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90. FOpummuynum Bizztiiom amapary paiinepxamMinicTpanil o0OB’SI3KOBO Bi3yIOThCS, 3a
HAsBHICTIO B3 PO3POOHUKA Ta BLATULY AUTOBOJCTBA Ta KOHTPOIXO allapary paiimepikamMinicTparii,
IPOEKTH PO3MOPAJUKEHD HOPMATHBHO-IIPABOBOIO XapaKTepy, a TaKOX IPOEKTH PpO3NOPSIUKEHb
(zaxasiB) 3 KaApOBHUX IIUTAHb (0COOOBOTO CKIAMY) Ta 3 IHIIMX IIUTAHE.

SIKIIo B Xpoueci MOTO/DKEHHS N0 HPOEKTY PO3MOPADKeHHA (Haxasy) BHOCATHCS 1CTOTHL
3MIiHM, BIH IUIATAE TOBTOPHOMY IIOTOKEHHIO.

91. Posnopspkenss (Hakasd) IJIIHCYIOTECA TOJIOBOXO — paiimepxamMimicTpanii Ta
KePiBHHKOM aIiapaTy BIUOBIAHO, a y pasi iX BimCYTHOCTI, 0COGOK0, sika BHKOHYE X 0GOB’S3KHL
Haxazu CTPYKTYPHAX T IpO3ALIIB pan,uepxcamuncrpauu HLAITHCYIOTHCS X KepiBHAKAMH.

[Ticny pipmucaHHa PO3TOPSIDKEHHS (HaKa3y) 3MiHH J[0 HBOTO BHOCSTBHCA JIHINE IIILXOM
BHJ@HHs HOBOTO PO3IOPSUKSHHS (HaKa3y) [IpoO BHECEHH 3MiH.

92. Posnopsyixenna (uaxas) opopMIAETECA Ha ONaHKY PO3NOpsSmKeHHS (Hakasy). 3micr
PO3NOPAUKEHHS (HaKasy) KOPOTKO BUKIANACTCSA B 3arOJIOBKY, SKUH IIOIMHACTECS 3 IPUIMEHHHAKA
“IIpo” i cxnamaerecs 3a NOMOMOroxp Bimiecnmisaoro imemmmxa (“Ilpo sarBepmxenHs...”, “ITpo
seeferns...”, “Ilpo ctBopenni...”,) abo imennyka (“IIpo mincymkun...”, “Ilpo 3axomy...”).

93. Texer po3nOpsyLKenH (Hakasy) 3 HUTaHb OCHOBHOI [sUTbHOCTI paiiepxkamminicTparii ta
3 a/IMIHICTPATUBHO-TOCIIOJAPCHKUX IIHTAHb  CKJIAIAETBCS 3 JBOX YaCTHH — KOHCTATYIO4Oi
(mpeamOyim) 1 po3nopAaIoi. !

YV KOHCTATYIOUH YACTHHI 3a3HAYAFOTHCS nijzcrara, 06rpyHTyBaHHz abo Mera BUIAHHA
po3UOpsDKeHHs (Hakasy). 3a3HavyeHa YaCcTHHA MOXKe NOYuHATHCS i3 oniB “Ha BHKoHaHHI”, “3
METOI0” TOIIO. SIKINO AOKYMEHT BHAACTHCS HA HIZCTaBi IHIIOTO DPO3IOPSIYOro MOKYMEHTA, y
KOHCTATYIOUi} YacTHHI 3a3HAYAIOTHCA HasBa BUAY LBOTO JOKYMEHTA, HOro aBTOp, HaTa, HOMEp Ta
3aroloBOK. B KiHIi KOHCTAaTYIOY0l YaCTHHH CTABUTELCS JBOKPATIKA.

IIpy miproToBmi MPOEKTIB PO3HOPSIHKEHE (HAKA3IB) paﬁ;[epmamvﬁﬁicrpauﬁ' Ha BUKOHAHHS
JIOKYMEHTIB OpraHiB BJIAJX BHINOIO PiBHS Ta IHIIMX y TEKCTi BKA3YEThCA BHI HOKYMEHTa, JaTa,
HOMep i TIOBHA Ha3Ba Ta JONAETHCA ODUIiHAT LBOTO JOKYMEHTA, 3apeecTpOBaHMi ¥ Bimaiz
AIOBOJCTBA Ta KOHTPOIIO anapaTy padinepxaaMinicTpanii, Iid yTOYHEHHS MaHUX i IPOCTABICHHES
Ha HHOMY BIIMITKH IIPO ATy Ta HOMED BHLAHOIO POIMOPAIKEHES.

Posmopspua wacTuHa Hakasy mO4MHaeThes i3 cnoBa “HAKA3VIO”, po3snopsmKeHHs MOXKe
mounHaTtucs 13 cinosa “30B0B’ A3V, saxi APYKYIOTBCA 3 HOBOTO PSJIKa BEJIMKMMH JiTepamu Ge3
BIZICTYILY BiJ JIIBOI'O IO 1 JIAIIOK, IECIISL 9OT'O CTABUTHCA JBOKPALIKA.

Posnopsimya gacTHHa NONINIAETECA HA IYHKTH i WINIYHKTH, S HyMEPYIOThCS apabChKHME
nugpamy. Y KOXHOMY IyHKTi MOBHHHI OyTH 3a3HadeHi BUKOHABII (CTpyKTypHi miposzim abo
KOHKPETHI IIocanoBi (cimyx060oBi) 000614) KOHKPETHI 3aBJaHHA (nopyquHa) 1 CTPOKH IX BUKOHAHHS.
Buxorasul MoxyTs OyTH Ha3BaHi Tako) y3aralbHeHO, HANPHKIAN: “HA9ATGHUKAM CTPYKTYPHEX
HiIPO3INIB pafepxKaIMiHiCTparii”.

IIpn HLOMy, SK TIPaBUJIO, HE 3aCTOCOBYETHCA HAIMCAHHA HEKOHKDPETHUX JIOPYYeHb, SKi
MICTATH CIOBA: “IPUCKOPUTH”, “HONIIIINTH”, “aKTHB13yBaTH” “3BEPHYTH yBary”, ToIo.

94. Axmo PO3MOPSDKEHHSM (Haxa3oM) BiAMIHAETECA TIONEPEHIT posnopﬂmmﬁ JIOKYMEHT, Y
PO3TOPSIYIH JAaCTHHI 3a3HaT-Ia€TBCH IIYHKT, SKWH [IOBUHEH MOYMHATHCA 13 CIiB: “BU3HATH TakmM,
10O BTPATHB YMHHICTE...”, ;

3MIHM, M0 BHOCATBCS [0 DO3MOPSDKEHHS  (Hakasy), OQOPMISIOTECS OKpEMHM
POBIOPSUKEHHAM (Haka3oM), SKui MOBHHEH MaTH Takui 3aronosok: “TIpo BHECEHHM 3MiH 1o
PO3IOPs/DKEHHS (Haxasy)...” i3 3a3Ha9eHHIM Ha3BH BH/Y PO3LOPSIYOr0 TOKYMEHT], JaTH, HOMepa,
JO SIKOI'O BHOCSTBCA 3MIHM. Po3nopsanya gacTHHA po3nOpsmKeHHs (HaKkasy) IIOYMHAETHCS 3 TAKOTO
IYHKTY:

“1. BHECTH 3MIHH /10 POMOPSIKEHHS (Halcazy)”

Mam  oxkpemumu TiAIyHKTaMH (DOPMYIIOIOTECS 3MIHE O DO3IOPSIMOTO JOKYMEHTA,
HAIIPUKIIAI: :

“1) mysxT 2 BUKIACTH B TaKiil pemakmii: ...”;

“2) IyHKT 3 BHKIIOUHTH

“3) abzar apyruit myHKTY 4 JOTIOBHUTH CIOBaMH ...”
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Aximo sMiHK [0 POSLOPSAYOTo HOKyMeHTa 0QOPMISIOTECS Ha OKPEMOMY apKyImi (apxymax),
B II€PIIOMY IIYHKTI PO3MOPAIY0] YaCTHHM PO3MOPSDKCHHS (HAKA3Y) 3a3HAYAETHCA:

“1) BuecTr 3MIHH O ... (Z0ogar0ThCs)”.

95. Crpykrypui mizposjinu paitepxaimMinicTpanii, paflossi ycTaHOBM Ta opramisarii, ski
FOTYIOTh IIPOEKTH PO3HOPS/DKEHD (Hakasis) paiiaepxanMinictpaiii, B 0608’ S3K0BOMY TOPSJIKY Y
TEKCTI  PO3HOPA/KEHb  BU3HAYAIOTH  OKPEMHM  IYHKTOM  CTPYKTYpHuH T IPO3TiIT
panzxepmaMImlchauu (rOMOBHOTO BiNNOBITANBEHOIO BHKOHABIA), HA SKOIO IMOKIANAECTHCS 306ip,
aHaJIi3 Ta y3araIbHeHHS iHdopMarii i 3axisHmx y PO3IOPAIPKEHHI BUKOHABIIIB.

OcradHill MYHKT pO3MOPAIH0l YACTHHH MICTHTH TOKIAZEHHS KOHTPOIIO 38 BHKOHAHESM
POIOP/KeHHS  (HaKasy) Ha  3aCTYNHHKIB romosu a60 Ha  KepisHmKa anapary
paliiepKa/MIHICTpAIl 34 HAIPAMKAME JiTBHOCTL. = KOHTPONB 32 BHKOHAHHSM OKDEMHX
POBLOPSINKEHD TOJIOBA palifiepKaaMIiBICTpaIii MOXKE 3aJIMINATH 3a CODO0.

96. Mo posnopspkens (Hakasis) 37eGiNbIIOro He BKIIOYACTHCS MYHKT “ Posmopsamxenus
(HaKas) [oBecTH 10 BioMa...”. CTpYKTypHI mApo3aiis paiiiepsxaminicTpaii, paitonni YCTaHOBH,
rrocaioBi (cinyxOoBi) 000614 10 BIIOMA SKUX JIOBOIUTECA POSHOPSIDKEHHA (HAKA3), 3a3HAYAIOTECS ¥
peectpi PO3CHIIKH, SIAH FONOBHUE PO3POOHIK TOTYE PasoM 3 IPOSKTOM PO3IOPSIYOro AOKYMEHTA i
nepenae 10 BLIUILTY TUTOBOACTBA Ta KOHTpOJIIO alapary pafiaepxamMigicTpanii.

97. Posnopsmxcemm (maxasm) 3 KaﬂpOBHX nurafb (0cob0BOro cKIany) oGOpPMISIOTECS
BUITUAML IHIMBIAYANbHUX 1 3BEACHHX. B iHIuBinyanbHEX pO3NOpAmKeHHsX (Haxa3ax) MiCTHTHCS
1H(pOPMARLT IIPO OJTHOTO HpaHIBHHKa (CHIBpO6lTHHKa) Y 3BEACHUX — PO KITBKOX, HE3aIEeKHO Bi
TOTO, SKi YIPABIIHCHK] PIMEHHS MO0 HUX TPUEMAIOTECS (MPUHHATTS Ha po6OTY, MpH3HAYCHHS Ha
ocay, IepeBeieH A Ha iHmy mocamy (po6oTy), 3BUIBHEHHS TOIIO).

98. 3MmicT IHAHBINYaNbHOTO PO3MOPSIKEHHI (Hakasy) 3 KaJpOBHX IHTaHb (0COGOBOTO
CKJIAJy) CTHCIO BHKIANAETHCA B 3arONOBKY, SKWH IOUMHAETHCS 3 IPHHMEHHWKA “TIpo™ i
CKIIAHAETHCS 3a MOIIOMOTOK BiUTieciBEOro iMeHHuKa, Hanpukian: “TIpo npusHageHHS... , “TIpo
NPUAHATTA... ~. Y 3BElEHHX PO3HOPSIKCHHAX (Hakazax) MOXKe 3acroc013y13a*mcr> y3aranbHeHHH
3aroJoBoK, Hanpuxaan: “IIpo xanposi mutanus”, “IIpo ocoGoBmii crman’”.

99. Y Tekcti posmopsymKeHs (Hakasis) 3 KaIpoBHX MHTAHE (0COGOBOrO CKIany), siK IIPaBuiIo,
KOHCTATyI04a YaCTHHA HE 3a3HAYA€ThCS, KPIM BUIIAIKIB IPAZHAYEHHS Ha 110cay abo 3BLIbHEHHS 3
TIOCAIM KEPIBHUX NPAIBHAKIB OPraHOM BHIIOrO PiBHS a60 3a IHIIOK Mporeaypoo. ¥ Takomy pasi
B KOHCTAaTyIOUill JaCTHHI HABOJMTHCHA NOCHIAHHA HA BIANOBINHEHE NpaBOBWit aKT OPTaHy BHIIOTO
PIBHS Y Takilt HOC/IZOBHOCTI: BHJ| aKTa, OTO aBTOP, JaTa, HOMep, IOBHE HAMEHYBAHHS.

100. Posmopsiya 9acTuHa po3mopAmkeHHs (HaKasy) OYMHAETCA, K IPABIIIO, 3 Ti€CIoBa y
bopmi 1H(1)1H1TI/IB}’ “TIPUAHATH”, “IIPU3HAUNTH” “IIEPEBECTU”, “3BUIBHWUTU”,
“BI,Z[PHJII/ITI/I” “HAIATH”, “Or OJIOCI/ITI/I” TOItO. Jlayml 3a3HAYarOTECS BEIHKHMH JIITepaMI/I
Ipi3BUIIE MPAIliBHHKA, HA KOO MOLIMPIOETHCA Hisl POMOPSIDKCHHS (Haxasy), 1 MaTuMH — iM’4,
o 6aTEKOBI HpaHIBH_I/II(a Ta TEKCT Hakasy. Y 3BCNEHUX PO3MOPANKEHHENX (Hakazax) Ipi3BHING 0Ci6
Y MeXax IIyHKTIB PO3MIIYIOTECA 34 andaBiToM.

101. Y posnopsiyokenni (naxasi) mpo IpusHadeHHs a0o 3BLIBHEHAS MPAI[iBHUKA 3a3HAYACTHCS
IoBHA JaTa (YHCIO0, MICAlb, pikK) (baKTHquro BUXOLY npaulBHHKa Ha poboTy (UpHIHHEHHS
TPYZOBHX BIJHOCHH), PO3MIpH #Oro mocamoBOr0 OKI4dy BIANOBIXHO 1[0 IITATHOTO PO3IHACY,
HanO0aBoOK Ta JOILIAT.

102. Y 3BeneHux pO3MOPSIOKEHHIX (Haxasax) 3 XaOpoBHX IHTaHb (0COGOBOrO CKIAmy) 10
PO3MOPANY0l YaCTHHH BKIFOYAETHCS 1Hq)opMa11m IO PO3MIIYETHCS Y TaKidt ITOCIIOBHOCTI:
OpUAHATTA Ha poGoTy (CiyxOy), mepeBefieHHs, 3BimsHEHHS. IIpH IIBOMY JO OIHOTO 3BEICHOIO
PO3IOPs/DKEHHA (HaKasy) He MOXKe BIIIKOYaTHCH iH(QOPMAITid, SKa 3TiMHO i3 3aKOHOIABCTBOM Mae
Pi3HI CTPOKH 30epiranss.

103. V xoxHOMY poznop;m)KeHHl (Halca:n) 3 KaJIpOBUX IHATAHb 3a3HAYA€THCs MMIACTABA MO0
Hioro Bu/aHEs (3as1Ba IPAliBHUKA, TOTIOBI/THA 3aXIKCKA, PIICHHS aTecTAiHHOT KoMicii Tomo).

104. Iix wac 03HAHOMIIEHHS 3 PO3MOPSHKESHIIM (HAKA30M) 3TaflaHuMHA ¥ HEOMY 0CoGaMy Ha
ISPIIOMY IPUMIPHHUKY PO3HOPAIKEHHA (HaKa3y) 9H Ha CIeLianbHOMYy OIaHKY IPOCTABITIOTECS iX
IATHCH 13 3a3HAYEHHEAM JATH O3HAHOMITCHA. |
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3 mMTaHb, MO CTAHOBIIATH B3acMHMII iHTepec i HAJEXKATH IO KOMIIETeHNI] Pi3HIX yCTaHOB,
MOXYTh BUIABATHCS CIUIBHI po3mOpsmxeHHsa (Hakasm). KimskicTs IPUMIPHMKIB (Opurinaiin)
CIITEHAX POSHOPSIDKEHs (HaKasis) HOBMHHEA Bi/IIOBIAATH KUTBKOCTI YCTaHOB, IO IX BHIAFOTH.

105. CrineHe pO3NOPAIKEHHS TOMNIB | paiiiepkaamigicTpanii Ta  padionHOT pama
odopmieTses Ha 6nankax dopmary A4 (210 x 297 MiniMeTpis). [ata COLIBHOTO POSHOpSsIKEH S
IOBWHHA OYTH €IMHOX, BIZNOBINATH 1aTi OCTAHHBOLO UiIHCY, a peecTparidHuil immekc
AOKYMEHTA — CKNaLaTHCA 3 PEECTPaiiHuX iHfeKciB paiinepxanMinicTpaii Ta panonBoi pagy, ski
[POCTABISIOTECA EPE3 MPAaBOOIYHY TTOXHIY PHCKY. Po3mOpsmua 4acTHHA IOYHHAETHCS i3 cIoBa
“HAKA3YEMO” (“30BOB’A3VEMO”). IliAIucH ToTiB faHwuX YCTaHOB PO3TAUIOBYIOTHCS HILKIE
TEKCTY Ha OXHOMY piBHi.

