BEJIMKOBEPE3OBHUIIbKA CEJIMIIIHA PAJIA
BUKOHABUYUI KOMITET

PIINEHHA

Binm 03 xoBTHs 2025 poky Ne 419

Ilpo 3ameeporcenns Incmpykuii 3
oinoeoocmea vy BenuxkooepezosuuvKiii

ceuniHiu paoi

3 MeTor0 3a0e3MeUeHHs €IMHOTO MPSAKY OpraHi3ailii Ta BeJeHHsI poOOTH 3
JTOKyMeHTamMu y BennkoOepe30BUIIbKIN CENUIHIN pajl, BIAMNOBIAHO A0 CT.42
3akony Ykpainu «IIpo miciieBe camoBpsiIyBaHHS B Y KpaiHi», nocTaHoBU KaOiHeTy
MinictpiB Ykpainu Big 17 ciuns 2018 poky

Ne55 Jleski mnuTaHHS JAOKYMEHTYBAaHHSI  YIPAaBIIHCBKOI  JISJTBHOCTI»,
BUKOHABYMI KOMITET CEJIMIITHOI paau

BUPILINB:

1.Pimennst BUkoHaBuoro komitery Bim 15 TpaBus 2025 poky 3a Nel89 «IIpo
3aTBepKEHHs [HCTpyKIi 3 11710BoIcTBA Y BennkoOepe30BUIIbKINM CENUILIHINA paji »
BBa)KaTH TaKUM, 1110 BTPATUJIO YUHHICTb.

2.3aTBepauTH [HCTpyKIIitO 3 A1710BOJACTBA Y BennkoOepe30BUIbKii CEeNUILHIA paii»
B HOBIH peaKiiii.

3.IIpauiBHukam BennkoOepe30BHUIIBKOT CENMIIHOT paaud 3a0€3MeUUTH HEYXUJIbHE
JTOTpUMaHHS [HCTPyKIIii, 3aTBEPIXKEHOT LIUM PIIIICHHSIM.

4.BiMoBifaNbpHICTh 32 BUKOHAHHS JAHOTO PIIICHHS TOKJIACTH HAa KEPIBHMKIB
CTPYKTYPHUX MiJIpo3A1IIB BenukoOepe30BUIIbKOI CETUIIHOI PajH.

5. Koopauaariito poOOTH 11010 BUKOHAHHS JTAHOTO PIIICHHS IMOKJIACTH Ha BT
3arajbHOI Ta OpraHi3aIliiHoi poOoTH.

CesMuHuii rosioBa Angpiii TAJJAMKO



3ATBEPI’)KEHO
PimieHHss BUKOHABUOTO KOMITETY
03.10.2025 p. Ne 419

IHCTPYKUIA
3 AsIoBOoACTBA Y BesimkoOepe30BULBLKIM cesMIHIN paxi

1. 3arajapHi MoJI0KEeHHSA

1. s Incrpykmis BiamoBigHO n0 3akoHy Ykpainu ,IIpo enexkTpoHHi
JIOKYMEHTH Ta EJIEKTPOHHUU JOKYMEHTOOOII” Ta IHIIMX akTiB 3aKOHO/AaBCTBA
BU3Hauae y BenukoOepe30BULIbKIA CEeMUIIHIA paal (maiai — cenuinHa paja) Ta ii
CTPYKTYPHHX MIJIpO3a1JIax 06€3 CTaTyCy IpUINYHUX OCI0 Ta 31 CTaTyCOM IOPUIUYHUX
oci0 my06J11YHOTO TIpaBa (J1aji - yCTaHOBH):

MOPSJIOK MPOXOJKEHHS €IEKTPOHHOTO JOKYMEHTAa 3 MOMEHTY HOro CTBOPEHHS
a00 ojiep>KaHHs 1 10 MOMEHTY BIJIIPaBJICHHS a00 repeaBaHHs /10 apXiBy CEJIMIIHOT
paau (yCTaHOBH);

3arainpHl 3acaiu (YHKIIIOHYBaHHS Ta BUKOPUCTAHHSA CHCTEMH €JIEKTPOHHOI
B3a€MO/Iii OpraHiB BUKOHABYOi BIaau (Jajli — CHUCTEMa B3a€EMOJii) Ta CHUCTEMU
enexkTpoHHOTo JoKyMeHTo00iry ACKO/ (nam - CEJ] cenuminoi paan);

onmepaTuBHUM  1HPOpMALIMHUK OOMIH 3  BUKOPUCTaHHSIM  CIY>KOOBOI
€JIEKTPOHHOI IOLITH.

s [HCTpyKIIisl BCTAHOBIIIOE:

BUMOTH 100 JOKYMEHTYBaHHS YHPABIIHCHKOI 1H(pOpMalii Ta opraHizaiii
poOOTH 3 JOKyMEHTaMH, CTBOPEHMMHU B €JIEKTPOHHIA Ta ManepoBiid ¢opmax,
BKJIFOYAIOYH X MIJTOTOBKY, PEECTPAIlit0, OOJIIK 1 KOHTPOJIb 32 BUKOHAHHSIM;

3arajbHl1 MpaBUIia 3/1IMCHEHHS] MOHITOPUHTY CTaHy BUKOHAHHS YIPABIIHCHKUX
pilIEeHb.

2. OcoOnuBoCTi opranizamii JUIOBOACTBA 3 JIOKYMEHTaMH, IO MICTSTh
iH(DopMarIiito 3 0OMEKEHUM JOCTYIOM, IIJIOBOJCTBA 3a 3BEPHEHHSIMHU TPOMAJISH,
3amuTaMu Ha MyOmiuHy 1H(GOpPMAII0 BH3HAYAIOTHCS OKPEMUMHU HOPMATHUBHO-
MIPaBOBUMU aKTaMHU, TIPU IIbOMY BUMOTH I1i€1 [HCTPyKIIii MOMUPIOIOTHCS Ha 3a3HaYCH1
BU/IM JIJIOBOJICTBA B YACTHHI 3arajJbHUX MPUHIIUAITB POOOTH 3 TOKYMEHTAMHU Ta B Tii
YaCTHHI, sIKa MPSMO HE BU3HAYCHA OKPEMUMH HOPMATHBHO-TIPABOBUMH aKTaMH.

st [HCTpYKIIis MOMIUPIOETHCS HA BC1 JJOKYMEHTH B €JIEKTPOHHIN Ta MmanepoBiit
¢dbopMi, 10 CTBOPIOIOTKCS, BIAMPABISIOTHCS a00 OAEPKYIOTHCS CEIHUIIHOI0 Paor0
(ycraHoBaMH).

Bumoru uiei [HCTpykmii 10 poOOTH 3 NEPBHHHO-00IIKOBOIO, OaHKIBCHKOIO,
(G1HaHCOBOIO,  3BITHO-CTATUCTUYHOIO,  HAYKOBO-TEXHIYHOIO  JIOKYMEHTAIII€l0



IOIINPIOIOTHCA JIUIIC B YaCTHHI 3arajabHUX HpI/IHHI/IHiB pO6OTH 3 JOKYMCHTAaMM.

3. OcHoBHa QopMa MpoBaHKEHHS JI1JIOBOJICTBA B CENUIIHIN paji (ycTaHOBaX)
€ eJICKTPOHHA.

JIokyMeHTyBaHHsI yHpaBIiHCBbKOT 1HGOpMAIl 3M1MCHIOETBCS B €JICKTPOHHIN
dbopmi 13 3acTOCYBaHHAM KBaTi(hiKOBAHOTO €JIEKTPOHHOIO MIANUCY, KBaIi(hiKOBAHOT
CJIEKTPOHHOT TMeYaTKh Ta KBaJl(PiKOBaHOT €JEKTPOHHOI IO3HAYKH Yacy, KpiM
BUIMAKIB HASIBHOCTI OOTPYHTOBAHUX MIJCTaB ISl JOKYMEHTYBAHHS YNPaBIIHCHKOI
iHpopMarlii y naneposiii popmi, SKUMH BU3HAIOTHCS:

JOKYMEHTH, 110 MICTATh 1H(OpMAaIIito 3 00MEKEHUM JOCTYIIOM, BUMOTA 1100
3aXUCTY SKOi BCTAHOBJIEHA 3aKOHOM,;

€JIEKTPOHHI JJOKYMEHTH, 1110 HE MOXKYTh OyTH 3aCTOCOBAHI1 SIK OPUT1HAI 3T1HO
3 BUMOTaMH 3aKOHY;

JOKYMEHTH, BUMOTa L0JI0 OTPAIIOBaHHS IKUX Y ManepoBii (popMi BCTAaHOBJIEHA
aktamu Kabinety MiHicTpiB Ykpainu.

4. Tlepenik AOKYMEHTIB, TPOXOKEHHS B CEIUIIHINA paal (YyCTaHOBAX) SIKUX
MPOJOBXKY€EThCS Y MarnepoBiid (opmi, 3aTBEPKYETbCA PO3MOPSIKEHHIM TOJOBH
CEJIMILHOI pajii Ha MIJCTaBl BU3HaYEHUX 3aKOHOM abo aktoM Kabinety MiHicTpiB
Vkpainu mijcTaB, $Ki BHU3HAIOTBCS OOIPYHTOBAaHMMHU JUIsl CTBOPEHHA Ta/ado
OIpalOBaHHs JOKYMEHTIB y ManepoBii hopmi.

5. He momyckaeTbcs 0JJHOYACHE MPOXOKEHHS OHOTO 1 TOTO K JIOKYMEHTA B
CJICKTPOHHIN Ta manepoBiil popmi.

6. Jlo enekTpoHHMX  JOKYMEHTIB, MANUCAHMX  (TMOTOJDKEHUX) 13
3aCTOCYBaHHSAM KBaTi(hiIKOBAHOTO E€JIEKTPOHHOIO TMIANMUCY abo 3acBIIYEHHX
KBaTI(pIKOBAHOIO EJICKTPOHHOIO TE€YaTKOI, BUMAaratv BIATBOPEHHS Bi3yaJbHOTO
miamucy abo BiAOMTKAa T€YaTKH HE3aJeKHO BiJ 0COONMHMBOCTEH OQOpMIICHHS
JIOKYMEHTIB HE JOMYCKAEThCS.

7. Y miit [HCTpyKINiT TEpMIHU BXXUBAIOTHCS Y TAKOMY 3HaYEHHI:

1) enexTpoHHUHN ayAi0BI3yaIbHUN JOKYMEHT - €IeKTPOHHUM TOKYMEHT, 3MICT
SKOTO TIPEJCTABIICHO y BUIJISAL BIIEOPsAY, 300pakeHHs 1/a00 3amucy 3BYKY, JIs
¢ikcyBaHHS 1/a00 BIATBOPEHHS SIKUX 3aCTOCOBYIOTH BIJIMIOBIIHY anaparypy, Ha KU
HaKJIaJIeHO KBaJi(DIKOBAaHUM €JIEKTPOHHUM MIJIIHUC;

2) OmaHK eJEeKTPOHHOTrO JoKyMeHTa (OmaHk) - yHiikoBaHa Qopma
€JIEKTPOHHOTO JOKYMEHTA CEeNMUITHOI paau (yCTaHOB) 3 BIATIOBIIHUMH PEKBI3UTAMHU
Ta MOJISIMH MTOCTIHHO1 1 3MiHHOT 1H(pOpMaIIii;

3) Bi3yam3alis - OpoIec BIATBOPEHHS NaHUX y (HOopMmi, 0 € CIPUHHITHOIO
JFOIMHOIO;

4) BUTAT - 3aCBIJYEHA KOSl YACTUHHU TEKCTY €JIEKTPOHHOTO JOKYMEHTA, AKUH
MICTUTD TIEBHUM 00csT iHGOopMaIrii abo 3amucy peecTpy;

5) Bi3yBaHHA MPOEKTY E€IEKTPOHHOTO JOKYMEHTa (Bi3yBaHHs) - HaKJIaJaHHS
M0CaJ0BOI0  0CO00I0  KBaNi()IKOBAHOTO E€JIEKTPOHHOTO MIAMKHCY HAa TMPOEKT
€JIEKTPOHHOTO JOKYMEHTa JJisi 3acBiMYEHHS (aKTy TOTOKEHHS W€ 0CO00I0
3aB130BaHOTO IMPOEKTY JTOKYMEHTa; eNEeKTPOHHHI JOKYMEHTOOOIr CEIHIIHOI paau



(yctaHoB) — 00ir ,,(MpOX0IKeHHS ) CITy)KOOBHUX €JIEKTPOHHUX JOKYMEHTIB 3 MOMEHTY
iX CTBOpPEeHHS a00 OJIep>KaHHS 10 3aBEPIICHHS BUKOHAHHSA, BIAMPABICHHS, 3HUILCHHS
a0o0 TepeTaBaHHs 10 apXiBy;

6) eJIEeKTpPOHHA KOMisl EeJNEeKTPOHHOTO JOKyMEHTa - Bi3yajbHE MOJaHHS
CJICKTPOHHOTO JIOKYMEHTa B €JICKTPOHHIN (popmi 6e3 kBasli(PikoBaHUX €IEKTPOHHUX
MIJMACIB, SKUMHU Horo Oyso 3aBi30BaHO Ta/abo0 TMIANMHUCAHO, BIAMOBIAHICTH Ta
MPaBOBUH CTATyC AKOi 3aCBITUYEHO KBaJ1(hIKOBAHOIO €JIEKTPOHHOIO M€YATKOIO;

7) eNeKTpOHHa KOMis OpHUTiHAly MamepoBOoro AoKymMeHTa ((oTokomis) -
Bi3yaJbHE TMOJAHHS MAaNepoBOTO JOKYMEHTa B €JIEKTPOHHIA Qopmi, OTpuMaHe
IUIXOM CKaHyBaHHA ((oTorpadyBaHHs) MarmepoBOro JIOKYMEHTA, BiIMOBIAHICTD
OpUTIHATy Ta MPAaBOBUW CTATyC SKOTO 3aCBIIYEHO KBaTi(PIKOBAHOKO €JIEKTPOHHOIO
MIEYaTKOIO YCTaHOBH;

8) eNeKTPOHHUI BHYTPIUIHINA OMUC JOKYMEHTIB CIIPABHU - OKPEMUI 00JI1KOBHIA
€JIEKTPOHHUN JOKYMEHT, 10 MICTUTh MEPENIK 3aroJIOBKIB 0 TEKCTIB €JIEKTPOHHUX
JOKYMEHTIB CHOpaBH 13 3a3HAUYEHHSAM IOPSAIKOBUX HOMEpIB JOKYMEHTIB, iX
peecTpaliiHuX 1HAEKCIB, J1aT, KUIBKOCTI CTOPIHOK Ta HalMeHyBaHHs (haiisiiB
BI/IMOBITHUX €JICKTPOHHUX JTOKYMEHTIB;

9) CJICKTPOHHUN JKypHaJl - OKPEMHUH pEECTp CHCTEMHU EJIEKTPOHHOTO
JIOKyMEHTOOOITY CEeNUITHOI paju (YCTaHOB), IO MICTUTh 3aIlICH TIPO 3apEECTPOBaH]
JIOKYMEHTH, 00’ €JHaH1 3a EBHOIO 03HAKOIO a00 IPYyNOI0 03HAK;

10) enexkTpoHHA PE3ONIOIA - PEKBI3UT, SKUM CTBOPEHUH Yy CHCTEMI
€JIEKTPOHHOTO JIOKYMEHTOOOII'y yCTaHOBM Ta AKUM BHocUThcs 10 PMK
€JIEKTPOHHOTO JIOKYMEHTA 1 HEpO3PUBHO IMOB’A3aHuM 13 He10. EnekTpoHHa pe3ostolis
MICTUTh CTUCIMH 3MICT JOpPY4YEHHs (BKa3iBKM) MOCAT0BOI 0OCOOM IIOAO HOTO
BUKOHAHHS Ta TMOB’A3aHUM 3 HEI KBalII(IKOBAaHUN EIEKTPOHHUM MIANUC L€l
nocaoBoi ocobu. EnexTpoHHa pe3omrornis € €IHHOI0 JOMYyCTHUMOI0 €JIEKTPOHHOIO
dbopmoro peanizailii JOpydeHb, BUJIAHUX B €JIEKTPOHHIN (opmi, Bizyamizaiisi sSKoOi
BU3HAYAETHCS IHCTPYKIIIEIO 3 J1JIOBOJICTBA YCTAHOBH;

11) enexTpoHHA cIipaBa - CyKyIHICTh (aililiB eeKTPOHHUX JOKYMEHTIB, IO
BXOJISITh /10 HE1, €JIEKTPOHHOT'O BHYTPIIIHHOIO OMKCY Ta 3aCB1IYYBAIILHOTO HAIUCY
CIIPaBH;

12) eneKTpOHHUI JOBIIHHK - €IEKTPOHHO-OBIAKOBUHN MEPENTIK MPUKIIATHOTO
XapakTepy, B AKOMY 310paHO TUIIOBI HAOOPU JAHUX;

13) enexTpoHHE TOBIOMJIEHHS - aBTOMATHYHO a0o0 Yy pa3i HeoOXiTHOCTI
aBTOMATU30BaHO CTBOPEHA Ta NEpelaHa B €JIEKTPOHHIN ¢opMi iHPopMalis Mpo
JIOCTaBKYy/ OTpUMaHHS/ BIJIMOBY B PEECTpaIlii/ peecTparlito eIeKTPOHHOIO TOKYMEHTa
aZpecaToM Ta 1HIIIE;

14) iHguKaTOpHW CTaHy BMKOHAHHS JOKYMEHTIB - BU3HA4Y€HI KpUTEpli eTamiB
MIPOXOJPKEHHS TOKYMEHTIB B aJIMiHICcTpallii (yCTaHOBaX) 3 METOIO iX MOHITOPUHTY;

15) KOHTpONb - KOMIUIEKC 3aXOMIB, IIO 3AIHCHIOIOTBCA ISl TEPEBIPKU Ta
OLIIHKM BUKOHAHHSA MMOCTABIIEHUX 3aBAaHb (YIIPaBIIHCHKUX PIIICHBD);

16) cucreMa MOHITOPUHTY - KOMILIEKCHA aBTOMAaTH30BaHA CHCTEMa
oesnepepBHOro 300py, 00poOKH, cucTeMaru3allii Ta aHami3zy iHdopmallli npo cTaH
BUKOHAHHS YIPaBJIIHCBKUX pillleHb (EJIEKTPOHHUX JOKYMEHTIB) B aAMiHICTparlii



(ycraHoBax);

17)  ommc cnpaB B elIEKTPOHHINA (OpMI - AOBIAHUK B €JICKTPOHHIN dopmi,
NpU3HAYCHUN 711 OOJIKY Ta PO3KPUTTS 3MICTYy OJMHUIIL 30epiraHHs, OJWHUIIL
00JI1Ky, 3aKpIIJICHHS 1X CUCTeMaTH3allli B MeXax apXiBHOTO (HOHY;

18) mamepoBa KOs OpUTiHATY EJIEKTPOHHOTO JOKYMEHTa - Bi3yalbHE
MOJIaHHS €JIEKTPOHHOIO IOKyMEHTa y manepoBiit popmi, sike 3acBilUeHE B MOPSIKY,
BCTAHOBJICHOMY [HCTPYKITi€IO0 3 TIJIOBOJICTBA;

19)  mignucaHHS TPOEKTY €JIEKTPOHHOrO JOKyMeHTa (IiAMHCAaHHA) -
HAKJIaJIaHHA YTOBHOBAaXEHOIO 0C00010 (YIMOBHOBOKEHUMH 0CO0AMM), 3a3HAYEHOIO
(3a3HaYeHMMHM) y PEKBI3WTaX MIAMUCyBaya TaKOTO JOKYMEHTa, KBali(hiKOBaHOTO
€JIEKTPOHHOTO MIANUCY (MIANKUCIB) HA MPOEKT E€JIEKTPOHHOrO JIOKYMEHTa MJIs
3aCB1TYEHHS (PaKTy HOTo 3aTBEPIKECHHS;

20) moromkyBad - 1MocajioBa oco0a, Mo 31HCHIOE Bi3yBaHHS (IIOTOKCHHS)
IPOEKTY TOKYMEHTA;

21) mnpaBoBHii cTaTyC - HAOpaHHS €1EKTPOHHUMH JaHUMU IOPUANYHOI CHIIN;

22) NPUMIPHUK €JIEKTPOHHOTO TOKYMEHTA - (ailil, SK1il MICTUTh HAOIp TAHHX,
TOTOXXKHHUI OpUTIHATY €IEKTPOHHOTO JTOKYMEHTA;

23) NOpPOEKT eNEKTPOHHOIO JOKYMEHTA - TOKYMEHT B €JIEKTPOHHIN (opmi 10
HAKJIaJIEHHsI KBaJII()IKOBAHOTO €JIEKTPOHHOTO MIANKHCY YMOBHOBAXKEHOK OCOO0I0
(YIIOBHOBaXXEHMMH  0cO0aMH), 3a3HAYCHOI0 (3a3HAYCHUMH) Yy  PEKBI3UTaX
MMUCyBaya TAKOTO JIOKYMEHTA;

24) pepnakuiifHa mpaBKka - OyJb-sIK€ pelaryBaHHS IMPOEKTY EJIEKTPOHHOTO
JIOKYMEHTa, BAKOHYBaHE aBTOPOM, MTOTOKyBadeM a0o MiIUCyBayeM;

25)  peectpaTop - MpaIiBHUK BIIJIUTY 3arajbHOi Ta OpraHi3aiiiHoi poOboTu
ceNMIHOl paau (ycTaHoBH) abo ocoba, Ha sKy TOKJIaJAeHO (PYyHKIT peecTparii
JIOKYMEHTIB, YITIOBHOBAXXEH1 Ha 31MCHEHHS peecTpallii BX1IHUX Ta/a00 BHYTPIIIHIX,
Ta/a00 BUX1IHUX JOKYMEHTIB B CEJIUIIHIN pajl (YCTaHOBI);

26) peectpauiiiHO-MOHITOpMHIoBa Kaptka (nmami - PMK) - kaptka B
€JIEKTPOHHIA (QopMi, IO MICTUTh BHYEpPNHY I1H(QOpPMALiI0 MpPO CTBOPEHHS,
OJIep>KaHHs, MPOXOKEHHS, BAKOHAHHS, BIIIIPaBIICHHS, 30epiraHHs Ta 3HUIICHHS B
CeNUIIHIN paAdl (YCTaHOBaX) TOKYMEHTa HE3aJIe)KHO BiJl POpMH HOTO CTBOPEHHS;

27)  PpEeKBI3UT EJIEKTPOHHOTO JOKyMeHTa - iHdopmallis, 3adikcoBaHa B
enekTpoHHomMy nokymeHTi Ta PMK st #ioro imentudikaiii, opranizaiii o0iry ta
HaJ[aHHS HOMY IOPUIUYIHOL CHIIH;

28) cucTeMa EJEKTPOHHOTO JOKYMEHTOOOIry CenuiHol paau (yCTaHOB) -
CYKYMHICTh TPOTPaMHO-TEXHIYHUX 3ac00iB, MPU3HAYCHUX JUIsI aBTOMAaTH3aIlil
oprasizaiiii po60TH 3 €IeKTPOHHUMHU JOKYMEHTAMHU y NUTOBOJACTBI CEIHUIIHOI pajau
(yctaHoB);

29) cmyx0a IITOBOACTBA - CTPYKTYPHHUM MIIPO3/iI anapaTy CeIUIIHO1 paau
a00 CTPYKTYpHHUM MIAPO3ALT YK BIAMOBIAIbHA 0co0a yCTaHOB, IO 3abe3reuye
peecTpalio, OOJIK, OpraHizamilo JOKYMEHTOOOIry CiayXOOBHX JIOKYMEHTIB,
30epiranHsl JOKyMeHTaliiHoro ¢oHay abo HOro 4acTUHM JI0 TepelaBaHHS Ha
30epiraHHs 10 apXiBy (apxiBiB yCTaHOB);

30) cmyx0a KOHTPOJIIO - CTPYKTYPHUUN T1PO3ALT araparTy CEMIIHOT paau abo



CTPYKTYpHMH MIiAPO3ALT YW BIJANOBiIAJIbHA 0c00a YCTaHOB, IO 3/1HCHIOIOTH

MOHITOPUHI CTaHy BHUKOHAHHS yNPABIIHCHKUX pIillIeHb Ta KOHTPOJb 3a
BIJIMOBITHICTIO X BUKOHAHHS TIOCTABJICHOMY 3aBJIaHHIO;

31) cayxOoBHIl e€JIEeKTPOHHUM JOKYMEHT - O(DIIiiiHO 3apeecTpoBaHUM
CIIy>k0010 JIIJIOBOJICTBA CEIMINHOI paau (ycTaHOB) a00 BIAMOBIIHUM YHHOM
3aCBIUEHUI €JIEKTPOHHUN JTOKYMEHT, IO OJEPKaHUM YU CTBOPEHUN CEJIMIIHOIO
pamor (ycTaHOBaMH) y MPOIECi iX MISUTBHOCTI Ta CKIATAEThCS 3 0OOB’SI3KOBHX
PEKBI3UTIB;

32) ciuyx0oBa €JIeKTPOHHA IONITA - SJICKTPOHHA MOIITA (ITOIITOBA CKPUHBKA)
IPaliBHUKIB CETUIIHOI paau (yCTaHOB), chOpMOBaHa 3 BUKOPUCTAHHSIM JOMEHHOTO
IMEHI y JOMEHI gov.ua JJjisi OOMIHY YHpaBIIIHCHKOIO 1H(OpMali€ro, sKa HE Mae
FOPUIAYHOI CHJIN;

33) crpok 30epiraHHs eJIeKTPOHHOTO TOKYMEHTA - IepioJ1 4acy 000B’ I3KOBOTO
30epiraHHs CiIy»KOOBOTO €JIEKTPOHHOTO JIOKYMEHTAa, BU3HAYCHHM HOMEHKJIATYPOIO
CIIPaB CENUIITHOI pajii Ta HOMEHKJIATYpaMH CIIPaB yCTAHOB Ha IM1/ICTaBl HOPMaTUBHO-
MIPaBOBUX AKTIB;

34) ymnoBHOBaxkeHa ocoba - oco0a, sika HaJiJieHAa MPaBOM BYWHATH Iii Ta
BIJIIIOB1AA€ 3T1IHO 13 3aKOHOJABCTBOM 3a HACIIAKHU 1X BUMHEHHS;

35) ynpaBmiHchka iHGoOpMAIs - CYKYIHICTh HEOOXIIHMX JlaHUX, SKi
COPHUATUMYTh BUPIIICHHIO YIIPABIIHCHKHUX PIIICHb;

36) ympaBiiHCBKE PIlIEHHS - OYy/Jb-SKE 3aBlaHHsS, BU3HAYEHE MOCAJI0BOIO
0c00010 a00 KoOJIETIaIbHUM OPraHOM B MeEXaX MOBHOBAXEHb Ta CIPSIMOBAHE HA
JOCSITHEHHSI IIOCTaBJICHUX ITLICH;

37) dopMyBaHHS €IEKTPOHHUX CIIPaB - TPYMYBaHHSI BUKOHAHUX CICKTPOHHUX
JIOKYMEHTIB y CIpPaBHU BIANOBIIHO /70 HOMEHKJIATYpU CIpPaB CEJIMINHOI paaud Ta
HOMEHKJIATyp CIIpaB yCTaHOB.

[H111 TEpMiHU BXKMBAIOTHCS Y 3HAUCHHI, HABEJICHOMY B 3aKOHaX YKpainu ,,I1po
€JIEKTPOHHI JOKYMEHTH Ta €JIEKTPOHHUMN TOKyMeHTo00Ir”, ,,IIpo enekTpoHH1 10BIpUi
nociyru”, ,IIlpo HamioHaneHuil apxiBHUN (OHI Ta apXiBHI YCTaHOBU , a TaKOX
PernamenTi oprasi3zaiiii B3a€Mo/iii OpraHiB BAKOHABYOI1 BJIaJIM B €JIEKTPOHHIN (hopmi,
3aTBep/KeHoMy noctaHoBowo KabGinety MinictpiB Ykpainu Big 17 ciuns 2018 p.
Ne 55.

8. BiamoBimalpHICT, 3a OpraHizallif0 JUIOBOJCTBA B CEIHUIIHIA pagl Hece
roJIOBa CEJIMIIHOT pajiv, B yCTAHOBAX - 1X KEPIBHUKHU.
3a miAroTOBIEHUH MPOEKT JOKYMEHTA BiIMOBIIAILHUM € HOTO aBTOp.

9. Opranxizanist JOKyMEHTOOOITY B CETUIIHIN paal (yCTaHOBAX) MOKIAIAETHCS
Ha iX CTy’>KOU JIIJTIOBOJACTBA, K1 3a0€3eUyI0Th:

PO3pOOIEHHST €IUHOTO TOPSAIKY JOKYMEHTYBAaHHS YIPaBIIHCHKOI 1H(pOpMarii
Ta poOOTH 3 JOKYMEHTAaMHU HE3aJIe)KHO BiJl (POpPMH 1X CTBOpPEHHS (€JIEKTPOHHOI YU
nanepoBoi);

pPO3pO0JICHHS HOMEHKJIATYpH CIpaB anapary CeNUIIHOI paaud (HOMEHKIATyp
CIIpaB YCTaHOB);



peecTpaliiro Ta 00K JTOKYMEHTIB;

HaJlaHHS METOJAMYHO1 JOTIOMOTH Ta KOHTPOJIb 32 JTOTPUMAHHIM yCTAaHOBIIEHOTO
NOPSIIKY pOOOTH 3 €JIEKTPOHHMMHM Ta MarepoBUMHU JOKYMEHTAMH B CTPYKTYPHHUX
MIPO3/1Iax aJAMIHICTpAIii;

OpraHizaiilo JOKyMEHT000iry, QopMyBaHHs chpaB, iX 30epiraHHs Ta
MIJTOTOBKY JJIsI TIEpEeIaBaHHsI 10 apXiBy (apXiBiB YCTAHOB);

BIIPOBA/DKCHHSI Ta HArsiA 3a JOTPUMAHHSAM CTPYKTYpPHHUMHU MiAPO3/1jIaMu
CeMUIIHOI paau (CTPYKTYPHUMH IMMIAPO3JUIAMH YCTAaHOB) BHUMOI' I1HCTPYKIIH 3
JJIOBOJICTBA Ta HAIlIOHAIBHUX CTAHIAPTIB;

3MIACHEHHS 3aXOfIB 13 3MEHIIEHHS OO0CSTy CIy>)KOOBOrO JHCTYBaHHS B
cenuuIHiM pafiil (ycTaHOBax);

MPOBEICHHS PETYJSIPHUX TIEPEBIPOK CTaHy [IJOBOJICTBA B CTPYKTYPHHUX
M1PO31JIaX CENUIHOT paau (CTPYKTYPHHUX MMiJIPO3/ALIaX YCTAHOB);

BUKopucTanHa cuctemu B3aemoxaii ta CEJl cemumHoi panu, BeAeHHS Ta
aKTyaJli3aliio eJeKTPOHHUX JOBIIHUKIB;

JIOTPUMAaHHSI BUMOT JI0 MiJITOTOBKHU €JIEKTPOHHUX 1 MANepoOBUX JOKYMEHTIB Ta
oprasizaiiii poOOTH 3 HUMHU;

OpraHi3alil0 HarjIsgay 3a CTaHOM 30€peKEeHHsI JOKYMEHTALIMHUX (QOHIIIB
CEJIMILHOI pajiv (YCTAaHOB) B €JIEKTPOHHIN (pOpMI Ta KOPUCTYBAHHS HUMU;

1H(pOopMaIlliiHy B3a€EMOAII0 3 LIEHTPaJIbHUMHU OpraHaMM BHUKOHABYOi BJIAU Ta
IHIMMMHU JIep)KaBHUMH YCTaHOBAaMH 4Yepe3 CHUCTEMY B3a€EMOJil, 3 CTPYKTypHHUMH
N1APO3A1JIaMHA CEJUIIHOI pajd OpraHaMy MICLEBOro caMOBpsiLyBaHHs - uepe3 CEJ]
aZMiHICTpaIlii;

PO3pOO0JIECHHS TUTTOBUX MAPIIPYTIB MPOXO/KEHHS TOKYMEHTIB B CEJIUIIHIN paji
(ycTaHoBax);

peaizailio MOJITHKU €IAHOTO CXOBHIIA €JIEKTPOHHHUX JIOKYMEHTIB B amapari
CEJIMIIHOI paau Ta 11 yCTaHOBAX;

MepeBIpKy MPaBUIBLHOCTI BimoMocTel, BHeceHux a0 PMK moxkymenTa 3a
HOMEHKJIATypOIO CIIpaB amapary CeJIUIIHOI paad Ta HOMEHKIATypaMH CIIpaB
YCTaHOB, YTOYHEHHS IIMX BIIOMOCTEH 3a E€KCIEPTH3010 I[IHHOCTI €JIEKTPOHHOTO
JIOKyMEHTA,;

1HIIIFOBaHHS Ta MIPOBEJICHHS MIABUIIIEHHS KBaJIi(iKaIlii MpaliBHUKIB CEIUITHOT
paau (yCTaHOB) 3 MUTAaHb J1JIOBOJICTRA.

10. Cnayx06a AiJOBOJACTBA amapary po3poOJisie 1HCTPYKINIO 3 J1JIOBOJCTBA
CCJIMIIHOT paau (YCTaHOB), SIKOKO OJHOYACHO PETIIAMCHTYETHCS IMUTAHHS OpTaHi3allii
JIJIOBOJICTBA y TATIEPOBIi Ta €JIEKTPOHHIN opMax.

11. JlimoBojacTtBO  cenuinmHOi  paaud  (yCTaHOB), oOpradizaiiss  oOMiHY
CIICKTPOHHUMH  JOKYMCHTaMH 3 IHIIMMH YCTaHOBaMH 3JIINCHIOIOTBCS 3
BukopuctanuaMm CEJ[ anaminicTpariii, 1HTErpoBaHOi J0 CHCTEMU B3a€EMOJIi Ta
€JIEKTPOHHOT TMOIITH 3rigHo 3 PermameHToMm opradizaiii B3aeMojiii OpraHiB
BUKOHABYOiI BJaJu B €JIEKTPOHHIN (opmi, 3aTBepakeHUM mocTaHoBol KaliHeTy
MinictpiB Ykpainu Bijg 17 ciuns 2018 p. Ne 55.

12.  CEJ cenumHoi paay MOBUHHA BIANOBIIaTH BUMOTaM 3aKOHOJABCTBA /10



dbopmaTiB JaHUX, CEpBICY IHTErpamii J0 CHUCTEMH B3aEMOJII Ta BUMOIam
HOPMATHUBHO-IIPABOBHX aKTIB y cepi 3axXUCTy iHPOopMaIlii.

13. Bukopucranas kBajai(iKOBaHOI €JIEKTPOHHOI MO3HAYKH 4Yacy IIiJ Yac
HaKJIaJaHHsA KBajdi()iKOBAHOTO EJICKTPOHHOTO TIANUCY abo KBamidhiKOBaHOI
CJICKTPOHHO1 TIEYaTKH € 000B’ I3KOBUM.

14. Texniune cynpoBomkenHs CEJl cenmumiHoi paau Ta oro mporpamHo-
anmapaTHe 3a0e3leueHHs, BUIMOBIJAIBHICTh 3a 30€PEKEHICTh JOKYMEHTIB Ta
chopMOBaHMX  crmpaB, 3a0e3neyeHHss (YHKIIOHYBaHHA  €IMHOTO  MACHUBY
CJIEKTPOHHUX JOKYMEHTIB, a TakoX (OpPMYBaHHS CTPYKTYpU €IEKTPOHHUX
noBigHukiB y CEJl, 3a6e3neueHns 3axucty iHdopmaiiii, mo oopoossierbest B CEJ]
CEJIMIIIHOT PaJiv MOKJIAJAETHCS Ha CIIYKOy J1II0BOACTBA CEIUIIHOI PaJIH.

15.  VYeci npaiiBHUKU CETUITHOT paau (YCTaHOBH) 3000B’A3aH1 CUCTEMAaTUYHO
NepeBIpsSITH HATXOKeHHs JoKyMeHTIB uepe3 CEJ cenuiHoi pajau, Mpu HbOMY CJIiJT
JTOTPUMYBATUCS TAKUX TIPaBUJL:

MpaIoBaTy JIMIIE 17 CBOIM JIOTIHOM Ta IMapojeM; JTOTPUMYBATHUCS BCTAHOBIICHOI
TTOJIITUKH OC3IIEKH.

16. IlpamiBHUKM CeIUIIHOI paaud (yCTAaHOBH) 3a OJIMH JI€Hb JO IOYaTKy
BIIMMYCTKH, BiApsyDKeHHS Tomo 3000B’s3anHi B CEJ] cenmmmuoi pamgu oOpatu
KOpHUCTyBayda (KOPUCTYBayiB), KOTpUH (KOTp1) HA TIEP10]] BIICYTHOCTI BUKOHYBATHME
(BUKOHYBaTUMYTh) MOT0 000B’SI3KM Ha MpaBax 3aCTyTHUIITBA 3 IPOCTABICHHSAM JaTH
MOYaTKy Ta IaTH 3aBEPILECHHS BiIITYCTKU, BIIPSIXKEHHS TOIIO Ta MOBIJIOMHUTHU TIPO 1€
aaminictparopa CEJl cenuinoi paau.

[Ipu ipoMy nepenaBaHHs OCOOMCTUX KJIHOYIB KBajll(DiIKOBAHOTO €JIEKTPOHHOTO
MIJIHUCY HE TOMYCKAEThCS.

I1. MiskBizoMunii 00MiH eJIeKTPOHHUMM JOKYMEHTAMU

17. OOMIH eneKTpOHHUMH AOKYMEHTaMH uepe3 cuctemy B3aemonii, CEJl
CENIMITHOI Paay Ta €JICKTPOHHY MOIITY 3IIHCHIOETHCS BUKIIOYHO 3 JOTPUMAHHIM
BUMOT JI0 BCTAaHOBJICHHX (OpPMATIB JaHUX EJIEKTPOHHOTO JOKYMEHTOOOITy B
CEJIMIIHIN pafdl (YCTaHOBAX).

OOMiH mokymeHTaMu mo3a cucteMoro B3aemonii, CEJ] cemumuoi pagu Ta
€JIEKTPOHHOIO TOIITOI0 JIOMYCKAETHCS JIUIIE II0J0 TOKYMEHTIB, A0 SIKMX MOXYTb
OyTH 3acTocoBaH1 OOTPYHTOBAHI MiICTaBH, BU3HAYEH1 MyHKTOM 2 1i€i [HCTpyKIIii.

18. Cucrema B3aemonaii Ta CEJ] cenumninoi paau 3a0e3neuyoTh rapaHTOBaHy
JIOCTaBKY €JIEKTPOHHUX JOKYMEHTIB BiJ iX BIINMPaBHHUKIB J0 IX OJIepKyBadiB
(ampecari).

19. Kopucrysaui cucremu B3aemoii Ta CEJ] cenuimHo\ paau BiANOBIIAIOTH 3a
MOBHOTY Ta JIOCTOBIPHICTh 1H(pOpMaIlii, BHECEHOT HUMHU JIO CUCTEM.

KypHaJs 00MiHY eJIeKTPOHHHMX JOKYMEHTIB



20. Kypnan oOMiHy € OKpeMHM eJeKTpoHHUM peectpoMm y ckiami CEJ]
CENMIIHOI paau (BeO-MOIyNs CUCTEMH B3a€MOJI1), AKHH (HOPMYETHCS 13 MEPETIKY
3aIlMCIB MPO MPOXOHKEHHS MPUMIPHUKIB €IEKTPOHHUX JOKYMEHTIB Yepe3 CUCTEMY
B3a€EMO/II1.

Kypnan oOMiHY CKIAQJa€Tbcsl 3 TaKUX JIOTIYHO PO3MOMAIICHUX PO3ALIIB:
HaJIIclIaHl, OTPUMaHI, 3apeECTPOBaHI Ta BIIMOBIICHO B peecTpaitii.

21. XKypHan oOMiHY CKIIaIa€ThCS 3 TAKUX PO3ALIIB:

HaJICIaHl - HOMEp 1 JaTa peecTpailii eIeKTPOHHOTO JOKYMEHTa, ajapecar,
KOPOTKHUI 3MICT, BHJ, JaTa 1 9ac HaJCWIaHHS, a TaKOXX aTpUOyTH EJIEKTPOHHOTO
ITOBI1JIOMJICHHSI;

OTpUMaHI - BHUXIJIHUA HOMEp 1 JaTa peecTpallii eJIeKTPOHHOIO JTOKYMEHTa,
KOPECIOH/ICHT, JaTa 1 4ac JOCTaBKU;

3apeecTpoBaHi - CKJIaJI0B1, aHAJIOT1YH1 JIO CKIIAJ0BUX PO3/TY OTPUMAaHI, a TAKOXK
HOMEp 1 JaTa peecTpallii eJIeKTPOHHOTO JOKYMEHTa YCTaHOBOIO-3JIpecaToM Ta
MpI3BUINE, BJIIACHE IM’Sl PEECTPATOpa, HAMMEHYBAHHS CTPYKTYPHOTO IiJIPO3ALIY,
BIJIMOBIJIAJILHOTO 32 BUKOHAHHS JIOKYMEHTA B CEJUIIHIN pajil (yCTaHOBI), MPi3BHUIIIE,
BJIACHE 1M s, TeJiepOH Ta CirykO0Ba €JIEKTPOHHA MOIITa HOTO KEPIBHUKA, MPI3BUIIIE,
BJIACHE 1M sl TIpalliBHUKA, BIAMOBIAAJIBHOTO 32 BUKOHAHHS JOKYMEHTA B CEIUIIHIN
pazi (ycTaHoBl), iioro TenedoH Ta ciayk00Ba €JIeKTPOHHA MOIIITA;

BIJIMOBJIEHO B PEECTPAILlii - 10 aTpUOYTIB pO3/1Ty OTPUMAHMX AOJAIOTHCS JlaTa 1
M1JICTaBa BiIMOBHU, IIPI3BUIIIE, BIacHE iM’s Ta TellePOoH peecTpaTopa, IKUM 31HCHEHO
B1JIMOBY.

22. IudopmaiiiitHi TOBIJOMJICHHS aBTOMATHYHO BHOCSTBHCS JO JKypHAITY
OOMIHY Ta JOJAIOTHCS A0 BIANOBIIHUX 3aMKCIB MPO MPOXOJKEHHS NPHUMIPHHUKIB
CJICKTPOHHUX JIOKYMEHTIB 4yepe3 cucrtemy B3aemonii, CEJ] cemuninoi pagu tTa PMK
BI/IMOBITHUX €JIEKTPOHHUX JTOKYMEHTIB.

EnexTpoHHe moBigomiieHHs aBToMaTH4HO TeHepyerbesi CEJl cenminoi panu
(BeO-MO/yJiIeM CUCTEMU B3a€MO/I11) Ta HAJCUIIAE€ThCA BIIIIPABHUKY 0JIpa3y 3a (pakTom
JIOCTaBKU, OTPUMAaHHS, PEECTpallii, BIIMOBHU Yy PEECTPALlii €JIEKTPOHHOTO IOKYMEHTa
aIpecaToM.

[HdopmariiitHi TIOBIIOMIIEHHS HE MOTPEeOYIOTH OKpeMoi iX peecTparii Ta
Bi3yaJi3alli.

23. IndopmariiitHi MOB1IOMIIEHHS! MAIOTh Taki 000B’13KOB1 aTpUOYTH:

PO HAJCHUJIAHHS - CTaTyCHE €JICKTpOHHE moBigomiieHHs “‘Hanmicnano” Ta gata
1 yac HaJICHJIaHHS;

PO JIOCTaBKY - CTaTyCHE €JIEKTPOHHE MmoBimoMieHHs “JlocTaBneHo” Ta nara i
4ac JI0CTaBKW;

PO PEECTpaLil0 - CTaTyCHE €JEKTPOHHE MOBIIOMIIEHHS ‘‘3apeecTpoBaHO” Ta
HOMEp 1 J1aTa peecTpallii eIeKTPOHHOTO JOKYMEHTA;

PO BIJIMOBY y peeECTpallii - CTaTyCHE eJIeKTpOHHE MoBioMieHHs “BiamoBa y
peectpanii’, garta, 4ac, IiJCTaBa BIJIMOBH, IpI3BHUIIE, BjiacHe IM’s Ta Tele]oH
peectpaTopa, SIKUM 371HCHEHO BiMOBY.



Takox cuctema B3aemoii, CEJ] cenuinoi paau Mae 3A1iCHIOBATH ONIEPATUBHE
1HbOpMyBaHHS KOPUCTYBaUiB MPO:

MO3UTHUBHUI pe3yibTaT TEXHIYHOI TMEpPEeBIPKU HAIICIAHOTO KOPUCTyBaueM
CHUCTEMH B3a€MO/IIi TOKyMEHTa Ta WOTO MOCTAaHOBKY B YEPry Ha 3aBaHTAXCHHSA 10
CE/] cenumnoi paay (BeO-MOIyIIsl CHCTEMH B3a€EMOJII1) aipecara;

KIJIBKICTh JIOKYMEHTIB, 1110 CTOSITh B Uep3i Ha 3aBaHTakeHHs 10 CEJ] cenuiHoi
paau (BeO-MOyJIsl CUCTEMHU B3a€MO/I11) KOpHUCTYyBaya.

Oco0amBOCTI eJIeKTPOHHOI B3aeMoii 0e3 3acrocyBanns CEJ] cemuHoi paau

24. TadopMauiiiHuii 0OMIH MK MpaliIBHUKAMHU YCTaHOB 3/IIHCHIOETHCS JINLIE 3
BUKOPHUCTaHHAM CITy>KOOBO1 €J1€KTPOHHOI MOIITH.

25. IndopmaniiiHuii 0OMiH 3/11ICHIOETHCS 3 METOIO:

MOMEePEHHOr0  TOTO/DKEHHS  peJakilli MPOEKTIB  CHUIbHHUX EJIEKTPOHHHUX
JIOKYMEHTIB, 30KpeMa CITIBpO3pOOJICHHS MTPOEKTIB aKTiB;

JIOBEJICHHS YMNPaBIIHCHKOT 1H(OpMaIi 10 Bigoma, 30KpeMa IMpo IUIAHU Ta
poOOTY BIAMOBIAHUX YCTAHOB,

1H(QOpMyBaHHSI MPO MPUUHSTI CETUITHOIO Pajol0 (yCTaHOBAMM)
YOPABIIHCHKI PILICHHS;

3’SICYyBaHHS CTaHy OMPAIIOBAHHS CEJMIIIHOIO Pajol0 (YCTaHOBAMM)
CJIEKTPOHHUX JIOKYMEHTIB, [0 HATIWIILIIN HA TX PO3TJIS.

26. Indopmarris 3 TUCTYBaHHS CIY>KOOBOIO €JIIEKTPOHHOIO TOIITOI0 MOXKE
BUKOPUCTOBYBATHUCS ISl MIATBEPKEHHSI BUKOHAHUX JIiH.

27. Iadopmauiiinuii OOMIH CIIyKOOBOI E€JIEKTPOHHOIO TOIUTOK) HE MAae€
IOPUANYHOI CHJIN.

28.  IndopmamiitHuii 0OMIH CIY>KOOBOIO €JIEKTPOHHOIO IOIITOI HE
JOTYCKA€EThCS 11010 iH(popMaIiii 3 00MEKEHHUM JTIOCTYIIOM.
I11. JlokymMeHTYBaHHs yHpaBJiHCbKOI iHpopmauii

3arajibHi BUMOI'M 00 CTBOPEHHSI JOKYMEHTIB

29. JlokyMeHTyBaHHS YINpaBIIHCBKOi 1H(pOpMAIll Tosirae y CTBOPEHHI
JIOKYMEHTIB, B SIKMX (DIKCYETHCS 3 JOTPUMAaHHSIM yCTAaHOBJIEHUX I[i€0 [HCTpyKIili€ro
npaBui (1oaatok 1) iHpopmallist po YNpaBIiHCHKI Aii.

30. Ilimx w9ac TIATOTOBKM OPTaHI3allliHO-PO3MOPSIINX JOKYMEHTIB Yy
nanepoBiii (opmi MPaAiBHUKA YCTAaHOB OGOPMIISIIOTH iX 3 ypaxyBaHHSM BHUMOT
JACTY 4163- 2020.

31. IlpaBo Ha CTBOpEeHHS, IMIANUCAHHSA, TOTO/DKEHHS, 3aTBEP/KCHHS
JIOKYMEHTIB BHU3HAYA€TbCS aKTaMM 3aKOHOJABCTBA, i€ [HCTpykuieo Ta



pPEerJaMeHTOM CeNHIIHOI pajy, MOJOXKEHHSIMH MpPO  CTPYKTYpHI MiAPO3IiIIH
(yctaHoB), pPO3MOIiIOM OOOB’S3KIB MIX TOJIOBOIO, 3aCTYITHUKAMU CEJIUITHOTO
TOJIOBH, PO3MOPSIYMMH JOKYMEHTAMHU TOJIOBH CENHUIIHOI pagdl Ta IMOCaJA0BUMU
THCTPYKIISIMU TIPALIIBHUKIB aniapaTy CENUIIHOI paau Ta ii CTPYKTYPHUX MiAPO3/ALIIB.

