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OJIECHKA OBJIACHA JIEP)KABHA AJIMIHICTPAIIIS
OJIECHKA OBJIACHA BIFICbKOBA AJIMIHICTPAIIISI

PO3IMOPA /T KEHHSA
07.10.2025 Ne 1012/A-2025

Jlesiki NMUTaHHA NOKYMEHTYBAHHSI YNPaBJIiHCbKOI
TISIIBHOCTI

BignoBigHo 10 yactuH mepiioi, apyroi crarti 6, ctatti 39 3akoHy Ykpainu
«IIpo MicueBl jaep)kaBHI aAMiHICTpallii», Ha BHUKOHaHHS TmocTtaHOBH KabOiHery
MinictpiB VYkpainu Big 17 ciuas 2018 poky Ne 55 «IIpo nesxi mnutaHHS
JIOKYMEHTYBaHHS YIIPaBIIHCHKOI AISIIBHOCTI» ( 31 3MIHAMHU ):

1. 3aTBepAuTH TaKi, IO AOJAIOTHCS:

[HCcTpyKITito 3 MOKyMeHTyBaHHA B OfechbKiil 00acHIN AepkaBHIN (BIHCHKOBIN)
aaMiHicTparii (qani — obyiacHa JAep)kaBHa aIMIiHICTpallisl), YIIPaBIiHChKOI iH()opMalii
B €JEKTpOHHIM (opMi Ta opranizaiii poOOTH 3 EJIEKTPOHHUMH JTOKYMEHTaMHU B
JIJIOBOJICTBI, €JIEKTPOHHOT'O M1KBIJIOMYOTO OOMiHY.

[acTpykmito 3 mimoBoacTBa B Opechkil oOnacHI JepxaBHIM (BIHCHKOBIN)
aaMiHicTparii (1am — o0acHa aepikaBHa aMIHICTpAITis).

2. KepiBHUKaM CTpyKTYpHUX Tiapo3aiaiB Onecbkoi 00J1acHOTI JepKaBHOL
aaMiHICTpamii Ta 1ii amapaTy 3a0e3medyuTd JOTPUMAaHHA BHUMOI 1HCTPYKIIIM
npariBHUKaMU TI1]1 Yac JOKYMEHTYBaHHS YIPaBIIHCHKOI A1SJIbHOCTI.

3. BusHatu TakuMm, IO BTPATUJIO YWHHICTh, PO3MOPSHKEHHS TOJIOBU
(HadanmpHUKA) OO0JIACHOI Jep)kaBHOI (BIMCHKOBOI) aamiHicTparii Bim 31 rpynHs
2024 poxy Ne 1309/A-2024 «IIpo 3aTBepmxeHHS [HCTpyKIii 3 AUTOBOJACTBA B
Opnechbkiii 00TacHIM AepKaBHIA aiMiHICTpaIliiy.

4. KoHTpoJb 32 BUKOHAHHSIM PO3TOPSKEHHS MOKIACTH HA KePIBHUKA anapary
o0JacHOT 1epkaBHOI (BIHCHKOBOT) aMiHICTpaITlii.

I'onoBa
HavaanHuk Oaer KIIIEP



3ATBEPIDXKEHO

Posnopsmxenns

rojloBu 00JacHOi Jep)KaBHOI  aJMiHICTparllli,
HavyaJbHUKA 00JacCHOI BIMCHKOBOI ajaMiHIiCTparlii
08 »oBTHs 2025 poky Ne 1012/A-2025

IHCTPYKIIA
3 IOKYMEHTYBaHHs YIIPaBJIiHCbKOI iHjopMallii B eJieKTPOHHI# ¢opmi Ta
oprasizamii po00oTH 3 eJeKTPOHHMMH [JOKyYMEHTAMH B JIUJIOBO/JCTBI,
€JIEKTPOHHOI0 MIKBiZIOM4Y0ro o0Miny B Opaecbkiil 00J1acHill aep:KaBHil
aaMiHicTpaumii

I. 3araabHi MoJj10KeHHA

1. HOa Imctpykuisa BiamoBigHO 10 3akoHy VYkpainu «lIpo enekTpoHHi
JOKYMEHTH Ta EJEKTPOHHHM JIOKyMEHTOOOI» Ta IHIIMX aKTiB 3aKOHOJ/aBCTBA
BU3HAYAE!

TIOPSIJIOK TPOXOJIKEHHS €JIEKTPOHHOTO JOKYMEHTa 3 MOMEHTY MOTO CTBOPCHHSI
a00 oJiepKaHHSA 1 10 MOMEHTY BIJIIIPABIICHHS a00 mepeaaBaHHs 0co01 BIMOBIIaIbHIM
3a apXiB anapary/CTpyKTypHOTO MiIpO3LTy 00JIaCHOI JIepKaBHOI aJMiHICcTpalii (J1ati
- CTPYKTYPHUM MAPO31I):

3arajibHi 3acaayd (PyHKIIOHYBaHHS Ta BUKOPUCTAHHS CUCTEMH EJIEKTPOHHOI
B3a€MO/IIi OpraHiB BUKOHABYOT BIaaH (i - CHCTEMa B3aEMO/IIT);

omepaTuBHMM  iHOpMaliiiHUK OOMIH 3 BHKOPUCTAaHHSIM  CIY>KOOBOIi
CJIEKTPOHHO1 TIOIITH.

L5 [HCTpyKIIis BCTAaHOBIIIOE 3arajibHi MpaBiIa 3/11HCHEHHS MOHITOPUHTY CTaHy
BUKOHAHHS YIIPaBIIHCHKUX PIIICHb.

[{s THCTpYKIliS TIOIIMPIOETBCS HA BCI JOKYMEHTH, IO CTBOPIOIOTHCH,
BIIMPABIISIIOTECS 00 OJIEPKYIOTHCSI OOJIACHOKO JIEP)KaBHOIO aaMIHICTpalli€e Ta ii
CTPYKTYPHUMHU IiIPO3/ILJIAMH.

OcobnmBocTi  opraHizamii AUIOBOJACTBA 3 JOKYMEHTAMH, MIO0 MICTSTh
iHopMmaIiiio 3 0OMEKEHHM JOCTYIIOM, JIJIOBOJICTBA 3a 3BEPHEHHSIMH TPOMAJISH,
3amMTaMM Ha TyONiuHy iH(OpMaIlil0 BHU3HAYAIOTHCS OKPEMHUMHM HOPMAaTHBHO-
IIPaBOBHMH aKTaMH, TIPH IIbOMY BUMOTH IIi€] [HCTpyKIIii MOMMPIOIOTHCS HA 3a3HAYCHI
BUJIA JIIJIOBOJICTBA B YACTHHI 3arajbHUX MPUHIIUIIB POOOTH 3 JOKYMEHTaMH Ta B Tii
YaCTHHI, KA MPSMO HE BU3HAYEHA OKPEMUMHU HOPMATHBHO-TIPABOBUMH aKTaMHU.

Bumorn wiei [HcTpykmii 10 poOOTH 3 MEpBUHHO-00JIIKOBOIO, OAHKIBCHKOIO,
(G1HAaHCOBOIO,  3BITHO-CTATUCTUYHOI),  HAYKOBO-TEXHIYHOK  JOKYMEHTAIIIEIO
MOIIMPIOIOTHCS JIUIIE B YACTUHI 3araJIbHUX MPUHIIUITIB pOOOTH 3 TOKYMEHTaMH.



2

2. OcHoBHOI0O (HOPMOIO TPOBAKCHHS JUIOBOJCTBA B OOJIACHIN JeprKaBHIM
aJMIHICTpAIli] € eIEKTPOHHA.

JIokyMeHTyBaHHs YINpaBIIHCHKOI 1H(OpMAaIlli B ycTaHOBax 3I1MCHIOETHCS B
CJIEKTPOHHIN (HOpMI 13 3aCTOCYBAHHIM KBaJIi(hiIKOBAHOTO €JIEKTPOHHOIO IIJMUCY a00
YIOCKOHAJIGHOTO €JIEKTPOHHOTO MIANUCY, 10 0a3yeTbcs Ha KBalli(hiKOBAaHOMY
cepTtudikaTi €JEKTPOHHOIO MIANHUCY, KBali(PiKOBaHOi €JIEKTPOHHOI MedaTKu abo
yIOCKOHAJIGHOI €JIGKTPOHHOI TMeYaTkh, M0 Oa3yeTbcsi Ha KBaJli(hiIKOBAHOMY
cepTu(dikaTi eIEeKTPOHHOI MEeYaTKH, Ta KBalIi(hiKOBaHOI €JIEKTPOHHOI MO3HAYKHU Yacy,
KpIM BWIAJAKIB HAsBHOCTI OOTPYHTOBaHUX IMIJICTaB Il JIOKYMEHTYBaHHSI
yIpaBIHCHKOI 1H(OpMaIlii y maneposiii popmi, IKUMH BU3HAIOTHCSI:

JIOKYMEHTH, 1110 MICTATH 1H(OPMAIIiI0 3 0OMEXKEHUM JTOCTYIIOM, BUMOTa 11010
3aXHCTY SIKOi BCTAHOBJICHA 3aKOHOM;

€JIEKTPOHHI JOKYMEHTH, III0 HE MOXKYTh OyTH 3aCTOCOBAHI SIK OPUTIHAJ 3T1IHO
3 BUMOT'aMH 3aKOHY;

JOKYMEHTH, BHMOTa IIOJ0 OIpAIOBaHHS SKUX Yy TamnepoBid ¢opmi
BcTaHOBJIeHA akTamu Kabinety MiHicTpiB YKpainu.

3. 3BarampHl 3acaau JOKYMEHTYBAaHHsS yNpaBIiHCHKOI 1HQoOpMaIii B
oOnep>kaaMiHICTpalii Ta OCOOIMBOCTI BEJACHHS MAUIOBOJICTBA y MarepoBiil (opmi
BU3HAYAIOTHCSA I1HCTPYKIliE€0 3 JimoBojacTBa B Opnecbkili oONacHI JeprKaBHIM
aaMiHicTpamii (1aii - [HCTpyKIlist 3 J1JI0BOJICTBA).

JimoBoAcTBO y mamepoBiii (GopMi JIOMYCKAEThCSA JUINE ISl JTOKYMEHTIB,
BU3HAYCHUX MMyHKTOM 2 i€l [HeTpyKItii.

4. JIo eIeKTpOHHUX JOKYMEHTIB, MIAMUCAHUX (TIOTOKEHUX ) 13 3aCTOCYBAHHAM
KBaJT1(DIKOBAHOTO EJIEKTPOHHOTO TIAMUCY ab00 YIOCKOHAJIIEHOTO EJIEKTPOHHOTO
MIAMUCy, o0 6a3yeThbcs Ha KBaTi(iKOBAaHOMY CepTH(DIKATI €IEKTPOHHOTO MiJIHUCY,
a00 3acBiUeHUX KBaT(IKOBAHOK EJICKTPOHHOIO IEYATKOI YU YIOCKOHAJICHOIO
CJICKTPOHHOIO TI€YaTKOI, M0 Oa3yeTbcs Ha KBalidikoBaHoMy cepTudikari
€JICKTPOHHO1 TeYaTKH, BUMAaraTyd BIATBOPEHHS Bi3yaJbHOI'O MiANMUCY a00 BiJIOMTKA
MeYaTKH HE3JIC)KHO B1J1 0COOIMBOCTEN 0hOPMIICHHS TOKYMEHTIB HE JOMYCKA€EThCS.

5. [IpoxomxeHHs B AUIOBOACTBI 00JIACHOI Aep:KaBHOI aaMiHICTpalii OJHOTO i
TOTO X JOKYMEHTA B €JIEKTPOHHIN Ta Maneposiil popmi HE JOIMYyCKAETHCS.

6. Y miit [HCTpyKIIii TepMiHM BXKUBAIOTHCS B TAKOMY 3HAYCHHI:

1) enekTpOHHMI ayJi0BI3yadbHUM TOKYMEHT - €JIEKTPOHHHMM JIOKYMEHT, 3MICT
SKOTO TPEJCTABICHO y BUIJIAM1 BiCOpsIy, 300pa)keHHs 1/ab0 3amucy 3BYKY, IJIS
¢ikcyBaHHs 1/a00 BIATBOPEHHS SIKUX 3aCTOCOBYIOTh BIAMOBIIHY amapaTypy, Ha sIKUi
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HAKJIQJICHO KBali(pikoBaHUN EJEKTPOHHUM mMiANUC abo0  YJOCKOHAJICHHI
CJICKTPOHHUN  MiAmuC, MO0 0Oa3yeTbcsl Ha  KBamidikoBaHOMY  cepTudikari
CJICKTPOHHOTO i AMHCY;

2) OmaHK €JIEKTPOHHOTO JIOKyMeHTa (OmaHk) - yHidikoBaHa ¢opma
€JIEKTPOHHOTO JOKYMEHTa OOJacHOi Jep>KaBHOI aAMiHICTpalii abo CTPYKTYpPHOTO
MiIPO3AUTY 3 BIAMOBIIHUMH PEKBI3UTAMH Ta TMOJSIMH TOCTIHHOT 1 3MIiHHOI
1H(pOopMallii;

3) Bi3yamizallisa - MpoIec BIATBOPEHHS JaHUX y (Gopmi, IO € CIPUNHSATHOIO
JFOAMHOIO;

4) BUTSAT - KOsl YaCTUHU TEKCTY OPUTIHAIY €IEKTPOHHOTO JOKYMEHTA, SIKUM
MICTUTh MEBHHUM 00csr iH(popMallii, BIANOBIIHICTh OPUTIHAY Ta MPaBOBHUM CTaTycC
KO 3aCBIIUYEHO EJIEKTPOHHOIO IEYaTKOIo, II0 0a3yeTbcs Ha KBasli(pikoBaHOMY
cepTudikaTi €JIEeKTPOHHOI MEYaTKH, a00 €JIEKTPOHHHUM IIMUCOM, 0 0a3yeThCsl Ha
KBaJi(piIKOBAaHOMY CepTH(IKATI EJEKTPOHHOIO MIANUCY, OCOOH, KOO 3pOOJIEeHO
TaKUU BUTSIT;

5) BI3yBaHHsI TMPOEKTY EJIEKTPOHHOTO JOKyMeHTa (Bi3yBaHHs) - HakJIaJdaHHS
MOCaJI0BOI0 0CO0010 KBaTI(h1IKOBAHOTO €JIEKTPOHHOTO MIAMKUCY a00 yJIO0CKOHAJIEHOTO
CJICKTPOHHOTO TIANMUCY, MO0 ©Oa3yeThcss Ha KBaliikoBaHoMy cepTudikari
CJIEKTPOHHOTO TIJIMUACY, HAa TPOEKT EJIEKTPOHHOTO MOKYMEHTa JIsi 3aCBIAUYCHHS
(dhakTy OTOHKEHHS IIEI0 0COO0I0 3aBI30BAHOTO MPOEKTY JTOKYMEHTA,;

6) CJIEKTPOHHUHN TOKYMEHTOOOIT 00IepKaaMIHICTpaIlii - 001r (TPOXOKEHHS )
CIIy’KOOBHUX €JIEKTPOHHUX JOKYMEHTIB 3 MOMEHTY iX CTBOpPEHHsSI a00 oJiepKaHHS 0
3aBEpIIEHHS BHUKOHAHHS, BIJANpaBICHHSA, 3HUIICHHS a0o0 TepeaBaHHs o0co0l1
BIIMOBIJAIBHIA 3a apXiB amapary/CTPyKTYpHOTO MiAPO3AUTY 00JIaCHOI JepKaBHOT
aJMIHICTpAaIlii;

7) eJeKTpOHHA KOIMis EJIEKTPOHHOTO JOKyMEHTa - Bi3yaJbHEe MOJaHHS
eJIEKTPOHHOTO JJOKYMEHTa B €JEKTPOHHIN (opmi Oe3 KBai(hiKOBAHUX EIEKTPOHHHUX
miAnuciB  ab0  yAOCKOHAJICHUX EJEKTPOHHMX IMIJNUCIB, IO 0a3yloThCsid Ha
KBaJTi(piKOBAaHOMY cepTU(]IKATI eIEKTPOHHOIO MiANMHUCY, IKUMH HOro OYJI0 3aBI130BaHO
Ta/abo0 MIAMMCAHO, BIAMOBIAHICT Ta TIPAaBOBUM CTAaTyCc SKOI  3acCBiYEHO
KBaJT1(DIKOBAHOIO EJICKTPOHHOIO TI€YaTKOI al00 YJOCKOHAJICHOK EJIIEKTPOHHOIO
NeYyaTKolo, 10 0a3yeThbCs Ha KBai(ikoBaHOMY cepTU(dIKaTI €IEeKTPOHHOI MEeYaTKU
00J1acHOT JIep>KaBHOI aJIMiHICTpallii;

8) eJNIeKTpOHHA KOsl OpHUriHady ManepoBOro JoKyMeHTa (¢orokomis) -
Bi3yaJbHE MOJAHHS TMarepoBOro JOKYMEHTa B €JIEKTPOHHIM (opmi, OTpuMaHe
HUIIXOM CcKaHyBaHHA ((ororpadyBaHHs) MamnepoBOro JOKYMEHTa, BiJMOBIAHICTDH
OpUTiHAIy Ta MPAaBOBHUM CTATyC SKOTO 3aCBIAUYEHO KBaNi(PIKOBAHOIO E€JIEKTPOHHOIO
NeYaTKOI0 ab0 YIOCKOHAJICHOIO EJEKTPOHHOIO TIeYaTKOlo, I0 Oa3yeTbcs Ha
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KBaJi(piIKOBAaHOMY  CepTH(]IKaTi €JIEKTPOHHOI MedaTKu OOJacHOi JAeprKaBHOI
aJMiHICTpaIlii;

9) eNeKTpOHHMI BHYTPIILIHIN OMUC JOKYMEHTIB CIPaBH - OKpEMUN OOIIKOBUI
CJICKTPOHHUM JTOKYMEHT, 110 MICTUTH IEPEIiK 3arojIOBKIB A0 TEKCTIB €JIEKTPOHHHUX
JOKYMEHTIB CHpaBU 13 3a3HAYCHHSM MOPSIKOBUX HOMEPIB JIOKYMEHTIB, IX
peecTpaliiiHuX 1HAEKCIB, JaT, KUIBKOCTI CTOPIHOK Ta HaliMeHyBaHHsS (ailiiB
BIJIMOBITHUX €JIEKTPOHHUX JTOKYMECHTIB,;

10) eneKTpOHHWHA IKypHAJI - OKPEMHH PpEECTP CHUCTEMH EJIEKTPOHHOTO
JIOKYMEHTOOOITY 00JIJIepKaaMiHICTpallli, 110 MICTHTh 3allUCH IPO 3apPEECTPOBaHI
JIOKYMEHTH, 00'€/THaHI 3a IEBHOIO 03HAKOIO a00 TPYIOI0 O3HAK;

11) enexTpoHHa pPE30JIOLIsA - PEKBI3UT, KU CTBOPEHH B aBTOMATH30BaHIi
cuctemi yrpasiiaas fokymeHTamu « ACKO/D» Ta sikuif BHOCUTBCS IO pEECTpALiiHO-
MOHITOPUHI'OBOI KapTKH €JIEKTPOHHOTO JOKYMEHTA 1 HEPO3PUBHO MOB'sI3aHUM 13 HEIO.
EnexTpoHHa pe30torisi MICTUTh CTHUCIHMA 3MICT JOpPY4YCHHs (BKa3iBKH) IMOCAIA0BOI
0co0M MIOJI0 MOro BUKOHAHHS Ta IMOB'S3aHUN 3 HEIO KBali(hIKOBAHWM €JIEKTPOHHUIA
OiAMUc  abo  yAOCKOHAJICHUW  C€JEKTPOHHUM  migmuc, 1o 0a3yeThcs  Ha
KBaJTi(hiKOBaHOMY cepTU(]IKATI €IEKTPOHHOTO MIIMKCY, IT1€] M0CaI0BOi 0COOH.