CriuisHI po3NOpAIKenHs paiinepxamvinicTparii Ta PaloHHOI pamu oQOPMIITIOTECA ¥ ABOX
IPHMIPDHUKaX (IBa OpHTiHAIL), Bi3yroThcs (IBa OPUITHANH) BIAIIOBIZHAMH MOCAXOBAMHE 0COBaMH
paiinepxaaminicTpanii Ta paiforHoT pau.

106. Tlopspox HiITOTOBKH pO3TOPSIKEHS painepxKanMinicTpanii HOPMATHBHO-IIPABOBOLO
XapakTepy, sAKl HiJUIATaloTh HepiasHiM peecrparii B I OJIOBHOMY TEPUTOPIAIBHOMY YMpPaBIiHHI
roctanil B ONechKill 001acTi BAZHAYAETLCS 32KOHOIABCTBOM.

Honanus posmopsmxens paiinepxanminicrpanii Ha JEpKaBHY peecTpanito (opurigan
PO3HOPSDKEH S, JBl Horo Kcepokomii, sasipeni y Bimmim mimosozcrsa Ta KOHTPOJIFO amapary
paiijlepiKaIMIHICTpanil Ie9aTkow, pasoM i3 MiACTABON0, CyMpoBimmmii mmEeT 34peECTpOBaHAR ¥
BLIAULL AUTOBOJCTBA Ta KOHTPOJIO allapary painepKa MiHicTpanil) Ta iHII JOKyMeHTH, BH3HATeH]
3aKOHOZIABCTBOM, 3/LACHIOIOTE TOJOBHI PO3POGHHKH B I’ ATHICHHIT CTPOK HicyIf HOro NpHHHATTS.
QopmMa KypHany OONIKY HOJaHHS PO3IODPSIKEHB TOJOBH paiigepxaaMigicTpanii  Ta ToIOBH
PaOHHOI paji Ha NEPKABHY PEECTPALIIFO B YIPABIIHHS FOCTHIII B paioHl HaBeNeHa Y NOAATKY 15.

BiXnoBinaneHICTs 32 JOTPAMAHHS TEPMIHIB MOTOHKEHHS HPOEKTIB PO3NOPS/DKEHS (HaKa3ip)
paifiepxaiMiHICTpanii Ta TOBEPHEHHS Y BiZUT AUIOBONCTBA Ta KOHTPOIIO ~ amapary
pa#nepxanMiHiCTpanii NOKIanaeTsCs Ha FOMOBHIX PO3POOHUKIB T4 KepIBHHKA arapary.

107. Ilinmucani romosoro pasifiepxaMiHICTpamil posIOpImKeHHs (HaKas|m) peecTpyroThCA B
BTN  NINOBOJICTBA Ta KOHTPOMIO amapary palinepxanminictpanil B JKypmami peecrparmii
PO3IOPAKERD pakifepxkanMinicTpanii (nonarox 16). Peecpanis 3uiitcHioeTbes JIATOFO ITIHACANHS
POSTOPAIKEHHES (Hakazy).

Hinmwacani posnopamxenns (Haxazy) 3 KafpoBHX MHTAHD (ocobororo ckmay) peecTpyroThes
Y Ka#posii cmyxGi B XKypHanax peecTpalii B ZeHEb IITACAHHES, X HyMeparlii HpOBOIMTECA B
TIOpA/KY BUJIAHHA B MCHKaX KaNCHIAPHOTO POKY 3[iIHO 3 HOMEHKJIATYPOIO CIIPAB BIZNLTY 3 THTAHbD
YIPaBIiHHA IIEPCOHATIOM anapary padgepixaaMiHiCTpaIlii.

Posmopsamxenns (nakasm) PO3NOAUIIOTCS HA TPYIIH:
A — po3nopsAIKeHHA (Hakas) 3 OCHOBHOT JSUTBHOCTI,

.

- K~ PO3NOPAIKEHES (HaKa3) Npo NPH3HAYEHHS, IEPEBECHHS, 3a0X04CHHA, CTATHEeHH, 3BLIEHCHHES
- IpauliBHEKIB paiifepxanMiHicTpanii, IprcBocH A PaHriB IEpXKABHAX CIYRKGOBIIB TOLIO;

B — PO3NIOPS/DKeNHs (HAKa3) IIpO HaZaHHs BilIIyCTOK;
1L — PO3TIOPSUDKEHHS (Waxa3) mpo BiNpSIKEHHS IpaiBHAKIB paiinepsxaaMinicTparii.

CkimanmoBi vacTuHH pCGCTpaHiﬁHOF0: IHAEKCY BINOKDEMIIOIOTECS OHA BiX opnHOI
NpaBoOiYHOIO IOXAIOKH PHCKOIO Ta THPE.

Homep posnopsmxerns (Haxasy) posmimyerscs ma TATYNBHOMY ApKyIIl HIDKYE HAa3BH
DNOKYMEHTa 3a 3Pa3KOM:;




)

24

4 ciunsa 2016 poky . Ne 247/A-2016

Hywmeparia posmopsmkeHs (Hakasis) ToIOBH paifoHHO] AepKaBHOI agMiHiCTpauil exuHa
IPOTATOM POKY B MEXax KOXKHOI IPYIIH.

108. BuroToBynewi Ta odhopMIIeHi BIATOBIHO O BAMOT L€l Tmerpyxuii Komil po3sHOpAIKEHD
(Hakasis), 3acsimueHi BimminmoM JIIOBOACTBA ‘Ta KOHTPOINO alapary paimepxaaMimicTpamii —m
Ka{pOBOIO CIIyK0010 anapaTy paitmepskaminicTpauii HepesaoThCs Ta HaACHIAFOTECS 38 PEECTPAMU
3ajHTEPECOBAHUM YCTaHOBAM, IIOCaKOBHM ocobay, MpalliBHEKaM Ta OINPHINOAHIOOTECS Ha
odiniitaoMy BeO-calTi paitmepxamvinicrpanii. CIMCOK PO3CHIKH CKITAIAETHCA 1 TiAMHACYEThCS
[IPAIIBHUKOM, KUK HOr0 CKIIaB ( 3a 3BOPOTHI CTOPOHI OCTAHHBOT CTODIHKY PO3ITOPSIKEHE).

BHrOTOBJICHI BHKOHABUEM Ta O(GOpMIeHi BIAIOBIIHO X0 BHMOT Iiel TeTpykmil xomil
pO3MOpsA/PKeHb (HaKasiB) 13 3a3HaYCHHAM B HHX aJpecara Ta 3acBifdeni BIAIOBIIHMM YHHOM 3a
peectpoM Tij PO3MHCKY TNEPEIAROThCS BifmimoM AiNOBOACTBA Ta KOHTPOIXO — amapary
paitnepxaaMiBicTpamil BUKOHABIAM. ‘

OpwriBaid po3IOpPsSIDKeHb paiinepxanminicTpanii (Hakasu) y THMYacOBE KOPUCTYBAHHA HE
HANAIOTHCS Ta 3 BLINOBIIHMX CIOpaB HE, BHIYIAIOTECA (kpiM BHIAIKIB, mepenOaYeHHX
3aKOHO/IABCTBOM). BifoBizanbHiCTh 32 30€peKEHHA OPUTIHAJIB PO3MOPAIDKEH, HeCe HAaYaJIbHUK
BifINLIy MiIOBOICTBA Ta KOHTPOJIO amapary paiinepxaqminicrpanii aGo ocoba, sKa BAKOHye il
000B’ I3KH.

IIporoxoaua

109. TonoBa, nepimuid 3aCTyIHUK TOJIOBH, 3aCTYIHUK rOJIOBY, KEpIBHUK arapaTy, KepiBHHKH
CTPYKTYPHHEX MiIpo3aiiiB paifiepaMinicTparii IPOBOJATE HAPafH 3 METOIO ONEPAaTHBHOIO
po3riaay Ta BHPIIIIEHHS ITHTAHb, 100 HANEKATH 10 IX KOMITSTEHIII.

Opramisanis DpoBeJeHHA Hapaj Yy TOIOBH paitnepaaminictpanil Ta HOro 3acTyIHUKIB 3
raly3eBUX ITHTaHb Ta 0GOPMIECHHS IPOTOKOIIB IIUX Hapall IOKIaaeTbCA Ha BiZTOBIAHI CTPYKTYPHL
T APO3ALITH paiinepiaMiHicTpaltil. :

TltaH IpOBEEHHA Hapaxd 3aTBEPIXYe KepiBHHUK paiinepxamvinicTpamii abo mocamosa
ocoba, gKa BUKOHY€E Horo 000B”A3KH.

Bimrin B3aeMonii 3 rpOMaICBKIiCTIO patiepxaaMinicTparil 32 MPONIO3KIIME 1T BimUTIB 1
yIOpasiiHe INOAO POSIILALY IIHTAaHB, sxi moTpeGyIOTh BHpIEHHS Ha Hapaai ¥ TOJNOBH
paitnepxaaMigicTparii, GopMye HOPANOK nepHnit HacTymHo! Hapanu Ta 3abesmedye NOIaHHA
BiITOBITREX MarepiaiiB ToJoBi paiinepxaamMinicTparii.

TlopsoK AeHHHi, aHATITHYH] TOBLIKH IIPO CTaH CIIPAB T4 OOrpYHTYBaHHS IIPUYUHHE BHECEHHS
TUTaBHS Ha PO Ha/ICHIIAI0ThCS YJacHAKaM HapaJi 3aB4acHo, a 3 OMaTKOBHX (IO3aIUIaHOBHX)
[OHTAaHb — MOJAITHCA ¥ JIEHE NPOBEICHHS HapaIi.

V mpoTokonax QIiKCyeThCs imdopMartis Ipo Xix BeleHHA Hapax, 3aciiaHb, NpUHHATTI B
paiifeprxaminicTpanil pilieHb KOMICLAMH, JOPaIdiMH OpraHaMH, 36opamu TOmO. IIPOTOKOT
CKJIAfA€THCS Ha MiJICTaB 3aIHCiB, 3p0bneHnx GesocepeHbO Mif 9ac 3acifiaHb, MO/ aHkIX TEKCTIB Ta
Te3 KOMOBiIeH 1 BHCTYIIIB, NOBINOK, IPOEKTIB PIllEHb TOLIO.

110. IlpoToKomE MOXYTh CKIajaTécs B IoBHIH abo cruchii dopmi. Y nOpoTOKOIAX,
CKNafieHMxX Yy CTHCNiH dopmi, (QIKCYIOTBCS JHMIIEe NPUHIATL pilleHHst, a He Xij 0OroBOpEeHHA
NUTAHHA. :

111. TIporoxon OQOPMIETECS Ha HYACTOMY apkymi mamepy Qopmary A4 (210x
297 MiniMeTpiB) MO3MOBKHIM PO3TALTYBAHEAM PEKBI3HTIB (TOAATOK 17).

112. JaToro OpOTOKONY € AaTa NPOBEACHHA sacimapHA. SIKINO 3acCijlaHis TPHBANO KibKa
IHIB, TO YEPE3 THPE 383HAYAOTHCS [ICPIIIH i O6TaHHIN NeHb 3aCiNAHHA.

113. Homep (iHfieKC) TPOTOKOJY IOBHHEH BIANOBLIATH IIOPA/KOBOMY HOMEpY 3aciaHHs.
Hymepanis TPOTOKONIB BEIETBCS B MEXKax KaNeHIApHOTO POKY OKPEMO 32 KOXHOIO TPYNOXo
IIPOTOKOMIB 3aCiTaHHs BLIIOBLIHOTO KOJIETIANBHOTO OPraHy: KOJerii, TeXHiTHHX, HayKOBHX,
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eKCIIepTHHX. KOMICi#, pan Tomo. Y pexsizuTi “MicIe 3acimaHHs” 3a3HAYAECTHCS HA3Ba HACENECHOI'O
OYHKTY, B SKOMY BiIOYIOCA 3aCiTaHHA.

114. 3aronoBOK JO TEKCTY IPOTOKONY MOBHHEH BIXOOpakaTH BH] 3acifanus (Hapana, 300pH,
koE(epenis Tomo) abo KoxerianbHOI AlATEHOCT (KoMicis; pana, Konerit, poboda rpyna TOImo) 1
BKJIIOYATH HA3BY BALY JOKyMEHTA. :

115. Texcer TIPOTOKOJLY CKNANAETHCA 3 BCTYIMHOI T2 OCHOBHOI YaCTHH.

116. V BeTymHiM YacTHHI IPOTOKOIY 3a3HAYAFOTHCS nplsnmua ta igiriama (iHinian imeHi)
FOJIOBH 260 TOJIOBYEOHOr0, CEKPETaps, 3aIpOLIEHHX, a TAKOXK IIPHCYTHIX 0Ci0.

V cnpcKy IPUCYTHIX 3a3HAYAI0TECA B allhaBiTHOMY MOPSAIKY CHOYATKy NPI3BHINA Ta VNI
IIPHCYTHIX TOCTIHHIX WICHIB KONETIaNbHOro oprany 6es 3a3Ha4eHHA II0cajl, HOTIM — 3aMpOIICHHX
0Ci6 i3 3a3HAYCHHAM [IOCAX Ta y pasi MoTpebyu HaiMEHYBAHP YCTAaHOB. SIKINO KiIBKICTH IPHCYTHIX
mepesamye 15 0cif, 3a3Ha9a€ThCA iX 3arambHa KUIBKICTS 3 TIOCHJIAHHIM Ha CIUCOK, MO NOXAETECS
JTO IIPOTOKOJTY.

BeryIHa 9aCTHHA BKIIOYAE HOPSIOK JEHHHH -— TIepeiK PO3IIIHYTHX Ha 3aCiaHHl TUTaHb,
o po3MimeHi y XOPSOKY IX 3HAYYIIOCTI 13 3a3HAUCHHAM IOTOBiaua 3 KOXXHOTO NHTaHHI.
[TopsAmoK AeHHUHA NACThCsT HAIPHKIHIL BCTYHHOI YACTHUHH.

Crnosa “Tlopsinok JeHHuH” OPYKYHOTHCA nocepezmm PpsiKa, MiCHI HAX CTaBUTLCS ABOKPAIKA.
KosxHe THTaH S HyMepyeThes apabChkuMu Ludpamu i ApyKyeThes 3 ab3ary. PopMyBaHHS IUTAHD
¥ OPSAKY JEHHOMY IOYHHAETECS 3 MpuiiMerHpka “1Ipo”.

117. OcHOBHA YacTHHA NPOTOKONY CKIANAECTBCS 3 PO3NLNIB, fKi NOBHHHI BIAIOBINATH
IYHKTaM TOPANKY ASHHOro. PO3ALTH HyMepyoThes apabChKUMU mudpamu 1 OyIYIOTECS 32 TaKOIO
CXEMOXO:

CIIYXAJIY - BUCTYTIWIN - BUPIIIMIIN (YXBAJIMIIM, IIOCTAHOBWJIN).

3a3Hader] cIoBa IPYKYIOTHCS BEIMKAMHI JIlTepaMI/I 6e3 BigcTymy Bix MeXi JiiBoro moid. Ilicios
cIiB CTABUTHCS ABOKpAIKa.

118. Tlicias cmoBa “CJIVXAJII” 3a3HAYacThCA TEKCT BHCTYIY OCHOBHOIO JIONOBijgadya.
IIpispeme Ta imimdamu (imimian imemni, mpiseuime) KOXHOTO IOIOBiZaga APYKYIOTBCA 3 HOBOTO
psinxa. TexeT BUCTYILY BUKIATAETECS Y TPETLH 0c001 OFHUHM.

Texctn a0 Te3W IOIOBiAL Ta BHCTYILB, oqgoplvmem AK OKpeMl JIOKYMEHTH, HO TEKCTY
IIPOTOKONY He BKIoyaroTkca. [licnsa BioMoCcTed Npo HOIOBiIaYa CTABUTHCA THPE 1 3a3HAYAETHCS:
“TexcT NOMOBLAL (BECTYILY) ZOMAETHCA MO IPOTOKOIY .

119. Tlicns cuosa “BUCTYIINIIN” BikcyroThes BHCTYIH THX 0Ci6, AKi B3AIM yd4acThb B
06roBoperHi AomoBil. BueTynu 0GOpMIAIOTECA Y IPOTOKOII 13 3a3HAUCHHAM IIOCa, IpI3BHIL Ta
iHIUaIB (1H1u1any iMeni) IPOMOBIIiB y HA3MBHOMY BIIMIHKY, & TaKOX 3 BHKIAJEHHAM 3MICTY
TWTAHHS Ta BLINOBiZeH Ha HBOTO. 3MICT BUCTYIIIB BHKIIATAETHCA BLJ TPETHOI 0COOH ONHUHY.

120. Ilicms cnosa “BUPIUIMJIM? (“YXBAJIMIIA?, “IIOCTAHOBHIIM”) pikcyeTses
npuifEATe pileHHs 3 OOrOBOPIOBAHOIO IHTAHHA TOPAJKY NCHHOTO. PilCHHS IOBHHHE Oyt
KOHKPETHHM 1 BKJIFOYATH CKJIAJOBI, 0 BiJTIOBIHAIOTH HA Taki MATAHHSL: KOMY, IO 3pOOUTH 1 B KM
CTPOK.

Pimenns, mo MicTATH KUIbKa IUTaHb, IIO,HUIHIOTB HA IMYHKTH 1 NIOIYHKTH, K1 HyMEPYIOTHCA

apaOChKUMH L[Izl@)paMH [TignyExTH HYMEPYHOThC I pamMu 3 Ty>XKOFO.

