3aTBEpIKEHO

plleHHs cecli
Bennko6epe30BHUITLKOT CETUIIHOT pau

Ne3671 Bin 28 cepmast 2026 poky

IMOJTOXKXEHHS
ITPO KOMYHAJIBHY YCTAHOBY —- KOMYHAJIbHA APXIBHA
YCTAHOBA «OB’€EJHAHUI TPY1OBUHN APXIB»
BEJIMKOBEPE30BHUIIbKOI CEJIMIIHOI PAJIN

1. KomynansHa ycraHosa - KOMYHAJIBHA APXIBHA YCTAHOBA «OB’€JHAHUI
TPYJIOBUM APXIB» BEJIMKOBEPE3OBUIILKOI CEJIMIIHOI PAJIN (mami - TpymoBuit
apxiB) CTBOPIOETHCS ISl LIEHTPAJi30BAHOTO TUMYAcCOBOIO 30epiraHHs apXiBHUX JOKYMEHTIB,
HArpOMaJDKCHUX Y TPOIECi JOKYMEHTYBAHHS CITy’)KOOBUX, TPYJOBUX Ta IHIIUX MPABOBIIHOCHH
IOpUANYHUX 0Ci0 1 (i3UYHHUX OCi0 - MIANPHEMIIB Ta IHIIMX apXiBHUX JIOKYMEHTIB, IO HE
HaJekaTh 10 HamioHanpHOTO apXiBHOTO (OHIY (IalTi - apXiBHI JOKYMEHTH).

ApXiBHI JTOKYMEHTH MepenarTbcs 10 TpyaoBoro apxiBy y pasi NPUNUHEHHS MiSJIbHOCTI
IOpUAMYHUX 0ci0 1 (I3MYHUX o0ci0 - NIANPUEMINB, a TaKOX Y BHIIaJKax, BU3HAYEHHUX
3aKOHOJIaBCTBOM.

2. TpynoBuil apxiB CTBOPIOETHCS 3a PILIEHHSM cecii Bennkobepe30BUIIbKOT CENUIITHOT paIu
Ha 3acajax 3akoHy Ykpainu «I[Ipo cHiBpoOITHHITBO TEPUTOPIAIBHUX TPOMAI» IUISIXOM
YKJIaJaHHS JOrOBOpY MpO CIIBPOOITHULTBO 1 YTPUMYETHCS 3a pPaxXyHOK KOILITIB MiCLIEBUX
OIOKETIB, KOLITIB, OTPUMAHMUX 3a HAyKOBO-TEXHIYHE OIpAaIfoBaHHS 1 30epiraHHs apXiBHHUX
JIOKYMEHTIB, Ta KOIITIB 3 1HIIUX HAJAXO/KEHb, HE 3a00POHEHHUX 3aKOHOM.

3. TpynoBuil apxiB MHIANOPSAKOBYETHCS 3aCHOBHMKY Ta MIA3BITHUH 1 MiJKOHTPOJIbHUHN
apxiBHOMY BiJi1iTy TepHONUILCHKOI paiiOHHOT IepKaBHOI aJIMIHICTpallii.

4.V cBoiii pisnbHOCTI TpynoBuii apxiB KepyeTbcst KOHCTHTYII€IO 1 3aKOHaMU Y KpaiHH,
aktamu Ilpesunenrta Ykpainu, Kabinery MinicTpiB YkpaiHu, IHIIMMH HOPMaTUBHO-IIPaBOBUMU
aKTaMH, PIIICHHSMH 1 PO3MOPSAIKEHHIMU Bennkobepe30BUIIbKOT CeMMIITHOI paau, a TAKOXK UM
[TomosxeHHAM.

3 nuTaHb OpraHizamii Ta METOJIUKU BEJCHHS apXiBHOI cripaBu TpynoBHI apXiB KepyeTbCs
HOPMAaTHUBHO-TIPAaBOBUMH  aKTaMH, 3aTBEp/UKEHMMH MiHICTepcTBOM tocTulii  YKpaiHu,
NpaBUJIAMH, TTOJIOKEHHSAMHM, THCTPYKIISIMU, METOJUYHUMHU PEKOMEHAALIIMU Y KpJepKapXiBy Ta
Jep>KaBHOTO apxiBy TepHOMUIBCHKOT 00JIACTI.

