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JlesiKi TUTAHHSA JOKYMEHTYBAHHS YIPaBJIIHCbKOI JilJIbHOCTI

{I3 3minamu, BHeceHnMHU 3rigHO 3 [loctanoBoro KM
Ne 992 Bin 07.11.2018%}

KaGiner MinicTpiB YKpaiHU HOCTAHOBJISAE
1. 3aTBepauTH TaKi, IO JTOJAAFOTHCS:

TunoBy IHCTPYKIIIO 3 JOKYMEHTYBAHHS YOPAaBIIHCHKOI iHMopMalii B eIeKTpoHHIH dhopMmi
Ta opragisaiii poOOTH 3 €JNEeKTPOHHUMH JOKYMEHTAMH B JIIJIOBOJCTBI, €JIEKTPOHHOI'O
MDKBIIOMYOro OOMIHY;

TunoBy IHCTPYKIUIO 3 JUIOBOJCTBA B MIHICTEPCTBAX, IHINMX [EHTPAJIbHUX Ta MICIIEBUX
Opra”ax BUKOHABYOI BIIAY;

PerntameHT opranisaiii B3aeMoail opradiB BUKOHABYOI BJIAJIH B €JIEKTPOHHINA HopMi.

2. Buectu g0 nocranoB Kabinety MiHicTpiB YKpaiHH 3MiHH, IO JOJAIOTHCS.

3. BusHatu TakuMH, 110 BTpATHJIM YMHHICTb, akTH Kabinety MiHicTpiB YKpaiHu 3riiHO
3 IEPEJIKOM, 1110 TOJAETHCS.

4. MinicrepctBy toctuuii pasom i3 Cekperapiatom KaGinery MinictpiB Ykpainu y
TPUMICSAYHUNA CTPOK BHECTH Ha po3risa KaGinery MiHicTpiB YKpaiHU TPOEKTH TMOCTAHOB
Kab6inery MinicTpiB Ykpainu npo 3aTBep/pkeHHs [loyiojkeHHS PO MOHITOPHHI Ta KOHTPOJb,
TumoBoro nojoXeHHs PO CIyKOY MOHITOPHHTY Ta KOHTPOJIIO.

5. Jlep)kaBHOMY areHTCTBY 3 MHUTaHb EJEKTPOHHOIO YpSAAYBaHHS 3a IOTOJKEHHSIM 3
MiHicTepcTBOM IOCTULIT y TPHUMICIYHUNA CTPOK 3aTBEPAUTH BUMOTH 10 (opMaTiB JaHUX
€JIEKTPOHHOI'O JTOKYMEHTOOOIrY B OpraHax Jiep>KaBHOi Biaau Ta (opMmaTy eJeKTPOHHOIO
IOBIIOMJIEHHS.

6. MiHicTepcTBaM, IHIIMM IICHTPAJBPHUM Ta MICIIEBUM OpraHaM BHKOHABYOi BIaJH B
TPUMICSAYHUN CTPOK MPHUBECTH BJIACHI HOPMATHBHO-TIPABOBI aKTH, 30KpeMa IPO 3aTBEPKEHHS
IHCTPYKIIIA 3 ATOBOACTBA JUIS MIANPHEMCTB, IO HajeXaTh A0 cepw iX YIpaBiIiHHA, Yy
BIZITIOBIZTHICTB 13 II€I0 TOCTAHOBOIO.

7. PekoMeHTyBaTH OpraHaM MiCIIEBOT'O CAaMOBPSITYBaHHS IPUBECTHU Y BIJIMIOBITHICTH 13 IIIEI0
MMOCTAHOBOIO BJIACHI IHCTPYKIIIi 3 IITIOBOJICTBA.

8. LIz mocTaHnoBa HabMpae YMHHOCTI 3 JHS OMyOIiKyBaHHS, KpiM myHKTIB 141-151 TumoBoi
IHCTPYKUIi 3 JTOKyMEHTYBaHHS YIpaBiiHChKOI iH(opmallii B enekTpoHHiN ¢opMi Ta oprasizarii
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po0OTH 3 €IEKTPOHHUMH JTOKYyMEHTAaMHU B JILIOBOJCTBI, €MEKTPOHHOTO MIiXKBIJIOMYOTO OOMiHY,
K1 HabuparoTh YMHHOCTI 3 1 Oepe3ns 2018 p., mynkris 195-217 3a3navyenoi TunoBoi iHCTPYKIIi,
Akl HabuparoTh yuHHOCTI 3 1 jmumHg 2018 p., Ta OyHKTY | 3MiH, 10 BHOCATHCS /0 IOCTaHOB
Kabinety MinictpiB Ykpainu, 3aTBEpKCHUX II€I0 MTOCTAHOBOIO, KN HaOWpae YMHHOCTI 3 1
kBiTHs 2018 poky.

IIpem'ep-minicTp Ykpainu B.ITPOMCMAH

Inn. 35

3ATBEP/KEHO
nocranopow Kadinery MinicTpiB Ykpainu
Bix 17 ciuns 2018 p. Ne 55

TUITIOBA THCTPYKIIA
3 JIOKYMEHTYBAaHHS YIPaBJiHCHKOI iHdopMamii B
eJIEKTpPOHHIN ¢opMi Ta opranizamii po00TH 3 €JIEKTPOHHUMH
JOKYMEHTAMM B ALIOBOACTBI, €JIEKTPOHHOT0 MI2KBIIOMY0I0
00MiHy

1. 3arajapHi MoJI0KEeHHSA

1. s Iuctpykmis BignmoBigHO 10 3akoHy VYkpainu “IIpo enekTpoHHI JOKYMEHTH Ta
€JIGKTPOHHHUM JOKYMEHTO0OIr” Ta 1HIIMX aKTiB 3aKOHOJIABCTBA BU3HAYAE:

HOPSAJOK HPOXODKEHHS EJIEKTPOHHOTO JOKYMEHTa 3 MOMEHTY MWOro CTBOpPEHHS,
BiZIMpaBiIeHHs a00 O/IepKaHHsI O MOMEHTY Iepe/laBaHHs /10 apXiBy YCTaHOBH;

3acai opraHizallii JOKYMEHTYBaHHS YIPaBIiHCHKOI iH(pOpMaIllii B eIeKTpOoHHINA Gopmi 1is
YCTaHOB, sIKI THMYAaCOBO CTBOPIOIOTH JJOKYMEHTH Y ManepoBiit popmi;

3aranbHi 3acaav (YHKI[IOHYBaHHS Ta BHUKOPUCTAHHS CHUCTEMM EJEKTPOHHOI B3a€MOJIii
OpraHiB BUKOHaB4YOI Biaau (Aaji - cucTeMa B3aeMo/iii);

omnepaTuBHUH 1HGOPMAIiHHNUN 0OMIH 3 BUKOPHUCTAHHSAM CITY>kO0BO1 €JIEKTPOHHOT MOIITH.

s [HCTpYKITiS BCTAHOBIIOE 3arajibHi MpaBuiia 3A1HCHEHHS MOHITOPUHTY CTaHY BUKOHAHHS
YIPABIIHCHKUX PIIICHB.

s IHCTpyKLis NOMMPIOETBCA HA BCl EIEKTPOHHI JIOKYMEHTH, W0 CTBOPIOIOTHCH,
BIAMpaBIsItOTbCST @00 onepxkyroThest  Cekperapiatom  Kabinery MinictpiB  Ykpainu,
LEHTPAJIbLHUMH OpraHaMU BUKOHABUOi BJIaJU, iX TEpUTOpiaIbHUMU OopraHamu, Panoro MmiHICTpiB
ABroHoMHO1 PecnyOniku Kpum, micieBUMU opraHaMu BHKOHABYOi BJaaH, MiJNPHUEMCTBAMU,
yCTaHOBaMH, OpraHi3alisiMH, 10 HajlexXarh 10 cepu yNpaBliHHSA LHEHTPaJIbHUX a00 MiCIEeBUX
opraHiB BUKOHaBYO1 Biaau, Pangu minicTpiB ABToHOMHO1 PecryOuniku Kpum (mami - yctaHoBH).

Oco0ymmBoCTI OpraHizarmii JIiJJOBOJICTBA 3 JOKYMEHTaMH, IO MICTITh 1H(opMamio 3
O0OMEXEHUM JIOCTYIIOM, IiJOBOJACTBA 3a 3BEPHCHHSIMH TPOMAJISH, 3alUTaMH HAa MyOIidHY
iH(pOpMAIIiF0 BU3HAYAIOTHCS OKPEMHMH HOPMATHBHO-IIPABOBUMH aKTaMH Ta HE MOXYTh
perymroBaTHCA Li€to [HCTpyKITi€o.
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Bumorn wmi€i Incrpykuii 10 poOoTH 3 NepBUHHO-00IKOBOIO, 0aHKIBCHKOIO, (DiHAHCOBOIO,
3BITHO-CTATUCTUYHOIO, HAYKOBO-TEXHIYHOIO JOKYMEHTAI€I0 MOUIMPIOIOTHCS JIUIIE B YaCTUHI
3araJbHUX NPUHIUIIB POOOTH 3 TOKyMEHTAMHU.

2. OcHoBHa (opMa MPOBAKEHHS TIIOBOJCTBA B YCTAHOBAX € €JIEKTPOHHA.

JlokymMeHTyBaHHS yIpaBiIiHCBKOI iH(pOpMaIlli B yCTaHOBaX 3IMCHIOETHCS B EJICKTPOHHIHN
¢dopMmi 13 3aCTOCYBaHHSIM €JEKTPOHHOTO HHU(POBOTO MIAMUCY, EJIEKTPOHHOI NEYaTKU Ta
€JCKTPOHHOI TIMO3HAYKK 4Yacy, KpIM BHUIAJKIB HAsABHOCTI OOIPYHTOBAaHUX IIIJICTAB JIJIst
JIOKYMEHTYBaHHS yIPaBIiHCHKOI iH(opMaIlii y manepoBiit Gopmi, SKUMU BU3HAIOTHCS

JIOKYMEHTH, 110 MIiCTATh iH(POPMAIIiI0 3 00MEXKEHUM JOCTYIIOM, BUMOTA MO0 3aXHUCTY SKOT
BCTaHOBJICHA 3aKOHOM;

€JIGKTPOHHI JOKYMEHTH, 110 HE MOXXYTh OYyTH 3aCTOCOBAHI SIK OpPHUTiHAJ 3TiAHO 3 BUMOTaMH
3aKOHY;

JIOKYMEHTH, BUMOTa I0JI0 ONpAallOBaHHA SKUX y HarnepoBiii ¢opMi BCTAaHOBIEHA aKTaMH
Kabinery MinicTpiB Ykpainu.

3. 3arasbHi 3acaau JOKYMEHTYBaHHS yIPaBIiHChKOI 1HGopmarllii B ycTaHOBax Ta
0COOJIMBOCTI BEJICHHS JIJIOBOJICTBA Y TANEePOBiil ()OpMi BU3HAYAIOTHCS TUTIOBOKO IHCTPYKILIEIO 3
JJIOBOJICTBA B MIHICTEPCTBAX, IHINIUX IEHTPAJIBHUX Ta MICIICBUX OpraHaXx BHKOHABYOi BJIAJIH,
3aTBepKeHOI0 nocTtaHoBor0 Kabinety MinictpiB Ykpainu Big 17 ciuns 2018 p. Ne 55 (mami -
[HCTpYKIIisS 3 AIJTOBOJICTBA).

JinoBoacTBo y  mamepoBid  ¢Gopmi  JIOMyCKaeTbCs  JMIIe  JUIi  JOKYMEHTIB,
BH3HAYEHUX MYHKTOM 2111€i [HCTpyKIIii.

4. Jlo eneKTpOHHUX JOKYMEHTIB, WiANUCaHUX (MOTOMKEHUX) 13 3aCTOCYBAaHHSAM
EJIEKTPOHHOTO IU(POBOrO MiAMKCY ab0 3acBIJYCHHUX EJIEKTPOHHOIO TICYATKOK, BUMAaratu
BIATBOPEHHS BI3yaJIbHOTO MIAMUCY abo0 BIAOWTKA MEYaTKH HE3alle)KHO BiJ OCOOIMBOCTEU
0 OpPMIICHHS TOKyMEHTIB HE JIOMyCKAETHCS.

5. TlpoxomkeHHs B IUJIOBOACTBI YCTAaHOBH OJHOTO 1 TOTO X JOKYMEHTa B €JICKTPOHHIN Ta
nanepoBiit popMi He JOMyCKAETHCS.

6. Y wmiif [HCTpyKIii TEpMiHM BXKUBAIOTHCS Y TAKOMY 3HAUEHHI:

1) enexTpoHHMI aymiOBI3yaJIbHHH TOKYMEHT - €JIEKTPOHHUN JOKYMEHT, 3MICT SIKOTO
MPEICTAaBICHO y BUTJISAAL BiJeopsiay, 300pakeHHs 1/a00 3ammcy 3BYKy, Ais ¢ikcyBaHHs i/abo
BIITBOPEHHSI SIKHX 3aCTOCOBYIOTH BIJIMIOBIJHY amapaTypy, Ha SIKUH HaKJIaIeHO EJICKTPOHHHI
UGPOBHIA i ITHUC;

2) OnaHK EJIEKTPOHHOTO JOKyMmMeHTa (OmaHk) - yHipikoBaHa QopMa eIeKTPOHHOTO
JIOKYMEHTa YCTaHOBU a00 11 CTPYKTYpHOTO HiAPO3idy 3 BiANOBIAHUMHU PEKBI3UTAMU Ta MOJIIMU
MOCTIHHOT 1 3MiHHOI 1H(pOpMAIIiT;

3) Bi3yauri3aliis - IPoIIeC BIATBOPEHHS TaHUX Y (hOpMI, 1110 € CIPUHHITHOIO JIFOIHHOIO;

4) BUTAT - 3acBiIYEHA KOS YAaCTUHU TEKCTY EJIEKTPOHHOTO JOKYMEHTA, SKMH MiCTUTb
NeBHUI 00csT iH(hopMaIrii abo 3amucy peecTpy;

5) Bi3yBaHHS MPOEKTY EJIEKTPOHHOTO IOKyMEHTa (Bi3yBaHHsI) - HaKJIQJaHHS IT0CaTOBOIO
0CO00I0 ENEKTPOHHOTO IM(PPOBOTO TMIAMKUCY HA TMPOCKT EJIEKTPOHHOTO JOKYMEHTa IS
3acBiqYeHHs (HaKTy MOTOHKEHHS Ii€I0 0COO0I0 3aBI30BAHOTO MPOEKTY TIOKYMEHTA;

6) eJEKTPOHHHUI JTOKYMEHTOOOIT YCTAHOBHU - OOIT CIIy>KOOBUX €JIEKTPOHHUX JOKYMEHTIB 3
MOMEHTY iX CTBOPEHHS a00 OJepKaHHs 0 3aBEPUICHHS BUKOHAHHS, BiJNPaBICHHS, 3HUIICHHS
abo mepeaBaHHs JI0 apXiBy;
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7) eNeKTpOHHA KOsl eNeKTPOHHOTO JOKYMEHTa - Bi3yallbHE MOJAHHS E€JIEKTPOHHOTO
JIOKyMEHTa B €JIEKTPOHHIN (opmi 0e3 eNeKTpOHHHX LU(PPOBUX MIANMCIB, SKUMU Horo Oyno
3aBi30BaHO Ta/a00 MiAMUCAaHO, BIAMOBIMHICT Ta TWPABOBUK CTaTyC SKOI 3acCBiIYEHO
€JIEKTPOHHOIO [1€4aTKOH0;

8) eNeKTPOHHA KOIIis OpUTiHATy ManepoBOro JOKyMeHTa ((hOTOKOMIs) - Bi3yallbHE TIOTaHHS
ManepoBOro  JOKyMEHTa B  CJIEKTPOHHIH  (opMi, oOTpuMaHe NUISIXOM CKaHyBaHHS
(dboTorpadyBaHHsI) TAnepoBOro MTOKYMEHTA, BIIMOBIIHICTh OPHTIHAIY Ta IPABOBHUM CTATYyC
SIKOT'O 3aCBIUYEHO €JIEKTPOHHOIO MIEYATKOI YCTAaHOBH;

9) eNeKTpOHHUI BHYTPIIIHINA OMUC JOKYMEHTIB CIIPABH - OKPEMHUN OOIKOBUN €IEKTPOHHUHN
JOKYMEHT, II0 MICTHTh MEpPEeJiK 3arojOBKIiB J0O TEKCTIB €NEeKTPOHHHMX JOKYMEHTIB CIIpaBH i3
3a3HAYEHHSM TIOPSIKOBUX HOMEPIB, iX peecTpaliiiHuX 1HAEKCIB, JaT Ta HaliMEHYBaHHs (HaiisliB
BiJIMOBITHUX €ICKTPOHHUX JOKYMEHTIB;

10) eneKTpOHHUWI JKypHal - OKPEMHU PEECTP CHUCTEMHU EJICKTPOHHOIO JTOKYMEHTOOOITY
YCTaHOBH, 1110 MICTHTbH 3aIHCH MPO 3apeeCTPOBaHi JOKYMEHTH, 00’ €JHAHI 3a MEBHOIO O3HAKOIO
a0o rpymoro 03HaK;

11) enexkTpoHHA pe30IIOLIs - HAKJIAJCHA MOCATOBOI0 OCOOOK Ha CNEKTPOHHHUU OKYMEHT
BKa3iBKa KCPIBHHKA BHUKOHABIIIO, SIKA 3a3HAYa€ CTHCIUI 3MICT MPUHHATOTO HEIO PIMICHHS II0JI0
opraHizailii BUKOHaHHS €JIEKTPOHHOTO JOKYMEHTA, Ha SIKYy HAKJIaJIEHO EICKTPOHHUH MUPPOBUI
MIJITUC 3a3HAa4eHO1 0coOu. ENeKTpoHHA Pe30JIolis € €MHOI0 JOMyCTUMOIO (POPMOFO peaizariii
JOPYYCHbB, BUJTAHUX Y CICKTPOHHIN Popmi;

12) enmekTpoHHa cmpaBa - €JEKTPOHHA Manka 3 EJIEKTPOHHUMH JOKYMEHTaMH, 3 SKUX
c(hopMOBaHO IF0 CIIPaBy, Ta €JICKTPOHHUM BHYTPIIIHIM OMTUCOM, 110 BKIIFOUEHI JI0 CIIPaBH;

13) enexTpoHHUI JOBIAHHK - €EKTPOHHO-TOBIAKOBHI MEPeiK MPHUKIATHOTO XapaKTepy, B
SIKOMY 310paHO THITIOBI HAOOPH aHUX;

14) enexTpoHHE MOBIIOMIJIEHHS - aBTOMAaTUYHO a00 y pa3l HEOOXiHOCTI aBTOMAaTH30BaHO
CTBOpEHA Ta IepejiaHa B €JIeKTPOHHIN (opMi iH(opMallist Ipo 10CTaBKy/ OTpUMaHHs/ BiIMOBY B
peecTpalrlii/ peecTpariro eJIeKTPOHHOTO JOKYMEHTa aJIpecaToM Ta IHIIE;

15) inauKaTOpu cTaHy BUKOHAHHS JOKYMEHTIB - BU3HAYEHI KPUTEpIi eTamiB MPOXOIKEeHHS
JIOKYMEHTIB B YCTaHOBI 3 METOIO X MOHITOPHHTY;

16) KOHTPOJIb - KOMIUIEKC 3aXO0/IiB, IO 3AIMCHIOIOTHCS JUIsl IEPEBIPKU Ta OIIHKY BUKOHAHHS
MOCTaBJICHUX 3aBJIaHb (YIPABIIHCHKUX PILLICHB);

17) cucrema MOHITOPUHTY - KOMIIZIEKCHA aBTOMaTH30BaHa CHUCTEMa Oe3mepepBHOTO 300Dy,
00poOKH, cucTeMaTu3allil Ta aHali3y iHpoOpMalii Npo CTaH BUKOHAHHS YNPABIIHCHKHUX DIllICHb
(eJIEKTPOHHUX JIOKYMEHTIB) B YCTaHOBI;

18) omuc crpaB B €NEKTPOHHINA (HOpMI - TOBITHUK B €IEKTPOHHINA (hOopMi, TpU3HAYCHUHN IS
Oo0JiKy Ta pO3KPHUTTSA 3MICTy OJWHHIL 30epiraHHs, OIUHHUIL OOJIKY, 3aKpIIICHHS iX
cUcTeMaTH3allii B Mekax apxiBHOro (poHmy;

19) mamepoBa Komisi OpUTiHATY €JNEKTPOHHOIO JOKYMEHTa - Bi3yajbHE IOJaHHS
€JICKTPOHHOTO JIOKYMEHTa y TanepoBiit (opmi, sike 3aCBiTUCHE B MOPSIKY, BCTAHOBICHOMY ITI€10
[HCTpYyKLIiETO;

20) mianucaHHS TPOEKTY ENEKTPOHHOrO JOKyMeHTa (MiAMHCAaHHS) - HaKJIaJaHHA
YIOBHOBAXCHOIO 0CO00010 (YIIOBHOBO)XXEHUMH 0CO0aMH), 3a3HAYEHOIO (3a3HAYEHUMH) Y
PEKBI3UTaX MIJMUCYBaYa TAKOTO JOKYMEHTA, €JICKTPOHHOrO mudpoBoro mamucy (mianuciB) Ha
MPOEKT EJIEKTPOHHOTO TOKYMEHTA JJIsl 3aCB1IUEHHS (aKTy HOro 3aTBEPIKCHHS;



21) moromkyBau - mocagoBa oco0a, M0 3AiMCHIOE Bi3yBaHHS (TIOTOJKEHHS) MPOEKTY
JIOKYMEHTA;

22) npaBoBUii cTaTyc - HAOpaHHS EIEKTPOHHUMHU JaHUMH IOPUIUYHOT CHIIH;

23) NpUMIpHUK E€IEKTPOHHOTO JAOKyMEHTa - (ails, SKUil MICTUTh HaOlp JaHWUX, TOTOXXHUHI
OpHTiHATY €JIEKTPOHHOTO JOKYMEHTA;

24) mpOEKT eJIeKTPOHHOI'0 JOKYMEHTa - JOKYMEHT B €JICKTPOHHIH (GOopMi J0 HAKIaICHHS
SJICKTPOHHOTO IH(PPOBOTO TMIAMKCY YIIOBHOBAXECHOIO 0CO000 (YIIOBHOBAaXXCHHMH OCOOAMM),
3a3HauYCHOIO (3a3HAUCHUMHM) Y PEKBI3UTaX IiIHCYyBaya TAKOTO JJOKYMEHTA,

25) penakmiifHa mpaBka - Oyab-sKe peJaryBaHHS TMPOEKTY EIEKTPOHHOTO JOKYMEHTA,
BHKOHYBaHE aBTOPOM, TIOTO/KyBaueM a0o IMiIMUCYBAYEM;

26) peectpaTtop - NpaliBHUK CIYyXOM JiJIOBOJCTBa YCTaHOBH, YIIOBHOBa)XCHHH Ha
3IIHCHEHHS peecTpallii BXiIHOT Ta/ab0 BUXiJHOI KOPECTIOH/ICHIIIT YCTaHOBH;

27) peecTpaiiifHO-MOHITOPUHIOBAa KapTKa - KapTKa B EJEKTPOHHIM (opMi, IO MICTHUTh
BUYEPITHY iH(OPMAIIIIO PO CTBOPEHHS, OJIEPKaHHSA, IIPOXO/HKEHHS, BUKOHAHHS, BiINIPaBJICHHS,
30epiraHHs Ta 3HHUIICHHS B YCTAHOBI JJOKYMEHTa HE3aJIC)KHO BiJl (POPMH HOTO CTBOPEHHS,

28) pEeKBI3UT ENeKTPOHHOI'O JOKyMeHTa - iHdopmauis, 3adikcoBaHa B €JIEKTPOHHOMY
JIOKYMEHTI Ta peecTpaliiHO-MOHITOPUHTOBINA KapTLl AJis HOro ieHTHdikalii, opraxizauii o0iry
Ta HaIaHHS WOMY IOPUIMYHOI CUIIH;

29) cucrema eNneKTPOHHOTO IOKYMEHTOOOITY YCTAaHOBH - CYKYIHICTh IPOTPAMHO-TEXHIYHUX
3ac00iB, MPU3HAYCHHX JUII aBTOMAaTH30BaHOTO BUKOHAHHS 3aBJaHb IIOJI0 OpraHizauii pobotu 3
€JIEKTPOHHUMH JOKYMEHTaMH Y J1JIOBOJICTBI YCTaHOBH;

30) cayx6a Ai7I0BOJCTBA - CTPYKTYPHUM MIAPO3AUT a00 BIAMOBIJaIbHA 0C00a YCTAHOBH, IO
3a0e3nedye peecTpalito, OOJiK, Oprafizamilo JOKYMEHTOOOIry CIIy>KOOBUX JOKYMEHTIB,
30epiraHHs JOKyMEHTaIliiiHOTO (OoHAY ab0 HOro YacTHHH J10 TepenaBaHHS Ha 30epiraHHs 10
apxiBy YCTaHOBH;

31) cmyx0a KOHTPOJIO - MAPO3ALT abo TocamoBa 0ocoda, BIAMOBIMANBHI 3a 3MIHCHEHHS
MOHITOPUHTY CTaHy BUKOHAHHS YIPaBIIHCHKUX pPIlIEHh Ta KOHTPOJIO 3a BIAMOBIIHICTIO iX
BUKOHAHHS TIOCTaBJIICHOMY 3aBJIaHHIO;

32) cnyxO0BUH €IEKTPOHHUU JOKYMEHT - O(IIiiHO 3apeecTpoBaHU  CIY)OOKO
JiI0BOACTBA 200 BiJIMOBITHIM YHHOM 3aCBITUEHUN €IEKTPOHHUI JOKYMEHT, 110 OJICPKAHUNA Ur
CTBOPEHHI YCTAaHOBOIO y MPOIIEC il MIsITBHOCTI Ta CKIAAAETHCS 3 000B’I3KOBUX PEKBI3UTIB;

33) cayx0oBa eleKTpOHHA IOIITa - €JIEKTPOHHA MoIuTa (TMOIITOBA CKPUHBKA) MpalliBHUKA
YCTaHOBH, c(OpMOBaHA 3 BUKOPHUCTAHHSIM JOMEHHOTO IMEHI y JOMEHI1 gov.ua is OOMIiHY
YIPaBIIiHCHKOIO 1H(POPMALIIETO, sIKa HE Ma€ IOPUIUYHOT CUIIH;

34) cTpok 30epiraHHs €IIEKTPOHHOTO JOKYMEHTa - TIepioj] Yacy 000B’s3KOBOTO 30epiranHs
CIIY’)KOOBOTO €JIEKTPOHHOTO JIOKYMEHTA, BH3HAYCHHWI HOMEHKIATYpOIO CIIpaB YCTAaHOBH Ha
MiCTaBi HOPMATUBHO-TIPABOBUX aKTiB;

35) ynoBHOBaxkeHa ocoba - MmocazoBa oco0a, sfKa HaAUIGHA MPaBOM BYMHATH 11 Ta
BIAIIOBIZA€ 3T1AHO 13 3aKOHOAABCTBOM 3a HACIIAKHY IX BUMHEHH,

36) ympaBmiHChKa iH(pOpMAIlS - CYKYNHICTh HEOOXIHHUX MJaHUX, SKI CHPUATHMYTb
BUPIIICHHIO YIIPABITIHCHKHUX PIIICHB;

37) ympaBhiHCBKE pimIeHHS - OyJb-SKe 3aBJaHHS, BHU3HAYHE IOCAJIOBOI0 0C000I0 abo
KOJICTiaJIbHUM OpraHOM B MeEXaX TMOBHOBa)KEHb Ta CIPSMOBAaHE HA JOCATHEHHS TOCTAaBICHHX
Liei;



38) hbopMyBaHHs eIEKTPOHHUX CIIPaB - TPYIyBaHHS BUKOHAHUX €JIEKTPOHHUX JJOKYMEHTIB Y
CIIPaBH BIJMOBIJHO O HOMEHKJIATYpH CIIPaB YCTaHOBH.

[HIII TepMiHK BXKUBAIOTHCS Y 3HaUEHHI, HaBeJeHOMY B 3akoHax Ykpainu “IIpo enekTpoHHi
JIOKYMEHTH Ta €JEKTPOHHUN JoKyMeHTo00Ir”, “IIpo enexrpoHHuil nubposuii miamuc”’, “IIpo
HamoganesHuii apxiBHuii (OHI Ta apXiBHI VCTAaHOBHM, a TakoX PerslaMeHTi opragizamii
B3a€MOJII1 OpraHiB BUKOHABYOI BJIAJIM B EJICKTPOHHIN (HOpMi, 3aTBEPIKEHOMY ITOCTAHOBOIO
Kabinety MinictpiB Ykpainu Big 17 ciuns 2018 p. Ne 55.

7. Opranizallis €IeKTPOHHOTO JOKYMEHTOOOIry B yCTaHOBI MOKJIANAEThCA HA 11 CIyXOy
JIJIOBOJICTBA, SIKa 3a0e3meuye:

pPO3pOOIIEHHS B YCTAaHOBI €IMHOTO MOPAIKY JOKYMEHTYBAaHHS YIPaBIiHChKOI iHGopMarlii Ta
po0OTH 3 TOKyMEHTaMHU HE3aJICKHO Bix (POpMH iX CTBOPEHHS;

PO3pO0OJICHHSI HOMEHKJIATYPH CIIPaB YCTAHOBH;
peecTpartito Ta 00JIiK JOKyMEHTIB;

METOAOJIOTII0 Ta KOHTPOJb 3a JOTPUMAHHSIM YCTAHOBJICHOTO TIOPSIKY pOOOTH 3
EJIEKTPOHHUMH JTOKYMEHTAaMU B CTPYKTYPHUX MiJIPO3/iJIaX YCTaHOBH;

OpraHizauilo JOKyMeHTooOiry, (GopMmyBaHHs crpaB, ix 30epiraHHs Ta MiATOTOBKY IS
NepeiaBaHHs 10 apX1BHOT'O MiAPO3/UTy YCTaHOBH;

BIIPOBAKCHHS Ta HATJIAJ 32 JOTPUMAHHIM CTPYKTYPHHMH MiAPO3/iJIaMH YCTAHOBH BUMOT
THCTPYKIIIH 3 J1TOBOJICTBA Ta HAI[IOHATHLHUX CTaH/IAPTIB;

3/1MCHEHHS 3aXOMIB 13 3MEHILEHHS 00cAry ciy>)kOOBOro JHCTYBaHHS B YCTaHOBI Ta B
yCTaHOBax, 10 HAJIEXaTh 10 chepH ii yrnpaBiIiHHS;

NPOBEICHHS PETYISIPHOI MEPEBIPKU CTaHy JIIOBOJCTBA B YCTAHOBI, a TaKOX B YCTaHOBAX,
10 HAJIEKaTh 10 cdepu ii yrpaBiiHHS,

BUKOPHCTAHHS CHUCTEeMH €JEKTPOHHOTO JOKYMEHTOOOITy, BEIEHHS Ta aKTyali3alliio
€JICKTPOHHHX JIOBITHUKIB B YCTAHOBI,

JOTPUMaHHS BUMOT JIO IMiITOTOBKH €JIEKTPOHHHUX Ta MAlepoOBUX JOKYMEHTIB Ta opraHizarii
po0OOTH 3 HUMU;

OpraHi3aIlifo Harjsay 3a CTaHOM 30€epeKeHHS JOKYMEHTaliMHOro (OHAY YCTAaHOBU B
€JIEKTPOHHIH (popMi Ta KOPUCTYBAHHS HUM;

iH(popMalliifHy B3a€MOJiI0 3 OpraHaMM BHMKOHABYOi BJIaJU Ta IHIIMMHU JEpKaAaBHUMU
yCTaHOBAaMU Yepe3 CUCTEMY B3a€MOIi;

PO3pOO0JICHHS TUIIOBUX MapUIPYyTiB MPOXOKEHHS JOKYMEHTIB B yCTaHOBI;
peaizaiito MOoJITHKN €IMHOTO CXOBHUIIA EJICKTPOHHUX JOKYMEHTIB,;

3araJIbHAA  HArjs[ 3a TMPaBWIBHICTIO  BIJIOMOCTEH, BHECEHHUX JI0 PEECTpalliifHO-
MOHITOPHUHTOBOI KapTKH EJIEKTPOHHOTO JIOKYMEHTa 3a 3BEJICHOI0 HOMEHKJIATYpOIO CIIpaB
YCTaHOBH, Ta YTOUHEHHS IMX B1JIOMOCTEH 3a €KCIIEPTU30I0 I[IHHOCTI CJIEKTPOHHOTO JOKYMCHTA;

1HIIIFOBaHHS Ta MPOBEJCHHS B YCTAHOBI MiIBUIIICHHS KBali(ikallii mpamiBHUKIB YCTAHOBH 3
[UTaHb I1JOBOICTBA.

8. YcTaHOBU OpraHi3oBYIOThH JIJIOBOJCTBO Ha MiJICTaBi BJIACHOI 1HCTPYKIII 3 JiJIOBOZACTBA
(mami - 1HCTpPYKISL 3 JIJOBOACTBA YCTAHOBH), IO pPO3POOJISIETECS HA MIACTaBl  ITiEl
[HcTpykuii, [HCTpYKIIT 3 1ITOBOJCTBA, Ta 3 YpaXyBaHHSAM IHIINX aKTiB 3aKOHOJAaBCTBA.
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9. Cnyx0a nioBOJICTBA PO3POOIIsL€ IHCTPYKIIIIO 3 AUIOBOJICTBA YCTAHOBH, SIKOFO OJTHOYACHO
periiaMeHTYeThCs MUTAHHS OpraHi3alii AUTOBOJICTBA y MANIEPOBIil Ta eEKTPOHHIN (hopmax.

10. JIiJI0BOACTBO YCTaHOBH, OpTraHi3allis OOMiHY €JICKTPOHHHUMH JTOKYMEHTAMH 3 1HIIUMH
YCTAaHOBAMHU  3JIIMCHIOIOTHCS  BUKIIOYHO 3  BUKOPHCTAHHSM CHCTEMH  EJIEKTPOHHOTO
JIOKYMEHTOOOITY YCTaHOBH, IHTETPOBAHOT 10 CHCTEMH B3a€EMO/III.

VY pasi BiACYTHOCTI B YCTaHOBI CHCTEMH EJIEKTPOHHOI'O JOKYMEHTOOOIr'y yCTaHOBa IS
opraHizarfii JUCTYBaHHS 3 IHIIMMH YCTaHOBAMH BHKOPHUCTOBYE CIICIIaIbHUN BeO-MOIYyJb
CUCTEMH B3a€MOJIiT (1aji - BeO-MOAYTb CHCTEMHU B3a€EMOIIT).

11. Cucrema €neKTPOHHOTO TOKYMEHTOOOITY YCTaHOBHM IOBHHHA BIiIMOBIJaTH BUMOTaM
3aKOHOAABCTBA 110 (popmatiB JaHUX, CepBiCy IHTErpamii A0 CHUCTEMH B3a€MOJil Ta BHUMOTram
HOPMaTHBHO-TIPABOBUX aKTIiB y cdepi 3axucty indopmariii.

12. BukopucTaHHs €JIEKTPOHHOI IMO3HAYKW 4Yacy IIiJI Yac HaKJIaJaHHS eJEeKTPOHHOTO
U@ poBoOro miaAnucy abo eneKTpOHHOT MeYaTKH € 000B’ I3KOBUM.

13. TexHiuyHe CyIpPOBOIKEHHS CUCTEMH €JIEKTPOHHOI'O JJOKYMEHTOOOIT'Y B YCTaHOBI Ta HOTro
IporpamMHo-anapatHe 3a0e3ledyeHHs, BiJNOBIJAIBHICTh 3a 30€peKEeHICTh JIOKYMEHTIB Ta
c(OopMOBaHUX CIpaB, a TaKOXX (POPMYBAHHS CTPYKTYpU €JIEKTPOHHUX JOBIJHUKIB y CUCTEMI
€JIEKTPOHHOT'O  JIOKyMEHTOOOIT'Y TIOKJIAJAlOThCS HA CTPYKTYpHMH MiIPO3JLl 3 MHTaHb
1H(popMmaliifHor0 3a0e3ne4ueHHs ado 1HGopMalIHUX TEXHOJIOT1H (Aai - ciayx0a iHpopMaliitHuX
TEXHOJIOT1H).

3abe3neueHHss 3axucty iH(opwmarii, moO O0OpOOISETHCS B CHCTEMI EICKTPOHHOTO
JTOKYMEHTOO0IIy YCTAHOBH, NOKJIAJA€ThCS HAa CTPYKTYPHUH IMiIPO3AIT 3 THTaHb 3aXHUCTYy
iHpopmarii abo QaxiBig i3 3axucty iHpOpMalii, Ha IKOTO MOKIAAAE€THCI BUKOHAHHS (QYHKITIH
CTPYKTYPHOTO MiJIPO3/1Iy 3 MUTaHb 3aXUCTY 1HPOpMAIii.

I1. MiskBimomuuii 0OMiH e€JIEKTPOHHUMHU JOKYMEHTAMHU

14. OOMIH eNeKTpOHHHUMH JOKYMEHTaMH 4epe3 CHCTeMY B3aeMOJii 3iHCHIOETHCS
BUKJIIOYHO 3 JIOTPUMAHHAM BHMOI JO BCTAHOBJIEHUX (OPMATIB JAHUX EJIEKTPOHHOI'O
JIOKYMEHTOOOITY B yCTaHOBaX.

OOMiH TOKYMEHTaMH 1033 CUCTEMOIO B3a€MOII1 JJOMYCKAETHCS JIUIIE IOJ0 JOKYMEHTIB, 10
SKHX MOXYTh OyTH 3aCTOCOBaHI OOIPYHTOBaHI MiJICTaBU, BU3HAUEHI MYHKTOM 2 T1iei [HCTpyKIii.

15. Cucrema B3aeMopii 3abe3neuye rapaHTOBaHy JIOCTaBKY €JIEKTPOHHUX JOKYMEHTIB BiJ X
BIJITPaBHUKIB 110 1X OJiep>KyBayiB (afpecarTis).

16. KopucryBaui cucTeMu B3a€MOil BIAMOBIIAIOTH 3a MOBHOTY Ta JOCTOBIPHICTH
iHopmariii, BHECEHOI HUMH JI0 CHCTEMH.

IIpuiiMaHHA BXiZHMX eJIeKTPOHHUX JIOKYMEHTIB

17. EnexTpoHHI AOKYMEHTH, IO HAAXOIATh JO YCTAHOBH YEpe3 CHUCTEMY B3a€EMOJII,
NpURMAIOThCS CIyK00F0 J11JI0BOJICTBA.

18. EnekTpoHHMI MOKYMEHT, IO 3aBaHTAXKUBCS 13 CHCTEMH B3a€MOJIi 1O CHCTEMH
€JICKTPOHHOT'0 JIOKYMEHTOO00Iry abo HaIIWIIOB 0 BEO-MOIYJS CHUCTEMH B3a€MOJIi YCTAaHOBH,
BBa)KA€THCS JIOCTABIICHUM aJ[pecary.

19. IlonepenHiil po3risiA €IEKTPOHHOIO JOKYMEHTa 3I1HCHIOETHCS B €JIEKTPOHHIN (opMi
CIIY’)KOOIO TTIJIOBOJICTBA YCTAHOBH 3 BUKOPHUCTAaHHAM CHUCTEMH EJIEKTPOHHOTO JOKYMEHTOOOITY
a00 y pa3i 1i BiICYTHOCTI B€O-MOIYJISI CHCTEMH B3a€MOII.

[Tix gac monepeHLOTO PO3TJISAAY BU3HAYAETHCS:
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Y1 Ma€ eJIEKTPOHHUI TOKYMEHT OYTH JOMYIIEHHUH 10 peecTpariii;

9i 1OTpedye pO3risiy KEpIBHUITBOM YCTaHOBH a00 HAJACWJIAHHS IICHS peecTparii 3a
HAJICXKHICTIO 0 CTPYKTYPHOTO MiApO3auTy abo CTPYKTYPHHX IiIPO3IiIiB BiJIMOBIIHO 0
(yHKI10HAJTBHOTO O30Ty 000B’SI3KIB B YCTAHOBI;

YU HAJICKUTD JIO CJIICKTPOHHUX JOKYMEHTIB TEPMIHOBOTO PO3TJISAY (OMpaIltoBaHH).

20. TlomepenHiii po3MJIsSA EJIEKTPOHHUX JOKYMEHTIB TIOBHHEH 3IMCHIOBATHCS Y JCHBb
HAJXO/UKEeHHS (HocTaBku) abo He mi3Hime 10 roguHM HAacTymHOro pobodoro AHA y pasi ix
HAJXOMKEHHS (IOCTaBKM) MicIsl 3aKiHUEHHS poOOYOro JHS, y BHUXIJHI, CBITKOBI Ta HepoOoul
nHi. JlopydeHHs yCTaHOB BHIIOTO PiBHS PO3TIISIAIOTHCS MEPIIOUEProBO.

21. 3a pesynapTaTaMd TOINEPEIHHOTO PO3IIISAY OTPUMAHUK Yepe3 CHUCTEMY B3aeEMOJIl
€JIEKTPOHHHM JOKYMEHT MiJIJIsIrae peecTparii, KpiM BUNAIKIB, KOJIHU:

HOPYIIEHO BUMOTHY MI0A0 (opMH miarotoBku (myHKT 2 mi€i [HeTpykuii) abo odopmiieHo 3
nopyuieHHsM BuMor nyHkTiB 117 ta 118 miei [HeTpykmii;

CJIEKTPOHHUM JOKYMEHT HaIilIIOB HE 3a aJIpecolo;
€JIEKTPOHHUM JOKYMEHT Ha/A1MII0B TOBTOPHO;
3asIBJICHUH CKJIa]l €JIEKTPOHHOI'O IOKyMEHTA He BIANOBiAAa€ (GaKTHUHOMY;

PEKBI3UTH BXIJTHOTO €JIEKTPOHHOT'O JOKYMEHTa HEe 301ratloThCs 3 PeKBI3UTAMHU, 3a3HAaUEHUMHU
B €JIEKTPOHHOMY JIOKYMEHTI,;

Ha EJICKTPOHHOMY JIOKYMEHTI BiJICYTHIM €JeKTpOHHUN NU(POBUN MiAMKUC MiANUACyBada YU
BIJICYTHS €JICKTPOHHA TIeYaTKa YCTAaHOBH, HASBHICTh fAKOi Ha HBOMY IependadeHa Ii€lo
[HCTpyKIIi€to;

Ha JJOKYMEHT HAaKJIaJCHO EJCKTPOHHHUH IMUPPOBUN MiAMUC OCOOH, sIKa HE € MiJMUCyBayeM
JTOKyMeHTa 260 0c00010, III0 BUKOHYE HOTO 000B’ I3KH;

BiI[CYTHSI CJICKTPOHHA IMO3HAYKa 4YacCy;

BisyasibHa (hopMa E€JEKTPOHHOIO JOKYMEHTa HEe MpHUJaTHAa sl CHOpUHAMaHHA i1 3MICTY
JFOIUHOIO.

Y nux Bumagkax ciayx0a IUTOBOJACTBA BIIMOBISIE y PEECTpallii TaKOro eJIeKTPOHHOTO
JIOKYMEHTA 13 3a3HaYEHHSAM OJHI€1 3 HABEICHUX TT1JICTaB.

Haacuiaanus BI/IXi}IHHX CJICKTPOHHUX )IOKyMeHTiB

22. HapacunaHHS €JNEKTPOHHHX JOKYMEHTIB dYepe3 CHCTeMy B3aeMojii iX ajpecaram
3MIMCHIOETECA ~ aBTOMATHMYHO Ta  IIEHTpalli3oBaHO, 3a (aKTOM iX 3aBaHTAXCHHSI B
ABTOMATHU30BAHOMY PEXHMI 13 CUCTEMH €JIEKTPOHHOTO TOKYMEHTOOOITy (B€O-MOIYyMsl CHUCTEMHU
B3a€MO/II1) YCTAHOBH B CUCTEMY B3a€MO/IIT 0/1pa3y Micis iX peecTpartii.

[Tix yac 3aBaHTa)XEHHSI aBTOMAaTHYHO CTBOPIOIOTHCS MPUMIPHUKH €JIEKTPOHHHUX TOKYMEHTIB
y KUIBKOCTi, IO BiJIOBIJa€ 3asBICHOMY B PEECTPAIiifHO-MOHITOPUHTOBIN KapTii MEperiKy
azipecaTiB, IS iX MMOJABIIOTO TIEPCOHATI30BAHOTO HAICHIIAHHS BiATIOBITHIM aJipecaTaM.

He moxe OyTH BianpaBieHH yepe3 CUCTEMY B3a€MO/Iii €IeKTPOHHHM JOKYMEHT, I1IICHICTb
SAKOTO HE MIATBEP/KEHO EJIEKTPOHHUM IM(POBUM MIAMUCOM ab0 EJEKTPOHHOK IEeYaTKOK0
3rifHo 3 BuUMoramu Iie€i IHcTpykmii abo skuii 0hOpMIIEHO 3 MOPYIIEHHSIM BHUMOT IYHKTIB
117 ra 118 miei [ncTpyxkii.
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23. I3 cuCTeMH eJIEeKTPOHHOIO JIOKyMEHTOOOIry YCTaHOBM JI0 CHCTEMH B3aeMOJii
3aBAaHTAXYIOTBCS 3apPEECTPOBAHI EJIEKTPOHHI JOKYMEHTH ab0 3acBilU€HI EJIEKTPOHHI KOmii
JIOKYMEHTIB.

I3 BeO-MOmyNs CHUCTEMH B3A€EMOJAII 70 CHCTEMH B3a€MOJIi 3aBAaHTAXKYIOTHCS EJIEKTPOHHI
KOl JJOKYMEHTIB, 3aCBITYEHI €JICKTPOHHUMH IIeUaTKaMH, CTBOPEHH:, 3aCBIAUEHHSI Ta BHECEHHS
710 B€O-MOJTyJIsl IKMX 3/1HICHIOE PeeCTpaTop.

24. EneKTpOHHHUI TOKYMEHT BBAXKAETHCA OJEPHKAHUM aJIPECATOM 3 MOMEHTY HAIXOKEHHS
BINIPAaBHUKY 1H(OPMAIIHHOTO MOBIIOMJIEHHS 13 3a3HaYEHHM YacoM IIPO JIOCTaBKY IIHOTO
JIOKYMEHTa ajipecary.

VY pa3i HEHaJXOIKCHHS BIANPABHUKY MPOTATOM INECTH TOAWH 3 MOMEHTY BiJNPaBKU
SJICKTPOHHOTO JOKYMEHTa, 1H(OPMAILIHHOTO IMOBIJOMIICHHS TPO JOCTAaBKY IIHOTO JOKYMEHTA
aZpecaTy BBaXAa€ThCs, L0 TAKUM JOKYMEHT aapecaToM He OJlep)KaHO. Y TaKOMY BHIIAJKY
BIIIIPABHUK BXXMBAE€ BCIX MOXJIMBUX 3aXOMIB JIO 3a0C3MEUYCHHS OJICPXKAHHS aJIpecaToM
BIJIMIOBITHOTO JIOKYMEHTA B €IEKTPOHHIN (HOopMi.

V pasi ogep:kaHHs BiJ agpecara iHGOpPMaLiiHOTO MOBIIOMIICHHS PO BiAMOBY y peecTpariii
€JIEKTPOHHOTO JOKYMEHTA BiANPAaBHUKOM BXXHMBAIOTHCS 3aXOH JUIS YCYHEHHS ITiJCTaB BiJIMOBH i
3a0e3nedeHHs MTOBTOPHOTO HAJICHJIAHHA TaKOTO JOKYMEHTA B €JIEKTPOHHIN (opmi.

Skuio aapecaT BIIXWINB €JIEKTPOHHUM JOKYMEHT 0€3 3a3HaueHHs MiJicTaBu a00 HE Maro4u
Ha T€ MiJICTaB 3TiHO 3 NyHKTOM 21 1iel IHCTpyKIii, TaKuil TOKYMEHT HaJICUJIA€ThCS TOBTOPHO, a
IIOBTOPHA B1IMOBA aJpecaTa y peecTpalii Iboro JOKyMeHTa 03 3a3Ha4€HHS I11JICTaB BBAXKAETHCS
CBIJIOMHUM MOPYIICHHSM.

JlonaTkoBe MiATBEpIKEeHHS (DAKTy OTPUMAHHS EJICKTPOHHOTO JOKYMEHTa aJpecaToM He
BHUMAaraeThCs.

KypHana o0MiHYy eJIeKTPOHHHUX JOKYMEHTIB

25. XKypHnas oOMiHY € OKPEMHUM EJIEKTPOHHUM PEECTPOM Yy CKJIAA1I CUCTEMH €JIEKTPOHHOTO
JIOKYMEHTOO00ITy (BeO-MOIyNIsl CUCTEMU B3a€MO/Iii), KU (POPMY€EThCA 13 MEPENIKy 3aMuCiB MPO
MIPOXO/KEHHS MTPUMIPHHKIB €JIEKTPOHHHUX IOKYMEHTIB Yepe3 CUCTEMY B3a€MOJII.

Kypnan oOMiHY CKIAQZa€TbCs 3 TAaKWX JIOTIYHO PO3MOAUICHUX PO3JAUIIB: HaJICTaHI,
OTpUMaHi, 3apPeeCTPOBaHi Ta Bi/IMOBICHO B PEECTpAIIii.

26. Po3ainu xxypHany oOMiHY MalOTh Taki 000B’sI3K0OBI 1H(opMalliiiHi aTpuOyTu:

HaJICTIaHl - HOMEp 1 J1aTa peecTparlii eIeKTPOHHOTO JTOKYMEHTa, ajpecaT, KOPOTKUH 3MICT,
BHUJI, 1aTa 1 9ac HaJICUJIaHHSI, a TAKOXK aTpUOyTH 1HHOPMAIIIHHOTO MOBITOMIICHHS;

OTpUMaH1 - BUXIJIHI HOMEp 1 Jara peecTparii eIeKTPOHHOrO JOKYMEHTa, KOPECHOHJEHT,
JaTa 1 4ac 1I0CTaBKHU;

3apeecTpoBaHi - 10 aTpUOYTIB PO3AUTY OTPUMAHHX IOMAIOTHCS HOMEp 1 JaTa peecTparii
€JIEKTPOHHOTO JIOKyMEHTa YCTAHOBOK-aJpecaToM Ta Ipi3BuIlle, iM s, IO 0ATHKOBI peecTpaTopa,
HallMEHYBAaHHS CTPYKTYpHOTO TIiAPO3UTY, BiIMOBIJAIBHOTO 3a BUKOHAaHHS JOKYMEHTa B
YCTaHOBI, Mpi3BUIIE, iM’s, MO OaTbkoBi, TeneoH Ta ciy>)kOoBa €JIEKTpOHA IOIITa HOTO
KEepiBHHMKA, TMpi3BUINE, iM’s, TO OaThbKOBI MpAIiBHUKA, BiJMOBIIATLHOTO 32 BUKOHAHHS
JIOKYMEHTa B YCTaHOBI, HOTo TenedoH Ta ciry)kOoBa eJIeKTpOHHA IOIITa;

BIIMOBJICHO B peecTpallii - A0 aTpuOyTiB pO3Iiay OTPUMaHUX JOAAIOTHCS JaTa i ImijicTaBa
BiJIMOBH, TIPI3BHIIIE, 1M 5, 10 OATHKOBI Ta TEJIEPOH pEECTpPATOpa, IKUM 3A1HCHEHO BiZIMOBY.

27. IndopmarniiiHi MOBIJOMIEHHS aBTOMAaTHYHO BHOCSTBHCS 1O JKypHaly oOOMiHY Ta
JIOJJAIOTHCA JI0 BiIOBITHUX 3aIHCIB PO MPOXOPKEHHS MPUMIPHHUKIB €JIEKTPOHHUX JTOKYMEHTIB


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n117

4yepe3 CUCTEMY B3a€MOJIIi Ta peecTpaliiHO-MOHITOPUHTOBUX KapTOK BIAMOBITHUX €IEKTPOHHUX
JIOKYMEHTIB.

[HpopmaliiiiHe TMOBITOMJICHHS aBTOMATHYHO TEHEPYETHCS CHCTEMOIO EJIEKTPOHHOTO
JIOKyMEHTO00ITy (Be0-MOyJIeM CHCTEMHU B3a€MOJIii) Ta HAJICWUIAETHCSA BIAMPABHUKY OApasy 3a
(baKTOM JOCTAaBKH, OTPUMAHHS, PEECTpAIlil, BIIMOBU y PEECTpAIlil CIEKTPOHHOIO IOKYMEHTa
aJipecaToMm.

[adopmariitni MOBITOMIICHHS HE TMOTPEeOYIOTH OKpeMOi iX peectpamii Ta Bizyamizamii y
BUTJISAZI TOKYMEHTa ab0 CTOPIHKY B €NEKTPOHHINH ab0 manepoBiit popmi.

. IndopmarniitHi noBiZOMIIEHHS MAOTh Taki 000B’I3KOB1 aTpuOyTU:
28. 1 60B’ oyt

PO HAJCUJIAHHS - CTaTycHe iHQopMalliifiHe moBimomieHHs “‘Hanmicmano” Ta mara i1 4ac
HAJCUJIaHHS,

npo JOCTaBKy - cTaTycHe iHdopmariifiHe moBimomsieHHs “JlocraBieHo” Ta jgara i 4ac
JOCTaBKH;

PO peecTpariito - craTycHe iH(popMarlliifHe MOBiIOMIICHHS ‘“3apeecTpoBaHO” Ta HOMED 1
JlaTa peecTpariii eJIeKTPOHHOTO TOKYMEHTA,;

Opo BIIMOBY Yy peecTpauii - cTarycHe iHQopmauiiHe mnoBizomieHHs “BinmoBa y
peectpamii’, maTta, 4ac, IWiJCTaBa BIJIMOBM, TMpI3BHUINE, IM’s, TO OaTbKOBI Ta Tene(oH
peecTpaTopa, SIKUM 371iCHEHO BiJIMOBY.

Takox cucTema B3aeMoOJii Mae 3IIWCHIOBATH OlEpaTHBHE 1H(OOPMYBaHHS KOPUCTyBada
CHUCTEMH B3a€EMOIII MPO:

NO3UTUBHUM  pe3ynpTaT TEXHIYHOI NEpeBIPKM CHCTEMOIO B3a€MOJIi  HaJICIaHOTO
KOpPHUCTYBaueM JOKyMEHTa Ta HOro IOCTaHOBKY B 4Yepry Ha 3aBaHTaXXEHHS [0 CHCTEMU
€JIEKTPOHHOT'0 JTOKYMEHTOO0O0ITYy (Be0-MOAYIISI CUCTEMH B3a€MOJIi1) ajpecara;

KUIBKICTh TOKYMEHTIB, II0 CTOSITh B 4YE€P3l HA 3aBAHTAXKEHHS J0 CUCTEMH €JIEKTPOHHOTO
JOKYMEHTO000ITy (Be0O-MOIyIIs CUCTEMU B3a€MO/Iii) KOPHUCTYBaya.

Oco01MBOCTI €JIEKTPOHHOI B3a€EMO/il 0e3 3aCTOCYBAHHA CHCTEMH B3a€MOJil

29. IudopmauiitHuii oOMIH MIXK TMpaliBHUKAMHU YCTAHOB 3A1MCHIOETbCS JHUIIE 3
BUKOPUCTAHHSAM CIIY>KOOBOI €JI€KTPOHHO] MOILTH.

30. Tndopmarnilinuii 0OOMiH 3IHCHIOETHCS 3 METOIO:

HONEPEAHBOI0 IMOTO/KEHHS pefakilli IPOEeKTIB CHUIBHUX €JIEKTPOHHUX JOKYMEHTIB,
30KpeMa CIiBpO3pO0JICHHS TPOEKTIB aKTiB;

JIOBEJICHHS YNpaBIiHChKOI i1H(oOpMalii a0 BigoMa, 30KpeMa Ipo IUIaHW Ta pPOOOTY
BIJIMTOBITHUX YCTAHOB;

1H(OpMYBaHHS PO NPUHHATI YCTAHOBOIO YIIPABIIHCHKI PILICHHS;

3’SICYyBaHHS CTaHY OIPAIFOBAHHS YCTAHOBOIO CIIEKTPOHHUX JTIOKYMEHTIB, IO HATIHTILTK Ha 1X
PO3TIISI.

31. Iadopmamis 3 JHUCTYyBaHHS  CIY)KOOBOIO  €JNEKTPOHHOK  IOIITOI0  MOXeE
BUKOPHCTOBYBATHUCS ISl T ITBEPKECHHS BUKOHAHUX [Till.

32. IndopmaniitHuii 0OMiH CTy)O0BOIO €JIEKTPOHHOIO MOIITO HE Ma€ IOPUAUYHOL CHITH.

33. Indopmariitnuii 0OMiH cay)KOOBOIO €IIEKTPOHHOIO TOIITOIK HE JOMYCKAETHCS IOI0
iHpopmarii 3 00MeKEHUM JOCTYIIOM.



II1. Opranizanisi eJIeKTPOHHOI0 JOKYMEHTO00IrY

34. Opraxizanis JTOKyMEHTOOOITY YCTaHOBHU 3/IMCHIOETHCS 3a JOIMOMOIOI CHCTEMH
€JIEKTPOHHOI'0 JOKYMEHTOOOITY, 1110 IHTETPYETHCA 13 CUCTEMOIO B3aEMO/II.

35. Cucrema eneKTpOHHOTO JOKYMEHTOOOIry IOBMHHA 3a0e3ledyBaTh MPOXOIKEHHS
€JIEKTPOHHUX JOKYMEHTIB Ta €JIEKTPOHHUX KOMiil JTOKYMEHTIB Ta B3a€MO3B 30K 13 cHCTEMaMH
€JIGKTPOHHOT'0 JOKYMEHTOOOIT'y 1HIIINX YCTAHOB.

0.1k 00cATY €JIEKTPOHHOI'0 JOKYMEHTO000Iry

36. OOmik 00CATY ENEeKTPOHHOTO JOKYMEHTOOOITY 3IIMCHIOETHCS B aBTOMATH30BAHOMY
PEXKHUMI CHCTEMOIO €JIEKTPOHHOTO JOKYMEHTO00ITy YCTaHOBH.

37. IlincyMKoBi JaHi 00JIIKy 00CSry ITOKYMEHTOOOIry MOJAIOThCS B €JIEKTPOHHIA (Qopmi
(momatok 1).

PeecTpanis 1okymeHTIB

38. BxinHi, BHYTpINIHI, BHXIJIHI, 1HIIN JOKYMEHTH HE3aJIe)KHO BiJ (OpPMHU iX CTBOpPEHHS,
MiATOTOBJICHI B YCTAHOBI, PEECTPYIOTHCS B CUCTEMI €IEKTPOHHOTO JTOKYMEHTOO0Iry, a y pasi ii
BIJICYTHOCTI, Y B€O-MOIyJIl CUCTEMH B3aEMO/III.

39. Jlns 3abe3nedyeHHs peecTpallii TOKYMEHTIB y €JIeKTPpOHHIN Ta maneposiit popmax (mai -
JOKYMEHTH) B aBTOMAaTU30BAHOMY PEKHMI 3alIOBHIOETHCS PEECTPALIiTHO-MOHITOPHHTOBA KapTKa,
JI0 SIKO1 BHOCSITBCSI BC1 000B’SI3KOBI, JIOJATKOBI Ta y pa3i MOTPEOU IHIINI PEKBI3UTH JOKYMEHTA
BIZITIOBIZTHO /10 BUMOT iHCTPYKIIIi 3 JIIJIOBOJICTBA YCTAaHOBH.

40. PeectpaimiifHO-MOHITOPUHTOBA KapTKa €JIEKTPOHHOIO JIOKYMEHTa CTBOPIOETHCS
CHUCTEMOIO EJICKTPOHHOTO JTIOKyMEHTO00ITy (BeO-MOAYJIEM CHCTEMH B3a€MOJil) B €IEKTPOHHIN

dhopwmi.