121. YV pasi konu Ha 3aciaHHI NPUHMAETHCS PIIECHHS IPO 3aTBEP/DKCHHA NOKYMEHTa, STKUHA
0GroBOpIOBABCA Ha 3acifiaHHi, el NOKYMEHT NOZAEThCs HO HMPOTOKOLY i B HBOMY POOMTHCA
MOCHJIAHHS Ha HOMEP 1 ATy IPOTOKONY. 32 HAABHOCTI IHIIHX JOKYMEHTIB, IO PO3TIIAAIMCA Ha
3acigaHHl Ta PakT 06roBOpeHHs SKHX OyIo 3acbiKCOBaHo Y TEKCT1 IIPOTOKOIY, BOHM HyMEPYIOTHCS
apabCchKUMHA HHd_)p&lMPI (Tomarox 1, I[ozxaTOK 2). YV BiANOBIZHUX IIyHKTaX IPOTOKOIY POOHTBCA
TIOCHJIAHHS Ha I JOAATKH. :

Pexpisur “BimMiTka mHpo HASBHICTB : JOJATKIB” HANPHKIHI[ TEKCTY NPOTOKOXY He
3a3HAYAETHCS. )

122. TIpoTOKON WiAHCYETECS TOJOBYIOUMM Ha 3acilfaHHl KOJICTIATBHOTO Opra"y Ta
cexperapeM (IpaniBHEKOM BIIUILTY KomyHmamn 3 TpOMAJICBKICTIO paliieprkamvinicTpanii).
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123. Heski mpOTOKONH 3aciiaHs (TeXHITHUX KOMITETIB, METOJUIHIX, EKCICPTHHX, HAYKOBHX
pax i xoMiciif TOImo) MOXCYTEH 3aTBEPIIKYBAaTHCS. Y TaKOMy pasi IIPOTOKOJI IOBHHEH MAaTW Ipud
3aTBEPIKCHHA. ' .

124. Opurigamu TPOTOKOIIB Hapaj, MO TPOBOAATLCS KEPIBHUITBOM paiiiepkaMiHicTpaii,
TIOAAXOTHCS JI0 BIUIUTY DUIOBOJCTBA Ta KOHTPOIO anapaTy painepxanMinicTpanil A peecTparnii.

Ha migmwic romoByrodoro (TOJNOBH padmepxaIMiHICTpalli, HEepHmIoro 3acTYIIHUK I'OJIOBH,
3aCTYIHHKIB TOJIOBH, XEpIBHHKA amapaTy paliiepxaJMiHiCTpanii) CTaBUThHCS repboBa meuaTka
paiimepxanMiHicTpanii.

Komii mporoxosiB ab0o BUTATH 3 HHX HAJICIJIAIOTBCA 3alHTEPECOBAHHM CTPYKTYPHHM
mimposginaM  palimepkaaMiHicTpamii, — ycTaHOBaM, — IOCaHOBEM  ocofaM,  IIpaIliBHHKaM
6e3nocepe,uH50 TPALUIBHIKOM, HKWi BIB XPOTOKOI. Peectp PO3CHITI CKTIaziae 1 MANHACY€E CeKpeTap
(npaniBHUK, SKUH BIB IPOTOKOIL).

ITpoTokoMM 3aciiaHp KOMICIH MIANHCYIOTBECA TOJIOBOXO 1 CEKpEeTapeM BiATOBIHHOI KOMIcii,
PEeECTPYIOThCS Ta 30epiraroThes ¥ KOMicii 3rigHo BUMOr mi€i ImcTpyxmii. SIKImo roNoByrOwMM Ha
3acimapui Komicil € ronoBa palinepxammimicTpamii abo MHOro 3acTymHEK, TOHI [0 IiIIHCY
TOJIOBYIOUOTO JOHAETHCS WOro Iocaga Ta CTaBHThCS TepOoBa IedaTka, HaUPHKIAL: 3ACTYIIHHK
TOJIOBH paiepikaaMIHICTpallii, ToJIoBa KoMicii (e, 1HIIany, Ipi3BrIIe).

Opurigany nNpoTOKOIIB Hapal, 0 IPOBOLATHECA KEPIBHUILTBOM paiinepxkamMisicTparii,
paszoM 3 marepialaMd Npo IX BHKOHAHHS IILAJATAXOTh IIOBEPHEHHIO IO BIIAULY IUIOBOACTBA Ta
KOHTPOJIO almapary paiiepixaaMinicTpartii JUTSL TIOCTIHHOTO 30epiraHas BiOOBIIHO HO BHMOT INET
ImcTpyxIlii Ta HOMEHKIATYpH CIIPaB.

Cayx060oBi JtucTH

125. Cayx00Bi MHCTH CKIANAIOTHCS 3 METO0 00MIHY 1HPOPMALIEI0 MDK YCTAHOBAMM SIK:

- BimmoBiml IpO BHKOHAHHS 3aBJlaHb, BH3HAYEHHX B aKTaX OpTaHIB JepXKaBHOI BIAIH,
JIOPYHEHHAX BAIIX TOCATIOBHX ocib;

- BIATIOBI/I Ha 3aITUTH, 3BEPHEHHS, a TaKOK xopecnoueHnixo Bepxosroi Paqu Ykpaliau;

- BiATIOBI/Il HAa BUKOHAHHS IOPYYEHDb YCTAHOB BHILOTO PIBHSI;

- BIIOOBI/ Ha 3aIIUTH 1HIDUX YCTAHOB;

- BIONOBIZi Ha 3BepHEHHA TPOMaISAH; ‘

- BIIIOBIZI Ha 3aUTH Ha IHGOPMAITIIO;

- 1HIITiaTHBHI JIUCTH;

- CYIIPOBIJIHI JIUCTH.

126. Cryx6oBuii TMCT OpOPMIAETECA Ha CHEIIAIBHOMY UL MHCTIB O61aHKY (dopMmary A4
(210 x 297 miniMeTpiB). SIKIMO TEKCT JMCTa HE MEPEBHINYE CEMH PSAKIB, BUKOPHCTOBYIOTH OJIAHK
dbopmary AS (210 x 148 MmmeTplB)

127. JIuct Mae Taki pEeKBI3UTH: Hara, pe€CTpamHHHH IHIeKC, MOCHIAHHS Ha PeECTparlifd i
iHOeKC 1 JaTy JOKyMEHTa, Ha SKUH JNaeThCs BIINOBINB, aipecar, 3aTOJIOBOK IO TEKCTY, TEKCT,
BIIMITKa HpO HaiABHICTH HOJaTkiB (y pasi moTpebm), HasBa IIOCajmH, IiINHC, pO3NH(pPyBaHHSL
ITUCY, BIIMITKA IIPO BEKOHABIIA.

Jaroro nucTa € gaTa HOro IJNHMCaHHA, AKa 30IracThes 13 JATOI0 peecTpamii BHXIXHOL
KOPECIOHACHII] ¥ 3araTbHOMY BiUTi anapaty paifmepikaaMiHicTpartii.

Jimer, odopmnenuit Ha OmaHky ¢Qopmary A4 (210x 297 wmimimerpiB), HOBHHEH MaTH
3aroJIOBOK IO TEKCTY, IO BLAIOBIIAE Ha TATAHHL “IIpo mo?”.

128. OcHOBHIM peKBI3UTOM CIY)OOBOTO. JIACTA € TEKCT, MO, SIK IPABIIIO, CKIATAETHCS 3 JBOX
qacTUH. Y TepImii YacTHHI 3a3HaYaeThes MIPUUMHA, IificTaBa ab0o o0IpyHTYBAHHES NIATOTOBKH JINCTA
9 HABOIATHCA IIOCHUJIAHHS Ha JOKYMEHTH, 110 OyJd IIiICTaBOXO I #oro ckiramenHs. [pyra
YaCTHHA BKIIFOYAE BUCHOBKU, PONO3UIIIT, IPOXaHHS, PIIISHES TOLIO, K1 pO3MIIIYIOThCS 3 ab3aIry.

129. SIk mpaBuno, y TUCTI MOPYULYETHCS OIIHE IATAHHL.
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TexeT MHECTa BUKIAOAETHCS Bifl meprmoi 0oco0H MHOKHHE 3 BHKOPHCTaHHSAM ciliB: “TIpockmo
TOBIAOMHATH...” “P03’4CHIOEMO, 1I0...” ab0 Bif Tpe'rr,oi‘ ocobu oHMHU — “PaltnepxanMinicTparmia
imdopmye...”, “YnpaBTiHHI BBAXKAE 32 NOULIBHE. .

Sxmo NHCT CKIameHo Ha 6JIaHKy HOC&ILOBOI oco6n TEKCT BHKJAZAETHCS BLX mepmoi ocobn
omauan — “Tlponty...”, “IIpononyso...

Ciry»x00Bl JIMCTH TINIHCYIOTHCA anomm{o no nysxry 51 niei Imcrpykmii. I'epGoBoro
TIEYaTKOKO 3aCBIIYYIOTHCS JIAUIE IapaHTifH] JIUCTH.

130. Cnyx60Buit UCT Bi3ye IIPAIlIBHUK, AKHI CTBOPMB JOKYMEHT, KEPIBHHK CTPYKTYpPHOTO
migposniny paiimepxanMizicTparii, B AKkoMy.Horo creopeHo, y pasi morpedum (AKmo B JMCTi
HOPYIIYXOTHCS BAXUIABI Ta NIPHHUMIIOBI NUTAHHS) — KEPIBHUKH 3alHTEPECOBAHUX CTPYKTYPHHX
I/(PO3/ILTIB paiinepragMiHICTpamii, HAYALHIK FOPUTAIHOTO BiANiTY amapary
paiinepxamMiHicTparlii, a TakoX 3acTYIHHK TOJOBH paijepxanMimicTpamil BiIIIOBimHO 10
byHKIioHaTEHUX 000B’I3KIB (SKINO JMCT IOBUHEH IIINIMCYBATH OJI0BA paliiep kaMiHICTpanil).

JoxymeHTH [0 3aciiaHb KoJIeriaIbHUX OpPraHiB
KOHchILTaTHBm, JOpajdi Ta 1HII TOnOMIXKHI oprasu (paiy, KoJerii, po6odi IpyIl TOIIO), CIIyXOn
Ta xoMicil. 3aBmaHHs, GYHKIII Ta NIEpPCOHANBHUN CKIIAJ] TaKWX OpraHIB BHU3HAYAE TIOJIOBA
paiinepxaMigicTpanii.

Pimrenns 3a3HaYeHIX OpradiB 0(QOpPMILTIOTECS TPOTOKOIAMY.

JIrta y3ro/pKEHOTro PO3TVIAAY IIHTaHb, IO HAJIEXKaTh NO KOMIETEHUIl paizepskamMiHiCTparii,
OOTrOBOPEHHs HAHBAKIMBIIIMX HAOpsAMIB il  AUUIBHOCTI MOXKE YTBOPIOBATHCH  KOJETis
pau,uepmazxmmcrpauu (mami-KoJIerif) y CKNaml roioBu pauﬂepmamumoTpauu (ronoBa xouerii),
HOro  3aCTYNHUKIB, KepiBHHKA amapaTy Ta KepiBHUKIB  CIPYKTYPHHX  IipO3NiNiB
paiiepxamMigicTparii.

KinpkicHHI Ta mepcoHaTbHUN CKIIaJ KOJeril paiiepKaiMIiHICTpail BH3HAYAE€TECS TOJIOBOIO
paiinepixaMiHicTparmii.

UieHH KOJETIl 3aTBePKYIOTECS Ta 3BUIBHAIOTECS Bifl 000B’I3KIB PO3IOPSAILKEHHAM T'OJOBH
paiimepiKaIMinicTpaIii.

Jo cxmamy wxonerii paizepxalMinicTpallii MOXYTh BXOAWTH 3a 300K KEPIBHHUKH
TEPATOPIaNbHUX OpPTaHiB IIEHTPANTBHUX OpPraHiB BUKOHABUOI BIAIH, TMOCANOBI OCOOM OpraHiB
MiCIIEBOTO CaMOBpS/lyBaHHS. '

Jo cxnmanmy xormerii paiifepxamMiricTpanii MOXyTh OyTH BKIOYEHI 32 TPOTIO3HITIEFO
TPOM&JICHKMX Opragisamiii, migIIprueMCTB, YCTAHOB Ta OPTaHi3aliif IX IpeIcTaBHIKy.

Y  cmoiii  poboTi  Komeria  paiifepiKagMiHICTpaiil — KepYeThCs  PersiaMeHTOM
paitnepsxamMimicTpamii Ta miero [HeTpyKiiero. !

3acimanns xoxerii paitaepxamMidicTpanii Bee rojosa, a y pasl Horo BiICyTHOCTI — ocoba, Ha
SKY TTOKJIAHEHO BUKOHAHHS 000B’ I3KiB.

3acifaHHs Koleril BBaXKAETHCS NpABOYMHEIM, SKIIO HAa HHOMY IPHCYTHI He MEHII sKX OB
TPETHHY 3aTralbHOI KUIBKOCTI 11 YieHiB.

132. 3acimapss KoJeril NpoBOAATHCS BIIOBITHO N0 IUIaHy poOOTH paifnepixalMiHICTpamii,
HOPYYeHb KepIBHUITBA paiiAepKaaMinicTpallii, 1o3a4eprosi — y Mipy norpebu.

IIpu HEOOXIMHOCTI MOYKYTh IIPOBOAMTECS PO3INMPEHI Ta BHI3HI 3acijaHHA KOJETii, a TakoxX
CILNBHI 3aCiTaHHs 3 KOJETLAMH 1HINEX OpraHiB BUKOHABYOI BIAIM Ta IPE3HAIct0 pallOHHOI pajiH,
Npe3HIIE0 paju IpodCeiIoK paiiody (3a 3rofo0).

133. OcoOn, BiquoBimanpHi 3a IIATOTOBKY Ta IOJAHHSI MaTepialiB Ha 3acCilaHHS KOJIETii,
IOJ@I0Th ¥ BIIALT JUTOBOJICTBA Ta KOHTPONIO amapary paiifepkaaMinicTpanii ITamepoBi
NpEMIpDHUKE JOKYMEHTIB, a y BLLmin B3aeMofii 3 TpoMafchKicTIO palimepxamMinicTpamii —
ENEKTPOHHIH UPUMIPHIK He IMi3HiIe, HIX 34 I’ SITh AHIB [0 YeprOBOT0 3aci/laHHs.

Ha posrisi kolerii HoOaroThCA:
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- IPOEKT LOPSAKY AEHHOTO 3aCi/IaHHs KOJIETiI 3 BUZHAYECHHAM BiAIOBITAIBHUX 34 IIATOTOBKY
1 IONOBigaya 3 KO>KHOro M TaHHT, ‘

- [OpoOeKT pilTeHHs KoJerii, 3aBi3oBaEHMHE KEPIBHHKOM CTPYKTYPHOILO  IIPO3ILIY
paiiieprxaMiicTparii, AKHi roTye MaTepiari, 3aCTYIHHKOM IOJOBY palIepiKaqMIHICTPAIliL, K
BiAMOBiy@€ 32 MATOTOBKY NUTAHHS, IOPUAMIHEM BLATIIOM paﬁ;[epﬁcamﬂﬂicrpauii’, HavaTsEHUKOM
BiZyTUTy [iNOBOZCTBA T4 KOHTPOJIO arapary pauzzepma,ummmpauu Ta IHMAMY 3adiKaBIEHIME
TIOCaOBHMU 0CODaMU;

- JIOBIOKY 3 BHKJIAJECHHAM o6rpyHTOBaan BHCHOBKIB i IPONO3HIIH, NiAIHCAHy KSPIBHAKOM,
sxuil TOTyE MaTepialli Ha 3aCiIalHs;

- ipw mOTpeGi JOBLIKOBI MaTepiany, po3paxyHKH, Aiarpami, Tabiuii;

- 3aTBEpIUKeHHMI CKIIa] po6OoYol TPy, ska Opaia Y4acTh y MiATOTOBILI XOBLIKH;

- CIIMCKI 3aIIpoIIeHux ocif (upizsuing, iM’s, T 6aTHKOBI, 0CAAR), MIIHCAH] HAYATBHAKOM
BiNNUIy UM YIpPaBIiHHA paﬁnepxmmaiﬁicrpani’f Ta IIOTOKEHI 13 3aCTYIHUKOM TOJIOBH
paifzepxamqMinicTpauil BIANOBITHO K0 PO3NOMLTY 000B’ A3KiB.

134. Yieram KoJIeril MaTepiany IMOAAI0TECS He MIi3HiIe, HiX 3a TpH JHI IO 3acilandd, a y pasl
DpOBEIEHHS [[03aHEPrOBOTO 3aciTaHHA — He Mi3HiIe, HDX 33 OUH NCHB O 3aCiTaHH:d.

135. Pimensus KoJerii HpHHMaG’I‘BCSI BiIKPHTHM TOJOCYBAHHAM OLIBIICTIO TOIOCIB MPHCYTHIX
Ha 3acimaHmi wieHiB xoxerii. ¥V pasi piBHOTO pO3MOJIUTY TIOJOCIB BHPIIIANBHUM € TOJOC
TOJIOBYIOHOTO. )

B OKpeMHX BHIIAZKAaX 3d PINIEHHA IOJOBYFOUOrO MOKe OyTd 3acTocCOBaHA IPOIETypa
TAEMHOT'O TOJIOCYBAHHSA.

