETHCS HOBE HAWMEHYBAHHS YCTaHOBU
(CTpYKTYpHOTO MiIPO3/ILTY), a MOTIEPEaHE OEPEThCs B AYKKH.

256. Hanucn Ha oOKJIagMHKaX CHpaB MOCTiHHOTO Ta TpuBasoro (monax 10 poki) 30epiraHHs
POOIATHCS YITKO YOPHUM CBITIOCTIMKMM YOPHUIIOM 200 nacToro. HakiieroBaHHS TUTYIIFHOTO apKyIa
Ha OOKJIaJMHKY CIIPAaBU HE JIONTYyCKAETHCS.

Ilepenauya cnpas, cKJIaJeHUX y nanepoiii gopmi, 10 apXiBHOT0 MiAPO3aiJy YCTAHOBH

257. CropaBu noctiiiHoro Ta TpuBajoro (moHaa 10 pokiB) 30epiraHHs, 3 KaApOBUX NMHTaHb
(ocoboBOTO CKIIay) Yepe3 JBa POKH INCIs 3aBEPINCHHsS 1X BEICHHS IMEPEeNaloThCs 10 apXiBHOTO
MiAPO3/Ty YCTAHOBU B YIOPSAKOBAHOMY CTaHI JUISl ITOJIAIBIIOTO 30epiraHHs Ta KOPUCTYBaHHS.

258. Ilepemaua cmpaB 10 apXiBHOTO MiAPO3AUTY YCTaHOBH 3[IHCHIOETHCS 3a Tpadikom,
3aTBEP/KCHUM KEPIBHUKOM YCTaHOBH.

259. 3a MUCHPMOBUM 3BEPHEHHSAM CTPYKTYPHOTO MIAPO3AUTY apXiBHUM MiIPO3JiJd YCTaHOBU
odopmiisie BUgauy crpan, CKJIaICHUX Y MarnepoBiii ¢opmi, Ha CTPOK 10 TPHOX MICSIIIB.

260. IIpuitmaHHs-TIepeada KOKHOI CIIPAaBH 3/A1MCHIOETHCS MPAI[IBHUKOM apXiBHOTO MiIPO3ALTY
YCTaHOBH B IIPUCYTHOCTI MpAI[iBHUKA YCTAHOBH, KU TIEpeIa€ ymopsaKoBaHi Ta 0OpMIICHI CIIPaBH.

261. CnopaBu mnoctiiiHoro Ta TpuBajoro (monan 10 pokiB) 30epiraHHsi MepenarTbCA 0
apx1BHOT'O MIPO3/1J1y YCTAHOBH 3a OITUCAMH.

VY KiHII KOXXHOTO TNPUMIPHUKA ONKCY THpaliBHUK apXiBHOrO Migpo3auty abo ocoba,
BIJINIOBIJJaJIbHA 3a BEACHHS apXiBHOTO MiJPO3/UTy YCTAaHOBHU, PO3MMUCYETHCS Yy MPUUHATTI CHpaB 1
npocrasisie naty. OnMH NOPUMIPHUK OMMCY IMOBEPTAETHCA CTPYKTYPHOMY MiApPO3/iTy, BCl IHIII
3aJIMILIAKOTHCS B @pXIBHOMY MiJPO3/1Ji YCTAaHOBH.

CrpaBu, 10 NEpelarTbCs 0 AapXiBHOTO MiAPO3/AUTY YCTAaHOBM, IMOBHMHHI OyTH 3B’si3aHi
HaJIe)KHUM YHHOM.

VYcraHoBu 3000B’s3aHi  3a0e3meunTH 30epiraHHs apXiBHHX JIOKYMEHTIB Ta Iepeady
JIOKYMEHTIB, 110 HajiexaTh 10 HarioHanbHOro apxiBHOro ()OHyY, Micis 3aKIHUEHHS BCTAHOBJIEHUX
I'PaHUYHUX CTPOKIB X 30epiraHHs B apXiBHOMY HiAPO3/1JIi YCTaHOBH IS IOCTiHHOTO 30€piraHHs 10
BIJIMIOBITHOTO JIEP>KaBHOTO apXiBY.