41. JIo 000B’SI3KOBUX PEKBI3UTIB, L0 BHOCATHCS B PEECTPALifHO-MOHITOPUHTOBY KapTKY,
HaJIeXaTh: BUJ JOKYMEHTa, KO/ yHi(ikoBaHOi opMu TOKyMEHTa BiIMOBiIHO 10 Jlep:kaBHOTO
knacugikatopa ynpapniHcekoi gokymeHTarii K 010-98, ingexc Ta 3aroioBOK €IEKTPOHHOI
CHpaBu, KOPECHOHACHT (yCTaHOBAa-BIANPABHMK), IMIANHCYBad JOKYMEHTa Ta EJICKTPOHHUI
nudpoBUil miAnMc mianucyBaya abo €JIeKTpPOHHA IevyaTKa YCTAaHOBH-BIJIpPaBHUKA, agpecaT
(mepenik ycTaHOB, SKMM aJpeCcOBAaHO JOKYMEHT), BUXIAHI HOMep Ta JaTta (peecTpaliiiHi
aTpuOyTH KOPECIIOH/IEHTA), BX1/IHI HOMEp Ta JaTa (peecTpaliifiHi aTpuOyTu aapecaTa), BUXITHHUHA
HOMEp Ta jJara peecTpalii (peecTpauiiiHi aTpuOyTH yCTaHOBH), KOPOTKHN 3MICT JOKYMEHTa,
CTPYKTYpHUH MIAPO3Mid, BIAMOBIJAIbHUNA 32 BUKOHAHHS 3aBJaHHA Ta/ab0 MiATOTOBKY
JIOKyMEHTa B YCTAHOBI 13 3a3HaU€HHSAM HOro 1HAEKCy, Mpi3BHILA, IMEHI, MO0 0aThKOBI, HOMEpa
TesnepoHy Ta CIay*KOOBOi €JIEKTPOHHOI TOIITH WOTro KEpiBHUKA, EJIEKTPOHHI pe3oItolLii,
BI/IMOBITAJIHUA BUKOHABEIH (3T1AHO 3 PE3OIIOIIEI0) 13 3a3HAYEHHSIM HOTO MPI3BHIIA, IMEHI, 1O
06aTbKkoBi, HOMepa TesneoHy Ta CIyXKOOBOi €JIEKTPOHHOI MOIITH, CTPOK Ta MO3HAYKa IPO
BUKOHAHHS €JIEKTPOHHOTO JJOKYMEHTa, CTPOK 30epiraHHs eJIeKTPOHHOTO JOKYMEHTa (BiAMOBIIHO
JI0 HOMEHKJIATYpU CHpaB), KUIbKICTb CTOPIHOK CYIPOBIJIHOTO JIUCTa Ta KIJIBKICTh CTOPIHOK
JTO/IaTKIB, TMTOCUJIAHHS HA BXKE 3apEECTPOBaHI JOKYMEHTH (1CTOpis MHUTAHHS ), IHIAUKATOPH CTaHY
BUKOHAHHS JOKYMEHTA Ta CTPOKH BUKOHAHHS 1HIUKATOPIB.

42. Jlo n0JaTKOBUX PEKBI3UTIB, 110 BHOCATHCS B PEECTPALIIHO-MOHITOPUHIOBY KapTKYy,
HaJleXaTb: BHYTPIIIHE TI€peajpecyBaHHsl EJIEKTPOHHOTO JOKYMEHTa MIX CTPYKTYPHUMH
MIIPO3J1JaMi  YCTAaHOBH, HASIBHICTh Ta TMEPENIK JOAATKIB, NMPOMIKHI CTPOKM BHUKOHAHHS,
iHpopMalist Mpo 3MiHYy Ta IEPEHECEHHS CTPOKIB BUKOHAHHS, NPUIMHEHHS MOHITOPHUHTY
€JICKTPOHHOT'0 JOKYMEHTa, 1H(GOpMAIliiiHI MOBIIOMJICHHS CUCTEMH B3a€MOJIii, KOJ TOKyMEHTa
3riIHO 3 TEMaTHYHUM KJIacu(]iKaTopoM YCTaHOBHM, CTPOK NepedaBaHHS JI0 apXiBy YCTAaHOBH,
MO3HaUYKa MPO HAIEKHICTh IOKYMEHTA J0 JOKYMEHTIB TEPMIHOBOTO PO3TIISTY.
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43. JlomycKaeTbCsl BBEJICHHS YCTAHOBOIO IHIIMX PEKBI3UTIB €EKTPOHHOTO JOKYMEHTa, SIKi
HE 3BY)KYIOTb Ta HE 3MIHIOIOTh 3aCTOCYBaHHS 000B’SI3KOBHUX Ta J10IaTKOBUX HOT0O PEKBI3UTIB.

44. Peectparisi BXigHOT 1 BUXIAHOI KOPECTOHJEHIN YCTAaHOBU 3IIHCHIOETHCS CIYKOOIO
JJIOBOJICTBA YCTAHOBU IIEHTPAJIi30BaHO O€3 mpaBa JeJeryBaHHs BiAMOBIMHOT (YHKINT 1HITUM
CTPYKTYPHHUM TiAPO3/iaM yCTaHOBH.

45. dakcorpaMu Ta iHIII €NEKTPOHHI JOKYMEHTH, IO HAJIXOJSATH €IEKTPOHHOIO TOIITOIO
0€3/3 eJeKTPOHHUM IU(PPOBUM MMIAMUCOM (€JIEKTPOHHOIO MEYATKOI0), PEECTpPAIlii HE M IATal0Th.

46. Y cucrtemi eJIeKTPOHHOTO JIOKYMEHTOOOIry (pOopMyeThCS €QMHA IEHTpasi3oBaHa 0aza
peeCTpaIiiHuX JaHUX B €JICKTPOHHIN GopMi, 32 JOTIOMOTOIO SKOI MPAIiBHUKH 3a0€3MeUYIOThCS
iH(opMalIi€ro PO BCl JOKYMEHTH YCTAHOBH 1 iX MiCII€3HAXOIKEHHSI.

47. Tlopsaaok po3MIIIEHHS PEKBI3UTIB Yy PpEECTPaliifHO-MOHITOPUHTOBIN  KapTii
BH3HAYAETHCS IHCTPYKIIIEIO 3 IJTOBOJICTBA YCTAHOBH.

Peecmpayia exionux doxkymenmis

48. Peecrpariss BXiTHOI KOPECTIOHJIEHINI 3IACHIOETHCS PEECTPATOPOM JIUIIIE TTICIIS
MPOBEICHHS TIONIEPEAHBOTO PO3TIISIY JOKYMEHTA.

49. He nomyckaeTbCs MPOBEIEHHS MOJBIHHOI peecTpalii eIeKTPOHHOTO JOKYMEHTa Y
CHUCTEMI EJIEKTPOHHOTO TOKYMEHTOOOITy Ta B€O-MOIyJIl CHCTEMH B3a€EMOII.

50. Ha mokyMeHT, 1o HaiWIIOB y MamepoBid ¢GopMi, MIiCIS peecTpalii IMUIIXOM IPYKY
HaHOCUThCA  Horo  mrpux-koa  (QR-koa), MPUCBOEHUN  CHUCTEMOIO  EJIEKTPOHHOTO
JIOKYMEHTOO0ITY, Ta CTBOPIOETHCS (OTOKOMIS, SIKy PEECTPATOp BHOCUTH JO PEECTpaIiifiHO-
MOHITOPUHIOBOi KapTKH.

51. BxigHuii NOKyMeHT mocTiiHOro Ta TpuBajoro (monan 10 pokiB) 30epiraHHs, IO
HaAIMImoB y mamepoBiii ¢opmi, micas peecTpauii Ta CTBOpEHHS (OTOKOII peecTpaTopoM
nepenaeTbcsi  O€3MOCepelHb0 B CTPYKTYpPHUH — MIAPO3JAUT  yCTAaHOBHM, BHU3HAYEHUN B
YCTQHOBJICHOMY TOPSAJKY BIJNOBIJAJIbHUM 3a BUKOHAHHS LIbOTO JOKYMEHTA, JIMIIE IS
30epiranHs 3 MojajIbIIM (POPMYBAHHSAM Y CIIPaBH BIJAMOBIAHO 10 3aTBEPAKEHOI HOMEHKIIATypH
CIIPaB.

Ilepesipxa enekmponnozo yugposozo nionucy

52. Jlmst 3a0e3medeHHs TEPEeBIPKH EIEKTPOHHUX IUGPOBUX TMIANMUCIB (€IEeKTPOHHOT
ME€YaTKH ) BUKOPUCTOBYIOTHCS:

BCTAHOBJICHUH Ha BIJANOBIZHOMY poOOYOMYy Micli HaAlMHMNA 3acid eJIeKTPOHHOTO
nUGpPoOBOro MIANMMCY [UIS TEPEeBIPKM HAKIAJCHUX EJNeKTPOHHUX LU(GPOBUX MiANHCIB abo
BIJIMOBIAHA (DYHKIIISI CHUCTEMHU E€JIEKTPOHHOIO JOKYMEHTOOOIry, B SIKy 1HTErpOBaHO HaJIWHUMN
3aci0 eNeKTPOHHOr0 HU(POBOTO MIAMUCY;

3aBaHTaXEHI 13 calTa aKpeJUTOBAaHOTO IEHTPY cepTudikamii KIOYiB cepTH]iKaTH
BIJIKDUTHUX KJIFOYIB, SIKi 3aCBIAYYIOTh YMHHICThH 1 HAJIEKHICTh BIAKPUTOTO KJFOYA BiAMOBITHOMY
MiAMHCYBavYy Ta CIIUCKU BIAKIMKAHUX CEPTU(IKATIB.

53. B ycTaHOBI OpraHi30BY€THCS LIEHTPATI30BaHE CXOBUIIE CEPTU(IKATIB BIAKPUTHUX KITIOUIB
a00 3aCTOCOBYETHCS OH-JIAlH NepeBipKa cepTH]iKaTiB Oe3MocepeIHbO 3 €NEKTPOHHOTO MEPEITiKy
cepTudiKaTiB KIIIOYIB aKPEAUTOBAHOTO IIEHTPY cepTU(iKaIlii KItoUiB.

54. TlepeBipka €JIEKTPOHHOTO IM(POBOTO MIANMUCY 3IIMCHIOETHCS BIAMOBITHO 10
BUMOT [1OpsAAKY 3aCTOCYBAHHS E€JIEKTPOHHOTO MU(POBOro IMAMKUCY OpraHaMHM JIEPKABHOI BJIAJIU
OpraHaMy MICIIEBOIO CaMOBPSAYBAHHs, ITAIPUEMCTBAMM, VCTAHOBAMHM Ta OpraizalisiMu
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JepxaBHOT (hOPMH BJIACHOCTI, 3aTBEpAXKEHOT0 noctaHoBoto Kabinety MinicTpiB Ykpainu Bix 28
#oBTHA 2004 p. Ne 1452 (Odiuiitaumii BicHuk Ykpainu, 2004 p., Ne 44, ct. 2894).

Peecmpayin suxionux ookymenmie

55. Peectparisi BUXiTHUX E€JIEKTPOHHHUX IOKYMEHTIB 3/IHCHIOETbCS B aBTOMATHU30BAHOMY
pexuMi Mmicis iX mianucaHHs. [HCTpyKIli€ro 3 IJTOBOJCTBA YCTAHOBH MOXKe OyTH mepemdadyeHa
aBTOMaTHYHA peecTpallis BCiX a00 OKpEMHX BHJIIB JOKYMEHTIB 3a ()aKTOM iX IiAMHCaHHS.

56. HajcunanHs JOKYMEHTIB HE3aJeKHO BiJ (OPMH iX CTBOPEHHS, 3IIHCHIOETHCS dYepes3
CHCTEMY B3a€MOJIII.

VY pa3i CTBOpeHHS JTOKyMEHTa y TarepoBiii Gopmi aapecary HaJCHUIAETHCS JIHIIE HOTo
(dboTokomis yepe3 CUCTEeMY B3a€MOJii, KpIM BHUIIQJKy HAJICWJIAaHHS JOKYMEHTIB yCTaHOBI 4H
0c001, SIKi He € KOPUCTYBAaYaMH CHCTEMH B3a€EMO/IIi, Ta JOKYMEHTIB, BU3HAUEHUX ITYHKTOM 2 TTi€l
[HCTpYyKIIII.

57. SIxmo azmpecaT He € KOPHCTYBAa4eM CHUCTEMH B3a€MO/Iii, PEECTPATOpP YCTAaHOBH CTBOPIOE
ManepoBy KOIIIO €JIEKTPOHHOI'O JIOKYMEHTA, 3acBIAUye ii MEYaTKOI YCTAHOBU Ta HAJCHUJIAE 3a
HAJIEXKHICTIO 3T1IHO 3 BUMOTaMH 1HCTPYKLi 3 A1JIOBOACTBA YCTAHOBH.

58. ¥V pa3i HagcwimaHHA (OTOKOMIl JOKyMEHTa 4Yepe3 CHUCTeMY B3a€EMOJIl OpHTiHal
BUXIJTHOTO JOKYMEHTa B MamepoBii ¢opmi (uime s JTOKYMEHTIB IMOCTIMHOTO Ta TPUBAJIOTO
(monan 10 pokiB) cTpOKiB 30epiraHHs) MepelacThCs B CTPYKTYPHUH MiAPO3/I1T YCTAaHOBHU (aBTOPY
JIOKYMEHTA) TUIBKK JUIsl 30epiraHHs 3 MoAanbIIMM (OPMYBAHHSM Yy CIPaBH BiJIMOBITHO 0
3aTBEPKEHOT HOMEHKJIATYpH CIpaB 0e3 mepeaadi iX aapecary.

59. TlepeBipKy BHECEHHX Yy PEECTPAIIITHO-MOHITOPUHTOBY KapTKy OOOB’SI3KOBUX Ta
JOJJAaTKOBUX  PEKBI3UTIB  BHUXIAHOTO  JIOKYMEHTa 3/1MCHIOE CcHCTEMa  eJIeKTPOHHOI'O
JIOKYMEHTOO0ITY B aBTOMAaTUYHOMY PEXKUMI.

EJZeKmpOHHa nedamka

60. Ilepenik eNeKTPOHHUX JOKYMEHTIB, $KI IMOTPeOyIOTH 3acBiYEHHS EJIEKTPOHHOIO
MEeYaTKOI, BU3HAYAETHCS IHCTPYKIIEW 3 JIJOBOJCTBA YCTAaHOBM Ha IMJICTaBl aKTIiB
3aKOHOJIaBCTBA.

61. Hakazom (po3mOps/KEHHSM) KEpIBHUKAa YCTAaHOBM BHU3HAYAIOThCS  MOPSAIOK
BUKOPHUCTAHHS €JIEKTPOHHOI MEYaTKU Ta YMOBHOBAaXKEHI MOCaJ0BI 0coOHW, BiNMOBIAaNbHI 3a 1l
3aCTOCYBaHHS.

KinbKicTh €1eKTpOHHUX MEYaToK, 10 BUKOPUCTOBYIOTHCSI YCTAHOBOIO, HE OOMEXKYETHCS.

VYcraHoBaM HaJaeThCsl MPABO 3aCBITUYBATH EJIEKTPOHHI KOMii JJOKYMEHTIB, 30KpeMa Ha
BUMOT'Y OPTaHiB CY/I0BO1 BJIaJId Ta MPAaBOOXOPOHHUX OPIaHiB.

Oprani3aiisi nepe1aBaHHA JOKYMEHTIB Ta BU3HAYEHHS IX BUKOHABIIIB

62. 3apeecTpoBaHUIl OKYMEHT 3a (PAKTOM BHECEHHS DPEECTPATOpPOM B PEECTpaliiHO-
MOHITOPMHTOBY KapTKy BIAMOBIIAJIBHOTO 3a PO3MIAA JOKYMEHTa (3riTHO 3 PO3IMOALIOM
000B’s13KiB) KepiBHHKA, AEP)KABHOTO CEKpeTaps MiHICTEpPCTBa, 3aCTYIHUKA KEPIBHUKA YCTAaHOBU
a00 KepiBHHKA CTPYKTYPHOTO MIJPO3/ITy YCTAaHOBH, SIKMA PO3IIISAAE JOKYMEHT B YCTaHOBI
nepumM (faii - NepBUHHUN PO3IIIAN), aBTOMAaTUYHO MEPENAETbCcs Ha PO3III] Yepe3 CHCTEMY
€JICKTPOHHOT'O JIOKYMEHTOOOITY.

JIOKyMEHT aBTOMATHYHO Ta OJHOYACHO HAIXOAUTh HAa PO3IJIAL OJHIM YU JCKIIBKOM
MOCaJOBUM 0co0aM (3acTylTHUKaM KEpiBHHKAa YCTAaHOBH a00 KEepiBHUKAM CTPYKTYpPHHX
MIIPO3MITIB YCTaHOBU), $KI BH3HAUYEHI BHUKOHABLSAMHU (CIIBBUKOHABISIMU) 3a3HAYEHOTO
JIOKYMEHTA.
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63. JIOKyMeHTH ofipa3y Micis iX peecTpauii nepeaaroTbes Ha MEPBUHHUN PO3TIISL.

KepiBauky yctanoBu abo 0co0i, 110 BHKOHYE HOTO OOOB’S3KM, Ha TEPBUHHHUHA pPO3TIISA
nepenarTbes JOKyMeHTH, 1o Hazgidnum Big Cekperapiaty KaGinety MinicTpiB YkpaiHu,
BepxoBuoi Pamm VYkpainm, Anminictpamii IIpesumenta VYkpainu, 3BEpHEHHS HAapOTHUX
JIETyTaTIB Ta JOPyYeHHS (JIMCTH) YCTAaHOB BUIIOTO PiBHS.

3acTyNmHUKY KepiBHHKA YCTAaHOBH 3T1HO 3 PO3MOALIOM 00OB’S3KIB Ha MEPBUHHUNA PO3TIISA
NepealoThes aKTU OPTaHiB Jep KaBHOI BIagH, opraHiB Biaaun ABTOHOMHOI Pecny6miku Kpuwm,
JOKYMEHTH, 110 HaJIWIUIM BiJl TEPUTOPIaIbHUX OpraHiB yCTaHOBHM, OpraHi3alliid, yCTaHOB Ta
MiIMPUEMCTB, 10 HajleXaTh 10 chepu yrpaBiaiHHS YCTaHOBH, OpPTraHi3alliiiHO-pO3MOpsadl Ta
MIpOTrpaMHi JOKYMEHTH 3arajbHOIEP)KaBHOTO XapaKTepy.

[lepBUHHUIT PO3TIIA POEKTIB aKTiB, BHECEHUX YCTAHOBI Ha CITIJIbHE PO3POOJICHHS, 1HIITNX
JIOKYMEHTIB 3/11iCHIOETbCSA KEPIBHUKAMH CAMOCTIHHUX CTPYKTYPHHUX Mipo3AiniB abo ocobamu,
10 BUKOHYIOTH 1X 000B’SI3KH, B MEXaX X KOMITCTEHIIi1.

Enexmpounna pezontoyis

64. IlocamoBa ocoba, sika 31IHCHIOE TEPBUHHMNA PpO3IJISLA E€JIEKTPOHHOI'O JIOKYMEHTa,
HAKJIQAa€ Ha HBOTO EIEKTPOHHY pE30JIIOIii0, B SAKIH BH3HA4Ya€ TOJIOBHOTO BHKOHABI,
BIJIIIOBIJJAJIBHOTO 32 OPraHi3allil0 BUKOHAHHS JOKYMEHTa B YCTAaHOBI, Ta Yy pa3i HE0OXiIHOCTI
CIIBBUKOHABIIIB 1 CTPOK HOT0 BUKOHAHHS.

B enexTpoHHii pe3onrorii 000B’S3KOBO 3a3HAYAIOTHCA BCI CTPYKTYPHI MIAPO3MIIIH, SKi
OepyTh y4acTh B ONpPAIfOBaHHI JOKYMEHTA Ta IMOTOKeHHI TPOEKTY BiMOBIII.

[TocamoBi ocobwm, siki OJHOYACHO PO3TIISIAIOTH EJIEKTPOHHUN JTOKYMEHT, HAKJIaIaloTh Ha
HBOTO E€JIEKTPOHHI PEe30NdIolii, B SKUX BH3HAYAIOTh BIJNOBIIANFHUX BUKOHABI[IB Ta y pasi
HEOOX1AHOCTI CIIIBBUKOHABLIIB Y MEKaX BIAMOBITHOTO CTPYKTYPHOTO MiAPO3ALIY.

65. EnekTpoHHa pe30IOLisl CKIANA€ThCsl 3 TAaKUX PEKBI3HTIB: MpI3BUINE, 1HILIAT iMEH1
BUKOHABIS (BUKOHABIIB) y J/JaBaJlbHOMY BIMIiHKY, 3MICT IOpPYYEHHS, CTPOK BHKOHAHHS,
ENeKTPOHHMM HU(POBHI MiAMUC TTOCATOBOI OCOOH.

B enexTpoHHil pe3omrolii 10 eNeKTPOHHOTO JOKYMEHTa, 10 HE Ma€ CTPOKY BUKOHAHHS,
3a3HAYEHHS 3MICTY IOPYYEHHS Ta CTPOKY BUKOHAHHS HE BUMAraeTbCs.

EnexktpoHHa pe30iioLiss MOXe JOMOBHIOBAaTHCS IHIIMMU PEKBI3UTAMH, SIKI BU3HAYAIOTHCS
IHCTPYKUIEIO 3 1IJIOBOACTBA YCTAHOBH.

Hexonkpetri (“npuckoputu’, “mOMMNIMTHA’, “aKTUBI3yBaTH , “3BEPHYTH yBary’ TOIIO)
EJICKTPOHHI PE30 IO HE JOMYCKAIOTHCA.

66. Yci eNleKTpOHHI PEe30ITIoIii, HAKIaJeHI Ha €EKTPOHHUHN JOKYMEHT, BHOCSTHCSA IO MOTO
peecTpaliifHO-MOHITOPUHIOBOT KapTKU 1 HEPO3PUBHO OB’ s13aH1 13 Heto. EnekTpoHHa pe3osronis,
sSIKa € HACJIJIKOM BUKOHAHHS €JIEKTPOHHOI Pe30JI0IIii BUIIIOTO PiBHS, JOJIATKOBO MICTUTD JIOT1UHE
MOCHJIAHHS Ha BIJIMOBIIHY €IEKTPOHHY PE30JIIOLI0 (IEPEBO EIEKTPOHHUX PE30IIIOLIN).

67. Ha enexTpoHHY PE30JIIOIiI0 1MOCaJ0BOI OCOOM HAKIAAAETHCS E€IEKTPOHHUHN IUPPOBHIMA
HIJIIKC I€] K T0CcaIoBOl 0COOH.

68. Jlo HakIagaHHs €NEKTPOHHOT PE30ITIOIIT BCTAHOBIIOIOTHCS TaKi OCOOIHMBOCTI:

BUKOHABIISIMU EJICKTPOHHOI PE30JIIOLii KepiBHUKAa YCTAHOBH BHM3HAYAIOTHCA CTPYKTYPHI
I IPO3/ITH YCTAHOBH, TIPO IO CUCTEMA €JIEKTPOHHOTO JOKYMEHTOOO0ITY aBTOMAaTHYHO 1H(pOpMye
3aCTYITHUKIB KEPiBHUKA YCTAaHOBH, IKi KOOPAMHYIOTH MiSUTBHICTH BIATIOBIHOTO CTPYKTYPHOTO
MiIPO3JiTy Ta Y pa3i moTpedu MaroTh MPaBO JOMOBHUTH 3a3HAUYEHY PE3O0JIIOIII0, HE 3MIHIOIOUU
CyTi TOpy4YeHHS KepiBHUKA YCTAHOBH Ta HOT0O TOJIOBHOT'O BUKOHABIIS,



BUKOHABLIIMU PE30JIIONIT 3aCTylTHUKAa KEpiBHMKA YCTaHOBHM, JEp)KaBHOTO CeKperaps
MIHICTEPCTBA BU3HAYAIOTHCS KEPIBHUKU MIANOPSAKOBAHUX CTPYKTYPHHUX MIAPO3/LTIB YCTaHOBH,
SKI BXOJSITh JIO CKJIaQy CTPYKTYPHHUX MIiAPO3ALIIB, YHUIO AISUTbHICTH KOOPAMWHYE BiIMOBIIHUN
3aCTYIIHUK, TPO M0 CHCTeMa EJICKTPOHHOIO JIOKYMEHTOOOIry aBTOMAaTH4YHO 1HGOpMYyeE
KEpiBHUKIB BIAMOBIAHUX CTPYKTYPHHX IiIPO3/LTIB,;

BUKOHABILISIMU PE30JIIOLI] KEePIBHUKA CTPYKTYPHOTO MiJPO3/ily BU3HAYAIOTHCS CIEIIaliCTH
BIJIMOBITHOTO TIAPO3MiIYy, TPO IO CHUCTEMa EJICKTPOHHOTO JOKYMEHTOOOITY aBTOMATHYHO
iHpOpMyE KEpiBHHKIB BIANOBITHUX MiAMOPSIIKOBAHUX MiAPO3AUIIB, MO BXOAATH 1O CKIIATY
BOTO CTPYKTYPHOTO MiAPO3/LIY;

BUKOHABIIEM pE30JIIONIi KepiBHUKAa YCTaHOBH, 3aCTylIHMKAa KEpiBHMKA YCTaHOBH,
JEP>KaBHOTO CEKpeTaps MIHICTEPCTBA MOXKe OyTH Oyab-sIKMHA TiAMOPSAKOBAHUN BiIIOBITHOMY
KEepIBHUKY CHIBPOOITHUK YCTaHOBH, JO KOMIIETEHIIT SIKOTO HAJIC)KHUTh 3a3HAUYCHE B PE3OJFOIIT
nuTaHHsA. [Ipo BU3HAuUEHHSI B PE30JIIONIi BHKOHABISI CHCTEMa EJIEKTPOHHOTO JTOKYMEHTOOOITY
aBTOMATHYHO iH(OpPMY€e KEPIBHHUIITBO CTPYKTYPHOTO Ta IiJMOPSAKOBAHOTO MiAPO3ALTYy JaHOTO
CIIBpOOITHUKA,

OTPUMAaHHS 3aCTYITHUKOM KEpIBHUKAa YCTAHOBM, KEpPIBHUKOM CTPYKTypHOro a0o
MIJIOPSAIKOBAHOTO MiAPO3AUTY 1HPOPMALIHHOTO MOBIIOMIIEHHS MHPO CTBOPEHHS KEPIBHUKOM
BUILIOTO PIBHS €JEKTPOHHOI pe3onolii He nepeadadae CTBOPEHHS BiAMOBIIHUM KEpPiBHUKOM
CBOET pe30JTIoLii 10 IIFOTO X TOKYMEHTa, a JIMIIE Nependadae 03HaHOMIICHHS 13 TOKYMEHTOM;

€JIEKTPOHHOIO PE30JIIOLIIEI0 MOKE OYTH BU3HAUEHO I'OJIOBHOI'O BUKOHABILIA, CIIIBBUKOHABIIIB,
CTPOKH BUKOHAHHSA, OTPUMYBaUiB JOKYMEHTa ‘710 Bioma’.

69. EnexTpoHHI MOKYMEHTH HAJIXOIATh /IO iX BHUKOHABIIB BHKJIIOYHO YEpe3 CHUCTEMY
€JeKTPOHHOT0 JOKYMEHTOOOITY Ha MiJCTaBl HAKJIAIEHUX Ha HUX EJICKTPOHHUX PE3OIOLIN.

JIOKyMEHT, BHKOHABIIMH SIKOTO € KUIbKa CTPYKTYPHHX MiIpO3iTiB (ITOCagoBUX 0OCi0),
HAJIXOJNUTh OJHOYACHO JI0 BCiX HOTO0 BHUKOHABIIB, BU3HAYCHUX CICKTPOHHOIO PE3OIIOIIEI0 YU
HEePeIiKOM PO3CHIIKH, CTBOPEHUM PEECTPATOPOM 200 aBTOPOM JIOKYMEHTA.

70. KepiBHUKU CTPYKTYPHHUX MiIPO3/ALITIB YCTAHOBU ONPALbOBYIOTh €JIEKTPOHHI IOKYMEHTH,
OTpUMaHi BHACIIJIOK iX TIepelaBaHHs dYepe3 CHUCTEMY EJEKTPOHHOTO JIOKyMEHTOoOIry 3a
HaJIeXKHICTIO, Ha TMIJICTABl HAKJIAICHUX HA HUX €JIEKTPOHHUX PE30JTIOIii.

VY pa3i HeoOXiTHOCTI KepIBHUK CTPYKTYPHOI'O MiJIPO3/UTy YCTAHOBU MA€ MPaBO JeJIeryBaTH
CBOEMY 3aCTYIIHUKY pO3IJISA] YAaCTUHH CJIEKTPOHHHX JOKYMEHTIB, SKi HagXoAsTh Ha
OTIPALIOBAHHSA 0 CTPYKTYPHOT'O MiAPO3ALTY.

71. Cucrema €JIEKTPOHHOTO JOKYMEHTOOOIry aBTOMAaTHYHO (ikcye (akTH NepeaaBaHHs
€JICKTPOHHHUX JIOKYMEHTIB BUKOHABIISIM B PEECTPAIITHO-MOHITOPUHTOBIN KapTIli 13 3a3HAYCHHAIM
iH(popMallii Mpo BUKOHABIIIB, IKUM IEepeIaHO JOKYMEHT.

72. 3MiHa TOJIOBHOTO BUKOHABIIS 3/IMCHIOETHCS B CHCTEMI €JIEKTPOHHOTO JIOKYMEHTOOOITY
Ha MiJCTaBl pe3oyouii KepiBHUKA, SKUHA 3A1MCHIOBAB NEPBUHHHUNA PO3IISA  EIEKTPOHHOTO
JOKYMCHTA.

73. SIKmo Ay €NEKTPOHHOTO JTOKYMEHTAa HE BCTAHOBJICHO CTPOKIB BUKOHAaHHS, a HOTO
ONpalIOBaHHA HE TMOTpedye MiArOTOBKM TMPOEKTYy JOKyMEHTa Ha HOro BHUKOHAaHHA,
BIZIMOBIJAIbHUI BHKOHABEIlb Ma€ TMPaBO TICJsA O3HAWOMIICHHS 3 JIOKYMEHTOM BHECTH B
peecTpaniiHO-MOHITOPUHTOBY KapTKy iH(OPMAaIio Mpo CHocid BHUKOHAHHS LBOTO JTOKYMEHTa
(muTaHHSA BUPIIIEHO B poOOYOMY MOPSIKY, B3SATO Y4acTh Y Hapaai TOIIO), 3aKpUTH HOTO ‘10
crpaBu’.

SIKIIO eNeKTPOHHUHN TOKYMEHT PO3iCJIaHO MPalliBHUKaM YCTAHOBH JIJIsl O3HAHOMJICHHS Yepe3
CUCTEMY  EJIEKTPOHHOTO  JIOKYMEHTOOOITy  YCTaHOBH,  BIANOBIMaJbHUN  BUKOHABEIlb,



CHIBBUKOHABIII BHOCATH BIAMITKY HpO iX O3HAOMIICHHS, IO MiATBEPIKYETHCS E€NEKTPOHHUM
UM(POBUM MIJMUCOM. Y TaKOMY BUIAAKY B CUCTEMI €JIEKTPOHHOTO JIOKYMEHTOOOITY yCTaHOBU
aBTOMATHYHO T'€HEPYETHCS JINCT O3HAHOMIICHHS 3 JTOKYMEHTOM, Y SIKOMY 3a3HAYa€ThCsl MEpPeiK
MOCaJI0OBUX OCI0 YyCTaHOBH, SIKMM OyJIO TIEpPEeIaHO BIAMOBIIHUNA JOKYMEHT 3 IO3HAYKOI IPO
O3HaOMIICHHs, y TakoMy (opMarti: Npi3BUILE Ta iHIIIANH, AaTa HAJXOIKCHHS EIEKTPOHHOIO
JIOKYMEHTA, J1aTa O3HaAOMJICHHS (€JIEKTPOHHA MTO3HAYKA Yacy).

IV. JlokymeHTyBaHHSl YIPABJIiHCHKOI iH(popMaLii B eJIEKTPOHHI
popmi
3arajibHi BUMOI'H /10 CTBOPEHHS IOKYMEHTIB
74. JlokxyMeHTyBaHHS yYIpaBIIHCbKOI iH(OpMalii B eNeKTpOHHIH ¢opmi mojsrae y

CTBOPEHHI1 €JIEKTPOHHHUX JOKYMEHTIB, B SAKUX (IKCYETbCS 1H(pOpMALis NpO YIPaBIIHCHKI
pilIEHHS 3 TOTPUMAHHSAM YCTaHOBJICHUX Ii€10 [HCTpyKIIi€I0 MPaBUIIL.

75. PexBi3utH, BU3HA4YCHI Li€I0 [HCTPYKII€I0, BHOCATHCS B PEECTPALiTHO-MOHITOPHHTOBY
KapTKy.
Bnanxu ookymenmie

76. OpranizamiitHO-po3MopsIAdl TOKYMEHTH YCTaHOBH OQOPMIIIOIOTHCA Ha OJIaHKaX, IO
CTBOPIOIOTHCS B €JIEKTPOHHIN (OopMi 3riAHO 3 BUMOTaMu 1i€i [HcTpyKii.

77. bnaHKM TEHEPYIOTbCS CHUCTEMOIO EJIEKTPOHHOI'O JOKYMEHTOOOIry YCTaHOBH B
ABTOMAaTUYHOMY PEXHMI Ha IMiJCTaBi OOpaHUX aBTOPOM IMPOEKTY KPUTEPIiB THUIOBOTO OJIAHKA
U1 0OpPaHOTO BUJY €NIEKTPOHHOTO TOKYMEHTA.

Jlns reHepamii THMOBOro OJlaHKa 3aCTOCOBYIOTBCSI KpUTEpli: BHJ, THIT JOKYMEHTA,
MiAMUCyBay TOILO.

78. bIaHKu KOKHOTO BUy T€HEPYIOTHCS Ha OCHOBI IMO3/IOBXXHBOTO PO3MIIIICHHS PEKBI3UTIB.
PexBi3uTu 3arojioBka pPO3MINIYIOTHCS IEHTPOBAHMM CIIOCOOOM (IMOYATOK 1 KiHEIb KOXKHOTO
pAIKa PEKBI3UTY OAHAKOBO BiJIJJAJICHI BiJl MEK 30HU PO3TAlIyBaHHS PEKBI3HTIB).

79. Jng mMArOTOBKM JIOKYMEHTIB B €INEKTPOHHIA (opmi cuctemMa eJleKTPOHHOTO
JOKYMEHTO00ITy YCTaHOBU I'€HEpY€E TaKi BUIH OJIaHKIB JOKYMEHTIB:

3araibHU OJAHK JJIs1 CTBOPEHHS JOKYMEHTIB (0e3 3a3HaueHHs y ONaHKy HA3BH BUIY
JOKyMeHTa) (101aToK 2);

CHemiami3oBaHui OJAaHK JJs1 CTBOPEHHS PI3HUX BHUAIB JOKYMEHTIB JUIi JIUCTYBaHHS
1HO3eMHUMH MOBaMH (101aToK 3);

OJaHK KOHKPETHOTO BHY ITOKyMEHTa (i3 3a3HAYCHHSAM Ha OJIaHKY HA3BH BUY JOKYMCHTA)
(monaroxk 4).

80. JlokyMeHT y pa3l HEOOXIOZHOCTI APYKYETbCA Pa3oM 13 OJIAHKOM, 3IEHEPOBAHUM
CHUCTEMOI0 CJIEKTPOHHOTO JOKYMEHTO00iry ©0e3 3acTocyBaHHs OJaHKIB, BHTOTOBJICHHX
JIPYKapChKUM CITOCOOOM.

81. bnaHKM NOKYMEHTIB, CTBOPEHHX Yy €JEKTpOHHIH (opMi, HE HYMEpYIOTbCA Ta He
oTpedyIOTh OOJIIKY.

Jlama nionucanms, 3aceiouenns ma peecmpayii

82. Jlata mignmucaHHS BU3HAYAETHCS EINEKTPOHHOIO MO3HAYKOK Yacy, M0 HEBiJI €MHO
OB’ s13aHa 3 €JICKTPOHHUM IU(PPOBUM T AMTHCOM.


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

83. I[aTa 3aCBiII‘-ICHHSI BU3HAYAECTHCA CJICKTPOHHOK IIO03HAYKOI Yacy, IO HCBiI[’€MHO
OB’ sI3aHa 3 CJICKTPOHHOIO IMEYAaTKOIO.

84. Jlara peectpamii BHXIZHOTO JOKYMEHTa aBTOMATHYHO (OPMYETHCS CHCTEMOIO
€JIGKTPOHHOT'O JJOKYMEHTOO0ITy yCTaHOBHU (BeO-MOyJIeM CHCTEMH B3a€EMOJIi) y peecTpariifHo-
MOHITOPHHTOBIH KapTIIi ITi/1 Yac HOro miamucaHHs.

85. O00B’sI3KOBOMY JaTYBaHHIO Yy PEECTPalliifHO-MOHITOPUHTOBIN KapTIi MiJUISAraroTh yci
CIy>XOOB1 BIJIMITKH, TOB’SI3aHI 3 TPOXO/DKEHHSM Ta BHKOHAHHSAM JOKyMEHTa (Pe30rolii,
BIIMITKH NP0 BUKOHAHHS JIOKyMEHTA, Ha/ICWJIaHHS HOT0 J10 CIIPaBU TOIIO).

Biomimku npo nassnicme 0ooamxis

86. Ha nomatkax, 1o 3aTBEpKYIOTHCS BIAMOBIIHUMH akTaMHu (ITOJIOKEHHS, 1HCTPYKIIIi,
MpaBUjIa, MOPSAIKU TOIIO), MPOCTABISAETHCSA IpU( 3aTBEPPKEHHS BIANOBITHO 10 OYHKTY 92 1miei
[HCTpyKIii. YV BIAMOBIAHUX MYyHKTaX PO3MOPSAIYOI YaCTUHU JOKYMEHTa POOUTHCS TMOCHIAHHS:
“mo momaetbes’” abo “(omaeTnes)’”.

87. Ha nonmatkax a0 Haka3dy, MOJOXKEHHS, NPaBWJ, 1HCTPYKLIi TOLIO IPOCTaBISETHCS
BIZIMITKa y BEPXHbOMY IIPaBOMY KyTi IEpIIOi CTOPIHKM JOAATKA, sIKa BKIIIOYA€ HOMEP JOJATKa,
HaIpUKIA[;

JlomaTok 5

1o IIpaBwr BUpoOHHIITBA (BUTOTOBJICHHS )
Ta KOHTPOJIIO SIKOCTI JIIKapChKUX 3ac00iB
B anTeKax

Peecmpayitinuii inoexc 0okymenmis

88. SIkmo AOKyMEHT MiATOTOBIEHO JBOMAa YW OibIIE YCTAaHOBAMH, 3aCTOCOBYETHCS
peecTpamiifHui iHIEeKC TOJIOBHOIO BUKOHABIIS.

89. Ilim wac Bi3yamizamii MOKyMEHTa MICLIEé pO3TallyBaHHS PEECTPAIITHOIO I1HACKCY
BH3HAYAETHCS 3TTHO 3 (POPMOIO 3TeHEPOBAHOTO OJIaHKA.

90. ITig wac Bizyami3amii JOKyMEHTa CHCTEMa EJIEKTPOHHOTO JOKYMEHTOOOITY yCTaHOBH
BIJITBOPIOE Ta Bi3yalli3ye pa3oM i3 JOKYMEHTOM 00pa3 mTpux-koay abo QR-komy (s akTiB
mumie QR-kox), skuii 000B’I3KOBO MiCTUTh:

JlaTy peecTpallii Ta peecTpaliifHUM 1HAEKC JOKYMEHTA;

PEKBI3UT miAnucyBaya (IMiANMCYBayiB) Ta JaTy IiIMUCAHHA 3 €JIEKTPOHHOI MO3HAYKH Yacy
(mume most QR-xony);

JaH1 PO MOTO/PKeHHS (JIUIIE AT aKTiB).

91. Ilix yac peecTpalii nanepoBUX TOKYMEHTIB BUKOPUCTOBYETHCS IITPUX-KOoJ a0o QR-kox,
a IiJ] yac peectpauii akTiB - aume QR-kozx.

I'pugh 3ameeposicennsn 0okymenma

92. V pa3l KonM €JIEKTPOHHUH JOKYMEHT 3aTBEPUKYETbCSI IMOCTAHOBOIO, PIILIEHHSM,
HaKazoM, pO3MOPSKEHHAM, I'pud 3aTBep/KEHHs ckianaethes i3 cioBa “3ATBEPJKEHO”,
Ha3BH (Y pOJOBOMY BIAMIHKY) BUly JOKYMEHTA, IKUM 3aTBEP/XKYETHCS CTBOPEHUN JOKYMEHT, 13
3a3HaYeHHAM HOro AaTH 1 HoMepa, HalpuKIal:

3ATBEPJI’KEHO
Haxa3zom MinictepcTBa (hiHaHCIB
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I'pud 3aTBepIKEHHS BI3yalli3yeTbCs y NPABOMY BEPXHbOMY KYTKY IEpIIOi CTOPIHKH
JTIOKYMEHTA.

Jlani npo suxonanus 0OKyMenmis

93. BigmiTKka Mpo 3aKkiHYEHHS BHUKOHAHHS JOKYMEHTa MICTUTh aBTOMAaTHYHO 3T€HEpOBaHi
CHCTEMOIO E€JIEKTPOHHOTO TOKYMEHTO00ITy citoBa “/lo cripaBu”, HOMEp CIpaBH, a TAKOXK KOPOTKi
BIJTOMOCTI IIPO Or0 BUKOHAHHS, HATIPUKJIIAL!:

/1o cipaBu Ne 03-10
JIuct-Bignosias Big 20.05.2017 Ne 03-10/01/802

abo

Jlo cripaBu Ne 05-19
[TuTaHHs BUPILIEHO MO3UTUBHO MiJ Yac TeneoHHOT
po3moBu 04.03.2017

Ocobausocmi oghopmieHHs 0essKUX 8108 OOKYMEHMIE
IIpomokonu

94. TIpoTOKOIM CKIQJAIOTBCA B EJICKTPOHHIM (opMi BIAMOBIMHO [0 I1HCTPYKIIl 3
TIOBOJICTBA YCTAHOBU 200 PIilIEHHS KOJETiadbHOTO OPraHy.

95. V¥ pa3i BeneHHs aynioBi3yanbHOI (pikcarlii 3acilaHHs BIATIOBIIHHUM 3aMUC TANUCYETHCS
€JIEKTPOHHUM LHU(POBUM MIiAMMCOM CEKpeTapsi KOJIETiaJbHOro opraHy (maii - cekperap) abo
YIIOBHOBaYXEHOT 0COOM Ta JOJA€THCS 10 MPOTOKOIY.

96. IIpoTOKONMM Ta BUTATH 3 HUX 3aCBIMUYIOTHCS €JIEKTPOHHOIO MEYATKOI YCTaHOBH, SIKY
HaKJIamae cimyx0a JITOBOJCTBA, 1 HAJICHIIAIOTHCS y pa3i MOTpeOu 3aiHTEpEeCOBAaHUM YCTaHOBAM,
MOCaI0BUM 0co0aM, TpaiiBHuKaM. [lepernik po3cuiku cKiragae cekperap.

Cnyorcoo8i nucmu

97. Cnyx0oBuil JHCT B eNeKTpoHHIH (opmi odopmitoeTscsi Ha OJaHKY, aBTOMAaTUYHO
3r€HEepPOBAHOMY CUCTEMOIO €JIEKTPOHHOTO JOKYMEHTOOOITY YCTaHOBH.

98. [laToro JucTa € 1aTa HOoro peectparii y ciy»0i JiI0BOJCTBA.
Jloxymenmu npo caynco08i 8i0psaoHceHH s

99. Jlns peectpartii BiIpsKEHb BEIEThCS OKPEMUHN €IEKTPOHHUHN KypHAI (JI0JaTOK 5), i
yac BHECEHHS 3alUCy IPO BIAPA/DKEHHS 0 SKOTO CHUCTEMa EJIEKTPOHHOTO JIOKYMEHTOOOITY
YCTaHOBM 3IIMCHIOE aBTOMAaTUYHE JIeJIeTyBaHHS MMOBHOBAaYKEHb B CHCTEMI BiJ] OJHIET MOCaIOBOT
0co0u 0 1HIIOT Ha Yac TaKOTO BiJIPSHKCHHSI.

IlinroroBKka NpoeKTiB eJIeKTPOHHUX JOKYMEHTIB

100. 3a miAroTOBICHWHA MPOEKT EJICKTPOHHOTO JIOKYMEHTa BIJIIMOBIIAJIbBHUM € aBTOP
JIOKYMEHTA.

3a opranizaiirto BUKOHaHHS €JIEKTPOHHOI'O JIOKYMEHTa BIJIMOBIIAIOTh OCOOM, 3a3HAYCHI B
€JIGKTPOHHIH pe30IoLii, HaKJIaleH1H 3a pe3yIbTaTaMH IEPBUHHOTO PO3IIIAY JOKYMEHTA.

101. IlizroToBKa MPOEKTY €NEKTPOHHOTO JOKYMEHTA 3JIIHCHIOETHCS 3 YpaXyBaHHAM TaKUX
BUMOT
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IPOEKT €JIEKTPOHHOT'O JOKYMEHTA FOTYETHCSI aBTOPOM JIOKYMEHTa B CUCTEMI €JIEKTPOHHOTO
JIOKYMEHTOO0ITY YCTaHOBH;

y pa3i HasgBHOCTI CYNPOBIIHMX MaTepialiB 10 MPOCKTY EJIEKTPOHHOTO TOKYMEHTa BOHH
JOJJAIOTHCA 10 TMPOEKTY €JIEKTPOHHOTO JTOKyMEHTa BUKIIOUHO B €JIEKTPOHHIN (opMi (30Kpema
TabnuuHi Ta rpadivHi Matepianu, (OTOKOMIi JOKYMEHTIB, 3aBaHTa)XEHI y CUCTeMy y (aiiinax
(opmarTiB, BU3BHAYEHHUX aKTaMH 3aKOHO/IaBCTBA);

BHECEHHS JI0 TIPOCKTY EJIEKTPOHHOTO JOKYMEHTa IIOCHJIAHHS Ha JOKYMEHT(HW), Ha
BUKOHAHHS SIKOT'O(MX) CTBOPEHO BiMOBITHUI MTPOECKT;

BHECCHHS JI0 PEECTPALiTHO-MOHITOPUHTOBOI KAPTKH B aBTOMATU30BAaHOMY PEXHMI 1HACKCY
CIpaBH 3a HOMEHKIATypOIO CIIPaB, 1O $KOI BiJJHOCHTBCS EJICKTPOHHHH JIOKYMEHT, IO
CTBOPIOETHCS;

3a3Ha4YeHHS 000B’SI3KOBOTO CTATYCy MPU3HAYEHHS MPOEKTY (1HII[IaTUBHUM, 1HPOpMAIIHHUH,
MpOMiKHA BiJIOBIIb, TIOAAHHS PO 3MiHY CTPOKY, 3aIIMT Ha JOJATKOBY iH(QOpMAIit0, OCTaTOYHE
BHKOHAHH);

(bopMyIIOBaHHS MPOEKTY AOPYUYEHHS JI0 JOKYMEHTA 3/IHCHIOETHCS Y TEKCT1 JOKYMEHTa, 110
SIKOTO IUIAHYETHhCSI BUJAHHS BIANOBIIHOTO JOpPY4YeHHsS, Y ()OpMi KOHKPETHOI'O 3aBJaHHA 13
3a3HaYCHHAM CTPOKY HOr0 BUKOHAHHS Ta BUKOHABIIIB, HAPUKIIA[: A€IapTaMEHTy 3a0e3MeueHHs
JIOKYMEHTOO00ITY; KepiBHUKAM CTPYKTYpPHHUX I1JIPO3LIIB TOIIIO;

dbopMyBaHHS TIepeIiKy IMOTO/DKYyBaviB Ta IMANMKCYBaYiB y PEECTPAIITHO-MOHITOPHUHTOBIN
KapTIIi.

102. Im’s daiina BUXITHOTO MPOEKTY €JIEKTPOHHOTO JOKYMEHTa, CYNPOBIIHUX Ta IHIINX
MaTepialiB 0 HbHOTO IMOBHMHHO MaTH CTHCIYy YHI()IKOBaHy Ha3By, sKa YITKO BUXOAMTH 13
MIPUHAJICKHOCTI BMICTY (haiiia, HapUKIal;:

Jlucer ...

Cnyx0oBa 3amnucka ...

Hakas mpo ...

3MiHM 10 HaKa3y Bix ... Ne ...

Hoga penakuis Haka3y Big ... Ne ...
J1_Tlopsimok (MOI0KEHHS, IHCTPYKIIISI TOIIO) ...
J2 Tabnuug (rpagik, IiIaH TOIIO) ...
CkaHoBaHa KOIIis JIUCTA ...

Bizyeanns ma no2coocenns npoekmis eneKkmpoHHUX OOKyMeHmiea

103. TloromkeHHs NPOEKTYy €JIEKTPOHHOrO JOKyMEHTa Tojsra€e y MHWOro Bi3yBaHHI
YIIOBHOBXEHUMHU 0CO0aMM, 3a3HAYEHMMHM B PpEECTPALiHHO-MOHITOPUHIOBIM KapTii, LIO
3a0€3MeYy€eThC  CHUCTEMOIO  €JIGKTPOHHOTO  JIOKYMEHTOOOIr'Y yCTaHOBM Ha  MIACTaBl
c(hopMOBaHOTO MEPENIKy MOrOKyBauiB, 3a3HAYCHUX Y PEECTPALlifHO-MOHITOPUHIOBIH KapTIIi.

104. Tadopmartis mpo MOTOHKCHHS, BIIXMJICHHS 200 TTOBEPHEHHSI aBTOMATUYHO BHOCHUTHLCS
JI0 peecTpaliitHo-MOHITOPUHIOBOI KapTKH.

105. TlorompkeHHs Ta MiANUCAHHA TMPOEKTY EJIEKTPOHHOTO JOKYMEHTa 3/1HCHIOETHCS Y
TaKOMY HOPSIKY:

IPOEKT EJEKTPOHHOTO JOKYMEHTa CIIOYaTKy BI3yeTbCS IOTro aBTOPOM, KEPiBHUKOM
MiAMOPSIKOBAHOTO IMIAPO3IUTy Ta KEPIBHUKOM CTPYKTYPHOTO MiIpO3ainy (BiAMOBIZAIEHOTO
MiAPO3JiTy) Ta YIOBHOBRXCHHMH OCO0AMHU IHIIUX CTPYKTYPHUX MiJIPO3AiNIIB YCTaHOBH,
3a3HaYCHUMH B PEECTPAIIHO-MOHITOPUHTOBIH KapTIIi;



IPOEKT EJIEKTPOHHOTO JOKYMEHTA BI3y€ThCS 3aCTYMIHUKOM KEpiBHMKA YCTaHOBH, SKUH
KOOPAMHYE pPOOOTY CTPYKTYpHOTO TIiAPO3MALTy, BIJIMOBIIATLHOTO 3a MIATOTOBKY IPOEKTY
€JIGKTPOHHOT'O JIOKyMEHTa (TOTOJKEHHS IHIIMX 3acCTYMHUKIB KEpiBHHKA YCTAHOBH, SKi
KOOPAMHYIOTh pOOOTY 3aIHTEPECOBAHUX MIPO3/I1IIB, HE BUMAraceThcsl);

y pa3i IOoroKeHHS MPOESKTIB HaKa3iB (PO3MOPSIKECHbB) B €JIEKTPOHHIN (hOpMI IPOSKT HaKa3y
(pO3MOpSAIKEHHS) BI3y€ThCS  YIIOBHOBAXXCHUM  TIPEJCTABHUKOM IOPHIMYHOI CIYyKOW 3a
pe3ysIbTaTaMy MPOBEJACHHS IOPUINYHOT €KCIIEPTU3H;

IOPOEKT  E€JEKTPOHHOIO  JOKYMEHTa  BI3yeTbcd  BCiMa  IOCAJOBUMHU  Oco0amu
(moromxyBauyaMu), HasIBHICTh BI3M SKUX MEpPe0aYeHO B PEECTPAIITHO-MOHITOPHHTOBIH KapTIIi,
IpU I[bOMY Bi3yBaHHS TPOEKTY EJEKTPOHHOTO JIOKyMEHTa HE 3aTBEpKye 3a3HaYCHUU
JOKYMEHT;

NPOEKT MIAMHCYETbCSI KEepiBHUKOM (MiAMHCYBadeM), SKUHA 3aTBEPIKYE EIEKTPOHHUMN
JIOKYMEHT.

106. He moromkeHMid y BIAMOBIIHOMY TMOPSAKY IMPOEKT EJIEKTPOHHOTO JTOKYMEHTa HeE
NepeIa€ThCs Ha MANUCaHHS (3aTBEPIKECHHS).

107. YnoBHOBa)ke€H1 0COOU IHIIMX CTPYKTYPHHUX MIAPO3JLIIB 3a (AKTOM HAIXOJKEHHS J10
HUX Yepe3 CHUCTEMYy EJIEKTPOHHOI'O JIOKYMEHTOOOIY YCTaHOBH MPOEKTY €JIEeKTPOHHOI'O
JIOKyMEHTa O€pyTh Y4acTh y MOTO ONpAIfOBaHHI B YACTHHI, 1110 CTOCYETHCS iX KOMIETEHIIIT.

108. Cporo MO3MILII0 MO0 ONpPALOBAHOIO MPOEKTY EJIEKTPOHHOIO JOKYMEHTa
YIIOBHOBaXCHAa 0c00a 3aiHTEPECOBAHOTO MiAPO3IiTY IOBOAWUTH IO BifioMa BiJNOBITAIBEHOTO
MiIPO3/IUTY Yepe3 CHCTEMY €JIEKTPOHHOTO JIOKYMEHTOOOITY yCTaHOBH. BiamoBigHa mo3ullis Mae
OyTH 4iTKO OOTPYHTOBAHOIO, a y pa3i HEOOXIAHOCTI BUKIAJIEHA Y TEKCTI MPOEKTY €IEKTPOHHOTO
JIOKYMEHTA B peXUMi BUIIPABIEHb (Y BUTJIAI HOBOI pelaKIlii HOro OKpeMHUX MOJIO0KEHbD).

VY pa3i BHECEHHS PEAAKIIMHUX MPAaBOK JI0 MPOEKTY EJIEKTPOHHOTO JIOKyMEHTa CHUCTEMa
€JIEKTPOHHOT'0 JOKYMEHTOOOITY YCTaHOBH:

30epirae MOTOUHY BEPCil0 MPOEKTY €JIEKTPOHHOTO JTOKyMeHTa (0e3 pelaKIliitHiX MpaBoK) 3
yciMa HaKJIQJIGHUMH Ha Hel eJeKTPOHHUMH IH(POBUMH MiAnHcaMu (IO MiATBEPIKYIOTHCS) B
apxiBi BepCii MPOEKTY EIEKTPOHHOTO JOKYMEHTA;

CTBOPIOE HOBY BEPCiI0 MPOEKTY €JIEKTPOHHOTO JOKyMeHTa (0e3 eIeKTpPOHHUX HU(PPOBUX
MiJIMHACIB), SKa CTa€ TOTOYHOIO BEPCIEI0 MPOEKTY EJIEKTPOHHOTO JOKYMEHTa 1 JIO SIKOi
30epiratoThcs BCi BHECEHI PeIaKIliiiHi MpaBKH.

VYci Bepcii mpoekTy 30epiraroTbesi B apXiBl Bepciil B peecTpaliiiHO-MOHITOPUHTOBIM KapTIii.
PenaryBanns Bepciii, 30epe’keHUX B apXiBl peecTpaLiifHO-MOHITOPUHIOBOI KapPTKH OJIOKYETHCS.
PenaryBanHs moTouHO1 Bepcii OJ0KYeThCs MiCiIs 3aTBEPAKEHHS JOKYMEHTA.

109. 3a pimeHHAM KepiBHUKAa YCTAaHOBH, BHU3HAYEHOTO B IHCTPYKIII 3 JIJIOBOJICTBA
YCTAaHOBH, IIOTO/PKCHHSA TIPOCKTY CJICKTPOHHOI0 JOKYMCHTA (33 BUKIIFOUCHHAM HaKa3iB
KepiBHUKA YCTAHOBH) MOXE 3JIIHCHIOBATHCS Y TAKOMY MTOPSIKY:

MPOEKT EJIEKTPOHHOI'O JIOKyMEHTa BI3YEThCS HOro aBTOPOM, MICIsL YOro cHucTeMa
€JIEKTPOHHOTO JIOKYMEHTOOOITY yCTaHOBH aBTOMATHYHO OJHOYACHO HAJCWIAa€ HOro Ha
O3HAMOMJICHHSI KEPIBHMKY MIiAMOPSIKOBAHOIO MIAPO3AUTy Ta KEpPIBHUKY CTPYKTYPHOTO
MiIpo3aiTy (BIAMOBIAAIBLHOTO MIIPO3ALTY), 3aCTYITHUKY KEpIBHUKA YCTAHOBHU, SKUU KOOPAHHYE
po0OTY BIANOBINATBHOTO MiAPO3IUTY, Ta YHOBHOBO)XEHHUM 0C00aM IHIIMX CTPYKTYPHHUX
MiIPO3/ITIB YCTAHOBH, 3a3HAYEHUX B PEECTPAIlifHO-MOHITOPHUHTOBIHM KapTIli;

MOrO/DKyBay, 3a3HAYCHHH B pPEECTPALifHO-MOHITOPHHIOBIA KapTii, MPOTITOM CTPOKY,
BU3HAYEHOTO 3TiHO 3 IHCTPYKIIEIO 3 IIJIOBOJICTBA YCTAaHOBU 3aJIEKHO BiJl 00csTy Ta/abo BUIY



JIOKYMEHTa, Ma€ O3HAMOMHUTHUCS 3 MPOEKTOM EJEKTPOHHOTO JOKYMEHTa Ta Y pa3l HasBHOCTI
3ayBa’K€Hb BHOCHUTH 1X JI0 MIPOEKTY €JIEKTPOHHOTO JOKYMEHTA;

SKIIO MOTOJKYBay MPOTATOM 3a3HAYCHOTO B PEECTPALifHO-MOHITOPHHTOBIH KapTIi CTPOKY
HE TIOTOAMB Ta HE BHIC 3ayBaXXEHb [0 TMPOEKTY EJEKTPOHHOTO JOKyMEHTa, CHUCTEMa
EJIEKTPOHHOTO JIOKYMEHTOOOIT'Y aBTOMAaTHYHO BHOCHUTH [I0 PEECTPALifHO-MOHITOPHHIOBOI
KapTKH iH()OPMAIIiI0 PO MOTOKEHHS IIbOTO MPOEKTY 33 3aMOBUYBAHHSIM.

ABTOMAaTHYHE NOTOJPKEHHS €JIEKTPOHHUX JOKYMEHTIB (IIOTOJKEHHS 33 3aMOBUYBaHHSIM) HE
CTOCYETBCS MPOXOIKECHHS IX FOPUIUYHOI €KCIIEPTU3H.

110. Y pa3i moromxeHHs MPOEKTY €IEKTPOHHOTO TOKyMEHTa YIOBHOBAXXKEHA 0C00a 1HIIIOTO
CTPYKTYPHOTO MiJIPO31lly, 3a3HAYEHOTO B PEECTPaliifHO-MOHITOPUHIOBIM KapTili, Bi3y€ MPOEKT
€JIEKTPOHHOT'O JJOKYMEHTA.