5. OcHOBHMMH 3aBAaHHSIMHU TpPyZIOBOro apxiBy €:

3a0e3MmeueHHs [IEHTPaIi30BaHOTO TUMYACOBOTO 30epiraHHs apXiBHUX JOKYMEHTIB, BeICHHS
ix 00Ky Ta BUKOPHCTAHHS BIJOMOCTEH, 1110 B HUX MICTSATbHCS;

JOJIepKaHHS 3aKOHOaBCTBa po HarionansHuit apxiBHUM (OHA Ta apXiBHI yCTAaHOBH.

6. TpynoBuii apxiB BiJIMOBIAHO J0 TOKJIAJCHUX HA HHOTO 3aB/IaHb:


https://zakon.rada.gov.ua/laws/show/254%D0%BA/96-%D0%B2%D1%80

1) 3milicHlOe mNpuUKMaHHS JOKYMEHTIB 3 KaIpoOBUX MHTaHb (0COOOBOTO CKJagy) B
YIOPSIIKOBAHOMY CTaHi 3a OMHCAaMH CIIpaB, CXBAJCHUMH (TIOTOPKEHHUMH) apXiBHUM BiJJILJIOM
TepHOMIbCHKOT paiOHHOT aAMIHICTpaIlii Ta Aep)KaBHUM apxiBoM TepHOIUIBCHKOT 001aCTi.

2) 3piiicHIOE TNpUHAMaHHS BHOOPYOi JOKYMEHTallli THMYacOBOTO CTPOKY 30epiraHHs
BIAIIOBIZHO 10 3aKOHOIABCTBA;

3) 3aiiicHIOE TpUHMaHHS TOKYMEHTIB TUMYacoBoro 30epiranss (10 10 pokiB), y TOMy 4HCIi
pericTpiB OyXranTepchbkoro o0iiky, (hiHaHCOBOT 3BITHOCTI Ta iHIIMX JOKYMEHTIB, MIOB’SI3aHUX 3
00YHCIIEHHSM 1 CIUIATOIO TMOAATKIB, 300piB, CTPOKM 30€piraHHs SKMX Ha MOMEHT JIKBiJaIii HE
3aKIHYUIINCS,

4) Benme oOMIK OpUAWYHHX 0cCi0, 10 mepedyBarOTh Ha cTaiii JikBimamii (OaHKpYTCTBA)
HPOTATOM JIIKBiJalliiHOT MPOLIEAYPH, 3 METOIO KOHTPOJTIO 32 HAYKOBO-TEXHIYHUM OTIPALIOBAHHSIM,
3a0e3medeHHsIM 30epeKeHOCTI apXiBHUX JOKYMEHTIB JI0 iepeadi ix Ha 30epiranss 10 TpyaoBoro
apxiBy;

5) 3IiCHIOE MOHITOPHHT 30€peXEeHHS Ta HAYKOBO-TEXHIYHOTO OMPAIFOBAHHS JOKYMEHTIB 3
KaJpOBUX MMUTaHb (0COOOBOT0 CKJIA/y) Ha MIANPUEMCTBAX, B YCTAHOBAX, OPTaHi3allisiX HEe3aJIeKHO
BiJl OpMHU BIACHOCTI;

6) 3abe3neuye 30epiraHas apXiBHUX JOKYMEHTIB JIKBIZJOBAaHUX IOPUANYHHX 0CI0, Pi3UIHUX
0ci0 - MiANPHUEMIIIB, SKi 3IHCHIOBATIN CBOIO JisUIBHICTH (OynM 3apeecTpoBaHi) Ha BIAMOBITHIN
TEpUTOPii, BIAMOBIIHO IO YMOB Ta CTPOKIB 30epiranHs, BU3HaYeHUX MiHICTEpCTBOM FOCTHIIII,