EnexkTpoHHa pe3omolis € €IWHOK JOMYyCTHMOK eJIEKTPOHHOI (OPMOIO
peamizaiii JOpydYeHb, BHUJAHMX B €JIEKTPOHHIM ¢dopMi, Bizyamizalisa sSKOi
BU3HAYAETHCS [HCTPYKITi€IO 3 MIJTIOBOJICTBA,

12) enexTpoHHa cIipaBa - CYKYIHICTh (paljIiB €JIeKTPOHHHUX JOKYMEHTIB, IO
BXOJISITh JI0 HEl, €JEeKTPOHHOTO BHYTPIIIHHOTO OIMHUCY Ta 3aCBiMUYBAJILHOTO HAIUCY
CIIpaBH;

13) eneKTpOHHUH JTOBIIHUK - €JIEKTPOHHO-/IOBIIKOBUM MEPEiK MPUKIATHOTO
XapakTepy, B IKOMY 310paHO THUIIOBI HA0OPH TaHUX;

14) enmekTpoHHE NOBIJOMJIEHHS - aBTOMAaTHUYHO ab0 B pa3i HEOOXIIHOCTI
aBTOMATH30BaHO CTBOpPEHA Ta IepellaHa B EJIEKTPOHHIM Qopmi iHoOpMaIlis Mpo
JIOCTaBKYy /OTpUMaHHsI/ BIIMOBY B peecTpallii/ peecTpallito eJIeKTPOHHOIO JOKyMEHTa
aJipecaToMm Ta IHIIIE;

15) iHaMKaTopu cTaHy BHUKOHAHHS TOKYMEHTIB - BH3HA4€HI KpUTEpii eTariB
IPOXO/HKEHHS JOKYMEHTIB B 00JIAepKaJAMIHICTpAIlil 3 METOIO X MOHITOPUHTY;

16) KOHTpOJNb - KOMIUIEKC 3aXOJiB, IO 3A1MCHIOIOTHCS ISl MEPEBIPKH Ta
OIlIHKM BUKOHAHHS IMOCTABJICHUX 3aB/IaHb (YIIPaBIIHCHKUX PIIIEHb);

17) cucremMa MOHITOPMHTY - KOMIUIEKCHa aBTOMAaTH30BaHAa CHCTEMa
Oe3nepepBHOro 300py, 00pOOIEHHS, cUCTeMaTH3allli Ta aHal3y 1H(OopMallii Ipo CTaH
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BUKOHAHHS YIPaBIiHCHKUX pilIeHb (eJIEKTpOHHUX JOKYMEHTIB) B
obaepxaaMiHiCTpaliii;

18) omuc cmnpaB B eNeKTpOHHIM (opMi - JOBIIHUK B €JIEKTPOHHIN (opmi,
NpU3HAYCHUN JUIsi OOJIIKY Ta PO3KPUTTS 3MICTY OJMHMIL 30€piraHHs, OJIUHHIIL
00JTiIKY, 3aKpITUICHHS 1X CHCTEMaTH3aIlii B MeXax apXiBHOTO (GOHY;

19) manepoBa KoIlis OpUriHaIy eIEeKTPOHHOTO JOKYMEHTA - Bi3yajibHE MOJaHHs
CJICKTPOHHOTO JIOKYMEHTa Yy mamepoBiii ¢Gopmi, fKe 3acBITUEHE B MOPSAKY,
BCTAHOBJICHOMY [HCTPYKITi€IO 3 ITOBOJICTBA;

20) mianmucaHHA TMPOEKTY eJEeKTPOHHOro JOKyMeHTa (TmiamucaHHs) -
HaKJIaJIaHHSI YIIOBHOBA)XXEHOIO 0C00010 (YIMOBHOBAKEHUMH 0OCO0aMHU), 3a3HAUYCHOIO
(3a3HAYEHUMHM) Yy PEKBI3UTAX IIANKHCYBaya TaKOro JOKYMEHTa, KBaldi(hiKOBaHOTO
CJIEKTPOHHOTO MANMKUCY (MAMKUCIB) a00 YIOCKOHAJICHOTO €JIEKTPOHHOIO IiAMUCY
(mpamuciB), mo ©Oa3yetbcsi (0a3yroTbes) Ha KBaliikoBaHOMY cepTHdIKATI
CJICKTPOHHOTO TIJIMUACY, HAa MPOEKT EJIEKTPOHHOTO JOKYMEHTa JIsi 3aCBIAUYCHHS
¢dakTy 0oT0 3aTBEpHKCHHS;

21) moromxyBad - mocajoBa ocoba, 10 3A1HCHIOE Bi3yBaHHS (TIOTOJKEHHS)
MPOCKTY JTOKYMCHTA;

22) mpaBOBU CTAaTyC - HAOpaHHS €JIEKTPOHHUMH JaHUMH IOPUIUYHOT CHIIH;

23) NpUMIpHUK €JIEKTPOHHOTO JTOKYMEHTa - (paiiy, SKuid MICTUTh HabIp JaHUX,
TOTOXHHI OpUTiHATY €IEKTPOHHOTO JTOKYMEHTA;

24) mpoeKT eJIEKTPOHHOTO JOKYMEHTa - JOKYMEHT B €JIEKTPOHHINA (opMi 10
HAKJIaJCHHA KBaJi(DIKOBAHOTO EJIEKTPOHHOTO MIAMUCY abo0  yJOCKOHAJIEHOTO
CJIEKTPOHHOTO  MIJAMUCY, M0 ©Oa3yeThcs Ha KBaJipikoBaHOMY cepTHdIKATI
€JIEKTPOHHOTO IMIJIMUACY, YIMOBHOBWKEHOIO 0C00010 (YIOBHOBAKEHUMH OCO0aMM),
3a3HAYEHOIO (3a3HaYCHUMHM) y PEKBI3UTaX MiANKCYyBaya TaKOro JOKYMEHTA,;

25) pepakuiiiHa mpaBka - Oyab-K€ peAaryBaHHS MPOEKTY EJIEKTPOHHOTO
JIOKyMEHTa, BAKOHYBaHE aBTOPOM, MTOTO>KyBaueM a0o MiINMUCyBayeM;

26) peecTpaTop - TMpaliBHUK BIIAUTy 3a0€3MEUYeHHS JOKYMEHTOOOIry
yIpaBIiHHSA JAUTOBOJICTBA Ta KOHTpoJo amapary Onecbkoi 00JacHOi JepxaBHOI
anMiHicTpamii abo ocoba, Ha sKy NOKIaAeHO (YHKII peecTparii JOKYMEHTIB,
YIIOBHOBaXXEHI Ha 3/A1MCHEHHSA peecTpalii BXIIHUX Ta/abo BHYTpIIIHIX, Ta/abo
BUXI1JIHMX JTJOKYMEHTIB B 00JIaCHIN JiepKaBHIM aAMIHICTpaIIii;

27) peecTpalliiHO-MOHITOPUHIOBA KapTKa - KapTKa B €JIEKTPOHHIN dhopmi, 1110
MICTUTh BHYEPNHY 1HQOpPMAII0 NP0 CTBOPEHHSA, OJEp>KaHHS, TPOXOJKEHHS,
BUKOHAHHS, BIANpaBlIeHHs, 30epiraHHs B oOiaep:kaaMiHicTpalii JTOKyMEHTa
HE3aJIe)KHO BiJ] pOpMHU HOTO CTBOPCHHS;



28) pEKBI3UT ENEKTPOHHOTO JOKyMeHTa - iHdopMmaisi, 3adikcoBaHa B
CJICKTPOHHOMY JIOKYMEHTI Ta pPeeCTpaliifHO-MOHITOPUHIOBIM KapTIl sl MOro
imenTudikariii, opranizailii o0iry Ta HajaHHs HOMY IOPUIUYHOI CUJIH;

29) cucrema €NEKTPOHHOTO  JOKYMEHTOOOITY 00JacHOi  Jep:kKaBHOI
aaMIHICTpaIil - CYKYHHICTb HPOrpaMHO-TEXHIYHHUX 3ac00iB, MpPHU3HAYEHUX JIs
aBTOMaTu3alli oprasizamii poOOTH 3 €JIEKTPOHHUMHU JOKYMEHTaMU Y JA1IOBOJICTBI
obnaepskaaMiHiCTpartii;

30) Cnyx06a Ai710BOACTBA — CTPYKTYPHHMM MIAPO3A1a YIPABIIHHS I1JIOBOACTBA
Ta KOHTpor amapary OjiechbKoi 0071acHOT Jep:KaBHOI aJMiHICTpallii, 110 3a0e3neuye
peectpaliito, OOJIK, OpraHi3amilo JOKYMEHTOOOIry CiIy>)kOOBUX JIOKYMEHTIB,
30epiraHHs 4YacTUHU JOKYMEHTalliHOro (OoHAY M0 NepenaBaHHs Ha 30epiraHHs 10
BIJNIOBIIAJILHOTO 3a apxiB B amapaTi oOJacHOi Jep>kKaBHOI aAMiHICTpalii, Y
CTPYKTYpPHUX TMIIPO3MAiJIax - BIAMOBiAaIbHa 0c00a, HA SIKy MOKJIAJACHO BUKOHAHHS
3aB/aHb 1 QYHKUIN €T CITy)KO0u;

31) Cnyx06a KOHTPOJIIO - CTPYKTYPHHUH MiAPO3A1T yIpaBIiHHS JILJIOBOJCTBA Ta
KOHTpOIO amapary Ojecbkoi 00JacHO1 Aep)KaBHOT aAMIHICTpallii, BIMOBIIAJbLHUM 3a
311MICHEHHSI MOHITOPUHTY CTaHy BUKOHAHHS YIPaBIIHCHKUX PIIIEHb Ta KOHTPOJIIO 3a
BI/IMOBIHICTIO 1X BUKOHAHHS MTOCTABJICHOMY 3aBJaHHIO;

32) cmyx00Ba eneKTpOHHA MOIITa - aJpeca €JIEKTPOHHOI MOIMITH MpalliBHUKA
obnaepsxkaaMminicTpallii, chopMOBaHa 3 BUKOPUCTAHHSM JOMEHHOTO IMEHI y JOMEHI
gov.ua JJ1si OOMiHY YIIPaBJIiHCHKOIO 1H(GOPMAIIIEI0, sIKa HE Ma€ IOPUIUYHOT CUIIH;

33) azgpeca eNeKTPOHHOI MOIITH 00JacHOT JAepKaBHOI aJMIHICTpallii - ajapeca
eJICKTPOHHOI MOIITH, BU3HaYeHa [HCTPyKIl€I0 3 NUTOBOJACTBA, BIIOMOCTI MPO SKY
MICTATBCS B €IMHOMY JEp>KaBHOMY PEECTpPl IOPUAMYHUX 0Ci0, (i3uuHUX OCci0 -
HIANPUEMIIB Ta TPOMAJICBKUX (POPMYBaHb;

34) ymoBHOBakeHa 0coba - ocoba, ska HaJUJIeHa NPaBOM BYMHATH il Ta
BIJIIOBIAA€ 3T1IHO 13 3aKOHOJABCTBOM 3a HACIIAKHU 1X BUMHEHHS,

35) ympaBmiHcbka 1HGoOpMallis - CYKYNHICTb HEOOXITHMX JaHUX, SKi
CHOPUATUMYTh BUPIIIEHHIO YIIPABIIHCHKUX PIIICHD;

36) ympaBiiHChKE pillIeHHS - Oyab-fKe 3aBJaHHS, BU3HAYEHE IIOCAO0BOIO
0c00010 a00 KOJIETiaJIbHUM OpPraHoM B MeKaxX IMOBHOBKEHb Ta CIIPSIMOBAaHE Ha
JOCATHEHHS TIOCTaBJICHUX ITiICH;

37) dopmyBaHHA €IEKTPOHHHUX CHpPaB - TPYNyBaHHS BUKOHAHUX E€JIEKTPOHHUX
JIOKYMEHTIB y CIIpaBH BIJIOBIIHO 10 HOMEHKJIATYPH CIpaB.

[H111 TEpMIHM BXKMBAIOTHCS y 3HAUYE€HH1, HaBeJieHOMY B 3akoHax Ykpainu “TIpo
CJCKTPOHHI JIOKYMEHTH Ta eJIEKTPOHHUU JoKymMeHTooOir”, “IIpo enexkTpoHHY


https://zakon.rada.gov.ua/laws/show/851-15
https://zakon.rada.gov.ua/laws/show/851-15
https://zakon.rada.gov.ua/laws/show/2155-19
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imeHTudikamio Ta eaeKTpoHH1 Aoipyi mocayru”, “Ilpo HamionanbHHI apXiBHMIA
dboHa Ta apxiBHI yCTaHOBHM , a TakoX PermameHTi opranizaiiii B3aemo/iii opraHiB
BUKOHABYOiI BJaJu B €JIEKTPOHHIN (opmi, 3aTBepakeHOMYy MocTaHOBOWO Kabinery
MinictpiB Ykpainu Big 17 ciuns 2018 p. Ne 55.

7. Opranizamiss eJeKTPOHHOTO JOKYMEHTO00Iry B OOJacHii JepkaBHIl
aaMiHICTpalii nokianaeTbes Ha Cinyx0y JI170BOICTBA, siKa 3a0e3Meuye:

po3pobsieHHsT B 0OOJacHIM JepikaBHIM aaMIHICTpalii €JUHOTO MOPSIKY
JIOKYMEHTYBaHHS YIIPaBJIIHCHKOI 1H(OpMaIlii Ta poOOTH 3 JOKYMEHTaMH HE3aJICKHO
B1J1 OpMH 1X CTBOPEHHS;

pO3po0IeHHS 3BeICHOT HOMEHKIATYPHU CIIpaB amapaTy oOJaep:KaaMiHICTparlii;
peeCTpaliro Ta 00K JOKYMEHTIB,;

HaJaHHSI METOJMYHOI JOIIOMOTH Ta KOHTPOJIb 32 IOTPUMAaHHSIM YCTaHOBJICHOTO
MOPSIIKY pOOOTH 3 CIEKTPOHHUMH JIOKYMEHTaMH B CTPYKTYPHHUX IiApO3Jijaax
o0JiIepKaIMIHICTpAIlii;

Oprasizaiito JOKyMeHToo0iry, QopmyBaHHA cmopaB, ix 30epiraHHs Ta
HiATOTOBKY Ui nepenaBanHs 10 JepxaBHoro apxiBy OmechbKoi 001acTi;

BIIPOBA/PKCHHS Ta HAIS 3a JOTPUMAHHSIM CTPYKTYPHHUMH ITiIPO3IiIaMu
o0JiepxKaAMIHICTpaIlii BUMOT 111€1 [HCTpyKIIii Ta HallIOHAJIbHUX CTaH/IAPTIB,;

MPOBEICHHS PETYSIPHUX TEPEBIPOK CTaHy MJIOBOJACTBA B CTPYKTYPHHUX
miapo3aiiax oOaaepKaaMiHICTpallli, a TAKOXK B YCTAaHOBAX, IO HAJIEKATh 10 chepu
yIpaBJiiHHs 00JIaCHOI Jiep>KaBHOI aIMIHICTpaIlii;

BUKOPHCTAHHS CHCTEMH EJCKTPOHHOIO JIOKYMEHTOOOIry, BeIEHHS Ta
aKTyaTi3allifo eJICKTPOHHUX JIOBITHUKIB B 00JIIepKaIMiIHICTpAIIii;

JOTPUMAaHHs BUMOT JI0 MiATOTOBKU €JIEKTPOHHUX 1 ManepoBUX JOKYMEHTIB Ta
oprasizaiii poO0TH 3 HUMU;

OpraHi3alil0 Harjsay 3a CTaHOM 30epeKeHHs TOKYMEHTAIlliHOro (oHIY
o0JiIepKaAMIHICTpAIlil B €IEKTPOHHIN (hOpMi Ta KOPUCTYBAHHS HUM,;

OOMIH €EeKTPOHHUMHU JOKYMEHTAMU 4Yepe3 CHUCTEMY B3a€MO/IIi 3 yCTaHOBaMU
Ta IHIIAMU JEepP)KaBHUMH OpraHaMy, OpraHaMH MICIIEBOTO CaMOBpSAyBaHHS,
oprasizamisiMy, MANPUEMCTBAMH HE3aJeKHO BiJl (OPMH BJIACHOCTI Ta IHCTUTYTaMH
I'POMAJITHCHKOTO CYCHIBCTBA, IO B YCTAHOBJICHOMY TMOPSAKY MiTKIIOYMINACA 0
3a3HAY€HO1 CUCTEMU;

pO3pOOJIEHHST ~ TUIIOBUX  MAapUIPYTIB  NPOXOKEHHS  JOKYMEHTIB B
obnaepxaaMiHiCTparii;


https://zakon.rada.gov.ua/laws/show/2155-19
https://zakon.rada.gov.ua/laws/show/3814-12
https://zakon.rada.gov.ua/laws/show/3814-12

MEepeBIpKy  MPaBUJIBHOCTI  BIJJOMOCTEW, BHECEHHX [0 PEeECTpariiiiHo-
MOHITOPHHTOBOI KapTKH EJIEKTPOHHOTO JTOKYMEHTa 3a 3BEJECHOI HOMEHKJIATYpPOIO
cripaB amapaTy oOJjep)KaaMiHICTpallii, Ta YTOYHEHHS IUX BIJIOMOCTEH 3a
EKCTIEPTU30I0 IIIHHOCTI €JIEKTPOHHOTO JIOKYMEHTA;

HIIIFOBAaHHS Ta TIPOBEACHHS B amapari oOyaepkaaMiHicTpamii Ta i
CTPYKTYpPHUX TMIIPO3AUIaX MIABUINCHHS KBami(ikaiii mpamiBHUKIB 00JacHOI
Jiep>KaBHOI afMiHICTpallii 3 MUTaHb I1JIOBOJICTBA.

8. CTpyKTypHI MiJIPO3JLJIA OPTraHi30BYIOTh JIIJIOBOJCTBO Ha TMIJACTaBl BIacCHOI
IHCTPYKIII 3 JUIOBOACTBAa (Jami - 1HCTPYKISL 3 JIJIOBOACTBA CTPYKTYPHOTO
MIPO3/LTY), IO PO3POOISETHCS Ha MIACTaBl IHCTPYKIIIH, 3aTBEPIPKEHUX IMOCTAHOBOIO
Kab6inety MinHicTpiB YKpainu, Ta 3 ypaxyBaHHSIM 1HIIUX aKTiB 3aKOHO/IaBCTBA.