Honatox 1
1o TumoBoi IHCTPYKITIT 3 TJTOBOACTBA B
MIHICTEpPCTBAX, IHIIMX IEHTPATbHUX Ta
MICIIEBUX OpraHax BUKOHABYOI BIIaN

(oyHKT 8)

3AT'AJIBHI ITPABUJIA
oopMmJIeHHSI TOKYMEHTIB

1. {nst opopmiieHHST TEKCTIB CITy>)KOOBUX JTOKYMEHTIB BUKOPUCTOBYEThCS rapHiTypa Times New
Roman Ta mpudr posmipom 12-14 npykapcbkux myHKTIB abo 8-12 apykapChbKuX MYHKTIB JUIst


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n607

IpyKyBaHHs pekBi3uTy “IIpi3Buile BUKOHABIS 1 HOMEp Horo TenedoHy’’, BUHOCOK, MOSICHIOBAIbHUX
HaITUCIB 10 OKPEMUX €JIEMEHTIB TEKCTY JIOKYMEHTa a00 MOT0 PEKBI3HUTIB TOIIIO.

2. Ilpu odopmIIeHHI 3aCTOCOBYETHCS MIPUQT:

HaMIBXUPHUNA MIPUQPT BETUKUMHU JTITEPaMH - U1 Ha3BU BUY JOKYMEHTA;
HaMiBXUPHUNA (TIpSIMHIA a00 KYPCHUB) - JIJISl 3aTOJIOBKIB Ta KOPOTKOTO 3MICTY JOKYMEHTA.
3. IIpu opopmiieHHI TEKCTIB MIKPSAKOBUIM 1HTEpBaJ MOBUHEH CTAHOBUTH:

1 - st cKITaIOBUX TEKCTY HOKYMEHTa, PeKBi3uTY “/lomaTok” Ta MOCHIaHHSA Ha JTOKYMEHT, IO
CTaB ITICTABOIO JJIsl MIATOTOBKY (BHIaHHS) IIOTOYHOTO IOKYMEHTA;

1,5 - ny1s ckIagoBUX YaCTUH PEKBI3UTIB “Anpecat” Ta “I'pud 3arBepKeHHs”;
1,5-3 - s BimoKpeMIIeHHS PEKBI3UTIB JIOKYMEHTA OJMH BiJ OJTHOTO.

4. BmacHe iM’s1 Ta mipi3Buine B pekBizuTi “Iligmmuc” po3minryeThcst Ha piBHI OCTAaHHBOTO PsiIKa
Ha3BH [10CA/IN.

{Ilynkm 4 i3 sminamu, enecenumu 32iono 3 [locmanosoio KM Ne 375 6io 17.04.2019}

5. MakcumalibHa JIOBXKHHA Psijika 0araTopsIKOBUX PEKBI3HTIB (KPIM PEKBI3UTY TEKCTYy) - 73
MiimMeTpu (28 IpyKOBaHUX 3HAKIB).

6. SIKI10 KOPOTKUH 3MICT 710 TeKCTy nepesuirye 150 3HakiB (I’ SITh PAIKIB), HOTO J103BOJISIETHCS
MIPOJIOBIKYBATH JIO MEXKi ITpaBoro moJist. Kparmka B KiHIII 3arojIOBKa HE CTABUTHCS.

7. Ilpu odopMiIeHH] TOKyMEHTIB BiICTYII Bil MEXI JIIBOTO MOJISI JOKYMEHTAa CTAHOBUTH:
125 minmimMeTpiB - s iM’s Ta nipizBuia peksizuty “Ilignuc’;

100 minmimeTpiB - 1uis pekizuta “I'pud 3arBepxkeHHs”;

90 miniMeTpiB - UIs peKBI3UTY “Anpecat’;

10 minimeTpiB a5 ab3alliB y TEKCTI,

{A63ay n'smui nynkmy 7 ¢ pedaxyii [locmanoeu KM Ne 375 6io 17.04.2019}

0 MiTimMeTpiB:

{A63ay wocmuit nynkmy 7 6 peoakyii I[locmanosu KM Ne 375 6io 17.04.2019}

s cnis: “CIIYXAJINY, “BUCTYIIWIN, “BUPIIIMIIN”, “YXBAJIIN”, “HAKA3YIO”,
“30B0B’SI3VIO”;