7) 3piiicHIOE Ha MiACTaBl JOTOBOPY 3 IOPUAMYHOI 0C00010, (i3MYHOI 0CO00I0 -
MIiIPUEMIIEM HAYKOBO-TEXHIYHE OIPAIFOBaHHS JOKYMEHTIB, IO ITUISTAIOTh IMOJAIBIIOMY
30epiranHio B TpyJ0BOMY apXiBi;

8) NpOBOIUTH EKCHEepPTH3Yy ILIHHOCTI apXiIBHUX JOKYMEHTIB, CTPOKH 30€piraHHs SKHX
3aKiHYMIIKCS, 10 30epiratoThesi B TpyaoBoMy apXiBi, MOJA€ HA PO3IJIS €KCHEPTHOI KOMicCii
apxiBHOro Biaaity TepHOMIBChKOI paiioHHOT IepKaBHOI aIMIHICTpALlil aKTH PO BUITYUYEHHS JUIs
3HUIICHHS JOKYMEHTIB, HE BHECEHUX /10 HarionansHOTO apXxiBHOTO (POHIY;

9) Bene 00JIIK TOKYMEHTIB, 110 30epiraiotbesi B TpyaoBoMy apxiBi, y TOMY YHCII HUIIXOM
CTBOpEHHS Ta MiITPUMaHHS 00J1KOBUX 0a3 JTaHUX;

10) cTBOpIOE 1 BIOCKOHAJIIOE JOB1IKOBUI anapar A0 apXiBHUX JIOKYMEHTIB;

11) 3niiicHIOE BNPOBA/PKEHHS Ta BUKOPHUCTaHHS aBTOMATH30BAHUX apXiBHUX TEXHOJIOTIH,
CTBOPEHHSI, BIIOCKOHAJIEHHS Ta MOTMIOBHEHHS 0a3 IaHUX, JIOBIIKOBOTO arapary 10 JJOKyMEHTIB, 10
30epiratoTbest y TpyaoBoMy apXiBi;

12) opraHi3oBye KOpHCTYBaHHS JIOKyMEHTaMH Yy CIyKOOBHX, COIalbHO-TIPABOBUX,
HAayKOBUX Ta THIIHNX IIJIAX;

13) iHpopMye TpomalsiH, OpraHd Jep>KaBHOi BJIAAM Ta MICIIEBOIO CaMOBPsIyBaHHS,
HIPUEMCTBA, YCTAHOBH Ta OpraHi3allii npo ckiaj 1 3MicT J0KyMeHTIB TpynoBoro apxisy;

14) mpoBOAUTH POOOTH 11010 BCTAHOBJICHHSI MiCII€3HAXO/KEHHS JOKYMEHTIB JIIKBITOBAHUX
IOPUJIMYHUX 0ci0, 1m0 He Haaiimm 1o TpyaoBoro apxiBy, iH(GOpMYye IMpo Iie 3aiHTEpecoBaHi
HiJIPUEMCTBA, YCTAHOBU, OpraHi3allii Ta rpOMa/IsiH;

15) Bunae apxiBHi TOBiIKH, KOMIii JOKYMEHTIB Ha 3alUTH (i3UYHUX 1 FOPUIAUYHUX OCi0;

16) 3abe3mneuye 30epekeHHs KOH(D1IEHIIIHHOCTI MePCOHATBHUX JTaHUX, 110 0OPOOIIIOTHCS B
roro iHpopMaIiiHUX CUCTEMAX;

17) BuBYae, y3arajqbHIOE 1 MOIIUPIOE JOCBI POOOTH apXiBHUX YCTAHOB.