111. TIlicns Bi3yBaHHS BCiMa 3a3HaY€HUMH B PEECTPAIITHO-MOHITOPUHTOBIN KapTIli
MOTO/KYBa4aMU CHCTEMa EJIEKTPOHHOTO JIOKYMEHTOOOIT'Y YCTaHOBM aBTOMAaTHYHO HaJCHIIA€
MPOEKT EJNIEKTPOHHOTO JIOKyMEHTa Ha [MIANHCAaHHS 3a3HAYEHOMY B  PEECTpaIliifHO-
MOHITOPUHTOBI# KapTIi MiNHCyBayvy.

FOpuouuna excnepmusza

112. FOpuaudna ekcnepTus3a NpOXOIUTh y €IEKTPOHHIN (hOopMi 3 BUKOPUCTAHHSM CHCTEMH
€JIEKTPOHHOTO JJOKYMEHTOOOITy yCTaHOBH.

113. 3a pe3ynpraTaMu HOPUIMYHOI €KCIIEPTU3U Y pa3l HASBHOCTI 3ayBa)K€Hb 10 MPOEKTY
€JIGKTPOHHOI'0 JIOKYMEHTa YIIOBHOBaXKEHAa 0C00a IOPUIAMYHOI CIYy)XKOM TOTye B EJIEKTPOHHIN
(hopmi BUCHOBOK 3a (hOpMOI0, 3aTBEPIKEHOI0 MiH IOCTOM.

114. BUCHOBOK BHOCUTBCSI 10 CHCTEMH EJEKTPOHHOTO JIOKYMEHTOOOIl'Y YCTaHOBU SIK
BHYTPIIIHINA JOKYMEHT, JIOTIYHO TOB’S3aHUN 13 MPOEKTOM, JO SKOTrO BiH IMiATOTOBICHHH, 3a
MiITUCOM YIIOBHOBa)XEHOT 0COOH IOPUIUYHOT CITY:KOU.

115. YV pa3si BiICYyTHOCTI 3ayBaXK€Hb J0 MPOEKTY €JIEKTPOHHOTO JOKYMEHTa yIOBHOBAaXKEHA
oco0a IOpUINYHOI CITYKOH Bi3y€e MPOEKT €JIEKTPOHHOTO JOKYMEHTa B CHUCTEMI €JIEKTPOHHOTO
JIOKYMEHTO00Iry yCTaHOBH.

ITionucanmns npoekmie enekmpoHHUX OOKYMEHMIG
ITionucysau

116. ITocanoBi ocoOu € MiANUCYBayaMHy MPOEKTIB €JIEKTPOHHUX JOKYMEHTIB B MeXaX CBOIX
MTOBHOB)KEHb.

117. IlignucyBaueM TPOEKTIB €JICKTPOHHUX TOKYMEHTIB, IO HAJCHIAIOTHCA yCTaHOBAMH,
kpim Cekperapiaty KabGinety MinictpiB Ykpainu, 1o BepxoBnoi Pagu Ykpainu, Anminictparii
[Ipesunenra Ykpainu, KaGinery MinicTpiB YKpaiHu, € KEpiBHMK ycTaHOBH abo oco0a, 110
BUKOHY€E HOT0 000B’SI3KHU 3TiHO 3 PO3MOALIOM 000B’SI3KiB, JepKaBHUI CEKpeTap MiHICTEPCTRA.

[ligmucyBayeM MPOEKTIB eNeKTpoHHUX JokyMeHTIB Cekpetapiaty Kabinetry MiHicTpiB
VYkpainu, mo HajacunaioThesi 10 BepxoBhoi Pagm VYkpainm ta Anminictpamii Ilpesunaenra
Vkpainn, € [lepxaBauii cexperap Kabinety MinicTpiB Ykpainu.

[TignrcyBayeM MPOEKTIB €IEKTPOHHUX JOKYMEHTIB, ITOB’I3aHUX 3 BUKOHAHHSIM MiHICTPaMH
MONMTHYHUX (YHKIIH, € BIANOBITHUM MIHICTp Ta MEPIIMA 3aCTYNMHUK, 3aCTYITHUK MiHICTpa
3T1IHO 3 BU3HAYCHUM MIHICTPOM PO3IOiIOM 000B’SI3KiB.

[TigmucyBauem MPOEKTIB €JICKTPOHHUX JOKYMEHTIB, [0 HAJICUIAIOTHCS YCTAHOBAM BUIIIOTO
piBHS, Ta JOpPY4YeHb YCTaHOBAM, OpraHizailisiM Ta MiJIMPUEMCTBAM, IO HAJICKATh 10 chepu



YIpaBIIiHHSA YCTaHOBH, € KEpIBHMK ycTaHOBM ab0 ocoba, 10 BUKOHYE HOro oOOB’SI3KH,
3aCTYIMHMK MIHICTpa 3T1HO 3 PO3MOI1I0M 000B’SI3KIB a00 JIep>KaBHUI CEKpeTap MiHICTEpCTBa.

[TinmucyBayem MPOEKTIB €JIEKTPOHHUX JOKYMEHTIB, 10 HAJCHIAIOTHCS YCTAHOBAM TOTO K
a00 HIKYOTO PiBHS, TEPUTOPIATILHOMY OpPraHy yCTaHOBH, OpTraHi3allisiM Ta MiANpUEMCTBAM, 10
HajiexaTh 10 chepu ynpaBlliHHS YCTAHOBH, & TAKOX JIMCTIB 1100 PO3POOJICHHS MPOCKTIB aKTIiB €
KEpIBHUK CTPYKTYPHOT'O MiJPO3/iTy YCTAaHOBH 3TiIHO 3 BU3HAYEHOIO KOMIIETEHIII€0 a00 0coba,
10 BUKOHYE HOTO 000B’SI3KH.

[lignmucyBaui MPOEKTIB €JNEKTPOHHUX JOKYMEHTIB, IO HAJACHUJIAIOTHCA MiJIPUEMCTBAM,
yCTaHOBAaM Ta OpTraHi3allisaM, K1 He HAJIeKaTh JI0 JICPKABHOTO CEKTOPY €KOHOMIKH, TPOMAJISTHAM,
BU3HAYAIOTHCS IHCTPYKIIEIO 3 A1IOBOJICTBA YCTAaHOBH.

118. He momyckaeTbCcsi MiANMCAaHHS B YCTAaHOBI IMPOEKTIB EJIEKTPOHHUX JIOKYMEHTIB 13
3BepHEHHsIMU Oe3mocepenHbo 10 BepxoBuoi Paau VYkpainu, IIpesunenta VYkpaiuu,
Anminictpanii Ilpesunenra VYxpainu, IIpem’ep-minicTpa YKpaiHu, Bime-pem’ep-MiHICTpIB
VYxpainu, Kabinety MinictpiB Ykpainu, Cekperapiaty Kabinery MinictpiB Ykpainu, MiHICTpiB,
OMMHAIOUU YCTAHOBY, 10 C()epU YNpaBIiHHS SIKOI BOHA HaJleXaTh, SKILO 1HILIE HE NeperdaueHo
3aKOHOJJaBCTBOM.

119. PexBi3uT miAmmcyBava CKJIAA€ThCS 3 HAWMEHYBaHHS MOCAJH OCOOHW, sSKa TiAMHUCYE
€JICKTPOHHHM IOKYMEHT, IMEHI 1 MPi3BUIIA, HAPUKIIAT;

Misictp Im’s ITPI3BUIIE

120. IIpoekTn eIeKTPOHHUX JOKYMEHTIB IMiAMHUCYIOTHCS, K MPABUIIO, OJIHIEI0 MOCAT0BOIO
0c00010, a y pasi, KOJH 3a 3MICT MPOEKTY EJICKTPOHHOTO JIOKYMEHTA BIAMOBIaIbHI KiJbKa 0Ci0 -
nBoMa abo Oinblne mocanoBuMu ocobamu. [Ipuw 1IbOMYy pEKBI3UTH IOCAZOBHUX 0CIO -
MiAMUCYBaYiB PO3MIMIYIOTBCS OAMH TiJA OJHUM BIANOBIAHO 10 MiJHOPSIKOBAHOCTI OCiO.
Hanpuxnan:

Hupekrop Im’s TIPI3BULLE

["onoBHwMit 6yxranrep Im’a TIPI3BUILE
abo

[Nomosa xomicii Im’s TIPI3BUIIE

Cekperap komicii Im’s TIPI3BULIE

121. V pa3i miinmucanHs MPOEKTy CIUIBHOIO €eKTPOHHOTO JOKYMEHTa KiJIbkoMa 0co0aMu,
SIK1 3aiMalOTh OJIHAKOBI MTOCA/IU, IX PEKBI3UTH PO3MIILYIOTHCS HA OAHOMY PiBHI, HAIIPUKIIA!

MiHicTp rocTHii MinicTp diHaHCIB

Im’a TTIPI3BBUIIE Im’a TTIPI3BUIIE

122. 'V pasi BiICYTHOCTI MOCaZ0BOI 0COOHM, PEKBI3UTH MiANHCYyBaya SKOI 3a3HAYEHO Y
MIPOEKTI EJIEKTPOHHOTO JOKYMEHTa, aBTOPOM MPOEKTY CTBOPIOETHCS HOBHM MPUMIPHUK MTPOEKTY,




B SKOMY 3MIHIOIOTBCS JIMIIE PEKBI3UTHU MiJNKMCyBaya, MIiCJs YOro BIAMOBIAHUN NpUMIpHUK 0e3
TTOBTOPHOTO MOTO/KEHHSI BHOCUTHCS HA MiAMKUC 0C001, 10 BUKOHYE i1 000B’SI3KH.

Kepienuk ycmanosu

123. V pasi KoiaM MigOHCyBaueM €JIEKTPOHHOTO JOKYMEHTa € KEpiBHUK YCTAaHOBH,
MOTO/UKCHUH TIPOCKT EJEKTPOHHOIO JOKYMEHTa HAJIXOAHWTh JIO YIOBHOBAXEHOI 0COOH
MaTPOHATHOI YM 1HIIOI CIYXOW, IO OpraHi3oBye Ta 3abe3medye poOOTy KEpiBHHKA yCTAaHOBH
(maui - cmyx06a KepiBHHKA).

124. YnoBHoBaxeHa ocoba ci1yk0u KepiBHUKA:

nepeBipse€ MPOEKT ENEKTPOHHOTO JOKyMEHTa Ha MpeJAMET HOro BiAMOBIAHOCTI BHMOTaM
1010 TiATOTOBKH BiJMOBITHUX MPOEKTIB;

nepeBipsie MIHCHICTh YCiX HAKIAJICHUX HA MPOCKT CJICKTPOHHOTO JOKYMEHTA EJICKTPOHHUX
U(POBUX MIAMHCIB;

BU3HAYa€ MPOEKT EJIEKTPOHHOTO IOKYMEHTa BiANOBIAHUM JUIA IEpelaBaHHA HOro Ha
MiAMUCAaHHS KEPIBHUKY YCTAaHOBH Ta y pa3l BU3HAUEHHS HOTro TaKUM Bi3y€ IMPOEKT, SIKIIO IIe
BU3HAYCHO 1HCTPYKII€IO 3 JIOBOJICTBA YCTAaHOBH, Ta IepeJae HOro KEpiBHUKY YCTAaHOBH Ha
MITHC;,

y pa3i KoM JOKYMEHT BIANOBIJHO O HOMEHKJIATYpU CIpPaB Ma€ MOCTIHHUEN a00 TpuBaiuit
(monax 10 pokiB) CTpok 30epiraHHs, J0OJATKOBO BHIOTOBJIIE€ MAanepoBUN MHPUMIPHUK
MIOTO/I)KEHOT0 €JIEKTPOHHOTO JOKYMEHTA, 110 MICTUTh PEKBI3UT miAnucyBada (6€3 10JaTKiB, 110
HE MOTPeOYIOTh MiIUCAHH), Ta 101a€ HOro Ha MiANUC KEPIBHUKY YCTAHOBH.

125. V pa3i xomu KepiBHUK YCTaHOBH a0O0 YIOBHOBaXEHAa 0co0a Ciy)kOM KepiBHHKA
BHOCHTBH JIO TPOEKTY EJIEKTPOHHOTO JTOKYMEHTa PEIaKIliiiHi MpaBKH, CHCTEMa EIEKTPOHHOTO
JOKYMEHTO00ITy YCTAaHOBM aBTOMAaTHYHO CTBOPIOE HOBY BEpCIl0 TPOEKTY eIEeKTPOHHOTO
JOKYMEHTa, sKa 3a DINICHHSAM KEpiBHUKA YCTAHOBH MO)Ke OYyTH MiamucaHa 0e3 MOBTOPHOTO
TIOT'OJKCHHA.

126. Ilicns mignmucaHHS JOKYMEHTa KEpPIBHUKOM YCTaHOBHU B €JEKTPOHHIN (opmi BiH
aBTOMATHYHO PEECTPYETHCS Ta HAJACUIIAETHCS Yepe3 cucTeMy B3aemoii. [lanepoBuii mpuMipHUK,
KWW BIJATOBIIHO J0 HOMEHKJIATYPH CIpaB Ma€ MOCTiHHWUNA abo TpuBanuii (moHan 10 pokiB)
CTpOK 30epiraHHs, pa3oM 3 PO3JIPYKOBAHUM TEPETIKOM IOCAJOBUX OCIO, SIKUMHU IMOTOIKEHO
MPOEKT JIOKyMeHTa (rmocaja, Mpi3BuIle, iM’s, Mo 0aThKOBI, JaTa MOTOJKEHHS), YITOBHOBAaXXEHA
ocoba ciyOu KepiBHHKA TepeAae 0 BIANOBITHOTO CTPYKTYPHOTO MiAPO3ALTY JHIIE JJs
30epiranHs Ta GOPMYyBaHHS y CIIPaBY 3TiTHO 3 HOMEHKJIATYPOIO CIIPaB.

Ilionucannua npoexmy OOKyMeHmMA 3ACMYNHUKOM KepIGHUKA YCMAHOBU, KePIiGHUKOM
CMPYKMYPHO20 NIOPO30ILY

127. Y pa3i Koiu manucyBadyeM JOKYMEHTA € 3aCTYITHUK KepIBHUKA YCTAaHOBH, JIEPYKAaBHUM
cekpeTap abo KepiBHUK CTPYKTYPHOTO IiAPO3ILTY, BiIMMOBIIHUN €IEKTPOHHUN JTOKYMEHT IiCIst
MOTO/UKCHHST B YCTaHOBIICHOMY TOPSIKY HAAXOJUTh 4Yepe3 CHCTEMY CICKTPOHHOTO
JOKYMEHTO00ITy yCTaHOBH 0O€3M0CepeTHBO /10 BiAMOBIIHOTO MiANMHCyBayva.

128. BiaxuneHudd miANUCYBaueM MPOCKT IOBEPTAETHCA CHUCTEMOIO EJIEKTPOHHOTO
JIOKYMEHTO00ITy yCTaHOBH HOTO aBTOPY 13 3a3HAYCHHAM BMOTHUBOBAHOI IIPUUMHU BiIXMICHHS.

Ocobausocmi n020024cenHs: NPOEKMmi6 eleKmMpOHHUX OOKYMEHMi6 8 YCMAHO8I

129. Ilpoueaypa MOroJKeHHs MPOEKTY EJICKTPOHHOTO JOKYMEHTa KOHTPOJIOETHCS MOro
aBTOpPOM, a y pa3i Horo BiJICYTHOCTI 0C000I0, ika BHKOHYE HOTO 00OB’SI3KH.



130. V pa3i HaaXOXKEHHS MPOEKTY €JIEKTPOHHOTO TOKYMEHTa Ha MOTOJKEHHS MTOT0KyBay
MMOBUHEH O3HANOMHUTHUCS 13 3MICTOM IPOEKTY, 3aBI3yBaTH MPOEKT €JIEKTPOHHOI'O JOKyMeHTa (y
pasi 3roJiu 3 MPOMOHOBAHOIO PENIAKLIEI0 TEKCTY MPOEKTY €JIEKTPOHHOTO TOKYMEHTa) a00 BHECTH
3ayBa)K€HHsI Ta MPOIO3ULIIT 10 HBOTO.

131. 3ayBakeHHs 1 NPOMO3ULIi 1O MNPOEKTY EJIEKTPOHHOIO JOKYMEHTa, IO MaroTh
y3arajibHEeHUll (KOHLENTYalIbHUI) XapakTep, MOKYTh BUKJIAJIaTHCS B OKPEMOMY KOMEHTapi, 110
BHOCUTBCSI 10 PpEECTPALIHHO-MOHITOPUHIOBOI KapTKH, Ta MIANUCYIOTCA EJIEKTPOHHUM
IU(PPOBUM ITiIICOM O0COOH, SIKa CTBOPHJIA KOMEHTAp.

132. 3ayBaskeHHSI 1 TIPOIIO3HUIIIT IO MTPOEKTY €JIEKTPOHHOTO JJOKYMEHTA BHOCSTHCS B PEKUMI
peHaKIifHUX MpaBOK O€3MOCepPeHBO 0 TEKCTY MPOEKTY EIEKTPOHHOTO JOKyMEeHTa abo
BHJIUIAIOTHCS MIPUGTOM YU KOJIHOPOM, BIIMIHHHM BiJl HIPUQTY UM KOJbOPY OCHOBHOTO TEKCTY
MPOEKTY EJIEKTPOHHOT'O JIOKYMEHTa, Ta i3 3a3HAUEHHSM aBTOpPa BIAMOBITHUX MPABOK (PEKUM
BHIIPABIICHHS ).

133. 3ayBakeHHS 1 IPOMO3MIIIT 1100 BIAMOBITHOCTI HOPMATUBHO-TIPABOBUM aKTaM MAalOTh
BHOCUTHUCS 13 3a3HAYCHHSIM KOHKPETHUX HEBIAMOBITHOCTEH, CTaTel, MyHKTIB TOIIO a00 Mae
HaJaBaTHUCS BIAMOBITHUN BapiaHT peaakilii TEKCTY, A0 SKOTO € 3ayBa)KEHHSI.

134. TloromxyBau Bi3ye MPOEKT €IEKTPOHHOTO TOKYMEHTA JIMIIE Y pa3i BiICYTHOCTI B HHOTO
KOJIHUX 3ayBa)keHb. [10ro/KEHHIA TPOEKT €JIEKTPOHHOTO TOKYMEHTa aBTOMAaTHYHO TEPEIAEThCS
HACTYITHOMY IOTOJ[KYBady 3TiJHO 3 MEPETIKOM IMOT0/)KyBadiB Ta MiAMHUCYBadiB, 3a3HAYCHUX Y
peecTpariiHo-MOHITOPUHTOBIM KapTIIi.

IloromxenHs 3 3aYBA)KCHHAMHU HC IOOITYCKA€THCH, Kle BI/IHaI[KiB IIOIr'OJIPKCHHSA HpOGKTiB
aKTiB, MOPAIOK IMOT'O/PKECHHSA AKMX BU3HAUCHO 3aKOHOOAaBCTBOM.

135. YV pa3i BHeceHHs OyIb-KHX pENaKUIMHUX MPaBOK A0 MPOEKTY EJIEKTPOHHOTO
JOKYMEHTa CHCTEMa EJIEKTPOHHOTO TOKYMEHTOOOITY YCTAHOBH aBTOMATUYHO BIJKJIMKA€E HOTO 3
IIOTO/I)KEHHS Ta MIOBEPTAE MIPOEKT EJIEKTPOHHOIO JOKYMEHTA aBTOPY.

136. ABTOp TpPOEKTY €IEKTPOHHOTO JOKYMEHTa Iiclid TOBEPHEHHS HOMY BiJIXHIEHOTO
MIPOEKTY IOKYMEHTA 3/11iCHIOE HOT0 T0OTIpalfOBaHHS, 3a Pe3yJIbTaTaMu SKOTO:

npuiiMae (MOBHICTIO 00 YaCTKOBO) HaJ/laHI 3ayBa)KCHHs, MPOMO3HIIii, pelaKiliiiHi MpaBKH Ta
HaJ/ICHJIa€ Ha MMOBTOPHE TOTOKEHHSI HOBY BEPCII0 MIPOCKTY €IEKTPOHHOTO IOKYMEHTA;

BMOTHMBOBAaHO BIIXWISE€ HaJaHl 3ayBa)KCHHS Ta TPOIO3HUINI 13 3a3HAYCHHSM IIiJICTAaB Yy
BIJNIOBITHOMY KOMEHTapi, IO BHOCHUTBCS JI0 PEECTPAIifHO-MOHITOPUHIOBOI KapTKH, 3
HAKJIQJIAHHSIM €JIeKTPOHHOTO HU(POBOTO MiKCY aBTOPA MPOEKTY, MiCIs YOTO MMOBEPTAE MTPOCKT
€JIGKTPOHHOT'O JIOKyMEHTa Ha TOT'O/DKEHHs y MonepeaHiii iloro penakuii 6e3 He0OXiTHOCTI oro
nepeBi3yBaHHS MOTOKYBa4aMH, SKUMH MPOEKT OYJI0 IOTO/IKEHO.

137. TloromxyBad, SIKHM OTPUMaHO IPOEKT EJIEKTPOHHOIO JOKYMEHTa, HMOBHHEH HOro
HNOTOAWTH a00 MOBEPHYTH i3 BMOTHBOBAaHMMH 3ayBXCHHSAMH Ta IPONO3HIISIMH MPOTATOM
CTPOKIB, BU3HAYCHHX 1HCTPYKIIEIO 3 I1JIOBOJICTBA YCTAHOBH.

138. SIkmo y mo3uIisix roJOBHOTO BHKOHABI Ta CHIBBUKOHABLSA € PO301KHOCTI, SIKI HE
MOXYTb OyTH BpPETYy/IbOBaH1 Ha piBHI (axiBIliB BIAMOBIIHUX CTPYKTYPHHX IiIPO3IiTiB, KEPIBHUK
TOJIOBHOTO BWIKOHABIISI 1HII[IOE€ TPOBENEHHS Y3rO/DKYBAIBHMX HapaJ Ta KOHCYJIbTAIlld 3
y3roJDKEHHS PO30DKHOCTEW Ha piBHI KEPIBHMIITBA BIAMOBIIHMX CTPYKTYPHHX MiAPO3ILJIIB.
Pesynbrati y3roKyBanbHOI Hapagud OPOPMITIOIOTHCS MPOTOKOJIOM, SIKHH TOTye Ta BHOCUTH B
CHUCTEMY EJICKTPOHHOTO JOKYMEHTOOOITY YCTAaHOBU aBTOP MPOEKTY, SIK JIOTIYHO IOB’S3aHHUU 13
JOKYMEHTOM, II0/I0 SIKOTO CKIIMKAJIACh Y3ro/DKyBaJlbHA Hapasa.



3a3HaueHMU IPOTOKOJI BI3YETHCS B CHCTEMI €JIEKTPOHHOTO JIOKYyMEHTOOOITY YCTAaHOBHU BCiMa
y4aCHUKaMU HapaJu Ta MIANUCYETbCS KEPIBHUKAMU CTPYKTYPHHUX MIAPO3JLUIIB, YV SKUX Oyiau
PO301XKHOCTI.

PeecTpamiifHO-MOHITOPHHTOBA KapTKa 3apeeCTPOBAHOTO MPOTOKOIY MIiCTUTh TIOCHJIAHHS Ha
EJIEKTPOHHHM TOKYMEHT, 11010 SIKOT0 HOro 0ys0 CTBOPEHO.

JIOMOBIIEHOCTI, JOCATHYTI MiJl Yac y3ro/KyBaJIbHOI HapaJ Iy Ta BUKJIAJEH] y Ii MPOTOKOI, €
000B’I3KOBUMH 17151 BAKOHAHHS BCIMa YUaCHHUKAMH IPOIIECY MOTOMHKEHHS pO301KHOCTEH.

139. TIpoeKkT eNEeKTPOHHOTO JIOKYMEHTa BBa)KA€ThCS TMOTO/DKCHUM Ta MOXE OyTH
I ITUCaHUH JIMIIE TICHSI TOTO, K Horo Oyie 3aBi30BaHO BCiMa IMOTOKyBadaMH, 3a3HAYCHIUMH B
PEECTPAIITHO-MOHITOPUHTOBIN KapTIIi.

140. V pa3i motpebu cucrtema eJIeKTPOHHOTO JOKYMEHTOOOIl'Y YCTaHOBH T'€HEpYy€e JIUCT
30BHINIHKOTO 200 BHYTPIIIHBOTO MTOTOIKEHHS.

Oco00,1MBOCTI MIATOTOBKM JIeIKUX BUAIB €JIEKTPOHHUX IOKYMEHTIB
Ilpoexmu axmie Kabinemy Minicmpie Yxpainu

141. IliaroToBKa MpPOEKTY aKTa BKIOYae B cede po3poOieHHs (CHiBpO3pOOIEHHS),
MIOTOJKEHHS Ta [IPABOBY €KCIEPTH3Y MPOEKTY B €NIEKTPOHHIN (opMmi.

142. Ctpoku po3poOJeHHS MPOEKTY aKTa BH3HAYAa€ TOJOBHHHA PO3POOHMK BiJMOBITHO IO
3aBJlaHHs, BCTAHOBJICHOTO Iu1aHoM ikl Kabinety MinicTpiB Ykpainu abo iHIIMM 3aBIaHHSIM Ha
HOT0 pO3pO0IICHHS.

SKm0 CTPOK MATOTOBKH MPOEKTY aKTa NPsSMO HE BU3HAYEHO 3aBJaHHSIM Ha HOro
MiATOTOBKY, TAaKWUH CTPOK CTaHOBUTH JO TPHOX MICAIIB Big Jatu HaOpaHHS YWUHHOCTI
BIAMOBIAHUM 3aBIaHHIM.

143. T'ooBHUM pO3pPOOHMKOM INPOEKTY aKTa BU3HAYAETHCS OpraH BUKOHABYOI BIajaH, J10
KOMIIETEHIIiI SKOTO HaJleXUTh (OpMyBaHHS Ta/abo peamizamis JEpXKaBHOI MOJITHKH Y
BiAMOBIAHIM cepi.

SKII0 MUTaHHS HAJIEKUTH 10 KOMIETEHIII KiTbKOX OpraHiB BUKOHABYOI BIaJH, TOJOBHUM
PO3pOOHMKOM BU3HAYAETHCSA OpraH, KOMIETEHINSl SKOTO y BIAMOBIAHIN cdepl € TOMIHYI0UOIO,
1HIII € 3aiHTEPECOBAHUMH OpPraHaMHU, SIKI MOXYTh B3SITH Y4acThb y PO3pOOJIEHHI NMPOEKTY aKTa y
YaCTHHI, IO CTOCYETHhCS I1X KOMIICTEHIli, y pa3l NPUAHATTS TAKOTO PIIMIEHHS TOJOBHUM
BHUKOHABIIEM.

["onoBHMIA pO3pOOHUK:

CaMOCTIHHO BHW3Ha4ya€ HEOOXIIHICTh 3aJIy4CHHsS 3alHTEPECOBAHOTO OPraHy N0 ydYacTi B
PO3pOo0JIeHHI IPOEKTY aKTa;

€ BIJMOBIJAJILHUM 33 CBOE€YACHY ITIJITOTOBKY MPOCKTY aKTa;

y pa3i HeoOX1THOCTI MO 1HIIIIOBATH YTBOPEHHS poO0Yoi rpynu Ha 06a3i CBO€T YCTAaHOBH 13
3aydeHHsIM (axiBI[iB 3aiHTEPECOBAHUX OPraHiB Ta HE3AJICKHUX EKCIEPTIB 3 BiJMOBIIHHUX
MUTaHb, JISUTBHICTH SIKOI PETYJIIOETBCS I1HCTPYKIIEI 3 JUIOBOACTBA YCTAaHOBH - TOJIOBHOTO
PO3pOOHUKA;

y pa3i po3po0sIeHHsT 0COOIMBO 3HAUYIIIOTO MPOEKTY aKTa MOXKEe 3BEpHYTHCS 10 [lepkaBHOTO
cekperaps Kabinery MinicTpiB YkpaiHu 3 1HIIIaTHBOIO YTBOPEHHS po0OouYoi Tpynu Npu
Cexkperapiati KaGinery MinicTtpiB YkpaiHu mij Toj0ByBaHHSIM Jlep:kaBHOTO cekperaps
Kab6inety MinictpiB Ykpainu abo ogHOTo 3 Horo 3acTynHuKiB. isUIbHICTh Takoi poO04O0i Irpynu
peryroeThes IHCTPYKIIiEro 3 AinoBojcTBa Cekperapiaty Kabinety MinictpiB Ykpainu.



144. Y pa3i npuiHATTS TOJIOBHUM PO3POOHHUKOM PILIEHHS IO 3aydeHHs 3a1HTEPECOBAHOTO
opraHy sIK CIBPO3pOOHHUKA (J1aJll - OpraH-CHiBpO3pOOHHK) TOJIOBHUI PO3POOHUK HE IMi3HIIIE HIXK
IPOTATOM JBOX poOOYMX IHIB 3 AHA HAOpaHHA YMHHOCTI 3aBJAHHSAM Ha PO3POOJICHHS MPOCKTY
CTBOPIOE  PEECTPALIMHO-MOHITOPUHTOBY  KapTKy TIPOEKTY Y CHCTE€Mi  €JIEKTPOHHOTO
JIOKYMEHTOO0ITy YCTaHOBH Ta IMOBIAOMIISIE OPraHy-CIIBPO3POOHMKY JIUCTOM, IO HAJICHUIIAETHCA
gepe3 CHUCTEMY B3a€MOJIii, PO MOYATOK PO3pOOJICHHS MPOEKTY i3 3a3HaYCHHAM METH, ceph
foro nii, CTPOKiB pO3pOOJIEHHS Ta KOHTAKTHUX JAHUX CTPYKTYPHOTO IMiJIpO3/iTy, BU3SHAYCHOTO
BIIMOBITAJIBHAM 3a MIATOTOBKY TMPOEKTY BiJl 1MEHI TOJOBHOTO pO3pOOHHKA, Ta WOTO
MpaLiBHUKIB, BIAMOBIAAIFHUX 32 MIITOTOBKY BIAMOBIAHOTO MPOEKTY aKTa.

3a3HavueHUN JTUCT MIAMUCYE KEPIBHUK YCTAHOBH - TOJOBHOTO PO3pOOHHMKA a0o ocoda, sika
BUKOHYE HOT0 000B’SI3KH.

145. Opras-criBpo3pOoOHUK Yy II'STUACHHUHA CTPOK 3 MOMEHTY OTPHUMAaHHS JIHCTa-
MOBIJIOMJICHHSI TIPO TIOYATOK PO3POOJICHHS MPOEKTY aKTa IMOBIJOMIISIE TOJIOBHOMY PO3POOHHUKY
JMCTOM, 1110 HAJICHJIAETHCS YePe3 CUCTEMY B3a€EMO/I1, PO 3roy Ha CHiBpO3pOOIEHHS, KOHTAKTHI
JIaHI CTPYKTYPHOTO TIIPO3ALTY OpraHy-CHiBpo3poOHHUKa Ta HOTO MPAIiBHUKIB, BIIMOBIIATBHUX
3a CIiBpO3pOOJICHHS BiJIMOBITHOTO MPOEKTY aKTA.

3a3HaueHUN JIUCT MIANUCYE KEPIBHUK OpraHy-criiBpo3poOHHKa abo ocoba, sika BUKOHYE
fforo 000B’3KH.

146. Y pa3i HEHaAXOJDKCHHSI Y BU3HAYEHHUH CTPOK BiJl OpraHy-CHiBpO3pOOHHMKA BiIMOBIII
TOJIOBHHUH PO3POOHMK 32 3aMOBYYBAHHSM BH3HA€ BiJMOBY TaKOTO OpPTaHY-CITIBPO3POOHHMKA BiJ
y4acTi y CIiBpo3poOIIeHH.

147. Ha erami croiBpo3poOJieHHSI MPOEKTY akTa OOMIH 1H(OpMAIl€El0 MK BUKOHABILSIMU
TOJIOBHOTO PO3POOHMKA Ta OPraHy-CHiBPO3pOOHUKA 3IHCHIOETHCS Yepe3 CIyKOOBY €JIeKTPOHHY
nomTy (Mpu I[bOMY KEpPIBHUKH CTPYKTYPHHMX MIJPO3AUIB 3a3HA4alOThbcd B KOMIi JIUCTA),
MIPOBEICHHS poOOUMX Hapas Ta 3yCTpidei Towlo.

l'onoBHMIT pO3pOOHUK HAACHIIAE IIArOTOBICHUN MPOEKT aKTa Ha CIY)XOOBY €JIEKTPOHHY
MOINTY MpaliBHUKAM  OpraHy-CHiBpO3pOOHWKA, BIANOBINAJbHUM 3a  CIIBPO3POOJICHHS
BI/IMIOBITHOTO MPOEKTY.

CriBpo3poOeHHsT TPOEKTYy aKTa 3IMNCHIOE  BIAMOBIMAJIBHUN  MIAPO3AUT  OpraHy-
CHiBpO3pOoOHMKa Oe3 3aJTydeHHs Ha 11l CTajlii KepiBHULITBA OpraHy.

BianoBiganbHMI MAPO3/I1T OpraHy-CIiBpO3pOOHUKA:

MOXXE y pa3i HEOOXIMHOCTI 3ajaydaTH 10 OIpAIfOBaHHS MPOEKTY aKTa BH3HAYEHI HHUM
CTPYKTYPHI HiIPO3IIJIH LHOTO X OpTraHy;

Ma€ TIIpOTAroM JOCCATU pO60‘-II/IX )IHiB 3 MOMCHTY HaIXOJKCHHA IIPOCKTY aKTa Ha
OTIPAIIOBAHHS BU3HAYUTUCA 3 TIO3UIIEIO OO0 MPOEKTY aKTa Ta MOJATH FOJIOBHOMY PO3POOHUKY
CBOI 3ayBa)KE€HHS 1 MPOTIO3HIIIi 0 HHOTO.

Skmo Ha cTamii cHiBpo3pOoOJICHHS B TMO3MUIIISX CIIBPO3POOHHKIB BHHUKIN PO301KHOCTI,
TOJIOBHUI pO3pOOHMK oOpraHi3oBye po0Oody Hapaay Ha piBHI KEpiBHHUKIB CTPYKTYPHHUX
MiIPO3aUTIB Ta OE3MOCepeHIX BHUKOHABIIB, BIAMOBIJANBHUX 3a CIIJIBHE PO3POOJICHHS, 3a
pe3yibTaTaMi SIKOi BiJNOBIJAIBHUM IIPO3IITIOM TOJIOBHOTO PO3POOHHMKA TOTYETHCS aKT
PO301XKHOCTEH 3a MiAMUCOM KEPiBHUKA YCTAHOBHU - TOJIOBHOTO PO3POOHHMKA.

Jlo akta po30KHOCTEH HE BHOCUTBhCS IH(OpMALis MPO OPraHU-CIIBPO3POOHUKH,
PO30DKHOCTI 3 SKHMH Yy TOJIOBHOTO PO3POOHWKA BIJICYTHI, a TaKOXX PO301KHOCTI, siKi OyIio
BPEryJabOBaHO 200 3HATO MiA yac poOOY0i HapaIu.



[licns 3akiHueHHS CIHiBPO3pOOJIEHHS TPOEKTY aKTa KOXXEH OpraH-CHiBpPO3pOOHMK Y
TPUICHHUH CTPOK TOTYye aKT TPO 3aBEpIICHHS CIUIBHOTO pPO3pOOJICHHS TPOEKTYy aKTa 3a
HiAMMCOM KEepiBHUKA BiMOBIAIBHOTO MiAPO3/LTY, Y SKOMY 3a3Ha4a€ CBOIO MO3MIII0 CTOCOBHO
MPOCKTY aKTa Ta MEPENiK 3ayBakKeHb, AKI HE OYyJ0 BPETyJIbOBaHO IIiJ 4yac poOouoi Hapadu, Ta
HaJIcUJa€ MOro rojIOBHOMY pPO3pOOHHUKY 4Yepe3 CHUCTeMy B3aeMoii. SIKIIO BiANOBiganbHUI
MIIPO3JIJ  OpPraHy-CliBpO3pOOHMKAa HE HaJaB MPOTATOM BHU3HAUYEHOTO CTPOKY TOJIOBHOMY
PO3pOOHUKY MPOMO3HLINA Ta 3ayBa)KeHb 0 MPOEKTY aKTa, HasBHICTb y FOJOBHOTO PO3POOHHKA
aKTa BiJ] TAKOTO OpraHy-CIiBpO3pOOHHKA HE BUMAra€eThCsl.

Pimenns mpo BpaxyBaHHS a00 HEBpaxyBaHHA pPO30DKHOCTEH, BHKIAIEHUX Yy aKTl MpPO
3aBEPIICHHS CITUIBHOTO PO3POOJICHHS MPOEKTY aKTa, MPUMAE KEPIBHUK YCTAHOBH - TOJIOBHOTO
pO3pOOHHUKa.

148. T'onoBHUI pO3pOOHUK MPOTATOM I’ITH POOOUMX JIHIB MiCIsI 3aBEPIICHHS PO3POOIICHHS
(ciiBpo3po0JIeHHs1) MPOEKTY aKTa HaJACWIAE€ TMPOEKT aKTa 13 CYNPOBITHUMHU MaTepiajaMu JI0
HBOTO Ha TIOTOJDKEHHS IO 3aiHTEPECOBAHUX OpraHiB uepe3 cucremy B3aeMonii. Pasom i3
MMPOEKTOM aKTa HAJICUIIAETHCS aKT PO301KHOCTEH.

[IpoexT akTa Ta CynpoBiJHI MaTepialu 10 HbOIO HAJCUJIAIOTHCS 3a MIANKUCOM KEpiBHHMKA
YCTaHOBU - TOJIOBHOIO po3poOHMKa a00o 0coOu, 110 BHUKOHYE HOro OOOB’SI3KM, 3T1IHO 3
HPOLEAYPOIO, BU3HAUCHOIO L€k [HCTpyKIi€to.

3aiHTepecoBaHMA OpraH y BHU3HAYCHHI CTPOK HAJICHIIAE€ TOJOBHOMY PO3POOHHKY JIHUCT i3
MO3UIIIEIO BIJMOBIIHOTO OpraHy JI0 MPOEKTY akTa (IOroKEHHS, MOTOHKSHHS 13 3ayBa)KCHHAMU
a00 HEMOTO/KECHHS 3 OOTPYHTYBaHHSAM) 3a MANMKUCOM KEpiBHUKA 3aiHTEPECOBAHOTO OpraHy abo
0co0u, 110 BUKOHYE HOro 000B’13KH, 3TiTHO 3 IPOLIETypOI0, BU3HAYCHOO ITi€t0 [HCTpYKITi€ETO.

149. TI'onoBHUI po3pOOHUK MPOTATOM TPHOX POOOUMX JHIB MICIS 3aBEPIICHHS MOTOKEHHS
MPOEKTY akTa (popmye makeT JOKYMEHTIB 3a MiJMUCOM KEpiBHHKA yYCTaHOBH abo ocolu, 1I0
BUKOHYE HOro oOOB’s3KM, Ta HAJCHJIAE Yepe3 CHCTEMY B3aeMOJii MpoekT A0 MiH’tocTy amis
NIPOBEJICHHS [IPABOBOI €KCIIEPTU3H.

BucHoBok MiH’10cTy 3a pe3yabTaTaMH MPaBOBOi €KCIIEPTHU3M MIJIMUCYE MiHICTp abo 0coba,
10 BUKOHYE HOT0 000B’SI3KH, 3T1THO 3 TIPOIICAYPOI0, BUBHAYCHOO i€t [HCTPYKITiETO.

150. TIpoekT akTa pa3oMm i3 CYNPOBIAHUMH MaTepiajamMu 10 HBOTO HAJACHIAETHCA Ha
posrmsan Kabinery MinicTpiB YKpaiHu yepe3 CHCTEMY B3a€MOJil 3a MiAMHUCOM MIHICTpa, KU
CIIPSIMOBYE Ta KOOPJWHYE IISVIBHICTh TOJOBHOTO PO3pOOHHMKA, a00 0COOM, 10 BUKOHYE HOTO
000B’s13KH, 3T{AHO 3 MPOLIEAYPOIO, BU3HAYCHOIO 11i€10 [HCTpYKIi€TO.

151. Iopsanok onpamtoBanHs Cekpetapiarom Kabinery MiHicTpiB YKpaiHU NPOEKTY aKTa,
BHeceHoro Ha posrisa KaGinery MinicTpiB Ykpainu, BuzHauaeThes Pernamentom Kabinery
MinictpiB YkpaiHu, 3aTBepakeHUM noctaHoBoro Kabinety MinicTpiB Ykpainu Bijx 18 nunusa
2007 p. Ne 950 (Ocpiniiinuii Bichuk Ykpainu, 2007 p., Ne 54, ct. 2180; 2011 p., Ne 88, ct. 3199).

Ilpoexmu naxa3zis (pos3nopsodicens) YyCmaHos

152. Hepxauuii cexperap Kabdinery MinicTpiB YKpainu, MiHICTpH Ta JIep>KaBHI CEKpeTapi
MIHICTEpCTB, KEPIBHUKM YCTaHOB Ta KEpIBHUKM amapaTy YCTaHOBH IIANUCYIOTh HaKa3H
(po3mopsiIKEHHS ) 3 OCHOBHOT JiSJIbHOCTI, aIMIHICTPaTUBHO-TOCTIOIAPCHKUX MUTAHb (J1aJll - aKTH
YCTaHOB).

[MuTaHHs TIATOTOBKH NMPOEKTIB Haka3iB (PO3MOPSAIKEHb) 3 KaJIpOBUX MUTaHb (0COOOBOTO
CKJIay) BU3HAYAIOTHCS 1HIIMMHU HOPMATUBHO-TIPABOBHMH aKTaMH.

153. TlpoekTn aKTiB YCTaHOB TOTYIOTBCS Ta TOTO/XKYIOTBCS B EJIEKTPOHHIN Qopmi
BIAMOBIHO 1O 3arajJbHUX BHUMOT IATOTOBKM Ta MOTOMKEHHS IIPOCKTIB EJIEKTPOHHHX


https://zakon.rada.gov.ua/laws/show/950-2007-%D0%BF#n13
https://zakon.rada.gov.ua/laws/show/950-2007-%D0%BF#n13

JIOKYMEHTIB, BH3HAu€HUX Ili€l0 [HCTpyKuieo, Ha ONaHKy, L0 aBTOMAaTHMYHO T'€HEPYETHCS
CUCTEMOIO €JIEKTPOHHOTO IOKYMEHTOO0ITY yCTaHOBH.

154. Tlepen mogaHHAM aKkTa YCTAHOBHM Ha IIJIMUAC aBTOP MPOEKTY JIPYKYE HOTO 13 CHCTEMH
€JIEKTPOHHOT'O JIOKYyMEHTOOOIT'y YCTAaHOBU pPa3oM 13 3r€HEPOBAHUM CHCTEMOIO EJIEKTPOHHOIO
JIOKYMEHTOOOITY YCTaHOBHU OJIAHKOM, Ha SIKOMY Bi3yasli3yeTbcsl aBTOMAaTHYHO chopmoBanuii QR -
KOJI.

Ha posnpykoBaHoMy TMpOEKTI aKTa YCTAaHOBM BHMAraeThCsl JIMILIE IPOCTABIICHHS
BJIACHOPYYHOI Bi3M YHNOBHOB@)KEHOT'O TNPEACTAaBHUKA IOPUANYHOI CIYXKOH, SKUM TMPOBEJIECHO
OPUJINYHY €KCIIEPTU3Y 3a3HAUYEHOTO MTPOEKTY.

155. IlignucanHa akTa YCTAaHOBH 3M1MCHIOETHCA OJHOYACHO Y TMAMNEpoBil Ta e€IEKTPOHHIN
dbopmax.

156. AKTH yCTaHOBHU PEECTPYIOTHCS B CUCTEMI €JIEKTPOHHOTO JOKYMEHTOOOITY YCTaHOBH 13
3aCTOCYBaHHSIM BIATOBIIHOTO MPOEKTY €JIEKTPOHHOTO JOKyMeHTa. [Ipu 1boMy Ha mamepoBui
MPUMIPHUK BIJIMOBIIHOTO aKTa TPOCTaBIAETbCS HOMEP Ta Jara peecTparlii, skl Oyio
ABTOMATUYHO MIPUCBOEHO CUCTEMI EJIEKTPOHHOTO JOKYMEHTOO0ITY YCTaHOBH.

AKTH yCTaHOB HYMEPYIOThCS y TIOPSAIKY iX BHIAHHS y MEXaxX KaJICHIAPHOTO POKY; HaKa3u
(po3mopsAIKEeHHsI) 3 OCHOBHOT AisUTBHOCTI Ta 3 aJIMiHICTPATUBHO-TOCIIOIAPCHKUX MUTAaHb MAIOTh
OKpeMY MOPSIAKOBY HyMepalliio.

157. O3HailoMJICHHs TIpAIliBHUKIB YCTAaHOBH 3 AaKTOM YCTaHOBH 3IIMCHIOETHCS B
€JIEKTPOHHIH opmi.

@akT J0BEJEHHS aKTa yCTAaHOBHM JI0 BiJOMa I0OCAJ0BOI OCOOM YCTAaHOBHU 3I1HCHIOETHCS
3aco0aMu CUCTEMU €JIEKTPOHHOTO IOKYMEHTO00ITy YCTaHOBH.

158. dakT o3HalOMJIEHHS MOCaT0BOi OCOOM YCTAaHOBU 3 AKTOM YCTAHOBH 3JIIHCHIOETHCS
3ac00aMy CHCTEMH EJIEKTPOHHOTO JIOKYMEHTOOOIr'Y YCTaHOBH 3 BUKOPHCTAHHSM €JICKTPOHHOTO
U(pPOBOTO MIAMKCY BiNOBITHOI TOCATOBOI OCOOH.

CninbHi Haka3u (PO3NOPAONCEHHS) YCMAHOB

159. Topsiiok MiArOTOBKM CIIJIBHOTO aKTa KiJTbKOX YCTAHOB BH3HAYAETHCS IHCTPYKIIIEO 3
TIJIOBOACTBA.

Ilpoexmu axmie HOPpMAMUBHO-NPABOBO2O Xapaxkmepy, AKI 6i10N0GIOHO 00 3AKOHOOABCBA
nionA2ame 0epiucasHill peecmpayii

160. JlepkaBHa peecTpalis akTiB YCTaHOB HOPMAaTHBHO-IIPABOBOIO  XapakKTepy
3IHCHIOETHCS Y TOPAKY, BU3HaUeHOMY [10J105KeHHSIM PO JIep’KaBHY PEECTPallil0 HOPMAaTUBHO-
MIPAaBOBUX aKTiB MIHICTEPCTB Ta IHIIUX OPTraHiB BUKOHABYOI BJIAJIUA, 3aTBEP/PKEHUM TIOCTAHOBOIO
Kab6inery MinictpiB Ykpainu Bix 28 rpyaas 1992 p. Ne 731 (311 Ykpainu, 1993 p., Ne 1-2, cT.
28; Odimiitamii BicHUK Ykpainu, 1998 p., Ne 42, ct. 1551; 2008 p., Ne 25, ct. 770).

161. JepkaBHa peecTpallisi 3IHCHIOETBCS B EJIEKTPOHHINA (GopMi y BHIJISII 3aIucy,
BHECEHOTO 10 JlepKaBHOTO peecTpy HOPMATHUBHO-TIPAaBOBHX aKTIB MIHICTEPCTB Ta 1HIIMX
OpraHiB BUKOHABYOI BJIAJU Ta 3aCBITYCHOTO CIICIIAJIbHO JUIS IOTO MPU3HAYCHOIO €IEKTPOHHOIO
MEYaTKOI0, Ky HaKJIana 0coba, 10 BHECIIA 3aIHC 0 3a3HAYEHOTO PEECTPY.

V. MOHITOPHHTI 32 CTAHOM BUKOHAHHS YNPABJIHCbKHUX PillleHb

162. MOHITOPUHI BUKOHAHHS YIPaBJIIHCBKUX PILIEHb € CKIAJI0BOI0 CHUCTEMH KOHTPOIIO B
YCTaHOBI Ta MPOBOJUTHCS 3 METOIO HAIJISIy 38 BUKOHABCHKOIO AUCIMILIIHOIO.


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n593
https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n593
https://zakon.rada.gov.ua/laws/show/731-92-%D0%BF#n35
https://zakon.rada.gov.ua/laws/show/731-92-%D0%BF#n35

163. MoHiTOpHHT BKJIIOYae B cebe Oe3nepepBHE CIOCTEPEKEHHS 3a MPOIIECOM BHUKOHAHHS
YIPaBIIHCHKUX PIIIIEHb Ta BUSBICHHS BIAXWUJICHb B/l CTPOKIB BUKOHAHHSI 1H/IUKATOPIB.

164. MOHITOpUHT BUKOHAHHS YNPAaBIIHCHKHUX PIllIEHb 3/IIMCHIOETHCS CIIY)KO0I0 KOHTPOJTIO
3a JIONIOMOT0I0 CHCTEMH MOHITOPHHTY, IHTETPOBAHOI B CUCTEMY €JIEKTPOHHOTO IOKYMEHTOOOITY
YCTAaHOBH Ha OCHOBI JAaHUX 3 PEECTPALifHO-MOHITOPMHIOBOI KapTKH. BinmoBigHa cuctema
3a0e3rnedye OMepaTHBHUN JOCTYHn A0 Bei€i iH(opMamii mpo cTaH BUKOHAHHSA OYIb-SKOTO
JTOKYMEHTA, MO0 SIKOTO 3iHCHIOETHCS MOHITOPUHT Ta METOJUYHHI aHai3 BiIOBITHUX JaHUX.

165. MOHITOPHHT TPOBOAMTHCS HIIIXOM 300py, 00poOkH Ta cucremaru3anii iHpopmaii
NP0 CTaH BUKOHAHHS YIPABIIHCHKHUX PIillIeHb 3a BU3HAYCHUMH 1HHUKATOPAMHU.

166. InaukaTopamMu CTaHy BHUKOHAHHS YIPAaBIIHCHKUX pIlIEHh € MOMEHT 3aKiHYEHHS
BU3HAYCHUX i, HANPHKIAJ HAKJIAJCHHS CIICKTPOHHOI PE30JIOIlii, CTBOPCHHS JIOKYMEHTA,
MOTO/KEHHSI JIOKYMEHTa, MiANUCAHHS JIOKyMEHTa, PEECTpallisi Ta BIJIPaBICHHS TOKYMEHTa
TOLLIO.

167. Ingumkatopw, CTPOKM BHUKOHAHHSA IHAWKATOpIB Ta IHIN JaHi, HEOOXImMHI IS
MOHITOPUHTY B YCTaHOBi, BHOCSATBHCSI B aBTOMAaTUYHOMY PEXUMIi 3aJI€)KHO BiZl 0OpaHOTO CTAaTyCy
NpU3HAYEHHS TOKYMEHTa Ta/abo aBTOMAaTH30BAaHOMY PEKHMI J0 peecTpamiiHO-MOHITOPUHIOBOT
KapTKH CITYy>KOOIO TiTOBOJCTBA TiJ 4Yac BXITHOI peecTpallii TOKyMEHTa, KepiBHUKOM IIiJ[ 4ac
MIEPBUHHOTO PO3TIIsLy a00 aBTOPOM JJOKYMEHTA i/l 9ac HOro CTBOPEHHS.

168. SIKmio AOKYMEHT MICTUTh KiJIbKa OKPEMHX YIPaBIIHCHKUX 3aBJaHb, MOHITOPHHT
BUKOHAHHS IIUX 3aBJIaHb 3I1HCHIOETHCSA B OHIN peeCTpaIliiiHO-MOHITOPUHTOBIN KapTIIl.

169. Ilicns 3aBepmieHHsS poOOTH HaA JOKYMEHTOM JI0 PEECTpaIliiiHO-MOHITOPUHTOBOT
KapTKA aBTOMAaTHYHO BHOCHTBCS BIJIMITKa TPO 3aBEPIICHHS WOTO BHWKOHAHHS (1HIUKATOP
3aBEpIICHHS BUKOHAHHS) Ha TIACTaBI CTaTycy NPU3HAYCHHS 3apCECTPOBAHOTO MPOCKTY
€JICKTPOHHOTO JOKYMEHTa. BimMiTKa TIpo 3aBEepIICHHS BUKOHAHHS JJOKYMEHTa CBIAYUTH MPO TE,
10 poOOTY HaJ TOKYMEHTOM 3aKiHYEHO.

170. MoHITOpUHT 3/1IHCHIOETHCS 32 BUKOHAHHSM 3aBJaHb, BU3HAUCHUX 3aKOHAMHU YKpaiHW,
noctaHoBaMu BepxoBHoi Paaum VYkpainmm, ykazamm IIpesmneHta VYkpaiHu, akTamMu Ta
nopyuennsmMu Ilpesunenta Ykpainu, axtamu KaGinery MiHicTpiB YKpaiHu, JOpYYEHHSIMHU
[Ipem’ep-minicTpa VYKkpaiHu, NOpOTOKOJIAMU Hapaa MiA rojoByBaHHSAM Ilpem’ep-MiHicTpa
Vkpainu, Ilepmoro Bime-mpeM’ep-MiHicTpa, Bile-mipem’ep-miHicTpiB, Minictpa Kabinery
MinictpiB, epxxaBHoro cekperapss KaGinery MinictpiB, nuctamu Anminictpamii [Ipe3umenrta
Vkpainu, ['onoBu BepxoBhoi Pagu Ykpainu ta #foro 3actymHukiB (110 moTpeOyroTh HaJaHHS
BI/IMOBI/I1 TIPO PE3YNIBTATH iX PO3IIIIAY), IUCTaMU YTIOBHOBakeHOTO BepxoBHoi Pagu Ykpainu 3
MpaB JIFOJMHU, 3BEPHEHHSMU KOMITETIB, TUMYACOBUX CIHEIIabHUX Ta TUMYACOBUX CJIITUUX
komiciii BepxoBHoi Pamm VYkpainm, nemyratcekux (pakimiii BepxoBunoi Pagum Vkpainwu,
3BEpHEHHAMHU Ta 3alUTaMH HApOJHUX JemyTaTiB YKpaiHu, Juctamu PaxyHkoBoi mnamaTw,
MDKHApOJIHUMH 3000B’SI3aHHSAMH YKpaiHM B paMKax CHIBpoOITHUIITBA 3 MiKHApOIHUM
BAMIOTHUM (HOHIIOM, 3000B’sI3aHHSAMHU YKpaiHH y cdepax €BpONEWChKOi Ta €BpOATIAHTUYHOT
1HTerparlii, 30KpeMa CpsIMOBaHHUX Ha BUKOHAHHS YTOIM PO acoIliallio MK YKpPaiHO, 3 OJIHI€]
CTOpoHH, Ta €BponeiichkuM Coro30M, €BPONECHCHKUM CITIBTOBAPUCTBOM 3 aTOMHOI €HEprii Ta
iXHIMHM Jiep)KaBaMHU-WICHAMH, 3 1HIIOI CTOPOHH, IHIIMX MIKHAPOAHHUX JOTOBOPIB YKpaiHu 3
MIUTAaHb €BPONENUCHKOT iHTErpalii i JoMOBIeHOCTEeH Mk YKpaiHoto Ta €C, piyHUX HAI[IOHAIBHUX
nporpam B pamkax Kowmicii Vkpaina - HATO, pimenp Kowmicii VYkpaina - HATO vy
pamkax XapTii mpo  oco0naWBEe  HapTHEPCTBO MK  YKpaiHow Ta  Opranizalier
[TiBHIYHOATIAHTUYHOTO OTOBOPY Ta JIekaapalli mpo ii JOMOBHEHHS, 1HIIMX MIKHApOIHUX
noroBopiB Mixk YkpaiHoro ta HATO Tta ymoBHoBaxxenummu opranamu HATO; micismu OOH,
OBC€E, CsiToBuM O0aHKOM, €BpONEWCHKUM OaHKOM PEKOHCTPYKIi Ta PO3BUTKY, IHIIUMHU
MDKHApOJAHWMH OpTraHi3alisMH B YaCTHHI IIJTbOBOTO BUKOPHCTAHHS TEXHIYHOI Ta JOHOPCHKOI
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JOTIOMOTM, @ TAaKOX 3aBJaHb, BU3HAYCHUX pPO3NOPSAAYMMH JIOKYMEHTAMU Ta JOPY4YCHHAMU
KEpIBHULITBA YCTAHOBH, PIIICHHSIMHU KOJIET1aJIbHOTO OpraHy YCTaHOBH, I10JI0 SIKHX BCTaHOBJIEHO
CTPOKH IX BUKOHAHHS.

171. CTpoku BUKOHAHHS BHYTPIIIHIX JOKYMEHTIB OOYMCIIOIOTHCS B KAJCHIAPHUX JTHIX
MOYMHAIOYM 3 JIATH PEECTpalii, a BXiJHUX - 3 JaTH HAIXOKEHHS (JOCTaBKU 4Yepe3 CHCTEMY
B3aeMolii) a00 3 JaTH HACTYIHOTO poOOYOro JIHS y pa3i HaIXOKEHHS (JIOCTABKH) IOKyMEHTA
TiCIIs 3aKiHYEeHHS po00YOro HS, Y BUX1/IHI, CBITKOBI Ta HEpoOOUi JIHI.

SKmo0 OcTaHHIM JeHh CTPOKY BUKOHAHHS JOKYMEHTAa MPUMAJac Ha HEpoOOYHii JCHb,
CTPOKOM BUKOHAHHS JIOKYMEHTa BBAXKAETHCS TEPIIMK pOOOUYM JEeHb IMICIs HACTaHHS CTPOKY
BUKOHAHHS.

172. Y pa3i 3MiHU CTPOKIB BUKOHAHHS 1HIUKATOPA Y PEECTPAIlifHO-MOHITOPHUHTOBI# KapTIli
MPOCTaBIISIETHCS. HOBUI CTPOK BU3HAUEHOT'O 1HJMKATOpa Ta 3a3HAa4a€ThCs MPUYMHA HOTO 3MiHH,
SIK1 BHOCSITHCSI YIIOBHOBaXCHOIO OCOOO0I0 CITY’KOM KOHTPOJTIO.

173. TlepeBipka CTpOKIB BUKOHAHHS JOKYMEHTIB MPOBOAUTHCS 3a BCiMa IHIWKATOpaMHu
MPOXO/DKEHHS JIOKYMEHTa JI0 3aKiHYeHHS CTpPOKY HOro BHKOHaHHA (y pasi BiIXWJICHb
BUKOHABII0O HAJICWJIAIOTBCS  TONEPE/DKEHHS CHUCTEMOI0  MOHITOPHUHTY 3a  JOMOMOTOIO
CJIEKTPOHHUX HAarajayBaHb, IO AaBTOMAaTHMYHO TEHEPYIOTbCSA CHUCTEMOIO  EJEKTPOHHOTO
JIOKYMEHTOOOITY YCTAaHOBH) Y TIOPSIIKY, BU3HAYEHOMY 1HCTPYKITIEIO 3 T1JIOBOJICTBA YCTAHOBH.

174. Cnyx6a KOHTPOJIO MiCJ/Isi BUKOHAHHS JIOKyMEHTa MepeBipsi€ BiIMOBIIHICTh KIHLIEBOTO
pe3yiIbTaTy MOCTABICHOMY 3aBIaHHIO, 33 PE3YJbTATOM YOT0 MPUHMAE PIlIeHHS PO MPUTTUHEHHS
MOHITOPHUHTY.

[IpunuHEeHHS MOHITOPUHTY 3IIHCHIOETHCS JIUIIE HA ITi/ICTaBl 3a3HAYEHOI IEPEBi PKH.

175. Hdani mpo BHMKOHAaHHS JOKYMEHTa Ta NPUIMHEHHS MOHITOPHHTY BHOCSITHCS J10
peecTpalifHO-MOHITOPUHIOBOT KAPTKU YITOBHOBAXXEHOIO 0CO00I0 CITY>KOM KOHTPOJIIO.

JIOKyMeHT MOke OyTH 3aKpUTHHA ‘70 CrpaBu’ JUIIC TICJIS BHECEHOI J0 peecTpariiiHo-
MOHITOPHUHIOBO1 KapTKH BiIMITKH MPO MPUITMHEHHS MOHITOPHUHTY.

