JEP)KABHA CYJIOBA AJIMIHICTPALISI YKPATHU

HAKA3

Bix 20 smoToro 2013 poxy N 28

IIpo 3aTrBepakeHHs IHCTpyKUil 3 ALJ1I0BOACTBA B
rocnoJapcbKux cyjaax YKpaiHu

I3 3MiHaM¥ 1 IOTIOBHEHHSIMU, BHECEHUMHU
Hakazamu J[ep>kaBHOT Cy10BOi aamiHicTpalii Ykpainu
Bix 17 uepBus 2013 poky N 84,

Bix 29 mmucromana 2013 poxy N 161

BignosigHo 1o myHKTY 6 craTTi 146, yacTiam n'stoi crarti 147 3akony Ykpainu "IIpo cynoyctpiit
1 cTaryc cyaiB" HAKa3ylo:

1. 3aTBepautu [HCTpPyKIIitO 3 MIJIOBOACTBA B FOCIOAAPCHKUX cynax YkpaiHu (mami - [HcTpykiis),
[0 JOJAETHCS.

2. Binginy 3 nuTaHb iHQOpPMALIHHUX TEXHOJIOTIH YNpaBliHHSA 3 NMUTaHb CYJAOBOTO JiJOBOJCTBA
po3MicTUTH TeKcT [HCTpyKIii Ha o¢iniiHOMY BeO-TIOpTalll Cy10BOi BIaAu Y KpaiHU.

3. VYmpaBiiHHIO opraHizaliiiHOro 3a0e3nedeHHs AisUIbHOCTI JlepaBHOi CyloBOi aaMiHICTparii
VYkpainu Haxicnatu TekceT IHeTpykuii g0 Buioro rocmomapcbkoro cyay YKpaiHu, anessiiiHHX

rOCIO/IapChKUX CY/AIB Ta TEPUTOPIAIbHUX YIpaBiiHb JlepaaBHOI Cy10BOi aJMiHICTpallii YKpaiHu.

4. HavanpHukaMm TepUTOpIaJbHUX yIpaBiiHb JlepkaBHOT cyaoBOi aaMiHICTpauli YKpaiHu
HajicaaTu TeKcT [HeTpyKLii 0 MiCLIeBUX MOCHOJAPChKUX CY/IiB.

5. KoHTpoJsib 32 BUKOHAHHSM LILOTO HaKa3y MOKJIACTH Ha 3acTynHuKa ['onosu B. [lonoxumHnka.

I'osioBa P. Kupniok
ITIOI'OJI’KEHO 3ATBEPIKEHO
JIuct Bumoro rocnoaapcbkoro cyuy Haxka3z Jlep>xaBHO1 Cy0BOi aamiHicTparlii
Ykpaiau Ykpaiau

19.02.2013 N 01-17/315/384/13 20.02.2013 N 28



IHCTPYKIIA )
3 JIJIOBOACTBA B 'OCIIOJAPCBKHUX CYJAX YKPAIHHU

1. BATAJIBHI ITIOJIO’KEHHSA

1.1. Ilpeamer peryiroBaHHS

1.1.1. IncTpyKis 3 AUIOBOJACTBA B TOCIIOAAPCHKHUX Ccynax YKpaiHu (naii - [HCTpyKiisi) BCTAHOBIIIOE
IpaBWiia BEJCHHS JUIOBOJACTBA y Bumomy rocmomapchkoMy cyii YKpaiHu, anensmiiHuX Ta
MICIIeBHX TOCIOJAPCHKUX CYAaxX 1 PeriaMeHTye MOPAIOK POOOTH 3 JOKYMEHTaMH 3 MOMEHTY iX
HAJIXO/DKCHHSI YM CTBOPEHHS B CyJi /0 3HHUIIEHHS B YCTaHOBJICHOMY IMOPSAKY abo mepenadi 1o
Jiep>KaBHOT apXiBHOT YCTaHOBH.

1.1.2. Buknazgeni B IHcTpykuii mpaBmia 1 pekoMeHAamii o0 NOPSAKY 3MIMCHEHHS 1TOBOIHHUX
MIPOLIECIB Y TOCHOJIAPCHKOMY CYIi po3poOiieH! BiAMOBIAHO 10 moyokeHb KoHcrtutymii Ykpainw,
3aKOHIB YKpaiHH, iHIINX HOPMAaTHBHO-TIPABOBHX aKTiB, 1110 BCTAHOBIIIOIOTH MOPSIOK OpraHizamii ta
TiSTTBHOCTI OpraHiB CyAOBOi BIAAM, a TaKOXXK 3 YPaxyBaHHSAM OCHOBHHX MOJOXEHb JEP)KaBHOI
CHCTEMH JIIIIOBOJICTBA.

1.1.3. Tlonoxenns IHcTpykuii mepexbadae sk BeleHHS IUIOBOJCTBA Yy mMamepoBiit ¢opmi, Tak i
ABTOMATHU30BaHY (CIIEKTPOHHY) TEXHOJIOT1F0 00pOOKH, O0JIIKY Ta KOHTPOJIIO JIOKYMEHTIB (CIpaB) 3a
JIOMTIOMOTOF0 aBTOMATHU30BaHOI CUCTEMH JIOKYMEHTOOOITY CYyy.

1.1.4. Tlonoxennss I[HCTPyKIl MOMMPIOIOTECA Ha BCIO CIY)XOOBY JOKYMEHTAIll0, II0 HE Mae
TAEMHOTO XapakTepy, B TOMY YHCIi CTBOPIOBaHY 3a JOMOMOIOI0 NEPCOHATBHHUX KOMIIIOTEPIB.
Komn'toTepHi (aBTOMaTH30BaHi) TEXHOJIOTl OOpPOOKM JIOKyMEHTaJdbHOI iH(opMalii MOBHHHI
BiAmoBimatu BuMoram 3akoHiB Ykpainu "lIpo 3axumctr iHdopmarii B iH(MOpMaIHO-
TenekoMyHikaniiaux cucremax", "[Ipo 3axucT mepcoHanbHUX NaHUX'", JepKaBHUM CTaHAapTam,
[Toso’xeHHIO PO aBTOMATU30BaHy CUCTEMY JOKYMEHTO00Iry cyay Ta miil IncTpykuii.

1.2. BusnaueHHs TepMiHiB
1.2.1. BuzHaueHHs TepMiHIB HaBOASTHCS JUIs LlIeH 1iei [HeTpyKii.

1.2.2. Bi3a - pekBI3UT JAOKYMEHTa y BHIJIAJI HAMuCy, 3pOOJEHOro IMOcCaJoBOI0 0c0000, M0
BHCJIOBJIIOE 3r0/1y 00 HE3TO/y 3 MOT0 3MICTOM.

1.2.3. JIiIOBOJCTBO - CYKYIHICTh MpOILECIB, 110 3a0e3MeuyloTh OpraHizaiio poOOTH B cyal 3
JOKYMEHTaMH 1 JOKYMEHTYBaHHs [TPpOIecyallbHOI Ta YIPaBIiHCHKOI iH(pOopMallii.

1.2.4. JlokyMeHT - cTBopeHa a00 OTpUMaHa CyJOM Y IMpoleci Horo IisiabHOCTI iHGopmaris,
3adikcoBaHa Ha MaTepiaibHOMY HOCIi, OCHOBHOIO (DYHKIIIEIO SIKOTO € 30epiratu ii Ta rnepenaBatu y
qaci Ta MpocTopi.

1.2.5. ExcrnepTu3a IIHHOCTI JAOKYMEHTIB - BH3HAUaHHS Ha IiJICTaBl YMHHUX 3acajl 1 KpUTEpiiB
I[IHHOCT1 TOKyMEHTIB.

1.2.6. Kannemnsipis - miapo3Ail amapaTty Cyay, SKUH MIOJIGHHO MPOTATOM POOOYOro 4acy Cyay
3a0e3nedye MPUUHATTS Ta PEECTPAIlii0 TOKYMEHTIB, IO MOJAIOThCA A0 cyay. KaHemnspis Takox
MOK€ BHKOHYBATH IHIIIl 3aBJaHHS, BH3HAUEHI IMOJIOKECHHSIM, SIKE€ 3aTBEPIKYEThCS KEPIBHUKOM
amapary cyay, B TOMY YHCJI1 o€ IHYBaTH (QYHKIIIT CITy>kOU JII7TOBOJICTBA.



1.2.7. KepiBHHLUTBO Cyny - TOJOBa CYAY, 3aCTyIHUKM TOJIOBH CYyAy 3TiIHO 3 PO3MOJLIOM
aMIHICTPAaTUBHUX TIOBHOB&)XEHb, KEPIBHUK amapary Cyay, OcCOOH, SKi BHKOHYIOTh iX
MTOBHOBA)XEHHSI.

1.2.8. HemnponecyanbHuii JOKYMEHT - JOKYMEHT, Ha SKUM HE TOLIUPIOIOTHCS BUMOTH
MPOIECYATLHOTO 3aKOHY 1 SIKUI HE CTOCYEThCSI IPOBAKCHHS Y KOHKPETHIHN CY/IOBiH cIipaBi.

1.2.9. Homenkmarypa cropaB - OOOB'SI3KOBMH CHCTEMaTH30BaHUI Iiepellik Ha3B CHpaB, 10
(hOpMYIOTBCS B JI1JIOBOJICTBI CYAY, 13 3a3HAYCHHSIM CTPOKIB 1X 30€piraHHs.

1.2.10. OdimiiftHa eneKTpOHHA aapeca Cyay - €IeKTpOHHA aJpeca, ska 3a3HadeHa Ha odiliiHoOMY
caiiTi Ta BHeceHa A0 €auHOI 0a3u eNeKTPOHHUX ajapec, HOMepiB (akciB (TenedakxciB) cyO'exTiB
BJIAJTHUX TTOBHOBQ)KCHb.

1.2.11. IlpouecyanbHuli JOKYMEHT - JIOKYMEHT, SIKHMH CTOCYETBHCS MPOBAPKCHHS Y KOHKPETHIM
CYZOBIli cripaBi.

1.2.12. Peectpariisi JOKyMeHTa - CYKYyIHICTb JIiii, MOB'A3aHUX 3 (iKCYBaHHSAM (paKTy CTBOPEHHS abo
HAJXO/KEHHS JIOKYMEHTA IUIIXOM MPUCBOEHHS YHIKAIBHOTO HOMEpA 3 3aIlMCOM y PEECTpaIliiHIX
dbopMax HEOOXITHMX BITOMOCTEH Mpo AOKYMEHT. PeecTpallis JOKYMEHTIB MPOBAIUTHCS 3 METOIO
3a0e3neyeHHs X O0JIIKY, KOHTPOJIIO 332 BUKOHAHHSM 1 ONEPAaTUBHUM BUKOPUCTAHHSIM HAsBHOI B
JOKyMeHTax iH(opmariii.

1.2.13. Peectp - eneKTpOHHO-OONIKOBUI >XypHai, MPU3HAYEHWM JUIsi HAaKOMWYEHHs, OONIKY 1
30epiraHHs BIZIOMOCTEH TMPO JOKYMEHT 13 3a3HAYCHHSAM pEECTPALIHHOTO 1HJEKCY, MJaTh
peecTpyBaHHS, KOPOTKOTO 3MICTY TOIIIO.

1.2.14. Pe3omnrotiist - peKBI3UT JOKYMEHTa y BUIJISA1 HAMKCY, B SIKOMY I1OCaJioBa oco0a BHpaszuia
3MICT IPUUHATOTO HEIO PIIICHHS 1100 BUKOHAHHS JOKYMEHTA.

1.2.15. Cnyx6a nigoBojacTBa - MIAPO3ALT amapaTy Cyly, Ha SKUM TOKIAJaeTbCs OpraHizaiis
TIIOBOJICTBA B CY/Ii, BCTAHOBJICHHS €JIMHOTO MOPS/IKY TOKYMEHTYBaHHS, METOJIMYHE KEPiBHUIITBO i
KOHTPOJIb 32 JOTPUMAHHAM HOPSIKY POOOTH 3 JOKYMEHTaMH y cyai. Moke CTBOPIOBATHCH OKPEMO

a00 3 BKJIIOUEHHSIM JI0 CBO€1 CTPYKTYpHU KaHLEJAPIi Ha mpaBax BIJALTY.

1.2.16. IliHHicCTH 1OKyMeHTa - iHOpMAIiHI Ta 1HII XapaKTEPUCTUKH JOKYMEHTA, IO
3YMOBJIIOIOTh OT0 3HAYUMICTH 711 0COOU, CYCIIIBCTBA, EP>KABU.

1.3. MoBa ngisioBoacrsa

1.3.1. JIi110BOACTBO B Cy/l BEEThCS AEP>KaBHOIO MOBOIO.

1.3.2. Yci NOKYMEHTH CyIy CKJIQIalOThCs JEPKABHOIO MOBOIO. [HO3EMHOIO MOBOIO MOXYTh
BUKJIQIATUCS JTOKYMEHTH CYyIy, SIKi aJpecyloTbCsi CyJOM Oe3MOoCepeaHbO 0 MIKHApOAHOI abo

1HO3€MHO1 opraHi3allii, HIANPUEMCTBA, YCTAHOBU YU MTOCAI0BOI OCOOU.

1.3.3. V ni1oBOJCTBI CyAy MOXYTh BUKOPHCTOBYBATHCS BXiJHI JOKYMEHTH, BUKIJIaJI€H] 1HO3EMHOIO
MOBOIO, Bi/IMOBIAHO /10 BUMOT YHHHOT'O 3aKOHO/JaBCTBA.

1.4. Po3noaiji mnoBHOBaKeHb 11010 AIJIOBO/ICTBA

1.4.1. 3aranbpHe KepiBHHUITBO CIIY)KO0O0 JIIJIOBOJICTBA Ta KOHTPOJIb 3a CTAHOM JUIOBOJCTBA Y CYIi
3/1IACHIOE KEPIBHUK amapary cyay.



1.4.2. Opranizaiis IUIOBOJICTBA Ta KOHTPOJIb 32 JOJAEP>KaHHSIM BCTaHOBJIEHUX IMpaBUI pobOoOTH 3
JOKYMEHTaMH B TIIPO3/UIax anapary Cyay MOKIaAar0ThCs Ha KEPIBHUKIB ITUX I APO3IITIB.

1.4.3. KepiBHUKH MiAPO3ILIIB anapaTy cyay 3000B's13aHi:

1) anamizyBaTH CTaH JHCTYyBaHHS, HE JIOMYCKaTH MHOro 3 MHTaHb, sKi HE TNOTPEOYIOTh
JOKYMEHTAIBHOTO O(hOPMIICHHS 1 MOKYTh OyTH BUPIIICHI B OTIEPATUBHOMY TOPSIKY;

2) 3a0e31euyBaTH KOHTPOJIb 32 CTAaHOM BEJICHHS JIIJIOBOJICTBA Y CTPYKTYPHOMY ITiIPO3IiTi;

3) 3miiicHIOBaTH KOHTPOJIb 33 JOTPUMAHHIM BUMOT IIi€i [HCTpyKii Ta ckiaganHsIM, 0pOpMIICHHSM,
MIPOXO/KEHHSM, 30epiraHHsIM JIOKyMEHTIB;

4) 03HAaHOMIIIOBATH BCIX MPAIliBHHUKIB, MPU3HAYCHHX HA TOCAay A0 BIAMOBITHOTO MiIPO3ALTY, 3
BUMOTaMH 11i€i [HCTpyKIIii.

1.4.4. KepiBHUK miApo3aiTy amapaTy CyAy BHU3Ha4ae BiIMOBiNaNbHY 3a BEICHHS JIJIOBOJCTBA
0co0y, sika 3abe3neuye OOJIK Ta MPOXOJKEHHS JOKYMEHTIB Y BCTAHOBJICHI CTPOKH, 3BITYE MeEpen
KEpPIBHUKOM ITiIPO3ILITY MPO poOOTYy 3 JOKYMEHTaMH Ta iX BHKOHAHHSM, 3HAHOMHTH MPAIliBHUKIB
HiIpO3/iTy 3 HOPMAaTUBHUMH 1 METOJMYHUMH JOKYMEHTAMHU 3 JIIJIOBOACTBA.

1.4.5. Cnyxx6a ai10BOACTBA 1 BIAMOBIJANbHI MPAlLliBHUKHK 32 AUIOBOJICTBO B MiAPO3/iiIax amapary
CyIy aHAI3YyIOTh JOKYMEHTOOOIT (SK MpaBWIO, 3a PIiK) 1 3a HEOOXITHOCTI TOTYIOTh MPOMO3MIIIT
KEpIBHUKY arapary Cyay I0JI0 BIOCKOHAJIICHHS pOOOTH 3 JJOKYMEHTaMH Ta JIIJIOBOJICTBA B LILJIOMY.

1.4.6. Cnyx0a ninoBojacTBa MepiognyHO (HE piamie HiK JABa pa3W Ha PiK) MPOBOIUTH MEPEBIPKY
CTaHy IUIOBOJICTBA B IIJPO3IiIax amapary cyay. BUCHOBKM 3a pe3yibTaTaMH MEpPEeBIpKH CTaHy
JUTOBOJICTBA B IMIJAPO3JUSIaX amapaTy CyAy BMIIIYIOTh Yy JOBIAMI, SKy IOAAIOTh Ha PO3IJISL
KEepIBHUKY amnapary.

1.4.7. Bci mpauiBHMKM amapaTy cyay 3000B'i3aHi BUKOHYBaTH BHMMOTH IHCTpykumii Ta €
BIIMOBIAAJIbBHUMHU 32 30€pekKeHHS TMpolleCyalbHUX Ta IHIIMX JIOKYMEHTIB, a TakoX 3a
HEpO3roJIoIIeHHs 1H(opMalii, 1mo MICTUTbCS B HUX. IIpo BTpaTy IOKyMEHTa HEBIAKIAIHO
JIOTIOBITAE€THCSI KEPIBHUKOBI MIJIPO3JLTY, CKIAQAAETbCA aKT y TPhOX NMPUMIPHUKAX, OJUH 13 SIKUX
nepeaaeThCsl KePIBHUKY anapaty, APYruil - ciayxOi IiJ0BOACTBA AJS BINOBIJHOIO pearyBaHHS Y
BCTAHOBJIEHOMY MOPSAJKY, TPETII NPUMIPHUK 3aIMIIAETHCS Y KEPIBHUKA BIIOBIAHOTO MIAPO3ILTY.

1.4.8. 3a mopymeHHs BuMoOr Ii€i I[HCTpykuii NpaliBHUKH amapary cyay MNpUTATYIOTbCS 10
JUCLUIUTIHAPHOT BIAMOBIATBHOCTI B HOPS/IKY, BCTAHOBJICHOMY YHHHUM 3aKOHO/IaBCTBOM Y KpaiHU.

1.5. Opranizamis po0oTH 3 JOKYMEHTAMH, IO TMEPeAAOTHCS eJeKTPOHHUMH
3aco0amu 3B'S13KY (eJIEKTPOHHOIO MOIITOI), (PaKCcoOM, TeJIerpaMaMu)

1.5.1. OTtpumaHHs Ta BIANpABIICHHS EJIEKTPOHHHUX JOKYMEHTIB 3M1MCHIOETbCS dYepe3 OQiiiiiHi
€JIIEKTPOHHI aJIpecH Cyny.

1.5.2. TlomrroBa mporpama 3abesrneuye 30epexeHHs 1HGopMalii Mpo OTpUMaHI Ta BiAIpaBleHl
MOBIIOMJICHHSI, & TaKOX IEPeBIpKY IMOBIIOMIIEHb HA HAsBHICTh WIKIIJUBUX MPOTPAMHUX KOJIIB

(BipyciB).

1.5.3. TlpaniBHuKkH anapaTy Cyay, BIANOBIIaibHI 3a oQiliiiHe JUCTYBaHHS €JIEKTPOHHOIO MOIITOIO,
3000B'13aH1 MEPEBIPATH EJIEKTPOHHY IOLITOBY CKPUHBKY HE MEHIIE JBOX pa3iB Ha JeHb (Ha
MOYaTKy MepuIoi Ta APYroi MOJIOBUHU pOOOYOTO JHS).



1.5.4. Ilicns OTpUMaHHS EJEKTPOHHUX JOKYMEHTIB NpAIliBHUKH, BIAMOBiaibHI 3a odimiliHe
JMCTYBAaHHS €JIEKTPOHHOIO TIOMITOIO:

1) mepeBipsAOTh KOXHUN JTOKYMEHT Ha TOBHOTY Ta BIJNOBIIHICTH PEECTPAIIMHUX PEKBI3UTIB,
BKa3aHUX Y TeMi 1 BKIaJieHOMY (aiiii;

2) y pa3l OTpUMaHHS EJICKTPOHHOrO JOKYMEHTa 3 MOPYIIECHHSM IIUIICHOCTI Ta aBTEHTUYHOCTI
(HeBIANOBITHICTh €NEKTPOHHOTO IU(PPOBOIO MiANHCY, HAABHICTh MIKIIMBOIO MPOrPAMHOTO KOAY
TOIO) BIiAMPAaBHUKOBI EJIEKTPOHHOI'O JIOKYMEHTA HAJCHJIAETHCA BIAMOBITHE ITOBIAOMIICHHS, Y
SKOMY 3a3HA4Ya€ThCsl PO HEOOXITHICTh BIANPABIEHHS HOBOIO EJIEKTPOHHOTO JOKYMEHTa;
iH(}iKOBaHUI €EKTPOHHUH JOKYMEHT BHJIYYarOTh 13 manku "BxigHi";

3) HaACHUIIAIOTh EIEKTPOHHOIO TOIITO0 MiATBEPHKEHHS PO OTPUMAHHS €JIEKTPOHHOTO JIOKYMEHTa
BIJIPAaBHUKY (SIKIIO MPO II€ € 3alUT Y JKCTi) a00 MOBIJOMIICHHS MPO MPoOIeMH 3 HOro YNTaHHAM
YH TIPO BIICYTHICTH (haidsIiB, 10 Masid OyTH JT0/1aHi;

4) peecTpyroTh €JIEKTPOHHUHN TOKYMEHT BiJIMOBITHO JO BUMOT J1JIOBO/ICTBA;

5) mepecuiaTh €IEKTPOHHUHA JOKYMEHT KepiBHUITBY CYAy, a B pa3i MOTpeOU IPYKYIOTh 3MiICT
eJIEKTPOHHOT'O TIOBIIOMJICHHS /10 JOKYMeHTa Ta (haiiyun, mo Oy BKIIaJIeH] 10 HOTO, Ta MEePeaaloTh
X Ha PO3IIIsA] KEPIBHUIITBA CYTy.

JIokyMeHTH 3 1mo3Haukoio "TepMiHOBO" mepenaloThCsl HETaiiHo, aje He Mi3HIIIe HiK Yepe3 TOJUHY
micins X OTpUMAaHHSL.

1.5.5. O6poOiii Ta peecTparllii He MIATaI0Th €JIEKTPOHHI JOKYMEHTH, Y AKUX:
1) BiACYTHS 3BOPOTHA €IEKTPOHHA aJIpeca;

2) 3BOpPOTHA ajpeca HE BiOMa Ta B TEKCTI JOKYMEHTA BIJCYTHIM MIJAMHC, 32 SIKUM MOJIHBO
i1eHTU(IKyBaTH BIANPABHUKA;

3) He BKa3aHa eNEKTPOHHA ajJpeca OTpUMYBaya, SIKOMY HafiimoB JokyMeHT (psgok "Komy:",
"Komis:" abo "IIpuxoBana xomis:").

BinkpuBartu ¢aiinu, 1o npueaHaHi 10 TaKUX eIeKTPOHHUX JOKYMEHTIB, 3a00pOHS€ETHCSL.

1.5.6. Hagcunanusa odimiifHOro JMcTa eNeKTPOHHOI0 MOLITOI0 3/1MCHIOETHCS 3a YMOBU peecTpartii
JOKYMEHTa Ta 3aluCy BHUXIJIHOTO peecTpaliifHoro HoMepa 1 JaTd JOOKyMeHTa y (aiin, 1o
BI/JINIOBI/Ja€ KOHKPETHOMY JIOKYMEHTY. EfekTpoHHUI TUCT € 0(iliHUM, SKIIO MICTUTh BKJIQJCHHS
3 TEKCTOM O(iIIifHOr0 JOKYMEHTa y BHIVISAlL (ailily, CKpIIJIEHOrO €JIEKTPOHHUM IH(PPOBUM
HiATUCOM.

s odimiitHOTO eNeKTPOHHOTO JHCTa OOOB'SI3KOBO 3aMOBHIOEThCS Tonie "Tema" TakuM YHHOM:
"mata peectpariii aucta y dhopmati "JJAMMPPPP", peectpamiitnuii Homep JauCTa, KOPOTKHMA 3MICT
(3a motpebmn)". Hampuknaa: 23102012 N 10-6521/2012 Bignosiap Ha muct JACA Vkpainu Bix
15102012 N 19-1550/2012.

Jnst odinifiHOTO eNeKTpOHHOro JUCTa iH(opMalis mpo mpueaHaHi (ailnyu BKa3yeThCsl B TEKCTI
TaKOTO JINCTA.

1.5.7. Skmo KiHUEBUH ajapecaT HE Mae BJIACHOI E€JEKTPOHHOI ajgpecu, B €JIEKTPOHHOMY JIUCTI
HEOOXITHO BKa3aTH, KOMY aJpecoBaHa IiepeiaHa iH(opMallisi, OJHOYAaCHO BKa3aBIUU IO
iHdopmartito B psaaky "Tema". Psnok "Tema" 3amoBHIOETHCS 000B'SI3KOBO.



1.5.8. IlpamiBHUKH, BiAMOBiANbHI 3a OQiliiiHe TUCTYBaHHS €JIEKTPOHHOIO MOMITOO, 3A1HCHIOIOTh
BiAmpaBieHHs OMIMIAHUX JHUCTIB. [HINI BIAMpPaBHUKMA 3 BIACHUX KOMIT'FOTEPHU30BAHUX POOOUMX
MICIIb 13 TOCTYIIOM JI0 €IEKTPOHHOI MOIITH OQilliifHI TUCTH HE HAJICUIIAIOTh.

1.5.9. BiampaBneHHs €NEKTPOHHOIO NOWITOI 37ilicHIOI0Thes B komyBanHi "KOI8-U" abo
"Windows-1251".

1.5.10. Cymapuuii obcsr ¢aiinis, 0 TPUETHYIOTHCS 10 €ICKTPOHHOTO IMOBIJOMIICHHS, HE TIOBHHEH
nepesunryBatu 10 Merabaiit (M6). V pa3i konu po3mip (daitna nepepuirye 10 M6, Tpedba 3podbutu
06araTOTOMHHI apxiB 3 po3OUTTAM Ha yacTuHU a0 10 MO Ta HaxicnaTH KOXKHY YaCTHHY OKPEMHM
€JICKTPOHHHUM JIUCTOM. Y KOXXHOMY JIMCTI B psiKy "Tema" B KiHIII HAMEHYBaHHS JIUCTA B TYXKKax
BKa3y€ThCS MOTOYHUI HOMEP YAaCTHHU JIUCTA Ta Yepe3 Api0 3araibHa KiIbKICTh JIHCTIB.

1.5.11. ApxiBHi aiinu matots Oyt y dpopmari "ZIP-apxiy" a6o "RAR-apxiBy".

1.5.12. JlomaBatu 10 €NEKTPOHHUX JHCTIB (aitim, mo BukonyioThcs (EXE, COM, BAT ra in.), 6€3
ix apxiBairii 3a00pOHSIETHCS.

1.5.13. O¢iuiiianii JTUCT y MOBIAOMIIEHHI MOBHHEH MICTHTH iH(OpMaIlifo mpo ocoly, mo Horo
HaJiciana:;

1) mocana Ta Ha3Ba MiAPO3ILTY;

2) HaliMEHYBaHHS CYAY;

3) im'st Ta mpi3BHUIIIE;

4) Ko MDKMICBKOTO 3B'SI3KY Ta Telle()OH;

5) e-mail agpeca.

1.5.14. SIxmo mix yac BiANpaBiIeHHs €NEeKTPOHHOro jucTa OyB BkasaHui pexxuM "[loBimomiieHHsS
PO MPOYMUTAHHA", TO MICNA AOCTABJISIHHS JIUCTAa Ta MIATBEPJKEHHS aJpecaToM MpOo MPOYUTAHHS
OTPUMAHOTO JIMCTA Y BIAMOBIAL Oy/e HAAICIAaHO BIAMOBIIHE OB IOMIICHHS.

1.5.15. Ilicns BignpaBi€HHS JMCTIB €JIEKTPOHHOIO TMOIITOI TMpPAalliBHUKM, BIANOBIJANbHI 3a
o(imiliHe JTUCTYBaHHS E€JIEKTPOHHOKO MOIITO, KOHTPOIIOIOTh HAIXO/KEHHS MiATBEPIKEHb BiJ
aJipecaTiB PO OTPUMAaHHS €JIEKTPOHHUX JIUCTIB.

1.5.16. 3 MeTol0 HEJAONYUIEHHS HECAHKIIIOHOBAHOTO BHMKOPHMCTaHHS €JIEKTPOHHOI ajJpecu
KOpHCTyBada BiH 3000B's13aHUI 3a0€3eUnTH OJIOKYBaHHSI JOCTYIY A0 3ac00iB €eKTPOHHOT MOIITH
3 BUKOPUCTaHHSAM HapoJIto I0CTYILY.

1.5.17. JlokyMeHTH, OTpUMaHi €IEKTPOHHOIO TOMITO 0€3 eNeKTPOHHOTO ITU(POBOTO MiAMHCY ab0
KaHanaMu (akCHUMUIBHOTO 3B'A3Ky, HE Hajlexarb 70 odiniiHuX. Y pa3i HaJCHUJIaHHS €JIEKTPOHHHUX
JIOKYMEHTIB 0€3 eIeKTPOHHOro 1udpoBOro miaAnucy ta Qgaxcorpam HeoOXIAHO HAJCUIATH TaKOXK

OpHTiHaM JOKYMEHTA B MarepoBiit popmi.

1.5.18. IlpauiBHUKM amapaTy Ccyay, L0 KOPHUCTYIOTbCS €JNEKTPOHHOIO IIOIITOI, HECYTh
MepCOHANbHY BiAMOBIIaTbHICTh 32 MOPYIIEHHS] BUMOT IMMyHKTY 1.5 1iel [HeTpykiii.

1.5.19. IlpuiinatTs Ta nepenada iHdopmarllii KaHajamMu (aKCUMIUIBHOTO 3B'SI3KY 3/1HCHIOETHCS
KaHIIEISIPIEIO CYy.



1.5.20. 3abopoHseThCs IepeaBaT KaHalaMH (paKCUMIJIBHOTO 3B'S13Ky TaEMHY iH(OpMaIlito, TEKCTH
TOKYMEHTIB 3 rpudom " /{7151 ciryxk00BOT0 KOpUCTYBaHHs", TIpoOLIeCyaabHl JOKYMEHTH.

1.5.21. ®dakcorpamu, sKi HaIIANUIM KaHAIaMH (DaKCUMIJIBLHOTO 3B'S3KY, MJIATAIOTh peecTpalii B
aBTOMAaTH30BaHI CHUCTEMi JIOKyMEHTOOOIrY cyay i3 3a3HAu4eHHSM B peecTpauiiHiid KapTii
no3Hauku "@Paxkc".

1.5.22. TlpuiiasaTi dakcorpamMu MepeqarOThC sl PO3TIISIAY 1 HAKIAIEHHS PE30JIOLii KePIBHUIITBY
cyay.

1.5.23. BigmoBimanpHicTh 3a 3MicT iH(opMarlii, ska TepeaacTbcss KaHatamMu (PaKCHUMIUIBHOTO
3B'I3Ky, HECe BHKOHABEllb, SKMI MIATOTYBaB MaTepial [0 IepelaBaHHs, a TaKOX KEPIBHUK
BIJIMIOBITHOTO MiIPO3/LTY anapary cymay.

1.5.24. Tlpu3nayeHuii a1 nepenadl TEKCT APYKYEThCS YOPHUM KOJIbOopoM. Marepianu, odhopmiIeHi
B IHIIKH criociO, A71s mepegadi He MPUIMalOTHCS 1 MOBEPTAIOThCS BUKOHABIIEBI.

1.5.25. JokymeHTH, pU3HauUeH1 Ui nepeaayl iHdopmaiii, misiraloTb 000B'13K0BOMY OOJIIKY 3a
3aMOBJICHHSIMH (0JaTOK 1), sKi MiAOHCYIOTh KEpIBHUKHM TiJPO3IUTIB amapary cyay, Ta
NepearThCs 10 KaHIIEISpii.

1.5.26. licns nepeaanns iHQpopMaIlii OpUTiHaIN JOKYMEHTIB MOBEPTAIOTHCSI BAKOHABIICBI.

1.5.27. Tenerpama - 11e JOKyMEHT, MIEpEIaHHii 3a IOTIOMOTOIO0 TeserpadHOro 3B's3KY.

TekcT TemerpaMu CKIAA€Thes 3TIHO 3 BHMOTaMH (IOJATOK 2) 1 MEpPeaaeThCs 0 CIyKOU
JJIOBOJICTBA IS BiIIPABICHHS.

Komis Tenerpamu 3 mo3HAYKOIO MPO 4yac MPHUIIMaHHS MOBEPTAETHCS 10 BIAMOBITHOTO MiAPO3ALTY
amapary cymy.

1.5.28. 3micT TenerpaMu BUKIAIAETHCA CTHCIO, YITKO, MO MOMIIMBOCTI 0€3 NPUHMEHHHKIB,
CTOJIYYHUKIB 1 3aiMEHHUKIB, PO3JIIJIOBUX 3HAKIB.

[udposi naHi B TeserpaMax peKOMEHAYEThCSI TUCATH CIIOBAMHU.

1.5.29. Tekct TenerpamMu IpYKYEThCS BEIMKUMH JIITEpaMH 3 OJHOro OOKYy apKylla depe3 JBa
iHTepBasid, Oe3 TMepeHociB, ab3alliB, BUIIPABICHb, y TPHOX MpHUMIpHUKaX. J[Ba NpUMiIpHUKH
TeJerpaMy MOBHHHI MaTH OPUTIHAIM MIANUCIB, CKPIMJIEHI repOoBOI0 MEYaTKOK Cy1y, OAUH 3 HUX
HA/ICWIAEThCS AJpecaToBl, OPYTUH IOBEPTAETbCA BUKOHABLIEBI JJI 3aJlydeHHs 1O MarepiajiB

cipasu. TpeTiit puUMIpHUK (KOMis) 3aJIMIIAETHCS Y BIANOBITHOMY Haps/l CIIy>KOHU J1JI0BOJICTBA.

1.5.30. ¥V pa3i HEoOXigHOCTI Tepes aapecor BKa3ylOTh KaTeropiro Tenerpamu: "Ypsigosa',
"TepmiHoBa".

1.5.31. 3BopoTHY azipecy cyay 3a3HadaloTh 0€3 CKOPOUYEHHS, 3 PO3LIIOBUMH 3HAKaAMHU.

1.5.32. V tenerpami miJi pucKo0 JPYKYIOThCS HaliMEHyBaHHS CyAdy, ocaja ocoOH, sika miamucana
Tenerpamy, ii iHimianu, mpi3BuIle, Aara.

1.5.33. Tenerpamu mimucye rojioBa cyay. ¥ cyai Moxke OyTH BU3HAUEHO KaTeropiro Teinerpam, siki
MaroTh NPaBO MiANUCYBATH 3aCTYITHUKH I'OJIOBH, CYJ/1 Ta KEPIBHUK anapaty Cyaiy.

1.6. O0J1ik, BUKOPHCTAHHA i 30epiraHHs Me4YaToOK, MITAMIIIB i OJIaHKIB Cyxy



1.6.1. OGoB'A13K0BOMY OOJIIKY MiUIATAIOTh YC1 BUAM MI€YATOK Ta MITAMIIB CY/y, OJJAaHKH JTOKYMEHTIB
31 mTaMmamu, OJJaHKH MTOCBITYEHb 0COOH, TTOCBITYCHB JJIs1 BIAPSKEHB, TPYAOB1 KHUKKH.

1.6.2. OO6iK TTeYaToK 1 MITAMITIB BEJETHCS Y KYpHAJIl OOJIKY IIEYaTOK 1 MTaMIiB cyay (1071aTok 3),
ONaHKiB JOKYMEHTIB - y JKypHami 00Ky OJaHKIB cyny (IoJaTok 4) OKpemo 3a iX BHIaMH.
BumaBanus OnaHKIB BIANOBIJAIBHUM 3a iX BHKOPHUCTaHHS 0cO0aM 3AIMCHIOETHCS TIJ MANHC Y
KypHaIi 007Ky OJIaHKIB Cy1y.

1.6.3. ITlewyarkum 1 mrTamnu TOBUHHI 30epiratucs y ceddax abo meraneBux madax. branku
JI03BOJIIETRCS 30epiraTh y madax, mo HaaiiHO 3aMUKAIOThCS Ta ONeYaryoThes. [ledaTku, mramm,
0JIaHKU CyJly Tiepe/laBaTh CTOPOHHIM 0co0aM 3a00pOHEHO.

1.6.4. 3alesneueHHs BUTOTOBJICHHS II€YaTOK, INTaMIIB, OJAHKIB Cyay 3I1MCHIOETHCS
BIJITIOBIJAJILHOIO OCO0O0I0 CyAy, @ KOHTPOJIb 32 BUTOTOBJICHHSM, 30€piraHHsSM 1 BUKOPUCTaHHSAM
MOKJIaIA€ThCS Ha KePIBHUKA arapary Cyay Ta BA3HAYCHUX HUM 0cCi0.

1.6.5. T'epboBa meyatka Cyay 3a pO3NOPSHKEHHIM TOJIOBH CyIy 30epiraeTbesi y KepiBHHKA arapary
CyIy a0o IHIIIOTO YIIOBHOBR)KEHOTO HUM ITPAIliBHUKA.

1.6.6. I'epOoBa meyatka Cyay BUKOPHCTOBYETBCS Y BHIIAJKaX, Mepea0adyeHuX 3aKOHOIABCTBOM, a
came: JUIs 3aCBITYEHHS JIOTOBOPIB, IOCBITYEHb, TPOLIOBUX Ta OAHKIBCHKHUX JOKYMEHTIB, JOPYYCHb,
TPYIOBUX KHHXKOK, JOBIJOK MPO Micie poOOTH 1 po3Mmip 3apoOITHOI MiaTH, OyXraiarepchKoi,
CTaTHCTUYHOI 3BITHOCTI, ()iHAHCOBHX TUIaHIB, HOMCHKJIATYPH CIPaB, BAKOHABYUX JJOKYMEHTIB CYY,
YXBaJI PO MIOBEPHEHHS CYIOBOT'O 300pY TOMIO.

BinOutok meyaTKu CTaBUTHCS TaKMM 4YHHOM, 100 BIH OXOIUTFOBaB OCTaHHI KIJbKa JITEP
HalMEHYBaHHS [MOCaIM 0CcOOHM, sSKa MiAMNKcaIa JOKYMEHT, ajle He IiIUC MocaJaoBoi ocodu, abo Ha
OKpEMO BUALIEHOMY JJIsl IHOTO Micii 3 BiamiTko0 "MIT".

1.6.7. 3HUIEHHS TI€YaTOK, IMTaMITiB, OJaHKIB 3IHCHIOETBCS 3a aKTOM (JIOAATOK S5) 3 BiJIITOBIIHOIO
BIIMITKOIO TIPO 1€ B KypHaJIax OOJIKY.

J11 3HUIIIEHHS TIeYaTOoK 1 MITaMIIiB KEPIBHUKOM anapatry CyAy YTBOPIOETHCS KOMICis, B IKY BXOJATh
[0 OJTHOMY MpPEICTaBHUKY CIYXOM NIIOBOJCTBA, MIAPO3/UTY, 110 BIAMOBIAAE 32 TOCHOJAPCTBO Ta
MaTepiaTbHO-TeXHIUHE 3a0e3MeueHHs, Ta MiAPO3/ALTy, MeYaTKU Ta MTAMIH SKOTO 3HUIIYIOTHCS.
Kowmicis ckiiazae akT 3HUINEHHS MMEYaTOK Ta MITAMIIIB, Y SKOMY 3a3HAYa€ThCS:

- KUTBKICTh TI€YaTOK Ta IITaMIIB, K1 3HUIYIOTHCS,

- Mi/IcTaBa 3HUILEHHS [I€YaTOK Ta MITaMIIiB (pEopraHi3allisi OpraHy 4 CTPYKTYPHOIO MiJIPO3JLTy, iX
JIKBIiJallisl, HepeiiMeHyBaHHs TOIIO);

- CKJIaJT KOMICI1 13 3a3HaY€HHSAM MPIi3BUII, IMEH, O OAaTHKOBI Ta MOCA];
- 1aTa 1 MicIle 3HUAMIEHHS [I€YaTOK 1 IIITaMIIIB.

AKT cKJIaJJa€Thesl Y ABOX MPUMIPHUKAX, OJUH 3 AKHX 30epiraerscs y ciy01 AUIOBOACTBA, APYTUH -
y HMiAPO3ALSi, MeYaTKU Ta ITAMITU SIKOTO 3HUITYBAJIUCS.

[ledaTky Ta IITAMITH 3HUITYIOTHCS TAKUM YUHOM: METaleBi BUPOOH - IUITXOM OOTIITIOBAHHS IBOMA
NEepeXpeCHUMHU JIiHIIMH; TYMOBi, KaydyKOBI JieTalli - pO3pi3aHHAM Ha Majl He3'e/JHyBaHi,
HEBIIHOBIIIOBAaHI YaCTUHM, IUIACTMACOBl - MIISAXOM MEXaHIYHOTO pO30WBaHHA Ha Takl X
He3'€ITHyBaHi, HEBITHOBIIIOBaHI YaCTHHH.



1.6.8. IlepeBipka HasSBHOCTI MEYATOK, MITaMMIB i OJAHKIB, a TAaKOX MOPAIKY IX 30epiraHHs Ta
BUKOPHUCTAHHS 3IHCHIOETHCS CICIIaIbHO YTBOPEHOIO KOMICIEI0 HE piAlIe OJHOTO pa3y Ha pik
OJTHOYACHO 3 MEPEBIPKOI0 CTaHy A1IOBOACTBA. IIpo mpoBeneHHs mepeBipku poOISTHCS BIIMITKH Y
BIJIMOBITHUX KypHaIax OOJIKY.

VY pa3i nopymieHHs: npaBuil oOJiKy, 30epiraHHs 1 BUKOPHUCTaHHS I€YATOK, IITAMIIB 1 OJaHKIB
KOMICisl TIPOBOJUTH CIYKOOBE pO3CIiTyBaHHS, PE3YIbTAaTH SKOTO O(OPMIIOIOTHCS aKTOM Ta
JOBOJIATHCS JI0 BiJIOMa KEPIBHHUIITBA CYY.

1.7. OnepatuBHe 30epirannsi cnpaB i aoxkymeHTiB. IIpuiiMmaHHsI-IepenaBaHHS
cnpas (I0KYMEHTIB) I/l 4ac 3MiHH BilIOBiZaJILHUX MOCAT0BHUX 0Ci0

1.7.1. CynoBi crnpaBu Ta HENpOLECyallbHI JOKYMEHTH 3 4Yacy CTBOPEHHS (HAJXO/DKEHHS) 1 J0
nepeaHHs B apxiB cyay 30epiraroTbes 3a miciieM (OpMyBaHHS CHpaB Ta/abo IEHTPaIi30BAaHO B
CITy>k01 IIIIOBOJICTBA 3T1AHO 13 3aTBEPPKEHOI0 HOMEHKJIATYPOIO CIIPaB.

Oco0oBi crpaBu 10 TepenaHHs B apXiB cyay 30epiraroThCs B MIAPO3IUIL amapary cyay, SKuil
BIJIMTOBIA€ 32 KaJIpOBE 3a0e3IeUeHHS.

1.7.2. CnpaBu noBuHHI 30epiratuchk y podounx kabiHeTax Ta po3TaloByBaTHCh y madax (ceridax),
3/1aTHUX 320€3MeYuTH 1X 30epeeHHS Ta HEMOKIIUBICTh JOCTYITY CTOPOHHIX OC10.

1.7.3. 3 MeTOr0 MiABUIICHHS ONEPAaTUBHOCTI MOIIYKY JOKYMEHTIB CIIPaBU PO3MIILIYIOThCS 3TiTHO 3
HOMEHKJIATYpOIO cripaB. Ha KOpIiHIISIX OOKIaJMHOK CIpPaB BKa3YIOThCS PEECTpalliiHi HOMEpH abo
1HIEKCH 3T1IHO 3 HOMEHKIIATypOIO.

1.7.4. llpm 3BiTbHEHHi, a TaKOXX Ha TNeEpiOJ BIAIMYCTKH, BIAPSIHKEHHS, TPHUBAJIOi XBOPOOH
IpaliBHUKA arnapary cyjay BCl HEBUKOHAHI JOKYMEHTH IepellaloThCsl Ul BUKOHAHHSA 0co01, sKa
foro 3amilrye, abo 1HIIOMY IpAaliBHUKY 33 JOPYUYEHHSM KEepIBHHMKA MIAPO3JUTY 3 BIAMITKOIO IPO
nepenayvy (i3 3a3HaUEHHSAM JaTH) B aBTOMAaTU30BaHIl CUCTEMI IOKYMEHTOOOITY Cyy.

VY BuUMajKy 3BiTbHEHHS a00 3MiHU BIANOBIIAaIBHOI OCAOBOI 0COOU CKJIaIa€ThCS aKT MPUIMaHHS-
repeaBaHHs CIIpaB Ta JOKYMEHTIB (J10JaTOK 6).