32. B cemumHi# paai (ycTaHOBaX) BH3HAYAETHCS CYKYIHICTh JOKYMEHTIB,
nependayeHuX  HOMEHKJATypaMH  CHOpaB, HEOOXIAHUX 1  JOCTaTHIX  JUIs
JIOKYMEHTYBaHHs 1H(pOpMaIli Mpo iX MisUIbHICTb.

3 NUTaHb, 110 CTAHOBJIATH B3AEMHUMN IHTEPEC 1 HAIEKATh JJO KOMIIETEHIIIT Pi3HUX
YCTaHOB, MOXYTh CTBOPIOBATHUCS CIIIbHI JOKYMEHTH.

33. Bubip Buay [OKyMEHTa, MPU3HAYEHOTO JUIS JIOKYMEHTYBaHHS
yOpaBIHCHKOT 1H(MOpMaIi (po3mOps/HKeHHs, JIUCT, Haka3, MPOTOKOJ TOIIO),
3YMOBIIIOETCS TPABOBUM CTaTyCOM CEJHUIIHOI paau (YCTaHOB), KOMIIETEHIIEIO
MOCaJI0BUX OCI0 Ta MOPSAKOM MPUIHATTSA YHPaBIIHCBKHX pllIeHb (HA I1JICTaBi
€ IMHOHAYAJILHOCTI a00 KOJIET1aJIbHOCTI).

34. JIOKyMEHT MOBMHEH BIJIOBIJATH MOJOKEHHIM aKTIB OpraHiB Jep>KaBHOI
BJAAM Ta CIPSMOBYBATUCS HAa BHKOHAHHS CEJIMIIHOI paJol0 (yCTaHOBaMU)
MOKJIaJICHUX HA HUX 3aBJaHb 1 (QYHKIIIM.

35. Knacu ynpaBiiHCbKOI JOKYMEHTAI[ll BU3HAYAIOThCS 3T1IHO 3 JlepKaBHUM
kiacudikaTopoM yrpasiiHCchkoi qokyMenTarii JIK 010-98 (mam — JAKY [I).

36. JIOKyMEHT MOBUHEH MICTUTH OOOB’SI3KOBI JJIsi WOrO TEBHOTO BUIY
PEKBI3UTH, IO PO3MINIYIOTHCS B YCTAHOBIECHOMY TOPSIAKY, @ caMe: HallMEeHyBaHHS
YCTAaHOBM - aBTOpa JOKYMEHTa, Ha3By BHUIY JAOKYMEHTa (KpiM JIMCTIB), Hary,
peecTpaiiHuil 1HAEKC TIOKYMEHTA, 3ar0JIOBOK 10 TEKCTY, TEKCT, IiJIIMHC.

[Tix yac miAroTOBKH Ta 0(OPMIICHHS JIOKYMEHTIB MOKYTh 3aCTOCOBYBATHCS HE
TUTBKH OOOB’S3KOBI, a TAKOXK 1HII PEKBI3UTH, SKIIO I BIJIMOBIJIA€ MPU3HAYCHHIO
JTOKyMeHTa abo croco0y MOoro ornparroBaHHS.

37. 3 meToro MiABUILEHHS €)eKTUBHOCTI Ta ONIEPATUBHOCTI OpraHizaiiii poooTH
3 JOKYMEHTaMH OJIHAKOBI 32 3MICTOM JOKYMEHTH MOXYTb OyTH YHI1(IKOBAHUMH
HNUISIXOM pO3po0sieHHsT TpadapeTHUX TEKCTIB, SKI BKIIOYAIOThCS 10 30IpHUKA
(ampOoMmy) yHi(iKOBaHUX (TUTIOBUX) (POPM JOKYMEHTIB CEIUIIHOI paau (yCTaHOB).

38. CenumnHa panga (ycTaHOBA) 3A1MCHIOE JIIJTIOBOJICTBO JIEPKABHOIO MOBOIO.
JIOKyMEHTH CKJIaJIal0OThCsl JIEPKABHOIO MOBOIO, KpIM BHUIIAJKIB, TMEepea0adeHUX
3aKOHOJIJaBCTBOM IIPO MOBH B YKpaiHi.

JlokymMeHTH, SIKI HaAJCWJIAIOTHCS 1HO3EMHHUM ajpecaraMm, OQOPMITIOIOTHCS
JIep’KaBHOIO MOBOIO a00 MOBOIO Jep)kaBH-aipecara, ab0 OJHIEID 3 MOB
MDKHApPOIHOTO CITIJIKYBaHHSI.

39. Okpemi BHYTpIlIHI JOKYMEHTH (3asBH, TMOSCHIOBAJIbHI Ta IOMOBIIHI
3aMUCKH TOILO), aBTOPAMHU SIKUX € MIOCAA0BI Ta 1HIII (13HUUHI 0COOU, TO3BOISIETHCS
0(OpMITIOBATH PYKOITUCHUM CITOCOOOM.



40. PekBi3zuTu, BU3HaueH1 1i€to [HCTpyKii€to, BHOCSITHC B PMK.
biaanku 10KyMeHTIB

41. OprasizaiiHo-po3nopsaa4l JOKYMEHTH CEIUIIHOT paau
oOpMITIOIOTECSI Ha OJIaHKaX, 110 CTBOPIOIOTHCS 3T1IHO 3 BUMOTaMHU ITI€i
[HCTpyKIi.

42. bnanku renepytotrbes CEJl cenumnoi paau B aBTOMaTUYHOMY PEXHUMI Ha
MiJICTaBl 0OpaHUX aBTOPOM MPOEKTY KPUTEPIiB TUIOBOTO OjaHKa Il 0OpaHOTO
BUJTY €JIEKTPOHHOTO JIOKYMEHTA.

Jlns reHepauii THUMOBOro OJaHKa 3acTOCOBYIOTbCS KpUTEpIi: BHJ, THII
JIOKYMEHTA, MMANMKCYBaY TOILIO.

43, briaHky KO’KHOTO BUY T€HEPYIOTHCS Ha OCHOBI MO3/I0BKHBOTO
PO3MIIIICHHS PEKBI3UTIB (32 BUKIFOUEHHSIM OJIAHKY JIJIS IUCTYBAHHS 1HO3EMHUMH
MOBaMH).

braHky JOKyMEHTIB TOBUHHI MaTH TaKi MOJIS
(mutimeTpiB): 30 - miBe;

10 - mpase;

20 - BepXHE Ta HIKHE

40 - HUWKHE I TOKYMEHTIB B €JEKTPOHHINA (hopmi (mapameTpu 3akiajieHl B
CEJl cenuuHoi paau).

BuxopuctoBytoTh Taki 0J1aHKH JOKYMEHTIB:

6 anapami cenuwHoi paou:

OyaHk 11 TUCTiB (moaaTok 1);

OJIaHK /7151 TOBIIOK (101aTOK 2);

OJIaHK PO3MOPSAIKEHHS TOJI0BH (10aTOK 3);
OJIaHK pileHHs cecii (101aToK 4);

0JIaHK BUKOHABYOTO KOMITETY (JI0AATOK 5);

8 YCMAHOBAX.:
OJIaHK JJ1s1 IMCTIB (10JaTOK 6);

44.  JlokyMeHT y pa3i HEOOXIZHOCTI JPYKYETbCS pa3oM 13 OJaHKOM,
3r€HEPOBAaHUM CHUCTEMOIO EJIIEKTPOHHOTO JOKYMEHTOOOIry 0e3 3acToCyBaHHS
OJIaHKIB, BUTOTOBJIEHUX IPYKAPCHKUM CIIOCOOOM.

45. branku JOKYMEHTIB, CTBOPEHHWX B EIEKTPOHHIM ¢dopmi, He
HYMEpYIOThCS Ta HE TOTPEOYIOTh OOIKY.

46. OpranizamiiHo-po3nopsiaui  JOKYMEHTH, 110 MaloTh OOIPYHTOBaHI
MIJICTaBU JJIA ONpaIfoBaHHsS B mamnepoBidt ¢dopmi BianoBiaHO 10 I[HCTpyKIii 3
JIJIOBOJCTBA Ta HE € TMPUMIPHUKAMH a00 KOIMISIMH JOKYMEHTIB, CTBOPEHHUX B
eNeKTpOHHINA (DopMi, 0hOPMITIOIOTECA Ha OJlaHKaX, II0 BUTOTOBJISIOTHCS 3TITHO 3



BUMOTaMH 1€l [HCTpyKIii.

47. Jlns BUTOTOBIICHHS OJaHKIB BUKOPHCTOBYIOTHCS apKylili narnepy Gopmary
A4 (210 x 297 wmimimetpiB) ta A5 (210 x 148 wmumimetpiB). Jlo3BosieHO
BUKOpUCTOBYBaTU Osianku dopmaty A3 (297 x 420 mutiMeTpiB) uist oPopMICHHS
JIOKYMEHTIB y BUTJIS1 TaOJIHIIb.

48. CTpyKTypHI MiIpO3IUIM amapaTy CeJIUIIHOI paad Ta CTPYKTYpHI
HiAPO3UTA YCTaHOB PO3POOISAIOTh OJAHKK TOKYMEHTIB CTPYKTYPHHUX MIIPO3ILTIB
ab0 OJaHKHM JOKYMEHTIB MOCaJ0BOi 0COOU y TOMY pasi, KOJIH KEPIBHUK MIAPO3ALTY
9yl T1ocajoBa oco0a MaroTh MPaBO MIANMKHCYBATH JOKYMEHTH B MEXax ix
OBHOBAKEHb.

49. Jlns nuctyBaHHS 3 MOCTIMHUMU 1HO3EMHUMHU KOPECIIOHICHTAaMU MOKHA
BUTOTOBIIATA OJIAHKH, PEKBI3UTH SKUX 3a3HAYAIOTHCS JIBOMAa MOBAaMH: JIBOPYY -
YKpaiHChKOI0, TIpaBoOpyY - iHo3eMHO10. JlepkaBHuii ['epd Ykpainu Ha Takux OJ1aHKax
MPOCTABISAETHCS Yy IIEHTPI BEPXHBOTO MOJIS. BilaHku, IO MICTITh PEKBI3UTH,
BUKJIAJICHI 1HO3EMHOI0 MOBOIO, BHUKOPHUCTOBYBAaTHM B MeXax YKpaiHU HE
PEKOMEHIOBAHO.

50. biaHKu TOKYMEHTIB, IPOXOKEHHSI SIKUX B CEJIMILIHIA paai (ycTaHOBax)
3IACHIOETHCS Yy ManepoBid (opMi, BUTOTOBIIAIOTECA APYKAPCHbKUM CIIOCOOOM Ha
0110My manepi BUCOKOI SIKOCT1 (papOaMHu HACHYEHUX KOJIbOPIB.

51. Buau OnankiB y mnamepoBiii (opmi, 10 BUTOTOBJIEHI APYKAPCHKUM
CIoCcO0OM, MiAIATatoTh 00JIIKY Ta 00JIKOBYIOTHCS 3TAHO 3 LI€I0 [HCTPYKIIEHO.

OOmik BemeTbcs 3a TMOPAJKOBUMHU HOMEpamMH, IO IPOCTaBISIOTHCA
HYMEPATOPOM, IPYKAPCHKUM a00 1HIIIMM CIIOCOOOM Ha HIKHBOMY T10JI1 3BOPOTHOTO
00Ky abo Ha JIBOMY IOJI1 JIMIILOBOTO OOKY OJIaHKa.

Oco0u, siKi MepCOHAIBHO BIAMOBINAIOTH 32 BEACHHS O0OJIIKY, 30epiraHHs Ta
BUKOPUCTaHHSA OJAHKIB B CENUINHIA paji, BU3HAYAIOTHCS KEPIBHUKOM amapary
aJIMiHICTpAallil, B yCTAHOBaX - KEPIBHUKOM YCTaHOBH, IIPO 1110 BUJAIOTHCS PO3MOPSAIUI
JTIOKYMEHTH.

BurorosneHHs1 671aHKIB KOHKPETHUX BHU/IIB JOKYMEHTIB JIOMYyCKAETHCS, SKIIO
KUIBKICTB 3apEECTPOBAHUX JOKYMEHTIB y MarepoBiii opMi TAKOTO BUAY B CETUITHIN
pasi (yCTaHOBI1) IEPEBUIIYE 2 TUC. OJUHUILIL Ha PIK. SKIIO KUTBKICTh 3apPEECTPOBAHUX
JIOKYMEHTIB y TanepoBiil ¢opmi MeHIIe 2 TUC. OJUHHUILIb, TOKYMEHT JAPYKY€ETHCA 3
TEKCTOBOTO pEIaKTopa, B SKOMY HOTO CTBOPEHO, 0€3 3acTOoCyBaHHs OJIaHKIB,
BUTOTOBJICHUX JIPYKAPCHKUM CIIOCOOOM.

52. Jleski BHYTpIIIHI JOKYMEHTHU (3asBU MpPAaIiBHUKIB, JOMOBIIHI 3allUCKH,
JOBIIKM TOIIO) Ta JOKYMEHTH, IO CTBOPIOIOTHCS BiJ IMEHI KIJIBKOX YCTaHOB,
0o(OpMITIOIOTHCSI HE HA OJIaHKaX.

3oopasicenns J/lepacasnozo I'epoa Ykpainu



53. 3o6paxenns JepxaBHoro I'epba YkpaiHu po3MillyeTbcs Ha OaHKax
JIOKYMEHTIB BIANOBIIHO 10 moctaHoBH BepxoBuoi Panu Ykpainu Big 19 motoro
1992 p. Ne 2137-X1I “IIpo [depxaBHuii repd Ykpainu’.

54. 3o6paxenus epxxaBHoro I'epba YkpaiHu po3MIIIYETHCS TO LIEHTPY
BEpXHbOro mojia. Po3Mmip 300pakeHHS CTaHOBUTHL 17 MITIMETpIB 3aBBUILIKH, 12
MUITIMETPIB 3aBIITUPIIKH.

Koou

55. Kon cenmumHoi pamu (YCTaHOB) MPOCTABISETHCS 3TigHO 3 €auHUM
JEepKaBHUM PEECTPOM MIANPUEMCTB Ta opraHizamii Ykpainu (€JPIIOY).
3a3HayeHui KO pO3MIILYETHCS MICH PeKBI3UTY “‘J/0BIAKOBI JaH1 IPO YCTAHOBY .

56. Kon ywnidikoBaHoi ¢opMu TOKyMeHTa (32 HAasBHOCTI) PO3MIILYETHCS
sriguo 3 JIKY [l Burie Ha3Bu BUYy JOKYMEHTA.

Pimmenns momo HeoOXigHOCTI (ikCyBaHHS Koay yHidikoBaHOI ¢opMu
JIOKyMEHTA CEJIMIIHOT paau (YyCTaHOBM) NMpUHAMae KEPIBHUK arapaTy aJMiHiCTparlii
(KepIBHUK YCTaHOBHM) OKPEMO II0JI0 KOKHOTO BUIY JJOKYMEHTA.

Haiimenysannsa cenuuinoi paou (ycmanosu)

57. HaliMeHyBaHHS CEIMINHOI paay (YCTAaHOBH) - aBTOPA JJOKyMEHTA TOBUHHE
BIIMOBIaTH HalMEHYBaHHIO, 3a3HAYCHOMY B TOJOKEeHHI mpo Hei. CkopodeHe
HallMEHYBaHHS YCTaHOBHU BXKMBAETHCS Yy Pa3i, KOJIM BOHO OQIIIIHHO 3a(iKCOBAHO B
3a3Ha4eHUX JoKyMeHTax. CKopoueHe HalilMEeHyBaHHs po3MIIY€EThCs (Y TyKKax abo
0€3 HUX) HUKYE TTOBHOTO HAMMEHYBaHHS OKPEMUM PSJIKOM MO LIEHTPY JOKYMEHTA.

HaliMeHyBaHHsS yCTaHOBM BHUIIOTO pIBHS 3a3HAYAETHCA Y CKOPOYEHOMY
BUTJISIAL, @ Y pa3l BIACYTHOCTI O(ILIHHO BU3BHAYEHOTO CKOPOYEHHS - MOBHICTIO. Ha
OJlaHKax yCTaHOBHM, sIKa& Mae€ TOJBIiiHE ab0 TOTpiHE MIANOPSIKYBaHHS,
3a3HAYal0ThCA HAWMEHYBAHHS YCIX YCTAHOB BHILIOTO PiBHS.

Jlogiokoei oani npo cenuwiny paody (ycmanosu)

58. JloBinkoBi AaHi Mpo cenuiiHy (YCTaHOBHM) MICTSTh MOIITOBY aJipecy,
HOMepH TenedoHiB, TenedakciB, aapecy €IEKTPOHHOI MOIITH, apecy OQIIiiHOTO
BeO-caiiTy Tomo. JI0B1IKOBI JaHl PO3MIIIYIOTHCS HIKYE HaMEHYBaHHS CEJIMIIHOT
paau (yCTaHOBH).

PexBi3uTH TOMITOBOT ajpecu 3a3HAYalOThCS B TaKid TMOCIHIIOBHOCTI: Ha3Ba
BYJIMLI, HOMEp OyJIMHKY, Ha3Ba HACEJICHOIo MyHKTY, palloHy, 001acTi, MOIITOBUI
1H/IEKC.

Ha3zea éudy ooxymenma

59. Ha3Ba Buay nokymMeHTa (PO3MOPSKEHHs, PIIIEHHS cecii, pIIIeHHS
BUKOHABYOTO KOMITETY, JOMOBIJHA 3allMCKa TOIIO) 3a3HAYAEThCs Ha OJaHKy Ta
MOBWHHA BIJIMOBIIATH Ha3BaMm, nependoadenum JIKVY /1.



Jlama 0oKymenma, 0ama niOnucanHs, 3acei04eH A ma peecmpayis

60. JlaToro MOKyMEHTa Ha MamepoBUX HOCISAX € jaTa Woro peectparii. JlaTta
3a3HaYa€ThCs apaOChbKUMHM M paMu B OJUH PAIOK y TaKid MOCTIJOBHOCTI: YUCIIO,
MicsIb, pik. Jlata ohopmiatoeTbes udpoBUM ab0 CIOBECHO-ITU(PPOBUM CITOCOOOM.

Y pa3i odopmiieHHS gaTH OUQPPOBUM CIOCOOOM YHCIO 1 MICSAIb
POCTABJISIIOTHCS ABOMa MapamMu LU(dp, PO3AUIEHUMH KPamKolo; PiK - YOTUpMA
nudpamu, Kpanka HampuKiHIl He cTaBuThes. Hanpuknaza: 02.12.2018.

VY TexcTax HOPMATUBHO-TIPABOBUX aKTIB Ta MOCUJIAHHSAX HA HUX 1 TOKYMEHTaX,
[0 MICTSITh BIJOMOCTI (PIHAHCOBOTO XapakTepy, 3aCTOCOBYETHCA CIOBECHO-
udpoBuUi croci0 3a3HaYEHHS 1aT 3 MPOCTABJISTHHSAM HYJISl B TO3HAYEHH1 THS MICSIIS,
SKIIO BiH MICTUTh O1HY 1n(dpy, Hanpukiaa: 02 kBitHs 2018 poky. Jlo3BomsieThcs
BXKMBATH CIIOBO “piK”’ y CKOpoueHOMY BapiaHTi “p.”, Hanpukuaa: 03 kBitHa 2018 p.

ko OKyMEHT Ha TManepoBUX HOCISIX CKJIaJeHO He Ha OJaHKy, jaara
3a3HAYAETHCS HIDKYE MIIMUCY JIIBOPYY.

JlaTa mignucaHHsl €JEKTPOHHOIO JIOKYMEHTa BH3HAYAETHCS KBaTi(hiKOBAHOIO
CJICKTPOHHOIO TIO3HAYKOI0 4Yacy, IO HEBIJ'€MHO IMOB’s3aHa 3 KBaji(hiKOBaHUM
CJICKTPOHHUM IT1AITUCOM.

61. Jlata  3acBiueHHS  €JIEKTPOHHOTO  JIOKYMEHTa  BH3HAYaE€THCS
KBaJII(PIKOBAHOIO E€JIEKTPOHHOIO MO3HAYKOK Yacy, IO HEBIJ €MHO IIOB’si3aHa 3
KBaT1(h1KOBAHOIO €JIEKTPOHHOIO MEYATKOIO.

62. Jlata peectpartlii BUXIIHOTO €JEKTPOHHOTO JIOKYMEHTa aBTOMATHYHO
bopmyethess CEJL cenumnoi pagu y PMK mijg yac oro nianucanss.

JlaTa mokyMeHTa y manepoBiii opMi IPOCTaBIISAETHCA MTOCAT0BOIO 0CO00I0, KA
Horo mianucye ado 3aTBEPIKYE.

63. OO6oB’s3koBoMy naryBaHHI0 y PMK miansraroTs yci Ciiy»K00Bl1 BIIMITKH,
OB’ s13aH1 3 MPOXOJKEHHSIM Ta BUKOHAHHSM JOKYMEHTa (Pe30JItollii, BIAMITKH PO
BUKOHAHHS JIOKYMEHTA, HAJCHJIAHHS MOTO JI0 CTIPABH TOIIIO).

Ha nokyMeHTI Ha mamnepoBHX HOCISIX, BHJAHOMY JiBOMa a0o Oijblie
yCTaHOBaMHU, 3a3HAYAETHCA OJHA J1aTa, sSIKa BIAMOBIIA€ JaTI OCTAHHBOTO i IIHUCY .

Peecmpauiiinuii inoexkc 00Kymenmie

64. Innekcarllisi JOKYMEHTIB Ha MalepoBUX HOCISX MOJISITa€ y MPUCBOEHH] M
YMOBHHX IMO3HA4Y€Hb - 1HIEKCIB, K1 HAJAIOTHCS JOKYMEHTaM IIiJ] 4ac iX peecTpartii.

[IpucBOEHHS peECTPAIIHHOTO 1HACKCY 3A1MCHIOETHCS B aBTOMAaTHYHOMY a0o0
aBTOMATHU30BAHOMY PEKHMI 32 JOTIOMOT'OK0 MPOTPaMHO-TEXHIUHUX 3aCO01B.

PeecTparniiinuii 1HAEKC CKIAAA€TbCA 3 MOPSAIKOBOTO HOMEpa JOKYMEHTa Y
MeXKax FPynu JOKYMEHTIB, III0 PEECTPYIOTHCS, SIKUM JOTTOBHIOETHCS 1HAEKCAMHU, 1110
3aCTOCOBYIOTHCSI B CEJIMILHIN pajil, 30KpeMa 1HAEKCaMH 3a HOMEHKJIATypOIO CIIpaB
amapary CeJWIIHOI paau, KOPECIOHIEHTIB-aapecariB, IOCamoBUX 0cCi0, sKi



PO3rIsLaloTh a00 MiAMUCYIOTh TOKYMEHT.
CkJ1a710B1 YaCTUHU PEECTPALIHHOTO 1HACKCY BITOKPEMITIOIOTHCS OJTHA B1JT OJTHOT
NpaBOOIYHOIO MOXMIJIOI PHUCKOI0. TloCHiIOBHICTD HamMCaHHS CKIAJ0BUX YaCTUH

peeCTpalifHoOro 1HAEKCY MOJK€ 3MIHIOBATHUCS 3aJIeKHO BIiJI TOTO, SKUU
JIOKYMEHT PE€ECTPYETHCS, BXITHUI YU TaKuil, IO CTBOPEHUHN B CEMIHIN pai.

JIJig BXIAHUX JTOKYMEHTIB PEECTPAIITHUM 1HIEKC CKIAAETHCS 3 MOPAIKOBOTO
HOMEpa Ta 1HAEKCY 3a HOMEHKJIaTyporo cupaB. Hampuxmam: 845/01-10, me 845 -
nopsiikoBuit HoMep, 01-10 - iHAEKC CIpaBy 32 HOMEHKJIATYPOTO.

Y BHUXITHOTO JOKYMEHTa PEECTPAIliTHUM 1HIEKC PO3MIIIYETHCS Y HACTYMHIM
MOCIIOBHOCTI - KOJ IMOCaJ0BOi OCOOM, fKa MiJANucana JOKYMEHT, MOPSIKOBUN
HOMEp, 1HJIEKC 3a HOMEHKJIaTyporo cipan, Hanpukiaa: 02-845/01-10, ne 02 - xox
mocagoBoi ocobu, 845 - mopsakoBuit Homep, 01-10 - iHAEKC cmpaBu 3a
HOMEHKJIaTYPOIO.

3 MeTOI PO3PI3HEHHS T'PYIN JOKYMEHTIB J0 PEECTPALIHOTO 1HJICKCY MOXKE
J0JaBaTUCS BIAMITKA, sIKa CKIanaeTbes 3 miTep, Hanpukiaan: 01-10/845 JICK, ne
JICK 3actocoByeTbcs JIJIsi TTO3HAYEHHSI JOKYMEHTIB 3 rpudom “/[ns ciyx060BoOro
KOPUCTYBaHHS .

K0 JOKYMEHT MIATOTOBIEHO ABOMA UM OLIbIIE€ yCTAHOBAMH B €JIEKTPOHHIM
(dbopMi UM Ha MANEepOBUX HOCISX, 3aCTOCOBYETHCS PEECTPALIIMHUN 1HAEKC TOJIOBHOTO
pPO3pOOHUKA.

Micue po3rauryBaHHs PEECTPALIIMHOTO 1HAEKCY BU3HAYAETHCS (POPMOIO OJIaHKA.

[1ix gac Bizyamizanii fokymenTa CEJ] cenumiHoi pajay BiATBOPIOE Ta Bizyalizye
pa3oM 13 JOKYMEHTOM 00pa3 mTpux-koay abo QR-komy (ais nepkaBHOi peecTpartii
aKTiB. MPOEKTIB aKTIB Ta OOOB’SI3KOBUX JOJATKIB O HUX, IO PO3POOISIOTHCS
opraHaMu BUKOHABUYOl BJaJM, MOCTAaHOB 1 po3nopskeHb KaOinery MiHICTpiB
Vkpainn” nume QR-kom), sikuii 000B’A3KOBO MICTUTh JaTy peecTpaiii Ta
pEeECTpaliifHUM 1HIEKC TOKYMEHTa, CKOpOUeHEe HaWMEHYBaHHS YCTAaHOBH, PEKBI3HUT
nignucyBava (MiANUCYBaviB) Ta JaTy MIANUCAHHA 3 KBadi(hiKOBaHOI €IEKTPOHHOI
no3Hayku yacy (muire st QR-komy), maHi po MOTOKEHHS (JIMIIE JIs aKTiB).

Hocunanna na 0okymenm

65. [TocunanHs y TEKCTI JAOKyYMEHTa Ha JOKYMEHT, Ha SIKUH Ja€ThCs
BIJIMOBI/Ib @00 HA BUKOHAHHS SKOTO MIATOTOBJICHO IE€H JOKYMEHT, HAaBOAUTHCS Y
TakKiil TOCJIZOBHOCTI: Ha3Ba BUIY JOKyMEHTa, HallMEeHyBaHHS YCTAaHOBH - aBTOpa
JIOKyMEHTA, J1aTa Ta PEECTPAllIMHUNA 1HIEKC, KOPOTKUM 3MICT JOKyMeHTa. Y pasi
MOCWIAHHS Ha  3apEECTPOBAHMM  HOPMATHBHO-TIPABOBHM  aKT  JIOJATKOBO
3a3HAYAIOTHCA TaKl PEECTpalliiiHi JaHi: Jara JEepKaBHOI peecTpailii, HOMEp aKTa
3rigHO 3 JlepKaBHUM PeeCTpOM HOPMATHUBHO-ITPABOBUX AKTIB MIHICTEPCTB Ta THIIINX
OpraHiB BUKOHaBYOi Biaau. [locuiianHs y TEKCTI IOKYMEHTa Ha MOPSAKOBI HOMEPHU
PO3IUIIB, MIIPO3/ILJIiB, TJIaB, CTATEeH, MyHKTIB Ta MiAMYHKTIB HOPMATHBHO-IIPABOBOTO
aKTa poouThCcs IUPpamMu; MOPSAKOBI HOMEPU YaCTHUH CTaTel, ab3alliB 1 peyeHb -
cinoBami. [locuiiaHHs y TEKCTI HOPMATUBHO-IIPABOBOI'0 aKTa Ha L€ JOKYMEHT abo
HOT0 CTPYKTYpHI OJAMHHMII POOUTHCS 3 BUKOPHUCTAHHSIM BKa31BHOTO 3aliMEHHHKA
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e,
Micue cknaoenns abo 6UOAHHA

66. BimoMocTi po Micie ckianeHHs ab0 BHUIAHHS 3a3HAYAIOTHCS Ha BCIX
JIOKYMEHTaX, KpIM JIMCTIB. 3a3HaueHl BiTOMOCTI O(OPMIIAIOTHCA BiAMOBIAHO A0
aJIMiHICTPaTUBHO-TEPUTOPIATIbHOTO TMOAUTY YKpaiHu. SKmo BiIOMOCTI PO
reorpadiuHe MiCIe3HaXO/PKEHHS BXOAATH 0 HAallMEHYBaHHS CEJIMIIHOI paau, Ien
PEKBI3UT HE 3a3HAYAETHCS.

Aopecam ma ocoducme 36epman

67. JIOKyMEHTH aipecyloThCS OpraHaM BJaJM BUIIOTO PIBHS, IX CTPYKTYpPHHUM
M1pO3/a1JIaM, MiANPUEMCTBAM, YCTAHOBaM, OpraHi3allisiM abo KOHKPETHIH MmocaaoBii
0co01. Y pasi ajpecyBaHHs JOKyMEHTa yCTaHOB1 200 11 CTPYKTYpHUM TiApo3/iiaM 0e3
3a3HAYCHHS MOCAJ0BOI 0COOM X HaMEHYBaHHS HaBOJASTHCS Y HA3UBHOMY BIJMIHKY,
HaIMPUKIIA;

TepHomnisibcbKka o0J1acHa
JAepxkaBHA aAMiHiCTpaLlist

KO TOKYMEHT HaJCHIIAE€ThCS MOCA0BIN 0c001, HAliMEHYBaHHS YCTAHOBH Ta ii
CTPYKTYPHOTO MIAPO3/A1Iy HABOJAATHCS Y HA3MBHOMY BIIMIHKY, a IOCa/a 1 MPI3BUILIE
azpecara - y JaBaJlbHOMY, HAaIIPUKJIAL:

TepHomisibcbka 00J1acHA
JAepkaBHA aAMiHicTpaList

JenaprameHnT (iHAHCIB

HAYAJIbHUKY AeNaPTAMEHTY
Baache im’a ITPI3BUIIE

Y pa3i KoM JOKYMEHT aJpecyeTbcs KEpIBHUKOBI YCTaHOBM abo MHOro
3aCTYITHUKOB1, HAWMEHYBAaHHS YCTAHOBU BXOJIUTH JI0 CKJIa/ly HAMEHYBaHHS MOCAIH
ajipecara, iK€ HaBOJUTHCA Y 1aBAJIbHOMY BIIMIHKY, HAITPUKJIA/:

I'osi0Bi TepHOMiJILCHKOI 00J1aCHOT
JAepP:KaBHOI aAMiHICTpalil

Baacue im’s ITPI3BUIIE

SIKII0 TOKYMEHT aApECy€eThCsl KITbKOM OJTHOPITHUM 3a XapaKTepoM JisIbHOCTI
yCTaHOBaM, 3a3HAYa€ThCA y3arajJbHeHE HallMeHyBaHHs aJpecaTiB, HAIPUKIIA/I:

CuIbCbKUM, CEJIMIIIHUM PajJaM



JIOKyMEHT He TOBUHEH MaTH OLIbIlle YOTUPbOX ajapecatiB. CioBo “komis’ mnepes
HallMEHYBaHHSAM JIPYTOTO - YETBEPTOIrO aJIpecariB HE CTAaBUTHCS. Y pasi HaJICHUIaHHS
JIOKYMEHTa O1JIbIIIe HIXK YOTUPHOM aJIpecaTaM CKIIAJAEThCS CIIMCOK Ha PO3CHUIIKY.

PexBizut “Apnpecar” moke BiItouatd anpecy. [lopsmgok i1 ¢opma 3amucy
BITOMOCTEH Tpo aJjpecy yCTaHOBH MOBMHHI BianoBigaTu [IpaBunam HajgaHHS MOCITYT
MOIIITOBOTO 3B’SI3KY, 3aTBEpKEHUM mnoctaHoBoto Kabinety MinicTpiB Ykpainu Bij
5 6epesns 2009 p. Ne 270 (Odimivtanii Bicauk Ykpainu, 2009 p., Ne 23, ct. 750).
[loBHa agpeca 3a3HadaeTbCsl Yy pa3l  HAACWIAHHS JIOKYMEHTa pPa3OBUM
KOPECHOHJICHTaM, HaIllPUKJIAI:

Jep:xaBanii apxiB TepHomijibcbKO0i 001aCTI

ByJ. Caraiimaunoro, 14, M. TepHomiis, 46001

VY pasi HajgcuiaHHS AOKyMeHTa (i3WyHId 0c001 CHOYaTKy 3a3HAYa€eThCs Yy
JaBaJIbHOMY B1JIMIHKY BJIACHE 1M’ Ta MP13BUIIIE, TOTIM MOLITOBA aJIpeca, HaPUKJIIA;

IBany IlleByeHky
ByJ. Banoga, Oyx. 6a, kB. 1, M. Tepnomnins, 46001

VY pa3i HajcWIaHHS JOKYMEHTa OpraHaM 3aKOHOJAaBYOi 1 BUKOHABYOI BIAJH,
MOCTITHUM KOPECTIOHIEHTaM iX TMOIITOBA a/ipeca Ha JOKYMEHTaX He 3a3Ha4a€ThCs.

VY pasi Koau T0KYMEHT aJpecy€eThCsl KOHKPETHIM 0c001, y JIUCTI HUKYE
aTpulyTa ,,aapecar’ MOK€ HaBOJUTUCh OCOOMCTE 3BEPTAHHS Y KIIMYHOMY BiJIMIHKY:

[Tane (mani) BiacHe im’st

abo

[Tane (mani) I1pizBuie

abo

[Tane (mani) nocama abo 3BaHHS

abo

ITanose

Hampuxian:

[Tane Onexkciro

[Tani IBaneHko

[Tani nupexTop

[TlaHe NOJIKOBHUKY

VY pasi HeobOximHOCTI Tepen cioBoMm ,llame”, ,Ilani” abo ,JIlanoBe” Mmoxe
BUKOPUCTOBYBATHUCS COBO ,,[IlanoBHuii”, ,I1lanoBHa” a6o ,,J1lanoBHI” BIAMOBIHO,
HaAIPUKIIAT;



[HIanoBHa mani KoBaibchka.

I'pugh 3ameeposrccennsn 0okymenma

68.  JlokymeHT Moxke OyTH 3aTBEpKEHHI pO3MOPSIIYUM JOKYMEHTOM
cenuiiHoi paau (yctaHoBM) ad0 y BUNIAJKaX, BUBHAYCHUX Y JA0JIaTKy 9, mocajoBo0
0c00010 (TT0CaIOBUMH 0COOaMM), 10 TIOBHOBAYKEHB SKOT (SKHMX) HaJIeKaTh TUTAHHS,
3a3Hau€HlI Yy TakoMy JOKyMeHTi. HopmartuBHO-mpaBOBI akTh (IIOJIOXKEHHS,
THCTPYKIIli, MpaBuiIa, MOPSAKH TOIO) 3aTBEPAKYIOTHCS PO3MOPSKEHHSM TOJIOBU
CEJIUIIHOI PaJiy.

JIOKYMEHT, KUl HE € MPUMIPHUKOM a00 KOII€l0 JOKYMEHTa, CTBOPEHOTO B
CJIEKTPOHHIM (opMi, MOXKE Oy TH 3aTBEPHKEHHIIN KOHKPETHOIO MOCaI0BOI0 0CO0010. Y
TaKOMy BHIIJIKy Tpud 3aTBeppKeHHs ckiagaerhes 13 cnoBa “3ATBEPIXKXVYIO”,
HallMEHyBaHHS T1OCaJy, MIAMKCY, IMEHI 1 Mpi3BUIIA OCOOM, sKa 3aTBepaAusia
JIOKYMEHT, J1aTy 3aTBep KeHHs. Hanmpukian:

3ATBEPKYIO

I'osioBa TepHOMiJILCHKOT
PailOHHOI AepKaABHOI aAMiHicTpaIil

nignuc Baacue im’s ITPI3BUIIE
Jlata

VY pasi koJii IOKYMEHT 3aTBEP/IXKYETHCS PO3MOPSIIKEHHSIM CEJIMIIIHOTO T'OJIOBH,
rpud 3arBepmkeHHs ckiamaerbes 13 cioBa ‘“3ATBEPJDKEHO”, Ha3Bu Bumy
JIOKYMEHTa, SIKUM 3aTBEPKY€EThCSI CTBOPEHUN IOKYMEHT, Y HA3UBHOMY BIJIMIHKY 13
3a3HAaYCHHIM HOTO JaTv 1 HoMepa. Hanpukian:

3ATBEPIDKEHO

Po3nopsakeHHs CeUIHOTO TOJIOBU
12.03.2018 Ne 298-on1

['pud 3arBepmKEHHS PO3MIILYETHCS JUIsl JOKYMEHTIB Ha TMANepOBHX HOCIAX
(Bi3yanmi3yeTbCsi AJI €IEKTPOHHUX JOKYMEHTIB) y MpaBOMY BEPXHbOMY KYTKY
MIEPINOi CTOPIHKU JTOKYMEHTA.

VYV pasi 3aTBep/KEHHS JTOKYMEHTa KUIbKOMa MOCaJ0BUMHU ocol0amMu Tpudu
3aTBEPJIKEHHS PO3TAILIOBYIOTHCSI HA OJHOMY PIBHI.

EnexktTponna pe3oJonisi

69. TIlocamoBa ocoba, sika 3IMCHIOE TEPBUHHHUI PO3IISA E€IEKTPOHHOTO
JIOKyMEHTa, HaKJIaJla€ Ha HBOTO EJEKTPOHHY pE30JIIOIi0, B SKI BU3HAYAE
TOJIOBHOTO BUKOHABIIS, BiJIMOBIJAIBLHOTO 3a OpraHi3allil0 BUKOHAHHS JOKyMEHTa
B CEJUITHINA pajai (yCTaHOBI), Ta y pa3l HEOOXITHOCTI CIIBBUKOHABIIIB 1 CTPOK HOTO



BUKOHAHHSI.

B emexkTponHIili pe3onrorii 00OB’SI3KOBO 3a3HAYAIOTHCS KEPIBHUKH BCIX
CTPYKTYpHUX MiJIPO3ALIIB, sKI OepyTh ydacTb B OIpalfOBaHHI JOKYMEHTa Ta
MOTOJKEHHI MPOEKTY BiIMOBII.

[TocamoBi ocobu, sKi OJHOYACHO PO3IISAAIOTH EIEKTPOHHUN JIOKYMEHT,
HAKJIaJal0Th Ha HHOTO EJIEKTPOHHI PE30JIIOIIi1, B SIKUX BH3HAYAIOTh BiAMOBITAIBHIX
BUKOHABI[IB Ta y pa3i HEOOXITHOCTI CITIBBUKOHABIIIB y MeXaX BiJIITOBITHOTO
CTPYKTYPHOTO MHiPO3ALTY.

70. EnekTpoHHA PE30JIOIS CKJIANAETHCA 3 TAKMX PEKBI3UTIB: MPI3BHIIE,
BJIACHE 1M’sl BUKOHABIS (BUKOHABIIIB) y JaBaJIbHOMY BIIMIHKY, 3MICT JOPYYEHHS,
CTPOK BUKOHAHHS, KBaJII(PIKOBAHUI €IEKTPOHHUI MIAMKUC MOCaT0BOI OCOOH.

B enexktponHiil pe30mrolii 10 €IeKTPOHHOTO AOKYMEHTA, [0 HE Ma€ CTPOKY
BUKOHAHHS, 3a3HAYCHHS 3MICTy JIOPYUYCHHS Ta CTPOKY BUKOHAHHS HE BUMAraeThCsl.

EnexTpoHHa pe30JoLisi MOXKE TOMOBHIOBATHUCS I1HIIMMHU PEKBI3UTAMH, SIK1
BU3HAYAIOTHCSA 11€10 [HCTPYKITI€TO.

Hekonkperni (“mnpuckoputu”, “HOMIMIIUTH, “‘aKTUBIZyBaTH , ‘‘3BEpHYTH
yBary’”’ TOLIO) €JIEKTPOHHI PE30JIOLIIT HE JOIYCKAIOThCS.

71.  VYci eneKTpoHHI Pe30Jolli, HaKJIaJeHl Ha EJIEKTPOHHHUM JIOKYMEHT,
BHOCAThCA A0 loro PMK 1 Hepo3puBHO NOB’s3aH1 13 Heto. EnexkTpoHHa pe3ostonis,
AKa € HACJIJKOM BUKOHAHHS €JIEKTPOHHOI PE30JIIOLli BUILOTO PIiBHSA, 10JATKOBO
MICTUTh JIOT1YHE IIOCWJIAHHSI Ha BIJIMOBIIHY €JIEKTPOHHY pE30JIOIi0 (AepeBo
EJICKTPOHHUX PE30JTIOLII).

72. Ha enekTpoHHY pE3O0JIIOIII0  ITOCaZoBOi  0COOM  HAKIIAIa€ThCs
KBaT1(hiKOBAHUM €NIEKTPOHHUH MIAMKC Ii€T 3K MOCaA0BOI OCOOU.

73. Jo HakiIaJaHHSA EJIEKTPOHHOI pEe30JIoLli BCTAHOBJIOKOTHCS TaKi
0COOJIMBOCTI:

BUKOHABIIMUA €JIEKTPOHHOI PE30JIIOIl TOJIOBU CENUIHOI paau (yCTaHOBH)
BU3HAYAIOTHCSA KEPIBHUKW CTPYKTYPHUX IIJPO3AUTIB amapary CeNHIIHOT paau
(ycranoB), (y pasi HEOOXITHOCTI MOXYTh OyTHM BHU3HAYCHI TMPAI[iBHUKH, [0
KOMIIETEHIII SKUX HaJeXWUTh 3a3HaueHe B pesontowii nurtanHs) npo mo CEJ]
CEJIMIIHOT paau 1H(OPMYE 3aCTYMHHKIB TOJOBH CEJIHUIIHOI paau (yCTaHOBH), SIKI
KOOPJIMHYIOTH AISUTHHICTH BIAMOBIAHOTO CTPYKTYPHOTO MiPO3AUTYy Ta, Yy pasi
notpedu, MaroTh MPaBO JOMOBHUTH 3a3HAUYEHY PE3OJIOIII0, HE 3MIHIOIOYH CYTI
JOPYUYEHHS CEJIUITHOTO TOJIOBH Ta HOr0 TOJIOBHOTO BUKOHABIIS,

BUKOHABIISIMUA PE30JTIOIIT 3aCTyIMHUKA TOJIOBU CEIHIIHOI Paay BHU3HAYAIOTHCS
KEpIBHUKM MIANOPSAIKOBAHUX CTPYKTYPHHUX MIAPO3AUIIB CEJIMILHOI pajgd, YHUIO
JISUTBHICTh KOOPAWHYE BIAMOBIAHUN 3acTynHuk, npo 1o CEJ[ cenumnoi paau
1H(pOpMy€e KepIBHUKIB BIAMOBITHUX CTPYKTYPHHX IMAPO3/ILIIB;

BUKOHABLSIMUA PE30JIOIIi CEJUITHOTO TOJOBU  BHU3HAYAIOTHCS CIELIATIICTH
BIAMOBIAHOTO miApo3airy yctanoBu, mpo mo CEJl cemummuoi pagu iHpopmye
KEPIBHUKIB BIJMOBIIHUX MIAMOPSAKOBAHUX MIAPO3ALTIB, IO BXOIATH 0 CKIamy
BOTO CTPYKTYPHOTO MiAPO3ILIY;



BUKOHABLIEM PE30JIIOLIT CENUIHOTO IOJI0BH, 3aCTYIHUKIB CEIMUIHOTO IOJOBU
MoOke OyTH OyAb-SIKUU MIAMNOPSAKOBAHUM BIANOBIIHOMY KEPIBHUKY CHIBPOOITHHK
YCTaHOBH, IO KOMIIETEHIII] KOTO HAJICKUTh 3a3HaueHe B pe3ontonii nutaHHs. [1po
BU3HA4YCHHS B pe3ororlii BukoHaBiyl CEJl cenumraoi paau iHpopMye KEpPiBHUIITBO
CTPYKTYPHOTO Ta MIAMOPSIAKOBAHOTO MIAPO3/LTY JaHOTO CIiBPOOITHHKA;

OTPUMAaHHSI 3aCTYITHUKOM CEJIUITHOTO T'OJIOBH, KEPIBHUKOM CTPYKTYpPHOTro abo
HiATOPSAKOBAHOTO MIAPO3AUTY EJIEKTPOHHOTO TOBIIOMJICHHS TPO CTBOPEHHS
KEpPIBHUKOM BHILOTO PIBHS €JIEKTPOHHOI pPEe30JitoLli He mnependadae CTBOPEHHS
BIJNIOBIIHUM KEPIBHUKOM CBO€I PE30JIIOLI 0 I[bOTO K JOKYMEHTa, a JIMILIE
nependaydae 03HaAMOMIIEHHS 13 IOKyMEHTOM;

CJICKTPOHHOIO PE30JIIOIIEI0 MOXKEe OyTH BU3HAYEHO TOJIOBHOTO BUKOHABIIS,
CIIBBUKOHABLIIB, CTPOKM BUKOHAHHSI, OTPUMYBauiB JTIOKYMEHTa “710 BijoMa’.

74. EneKkTpoHHI TOKyMEHTH HAaIXOIATh A0 iX BUKOHABLIB BUKIIOYHO Yepe3
CEJl cenuiHoi pajay Ha MiJCTaBl HAKJIAJEHUX HA HUX €JIEKTPOHHHUX PE30JIIOLIH.

JIOKyMEHT, BUKOHABIISIMH SIKOTO € KIJIbKa CTPYKTYPHUX MIAPO3JILIIB
(mocagoBux 0ci0), HAAXOAUTH OJJHOYACHO /0 BCIX HOro BUKOHABLIB, BU3HAUEHUX
€JIEKTPOHHOIO PE3O0JIIOLIIEI0 YU MEPETIKOM PO3CUIIKH, CTBOPEHUM PEECTPATOPOM ab0
aBTOPOM JOKYMEHTA.

VY pa3l 3a3HayeHHS B EJEKTPOHHIM pe30JIolii KEepiBHUKA YCTaHOBU
(magnpuemMcTBa, oprasizaiii), sika He miakmodeHa g0 CEJ[ cenumuoi pasnu,
BIJIIPABJICHHSI €JIEKTPOHHUX JOKYMEHTIB Pa3oM 3 €JIEKTPOHHUMHU PE30JIOLISIMHU
3IIACHIOETHCS CITY>KO0O0I0 JIIJIOBOJICTBA CEJIMIIHOI paay 3 BUKOPUCTAHHAM CHUCTEMU
B32€MO/IIi YU €JIEKTPOHHOI MOIITH.

75. KepiBHUKHU CTPYKTYPHHUX IiIPO3ALTIB anapaTy CEJHIIHO1 paau (KepiBHUKU
CTPYKTYPHUX TIAPO3/IJIB YCTaHOB) ONpPAIlbOBYIOTh €JEKTPOHHI JOKYMEHTH,
OTpUMaHi BHACIIJOK iX nepenaBanns yepe3 CEJ] cenuminoi paau 3a HalexHICTIO, Ha
I1JICTaBl HAKJIAJICHUX Ha HUX €JICKTPOHHUX PE30JIFOIIH.

VY pa3i HeoOX1THOCTI, KEPIBHUK CTPYKTYPHOIO MiIPO3LTY YCTAHOBH Ma€ MPaBo
JIeleryBaTh CBOEMY 3acCTYNMHUKY (BIAMOBIAJbHOMY MpPAIiBHUKY IM1JIPO3ALIY)
PO3TJIsi] YaCTUHH EJEKTPOHHUX JTOKYMEHTIB, SIKi HaAXOJATh Ha OIpPAIFOBAHHS /0
CTPYKTYPHOTO MiAPO3/ILITY.

76. CEJl cemumaoi pamu aBTOMAaTHYHO (GiKCye (akTu mepemnaBaHHsS
CJICKTPOHHUX JTOKyMEHTIB BUKOHABIsIM B PMK 13 3a3HavenHs M iHdopMallii mpo
BUKOHABIIIB, IKUM TIEPEIaHO JTOKYMEHT.

77. 3MiHa roJIOBHOTO BUKOHaBILA 3AilicHIOeThCs B CEJl cenmuimHoi pagu Ha
MIJCTaBl  pe30JIIOIIi  KEpiBHMKA, SKUM  3I1ACHIOBAB MEPBUHHHUMN  PO3TIIS
€JIEKTPOHHOTO JJOKYMEHTA.

78. S0 U1 eNeKTPOHHOIO IOKYMEHTa HE BCTAHOBJIEHO CTPOKiB BUKOHAHHS,
a WOro ompalfoBaHHs HE TNOTpedye MiArOTOBKH MPOEKTY JOKyMEHTa Ha HOro
BUKOHAHHS, BIJMOBIJAIPHUN BHKOHABEIb Ma€ TNPABO TICIS O3HAWOMJICHHS 3
nokymentoMm BHecTH B PMK iHdopMariito mpo cnocid BUKOHAHHS IbOTO JJOKYMEHTa
(mUTaHHS BUPIIIEHO B poO0OYOMY MOPSIKY, B3SATO y4acThb y Hapaji TOIIO), 3aKPUTHU



1oro “no crnpasu’.