9. Cmyxba Hmi0BOJCTBA PO3pOOJIAE€ IHCTPYKIIO 3 ATOBOJACTBA OO0JACHOI
JIep’KaBHOI aMIHICTpallli, SIKOI0 OJHOYACHO PErJIaMEHTYEThCSl MUTAHHS OpraHizaiii
JIJIOBOJICTBA y MATIEpOBiid Ta €JIEKTPOHHIN PopMax.

10. dimoBoACTBO 001aCHOT AepKaBHO1 aiMiHICTpallli 3/IIMCHIOETHCS] BUKITIOUHO
3  BUKOPHUCTAHHSIM CHCTEMH  EJEKTPOHHOro  JokyMeHTooOiry «ACKO/y,
IHTETPOBAHOI JI0 CUCTEMHU B3a€EMOJIii, BEO-MOPTATYy CHCTEMH B3aeMoOii (maii - BeO-
nopTan).

11. Cuctema enexkrpoHHoro qokyMmeHtoooiry « ACKO/I» BiamnoBijzae BUMOram
3aKOHOJIaBCTBA 710 (popMaTiB JaHMX, CEpPBICY IHTErpaiii J0 CUCTEMH B3aEMOJIl Ta
BUMOTaM HOPMATHUBHO-TIPABOBUX aKTiB y cdhepl 3aXUCTy iHhOopMaIlii.

12. BuxopuctaHHs eJEKTPOHHOI TO3HAYKM dYacy TiJ Yac HaKJIaJaHHsS
KBaJI1(DIKOBAHOTO €JIEKTPOHHOTO MIANUCY a00 YJOCKOHAJIEHOTO EJIEKTPOHHOIO
nianucy, mo O0a3yeThecsl Ha KBali(pikOBaHOMY cepTU(iKaTi €IEeKTPOHHOTO MIAIHUCY,
a00 KkBanipiKOBAHOI €JIEKTPOHHOI NMEYATKU YU YAOCKOHAJIECHOT €JIeKTPOHHOI IeYaTKH,
mo ©Oa3yeTbcsi Ha KBadipikoBaHOMY cepTU(]IKaTI €JeKTPOHHOI TeYaTKH, €
000B’A3KOBHM.

13. TexHiuHE CYNpPOBOKEHHS CHCTEMH EJIIEKTPOHHOTO JIOKYMEHTOOOITYy B
obJiepxkaaMiHICTpaLlii Ta roro MpOTrpaMHO-arapaTHe 3a0€3IeueHHs],
BIJIMOBIIATIBHICTG 32  30CPEKEHICTh JOKYMEHTIB Ta c(OpMOBaHUX CIHpasB,
3a0e3neyeHHs] (PYHKI[IOHYBaHHS €IMHOTO MAacHBY €JEKTPOHHUX JIOKYMEHTIB,
dbopMyBaHHSI CTPYKTYpU €JIIEKTPOHHHMX JOBIJHUKIB Yy CHCTEMI €JIEKTPOHHOTO
JOKYMEHTOOOITY  MOKJIaJaloThCs HA  CTPYKTYPHUH  MAPO3AUT 3  IUTaHb
iHopmariinux  texHosorii  Ta  KomynampHe — miampuemctBO  «OjechKuid
iH(dopmariino-anamtTuaaui enTp» (gam — KIT OTALL).
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3abe3nedyeHHss 3axucTy 1HQopMmarii, 1O O00poONAETbCI B CHCTEMI
eJIEKTPOHHOTO  JIOKYMEHTOOO0Iry  oOjaep:KaaMiHICTpallii, TOKIaJaeTbCsi  Ha
KII OIALL.
II. MizkBigoMumii 00MiH eJIEKTPOHHUMH JTOKYMEHTAMU

14. OOMIH eJeKTpOHHUMH JOKYMEHTaMH Yepe3 CHUCTeMYy B3aeMOJli
3MIIHCHIOETHCS. BUKITIOYHO 3 JTIOTPUMAaHHSM BUMOT JI0 BCTAHOBJICHHX (POpPMATiB IaHUX
€JICKTPOHHOTO JJOKYMEHTOOOITY B YCTaHOBAX.

OOMIH JOKYMEHTaMHU 11032 CHUCTEMOIO B3a€MOJIIi JIONMYCKAE€ThCS JIMILE HI0A0
JIOKYMEHTIB, J0 SKUX MOXYTb OyTH 3aCTOCOBaHI OOIpYHTOBaHI IiJICTaBU, BU3HAYCHI
MyHKTOM 2 1i€i [HeTpyKIii.

15. Cucrema B3aeMomii 3a0e3nedye rapaHTOBaHy JJOCTaBKY EJIEKTPOHHUX
JIOKYMEHTIB BiJI X BIANIPaBHUKIB JI0 iX OJIEp>KyBayiB (aapecariB).

16. KopucryBaui cuctemMu B3aeMOJii BIAMOBITAIOTH 3a TIOBHOTY Ta
JIOCTOBIPHICTH 1H(pOpMAIIii, BHECEHOI HUMH JI0 CUCTEMHU.

IIpuiiMaHHA BXiIHUX €JIEeKTPOHHHUX JOKYMEHTIB

17. EnexTpoHHI TOKYMEHTH, IO HAIXOJATh JO OOJAep)aaMiHICTpalli depes
CUCTEMY B3aeMOIi, mpuitMaroThCsi Ciry)0010 A1I0BOICTBA.

18. EnexTpoHHMI MOKYMEHT, IO 3aBAaHTAXKUBCS 13 CHCTEMH B3a€EMOJii 10
CUCTEMH €JIEKTPOHHOIO JOKYMEHTO00Iry o00jacHOi Jep)aBHOI aaMiHICTpalii
BBAXKA€THCS JIOCTABJICHUM ajipecary.

19. TlonepenHiii po3risa —€JNEKTPOHHOTO JOKYMEHTa 3IIWCHIOETHCS B
enexkTpoHHid (popmi Ciayx0010 UJIOBOJACTBA 3 BUKOPUCTAHHSM aBTOMATHU30BaHOT
cucteMHu yrpapiiHHS JokyMeHTamu «ACKO/]».

[Tig yac monepenHbOTO PO3IIISTy BU3HAYAETHCA:
Y1 Ma€ eJIEKTPOHHHUM JOKYMEHT OYTH HOMYIIEHUH 10 peecTpallii;

91 OTpeOye po3rsiay KepiBHULITBOM 00JAepKaIMIHICTpallii ab0 HaJCHIIaHHS
HICJsT peecTparlii 3a HAJEXKHICTIO 0 CTPYKTYPHOTO MiAPO3AUTY a00 CTPYKTYpHUX
MiPO3AUIIB BIAMOBIMHO N0 (PYHKIIIOHAIBHOTO PO3MOJLTY OOOB'SI3KIB B 0O0JaCHIM
JepKaBHIN aaMIHICTpaIlii;

9 HAJICXKHUTh JO EJICKTPOHHUX JIOKYMEHTIB TEPMIHOBOTO PO3TIISAY
(ompairoBaHH).

20. IlonepeaHiii po3ris eNEKTPOHHUX TOKYMEHTIB TOBUHEH 3/11HCHIOBATHCS Y
JIeHb HAJXODKCHHS (JI0cTaBKM) a00 He mi3Hime 10 ToguHu HACTYIMTHOTO poO0Yoro
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THSL Y pa3l 1X HaJIXOJKEHHS (JIOCTaBKH) MICTs 3aKiHYSHHS poO0YOro MHS, Y BUXIJHI,
CBITKOBI Ta HepoOoui nHI. JlOpydeHHS YCTAaHOB BHIIOTO PIBHS PO3MIISAAIOTHCS
MEPIIOYCPTOBO.

21. 3a pe3ynabTaTamMu MONEPEAHBOTO PO3IJSAAY OTPUMAHUWA 4YEpe3 CUCTEMY
B3a€MO/II1 €IEKTPOHHUN JOKYMEHT MiJISiTae peecTparlii, KpiM BUIAIKIB, KOJIH:

MOPYIIEHO BUMOTU 1040 (opMu miAroToBKH (IMyHKT 2 mi€i [HCcTpykiii) abo
odopMIICHO 3 TIOPYIIEHHSIM BUMOT ITyHKTIB 117 Ta 118 miei [HCTpyKIii;

eJIEKTPOHHUN JOKYMEHT HaJIAIIOB HE 3a aJpecolo;
eJIEKTPOHHUN JOKYMEHT HaJlIWIIOB MOBTOPHO;
3asIBJICHUM CKJIaJl €JIEKTPOHHOTO JOKYMEHTA HE BIAMNOB1Ia€ (PaKTUIHOMY;

PEKBI3UTH BXIJHOTO EJIEKTPOHHOTO JOKYMEHTA, 3a3HA4€HI B PEECTpAIliiiHO-
MOHITOPUHTOBIA  KapTii, He 30iratloTbCsi 3 PEKBI3UTaMHU, 3a3HAYCHUMHU B
eJIEKTPOHHOMY JTJOKYMEHTI;

BIJICYTHIM TIOB’S3aHUM 3 EJIEKTPOHHUM JOKYMEHTOM KBali(hiKOBAaHUU
CJICKTPOHHUN MiAMKUC a00 yJAOCKOHAJEHUW EJEKTPOHHMM MiANuUC, Mo 0a3yeTbcs Ha
KBaTi(hikoBaHOMY cepTU(DIKATI €IEKTPOHHOIO MIAMUCY, MIANKUCYBaya YU MOB’s3aHa 3
HUM KBaJi(iKOBaHA €JIEKTPOHHA IeyaTka ab0 yJOCKOHAJIEHA EJIEKTPOHHA IeJaTka,
mo ©Oa3yerscsi Ha KBajiiKOBaHOMY cepTHU(]IKaTI €JEeKTPOHHOI  MeyYaTKU
o0nep>kaIMiHICTpallii, HassBHICTb AKOi Ha HhOMY MepeadaueHa i€ [HCTpyKIii€eo;

Ha JOKyMEHT HaKJIaJeHO KBalTi()iKOBaHMM €JIEKTPOHHUHN mianuc abo
YAOCKOHAJICHUN €JEKTPOHHUN MiAnmuc, 1m0 0a3yeTbcsi Ha KBadi(hiKOBAaHOMY
cepTudikari eIeKTPOHHOIO MIAMKCY, 0COOHU, sIKa HE € MiANMCcyBauyeM JTOKyMeHTa abo
0co00010, 1110 BUKOHYE HOTO 000B’A3KH;

MOB’s13aH1 3 €JEKTPOHHUM JOKYMEHTOM KBasli(piKOBaHI €JIEKTPOHHI MiIMUCU
Ta/ab0 meyaTku abo yIOCKOHAJEH! eJNEeKTPOHHI MIANUCHA Ta/ab0 Me4yaTK, o
0a3yloTbcs Ha KBali(piKOBaHOMY CepTH(]IKATI €JIEKTPOHHOIO MIJMUCY YU TEYATKH,
HEMO>KJIMBO NEPEBIPUTH 3 JTOTPUMAHHSIM BUMOT YAaCTHHH Jpyroi ctarti 18 3akony
VYkpainu “IIpo enexTpoHHy iAeHTU(DIKALIIO Ta €JIEKTPOHHI IOBIpYl MTOCIYTH”;

BIJICYTHsI KBaTi(hiKOBaHa €JIEKTPOHHA IMO3HAYKA Yacy;

MPOEKT aKTa Ta CYMPOBIAHI JTOKYMEHTH JI0 HHOTO PO3MIIIEHI 3 MOPYIIEHHSIM
BUMOT, 3a3HaueHuX y myHKTI 150 miei [ncTpyKiii;

Bi3yasibHa (hOpMa €JIEKTPOHHOI'O JOKYMEHTA HE MpHUJaTHA JJIs CpUMMaHHS ii
3MICTY JIFOJJUHOIO.
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Y mux Bunmaakax Ciyx0a IITOBOJICTBA BIMOBISE y PEECTpaAIlii TaKOTro
eJICKTPOHHOT'O JJOKYMEHTA 13 3a3HaY€HHSIM OJHI€T 3 HaBEJCHUX Ii/ICTaB.

HancunaHHsa BUXITHUX €JIEKTPOHHUX TOKYMEHTIB

22. HancunaHHS €NEKTPOHHHX JOKYMEHTIB dYepe3 CHCTeMY B3aeMOJii ix
ajpecaTaM 3JIHCHIOETHCS aBTOMATHYHO, 3a (PAKTOM iX 3aBaHTAKCHHS 13 CHUCTEMH
CJIEKTPOHHOTO JTIOKYMEHTOOOITY (BeO-mopTalmy CHCTEMH B3aemojii) 001acHOi
Jiep>KaBHOI aIMIHICTpallii B CHCTEMY B3aEMO/IIT Ofjpa3y Miclis iX peecTpartii.

[Tix yac 3aBaHTa)KEHHS aBTOMAaTUYHO CTBOPIOIOTHCS MMPUMIPHUKH €JIEKTPOHHUX
JOKYMEHTIB Yy KUIBKOCTI, IO BIJAMOBIJA€ 3asBICHOMY B peecTpaliiHo-
MOHITOPUHTOBIN KapTIll IEPEiKy apecariB, s iX MePCOHATI30BaHOTO HAICHIIaHHS
BIJIMOBITHUM aJipecaTam.

He wmoxxe OyTu BigmpaBieHUil uepe3 CHUCTEMY B3a€MOJIl €NEeKTPOHHUMN
JOKYMEHT, UITICHICTh SKOrO HE MIATBEPKEHO KBali(DIKOBAHUM €JIEKTPOHHUM
OIANMCOM YM  yJOCKOHAJIEHUM €JIEKTPOHHUM MiJANMCOM, IO Oa3yeTbCcsl Ha
KBaTi(pikoBaHOMY cepTU(]IKaTi EJIeKTPOHHOro Miamucy, abo KBajiikoBaHOIO
€JICKTPOHHOIO II€YAaTKOK YU YAOCKOHAJIECHOK EJEKTPOHHOIO IE€YaTKOolo, IO
0a3yeTbcs Ha KBamidiKoBaHOMY cepTH(IKATI €JIeKTPOHHOI TMeYaTKd, 3TIIHO 3
BUMoOramu 1iei [HcTpykiii abo axuil opopmMIIeHO 3 MOPYIIEHHSIM BUMOT ITyHKTIB 117
ta 118 miei [HCTpyKIii.

23. I3 cucremu eneKTPOHHOTO JAOKYMEHTOOOIry oOmaepkaaMiHicTpallii 10
CHUCTEMH B3a€MOJIi Ta 13 BeO-TOpTamy 0 CHUCTEMH B3a€EMOJIi 3aBAHTAXKYIOTHCS
MPUMIPHUKHU 3aPEECTPOBAHUX EJIEKTPOHHUX JIOKYMEHTIB, BUTOTOBJICHHS Ta BHECCHHS
JI0 CUCTEMHU B3aeMO/I1i a00 70 BeO-MopTay sIKMX 31HMCHIOE pEECTPaTOP.

24. EnekTpoHHUM NTOKYMEHT BBAXKAETHCSA OACPKAHUM aJpPecaToM 3 MOMEHTY
HAJIXO/PKCHHS BIJIIPABHUKY €JICKTPOHHOTO MOBITOMJICHHS 13 3a3HAYEHUM YacOM IPO
JIOCTaBKY IIbOTO JOKYMEHTA ajJipecary.

VY pa3i HEHaaXOHKCHHS BIAMPABHHUKY MPOTATOM IIECTH TOAWH 3 MOMEHTY
BIJIMTPABKHU EJIEKTPOHHOTO JOKYMEHTA, €JIEKTPOHHOTO TMOBIJOMIICHHSI MPO JOCTAaBKY
IIOTO JOKYMEHTa aJpecaTy BBAXKAETHCS, IO TaKWi JTOKYMEHT aJpecaToM He
oJepkaHO. Y TaKOMY BHUIAJKy BiJIPaBHUK B)KHWBAE€ BCiX MOMKIIMBHX 3aXOMIiB [0
3a0€3MeUeHHS OJICp)KaHHS ajpecaToM BIJMOBIAHOTO JOKYMEHTAa B €JICKTPOHHIN

dbopwmi.

VY pasi oxep:kaHHS BiJ ajxpecara €JIeKTPOHHOTO MOBIIOMJICHHS TIPO BIMOBY Y
peectparii CJIEKTPOHHOIO  IOKYMEHTa BiJIIIPAaBHUKOM B)KMBAIOTHCSA 3aXOIU IS
YCYHEHHS TIiJICTaB BiIMOBH 1 3a0€3MEYeHHS IIOBTOPHOTO HAJICHIIAHHS TaKOTO
JOKYMEHTa B €JIEKTPOHHIHN QopMmi.
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BinxuneHnHs anpecatoM eJIeKTPOHHOTO JAOKyMeHTa 0e3 3a3HaueHHs MiJICTaB,
110 BU3Ha4YeH1 y MyHKTI1 21 miei [HCTpyKIii BBaXKA€THCS CBIIOMUM MOPYILIEHHSIM.

JonatkoBe MIATBEPIKEHHS (AKTy OTpPUMAaHHS €JIEKTPOHHOTO JOKYyMEHTa
aJipecaToM He BUMAraeTbCsl.

KypHaJs 00MiHYy eJ1eKTPOHHHUX IOKYMEHTIB

25. KypHan oOMiHY € OKpPEeMHM EJIEKTPOHHHUM PEECTPOM Y CKJIadi CHCTEMH
CJICKTPOHHOTO JOKYMEHTOO00ITrYy, sKHil (OpMYyeTbCcs 3 TEpeNiKy 3aluciB Ipo
MIPOXOJIKEHHS MPUMIPHUKIB €JIEKTPOHHUX JOKYMEHTIB Yepe3 CUCTEMY B3a€MO/II.

26. Xypnan oOMiHY CKJIQAETHCS 3 TAKUX PO3JILTIB:

HaJICJIaHl - HOMEp 1 Jara peecTpallli eJIeKTpOHHOTO JOKyMEHTa, ajpecar,
KOPOTKHW 3MICT, BUJ, JaTa 1 4ac HAJCHWIAHHS, a TaKOX aTpUOyTH EJIEKTPOHHOTO
[MOB1IOMJICHHS,

OTpUMaHi - BHUXIJHI HOMEp 1 JaTra peecTpaiii eJIeKTPOHHOIO JOKYMEHTa,
KOPECIIOH/IEHT, J1aTa 1 4yac JJOCTaBKU;

3apeecTpoBaHl - CKJIAJIOBl, aHAJOTIYHI JI0 CKJIQJOBUX PO3JAUTYy OTpUMAaHi, a
TaKO>X HOMEp 1 /IaTa peecTpallii eIeKTPOHHOTO JOKYMEHTa YCTaHOBOIO-aIpecaToM Ta
NpI3BUIIE, BJIAcHE IM's peecTpaTopa, HalMEHYBaHHS CTPYKTYPHOTO MiApPO3JLIY,
BIJIMTOBIIAJILHOTO 32 BUKOHAHHS JIOKYMEHTAa B YCTaHOBI, Mpi3BHINE, BJIacHE 1M's,
TenedoH Ta CIy)OOBa EJEKTPOHA IOIITa HOro KEepiBHHWKA, MPI3BHINE, BIACHE 1M'S
IpaliBHUKA, BIAMOBIIAIBHOIO 32 BUKOHAHHS JOKyMEHTa B YCTaHOBI, HOro TeiaedoH
Ta CIIy’K00Ba €JIEKTPOHHA TIOIIITA;

BIJIMOBJICHO B PEECTpaIlii - 10 aTpuOyTIB PO3/1Iy OTPUMAHUX JIOJAIOTHCS J1aTa
1 MmijacTtaBa BIJIMOBM, NPI3BHUINE, BJacHe 1M's Ta TelepoH peecTpaTopa, SIKUM
3/11ICHEHO BiJIMOBY.