{A63ay nynkmy 7 6 peoakyii I[locmanoeu KM Ne 375 6io 17.04.2019}

s pekBi3uTiB: “Jlara nokymenta”, “Kopotkuii 3micT nokymenta”, “Tekcr” (0e3 abzaiiB),
“BigmiTka po HasBHICTH noaatkiB”, “IIpizBuie BUKOHABI i HOMep ioro tenedony”, “BiamiTka
PO BUKOHAHHS JJOKYMEHTA 1 HaJICUJIaHHS HOT0 70 cripaBu’’, cJI0BO “‘JlogaTok”, pexBizutu “/lomatok”
ta crnoBo “IlizcraBa” 3amucy mpo MOCHJIAHHS Ha JOKYMEHT, IO CTaB IiJCTAaBOIO JUIs IMiJrOTOBKU
(BUIaHHA) IOTOYHOTO JIOKYMEHTa, HalilMEeHYBaHHS Mocaau y pekBi3uTi “Ilignuc’”, 3acBiquyBajibHOIO
Hanucy “3riHo 3 OpuUriHaioMm™ Ta Juid nepuoro peksizura “I'pud 3aTBepkeHHS, SKIO iX B
JIOKYMEHTI JBa.”;

{A63ay nynkmy 7 6 peoakyii I[locmanoeu KM Ne 375 6iod 17.04.2019}

8. ITix yac opopmiIeHHS TOKYMEHTIB (JI0/1aTKiB 10 HUX) Ha JBOX 1 OiJbIle CTOpIHKaX JIpyra Ta
HACTYIHI CTOPIHKY TOBUHHI OyTH MPOHYMEPOBaHi.
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9. Homepu CTOPIHOK CTaBJIATHCS MOCEPEANHI BEPXHBOTO MOJISI CTOPIHKM apaOChbKUMHK LudpamMu
0e3 3a3HaveHHsI CJOBa “‘CTOpiHKA” Ta PO3iIOBHX 3HaKiB. [lepima cTopiHka HE HYMEpPYEThCS Hi B
JOKYMEHTI, Hi B KO’)KHOMY 3 J0JaTKiB. JIOKYMEHT 1 KO>KEeH 3 JOJaTKiB MalOTh OKPeMY HyMepalliio.

10. TekcTu HOKYMEHTIB APYKYIOTHCS Ha OJHOMY OoIli apkymia. JJOKyMEHTH HE MOCTIHHOTO
CTpOKy 30epiranHsi oOcsrom Oinbie 20 CTOPIHOK OMYCKAEThCSA JAPYKYBaTH Ha JIMIBOBOMY 1
3BOPOTHOMY Oomi apkyma, npu npoMmy pekBizuT “Ilianuc” moBuHEeH OyTH pO3MIIIEHUH Ha
JUIIHOBOMY, & HE Ha 3BOPOTHOMY OOIIi OCTaHHBOTO apKyIlla JJOKYMEHTA.

11. QR-xox po3mipom 21 Ha 21 MM pO3MIIIYETHCS B HUKHBOMY JIIBOMY KYTi MEPIIOi CTOPIHKU
JTOKyMEHTA.

Jlnst mpoekTiB akTiB Ta 00OB’S3KOBHX JOJATKIB JO HHX, II0 PO3pPOOJSIOTHCS OpraHaMu
BHKOHABYOI BJIaJM, MOCTAHOB 1 po3nopspkens Kabinery MinicTpiB Ykpainu mopsia i3 QR-komom
PO3MIIIYIOTHCS] HOTO PEKBI3UTH, HATIPHKIIA]:

{Ilynkm 11 donosueno absayom 32iono 3 Illocmanosoro KM Ne 1087 e6id 28.10.2020}

Minmudpu Ne 003845.0011-I1 Big 20.07.2020

[Tignmucas: [lerpenxo [etpo [leTpoBuu

Ceprudikar: 341C050E72C685404000000 A6D05009B940D00
Jiticunit: 3 12.12.2020 12:38:06 o 12.12.2021 12:38:06.