Y pasi mpoBeNeHHA 3aKPHTOrO 3aciiams Koueril paijepramMinicrpamii —(3axpuroro
0BrOBOpPEHHS OKpEMHUX [MTaHb) MIATOTOBKA NOKYMEHTIB 3HIHCHIOETHCS 3 NOTPHMAHHAM IOPANKY
pOOOTH 3 JOKYMEHTAMI, 10 MiCTATH iHPOPMAIIO 3 0OMEKECHUM JOCTYIIOM.

136. BinmoBimaipHICTH 3a YiTKe JOTPHMAHHA 1 TEpPMIHIB pO3pOOIEHHH, MONAHHA Ta
y3aransHEHHS MaTepiaiB Ha 3acifanHs Kojeril paiiepikaaMiricTpanii Ta iX JOOIpaOBa A MiCI
3acimaHp MOKIANAETECA HA KEPIBHUKIB CTPYKTYPHHX IIiAPO3ALNE palijepixaMiHICTparii Ta 1HImumx
cryx0, SKI TOTYBaJIK Wi MaTepiany.

PosmopspkerHs paiiiepxaIMiHicTpallii 3a pe3ynbTaTaMH 3aCiaHHs KOJETil BUNAECTHCA He
misHitme, HbK y 10-TH AeHBHi TepMIH IMCA i ﬁpOB@I{GHHSI.

137. Bimmin B3aeMomii 3 IpoMaiCHKICTIO paiifiepaiMiHicTpallii KOHTPOIIOE CBOEYACHICTH
HOaHES ZOKYMEHTIB Ha po3IiLs Konerii, mepesipse iX HasgBHICTS i IPaBUIBHICTE OQOPMIAEHH. Y
pasi NOPYLICHES BCTAHOBJIEHOTO MOPATKY TIATOTOBKA AOKYMEHTIB [0 POSITLLNY KOJETIEI0
paiiziepkaaMinicTpanii, inbopMye KepiBHIKa ‘amapaTy paiaepkanMimicTpanil, sxuif, BinnoOBiAHO,
HOBIOMIILE TIPO Iie FOJIOBY palinepkamMinicTparii abo ocoly, ska BHKOHYE HOro 0008’ A3KH.

Bimmin B3aeMomii 3 IpoMaIChKIiCTIO paifmepxamMinicTpallii 37iHCHIOIOTE OpraHizaliifHO-
TexHiune 3a0e3IeUeH s 3aCi1alb KOJIeril, y TOMY YHCIi TEXHIYHUH 3aIHC.

138. Tlporokon Koneril painepkaaMiHICTpamii CKIAIEIOTBCA 3 YpaxyBaHHIM BHMOT,
3asHaueHuX y myHKTax 109-124 miei Incrpykumii (nonaTok 18).

139. Pitnenss xoserii paﬁnepmaaMiHic’rpaHi'f PeaNTi3yXOoThCS IUIAXOM BUIAHHA PO3IIOPAIDKEHD
palinepxanmimicTpanii, sKxi HaICHIAIOTECS YCIM BalHTCpeCOBBHIrIM cTopoHaM. Y pazi morpebu
BUKOHABILIM Td YCTAHOBAM MOKYTh HAJaBaTHCA KOl ]]pOTOI(OJIlB abo BHTATH 3 HHX. BUTIrA 3
OPOTOKOJIB  34CBIMYYIOTBCS  HEYATKOIO  BIAUTY — OIOBOACTBA Ta  KOHTPOMIO — anapary
paiinepxaaMiHicTpauii.
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JIOKYMeHTH PO ¢JIy.00B1 BIIPAIKEHHA

140. Ciy>x60B1 BiOpsKeHHA HpauiBHnKiB paiinepxamigicTpamii 3iHCHIOIOTECS BIIIIOBIIHO
10 TmaHis poGOTH paitmepixamMiBicrpanii, CIPYKTYPHHX IJPO3NULB painepikanMiHicTparli,
IOPY9eHb KePIBHUIITBA palinepika MiHiCTpaIli.

V pasi BUHMKHeHHS IOTpeCH y HAIpaBIEHH! MpalliBHAKA ¥ BINPA/DKCHHS, HE NependadyeHe
[TAHOM, KEDIBHEKOM CTPYKTYPHOrO HiZpO3Zily, B SKOMY I[IpAWfoe INpPal[iBHUK, TOTYETHCH
JOTOBiHA 3aIECKa Ha iM’s TONOBY paiifepxagminicTpartii, 3acTymHrKa abo KepiBHUKa amnapary, B
AKid 3a3HAYAETHCS PO Te, KM, Ha AKUH CTPOK, 3 KOO METOK0 BiAPAIPKAETHCS [IPAIliBHUK.

JloLOBifHA 3amMCKa PA3soM 3 IPOEKTOM PO3MOPs/DKeHHA (HaKasy) IpO BIAPAIDKCHHS,
MiArOTOBICHHM Bignopingo mo nyukry 84 uiel IHcrpyknii, mepemaeTses roiosi, 3aCTyIHEKY abo
KepiBHEKY anapaTy palizep:xagMinicTpalii, SK IpaBwiio, HE Mi3HIIIe HDK 3a TpX JOOH N0 HOYATKy
BIZIPSITDKEHHA.

Jlna peecTpanii BiApsAICKeHb BENEThCA KypPHAT (T0oFaTok 19).

141. Tlicns DNOBEpPHEHHS 3 BUIPSUKCHHA [PANiBHUK Yy TPHAEHHUH CTPOK HOIOBIIAE
KepiBHEKOBI CTPYKTYPHOTO IiAPO3ALTY IIPO BAKOHAHEA 3aB/IAHHS, a TAKOXK [OLAE aBAHCOBMIE 3BIT
3a BCTAHOBJICHOIO ()OPMOIO.

III. Oprauizanis J0OKYMeHT000iry Ta BUKOHAHHA J0KYMEHTIB
Bumoru mxogo panioHaNi3anii JOKyMenTo00iry

142. ToxyMmeHTOOO6Ir paiinepkanMinicTpamii — Ie IPOXO/PKeH S JOKYMEHTIB 3 MOMCHTY iX
CTBOPEHHS 260 OIep/KAHHS JI0 3aBEPIICHHs. BUKOHAKHSA a00 BipaBIeHHS.

JIOKyMEHTH He3alexHO Bij cmocoby ¢ikcanii Ta Biarsopemss imdopmanii mpoxomsrsd 1
OIpalbOBYIOTECS. B palifiepaaMinicTpaii Ha €JHHHX OprafizamifHIX Ta ITPaBOBHX 3acanax
oprasizarii JOKyMeHTOOOITY.

143. EdexTrBHA Opramisariis JOKyMeHToo0Iry nepenbadac:

- IIPOXOJDKEHHS IOKYMEHTIB B paiiiepxanMinicTpanil HaiKOPOTIIAM IUIIXOM;

- CKOPOYEHHS KUTbKOCTI IHCTAHIIH, 0 AKX ITOBHHHI HAJXOIHTH LJOKYMEHTH (HATIPHKIIA, i
YaC NOTOJUKEHHA); ,

- OHOPA30BICTH Omepamiii 3 ONpaIfOBaHHA JOKYMEHTIB, YHHKHEHHS TyONIOBAHHA I 4ac
pOOOTH 3 HUMH,

- YeHTpami3aliio, 30CCPEe/PKEHHA 3IiHCHEHHA OJHOTHITHIX omepamifi 3 TOKYMEHTaMH B
OJIHOMY MiCIIi; : :

- parfioHaITbHE pO3TANIYBaHHA B paliepKaIMiHicTpanil CTpyKTYPHHX NiZpO3ALNB 1 pobowmx
MICITb.

144. TTopsmok JOKYMEHTOOBIry perinaMeHTyeTsed Iiero IncTpykiieo, Pernamentamu poGoTa
paiimepKanMiEicTpanil, NOJOKEHHSMH PO, CTPYKTYpHI DifpO3AUM paiaepxaiMinicTpanil,
IOCATOBUMH 1HCTPYKIILIMH. :

145. OcoGmuBocTi opramisamii eNEKTPOHHOTO MOKYMEHTOO0OIry BH3HAYalOTBCA —IIIEIO
[HCTPYKIIi€IO 3 ypaxyBaHHSIM BHMOT HOPMATHBHO-IIPABOBHMX aKTiB y Il cdepi, MO MAIOTH BHILY
IOPUJIIYHY CHILY, 4 TAKOK XapaKTEePHCTHK HAABHIX TEXHITHHX 1 HporpaMuux 3acofis.

YV pasi BrmposamkenHA B palizepxanmimicTpamii cmcTeMm aBTOMarH3auii  CHCTEMH
@IIEeKTPOHHOTO TOKYMEHTOOOITy BIIIin iI0BOJCTBA Ta KOHTPOIIO allapary pai/iepiKaiaMiHicTpani
pasoM i3 CTPYKTYPHMM IIJPO3ZLIOM, INO BiOBiaE 3a aBTOMATH3AIIIO, PO3POOIIE PErNaMeHTH
poGOTH 3 NOKYMEHTAMH B eNEKTPORHiH GopMmi.,

146. Opranizanis 1oKyMeHTO0OIry y pasi 3acTocyBaHHA 3aco0iB aBTOMATH3AII ALIOBOLCTBA
[OBHHHA 3a0e3MeUnTH CYMICHICTH TPaMIifHOr0 Ta aBTOMATH30BAHOIO CHOCOOY OIpPALXOBAHHS
JOKYMEHTIB i3 MOMIIHBOCTAMH 3ac006iB aBTOMATH3AII] JLIOBOACTBA.
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Oobaik 06cﬂry JOKYMEHTO00Iry

147. OGcsr DoKyMeHTOOOITY paiifepikaaMiHicTpanii — e cyMapHa KUILKICTh OTPHMAaHKX
(BXimHPX) 1 CTBOpEHUX B paiiaepikafMiHicTpanii (BHYTpilIHIX, BUXIJAHAX) AOKYMEHTIB 34 NEBHHH
nepiof (KBapTal, pik).

148. TligpaxyHOK KUIBKOCTI )IOK}’MCHTIB 3AIMCHIOETHCST 32 PeecTpalifHO-KOHTPOIBHUMMU
xapTkamu CAJ] ta EJT «/leno 12.0%.

3a omuauo 00Ky Oeperscs ,HOKYMGHT Po3MHOXKeH] IPAMIPHUKHA, ONpaltbOBaHi BIUILIOM
Ni7IOBOACTBA T4 KOHTPOJIO amapary paiiaepxaaMiHicTpanii, ImiapaXoByIOTBCS OKPEMO Ha OCHOBI
npuiteaTol B paiifepkanMinicTpanil cucreMu 06Ky NOKYMEHTIB.

O6iK TOKYMEHTIB MOXe 37IHCHIOBATICS SK 3a pailjiepKaJMiHICTpaliero B MiTOMY, Tak 1 3a
KOYKHUM CTPYKTYPHHM MiXPO3/ITIOM, 32 TPYIOK JoKyMeHTiB. OKpeMO y3aranbHIOIOTHCS 3BEPHEHHS
IpOMaJIsiH, 3aIUTH Ha iHpopManixo. :

PesympTaTi 06IIKY ZOKYMEHTIB aHAN3YIOTHCS BIIUILIOM JUIOBOJICTBA Ta KOHTPOJIO alapary
paifiepxaaMinicTpanii 1 IOAAIOTECA TONOBI padimepxaaMiHIcTpanii Ui BKUTTA 3aXOMAIB JUIA
YIOCKOHAIECHHS POOOTH 3 JOKYMEHTaMH.

149. TlincymxoBi nami 06Ky ofcary MOKyMEeHTOOOIry MONAXoThCS B TabImmdHid (dopmi
(momarox 20).

ITpuiiMaHHS TA MEPBHHHE ONPANOBAHHA
JOKYMEHTIB, 1[0 HAAXONATH N0 paiinep:aaminicTpanii

150. JocraBKka HOKYMEHTIB IO palimepkaaMiHicTpamii 3AIMCHIOETBCA, SK IIPaBHIIO, 3
BHKODHCTAHHAM 3ac00iB IIOIMTOBOTO 3B’S3KYy 1 €JIEKTPO3B’A3KY, & TaKOX Kyp €pChKOI0 Ta
(heB T ErepeHKOI0 CIYXO0F0.

[TomrToro Ta Yepe3 Kyp €pchKy ciyx0y ZOCTABILAECThCA MHCHMOBA KODECIOH/ICHIIIS, IOMTOBL
KapTKH, 6aHepoii, piGHi maKeTH, a TAKOX NeplOAHYIHi APyKOBaH] BHIAHHS.

Derpa’ erepehKOI0 CILyKOO0I0 TOCTABNSETHCS ClIellaNbHa KOPECIIOHACHIIIS.

KananaM# €NeKTpO3B’A3Ky JIOCTAaBIAIOTECA: TelerpaMu (reneraifrorpami), (axcorpamu,
TenehOHOrpaMH, eJIEKTPOHHI JJOKYMEHTH 13 3aCTOCYBAHHAM €JIEKTPOHHOIO IUGPOBOr0 mAMHCY Ta
IOKYMEHTH B eeKTpoHHIE hopmi He3 eneKTporHoro mudposoro mianmmcy (y ckaHoBaHiE Gopmi).

151. Vci goxyMenTH, MO HAIAXOJSTh KEPIBHHULTBY paimepixamMinicTpauii, IpuiMaroThCs
IeHTpai30BaHO0 y BIAAIN NLTOBOJCTBA Ta KOHTPOJIIO arnapaTy paiinepixaaMinicTpanii.

PexomenoBana, crelianbHa Ta KOPECIIOR/ISHIIIS 3 OTOJIOMIESHO0 HIHHICTIO IPHHMAETHCS TIiJT
PO3IIHCKY B YPHAI, peecTpi abo IOBIIOMIEHH] PO BPYYCHHS.

VY pazi HaaXO[KeHHS KOPECIOHACHIIT 3 BIAMITKOIO “TepMinoBO” QIKCYeThCs He JIMIIE /1aTa, a
1 FOXUHH Ta XBHJIHHHA JOCTABKH.

V pa3i HOIIKOMKEHES KOHBEpTa POOHTHCS BiAIOBIIHA BIAMITKA ¥ IIOIITOBOMY PEECTPI.

JokyMeHTH, 0 Hamifmm y Hepoboumi dbac, NpHAMArOThCS YEProBMM IIPaliBHUKOM
paiimepxxaaMinicTpanil 1 IepenarTbes HACTYIIHOTO IOHS Yy BLIELI [JUTOBOICTBA Ta KOHTPOJIO
armapary paﬁ;nepmamiiﬁicmauﬁ'

152. Y simmim IUIOBOACTBA Ta KOHTPOJIO anapaTy paiiiepxxaaMigicTparii PO3KPHBAIOTHCA
BCl KOHBEPTH, 3a BHHATKOM THX, WO MaTh Hamuce “Ocobucro” afo KoHBeHTH 3 rpudom
«TAEMHO».

153. Kouseptr 30epiratoTecs 1 JOHAIOTHCS IO JOKYMEHTIB Y pasi, KOJIH JIMIIe 32 KOHBEPTOM
MO>KHA BCTAHOBHTH aJ[pecy BIINPaBHUKA, Yac BiAIIPaBIeHHA Ta OJIepKaHHA TOKYMEHTa abo KO Y
KOHBEpTI BIOCYTHI OXpeMmi JOKYMEHTH YH BCTAaHOBJECHO HEBIINIOBIAHICTE HOMEPIB JIOKYMEHTIB
HOMepaM, 3a3HA9YEHHM HA KOHBEPTi, a TAKOX aIpECH APIMKH DPEKOMEHIOBAHMX KOHBEPTIB i
NIAKETIB.
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KonBepTH HOJAFOTHCA TAKOXK N0 CyHOBHX, apOiTpaKHKUX CIpaB, IO30BHUX 3ag8 Ta JIACTIB,
3as1B 1 CKapr rpOMasiH.

V pasi BUABNEHHS BIICYTHOCTI JIOJATKIB, 3a3HAYCHHX Y INOKYMEHTI, a00 OKpeMUX apKylIiB, a
TAKOXK TOMIIOK B ODOPMIEHHI JOKYMEHTA, INO YHEMOXIMBIIOE HOTO BHKOHAHHI (B1ACYTHICTE
migmmcy, BimOWTKy medaTkd, Ipudy 3aTBEPIOKEHHA TOIMO) JOKYMCHT HE PpEECTPYeThea 1
BiIpaBHAKOBI HAJCHIAETHCS OHCHMOBHI 3armmT abo HoMY IIOBIAOMIIETBCS IO IIe TeIeGOHOM.
TIpu npomy Ha HOKYMEHTI poGUTECS BiAIOBITHA BiIMiTKA i3 3a3HadYeHHIM JATH 3aIuTy (PO3MOBH
tenedOHOM), NOCaTH Ta Ipi3BHITa 0co0H, AKiH.3podIIeHO 3a1uT, maEcy, iHimanis (iHimiary iMeHi)
Ta HpisBuIa 0co0H, IO 3AIMCHIIA 3aITHT.

Y pasi BimcyTHOCT 260 HEIITICHOCTI BKIAACHD, TOIIKOKCHHS KOHBEPTA, YIAKYBAHHEA, IO
IpU3BENO O HEMOXIIMBOCTI NPOUMTAHHA TEKCTY MOKYMEHTa, CKIAIA€IhCs aKkT y JABOX
nprMipHuKax. OpuH OpPUMIPHHUK aKTa HAJCHIAEThCSL BiIpaBHWKOB, iEnIHil — 30epiracTscs -y
Bimoini HimoBOACTBA Ta KOHTPOJIO arlapary paiiepKaaMiHicTpaIrii.