Ao  eNeKTpOHHUM  JTOKYMEHT  pO3ICIaHO  MpaliBHUKAM  CEJUIIHOL
paau(ycranoB) st o3HailomiienHs yepe3 CEJl cenuminoi paau, mpaiiBHUKA BHOCSATD
BIIMITKY TIPO 1X O3HAMOMIICHHS, a Y pa3l pO3CUIaHHS JUIsl O3HAWOMIICHHSI i ITiAITHC
- MIATBEPIKYIOTh HAKJIAJaHHIM KBaJI1(PIKOBAHOTO €JIEKTPOHHOTO MIAMUCY. Y TaKOMY
Bunajky B CEJl cenuiuoi paau aBTOMATUYHO T€HEPYETHCS JIUCT O3HAMOMIICHHS 3
JIOKyMEHTOM, y SKOMY 3a3HA4a€ThbCsl MEPEeNiK IMOCAaJ0BUX OCIO CENMINHOI pajau
(ycraHoB), skuM Oyj0 TepeaHO BIAMOBITHUMA JOKYMEHT 3 IIO03HAYKOK IIPO
O3HAHOMJICHHSI, Y TakoMy (popMarTi: TPi3BUIIE Ta BIACHE iM’s, JaTa HAIXOHKCHHS
CJICKTPOHHOTO JOKYMEHTa, JaTra O3HaloMjeHHS (KBamiikoBaHA €JIIEKTPOHHA
MO3HAYKa 4acy).

79. Jns nokyMeHTIB y mamnepoBidt ¢opmi, 3a3HaYEHUX Yy TYHKTI 2 i€l
[HCTpYKIIi1, pe30roLisi MPOCTABISETHCS y BUTIISA/1 HAMTUCY HA IOKYMEHTI.

KopoTkuii 3MicT 10KyMeHTa (3ar0J10BOK)

80. 3aroioBOK 710 TEKCTY (KOPOTKHI 3MICT) IOKYMEHTa TOBUHEH MICTUTHU
CTUCJIMA BUKJIAJ CyTi JOKyMEHTA. 3arojloBOK JI0 TEKCTY (KOPOTKHIl 3MICT), 0OCsT
sxoro nepesuiye 150 3HaKiB (11’ SITh PAJKIB), T03BOJSETHCS MTPOIOBKYBATH 10 MEXKI1
npaBoro noJisi. Kparka B KiHIII 3aT0JI0BKa HE CTaBUTHCS.

3arooBoK (KOPOTKHMM 3MICT) BIAMOBIAA€E HA MUTaHHA ,,[Ipo Mmo?”, ,,KOro?”,
,doro?”’. Hampuknaz: Haka3 (mpo 1mo?) mpo HaJaHHs BIAMYCTKH; JUCT (TIpo 1107) mpo
opraHizalliro Hapajau, MPOTOKOa (4oro?) 3aciiaHHs aTecTaliifHOI KOMIcii; mocaaoBa
IHCTPYKIIis (KOT0?) TOJIOBHOIO CIIELialiCTa.

CynpoBiiHiI JUCTH, JOMOBIIHI Ta CIy>KOOBI 3alMCKU JT03BOJISIETHCS CKIAAATH
0e3 3aroJioBKa.

BigmiTka npo KOHTPOJIbL

81. BiagmiTka nMpo KOHTPOJIb O3HAUAE, IO JOKYMEHT B3ATO Ha KOHTPOJb AJIs
3a0e3MeyeHHs HOro BUKOHAHHS B YCTAHOBJICHUH CTPOK.

Ha nokxymenTax y maneposiii popmi BiIMITKa IPO KOHTPOIb POOUTHCS HMUIIXOM
npoctapiieHHd Jitepu “K” yu cnoBa “Kontpons” (Bl pyku ab0 3 BUKOPUCTAHHAM
HITamia) Ha JIiBOMY IOJI1 IEPILOT CTOPIHKY TOKYMEHTa Ha P1BHI 3ar0JI0OBKA /10 TEKCTY.

JInsi TOKyMEHTIB, CTBOPEHHUX y €JEKTPOHHIN (opMi, BIAMITKA PO KOHTPOJIb
npoctasisgeTbest B PMK Ta pesosnrortii kepiBHUKA.

TekeT 10KyMeHTa

82. Tekcr gokyMeHTa MICTUThH i1H(dOpMalio, s (IKCyBaHHS SKOi HOTO
cTBopeHO. [H(opmallis B TEKCTI JOKYMEHTa BHKIAJAETHCS CTHCIO, TPaAMOTHO,
3pO3yMUJIO Ta 00’ €KTUBHO. JIOKYMEHT HE TTOBUHEH MICTUTH MOBTOPIB, @ TAKOXK CIIIB 1



3BOPOTIB, SIKI HE HECYTh 3MICTOBOTO HaBaHTakeHHs. [1i/1 yac ckiagaHHs JOKYMEHTIB
B)KHMBAETHCS IJIOBUI CTUITB, IJIS IKOTO XapaKTEPHUA HEUTPATbHUIN TOH BUKIIACHHS,
1mo30aBeHU 0OpPa3HOCTI Ta €MOIIHHOCTI.

Texct moxkymeHTa OGOPMISETHCS Y BUIUIAAI CYLUIBHOTO 3B SI3HOTO TEKCTY,
aHKETH 4K TabJuIl a00 NMUISIXOM MO€ETHAHHS [TUX POPM.

CyuinpHui 3B S3HUM TEKCT JOKYMEHTa MICTUTh TIpaMaTH4YHO 1 JIOTI4HO
y3ro/pkeHy iH(opmMmallito mpo yrnpabmiHCHKI Aii. Taka ¢opma BUKIaACHHS TEKCTY
JIOKyMEHTa BUKOPUCTOBYETHCS MiJ Yac CKJIAJIaHHA TMOJIOKEHb, MOPSAKIB, MPaBUI,
PO3MOPSATINX TOKYMEHTIB 1 JIUCTIB.

Tekcr, K mpaBUiIO, CKIAAETHCA 3 BCTYIHOI, MOTUBYBAJIBHOI Ta 3aKIIOYHOI
yacTuH. BCTynmHa yacTuHA MICTUTH MiACTaBy, OOTpyHTYBaHHS ab0 METy CKJIaJICHHS
JIOKyMEHTa, MOTUBYBaJIbHA - OOTPYHTYBaHHS MO3UIIIT aJIMIHICTpallii, B 3aKIIOYHIN -
BHCHOBKH, PONO3ULI1, PIIICHHS, IPOXaHHS.

TekcTu CKIagHUX 1 BEJIUKUX 3a 00CATOM JOKYMEHTIB (ITOJIOKEHHS, MpaBuia,
IHCTPYKIIii, OTJISU, 3BITH TOIIO) MOAUISIOTBCA HA PO3AUIM, MIIPO3AUIH, ITYHKTH,
NIANYyHKTU. [IyHKTH y TEKCTI HyMepyroThcs apaObCbKMMH LU(paMH 3 Kpamkoro, a
NIJOYHKTA - apaOCbkuMu LudpamMu 3 ayxKor. AO3al HYHKTY Ta MAMYHKTY
MOYMHAETHCS 3 BIACTYIY BIJ] JIIBOTO MOJIA CTOPIHKU 0€3 Oy/b-iKoi mo3Hauku (aedic,
Kparka Toio). KokHa CTpyKTypHa OJIMHHUIISI HOPMATHBHO-IIPABOBOTO akTa (KpiM
ab3aily) BIJIOKpPEMITIOETHCA BiJ TOMNEPEIHbOI MPOIYCKOM psiika. BuzHaueHHs
TEPMiHIB Yy HOPMATHBHO-IIPABOBOMY aKTiI HABOJATHCS B alipaBITHOMY TMOPSJKY 1 B
HA3WBHOMY BiJIMIHKY.

B okpemux Bumamkax po3AUIM MOXYTh TMOIIISTHUCS Ha TJIaBH, a TaKOX
HYMEPYBaTUCS PUMCHKUMU U pamu.

83. @dopma aHKETH BUKOPUCTOBYETHCS Y pa3l BUKIAJAEHHS Y HU(poBOMY ab0
CJIOBECHOMY BHUIIIsIAI 1HGOpMAIl TIPO OAMH OO €KT 3a MEBHUM O0OCSITOM O3HAaK.
[TocTiitHotO 1H(MOPMAITIEI0 B aHKETI € y3arajdbHeHI HallMEHyBaHHS O3HAK, 32 SIKUMH
MPOBOJIUTHCSA OMUC 00’ €KTA, @ 3MIHHOIO - KOHKPETHI XapaKTePUCTHKHU.

84. Tabnuyna ¢opma TOKyYMEHTa BUKOPHCTOBYETHCS y pa3l BUKJIAJACHHS Y
nudpoBOMy ab0 CIOBECHOMY BUIJISAl 1HGOpMAaILl Npo KiJIbKa 00’€KTIB 3a PSAIOM
03HaK. 3arojioBKu rpad TabJIMIl MUY THCS 3 BETUKOI JITEPH, IM1/13aT0JIOBKH - 3 MaJIO1
mitepu. Kpanku B KiHIIl 3aroJIOBKIB 1 M1J3aroJ0BKiB rpad HE CTaBISATHCS. 3aroJ0BKU
1 MIJ3aroJioBKU rpad Ta psAAKiB TaOJWII MOBUHHI OyTH BUKJIAAEHI IMEHHUKOM Y
HA3WBHOMY BiIMIHKY OJTHUHU. Y 3aroJIOBKax 1 IM13arojoBKax psAaKiB 1 rpad Tadmmin
B)KMBAIOTHCS JIUIIE 3araJIbHONPUNHATI YMOBHI MO3HA4YEHHS 1 CKopoudeHHs. ['padu
TaONuUII, SIKI PO3MILIYIOTHCS Ha KUIBKOX CTOpiHKaxX, HyMmepyroTbcs. Ha apyriit Ta
HACTYMHUX CTOPIHKAX TaOJHII 3a3HAYal0ThCsl HOMEPH rpad), a TaKOXK y BEPXHBOMY
IpaBoMy KyTKy — ciioBa “IIpogoBkeHHs foKyMeHTa” (13 3a3Ha4€HHSM KOHKPETHOTO
BUJly IOKYMEHTA).

Odopmiienns noaaTkis

85. JlomaTku 10 JOKYMEHTIB CKJIaAalOThCs 3 METOKO JIONMOBHEHHS, MOSCHEHHS
OKpEMHUX MUTaHb a00 JJOKYMEHTA B IIJIOMY.



86. JlomaTku 10 JOKYMEHTIB MOXKYTh OyTH TaKUX BUIB:

JOJIaTKH, IO 3aTBEP/DKYIOTHCA PO3MOPSIIYUMHU JTOKyMEHTaMU (TIOJO0XKEHHS,
THCTPYKIIli, IpaBUia, MOPSIKHA TOILIO);

J04aTKHU, IO JOIIOBHIOIOTH Ta/a00 MOSICHIOIOTH 3MICT OCHOBHOT'O HOKYMCHTA,

JOJIaTKH, 1110 HAJICUJIAIOTHCS 13 CYNPOBIAHUM JHCTOM.

Y TekcTi OCHOBHOTO JOKYMEHTa POOWTHCS Taka BIJIMITKA MPO HAsBHICTh
JTOAATKIB: “IIO JOJAEThCS’, “3THO 3 JojaTtkom’”, “(momatok 1), “BIANOBIIHO 110
nonaTka 2” abo “(IMB. 101aTOK 3)”.

87. JlomaTku 10 TOKYMEHTIB O(DOPMITIOIOTHCS, SIK MPABUIIO, HA CTaHJIAPTHUX
apkymiax nanepy. Ha papyriii 1 HacTymHiil CTOpiHKax JoJlaTka pOOUTHCS Taka
BiamiTka: “IlponmosxkenHs goxarka”, “IIpomopxeHHs qomaTka 17

Ha nonmatkax 10 1OJIOKEHb, MNPABWI, IHCTPYKUIA TOHIO MPOCTABISETHCS
BIJIMITKA Y BEpXHbOMY ITPaBOMY KyTI MIEPIIOI CTOPIHKY JIOAATKA, KA BKIIOYAE HOMEP
J10/1aTKa, 3arojOBOK HOPMATHMBHO-IIPABOBOTO aKTa Ta MOCHJIAHHS Ha BIANOBIIHY
CTPYKTYpHY OAMHMIIO. Y pa3l JONOBHEHHS HOPMAaTUBHO-IPABOBOTO AaKTa, SIKUMN
HiJIArae 1ep>KaBHii peecTpalili, HOBOIO CTPYKTYpPHOIO OJIMHUIICIO 3 MOCUJIAaHHIM Ha
JOJaTOK a00 BUKJIIOYEHHSI 3 TEKCTY HOPMAaTHBHO-IIPABOBOIO aKTa CTPYKTYpPHOI
OJIMHMITI, SIKa MICTUTh IMOCHJIAHHS Ha JIOJAaTOK, HyMeparlis JOoAaTKIB Ta BIAMOBIIHI
NOCUJIAaHHS Ha HUX Y TEKCTI HOPMaTUBHO-IIPABOBOI'O aKTa 3MIHIOIOTHCS.

CTOpIHKM KOXHOTO J0/IaTKa MarTh CBOIO HyMepallito. Y KIiHII MiJ TEKCTOM
JoJaTKa MPOCTABIISETHCS PUCKA, 110 CBITYUTH MPO HOTO 3aKIHUCHHS.

VY pa3i HasgBHOCTI KUJIBKOX JIOAATKIB HA HUX 3a3HAYAIOTHCS MOPSAKOBI HOMEPH,
Hanpukiaa: agoaatok 1, momatok 2. 3Hak “Ne” mepen 1mudpoBHM IMMO3HAYCHHSM HE
CTaBUTHCS.

JonaTku 10 pO3MOPSIKEHb CEJIMIIHOTO TOJOBU € HEBIJ €MHOK YaCTHHOIO
TaKuX PO3MOPSIKEHb Ta:

BI3YyIOTHCSA TIPAIIBHUKOM Ta KEPIBHUKOM CTPYKTYPHOTO TIAPO3ALTY, SKUH
CTBOPUB JIOKYMEHT 1 TIJIMUCYIOTHCS CEKPETapeM CEHIIHOI PaJIH.

BI3YyIOTbCA TMPAILiIBHUKOM, SIKUA CTBOPUB JOKYMEHT Ta MIANUCYIOTHCS
KEpIBHUKOM  YCTAHOBU  (SKIIO PO3POOHMKOM € CTPYKTYpHUH  MiAPO3ILI
aaMiHICTparlii).

VYci mogatku 10 IHIIMX JOKYMEHTIB BI3YIOTbCS MPAllIBHUKOM, SIKM CTBOPHUB
JIOKYMEHT, Ta MiJMUCY€ThCA KEPIBHUKOM CTPYKTYPHOTO MIAPO3ALTY, B SIKOMY HOTO
CTBOPEHO.

VY KiHII 01 TEKCTOM J0aTKa HOPMATUBHO-IIPABOBOT'O XapaKTepy (MOI0KEHHS,
IHCTPYKIIil, MpaBuia, MOPAAKY TOIIO), SKUH 3aTBEPIKYIOTHCA PO3MOPSAYUM
JIOKYMEHTOM TOJIOBU CEJHUIIHOT POOOTH, MPOCTABISAETHCS PUCKA, IO CBIAYUTH MPO



Horo 3akiH4YeHHs, a00 MIANMUC KEePIBHUKA CTPYKTYPHOI'O MIiAPO3AUTY YCTaHOBH Ha
JUILOBOMY OOIll OCTaHHBOTO apKylla oJaTKa Ta OOOB’S3KOBO Bi3a KEepiIBHHMKA
IOPUIUYHOI CITYKOU.

VY KiHII i) TEKCTOM JI0AaTKa HOPMATHUBHO-TIPABOBOTO XapaKkTepy (TOI0XKEHHS,
IHCTpyKIlii, TpaBWiIa, TOPSAAKY TOILIO), SKUWA 3aTBEPUKYIOTBCS  HaKa3oM
CTPYKTYPHOTO MiIPO3JILTy YCTAaHOBHU, TIPOCTABIIETHCS PUCKA, IO CBITYUTH PO HOTO
3aKIHUYCHHS, a00 MIANUC KEpiBHHUKA CTPYKTYpPHOTO IIJPO3JLTy YCTaHOBH Ha
JMIIFOBOMY OOIIi OCTAaHHBOTO apKyIlia I0AaTKa.

Y pasi, KOJIM AOAATKH HAJACUIAIOTHCS 13 CYNPOBIAHUM JIMCTOM, BIAMITKAa MPO
HasBHICTbh JIOJATKIB PO3MIIIYETHCS MICHSI TEKCTY JMCTA MEepe] MiAIUCOM.

SKI0 TOKYMEHT Ma€ JI0AaTOK, IOBHE HaWMEHYBaHHSI SIKOTO HAaBOJAUTHCS B HOTO
TEKCTI, BIIMITKA PO HABHICTh I[LOTO J0JaTKa 0(hOPMIIIOETHCS 32 TAKOIO POPMOIO:

Jonarok: Ha 7 apk. y 2 npum.

SKIo JOKyMEHT Ma€ JOJaTKH, IMOBHE HaWMEHYBaHHS SKUX Y TEKCTI HeE
HaBOJIUTHCS, iX HEOOXIHO MEPENYUTH MICISA TEKCTy 13 3a3HAYCHHSM KIUJIBKOCTI
CTOPIHOK y KO)KHOMY JOJATKy Ta KIJIBKOCTI iX NPUMIPHUKIB, HAITPUKJIIA/:

Honatku: 1. JloBiika Mpo BUKOHAHHS TUIAHY  PO3BAHTAXYBAJIBHUX POOIT
3a Il kBapTan 2017 p. Ha 5 apk. B | npum.

2. I'padix pemonTHux poOiIT Ha | kBapTan 2010 p. Ha 3 apk. B 1 ipum.

SIK1110 70 JOKYMEHTA JOAAETHCS THITUN JOKYMEHT, SIKMM Ma€ T0AaTKU, BIAMITKY
PO HAsIBHICTH J0/1aTKa 0(OPMIISIIOTH 3a TaKOK0 (DOPMOIO:

Honatok: muct YkpaepxapxiBy Bia 20 BepecHst 2018 p.
Ne 595/04-12 1 nogaTok 40 HBOTO,

Bchoro Ha 20 apk. B 1 npum.

88. V pasi KoM AOKYMEHT MICTUTH OUIbIIE JNECATH TOAATKIB, CKIIAIa€ThCs
OIHKC 13 3a3HAYEHHSIM Y JJOKYMEHTI TaKoi BIMITKH:

Jlomatok: 3TiJTHO 3 ONMKMCOM Ha 3 apK.

SKI10 0/1aTOK HAJICUIIAETHCS HE 32 BCIMa 3a3HAYCHUMH B IOKYMEHTI aJpecamH,
BIIMITKA MPO HASBHICTh IOKYMEHTa OPOPMITIOETHCS 32 TaKOK (HOPMOIO:

HonaTok: Ha 5 apk. y 2 mpuUM. Ha MEPIILy aapecy.

89. Ha gomatkax, 1o 3aTBEpIKYIOTbCS  BIAMOBITHUMH  aKTaMu
(moJioKeHHs, 1HCTPYKIIi, TMpaBWia, TOPSAKA TOIIO), IPOCTABISAETHCS Tpud
3aTBEP)KEHHS BIAMOBIIHO A0 MyHKTY 68 111€i [HCTpyKIMii. Y BiIMOBIAHUX MyHKTax



pO3MOPSIIU0l YaCTHHHM JIOKYMEHTa pPOOWTHCS TOCHIIAHHS: ,,III0 JOMA€ThCs abo
,»(momaeThes)”.

Ha nonmatkax 10 TMOJIOKEHHSA, MPaBWJ, 1HCTPYKLII TOIIO MPOCTaBISIETHCA
BIIMITKa Y BEpXHOMY MPABOMY KyTi IIEPIIOT CTOPIHKH JI0/1aTKa, sIKa BKIIOYa€ HOMEP
JI0JIaTKa, 3arojOBOK HOPMAaTHMBHO-NPABOBOTO aKTa Ta TOCWUJIAHHS Ha BiJMOBIAHY
CTPYKTYpPHY OJAMHHUIIIO, HATTPUKIIA;

JlonaTok 5

1o [IpaBui BUpoOHHIITBA (BUTOTOBJICHHS )
Ta KOHTPOJIIO AKOCTI JIIKApChKUX 3ac001B
B anrekax (MyHKT 7)

CynpoBiiHI MaTepiaiy AOBIAKOBOro abo aHaNITHYHOIO xapakrtepy (rpadikwu,
CXEMH, TaOJIUIll, CIIUCKH TOIIO) IO OCHOBHOTO JIOKYMEHTa IMTOBUHHI MaTH BIJIMITKY 3
MOCUJIAaHHSM Ha 1€l JOKYMEHT, HOT0 Ha3BY, HAIIPUKIIAI:

Jomaroxk

J10 PO3IOPSIIPKEHHS CEJIMIIHOTO TOJI0BH

BennkoOepe30BULIBKOT CENTUIIHOT pan

[Ipo 3aTBepaKEeHHS ONEPALIITHOrO MIIaHy AiSUIBHOCTI BHYTPIIIHBOTO aYJUTY

BizyBaHHS Ta MOTr0’KEHHS NMPOEKTIB eJIEKTPOHHUX JOKYMEHTIB

90. IloromkeHHs NPOEKTY €EJNEKTPOHHOTO JOKYMEHTa IOJNAraE y MOro
BI3yBaHH1 YNOBHOBAKEHUMH oco0amH, 3a3HaueHUMU B PMK, mo 3abe3neuyerbcs
CEJl cenumuoi pamu Ha miAcTaBl c)OPMOBAHOTO TMEPENiKy IMOTOKYyBayiB,
3a3HayeHux y PMK.

91. Indopmaris mpo NOTOHKEHHS, BIAXUJICHHS 00 TOBEPHEHHS aBTOMaTUYHO
BHOCUTHCS 10 PMK.

92. TloromxeHHss Ta MIANUCAHHSA TMPOEKTY EJIEKTPOHHOTO JOKYMEHTa
3MIICHIOETHCS Y TAKOMY TMOPSIZIKY:

MPOEKT EJIEKTPOHHOTO JOKYMEHTa, CTBOPEHOTO B CEJMINHIA pajii, CIOYaTKY
BI3yETHCSI MOTO aBTOPOM, KEPIBHUKOM CTPYKTYPHOTO MiAPO3/iTy (BiAMOBITATHEHOTO
MiIPO3/AUTy) Ta YINOBHOBAKEHMMH OCO0AMH 1HIIMX CTPYKTYPHUX IiIPO3ILIIB
CEJIUIIHOI paau, 3a3HaueHuMH B PMK;

MPOEKT €NIEKTPOHHOTO JJOKYMEHTA BI3YETHCSI 3aCTYITHUKOM CEJIUIITHOTO TOJIOBH,
KEpIBHUKOM amapary CeJIWIIHOI paau, SIKUA KOOPAUHYE POOOTY CTPYKTYPHOTO
M1IPO3/1TY, BIATOBIIAILHOIO 3a MIATOTOBKY MPOEKTY €JIEKTPOHHOTO
JOKyMeHTa (ITOTOIKEHHS 1HIIIMX 3aCTYMHUKIB CEJUIIHOTO TOJIOBH, SIKi KOOPAHHYIOTh
poOOTY 3alHTEPECOBAHMX MIPO3/LIIB, HE BUMATra€ThCs);



IPOEKT EJIEKTPOHHOIO JOKYMEHTa, CTBOPEHOT'0 B YCTaHOBI, CLIOYATKY Bi3y€ThCs
HOro aBTOPOM, KEpIBHUKOM MiANOPSAIKOBAHOTO MIJPO3AUTy Ta KEPIBHHUKOM
CTPYKTYPHOTO MiApO3AiTy (BIAMOBIAAIBHOTO TIAPO3AUTY) Ta YNOBHOBOKCHUMH
0cobaMM IHIIUX CTPYKTYpHUX MiAPO3AUIIB YCTAaHOBH, 3aCTYIMHHUKOM KepiBHHKA
YCTaHOBH, 3a3HaueHUMU B PMK;

IPOEKT EJEKTPOHHOTO JOKYMEHTa Bi3y€ThCSl 3aCTYITHUKOM KepiBHHKA
YCTaHOBH, KU KOOPAUHYE POOOTY CTPYKTYPHOTO MiIPO3LTY, BIAMOBIJAIBHOTO 32
HiATOTOBKY MPOEKTY €JIEKTPOHHOTO JOKYMEHTa (TOTOKEHHS 1HIIMX 3aCTYIHUKIB
KEepIBHUKA YCTAHOBH, IKI KOOPJAMHYIOTh POOOTY 3alHTEPECOBAHMX MiAPO3ALIIB, HE
BUMAaraeThbes);

y pa3i HOTOKEHHSI TPOEKTIB PO3MOPSIKEHb TOJIOBU CEJIUIITHOI PajJu 3 OCHOBHOI
JUSITTBHOCTI, aJIMIHICTPAaTUBHO-TOCTIOJIJAPCHKUX MUTAaHb B €JIEKTPOHHIN (hOpMi MPOEKT
TaKOro JOKYMEHTa BI3YEThCS KEPIBHHUKOM IOPUAMYHOI CIIyKOM 3a pesyibTaTaMu
MIPOBE/ICHHS IOPUUYHOI €KCTIePTU3H, MPAI[IBHUKOM CTPYKTYPHOTO MiAPO3/LTY, Ha
SKOTO TIOKJIAJICHO MTUTaHHS 3aro0IraHHs Ta BUSBJICHHS KOPYMIIii, @ TAKOX CIY>K00I0
JIJIOBOJICTBA CEJIMIIHOT Paju, SIKUM 31HCHIOE pelaryBaHHs [IUX JOKYMEHTIB;

MPOEKT EJEKTPOHHOI'O JIOKYMEHTa BI3Y€ThCA BCIMAa IOCAJIOBUMH OCOOaMuU
(moroiKyBayamu), HassBHICTh BI3M SKuX nependadeno B PMK, mpu nibomy BizyBaHHS
MPOEKTY €EKTPOHHOTO IOKYMEHTA HE 3aTBEP/IKY€ 3a3HAYCHUI JIOKYMEHT;

MPOEKT TIAMUCYEThCSI KEPIBHUKOM  (MIAMUCYBavyeM), SIKAA 3aTBEPIKYE
€JIEKTPOHHUN JJOKYMEHT.

93. He mnoromkeHuil y BIANOBIAHOMY TMOPSAKY MPOEKT EJIEKTPOHHOIO
JTIOKYMEHTa HE TIEPEeAAEThCS Ha MiAMUCAHHS (3aTBEPKEHHS ).

94.  YnoBHOBaxk€HI 0OCOOM IHIIMX CTPYKTYpHUX TIJAPO3JAUIIB amapary
cenuIHoi paau (yCcTaHOB) 3a (paKTOM Haaxo pkeHHs a0 Hux depe3 CEJl cemumiHoi
pajy TPOEKTY EJIEKTPOHHOTO JOKyMEeHTa OepyTh y4acTh y HOTro OmpaltoBaHHI B
YaCTHHI, 10 CTOCYEThCA iX KOMIIETEHIII].

95. CBoto Mo3uIII0 MOAO0 ONPALLOBAHOTO MPOEKTY EIEKTPOHHOTO JOKYMEHTA
YIIOBHOBa)XXE€HA 0co0a 3ailHTEPECOBAHOTO MIAPO3AUTY JOBOJAUTH JO Bigoma
BiIMOBiAabHOTO Tiapo3aiuty yepe3 CEJl cenuinoi paau. BianosigHa mo3uilis Mae
OyTH YITKO OOTPYHTOBAHOIO, a y pa3i HEOOXIHOCTI BUKJIAJEHA Y TEKCTI MPOEKTY
CJIEKTPOHHOTO JIOKYMEHTa B PEXKUMI BUIPABJICHH (Y BUTJISI HOBOI pENaKilii Moro
OKPEMUX MOJIOKEHb ).

VY pasi BHECEHHS PENaKI[iiHUX MPABOK 0 MPOCKTY EJIECKTPOHHOTO JIOKYMEHTa
CE/l cenuuHoi paau:

30epirae MOTOYHY BEPCiIO MMPOCKTY EIIEKTPOHHOTO JOKyMeHTa (0€3 peaaKiiiifHmnx
MPaBOK) 3 yciMa HaKJIaJCHUMU Ha HEl eJEKTPOHHUMH HMUGPOBUMH MiAnUcaMH (1110
M1JITBEPKYIOTHCS) B apXiBl BEPCI MIPOEKTY €IEKTPOHHOTO TIOKYMEHTA;

CTBOPIOE HOBY BEPCII0 MPOEKTY EJIIEKTPOHHOTO JOKyMeHTa (0€3 eNeKTPOHHUX



uppoBUX MIANUCIB), SKa CTa€ IOTOYHOK BEPCIEID MPOEKTY EJIEKTPOHHOTO
JIOKYMEHTA 1 10 sIKO1 30epiraroThCsl BC1 BHECEHI PEAAKI[iiiHI MPaBKH.

Vi Bepcii mpoekTy 30epiraroThes B apxiBi Bepciit B PMK. PenaryBanns Bepcii,
30epexxennx B apxiBi PMK, 6iokyethcs. PegaryBanus moTouHOi Bepcii OJIOKY€eThCsS
TICTISl 3aTBEPKEHHS JOKYMEHTA.

96. 3a pillleHHAM CEJUIIHOIO TOJOBU (YCTAaHOBH) IOTOKEHHS MPOEKTY
€JIEKTPOHHOTO JOKYMEHTA MOXE 3/[1IHCHIOBATUCS Y TAKOMY TMOPSIIKY:

MPOEKT €NEKTPOHHOTO JOKYMEHTa Bi3yeTbcsi Moro aBTopoM, micis yoro CEJ]
CEJIMIIHOI pay aBTOMAaTUYHO OJJHOYACHO HAJCHUIIAE OTO HA MTOTOKEHHS KEPIBHUKY
NIANOPAIKOBAHOTO — MIAPO3AUTY Ta  KEPIBHUKY  CTPYKTYPHOrO  HIAPO3ALTY
(BIANOBLAAIIBHOTO MIAPO3A1ITY), 3aCTYITHUKY KEpIBHUKA YCTAHOBH, IKUH KOOPIAUHYE
poOOTY BIAMOBIIAIBLHOIO TMIAPO3JALTY, Ta YIOBHOBAXEHHUM 0OC00aM  1HIIMX
CTPYKTYPHMX MiAPO3JILIIB CEIUIIHOI pajiu, 3a3HaueHnx B PMK;

NoroKyBad, 3azHaueHuii B PMK, npotarom cTpoky, BU3HAY€HOro 3TIAHO 3
miero [HCTpyKIi€ro 3alieXHO Bia oOcsAry Ta/abo BUIY JOKYMEHTa, MAa€ MOTOIAUTH
IPOEKT €JIEKTPOHHOIO JOKYMEHTa Ta Yy pa3l HasgBHOCTI 3ayBaX€Hb BHECTH IX [0
IPOEKTY €JIEKTPOHHOTO TIOKYMEHTA;

AKILIO MOroJKyBad IMpoTAroM 3azHadeHoro B PMK cTpoky He moroaus Ta He
BHIC 3ayBaK€Hb JO MPOEKTY eJNeKTpoHHOro aokymeHnta, CEJl cenumiuoi pamu
aBTOMaTU4YHO BHOCUTH 10 PMK iH(opMmaliiro mpo moropkeHHs: MbOro MPOeKTy 3a
3amoBuyBaHHsM. [loro/KyBad Hece BIAMOBINATBHICTD 32 BIAMOBIAHE MTOTOKEHHS.

ABTOMaTHYHE TMOTOMKEHHS E€JEKTPOHHUX JOKYMEHTIB (IOTO/MKEHHS 3a
3aMOBUYYBaHHSIM) HE CTOCY€ThCS MPOXOIKEHHS X IOPUINYHOI €KCIIEPTHU3H.

97. 'V pasi NOroKeHHs MPOEKTY €JIEKTPOHHOTO JOKYMEHTa yMOBHOBa)KEHA
ocoba IHIIOTO CTPYKTYPHOTO MiApo3aury, 3a3HaueHoro B PMK, Bi3ye mpoekt
€JIEKTPOHHOTO JJOKYMEHTA.

98. [Ilicna BizyBanHHs BciMa 3a3HaueHMMu B PMK mnoromxyBauamu CEJ]
CEJIMIIHOI paAd aBTOMATUYHO HAJICWIAE MIPOEKT EJIEKTPOHHOrO JOKyMEHTa Ha
nignucanHs 3a3HadyeHomy B PMK nignucyBauy.

BizyBaHH#1 Ta IOr0sKeHHS JOKYMEHTIB, 1110 CTBOPIIOTHCS Y naneposiu ¢popmi

99. TloromkeHHs TOKYMEHTa y pasi MOTpeOM MOKe 3IHCHIOBATHCSA K B
cenumiHid pani  (ycTaHoBl) - BHYTpIIIHE, TaKk 1 3a i1 MeXaMH IHIIHUMHU
3aiHTEPECOBAHNMH yCTAaHOBAMHU - 30BHIIITHE.

100.  BHyTpimmHE TMOTOMKEHHS JOKYMEHTa O(OPMIIIOETHCS  ILISTXOM
MPOCTaBJISIHHS Bi3W. Bi3a BKJIIOYae OCOOMCTHH TIJMKUC, BIacHE iM’S 1 MPI3BHUILE



ocoOu, sika Bi3ye JTOKYMEHT, JaTy Bi3yBaHHS 13 3a3HAuCHHsIM, y pa3l moTpedu,
HallMEHYBaHHS MOCaJU ITi€l 0coOu.

101. Bi3u mpocTaBisIOTHCSA Ha JUIOBOMY ab0 B pasi, KOJM Micls Ha
JUITLOBOMY OOIli OCTAHHBOTO apKyIlia HEAOCTATHRO, HAa 3BOPOTHOMY OOIli OCTAHHBOTO
apKyIlia TPOEKTYy JOKYMEHTa, IO CTBOPIOETHCS Y paszl HAABHOCTI TMIJCTaB, SKi
BU3HAIOTHCSI OOTPYHTOBAHWMHM JJII CTBOPEHHS CEJUITHOIO Paaoi (YCTaHOBOIO)
JIOKYMEHTIB y manepoBii (opMi, Ta 3aJIMIIAETHCS B CEJUIIHIN pajii (yCTaHOBI).

102. 3ayBaskeHHS 1 IPOMO3MIIIT 10 MPOEKTY TAKOTO JOKYMEHTa
BUKJIQJAIOTHCS HA OKPEMOMY apKYIIIi, PO 10 Ha MPOEKTI pOOUTHCS BIAMOBIIHA
BIJIMITKA:

HavanbHuK Bi/IiTy 3arajibHOI Ta OpraHizaiiitHoi pooTu
Jlara TT1JITTHC Bnacue im’s ITPI3BUIE

3ayBaXk€HHs 1 MPOIMO3HULIIT JOJJAIOTHCS.
103. ITopsok Bi3yBaHHSI BA3HAYAETHCS LI€I0 [HCTPYKII€ELO.

104. 3a 3MicT HOKyMEHTa, SIKUW BI3Y€TbCS KIJTbKOMa 0ocoOamu, Taki ocoOu
BIIITOBIJAIOTH 3T1HO 3 KOMIIETEHIIICIO.

105. 30BHIIIHE MOTOHKEHHS MPOEKTIB TOKYMEHTIB, CTBOPEHUX Yy MarepoBiii
dbopmi, 0hOpPMIISETHCA NIJISAXOM MPOCTABIECHHS Ha HUX Tpuda MOTOJKEHHS, KU
Bkmouyae B cedbe cimoBo “IIOI'OJPKEHO”, naiimeHyBaHHS mocaad ocoOH Ta
YCTaHOBH, 3 SIKOIO TIOTO/IKY€ETHCS MMPOEKT TOKYMEHTa, 0COOUCTUH MIAMIC TOCAT0BOI
0co0H, CKpITUICHU TepOOBOIO TIEYATKOIO, BJIaCHE 1M s, MPI3BUIIE 1 JaTy ab0 Ha3BYy
JIOKYMEHTA, 110 MiITBEPHKY€ MOTOKEHHS, HOTO AaTy 1 HoMep (1HAEKC), HAPUKIIAT;

I[TOT'O/PKEHO

Minictp roctuuii Ykpainu

mamuc  Braacue im s [IPI3SBUILE
Jlara

[TOI'O’KEHO

[IpoToko 3aciiaHHs
eKCIIEPTHO-TIEPEBIPHOL
KOMICIi IEp»KaBHOT'O apXiBY
TepHomiabchKoi 00J1acTI
Jlara No

106. T'pud moromxeHHs CTaBUTHCS HIKYE MIAMKUCY HA OCTaHHIN CTOPIHII
IPOEKTY IOKyMEHTA.

107. 'V pas3i, KOJU 3MICT TOKYMEHTa CTOCYEThCS OUIbIIE HIXK TPhOX YCTAHOB,
CKJIaJIa€ThCsl JIOBIAKA (QpKyIll) IIOTOJDKEHHS, MPO IO POOUTHCS BIAMITKA Y



JIOKYMEHTI1 Ha Micili rpuda noroaKeHHs, HallpyuKIaI:

JloBizika (apKylil) HOTOHKEHHS J10/1a€ThCA.

108. JloBimka (apkyIi) MOTOKEHHS 0(OPMITIOETHCS HA JIUITLOBOMY Ta, y pasi
noTpeOu, 3BOPOTHOMY OOITl OTHOTO apKyIia 3a TaKoko (HOpPMOro:

JOBIJIKA (APKYI) TIOI'OXKEHHA

Hasga npoexty noKymeHTa

HaiiMenyBaHHS mocagyd  TIIITKC Brnacue im’s TIPI3BUIIE
Jlara

109. 3oBHIIIHE TOTOKEHHS Y pa3l MOTpeOH, BU3HAYEHOI 3aKOHOJABCTBOM,
3MIACHIOETBCS B TaKid TMOCIHIJIOBHOCTI: YCTaHOBU OJIHAKOBOTO PIBHS Ta 1HIII
yCTaHOBH; TPOMAJICHK1 OpraHizaiiii; opraHu, siki 3/{IHCHIOIOTh JEP>KaBHUI KOHTPOIb
B MI€BHIH cepi; YCTaHOBU BUILIOTO PiBHS.

Oc00,IMBOCTI OTrOAKEHHSA NPOCKTIB eJICKTPOHHUX JOKYMEHTIB

110. IIpouenypa TOTO/KEHHS NPOEKTY EJIEKTPOHHOTO JOKYMEHTA
KOHTPOJIIOETBCST MOTO aBTOPOM, a Yy pasl WOro BIACYTHOCTI 0COOOI0, sSiKa BUKOHYE
1oro 000B’SI3KH.

111. YV pa3i HagxoDKEHHS TMPOEKTYy EJIEKTPOHHOTO JOKyMEHTa Ha
MOTO/PKEHHSI TTOTO/I)KyBay IMOBUHEH O3HAMOMMTHCS 13 3MICTOM TMIPOEKTY, 3aBi3yBaTH
MPOEKT EJIEKTPOHHOTO JIOKYMEHTA (Y pasi 3ro/iu 3 MPOMOHOBAHOO PEAAKITIEIO0 TEKCTY
MPOEKTY EJEKTPOHHOTO JOKYMEHTa) ab0 BHECTH 3ayBa)XCHHS Ta MPOMO3UINi 0
HBOTO.

112. 3ayBakeHHS 1 MPOIO3HUIIIT IO MPOEKTY €JIEKTPOHHOTO JOKYMEHTA, 110
MaloTh y3arajdbHEHWH (KOHIENTyaJbHHI) XapakTep, IMOBHHHI BHKJIAJATUCA B
OKpeMOMY KOMEHTapi, 1110 BHocuThcs 10 PMK.

113. 3ayBakeHHs 1 MNPOMO3HUIII JO MPOEKTY EJICKTPOHHOTO JIOKYMEHTa
BHOCSTBCA B PEXKUMI PENAKIIMHUX TpPaBOK O€3MocepeaHbo 10 TEKCTY MPOEKTY
EJIEKTPOHHOTO IOKyMEHTa a00 BUIISIOTHCS IPUPTOM YK KOJTHOPOM, BIIMIHHUM Bi]l
mpudTy YU KOJIHOPY OCHOBHOTO TEKCTY MPOEKTY €JIEKTPOHHOTO JOKYMEHTa, Ta 13
3a3HAYCHHSIM aBTOPA BIAMOBIIHUX MTPABOK (PEKUM BHUIIPABIICHHS).

114. 3ayBakeHHS 1 MPOTO3UILT MOAO0 BIAMOBIIHOCTI HOPMATUBHO-TIPABOBUM
aKTaM MarOThb BHOCUTHCS 13 3a3HAYCHHSIM KOHKPETHUX HEBIJIMOBIAHOCTEH, CTaTeH,
MYHKTIB TOIIO a00 Ma€ HaJaBaTHUCS BIJMOBIIHUIN BapiaHT peJaKIlii TEKCTY, 10 SIKOTO
€ 3ayBaKCHHS.

115. TloromxyBau Bi3y€ MPOEKT EIEKTPOHHOTO JOKYMEHTa JIMIIE y pasl
BIJICYTHOCTI B HBOTO >KOJHHMX 3ayBaxk€Hb. [lOroJKEHUN MPOEKT EJEKTPOHHOTO



JOKYMEHTa aBTOMATUYHO NEPEAAEThCS HACTYMHOMY IOTOMXKYBady 3TiTHO 3
NepeikoM MOro)KyBayiB Ta MiANKUCyBayiB, 3a3HaueHux y PMK.

HOI‘OI[)KGHHH 13 3aYBAXKCHHAMU HC JOITYCKA€THCA, Kle BI/Il'[aI[KiB IIOTO?KCHH A
HpOGKTiB aKTiB, MOPpAAOK HNOT'OAKCHHS AKX BU3HAYCHO 3aKOHOAABCTBOM.

116. 'V pa3i BHeceHHS OyAb-SKUX pEIAKIIMHUX MpPaBOK A0 MPOEKTY
€JIEKTPOHHOTO JOKYMEHTA MOT0J[)KyBay IMOBEPTAE Oro aBTOPY Ha TOOIPAI[IOBaAHHS.

117. ABTOp MPOEKTY EJIEKTPOHHOIO JOKYMEHTa MiCIsi TMOBEPHEHHS HOMYy
BIIXMJICHOTO MPOEKTY JOKYMEHTA 3/11HCHIOE HOTO JOOMPAIlIOBaHHS, 32 pe3yIbTaTaMu
SKOTO:

npuiimMae (TOBHICTIO a00 YacTKOBO) HaJaHl 3ayBa)K€HHA, MPOMO3ULI,
pelaKuiliHI MPaBKU Ta HAJICUJIAE HA OBTOPHE MOTOXKEHHSI HOBY BEPCIIO MPOEKTY
€JIEKTPOHHOTO JJOKYMEHTA;

BMOTHMBOBAHO BIJXUJISi€ HAJlaHI 3ayBa)KEHHS Ta MPOIO3HMINI 13 3a3HAYCHHSIM
nijacTtaB 'y pekBizuri ,,00roBopenHs” PMK, micis 4Yoro mnoBepTae MpOEKT
€JICKTPOHHOTO JIOKYMEHTa Ha TMOTrO/KCHHS Yy TMOoMNepeaHidi Woro penakiii 0e3
HEOOXITHOCTI MOro TmepeBi3yBaHHS MOTOKyBauyaMH, SKUMHU HPOEKT OyJo
MOTOJIKEHO.

118. IloromxyBay, SIKMM OTPHMAHO IPOEKT EJIEKTPOHHOIO JIOKYMEHTA,
NOBUHEH MOro moroguTd abo MOBEPHYTH 13 BMOTHMBOBAaHMMH 3ayBa)KEHHSMH Ta
MPOTIO3HUILIISIMU TIPOTATOM CTPOKIB, BA3HAYEHUX L1€10 [HCTPYyKILI€LO.

119. Sxmo y mO3MINAX TOJOBHOIO BHKOHABISI Ta CITIBBUKOHABIS €
PO301KHOCTI, SIKI HE MOXYTh OyTH BperyJbOBaHI Ha PiBHI (haxiBLIB BIAMOBIAHHUX
CTPYKTYPHUX MIiAPO3AUIIB  CEJNUIIHOI paau (yCTaHOB), KEPIBHUK TOJIOBHOTO
BUKOHABIS IHILIIOE TPOBEIECHHSA Y3rOJKYBaJbHUX Hapal Ta KOHCYJIbTAll 3
y3rOJIPKEHHA pO301KHOCTE Ha pIBHI KEPIBHUIITBA BIANOBIIHUX CTPYKTYPHHX
NiApo3auIiB. Pe3ynpTaTu y3rofKyBalbHOI Hapagu O(OPMIIIOIOTHECS MPOTOKOJIOM,
akuid rotye Ta BHocuTh B CEJl cenmumiHoi paau aBTOp MPOEKTY, SK JIOTIYHO
OB’ sI3aHUH 13 TOKYMEHTOM, 111010 SIKOTO CKJIMKajlach y3roJKyBajibHa Hapaja.

3asHauenuil npotokon BizyeThcs B CEJl cenumnoi paau BciMa yyaCHHUKaMHU
HapaJu Ta MAMUCYETHCS KEPIBHUKAMU CTPYKTYPHHUX MiPO3AUIIB CEIUITHOI paju
(ycraHoB), y IKMX OyJid pOo301>KHOCTI.

PMK 3apeectpoBaHOTrO MPOTOKOJNY MICTUTh MOCHWJIAHHS Ha EJIEKTPOHHUUN
JIOKYMEHT, I110/I0 SIKOTO HOoro 0YyJI0 CTBOPEHO.

JIOMOBIIEHOCTI, TOCSATHYTI MiJ] Yac y3ro/LKyBaJIbHOI Hapaau Ta BUKIAAEH] y 1i
IPOTOKOJ, € OOOB’A3KOBUMM JJIsi BHUKOHAHHS BCIMa Y4YaCHUKAMU IPOLECY
MOTOJPKEHHSI pO301>KHOCTEH.

120. IIpoekT eleKTPOHHOTO JOKYMEHTa BBa)KAETHCS IMOTOPKCHUM Ta MOXKE
OyTH TWiANUCAHWW JMIIEe TMCIS TOro, SK #Woro Oyjae 3aBi30BaHO BciMa



MOro/)KyBadyamu, 3a3HaueHumMu B PMK.

121. 'V pa3i norpebu CEJl aamiHicTpallii reHepye JUCT 30BHIIIHBOTO a00
BHYTPIIIHHOTO TTOTOHKCHHS.

Opuauyna ekcneprusa

122. HOpunuuyna ekcmepTu3a NPOXOJIUTH B EJIEKTPOHHIM ¢opMi 3
Bukopuctanusam CEJ] cenuiHoi paau.

123. 3a pe3ynpTaTamu IOPUAMYHOI €KCIIEPTH3H, y pa3l HasIBHOCTI 3ayBakKeHb
0 TIPOEKTY EJEKTPOHHOIO JIOKYMEHTa, KEpPIBHUKOM Ta BIAMOBIJAILHUM
NpAIiBHUKOM IOPUAMYHOI CIY>KOM CemuIIHOi paau (YIMOBHOBaXXEHOK 0CO00I0
IOPUIUYHOI CIIYKOM yCTaHOBH) TOTYEThCS B E€JEKTPOHHIM (OpMI BHUCHOBOK 3a
dbopmoro, 3aTBEpaKeHOI0 MiHICTEpCTBOM IOCTHUIIIT YKpaiHU.

124. BucHoBok BHOcuThCs 10 CEJI cenuniHoi paau K BHYTPIIIHIN JOKYMEHT,
JIOTIYHO TIOB’SI3aHUM 13 MPOEKTOM, JI0 SKOTO BIH MiJTOTOBJICHUM, 3a MiAMUCOM
KEepIBHHMKA Ta BiJIMOBIIAJILHOTO MPAIiBHUKA IOPUAUYHOT CITY>KOM anapary CeIUIIHOl
paau (YIIOBHOBAXEHOIO OCOO00 IOPUANYHOI CITyKOU YCTAaHOBH).

125. 'V pa3i BIACYTHOCTI 3ayBa)kK€Hb JI0 MPOEKTY €IEKTPOHHOIO JTIOKyMEHTa
KEpIBHUK IOPUANYHOI CIIYKOU arapaTy CemuIIHoi paau (yHOBHOBXXEHOIO 0CO00I0
IOPUIUYHOI CIY>KOM YCTaHOBHM) BI3y€ MPOEKT elIeKTpoHHOro gokymeHTa B CEJ]
CEJIMILHOI paJiy.