2. MMPOXOIKEHHS TIIPOIECYAJIBHUX JOKYMEHTIB 1 CYJIOBHUX
CIIPAB

2.1. IlpuiimaHHs i peecTpalisi MpouecyajJbHUX JOKYMEHTIB Ta CyA0BHX CIPaB

2.1.1. Ilo30BHi 3as1BH, amemsAliiHI, KacaliiiHi ckapry, CyJI0Bi CIIpaBH, a TaKOX I1HII JOKYMEHTH 1
MaTepial, IO CTOCYIOTHCS PO3MIISALY CIpaB y Cyli, IpUHAMaEe Ta PEECTpPye B aBTOMATH30BaHIN
cucTeMi KaHUIENspis cyay BiamoBigHo 1o IlonokeHHsS 1Ipo aBTOMAaTH30BaHY CHUCTEMY
JIOKYMEHTOO0ITY Cyay.

Ha nokymeHnTi, oTpuMaHOMy BiJ Yy4YacCHHKIB CYyJIOBOrO TIIpollecy Ta iX TpeICTaBHUKIB
0e3mocepeIHbO i Yac CyJ0BOTO 3acCilaHHs, HAKIadaeThCs PEe30IIOoNist Cyaal (CyAai-I0mnoBiiaga),
sKa cKiaaaerbes 31 ciiB "Jlo crpaBu', mianucy cyadl Ta qaTH. 3a3Hau€HUN JTOKYMEHT y Lied ke
JIeHb NIePeAA€ThCs I peecTpallii, Micis Yoro JOIYyYa€eThes 10 MaTepialliB CIpaBy.

2.1.2. TlpuitmaHHsI TOKYMEHTIB 3I1HCHIOETHCS MIOJIEHHO MPOTIATOM POOOYOro 4Yacy KaHIICNSPIEI0
cynay.

3a yCHUM 3BEpHEHHSAM 0CcOo0H, sIKa MoJlajia MpolecyalbHUI TOKYMEHT JI0 Cyay, Ha MEepIIiil cTopiHIi
Ha/IaHOi HEI KOIli JOKYMEHTa NpalliBHUK amnapary cyny, sSIKHi NpUIHSB JOKYMEHT, NPOCTaBIIs€e



mTaMn Cyay i3 3a3HaueHHSAM JaTH (y pa3i HeoOXiZHOCTI - 4Yacy) OTpMMaHHS JOKYMEHTa, CBO€Q
Mocau, MPi3BHUIIA Ta MAMKCY 1 TOBEPTAE KO0 0CO0I.

2.1.3. BiamoBimanbHHMI TpaIiBHUK amapaTty CyAy Y JC€Hb HAIXO/DKEHHS IIPOIEeCYaIbHOTO
JOKYMEHTa IepeBipsie HITICHICTh KOHBEpTa (ITaKeTa), BiAMOBIIHICTh aAPECYBAaHHS, 3 JOTPUMAHHIM
MpaBUJI OE3MEKN PO3KPUBAE KOHBEPT (ITAKET), MepeBipsi€ BIAMOBIAHICTh BKJIQJICHb ONMUCY (HAsBHICTh
JOJIATKIB JI0 TOKYMEHTA).

BianoBiganbHuiA npaliiBHUK arapaTy CyAy pO3KpHUBA€E yCi KOHBEPTH (ITAKETH ), 32 BUHATKOM THX, IO
MatoTh Hamuc "Ocobucro" abo rpud cexperHocti. Koneptu (makern) 3 BiaMiTkoro "Ocobucro"
nepefarTbes  aapecaram 0e3  BinkpuBaHHsA. KonBeptm (maketn) 3 TpuUdOM CEKPETHOCTI
NepeaaTbes 0 MiApo3AiTy abo MpamiBHMKa amapaTry Cyay, SKWi BIATOBIZa€ 3a PEXKUMHO-
cekpeTHy poboty, 0e3 BimkpuBanHsA. KonBeptu 3 rpudom "Jlns cimyxO00BOro KopucTyBaHHS"
PO3KpHBAE BIANOBIAAIBHUN MPALIBHUK, SKWH Mae MpaBO MpAIIOBaTH 3 JOKYMEHTaMHU 3 TpudpoM
"HCKH.

2.1.4. TloMHJIKOBO JOCTaBIICHI JIO Cyly IOKYMEHTH IIEPECHJIAIOThCS aJpecaTy, SKIIO HOro
MICIIE3HAXODKEHHS BioMe, a00 TMOBEPTAOTHCS BIANPABHUKY Pa3oM i3 CYMPOBIIHUM JHCTOM
(momarok 7) 3a mMiAMMCOM KepiBHUKA amapary cyay ado BH3HAYEHOI HUM BiJMOBiAabHOT 0coOU y
TEPMiH HE OUTBII SK J[BA JIHI.

2.1.5. KouBeptH (makeTH), y SKHUX HAAXOAATh JOKYMEHTH, HPHUEIHYIOTHCS A0 OJEpKAHUX
JOKYMEHTIB. Y pa3i oJiep>KaHHA JOKYMEHTIB Yy MOIIKO/KEHIM yIMaKoBIl, a TaKOX SKIIO MpH
BIIKPHUTTI KOHBEpTa (IIAKETa) BUSABICHO BiICYTHICTh OYAb-IKOTO TOKYMEHTA YW OJaTKa J0 HBOTO,
PO LI CKJIAAAETHCS aKT (JOJATOK &) y ABOX MPUMIPHHMKAX, OJMH MPUMIPHHUK SKOI'O HAJCUIAE€THCS
BiJIIIPAaBHUKY, a IPYTUN JOAAETHCS O BX1THUX JOKYMEHTIB.

2.1.6. V pa3i HaAXOKEHHS /10 TOCIOAAPCHKOr0 Cyay CYI0BOI ClipaBU OOOB'SI3KOBO MEPEBIPAETHCS
HasIBHICTh JIOJaTKIB, BKa3aHUX Yy CYNPOBIAHOMY JIUCTI CYAY, 3I1HCHIOETHCS OIJIAJ CTaHy CIIpaBU
(HasiBHICTH TOMIB, MOBHOTA IMiJIIMBAaHHSI MaTepiajliB CIpaBU, HASBHICTh OIMUCY, BIAMOBITHICTH
3MICTY ONHMCY (aKTUYHIN HasBHOCTI JOKYMEHTIB, HAaJIeXKHICTb O(QOPMIIEHHA 1 3acBlAYEHHS
MiIUCaMH Ta TIeYaTKaMU OTHCY CIIPaBH).

VY BUMAaJKy BUABICHHS HEAOMIKIB y (POpMYBaHHI CYJ0BOI CIIpaBH KaHLENSPisA CYAy CKIaJa€ akT Ipo
CTaH CIIpaBH, L0 HaJifIIIA 10 CyAy, Ta JOJA€ Horo 10 MarepialiB CIpaBH. AKT MiJINUCYETHCS
TpbOMa IMpaliBHUKAMU KaHLEJApii, MIMUCH 3acBIAUYIOThCA meuaTkor. IIpo ckimanaHHS akrta

pOOUTHCS BIAMITKA B PEECTPALIMHUX TOKYMEHTAX.

2.1.7. Peectpamiss mpolecyalbHUX JIOKYMEHTIB 3JIIMCHIOETHCS NUISIXOM BKJIIOYEHHS [0
aBTOMATHU30BaHO1 CUCTEMHU JOKYMEHTOOOITY CyAy TaKUX JaHUX:

1) maTa HaAXOHKEHHS 70 CYY;

2) iHdopMalis PO TPEIAMET CIIOPY;

3) npi3Bule (HaltMeHyBaHHs) 0COOM (OpraHy), Bij AKoi (IKOTr0) HaIWIUIA JOKYMEHTH;
4) npi3BHILE NMpalliBHUKA anapaTy CyAdy, sSIKUil 311HCHUB peecTpalliio;

5) maHi mpo cyjiro, BiJOMOCTI Mpo CyAOBH 30ip Ta iHIII daHi, nepeadadeHi [1oiokeHHSIM Mpo
aBTOMAaTH30BaHy CUCTEMY JOKYMEHTOOOITY Cy/ly Ta iIHIIMMHA HOPMaTHBHO-TIPABOBIUMH aKTaMH.

2.1.8. [lnst BXiAHOTO MPOIECyaTbHOTO JOKYMEHTa i Yac peecTparlii aBTOMaTH30BaHa CHCTEMa
JIOKYMEHTOOOITY Cyay TEHEepye peecTpamiiiHuii HOMep, IO AaBTOMATUYHO 3aHOCUTHCS [0



peecTpamiifHoi KapTKU. YCi HAaCTyNHI JOKYMEHTH, TOB'Si3aHi 3 IOMNEpPENHIM, PEeCTPYIOThCs 13
(ikcarriero HoMepa IEpBUHHOTO JOKYMEHTA.

PeectpamiifHuii HOMEp BXIJHOTO MPOIECYabHOI'O JOKYMEHTa MiCTUTh HOMEpP 3a IOPSIKOM Y
MMOTOYHOMY POIIi, 0 POPMYETHCS ABTOMATH30BAHOIO CUCTEMOIO aBTOMAaTUYHO, Ta 4epe3 Apiod - pik
peectparii (1Bi udpH).

JlonaTkoBi TOKyMEeHTH (MaTepiaiu), IO CTOCYIOThCS PO3TISAY KOHKPETHOI CYAOBOI CIIpaBH, sKa
nepedyBae y MpoBaHKEHHI CYAy, Y TOMY YHCIII 3asiBH PO BIiJBiJ, PEECTPYIOTHCS 3a JaTOl0, a B pasi
HAJXO/KEHHS B JICHb CYIOBOTO PO3TIISTY CIIPABH - TAKOXK 32 YACOM iX HAJIXOJKCHHSI.

2.1.9. Ha nepumioMy apkyIni BXiZHOTO JOKYMEHTa Yy MpPaBOMY HIKHBOMY KyTi a00 BUTBHOMY Bif
TEKCTY MiCIli MPOCTABISETHCS PEECTPALIHHUN IITaMII, y SKOMY 3a3HA4YarOThCS JaTa peecTparii,
peecTpariitnuii Homep, MiAnIc 0co0u, sIKa 3apeecTpyBaja TOKYMEHT.

2.1.10. KoxHiii cymoBiii cmpaBi HaJa€ThCs €IUHUNA YHIKAJIbHUNA HOMEp, SKUH (QopMmyeThes
ABTOMATH30BaHOK) CHCTEMOI0 aBTOMATHUYHO B CYJI IEpIIOl 1HCTAHIIIi Ta 3aJIMIIA€ThCS HE3MIHHUM
HE3aJIS)KHO BiJ MPOXO/DKCHHS CIPaBH B 1HCTaHIisIX. HoMep cmpaBuW CKIagaeTbes 3 KOAY CYAy
nepmoi iHctaHuii (Tpu nudpH), yepe3 apid - HOMEpa CIpaBH 3a MOPSAIKOM Y MOTOYHOMY POILIi,
yepes pid - poky peectparii (aBi nudpu). Hampukmam: 901/363/13.

3yCTpiYHUM T[O30BHUM 3asiBaM, I1030BaM TpPETiX o0ci0, AKi 3asABISIOTH CaMOCTiMHI BUMOTH Ha
MpeIMeT CIOpy, 3asBaM MPO TEpPeryisa] CyIOBUX pIlIEHh 32 HOBOBUSBICHUMHU OOCTaBUHAMU
MIPUCBOIOETHCS HOMEP OCHOBHOI CIIPaBH, Y SKiii BOHH MOJIaHi.

2.1.11. IIpouecyanbHi AOKYMEHTH, BHTOTOBJEHI CyAOM, MOBHHHI MICTHUTH BHUKIIOYHO €IMHUN
VHIKaJIbHUI HOMEp, SIKMU BiJIIOBiIa€ HOMEPY CIIpaBH. 3a3HAUYEHHS Ha MPOLECyaTbHUX JOKYMEHTaX
anenALiiHo1, KacaliitHoi iHCTaHI[ii Oy/Ib-IKUX 1HIIMX HOMEPIB HE I0MYCKAETHCA.

2.1.12. ¥V pa3i ckacyBaHHs CyJOBOTO DIIlIEHHS 3 HaNpaBlIECHHSIM CIpPaBU HA HOBHUH PO3TISLA Ta Y
BUIAJIKy, KOJIM CMpaBa HaJIWIUIA 3a MIJACYAHICTIO 3 IHIIOTO CyAYy, HOMEp CIpaBH 3aJIMIIAETHCS
HE3MIHHUM.

2.1.13. V pa3si o0'eqnanHs 3asB a00 cpaB B OJIHY CIpaBy 00'€JHaHII CIpaBl MPUCBOIOETHCS HOMEP
Ti€T CTIpaBH, 3as1Ba y AKil 3apeecTpoBaHa B Cy/l NMEPIIOIO.

VY peectpariiiny KapTKy Ha 00'elHaHy CIIpaBy BiAMOBIAHO 10 YXBalld CYAY BHOCSTHCS 3alUCU TPO
HOMEpPH crpaBH (crpas), M0 00'€IHATU 3 MEPIIOID CHpaBor. BimMmiTka mpo 00'eHaHHS CIpaBU
TaKO0X BHOCUTBLCS B PEECTpALliifHy KapTKy CIIpaBH (CIpaB), 10 00'€IHATHU 3 TIEPIIOI0 CIIPABOIO.

2.1.14. SIxwo micas OTpUMaHHS JOKYMEHTIB €JIEKTPOHHOIO MOIITOI, (aKCUMIIBHUM 3B'SI3KOM J10
CyIy HaAXOMASTh LI K JOKYMEHTH Ha ManepoBUX HOCISX, OCTaHHI MEPeNaloThCs 3a MPU3HAUYEHHSIM.
Ha opurinami J0KyMeHTa Ha peecTpaliifHOMy LITamIli J0JaTKOBO 3a3HAYAEThCS JlaTa OJepiKaHHS
(hakcorpamu (eI€KTPOHHOTO TTOBITOMJICHHS).

2.1.15. TloBimomuieHHS BiJJIICHHS TOIITH IPO Bpy4YeHHA a00 HEBPYUYCHHS MPOLECyaTbHOIO
JOKYMEHTa YYacHMKaM CyJOBOTO TIPOILIECY pEECTPYIOThCS B aBTOMAaTH30BaHIl cucremi

,Z[OKYMCHTOO6iTy Cyay Ta nNCpeaar0ThCA JI MPUEIHAHHS 1O MaTCpiaJ'IiB CIIpaB.

2.1.16. JlokyMeHTH, IO HATINIUIM 10 CyIy, BUHOCUTH 33 Oro MexXi KaTerOpu4HO 3a00pOHSETHC,
KpIM HampaBJIEeHHS 1X JI0 IHIIOTO cyay a0o 1HIIOTO OpraHy y BUIaJKaX, BU3HAYEHUX 3aKOHOM.

2.2. IlepenaBaHHs NpoLecyaJbHUX JOKYMEHTIB i CyI0BHMX CIIPaB JJIsl PO3IJIsSAY



2.2.1. BusznaueHHs cynnai Ais pO3IJSAY KOHKPETHOI CHpaBH 3AIMCHIOETHCA BIAIOBITHO 0
[TonmoxeHHs TPO aBTOMATHU30BaHy CHCTEMY JOKYMEHTOO0ITy CyIy.

2.2.2. Tlicns 3aBeplleHHsS aBTOMATHYHOTO pO3IOJAUTY CYAOBHUX CHpaB (GOpMyrOTbCs Ta
PO3APYKOBYIOThCS 3aralibHi PEECTPU CYAOBHUX CIIPaB Ta PEECTP CYAOBUX CIPAB HA KOXKHOTO CYJTIO
(cynmro-nomoBigaua) okpeMo. CrpaBu nepefaroTbes Cyaal (Cyami-IonoBifady) s po3Tsiay i
HIANC Y PEECTPi B MOPSAIKY, BU3BHAYCHOMY Y CY/I.

2.2.3. YV peectpaniiiHy KapTKy iH(oOpMallis MOAO0 PYXy CIpPaBH BHOCHUTHCS Yy JACHb yXBaJCHHS
BIJITIOBITHOT'O CYJJOBOTO PillICHHs (MTOPYIICHHS MTPOBAKEHHS Y CIIPaBi, 3yIMHUHEHHS IPOBA/KCHHS Y
crpagi Toiio) abo MPOBEICHHsI MEBHUX i y CIpaBi (HampaBJICHHs CIIPaBH B CYJ aleSIiiHOT Yn
KacalliiHo1 1HCTaHIIii, BUa4a HaKa3y TOIIO).

2.2.4. Ilicnsa peectpamii KOPECHOHJIEHIS, IO CTOCYETHCS PO3IIISLY KOHKPETHOI CIIPaBH,
nepeaaeTbes Cyaai (Cyami-AomoBiiauy), y MpoBauKeHH] sSKoro nepedyBae crpasa. [lepenaBanns
JOKYMEHTIB 3JIIHCHIOETHCS ITiJT MIAMUC Y PEECTPi B MOPSAAKY, BA3HAUEHOMY B CY/I.

2.3. Ilpuiimanns, 00.1iK i 30epiraHHsA pe40BHUX 10KAa3iB

2.3.1. PevoBuii nmoka3 NpHIIMAETbCS OJHOYACHO 3 BIAMOBIAHUM IPOLECYaTbHUM JIOKYMEHTOM
(MO30BHOIO 3asIBOO, BIJ3BMBOM Ha HeEl, 3asfBOI0 PO 3alydCHHS PEYOBOrO JIOKa3y JIO CIpaBH,
CYIIPOBIIHUM JIMCTOM TIPO HaJaHHS JOKa3y, BATPEOYBAHOTO CY/IOM TOIIO), CYJAOBOIO CIIPABOIO, SKa
HAJXOAUTH 3 IHIIOTO Cyay, a00 6e3MocepeIHhO Y CYZA0BOMY 3aCiIaHHI.

2.3.2. PedoBuii NT0Ka3 pEECTPYEThCS B JIEHb MOTO HAJIXO/KCHHS B aBTOMATH30BaHIM CHUCTEMi
JOKYMEHTOOOITY CyAy 13 3aBE€ICHHSIM OKPEMOI peecTpaliiiHoi KapTKu.

IIpu peectpauii peyoBoro Joka3zy MHOMy HPHUCBOIOETbCS HOMEp, SKHM CKIaJaeTbes 13
peecTpaliiiHoro Homepa BIAMNOBIIHOI Cy/0BOI CIpaBU 3 JOJaBaHHAM uepe3 napid iHjaekcy "P" Ta
MOPSAKOBOTO HOMEpa pevyoBOro J0Ka3y Yy CIpasi.

VY peecTpariiiHiil KapTii BKa3ylOThCS TAaKOX JlaTa HaJIXO)KEHHs, HAlMEHYBaHHS PEYOBOI0 JI0Ka3Yy,
Micle Horo 30epiraHHs, a TakoX 1HIIIaNM, MPI3BUIIE Ta MOcaja MpalliBHUKA anapary Cyay, sSIKUN
MIPOBIB PEECTPALIIO.

[Ticns peectpaiii pedoBOro Joka3dy Ha HOro makyBaHHS poOUTBHCS HakieWKa 13 peecTpaliiHUM
HOMEpPOM Ta MiANKUCOM MpaIliBHUKA, SIKHI IPOBIB peeCcTparliio.

V pasi 3MiHK Micus 30epiraHHs peyoBOro JI0Ka3y, NepeAaBaHHs HOro pa3oM 31 CIpaBoO B IHIIMK
CyJl, IOBEPHEHHS HOro BOJOJUIBIIIO UM MEpelaHHs 1HIIIH 0co01 poOUThCA 3aluC y peecTpaliiHii
KapTIi.

2.3.3. PeuoBwnii noka3 30epiraeThcsi y Matepianax CIpaBH, SKIIO 1€ He IIKOIUTh 30€peKEeHHI0 HOTO
LIJICHOCTI Ta JOKA30BHUX BIIACTUBOCTEM.

V iHIIOMY BUIIAJKy PEYOBUH J0OKa3 30€pira€ThCsi OKPEMO.

2.3.4. JIna 30epiraHHsg peyOBHX JI0Ka3iB OKPEMO BiJ] CY/IOBHX CIpaB y CyJi OOJIaHYeTbCS Kamepa
CXOBY - CIleliajJbHE MPHUMIMIEHHS (31 cTela)kaMu, PelIiTKaMd Ha BiKHaX, OOOUTUMHU MeTaloM
JBEpUMa, OXOPOHHOI Ta MPOTUIOXKEKHOI CHUTHami3amiew), ceiidp abo wmeranmeBa mada
JIOCTaTHHOTO PO3MIpY.

2.3.5. Jlns pobGotu 3 peyoBUMH JoKa3zaMu (30epiraHHs, OOJIIKy TOIIO) KEPIBHHUK amapary Cyay
BH3HAYA€E BiMOBIJAIBHOTO MpaIliBHUKA arapaTy Cymay.



2.3.6. loctyn 10 KaMepu CXOBY JAJIs 30€piraHHs pe4oBUX JI0Ka3iB MOKJIMBHIA JIUIIIE Y IPUCYTHOCTI
MpaIiBHUKA anapary Ccyay, BIAMOBIATHHOTO 32 poOOTY 3 HUMHU.

VY pasi #oro BiZICYTHOCTI IOCTYII JIO KaMEPU CXOBY MOXKJIMBHH JIMIIE 3 JO3BOJY 1 B MPUCYTHOCTI
KepiBHHKA arapary Cyay, CyAJli Ta B IPUCYTHOCTI OCOOH, Y SIKOT 3HAXOIUTHCS TyOiKaT KIIIOYiB BiJ
KaMepH CXOBY 1 SIKHH HECE BIAMOBIIAJIbHICTH 3a 30€PEKCHHS KITIOUIB.

VY TakoMy BHIAJKy CKJIAJA€ThCS aKT, Y AKOMY BiJOOpa)kaeThCs, SIKi caMe 1 y 3B'A3KYy 3 UUM PEUOBi
JIOKa3W BUJIYYEHI 3 KaMepH CXOBY ab0 momiIieHi A0 Hei. AKT mepelaeThes MPaIliBHUKOBI anapaTy
Cyady, BIAMOBiZaTbHOMY 3a 30epiraHHsi PeYOBHX JOKa3iB, /Ul BHECCHHS BIAMOBIIHHMX 3alHCIB Y
peecTpaniiiHy KapTKy pe4oBOTO JI0Ka3y.

2.3.7. Jlns 00Ky pedoBUX JI0Ka3iB, sIKi 30€piraloThcs B KaMepi CXOBY, MPalliBHUK, BIAMOB1IaIbHANA
3a po0OTY 3 PEUYOBUMH JIOKA3aMU, BEIE )KypHAT 00JIIKY peYOBHX J0Ka3iB (101aTOK 9).

ITpo pyx peyoBHX J0Ka3iB y ClpaBi IpalliBHUK anapaTy Cyay pOOUThH BiIMOBIIHI 3aITUCH B XypHaJi
00Ky pE4OBUX JI0Ka3iB.

2.3.8. BUKopuCTaHHS PEYOBHX JO0Ka3iB JUIsI MOTPeO, 0 HE MOB'SI3aHi 3 PO3IIISIOM CyJ0BOI CIIPaBH,
3a00pPOHEHO.

2.3.9. Ilicnsa HaOpaHHS CyIOBUM DIIICHHSIM y CIPaBi 3aKOHHOT CHJIM PEYOBUH JIOKA3 MOBEPTAETHCS
0co0i, BiJ sik01 OyB ojepkaHuid, abo mepemaeThcs 0co0i, 3a SKOK CyJ BHU3HAB NPaBO Ha e
pEUYOBHUii J10Ka3, 3a ii 3asBOIO.

2.3.10. KepiBHuk amapaTy cyay 3000B'si3aHU He piflle OJAHOTO pa3y Ha PIiK MEpeBipsTH CTaH Ta
YMOBHU 30epiraHHsi peyoBHX JOKa3iB, NPaBWIBHICTh BEJCHHS JOKYMEHTIB HIOAO iX MpHiiMaHHS,
nepenaBanHs. lIpo pe3ynbTatu mepeBIpKH CKIIAMA€TbCs BIAMOBIAHMM akT. 31 3MICTOM akTta
03HaMOMITIOIOTH MpalliBHUKA arapaTy Cyiay, SKUH BIJIMOBIIA€ 32 poOOTY 3 pEUOBUMH JJOKA3aMH.

AKT 30epiraeThbcs y BiIOBI/IHIN CIIpaBi 32 HOMEHKJIATYPOIO CIPaB CYAY.

2.3.11. Ilpu 3BUIBHEHHI NpalliBHUKA amapaTy CyAy BiJl BUKOHaHHS OOOB'SI3KIB IIOAO poOOTH 3
pEUYOBMMHU JIOKa3aMU KEpIBHMK amapary Cyay YTBODPIOE CHELiaibHy KOMICIIO ISl HEpEeBIpKU
BIJMOBITHOCTI (PAaKTUYHOI HAsABHOCTI PEYOBUX JOKa3iB, MEpeJaHUX Ha 30epiraHHs BKa3aHOMY
MpalliBHUKOBI, 3alucaM y KypHalll OOJIIKY pEedOBHUX JOKa3iB, a TAKOX PEECTpalliiiHUM KapTKam
peuoBHX JOKa3iB. Pe3ynbTaTH mnepeBipkM BioOpa)xarOTbcsd B aKTi MpUWMaHHS-TIepelaBaHHs
pEeUoBUX JOKa3iB IHIIOMY IMpAI[iBHUKY amapary Ccyay, Ha sSKOro Taki OOOB'SI3KM MOKIJIaJIEHO
KEpIBHUKOM amapary cyay.

2.4. ®opmyBaHHA i 0pOpMJIEHHS CYI0BOI CIIPABH

2.4.1. JlokyMeHTH CyI0BOi CIIpaBH MiAIIMBAIOTHCS Y TBEPAY OOKIAAUHKY B MIpy HaJIXOKEHHS J0
cyny 4 oGOpMIICHHS y Cy/Ii 3 JOTPUMAHHSIM TaKO1 MOCIiJOBHOCTI:

1) 6;aHK ONMUCY TOKYMEHTIB (YMCT1 apKyIIi JUIsl TPOJIOBXKEHHS OMUCY, TOYaTOro Ha JPYTiil CTOPIHII
OOKJIaJINHKN );

2) yxBaja Mnpo MopyIIeHHs IPOBAKEHHS Yy CIpaBi;
3) no3oBHa 3asBa;

4) mouIToBa KBUTAHLIS PO HANPABJIEHHS KOIii MO30BHUX MaTepialiB CTOPOHAM Y CIIpaBi;



5) JOKYMEHTH, IO MiATBEPIXKYIOTh CIUIATy CYAOBOTO 300pYy YM 3BUIBHEHHS BiJ TaKOTo, a TaKOX
PO 1HII CYJOB1 BUTPATH.

Jlam TOKyMEHTH MiIITUBAIOTHCS 3T1HO 3 JIOJATKOM J0 ITO30BHOI 3asBH.

2.4.2. KonBeprt, y sIKOMYy HaJiHiIIJIa TO30BHA 3asiBa a00 1HIII JTOKyMEHTH CTOCOBHO CyJIOBOI CIIPaBH,
MiJIsrae 00OB'I3KOBOMY TMPUETHAHHIO JI0 MaTepiayliB CHpaBH TICISA JOKYMEHTIB, SIKi B HbOMY
HaIIAIILTH.

2.4.3. Y mpormeci momanblIoro HAaJAXO/PKEHHS JTOKYMEHTIB CIIpaBa IPOJOBXKYE (OPMYBaTUCh Y
XPOHOJIOTTYHOMY IMOPS/IKY BiJIOBIAHO 1O Yacy HAAXO/PKEHHS JOKYMEHTA JI0 Cydy abo CTBOPEHHS
IPOLIECYAILHOTO IOKYMEHTA CyIOM.

2.4.4. Y pa3i BiIMOBU y NPHUHHATTI [MO30BHOI 3asBM YW IMOBEPHEHHS ii 0€3 pO3IIsIy OpUTiHA
BIZIMOBITHOT yXBaJIM Cy/y 3aJIy4a€ThCs 10 HAPSIY.

2.4.5. CnpaBa (OpMYeThCSI BHKIIOUYHO 3 JIOKYMEHTIB, SKi MPOWIUIM PEECTPAIiI0 1 PO3TIIAHYTI
cyanero. Y BHINAAKY HAIXOJKEHHS TOKYMEHTa IIICNs PO3IJSAY CHpPaBU TaKWH JTOKYMEHT Mae
MicTuTH Bizy cynai "Jlo cipaBu" i3 3a3HaYEHHSAM JATH Ta ITiITUCY CYA.

2.4.6. IlomToBi MOBIIOMIICHHS TIPO OTPUMaHHS (200 HEOTPUMaHHS) MPOLECYATbHUX JOKYMEHTIB,
II0 HANpPaBISAIOTHCS YYaCHUKAaM CyJOBOTO IPOIECy, MiANIMBAIOTBCA IIICJS  BiAIOBIIHOTO
HPOLIECYAILHOTO IOKYMEHTA.

2.4.7. HasiBHICTb TOKYMEHTIB 1 MOPSAIOK iX pO3MIIIEHHS y CIpaBi 3aCBITUYETHCS IMiIHCOM CYIi B
OIUCI HA MOMEHT NMPUHHSATTS PillIEHHS, YXBAIHM NP0 MPUIMHEHHS MPOBA/UKEHHS Y CIPaBi, yXBalu
PO MPU3HAYEHHS EKCIIEPTU3H TOLIO.

2.4.8. Yci JOKyMEHTH, 1110 MiJIIMBAIOTHCS /10 CIIPaBH, MAIOTh OYTH JIUILE B OJTHOMY NPUMIPHUKY. Y
pa3i moJaHHS YYaCHHKOM CYJOBOTO TPOIECY NMPUMIPHUKA JOKYMEHTa, Y TOMY YHCIi THCHMOBOTO
JI0Ka3y 31 CIpaBM, OJWH HNPUMIPHHUK SKOTO BXKE€ HIALIIMTO A0 MarepiajliB CIpaBH, NOJaHMUN
HACTYIHUN OBEPTAETHCS 0CO01, sIKa To1aa el JOKYMEHT.

2.49. Tlpu QopmyBaHHI crpaBu 3a00POHSIETHCS BUKOPHUCTOBYBATH MIBMIKO3IIMBadl a0 1HII
MeXaH14Hi 3aC00U CKPIIJIEHHS JOKYMEHTIB.

2.4.10. CrpaBu 3 BEJIUKOI KIIBKICTIO JOKYMEHTIB (DOPMYIOTBCS B OKPEMi TOMHU 3 KUIBKICTIO
apkyuriB He Ounbiie 250 (30 - 40 MM 3aBTOBILIKH).

KoxxHuit ToM cripaBu 0OpPMITIOETBCS OKPEMO, Ma€ BIACHY HyMEpallito apKyIIiB Ta BIACHUH OMMC.

2.4.11. ®opmyBaHHs 1 0POPMIICHHS CYJOBUX CHpaB 3A1MCHIOIOTH CEKpeTapi Cy/10BUX 3acifiaHb abo
1HIIT BiJIMOBIIAIBHI TTPAI[IBHUKY amapary Cyay.

OdopmierHss cymoBoOi cmpaBu Tiependavae HyMeparilo apKyliiB y CHOpaBi, CKIAJaHHS
BHYTPIITHHOTO OMHUCY JAOKYMEHTIB CHpaBH, MiAIIUBAHHS, OPOPMIICHHS OOKIATUHKU (TUTYILHOTO
apKylia) CIpaBH.

3 Metoro 3ale3nedeHHs 30epeXEeHOCTI Ta 3aKpIIUICHHS MOPSAAKY PO3TAIIyBaHHS TOKYMEHTIB Y
crpaBi Bci ii apKyli, KpIM apKylIiB BHYTPIIIHBOTO OMUCY, HYyMEPYIOTHCSI BaJIOBOIO HYMEpalli€lo 3
JOTPUMAHHIM TAaKUX MPABUII:



1) apkymi y cnpaBi HyMepyIOThCsl apaOChKUMHU IHM(ppamMu y MpaBoMy BEPXHBOMY KYTi MPOCTUM
rpadgiToBUM OJIBIIEM ab0 MEXaHIYHUM HYMEpaTopoM. 3acTOCYBaHHS YOpHWIA, MAacTh abo
KOJIbOPOBUX OJIBIIIB JIs1 HyMepallii apKymIiB 3a00pOHSE€ThCS;

2) cipaBy, 10 CKJIAJAIOTHCA 3 JEKIIBKOX TOMIB, HYMEPYIOTHCSI B KOXKHOMY TOMI OKPEMO;

3) dororpadii, kpecaeHHs, IiarpamMu Ta iHIII UTFOCTPOBaHI JOKYMEHTH, 1110 € OKPEMUMH apKyIIaMH
y CIpaBi, HYMEPYIOThCS Ha 3BOPOTHOMY 00111 B JTIBOMY BEpXHBOMY KYTi;

4) apkym popmary, 6ubIoro, Hixk ¢popMat A4, MiIIIHBAETHCS 32 OJUH OIK 1 HyMEPY€EThCS K OJTUH
apKyIll y IPaBOMY BEpXHbOMY KYTi, a OTIM (abItoeThCs Ha hopmat A4;

5) apkym 3 TMpUKICEHUMH JoKyMeHTamH (dororpadisiMu, BHpi3KaMH, BHUIIMCKAMHU TOIIO)
HYMEPYEThCS SIK OJMH apKylI. SIKIo 10 JOKYMEHTa MiJKJICEHI OJHUM OOKOM IHINI JOKYMEHTH
(BHpI3KH, BCTaBKH JI0 TEKCTY, MEPEKIIAIH TOIIO), TO KOXKEH JOKYMEHT HYMEPYETHCS OKPEMO;

6) MiOUTI y CIpaBU KOHBEPTH 3 YKJIAJECHHSAMH HYMEPYIOTHCS BAJIOBOIO HYMEPAI€0 apKYIIiB
CIIpaBH, MIPH [[LOMY CIIOYATKy HYMEPYETHCS KOXKHE BKJIJCHHS B KOHBEPT, a IIOTIM caM KOHBEPT.

2.4.12. BuyrpimHiii onuc crnpaBu (noaarok 10) sk 3aci0 ¢ikcyBaHHS HAsSBHOCTI JOKYMEHTIB Ta
pO3MIIIEHHST X y CHpaBi 3MIHCHIOETBCS HA BHYTPIIIHBOMY OOIll OOKIanAWHKKA 1 Moxe OyTu
MPOJIOBKCHUN HA OKPEMHX apKyIllax, sKi 3 €0 METOK MiJAIMIUBAIOTHCS 10 CIIPABH MEPIIUMH, Ta
BKJTIIOYA€ TOPSIKOBUH HOMED, 1HIIEKC TOKYMEHTa, aTy, KOPOTKY Ha3By JOKYMEHTa, HOMEp apKyIiliB
CIIpaBH, IPUMITKH.

JlokyMeHTH, 3a3HaueHl B JI0JaTKy J0 MO30BHOI 3asBH, amelsiidHoi (kacaiiifiHoi) ckapru abo B
IHIIIOMY CYIIPOBITHOMY JIOKYMEHTI, B OIKCI HE MEPETiuyI0ThCs, ane 000B'I3KOBO 3a3HAYAETHCS PO
X HasIBHICTH 3T1HO 3 EPETIKOM Y I0AATKY.

JIOKyMeHT, 110 TATBEPXKYE BIACYTHICTH J0JIaTKa O MO30BHOI 3asBH, amesAIIiHOI (KacalliiHo1)
CKaprH, 10Jy4Ya€eThCs A0 CIIPABHU.

SIK110 10 crpaBy MiAIIUTA KOTIisl, @ HE OPUTIHAT JOKYMEHTA, TO MPO 11€ 000B'I3KOBO 3a3HAYAETHCS B
OIIUCI.

Omnuc mianucye cyas Ta MpaiiBHUK arapaTy Cyay, SKHi oOpMITIOE CIIPaBy.

VY cnpaBax, A€ BXe€ € BHYTPIUIHIM ONKMC, NpHU MPHEIHAHHI HOBHUX JIOKYMEHTIB ONUC Ta HOro
HyMepallisi IpOJOBKYIOThCS.

Jlo BHYTpIIIHBOTO OIUCY KOKHOTO TOMY CIIPaBH OKPEMO CKIIQJA€THhCS IMiJCYMKOBHH 3aIuc, y
SAKOMY HaBOJATbCA IU(paMU Ta JiTepaMH KUIbKICTh JIOKYMEHTIB, IO BKJIIOYEHI JIO OIHUCY, Ta
KUIBKICTh apKYyIlIiB BHYTPIIIHBOTO OIUCY.

Skuio crnpaBy MIAIIKMTO MONEPEIHbO 0€3 BHYTPIIIHBOTO OMHCY, TO HOro OJIaHK MiAKJICIOETHCS 10
BHYTPIIIHBOTO OOKY JUIILOBOT OOKJIAMHKU CIPaBU.

3MIHM CKJIay JOKYMEHTIB CIpaBU (BKJIIOYEHHS JOAATKOBHUX JOKYMEHTIB, IX BUKJIIOUYEHHS, 3aMiHa
OpHTiHANIB KOMIsIMH TOIIO) BimoOpakatoThest B rpagi "[IpumiTku" 3 mocugaHHAM Ha BiJNOBIJIHI
BUIIPaBAYyBaJbHI JOKYMEHTH, 1 O BHYTPIIIHHOTO OMHUCY CKJIa1a€ThCS HOBHM IM1JICYMKOBHH 3aIucC.

2.4.13. CynoBi crpaBu OINpPaBISIIOTECS Y TBepAy 0OkimaguHKy. [Ipu nboMy MeraneBi CKpiIJIeHHS
(ckpinku, OymaBKH, CKOOHM TOIIO) BHIIYYAIOThCS 3 IOKYMEHTIB.



Jlo crpaBu MOKYMEHTH MiAIIMBAIOTHCS HUTKAMU 4Yepe3 M'aTh ab0 TpPH MPOKOIIOBAHHS TOJIKOIO,
ITUJIOM a00 1HIIMM YCTAaTKYBaHHSM BITPOJIOBIXK JIIBOTO, BITLHOTO BiJl TEKCTY MOJIST TOKYMEHTIB.

VKIeloBaHHS JJOKYMEHTIB JI0 CHPaBH, MPUKPIIUICHHS CTEIUIEPOM a00 BKJIAJICHHS Oy/Ab-IKUM HIINM
croco0oOM, BIMIHHMM BiJ 3a3Ha4eHOTO B ab3ali JApyroMy LbOTO IYHKTY, KaTErOpPUYHO
3a00pOHSIETHCS.

ITix yac onpaBiieHHs a00 MiAMIMBAHH JOKYMEHTIB CIIPaBU HE JO3BOJISETHCS TOPKATUCS 1X TEKCTY.

2.4.14. OOKIaAMHKYU CYJAOBHX CIPaB 0(OPMITIOIOTHCS 32 BCTAHOBIICHOIO (opMOtO (o1aTok 11).

SKmo crpaBa CKIAJA€ThCS 3 KUTBKOX TOMIB, TO Ha KOXXHOMY 3 HHUX TPOCTABIISIETHCS HOMEDP TOMY
CIIPaBH 1 HA TIEPIIOMY TOMI 3a3HAYAETHCS 3arajbHa KUIbKICTh TOMIB.

VY pasi 3a3HaYeHHA TOYHHMX KaJCHIAPHUX JaT YKa3YyIOThCS YMCIO, MicAlb 1 pik. Yucmo i pik
MO3HAYaI0ThC apaOChKUMHU [H(paMu, Ha3Ba MICAIS MMUIIETHCS CIIOBAMH.

Hammcn Ha oOKIaguHKaX CHpaB POOIATHCSA YITKO, PO30ipJIMBO CBITIIOCTINKMM YOPHUM ab0 CHHIM
YOPHUIIOM (T1aCTOI0).

Ha oOknaauHIIi cripaBu (TOMY CIIpaBH) BKa3yKOThCS:
1) HaiiMmeHyBaHHS Cy1y;

2) yHIKaIbHHUI HOMEP CIPAaBH;

3) HaliMeHYyBaHHS CTOPIH CIPAaBU;

4) npeaMeT cropy;

5) AaTu moyaTKy 1 3aKIHYEHHS MPOBAIKEHHS y CIIpaBi;

6) HOMEp TOMY CIpaBU Ta 3arajbHa KIUJIbKICTb TOMIB (SIKIIO TOMIB CIpaBH OuIbIIE OHOTO)
BKa3YIOThCs Y IPaBOMY BepXHbOMY KyTi oOkianuHku. Hanpuknaa: Tom 1/ Yeboro - 8;

7) nata mepenayi CpaBu J0 apXiBy.

2.4.15. Marepianu anensiuiiHOrO 4M KacalliifHOro NpoBa/KEHHS IO CIpaBH MiAIMIMBAIOTHCS B
TaKoOMy MOPSIKY:

1) yxBasia mpo NpUHHATTS aneNsauiiHoi (KacauiifHol) cCKapry 10 IPOBaKEHHS;

2) amensmiitHa (KacalliifHa) ckapra 3 J10JaTKaMH,

3) 1HII TOKYMEHTHU y MOPSJIKY 1X HaJXODKEeHHS (peecTpaltii).

2.4.16. Tlicns 3akiHYECHHS amnemsmiiHOro (KacaliifHOr0) MPOBAKEHHS BCl JOKYMEHTH, IO
HaAIWIUIM y JAaHid chpaBl A0 Cydy, a TaKoXX HPUMIPHUKHM BCIX IMPOLECYaJIbHUX JOKYMEHTIB
amensaiiHoro (KacamiiiHOro) TPOBAPKEHHS 3a PE3ONIOIIEI0  CYJIi-A0INOoBiladya y  CIpasi
JIOJTY4at0ThCS 10 MaTepiajiB CIIpaBH.

2.4.17. Y Bunaaxky NOBEpHEHHs amneisuiiHoi (KacalliiHOT) CKapru OpuWriHall BIJIOBIAHOT yXBaslu

CyAy JoJydaeTbcs 10 MarepianiB crnpaBu. CrnpaBa pa3oM 3 CYNPOBIIHUM JIUCTOM CYyIy
MIOBEPTAETHCS 10 MICLEBOIO TOCIONAPCHKOIO Cyay, SIKIIO B PE30JIIOTUBHINA YacTUHI yXBalu HE



3a3HAa4YeHo iHIIe. 3a3Ha4YeHi JOKYMEHTH IiIIMBAIOTHCS 10 MaTepialliB CIpaBU B TAKOMY MOPSIKY:
OpHUTIHAJ YXBaJU Cyly anesIIiiHo1 (KacaliiHoi) iIHCTaHIli, CyPOBITHUN JTUCT.

2.4.18. Y pa3i moBepHEHHs KacaliiHO1 CKapru y 3B'A3KY 3 HaICJIAaHHSIM OCTaHHbBOI 1HAKIIE, HiK
yepe3 MiCIeBHid a00 amessmifHuNd ToCHOJapChKUil Cya, IO MPUHHSB pillleHHS a00 MOCTaHOBY,
OpHUTiHAN YXBalk Pa30M i3 CYNPOBIIHMM JIUCTOM HAJICHJIAETHCS JIO MICIIEBOTO T'OCHOJAPCHKOTO
CyAy A7l IPUETHAHHS JI0 MaTepiajiiB ClIpaBH.

2.4.19. Ilicna 3ailicHeHHS amneNsiiHOro (KacaliifHOr0) MPOBAKEHHS KOIIS CYIOBOTO PIIIECHHS
KacamiiiHoi abo ameNsIiifHOl 1HCTAHII1 HAJCUIAE€ThCA O BiZloMa BIAMOBIIHO amelsiiiHoMy abo
MICIIEBOMY T'OCIIOJIAPCHKOMY CYy, PIIICHHS SIKOTO IIISATaio Ieperiisy.

2.4.20. JIokyMeHTH 1O CHIpaBi, AKi He TOTPEOYIOTh BUPIIICHHS Ta HAIXOATh ITICIIS 1i HApaBICHHS
3a MeXi cyly aneysiiHoi (KacariifHoi) iHCTaHIii, HaPaBIAIOTHCS A0 CyAy NepIIoi iHCTaHIT s
MOJIAJIBIIIOTO TIPUETHAHHS JIO MaTepialliB CIpaBy.

2.4.21. VY pa3i nonaHHs aneisiiiHol (kacaliifHOT) CKapry Ha yXBaJii, 3a3HaueHi B myHkTax 1, 5, 10
- 21 gactuam 1 crarri 106 T['ocmomapchkoro mMporecyaqbHOTO0 KOAEKCY YKpaiHu, MiCIeBHA
rOCIOIaPChKUM CY/I, a Y pa3l MoJaHHs KacalliiiHOi CKapry BiAMOBITHO anesIiiHIA roCIoapChKHii
CyJl CaMOCTIifHO, BHXOJSTYM 3 KOHKPETHHX OOCTaBHMH CIIPaBH Ta 3MICTY ameNsmiiHoOi (KacariitHol)
CKapru, BUPIIIYe MATAHHS TIPO TEpesIiK MaTepialiB, KOMil SKUX oMYy HE0OX1THO HaJiCIaTh A0 Cyay
anemsAIiifHo1 (KacaiitHo1) iHCTaHIIT UI PO3TIISATY CKapTH.

2.4.22. Komii marepianiB cnpaBu (OpMYyIOThCS B HOPSAKY, BU3HAYCHOMY Ili€l0 [HCTpyKLi€ro, B
OKpeMHii TOM y TBepAy oOkianuHkKy. Ha ysmmboBomy 0011l 0OKIaIMHKK BKa3yeThcs "Matepiamu
OCKap)KEHHS yXBaJld (3a3HAYA€ThCsSl HAUMEHYBaHHS CYHy, SIKHH BHUHIC OCKap)KyBaHy yXBally, JlaTa
BHHECEHHS YXBaJIM Ta HOMEP CIIPaBH) 32 aIeJAIiHHOI0 CKapTolo (3a3Ha4a€eThCsl HAHMEHYBaHHS a00
Mpi3BHUIIIE, IM'S Ta MO OATHKOB1 CKap)KHHKA)".