27. EnexkTpoHHI MOBIAOMIICHHS] aBTOMAaTUYHO BHOCSITHCS J10 J)KypHally OOMiHY i
JOJTAIOTHCS 10 BIAMOBIAHMX 3aMCIB MPO MPOXOIKEHHS MPUMIPHUKIB €IEKTPOHHUX
JIOKYMEHTIB 4Yepe3 CHCTEMY B3a€MOJIl Ta PEeeCTpPaliiHO-MOHITOPUHTOBUX KapTOK
BIJIMOBITHUX €JICKTPOHHUX JIOKYMEHTIB.

EnexTpoHHe  TOBIJOMJIEHHS  aBTOMATUYHO  T€HEPYETbCS  CHCTEMOIO
eJIEKTPOHHOT'O JOKYMEHTOOOITY Ta HaJICHJIA€ThCS BIANPABHHUKY Ofpa3y 3a (aKkToM
JI0OCTaBKH, OTPUMAaHHS, PEECTpallii, BIAIMOBU y peecTpallii eIeKTPOHHOTO JTIOKyMEHTa
aJpecaToM.

EnexTpoHHi TOBIIOMJIEHHS HE TOTpeOyIOTh OKpemMoi iX peecTparii Ta
Bi3yasri3aiiii.

. EnexTpoHHI1 ITOBIJOMIEHHS MArOTh TaKl B'I3KOB1 aTpUOyTH:
28. EnexTpoHH1 NOB1AOMIIE alOTh TakKl 00OB'I3K0OBI aTpUO
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PO HAJCUJIAHHS - CTaTyCHE eNIeKTpoHHE noBigomieHHs "Hanicnano" Ta nara 1
Yyac HaJCUJIaHHS;

PO JIOCTABKY - CTaTYCHE €JIEKTpOHHE MoBigomieHHs "JlocTaBiaeHo" Ta nara i
4ac JIOCTaBKH;

PO PEECTPALiI0 - CTATyCHE €JIEKTPOHHE MOBIIOMIICHHS "3apeecTpoBaHo" Ta
HOMEp 1 1aTa peecTpallii eJIeKTPOHHOTO TOKYMEHTA;

PO BIIMOBY y peecTpallii - CTaTyCHE eJIEKTPOHHE MoBigomiieHHs "BingMoRa y
peectpanii", mara, yac, MijJcTaBa BiAMOBH, MpIi3BUILE, BJIacHE IM'st Ta TenedoH
peecTparopa, SKuM 371HCHEHO BiIMOBY.

Takoxx cucrema B3aeMoAll Mae 3A1MCHIOBATH OmNepaTuBHE 1HGOPMYyBaHHS
y4acHHKa CUCTEMH B3a€MOIii Ipo:

HEraTUBHUM pe3yJIbTaT TEXHIYHOI MEPEBIPKA CUCTEMOIO B3a€MOIII JJOKYMEHTA,
HAJICJIAHOTO0 KOPUCTYBAYEM CUCTEMU B3a€EMO/IIT;

KUTBKICTh JIOKYMEHTIB, IO CTOSITh B 4Y€p3l HA 3aBaHTAXEHHS A0 CHCTEMHU

eJIEKTPOHHOT'O JOKYMEHTO001Iry (BeO-TIopTally CUCTEMHU B3a€MO/Ii1) KOPHCTyBaya.

Oco0/1MBOCTI eJIEKTPOHHOI B3a€EMO/II 0€3 3aCTOCYBAHHS CHCTEMHU
B3a€MOJII

29. Indopmamiiinuii oOMIH MDK MpaliBHUKaMu O0OJacHOi JIep:KaBHOT
aZMiHICTpaIil 31CHIOETHCS 3 BAKOPUCTAHHSAM CIIy>KO0BO1 €IEKTPOHHO] MOIITH.

[ndopmaniitnuit oOMiH MK TpalliBHUKaMH OOJAep)KaJAMIHICTpallii MOXe
3M1MCHIOBATUCS 3a JOMOMOTOK IHIIMX 3aco0iB €JIEKTPOHHUX KOMYHIKaIli 3a
pIIICHHSIM KepiBHHKA 00JIaCHOI JIepKaBHOI aIMiHICTpaIlii.

30. [ndpopmariitauii 0OMIH 3MIMCHIOETHCS 3 METOIO:

MOMEPEAHBOI0 TMOTO/KEHHSI PEAAKIl TPOEKTIB CHIUIBHUX EJIEeKTPOHHUX
JIOKYMEHTIB, 30KpeMa CI1BpO3pOOICHHS MPOEKTIB aKTiB;

JIOBEJICHHsI yIpaBJiHChKO1 1HGOpMallii A0 BijJioMa, 30KpeMa MNpo IUJIaHU Ta
poOOTY BIAMOBITHUX YCTAHOB;

iHGOpMYBaHHS NP0 NPUHHATI  OONAEPKAAMIHICTPAIIEID  YIPABIIHCHKI
pIILICHHS;

3'ICyBaHHS CTaHy OMpAIIOBaHHSA OOJIEPKAIMIHICTPAIIEID EICKTPOHHUX
JIOKYMEHTIB, 10 HATIATIUTA HA TX PO3TIIS/L.

31. Indopmarnis 3 JAUCTyBaHHS CIy’KOOBOIO €JIIEKTPOHHOIO IOIITOI) MOXKE
BUKOPUCTOBYBATHUCSA JJIsl TTIATBEPKEHHSI BUKOHAHUX [TiHi.
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32. Indopmariitnuii oOMIH CIy*’OOBOIO €JIEKTPOHHOIO TMOIITO0 HE Mae
IOPUIAYHOI CHJIN.

AJpecar, sSIKM BIAMOBIAHO 0 BUMOT MYHKTY 24 11i€i [HCTpyKIii miaTBEpIUB
oJIepKaHHS €JICKTPOHHOTO JJOKYMEHTA, BBAKAETHCS TaKMM, IO TTOIHPOPMOBAHUM PO
OJICpKaHHSI TaKOTO €JIEKTPOHHOTO JIOKYMEHTa, KpiM BHITAJIKiB, KOJW BIAMOBIIHO 10
BUMOT 3aKOHO/JABCTBA 1HPOPMYBAHHS MIOBUHHO OyTH 3/11IHCHEHO B 1HIINI CIIOCIO.

33. IndopmamiiitHuii  OOMIH CIIyKOOBOIO  €JIEKTPOHHOK IOIITOI  HE
JOTYCKA€EThCS 111010 1H(PopMaIlii 3 00MEKEHUM JTOCTYIIOM.

II1. Opranizauisi eJICKTPOHHOI0 I0KYMEHTO000Iry

34. Opranizamisgs J0KyYMEHTOOOITY B OOJlacHIM JepiKaBHIM aaMiHICTparii
3MIMCHIOETHCS 32 JIOMTOMOTOI0 aBTOMAaTH30BaHOI CUCTEMH YIPABIIIHHS JOKYMEHTAMHU
«ACKO/l», 1110 IHTETpY€ETHCS 13 CUCTEMOIO B3aEMOIII.

B cucremi enextponHoro aokymeHtoobiry « ACKO/» 3aiiicHeHO 1HTerpariito
13 CUCTEMOIO B3a€MO/IIi BIAMOBIAHO 3 BUMOTaMH 70 (pOPMaTiB JaHHUX EIECKTPOHHOTO
JOKYMEHTOOOITY B OpraHax JIep>KaBHOI BJIa/IH.

[aTerpamito  cuctemMu  eneKTpoHHOro  JokymeHTooOiry «ACKOI» 13
CJICKTPOHHUMHM CEepBICAMH CHCTEMU B3a€MOJIl 3IMCHEHO 3 BUKOPHUCTAHHSIM BeO-
TOpTAay.

35. Cucrema enekTpoHHoro gokyMeHtoobiry «ACKO[/» 3abe3neuye
MPOXO/KEHHS CJICKTPOHHUX JOKYMEHTIB Ta eJIEKTPOHHUX KOMiN MarepoBUX
JIOKYMEHTIB.

00.J1iKk 00CSATy €JIEKTPOHHOI0 JOKYMEHT000iry

36. O6mik 00CATYy eJIEeKTPOHHOIO JTOKYMEHTOo00Iry B OjechbKiii o0nacHIf
JepKaBHIM aAMIHICTpaIlii 31MCHIOEThCS B aBTOMATH30BAHOMY PEXHMI CHCTEMOIO
€JIEKTPOHHOTO JOKYyMeHT000iry « ACKO/I».

37. IlincymxoBi JfaHi o0O0miKy oOCATy JOKYMEHTOOOIrY TOAArOThCS B
eJIEKTpOHHIM popmi (momaTok 1).

PeecTpauis 1okymMeHTIiB

38. BxinHi, BHYTpIlIHI, BUXIJHI, 1HIIl AOKYMEHTH HE3aJIEKHO Bil (opMu ix
CTBOpPEHHS, MIATOTOBIEHI B OOJIEpKaaMIHICTpallii, PEECTPYIOThCS B CHCTEMI
eJIEKTPOHHOT0 JOKyMeHT000iry « ACKO/l».

39. llna 3a0e3neueHHs peecTpallii JOKYMEHTIB Y €JeKTPOHHIM Ta mamepoBii
dopmax (mami - JOKYMEHTH) B aBTOMAaTHU30BAaHOMY PEXHMIi 3allOBHIOETHCS
peecTpalifHO-MOHITOPUHIOBA KapTKa, J0 SIKOi BHOCSITHCS BC1 00OB'SI3KOBI, JJOJIaTKOBI
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Ta B pa3l MOTPeOM 1HII PEKBI3UTH JOKYMEHTa BIANOBIAHO 10 BUMOT [HCTpyKIii 3
TTIJTOBOJICTBA.

40. PeecTpamiiiHO-MOHITOPMHTOBA  KapTKa  EJIEKTPOHHOTO  JOKYMEHTa
CTBOPIOETHCSI CUCTEMOIO €JICKTPOHHOTO IOKYMEHTOOOITY B €JICKTPOHHIN (popmi.

41. Jlo o0OOB'S3KOBMX PEKBI3UTIB, II0 BHOCATBCA B PEECTPALINHO-
MOHITOPUHIOBY KapTKy, HaJeXaTb: BHUJ JOKYMEHTa, IHAEKC Ta 3arojoBOK
CJICKTPOHHOT  CIpaBH, KOPECMOHJEHT (yCTaHOBa-BIANPABHMK),  IIJAMUCYBa4
JOKYMEHTa Ta KBaII(pIKOBAaHWM €JIEKTPOHHUM MiANUC  mignmucyBada abo
KBaTi(DiKOBaHa €JICKTPOHHA IIeyaTKa YyCTaHOBU-BIAMpPABHUKA, ajapecaT (TMepetik
YCTaHOB, SKUM aJIpeCOBAaHO JOKYMEHT), BHUXIAHI HOMEp Ta Jara (peecTparliiiHi
aTpuOyTH KOPECTOHJEHTAa), BXIJHI HOMEp Ta jnara (peecTpauiiiHi aTpudyTu
ajpecara), BUX1IHUM HOMEp Ta JaTa peecTpallii (peecTpaliliiiHi aTpudyTH yCTaHOBH),
KOPOTKHUH 3MICT JOKYMEHTA, CTPYKTYPHHUU MIAPO3/ILI, BIAMOBIATBHUN 32 BUKOHAHHS
3aBaHHA Ta/a00 MIATOTOBKY JIOKYMEHTa B YCTAHOBI 13 3a3HAUEHHSAM HMOTO 1HIEKCY,
MPI3BUINA, BIACHOTO 1MEHI, HOMepa TeledOoHy Ta CIIyKOOBOi €JIEKTPOHHOI IMOIITH
HOT0 KepiBHMKA, €JIEKTPOHHI PE30JIIOIii, BIAMOBIIAJILHUA BHKOHAaBEIb (3TiHO 3
PE30JIIONIEI0) 13 3a3HAYEHHSIM MOT0 MPi3BUINA, BIIACHOTO IMEH1, HOMepa TeliehoHy Ta
CIIy>k00BO1 €JIEKTPOHHOI IMOIITH, CTPOK Ta MO3HAUYKa MPO BUKOHAHHS €JIEKTPOHHOIO
JIOKyMEHTa, KUIBKICTh CTOPIHOK CYMNPOBIIHOTO JIMCTa Ta KUIBKICTh CTOPIHOK
JOJIaTKIB, TOCWUJIAHHS Ha BXE 3apeecTpoBaHl JOKyMEHTH (iCTOpisl MUTaHH:A),
1HANKATOPH CTaHy BUKOHAHHS JJOKYMEHTA Ta CTPOKH BUKOHAHHS 1HIUKATOPIB.

42. Jlo J0IaTKOBUX PEKBI3UTIB, W10 BHOCIThCA JIO PpEECTpalliitHO-
MOHITOPHHTOBOi KapTKW, HaJeKaTh: BHYTPIIIHE IEpPeapeCyBaHHA E€JIEKTPOHHOTO
JOKYMEHTa MK CTPYKTYpPHUMHU MiApo3AiaamMu oOJaep KaJaMiHICTpallii, HAsBHICTh 1
NepeNiK JOJAaTKIB, MPOMDKHI CTPOKM BHUKOHAaHHS, 1H(QOpMAlis NOpo 3MIHY Ta
NEPEHECEHHSI CTPOKIB BUKOHAHHS, TPUIUHEHHS MOHITOPUHTY €JIEKTPOHHOTO
JIOKYMEHTA, €JIEeKTPOHHI MOBIJOMJIEHHS! CUCTEMH B3a€MO/I1i, KOJ JOKYMEHTa 3Ti/IHO 3
TEMaTUYHUM KJIACU(PIKATOPOM YCTaHOBHU, CTPOK MEpeIaBaHHs J0 BIAMOBIIAIBHOIO 32
apxiB B amapaTi/CTpyKTypHOMY MIAPO3IiIi 00JaepKaIMiHICTpallii, MO3Ha4YKa Ipo
HAJIEXKHICTh JOKYMEHTa J0 JOKYMEHTIB TEPMIHOBOTO PO3TJISAIY, CTPOK 30epiraHHs
€JIEKTPOHHOTO JOKYMEHTA (BIAMOBITHO IO HOMEHKJIATYPH CIIPAB).

43. JlonmycKaeTbCsl BBEJICHHS 1HIIMX PEKBI3UTIB €JIEKTPOHHOIO TOKYMEHTa, SIK1
HE 3BYXYIOTh 1 HE 3MIHIOIOTh 3aCTOCYBaHHS OOOB'S3KOBUX Ta OJATKOBUX HOTO
PEKBI3UTIB.

44. Peectpamis BXiIHOI 1 BHUXIAHOI KOPECHOHIEHINT O00JacHOi Jep:KaBHOT
aamiHicTparii 3aiicHIoeThcsl CyK0010 ATOBOACTBA IIEHTPAII30BAaHO B €IWHIN
CUCTEMI.

[Topsimok peecTparlii OKpeMHUX BHJIIB JOKYMEHTIB B OOJAep)KaaMiHICTpallii
BU3HAYAETHCS [HCTPYKIII€IO 3 IIJIOBOJCTBA.
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45. EnekTpoHHI JTOKYMEHTH, IO HAAXOAATh Ha aJpecy €JIEKTPOHHOI MOILTH
Opecpkoi  obOmacHOi nepkaBHOi aamiHicTpamii  (genotdel@od.gov.ua) 6e3/3
kBagiikoBaHOro  (KBaji(pikOBaHUM) EJIEKTPOHHOTO (CJICKTPOHHUM)  MiJIHUCY
(miamucoM) abo yAOCKOHAJIEHOTO (YAOCKOHAJIEHHWM) EJIEKTPOHHOTO (EJIEKTPOHHUM)
nianucy (mianucom), o 06a3yerbest Ha KBadi(iKoBaHOMY cepTU(dIKaTI eIeKTPOHHOTO
nianucy, kBaiidikoBaHOl (KBasi(piKOBaHOIO) €JIEKTPOHHOI (E€JIEKTPOHHOI0) MEYaTKU
(meyaTkow) abo yAOCKOHAJEHO! (YIOCKOHAJICHOK) EJIEKTPOHHOI (EJIEKTPOHHOIO)
nevyaTky (Ie4aTkoro), mo 0a3yeTbesi Ha KBalI(PiKOBAaHOMY cepTU]IKATI €NEeKTPOHHOL
MeYaTKd BiJ Opra”iB Jep:KaBHOI BJIaJM, OPTaHIB MICIIEBOTO CAaMOBPSITyBaHHSI,
MIPAaBOOXOPOHHUX OPTaHIB, pEECTpaIlil Ta MOJAIBIIIOMY PO3TISAY HE MiISTaI0Th.

EnexTpoHHI MOKYMEHTH, IO HAAXOASITh HA aJpecy eJIEKTPOHHOI IOIITH
Onecbkoi o0acHOi Jep)kaBHOI amMiHicTparii (genotdel@od.gov.ua) Bix iHImHX
YCTaHOB, MIAMPUEMCTB YW OpraHizailii, 3 KBajdi(h)iKOBaHUM EJICKTPOHHUM IIiIHCOM
a00 YJTOCKOHAJICHUM EJEKTPOHHHUM IIJMUCOM, 10 0a3yeThCcsl Ha KBaTi(hiKOBAHOMY
cepTu(iKaTi eJICKTPOHHOTO MIJAMUCY, KBa1(PIKOBAaHOIO €JIEKTPOHHOIO IMEeYaTKOK abo
YJOCKOHAJICHOIO €JICKTPOHHOIO TEYaTKOI0, M0 0a3yeThcsi Ha KBaldi(hiKOBAHOMY
cepTUdikaTi ENEeKTPOHHOI MEYaTKH, PEECTPYIOTHCA BIAMOBIAHO 1O BHUMOL €l
[HCTpYKIIII.

46. Y cucTteMi €IEKTPOHHOTO JIOKyMEHTOOOIry (OpMyeTbCs  €IuHA
ueHTpanisoBaHa 0a3a peecTpaliiHuX AaHUX B eneKTpOHHiﬁ ¢dopmMi, 3a TOIOMOTOIO
SIKOT TIPAIliBHUKU 3a0€3MeUyI0ThCsl iHPOPMAIIi€l0 PO BCi JOKYMEHTH, SIKi HalIAILIH
710 001acHOi iepKaBHOI aAMIHICTpaIlii 1 IX MiCIIe3HaX0PKEHHSI.

47. IlopsimoK BHECEHHS PEKBI3UTIB JI0 PEECTPAIIMHO-MOHITOPUHIOBOI KApTKH
Ta X PO3MIIICHHS BU3HAYAETHCS [HCTPYKITIERO 3 A17I0BOJICTBA.