IMignuc

126. IlocamoBi 0ocoOU CENMILHOI pajy MiANUCYIOTh JOKYMEHTH B MEXaX CBOIX
MOBHOB&)KEHb, BU3HAYCHHX aKTaMU 3aKOHOJABCTBA, IHIIUMH HOPMATHBHO-
MPAaBOBUMHU aKTaMH, PO3MOPSKEHHSM TOJIOBU TMPO PO3MOJALT OOOB’SI3KIB MIXK
rOJIOBOIO, 3aCTYyMHHUKAMH CEJIMIIHOTO TOJIOBH, THIIUMHU PO3MOPSAKEHHSIMH TOJIO0BU
CCJIMIITHOT paJid, a TAKOXK Ha ITICTaBl BUIAHUX JToBIpeHOCTeH. [Topsmok mamucants
JIOKYMEHTIB IHIIMMH 0CO0aMu Yy pa3l BIZICYTHOCTI CEJMIIHOTO TOJIOBU Ta MOCaI0BUX
oci0, sKi yMOBHOBAXKEHI iX MIANMUCYBAaTH, BU3HAYAETHCA PO3MOPSIHKCHHIM
CEJIULIHOTO TFOJIOBH.

[TocamoBi 0coOM ycTaHOB MIANHCYIOTh JOKYMEHTH B MeEXaxX CBOiX
NOBHOBA)KE€Hb, BU3HAYEHHX aKTaMU 3aKOHOAABCTBA, IHIIUMU HOPMATHUBHO-
IPABOBUMHU aKTaMH, TOJIOKEHHSIMU PO YCTAHOBH Ta MOCAJOBUMHM 1HCTPYKIIISIMH.

JIOKyMEHTH, 10 HAJCWIAIOTHCA JIO0 BHUIIUX OPraHiB Jep>KaBHOI BiIaaH
(Anaminictpamii Ilpesuaenta VYkpainu, BepxoBnoi Pamu Vkpainu, KaGinery
MinictpiB  YkpaiHu), HapogHUM JeryTaTaMm, Oe3mnocepenubo IIpe3uaeHToBI
Vkpainu, ['onoBi BepxoBnoi Pagum VYkpainu, IIpem’ep-miHicTpoBi YKpaiHu,
MIMUCYIOTHCA CEJMIIHUM TOJIOBOIO aJMIHICTpaIlii abo ceKpeTrapeM pajau, SKHUM
BUKOHY€E HOT0 000B’S3KH.



JlokyMeHTH, 10 HAJCWIAIOTHCS IHIMUM ajpecaraM, 30KpemMa MiAImpUueMCTBaM,
yCTaHOBaM, OpraHi3aIfisiM, TPOMaJasHAM, MiAMUCYIOTHCS CEIUIIHUM TOJIOBOIO, B
YCTaHOBI - KEPIBHUKOM YCTaHOBH 200 0CO00¥0, 1110 BUKOHYE HOTO 000B SI3KH.

127. TlocagoBi ocoOM YCTaHOB € MIANHCYBauaMH ITPOCKTIB E€ICKTPOHHHUX
JIOKYMEHTIB B MEXaX CBOIX IOBHOBa)KCHb.

128. IliamucyBaueM MPOCKTIB €JICKTPOHHUX JOKYMEHTIB, IO HAJICHIAIOThHCS
yCTaHOBaM BWIIOTO pIiBHSA, Ta JOPYYeHb YyCTaHOBAM, OpraHizaiisM Ta
HiAMPUEMCTBAM, IO HAJIEKaTh A0 chepu YIpaBIiHHS YCTAaHOBH, € KEPIBHUK
yCTaHOBH ab0 0co0a, 10 BUKOHYE HOT0 000B’SI3KH.

[linnucyBayeM MPOEKTIB EJIEKTPOHHUX JTOKYMEHTIB, IO HaJCUIAIOTHCA
yCTaHOBaM TOTO 3K a00 HIKYOTO PIBHSA, TEPUTOPIaJILHOMY OpraHy YCTaHOBH,
OpraHizalisiM Ta HiJIPUEMCTBAM, 10 HajekaTh 10 chepu yIpaBlIiHHSI YCTaHOBH, a
TaKOX JIMCTIB IIOJI0 PO3POOJICHHS MPOEKTIB aKTIB € KEPIBHUK CTPYKTYPHOTO
N1PO3UTy YCTAaHOBH 3T1JIHO 3 BU3HAYEHOIO KOMITETEHIII€:0 a00 0c00a, 1110 BUKOHYE
HOro 000B’SI3KHU.

[lignucyBayeM MPOEKTIB JOMOBIIHUX 1 CIYKOOBHUX 3allMCOK € KEpIBHHUK
CTPYKTYpPHOTO MIAPO3AUTY CEIUIIHOT paau (yCTaHOBM) 3TiIHO 3 BHU3HAYECHOIO
KOMIIETEHIII€10 200 0c00a, 1110 BUKOHYE MOr0 000B’ SA3KH.

[linmucyBayli MPOEKTIB E€JIEKTPOHHUX JIOKYMEHTIB, IO HaJCHJIAIOTHCS
MIIPUEMCTBAM, YCTAaHOBAM Ta OpraHizailisiM, siKl HE HajiexaTh JI0 JEpP>KaBHOTO
CEKTOPY €KOHOMIKH, TPOMaJITHaM, BU3HAYAIOTHCSA 11€10 [HCTPYKITi€TO.

129. He nomyckaerbcsi MiANMCaHHS MPOEKTIB JOKYMEHTIB 13 3BEPHEHHSIMU
oe3nocepenHbo 10 BepxoBHoi Panu Ykpainu, [Ipesunenta Ykpainu, AaminicTpariii
[Ipesunenta VYkpainu, Ilpem’ep-minicTpa VYkpaiHu, Bile-IpeM’ €p-MiHICTPIB
Vkpainu, Kabinery MinictpiB VYkpainu, Cekperapiaty KaOinery MiHicTpiB
VYkpainu, MIHICTPIB, OMHUHAIOYHM YCTaHOBY, 10 cQepu yMpaBliHHS $SKOi BOHA
HAJICKUTh, SAKIIO 1HIIIE HE TepeadayeHo 3aKOHOAABCTBOM.

130. [Iligmuc ckiamaeTbcs 3 HallMEHYBaHHSI MOCaaAW OCOOM, sIKa IMiAMHUCYE
JIOKyMEHT (IIOBHOTO - y pa3l, KOJU JOKYMEHT HaJpyKOBaHUl He Ha OJIaHKY,
CKOPOYEHOTO - y pasi, KOJM JOKYMEHT HaJpyKOBaHHMA Ha OJaHKy), OCOOMCTOTrO
MIJMNACY, IMEH1 Ta IPI3BUIIIA.

131. 'V pasi HajCWIaHHs JOKYMEHTA y TanepoBiit (hopmi 0THOYACHO KiTHKOM
yCTaHOBaM MIANUCYETHCS TIABKUA OPUTIHAJ, KU 3aJIMIIAETHCA y CIIpaBi CITyXOu
JIJIOBOJICTBA CEJIMIIHOL pajid (YCTaHOB), a HA MICIIsl PO3CUIIAIOTHCA 3aCBiAYEH] HOTO
KOITIi.

132. JIOKyMEHTH MiAMHUCYIOTHCS, K TPABUIIO, OJHIEIO ITOCAI0BOIO 0CO0010, a
y pasi, KOJHU 3a 3MICT IIPOEKTY JOKYMEHTa BIJIMOBIAAIbHI KIJIbKa 0Ci0 - 1BOMa abo
Oinpiie mocagoBuMu ocobamu. Ilpu 1BOMY pEKBI3UTH TOCATOBUX 0CIO -
MIMUCYBaYiB PO3MIIIYIOThCS OJWH 1]l OJHUM BIiJMOBITHO JI0 MIAMOPSIKOBAHOCTI



oci6. Hanpukmna;

KepiBHuk anapary nignuc Baacue im’sa ITPI3BUILE
T'osioBHUMIL Oyxraarep nianuc Baacue im’a ITIPI3BULIE
abo

I'osioBa koMicii mianuc Baacue im’a ITPI3BUILIE
Cexkperap komicii nianuc Buaacue im’s ITPI3BULIE

133. 'V pa3i miandcaHHs CHUIBHOTO JOKYMEHTa Ha TMarnepoBUX HOCIAX
KUIbKOMa 0co0aMH, sIK1 3aiMarOTh OJTHAKOBI TOCA/H, iX PEKBI3UTH PO3MINITYIOTHCS Ha
OJIHOMY PIBHI Ta CKPIIUIIOIOTHCA MM€YaTKAMH YCTaHOB, HAIIPUKJIIA/:

I'osioBa TepHONMUIBCHKOL I'osioBa TepHoninbebKOI
PalOHHOI JepP:KaBHOI aAMiHICTpamil pailoHHOI paau

miamuc Baacue im’a ITPI3BUIIE mianmuc Baacue im’a ITPI3BUIIE

(BiZOUTOK repOOBOi MeYaTKN) (B11OUTOK repOOBOI MeYaTKN)

[IpoTtokonu 3acimaHb KoJjerii MIANUCYIOTh TojioBa (3a MOro BIACYTHOCTI -
rOJIOBYIOUMI Ha 3aCiIaHH1) Ta CEKpeTap, HapUKIIa;

I'osioBa koJierii Hignuce Baacue im’a ITIPI3BULIE

CexpeTrap koJierii HMignuc Baacue im’a ITPI3BUIIE

134. 'V pa3i BIACYTHOCTI MOCAZ0BOi OCOOM, PEKBI3UTH TMIANUCYyBadya SKOI
3a3HAYEHO Yy MPOEKTI €JIEKTPOHHOTO JOKYMEHTa, aBTOPOM IPOEKTY CTBOPIOETHCA
HOBUY MPUMIPHUK MPOEKTY, B SIKOMY 3MIHIOIOTHCS JIMIIIE PEKBI3UTH MiAMKCYBaya,
HICTSL YOO BIAMOBIIHUN MPUMIPHUK O€3 MOBTOPHOIO MOTOJKEHHS BHOCUTBHCS Ha
H1IUC 0c001, 1110 BUKOHYE i1 000B’ SI3KH.

135. 'V pasi BiICYyTHOCTI 1OCaI0BOi 0COOU, HaliMEHYyBaHHS TIOCA/IH, TIP13BUIIIE,
BJIaCHE I1M’sl SKO1 3a3HAYEHO Ha TPOEKTI JOKYMEHTa, MPOXO/UKCHHS SKOTO B
aJMIHICTpallil MPOJIOBXKYETHCS y ManepoBid gopmi, HOro miaAnmUCcye ocoda, 10
BUKOHYE 1i 000B’s13KH, a00 ii 3aCTYNHUK. Y TaKoMy pa3i 000B’I3KOBO 3a3HAYAIOTHCS
dakTHyHa TOCaja, BJacHe IM’sl 1 TPI3BUINE OCOOHM, sKa Tianucaia JOKYMEHT
(BUNIpaBIEHHS BHOCATH PYKOINHMCHUM a00 MAaUIMHONMCHUM CIIOCOOOM, SIKIIO
JOKYMEHT HEMOXJIMBO nepenpykyBatu). He pomyckaeTrbest mi 4ac NiANMCAHHSA
JOKYMEHTa CTaBUTH NPUHMEHHUK “3a” 4Yu TpaBOOIYHY NOXWIYy PHUCKY IMepen
HallMEHYBaHHAM Tocagu. Y pasl 3aMillleHHS KepIBHMKa 3a  HaKa30M
(po3nOpsAIKEHHSIM) A0 HAMEHYBaHHS IOCaJAM 10Jal0ThCsi CUMBOJIH “B. 0.”.



136. ®akcumisibHE BIATBOPEHHS MIAMKUCY OCAT0BOI 0COOM Ha TOKyMEHTAX Yy
nanepoBiit (OpMi HE TOMYCKAEThCA.

137. Y pasi CTBOpEHHS CENUIIHOI panor (ycTaHOBaMHU) JOKYMEHTa Yy
marnepoBiii  ¢Gopmi, 3a HaIBHOCTI JUIS I[LOTO OOIPYHTOBAHMX IMJACTaB IS iX
MOJIAJIBIIIOTO HAJICHJIAHHS YCTaHOBaM, CIIYXOOI0 ITOBOJICTBA CTBOPIOETHCS B
YCTaHOBJICHOMY TIOPSIKY €JIEKTPOHHA KOIIisl MArepoBOTO OPHUTIHATY BiAMOBITHOTO
JIOKYMEHTa, SKa HaJCUIA€ThCsA anapecartaM dYepe3 cuctemy B3aemoxii Tta CEJl
CEJIUIIHOI Paiy.

IignncanHs eJIEKTPOHHUX JIOKYMEHTIB

138. V¥ pa3si, xonu mianucyBadyeM €JIIEKTPOHHOTO JOKYMCHTA € CeIUIIHHMA
roJIOBa T'OJIOBA, 3aCTYITHUK T'OJIOBH, TIOTOKEHUN MPOCKT €JICKTPOHHOTO JOKYMEHTA
HAJXOIUTH IO CIIyKOH J1JIOBOJCTBA CEIIUIIHOT Pajy, III0 OpraHi30BYeE Ta 3a0e3Ieuye
ix pobory.

VY pa3i KoM MmanmMcyBavYeM eJISKTPOHHOTO JOKYMEHTa € KEPIBHUK YCTaHOBH,
MIOTOJDKEHUI TPOSKT CIIEKTPOHHOTO JIOKYMEHTAa HAJXOJUTh JIO YIIOBHOBaXKCHOI
0co0u City»0H, 1110 OpraHi3oBye Ta 3a0e3neuye poOoTy KepiBHUKA YCTAaHOBH (Jali -
city»0a KepiBHUKA YCTaHOBH).

139. Cnyx06a Ai10BOJCTBA CENUIITHOT paiu (ClTy>k0a KepIBHIKA YCTAHOBH):

nepeBipsie MPOEKT €IEKTPOHHOIO JOKYMEHTA Ha MpeaMeT HOTo BiJMOBIAHOCTI
BUMOTaM I110JI0 MiATOTOBKH BIIMOBIAHUX MPOEKTIB;

nepeBipsie MIMCHICTh yCIX HAKIAJEHUX HA MPOEKT EJIEKTPOHHOIO JTIOKyMEHTa
€JIEKTPOHHUX IIU(POBUX I1IUCIB;

BU3HAYAE MPOEKT EJIEKTPOHHOTO JOKYMEHTa BIAMOBIIHUM JJisi TIepeaaBaHHS
HOT0 Ha MiAMKMCAHHS KEPIBHUIITBY CEJMITHOI paau (KepIBHUKY YCTaHOBM) Ta y pasi
BU3HAYCHHS MOT0 TaKUM, TIEpe/la€ JOKYMEHT Ha IiJIIHNC;

140. VY pas3i, KoM CeNUILIHUNA I0JI0Ba, 3aCTYTHUK I'OJIOBU BHOCUTH JI0 TIPOEKTY
€JICKTPOHHOTO JOKyMeHTa peaakiiiini nmpaBku, CEJ] cenuiinoi pagu aBTOMaTHYHO
CTBOPIOE HOBY BEPCII0 IPOEKTY EJIEKTPOHHOTO JOKyMEHTa, fKa 3a PpIIIECHHSIM
CEJIMIIHOTO TOJIOBU MOKE OyTH MmiJinricana 6e3 MOBTOPHOTO MOTOHKEHHS.

VY pasi KoM KepiBHUK yCTaHOBU ab0 yIOBHOBaKeHA 0co0a CIIyOU KepiBHHUKA
YCTAaHOBU BHOCUTH [0 NPOEKTY EJIEKTPOHHOIO JOKyMEHTa peNakliiHI MpaBKH,
CHUCTEMa EJICKTPOHHOI'O JIOKyMEHTOOOIY YCTaHOBM aBTOMATHYHO CTBOPIOE HOBY
BEPCIIO MPOEKTY €NEKTPOHHOTO JOKYMEHTa, fIKa 3a PIIIEHHSM KEpiBHUKA YCTAaHOBU
MOXe OyTH mignucaHa 6e3 MOBTOPHOIO IMOTOKEHHS.

141.  Tlicns aBTOMATH30BaHO1 peecTpallii JOKYMEHTa B €JIEKTPOHHIN hopMi Ta
MIJMUCAaHHS WOT0 KEPIBHUIITBOM CEJMINHOI paau (KEpIBHUKOM YCTaHOBH) BIH

CEJIMIIIHOT pajii a00 €NEKTPOHHY MOIITY - IHIIMM aJipecaTaMm.



142. 'V pasi Koiu miAnHCcyBadeM JOKyMEHTa 3aCTyIHHUK TOJIOBU, CEKpETap
panu abo 3aCTYNMHUK KEpiBHUKA YCTAHOBH, BIAMOBIAHHUNA €IEKTPOHHUU JOKYMEHT
TICTISl TIOTO/KEHHS B YCTAHOBJICHOMY ITi€f0 [HCTPYKITIEI0 MOPSAAKY HAIXOIUTh Yepe3
CEJl cenmumiHoi pany 10 BIATIOBIIHOTO MiAMUCyBava ab0 YIIOBHOBaXEHOT 0COOH, IO
OpraHizoBye Ta 3a0e3edye Moro poOoTy, a y pas3i KoJu MAMUCyBadyeM JTOKYMEHTA €
KEPIBHUK CTPYKTYPHOTO MiAPO3ALTY — O€3M0cepeIHbO 0 BIAMOBIIHOTO IMiAIUCYyBaya.

143. Biaxunenuii mianucyBayem npoekT noseptaerbes CEJ] cenuinoi paau
Joro aBTOpY 13 3a3HAUEHHSM BMOTHBOBAHO1 MPUYMHH BIIXUJICHHS.

KBajigikoBaHna eJileKTpOHHA Me4YaTKa

144. Ilepenik €NEKTPOHHUX JIOKYMEHTIB, $IKI MOTPEOYIOTh 3aCBITUEHHS
KBaJT1(DIKOBAHOIO E€JIEKTPOHHOKO T[1€YaTKOK, BU3HAYAETHCA Ha IIJICTaBl aKTIB
3aKOHOJIaBCTBA.

145.  PosnopsypkeHHsIM (Haka3oM) TOJIOBU CENMUIHOI paau (YCTaHOBHU)
BU3HAYAIOTHCS MOPSAOK BUKOPUCTAHHS KBali(hiKOBAHOI €JNIEKTPOHHOI TMEYaTKU Ta
YIOBHOBa)XEH1 MOCAI0B1 0COOH, BIJMOBIJANIbHI 32 11 3aCTOCYBaHHS.

CenuuiHiil pani (ycTaHOBaM) Ha/Ia€ThCA MPABO 3aCBIAYYBATU €JIEKTPOHHI KOMIT
JIOKYMEHTIB, 30KpeMa Ha BHMOTY OpraHiB CyZOBOi BIaJW Ta MPaBOOXOPOHHHX
OpraHiB.

Bin0ouTok meyaTku Ha JOKYMEHTAX y naneposiii popmi

146. Ha moxkymeHTax, 110 3aCBIIYYIOTH IIpaBa TPOMAJISH 1 FOPUIUYHUX OCIO,
Ha SKUX (QIKCyeTbes (AKT BUTpauyaHHS KOINTIB 1 TPOBENCHHS omepariii 3
MaTepialbHUMHU  I[IHHOCTSIMH, TIAMUC TMOCaaoBOI  (BIAMOBIAAIBHOI) 0COOHU
CKPIIUTIOETHCS TepOOBOIO MEYATKOK YCTAaHOBHU.

[lepenik 1HIMX AOKYMEHTIB, MIJMUCH Ha SKUX HEOOXITHO CKPIIUIIOBaTH
repOOBOIO MMEYATKOIO, BU3HAYAETHCS CEIUIIHOI0 pajiolo (yCTaHOBaMH) Ha MiJCTaBl
HOPMATHBHO-IIPABOBUX AaKTIB Ta MPUMIPHOTO MEPEiKy TOKYMEHTIB, MIAMUCH Ha
SKUX CKPIIUTIOIOTHCS TepOOBOI0 nevaTkoro (noaatok 10).

147. BinOuToK mneyaTKW, Ha SKIA 3a3HAUYCHO HAMMEHYBaHHS CEJIMIIHOI
paau(yctanoBu) abo ii CTpyKTypHOTO miipo3airy (6e3 300pakeHHs repba), y pasi
NOTpeOM CTAaBUTHCS HA KOMISX JOKYMEHTIB Ta HAa PO3MHOXKEHUX MPUMIpPHUKAX
PO3MOPSATINX TOKYMEHTIB.

BinOuTOK meyaTku CTaBUTHBCA TaKUM YHUHOM, IIOO BIH OXOIUIIOBAB OCTaHHI
KUTbKa JIITEp HaliMEHYBaHHS [MOCaId 0COOH, sIKa IMiIMKUcalia JOKYMEHT, ajie He IiJIIMHIC
oCcaJ0BO1 0co0HU, a00 Ha OKPEMO BUIJIEHOMY JIJISI IILOTO MICIIi 3 BiAMITKOWO “MIT”.

148.  PosmopsikeHHSIM (Haka3oM) TOJOBH CEJIMINHOI paau (yCTaHOBH)
BU3HAYAETHCS TOPSZIOK BUKOPUCTAHHS, Miclie 30epiraHHs repOOBO1 IMeYaTKH 1
nmocajoBa ocoba, BIJMOBIaJIbHA 3a 11 30epiraHHs, a TaKOX Iepesik 0cid, mianucu



SKHUX CKpiHJ'IIOIOTI)C}I FCp6OBOIO INEYaTKOIO.

BingmiTka npo 3acBiq4yeHHs NanepoBUX KOMiil JOKYMEHTIB

149. Cenumna paga (ycTaHOBH) MOXe (MOXKYTh) 3aCBiAU9yBaTHU KOIIi JIHIIIE
TUX JOKYMEHTIB, III0 CTBOPIOIOTHCS B Hill, KpIM BUIAAKIB CTBOPEHHS MAIepOBUX
KOITH €JIEKTPOHHUX JJOKYMEHTIB, 110 HATIAIILIN IO CeJTUIITHOI paju (YCTaHOBH) uepes
CHCTEMY B3a€MO/Iii, & TAKOXK y BHITaIKAX, MEPEI0AYCHHUX UM ITyHKTOM.

VY pa3i miaAroToBKU JTOKYMEHTIB JUIsl HAJJaHHSI OpraHam CyJ0BOi BIaJu IiJ Yyac
BUPIIIEHHS MMUTaHb [0JI0 IPUIHATTS TPOMAJITH HAa POOOTY, HABYAHHS, 3aCBITYCHHS
iX TPYJIOBHX, KUTJOBUX Ta 1HIIUX MpPaB y B3aEMOBITHOCHHAX 3 CEJIMIIHOIO PaJ0r0
(YcTaHOBOI0), a TaKOX Mij yac (popMyBaHHSI 0COOOBHX CITpaB MPalliBHUKIB CEJIUIIIHA
paga (ycTaHoBa) MO’K€ BHUIOTOBJISITA KOIMIi JIOKYMEHTIB, BHUJI@HMX I1HIIUMH
yCTaHOBaMHU (KOMIii AUIIOMIB, CB1IOLTBO PO OJEPHAHHS OCBITH TOILO).

Bigmitka “Komis” NpOCTaBIS€TbCS Y BEPXHBOMY IMPABOMY KYTKY MEpIIOl
CTOPIHKHU MarnepoBOro JOKYMEHTA.

150. Hamuc mpo 3acBiiu€HHA MamnepoBOi KOIIi JOKYMEHTa y ManepoBii
dbopmi CckIlamaeTbesi 13 CIIB ,,3TJIHO 3 OpPUTIHAJIOM, HalMEHYBaHHS I1OCa[IH,
0COOMCTOr0 MIAMKUCY OCOOM, sIKa 3aCBIAYY€ KOIIIIO, BJIACHOTO IMEHI Ta Mpi3BUIIA,
JIaTH 3aCB1TYEHHS KOMIi Ta MPOCTABISIETHCS HIXKUE PEKBI3UTY JOKyMeHTa ,, I lianuc”,
HaAIpPUKIIA;

3riJIHO 3 OpUTIHATIOM

HavanbHuK BiaIiTy 3arajibHOi
Ta oprasizaiiitHoi po6oTu 1ITUC Bnacue im’a [TPI3BUIIE

Jarta

VY Bunaakax HaJCWIAHHS Komiid JokyMeHTiB 4epe3 CEJl cemumnoi paaw,
HAJICWJIAHHS KOMiM JOKYMEHTIB KUIBKOM ajpecaTaM (pO3CHIIKA), IHIIUX BUIAJKAX,
nependayeHux 1i€0 [HCTPYKIl€0, 3aCBIIUEHHS NMAnepoBHX KOMIA JOKYMEHTa y
narnepoBiit popmi 3M1HCHIOIOTH 3T1IHO 3 BUMOTaMHu 11i€i [HCTpyKinii.”

151. Hamwuc mpo 3acBig4eHHS ManepoBOi KOIIi CKPITUTIOETHCSA MEYaTKO 13
3a3HauYCHHSAM Ha Hill HalilMeHyBaHHsI BIAMOBIIHOI ycTaHOBHU (6€3 300pakeHHs
rep0a).

152.  Ha komisix TOKyMEHTIB y nmamneposiii Gopmi, H10/10 SIKUX 3A1HCHIOETHCS
BUIMKa, 3a3HAYA€ThCS HaMMEHYBaHHS IOCAAu OCOOHU, sfKa 3acBiIuWja KOIIo, ii
OCOOMCTHI MIANKUC, JaTa 3aCBIUEHHS Ta BIJIOUTOK MEYAaTKU CIYKOHW J1JI0OBOJICTRA,
HaIpUKIAI;



3T1IHO 3 OPUTIHAJIOM

HavaneHuk Biiny 3arajibHOT
Ta oprasizamiitHoi poboTu nignuc  Bmacue im’s [TPI3BUIIE

BIJIOMTOK II€YaTKU

Jata

Ha xomisix BUXiIHHMX JOKYMEHTIB, IO 3aJIMIIAIOTHCS Y CIpaBaX YCTaHOBH,
MOBUHHI OyTH B13M ITOCAJ0BUX 0C10, 3 SIKUMH BOHH ITOT'0JIPKEH1, BIIMOBIAHO O BUMOT

i€l [HcTpykiii.
153. Komist JokymMeHTa MOBUHHA BiIMIOBIJATH OPUTIHATY.

Hanpuxnan:

Jara, iHIeKC

CenumHuii roiosa Baacue im’a TTPI3BUIIE

3riJIHO 3 OPUTIHATIOM

HavanbHuK BiiTy 3aranpHOI Ta
oprasizauiifHoi poOOTH  MiANuc
Bnacue im’s TIPI3BUIE

B1IOUTOK MEYaTKU 3araJIbHOTO BIJIILITY

Jlara

BiaMiTKH Ipo CTBOPEHHs, HAIXOAKCHHS TAa BAKOHAHHSA TOKYMEHTA

154. Bmnacae iM’s Ta mpi3BUIIE MPAIliBHUKA, SKUIl CTBOPUB IOKYMEHT, 1 HOMEp
fioro cimy»060Boro TenedoHy 3a3Havyal0ThCcs B HUKHBOMY JIIBOMY KYTKY OCTaHHBOI
CTOPIHKHM IarepoBOro JOKYMEHTa, HAPUKJIIaI:

Onmnena Ilerpenko 25 23 29

155. BinmiTka Ipo HAaIXOMKEHHS IMarepoBOr0 JOKYMEHTA, 3a3HAYEHOTO Y
nyHkTi 2 miei [HcTpykuii, m0 cenumiHOi panu (yCTaHOBHM) MIPOCTAaBISIETHCA 32
JIOTIOMOTOI0 IIITaMMla Ha JHUI[bOBOMY MOJI Y HPaBOMYy KYTKY HHKHBOTO TOJIS
NEPIIOro apKylla OpHUriHady JOKyMeHTa. EneMeHTaMu 3a3Hau€HOr0 pPEKBI3UTY €
CKOpOY€HE HalilMEHYBaHHS CEIMIIHOI paau (YCTaHOBH) - OJIep’KyBada JTOKyMEHTAa,



peecTpaniiHuil 1H1eKc, aata (y pasi moTpedu roavHa 1 XBWJIMHHM) HAIXOJKEHHS
JIOKYMEHTA.

SKII0 KOpecmoHEHIlIsI HE PO3KPUBAETHCS BIAMOBITHO 10 MYHKTY 269 1iei
[HCTpYKIIii, BiIMITKA PO HAAXOKEHHS JOKYMEHTa MPOCTABISETHCS HA KOHBEPTaxX
(YymaKyBaHHSX).

VY pasi HaaXoJKEHHS 30pOIIypOBaHUX JAOKYMEHTIB Pa3oM 13 CYNPOBIIHUM
JIUCTOM BIIMITKa CTaBUTHCS Ha CYIPOBITHOMY JIUCTI.

156. Ilicns 3aBepiieHHS poOOTH 3 JOKYMEHTOM IIPOCTABIISIETCS BIAMITKA PO
HOro BUKOHAHHS, fKa CBIIYUTH IPO T€, II0 pOOOTY HAJ JTOKYMEHTOM 3aBEPILICHO
1 Ioro MOXHa JTOJIY4UTH JI0 cripaBu. BinMiTka Moske MicTuTu cioBa “Jlo cnpasu”,
HOMEp CIIpaBH, B SIKIA JOKyMEHT OyJe 30epiratucs, 1aTy HalpaBiICHHS JOKYMEHTa
0 CIpaBW, Ha3By INocagd 1 MIANNC BUKOHABIM. 3a3HAUEHUH PEKBI3UT
IPOCTABISIETECA BiJ] PYKH y JIBOMY KYTKY HIDKHBOTO TOJSI TEpPIIOi CTOPIHKU
JOKYMEHTa y namnepoBiil popmi a6o aBToMaTu4HO renepyethest CEJ] cenuminoi paau
y PMK nokymeHTiB, CTBOPEHHX B €NIEKTPOHHIHN opMi, HATPUKIAI;

o cripaBu Ne 03-10 o crpaBu Ne 05-19
a0o
JIuct-Binnosiasb Bix 20.05.2018 [TuTaHHs BUPIIIEHO MO3UTUBHO MiA
Ne 03-10/01/802 yac TesiepOHHOT PO3MOBHU
04.03.2018

nocazaa nmigmuc Bnacue im’s TIPI3BUILE mocaga mianuc Bimacue im’s ITPI3SBUILE
21.05.2018 05.03.2018

3anuc npo JAep:kaBHy peecTpaio

157. 3amuc mnpo JaepkaBHY pEECTpaAIlil0 POOUTHCS IIOJA0 PO3MOPIIUNX
JIOKYMEHTIB CEJUIIHOI paau (yCTaHOB), BKJIIOYEHUX 10 C€IUHOTO JEpPKABHOTO
peecTpy HOPMATUBHO-MPABOBUX akTiB. Jlo po3mopsmkeHb (Haka3iB) HOPMATHUBHO-
MPaBOBOIO  XapakTepy HE BKIIOYAIOTHCS  CTPYKTYpPHI  OJWHUIN, SKUMHU
3aTBEPIKYIOTHCS, 3MIHIOIOTHCS a00 BU3HAIOTHCS TaKUMHU, 1110 BTPATWIIM YMHHICTD,
JIOKYMEHTH, SKI JepXkaBHIA peecTpalii He NISraloTh, KpiM PO3NOPSIKEHb
(Haka3iB) Mpo 3aTBEpAKEHHS (POPM 3BITHOCTI Ta IHCTPYKIIIH MO0 iX 3alIOBHEHHS.

VY pa3i mojgaHHsS HOPMATHBHO-IIPABOBOTO aKTa Ha JEP)KaBHY pPEECTpaIliio B
eJEKTPOHHIN (hopMI 3amuc Tpo JepkaBHY peecTpailito BHOCUThCs 10 PMK, Ta Moxe
y pa3i moTpedbu OyTH BizyaaizoBaHUM 3ac00aMU CUCTEMHU €JIEKTPOHHOTO JIIJIOBOJICTBA
M1 9yac Bi3yasi3allii JOKyMeHTa.

CxyaeHHs1 1esIKUX BUAIB TOKYMEHTIB



Po3nopsizkeHHs1, JOpYy4YeHHs, HAKA3H

158. PosnopsypkeHHsT Ta Haka3W BUAAIOTHCS SIK PIIICHHS OpraHizaliiHO-
PO3MOPSAYOTO Y HOPMATUBHO-IIPABOBOT'0 XapaKTepy. 3a 3MICTOM yHPaBIiHCHKOT Ji1
PO3MOPSIKEHHSI Ta HAKa3W BUAAIOTHCS 3 OCHOBHOI MISUTBHOCTI CEJMIIHOI paju
(ycTaHoBHM), aIMiIHICTPATUBHO-TOCIIOIAPCHKUX a00 KaJPOBUX MUTAHb.

159.  IlpoekTn po3moOpsKEHb Ta HakKa3iB 3 OCHOBHOI JISUTBHOCTI,
aJIMIHICTPATHBHO-TOCTIOJIAPCHKUX MHUTAHb TOTYIOTHCS 1 MOJAIOTHCS CTPYKTYPHUMU

mipo3aiaMu 32 JIOpYYEHHSM KepiBHMKA YCTAaHOBM 4YH 3a BJIACHOIO
1HIIIaTUBOIO Ta HA BUKOHAHHS IOKyMEHTIB OpPTraHiB BJIaJH BUILOTO PiBHS.

Hpoekmu p03n0p;10.7fceub celluuiHo2o 2ojioeu

160. TlpoekTu poO3NOPSIKEHb 3 OCHOBHOI MJISTIBHOCTI, A MIHICTPATUBHO-
FOCHOJAPCHKUX TUTAaHb TOTYIOThCA 1 MOJAIOTHCA CYO’€KTaMu BIAMOBITHO MO
MOPSAKY BHECEHHS Ta PO3TJIAY MPOEKTIB PO3MOPSIKEHb TOJIOBU CEIUIITHOI pajH,
BU3HAYEHOTO PernaMeHToM CeNuIHOI paau.

161. TlpoekTu poO3NOPSIKEHb 3 OCHOBHOI MJISTIBHOCTI, aMIHICTPATHUBHO-
roCloJapChbKUX MUTaHb, y pa3l iX MIATOTOBKM y TamnepoBiil (opmi, BI3yHOThCA
MpaIiBHUKOM, SIKUM CTBOPUB JIOKYMEHT, KEPIBHUKOM CTPYKTYPHOTO MiIPO3ALTY
amapaTy CeJMINHOI paau (YCTaHOBH), B SIKOMY HOro CTBOPEHO, MOCAaJ0BUMU
ocobamu, sIK1 BU3HAYEHI y MPOEKTI JOKYMEHTA K BUKOHABIII 3aBAaHb, 10 MICTIThHCS
B HbOMY, KEPIBHUKAMHM CITY>KOM JIIJIOBOJICTBA (31MCHIOE pelaryBaHHs), OPUIUIHOI
CiIy0u, BiAMOBiTalbHa 0co0a 3 TMUTaHb 3amo0IraHHS Ta BUSBIICHHS KOPYIIIIIi,
3aCTYITHUKOM TOJIOBH BiJIMTOBITHO JI0 PO3MOiTY O0OB’SI3KIB Ta IHITUMHU MOCATOBUMU
0c00aMH, SIKUX CTOCY€ThCS JOKYMEHT.

[IpoekTu po3nopsiI>KEHb 3 MUTaHb IUIAHYBAaHHS, BUKOPUCTAHHS KaliTaJIbHUX
BKJIaJIeHb, (DIHAHCYBAHHS 3 OIOKETY NIJISraloTh OO0OB’SI3KOBOMY MOTOKEHHIO
KEpIBHUKAMU CTPYKTYPHUX MIAPO3ILIIB CETUIIHOI paau 3 (IHAHCOBUM BIJJILIIOM.

PosramryBanHs Bi3 y pO3MOPSAUMX IOKYMEHTAX TOJIOBU CEJIUIITHOT Pa/IN:
3aCTYITHUK TOJIOBY (BIAMOBIIHO O KOMIIETEHIII);

PO3pOOHUK (KEpIBHUK MIAPO3ILTLY);

NPaliBHUK, SKUI CTBOPUB JOKYMEHT;

KEpIBHUK IOPUAUYHOT CITYKOU;

KEpIBHUK CIIyKOM A1IOBOACTBA (KPIM KaJpOBUX MUTAHB);

KEPIBHUK CITY>KOM KOHTPOITIO (JIUIIIE 3 MUTaHb OCHOBHOI A1STBHOCTI, 110
M1JTSITAI0Th KOHTPOJTIO);

BiamosinansHa oco0a 3 mATaHb 3aMI00ITaHHS Ta BUSABICHHS KOPYMINT (KpiM
PO BIAMYCTKH, BIAPSIKEHHS TOIIO).

VY pa3i HEOOXiTHOCTI MPOBEACHHS OI[IHKK 3MICTy Ta JOINJIBLHOCTI BHJIAHHS



PO3MOPSKEHHST 3A1MCHIOETHCSI 30BHIIIHE IOTOJKEHHS IPOEKTY JTOKYMEHTa 3
IHIIIMMHU 3a1HTEPECOBAHUMHU yCTaHOBAMHU.

162 .ITpoekTy po3nOpsKEeHb 3 KaIPOBUX MUTaHb (0COO0BOTO CKIIAAY) CEIHIIHOT
pajay TOTye TOJOBHUM CHEIIANICT 3 MMTaHb MepcoHany (KaapH) BIAJILTY FOPUINIHOL
Ta KaJIpoBOi pOOOTH Ha ITiJICTABI PillIeHb (BKa31BOK) OpraHi3alliftHO-pO3MOPSIIOTo Yn
HOPMAaTHUBHO-IIPABOBOTO XapaKTepy, MOTOBIIHUX 3aIMMCOK KEPIBHUKIB CTPYKTYPHUX
HiAPO3IUTIB, JOKYMEHTIB (MPOTOKOJIB Ta pillleHb) KOHKYPCHOI, aTecTalliiiHOi 4u
1HIIIOT KOMICIi, 3asIB MTPAIiBHUKIB, TPYAOBUX JOTOBOPIB Ta 1HIINX JOKYMEHTIB.

[TpoexTu po3nopsKeHb 3 KaJpOBUX MUTaHb (0COOOBOTO CKJIaay) Bi3yIOThCA
TOJIOBHUM CHELIATICTOM 3 MUTaHb MEPCOHANY (Kaapu) BIAJILIY IOPUIMYHOLI Ta
KaJpoBO1 poOOTH, SIKUW CTBOPUB JJOKYMEHT, Ta HOTO KEPIBHUKOM, a TAKOXK 3aJICKHO
BIJl BUJIIB PO3MOPS/KEHb BIANOBIAAIBHUM MPALIBHUKOM 3 MMUTAaHb 3a1100IraHHs Ta
BUSIBJICHHS KOPYIIIIii, KEPIBHUKOM BIJIJIUTY FOPUAMYHOTO 3a0€3MeUeHHs Ta KaApOBO1
poboTH.

k1o B Mporieci NoroJKEHHs A0 IPOEKTY PO3MOPSAIKEHHS BHOCSITHCS 3MIHH,
BIH IJIJISITA€ IOBTOPHOMY MOT'O/I)KEHHIO (B13YBAaHHIO).

162. Po3nopsypkeHHs MAMUCYIOTHCS CETUITHUM TOJOBOIO , a Y pa3l Horo
B1JICYTHOCTI - ITOCaJI0BOIO0 0CO0010, sIka BUKOHY€E HOTr0o 000B’ SI3KHU.

163. PosmnopsikeHHs, sIKi € HOPMAaTUBHO-TIPABOBUMHU aKTaMH, HaOWUPaloTh
YUHHOCTI 3 IHA 1X O(IIIAHOTO OMyOIIKyBaHHS, SKIIIO 1HIIIE HE BCTAHOBIIEHO TAKUMU
PO3MOPSIKEHHSIMHU, ajie He paHilie AHS X o(iiifHOTo omyOiKyBaHHS.

Haka3u kepiBHUKIB yCTAHOB

164. Haxka3u KepiBHUKIB YCTaHOB BUJIAIOTHCS SIK PIIIICHHS OpraHi3aiiifHo-
PO3MOPSATIOTO Y HOPMATUBHO-TIPABOBOI'O XapaKTepy. 3a 3MICTOM yIIPaBIiHCHKO1
J1i HaKa3W BUJIAIOTHCS 3 OCHOBHUX MUTaHb JIISUIBHOCTI YCTAHOBH, aIMIHICTPATUBHO-
roCroJIapChbkux abo KaJpOBHUX MUTAHb.

165. [IpoektTn Haka3iB 3 OCHOBHOI JiSUTBHOCTI, aJMIHICTPaTUBHO-
rOCHOJIAPCHKUX MUTaHb TOTYIOTHCS 1 MOJAIOTHCSA CTPYKTYPHUMH MITPO3ILIaMH 32
JIOPYYCHHSIM KEePIBHUKA YCTAHOBH UM 32 BJIACHOIO 1HIIIATHBOIO.

166. TlpoekTn Haka3iB 3 KaJapoBUX TNUTaHb (0COOOBOTO ckiamy) (Tpo
NPUHHATTS HA poOOTY, 3BUIbHEHHS, HAJaHHS BIAMYCTKU, BIAPSKEHHS TOIIO) TOTYE
KaJpoBa ciayk0a Ha TijcTaBi pilmeHb (BKa3iBOK) KEpIBHUKA YCTAHOBH
OpraHi3aIiifHO- PO3MOPSAUOTO Y HOPMATHBHO-TIPABOBOTO XapPaKTEPY, JOMOBIIHIX
3aMMCOK KePIBHUKIB CTPYKTYPHUX MiAPO3ALTIB, JOKYMEHTIB (ITPOTOKOJIIB Ta PIIICHb)
KOHKYPCHOI, AaTeCTaliifHOl YW 1HIIOT KOMicii, 3asB NpPAlLIBHUKIB, TPYyIOBUX



JIOTOBOPIB Ta 1HIIMX JTOKYMEHTIB.

167. [IpoektTn Haka3iB 3 OCHOBHOI JISUTBHOCTI, aJaMIHICTPaTUBHO-
rOCMOJIApChbKUX THUTaHb y pa3l iX MIATOTOBKM Yy mamnepoBiii (GopMi Bi3YIHOThCA
MPAIiBHUKOM, KM CTBOPUB JOKYMEHT, KEPIBHUKOM CTPYKTYPHOTO MigpO3/IiTy, B
SIKOMY HOTO CTBOPEHO, IMMOCaJI0BUMHU 0CO0aMHU, SIKi BU3HAUYEH] y MPOCKTi JOKyMEHTa
SK BHKOHABIIl 3aBJIaHb, IO MICTATHCS B HBbOMY, TIOCAJOBHMH OCOOAMH CITyXOU
JJIOBOJICTBA, 3 MUTAHb 3aM00ITaHHS Ta BUSBJICHHS KOPYMIIii, IHIIUMH TI0CAaI0BUMU
0c00aMH, SIKUX CTOCY€THCS JOKYMEHT.

[Ipoexktn Haka3iB 3 KaJApOBHX TNHUTaHb (0COOOBOrO CKJIady) BI3YIOThCS
MpaIiBHUKOM KaJIpOBO1 CITYy>KOM, SIKMl CTBOPUB JOKYMEHT, Ta MOr0 KEpiBHUKOM, a
TaKOX 3aJI€KHO Bl BUIIB HAKa3lB MOCAJOBUMH O0co0aMU 3 MUATAHB 3aI00IiraHHs Ta

BUSIBJIICHHS KOPYIILIi, OyXTraJITEpChKOI CIIY>KOH, IHIIMMH OCaJOBUMHU 0CO0aMH,
AKUX CTOCYETHCS IOKYMEHT.

VY pa3i HeoOXiTHOCTI TPOBEACHHS OLIHKHA 3MICTY Ta JOLUUIBHOCTI BHJAHHS
Hakazy 3JIMCHIOEThCS 30BHIIIHE TIOTOHKEHHS MPOSKTY JOKYMEHTa 3 IHIIMMH
3alHTEPECOBAHUMH YCTAaHOBAMH.

168. SIkmio B mporieci MOroMKeHHs 10 MPOEKTY HaKazy BHOCSATHCS 3MIHM, BiH
MIJJIATa€e TOBTOPHOMY TTOT0JPKCHHIO (B13yBaHHIO).

169. Haka3u mNiANUCYIOTbCA KEPIBHUKOM YCTaHOBHU. Y pa3l BiICYTHOCTI
KEepIBHUKA HaKa31 MiANMKUCYIOTHCS MOCAJT0BOIO 0CO0010, IKa BUKOHYE 1Or0 000B’SI3KU.

170. Haka3u, siki € HOpMAaTUBHO-IIPABOBUMHU aKTaMU, HAOMPAIOTh YNHHOCTI 3
JHS X O(MIMiAHOTO OMyOIiKYBaHHS, SKIIIO 1HIIIE HE BCTAHOBJIICHO TaKMMHU HaKa3aMH,
aJie He paHinie IHA iX oIIIHHOrO OMyOIIKyBaHHS.

OcobanBocTi opopmiieHHs JesiKMX BUIB 10KyMeHTIB Iligroropka
NMPOEKTIB eJIEKTPOHHUX JOKYMEHTIB

171.  IliaroToBKa MPOEKTYy €JIEKTPOHHOTO JOKYMEHTA 3[1ACHIOETHCS 3
ypaxyBaHHSIM TAKUX BUMOT:

MPOEKT EJIEKTPOHHOIO JOKYMEHTa TOTYy€eThbCs aBTOpoM JokymeHTa B CEJl
CEJIUITHOT panu(yCTaHOBH);

y pa3i HAasIBHOCTI CYNpPOBIIHUX MarepiajiB N0 MPOEKTY EJIEKTPOHHOTO
JIOKYMEHTa BOHM JOJAIOTHCA 10 MPOEKTY EJNEKTPOHHOTO JOKYMEHTAa BHUKIIIOUHO B
eNIeKTpoHHIM (opmi (30kpemMa TabnuuHi Ta rpadiuyHi MaTepianu, (QoTokormii
JIOKYMEHTIB, 3aBaHTaXeHI y cuctemy y (Qaitnax QopmarTiB, BU3HAYEHUX aKTaMU
3aKOHO/IaBCTBA);

BHECEHHS JIO TIPOCKTY €JICKTPOHHOTO TOKYMEHTa IMOCUJIaHHS Ha JTOKYMEHT(H),
Ha BUKOHAHHSI IKOTO(MX) CTBOPEHO BiJIMOBIIHUHN ITPOEKT;



BHeceHHs 10 PMK 000B’s13KOBHX Ta JOJIATKOBUX PEKBI3UTIB NEPEBIPSETHCS Ta
3a0e3Meuy€eThCs MPaIliBHUKOM CITY>KOU JIJIOBOJICTBA;

3a3HAYCHHS OOOB’SI3KOBOI'O CTaTyCy NpPH3HAYCHHS MPOEKTY (IHII[IaTUBHUH,
iH(opMaliitHui, MPOMIDKHA BIJAINOBIJIb, MOJAHHSI PO 3MIHY CTPOKY, 3allUT Ha
JOAATKOBY 1H(OpMAaIlito, OCTaTOYHE BUKOHAHHS);

dbopMyBaHHS MepeniKy Moro/KyBadiB Ta mianucysadiB y PMK BiamosigHo 10
CXEMH MOTOJIKEHB 13 eJIeKTpOHHOT0 AoBiIHUKA CEJ] cenuiHoi paau.

172. 3a opranizaiil0 BUKOHaHHS E€JEKTPOHHOTO JOKYMEHTa BiAMOBIIAIOTh
ocobM, 3a3HayeHI B EJEKTPOHHIA pe30NIoNii, HaKJIaJeHId 3a pe3yJbTaTamMu
NEPBUHHOTO PO3IIISALY AJOKYMEHTA.

173. IM’s aiina BUXITHOTO IPOEKTY E€JIEKTPOHHOTO IOKYMEHTA, CYTPOBITHUX
Ta IHIIUX MaTepiajiB 0 HbOTO MOBUHHO MAaTH CTUCITY YH1(DIKOBaHY Ha3BY, SIKa YITKO
BUXOJIUTH 13 3MICTY JOKYMEHTA.

IIpoexTH po3nopsAIKeHb, HAKA3IB

174. TIpoekTu po3NOpsSIKEHb CEIUITHOTO FOJIOBH, TPOCKTH HaKa31B YCTAaHOB
B €JICKTPOHH1M JOPMi FOTYIOTHCS Ta MOTOKYIOTHCS BIJMOBIIHO J10 3aTrJIbHUX BUMOT
MIATOTOBKH Ta MOTO/JKEHHS MPOEKTIB €JIEKTPOHHUX JOKYMEHTIB, BU3HAYEHUX LI€I0
IncTpykuiero, Ha OnaHkax, 1o 30epiratoThes B madaonax CEJl cenunnoi paau.

[IpoexTn po3nopsKeHb (HaKa3iB) 3 KaapoBUX MHUTaHb (OCOOOBOTO CKIIANy)
TOTYIOTHCS BIJIMOBITHO /IO BUMOT, BU3HAYEHUX I11€10 [HCTPYKIIi€t0, Ta 3 ypaXyBaHHIM
0COOJIMBOCTEM, SIKI BU3HAYAIOTHCS 3aKOHAMHU Ta 1HIMMHU akTamu Kabinety MiHiCTpiB
Ykpainu.