2.4.23. Marepiaiu OCKap>KeHHS yXBaJld (POPMYIOThCS JIMIIE 3 KOMiM MaTepianiB, HEOOXITHUX JUIs
po3risay ckapru. Jlo MarepialiiB OCKapKeHHS yXBaJld MPUEAHYETbCS KOIMISl OCKap:KyBaHOI yXBaJlH,
sIKa BUTOTOBJISIETHCS 3 OPUTIHAY YXBAJIM 3 MIAMUCOM CyAl (MAMMCaMU CYIIIB) Ta 3aCBIIUYEThCS
CyJJIel0, a 3a MOro BIJICYTHOCTI - OAHMM 13 3aCTYIHUKIB TOJIOBHU MICLEBOTO I'OCHOJAPCHKOr0 Cy1y
abo rosoBoro cyay. Ilpu 1boMy KOmisi OCKap>KyBaHOT yXBaJl 3aCBIIYYETHCS BIIMITKOIO "3TiHO 3
opuriHasiom" 13 3a3Ha4€HHSAM I0OCaJW, NPI3BUINA W 1HILIAJIIB 0COOM, fKa 3acCBIAYYE KOIIIIO, JATH
3aCBIJUEHHS KOIi Ta CKPIIUIIOETHCSI OCOOMCTUM MIIMCOM Ha3BaHOI 0COOM 1 repOOBOIO MEYATKOIO
cyny. OpHriHana ocKap>KyBaHOI yXBaJIM 3aJIMIIA€THCS B MaTepiajiax CIpaBH.

2.4.24. Onuc MartepiaiiB OCKap>KeHHS YXBaJIW MIAMUCYE CYIJs, CEKpeTap CYJI0BOTO 3acijaHHs a0o
MpalliBHUK amapary cyay, sSkuil hopMye MaTepialid OCKapKEHHS YXBaJIH.

2.4.25. AmensmiiiHa ckapra pa3oM 3 MaTepiajJamMH OCKap>KE€HHS YyXBaJlM HaJCHIIAEThCS [0
BIJMIOBITHOTO  AMENAIIMHOrO TrOCIOAApChbKOrO CyAy s pO3IMsAy y  BCTaHOBJICHOMY
lNocnonapcbkuM mporecyanbHUM KOJEKCOM YKpaiHU MOPSIIIKY.

2.4.26. OpuriHai CyJIoBOTO PIIIICHHS, SKUM 3aKIHUY€ThCSI anesIiiHe MPOBaIKCHHS, HAJICHIIA€ThCS
JI0 MICIIEBOT'O TOCHOJApChKOro Cyay JAJs MpUEIHAHHS A0 MarepianiB cnpaBu. Komis 3a3Hau€HOro
CYJOBOTO PILIEHHS] BUTOTOBJIAETHCSA 3 OPHUTIHATY BIAMOBIJHOIO CYIOBOTO DIIIEHHS, IO MICTUTh
HiAMKUCH CYJJIIB, Ta 3aCBIIUYEThCS CYAJCI0-I0MOBIJaueM y JIeHb MiANUcaHHs Horo opurinany. [Ipu
L[bOMY KOIIisl CyJOBOTO DIIIEHHS, SKUM 3aKIHUYe€TbCS amelsliiiHe MpOBaJKEHHS, 3aCBIIUYETHCS
BiIMITKOIO "3riiHO 3 OpuTriHamoM" i3 3a3HaueHHSM TMOCaAW, Mpi3BHINA i 1HINIATIB 0coOH, sKa
3aCBIUY€ KOIIIIO, TaTH 3aCBITUEHHS KOIIii Ta CKPITUTIOETHCS OCOOUCTUM ITIIMICOM Ha3BaHOI 0COOM 1
repboBor0 meyatrkoro cyay. Komisi Takoro cyaoBOro pillleHHS [JOJYy4aeThCsl 0 MarepiajiB
OCKap)KEHHS YXBaJIH.



2.4.27. Inmni cynoBi pilleHHS, NPUHAHATI anensuiiHUM TOCHOJApChKUM CYAOM, MaTepiaiu
aneNsIiHHOT0 MTPOBA/KEHHS T0TYYal0ThCs 10 MaTepialiB OCKap)KEHHS YXBaJu B OPUTIHAII.

2.4.28. Ilicns mepernsaay ocKap)KyBaHOI yXBaJld B aleNAIIHHOMY MOPSIIKY MaTepiaal OCKapyKEHHS
YXBaJI HAJICUJIAFOTHCS JI0 MIiCIIEBOT'O TOCIOIAPCHKOTO CYAy Ta 30€piraroThCsl pa3oM 3i CIIPaBoIo.

2.4.29. ¥V pasi HaAXOHKEHHS 10 alelAifHOr0 TOCIOIapChKOro Cyy KacaliiHol CKapru Ha yXBally
MICIIEBOT'O TOCIIOAAPCHKOTO Cyy, epeadadeny nmynkramu 1, 5, 10 - 21 wactunu nepmoi crarrti 106
['ocnoiapcbkoro mporecyaibHOro Kojekcy YKpaiHu (yXBaid, fIKI MOXYThb OyTH OCKapXeH1 B
aTeAIHOMY MOPSIIKY OKPEMO BiJI PIIIICHHSI MICIIEBOT'O TOCTIOAAPCHKOTO CYY), Ta MOCTAaHOBY TIPO
meperysii i€l yxBalM B ameisiiiHOMy MOpsAKY KacaliiiHa ckapra pa3oM 3 MarepiajlaMu
OCKap>KEHHS BIJIMOBIIHOI yXBaJld HAJCHUJIAE€THCS 10 Buiioro rocnogapcekoro cyay YKpainu s ii
PO3IIIsiy y BCTaHOBJIEHOMY ['0crogapchkuM MpoLecyaabHUM KOJIEKCOM YKpaiHU MOPSAKY.

2.4.30. Ha nunipoBOoMy 0011 OOKJIATWHKH y Ha3Bl MaTepiaiiB OCKap>KEHHS yXBaJld JIOMUCYEThCS "'3a
KacalliiHOI0 CKaproo (3a3HayaeThcsi HaliMEeHyBaHHS a0o mpi3Buile, iM's Ta 10 OaThKOBI
CKap)KHHMKa) Ha IOCTaHOBY (3a3HAYaeThbCs HANIMEHYBaHHSA CYyIy, SKHH MPUHHSAB OCKap>KyBaHy
IIOCTaHOBY, JaTa MPUIHATTS IOCTAaHOBHU)".

2.4.31. Y pa3i Ko maTepiaar OCKapXEHHS yXBaJlM 3HAXOJATHCS B MICIICBOMY T'OCIOJIAPCHKOMY
Cy/i, BOHH BUTPEOOBYIOTHCSI aleNALIHHUM TOCIOJAPCHKAM CYAOM Ta HEBIAKIAIHO HAJCHIAIOTHCS
10 Bumioro rocromapchkoro cyay YKpaiHu BilITOBITHO IO BUMOT MPOIECYATHOTO 3aKOHOIABCTBA.

2.4.32. OpuriHaji cyJ10BOro pillICHHs, SIKUM 3aKIHUYeTbCs KacalliiiHe IMpOBaJKEHHs, HaJICUJIA€ThCS
JI0 MICIIEBOTO TOCHOJAPCHKOTO CYAy Ui MPHETHAHHS 0 MaTepiaiB CIpaBH. 3acBiueHa KOs
TAKOr0 PILICHHS JOJIY4a€eThCs 10 MaTepialiB ockapxeHHs yxBaiu. Komis cyZoBOro pilieHHs, SKUM
3aKIHYYETHCSI KacalliifHe MPOBA/KEHHS, BUTOTOBIISIETHCS 3 OPUTIHAIY BIAMOBIIHOTO CYIOBOTO
PIIIEHHS, 110 MICTHTb MIANUCH CYIiB, Ta 3aCBIIYY€ETHCS CYANCI0O-I0MOBIJaueM Y JeHb IMiAMHICAHHS
Moro opwuriHany. Ilpm 1npoMy KoOmisi CYAOBOrO pIIIEHHS, SKAM 3aKiHUYeTbCA KacallliiHe
MIPOBA/IKEHHSI, 3aCBIUY€ETHCS BIAMITKOIO "3T1HO 3 OpUriHajioM" 13 3a3HaU€HHM [10CAIH, MIPi3BUILA
W 1HIMiamiB ocoOu, sKa 3acBIAUy€ KOIIO, JaTH 3aCBIIUYEHHS KOMIi Ta CKPITUTFOETHCS OCOOUCTUM
HiANMUCOM Ha3BaHOi ocoOu 1 repOoBor0 meuyaTkoro cyny. Komisi Takoro cynoBoro pimieHHs
JOJTy4a€eThCsl 1O MaTepialliB OCKap>KEHHS yXBaJH.

2.4.33. THm cynoBi pilleHHs, yxBajeHi BuiuM rocmojgapchbkum cynoM YKpaiHu, marepiaiu
KacaliifHoOro npoBa/KeHHS J10JIy4aroThCsl 1O MaTepialliB OCKap>KeHHs yXBaJld B OPHUTIHAII.

2.4.34. Iicns mepernsaay OCcKapKyBaHO! yXBalld B KacalllfHOMY MOPSIKY MaTepialdll OCKap)KEHHS
YXBaJIM HAICWJIAIOTHCS JI0 MICIIEBOTO TOCIIOIAPCHKOTO CY/y Ta 30€pIraloThCsi pa3oM 31 CIIPaBoIo.

2.4.35. IlpouecyanbHi JOKYMEHTH CYAY BHUTOTOBJISIFOTbCS 3TIIHO 3 BHMOTaMHU JIep>KaBHUX
CTaHJIapTiB.

TekcT mporecyanbHOTO JTOKYMEHTa 30€pIracThCsi B aBTOMATH30BaHIM CHCTEMI JOKYMEHTOOOITY
cyay y ¢opmi BIAMOBIIHOTO €JIEKTPOHHOTO JOKYMEHTA, 3aCBIJUEHOTO EJNEKTPOHHUM LU(POBUM
MIMACOM CyUIl (CyIi-A0TOB11a4a).

(yHKT 2.4 1OTIOBHEHO HOBUM HIAMYHKTOM 2.4.35 3TiHO 3 HAKa30M
JepxaBHoi cynoBoi anMinicTpanii Ykpaiau Bix 17.06.2013 p. N 84,
y 3B'SI3KY 3 MM TiAnyHKTH 2.4.3512.4.36

BB&)XATH BIAMOBIAHO mianmyHkTamu 2.4.36 12.4.37)

2.436. ®opmyBaHHS cmpaB Tpo OaHKPYTCTBO 3AIMCHIOETHCS Y 3arajbHOMY TIOPSAIKY 3
ypaxyBaHHAM  ocoOnuBocTell, nmnependadeHux  3akoHoM  Ykpainm  "[Ipo  BiJHOBJIEHHS



IUTATOCTIPOMOKHOCTI  OopkHMKa a00 BHU3HaHHA Horo OaHkpytoM" Ta IlosokeHHSM TIpO
aBTOMATH30BaHy CHCTEMY 3 BiIOOPY KaHIUAATIB Ha MPHU3HAYCHHS apOiTPaXHOTO KEPYKYoro y
crpaBax mpo 0aHKPYTCTBO.

2.4.37. Ilicns 3akiHUEHHS NPOBA/PKCHHS Yy CIpaBl 3aBepuiyeTbcs ii (opMyBaHHS, CIpaBa
MePEeNAETHCS 10 apXiBYy.

2.5. Hapauns cyaoBoi cnpaBu st o3HailomuieHHsi. I[loBepHeHHsi opuriHaJiB
JOKYMEHTIB, BUJIABAHHSA KOIiid JOKYMEHTIB

2.5.1. CrpaBa HaJa€ThCs 1Sl O3HAMOMIICHHS:
1) 0co0i, sixa € (Oyia) yuacCHUKOM CYZOBOTO MPOIIECY y CIIpaBi, a00 HOTO MPeCTaBHUKY;

2) ocobi, ssxa He € (He Oyja) y4aCHMKOM CYAOBOTO IPOIECY Y CIIpaBi, SIKIIO CYIOBE PIlICHHS
0e31mocepeIHbO CTOCYEThCS 11 TIPaB, CBOOO/, IHTEpPECiB UM 00OB'SI3KIB;

3) mocaoBiit 0co0i, sKii HaIaHO 1€ MPABO BiMOBITHO 10 3aKOHOIaBCTBA.

2.5.2. CrnpaBa ajis 03HAHOMIJICHHS 3a3HAYECHUM 0CO0aM BHMJIAETHCS 3a iX NMHCHMOBOIO 3asBOI0 Ha
MiJCTaBl pe3oronii ey (Cyami-aomoBifaya), y mpoBapKEHHI SKOTO mepedyBae crpaBa, a y pasi
HOro BiJICYTHOCTI - 3a PE3OJIOLIEI0 CeKpeTaps BiAMOBIAHOI CyAOBOI majaTH (s amessiiiiHoi Ta
KacalliiiHO1 1HCTaHIIiif), 3aCTYITHUKA TOJIOBH CY1y, TOJIOBH CYY.

VY TopsaKy MiATOTOBKM CIpaBH 0 O3HAWOMIICHHS BIAINOBiJaidbHA 0co0a amapary Cyay Micis
OTPUMAaHHS 3asBU 3 PE3OJIIOLIEI0 Ta CIIPaBU 3a0e3nedye i1 GopMyBaHHS 3TiTHO BUMOT, BU3HAYEHHX
TaHoto [HCTpyKIIi€to, Ta CKIIala€ BHYTPIIHIN OIHUC.

2.5.3. CripaBa BUJIa€ThCA JIJIs1 O3HAMOMJICHHS TTICTISl TIEPEBIPKH IOKYMEHTIB, 1110 TIOCBIIYYIOTh 0CO0Y
Ta 1l TOBHOBaYKEHHS BIAMOBITHO IO YUHHOTO 3aKOHOJABCTBA.

2.5.4. Ilpo pe3ynpTaTH po3IJIsy 3asBU BIAMOBIAAJbHUN MpalliBHUK anapary CyAdy BHOCUTH 3aIlucC
710 XKypHai1y oOdiKy 3asB PO HaJaHHS JIOCTYIy 10 MaTepiajiiB CIpaB Ta CyJAOBUX pillleHb (JOaTOK
12) 13 3a3HaUEHHSIM BiJJOMOCTEHN MTPO 0co0Yy, sika 3BEpHYJIACA 3 IIIEI0 3asIBOIO.

2.5.5. VY pasi BiAMOBH y HaJlaHHI JOCTYIlYy 10 MaTepiajliB CIPaBH PIIIEHHS MPO 11€ BUKIATAAETHCS B
MUCHEMOBIN (OpMi 3 HaBEICHHSM BH3HAYEHUX 3aKOHOM MIiJCTaB ISl BIAMOBH 13 3a3HAUEHHSIM
MOPSIAKY MOTO OCKAPKEHHS.

2.5.6. OsHaillomJieHHs, 3JIMCHEHHS BHIIMCOK 1 BHUIOTOBJEHHS KOMIM 3 MarepiajiB CHpaB
BiIOYBa€THCS BUKJIIOUHO Y MPUMIILIEHH] Cyly B IPUCYTHOCTI BIAMOBIJAIbHOTO MpalliBHUKA arnapary

cyny.

2.5.7. Ocoba, siKa oiepKy€e CrpaBy JJs 03HAHOMIIEHHS, PO3MUCYETHCS B JKypHaJIl OOJIIKY 3asiB PO
HaJaHHs JOCTYIy IO MaTepiajiB CIpaB Ta CYJOBHUX pillleHb, 1€ BKa3yIOThCS YUCIO, MICALD, PIK,
rOZIMHA BU/1aYi, @ TAKOXK KUIbKICTh apKyILiB y CIpaBi (ToMi).

2.5.8. Ilicna o3HalioMIIeHHsS 3 MaTepiajllaMH CIpaBU Taka oco0a poOUTH BIANOBIIHY BIIMITKY Ha
CBOIl 3as1Bi PO HAIAHHS CIIPABH JJIsl O3HAHOMIICHHS, TICIISI YOTO 3asBa JOJYJIAa€ThCS JI0 MaTepiajiB
CIIpaBH.

2.5.9. Ilpu moBepHEHH] CHpaBU Micis O3HAHOMIIEHHS MpaliBHUK amapaTy cyay, SKUi BHJaBaB
CIpaBy, MOBUHEH PETEIbHO MEPEBIPUTH HASIBHICTh y CHpaBl BCIX JOKYMEHTIB. Y pasi BUSBICHHS
HeCcTayl JOKYMEHTIB, apKyIliB, 1X MOIIKOKEHHS CKIAJA€ThCs aKT y JABOX HNPUMIPHUKAX, OJUH 3



SIKUX JOTYYa€ThCs 10 CIIPaBH, IPYTHMA - IEPENa€ThCs ISl BXUTTS BIAMOBIIHUX 3aXOIB KEPIBHUKY
amapaty Ccyay, a SKIIO CIpaBy HE PO3TJISHYTO, TO CKIATAEThCS TPETIH NPUMIPHHK, SKUI
nepenaeThes cyai (Cyaai-10noBigauy) y crpasi.

2.5.10. Komii cynoBux pillleHb y CIpaBi, SKi BUAAIOTHCS YIaCHHUKAM CYIOBOTO MPOLECY MOBTOPHO,
BUTOTOBJISIIOTHCS AlapaToM CyAy JIMINE IICIs BHECEHHS BCTAaHOBIICHOI 3aKOHOJABCTBOM ILIATH
(cynoBoro 300py) 3a BUTOTOBJICHHSI KOITii Cy/IOBOTO PIIIICHHS.

[Ticns moBepHEHHS CIIpaB 13 CyIB anesIIiHHOT YK KacalliiiHOI IHCTAHIIII KOl Cy/IOBUX PIIICHb ITUX
CYIiB BUJAIOTHCS CYJIOM IEPIIOT IHCTAHIII].

2.5.11. 3asBa moM0 HAJAaHHS KOMii CYIOBHX pillIeHb 3 BIAMITKOIO 3asBHHUKA MPO iX OTPUMAHHS
I IIITUBAETHCS 10 MaTepiajliB CIIPaBH.

Kormii cynoBux pimieHb MOBUHHI OyTH HAJICKHUM YHHOM O(OpMJIEH] Ta 3aCB1AYCHI.

SIK1Io Komisi BUKJIQJCHA HA KUTBKOX apKyllax, 3a 3BepHEHHSIM 0cOOM BOHU MOBHHHI OyTH MPOILINTI
HUTKaMH 4epe3 TPH MPOKOIIOBAHHS T'OJIKOI0 Ta HA 3BOPOTHOMY OOLli OCTAHHBOTO apKyIIa CKPIIIeH1
MiAMMCOM BiJIOBITAJIEHOTO MpAalliBHUKA amapaTy CyAy, IMEYaTKoO CYIy i3 3a3HaYSHHSM KUTbKOCTI
3MIMTUX apKYIIiB, AaTH, IPI13BUIIA, 1HILIAIIB Ta MIOCAAU MpalliBHUKA anapaTty cyay.

2.5.12. BuiydeHHs 31 COpaBH JOKYMEHTIB (KpiM MpOIeCyalbHUX, SIKIi BUTOTOBIIEHI CYIOM)
JOMYCKAETHCS TIIBKY MICHsI 3aKiHYEHHS MPOBAPKEHHS y CIIpaBi.

VY BUHATKOBUX, 3aKOHOJIAaBYO BU3HAYCHUX BUIAJKaX, BUIYYCHHS JOKYMEHTIB 3 MaTepialiB CIpaBU
MOXE 3IIHCHIOBATHCh 3a PE3OJIOIIEI0 TOJIOBH CYAYy 3 OOOB'S3KOBOK 3aMIHOK BHIJIYUYEHHX
MaTepialiB 1X HaJIEKHO 3aCBIYCHUMHU KOIISIMH, PO IO 3a3HAYAETHCS Y BHYTPIIIHHOMY OIIHCI
cupasu y rpadi "[Ipumitku".

3asiBa Mpo MPOBEJACHHS BUIYUYEHHSI JOKYMEHTIB 31 CIIPaBH 3 PE30JIIOIIIEI0 TOJIOBU CYAY Ta MPOTOKOJI
BUJTyYEHHS IOKYMEHTIB IPUEIHYIOTHCS O MaTepialliB CIIPaBH.

2.5.13. OpwuriHaay JOKYMEHTIB, IO MICTAThCS y CIIpaBi, Ha MiJCTaBi BIAMOBIAHOI 3asBH Ta 3a
pesomoniero cyaal (Cyami-AomoBiiada), y MpOBaDKEHHI SKOro mnepedyBae crmpaBa, abo TOJIOBH
CyIy, SIKIIIO TMPOBAKEHHS Yy CIpaBi 3aKiHYEHO, MOXKYTh OyTH MOBEPHYTI YYacCHHKaM CYyJIOBOTO
MIPOLIECY 3a YMOBH MOJAHHS 3aCBIAUYEHUX KOMIN /Ui 3aMiHH.

VY Bumaaky BiZICYTHOCTI B YYAaCHUKIB CYJIOBOTO MPOIECY 3aCBITUCHUX KOMIN JJII 3aMiHU HEOOX1/IH1
KOIii 3a Pe30IoIier0 Cyaai (Cyaai-10noBigada) abo TONOBU CYAy, SIKIIO MPOBAKEHHS Yy CIIpaBi
3aKIHUYEHO, BUTOTOBJISIOTHCS Ta 3aCBITYYIOTHCS BIJIMOBIIaTbHAM IPAI[iIBHUKOM arnapary Cyay.

3asBa Y4aCHUKaA CyaJO0BOIro Npouecy 3 BiI[HOBiI[HOIO pC3OJ'IIOI_[i€IO MNPUENHYETHCA N0 CIIpaBH.

IIpo 3amiHy OpHriHaJIiB JOKYMEHTIB KOIISIMH CTaBUTBhCS BiJMITKa B ONHUCI clpaBu B Tpadi
"TIpumiTkn".

2.6. PeecTpanist i HaACWJIaHHA BHUXiJIHOI KOpPeCHOHAEHLil, MOB'A3aHOI i3 CyI0BUMH
crpaBamMu

2.6.1. BuxigHUMU JOKyMEHTaMM CyJy, MOB'SI3aHMMH 13 CyJJOBUMHU CIPaBaMH, € HAJICKHUM YHMHOM
3acB1IYEH] KOMil CYZI0BUX pIllleHb Ta I1HIII MpOIeCcyallbHl JOKYMEHTH, 1110 CTBOPIOIOTHCS y CYy/I Ta
a/IpeCyIOThCS IOPUANYHUM 1 PI3UYHUM 0CO0aM.



2.6.2. Buxinnuil mporecyaabHUM JOKYMEHT Cy1y, SIKHUH pO3JPYKOBYETHCS Ui MOTO HAJACHUIAHHS
(Bpy4eHHsI) y BCTaHOBJICHOMY IpOLIECYaJIbHUM 3aKOHOJABCTBOM MOPSIKY, MOBUHEH OOOB'SI3KOBO
MICTHTH YHIKaJbHHM IITPUX-KOJ, SIKHH aBTOMATUYHO (POPMYETHCS aBTOMATH30BAHOIO CHCTEMOIO
JIOKYMEHTOOOITY CyIy, PO3MIIIY€EThCS B HIDKHBOMY IPAaBOMY KYyTi KOXHOI CTOPIHKH JIOKYMEHTA 1
Jla€ MOXIJIMBICTh 1I€HTH(]IKYBATH TaKWi JOKYMEHT. YHIKAaJbHUU IITPUX-KOJ MICTUTh BHKIIOYHO
KoJl 0a3u JaHWX CyNy, YHIKaJIbHUHN 1eHTH(IKATOP TOKYMEHTa B 0a3i JaHUX CyAy, THI JTOKYMEHTa
Ta TUT FOPUCAMKIII].

Hancunanus (Bpy4eHHsI) KOIIii MPOILECyallbHOTO JOKYMEHTa CyAy 0€3 YHIKAIBHOTO MITPUX-KOIY
3a00pOHSIETHCS.

(mignyHkT 2.6.2 myHKTY 2.6 y penakuii Haka3y Jlep>kaBHOT
cynoBoi aaminictpanii Ykpaiau Big 17.06.2013 p. N 84)

2.6.3. Buxigauii nporecyaabHUl JOKYMEHT Y HEOOXiTHIN KITbKOCTI IPUMIPHHUKIB MIEPEIAETHCS 10
CITy>KOM JTUIOBOJCTBA ISl BIIPABJICHHS aJipecaTaMm.

2.6.4. ITinTOTOBKY JOKYMEHTIB JI0 BIATIPABJICHHS 3IIHCHIOIOTH MPAI[iBHUKU CIY>KOHM JiIOBOJACTBA.
[TinroToBka BKIOYae OOPMIICHHS CHUCKIB (PEECTpIB), K1 MITMUCYIOThCS 0CO0OI0, IO IX CKIIania,
Ta Ha HUX MPOCTABIIIETHCS MEeYaTKa CIY)KOM JUIOBOJICTBA. Y BUMAAKAX, Mepea0aYCHUX IMPaBUIAMH
poOOTH BiJAieHb 3B'A3KY (BiAMPABICHHS MOIITOBOI KOPECIIOHACHIIIT 32 KOPAOH TOIIO), BiAMOBIIHI
PEeCTpH MOIITOBHUX BiJPABICHB MiAMHUCYIOTHCS KEPIBHUKOM amapary Cyady 1 MiIMUC CKPIILTIOEThCS
MEeYaTKOIO CIY>KOH JIIJIOBOJCTBA.

2.6.5. JIoKyMeHTH, 110 HAJICWJIAIOThCSI OJHOYACHO OJHOMY W TOMY XK ajpecary, BKJIAJalOThCs B
OJMH KOHBEPT, OKPIM MpOIEeCyalbHUX IOKYMEHTIB, SIKi HaJCHJIAIOTHCS 3 TOBIJIOMJIICHHSM IIPO
Bpy4eHHs. Ha KOHBepTi NMpOCTaBISAIOTHCS BHXIJAHI HOMEPH BCIX JOKYMEHTIB, SIKi 3HAaXOISTHCS B
KOHBEPTI.

2.6.6. BuxinHi mpoluecyanbHi JOKYMEHTH BIJNPaBIAIOTHCS IOIITOI Ta MOXYTh BpydyaTHUCS IiJ{
PO3IMHUCKY y PO3HOCHIN KHU31 (ogaTok 13) abo Ha opuriHaji MPOIECYyaTbHOTO JOKYMEHTA, KU
JOTY4a€eThCS JI0 CIPaBH.

2.6.7. IlpouecyanbHi JOKYMEHTH HaJICUIAIOThCS YYaCHHKAM CYA0BOTO MPOLECY Y BiAMOBIIHOCTI JI0
BUMOT ['0crioiapchbKoro nporecyaibHOro Koaekcy YKpaiHu.

2.6.8. Ilpu HaacuiaaHHI MPOLECYaJbHUX JOKYMEHTIB, KpiM HalMEHYBaHHS IOPUIMYHOI 0coOH,
Mocaju, 1HIIaIiB Ta MPI3BUIIA ajpecara, CJIijJl 3a3Ha4aTh TOYHY MOIITOBY aJipecy (BYJIHUIIO, HOMED
Oy/AMHKY, KBapTHPH, 00J1aCTh, MiCTO, OIITOBUH 1HJIEKC).

2.6.9. Mxmo mpomecyalbHUN JOKYMEHT HAJICUIA€ThCSA JIEKUTBKOM aapecaraM 3a CIHCKOM, 0
CITYOHW JIIJIOBOJICTBA HANIA€ThCA HEOOXIHA KUIBKICTh TPUMIPHHUKIB JOKYMEHTa Ta CITHCOK
PO3CHIIKH 13 3a3HAYCHHSIM aJpec.

2.6.10. Opurinain cy10BOTO pillIeHHs 3aJMIIAETHCS B MaTepianax ClipaBH.

2.6.11. YyacHuMKaMm CyAOBOTO MpOIECY HAJCHUIAIOThCS (BUIAIOTHCSA) KOMIi CyIOBUX pIIIEHb,
3acBIIUEHUX BIAMITKOIO "3rifHO 3 opuriHamoM". 3a3HavaeThCs Ha3Ba MOCATU, OCOOMCTUN IMiIITUC
BI/IMOBITAJIEHOT OCOOM, sIKa 3aCBiIUy€ MPUMIPHUK, i1 1HIIIATK, TIPI3BUILE, AaTa 3aCBIAYCHHS KOTii.
Komis mporiecyanbHOTO JTOKyMEHTa CKPIIUIIOETHCS BiANOBIAHOIO (HEe repOOBOI0) MEYaTKOI Cyay
Tak, MO0 BIIOWTOK IMEUYATKH OXOIUTIOBAB OCTaHHI KIJbKa JIITEp Ha3BU IMOCAAW BiIMOBIIATBHOT
ocoOu, 10 3acBiAuye IOKYMEHT. BigmiTka mHpo 3acBiAUEHHS PO3MIILYETHCS HIDKUE PEKBI3UTY
nokymenTa "[ligmuc", HampukIad:



3TiIHO 3 OPHUTIHAIOM

CekpeTtap cymoBOTo 3acijaHHs MM AINUC iHimany (1Himiaa iIMeHi), TPi3BUIIe

15.09.2012

2.6.12. VxBanma mpo TOBEpPHEHHS CYAOBOro 300py MiANHCYETbCA y JBOX INPUMIpPHUKAX Ta
3aCBITIYETHCS TEPOOBOIO MEUATKOK CYIY, & Y BUIIAJKY BHKJIQJACHHS OLIbIN HIXK Ha OJJHOMY apKyIiI
- HyMepyeTbcs Ta MpomuBaeThcs. OIUMH TNPUMIPHUK YXBald HAIMPABISIETbCS 3asBHUKOBI
CYNPOBITHUM JIUCTOM 13 OPUTIHAJIOM IUIATKHOTO IOKYMEHTA, a IPYTUH TOTYIaEThCS 10 MaTepialiB
CIIpaBH.

2.6.13. Opurinan Haka3y rocroJapCchKoro Cyay, MiTIMUCAHHHA CYHJICI0, 3aCBIAUYEThCS repOOBOIO
MEYATKOI0 CYy 1 BUJAETHCS CTATYBAYEBI IMiJI PO3MKUCKY a00 HAJCHIAETHCS HOMY PEKOMEHIOBAaHUM
YM IiHHAM JIUCTOM Ticisi HaOpaHHS CyIOBHM pilleHHSAM 3akoHHOi cwiu. Komisi Hakazy
3aCBIIYY€ETHCS CEKPETapeM CYIOBOTO 3acijaHHs abo 1HIIOK BIAMOBINATBHOIO OCO0O0I0 y MOPSIKY,
nepeadadeHoMy miamyHKToM 2.8.11 mbOTo MyHKTY, 1 JOTYYa€ThCS 10 MaTepiaiB CIIPABH.

2.6.14. Ha 3BopoTi Korii HaKa3y TOCHoJapChbKOro CyZy, SIKa 3ATHIIAETBCA Y CIpaBi, MPOCTABISAETHCS
BiIMITKA TIPO BIANPABICHHS HaKa3y IOIITOK 1 3aCBIMYYETHCS IMIJIMUCOM TIPAIliBHHUKA, IO
3MIMCHIOBAB BIAMNpPAaBIEHHS, a MpPU BPYYEHHI HaKazy y MPHUMIIIEHHI CyAy MiJ PO3MUCKY
MIPOCTABJISAETHCS BIAMITKA MPO OTPUMAHHS YIIOBHOBAKCHOIO HA II€ 0COOOI0 Ta 3acCBITUYETHCS ii
MHIIIACOM.

2.6.15. Ha 3BopoTi y JIiIBOMY HHXXHbOMY KYyTi OpHUIiHAJIy HpPOLECYaJbHOTO JOKYMEHTa, SKUH
BUTOTOBIISIETECS CYJIOM Ta 3aJMINAETHCS y CIPaBi, MPOCTABISETHCS BiNMOBIIHUI INTaMIT CyIy 3
BIJIMITKOIO TPO BiNPaBIEHHS JOKYMEHTA, 10 MICTUTh BUXITHUH peecTpauliiHuil HoMep, 3arajibHy
KUIBKICTh BIATIPABICHUX MPUMIPHUKIB TOKYMEHTA, JaTy BIAIPABIEHHS, TIANKC MpaliBHUKA, IKAHN ii
3MIHCHMB, Ta MOXE MICTUTH BIMITKY MNP0 OTpPUMaHHS KOMii NpOLECyalbHOTO JOKYMEHTa
YIIOBHOBKEHUM TPEJICTABHUKOM aJpecara.

2.6.16. He nomyckaeTbCs 3aquIIeHHS Yy CHOpaBl BHUXIIHOTO TMPOLECYaIbHOTO JTOKyMEHTa 0e3
BIJIMITKH PO HOT0 BiNpaBiieHHs 200 Bpy4EHHS.

2.6.17. IloBimomieHHS 3 BIAMITKOIO IPO BPYYEHHS HPOIECYalbHUX JIOKYMEHTIB aJpecaToBl
JOJTY4at0ThCs 10 MaTepiajiB CIIpaBH.

2.6.18. ®akT HeoAep)KaHHS MpOIECyalbHUX TOKYMEHTIB aapecaToM 3acBITUYe€TbCS IMOIITOBUM
MOBIJOMJICHHSIM BCTaHOBJIEHOTO 3pa3Ka, SIKe Pa3oM 3 HEOTPUMAHUMH JOKYMEHTaMHU Ta KOHBEPTOM
OTIEPATUBHO MEPEAAETHCS BIIMOBITHOMY CYUI1 sl O3HAHOMIIEHHS Ta IPUEAHAHHS J10 CIIPABH.

2.7. TlpuiimaHHsa 1 peecTpauisi ckapr (3asiB) Ha cyaoBi pimenHs. HanpaBiieHHs
CIIPaB 32 MexXi cyay

2.7.1. Anensuiiini (kacaiiifHi) CKaprd Ha CyAOBI pIllIEHHS B TOCIOAAPCHKUX CIIpaBax, IO
HAJINIITH 10 BIAMOBIAHOTO CyAy MepmIoi (amensiiHoi) 1HCTaHIlii, peECTPYIOTHCS KaHIESIPIEI0
cyay BiamoBigHO g0 [lomokeHHST TPO aBTOMATH30BAaHY CHUCTEMY JIOKYMEHTOOOIry cCyday Ta
HA/ICWJIAIOTHCS BIAMOBIIHO /10 MPOLIECYANbHOTO 3aKOHY pa3oM 31 CIPaBolO (KOMISMHU MaTepiajiB
CIIpaBM) /10 CyIy BIMOBITHOT 1HCTAHITII.



2.7.2. AnensauiiiHi (kacariiiai) ckapru (crpaBu), 0 HAMINIIIN 0 Cyay anemsiiiiHol (KacariitHoi)
1HCTaHIIT 711 IEPETIIsAy CYAOBHUX PIllIEHb B anesAiHHOMY (KacalliiHOMY) MOPSIKY, PEECTPYIOThCS
B pEEeCTpalliifHiii KapTLi Ha TOCHOJAPChKY CIpaBy INOAO TMEPEryIALy CYyIOBHX pIIIEHb B
anensaiiHoMy (KacaiiHoMY) MOPSAKY.

2.7.3. Y anensamiiHii (kacamiiiHii) 1HCTaHIIII, KpIM anesiiHoil (KacamiiiHol) cKapry, peecTparii
MJUISTAI0Th TAKOX CYMPOBIAHHMA JIMCT MICIIEBOTO (AIMENSIIITHOr0) rOCIIOAAPCHKOTO CyIy Ta CIipaBa
3 MPOCTABJISIHHSAM PEECTPAIIfHOTO INTaMIia B MPaBOMY HW)KHBOMY KyTi TEpIIOrO apKylia
aTelAiiHO1 (KacaliifHoi) CKapTH, CYIPOBITHOTO JTUCTA Ta JIMIIBOBOTO OOKY OOKJIaIMHKH CIIPABH.

2.7.4. Slkmo B OfHIN cIipaBi, M0 HAAIMILIIA 1O CYAy amelsmiiHoi (KacaliiHoi) 1HCTaHIii, MoJaHo
amessAIiiiHI (KacaliifHi) cKapru Ha JIEKUIbKa CyJIOBHX PillIeHb, TO CIIPaBa PEECTPYETHCS BIAIOBITHO
710 KIJIBKOCT1 OCKap)KCHHUX PIllICHb.

2.7.5. Y pa3i HaaXO/DKCHHS amelsmiiHol (KacamiitHoi) CKapru KaHLEeJspis Cyay amesmiiHol
(kacariitHoi) 1HCTaHIIi TIepeBips€ HASABHICTh MOMEPEIHBOTO HATXOKCHHS aNeNSIiHHAX
(kacamiitHux) ckapr y uid cmpaBi. BignoBigHa iHdopMalis BpaxoBYeTbCS IS MOJAANbIIOT
peecTparii anensAifauX (KacaiifHuX) CKapr.

2.7.6. AnensmiiiHi (KacariifHi) ckapry, o HaIIHIuUM O TOCIOJAPCHKOTO CYAy MiCIis HAapaBICHHS
CIpaBU /10 CyAy amessiiiiHoi (KacaliifHoi) 1HCTaHIll, PeeECTPYIOThCSI B aBTOMATU30BaHIN cucTeMi
JOKYMEHTOOOITY Cyay Ta HE IMi3HIIIe HACTYITHOrO0 po00YOro JHS ICHs iX HaIXOMKCHHS
HAMPAaBIIAIOTHCS 10 TOCTIOAAPCHKOTO CYy BiIMOBIIHOT IHCTAHIII.

2.7.7. AnensmiiiHi (kacamiifHi) CKaprd, OO0 HAAIWOUIA Ha ajpecy Cyay, y pasi BiICyTHOCTI
MaTepialiB CIpaBH y MiCLIEBOMY (amesiiitHOMYy) rocrogapchbKoMy CYAl (HalpaBJIeHHS CIIpaBU 3a
MiACYIHICTIO, TPOBEACHHS CYJ0BOI €KCIIEPTHU3H TOLIO) PEECTPYIOTHCSI B aBTOMAaTHU30BaHIN CHCTEMI
JOKYMEHTOOOITY Cyay Ta He Mi3Hille HAaCTYIMHOTO PoOOYOro JHS Micis MOBEpHEHHS MaTepialliB
CIIpaBHW HAJCWIAIOTHCS JI0 CYAY BIAMOBIAHOI IHCTAHIIIT, SIKUWA Ma€ PO3TIIIHYTH CKapry.

2.7.8. 3adBM MpO NEperys) CyJOBOrO pillleHHs Yy rocnojapchbkiii cmpasi BepxoBuum Cynom
Ykpainu peectpye KaHuenspis Buioro rocnogapebkoro cyay Ykpainu BianoiaHo 1o [lonoxenns
PO aBTOMATHU30BaHY CUCTEMY JIOKYMEHTOOOITYy Cyay.

Cyans-nonoBifay Ajs MepeBIpKU BIAMIOBIIHOCTI 3asiBU PO MEPETJIS]T CYA0BOIO PIlLIEHHS BUMOram
MPOILECYaIbHOTO 3aKOHY BH3HAYA€ThCs BIANOBIIHO A0 [lonoXeHHs mpo aBTOMAaTH30BaHy CHCTEMY
JIOKYMEHTOOOITY Cyay.

[Ticns BU3HAYEHHS CYZJi-IO0MOBIava MO KOXKHIM 3asB1 KaHLEAPis cyay GopMye Ta po3APYKOBYE
3arajibHUM PeECTp 3asB Ta PEECTPH HA KOKHOTO CYJUII0-I0TOBIaua. 3aralbHUI PeecTp MepearoTh
pa3oM i3 3asBaMU PO Heperis CyA0BUX pilIeHb BiJINOBIIAIbHUM MpalliBHUKAM anapary cyay i
MIIAC JUIS TIEPEIaHHsl, HE Mi3HIIIe HACTYITHOTO pOoOO0YOTo JHS MICIs PEECTpallii, CyIi-A0MoBI1aqy
I ITAIIHC.

VY pa3i NOCTaHOBJICHHS yXBalIH MPO HEIOJIKH 3asBH MPO MEPETIs CyTOBOTO PIIEHHS 1 PO CTPOK
JUIsl X yCYHEHHs i OpHWTiHAJ, a TaKOXX OPWUTIHAN 3asBH 3AIMINAIOTHCA y CYIi-IOMOoBigavya 10
3aKiHYEHHS CTPOKY, SKUI HAaJIaHO ISl BUMPABICHHS HEIOJIKIB.

Opurinan yxBajlu TpO TMOBEPHEHHs 3asBU MPO MEPErjisja CyIO0BOTO pIIIEHHS HAJICHIAETHCSA J10
MICIIEBOT'O TOCHOAAPCHKOrO CyNy 3 CYMpPOBIIHUM JIMCTOM CyAY JAJs NPUEIHAHHS 10 MarepiajiB
CIIpaBH.



VY pasi BiAMOBH y JOIYCKY CIIpaBH KOsl BiJMOBITHOI yXBaJlu HAJACHIAEThCSA 0CO0i, fKa mojana
3asBy, a OPUTIHAJ YXBaJIA Ta OPUTIHAJ 3asBU HAJICUIIAETHCS JIO MICIIEBOTO TOCIIOAAPCHKOTO CYAY Y
JOJIATKY IO CYIPOBITHOTO JTUCTA CYAY AJIsl IPUETHAHHS 10 MaTepialliB CIIPaBy.

Opurizan yxBaiu mpo AOMYCK CIPaBU 0 MPOBAKEHHS PAa30M i3 3asBOIO PO HEPerisi CyI0BOTO
pillleHHs Ta OOJaHUMH 10 Hel JOKyMeHTaMM HajcuialThesi 10 BepxoBnoro Cyny Ykpainu
MIPOTSTOM IT'SITH THIB 3 JHS 11 TOCTAHOBJICHHS 3 BiAMOBIIHUM CYIPOBIIHUM JINCTOM.

Komii yxBas mmpo J0mycK crpaBH HaJICHIIAIOTHCS Pa3oM 3 KOIMI€l0 3as1BU oco0aMm, sIKi OepyTh ydacTh
y CHpaBi.

CynpoBigHUH UCT CYAy 3 MUTaHb, MOB'I3aHUX 3 PO3TIISAOM 3asiB IPO MEPETIIS CYA0BOTO PillICHHS,
MIMHACYE BiANOBIJAIBHUIN MPAIIBHUK arapaTy CyJy, BU3HAYCHUH KEPIBHUKOM arapary.

2.7.9. HampaByiieHHS CIIpaBH 3a MEXI1 CyAy, Yy TOMY YUCII JI0 anessAiiHOl Yd KacaliiHol 1HCTaHIIIT,
70 IHIIOTO MICIIEBOIO TOCHOJAPCHKOTO CyAy, [0 €KCIEPTHHX YCTaHOB Ui IPOBEACHHS
EKCIIePTH3H, JI0 CIITYMX OPTaHiB TOIIO, @ TAKOXK MMOBEPHEHHS CIIPABH 32 HAJICKHICTIO JI0 MiCIIEBOTO
YH anessIiifHOro roCnoJapchKOro CyAay 3A1MCHIOETHCS Ha MiICTaBl BiIMOBIIHOTO MPOIECYaTbHOTO
JOKYMEHTA.

VY KOXKHOMY BHIIQJIKy CIIpaBa HAJCHIIAETHCS 33 MEXI Cy[Iy i3 CYMpOBIIHUM JHCTOM, ITiIMUCAHUM
KEepIBHUKOM amapaTy abo 1HIIOK YINOBHOB)XEHOI 0CO000, Yy SIKOMY 3a3HA4alOThCs IiJCTaBU
HanpaBJICHHs (TIOBEPHEHHS) CIIPABH Ta i1 PeKBI3UTH.

Ha xoxHy cripaBy, 1110 HalIpaBISETHCS 32 MEXKI CYAY, CKIAJIA€THCS OKPEMUH CYIPOBIIHUHN JIUCT.

[TpuMipHHK BKa3aHOTO CYIpPOBIIHOTO JIMCTA MiAMINBAETHCS IO CIIPABH, IO HAMIPABISETHCS 32 MEXI
CyAY, Ta BKIIOYAETHCS JO ONMUCY CHPABU Yy XPOHOJIOTTYHOMY HOPSIIKY.

2.7.10. Ilpu HampaBieHH] 32 MEX1 CyAy clipaBa MOBUHHA MICTUTH JOKYMEHTH, HIALIUTI B MOPSAKY,
BKAa3aHOMY B OIIUCi; CTOPIHKM MaroThb OyTHM HpOHyMepoBaHi 1 3aikcoBaHi B OIUCI; AyOJrOr0Yi
MaTepiagu - BHJIydYeHl. 3a00pOHSETHbCS HAIpPaBJICHHS 3a MEXI CyJIy CIpaB 3 IMOMIKOKEHOIO
OOKJIaIMHKOO, 3 HAsSBHICTIO 3aliBUX 3alMCIB Ha Hii, HEMOBHOIO OMKCY CIpPaBH Ta HEMiALIMTUX
JOKYMEHTIB, KpIM BHIIQJKIB, KOJM BOHAa € pEYOBUM JIOKa30M. BukopucranHs Oylb-IKOTO
MEXaHIYHOTO CIOCO0Yy CKpIMJIEHHS JIOKYMEHTIB, OKpiM 1IX MiJIIMBAaHHSA JO CIpaBH, HE
JOIYCKAa€THCSL.

2.7.11. 3amicTh crpaBH, 10 HAMPABJISETHCSA 3a MEXI CyIy MEPIIOi 1HCTAHIII, 3aBOJIUTHCS CIpaBa-
3aMiHHHK 32 THM K€ HOMepoM (3keToH) (1omatok 14).

VY cyni anmensuiiiHoi (KacaiiifHoi) iHCTaHIii crpaBa-3aMiHHUK (KETOH) 3aBOJAMTHCS B OKPEMHUX
BUIaJKax (HaMpaBJIEHHS CIPaBH IO €KCIIEPTHUX YCTAHOB, CI1AYMUX OPTaHiB TOIIO).