176. /lHem BUKOHaHHS 3aBJaHb, BU3HAYCHHUX B AaKTaXx OpraHiB Jep>KaBHOI BiIagu 1
JOPYYCHHSIX BHUIIHMX MOCAJOBUX OCI0, Ta BUKOHAHHS 3aIUTIB, 3BEPHEHB, 1HIIOT KOPECTIOH ICHITIT
BepxoBHoi Pagu Ykpainu BBaKa€ThCs JE€Hb HAICWIAHHS €JIEKTPOHHOIO IOKYMEHTA YCTaHOBOIO
yepe3 CHUCTEMYy B3aeMOJii, a y BHWIIaJIKaX, BHU3HAYEHWUX NYHKTOM 2 mi€i [HCTpykIii, - 1eHb
OJlep>KaHHS JOKYMEHTA aJ[pecaToM.

Inghopmayiiino-oosiokosa poboma 3 eneKMpoHHUMU OOKYMEHMAMU

177. TndopmarniitHo-10BITKOBa poOOTa 3 €NEKTPOHHUMHU JOKYMEHTAMU TOJIATA€E B MOIITYKY
HEOOXiTHUX JTOKYMEHTIB 3 BAKOPUCTAHHSIM CUCTEMH €JIEKTPOHHOTO JOKYMEHTO00Iry YCTaHOBH.

178. Jns migBuiieHHss epeKTUBHOCTI POOOTH MONTYKOBOT CUCTEMH CUCTEMHU €JIEKTPOHHOTO
JIOKYMEHTOOOITY yCTaHOBH CIIYXOOI JIJIOBOJCTBA PO3POOISIOTECA Taki KiacudikaiiiHi
JTOBIIHUKU:

Kiacu(ikaTop MUTaHb AISUIBHOCTI YCTAHOBH;
KJacu(pikaTop BUIIB TOKYMEHTIB,
KJ1acu(ikaTop KOPECTIOHCHTIB;
KJacudikaTop pe3oJIroiii;

KJacu(ikaTop BUKOHABIIIB;

KiIacudikaTop pe3ynbTaTiB BAKOHAHHS JOKYMEHTIB;
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HOMCHKIJIaTypa CIIpaB.

179. TlomykoBa cuCTeMa CHCTEMH E€JIEKTPOHHOTO JOKYMEHTOOOIry YCTaHOBH Mae
3MIMCHIOBAaTH TIOIIYK 3a KOHTEKCTOM (KJIIOUOBHM CIIOBOM a0o0 (pa3or0) eIeKTPOHHOTO
JIOKYMEHTa, BHJIOM €JIEKTPOHHOTO JOKYMEHTA, Or0 3arojOBKOM, JTaTOI0 MPHUHATTS, HOMEPOM
Ta JIATOK HOTO peecTparlii, Horo aBTOPOM TOIIIO.

VI. CucremaTu3auisi Ta 30epiraHis JOKyMeHTIB Y AiJI0BOACTBI
CkJ1aieHHS1 HOMEHKJIaTYpPH CIpaB

180. HomeHkiatypa crnpaB mpu3HaveHa JUIsi BCTAHOBJIICHHS B YCTAaHOBI €IMHOTO MOPSAKY
(dbopMyBaHHS CIpaB aisi JIOKYMEHTIB, CTBOPEHHMX Yy €JIEKTPOHHIN Ta mameposiil ¢opmax,
3a0e3meyeHHss iX OOJIKy, ONMEpaTUBHOTO TIOMIYKY JOKYMEHTIB 3a iX 3MICTOM 1 BHJIOM,
BU3HAYEHHS CTPOKiB 30epiraHHs CIpaB i1 € OCHOBOIO JIJIsl CKJIQJICHHS OIUCIB CIpaB MOCTIIHOTO Ta
tpuBajoro (moHaxa 10 pokiB) 30epiranHs, a TaKOX JUIsl 00Ky cripaB TUM4YacoBoro (1o 10 pokis
BKJTIOYHO) 30epiraHusi.

Jlo HOMEHKJIaTypHu CIIpaB BKJIIOYAIOTHCS HA3BHU CIIPaB, M0 (GOPMYIOTHCS Ta BiIOOPaKaAIOTh
yci eTanu poOOTH, sIKa JTOKYMEHTYEThCS B YCTaHOBI, 30KpeMa CIpaBU MOCTIMHUX Ta THMYACOBO
JIIOYHX Pajl, KOMICii, KOMITETIB.

Ctpoxu 30epiraHHs TOKyMEHTIB (HaJIeXKHICTh /10 CITPaBH) BU3HAYAIOTHCS IT1J1 YaC PEECTpaIii
(m1st  BXiZHMX JOKYMEHTIB) a00 CTBOpEHHS TIPOEKTY JOKYMEHTa aBTOpPOM 3TiHO i3
3aTBep/PKEHUM MIiH’IOCTOM TMEpeNlikoM THIOBUX JOKYMEHTIB, IO CTBOPIOIOTHCA IIiJ Yac
TISUTBHOCTI  JIEpKaBHUX OPraHiB Ta OPraHiB MICIEBOIO CaMOBpSIYBaHHS, IHIIMX YCTAaHOB,
T IMPUEMCTB Ta OpraHi3allii, i3 3a3Ha4eHHSAM CTPOKiB 30epiraHHs JOKYMEHTIB.

181. B ycTaHOBI CKJIaIalOTHCS Ta BELyThCS HOMEHKJIATYPH CIPaB CTPYKTYPHUX MiIPO3ALITIB
1 3Be/IeHa HOMEHKJIATypa CIpaB YCTaHOBH.

182. HomeHnknatypa cnpaB CTPYKTYPHOT'O MiAPO3ALITY CTBOPIOETHCS B €NEKTPOHHINA (Qopmi
(momaTok 6) mMocagoBOK0 0CO000, BiAMOBIIAIBHOIO 3a IIJIOBOJCTBO B MiAPO3aiii, HE mi3Hime 15
JUCTOMNaZa MOTOYHOTO POKY Ta MOTOIKYETHCS 13 CIYK0010 JiTOBOACTBAa yCTaHOBH. Bizyamnizaris
HOMEHKJIATYPHU CIIPaB CTPYKTYPHOTO MiAPO3MITY 3MIHCHIOETHCS 32 aBTOMAaTHYHO T€HEPOBAHOIO
(hopMo10, BUBHAYEHOIO [HCTPYKITIEIO 3 TITOBOICTBA.

183. MertoauyHa [omomMora y CKJIaJeHHI HOMEHKJIATypH CIIpaB HAJAETbCS apXiBOM
YCTaHOBH.

184. 3BeneHa HOMEHKIJIATypa CIpaB YCTaHOBH (OPMYETHCS CUCTEMOIO EJIEKTPOHHOTO
JIOKYMEHTOOOITY yCTaHOBH B aBTOMAaTH30BAaHOMY PEXHMI ([10/1aTOK 7) Ha OCHOBI HOMEHKJIATYP
CHpaB CTPYKTYPHUX MiAPO3JITIB Y €JIEKTPOHHIN (opmi.

185. Ha mizgcraBi 3BeZIeHOT HOMEHKIIATYpH CIIpaB YCTaHOBH B €JIEKTPOHHIN (opMi cuctema
€JIEKTPOHHOT'0 JOKYMEHTOOOITy YCTaHOBM aBTOMATHUYHO 3JIHCHIOE ii Bi3yami3alito 3a Gpopmolo,
BHU3HAYCHOIO [HCTPYKINIEIO 3 JIIJIOBOJCTBA, sIKA JAPYKYETbCS Ta TIIOJAETHCS HA CXBAJCHHS
€KCHEepTHO-TIEpEeBipHINA KOMICIT JepKaBHOTO apXiBy.

186. 3BeneHa HOMEHKJIATypa cIpaB 30epiraeTbci Ta BUKOPUCTOBYETHCS CHCTEMOIO
€JIEKTPOHHOTO JIOKYMEHTOOOIry YCTaHOBM JUIsi aBTOMAaTH3alii TporeciB  GopMyBaHHS
JOKYMEHTIB y CIIPaBU B yCTaHOBI.

187. 3BeneHa HOMEHKJIATypa CIIpaB yCTaHOBU HANPUKIHII KOXXKHOTO POKY (HE Mi3Hile
TPYJHS) YTOUHIOETHCS T BBOJUTHCA B /110 3 1 CIUHS HACTYMHOTO KaJeHIAPHOTO POKY.

188. B cucremi eNeKTpOHHOTO JIOKYMEHTOOOITY YCTaHOBM HOMEHKJIATypa CIIpaB
npezacTaBieHa y (opMi eeKTPOHHOI Taomwuii. ['padu TabnuIl 3aITOBHIOIOTHCS TAKUM YHHOM:
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y rpadi 0 (e as 3BeJIeHOI HOMEHKJIATYPU CIPaB) MPOCTABISIEThCS Ha3Ba CTPYKTYPHOTO
MiIPO3ILTY, 10 IKOTO BIAHOCSITHCS 3aIMCH PO BIATIOBIAHI CIIPABH;

y rpadi 1 mpocTaBIsSe€ThCs 1HACKC KOXKHOT CTIPABH;
y rpady 2 BKIIOYAIOTHCS 3ar0JIOBKH CIIPaB (TOMY, YaCTHHH);

y rpadi 3, sKa 3alOBHIOETHCS HANPUKIHIN KaJICHAAPHOTO POKY, 3a3HAYAETHCS KIJIBKICTDH
cripaB (TOMiB, YaCTHH);

y Tpadi 4 3a3HA’YAIOTBCA CTPOKM 30€piraHHs crpaB, HOMEPH CTaTeld 3a MepesikoM
JIOKYMEHTIB 13 CTpOKaMH 30€piraHHs;

y rpadi 5 poOnATbCS MO3HAYKHU TMPO MEpPEeXifHi CHpaBU; MPO CHPaBU, IO BEIYThCS B
nanepoBiii  Gopmi; mpo MmocajmoBUX OCIO, BIAMOBITAIBHUX 3a (OPMYBAHHS CIpaB; PO
nepelaBaHHs CIPaB J0 apXiBy YCTAHOBH YH 1HIIMX YCTAHOB JIJIS 1X MPOJIOBKEHHS TOIIIO.

189. HanpukiHii poKy 10 HOMEHKJIATYypH CHpaB CTPYKTYPHOTO MiPO3IiTy Ta 3BEACHOI
HOMEHKJIATYPH CTPaB yYCTAaHOBU CKJIQJAIOTHCS ITJICYMKOBI 3alMCH B €JIEKTPOHHIN (Gopmi mpo
KUTBKICTh (PAKTHYHO 3aBEACHUX CIPaB Ta MiAMHCYIOTHCS BiAMOBITAIFHUMH 0COOAMH 3TiTHO 3
THCTPYKITI€IO 3 TIOBOJCTBA YCTAHOBH.

@®opMyBaHHS eJIEKTPOHHUX CIIPaB

190. T'pymyBaHHS BHKOHAaHUX JOKYMEHTIB y €JNEKTPOHHI CIpaBH 3IIHCHIOETHCS
IIEHTPATi30BaHO B CHCTEMi €JIEKTPOHHOTO JOKYMEHTOOOITY YCTaHOBHM BIJIOBITHO IO
HOMEHKJIATYpPHU CIIPAB.

191. ®opmMyBaHHS €JIEKTPOHHUX CIpaB 3/A1MCHIOETbCS CHCTEMOIO  E€JIEKTPOHHOIO
JIOKYMEHTO00ITy YCTaHOBM B aBTOMAaTH30BAHOMY PEeXHMMI Ha MIJICTaBl 1HJEKCY €JIEKTPOHHOI
CTpaBH, SKUA BU3HAYAETHCS CHCTEMOIO EJIEKTPOHHOTO JIOKYMEHTOOOITY YCTaHOBH IIiJl dac
BX1/1HOT peecTpallii a00 CTBOPEHHsI TOKYMEHTA B YCTaHOBI.

192. EnexkTpoHHI JOKyMEHTH, IO BiJHECEHI A0 OJHI€l €JIEKTPOHHOI CIpaBH, MAIOTh OyTH
JIOTIYHO TOB’s13aHiI MiX COOOI0 3a JIOMOMOTOIO0 BIJOMOCTEH MPO HUX B CHCTEMI €EKTPOHHOTO
JIOKYMEHTOOOITY YCTaHOBH.

193. Ilig yac dhopmMyBaHHS €JIECKTPOHHUX CHpPAB CHIiJ JOTPUMYBATHCS 3araJIbHUX MPaBUII 3
ypaxyBaHHSAM TaKUX BUMOT':

IpyIyBaTl B €JIEKTPOHHI CIIpaBH JOKYMEHTH, BUKOHAHI MPOTATOM OJHOIO KaJeHJIapHOIO
POKY, 32 BUHATKOM IEePEeXiTHUX EJIEKTPOHHUX CIpaB (BEAYThCs MIPOTATOM KUIBKOX POKIB);

JIOKYMEHT-BIAMOBIIb TPYIYETHCS 32 1HIIIaTUBHUM JIOKyMEHTOM;

BKJIIOYATH B €JIEKTPOHHI CIPaBH JIMIIE OPUTIHAIM, MPUMIPHUKU OpuriHaiiB abo y pasi ix
BIJICYTHOCT] 3aCBIIYEHI B YCTAHOBJICHOMY MOPSAKY KOMIil JOKYMEHTIB, 30KpeMa €JIEeKTPOHHI
KOITii MarepoBUX OPUTIHAJIB Ta €JIEKTPOHHI KOIIi1 €JIEKTPOHHUX JOKYMEHTIB;

00CsT eIEeKTPOHHOI CIPaBH, M0 MICTUTh JTOKYMEHTH TUMYacoBoro (10 10 pokiB BKIIFOYHO)
CTpPOKY 30epiranss, He 0OMEXY€EThCS IX KIJIBKICTIO;

00CsT eNIeKTPOHHOI CIipaBy (KUIBKICTh JIOKYMEHTIB), IO MICTUTh IOKYMEHTH MOCTIMHOTO Ta
tpuBaioro (monax 10 pokiB) cTpokiB 30epiraHHs, MOBHHEH BIJIMOBIJATH OOCITY CIIPaBH,
c(hopMOBaHOI 3 ANIEPOBUX MPUMIPHUKIB €JIEKTPOHHOTO TJOKYMEHTA.

Jns noxkymeHTiB mocTiiiHoro Ta TpuBaioro (monan 10 pokiB) cTpokiB 30epiraHHs,
CTBOPCHHX Ha BUKOHAHHS BXIiJIHOTO €JIEKTPOHHOTO JOKYMEHTa, T'OJOBHUM BHKOHABIEM
BUT'OTOBIISIETHCS TIATIEpOBa KOIisl IBOTO BXIJHOTO JOKYMEHTa ab0 BHUTAT 3 HBOTO, IO MICTUTH
iHpOpMaIifo, SIKa CTOCYETHCS AISUIBHOCTI YCTAHOBH Ta 3aCBIAUYETHCS B MOPSIKY, BU3HAUCHOMY



IHCTPYKIIIEIO 3 JIIJIOBOACTBA YCTaHOBU. BiAmoBigHa KoIis (BUTAT) 30epira€ThCs B MiIPO3ALTI Ta
(hopMyeThCs B €IEKTPOHHY CIIPABY BIATIOBIIHO 70 3aTBEPKEHOI HOMEHKIIATYpH CITPaB.

194. MeroanyHe KepiBHULTBO Ta HArJISA 3a (POPMYBAHHSAM EJIEKTPOHHUX CIPAB B YCTaHOBI
Ta i CTPYKTYPHHX MiAPO3/iIax 311HCHIOIOTHCS CITY>KOOI0 JIIIIOBOJICTBA TA apXiBOM YCTaHOBH.

30epiranHs eJJeKTPOHHMUX IOKYMEHTIB B YCTAHOBAaX

195. B ycTraHOBiI 3MIMCHIOETBCS IIEHTpalli3oBaHe 30€piraHHs EJIEKTPOHHHUX JIOKYMEHTIB.
JlokyMeHTH 30epiraloThCsl B yCTAHOBAX X CTBOPCHHS.

196. JlokymeHTH 3 4acy CTBOpPEeHHS (HAJXOMKEHHs), a TAaKOX YCl BIIOMOCTI MPO HHUX IO
nepesaBaHHs iX Ha TMOCTiHe 30epiranHs abo 10 iX 3HUILEHHS B YCTAaHOBJICHOMY MOPSJIKY
30epiraloTbCsi B CHUCTEMi EJIEKTPOHHOTO JOKYMEHTOOOITY YCTaHOBH, JIOTIYHO 3rPYIOBaHi y
CIpaBH 3T1JTHO 3 HOMEHKJIATYpPOIO CIIPaB.

AynioBi3yanbHi JOKYMEHTH (aynmio- Ta BiJ€O3allMCH) 3acCiJiaHb KOJIETiaJbHOTO Oprasy,
po0ouoi Tpymu YCTaHOBU Yy pa3l iX CTBOpPEHHs 30epiraloThCs y CHUCTEMI EIEKTPOHHOTO
JTOKYyMEHTO00ITy ycTaHOoBU. CekpeTap KoJIeTiaJbHOTO oprany abo yrmoBHOBa)keHa ocoba po0oyoi
TPYIH BIANOBIAE 32 TX AOJaBaHHS Y CUCTEMY €JIEKTPOHHOTO JOKYMEHTOO0Iry YCTaHOBH.

197. 3a mocTymHICTh, WITICHICTh Ta BIATBOPIOBAHICTh EJNEKTPOHHUX JIOKYMEHTIB 1
EJIEKTPOHHUX CIIpaB, IO 30€piraloThCs B CHUCTEMi E€JNEKTPOHHOTO JOKYMEHTOOOIry yCTaHOBH,
BIZIMIOBiZIa€ MIiAPO3MiJ YCTAaHOBHM, Ha SAKHHA TOKIAACHO OOOB’S3KM IOJO0 TEXHIYHOTO
CYIPOBOJIKEHHS CUCTEMH €JIEKTPOHHOTO JOKYMEHTO00ITy YCTaHOBH.

198. IlpamiBHUKKA YCTAaHOBH MAalOTh JOCTYH [0 EINEKTPOHHUX CIPaB 4Yepe3 CHUCTEMY
€JIEKTPOHHOTO JIOKYMEHTOOOITY YCTaHOBM BIATIOBIAHO 110 TIPaB, BHU3HAYCHHX PO3MOPSIIUUM
JIOKYMEHTOM YCTaHOBH.

199. BunaBaHHA €JEKTPOHHMX CIpPaB, OKPEMMX €JIEKTPOHHHUX JIOKYMEHTIB 1HIIUM
yCTaHOBaM 3[IHCHIOETBCS 3 JI03BOJIy KEpIBHMKA YCTaHOBM abo0 0coOW, 110 BHUKOHYE Horo
000B’sI3KH, IUITXOM CTBOPEHHS MPUMIPHUKIB X JTOKYMEHTIB (€JIEKTPOHHUX CIIPaB).

200. Y pa3i 3BepHEHHsI 10 YCTAHOBH YIOBHOBAXEHOI 0COOM Ha TMIJICTaBl OPUTIHATY YXBalIH
CJIITYOTO CYAJI, Cyly IOJI0 HaJJaHHS TUMYAacOBOTO JOCTYILY A0 JOKYMEHTIB KEPIBHUK YCTAaHOBU
HEBIIKJIaHO BUAAE JOPYUYEHHS CITYXKO1 IJIOBOJICTBA Ta CTPYKTYPHOMY IIIPO3IiTy 3a0€3MeunTr
BUKOHAHHS yXBasli. B Mexax peanizaiii Jopy4eHHs YIOBHOBa)keHa 0co0a ciy»Ou J1JI0BOICTBA!

CTBOPIOE Ta PEECTPYE KOMIIO YXBAIH CIITYOTO CY/AJ1, CyIy MICIs Tpe BICHHS OPUTIHATY
TaKol yXBaJly;

Hajae o0cobi, 3a3HaueHiil B yXBaji, THUMYAacOBUH JOCTYN 1O JOKYMEHTIB, 30KpeMa
MOXJIMBICTh O3HAMOMJICHHS 3 HHUMH, BHUTOTOBJICHHS IIallepOBUX KOIMIW  BIAMOBIIHHUX
€JIEKTPOHHHUX JIOKYMEHTIB a00 y pa3i, KOJHM B yXBaJll NependaveHo iX BHIy4YeHHs (3IiHCHEHHS
BHIMKH), - CTBOPEHHS €JIEKTPOHHUX NMPUMIPHHKIB BIAMIOBITHUX E€JIEKTPOHHUX JIOKYMEHTIB;

Ha/Ia€ JIONIOMOTY Y CKJIAJICHHI OMUCY €JIEKTPOHHHUX JOKYMEHTIB, 10 BHIIYYalOThCs (BUIMKa
SAKUX 31HCHIOETHCS ), AKUH 3aJTUIIAETHCS B YCTAHOBI.

[Ipo BuIydeHHS €JNEKTPOHHHMX JOKYMEHTIB CKJIAIAa€Thcs akT (MPOTOKON) Y JIBOX
MPUMIPHHUKAX, TEPIINN 3 SKUX 3aJIHMIIAETHCSA B YCTAHOBI, a IPYTUI MMEPEIAEThCs BiIMOBIATbHIN
0co01, 3a3HaYCHIN B yXBaJi.

VII. lopsaaok miArOTOBKHU €JIEKTPOHHHMX CIIPaB 10 NepeAaBaHHA A/
apxiBHOTO 30epiraHnus

Excneprn3a miHHOCTI JOKyMEHTIB



201. ExcriepTH3a IHHOCTI JOKYMEHTIB B €JIEKTPOHHIN (popMi MpOBOIUTHCS BIAMOBIAHO 110
3aKOHOJIABCTBA y c(epi apXiBHOI CIpaBH Ta AIJIOBOJCTBA 32 THMH K MPAaBUJIAMH, TIPUHIIMIIAMHI
Ta KPUTEPIsSMH, 110 1 JOKYMEHTIB y Haneposiii ¢popmi.

202. Excmeptu3a IIHHOCTI JOKYMEHTIB NPOBOJUTHCA B €JIEKTPOHHIN Qopmi, Kpim
JOKYMEHTIB, BU3HAYCHUX a03alaMu IPYTUM - T1'ITHM IMYHKTY 2 mi€i [HeTpykii.

203. Ilixg yac MpOBEACHHS €KCHEePTH3U LIHHOCTI €JIeKTPOHHUX JIOKYMEHTIB 311HCHIOETHCS
B1101p JOKYMEHTIB TOCTIMHOTO Ta TpuBasioro (moHaa 10 pokiB) cTpOKiB 30€piraHHs 1Jis HaJaHHS
JIOCTYIy TIpalliBHUKaM apXiBy yCTAHOBHM, OJIOKYBAaHHs IpaBa 1HIIUX IMPAalliBHUKIB yCTAaHOBU Ha
penaryBaHHs PEECTPaLlifHO-MOHITOPUHTOBOI KapTKHU IOKYMEHTIB, SKI MEepealoThCsl Ha apXiBHE
30epiraHHs, BHJIyYeHHS Ui 3HUILEHHS JIOKYMEHTIB 1 €JIeKTPOHHUX CHpaB 3a MUHYJIl POKH,
CTPOKH 30€piraHHsl SIKUX 3aKiHIMIIACS.

204. 3a pesynabTaTaMu €KCHEPTH3U L[IHHOCTI €JIEKTPOHHUX JOKYMEHTIB y CTPYKTYpPHOMY
MIPO3III yCTAHOBH OCOOO0, BIATIOBINATBHOIO 32 IIOBOACTBO Y MiApo3fini, g0 31 rpymHs
HACTYIHOT'O POKY B €JIEKTPOHHINA (OpMI CKIIQAAIOTHCSA: OIMCH €JIEKTPOHHUX CIIPaB MOCTIHHOTO,
TpuBasioro (rmoHaxa 10 pokiB) CTPOKIB 30epiraHHsl, a TAKOXK TOTYIOThCS MPOIO3HIIIi 10 aKTa Mpo
BIJIYYEHHS JJIsl 3HUILEHHS JJOKYMEHTIB, He BHeceHUX 10 HanioHansHOro apxiBHoro ¢onny, 10
SKUX BKJIIOYAIOTHCS €JIEKTPOHHI CIpaBU 3 JOKYMEHTAaMHU y TAIepoBi Ta y pasi NpUHHATTA
BIZITIOBIJTHOTO PILlIEHHSI KEPIBHUKOM YCTaHOBH B €JEKTPOHHIN Gopmax.

Onucu eneKTPOHHUX CIPaB CTPYKTYPHOTO MiAPO3ALTY 1 MPOIO3HUIIi J0 aKTa PO BUITyYSHHS
JUIS 3HUIIEHHS JIOKYMEHTIB BI3YIOTBCS YKJIaJadeM OIUCY, KEPIBHHUKOM CITY)KOHM MIiIOBOJCTBA
YCTaHOBH Ta MMiMUCYIOTHCS KEPIBHUKOM CTPYKTYPHOTO MiAPO3ILTY.

205. Ha miacrTaBi eEKTPOHHUX OMHCIB €JIEKTPOHHUX CIIpaB CTPYKTYPHOTO MiIpO3ALTY Ta
NPONO3ULINA /[0 aKTa MpOo BWIYYEHHS JUIS 3HUIICHHS JOKYMEHTIB apXiBOM YCTaHOBU B
eJNEeKTPOHHIN (opMi TMicAs NPUMHATTA A0 apXiBy YCTAaHOBH JOKYMEHTIB CTPYKTYpPHHUX
MiAPO3AUTIB CKIIAJAIOThCS €JIEKTPOHHI OINUCH EJIEKTPOHHHUX CIpaB IOCTIHHOTO, TPUBAJIOTO
(monaz 10 pokiB) cTpokiB 30epiranHs ([101aToK §) Ta akT B €JIeKTPOHHIN (Gopmi PO BUITYUEHHS
JUTsl 3HULICHHS TJOKYMEHTIB, He BHECEeHUX /10 HamionanpHOTo apxiBHOro (hoHIY (101aToK 9).

206. Ha mincTaBi CKIIaACHUX B €NEKTPOHHIN ()OpMi OMHUCIB CIpaB Ta aKTa MpO BUIIYYCHHS
JUI 3HUINEHHS JOKYMCHTIB YCTaHOBH CHCTEMa EJIEKTPOHHOI'O JOKYMEHTOOOIrY YCTaHOBHU
ABTOMATHUYHO 3AIMCHIOE X Bi3yasizaiiio 3a (opMOI0, BU3HAYCHOI [HCTPYKINEO 3 MIJTOBOJICTBA,
sIKa Y pa3i He0OXiTHOCTI MOXKe OYTH pO3pPYKOBaHA.

[ponenypa 3HUILEHHS ENEKTPOHHUX TOKYMEHTIB 3IHCHIOETHCA JIMINE Y pa3i MPUHHATTS
KEpIBHUKOM YCTAaHOBH BIJIMOBITHOTO PIIMICHHS Ta BU3HAYAETHCSA IHCTPYKIEIO 3 MIJIOBOACTBA
YCTaHOBH.

AKT Tpo BMJIyYeHHS [UJIsl 3HMILEHHS JOKYMEHTIB YCTAaHOBH, IO 30epiraroTbCsi B
€JIEKTPOHHIH (POpMi, CTBOPIOETHCS JIUIIIE B €NEKTPOHHIN (hopMmi.

Howmep Ta gara akra mpo BHITyYSHHS JUIsl 3HUILECHHS JTOKYMEHTIB YCTAHOBU IPUCBOIOIOTHCS
CHUCTEMOIO €JIEKTPOHHOTO TOKYMEHTOOOITY YCTAaHOBH MiCIs HOro 3aTBEPIXKEHHS B EIEKTPOHHIM

bopwmi.
207. Y pa3i konm A JTOKYMEHTa 3a Pe3ysibTaTaMH IPOBEACHOI EKCIIEPTHU3M IIIHHOCTI
BHU3HAYEHO MOCTIHHHUMA CTPOK 30epiraHHs, BiJIOBIATbHOI OCOOO0I0 BHUTOTOBIISETHCS HarepoBa

KOITisl TAKOTO JOKYMEHTA 3 Bi3yali3alli€l0 PEKBI3HUTIB MIAMKCY OCOOH, IO MiAMUCyBaia JaHUN
€JIGKTPOHHHH JOKYMEHT, sIKa 3aCBIIUYEThCS M€YaTKOK YCTaHOBH.

208. Meronu4Ha JOMOMOra y CKJIQJICHHI OMHCIB €JIEKTPOHHUX CIPAB HATAETHCS apXiBOM
YCTaHOBH.

OdopmiieHHSI eJIGKTPOHHHUX CIIPAB
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209. 3a pe3ynbraTaMM MpPOBEACHOI E€KCNEPTU3M LIHHOCTI BiAiOpaHi €JEeKTPOHHI CIIpaBH
noctiiiHoro 1 TpuBajoro (moHan 10 pokiB) CTpokiB 30epiraHHs MOTPEOYIOTH CTBOPEHHS
ManepoBOro MPHUMIPHUKA EJIEKTPOHHOI CIpaBH, 3acBIIYEHOTO 3TiHO 3 1HCTPYKIIEH 3
JIIJIOBOJICTBA YCTAaHOBH.

[TarepoBi MPUMIPHHUKHK €JIEKTPOHHOI CIpaBU MOCTIHHOTO Ta TpuBajoro (moHan 10 pokiB)
CTPOKIB 30epiraHHsi CTBOPIOIOTH BiANOBiJaNbHI MpPALiBHUKK CTPYKTYPHHX HiAPO3ALIIB, SKi
dhopmyBalIi BIANOBIAHI €EKTPOHHI CrpaBu. Y pasi peopraHizamii M JIKBiJAIii CTPYKTYPHOTO
MiApO3ALTY 3a3HaY€eHI PUMIPHUKH CTBOPIOIOTH BiJIIOBIIaIbHI 0COOM iX MTPABOHACTYITHHUKIB.

VY pasi mikBigamii CTPYKTYpPHOTO TiApO3ALTY 0€3 BU3HAUYCHHS TPAaBOHACTYITHHUKA €KCTIepTH3a
IIHHOCTI Ta CTBOPEHHs 3a3HAYCHHWX TMPUMIPHUKIB 3HIHCHIOETBCS Yy TMpOIeci JiKBimarii
CTPYKTYPHOTO MiAPO3/IIYy MijJ Yac MIATOTOBKH CHpPaB MiAPO3IUTY JJIs TIEpEeIaBaHHS 10 apXiBY
YCTaHOBU. Y TaKOMY BUMAJAKY JOKYMEHTH TUMYACOBOTO 30€epiraHHs 3HUIIYIOTHCS JOCTPOKOBO,
0JIpasy MicJs €KCIIePTU3H IIIHHOCTI.

210. ITlinroroBka 10 epeJaBaHHs B apXiB YCTAaHOBH MaNepOBUX MPUMIPHHUKIB €IEKTPOHHUX

CIpaB CTPYKTYPHUMHU TIiAPO3AUIAMH YCTAaHOBU 3IMCHIOETHCSA BIAMOBIAHO 10 IHCTpyKINi 3

J1JJOBOACTBA.

211. JIns TWArOTOBKHM EJIEKTPOHHOI CHpaBW IS TEpeJaBaHHA A0 apXiBy YCTaHOBH B
ABTOMAaTHU30BaHOMY PEXXHMI 0(OPMITIOETHCS €IEKTPOHHA 1H(POpMAIliifHa KapTKa apXiBHOT CIIpaBH
(oOKkaMHKa CIIpaBM), SIKa MICTUTh TaKi BIJOMOCTI:

HaliMEHYBaHHS CTPYKTYPHOTO MiIPO3ILITY;

1H/IEKC eJIEKTPOHHOI CIIPaBH;

HOMEp TOMY €JIEKTPOHHOI CIIpaBH;

3aroJIOBOK €JIEKTPOHHOI CIpaBU (TOMY, YACTHHH);

KUIBKICTb €JIEKTPOHHUX TOKYMEHTIB;

nepio; popMyBaHHS CIIPaBH;

CTpOK 30epiranHs crpaBH;

€JIEKTPOHHUM ONHUC IOKYMEHTIB CIIpaBU (BHYTPILIHIN);

BIJIMITKY MPO MpUMMaHHS-TIEpeIaBaHHs €ICKTPOHHOI CITPaBU JI0 apXiBY YCTaHOBH.

212. CTBOpeHHs OOKJIaJUHKHU CIPABU 3aBEPIIYETHCS Bi3yBaHHSAM J1JIOBOJIOM CTPYKTYPHOTO
MIIPO3JLTY Ta MiMUCAHHAM KEPIBHUKOM apXiBY YCTaHOBHU.

213. ®opma 0OKIaIMHKYU CIIPABU Ta Bi3yasizallis i BIIOMOCTEH BH3HAYAETHCS 1HCTPYKIIEIO
3 JIIJIOBOJICTBA YCTAHOBHU 3 ypaxXyBaHHSM apXiBHHUX MpPaBUIL.

IlepenaBaHHsI eJ1IeKTPOHHMX CIIPAB /10 apXiBy YCTAHOBH

214. TlepenaBaHHS €JIEKTPOHHHX CIIPaB JI0 apXiBy YCTAaHOBH MOJSATA€ y HAlaHHI JOCTYIY
MpariBHUKaM apXiBy YCTaHOBH Ta OOMEXKEHHsS IOCTymy (JIMIIE TPaBOM IMEperiisiay) A0
€JIEKTPOHHUX CIPaB HIIUM IpaIlliBHUKAM YCTAaHOBH.

215. IlepenaBaHHsl €NEKTPOHHUX CIIPaB A0 apXiBy YCTaHOBH 3IIHCHIOETHCS 3a rpadikom,
MOTO/KEHUM 3 KEPIBHUKAMU CTPYKTYPHHUX MIAPO3UIIB 1 3aTBEPPKCHUM KEPIBHUKOM YCTAaHOBHU
abo Horo 3aCTYIHHMKOM, ajieé HE paHille JBOX POKIiB 3 JaTH 3aBEpIICHHS €IEKTPOHHUX CIIPaB B
JIJTOBOJCTBI.

Haganns nmoctyny mpalliBHUKaM apXiBy YCTAHOBHM 3iHCHIOETHCS 3TIIHO 13 3a3HAYECHUM
rpaikoM y aBTOMAaTH30BaHOMY PEKUMI CITyk0010 iHPOpMAaLIHHIX TEXHOIOT 1.
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216. EnexkTpoHHI cripaB MOCTiHHOTO Ta TpuBajoro (moxaja 10 pokiB) cTpokiB 30epiraHHs
MepealoThCs 10 apXiBy YCTAHOBH 3a €JIEKTPOHHUMU ONKCAMU B €JIEKTPOHHIH popmi.

217. Ilig yac mpuiiMaHHS €JIEKTPOHHUX CIIPaB apXiBOM YCTaHOBH MPOBOIUTHCS IMEpeBipKa
€JIGKTPOHHHUX JOKYMEHTIB KOXKHOI CIIpaBM Ha HAsBHICTH EJIEKTPOHHUX HU(POBUX IiJIHCIB,
€JCKTPOHHMX TI03HAYOK dYacy Ta IUICHICT, JaHux. IlepeBipka 3IIMCHIOETBCS B
aBTOMATH30BAaHOMY pEXHMi 32 BHYTpILIHIM OIKCOM eJEeKTpoHHOi cmpaBu. [licis BHeceHHs
MPAI[iBHUKOM apXiBy YCTAHOBH Yy PEECTPalliifHO-MOHITOPUHTOBY KapTKY €JIEKTPOHHOI CIpaBH
BIZIMITKH TIPO MPHHHATTS €JICKTPOHHOI CHpPaBU JI0 apXiBy YCTAHOBU CHCTEMOIO €JIEKTPOHHOTO
JIOKYMEHTOOOITY YCTaHOBH aBTOMATHYHO OOMEXKYETbCS 1HIIMM Mpal[iBHUKAM YCTaHOBHU IPaBO
JOCTYIy J0 IIUX €EKTPOHHUX CIIPAB.

Sxmo mig vac npuiiMaHHS-TIEpEIaBaHHS EIEKTPOHHHUX CIPaB apXiB BUSBUB HEIONIKH,
MPAIiBHUK CTPYKTYPHOTO ITiIPO3/ALTY TOBUHEH BXXUTH 3aXO/IIB JUIsl YCYHEHHS TaKUX HEIOJIKIB.

Honarok 1
10 TunoBoi IHCTPYKILIi 3 TOKyMEHTYBaHHS
yIpaBJiHCHKOI iH(OpMallii B €1eKTPOHHIN
¢dopmi Ta oprasizaiii po6oTH 3
€JIEKTPOHHUMHU JOKYyMEHTaMU B JILJIOBOJICTBI,
€JIEKTPOHHOI'0 MI>KBIJOMYOI'0 OOMIHY

(oyHkT 37)
HIJCYMKOBI JAHI
00J1iKy 00CAATY JOKYMEHTOO00Iry
3amepiog3 . . p.mo . . p.
OKYMEHTH UIBKICTh JOKYMEHTIB
Jokym Kinngi yMenTi
yCBOTO 3 HUX
B CJIEKTPOHHIH y narneposiit popmi
bopmi
JIOKYMEHTIB CTOPIHOK
Bxinai
Buxigai
BryTpimHi
Ycboro

KepiBHuK ciy>k0H iTOBOJICTBA Im’st TTIPI3BUIIE
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Jata reneparii: .

P

Jonatok 2
J0 TunoBoi IHCTPYKLIT 3 TOKYMEHTYBaHHS
yIpaBIiHCHKOT iHpOpMaIlii B eIEKTPOHHII
dbopwmi Ta opranizaiii podoTH 3
eJIEKTPOHHUMH JTOKYMEHTaMH B A1IOBOJICTBI,
€JIEKTPOHHOI'0 MIKB1JJOMYOT0 OOMiHY

(omyHKT 79)

{3azanvrut bnank 011 cmeopeHus OOKyMenmia}

Jonatox 3
10 TUoBoi IHCTPYKILIi 3 TOKyMEHTYBaHHS
YIPaBIHCHKOI 1H(POpMaIIii B €JIEKTPOHHIN
¢dopmi Ta oprasizauii po6oTH 3
€JICKTPOHHUMH JIOKYMEHTAMH B JIJTOBOJICTBI,
€JIEKTPOHHOT'0 MI>KBIJOMYOT'0 OOMiHY

(oyHKT 79)

{Cneuianizosanuii 61aHK Ol CMBOPEHHSA PIZHUX 8UOIE8 QOKYMEHMIE OJIsl AUCINYBAHHS IHOZeMHUMU

Mosamu}

Jonaroxk 4
10 TumoBoi iHCTPYKIIi 3 TOKyMEHTYBaHHS
yIPaBIiHCHKOT iHpOpMaIlii B €IEKTPOHHII
¢dbopMi Ta oprasizariii podoTH 3
eNIEKTPOHHUMH TOKYMEHTaMH B JIIJIOBOJICTBI,
€JIEKTPOHHOT'O MI)KBiIOMYOTO OOMiHY

(myHKT 79)

{bnank KoHKpemHo20 udy 0OKYMEHmay

JlomaTok 5
10 TunoBoi IHCTPYKLIT 3 TOKYMEHTYBaHHS
yIpaBIiHCHKOI 1H(OpMaIlii B €eKTPOHHIH
dbopwmi Ta opranizaiii podboTu 3
CJICKTPOHHUMH JJOKYMEHTaMH B JILJIOBOJICTBI,
€JIEKTPOHHOT'0 MI>KB1JOMYOT0 OOMIHY

(zmyHKT 99)

KYPHAJI

peecTpauii Biapsia:KeHb

Ne| TIpizBuie Ta
1HINIaJIA
ocobwu, 1o
BIZIPSIKAETHCS

Tlocanal

Micie
BiJIPSIKEHHS

Jata i HOMeED Hara | Jlata npubyrts | [IpizBuie

Hakazy BiIOYTTSI Ta 1HIIaIn
(po3mopsiKeHHS ) oco0u, o
3aMminrye
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Jonartok 6
10 TunoBoi IHCTPYKIIIT 3
JTOKYMCHTYBaHHS
yIpaBIiHCHKOI 1H(opMarllii B
€JICKTPOHHI I
¢dopwmi Ta opranizauii poboTu 3
€JIEKTPOHHIMH JOKYMEHTaMH B
JIJIOBOJICTBI,
€JICKTPOHHOTO M1BI1JJOMYOTO
oOMiHy
(oyHkT 182)

MHNPUMIPHA ®OPMA
€JIEKTPOHHOI TA0IMLI HOMEHKJIATYPH CHPaB CTPYKTYPHOI O
niapo3ainy

[Mizpo3nin:  YnpaBiiHHSA TIPOTOKOITY

Po3ain: Binain oginiiHOro TMCTYBaHHS Ta NMepekiary

Pix: 2017

[TpoToxomn 223/12-17 Big 01.11.2017
EK:

[nnexc cipaBu  [3aronoBok crpaBu| KinbkicTs cripaB  |CTpok 30epiranus Po6oui
(TOMIB) MMO3HAYKH
[TincymkoBuii 3anuc
Pazom [epexigni EIIK
Ycboro cripas 53 33 2
3 HUX
KUIBKICTb CIIpaB MOCTIHHOTO 30epiraHHs 7 5 2
KUTBKICTB CTIPaB TPUBAJIOTO 30epiraHHs 12 7 0
KUTBKICTh CIIPaB TUMYACOBOT0 30epiraHHs 34 21 0
Enextponni uudposi nianucu™
(nocaoa) (enekmponna (cmamyc)

NO3HAYKa 4acy)

FOJIOBHUM CIIELIaJIiCT

17:36 02.11.2017 M ITBEPHKEHO
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3aBiJIyI0OUUil CEKTOPOM apXiBHOTO 30epiraHHs

13:47 03.11.2017

MiATBEPAKEHO

HayvaJbHUK YTPaBIiHHS IPOTOKOILY

11:21 05.11.2017

MiATBEPHKEHO

* BumararoThCsl eJIEKTPOHHI UGPOBI MINKCH 0COOH, BIAMOBIAAIBHOI 3a MUIOBOJCTBO Y IIIPO3/iTi YKIaJaHHS,
SIKOF0 ¢(hOpPMOBAHO TAONUINIO (CKIAJCHO HOMEHKIATYpy), KepiBHUKA MigPO3IiTy YKIAaZaHHA Ta BiAMIOBINAIBHOTO
(YIOBHOBa)XEHOTO) TpalliBHUKA apXiBy ycTaHoBH. [TinTBep/KeHHS Ta PEKBI3UTH MOCAZ0BOi 0COOM - MiAmUCcyBada
Bi3yalli3yIOThCSI CHCTEMOIO TIiJT 9ac MepeBipKH BIAMOBIIHOTO €JIEKTPOHHOTO II(PPOBOTO MIAIHUCY.

Jonatok 7

10 TumnoBoi IHCTPYKLIT 3 TOKyMEHTYBaHHS
YIpaBIiHCHKOT iH(pOpMAIii B €eKTPOHHIH
dhopwmi Ta opranizaiii podoTu 3
CJIICKTPOHHUMH JJOKYMEHTaMH B JIJTIOBOJICTRI,
€JIEKTPOHHOI'0 MI>KBIJOMYOI'0 OOMIHY

(oyHkT 184)
IMPUMIPHA ®OPMA
€JICKTPOHHOI Ta0/IM1li 3BeIeHOI HOMEHKJIATYPH CIIPAB YCTAHOBH
VYcraHoBa: Cexperapiat Kabinery MinicTpiB Ykpainu
Pik: 2017
IIpoTokoun EK: 278/11-17 Bin 08.11.2017.

[Ipotokon EIIK: 22-31/1-17 Big 17.11.2017

Pozain: JlenapraMeHT 3a0e31€4eHHs JOKYMEHTO00Iry*

Po3nin Innekc cripaBu| 3arosnoBok KinpkicTb Crpok Po0oui no3Hauku

cripaBu cnpaB (ToMiB) | 30epiraHas
[TincymkoBuii 3amuc
Pazom [epexinni EIIK

VYcboro cripas 1040 2 273

3 HUX
KUTBKICTh CIIPaB MOCTIHHOTO 30epiraHHs 86 0 0
KUTBKICTD CIIPaB TPUBAJIOTO 30€piraHHs 432 1 0
KUIBKICTh CIIpaB TUMYACOBOTO 30epiraHHs 522 1 273
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Enexrponni uugposi nianucu**

(nocaoa) (enekmpoHHa (cmamyc)
NO3HAYKA Yacy)

TOJIOBHUI CIELiaIiCT 13:47 06.11.2017 MiITBEPIKEHO
3aBIAYIOUYHMI CEKTOPOM apX1BHOTO 30epiraHHs 13:47 06.11.2017 HiATBEPKEHO
nupekTop JlenapramenTy 3a0e3neueHHs 11:21 09.11.2017 HiATBEPIKEHO
JIOKYMEHTOO0ITY

HepxxaBauii cekperap Kabinery MiHicTpiB 17:36 22.11.2017 M1ATBEPIKEHO

* TacTpyMeHT (iKCOBAaHOTO BITOOPY MaHHWX 3BECHOI HOMEHKIATYPH CHpPaB Ui IMMOTOYHOTO BiTOOpasKeHHS
(Bapiantu Bimbopy: Bci mimposninu, JlemaprameHT 3abe3medeHHS NOKyMeHTooOiry, HOpumnmanuil memaprameHr).
** BuMararoTbcs eIeKTPOHHI NU(POBI MIAMKCH BiAMOBIIATEHOTO (YIIOBHOBa)KEHOTO) MPAIiBHUKA apXiBY YCTAHOBH,
SKuM c(HOPMOBAaHO TaONHUIIO (CKIAJACHO HOMEHKIATYpy), KEpiBHHKAa apXiBy YCTaHOBH, KEDIBHHKA CIIyXOH
ITOBOJCTBA Ta KepiBHMKAa YyCTaHOBH. IliATBep/KEHHS Ta PEKBI3UTH MOCaZoBOi ocobW - migmucyBada
BI3yalli3yIOThCSl CHCTEMOIO TiJl Yac NepeBipKH BiANOBIIHOTO €JIEKTPOHHOTO HKU(POBOTO MiIIHCY.

Jomatok 8
10 TunoBoi 1HCTPYKLIT 3 TOKYMEHTYBaHHS
YIIpaBIiHCHKOI 1H(OpMAILlii B €TeKTPOHHIH
dbopwmi Ta opranizaiii podoTu 3
eJIEKTPOHHUMH JIOKYMEHTaMH B JA1JIOBOJICTBI,
€JIEKTPOHHOT'O MIXKB1JJOMYOT0 OOMIiHY

(omyskT 205)

HNPUMIPHA ®OPMA
7151 BHECEHHS JAHUX OIHCY CIIPAB B €JIEKTPOHHY TA0IHII0 CUCTEMHU
€JICKTPOHHOI'0 IOKYMEHTO000iry

VYcranona: Cexperapiat Kabinety MinictpiB Ykpainu
[Migpo3zmin: YrpaBiiHHS TPOTOKOITY

Pik: 2017

[Mporoxoxn EK: 285/11-17 Big 23.11.2017 *

[Tpotokon EIIK: 44-31/1-17 Big 30.11.2017 **

Inpexc 3aroJioBoK Hara JHata KinpkicTb Ctpok |Poboui mozHauku
CIpaBH CIpaBH MOYaTKy |3aKiHYEHHS | CTOPIHOK | 30epiraHHs
(Tomy)

VY 1ei onuc BKIIOYEHO 30 cnpas 3 Ne 36-27 mo Ne 36-59.


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n512

[IponyiieHo cripaBu Ne 36-31 1 36-44

Ilepenano 3a onrcoM 30 cnpas
Enexrponni mudposi migmuaen™**

(nocaoa)

TOJIOBHUU CITEI[IaJIiCT
HaYyaJlbHUK YTIPaBIiHHSA TPOTOKOIY™
3aBIAYIOUYHMI CEKTOPOM apX1BHOIO 30epiraHHs

nupekTop [enaprameHTy 3a0e3ne4eHHs
JTIOKYMEHTOOO0ITy ™ *

(enexkmpoHnHa (cmamyc)
NO3HAYKA Yacy)

17:36 04.12.2017 MiATBEPIKEHO
11:21 06.12.2017
13:47 12.12.2017 MIITBEPIHKEHO

12:32 15.12.2017 MIITBEPIHKEHO

* Jns OTHCy crpaB MiAPO3aLTY.

** Jltst 3BEIEHOTO

OTIHCY crpaB YCTaHOBH.

*%% Jlas 3BENCHOTO ONKCY CIHpaB yYCTaHOBH BHMAraloThCsl €JIEKTPOHHI LU(POBI MIANUCH BIIIOBIIAIEHOTO
(ynOBHOBa)XEHOTO) MpAIliBHUKA apXiBYy YCTAHOBH, KO0 c(hOPMOBAHO TAOIHUITIO (CKIIAJEHO OIMC), KepIBHUKA apXiBy
YCTaHOBM Ta KepiBHMKa CIy)XOH AioBoxaCTBa. sl omMCy copaB IiAPO3JUTy BHMararThcsl €JIeKTPOHHI nugposi
MIAMACH 0COOH, BIAMOBIAAIBHOIT 3a TUIOBOJACTBO Y MiAPO3aUTI YKIaJAaHHS, SKOK ¢(HOPMOBAHO TaOIHINO (CKIAICHO
OTINC), KEpIBHHUKA apXiBy YCTAaHOBHM Ta KepiBHUKa MiIpo3Aily ykinanaHHs. [TinTBep/keHHS Ta PEeKBI3UTH MOCAI0BOT
0oco0M - MiNUCyBaya Bi3yalli3yIOThCSI CUCTEMOIO IIiJ] 4Yac MHEepeBIPKH BiAMOBIAHOTO ENEKTPOHHOTO LU(POBOTO

MIAIHACY.

Homatok 9
10 TUnoBoi IHCTPYKILIi 3 TOKYMEHTYBaHHS
YIpaBIHCHKOI 1H(POpMAIIii B €IEKTPOHHIN
¢dhopMi Ta oprasizariii podboTH 3
€JIEKTPOHHUMH JIOKYMEHTAMH B JIJTOBOJICTBI,
€JIEKTPOHHOT'O MI>KBIJOMYOT'0 OOMiHY

(oyHKT 205)

ITPUMIPHA ®OPMA

JJI1 BHECCHHSA JaHUX aKTa

PO BUWIYICHHS NJA SHUIIICHHA

JOKYMEHTIB B €JIEKTPOHHY TA0JIUII0 CUCTEMHU €JIeKTPOHHOT 0
JAOKYMEHTO000iry

AKT

NMpo BUWJIYYCHHSA NJIA SHUILICHHSA )_IOKyMeHTiB

Howmep axra: 36-17
JlaTa akra: 15.12.2017

Ycranosa: Cexkperapiat Ka

6inety MiHicTpiB YKkpainu
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[Migpo3min:

ITixcraBa:

npotokon EK:

VYrpaBimiHHS TPOTOKOITY

278/11-17 Bin 08.11.2017

Inpexc 3aroJioBoK Hara Hata KinpkicTb Ctpok  |Poboui mozHauku
CIpaBU CIpaBU MOYaTKy |3aKiHUeHHsI| CIpaB 30epiraHHs
(Tomy) (TOMIB)

Pasom 1o 3HHIIIEHHSA 7 cnpas 3a 2015-2017 pik.

KinbKicTh TOKyMEHTIB 1271 (o0na mucsiwa 0sicmi cimoecsm 0OuH)
[IpuiimansHO-31aBajIbHA HAKJIATHA! Ne 74] gio 12.12.2017 *
MerTo 3HUILIEHHS suoaenns 3 bazu OaHux

Enextponni mudpoBi mianucu

(nocaoa) (enexmpomnna (cmamyc)
NO3HAYKA 4acy)

roJIOBHHH crnemiamict ** 17:36 18.12.2017 MTBEPIHKEHO
TOJIOBHMH creraiicTt *** 11:21 19.12.2017 i ITBEPHKEHO
HavaJbHUK YTPABIIHHSA IPOTOKOITY **** 13:12 20.12.2017  mixTBEpIKEHO
nupekTop [enapramenTy 3a0e3mneueHHs 16:43 21.12.2017  miaTBEpAXKEHO
JIOKYMEHTOOOITY *****

Hep:xxaBHuii cekperap Kabinety MiHicTpiB ****** 14:14 22.12.2017  mixTBEpIKEHO
TOJIOBHUI CITEIIAJIICT *****%* 10:01 25.12.2017 MiATBEPIHKEHO
D He 000B’s13K0BE noJe.

** Ocoba BifMmoBiTaNbHA 32 IITOBOJICTBO y MiAPO3ALTI YKIAJaHHS, KOO C(POPMOBAHO TAOIUINO (CKIAJCHO aKT).

HAK ITocamora oco0a, sIKa MPOBOIMIIA CKCIICPTHU3Y IIHHOCTI.
kool KepiBank MAPO3ALTY YKIJIaJaHHS.
Hk kK KepiBauk CITYKOH ZIUIOBOJCTBA.
HA A KepiBHuk YCTaHOBH.

wAFAAE* Oco0a, sika 3HMIIMIIA (Y pa3i HASIBHOCTI €JIEKTPOHHOTO IU(POBOTO HIIHNCY).

3ATBEPIKEHO
nocranosorw Kadinery MinicTpiB Ykpainu
Bia 17 ciuns 2018 p. Ne 55




TUIIOBA IHCTPYKIIA
3 ALTOBOJICTBA B MiHICTEPCTBAX, iHIIMX HEHTPAJIbHHUX TA
MiCLIeBHUX OPraHax BUKOHABYOI BJIaJAU

I. 3arajabHi moJ10KeHHA

1. s [HCTpyKIliST BCTAHOBIIOE BUMOTH IIOJ0 JOKYMEHTYBAHHS YIIpaBIiHCHKOI iHGOpMaIlii
Ta Oprasizauii poOOTH 3 JOKYMEHTaMH, CTBOpPEHHMMHM Y mameposiit ¢opmi, y Cekperapiati
KabGinery MinicTtpiB YkpaiHuw, HEHTpadbHUX OpraHax BHUKOHABYOi Blaau, Paali MiHICTpiB
ABtonomHoi PecnyOniku Kpum, MicueBux opraHax BHKOHABYOI BIaaM (Jajli - YCTaHOBH),
BKJTFOYAIOYH 1X MiATOTOBKY, PEECTPAIIit0, 00JIIK 1 KOHTPOJIh 32 BUKOHAHHSIM.

[Nonoxenns 1iei [HCTPYKIIT 3aCTOCOBYIOTHCS JIMIIE Y pa3i HassBHOCTI BU3HAUYEHUX 3aKOHOM
a6o aktom KaGinery MiHicTpiB YKpaiHM MiACTaB, sIKI BU3HAIOTHCA OOTPYHTOBAaHUMH JJIst
CTBOPEHHS Ta/abo oNpalfoBaHHsS yCTaHOBaMU JIOKYMEHTIB y MarepoBiit popmi.

2. Tlopsimok 3AiHCHEHHS AUTOBOJCTBA CTOCOBHO JIOKYMEHTIB, IO MICTATH iH(pOpMAILO 3
O0OMEXEHUM JIOCTYIIOM, 33 3BEPHEHHSIMH T'POMAJISTH, 3allUTAaMH Ha 1H(QOPMAIIiI0 BU3HAYAETHCS
OKPEMHMH HOPMATUBHO-TIPABOBIUMH aKTaMH Ta HE MOXE PETyTIOBATUCS IIi€r0 [HCTPYKITi€t0.

OCHOBHI TIOBHOBQXXEHHS CTPYKTYPHUX IIIPO3ILIIB 3 JUIOBOACTBA B YCTAaHOBAX
3MIHCHIOIOTBCS B CNEKTPOHHIA  ¢opmi, 3 ENeKTPOHHMMHU HOCISIMH  iHpopmamii  Ta
BH3HAYAIOTHCS THIOBOK 1HCTPYKINEK 3 JOKYMEHTYBAHHS _VOPABIIHCHKOI 1HGOpMAIi B
eJIEKTpOHHIN (opMmi Ta oprauizamii poOOTH 3 eJIEKTPOHHUMH JOKYMEHTAMU B JIIJIOBOJICTBI,
€JICKTPOHHOI'0 MDKBIIOMYOr0 00OMIiHY, 3aTBEpKCHOI IocTaHOBOK Kabinety MiHicTpiB
VYxpainu Big 17 ciuns 2018 p. Ne 55 (mani - [HcTpyKIis 3 1I7I0BOACTBA B €NEKTPOHHIN GopMi).

3. Tlepenik AOKYMEHTIB, HMPOXOJDKCHHS B YCTAHOBI SIKHX IPOIOBXKYETHCS Yy TamlepoOBii
(dbopMi, 3aTBEPIKYETbCSI HaKa30oM (PO3MOPSIKEHHSIM) KEepiBHHKA YCTAaHOBH Ha MiJICTaBl
BHU3HAYCHUX 3aKOHOM abo akrtom KaOinety MiHicTpiB YKpaiHH MiJICTaB, SKi BH3HAIOTHCSA
OOTpYHTOBAaHMMH JJISI CTBOPEHHS Ta/a00 OMpaIOBaHHS JOKYMEHTIB y Marneposiit popmi.

He momyckaeTbcst oHOYaCHE IPOXOHKEHHSI OJTHOTO 1 TOTO ) JOKYMEHTa B CJICKTPOHHIN Ta
narepoBii popmi.

4. BinnoBiganbHICTh 3a OpraHi3alliio JUIOBOJCTBA B YCTAHOBAX HECYTh iX KEPIBHUKH.
5. 3a miAroTOBICHUA MPOSKT TOKYMEHTA BiJIIOBIJAILHIM € HOTO aBTOP.
6. Opranizauis I1710BOACTBA B YCTaHOBI ITOKJIA/Ia€ThCS HAa CIYXOYy I1JI0BOJICTBA.

7. Opranizaiisi AiTIOBOJCTBA y ManepoBiii Gopmi B CTPYKTYpHUX MiAPO3/iNIax YCTaHOB
MTOKJTA/IA€THCS Ha CIIeIiadbHO MIPU3HAYCHY IS IIHOTO 0CO0Y.

I1. JlokyMeHTyBaHHA yNIPaBJIiHCHKOI iH(popmamii
3arajibHi BUMOTH 11010 CTBOPEHHSI JOKYMEHTIB

8. JlokyMeHTyBaHHS YIPaBIiHCHKOI iH(OpMaIlil Moisrae y CTBOPEHHI JOKYMEHTIB, B SIKUX
(hiKCyeThCs 3 TOTPUMAHHAM YCTAHOBJICHUX TpaBuil (101aToK 1) iHGopMAaIis Ipo ynpaBiliHChKI
i,

9. Ilin yac MiArOTOBKM OpraHi3aliiHO-pO3MOPAIYMX JOKYMEHTIB Yy ManepoBiil dopmi
MpaLiBHUKU YCTAaHOB 0(hOpMIISIIOTH iX 3 ypaxyBaHHsIM Bumor JICTY 4163-2003.

10. TIlpaBo Ha CTBOpEHHS, MWIANWCAHHS, TIIOTO/KCHHS, 3aTBEP/KCHHS JIOKYMEHTIB
BU3HAYAETHCS aKTAMU 3aKOHO/IaBCTBA Ta IHCTPYKLIEIO 3 11JIOBO/ICTBA YCTAHOBH.
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11. B ycraHOBax BHM3HAYa€TbCs CYKYIHICTh JOKYMEHTIB, Mepea0adeHuX HOMEHKIATypOIo
CIpaB, HEOOXIAHMX 1 JOCTATHIX JJISl JOKYMEHTYBaHHS 1H(opMalii npo iX AisIbHICTb.

3 nuTaHp, M0 CTAHOBJIATH B3AEMHUH iHTEpEC 1 HaJEXKaTh 10 KOMIETEHIIi Pi3HUX YCTAaHOB,
MO>KYTh CTBOPIOBATHUCS CIIJIbHI JIOKyMEHTH.