154. Haniciami He 33 4Apecoro JOKYMEHTH IIOBEPTarOThCS BiNPaBHAKOB] Oe3 X po3riLamy.

155. daxT 1 mara HaOXOMKECHHA HAOKYMEHTa [0 YCTaHOBH 060B’SI3KOBO  QIKCYIOTBCS 3a
IIpABHAIAMY, 3a3HAYCHAMH B ITYHKTI 83 miel [HCTPYKILT.

156. Enexrponni rocii irdopmanii 0608’ 13K0BO TEPEHAKOTECA 10 paifnepsramvigicTpanii i3
cymposimmuM JmicroM. [lim dac npuAMaHHS —TaKuX JOKYMEHTIB ONpPAIbOBYETHCS  TLITHKH
CYIpPOBITHUH JIUCT.

157. YV pasi HamxOMKEeHHS AOKYMEHTIB, Hajicnanux TeledaKco, TIEPEBIPAETHCS 3arajibHa
KiTBKICTH apKYLIiB Ta BiAMOBINHICT IX Ti#l KiNBKOCTI, 10 3a3HAYCHA Ha IEPIIOMY apKyuu, a TaKoxX
HaNe)XHa SKICTh APYKy. Y pasi oIepKaHHS )aKCHMITBHOrO TIOBIIOMICHHS HE B IIOBHOMY 00Csi31
460 3a HATBHOCTI TEKCTY HEHANEKHO! SKOCTI NOKYMEHT He PEECTPYEThCS 1 Hpo Ie 000B’ I3KOBO

iH(pOPMYIOTE BIAIIPABHIKA.
IlonepenHiit po3riisj JOKYMEHTIB

158. JloxymeHnTH, ajpecosaHi Troynosi pafizepxamMinicTparii, a TaKox Taki, B SKUX HeE
3a3HA9EHO KOHKPETHY II0CafioBy 0co0y abo’ CTpyKTypHHH NiZpOsmil sK ajpecar, INULraicTh
HONePEaHbOMY PO3TILLLY B BI/UILIL ALTOBOACTRA Ta KOHTPOIIO alapaTy paﬁ,uepma,uMiHiCTpauﬁ'.

Iomepenuiit po3CNLN DOKYMEHTIB 3MIMCHIOETHCS HAYAIBHAKOM BiUTUTY ILTOBOACTBA Ta
KOHTPOIO ab0 cHeliaricTaMy boro BLIILTY (BiZmoBINHO IO TOCANOBMX IHCTPYKIIIH).

159. MeTor0 HOIepeAHEOro po3risLy IOKYMEHTIB € BHOKPEMIESHHS TaKKX, IO MOTPeOYIOTh
0BOB’A3KOBOTO PO3IVLANY TOJOBOXO paiiiepikafMiHICTpanii, IIEpIIEM 3aCTYyITHHKOM TOJIOBH,
3aCTYIHHKOM, KEPIBHIKOM arapary abo CTpyKTYPHEMH IHIPO3/LIAMH.

OGoB’I3K0BOMy PO3IJILTY TOJIOBOIO paiiiepXaiMimicTpamii MijsTaioTh aKTH OpraHiB
JepikaBHOI BN Ta [OPYYCHHS BHIMX TOCANOBHX OCI0, 3alluTH, 3BEPHEHHS, a TaKOX
KopecIoEAerNis Bepxouoi Pamu Yxpaimw, AnmimicTpauii Ilpesupenta Ykpainum, Kabimery
MimicTpis Vkpainw, o6ixepxaaMiHicTpanii, . KpiM TOro, KOPECHOHNCHINA, IO HAIXOAUTH BiX
YCTAaHOB BHINOTO DIiBHS; PillleHHS OpraHiB MICIEBOTO CaMOBPALYBAaHHS, a TaKOX HAHBaKIIMBILI
ZOKYMEHTH, SKi MIicTATH iH(OPMAII0 3 OCHOBHEX IHTaHb isJIBHOCTI padiepsapmiHicTpardi i
IIOTPe6YEOTH BEpIMIeHHs Ge3I0cepeIHbO TONOBOKO paiiepxaaMinicTpallii.

Iommi JOKYMEHTH TNepefaloThes [eplIOMY 3acTYIHHMKY TIOJIOBM, 3aCTYIHHKY, KEPIBHHKY
amapary abo CTPYKTYpHHMM MiApo3JiraM @é__ﬂKOHElB].IﬂM) BIOIOBIMHEO MO 1X (YHKIIOHATBHUX
060B’SI3KIB. :' ,

160. Tlomepemuiit o3Il JOKYMEHTIB 3NiliCHIOETECS Y A€HB HAIXOMKEHHS ab0o B HMepIwit
HACTYMHHE poGOTHil NeHb y pasi HAIXOMKEHHA IX Micni 3aKiEYeHHs pobodoTo JIHA, ¥ BHXITHI Ta
cBTKOBI HepoGoui mmi. JIOpYYeHHS YCTAHOB BHINOTO piBHA, TeJlerpamy, TeneoHOrpami
PO3TISIAIOTECS HETaWHO.

161. Tlix 9ac momepesHBOro po3riBILY LOKYMEHTIB ciin xepyBarucs Permamentom pobord
paiifiepxaaMinicTpanii, [OJNOXEHHAM HpO CTPYKTYpHI MHimpo3Aim palimepxkaaMiHicTpaiil,
POBHOpSDKEHHAM  palinepkammimicTpamil , Dpo  posmomim  oOOB’S3KIB ~ MDK — TOJOBOKO
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paiifeprxanMibicTpanii, MepIEM 3aCTYIHUKOM, 3aCTYLHHKAMH TOJIOBY, KEepIBHHKOM amaparty
paiinepkaaMiHicTpamii, I0CaIOBUMH 1HCTPYKILAMI, HOMCHKIIATYPOIO CIIPAB TOLIO.

162. Ha cramii HONEpENEBOTO PO3TILLLY 3AIHCHIOETBHCA BiAOIP IOKYMEHTIB, IO He
MiUISTaroTh peecTpanii BiINLIOM [iOBOACTBA T4 KOHTPOJIO amapary paiiaepxamMinicTpanii
(momatok 21), a TaK0X TaKhX, [0 IePeIAI0TECA AT peecTpanii CTPyKTYPHHM HiAPO3/LIaM.

Peccrpanis JOKYMEHTIB

163. Peecrpamis nokymeHta — I¢ QIKCyBaHmHS (axTy CTBOPEHESA, HAIXOIDKEHHA abo
BIZIpaBIeHHA . JOKYMEHTa IIUIIXOM ~NPOCTABICHHA Y peecrpaniiianx dopMax HEOOXITHHX
BiTOMOCTel PO MOKYMEHT 1 YMOBHOIO [IO3HAYEHHS — pEECTpalifiHoro iHgexcy. Peecrpamig
JOKYMEHTiB TPOBONHMTECA 3 MeTOW 3abesmedeHHA IX 00Ky, KOHTPOIXO 3a BHKOHAHHSIM 1
OIEpATMBHAM BHKOPHCTAHHAM HAsSBHOI B IOKYMEHTAX irdopmarii.

PeecTpyrOThCA JOKYMEHTH HE3AIECKHO Bixn cnocoby iX JOCTaBKY, IEpefadi 9 CTBOPEHHS.

164, Peccrparis axTiB OpradiB AepKaBHOI BIAagd Ta JOPYYEHH BHIIMX IOCAfOBHX 0CiO,
3amuTiB, 3BEpHEHb, a TAKOXK KopecHOHAeHIii Bepxosmoi Pamu Vkpainw, Anmminicrpari
Ipeswmmenta Yxpainw, KaGimery MimicTpis VYkpainw, obmacuoi panm, 00NacHOI JIepXKaBHOI
amMiEicTpanii, JOKYMEHTIB, IMO HaIHILIA Ha pO3CIIAJ TOJIOBH paitiepxaaMinicTpanil, Neporo
3aCTYIHHKA TOJOBH, HOr0 3aCTYIHHKIB, pOSIOPSIINX JOKYMEHTIB, JIHCTIB 3a IILJINCOM
KeplBHIMITBA paliepKaaMiHiCTpallii, NPOTOKOMIB 1 pillleHp KOJEriaibHiX OPTaHiB HPOBOAUTHCS
MeHTPAI30BAHO BiALIOM ALUIOBOACTBA Ta KOHTPOJIO anapaTy paijepxamMinicTparii.

Inmri  JOKYMEHTH, INO CTOCYIOThCS HAUpPSAMIB JAIATBHOCTI CTPYKTYPHHX —IIIpPO3/LLB
paifzepxaqMiHicTpauii, MOXyTh PEECTPYBATHCS B IUX CTPYKTYPHUX NIAPO3ALIAX.

JIucTH, 3asBY i CKAapTH TPOMAIIAH, O HaIXOAITh 10 paiaep:xaaMiHicTpamii, peecTpyIOThCA ¥
BijuIii ALTOBOACTBA Ta KOHTPOIXO amapary paiijiepKaaMificTpalii BIZTOBIZHO A0 BHMOT
[HCTPYKIil 3 BeJeHHA ILIOBOACTBA 33 3BEPHEHHAMH TPOMAJAH B Oprafax IHepykaBHOI BIIaAd 1
MICIEBOTO CaMOBpAAyBaHHs, OOY*eNHAHHIX TYPOMazsfH, Ha IJAIPHEMCTBAX, B YCTAHOBAX,
OpraHizamisX He3alnexHO Bl (opM BIacHOCTi, B 3acobax MacoBoi iH(MOpMAIil, 3aTBEPIKEHOO
TMocrarosoro Kabigery Minictpis Bix 17 ciura 1997 poky Ne 348

BanuTd Ha iHGOPMAINII0 PEECTPYIOThCS ¥ BLIIUIN ALTOBOACTBA Ta KOHTPOIIO amapary
paitiepKaMIHICTPaIlii. :

Peecrpanii mijaraloTh TaxoX JOKYMEHTH, CTBOPEHI B paiiiepikaamidicTpamil (HOBIIOKH,
JIOTIOBIHI 3aIIACKM, 3aSBH TOLIO).

165. JIOKyMEHTH DPeeCTpYIOTBCS JHITe OJHMH pa3: BXINHI — y JIeHb HAIXo/DKeHHs abo He
Ii3Hile HACTYHHOTO IHs, SIKIIO IOKYMEHT HaAidIIoB y HepoOOuMi dac, CTBOPIOBAHI — Y JIEHB
mignucanag ab0 3aTBEPIVKEHHS.

V pasi mepenadi 3apeecTpOBAHOr0 TOKYMEHTA 3 OHOTO CTPYKTYPHOIO IIAPO3ALULY N0 IHIIOro
HOBUH peecTpamiitmii IHIeKe Ha JOKYMEHTL He IPOCTaBIAECTCA.

166. JIOKyMEHTH pPEEcTpYIOTECS 3a IPYHaMi 3aleXHO Bil Ha3BH BHIY, aBTopa i 3Micty
JIOKyMeHTIB. Halpukian, OKpeMo peecTpyrOThCs:

- aKTH OpraHiB IepKaBHOI BIAJM Ta JOPYYCHHA BAIMX IOCANOBUX OCI0, 3aIIHTH, 3BCPHEHH,
a TaKOX KOPECIIOHICHIIIA o6mmepKaIMiHiCTpaNil, Mo HagifuuM 1o paiaepxkanminicTpanii;

- PO3TOPA/PKEH S (HaKasi) 3 OCHOBHMX NUTAHb NLIBHOCTI paliiepxkanMinicTpanii;

- posmopsvkeHHs (Hakasp) 3 KaJpoBHX NMTaHb (BIANIOBIAHO #o iX BHIIB Ta CTPOKIB
30epiranmns); v

- pimnenns Konerii painepikanMiHicTpanii;

- aKTH peBisiit @iHaHCOBo—rocno,uapcrgxof IISUTBHOCTI;

- ByXranTepcrKi JOKYMEHTH;

- 3aBKH Ha MaTepialbHO-TEXHITHE NOCTAYaHHS;

- cIryKOO0BI JIHCTH;

- 3BEPHEHHS TPOMATISIH;
- 3amuTH Ha iEdopMaIio.
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167. ®axcorpamu (manepoBi Komil XOKYMEHTIB, IEpeiaHl 3 BHKOPHCTAHHAM 3acobiB
haKCHMINBHOTO 3B’ A3KY) PEECTPYIOTECA B MeKaX FPYIH BXiTHOI KOPECIIOHAEHIII. . ‘

168. JIOKYMEHTH, IO MEpEeNAIOTHCS EIEKTPOHHOIO MOWITOX0 Y CKAHOBAHIM bopmi Ge3
eNEKTPOHHOrO IE(PPOBOTO TIAIKCY, PEECTPYIOTHCA i3 3a3payeHHsSM eJIEKTPOHHOI azpecHu
BIAMPaBHUKA Ta aIpecara. . '

169. OpepxaHi B yCTAHOBJICHOMY NOPSIKY ODHTIHAIM IHX MOKYMEHTIB JOAAIOTBCA MO
OTPMMAHOTO paHime (GaKCEMITBHOTO 300paXCHHA (bakcy) abo HOKyMEHTa, INO HAAIHIMIOB
ENEKTPOHHOIO TIOIITOKO, 1 PEECTPYIOTHCA [0 IONEpeHBOTO HoMepa (1o Ne ), .

170. TTix wac peecrpanii JOKYMEHTY HaNAEThC YMOBHE HO3HAYCHHS — DEECTPALHHHIT
{HIeKe, AKHi 0hOPMIEOETHECA BLAIOBIAHO 0 MyHKTY 33 miel [HeTpyxiil.

171. B anmapari paiifepxanminicrpauii 3actocoByerses CAJI ta EJl «Meno 12.0».

172. BuxOpHCTaHHS JKypHaIbHOI (OPMH peecTpaii HOKYyMEHTIB JIOIYCKAEThCA B
CTPYKTYPHHX TiApO3AlIax paiijepxamminicTpaiii Ta il amapary jusi peecTpamii BHYTPIITHIX
JOKYMEHTIB 3 06CSTOM JTOKyMeHTo0OIry Ko 600 noKyMeHTIB Ha pik (qonarku 22 1 23).

173. Basa peecrpamiiiemx pmamux 3Haxomuthes Ha cepsepi B KII  «Imdopmaniiino-
aHAMITHIHEE NeHTp» Omechkoi obIaepxamMiHicTpamil, fke 3AIMCHIOE TEXHIYHY NiJTPHMKY
aporpamu CAJl ta EJl «[leno 12.0»

174. Jlna peecTpamii ZOKYMEHTIB, 10 HAIXOAATH N0 padmepKaIMiHICTpallii, HACAHIAIOTECS
Ta CTBODIOIOTBCA HEIO, B amapari paiiiepikaiMiHiCTpamil 3acTOCOBYETBCS €IHUHA DPEECTpaLiiyo-
KOHTPOJIbHA KapTKa, nepeadagena mporpama CAJl ta BJI «[lemo 12.0» (noparox 24).

CxnaJ] 0608’ A3KOBHX. peKBI3UTIB ¥ pasi MOTpebn MoxKe OyTH JOIOBHECHHH.

Opranizanis nepexayi J0KYMEHTIB Ta IX BHKOHAHHA

175. Jiia 3abesncueHHs PHTMIYHOCTI POOOTH BCl NOKYMEHTH (BXiHA KOPECIOHJICHIiA)
ONAIOTECS B BiAIUI JLNIOBOZCTBA Ta KOHTPOJXO amapary paifjepianMiHicTpallili IMOACHHO 3a
PEECTPOM M PO3NMCKy A0 12 rofuwHu, KpiM TePMIHOBHX, IJIS CBOEYACHOIO iX ONpALFOBAHHI,
BHECEHHS BigomocTeil mpo mokymeHT y 6a3y mamux CAJl ta EJl «/leno 12.0» Ta momamss Ha
O3 KEPIBHUIITBY painep xaaMigicTparii.

176. Bigpasy micis mOIepe HBOTO PO3TILIILY Ta peecTparil BIIIUI JUIOBOACTBA Ta KOHTPOIIO
anapaTy paiigepxaiMidicTparil Iepegae 3apeecTpOoBaHI AOKYMEHTH Ha PO3IVLLE KepiBHUIITBA
paiimepikanMiHicTparii B JAeHB IX HaAXOIKEHHA a0o HacTymHoro pobogoro mHS y pasi
HAIXOKEHHST JIOKYMEHTIB y Hepoboumii wac. Temerpamu, TeneoHOrpaMH Ta 1HON TEPMiHOBI
JOKYMEHTH TIepPeIAIOTHCS HeralHo.

177. JIoKyMeHTH, PO3TILIHYT1 FOTOBOO paiiiepxaaMIHICTPallll, NOBEPTAIOTHCS 3 BIAIOBIIHOO
PE30IOLIEI0 BI/UIULY JIIJIOBOACTBA Ta KOHTPOMIO amapaTy pafifep kagMiHicTparlil, skuif 3aiicHIoE
IepenaTy JOKyMEHTIB Ha BUKOHAHHS 32 PEECTPOM I PO3IHCKY.