CrpaBa-3aMiHHUK (’KETOH) Ma€ MICTHUTHU:

1) xomito MOKyMEHTa, Ha MIJCTaBl SKOTO CIpPaBy HAIMpPaBICHO 3a MEXi cydy (yXBaly, 3aluT 3
PE30JTIOIIEI0 KePIBHUKA amapary Cy1y TOIIO);

2) KOIi0 CYMPOBIAHOTO JKMCTA 3 BUXITHUMH TaHUMU;
3) xomii CyJJOBUX pillIeHb Y CIIpaBi;

4) TOKyMEHTH Yy CIIpaBi, K1 HaJIMIUIM micis 11 BiApaBIeHHS.



2.7.12. Cayx0a Iij0BOACTBA 3/1MCHIOE MIEPEBIPKY CTaHy CIPaBH, sIKa HAIIPABISETHCS 32 MEXKi Cyay.
2.7.13. KoHTpomb 3a CTpOKaMu NiepeOyBaHHS CIIPaBH 3a MEKAMU CYTy 3MIHCHIOEThCS

1) cyanero (cyaaero-a0moBiaueM), y MpoOBaHKeHH1 IKOT0 3HAXOIUThHCS CIIpaBa;

2) BiATNOBIAAJIBHUM MPAaIiBHUKOM arapaTy Cyay, BU3HAYCHUM KEPIBHUKOM amapary Cyay.

[Ipo crmuB cTpoky nepeOyBaHHS CIPAaBH 32 MEXaMH CyJy JONOBIIA€TbCS KEPIBHUKY amapaTy Cydy
Ta, 3a MOTPeOO, HAMPABISIETHCS JIMCT-HAraayBaHHS, KOsl SKOTO IOJMY4YaeThCs JO CIPaBH-

3aMiHHUKa (OKETOHY).

2.7.14. Ilpu nOBEpHEHHI CIPaBU JI0 CYAY MEPEBIPSIE€THCS HAABHICTh JOKYMEHTIB Ta iX BiAMNOBIAHICTH
OITHUCY.

Y Bumaaky BUSBICHHS (akTy BiJICYTHOCTI, TIOIIKO/DKEHHS, 3aMiHM JIOKYMEHTIB a0o
MIePEIIiIITMBAHHS CIPABU MPAIBHAKN KAHIEIAPIl CKIAal0Th PO IIe aKT Y JBOX NMPUMIPHHKAX Ta
JIOTIOBIIalOTh KEpPIBHUKY amnapaTy cyay. OIUMH TPUMIPDHMK BKa3aHOTO aKTa IIiIIMBAETHCS 0
CIpaBH, APYTUN HAJCHIIAETHCS IO OpraHy, BiJl IKOTO HAIIWIILIA CIIpaBa.

2.7.15. CynpoBigHH# JUCT, 32 SKUM TIOBEPHYTO CIPaBY, PEECTPYETHCS KaHIEISPi€ro, 1 crpaBa
pa3oM i3 CIIpaBOrO-3aMIHHUKOM (3KETOHOM) MEepeAaeThes CyIl (CyA1i-a0MOoBifauy), Y IpOBaHKEeHHI

SIKOTO TIepedyBae cripana.

JlokyMeHTH, SKi HaAiliouid B mepioJ mepeOyBaHHSA CIpPaBH 3a MEXKaMU CYAy, BUIYYarOThCsS 31
CTpaBU-3aMiHHUKA JJIS 3JTy4EHHSI 10 MaTepialliB CIPaBU Ta BUKOHAHHS.

CrpaBa-3amMiHHUK (’KETOH) MIEPEIAEThCS HA 30epiranHs 10 apXiBy CyAdy.

2.7.16. CynoBi cpaBd HaJICUJIAIOTHCS MOIITOK a00 MepeaaroThCsl BiMOBIJAIBHUM IPalliBHUKOM
amapary cyay. [lepenaBaHHs cripaB yepe3 CTOPOHHIX OCi0 KaTeropuyHo 3a00pOHEHO.

3. HPOXO/’KEHHA HEITPOLECYAJIBHUX TOKYMEHTIB

3.1. llpuiimaHHs i peecTpalis HenmpouecyaJbHUX JOKYMEHTIB

3.1.1. Kanuenspis cyny 3a0e3neuye npuiiMaHHs HEMIPOLECyalbHUX TOKYMEHTIB, SIKi:

1) HamIANUTN SIK TIOIIITOBA KOPECTIOHACHITIS;

2) HastaHi 0cobucTo abo Kyp'epoM (AOKYMEHTH JJisl TIATBEPHKEHHS 0COOM HE BUMAraroThesl);
3) odopmiieHi TenerpaMoro;

4) Hagiiy paKCUMITBHAM MOBITOMIICHHSIM;

5) HagIHIIIN €EeKTPOHHOIO MOIITOIO;

6) HaAIMIUIM 3a OTIOMOTOK0 CaMTy CyJy IUIIXOM 3allOBHEHHS €JIEKTPOHHOI (OpMHU, SKILO TaKy
CTBOPEHO;

7) mepenaHi BiJl KEpIBHUIITBA CYNy, SKIIO JOKYMEHTH OyJIM OTpUMaHI IiJ 4ac BEJEHHS 0COOMCTOro
MPUIIOMY KEpIBHUIITBOM CYJy.



3.1.2. BiamoBinanbHUH TpaIiBHUK amapaTy Cydy y J€Hb HaJIXOMKEHHS TOKYMEHTa IepeBipse
IUTICHICTh KOHBepTa (TakeTa), BIAMOBIAHICTH aApECyBaHHS, 3 JOTPUMaHHSAM IpaBU Oe3NeKu
pPO3KpUBaEe KOHBEPT (MAKET), MEepeBips€ BIAMOBIIHICTh BKJIAIEHb OMHUCY (HASBHICTH JOAATKIB 0
JIOKYMEHTA).

BianoBiganbHuii npaliiBHUK arapaTy Cyay pOo3KpHUBA€E yCi KOHBEPTH (TIAKETH), 32 BUHATKOM THX, IO
MmatoTh Hamuc "Ocobucro" abo rpud cexperHocti. Koneptu (makern) 3 Biamitkoro "Ocobucrto"
nepefarTbes  aapecaram 0e3  BigkpuBaHHsA. KonBeptm (maketn) 3 TpuUBOM CEKPETHOCTI
nepefaTbes 0 Migpo3AlTy abo MpaliBHUKY amapary Cydy, SKHH BIIAMOBIZa€ 3a pPEKUMHO-
cekpeTHy poboty, 0e3 BimkpuBanHsA. KonBeptu 3 rpudom "]l cimyxO00BOro KopucTyBaHHS"
PO3KpUBAE BiANOBIAAIBHUN MPALIBHUK, SKUH Mae MpaBO IMpAIIOBaTH 3 JOKYMEHTaMH 3 TpudpoM
"HCKH.

3.1.3. TIOMHJIKOBO [IOCTaBJEHI CyAy JOKYMEHTH NEpPeCHJIAIOThCS ajpecaTy, SKIO0 HOro
MICIIE3HAXO/DKEHHS BiZoMe, a00 TMOBEPTAIOThCSA BIANMPABHUKY pPa30oM 13 CYHNPOBIAHUM JIMCTOM
(tomaTok 7) 3a mignMCOM KEpiBHHKA amapaTy Cyay ado BM3HAUYE€HOI HUM BiJIOBIJAIIbHOI 0COOH y
TEpPMiH HE OUIBI SIK JBa JHI.

3.1.4. KouBeptu (makeTu), y SKUX HAIXOAATh JOKYMEHTH, IMPHETHYIOTBCS JIO OJCPNKAHUX
JIOKYMEHTIB. Y pa3i oJep)KaHHs JOKYMEHTIB y MOLIKO/DKECHIH YIIaKOBII, a TaKOX SKIIO TPHU
BIJIKpUTTI KOHBEpTa (MaKeTa) BUSBICHO BIACYTHICTh Oy[Ib-SKOTO JOKYMEHTa YM JAOJAaTKa 10 HHOTO,
PO TI€ CKIIAAAEThCS aKT (I0JaTOK §) y JBOX MPHUMIPHUKAX, OJUH MPUMIPHHUK SKOTO HAJCHIIAETHCS
BiJIIIPaBHUKY, a IPYTUH - TOJAETHCS JI0 BXIJTHUX IOKYMEHTIB.

3.1.5. 3a ycHUM 3BepHEHHSM 0COOH, siKa MoJalia JIOKyMEHT JI0 CYAy, Ha MepIliid CTOPIHI HagaHOi
HEIO0 KOITii JIOKYMEHTa MpAIliBHUK amapaTry Cyay, SKHid MPUHHSB JOKYMEHT, MPOCTABIISIE IITAMIT
Cyny 13 3a3Ha4yeHHsM JaTu (y pas3i HEOOXITHOCTI - yacy) OTpUMaHHS JOKYMEHTa, CBO€I Mocaju,
Mpi3BUINA Ta MIAMKCY 1 TOBEPTAE KOO 0COOI.

3.1.6. Peectpauii mijyararoTb JOKYMEHTH, 10 MOTPeOYIOTh 00JIIKY, BAKOHAHHS 1 BUKOPHCTAHHS 3
JIOBIJTKOBOIO METOIO  (pO3MOpsiiyl, IUIAHOBI, 3BiTHI, OOJIKOBO-CTaTUCTHUYHI, OyXTraJTepChKi,
(hiHaHCOBI TOIIO), 5K Ti, 0 CTBOPIOIOTHCS 1 BUKOPUCTOBYIOTHCS B CY/I, TaK 1 Ti, III0 HATXOISATH BiJ
IHIIMX MiANPUEMCTB, YCTAHOB, OpraHizaiii Ta ¢izuyHuX oci0. BHYTpilllHE JTUCTYBaHHSA B MEKax
CyAy MOXe 3/1IHCHIOBAaTHCS B €IEKTPOHHIH (popmi.

3.1.7. Ilepenatothcst anpecary Oe3 peecTpaiii JOKYMEHTH OCOOMCTOTO XapakTepy, peKJaMHi
MOBIJIOMJICHHSI, TUTaKaTH, BITAIbHI JIMCTH, 3APOIICHHS.

3.1.8. Peectpamisi HempoIlecyaJbHOTO JOKYMEHTA 3/IACHIOETHCS MUIIXOM BKIJIIOYEHHS 0
aBTOMATH30BaHOI1 CUCTEMHU JOKYMEHTOOOITY CyAy TaKUX HOTO PEKBI3HTIB:

1) mara peectparii, MmO € AaTOX HAAXOMKEHHS A0 CyAy (IIPUCBOIOETHCS aBTOMATH30BaHOIO
CUCTEMOIO aBTOMAaTUYHO);

2) iHJEKC BIMOBIIHO 10 HOMEHKIIATYPH CIIPaB Ta MOPSIAKOBH HOMEP JOKYMEHTA;

3) dopma mocraBisiHHS (TIOIMITOBE BIAMPABICHHS, OJIEP)KaHO HA OCOOMCTOMY TPHUIOMI, OJIEpP>KaHO
BiJl Kyp'epa, (hakcorpama, eeKTPOHHE MOBIJOMIICHHS, TeJerpama);

4) naliMeHyBaHHsI OopraHi3ailii abo mpi3BHUIIE Ta iHIIIadl 0coOH, sSKa MiAnrcana JOKyMEHT;
5) BUJ TOKYMEHTa Ta HOTro 3arojioBOK;

6) BUX1IHUN HOMEp JTOKYMEHTA, SIKIIO TaKUH €, 1 1aTa HOro CTBOPEHHS;



7) AOJAaTKHU 10 TOKYMEHTa (SKIIO TaKi €);
8) CTpOK BUKOHAHHS, SKIIIO TAKUI BCTAHOBICHO JOKYMEHTOM a00 3aKOHOIaBCTBOM;
9) mpi3BuIIE Ta iHIIIATK 0COOH, KA 3apeeCTpyBajia JOKYMEHT.

[lin gac peecrparlii JOKYMEHTIB, IO HAIIWIIIM Yy BIAMNOBIAb HA 3BEPHEHHS CYAY, POOUTHCS
BIJIMOBIHE MOCWJIAHHS HAa BUXITHUN HOMEp IOKYMEHTA CYyIy.

3.1.9. lng BXimHOTO JOKYMEHTA TiJ| 4ac peecTpallii aBTOMaTH30BaHA CHUCTEMa JOKYMEHTOOOITY
CyAy TEHEpye peecTpaliiHuii HOMEp, MO0 aBTOMATHYHO 3aHOCHTHCS JIO PEECTPALiHOI KapTKU
BXIJJHOI KOpECTOHJEHII. YCi HACTyNmHI JOKYMEHTH aBTOMAaTH30BaHA CHCTEMa JOKYMEHTOOOITY
CyAy TIOB'SI3Y€E 3 IEPBUHHUM JIOKYMEHTOM.

3.1.10. KoxxHwmii BXiTHU# HEMpoLeCyabHUI TOKYMEHT PEECTPYETHCS B CY/Ii JIUIIE OJIUH Pas3.

Jlo peectpamiifHOT KapTKU Ha JOKYMEHT, OJCpKaHU B EJNEKTPOHHINA (opMi, MPUETHYETHCA LEH
TOKyMeHT. Takoxk 10 peecTpaliifHuX KapTOK MOXKE JOAAaBaTHCS CKaHOBAaHHMH BapiaHT MHCHMOBHUX
JTOKYMEHTIB.

[Monmanpme BHECeHHs iH(OpPMAIi MOM0 PyXy AOKYMEHTa JI0 PEECTPAIifHOI KapTKU 3AiHCHIOIOTh
KOPHCTYBadi aBTOMaTU30BaHOI CHUCTEMU BIAMOBIIHO JI0 TXHIX MOCaJI0BUX OOOB'A3KIB.

3.1.11. Ha nepmomy apkyIii JOKYMEHTIB y HpPaBOMY HIKHHOMY KyTi a00 BUIBHOMY Bill TEKCTY
MICII TPOCTaBISETHCS PEECTPALIMHUNA IITaMIM, SKUA MICTUTh JaTy peecTparlii, peecTpauiiHuit
HOMeEp, TIAMHIC 0COOH, SIKa 3apeeCTpyBaia JOKYMEHT.

3.1.12. HenpouecyanbHi BXiJHI JOKYMEHTH HICIIsl peecTpalii MOXKYTh IepeaaBaTucs KepiBHUITBY
CyAy 3a JIOIIOMOT0I0 aBTOMaTHU30BaHOT CUCTEMH JJOKYMEHTO00Iry Cy1ly B JIeHb HAIXO/KEHHS.

IIpu nepenaBaHHI TakuX JTOKYMEHTIB KEpPIBHUUTBY Cydy 3a HEOOXIIHOCTI JOAAIOTHCS KOPOTKI
JOB1IKM 1H(OpMAaLIMHOrO 3MICTY 3 MUTaHb, MOPYIIEHUX Yy LUX JOKYMEHTaX, 3a HasBHOCTI -
norepeaHe JUCTyBaHHsA. Ha BuUMOry kepiBHMITBAa CyAy iH(poOpMaliliHa JOBIKA CKIAJA€ThCA Y
BUIJISI/II OKPEMOT'O JJOKYMEHTA.

3.1.13. Skuio micast OTpUMaHHS JOKYMEHTIB €JIEKTPOHHOIO IMOIITO, (PAaKCUMUIBHUM 3B'SI3KOM J10
Cyqy HaAXOIATh I X JOKYMEHTH Ha IamepoBUX HOCISIX, OCTaHHI 30epiraroThCs y CilyxO0i
JIOBOJICTBA, MPO L0 pOOUTHCS BiIMITKA Yy peecTpauiiHiii kaprtiui. Ha opurinani moxkymeHTa Ha
peecTpaniiiHoMy WITaMIl J0AATKOBO 3a3HAYAETHCS JlaTa OAepXaHHS (akcorpamu (€IeKTPOHHOIO
TTOBIJIOMJICHHS ).

3.2. Haknanenuns pesononii. Haganus nopy4denns. IlepenaBanus 1Jisi BAKOHAHHS

3.2.1. Ilicns BUBYEHHS HENPOLECYaTbHOTO JOKYMEHTa KEPIBHHMIITBO CYJy HAKJIaJa€e Pe30JIollilo,
sIKa BHOCUTBCS JIO PEECTPaLliHOT KapTKU JOKYMEHTa B aBTOMaTU30BaHii CUCTEMI TOKYMEHTOOOITY

cyny.

Pe3omroniiss MiCTUTH J1aTy HakKJaJeHHsS pe3oouii (reHepyeTbcs aBTOMATUYHO), 1OCaTy, MPi3BUILE
Ta IHILlaJId aBTOpa Pe30JIIoIii, Crnoci0 BHUKOHAHHS HENPOILECYaIbHOTO JOKYMEHTa, BUKOHABIIA
(BUKOHABIIIB) 1 TEpMiH BUKOHAHHS.

3.2.2. KepiBHHITBO Cyay 3 BJACHOi IHIIIATHBU Y 3B'SI3KYy 3 HEOOXITHICTIO MIATOTOBKH TEBHOTO
HEMpOoIeCyaTbHOTO JOKyMEHTa MOKE€ JaTh JOpYy4YeHHs, sKe OQOPMIIOETHCS B TOPSAKY,
BU3HAYEHOMY ITYHKTOM 3.2.1.



3.2.3. HenpouecyanbHUi JOKYMEHT IICJI HaKIaJICHHA pe3onouii (HagaHHSA JOPYYEHHS) MOXKe
nepeaBaTrcs BUKOHABIIIO 32 IOTTOMOTOI0 aBTOMATH30BAaHOI CHCTEMH JIOKYMEHTOOOITY Cyy.

3.3. BukoHaHHSI HeNpoueCcyaJbHUX JOKYMEHTIB i J1o0pyYeHb

3.3.1. CTpoku BUKOHAHHS BHYTPIIIHIX JOKYMEHTIB CyIy OOUYMCIIOIOTHCS B KaJICHIAPHUX [HSIX,
MMOYMHAIOYY 3 JATH iX MiJIUCAHHS (3aTBEPKEHHS), a BXITHUX JOKYMEHTIB - 3 JIaTH HAJIXOJKCHHS
(peectpartii). CTpOKM BUKOHAHHS JIOKYMEHTIB MOXKYTh OYTH BKa3aHi B IOKYMEHTIi, pe30JItoIlii abo
BCTaHOBJICHI HOPMATUBHO-TIPABOBUMH aKTaMH.

SIKImo 3aKkiHYEHHs CTPOKY BHMKOHAHHS JOKYMEHTa NpUIaJae Ha HEpoOOUYMM J1eHb, TO JHEM
3aKiHUEHHSI CTPOKY BBAXKA€ETHCS MEPIINI HACTYITHUH 32 HUM poOOUUil IEHb.

Pezomronii (mopydenHs) 3 mo3Haukor "TepMiHOBO" BHUKOHYIOTHCS HPOTSATOM TPHOX JHIB, SKIIO
IHITUH TEPMiH HE BCTAHOBJICHO KEPIBHUIITBOM CYTy.

3.3.2. SIxmo BHKOHAaHHS JOKyMEHTa ab0 JOpydYeHHs KEepiBHUITBA CyAy IOKJIAJEHO Ha JEKiJbKa
miapo3aiiB (0ci0), TO BiIMOBIIATBHUAM 32 BUKOHAHHS € MiIpo3/it (0co0a), BKa3aHUH MEePIINM.

CniBBUKOHABIII TOBHHHI MOJATH BCl HEOOXiJHI MaTepiajad BiJANOBIIaIbHOMY BHUKOHABIIO Y
BCTAaHOBJICHU HUM TEPMiH.

3.3.3. SIkmo BiANOBiAaIbHMM 332 BUKOHAHHS HEMPOLECYaJTbHOTO JOKyMEHTa a0 JOpYYEHHS €
KEepIBHUK MiAPO3ALTY amapaTy cyay, TO BIH BUKOHYE CaMOCTIMHO a00 BU3HAYa€e MiJJIETrJIoro Homy
MpaliBHUKA arapary cyay 0e3rnocepeHiM BHKOHABIIEM.

BbesnocepenHiii BHKOHaBeIlb (BUKOHABIl) BH3HAYAIOTHCS IIIAXOM HAKJIAACHHS KEPIBHHUKOM
MiAPO3ALTY anapaTy Cyny pe3oJIolii i mepeJaHHs JOKYMEHTA B MOPSIKY, BCTAHOBJICHOMY ITyHKTOM
3.2 uporo Pozainy.

3.3.4. JlokyMeHT Juid BUKOHAHHS 3 MAPO3JIUTY B MiAPO3J1LT MOXKe OYTH MepeaHo JHILIE Ha MiJCTaBl
pe3ouTonii KepiBHUIITBA CYJy 13 BHECEHHSM BIANOBIIHOI 1H(opMalii 10 peecTpauiiHOl KapTKH
JOKYMEHTA.

3.3.5. BukoHaBellpb BHBYA€ MOJaHI MaTepiaid Ta 3 ypaxyBaHHSIM BHU3HAYEHOTO Y PE30JIOIi
(mopyueHH1) CTpOKY BUKOHAHHS TTO/IA€ TiITOTOBJIEH] MTPOTO3HIIIi.

3.3.6. Ilicma miaAroTOBKM TPOMO3HUINKM BIAMOBIIAbHA 3a BUKOHAHHA oco0a HaACWIAaE ixX 3a
JIOTIOMOTOI0 aBTOMATHU30BAaHOT CUCTEMH KEPIBHUKY, SIKMH HAKIJIaB PE3OJIOIII0 (BUIAB AOPYUYCHHS),
Ta Ha BUMOTY KEpIBHUKA JIOTOB1JIa€ PO HUX OCOOUCTO.

3.3.7. Jlo mepenaBaHHs JOKyMEHTa Ha MiJNUC BUKOHABEIb MOBHHEH IEpPEBIPUTH HOTO 3MIiCT,
BiJIpe/laryBaTy, TMpPaBUIbHO OQMOPMUTH, 3a0€3MEUUTH BHYTPIIIHE MOrOMKeHHS. JloKyMeHT
MOJIAETHCS HA MIANUC Pa3oM 13 J0JaTKaMH JI0 JOKYMEHTa Ta MarepiajlaMM, Ha MiACTaBi SKUX BiH
BUKOHYBaBCSI.

3.3.8. V pa3i HeoOX1JHOCT1 OI[IHKH JAOUUIBHOCTI IOKYMEHTa, HOro OOTPYHTOBAHOCTI, BIATIOBIAHOCTI
3aKOHOAABCTBY MPOEKT I[LOTO IOKYMEHTa MOTPeOye Bi3yBaHHS (MIOTOPKEHHS).

[Tepenik mocamoBux 0ci0, sSKi MOBMHHI BI3yBaTH JOKYMEHT, BU3HA4Ya€ BiJMOBiallbHA 0c00a, sKa
CTBOPIOE JIOKYMEHT, BUXOJISTYH 3 HOTO 3MICTY.



BHyTpilHe MOroKeHHS O(QOPMITIOETHCS BI3YBaHHSM IPOEKTY JOKYMEHTa I0CAJOBOIO OCOOOIO.
Biza BHOCHTBCS 10 peecTpariiiHOl KapTKX 1 BKIIIOYA€E HA3BY MOCAIH, 1HIIIATM Ta MPI3BHUIIE 0COOH,
sKa Bi3y€ TOKYMEHT, aTh Bi3yBaHHS (T€HEPYETHCS aBTOMATUYHO).

JlonmyCcKaeThCsl HAKIJIQJACHHS Bi3W Ha MPOEKT TIOKYMEHTA, 10 BUKJIAJACHUH y MUChMOBIi Gopmi. Taka
Bi3a CKJIQIA€ThCS 3 HA3BHM IOCAJM, OCOOMCTOrO MIANHUCY, 1HIIIANIB Ta MPi3BHINA 0COOH, sKa Bi3ye
JOKYMEHT, JIaTH Bi3yBaHHS.

Biza npocTaBisieTbes SK Ha JIMIBOBOMY, TaK 1 Ha 3BOPOTHOMY 0OIli OCTaHHBOTO apKyIlla MPOEKTY
JOKYMEHTa, SIKIIO MicUs JUIs Bi3yBaHHS Ha JIMIIbOBOMY OOIll OCTaHHBOTO AapKylla JOKYMEHTa
HEZ0CTaTHBO. Bi3u nMpocTaBsoTbCA Ha NPUMIPHUKAX TOKYMEHTIB, IO 3aJUIIAI0THCS B YCTAHOBI.

BianoBiganbHICTE 32 3MICT, piBE€HB IIATOTOBKHU Ta HAJIEKHE 0()OPMIICHHS TOKYMEHTA, 10 BI3y€EThCS
KUJTbKOMa 0c00aMu, HECYTh OJTHAKOBOIO MipOIO BCi 1li TIOCa10Bi 0COOH.

3anepeyeHHs Ta JOMOBHEHHS JI0 MPOEKTY JOKYMEHTa BHKIJIQAAIOTHCS OKPEMHUM JOKYMEHTOM, MPO
[0 MpHU Bi3yBaHHI POOMTHCS BiaMiTKa: "3amepedeHHs (JIOMOBHEHHS) MOMAIOTheA". 3amepeueHHs
(torroBHEHHST) 00OB'S3KOBO TOBOJATHCS 710 BiZloMa OCOOH, SIKa MIAMUCY€E TOKYMEHT.

KouTponp mono Bi3yBaHHS BHUKOHAaHOTO JOKYMEHTa BCiMa BHKOHABISIMH 3MIHCHIOE CIiIy:k0a
JTOBOJICTBA, @ TAKOXK KEPIBHUIITBO CYY.

3.3.9. BignoBige Ha BUKOHAHUN JOKYMEeHT (a0o 1i mepmuii NpPUMIPHHUK), BUTOTOBJICHUH Yy
MUCBMOBIN QopMi, MIANUCYE KEPIBHUK, KU HaKIaB pe30iolito, abo ocola, sika BUKOHYE HOTO
000B's13kM. BiamoBigs y (opMi €IEKTPOHHOTO JOKYMEHTA CKPITUIIOETHCS IXHIM €JIEeKTPOHHHM
HU(PPOBUM ITiAMTUCOM.

3.4. PeecTpanis i HAACHIAHHSA BUXIIHUX HENPOLECYaJIbHUX JOKYMEHTIB

3.4.1. BuxigHUMHU HenpolecyaJbHUMU JOKYMEHTaMU CYJy € JOKYMEHTH, 1110 CTBOPIOIOTHCS Y CY/i,
HE TOB'SI3aHI 3 PO3IIIAAOM KOHKPETHHX CYJOBHX CIIPaB Ta aJPECYIOThCS ICpP)KaBHUM OpTraHaM,
IOPUINYHUM 1 PI3UYHUM 0cOOaM.

3.4.2. BuxigHi HempouecyalbHI JOKYMEHTH OQOpPMIIOIOTBCA Ha OjJaHKax cyay, Kl
BUTOTOBJISIIOTHCS 3T1JHO 3 BAMOT'aMU JIEP’KaBHUX CTaHIapTIB.

3.4.3. Peectpanito BHXIAHOT KOPECHOHJEHLIi 3/A1HCHIOE CiIyx0a AiJIOBOACTBA BIJIIMOBIIHO JI0
[TonmoxeHHs PO aBTOMATHU30BaHy CHCTEMY JOKYMEHTO00ITy CyIy.

3.4.4. BuxiiHull JNOKYMEHT y HEOOXIJHIN KUIBKOCTI HPHUMIPHUKIB IEPENaeThCs 10 CIYKOU
JIOBOJCTBA JJIsl BHECEHHS BIANOBIAHMX JAaHUX JO0 AaBTOMAaTHU30BaHOI CHUCTEMH, MPHCBOEHHS
BUXIJHOTO PEECTPaLiifHOro HOMepa Ta BiJIIPaBIICHHS aJpecaTaMm.

Buxinnuit Homep 10KyMeHTa (POpMy€eThCsl aBBTOMATH30BAHOKO0 CUCTEMOIO TIOKYMEHTOO00Iry cyy.

3.4.5. SIk1mo JOKYMEHT HaJICHJIA€ThCA JEKUIBKOM ajpecaraM 3a CIIUCKOM, JI0 CIYOu JiJ0BOJCTBA
HaJaeTbcsd HEoOXilHA KUIbKICTh MPUMIPHUKIB JIOKYMEHTAa Ta CHHCOK PO3CHIIKH 13 3a3HAYEHHSIM
azpec.

[Tin vac mpuiiMaHHsS BiJ BUKOHABIIB BUXIIHHUX JOKYMEHTIB MpAIiBHUKH CIYKOU AITOBOJICTBA
3000B's13aH1 EPEBIPUTH:

MPaBUIIBHICTH OPOPMIIEHHS JOKYMEHTA (CKJIaJl 1 pO3MIillleHHS! B HbOMY BCiX PEKBI3UTIB);



HasIBHICTb 1 IPAaBUIbHICTh 3a3HAUYEHHS aJIPECH;

HAsBHICTh HA JIOKYMEHTI BIIMITKH MPO JOJIATKU;

HasBHICTh yCiX HEOOX1THUX MiMUCIB HA JOKYMEHTI Ta I0JaTKax J0 HbOTO;

HasIBHICTH Bi3 Ha KOIii BUXITHOTO JOKYMEHTA, 10 3AJIMIIAETHCS Y BIMOBITHOMY HapsIIL;
HasIBHICTb 1 TOBHOTY JI0JIaTKiB;

BIJIMOBIAHICTH KUTBKOCTI TPUMIPHUKIB KIJTBKOCTI aIpecaTiB.

3.4.6. IIinroTOBKY OKYMEHTIB O BiANpaBIICHHs 3I1HCHIOIOTH MPAI[iBHUKH CIIY>KOH J1IOBOJACTBA.
[TinroroBka BKIItOYae oOpMIICHHS CITUCKIB (peecTpiB), SKI MAMUCYIOTHCS 0c000k0, IO X CKiana,
Ta KepIBHUKOM CIIYy:KOM IinoBojcTBa. Ha peecTpax mpocTaBIsSETHCS MeYaTKa CIyKOU AITOBOACTBA

cyny.

3.4.7. Buxiguuii TOKyMEHT BIANPABISETbCS y TOU CMOCIO, 32 JOMOMOTOI0 SIKOTO OYJI0 OTPUMAaHO
BIJIMOBIAHAM BXIAHHWHA JOKYMEHT, - €JIEKTPOHHOIO IOMITOK, (aKCcoM, MOIITOK, OCOOUCTO i
MIIKC, SIKIIO 1HIIIE HE BU3HAYEHO KEPIBHHUIITBOM CY/Ty.

3.4.8. IluceMOBHIA [TOKYMEHT TEpea BiANpPABICHHSIM MOXE CKaHyBaTHCA 1 JOJaBaTHCS [0
peecTpaniiiHOi KapTKH.

Bukonanuif JOKyYMEHT pa3oM 13 KOIi€l0 BIAMOBiAl (3aBi30BaHMN yciMa CIHIBBHUKOHABISIMH Ta
BIJIMOBIJAIbHUM BHKOHABIIEM) MiAIMIMUBAETLCS 10 BiAMOBITHOTO HAPSAY Ta 3aJUIIAETHCS Y CIIYXKOi
JI0BOACTBa 400 BIAMOBIIHOMY CTPYKTYpHOMY HiApo3Aidi. SIKIIO BiAMOBiAb HaJaBalach JIMILIE
€JIEKTPOHHOIO TOIITOI0 a00 (hakcoM, O HapsIy IMiIINIMBAETHCS MEPIINH MPUMIPHUK TOKYMEHTa 3
T IITACOM.

3.4.9. Ilpu HajncuiIaHHI KOPECHOHJEHIII MOLITON, KpiM HallMEHYBAaHHS OpraHy 4Yd HOPUAMYHOI
ocobu, Tocajyu Ta Mpi3BHILA agpecara, CiJl 3a3HaYyaTH TOYHY MOILUTOBY ajpecy (BYIMIIO, HOMEp
OyIOMHKY, KBApTUPH, MICTO, pailoH, 001acTh, OIITOBHMA 1HIEKC).

3.4.10. lokymMeHTH, 110 HAJCWJIAIOTHhCS OJTHOYACHO OJHOMY M TOMY K aJipecary, BKJIQJarOThCS B
oIuH KOHBepT. Ha KOHBEpPTI MPOCTAaBISAIOTHCS pEECTpaLliiHI HOMEpPU BCIX JOKYMEHTIB, SKi
3HAXOJATHCSA B KOHBEPTI.

3.4.11. BuxiziHi JTOKyMEHTH BIANPABISIIOTHCS LEHTPATI30BaHO CIY>KOO0 A1JIOBOJICTBA MOILITOIO Ta
MOKYTh BPYYaTHCs MiJl PO3NUCKY y PO3HOCHIA KHU31 (momaTok 15) abo Ha Komii cympoBiJHOTO
JMCTA, SIKUH 3aJTUIIAETHCS y HapsIl Cyay.

3.4.12. Cnoyx0a mUIIOBOACTBA BIAMPABIISLE JIUIIE KOPECIIOHEHIIIIO, TTOB'SI3aHy 3 JISIBHICTIO CYIY.
KopecnonzeHis 0cobucToro XxapakTepy BiANpPaBIsIe€ThCS CAaMOCTIHHO.

3.4.13. Odiuiiine IUCTyBaHHS, SIKE HE CTOCYETHCS MMPOBA/KEHHS Y CY/IOBUX CIIpaBaX, MK Buium
TOCHOJAPCHKUM  CyAOM YKpaiHW, amneisifHUMU 1 MICIEBUMH TOCHOJAPCHKUMH  CY/IaMH,
JlepaBHOIO Cy/IOBOIO aJMiHICTpali€l0 YKpaiHu, TEpUTOpiaJIbHUMHU YIpaBliHHAMU Jlep:kaBHOI
CyZOBOI aaMiHICTpallii, miANpHEMCTBAMH, YCTAHOBAMU Ta OpTaHizallisiMu, 1110 CTBOpeHi Jlep:kaBHOIO
CYJIOBOIO aJMiHICTpAIlI€l0, MOXKE 3IMCHIOBATHCS 3a JIOMTOMOTOIO €JIEKTPOHHOI MOIITH 3 OMIIHHIX
€JIEKTPOHHHUX aJipec BIANOBITHMX YCTAaHOB IIJISAXOM OOMIHY €JIEKTPOHHUMH JIOKyMEHTaMH,
CKPIIUICHUMH €JIEKTPOHHUM LHU(DPOBUM IMiAMHUCOM.

3.5. KoHTpoJb 32 BUKOHAHHAM HENMpPOLECYyaJbHUX JOKYMEHTIB i JOPyYeHb



3.5.1. KoHTponb Ta BUKOHAHHS JOKYMEHTIB 3MIMCHIOETBCS 3 METOIO 3a0€3MEYCHHSI CBOEYACHOTO Ta
HAJIGKHOTO 1X BHKOHaHHi. Ha JOKyMeHTi, B3STOMY KEpiBHHIITBOM Ha KOHTpPOJIb, CTaBUTHCS
BiaMiTKa 4epBOHUM KoibopoM "Kontpons" abo mitepa "K". V peectpamiiiniii kapTii JOKyMeHTa
3a3HAYa€ThCS Bi/IMOBIIHA TTO3HAYKA.

3.5.2. 3abe3reucHHsT KOHTPOJIIO 32 BUKOHAHHIM JIOKYMEHTIB 1 JIOPYYEHb MOKJIAJAETHCS HA CIIYKOY
JIOBO/ICTBA 00 OKpEMY MOCaT0BY 0CO0Y.

VY CTpYyKTYpHHX HiApo3aijax Oe3lmocepeHiii KOHTPOJb 3a BUKOHAHHSM JOKYMEHTIB 3IiHCHIOE
oco0a, BiAmoBigaabpHa 3a JIIIOBOICTBO.

3.5.3. KoHTpOb 32 BUKOHAHHSIM HETPOLECYAIbHUX JOKYMEHTIB Ta IOPYyYEHb BKIIOYA€ TOBEICHHS
JI0 BUKOHABIISI (BUKOHABIIIB) 3MICTY JIOKYMEHTa a00 JOPYYEHHS, 10 KOHTPOIIOETHCS, TEPEBIPKY
X0y BUKOHaHHA, iH(GOPMYBaHHS PO II€ KEPIBHUITBA CYAY, @ TAaKOX 3HATTS 3 KOHTPOJIIO
BUKOHAHOT'O JIOKYMEHTa 200 JOPY4EHHSL.

3.5.4. JloBeneHHs 10 BUKOHABIS (BUKOHABIIIB) 3MICTY JOKYMEHTa a00 JTOpYUYEeHHsI 3MiHCHIOEThCS (B
TOMY YHCJIi 3a JOIMOMOTOI0 aBTOMATH30BAaHOI CHCTEMH JOKYMEHTOOOITY CyIy) BiApasy mmicis
HaKJIaJICHHSI PE30JIIOIIiT a00 HalaHHS TIOPYUICHHSI.

3.5.5. BiacrexeHHs CTPOKIB BUKOHAHHS JIOKYMEHTIB 1 JOPYYE€Hb 3IHCHIOETHCS 3a JOIOMOTOIO
aBTOMAaTH30BaHOI CHCTEMH JIOKYMEHTOOOITy cyy.

3a aBa poOoui AHI /10 3aKiHYEHHS CTPOKY HAa BHKOHAHHS aBTOMATHM30BaHA cHcTeMa iH(popMye
BHUKOHABIISI.

VY JeHb 3aKiHYCHHS CTPOKY BHKOHAHHS aBTOMAaTH30BaHA CHUCTeMa iH(GOpMye mpo Iie BUKOHABIIA,
KEpIBHHUILITBO CYAY, a TAKOXK CIYy>KOy TiJT0BOACTBA.

Axio HeoOX1THO TPOJOBKHUTH CTPOK BUKOHAHHS HEMPOILIECYaAThHOTO JOKYMEHTa abo JOpyYeHHS,
BHUKOHAaBeIlb HE Mi3HilIe HDK 3a J[Ba JIHI JI0 3aKIHYEHHsI CTPOKY 3a JOMOMOIOI0 aBTOMAaTH30BAaHOI
CUCTEMHU JIOKYMEHTOOOITYy CyAy TO0Jla€ KEePIBHUKY, SIKMM HAKJIaB PE3OJIIOIII0 a0o JaB OPYUYEHHS,
MOTHBOBAHE KIJIOTIOTAHHS MPO HOT0 MPOAOBKEHHS 3 OOIPYHTYBaHHSIM HOBOTO CTPOKY BUKOHAHHSI.

BimomocTi mpo 3MiHYy CTPOKY BHKOHAaHHS JOKYMEHTa (JOpy4deHHs) abo BHKOHAaBLS
(cTIIBBUKOHABIIIB) BKAa3yIOThCSl Y pEECTpPALlIiHIN KapTIIi.

3.5.6. Ilicas BUKOHAHHS JOKYMEHT 3HIMA€ThCs 3 KOHTPOIO. JIOKyMEHTH BBaXKalOThCSl BUKOHAH UMU
1 3HIMAIOTHCS 3 KOHTPOJIIO TICJIsl BUKOHAHHS 3aB/aHb, 3alUTIB, MOBIAOMJICHHS TPO PE3yIbTaTH
3alHTEPECOBAHUM YCTaHOBaM 1 0co0aM a0o 1HIIOTO MATBEPKEHHS BUKOHAHHSI.

[TpomixkHa BiAMOBiIb 200 3aIUT HE € MiACTaBOIO /IS BU3HAHHS IOKYMEHTa BUKOHAHUM.

3.5.7. PimeHHsl mpo OCTAaTOYHE BUKOHAHHS JTOKYMEHTA YH JIOPYYEHHs IMpHUIIMAae KEepiBHUK, SIKUI
HaKJIaB BIIMOBIJHY PE30JIOIII0 (J1aB JOpYYEHHsI), a00 ocoba, sika BUKOHYE HOTO MOBHOBAKCHHS.

Take pileHHs 3aCBIIUYETHCS y peecTpamiiHiil KapTIii BIAMITKOIO KE€piBHUKA a00 yITOBHOBA)XEHOTO
HUM TIpaIliBHAKA anapaTy CyAy PO 3HATTS 3 KOHTPOJIO.

3.6. Ocob.1uBOCTI 0OpMIIEHHS OpraHi3aliiiHO-pPO3NOPSAAYMX JOKYMEHTIB

3.6.1. OpranizanifHo-po3nopsAa4dl  JTOKYMEHTH Cyay (Haka3W, PO3MOPSIKEHHS  TOIIO)
o OopMITIOIOTECS Ha OJaHKaX.

be3 Gi1anka opopMITIOIOTHCS:



1) nuctu Ta 1HII JOKYMEHTH, MATOTOBJICHI CY/IOM CIUIBHO 3 iHIIMMH OpTaHAMH;

2) BHYTpILIHI CITYy>KOOBI JOKYMEHTH (JIUCTH, CITY>KOOBI Ta TOTIOBIHI 3aITUCKH, OKPEMI BUIH JTOBIIOK
TOIIO), IPU3HAYCHI JJIS1 BAKOPUCTAHHS B araparti cyay;

3) norosopu.

3.6.2. OpranizauiiHO-po3MopsAaYl JOKYMEHTH CyIy MOXYTh MaTH HHCbMOBY a00 eNeKTPOHHY
(hopmy 3aJIe’KHO BiJ TOTPEOH.

3.6.3. OpranizamiiHo-po3MnopsAYnid JTOKYMEHT ITIOBUHEH MaTH OOOB'SA3KOBI I IIOTO BHUIY
JOKYMEHTa PEKBI3WTH Y BiJIMOBIAHOMY MOPSAKY iX pO3TallyBaHHS, BCTAHOBICHOMY JCpPKaBHUM
CTaHJApTOM, 30KpeMa: HaWMEHyBaHHS CyJy, HaWMEHYBaHHS BHUJY JOKyMeHTa (KpiM JIHCTIB),
3arojIoBOK JI0 TEKCTy, JaTa, HOMEp, TeKCT, MiAMUC TOIIO. Y TPOIECi MiIAroTOBKHA 1 oopmIiIeHHS
MOXJIMBE BUKOPUCTAHHS IHIINX PEKBI3UTIB, SKIIO I[bOTO BUMAarae Mpu3HadYeHHs JOKYMEHTA.

3.6.4. OpranizamifHO-pO3NOPSIYNNA TOKYMEHT BUTOTOBIISIEThCS y (opmari apkymma A4 (210 x 297
MM) Ta Mae€ Taki 6eperu, MM: JiBuii - 30, mpaBuii - 10, BepxHii 1 HYOKHIH - 20.

3.6.5. 300paxenns JlepxkaBHoro repba YKkpaiHu po3MIlLyeThCs Y LIGHTP1 BEPXHBOTO Oepera OjaHka
nokyMmeHTa. Po3mip 300paxenHs: Bucora - 17 M, mupuHa - 12 MM.

3.6.6. HalimenyBaHHsI Cyqy 3a3HA4YaeThcsl 1O IMEHTPY mia 3o0paxkeHHsM J[lepkaBHOTO TepOa
VYkpainu a0o mig BepxHiM Oeperom JTOKyMeHTa BianoBiaHo 10 Yka3y lIpesunenrta Ykpainu Big 12
munHs 2010 poxy N 811/2010 "IIutanHs Mepeki rocrolapcbKux cyaiB YKpainu'.

3.6.7. HalimenyBaHHs JOKyYMEHTa Ma€ BIAMOBIIaTH KOMIIETEHIIIT Cyly Ta 3MICTy OpraHi3amiiHoi yu
po3mopsiquoi  mii  (HaKa3, pO3MOPSIDKCHHS, JOPYYCHHs, JOBijJKa, JOTOBIp TOINO), IO
JOKYMEHTY€ThCS.

3.6.8. JlaToro NpUHHATTA NOKyMEHTa € Jara HWoro miAnucaHHs (y TOMY 4YHCI €JIeKTPOHHUM
HU(POBUM MIAMUCOM); JUISl TOKYMEHTA, IPUUHATOTO KOJIETIAJIbHUM OpraHOM, - JaTa HMPUHHSATTA
pillIeHHS; IS TOKYMEHTA, SIKUH MiJyuIirae 3aTBEp/HKEHHIO, - J]aTa 3aTBEPPKEHHS.

Jlns JoKyMeHTa, CKIAJeHOro CHUIBHO JEKIIbKOMa OpraHi3allisiMu, JaTa €IuHa 1 BIANOBiAae aati
OUTBIII MI3HBOTO MMUCAHHS JOKYMEHTA.

Jlata mianucaHHs, 3aTBEP/KEHHS, TTOTOKEHHS JTOKYMEHTa, a TaKOX JaTH, SKi BMIIIEHI B TEKCTI,
opopMITIOIOTECA TTM(PpoBUM criocoOoM. EneMeHnTr naTtu HaBOASTHCS apaOChKUMU ITUbpaMu OJTHUM
PSAAKOM Yy TOCHIIOBHOCTI: YKCIO, MicAllb, pik, Hampukmaa: 05.08.2012. ¥V Tekcrax i JOKyMEHTax,
[0 MICTATh B1IOMOCTI (DIHAHCOBOTO XapakTepy, 3aCTOCOBYETbCS CIOBECHO-IU(POBUI crocio
3a3HAYCHHS JIaT 3 MPOCTABIISHHAM HYJS B TO3HAYEHHI JHS MICSALA, SKIIO BiH MICTUTh OAHY DDy,
Hanpuknan: 05 cepmus 2013 poky.

3.6.9. O60B's13KOBOMY JAaTyBaHHIO MIAJIATAIOTh yCi CIIy>)k00B1 BIAMITKH Ha JIOKYMEHTax, MOB'sI3aH1 3
iX HaIXOJUKEHHSM Ta BHMKOHAHHIM (pe30JoLii, MOTOJKEHHS, Bi3W, BIAMITKM NP0 BUKOHAHHS
JOKYMEHTa 1 HaJiclaHHs Moro A0 crhpaBu). BianmoBiaHi BiioMocTi (IKCYIOThCS y peecTpaiiiiHii
KapTLi JOKYMEHTa B aBTOMAaTU30BaHIi CUCTEMI JOKYMEHTOOOIry Cyay.