{Ilynkm 11 0onosneno abzayom 32i0no 3 Ilocmanosoro KM Ne 1087 eio 28.10.2020}
{ooamox donosneno nynkmom 11 32iono 3 [locmanosoio KM Ne 375 sio 17.04.2019}

JlonaTox 2
1o TumoBoi IHCTPYKIIIT 3 NLJIOBOICTBA
B MIHICTEpPCTBAX, IHIIMX LEHTPATBHUX
Ta MICIIEBUX OpraHax BUKOHABUOI BIIaN

(oynukT 37)

MPUMIPHUH ITEPEJIK
AOKYMEHTIB, 110 103BOJISIETHCS 3aTBEPAKYBATH NPOCTABJIAHHAM rpuda
3aTBepPIKEHHSI M0CaA0BOI 0CO0M 32 YMOBH IX NMIATOTOBKH y NAINepoBii

popmi

1. Aktu (TOTOBHOCTI O0’€KTa /O eKCIUIyaTallii; CIHUCaHHS; IHBEHTapHU3allli; EeKCIepTU3U;
BIJIYYEHHSI CTIPaB JIJIsl 3HUINCHHS; TIepe/ladi CIpaB; JIIKBIIAIl YCTaHOB TOIIIO).

2. 3aBnaHHs (Ha MPOEKTYBaHHS 0O0’€KTiB, TEXHIYHMX CHOPYH, KamiTalbHe OYAIBHHMIITBO; Ha
MIPOBEJICHHS! HAYKOBO-JOCIIHUX, MPOEKTHO-KOHCTPYKTOPCHKUX 1 TEXHOJIOTTYHUX POOIT; TEXHIUHI

TOIIIO).

3. Komrropucu BuTpar (Ha yrpuMaHHs anapary yrnpaBiiHHs, OyAUHKIB, IPUMILIEHb, CIIOPY/I; HA
MiArOTOBKY Ta OCBOEHHS BUPOOHUIITBA HOBUX BHPOOIB; Ha KamiTanbHe OyIIBHUIITBO TOLIO).

4. Tlepeniku (mocajx MpaliBHUKIB 3 HEHOPMOBAaHHUM pPOOOYMM JIHEM; THUIIOBHX, BIJOMYHX
(ramy3eBHX) JOKYMEHTIB 13 CTPOKaMHU 30€piraHHs TOIIIO).

5. Po3uiHKM Ha BUKOHAHHS POOIT.

6. CtatyTu (II0JI0KEHHS) YCTAHOB.
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7. CTpyKTypa yCTaHOBH.

Honatoxk 3
10 TumoBoi IHCTPYKIIi 3 1IJI0BOJICTBA B
MIHICTEPCTBAX, IHIIUX [EHTPAIbLHUX Ta
MICIIeBHX OpraHax BUKOHABYOI BIIAIH

(oyHKT 67)

NPUMIPHUH IEPEJIK
JOKYMEHTIB, MIANMUCH HA IKUX CKPIIIIOIOTHCA repOioBoOI0 NEYATKOK) Yy
pa3i ix cTBOpeHHs y naneposii ¢gopmi ad0o 3acBiIUyOTHCA
KBaJIihiKOBaHOIO €JICEKTPOHHOIO IEYATKOI0 YCTAHOBH Yy pasi Ix
CTBOPEHHSI B €JIEKTPOHHIN Gopmi

1. Akt (BUKOHAHHS POOIT, CIIMCAaHHSA, €KCIePTH3H, (PIHAHCOBUX MEPEBIPOK; BUIIYUYCHHS CIIPaB
JUTSL 3HUIIEHHS; TIepe/adi CIIpaB TOIIO).

2. BUCHOBKH 1 BII'YKHM YCTaHOB Ha JcepTallii Ta aBropedepary, 1o HaJICHIAIThCsS 10 Bumoi
aTecTarmiifHoi KkoMicii YKpaiHu.

3. JoBiaku (JIIMiTHI; PO BUIUIATY CTPAXOBHUX CyM; BUKOPHCTAHHS OIOJKETHUX aCUTHYBAHb HA
3apIuiaTy; Mpo HapaxOBaHy 3apIUIaTy TOIIO).

4. JloroBopu (Tpo MaTepialbHy BiAMOBIIATBHICTh, HAYKOBO-TEXHIYHE CITIBPOOITHHUIITBO,
HiAPAIN, OPEHTy IPUMILIEHb; PO BUKOHAHHS POOIT TOIIO).

5. lokyMeHTH (AOBIJIKH, IOCBIJYEHHS TOIIO), 1110 3aCB1IYYIOTh IpaBa rPOMaJIsH 1 FOPUANYHUX
oci0.