178. JIOKyMEHT, BUKOHABIIMH SKOI'O € KUIbKA CTPYKTYPHHX HiAPO3JiNiB, NEpeoacThCs
TOJIOBHOMY BHKOHABIIO, BU3HAUCHOMY B pe3oyrouii nepimum. g BHKOHAHHS NOPYYEHEHS HOMY
HAZafoThCA TIPABO CKJIMKATH IHIIMX BHKOHABLIB, HAJAaBaTH IM KCEPOKOIIKD JOKYMEHTA 1
KOOpAHHYBaTH ix podoTy. Y pasi BHPOBaIKECHHS €NEKTPOHHOIO AOKYMEHTOOOITY CILIBBHKOHABII
OTPUMYIOTE JOKYMEHT B €JIEKTPOHHIA QOopMi.

179. ®axT mnepenaui MOKYMEHTIB BHKOHABISIM (IKCYETHCA ILIIXOM IIPOCTABIEHHS
BIIIOBIMHOL BIMITKH B peeCTpalifHO-KOHTPOIBHIH KapTii 6asy KaHuX i3 3a3HavueHHsM indopmanil
PO BUKOHABIB, AKAM [IEPENAH0 OPUIIHAT JOKYMEHTA.

Kopecmorpentis micis peectparnil Ta BBegeHHs B 6asy manux CAJl ta EJI «/Jemo 12.0»
BINTTOBITHMX BIIOMOCTEH Npo Hel HaNCHIAETHCS BIIALUIOM JUIOBOACTBA Ta KOHTPOJXO amapary
paitnepxanMiHicTpanii 3a IPU3HAYEHHAM BEKOHABIAM.

180. Iepenaya OKyMEHTA 3 OTHOTO CTPYKTYPHOTO HiJpO3Aily A0 iHIOTO B 0GOB’A3KOBOMY
TOPSAKY 3AIHCHIOETHCS YepPe3 BIUTUT ALIOBOJCTBA Ta KOHTPOIIO arapary paiaep:xamMinicrpanii, B
kil 6yII0 3apeECTPOBAHO IOKYMEHT. :
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181. Tlepenaya JOKYMEHTIB Yy MEXKax CTPYKTYPHOLO IiApo3ALTY 3[1RCHIOETECS depe3 0coly,
BiMOBLIANBHY 3a AUTOBOACTBO B CITPYKTYPHOMY ILAPO3ALI pmnepmamlmcrpauu

182. O6nix JIOKYMEHTIB, IO HePeSAloTECs 3 ONHOTO CTPYKTYPHOTO MiApO3Aily X0 iHIIOrO,
3 CHIOETHOS HUIIXOM IIPOCTABIICHHS BiIOBI/HAX BIAMITOK ¥ peecTpaliiiHO-KORTPONBHIH KapTmi
CAIl ra EJT «[demo 12.0x.

183. anomnansmcm 32 BHKOHAHHS JIOKYMEHTa HECYTh 0co0H, 3a3HAYCH] y PO3TOPATIOMY
JIOKYMEHTI, pe3oNrolii roloBH paiifepianMiricTpamii, Ta NpPaIliBHAKH, SKUM O0€3I0CepeaHbO
IOPYYCHO BHKOHAHHSL.

TonoBHMIT BHKOHABEIb OpPraHi30BYE po60Ty CHIBBMKOHABIIB, 30KpeMa BH3HA4aE CTPOKH
OIAHHES HAME IPOTIO3HIILHA, MOPSNOK IIOXOIKEHHA 1 IILITOTOBKA TPOEKTY JIOKYMEHTA.

CriBBUKOHABII BiIIOBIAIOTE 3a HiArOTOBKY Ha HANEKHOMY PIBHL T2 CBO€YACHE IOAAHHA
TOMOBHOMY  BHKOHABIIO  IIPOTIO3HIA. Y pasi HECBOEYACHOr0 IOZAHHA  HPOIO3HILiH
CLIBBIKOHABIAMHE I'OJOBHMH BAKOHABELS 1HGOPMYE PO e KePIBHUKA, KU HajlaB JOPYJCHHS.

184. BukonaHHA JOKyMEHTa nepeadadae, 30MpaHHs Ta OMPaIFOBAHHEA HEOOXIIHOT inpopmanii,
MiArOTOBKY TPOEKTYy BIiANOBiAL Ha JOKYMEHT W HOBOTO JOKYMEHTa, HOrO ocpoplwmeHHﬂ
Y3TODKEHHS, TOAHHS UL I CaHS (3aTBep,u>KeHHx) T'OJIOBL pannepmammlcrpaml a'y AesSKIX
BUIIAIKAX — KEPIBHUKOBL CTPYKTYPHOTO mnpoa,um, a TaKOX y pasi moTpeGy — IATOTOBKY ML
IIepeCIagHs afpecary.

185. Tlepex MoAaHHMM IPOEKTY TOKYMEHTa Ha IiIIKC BIIIOBIIHOMY KepIBHUKOBI MpaniBHUK,
AKHH TLArOTYBAB IOKYMEHT, 3000B’S3asiuii IEpPeBIPHTH TNpPABIIBHICTh HOIro CKIAMCHHA Ta
o(GOpMICHHS, TOCHNAHHA Ha HOPMATHBHO-IIPABOBI aKTH, YTOYHHTH LK(POBI JaHi, HASBHICTH
HeOOXIIHMX Bi3 1 TOJATKIB. .

JIOKYMEHT NOJA€ThCs Ha INNIAC pasoM 3 IOKyMEHTaMH, Ha MacTaBl SK\X #Horo OyIo
CKJIaJIEHO. :

186. Slkimo MOKYMEHT HAACHIACTHCS 10 MEKIIBKOX YCTaHOB, IHicis HOro peecrparil
BHKOHABEIIb OPIaHi30By€ BUTOTOBICHHS HEOOXIMHOI KINbKOCTI HPAMIPHHKIB.

187. IIpamiBHUK, BiATOBLIANEHMH 38 BHKOHAHHA NOKYMEHTA, ¥ Pasi BiAIyCTKH, BIPA/UKCHES,
3pinpHEHHS 30008’S3aHUM IepejaTd IHIIOMY IIPAIiBHUKOBI 3a IIOTOJKEHHAM 13 CBOIM
GesnocepeTHiM KepiBHUKOM yCi HeBHKOHAHI JOKYMEHTH Ta HOIHGOPMYBATH BIILUL ALTOBOICTBA Ta
KOHTPOIIIO arapary paiiiepkamminicTparii npo nepesasy JOKyMEHTiB, BAKOHAHHA SKux nepebysae
Ha KOHTPOJI, IHIIOMY BUKOHABLEBL.

Opragizanis KOHTPOJIIO 32 BUKOHAHHAM NOKYMEHTIB

188. KoHTpONb 3a BUKOHAHHSIM JOKYMEHTIB 3[IHCHIOETECA 3 METOK 3a0e3IeveHust
CBOEYACHOTO Ta HAIEXKHOT'O IX BHKOHAHHS.

189. KoHTpoms 3MiHCHIOETECS 33 BAKOHAHIHAM YCIX 3apEECTPOBAHMX NOKYMEHTIB, Y SKHX
BCTAHOBJICHO 3aBJIaHHA. :

OBGOB’I3K0BO KOHTDPOJIOETHCS BHKOHAHHS 3aBIaHb, LepeAdadeHHx Y aKTax OpraHiB
JepKaBHO! BIGAM Ta JOPYYCHHSX BHINHX TOCANOBHX OCI0, HAlaHHA BLIMOBINEH Ha 3aluTH,
3BepHEHHS HApOJHUX JEIyTaTiB YKpaidu Ta MiCIEBUX Paji, a TaKoXK KOPECIIOHIEHLIL0 BepxoBHol
Pamn Ykpaimm, Anminicrpanii Ilpesunenra Yipainu, Kabimery Minictpis Ykpainu, obracHoi
nep>xaBHOI anMiHicTpanii, JOKyMEHTH HIpPOKYPOPCHKOTO pearyBaHHA, PO3IOPSAOYl HOKYMEHTH Ta
JOPYYEHHS TONOBH  paiiiepkaaMinicTpamii.

Opranizaniro KOHTPOEO 32 BUKOHAHHAM 3aBJIaHb, BUSHAYCHHX Y BHIIE3TaTaHUX JOKYMEHTaX
3OificHIOE Teproui BACTYIHHK, 3aCTYIHHK TOJIOBH, KEepIBHUK amapaTy painepaaMiHicTpamil,
BiATIOBIAHO 10 PO3MOALTY 0OOB’A3KiB.

190. Besmocepe[Hili KOHTpOTh 3a BHKOHAHHAM NOKYMEHTIB HOKIANAEThCA Ha BUIIN
T7I0BOJICTBA T4 KOHTPOIIO anapaTy paiIepxaaMiHicTpanii.

V  CcTpyKTYpHHX Iigposiinax paiimepsxanMigicTpamii  Ge3mocepepHid  KOHTPOIb  3a
BIKOHAHHIM JOKYMEHTIB 3/ilicHIOE 0c06a, BiIoBinaneHa 3a JUIOBOACTRO.
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BigmoBlHANBHICTE 338 BAKOHAHHSI IHOKYMEHTa HecyTh OCOOH, 3a3HA4CHI Y PO3MOPANIOMY
IOKYMEHT1 (pO3TOPSIKEHHI, pilnenHi, Hakasl TOIIO), PEe30NHONii KepiBHHKA, T3 6_e3nocepezmi
BUKOHZBIH. V pasi KONH HOKyMEHT BEKOHYETHCS JCKLIPKOMA BHKOHABUAMH, BIIIOBINATBHEM 33
opranizario BUKOHAHHS (CKIAKAHHA) € BUKOHABEIb, 3a3HAYCHHUH ¥ PE30JIOINIL IEPIHM.

191. JloxymenTs MOXyTh GyTH i3 3a3HaIeHHAM i 6e3 3a3HAUCHHS CTPOKY BAKOHAHHS. Crpok
BHKOHAHHS JOKYMEHTa MOXE BCTAHOBIIOBATHCA ¥ HOPMAaTHBHO-IPABOBOMY &8KTL, PO3HOPANYOMY
IOKYMEHTI af0 pPe30sronil KepiBHHITBA paitnepxamvinicTpanii. CTpOKH BHKOHAHHSA BHYTPIIIHIX
IOKYMEHTIB OOUHCIIOIOTECA B KAICHAAPHUX JHAX, MOYHHAIOYA 3 TTaTH nigmcanHs (peecTpanii), a
BX{THIX — 3 JIaTH HAIXOpKEeHHS (peecTpalil).

SKIMo OcTaHHIA [EHh CTPOKY BHKOHAHHS IOKYMEHT2 IpHIajac Ha HEpobodmil NeHS,
OCTAHHIM {HEM CTPOKY BUKOHAHHS JOKYMEHTA BBaKACTBCA MePIIUi JEHb MiCHd HepoOOoHIoro MHA.

192. CTpoxs MOXKYTh OyTH THIOBHMH ab0 THAMBIIYaTbHIMA. '

TUIOBi CIPOKE BHUKOHAHHA JOKYMEHTIB BCTaHOBIIOIOTBCS 3aKOHOAABCTBOM. CTpOKH
BHKOHAHHSA OCHOBHMX JOKYMEHTIB HABOJSITECS ¥ JOJATKY 25.

IEAUBiNyanbHI CTPOKH 3a3HAYAIOTBCA y TEKCTL JOKYMEHTa abo pesomonii KepiBHMIITBA
paitnepxamuinicTpanii. KOBTPONb 32 BUKOHAHHSM JIHCTIB, 3aiB i ckapr rpoMaIsH Ta 3aluTiB Ha
myonivey iHbOpMAamio  3AIHCHIOETBCS — BIAALIOM JIOBOACTBA Ta KOHTPOJEO  amapary
paifiepxaIMiHicTpailii.

193. JIoKyMEHTH, B SKHX He 3a3HAYCHO CTPOK BUKOHAHHS, NOBMHHI OyTH BHKOHAHI HE
misHime Hik 32 30 KaneHIapHIX JHIB 3 MOMEHTY peccTpaiil ZOKyMeHTa B palaepkaMiHiCTpalii.

194. Skmo 3aBmambs HOTpeGye TEPMIHOBOTO BHKOHAHHS, OOOB’A3KOBO 3a3HAYAETHCH
KOHKpETHHH KIiHI[EBHH CTPOK BUKOHAHHSL.

195. CriBBHKOHABII 3000B’sA3api MO/@BATH NPOMO3MIII I'OJIOBHOMY BHKOHABIIO HPOTITOM
TepInoi OJOBHHY CTPOKY, BIABENEHOIO NI BAKOHAHHS NOPYYCHHA, 3aB/IaEHI.

196. IamuBinyansHA CTPOK BUKOHAHHSA OKYMEHTa MoXKe Oy TH 3MiHEHHIH JIAINE 33 BKa31BKOIO
mocamoBoi ocobm, ska HOro BCTaHOBMJIA, a y pasi I BimeyTHocTi — mocamoBoi ocobm, ska ii
3AMIINAE.

V pasi moTpebu CTPOK BHKOHAHHS JOKYMEHTa MOXKe OYTH MPOIOBKEHO 32 OOIPYHTOBAHUM
NpOXaHHAM BHKOHABILL, SKC HOJAEThCA He .IH3HIME HDK 3a 3 podowmx mHI 10 3aKIHYESHHS
BCTAHOBJIEGHOTO CTPOKY, a IMOJO AOKYMEHTa, B IKOMY He 3a3Ha4eHO CTPOK, — JI0 3aKiH4yeHHs 30-
IEHHOTO CTPOKY BiJl JaTH HOTO peecTparii.

197. Tlpomosmuil IM0OJ0 NPOJOBXKEHHA CTPOKY BHKOHAHHS 3aBNaHb, BH3HAYCHHX
PO3IOPSIKECHHAMHE Ta JOPYYCHHAMH ~ TOJIOBH obnaepramMIHiCTpaii, TOHAETHCA
paiiiepixaMIHICTPAI€ro 10 obnnepskamMinicTpamii 3a 7 AHIB 0 3aKIHYEHHS BCTaHOBICHHI
CTPOKY.

198. V pasi 3MiHH CTPOKIB BHUKOHAHHS IIPOCTABIIAIOTBCA HOBHH CTpOK, AaTa 1 IIiIIHC.
BimgmopinHi 3MiHE BHOCSTECA 0 peecTpariiino-koHTponpHol kapTku CAJl ta EJT «/lemo 12.0».

199. B34TTH AOKYMEHTA Ha KOHTPOJb 3IIHCHIOETHCS BIANOBLIHO JO 3aBJaHb, BHKIANECHUX ¥
JOKYMEHTi, ab0 Ha MixcTaBl pe3oyouii IONOBH paiaepiKaJMIHICTparii, HepImoro 3acTyIHHKa
TOJIOBH, 3aCTYIHHUKIB IONOBH Ta KEPIBHMKA anapary paiinepxamMinicTparii.

200. KORTpOJIb 38 BUKOHAHHIM JOKYMEHTIB BKJIIOYAE Taki BUAM poOiT:

- B3ATTA NOKYMEHTIB HA KOHTDPONbG, IO HaJlMimm Ao paipepixaaMiHicTpanii, HOpyYeHb,
POSIOPSIPKEHD paiiiepKaMiHiCTpaIlii, BHECEHHS BiAmoBigHEX BimoMocTed y 6a3y manux CAJl Ta
EXl «lemno 12.0»; '

- BU3HAYEHHS (GOpM 1 METOIIB KOHTPOJIO 38 BUKOHAHHAM JOKYMEHTIB, B3STHX Ha KOHTPOIIb;

- IOTHIKHEBE, IOMICAIHE Ta IopiyHe GopMyBaHHs nepellikiB JoKyMeHTiB y Oa3i qasux CAJI
ta EJl «Jlemo 12.0»», TepMiHH BHKOHAHHA SKHX HACTYIUIATh y 3aJaHUd Tepiof, 3 METOO
TIOUEPSINKYBAIBHOTO KOHTPOIIXO; :

- Bi3yBaHHs iH(GOpMauii npo BUKOHAHHS KOHTPOJBHHX NOKYMEHTIB, fAKi HaJCHITAIOTECS MO
OprafiB BIANM BHUINOTO PiBHS, HAPOZHUM JEIyTaraM YKpaiHH Ta MiCIeBHX pajt, oOnacHilt pani ta
IHIOYX; :

- TIonepe/THI IIEPEBIPKH X0y CBOEYACHOTO IOBEIEHHS IOKYMEHTIB;
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_  ofyik i ysaraipHEHHS PE3YJIBTarTiB KOHTPOIO 3a BHKOHAHHAM IOKYMEHTIB (JIHCTIB,
IOpyYeHb, PO3IOPAIKEHD paiizepxaamizicTpanii Tomo);

- imdopmyBaHHA KepIBHUIITBA paiieprxaMinicTpanii mpo Xix Ta TMiJICYMKH BUKOHAHHSI
TOKYMEHTIB, B3ATHX Ha KOHTPOIb, - AHA3 BUKOHABCHKOT OUCIVILIIHA (HoAaToK 26);

- 3HATTSA HOKYMEHTIB 3 KOHTPOJIIO Ta BHECCHHSA BIIIOBINBMX 3amuCiB y Oasy JaBmX CAJl Ta
EX «eno 12.0». o ‘ ‘

201. KoHTponb 32 BHKOHAHHSM PO3IOPLIKCHD paiinepxamMinicTpalii 3/(HCHIOETBCA 32
nomomoroo 6asu magux CAJl ta EXL «/leno 12:0%.