3.6.10. [ara mignucaHHs 3a3HAa4a€ThCs B JIIBIM BEpXHIN YacTHHI JOKYMEHTa pa3oM 3 1HIEKCOM Ha
CHEIaIbHO BiJIBEJICHOMY JJIsl IbOTO MICIl Ha OMaHKy. SIKIIO JOKYMEHT CKIIaJeHO He Ha OJIaHKY,
HOT0 JaTa MpOCTaBIISETHCS HUXKYE ITiITUCY JiBOpyY. JlaTa 3aTBepKeHHS TOKYMEHTa 3a3HAYA€ThCS
y BIANOBIiIHIH rpadi.



3.6.11. JlokyMeHTH MOXXYTb OyTH aJipecoBaHi opraHam, HiANPHEMCTBAM, YCTAaHOBaM, OpraHi3alisiM
(ropuaIHIM 0c00aMm), iX CTPYKTYPHUM TiAPO3aiIaM a00 KOHKPETHUM 0CO0aM.

VY pasi agpecyBaHHS JOKyMEHTa IOPUIWYHIA 0c0o01 abo T CTPyKTypHOMY THiapo3airy 0e3
3a3HaYeHHS KOHKPETHOI M0CaI0BOi OCOOM iXHI HaMEHYBaHHS BKA3YIOThCS Y HA3UBHOMY BiIMIiHKY,
HaTPUKJIIAI;

MinictepcTBo FOCTHIIIT VYkpainu
JlenapTaMeHT MI>KHApOHOTO TpaBa Ta CIIIBPOOITHUIITBA

VY pasi ajpecyBaHHs JOKYMEHTa IOCAJIOBiil 0c001 HaHMEHYBaHHS IOPUANYHOT OCOOM BKA3yeThCS Y
Ha3MBHOMY BiJIMiHKY, a I0Ca/ia Ta MPI3BUIIIC aapecara - y I1aBallbHOMY, HAPUKIIAI:

MinictepcTBo FOCTHIIIT VYkpainu
JlenaprameHT MDKHApOIHOTO npaBa Ta CHiBpOOITHHUIITBA
['onoBHOMY CHeIialiCTOBI

Ilerpenky O. L.

VY pa3si agpecyBaHHS TJOKyMEHTa KEPIBHUKOBI IOPUIANIHOT 0COOH 1i HAHMEHYBAHHSI BKITFOUAETHCS JI0
CKJIaJly HalMEHYBaHHS IIOCaJy ajpecaTa, HalpuKiai:

['eHepanbHOMY JTHPEKTOPY
00'eTHaHHS "Arpooyn"

IBanuenky O. B.

VY pas3i ampecyBaHHs JIOKYMEHTa JEKUIBKOM IMOCaJOBUM oco0aM iXHI MOCaaM CIiJl yKazyBaTu
y3arajibHEHO, HAPUKIAI:

I'onoBam MICIIEBHX
rOCIIO/IaPChKUX CYAIB YKpaiHU

VY pasi ampecyBaHHSI JOKyMEHTa JCKIILKOM OJHOPITHHUM OpTaHi3allisM iX HallMEHYBaHHS CIiJ
yKa3yBaTH y3arajJbHEHO, HAIPUKIA/:

MicreBi rocnoiapchbki cyau YKpainu

Jo peksizuty "Anpecar" Moke BXOJUTH IOILITOBA aapeca, MOpaIoK 1 (hopMa 3anuCy sIKO1 MOBUHHI
Bignosigatu [IpaBunam HajaHHS MOCIYT MOMITOBOTO 3B'SI3KY, HAIPUKJIA/L!

Incturyt €KOHOMIKO-ITPaBOBUX
IOCIIIKEHD
BYJ VYHIBepCUTETChKA, 77,

M. Jlonenpk, 83048

JIOKYMEHT, BUKJIaJIeHU y MUCbMOBIN (opMi, SIK IPaBUIIO, HE TIOBUHEH MICTUTHU OUIbIIE YOTHPHOX
anpecatiB. KoxHuit mpUMIpHUK TaKOTO TJOKYMEHTa MOBUHEH OyTH MiAMUCaHUH.

V pa3i HaJICKUIIaHHS JOKYMEHTA, BUKJIaIeHOT0 Y TUChbMOBIH opmi, OLIbII HI’K YOTUPHOM aJpecaramM
CKJIAJJAa€ThCSl CIMCOK JJIi PO3CHIIAHHS, a Ha KOXKHOMY JOKYMEHTI BKa3ylOThb TUIBKH OJHOTO
azpecara.

SIKII0 AOKYMEHT, BUKJIQZIEHUH y MUChMOBIN Qopmi, HagcunaTh Gi3udHii 0co0li, TO Y HA3UBHOMY
BIIMIHKY 3a3Ha4yarOTh MpI3BHINE, iM's, 0 OaTbKOBI (4M iHINIaNM) aapecaTa, BYIHUIIO, HOMEp
OyIWHKY 1 KBApTHPHU, HACEJICHUH MyHKT, paiilOH, 00J1aCTh, MOIMITOBUHN 1H/IEKC, HAITPUKIIA;



KoBanenko ITerpo CrenanoBu4
BYJL. Joporoxunbka, oy. 12, KB. 7,
M. Kuis, 04067

Anpeca He 3a3HAYAETHCS HA JOKYMEHTAX, [0 HAJCHIIAIOTHCS JI0 IePKABHUX YCTAHOB Ta MOCTIHHUM
aapecartaMm. Y IIbOMY pa3l MOXYTb 3aCTOCOBYBAaTUCh KOHBEPTHU, Ha SAKUX 3a3/aJieri/ib HAAPYKOBaH1
ajipecH.

3.6.12. TlocunanHsg Ha BUXITHUN HOMEp Ta JaTy JAOKYMEHTa, Ha SKUM HAJA€ThCSA BIAMOBIIb, €
b "

000B'I3KOBUM 1 CKJIagacThes 3 IocTiiHol yactuan "Ha N BIJ ,
PO3MIIIIEHOT MICIIs BUXITHUX JIaTH Ta PEECTPAIIMHOTO 1HIEKCY JJOKYMEHTA.

Ko BUXITHUN JIUCT CYAy € BIAMOBIIIIO Ha JEKUIbKA BXIJHUX JTOKYMEHTIB OJIHOTO ajpecara,
MOCHJIAHHS Ha BC1 HOMEPHU Ta JaTH BCIX BXIJHUX JJOKYMEHTIB € 00OB'S3KOBUM.

SIKII0 BUXIIHUH JHMCT Cyy € BIIMOBIUIIO HA JEKUTbKA JHMCTIB Pi3HUX a/IpecaTiB, TO MOCUJIAHHS Ha
iX BUXiJHI HOMEPHU Ta JaTH BMIIIYIOTHCS OJIHE M1 OJHUM Y Til MOCIIOBHOCTI, y AKill y JUCTI CyAy

3a3HaYeHi aJpecary.

3.6.13. 3aronmoBoK fK PEKBI3UT JOKYMEHTAa BHKOPUCTOBYETHCS 3 METOI OINEPATUBHOTO
BCTaHOBJICHHS MTPU3HAYCHHS JOKYMEHTA IT1JT 9ac HOT0 peecTpallii Ta MoJaIBIIOT0 OMPAFOBAHHS.

3aroJoBOK JOKYMEHTa MOBHHEH OYTH CTHUCIIUM, KOPOTKMM Ta BHYEPITHO (OPMYIIOBATH 3MICT
JTOKyMEHTA.

3aroJI0BKM HE CKJIJal0ThCS J10 TEKCTIB TeIe(OHOrpaM, TeIerpaM Ta MOB1IOMIICHb.

3.6.14. Tekct moKyMeHTa MICTUThH iH(OpMaILito, 3apaan (ikCyBaHHS SKOI CTBOPEHO JOKYMEHT.
SIK IpaBMIIO, TEKCT TOKYMEHTA CKIIAJAEThCS 3 TPHOX YACTHH:

1) BcTynHOi, y SIKi BUKJIAJAI0ThCS M1JCTaBH BUTOTOBJICHHS IOKYMEHTA;

2) omucoBOi, y SKili BUKIAAlOThCS OOCTaBUHU, (aKTH, MOCUIAHHS Ha HOPMATHBHI aKTH,
apryMeHTaIlis aBTOpa JIOKYMEHTA,

3) pe3odIOTUBHOI, Yy SIKI BHUKJIQJalOThCS BHUCHOBKH, IPOIO3HIII, KJIOMOTaHHS, PEKOMEHAIl,
pillIEHHS TOILO.

3.6.15. IIpuMipHUK JOKYMEHTa, L0 BUKJIAJCHUN y MUCBbMOBIH (opMmi, sSIKUIl 3anuiaeTscs B Cyl,
BI3YETbCS HWKYE MICIS JUIsl HIANKMCY JOKYMEHTa Ha JIMIBOBOMY OOIll OCTaHHBOTO apKylia
JOKyMeHTa a0o Ha 3BOPOTHOMY OOI1i IbOTO apKylia, K0 Ha JUIIOBOMY OOI1i MicLisl HEIOCTaTHbO.

3.6.16. 30BHIIIHE NOTOJKEHHS JOKYMEHTA, BUKIIQJEHOIO y MHUCHMOBIH (hopmi, 0hOpMITIOETHCS
BiJIIIOBITHUM I'pU(OM.

I'pud moromxeHHs po3mimlyerscss Hux4Ye pekBizuty "[linnmuc" Ha nuupoBoMy OOIl JOKYMEHTa i
ckianaetscs 31 cnoBa [IOI'OJIXKEHO, naiimenyBaHHsS mocaay ocoOH, sika MOTOJKYE TOKYMEHT

(BKJIIOUAIOYM HaMEHYBaHHs Oprasizailii), 0COOMCTOro MiANUCY, PO3MU(PYBaHHS MIAMUCY 1 aTH
MOTOJ[KCHHSI, HATTPHUKJIA/L:

[TIOT'OJKEHO

T'onoBa KuiBchKOro amensmineoro



rocroaapCbpKoro cyay

(migruc) (inimiany, npi3Buiie)

14.08.2012

SIKIIO TOKYMEHT TMOTOJUKYEThCS DIIICHHAM KOJIET1aJlbHOTO OpraHy, TO TpH(] IOTOKEHHS
0(hOPMITIOETHCS] TAKUM YHHOM:

I[TOI'OJIXKEHO

ITpoTokou 3aciganHs

300piB cyaniB KuiBcrkoro
aneNsiiHOro roCroaapChKOro CYAy
14.08.2012

I'pudu noroKeHHST MOXKYTh PO3MIILYBaTUCh Ha OKpeMoMY "ApKylIl MOroJUKeHHsA", SKIIO 3MiCT
JOKYMEHTa CTOCYETBCS iHTEpeciB TpboX i1 Oinblue opranizamiii. Ha TakoMy JOKyMEHTI poOHUTBHCS
Mo3HaukKa "ApKyIl MOroJIKEHHS 10JA€ThCs .

3aneXHo BiJ 3MICTy JTOKYMEHTa B HEOOXIJHHMX BUIAAKaX 3A1MCHIOETHCSA 30BHIIIHE MOTOKEHHS 13
3aliKaBICHIMH 0CO0OaMH.

3.6.17. JlokyMeHT MigNHCye BIANMOBiAadbHA ocoba 3riHO 3 i1 KommeTreHuier. JIOKyMeHT,
BUKJIQJICHUI B €NEKTPOHHIA (OpMi, CKPIIIIOETHCS €NeKTPOHHUM LupoBuM mianucoMm. Ha
JUIBOBOMY OOIll B HUKHBOMY JIIBOMY KYTi OCTaHHBOI CTOPIHKH JIOKyMEHTa BKa3yeTbCs IMPi3BUILE
BHKOHABIA JOKYMEHTa 1 HOMep Horo ciryx6oBoro tenedony, Hanpukian: [lerpenko 5321814 a6o
[erpenko Jlrogmuna IetpiBua 5321814.

Jlo ckyiaay mignucy BXOJATh HalMEHYBaHHS MOCau 0COOH, siKa MiJNHCYye AJOKYMEHT, ii mianuc Ta
fioro po3mu@pyBanHs (1Hiiau(1) Ta Ipi3BULIE).

JIOKyMEHTH KOJIET1aIbHUX OpraHiB MiANKUCYIOTh TOJIOBYIOUMM Ha 3acCiJJaHH1 KOJIETIaIbHOI'O OpraHy
Ta CEeKpeTap.

VY noKyMeHTax, SIKi TOTYIOTbCS KOMICI€I0, 3a3HAYa€ThCsl CTaTyc oci0 y cKiaai Kowmicii (rojiosa,
YJICHH KOMICIT).

SIKII0 AOKYMEHT MiAMUCYIOTh ACKiTbKa 0Ci0, sKi 001iMaroTh MOCaau OJHAKOBOTO PIBHS, TO iXHI
MIIMTACH PO3MIIITYIOTh HA OJTHOMY PIiBHI.

Ko MOKYMEHT MIAMUCYIOTh JIEKUTbKa MOCaT0BUX OCI0, TO iXHI MIAMUACH PO3MIIMIYIOTh OJWH i
OJTHUM BIJIIIOBITHO JIO MiAMOPSIKOBAHOCTI a00 PiBHS MOCaTOBHUX OCiO.

SAxmo mocamoBa ocoda, MANMUC KO BKa3aHO HA MPOEKTI IOKYMEHTA, BIICYTHS, JOKYMEHT ITiIMHUCYE
oco0a, sika BUKOHYE ii 000B's13kH, abo 1i 3acTynHuk. [Ipu nboMy HE0OXimHO BKazyBaTH (haKTUUHY
mocagy ocobw, sika MANHUCYE IOKYMEHT, Hampukiaa: "Bukonyrouuit o6ossizku" ("B. 0."),



"3actynHuk". He 103BONS€THCS B TOKYMEHTI CTaBUTH MpUMEHHUK "3a" ab0 BEepTUKAIbHY PUCKY
nepes HaiMEeHyBaHHIM [TOCaIH.

Brecenns y mignmucaHuil TOKYMEHT Oyib-SKHX BUIIPaBJieHb a00 JOMOBHEHb HE JONMYCKAEThCA. Y
BUHSATKOBHUX BHITaJIKaX BHECEHI BUIIPABJIICHHS YU JIOTIOBHEHHS MOBWHHI OyTH MOTOKEHI 0c00010,
sIKa Tinycana me T0KyMeHT.

3.6.18. BigMiTKy 1Ipo HasBHICTH JOAATKIB PO3MILIYIOTh ITiJT TEKCTOM JOKyMeHTa (0e3 ab3airy).

Km0 JMOKYMEHT Ma€ JOJaTKW, MOBHY Ha3BY SKUX Ha3BaHO B TEKCTi, TO BIAMITKa MPO HUX
0 OPMITIOETHCS TAKUM YHHOM:

Honatok: Ha 10 apk. y 3 npum.

Ko nomaTkd y TEKCTI OKyMEHTa He Ha3BaHi, TO HEOOXIAHO MEpeNiyuTH iX Ha3BU, KITbKIiCTh
ApKYIIIB Ta MPUMIPHUKIB KOYKHOTO, HAITPUKJIAI!

JlomaTok:

1. llITatamii po3nuc Ha 4 apk. y 3 npum.

2. Kourropuc Butpat Ha 3 apk. y 3 npum.

SIKm1o toaTKy 30poIIypoBaHi, TO KUIBKICTh apKyIIIiB HE BKA3Y€EThHCS.

3a HasBHOCTI KUTBKOX JOJATKIB BOHH HYMEpYIOThCS apaOchbkumu mudpamu. 3HaKk N mepen
U(GPOBUM MMO3HAUCHHSIM HE CTaBUTHCS.

Jonatku moBUHHI OyTH OQOpPMIIEHI Ha CTaHIAPTHUX apKyllax Ta MaTH BCl HEOOXIOH1 AJs
JOKYMEHTa PEKBI3UTH.

JlogaTku 70 po3nopsAYuX JOKYMEHTIB TOBUHHI Bi3yBaTHUCs KEPIBHUKAMU CTPYKTYPHHUX IiJIPO3/ILIIB
Ha JIUI[LOBOMY 0OIli OCTAHHBOTO apKyIlia J0aTKa.

Ha nomatkax 1o po3mopsiiyoro JOKYMEHTa y IpaBOMY BEPXHbOMY KyTi NOBHHHA MICTUTHCS
MO3HAuKa 13 3a3HAYEeHHSAM Ha3BHM JJOKYMEHTA, Oro 1aTH 1 HoMepa, HalpuKiIal:

Jomatox

10 Hakazy KuiBchKoOro anensiiitHoro
rocroAapcbKOro Cyay

14.08.2012 N ___

3.6.19. CnocoOoM BBeJICHHS JOKYMEHTA B JII0 € HOT0 3aTBEPIKESHHSI.

JlokyMeHT Moke OyTH 3aTBep/KEHUI MOCaT0BOK 0c000I0 (IMIOCaIOBUMHU OCOOAMU), BIAMOBIIHUM
aKTOM Ccyay a0o IHIIMMH OpraHi3amisiMH, 10 KOMIIETEHII] SKUX BXOJIWUTHb BHUPIIICHHS MUTaHb,
BUKJIAJICHUX Y TOKYMEHTI, 10 3aTBEPIXKY€ETHCS.

SKII0 TOKYMEHT 3aTBEp/Kye KOHKPETHa MOocajoBa ocoba, rpud 3aTBEpKEHHS CKIANA€ThCS 3i
cnoBa 3ATBEPJIKVIO, na3Bu mocaau, miamucy, iHIMiadiB Ta Mpi3BUIIA 0coOHU, sSKa 3aTBEpAMIIA
JIOKYMEHT, J1aTH 3aTBEPKCHHS, HaIPUKJIA]T;



3ATBEP/IKVYIO

T'onoBa KuiBchKOro amensminHoro
roCIoJapChbKOro Cya1y

(mignwce) (iHimianm, mpi3BUIIe)

14.08.2012

VY pasi 3arBep/KEHHs JTOKYMEHTa KiJIbKOMa IOCAJOBUMH OCO0aMH iXHI TpudHu 3aTBEPIKCHHS
PO3TaIIOBYIOTh HA OHOMY PiBHI.

SIKIIO JTOKYMEHT 3aTBEpPAKEHO IIOCTAaHOBOIO, PIIIEHHSAM, HAakKa3oM, IIPOTOKOJIOM, TO Tpu(
3aTBep/UKeHHs ckianaeTbes 31 ciaoBa 3ATBEP/DKEHO, na3Bu, gatu i HOMepa 3aTBEpKYBaHOTO
JOKYMEHTa y HA3UBHOMY B1JIMIHKY, HaIllpUKJIa;:

3ATBEPJ’KEHO

Haxka3 KuiBcbkoro anensminHoro
rOCTOAPCHKOTO Cyy
14.08.2012N

3.6.20. Haka3u (nomarox 16) BuAalOTh rojioBa Cyay, KEpiBHUK amapary cyay abo ocobu, sKi
BUKOHYIOTh 1XH1 OOOB'SI3KH.

Texkct HaKa3y CKJIaIa€ThCA 3 KOHCTaTYIO‘-IOI Ta pO3HOp$II[‘lO.f YaCTHH.

VY KOHCTaTyro4ii YaCTUHI BUKJIQAA€THCS METa 1 3aBJIaHHs MPUIMCAHUX JIii, TPUYUHU KOO BUJAHHSL.
SIKI10 OCHOBOIO ISl BUJIAHHS HAaKa3y € 3aKOHOJABUMI aKT, 1HIINKA HOPMAaTUBHUN YU PO3MOPSTUHMA
JOKYMEHT, TO B KOHCTATylOUiif YaCTHHI 3a3HAa4aeThCsl HOT0O Ha3Ba, JlaTa, HOMEp, 3aroJIoBOK, y pasi
HEOOXITHOCTI BHUKJIAJIA€THCA 3MICT Ti€l YAaCTUHM BKa3aHOTO JIOKYMEHTa, sika Oe3MmocepeaHbo
CTOCYETbCS CYyJIOBHX OPTaHiB.

Posznopsinua yactuHa nournHaeThes cinosoM "HAKA3VIO".

VY nyHKTax po3nopsadoi YaCTMHM HaKaly 3a3HA4yaloThCsl KOHKPETHI 3aXOMu 1 Jii, MiIpo3AiIu
amapary cyay i (a6o) mocanoBi ocoOu, siKi BiAMOBIAAI0TH 32 HOTO peaji3allito, Ta TepMiH BUKOHAHHS
3aBAaHb. SIKIIO Haka3 JOTMOBHIOE, CKacoBye a00 3MIHIOE paHille BUJAHI HAKa3d UM iX OKpemi

IIYHKTH, PO L€ 3a3HAYAETHCA B HOr0 TEKCTI.

B OCTaHHBOMY HYHKTi pOBHOpﬂ,[["IOi YaCTHHU HAaKa3y BKa3y€TbCAd I10Ca0Ba oco6a, Ha J$KY
IMOKJIAJIA€ETHCA KOHTPOJIb 3a BUKOHAHHAM HAaKa3y B HiJ’IOMy.

HpOCKT HaKa3ly noAa€TbCs IJIs BiSYBaHH}I BCIM BHUKOHAaBIISIM, SIK1 3a3HAYCHI Y HbOMY.

3.6.21. Po3nopspkenHs (onatok 17) BUAAIOTh TOJIOBa CyAy, KEpIBHUK amapaTy cyay abo ocoowu,
SIK1 BUKOHYIOTb iX OOOB'SI3KH.



Po3nopskeHHs BUAAIOTH [T BUPILICHHS ONEPAaTUBHUX MMUTaHb 3 OKPEMHUX HANPSMKIB AiSNTBHOCTI
cyny.

PosnopsipkeHHsT 0pOpMITIOEThCSL B TAKOMY K TIOPSZIKY, SIK 1 Haka3, TUIBKH pO3MOpsiI4a 4acTHHA
Moke nounHaTHcs cioBamu "[Ipononyro”, "3060B'13yr0", "3abe3neunTn".

3.6.22. Peectpariiss Haka3iB 1 PO3MOPSAKEHb 3 OCHOBHOI ISZIBHOCTI CYIy, 3 aJMIHICTPaTHBHO-
rOCIO/IAPCHKUX MUTaHb, 3 0COOOBOTO CKJIAy BEICThCS OKPEMO IO KOXKHOMY BUIY JTIOKYMEHTIB.

OsHaifomyIeHHS KepiBHHMILITBAa Cydy, CYIIIB Ta TpAIiBHUKIB amapaTy Ccyay 3 Haka3aMu Ta
PO3IOPSKEHHSIMA 3 OCHOBHOI JiSUTBHOCTI, aJIMiHICTPaTUBHO-TOCIOJAPCHKUX MUTAaHb, & TAaKOXK 3
KaJpOBUX IMUTaHb 3A1MCHIOETHCS CITY>KOOI0 JIIIIOBOJCTBA Ta BiIMOBIIHO KaJIPOBOIO CIIYKO0010.

3.6.23. TekcT MPOTOKOJY CKJIAIA€ThCA 3 IBOX YAaCTHH: BCTYITHOI Ta OCHOBHOI.

BcerynHa yacTMHaA MPOTOKOJIY MICTUTH TPI3BHINA M 1HIIIATH CEKpeTaps, MPHUCYTHIX, MOPSIOK
JICHHUH.

B ocHOBHIl uwacTuHI TPOTOKONY (DIKCYIOTH Tepedir 3aciiaHHsS KOJETialbHOTO opraHy. Bona
CKJIQIa€ThCS 3 PO3JILIIB, SIKI BIIMOBIAAIOTH ITYHKTAM MOPSAKY JEHHOTO.

Pozninu HymepyroTh apabcbkumu nudpamu 1 B KOKHOMY 3 HUX € Taki miapo3aimm: "CIIYXAJIN",
"BUCTYIIJIN", "BUPILIWIJIN", "YXBAJIMJIN", ski OpyKyIOTh BEIUKUMH JTEPaMH Bif
HYJBOBOTO OJIOXKEHHS TalyisaTopa. [licas Hux craBiusaTh ABokpanky. Huxue ciosa "CIIY XAJIN"
3 ab3ally 3a3Ha4yaloTh MPi3BHUINA Ta iHIIIANIK JAONOBiJada Ta TUX, XTO OpaB ydacThb B OOTOBOpPEHHI,
MOTIM CTaBJISATh THUPE W BHUKJIAJAIOTh 3MICT JOMOBIII Bil TPEThOi 0coOn oaHMHU. OCHOBHUH 3MICT
JIOTIOBi/IeH Ta BUCTYIIB BMIIYETHCSI B TEKCTI MPOTOKOIY ab0 JOJAE€THCS O HHOTO, IOCTAaHOBA
(yxBaJsia) IpyKy€eThCsl OBHICTIO.

JIOKyMeHT, 3aTBEPIKEHHI KOJIET1aIbHUM OPTaHOM, JTIOAAE€THCS 10 TPOTOKOIY.

3MICT OKpEMOI TyMKH Yjie€Ha KOJIET1aJIbHOTO OpPTraHy BUKJIAJIA€ETHCS Y IPOTOKOJII MICIS BiAMOBIIHOTO
MPOTOKOJIHOTO PiIlIEHHS.

[IpoTokon migNMCYIOTh TOJIOBYIOUMM Ha 3acijaHHl Ta cekperap. [IpoTokomu HymepyroThcs 3a
MOPSAJIKOM CKJIaJIaHHS y MeXaX KaJeHJIapHOTO POKY.

IIpoTokonu 3aranbHUX 3acifiaHb (300piB) PI3HUX OpraHizaliifi MalTh CKJIAIHUNA HOMEp, SKUN
BKJIIOYA€ HOMEPH NMPOTOKOJIIB OpraHizailiif, o Opanu ydacTs y poOOTi 3aciiaHHS.

bnanky mpoTokosy MOXKYTh OyTH BUTOTOBJIEH] IPYKApPChKUM CIIOCOOOM.

3.6.24. 3asBu 3 KaAPOBUX MHUTaHb (II[0JI0 MIEPEBEICHHS Ha T0Caly, HaJaHHs MIOPIYHOT, JOaTKOBOT
Ta HaBYaJIbHOI BIAMYCTOK, 3BUIBHEHHS TOILO) MpAlliBHUKHK amnapaTry cyly HOJaloTh Ha iM's
KepiBHHUKa arapary (ocoOu, sika BUKOHY€E HOro 000B'S3KH).

3a HeoOXiTHOCTI B MiAPO3/iJIi anapary Cyay 3asBH I0al0ThCS Ha iM'S HOro KepiBHUKA.

VY 3adBi, HE3aJIEXHO BiJ 3MICTy, PEKBI3UTH PEKOMEHAYETbCA pO3TALIOBYBAaTH Y Takid
MOCII1I0BHOCTI:

1) agpecar (mpaBopy4 BKa3yeThCsl MOCa/a, @ 3 HOBOTO psijiKa - MPI3BUIIE Ta 1HILIATH 0COOH, Ha YHE
IM'sl TTIOAETHCS 3as1Ba);



2) BIZOMOCTI PO 3asBHUKA (3a3HA4Ya€ThCs NMOBHA HAa3Ba MOCAH, MiCIle pOOOTH, MPI3BUIIIE, 1M'S, IO
0aThbKOB1 0CO0OH, sIKa TIOJIA€ 3a5BY).

OCKUIBKY TIpU MPUHHATTI HA poOOTY TepeadaueHo 3amoBHEHHS CIIeliabHOT (POpPMHU, 1€ BKA3YEThHCS
JIOMAITHS ajpeca, y 3asBi ii MOKHA HE 3a3Ha4yaTd. Y pasi 3BEpHEHHS /IO CYAy OCOOH, sKa HE €
MPalliBHUKOM arapary, aJipeca 3a3Ha4a€eThCsl i BKa3yeThcss HOMep TeseoHy;

3) Ha3Ba BUIY JOKyMeHTa (3asBa) PO3MINIYETHCS HMXKYE BIJOMOCTEH MPO ajpecara Ta 3asBHHUKA
MOCEPEINHI psAJIKA 1 MUIIEThCs 3 BeMUKOi itepu. ITicas cnoBa "3asBa" kpanka He CTaBUThCS;

4) TeKCT 3asiBH 03MiH_I €THCA 3 36331_1 Hi,I[ ciioBoM "3asgBa" 3 BEJIMKOI JIITEPH, 3 Bi,I[CT IIOM Yy TpH
>
pAaKU, O YITKO CI)OpM YJIIOE€THCA TCKCT 3asBU 3 JIAKOHIYHUM OGprHTYBaHHSIM.

Jlo OKpeMuXx 3asB JI0AI0THCS JOBIIKU. 30KpeMa, 10 3asBU MPO HABUAIBHY BIIIYCTKY 00OB'S3KOBO
JOA€THCSl BUKJIMK HABYAIBHOTO 3aKJIafy, a 0 3asBU MPO BIAMYCTKY MOXKE JIOJaBAaTUCS IOBiAKa 3
JKyBaJIbHOI yCTaHOBH.

[Ticns TekcTy 3asiBM BKa3yeThCs MEpENiK JIOAATKIB (KOMiH JTOKYMEHTIB). Y KiHII MPOCTaBIAETHCS
JaTa CKJIAJICHHS 3asBH 1, AKIIO BOHA BUKJIA/ICHA B MUCHMOBIH (HOpMi, 3aCBIIIYETHCS TAMACOM.

VYci 3asBH, OI0 MOAAIOTHCS TMPAliBHUKAMU amapary, 0OOB'S3KOBO Bi3y€ KEPIBHHK CaMOCTIHHOTO
MiIpO3/IUTy anapaTy Cyay, a B pa3i Horo BiICYTHOCTI - 0c00a, sika BUKOHY€E HOTro 0OOB'SI3KU.

SIkmio B 3asBi WAEThCS MPO HAJAHHS MaTepialbHOI JIOMOMOTH, BCTAHOBJICHHS HaJA0aBKH, TOMII
CTaBHUTHCS Bi3a KEpiBHHUKA (DiIHAHCOBOTO MiAPO3ALITY.

BisyBanHs 3asBH, MMOJAHOI 3a JOMOMOIOK aBTOMAaTH30BaHOI CHCTEMH JOKYMEHTOOOIry cyny,
3MIIACHIOETHCS IIUISIXOM MIPOCTABIISTHHSI BiIOBIIHOT BIIMITKH Y peecTpaliiiHiil KapTIi 3asiBH.

SIKI0 TOKYMEHT BUKIIQJICHUM Y MUCHMOBIM ¢opMi, Micis MiAnucy ocoOu, sika BI3ye NOKYMEHT,
BKa3YIOThCS 1HILIAJIM Ta MPi3BUIIE 1 IPOCTABISETHCS /1aTa Bi3yBaHHS.

3.7. Oco6,1MBOCTI AJIOBOACTBA 32 3aIMTAMM HA iHpopMaLio

3.7.1. Po6orta 13 3anmutamu Ha iHGOpMaIlito B Cy/i BeAeThCs BIANOBIAHO 10 3akoHy Ykpainu "lIpo
JOCTYM J10 my0siyHOoi iHdopmarii".

3.7.2. 3anuTH Ha iH(opMaIlito, 0 HAIXOAATh Ha aJIpecy Cyny, IpuiiMae 1 peecTpye KaHUENspis B
aBTOMATHU30BaHIi CUCTEMi JOKYMEHTOO0OITY Cyy.

3.7.3. Tlicns oTpuMaHHS Ta peecTpaiii 3amuT Ha 1H(QOPMAI0 TEePeIacThCsl KePIBHUKY amapary
cyny abo BU3HAUEHIN HUM BiAMOBIIaNbHIN 0COOI.

3.7.4. BianoBigp Ha 3amUT Ha iHQOPMALIIO HAJAE€THCS HA aJpecy, BKa3aHy 3allUTyBadyeM, Ta y
3anuTyBaHii popmi.

3.8. OcobsuBocCTi ALIOBOACTBA 3 NUTAaHb PO3IJALY 3BEepHeHb (3asB, CKapr,
npono3uuiin) gizuuynnx ado PUIMYHUX 0CI0

3.8.1. Po6oTa 3 nucbMOBMMH IIPOMO3HULIISIMH, 3asiBAMU Ta cKapramu (i3MYHUX a00 IOPUANYHHUX 0Ci0
(mami - 3BEpHEHHs), 10 HE MNUIIATaloTh PO3IJISAY B IMOPSJIKY TOCHOJAPCHKOrO CYJOYMHCTBA,
BEIEThCS Yy Cy/i BIANOBITHO 10 3akoHy Ykpainu "[Ipo 3BepHeHHs rpomajisiH", a TaKOXK y MOPAIKY,
BCTaHOBJIEHOMY NocTaHoBoro Kabinery MinictpiB Ykpainu Bin 14 kBitHs 1997 poky N 348 "lIpo
3aTBEpUKEHHs [HCTpYKIi 3 IIIOBOJCTBA 32 3BEPHEHHSMHU I'POMAJISIH B OpraHax Jep:KaBHOI BIaIy 1



MICIIEBOTO CaMOBpsIIyBaHHsS, O0'€MHAHHSAX TPOMAJsSH, HA MANPHEMCTBAX, B YyCTAaHOBAX,
oprasizarisx He3aJaeXHo B (opMm BiIacHOCTI, B 3acobax MacoBoi iHdopmartii".

3.8.2. OcobucTuii mpuiioM TpoOMajsH, y TOMY YHCJ TPEICTaBHUKIB HOPHUIAMYHUX 0Ci0, 3 MUTaHb
poboTH Cyny 3AIMCHIOIOTH TOJIOBA Cyly, HOTO 3acTyIHUKH, KEPIBHUK amapary Cyay Ta HOro
3aCTYITHUK.

3.8.3. I'padik ocodbHUCTOrO MPUHOMY IPOMAISIH Ta PEKUM POOOTH CyIy PO3MIIIYIOTh Ha CAlTi Cymy,
a TaKOX Yy Cy/l Ha CIIeIiaJIbHO MPHUCTOCOBAaHOMY CTEHJI1 (JIOIIIli OTOJIOMIEHb Cyay). Takoxk Ha CalTi
CyAy Ta CTeHJl MOke OyTH po3MillleHa iHIIa KOpUcHa iH(pOpMAaLlisi: CIHCOK CIPaB, MPU3HAYCHUX JI0
po3rsiay (moxaTok 18); 3pa3ku 3asB PO HAJIAHHS KOTIHM CyIOBUX PIIICHb, 3aITUTIB HA 1H(POPMAIIiTO,
BUTSTH 3 HOPMATUBHO-TIPABOBUX AKTIB, 10 BCTAHOBIIOIOTH PO3MIpH CIUIATH BiATOBIAHUX IJIATEXKIB,
IJIATIXKHI PEKBI3UTH TOIIIO.

3.8.4. 3BepHEHHS NPUHMAIOTHCA 10 PO3TJIISAY 3 YCiX MUTaHb, IO BITHOCATHCA O KOMIIETEHIIIT Cyay.

Jlo po3risiny He IpUMarOThCsl 3BEpHEHHS 0€3 MiANUCy (aHOHIMHI), Y SIKHX MICTATHCS HEIeH3ypHIi
BHpa3H, a TAKOXK HEMPUIATHI JUIST YATAHHS.

3.8.5. 3BepHEHHS MPUHMAIOTHCS, PEECTPYIOTHCS, PO3MOAUISIOTECS Ta BUKOHYIOTHCS B TOPSIKY,
nepeabaveHoMy mieto [HCTpyKIi€TO.

KonekTuBHI 3BEpHEHHS PEECTPYIOThCS 3 To3Ha4YKkor "KonekTuBHE" Ha TMpI3BUIIE MNEPUIOTO
3asiBHUKA, SIKOMY 1 HAPABISETHCS BIAOBIIb.

3.8.6. 3BepHeHHS, 110 HAIIAIUIA O CYNY, SIKI CTOCYIOTHCS AiSUIBHOCTI CYJy KEepiBHUIITBA, CYJIIB,
000B'SI3KOBO JIOBOJISITHCSI JIO BiJIoMa TOJIOBH CYYy.

3.8.7. 3BepHEHHs BBa)XKalOTbCS OINPALLOBAHWMHU, SKIO MOPYIIEHI B HUX MUTAHHS PO3IJISHYTI IO
CYTI, BYKUTO HEOOX1JHHUX 3aXOiB, HaJJaHO BIJMOBI/Ib 3aBHUKY B MUCBbMOBIH (€1EKTPOHHIN) dopmi,
a TAaKOX SKIIO MOPYIIEHI MUTaHHSA 3HATI 3 PO3IJIAY 3asABHUKOM, MPO IO € HOro MHCbMOBE
(eJIeKTpOHHE) TTOBITOMJICHHS.

3.8.8. Ilix wyac mnpuiloMy KEepiBHULTBOM Cyly TpoOMaJsiH B aBTOMATHU30BaHIH CHUCTEMI
JOKYMEHTO00Iry Cyay BEAEThCS OKPEMHUH KypHal MNpUHOMY TIpoMajsH, SKHH MICTUTh Taki
pexBizuTH: N 3/m, mpi3Bulle, iM's Ta MO 0aTbKOBI 0COOM, IO 3BEPHYJACh, CYTh IMOPYIIEHOTO
MUTaHHSA, BIAMITKA PO MoJaHi 0co00r0 Ha MpUHOMI TOKYMEHTH, BIIMITKA IPO 3aXO0JM pearyBaHHs
(momatok 19).

3.9. ®opmyBaHHSs HeNpoUeCyaJbHUX JOKYMEHTIB y CIIPABH

3.9.1. HenporecyanbHi JOKyMEHTH (OPMYIOTBCS y CIpaBUd 3a JOIMOMOTOI aBTOMAaTH30BaHOI
CUCTeMH JJOKYMEHTOOOITY Cy/y BiIMTOBIHO J0 3aTBEPXKEHOT HOMEHKIIATYPH CIIPaB.

3.9.2. Ilix yac popmyBaHHS CIIpaB CIiJ] JOTPUMYBATUCS TaKUX MPABUIL:

1) TpymyBaTH y cHpaBu MOCTIfHOro 30epiraHHsi TUIBKM OpUTIHATM JOKYMEHTIB (y pa3l ix
BIJICYTHOCTI - 3aCB1T4€H] KOITi);

2) He IOIYCKaTH BKJIIOYEHHS JI0 CIpaB MOCTIHHOTO 30epiraHHs YepHETOK, OCOOMCTUX JOKYMEHTIB,
PO3MHOXEHUX KON Ta JOKYMEHTIB, IO MIUISATAIOTh MOBEPHEHHIO (31 IITAMIIOM, IO HAJEKHUTh
1HIIIN YCTaHOBI);



3) rpynyBath y CHOpaBd JOKYMEHTH OJHOTO JUIOBOAHOTO POKY (32 BHUHSATKOM OCOOOBHX,
nepexigaux crpas). OcoOoBi cripaBu (HOPMYIOTECS BIPOJOBXK YChOTO Yacy poOOTH 0cOOH B Cy/ii;

4) rpynyBaTH y CIpaBU OKPEMO JOKYMEHTH IMOCTIHHOTO M TMMYacOBOTO CTPOKIB 30epiraHHs (K
BUHSTOK, JOKYMEHTU HOCTIHHOTO # THMMYacoBOTO CTPOKiB 30epiraHHs, MOB'A3aHi 3 BHPIIICHHSAM
OJTHOTO THWTAHHS, MOXYTh TPYIYBAaTUCS HPOTSITOM JIJIOBOJAHOTO POKY B OJAHY crpaBy. Ilicis
3aKiHUEHHSI IIJIOBOJTHOTO POKY 200 IMepe/] mepelaHHsaM CIIPaBH JI0 apXiBy Cy1y JOKYMEHTH MTOBHHHI
OyTH pO3KJIaJIeH1 32 OKPEMHUMH CIIPaBaMH 3T1THO 3 HOMEHKJIATYPOIO);

5) 10 crpaBu BKJIIOYATH JOKYMEHTH TLIBKH 3 OJJHOTO MHUTAaHHS a00 rpyNnu CHOPIAHEHUX MUTaHb, 1110
CTQaHOBJIATh €IMHUHA TEMaTHYHHHA KOMIUIEKC, HA IIOYaTKy CIpPaBH BMIIIYIOTh iHIIIaTUBHUN
JOKYMEHT, a MOTIM JTOKYMEHT-BiJIOBi/Ib Ta BCl I1HIII JOKYMEHTH B JIOTIYHIM ITOCIIJJOBHOCTI Ta

XPOHOJIOI'1 1X BUAAHHA.

3.9.3. SIKmo JOKYMEHTH 3a 3MICTOM 1 CTPOKOM 30epiraHHs He MOKYTb OyTH 3TrpyIIOBaHi y CIIpaBH,
nependadeHi HOMEHKIIATYPOIO, TO 3aBOJIUTHCS HOBA CIIpaBa 3 0OOB'SI3KOBHM YHECEHHSM ii Ha3BU Ta
CTPOKY 30epiraHssi B [1if04y HOMEHKJIATYpY CIIpPaB.

3.9.4. CnpaBa ne noBuHHa nepesuiyBatu 250 apkymri (30 - 40 MM 3aBTOBIIKH).

3.9.5. HopmaTuBHi akT (IOJOXEHHS, MpaBUia, IHCTPYKII TOIIO), 3aTBEP/HKEHI PO3MOPTINMHU
JIOKyMEHTaMH (HakKa3aMu, IOCTaHOBAaMHM, DIIICHHSIMH), YMIIIYIOTbCS y CHpPaBH pa3oM i3 IUMHU
JTOKYMEHTaMH.

Haxasu Ta po3nopspkeHHs 3 OCHOBHOI JISUTBHOCTI; MPO MPUKAHSTTS, NMEPEBEACHHS, 3BiUIbHEHHS,
320XOYCHHS, CYMICHUITBO INMpPALiBHUKIB; PO HAJaHHs BiJIIyCTOK; IIPO HAKJIAJCHHS CTSATHEHb Ha
MPAaLiBHUKIB, BIAPS/DKCHHA MPAliBHUKIB, 3 aJMIHICTPATHBHO-TOCIIOAAPCHKUX MUTAaHb TOIIO
TPYIYIOTHCA B Pi3HI CIIPABH.

3.9.6. JlokymMeHTH 3aciiaHb 300piB, Hapaj TOIIO IPYIYIOThCS Y JIBI CIIPABU:
1) mpoTokou i1 TOKYyMEHTH 710 HUX (AOMOBI1, JOBIAKH, IPOEKTH PIIIEHb TOILO);

2) NOKYMEHTH 3 oprasizauii Ta HpOBEACHHs 3aciJaHb (IMOPAJOK IEHHUM, CHHCOK 3alpoIleHUX,
MakeT pO3CaPKEHHS, epesIiK 0ci0, 0 BUCTYNAIOTh, TOLIO).

[IpoTokonu rpynyroThes y CHPaBU y XPOHOJOTIYHOMY IMOPAAKY 1 32 HOMepaMu. J[okymMeHTH 10
3aciJlaHb CHUCTEMaTH3YIOThCS 3a JaTaMM W HOMEpaMHu MPOTOKOJIB; BCEPEAUHI IPyNH JOKYMEHTIB,
1110 CTOCYIOTBCSI OTHOTO MPOTOKOIY, - 32 MOPSIKOM JIEHHUM 3aCiIaHHs.

3.9.7. 3anuTu CyaiB Ta IHIIMX OpPraHiB i JOKYMEHTH, MOB'A3aH1 3 IXHIM BUKOHAHHSIM, IPYIYIOTbCS Y
CIpaBU 3a HampsMamMH AisUIbHOCTI cyny. Ilpn HeBenMKill KUIBKOCTI TakMX JOKYMEHTIB BOHH
dbopMyIOTECST B OJHY cCHpaBy. BcepemuHi crpaBu JOKYMEHTH CHCTEMATH3YIOTHCS 3a JIaTaMH
3aIUTIB.

3.9.8. 3aTBep/pKeHi MJIaHM, 3BITH, KOIITOPUCU TPYMYIOTHCS y CIpaBaX OKPEMO BiJl NMPOEKTIB IMX
JTIOKYMEHTIB.

3.9.9. JluctyBaHHS TPYNYy€ETHCS 332 3MICTOM 1 KOPECTIOHIEHTCHKOIO O3HAKOK) 1 CUCTEMATU3YEThCS Y
XPOHOJIOT1YHIHM TTOCIITOBHOCTI: JOKYMEHT-BIATOBIAb /1€ 32 JOKYMEHTOM-3aITUTOM.

3.9.10. Oco6oBi cripaBu MpaIiBHUKIB Cyy BEAYTHCS Y BU3HAYCHOMY 3aKOHOIABCTBOM IMOPSIIKY.



3.9.11. Oco0oBi paxyHKH IMpaliBHUKIB, BiIOMOCTI HapaxyBaHHs 3apo0iTHOI TUIATH Ta 1HINI MOAIOH1
(hiHAHCOB1 IOKYMEHTH CHUCTEMATHU3YIOThCS B MEXKaxX POKY B ayipaBITHOMY MOPSAKY 3a MPi3BULIAMU
a0 MOMICAYHO.

4. APXIBHA POBOTA B CY I

4.1. CkiaajaHHs HOMEHKJIATyPH CIIPaB

4.1.1. Y cynl ckiagaroTbcs HOMEHKJIATypu CHpaB IMiAPO3JIUTIB amapary cyay 1 3BeneHa
HOMEHKJIaTypa crpas cyay (nogarok 20).

Homenkiatypa crmpaB migpo3auiiB amapaTy Cyay po3poOisieTbes He mi3Hime 15 nucromana
MMOTOYHOT'O POKY MOCAI0OBOIO 0COO0I0, BiIMOBIAATLHOIO 32 JUIOBOACTBO Yy MiAPO3ALUIL anapary Cymay,
Ha MIICTaBi JOKyMEHTIB 3 YCiX MUTaHb HOTO JisITLHOCTI.