175. Tlepen momaHHsSM JOKYMEHTa Ha MIAMHUC CIyX0a AIJIOBOJCTBA JIPYKYE
rioro 13 CEJ] cenuiHoi paau.

Ha po3apykoBaHOMY MPOEKTI TOKYMEHTa CEJIMIIHOT Pajll BUMAra€ThCs JIUIIE
MIPOCTABJISIHHSI BJIACHOPYYHOI Bi3U KEPIBHUKA IOPUIUYHOI CITYKOH, SIKUM TPOBEICHO
IOPUUYHY €KCTIEPTU3Y PO3IMOPSKEHHS Ta HaKa3y.

Oco6nuBocTi 0pOpMIICHHSI MPOEKTIB HOPMATHUBHO-TIPABOBUX AKTIB YCTAaHOBH,
K1 M AJIATal0Th IepKaBHIM peecTpaltii, BA3HaYEHO I11€10 [HCTPYKITi€ro 3 A17I0BOJICTBA.

176. IlinmucaHHA aKkTa CENHWINHOI paau (YCTAaHOBU) 3IIACHIOETHCS B
€JICKTPOHHIN Ta y pa3i HeoOXiAHOCTI manepoBiit popmi. Hakazu 3 aamMiHICTpaTUBHO-
rOCIOAapChbKUX MUTAHb TOTYIOTHCS Ta MIAMKUCYIOTHCS JIMILE B €EKTPOHHIN (opMi.

177. Po3nopsmkeHHs, Haka3u OPOPMIIIOIOTHCS Ha BIATIOBITHOMY OJIaHKY.

178.  3MiCT pO3HOPS/KEHHS, HaKa3y KOPOTKO BUKIAJA€THCA B 3arojOBKY,
SAKUM TouMHaeThesl 3 mnpuilmMeHHuka “IIpo” 1 ckmamaeTscst 3a  JOIMOMOTOIO
BimiecniBHoro imennuka (“Ilpo 3arBepmkenHs...”, “Ilpo BBemenns...”, “IIpo

b



CTBOpeHH4...”) a00 imeHHuKka (“IIpo macymku...”, “IIpo 3axonu...”).

179. TekcT poO3NOpSIDKEHHS, HaKa3dy 3 TMWTaHb OCHOBHOI JiSTBHOCTI
cenmuuiHoi paau  (YCTaHOBH) Ta  aJAMIHICTPATHBHO-TOCIIOJAPCHKUX  MUTaHb
CKJIAJJA€ThCS 3 TpeaMOyIIn 1 po3MOPsI Y0l YACTHHH.

180. VY nmpeamOyi 3a3Ha4arOThC MiJICTaBa, OOTPYHTYBaHHS a00 MeTa BUJaHHS
PO3MOPSKEHHS, Haka3y. 3a3HaueHa YaCTHHA MOYMHAETHCS 13 ¢iiB “Ha BukoHaHHS”,
“3 meTor0” TOWIO. SIKIO TOKYMEHT BUAAETHCSA HA MiACTaBl 1HIIOTO PO3MOPSAUOTO
JIOKyMEHTa, Y KOHCTATYIOUii dYacThHI (MpeamOyi) 3a3HAYA€ThCS TMOCWIAHHS Ha
BIJIMTOBITHUN JOKYMEHT.

Posnopsiiua yacTuHa pPO3MOPSKEHHS MOXKE TOYMHATHCS 13 CJIOBa
,30BOB’A3VYH0”, Hakazy — mouuHaetrhcs 13 cinoBa ,,HAKA3VYIO”, micna sikoro
CTaBUTHCS JBOKpAIIKa.

181. Po3nopsgua yacTuHAa MOAISETHCA HA IMYHKTH 1 MIJINYHKTH, SKI
HYMEPYIOThCS apaOChKUMU [UppamMu. Y KOKHOMY ITYHKTI HOBUHHI OyTH 3a3Hayv€H1

oprasizamiifHo-po3nopsa4a Jis (3aTBepHKEHHs a00 BBEICHHS B 110 THCTPYKIIII,
MOJIOKEHHST TOINO) ab00 KOHKpPETHE 3aBAaHHS (JOpY4YEHHS) 13 CTPOKOM HOro
BUKOHAHHS Ta CTPYKTYPHI MiIPO3LIH - HOTO BUKOHABII, HAIIPUKIIA/T;

diHaHCOBOMY BTy,

KEepIBHUKAM CTPYKTYPHHUX MIAPO3/IIIB;

9% ¢ 99 <6 9% ¢¢

182. HekonkpetHi (“TIPUCKOPUTH”, “TONIMIINATH, “aKTUBIZYBaTH , ‘‘3BEPHYTH
yBary” TOIIO) Ta HEKOHTPOJbHI (“‘7OBecTH 10 Bigoma”, “03HAMOMUTH’ TOIIIO)
JOPYYEHHS B PO3MOPSAIINX JOKYMEHTAaX HE 3aCTOCOBYIOTHCS.

183. Ilicns HaOpaHHA YMHHOCTI PO3MOPSIKEHHSM, TOPYUYEHHSIM, HaKa30M
BHECEHHS 3MIH JI0 HbOTO, BU3HAHHS HOr0 TaKUM, L0 BTPATHJIO YMHHICTh, YU HOTO
CKacCyBaHHsI 3[{1MCHIOETHCS JIMILIE HUIIXOM BUAAHHS HOBOT'O PO3NOPSAIKEHHS, HaKa3y.

184.  PosmopsymkeHHs, Haka3, SKUM BHOCATHCS 3MiHH, O(OPMIIIOETHCS 3
ypaxyBaHHSM TaKUX BUMOT':

1) 3arojoBOK JOKYMEHTY MOYMHAETHCS 13 ciiB “IIpo BHECEHHs 3MiH [0
PO3NOPSIKEHHS, Hakazy..” 13 3a3Ha4YeHHSM JaTH, HOMEpa, Ha3BH BHUIY
PO3MOPSTIOTO TOKYMEHTA, 0 SKOTO BHOCSTHCS 3MiHH;

2) pO3MOopsiAYA YACTUHA PO3NOPSAIKEHHS, HAaKa3y NOYMHAETHCS 3 MIYHKTY:

,» 1. BHECTH 710 po3mopsHKeHHs, HaKa3y... Taki 3MiHU:” Y pa3l BUKJIAICHHS 3MiH
y TEKCTI PO3MOPSKEHHS, HAKa3y;

,»1. BHECTH 1O pO3MOpSIKEHHS, HaKasy... 3MiHH, IO JOAAIOThCA.” Yy pasi
BUKJIQJICHHS 3MiH Y BUTJISAJII OKPEMOT'O JIOKYMEHTA.

3) dopMyIIOIOTECS 3MIHM Y BUIVISIAI MYHKTIB Ta MIAMYHKTIB PO3MOPSIIOTO
XapakTepy, HapUKIaI:



“1. IlyHKT 2 BUKJIACTH B Takii penakitii:...”; “2. [IlyHKT 3 BUKIIOUUTH;

“1) abG3ar qpyruii MyHKTY 4 JOTIOBHUTH CJIOBaMHU...”;

“2) y mianyHKTI 2 OyHKTY 7 cioBa ‘“‘y pasl moTpebu’” 3aMiHUTH CJIIOBOM
“BUMAaraeTbcs’ .

y pa3sl JONOBHEHHS HOPMATHBHO-IIPABOBOIO aKTa, KU MIJUISrae JIep KaBHIM
peecTpanii, HOBUMH CTPYKTYPHUMH OJMHUISIMU a00 BHUKIIIOUYEHHS 3 TaKOro akTa
CTPYKTYpHUX OJHMHHIIb HyMepallii BIJIMOBIAHO 3MIHIOEThCA. 3a3HAU€Ha BHUMOTA
3aCTOCOBYETHCSI TAKOXK Y pa3l BHECEHHS 3MiH IO CTPYKTYPHOI OJTUHUIII HOPMATUBHO-
IIPABOBOTO aKTa MUISIXOM 3aMiHU ii KUIBKOMa CTPYKTYpHUMH ofauHuIsiMu. [1ix yac
BHECEHHSI 3MIH JI0 MyHKTY (IIANYHKTY), AKUM Hajldye JeKiibka ad3aiiB (peyeHsb),
BKa3y€TbCS MICIE3HAXOKEHHA IMX 3MiH. OJHOMaHITHI 3MiHHM 32 TEKCTOM
HOPMATHUBHO-TIPABOBOTO aKTa 00’ €IHYIOTBCS B OJHY CTPYKTYpHY OIMHHIIO 1
PO3MIIIYIOTHCS HAPUKIHII TEKCTY.

4) 3MIHU BHOCATBCS 10 OCHOBHOTO HOPMaTUBHO-IIPABOBOT'0 aKTa, AKUH MiJIArae
JiepKaBHIN peecTpallii, a HE 10 aKTa PO BHECEHHS 3MiH 10 HbOTO;

5) 3MIHU 710 PO3MOPSAIYOTO JOKYMEHTa HOPMAaTUBHO-IPABOBOTO aKTa, SKUU
IiJyIsirae [ep>kaBHiN peecTpallii, BUKIAIAI0THCS Y PO3NOPSIAUOMY JOKYMEHTI; 3MIHU
y JOJATOK JI0 PO3MOPSATIOro JOKyMEHTa OPOPMITIOIOTECS 1T TPU(POM 3aTBEPAKEHHS
SK JOAATOK 10 PO3MOPSAAYOTO JAOKYMEHTa, 3a BHUHATKOM 3MiH 10 HOPMAaTHBHO-
IIPaBOBOTO aKTa, SIKI MAIOTh HE3HAYHUI 00CAT (K MPaBUJIIO, 10 IBOX CTOPIHOK);

6) y pa3l BHECEHHA 3MiH JI0 KUJIbKOX HOPMAaTHBHO-IPAaBOBHX AaKTIB, SKl
N1JUISITaI0Th JE€PKABHINA peecTpallii, TEKCT 3MIH HABOAMUTHCS B XPOHOJOTTYHOMY
NOPSJIKY PUAHATTS aKTiB;

7) y pa3l BHECEHHsA 3MIH J0 HOPMATHBHO-IIPABOBOTO aKTa, SKHH IIIJJISATAE
JIepKaBHIN peecTpallii, NIITXOM BUKIIAJCHHS B HOBIM penakiii y rpudi 3aTBepyKeHHS
pOOUTHCS TIOCHJIAHHSA Ha JaTy 1 PEECTpalliifHUM 1HACKC PO3MOPSAYOTO TOKYMEHTa,
SAKUM OYJIO 3aTBEPIKCHO OCHOBHHIH aKT, Ta 3a3HAYAIOTHCA JlaTa 1 peecTpariiHuin
IHIEKC pO3MOPSIYOTO JOKYMEHTa, SKHM 3aTBEP/KYEThCS HOBA  peIaKIlis
HOPMAaTHBHO-TIPABOBOTO aKTa. AHAJIOTIYHI BUMOTH 3aCTOCOBYIOTHCS J10 0(DOPMIICHHSI
BIIMITKM JI0 JIoJaTKa JO pO3MOPSAIYOro JOKyMEHTa. Y pas3l  JIOMOBHEHHS
PO3IOPSIIYOTO TOKYMEHTa HOPMATUBHO-TIPABOBOTO aKTa, SIKWH MiIsITae aep KaBHIN
peecTpaliii, HOBOIO CTPYKTYPHOO OJUHUIICIO 010 3aTBEPKESHHS J01aTKa JI0 IHOTO
PO3MOPSATIOTO TOKYMEHTa y rpudi 3aTBEPKCHHST POOUTHCS MOCWIAHHS Ha JaTy 1
peecTpalifHuil 1HAEKC PO3MOPAIUOTO JOKYMEHTA, SIKUM BHOCATBHCS 3MIHU JI0
OCHOBHOT'O PO3MOPSTIOTO JTOKYMCHTA;

8) y pa3i Koy 3MiHH BHOCSITHCS 10 HOPMAaTUBHO-TIPABOBOT'0 aKTa, IKUI MiAJsArae
JIepKaBHINA peecTpallii Ta SKUl BUKIAJEHO B HOBIM pefakxiili, TEKCT CTPYyKTYpHOI
OJIMHUII PO3MOPSTIOTO TOKYMEHTa BUKIAJAETHCS 3 YPaxyBaHHAM TOTO, IO 3MiHU
BHOCSITHCSI IO TEKCTY HOTO HOBOI peaKilii 3 MOCUIAHHSIM Ha PO3MOPS YU JOKYMEHT,



SIKMM 3aTBEP/HKEHO MEPIIY PEaKIlilo, i3 3a3HaUYeHHSIM HOro peecTpalliiiHuX JaHKX; B
Ty’KKax 3a3HAYa€ThCS POMOPSIIUNI JOKYMEHT, SIKUM 3aTBEP/HKEHO HOBY PEAAKIIIIO,
NOCHUJIaHHS Ha MOT0 peecTparliiiHi JaHi Ta IOMEepeaHl peAakKilii HOBOrO HOPMaTHUBHO-
MIPABOBOTO aKkTa HE pOOIATHCS.”.

185. 'V pasi BugaHHS PO3NOPSAIUOTO JOKYMEHTA MPO BU3HAHHS TaKUM, IO
BTpaTUB YWHHICTh, a00 CKacCyBaHHS IHIIOTO PO3IMOPSIYOTO JOKYMEHTa, Y
pO3MOpsIIUild YacTHHI 3a3HAYA€ThCS IyHKT, SKWAW TOBHHEH ITOYMHATHCS 13 CIIiB
“Bu3HaTH TaKuM, 1110 BTPATUB YHHHICTb,...” 200 “CkacyBaTH ...” BIAIOBIIHO.

He mnigndraioTh BH3HAHHIO TaKUMH, L0 BTPATWIM YWHHICTb, CTPYKTYpHI
OJIMHHULII HOPMATUBHO-IIPABOBOI'0 aKTa, 3aTBEPIPKEHOT0 PO3MOPAIYUM JOKYMEHTOM,
Ta JI0AATKIB 10 HHOTO.

VY 3B’A3Ky 3 MNPUHHATTAM HOPMATHBHO-TIPABOBOIO aKTa, SKUW MIAJIATae
JepKaBHIM peecTpallii, BU3HAIOTHCA TaKUMH, 10 BTPATUIM YUHHICTh, paHIIIE
NPUIHATI HOPMATUBHO-IIPABOBI AKTH, SKIIO BOHHM HE Y3TOMKYIOThCS 3 HOpMamu
IbOr0 aKTa, BUSBWIKMCS TAaKMMH, IO MOTJIMHYTI HUM ab0 BTpPaTUIM CBOIKO
aKTyaJlbHICTh; IIEPEIIIK TAKUX HOPMATHUBHO-IIPABOBHUX aKTiB HABOJIUTHCA B OKPEMOMY
OyHKTI (OIAOYHKTI) PpO3MOPSAYOrO JOKYMEHTa, SKUM 3aTBEPIKEHO HOBHMA
HOPMATUBHO-TIPABOBUW akKT, ab0 O(OpPMIIOIOTBCS TOAATKOM 10 PO3MOPSIYOro
JIOKyMEHTa. Y Mepesikax HOPMAaTUBHO-NPABOBUX AKTIB, SIKI MIJJISTAIOTh BU3HAHHIO
TaKUMH, 1[0 BTPATUIN YUHHICTh, aKTH PO3MIIIYIOTHECS B XPOHOJIOTTYHOMY MOPSAKY
iX OpuUHATTA. Pa3omM 3 HOpMaTUBHO-IIPABOBUM aKTOM, SIKUM BU3HAETHCSI TAKUM, 110
BTpPaTUB YMHHICTh, BU3HAIOThCS TaKWMH, 110 BTPATWIM YUHHICTb, HOPMATUBHO-
MPaBOB1 aKTH, SKMMHU JI0 I[LOTO aKTa BHECEHO 3MiHH.

He BU3HAIOTHCSA TaKUMHU, 1110 BTPATUIM YMHHICTh, HOPMAaTUBHO-IIPABOBI aKTH 3
OOMEKEHUM CTPOKOM [1ii, CTPOK JIii SIKWX MUHYB. BU3HaHHS HOpMaTUBHO-IIPABOBOTO
aKTa TaKWM, 110 BTPaTUB YWHHICTh, HE MOHOBJIIOE JiI0 aKTIB, Ki BU3HAHI HUM
TaKUMHU, 110 BTPATUIIU YUHHICTb. [[is1 OKpEMUX CTPYKTYPHUX OJUHHIIL HOPMATHUBHO-
IIPAaBOBOI'0 aKTa, BUKIIOYEHUX HOPMATUBHO-TIPABOBUM aKTOM, SIKUI Ma€ 0OMEKEHUH
CTPOK 111, BITHOBIIOETHCS MICIS 3aKIHYEHHS CTPOKY HOTO Aii.

186. OcraHHIl NYHKT pO3NOPSAYOl YaCTUHHU, Y pa3l NOTPEeOH, MOKE MICTUTH
pILIEHHS PO MOKJIAJACHHS Ha CTPYKTYPHUN MIAPO3A1 200 MOCcaoBy 0co0y (PyHKIIINA
3 KOHTPOJIIO 32 BUKOHAHHIM PO3IOPSAKEHHS a00 HaKasy.

187. Jlnst o3HalOMJICHHS 3 PO3MOPSKEHHSAM a00 HaKa3oM yKJajad roTye Ta
MO/Ia€ HA PEECTpPAIlil0 Pa3oM 3 MIAMUCAHUM PO3MOPSIYUM JTOKYMEHTOM TMEpeITiK
YCTaHOB, CTPYKTYPHUX MIAPO3IUIIB, MOCATOBUX (CIy)00BHX) 0CI0, sSKHX Tpeda
O3HAMOMUTH 13 IIUM JIOKyMEHTOM.

188. PosnopsmxeHHss a00 Haka3W 3 KaJAPOBHUX MUTaHb (0OCOOOBOTO CKIIANy)
0(pOpMITIOIOTHCS Y BUIJISIAL 1HAMBIIYaIbHUX 1 3BEIEHUX PO3MOPSATKEeHb a00 HaKa3iB.
B iHnuBigyanbHUX PpO3MOPSAKEHHSIX ab0 Haka3ax MICTUThCA iH(opmaiis mpo
OJTHOTO TIpaIliBHUKA (CHIBPOOITHHKA), y 3BEACHUX - MPO KITbKOX, HE3aJEKHO BiJ



TOTO, SIKI YIPABJIIHCHKI PIIICHHS I0JI0 HUX MPUHUMAIOTHCS (MIPUUHATTS HA poOOTY,
MIPU3HAYEHHS HA TI0Ca Ty, IEPEBEACHHS Ha 1HIITY ITocaay (poOoTy), 3BITbHEHHS TOIIIO).

189. 3MicT 1HAUBIYaIbHOTO PO3MOPSIKEHHS (HaKa3y) 3 KaJpOBUX MHUTAHb
(0cob0BOro CKJIaay) CTHCIO BUKIAAE€THCA B 3arojiOBKY, SIKMM MOYMHAETHCSA 3
npuiiMeHHuka ,IIpo” 1 cKiajmaeTbcs 3a JOMOMOIOK BiJJIIECTIBHOTO 1MEHHUKA,
Hanpuknan, ,Jllpo mnpusHauenus...”, ,llpo npuitHATTA...”. VY  3BeOEHHX
PO3MOPSIDKEHHAX a00 Haka3axX MOXKE 3aCTOCOBYBATHCS Y3arajlbHCHHUH 3arojiOBOK,
Hanpukiaf, ,,IIpo kagposi nutanus”, ,,IIpo ocoboBwmii ckiazn’.

190. VY TekcTi po3mopspKeHb (Hakas3iB) 3 KaJApOBUX MHUTaHb (0COOOBOTO
CKJIay), SIK TIPaBUJIO, KOHCTaTyloua yacTuHa (TipeamOyJia) HE 3a3HAYA€THCS, KPiM
BUMAJKIB MPU3HAYCHHS Ha 1MOcay ado 3BUILHEHHS 3 MOCad KePIBHUX MPaIlIBHUKIB
OpraHOM BHILIOTO PiBHS 200 3a 1HILOIO MPOLEIYPOI0. Y TAKOMY pa3i B KOHCTATYIOUiid
yacTuHl (TIpeamMOyJii) HABOAUTHCS TOCWUJIAHHA Ha BIANOBIIHUNM HOPMAaTUBHO-
IIPaBOBUHM aKT OPraHy BHILOIO PIBHS Y TaKld MOCIHIIOBHOCTI: BUJI aKTa, YCTaHOBAa —
aBTOp, JaTa, HOMEp, IOBHA Ha3Ba.

191. Posnopsauya yacTMHA PO3NOPSDKEHHS (Haka3y) 3 KaJpOBHX IHTAHb
(0co00BOrO CKJIaAy) MOYMHAETHCS, AK MPABUIIO, 3 Ji€cioBa y (GopMi 1HQIHITUBY
“IIPUMHATI”, “TIPUBHAYUTIT” “IIEPEBECTN”, “3BIJIBHUTI”,

“BIAPAANTI”, “HAHATU”, “OI'OJIOCUTH” Ttomo. [Ham 3a3Ha4arOThCS
BEJIMKMMM JIITEpAaMU TMPI3BUILE NpalliBHUKA, Ha SKOrO MOIIMPIOETHCS IS
PO3MOPSKEHHS 200 HaKa3y, 1 MAJIUMH - HOTO BJIACHE 1M’sl, Ta TEKCT HaKa3zy.

Y KOXHOMY TYHKTI PO3MOpPsKEHHs ab0 Haka3dy 3 KaJpOBUX IMHUTaHb
3a3HAYAETHCS MiICTaBa ISl WOTO BUIAHHS.

[lin yac o3HalOMIIEHHSI 3 PO3MOPSKEHHAM (HAKa3oM) 3rajlaHUMU Y HBOMY
ocobamMu Ha TMepUIOMY NPHUMIPHMKY Haka3y Yd Ha CHelialbHOMY OJIaHKY
MPOCTABJIAIOTHCS MIANUCH 13 3a3HaYEHHSM JaTH O3HAHOMIICHHS.

VY posnopskeHH1 (Hakasl) mMpo Mpu3HadYeHHs a00 3BUIBHEHHS MpalliBHUKA
3a3HAYA€ThCS MMOBHA JaTa (YUCIO0, MICALb, PIK) (PAKTUYHOTO BUXOAY MpalliBHUKA Ha
poboTy (TIpUNUHEHHSI TPYAOBUX BIJHOCHH), PO3MIPH MOr0 MOCAJ0BOr0 OKJIAIy
BIJIMOBIHO JI0 IITATHOTO PO3IKCY, HAJ0ABOK Ta JIOILJIAT.

192. 'V 3BeaeHUX po3MOpsKEHHX (HaKa3ax) 3 KaJpOBUX MUTaHb (0COOOBOTO
CKJIaAy) 10 PO3MOPSAIYOl YACTHHH BKIIIOYAETHCS 1H(OpMAITis, 10 PO3MINTYETHCS Y
TaKiil MOCIIIOBHOCTI: MPUUHATTA Ha PoOOTy (ciyk0y), MepeBeCHHs, 3BUILHEHHS.
[Tpu 11pOMYy, 10 OJTHOTO 3BEACHOTO PO3MOPSAIHKEHHS (HaKazy) HE MOXKE BKIIFOUATHUCS
iH(opMalris, sika 3riJHO 13 3aKOHOJABCTBOM MAa€ Pi3HI CTPOKH 30epiraHHsl.

VY 3BelleHUX PO3MNOPSKEHHSIX (HaKa3ax) Mpi3BHINA OCi0 y MexaxX IyHKTIB
PO3MIIIYIOTHCS 32 ajihaBiTOM.

193. ChoutbHe po3mopsKeHHs (Haka3) cenuiiHoi paau (YCTaHOBH) OJTHOTO
piBHS O(OPMIIIOETBCS Ha YUCTUX apkymax mnamepy dopmary A4 (210 x 297
MutiMeTpiB). Jlepkapauit ['epd Ykpainu nijg yac opOpMIICHHS TaKUX PO3HOPSIUNX



JIOKYMEHTIB HE BIATBOPIOETHCS. HaliMeHyBaHHS yCTaHOB PO3MIIIYIOTHCS HA OJTHOMY
piBHI, a Ha3Ba BHIYy JOKyMEHTa - mocepeauHi. Jlata CHiibHOTO PO3MOPSIKEHHS
(Hakazy) MOBMHHA OYTH €IWHOIO, BIAMOBIAATH JaTi OCTAHHBOTO IMIANMHKCY, a
pEECTpAIfHAN 1HACKC MOKyMEHTa CKIIAJaTUCA 3 PEECTPAllIMHUX 1HACKCIB, SIKi
MIPOCTABIIAIOTHCS Yepe3 MPABOOIYHY TMOXWIY PUCKY B IOCHIIOBHOCTI ITiIMTACAHHS
PO3MOPSIKEHHS KEPIBHUKAMU yCTaHOB. Po3mopsaya dYacTWHA TOYMHAETHCS 13
cimoBa ,,30bOB’A3YEMO” (,HAKA3YEMO”). Ilinmucw KepiBHUKIB yCTaHOB
pPO3TAIIOBYIOTHCA HH)KYE TEKCTY Ha OJHOMY PIiBHI 1 CKPIIUIIOIOTHCS TepOOBUMU
NeYaTKaMH [IUX YCTaHOB.

KinpkicTh NOpPUMIPHHUKIB CIUIBHUX — PO3MOPS/KEHb (HaKa3iB) MOBHHHA
BIJIMOBIATH KUIBKOCTI YCTAHOB, IO 1X BUAAIOTh.

VY pasi Konu CHuIbHUA HOPMATUBHO-IPABOBHUI aKT, SIKUW MIJJISATAE NEpKaBHIN
peecTpallli, MpuiMaeThCcsl Cy0’€KTaMU HOPMOTBOPEHHS, Kl BUJIAIOTh PI3HI BUIU
PO3MOPSATINX JOKYMEHTIB, KUIBKICTh PO3MOPSAYMX JOKYMEHTIB Ma€ BIAMOBIIATH
KUIBKOCTI CyO’€KTIB HOPMOTBOPEHHS, HPH LILOMY TaKl pO3MOPSAYl JOKYMEHTH
MOBUHHI MaTH OJHY AaTy, OJJHAKOBHI1 3ar0JIOBOK Ta OJJHAKOBY CTPYKTYPHY OJIMHULIIO
1010 3aTBEP/HKEHHS CILJIBHOTO HOPMATUBHO-IPABOBOI'O aKTa, BHECEHHS J0 HHOTO
3MIH Y4 BU3HAHHS TAKOTO aKTa TaKWM, 1110 BTPATUB YUHHICTb, & TAKOXK OJHAKOBHI
3MICT HOPMATHBHO-IIPABOBOTO AaKTa, SKUW LHUM pPO3MOPSAYUM JOKYMEHTOM
3aTBEPKEHO.

194. PosnopspkenHs (Haka3u) cenumiHoi paau peectpytotbes B CEJl 13
3aCTOCYBaHHSAM BIJIOBIJHOTO MPOEKTY €JIEKTPOHHOTO JoKyMmeHTa. IIpu upomy, Ha
NanepoBUil MNPUMIPHUK BIANOBIJHONO akKTa MPOCTABIAETbCA HOMEpP Ta Jara
peecTpaiili, ki 0ysio aBToMaTru4HO npucBoeHo CEJl cenuinoi paau.

195. JlokymeHTH cenuiHOi pagu (YCTaHOB) HYMEPYIOThCA Yy MOPSAKY 1X
BUJIAHHA Yy MeEXax KaJICHJapHOTO POKY; PO3MOPSKEHHS, HaKa3d 3 OCHOBHOI
TISTIBHOCT1, aJMIHICTPATUBHO-TOCIIOIAPCHKUX TIMTaHb Ta 3 KaJIpOBUX IHUTaHb
(ocoOoBOro ckjamy) MarTh OKpeMy MOpsSAKOBY Hymepaiito. Ilpu mpomy, 10
peeCTpaIiitHOro HoMepa po3MoPsIKEHb, HaKa31B JOAAI0ThCS aedic 1 JiTepu:

29 29

3 KaJpoBUX MUTaHb (0cOOOBOro cCKiamy) - ,,-K~, 13 3a0XOYEHHA - ,,-3”, MPO
2

BIIMMYCTKHU - ,,-BiJ1, BIAPSPKCHHS - ,,-B”, CTTHEHHS - ,,-C.

196. O3HailoMJIeHHS TpAaIiBHUKIB YCTaHOBU 3 JOKYMEHTaMH CEJMIIHOT
panu(yCTaHOBU) 3IIMCHIOETHCS B €JIEKTPOHHIN (opmi.

®daxT JOBEACHHS TIOKYMEHTIB CEIUIITHOI paau (YCTaHOBH) JI0 BiJOMa IMOCAI0BO1
ocobu cenuiHoi paau (YyCTaHOBH) 31iHCHIOETHCS 3acobamu CEJ] cenumnoi paau.

197. dakt 03HAMOMIICHHS TTOCA0BOI OCOOM CEJIUIIHOI pajd 3 JTOKYMEHTOM
3niicHIoeThesl 3acobamu CEJl cenuniHoi paau 3 BUKOPUCTAHHSIM KBasTi(hiKOBAHOTO
€JICKTPOHHOTO IIIMUCY BIAMOBITHOT TOCAA0BOT OCOOH.

198. Komii po3nopsamxeHb, Haka3iB 3aCBIIUYIOTHCS CIY>KO00I0 ALTOBOJICTBA
Yu  CIy>XOOK yIpaBJiHHS TIEPCOHAJIOM 1 HAACHIAIOThCS 3alHTEPECOBAHUM



yCTaHOBaM, IIOCAJOBMM o0Oco0aM, IpalliBHUKaM Yy €JEeKTpPOHHIM Qopmi. Y pasi
HEOOX1THOCTI HAJACHUJIAaHHS KOIli pPO3MOPSAIKECHHS, HaKa3y YCTaHOBi, sika HE €
YYaCHHKOM CHCTEMH B3a€MOJIIi, ii HAICUIAETHCS KOMis y mamepoBiid (opmi. Y
TAaKOMY BUMAJKY CKJIQJa€ThCS CIMCOK PO3CHIKH (JIUIIE MIOJ0 THX YCTaHOB, SIKUM
HAJICUJIAEThCSl y TamnepoBii Gopmi), IO MiAMUCY€ETHCS MPAIIBHUKOM, SKHM HOTO
CKJIaB.

IIpoToxon

199. 'V mnpotokonax ¢ikcyeTbes 1H(oOpMaIis mpo XiJa BEICHHS 3acijiaHb,
OPUMHATTS B yCTaHOBaxX pIIIEHb KOMICISIMH, KOJIETI€IO, JOPATYMMH OpraHamH,
pobounMu rpymnamu Too. [IpoTokosn ckiIagaeThes Ha MiICTaBl 3aMKCiB, 3pOOJIECHUX
Oe3nocepeIHbO Tij] Yac 3acijiaHb, MOJaHUX TEKCTIB Ta T€3 JIOMOBiAECH 1 BUCTYMIB,
JIOBI1JIOK, POEKTIB PillIEeHb TOMIO.

200. IIpoTokosnm MOXYThb CKIJIaJaTUCA B MOBHIM abo crtucmid Qopmi. Y
MPOTOKOJIAX, CKIAAEHUX Y CTUCITIN (opMi, (PIKCYIOTHCS JIMILIE TPUIHATI pillIEeHHs 0€3
X0Jly OOrOBOPEHHS MTUTaHb.

201. IIpotokon ohopMIIIOEThCS HAa YUCTOMY apKyini mamnepy dopmary A4
(210 x 297 miniMeTpiB) 3 MO3JA0BKHIM PO3TalTyBaHHSIM PEKBI3UTIB.

202. JlaTtoro mpoTOKOJy € Jara MPOBEICHHS 3acijaHHs. SIKIIO 3acilaHHs
TPUBAJIO KUJIbKA JIHIB, YEPE3 TUPE 3a3HAYAIOTHCS MEPUINI 1 OCTaHHIN AEHb 3aC1JaHHS.

203. Homep mnpoTOKOSy TOBHUHEH BIAMOBIAATH TMOPSIAKOBOMY HOMEPY
3aciganHsa. Hymepailriss mpoTOKOJIIB BEEThCS B MEKax KaJICHIApPHOTO POKY OKPEMO
3a KO’KHOIO TPYTIOI0 MPOTOKOJIIB 3aCi/IaHHs BIAMOBIAHOI KOMICI1, KOJETii, T0paadoro
opraty, poO04o0i IrpyIu TOIIIO.

204. 'V pekBi3UTI “MicIie 3aciTaHHs’ 3a3HAYAE€THCS Ha3Ba HACEJICHOTO MYHKTY,
B IKOMY B110YyJIOCS 3aC1/IaHHS.

205. KopoTkuil 3MiCT A0 TEKCTy MPOTOKOJy IMOBHUHEH BiJ0OpakaTh BHJ
3acimanHs (Hapanma, 300pu, KoHQEpeHIls Tomo) abo KoJeriaabHOi iSITBHOCTI
(xomicis, pama, KOJeris, 1opaaunuil opraH, podoya rpymna TOIIO) 1 BKIOYATH HA3BY
BUJTy TOKYMEHTA.

206. TekcT MPOTOKOJY CKIIAAETHCS 3 BCTYIHOI Ta OCHOBHOI YaCTHH.

207. 'V BcTymHIM 4aCTUHI TPOTOKOTY 3a3HAYAIOTHCS MIPI3BUINA Ta IMEHA TOJIOBU
a00 TOJIOBYIOYOT0, CEKpEeTapsi, 3alPOIICHUX, a TAKOXK MPUCYTHIX OC10.

Y CcnucKky TpUCYTHIX 3a3HAYAOThCS B au(aBiTHOMY TOPSAKY CIIOYATKY
Mpi3BUINA Ta BJacHE 1M’ MPHUCYTHIX IMOCTIMHUX YICHIB KOJIET1aJbHOTO OpPTraHy,
MOTIM — 3aIPOIICHUX 0CI0 13 3a3HAYEHHSM I10CaJl Ta y pa3l moTpeOu HaliMeHyBaHHS
YCTaHOB.

SKIIO KUIBKICTh MPUCYTHIX TepeBHInye 15 oci0, 3a3HaYaeThcs iX 3arajibHa



KIJBKICTB 3 TIOCUJIAHHSIM Ha CIIMCOK, IO JOOAETHCA OO IIPOTOKOIIY.

BcerymHa yacTiHA BKIIIOYAE TTOPSJIOK JICHHHUM - TIEPEITiK MUTaHb, 3alUTAHOBAHUX
JI0 PO3TJIAY Ha 3aciJiaHHI, 10 PO3MIIIEH] Y MOPSAIKY iX 3HAUYIIOCTI 13 3a3HaYCHHIM
JIOTIOBi/Taua 3 KOXKHOTO NMUTaHHS. [IOpsAIoK JEHHWH JTa€ThCsl HANPUKIHII BCTYITHOT
YaCTHHU.

CnoBa “Tlopsiok JIeHHHI” APYKYIOTbCS BiJ MEXI JIBOTO MOJIs, MICHS HHX
CTaBUThCS JIBOKpamka. KoxHe NHUTaHHS HYMEpPYETbCs apaOChbKuMHu LudpamMu 1
JIPYKy€eThCs 3 ab3aiy. PopMyBaHHS MUTaHb Y MOPSAJIKY JCHHOMY MOYMHAETHCS 3
npuiiMmeHHuka “IIpo™.

208. OcHoBHa yacTHHA MPOTOKOJY CKIAAAEThCA 3 PO3LIIB, SIKI MOBUHHI
BIJIOBIJIATH IyHKTaM TMOPSAKY A€HHOro. Po3auim HyMepyroThCs apaOChbKUMH
uuppamu 1 OyayroTeess 3a Takoro cxemoro: CIIVXAJIM - BUCTYIIWIN -
BUPIIINJIN (Y XBAJINJIN, IIOCTAHOBUWJIN).

3a3HayeHl CJoBa JIPYKYIOThCS BEIMKUMU JIiTepaMu 0e€3 BIACTYIy BIJ MeExi
aiBoro nouis. [licis ciaiB cTaBUTHCS IBOKpAIIKa.

209. Ilicns cmosa ,,CIIVXAJIM” 3a3Ha4a€ThCcsi TEKCT BUCTYIY OCHOBHOTO
nonoBigaya. [Ipi3Buiie Ta BIacHe 1M’ KOKHOTO JOTOBIJa4ya IPYyKYIOThCS 3 HOBOTO
psaka. TekcT BUCTYITy BUKIIAQIAETHCS Y TPETIH 0C001 OJTHUHHU.

210. Texkctm abo Te3u JOMOBIJII Ta BUCTYMIB, OQOPMIIEHI SK OKpeMmi
JTOKYMEHTH, IO TEKCTy IPOTOKONY He BKIIOYaroThcs. Ilicns BimomocTel mpo
JIOTIOBIJ]Jaya CTaBUTHCSA TUPE 1 3a3HAYAETHCS ,, [€KCT JOMOBII (BUCTYIY) JOAAETHCS
JIO TIPOTOKOJTY .

211. Ilicns cnosa ,,BUCTYIINIIN dikcyroThCsl BUCTYIH THX OC10, 110 B3STU
y4acTh B OOTOBOpEHHI JOMOBiJl. Buctynum oQopMIIIOIOTECS y TPOTOKOMI 13
3a3HAYCHHSIM HaWMEHyBaHHsS IOCaj, MPI3BUINA Ta iMEHI MPOMOBIIB Y HAa3UBHOMY
BIJIMIHKY, & TaKOX 3 BUKJIQJCHHSIM 3MICTYy MHUTAHHS Ta BIJINOBiIEH HA HHOTO. 3MICT
BUCTYIIIB BUKJIAJAETHCA Bl TPETHOI OCOOU OJTHUHHU.

212.  Ilicas cJIOBa ,,BUPILIINJIIT” (, YXBAJIMIIN”,
»IIOCTAHOBUWJIN) dikcyeTbesi TMPUAHATE PIIMICHHS 3 PO3TJISHYTOTO IHTAHHS
MOPSIZIKY JeHHOTO. PinieHHs moBHUHHE OyTH KOHKPETHUM 1 BKITIOYATH CKJIAIOBI, 10
BIJIMOBI/IAI0Th HA TaKi MUTAHHS: KOMY, 1110 3pOOUTH 1 B IKUH CTPOK.

PimmenHs, mo MICTATh KUIbKA MUTaHb, MOAUISIIOTh HA MYHKTH 1 MiAMYHKTH, SKi
HYMEpPYIOTbCsl apaOcbkumu 1uppamu. IlignyHKTH HymepyroTbes Iudpamu 3
JTy’KKOTO.

213. VY pa3i, KOJU Ha 3acifjlaHHI MPUUMAETHCS PIIICHHS PO 3aTBEPKCHHS
JIOKyMEHTa, SIKWKA OOTOBOPIOBABCS Ha 3acijaHHi, Iled JOKYMEHT JIOJA€THCS JI0
MPOTOKOIY 1 B HBOMY pOOWMTHCS IOCHJIAHHS Ha HOMEp 1 Jary MpOTOKody. 3a
HAsIBHOCTI 1HITUX JIOKYMEHTIB, 110 PO3TJISAINCS Ha 3acigaHHl Ta (hakT 0OroBOpEeHHs



AKUX 3a(IKCOBAaHO y TEKCTI MPOTOKOIY, BOHM HYMEpPYIOThCS apaOChKUMHU
mudpamu (Jomatox 1, Homatok 2). YV BIANOBIZHUX MyHKTaX MPOTOKOIY POOUTHCS
MOCUJIaHHS Ha 111 JOJATKH.

PexBizut “BiamiTka npo HasSBHICTh JOAATKIB” HAMPUKIHII TEKCTY MPOTOKOIY
HE 3a3HAYAETHCA.

214. TlpoTokoa MIAMUCYETHCS TOJOBYIOUMM Ha 3acijaHHI KoJjerii Ta Ti
CEKpeTapeM.

215. TlamepoBi KorIii MPOTOKOJIIB a00 BUTATH 3 HUX 3aCBIAUYIOTHCS MIEUYATKOIO
cenuuIHoi paau (YCTaHOBHM) 1 HAACHIAIOTBCA Y pasi MoTpeOu 3aiHTepecOBaHUM
yCTaHOBaM, MOCaJOBUM o0coOaM, mpamiBHUKaM. CIHCOK pO3CHIKH CKIaaae i
HiANKCY€E CeKpeTap.

216. IIpoTokoAM MOXYTh CKJIAaJaTUCS B €IEKTPOHHIN (opmi 3a pilICHHIM
KOJIETT].

217. 'V pa3i BeieHHsS MPOTOKOIIB B €JIEKTPOHHIN (opMi BIIMOBITHUMN 3arucC
ayJli0BI3yalibHOI (hiKcallli 3acilaHHs MIIUCYEThCS KBaTI(PIKOBAHUM €IEKTPOHHUM
MIJUCOM CEeKpeTaps KoJjerii (gam - cekperap) abo YMOBHOBaXKEHOI ocoOu Ta
JIOJTA€THCS IO MPOTOKOITY.

218. Komii Takux TPOTOKOJIB Ta BHUTATB 3 HUX 3aCBIIUYIOTHCS
KBaTI(DIKOBAHOIO  €JICKTPOHHOIO TIEYaTKOK  CEJMINHOI paau  (yCTaHOB) 1
HAJICUJIAIOThCA y pasl moTpedu 3aiHTEPECOBAHMM YCTaHOBaM, MOCATOBUM 0OcCO0aM,
npaniBHuKaM. [lepenik po3cuiiku CKagae cekperap.

JIoKyMeHTH 10 3aCiIaHb KOJIeril, IHII0ro KoJ1eriaJibHOro OpraHy CeJIMIIHOL
paau (YCTaHOBH)

219. [IligroroBka Tta oopMIEHHS JTOKYMEHTIB JIO0 3aCi/iaHb KOJETii, 1HIIOrOo
KOJIET1aJIbHOTO OpraHy 3A1MCHIOIOTHCS 3 METOIO ii OpraHi3alliifHoOro 3a0e3neueHHs.

220. 3acigaHHs KoJjerii (KoJeriaJbHOro OpraHy) MPOBOISATHCS BIAMOBIIHO 10
3aTBEPKEHUX IJIaHIB iX poOOTH Ta y pa3l HOTpeOH.

VY mnaHi poOOTH 3a3HAYAIOTHCS MMHUTAHHS, MO0 TOBHHHI PO3TIISIATHCS, JaTa
po3rusiny, Npi3BHILE, BJIACHE 1M’sl JOMOBIJaya Ta HAaWMEHYBaHHS CTPYKTYpPHOIO
MPO3AUTY CETUITHOI pajiv, SIKUHA TOTY€E TOKYMEHTHU JJISL PO3TJISAY MUTAaHHS KOJerii
(KoJIeTiaTbHOTO OPTaHy).

[IpoekT mmany poOOTH KoJierii (KOJeriabHOTO OpraHy) CKIAJa€eThCs il
CEKpeTapeM 3 ypaxyBaHHSM MPOMO3UIN CTPYKTYPHUX MIAPO3AUTIB CEIUITHOT paau
(ycraHoB).

KepiBHUKHU CTPYKTYpHHMX MIIPO3/1IiB CEIUIIHOI paau (YCTaHOB) MOAAOTh IS
BKJIFOYEHHS JI0 TUTaHy pOOOTH Mepesik MUTaHb, SKI BOHW BBaXAlOTh 32 HEOOXIJHE
pO3TISIHYTH Ha 3acigaHHl. J[o mepeniky I0oJaeThes JOBIAKA 3 OOTpYHTYBaHHSIM
M1JICTaB JJI1 BHECEHHsI TUTAHHS Ha PO3TJIs] KoJierii (KoJerialbHOTro Oprany).

3aTBep/KEHUN TUTaH POOOTH JOBOAWUTHCS JO BilOMa YJEHIB KOJETii



(KonerialbHOTO OpraHy), KEpiBHHMKIB CTPYKTYPHHUX MIAPO3ILIIB CEJIMIINHOI paau
(ycTaHoB), IHIIKX 3allikaBiIeHUX 0ci0. Jlo1aTKOBI MATaHHS 10 3aTBEPXKEHOTO TIIaHY
poboTu KoJerii (KOJeriaJpHOro OpraHy) MOXYTh OyTH BKIIIOYEHI 3a PIIICHHSIM
TOJIOBH KoJIeTii (KoJserianbHOTO oprany). Cekperap KoJerii (KoJeriaibHoro Opraty)
iHbopMye BCiX ii YJeHIB Ta BiAMOBIAAJbHUX BUKOHABIIB MPO BHECEHI N0 TUIAHY
3MIHH.

221. JIokyMeHTH 3 MUTaHb, 10 BHOCATHCS Ha PO3IJISL KOJIETii (KOJIeTiadbHOTO
oprasy), IOBUHHI TIOJIaBaTHCS HE Mi3HIIIE HIXK 3a IT’ITh JHIB JI0 3acCiIaHHs, a y pasi
MIPOBENICHHSI TI03aY€PTOBOTO 3aCiJlaHHs - HE Mi3HIMIE HIXK 32 OJUH JCHb. 3a3HA4YCHI
JIOKyMEHTH MICTSTh:

JIOTIOBI/IHY 3aIlMCKy, aJIpecoBaHy KoJierii (KojeriaJbHOro oprany) (y pasi
noTpedu), B sIKiii IPYHTOBHO BUKJIJI€H1 MUTAHHS 3 BUCHOBKAMH 1 MIPOTIO3UIISIMU;

B CENUIIHIN pajl — 3aB130BaHUN MPOEKT PO3MOPSHKEHHS CEIUIIHOTO TOJIOBH,
JOBIJIKY MPO WOTO MOTOJKEHHS 13 3aIHTEPECOBAHUMHU CTPYKTYPHUMH I1IPO3/1IIIaMH
CEJIMIIIHOT pajii Ta y pa3i MoTpeOu, IHIUMHU yCTaHOBaMH, 3aB130BaHUN KEPIBHUKAMHU
3alHTEPECOBAHUX CTPYKTYpPHHUX MIAPO3AUIIB CEJNMINHOI paaud Ta 1ii amapary,
JIOKYMEHTH JI0 TIPOEKTIB (aHATITUYHI TOBIJKH, TaOIHIIl, llarpamMu TOIIO), 3aB130BaHi
iX KepIBHHUKaMU;

B YCTAHOBI — MPOEKT HaKa3y KEpiBHWKA YCTAHOBH Ta JOKYMEHTH 10 HBOTO
(aHaMITUYHI JTOBIAKHM, TaONuWIl, JlarpaMd TOILIO), 3aBI30BaHI KEpIBHUKAMH
3a1HTEPECOBAHUX CTPYKTYPHUX MMiJIPO3ALIIB YCTAaHOBU;

CITUCOK 0Ci0, sIK1 3aMpONIYIOTHCS Ha 3aCiIaHHs KOJIeT1l (KOJIeT1albHOTO OpPTaHy);
1HIIT JOKYMEHTH, HEOOX1TH1 /ISl pO3IJIS Y TUTaHb.

222. JIOKyMEHTH, MIATOTOBJICHI JUIsl PO3IJIALY KOJIETIEN (KOJIETiadlbHUM
OpraHoM), a TaKO OJWH MPUMIPHUK IX KOMii, 30epiratoTbca y cekpeTaps KoJerii
(KoneriaibHOTO OpTraHy).

223. VY pasi npoBeJIeHHs 3aKPUTOTO 3acCiJaHHs KOJIeT1i (KOJIerialbHOTO OpraHy)
ab0 3aKpUTOrO OOTOBOPEHHSI OKPEMHUX TNUTaHb, IMIATOTOBKA JOKYMEHTIB 3
BIJIMOBITHUX THUTAaHb 3IIMCHIOETHCA 3 JOTPUMAHHSAM TIOPANKY poboTH 3
JIOKyMEHTaMH, 1110 MICTATH 1H(POpMAIlit0 3 00MEKEHUM JOCTYIIOM.

224. 3a MIATOTOBKY JIOKYMEHTIB JJIsl TIPOBEJEHHS 3acifjaHb KOJeTii
(KonerialbHOTO OpraHy) B CEJNMIIHINA pajl BIJAMNOBIIAIOTH 3aCTYNMHUKUA TOJIOBH,
CEJIMIIHOI paayd BIAMOBIIHO JO PO3MOJIITY OOOB’S3KIB, a TaKOX KEPIBHUKHU
CTPYKTYPHUX IIPO3ALIIB CEIUITHOT pajy, BIAMOBIIabHI 32 TATOTOBKY MTUTaHHS HA
3aCilaHHsA  KoJlerii  (KOJerialbHOrO OpraHy); B YCTaHOBaX — KEpIBHUKHU
3a1HTEPECOBAHUX CTPYKTYPHUX IiIPO3ILIIB.

225. Cexkperap koJierii (KOJeriaapHOTO OpraHy) 3/A1MCHIOE KOHTPOJb 3a
CBOEYACHUM MOJIAaHHSAM JIOKYMEHTIB Ha PO3TJIsi] Ta MEpeBIpsie iX Ha HASBHICThH Y
MMOBHOMY 00Cs31 Ta MPaBUJILHICTh O(POPMIIEHHS.

JIoKyMeHTH, TMOoJaHl 3 MOPYUICHHSM YCTaHOBJIEHOTO MOPSAKY 1 CTPOKIB, 10
PO3TIIALY HE NPUNMAOTHCSL.



226. Pesynbratu 3acigaHHs KoJierii (KOJerialbHOTO opraHy) 0(OpMIIOIOTHCS
MIPOTOKOJIOM 3T1IHO 3 BUMOT'aMH, 3a3HaueHUMH Y TyHKTax 207 - 226 1iei [HcTpyKitii.