12. Bubip Buay JOKyMEHTa, NPHU3HAYECHOTO [UJIsi JIOKYMEHTYBaHHS YIPaBIIHCHKOT
iHpopMarii (po3nopsKEHHS, TOCTAHOBA, PILICHHS, TPOTOKOJ TOILO), 3yMOBJIIOETHCS IPAaBOBUM
CTaTycOM yCTaHOBH, KOMIIETEHIIIE€I0 TIOCAI0BOI OCOOHM Ta MOPSIKOM MPUHHSTTS YIIPABIIHCHKOTO
pitieHHs (Ha MiJICTaBl €AMHOHAYAIBHOCTI 200 KOJIETialbHOCTI).

13. JIokyMeHT MOBHHEH BiATOBIAATH TOJIO0KEHHSIM aKTiB OpraHiB Iep>KaBHOI BJIaIu, OpraHiB
Bnagun ABroHoMHOi PecmyOmikum Kpum Ta copsmMoByBaTHCS Ha BHUKOHAHHS YCTaHOBOIO
MOKJIaICHUX HA Hel 3aBJIaHb 1 PYHKIIIH.

14. Krnacu  ynpaBmiHCHKOI JOKyMEHTAIlli BHU3HAYAIOThCA  3rigHO 3 JlepkaBHUM
KJIacudpikaTopoM ynpaBmiHcbkoi qokymenTaiti JIK 010-98 (nani - AKY D).

15. JIokyMeHT TOBHWHEH MICTHUTH OOOB’S3KOB1 /I MOr0 TEBHOTO BHAY PEKBI3UTH, IO
PO3MIIIYIOTECSI B YCTAHOBJIEHOMY IIOpPSAJKY, a caMme: HallMeHyBaHHS YCTaHOBU - aBTOpa
JIOKYMEHTa, Ha3By BUJY JIOKyMEHTa (KpIM JIUCTIB), AaTy, peecTpauliHUN 1HJIEKC TOKYMEHTa,
3aroJIOBOK /10 TEKCTY, TEKCT, ITiJIITHUC.

Ilix yac migroToBKM Ta OGOPMIIEHHS TOKYMEHTIB MOXYTh 3aCTOCOBYBATHCS HE TIIBKH
000B’SI3KOB1, a TAaKOXX 1HIIN PEKBI3UTH, SKIIO II€ BIJIMOBIJAa€ MPU3HAYECHHIO JOKYMEHTa abo
croco0y Horo onpamroBaHHs.

16. 3 mMeroro miABUIIEHHS €(QEKTUBHOCTI Ta OMNEPAaTUBHOCTI opraHizamii poOoTH 3
JIOKYMEHTaMH OJTHAKOBI 3a 3MICTOM JOKYMEHTH MOXYTh OyTH YHI()IKOBaHUMH IUISIXOM
po3pobIieHHsT TpadapeTHUX TEKCTIB, sIKI BKIOYAIOThCS 10 30ipHUKa (anbOomy) yHiikoBaHHX
(TUnoBHX) (HOPM TOKYMEHTIB YCTAaHOBH.

17. YcraHOBH 3MIMCHIOIOTH JIJIOBOJCTBO JIEPKABHOK MOBOIO. JIOKYMEHTH CKIIAJAIOTHCS
JIep>KaBHOIO MOBOIO, KpIM BUMIAIKIB, IEpeI0aueHUX 3aKOHOJABCTBOM PO MOBH B Y KpaiHi.

JlokyMeHTH, SKi HaJCHIAIOThCS 1HO3EMHHUM ajpecataM, OQOPMITIOIOTHCS JIEp>KaBHOIO
MOBOIO a00 MOBOIO JIepKaBH-ajipecaTa, ad0 OJIHIE€I0 3 MOB MI>)KHAPOIHOTO CITIIKYBaHHS.

18. Okpemi BHYTpiIlIHI JOKYMEHTH (3asBH, MOSCHIOBAJbHI Ta JOMOBIJIHI 3aIMCKH TOLIO),
aBTOpaMU SIKMX € I0CajioBl Ta 1HII (I3UYHI 0COOH, 103BOJSIETbCS OQOPMITIOBATH PYKOIIMCHUM
CIIOCOOOM.

Bbiankn 1oxkymMeHTIB

19. OpranizamitHo-po3mopsiAdi  JOKYMEHTH, 110 MaloTh OOTPYHTOBaHI TIACTAaBU JJIS
OIpalllOBaHHS B ManepoBiii Gopmi BIiANOBIIHO A0 IHCTPYKIUT 3 JIJIOBOJACTBA B EICKTPOHHIN
dbopmi Ta HE € MpUMIpHUKaMU ab0 KOMISIMU JOKYMEHTIB, CTBOPEHUX B EJIEKTPOHHIN (hopmi,
0o OpMITIOIOTECS Ha OaHKaX, [0 BUTOTOBIISIOTHCS 3T1IHO 3 BUMOTaMu 1€l [HCTpyKiii.

Jlyist BUTOTOBIIEHHST OJIAaHKIB BUKOPUCTOBYIOTHCS apkyIn mamnepy dopmaty A4 (210 x 297
MmimimeTpiB) Ta A5 (210 x 148 minmimertpiB). Jl03BOJICHO BUKOPUCTOBYBATH OJlaHKH popmarty A3
(297 x 420 minimeTpiB) Ayt OHOPMIICHHS TOKYMEHTIB Y BUIJISIII TAaOIHIIb.

brnanku TOKyMEHTIB MOBUHHI MaTH TakKi MMoJIsl (MUTIMETPIB):
30 - mise;
10 - mpase;

20 - BepXHE Ta HUKHE.
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20. Bunu OnaHKiB TOKYMEHTIB BU3HAUYAIOTHCA [HCTPYKIIIEIO 3 TIJTOBOACTBA B €NEKTPOHHIM
bopwmi.

21. YcTaHOBU MOXKYTh 3aCTOCOBYBATH OJIAHKH JJOKYMEHTIB SIK YCTaHOBH, TaK 1 CTPYKTYPHHUX
HiAPO3AUIIB, y pasi, KOJIM KEPIBHUK MiAPO3ALTY MAa€ MpaBo MIAMHCYBATH JOKYMEHTH B MEXax
HOT0 TTOBHOBa)KCHb.

22. brnaHKu JTOKYMEHTIB MOXYTh BUTOTOBJISTHCS B JpyKapHi Ha OuJIoMy mamepi BHCOKOI
AKOCT1 (papOaMu HACHUCHUX KOJIBOPIB (MarepoBi OJIAHKH).

23. Bugu OmasnkiB y mnamnepoBiii (opwmi, 110 BHUTOTOBJIEHI JAPYKApPCHKUM CIOCOOOM,
JUISITaloTh 00JIIKY Ta O0JIIKOBYIOTHCS 3T1THO 3 THCTPYKIIIEIO 3 A1IOBOJICTBA YCTAHOBH.

OO;ik BenmeTbcs 3a TOPSAKOBHMH HOMEPaMH, IO MPOCTaBISIOTHCS HYMEPaTOpOM,
JpyKapchkuM abo0 1HIIMM CITOcCOOOM Ha HIDKHBOMY ITOJIi 3BOPOTHOTO OOKYy abo Ha JiBOMY IOJIi
JUITLOBOTO OOKY OJTaHKa.

Oco0wu, siKi IepcoHAIbHO BiANOBIIAIOTH 32 BeACHHs OOMiKY, 30epiraHHd Ta BUKOPUCTaHHS
0JIaHKIB, BH3HAYAIOTHCSI KEPIBHUKOM YCTAHOBH, IPO IO BUIAETHCS PO3MOPSTINIA JTOKYMEHT.

BurortoBneHHs OjaHKIB KOHKPETHHX BHIIB JOKYMEHTIB JOMYCKAEThCSH, SKIIO KITBKICTh
3apeecTpPOBAaHMX JIOKYMEHTIB TAKOTO BHJIY B YCTAHOBI MEPEBHUIILYE 2 THUC. OAMHUIL HA PiK.

24. Jlesaxi BHYTpIIIHI JOKYMEHTH (3asBU NpalliBHUKIB, AOMOBIAHI 3aIIUCKHU, JIOBIJKU TOLIO)
Ta JIOKyMEHTH, 1110 CTBOPIOIOTHCS BiJl IMEHI KUIBKOX YCTaHOB, O()OPMITIOIOThCS HE Ha OJIaHKaX.

3o00paxenns [lep:xaBHoro I'epba Ykpainu

25. 3o00paxenns [epxkaBHoro ['epba Vkpainu po3minryeTbcsi Ha OJaHKax TOKYMEHTIB
BIJIMOBIAHO /0 MocTaHOBU BepxoBHoi Paau Ykpainu Bix 19 motoro 1992 p. Ne 2137-XI1 “IIpo
HepxaBuuit rep6 VYkpainu”, I'epba ABroHoMHOI PecnyOmiku Kpum - BigmoBigHo [0
HOpPMAaTHUBHO-IIPaBOBUX akTiB BepxoBHoi Panu ABroHOMHOT PecniyGuiku Kpum.

26. 3o0paxenns JlepkaBHoro I'epba VYkpainu, ['epba ABroHOMHOI Pecrmybmiku Kpum
PO3MINIYEThCS TIO IEHTPY BEpXHBOro mojs. Po3Mmip 300paxeHHs CTaHOBUTH 17 MimiMeTpiB
3aBBHIIKH, 12 MUTIMETPIB 3aBIIUPIIKH.

Koan

27. Koz ycTaHOBM IIPOCTABISAETHCA 3T1HO 3 €AMHUM JIEPKaBHUM PEECTPOM IMiJIPUEMCTB Ta
opranizamiii Ykpainu (€APIIOY). 3a3naueHuit Koa po3MILIY€EThCS MICHs peKBI3UTY “‘J0BIIKOBI
JlaHi PO YCTaHOBY .

28. Kon yuidikoBanoi ¢opMu JTOKyMEHTa (32 HASBHOCTI) PO3MIIIYETHCS 3TiTHO
3 AKVY /I BuIie Ha3BU BUY JOKYMEHTA.

PimenHs mono HeoOXigHOCTI PiKCyBaHHS KOy YHi(iKOBaHOT (OPMH JOKYMEHTa MpUHMaE
KEpiBHUK YCTaHOBH OKPEMO II0/I0 KO)KHOTO BULYy JOKYMEHTA.

HajimeHyBaHHS1 yCTAHOBH

29. HaiiMeHnyBaHHSI yCTAHOBU - aBTOpa JIOKyMEHTA MOBUHHE BiJIIOBIIaTH HaiMEHYBaHHIO,
3a3HauYE€HOMY B IOJIOXKEHHI (cTaTyTi) 1po Hei. CkopoueHe HaMEHYBaHHS YCTAaHOBU BXKUBAETHCS
y pasi, Koau BOHO o(iniiHo 3aikcoBaHO B 3a3HAYEHUX JOKyMeHTaX. CKopoueHe HaliMeHyBaHHS
po3MimyeThes (y ayxkax abo 0e3 HHX) HI)KYE MOBHOTO HaWMEHYBAHHS OKPEMHM PSIKOM IO
LEHTPY AOKYMEHTA.

HaliMmeHnyBaHHS YCTaHOBH BUIIIOTO PiBHSI 3a3HAYAETHCSA Yy CKOPOYCHOMY BHUTIISAMI, a y pasi
BIJICYTHOCTI O(IIiIfHO BU3HAYEHOT'O0 CKOPOYEHHS - MOBHICTIO. Ha OnmaHkax ycTaHOBH, fKa Mae
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noJBiliHe ab0 MOTpiitHe MiANOPsAKYBaHHS, 3a3HAUYAIOTHCS HAIMEHYBAaHHS YCiX YCTaHOB BUIIIOTO
PiBHSL.

Ha Omanky ycTaHOBW, sSKa OJHOYACHO MIATOPSIKOBaHA MICIEBIH aepxkaamiHicTparii i
MiHICTepCTBY (IHIIOMY IIEHTPaJbHOMY OpraHy BHKOHABUOi BJaaW), PO3MILIYETHCA TUIBKU
HaMEHYBaHHSI IepKaMIHICTpallii.

HaiimenyBanHs (inii, TepUTOPIaIbHOTO BIAIUIEHHS, CTPYKTYPHOTO MiAPO3AUTY YCTaHOBH
3a3HAYAETHCS Y Pa3i, KOJIM BOHU € aBTOPaMHU JOKYMEHTA, 1 pO3MILIYEThCS HIDKYE HallMEHYBaHHS
YCTaHOBH.

JloBiaKOBI 1aHi IPO yCTAHOBY

30. JloBimKOBI AaHI TPO YCTAaHOBY MICTATH IIOMITOBY ajipecy, HoOMepu TenedoHiB,
TenedakciB, apecy eNeKTPOHHOI MOIITH, aapecy odimiiiHoro Beb-caiity Tomo. JoBiakoBi maHi
PO3MIIIYIOTHCS HIDKYE HAMEHYBAaHHS YCTAHOBU a00 CTPYKTYPHOTO MiPO3ILTY.

PekBi3uTH MOIITOBOI agpecu 3a3HayaroTbCs B TaKid MOCIIZOBHOCTI: Ha3Ba BYJIHII, HOMED
OyIMHKY, Ha3Ba HACEJIEHOI0 MIyHKTY, palloHy, 00J1acTi, HOITOBUMN 1HAEKC.

Ha3zBa Buay 10KyMeHTa

31. Ha3Ba Buny nOKyMeHTa (HakKas3, pillleHHs, OMOBIIHA 3alMCKa TOILIO) 3a3HAYA€ThCS HA
0JlaHKy Ta MOBMHHA BIANOBIIATH Ha3BaM, nepeadayenum JKVY /1.

Jara nokymeHTa

32. JlaToro 1oKyMeHTa € aata ioro peectpauii. Jlata 3a3HayaeThcs apabcbkuMu LUppaMu B
OJIMH PSIIOK y TaKid MOCIIIOBHOCTI: YUCIO, Micslb, pik. Jlata opopmitoeTbes 1udpoBuM ado
CII0BeCHO-IIU(POBUM criocoboM. Y pasi odopMiIeHHs AaTH TUGPOBUM CIIOCOOOM YHUCIIO 1 MICAIb
MIPOCTABJISAIOTHCS ABOMA Mapamu HUQp, po3aIIEHUMHU KPAnKolo; PiK - YOTHpMa U pamMu, Kpanka
HanpuKiHIi He cTaBuThbes. Hampuknaza: 02.12.2017.

VY TekcTax HOPMATHBHO-TIPABOBUX aKTiB Ta MOCHJIAHHSX HA HUX 1 JOKYMEHTaX, IO MiCTATh
BITOMOCTI (pIHAHCOBOTO XapaKTepy, 3aCTOCOBYETHCS CIOBECHO-IM(POBUIl crociO 3a3HaueHHS
JaT 3 TPOCTABISIHHAM HYNIS B TIO3HAYEHHI JHSA MICSIS, SKIIO BiH MICTHTH OJHY HUGDY,
Hanpuknan: 02 rpymus 2017 poky. Jl03BONSIETbCS BXKUBATHU CIOBO “PIK” Yy CKOPOYEHOMY
BapiaHTi “p.”, Hanpukiana: 03 rpynus 2017 p.

SIKIIO TOKYMEHT CKJIZICHO He Ha OJaHKy, JaTa 3a3Ha4aeThCsl HIKYE MiAMUCY JiBopyd. JlaTa
JIOKYMEHTA MPOCTABIISIETHCS MTOCATOBOIO 0CO00I0, sIKa HOT0 MIAMHCYE a00 3aTBEPIKYE.

OO6O0B’A3KOBOMY [JaTyBaHHIO 1 NIAMNHCAHHIO MIJJISTal0Th ycl CIIy)XK00BI BIAMITKH Ha
JIOKYMEHTaX, IMOB’A3aHl 3 iX MPOXO/PKEHHSIM Ta BUKOHAHHIM (PE30JIIOLil, MOrO/KEeHHs, Bi3H,
BIIMITKHU TIPO BUKOHAHHS JOKYMEHTA 1 HAIIPABJICHHS HOTO 10 CIIPaBy).

Ha nmoxymenTi, BumaHoMy JBoMa a0o OLIbINE yCTaHOBAMH, 3a3HAYA€ThCS OJ(HA JaTa, sKa
BIJITIOBI/Ta€ AAaTi OCTAHHBOTO MiIHCY.

Peectrpaniiinuii iniekc 10KyMeHTIiB

33. Ingexcariisi JOKYMEHTIB TOJISATAE y MPUCBOEHHI iM YMOBHHX TO3HA4Y€Hb - 1HICKCIB, SKI
HAJAI0THCS JIOKYMEHTaM IIiJ] 4ac iX peectparii.

[IpucBOEHHS  peeCTpamiiiHOrO  1HAEKCY  3AIHCHIOETBCSI B aBTOMAaTHYHOMY  abo
aBTOMAaTH30BaHOMY PEXXUMI 3a JIOIIOMOTOI0 IPOTPaAaMHO-TEXHIYHUX 3aCO0iB.

PeectpamiitHuii iHAEKC CKIANA€THCS 3 MOPSIKOBOTO HOMEpa JOKYMEHTa y MeXax TPYIH
JIOKYMCHTIB, III0 PEECTPYIOTHCS, SIKUH JIOTIOBHIOETBCS 1HAEKCAMHU, IO 3aCTOCOBYIOTBCS B
YCTaHOBI, 30KpeMa IHJCKCaMU 3a HOMCHKJIATYPOIO CIHpaB, CTPYKTYPHOTO MiAPO3JIiTY,
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KOPECTIOHICHTIB, MOCAJ0BUX OCi0, sIKi pO3TISAAIOTh a00 MiAMUCYIOTh JOKYMEHT, BUKOHABIIIB,
MMATaHb TISITBHOCTI SIKUX CTOCY€EThCS IOKYMEHT.

CknasioBl 4YacTHHM PEECTPALIMHOTO 1HACKCY BITOKPEMIIOIOTHCS OJHA BiA  OJHOI
MIPaBOOIYHOIO MOXMIIOK PUCKOIO. [10CIIIOBHICTh HAITMCAHHS CKIIAIOBUX YaCTUH PEECTPALIHHOTO
1HIEKCY MOXKE 3MIHIOBATHCS 3aJIe)KHO Bifl TOTO, SKMH TOKYMEHT PEECTPYETHCS, - BXITHHH YU
TaKuil, 110 CTBOpPEHUH B ycTtaHOBI, Hanpukiad: 845/01-10, ne 845 - nopsinkoBuit Homep, 01-10 -
1HJIEKC CIIPaBU 32 HOMEHKJIATYPOIO.

SKm0 JOKYMEHT TMIiATOTOBIEHO JBOMa 4YH OIJbII€ YCTAHOBAMH, 3aCTOCOBYETHCS
peecTpariiHui 1HIEKC TOJIOBHOTO PO3POOHHUKA.

Miciie po3TanryBaHHSI peeCTPALiHOTO 1HAEKCY BU3HAYaeThes POPMOIO OIaHKa.

Jliss HaHeceHHsS pPEeecTPallifHOTO 1HAEKCY 3aCTOCOBYEThCS MITPUX-KoA Ta/abo QR-konx y
MOPSIAKY, TIepea0adeHOMY [HCTPYKITIEO 3 A1IIOBOJICTBA B €IEKTPOHHIN hopMi.

ITocunaHHs HA TOKYMEHT

34. TlocunmaHHsl y TEKCTI JIOKYMEHTAa Ha JOKYMEHT, Ha SIKHH JA€ThCS BiAMOBIAL a00 Ha
BUKOHAHHS SKOTO IM1TOTOBIICHO IIe¥ IOKyMEHT, HAaBOJIUTKCS Y TaKiil MOCTiAOBHOCTI: Ha3Ba BUIY
JIOKYMEHTa, HallMEHYBaHHS YCTAHOBM - aBTOpa JIOKYMEHTa, JlaTa Ta PEECTpaliiHUi iHICKC,
KOPOTKHH 3MICT TOKYMEHTA.

Micue ckiaageHuss a00 BUIAHHSA

35. BizomocTi npo Miclie CKiIaJieHHs a00 BUIaHHS 3a3HAYAIOTHCS Ha BCIX JIOKyMEHTaX, KpiM
JUCTIB. 3a3Ha4YeHi BIIOMOCTI 0()OPMIISFOTHCS BiMOBIAHO J0 aJMiHICTPaTUBHO-TEPUTOPIATIBHOTO
noniny VYkpainm. Skmo BimomocTi mpo reorpadiuHe MiCHE3HAXOKEHHS BXOASTH IO
HallMEHYBaHHS YCTaHOBH, 11l PEKBI3UT HE 3a3HAYAETHCA.

Anpecat

36. JIoKyMeHTH aJpecyloThCs YCTAaHOBI, 1 CTPYKTYpHHUM Miapo3aisiaM abo KOHKpETHiH
nocaJioBi ocobi. Y pasi ajpecyBaHHS JOKYMEHTa YCTaHOBI a0o0 i CTPYKTYPHHUM MiJpO3/inaM
0e3 3a3HaYeHHsS IOCANOBOI 0coOM iX HaliMEHyBaHHS HABOISATHCSA Y HAa3MBHOMY BIIMIHKY,
HaINPHUKIIAI:

HarionansHe areHTCTBO 3 MUTaHb ACPKABHOI CITYKOU

SKOI0 JAOKYMEHT HaJCWIIAE€ThCS TO0CaAOBIM 0co0l, HallMEHyBaHHA YCTaHOBU Ta il
CTPYKTYpPHOTO HipO3/1JIy HABOAATHCS Y Ha3MBHOMY BIJIMiHKY, a Iocajia i mpi3Bullle ajgpecaTa -
y JaBaJIbHOMY, HAIIPUKJIIAI:

JepkaBHa apxiBHa CITy)k0a
@DiHaHCOBO-€KOHOMIYHE YIPaBIiHHS
HayYaJIbHUKY YIPaBIiHHS

Inimian [TPI3BUIIE

VYV pa3i KoM JTOKYMEHT aJpecyeThCs KEpPIiBHMKOBI yCTaHOBH ab0 HOTO 3acCTYITHHMKOBI,
HallMEHYBAaHHS YCTAaHOBH BXOIUTH JIO CKJIay HAWMEHYBaHHS IMOCA/IH aJIpecaTa, SKe HaBOIUThCS
y JaBAJIbHOMY BiJIMIHKY, HATIPUKJIA]I:

I'onogi Jlep:xaBHOT MUTHOT CITy)Ou

Ininian [TPI3BUILLE
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SIKII0 TOKYMEHT aIpeCy€eThCsl KUTBKOM OJIHOPITHUM 32 XapaKTepOM JisNIbHOCTI YCTaHOBAM,
3a3HAYAETHCS y3araJibHECHE HaliMEHYBaHHS aapecaTiB, HAPUKIaI;:

LlenTpanbHUM Jep:KaBHUM apXiBam

JIOKyMEHT He TNOBMHEH MaTh Oigble 4oTUpboX anpecariB. CroBo “komis” mnepen
HallMEHYBaHHSAM JPYIroro - YeTBEPTOrO AJPECcaTiB HE CTAaBUTHCS. Y Pa3i HaACHIAHHS TOKYMEHTa
OiNpIIe HIK YOTUPHbOM ajJpecaTaM CKIAJa€ThCs CIUCOK Ha PO3CWIKY 13 3a3HAUYEHHSIM Ha
KOYKHOMY JTOKYMEHTI TiJIbKHA OJHOTO aJipecara.

Peksizur “Anpecar” moxe BkItouaTH aapecy. [lopanok i ¢popma 3amucy BiqoMoOCTed Mpo
aJpecy YCTaHOBHM TIOBHHHI BiAmoBinaTy [IpaBuiaM HaJaHHS TOCIYT TOIMITOBOTO 3B’SI3KY,
3aTBep/pkeHUM moctaHoBoro KabGinery MinictpiB Ykpainu Big 5 Oepesns 2009 p. Ne 270
(Odimivinnit Bicauk Yxpainu, 2009 p., Ne 23, cr. 750). IloBHa anpeca 3a3HadaeThes y pasi
HAJICWJIaHHS JOKYMEHTa Pa30BUM KOPECIIOHACHTaM, HAIIPUKIIAI:

MiHicTepCcTBO IOCTHUIIIT
ByJ. ['oponeuskoro, 6yn. 13, m. Kuis, 01001

VYV pa3i HagcuimaHHA JOKyMeHTa (i3WYHIA 0c001 CIOYaTKy 3a3HAYAEThCS Y HAa3UBHOMY
BIZIMIHKY TIpi3BHIIE, iM sl Ta IO OATHKOBI, TOTIM MOIITOBA apeca, HATPUKIIAI:

INonuapyx Onexcannp CepriiioBud
Byn1. CypukoBa, Oyx. 3a, kB. 1, M. Kuis, 03178

Yy pa3i HaJACWJIAaHHA NOKYMCHTa OpraHaMm 3aKOHOJABYO1 1 BUKOHaBYOI BJIagu, MMOCTIMHUM
KOpPECIIOHACHTaM 1X MOIITOBA aJpeca Ha JOKYMCHTaxX HC 3a3HAYA€TbCA.

I'pu 3aTBepaKeHHS TOKYMEHTA

37. JlokymMeHT Moke OyTH 3aTBEpIKEHMH PO3MOPSAIYMM JOKYMEHTOM YCTAaHOBH abo y
BHIMAJIKaX, BU3HAYCHHWX Y JOJATKY 2, TMOCaT0BOI 0C00010 (T0calloBUMH Oco0aMu), 0
MOBHOB@)XEHb AKOi (SIKMX) HaleXaThb MUTAaHHs], 3a3HA4YEHI Yy TakoMy JoKyMeHTi. HopmaTuBHO-
MpaBoBl aKkTH (TIOJOKEHHS, 1HCTPYKWIi, TMpaBuia, MOPAJKH TOIIO) 3aTBEPAKYIOTHCS
PO3MOPSATIMM JOKYMEHTOM YCTAaHOBH, 1110 BUJaJIa BIATIOBIAHUHN aKT.

JIOKyMEHT, KMl HE € MPUMIPHUKOM ab0 KOIMI€l0 JOKYMEHTA, CTBOPEHOTO B €JIEKTPOHHIN
¢dopmi, Moxke OyTH 3aTBEpKCHUN KOHKPETHOIO MOCAJ0BOI0 0CO00K0. Y TaKOMY BHUIAAKY I'pud
3aTBep/UKeHHs ckianaetscs 13 ciosa ‘“3BATBEPJDKVYIO”, naliMmenyBanHs mnocanau, MiANUCY,
iHiIiary iMeHi 1 pi3BuINa ocolu, siKa 3aTBEepIuiIa JOKYMEHT, JaTH 3aTBep keHHs. Hanpukian:

3ATBEPJIXVYIO

MiHiCTp KyIbTYpH

miamuc Iaimian [TIPI3BULLLE
12 Gepesns 2017 p.

Y pa3i KOJAM JOKYMEHT 3aTBEP/KYEThCS IMOCTAHOBOIO, DIMICHHSIM, HAaKa30M,
po3MOpsHKEHHSIM, TpU@ 3aTBepKeHHs ckianaeTses 13 cimoBa “3ATBEPIDKEHO”, nazeu Bugy
JOKYMEHTa, SIKHM 3aTBEP/UKYETbCS CTBOPEHHMH JOKYMEHT, y Ha3MBHOMY BIIMIHKY i3
3a3HA4YEeHHSAM HOro natu 1 HoMepa. Hampukuman:

3ATBEPJI’KEHO
Haka3 MiHicTepcTBa iHAHCIB

Bix 12 Gepesns 2017 p. Ne 298
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I'pud 3arBepiKEHHS PO3MIILYETHCS y NPABOMY BEPXHbOMY KYTKY TMEpIIOi CTOPIHKH
JOKYMEHTA.

VY pa3i 3aTBep/pKEHHS JOKYMEHTa KiJIbKOMa IOCAJOBUMH 0CO0aMH TpU(H 3aTBEPIKECHHS
PO3TaIIOBYIOTHCS HA OJTHOMY PiBHI.

Pe3omronisn

38. Pesomroniiss € 0oCHOBHOIO (hOpPMOIO peatizallii ynpaBIHCHKUX TOPYYEHb Yy MHUCHMOBIi
dhopmMi, o nepeadavae MOCTAHOBKY KOHKPETHOTO 3aBJIaHHS, BU3HAYCHHS HOTO MPEIMETa, METH,
CTPOKY Ta BiJIIIOBIJAJIbHOT 32 BUKOHAHHS OCOOH, 1110 BUKJIA/ICHA Y BUIJISI/II HATIKCY HA JIOKYMEHTI.

Pezomonis  Mae Taki OOOB’SI3KOBI CKJIQJOBi: TMpI3BUINE, IHIIMial iMEHI BHUKOHABIIS
(BUKOHABIIIB) Y JaBAJIbHOMY BIIMIHKY, 3MICT IOPYYE€HHS, CTPOK BUKOHAHHSI, OCOOMCTHIA i IITHC
KepiBHUKA, JaTa.

ﬂKHIO AOPYYCHHA HaJaHO KIJIbKOM mocagoBuM OCO6aM, T'OJIOBHMM BHUKOHABLECM OOKYMCHTA
€ 3a3Ha4CHa IICPIIOIO 00068., SIK1H HaJAa€TbCA IIPABO CKIIMKATHU 1HIITHX BI/IKOHaBI_IiB.

CTBOpeHHSI HEKOHKpeTHHX (“TIpHCKOpHTH”, “HNONMNIIUTH’, ‘‘aKTHBIi3yBaTH , ‘‘3BEPHYTH
yBary” TOLIO) 3a 3MICTOM PE30JIIOLiI HE TOIMYCKAEThCS.

Ha nmokymeHTax i3 CTpokamMu BUKOHAHHS, SIKI HE MOTPEOYIOTh JOJATKOBUX BKa3iBOK, Y
Pe30JTIo1IiT 3a3HaYal0THCSl BUKOHABEIh, MIIMIC aBTOpa PE3OIIOIT, AaTa.

Pesourortist mpocTaBisieTbest Oe3mocepeIHhO Ha JOKYMEHTI HIDKYE PEKBI3UTYy “Anpecar’”’
napajeiabHO JI0 OCHOBHOTO TEKCTy. SIKIO Micis JJisi Pe30Jirorii HeIOCTaTHhO, 1i MOKHA
MPOCTABIISITH Ha BITLHOMY BiJI TEKCTY MICIIl Y BEpXHI{ YaCTHHI MEPIIOi CTOPIHKUA JOKYMEHTA 3
JHMIBOBOTO OOKY, aJie He Ha MO JOKYMEHTA, IPU3HAUYCHOMY IS TTiAITNBAHHS.

Koportknii 3micT 1oKymeHTa

39. KopoTkuii 3MICT JOKYMEHTa MOBHHEH MICTUTH CTHUCIMHA BHUKIAJ CyTI JOKYMEHTA.
Kopotkmit 3mict, obcar skoro mnepesumtye 150 3HaKkiB (I'ATh pPSAAKIB), TO3BOJSETHCS
MIPOAOBXKYBATH JI0 MEX1 IIpaBoro nouisd. Kparka B KiHII 3aroJIOBKa HE CTABUTHCS.

Koportkuii 3MicT BigmoBigae Ha MUTaHHA “mIpo mo0?”, “xkoro?”, “uoro?”. Hampuxkimazg: Hakas
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(mpo m0?) mpo HamaHHSA BIAMYCTKH; MPOTOKOJ (YOro?) 3acimaHHsS aTecTalliiHOi KOMICIT;

MOCaioBa iHCTPYKIIis (KOro?) TOJOBHOTO CHEIliamicTa.

Jluctu, 7OMOBIAHI Ta CITyK00B1 3alIMCKH CKIIaAat0ThCs 0€3 3arojioBKa.
BinmiTka npo KOHTPOJIb

40. BinMiTka mpo KOHTPOJIb O3HAYAE, 110 JJOKYMEHT B35ATO Ha KOHTPOJb JUI 3a0e3MeUeHHS
J0ro BUKOHAHHS B YCTAHOBIICHUH CTPOK.

BiamiTka mpo KOHTpOJAb pOOHUTHCS NUIIXOM TMpocTaBieHHs jitepu “K” um cioBa
“Kontponp” (Big pyku a00 3 BHUKOPHCTAHHSIM INTamIia) Ha JIBOMY IIOJI TMEPIIOi CTOPIHKH
JIOKyMEHTA Ha PiBHI 3aroJIOBKa J0 TEKCTY.

Texker foxkymenTa

41. TekcT NOKyMEHTa MICTHTh iHQoOpMamio, maasi (iKCyBaHHS SIKOi HOTO CTBOPEHO.
IndopMmaris B TEKCTI TOKyMEHTa BUKIAJAETbCS CTUCIO, IPAMOTHO, 3p03yMUIO Ta 00’ €KTHUBHO.
JIOKyMEHT HE MOBMHEH MICTHTU MOBTOPIB, @ TAKOX CJIB 1 3BOPOTIB, SIKi HE HECYTh 3MiCTOBOT'O
HaBaHTaxeHHdA. [li yac cCKiIagaHHA JOKYMEHTIB BXXUBA€THCS IIIOBUH CTHIIb, IJI SIKOTO
XapaKTepHUI HEHTpaIbHUI TOH BUKJIAICHHS, T030aBIIeHUI 00pa3HOCTI Ta €eMOIIHOCTI.

TekcT mokymMeHTa OQOPMIISIETBCS Yy BUTJSII CYIIUIBHOTO 3B’S3HOTO TEKCTY, aHKETH YH
TabJUIli 200 NMUITXOM MOETHAHHS X (HOPM.



CyuinbHui 3B’SI3HUM TEKCT JOKYMEHTa MICTUTh TPaMAaTUYHO 1 JIOTIYHO Y3TODKEHY
iHpopManilo mnpo ympaBmiHCbki aii. Taka Qopma BUKIaJE€HHS TEKCTy JOKyMEHTa
BUKOPUCTOBYETHCS 1] Yac CKJIAJaHHS MOJIOKEHb, TOPSIIKIB, MPABWII, PO3NOPATIUX JOKYMEHTIB
1 JINCTIB.

Tekcr, sK MpaBWIIO, CKIAAEThCS 3 BCTYIHOI, MOTHBYBAJIbHOI Ta 3aKIIOYHOI YaCTHH.
Berynna wacthHa MICTHTH MiJACTaBy, OOIpyHTYBaHHA ab0 MeETy CKIQJCHHS JIOKYMEHTa,
MOTHBYBaJIbHa - OOTPYHTYBaHHS MO3HMII YCTaHOBH, B 3aKJIIOYHIH - BHCHOBKH, MPOIO3MIIII,
pilIeHHs, TPOXaHHSI.

TexkcTr CKIamHMX 1 BEIHMKHX 32 OOCATOM JTOKYMEHTIB (ITOJIOXKEHHS, MpaBuja, 1HCTPYKIIIi,
OTJISIAW, 3BITH TOIIO) TMOAUISIOTHCS HA PO3JAUIH, WiAPO3IUIM, IYHKTH, WIAMYHKTH, SKi
HYMEPYIOTBCS 33 IOTOMOTOI0 PUMCHKHX a00 apaOChkuX 1udp 6€3/3 Kpanmkor ado JIyKKO¥O.

42. ®opma aHKETH BUKOPHUCTOBYETHCS y pa3i BUKJIAJCHHS y HHU(POBOMY ab0 CIIOBECHOMY
BUTIISIAL iH(OpMAaIii po oauH 00’ €KT 3a meBHUM 00csroMm o3Hak. IloctiitHoro iH(opMatieo B
aHKETI € y3arajibHeHI HailMeHyBaHHs O3HAK, 32 SIKUMH IPOBOAUTHCS OIUC 00’€KTa, a 3MIHHOKO -
KOHKPETHI XapaKTePUCTUKH.

43. TabnuuHa ¢popMa JOKYMEHTa BUKOPUCTOBYETHCS Y pa3i BUKIAJICHHI y Iu(poBOMy abo
CJIOBECHOMY BUTJISLII iH(OpMAIIii PO KijbKa 00’ €KTIB 3a PSIOM O3HAK. 3aroJI0OBKH rpad Tabmuii
MUAITYThCS 3 BEJMKOI JITEPH, MiA3aroJIOBKH - 3 Majoi Jiitepu. Kpamku B KiHII 3arojIOBKIB 1
M1 3aT0JIOBKIB Tpad) HE CTABIATHCA. 3ar0JIOBKH 1 MiA3aroJIOBKY Tpad Ta psAAKiB TaOIMIlI MTOBUHHI
OyTH BHKJIAaJCHI IMCHHHUKOM y HAa3WBHOMY BiJIMIHKY OJHMHH. Y 3arojIoBKax 1 IT3arojoBKax
PAAKIB 1 rpad TaOMUIl BXKUBAIOTHCS JIMIIIE 3arajbHONPUHHATI YMOBHI TO3HAYEHHS 1 CKOPOUCHHS.
I'padu Tabmmii, siki PO3MINIYIOTBCS HA KITBKOX CTOpIHKaxX, HyMepyroThcsi. Ha npyriii Ta
HACTYITHUX CTOPIHKaX TaOJHWIN 3a3HAYAIOTHCS HOMEPH rpad, a TaKoX Yy BEPXHBOMY IPABOMY
KYTKY - cioBa “IIponoBikeHHs nogaTka’.

BinmiTkn npo HasiBHiCTH 101aTKIB

44. JlonaTku 10 TOKYMEHTIB, KpiM JOAATKIB IO CYNPOBITHUX JIUCTIB, CKJIAJAIOTHCS 3 METOIO
JIOTIOBHEHHSI, TOSICHEHHS OKPEMHX MUTaHb a00 JOKYMEHTa B LILJIOMY.

45. JlonaTku 10 TOKYMEHTIB MOKYTb OYTH TaKUX BUJIIB:

JOJIaTKU, M0 3aTBEPIXKYIOTbCS PO3MOPSAIUYUMU JOKYMEHTaMH (IIOJIOXKEHHS, 1HCTPYKLIi,
IpaBuia, HOPSAKH TOLIO);

JOAATKH, 10 IOTIOBHIOIOTH Ta/a00 MOSCHIOIOTH 3MICT OCHOBHOT'O IOKYMEHTA;
JOJIaTKH, 110 Ha/ICUJIAIOThCS 13 CYMPOBIIHUM JIMCTOM.

VY TeKCTi OCHOBHOTO JOKYMEHTa POOUTHCA Taka BiAMITKA MPO HASBHICTh MOAATKIB: “IIIO
JIoJaeTbes”’, “3rigHO 3 gomaTtkoM”, “(momarok 1)”, “BimmoBimHO A0 gomaTtka 2” abo “(auB.
J01aToK 3)”.

46. lonatku opopMITIOIOTHCA, SIK NIPABUJIO, HA CTAHAAPTHUX apKymax namepy. Ha mpyrii i
HAaCTyIHIA CTOpIHKax JojaTrka poOuThcs Taka BingMiTka: “IIpomoBkeHHs jgojartka’,
“IIpopoBxeHHs qonarka 17,

VY pasi HasBHOCTI KUTBKOX JTOJIATKIB HA HUX 3a3HAYAIOTHCS MOPSIKOBI HOMEPH, HAITPHUKIIA;
nonatok 1, nogatok 2. 3Hak “No” mepen nupoBUM IMO3HAYCHHIM HE CTAaBUTHCS.

VYci gonatku 10 AOKYMEHTIB Bi3yIOThCS TPAI[iBHUKOM, SIKMH CTBOPUB JOKYMEHT, Ta
KEpiBHUKOM CTPYKTYPHOTO HiPO3/ily, B SKOMY HOTO CTBOPEHO.



JlonaTku HOPMATHUBHO-TIPABOBOTO XapakTepy (MOJIOKEHHS, 1HCTPYKIi, MpaBuia, MOPSIKHA
TOIO), IO 3aTBEP/KYIOTHCS PO3MOPSTINMH JOKYMEHTAMH, ITIMHACYIOThCS KepiBHUKAMU
CTPYKTYpPHUX IiIPO3/ILIIB YCTAHOBU HA JTUIILOBOMY OOIli OCTAHHBOT'O apKyIlia J0JaTKa.

VY pa3i Konu JOJATKU HAJICWIIAIOTHCS 13 CYNPOBIIHUM JIMCTOM, BiIMITKa MPO HASBHICTH
JIOJTATKIB PO3MIIITYETHCS MICISI TEKCTY JTUCTA TIEPET I IMHCOM.

S0 MOKYMEHT Mae JIOJaTKH, TIOBHE HAWMEHYBaHHS SKUX HaBOIUTHCS B HOrO TEKCTI,
BIIMITKa PO HASIBHICTH JOJIATKIB 0()OPMITIOETHCS 32 TAKOKO (POPMOIO:

Honarok: Ha 7 apk. y 2 npuM.

SKI0 TOKYMEHT Mae€ JIOJaTKH, MMOBHE HAWMEHYBaHHS SIKUX y TEKCTI HE HABOJIUTHCS, 1X
HEOOXI1THO TIEPENIIUUTH MICIIS TeKCTY 13 3a3HAYCHHSIM KUIBKOCTI CTOPIHOK Y KO)KHOMY JI0JIaTKy Ta
KUTBKOCTI X MPUMIPHHKIB, HATTPUKIIA:

Honatku: 1. JloBiaKka Npo BUKOHAHHS IJIaHY pO3BaHTaXKyBaJbHUX poOiIT 3a |
kBaprtan 2017 p. Ha 5 apk. B 1 ipum.

2. I'padix pemonTHHX poOiIT Ha | kBapTanm 2010 p. Ha 3 apk. B 1 mpum.

47. Y pa3i KoMM NOKYMEHT MICTHTh OUIbIIE NIECATH IOAATKIB, CKJIQJAa€ThCS OIUC 13
3a3HAYEHHSAM Yy JIOKYMEHTI TaKOi BiAMITKH:

Jlomatok: 3TiIHO 3 OITMCOM Ha 3 apK.

SIKIIO TOJaTOK HAJICHIIAETHCS HE 3a BCIMa 3a3HaYCHHMH B JIOKYMEHTI aJpecaMH, BiJMiTKa
PO HASBHICTH IOKyMEHTa O(POPMITIOETHCS 3a TAaKOO (POPMOIO:

HonaTtok: Ha 5 apk. y 2 npuM. Ha TIepIIy aapecy.
Mignuc

48. TlocagoBi 0coOu MIAMKMCYIOTh JOKYMEHTH B MEXKaxX CBOIX IMOBHOBa)XCHb, BU3HAUCHUX
aKTaMH 3aKOHOJABCTBA, IHIIMMHU HOPMATHBHO-NIPABOBUMH aKTaMH BIJOBITHO 110 [HCTpYKIi 3
JUJIOBOJCTBA B EJCKTPOHHINK dhopMi Ta 1HCTPYKIiI 3 AUTOBOJACTBA YycTaHOBH. [lopsmok
MIMUCAHHS JOKYMEHTIB 1HIIMMH OCOOaMHM y pasi BiJICYTHOCTI KEpiBHHKA YyCTaHOBH Ta
M0CaJIOBUX 0OCi0, sIKi yIMTOBHOBAXKEHI X IMiIICYBaTH, BU3HAYAE€THCS HAKa30M (PO3IOPSIKEHHSIM)
KEpiBHHKA YCTaHOBH.

49. Ilinnuc ckilafgaeThes 3 HAMMEHYBaHHs 110ca i 0co0H, sIKa MiMUCYy€e JOKYMEHT (IIOBHOTO
- Yy pa3i, KOoJu JOKYMEHT HaJpyKOBAaHHUW HE Ha OJIaHKY, CKOPOUEHOTO - Yy pa3l, KOJIU JOKYMEHT
HaJpyKOBaHMH Ha OJaHKY), 0COOUCTOro MIANHUCY, 1HINIaTy iIMEHI 1 Pi3BUILA, HAITPUKIIA/I:

MinicTp diHaHCIB T IINC Irimian I[TPI3BUILE
abo
MisicTp M IIUC Irimian [TPI3BUILE

50. ¥V pa3i HaACWIaHHS JOKYMEHTa y MamnepoBiil (Gopmi 0JHOYACHO KUTBKOM YCTaHOBaM
HiAMUCY€EThCS TUIBKA OpUTIHAN, SIKUM 3alMIIA€ThCS y CHOpaBl YCTAaHOBM - aBTOpa TaKOTro
JIOKYMEHTA, a Ha MICLS PO3CUIIAIOTHCS 3aCBIUEHI CIYK0010 A1II0BOICTBA HOT0 KOIIii.

51. JIOKyMEHTH HiAMKCYIOTHCS, K MIPABUIIO, OJIHIEIO ITOCAIOBOI0 0CO00I0, a y pasi, KOJHU 3a
3MICT JJOKYMEHTa HECYTh BIAIMOBIIAJIBHICTH KiJIbKa 0ci0 (akTH, (hiHAHCOBI TOKYMEHTH TOUIO), -
nBoMa abo Oinblie mocagoBuMu ocodamu. [Ipu 1boMy MiANKUCH MOCAAOBUX OCIO PO3MIILIYIOTHCS
OJIMH i OHUM BiJITOBITHO J0 MAMOPSAKOBAHOCTI 0ci6. Hampuknan:
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Hupexrop T JIITHC Iaimian [TPI3BUILE
[NonmoBHuit Oyxranrep T JIITHAC Irimian ITPI3BUILIE

52. V pa3i mianucaHHs CHIIBHOTO JOKYMEHTa KilbKkoMa oco0aMu, siKi 3aiiMar0Th OJHAKOBI
mocajy, iX MAMUCH PO3MIIIYIOTHCS HA OJIHOMY PiBHI 1 CKPIIUTIOIOTHCS TE€YaTKaMU YCTaHOB,
HaTMPUKIIAT;

MinicTp roctuii Minictp dinancis
IiAImmIe Inimian ITPI3BUIIE IiAImmIc Inimian ITPI3BULLE
BiIOMTOK repOOBOi MeYaTKu BiIOMTOK repOOBOi MeYaTKu

JIOKyMEHTH KOJIeTiaJIbHUX OpPTaHiB MiAMKCYIOTh TOJIOBAa KOJIETIaJbHOTO OpraHy 1 CeKpeTap,
HaTMPUKIIAT;

I'osoBa xomicii HIJIINUC Irimian I[TPI3BUIIE
Cexkpetap Komicii HIIINUC Irimian I[TPI3BUIIE

53. V pasi BiACYTHOCTI MOCaI0BOT 0COOU, HAMMEHYBaHHS TOCAIH, TIPI3BHINE, 1HIIIAT IMEH]
SIKOT 3a3HAYEHO HA MPOEKTI JOKYMEHTa, HOTo Minucye ocoba, 1o BUKOHYE 11 000B’A3KH, a0o ii
3aCTYITHUK. Y TakoMy pa3i OOOB’SI3KOBO 3a3HAYArOThCA (DaKTHYHA TOcaja, IHIMaaT IMEHi 1
Ipi3BUILE 0COOM, sIKa MiJNKcana JOKYMEHT, IPU LbOMY BUIIPABICHHS BHOCHUTh PYKOIHCHUM
crocoboM oco0a, ska mignucye JokyMeHT. He momyckaerbes mia 4yac MiANHCAaHHS JOKYMEHTa
CTaBUTU NpPHUMMEHHUK “3a” 4M NpaBOOIYHY MOXWIIY PHCKY Iepes HaliMeHyBaHHSAM mocaau. Y
pasi 3aMmilleHHd KepiBHMKA 3a Haka3oM (pO3MOpSKEHHSM) /10 HaillMeHyBaHHS [Ocaau
J0JIal0ThCsl cuMBoOIIK “B. 0.”.

54. dakcuMisIbHE BIATBOPEHHS MIANUCY [10CAA0BOI 0COOM Ha TIOKYMEHTaX HE TOMYCKAETHCS.

55. V pa3i CTBOpeHHs YCTaHOBOIO JOKYMEHTa Yy mamnepoBiii ¢opMi 3a HASBHOCTI JJIS IIbOTO
OOTpYHTOBAHMX IMiJCTaB JJIS iX IMOJANBIIOrO HAJICUIAHHS YCTAaHOBAM CIIYKOOI0 NiTOBOJCTBA
CTBOPIOETHCS. B YCTAHOBJIIGHOMY TMOPSAKY €JIEKTPOHHA KOIMisl MalepoBOr0 OpUriHAILY
BIJIMOBITHOTO JOKYMEHTA, SIKa HAJACHIAETHCS apecaraM Yepe3 CHCTEMY €ICKTPOHHOI B3aeMOJil
OpraHiB BUKOHABYO1 BJIa/IH.

Bi3u Ta rpu¢ moroaxeHHs1 A5l JOKYMEHTIB, 110 CTBOPIOIOTHCH y Naneposii popmi

56. TloromxkeHHs OOKYMEHTa Yy pasi MOoTpeOM MOXKe 3HINCHIOBATUCS SIK B YCTaHOBI
(BHYTpIIIHE), TaK 1 32 i1 MeKaMH 1HIIUMH 3a1HTEPECOBAHUMHU YCTAHOBAMH (30BHIIITHE).

57. BHyTpillIHE MOTOKEHHSI JOKYMEHTa O(QOPMITIOEThCS IUISIXOM MPOCTaBISIHHSA Bi3u. Biza
BKJIIOUA€ OCOOMCTHH MiAMKC, 1HIMiaJ IMEH1 1 Mpi3BHILE OCOOH, KA BI3yE JOKYMEHT, AaTy
Bi3yBaHHS 13 3a3HAUYEHHIM Y pa3i NOTpeOr HaltMEeHyBaHHS [TOCaIH 11i€i ocoOu.

58. Biza mpocraBiseThcsl Ha JTUILOBOMY ab0 B pasi, KOJIW MICI Ha JMILOBOMY OOII
OCTaHHBOTO apKyllla HEIOCTaTHhO, HAa 3BOPOTHOMY OOIll OCTAaHHBOTO AapKyllla MPOCKTY
JOKyMeHTa. Bi3u MpoCTaBIIsAIOTECS HA MANepOBUX MPUMIPHHUKAX TOKYMEHTIB, IIO CTBOPIOIOTHCS
y pa3i HasABHOCTI MiACTaB, SKI BU3HAIOTHCA OOIPYHTOBAHUMH JISi CTBOPEHHS YCTAHOBOIO
JIOKYMEHTIB y Maneposiit popmi, Ta 3aIUIIAIOTHCS B YCTAHOBI.

59. 3ayBakeHHsI 1 TPOTIO3UIIIT IO MPOEKTY JOKYMEHTa BUKJIAIAIOTHCS Ha OKPEMOMY apKyIIli,
PO 110 Ha MPOEKTi POOUTHCS BIAMOBIIHA BIAMITKA:

HavansHuk 3araapHOTO BiIILTY




Jara T AINUC Irimian I[TPI3BUILE

3ayBa)XeHHsI 1 MPOTMO3HULIIT JOTAIOTHCS.

60. ITopsiok Bi3yBaHHS BU3HAYAETHCS B [HCTPYKIIIT 3 /IIIOBOJICTBA B EIEKTPOHHIN opmi.

61. 3a 3MiCT JOKyMEeHTa, KU BI3yeThCsl KiIbkOMa oco0aMu, Taki 0coOM BIiAMOBITAIOTH
3r1AHO 3 KOMIIETEHIIIEIO.

62. 30BHIIIHE NOTO/PKEHHS IMPOEKTIB JOKYMEHTIB, CTBOPEHMX Yy THamneposiil ¢opwmi,
o(opMIISETBCS IUITXOM TPOCTABJICHHS HA HUX TpUQa MOTOKEHHS, IKHI BKITIOYA€ B ce0e CIIOBO
“IIOI'O/DKEHO”, naiimMeHyBaHHA MOcCaad O0CcOOM Ta YCTAHOBH, 3 KOO MOTOJKYETHCS MPOEKT
JOKYMEHTa, OCOOWCTHI MAMKC, IHIMiaJ 1MEHl, Tpi3BHUIIE 1 AaTy ab0 Ha3By TOKYMEHTA, IO
MiATBEPKYE MOTOKEHHS, HOT0 aTy 1 HoMep (1HAEKC), HampUKIad:

[NHOI'O/PKEHO

MinicTtp rocTuiii

T IINUC Imimian ITPI3BUILE
JlaTa

[NOI'O/XKEHO

[TpoToko:n 3aciaHHs

LleHTpaJIbHOT EKCTIEPTHO-TIEPEBIPHOT
KoMicii YKpaepkapxiBy

JHarta Ne

63. I'pud mnOromKeHHs CTaBUTHCA HWXKYE IIIANUCY HA OCTAHHIM CTOPIHII MPOCKTY
JIOKYMEHTA.

64. Y pa3i KoiH 3MICT JJOKyMEHTa CTOCYETHCS OiIbIIe HiXK TPHOX YCTAHOB, CKIIAIAETHCS
apKyll TOTOJDKEHHsI, PO MI0 POOUTHCS BIAMITKA y JOKYMEHTI Ha Micii rpuda MOromKeHHs,
HaTPUKIIAI;

APpKyII IOTOJKEHHS 10Aa€THCS.

65. Apkyll moromkeHHs o(OPMIIOETHCS Ha JUIOBOMY Ta Yy pa3i MOTpeOu 3BOPOTHOMY
00111 OJTHOTO apKyIlla 3a TaKO (HOPMOIO:

APKVYII ITOI'OJUKEHHA

HasBa npoekTy nokymeHTa

HaiimenyBanHs nocaau M1IINUC Irimian I[TPI3BUIIE

Hata

66. 30BHIIIHE TIOTOPKEHHS y pa3l NOTpeOH, BUBHAYEHOI 3aKOHOJIABCTBOM, 3/11MCHIOETHCS B
TaKii MOCIIIOBHOCTI: YCTAHOBU OJJHAKOBOTO PIBHS Ta 1HIII YCTaHOBH; T'POMAJIChKI OpraHizallii;
OpraHu, sKi 311HCHIOIOTH JIep>KaBHUM KOHTPOJIb B MEBHiM cepi; yCTaHOBH BUIIIOTO PiBHSL.

BinonTok meuaTkn

67. Ha noxymeHTax, IO 3acBiIUyIOTh IIpaBa I'pPOMaJsSH 1 IOPUAMYHUX OCIO, Ha SIKHUX
¢ikcyeTbcsl (PaKT BUTpAvyaHHS KOUITIB 1 MPOBEICHHS OINepaliil 3 MaTepialbHUMH IIHHOCTSIMH,
M IMTHAC TTOCaA0BO1 (B1AMOBIIAIEHOT) 0COOM CKPITUTFOETHCS TEPOOBOIO MEYATKOO YCTAHOBH.
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[lepenik 1HMKX JOKYMEHTIB, MiAMUCH Ha SKUX HEOOXITHO CKPIIUIIOBAaTH TIepOOBOIO
MeYaTKOI0, BU3HAYAETHCS YCTAHOBOIO Ha IMiJICTaBl HOPMAaTUBHO-TIPABOBUX aKTIB Ta MPUMIPHOTO
NepesTiKy JOKYMEHTIB, MiIMUCH Ha IKUX CKPIILTIOIOTHCS repOOBOIO MIEUaTKO (101aTOK 3).

68. BinOutok medaTku, Ha AKiil 3a3Ha4€HO HAMEHYBaHHS YCTaHOBH a00 ii CTPYKTYypHOTO
migpo3ainy (6e3 300paxkeHHs repba) y pasi MoTpeOr CTaBUTHCS Ha KOMISAX JTOKYMEHTIB Ta Ha
PO3MHOXKEHUX MPUMiPHUKAX PO3MOPSIINX TOKYMEHTIB.

BinOutok medaTtku CTaBUTHCS TaKUM YMHOM, 10O BiH OXOIUTIOBAB OCTaHHI KIJbKa JIITEP
HallMEHYBaHHS MMOCAJU OCOOM, sKa IMiJIMKcaNa JOKYMEHT, aje He MiAIMUC MocajoBoi ocodu, abo
Ha OKPEMO BHUIIJICHOMY JIUIS IIbOT'O MICIi 3 BiaMiTKOIO “MIT”.

69. Haka3oM (pO3MOpS/KEHHSIM) KEpIBHUKA yCTAHOBM  BHM3HAYAETHCS  MOPSIOK
BUKOPHCTaHHS, Micie 30epiraHHs repOoOBOi medaTkw 1 mocajoBa ocoba, BiAMOBiganbHA 3a 11
30epiraHHs, a TaKOX Mepettik 0ci0, MiMUCH SKUX CKPIIUTIOIOTHCS repOOBOIO IMEYaTKOKO.

BinmiTka npo 3acBiqueHHs NanepoBHX KOMiil TOKYMEHTIB

70. YcraHoBa MoO’Ke 3acBIIUyBaTH KOIIi JIMIIE THUX JOKYMEHTIB, 110 CTBOPIOIOTHCS B HIM,
KpIM BHIIAQJKIB CTBOPEHHS MalepoOBHX KOIMIN EJeKTPOHHUX JOKYMEHTIB, L0 HaIIWNUIM [0
YCTaHOBU Y€pe3 CUCTEMY €JIEKTPOHHOI B3a€MOJIli OpraHiB BUKOHABUOI BJIaJu (Jajll - cHUCTEMa
B3a€MO/IIi), @ TAKOX Yy BUIAJKaX, epea0aueHUX UM TyHKTOM.

VY pasi miaroToBKH JOKYMEHTIB U HaJJaHHS OpraHaM CyJOBOI BJIAJH ITiJl 4ac BUPIIICHHS
MUTaHb HI0A0 MPUHHATTS TPOMaJSH Ha poOOTY, HABUAHHS, 3aCBIAUEHHS 1X TPYIOBHX, )KUTIOBUX
Ta IHIIMX TPaB y B3a€MOBIJIHOCHHAX 3 YCTAHOBOIO, a TaKOX MiJx 4ac (opMyBaHHS 0COOOBHX
CIIpaB TPAIliBHUKIB YCTaHOBAa MOJK€ BHUTOTOBJISITH KOMIii JOKYMEHTIB, BHUIAHUX I1HIIMMH
yCTaHOBaMH (KOTi1 IUTUIOMIB, CBIJIONTB PO OACPIKAHHS OCBITH TOIIO).

Binmitka “Komis” mpoCTaBisi€eThCS y BEPXHHOMY IMPABOMY KYTKY MEpIIOi CTOPIHKU
MaNePOBOTO JTOKYMEHTA.

[Mopsimox CTBOpPEHHS ManepoBUX KOITii SIICKTPOHHHX JIOKyMCHTIB
BHU3HAYAETHCS |HCTPVKIIEIO 3 AIJIOBOACTBA B €JIEKTPOHHIN (hopMi.

71. Hanme npo 3acBiueHHS JOKYMEHTa y Mamneposiil ¢opmi ckiagaeTses i3 ciiB “3riHo 3
OpuriHaJIOM”, HAMMEHYBaHHs TOCaJH, OCOOMCTOTO MiAMUCY OCOOM, sKa 3acBiUye KOIIfO, il
iHiIiay iMeHi 1 Tpi3BUINA, JAaTH 3aCBIAYEHHS KOMii 1 TMPOCTABISAETHCS HUKYE DPEKBI3UTY
nokymenTa “Tlignuc”, Hanpukian:

3TiIHO 3 OPHTIHATIOM

. . . IT1 JITTHAC Imimian I[TPI3BUILE
[IpoBigHuii criemianict

BIJIILTY OpraHi3aiii 1i0BOACTBa

JlaTa

72. Hanuc mpo 3acBiueHHs ManepoBOoi KOMil CKPIMIIOETHCS MEYaTKO 13 3a3HAYEHHSIM Ha
HIM HaliMEHyBaHHS BIANOBIAHOI ycTaHoBH (0€3 300pakeHHs TepOa) abo TmeYyaTKolo
CTPYKTYPHOTO MiAPO3ALTY (CIyKOU A1TOBOJACTBA, CIIy*)OU KaapiB, OyXranTepii TOIO0) YCTaHOBH.