3BeJZieHa HOMEHKJIATypa CIIPaB CKJIAJIA€ThCs CIIyKOO0I0 AUJIOBOJICTBA HA OCHOBI HOMEHKJIATYp CHpaB
MiIPO3ILTIB anapaTy cyay.

MeTtoanyHa JonoMora y CKJ'Ia,Z[aHHi HOMCHKIJIATYp CIIpaB HAAA€TbCA apXiBOM cyay.

4.1.2. 3a ckiagaHHsd HOMEHKJIATYpW CHpaB Ta il BEJCHHS BiANOBiNaEe ciyx0a MiIOBOJACTBA 3a
y4acTIO apXiBy CyAy.

4.1.3. Ilig yac ckJIaAaHHS HOMEHKJIATYPH CIPaB CYAY CIiJl BUKOPUCTOBYBATH IOJIOXKEHHS IPO
CTPYKTYPHI MiAPO3ALIH, IITATHI PO3MUCH CYly, HOMEHKJIATYpPY CIIpaB CyIy 32 MUHYJI POKH, THUIIOBI
Ta rajy3eBi Nepesiky 13 3a3HaYeHHAM CTPOKIB 30epiraHHs IOKYMEHTIB.

4.1.4. I1lix yac ckajiaHHs 3BeJICHOI HOMEHKJIATYPH CIIpaB y CyJi BUKOPUCTOBYIOTbCS CTPYKTYPHUH
npuHUMI ii modyxosu. Po3ninamu y Takii HOMEHKJIATypl ClpaB € HallMEHYBaHHS CTPYKTYPHUX
niapo3aitiB. [Ipy HboMy nepiuM po3aijIoM HOMEHKIATypH 3a3Ha4aeThesl CITy»0a J1I0BOJICTBA.

4.1.5. T'padm HOMEHKIIATYpH CIIpaB Cy1y 3alIOBHIOIOTHCS] TAKUM YHHOM:

1) y rpadi 1 mpocraBisitoTbes 1HIEKCH KOXKHOI crpaBH. [HAEKC crpaBU CTPYKTYPHOTO MHiAPO3ALTY
CKJIAJJAa€ThCS 3 1HAEKCY CTPYKTYPHOIO MiAPO3ALTY CyIdy Ta MOPSIKOBOIO HOMEpa CHpaBU B Mekax
IPO3ALTY;

2) y rpadi 2 BKa3yrOThCS 3arojIOBKU cripaB (TOMIB, yacTHH). [lopsaok po3TairyBaHHs 3aroJOBKiB
CIpaB Yy HOMEHKJIATypi CIpaB Cy/ly BU3HAYAETHCS CTYIEHEM Ba)KJIMBOCTI JOKYMEHTIB CIIpaBH Ta iX
B3a€MO3B'sI3KOM. Ha movaTky po3MIIIYIOThCS 3ar0JIOBKH CIIPaB IMIOJ0 JOKYMEHTIB, sIKI HaIIHAIILINA
BiJl OpraHiB BMIIOIO PIBHA, Jajdi - II0JI0 OpraHi3aliiHO-pO3NopsAa4oi JOKYMEHTallli, MJIaHOBO-
3BITHOI JIOKYMEHTAIIli, TUCTyBaHHs, O0OJIKOBO-TOBIJKOBUX BHU/IIB JIOKYMEHTIB. 3arojOBOK CIPaBH
MOBMHEH YITKO, B y3arajibHeHiil (hopMi BioOpa’kaTh OCHOBHUH 3MICT 1 CKJIaJ JOKYMEHTIB CIIPaBH:
Ha3By BUAY cCHpaBU (JIUCTYBaHHs, *XypHayu) abo pi3HOBHJ JOKYMEHTIB (HaKa3u, MPOTOKOJH);
KOPOTKHI 3MICT JOKYMEHTIB CHpaBu Tomlo. He aomyckaeTbcs B)KMBaHHS B 3arojlOBKax CIIpaB
HEKOHKpeTHUX (opMyitoBasb ("Pi3Hi MaTepianu", "3aranpHe JIMCTyBaHHS" TOIO);

3) rpada 3 3amoBHIOETHCS MICHSI 3aKIHYSHHSI KaJIEHIApHOTO POKY;

4) y rpadi 4 3a3HavaeThCA CTPOK 30€piraHHs CIpaBH, HOMEP CTATTI 3a MEPETIKOM JOKYMEHTIB i3
CTpOKaMu 30epiraHHs;



5) y rpadi 5 HOMEHKJIATypH CIpaB YIPOAOBXK POKY, HA SIKUI BOHA CKJIQJCHA, POOJISATHCS O3HAYKU
PO BKJIIOYCHHS HOBHX CIIPaB, NP0 MEpEXifHi CIpaBH, PO BHIUICHHSA CIIPaB 0 3HHUIICHHS, PO
0ci0, BiINOBITANILHUX 32 (POPMYBAHHS CIIPaB, MPO Mepeavy Crpas 10 apXiBy Cy1y.

4.1.6. JIo HOMEHKJIaTypH CIIpaB HE BKIIIOYAIOTHCA IPYKOBaHI BHJAHHS, OpOIIypH, TOBIIHUKH,
OrosieTeHi (KpiM CTaTUCTUYHHUX ), peepaTuBHi )KypHaAIH, eKCIpec-iHdopmMarlis TOIIO.

4.1.7. Koxna cmpaBa, BKJIIOYEHAa O HOMEHKJIATypH, IOBHHHAa MaTH YMOBHE IIO3HAYECHHS
apaOcbkuMu mEdpamMu - iHIAEKC. Y pas3i HasgBHOCTI y cIpaBl TOMIB (YacTHH) 1HACKC CTaBUThCS Ha
KO>)KHOMY TOMI 13 3a3Ha4eHHAM: T. 1, T. 2 TowIO.

4.1.8. HoMmeHkIaTypa crpaB Cyay CKIAAA€ThCsA Y YOTUPHOX MPUMIPHUKAX, KOXKEH 3 SKHX MOBHHEH
MaTH rpuQ TOTOPKEHHS 3 BiIIOBIIHOKO IEPKABHOIO apXiBHOI YCTAaHOBOIO.

[TpuMipHHKH HOMEHKJIATYpPH CIIPaB PO3MOIUISIOTECS B TAKOMY TOPSIIKY:

1) mepmuii (HeQOTOPKAHUI) MPUMIPHUK HOMEHKJIATYPH CIIPaB 30€piraeThes y ciayK0i TiJI0OBOJICTBA;
2) ApyrHii BUKOPUCTOBYETHCS CITY>KOOIO A1TOBOACTBA SIK POOOUHIA;

3) TperTiii mepenaeThest 10 apXiBy CYIy JUTSI KOHTPOJIIO 32 ((OPMYBaHHSM CIIPaB;

4) deTBepTHIl HAACHIAETHCS 1O BIANOBIAHOI JIep>KaBHOI apXiBHOI yCTaHOBH, Yy 30HI
KOMIUICKTYBAHHS IKO1 Iepe0yBa€ Cy/I.

[ligpo3minmu  amapary cyay OTPUMYIOTh BHTSTH 3 BIANOBIIHUX PO3JUTIB  3aTBEPIKEHOT
HOMEHKJIATYPH CIIPaB JJIsl BUKOPUCTAHHS y POOOTI.

4.1.9. V KiHLll pOKYy HOMEHKJIATypa CIIpaB CyJ1y O0OOB'S3KOBO 3aKpUBAETHCS MIJICYMKOBUM 3aIHCOM,
SIKUU MIJNUCY€e KEPIBHUK CIyKO0HU NinoBoAcTBa. [Ipo ¢pakTuuHy HasBHICTh 3aBEJEHMX 3a pIK CIIPaB
MOB1IOMJISIETbCS KEPIBHUK apXiBY cyay (0coba, BiAMOBIAaIbHA 3a apXiB).

4.1.10. Homenknarypa cmpaB cyay HIOpOKY (HE MI3HIIIE JIUCTOMANA - TPYAHS) MEPersgacThCs,
aHAJI3y€eThCS 1 YTOUHIOETHCS.

HomeHnknarypa cropaB cyany 3aTBEpAXKyeThCs KEpIBHMKOM amapaTy Cy[qy He Ii3Hille TpyaHs
MONEPEAHBOT0 POKY, YBOJAUTHCS B JIit0 3 1 CIYHSI HACTYNHOIO KaJEHAApHOTO POKY, € TOKYMEHTOM
MOCTIHOTO 30€epiraHHs Ta BKIOYAETHCS K PO3/11J1 HOMEHKIATYpPH CIIpaB CYAy.

4.1.11. HomeHknarypa clpaB CyAy CXBalIO€ThCs eKcrepTHorw Kowmiciero (mami - EK) cyay rta
MOTO/IKY€EThCSL €KCIEpTHO-TIepeBipHOt0 Komicieto (nanmi - EIIK) BinmoBigHOi fepxaBHOI apXiBHOI
YCTAHOBU OJIMH pa3 Ha M'ATh POKIB a00 IOPIYHO Yy pa3i iICTOTHUX 3MIH Yy CTPYKTYypi, PYyHKIIAX Ta
Xapakrepi poOOTH CyAy, HICHs YOTO 3aTBEPKYETHCS KEPIBHUKOM arapary Cyay.

4.2. ExcniepTu3a HiHHOCTI JOKYMEHTIB

4.2.1. ExcnepTu3a IIHHOCTI JOKYMEHTIB CYAYy TPOBOAMUTHCS 3 METOI0 BHECEHHS iX 10
Hamionanenoro apxisHoro ¢onay (mani - HA®) abo BuiiydeHHS 3 HbOTO, MPOBEACHHS TPOILIOBOI
oliHKA JokyMeHTiB HA®, BigHeceHHs iX 40 Kareropii yHIKaJbHMX 1 BCTAHOBIIEHHS CTPOKIB
30epiraHHs JOKYMEHTIB, 0 HE TISTal0Th BHeCeHHIO 10 HAD.

4.2.2. ExcrnepTu3a IIHHOCTI JOKYMEHTIB CYyAy HpPOBOAMTHCS 3a NPUHLUIAMU Ta KPUTEPISIMH,
BCTAHOBJIEHUMHU HOPMAaTHUBHO-ITPAaBOBHMHM aKTAMH.



4.2.3. lna oprani3auii i IpoBeIEHHS EKCHEPTU3M LIHHOCTI JOKYMEHTIB Y CyIi YTBOPIOETHCS
MOCTIHHO Airo4a excriepTHa komicis (mam - EK).

OyHKIiT, mpaBa Ta 00OB'SI3KM €KCIEPTHOI KOMICii, a TaKoK oprasizaiis ii poOOTH BU3HAYAIOTHCS
BiJIMTOBITHAM ITOJIOXKCHHSIM, SIKE 3aTBEP/KYETHCS KEPIBHUKOM arapary Cyay.

4.2.4. lo cxknany EK cymy BKIHOYarOTbCS KEPIBHUK CIIYKOH I1JIOBOJICTBA, KEPIBHUK apXiBY Cymy
(ocoba, BigmoBigaNbHA 32 apXiB), MPAIIBHUKY anapary Cyay, OKpemi Cyi (3a 3roJior), a TaKox
npencraBauku EITK BiamoBinHOT nepkaBHOT apXiBHOT YCTaHOBH.

4.2.5. 3 nuTaHb opraHizaiii Ta METOJUKH MPOBEACHHS EKCIepTU3H MiHHOCTI qoKkymMeHTiB EK cyny
KEpYEThCA MpaBUIIaMH, IHCTPYKILISAMH 1 peKOMeHIalisiMu Jlep>kaBHOi apXiBHOI City>kOu YKpainu Ta
nojoxxeHHsam npo EK.

4.2.6. EK mpairtoe BiIlOBITHO A0 PIYHOTO TUIAHY, IKMK 3aTBEP/KYEThCS KEPIBHUKOM amapary Cyay,
1 3BiTYe mepen HUM Ipo mpoBeaeHy podoty. 3acizanns EK npoBoasTecs He piiie 0AHOTO pazy Ha
PIK 1 BBOKAIOTHCS MPAaBOMOXKHUMH, SIKIIO HA HUX MPUCYTHI HE MEHII SIK Bl TPETUHU CKJIa/ly YICHIB
KOMICIi.

4.2.7. Pimenns EK 3 mpoBeneHHS eKCIEPTH3U I[IHHOCTI JOKYMEHTIB MPHUIMAEThCs OUIBIIICTIO
roJIOCiB, O(OPMITIOETBCS TPOTOKOJIOM, SKHH IINUCYIOTh TonoBa (y pasi HOro BiJICYTHOCTI -
3aCTYMHHK) 1 CEKpeTap Kowmicii, Ta HaOuWpae YMHHOCTI 3 MOMEHTY 3aTBEP/KEHHS MPOTOKOIY
3aciZlaHHs KOMICii KEepiBHUKOM amapaTy CyAdy, 3a pillleHHSM sIKOro Oylia yTBOpeHa Kowmicis. Y pasi
BiJIMOBH 3aTBEPAUTH IIPOTOKOJ 3acilaHHs KOMICii 3 MPOBEACHHS €KCIEPTU3H IIHHOCTI TOKYMEHTIB
ii romoBa Moxke 3BepHyTHCH 31 ckaproro no EIIK BimmoBimHOi aep)kaBHOI apXiBHOI YCTaHOBH,
PIIICHHS SIKOT € OCTATOYHHM.

4.2.8. Cekperap EK cyny 3a BkasiBkamu ii ronoBu 3a0esneuye cknukanHs EK cyny, cknanae
MPOTOKOJIU 3acifiaHb, JOBOJUTH JI0 BiJloMa MIAPO3AUTIB 1 BIAMOBIAHUX MPAIlIBHUKIB anapary Cyay
pimenHs EK, 3xiiicHioe 001k 1 3BITHICTB PO 11 poOoTy, Beae nokymenTanito EK cyny i 3abezneuye
il onepatuBHe 30epiraHHs.

4.2.9 ExcriepTH3a IIHHOCTI JOKYMEHTIB Cyly 3A1MCHIOETHCS IIOPIYHO CIYX OO0 1JI0BOACTBA pa3oM
3 EK cyay mix MeToaMyHUM KepiBHUIITBOM apXiBYy cyy abo ocoOu, BiANOBIAAIBHOI 32 apXiB.

4.2.10. ITix yac mpoBeJeHHS €KCIIEPTU3H LIIHHOCTI 3/11HCHIOETHCS B1I0IP IOKYMEHTIB IMOCTIHHOTO Ta
TpuBasoro (moHan 10 pokiB) 30epiraHHs AJs NepeJaHHs A0 apXiBy Cyqy, BU3HAUEHHs JJOKYMEHTIB
THMYacoBOI0 30epiraHHs y CTPYKTYpHHUX MIApO3[UIax amapaTy Cy1y, BUIyYEHHS JJIsl 3HUIICHHS
JOKYMEHTIB 1 CHOpaB 3a MHHYJII POKHM, CTPOKHM 30epiraHHs sKuX 3akiH4uiaucs. OJHOYacHO
MepEeBIPAIOTHCS AKICTh 1 TOBHOTA YMHHOI HOMEHKJIATYPHU CIIpaB, MPABHIbHICTh BU3HAYEHHS CTPOKIB
30epiraHHs crpaB, IependaueHUX HOMEHKIATypolo, JOTPUMaHHS BCTAHOBJIEHUX IpaBHII
o OpMIIEHHS JOKYMEHTIB Ta (JOpMYyBaHHSI CIIPaB.

4.2.11. Crpoku 30epiranns crnpas cyay (KpiM CyJ0OBUX CIIpaB) BU3HauyaroThCs [lepenikoM TUIOBHUX
JOKYMEHTIB, 110 CTBOPIOIOTHCS IiJl Yac MAiSJIBHOCTI OpraHiB JEp>KaBHOI BIaJud Ta MiCLIEBOTO
CaMOBpSIIyBaHHSI, IHIIUMX YCTAaHOB, HIANPUEMCTB Ta OpraHizauid, 13 3a3HAYEHHSM CTPOKIB
30epiraHHsa JJOKYMEHTIB, 3aTBEp/PKEHUM Haka3oM MiHictepcTBa roctullii Ykpainu 12 kBiTHs 2012
poky N 578/5.

4.2.12. Ctpoku 30epiraHHsi CyI0BHUX CIIpaB, JOKYMEHTIB OOJIIKY CYJOBMX CIIpaB Ta MaTepiaiis,
IHIIMX JOKYMEHTIB, MOB'A3aHUX 13 31HCHEHHSIM MpPaBOCYI/sl, BU3HaualoThes [lepenikoM cyaoBHUX
CrpaB 1 JOKYMEHTIB, 1[0 YTBOPIOIOTHCS B AISUIBHOCTI CyAy, 13 3a3HAYEHHSM CTPOKIB 30epiraHus,
3aTBepIKeHUM Haka3oM JlepxaBHoi cymoBoi aamMinicTpauii Ykpainu Big 11 mororo 2010 poky N
22,



4.2.13. Crmpasu 3 no3naukoro "EIIK", y SKMX eKCHepTH30I0 I[IHHOCTI BCTaHOBJECHA HAasBHICTb
JIOKYMEHTIB TIOCTIHHOTO 30epiraHHs, MiIATalOTh mepe@opMyBaHHIO. J[OKYMEHTH TOCTIMHOTO
30epiraHHs, BUAUIEH] 13 3a3HAYEHUX CIpPaB, 00'€THYIOTHCS B CAMOCTIIHI ClipaBu ab0 MPUETHYIOTHCS
JI0 THIIMX OJHOPIMHUX cripaB. OnpaBieHHs 3HOBY C(POPMOBAHUX CIPAB 31HCHIOETHCS TIIBKH MICIIS
3aKiHUEHHSI eKCIIEPTU3H IIIHHOCTI JJOKYMEHTIB.

4.2.14. Tlig yac TPOBENCHHS EKCIEPTU3M LIHHOCTI BUSBJICHI AYOJETHI NOKYMEHTH, YEPHETKH,
Heo(hOpPMIICHI KOl HiJIAraloTh BUIYYEHHIO 31 CIIPaB MOCTIMHOTO 30€epiraHHs;.

4.2.15. Y pa3i BCTaHOBJICHHS y MPOLIECi €KCIIEPTU3H IHHOCTI (PaKTiB HECTadi JOKYMEHTIB 1 CIpas,
10 PaxylThCS 32 HOMEHKJIATYpOIO, BIATOBIIHIUMHU MiAPO3IIaMH anapary Cyay 3AiHCHIOETBCS 1X
po3mryk. Y pasi HEraTHBHOTO pe3yibTaTy PO3IIyKYy KEpiBHHMK amapaTy cyay 3a moxanHsMm EK Ta
apxiBy CyIy 3aTBEpPKYye akT IPO HecTady apXiBHHUX CIpaB (IOKyMeEHTIB) (momaTok 21), cTBOproe
KOMICIIO 31 CIIy’KOOBOTO pO3CIiAyBaHHS, IpU3HAYaEe CIyKO00Be PO3CIiAyBaHHS 1 BXKUBAE 3aXOAU
II0/10 MIPUTATHEHHS 0 BiINOBIAaIbHOCTI 0Ci0, BUHHUX y BTpaTi JOKYMEHTIB abo cmpas. JloBingka
Ipo TPUYMHU BIJCYTHOCTI JOKyMEHTIB a0o cmpaB, MignucaHa KEpPiBHUKOM BiJIOBiTHOTO
HiIPO3 /1Ty armapary Cyay, NepelaeThes 10 apXiBy Cyy.

4.2.16. 3a pe3ynpTaTaMu €KCHEPTU3U I[IHHOCTI B CYAl CKIAJAOThCS OMUCHU CIIpaB MOCTIHHOTO,
TpuBajoro (monax 10 pokiB) 30epiraHHs Ta 3 KaJIpoBUX MUTaHb (0COOOBOTO CKIIAAY), a TAKOXK aKTH
PO BUJIYYEHHS JUId 3HMILEHHS crpaB, He BHeceHux 10 HA® (momarox 22). Ilpu wupomy
BpPaxOBYIOThCSl Taki NpuMiTkH, sk "Jloku He muHe morpeba", "Jlo 3aminm HOoBuUMH", "Ilicis
3aKiHUEHHsI CTPOKY AOroBOpY" TOIIO.

4.2.17. Bigbip IDOKYMEHTIB, CTpPOKM 30€piraHHs fKUX 3aKiHYWIWCS, Ta CKJIaJaHHS akKTa Mpo
BHJTYYCHHS IMX JOKYMEHTIB JUIsl 3HUIICHHSI 3IIHCHIOIOTHCS IMiCIs 3BEJICHHS OIMCIB CIPaB Cyay 3a
BIJIMOBIAHMIM mepion. 3BeeHI onucH 1 akT posrisaaroTees EK cyny onnouacno. CxBaneni EK cyny
OIIMCH CIIPaB, aKTU PO BUITYUYCHHS IS 3HHUILNECHHS JOKYMEHTIB pa3oM MoarThes Ha posrisia EITK
BIJIMOBIAHOI AepKaBHOI apXiBHOI yCTaHOBH.

4.2.18. Cxsaneni EIIK BiamoBigHOi AepxaBHOi apXiBHOI YCTAaHOBHM ONKMCH CIpPaB MOCTIMHOIO
30epiranHs, a TaKOK MOTOJIKEH]1 HEIO OMMCHU CIIPaB 3 KaJpOBUX MUTAaHb (0COOOBOTO CKJIaly) Ta aKTH
PO BWUTYYEHHS JUIS 3HUIICHHS JIOKYMEHTIB 3aTBEP/DKYIOTHCS KEPIBHUKOM amapary Cyay, IMicis
YOro JOKYMEHTH MOXYTb OyTH 3HMIIEHI.

4.2.19. CrpaBu BKIIOYAIOTHCS B aKT MPO BWIIYYEHHS X ISl 3HUIICHHS, SKIO TependadyeHuid s
HUX CTPOK 30epiraHHs 3aKiH4YMBCS 10 1 CIYHS POKY, y IKOMY CKJiajaeHui akt. Hampukinan, copasu 3
TPUPIYHUM CTPOKOM 30epiranns, 3akiHdeHi y 2011 pori, MOXyTh BKJIIOYATHCS B aKT, 10 Oyxae
ckianeHuit He panime 1 cigns 2015 poky, 3 N'ITUPIYHUM CTPOKOM 30epiraHHs - He paHime | ciuHs
2017 poky 3 ypaXyBaHHAM IPUMITOK, 3a3HaYEHUX Y BIJIMOBIIHUX NepeniKax JOKyMEHTIB.

4.2.20. AKT mpo BUIyYEHHS JOKYMEHTIB JJisl 3HUIICHHS CKJIAJAEThCS Y IBOX MPUMIpPHHUKAX Ha BCl
CIpaBH Cyay B IiioMy. Ha3Bu oHOpITHUX CrpaB, BiAiOpaHUX J0 3HUIICHHS, BHOCSITHCS B aKT ITiJ{
3araJbHHUM 3aroJIOBKOM 13 3a3HaU€HHSAM KUJIBKOCTI CIIpaB, BKIOYEHHUX J0 KOXKHOI TPYIIH.

4.2.21. Ilpu BHeceHH1 10 aKTa MPO BUIYyYEHHS JUIsl 3HUILEHHS TOKYMEHTIB, He BHeceHuX 10 HAD,
CYZIOBI CIIpaBU BHOCSTBCS i/l 3arajbHUM 3aroJIOBKOM. Y NPUMITKax akTa 3a3HadaeTbes: "[leperik
CIPaB Cyny, 3 SIKUX BHJIyYE€HO OPUTIHAIM CYIOBUX PIIIEHb, JOJAETHCS "

4.2.22. Y peectpaliifHiii KapTii poOUTHCS BIIMITKA MPO TE, MO CIpaBa 3HUIIEHA, 3a3HAYAETHCS
JlaTa CKJIaJaHHs aKTa.

4.2.23. AXTH npo BUITyYEHHS JOKYMEHTIB Ul 3HUIICHHS MalOTh BaJOBY HyMepalliio, MOYNHAIOYH 3
N 1.



4.2.24. CripaBw, BiaiOpaHi JUIst 3HUIIEHHS, ICJIs IOTOPKEHHS Ta 3aTBEPKECHHS aKTiB MEPEAaloThCs
opraHizarisiM 13 3aroTiBji BTOPMHHOI CHPOBMHHU 3a HAKJIQJHUMH, Yy SKHX 3a3HAYa€ThCA Bara
MarnepoBoi MakKyJaTypH, IO NepefaHa ais nepepoOku. /lara mepenaHHs JOKYMEHTIB, iX Bara Ta
HOMEp HakJaJHOI BKa3ylOThCSl B aKTaXx MNP0 BHUJUICHHS JOKYMEHTIB 10 3HMIIeHHA. Lli aktu
BMIIIYIOTBCS Y CIIpaBy apxiBHOTO (POHIY CyIy Ta 30epiratoThCs B apxXiBi Cyay.

4.2.25. Sxmo oOcsr crpaBs, 10 BHIIICHI 10 3HUINEHHS, HE 3HAYHUN, BOHH MOXXYTh OyTH CHaJICHI,
PO IO B aKTi pOOUTHCS MO3HAYKA.

4.2.26. TlopsnoKk 3HMIICHHA JOKYMEHTIB 1 cmpaB 3 rpudom "Jlns ciayxO0BOro KopucTyBaHHS"
BU3HAYAETHCS CHENIANbHOI0 [HCTPYKITi€TO.

4.3. OopMiieHHs clIpaB Ta NMepeJaHHs A0 apXiBy CyAy Ha 30epiraHHs

4.3.1. CyznoBi cripaBu MiIAraroTb oQPOPMIICHHIO TICHIS 3aKiHYEHHS MPOBAHKEHHS, 1HIII CIIPaBH y
TTOBOJCTBI cyy (Hapsiam) - MiCHs 3aKiHUEHHSI IOTOYHOTO POKY.

4.3.2. 3anexHo BiJ CTPOKIB 30epiranHs MPOBOAUTHLCS MOBHE a00 YaCTKOBE O(OPMIICHHS CIIPAB.

[ToBHICTIO OQOPMITIOIOTECS CYZOB1 CIIpaBH, CHpPaBU MOCTIMHOrO Ta TpuBanoro (monag 10 poxiB)
30epiranHs, CIIpaBH 3 KaIPOBUX MUTaHb (0COOOBOTO CKIIAIY).

[loBHe odopmiieHHsI cripaBH Tependadae: MiAMIUBAHHS CIPABH; HYMEPAlil0 apKyIIiB CIpPaBH;
CKJIaJaHHs BHYTPILIHBOI'O ONMCY JOKYMEHTIB CIIpaBM; CKJIAJaHHs 3acBIAYyBaJbHOIO HAIUCY
(momatok 23); BHECeHHS HEOOXITHMX YTOYHEHb y PEKBI3UTH OOKIAJUHKU CIpaBH (yTOUHEHHS
1H/IEKCYy Ta 3aroJIOBKa CIIpaBH, ATy TOLIO).

YacTtkoBO 0(pOpPMITIOIOTHCS CIIpaBU TUMYAcOBOTO (110 10 poKkiB BKIIFOYHO) 30epiraHHs: AOMYCKAEThCS
30epiratu cpaBy y IIBUIKO3IINBAYAX, HE IPOBOAUTH TOBTOPHY CUCTEMATHU3ALIII0 JOKYMEHTIB.

3 MeToro 3a0e3neueHHs 30epiraHHs Ta 3aKpiIUICHHS MOPSJIKY PO3MILIEHHS JOKYMEHTIB, BMIILIEHUX
70 CIpaBM, yCl apKyll, KpiM apKylliB 13 3aCBIIYyBaJIbHUM HalKCOM Ta BHYTPIIIHIM OIHUCOM,
HYMEPYIOTbCSl apaOChKUMHU LUGpPaMU Yy MpaBOMYy BEpXHbOMY KyTi, HE 3aillalOYM TEKCTY
JIOKYMEHTA, YOPHUM TpadiTHUM OJIiBLIEM 200 MEXaHIYHUM HYMEPATOPOM.

4.3.3. O6knaMHKa CpaB MOCTIIHOrO Ta TUMYAcOBOI'0, y TOMY 4ucii TpuBajioro (rmoHasa 10 pokis),
30epiranHs 0OPMITIOETHCS 32 BCTAHOBJIEHOIO (hopmoto (HoaaTok 24).

3a60pOH}I€TLC$I HAKJICFOBAHHS TUTYJIBHOI'O apKyIlla Ha 06KJ'IaI[I/IHKy CIIpaBH.

4.3.4. 3akiHY€HI JUIOBOJCTBOM CIpaBU MOCTIMHOTO 30epiraHHs, 3 KaJpoBHX NHUTaHb (0COOOBOTO
ckiany) i Tpusanoro (moHasa 10 pokiB) CTpOKiB 30epiraHHs MOBUHHI 3aBaTUCS JI0 apXiBY CYAY AJs
HACTYITHOTO 30epiraHHs if BUKOPUCTAHHS. IX TepenaBaHHs 3/iHCHIOETHCS TiNBKU 32 OMIMCAMH CIPAB.
CropaBu TtumuacoBoro 36epiranus (1o 10 pokiB BKJIIOYHO) MOXYTh IEpeAaBaTUCS B apXiB Cyay
yepes 2 poKH.

[lepenanus crpaB 10 apXiBy CyAy 31HCHIOETHCS 3a TpadikoM, CKIaIEHUM CITy>K0010 J1II0BO/ICTBA,
MOTO/KEHUM 3 KepiBHUKaMH MIAPO3AUIIB amapary Cyay 1 3aTBEpPKEHHUM KEpIBHUKOM amapary
cyny.

4.3.5. J1o3B1J Ha MepelaHHsI CY0BOI CIIpaBU J0 apXiBy CyAy Aa€ CYAJs, IiJl TOJOBYBaHHSIM SIKOTO
PO3TIISIHYTO CIPaBY, 3aCBIAYMBIIN 1€ CBOIM MIAMKMCOM i3 3a3HAYEHHSM JIaTH y JOBIIKOBOMY JIHCTI
oOKJTaIMHKH Cy0BO1 cipaBu. Ha oOkaguHIli cripaBu 3a3HavaeThes Hanuc "'J{o apxiBy".



IIpu HamaHHI J03BOJy Ha MEpeJaHHS CYIOBOi CHOpaBU 10 apxiBy CJIi KepyBaTHUCh TaKUMHU
MPaBUJIAMH:

1) cmpaBa (kpiM crmpaB Mmpo OaHKPYTCTBO) IMEPEHAEThCA 10 apXiBy CyAy IMmicias Bumgadi ado
HaJICIIaHHs CTATYBady Haka3y PO BUKOHAHHS PIIIICHHS;

2) cmpaBa Tpo OaHKPYTCTBO TMEPEHAEThCA A0 apXiBy CyAy IICIAs 3aKiHYEHHS CTPOKIB IS
OCKap)KEHHS yXBaJIM, SKOI 3aTBEP/UKCHO 3BIT KEPYIOUOrO CaHAIi€l0, YXBAIM MPO JIKBiAALiO
IOPUINYHOT 0cOOM a00 yXBaJH MPO 3aTBEPKEHHS MUPOBOT YTOU Ta MPUITMHEHHS TPOBAKEHHS Y
crpaBi Mpo OaHKPYTCTBO;

3) crpaBa, y AKiil BIIMOBIIEHO y IPUUHATTI MIO30BHOT 3a51BH, IOBEPHYTO MTO30BHY 3asBY, IPUITUHEHO
NPOBA/DKEHHS Y CIIPaBi, 3aJIMIICHO I030B 0€3 pO3TJIsiLy, HEepeNaeThCsl 0 apXiBy Cymay MicCis
HaOpaHHA CyJJOBUM DILlICHHSIM 3aKOHHOI CHJIH;

4) y pa3i BUHECEHHS Yy CIIPaBl OKPEMOi YXBaJli CIIPpaBa MEPEAacThCs 10 apXiBY MICHsI JOTYICHHS 10
MaTepiaiiB CHpaBU MOBIJOMIICHHS MPO pPe3yAbTaTH BXUTTA HEOOXiNIHUX 3axoAiB abo Korii
MMOCTAHOBH CY/JIi TIPO PO3IJIST IPOTOKOIY NIPO BYMHEHHS MOCAIOBOIO OCOOOI0 aIMiIHICTPATHBHOTO
MPABONOPYIICHHS Y 3B'A3KY 13 3aJIMILIIEHHSIM HEIO OKPEMOi yXBalK (IOCTaHOBH) 0€3 PO3IIIS LY.

4.3.6. IligroToBka cmpaB MiIPO3MATy amapary Cyay Ul TepelJaHHs JO apXiBy CyAy BKIIOYAE
MePEeBIpSHHS MPABUWIBHOCTI (POPMYBaHHS JOKYMEHTIB y CIpaBH, OPOPMIICHHS JOKYMEHTIB KOXKHOL
crpaBu, 0(OPMIICHHS CIIPAB Ta BiMOBIIHICTH CIIPaB HOMEHKJIATYPI.

4.3.7. CopaBu mocriitHoro, TpuBaioro (monaa 10 pokiB) 30epiraHHsS Ta 3 KaJApPOBHX NHUTAHb
(0co0oBOTrO CKJIaay) ONMPABISIOTECS Y TBEPAY OOKIaTUHKY, a CIIpaBU TUMYACOBOTr0 30epiraHHs, 1110
MICTATh TIEPBUHHY OYXTalNTepChKy JOKYMEHTAI[il0, TWiAIIMBAIOTECS HA YOTHPH TPOKOJIU
CHeliaIbHUMU HUTKaMu abo apaTBoro. Ilpu mpoMy meraneBi cKpimieHHs (CKpinKu, OyiaBKH)
BUJTy4YarOThCS 3 JOKYMEHTIB.

4.3.8. Tlepen mepepaHHsIM CIIpaB 0 apXiBY CyAy 10 HAMKMCIB Ha OOKJIAJAMHKAX CIpaB MOCTIIHOTO,
TPUBAJIOTO CTPOKIB 30epiraHHs, 3 KaJpOBHX NHTaHb (0COOOBOTO CKIIaqy) BHOCATHCA HEOOXiIHI
YTOUHEHHSI, TIEPEBIPSETHCS BIAMOBIAHICTh 3arojOBKIB CIpaB Ha OOKIIAIWHIN 3MICTY MiAIIATHX
JOKYMEHTIB, y pa3li MoTpedM [JO0 3arolioBKa CIpaBU BHOCSATHCS JOJATKOBI  BiJIOMOCTI
(IpOCTaBIAIOTHCSI HOMEPU HaKa31B, MPOTOKOJIB, BUIM i (pOPMU 3BITHOCTI TOILIO).

4.3.9. Ha oOknaauHIi cyf0Boi crpaBu BianmoBinHO A0 Ileperniky cyoBHX cIIpaB 1 IOKyMEHTIB, 110
YTBOPIOIOTHCSI B AISUIBHOCTI CyAy, 13 3a3HAYEHHSIM CTPOKIB 30€piraHHs, 3aTBEPAKEHUM HaKa3oM
HepxaBHoi cynoBoi aaminicTpaiii Ykpainu Bia 11 mrotoro 2010 poky N 22, Bka3yeTbces aara (pik),
710 SIKOT BKJIFOYHO CITpaBa Mae€ 30€piratuch B apXiBi Cyy.

4.3.10. Ha oGknanuHILi cripaBu (KpiM CYZIOBUX CIpaB) BKa3yeTbCs 1HIEKC, Ha3Ba, aTa (pik), TepMiH
30epiranHsa c()OpMOBaHOI CIIPAaBU BIAMOBIIHO /10 3aTBEPIXKEHOT HOMEHKIJIATYPH CIIPaB CYy1y.

4.3.11. TlpuiHATTS KOXHOi CIpPaBU IPOBOAUTHCS MPAIIBHUKOM apxiBy CyAy B HPUCYTHOCTI
NpaliBHUKA MIAPO3AiTY anapaTy cyny, SKUi 371a€ TokyMeHTH. [Ipy 1boMy B KO)KHOMY IPUMipHUKY
ONHCY CIpaB POOJATHCS MO3HAUYKU MPO MPUMHATTA crnpaBu. HampukiHill KOXXKHOTO MPUMIPHHKA
OIUCY cIpaB poOisATbcs LUppaMu Ta JITepaMy MO3HAYKU MPO (PAaKTUYHY KIJIBKICTH CIpaB, IO
nepenaHi J0 apxiBy CyJy, HOMEpPHU CHpaB, IO BIACYTHI, AAaTy NpUHMaHHSA-TIEpEeaHHS COpaB 1
MiTUCH OCi0, 110 3/1aBaji Ta MPHUIIMAaIU CIIPaBU.

VY pasi BUSBIECHHSA HENOJIKIB y (GopMmyBaHHI Ta O(QOPMIIEHHI CHpaB MPAIiBHUKU CTPYKTYPHHX
MiIpO31UTiB 3000B's13aH1 X YCYHYTH.



CrpaBu 10 apXiBy CyAy JOCTaBISIOTHCS MpalliBHUKAMU M1IPO3LUTIB anapaTy Cymdy.

Jnst cripaB, cpopMOBaHMX 13 KOMii JOKYMEHTIB, BCTAHOBIIOETHCA CTPOK 30epiranHs "JOKH HE MUHE
notpeba" He3aIe)KHO BiJ CTPOKY 30€piraHHs OpUTIHATIIB JOKYMEHTIB (y TOMY 4YHCT 1 AJIA
JOKYMEHTIB MOCTIHHOTO CTPOKY 30epiranHs).

4.4. CkiajaHHs ONKCIB CIPaB Cyay

4.4.1. Onuc cripaB miapo3aity amnapaty cyay (101aTok 25) CKIaaaeThCs 332 BCTAHOBJICHO (OPMOIO
MOCaIOBOI0 0CO000, BiMOBITAIBHOIO 32 JUIOBOJCTBO B MIAPO3/iTi, 32 METOJUYHOIO JOTIOMOTOIO
CIIy>kOU A1JI0BOJICTBA 3 JOTPUMAHHSIM TaKUX MPABUIL:

1) HOMEp ommcy Wimpo3iny amapary Cydy MOBHHEH CKJIanaTHCs 3 HHU(POBOrO IO3HAYCHHS
MiAPO3/A1Ty 32 HOMEHKJIATYPOIO CIIPaB 3 I0JaHHIM ITOYATKOBOI JIITEPH HA3BU KaTeropii JOKYMEHTIB,
10 BXOJATH JI0 ONHCY, Ta YOTHPHOX LU POKY, B SKOMY 3aBE/EHI BKIIOYEHI /IO OMUCY CIIPABH.
Hanpuknan: omnwmcu crpaB moctiiHOro, TpuBaioro (monan 10 poki) 30epiraHHs Ta 3 KaIpOBHX
nUTaHb (0COO0BOTO CKIIAAY) CTPYKTYpHOTO miapo3aiay N 13.14, mo 3Ha4aThCs 32 HOMEHKJIATYPOIO
crpas i 3aBeaeni y 2011 pomi, Oyayrs matu HOmepm: 13.14 I1-2011, 13.14 T-2011, 13.14 O/C-
2011;

2) rpadu ommucy 3amoOBHIOIOTHCS BIAMOBIIHO /10 BIAOMOCTEH, BHECEHUX Ha OOKIIATUHKY CIPABH.
Omnwc crpaB THMYacOBOTO 30epiraHHs MOBHHEH MaTh 101aTKoBY Tpady "CTpok 30epiranHs, CTaTTs
3a nepesikoM";

3) y rpadi ommcy "KpaiiHi gatu cripaBu, TOMY, YaCTUHHU'" 3a3HAYAIOTHCS KPalHi JaTH TOKYMEHTIB -
MEPIIOTro i OCTAHHBOTO JIOKYMEHTA, BHECEHOTO JI0 CIipaBu. UHCIIO 1 piK MO3HAYAIOTHCS apaOChKUMU
udpamMu, Ha3Ba MiCSIISI TUIIETHCS CIIOBOM;

4) rpada onucy "l[IpumiTka" BUKOPUCTOBYETHCS AJISl IO3HAYOK MPO OCOOJIIMBOCTI (PI3UYHOIO CTaHY
Crpas, Mpo Nepeaavy CIpas IHIIMM MiAPO3/AiaM anapaTy cyay, Ipo HasBHICTh KOMiN JOKYMEHTIB Y
CIpaBi, PO MepeJaHHs CIpaB 1HIIUM CyAaM y BUMAJKY JIKBIIAIIl Cyay, 3rOJ0M IPOCTaBISIFOTHCS
BIJIMITKH PO TIEpeIaHHs JOKYMEHTIB /10 BiAMOBIIHOT Iep>KaBHOI apXiBHOI YCTaHOBH;

5) KOKHa cIlipaBa BHOCHUTHCSA N0 OMHUCY IiJ] CAMOCTIHHUM TMOPSIKOBUM HOMEpoM. SIKIIO crpaBa
CKJIQJIAETHCS 3 KUIBKOX TOMIB, TO KOKHHIM TOM BHOCUTBLCS JI0 OTMUCY TiJ OKpEMUM HOMEpOoM. Y pasi
BHECEHHS JI0 OMHUCY M/ KITBKOX CIPaB 3 OJJHAKOBUM 3aroJ0BKOM 3a3HAYAETHCS MOBHICTIO JIUIIIE
3aroJIOBOK MEPIOi CIIPaBH, a BC1 1HIII OJTHOPI/IHI MO3HAYAIOTHCS CIOBaMH ''Te came";

6) crpaBu 3 KaJpOBHX MHUTaHb (OCOOOBOTO CKIIALY) BHOCATBHCS JI0 OMHCY 32 aO0ETKOK, TEMAaTHKOI,
xpoHoJoriero. OnucH crpaB BeLyThCs BOPOAOBK KUIBKOX POKIB 3 €IMHOIO CYLIJIBHOIO HYMEPALII€I0.

4.4.2. Onuc copaB MiAPO3AUTY amapary Cyay CKIATA€ThCsA y JBOX NPHUMIPHHUKAX, OJHH 3 SKHUX
MepelacThCsl pa3oM 31 CIpaBamMH N0 apXiBy Cyay, a JPYrHil 3alHIIAEThCs SK KOHTPOJIbHUHN
MPUMIPHUK Y M1IPO3/1JI1 anapaTy cyay.

4.43. Onuc crnpaB MIAPO3AUTY amapaTry Cyay MIAMUCYEThCSA YKIagadeM 13 3a3HauyeHHSM MHOro
MoCajid, TOTODKYETHCS 3 KEPIBHUKOM CIYXXOHW IITOBOACTBA M 3aTBEPIKYEThCS KEPIBHUKOM
BI/IMIOBITHOTO TTiIPO3ILTY.

Omnucu CIipaB Hi)lpOS)liJ'IiB ariapary cyny € Hi)lCTaBOIO IJId CKIIaJTaHHA 3BCACHOI'O OITHCY CITPaB.

4.4.4. Y piuHWid pO3IiN 3BEJCHOTO OMHUCY CHpaB IMOCTiiiHOro 30epiranHs (10AaToK 26)
BKJIFOYAIOTHCS 3arOJIOBKH CIIpaB, IO BiJKIAIHCS BIPOJOBXK POKY, a TaKOX 3arojOBKH CIIPaB,



c(OpMOBaHUX 3 JOKYMEHTIB, BWIYYEHHUX 31 CIIPaB 3 THMYACOBUMH CTPOKAaMH 30epiraHHsl, 110 MaIH
no3zHauky "EITK".

4.4.5. 3aroyioBKU CIpaB BKIIFOYAIOTHCS 10 3BEJCHOTO OMKCY TINBKH IICIS 3BIPSHHSA 3 OMHUCAMHU
CIpaB MiIPO3LTiB anapary cyay.

3aroyioBKM CHpaB, 110 MICTATH JOKYMEHTH 3a JEKiJbKa POKIB, BKIIOYAIOTHCS Y PIYHHM PO3ALT
3BE/IEHOTO OIUCY.

3aroJIoBKH CIpaB, BKIIOYECHUX y PIYHUI PO3JLT 3BEICHOTO OMKCY CIPaB MOCTIMHOTO 30epiraHHsi,
HYMEPYIOTBCS Y BaJIOBOMY MOPSIKY, JOKH iX KUIBKICTh HE Aiiiae a0 uucia 9999. Ilicus mporo onuc
BBKAETHCS 3aKIHUCHUM, a CIPaBH, IO CTBOPIOIOTHCS B HACTYITHI POKH, BKIFOYAIOTHCS IO 1HIIIOTO
OTHCY, 10 Ma€ HACTYIMHUHN MOPSIKOBUI HOMEp, HAITPUKJIa[g HOMEp 2, a00 1HIIHMA BAJIOBUM HOMED.

4.4.6. Y xiHIl omucy pOOWUTHCS IMJACYMKOBHM 3amuc 13 3a3HadeHHSAM (mudpamMu 1 JiTEpamM)
KUTPKOCTI CIIpaB MEpPLIOr0 1 OCTAaHHHOI'O HOMEPIB 3a OIUCOM, a TaKoX OOYMOBIIIOIOTHCS
0CcOOIMBOCTI HyMepallii cripaB B onucy (JIITepHI Ta MPOMYIIEHI HOMEPHU CIIPaB).

[Ticns BHECEHHS B ONMKC JIOJATKOBUX 3aIMCIB MPO BKJIFOYCHHS a00 BHOYTTS CHpaB CKIIATAEThCS
HOBHI MiJICYMKOBHH 3aITHC, Y SKOMY HaBOJSATHCS MMiJICTaBU JI0 BHECEHHS 3MiH.

4.4.7. HanpuKiHIl KOKHOTO PIYHOTO PO3JLTY 3BEICHOTO OIUCY CIIPaB MOCTIHHOTO 30epiraHHs Mmicis
OCTaHHBOI ONHMCOBOI CTaTTI CKJIAJAETHCS MIACYMKOBHH 3amuc, y SKOMYy Lupamu i Jitepamu
BKa3ylOThCs (aKTUYHA KIJIBKICTh CIIpaB, YHECEHUX Yy IEH PO3IiJ, a TaKoX 1HII BCTaHOBIEHI
PEKBI3UTH.