6. JlopydyeHHS Ha OfepaHHS TOBapHO-MaTepialbHUX IIHHOCTEH, OIOKeTHI, OaHKIBCBKI,
IIEHCIMHI, IUIaTIXKHI.

7. 3aBnaHHs (Ha NPOEKTYBAaHHS OO0’€KTIB, TEXHIYHHUX CIIOpPYJ, KamiTajJbHEe OyIIBHUITBO;
TEXHIYHI TOIIIO).

8. 3asBM (Ha aKpEeIMTUB; PO BIIMOBY BiJ aKLIENTY TOIIO).
9. 3asBKU (Ha 00aTHAHHS, BUHAXO/IX TOIIIO).

10. 3pa3ku BiAOMTKIB MEYaTOK 1 MIAMMUCIB MPAIiBHUKIB, SKI MarTh MpPaBO 31IHCHIOBATH
(hiHaHCOBO-TOCTIOAAPCHKI OTEparrii.

11. Komropuc BuTpar (Ha yTpUMaHHs amapary YOpPaBIiHHsS, Ha MiATOTOBKY Ta OCBOEHHS
BUPOOHUIITBA HOBUX BUPOOIB; HA KAIBKYJIALIIO 32 TOTOBOPOM; Ha KariTajabHe OyIiBHUIITBO TOIIO).

12. Jluctu rapaHTiifHi (Ha BUKOHaHHS poOIT, HaJIaHHS MOCIYT TOIIO).

13. TlomanHs 1 KJIONOTaHHS (PO HArOPOJKEHHS OP/ICHAMH 1 MEIATSIMU; TIPO MPEMIIOBAHHS).
14. TIpoTokomu (OTOPKEHHS MJIaHIB TOCTABOK).

15. Peectpu (uekiB, OFODKETHUX JOPYICHD ).

16. Cnenudikanii (BUpo06iB, MPOAYKIIT TOIIO).

17. CninpHI TOKYMEHTH, IATOTOBIIEH] BiJ IMEHI BOX 1 O1JIbIIIE YCTAHOB.

18. CtaTyTHn ycTaHoB.


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n788

19. TuTynbHI COUCKH.
20. TpynoBi KHHKKH.

21. Apkyuri nOroKeHHsI MPOEKTIB HOPMATUBHO-TIPABOBUX AKTIB.

{looamox 3 i3 sminamu, énecenumu 321010 3 [locmanosoro KM Ne 375 6io 17.04.2019}

Honatox 4
1o TunoBoi iHCTPYKITIT 3 AUIOBOJCTBA B
MIHICTEpPCTBAX, IHIINX IEHTPATbHUX Ta
MICIIEBUX OpraHaX BUKOHABYOI BJIaIH

(omyHkT 155)
IMMPUMIPHUM MEPEJIK
JOKYMEHTIB, 110 He MiJIAralTh PeecTpalii cayk0010 AiJIOBOACTBA
No Bun nokymenta CremianbHui 00mik*
1. 3Bexenns Ta indopmarlis, HagicIaHl 10 BigoMa HE IMUISIraloTh peeCTpartii

qi 00JIIKY y OyIb-SKHii

2. PexyiamHi MOBiJOMIICHHSI, TUTAKATH, TIPOTPAMH HAPa/, iHmmi crocio

KOH(EpeHIIii TOII0

3. [petickypanTu (korrii)

4. Hopmu BuTpaTu MatepiaiiB

5. |BiTtanbHi 1MCTH 1 3aNIPOIICHHS

6. |MicsuHi, KBapTaJIbHi, MIBPiYHI 3BITH

7. |I'padixu, Hapsau, 3asBKH, PO3HAPSIKU

8. |®opmu CTaTUCTHYHOI 3BITHOCTI

9. |dpykoBaHi BHaHHS (KHUTH, )KypHaJIU, OIOJIETEH1) 616m10TEeKa
(0OTIKOBYIOTHCS JIUIIIE Y
pasi 1l HassBHOCT1)

10. |HaykoBi 3BiTH 3a TEeMaMH ciry»0a HayKOBO-
TEXHIYHO1 iHpOopMarii
(0OTIKOBYIOTHCS JIIIIE Y
pasi 1 HassBHOCT1)