227. PimenHs xoJerii (KOJeriaJbHOTO OpraHy) CENIHIIHOI paJH Peali3yloThCs
IIUISIXOM BHJIaHHS PO3MOPSHKEHBb CEJUIITHOTO TOJOBH, PIICHHS KOJETii YCTaHOB —
IIUISIXOM BUJIAHHS HaKa3iB iX KEPiBHUKIB.

228. BuTATH 3 IPOTOKOJIB 3aCBIIUYIOTHCS TIEUYATKOIO.

Cay:xk00Bi JucTH

229. Cnyx00Bl JUCTU CKIAQJAIOThCS 3 METOI OOMIHY 1H(QOpPMAIIE€I0 MiXK
yCTaHOBaMU SIK BIJMOBIJAI Ha BUKOHAHHS 3aBJaHb, BU3HAYCHUX B aKTax OpPraHiB
JIep’KaBHOI BIAAM, JOPYUEHHSX BHUIIMX MOCATOBUX OCI0, HA 3alUTH, 3BEPHEHHS, a
TaKOXK KopecmnoHjeHIilo BepxoBHoi Pagum VYkpainu, Ha BHUKOHAHHS JOPY4Y€Hb
YCTaHOB BUIIIOTO PiBHSI, HA 3alUTH 1HIIUX YCTAaHOB, 3B€PHEHHS I'POMAJIsH, 3allUTH Ha
1H(pOopMaIlito, a TAKOXK SIK 1HILIATHBHI Ta CYNPOBIAHI JIUCTH.

230. Cuyx00BHIl JTUCT B €JEKTpOHHINA (opmi oopmiIroeThcsi Ha OJaHKY,
aBToMaTU4HO 3reHepoBaHomy CEJI cenuninoi paau (yCTaHOBH).

231. VYV pa3i HasgBHOCTI MIJACTaB, SIKI BU3HAIOTHCS OOIPYHTOBAHUMH JJISI
CTBOPEHHSI CEJIUIHOK PAJIOI0 JTOKYMEHTIB y MamnepoBiil GopMi, CIy>KOOBUH JHCT
oOopMITIOETHCA Y TanepoBiit Gopmi Ha creliaIbHOMY JIJIs JIUCTIB OnaHKy dopmaTy
A4 (210 x 297 wminimeTpiB). SKIIO TEKCT JUCTa HE IEPEBUILYE CEMHU PAJIKIB,
BUKOPUCTOBY€EThCS OnaHK Gopmaty AS (210 x 148 minimeTpiB).

232. Jluct, cTBOpeHM# y mamepoBiii (opMi, Mae Taki PEKBI3UTH: [aTa,
peecTpaliiHii 1HAEKC, TMOCHIaHHS Ha JOKYMEHT, Ha SKHH Ja€ThCs BIIIOBIJb,
ajpecar, 3arojoBOK J0 TEKCTy, TEKCT (OCHOBHUN PEKBI3ZUT CIIy»KOOBOTO JHCTA) Ta
ocobucte 3BepTaHHs (y pa3l moTpedM), BIAMITKA MPO HASABHICTH AOAATKIB (y pasi
noTpedu), MANuc, BIIMITKA PO BUKOHABIIS.

Jluct, cTBOpeHUU B €IEKTpOHHIA (opmi, Mae Taki pEKBI3UTH: JaTa,
peectpamiitanii  iHAeKC (aBTomatmuHo TnpucBoeHnit CEJl  cemmmboi  panu
(ycTraHoBm)), agpecar, 3aroJI0BOK JI0 TEKCTY, TEKCT (OCHOBHHMM PEKBI3UT CITY>KOOBOTO
JUCTA), BIAMITKA MPO HASBHICTH MOAATKIB (y pa3i moTpeOu), MiAMKC, BIAMITKA PO
BUKOHABI. [locmmanHs Ha peecTpamiiHui 1HIEKC 1 AaTy JOKyMEHTa, Ha SKHUM
JTAETHCS BIJIMOBIIb, 3a3HAYAETHCS Y TEKCTI JOKYMEHTA.

233. Jlarow nmcTa € jgaTa peecTpailii BUXITHOI KOPECHOHJEHINT y CITy»)0i
JIIIIOBOJZICTBA.

234. Sk mpaBuUiI0, y JUCTI MOPYIIYETHCS OJTHE MUTAHHSL.

235. Tekct JnucTa BUKIANAETHCS BIJ MEpIIOl  OCOOM MHOXHUHU 3
BUKOPHUCTAHHAM CJIB: “NPOCUMO TMOBIIOMUTH...” “p03’SACHIOEMO, I110...”, 200 BIJ
TPEThOi 0COOM OJHUHU - “‘CeNMIHA paaa iHopMmye...”, “cenuiiHa paja BBaxae 3a



JOLIJIbHE”.

236. Cnyx00Bl JUCTH MIANUCYIOTHCS BIAMOBIAHO J0 1€l  [HCTpyKIi.
['epOOBOTO IEYATKOIO 3aCBIAUYIOTHCS JIUIIIE TapAHTIHHI JTUCTH.

237. Cnyx00BHi TUCT y maneposiit popmi Bizye:

B CEJIMILHIA pajl — aBTOP JOKYMEHTa, KEPIBHUK CTPYKTYpHOTO MiAPO3ILTYy, B
SKOMY HOTO CTBOPEHO, y pa3i MOTpeOM (SKIIO B JIMCTI TMOPYIIYIOTHCS BaKIWBI Ta
MPUHIIAIIOB] TIMTAHHS) KEPIBHUKW 3alHTEPECOBAHUX CTPYKTYPHHUX IAPO3a1LIIB
CEJIMIITHOI Pajiv, a TAKOXK 3aCTYITHHUK TOJIOBH, BIJMOBIIHO /10 PO3MOJILTy 000B’SI3KIB,
KU KOOPIWHYE POOOTY CTPYKTYPHOTO MiIPO3MITy CEIUIIHOI paau, B SKOMY
CTBOPEHO BIJIITOBITHHM JIUCT;

B YCTaHOBI — aBTOP JOKYMEHTa, KEPIBHUK CTPYKTYPHOTO MiJIPO3/LTY, B IKOMY
HOTO CTBOpEHO, Yy pasi moTpedu (SKIIO B JKCTI MOPYIIYIOTHCS BaXKIMBI Ta
MPUHIIMIIOB] MHUTAaHHS) KEPIBHUKU 3alHTEPECOBAHUX CTPYKTYPHHUX T1IPO3ALIIB
YCTaHOBH, a TaKOXX 3aCTyMHHUK KEPIBHUKA YCTAaHOBH, SKHH KOOPAHHYE pOOOTY
CTPYKTYPHOTO MiAPO3/1TY, B SKOMY CTBOPEHO BIJIIIOBITHUN JIUCT.

JIOKyMeHTH MPO CJIy:;K00BI BIAPSAIKEeHHSA

238. Cuy>x00B1 BIIPSKEHHS MPAIIBHUKIB MepeadadaloThes y TuiaHi poboTu
CEeJUIIHOI paau (YCTaHOBH).

239. VY pa3i BUHUKHEHHS MOTPeOU y HanpaBleHH] MPAIliBHUKA Y BIAPSIKEHHS,
HE TMependadyeHe IUTAaHOM POOOTH CeNMUIIHOI paau (YCTaHOBH), KEPIBHUKOM
CTPYKTYpPHOTO MIiAPO3AiTY, B SIKOMY IpallO€ MPAIiBHUK, TOTYETbCS JOIMOBIIHA
3alKMCKa Ha BJIACHE 1M’ CEJMUIHOTO TOJOBH (KEpiBHHMKA YCTAHOBU), B SKIH
3a3HAYAETHCS MPO Te, KyIAu, Ha SIKUA CTPOK, 3 SAKOK METOK BIJIPSIKAETHCS
MpaLiBHUK.

JlomoBiiHa 3amucKa pa3oM 3 MPOEKTOM PO3NOPAJKEHHS (Haka3y) Ipo
BIJIPSI/DKEHHS TIEPENIaeThCs afpecary, sk MpaBujIo, HE Mi3HIIIe HIXK 3a TPU 100U 110
MIOYATKY BiAPSHKCHHS.

240. [Jns peectpailii BIAPSIKEHb BENEThCA HKypHald, Gopma sSIKOTO
BHU3HAYAETHCSI OKPEMHUM HOPMATUBHO-IIPABOBUM aKTOM.

241. Hns peectparii Biapsxenb B CEJl cenuiuoi paau BeACThCS KypHAI,
MiJl Yac BHECEHHsS 3alucy TMpo BIAPAIKEHHS 3IIACHIOETHCS JI€JIETyBaHHS
[IOBHOBa)X€Hb B CHUCTEMI BIlJ OJHIEI MOCAIOBOI OCOOM M0 1HIIOI HA Yac TaKOro
BIJIPSJI>KCHHS.

242.  Tlicns mOBEpHEHHS 3 BIAPSAJDKEHHS TpaIliBHUK, BIAMOBIIHO [0
BHU3HAYCHOTO MOPSI/IKY, TOTYE Y TPUACHHUHN CTPOK MTUCHMOBUH 3BIT IPO BiAPSKCHHS
(BUKOHAHHS 3aBJIaHHA), a TAKOX IMOJA€ 3BIT PO BHKOPHUCTAHHS KOINTIB y CTPOKH,
BU3HAYEHI 3aKOHOIaBCTBOM.

3BIT Mpo BIAPSIKCHHS (BUKOHAHHS 3aBJaHHS) Ta 3BIT MPO BUKOPUCTAHHS



KOIITIB TIJMUCYIOThCA TPaIliIBHUKOM, SKHM TiepedyBaB y BUIAPSAJDKEHHI, Ta
nepeIaloThCs 10 BUIAUTY FOPUIUYHOTO 3a0e3MeYeHHS Ta KaJpoBoi poOOTH Ta BIAALTY
OyXxTanTepchKoro oOJiKy, MaTepialbHO-TEXHIYHOTO 3a0€3MEYeHHs] Ta 3BITHOCTI
BIJIIIOBIIHO.

IV. Opranizanisi eJIeKTPOHHOT0 JOKYMEHTO00Iry

243. Opranizaiisi JOKyMEHTOOOITY CeMUITHOI paan (YCTAaHOBH) 3MIHCHIOETHCS
3a moniomororo CEJ cenuiuoi paau, Mo IHTErPyETHCS 13 CHCTEMOIO B3a€EMOII.

244, CEJl cemumiHOoi paau TOBMHHA 3a0e3leyyBaTH  MPOXOJKEHHS
CJICKTPOHHUX JOKYMEHTIB Ta €JIEKTPOHHUX KOIIA JOKYMEHTIB Ta B3a€MO3B’A30K 13
CUCTEMaMHU EJIEKTPOHHOTO JOKYMEHTOOOITY IHIIMX YCTaHOB 4Yepe3 CHUCTEMY
B3a€EMOJIII.

O0.1ik 00CATY €JIEKTPOHHOT0 JOKYMEHTO000iry

245. OOmik 00CsTYy €NEKTPOHHOTO JOKYMEHTOOOITY 3JIHCHIOEThCS B
aBTomaTuzoBanomy pexxumi CEJ] cenuniHoi pagu.

246. IlincymkoBl jgaHli oOOdiKy 0O0CSATY JOKYMEHTOOOITY TOJaloThCA B
€JIEKTPOHHIN (popmi.

Bumoru moao panionasizamii J0KyMeHT000Iry

247. JIOKyMEHTH, CTBOPEHI Yy MarnepoBii Ta €JIEKTPOHHIA (GOopMax, MPOXOASTh
1 OMpaIbOBYIOThCA B CEJIMINHIN paal (yCTaHOBaX) HA €IMHUX OpraHi3alliliHUX Ta
MPaBOBUX 3acajlax OpraHizalii JOKyMEeHTOOOITy, BU3HaUCHUX L€t [HCTpykiie. Y
pa3l HaABHOCTI TMIJACTaB, SIKI BU3HAIOTHCA OOIPYHTOBAHUMH [IJIi CTBOPEHHS
CEJIMIIIHOIO Pajiolo (YCTaHOBAMH) TOKYMEHTIB Y TanepoBiit (hopmi, 3aCTOCOBYIOTHCS
3acaJii Opradizailii JOKyMEeHTOOO0ITy, BU3HaUeHI 1i€t0 [HCTpyKIiero.

248. EdexTuBHa oprasizamis JOKyYMEHTOOOITY mependadae: MPOXOIHKEHHS

JIOKYMEHTIB B CEJIMIIHINA pajii HAUKOPOTILIUM HUIIXOM;

CKOPOYEHHS KUTHKOCTI 1HCTaHIIINA MPOXOKEHHSI JOKYMEHTIB (30KpeMa, Tij] 9ac
MOTOJKEHHS1);

YHUKHEHHS AyOJeTHUX omepamiii mig dYac poOOTH 3 JOKyMEHTaMU;
HEeHTpati3amito (3aA1HCHEHHS OJHOTUITHUX OMepaliil 3 JOKYMEHTaMHt B OJHOMY

MicCIIi);

YCYHEHHS pyYHUX PYTUHHUX ONepalii, 1Kl MOXKHa aBTOMAaTU3yBAaTH.



IIpuiiMaHHs Ta NEPBUHHE ONPALIOBAHHSA 10KYMEHTIB,
10 HAAXOAATH A0 CEJMIIHOI paau (YCTaHOB)

249. JlocTaBKa TOKYMEHTIB 0 CEJHIIHOI pajy 3A1MCHIOETCS Yepe3 CUCTEMY
B3aemonii Ta CEJl, a Takoxx Moke 3IIHCHIOBATHCS 3 BUKOPHCTAHHSM 3acCO0iB
MOIITOBOTO 1 EJIEKTPO3B’SI3Ky, Kyp €PChbKOIO Ta (esba’ €erepchbKo0  CIyKO0070,
Hapy4YHHUM CIIOCOOOM.

[TomrToro Ta 4epe3 Kyp'€pcbKy CIOy»KOy JOCTAaBJISETHCA THChMOBA
KOPECTOH/ICHIIISl Yy pa3l HasgBHOCTI MIJCTaB, 5SIKI BU3HAIOTHCS OOTPYHTOBAHUMM IS
CTBOPEHHSI yCTAHOBOIO JIOKYMEHTIB y TTaniepoBiit (hopmi, MOMITOBI KAPTKH, OaHAepOTi,
JpiOHI MaKeTH, a TAKOXK MEPIoIUYH1 APYKOBaHI BUIAHHS.

qDCHBII’GIFGpCBKOIO CJ'Iy}K6OIO JOCTaBJIACTHCA CHGHiaJ'II:Ha KOpCCHOH,Z[CHHiH.

250. VYci J[OKyMEHTH, IO HaIXOJATh [0 CEJIUIIHOI paiau (yCTaHOB),
MPUIMAIOTHCS IIEHTPATI30BAHO CITY»KOOI0 1JIOBOJICTBA.

VY cimyx01 IUTOBOACTBA PO3KPHUBAIOTHCS BCl KOHBEPTH, KPIM THX, IO MAaOTh
HaIUC ,,0COOUCTO”. Y TaKOMy BHUIIQJIKy PEECTPAIlIMHUM 1HIEKC Ta J1aTa peecTparii
HAHOCSITBCS HAa KOHBEPT.

PexoMeH0BaHa, crieliajibHa Ta KOPECHMOHACHIIISI 3 OTOJIOMICHOK IIHHICTIO
NPUIMAETHCS i PO3MUCKY B peecTpi a00 MOBIAOMIIEHH] PO BPYUEHHS.

251. 'V pa3l HaAXOMKEHHS KOPECIOHJIEHIi 3 BiaMmiTKOW ‘“TepMiHOBO”
(biKCy€eTbCs HE JUIIIE J1aTa, a il TOANHY Ta XBUJIMHU JOCTaBKHU.

252. KonBepTH 30epiratoThCs 1 J0JIAI0THCS 10 TOKYMEHTIB Yy pasi, KO JHUIIe
32 KOHBEPTOM MO’KHAa BCTAHOBUTHU aJpecy BIANPABHUKA, 4Yac BIANPABICHHS Ta
OJIep>KaHHS IOKyMEHTa ab0 y KOHBEPTI BIACYTHI OKPEMi IOKYMEHTH Y1 BCTAHOBJICHO
HEBIJINOBIJIHICTh HOMEPIB JOKYMEHTIB HOMEpaM, 3a3Ha4Y€HUM Ha KOHBEPTI, a TaKOXK
aJPeCHI APIUKUA PEKOMEHOBAaHUX KOHBEPTIB 1 TAKETIB.

VY pa3si BiICYyTHOCTI IOAATKIB, 3a3HaYEHUX Y JOKYMEHTIi, 800 OKpEMHX apKyIIIiB,
a TaKO 32 HASIBHOCTI TOMIJIOK B 0()OpMIIEHHI JJOKYMEHTA, 1[0 YHEMOKIITUBITIOE OTO
BUKOHAHHS (B1JICYTHICTh MIANUCY, BIAOUTKA MEYaTKH, rpudy 3aTBEp/HKEHHS TOLIO),
JIOKyMEHT HE PEECTPYETHCS 1 MOBEPTAETHCS BIAMPABHUKOBI 13 3a3HAYCHHSIM PUUUHU
MOBEpPHEHHS 200 HOMY MOBITOMIISIETHCS TIPO TTOBEPHEHHS JOKYMEHTA TeIe(hOHOM.

VY pa3i NomKOIHKEHHs] KOHBEPTAa POOUTHCS BIAMOBIHA BIAMITKA y MOIITOBOMY
peeECTpi.

Y pa3l BIICYTHOCTI, HEIJICHOCTI BKJIAJE€Hb BHACIIJOK TMOIIKOKCHHS
KOHBEpTa, YIMAKyBaHHS, IO MPHU3BEIO JIO HEMOXXJIHUBOCTI MPOYUTAHHS TEKCTY

JIOKYMEHTA, CKIIAJa€ThCsid aKT Yy JIBOX MPHUMIPHUKAX, OJAWH 3 SIKUX HAJCHIIA€THCS
KOPECIIOH/ICHTY, a 1HIITUH 30epiraeTbcs y Caysk01 11JIOBOJICTBRA.

253. JIOKyMEHT MOBEPTAEThCS BIJAMPABHUKOBI 0€3 pO3risay y paszl Horo



HA/IXOJDKEHHS HE 32 a/Ipecolo, HaJXOKEHHS MarepoBOro MpUMipHUKA JOKYMEHTa,
KU BXKEe HAIIAIIOB Yy eJeKTpoHHINH (opmi uepe3 cuctemy B3aemonii ta CEJ]
aaMiHiCcTparllii, a00 HaJXOIKEeHHS JOKYMEHTa Y manepoBiii ¢opMi 6e3 HasIBHUX Ha Te
MiCTaB, SIKi BU3HAIOTHCS OOTPYHTOBAaHUMH JJIsi CTBOPEHHS YCTAaHOBOIO IOKYMEHTIB Y
nanepoBiit hopmi.

254. 'V pa3t onepxaHHsS (PaKCUMUIBHOTO TIOBIJIOMJIEHHSI JOKYMEHT HeE
peeCTpyEThHCS.

255. EnekTpoHHUH MOKYMEHT, IO 3aBAaHTAXXUBCSA 13 CHCTEMHU B3a€EMOJIi Ta
CE/l cenuiHo1 paau, BBAXKAEThCS JOCTABICHUM aJIpecary.

256. Bci BXiHI AOKYMEHTH HIJIATal0Th MOMEPEIHBOMY PO3IIISIAY B CIyXkO1
JIIJIOBOJICTBA.

257.  Ha craaii nonepeqHbOT0 PO3TIIsLy 3A1MCHIOETCA B1IOIp JOKYMEHTIB,
10 HE MIJISTAaI0Th peecTpallii C1y>K000 A1I0BOACTBA, 1110 BU3HAYEHO y 0AATKy 12.

[1i yac monepeAHLOTO PO3IIISTY BU3HAYAETHCS:
91 Ma€ JOKYMEHT OyTH JOMYIIEHUH 10 PeeCTparlii;

Yy NOTpeOye PO3Isiay KEPIBHUIITBOM CEJIMIIHOI paju (yCTaHOBHM) a0 nepeayl
MICHA peecTpalii 10 CTPYKTYpPHOTO MiAPO3AUTY CEJNMINHOI paaud abo yCTaHOBU
BIJIMOBIJTHO /10 (YHKIIOHAJIBHOTO PO3NOALTY 000B’SI3KIB B YCTaHOBI;

YU HAJICKUTh JI0 TOKYMEHTIB TEPMIHOBOTO PO3MJISIAY (OMpalfoBaHHs).”.

258. llomepenHiéi po3ris] MOKYMEHTIB TOBMHEH 3I1MCHIOBATHUCS Y JICHb
HAJXO/DKeHHS (ocTaBku) a0o He mi3Hime 10 roguHu HACTYIMHOTOo PoO0YOro JHS Y
pa3i iX HaAXOMKEHHs (JOCTAaBKH) TICJS 3aKIHYEHHS poOOYOro JHS, y BHXIJHI,
CBATKOBI Ta HepoOoul mHI. [lopydeHHS yCTaHOB BHIIOTO PIBHS PO3IJIAIAIOTHCS
HEePLIOYEPTOBO.

259. 3a pe3ynbTaTaMd MONEPEIHBOTO PO3MIIAY OTPUMAHUM JOKYMEHT
HiJyIsiTae peecTpartii, KpiM BUMAAKIB, KOJIH:

MOPYIIEHO BUMOTH 11070 (Gopmu miaroroBku (myHKT 3 miei [HcTpykiii) abo
oopMIICHO 3 TOPYIIEHHSIM BUMOT TyHKTIB 128 Ta 129 1€l [ncTpykiii;

JIOKYMEHT HaJIIWIIOB HE 3a aApeCcoI0; TOKyMEHT HaIHIIOB MOBTOPHO;

3asIBJICHUH CKJIAJl JOKYMEHTA He BIAMOBIAAE (DAaKTHUHOMY;

PEKBI3UTH BX1IHOTO JJOKYMEHTa He 301raloThbCs 3 peKBI3UTaMH, 3a3HAYECHUMH B
PMK;

BIJICYTHI TIOB’S3aHUI 3 EJIEKTPOHHMM JIOKYMEHTOM KBasi(hiKoBaHUI
SJICKTPOHHUN MIAMKC MiAMUCyBava Y¥ TOB’sI3aHA 3 HUM KBaTi(ikKOBaHA €JIEKTPOHHA
nevyaTKa CeJUIIHOI paau (YCTaHOBH), HASBHICTH SIKOT HA HROMY IepeadadeHa i€k
[HCTpYKITI€HO;

Ha JOKYMEHT HaKJIaJIeHO KBasIi(hiKOBaHHH €JIEKTPOHHUM MiAMUC 0COOH, siKa HE €
MIJMUCYBavYeM JOKyMEHTa ab0 0c00010, 1110 BUKOHYE HOTO 000B’SI3KH;

BIJICYTHsI KBaJli(piKOBaHa €JIEKTPOHHA [MO3HAYKA Yacy;



MOB’s13aH1 3 €JIEKTPOHHUM JIOKYMEHTOM KBali(hiKOBaHI €JIEKTPOHHI ITiIMUCH
Ta/ab0 MeYaTKu HEMOXKJIMBO IMEPEBIPUTU 3 JOTPUMAHHSM BHMOT YaCTUHHU JAPYTroi
ctarti 18 3akony Ykpainu ,,[Ipo enexTpoHH1 10BipUl MOCTyTH”;

Bi3yaJbHa (popMa eNEeKTPOHHOTO JOKYMEHTa He MpHIaTHA A7 CIpUAMaHHS 11
3MICTY JIFOJUHOIO.

Y 1mux BuUMagkax Cciayk0a IUTOBOJACTBA BIJMOBISE Y PEECTpaIlii TaKoro
JIOKyMEHTA 13 3a3HaYCHHSIM OJIHI€T 3 HAaBEJICHUX ITi/ICTaB.

PeecTpauisi 1okyMeHTIB

260. BxiaHi, BHYTpIIIHI, BUX1IHI, 1HII JOKYMEHTH HE3aleXHO BiJl GOpMH iX
CTBOPEHHsI, IMIATOTOBJIEHI B cequinHIA paai (ycraHoBi), peectpytoTbesi B CEJI
CEJIMIIHOI paJiy.

261. Peectpariiss TOKyMEHTIB BCIX KaTE€ropii MOJSAra€ y CTBOPEHHI 3aIUCy
OOJIIKOBHX JaHMX PO AOKYMeHT Ta opopmiieHHss PMK B enexktponniii popmi y CEJ]
CEJIMILHOI pajay 13 3a3HaYeHHSIM OOOB’A3KOBHUX PEKBI3HUTIB, 32 JOIMOMOTOI SIKHX
GbikcyeThcs (aKT CTBOPEHHS, BIANpaBieHHsS a00 OJepKaHHS JOKYMEHTa IIISTXOM
MPOCTABIICHHA HA HbOMY PEECTPAIIMHOTO 1HAEKCY 3 MOJAIbIINM BHeCeHHsIM 10 PMK
HEOOX1/IHUX B1IOMOCTEH.

262. Jlo 00OB’SI3KOBUX PEKBI3UTIB, 10 BHOCAThCS B PMK, Hanexats: BuJ
JIOKYMEHTA, 1HAEKC Ta 3arojIOBOK CIIpaBU BIJNOBIJHO /0 HOMEHKJATYpU CIIpaB,
KOPECTHOHIeHT (YCTaHOBAa- BIANPABHHUK), MIAMUCYBaY JOKYMEHTA Ta KBaJi(hiKoBaHUMN
CJICKTPOHHUN MAMKUC TiAnucyBaya abo kBamiikoBaHAa €JEKTPOHHA TIedaTKa
yCTaHOBH-BIJNIPABHUKA, ajapecaT (Mepeiik YCTaHOB, SIKUM aJpEeCOBAHO JOKYMEHT),
BUXIJTHI HOMEp Ta Jata (peecTpailiiiii aTpulOyTH KOPECIIOHACHTA), BX1AHI HOMEp Ta
nata (peecTpaiiiiHi atpuOyTH aapecara), BUXIIHUN HOMEp Ta JaTa peecTparlii
(peecTpariiiHi aTpuOyTH YCTAaHOBM), KOPOTKHI 3MICT JOKYMEHTa, CTPYKTYPHHIA
M1IPO3/1J1, BIAMOBIATIBPHUN 32 BUKOHAHHS 3aBAaHHS Ta/a00 MiJATOTOBKY JOKYMEHTA
B CEJIMILHIN pazl (yCTaHOBI) 13 3a3HAUYEHHSIM MOT0 1HJEKCY, MPI3BUILA, IMEH], HOMEpa
TeneoHy Ta CIy>KOOBOi €JIIEKTPOHHOI TOINTH MWOro KepiBHUKA, EJIEKTPOHHI
Pe30JIIoITii, BIAMOBIIAIbHUN BUKOHABEIh (3T1AHO 3 PE30JIIOLIEI0) 13 3a3HAUYCHHSIM
Joro npi3Buila, iMEeHi, HOMepa TenedoHy Ta ciy>k00BO1 €JIE€KTPOHHOI MOIITH, CTPOK
Ta MO3HAyYKa MPO BUKOHAHHS JOKYMEHTA, KUTbKICTh CTOPIHOK CYHPOBIAHOTO JIUCTA T
KUIBKICTh CTOPIHOK JTIOAATKIB, MOCUJIAHHS Ha BXKE 3apEECTPOBAHI IOKyMEHTH (1CTOPis
MUTaHHS), 1HANKATOPU CTaHy BUKOHAHHS JOKyMEHTa Ta CTPOKHM BUKOHAHHS
1HUKATOPIB.

VY pazi motpebu nepenik 000B’13k0BUX pekBi3uTiB PMK Moxe OyTH 10TTOBHEHUIA.

263. Jlo nonaTKOBHUX PEKBI3UTIB, 1110 BHOCATHCS B PMK, Hanexarsb: BHYTpIIIHE
nepeagpecyBaHHsl EIEKTPOHHOTO OKYMEHTa MK CTPYKTYPHHUMH MiIPO3I1ITIaMH



CEJIMIIHOI pajJid, HAsBHICTh Ta MEPENK J0JAaTKiB, MPOMIKHI CTPOKM BUKOHAHHS,
iHbopMallis Tpo 3MiHYy Ta TMEPEHECeHHS CTPOKIB BUKOHAHHS, MPUIHHEHHS
MOHITOPUHTY €JIEKTPOHHOTO JOKyMeHTa, 1Hpopmamiitni noBigomieHHs CEJI
CEJIMIIHOI pajau, KOJ JOKYMEHTa 3TiIHO 3 TEMATUYHUM KJIacu(PiKaTOPOM CETHIIHOI
paau (yCTaHOB), CTPOK TepeAaBaHHS 10 apxXiBY amapaTy CEIUIHOI paau (apXiBy
YCTaHOBH), TMO3HAYKa IMPO HAJEKHICTh JOKYMEHTa N0 JOKYMEHTIB TEPMiIHOBOTO
pO3TIsY.

264. JlomyckaeTbcss BBEIOCHHS CEJHIMHOIO panolo (YCTAaHOBOIO) 1HIIMX
PEKBI3UTIB E€JEKTPOHHOTO JOKYMEHTa, sIKi HE 3BYXYIOTh Ta HE 3MIHIOIOTh
3aCTOCYBaHHS 000B’A3KOBHX Ta JOJATKOBUX HOTO PEKBI3UTIB.

[Topsimok BHeceHHS pekBi3uTiB 10 PMK Ta iX po3MilllcHHS BH3HAYAETHCS ITI€I0
[HCTpYKIIi€THO.

265. PeecTparlis JOKyMEHTIB IPOBOJIUTHCS 3 METOIO 3a0€3MEUEHHS iX 00JIKY,
MOHITOPUHTY CTaHy BHUKOHAaHHA 1 OINEPAaTUBHOIO BHUKOPUCTAHHS HAasABHOI B
JIOKyMEHTaX 1H(popMallii.

266. Peectpamis BXiHOI 1 BHUXITHOI  KOPECHOHACHIT  CETUITHOT
panu(yCcTaHOBH) 31MCHIOETHCS CITY>KOOI0 JUJIOBOJICTBA CEIUIIHOI pajau (yCTaHOBH)
IIEHTPAJII30BaHO B €MHIN CHCTEMI.

[Topsimok peecTpaiii OKpeMHUX BHUIIB JOKYMEHTIB BH3HAYAETHCA III€IO
[HCTpYKI1Ii€TO.

267.  Peectparis BXigHOT KOPECIOHIEHIN 3MIMCHIOETHCS JIMIINE TIICHSA
MIPOBEJICHHS MOMEPEIHHOTO PO3TIISATY JOKYMEHTA.

268. JlokymMeHTH, IO HaAXOIATH (haKCOM, EJIEKTPOHHOIO MOIITOK 0€3/3
KBaTI(DIKOBAHUM  €JIEKTPOHHUM  MIANUCOM  (KBali(iKOBAHOI  E€JIEKTPOHHOIO
NEYaTKOI0), peecTpauli He NISraloTh, KpIM JOKYMEHTIB, IO HAIXOIATh Bij
YCTaHOB, 3a3Ha4eHMX y PernameHTi oprasizanii B3aeMo/ii OpraHiB BUKOHABYOI B/l
B €JIEKTPOHHIN (opMi, 3aTBEpIKeHOMY MocTaHOBOK Kalinery MiHicTpiB Ykpainu
Bix 17 ciuas 2018 p. Ne 55.

269. 'V CEJ cenumnuoi paau ¢GopMyeThCsS €auHA IIEHTpali3oBaHa 0a3za
pEECTpaAllIfHUX NaHUX B EJIEKTPOHHIN (opmi, 3a JOMOMOTOI $KOi MpaIrliBHUKU
3a0e3Meuy0ThCs 1HPOPMAIII€I0 TTPO BCl JOKYMEHTH CENUITHOI paau (YCTaHOBH) 1 iX
MICII€3HAXOJ[YKCHHSI.

270. JOKYyMEHTH pPeeCTpyIOThCA 3a TpyNaMHU 3aJIEXKHO BiJ Ha3BU BUIY, aBTOPa
1 3MICTY OKyMeHTIB. Hampukiam, okpeMo peecTpyroThCs:

aKTH OpraHiB JIep>KaBHOI BJIa/IU Ta JOPYUYECHHS BUIIMX MTOCAJ0BHUX OCI0, 3aIUTH,
3BEpPHEHHS, a TaKOX KopecroHeHiis BepxoBHoi Pagun Ykpainu, mo Hamiimnuwia 1o
CEeJUIITHOT paau (YCTaHOBH);

pO3MOpPS/KEHHsI, (HaKa3u) 3 OCHOBHUX TIMTaHb JISUIBHOCTI — CEJMIIHOL
panu(yCTaHOBH);

pO3MOpsIIKEHHS  (HAaKa3uW) 3 aAMIHICTPaTUBHO-TOCHONAPCHKUX  MUTaHb



CEeUIITHOT paau (YCTaHOBH);

po3MopsKeHHs (HaKa3|) 3 KaJIpOBUX MUTaHb (0COOOBOTO CKJIaay) (BIAMOBIIHO
JI0 X BUJIIB Ta CTPOKIB 30€piraHHs) CEIMIIMHOL paju (YyCTaHOBHU);

aKTH peBi3ii (IHAHCOBO-TOCIIOAAPCHKOIL AISTILHOCTI; OyXTalTepChKi
JIOKYMEHTH;

3asIBKHM Ha MaTepiabHO-TEXHIYHE IOCTAaYaHHs; CITy>KOOBI JINCTH;

3BEpHEHHS TPOMA/ISIH; 3alUTH Ha IH(OpMaIIiio.

271. JloKyMEHTH pEECTPYIOThCS JHINE OJWH pa3: BXiOHI - y JICHb
HAJXO/DKEHHS a00 HE I3HIIIe HACTYIMHOTO [HsS, SKIIO0 JOKYMEHT HAIiWIIoB Yy
HepoOounii dac,

CTBOPIOBAHI - y JICHb MiANIMCaHHS 200 3aTBEPIXKCHHS.

272. 'V pasi nepenadi 3apeecTpOBAHOr0 JOKYMEHTA 3 OJHOTO CTPYKTYPHOTO
MIIPO3AUTy IO 1HINOTO, HOBHMM pEeCTpaliiHUA 1HIAEKC Ha JOKYMEHTI He
MPOCTABIISETHCA.

273. JIokyMeHT, 1I0 HaJIWIIOB y TamnepoBi ¢opMi, Micias peecTpaiii
CKaHY€ThCS Ta oro GoTokoIis NpukpiIoeTses 10 PMK.

274. BxigHuil JOKYMEHT MOCTiHHOTO Ta TpuBaioro (moHax 10 pokiB)
30epira”Hs, 10 HAAIWIIOB y ManepoBidt ¢opmi, MICIsS peecTparii Ta CTBOPECHHS
dboTokomii mepesacTbcsi 0e3MOCepeHh0 B CTPYKTYPHUN MIAPO3INT  CENUIIHOT
paau(ycTaHOBM), BHU3HAUYEHHM B YCTAaHOBJICEHOMY NOPAJKY BIAMOBIAAJBHUM 32
BUKOHAHHS I[LOTO JTOKYMEHTA, JIUIIE I 30epiraHHs 3 ToJalbuM (hOpMyBaHHSIM y
CIIpaBU BIAMOBITHO J0 3aTBEPKEHOT HOMEHKJIATYPH CIIPaB.

IlepeBipka kBaJi(PiKOBAHOT0 €JIEKTPOHHOI'O MiAMUCY

275.  llepeBipka KBaJi(piIKOBAHOTO €JIEKTPOHHOTO TIJAMUCY YU TE€YATKU
3MIACHIOETBCS 3 JOTPUMaHHAM [lops/iKy BUKOPUCTaHHS €IEKTPOHHUX JOBIPUYUX
MOCIYyI B OpraHax Jep>KaBHOI BIaJHM, OpraHax MICIIEBOTO CaMOBpSIyBaHHS,
MiIPUEMCTBAX, YCTAHOBAaX Ta OpTaHi3aIisax JaepkaBHOI (OpMH BIACHOCTI,
3aTBepKeHOT0 moctaHoBoto0 KaGinery MinictpiB Ykpaiau Bin 19 Bepecus 2018 p.
Ne 749 (Odimitinuii Bicauk Ykpainu, 2018 p., No 76, ct. 2528).

276. B cenumHiii panmi (yCTaHOBI) OpPTaHI30BYETHCS IIEHTPaIi30BaHE
CXOBHILE KBadi(iKOBaHUX CepTU(]IKATIB BIIKPUTUX KIIIOUIB a00 3aCTOCOBYETHCS
OHJIAMH- TIepeBipKa cepTU(PIKATIB BIAKPUTHUX KITIOUIB O€3MOCEPEIHBO 3 €IEKTPOHHOTO
nepeniky KBali(pikoBaHUX CEpPTU(IKATIB BIIKPUTUX KIIOUIB KBaJIl(PIKOBAHUX
HaJ[aBayiB €JIEKTPOHHUX JOBIPUUX MOCIYT.

277.  llepeBipka Ta MATBEPIKEHHS KBaII(PiKOBAHOTO E€JIEKTPOHHOTO
mianucy Ta/abo meyaTKd 3AIHCHIOETBCS 3 JOTPUMAHHSM BHUMOT YaCTUHHU JAPYTroi
ctatTi 18 3akony Ykpainu ,,[Ipo enexTpoHH1 JOBIpYl OCTYyTH .

Opranizanis nepegavi JOKyMeHTIB Ta iX BHKOHAHHS



278. 3apeecTpoBanuii JOKyMeHT 3a (hakTom BHeceHHs1 B PMK HampasmsieTbest
yepe3 CEJ] cenumnoi paay Ha po3TIIs TOJI0B1, 3aCTYITHUKOBI TOJIOBH (3T1IHO 3
PO3MOoALIOM 000B’SI3KIB), SIKHI PO3TIISIIa€ JOKYMEHT B CEHIMHIA paai (mai -
MEPBUHHUN PO3IJISA).

279. B ycraHOBax 3apeecTpoBaHUN JOKYMEHT 3a (hakToM BHeceHHs B PMK
HanpaBisieTbes uepe3 CEJl cenuninoi pajau Ha po3riisi KEpIBHUKY YCTAHOBU
(3aCTYITHHMKOBI), AKUW PO3IIISAAE TOKYMEHT NEPIIUM (J1aJli - MEPBUHHUNA PO3TJIS).

280. JlokyMeHTH ojpa3y Micis iX peecTpallii mepeaaroThCsl Ha IEPBUHHUN
PO3IIIAL.

CenuiiHOMy T0JIOBI ab0 0c001, 110 BUKOHY€E HOro 00OB’SI3KU, HA MIEPBUHHUM
PO3IIIAJl IEPEAAOTHCS JOKYMEHTH, 1110 HaAiinum Big Kabinety MinicTpiB YkpaiHu,
BepxoBHoi Pagu Ykpainu, Anminictpauii IIpe3naenta Ykpainu, 3BepHEHHS 1 3alIUTH
HapOJHUX JCMyTaTiB Ta NOPYYECHHS (JUCTH) YCTAHOB BHUIIOTO PIBHS, aKTH OpPraHiB
JI€p’KaBHOI BIaAW, AOKYMEHTH, IO HaAIMIIIM Bl CTPYKTYPHUX MIIPO3/ALIIB
CEJIMILHOI PaJl, OpPraHiB MICIIEBOrO CaMOBpPSAYyBaHHS, OpraHizailiii, yCTaHOB Ta
HIJIPUEMCTB, IO HAJIEXKATh 10 c(hepr yIpaBIiHHS CENMILIHOI Paju, OpraHizaiiitHo-
pO3MOpAIYl Ta NPOTPaMHI JOKYMEHTH 3arajlbHOJIEPKABHOTO XapaKkTepy.

[lepBUHHUI PO3TIIA MPOCKTIB aKTiB, BHECEHUX CEJIMIIHOI0 Pajoro (YCTaHOBI)
Ha CHUIbHE pO3pOOJIEHHS, IHIIMX JOKYMEHTIB 3/IACHIOETHCS KEPIBHUKAMU
CaMOCTIMHHMX CTPYKTYPHHUX ITIIPO3/1iB a00 0codamu, 110 BUKOHYIOTh iX 000B’SI3KH,
B MEXax 1X KOMITETEHITI1.

281. BianoBiganpHICTh 32 BAKOHAHHS JOKYMEHTA HECYTh 0COOH, 3a3Ha4€eHI
y PO3MOPSIAYOMY JOKYMEHTI, PE30JII0IiT KepIBHUKA YCTAHOBH, Ta MIPAI[IBHUKH, SIKUM
0e3nocepeHbO JOPYYEHO HOro BUKOHAHHS.

['onoBHUIT BUKOHABEIb OPraHizoBye poOOTYy CIHIBBHUKOHABIIIB, 30Kpema
BHU3HAYAE CTPOKHU MOAAHHS HUMHU MPOMO3UIIIH, TOPSAIOK MOTOHKEHHS 1 MIATOTOBKH
MIPOEKTY JTOKYMEHTA.

CriBBMKOHABIII BIAMOBIAIOTh 3a IMIJITOTOBKY HAa HAJICKHOMY PiBHI Ta CBOEYACHE
MOJaHHSI TOJIOBHOMY BHKOHABIIIO MPOMO3MIIK. Y pa3l HECBOEYACHOTO TOJaHHS
MIPOTIO3HUIIIH CITIBBUKOHABISIMU T'OJIOBHUIM BUKOHABEIIh 1HQOPMYE TIPO 11€ KePIBHUKA,
KWW HAJaB TOPYUYECHHS.

282. BukoHaHHs JOKyMeHTa Tepeaoavae 30upaHHs Ta ONpaltoBaHHs
HeoOX1HO1 1H(pOopMallii, MATOTOBKY MPOEKTY BIAMNOBIAL HA TOKYMEHT Y1 HOBOTO
JOKyMEHTa, Horo 0(OpMIICHHS, TOTOPKEHHSI, HANpaBJIeHH (TOJAAHHS) JJIs
M1AMMCaHHS (3aTBEPPKEHHS ) BIJIMOBIIHOMY KEPiBHUKY.

283. [lepen momaHHsAM IPOEKTY TOKyMEHTA Ha MIANKC BiAMOBIIHOMY
KEPIBHUKY aBTOP JOKYMEHTa 3000B’ I3aHUI NEPEBIPUTH NMPABUIIBHICTh HOTO



CKJIaZICHHS Ta O(POPMIICHHS, TOCHJIAHHS Ha HOPMATHBHO-TIPABOBI aKTH, YTOUHHUTH
1udpoBi JaHi Ta HASBHICTH JJOJIATKIB.

284. B PMK Bino0OpakaeThbcs 3B'SI30K JOKYMEHTA, IKUW HAMPaBIISIETHCS
(momaeThCst) Ha MIANKC, 13 JOKYMEHTaMH Ha BUKOHAHHS YU Ha IIJCTaBl IKMX HOTO
CKJIaJICHO.

PeecTpanist BUXiTHUX TOKYMEHTIB

286  Peectpamis BUXIIHHUX €JEKTPOHHHX JIOKYMEHTIB 3I1HCHIOETHCS B
aBTOMATU30BAHOMY PEXKUMI MICIs iX MiANHUCAHHS.

287  HancunanHda JOKYMEHTIB HeE3ajeXHO Bl (GopMu iX CTBOpPEHHS,
3MIMCHIOETRCS Yepe3 cuctemy B3aemo/ii Ta CEJ cenumHoi pay.

VY pasi cTBOpEHHS TOKYMEHTA y MarnepoBii (hopmi agpecaTy HaICUIAETHCS JIUILIE
roro gorokormig yepe3 CEJl cenuninoi paau, KpiM BUNIAJIKY HaJCUIIAHHS JOKYMEHTIB
yCTaHOB1 uu 0co01, k1 He € kopuctyBayamu CEJl cenumiHoi paau, Ta TOKYMEHTIB,
BU3HAYCHUX ITyHKTOM 2 1i€1 [HCTpyKIIii.

288  Sxmio aapecat He € kopuctyBaueM CEJl cenmuinHoi paau, peectpaTop
CTBOPIOE 3aCBIIUEHY MANEpOBY KOO E€JIEKTPOHHOTO TOKyMEHTa Ta HaJCUIaE 3a
HAJICXKHICTIO 3T1JTHO 3 BUMOTaMH 1Ii€i [HCTpyKITii.

289 VYV pasi waacwianHs ¢GoTokomii BuXimHOTO nokymeHta uepe3 CEJL
CEJIMILHOT paJu, OpUTiHal I[bOr0 JOKYMEHTa B ManepoBid QopMi (Jumie s
JIOKYMEHTIB MOCTIHHOro Ta TpuBasoro (monan 10 pokiB) CTpoOKiB 30epiraHH:)
nepeaeThes CIy>K01 IUIOBOJACTBA TIABKM JjIsi 30€piraHHs 3 MOAAJIBIINM
dbopMyBaHHSIM y CIIpaBH BIJMOBIAHO JI0 3aTBEPKEHOT HOMEHKJIATypu cripaB 0e3
nepeaadi ix ajapecary.

290 TIlepeBipky BHeceHnx y PMK 000B’s13k0BUX Ta JOJATKOBUX PEKBI3UTIB
BUX1JTHOTO JIokyMeHTa 3iicHioe CEJl cenumHoi pagyu B aBTOMaTUYHOMY PEXKHUMI.

Iopsiaok onpamoBaHHs TA HAACUJIAHHS BUXITHUX JOKYMEHTIB

291 HapacunanHs eNEeKTPOHHUX JOKYMEHTIB iX ajpecaTaM 3A1HCHIOETHCS
aBTOMATUYHO, 3a ¢akToMm ix 3aBaHTaxeHHs 13 CEJl cemumruoi paau (BeO-momyst
CHCTEMH B3a€MOJII1) OApasy Mics iX peecTpariii.

[Tix yac 3aBaHTa)KEHHS ABTOMATHYHO CTBOPIOIOTHCS IPUMIPHUKH €ICKTPOHHUX
JTIOKYMEHTIB Y KIJIKOCTI, 1110 BiJiMoBiAa€e 3asaBiaeHomMy B PMK nepeniky aapecatis, 1



iX MOJIaJIBIIOro NMEPCOHANI30BAHOTO HAICUJIAHHS BIIMIOBIIHUM aJipecaTam.

He moxe Oytu Biampasnenuii uyepe3 CEJl cemumuoi pamau eneKTpOHHUUN
JOKYMEHT, LUTICHICTh $KOTO HE MIATBEP/HKEHO KBai(iKOBaHUM €JEKTPOHHUM
MiamucoM ado0 KBami(piKOBAaHOIO €JIEKTPOHHOIO MEYATKO0, 3TITHO 3 BUMOTAMH ITIET
[HCcTpyK1ii, a00 sk 0OpPMIICHO 3 MOPYIIEHHSIM BUMOT MYHKTIB 128 Ta 129 miei
[HCTpYKITIi.

292 I3 CEJ cenmumiHoi pagud 10 CHUCTEMH B3a€EMOJIl 3aBAaHTAXYIOTHCS
3apEECTPOBaHI  CJIEKTPOHHI JOKYMEHTH a00 3acBITYeHI EJIEKTPOHHI  KOIii
JTIOKYMEHTIB.

[3 BeO-Momysst cucTeMHU B3a€MOJIi JO CHUCTEMM B3a€MOJIl 3aBaHTAXKYIOTHCS
€JICKTPOHHI KOIli JOKYMEHTIB, 3aCBIIUEH1 €JIEKTPOHHUMH IE€YaTKaMH, CTBOPEHHS,
3aCBIJUYEHHSI Ta BHECEHHS /10 BEO-MOAYJIS SIKUX 3[1HCHIOE PEECTPATOP.

293 EneKTpOHHHH JTOKYMEHT BBAXKA€ThCS OJCPKAHUM aPECATOM 3 MOMEHTY
HAJXODKEHHS BIAIPABHUKY €JIEKTPOHHOIO MOBIIOMIICHHS 13 3a3HAYEHUM YacoM PO
JOCTaBKY LIbOTO TOKyMEHTA afpecary.

VY pa3i HEHaIXOJKCHHS BIANPABHUKY MPOTATOM IMIECTH TOJIWH 3 MOMEHTY
BI/IMPABKH €JIEKTPOHHOTO JIOKYMEHTA, CJICKTPOHHOTO MOBIIOMJICHHS MPO JOCTABKY
OI0 JOKYMEHTa ajpecaTy BBAXa€TbCs, IO TaKUM JIOKYMEHT aJpecaroM He
OJIEp>KaHo. Y TaKoMy BUIAJKY BIAIMPaBHUK BXKHUBAE BCIX MOXKJIMBHUX 3aXOJIB IS
3a0€3MEeUeHHs OJIEpKaHHS aJpecaToM BIAMOBIHOIO JIOKYMEHTa B €JIEKTPOHHIN

bopmi.

VY pasi ogepkaHHA BiJl afipecaTa €JIEKTPOHHOTO MOBIIOMJIEHHS MPO BIAMOBY Y
peecTpallii €JIeKTPOHHOIO JOKyMEHTa BIJIPAaBHUKOM BXXHBAIOTHCS 3aXOAMU IS
YCYHEHHSl TIACTaB BIJIMOBM 1 3a0€3MEUYEHHS IOBTOPHOTO HAJCHIJIAHHS TaKOTro
JIOKYMEHTa B €JIEKTPOHHIN (popmi.