PeecTpanist BXiTHUX JOKYMEHTIB

48. Peectpariis BXiIHOT KOPECTOHACHIIT 3A1MCHIOETHCS PEECTPATOPOM JIHILIE
HiCJIs NPOBEACHHS MONEPEAHBOTO PO3TIISAY TOKYMEHTA.

49. He nomyckaeTbCs TMPOBEICHHS TOJABIMHOI peecTpallii eJeKTPOHHOIO
JOKYMEHTa B CHCTEMI EJEKTPOHHOIO JOKYMEHTOOOIry Ta BeO-MOIyJl CHCTEMHU
B3a€EMO/Iil.

50. Ha pokymeHT, 1m0 HaAlMIIOB y mamepoBiil ¢opmi, Mmicias peecTpaiii
HUIIXOM JIPYKY HAaHOCUTBCS WOTO MTpUx-koj abo QR-koj, MpuCBOEHHI CHCTEMOIO
CJIEKTPOHHOTO JOKYMEHTOOOITY, Ta CTBOPIOETHCS (DOTOKOMIS, SIKYy PEECTPATOP
BHOCHTD JI0 PEECTPAIiITHO-MOHITOPUHTOBOI KapTKH.

51. BXigHui JOKYMEHT IOCTIMHOro Ta TpuBayioro (moHan 10 pokiB)
30epiraHHs, IO HAAIMIIOB y mamepoBid ¢dopmi, Mmcis peecTpalii Ta CTBOPEHHS
b oTOKOIIIT peecTpaTOPOM MePeaAETHCA OE3MOCEPETHBO B CTPYKTYPHUHN T APO3ALIT
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o0nep>kaIMiHICTpallii, BA3HAUEHUH B YCTaHOBJICHOMY MOPSAKY BiJIMOBIAAIBHUM 32
BUKOHAHHS I[HOTO JOKYMEHTa, JUIe sl 30epiraHds 3 (OPMYBaHHSM Yy CIPaBH
BIJIMOBITHO /10 3aTBEPXKEHOT HOMEHKJIATYPH CITpaB.

IlepeBipka KBaJMiiKOBAHOT0 €JIEKTPOHHOI0 MIANMKUCY 200 YA0CKOHAJIEHOT0
€JIEKTPOHHOI0 MiANKCY, 0 0a3yeThesl HA KBaJi(pikoBaHOMY cepTudikati
€JICKTPOHHOI0 MiANKUCY

52. IlepeBipka KBamihiKOBAHOTO EJIEKTPOHHOTO IMIAMKUCY YU Te4YaTKu abo
YIOCKOHAJIEHOTO  €JIEKTPOHHOrO0 MIAMHCY YW T[e4yaTKu, 110 Oa3yeTrbcs Ha
KBaTi(hikoBaHOMY cepTU(DIKaTI €JEKTPOHHOIO MIAMUCY YM IMEYaTKH, MPOBOJUTHCS 3
noTpuMaHHIM [lopsiiKy BUKOPUCTaHHSI €IEKTPOHHUX JOBIPYUX MOCIYT B OpraHax
JIepKaBHOI BIIaJM, OPTaHax MICIIEBOTO CAaMOBPSyBaHHs, MiMPHUEMCTBAX, yCTAHOBAX
Ta OpraHizalisix Jep>KaBHOI (OPMU BIIACHOCTI, 3aTBEPIKEHOTO MOCTAaHOBOIO
Kabinery MinictpiB Ykpainu Big 1 cepmnst 2023 p. Ne 798.

53. B oGnnepskaamiHiCTpallii 3aCTOCOBY€ETHCSI OHJIalH-TIEpeBipKa cepTu(iKaris
BIIKPUTHX KJIIOUIB O€3MOCepeHh0 3 EJIEKTPOHHOTO TMEpeNiKy KBami(piKoBaHUX
cepTudikatiB BIAKPUTHX KIIFOYiB KBaTi()iKOBAHMX HaJlaBaviB €JICKTPOHHUX JOBIPUUX
TIOCITYT.

54. IligTBepm)KeHHS JIHCHOCTI KBali(pIKOBAHOTO E€IEKTPOHHOTO MIANUCY
Ta/ab0 medaTtku abo yIOCKOHAJIEHOTO E€JIEKTPOHHOTO MiANUCY Ta/abo MedYaTKH, M0
0a3yeTbCsl Ha KBaTi(PIKOBAaHOMY cCepTU(]IKATI €NEKTPOHHOTO MIJNUCY YU TEYaTKH,
3IACHIOETHCS 3 JTOTPUMAHHSIM BUMOT YacTUHU Jpyroi crarTi 18 3akony Ykpainu
“IIpo enekTpoHHY 1A€HTU(DIKALIIIO Ta eNEKTPOHHI AOBIpYl MOCITyTrH” .

PeecTpaniss BUXiTHHX JOKYMEHTIB

55. Peecrtpamiss BUXITHUX  €IEKTPOHHUX  JIUCTIB  3[IMCHIOETHCS B
aBTOMATHU30BAHOMY PEXHMI MiJ Yac iX MiANUCaHHSA. [HCTpyKIli€ro 3 ALIOBOJICTBA
nepeadayeHo MOPSIIOK PEeCTpallii OKPEMUX BHIIB JOKYMEHTIB (PO3MOPSIIKECHD,
HaKas3iB, MPOTOKOJIB ) 32 ()aKTOM iX ITiJITUCAHHS.

56. HaacwmanHS JOKYMEHTIB HE3aJeKHO Bix QopMu iX CTBOpEHHS,
3MIMCHIOETHCS YEPE3 CUCTEMY B3a€EMO/II.

VY pa3i cTBOpeHHS IOKYMEHTa B MamepoBiil Gopmi agpecarty HaJICHUIAETHCA
auiie Horo (QOTOKOMisl uYepe3 CHCTEMY B3aeMOJii, KpIM BHIIAJKy HaJICHUIAHHS
JIOKYMEHTIB YCTaHOBI 4M 0C00l, SIKi HE € KOpPHCTyBauaMH CHUCTEMH B3a€MOJii, Ta
JIOKYMEHTIB, BU3HAYEHUX MTyHKTOM 2 111€i [HCTpyKIii.

57. Skumo anpecar He € KOPHCTYBadeM CHCTEMHM B3a€EMOJIIi, peecTpaTop
CTBOPIOE 3aCBITUYEHY MarepoBy KOMIIO EJIEKTPOHHOIO JAOKYMEHTa Ta HaJCHUJIaE 3a
HAJICXKHICTIO 3TAHO 3 BUMOTaMu [HCTpyKIii 3 A1I0BOICTRA.
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58. V pazi HagcunaHHa (oTokomii JTOKyMEHTa 4Yepe3 CHCTEMY B3aeMOJii
OpUTiHAJ BHUXIJHOTO JIOKyMEHTa B HamnepoBid (opmi (Jumie aas JOKYMEHTIB
MOCTIHHOTO Ta TpuBajioro (moHaxa 10 pokiB) 30epiraHHs) MepeaacThCs B CTPYKTYPHUN
MIJIPO3/1JT YCTAaHOBU (aBTOPY JOKYMEHTA) TUIBKM JIsi 30epiraHHs 3 MOJaIbIIUM
dbopMyBaHHSM Yy CIpaBU BIJIMOBIJHO /10 3aTBEP/KEHOI HOMEHKIJIATypH cIlpaB 0e3
nepeaadi ix ajpecary.

59. IlepeBipKy BHECEHHUX JO PEECTPAIITHO-MOHITOPUHIOBOI  KapTKH
000B'SI3KOBUX Ta JAOJATKOBUX PEKBI3UTIB BUXIJHOTO JOKYMEHTa 3[1MCHIOE CHCTEMa
€JIEKTPOHHOTO JOKYMEHTO00ITY B aBTOMaTUYHOMY PEXKHMI.

KBanijikoBaHa eJieKTPOHHA nMeYyaTKa a00 yI0CKOHAJIeHA
€JIEKTPOHHA MeYaTKa, mo 0a3yeTbesi HA KBaJdipikoBaHoMy cepTudikari
€JIEKTPOHHOI MeYaTKHU

60. Ilepenmik eNeKTPOHHUX JOKYMEHTIB, SKi MOTpPeOyIOTh 3aCBiIYCHHS
KBaJI1(DIKOBAHOIO EJIGKTPOHHOIO IE€YaTKOI a00 YJOCKOHAJIECHOIO EJIEKTPOHHOIO
NEYaTKOI0, MO0 0a3yeThcsl Ha KBai(iKOBaHOMY cepTH(]IKaTi €JIeKTPOHHOI MeYaTKH,
BU3HAYAETHCs [HCTPYKITi€rO 3 A1IOBOJICTBA HA IT1JICTAaB1 aKTiB 3aKOHO/IaBCTBA.

61. Posnopsi/ukeHHSIM TOJIOBH OO0JIIepKaaMIHICTpallii (Haka3oM KepiBHHKA
CTPYKTYPHOTO TIAPO3/IIy) BU3HAYAIOTHCSA MOPSAOK BUKOPUCTAHHS YIOCKOHAJICHUX
CJICKTPOHHUX TM€YaToK, M0 Oa3yloTbcd Ha KBali(iKoBaHUX cepTudikaTax
CJICKTPOHHO1 TE€YaTKH, Ta YHIOBHOBAXEHI IMOCAJOBI 0coOM, BIAMOBIJaNBbHI 3a ii
3aCTOCYBaHHS.

Opranizanis nepexaBaHHs JOKYMEHTIB Ta BU3HAYEHHS IX BUKOHABIIIB

62. 3apeecTpoBaHU JTOKYMEHT 3a (AaKTOM BHECEHHS PEECTPATOPOM O
peecTpaliiiHO-MOHITOPUHIOBOI KAapTKX BIANOBIAAJBLHOTO 3a PO3IJIAI JIOKyMEHTa
(3Tr1iIHO 3 PO3MOALIOM O0OB'SI3KIB) TOJIOBH, IEPIIOTO 3aCTYITHUKA FOJIOBH, 3aCTYITHUKA
TOJIOBM OOJIepKaJMIHICTpallii, KepiBHUKa amapaTry oOJiaepkaaMiHicTpaiii abo
KEepIBHUKA CTPYKTYpPHOTO MiPO3AUTY OOJAepk aaAMiHICTpalli, SKUM po3risiae
JOKYMEHT MepIIUM (Jaidi - MEepBUHHHUM pO3IIIsiI), aBTOMATHUYHO TNEepeaaeTbcs Ha
PO3TJIsi Yepe3 CUCTEMY EJIEKTPOHHOTO JIOKYMEHTOOOIry.

JIOKyMEHT aBTOMAaTHYHO Ta OJHOYACHO HAIXOAWTh HA PO3IIIAN OJHIN uun
JEKUTBKOM TIOCaT0BUM 0co0aM (3aCTYITHHKaM TOJIOBU OOJaepkaaMiHicTpallii ado
KEepIBHUKAM CTPYKTYPHHMX HIAPO3AUTIB  OOJaepKaAMIHICTpalli), BHU3HAYCHUM
BUKOHABIIMU (CITIBBUKOHABIISIMH ) 3a3HAYEHOTO JIOKYMEHTA.

63. JlokymMeHTH ojpa3y IMicias iX peecTpalii MepenarThCs Ha TMEePBUHHUN
O3S,

['onoBi ab6o 0co6i, MO0 BUKOHYE HOro OOOB’SI3KM, HAa MEPBUHHUN PO3IIIAL
nepenarThes JOKYMEHTH, 1o Hafiiuum Big Cekperapiaty Kabinery MinicTpiB
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Vkpainu, BepxoBnoi Pamum  VYkpainu, Odicy Ilpesupenta  Ykpaiuuy,
3alUTU/3BEPHEHHS] HApOJHMUX JEMyTaTiB Ta JOPYYEHHs (JIMCTHU) YCTAHOB BHILOTO
PIBHSL.

3acTynmHUKaM TOJIOBU OOJAepKaJAMIHICTpaIlii 3rigHO 3 PO3IMOALIOM O0OB'SI3KIB
Ha TIEPBUHHMMA PO3TJSL TEPEAArOThCS aKTH OpPraHiB JACp>KaBHOI BJIAJIA, OPTaHiB
Bnaaun ABtoHomHOiI PecmyOmikum Kpum, moxkymeHTH, 10 HamIAOUM  Bif
TEPUTOPIAILHUX OPraHiB MIHICTEPCTB, OpraHi3alliii, yCTaHOB Ta MiJIPUEMCTB, IO
HaJIeKaTh 10 chepH yIpaBlIiHHI YCTAaHOBH, OpraHi3aliiHO-pO3NOPSAAYl Ta MPOrpaMHi
JIOKYMEHTH 3arajibHOJIEP)KaBHOTO XapaKTepy.

[lepBuHHUN PO3TJIAN HPOEKTIB aKTIB, BHECEHUX OOJaepkKaaMiHICTpallii Ha
CIIJIBHE PO3POOJICHHS, THIIMX JOKYMEHTIB 3/IIMCHIOETHCS KEPIBHUKAMHU CaMOCTIHHUX
CTPYKTYPHHUX MAPO3JUIIB a00 oco0aMu, 10 BUKOHYIOTh 1X OOOB'SI3KHM, B MEXaX iX
KOMIIETEHII].

EnexTpoHHa pe3onronist

64. IlocamoBa oco0a, sKa 3MIMCHIOE TIEPBUHHUN PO3TIISA] E€ICKTPOHHOTO
JTOKyMEHTa, HaKJIaJa€ Ha HbOTO CJICKTPOHHY PE30JIIOIIiI0, B SIKii BU3HAYA€ TOJOBHOTO
BUKOHABIIS, BUIMOBIJAILHOTO 3a  OpraHizailifo BHUKOHAHHS JOKyMEHTa B
obnaep>kaaMiHicTpallii, Ta y pa3l HEOOXITHOCTI CIIBBUKOHABIIIB 1 CTPOK HOro
BUKOHAHHS.

B enextponHiit pe3onronii 000B'SI3KOBO 3a3HAYAOTHCS BC1  CTPYKTYPHI
MIJIPO3/1IH, SIKI OEPYTh y4acTh B OINpPAIFOBaHHI JOKYMEHTA Ta MOTOKEHHI MPOEKTY
BIIIIOBI/II.

[TocamoBi ocobu, SKI OJHOYACHO PO3IIIAJAIOTH EJIEKTPOHHUN JOKYMEHT,
HAKJIQJAI0Th HA HHOTO €JIEKTPOHHI PE30JIIOIi, B KX BU3HAUYAIOTH BiIMOBIJATBHUX
BUKOHABI[IB Ta y pa3l HEOOXIMHOCTI CHIBBHKOHABIIIB y MEXax BiJMOBIIHOTO
CTPYKTYPHOTO IiIPO3LITY.

65. EnexTpoHHa pe30JIIOIisS CKIQJA€ThC 3 TaKUX PEKBI3UTIB: IMPI3BHUIIE,
BJIACHE 1M’ BMKOHABIS (BUKOHABIIIB) y JAaBAJIBHOMY BIJIMIHKY, 3MICT JOPY4YCHHS,
CTPOK BUKOHAHHA, KBaTi()IKOBAaHMM €JIEKTPOHHHM miaAnuc abo YIOCKOHAJICHUI
CICKTPOHHUN  miAmuc, 1Mo 0Oa3yeTbcs Ha  KBamidikoBaHOMY  cepTudikari
eJIEKTPOHHOT'O MIAMHKCY, T0CaA0BOT OCOOH.

B enexTponHiil pe3omnonii 0 €IeKTPOHHOTO JOKYMEHTA, 110 HE MAa€ CTPOKY
BUKOHAHHS, 3a3HaYEHHSI 3MICTY JOPYUYEHHS Ta CTPOKY BUKOHAHHS HE BUMAra€eThCsl.

EnexTponHa pe3osrollis MOXKE JIOMOBHIOBATHCS IHIIMMHU PEKBI3UTAMHU, SIKI
BU3HAYAIOTHCS [HCTPYKITIErO 3 J17I0BOJICTBA.
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Hekonkperni ("mpuckoputu", "momimmmrtu", "akTuBi3yBaTH'", "3BEpHYTH
yBary'" TOIIO) eNEKTPOHHI PE30JIIOIIT HE TOMYCKAIOThCS.

66. VYci €JIeKTpOHHI pe30JIIoIlli, HaKJIaJeHI Ha eJEKTPOHHUM JOKYMEHT,
BHOCSITHCS JIO IOTO peecTpalliiiHO-MOHITOPUHTOBOT KQpTKH 1 HEPO3PUBHO IMOB'A3aHi 3
Hero. EnektponHa pe3onoltis, sika € HAcHiKOM BUKOHAHHS €JIEKTPOHHOI PEe30JIOLii
BUIIIOTO PiBHS, JOJATKOBO MICTHThH JIOTIYHE MOCWJIAHHS Ha BIAMOBIIHY €JIEKTPOHHY
PE30IIOIIIO (IEPEBO EIEKTPOHHUX PE3OJTIOLIN).

67. Ha enexkTpoHHY pE30JIOII0  IOCaZOBOi  OCOOM  HAKIIaJaeThCs
KBaJT1(DiKOBaHUM €JIEKTPOHHUN MAMUC 200 YOCKOHAJICHUM €JICKTPOHHUH ITIIMKC, 1110
0a3zyeTbcsa Ha KBali(iKoBaHOMY cepTU(dIKaTi eJIEKTPOHHOIO MIANUCY, M€l XK
[10CaI0BO1 OCOOH.