4.4.8. Apkymni piyHHX PO3IUTIB 3BEJICHOTO OMHCY CIPaB HyMEPYIOTHCS y BAJIOBOMY HOPSAKY, Ha
OKpEMOMY apKyIIli CKJIaAa€ThCs 3aCB1TUyBaIbHUN HAITHC.

4.4.9. 3aronoBku crpaB, cOPMOBAHMX MICIS 3aTBEPKEHHS] PIYHOTO PO3JAUTY 3BEIEHOIO OMHCY
CIpaB Cyay, y 3aJeKHOCTI Bil KIJIBKOCTI TaKMX CIIPaB MOXYTh YHOCHUTHUCS y PIUHHUI po3aid Mif
amitepauMu HoMmepami (118-a, 454-6 Tomo) abo BMIlyBaTUCS HANPUKIHII PIYHOTO PO3/ULY ONHUCY
3a iX BAJIOBOIO HyMeEpalli€lo.

4.4.10. O0COB'SI3KOBUM €JI€MEHTOM O(OPMIIEHHS 3aKIHUEHOTO OIHUCY CIpaB MOCTIHHOro 30epiraHHs
€ TUTYIBHUN apkyi (gomaTok 27), 3MICT, MEpeIMOBa Ta CIHUCOK CKOPOYEHB, SIKI BMINIYIOTHCS B
OIUC TIepe/l OMMCOBUMHM CTAaTTSAMU B HaBe/IE€H1H MOCHITOBHOCTI i CKJIaAal0Th JJOBIIKOBUI amapar a0
OITHUCY.

3aKiH4eHHUH onucC MOCTIHHOrO 30epiraHHs pa3oM 3 JOBIAKOBHM amapaTroM J0 HbOTO ONPaBISIOTHCS
B TBEPJy OOKJIaIUHKY, yCI apKyIlli OUCY HYMEPYIOThCS BAJIOBOIO HYMEPALII€IO.

JIo KOXXHOTO PIYHOTO PO3AUTY 3BEACHOTO OIKCY CIIpaB IMOCTIMHOTO 30€piraHHs CKJIAAA€ThCs
MepeIMoBa, y sIKii HaBOASATHCS BIJOMOCTI MPO CyA 3a MEpioJ], IO OXOIUTIIOTH CIPaBH OIUCY;
KOPOTKO XapaKTEPHU3YIOThCS 3MICT 1 MOBHOTA JJOKYMEHTIB Y CIIpaBax; BUCBITIIOIOTHCS OCOOJIMBOCTI
(dbopMyBaHHS 1 ONIMCAHHS CIIPaB, IX CUCTEMATH3AIlIl B OIHUCY.

IlepeamoBa MiAMUCYEThCS YKJIaJaueM OMHUCY Ta KEPiBHUKOM apxXiBy (0c00010, BIAMOBIIAIBHOIO 32
apxiB).

Jlo 3akiHUEHOTO OMHCY CIpPaB TOCTIKHOTO 30epiraHHs CKIAJAEThCS 3aCBIMYYBATbHUN HAIUC
AQHAJIOTIYHO 3TaJIaHOMY PEKBI3UTY PIYHOTO PO3JILTY 3BEJEHOTO OIHCY.



VYci npuMipHUKH PIYHUX PO3IUTIB ONKCIB CIpaB IOCTIMHOTO 30epiraHHs udepe3 2 poKW TMicis
3aKiHUEHHS JOKYMEHTIB y IUTOBOACTBI moparoTbes Ha posrisin EK cymy, mo mpocrasmsie rpud
"CXBAJIEHO" Ha KO’)KHOMY MPUMIPHHUKY OIIUCY.

Piyni po3ainmu 3BEJCHOTO OMUCY CHpaB IOCTIHHOTO 30€piraHHs CKJIANAlOThCS Y YOTHPHOX
MpUMIpHUKaX, K1 mojarThes Ha po3rsia EITK BiamoBigHOT gepKaBHOT apXiBHOI YCTaHOBH.

Cxsaneni EIIK BiamoBinHOi 1ep)kaBHOiI apxiBHOi YCTAaHOBHM ONHCH CIPaB 3aTBEPKYIOTHCS
KepiBHUKOM amnapaTy. OIWH TPUMIPHUK HANpaBJISIETHCS IO BiIMOBIMHOI JEp)KaBHOI apxiBHOI
YCTAHOBH, JPYTUH - 30epiraerbcs SIK HEJOTOPKAaHMM B apxiBi cymy. Tperiii Ta dyerBepTuid
MPUMIPHUKH PO3/ILTY OTTUCY BUKOPUCTOBYIOTHCS apXiBOM Ta CITy>KO00 J1JI0BOJICTBA CYY.

4.4.11. Onuc cripaB TPUBAJIOTO 30€piraHHs CKJIaAa€ThCsl 32 BCTAHOBIECHOO (hOpPMOIO (J101aTOK 28).

Cucremaru3alliisi 3arojIOBKIB CIPaB TPUBAJIOTO 30epiraHHs y IIbOMY ONHMCI MOBHHHA BiJANOBIIATH
3BE/ICHI HOMEHKJIATYpi CIpaB CyAy 3a Il caMuil piK Ta CyJOBHM CIIpaBaM, IO BHOCSTHCS JIO
OIUCY 32 TIOPSIIKOBUMH PEECTPALIIHHUMH HOMEPaMHU.

3BeleHl OMHMCH CIIpaB TPUBAIOTO CTPOKY 30€piraHHs CKIQJAIOTBCS y JABOX NPUMIpPHHKAX 1
0(OPMITIOIOTHCS TaK, SIK 1 OIMCH CIPAB IMOCTIHHOTO 30epiraHHsl.

Onucu cnpaB TpuBanoro crpoky 36epiranns EIIK BinnmoBigHOi nep:kaBHOI apXiBHOT yCTaHOBU HE
CXBaJIIOIOTHCSI.

4.4.12. Onuc chnpaB 3 KaJpOBUX MUTaHb (0COOOBOr0O CKIIANy) CKJIATAETHCS 3a BCTAHOBJICHOIO
dhopmoro (mogaTok 29).

3aroyioBKM CIIpaB OIMCY 3 KaJpOBUX IUTaHb (OCOOOBOIO CKJIaay) CHCTEMAaTU3YIOThCS 3a
HOMIHAJIBHOK O3HAKOI0 Y TaKii MOCHIJOBHOCTI: HaKa3M 3 0COOOBOTO CKJaly; CIMCKH 0COOOBOIO
CKJIaTy; KapTKH 3 00JIIKy 0COOOBOTO CKJIaay; OCOOOBI crpaBH; OCOOOBI paxyHKH 13 3apOOITHOL
1aTu (po3paxyHKOBI BIIOMOCTI 3 3apIljiaTh); TPYJAOB1 KHWKKHU (He3aTpeOyBaHi); akTH PO HEIIACHI
BUTIQ/IKH TOIIIO.

Oco6oBi cnipaBu (0COOOBI KapTKH) BHOCSTHCS B ONMKC 3a POKOM 3BUIBHEHHS TOCAI0OBOI OCOOU 1
CHCTEMaTHU3YIOThCS 3a a0ETKOIO MPI3BUIL 3BIIBHEHUX 0Ci0.

Omnucu crpaB 3 KaJpoBUX MUTaHb (0COOOBOTO CKIIAMy) CYNy CKIANAIOThCA Y TPHOX MPHUMIPHUKAX,
MIIMUCYIOThCS yKiaaaueM, cxBamoioTbes EK cyny, moromxkytorses 3 EIIK BiamoBigHOT nep:kaBHOL
apxiBHO1 YCTAaHOBH Ta 3aTBEP/XKYIOTHCS KEPIBHUKOM arapary.

4.5. O61ik cnipaB apxiBy cyay

4.5.1. O6nik cmpaB apxiBy Cyay 3IIHCHIOETBCS 3 METOIO 3a0e3MeueHHs iX 30epekeHOoCTi Ta
KOHTPOJTIO 32 HAsBHICTIO 1 pyXoM JTIOKyMeHTiB. OOMiKy MiJIAraoTh yci ClpaBH, 110 30epiraloThCs B
apxiBi CyJly, a TAKO>X OIUCH CIIPaB.

4.5.2. Yci o0nikoBi crpaBH MOBHHHI 30epiratucs B poOouiif KiMHATI KepiBHUKa apXiBy (ocolu,
BINOBiJAJIbHOT 3a apxiB) y madax (ceiidax), mo omneuaryroThcs. KopucTyBanHs 0OIIKOBUMHU
JOKYMEHTaMH 31MCHIOETbCSI y TMPUMIIIEHH]I apXiBy TUIBKH Yy MPHUCYTHOCTI KEpIBHHMKAa apxiBy
(ocoOwu, BIAMOBIIATBHOT 32 apXiB).

4.5.3. O6uiK crpaB apxiBy BEJEThCS 32 OCHOBHUMU Ta JOMOMDKHUMHU PEeeCTpaLliiHUMU popMaMu.



4.5.4. Jl1o OCHOBHUX peecTpaliifHuX (opM apXiBy BiTHOCATHCS KypHaJ OOJIKY HAJAXO/DKEHHS Ta
BHOYTTS CIIpaB (IOKYMEHTIB) apXiBY CYy/y, OITUCH CIIPaB.

4.5.5. Xypnan o0niKy HaIXO/KEHHsI Ta BUOYTTS CcrpaB (HOKYMEHTIB) apxiBy cyay (momatok 30)
MpU3HAYCHUHN [T 00JIiKY BCiX MOTOYHHUX 1 MIJICYMKOBHX Ha MOYAaTOK KOKHOTO HOBOTO POKY 3MiH Y
ckJazi Ta 00csa3i GoHAIB 1 cripaB apxiBy. JKypHan 00Ky HAAXOHKEHHS Ta BUOYTTS CIPaB apXiBy €
MiJICTABOIO JUUIS CKJIAJIaHHS TAcIOpTa apXiBy.

4.5.6. Tlo 3akiHYeHHI KaJeHIApPHOTO POKY B JKypHaJlI HaIXOJDKEHHS Ta BUOYTTSA CIIpaB apXiBy
YKJIaJIA€THCS MJICYMKOBHUH 3aIKC PO KUTBKICTh CIIPaB, 110 HAAIMIIUIN, Ta THX, [0 BUOYIIH, a TAKOXK
PO KUIBKICTh (PaKTUYHO HASIBHUX Ha 30€piraHHi CrpaB.

4.5.7. Onucu cupaB € NEPBUHHUM OOJIKOBHM JOKYMEHTOM JIJISl 1HIUBIAYaJIbHOTO Ta CyMapHOTO
00Ky CIIpaB OKPEMO IMOCTIHHOTO, TpuBajoro (rmonaz 10 pokiB) 30epiraHHs Ta 3 KaJpOBUX MHUTaHb
(ocoboBoro cknany). IHauBiAYyansHUN OOMIK 31HCHIOETHCS NUISIXOM 3aKPIIJICHHS B OIKCI CIIPaB 3a
KO)KHOIO CIIPaBOIO OKpemoro Homepa. CymapHHiIl OOJIK CIIpaB 3aKpiIUTIOETHCA Y IMiJICYMKOBOMY
3aIUCy JI0 OIUCY.

4.5.8. KoxHa 3MiHA 3arajbHOI KIJIBKOCTI CIpaB B OIKCY IOB'i3aHa 3 HAJIXOJDKEHHSIM, BHOYTTSM,
o0'etHaHHAM 200 Po3(hOPMyBaHHSIM CIIPaB, MTO3HAYAETHCS B MIJCYMKOBOMY 3aIHCY 3 TOCHIAHHIM
Ha BIJTOBI/IHI BUIIPaBAYBaJIbHI JOKYMEHTH.

[Ipuximannu:

"Crpasu i3 N 100 no N 150 BuOynu y 3B's3Ky 3 nepenanusM o JlepxaBHoro apxiBy BommHCbKOT
o6mnacti. Akt N 2 Big 10.04.2009";

"Jlo onncy BkItoueHo cipay mig N 198-a. Akt N 1 Bix 17.05.2009".

4.5.9. Ilicng 1pOro CKIAJAEThCSl HOBUM MIJICYMKOBHUH 3amuc 10 OmHCY. Y pa3l BUOYTTS cIipaB 3
omnucy B rpadi "IlpumiTka" npoTH KOXKHOI ClipaBH, 1110 BHOya, poOUThCs O3Ha4YKa "BuOyna'.

4.5.10. 3akiHueHUN OMUC CHpaB, IO CKIATAETHCA 3 PIYHUX PO3ALUIIB, TOBUHEH MAaTH 3aralbHUN
I1JICYMKOBHM 3aruc. SIKIIO OMUC CKIaaeThes 3 ACKIIBKOX TOMIB (YaCTHH), TO MIJCYMKOBUN 3aInC
CKJIQIa€ThCS 0 KOXKHOTO TOMY (YacTHHH), a /O OCTaHHBOTO TOMY (YaCTHHH) CKIIaJa€THCS
3arajJbHUMN M1JICYMKOBUM 3aITUC J0 OMHUCY B IJIOMY.

4.5.11. Onucu cnpaB cyly € OCHOBHUMHU OOJIKOBUMHU JOBIIHUKAMM JI0 JOKYMEHTIB CYyIy 10
YKJIaZIaHHS PIYHOTO PO3/UTY 3BEJIEHOTO OMUCY CIpaB Cyy Ta cXBajeHHs (moro/pkeHHs) ioro EITK
BIJIOBIAHOI JIep’KaBHOT apXiBHOI ycTaHoBU abo EK cyny, micist 4oro BoHu 3 00Ky 3HIMAIOThCS, a
iCJIs NepeAaHHs JOKYMEHTIB Iep)KaBHOMY apXiBY - B YCTAHOBJICHOMY MOPSJIKY 3HUIYIOTHCS.

4.5.12. B apxiBi cyay, CIIpaBH SIKOTO MEPEIAI0ThCs Ha TOCTIHE 30epiraHHs, JOJAaTKOBO BEIEThCS
MacmopT apxiBy cyay. Y pas3i moTpedu 10 JeSKUX CIpaB JOJAETHCS BHYTPIIIHINA OMKUC JOKYMEHTIB.

4.5.13. Tacmoptr apxiBy cyny (momatok 31) mnpu3HadeHHH Ui CyMapHOro OOJIKy crpaB
nocrifHoro, TpuBajioro (noxHag 10 pokiB) 30epiraHHs Ta 3 KaJpOBHUX MHUTaHb (0COOOBOTO CKIANy),
10 MiCTAThCS B apXiBi. KpiMm Toro, y macrnopTi HaBOJIATHCS BIIOMOCTI PO MPUMIILIEHHS apXiBy Ta
HOro npariBHUKIB.

4.5.14. Tlacopt apXiBy CKJaJa€TbCsl LIOPIUYHO Y JBOX NPUMIPHUKAX, OJMH 3 SKUX HAJCHIIAETHCS
BIJIMOBIAHIN Jiep:kaBHIM apXiBHIM yCTaHOBI He Mi3HIIIE | TpyAHS POKY, 3a SIKWW BIH CKJIAJCHUMH, a
JpYTUil 3aJIMIIAETHCS B apXiBi CYAY.



4.6. Ilopsinok 30epiranHsi cnpas B apXxiBi cyay

4.6.1. OcHOBHI BUMOTH HIOAO NMPHUMIIEHb apXiBy CYyIy, €JIEKTPO- 1 MPOTHIOXKEKHE 00aTHAHHS
apxiBy, TEMIIEPaTypHO-BOJIOTHMH 1 CBITJIOBUM pPEXKUMH, CAHITAPHO-TITIEHIYHHA pEXUM Ta
o0J1aJHaHHS apXiBY BCTAHOBIIOIOTHCS HOPMATUBHO-TIPABOBUMH aKTAMHU.

4.6.2. CmpaBu MigpO3IUTIB amapary cyAay Ta CYyIOBI CHOpaBd, [0 HAAXOIATH JIO apXiBy,
pPO3MIIIYIOThCS Ha crenaxax (y madax) TakuM YUHOM, 100 CIpaBH 3a NMpH3HAYCHHSAM (OKpPEMO
JOKYMEHTH MiIPO3IUTIB anapaTy CyAdy Ta OKpEeMO CYJOBi cIipaBH) 30epiraiucs B OJHOMY MICII Ta
OyJIu pO3TaIllOBaHI B MOPSAIKY IMIOPIYHUX HAJIXOKEHb.

4.6.3. CnpaBu mocTiiiHOTO 30epiraHHs PO3MILIYIOTHCS OKpeMO BiJ cnpaB TpuBaioro (monaxn 10
POKIB), THMYACOBOTO 30epiraHHs Ta 3 KaJIpOBUX MUTAaHb (0COOOBOTO CKIIAY).

4.6.4. CrpaBu MOCTIHHOTO 30epiraHHs MOBHMHHI BMIIYBAaTUCS y KapTOHAXKI, MANKH 3 KJallaHaMU;
cnpaBu TpuBasioro (monax 10 pokiB) 30epiraHHs MOXXyTh 30epiratucs y B'A3KaxX 3 KapTOHHUMH
MIPOKJIAJIKaMU; CIIPaBH TUMYAcOBOTO 30epiraHHs M03BOJIIETHCSA PO3MIlIyBaTH 0€3 KapToHaxiB abo
B'si30K. [Ipy IbOMyY CyOBi ClipaBM BMILYIOTHCSI B KapTOHaX (B'SI3KYy) 3ajekHO Bij 00'emy 1o 10 -
50 cmpas.

4.6.5. Ha xapTOHaxi HAaKJICIOIOTHCS, a JI0 B'SI30K MPHUKPITUTIOIOTHCS SIPIUKH, HA SIKUX 3a3HAYAIOTHCS
HallMEHYBaHHS Cyay, HOMEp OIHUCY, HOMepH crpaB (abo KpaifHi JaTH HA HOMEPH IHIIUX CIpaB),
yMillleHuX y KapToHax (B'a3Ky). KapToHaxi (B'A3Kk1) HyMEpPYIOThCSI BAJIOBOIO HYMEPAIIIEI0 B MEXKaX

KOXHOT'O OIHCY.

4.6.6. 3abopoHsieTbes 30epiraTy apXiBHI CIpaBH y MITa0esIX Ha MiqI031, MIABIKOHHSIX Ta IHIIMX
Herepen0aueHuX IS bOTO MICIISX.

4.6.7. Yci crenaxi (madu) Ta iX NOIULI HyMEpYHOThcs apadbcbkumu nuppamu. Crenaxi (madu)
HYMEpPYIOThCS 371iBa HaIllpaBO BiJ] BXOAY JO apXiBOCXOBHIIA, MOJUI Ha crenaxax (y madax) -
3BEpXy BHU3 3J1iBa HAIIPaBo.

4.6.8. IlepeBipsiHHS HAasIBHOCTI Ta CTaHy CIPaB MOCTIMHOIO 30epiraHHs MPOBOAUTHLCS B apXiBl CYILy
B IJIJAHOBOMY HOPS/IKY OJMH pa3 Ha 5 POKiB, a TAKOX Iepe NepelaHHsIM JOKYMEHTIB Ha MOCTiHe

30epiraHHsl.

4.6.9. TlepeBipsiHHS HasBHOCTI Ta CTaHy chpaB TpuBajioro (monaa 10 pokiB) 30epiraHHs Ta 3
KaJIpOBUX MUTaHb (0COOOBOTO CKIJIay) 3I1HCHIOETHCS pa3 Ha 10 pokiB.

4.6.10. Tlo3zannaHoBe nepeBipsIHHS HAIBHOCTI Ta CTaHy CIIpaB MPOBOIUTHCS:
1) micist mepeMileHHs CIpaB Y 1HIIIE CXOBHUIIIE;

2) micis JiKBigaIii HacIiAKIB CTUXIHHOTO JINXa,

3) micns 3MiHM KepiBHUKA apXiBy (0coOH, BIANOBIAAIBHOI 32 apXiB);

4) mig yac peopranizaiii ado JTiKBiIaIii cyay.

4.6.11. IllopiuHO TEPEBIPAIOTHCS CIPaBH, IO YINPOJOBXK POKY Oyau BHJIaHI 3 apXiBy Cyay IJis
KOPHUCTYBaHHS.

4.6.12. TlepeBipsiHHS HAsBHOCTI Ta CTaHy CIPaB MPOBOJUTHCA MpalliBHUKAMU apXiBy ab0 KOMICIEI0
3a HaKa30M KEpiBHMKA arapaTy Cyay.



4.6.13. IlepeBipsiHHS HasBHOCTI Ta CTaHy CIIpaB MPOBOJUTHCS LUIAXOM 3BIPSHHS 3arojIOBKiB Ta
IHITUX PEKBI3UTIB apXiBHOTO OIKCY 3 ONMHMCYBAHHIM CITpaB Ha OOKJIATUHKaX (TUTYJIBHHUX apKyIiax).
@i3u4HUi CTaH JOKYMEHTIB CIpPaB BHM3HAYAE€THCSA MUIAXOM IX Bi3yaJIbHOTO IOApKYIIHOTO
MeperiisAlaHHs Ta iIeHTU(DIKAII€I0 TOKYMEHTIB YCepPEeIrHI CIIPaBH.

4.6.14. Cpaswu, 110 BUAABAINCS JJIs1 KOPUCTYBAHHS YIIPOIOBK MUHYJIOTO POKY, IIEPEBIPSAIOTHCSA 32
KypHaJaM{ BHJIABaHHSI CIIpaB 3 apXiBy Cya1y Ta, Y pa3i HaJiCIaHHS CYJ0BUX CIIpaB YM JIOKYMEHTIB

3a MeXI1 CyJly, akTaMU PO BUAABaHHS CIIPaB y TAMYACOBE KOPUCTYBaHHS (01aTOK 32).

4.6.15. Bumora mpo Ha/icJIaHHA CIIPAaBH 1 KOs CYMPOBIHOTO JINCTA 30€piraloThesl y KOHTPOJIbHIN
TeIli 710 TIOBEPHEHHS CIIPaBH JI0 apXiBYy Cy1y.

4.6.16. Ilix yac mpoBeeHHsI NIEPEBIPSHHS 3alTOBHIOETHCS apKYI MEPEBIPSHHS HABHOCTI Ta CTaHy
crpaB apxiBy cyay (moaaTok 33), y skoMy (QiKCYFOTHCS BCi BUSBIICHI HEJIOIIKH.

4.6.17. Okpemuii apkyll TepeBipsHHS CKJIAAEThCS HAa KOXXKEH omuc crpas. [licis 3aBepiieHHS
MIEPEBIPSHHS Y KOKHOMY OIHCY IiCIsl 3aCB1I4yBalbHOTO HANuCy BHOCUTHCS 3anuc "llepeBipeno",
MIPOCTABJISAIOTHCS J1aTa IEPEBIPSHHS Ta MIIMKAC 0COOH, sKa IMEePEBipsiia CIPaBH ILOTO OIHUCY.

4.6.18. ko mij yac mepeBipsHHS B ONUCY BHUSBIICHI JITEpPHI, MPOMYIICHI, BUIbHI HOMEPH CIIpaB,
HE BiJIMiY€HI B ITIJICYMKOBOMY 3aIlHCi, TO BiH CKJIQJIA€ThCS 3HOBY 3 IMOCWJIAHHSM HA BiIOBIIHUN

apKylI MepeBipsHHS HASBHOCTI Ta CTaHy CIIPAaB.

4.6.19. Ha mincraBi miZICYMKOBUX 3alUCIB y apKyIllax MEePeBIPSHHS CKIAJA€ThCS aKT MEepeBipsSHHS
HAsSBHOCTI Ta CTaHy CIPAaB y IJIOMY, SKHI 3aTBEP/DKYE KEPIBHUK anapaty cyay (1oaaTok 34).

4.6.20. Apkymi 1 akTu TepeBipsHHS HAIBHOCTI Ta CTaHy CIPaB yMIIIYIOTHCS B OKPEMY CIPaBy Ta
30epiratoThcst B apXiBi Cyay.

4.6.21. VY pazi BCTaHOBJEHHS Yy IpOLEC] NPOBEIACHHS MEPEBIPSHHS CIpaB HECTadl JOKYMEHTIB 1
CIIpaB, 1110 PaXyIOTHCS 32 HOMEHKIIATYPOIO, 3A1HCHIOETHCS iX PO3IIYK.

4.6.22. Po3myk HEBUSIBIIEHUX CIIPaB MPOBOJUTHCS YIIPOJIOBK POKY MICHS 3aKiHUCHHS MEepeBipsSHHS
HassBHOCTI Ta CTaHy CIIPaB.

4.6.23. CipaBu, 3HaliIeH1 MiJ1 Yyac po3lIyKy, YMIIIYIOTbCS Y BIABEIEHI iM MICIIS.

4.6.24. YV pa3i HEraTUBHOrO pe3yjbTaTy pO3IIYKY KEpiBHHUK amapary cyay 3a nojxaHHsMm EK Tta
apxiBy 3aTBEPJKYE aKT PO HECTayy apXiBHHUX CIIPaB.

4.6.25. CnpaBu, NpUYMHHU BIJICYTHOCTI SKHX MIJITBEP/KEHI JOKYMEHTAJIbHO, BHUKIIIOUAIOTHCA 3
OIHCIB Ta IHIIMX OOJTIKOBUX JOKYMEHTIB.

4.6.26. JlokyMeHTOM, 110 MIATBEPAXKYE BIACYTHICTh CIIPaBH, MOXKYTh OYyTH:

1) akT mpo BUITYUYEHHs CIIpaBH JAJIs 3HUIIEHHS (J0JaTOK 22);

2) aKT Ipo HENoIpaBH1 NOIIKOIKEHHS CIIpaBH (H0AaToK 35);

3) aKT mepeaaBaHHS CIPaBH iHININ YCTAHOBI Ta Ha MOCTilHe 30epiranus (nogatku 36, 37).

4.6.27. SIxmo po3mIyk BiACYTHIX cIpaB Oe3pe3yiabTaTHUH 1 X BIACYTHICTh HE HiJTBEpKEHA

JOKYMEHTAJIPHO, BOHH 3aJTUIIAIOTHCS B PO3IIYKY, HA KOXKHY CIPaBY 3allOBHIOETHCS KapTKa OOJIIKY
HEBUSBJIEHOI CIpaBH (104aTOK 38).



4.7. BupaBaHHS CIpaB Ta JOKYMEHTIB 3 apXiBy Cyay

4.7.1. BunaBaHHs TOKYMEHTIB Ta CIpaB 3 apXiBy Cy/Iy, y TOMY YHCIi CYIOBUX CIIPaB, 31HCHIOETHCS
3a pe30JIIOIIEI0 KePIBHUIITBA CYy, CYJIl, Y TPOBAKEHHI SIKOTO TiepeOyBaja crpaga.

4.7.2. lna HagaHHS CHpaB y THMYacOBE KOPHCTYBAaHHS BEIETHhCS XYpPHAJl BHIABaHHS CIIPaB 3
apxiBy cyay (momarox 39).

4.7.3 BunydeHHs 13 CyJOBHX CIpaB Ta CIpaB IOCTIHHOTO 30epiraHHS OpPWUTIHAIIB JIOKYMEHTIB
JIOMTYCKAETHCS y BUHATKOBUX BUMAJKAX Ta 3IMCHIOETHCS 3a PE3OJIIOIIEI0 TOIOBU cyay. [Ipu mbomy
y CIIpaBi MOBMHHA 3aJIMINATHCS 3aCBIYCHA KOIIis IOKYMEHTA Ta ITiJICTaBa JUIs Ha/IaHHS OpPHUTiHATY.

4.7.4. Komii mOKyMEHTIB 31 cIpaB, sIKi 30€piraroThCs B apxiBi Cyay, BUAAIOTHCS Y MOPSIKY,
BCTaHOBJICHOMY JIJIsSI HAJ[AHHSI CIIPaBH.

VY pa3i BumaBaHHS 31 CHpaBU Komii JOKYMEHTa, BUKOHAHOTO Ha OJaHKYy, Ha KOIMIii IOBHICTIO
B1IOOPaKAIOTHCS PEKBI3UTH OJTaHKA.

VY mpaBoMy BepXHbOMY KYTi KOIIii JOKyMeHTa BMilIyeThes cioBo "Komist".

Jlist 3acBiq4eHHs! BIpPHOCTI KOMil JOKYMEHTa OpUTiHATY pOOUTHCs Hanmuc "3TigHO 3 opUriHaioMm" Ta
BKa3yIOThCS MOBHICTIO MOCaJa, 1HIIIaIKM Ta MPI3BUILE YIOBHOBA)KEHOI Ha 1€ 0coOH, sKa CTaBHUTh
CBii miammc Ta naty. llopyd 3 miammcoMm MmocamoBoi ocoOM Ha BUIBHOMY BiJl TEKCTY MiCIIi
MIPOCTABJISIEThCS MeYaTKa cyay (He repOoBa).

Ha 3BOpOTi 3AJIUIICHOTO Y cnpaBi JAOKYMCHTA 3a3HAYA€THCA, KOJIN 1 KOMY BUAHO HOro Kormiro.

4.8. Ilopsinok neperaBaHHs CIIPAB HA Jiep:KaBHe 30epiraHHs 10 apXiBHMX YCTAHOB

4.8.1. IlepenaBanus nokymeHTiB HarioHanbHOro apxiBHoro (oHAY Ha Jep’kaBHe 30epiraHHs
3JIIACHIOETHCS IOPIYHO MICTs 3aKiHUEHHS TPAHUYHUX CTPOKIB iX 30epiraHHs B Cy/i.

4.8.2. CnpaBu (KpiM CyIOBHX CIpaB) IOCTIHHOIO 30epiraHHs NepeAaroTbCs MICIEBUMHU Ta
amneNsaIiiHIMHA TOCTIONApPChbKUMU CyJlaMd YKpaiHM Ha JepkaBHE 30epiraHHs 10 BiAMOBIIHOI
JIep>KaBHOTO apxiBHOI ycTaHOBU 4epe3 10 pokiB, CyJ10Bi CIpaBu MOCTIHHOTO 30€piraHHs Ta CIpaBU
3 OpHUTiHaJaMH CYJOBHX pIlIeHb - uepe3 75 pokiB. Buimm rocnonapchbkuM cyioM YKpaiHu CIpaBH
MOCTIHOTO 30epiraHHs NepelalThCs Ha Aep)KaBHE 30epiraHHs /10 BiAMOBIIHOI JepKaBHOI apXiBHOT
yCTaHOBH 4epe3 15 pokiB.

4.8.3. CripaBu mepearoThCs Ha MOCTIHE 30epiraHHs B YIOPSIKOBAHOMY CTaHI 32 paXyHOK CY/Iy 3a
OTHMCaMU, 3aTBEPIXKEHUMH B YCTAaHOBIEHOMY TOPSIKY.

Ilepen mnepenaBaHHAM cHpaB Cyay Ha TIOCTiHE 30epiraHHs apXiBOM CyAy CIUIBHO 3
MPEJCTABHUKOM JIEPXKABHOI apXiBHOI YCTaHOBM IPOBOAMTHCS TEPEBIpSHHS (PI3UYHOTO Ta
CaHITapHO-TIT1€EHIYHOTO CTaHy JOKYMEHTIB. BUsIBIIEHI MOPYILIEHHS yCYBaIOTHCS apX1BOM CYAY.

4.8.4. [lepenaBanHs crpaB 31MCHIOETHCS 3a ONKMCAMU y TPhOX NpUMipHUKax. Ha Bcix mpumipHUKax
OINHUCIB POOJIATHCS TMO3HAUKM TpO MpHIMaHHSA CHpaB Ha MOCTiiiHe 30epiranHs. YerBepTuit
MPUMIPHUK OIKCY pa3oM 3 MPUMIPHUKOM aKTa MpUMMaHHS-TIepelaBaHHs 3JIMIIAEThCA B apXiBi

cynay.

4.8.5. Sxmo npu nmpuiiMaHHI-TIepeaBaHHI BUSBICHI PO30IKHOCTI MK MiJICYMKOBHUM 3aIlUCOM B
onuci Ta (aKTUYHOIO HASBHICTIO CIpaB, Yy KOXXKHOMY INPUMIPHHUKY OIUCY CKJIaJa€ThCS HOBUMN



MiCYMKOBHI HAIKC, Y SIKOMY HaBOJIUTHCA (DaKTUYHA KUIBKICTH CIpaB, L0 € y HAasABHOCTI, Ta
HOMEPH BiJICYyTHIX CITpaB.

4.8.6. HagxomkeHHs NOKYMEHTIB Ha IOCTiHE 30epiraHHs O(OPMIIIOETHCS aKTOM MPUUMaHHS-
nepeaBaHHs, 10 CKJIAJA€ThCS y JTBOX MPUMIPHUKAX, MEPIIMA 3 SKAX pa3oM 3 JOKYMEHTaMU
nepeaeThCs 10 BIAMOBIAHOT JepikaBHOI apXiBHOI YCTaHOBH, a IPYTUH 3aJHMIIAETHCS B OKPEMI
CTpaBi apXiBy CyAdy.

4.8.7. Cyn 3000B'si3aHUl BXXHTH 3aXOJIB MO0 PO3IIYKY BIACYTHIX CHpaB Ta MPUTATHEHHS
M0CaZIOBUX OCi0, BAHHUX Y IbOMY, IO BiJIOBiJAIIbHOCTI.

4.8.8. HoMepu BiICYTHIX CIIpaB 3a3HAYAIOTHCA B aKTi NpUMaHHA-TIEpEJaBaHHS CIIpaB Ha MOCTiiHe
30epiraHHs, a IPUYMHU BiJICYTHOCTI CIIPaB - Y AOBIAII, IO JOJAETHCS A0 aKTa.

4.8.9. Pa3zom 3i crpaBamMH Ha MOCTiHE 30epiraHHs IMEpeAacThCs ICTOpUYHA JOBIAKA MPO Cya Ta
HOTo TOKYyMEHTH 200 JOMTOBHEHHS JI0 ICTOPUYHOT TOBIIKH.

4.8.10. JIokymMeHTH A0 AepKaBHOI apXiBHOi YCTAHOBH JOCTABIISIIOTHCS TPAHCIIOPTOM 3a PaxyHOK
cyny.

4.9. llepenaBaHHsi JOKYMEHTIiB 1 cmpaB [0 eJeKTPpOHHOro apxiBy. Hananus
AOKYMEHTIB I CIIpaB 3 eJIEKTPOHHOI'0 apXiBYy

4.9.1. B aBTOMaTH30BaHIl CUCTEMI JOKYMEHTOOOITY CyAy CTBOPIOETHCS CICKTPOHHUI apXiB Cyay
K BIJJOKpeMJICHA YacTWHA 0a3u JaHWX, [0 MICTHTh PE3ePBHY KOINIO YCiX JOKYMEHTIB (CIpaB)
Cyny, SIKi CTBOPEHI B €JEKTPOHHIN Qopmi, sika He MiUIArae peAaryBaHHIO, ajie OCTYIHA JUIs
34UTYyBaHH iH(OopMaIii.

4.9.2. TndopmMarlis HarpaBISIETbCA 10 €JIEKTPOHHOIO apXiBy CyAy HIAPO3A1IOM anapaTy cyay, KU
BiMOBiAa€e 3a iH(opMaliifHO-TeXHIYHe 3a0e3neueHHsT poOOTH Ccyay, OAMH pa3 Ha piK y JOTOMY
MICSLll, HACTYITHOMY 32 3BITHHM.

(mianyHkT 4.9.2 nyHkTy 4.9 13 3MiHaMU, BHECEHUMH 3T1JJHO 3 HaKa30M
JepxaBHOi cynoBoi anminicTpanii Ykpainu Bix 29.11.2013 p. N 161)

4.9.3. Indopmariist 3 €IEKTPOHHOTO apXiBy Cydy HAJAE€THCS MIAPO3AUIOM amapaTry Cyay, SKHM
BIJNOBIIa€ 3a iH(opMaIiiiHO-TexHIUHe 3a0e3MneueHHs poOOTH Cyay, IHIIUM MiIpo3/iiaM 3a IXHIM

3alUTOM Y pa3l BTpaTu HEOOX1IHOT IM 1HpopMaIii.

4.9.4. TlepenaBaHHsl €IEKTPOHHUX JOKYMEHTIB 10 lleHTpasbHOTO HepKaBHOTO EJIEKTPOHHOTO
apxiBy YKpaiHu 3/1IHCHIOETHCS B IOPSAAKY, Iepe10aueHOMY YHHHUM 3aKOHOAABCTBOM.

HavanbHuk ynpasiiHHSA 3
NUTaHb CYA0BOI0 AiJIOBO/ICTBA 0. Cihoniubkui

Jonarok 1



1o [aerpykinii
(mynkr 1.5.25)

3AMOBJIEHHA N
Ha nepeaaydy ingopmauii kaHajgamu GpakCUMITIBLHOTO 3B'I3KY

[Tigpo3min

Bukonaseup, Tenedon

Hazsa indopwmartii, sika mepenaeTbes

[Tpomy nepenatu inpopmarliro

(xoMy, Kynn)

(xon, Temedon)

O6csr iHbopMallii, ika MepeaacTbes

(mpizBHILIe, TTiIIHC)

apKyIIiB

[ToBepHyTH OpHTriHaT

[Tizpo3main

Bukonasennb

(po3n¥cka B oJiepKaHH1)

Yac 1 gata HaaXOHKEHHS
Matepiany rOJI. XB. ara

Binnpasus roJ.

(npizBuIe, iHimiaM)

JaTa

XB.

Posmnucka mpo BUKOHaHHSA

HavanbHuk ynpasiiHHSA 3
NUTaHb CYA0BOI0 JAiJIOBO/ICTBA 0. Cihoniubkui



Jlomarok 2

1o [aerpykiii
(mynkr 1.5.27)

TEJET'PAMA

MOIITOBUH 1HJCKC, MICTO, BYJHI, N OYIHHKY,
Ha3Ba oprasizauii-agpecara,
3a HeoOXIHOCTI - ITocaja i Mpi3BHIIe KepiBHUKA OpraHizanii

[I'SITOTO JIFOTOI'O IILOT'O POKY JAECSTIN PAHKY TIPUMIILEHHI CY]TY BIIBYJIETHCSI
HAPAJIA TOJIIB TOCITIOJJAPCEKUX CY/IIB

[IPOLY B3STU YUACTb BUCTYIIMTU ITOBIJOMJIEHHSIM BUCHOBKAM POBOTU
MUHYJIUM PIK TOTEJIb 3ABPOHLOBAHUM

nocaja, Ipi3BHILE Ta iHIIiaTu 0cO0H, KA MiANKCaIa TeJIerpamy

aJipeca Ta Ha3Ba rOCIOIAPChKOTO Cyy
rocajia, Mpi3BUILE Ta iHIIiaIu 0cOOH, AKa MiJINucaa TeJerpamy

aBaHC

HavanbHuk ynpasjiHHsA 3
NUTAaHb CYA0BOI0 AiJIOBOICTBA O. CraoHinbkuid

Jonmarox 3
1o ITacTpyxkuii
(mynkr 1.6.2)

KYPHAJI
00JIiKy me4YaToK i ITaMmiB cyay



N 3/ Bigoutkn Komy Bunano JlaTa [Tpumitka
IIEYaTOK . IIOBEPHEHHS
L Hazsa [Ip13Bue Ta JlaTta Ta P
LITAMIIIB . . .. Ta PO3MHUCKa B
MiIPO3LTY, 1HIIIaIHA pO3MHCcKa )
) . . oJiepKaHH1
e BI1ITOB1AaJIbHOT B
30epiraroThCs ocobu oJIepXKaHH1
[IEYaTKHA
1 2 3 4 5 6 7
HavaabHuk ynpasiiHug 3
NUTAaHb CYyA0BOI0 JiJI0BOICTBA O. CaoHinbkuid
HonaTox 4
1o [acTpyxkuii
(mynkr 1.6.2)
KYPHAJI
00J1iKy 0JIAaHKIB IOKYMEHTIB Cy1y
Ha3Ba OJIaHKIB
Hanxomkenns Bupaua
Jlara Bumadi Komy Bugano Kinekicte Posnucka B
. . : .. MIPUMIPHUKIB oJlepKaHH1
HasBa migpo3niny [Ipi3Buie, iHimiaaTu ocoodu, PUMIP Aep
sIKa oJieprKayia OJaHKu
1 2 3 4 5

HavyanbHuk ynpasJiHHA 3

O. CiaoHinbKkui



NUTaHb CYA0BOIo JiJIoBOACTBA

Jonmatok 5
1o Iacrpykuii
(myHkT 1.6.7)

['ocnomapcebkuii cyn

AKT
MPO 3HUIIEHHS MeYATOK (IITAMIIIB)
Bin" " 20 p.N

Kowmicis y cknani:

CKJIAJIa LIEH aKT MpO TaKe:

VY 3B'A3Ky 3 nepeiiMeHyBaHHsSM (peoprasizalli€ro, JIKBIJAli€l0 TOIIO) CTPYKTYPHOTO HiAPO3JLTy
Cyay KoMicid 31 3HuIIeHHs nevyarok (mrammnis) 09.01.2013 nposena 3HUILEHHS NEYaTOK (IITaMIIIB)

(cTaBnsATBCS BIIOUTKH MeYaToK (IITAMIIIB), 110 3HUIYIOTHCS )

y KUIBKOCT1 5 (I'ITH) IITYK HUIIXOM OOMMIIOBAHHS JBOMA MEPEXPECHUMH JIIHIAMHU (po3pi3aHHs abo
MEXaHIYHOTO pOo30MBaHHS Ha MaJji He3'eIHyBaHi, HEBITHOBJIIOBaHI YaCTHUHH)

T'omoBa xomicii:

YiteHn KOMICil: :

HavanbHuk ynpasiiHHSA 3
NUTAaHb CYA0BOI0 JiJIOBOICTBA 0. CihoHiubkui



JonaTtok 6
1o Iacrpykiii

(mynkr 1.7.4)
HaiimenyBaHHs rociogapCbKoro cyuy
AKT 3ATBEP/KYIO
N KepiBHUK CTPYKTYpHOTO
HiaPO3ILTY
(micrie ckIagaHHs)
NpUiMaHHS-TIepelaBaHHs CIIPaB [Migmumc Po3mm¢poBka mianucy
(IOKYMEHTIB) IiJ] 4ac 3MiHU
BIJINOBIIaJILHOT 0COOHU Jlara
BinmosigHo 10 Haka3y Bifg N nepeaas, a MIPUIHSB
(mpi3Bue, iHiNiaNH) (mpizBue, iHimiaMM)
y IPUCYTHOCTI KOMICii, CTBOPEHOI Ha MiJCTaBi 3a3HaYEHOr0 HaKa3y, y CKJIai
roJI0BU 1 WIeHIB KOMicil
(pi3BuILe, iHIiIiaTH) (pi3BuILe, iHIIiaTH)
JOKYMEHTH CTPYKTYPHOTO MiJIPO3/LITy.
N 3/n Innexc Ha3Ba nokymenra Kpaiini natu KinbkicTs cripaB [Tpumitka
JIOKYMEHTa (TOMiB)
1 2 3 4 5 6
Paszom npuiiasiTo CIIpas,
(tudpamu i cimoBaMu)
OTIHCIB Y MIPUMIpHHUKAX
(umdpamu 1 miTepamm) (undpamu i coBamn)

CrtaH TOKYMEHTIB 1 ONTUCIB




OnHoYacHO nepearThes

(3arasipHa XapakTepUCTHKA CTaHY)

HasBHicTb 1 cTan o0nagHaHHS Ta IHBEHTAPIO

(3aranpHa XapaKTEPHUCTHKA CTaHY)

ITepenan [Tigmmc Posmmdposka mignucy
[Ipuiinsas [Tigmmc Poszmmdposka mignucy
I'onosa xomicii [Mignuc Pozmmdposka mignucy
Yiienu komicii ITignuc Pozmudposka mianucy
Hara
HavanbHuk ynpasiiHHSA 3
NUTaHb CYyA0BOI0 AiJIOBOICTBA 0. Cihoniubkuii
Jonaroxk 7
1o [acTpykii
(mynktu 2.1.4, 3.1.3)
T'OCHOJAPCHKHM CY]T

(ampeca, Tenedon, pakc, E-mail)

HaN BIJ

Anpecar



[ToBepTaeThcst 3BepHEHHS (3a51Ba, CKapra TOIIO) Bij N K TaKe, 110 TOMUIJIKOBO
HaIpaBlieHE Ha aJpecy rocrnoJapchKoro cyny YKpaiHu.

Honatok: Ha apk.