11. |HaByainbHi riasu, mporpamMu (Kortii) KaJIpoBa ciryx0a

12. |loroBopu OyxranTepchka ciyx0a



https://zakon.rada.gov.ua/laws/show/375-2019-%D0%BF#n261
https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n955

* YV pasi BIICYTHOCTI B YCTaHOBi BIJIOBIJIHOTO CHEIiai30BAaHOTO MiIPO3IIAy CIEiaJbHUN OOMIK 3IIHCHIOETHCS
ciryx0010 AiT0BOICTBA 200 32 PIIEHHSM KEPIBHUKA YCTAHOBHU HE 3MIIHCHIOETHCSI.

Jonmatok 5
10 TumoBoi IHCTPYKIIi 3 1IJI0BOJICTBA B
MIHICTEPCTBaX, IHIIUX [EHTPATbLHUX Ta
MICIIeBHX OpraHax BUKOHABYOI BIIa 1

(omyskT 161)

IMPUMIPHUM CKJIAJ
3alUCy PO PeECTPalii0 BXiITHUX JOKYMEHTIB*

1. Bun noxymenra.
. Jlata Ta yac HaIXOJKEHHS IOKYMEHTa B YCTaHOBY.

. Jlata peectparii TOKyMeHTA.

2
3
4. PeectpaniiHuil iHIEKC TOKYMEHTA.
5. KopecnioHaeHT.

6. [laTa peectpartii Ta peecTpaliiiHii 1HIEKC KOPECIIOH/ICHTA.
7. KopoTkuii 3MicT.

8. BiamoBiganbHMI MiAPO3AUT YCTAaHOBM, SIKHH B YCTAHOBJIICHOMY MOPSAKY BHU3HAYEHUI
BIJIMIOBIJAJIbHUM 32 BUKOHAHHS JJOKYMEHTa B YCTaHOBI.

9. BinnoBiganbHUN BUKOHABElb - MPAI[IBHUK BIANOBIJAJIBHOTO MiAPO3JULY YCTAaHOBH, SIKHU B
YCTAHOBJICHOMY HOPSI/IKY BU3HAUEHUH B1JIMOB1IaIbHUM 32 BUKOHAHHS JOKYMEHTA B YCTaHOBI.

10. BigmiTka mpo BUKOHAHHS IOKYMEHTA.
11. Copasa Ne.

* [HCTPYKIIIE€O 3 TIJIOBOJICTBA YCTAHOBU MOKE OYTH Iepe0adeHo T0IaTKOBI CKIIaIOBI YaCTHHU JKypHAITy Ta BU3HAYCHO
THIIHMH TOPSIOK TX PO3MIIIEHHS.

HonaTtok 6
10 TumnoBoi IHCTPYKIIi 3 1IJIOBOJICTBA B
MIHICTEPCTBAX, IHIIKX IEHTPAJIIbHUX Ta
MICIIEBUX OpraHax BUKOHABYOI BJIAJIH

(oyskT 161)

IMPUMIPHUI CKJAJ
3aluCy NP0 PeecTPalil0 BUXIAHUX JOKYMEHTIB, CTBOPEHUX YCTAHOBOIO™*

1. ata peectparii JOKyMeHTa.
2. PeectpaniiftHuii iHAEKC JOKYMEHTA.

3. Anpecar.


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n977
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4. KopoTkwii 3MiCT.
5. BianoBigaapHUA TiAPO3ILT YCTAHOBH, SIKUM ITITOTOBJICHO TOKYMEHT.

6. BinmoBinaabHUi BHKOHABEIb - IMPAIliBHUK BIAMOBIIAIBHOTO MIiAPO3IIY YCTaHOBH, SIKUW
MiIrOTyBaB IOKYMEHT.

7. [laTa Ta yac HagXOJUKEHHS JOKYMEHTA aJapecary.

8. Jlata peecTpariii Ta peecTpaiiiHui 1HIEKC ajpecarTa.
9. BigmiTKa Mpo BUKOHAHHS IOKyMEHTA aIpECaToOM.
10. CrpaBa Ne.

* [HCTPYKIIIERO 3 NIJIOBOJICTBA YCTAHOBH MOKE OYyTH mepei0aueHO T0JaTKOBI CKJIaIOBI YaCTHHU JKypHAIy Ta BU3HAUCHO
THIIMH TOPSAIOK TX PO3MIIICHHS.