68. Jlo HakmamaHHS EJEKTPOHHOI PE30JIIOLii BCTAHOBIIOIOTHCA — TakKi
0COOJIMBOCTI:

BUKOHABISIMA ~ €JIEKTPOHHOI ~ PE30JIIOLi  TOJIOBH  OOJAepKaaMiHICTpalii
BU3HAYAIOTHCA KEPIBHUKU CTPYKTYPHHMX MiAPO3JUIIB oOiaepkaamiHicTpali (y pasi
HEOOX1THOCTI MOXYTh OYTH BH3HAU€HI1 MpAIliBHUKK OOJAEpKaAMIHICTpallil 10
KOMIETEHIII SKUX HaJe)KUTh 3a3HAUCHE B PE30JIIOLII MUTAaHHS), MPO M0 CUCTEMa
€JIEKTPOHHOTO JOKYMEHTOOOITY aBTOMAaTUYHO 1H(OPMYE 3acCTYNHHUKIB TOJOBU
oOnep>kaaMiHICTpallii, SKI KOOPAUHYIOTh JISJIBHICTh BIJMOBIAHOTO CTPYKTYPHOTO
MiPO3AUTYy Ta y pa3i MOTpeOru MaroTh MPaBO JOIMOBHHUTH 3a3HAYCHY PE3OJIIOIII0, HE
3MIHIOIOYHM CYyTI JOPYYEHHS TOJIOBU OOJIepKaJAMIHICTpaIii Ta HOro TOJOBHOTO
BUKOHABIIS;

BUKOHABISIMA  PE30JIIOIT  3aCTylmHHUKA TOJIOBU  OOJAepKaaAMIiHICTpaIllii,
KEepiBHUKA amapary obnaepxkaaMiHICTparlii BU3HAYAIOTHCS KEPIBHUKHU
MIAMOPSAIKOBAHUX CTPYKTYPHUX MIIPO3AUIIB 00 IepKaIMIHICTpaIlii, K1 BXOJIATh J10
CKJIaly CTPYKTYPHUX MiJAPO3JUIIB, YHIO JiSUIBHICT KOOPAMHYE BIJAMOBIIHUI
3aCTYIIHUK, TMPO IO CHUCTeMa EJIEKTPOHHOTO JOKYMEHTOOOITYy aBTOMAaTUYHO
1H(pOpMYy€E KEPIBHUKIB BIMOBIAHUX CTPYKTYPHUX IMIPO3/LIIB;

BUKOHABIIIMU PE30JIIOIIT KEPIBHUKA CTPYKTYPHOTO IMiAPO3/iTy BU3HAYAIOTHCS
CIICLIQTICTH  BIAMOBIAHOTO  MIAPO3JALTY, TMpPO IO CUCTEMa EJICKTPOHHOTO
JIOKYMEHTOO00ITY aBTOMAaTUYHO 1H(POPMY€e KEPIBHUKIB BIMOBIIHUX MIATOPSIKOBAHUX
M1PO3/LTIB, O BXOASTH 0 CKJIaay IIbOTO CTPYKTYPHOTIO MiAPO3A1ITY;

BUKOHABLIEM DPE30JIIoLii ToJIOBU 00JAep KaIMIHICTpallii, 3aCTYIHUKIB T'OJIOBU
oOnepkaIMiHICTpallii, KEpiBHUKA anapary o0iaepkaaMinicTpaiii Moxe OyTu Oy/ib-
SIKUH T ITOPSIIKOBAHUH BIMIOBITHOMY KEPIBHUKY TIPAIiBHUK OOJIepKaAMIHICTpaIlii,
710 KOMIIETEHIII{ SIKOTO HaJIeKHUTh 3a3HaueHe B pe3ountouii nutanHs. [Ipo BuzHaueHHs
B PE30JIIOIiT BUKOHABIISI CHCTEMa €JICKTPOHHOTO JOKYMEHTO00ITY aBTOMATHYHO
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1H(pOpMYy€e KEpIBHUUTBO CTPYKTYPHOTO Ta MIANOPSIKOBAHOTO MIAPO3ILIY IHOTO
MpaIfiBHUKA,

OTPUMaHHSA 3aCTYITHUKOM TOJIOBU OOJAepKaaAMiHICTpallii, KepiBHUKOM
CTPYKTYpHOT0 a00 MiAMOPSIKOBAHOTO MIIPO3ALTY €IEKTPOHHOI'O MOBIIOMIICHHS PO
CTBOPEHHSI KEPIBHHUKOM BHIIOTO PIBHS €JIEKTPOHHOI pe3oiiolii He mnepeadadae
CTBOPEHHS BIAMOBITHUM KEPIBHUKOM CBO€I PE30JIOLii 10 LBOTO X JTOKyMEHTa, a
auie nepeadadae 03HaMOMIICHHS 13 TOKYMEHTOM;

CJIIEKTPOHHOIO PE30JIOIIEI0 MOXKEe OyTH BHU3HAYEHO TOJOBHOTO BHKOHABIIA,
CITIBBUKOHABIIIB, CTPOKH BUKOHAHHSI, OTPUMYBauiB JOKyMeHTa "10 Bijgoma'.

69. EnekTpoHHI HOKYMEHTH HAAXOIATh MO iX BUKOHABIIB BUKJIIOYHO Yepe3
CHUCTEMY E€JEKTPOHHOTO JIOKYMEHTOOOITYy Ha TMTiJCTaBl HaKIAJACHUX Ha HUX
CJIEKTPOHHUX PE30JIIOLIH.

JIOKyMEHT, BHUKOHABI[IMH SIKOTO € KIJbKa CTPYKTYPHHUX IMiJIPO3JILIIB
(mocagoBux 0ci0), HaAXOAUTH OJIHOYACHO JIO BCIX HOTO BHUKOHABIIIB, BU3HAYCHHUX
CJICKTPOHHOIO PE30JIIOIIEI0 UM TEPETIKOM PO3CHIIKH, CTBOPEHUM PEECTPATOPOM abo
aBTOPOM JJOKYMEHTA.

70.  KepiBHUKHM  CTPYKTYpHUX  MIAPO3AUIIB  oOjaep:KaaMiHICTpalii
OTNpaIbOBYIOTh EJIEKTPOHHI JOKYMEHTH, OTPHMaHI 4Yepe3 CHUCTEMY EJIEKTPOHHOIO
JOKYMEHTOOOITY 3a HAJECKHICTIO, Ha TIJCTaBl HAKJIAJICHUX HA HUX EJICKTPOHHUX
PE30JTIOITIH.

VY pasi HeoOX1THOCTI KEPIBHUK CTPYKTYPHOI'O MiPO3A1Ty 00JaCHOI IepKaBHOL
anaMiHICTpalii Ma€ MpaBO JENIETYBaTH CBOEMY 3aCTYNHHUKY pO3IJISIT YacTHHU
CJICKTPOHHUX JOKYMEHTIB, SIKI HAJXOASATh Ha OMPALIOBAHHS 10 CTPYKTYPHOTO
iAPO3ILTY.

71. Cucrema €JIEKTPOHHOTO JOKYMEHTOOOITY aBTOMAaThyHO (Qikcye (akTu
nepefaBaHHsl  €NEeKTPOHHUX  JOKYMEHTIB  BHUKOHABISIM B PEECTpaliiHO-
MOHITOPUHTOBIA KapTii 13 3a3HadeHHsAM 1HopMaIlli PO BHUKOHABIIB, SKUM
nepesaHo JOKYMEHT.

/2. 3MiHa TOJOBHOTO BHUKOHABIS 3[1HCHIOETHCS B CHUCTEMI EJIEKTPOHHOTO
JIOKYMEHTOOOITY Ha MIJACTaBl pe30JoLii KEepIBHUKA, KU 3/1MCHIOBAB MEPBUHHUIMA
PO3TIISiA €IEKTPOHHOTO IOKYMEHTA.

73. SIKuio A1 eNeKTPOHHOTO JOKYMEHTA HEe BCTAHOBJIEHO CTPOKIB BUKOHAHHS,
a WOro ompaunioBaHHA HE MOTpeOye MIATOTOBKM NPOEKTY JOKYMEHTa Ha MOro
BUKOHAHHS, BIJIMOBITAJIbHUN BHUKOHABEIb Ma€ IPaBO MICIs O3HAHOMIICHHS 3
JIOKYMEHTOM BHECTH JI0 PEECTpaIliiHO-MOHITOPHHIOBOI KapTKHU i1H(opMallio mpo
croci0 BUKOHAHHS LBOTO JOKYMEHTa (IMUTAaHHS BHUPIIIEHO B pOOOYOMY MOPSAKY,
B35ITO y4acTh Y HapaJii TOIIO), 3aKpUTH Horo "1o crpaBu'.
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Ko eNeKTPOHHMM JOKYMEHT PO3iCiIaHO MpaIiBHUKAM 00JIACHOT Iep KaBHOI
anMiHICTpalll A7 O3HAMOMJICHHS Yepe3 CUCTEMY EJIEKTPOHHOTO JOKYMEHTOOOIry
«ACKO/l», mnpaiiBHUKA BHOCSTH BIAMITKY MpO iX O3HAHOMJIEHHS, a y pasi
pO3CWIaHHS IS O3HAHOMIICHHS TiA MiANUC - MIATBEPKYIOTh HaKIaJaHHIM
KBaJI1(DIKOBAHOTO EJICKTPOHHOTO TIANUCY a00 YIOCKOHAJIICHOTO EJIEKTPOHHOTO
MIJMNCY, 110 0a3yeThCsl Ha KBadi(hikoBaHOMY cepTHdIKaTI €JICKTPOHHOTO MAMHUCY. Y
TaKOMY BHUIIAJIKy B CUCTEMI €JIeKTPOHHOTO JToKyMeHToo0Iry « ACKO/I» aBTOMaTu4HO
TCHEPYETHCS JINCT O3HAWOMIICHHS 3 JIOKYMEHTOM, Y SKOMY 3a3HA4Ya€eThCs TEpeiK
nmocajioBux 0ci0 oOjacHOI Jep)KaBHOI aaMiHICTpalii, sKuM OyJio mepeaaHo
BIJIMOBITHUN JTIOKYMEHT 3 IIO3HAYKOI TPO O3HAHOMIIEHHS, Yy TakoMmy Qopmari:
NpI3BUINE Ta BJacHE IM'd, JaTa HAJIXOJKEHHS EJICKTPOHHOTO JTOKyMEHTa, JaTa
o3HaioMiIeHHS (KBasi(hikoBaHA €JIEKTPOHHA MTO3HAYKA Yacy).

IV. lokymeHTyBaHHS YHIPaBJIHCHKOI iHGopMallil B eJIeKTPOHHIH popMmi
3araJbHi BUMOIH 10 CTBOPEHHSI JIOKYMEHTIB

74. JloxyMeHTyBaHHS YIpaBIiHCbKOi 1H(popMalii B eNeKTpoHHIN (opmi
MOJISITAa€ y CTBOPEHHI €JEKTPOHHUX JIOKYMEHTIB, B sIKMX (DIKCYEThCs 1H(DOpMaILIisl TIPo
YOPaBIIHCHKI PIIICHHS 3 JOTPUMAHHSAM YCTaHOBJICHUX I1€0 [HCTPYKIIIE€IO TTPaBUIL.

75. PexBi3uTu, BU3HAYEHI II€I0 [HCTPYKIIi€I0, BHOCATHCS O PEECTpALiifHO-
MOHITOPHUHI'OBO{ KapTKH.
BiaHku 10KyMeHTIB

76. OprasnizaiitHo-po3nopsiayi JTIOKYMEHTH obnaepxaaMiHicTparii
0hOpMITIOIOTECA Ha OJlaHKaxX, IO CTBOPIOIOTHCS B €JIEKTPOHHIM (opMi 3rigHO 3
BUMoramH 1i€i [ncTpykiii Ta 3 ypaxyBanasam Bumor JJCTY 4163:2020.

77. bnaHKu TEHEPYIOTbCS CHCTEMOIO E€JIEKTPOHHOTO JIOKYMEHTOOOIry
«ACKO/l» B aBTOMaTMYHOMY pEeXUMI Ha MiACTaBl OOpPaHHUX aBTOPOM IPOEKTY
KPUTEPIiB TUIIOBOTO OJaHKa JJIsi OOPaHOTO BUAY €JIEKTPOHHOIO JOKYMEHTA.

Jns renepamii TUoBoro OJaHKa 3aCTOCOBYIOTbCS KpPHUTEpii: BUJA, THUI
JOKYMEHTa, MiAMUCYBay TOIIO.

78. bnaHKM KOXHOTO BHJy TEHEPYIOTBCS Ha OCHOBI IO3J0BXHBOTIO
PO3MIIIIEHHSI PEKBI3UTIB. PEeKBI3UTH 3arojioBKa pO3MIIIYIOThCS IIEHTPOBAaHUM
croco60oM (IOYaTOK 1 KiHEIb KOKHOTO PsiJIKa PEKBI3UTY OJHAKOBO BIJAaNICH] BIJl MEX
30HU PO3TallyBaHHS PEKBI3UTIB).

79. 115 miArOTOBKM IOKYMEHTIB B €JIEKTPOHHIN hopMi cucTemMa eJIeKTPOHHOTO
nokyMeHToo0iry « ACKO/l» renepye Taki BUau OJaHKIB JOKYMEHTIB:

3araJlbHUN OJIaHK JIJIsl CTBOPEHHS TOKYMEHTIB (0e3 3a3HaueHHs y OJaHKy Ha3BU
BUJlY JOKYMEHTA) (10AaTOK 2);
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CHeliani3oBaHui OJIaHK IS CTBOPEHHS PI3HUX BUIIB JOKYMEHTIB JUJIs
JUCTYBaHHS 1HO3EMHUMH MOBaMH (710J1aTOK 3);

Omank koHkpetHoro Buay jaokymenta (PO3IIOPSAJPKEHHSA, HAKA3J)
(monartox 4).

80. JlokymeHT y pa3l HEOOXIOHOCTI JPYKY€TbCS Pa3oM 13 OJaHKOM,
3r€HEPOBAaHUM CHCTEMOIO E€JIEKTPOHHOTO JIOKyMEHTOOOIry 0e3 3acTOCYBaHHS
0JIaHK1B, BUTOTOBJICHUX JIPYKAPCHKUM CIIOCOOOM.

81. bmanku MOKYMEHTIB, CTBOPEHUX Y €JIEeKTPOHHIN (PopMi, HE HYMEPYIOThCS
Ta HE OTPEOYIOTh OOJIKY.

JaTa mignucaHHs, 3aCBiIYeHHA Ta peecTpamii

82. Jlara migmucaHHS ~BHU3HAYA€ThCS  KBall(PIKOBAHOI  €JIIEKTPOHHOIO
MO3HAYKOI0 Yacy, IO HEBI’€EMHO TIIOB’si3aHa 3 KBalll(piKOBAaHUM €JIEKTPOHHUM
HIMUCOM a00 yJAOCKOHAJICHUM €JIEKTPOHHUM TIANMUCOM, IO Oa3yeThbcs Ha
KBaJIi(piKOBAaHOMY CepTH(IKaTI €IEKTPOHHOIO MIIIHCY.

83. Jlara 3acBITYEHHS BU3HAYAETHCS KBaI1(DIKOBAHOIO  EJIEKTPOHHOIO
MO3HAYKOI0 dYacy, IO HEBiJ'€MHO TMOB’s3aHa 3 KBaJli(DiKOBAHOK EJIEKTPOHHOIO
MeYaTKol abo0 YAOCKOHAJICHOIO EJIEKTPOHHOIO TIEeYaTKO, Mo 0a3yeThCs Ha
KBaJTi(hiKOBaHOMY cepTU(]IKATI CICKTPOHHOT EYATKH.

84. Jlara peectpamii BUXIIHOTO JIOKyMEHTa aBTOMAaTU4YHO (HOPMY€EThCS
CHUCTEMOIO  €JIGKTpOHHOro  JnokymeHnrooliry «ACKO/» B  peectpauiiiHo-
MOHITOPUHT'OBIM KapTIi MiJ] 4ac HOro MmiJnucaHHs.

85. OOOB'I3KOBOMY JIaTyBaHHIO Y PEECTPAIlIHHO-MOHITOPUHTOBINA KapTIli
HIJJISATal0Th YC1 CIIY»KOOBI BIAMITKH, MOB'S3aHI 3 MPOXO/KCHHSM Ta BUKOHAHHSIM
JOKyMEHTa (pe30JIrollii, BIIMITKH MPO BUKOHAHHS JOKYMEHTAa, HaJCWIaHHS MOro 10
CIIpaBH TOIIIO).

OdopMmiaenns noaarTkis

86. Ha momaTkax, 1m0 3aTBEPKYIOTHCS BIAMOBIAHUMHU aKTaMH (ITOJOKEHHS,
IHCTpYKLIi, MpaBWia, MOPAIKA TOIIO), TPOCTABIAETHCS Tpu( 3aTBEPHKCHHS
BIJIMOBITHO 70 MyHKTY 92 1iei [HCTpykiii. Y BIANOBIAHUX MYyHKTaX PO3MOPSIUOL
YaCTUHU JIOKYMEHTA pOOUTHCS MOCUIaHHs: "m0 gojaeThes” ado "(nomaernes)".

87. Ha pomatkax 1m0 po3mopsypkeHHs (HaKa3y), TIOJOKEHHS, TpPaBul,
IHCTPYKIIII TOHIO MPOCTABIAEThCS BIAMITKA Y BEPXHbOMY IMPABOMY KYTi MEpIIOT
CTOPIHKM J0JIaTKa, sSKa BKJIIIOYA€ HOMEP J0JIaTKa, 3arojIOBOK aKTa Ta TMOCHJIaHHS Ha
BIIMOBIHY CTPYKTYPHY OJIMHUITIO, HATIPUKIIA !
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Jomatox 4
no IHcrpykuii 3 [IiIOBOACTBA B
OnecwKii oOJtacHIf Jep KaBHIM

aamiHicTpaii (myHkt 155)

CynpoBigHi Marepiaiid AOBIIKOBOTO a00 aHAJIITHYHOTO XapakTepy (rpadikw,
CXeMH, TaOJuIll, CIIMCKU TOIO) 0 OCHOBHOTO JOKYMEHTA MOBHHHI MaTH BIAMITKY 3
IIOCUJIAaHHAM Ha LIeM JOKYMEHT, HOT0 Ha3BY HAIIPUKIIAJ:

JlomaTok

110 HaKa3y MiHicTepcTBa OXOPOHHU 310POB’S
“IIpo 3aTBep/KEHHS OINEpaIiiHOTO TIUIAHy
JISJTBHOCT1 3 BHYTPIIIHBOTO ayJIUTYy

PeecTpaniiinuii iHAeKc 10KYMeHTIB

88. SIkmo MAOKyMEHT MIiATOTOBICHO JBOMa 4YHM OulIbllleé YCTaHOBaMH,
3aCTOCOBYETHCS PEECTPAIINHUHN 1HIEKC TOJIOBHOTO BUKOHABIIS.

89. Ilixm wac Bi3yamizaiii JOKyMEHTa MiCIle PO3TalllyBaHHS PEECTPaLtHOTO
1HJIEKCY BU3HAYA€ThCS [HCTPYKITIEO 3 I1JI0BOICTBA.

90. Ilix yac Bizyami3amii JOKYMEHTa CUCTEMa E€JIEKTPOHHOTO JOKYMEHTOO0Iry
«ACKO/l» BiATBOpPIOE Ta Bi3yali3ye pa3oM 13 JOKYMEHTOM 00pa3 IITPUX-KOAy abo
QR-xomy (mas nepikaBHOI peecTpalii akTiB, MPOEKTIB aKTiB Ta 0OOB’S3KOBHUX
JOJIaTKIB J0 HUX, L0 PO3POOJISIOTHCA 00JIACHOIO P KAaBHOIO aAMIHICTPALIIEIO JIUIIE
QR-xox), sxuii 000B’SI3KOBO MICTHUTh:

JIaTy peecTpallii Ta peecTpalliiHui 1HIAEKC JOKYMEHTA,

CKOpOYEHE HallMEHYBaHHs YCTAaHOBH, PEKBI3UT MINUCYyBaya (IiAMUCyBayiB) Ta
JaTy MiJNUCcaHHs 3 KBaji(hiKOBAaHOI €JIEKTPOHHOI MO3Hauku 4acy (mume anst QR-

KOZy);
JIaHl1 PO MOTOKEHHS (JIUIIE JJIs aKTIB).

91. Ilix yac peectpallii nanepoBUX JOKYMEHTIB BUKOPUCTOBYETHCS IITPUX-KOJ
a60 QR-xoxm, a mig gac peectpartii akTiB - ume QR-ko.