7. 17151 BUKOHAHHS MOKJIaeHnX Ha TpyaoBHii apXiB 3aBAaHb HOMY HAJA€THCS MTPABO:

1) omepskyBaTH Bij JIKBIAATOPIB BIIOMOCTI IMPO KUTBKICTh, CKJIAJ] 1 CTaH HAYKOBO-TEXHIYHOTO
OTpAaIIOBaHHA JOKYMEHTIB JIJIsl BUSHAYEHHS BapTOCTI MOCIHYT, 10 3AiiicHioe TpynoBuii apxis,
BIJIMOBIIHO 70 IiH 1 Tapu(]iB, 3aTBEP/HDKEHUX B YCTAHOBJIICHOMY MOPSJIKY, Ta IHII HEOOXiIHI
BiJTOMOCTI JiJIst pOOOTH;

2) HaJlaBaTH METOAUYHY JOTOMOTY JIKBIAAIlIHHUM KOMicisiM (JIIKBiZaTopam) 3 MUTaHb, 1110
BXO/JISITh 10 KOMIETeHIlii TpyJ0BOro apxiBy;

3) ykiagatk JOTOBOPH, YTrOAH 3 IOPUAMYHUMHU ocobamMu Ta (i3uyHMMH ocobamu -
HIANPUEMIIIMY, IO HE CylepeyaTh YAHHOMY 3aKOHOIABCTBY, a TAKOX 1IboMy [1010KeHHI0;

4) po3po0sTH Ta 3aCTOCOBYBATH JIOTOBIpHI LIHU HA POOOTH 1 MOCTYTH, BU3HAYCH] YHHHUM
3aKOHO/IaBCTBOM;

5) mpuiiMaTy Ha JIeNOHOBaHe 30epiraHHs JOKYMEHTH BiJ JII0YMX IOPUAUYHUX OCi0;

6) OpaTH y4acThb y 3acilaHHSIX EKCIEPTHUX KOMICIH y pa3i po3riisiay Ha HUX JOKYMEHTIB,
noganux TpyaoBuM apxiBom;

7) Opatu ydvacTh Yy Hapajgax, SKi MNPOBOASATH pailoHHA Jep)kaBHA aIMiHICTpallis,
BenmnkoOepezoBullpbka CelMIHA paja, JKBiAaIiiiHa KOMIcCis (JIIKBIiZaTop), NEp)KaBHHUM apxXiB
TepHOMIBCHKOT 00acTi, apXiBHUH Bl TepHONMIIBCHKOT pallOHHOT Jep)KaBHOI aMiHicTpallii,
B pa3i po3MIIsily HAa HUX MATaHb POOOTH 3 IOKYMEHTAMU;

8) onepskyBaT ab0 MpUilMaT B KOPUCTYBAaHHS Ha JOTOBIPHUX 3acajiaX MaTepialibHi IIIHHOCTI
il pecypcu, a TaKOK CIMCYBATH iX 3 OaJlaHCY (32 BUHATKOM apXiBHUX (DOHIIB).

8. TpyaoBuii apxiB IpaLlO€ BIAMOBIIHO 10 PIYHOIO IJIAHY, KU MOrOKY€ETHCS 3 ApXIBHUM
BijiisioM TepHONIbCbKOT pailoHHOT Aep)kaBHOI aAMiHICTpaLlii, Ta 3aTBEP/PKYETbCSA KEPIBHUKOM
TpynoBoro apxiBy. I[IpuMipHUK pIYHOTO IUIaHy Ta 3BITYy NPO HOr0 BUKOHAHHSA HAJA€ThCS
apxiBHOMY BiJiiiry TepHONUILCHKOI PallOHHOI JIepKaBHOI aJMiHICTpaIllii.

9.V TpynoBomy apxiBi 30epiraroTbcsi:

1) 1OKyMEHTH TPUBAJIOTO CTPOKY 30epiraHHs 3 KaApOBUX MUTaHb (3 0COOOBOIO CKJIaay) Ta
TUMYACOBOTO 30epiraHHs JiKBIJOBaHUX IOPUIUYHUX OCI0 He3anekHO BiA (OpMH BIACHOCTI,
HIAIOPSAAKYBaHHS Ta PI3UYHUX OCI0 - MIANPUEMIIIB, SIKI IPUIUHWIN CBOIO TISTIBHICTD, 110 A1SUIN
(Oysm 3apeecTpoBaHi) Ha Iii TepUTOPIT;