73. Ha xomisix BHXIHUX JOKYMEHTIB y HamepoBiii ¢opmi 3a3HAYa€ThCS JaTa MiANUCaHHS
JIOKYMEHTA Ta HOTo peecTpaliifHuil 1HIEKC, Tocaia 0co0H, sika 3acBiAumiIa Koo, il ocoOucTuit
ITiJIITUC, TaTa 3aCBiAYEHHS Ta BIIOMTOK MEYaTKH CIIY>KOH JTOBOJICTBA, HATIPUKIIA:
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JaTa, iHaeKC

HupekTop Imimax ITPISBHIIE
Jrigmo = opHriHATOM

IIpopiaHME COSIMATICT BIILTY TIITHC Tmiman ITPT3BHIIE
BIIOHTOK MeYaTKH CIVADOH IUIOBOICTEA

Hata

74. Ha xomisix BUXiTHUX JOKYMEHTIB, III0 3aJHMIIAIOTHCS y CIpaBax yCTaHOBHU (BiAIMYyCKax),
MMOBHHHI OYTH Bi3H MOCAI0BUX 0C10, 3 SKUMH BOHHU TIOTOKCHI.

75. Komist ToKkyMeHTa NOBUHHA BiJIIIOBIIaTH OPUTIHATY.
BinMiTKu npo cTBOpeHHs, BUKOHAHHS I0KYMEHTa

76. IM’s Ta mpi3BUILE NpaliBHUKA, SIKHH CTBOPHUB JIOKYMEHT, 1 HOMEp Horo ciyx00BOro
Tesie(hOHYy 3a3HAYAIOTBCS B HIKHBOMY JIBOMY KYTKY OCTAHHBOI CTOPIHKH IAmepoBOIrO
JIOKYMEHTA, HallpUKJIal:

Onena Iletpenko 256 23 29

77. Ilicna 3aBepiieHHS POOOTH 3 JOKYMEHTOM MPOCTAaBISIETHCS BiAMITKA MPO HOTO
BUKOHaHHS. BimMiTKa TpO BUKOHAHHS JOKYMEHTA CBITYUTH MPO TE, 10 pOOOTY HAJ JOKYMEHTOM
3aBepIIEHO 1 HOro MOXKHA JONYYUTH JI0 ClpaBu. BimMiTka mMoxe micTutu cioBa “Jlo cnpaBu”,
HOMEp CIIpaBH, MOCUJIAHHS Ha JaTy 1 peecTpauiiHui 1HIEKC JOKYMEHTa, SIKHH 3acBiauye HOro
BUKOHAHHS, HalMEHYBaHHsI MOCAJAH, MAMUC 1 AaTy. SIKIIO TOKYMEHT He MOTpedye MUCHMOBOT
BI/IMOBI/TI, 3a3HAYAIOTBHCS KOPOTKI BIIOMOCTI MpO BHUKOHAHHA. [ligmuc 1 maty BIAMITKH
MPOCTAaBJISE TPAIIBHUK, SKUH CTBOPHB JOKYMEHT, a00 KEpiBHUK CTPYKTYPHOTO MiAPO3/IiTy.
3a3HaueHUN PEKBI3UT MPOCTABISETHCS BiJl PYKH Y JIBOMY KYTKY HM)KHBOTO IOJISI MEPIIOT
CTOPIHKH, HAIPUKIA;

Jo cripasu Ne 03-10 o crpasu Ne 05-19
Abo
JIuct-Bignosiasb Bix 20.05.2011 [TuTaHHS BUPIIIEHO TO3UTUBHO TIiJ] Yac
Ne 03-10/01/802 TenedoHHOT PO3MOBH
04.03.2011
rmocajga  MIINKC Irimian [TPI3BUILIE mocajga  ITJIIKC Inrimian [TPI3BULLE
21.05.2011 05.03.2011

78. BinMiTKka npo HaAXOJKEHHS MarepoBOro JOKYMEHTa 10 YCTaHOBU MPOCTABIISETHCS BiJ
pyKH a0 3a JOTIOMOTOO IITaMIIa, aBTOMATHYHOTO HyMEpaTopa Y MITPUX-KOJY HA JTHIIBOBOMY
0JII Y MPaBOMY KYTKY HHKHBOTO IOJIS MEPIIOro apKylla OpuriHany nJokymeHnrta. Enementamu



3a3HAYEHOTO PEKBI3UTY € CKOpOUEHE HAlMEHYBaHHS YCTaHOBU - OJIepKyBada JOKYMEHTa,
peecTpariinuii iHAeKC, AaTa (y pa3i moTpeOr ToMHa 1 XBUJIMHH ) HaIXOI>KEHHS JOKyMEHTA.

SIKIIO KOpPECTIOHEHIIIsI HE PO3KPHBAETHCS BIAMOBIIHO 10 MYHKTY 148 miei [HCTpyKIii,
BiJIMITKA MPO HAJIXO/KEHHS JOKYMEHTA MIPOCTABISETHCS HA KOHBEPTAX (YIaKyBaHHSX).

VY pasi HaaXoKeHHs 30pOITypPOBaHHUX IOKYMEHTIB pa3oM 13 CYIIPOBITHUM JIMCTOM BiIMITKa
CTaBUTHCS HA CYMPOBITHOMY JIUCTI.

3anuc npo aep:kaBHY peecTpauniro

79. 3amuc Tpo JAEp)KaBHY pEECTpalifo poOUTHCS MO0 HOPMATHBHO-TIPABOBUX AaKTiB
YCTaHOB, BKJIIOUEHUX J0 €IMHOTO JIEP>KaBHOTO PEECTPY HOPMATUBHO-TIPABOBUX AKTiB.

VY pasi nogaHHs HOPMATHBHO-TIPABOBOTO aKTa Ha JIEP)KaBHY PEECTPAIIIIO Y ManepoBiit popmi
Ha MEepUIiid CTOPIHI MarnepoBOro MPUMipHUKA HOPMATHBHO-TIPABOBOT'O aKTa JUISl TPOCTABJICHHS
BIIMITKH TIPO JIep)KaBHY peecTpamniro moBuHHE Oyrtu BimbHe wmicie (60 x 100 mimimerpiB) y
BEPXHBOMY MIPAaBOMY KYTKY ITiCJIsI HOMEpa aKTa 4 rpuda 3aTBepIKeHHS.

VY pa3i mogaHHS HOPMATHBHO-TIPABOBOTO aKTa HA JIEPKABHY PEECTPAIlil0 B €IEKTPOHHIHN
¢dopmMi 3ampc Tpo JEp)KaBHY PEECTpAIil0o HE HAHOCUTHCS Ha JOKYMEHT, a BHOCHTBHCS [0
peecTpaniiHO-MOHITOPUHTOBOT KapTKH, Ta MOXKE y pa3i moTpedu OyTu Bizyasli3oBaHUI 3aco0amu
CHUCTEMH €JIEKTPOHHOTO JIIJIOBOJICTBA TIij Yac Bizyasi3allii JOKyMeHTa.

CrJiajeHHs e IKMX BUIIB TOKYMEHTIB
Haxka3zu (poznopsoorcenns)

80. Hakasu (po3mopsikeHHs) BHIAIOTHCS K PIIIEHHS OpraHi3aliiHO-pO3MNOpSAIUOro uUu
HOpPMAaTHBHO-TIPABOBOT'0 XapakTepy. 3a 3MICTOM YIpaBIIHCHKOI Jii Haka3u BUAAIOTHCA 3
OCHOBHUX NHUTaHb MAISUIBHOCTI YCTaHOBH, aJIMIHICTPaTHBHO-TOCHOJAPChKUX abo KaJpoBHX
MIUTaHb.

81. Tlpoektn Haka3iB (PO3MOPSIKEHb) 3 OCHOBHOI MiSUTBHOCTI, aJIMIHICTPAaTHBHO-
TOCMOJAPChKUX MUTAHb TOTYIOTHCS 1 MOJAIOTHCS CTPYKTYPHUMH IiIPO3IITaAMU 33 JOPYYCHHSIM
KepiBHMKA YCTAaHOBH YH 32 BJIACHOIO 1HIIIaTHBOIO.

[TpoexTn Haka3iB (PO3MOPAKEHB) 3 KAJAPOBUX MUTAHB (0COOOBOTO CKIaay) (ITPO MPUHHSITTS
Ha poOOTy, 3BUIbHEHHS, HAaJaHHS BIAMYCTKU, BIAPSKEHHS TOILIO) TOTYyE KaJapoBa clyxk0a Ha
TiJICTaB1 pilieHb (BKa31BOK) KEPIBHUKA YCTAHOBH OpTraHi3aIliitHO-pO3MOPSAIIOT0 Y1 HOPMATHBHO-
MIPaBOBOTO XapaKTepy, AOMOBITHUX 3aIUCOK KEPIBHUKIB CTPYKTYPHUX MiTPO3/1NiB, KOHKYPCHUX
JIOKYMEHTIB (TIPOTOKOJIIB Ta PINICHh aTeCTAIifHOI YW 1HIIOI KOMICii), 3asB IpaIliBHHKIB,
TPYIOBHX JIOTOBOPIB Ta IHIIUX JOKYMEHTIB.

82. [IIpoextn Haka3iB (pO3MOPSIKEHb) 3 OCHOBHOI [ISJIBHOCTI, aaMIHICTPATUBHO-
rOCHOJApChKUX MHUTaHb y pa3i iX MIATOTOBKH y manepoBiit GopMi Ta JOJATKH 0 HUX Bi3yIOTHCS
MPAIiBHUKOM, SIKM CTBOPHUB JOKYMEHT, KEPIBHUKOM CTPYKTYPHOTO MiAPO3JALTY, B SKOMY HOTO
CTBOPEHO, MOCAIOBUMU 0COOAaMH, sIKi BHU3HAUEHI Y MPOEKTI JOKYMEHTa SIK BUKOHABIll 3aBIaHb,
110 MICTATHCSI B HbOMY, KEPIBHUKOM CITY>KOH JIJIOBOJICTBA, KEPIBHUKOM 200 MOCaZ0BOIO 0CO00I0
CTPYKTYPHOTO MiIPO3J1y 3 MUTAaHb 3aM00IraHHs Ta BUSBJICHHS KOPYIILIi, IHIIUMH NOCAI0BUMHU
0co0aMu, KHX CTOCYEThCS JOKYMEHT.

[IpoekTn Haka3iB (PO3MOPSAIHKEHB) 3 KaApPOBHX IMHTaHb (OCOOOBOTO CKIIATY) Bi3YIOThCS
MPaLiBHUKOM KaJpoBOi CIyXOHW, SKMHA CTBOPUB TOKYMEHT, Ta HOT0 KEPIBHHKOM, a TaKOX
3QJICKHO BiJ BHIIB HakKa3iB TOCAJOBUMH OCO0aAMH CTPYKTYpPHOTO MIiAPO3AUTy 3 THUTaHb
3aro0iraHHs Ta BHUSBICHHS KOPYIILii, OyXranarepcbKoi ciyOu, IHITMMH MOCaJOBUMHU 0co0amH,
SIKUX CTOCYETHCSI IOKYMEHT.
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VY pa3i HEOOXiAHOCTI TNPOBENEHHS OIIHKM 3MICTy Ta JOLUIBHOCTI BUAAHHS HakKazy
(po3mopsiKeHHs) 3TIACHIOETHCSI 30BHIITHE TIOTO/KCHHS TPOEKTY JOKYMEHTa 3 1HIIUMHU
3aiHTEPECOBAHUMH YCTaHOBAMHU.

83. YIOBHOBaXXEHOIO 0CO00I0 IOPUAMYHOI CIY)KOHM OOOB’SI3KOBO Bi3YIOTHCS MPOEKTU
HaKa3iB HOPMAaTHBHO-TIPABOBOTO XapakTepy, a TaKOXX HaKa3W 3 KaJpOBHX NMUTaHb (0COOOBOTO
CKJIaJy).

84. Slkmo B mporieci MOroKEHHS 0 MPOEKTY Haka3y (PO3MOPSIKEHHS) BHOCSITHCS 3MIHU,
BiH Mi/JISiTa€ TOBTOPHOMY HOTOJPKEHHIO (Bi3yBaHHIO).

85. Hakasu (po3mopsipkeHHs ) MiANHCYIOThCS KEPIBHUKOM YCTaHOBH, a TaKOX JCPKABHUM
CeKpeTapeM MiHicTepcTBa (KEpiBHUKOM arapary yCTaHOBM) 3 NMUTaHb, L0 HAJEXaTh 10 HOTO
KOMIeTeHIii. Y pa3i BIICYTHOCTI BIANOBIAHOTO KEpiBHUKA Haka3zuW (PO3MOPSIKEHHS)
HiAMUCYIOTHCS TIOCAI0BOIO 0CO00I0, SIKAa BUKOHYE HOTO 000B’I3KH.

86. Haxaszu (po3mops/KCHHS, TOCTAaHOBU, PINICHHS), SKI € HOPMAaTHBHO-TIPABOBUMU
aKTaMH, HAOMPAIOTh YMHHOCTI 3 AHS iX OQiIIHHOTO OMyOJIiKyBaHHSI, SIKIIO 1HIIIE HE BCTAHOBJICHO
TAaKUMH HakKa3zaMu (PO3MOPSDKECHHSIMH, TOCTAHOBAMHM, PIMICHHSIMH), ajie HE paHime IHSA iX
odiiHHOTO OMyOIiKyBaHHS.

87. Haka3 (po3nopsi/pkeHHs) OQOpPMITIOETCS Ha OJIaHKY Haka3y (pO3HOpSIKEHHS). 3MICT
Hakazy (pO3MOpS/DKEHHS) KOPOTKO BHKIAJAETHCS B 3aroJIOBKY, SKHHA TIOYMHAETHCA 3
npuiiMenHuka “IIpo” 1 ckimamaeTbes 3a  gonoMororo BiggieciiBHoro imennuka (“IIpo
3arBep/pkeHHd...”, “IIpo BBeaenHs...”, “Ilpo cTBopeHHs...”) ab6o imenHuka (“IIpo miacymkw...”,
“Ilpo 3axomu...”).

88. Tekcr Hakazy (pO3MOpSKEHHS) 3 TMHUTaHb OCHOBHOI MISTTBHOCTI YCTaHOBH Ta
aJIMiHICTPAaTUBHO-TOCIIOIAPCHKUX MUTaHb CKIIATAETHCS 3 IPeaMOyJIH 1 PO3MOPsAAU0] YACTHHH.

89. YV mpeamOymi 3a3Ha4yaloThCs IMMiACTaBa, OOIPYHTYBaHHsS a0O MeTa BHUJAHHS Hakasy.
3a3HaueHa yacTHMHA TOYMHAETHCA 13 ciiB “Ha BukoHanHs™, “3 MeTOr” TOIIO. SIKIIO JOKYMEHT
BUJIA€THCS Ha MiACTaBI 1HIIOTO PO3MNOPSIYOT0 JOKYMEHTa, Y KOHCTAaTyIo4ild 4acTuHi (mpeaMOyii)
3a3HAYA€THCS OCUJIAHHS Ha BiJIMOBIAHUNA JJOKYMEHT.

[IpeamOyna Hakazy 3akiHUyeTbCs CJIOBOM “HaKa3ylo”’, a pO3MOpPAIKEHHS -
“3000B’A3Y10”, IKE APYKY€ETHCS KUPHUM HMIPUPTOM, IMICIS SKOIO CTABUTHCS IBOKpAIKA.

90. Posmopsigua dYacTMHA TOMUIIETHCS HA MYHKTH 1 WIANYHKTH, SKI HYMEPYIOThCS
apaObcbkuMu udpaMu. Y KOXKHOMY ITyHKTI TOBUHHI OyTH 3a3Ha4eHi OpraHi3amiifHo-po3nopsada
nist (3aTBEPIKEHHS a00 BBEIICHHS B JIIF0 THCTPYKIIii, TIOJIOKEHHS TOII0) a00 KOHKPETHE 3aBIaHHS
(topyyeHHs) 13 CTPOKOM HOTr0 BHKOHAHHS Ta CTPYKTYPHI MiAPO3AUIM - HOro BHUKOHABIIi,
HaTIPUKJIIAI;

JienapTaMeHTy 3a0e3MeUeHHs JOKYMEHTOO00Iry;
KEpiBHUKAM CTPYKTYPHUX MiAPO3ALIIB;

roJIoOBaM paiOHHUX JIEPKaBHUX aJMIHICTpaIliil.

2% ¢ 2% ¢

91. HexonkpeTHi (“ipucKOpUTH”, “TIOMINIIMUTH, “aKTHBI3YBaTH , “3BEPHYTH yBary’ TOIIIO)
Ta HEKOHTPONBHI (“mOBecTH 10 Bimoma”, “03HAHOMHTH’ TOIIO) JOPYYCHHS B Haka3ax He
3aCTOCOBYIOTHCSI.

92. Ilicns nHaOpaHHS YMHHOCTI Haka3oM (PO3MOPSKEHHAM) BHECEHHS 3MiH JI0 HbBOTO,
BU3HAHHS HOTO TaKUM, 1110 BTPATHB YNHHICTh, Y1 HOr0 CKacyBaHHS 3/[IHCHIOETHCS JIUILE IUITXOM
BUJIAHHS HOBOTO HaKa3y (PO3MOPSHKEHHS).



93. Haka3z (po3nopsipkeHHs ), SKUM BHOCSATBCS 3MIHH, OOPMITIOETHCS 3 ypaxXyBaHHSAM TaKUX
BHMOT:

1) 3aromoBok Haka3y mouumHaeTbess 13 caiB  “Ilpo BHeceHHS 3MIH J0 Hakazy
(po3mopsiKeHHsT)...” 13 3a3HAYCHHSIM J1aTH, HOMEPa, Ha3BU BUJIY PO3MOPSIIOrO JOKYMEHTA, 110
SIKOTO BHOCSITHCSI 3MIHU;

2) po3nopsiiua 4yacTuHA Haka3y (pO3MOPSIIPKEHHS ) IOYMHAETHCS 3 ITyHKTY:

“l. BHectn 3MiHM 10 Haka3y (pO3MOPSKEHHS) ... :” y pa3i BUKJIAJIEHHS 3MIH y TEKCTi
Hakazy (po3MopsIKaHHS);

“l. BHectn 3MiHM 70 Haka3y (pO3MOPSKEHHS) ..., IO AOJAIOThCA.” y pa3i BUKJIAJICHHS
3MiH y BHUTJISIZII OKPEMOTO JOKYMEHTA,

3) ¢dbopMynOOTECS 3MIHM y BUTIIAAI MYHKTIB Ta MIAIYHKTIB PO3MOPSAIUOrO Xapakrepy,
HaTPHUKJIAT;

“l. IlynkT 2 BUKJIACTH B TaKid pemaxitii:...”;
“2. IlyHKT 3 BUKIIIOUUTH
13 ~ »”.
1) ab3an apyruil MyHKTY 4 TONOBHUTH CIOBAMH...”;
“2) y NiQnyHKTI 2 TyHKTY 7 cioBa *“y pa3i noTpedu’ 3aMIHUTH CIOBOM ‘‘BUMAraeThcs’ .

94. 'V pa3i BUaHHA HaKa3y (pO3MOPSAKEHHS) PO BU3HAHHS TAKUM, 110 BTPATUB YMHHICTD,
a00 CKacyBaHHS IHIIOTO HaKa3y, Y PO3MOPSIYiA YaCTHWHI 3a3HAYAETHCS IMYHKT, KW MOBUHEH
MOYMHATHCS 13 cJliB “Bu3HaTH TakuMm, M0 BTpaTHUB YWHHICTh,...” abo “CkacyBatu ...”
BIJIIIOBIHO.

95. KoHTposib 32 BUKOHAHHSM 3aBAaHb (JOPYUYEHbB), 3a3HAYCHUX Y HaKasi (pO3MOpSIKEHH]),
MOKJIAZIAE€THCS Ha CIIY>KOY KOHTPOIIIO.

96. Jlna o3HailOMJIEHHS 3 Haka3oM (pO3MOpSAKEHHSM) YKiaJad TOTye Ta IMOJA€ Ha
peecTparLio pa3oM 3 MiJMUCAHUM PO3MOPSIYMM JOKYMEHTOM HEpeliK YCTaHOB, CTPYKTYPHHMX
MiAPO3ALTIB, ITOCAIOBHX (CITYyKOOBHX) 0Ci0, IKUX Tpeba 03HAHOMUTH 13 UM IOKYMEHTOM.

97. Hakasu (po3mopspKeHHs) 3 KaIpOBHX MUTaHb (0COO0BOTO CKIaay) OhOPMIIOIOTHCS Y
BUJISIII 1HAMBIAYyaJIbHUX 1 3BEJIEHUX Haka3iB (pO3MOpSAIKECHb). B IHIUBIMyadpbHUX HaKazax
(po3TOpsKEHHAX) MICTUTBCA 1HGOpPMAIlisT MPO OJHOTO TMpalliBHUKA (CIMIBPOOITHHKA), Y
3BEJICHUX - NP0 KIJIBKOX HE3aJekKHO BiJ TOro, SKi YINPaBIIHCBKI pIMIEHHS MIOAO HUX
NpUAMAIOThCS (MPUAHATTS Ha POOOTY, IPU3HAYCHHS Ha MOCajy, MEPEBEICHHs Ha 1HITY TOCATy
(poboty), 3BITBHEHHSI TOIIIO).

98. 3micT 1HAUBIAYaTbHOIO Hakazy (PO3MOPSIKEHHS) 3 KagpOBUX MHTaHb (0COOOBOTO
CKJIaJy) CTHUCIIO BHKIAQJA€ThCS B 3arojiOBKY, SKWM IOYMHAETHCA 3 mpuiiMeHHuka “TIpo” i
CKJIAJIA€ThCSI 3a JIOMOMOTOIO0 BITIECTIBHOTO IMEHHHMKA, Hampukian: “Ilpo mpusHadeHHs... ©,
“Ilpo npudHATTA...”. VY 3BeeHUMX Haka3ax (PO3MOPSAKEHHAX) MOXE 3aCTOCOBYBATHUCS

raJbHCHHUI 3ar0J0BOK, HAIIPHKJIIA: KaJpOB1 ITUTaHHS BHI CKITa”.
3arajabHe 3aroJIOBOK, Ha anm: “IIpo xagposi anasa”, “IIpo ocobo ckiman’”’

99. ¥V TekcTi Haka3iB (pO3MOPSAIHKEHB) 3 KaIPOBUX MUTaHb (0COO0OBOTO CKIIATy), SIK TIPABHIIO,
KOHCTaTyloua JacThHa (rpeamOyiia) HE 3a3HAYAETHCS, KPIM BHUITAJKIB MPU3HAYCHHS HA TOCAIy
a00 3BUIBHEHHS 3 TOCaaM KEpIBHUX IMPAIliBHUKIB OPraHOM BHIIOTO piBHA abo 3a iHIIOIO
MPOLIEYpOt0. Y TakoMy pa3i B KOHCTaTyrOUii 4acTuHi (TipeaMOysi) HaBOAUTHCS IMOCWIAHHS Ha
BIJIMOBITHUA HOPMATHBHO-TIPABOBUI aKT OpraHy BHUIIOTO PiBHA y TaKikl IMOCIITOBHOCTI: BH]I
aKTa, yCTaHOBA - aBTOP, aTa, HOMEp, IOBHA Ha3Ba.

100. Posmopsiqua yacTuHa Hakazy (pO3MOPSKEHHsS) 3 KaJApOBHX IMHUTaHb (0COOOBOTO
CKJIaly) NOYHMHAEThCA, SAK TpaBwio, 3 jiecnoBa y ¢opmi iHdiHiTHBY “TIPUMHATI,



“ITPUBHAUUTH”  “IIEPEBECTU”, “3BUIBHUTH”, “BIAPAAUTU”, “HAJATU”,
“Or'OJIOCUTN” tomo. [lami 3a3HavarOTbCsl BETUKHMMU JIITEpamMH MpPI3BUILE MpalliBHUKA, Ha
SIKOT'O MOLIUPIOETHCS /i HaKa3y (PO3MOPSIIKEHHS), 1 MAJIUMU - HOro iM’s1, 10 OATHKOBI Ta TEKCT
Hakasy.

VY KOXXHOMY ITyHKTi Haka3y (pO3MOpSKEHHS) 3 KaJAPOBUX IMHUTAaHb 3a3HAYAETHCS IMiJICTaBa
JIJIS TOTO BUJTAHHA.

[lin gac o3HalloMJICHHsSI 3 Haka3oM (PO3MOPSIHKEHHSIM) 3raJaHUMU y HOMY OocoOaMH Ha
MEepIoMy TPUMIPHUKY HaKa3y YW Ha CIeliaJbHOMY OJaHKy MPOCTABISIOTHCSA MiAMUCH 13
3a3HaYCHHSIM JaTH O3HAHOMJICHHSI.

VY Haka3zi (po3MOps/PKeHHI) MpO MpU3HAYeHHs a00 3BUIBHEHHS MpalliBHUKA 3a3HAYAETHCS
MOBHA JlaTa (YUCIO, MICAIb, PIK) (PAKTUYHOTO BUXOAY TpAIliBHHKA Ha POOOTY (MPUIMHEHHS
TPYIOBUX BIJIHOCHH), PO3MIpU HOT0 TOCAJOBOrO OKJIAMy BIAIMOBIIHO JO IITATHOIO PO3IHUCY,
HaJ0aBOK Ta JOILIAT.

101. V 3BeneHnx Hakazax (PO3MOPSKEHHSX) 3 KaJpOBUX MHUTaHb (OCOOOBOTO CKJIAMY) 0
PO3MOPAIIOl YACTUHHU BKIIOYAETHCS 1H(OpPMAIIisl, IO PO3MILIYEThCA Y TaKild IOCIHIJOBHOCTI:
NPUUAHATTS Ha poOOTY (cayxO0y), IepeBeICHHs, 3BIIbHEHHS. [Ipy IbOMY 10 OJTHOTO 3BEIEHOTO
Haka3ly HE MOXKe BKJIIOYATHCS iH(opmaris, sika 3TiJHO 13 3aKOHOJABCTBOM Ma€ Pi3HI CTPOKHU
30epiraHHs.

V 3BeieHNX Hakazax (PO3MOPsIKEHHSX) MPI3BUILA 0CI0 Y MeXaX MYHKTIB pO3MIIILYIOThCS 3a
angaBiTOM.

102. CroinpHuii Haka3 (pO3MOPSIHKEHHS) YCTAHOB OJTHOTO PiBHS O(OPMITFOETHCS HA YHCTHX
apkymax marepy ¢opmary A4 (210 x 297 mimimetpis). JepxaBuuii ['epd Ykpainu min gac
oopMIIeHHS TakuX Haka3iB He BIITBOpIOEThbCA. HaliMeHyBaHHS YCTaHOB pO3MIIIYIOThCS Ha
OMHOMY piBHI, a Ha3Ba BHIYy JOKyMEHTa - I[ocepenuHi. JlaTta CHUIBHOTO Hakaszy
(po3mopsAKeHHs]) TOBMHHA OYTH €IMHOIO, BIAMOBIAATH JaTi OCTAaHHBOTO MIAMUCY, a
peecTpaniiHuil IHAEKC JOKYMEHTa CKJIAZATUCS 3 PEECTPALiMHUX 1HAEKCIB, SKi MPOCTABISIIOTHCS
4yepe3 MpaBoOIYHY MOXMIIY PUCKY B IMOCIHIJTOBHOCTI MiIMUCAHHS HaKa3y KepIBHUKAMHU YCTAHOB.
Po3nopsiiua yactuHa nounHaeThes i3 cnoa “HAKA3ZYEMO” (“30BOB’A3YEMO”). Ilinnucu
KEpIBHUKIB YCTaHOB pO3TALIOBYIOTHCS HI)KYE TEKCTY Ha OJIHOMY pIiBHI 1 CKpPITUIIOIOTHCS
repOOBHUMHU IEYaTKAMHU X YCTAHOB.

KinbKicTh MPUMIPHUKIB CIIUTBHUX HaKa3iB (PO3IMOPSIKEHB) IIOBUHHA BiMOBIATH KUTBKOCTI
YCTaHOB, IO 1X BUJAKOTb.

103. MexaHi3M NoJaHHS HOPMAaTHUBHO-IIPABOBHUX aKTiB MIHICTEPCTB, IHIIMX LEHTpPaIbHUX
OpraHiB BUKOHABYO{ BJIa/Id, & TAKOXK 1HIIMX OPraHiB, aKTH SIKUX BIJMOBIAHO /10 3aKOHOJIABCTBA
MJUISIraloTh  JepaBHIA — peectpauii B MiH’locTi, HOro TepUTOpiaIbHUX  OpraHax,
BCTaHOBIIOETHCS [100KEHHAM PO JIep’KaBHY PEECTPAIlil0 HOPMATHBHO-NIPABOBUX AKTIB
MIHICTEPCTB, I1HIIMX OPraHiB BHKOHABYOI BJIaJM, 3aTBEP/KEHUM IOCTaHOBOKO KabiHeTy
MinictpiB Ykpainu Bin 28 rpyans 1992 p. Ne 731 (3II Vkpainu, 1993 p., Ne 1-2, cr. 28;
Odimiitnuii BicHuk Ykpainu, 1998 p., Ne 42, ct. 1551; 2008 p., Ne 25, ct. 770), Ta mopsakom
M0JIaHHSI HOPMATHBHO-IIPABOBUX AKTIB Ha JIEpP)KaBHY pPeeCTpallito, BU3HaYeHUM MiH I0CTOM.

104. Haka3u (po3nOpsIKEHHS) HYMEpPYIOTbCS Yy THOPAAKY iX BHIAHHI y MeEkax
KaJICHIApHOTO POKY; Haka3W (pO3MOPSKEHHS) 3 OCHOBHOI MJiSJIBHOCTI, aJMiHICTPATHBHO-
rOCMOJAPCHKUX MUTAHb Ta 3 KaJPOBHUX MUTaHb (0COOOBOTO CKJIaay) MalOTh OKPEMY MOPSIAKOBY

HyMeparlio.

105. Komii Haka3iB (po3MOPSIKEHb) 3aCBIIUYIOTHCS CIIYKOO0I0 JIITIOBOJCTBA UM KAJPOBOIO
CIY»XOOK 1 HAJCWIAIOTHCS 3alHTEPECOBAaHWM YCTaHOBAM, MOCAJOBHM OC00aM, IMpalliBHUKaM Yy
eJIEKTpOHHIN (opmi. Y pa3i HEoOXiTHOCTI HAACHUIAHHSA KOMii Haka3ly yCTaHOBi, fika HE €
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YYaCHMKOM CHUCTEMH B3aeMOJii, Ti HajcUIaeThCs KOMis y manepoBiit opMi. Y TakoMy BUIAIKY
CKJIQJIA€ThCS CIHUCOK PO3CHIKU (JIUILE IIOJI0 THUX YCTaHOB, SKHUM HaJCHJIAETHCS Yy ManepoBiid
(dopmi), 110 MiAMUCYETHCS MPAL[IBHUKOM, SIKUH HOTO CKIIaB.

IIpomoxonu

106. Y mporokonax ¢ikcyeTbes iHMOpMaIlis Mpo Xia BeASHHS 3acifjaHb, MPUHHATTS B
yCTaHOBAaX pIlIEHh KOMICISIMHU, KOJIETISIMH, TOpaTIdMMH OpraHaMu, poOOYMMH TpymamH TOIIO.
[IpoTokon ckiamaeTbess Ha TMIACTaBl 3alMCiB, 3pOOJEHUX OE3MOCEpPEeNHBbO MM Yac 3aciiaHb,
MOJIAHUX TEKCTIB Ta T€3 JOIMOBIJEH 1 BUCTYIIIB, TOBIOK, IPOEKTIB PIIlICHb TOIIIO.

107. IlpoTrokomu MOXYTh CKJaJaTHCS B TOBHIA abo cruchiii ¢opmi. Y mpoToKoiax,
CKIIQJICHUX y CTHCIIA (Qopmi, (PIKCYIOThCS THIlIEe NPUNAHATI pileHHs 0e3 Xoay 0oOroBOpeHHS
MUTaHb.

108. TIpotokon odopmitoeThes Ha odimiiiHOMYy OJaHKY KOJETiaJIbHOTO OpraHy abo Ha
gucToMy apkyiii manepy dGopmary A4 (210 x 297 miniMeTpiB) 3 MO3IOBKHIM pO3TalTyBaHHSIM
PEKBI3UTIB.

109. JlaToro mpoTOKOJy € JaTa MPOBEACHHS 3acifaHHs. SIKIO 3aciflaHHS TPHUBAJIO KUIbKa
JTHIB, Uepe3 TUPE 3a3HAYAIOTHCS MEPIINi 1 OCTaHHIM JIeHb 3aCiJaHHS.

110. Homep (iHaekc) mpOTOKOIY MOBHUHEH BIAMOBIIATH MOPSIKOBOMY HOMEPY 3aCiTaHHS.
Hywmepartiss mpoTOKOIIIB BEIEThCS B MEXKax KaJeHIAPHOI'O0 POKY OKPEMO 3a KOKHOI T'PYIO0
MPOTOKOJIIB 3aCiJTaHHs BiAMOBIIHOT KOMIcii, KOJIETii, JOpaadoro oprany, pooo4oi rpyIu TOIIo.

111. V peksizuti “micie 3acimaHHsS 3a3HAYa€ThCS Ha3Ba HACEJIICHOTO IMYHKTY, B SKOMY
B110yJIOCS 3acigaHHS.

112. KopoTkwuii 3MicT 0 TEKCTY MPOTOKOIY MOBHHEH BiJOOpaskaTu BUJ 3aciiaHHs (Hapasa,
300pu, KOH(EpEeHIis TOmo) ado KoJeriaJbHOI AisUTbHOCTI (KOMICis, paaa, KOJIeris, Jopamduid
opras, podoua rpymna Touio) i BKJIIOYaTH Ha3BYy BHIY JOKYMEHTA.

113. TexcT NpOTOKOIY CKIAJAETHCS 3 BCTYITHOT Ta OCHOBHOI YaCTHH.

114. Y BcTynHiii YaCTHHI MPOTOKOIY 3a3HAYAIOTHCS MPi3BUINA Ta iHILIa] iIMEHi TOJI0BH a0
TOJIOBYIOUOTO, CEKpETapsi, 3alpOIICHUX, a TAKOXK MPHUCYTHIX 0Ci0.

VY cnmcKy NpUCYTHIX 3a3HAYaIOThCs B al(aBiTHOMY MOPSJIKY CIOYATKY MPI3BHIIA Ta 1HIIHAT
IMEHI TPUCYTHIX TMOCTIMHMX WICHIB KOJETIaJIbHOTO OpraHy, MOTIM - 3alpoIlleHux ocid i3
3a3HaYCHHAM I10CaJ]] Ta y pasi MoTpedu HallMEeHyBaHHSA YCTAHOB. SIKIIO KiJBKICTh MPUCYTHIX
nepeBuirye 15 oci0, 3a3HauvaeThCs iX 3arajgbHa KUIBKICTH 3 TIOCHJIAHHSM Ha CIIHCOK, IO
JOJJA€THCS 10 IPOTOKOIY.

BcerynHa yacTiHa BKITIOYA€E MOPSAOK JCHHNH - TIEPEITiK MMTaHb, 3aIUTAHOBAHMX JI0 PO3TISTY
Ha 3acCiJIaHHi, 110 PO3MIIlleH] y MOPSAAKY IX 3HAYYIIOCTI 13 3a3HAYEHHSAM J0INOBIJa4a 3 KOXKHOIO
nutaHHs. [lopsaok AeHHu Ta€ThCsl HAPUKIHIN BCTYIHOT YaCTHHH.

Crosa “Tlopsimox HeHHHWI’ IPYKYIOTBCS BiJi MEXI JIBOTO IOJS, IMICIS HUX CTaBUTHCS
nBokpanka. Ko)kHe MHUTaHHS HYMEpYEThCS apaOChKUMU IUdpamMu 1 APYKYeTbCS 3 ad3alry.
®opMyBaHHS TUTaHb Y MOPSJAKY TEHHOMY IMOYMHAETHCS 3 MpuiiMeHHuKa “TIpo”.

115. OcHoBHa yacTMHA MPOTOKOJNY CKJIAJAETbCS 3 PO3IAUNB, SKi MOBHHHI BiIMOBIJATH
MyHKTaM TOPSAKY AeHHOTO. Po3mimum HymepyroTbes apaOChbkuMu mudpamu 1 OyIayrOThCSA 3a
takoro  cxemoro: CIIYXAJIM - BUCTYIIMJIM - BUPIIWIN (YXBAJIWIN,
I[NOCTAHOBWJIN).

3a3HayeHi cJ0Ba APYKYIOThCS BEJIMKUMH JIiTepaMH Oe3 BIACTYIy BiJl MeXi JIBOTO MOJIS.
[Ticnst ctiB CTaBUTKCS ABOKpAIIKA.



116. Tlicns cnoBa “CJIIYXAJIN” 3a3Haua€eThCcsl TEKCT BUCTYIY OCHOBHOTO JOIOBigaya.
[Ipi3Buie Ta iHiNiad iIMEH1 KOKHOT'O JIONOBi/laya JAPYKYIOThCS 3 HOBOTO psijika. TeKCT BUCTYIY
BUKJIAIA€THCS Y TPETiit 0c001 OHUHH.

117. Tekctu abo Te3H AOMOBIJI Ta BUCTYMIB, 0()OPMIICHI SIK OKpeMi JOKYMEHTH, 10 TEKCTY
MPOTOKOJIY HE BKII0YaroThCs. [Ticist BimoMocTe mpo JonoBiada CTaBUTHCS THPE 1 3a3HAYAETHCS
“TexcT MonoBiai (BUCTYITY) JOJAETHCS JI0 MPOTOKOIY .

118. Ilicns cnoBa “BUCTVYIINUJIN” ¢ikCyrOThCS BUCTYIH THX OCIO, IO B3SJIM y4acTh B
00roBopeHHi J0moBiai. Buctynmu oopMITIOIOTECS y MPOTOKOI 13 3a3HAYCHHSM HalMEHYBaHHS
rmocaj, Mpi3BHINA Ta IHIIiay IMEHI MPOMOBIIIB Y HA3UBHOMY BiJIMIHKY, a TAaKOX 3 BHKJIQJICHHIM
3MICTy NMHUTaHHS Ta BIANOBiZAEH Ha HBOro. 3MICT BHCTYIIB BUKIANAETHCA BiJ TPETHOI 0COOH
OJTHUHH.

119. Ilicns cmoBa “BUPIIIWMIIN” (“YXBAJIMIIN”, “IIOCTAHOBWIIN’) dikcyeTbes
MPUAHSTE PIIICHAS 3 PO3MIIHYTOr'O IMHTaHHS MOPSJKY JCHHOTO. PilleHHS TOBHMHHE OYyTH
KOHKPETHHUM 1 BKJIIOYATH CKIIAIOBIi, IO BiAMOBIAaI0OTh HA TaKi MUTAaHHA: KOMY, IIO 3pOOUTH 1 B
SIKHI CTPOK.

PimmreHHs1, o MiCTATH KiJIbKa TUTaHb, TOUISIOTh HA TYHKTH 1 MIMYHKTH, IKI HyMEPYIOThCS
apabcpknmu udpamu. [IiAMyHKTH HyMEpYIOThCS IH(ppamMu 3 TyKKOIO.

120. YV pasi koM Ha 3aciJlaHH] PUIIMA€EThCS PILIEHHS PO 3aTBEPIKEHHS IOKYMEHTA, KU
00roBOpIOBaBCS Ha 3acifiaHHi, el JOKYMEHT JOJA€ThCS A0 MPOTOKONY 1 B HbOMY POOUTHCS
MOCUJIAHHS Ha HOMED 1 1aTy MPOTOKOIY. 3a HasIBHOCTI 1HIIMX JOKYMEHTIB, 1110 PO3TJISAAIUCS Ha
3acijaHHl Ta (akT oOroBOpEHHs SKHUX 3a(IKCOBAHO y TEKCTI NMPOTOKOIY, BOHH HYMEPYIOTHCS
apabcekumu udpamu (Hogatok 1, Jonatok 2). V BiANOBIZHUX MYyHKTAaX MPOTOKOIY POOUTHCS
MOCHJIAHHS Ha 1li I01aTKH.

PekBisur “BigmiTka Npo HASBHICTH JOJATKIB” HAMPHKIHII TEKCTy MPOTOKOIY HE
3a3HAYAETHCS.

121. TlpoTokonm mMiIMUCYETbCS TOJOBYIOUMM Ha 3aciflaHHI KOJETiaJbHOTO OpraHy Ta
CeKpeTapeM.

122. TlanepoBi Komii MPOTOKOJIB 200 BUTATH 3 HUX 3aCBIAYYIOTHCS IMEYATKOIO CIY>KOU
JJIOBOJICTBA 1 HA/ICUJIAIOTHCS y pa3l NOTpeOu 3alHTEpECOBaHUM YCTaHOBaM, [10CaJ0BUM 0co0awm,
npauiBHuKaM. CIMCOK pO3CHIIKM CKJIaJa€ 1 MIAMUCYE CEKpeTap.

Cayarcoosi niucmu

123. Cnyx00B1 JUCTH CKJIAJAIOTHCA 3 METOI0 OOMIHY 1H(GOpPMALIEI0 MIX YCTAaHOBAMH SIK
BIJNOBIJIl Ha BUKOHAHHS 3aB/aHb, BU3HAYCHHUX B aKTaX OPraHiB JIep>KaBHOI BIAJH, OpPraHiB
Binaau ABToHOMHOI PecnyOnmiku Kpum, nopydeHHSX BHUIIMX IOCAaJOBUX 0Ci0, Ha 3amuTH,
3BEpHEHHA, a TaKOX KopecnoHJeHuilo BepxoBHoi Panum Ykpainu, Ha BUKOHaHHS JOPy4YeHb
YCTQHOB BHIIOIO pIBHS, HAa 3alUTH IHIOIMX YCTaHOB, 3BEPHEHHA TIPOMAaJsH, 3allUTH Ha
iH(popMallio, a TAKOXK SIK 1HILIATHUBHI Ta CYNPOBITHI JUCTH.

124. YV pa3i HasgBHOCTI MiJACTaB, $IKI BHU3HAIOTHCA OOTPYHTOBAHMMH [UIS CTBOPEHHS
YCTAaHOBOIO JTOKYMEHTIB y mamepoBiii (Gopmi, Ciyk00BHI JTUCT O(QOPMITIOETHCSA y TANepoBii
¢dopmi Ha crieriaibHOMY /1S TUCTIB OnaHKy Gopmary A4 (210 x 297 miniMeTpiB). SIKIIO TEKCT
JUCTAa HE TIEPEBUIIYE CEMH PSIKIB, BUKOPUCTOBYEThCsS OnaHk (opmaty AS (210 x 148
MLTIMETPIB).

125. JIuct Mae Taki peKBI3UTH: JaTa, PEECTPAIlIMHAN 1HIEKC, MOCUIIAHHS Ha PeECTpalliiHHMA
IHICKC 1 JaTy JNOKYMEHTa, Ha SIKMU NTa€ThCs BIAMOBIIbL, aapecar, 3arojOBOK JO0 TEKCTY, TEKCT
(OCHOBHMI PEKBI3UT CIY>)KOOBOTO JIMCTA), BiAMITKA PO HAsBHICTH J0JATKIB (y pa3i moTpedn),
MiJITUC, BIJIMITKA PO BUKOHABIIS.



126. JlaToro nMcTa € Aata peecTpallii BUXiIHOT KOpEeCIOHAeHIIT y CiIy>»k01 11JI0BO/ICTBA.
127. SIk mpaBuII0, Y TUCTI MOPYIITYETHCS OJHE TUTAHHS.

128. Tekcr nucTa BHUKIANAETHCS Bif TEpIIoi 0COOM MHOXHWHU 3 BUKOPHUCTAHHSM CJIB:
“OpocUMO  MOBIAOMHTH...” “pO3’sICHIOEMO, 10...”, abo Big TpeThoi o0coOM OJHUHU -

29 ¢

“MiHICTEpCTBO 1H(OPMYE...”, “yIpaBIiHHS BBaXKa€ 3a JAOIIJIbHE .

SIKio nucT cKIaaeHo Ha OJaHKY IMOCaoBOI 0COOM, TEKCT BUKIIAAETHCA BiJl MEPIIoi ocodu

2 ¢

OJIHUHU - “mpouty...”, “IpOINOHYIO...”.

129. Cnyx00Bi JTHCTH TIAMUCYIOTHCSA BIAMOBIIHO 0 1HCTPYKIIII 3 JTIJTOBOJICTBA YCTaHOBH.
I'ep60BOIO MEYATKOIO 3aCBIAUYIOTHCS JIUIIE TAPAHTIHHI JIUCTH.

130. CayxO00Bwii THCT y anepoBiit GopMi Bi3ye aBTOp JOKYMEHTA, KEPIBHUK CTPYKTYPHOTO
MiIPO3IiTy YCTAHOBHU, B SIKOMY HOTO CTBOPEHO, Y pa3i MOTpedu (SKIO B JHUCTI MOPYLIYIOTHCS
BOXJIMBI Ta NPUHIMIIOBI MUTAHHS) KEPIBHUKH 3aiHTEPECOBAHUX CTPYKTYPHHX MiAPO3ALIIB
YCTAQHOBH, a TAKOX 3aCTYINHUK KEpIBHUKA YCTAaHOBH, SKHH KOOPAMHYE POOOTY CTPYKTYPHOI'O
M1IPO3JIITY YCTAHOBH, B SIKOMY CTBOPEHO BIJIOBIAHUM JIUCT.

Jloxymenmu 00 3acioans KoIe2ianibHUX Opeanie

131. IligrotoBka Ta odopmiIeHHsS JOKYMEHTIB JO 3acilaHb KOJETiaJbHHX OpraHiB
31MCHIOIOTHCS 3 METOIO OPraHi3aliiHOTro 3a0e3MeYeHHS BIMOBITHOTO OpraHy.

132. 3aciganHs KoJerialbHUX OPTaHiB MPOBOIATHCS BIJMOBIIHO 10 3aTBEPHKCHUX IIaHIB
ix poboTu Ta y pasi moTpeou.

VY nnani poOOTH KOJIET1aIbHOTO OpraHy 3a3Ha4ar0ThCS MMUTAHHS, 1110 TTOBUHHI PO3TIISIATHCS,
JaTa po3IMUIALy, TMpI3BHINE, IHIIIAT IMEHI JOMoBijaya Ta HaWMEHYyBaHHS CTPYKTYypHOTO
MIPO3IITY armapaTy KOJIETiabHOTO OpraHy, KWW TOTYE JOKYMEHTH JUIS PO3TIISY MTUTAHHS
KOJIeTiaTbHUM OPTaHOM.

[IpoexT mmaHy poOOTH KOJIETialbHOTO OpPTaHy CKIIAJA€ThCS CEKpETapeM IbOro OpraHy 3
ypaxyBaHHSM MPOMO3ULIN CTPYKTYpHUX HiAPO3ALIIB anapary LbOro OpraHy.

KepiBHUKM CTPYKTYpHUX MiJpO3JAUTIB amapary KOJIETiaJlbHOrO OpraHy MOAAI0Th JUIs
BKJIFOUEHHS JI0 TUIaHy POOOTH KOJIETiaJbHOTO OPraHy Iepesik MUTaHb, SKI BOHH BBaKAIOTh 3a
HeoOXiJHe PO3MIIAHYTH Ha Horo 3acifganHi. J{o mepeniky 1omaeThes JOBiKa 3 OOTPYHTYBAaHHSIM
TijicTaB Uil BHECEHHS IIUTaHHS HA PO3TJIIS KOJIETiaIbHOTO OpraHy.

3aTBep/UKCHUN KOJIETiaIbHUM OpPraHoOM IUIAaH POOOTH JOBOAMUTHCS JO BiIOMa YJICHIB
KOJIET1aJIbHOTO OpraHy 1 KEpIBHUKIB CTPYKTYPHHUX MiIpO3AUIIB Horo amaparty. JlogaTkoBi
MUTAHHSA O 3aTBEPAKEHOIO IJIaHy poOOTH KOJIETiaIbHOTO OpPraHy MOXKYTh OyTH BKIIIOUYEHI 3a
pieHHsM oro rojoBu. CekpeTap KoJIeTiadbHOTr0 Oprany iH(GOpMYe BCiX YIEHIB KOJET1aIbHOTO
OpraHy Ta BiJI[IOBi1aJIbHUX BUKOHABIIIB PO BHECEHI 10 IUIAHY 3MiHH.

133. JIoKyMeHTH 3 THTaHb, IO BHOCATHCS HA PO3IJIAJ] KOJIETiaJlbHOTO OpraHy, MOBHHHI
MoJaBaTUCS HE TI3HINIEe HIXK 3a I'SATh JTHIB JI0 3aCiIaHHs], a y pa3i MPOBEICHHS 103a4epProBOTO
3acijaHHA - HE TMi3HIIIe HIX 32 OJUH JIeHb. 3a3Ha4eHi JOKYMEHTH MICTSTh:

JIOTIOBIHY 3aIlMCKY, aJ[pecoBaHy KoJyieTiaJibHOMY oprany (y pasi mortpebu), B sKii
I'PYHTOBHO BUKJIa/I€H1 MUTAHHS 3 BUCHOBKAMH 1 IPONO3HLISMU;

MPOEKT pimeHHsT (PO3MOPSIKEHHS, TIOCTAHOBH) KOJICTIATHbHOTO OpraHy, 3aBi30BaHUI
KEepiBHUKAMH 3aiHTEPECOBAaHUX CTPYKTYPHHX IMIiAPO3ALIIB HOro amapary, Ta JOKYMEHTH JO
HBOTO (QHANITUYHI JTOBIIKH, TaONUIN, JiarpamMu TOIIO), 3aBi30BaHI X KEpiBHUKaMH, a y pasi
noTpeOu - MPOCKT HaKa3y;



JIOBIIKY TPO TOTOJDKEHHS IMPOEKTy pilleHHS (PO3MOPSKEHHS, IOCTAaHOBH) 13
3alHTEPECOBAHMMH CTPYKTYPHUMH MIIPO3JLJIaMH YCTaHOBM Ta y pas3l MOTpeOH I1HIIUMU
YCTaHOBaMU;

CIHCOK 0Ci0, K1 3aIpOUTYIOTHCS Ha 3aCiTaHHs KOJIET1aJbHOTO OpraHy;
1HIIT JOKYMEHTH, HEOOX1IH1 JIJIsl PO3TJISAY MUTAHb.

134. JlokyMeHTH, MiATOTOBIEHI Ui PO3IJISAY KOJETiaJbHUM OpPraHOM, a TaKOX OJMH
MPUMIPHHK X KOTIiH, 30€piratoThCsl y CeKpeTaps KOJETiadbHOTO OpraHy.

135. V pa3i npoBeAeHHS 3aKpUTOTO 3aCiIaHHSA KOJIETIaJLHOTO OpraHy abo 3aKpUTOrO
0OrOBOpPEHHSI OKPEMHUX MHUTaHb MiATOTOBKA JTOKYMEHTIB 3 BIIOBIIHUX MHUTaHb 3/IIHCHIOETHCS 3
JOTPUMAHHAM TOPSAKY pPOOOTH 3 JOKyMEHTaMH, IO MICTATh 1H(POpMAI 3 OOMEKEHUM
JOCTYIIOM.

136. 3a mAroToBKY IOKYMEHTIB JUIS MPOBEICHHS 3acCilaHb KOJICTIAIbHOTO OpraHy
BIJIMOBIIAIOTh KEPIBHUKU 3aiHTEPECOBAHUX CTPYKTYpPHUX MiJIPO3/A1IIIB HOro amapary.

137. Cexperap KOJETIQIBHOTO OpraHy 3MIMCHIOE KOHTPOJIb 32 CBOE€YACHUM TMOJAHHSIM
JIOKYMEHTIB Ha PO3TJIS Ta TEepeBipse iX Ha HAsSBHICTh y MOBHOMY 00OCS31 Ta MpPaBUIIBHICTH
o OpMIICHHS.

JlokymMeHTH, TI0/IaHl 3 TOPYIICHHSIM YCTAaHOBJICHOTO MOPSIAKY 1 CTPOKIB, A0 PO3MIIAY HE
MIPUHAMAIOTBCS.

138. Pe3ynbraTH 3aciiaHHsl KOJET1aIbHOTO OpraHy O(OPMITIOIOTHCS MPOTOKOJIOM 3TiTHO 3
BUMOT'aMH, 3a3Ha4eHUMH y nyHkTax 104-120 miei [HcTpyKItii.

139. PimeHHs KoJeriii yYCTaHOB peasli3yloThCsl HUISXOM BHJAHHA Haka3iB YCTaHOB,
PO3NOPSAIKEHb KEPIBHUKIB YCTAHOB, SKUMH BOHU BBOJSITHCS B [IIIO.

140. Butsaru 3 mpoTOKOIIB O(QOPMITIOIOTECS Ha BIAMOBIAHOMY OJIaHKY 1 3aCBITUYIOTHCS
MEYaTKOIO CIIYKOH 1II0OBOACTBA.

Jloxymenmu npo caynco08i 8i0ps0#ceHH s
141. Cny»x00Bi BiIpsKEHHs NPALliBHUKIB Mepe10adaroThCs y MIaHi pOOOTH YCTaHOBH.

142. YV pa3i BUHHUKHEHHS MOTpeOM y HAampaBlieHHI MpaliBHUKA Yy BIAPSIKEHHS, He
nepeadadeHe IMIaHOM pPOOOTH YCTAaHOBHM, KEPIBHUKOM CTPYKTYPHOTO TMIiAPO3AUTYy, B SKOMY
MIPaLIo€e TMPAaliBHUK, TOTYETHCS JOMOBI/IHA 3alMCKa HA iM’S KepiBHUKA yCTAaHOBH, JEPKABHOTO
cekpeTapsi MiHICTepcTBa a00 KepIBHHKA arapaTy YCTaHOBH, B sIKil 3a3HAYA€ThCS MPO T, KYIIH,
Ha SIKUH CTPOK, 3 KO0 METOIO BiAPSIKAECTHCS TPAIliBHHK.

JlomoBiTHa 3amCKa pa3oM 3 MPOCKTOM HaKa3y Mpo BIAPSIKEHHS IMEPEeacThes aapecary, K
MIPaBUJIO, HE Mi3HIIIE HIXK 32 TPU 100U A0 MOYATKY BiJIPSIIKSHHS.

143. Ins peectparii BiIpsKEHb BEAETHCS KypHa, OpMa SKOrO BH3HAYAETHCS OKPEMUM
HOPMAaTHBHO-TIPAaBOBUM aKTOM.

144. Ilicns moBepHEHHS 3 BIAPSKEHHS MPALiBHUK BiJMOBIIHO 0 MOPSAIAKY, BU3HAUEHOTO
HAaKa30M YCTaHOBH, TOTY€ y TPHACHHUI CTPOK IMHCHMOBHII 3BIT PO BiAPSIKCHHS (BUKOHAHHS
3aBIaHHS), a TaKOX I[0Ja€ 3BIT NP0 BUKOPUCTAHHS KOIWITIB Yy CTPOKH, BHU3HAYEHI
3aKOHO/IaBCTBOM.

3BIT Mpo BIAPSUDKEHHS (BUKOHAHHSA 3aBJaHHsS) Ta 3BIT NP0 BHUKOPUCTaHHS KOUITIB
MiAMHACYIOTHCS TPAI[iBHUKOM, KM TIepeOyBaB y BiIpsIIKeHHI, Ta MIEPEIaloThCs IO KaJpOBOi Ta
OyXraiaTepchKoi CIIy>k0 yCTaHOBH BiATOBIIHO.


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n306

II1. Opranizauiss 10KyMeHT000iry Ta BUKOHAHHS JTOKYMEHTIB
Bumoru moao panionanizauii 10KyMeHT000Iry

145. JlokyMeHTH, CTBOPEHI Yy manepoBiii ¢popMi, IPOXOIATh 1 ONPALbOBYIOTHCS B YCTaHOBI
Ha €IMHUX OpraHi3aliifHuX Ta MPAaBOBUX 3acajaxX OpraHizauii J0KyMEHTOOOITY i3 TOKyMEHTaMH,
CTBOPEHUMH B €JIEKTPOHHINA (hopmi, BU3HAYEHUX [HCTPYKINIEIO 3 JIIJIOBOACTBA B EJIEKTPOHHIN
dopmi. Y pasi HaIBHOCTI Ii/ICTaB, SIKI BU3HAIOTHCS OOIPYHTOBAHUMHU JJIsi CTBOPEHHS YCTaHOBOIO
JIOKYMEHTIB Yy TanepoBid (opmi, 3aCTOCOBYIOTBCS 3acaayd OpraHizailii JOKyMEHTOOOIry,
BHU3HAueHI Ii€to [HeTpyKIi€ero.

146. EdextuBHa opranizaiiis 10KyMEeHTOOOITy repeadoayvac:
NPOXOJKCHHS JOKYMEHTIB B YCTAHOBI HAMKOPOTIIIUM IUISIXOM;

CKOPOUYEHHsSI KUIBKOCTI 1HCTAHIIl NpOXO/KEHHS JOKYMEHTIB (30Kpema, IiJ uac
MOTO/IKEHHS );

YHUKHEHHsI TyOJICTHHX OTIepaIliil mia yac poOOTH 3 JOKYyMEHTAMH;

LEHTpali3aMito (311HCHEHHS OJJHOTUITHUX OMEPAIliid 3 JTOKyMEHTAaMHU B OJJHOMY MICIIi);
YCYHEHHSI PYYHHX PYTHHHHX OTEpaIllii, sKi MO)KHA aBTOMATU3YBaTH.

IIpuiiMmaHHs Ta MePBUHHE ONMPANIOBAHHS JOKYMEHTIB, 1[0 HAAXOAATH 10 YCTAHOBH

147. JlocTaBKa JOKYMEHTIB JI0 YCTAHOBH 3J1HCHIOETHCS YEPE3 CUCTEMY B3a€EMO/IIT, a TAKOX
MOXK€ 3JIIMCHIOBATHCS 3 BHUKOPUCTAaHHSIM 3aco0iB TMOIITOBOTO 3B’SI3KY, Kyp €PCHKOIO Ta
(henb’ erepchKor0 CIIyK0010.

[MomToro Ta yepe3 Kyp’€pchKy CIIy:KOY JOCTaBISETHCS MHUCHMOBA KOPECIIOHACHIS y pasi
HasIBHOCTI MiICTaB, SIKi BU3HAIOTHCS OOTPYHTOBAHUMH JUUIsI CTBOPEHHSI YCTAHOBOIO IOKYMEHTIB Y
naneposiit (opmi, MOIMTOBI KapTKH, OaHAEPOIi, APiOHI MAKeTH, a TAKOXK MEPIOAUYHI APYKOBaHI
BUJIQHHS.

@enba’ €erepehbKor0 CIyK000 TOCTABIAETHCS CHeliallbHa KOPECTIOH ICHIIIS.

148. VYci nOKyMEeHTH, IO HAAXOAATh [0 YCTaHOBH, INPUHMAIOTHCSA LIEHTPATi30BAHO
cnyx0010 NiTOBOACTBA O3 mpaBa JeleryBaHHS BiAMOBIAHOI (YHKII IHIIUM CTPYKTYPHHUM
MiApO3/AiJIaM YCTaHOBH.

VY cuyx01 aimoBOJCTBA PO3KPUBAIOTHCA BCI KOHBEPTH, KPIM THX, IO MAalOTh HaIHC
“oco0ucTo”. Y TakoMy BHUNAJKY peecTpaliifHui 1HAEKC Ta Jara peecTpaiii HAaHOCATHCS Ha
KOHBEPT.

PexomenyoBaHa, criemiaigbHa Ta KOPECIIOHACHIIS 3 OTOJIOUICHOIO LIHHICTIO NMPHUMAETHCS
i PO3MHCKY B XKYPHAJIi, peecTpi ad0 MOBITOMIICHHI PO BPYYCHHS.

149. YV pa3i HagXxoHKEHHST KOPECTIOHACHIIT 3 BIAMITKO “TepMiHOBO” (iKCYETHCS HE JIHUIIIE
[aTa, a 1 TOAUHY Ta XBUJINHU JOCTABKH.