I'pu¢ 3aTBepaKeHHSA JOKYMEHTA

92. V pasi KO eNeKTPOHHUM JTOKYMEHT 3aTBEPKYETHCS PO3MOPSIKEHHSIM,
Haka3oMm, Tpud 3arBepkeHHs ckiaamaerbes 13 cioa "3ATBEPIDKEHO", naszeu (y
Ha3MBHOMY BIJIMIHKY) BHIYy JIOKYMEHTa, SKHM 3aTBEPIKYETbCS CTBOPEHUI
JIOKYMEHT, 13 3a3HaU€HHSM JaTu HOTo 3aTBEp/KEHHS 1 HOMepa, HAPUKJIIaI:
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3ATBEP/IXKEHO

PosnopsimpkerHs To1oBu 001acHOT
Jep KaBHOI aaMiHICTparii

12 6epesns 2024 poky Ne 888/A-2024

['pud 3arBepmKeHHS Bi3yali3yeTbCsl Y BEPXHbOMY IMPABOMY KyTI MEpIIOl
CTOPIHKU JOKYMEHTA.
JlaHi Npo BUKOHAHHS JOKYMEHTIB

93. BiamiTka npo 3aKiHYEHHS BHUKOHAHHS JOKYMEHTa BHOCUTHCS O
PEECTPALITHO-MOHITOPUHIOBOT KAPTKH Ta MICTUTh AaBTOMATHYHO 3TE€HEpPOBaHi
CHCTEMOIO €JICKTPOHHOTO JOKyMeHT000iry cioBa "Ilo cmpaBu", HOMep crpaBu, a
TaK0>X KOPOTKI BIIOMOCTI PO HOTO BUKOHAHHS, HAITPUKJIAT;

Ho copasu Ne 01-45
Juct-Bignmosins Bix 20.05.2024 Ne 1/01-45/9411/2-24

abo

Jo cripaBu Ne 01-31
[TuTaHHs BUpILIEHO MO3UTUBHO MiJT 4ac TeaePOHHOT
po3mosu 04.03.2024

Oco6amBoCTI 0POopMIIeHHS TeIKUX BUIIB IOKYMEHTIB
IIporokosu

94. IIpoTOKOJIN CKIIAAOThCS B €IEKTPOHHIN opmi BIAMOBIIHO 10 [HCTpyKIi
3 IJIOBOJICTBA ab0 PIIIEHHS KOJIET1aJIbHOTO OpraHy.

95. V pasi BemeHHs ayAioBi3yaiabHOT (ikcarii 3acijaHHS BiIMOBITHUN 3aIuc
HIANUCYEThCST  KBaMI(DIKOBAaHUM  EJIEKTPOHHMM MIAMACOM a00  yAOCKOHAJICHUM
CJICKTPOHHUM MIAMHCOM, 10 0Oa3yeTbcd Ha KBadiikoBaHOMY cepTHdIKaTi
eJICKTPOHHOTO MIAMKCY, CEKpeTapsl KOJIEriaJibHOTO OpraHy (Jaji - cekperap) abo
YIIOBHOBaXXEHOI 0COOM Ta JOJAETHCS 10 MPOTOKOIY.

96. IlpoTokonum Ta BHUTSATH 3 HHUX 3aCBIAYYIOThCA KBai(PiKOBAHOIO
CIIEKTPOHHOIO TMEYaTKor abo YJOCKOHAJCHOK EJNEKTPOHHOI TI€YaTKOK, IO
O0a3yeTbcsi  Ha  KBajipikoBaHOMY  cepTU(]iKaTi  €JEeKTPOHHOI  IIEYaTKH,
obnnepxaaMiHicTpallii, Ky Hakiaaae Cioyxx0a IIJIOBOJCTBA, 1 HAACHIAIOTHCA y pasi
noTpeOur 3alHTEPECOBAaHUM YCTaHOBaM, TMOCATOBUM ocoOaM, mpariBHHKaM. [lepermik
PO3CHIIKH CKJIaZIa€ CeKpeTap.
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Cay:x00Bi JiuCcTH

97. Cnyx00BHIM JUCT B €JEKTPOHHIM (opMi OPOPMIIIOEThCA Ha OJaHKY,
aBTOMaTUYHO  3T€HEPOBAHOMY  CHUCTEMOIO  E€JIEKTPOHHOIO  JOKYMEHTOOOITY
«ACKO/l».

98. JlaToro nucTta € gara ioro peectpanii y Ciyx01 A1I0BOJICTBA.
ITigroroBKa NMPoEKTIB €JIEKTPOHHUX JOKYMEHTIB

99. 3a miArOTOBIEHUN MPOEKT ENEKTPOHHOTO JOKYMEHTAa BIJIMOBIAATBHUM €
aBTOp JIOKYMEHTA.

100. 3a opranizailif0 BUKOHAHHS €JICKTPOHHOTO JOKYMEHTa BIJIMOBIIAIOThH
ocoOM, 3a3HayeHI B CICKTPOHHIA pE30JONi, HAKJIAQJCHI 3a pe3yJbTaramu
MIEPBUHHOTO PO3TIISTY TOKYMEHTA.

101. TIlimroroBka MPOEKTY €JIEKTPOHHOTO JIOKyMEHTa 3IIHCHIOETHCS 3
ypaxyBaHHSM TaKHX BUMOT:

MPOEKT EJIEKTPOHHOTO JOKYMEHTa TOTYETHCSI aBTOPOM JOKYMEHTa B CHUCTEMi
eJeKTPOHHOTO JoKyMeHTo00Iry « ACKOl»;

y pa3l HasgBHOCTI CYNpPOBIJHUX MAaTepialiB [0 NPOEKTYy EJIEKTPOHHOTO
JIOKYMEHTa BOHHU JIOJAIOTBHCS O MPOEKTY EJIEKTPOHHOTO JAOKYMEHTa BHKIIOUYHO B
eJNIeKTpoHHIM (opmi (30kpema TabmuuyHi Ta rpadivyHl MaTepian, (HOTOKOII]
JOKYMEHTIB, 3aBaHTaXeHI B cucteMy y ¢aiinax ¢opMaTiB, BU3HAYCHHX AaKTaMH
3aKOHO/IaBCTBA);

BHECEHHS JI0 MPOEKTY €JIEKTPOHHOTO JOKYMEHTA MOCUJIAHHS Ha JOKYMEHT(H),
Ha BUKOHAHHS SIKOTO(MX) CTBOPEHO BIAMOBIIHUHN MPOEKT;

BHECEHHS JI0 PEECTPALIHHO-MOHITOPHUHIOBOI KapTKH B aBTOMATH30BAaHOMY
PEXKMI 1HACKCY CHpPaBU 32 HOMEHKJIATYPOIO CIPaB, 0 AKOI HAJIEKUTh €JICKTPOHHUI
JOKYMEHT, 1110 CTBOPIOETHCS;

3a3HA4YCHHS OOOB'S3KOBOTO CTATYCy MNPHU3HAUYCHHS MPOEKTYy (1HIIaTUBHUM,
iH(pOopMaLIiHUN, TPOMIKHA BIANOBIb, MOJAHHS MPO 3MIHY CTPOKY, 3alUT Ha
JI0JTaTKOBY 1H(OPMAIIiF0, OCTATOYHE BUKOHAHHS);

dbopMyITtOBaHHS TIPOEKTY AOPYUYEHHS JO JOKYMEHTa 3iHCHIOETHCS B TEKCTI
JOKYMEHTa, JI0 SKOTO IJIAHYEThCS BHJIAHHS BiAMOBIAHOTO JOPYYeHHs, y (opmi
KOHKPETHOTO 3aBJIaHHS 13 3a3HAYEHHSM CTPOKY MOrO BHKOHAHHS Ta BHKOHABIIIB,
HaIPUKIAA: KEPIBHUKAM CTPYKTYPHHUX ITIIPO3/LIIIB TOIIO;

dopMyBaHHS TEpeNiKy MOro/KyBadiB Ta MIANUCYBAa4YlB Yy pEeCTpaliifHO-
MOHITOPUHT'OBIH KapTLi.
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102. Im's ¢aiina BUXITHOTO MPOEKTY €IEKTPOHHOIO JOKYMEHTA, CYIMpPOBIIHUX
Ta IHIIMX MaTepiaiiB A0 HbOIO MOBUHHO MAaTH CTHCIY YHI(pDIKOBaHY Ha3BY, sKa YITKO
BUXOJIUTH 13 MPUHAICKHOCTI BMICTY (paiiia, HampuKJIal;

Jlucr ...

Cmy>x00Ba 3ammucka ...

Poznopsxersast mpo ...

3MIHHU JI0 pO3NOPSKEHHS BiJ ... Ne .

Hoga penaxitist po3mopsiiKeHHS Bif . No :
1 _Tlopsinok (mogoXeHHS, 1HCpr1<111}I TOHIO)
J2 Tabmuus (rpadik, miad Touio) ...
CkaHoBaHa KOIIis JTUCTA ...

BizyBaHHSI Ta NOT0/’KeHHS MPOEKTIB eJIEKTPOHHUX IOKYMEHTIB

103. TloromxeHHss NPOEKTY EJNEKTPOHHOIO JOKYMEHTa IOJdsrae y MWoro
BI3yBaHHI ~ YIOBHOBXEHHUMH  0oco0aMu, 3a3HAUYEHUMH B  PEECTpaLiiHO-
MOHITOPMHIOBIM  KapTii, M0 3a0e3MeuyeTbCcsl  CHCTEMOIO  €JIEKTPOHHOIO
nokyMmeHnToobiry «ACKO/l» Ha miactaBi cOpMOBAHOTO MEPENiKy MOTOAKYBadiB,
3a3HAYEHUX Y PEECTPaLIiHO-MOHITOPUHTOBIM KapTIIl.

104. Indopmaris 1po MOTOKEHHS, BIAXWUJIEHHA ab0 IMOBEPHEHHS
ABTOMAaTUYHO BHOCHUTBHCS JI0 PEECTPAIiTHO-MOHITOPHHTOBOI KapTKH.

105. IloromkeHHs Ta WIANUCAHHSI TMPOEKTY EIEKTPOHHOTO JOKyMEHTa
3JIIACHIOETHCS B TAKOMY TOPSIKY:

NPOEKT EJEKTPOHHOTO JOKYMEHTa CIOYaTKy Bi3y€ThCS MOT0 aBTOPOM,
KEPIBHUKOM  IMAMOPSAJKOBAHOIO  TIAPO3JIIy Ta KEPIBHUKOM CTPYKTYpPHOTO
miapo3auty (BiAMOBIIATBLHOTO MIAPO3/iTY) Ta YIMOBHOBOKEHHMMH OCOOaMH 1HIITHX
CTPYKTYpHUX MiJPO3JAUIIB 0O0JAepKaaMIHICTpallii, 3a3HAYEHUMH B PEeCTpaliiHO-
MOHITOPHHTOBIH KapTLi;

IPOEKT  EJNEeKTPOHHOTO  JOKYMEHTa  BI3YETbCS  3aCTYMHUKOM  TOJIOBH
obyiepKaAMIHICTpaIlii, SKUM KOOPAMHYE POOOTY CTPYKTYPHOTO MiAPO3ALIY,
BI/IMOBIJAIBHOTO 3a MIATOTOBKY MPOEKTY €JIEKTPOHHOrO TOKYMEHTa (IOT0JIKCHHS
IHIIUX 3aCTYMHUKIB TOJIOBU OOJIIEpKAAMIHICTpAIlii, SIKI KOOPAMHYIOTH pPOOOTY
3alHTEPECOBAHMX MIPO3/1IIB, HE BUMAraeThCs);

y pa3l MOroKEHHS MPOEKTIB PO3MOPAKEeHb (HaKa3iB) B €NEKTPOHHIN (Gopmi
IPOEKT PO3MOPS/KEHHSI (Haka3y)  BI3YETHCS YINOBHOBRXEHHUM MPEACTaBHUKOM
IOPUANYHOI CIyXOM 3a pe3yiapTaTaMH IPOBEICHHS IOPUIWYHOI EKCIEePTH3U Ta
KEPIBHUKOM CTPYKTYPHOTO MiApO3AiLTYy (CHEIlalicTOM) 3 MUTaHb 3aroOiraHHs Ta
BUSIBIICHHS KOPYMIIii, @ TAKOXK PETAKTOPOM;
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IPOEKT EJIEKTPOHHOTO JOKYMEHTa BI3YEThCS BCIMa IOCAJOBUMU Oco0aMu
(moropkyBayamu), HasBHICTh BI3M SKUX [epeAdadyeHO B peecTpaliiHo-
MOHITOPUHTOBIN KapTIli, MPU LIbOMY Bi3yBaHHs MPOEKTY €JIEKTPOHHOIO JIOKYMEHTa
HE 3aTBEPKY€ 3a3HAUCHUH TOKYMEHT;

OPOEKT TMIANUCYEThCS KEpPIBHUKOM (TMIAMHUCYBadueM), SKUA 3aTBEPIKYE
€JIEKTPOHHUN TOKYMEHT.

106. He mnoromxenuii y BIAMNOBIAHOMY TMOPSAKY MPOEKT EJIEKTPOHHOIO
JIOKyMEHTA HE Mepela€ThCs Ha MIIUCaHHS (3aTBEPIKEHHS).

107. YnoBHOBaxeHI 0OCOOM IHIIMX CTPYKTYpPHHUX MiAPO3AUIIB 3a (aKTOM
HAJXO/KEHHS JI0 HUX Yepe3 CUCTeMY EJNEeKTPOHHOTo MoKymeHtooliry «ACKOI»
MPOEKTY EJEKTPOHHOTO JOKYMEHTa OepyTh y4acTh y HOTO OMpaIfOBaHHI B YaCTHHI,
10 CTOCYETHCA iX KOMITETEHIII].

108. CBo0 MO3uIIiI0 100 OMPAIbOBAHOTO MPOEKTY €JIEKTPOHHOIO JOKYMEHTa
YIOBHOBa)KEHA 0co0a 3alHTEPECOBAHOIO MIAPO3ALTY JOBOJWTH JO BigoMa
BIIMOBIJANIBHOTO  MMIJIPO3JLTY Yepe3 CHUCTEMY EJIEKTPOHHOTO JOKYMEHTOO0OITy
obsnepxaaMiHicTpariii. BianoBigHa mo3ullisi Mae OyTH YITKO OOIPYHTOBAaHOIO, a y
pa3i HeoOX1THOCT1 BUKJIA/IEHA Y TEKCTI POEKTY €JIEKTPOHHOTO JTOKYMEHTA B PEXHUMI
BUTIPaBJIeHb (y BUTJISII HOBOI pelakilii HOro OKpEMHUX TOJI0KEHBD).

VY pasi BHECEHHs peaKIifHUX MPABOK JI0 MPOEKTY €JICKTPOHHOTO JOKyMEHTA
cucTeMa eJeKTPOHHOTO JOKyMeHT0o00Iry « ACKO/I»:

30epirae TMOTOYHY BEpCil0 TPOEKTY EJIEKTPOHHOTO JOoKyMeHTa (0e3
pemakIiHHUX TPaBOK) 3 ycCiMa HAKIAJCHMMH Ha Hel KBami(iKOBaHUMHU
CJICKTPOHHUMH MiANKCaMU a00 YJOCKOHAJICHUMH EJICKTPOHHUMH IiIUCaAMU, M0
0a3yloTbcs Ha KBali(piKOBaHOMY cepTHU(]IKaTI eJIeKTPOHHOro Mmianucy, (110
HIATBEPHKYIOTHCS) B apXiB1 BEPCiil MPOEKTY €IEKTPOHHOTO JOKYMEHTA;

CTBOPIOE HOBY  BEpCIl0  TMPOEKTY  €JIEKTPOHHOro  JOoKyMeHTa  (0e3
KBaJT1(DIKOBAHUX €JICKTPOHHUX IMIJAMKUCIB a00 YOCKOHAJICHUX €JIEKTPOHHUX IiJIHUCIB,
o 6a3yroThcsl Ha KBalipikoBaHOMY cepTH(IKATI €IEKTPOHHOTO MINUCY), KA CTa€
MOTOYHOIO BEPCIEI0 MPOEKTY €JIEKTPOHHOI'O JOKYMEHTA 1 JI0 SIKOi 30epiraroThCsl BCl
BHECEHI peAaKIliiiH MPaBKHU.

VYci Bepcii mpoekTy 30epiraloTbcsi B apXiBl Bepciii B peecTpaiiiHo-
MOHITOPUHTOBIN KapTii. PenaryBannsi Bepciii, 30epeXeHUX B apxXiBl peecTpawliiHoO-
MOHITOPUHIOBOi KapTKH OJOKyeThcsi. PenmaryBaHHs mOTO4HOI Bepcii OJOKyeTbCs
TicJIs 3aTBEPKEHHS TOKyMEHTA.
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109. 3a pimeHHsIM rojIoBH OOJACHOT JAep)KaBHOI aaMIHICTpallli, TOTOKEHHS
IPOEKTYy EJNEeKTPOHHOTO JOKyMEHTa (3a BHKIIOUYEHHSM PO3MOPSKEHb TOJOBU
00J1acHO1 JIepKaBHOT aIMiHICTpallii) MOXKE 3/11MCHIOBATHUCS B TAKOMY TTOPSIKY:

IPOEKT EJNEKTPOHHOTO JIOKyMEHTa BI3ye€ThCS MOro aBTOPOM, IICIs YOTO
cucTteMa eNneKTpoHHOro mokymeHToo0iry «ACKO/l» aBTOMatnyHO OJHOYACHO
HaJCUJIa€ HOoro Ha O3HAMOMJICHHS KEPIBHUKOBI MiAMOPSAIKOBAHOTO MIAPO3AUTY M
KEPIBHUKOBI CTPYKTYpPHOTO MiIpO3JLTy (BIAMOBIAATBHOTO MIAPO3ALLY), 3aCTYIHUKY
roJIOBH  OOJAepkKaAMIHICTpallll, SAKHH KOOpAWHYE poOOTYy  BIAMOBILAAIBHOTO
OiAPO3ITy, Ta YHOBHOBWKEHMM 0co0aM IHIIMX CTPYKTYPHHX MiJIPO3ALIIB
obnaepkaaMiHicTpallii, 3a3HaYeHUM Y PEECTPAIIfHO-MOHITOPUHTOBIN KapTIli;

MOTO/)KYBay, 3a3HAYCHUHN y peecTpariiiHO-MOHITOPHUHTOBIA KapTIli, IPOTATOM
CTPOKY, BHM3HAYEHOTO 3rigHO 3 [HCTpyKIli€l0 3 AIIOBOJICTBA 3aJIEKHO Bif 00CsITY
Ta/ab0 BUIY JTOKYMCHTA, Ma€ O3HAMOMUTHUCS 3 MPOCKTOM CJICKTPOHHOTO JOKYMEHTA
Ta y pasi HasIBHOCTI 3ayBaXE€Hb BHOCHUTH iX JI0 TIPOEKTY EJICKTPOHHOTO JOKYMEHTA;

AKIIO TOTOPKyBad MPOTATOM 3a3HAYEHOTO B PEECTPALIHO-MOHITOPUHIOBIN
KapTIi CTPOKY HE MOTOAWB Ta HE BHIC 3ayBaX€Hb IO MPOEKTY EJIEKTPOHHOTO
JOKYMEHTa, CHUCTeMa EJIEKTPOHHOIO JIOKYMEHTOOOIry aBTOMAaTUYHO BHOCUTH [0
peecTpalifHO-MOHITOPUHIOBOI  KapTKU 1HGOpMaIil0 MpPO TOTOKEHHS I[bOTO
MPOEKTY 3a 3aMoBuyBaHHsM. [loromkyBad Hece BiANOBIIAIBHICTh 3a BIAMOBIIHE
MIOTOIPKEHHSI.