ITocama IMignuc

HavanbHuk ynpasiiHHsA 3
NUTAaHb CyA0BOI0 AiJIOBOICTBA O. CroHinbkuid

Jonmatok 8
1o [aerpykiii
(mynkr 2.1.5)

I'ociomapcebkuii cyn

AKT
Big" " 20 p.N___

Miclie CKIagaHHs

Lleit akT ckinageHuii Ha migcTasi [HCTPyKILIT 3 A1IOBOJCTBA B TOCTIOAAPCHKUX CyAax YKpaiHU

(KUM CKJIaJIeHo)
Y IPUCYTHOCTI

(mpi3BuIe Ta iHiIiaTHN)
Ipo Te, 1O MiJ] Yac PO3KPUTTs KOHBEpTa (I1aKeTa), HaJiCIaHOTO

(maliMeHyBaHHS OpraHizallii, o HaJlicianxa KOHBEpT abo MmaKeT)

(BUSIBIICHI HEJIOTIKH)

ITigmucu:




HavaabHuk ynpasiiHHd 3

NUTAaHb CYyA0BOI0 AiJI0BOICTBA O. CaoHinbkuid

JonaTtox 9

1o [acTpyxkuii
(mynkT 2.3.7)

KYPHAJI
00J1iKy pe4oBHX J0Ka3iB

N | Jara | Haiimen Kinek | Homep 30epiranHs Pimen Buxonanus
3/ | HAAXOJl | yBaHHA | ICTb | CIpaBH, wicie |xomy i xomy | zata |komy
Il | JKEHHA | pEe4OBOI IL. I b. cyny . .
. (bakTU4H | KOIH HAJICH | BUKOH | 1
0 JI0Ka3y (HaiiMeny 1010 .
oro nepen aHl | aHHA | KOJH
BaHHs) . pedoB .
30epiran | aHoO (nmepen |pimeH | mepe
CTOPOHU . ux . .
. HA 13 e .| anl) | HAB | JAaHl
y crpaBi JoKa3i
3a3Ha4YeH | OTJISI JOKYM | 9acTH | peuo
HAM yi ’ €HTH Hi Bl
. nara
mpisBAWL | KoM | L pedoB | 0Ka
a oBep BUKOH | HX 31
. . yXBal .
BIJITIOBiJl | HEHO aHHS | JIOKa3i
] eHHS
aJIbHOT B
ocobu
1 2 3 4 5 6 7 8 9 10 11

HavaabHuk ynpapiines 3

NUTaHb CYA0BOI0 AiJIOBOICTBA O. CraoHinbkuid

[Tpum
ITKA

12



Jomarox 10

1o [aerpykiii
(myHkT 2.4.12)

BHYTPIIIHIN OITUC
NOKyMeHTIB cnipaBu N

N /o Innexc Hata
JIOKyMEHTa JIOKyMEHTa
1 2 3
Bceworo

3aroy0BOK JIOKyMEHTa Howmep
apKyIIIiB
CTIpaBu
4 5

KinpkicTh apKyIiiB BHYTPIIIHBOTO OIUCY

(tmdpamu Ta clIOBaAMH)

[Tpumitka

JIOKYMCHTIB

Cynns

HaiimenyBanns mocaau ocoou,
sKa CKJIaja BHYTPIIIHINA OMHC
JTOKYMEHTIB CIIpaBU

HavyanbHuk ynpasJiiHHA 3
NHUTaHb CyA0BOI0 AiJIOBOJACTBA

Ilignuc

ITignuc

(unpamu Ta crroBamm)

Po3mmdposka migmucy

Po3mmdposka mignucy

0. CaoHiubKuii

Honaroxk 11
1o [acTpykii
(myHKT 2.4.14)

(HaliMeHyBaHHSI TOCIIOJJAPCHKOTO CYY)

piK



ITo mepuriit iHCTaHMIIT: o anensuiiiHiil iHCTaHIIIT: ITo kacariituiif iHCTaHLII:

CIIPABA N
[To3uBau
Bignosizau
3asiBHUK
[Ipenmer ciopy
[Touarok 20 p.
3aKiHYEeHHS 20 p.
31aHo 710 apXiBy 20 p.
Ha apKyIIax
MICTO

HavanbHuk ynpaBJiinHs 3
NUTaHb CYA0BOI0 AiJIOBOICTBA O. CraoHinbkuid



Jlomarox 12
1o [aerpykiii

(myHKT 2.5.4)
KYPHAII
00.J1iKy 3as1B PO HAJAHHS JOCTYILY 10 MaTepiaJjiB CyJJ0BHX CIIPAB Ta CYA0BHUX
pilieHb
N JlaTa Big xoro Hamifima | 3MiCT 3ai1BU Howmep Hacninku [TpumiTku
3/ |HagXO/KEHHS | 3asBa (Ipi3BUILE, CIpaBU po3risay
3asiBU iM's Ta 110 6aTHKOBI 3as1BU
3asiBHUKA,
HallMEHyBaHHS
oprasxisariii), 1ata Ta
HOMeEp 3asBU
1 2 3 4 5 6 7
HavanbHuk ynpasiiHHSA 3
NUTaHb CYyA0BOI0 AiJIOBOCTBA 0. Cihoninbkuii
Jonmarok 13
1o [acrpykiii
(myHKT 2.6.6)
PO3HOCHA KHHUT' A

BUXIIHMX MPOLECYaJIbHUX JOKYMEHTIB

N | Aapecar HasBa Buxiguwnii Jlara Posmucka ITocana, [TpumiTku
3/n JOKYMEHTa, | HOMEp 1 |oAepXaHHSI po Mpi3BHUIIE T
HOMEp JaTa JOKYMEHTa |OJIepKaHHs | iHiIiaau ocodu,
CIpaBu | TOKYMEHTa JOKYMEHTa | sIKa oJleprKalia
JOKYMEHT

1 2 3 4 5 6 7 8



HavajapHuK ynpasJiHHd 3
NUTAaHb CYA0BOI0 AiJIOBOICTBA O. ChaoHinbkuid

Honatox 14

1o Tacrpykiii
(mynkT 2.7.11)

HaitmenyBaHHs rociogapCbKoro cyauy

CIIpaBa-3aMiHHHK (3K€TOH) CYJIOBOi CIIPaBH

CIIPABAN

Ilo3uBau

Bignosinau

3agBHUK

[Ipenmer ciopy

KinpkicTh apkyis

CrnpaBa BuiaHa Ha CTPOK J0

[Tignuc 1 naTa ofep aHHs CIIpaBy (IOKyMEHTa)

[Ipi3Bute, iHiiamm ogepxyBada, N TeneoHy

CrnpaBa nmoBepHyTa (71aTa)



Oco0a,
BiAIIOBiNAIbHA (npi3Buie, iHiMiamN)
3a apxiB

HavanbHuk ynpasiiHHSA 3
NUTaHb CYJA0BOI0 JiJIOBOJACTBA O. CiaoHinbKkui

Honatoxk 15
1o [acTpyxkuii
(mynkr 3.4.11)

PO3HOCHA KHUT A
BHXI/IHMX HeNpPOLeCyalbHNUX JOKYMEHTIB

N Anppecar | Hassa Buxignuit [Hara Po3nucka [Tocana, [Ipumitku
3/m JIOKYMEHTa | HOMEp 1 JlaTa |OoAep KaHHS po Ipi3BUILE Ta
JOKyMEHTa | JOKyMEHTa |OJAep KaHHs | 1HILIaJdu ocolu,
JOKYMEHTa | sKa oJeprKaa

JIOKYMEHT
1 2 3 4 5 6 7 8
HavanbHuk ynpaBJiines 3
NUTaHb CYA0BOI0 AiJIOBOICTBA O. CraoHinbkuid

Jlomaroxk 16
1o IacTpykuii
(myskT 3.6.20)



TOCIIOJAPCHKHI CY ]

HAKA3

HavanbpHuk ynpasiiHHSA 3
NUTaHb CYyA0BOI0 JiJIOBOICTBA 0. CihoHinbkuii

Honatox 17
1o [acTpyxkuii
(myHkrt 3.6.21)

IF'OCITIOJAPCBKHH CY/]

PO3IOPAKEHHSA

HavanbHuK ynpasJiHHSA 3
NUTaHb CYA0BOI0 AiJIOBOICTBA O. CraoHinbkuid



Jonarok 18
1o Iacrpykuii
(myHkT 3.8.3)

CIIMCOK
CIpaB, IPU3HAYECHUX A0 PO3TJISIAY

B
(HaliMeHyBaHHS TOCIIOJAPCHKOTO CYITY)
" " 20_ pOKy
N Yac N cnpasu MicreBuit Ckapxuuk | IlosuBau | Bimnosimau Ilpenmer = Cymas
3/m | cayXaHHS cyn cropy

Crucox CKJIaaACHO

(mocana, migmnuc, mpi3BHUIIE)

HavanbHuk ynpasiiHHSA 3
NUTAaHb CYA0BOI0 AiJIOBOICTBA 0. Choniubkuii

Jlomarox 19
1o ITacTpyxkuii
(mynkr 3.8.8)

KYPHAJI
NpUiioMy I'pOMaIsIH

N Hara  |IlpizBume, im's, | atata | KopoTkuit Komy Hacnigkun  IIpumitku
3/m |peecTparii | Mo 6aTHKOBI Ta qac 3MiCT JIOPYUYEHO | PpO3IIIsNy,
ajapeca NpUAOMY | 3BEPHEHHS | TEPEBIPKY, nara
IrpOMaJTHUHA (cyTh TEPMiH HaJIClIaHHs

3BEpHEHHS) BHUKOHAHHS | BIAMOBIiI



HavaabHuk ynpasJiHHd 3
NUTAaHb CYyA0BOI0 JiJIOBOICTBA

HaiimeHnyBaHHS rociojapchbKoro cyy

HOMEHKIJIATYPA CITPAB
N
Ha 20  pik
Innekc 3aroj0BOK crpaBH (TOMY,
CIpaBu YacTHUHU)

(BUpiIeHHS
NUTAHHS 3
MOCHIJTAHHSIM
Ha
HOPMAaTHUBHO-
MIPAaBOBI aKTH)

6 7

0. CiaoHiubkui

Honatox 20
1o [acTpyxkuii
(mynkr 4.1.1)

3ATBEPDKYIO

KepiBHuk amapaty cyny

ITigmuc

Jarta

Kinexicts

Pozmmmdposka nianucy

Crpok 30epiranus

cipaB (TOMIB, |cIpaBu (TOMY, YaCTUHH)

YaCTHH)

1 HOMepH cTarei 3a
TepeTikoM

4

[TpumiTku



KepiBHuk cimyx0u A1710BOICTBA

(miarmuc, iHiiaMM, Npi3BUIIE)

Hara

Bi3u kepiBHuKa apXiBy (0coOH, BiAMOBIAAIBHOI 32 apXiB)

CXBAJIEHO [TOI'OXKEHO

[TpoTokoun 3aciganus [Tpotokoun EITK

EK cyny Jiep>KaBHOT apXiBHOT

YCTaHOBHU
N N
[TizcymMKOBHIA 3aITUC PO KAaTETopii Ta KUTBKICTH CIIPaB, 3aBEACHUX Y porti B cyai
3a cTpokamu 30epiraHHs Ycboro Y ToMy uucmi

TaKuX, IO 3 mo3gaukoro "EITK"
MEePeXoasTh

[TocriitHorO

Tpusanoro (monan 10 pokiB)
TumuacoBoro (10 10 pokiB BKIIOYHO)

Pazom

KepiBHUK ciyk0H 1710BOACTBA

(miamuc, iHiiaMM, Npi3BUIIIE)
Hara
ITizcyMKOBi B1IOMOCTI I€peJaHo B apXiB Cyy

BiamoBiganbHmii mpaiiiBHUK CITY>KOU A1IOBOJICTBA

(miamuc, iHiiaMM, Npi3BUIIE)



HavajapHuK ynpasJiHHd 3
NUTAaHb CYA0BOI0 AiJIOBOICTBA O. ChaoHinbkuid

Jonatok 21

1o Tacrpykiii
(mynkrt 4.2.15)

HaiimenyBaHHsI rocriogapchKoro cyay
AKT 3ATBEP/IXKXYIO

N KepiBHuK amaparty cyny

(Mmicrie cKITamaHHs)

PO HECTauy apXiBHUX CIIPAB [Tigmuc PosmudpoBka miamucy
(IIOKyMEHTIB)

Jara
V pesynbrari YCTAHOBJICHO HECTady

(Ha3Ba 3ax0/IiB)
apXxiBHUX CIIpaB (JOKYMEHTIB), III0 NepeiueHi Huxk4e. 3aX0/11 111010 PO3IIYKY CIpaB (JOKYMEHTIB)
MO3UTUBHUX HACTIJIKIB HE JJaJIH, y 3B'I3KY 3 YUM BBAKAEMO MOKJIMBUM 3HATH 3 OOJIKY.

Omuc | Cmpasa N (abo 3aroi0BOK CIpaBU Hara cnipaBu Kinbkictsb MosxiuBi
N HOMEpHU (oxymeHTa) (TOKyMeHTa) |apKyIliB CIpaBU IPUYUHU
apKylIiB (moxymeHTa) | BIICYTHOCTI CIIpaB
JTIOKYMEHTIB) (ITOKyMEHTIB)
1 2 3 4 5 6
Paszom crpaB (JOKYMEHTIB)

(undpamu i ciioBamm)

3MICT yTpaueHHX CIpaB (JOKYMEHTIB) MOXe OyTH YaCTKOBO BIATBOPEHMUI TaKUMHU CIIPaBaMH
(moKyMeHTaMH):

(HOMepH cIpaB, apKyIliB, iX 3ar0JIOBKH)



Oco0a, BiAmoBiganbHa 3a apxiB [Mignuc Po3mmdposka nignucy

I[TOI'OJPKEHO CXBAJIEHO
[Tporokon 3acinanns EITK ITporokon 3acimanns EK cyny
Jep>KaBHOT apXiBHOT YCTaHOBU N

N

* Slxmo BTpaueHi JoKyMeHTH HalioHanpHOTo apXiBHOTO QOHIY.

HavanbpHuk ynpasiiHHSA 3
NUTAaHb CyA0BOIO0 AiJI0BOICTBA O. CraoHinbkuid

JonaTtox 22
1o Inerpykuii
(mynktu 4.2.16, 4.6.26)

HalimenyBaHHs TOCIIOAapCbKOro Cyy 3ATBEP/XVIO
AKT KepiBuuk amapary cymny
N [Mignmuc Pozmmdposka mignucy

(Micme ckiagaHH)

[Ipo BrTydeHHS 111 3HUTIICHHS Hara
JOKYMEHTIB, HE BHECEHUX JI0
HamionansHoro apxiBHOTO (OHTY [TeuaTka 13 3a3HAYCHHSIM

imeHTH(IKAIIHHOTO KOy



Ha niacrasi

(Ha3Ba i BUXiJHI JaHi MEpeTiKy JOKYMEHTIB i3 3a3Ha4eHHSIM CTPOKIB iX 30epiranasa abo THIOBOI (IpUMipHOT) HOMEHKIATypH
crpaB)

BimiOpaHi JUIsl 3HUIIIEHHS K TaKi, 110 HE MAIOTh HAYKOBO-1CTOPUYHOI IIHHOCTI Ta BTPATHJIA ITPAKTHYHE
3HAauYeHHS, TOKyMeHTH (hoHay N

(nalimeHnyBaHHS (OHITY)

N | 3aromoBok | Jlata | Homepu ommciB | Inmekc cnpaBu | KigbKicTh Crpox [Tpumitka
3/m | cnpaBu ab0 | cnpaBu | (HOMEHKJIATyp) |(TOMY, YaCTHHH) | CIpaB 30epiraHHs
IPyHOBHIA abo 3a piK (pOKH) 3a (TomiB, | cmpaBu (TOMY,
3arojIOBOK | KpaiHi HOMEHKJIATYpOIO | YacTHH) YaCTUHH) 1
crpaB JaTu ab0 HOMep HOMEpH
crpas CIIpaBH 3a craTed 3a
OIHCOM HePETiKOM
1 2 3 4 5 6 7 8
Pazom CIIpaB 3a pOKH

(tmdpamu i cmoBaMu)

[Tocaga ocobwu, sika mpoBo U

; . . [Migmmc Posmmdposka nignucy
€KCIIEPTU3Y LIHHOCTI JOKYMEHTIB
[ara
IIOI'OJI’KEHO CXBAJIEHO
[Tporokon 3acinanus ETTK [Tporoxon 3acimanus EK
Jiep’KaBHOI apXiBHOI yCTaHOBU cyny

N N

Omnucu crpaB NOCTIHHOTO (TPUBAJIOTO) 30epiraHHs 3a POKH CXBAJIEHO, a 3 KaAPOBUX MMUTaHb

(ocoboBoro ckmany) noromkeno 3 EINK (EK)




(HaiiMeHyBaHHS JIep>KaBHOI apXiBHOT yCTaHOBH)

(mpoToKOa N )

JIOKyMEHTH B KUTBKOCTI CIIpaB Barow KT
(mdpamu i cmoBamu)

3JaHO

B

(nafiMeHyBaHHS yCTaHOBH)
Ha TIepepoOKy 3a MpUiMaIbHO-3/1aBaJIbHOI0 HAKIIATHOO BiJI N a00 3HUIICHO
IIJISTXOM CITaJICHHSI.

ITocama oco0Own,

ITigmuc Posmudposka migmnuc
sKa 37aa (3HUIINUIIA) TOKYMEHTH A bp ey
Hara

HavanbHuKk ynpaBJiiHHs 3
NUTAaHb CyA0BOIO0 JiJIOBOICTBA O. CraoHinbkuid
Jonmarok 23
1o [aerpykiii
(myHkr 4.3.2)

3ACBITUYBAJIbHUI HAIIAC CIIPABUN __ (PO3JLITY OIIUCY)

VY cnpasi (po3 il Onucy) NiAMUATO (BKJIAJEHO) 1 IPOHYMEPOBAHO

apkyma(iB),

(undpamu i ciioBamm)
y TOMY YHCII1: JIITEPHI apKyIIi
MPOIYILEH HOMEPH apKYIIiB + apkymriB
BHYTPILIHBOTO ONUCY

Ocob6nuBocTi (i3UYHOTO cTaHy Ta (hOpMyBaHHS Howmepu apkyis
CTIpaBu

1 2



ITocaga ocobu, ska ckiana
3aCBiIUyBAILHUN HATIUC

[ara

HavaabHuk ynpasiiHug 3
NUTaHb CYyA0BOI0 JiJIOBO/ICTBA

[Migmuc Pozmudposka miamnucy

0. CiaoHiubkui

Jonmaroxk 24
1o [acTpykii
(mynkr 4.3.3)



A A Koa sepaarmaoi apxizmoi
YVOREOEHE, APXIEEODD ®LATLTY
8 MicFEOT paIE
"{ Kog yerannok
‘ E—— e
o a) eaedn)
" N 1O
I WD
) S_—
L (HalmsewyBamnn Acp@aARNED] APXISHOI VYCTARNDEHE, ADYINHOND BLLALEY HICWEpaaE)
a‘
# (ElnfiMeryBnHRR YCTAHOBH | CTPYRTYPHONS nimpeainy
I 0
w : TOM Ne
wl -
A
E
8
)
. (3RroNoBOK CIpanH)
8
¥
A fmaza)
| Ha apKyL.
¥ 36epiraTH
| . 3
2 On. Ne
Copasa Ne
'i’
A
y & | £0 -
3
. 230 - I
HavaabHuk ynpaBiiiHHs 3
NUTaHb CYA0BOI0 AiJIOBO/ICTBA 0. Cihoniubkui

Jomarok 25



1o [aerpykinii
(myHkT 4.4.1)

['ocomapcebkuii cyn

(Ha3Ba CTPYKTYPHOTO MiPO3ILTY)

3ATBEPJIKVYIO
KepiBHUK CTPYKTYpHOTO HiAPO3ALITY
[Migmuc Posmmudposka miamnucy
Jara
OIINUC N
(Ha3Ba po3miny)
N Inpexc 3aroyioBOK CIpaBH Kpaiini KinpkicTb Crpok [TpumiTka
3/n crpasu (TOMy, YaCTWHHU) | JaTH CIpaBU apKylIiB y 30epiranus
(Tomy, (Tomy, crpasi (Tomi, | crpaBH (TOMY,
YaCTHUHH) YaCTHUHU) YacTHH1) YaCTHUHN),
CTaTTA 3a
nepesikoMm™®
1 2 3 4 5 6 7
VY el onuc BKIOYEHO cipaB3N _ 1mo N ,

(undpamu i ciioBamu)
Y TOMY YMCIIL:

JTepHI HOMEepU
MPOIYILEH HOMEPHU

[Tocana yknanaya onucy [Migmuc Pozmudposka miamnucy

Hara



IHOI'OJI’KEHO
KepiBHuk cimy>x0u A1710BOJICTBA

Hara

[Tepenas

[Tigmmc Posmmdposka mignucy

CIpaB

[Tocana mpaniBHUKa
CTPYKTYPHOTO MiAPO3ALTY

ara

[Ipuitass

(tmdpamu i cmoBaMn)

[Tigmmc Poszmmdposka mignucy

Oco0a, BiaMoOBiaIbHA
3a apXiB cyy

Hara

HavyanbHuk ynpasJiiHHA 3
NHUTaHb CyA0BOI0 AiJIOBOJACTBA

HaitmenyBaHHs rocnogapcbKoro cyauy

Do N

OIINC N

CIpaB MOCTiHOTO 30epiraHHs
3a piK

(mdpamu i cmoBaMn)

[Migmuc Posmmudposka miamucy

0. CaoHiubkuit

JonaTox 26

1o [acTpykii
(myHkT 4.4.4)

3ATBEP/KYIO

KepiBuuk amapary cymny

[Tigmmc Posmmdposka mignucy

Jara

ITeuaTka 13 3a3Ha4YEHHAM
imeHTH(IKaIifHOTO KOy

CIpaB



(na3Ba po3niny a00 CTPYKTYPHOTO HiPO3/iTy YCTaHOBH)

N [anexc cnpaBu
3/
1 2

VY 11eit po3ain onucy BHECEHO

3aronoBok cripasu (Tomy, | Jlara cripaBu Kinbkictb [Tpumitka
(Tomy, apKyIliB y
YaCTHHH ) crpasi (Tomi,
YaCTHHI)
4 5 6

YUCII;

JTepHI HOMEpH

cipaB3 N nmoN | yTomy

MPOIYILEHI HOMEPHU

ITocaga oco0Owu,
sIKa CKJIaJIa OIIHC

ara

Oco0a, BiaNoBigaabHa 3a
apxiB

ara

CXBAJIEHO

[Iporoxon 3acinanus ETTK
Jiep’KaBHOI apXiBHOI yCTaHOBU
N

[Migmmc Poszmmdposka nignucy
[Mignuc Pozmmdposka nignucy
CXBAJIEHO

[Iporokon 3acinanus EK cyny

N




HavajapHuK ynpasJiHHd 3

NUTAaHb CYA0BOI0 AiJIOBOICTBA O. ChaoHinbkuid

Honatox 27
1o Tacrpykiii
(mynkrt 4.4.10)

dopMa TUTYJIBHOI0 APKYIIA 3aKiHYE€HOT0 ONMCY CIPaB MOCTIiiHOr0 30epiranHs

(HaliMeHYBaHHS JIepKaBHOI apXiBHOT YCTaHOBH)

(ma3Ba douIy)

* 3anoBHIOETHCA B JepiKaBHill apXiBHiii ycTaHOBI

doung N

OIIMC N

(Ha3Ba ommcy)

Kpaiini gatu cnpas

HavyanbHuk ynpasJiiHHA 3

NUTaHb CYyA0BOI0 AiJIOBO/ICTBA 0. Choniubkuii

Jonmarox 28
1o IacTpyxuii
(mynkT 4.4.11)

HalimenyBaHHS TOCIIOAapCcbKOro Cyy 3ATBEP/XVIO

®oug N KepiBHuK amapary cyny



OIIMC N [Mignuc Po3mmdposka mianucy

cripaB TpuBasioro (monaxa 10 pokis) Hara
30epiraHHs
3a pix

ITeyaTka i3 3a3HAYECHHAM
imeHTH(IKAIIHHOTO KOy

(Ha3Ba po3niry abo CTPYKTYPHOTO TiAPO3IiTY YCTAaHOBH)

Ns3/m | Iamekc cripaBu | 3arojoBOK CIIpaBU Hata Crpok Kinbkictb [TpumiTka
(TOMy, YacCTUHH) CIIpaBu 30epiraHHs | apKyIIiB y
(Tomy, crpaBH (TOMY, crpasi
YaCTUHH) YacTHUHU) (Tomi,
YaCTHHI1)
1 2 3 4 5 6 7
VY 11eit po3ain onucy BHECEHO crpas 3 N no N , Y TOMY
YHCIIL:

JITepHI HOMEpHU
MPOIYILEH HOMEPHU

ITocaga oco0Owu,
sIKa CKJIaja OINC [Mignuc Pozmmmdposka mianucy

ara

Oco0a, BiIMOBITaJIbHA 34
apxiB [Mignuc Pozmmdposka nignucy

Hara

CXBAJIEHO
[Ipotokon 3acinannst EK cyny
N




HavaabHuk ynpasJiHHd 3
NUTAaHb CYyA0BOI0 JiJI0BOICTBA O. CaoHinbkuid

Jonmarok 29
1o Iacrpykuii
(myHkT 4.4.12)

HalimenyBaHHs TOCIIOAapCbKOro Cy1y 3ATBEP/XVIO

®oun N KepiBHuk amapaty cyny

OIIMC N [Migmuc Po3mm¢poBka mianucy
CIpaB 3 KaJIpOBUX MUTaHb (0COOOBOTO CKJIaay) Jata

3a pik [Tewarka i3 3a3HaYCHHSAM

1IeHTU(IKAIIHHOTO KOy

(Ha3Ba po3aiy)

N | Ingexc cripaBu | 3arojoBOK CIIpaBU [Hata Crpok KinbkicTh [TpumiTka
3/m (TOMy, YacTUHN) CIpaBu 30epiranus apKyllIiB y
(Tomy, crpaBu (ToMy, | cIipaBi (ToMi,
YacTHUHU) YaCTUHH) YaCcTHHI)
1 2 3 4 5 6 7
VY 11eit po3ain onucy BHECEHO crpas 3 N o N

(undpamu i caoBamn)
y TOMY YHUCIIi:
JTepHI HOMEpU
MPOIYILEH HOMEPHU




ITocaga oco0Owu,
siKa CKJIaJIa OITAC

ara

ITOI'OJIXKEHO

[Tporokon 3acimaHHs
EIIK nepxaBHO1 apXiBHOT

HavanbHuk ynpasiiHHSA 3

ITignuc

NUTaHb CYA0BOI0 }]iJ'IOBOZ[CTBa

Pozmmdposka mignucy

CXBAJIEHO

[Iporoxkoin 3acinanus EK cyny

N

0. CiaoHiubkui

Honatox 30

1o [acTpykii
(mynkrt 4.5.5)

(HaiiMeHyBaHHS TOCTIOJIAPCHKOTO CYTY)

AKYPHAJI

YCTaHOBU
N
Tom N
ITouaruit
3aKiHuUeHUNA
N Hara | Haiimeny-
3/m | HagXo- BaHHs
JUKEHHSI | yCTaHOBH,
abo JIepKaB-
BHOYT- HOI
T4 apxiBHOI

Hasga,
HOMep i
ara
JIOKY-
MEHTa,
110 IMig-

HapnxomkeHHs cripaB (IOKyMEHTIB)

MOCTIN-
HOT'O
30epi-

KUTBKICTH CITPaB

TpUBa- THM-
JIOTO 4aco-
(monayn | BOTO (710

3
0co0o0-
BOTO

00J1iKy HaJAXO0/’KeHHSI Ta BUOYTTH ClIpaB (IOKYMEHTIB) apXiBy cyay

BubyTts cripaB (JOKyMEHTiB) Ipu-

. MiTKa
KUIBKICTh CIIpaB

MoCTii- | TpHBa- TUM- 3
HOTO JIOTO gaco- |ocobo-
30epi- | (moHam | BOTO (10 | BOTO



YCTaHOBH, | TBEp- TaHHS 10
3BIIKH JOKYE POKiB)
HAOIWIUIA | HagXo- 30epi-
(xynu JOKEHHS TaHHsI
BuOynn) | (BUOYyT-
CIpaBd | Tsl) COIpaB
(moky-
MEHTH),
ix KpaiiHi
JaTh
1 2 3 4 5 6

Pazom y poLi HaiHIILIIOo

10 pokiB) |ckimamy | TraHHS 10
30epi- POKiB)
TaHHS 30epi-

TaHHsI
7 8 9 10

10 pokiB) |ckiamy

30epi-
raHHs

11

12

(HaBOAATHCS IMiICYMKOBI JaHi 3a rpadamu 5 - 8)
BHOYIIO

(tmdpamu i cioBamu)

(tmdpamu 1 cioBaMn)

(HAaBOIATHCS MiCYMKOBI J1aHi 3a rpadamu 9 - 12)

Oco0a, BiAmoBigambHa 3a apxiB
Hara

HavaabHuk ynpasJiines 3
NHUTAaHb CyA0BOI0 IIJIOBOJACTBA

KOMy HaaACHUJIA€EThCA

ITignuc

Po3mm¢poBka mianucy

O. CiaoHinbKui

Jonmaroxk 31
1o [aerpykiii
(myHkt 4.5.13)

13

CIIpaB

CIpaB

(HaiiMeHyBaHHsI i afpeca oJep)KyBaya)

Kum HaJICHJIAETHCA

(naiimenyBaHHs i aapeca cyy, IO 3BITYE)

ITACIIOPT
apxiBy cyay®



* HascuaeThest BiNOBIAHIM JepskaBHil ycTaHOBI 10 | Tpy/IHs HOTOYHOTO POKY.

HaitmenyBanus cyny

N 3/t

1.1. |IlocriitHOTrO 30€piraHHs
3 HEX:
1.1.1. |Yuecenux B onucwu, 1o cxsaieni EITK
1.1.2. IIlo 36epiratoTbcs MOHA yCTAHOBIIEHI
CTPOKH
1.2. |3 xaapoBuX nuTaHb (0COOOBOTO
CKJIaJy)
3 HuX:
1.2.1. |YHeceHHX B OIHCHU
1.3. |Tpusainoro (moHaxa 10 pokiB)
30epiraHHs
1.3.1. |YHeceHux B omucu
I1. BizomocTi nmpo npuMinieHHst
[Tnomra apxiBocxoBHINa Cryninb KopoTka xapakrepuctuka
B M 3aBaHTAXKEHOCTI B MPUMIIIEHHS
%
II1. BizomocTi npo xkaapu
KinpKiCTh IITaTHHX [pi3Buie, iM's, 1O Ocgirta, dax

I. BinomocTi npo 10KymMeHTH

HasBa nnoka3HukiB Kinexicte
2 3
Cnpasn

VY Tomy uuci:

MpaIiBHUKIB 0aThKOBI

Jlata cTBOpEHHS Cyy

Kpaiini natu

4

HasBHicTb po6ounx
KIMHAT, YATAIBHOTO 3Ty

Crax pobotu



(anpeca 1 HOMep TenedoHy cyay)

Oco0a, BiAMoOBiTaJIbHA 32 apXiB
ara

HavyanbHuk ynpasJiHHsA 3
MHUTaHb CyJ0BOIO0 JiJI0BOJCTBA

HaiimenyBaHHs rociogapcbKoro cyauy

N

(Micrie cKITaaHHs)
BUJaBaHHS CIIpaB Y THMYAaCOBC
KOpPHUCTYBaHHS

(HaliMeHyBaHHS YCTaHOBH (TI0Caja),

roro momroBuii inaekc, anpeca (I1. 1. B.))

ITincraBa

[Migmuc Pozmmdposka mignucy
0. ChoHiubkui
Jlomaroxk 32
1o Iacrpykmii
(myHKT 4.6.14)
AKT

3 KO0 METOIO BUIAIOTHCA CIIpaBH

Bunano taki cripaBu 3 apxiBy:




(Ha3Ba OMMCY, KaTeropii 3aroJI0BKy CIIPaBH)

N Onuc N CnpaBa N 3arojioBoK
3/m CIpaBu
1 2 3 4

(tmdpamu i cmoBamn)

CIpaB Ha CTPOK

Kpaiini natu Kinbkictb [Tpumitka
JIOKYMEHTIB apKyIliB
CIpaBu CTpaBu
3) 6 7

CrpaBu BuAaHi B yHOPSAKOBAaHOMY CTaHi, ONPaBieH] B OOKIaINHKH, 3 TPOHYMEPOBAHUMH apKYIIAMH.
OTtpumMyBad 3000B'SI3yEThCS HE HAIABATH CIIPABH, OTPUMaHI B THMYACOBE KOPHUCTYBAHHSI, CTOPOHHIM
ocobam, HE BUAABAaTH Ha iX MiJICTaBl KOMil, BUTSTIB 1 JOB1IOK, HE MyOIiKyBaTH JOKYMEHTH 03 J03BOIY

cyny.

OTtpumyBad 3000B'13y€ThCSI TOBEPHYTH CIIPABU B CTPOK, 3a3HAYCHHH B aKTi. OTpUMyBaya MomepeKeHo
PO BiAMOBIAANBHICTh 3T1IHO 3 YUHHUM 3aKOHOJIABCTBOM Y Pa3i MOIIKOIKEHHS a00 BTpaTH CIIpaB, 110

BUIAHI.

KepiBHuk amapary cyny,
SIKMUI BUJIAB CIIPABU

TITHIC po3mudpoBKa miAMHCY

[ara

I'epOoBa neuatka cymy

Oco0a, BiAMOBiTaIbHA
3a apxiB

T JIITHC po3mudpoBKa MmiaAnucy

ara

CrpaBu OBEpHEHI B TOBHOMY 00cs31 Ta 30epeXeHO0CTI

[IpuiiaaB cupaBu
Oco0a,
BIJIMTOB1TaJIbHA 32 apXiB

T ITHIC po3mudpoBKa miAMHCY

Hara

ITocana kepiBHMKA YCTaHOBH, 0COOH,
110 OTPUMAJIa CIIpaBU

TiHC po3mudpoBKa miaAnHUCy

Jara

I'epOoBa nmeuaTka

31aB cripaBu

(Ha3Ba mocasn)
TI1IITUC po3MHQPOBKA MiTTUCY

Jara



HavajabHuKk ynpasJiHHd 3
NUTaHb CYyA0BOI0 JiJI0BOICTBA O. CaoHinbkuid

Honatoxk 33
1o Iacrpykiii
(myHKT 4.6.16)

APKYUI ITEPEBIPAHHA N

HasIBHOCTI Ta CTaHy CIPaB apxiBy Cy1y

(Ha3Ba)

[lepeBipstHHS TPOBOAMIH

(maTa nepeBipsiHHSL, TIOcaja, NMPI3BUILE, IHILIAIN)

Ho- | Kine- |Home- Jlitepni [Mponymeni (Home- | Kine- | Tum- | Homepwu cnpas, mo notpedytors | Ho- |Ilpu-
Me- | KiCTh |pH He- HOMEpH HOMeEpH pu KiCTh | 4Ya- Me- |MiTka
pu |cmpas, | BUSB- crpas CrpaB, | HasiB- | COBI pu
omu- | IO |JICHHUX Buia- | HUX OG- . Crpas,
. nepe- | He 00- HE nes3- | me3- | pe- | om- | BigO-
ciB | paxy- |cmpas X HUX Y |CIpaB | pu X X 110
paxo- | mepe- |Jiko- | 00- iH- | iH- |cTaB- | paB- | HOB-
10Th- ) A TH- | (omm- | He- Ma-
BaHi B | paxo- | BaHi |JIKO- ¢ex- | cex- | pa- | JIeH- | JeH-
csi3a . ) . | Mya- |caHHWX) |ompa- 10Th
OMUCi, |BaHi B | B BaHi ii ii ii Hsl Hsl
onu- ’ . . COBE b0~ 1 1 1 6 HeE-
nuci, | mia- B ra-
COM ane | ormct, a1 . KO- Ba- abo | sra TIOII-
H M- | min- miz- -
© ane ¢y | puc- HHUX A ca pas-
00- | o0uyi- |KOBO- | CyM- IUB- |[IOYUX | .
; TY- cripaB Hi 110-
iko- |KOBa- | My |KOBO- KA | TEK-
JILKO oBa Y |KOBO™ | pau- & uko-
BaHi B | HIiB - M TiB
at . 3a y Hsl ¢ JUKEH-
mig- | mig- | maci | 3anm- st
CyM- | cyM- ci
KO- KO-
BOMY | BOMY
3a- 3a-
muci | muci
Paszom CIIpaB

(mudpamu i ciroBamm)

IlepeBipKy mpoBenu:

(mocaau, mianucH, po3mKu(poBKa ITiAMUCIB)



HavajapHuK ynpasJiHHd 3

NUTAaHb CYA0BOI0 JiJIOBOICTBA

HaitmenyBaHHs1 rociogapCcbKoro cyuy
AKT
N

MepeBipSHHS HABHOCTI Ta CTaHy CIPaB

(TocTiifHOTO, TPUBAIOTO
30epiraHHs, 3 KaIpOBUX MUTaHb (0COOOBOTO CKIIANy))

(Ha3Ba ommcy)

ITepeBipstHHS TPOBOIUIIOCH 3

0. CiaoHiubKkui

Jonarok 34
1o TacTpykii
(myHKT 4.6.19)

3ATBEPJIKYIO

KepiBHuk amapaty cyny

TIC po3mH(POBKA MiAIUCY

[ara

I'epboBa mevatka cyay

[lepeBipsiHHAM yCTaHOBJIEHO:

1. HaanOBYGTBCH 3a OonMucamMu

2. He BUABIEHO B HasABHOCTI

3. MatoTs niTepHi HOMEpH

a) 3 HUX MepepaxoBaHO B OMKCI, ajie HE
00JIIKOBaHO B MiICYMKOBOMY 3aIHci

0) He TepepaxoBaHoO B OTMHCI,
aJsie 00JIIKOBAHO B Mi/ICyMKOBOMY
3anuci

0
crpaB
(KIJTBKICTB)
crpaB
(KITBKICTB)
crpaB
(KiMBKiCTB)

crpaB

(KUTBKiCTB)

CIIpaB

(KUTBKICTB)



4. [IpomyieHo HOMEPIB:

a) He 0OJIIKOBaHUX Y MiICYMKOBOMY
3amnuci

0) 00JIIKOBaHUX Yy MiICYMKOBOMY 3aIHCi

(KUTBKICTB)

(KUTBKICTB)

5. Y HasBHOCTI 3a JIaHUM OITUCIB (3 THX, 1[0 BKJIIOYECHI B OTIHCH),

3 HUX!

5.1. [ToTpeOyroTh Me3iH(EeKIIii 1 Je31HCeKITiT

5.2. IlotpeOyroTh pecTaBparii

5.3. [loTpebyroTh peMOHTY

5.4. lTotpebyroTh onpaBieHHs a0 MiAIIUBAHHS

5.5. [ToTpeOyrOTh BITHOBJICHHS 3racalounX TEKCTiB

5.6. HenonpaBHO MOIIKO/KEHI

5.7. Bugano B TUM4YacOBE KOPUCTYBAHHSA

6. Pa3zom B HasIBHOCTI €

7. XapaKkTepucTuKa yMOB 30epiraHHs CIpas

(KUTBKICTB)

(KUTBKICTB)

(KiJTBKICTB)

(KIIBKICTB)

(KIJTBKICTB)

(KITIBKICTB)

(KIJTBKICTB)

(KITIBKICTB)

(KIIBKICTB)

CIpaB

crpas

crpas

CIIpaB

CIpaB

crpas

CIpaB

crpas

CIpaB

CIpaB

crpas

ITepeBipky mpoBOIMIN

CXBAJIEHO

[Tpotokon 3acimanns EK cyny

N

arta

(mocamu, miANUCH, pO3IIH(POBKA MiIIHCIB)



HavyanbHuk ynpasJiHHsA 3
NHUTaHb CyJ0BOI0 JiJI0BOJACTBA

HaiimeHnyBaHHS rociojapchbKoro cyy
AKT
N

(micrie cKITamaHHs)

Inpo HeBI/IHpaBHi TTOIIKOJKCHHSA

O. CiaoHinbKkui

Honatoxk 35

1o Tacrpykiii
(myHKT 4.6.26)

3ATBEPJ/IKVYIO
KepiBHuk amapaty cyny
i amme pOo3MH(PPOBKA i ITUCY

Jara

I'epOoBa nevarka cyny

CIIpaB Onuc
(Ha3Ba ommcy)

BusiBneHo HEmomnpaBHO NMOMIKOHKEHUMH TaKi CIIPaBH:

N Onuc N Cnpasa N 3aroyI0BOK Kpaiini KinpkicTh CyTHicTh Ta

3/m TIOIITKOKEHOT JIaTH CTIIPaBU apKYIIIiB PUYHHA
CIpaBu CIpaBu HOUIKOJIKEHb

1 2 3 4 5 6 7

Pazom BHSBIEHO TOMIKOPKEHUX crpaB

(tmdpamu i TiTepamu)

[lepenideni cipaBu MiIATAIOTh 3HATTIO 3 OOJIKY, OCKUIBKA




Ocob0a, [Tigmmc Posmmdposka mignucy
BiJIMOBiAaNIbHA 32 apXiB

Hara

I[NTOI'OJIXKEHO CXBAJIEHO

[Tporoxon 3acigmanus ETTK

JepKaBHOI apXiBHOI yCTaHOBU [Tporoxon 3acinanus EK cyny
N N

HavaabHuk ynpasiiHHd 3
NUTaHb CYyA0BOI0 AiJIOBOICTBA 0. Cihoninbkuii

Jlomaroxk 36
1o Iacrpykmii
(myHKT 4.6.26)

3ATBEP/KVIO 3ATBEPJIXKVY1IO

KepiBHUK amapaty cyny ITocana kepiBHMKA YCTaHOBU-TIPUIMaIbHUKA
(i Tmc) (po3mmdpoBKa miImIcy) (i rmme) (po3mmgppoBKa MiAMUCY)

Hara Jlata

[TeyaTka ycTaHOBH 13 3a3HAYEHHSIM
ineHTudikaiiaoro koay (repoosa
I'epboBa mevartka cyny nevaTka)

AKT

(micre ckmagaHHs)

npuiiMaHHs-TIepeaBaHHs CIpaB (JOKYMEHTIB)
B apXiB 1HIIO{ YCTAaHOBHU

ITigcrasa:

(3MicT pimeHHs, HOMep i TOBHA Ha3Ba OIHUCIB,

1110 NIepelaoThCs; HaliMEHYBaHHs Ta ajpeca apXiBy



CyIy-31aBajbHUKA)
371aB,
a MPUUHSB IOKYMEHTH
(mafiMeHyBaHHS Ta ajpeca apXiBy YCTaHOBH-IIPHHMAIEHUKA)
HA3BaHMX OIKCIB 1 JOBIJIKOBHIA amapar 0 HUX:

N Howmep 1 Ha3Ba onucis KinbKicTb KinbkicTb [Tpumitka
3/m MIPUMIPHUKIB cripaB
KOKHOTO OIHCY
1 2 3 4 5
Yceboro

(3a rpadamu 2 - 4)

[lepenaBanHs 311HICHUB: [TpuiimaHHS 311HCHUB:
(mocana, miamuc, po3muppPOBKA i ITHCY) (mocana, miamuc, po3muQpPOBKa i IHICY)
Hara Hara

HavyanbHuk ynpasJiHHA 3

NUTAaHb CYA0BOI0 AiJIOBOICTBA 0. Choniubkuii
Jlomarox 37
1o IacTpyxuii
(myHKT 4.6.26)
3ATBEP/KYIO 3ATBEP/IKYIO

KepiBHuk amapaty cyay




(Tmocaja kepiBHHMKA IepP)KaBHOI apXiBHOT YCTAHOBH)

(migmuc) (po3um¢poBKa miammcy) (migmuc) (po3umppoBKa miamucy)
Hara Jata

[ledaTka ycTaHOBH 13 3a3HAYCHHSM
imeHTH(IKAIIHHOTO KOy
I'epOoBa nmevarka (repboBa mevarka)

AKT

(Micie ckIIagaHH)

npuiiMaHHS-TIepe/IaBaHHs CIIPaB
Ha MocCTiiiHe 30epiranHs

[TincraBa: 3akon Ykpainu "[Ipo HamionansHuii apxiBHuit poHA Ta apXiBHI ycTaHOBU"

VY 3B's13Ky 3

(3aBepILEeHHSIM CTPOKY 30epiraHHs JOKYMEHTIB, JIIKBIJalli€l0 Cy1y TOIIO)

(Ha3Ba ommucy)
npuiiMae Ha MOCTIHHE

(HaliMeHyBaHHS Jep KaBHOI apXiBHOI yCTaHOBH)
30epiraHHs JOKYMEHTH 3a

(poxn)
a TaKOXX JOBIJIKOBHI amapar /10 HUX:
N Howmepu 1 Ha3Bu onuciB KinpkicTb Kinpkictsb [IpumiTka
3/m NPUMIPHUKIB CIpaB
1 2 3 4 5
Howmepu BiacyTHIX cripaB
VY cporo npuiHATO CIIpaB

(madpamu i ciroBamm)

Y ¢doua N

(HaliMeHyBaHHS Jlep>KaBHOI apXiBHOI YCTaHOBH)




[TepenaBanus [TpuitmanHs
3M1IICHUB: 3M1IHCHUB:

(mocana, mianuc, po3mUQpPOBKa MiIHCY)

Hara Jara

HavaabHuk ynpasJiHHd 3
NUTAaHb CYyA0BOI0 JiJIOBOJICTBA

(mocana, mianuc, po3mwudpoBKa MiANUCy)

0. CiaoHiubkui

Jonmarok 38
1o Iacrpykmii
(myHKT 4.6.27)

Kaprka 00/1iKy HeBUSIBJICHOI CTIPABH

(Ha3Ba GoHIy)

HalimenyBaHHS TrOCIIogapcbKoro cyy ®oux N
Omnuc N
Howmep cripaBu | 3aronoBok Kpaiini natu Kinbkicts
CIpaBH apKyuriB
1 2 3 4

HavanbHuk ynpapiinHs 3
NHUTAaHb CyA0BOI0 AIJIOBOJACTBA

(Ha3Ba ommcy)

[To3nauku npo Pesynbpratn
X1J1 PO3LIYKY PO3IIYKY
5 6

O. CiaoHinbKui

Jonmarok 39
1o Inerpykmii



(myHkT 4.7.2)

(HaliMeHyBaHHS TOCIIOJAPCHKOTO CYIY)

KYPHAI
BHUIABAHHS CIIPAB 3 apXiBy Cyay

TutynbHMIA apKyIl )KypHAIly BHIaBaHHS CIIPaB 3 apXiBy Cyly

N 3/m Jara Onuc N | Cnpasa Kpaiini Komy | Ilignmuc npo | Ilixmuc mpo
BU/IaBaHHS N JaTh BUJIaHA | OTPUMAaHHsS | TOBEPHEHHS,
JIOKYMEHTIB mara
CIIpaBH
1 2 3 4 5 6 7 8
Pazom y pOLIi BUJIAHO 3 apXiBy Cy1y

[Tpumitka

crpaB

(tmdpamu 1 cioBaMn)

Oco0a,
BIJINOB1IaJIbHA 32 apXiB [Tigmmc Posmmdposka nignucy

ara

HavanbHuk ynpasjiHHA 3
NUTAaHb CYA0BOI0 AiJIOBOICTBA O. CraoHinbkuid