Jonarok 7
1o TunoBoi iHCTPYKIIi 3 1IJIOBOJCTBA B
MIHICTEpPCTBAX, IHIINX IEHTPATbHUAX Ta
MICIIEBHUX OpraHaX BUKOHABYOI BJIa 1

(oyskT 179)

CTPOKHA
BHKOHAHHS OCHOBHHUX IOKYMEHTIB

1. Axtu ta nopydenns [Ipesunenta Ykpainu - 3rigHo 3 BuMoramu [1of105keHHS PO KOHTPOJIb
3a BUKOHAHHSM YKa3iB, PO3MOPSKEHbB 1 JjopyyeHb [Ipesuyienta Ykpainu, 3aTBEPPKEHOT0 Y Ka3om
[Ipesunenta Ykpainu Big 19 arotoro 2002 p. Ne 155.

{Ilynkm 1 6 peoakyii [locmanoeu KM Ne 123 6io 05.02.2020}

2. 3anut abo 3BEpHEHHS:

HapOJIHOTO JenyTaTa YKpaiHM - 3riiHO 3 BUMoramu 3akoHy Ykpainu “IIpo cratyc HapogHOro
nenyraTta YKpainu';

{A63ay opyeutl nynkmy 2 i3 3sminamu, eHecenumu 32iono 3 Ilocmanosorwo KM Ne 375 6io 17.04.2019}

nenyrara BepxoBHoi Pagu ABToHOMHOI Pecmy6miku Kpum - 3rigHo 3 BHMoramu 3aKoHy
Ykpainu “Ilpo craryc nenyrata Bepxosnoi Pagu ABronomHuoi Pecryoniku Kpum™;

{A63ay mpemiu nynkmy 2 6 pedakyii [locmanosu KM Ne 123 sid 05.02.2020}

JemyTaTa MiICIIeBOi paaM - 3TiAHO 3 BUMoramu 3akoHy Ykpainu “TIpo cratyc nemyraTiB
MICIIEBUX paj’.

{A63ay uemsepmuii nynkmy 2 6 pedaxyii [Tocmanosu KM Ne 123 6i0 05.02.2020}

3. Skumo 3amuT (3BEpHEHHs) HAapOAHOro jenyrata Ykpainu (memyrata BepxoBHoi Paam
ABroHoMHO1 PecniyOmiku Kpum, aemyrara micuieBoi paan) 3 00’€KTUBHMX MPUYMH HE MOXe OyTH
PO3IIISIHYTO B YCTaHOBJIEHUH CTPOK, HAJICHUIIAETHCS NMHUCHMOBE MOBIIOMIICHHS Cy0’€KTaM BHECEHHS
3anuTy (3BEpHEHHS) 13 3a3HAUYEHHSIM IPUYUH MPOJIOBKEHHS CTPOKY PO3TIISIAY.

CTpok po3riisily AEMyTaTChbKOro 3BEPHEHHS 3 ypaXyBaHHSM CTPOKY IMPOJIOBKEHHSI HE MOXKe
nepesuiyBaT 30 THIB 3 MOMEHTY HOTO HAJXOIKEHHSI.


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n1002
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https://zakon.rada.gov.ua/laws/show/123-2020-%D0%BF#n85
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4. Pimmenns KaGinery MinicTpiB YKpaiHM HI0Z0 JOOMpAIfOBAaHHS MPOEKTIB HOPMATHUBHO-
MIPABOBUX aKTiB - IPOTAToM 10 1HIB 3 IHA MPUHHATTS BIANOBITHOTO PIIICHHS, SKILIO UM PIIIEHHAM
HE BCTAaHOBJICHO I1HIIUI CTPOK.

5. [locranoBu Ta BucHOBKH Kounerii PaxyHkoBoi manatu - mpoTsirom 15 nHiB 3 1Hs iX peectparii
B YCTAHOBI, SIKIIO B HUX HE BCTAHOBJICHO IHIIUI CTPOK.