2) BuOopya TOKyMEHTalllsl TAMYACOBOTO CTPOKY 30epiraHHs, 110 HaJliILUIa Ha 30epiraHHs
BIZITOBIHO /10 3aKOHOIABCTBA;

3) IOKyMEHTH 3 KaJpOBUX MHUTaHb (3 0COOOBOTO CKJa/ly) THMYACOBOI'O CTPOKY 30epiraHHs,
nepeIadi Ha JICTIOHOBaHe 30epiraHHs Ha JOTOBIPHUX 3acajaxX MII0YMMHU IOPUIUIHUMHU 0co0aMu
HE3JIEXKHO B1Jl (OPMHU BIIACHOCTI, MIANOPAIKYBaHHS, 1110 PO3TAILIOBaH1 HA BIAMOBIAHINA TEPUTOPIi,
AKILO 1HIIE He nepeadayeH0 YNHHUM 3aKOHO/IaBCTBOM;

4) NOBIIKOBHIA amapaT, 1110 PO3KPHUBAE CKIA[ 1 3MICT JOKYMEHTIB.

10. TpynoBuii apxiB O4OJIO€ AUPEKTOp (3aBiAyBad), KU MPU3HAYAETHCS HA MOCAAY Ta
3BUTBHSETHCS 3 TIOCAU PIICHHSIM BennkoOepe30BUIIbKOT CETUIITHOT pajIu.

11. dupexrop (3aBixyBau) TpymoBoro apxiBy:

1) opranizoBye AisIbHICTH TpyAOBOro apxiBy, MEPCOHATBHO BIJMNOBIJA€ 32 BUKOHAHHS
NOKJIaICHUX Ha apXiB 3aBJIaHb;

2) KOHTPOJIIOE BUKOHAHHS CIIYKO00BUX 000B’S3KIB MpaLiBHUKaMU TPya0BOro apxiBy;
y Y Ys



3) BuUpilIye BIAMOBIIHO 1O 3aKOHOJABCTBA IUTAHHS IIOAO JOCTYIy KOPUCTYBadyiB J0
JOKYMEHTIB, 10 3HaXO/AThCS Ha 30epiranHi;

4) opraHi3oBy€ BEIEHHS MPHIAOMY TpPOMAJSH, PO3TJISL] 3BEPHEHb, IO HAJEKATh IO
koMmrieTeHii TpyaoBoro apxisy;

5) npencrasisie TpyaoBuii apxiB 3 yCiX MUTaHb, MOB'I3aHUX 3 HOTO MISITBHICTIO.

12. Cuyx00Bi 000B'si3kM mpaniBHUKIB TpyZoBOro apxiBy BH3HAYAIOTHCS MOCAJIOBUMH
IHCTPYKIIISIMH, IO 3aTBEPKYIOTHCSI KEPIBHUKOM Tpya0BOTO apXiBy.

13. Lratamii posmuc TpymoBoro apxiBy 3aTBepaxye roiioBa BenmkoOepe3oBUIIBKOT
CENMIHOI paay 3 ypaxyBaHHSM BHMKOHAHHS BCIX IOKJIAaJCHWX Ha HBOTO 3aBIaHb, KiJIBKOCTI
JOKYMEHTIB, II0 3HAXOJAThCS Ha 30epiraHHi 1 MiANsATraTh 30€piraHHi0 B apXiBi, 00CSTiB
JIOBIJTKOBOi POOOTH.

14. TpynoBuii apxiB CTBOPIOETbCA SIK IOpUIUYHA 0co0a MyOIiyHOrO IpaBa, MA€ BIIACHY
neyaTky 31 CBOIM HaliMEHYBaHHSM, IITaMIU 1 ONAHKH, paxyHKH B opranax JlepkaBHOT
Ka3HaueHChKOI CIIyKOu.

["onoBa Bennko6epe30BUITBKOT Awupiit TAJIAVIKO

CEJIMIITHOI paaun