202. Posmops/pkerHs paiifepxamminicrpanil, gKi MICTATB 3aBJaBHs, OePYThCA HA KOHTPOIE.
Jinst 3OiMCHEHHS HANEKHOIO KOHTPOIIO T2 CBOEYACHOTO, AKICHOTO BHKOHAHHS PO3HOPAIKEHD,
BA3HAYAETHCS TOJOBHAM BiIOBINAIbHAN BHKOHABEI(b, IPO IO 3a3HAYAECTHCA Y TEKCTI.

CTpyKTYpHl MiZpO3ILTH paitmepkapuinicTpanii, paifoHHI ycTaHOBH Ta oprasizamii, JIKHM
JIOBENEHO  3aBIAHHA  PO3SIOPSIKEHHAM paiimepKaMigicTpamii, —NOJATE  TOJOBHOMY
BIZIIOBITANIEHOMY BUKOHABIIIO Y BCTAHOBJEHI TepMiHE 200 Ha HOTO BAMOI'Y Ta Ha BUMOTY BimmiTy
IUIOBOICTBA Ta KOHTPOJIO alapary paiinepxanmigicrpanil iHGOpMaIii0 HPO CTaH BHKOHAHHS
JIOBEJIEHUX 3aB/aHb. : '

BimginoM AiIoBOACTBA Ta KOHTPOIXO — amapary paiinepiaaMiHicTpauii  IePiOJITHO
CKITANATOTHCS 1 HANCHTAOTECS JI0 CTPYKTYPHEX HifpPO3JLIIB — rOJOBHAX BHKOHABIIB IIePENiKH
HEBUKOHAHUX PO3NOPAIKECHE paiiziepKamMiHICTpaLii Ta po3NOPA/IKEHD, TEPMIHH BUKOHAHHS SKUX
HACTYIUIATE, JUIA BKHTTA BinoBipEEX 3ax0/1i8 (HogaToK 27).

TomoBHUH BimmoBiganeHAH BHKOHABEIb, BYSHAUCHUA y PO3TMOPSIKeHH]
paiinepxanMinicTpanil, Y BCTAHOBICHI PO3IOPAIKEHIAM TepMiHH, a y pasi 1x BiACyTHOCTI — Ha
BHMOTY BiZUILTY ALIOBOACTBA Ta KOHTPOJIO anapary palinepxamminicrpanil moxae mocamosii 0cobl,
Ha Ky IOKJIAJSHO KOHTPOJIb 3a HOro BHKOHAHHAM, y3arabHEHY IOBIAKY IpPO XiJl BHKOHAHHSA
PO3TIOPAIDKEHHS 3 1H(OPMALIIEI0 110 KOXKHOMY ITYHKTY (mixmyHKTY) ¥ po3pisi 3amiHEX BUKOHABIIIB.
Binnin nisoBOACTBA Ta KOHTPOJIKO amapary paﬁnepxca,uminiomaui’i anamsye moBimkH (iHPopMAIL)
PO XiJ BUKOHAHHS PO3IIOPA/PKEHb, FOTYE Ha IX HifcTaBi MUIA KepiBHUIITBA paliaepixkaaMiHicTparii
aHAITAYHI MaTepiany IIpo CTaH BUKOHABCHKOL IHCIIUILTIHH.

203. 3HATTS 3 KOHTPOIIO PO3IOPAIKEHE paiiiepikanMinicTpanii 31iHCHIOEThCS Ha NMiICTaBl
y3aranbHEOIUOT AOBIIKA TOJIOB] paliepikaaMiHicTpaIlii 3a MiAIACOM IEPIIOro 3aCTYITHIKA TOJIOBH,
3aCTYIIHEKA TOJOBH, KEPIBHHKA alapary paiiepxanMinicTparii, Ha SKOro MOKIaIaBca KOHTPOIb 32
BUKOHAHHAM pPO3IOPSUKEHHS, Ta KEPIBHHKA CTPYKTYPHOIO MiJPO3ALTY paiimepsxamiricTpaii —
TCOJIOBHOTO BIAMOBIIATEHOIO BUKOHABIA.

JloBimk¥® mpo TPOJOBKEHHA TEPMIiHIB BHKOHAHHA PO3MOPSDKEHE paiifepxamMinicTpanii 3
HeoOXiMHIM OOIPYHTYBAHHSM IPHYHH TOTYIOTECS TOJOBHEMHE Bi/[TOBIfAILHAMM BHKOHABIIME i
IIO/IAFOTHCS TOIOBI paiiaepxaminicTpaii abo 3a Horo JOpYYeHHAM IEPIIOMY 3aCTYIIHHKY IOJIOBA
paiineprkamvinicTpanii 3a 10 MHIB 0 3aKiHYeHHsS TEepMiHy 3a IANKACAaMM 3aCTYIHHKA TOJOBH
paitnepsxamMidicTpanii, Ha AKOr0 MOKIANABCA KOHTPOJNL 33 BHKOHAHHAM PO3IOPSJOKEHES, Ta
KeplBHHKA CTPYKTYypHOIO WiZposiiny paiiepxaaMiHicTpalii - TOJIOBHOIO BIJITOBITAITBEHOTO
BHKOHABI. '

PosnopsypkeHss paiigepxaaMidicTpamil MOKyTh 3giMaTHCA 3 KOHTPOIO Oe3mocepenHso
TOTOBOIO palipepxkammimicTpamii abo 3a HOro DOPYYEHHSIM NEPHIMM 3aCTYITHHKOM TOJIOBH
paiinepxamMimicTpanii Ta Ha 3acinaHHi xonerii paiinepxamminicTpanii. Ha y3 araTBHICIOYLH KOBIAII
HpO BEKOHAHHS [IPOCTABIIAETHCA BLIMITKA « ][0 cripasm.

204. Jlagi mpo XiJ BUKOHAHHS JOKYMEHTA, OJIEpXKaHl yCHHM, NHCHMOBHM TIOBIIOMIICHHAM
BUKOHABLA ab0 i1 Yac IepeBipkd poGOTH CTPYKTYPHOTO IIAPO3MiTY — BHKOHABI, BHOCATECA 1O
Bimmosimsol rpadpm B Gasy CAJl ta EI «Jleno 12.0». Ilpm upomy TIOTIEPENH] 3alUcU HE
BUJAJIAFOTHCS.

205. ABTOMAaTH30BaHUI KOHTPOJIb 38 BUKOHAHHAM JIOKYMEHTIB 3/11IACHIOETECS 33 TOIIOMOTORO
CAJl ta EN «/leno 12.0» Ta € CKIagoBOIO0 CHCTEMH aBTOMATH3ANIl TIOBOACTRA.

206. Touryx HeobximHol iHGopMamil PO TOKYMEHTH, B3ATI Ha KOHTPOJb, 3AACHIOETBCT B
6asi narux CAJl ta EJT «Jleno 12.0» 3a BEXiTHUMH, BXiTHAMYA PEECTPALiifHMMI 1HICKCAMH, BHIOM
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IOKYMEHTA, JIATOK, HOMEPOM JOKYMEHTa, BUKOHABLEM, KOPSCHOHACHTOM, TepMIiHOM BHKOHAHHA,
3MICTOM TOILNO. :

207. TlepeBipka X0y BHKOHAHHA NOKYMEHTIB IIPOBOJUTHCA HA BCIX eTamax HPOXOIDKEHHS
JOKYMEHTA JI0 3aKiHJeHHS CTPOKY HOTr0 BHKOHAHHA (HonepeKyBaNbHIHE KOHTPOJIb 38 JOIIOMOTOXO
HarajyBaHb) y TAKOMY IIOPSIKY: *

- 3aBIAHE HA HACTYIIHHI PiK — He piAlIe OJHOTO Pasy Ha Pik;

- 3aBJIAHB HA HACTYIIHMI MiCSITh TIOTOYHOrO POKY — HE Pi/ile OAHOTO Pa3y Ha MiCAMb;

- 3aBTaHb Ha MOTOYHUH MiCSIb — KOKHUN THXICHD i3a 10 quiB 1m0 3akiHgeHHs CTPOKy abo
32 BAITATAMH. “

208. ITicos BHKOHAHHS NOKYMEHT 3HIMaerbcs 3 KOHTpOIHO. J(OKYMEHTH BBaXaIOTBCHA
BUKOHAHEMHK 1 3HIMAIOTHCA 3 KOHTPOJIO IICIA BHKOHAHHS 3aBAAHB, 3ANMTIR, IIOBIIOMITEHHS PO
pe3yIIbTATH 3aiHTepecOBANIM yCTaHOBaM i ocobam abo IHIIOrO MiATBEPIKEHHA BUKOHAHHS.

3HsSTH  JOKYMEHT 3 KOHTPOJIO MOXKE TIIBKH TIOJ0Ba paiinepxamMinicTpamii, Iepmi
3aCTYIHHK TONOBH, 3aCTYIHMKM, KEePIBHHK arapary, fKi BCTAHOBHIM KOHTPONBHHH CTPOK Y
pe3oEom, Ipo Mo podIATECH BimmosimHEl BimMiTEH Ha goxyMmerTi («JIo cIpasmy, DigmHc 1 nara)
abo 3a IX JOPYYEHHAM BiJUILT AUIOBOACTBA Ta KOHTPOIIO amapary paiinepxaamiricTpanii 3a
pe3ysbTaTaMd aHATi3y IMOBHOTA 1 SKOCTI BHKOHAHHA OOKyMeHTIB. JIOKyMEHTH 3 THIIOBHME
CTPOKAMH BUKOHAHHS 3HIMAIOTBCS 3 KOHTPOIIO 33 PIICHHAM BIJUTUTY DUIOBOACTBA Ta KOHTPOJIIO
araparty anapary paiaepiaaMiHicTpalyi.

Jlagi Ip0 BHKOHAHHS NOKYMEHTA 1 3HATTS HOr0 3 KOHTPOJIIO BHOCATECS B 6azy mamux CAJl ta
EJT «Ilemo 12.0% .

V pasi BHABNEHHA HEsAKICHOTO BHKOHAHHA BLIAUI ILIOBOJCTBA Ta KOHTPOIIO amapary
paiinepkaaMiHicTpanil HoBepTae Taxi JOKYMEHTH BHKOHABILM Ha [0ONPAIFOBAHE.

SIKIMO NOKYMEHTH MICTATH [EeKUIbKa IIYHKTiB-3aBJaHb ab0 MAlOTh NEPIOJMYHHA XapakTep
BHKOHAHHS, BOHM 3aJHIIAIOTECS HA KOHTPOJN, IPO IO Bi/UNOM AUIOBOACTBA Ta KOHTPOJIO
BHOCATHCS BimoMocTi B 6asy manux CAJI ta EIl «Jlemo 12.0%» .

209. JIHeM BHKOHAHHSA 3aBJaHb, BU3HAYCHHX B aKTaX OPraHiB JEPKaBHOL BIAMH, HOPYIEHHAX
BUITMX TOCAZOBHX OCi0, 3aIHTax, 3BEPHEHHAX HapONHHX JEIYTaTiB YKpalHH Ta MICOEBHX paj, a
Taxox KopecmomzieHuii Bepxosroi Pamum VYkpainy, obiacHol pamy, oOIIepKaIMIHICTpaii,
JOKYMEHTAaX HPOKYPOPCHKOro PearyBaHHSA, BBAXKACTHCS JEHb PEECTpallii B paiinepxanMinicTpaniil
BUXITHUX JOKYMEHTIB IIPO BUKOHAHHS 3aBIaHb.

210. Indopmaluis @po pe3yiIbTaTH BHKOHAHHA B3ATHX Ha KOHTDOJb JOKYMEHTIB
y3aTaJbHIOETHCS — BiUIUIOM — AUIOBOJCTBA Ta KOHTPOJIO — amapary paitiepxxaaMimicTpanii
IMOKBAPTANGHO CTAHOM Ha TIepIIe YHCIIO HACTYIHOTO 32 3BITHIH mepion MiCSIIS i MOAAETHCA TOIOB1
paiiieprxamMigicTpaii.

211. BimmiioM OUIOBOJICTBA Ta KOHTPOIIO amapaTy paiiaepxaaminicrparil mepiomraHo
CKIANAIOTHCS | HANCHIIAIOTECS J0 CTPYKTYPHHUX DIIpO3/iNiB — BUKOHABUIB NEPENiKd NOKYMEHTIB,
He BHKOHAHHX ¥ BCTAHOBJICHUH CTPOK, IJLT BXKUTTS BLIIIOBIHHX 3aXO0iB.

TndopManiitHo-10BiAK0OBa Po6oTa 3 JOKYMEeHTaMH

i

212. IndopmaniitHo-1oBinKoBa poboTa’ 3 HOKYMEHTAMH TOJATA€ B MOLIYKY HEOOXiZHHX
TOKYMEHTIB 3 BUKOPHCTAHHSAM PEECTPALiHO-KOHTPONBHAX KapTOK Oasi AaHMX CAI ra EJl «/lemo
12.0» . .

213. Y pasisampoBaikeHHA CHCTeMH AaBTOMATH3amil AinoBozcTBa abo  CHCTEMH
eIIeKTPOHHOTO JOKyMEHTOOBIry MOIIYK KOHKPETHOTO NOKYMEHTa 3MIHCHIOETHCA 32 PEKBIZATAMHU
(3aroJIOBOK, Ha3Ba BUJY NOKYMEHTA, JaTa NPUHHATIS, HOMEp NOKYMEHTa, aBTOp NOKyMEHTa TOINO)
260 3a KOHTeKCTOM (KIFOUoBHM ciloBoM abo ¢pa3oro). [IonrykoBuil 3amHuT MOXE MATH Oymb-IKy
KOMOIHAITIO PEeKBI3HTIB.

[MopsiqoK ONpANIOBAHAA Ta HAJCHIAHHS BAXITHHX NOKYMEHTIB

-
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214, BuximHl JOKyMEHTH HaQCHJIAIOTHCS agpecaraM 3 BHKOPHUCTAHHAM 3ac00iB TOMTOBOIO
3B’A3KY, EIeKTPO3B A3KY.

215. OmnpauroBagHs JOKYMEHTIB U BIIIpPaBIeHHS TOIITOBHM 3B’ S3KOM  3ITiHACHIOETHCS
Bi/UILSIOM JUIOBOZCTBA Ta KOHTPOINIO arapary paiigepkanMigicTpanii  BIIIOBIIHO IO TIpaBun
HATaHH] TOCIYT IIOIITOBOIO 3B A3KY.

216. 3 BHKOpHCTAHHAM 3acOGiB  €NEeKTPO3B’S3Ky  CeKpeTap OpuiManbHI  TOJOBH
paiinepxaamimicTpanii smificHioe Iepesady "Telerpam, daxcorpaM, TenepoOHOIPaM, a BIMILL
IUTOBOACTBA Ta KOHTPOJIO amapary paiifepxamMiBicTpanii -  eTEKTPOHHHX MOKYMEHTIB 13
3aCTOCYBAHHSAM EJIEKTPOHHOIO MHGPOBOTO IIAINMCY Ta JOKYMEHTIB y ckaHOBagili Qopmi 6e3
eTEeKTPOHHOIO IIA(GPOBOIO MHAIKUCY.

217. Y pasi magcunaHHs (axcorpam i HOKYyMEHTIB y ckaHOBaHiii Gopmi Ge3 elneKTPOHHOIO
(G POBOTO IILIIHCY HeoOXiTHO HAaiCIaTH TAKOX OPHriHAK JOKYMEHTA B manepoBiit popMi.

B AOKYMEHTIB, im(bopMmanis 3 SKHX IEPeJacThCs KaHalaMi eleKTPO3B’A3KY, & TaKOX
HeoOXLHICTD 1 MOPANOK TIOCHIAHHS anpecaToBi IX OPHITHALY B naneposiii GopMi BU3HAYAIOTHCH
miero JHCTPYKIIiero 3 ypaxyBaHHAM HASBHEX B yCTAHOBL TeXHIYHUX 1 IporpaMBuX 3aco0iB.

ITepemaga MOKYMEHTIB (akcoM i eICKTPOHHOK IIOMITOXO 3HIHCHIOETECS CTPYKTYPHUMH
migposainamy  paifnepxanMiHicTpariii  (BEKOHABIIAMA). Bei  moxymeHTH, INO HaICHIAIOTHCA
eIEKTPOHHOO IIOIITOI, BUKOHABIIL 30608’ 13aH1 0QOPMIATH BiAmOBIHO 10 BEMOT miel [HCTpyXIil.
Ha ppuMipHuky IOKYMEHTa, [IO 3alHUIAETBCA Y cpasi paifmepixaaMiHicTpallii, BHKOHABEIb
pobuTs BimmoBimHMI sanuc (Ha SKY ENCKTPORHY aApecy BiAUpaBICHO MOKYMEHT, NaTa, MimIuc,
TIPI3BHLIE BiJUIPaBHUKA).

3a00pOHSIETHCS HAACHIATH EISKTPOHHOIO NOIITO HE norofpkeHi (He 3aBi30BaHl) JOKYMEHTH
i He migmucaHi KepiBHMITBOM paifmepiaIMiHICTPaii.

JIoXyMeHTH Ha eJIeKTPOHHUX HOCLIX HaCHIIAF0TRC 13 CYIpPOBIAHAM JHCTOM B YIIAKOBI, IIO
BimmoBigae TexmiuHMM BuUMOTaM 30epexenHs imdopmanii. Komig CYNPOBIJTHOTO  JIHCTA
ITi IIIIHBAETHCA [0 CIIPABH IJLT 30epiranus BifIIOBIAHO A0 BCTAHOBIIEHUX BHMOT.