6. IlorokeHHsT MPOEKTIB aKTIiB 3aiHTEPECOBAHMMU OPraHAMHU - Yy CTPOK, YCTAHOBJICHUH iX
TOJIOBHUMH PO3POOHMKAMH BIAMOBIIHO 10 BUMoOr Pernamenty KaGinery MiHicTpiB YKpaiHu.

7. 3anuT Ha myOaiyHy iH(OpMaItiro Bix Gi3ndHOT, FOpUINIHOT 0COOU, 00’ €THAHHS TPOMAJISTH O€3
CTaTyCy IOPUIUIHOT 0COOM, KPiM Cy0’ €KTIB BJIaJHUX MIOBHOBA)KCHb, TA HA/IAHHS BIAMOBI/ HA 3aITUT
Ha iH(dopMaIlito - TPOTITOM CTPOKY, BH3HaueHOTO cTaTTero 20 3akony Ykpainm “IIpo moctyn 1o
ny6utiyHOi iHpopMarii”.

Jonarok 8
10 TumoBoi IHCTPYKIIII 3 1IJIOBOJICTBA B
MIHICTEPCTBAX, IHIIUX [ICHTPAIbLHUX Ta
MICIIeBHX OpraHax BUKOHABYOI BIIAIH

(zyukT 190)
IHOOPMALISA
PO CTAaH BUKOHAHHA 3aBAaHb Ha . .20
Ne  |HaitmenyBaHHs CraH BUKOHAHHS 3aBJaHb (JOKYMEHTIB)
Ta IHJEKC
CTPYKTYpHOTO YCBOTO 3 HUX
HiApO3 LTy
BUKOHAHO CTPOK CTPOK HOPYLLIEHO
HOJ0BXKEHO

HaitmenyBanHs nocaau
KEepiBHUKA CITY>KOHU J1IIOBOJICTBA Bnacue im’st TTIPI3BUIIE

20

{looamox 8 i3 sminamu, enecenumu 32i0no 3 [locmanosoio KM Ne 375 sio 17.04.2019}

Jonatok 9
1o TumoBoi IHCTPYKITIT 3 TJTOBOICTBA B
MIHICTEpPCTBAX, IHIIMX IEHTPAJIbHUX Ta
MICIIeBHX OpraHax BUKOHABYOI BIIAIIH

(mynkT 204)



https://zakon.rada.gov.ua/laws/show/950-2007-%D0%BF#n13
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HPUMIPHA ®OPMA
HOMEHKJIATYPH CIIPaB CTPYKTYPHOIO MiPO3aijy y maneposiii popmi

{Hooamox 9 i3 sminamu, enecenumu 321010 3 [locmanosoro KM Ne 375 6io 17.04.2019}

Honatok 10
10 TumoBoi IHCTPYKIIi 3 1IJI0BOJICTBA B
MIHICTEPCTBaX, IHIIUX [EHTPAIbLHUX Ta
MICIIeBHX OpraHax BUKOHABYOI BIIAIH

(myukT 204)

HPUMIPHA ®OPMA
3Be/IeHOI HOMEHKJIATYPH CIIPAB YCTAHOBH y Naneposiii popmi

{Hooamox 10 i3 3sminamu, enecenumu 32i0no 3 Illocmanosoro KM Ne 375 6io 17.04.2019}

Homatok 11
1o TunoBoi iHCTPYKIIi 3 1IJIOBOJCTBA B
MIHICTEpPCTBAX, IHIINX IEHTPATHHUAX Ta
MICIIEBUX OpTaHaX BUKOHABYOI BJIa1

(myHKT 204)

HPUMIPHA ®OPMA
aKTa NPO BUJIYYEHHS /ISl 3SHUIIEHHS JOKYMEHTIB y namneposiii ¢gopmi

{Hooamox 11 i3 sminamu, enecenumu 32iono 3 Illocmanosoro KM Ne 375 6io 17.04.2019}

Honatox 12
1o TumoBoi IHCTPYKITIT 3 NUJIOBOJCTBA B
MIHICTEpPCTBAX, IHIIMX IIEHTPAJIbHUX Ta
MICIIeBHX OpraHax BUKOHABYOI BIIAIH

(oyHkT 239)

HPUMIPHA ®OPMA
OnuCy crpas y namneposiii gopmi

{Hooamox 12 i3 sminamu, snecenumu 32i0no 3 Illocmanosoro KM Ne 375 6io 17.04.2019}
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