VYV paszi BiICYTHOCTI B YCTaHOBI CHCTEMH €JIEKTPOHHOTO MIJOBOJICTBA JOKYMEHTH, IO
HaAIMIIUIN Yepe3 CUCTEMY B3aeMOIT, TIPYKYIOThCS Ta 0(OPMITIOIOTHCS CITY>KOOI0 JIIJIOBOJICTBA SIK
ranepoBa KoIisl eJIeKTPOHHOI'O OpUTiHAITYy, 3aCB1IUeHa EYaTKOIO CIIyKOU 1JI0BOJICTBA.

150. KonBepTu 30epiratoTbes 1 10AAIOTHCS 10 JOKYMEHTIB Y pasi, KOJIH JIUIIE 32 KOHBEPTOM
MO’KHa BCTAaHOBUTH aJipecy BiJIIIPaBHUKA, Yac BIJNPABICHHS Ta OACp)KaHHS JOKyMeHTa abo y
KOHBEPTI BiJICYTHI OKpeMi JOKYMEHTH YW BCTAHOBJICHO HEBIAMOBIIHICTH HOMEPIB JOKYMCHTIB
HOMEpaM, 3a3HaYCHHM Ha KOHBEPTi, a TaKOX aapecHl SPIUKUM PEKOMEHJOBaHMX KOHBEPTIB i
MAKETIB.
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VY pasi BiCyTHOCTI J10JIaTKiB, 3a3HAUYEHUX Yy JIOKYMEHTi, a00 OKpEeMHX apKyIliB, a TaKOX
MOMWJIOK B OQOpPMJIEHHI JOKYMEHTa, II0 YHEMOXJIUBJIIOE MHOro BHMKOHaHHS (BIJICYTHICTh
OiAnucy, BIIOUTKY MeYaTkd, Ipudy 3aTBEpIPKEHHS TOUIO), JOKYMEHT HE pEeCTpYeThCs 1
BIIMPAaBHUKOBI HAICHJIAETHCS MTUCBMOBHM 3aIUT 200 HOMY MOBIAOMIIETHCS TIPO 1€ TeIedHOHOM.
[Ipu ibOMy Ha TOKyMEHT1 pOOUTHCA BIIOBITHA BIIMITKA 13 3a3HAUYEHHSIM JJaTH 3aMUTY (PO3MOBHU
TeneoHOM), MOocaau Ta Mpi3BUIIA 0COOM, AKIM 3pO0JEHO 3amuT, MiANHUCY, 1HIIIady IMEHl Ta
npi3BUILA 0co0u, 110 3iiCHUIA 3aITUT.

VY pa3i nomKoKeHHsI KOHBEPTa POOUTHCS BIATIOBIAHA BIIMITKA Y MOIMITOBOMY PEECTPI.

Y pasi BiACYTHOCTI, HEIUJIICHOCTI BKJAJeHb BHACIIJIOK TIOIIKO/DKEHHS KOHBEPTA,
YIIaKyBaHHs, IO IMPU3BEIO OO HCMO)KJ'II/IBOCTi MPOYNUTAHHA TCKCTY NOKYMCHTA, CKIAAA€ThCA aKT
y IBOX MPHUMIPHUKAX, OJWH 3 SKUX HAJCHUJIAETHCS KOPECIIOHICHTY, a IHIMUK 30epiraeTbcs y
CIIy>K01 IIITOBOJICTBA.

151. lIokyMeHT IOBEPTAETHCA BiIIIPABHUKOBI 0€3 pO3TIIAY Y pasi HOro HaAXOKSHHS HE 3a
aZpecoro, HAAXO/KEHHS IMalepoBOro MPHUMIPHHUKA JOKYMEHTa, SKUA BXE HAAINIIOB Yy
eJeKTPOHHIN (opMmi yepe3 cuctemy B3aeMoli, a0 HAIXOKEHHS TOKyMEHTa y TanepoBii
(hopMi Oe3 HasBHUX Ha T€ MiJCTAaB, SIKI BU3HAIOTHCS OOTPYHTOBAaHUMH JIJIsi CTBOPEHHS YCTAaHOBOIO
JIOKYMEHTIB y Marneposiil popmi.

152. Y pasi ogepkaHHs (paKCHUMIIBHOTO TIOBIIOMJICHHS TOKYMEHT HE PEECTPYETHCS.
IonepeaHiii po3rJisiy 1OKyMeHTIB
153. Bei BXigHI JOKYMEHTH IiJUISITAI0Th MMONIEPEIHROMY PO3TIISY B CIY»KO1 TLJTOBOJICTBA.

154. Tlopsamok TOMEPEeIHBOTO PO3IIISIAY BHU3HAYAETHCS [HCTPYKINEI 3 JJIOBOJCTBA B
SJIeKTPOHHIH (opmi.

155. Ha cranmii momepemHbOro PO3TISAY 3IIHCHIOETBCSA BilOIp JOKYMEHTIB, IO HE
MiJUISIraloTh  peecTpallii Ciy)k00r0 ITOBOACTBA, a TaKOX TaKUX, LI0 TMEepeqaroThCs s
CIEIIATBHOTO 00Ky CTPYKTYPHUM TiAPO3/IijaM, 1[0 BU3HAYEHO Y JI0JIATKY 4.

PeecTpanisi 1okymMeHTIB

156. PeecTpaiiisi JOKyMEHTIB BCiX KaTETOPiil MOsrae y CTBOPEHHI 3aITUCy OOMIKOBUX JaHHUX
PO JOKYMEHT Ta 0(OpMJICHHS pPEeeCTpaliiHO-MOHITOPUHTOBOT KapTKU B €JIEKTPOHHIN popmi y
CHUCTEMI EJIEKTPOHHOIO JAUOBOACTBa a00 BEO-MOAYNI CHCTEMH B3a€MOJIi 13 3a3HAYEHHSAM
000B’SI3KOBUX PEKBI3UTIB, 3a JOIMOMOIOI0 KUX (iKCcyeTbes (aKT CTBOPEHHS, BIAIPaBIEHHS a00
OJIep’KaHHA JOKYMEHTa UUIAXOM TIPOCTaBICHHS Ha HBOMY PpEECTpAIifHOTO I1HIEKCY 3
MOAAJIBIIIAM BHECEHHSIM [0 PEECTPAIIHHO-MOHITOPHHTOBO1 KAPTKH HEOOX1THUX BIIOMOCTEH.

VY pa3i motpedbu nepernik 000B’SI3KOBUX PEKBI3UTIB PEECTPALITHO-MOHITOPHUHTOBOI KapTKH
Moke Oyt nomoBHeHMH. [lopsiok poO3MIlIEHHS PEKBI3UTIB Y PEeCTpaliiiHO-MOHITOPHUHIOBIH
KapTIli BA3HAYAETHCS IHCTPYKINIEIO 3 A1JIOBOJCTBA YCTAHOBH.

Peectpariisi 10KyMEHTIB HPOBOJUTHCA 3 METOIO 3a0e3rneueHHs iX OOJiKy, MOHITOPHUHIY
CTaHy BUKOHAHHS 1 ONIEPATUBHOTO BUKOPUCTAHHS HAsIBHOI B JOKyMEHTaxX 1H(opMaIii.

157. PeecTpariisi TOKYMEHTIB MPOBOAUTHCS IIEHTPATI30BaHO CIIY>KO0I0 JTIJIOBOJ/ICTBA.

CTpyKTypHI MiAPO3ALIA yCTAHOBH PEECTPYIOTH CTBOPEHI HUMH JIOMOBIJHI Ta CIYXOO0BI
3aIMCKH.

Micue peectpallii OKpeMUX TpyIl CIeIiali30BaHUX JTOKYMEHTIB (Haka3zu (PO3MOPSKEHHS),
JIOTOBOPH, 3BITH, MPEHCKYypaHTH, 3asBH TOIIO) BH3HAYAETHCS IHCTPYKIIEIO 3 JUJIOBOJCTBA
YCTaHOBH.
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158. IoKyMeHTH peeCTPYIOThCS JIUIIE OJUH pa3: BXiJHI - Y IeHb HAJAXO/KEHHS, CTBOPIOBaHI1
- Y ICHb MiANUCaHHS a00 3aTBEPIKCHHS.

159. V pasi nepenadi 3apeecTpoBaHOrO JAOKYMEHTa 3 OJHOTO CTPYKTYPHOTO IiAPO3ILTY A0
1HIIIOTO HOBHM peecTpallifiHuii 1HAEKC HA TOKYMEHTI HE TPOCTABIISIETHCS.

160. JIokyMEHTH PEECTPYIOTBCS 3a TpylaMy 3ajeKHO BiJl Ha3BU BHUIY, aBTOpa 1 3MICTYy
JOKyMEeHTiB. Hampukiaz, okpeMo peecTpyroThCs:

aKTH OpraHiB JepKaBHOI BIaAW, OpraHiB Biaaun ABTOHOMHOI Pecmybmiku Kpum Ta
JIOPYYEHHS BUIIMX IOCAJOBUX OCi0, 3alMTH, 3BEPHEHHS, a TaKOXX KopecnoHzeHuis BepxoBHoi
Panu Vkpaiam, o Haaifa 10 yCTaHOBY;

Haka3u (PO3MOPSHKEHHS ) 3 OCHOBHHUX MMUTAHb JIISUIBHOCTI YCTAHOBH,
Haka3u (PO3MOPSHKEHHS ) 3 aIMIHICTPATUBHO-TOCTIOAPChKUX MTUTAHB;

HaKa3| (PO3MOPSHKEHHS) 3 KaJpOBUX MUTAaHb (0COO0BOTO CKJIaay) (BiAMOBITHO 10 X BUAIB
Ta CTPOKIB 30epiraHHs);

pillIeHHs KOJerii;

aKTH peBi3ii (P iHAHCOBO-TOCTIOAAPCHKOT MiSUTBHOCTI;
OyXrajTepCchKi JOKYMEHTH;

3asBKH Ha MaTepialbHO-TEXHIYHE MOCTaYaHHS;
CITyk00B1 JTHCTH;

3BEpHEHHS I'POMA/IsH;

3aMuTy Ha 1HGOpPMAILIiO.

161. Peectpaiissi JOKyMEHTa 3IIHCHIOETHCS 3 BHKOPHCTAHHSIM CHCTEMH EJICKTPOHHOTO
JJIOBOJICTBA YCTAHOBH (J101aTKK 5 1 6) abo y pasi 11 BiACYTHOCTI:

LIEHTPATI30BaHO 13 3aCTOCYBAHHSIM BE0O-MOIYJIsI CACTEMH B3aEMO/IIT;

JIOTIOBIHI Ta CHyXOOBI 3amUCKH, CIeEIiani30BaHl JOKYMEHTH - 13 3aCTOCYBaHHSIM
TIPHUKJIATHOTO TPOTPAMHOT0 3a0€3TeUCHHS.

Kypnanbna (manepoBa) abo kapTkoBa Gopma peecTparlii JOMyCKAEThCS JIMIINEe B YMOBaX Ta
IPOTSTOM CTPOKY Ail BIHCHKOBOTO YHM HAJI3BMYAMHOTO CTaHy Ha TEPHUTOpIi, Ji¢ pO3TallOoBaHa
YCTaHOBA.

162. YV pa3i 3acTOCYBaHHs CHUCTEMH €JIEKTPOHHOI'O AUIOBOACTBA YCTAaHOBU (POPMYETHCS
€IMHAa IIEHTpai30BaHa 0a3a peecTpaliiHuX JaHUX YCTAHOBH, IO 3a0e3leuye MpaIiBHUKIB
iH(poOpMalli€ro PO BCl JOKYMEHTH YCTAaHOBH Ta X MiCIE3HAXOKECHHS.

Opranizanis nepegadi J0KyMeHTIB Ta iIX BUKOHAHHS

163. Jlns 3a0e3medeHHs] CBOEYACHOTO BHUKOHAHHS JIOKYMEHTIB CIy)x0a [IJIOBOJICTBA
po3po0isie rpadiku meperadi KOPECHOHACHLII KEpiBHHLTBY YCTaHOBH 1 CTPYKTypHHM
M1 IpO3/i1am.

164. 3apeecTpoBaHi JOKYMEHTH NEPEIAOTHCS HAa PO3TJISL]T KEPIBHUIITBA YCTAHOBH B JICHD 1X
HAJIXO/UKEHHS a00 HACTymHOro poOodoro MHS y pasi iX HaAXoMKEeHHS micias 17 roxuHM.
Tenerpamu, akTH OpraHiB JIep>KaBHOI BllaJy, OpraHiB Biagu ABTOHOMHOI PecmyOmiku Kpuwm,
JOPYYEHHSI BUIIMX TOCAZOBUX OCi0, 3aIMTH, 3BEPHEHHS, a TAKOXK KOpecmoHzeHmiss BepxoBHOI
Panu VYxpainm, Anminictpamii Ilpesunmenta Vkpainu, Kabinery MinictpiB VYkpaiHu,
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KOPECTIOHCHITis, 10 HATXOAWTh BiJ YCTaHOB BHUIIOTO pIBHA, MEPEeNaloTbcs Ha PO3TIIS
HEBIIKJIAIHO.

165. JlokyMeHTH, PO3IIISHYTI KEPiBHUIITBOM YCTaHOBH, MOBEPTAIOTHCS 3 BiAMOBITHOIO
PE3OITIOIIER0 CITYXKO1 TUTOBOJICTBA, sIKA 3IHCHIOE TIepeaady JOKyMEHTIB Ha BUKOHAHHS.

166. JIOKyMEHT, BHUKOHABISIMH SIKOTO € KUIbKa CTPYKTYPHHX IIJIPO3JIUIIB, MEPEIAETHCS
BUKOHABIISIM OJHOYACHO y BUIJISIII KOMIKA 3 Tepelayero OpUriHaly TOJIOBHOMY BHKOHABIIIO,
BHU3HAYCHOMY B PE30JTIOLT TIEPIIHM.

167. dakt mnepenadi JOKYMEHTIB BHUKOHABLSM (DIKCYETHCS IUIAXOM HPOCTaBICHHS
BIZITIOBIZTHOI BiZIMITKH B peECTPalifHO-MOHITOPUHIOBIHM KapTIi i3 3a3Ha4eHHsAM iH(opMarii mpo
BUKOHABIIIB, IKUM TIEPEIaHO NarepoBHid OPUTiHAT JOKyMEHTa Ta H0ro Komii.

168. Ilepenaya 1OKyMeHTa 3 OAHOTO CTPYKTYPHOTO MiIPO3ALTY IO iHIIOTO B 00OB’I3KOBOMY
MOPSIAKY 3MIMCHIOETBCS 4epe3 CIIyXOy JUTOBOACTBA, sika POOWUTH BIATOBIAHY BIAMITKY B
peecTpaniiHO-MOHITOPUHIOBIM KapTii. JIOKyMEHTH, BUKOHAHHS SKHX NepedyBae Ha KOHTPOII,
MepesaloTbess A0 I1HIMMX CTPYKTYPHHX TMIiAPO3AUNIB a00 1HIIMM BHUKOHABISAM TiJIBKA 3
MTOBIJOMJICHHSIM TIPO TI€ CITYK01 KOHTPOJIIO.

169. Ilepenada TOKyMEHTIB y MeXaX CTPYKTYPHOTO MIIPO3ALTY 3M1MCHIOETHCA uepe3 0co0y,
BIJIIIOBIJJAJIbHY 32 A1IOBOJCTBO B CTPYKTYPHOMY HiAAPO3AiJi (cekpeTaps).

170. BinmoBimanpHICTh 332 BHKOHAHHA JOKyMEHTa HECyTb OCOOHM, 3a3HadeHi y
pO3IOPSIYOMY  JTOKYMEHTI, PpE3OJIOIil KepiBHMKAa YCTaHOBH, Ta MPALiBHUKH, SKHM
6e3nocepeHbO JOPYUEHO HOro BUKOHAHHS.

['onoBHMIT BUKOHaBEIb OpraHi3oBye poOOTy CHIBBUKOHABLIB, 30KpeMa BHU3HAYa€ CTPOKU
MOJIAaHHSI HUMU NPOIO3HIIIH, TOPSIIOK MOTOJKEHHS 1 MITOTOBKH MPOEKTY JOKYMEHTA.

CriBBHKOHABIII Bi/AMOBIIAIOTH 32 MiArOTOBKY HA HAJEKHOMY DiBHI Ta CBOE€YACHE IOJAHHS
TOJOBHOMY BHUKOHABLIO MPOMO3MLIA. Y pa3i HECBOEYACHOTO TMOAAHHSA MPOMO3ULIN
CIIBBUKOHABIISIMU T'OJIOBHUH BUKOHABEIh IHPOPMYE IPO 1€ KePiBHHUKA, IKUI Ha/laB JTOPYUCHHS.

171. BuxoHaHHS JOKyMEHTa Tmepefdadae 30UpaHHS Ta OMNPAIIOBAaHHSI HEOOX1THOT
iHpopmarlii, MATOTOBKY IPOEKTY BIJMOBIAI Ha JOKYMEHT YW HOBOTO JOKYMEHTa, HOro
opOpMIICHHS, TIOTO/DKCHHsI, TIOMAaHHS JUIs MIAMHCAHHS (3aTBEP/KEHHS) BIATOBIIHOMY
KEpiBHUKY.

172. Tlepen mogaHHSAM MPOEKTY JOKYMEHTa Ha MIANUC BIANOBIIHOMY KEPIBHUKY aBTOD
JIOKYMEHTa 3000B’s3aHUIl TepeBIpUTH NPABWIBHICTh HOrO CKJIAACHHA Ta O(OPMIICHHS,
MOCUJIAaHHSI HA HOPMAaTUBHO-TIPABOB1 aKTH, YTOUHUTHU LKU(POBI JaHi, HAsBHICTh HEOOX1THUX BI3 1
JOJIaTKIB.

173. IOKyMeHT MOJA€ThCA Ha MIJIHIC pa3oM 3 JTOKyMEHTaMM, Ha BUKOHAHHS YM Ha IiJCTaBi
SIKNUX MO0 CKJIAZIEHO.

174. SIKo JOKYMEHT Ha/ICHIAETHCS 10 KITbKOX YCTAHOB, SIKi HE € KOPUCTYBa4aMU CHUCTEMHU
B3a€MOII1, MICIIs HOro peecTparltii ciayk0a J1JI0BOJICTBA OPTaHI30BYE BUTOTOBJICHHS HEOOX1IHOI
KUTBKOCTI IPUMIPHHUKIB.

175. ABTOp IOKyMEHTa Y pasi BIIMYCTKH, BIAPSIKEHHS, 3BUIBHEHHS 3000B’s3aHUI
repeaT! 1HIIOMY TPAIiBHUKOBI 3TiTHO 3 JII0OYAM PO3MOIiJIOM yCi HEBUKOHAHI JOKYMEHTH Ta
noindopMyBaTu ciy)0y KOHTPOJIIO PO TMepeaady JOKYMEHTIB, BAKOHAHHS SKUX MepedyBae Ha
KOHTPOJIT.

Opranizaniss MOHITOPMHIY BUKOHAHHS JOKYMEHTIB



176.  OcHOBHI  3acagd  MpPOBEACHHS  MOHITOPMHTY  BHUKOHAaHHS  JIOKYMEHTIB
BHU3HAUYAIOTHCA [HCTPYKINIEIO 3 JIITIOBO/ICTBA B €EKTPOHHIN (GopMmi.

177. YV cTpyKTypHHX Miapo3aiiax Oe3rmocepenHii KOHTPOJIb 32 BUKOHAHHSM JIOKYMCHTIB
3AiMicHIOE 0c00a, BiAIIOBIIalIbHA 32 J1JI0BOACTBO.

178. CTpok BHKOHaHHS JOKYMEHTa MOXE BCTAaHOBJIIOBATUCS y HOPMATHUBHO-NPABOBOMY
aKTi, PO3MOPSAYOMY JOKYMEHTI a00 pe30orii KepiBHUKA YCTaHOBH, JEPKABHOTO CEKpeTaps
MiHICTEpCTBa 200 KepIBHHKA arapaTy yCTaHOBH.

179. Ctpoku MOXXyTb OyTH TUIOBUMH a00 1HIUBIAYaJIbHUMHU.

TumoBi CTPOKM BHUKOHAHHS JOKYMEHTIB YCTAHOBIIOIOTHCS 3aKOHOMABCTBOM. CTpOKH
BUKOHAHHS OCHOBHUX JIOKyMEHTIB HaBOJATHCS y A0AATKY 7.

[HOUBiTyallbHI CTPOKH BCTAHOBIIOIOTHCS KEPIBHHUKOM YCTAaHOBH, JIEPIKABHHUM CEKpPETapeM
MiHiCTepPCTBa a00 KEPIBHUKOM amapary yCTaHOBH.

180. oxymeHTH, B SKMX CTPOK BHKOHAaHHS HE 3a3HA4Y€HO, SKIi HE € JOKYMEHTaMH
iHpopMaliifHOTO XapakTepy abo He MICTATh KOHTPOJIBHUX 3aB/IaHb, TOBUHHI OyTH BUKOHAHI HE
mi3Hime Hik 3a 30 AHIB 3 MOMEHTY peecTpallii JOKyMEHTa B YCTaHOBI, JO SKOI HaIIMIIOB
JTIOKYMEHT.

181. ko 3aBaaHHs MOTpeOye TEPMIHOBOTO BUKOHAHHS, Y TEKCTI 3aBJaHHS 00OB’SI3KOBO
3a3HAYa€THCS KOHKPETHUN KIHIEBHM CTPOK BUKOHAHHS.

182. CrniiBBHKOHaBIII 3000B’s3aHi MMOJABATH MPOIIO3HUIIii TOJIOBHOMY BUKOHABIIIO TMPOTATOM
MEPIIOi IOJIOBUHU CTPOKY, BiJIBEJCHOTO /Ui BUKOHAHHS JIOPYUYCHHS, 3aBJJaHHS.

183. V pa3i norpeOu iHIUBIAyaJIbHUH CTPOK BHMKOHAHHA JOKYMEHTa MoOXe OyTu
MIPOIOBKEHO 3a OOTPYHTOBAaHWM IPOXAHHSM BHKOHABIl, SIKE IMOJAETHCS O€3 TOTOIKCHHS 3
IHIIUMU CTPYKTYPHUMH MiIpo3ijaMu 0e31mocepeHbO M0caoBiii 0co0i, sika BCTAHOBHJIA CTPOK.
BianoBigHe mpoxaHHS TMOMAETHCSA HE TMI3HINMIE HDK 3a TpU poOOYMX JHI JO 3aKiHYCHHS
BCTaHOBJIEHOTO CTPOKY.

184. TIlpomo3uiist MIOAO TPOJOBXKEHHS CTPOKY BHKOHAHHSA 3aBIaHb, BH3HAYCHHUX
Bepxosnoto Panoro Ykpainu abo Ilpesnnenrom Ykpainu, mo Haxicnani Kabinerom MiHicTpiB
Vkpainu, mnogaetbcst Cekperapiary KaOinery MinicTpiB VYKpaiHW BiANOBIJAIbHOIO 32
BUKOHAHHS YCTQHOBOK PAa30M 3 IPOEKTOM JMCTAa, aJpPECOBAHOIO BIJIOBITHO KEPIBHUKOBI
Amnaparty BepxoBHoi Pagu Ykpainu uu ['nmaBi Anminictpauii [lpesunenta Ykpainu, 3a ciM JHIB
710 3aKIHYEHHSI BCTAHOBJIEHOT'O CTPOKY.

185. besmocepenHiii MOHITOPMHI BHMKOHAHHS JOKYMEHTa NPOBOJUTHCS Ha IIiJICTaBi
pe3odoii KepiBHUKA YCTAaHOBH, JIEPKABHOTO CEKpeTapsi MiHICTepCcTBa ab0 KepiBHUKA amapaTy
YCTaHOBH.

186. PeectpalliiiHO-MOHITOPUHTOBI KapTKH JOKYMEHTIB, IIIOJ0 BHUKOHAHHS  SIKHUX
MIPOBOJIUTHCS MOHITOPUHT, JJIi 3pYYHOCTI MOXKYTh TPYIyBATUCS 33 CTPOKaMH (HAOIMKEHHSIM
CTPOKIB) BUKOHAHHS JOKYMEHTIB, 32 BUKOHABIISIMH, 33 KOPECIIOHAEHTaMHU ab0 rpynamMu (Haka3u
3 OCHOBHO{ JiSUTBHOCTI, HaKa3u 3 aJMiHICTPATHBHO-TOCIIOAAPCHKUX MUTAHb, JOPYYEHHS BHUILUX
OpraHiB BJIaJIH, JOPYYCHHS KEPIBHUKA YCTAHOBHU TOIIIO).

187. Ha onuiH MOKyMEHT MOKe OyTH 3aBejieHa JIMIIE OJIHA PEECTPALIHHO-MOHITOPUHTOBA
KapTKa HE3aJIe)KHO BiJl KUIBKOCTI BHUKOHABIIB a00 CTPOKIB BHUKOHAHHS OKPEMHX 3aBJaHb,
3a3HAYCHUX Y JOKYMEHTI.

188. Jlani mpo Xig BHMKOHaHHS JOKYMEHTa MOXYTb BHOCHTHCS JI0 PEECTpaIiiiHO-
MOHITOPMHTOBO1 KapTKU Ha TMiACTaBi iX 3amuTy TenedoHOM abo mij yac TEpeBipKH poOOTH
CTPYKTYPHOTO MiAPO3/A1Ty - BAKOHABIIS.
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189. 3a 3amuTOM CTPYKTYPHOTO HiApO3AiTYy ciayx0a KOHTpPOJO Hajgae iHopMmaliio MHpo
JIOKYMEHTH, BUKOHABIIEM SIKUX € BIMOBITHUHN TAPO31I, MO0 SIKUX TPOBOIUTHCS MOHITOPHHT.

190. Indopmaris npo cTaH BUKOHAHHS B3ATUX Ha KOHTPOJb JOKYMEHTIB y3arabHIOE€ThCS
CTaHOM Ha TIEpILe YUCIIO KOKHOTO MICSIIS 1 TOAETHCS KEPIBHUIITBY YCTAHOBH ([10J1aTOK 8).

Indopmauniiino-goBinkoBa podoTa 3 JOKyMeHTAMHU

191. 3acamu mnpoBeneHHs iH(GOpPMAIIHHO-AOBIAKOBOI  poOOTH 3  JOKyMEHTaMHU
BU3HAYAIOTHCS [HCTPYKIIIECIO 3 AIJIOBOACTBA B €IIEKTPOHHIN (hopMi.

HOpﬂlIOK onpamrBaHHA Ta HAACUJTAHHSA BHXi}IHl/IX )IOKyMeHTiB

192. BuxigHi JOKYMEHTH y MamepoBiil (opMi, CTBOpPEHI B YCTaHOBI y pa3i HasBHOCTI
MiACTaB, SKi BU3HAIOTHCS OOTPYHTOBAHMMH IJIsi CTBOPEHHS JOKYMEHTIB y mamepoBiid Qopmi,
HAJICUJIAIOTBCS ajjpecaTaM 3 BUKOPUCTAHHSIM 3aco0iB IMOIITOBOTO 3B’S3KY, €JIEKTPO3B’S3KY, a
TaKOX JOCTABIISIIOTHCA KYp €PCBKOI0, (eI’ €repehKOI0 CIY>KOO0T0.

193. OmnpamoBaHHg JOKYMEHTIB IS BIANpPaBICHHS 3ac00aMu  TOIITOBOTO 3B SI3KY
3MIMCHIOETHCS CIYKO0O0I0 JIIJIOBOJICTBA YCTAHOBH BIiAMOBiMHO 0 [IpaBwyi HagaHHS MOCIYT
IIOIIITOBOT'O 3B SI3KY.

194. BuxinHi JOKYMEHTH OMpPAlbOBYIOTHCSA 1 HAJICHIIAIOTHCS IEHTPATi30BaHO B JCHb iX
HAJIXOJDKEHHS BiJ CTPYKTYpPHHX IIJIPO3IUIIB - BHUKOHABIIIB a00 HE MI3HINIE HACTYIMHOTO
po6oUOoro AHS.

195. He nomyckaerbcs:
HaJICUJIaHHS 200 mepeaava TOKYMEHTIB 0e3 IX peecTpallii y Ciry»0i A1I0BOJICTBA;

nyOneTHe HaJCHIaHHS NPUMIPHHUKA, Y TOMY YHCIi OPUTiHAIBHOTO, JOKYMEHTa Y IanepoBii
¢dopmi, KO HOro MpuMipHHUK ab0 KOIII0 BXKE HAIICIAHO B €JIEKTPOHHIN (opMi yepes cucremy
B3aeMoIil.

196. Ilix uvac mpuifMaHHS BiJ BHKOHABI[IB BUXIJHUX JIOKYMEHTIB MpAI[iBHUKH CIIy>KOU
JIIJIOBOJICTBA 3000B’s13aH1 TIEPEBIPUTH:

MPaBUIBHICTH OPOPMIIEHHS JOKYMEHTA (CKIIaJ 1 pO3MIIIIEHHS] B HbOMY BCIX PEKBI3UTIB);
HasIBHICTD 1 IPAaBUJIbHICTh 3a3HAUYCHHS a[pecH;

HasIBHICTh Ha JOKYMEHTI BIAMITKH MPO JTOJATKH,

HasBHICTh yCiX HEOOXITHUX MiANMUCIB (II€YaTOK) Ha IOKYMEHTI Ta I0JjaTKax 0 HhOTO;
HAsIBHICTb JOJATKIB Ta IX BIJIMOBIAHICTH 3asIBICHOMY CKJIa1Yy;

BiJIMOBIAHICTH KIIBKOCTI IPUMIPHHUKIB KUTBKOCTI aJpecaTiB;

HasBHICTh Bi3 HAa MAlepOBOMY NMPHUMIPHUKY BHUXIJIHOTO JOKyMeHTa (y pa3i HEO0OX1THOCTI
JI0T0 CTBOPEHHS), 1110 3aJIUIIAETHCS Y CIPaBaX yCTAaHOBH.

197. Ha opurinanax JOKyMEHTIB, SIKi MiJUIATalOTh MOBEPHEHHIO, HA BEPXHBOMY IIPABOMY
TTOJTi TIEPIIOT CTOPIHKHM CTaBUThCS mTami “Tliisirae moBepHeHHIO”.

198. JlokyMeHTH, IO HAACHJIAIOTHCS OJHOYACHO OJHOMY 1 TOMY X aJpecaToBi,
BKJIQIAIOTBCA B OAWH KOHBEpT (ymakyBaHHs). Ha KOHBEpTI MPOCTABISIIOTHCS PEECTparliiiHi
1HIEKCH BCIX JTOKYMEHTIB, SIKi MICTATHCS Y KOHBEPTI.

199. Anpecu MOXYTb HAHOCUTHUCS Ha KOHBEPT APYKAPCHKUM CITOCOOOM.
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200. JlokyMeHTH, WIO JIOCTaBISIOThCS (Derba’€repchbKoo  Clyx0010, MepeaaroThes
azpecaram Mija po3MUCKY y BIATIOBIAHIN KHU3I.

201. JlocunanHs abo 3aMiHa HAIICIAHOTO paHiIlle JOKYMEHTa 3IIMCHIOIOTHCS 3a BKa31BKOIO
ocajioBoi 0co0M, sKa MiAnucana JOKyMEHT, a00 KEpiBHUKA CIIy>KOM IiIOBOACTBA. Y TaKOMY
BUIIAJKY B JIOKYMCHTI 3a3HAYA€ThCS, 0 BiH € JOCHUIAHHIM a00 HAJICHUIIAE€ThCS HAa 3aMiHy paHille
HaJICIAaHOMY.

202. I'oguHU TPUIOMY CITY»KOOKO JIJOBOJICTBA BUXITHUX JOKYMEHTIB, 1HIIUX TOIITOBUX
BiJIIIPaBJICHb BiJ] BAKOHABIIB BU3HAUAIOTHCS IHCTPYKIIEIO 3 JIIJIOBOJICTBA YCTaHOBH.

IV. CucremaTn3anis Ta 30epiraHHsi JOKyYMEHTIB y JiJI0OBOACTBI

CkJ1aieHHS1 HOMEHKJIaTYypH CIpaB

203. OcHOBHI 3acaay CKIAJCHHS HOMEHKJIATYpU CIpaB, (POPMYBaHHS CIpaB Ta 30epiraHHs
JIOKYMEHTIB B YCTAaHOBaX BU3HAYAIOTHCS [HCTPYKITIEO 3 JIIJTOBOJICTBA B €JIEKTPOHHIN (hopwmi.

Iliero IHCTpyKITi€r0O BH3HAYAIOTHCS OKpEeMi OCOOJIMBOCTI cHUcTeMarH3allii Ta 30epiraHHs
JIOKYMEHTIB y MarnepoBiit ¢opmi, ki 3aCTOCOBYIOThCS Y pa3i HassBHOCTI MiACTaB, SIKi BUZHAIOTHCS
OOTPYHTOBAHMMH JIJII CTBOPEHHS YCTAHOBOO JOKYMEHTIB Yy MarepoBiid Gpopmi.

204. Homenkmarypa copaB - e 000B’SI3KOBHIA AJII KOXKHOI YCTAHOBH CHUCTEMATH30BAHHIA
neperik Ha3B (3aroJIoBKiB) crpaB, 1m0 (OPMYIOThCA B 11 IIJTIOBOJCTBI, 13 3a3HAYEHHSIM CTPOKIB
30epiraHHs BignoBigHux crpas (nogatku 9 i 10).

205. 3BezeHa HOMEHKIJIATYpa CIIpaB YCTAHOBU CKIIAZAETHCS y YOTUPHOX NMPUMIpPHUKAX, HA
KO)KHOMY 3 SIKUX MOBMHEH OYyTHM 3allOBHEHUM rpu( MOTOo[KeHHs 3 BIANOBIAHUM JEpKaBHUM
apxiBoM. [lepmmii (HeqOTOpKAHHMIT) MPUMIPHUK 3BEI€HOI HOMEHKIIATYPH CIpaB 30epiraeTbes y
city01 J1I0BOJICTBA, IPYTHid - BUKOPUCTOBYETHCS CIY>KOOI0 A1IOBOACTBA SIK poOOUMiA, TPETIl -
MEPeacThCsl 0 apxXiBy YCTAaHOBU ISl 3IIHCHEHHS KOHTPONIO 32 (OPMYBAaHHSIM CIIpaB Y
CTPYKTYPHHUX MiJpO3A1JIaX, YeTBEPTUH - HA/ICUIAETHCS 10 AEPKABHOT'O apXiBYy.

206. CTpykTypHI TIiAPO3IUIM YCTAaHOBU OTPUMYIOTH BHUTSATH 3 BIATNOBIIHUX PO3JLIIB
3aTBEPKCHOT 3BEICHOT HOMEHKIIATYPH CIIPaB JJIsi BAKOPUCTAHHS Y pOOOTi.

207. I'padu HOMEHKJIATypH CIIPaB 3allOBHIOIOTHCS TAKMM YHHOM.

Y rpadi 1 mpocTaBisE€ThCS IHIACKC KOXKHOI CHpaBH. I[HAEKC CHpaBH CTPYKTYpHOTO
MIIPO3/IUTY CKIAAE€ThCS 3 IHAEKCY CTPYKTYPHOTO MiAPO3AUTY YCTAaHOBH (32 IITATHUM PO3MHUCOM
a00 kiacu(pikaTopoM CTPYKTYpHHUX ITiJIPO3JLUIIB) Ta TOPSJAKOBOIO HOMEpA CIIPaBH B MEKax
nigposainy. Hampukmnan: 06-12, ne 06 - ingexkc camocTiiHOTO Bigaiy, 12 - HOpsSAKOBUIT HOMED
cupasu, abo 04.1-07, ne 04.1 - inmekc Bigauny y ckiani ynpasiiHas, 07 - TOpsSAKOBUH HOMED
CTIpaBH.

VY pasi HasBHOCTI y cIIpaBl TOMIB 1HAEKC CTAaBUTHCS HA KO)KHOMY TOMI, HANpUKIaL: T. 1, T. 2.
VY rpady 2 BKIIOYaIOTHCS 3ar0JI0BKHU CIpaB (TOMIB).

3aroJ0BOK CIIpaBW IMOBHHEH YITKO y CTHUCIIN y3arajJbHEHid ¢opmi BimoOpakaTu ckiai i
3MICT JJOKYMEHTIB CIIpaBH.

He no3BossieTbesl BXXKMBAaHHS B 3arojIoBKax CIpaB HEKOHKpETHUX (opmyntoBaHb (“pi3Hi
Matepianu”, “3arajbHe JUCTYBaHHS , “BXiJHa KOPECTOHACHINS’, “BUXiJHA KOPECMOHJEHIis
TOILI0), @ TAKOK BCTABHUX CJIIB 1 CKJIAIHUX CUHTAaKCUYHHUX 3BOPOTIB.

[Tix yac popmyroBaHHS 3aroJIOBKIB CIIPaB BPaXOBYIOTHCS TaKi 03HAKH (DOPMYBaHHS CIIPaB,
AK HOMiHaJIBHa, aBTOpPCHbKa, KOPCCITIOHACHTCHKA, npeaAMCTHO-TIUTAJIbHA, XpOHOJIOFi‘{Ha,
reorpadivHa.
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JlokyMeHTH (OPMYIOTBCS Y CIIpaBH HAa OCHOBI OKPEMOi 03HAKU a00 CIIOIYyYEeHHS O3HAK.

3aroJIoBOK CIpaBU CKJIAJAETHCS 3 €JIEMEHTIB, IO PO3MINIYIOTHCS Y TaKiil MOCIIiTOBHOCTI:
Ha3Ba BUJY CIpaBU (JIMCTYBaHHS, )KypHAJI, KHHTa TOIIO) YM BUAY JOKYMEHTIB Y CIIpaBi (Haka3H,
MPOTOKOJIM, AaKTHU TOILNO); AaBTOp JJAOKYMEHTIB (HaliMEHyBaHHS YCTAHOBH, CTPYKTYpHOI'O
i IPO3/iTy); KOPECTIOHACHT a0o ajapecaT (HaliMeHyBaHHSI YCTAaHOBH, 710 SIKO1 apecoBaHi abo Bif
AKOi HaAIWIUIM JTOKYMEHTH); KOPOTKHMHA 3MICT JIOKYMEHTIB chpaBu (THTaHHS, 3 SIKOTO
(dhopmyeThCs clipaBa); Ha3Ba PETioHY (TEpHUTOPii), 3 SKOK IMOB’S3aHHMKA 3MICT JOKYMEHTA; JaTa
(mepiof), 10 AKOi HaJeXaTh JOKYMEHTH CIIpaBH;, BKa3iBKM HA HAsBHICTb KOMill JOKYMEHTIB Y
crpasi (y pa3i noTpeodn).

VY 3arojoBkax 0coOOBUX (NEPCOHANBbHUX) Ta IHIIMX CHpaB, IO MICTATH JOKYMEHTH 3
OJIHOTO TIUTAHHS, TOB’S3aHI TIOCIIJOBHICTIO BEICHHS TMPOIEAYp AUIOBOACTBA, BXKHUBAETHCS
TepMiH “cripaBa”, Hanpukiaz: “Ocobosa cipasa”, “IlepconasbHa cripaBa”.

Y 3aroioBkax cCrpaB, MO0 MICTATh JOKYMEHTH 3 OJIHOTO IIMTaHHS, HE IIOB’s3aHi
MOCTIIOBHICTIO BEACHHS TPOLEAYP MIJOBOJACTBA, BKUBAETHCS TEPMIH “TOKYMEHTH , a TIiCIs
HBOTO B JYXKaxX 3a3HAYalOThCS OCHOBHI BHJU JOKYMEHTIB CIPaBH, HaNpuHKIaI: “JloKyMeHTH
(nnaHu, aHKeTH, JOBIAKHU) MPO MPOBEIEHHS OTJISAAy CTaHy JIJIOBOJCTBA Ta apXiBHOI CIIpaBU y
BUILMX HaBYAILHHUX 3aKIamax .

TepmiH “MOKyMEHTH’ BXKHMBA€ETHCS TaKOX Yy 3arojioBKax CIpaB, IO MICTATh JOKYMEHTH-
JIOIATKHU 0 OYJb-IKOTO HOPMATHUBHO-TIPABOBOTO aKTa ad0 pO3MOPSAIUOro TOKYMEHTA YCTAHOBH.

VY 3arosioBkax copaB, MpPU3HAYEHUX Ui TPYHNyBaHHS JOKYMEHTIB OJHOIO BHIY,
3a3HAYa€ThCS BUJ JOKYMEHTa y MHOXHHI Ta aBTOp JOKyMEHTiB, Hampukiaza: “IIporoxonu
3acinasp Koserii JlepkaBHOI apXiBHOI CITyK0u”.

VY 3aronoBkax cmpaB, IO MICTATh JHCTYBaHHS, 3a3HAYalOTHCS KOPECIIOHJEHT 1 KOPOTKUH
3MICT JOKYMEHTIB, Hanpukiaa: “JlucryBanns 3 MinicTrepcTBOM (hiHAHCIB MPO 3aTBEPKEHHS 1
3MiHY IITaTHOTO PO3MUCY”.

VY 3arojoBkax cIpaB, IO MICTATh JUCTYBaHHS 3 KOPECIOHIEHTaMM, OJHOPITHUMHU 3a
XapaKTepoM MISUIbHOCTI, TaKi KOPECHOHAEHTH HE IMEepepaxoBYIOThCS, a 3a3HAdyaeThCcs iX
y3arajibHeHe HaiMeHYBaHH, Hanpukiaa: “JIncTyBaHHS 3 OpraHaMy MiCIIEBOI'O CAaMOBPSITyBaHHS
3 MUTaHb 3a0€3MEUEHHS COIIaIbHOTO 3aXUCTy HACEIICHHS .

VY 3aroioBkax cmpaB, L0 MICTATh JIMCTYBaHHS 3 PI3HUMU KOPECIOHJEHTaMH, TaKi
KOPECIIOHACHTH HE 3a3HAYaroThCs, Hampukiaa: “JIMCTyBaHHS MpO OpraHizamiio cemiHapy 3
MiABUILEHHS KBasi(iKallii IpariBHUKIB KaAPOBUX CIykO0”.

VY 3arojoBkax copas, II0 MICTATh IUIAHOBO-3BITHY JOKYMEHTAIII0, 3a3HAYAETHCS IEPiox
(Micsrb, KBapTaj, MiBpivds, pik), B SKOMY IUIAHYETHCS CTBOPEHHS JOKYMEHTIB, abo mepioj ix
(aKTUYHOTO BUKOHAHHS, HATIPUKIIA:

1. [Inan oCHOBHMX OpraHi3alliifHUX 3aX0diB ycTaHOBU Ha 2012 pik.
2. 3BiIT PO BUKOPHUCTAHHS OFOKETHUX KOIITIB ycTaHOBOIO 3a 2011 pik.

SIKIIo cripaBa CKJIAJAEThCA 3 KUIBKOX TOMIB, (POPMYITIOETHCS 3arajbHUN 3ar0JIOBOK CIPAaBU
13 3a3HaYCHHSIM HOMEpa ToMa.

[Tin yac poO3MIIIEHHS 3aroJIOBKiB CHpaB Yy HOMEHKIATYpl BPaXOBYEThCS BAKIUBICTH
JOKYMEHTIB, BKJIIOUEHHX JO CIIPaBH, iX B3a€MO3B’SI30K Ta CTPOKH 30epiranHsa. Ha mowatky
PO3MIIIYIOTHCS 3aroJIOBKH CTPaB OO0 JTOKYMEHTIB, SKI HAIIWIUIM BiJ] OpraHiB BHILOTO PiBHI,
Jam - MO0 OpTaHi3amiifHO-PO3MOPSII0i JTOKYMEHTAIlli, IUTAHOBO-3BITHOI JIOKYMEHTAIII],
JUCTYBaHHS, 00JIIKOBO-/I0BIIKOBUX BH/IiB JIOKYMEHTIB.

I'pada 3 HOMEHKIATypH 3aMIOBHIOETHCS HAPUKIHII KAJIEHAAPHOTO POKY.



VY rpadi 4 HOMEHKIATYypH 3a3HAYalOThCS CTPOKH 30epiraHHs CIpaB, HOMEPH CTaTel 3a
MepelikoM JOKYMEHTIB 13 CTpOKaMu 30epiraHHsl.

VY rpadi 5 poOSITECS MO3HAYKH PO MIEPEXiTHI CIpaBH; MPo GOPMY CTBOPEHHS JOKYMEHTIB
ciupaBu (€JIEKTPOHHA, MANepoBa, 3MilIaHAa); MPO TOCAJAOBUX O0Ci0, BIAMOBIJANBHUX 32
(dbopMyBaHHS cIlpaB; Mpo Tepejady CIpaB 0 apXiBy YCTaHOBH YHM IHINMX YCTAHOB JUIA iX
MIPOJOBKEHHS TOMIO.

®opMyBaHHA CIpaB

208. ®opMyBaHHS CIpaB - 11€ TPYIyBaHHSI BUKOHAHMX JOKYMEHTIB Y CIIPaBH BIATOBIIHO 10
HOMEHKJIATYPH CIIPaB.

209. Tlim wyac QopMyBaHHS CIpaB HE JOIMYCKAETHCA BKJIIOYCHHS JIO CIPaB YOPHOBUX,
0COOMCTHX TOKYMEHTIB, PO3MHOXEHUX KOMii Ta JOKYMEHTIB, IIO Mi/UIATal0Th MOBEPHEHHIO.
JIOKyMEHTH MOCTIMHOTO 1 THMYACOBOTO 30€piraHHs TPYNyIOThCS Y CIPaBH OKpeMo. 3a 00csroM
cipaBa y mamnepoBiii ¢opmi He moBuHHA mepeBuiryBatd 250 crtopiHok (30-40 wmimimerpi
3aBTOBIIIKH).

210. JIokyMeHTH IpyIyIOThCS y CIIPABU B XPOHOJIOTIYHOMY Ta/a00 JOT1YHOMY MOPSIKY.

211. TlonmoxxeHHs, MpaBwiia, IHCTPYKIIi TOIIO, 3aTBEPKEHI PO3MOPSIIUYMMH JJOKYMEHTAMH,
TPYIYIOTBCS PAa30M i3 3a3HaYEHUMH TOKYMEHTaMH.

212. Hakasu (po3mops/KeHHS) 3 TNHTaHb OCHOBHOI JISJIBHOCTI  yYCTaHOBH, 3
aJIMIHICTPATUBHO-TOCIIOAAPCHKUX MUTAHb, 3 KAAPOBUX MUTAHb (0COOOBOTO CKIIAy) TPYITYIOTHCS
y pi3Hi cupaBu. Hakasu 3 kaapoBux nutaHb (0COO0BOrO CKIAAY) IPYNYIOThCS BIAMOBIIHO JI0 iX
BU/IIB Ta CTPOKIB 30€piraHHs.

213. JlokyMeHTH 3acijjlaHb KOJIETIAIbHUX OPTaHiB IPYNYIOTHCS Y JBI CIIPaBH:
MIPOTOKOJH 1 IOKYMEHTHU A0 HUX (AOTMOBil, TOBIAKH, MPOESKTH PIIlIEHb TOIIIO);

JOKYMEHTH 3 OpraHizamii 3acimaHp (NOPSJOK JE€HHHH, MaKeT pO3MIIIEHHS, CIUCOK
3aMpoUICHUX TOILIO).

214. TlpoTokonu 3acijlaHb KOJETiadTbHUX OPraHiB TPYMYIOTHCS Y CIIPABH B XPOHOJIOTIUHOMY
MopsIAKY 1 32 HOMepaMu. JIOKyMEHTH 10 3acifiaHb 3a3HAUYEHUX OPTraHiB CUCTEMATHU3YIOTHCS 3a
JaTaMu Ta HOMEpaMH IMPOTOKOJIB, & B MEXKax TPyINU JTOKYMEHTIB, IO CTOCYIOTHCS OJIHOTO
MIPOTOKOITY, - 32 MOPSIKOM JCHHUM 3aCiTaHHS.

215. JlopyueHHs YCTaHOB BMILOTO pPIBHSA 1 JOKYMEHTH, IHOB’S3aHI 3 iX BUKOHAHHSM,
IPYNYIOTbCS y CIpaBU 3a HampsMaMy AiSUIBHOCTI YCTaHOBM ab0 3a aBTOpaMH IHILIaTMBHHUX
JIOKYMEHTIB. Y CIpaBi JOKYMEHTH CUCTEMAaTU3YIOThCS 3a JaTaMU JOPYYEHb.

216. 3aTBepaKeH] IUIaHU, 3BITH, KOIUTOPUCH TPYNYIOThCS Y CHPaBU OKPEMO BiJ MPOEKTIB
WX JTOKYMECHTIB.

217. JluctyBaHHA TpYIyeTbCs 3a 3MICTOM Ta KOPECHOHJECHTCHKOI O3HAKOK 1
CHUCTEMAaTHU3Y€EThCSA B XPOHOJOTIYHOMY TIOPSANIKY: JTOKYMEHT-BIATIOBIAL PO3MIIIYETHCA 3a
JOKYMEHTOM-3aITUTOM.

218. Oco0oBi cmpaBu JIEp:KaBHUX CIYKOOBILIB (POPMYIOTHCS Yy TOPSAKY, BH3HAYEHOMY
HAJIC.

219. Po3paxyHKOBO-IUIaTIXHI BiOMOCTI (0COOOBI paxyHKH) NpALiBHUKIB YCTaHOBH
CHUCTEMAaTHU3YIOThCS B MEXaX POKY 3a MPi3BHUINAMH B ajipaBiTHOMY MOPSAAKY, & BIIOMOCTI 1100
BUIUIATH IpoIeil (BiZOMOCTI 1010 HapaxXyBaHHs 3apo0iTHOI TUIaTH) MOBUHHI OyTH c(hOpMOBaHi
HIOMICSIIS 32 KaJCHAAPHHUH PIK.



220. MertoauuHe KepiBHUITBO 1 KOHTPOJb 3a ()OPMYBAaHHSIM CHOpaB B YCTaHOBI Ta ii
CTPYKTYPHHUX MiJpO3/1JIaX 3/1HCHIOIOTHCS CIYXKOO0I0 A1II0BOICTBA TA apX1BOM YCTAHOBH.

30epiranHs JOKYMeHTIB B yCTAHOBaX

221. JlokymeHTH 3 4acy CTBOPEHHS (HAIXOJDKCHHS) 1 10 Mepeaadi J0 apXiBy yCTaHOBU
30epiraroThCs 3a MICIIeM iX CTBOpeHHs. HopMaTHBHO-TIpaBOBi akTH 30€piraloThCs 3a MICIEM iX
BUJIAHHS, & TOKYMEHTH III0/I0 X PO3pOOJIEHHS, TOTOKEHHS TOIIO - 32 MiCIIEeM CTBOPEHHS.

222. 30epiraHHs JOKYMEHTIB 1 CHpaB B YCTaHOBI 3a0e3rnedye cCiry:x0a [iJIOBOJCTBA
YCTaHOBH.

223. CnpaBu 30epiratoTeCs y creniajibHid KIMHATI Y BEPTUKaJIbHOMY MOJIOXEHHI B madax,
IO 3aKpuBarOThCsA. JIg MiABMINIEHHS ONEpPaTUBHOCTI IOINYKY JOKYMEHTIB CHpaBH
PO3MIIIYIOTECSL BIAMOBIAHO 70 HOMEHKJIATypu crpaB. Ha KOpiHIAX OOKJIQAMHOK CIIpaB
3a3HAYaIOThCA 1HIEKCH 32 HOMEHKIIATYPOIO.

224. ®oHorpaMu 3aciJlaHb KOJIET1aIbHOTO Oprany 30epiraloThcs y oro cexperaps. Ha Hocii
¢onorpamu (i ymakoBll) poOUTbCA BiAMITKa NMpO JaTy 3acigaHHsA 1 ydac 3amucy. Cekperap
KOJIET1aJIbHOTO OpraHy BiAMOBIJA€ 3a iX 30epiraHHs.

225. Bupaua cmpaB, CKJIAJEeHUX 3 JIOKYMCHTIB y TanepoBid ¢opmi, y TUMYAacoBe
KOPHUCTYBaHHS TMpalliBHUKAM CTPYKTYPHHX ITiIPO3IUTB yCTAaHOBU 3IIHCHIOETHCS 3 JIO3BOJY
KepiBHUKa CIIy>)KOM [IJIOBOJICTBA, IHIIUM YCTaHOBaM - 3 IHCHMOBOTO JIO3BOJIY KEpPiBHHKA
ycTaHOBU. Ha BHIaHy crpaBy CKIaJaeTbCs KapTKa-3aMiHHUK. Y KapTIli 3a3HAYarOThCS 1HICKC
CIIpaBH, 3aroJIOBOK CIIPaBH, Jara ii BUAadi, ocoba, sKiil CripaBy BHIAHO, JaTa ii TOBEpHEHHS,
T IMTACH OC10, SIKI BUJIAJIA Ta IPUHHSIIH CIIPaBY.

226. HajmanHa cnpaB y THMYacOBE KOPHCTYBaHHS 3A1MCHIOETbCS HE OUTBII SIK HA OJUH
MICSIIb.

227. BunydyeHHs JOKYMEHTIB 13 CHpaBM HOCTiiHOro 30epiraHHs 3a00poHseThCs. Y
BUHSTKOBHX BHIIAJKaX BHIIYYEHHS TOKYMEHTIB JIOIYCKAETHCS 3 J03BOJIY KEPiBHHKA YCTaHOBH 3
000B’I3KOBUM 3QJIMIIICHHSM Y CIIPaBi 3aCBITYEHUX HAJICKHUM YAHOM KOTIiH.

V. Ilopsi10K MiArOTOBKHU CIPAB /10 Mepeaayi 1Jis apXiBHOTO
30epiranHs

Excnepru3a niHHOCTI JOKYMEHTIB

228. OcHOBHI 3acaigy TPOBENCHHS EKCIEPTU3W IIIHHOCTI, CKIQJEHHS OIHCIB CIIPaB,
oopMIIeHHS cIpaB Ta TeEpeAadi crpaB OO apxXiBy YCTaHOBH BH3HAYAIOTHCS [HCTPYKILEO 3
JJI0BOJICTBA B €JEKTPOHHIN (opMi.

[iero [HCTpYKII€0 BU3HAYAIOTHCSI OKPEMI OCOOJIMBOCTI MIATOTOBKH CIIpaB, CHOPMOBAHUX Y
namneposiii ¢popMi, 10 mepenadi sl apXiBHOTO 30epiraHHs, sSKi 3aCTOCOBYIOTHCSI 32 HAsIBHOCTI
MiCTaB, SIKi BU3HAIOTHCS OOTPYHTOBAHUMH JUISI CTBOPEHHS YCTAHOBOIO JIOKYMEHTIB y MarnepoBiit

dopwmi.
229. TIpoBeneHHsI €KCHEePTU3U LIHHOCTI JOKYMEHTIB MOJATrae y iX BceO1YHOMY BHBYEHHI 3

MeTO0 BHeCeHHs 10 HarioHanbHOTO apxiBHOTO OHIY a00 BUTYYEHHS 3 HHOT'O Ta BCTAHOBIICHHS
CTPOKIB 30epiranHs JOKYMEHTIB, 1110 HE MJISATal0Th BHECEHHIO J0 3a3HaueHOro MoHTy.

230. Jlnsa opranizaiii Ta IpOBEICHHS €KCIIEPTU3H IIIHHOCTI JOKYMEHTIB B ycTaHOBax (y pasi
MOTPeOU B CTPYKTYPHHUX IMiIPO3/1JIaX) YTBOPIOIOTHCS MOCTIHHO AiF09i €KCTIEPTHI KOMicii.

231. ExcniepTu3a iHHOCTI JOKYMEHTIB IPOBOAMUTHCS IOPOKY B CTPYKTYPHHMX HiAPO3a1IaxX
yCTaHOBU O€3MocepelHhO0 0CcO0aMM, BIAMOBINATFHUMH 32 OpTaHi3alliio AUTOBOJACTBA B IIHX
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HiApo3AiIaXx, pa3oM 3 EKCIEePTHOI KOMICIEI TiJI METOAMYHMM KEpIBHHUILITBOM CIYXOH
JIIJIOBOJICTBA Ta apXiBY YCTaHOBH.

232. BunydeHHs1 JOKYMEHTIB I 3HUILECHHS O3 MPOBEJACHHS MOIMEPEIHbOT SKCIEPTU3N iX
IIHHOCTI1 3200pOHSETHCS.

233. Binbip MOKyMEHTIB MOCTIHHOTO 30epiraHHsl 31HCHIOETbCS Ha IMMIJICTaBl TUIOBHX Ta
BITOMYMX (TaTy3€BUX) MEPEINiKiB JOKYMEHTIB 13 CTpOKaMH 30epiraHHs, HOMEHKJIATypH CIIPaB
YCTaHOBH HUISIXOM HEperysiy KOKHOTO apKymia cripaBu. JlopydeHHS OpraHiB BiaJd BHIIOTO
piBHS, 110 HAAIWIUIKA A0 YCTAHOBM Yy BMIVIAJI MANepoBOi KOIii, HE MOXYTh OyTH BifiOpaHi sK
JOKYMEHTH TIOCTIHHOTO ur TpuBaioro (rmoHas 10 pokiB) 30epiraHHs.

234. 3a pe3ynbraTaMM €KCIEPTU3U I[IHHOCTI JJOKYMEHTIB B YCTaHOBI CKJIAZIA€ThCS aKT MPO
BUJIYYCHHS JUISI 3HUILICHHS JIOKYMEHTIB Y TarnepoBiid ¢popmi (momatok 11).

235. 3BeneHi omwcH crOpaB MOCTiiiHOTO, TpuBamoro (moHam 10 pokiB) 30epiranHs Ta 3
KaJIpOBUX MUTaHb (0COOOBOr0 CKJIAMy) Ta akT MpO BWIIYYEHHS JJIS 3HULICHHS TOKYMEHTIB, HE
BilHeceHUX 10 HarmioHanpHOTO apxiBHOTO (HOHAY, PO3TIATAIOTHCS EKCIEPTHOI KOMICIEI
YCTaHOBU OJHOYACHO. [Ticist 3aTBepKeHHS aKTa YCTAHOBA MAa€ MPABO 3HUIUTH BU3HAYCHI HUM
JOKYMEHTH.

236. AKT mpo BUJIYYEHHS Ul 3HUILEHHS JOKYMEHTIB CKJIAJA€ThCs LIOJO0 JTIOKYMEHTIB, HE
BHeceHux 1o HamioHnanpHOro apxiBHOro (poHAY, Ha crHpaBu Bci€l ycTaHoBU. HailiMeHyBaHHS
CTPYKTYPHOTO MIAPO3A1TY 3a3HaYar0ThCs epe]] TPYIOI0 3ar0J0BKIB CIIPaB LbOTO MiAPO3ALITY.

CkJ1aieHHs1 OITUCIB CIIpaB, 110 CKJIA/eHi y naneposii ¢opmi

237. Onuc crpaB - apXiBHUM JOBIJHUK, MPU3HAYEHUN JUIsI OOJIKY Ta PO3KPUTTS 3MICTY
OJIMHUIL 30epiraHHs, OJWHUIL OOJIIKY, 3aKPIIUICHHA IX CUCTeMaTH3allii y MexaX apXiBHOTO

doumy.

238. Onucu cnpaB yKIaJalOThCsl OKPEMO Ha CIpaBH MOCTIHHOro Ta Tpusajoro (moxaza 10
POKIB) 30epiraHHs Ta 3 KaJpoBHX NMHUTaHb (0coOoBoro ckiany). Ha cnpasu tumuacosoro (o 10
pOKiB) 30epiraHHs ONUCH HE CKIaJaroThesa. Y pasi JiKBifawii yu peoprasisallii yCTaHOBM Taki
OIUCH CKJIAJAI0THCSI 000B’A3KOBO.

239. Ommcu crmpaB CTPYKTYpPHOTO TIAPO3AUTY YCTAaHOBH CKJIQAIOTHCS IMOPOKY 3a
BCTaHOBJIEHOIO (OpMOIO (101aTOK 12) MOCa0BOI0 0CO00I0, BIAMOBIIAIBHOIO 32 JIJIOBOJICTBO Y
CTPYKTYPHOMY TIiIPO3iii, 32 METOIMYHOT IOTIOMOTH apXiBy YCTaHOBH.