218. Imdopmaniiiai, TeleKOMYyHIKalmiiHi Ta indopManiiHo-TeNeKOMYHIKAaNiiHl  CUCTEMHA
HOBMHE] 3a0¢3IeuyBaTH 3aXHCT BiJl HECAHKI[IOHOBAHUX JiM, SKi MOXKYTB IPH3BECTH 0 BUIAIKOBHX
aB0 YMICHEX 3MiH 9IH 3HEIIEHHS iHPOpMAIlii.

219. BuximHi AOKYMEHTH OIpPalbOBYHOTHCI 1 HaACHIAIOTHCS TEHTPAT30BAaHO B JACHL IX
HAIXODKEHHS BiJl CTPYKTYPHEX IILIPO3JLIB —- BUKOHABIIB ab0 He ITi3HiIe HACTYIIHOro pododoro
JTHSL.

TligrotoBka BUXifHOI KopecmouaeHnil (IHINIaTHMBHEX JIHCTIiB) 3NiHCHIOETECS almapaTtoM Ta
CTPYKTYDHHMY ITiIpO3/IiIaMu paiinepxanminicTpanil BIZIOBLIHO X0 HOPYHYCHB KepIBHUIITBA
paiizepxamvinicTpanii i mouHEA odopMmIATHCA Ha ONaHKax paiizepxaaMiHicTpamii 3TiZHO 3
BEMOraM i€l JHCTpyKmii Ta HAauiOHAIBHIX CTAaHJAPTIB.

[ToromxenHs (Bi3yBaHHS) MOKyMEHTa MOXe 3HIHCHIOBATHCA SK B paiepxamMiHicTpairi
(mocamoBuMU 0cobaMH, AKI BIAIOBLIHO 10 IX KOMIIETCHITIT 3aiiMarOThCS IHTaHHAMHK, NOPYIICHIMHA
B JOKYMEHTI), Tax 1 3a I MeXaMH. f

Bi3H [OpOCTAaBIAIOTECS Ha NpPHMIDHEKY JOKymeHTa (KOMIi), INO 3aiWmiaeThed B
paitnepxanMigicTpanii, Ha JTMIBOBOMY ab0 3BOPOTHOMY 0oIli OCTAaHHBOTO ApKyIoa NOKYMEHTA,
SKIO MICLIL [UIA [LOTO Ha JIMIIEOBOMY OOLl OCTAHHBOTO apKyIla He BUCTAYaE.

Buxinai TOKyMEHTH i IIHCYIOTECS TOJIOBOIO, EPINHM 3aCTYIIHIKOM, 3aCTYITHUKAMH I'ONI0BH,
KEpIBHEKOM anapary paizepxaaMiHicTparii BIANOBLIHO KO pO3IOALTY 000B’ I3KIB.

220. He noIyckacThes HajCHIaHHsI abo mepenada MOKYMEHTIB 0e3 ix peecrpamil y BiAOUI
IIIOBOCTBA Ta KOHTPOIIIO aapary paiiepiKaMiHicTparii.

221. Ilig wac mpuiiMaHHs BiX BHKOHABIB BHXIIHHX NOKYMEHTIB MpAIliBHUKHA  BLAALTY
JHTOBOCTBA Ta KOHTPOIO arapary padiiepxanminicTpanii 30608’ S3aHi epeBIPATA:

- IPABFIILHICTH OQOPMIEHHS TOKYMeHTa (CKIaJ i PO3MIIeHHS B HBOMY BCIX PEKBI3UTIB);

- HAgBHICTB 1 MPABHILHICTE 3a3HAYECHHS aIPECH;

- HAABHICTH Ha JOKYMEHTI BIIIMITKM IIPO JONATKH;

- HASBHICTH YCiX HEOOXIIHUX MINUCIB Ha IOKYMEHTI Ta JOJATKaX J0 HBOTO;
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- HasgBHICTH Bi3 Ha BLAIyCKy — KONl BHXIZHOTO DOKYMEHTa, IO 3aJMIIAETBCS ¥ CHOpaBax
YCTaHOBH; :

- HasgBHICTh 1 MOBHOTY JIOJATKIB;

- BIITIOBIOHICTE KLTBKOCTI IPHMIPHUKIB KUTEKOCTI aipecaTiB.

222. Ha opuriHanax JOKYMEHTIB, Skl IIAJIATal0Th IOBEPHEHHIO, HA BEPXHBOMY IIPABOMY IIOJL
mepoi CTOPIHKH ¢TaBUThes mrrami “Ilimiirae moBepHEHHIO.

223. JIoKyMEeHTH, 10 HAACHIAIOTHCI OJHOYACHO OJHOMY 1 TOMY X aapecaToBl, BKIATAIOTLHCS
B OIUH KOHBepT (YyHaKyBaHHA). Ha KOHBEpPTI IPOCTAaBISIFOTHCS peecTpauiiei iHmexcH Beix
JTOKYMEHTIB, SKi MICTATECS Y KOHBEPTI. .

224. JIOKyMEHTH, IHO aJpecylOThCAd TNOCTIMHMM KODECHOHIEHTaM, pPEKOMEHIYETHCS
BioupaBiaTH Yy KOHBEPTaxX I3 3asHA4YCHHSAM aIpecH OJepXyBada Ta BiAUpaBHHKA, IO
BHUTOTOBISIOTECS 3a3/1aIeTih MAITHHOTUCHIM 200 IPYKapChKUM CITOCOGOM.

225. JIokyMeHTH, 11O JIOCTaBILIOTHCA (QeIbl’ €repChKoI0 CIIy»K0010, IepenarOThCs aapecaTam
Iif[ PO3IHCKY ¥ BIIIOBIAHOMY peecTpl (KHHU3L).:

226. JlocunanHs abo0 3aMiHa PO3ICIAHOTO paHillle JOKYMEHTa 3IIHCHIOETHCS 32 BKA3IBKOIO
mocanoroi 0codu, sxa mimuxcana TOKyMEHT, a00 HadaNbHHKA BLIJILLY JUIOBOICTBA Ta KOHTPOIIO
apapary paimepikanMinicTparrii. .

227. BuximHi JOKYMEHTH Ta 1HII MOIUTOBI BIIIPABICHHS CTPYKTYPHI HITPO3AUTA Ta OKpeMi
BUKOHABII  3000B’s3aHl  mepelaBaTH  BIAZULy  JUIOBOACTBA Ta  KOHTPOJIO  amapary
paiimepxaamiricTpanii 1o 12 roxusy (KpiM TEPMIHOBHX).

228. ApxisHI AOBIIKH, KOIil Ta BHTSIH IODHIMYHAM Ta (Gi3HUHHEM 0co0aM Ha BUKOHAHHS
NpUUHATHX apXiBHEM BIJUIUTOM paliiepxxaJMiHICTpamii 3aluTiB, CKIAJAIOTHCA BIATOBITHO IO
BuMor [Jopsimky BUKOHAHHS apXiBHAMH YCTAHOBAaMM 3alUTIB IOPHUOMYHUX Ta (QIi3HYHUX 0ci0 Ha
mizcTasl apxiBHHX IOOKYMEHTIB Ta OQOPMICHHS apXiBHUX JOBIAOK (KON, BHTSTIB), IO
3aTBEPUKYETHCA MIHICTEpCTBOM OCTULIT YKpalHU Ta BUMOT HaHO! [HeTpyKmii.

IV. Cacremarn3sanis Ta 30epiranss JOKYMEHTIB Y AUIOBOACTBI
CaJleHHs HOMEHKIATY DY CIPaB

229. HoMeHKIATypa CIpaB — I1¢ 00OBISI3KOBUM JUISI KOXHOI YCTAHOBH CHCTEMATH30BAHMMI
mepenik Hass (3arONIOBKIB) CIpaB, IO (OPMYFOTHCA B Ii JIUIOBOJICTRI, i3 3a3HAYEHHSIM CTPOKIB
30epiraHes crpas. i

230. Homenxnarypa clpaB IIpr3HaYeHa 11 BCTAHOBICHHS B palfiiepxamMiHicTparii eqHHOTO
mopaaKy GopMyBaHHA clipaB, 3a0e3ledeHHs iX 00Ky, ONEPAaTUBHOTO IOIIYKY HOKYMEHTIB 3a IX
3MICTOM 1 BHIIOM, BH3HAYCHHS CTPOKIB 30epiraHHs CIpas 1 € OCHOBOXO A7 CKJIANEHHS OINCIB CIIpaB
nocTifiHoro Ta Tpusanoro (moHax 10 pokiB) TepMiHIiB 30epiraHHS, a TAKOXK ANA OONIKY CIpaB
TEMYAcoBOTO (710 10 pOKiB BKIFOYHO) TEPMIHY 30€pITaHH.

231. B patinepxammMiHicTpanii CKIaarThCs HOMEHKIIATYPH CIIPaB CTPYKTYPHHX HipO3nUTIB
paitnepkamMimicTpanii  (gomarox  28) 1 3BejeHa  HOMEHKJIATypa  CHpaB  allapaTy
paifnepxanminicTpanii (noxarox 29).

Homenknarypa cIpaB CTPYKTYPHOTO HiApO3AULy paliepixaaMiHicTpanii po3pobugeTses ne
mizHime 15 mucTomana MOTOYHOro pOKY IIOCANOBOXO 0COD0I0, BIANIOBIAANBEHOIO 32 ALIOBOACTBO ¥
CTPYKTYPHOMY IILIPO3/ILI, Ha HiZCTaBl JOKYMEHTIB 3 YCIX IUTaHb HOro AIAIBHOCTI i3 3aIydeHHM
baxiBuiB, AKi IPAIIOKTE B MITPO3ALT, Ta MiNIHCYETECS KEPIBHUKOM CTPYKTYPHOTO IIJIPO3JLUTY i
00OB’I3KOBO TOTOMKYETHCS 3 HAYANBPHUKOM BIIOULy JOUIOBOACTBA Ta KOHTPOIJIO Aamapary
paitnepxanMinicTpanii. . '

3BefieHa HOMEHKJIATYypa CIpaB arapary painepKaiMiHICTpamii CKIajaeThed — BILIILIOM
ILUTOBOJZICTBA Ta KOHTPOIIO amapary palnepiaaMiHicTpalii Ha OCHOBI HOMEHKJIATYPH CIIpaB
CTPYKTYPHHX IIi/IPO3ALIB amapaTy Ta paipepxaamiricTpanii (0e3 craTycy ropumuarol ocobm).
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CrpykrypHi mizposnini paiizepxagminictpanii 31 crarycom IOPHAMYHHEX 0Ci0  CKJIamaroTh
IH/UBIAyaTbHE] HOMEHKIIATYPY CIIPAB, AKi HOrOIKYIOTH 3 HepxaBHAM apXiBoM.

Meromudara momomora y cknazeHHi HOMEHKIATYDH CIOpaB HAla€TbCs apXiBHUM Bifniiom
paiaep KaMIHICTpaii. -

232. 3BesicHa HOMEHKJATYpa CIDaB amnapaTy paiinepxagMinicTpanii  CXBaOETHCA
EKCIIEPTHOIO KOMICI€X0 amapary paiizepxamMinictpanii 3 upoBexeHHS EeKCHEePTH3HW IIHHOCTI
JoxyMeHTIB (nami — EK) Ta moromxyeTses eKcmepTHO-IepeBipHOIO KOMICiero HepxaBHOTO apxiBy
obrnacti OIMH pa3 Ha I’ATH POKIB ab0 HEBiNKNAmEO Y pasi sminu $opMu BrAcHOCTI, CTPYKTYpH,
$yHKOIH Ta XapaxTepy poGoTe paifmepxamMimicTpaumii, micns woro 3aTBEP/DKYETHCA TOJIOBOKO
paiinepxamMigicTpartii. ’

233. 3BefileHa HOMEHKIIATYPa CIpaB anapary paiiepxaMinicTparii. cKiIagacTeCs y YOTHPHOX
NpUMIPHEKAX, HA KOYKHOMY 3 SKHMX IOBHHEH OyTu 3anoBHEHHI IPH( IOTOIKEHHS 3 JlepKaBHuM
apxiBoM oOmacti. Ilepmmii (HemoTOpxaHHu#) HpUMIpHUK 3BeIeHOT HOMEHKJIATYpH CIIpaB
30epiraeTecd y Bimmim OiTOBOZCTBA Ta KOHTPOINIO amapary paliepkaaMmiHicTpaiil, mpyrHi
BUKOPHCTOBYETHCS BIIUIUIOM JiTOBOJCTBA Ta KOHTPOMIO aIapary painepxammigicTpamii gk
pobounil, TpeTili mepemaeThcs mO apxiBy amapary IS 3miCHEHHS KOHTPOJIIO 32 (HOPMYBAHHAM
CIIPaB y CTPYKTYPHUX MiPO3ALNAX, 9ETBEPTHIT — 1[0 apXiBHOTO BijUTimy paigep:xaIMiHicTpalrii.

234. 3peneHa HOMEHKIATYPa CHPAB amnapaTy paiinepxaaminicTpanii mopoxy (He mizmime
JTUCTONANA-TPY/IHS) YTOIHIOETCS Ta BBOUTHCH B JiK0 3 1 CiUHS HACTYIHOTO KaJIeHIapHOT0 POKY.

CrpyxTypHi minaposnimm anapary Ta paiiiepxanMimicTparii (6e3 crarycy ropumraHoi ocobn)
OTPHMYIOTh BHTAIH 3 BIIOBIDHHX PO3IUIB 3aTBEPIKEHOI 3BEACHOL HOMEHKIIATYpH CIIpaB I
BHKOPHCTAHHS Y pOOOTI. _

235. Jlo HOMEHKNAaTypW CopaB BKIIOYAIOTHECS HA3BH CnpaBs, WO QOPMYIOTLECI Ta
BiZIoOpakaroTh yci AUISHKE poGOTH, fKa IOKYMEHTYETBCS B paiiepxKaIMinicTparri.

236.I'paht HOMEHKIIATYPY CIIPAB 3AIIOBHIOIOTECS TAKAM JHHOM.

VY rpagi 1 mpocTaBiIaeTses IHNEKC KOXKHOT cpaBm. Iugexce CIIPaBY CTPYKTYPHOI'O IiAPO3JILIY
CKJIaJiacTbCs 3 IHIEKCY CTPYKTYPHOTO MNpo3finy palimepamMinicTparnii (3a mTaTHUM po3nHCOM
abo KIack(ikaTopoM CTPYKTYPHHX MiAPO3MILNE) Ta MOPSAKOBOIO HOMEpa CIIPaBH B MeXax
ninposairy. Hanpuxnan: 06—12, ne 06 — iHmexc caMocTiiHoro By, 12 — mopsyIkoBmHit HoMep
cmpasy, abo 04.1—07, e 04.1 — inmexc Bimainy y cknani ympaeminms, 07 — TOPSTKOBAH HOMEp
CIIpaBH. ‘_

3a HafBHOCTI y cIpaBi TOMIB (YacTHH) iHAEKC CTABHTECS HA KOJKHOMY TOMI, HaIIpUKIaz: T. 1,
T. 2 TOLIO. ‘

Y rpady 2 BKIFOUAXOTHCA 3aI0JOBKA CIpas (TOMIB, YaCTHH).

3aroJIOBOK CIIPaBH IOBHHEH YiTKO Y CTHCIIH y3aralpHer i opmi BimoOpaxkaTy cxiax i smicT
JIOKYMEHTIB CIIpaBH.

He 7103BOJIETHCH BXHMBAHHA B 3aroNOBKAX CIPAB HEKOHKPETHHX bopmymoBans (“pizni
Mareplanu”, “saralbHe JHCTYBaHHS’, “BXimpa KOPECIIOHNEHINA”, “BUXiJHA KOPECIOHICHIIN”
TOINO), @ TAKOX BCTABHUX CJIIB 1 CKIIATHUX CHHTaKCHYHUX 3BOPOTIB.

Ilix yac GopMymOBaHEA 3aTOJIOBKIB CIIPaB BPAaXOBYIOTHCS TAKI O3HAKA dopMyBaHHs Crpas,
AK ~ HOMIHAIBHA, AaBTOPCHKA,  KOPECTOHACHTCHKA, OpeIMETHO-IIATANbHA,  XPOHOJIOIiYHa,
reorpadivna. JIOKyMeHTH (QOPMYIOTECA Y CIIPaBH HA OCHOBI OKpeMol 03Hak# abo CIOIy4eHHS

- O3HaK.

3aroJiOBOK CHpaBH CKJIANAETHCA 3 €NEMEHTIB, IO PO3MILTYIOTECS Y Takiff HMOCIIMOBHOCTI:
Ha3Ba BHJIy CIpPaBM (JMCTYBaHHS, JKYPHAT, KHATA TOINO) UH BHEAY JOKYMEHTIB ¥ crpasi (Hakasy,
IPOTOKOJIH, aKTH TOLIO); ABTOP JOKYMEHTIB (HallMEHYBAHHA YCTAHOBH, CTPYKTYPHOI'O HiJpO3iny);
KODPECIIOHIEHT abo anpecar (HaiMEHYBaHHS YCTaHOBH, JO AKOI aApecoBani abo Bim SKoi HaHmm
HOKYMEHTH); KOPOTKHMH 3MICT JOKYMEHTIB CIIPaBH (HTAHHS, 3 SKOTO (bopMyeTbCst cripaBa); Ha3Ba
periony (Teputopii), 3 AKOIO IOB’sA3aHAIl 3MIiCT JOKyMEHTa; Aata (mepionm), mo sKOi HaeKATH
HOKYMEHTH CHpPaBH; BKA3IBKY Ha HasBHICTh KOIIi JOKyMEHTIB y cipasi (y pasi noTpebn).