BinxuneHHs agpecaTom eIeKTpOHHOTO JOKyMeHTa 0e3 3a3HaueHHS MiJCTaB, 1110
BU3HAYCHI Y MyHKTI 267 11i€1 [HCTPyKIIii BBAXKAETHCS CBIIOMUM MOPYIICHHSIM.

JlonatkoBe MIATBEPIKEHHS (DAKTy OTPUMAHHSA EJIEKTPOHHOTO JTOKyMEHTa
aJpecaToM HE BUMAara€eThCsl.

294  BuxigHi JOKyMEHTH y TamnepoBiil (opmi, CTBOpPEHI B CEJNMILIHIA paji
(ycraHoBi) y pa3l HasBHOCTI MiJACTaB, SIKI BU3HAIOTHCA OOIPYHTOBAHUMU JIs
CTBOPEHHSI JOKYMEHTIB Yy TMamnepoBid ¢opmi, HAIACWIAIOTBCA aapecataMm 3
BUKOPUCTAHHSAM 3acO0IB  TIOIITOBOTO 3B’SI3KY, €JIEKTPO3B’SI3KYy, a TaKOoXK
JIOCTaBJIIIOTHCS Kyp €PChbKOI0, (heJIbl’€repChKOI0 CITY>KOO0TO.

295  OmpairoBaHHg JOKYMEHTIB JUIS BIJIpPaBICHHS 3ac00aMU MOILITOBOTO
3B’SI3KY 3IIACHIOETHCS CIYKO00I0 OUTOBOACTBA BimmoBimHO mo [lpaBunm HamaHHS
MOCJIYT IMOLITOBOIO 3B’ SI3KY.

296 BuxiaHI JOKYMEHTH ONPallbOBYIOTHCS 1 HAJACUIAIOTHCS IIEHTPAJII30BaHO B
JIeHb 1X HaJIXO/KEHHS a00 HE Mi3HiIIe HACTYITHOTro poO0YOro JHS.



297 He nomyckaerbesi:

HaJICWJIaHHS a00 Tepeaya JOKyMEHTIB 03 X peecTparlii y ciryk0i J1I0BO/ICTBA;

nyOseTHe HaJICUJIaHHS MPUMIPHUKA, Y TOMY YHCI OPUTIHAIBHOTO, TOKyMEHTA
y marnepoBiit popMi, SKIIO HOTo MPUMIPHUK a00 KOTIi0 BXKE HAAICIaHO B €JICKTPOHHIN
dbopmi uepe3 CEJ] cenuiinoi paau adbo cUCTeMy B3a€MO/III.

298 [limx 4Yac BiANpaBKU BUXITHUX JOKYMEHTIB TpAI[IBHUKUA CIIY>KOH
JIIJIOBOJICTBA 3000B’s13aH1 MEPEBIPUTH:

MPaBUIBHICTE OQOPMIICHHS JOKYMEHTa (CKJIaa 1 PO3MIIICHHS B HBOMY BCIX
PEKBI3HTIB);

HasBHICTh 1 MPaBWIBHICTh 3a3HAYEHHS aJpECH; HASBHICTh Ha JOKYMEHTI
BIIMITKH NPO TOAATKU;

HASIBHICTH yCIX HEOOX1THUX MIAMUCIB (II€YaTOK) Ha JIOKYMEHTI Ta J0JaTKax JI0
HBOTO;

HasBHICTh JIOJATKIB Ta iX BIAIMOBIJHICTh 3asBJIICHOMY CKJIQay; BIJIMOBIIHICTH
KUJIBKOCTI PUMIPHUKIB KUTBKOCTI aJIpeCaTiB;

HAsSBHICTh Bi3 Ha MarnepoBOMY NPHUMIPHHUKY BHUXIJHOTO JOKyMeHTa (y pasi
HEOOXITHOCTI HOT0 CTBOPEHHS), IO 3aJMIIAETBCS y CHOpaBax CEIUIIHOLI paau
(ycraHoB).

299  JlokyMeHTH y manepoBiii (opmi, 0 TOCTaBISIOTHCS (Pesibll’erepchKor0
Clly’k0010, TOLITOBMM 3B’SI3KOM, IIEPENAlOThCA aapecaTaM 13 CKIAJaHHSIM B
YCTaHOBJICHOMY MOPSJIKY BIJIIOBITHUX PEECTPIB.

300 [ocwmannst ab0 3aMiHa HAJICIAHOTO paHIIIE JOKYMEHTA 3/11MCHIOIOTHCS
3a BKa31BKOKO ITOCAJ0BOI 0COOM, sKa IMiJNHUcaia JOKYMEHT, a00 KepIBHUKA CITyKOU
JIJIOBOJICTBA. Y TaKOMY BHUIIQJKy B JOKYMEHTI 3a3HAYAETHCS, IO BIH € JIOCHJIAHHIM
a00 HAJICWJIA€ThCS HA 3aMiHY paHille HaJICIaHOMY .

V.  MOHITOPHMHI 32 CTAHOM BUKOHAHHS YIIPABJIHCHKHUX pPillieHb

301 MOoHITOpUHT BUKOHAHHS YIPABIIHCHKUX PIIICHb € CKIAJ0BOIO CUCTEMH
KOHTPOJIF0O B CENUIIHIA paji (yCTaHOBI) Ta MPOBOAUTHCS 3 METOIO HArJSAY 3a
BUKOHABCHKOIO TUCIUTLIIHOIO.

302 MoHITOpHUHT BKJIIOYAE B ceOe Oe3nepepBHE CIOCTEPEKEHHS 3a ITPOLIECOM
BUKOHAHHS YIIPABIIHCHKUX PIlIEHb T BUABIICHHS BIIXUJIEHB BiJ] CTPOKIB BUKOHAHHS
1HIMKATOPIB.

303 MOHITOPUHT BHMKOHAHHSI  YOPABIIHCBKUX  PIIIEHb  31HCHIOETHCS
CIy>k0aMM KOHTPOJIKO Ta JIJIOBOACTBA CEIUIIHOI paau (BIAMOBIIAJIbHUMH 3a
JIJIOBOJICTBO B YCTAHOBI) 3a JIOMTIOMOTOI0 CHCTEMH MOHITOpUHTY, iHTerpoBanoi B CEJ]
cenuuiHoi pamu Ha ocHoBl ganux 3 PMK. Binmosigna cuctema 3abe3mneuye
OlepaTHUBHUM JOCTyn A0 Bci€l iHQOpMalii Mpo CTaH BUKOHAHHS Oyab-sIKOTO
JOKYMEHTa IWIOAO $IKOTO 3MIMCHIOETHCS MOHITOPHUHI Ta METOAMYHUN aHai3



BIIIIOBIIHUAX JTaHUX.

304 MOHITOPUHT HMPOBOJUTHCS HUIIXOM 300py, 0OpOOKH Ta cUCTeMaTHh3allii
iHpopMallii mpo CcTaH BUKOHAHHS YINPABIHCHKUX PillleHb 3a BHU3HAYCHUMHU
1HIUKAaTOpaMHu.

305 IngukatopaMu CTaHy BHKOHAHHS YIPAaBIIHCHKUX PIIIEHb € MOMEHT
3aKIHYEHHS BU3HAYEHUX Miil, HANpPUKIA[: HaKIaJEHHS EJIEKTPOHHOI PEe30roIii,
CTBOPEHHSI JOKYMEHTa, [OTO/UKEHHS JIOKyMEHTa, MIJIUCAHHS JIOKyMEHTa,
peecTparis Ta BiANpaBIeHHS JOKYMEHTa TOLIO.

306 ImmukaTopu, CTPOKM BUKOHAHHS 1HIUKATOPIB Ta 1HIII JTaHi, HEOOX1THI IS
MOHITOPUHTY B CEJIMIIHIA pajal (yCTaHOB1), BHOCSTHCS B aBTOMAaTUYHOMY PEXHUMI
3aJIE’KHO B1Jl 00OpPAHOTO CTaTyCy MPU3HAYCHHS JOKYMEHTa Ta/a00 aBTOMaTU30BAHOMY
pexumi 10 PMK ciy>x6amu KOHTpOJIIO Ta JUIOBOACTBA M1/l Yac peecTpaliii BX1JHOTO
JIOKyMEHTA, KEPIBHUKOM II1]] 4aC NEPBUHHOTO PO3MIISiAY a00 aBTOPOM JOKYMEHTA i1
4ac MOro CTBOPEHHS.

307 S0 AOKYMEHT MICTUTH KIJIbKa OKPEMHUX YINPAaBIIHCHKUX 3aBJaHb,
MOHITOPUHT BUKOHAHHS WX 3aBJaHb 3/1HMCHIOEThCS B oH1M PMK.

308 Ilicns 3aBepiieHHsT poOoTH Haj aokyMeHToM a0 PMK aBromaruyno
BHOCUTBHCS BIJIMITKA MPO 3aBEpIICHHS HOro BUKOHAHHS (1HAMKATOpP 3aBEPIICHHS
BUKOHAHHS) Ha TIJCTaBl CTAaTyCy MPU3HAYEHHS 3apEeECTPOBAHOTO IMPOEKTY
CJIEKTPOHHOTO JOKyMeHTa. BigmiTka mMpo 3aBeplIeHHs BUKOHAHHS JOKyMEHTa
CBITYUTH PO T€, 110 pOOOTY HAJ TOKYMEHTOM 3aKiHUEHO.

309 MOHITOPUHT 3IMCHIOETHCS 32 BUKOHAHHSIM 3aBJaHb, MepeadayeHux B
aKTax OpraHiB J€p>KaBHOI BJaJM Ta JOPYUYECHHSIX BUUIMX MOCAIOBUX OCI0, 3aMUTAaX 1
3BEpPHEHHSX HApOJHUX AEMyTaTiB YKpaiHHW, a TaKoXk KopecnoHuaeHuii BepxoBHoi
Panu Ykpainu, Anminictpauii [Ipesuaenta Ykpainu, Kabinety MinicTpiB YkpaiHu,
pPO3MOPAIUUX JTIOKYMEHTaxX Ta JOPYUYEHHSX KEepPIBHHUIITBA aJMiHicTpalii (YyCTaHOBH),
OpraHiB BJaJW BWIIOTO PIiBHSA, MPOTOKOJBHHUX PIMICHHSX KOJETii amMiHicTparrii
(ycTaHOB) 1 IOpYUYEHHSX 32 Pe3yJIbTaTaMH HapaJl, 3aMuTax Ha 1H(POpMAIIifo.

310 Crpoku MOXYTb OYyTH TUIOBUMU 200 1HAUBIIyaIbHUMHU.

TumnoBi CTPOKM BHKOHAHHS JOKYMEHTIB YCTAHOBIIIOIOTHCS 3aKOHOJIABCTBOM.
CTpoku BUKOHAHHS OCHOBHUX JJOKYMEHTIB HABOJASTHCS Y NOAATKY 13.

[HnuBiMyanbHI CTPOKM BCTAHOBIIOIOTHCS KEPIBHUIITBOM CEJHMIIHOI  paau
(ycraHoBu).

311  JloxymMeHTH, B SKUX CTPOK BHUKOHAaHHS HE 3a3HAYEHO, SIKI HE €
JIOKyMEHTaMHu 1HQOpPMaLIMHOIO XapakTrepy abo He MICTSATh KOHTPOJIbHUX 3aBJaHb,
MOBUHHI OyTH BUKOHAH1 HE Ti3HIiNIe HiXk 32 30 THIB 3 MOMEHTY peecTpallii JOKyMEeHTa
B CEJUIIHIN paji (YCTaHOBI), 10 KO HAIIUIIIOB JOKYMEHT.

312 Sxmo 3aBaaHHs NOTpeOy€e TEPMIHOBOTO BUKOHAHHS, Y TEKCTI 3aBJIaHHS
000B’SI3KOBO 3a3HAYAETHCS KOHKPETHUI KIHIEBUM CTPOK BUKOHAHHS.



313 CTpokr BUKOHAHHS BHYTPIIIHIX JOKYMEHTIB OOYHCIIOIOTHCS B
KaJCHAApHUX [HSAX, TMOYMHAIOYM 3 JIaTH peecTpaiii, a BXIAHMX — 3 JaTu
HAJXODKeHHS (IocTaBKu yepes cuctemy Baemonii, CEJ] cenumaoi paaw) abo 3 natu
HACTYITHOTO POOOYOro MHS Yy pasi HAAXOKEHHS (HOCTaBKHM) JOKyMEHTa IiCIs
3aKiHYEHHsI poOOYOro HS, Y BUX1/IHI, CBATKOBI Ta HEpoOOUi JTHI.

SIK110 OocTaHHIN JIeHb CTPOKY BUKOHAHHS JOKYMEHTA MPUIAJae Ha HEPOOOUHit
JI€Hb, CTPOKOM BHUKOHAHHS JIOKYMEHTA BBA)KA€ThCS MEPUIMM pOOOUYMI JE€Hb MICHA
HACTaHHS CTPOKY BUKOHAHHS.

314 VY pasi 3MiHK CTpOKIB BHUKOHaHHA iHAukaropa y PMK mpocraBnseTscs
HOBUM CTPOK BM3HAYEHOr'O 1HIMKATOpA Ta 3a3HAYAETHCS MPUYHMHA HOro 3MIHM, SIKI
BHOCSITHCSI YIIOBHOBKEHOIO 0COO0I0 32 3/IIMCHEHHS KOHTPOJIIO.

315 IlepeBipka CTpPOKIB BHUKOHAaHHSA JOKYMEHTIB IPOBOJUTHCSA 3a BCIMa
1HAMKATOPAMH MPOXOKEHHS JOKYMEHTA /10 3aKIHYEHHS CTPOKY MOro BUKOHAHHS (Y
pa3i BIAXWJICHb BUKOHABIIIO HAJCUJIAIOTHCS MONEPEIKEHHS] CUCTEMOIO MOHITOPHHTY
3a JONOMOIOI0 €JIEKTPOHHMX HarajayBaHb, II0 aBTOMATHUYHO TeHepyroTbesa CEJ]
CEJIMIITHOI pajik) y OPSIIKY, BUBHAYEHOMY I1i€t0 [HCTpyKITi€to.

316  CuykOM KOHTpPOJIO Ta JAUIOBOJACTBA IMIC/Isl BUKOHAHHS JOKYMEHTa
NEePEeBIPSIOTh BIAMOBIIHICTh KIHIIEBOTO PE3YJIbTATy TOCTABJICHOMY 3aBJIaHHIO, 3a
pPE3yIbTATOM YOTO MPUNMAIOTh PIIICHHS PO MPUITUHEHHS] MOHITOPHUHTY.

[IpunuHEeHHsT MOHITOPUHTY 3A1MCHIOETHCA JIMIIE Ha MIACTaBl 3a3HAYEHOT
NEPEBIPKH.

317 JlaHi mOpo BHUKOHAHHS JIOKYMEHTa Ta TMPUIMHEHHS MOHITOPUHTY
BHOCATHCS 10 PMK ynoBHOBa)keHOI0 0C00010 3a 3/11HCHEHHS KOHTPOJTIO.

JlokyMeHT Moske OyTH 3akpuUTUM “70 crpaBu’” juiie micis BHeceHoi 10 PMK
BIJIMITKH TIPO IPUIMMHEHHS MOHITOPUHTY.

318 JlneM BUWKOHAHHS 3aBJaHb, BH3HAYECHUX B aKTaX OpPraHiB Jep>KaBHOI
BJIaJIA 1 JOPYYEHHSIX BHUIIUX IMOCATOBUX 0Ci0O, Ta BUKOHAHHS 3alUTIB, 3BEPHEHb,
iHImoi kopecnonaeHIli BepxoBHoi Pagu Ykpainu BBakaeTbCs J€Hb HaJICUJIAHHS
JTIOKYMEHTa CEJIMIIIHOI0 PaJol0 Yepe3 CUCTEMY B3a€EMO/III, a Y BUMAJKaX, BU3HAUYCHUX
nyHKTOM 3 wi€i [HCTpyKii, - A€Hb peecTpallii JOKyMEHTa OpraHoM, SIKMi BU3HAYMB
BIJINIOBITHE 3aBJAaHHS.

319 CniBBukoHaBIi  3000B’si3aHI  MOJABAaTH  MPOMO3MIII  T'OJIOBHOMY
BUKOHABIIO TPOTITOM TMEPIIOi TOJOBHUHH CTPOKY, BIABEACHOTO I BUKOHAHHS
JOpYy4YEHHS, 3aBIaHH.

320 'V pa3i noTpebu 1HAMBIAYaIbHUN CTPOK BHUKOHAHHS JOKYMEHTa MOXE
OyTH MPOJOBKEHO 32 OOIPYHTOBAHMM IPOXAHHAM BUKOHABII, SIKE MOJAETHCS 0e3
MOTOJDKEHHS 3 IHIIUMHU CTPYKTYPHUMH MiApO3JijIamMu Oe3MocepeaHb0 MOCaaoBiil
0c001, sSika BCTAHOBMJIA CTPOK. BiAmoBiHe MpOXaHHSA MOJAETHCS HE Mi3HIIIE HIXK 32
TpH poOOUMX JTHI A0 3aKIHUEHHS BCTAHOBJIEHOTO CTPOKY.



321 [Ipomo3uiiiss 1040 TMPOAOBKEHHS CTPOKY BUKOHAHHS 3aB/aHb,
BU3HAUEHUX IIEHTPAIbHUMHU OpraHaMu JEp>KaBHOI BIa/H, MOJAETHCS 3a CIM JTHIB JI0
3aKiHYEHHST BCTAHOBJICHOTO CTPOKY.

322  besnocepeaHiii MOHITOPUHT BHKOHAaHHS JOKYMEHTa MPOBOJIUTHCS Ha
MiJCTaB1 PE30JIOIIT KEPIBHUIITBA CENUIITHOI paau (YCTAaHOBH).

323 PMK noxkyMeHTIB, 111010 BAKOHAHHS SIKHUX TPOBOAUTHCS MOHITOPUHT, JJIsI
3pYYHOCTI MOXXYTh TPYITyBaTHCA 32 CTPOKaMH (HAOJIMKCHHSIM CTPOKIB) BUKOHAHHS
JIOKYMEHTIB, 3a BHKOHABISIMH, 3a KOPECHOHJEHTaMH abo rpymnamMu (Haka3u 3
OCHOBHOI AISTHHOCTI, HAKa3H 3 aJIMIHICTPaTUBHO-TOCIIOAPCHKUX MUTaHb, JOPYUEHHS
BUIINX OPTaHiB BIaH, TOPYUYCHHS KEPIBHUKA YCTAHOBHU TOIIO).

324 Ha onuH 1OKyMEHT Moke OyTH 3aBejieHa e ogHa PMK HezanexHo Bij
KUTBKOCTI BHKOHABIIIB 200 CTPOKIB BHKOHAHHS OKPEMHUX 3aBllaHb, 3a3HAUYCHUX Y
JIOKYMEHTI.

325 3a 3amUTOM CTPYKTYPHOTO IMJPO3ALITY CIYKOM KOHTPOJIO Ta
JIJIOBOACTBA HANalOTh 1HGOpPMAII0 TPO JTOKYMEHTH, BHKOHABIEM SKHX €
BIIMOBITHUHM TIIPO3/ILI, OO0 SKUX MPOBOIUTHCS MOHITOPHHT.

326 Iudopmanis npo cTaH BUKOHAHHS B3SITMX Ha KOHTPOJIb JOKYMEHTIB
y3arajabHIOETHCA CTAHOM Ha IEPILE YUCITIO KOXKHOTO MICALIS 1 TOAAETHCS KEPIBHUIITBY
CEeJUIIHOI paau (YCTaHOBH).

J/{aHi NP0 BUKOHAHHA JOKYMEHTIB

327 BiaMiTKa Opo 3aKiHYEHHS BUKOHAHHS JOKyMeHTa BHOcHThCs 10 PMK Ta
MicTUTh aBTomMaTuyHO 3reHepoBaHi CEJl cnoma ,Jlo cnpaBu”, HOMEp chpaBu, a
TaKO KOPOTKI BIJOMOCTI PO MOT0 BUKOHAHHS, HAIIPUKIA/:

Mo cripaBu Ne 01-31

Jluct-Bignosias Big 20.05.2018 Ne 01-1012/31-03
abo

Mo cnpasu Ne 01-28

[IuTaHHs BUPIIIEHO TO3UTUBHO Mij Yac TeaedOHHOT

po3moBu 04.03.2018



Indopmaniiino-goBinkoBa podoTa 3 eJIeKTPOHHUMH JOKYMEHTAMHU

328 Iudopwmariiino-noBinkoBa poOOTa 3 EICKTPOHHUMH JTOKyMEHTaMHU
OJIATAE B MOIIYKY HEOOXI1THUX TOKYMEHTIB 3 BuKopuctanHsaM CEJ] cenumHoi pau.

329  Jlns migBumieHHs e(ekTUBHOCTI poboTu moirykoBoi cuctemu CEJ]
CEJIMIIHOT paju CIy>KO0I0 JUIOBOACTBA PO3POOJSIOTHCS Ta IMOJAIOTHCS CITYKO1
1H(MOpMAITITHUX TEXHOJIOT1H Takl KiacudikaiiiHi JOBITHUKH:

KJIacu(ikaTop MUTAHb ASUIBHOCTI CEMUIHOT paau (YCTaHOBH);

Kiacu(dikaTop BHUIIB TOKYMEHTIB;

KJ1acu(1KaTOp KOPECIOHACHTIB;

KJIacu(1KaTOp PE30JIIOIIH;

KJ1acu(pikaTop BUKOHABIIIB;

KJ1acugikaTop pe3yabTaTiB BUKOHAHHS JOKYMEHTIB,;

HOMEHKJIaTypa CIIPaB.

330 TIlomykoBa cuctema CE]Jl cenuinoi paau mae 3/1iCHIOBATH MOIIYK 3a
KOHTEKCTOM (KJIFOUOBUM CJIOBOM a00 (ppa3or0) €JIEKTPOHHOTO JTOKYMEHTA, BUIOM

€JIEKTPOHHOTO JOKYMEHTa, HOT0 3aroJIOBKOM, HOMEPOM Ta JaTOI peecTpallii,
HOro aBTOPOM TOUIO.

Cucremaru3anis Ta 30epiraHHsi JOKYMeHTIB y ILJ1I0BOJCTBI
Cki1aieHHSI HOMEHKJIATYPH CIIPaB

331 Howmenknatypa cnpaB - 11¢ OOOB’SI3KOBUM JJIi KOXHOI YCTaHOBHU
CUCTEMATU30BAHUI TMEpeNiK Ha3B (3arojioBKIB) CIpaB, M0 (OPMYIOThCS B il
JIJIOBOJICTBI, 13 3a3HAYEHHSM CTPOKIB 30€piraHHs BiAMOBIIHUX CHPaB (I0AaTOK 14).

332  OcHOBHI 3acajay CKJIaJaHHs HOMEHKJATypu crpaB, il 0hOpMIICHHS,
MOTO/PKEHHSI 3 €KCIEPTHO-TIEPEBIPHOIO KOMICIEIO NIEPKaBHOTO apXiBy 00JacTi Ta
3aTBEP/KEHHSI KEPIBHUKOM yCTaHOBHM, (OpPMYyBaHHsS cCHpaB Ta 30epiraHHs
JIOKYMEHTIB B CEeJIUIIHIA pajil (ycTaHOBi) BuU3Ha4aroThbes [lpaBuiiamu opraizarii
JIJIOBOJICTBA Ta apXiBHOTO 30€piraHHs y Jep>KaBHUX OpraHax, opraHax MiCIE€BOTO
CaMOBPSIIyBaHHs, Ha MIANPUEMCTBAX, B YCTAHOBAX 1 OpPraHi3alisix, 3aTBepKEHUMHU
Haka3oM MiHicTepcTBa roctullii Ykpainu Big 18 uepBHs 2015 poky Ne 1000/5.

333 HowmeHknaTypa crpaB NpH3HaueHa JJisl BCTAHOBJEHHS B CEUITHINA paji
(ycraHoB1) eAMHOTO MOPSAKY (OPMYBaHHS CHpaB AJis JOKYMEHTIB, CTBOPEHUX Y
CJICKTPOHHIN Ta TmanepoBid ¢opmax, 3abe3nedeHHs iX OOJIKy, ONMEepaTUBHOTO
MOIIYKY 3a iX 3MICTOM 1 BUJIOM, BU3HAUEHHS CTPOKIB 30€piraHHsI CIIpaB 1 € OCHOBOIO
JUIS CKJIaJIEHHS OIKCIB CIpaB NOCTIHHOTO Ta TpuBajoro (monan 10 pokiB)
30epiranHs, a TakoX A OOJIKy cmpaB TUM4YacoBoro (1o 10 pokiB BKIIIOYHO)
30epiraHHs.

JIo HOMEHKJATypH CIIpaB BKIIOYAIOThCA HA3BH CIpaB, 110 (OPMYIOTHCS Ta
Bi10Opa)karoTh yci eTanu poOOTH, SIKa JOKYMEHTYEThCS B CENUIIHIN pajil (YCTaHOBI),



30KpeMa CIIpaBH MOCTIMHUX Ta TAMYACOBO JIIIOUUX Paji, KOMICIA, KOMITETIB.

Ctpoku 30epiranHsi TOKYMEHTIB (HAJICKHICTh IO CIPAaBH) BU3HAYAIOTHCS T
gac peectparii (a7 BXIOHUX JOKYMEHTIB) ab00 CTBOPEHHS MPOCKTY TOKYMEHTa
aBTOPOM 3TIHO 13 3aTBEPXKEHUM MIHICTEPCTBOM IOCTHINT YKpaiHU MEPeTiKoM
TUIOBUX JIOKYMEHTIB, 1110 CTBOPIOIOTHCS 1] Yac AISIILHOCTI JIEPKABHUX OpraHiB Ta
OpraHiB MICIIEBOTO CaMOBPSITyBaHHS, IHIIIMX YCTAHOB, MIAMPUEMCTB Ta OpraHi3allii,
13 3a3HAYCHHSM CTPOKIB 30€piraHHs TOKYMEHTIB.

334 B cenmmuiii pani (ycTaHOBI) CKJIAJA€TbCsl HOMEHKJIATypa CIIpaB
CEJIMIITHOT paji, sIKa pO3pOOJISETHCS CIIYK0010 J1IOBOJCTBA HA OCHOBI MPOTO3UITIH
CTPYKTYPHHUX HiAPO3JUIIB HE Mi3HimIe 15 MucTomnaga moTouHOTro POKY, CXBaTIOIOTHCS
EKCIIEPTHOI0 KOMICIEIO CENMIHOI pagu (yCTaHOBM), HMOTOJKYIOTbCS EKCIEPTHO-
MEePEBIPHOIO KOMICIEIO JIEPAKABHOTO apXiBy 00JIACTI Ta BBOAUTHCS B Ait0 3 1 ciuHsA
HACTYMHOTO KaJeHIAPHOTO POKY.

335  CTpyKTypHi NiAPO3JIUIM anapaTty CeIUIIHOI paau (YCTaHOB) OTPUMYIOTh
BUTSITH 3 BIJANOBIIHUX PO3JUIIB 3aTBEP/KEHUX HOMEHKJIATYp CIpaB IS
BUKOPHUCTAHHS Y POOOTI.

336 MeToauyHa A0MIOMOTra y CKJIaJ€HHI HOMEHKJIATYpH CIpaB HAJAA€ThCs B
CEJIUIIHIN pail MOCcaI0BOI0 0COOO0I0 CITY>KOU JIIJTOBOJCTBA, BIMOBIIAILHOIO 32 apXIB;
B YCTaHOBAaX - MOCAJ0BOI0 0CO00I0, BIAMOBIIAIBLHOIO 32 apXiB YCTAaHOBHU.

337 HomenknaTypa crpaB anapary CEJUIHOI paau (YyCTaHOBU) CKJIa1a€ThCs
y 4YOTUPHOX MPUMIPHHUKAX, HA KOXKHOMY 3 SKHUX MOBWHEH OyTH 3allOBHEHHU Tpud
NOTO/)KEHHsSI 3 BIJANOBIIHUM JIEpXKaBHUM apXiBoM. llepmmii (HexoTOpKaHMIN)
IPUMIPHUK HOMEHKJIATYpHU CIpaB 30€piraeTbes y ciiy>k01 I1JI0BOJCTBA, APYTHM - y
Ciyx01 JAUIIOBOACTBA, BUKOPUCTOBYETHCS SIK pOOOYMHM, TpeTi - mepenaerbcs
NpaliBHUKY CIY>KOM JIJIOBOJICTBA, BIJAMOBIJAJbHOMY 3a apXiB, YETBEPTUH -
HAJICUJIAETHCS 10 JEP’KaBHOTO apXiBy 00J1acTi.

338 Ha miacTaBi HOMEHKIATypU CIpaB CEIUIIHOI paaud (yCTaHOB) B
enextpoHHi popmi CEJl cenuimHoi pagu aBTOMaTUYHO 31MCHIOE iX Bi3yalli3alliio
3a (hopMoOT0, BUBHAUCHOIO 1I€10 [HCTPYKITi€TO.

339 Homenknarypa cmnpaB cenuiiHoi paau (ycTaHOB) 30epiraerbcst Ta
BukopuctoByeThcsi CEJ] cenuminoi paau ayis aBTomMaTu3ailii mporeciB popmyBaHHs
JIOKYMEHTIB y CIIpaBH.

340 Homenknarypa crpaB CeIUIIHOI paau (YCTaHOB) HAMPHUKIHII KOKHOTO
POKY (HE Mi3HiIIe TPYAHS) YTOUHIOETHCS Ta BBOJAUTHCS B Jit0 3 1 CIUHS HACTYITHOTO
KaJIEHJAPHOTO POKY.

341 B CEJl cenumiHoi paau HOMEHKJATypa CIpaB MpejacTaBicHa y ¢opmi
eJIeKTpOHHOI Tabnuii (qoaaTok 14). 'padu Tabauill 3anoBHIOIOTHCS BIAMIOBIIHO A0
iX HallMEHYBaHb:

[nnekc cmpaBu (KOJ) CTPYKTYPHOTO MIAPO3ILTY CKIQAA€TBCA 3 1HIACKCY



CTPYKTYPHOT'O MiPO3A1TYy CEJNUINHOI paau (YyCTaHOBU) 3a IITATHUM PO3MKHCOM abo
KIacu(pikaTopoM CTPYKTYPHHX MiAPO3ILTIB Ta TMOPSAKOBOTO HOMEpa CIpPaBH B
Mexax migposairy. Hanmpukman: 06-12, ne 06 - inaexc camoctiitHOTO By, 12 -
MOPSIAKOBUIM HOMED CIIPABHU.

Y pasi HasgBHOCTI y CHpaBi TOMIB IHJEKC CTaBUTHCS Ha KOXXHOMY TOMI,
Hampukiag: T. 1, T. 2.

3aroyioBoK crpaBu (HaiMEHYBaHHs) MOBMHEH YITKO y CTHUCIIN y3araibHEH1H
dbopmi BimoOpakaTu CKJIaJl 1 3MICT JJOKYMEHTIB CITPaBH.

He no3BosisieThCs BXKMBAHHS B 3ar0JIOBKaX CIPaB HEKOHKPETHUX (POPMYIIIOBAHb
(“p13H1 MaTepianu”, “3arajgbHe JUCTYBaHHS , “BX1JHA KOPECIOHACHIIA, ‘“BUX1AHA
KOPECIOH/ICHIIIS” TOII0), a TaKOX BCTAaBHUX CIIIB 1 CKJIAJHUX CHUHTAKCUYHUX

3BOPOTIB.

[Tin wac ¢dopMmyatOBaHHS 3arojIOBKIB CIpaB BpPaxOBYIOThCS TakKi O3HAKU
dbopmyBaHHS crpaB, K HOMIHAJIbHA, aBTOPChKA, KOPECIIOHJEHTChKA, MPEAMETHO-
nuTajabHa, XPOHOJIOTIYHA, reorpadivHa.

JlokymeHTH (OPMYIOTHCS Y CTIPaBH HAa OCHOB1 OKPEMOT 03HAKH 200 CIIOTyYEeHHS
O3HaK.

3aroyioBOK CIpaBU CKJIAJIAE€THCA 3 €JIEMEHTIB, 110 PO3MIMIYIOTCA Y TaKii
MOCJIIJIOBHOCTI: Ha3Ba BUJAY CIpaBU (JMCTYBaHHS, *KypHaJl, KHUIa TOUIO) YU BUAY
JIOKYMEHTIB y crhpaBi (Haka3u, MNPOTOKOJU, aKTH TOIIO); aBTOP JAOKYMEHTIB
(HailMeHyBaHHS YCTaHOBH, CTPYKTYPHOTO MiJIPO3ALITY ); KOPECTIOHAEHT a0 aapecar
(HailMeHyBaHHS YCTaHOBH, A0 SIKOi aapecoBaHi ado Bij AKO1 HAMIMIILIN TOKYMEHTH);
KOPOTKHM 3MICT JIOKYMEHTIB CIpaBu (MUTaHHS, 3 IKOTO (JOPMYETHCS CIIpaBa); Ha3Ba
periony (TepuTopii), 3 SIKOIO MOB’sI3aHUM 3MICT JOKYMEHTA; Jata (mepiof), A0 SIKOi
HaJIeXaTh JOKYMEHTHU CITPaBU; BKa31BKM HA HAsIBHICTh KON JOKYMEHTIB y cripaBi (y
pasi morpedn).

VY 3aronoBkax 0co00BuUX (MEPCOHANBHMX) Ta IHIIUX CIpaB, IO MICTATH
JIOKyMEHTH 3 OJIHOTO TWTaHHS, TOB’S3aHl TOCIJOBHICTIO BEICHHS MPOLETYP
JIJIOBOJICTBA, BXXHMBAETHCS TepMiH ‘‘cripaBa”, Hampukmam: “OcoboBa cmpaBa”,
“IlepconanpHa cripaBa’.

VY 3aronoBkax crpas, IO MICTATh JOKYMEHTH 3 OJHOTO MUTAHHS, HE TIOB’sI3aH1
MOCJIJOBHICTIO BEJICHHS MPOIEAYP A1JOBOJICTBA, BAKUBAETHCS TEPMIH “TOKYMEHTH,
a micias HBOTO B JYXKKax 3a3Ha4yaloThCsl OCHOBHI BHUIW JOKYMEHTIB CIHpAaBH,
Hanpukiaa: “JlokymeHTy (TJIaHU, aHKETH, TOBIIKK) TIPO MPOBEACHHS OISy CTaHy
JIIJIOBOJICTBA Ta apXiBHOI CMIpaBH y HaBYAIBHUX 3aKiagax’.

TepMmiH “HOKYMEHTH” B)KMBA€THCS TAaKOXK Y 3arojloBKax CIpaB, II0 MICTSTh
JOKYMEHTHU-IOAATKA 10  OyJb-SIKOTO  HOPMAaTUBHO-IPABOBOrO  akTa  abo
PO3MOPSIAYOTO JOKYMEHTA CETMITHOI paju (YCTaHOBH).

¥V 3arosioBKax cnpas, MPU3HAYEHUX JIJISl TPYITYBAHHS JJOKYMEHTIB OJTHOTO BUAY,
3a3HAYAETHCS BHUJ JIOKyMEHTa y MHOXKMHI Ta aBTOp JOKYMEHTIB, HaNpUKIALI:



“IIpoToK0JIH 3acCilaHh KOMICIT CEIUIITHOT pajan’.

VY 3arosoBKax crpas, 0 MICTATb JIMCTYBaHHs, 3a3HaYAI0ThCSI KOPECTIOHICHT 1
KOPOTKHUH 3MICT JAOKYMEHTIB, Hanpukiaa: “JIMCTyBaHHS 3 palOHHOIO Pajiol0 PO
MIPOBEJICHHS YPOUUCTHX 3aX0IiB” .

VY 3aronoBkax CopaB, IO MICTSITh JIMCTYBaHHS 3 KOPECIOHACHTAMH,
OMHOPITHUMHM 32  XapaKTepOM  MIsUTBHOCTI, TakKli  KOPECMOHACHTH  HE
NEPEPAXOBYIOTHCSA, a 3a3HAYAETHCA 1X y3arajlbHEHE HAWMEHYBaHHS, HaIpPUKIA:
“JIuctyBaHHS 3 OpraHAMHM MICIIEBOTO CaMOBPSIyBaHHS 3 MUTaHb 3a0€3MEUCHHS
COIMIAJTBHOTO 3aXUCTY HACCIICHHS .

VY 3arosoBkax crpas, IO MICTATh JUCTYBaHHS 3 PI3HUMHU KOPECIIOHACHTAMH,
TaKi KOPECTIOHJICHTH HE 3a3Ha4al0ThCs, Hanpukiad: “JIucTyBaHHsS PO OpraHizalliio
ceMiHapy 3 MiABUIIECHHS KBaJl(iKalli MpaiBHUKIB KaJIPOBUX CITyKO0”.

VY 3aronoBkax cmpaB, O[O0 MICTATh IUIAHOBO-3BITHY JIOKYMEHTaUIIo,
3a3HAYa€ThCs Meplof (Micsiupb, KBapTall, MIBpi4Ys, pIK), B AKOMY IUIAHYETHCS
CTBOPEHHS IOKYMEHTIB, a00 nepiofl iX (paKTUUHOTrO BUKOHAHHS, HAIPUKJIA;

1. Tlnan ocHOBHUX OpraHi3aliiiHuX 3axo/iB yctaHoBu Ha 2018 pik.
2. 3BIT NpO BUKOPUCTAHHS OIO/PKETHUX KOIITIB yCTaHOBOIO 3a 2017 pik.

Axmo cmnpaBa CKIAQOAEThCS 3 KIUIBKOX TOMIB, (DOPMYJIOETHCA 3arajbHUN
3aroJIOBOK CIIPaBU 13 3a3HAYEHHSIM HOMEpa TOMY.

[Tinm wac po3MmilIeHHsS 3arojiOBKIB CHOpaB y HOMEHKJIATYpl BPaXOBYETHCA
BaXUIMBICTh JOKYMEHTIB, BKJIIOUEHUX JO CIpPaBH, iX B3a€MO3B’A30K Ta CTPOKHU
30epiranns. Ha modatky po3MilllylOThCS 3aroJOBKH CIIpaB IIOJI0 JIOKYMEHTIB, SKi
HAJIMIUIA B1J OpraHiB BUILOTO PiBHS, Aall - MIOJ0 OpraHi3aliitHO-po3nopsaayoi
JOKyMEHTAIlli, TIaHOBO-3BITHOI JIOKYMEHTAllli, TUCTYyBaHHs, 00J1KOBO-OBIKOBUX
BU/IIB JJOKYMEHTIB.

Takox y Tabiuill HOMEHKJIATYpH CIIPaB 3a3HAYAETHCSA KITBKICTh 3aBEJICHHX
cipaB (TOMIB, YaCTHH), BIAMOBIHA rpada 3alI0OBHIOETHCS HAMPUKIHIT KaJICHIaApPHOTO

POKYy.

KpiM 115010 3a3HAYarOTHCS CTPOKHM 30€piraHHs CrpaB, HOMEpHU CTaTed 3a
MIEPETIKOM JIOKYMEHTIB 13 CTPOKaMu 30epiraHHs.

Po6naTbesl MO3HAUKM MPO MEpeXiJHi CIpaBu; MPO CIOpPaBH, IO BEAYThCA B
narepoBiit popMi; Ipo MmocagoBUx 0ci0, BIAMOBIIATBHUX 32 GOPMYBaHHSI CIIPaB; MPO
nepeaBaHHs CIpaB J0 apXiBy YCTaHOBU UM 1HIIMX YCTAaHOB AJIA iX MPOJIOBKEHHS
TOLLO.

342  HampukiHii poKy 10 HOMEHKJIATYp CIpaB CEJMIINHOI paau (yCTaHOB)
CKJIaJIAfOThCA T1JCYMKOBI 3allUCH B €JIEKTPOHHIM (HOpMI IIPO KUIBKICTh (PAKTUUHO
3aBEJIEHUX CHpaB Ta MIAMUCYIOThCSA BIAMOBIAAIBHUMH 0COOAMU 3TiTHO 3 M€K0
[HCTpYyKI1Ii€TO.



(I)OpMyBaHHSI CJICKTPOHHMUX CIIpaB

343 ®opmyBaHHS CIIpaB - 1€ TPYIyBaHHS BUKOHAHUX JOKYMEHTIB y CIpaBU
BIJITTOBITHO 10 HOMEHKJIATYPH CIIPAB.

344 TI'pynyBaHHS BHUKOHAHMX JOKYMEHTIB y  €JEKTPOHHI  CIpaBU
3MiCHIOEThCS leHTpaiizoBano B CEJl cenuniHoi paau BiAMOBIIHO 10 HOMEHKIIATYP
CIIpaB amnapary Ta yCTaHOB.

345 ®opmyBaHHS €NEKTPOHHUX cIipaB 37iiicHIoeThes y CEJ] cenuminoi paau
B aBTOMAaTHU30BaHOMY PEKHMMI Ha MiICTaB1 1HAEKCIB €IEKTPOHHUX CIIPAB.

346 EnexkTpoHHI TOKYMEHTH, 110 BIJTHECEHI J0 OJIHI€l €IEKTPOHHOI CIIpaBH,
MaroTh OyTH JIOTIYHO TMOB’s3aH1 MK COOOIO 3a JOTIOMOTOI0 BIJIOMOCTEHN MPO HUX B
CE/l cenumHoi paau.

354. Ilix yac popMyBaHHS €IEKTPOHHUX CIPAB CH1A JOTPUMYBATHUCS 3araJiIbHUX
MIPaBUJI 3 YpaxyBaHHSIM TaKUX BUMOT:

IpyIlyBaTl B €JEKTPOHHI CIPaBH JOKYMEHTH, BUKOHAHI MPOTITOM OJHOIO
KAJICHJAPHOTO POKY, KpIM MEPEXITHUX EJIEeKTPOHHUX CIpaB (BEAyThCS NPOTATOM
KUJIBKOX POKIB);

JIOKYMEHT-BIANOBIAb TPYMY€ETHCA 3a 1HIIATUBHUM JIOKYMEHTOM;

BKJIFOYATH B €JIEKTPOHHI CIIPaBH JIUIIIE OPUTTHAIH €JIEKTPOHHUX JOKYMEHTIB YU
iX MPUMIPHUKH 200 y pa3l X BIICYTHOCTI 3aCB1TUEHI B YCTAHOBJICHOMY MOPSIKY KOITii
JIOKYMEHTIB, 30KpeMa eJIEKTPOHH1 KOIIi1 MMarnepoBUX OPUTIHAJIB Ta €JIEKTPOHHI KOIii
CJICKTPOHHUX JIOKYMEHTIB;

o0CAT EJEeKTPOHHOI CHOpaBU HE OOMEXYEThCS KIIBKICTIO EJIEKTPOHHUX
JIOKYMEHTIB;

o0cCAr €JEKTPOHHOI CNpaBH (KUIbKICTh JTOKYMEHTIB), IO MICTUTh JOKYMEHTH
nocTiiiHoro Ta TpuBanoro (moHag 10 pokiB) CTPOKIB 30epiraHHs, MOBHHEH
BIJINOBIJIATH 00CSTY CIpaBu, CHOPMOBAHOI 3 MANEPOBUX MPUMIPHHUKIB €IEKTPOHHOTO
JIOKYMEHTA.

Jlnst 1OKyMEHTIB TocCTiiiHOro Ta TpuBasoro (moHan 10 pokiB) CTpOKy
30epiraHHsi, CTBOPEHMX B €JEKTPOHHIN (opmi, YMOBHOBaXKEHUM 3acBiIUyBay
BUT'OTOBJISIE MANEPOB1 KOMIi TAKUX JOKYMEHTIB, SIK1 BiH 3aCB1IUYy€ Jis 30epiraHHsl.

3acBiquyeHi Komii TMOBHWHHI MICTUTH TeEpeNiK BHU3HAYCHUX [HCTpyKIi€w 3
JIJIOBOJICTBA PEKBI3UTIB, HAHECEHHX 3a onoMororo QR-koxmy.

3a3HaueH1 3aCBiAUEHI ManepoBi KOMii eIeKTPOHHUX JOKYMEHTIB (pOpMyIOThCS Y
CHpaBU BIJMOBIAHO 10 3aTBEP/KEHOI HOMEHKJIATYypU CHpaB i 30epiraHHs, ski
MePETA0ThCSA 10 apXiBY aaMiHicTpaiii (yCTaHOBH) y TOPSIIKY, BUSHAUYCHOMY III€I0
[HCTpYKIi€TO, 17151 TOCTIHHOTO 30€piraHHs..

CTBOpEHHS 1HIIUX MANEpPOBUX MPUMIPHUKIB €IEKTPOHHUX JIOKYMEHTIB HE



BHUMAracTbCs.

355 MeToaudHe KEpIiBHHUITBO Ta HArsiA 3a (OPMyBaHHSM EIEKTPOHHUX
CIIpaB B CEJIMIIHIN pajii (YCTaHOB1) 3M1MCHIOIOTHCS CIIY>KOOIO J1IJIOBOJICTBA.

@®opMyBaHHA CIPaB 3 JOKYMEHTIB y naneposii ¢gopmi

356 Ilim wac ¢gopmyBaHHS ClpaB HE JOMYCKAETHCS BKIIOYCHHS JO CIPaB
YOPHOBHUX, OCOOMCTHX JOKYMEHTIB, PO3MHOXEHHUX KOIMIHA Ta JTOKyMEHTIB, IO
MIJJIATal0Th TTOBEPHEHHIO. JIOKYMEHTH MOCTIMHOTO 1 TUMYacoBOIO 30epiraHHs
IPYNYIOTHCA Y CIIPaBU OKpeMo. 3a 00cAroM crpasa y mnarnepoBiid popmMi He MOBUHHA
nepesunryBaT 250 cropiHok (30-40 MiTiMETPiB 3aBTOBIIKH).

357 JIOKyMEHTH TpYIYIOThCS Y CIIPAaBH B XPOHOJIOTIYHOMY Ta/ab0 JOTIYHOMY
MOPSIIKY.

358 IlonoxeHHs, mpaBuiia, IHCTPYKIII TOIIO, 3aTBEPAKEHI PO3NOPATUMMU
JOKYMEHTaMU, TPYMYIOThCS Pa30M 13 3a3HAYEHUMH IOKYMEHTaAMHU.

359 PosnopsipkeHHsi, Haka3d 3 NHUTaHb OCHOBHOI  JISUTBHOCTI, 3
aJIMIHICTPATUBHO-TOCTIOJIAPCHKUX MUTAHb, 3 KAAPOBUX MUTaHb (0COOOBOI0O CKJIAIy)
TPpYNylOThCA Yy Ppi3HI copaBu. Po3nopsiypkeHHs, Haka3d 3 KaJapoBUX IUTaHb
(ocoboBoOTrO CKIIaay) IPYIYIOTHCS BIAMOBIAHO /10 iX BUJIIB Ta CTPOKIB 30€piraHHsl.

360 JloxymeHTH 3acifiaHb KOJIET1i TPYMYIOThCS Y JIB1 CIIPABU:

MPOTOKOJIM 1 JJOKYMEHTH J0 HHUX (JIOMOBIiJi, JOBIAKH, MPOSKTH PIIIEHb TOIIO);

JOKYMEHTH 3 Oprasizailii 3acilanb (MOpSAJIOK JACHHUW, MaKeT PO3MIIICHHS,
CITMCOK 3aIPOILIEHUX TOIIIO).

361 IIpoTokomau 3acijaHb KOJIETIi IPYIYIOThCS y CIIPABU B XPOHOJIOTTYHOMY
NOPSZIKY 1 32 HOMepamu. JIOKyMEHTH J0 3aciiaHb KOJIETii CUCTEMATU3YIOThCS 32
JlaTaMU Ta HOMEpaMu MPOTOKOJIB, @ B MEKaX I'PyHH JTOKYMEHTIB, IO CTOCYIOThHCS
OJTHOTO MPOTOKOILY, - 32 MOPSAIKOM JI€HHUM 3aCiJaHHS.

362  Jlopyuy€HHs yCTaHOB BWIIOTO PIiBHS 1 JOKYMEHTH, TOB’s3aHl 3 iX
BUKOHAHHSM, TPYNYIOThCS Y CIpPaBU 3a HampsiMaMu AiSUIBHOCTI YCTaHOBH a0 3a
aBTOpAMHM 1HILIATUBHUX JAOKYMEHTIB. Y CIpaBi JOKYMEHTH CHCTEMAaTHU3YIOThCS 3a
JaTaMu JOPYYEHb.

363 3aTBepmKeHI IUIaHU, 3BITH, KOIITOPUCH TPYMYIOTHCA Y CIIPaBU OKPEMO
BiJl TPOEKTIB IIUX JIOKYMEHTIB.

364 JluctyBaHHS IPYMY€ETHCS 32 3MICTOM Ta KOPECIIOHAEHTCHKOI 03HAKOIO 1
CUCTEeMAaTHU3YEThCS B XPOHOJOTIYHOMY  MOPSAKY:  JOKYMEHT-BIJIOBIJIb
PO3MIIIYETHCS 32 TOKYyMEHTOM-3aIIUTOM.

365 Oco0o0BI crpaBu JepKaBHUX CIYKOOBIIIB (OPMYIOTBCS y TOPSAKY,
BU3HaueHOMY HallloHaJIbHMM areHTCTBOM JIepKaBHOI CITykKO0u YKpaiHu.