240. Homep omucy crpaB CTPYKTYpHOI'O MiApPO3/ily YCTaHOBU MOBHHEH CKJIaJaTHCS 3
1HAEKCY CTPYKTYPHOI'O HIAPO3ALTY 32 HOMEHKJIATYPOIO CIIpaB 3 JOJAaBaHHSAM IOYAaTKOBOI JIITEPH
Ha3BU KaTeropii JOKYMEHTIB, IO BKJIIOYAIOThCA 10 OMUCY, Ta YOTUPHOX LUPDP POKY, B STKOMY
pOo3MoyaToO CHpaBH, BKIIOYEHI A0 onucy. Hampukinazai, omucu crnpaB MOCTIHHOTO, TPUBAJIOIO
(monag 10 pokiB) 30epiraHHd Ta 3 KaJpOBUX NHUTaHb (OCOOOBOrO CKIady) CTPYKTYpPHOTO
mipo3aiuty 3 1Ha. 5, mo po3noyati y 2011 pori, matumyTs HOMepu: 5 11 - 2011; 5 T - 2011; 5
OC - 2011.

241. Tlix yac cKJIaJaHHs OMUCIB CIIPAB CJIiI JOTPUMYBATUCS TAKUX BUMOT':

KOYKHA CIIpaBa BHOCHUTHCS JIO OMHKCY 1] CAMOCTIMHUM MOPSIKOBUM HOMEPOM (SIKIIIO CTIpaBa
Mae KiJbKa TOMiB, KOKHUI TOM BHOCUTKCS JIO OTHCY Il OKPEMHM HOMEPOM);

rpadgu omucy oGOPMITIOIOTHECS BIATOBITHO O BiJIOMOCTEH, 3a3HAYCHUX Ha OOKJIQJHHII
CTIpaBH;

y pa3i BHECEHHsI JI0 OMHCY KUIBKOX CIIpaB MiAPS] 3 OJHAKOBUM 3arojOBKOM 3a3HAYAETHCS
TOBHICTIO JIMIIIE 3arojIOBOK TMEPINOi CIpaBH, a BCl 1HIN OJHOPIAHI CIPaBU TO3HAYAIOTHCS
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CJIOBaMH “‘Te caMe”’, TIpY [[bOMY 1HII BIJOMOCTI PO CHPaBU BHOCATHCS O OMHUCY MOBHICTIO (Ha
KOXHii1 HOBI/ CTOPIHII OINHKCY 3ar0JIOBOK BIITBOPIOETHCS MOBHICTIO);

rpada onucy “IlpumiTka” BHKOPHCTOBYETHCSA MJIs BIAMITOK MPO OCOOJHMBOCTI (HI3UYHOTO
CTaHy CIpaB, MO MNepeAady CIpaB IHIIMM CTPYKTYPHUM IMigpO3/ilaM YCTaHOBH a00 IHIIIH
YCTaHOBI, PO HAsBHICTh KON JOKYMEHTIB Yy CIIpaBi.

242. Onwucu cipaB BEAYThCS MPOTATOM KiTBKOX POKIB 3 BUKOPUCTAHHIM €IMHOI HACKPI3HOT
Hymepariii. CripaBu KOKHOTO POKY CTAHOBJISATh PIYHHUI PO3JILT OTIHCY.

243. YV kiHIi onucy poOUTHCS MiACYMKOBUM 3amlKC 13 3a3HAYEHHAM KIIbKOCTI (Luppamu i
CJIOBaMH) CHpaB, MO OOJIIKOBYIOTBCS 3a OIHCOM, a TaKOXX OOYMOBIIOIOTBCS OCOOJIHUBOCTI
HyMepallii crpaB B OIUCI (JIITEPHI Ta IPOMYIIEHI HOMEPH CITPaB).

244. Y piyHMHA PO3IiT OMHCY CIpaB BHOCATHCS TAKOX CIIPaBH, HE 3aBEPIICHI MPOTITOM
KQJICHIApHOTO POKY. Y TaKWUX BHUIIAJIKaX Yy KIHIIl PIYHUX PO3JLUIIB OMHCY KOKHOTO HACTYITHOTO
POKY, MPOTSTOM SIKOTO CIIPaBH MPOJOBXKYBAJINCS B JIJIOBOJICTBI, 3a3HavaeThes “‘JIoKyMeHTH 3

2

IIbOTO MMUTAHHS JIUB. TAKOX y PO3iii 32 pik, Ne .

245. Onwmc cnpas, CKJIAJCHUX y MAanepoBiil popmi, CKIIaAaeThCs y JBOX NPUMIPHUKAX, OJUH
3 AKUX NEpeNaeTbCcs pa3oM 13 CIpaBaMH [0 apXiBy YCTAaHOBM, a IHIIMN 3aJIMILAETHCS SIK
KOHTPOJIBbHUNA NPUMIPHHUK y CIykO01 A1IOBOJCTBA.

246. Ha ocHOBI OmHCIB CIpaB CTPYKTYPHHUX IJIPO3/UTIB apXiB YCTAaHOBH TOTYE 3BEICHI
OTHMCH CHpaB TOCTIHHOrO Ta TpuBajoro (moHan 10 pokiB) 30epiraHHs, 3 KaJpOBUX IHTAaHb
(ocoboBoro ckiany).

247. 3BeneHuil onuc crpas MOCTIHHOTO 30€pIraHHs CKIaJAEThCSl Y YOTUPHOX MPUMIPHHUKAX,
TpuBajioro (moHax 10 pokiB) 30epiranss - y ABOX NPUMIpHUKAX, 3 KaIpOBUX MUTaHb (0COOOBOTO
CKiamy) - y TpboxX mpumipHukax. OJMH TNPUMIPHUK 3aTBEPKEHOTO OIHCY MOJAETHCS
JIepKaBHOMY apXiBYy.

248. YcraHoBu 3000B’s13aHI ONMUCYBaTH JOKYMEHTH IOCTIHHOTO Ta TpuBajoro (moHanm 10
pOKiB) 30epiranss, 3 KaapoBUX MUTaHb (0COOOBOrO CKIIaay) HE TMi3HIIE HIK Yepe3 JBa POKU
MCJIS 3aBEpUICHHS CHOpaB y JAUIOBOJACTBI, a TaKOX MepeaaBaTH IOKYMEHTH MOCTIHHOTO
30epiraHHs BIAMOBITHO MO 3aTBEPKEHUX OMHCIB CIPaB 0 ACPKABHUX apXiBiB B yCTAHOBIIEHI
3aKOHOJIAaBCTBOM CTPOKH.

OdopmiieHHs cipaB, CKJIAaIeHUX Yy naneposiii gopmi

249. OdopmienHs copaBu mocTiiHOro 1 TtpuBasoro (moHan 10 poki) 30epiraHHs
nependavyae HyMepalilo CTOPIHOK y CHpaBi, CKJIAACHHsS y pa3l HOTpeOU BHYTPIIIHHOIO OIUCY
JIOKYMEHTIB CIIpaBH, HasBHICTh 3aCB1IYyBaJIbHOIO HAMMCY CIIPABH MPO KUIBKICTh CTOPIHOK 1 PO
0c00JIMBOCTI (PI3UYHOrO CTaHy Ta (OPMYBaHHs CIpPaBU, MIJIIMBAHHS a00 ONpaBIICHHS CIIPaBH,
oopmieHHs: OOKIIaIMHKHU CIIPaBH.

250. JlokyMeHTH THUMYacoBOro 30epiraHHs, c(HOpPMOBaHI y CHIpaBH, HE ITiAMIMBAIOTHCA,
CTOPIHKM HE HYMEPYIOThCS, YTOYHEHHS €JIEeMEHTIB OQOpMIICHHsS OOKJIaIUHKH HE TPOBOIUTHCS,
3a BUHSATKOM MEPBUHHOI OyXTaJlTepChKOT TOKyMEHTAII].

251. Ilicns 3akiHYEHHSI AIOBOJHOTO POKY JI0 HAIKMCIB HA OOKJIAJUHKAX CIPaB MOCTIMHOTO 1
TpUBajoro 30epiraHHs BHOCATHCS HEOOXiAHI YTOYHEHHS, IepEeBIPSIEThCS BIANOBITHICTD
3aroJIOBKIB CTIPaB HAa OOKJIQJAMHIN 3MICTY HiAIIMTHX JOKYMEHTIB, BHOCSATHCS Y pas3i moTpedu 10
3arojioBKa CIpPaBH JOJATKOBI BIIOMOCTI (IIPOCTABISAIOTHCS HOMEPHU HAKa3iB, HPOTOKOIIIB,
3a3HAYaIOTHCS BUAM 1 POPMH 3BITHOCTI TOIIIO).



252. Jlata Ha OOKJIAJMHII CIpaBH TOBHHHA BIAMNOBIIATH POKY IMOYATKy 1 3aKIHUCHHS
CIPaBH; y CIIpaBl, 1[0 Ma€ JOKYMEHTH 3a OLIbII paHHI POKH, HUK PIK YTBOPEHHS CIIpaBH, Mij
JATOI0 POOUTHCS HAMHKC “€ TOKYMEHTH 32 POKH .

253. Ha oOknanuHKax CIpaB, MIO CKIAJAIOTBCS 3 KUIBKOX TOMIB, NMPOCTABIISIOTHCS AATH
MEePIIOro 1 OCTAHHBOT'O JOKYMEHTIB KOXXKHOT'O TOMY (YacTWHH). Y pa3i 3a3Ha4eHHS TOYHOI
KaJICHJIAPHOI 1aTH MPOCTABIAETHCS YUCIO, MICAIB 1 piK. YKCIIO 1 piK MO3HAYAIOTHCS apaOChKUMU
nudpamu, MiCSIb TTUIIIETHCS CJIOBOM.

254. Ha oOxyaguHIll CIIpaBH MPOCTABISIETHCS HOMEP CIpPaBH 3a 3BEICHUM OIMCOM 1 3a
MOTOJ[KEHHSIM 3 apXiBOM YCTaHOBHU - HOMEP Onucy 1 GoHy.

255. V pa3i 3MiHM HaliMEHyBaHHS yCTaHOBHU (i CTPYKTYpHOTO MiJIpO3JiTy) MPOTIrOM
nepioay, SKMH OXOIUTIOIOTH JIOKYMEHTH CIIpaBH, a0o MiJ dYac mepeaadi CrIpaBH A0 1HIIOI
YCTaHOBU (CTPYKTYPHOIO MiAPO3/ILTy) Ha OOKJIaAMHIII CIIPaBH 3a3HAYAETHCS HOBE HaIMEHYBaHHS
YCTAaHOBHU (CTPYKTYpPHOTO HAPO3/LITY), a TONEpeHE OEPETHCS B TYKKH.

256. Hamucu Ha OOKIaAMHKAxX CHpaB TMOCTIHHOrO Ta TpuBajmoro (monam 10 pokiB)
30epiranHs poOJIATECS YITKO YOPHHM CBITIIOCTIHKMM YOpHHIOM a0o macToro. HakieroBaHHS
TUTYJIBHOTO apKyIlia Ha OOKJIaJUHKY CIIPaBH HE JTOMYCKAEThCS.

Ilepenaua cnpas, ckjageHux y namneponiii gopmi, 10 apxiBy yCTaHOBH

257. Crpau moctiiiHOTO Ta TpHuBajoro (moxaja 10 pokiB) 30epiranss, 3 KaJpOBUX MHUTAaHb
(ocoboBOrO CKIIaAy) 4Yepe3 JBa POKH IICIs 3aBEPIICHHS 1X BEACHHS TEPENalOThCS JI0 apXiBY
YCTaHOBH B YIIOPSIKOBAHOMY CTaHi /ISl IOJATBIIIOTO 30epiraHHs Ta KOPUCTYBaHHS.

258. Tlepemaua crpaB A0 apXiBy YCTAaHOBU 3MIMCHIOETHCA 3a TpadikoM, 3aTBEPIKCHUM
KEpIBHUKOM yCTaHOBH.

259. 3a MMCHMOBUM 3BEpHEHHSIM CTPYKTYPHOTO MiAPO3AUTYy apXiB yCTaHOBU Odopmisie
BUJa4y CIIpaB, CKJIAICHUX Y ManepoBiil popMi, Ha CTPOK 10 TPHOX MICSIIIB.

260. INpuitmanHg-TIepeada KOXKHOI CTIpaBU 3/11HCHIOETHCS MPALlIBHUKOM apXiBY YCTaHOBH B
MIPUCYTHOCTI MpalliBHUKA YCTAaHOBH, KU Mepeae yrnopsiKOBaHi Ta 0(pOpPMIIEHI CIIPABH.

261. CnpaBu mnoctiiiHoro Ta TpuBanoro (monax 10 pokiB) 30epiraHHs NepenaroTbes 110
apXxiBy YCTaHOBH 3a OTIMCaMHU.

VY KiHII KOXXHOTO TPUMIPHHUKA OMNMHUCY TMpaIliBHUK apXiBHOTO MiApo3aiay ado ocola,
BIJINIOBiJJaJIbHA 32 BEJCHHS apXiBy YCTaHOBH, PO3MHUCYETHCS y MPUUHATTI CHOpaB i MpOCTaBIIse
naty. OIWH TPUMIPHHUK OMUCY TTOBEPTAETHCS CTPYKTYPHOMY MiAPO3ILTY, BC1 1HIII 3aTHIIAIOTHCS
B apXiBi YCTaHOBH.

Cripagu, 1110 NepeAaoThCs 10 ApXiBY YCTaHOBH, IOBUHHI OYTH 3B’s3aH1 HAJIEXKHUM YHHOM.

VYcraHoBu 3000B’s3aHI  3a0e3MeunTH 30€piraHHs apXiBHUX JOKYMEHTIB Ta Iepefady
JOKYMEHTIB, W0 Hamexarb 10 HamioHanpHOro apxiBHOro (oHmy, Tmmicas 3aKiHYCHHS
BCTAHOBJICHUX TPAaHMYHUX CTPOKIB 1X 30€piraHHs B apXiBl YCTAaHOBH ISl TOCTIHHOTO 30epiraHHs
710 BIJIITOBITHOTO JEPIKABHOTO apXiBY.

Jonatox 1
1o TunoBoi iIHCTPyKUIi 3 J1IOBOJCTBA B
MIHICTEPCTBAX, IHITUX IEHTPATbLHUX Ta
MICIIeBHX OpraHax BUKOHABYOI BIIa 1

(myHkT 8)
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3AT'AJIBHI ITPABWJIA
o(opMJIeHHSI JOKYMEHTIB

1. Ana odopMiIeHHs TEKCTIB CIYKOOBUX TOKYMEHTIB BUKOPHUCTOBYETHCS TapHiTypa Times
New Roman Ta mpudt posmipom 12-14 npykapchkux myHKTIB 2060 8-12 ApyKapChbKUX MYHKTIB
UIs ApyKyBaHHS pekBizuTy “Ilpi3Buine BHKOHaBISI 1 HOMep Horo TenedoHy’, BHHOCOK,
MOSICHIOBAJIbHUX HAIKCIB 10 OKPEMHUX €JIEMEHTIB TEKCTY JOKYMEHTa ab0 MOro peKBi3UTIB TOILO.

2. IIpu opopmIiieHHI 3aCTOCOBYETHCS MIPUPT:

HAMBXUPHUN MPUDT BETUKUMHU JIITEPAMH - I HA3BH BULY TOKYMEHTA;

HaMiBXUPHUH (TIpsiMUIA 200 KYpCHB) - JUIS 3ar0JIOBKIB Ta KOPOTKOT'O 3MICTY IOKyMEHTA.
3. IIpu odopMieHHI TEKCTIB MDKPSIAKOBUN 1HTEPBAJ TOBUHEH CTAHOBUTH:

1 - nus cKIamoBUX TEKCTY JOKYMEHTA, peKBI3UTY “Jl0AaTOK” Ta MOCHIaHHSA Ha JOKYMEHT,
10 CTaB MiACTABOIO IS MiATOTOBKY (BHIaHHS ) TIOTOYHOTO IOKYMEHTA;

1,5 - ny1st ckIagoBUX YacTUH PEKBI3UTIB “Anpecat’ Ta “I'pud 3aTBepIKeHHS;
1,5-3 - ans BimOKpeMIICHHS! PEKBI3UTIB JOKYMEHTA OJUH BiJ OJHOTO.

4. Im’s Ta npizBuiie B pekBi3uTi “Ilianuc” po3mimiyeTscsi Ha PiBHI OCTAHHBOTO psKa Ha3BU
MOCa/IN.

5. MakcumanbHa JOBKUHA psifiKka 0araTopsIKOBUX PEKBI3UTIB (KpIM PEKBI3UTY TEKCTY) - 73
MiTiMeTpH (28 IpyKOBaHUX 3HAKIB).

6. SIKmo KOpPOTKUH 3MICT 10 TeKCTy mepeBuirye 150 3HakiB (I'STh PSJAKIB), HOTro
JTO3BOJIIETHCS TIPOOBKYBATH 0 MEXI MpaBoro nojisi. Kpamka B KiHIII 3aTr0JI0OBKa HE CTABUTHCS.

7. ITpu opopMeHHI JOKYMEHTIB BIICTYIT BiJl MEXKi JIIBOTO TIOJIS IOKYMEHTA CTAHOBHUTH:
125 mimimeTpiB - 1iist iM’s Ta Tipi3BUIIa pekBizuty “Iliamuc”;

100 minimeTpiB - 171 peksizuta “I'pud 3aTBepaxeHHs”;

90 minmiMeTpiB - I PeKBI3UTY “Anpecar’;

10 mimimMeTpiB - s ab3ariB y Tekcri, a Takox ciiB “CJIIYXAJIN, “BUCTVYIINIIA”,
“BUPILLINIIN", “YXBAJIWIIN”, “HAKA3VYIO”, “30Bb0B’A3VY10;

0 mimimetpiB - anst pexBi3utiB “Jlata mokymenTa”, “Kopotkuit 3mict nokymenTa”, “Tekct”
(6e3 ab3zamiB), “BigmiTka mpo HasBHICTh AonatkiB”, “IIpi3Buile BUKOHABLS 1 HOMEp MHOro
tenedony”’, “BigmiTka mpo BHUKOHAHHS JOKYMEHTa 1 HaJCHJIAHHS WOTO 10 CHpaBU’, CIOBO
“Jlomatok, pekBizutu “/{omarok” ta cioBo “IligcTaBa” 3amucy mpo MOCUIaHHS HA JOKYMEHT, 110
CTaB MiJCTABOIO U MIATOTOBKM (BUIAHHS) IMOTOYHOTO TOKYMEHTa, HaMEHYBaHHs IMMOCATH Y
pexBizuTi “Ilinnmuc”, 3acBiI4yBaJbHOIO Hamucy “3riiHO 3 OpHUTIHAIOM™ Ta Uil MEPLIOro
peksizuTa “I'pud 3aTBepKEHHS, SKILO iX B JOKYMEHTI JBa.

8. ITix yac odopMIIeHHS JOKYMEHTIB (OJATKIB 10 HUX) HA JABOX 1 OiJIbIIe CTOpIHKAaX Apyra
Ta HACTYITHI CTOPIHKY NOBHUHHI OyTH POHYMEPOBaHi.

9. Homepu CTOpIHOK CTaBISATHCS MOCEPENNHI BEPXHBOIO IOJII CTOPIHKM apaObChbKUMU
nudppamMu 0e3 3a3HaueHHs cloBa “CTOpiHKA” Ta po3AUIOBMX 3HakiB. llepma cTtopiHka He
HYMEPYETHCS HI B JOKYMEHTI, HI B KO)KHOMY 3 T0JaTKiB. JIOKyMEHT 1 KOXEH 3 JI0JaTKIB MalOTh
OKpeMy HyMepalio.

10. TekcTr TOKYMEHTIB APYKYIOTHCS HAa OJHOMY Oolli apkymia. JIOKyMEHTH HE MOCTIHHOTO
CTpoKy 30epiranHsi obcsrom Oinbine 20 CTOPIHOK JOMYCKA€ThCA APYKYBAaTH Ha JHUILOBOMY 1



3BOPOTHOMY OOl apkymia, mpu oMy pekBi3uT “Iliqnuc” moBuMHEH OyTH po3MilleHuil Ha
JMIILOBOMY, @ HE Ha 3BOPOTHOMY OOIli OCTAHHBOT'O apPKYIIa TOKYMEHTA.

JonmaTtok 2
1o TumoBoi iHCTpyKLii 3 A1TOBOICTBA
B MIHICTEPCTBAX, 1HIINUX IICHTPATBHUX
Ta MICLIEBUX OpraHax BUKOHABUOI BIIaJN

(myukT 37)

INPUMIPHHUMU IIEPEJIIK
JOKYMEHTIB, 110 J03BOJISIETHCA 3aTBEPAKYBATH NPOCTABJISTHHIAM
rpuda 3aTBepAKEeHHS M0CA0BOI 0CO0U 32 YMOBH iX MIITOTOBKH Y
naneposiii popmi
1. Akt (TOTOBHOCTI 00’€KTa 1O €KCIUTyaTallii; CIHUCAaHHS; 1HBEHTapu3allii; eKCIepTU3H;

BWJIYYCHHS CIIPAB IS 3HUIICHHS; TIepeIadl CripaB; JiKBiallli yCTaHOB TOIIIO).

2. 3aBnaHHs (Ha MPOSKTYBAaHHs 00’ €KTIB, TEXHIYHUX CIIOPY/, KalliTajlbHe OYIIBHHUIITBO; HA
MIPOBEICHHSI HAyKOBO-JOCTIHUX, IPOEKTHO-KOHCTPYKTOPCBKUX 1 TEXHOJOTIYHHUX POOIT;
TEXHIYHI TOIIIO).

3. Komropucu BuTpaT (Ha yTpUMaHHS amapary YHOpaBiiHHsS, OYAMHKIB, NPHUMIILEHB,
CHOpY[; HAa MIATOTOBKY Ta OCBOEHHS BUPOOHUIITBA HOBUX BHpOOIB; Ha KamiTajJbHE OYiIBHUIITBO
TOIIO).

4. Tlepeniku (mocaj MpaIriBHUKIB 3 HEHOPMOBAHUM pPOOOYUM JTHEM; THIIOBUX, BIIOMYHX
(ramy3eBHX) JOKYMEHTIB i3 CTpOKaMu 30€piraHHs TOIIIO).

5. Po31iHKM Ha BUKOHAHHS POOIT.
6. CraTyTu (IOJ0XKEHHS) YCTAHOB.

7. CTpyKTypa yCTaHOBH.

Jonmatox 3
1o TumoBoi iHCTPyKIii 3 TOBOJCTBA B
MIiHICTEPCTBaX, IHITUX [IEHTPAJIbLHUX Ta
MICIIeBHX OpraHax BUKOHABYOI BIaIu

(myHKT 67)

IMPUMIPHUM NEPEJIIK
JOKYMEHTIB, MIANMKUCH HA AKUX CKPIILIIITHCA rep0oBOI0 NMEYATKOI0 Y
pa3i iX CTBOpeHHs y naneposiii popmi ad0 3acBiTUyOTHCH
€JICKTPOHHOIO NMEYATKOK YCTAHOBH Y Pa3i iX CTBOPEHHA B
eJICKTPOHHIH (popmi
1. AxkTu (BUKOHaHHS POOIT, CIIUCAHHS, €KCIEPTU3H, (PIHAHCOBUX MEPEBIPOK; BUIYyUCHHS
CIIpaB JId 3HUILCHHA Hepez[aqi CIIpaB TOH_IO).

2. BucHOBKHM 1 BIITYKM YCTaHOB Ha Auceprauli Ta aBTopedepar, 110 HaJCHUIAIOThCS /10
Buioi aTecraniifHoi koMicii YkpaiHu.


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n693
https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n788

3. JloBinku (JTIMITHI; PO BUIUIATY CTPAXOBUX CYM; BUKOPUCTaHHS OIOKETHUX aCUTHYBAaHb
Ha 3apIuIaTy; Ipo HapaxoBaHy 3apIuIaTy TOIIO).

4. JloroBopu (mpo MartepiajibHy BiIOBIIAIbHICTh, HAYKOBO-TEXHIYHE CIiBPOOITHHUIITBO,
HiAPSAIN, OPEHTy IPUMIIIEHb; PO BUKOHAHHS POOIT TOILO).

5. JlokymeHTH (mOBIOKHM, TOCBIAYEHHsS TOINO), IO 3acCBIAYYIOTh IpaBa TPOMAISH 1
IOPUANYHUX OCi0.

6. JlopydeHHsI Ha OJep)KaHHS TOBAPHO-MAaTepiaJIbHUX I[IHHOCTEH, OFOJKETHI, OaHKIBCHKI,
MeHCIiHI, IaTIKHI.

7. 3aBoaHHsA (Ha MPOEKTYBAaHHS 00’ €KTiB, TEXHIYHUX CHOPYA, KamiTajgbHE OyIiBHUIITBO;
TEXHIYHI TOIIO).

8. 3asBU (Ha aKpeIUTHUB; IIPO BIIMOBY BiJ] aKIENTY TOIIO).
9. 3asBKu (Ha 00JaHAHHS, BUHAXOJIH TOIIIO).

10. 3pa3ku BIAOWTKIB MEYAaTOK 1 MIANMCIB MPalLIBHUKIB, Kl MalOTh MPaBO 3J1HCHIOBATU
(hiHaHCOBO-TOCHOAPCHKI OTepallii.

11. Komropuc BuTpaT (Ha yTpUMaHHS amnapary YIpaBliHHsS; Ha MiATOTOBKY Ta OCBOEHHS
BUPOOHMIITBA HOBMX BHPOOIB; Ha KaJIBKYJAIIID 3a JOTOBOPOM; Ha KamiTaJbHE OYIIBHUIITBO
TOIIIO).

12. JIuctu rapaHTiiiHi (Ha BUKOHaHHS poOIT, Ha/laHHS MOCIYT TOLIO).

13. TlomamHs 1 kjonoTaHHsA (PO HArOpO/UKEHHS OpJACHaMH 1 MeJalsiMH; Tpo
MIPEMIIOBaHH).

14. TIpotokonu (OToKEHHS IJIaHIB TOCTABOK).

15. Peectpu (4ekiB, OIOIKETHUX TOPYUYECHB).

16. Cnernudikaii (BupoOiB, IPOAYKIIii TOIIIO).

17. CrinbHI TOKyMEHTH, TiATOTOBIICH] Bl iIMEH1 IBOX 1 OiJIbIIIE YCTAHOB.
18. CtaTyTH ycTaHoB.

19. TUTYNBHI CIIUCKH.

20. TpynoBi KHUKKH.

Jonartok 4
1o TunoBoi iIHCTPyKUIi 3 J1IOBOJCTBA B
MIHICTEPCTBAX, IHIIUX IEHTPAIbLHUX Ta
MICIIeBHX OpraHax BUKOHABYOI BIIa1

(oyHKT 155)

MNPUMIPHU NEPEJIK
JOKYMEHTIB, 110 He MiVIAralTh peecTpamii ciayk0010 XiJI0BOACTBA

Ne Bun nokymenta CnenianbHuit 00miK™*

1. 3BexenHs Ta iHdopMmarlis, HagicaaHi 0 BigoMa HE MIAJATal0Th peecTpanii
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4y 00JIiKy y Oyab-sKHiA

2. PexnaMHi mOBigOMIIEHHS, IUIAKATH, IIPOTPAMHU HAPA, . o .
A ’ » pOTp paz, 1HIIA criocio

KOH(epeHIIiil To1o
3. IpeiickypanTn (Korii)
4.  Hopmu BUTpaTH MaTepiaiiB
5. BiranpHi 1ucTy 1 3apOICHHS
6. MicsuHi, KBapTadbHI, MIBPIYHI 3BITH
7. T'padiku, HapsaH, 3asIBKH, PO3HAPSAIKH
8. ®opMu CTaTUCTUYHOI 3BITHOCTI

9. pyxoBaHi BuAaHHS (KHUTH, KypHAJIH, OI0JETEHI) 010oTeka
(0OMIKOBYIOTBCS JIUIIE Y
pasi 1 HasIBHOCTI)

10. Haykogi 3BiTH 3a TEMaMu ci1yx0a HayKOBO-
TEXHIYHOI iHpopMarii
(0OIIKOBYIOTBCS JIHIIE Y
pasi 1l HassBHOCT1)

11. HauanbHI mIaHu, IPOrpamMu (KOrii) KaJpoBa CiIyx0a

12. JloroBopu Oyxraiarepchka ciyx0a

* 'V pa3i BiICYTHOCTI B yCTaHOBI BIAMIOBIZHOTO CHEMIaTi30BAHOTO MiAPO3ILTY CHEIiadbHHUHA OONIK 3MIHCHIOETHCS
ciryx0010 AUI0BOJICTBA 200 32 PIICHHSIM KEPIBHUKA YCTAHOBH HE 3IIHCHIOETHCA.

JlomaTok 5
1o TumnoBoi IHCTPYKITIi 3 11JIOBOJACTBA B
MiHICTEpCTBAX, IHIIMX EHTPATbHUX Ta
MICIICBUX OpTaHaX BUKOHABYOI BJIa 1

(omyskT 161)

MMPUMIPHUM CKJIAJL
3amMcy MPo peecTpauili BXiTHMX JOKYMEHTIiB*

1. Bun noxymeHra.

2. Jlata Ta 4ac HaJAXOMKEHHS JOKYMEHTA B YCTAHOBY.
3. arta peectpariii TOKyMeHTAa.

4. PeecTpamiitHuil i1HACKC JOKYMEHTA.

5. KopecnionaeHr.
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6. Jlata peectpaiiii Ta peecTpamiifHuii iHIEKC KOPECIIOHICHTA.
7. KopoTkuii 3MicT.

8. BiamoBimanbHMA MAPO3/iad YCTAaHOBH, SIKHM B YCTAHOBJICHOMY MOPSAKY BHU3HAUYCHHUN
BiJIOBIJAILHUM 332 BUKOHAHHS JOKYMEHTA B YCTaHOBI.

9. BianoBiganbHUi BUKOHABEIh - MPAIiBHUK BiJIOBIJAIBHOTO MiAPO3JLTY YCTAaHOBH, SIKUM
B YCTQHOBJICHOMY IOPSIIKY BU3HAYEHUH BiJIIOBiIaIbHIM 32 BUKOHAHHS JIOKYMEHTA B YCTaHOBI.

10. BigmiTka mpo BUKOHAHHSI IOKYMEHTA.
11. Copasa Ne.

* [HCTPYKIlI€I0 3 OUIOBOJICTBA YCTAHOBM MOKE OyTH MepemdadeHo JA0JaTKOBI CKIAIOBI YaCTHHHU JKypHAIy Ta
BU3HAYEHO IHIIUHI MOPSIOK iX PO3MIIIICHHS.

Jlonmatok 6
1o TumoBoi iIHCTpPyKIii 3 JiTOBOJICTBA B
MIiHICTEPCTBaX, IHITUX IEHTPAJIbHUX Ta
MICIIeBHX OpraHax BUKOHABYOI BIIa U

(myukT 161)

IMPUMIPHUM CKJIA
3anucy Mpo peecTpanio BUXiIHAX JOKYMEHTIB, CTBOPEHHX
YCTAaHOBOIO™*

1. laTa peectpariii JOKyMeHTA.

2. PeecTpamiifHuii iHACKC TOKYMECHTA.

3. Anpecar.

4. KopoTkwii 3MicCT.

5. BignoBigansHU# miAPO3AiST yCTAHOBH, SIKUM ITiITOTOBJICHO JOKYMEHT.

6. BianosinanbHUI BUKOHABELb - MPAlLiBHUK BIANOBIIAIBHOTO MIAPO3/LUTYy YCTAHOBHU, SIKUN
HiArOTYBaB JOKYMEHT.

7. [laTa Ta 4ac HaIXOJKEHHS JOKYMEHTA aJpecary.
8. JlaTa peectpariii Ta peecTpaiiiiHuii 1HIEKC aapecarTa.
9. BinmMiTka po BUKOHAHHS JTOKYMEHTA aJIpecaToM.

10. Cnpasa Ne.

* JHCTpYKI€I0 3 JAUIOBOJICTBA YCTAHOBM MOXeE OyTH Iepei0dadeHo NOAaTKOBI CKJIaJOB1 YaCTWHH KYypHATY Ta
BU3HAYCHO {HIIHMH MOPSIOK IX PO3MILICHHS.

Jonatok 7
10 Tunosoi 1IHCTPYKUIi 3 JIOBOJCTBA B
MIHICTE€PCTBAX, IHIINUX LIEHTPAJIIbHUX Ta
MICIIeBHX OpraHax BUKOHABYOI BIIa 1

(oyskT 179)
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CTPOKHM
BHKOHAHHSI OCHOBHHUX /IOKYMEHTIB

1. Axr Ilpe3unenrta Ykpaiau - 30 nHiB 3 JaTH HaOpaHHS HUM YMHHOCTI, SKIIO UM aKTOM
He nepe0avueHo CTPOK BUKOHAHHS BU3HAYEHOTO HUM 3aBJIaHHS.

2. 3anuT ab0 3BEpHEHHS:

HapOJHOrO JenyTrata YKpaiHM - mpoTsaroM 15 1HIB 3 IHSA HOro HaIXOJKEHHS, SKIIO
Bepxosnoro Pagoro Ykpainu He BCTAHOBIICHO 1HIIHNI CTPOK;

nenyrata BepxoBnoi Panu ABtonomuoi PecriyOmniku Kpum - npotarom 15 aHiB 3 AHS HOTo
HaJIXOKCHHS,

JIeryTaTa MiCIIeBO1 paau - mpoTarom 10 AHIB 3 THS HOTO HATXOIKEHHS.

3. Slkmo 3amuT (3BepHEHHS) HApOJHOTro AemyTrata Ykpainu (nemyrtara BepxoBuoi Pamu
AstonomHuoi Pecrry6miku Kpum, nenyrara MiciieBoi paan) 3 00’ €KTHBHUAX IPHYUH HE MOXKe OyTH
PO3TIISIHYTO B YCTAHOBJIEHMH CTPOK, HAJCHUIAETHCS MUCbMOBE TIOBIIOMIIEHHS Cy0’€KTaM
BHECEHHS 3aIlUTYy (3BEpHEHHS) 13 3a3HAYCHHIM PUYHH [IPOJOBXKEHHS CTPOKY PO3IIISY.

CTpoK po3riIsiy emyTaTChKOT0 3B€pHEHHS 3 ypaxXyBaHHSIM CTPOKY MPOJIOBKEHHS HE MOXKE
nepeBuiyBaT 30 THIB 3 MOMEHTY HOTO HAIXO)KCHHS.

4. Pimmenns Kabinery MiHicTpiB YKpaiHu I10A0 JOOMNPALIOBAHHS MPOEKTIB HOPMAaTUBHO-
MIPaBOBUX akTiB - mpoTsrom 10 nHIB 3 AHS NPUUHATTS BIJNOBIHOTO PIICHHS, SIKIIO UM
PILIEHHSIM HE BCTAHOBJICHO 1HILUMN CTPOK.

5. IlocranoBu Ta BucHOBKHM Korerii PaxyHkoBoi majgaTu - mpotaroM 15 nmHIB 3 JIHA iX
peecTparrii B yCTaHOBI, SKIIO B HUX HE BCTAHOBJICHO 1HIITHI CTPOK.

6. [loromkeHHs! MPOEKTIB aKTiB 3aiHTEPECOBAHUMHU OpraHAMH - Y CTPOK, YCTaHOBJIEHHH X
TOJIOBHHMH PO3POOHHMKAMH BIAMOBITHO 10 BUMOT Pernamenty Kabinery MiHicTpiB YKpaiHu.

7. 3anut Ha myOivHy iHPOpMAITito Bia PI3UUHOI, FOPUAUYHOI 0OCOOHU, 00’ €THAHHS TPOMAISTH
0e3 cTrarycy IOpUIUIHOI 0COO0H, KpPiM Cy0’ €KTIB BJIaJHUX ITOBHOBAa)KEHb, TA HAJAaHHS BIJIITOBI/II HA
3anuT Ha 1H(GOpMAIlI0 - MPOTATOM CTPOKY, BH3HaueHoro crarreio 20 3akony Ykpainu “Ilpo
JOCTyM 70 myOnmiyHoi iHdGopmarii”.

JomaTok 8
1o TunoBoi IHCTPYKIIIi 3 T1JIOBOACTBA B
MiHICTEpCTBAX, IHIIMX EHTPATbHUX Ta
MICIIEBUX OpraHaX BUKOHABYOI BJIATU

(myukT 190)
IHOOPMAIIA
NPO CTAH BUKOHAHHSA 3aBJaHb HA . .20
Ne  [HaitmenyBanHs CraH BUKOHaHHS 3aBJaHb (JOKYMEHTIB)
Ta 1HAEKC
CTPYKTYpHOTO yChOTO 3 HUX
mipo3aiy
BUKOHAHO CTPOK CTPOK MOPYIICHO
MOJIOBXKEHO
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HaiimenyBanns nocaau
KEepiBHUKA CITY>KOU J1JI0OBOJICTBA

20

Im’s TIPI3BHUIIE

Jonmatok 9
1o TunoBoi iIHCTPyKUIi 3 1IOBOJICTBA B
MIHICTE€PCTBAX, IHIINX LIEHTPAJIbHUX Ta
MICIIeBHX OpraHax BUKOHABYOI BIIa 1

(oyHKT 204)

INPUMIPHA ®OPMA

HOMEHKJIATYPH CIIPaB CTPYKTYPHOI'O MiAPO3aily y namneposiii popmi

Jomatox 10
10 TunoBoi IHCTPYKLIT 3 1JIOBOJCTBA B
MIHICTEpPCTBAX, IHIIMX LIEHTPAJIbHUX Ta
MICIIeBHX OpraHax BUKOHABYOI BIIaI1

(myskT 204)

HPUMIPHA ®OPMA

3BeJeHOI HOMEHKJIATYPH CIIPaB YCTAHOBH Yy NanepoBii popmi

Honatok 11
1o TunoBoi IHCTPYKIIii 3 11JIOBOACTBA B
MiHICTEpCTBAX, IHIIMX EHTPATbHUX Ta
MICLIEBUX OpraHaX BUKOHABYOI BJIa 1

(myHKT 204)

INPUMIPHA ®OPMA

aKTa PO BUJIY4YEeHHH /ISl 3HUIIEHHS IOKYMEHTIB y namneposiii popmi

HonaTtox 12
1o TumoBoi iIHCTPyKii 3 JiIOBOJICTBA B
MIHICTEPCTBaX, IHITUX IEHTPAJIbHUX Ta
MICIIeBIX OpraHax BUKOHABYOI BIIa 1

(myukT 239)

IHHPUMIPHA ®OPMA

OIMCYy CIpaB y namneposiii ¢popmi

3ATBEP/I’KEHO
nocraHoBor Kabinery MinicTpiB Ykpainu
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Bix 17 ciuns 2018 p. Ne 55

PEI'JIAMEHT
oprasizauii B3aemMo/il OpraHiB BUKOHAB4Y01 BJIAU B
eJIEKTPOHHIN dopmi

1. Le#t PermameHT BHM3HaA4ae 3arajbHi 3acajy OpraHizallli IOPUINYHO 3HAYMMOI B3a€MOIl
OpraHiB BUKOHABYOI BJIaJIA B €ICKTPOHHIN popmi.

2.V upboMy PernamenTi TepMiHU BXKUBAIOTHCS Y TAKOMY 3HAYCHHI:

1) cuctema eneKTpoHHOI B3aeMoii opraHiB BukoHaBuoi Biaau (CEB OBB) (nani - cuctema
B3a€MOJIii) - Aep:KaBHA TeNEKOMYHIKaIliiiHa cucTeMa, MpU3HaueHa JUIs aBTOMAaTHU3allil MpoleciB
CTBOPCHHS, HAJCWJIAHHS, Tepenadi, Oep)KaHHsA, OOpOOJCHHS, BUKOPHUCTAaHHS, 30epiraHHs,
3HUIICHHS JIOKYMEHTIB B €JEKTPOHHIH (opMi i3 3aCTOCYBaHHIM EINEKTPOHHOTO IH(PPOBOro
MiAMUCY Ta/abo ENEKTPOHHOI TMEYaTKH, a TaKOK OpraHizallii MiXBiJOMYOr0 MOHITOPHHTY 3a
CTaHOM BHKOHAHHS YIPaBIIHCHKUX PIIICHB;

2) xopuctyBad cuctemu B3aemonii - Cekperapiar KabGinery MinicTpiB YkKpainu,
MIHICTEpCTBO, IHIIMH IEHTpPaJbHUM OpraH BUKOHABYOi Biaau, Pama MiHICTpiB ABTOHOMHOI
Pecniy6miku Kpum, wmicreBuii opraH BHUKOHABUYOI BJaJH, 1HIIMK JEpXKaBHUM OpraH, OpraH
MICIIEBOI'O CAaMOBpSIYBaHHS, OpraHizailis, YCTaHOBa, MIANPHEMCTBO HE3aJIEKHO BiT (Gopmu
BJIACHOCTI, 10 B YCTAHOBJICHOMY TOPSIKY ITiIKITFOYMIIACS 0 CUCTEMH B3a€EMO/IIT.

3. Cucrema B3acMo/11l BU3HACTLCS:

€IMHOIO JIOMYCTUMOKO (POPMOIO IOPUAMYHO 3HAYUMOI B3a€EMOJIT OpraHiB BUKOHABYOI BN
B €JICKTPOHHIH dopmi;

OCHOBHOIO ()OpMOIO B3a€MO/Iii OpraHiB BUKOHABYOI BIaJAH MiK CO00I0;

npiopuTeTHOIO (opMor0 B3aeMoAii OpraHiB BHKOHABYOI BJIAAM 3 OpraHizallisiMHu,
yCTaHOBaMH, IIANPUEMCTBAMH HE3aJie)KHO BiJ (GOpMHU BIACHOCTI Ta IHCTHTYTaMH
TPOMAJITHCHKOTO CYCHIIBCTBA Y pa3i, KOJM BOHH B YCTAaHOBICHOMY HOPSIAKY ITiIKITFOYHIIUCS 10
CHUCTEMH B3aEMOJIII.

4. JlepxareneMm cucteMu B3aeMojii € JlepikaBHE areHTCTBO 3 IUTAaHb EJIEKTPOHHOTO
YPALYBaHHS.

OyHKIIT  agMiHICTpaTOpa CHUCTEMH B3aEMOIl BHUKOHYE JIEp)KaBHE IIIMPHEMCTBO
“Jlep>kaBHUM LEHTpP 1HPOPMALIHHUX pecypciB YKpaiHu™.

5. KopuctyBaui cucreMu B3a€MO/I1i HECYTh BiJIIOBIJAJIbHICTD 3@ MOBHOTY Ta JJOCTOBIPHICTh
iHpopMallii, BHECEHOT HUMU /10 CUCTEMH B3a€MO/III.

6. OOMiH 1HQOpMaIli€lo B CUCTEMI B3a€EMOJIT 3A1ICHIOETbCS uepe3 [HTepHeT.

7. IlporpaMHO-TEXHIYHI KOMIUIEKCH Ta TE€XHIYHI 3aCO0M CHCTEMH B3aeMOJii (QYHKIIIOHYIOTh
BiJITOBIHO IO BUMOT 3aKOHO/JABCTBA y chepi 3axXUCTy iHPOopMaIlii.

8. Jlepxatenb CHCTEMHU B3a€MOIII:

3MIMCHIOE MIATOTOBKY IPOEKTIB HOPMATHBHO-TIPABOBHX aKTIB OO0 3a0e3MeyeHHs
(yHKIIOHYBaHHS CUCTEMH B3a€MO/IIT;



3aTBEPIKYE TEXHIUHI periiaMeHTH (PYHKI[IOHYBaHHS CHUCTEMH B3a€MOJii, y TOMY YHCIHI
II0JI0 BPETYJIIOBAaHHS MUTaHb 1HTETpallii CUCTEM €JIEKTPOHHOIO JOKYMEHTOOOITY KOpHCTYyBauiB
CHCTEMH B3a€MOIIi 13 CHCTEMOIO B3a€MOII;

BUPIIITYE TUTAHHSA, MTOB’s13aHi 3 (PiHAHCYBAaHHIM CHCTEMH B3aeMOJII Ta ii aaMiHiCTpaTOpa 3a
paxyHOK KOINTIB JEpKaBHOTO OIO/DKETy, IHIIMX He 3a00pOHEHMX 3aKOHOM JDKEpel
(inaHCYyBaHHSI.

9. AIMIHICTPaTOp CUCTEMH B3a€EMO/I1i 3a0e3meuye:
peecTpalito KOpUCTyBauiB CUCTEMHU B3a€MO/IIT,

nyOJlikalilo Ha cBoeMy odiliifHOMy BeO-caiiTi iHdopMallii mpo MOTOYHUX KOPUCTYBAiB
CHUCTEMH B3a€MOIIT 13 3a3HAYCHHSIM JIaTH TIIKIIOYCHHS, BI3yaJIbHUM BHIUICHHSIM KOPHCTYBadiB
CHUCTEMH B3A€MOJII, AKI MIJKIIOYWINCA NpOTAroM octaHHiX 30 AHIB, Ta NMPO KOPUCTYBAiB
CHUCTEMH B3a€EMOIii, IKI TAMYACOBO 3YITUHUIN OOMIH JJOKYMEHTaAMHU Yepe3 CUCTEMY B3aEMO/IIi, 13
3a3HaYEHHAM OPIEHTOBHOTO CTPOKY Ta MPHUYMH TAKOrO 3YMUHEHHS Y pa3i HaJaHHSA TaKUM
KOpPHUCTYBa4YeM BiMOBITHOT iH(OpMAITii;

TUMYAacOBE BIJKIIIOUEHHS KOPHCTyBadya CHCTEMH B3a€MOJIl BiJ] CHCTeMH B3aeMOil 3a
HAasiBHOCTI JIJIs1 I[OTO OOTPYHTOBAHMX TI1JICTaB;

TEXHIYHY MiITPUMKY CUCTEMHU B3a€MOIIT;

pPO3pOOIEHHS Ta BIPOBAIKEHHS HOBUX MOJIYJIIB Ta CEPBICIB CHCTEMHU B3a€MO/IIT;
Ha/IaHHS KOPUCTYBAYaM CHCTEMH B3a€MOJII1 3aXUIIEHOTO JOCTYITY 10 CHCTEMHU B3a€EMOIIT;
30epiranHs Ta 3axucT iHdopmallii, ska 00pOOIAETHCS y CUCTEMI B3a€MO/IIT;

3/11MCHEHHS 1HIINX 3aX0/[iB, TIOB’A3aHMUX 3 (YHKI[IOHYBAaHHSIM CUCTEMH B3aEMO/IIT;

HAJaHHS KOPHUCTYBayaM CHUCTEMH B3a€MOJil TEXHIYHOI MiATPUMKU Ta HABYAHHS 3 MUTaHb
poOOTH 13 CUCTEMOIO B3aEMOTII.

10. AnmiHicTpaTop CUCTEMH B3a€MOJII1 HECE BIAMOBIIATBHICTh 3a 3a0€3MEUYESHHS CUCTEMOIO
3aXMCTy BiJl HECAHKIIOHOBAHOTO MIIECHPSIMOBAHOTO TOPYIIEHHS IUTICHOCTI, Monaugikamii
(cmoTBOpeHHs) Ta BUaiIeHHs iHpopMaIlii, ska 00poOISETHCS B CUCTEMI B3a€EMOII.

Iopsimox  BuUKOpuCTaHHA  (YHKI[IOHATY CHCTEMH B3a€MOZIl 1i  KOpUCTyBayamu
BU3HAYAETLCSI THUIOBOIO IHCTPYKIIECK 3 JOKYMCHTYBAHHS  YIPaBIIHCHKOI iH(dopMalii B
eJIEKTpOHHIN (opMi Ta opraizaiii poOOTH 3 eJIEKTPOHHUMH JIOKYMEHTAMH B JIIJIOBOJCTBI,
€JIEKTPOHHOIO0 MDKBIIOMYOr0 00OMIiHY, 3aTBEp/pKeHOI TmocTaHoBor Kabinety MiHicTpiB
VYkpainu Big 17 ciunsg 2018 p. Ne 55.

3ATBEP/I’KEHO
nocranoporw Kadinery MinicTpiB Ykpainu
Bia 17 ciuns 2018 p. Ne 55

3MIHU,
10 BHOCATHCH 10 noctanoB Kadinery MiHicTpiB YKpainu

1. V IlonoxeHHI PO JIep)KaBHY PEECTPAIiF0 HOPMATUBHO-IIPABOBUX aKTiB MiHICTEPCTB Ta
IHIIMX OpraHiB BUKOHABYOI BJIJIM, 3aTBEpKEHOMY roctaHoBoto Kabinery MiHicTpiB Ykpainu
Big 28 rpyans 1992 p. Ne 731 (3I1 Vkpaiau, 1993 p., Ne 1-2, c1. 28; Odiuiitanii BicHUK YKpaiHu,
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1998 p., Ne 42, ct. 1551; 2004 p., Ne 43, ct. 2840; 2006 p., Ne 50, ct. 3313; 2008 p., Ne 25, cr.
770; 2016 p., Ne 41, ct. 1544):

1) ynoyHkri 3 cioBa “y BH3HAYCHINM 3aKOHOAABCTBOM (OpMi Ta 3a BCTaHOBIJICHOIO
3aKOHOJIAaBCTBOM MPOIEAYpPOI0” 3aMIHUTH CJIOBaMH B €JNEKTPOHHIM (depe3 cHucremy
€JICKTPOHHOI B3a€MOJIIi OpraHiB BHKOHABYOI Biajau) abo mamepoBid ¢opMi B TOPSIKY,
BHU3HaYeHOMY MiH 10CTOM”;

2) myHKT 12 BUKJIACTH B TaKii peaaKiIii:

“12. ¥V pasi koinu HOPMATHUBHO-NIPABOBUN aKT BIAMOBIJAE BUMOTaM, 3a3HAYEHUM Y I[OMY
[TonmoskeHHi, opraH Jep>KaBHOI peecTparlii mpuitMae pilleHHsI PO HOTo ASpKaBHY PEECTPAIIIIO Ta
3aHOCHUTH MOTO0 J0 JAepkKaBHOTO peecTpy (noaatok 1).

OcHOBHOIO (OPMOIO BEJEHHS JEP)KAaBHOTO pEeeCTpy € eneKkTpoHHa. KoskeH 3amuc
JIEp)KaBHOTO PEECTPY 3aCBIAUYETHCS CIEMiaNIbHO JJsI [BOTO MPU3HAYCHOIO EJIEKTPOHHOIO
MIEYaTKOI OpraHy JepkaBHOI peectpariii. BinmoBinHe 3acBiT4eHHs 3[IHCHIOE YIMOBHOBa)KE€HA
oco0a oprany Jaep>kaBHOI peecTparii.

VY pa3i HEoOXiAHOCTI 3 BIANOBIAHOTO PEECTPY pPOOIATHCS BUTATH B EJIEKTPOHHIN Ta
nanepoBiii popmax.

VY pa3i nogaHHs HOPMATHBHO-IIPABOBOTO aKTa B €JIEKTPOHHIM (OpMi 3 JIePIKaBHOTO PEECTPY
onpa3y 3a (aKTOM 3aCBIIUEHHS 3alHCy TPO JCPKABHY PEECTPAIIO BIAMOBITHOTO aKTa
ABTOMATHYHO HAJICWJIAEThCS TOBIJIOMIICHHS OpraHy BHJAHHS IIbOTO aKTa 4Yepe3 CHUCTeMY
€JICKTPOHHOI B3a€MOJIil OpraHiB BUKOHABYOI BIAJHM 3 TAKUMHU PEECTPALIMHAMU TaHWMH: JlaTa
JIep>KaBHOI peecTpaliii, HOMEp aKTa 3TiTHO 3 JepKaBHUM peecTpoM. PeectpamiitHi maHi
HOPMAaTHBHO-TIPABOBOTO aKTa aBTOMATHYHO 3aBAaHTAXKYIOTHCS JI0 PEECTPAIIITHO-MOHITOPHHTOBOL
KapTKH BiJIIOBITHOTO aKTa y CHCTEMi CJICKTPOHHOTO JOKYMEHTOOOITY OpraHy BHUIAHHS I[OTO
aKTa Ta He MOXKYTh OyTH CIIOTBOPCHI UISIXOM 1X peIaryBaHH.

VY pa3i momaHHd HOPMATHBHO-TIPABOBOTO akTa B ManepoBii opmi Ha HepUIMi apKyll
OpHTiHaTy aKTa HAHOCSTH BIAMITKY (IITaMIT) PO peecTpawiiiHi AaHi (To1aTok 2).”;

3) myHKT 14 BUKJIACTH B TaKiil peJaKiii:

“14. Y pa3i nmogaHHs HOPMAaTHBHO-IPABOBOT'O aKTa B MarepoBiii (opmi HACTYITHOTO JTHS
TICIIS Iep>KaBHOI peecTparlii OpuriHai; HOPMAaTUBHO-TIPABOBOTO aKTa 3 PEECTPALIHIMU TaHUMH
MOBEPTAETHCS OpPraHy, 0 HOro BUAAB.”;

4) y nonatkax no Ilonoxxenus:
y Zonatky 1 cnoso i mudpy “Homarok Ne 17 3amiHuTH c10BoM 1 udporto “/logatok 27;
y nonatky 2 cioBo i mudpy “Homatok Ne 2” 3amiautu cioBoM i mudporo “Jlogatok 17

{Ilynkm 2 empamue uunnicmo na niocmasi Iocmanosu KM Ne 992 6i0 07.11.2018}

3ATBEPIKEHO
nocraHoBow KabGinery MinicTpiB Ykpainu
Bia 17 ciuns 2018 p. Ne 55

HEPEJIIK
akTiB Kadinery MinicTpiB Ykpainu, 0 BTPATU/IM YHHHICTH
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1. IlocranoBa KaGinety MinicTpiB Ykpainu Bim 28 xoBTHa 2004 p. Ne 1453 “TIpo
3aTBep/KEHHA THIOBOTO MOPSAAKY 3IIHCHEHHS EJIEeKTPOHHOI'O JIOKYMEHTOOOIrY B OpraHax
BukoHaBuoi Binaan” (Odiuiiinuii BicHuk Ykpainu, 2004 p., Ne 44, ct. 2895).

2. IlynkT 35 3MiH, 110 BHOCAThCs A0 akTiB Kabinety MinicTpiB YKpainu, 3aTBepIKeHUX
noctanoBoro KabGinety MinictpiB Ykpainu Big 8 rpyaas 2006 p. Ne 1700 (Odimifinuii BicCHUK
VYkpainu, 2006 p., Ne 50, ct. 3324).

3. lloctanoa KabGinery MinictpiB VYkpaiam Big 17 smmas 2009 p. Ne 733 “TIpo
€JIEKTPOHHUIM OOMIH CIY)kKOOBMMH JOKYMEHTaMH B opraHax BuUKOHaBuoi Brnaau” (Odimiitauit
BicHUK Ykpaiam, 2009 p., Ne 54, ct. 1867).

4. Ilyukt 17 3MiH, 1m0 BHOcATbCA 10 akTiB KaGineTy MiHicTpiB YKpaiHu, 3aTBEpIKEHHUX
nocranoBoro KabGinery MinictpiB Ykpainu Big 21 mumas 2010 p. Ne 675 “Jleski nutaHHS
JisIBbHOCTI Jep:kaBHOTO KOMITETY 3 TUTaHb HAyKH, iHHOBaMii Ta iHpopmaTuzaii” (OdiuiiHui
BicHUK Ykpainu, 2010 p., Ne 58, cr. 2025).

5. [lynkt 11 3MmiH, 1m0 BHOCSAThCA 10 moctaHoB KaGinety MiHicTpiB YKpaiHM 3 NHUTaHb
JIocTyny A0 iHdopmamii, 3aTBep/keHHX mocTaHoBoto Kabinery MinicTpiB Ykpainu Binm 7
Bepechs 2011 p. Ne 938 (Odiuitinmii Bicauk Ykpainu, 2011 p., Ne 69, c1. 2624).

6. [loctanoBa KaGinety MinictpiB Ykpainu Bin 30 mmcromaga 2011 p. Ne 1242 “TIpo
3aTBepKeHHsT THIOBOI 1HCTPYKIIIT 3 JUTOBOACTBA y HEHTPAIBHUX OpraHax BUKOHABUOI BIIAIM,
Pani wminictpiB ABToHOMHOi Pecny6Onmiku Kpum, MicueBuX opraHax BHMKOHABYOI Biajau”
(Odiuiiinuii Bicuk Ykpainu, 2011 p., Ne 94, ct. 3433).

7. Posnopsxennst KaGinery MinicTpiB Ykpainu Big 28 rpyans 2011 p. Ne 1363 “TIutanas
BIIPOBA KEHHSI CHCTEMH €JIEKTPOHHOI B3aeMogii opraHiB BuKoHaBYOi Biaan~ (Odimiitauii
BicHUK Ykpainu, 2012 p., Ne 5, cT. 180).

8. [locranosa KabGinery MinicTpiB Ykpainu Big 18 aumus 2012 p. Ne 670 “Jleski muTaHHS
€JIEKTPOHHOI B3a€MO/IIi opraHiB BUKOHaBuoi Biaan” (OdiuiiHuit BicHUK Ykpainu, 2012 p., Ne
56, ct. 2249).

9. IlyHKT 5 3MiH, 1m0 BHOCATHCS 10 ocTaHoB KabineTy MinicTpiB YKpaiHu, 3aTBEpIKEHUX
nocraHoBoro Kabinery MiHictpiB Ykpainu Big 4 motoro 2013 p. Ne 75 (Odiuiitauii BicHHK
Vkpaian, 2013 p., Ne 10, ct. 381).

10. [lynkr 9 3MiH, 10 BHOCATBCA a0 moctaHoB KaGinery MiHicTpiB Ykpainw,
3aTBep/KeHUX mocTaHoBoto KaOinery MinicTpiB Ykpainu Bin 9 mumas 2014 p. Ne 249
(Odimiitamit Bichuk Ykpainu, 2014 p., Ne 57, ct. 1554).

11. [locranoBa KabGinery MinicTpiB Ykpainu Big 23 BepecHs 2014 p. Ne 484 “TIpo
BHECEHHS 3MiHU 10 NYHKTY 52 TumoBoi 1HCTPYKIIi 3 AUIOBOJACTBA Yy LIEHTPAJbHUX OpraHax
BUKOHaBuoi Bianu, Pani miHicTpiB ABToHOMHOiI Pecny6Oniku Kpum, wicueBux opranax
BukoHaBYoi Bianu” (Odimiitnuii BicHuK Ykpainu, 2014 p., Ne 78, ct. 2240).

12. Ilynkr 10 3MiH, 10 BHOCATBCS 10 mocTtaHoB Kabinety MinicTpiB VYkpainw,
3aTBep/KeHNUX TMocTaHoBoto KaGinery MinictpiB Ykpainu Bim 21 sxoBtHs 2015 p. Ne 874
(Odimiitamit BicHuk Ykpainu, 2015 p., Ne 89, cT. 2967).

13. [ocranoBa Kabinery MinictpiB Ykpainu Biz 9 rpyaus 2015 p. Ne 1018 “TIpo BHEceHHS
3MiH 110 moctaHoBu Kabinety MinictpiB Ykpaiau Big 18 mumas 2012 p. Ne 6707 (Odimiitauit
BicHHMK Ykpainu, 2015 p., Ne 101, ct. 3478).

14. [locranoBa Kabinery MinicTpiB Ykpainu Bijg 22 jumast 2016 p. Ne 468 “IIpo BHeceHHS
3MiH 70 TUMOBOI 1HCTPYKIIII 3 NiJIOBOACTBA y LIEHTPaIbHUX OpraHax BHUKOHaBYOi Bnanau, Pami
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MiHicTpiB ABTOHOMHOI PecnyOniku Kpum, MicuieBux opranax BukoHaB4oi Biaagu” (OdinidHuMi
BicHUK Ykpaian, 2016 p., Ne 60, ct. 2061).