366  Po3paxyHKOBO-TUIaTIXKHI BiOMOCTI (OCOOOBI paxyHKH) TpPAIiBHUKIB
CHUCTEMAaTHU3YIOTbCA B MeXaxX POKY 3a Mpi3BUIIAMH B ai(aBiTHOMY MOPSIKY, a
BiJIOMOCTI IT[0/T0 BUTIJIATH TPOIIIEH (BIJOMOCTI 00 HapaxyBaHHS 3apO0ITHOT IIJIaTH)
MOBHHHI OyTH c(hOpPMOBaHI MIOMICSALS 33 KaJlCHAAPHUH PIK.

367 MeToaudHe KEpiBHUIITBO Ta Hargd 3a (OpMyBaHHSIM CIOpaB 3
JOKYMEHTIB y mamnepoBiii ¢opmi B cenuniHiid paai (ycTaHOB1) 3A1HCHIOIOTHCS
CITY>k0010 JIIJIOBOJICTBA.

30epiranHs JOKYMEHTIB B CeJIMIIHIN pajai (ycTaHOBI)
JlokyMeHTH B eJIeKTPOHHIi dopmi

368 B cemummuii pami  (ycTtaHoBax) 3AIMCHIOETHCA  IEHTpalIi30OBaHE
30epiraHHsi €JEeKTPOHHUX JIOKYMEHTIB. J[OKyMEHTH 30epiraroTbCsi 3a MiCIeM iX
CTBOPCHHSI.

AyJioBi3yaibHl JOKYMEHTH (ay/110- Ta BIJICO3aMKCH) 3aCiIaHb CEClil CEeMUITHOL
paau (ycTaHoB) y pasi ix ctBopeHHs 30epiratotecst y CEJ] cenunnoi paau. Cekperap
cecii Bianmosizae 3a ix nogaBanns y CEJl cenumHoi paau.

369 3a [OCTYymHICTb, IUTICHICTE Ta BIATBOPIOBAHICTh  EJIEKTPOHHUX
JIOKyMEHTIB 1 €JEKTPOHHHX cmpaB, 1o 30epiratotbess B CEJ[ cemumuoi paaw,
BIIMOBIAa€e Ciy>k0a JIJIOBOACTBA, HAa SAKY IMOKJIAJCHO O00OB’S3KH IIOJ0 TEXHIYHOTO
cynpoojikenHs: CE/] cenumnoi paau.

370 IlpauiBHUKHU CENUIIHOT paju (YCTaHOBU) MAatOTh JOCTYII 10 €JEKTPOHHHUX
cupaB yepe3 CEJl cenmumiHoi paaud BIAMOBITHO A0 MpaB, BU3HAYCHUX OKPEMUM
JIOKYMEHTOM CEJIMIIHOI paju (YyCTaHOBH).

371 BujgaBaHHsS €JIEKTPOHHHUX CIPaB, OKPEMHX EJIEKTPOHHUX JOKYMEHTIB
IHIIMM YCTAaHOBAM 3JIHCHIOETbCS 3 CEJIMIIHOrO TOJIOBHU, LUISIXOM CTBOPEHHS
IPUMIPHUKIB 200 KOMN IIUX TOKYMEHTIB (€J€KTPOHHHUX CIIPaB).

372 'V pa3si 3BepHEHHS 10 CEUIIHOI paju (YCTaHOBH) YIIOBHOBXKEHOI 0CO0U
Ha I1JICTaBl OPUTIHANY YXBaJlK CIIYOTO Cyi, CyIy IOJ0 HaJaHHS THMYacOBOTO
JOCTYITY IO TOKYMEHTIB CEHIIHUNA TOJIoBa (KEPIBHUK YCTAHOBH) HEBIIKIIATHO JA€
JIOPYYEHHSI CIIy»O01 JUTOBOJCTBA, a KEPIBHUK YCTAaHOBHM — TIOCAJIOBIA 0cC001,
BIJIMOBIJIATIGHIN 3a apxiB 3a0€3MeYnTH BHUKOHAHHS yxBanu. B mexax peamizartii
JIOPY4YEHHSI YIIOBHOBa)keHa 0co0a:

CTBOPIOE Ta PEECTPYE KOIII0 YXBAJIH CJIITIOTO CYA1, CyAy MICHS Ipe. IBJICHHS
OpUT1HAy TaKOi yXBaJH;

Hajae o0co0l, 3a3HAY€HIM B yXBaljll, TUMYaCOBHI JOCTyH [0 JOKYMEHTIB,
30KpeMa MOKJIMBICTh O3HAHOMJICHHS 3 HHUMH, BUTOTOBJICHHS MarnepoOBUX KOMIN
BIJIMOBITHUX €NEKTPOHHUX JOKYMEHTIB ab0 y pasi, KoM B yXBali mependadyeHo ix
BUJIY4YEHHS (3/A1MCHEHHS BUIMKH), - CTBOPEHHS €JIEKTPOHHUX NPUMIPHUKIB
BIJINMOBITHUX €JIEKTPOHHUX JTOKYMECHTIB;



HaJa€ OTIOMOTY y CKJIAJICHHI OMUCY €JIEKTPOHHUX MPUMIPHUKIB JOKYMEHTIB,
0 BUIYYalOThCS (BUIMKA SIKMX 3MIMCHIOETHCS), KM 3aUIIAETHCS B CEIMIIHIN
pani(ycTaHoBi).

[Tpo BHITyYEHHS €IEKTPOHHUX TOKYMEHTIB CKJIaIa€ThCS aKT (TIPOTOKOI) Y IBOX
MPUMIPHUKAX, TIEPIIUH 3 SKUX 3aJUIIAETHCA B CEJIMINHIN pajai (YCTaHOB1), a IPyTUM
nepeIaeThCs BiAMOBIIANBbHIN 0c001, 3a3HaYeHIN B yXBaIi.

JlokyMeHTH y naneposiii popmi

373 JlokyMeHTH 3 4acy CTBOPEHHS (HAIXOKEHHS) 1 10 mepeadi 10 apXiBy
cenuIIHoi paau (ycTaHOBH) 30€piratoThes 3a MiclieM iX cTBOpeHHs. HopmartusHO-
MPaBOBl aKTU 30€piraloThCsl 3a MICIEM I1X BHAAHHSA, a JOKYMEHTH IIOJO0 iX
pO3p00JICHHS, TOTOHKEHHS TOIIO - 3a MICIIEM CTBOPEHHS.

374 30epiraHHs JOKYMEHTIB 1 cHpaB B CeIUIHIA paai (ycTaHOBax)
3abe3reuye ciry)k0a A1I0BOJICTRA.

CrnpaBu 30epiratoTecsl y cneniajgbHiid KIMHATI Y BEPTUKAIIBHOMY IOJIOXKEHHI B
madax, Mo 3aKpuBarOThCs. sl MiABUIIEHHS ONEPATUBHOCTI MOUIYKY JOKYMEHTIB
CIOpPaBU PO3MIIIYIOTECS BIAMNOBIIHO J0 HOMEHKJATypu chopaB. Ha kopiHsux
OOKJIaAMHOK CIIPAB 3a3HAYAIOTHCS 1HIEKCH 32 HOMEHKJIATYyPOIO.

375 Bwupaua cnpaB, CKJIaJ€HMX 3 JOKYMEHTIB y TmamnepoBiii dopmi, y
TUMYacOBE KOPUCTYBAaHHS MpaliIBHUKAM CTPYKTYPHHUX MIIPO3AUIIB CEJUIIHOI paau
(CTPYKTYpHHM TIIpO3/iJaM yCTAaHOB) 3IIMCHIOETBCS 3 MHCBMOBOTO JIO3BOJY
KEepIBHUKA CIIY»KOM JUJIOBOJICTBA, IHIIMM YyCTaHOBaM - 3 IMHCbMOBOTO JI03BOJY
KEepIBHHKA arapaTy CenuiHoi pamu (KepiBHHMKa ycTtaHoBM). Ha BumaHy cripaBy
CKJIQJAEThCS KapTKa-3aMIHHHUK. Y KapTIll 3a3HAYAIOThCA 1HJEKC CIIPaBH, 3ar0JI0BOK
crpaBH, JaTa ii BHjaadi, 0coba, sKii CrpaBy BHIAHO, JaTa ii MMOBEPHECHHS, MiAIUCH
0ci0, sIK1 BUJAJIH Ta IPUHHSIIN CIPABY.

376 HananHs cnipaB y TUMYacOBE KOPUCTYBAaHHSA 31MCHIOETHCS HE OLIBII SIK
Ha OWH MICSIIb.

377 BwiydeHHsT ~ JTOKYMEHTIB 13  CIOpaBU  TOCTIMHOTO  30epiraHHs
3a00pOHSAETHCA. Y BUHATKOBHX BHITaJIKaX BHIIYYCHHS JOKYMEHTIB JOITYCKA€THCS 3
JI03BOJTY CEJTUIITHOTO TOJIOBH (KEpiBHUKA YCTAaHOBH) 3 000B’I3KOBUM 3QJIHIIICHHSM Y
CITpaBi 3aCBIIYCHHUX HAJIGKHUM YHMHOM KOTIIH.

VI. IlopsiioK NiArOTOBKH CIIPaB



10 MepeAaBaHHs AJIsl ApXiBHOIO 30epiranHs
Excneprusa HiHHOCTI eJIEKTPOHHUX JOKYMEHTIB

378 ExcmepTusa LIHHOCTI TOKyMEHTIB B €JIEKTPOHHIN (opMi IPOBOAUTHCSA
BIJIMTOBITHO JI0 3aKOHOJABCTBA y c(hepi apXiBHOI CIIpaBU Ta AUTOBOJICTBA 32 THMH K
IpaBUJIaMU, IPUHIIUIIAMH Ta KPUTEPIAMH, 1110 1 IOKYMEHTIB Yy HarnepoBiit popmi.

PosmopsimkerHssM ~ (Haka3oM) — KepiBHHMKAa  YCTAaHOBH  BH3HAYAIOTHCS
YIIOBHOBKEH1 3aCBiTUyBaHI.

YTHOBHOBaKEHUM 3acBiuyBauaM HAJA€ThCsl MPaBO 3acCBIUyBaTH IarepoBi
KOIli EJICKTPOHHUX JOKYMEHTIB, NpH3HA4YeHl UId IX MNOJAjibIIOi IMepedadl Ha
30epiraHHs B apXi1BHUI MiAPO3/11 YCTaHOBHU (BIAMOBIIHOTO IEPHKABHOTO apXIBY).

Jlo Takoro po3mnopsipKeHHs (Haka3y) 000B’3KOBO JI0AAIOTHCA 3pa3Ky MiITUCIB
BJIACHOPYY yCiX YIIOBHOBA)KEHUX 3aCBIUYyBauiB Ta BIJIOUTKIB MEUATOK, CIEIIAIBHO
NPU3HAYEHUX JJIS 3[1HCHEHHS 3aCBITYEHHS JOKYMEHTIB.

PekoMmeHnyeThCSl BU3HAUATH YIIOBHOBAKEHUX 3aCBIIUYBAYIB 13 CKJIa1y NOCTIMHO
JIIOUMX €KCIIEPTHUX KOMICI yCTaHOB.

3a3HaueHe PO3MOPA/KEHHS (HAaKa3) BHUAAETbCS y JABOX OPUTTHAIBHHUX
MPUMIPHUKAX, OJIUH 3 SIKUX MEPEAAETHCS 10 BIAMOBITHOTO JIEPKABHOTO apXiBYy.

379 ExcrnepTusa MIHHOCTI JOKYMEHTIB TIPOBOJUTHLCS B €JIEKTPOHHIN Gopmi,
KpIM JOKYMEHTIB, BHM3HAu€HUX al3allaMu JpYruM - IUSTUM IYyHKTY 3 wi€i
[HCTpYKITi.

380 OcHoBHI 3acanu MPOBEACHHS €KCIIEPTU3U LIHHOCTI, CKIJIAJCHHS OIMKCIB
cnpas, O(pOpMJIEHHS CIpaB Ta Mepeaadl Cupas J0 apXIBy aJMiHICTpalii (YCTaHOBH)
BHU3HAYAIOTHCSA II€I0 [HCTPYKIII€I0, B TOMY YKCII BA3HAYAIOTHCSI OKPEM1 0COOIMBOCTI
NIATOTOBKH CIIpaB, CPOPMOBAHUX Yy MAnepoBii opMi, A0 nepenadl A apXiBHOTO
30epiraHHsi, SIKI 3aCTOCOBYIOTBCSI 3@ HAsSBHOCTI TIJCTaB, $KI BHU3HAKOTHCA
OOIPYHTOBAHUMHM JJII CTBOPEHHS CEJIUIIHOI0 PaZol0 (YCTAaHOBOIO) TOKYMEHTIB Y
narnepoBiit popmi.

381 IlpoBeneHHs eKCIIEPTU3H LIHHOCTI TOKYMEHTIB MOJIATAE Y IX BCEOIUHOMY
BUBYEHHI 3 METOIO BHECEHHS /10 HalioHaibHOTO apxiBHOTO (JOHAY 200 BUITYUYEHHS 3
HbOI'O Ta BCTAHOBJICHHS CTPOKIB 30€piraHHs JOKYMEHTIB, IO HE MiISATaloTh
BHECEHHIO J10 3a3HaueHoro dMoHmy.

382  Jlna opranizaiii Ta IpOBEJAEHHS E€KCIEPTU3U I[IHHOCTI JTOKYMEHTIB B
CEJIUIIHIN pal yTBOPIOETHCS MOCTIMHO JIIF04a €KCIIEPTHA KOMICIS.

383 Excmeptusa iHHOCTI JOKYMEHTIB MPOBOIAUTHCS HIOPOKY B  CENMIIHIH
pami (ycraHoBax) Oe3mocepeaHbO 0co0amMu, BIMMOBIMATLHUMHU 3a OpPraHi3aIliio
JIJIOBOJICTBA, Pa30M 3 EKCIEPTHOI KOMICIEIO M METOAUYHHM KEPIBHUIITBOM
CITY>KOH JIIJIOBOJICTBA.



384 BunyuyeHHsS NTOKYMEHTIB JJisl 3HUIIEHHS 0€3 MPOBEICHHS MONepPEaHbO1
eKCIEPTU3H X I[IHHOCTI 3a00POHSIETHCA.

385 Binlip 1OKyMEHTIB MOCTIMHOTO 30epiraHHs 31HCHIOETHCS Ha IiJICTaBl
TUIOBUX Ta BIOMYMX (Tally3eBUX) MEPEIiKiB JOKYMEHTIB 13 CTpOKaMH 30epiraHHs,
HOMEHKJIATYpU CIIpaB CEIUIIHOI paau (YCTaHOBH) NUIAXOM NEPErISTy KOMXKHOTO
apkyma crnpasu. J[opydeHHs OpraHiB BJIagy BHIOTO PiBHS, IO HAMINILIN 10
CEeNMIIHOI pajy (YCTaHOBH) Y BUTJISAI MANepoBOi KOMii, He MOXYTh OyTH BifiOpaHi
SK TOKYMEHTH MOCTIHHOTO un TpuBajoro (rmoHaz 10 pokiB) 30epiranHs.

386 3a pe3ynbTaTaMu EKCIEPTH3W IIHHOCTI E€JIEKTPOHHUX JOKYMEHTIB
0c00010, BIJIMOBIATHHOIO 32 apXiB, 10 31 rpyIHS HACTYITHOTO POKY B €IEKTPOHHIMN
(dopMI CKIIaAA0THCS: OMUCH €JIEKTPOHHUX CIPaB MOCTiIHHOrO, TpuBajoro (monan 10
POKIB) CTPOKIiB 30epiraHHs, a TAKOXK TOTYIOThCS MPOMO3HUIIIT 10 aKTa PO BUITyYECHHS
JIUIS1 3HUIIEHHS JOKYMEHTIB, HE BHECEHUX 10 HaiioHaibHOTO apxiBHOTO (POHIY, 110
SAKUX BKIJIFOYAIOTHCS €JIEKTPOHHI CIPaBH 3 JIOKYMEHTaMHU Y ManepoBiid Ta y pasil
OPUIHATTS BIAMOBIIHOTO PIIEHHS CETUIIHUM T'OJIOBOI (KEPIBHUKOM YCTAHOBH) B
CJIEKTPOHHIN (opMax, 3 ypaxyBaHHAM BUMOT IOAO TMOPSAKY IX CKJIaJaHHA,
o OopMIIEHHS, TOTOPKEHHS 3 EKCIIEPTHO-IIEPEBIPHOIO KOMICIEIO IEP>KABHOTO apX1BY
00J1acTi Ta 3aTBEPPKCHHS CETUIIIHUM TOJIOBOIO (KEPIBHUKOM YCTaHOBH ), BIITIOBIHO
no IlpaBun opranizamii JIJIOBOJACTBA Ta apXIBHOTO 30€piraHHs y JEp:KaBHUX
opraHax, opraHax MICIIEBOTO CaMOBPSIIyBaHHsI, Ha MIANPUEMCTBAaX, B YCTaHOBAX 1
oprasizaiisix, 3aTBEp/DKCHMX Haka3oM MiHicTepcTBa IOCTHUINT YKpaiHu Big 18
yepBHs 2015 poxy Ne 1000/5.

387  3BenmeHl omucu COpaB MOCTIHHOrO, TpuBanoro (moHax 10 pokis)
30epiraHHs Ta 3 KaJpOBHX MUTaHb (0OCOOOBOTO CKJIaay) Ta akT MPO BUIIyYEHHS IS
3HMILEHHS JIOKYMEHTIB, HE BiAHeceHuX 10 HarioHaibHOro apxiBHOro GoHmay,
PO3TIIAIA0THCS €KCTIIEPTHOI0 KOMICIEI0 CENUIHOT paau (YCTaHOBU) OJHOYACHO.
[Ticnst 3aTBEpIKEHHS aKTa CeNUIITHA paja (YCTaHOBa) Ma€ MPaBo 3HUIIIUTHA BU3HAUCHI
HEI0 TOKYMEHTH.

388  AKT mpo BWJIYyYEHHS IS 3HUINEHHS JOKYMEHTIB CKJIQJAETHCS IO/I0
JIOKYMEHTIB, HE BHeCeHUX N0 HamioHansHOro apxiBHOro (oHIy, Ha CIpaBU BCIET
yCTaHOBH (7101aTOK 15).

389 Ilig wac mpoBeAeHHS €KCIEPTU3H IIIHHOCTI €IEKTPOHHUX JTOKYMEHTIB
3MIIUCHIOETHCSL BIOIP JOKYMEHTIB MOCTIHHOTO Ta TpuBayioro (moHan 10 poxiB)
CTPOKIB 30epiraHHs i HaJaHHS JOCTYITy TIpAIliBHUKAM CEJHIIHOI paju (YCTaHOB),
BIJIMOBIIAJIbHUM 3a apXiB, OJIOKyBaHHS MpaBa 1HIINX MPalliBHUKIB, HA PeIaryBaHHs
PMK nokymeHTiB, siki TIepenarOThCs Ha apxXiBHE 30epiraHHs, BUIYYCHHS s
3HUIICHHS JTOKYMEHTIB 1 €JIEKTPOHHHUX CIPAB 32 MUHYJI POKH, CTPOKH 30€piraHHs
SKUX 3aKIHUMJIIACSL.

390 Ha miacraBi €NeKTPOHHUX OIKCIB €NEKTPOHHUX CIpaB aaMiHICTpaii
(ycTaHOB) Ta MPOMO3ULINA A0 aKTa MPO BWIYYEHHSA IS 3HUIIEHHS JTOKYMEHTIB
apxiBOM YCTAHOBHM B €JIGKTPOHHIM (Qopmi MICHs NPUHHATTS [0 apXiBy YCTAaHOBH



JOKYMEHTIB  CTPYKTYPHUX MIAPO3JUIIB  CKIIQJAIOThCS ~ €IEKTPOHHI  OIUCH
eJIEKTPOHHUX CIIpaB MOCTiHHOTO, TpuBasoro (mouaa 10 pokiB) cTpokiB 30epiraHHs
Ta aKT B EJIEKTPOHHIA (Qopmi Npo BUIYUYEHHS /AJIs 3HHUILEHHS JOKYMEHTIB, HE
BHECEHHX 70 HamonansHOTO apXiBHOTO (POHTY.

391 Ha mijcraBi CKJIaJICHUX B €JICKTPOHHIN (POPMI OIUCIB CIIpaB Ta aKTa Mpo
BWIy4YeHHs Ui 3HUIleHHS JaokyMmeHTiB CEJl anminicTparii 3aiiicHioe ix
Bi3yaJsi3alliio 3a BUIIIEBKa3aHUMHU (popmamu, siKi y pasi HEOOXiTHOCTI MOXKYTh OyTH
PO3APYKOBaH.

IIpoueaypa 3HMILEHHS €JIEKTPOHHHUX JIOKYMEHTIB

392 Ilpouenypa 3HUIIECHHS €JIEKTPOHHUX JTOKYMEHTIB 3A1MCHIOETHCA JIUIIE Y
pa3i NPUUHATTS CEJNMIIHUM TOJOBOK (YCTaHOBHM) BIAMOBIJHOTO pIIICHHS Ta
BU3HAUYAETHCS 11€10 [HCTpYyKLIETO.

AKT npo BUIIYYEHHS JUIsl 3HULIEHHS JOKYMEHTIB CEJIUIIHOI paju (yCTaHOBH),
110 30epIraroTbcs B €IEKTPOHHIN (DOpPMIi, CTBOPIOETHCS JIMIIE B €IEKTPOHHIN POopMI.

Howmep Ta nara akta rnpo BUITyUYEHHS JIJIsl 3HUICHHSI IOKYMEHTIB CEJTUIIIHOI paju
(ycranoBu) mnpucBororoThesi CEJl cenuimmuoi pagu micisi MOro 3aTBEPDKCHHS B
CJIEKTPOHHIN hopmi.

393 VY pasi ko 7151 JOKYMEHTA 3a pe3yJibTaTaMU MPOBEICHOT EKCIIEPTUBH
LIHHOCTI BUBHAUYEHO MOCTIMHUI CTPOK 30€piraHHsi, yOBHOBAKEHUM 3aCB1IUyBayeM
BUTOTOBJISIETHCS MANIepOBa KOIisl TAKOTO IOKYMEHTA, sIKY BiH 3aCBIAYYE.

3acBilueHa KOMis IMOBMHHA MICTHUTH TIEpEIiK BU3HAYCHUX I[HCTPYyKIli€w 3
JIJIOBOJICTBA PEKBI3UTIB, HAHECCHUX 3a qoromMororw QR-komy.

3a3HayeH1 3acBiIUEHI NANepoBl KOMIil eJIEKTPOHHUX TOKYMEHTIB (DOPMYIOThCS
y CIpaBH, SIKI MEPEJAIOThCS O apXiBHOTO MiAPO3ILTY YCTaHOBH (BIJIMOBIIHOTO
JepKaBHOTO apXiBy) y TMOPSAKY, BU3HAYEHOMY [HCTPYKIII€IO 3 JIJIOBOJACTBA IS
MOCTIIHOTO 30€epiraHHs.

CTBOpeHHSI 1HIIMX TANepPOBUX MPUMIPHUKIB EIEKTPOHHUX JOKYMEHTIB HE
BUMAara€eThCs.

394 MeroauyHa JgOMOMOra Yy CKJIaJCHHI OMNHUCIB €JIIEKTPOHHUX CIIPaB
HAJIa€ThCsl 0CO0010, BIAMOBIAATBHOIO 3a apXiB CEIUITHOI paau (YCTaHOBH).

Od¢opmiieHHS eJIEKTPOHHMX CIIPaB

395 3a pesyapTaTaMu TPOBENCHOI EKCIEPTU3W IIHHOCTI  BimiOpaHi
€JICKTPOHHI CIIpaBU MOCTIHHOTO 1 TpuBajoro (monaa 10 pokiB) CTPOKIB 30epiraHHs
noTpeOyIoTh CTBOPEHHS  MAalepoBOTO  MPHUMIPHUKA  €JIEKTPOHHOI  CIpaBH,
3aCBIJTYEHOT0 3T1JIHO 3 I1€10 [HCTPYKITi€TO.



[TaniepoBi NpUMIpHUKY €JIEKTPOHHOI CIIPAaBU MOCTIHHOTO Ta TPUBAIOTO (TIOHA[
10 pokiB) cTpoKiB 30epiraHHsi CTBOPIOIOTH BIAMOBINAJIbHI MPAILIBHUKH, SKi
dbopMyBanu BIAMOBIIHI €IEKTPOHHI CIpaBH. Y pas3i peopraHizaimii 4M JiKBiAarii
YCTAaHOBM  3a3HAu€Hl MPHUMIPHUKA CTBOPIOIOTH  BIAMOBIJANbHI  OCOOM  iX
NPaBOHACTYITHHUKIB.

Y pa3i JgikBijamii  CTPyKTYpHOTO TIAPO3/LIy amapary CeJMIINHOI paau
(CTpYKTYpHOTO MIAPO3AITY yCTaHOBM) O€3 BHM3HAUYEHHS MPABOHACTYIHUKA
eKCIepTH3a IIHHOCTI Ta CTBOPEHHS 3a3HAYEHUX MPUMIPHHUKIB 3IIHCHIOETHCS Yy
nporeci JiKBiAauli MiApPO3AUTy MiJ Yac MIATOTOBKH CHpaB AJsl MEpeAaBaHHS 10
apxiBy (apxiBy yCTaHOBH). Y TaKOMY BUMAJIKy JOKYMEHTH TUMYACOBOTO 30epiraHHs
3HUIIYIOTHCS IOCTPOKOBO, OJIpa3y MicCJisl eKCIEPTU3U LIIHHOCTI.

396 IlinroroBka a0 TmepefaBaHHS B apxiB CEJIUIHOI paaud (yCTaHOBH)
MarnepoBUX MPUMIPHUKIB €JIEKTPOHHUX CHpPaB 3AIMCHIOETHCA BIJAMOBIAHO JO III€i
[HCTpYKIII.

397 Jlas miArOTOBKHM €JEKTPOHHOI CIpaBU [UIsl NEpeJaBaHHSA 10 apXiBy
CeJIMUIHOI  pagu(yCTaHOBM) B AaBTOMAaTU30BAaHOMY pEXHMI  O(QOPMIIIOETHCS
CJIEKTpOHHA 1H(opMaIiiHa KapTka apXiBHOI cHpaBu (OOKJIaJMHKA CIpaBH), SKa
MICTUTb TaKl BIJIOMOCTI:

HallMeHYBaHHS yCTaHOBU;

1HEKC EJIEKTPOHHOI CIIPaBH;

HOMEDP TOMY €JIEKTPOHHOI CIIPaBU;

3aroJIOBOK €JEKTPOHHOI CIIPABH (TOMY, YACTUHH);

KUIBKICTh €JIEKTPOHHUX JOKYMEHTIB;

nepios1 popMyBaHHs CIIPaBH;

CTPOK 30€epiraHHs CIPaBH;

€JIEKTPOHHHUI OMKC JOKYMEHTIB CIIPAaBH (BHYTPILLIHIN);

BIIMITKY PO MpUAMaHHs-TIepeaBaHHs eIEKTPOHHOT CIIPaBH JI0 apXiBy.

398 CtBopeHHsT  OOKJIAAWHKKA  CIpPaBU  3aBEpPUIYETHCS  BI3yBaHHSM
MPAIiBHUKOM CTPYKTYPHOTO MiAPO3/UTY, BIAMOBIAAIBHUM 3a JiJOBOJCTBO, Ta
MMUCAaHHSIM 0C00010, BIIMOBIATHHOO 32 apXIiB CEJUIIHOT paju (apXiB YCTAHOBH).

399 dopma 0OKJIAIUHKYU CIIPaBU Ta Bi3yalli3allis ii BIJOMOCTEH BUBHAYAETHCS
i€t [HCTPYKITi€Io 3 ypaxyBaHHAM apXiBHUX MPABHUIL

Odopmienns cipaB, CKJIAIEHUX y aneposii ¢popmi

400  OdopmienHs copaBu ToOCTiiiHOro 1 TpuBamoro (moHam 10 pokiB)
30epiranHs nepeadadae HyMepallilo CTOPIHOK Y CIpaBi, CKJIaJEHHS y pa3i moTpedu
BHYTPILIIHBOTO ONUCY JAOKYMEHTIB CIpPaBH, HAsSBHICTb 3aCBIIUYyBaJbHOTO HAMHCY
CIPaBU MPO KUTBKICTh CTOPIHOK 1 PO 0COOIMBOCTI (PI3UYHOTO CTaHy Ta (POPMYyBaHHS
CHpaBH, MAMIMBAHHA a00 OMpaBICHHS CIIpaBH, 0()OpMIIEHHS OOKIaAUHKH CIIPABH.

401  JloxymeHTH THUMYacoBOro 30epiranfs, chopMOBaHI y CIpaBH, HE



HiAUBAIOTHCSI, CTOPIHKA HE HYMEPYIOTHCS, YTOUHEHHS €JEMEHTIB O(OpPMIICHHS
OOKIQAMHKK HE TMPOBOAUTHCS, 32 BHHATKOM TEPBUHHOI OyXrajarepcbKoi
JTIOKyMEHTaIIi.

402  Ilicnst 3akiHYEHHS JUIOBOJIHOTO POKY JIO HAMKCIB Ha OOKJIaMHKaX CIIpaB
MOCTIMHOTO 1 TpUBAJIOro 30epiraHHS BHOCATHCS HEOOXiAHI  YTOYHEHHS,
MepeBIPSIETHCS BITIOBIIHICTh 3aroJIOBKIB CIIpaB Ha OOKJIAJIUHIN 3MICTY MiAMIMTHX
JIOKYMEHTIB, BHOCATHCS y Pa3i MOTPeOH 10 3aroioBKa CTIpPaBH AOJATKOBI BIJOMOCTI
(MpOCTaBIAIOTbCS HOMEpPU HaKa3iB, MPOTOKOIIB, 3a3HAYAIOTHCS BHIU 1 (GopMHU
3BITHOCTI TOIIIO).

403  Jlara Ha OOKJaIWHII CHpaBU MOBHHHA BIJIIMOBIIATH POKY IMOYATKY 1
3aKIHYEHHS CIIPaBU; y CIIpaBl, 0 MAa€ JOKYMEHTH 3a OUIbII paHHI POKH, HIK PIK
YTBOPEHHSI CIIPaBH, IiJT AATOI0 POOUTHCS HAMKC “‘€ TOKYMEHTH 32 __ POKHU .

404 Ha oOxmaauHkax cnopaB, 10 CKIAAalOThCA 3 KUIBKOX TOMIB,
MIPOCTABIIAIOTHCS  JITaTH TEPIIOr0 1 OCTAaHHBOTO JOKYMEHTIB KOXKHOTO TOMY
(vactuHu). Y pa3l 3a3HAYCHHS TOYHOI KaJeHAApHOI JIaTh MPOCTABISETHCA YHCIIO,
MICAIIb 1 piK. YHCIIO 1 piK MO3HAYAOTHCS apaOChKUMU U(PpaMU, MICSLb TUIIETHCS
CIIOBOM.

405 Ha oOkianuHIl cripaBu IPOCTABISETHCS HOMEDP CIIPaBU 3a 3BEJICHUM
OTTMCOM 1 3a IOTOJPKCHHSIM 3 apXiBOM YCTaHOBH - HOMED OIHKCY 1 PoHY.

406 VY pa3i 3MiHM HalilMEHYBaHHsI yCTaHOBH (ii CTPYKTYpPHOIO HIAPO3JLITY)
IPOTATOM MEPIOAY, SIKH OXOIUTIOIOTh JOKYMEHTH CIpaBH, ado Mij yac mepenayi
CIpaBU JI0 IHIIOI YCTAHOBHU (CTPYKTYPHOTO MiAPO3/lTY) HAa OOKJIAIMHILI CIpaBU
3a3HAYA€ThCSI HOBE HAWMEHYBAaHHA YCTAHOBU (CTPYKTYpPHOIO MiJIpo3Ally), a
nornepeHe OepeTbes B Iy KKU.

407 Hanucu Ha OOKJIAaIWHKAX CHpPaB MOCTIMHOTO Ta TPUBAIOro (MOHAA
10 pokiB) 30epiraHHS POOJIATHCS YITKO YOPHUM CBITJIOCTIMKMM YOpHHUIIOM abo
nactoro. HaxkieroBaHHS THUTYJIBRHOTO apKymia Ha OOKIAJWHKY CIpaBd HeE
JIOTTYCKA€ThCSI.

CkiaieHHsI OIIMCIB CNIPaB, 10 CKJIAJIeH] y maneposii ¢popmi

408 Omnmc copaB - apXiBHUM JOBIIHHUK, TPU3HAYCHHWH /i1 OONIKYy Ta
PO3KPUTTS 3MICTy OJUHUIL 30€piraHHs, OJMHHUIL OOJIKY, 3aKpIIJIEHHS IX
cUCTeMaTu3allii y Mexxax apxiBHOTo (poHmy.

409 Omnucu cripaB yKJIaJal0ThCsl OKPEMO Ha CIPABHU MOCTIHHOTO Ta TPUBAJIOTO
(monax 10 pokiB) 30epiraHHs Ta 3 KaJJpoOBUX MUTaHb (0COOOBOTO cKIaay). Ha cpaBu
TuM4acoBoro (10 10 pokiB) 30epiraHHs OUCH HE CKJIaAat0Thes. Y pasi JIIKBiAAIll Uu
peopraxizailii yCTaHOBHU TaKi OMKCH CKJIAJA0ThCs 000B’ I3KOBO.

410  Omucu  copaB  CTPYKTYPHOTO — MIPO3AUTY  CENUIIHOI  pajH,
CTPYKTYpPHOTO MIAPO3JUTY YCTAHOB CKJIAJAOThCS IIOPOKY 3a BCTAHOBIJICHOIO



dbopmoro (mopatoxk 16) mocamaoBor 0CO000, BIAMOBIIAIBHOIO 3a IJIOBOACTBO Y
CTPYKTYPHOMY MiIPO3/IiJI1, 32 METOAMYHOI JOMTOMOTH apXiBY CETHUIIHOI paau (apXiBy
YCTaHOBH).

411 Homep omnucy copaB CTPYKTYPHOIO MIAPO3JAUTY CEJIMILHOI pajaH,
CTPYKTYPHOT'O MiIPO3/LTy YCTAaHOB MOBHUHEH CKJIAAATUCA 3 1HAEKCY CTPYKTYPHOIO
OiAPO3JUTy 32 HOMEHKJIATypOI CHpaB 3 JOJABaHHSM IIOYATKOBOI JITEpU HA3BU
KaTeropii JTOKYMEHTIB, IO BKJIOYAIOTHCS A0 ONHUCY, Ta YOTHPHbOX LUPP POKY, B
AKOMY pO3M0YaTO CIHpaBH, BKJIIOYEHl 10 onucy. Hampukman, omucu crpas
nocTiitHOro, Tpuajoro (moHan 10 pokiB) 30epiraHHs Ta 3 KaJpOBUX IUTaHb
(0cob0BOTO CKIaAy) CTPYKTYPHOTO MIAPO3UTY 3 1HA. 5, 1o po3nouari y 2011 poir,
MatumyTh Homepu: 5 I1-2011; 5T -2011; 5 OC - 2011.

412 TIlix yac ckiagaHHs OMKCIB CIOPAB CIIIJI JOTPUMYBATUCA TAKHMX BUMOT:

KOKHA CIIpaBa BHOCUTHCS JI0 OMHCY MiJ CAaMOCTIMHHM MOPSIIKOBUM HOMEPOM
(SIKIIO cnpaBa Ma€ KUIbKa TOMIB, KO)KHUUA TOM BHOCUTBCS 10 OMMCY MiJ OKPEMHUM
HOMEPOM);

rpadu omnucy OoQpOPMITIOIOTHCS BIAMOBIIHO JO BIJIOMOCTEH, 3a3HAYEHHX Ha
OOKJIaJIMHIII CIIPaBU;

y pa3l BHECEHHS /10 OMHCY KUIBKOX CIIpaB MIAPS 3 OJAHAKOBHM 3arojOBKOM
3a3HAYAETHCS TTOBHICTIO JIMIIE 3aroJIOBOK IMEPIIOi CHpaBH, a BCl 1HII OZHOPIIHI
CIPAaBU MO3HAYAIOTHCS CIIOBAMM ‘‘T€ came”, TPU L[bOMY 1HIII BIJJOMOCTI PO CIPaBU
BHOCSITBCS JO OMNHUCY IMOBHICTIO (HAa KOXHIA HOBIM CTOPIHIII OMHUCY 3arojloBOK
BIJITBOPIOETHCS MOBHICTIO);

rpada onucy “IIpumiTka” BUKOPUCTOBYETHCS IS BIIMITOK PO OCOOJIMBOCTI
(G13MYHOIO CTaHy CIpaB, PO Nepeiavy CrpaB 1HUIN YCTaHOBI, PO HAsIBHICTh KO
JIOKYMEHTIB y CIIPaBi.

413 Omnucu crpaB BeAYTbCS NPOTATOM KUIBKOX POKIB 3 BHUKOPUCTAHHAM
€IMHOI HACKpi3HOi HyMepallli. CripaBu KOKHOTO POKY CTAHOBJISITH PIYHUN PO3ILI
OIIUCY.

414 VY kiHIi onuCy poOUTHCS MIJCYMKOBUM 3alUC 13 3a3HAUYEHHSM KUTBKOCTI
(umppamu 1 cioBaMH) cCHpaB, MO OOJIKOBYIOTBCA 3a OINKMCOM, a TaKOoX
O0OyMOBIIIOIOTBCSI OCOOJIMBOCTI HyMepallli crpaB B omucl (JIITEPHI Ta MPOITyLIEH]
HOMEpH CITpaB).

415 YV piuHu#l po3/ia ONKCY CIPaB BHOCATHCSA TAKOXK CIPABH, HE 3aBEPILECHI
IPOTATOM KaJ€HJAPHOTO POKY. Y TaKMX BUIAJKAX Y KIHII PIYHUX PO3ALIIB OMHUCY
KOKHOTO HACTYITHOTO pOKY, MPOTATOM SKOTO CIpPaBH TPOJOBKYBAIUCS B
JII0OBOJICTBI, 3a3HaYaeThbes “JIOKYMEHTH 3 LbOTO MUTAHHS JUB. TAKOXK y PO3JLIL 32

pik, No ”

416  Omnwuc cmnpaB, CKIAJACHUX Yy ManepoBiil ¢GopMi, CKIAAAETHCA y ABOX
IPUMIPHUKAX, OJMH 3 SKUX MEPETAEThCS Pa30M 13 CIpaBaMu J0 apXiBy CEIUIIHOT
pany (yCTaHOBHM), a 1HINIUW 3aJTUIIAETHCA SIK KOHTPOJIbHUN MPUMIPHHUK Y CIIYXkOi



IJIOBOACTBA.

417 Ha oCHOBI ONHKCIB CIPaB YCTaHOBAMH CKJIQAOThCSI 3BEJICHI OMTUCH CIIPAB
nocTiiHOro Ta TpuBayioro (moHan 10 pokiB) 30epiraHHs, 3 KaJApOBHX IHUTaHb
(ocoboBoro ckiany).

418 3BeneHuit omuc crpaB MOCTIMHOTO 30epiraHHs CKIAIAEThCA Y YOTUPHOX
npuMipHUKax, TpuBajoro (moHaa 10 pokiB) 30epiraHHs - y ABOX MPHUMIPHUKAX, 3
KaJpOBUX MHUTaHb (0COOOBOTO CKJIaAy) - y TphoX ImpumMipHuKax. OJIuH TPUMIPHUK
3aTBEP/PKEHOTO OIMUCY MOJAETHCS ACP>KABHOMY apXiBYy 00JacTi.

419 CenumiHa pana (ycTaHOBU) 3000B’si3aHI ONMHMCYBATH JIOKYMEHTHU
nocTiiiHoro Ta TpuBajoro (moHan 10 pokiB) 30epiraHHs, 3 KaJpOBUX IHUTaHb
(ocoboBOro CKJIaay) HE Mi3HINIE HIXK Yepe3 JBa POKH IICIS 3aBEPIICHHS CIpaB y
JIJTOBOJCTBI, a TAKOX MepeaaBaTi JOKYMEHTH MOCTIHHOTO 30epiraHHs BiANOBITHO
JI0 3aTBEP/KEHHX OMNKCIB CHOpaB J0 apXiBHONO BIJAULy B YCTaHOBJIEHI
3aKOHO/IABCTBOM CTPOKH.

IlepenaBanHs crnpas 10 apXiBy CeJHIIHOI paaM (apXiBy YCTAHOBH)
EnexkrpoHHi cipaBu

420 IlepemaBaHHS €JIEKTPOHHUX CIPaB JO apXiBYy CEIMIINHOI paau (apxiBy
YCTaHOBM) TIOJIATAE Y HAJIAaHHI JOCTYITYy NPAIliBHUKAM apXiBy CEJUIIHOI pau (apXiBy
YCTaHOBHM) Ta OOMEXKEHHS JOCTYIy (JIHIIE MPaBOM MEPEersiay) 10 €IeKTPOHHUX
CIIPaB 1HIIMM MpalliBHUKAM CEIUITHOI paju (YCTaHOBH).

421 TlepemaBaHHSI €NEKTPOHHUX CIpPaB JO apXiBY CEJHUIHOI paau(apxiBy
YCTaHOBM) 3AIMCHIOETbCA 3a TpadikoMm, 3aTBEPIHXKEHUM CEIHUIIHUM TOJIOBOIO
(KepIBHUKOM YCTaHOBHM), aj€ HE paHille ABOX POKIB 3 JaTH 3aBEpUICHHS
€JICKTPOHHUX CITpaB y A1JIOBOJICTBI.

Hananus poctymy mpaiiiBHMKaM apxiBy amapaTy CeJIuIIHOi paau (apXiBy
YCTaHOBM) 3MIIMCHIOETHCS 3T1MHO 13 3a3HAUYCHUM TpadikoM y aBTOMATH30BAHOMY
pexumi ciryk00t10 iHPOPMAIIHHUX TEXHOJIOTIH.

422  EnexkTpoHHI CIipaBu MOCTiHOTO Ta TpuBajioro (moHas 10 pokiB) CTpoOKiB
30epiraHHsl TEpPeNarThCs 0 apxiBy CENMINHOI paau (apxiBy yCTaHOBH) 3a
€JIEKTPOHHUMHU ONTUCAMU B €JIEKTPOHHIN QopMi.

423 [lin yac mpuiiMaHHA EJIEKTPOHHUX CIIpaB apXiBOM CEIUIIHOI paau
(apx1BOM YCTaHOBU) IIPOBOJUTHCS MEPEBIPKA €IEKTPOHHUX TOKYMEHTIB CIIpaBU Ha
HAsBHICTh KBaJII(PIKOBAHUX €JIEKTPOHHMX IMIJIMUCIB, KBA1(DIKOBAHUX E€IEKTPOHHUX
MO3HAYOK Yacy Ta IITICHICTh JaHuX. [lepeBipka 311HCHIOETHCS B aBBTOMATU30BAHOMY
PEeXHMi 32 BHYTPILIHIM OTTMCOM €JIEKTPOHHOI cripaBu. [1iciis BHECEHHs ITpalliBHUKOM
apXxiBy CeJUIIHOI paau (apxiBy yctaHoBH) 10 PMK enekTpoHHOI cripaBu BiIMITKH
PO NPUMHATTSA €JIEKTPOHHOI CTIpaBy J0 apXiBy CEIHUILHOI paau (apXiBy yCTaHOBH)
CEJl cenumuiHoi paau aBTOMaTUYHO OOMEXKY€ETHCS 1HIIUM MpaliBHUKAM CETUIIHOT
panu (YCTaHOBH) MPABO JOCTYMY A0 IUX EIEKTPOHHUX CIIPAB.



Sxuio mijx yac npuiiMaHHS-NIEpelaBaHHs €JIEKTPOHHUX CIPaB apXiB CEIMILHOI
panu (apXiB YCTaHOBHM) BHUSIBUB HEJOJIIKH, MPAIiBHUK CTPYKTYPHOTO MiAPO3ALITY
CEeNMIIHOI paau (YCTaHOBH) MOBUHEH BXKUTHU 3aXO/IIB /I YCYHEHHS TaKUX HEJOJIKIB.

JlokyMeHTH, CKJIa/IeHi y naneposii ¢opmi

424  CopaBu moctiiiHOrO Ta TpuBanoro (moHax 10 pokiB) 30epiraHHs, 3
KaJIpOBUX THUTaHb (0COOOBOTO CKJIady) 4Yepe3 JABa POKU TICHsS 3aBEPIICHHS iX
BEJICHHS TMIEPENaloThCd JO0 apXiBy CeIUINHOI paau (apXiBy YCTaHOBH) B
YIOPSAKOBAHOMY CTaH1 JJIs TTOIAJIBIIIOTO 30epiraHHs Ta KOPUCTYBaHHSI.

425 Ilepemaua cmpaB A0 apxiBy CeNMIIHOI paau (apXiBy YCTaHOBH)
3MIACHIOEThCSL 3a TrpadikoM, 3aTBEPKCHUM CEJMIIHUM TOJIOBOIO (KEPIBHUKOM
YCTaHOBH).

426  3a NMChMOBHUM 3BEPHEHHSIM CTPYKTYPHOTO MIJPO3ALLY apXiB CEIHUIIHOT
paau (apXiB ycTaHOBH) 0(hopMIIsI€ BUadyy CIIpaB, CKIAICHUX Y TanepoBiil popmi, Ha
CTPOK IO TPhOX MICSIIiB.

427  IlpuitmaHHS-TIepeIada KOXKHOI CHpPaBH 3MIIMCHIOETHCS MPAIlIBHUKOM,
BIJINOBIJIAJIbHUM 3a apXiB CEJIMINHOI paaud (apxiB yCTaHOBH) B MPHUCYTHOCTI
IpaliBHUKa CETUIIHOI paau (yCTaHOBH), SIKAU MEpeae yIopsSAKOBaH1 Ta 0PopMIIEH1
CIIpaBH.

428  CopaBu mnoctiiiHoro Ta TpuBajgoro (moHag 10 pokiB) 30epiraHHs
nepealoThCs 0 apXiBY CEJUIIHOI paau ( apXiBY YCTaHOBH) 3a OMKMCAMHU.

VY KiHIIl KO’KHOTO MPUMIPHHKA ONKUCY 0co0a, BIMOBIJaIbHA 32 BEICHHS apXiBYy
CEJIMILHOT paau (apXiBy YCTAHOBH), PO3MUCYETHCS Y MPUMHATTI CIIPAB 1 MPOCTABIISE
naty. OIuH OpUMIPHUK OMKCY MOBEPTAETHCA CTPYKTYPHOMY MIAPO3LTY, BCl 1HIII
3aJIMIIAIOTHCS B ApXiBl CEJMILHOI paau (apXiBl YCTAHOBH).

CrpaBu, 1O TEPEeNaOThCs 10 apXiBy CEJNMIIHOT paau (apxiBy YCTaHOBH),
NOBHUHHI OyTH 3B’s13aH1 HAJIEKHUM YHHOM.

ArmapaTr cenuIIHOi paau Ta YCTAaHOBH 3000B’s3aHi 3a0e3meunTu 30epiraHHs
apxiBHUX JIOKyMEHTIB Ta Mepenady JOKYMEHTIB, 110 HayiexaTh 10 HaiioHnanbHOTrO
apxiBHOTO (OHIy, TICIS 3aKIHYCHHS BCTAHOBJIECHHWX TPAHUYHUX CTPOKIB iX

30epiraHHsl B apXiBl CETUIIHOL paAu (apxiBl YCTaHOBHU) UIsl MOCTIMHOTO
30epira”Hs 10 JIepKaBHOTO apXiBy.

Oc00.,1MBOCTi POOOTH 3 €JIEKTPOHHUMH JOKYMEHTAMHU B OPraHax BeJdeHHS
Jlep;KkaBHOTO peecTpy BHOOpLIB

Binnosiano 1o mocranoBu Llentpanbnoi Bubopuoi komicii Big 21 gumas 2017
poky Ne 140 ,,ITpo BHecenns 3miH 10 neskux I[loctanos LlentpanpHOi BHOOpPUOI
KOMIC1i” MPOEKTH eNEKTPOHHUX JOKYMEHTIB OpraHy BeACHHA J[ep:kaBHOTO peecTpy
BuOOpIiB (QopmytoTeess mporpamHuMu 3acobamu  AITC |, JlepkaBHUi peectp



BUOOPIIIB”.

EnexkTpoHHI TOKyMEHTH TUMYACOBOTO CTPOKY 30epiraHHs 3 4acy iX CTBOPEHHS
1 1o 3ammenHs 36epiratotbest B AITC |, JlepxaBHuii peecTp BUOOPIIIB”.

3HUIIECHHS €JIEKTPOHHUX JOKYMEHTIB IMICIS 3aKIHUEHHS CTPOKIB iX 30epiranHs
3MIIACHIOETBCS. B YCTAHOBJICHOMY TIOPSAKY MPAIliBHUKOM OpTaHy BEIEHHS, 0
000B’sI3K1B SIKOTO BIIHECEHO TaKy (DYHKIIIIO.

Cexkperap BUKOHABY0r0 KOMIiTeTy Ounexkcangpa KYJIBYUIIBKA