ABTOMaTHYHE TMOTOMKEHHS EJEKTPOHHUX JIOKYMEHTIB (TOTO/KEHHS 3a
3aMOBYYBaHHSIM) HE CTOCYETHCS MMPOXOIKEHHS 1X FOPUINYHOI EKCIIEPTU3H.

110. ¥V pasi morokeHHs MPOEKTY E€NEKTPOHHOTO JOKYMEHTa YIOBHOBa)KE€HA
ocoba IHIIOTO CTPYKTYpPHOrO TIJPO3JLTYy, 3a3HAUYCHOr0 B  pEECTpaIliiHO-
MOHITOPUHTOBIN KapTIli, BI3y€ MPOEKT CJICKTPOHHOTO JOKYMEHTA.

111. Ilicna Bi3yBaHHS BCciMa 3a3HAYEHHMHU B PEECTPAIliiiHO-MOHITOPHUHIOBIH
KapTIl TOro/KyBauaMu CHUCTEMa EJIIEKTPOHHOTO JOKYMEHTOOO0Iry 00JacHOi
JIep’KaBHOI aMiHICTpaIlli aBTOMAaTUYHO HAJICUJIAE MPOEKT €JICKTPOHHOTO JOKyMEHTa
Ha TIMUCaHHS 3a3HAYCHOMY B PEECTPAIIfTHO-MOHITOPUHTOBIN KapTIll MiAMUCyBady.

Opuanyna ekcneprusa

112. IOpunuyna excnepTu3a NOPOXOAUTh Yy €JIEKTPOHHIA ¢opmi 3
BUKOPHUCTAHHSAM CUCTEMH €JIEKTPOHHOT0 T0KyMeHT0o001Iry «ACKO/».

113. 3a pesynbTaTaMu IOpUIAYHOT €KCIIEPTU3H B pa3l HAIBHOCTI 3ayBaXKE€Hb JI0
MPOEKTY E€JIEKTPOHHOI'O JOKYMEHTA YIOBHOBaXKEHA 0C00a IOPUAMYHOI CITYy>KOU TOTY€
B €JIEKTPOHHIH (hopMi1 BUCHOBOK 3a (hOpPMOI0, 3aTBEPAKEHOI0 MIH'TOCTOM.
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114. BHCHOBOK BHOCUTBCS JO CHCTEMHU EJIEKTPOHHOIO JOKYMEHTOOOIry
«ACKO/l» ax BHYTpIIIHIN TOKYMEHT, JIOTTYHO MOB'SA3aHUNA 3 IPOEKTOM, JI0 SIKOTO BiH
MIATOTORJICHUH, 32 MIAMMCOM YIIOBHOBaYKEHOI 0COOU IOPUIUYHOT CITY>KOH.

115. ¥V pa3i BiICyTHOCTI 3ayBa)K€Hb /10 HPOEKTY €JIEKTPOHHOIO JOKYMEHTa
YIIOBHOBaX€Ha 0c00a IOPUANYHOI CIIy>KOU Bi3y€ MPOEKT €EKTPOHHOTO JOKYMEHTA B
CUCTEMI eNeKTPOHHOT0 T0KyMeHTo00iry «ACKO/».

IMignmucaHHs NPOEKTIB eJIEKTPOHHUX JOKYMEHTIB
HignucyBau

116. ITocamoBi ocoOu € miAnucyBadyamMu MPOEKTIB €NEKTPOHHUX JOKYMEHTIB y
MEKaX CBOIX IIOBHOBaYKEHb.

117. TlinmucyBaueM MPOEKTIB €IEKTPOHHHUX TOKYMEHTIB, IO HAJICHUIAFOTHCS
00JIacHOIO JIepKaBHOW ajaMiHicTpaliero 10 BepxoHoi Pamu VYkpainu, Odicy
[Ipesunenta Ykpainu, Kadinety MinHicTpiB YKpaiHu, € rojioBa 0071acHOI AEp>KaBHOT
aaMmiHicTpaiii abo oco0a, IO BHKOHYE HMOro OOOB’S3KM 3TIIHO 3 PO3MOALIOM
000B’SI3KIB.

[TignucyBayeM TPOEKTIB E€IEKTPOHHUX JIOKYMEHTIB, IO HaJACHUJIAIOThCS
Cekperapiaty KaGinery MinicTpiB YKpainu, ycTaHOBaM BHIIOTO PIBHS, Ta IOPYYEHb
yCTaHOBaM, OpraHi3alisM Ta MiJMpHUEMCTBAM, 110 HaJeXaThb J0 cepu YIpaBIiHHI
o0nep>kaIMIHICTpallii, € ToJIoBa 00JIaCHOT JIep:KaBHOI aJMiHICcTpallii abo ocoba, 1o
BUKOHY€E HOTr0 000B'SI3KHM, 3aCTYITHUK 3T1AHO 3 PO3IOIJIOM 000B’SI3KIB, 00 KEPIBHUK
amapaty oOJAepKaaMiHICTpaIlii.

[lignucyBayeM TPOEKTIB EIEKTPOHHUX JIOKYMEHTIB, IO HaJACHUJIAIOThCS
yCTaHOBaM TOTO X a00 HWKYOTO PIBHSA, TEPUTOPIAILHOMY OpraHy MiHICTEPCTB,
OprasizamisiM Ta MiANPUEMCTBAM, L0 HajiekaThb A0 chepu yIpaBiIiHHA 00JacHOI
JIep’KaBHOI aJMIHICTpallii, a TaKOX JHCTIB II0J0 PO3POOJICHHS MPOEKTIB aKTIB €
rojioBa 00JacHOI Jep>KaBHOT aJIMiHICTpallii, 3aCTYIHUK T'OJOBH 00JACHOI Aep»aBHOI
aZMiHICTpAIlil 3T1AHO 3 PO3MOALIOM 00O0B’A3KIB, KEPIBHUK CTPYKTYPHOTO MIAPO3ILTY
obnaepkaaMiHicTpallii 3riIHO 3 BU3HAYEHOI0 KOMIIETEHITI€10 200 0co0a, 10 BUKOHYE
H10ro 00OB'SI3KH.

[linmucyBayeM TPOEKTIB JOMOBIAHUX 1 CIY>KOOBHX 3allUCOK € KEpPIBHUK
CTPYKTYpHOTO  TiApPO3ALTy  oOjaepkaaMiHICTpamii 3TiAHO 3 BU3HAYCHOIO
KOMITETEHITI €10 200 0co0a, 10 BUKOHYE HOT0 00O0B'SI3KH.

[linnmucyBadyi TPOEKTIB E€JEKTPOHHUX JOKYMEHTIB, 110 HAJCUJIAIOThCS
MIJMNPUEMCTBAM, yCTaHOBAM Ta OpraHizallisiM, sKi HE HaJieKaTh 10 JIep’KaBHOTO
CEeKTOpY €KOHOMIKH, TPOMa/isTHaM, BU3HAYalOThCs [HCTPYKIII€IO 3 IIJIOBOJICTBA.

118. He momyckaeTbcs MIAMHMCAHHA B CTPYKTYPHHUX MIAPO3Iiigax 00JacHOI
JIep’KaBHOI aIMIHICTpALlii MPOEKTIB €JIEKTPOHHUX JOKYMEHTIB 13 3B€pHEHHSIMU
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oesmocepenubo 10 BepxoBHoi Pamm VYkpainu, Ilpesmmenta Vipainu, Odicy
[Ipesunenta Ykpainu, [Ipem'ep-minictpa Ykpainu, Bille-npem'ep-MiHICTpiB YKpaiHu,
Kabinery MinictpiB VYkpainu, Cekperapiaty Kabinery MinicTpiB VYKpainu,
MIHICTPIB, OMHHAIO4M OO0JacHy Jep)KaBHY aJMIHICTpallilo,  SKIIO IHIIE He
nepeadadeHo 3aKOHOJaBCTBOM.

119. PekBi3uT mianucyBava CKIAIa€TbCs 3 HaWMEHYBaHHS MMOCaaAu 0COOH, sKa
HIANKUCYE eNEKTPOHHUN JOKYMEHT, BIACHOTO 1MEHI 1 MPI13BUILA, HATPUKIIA:

I'onoBa Bmacue iM's ITPI3BUIIE

120. [IpoekTn eneKTpOHHUX TOKYMEHTIB MiAMUCYIOTHCS, SIK MPABHUIIO, OJHIEIO
MI0CaI0BOI0 0CO00I0, a y pasi, KOJK 3@ 3MICT MPOEKTY EJIEKTPOHHOTO JIOKyMEHTa
BIJIMOBIJIaJIbHI KiTbKa OCI0 - ABOMa abo OuTkie mocamoBuMu ocobamu. [Ipu mpomy
PEKBI3UTH TMOCATOBUX OCI0 - MIANUCYBadiB PO3MIMIYIOTBCS OJUH TMiJ OJHUM
BIJIMOBITHO JI0 TANOPSAIKOBaHOCTI 0c10. Hampuxma:

I'onoBa Bnacne iM's TTPI3BUIE
["onoBHMIT Oyxranrep Bnacue im's TIPI3BUIIE
abo

I"'onoBa komicii Bnacue im's IIPI3BUILE
Cexkpetap KoMicii Bnacue im's TIPI3BUIIE

121. 'V pa3i mianucaHHs MNPOEKTYy CHUIBHOTO €JIEKTPOHHOTO JOKyMEHTa
KUTbKOMa 0co0aMH, SIK1 3aiiMarOTh OJTHAKOBI MOCA/IH, IX PEKBI3UTH PO3MIIIYIOTHCS Ha
OJIHOMY PiBHI, HAITPUKJIA/;

I'onoBa Onecpkoi 001acHOT
JICPKaBHOI aAMIHICTpaLlli Tonosa Oneckkoi 061acHoi paau

Bnacue im's ITIPI3BUILE Bnacue im's ITIPI3BUILE

122. 'V pa3i BiACYTHOCTI TOCAJOBOI OCOOM, PEKBI3UTHU MiAMUCyBaya SIKOi
3a3HAYEHO Y MPOEKTI EJIEKTPOHHOIO JOKYMEHTa, aBTOPOM IIPOEKTY CTBOPIOETHCS
HOBUM TPUMIPHUK IMPOEKTY, B SKOMY 3MIHIOIOTHCS JIMIIE PEKBI3UTH IMiAMKCYBaya,
MICJIA YOTO BIJMOBIAHUN NPUMIPHUK 0€3 MOBTOPHOTO MOTOMKEHHS BHOCHUTHCS Ha
MIJMHUC 0C001, III0 BUKOHYE 11 000B'SI3KHU.

KepiBauk 00s1acHOI aep:kaBHOI agMiHICcTpamil

123. YV pa3i koM mignucyBadeM eJIeKTPOHHOTO JOKYMEHTA € TojloBa 00JIaCHOI
JepKaBHOI  aJMIHICTparii, TOro/PKCHUH TPOEKT EJIIGKTPOHHOTO JOKyMEHTa
HaaxoauTh 10 Ciy»K0u J1JI0BOICTBA.
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124. Ciy»x6a nijloBOJCTBA:

nepeBipsie MPOEKT €JIEKTPOHHOTO JTIOKYMEHTa Ha MpeaMeT WOro BiMOBIIHOCTI
BUMOTaM I110JI0 MiATOTOBKHU BIAMOBIAHUX MPOEKTIB;

nepeBips€e AIMCHICTh yCIX HAKJIAIEHUX Ha MPOEKT €JIEKTPOHHOTO JOKYMEHTa
KBaJT1(DIKOBAaHMX €JIEKTPOHHUX MIAMUCIB a00 YTOCKOHAJIIEHUX €JEKTPOHHUX MIAMHKCIB,
110 6a3yI0ThCs Ha KBalli(pikoBaHOMY cepTH(IKATI €IEKTPOHHOTO MiJITUCY;

BU3HAYA€ TPOEKT €JIEKTPOHHOTO JTOKYMEHTa BIAMOBIIHUM JUIS TEpelaBaHHs
HOro Ha mMiANMCaHHA TOJIOBI OOJIAaCHOI JepKaBHOI aaMiHICTpalii Ta y pasi
BU3HAUEHHS MOTO TaKUM BI3y€ MPOEKT, Ta MEPEAa€e MOro rojoBi 00JacHOI Aep KaBHOT
aJMiHICTpAIlii Ha MIAIHC.

125. 'V pa3i konu rojioBa obiaepkaamiHicTpaiii ado Cmyxba a1710BOACTBA
BHOCUTH JI0 TMPOEKTY EJEKTPOHHOI'O JOKYMEHTAa pEelNaKIliiiHl MpaBKH, CHUCTEMa
CJIEKTPOHHOTO JOKyMeHT000iry «ACKO/l» aBTOMaTHYHO CTBOPIOE HOBY BEPCIIO
MIPOEKTY €JIEKTPOHHOI'0 JOKYMEHTA, sIKa 3a PIIICHHSIM T'0JIOBH 00JIIepKaaAMIHICTpaIlii
MOXe OyTH minucana 6e3 MOBTOPHOTO MOTOKEHHS.

126. [licas aBTOMaTH30BaHOI peecTpallli JOKYMEHTa B €JIEKTPOHHIN Gopmi Ta
MIMUCAHHA WOTO TOJOBOIO OOJACHOI JepKaBHOI aAMiHICTparlii BiH aBTOMAaTHUYHO
HAJICUJIAETHCSI YepPE3 CUCTEMY B3a€EMOIII.

IlinnucaHHs MPOEKTY JOKYMEHTA 3aCTYITHMKOM I'0JIOBH
o0Js1epxaaMiHicTpaNii, KePIBHUKOM CTPYKTYPHOIO MiAPO3aiay

127. YV pa3i komu MiANHCYBa4eM JOKYMEHTa € 3aCTYNHUK TOJIOBH
oOnep kaIMiHICTpallii, KEPIBHUK amapary ado KepiBHUK CTPYKTYpPHOTO MHiApPO3ALLY,
BIJIMOBITHUN E€JIEKTPOHHUMA JOKYMEHT IICIA TOTO/HKEHHS B YCTAHOBJICHOMY ITI€IO
[HCTpyKIli€I0 MOPSAAKY HAAXOAWTH YEPE3 CUCTEMY EIEKTPOHHOTO JIOKYMEHTOOOITY
«ACKO/l» o BigmoBiHOTO TIJANHCYBada a0 YHIOBHOBAXKEHOI 0COOM, IO
OpraHi3oBye€ Ta 3a0e3nedye Moro po0oTy, a y pasi KOJIM MiANUCYyBa4eM JOKYMEHTa €
KEPIBHUK CTPYKTYPHOT'O MiAPO3/LITY - O€3MOCepeIHbO 0 BIIMOBIIHOTO MiIUCyBaya.

128. BinxuneHudl mianuMcyBaueM — IPOEKT  IOBEPTAETHCS  CHUCTEMOIO
€JIEKTPOHHOT'O JIOKyMEHTOO0OIry 00J1epKaaMiHICcTpallii Horo aBTopy 13 3a3HaUY€HHSIM
BMOTHBOBAHOI IPUYMHU BIIXUICHHS.

Oco001MBOCTI MOTOAKEHHS MPOEKTIB €JIEKTPOHHUX JOKYMEHTIB B 00J1aCHIM
AeprkaBHii agMiHicTpaIii

129. Ilpouenypa TOTOKEHHA MPOEKTY  E€JIEKTPOHHOIO  JOKYMEHTa
KOHTPOJIIOETbCA MOrO aBTOPOM, a y pas3l HOro BIACYTHOCTI 0CO0O0I0, SIKa BHUKOHYE
10r0 00O0B'A3KH.
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130. YV pa3i HaAXOKEHHS MIPOEKTY €JIEKTPOHHOrO TOKYMEHTa Ha MOTOKEHHS
[OTO/KYyBau MOBUHEH O3HAWHOMHUTHCS 13 3MICTOM TMPOEKTY, 3aBi3yBaTH MPOEKT
CJIEKTPOHHOTO JIOKYMeHTa (y pasl 3roJu 13 3alpONOHOBAHOIO PEHAKIIEI TEKCTY
MPOCKTY EJICKTPOHHOTO JOKYMEHTa) a00 BHECTH 3ayBa)XKCHHS Ta IPOMO3UIIII 10
HBOTO.

131. 3ayBaxkeHHs 1 TMPOMO3MIII [0 MPOEKTY €JIEKTPOHHOTO TOKYMEHTa, IO
MalOTh y3arajJbHEHUI (KOHLENTyaJbHUN) XapakTep, MOXYThb BHUKJIQJaTUCA B
OKpPEMOMY KOMEHTapi, 1[0 BHOCUTHCS JI0 PEECTPALIHHO-MOHITOPUHTOBOT KapTKH.

132. 3ayBaxkeHHsS 1 TPOMO3UIIi JO MPOEKTY EJIEeKTPOHHOIO0 JOKYMEHTa
BHOCSATBCA B PEXHMI PENaKI[IHHUX TPaBOK OE3MOCEPEeHbO 10 TEKCTY MPOEKTY
€JICKTPOHHOTO JIOKYMEHTa a00 BUIAUISIOTHCS MIPU(PTOM YU KOJIHOPOM, BIAMIHHHUM Bij
HpUPTY YU KOJIBOPY OCHOBHOI'O TEKCTY IMPOEKTY EJIEKTPOHHOIO JOKYMEHTa, Ta 13
3a3HAaYEHHSIM aBTOPA BIAMOBIAHUX MPABOK (PEKUM BUIIPABIICHHS ).

133. 3ayBakeHHS 1 MPOMO3UIIT MIOAO BiAMOBIAHOCTI HOPMATUBHO-TIPAaBOBUM
aKTaM MalOTh BHOCHUTHCS 13 3a3HAYCHHSIM KOHKPETHUX HEBIIMOBITHOCTEH, CTaTeH,
MYHKTIB TOIO a00 Ma€e HaJlaBaTUCS BIAMOBITHUN BapiaHT pPeAaKiiii TEKCTY, A0 SKOTO €
3ayBa)KCHHSI.

134. TloromxyBau Bi3y€ MPOEKT EJIEKTPOHHOIO JOKyMEHTa JIMIIE B pasi
BIICYTHOCTI B HBOTO KOJHUX 3ayBaxeHb. [lOromkeHudl MNPOEKT eIeKTPOHHOTO
JOKYMEHTa AaBTOMAaTUYHO TIEPEJaeTbCcs HACTYIMHOMY MOTOXKyBady 3TiIHO 3
IepesikoM TMOro/JKyBauiB Ta MIANUCYBadiB, 3a3HAYCHUX Yy PEECTpaliiHO-
MOHITOPUHTOBIH KapTLi.

HOFO,Z[)KCHH}I 13 3aYBAXCHHAMUA HC OOITYCKA€ThCA, Kle BI/IHaI[KiB INOTrOA?KCHHA
HpOCKTiB aKTiB, MOPpAAOK IIOTOJKCHHS AKUX BU3HAYCHO 3aKOHOAABCTBOM.

135. YV pasi BHeceHHS OyAb-IKUX pENaKIIMHUX TMPaBOK OO0 MPOEKTY
CJICKTPOHHOTO JIOKyMEHTa CHCTEMa EJIEKTPOHHOTO JoKyMeHTooOiry «ACKOI»
aBTOMATUYHO BIAXWISE HOro 3 MOTOMKEHHS Ta IMOBEPTAE TMPOEKT EIEKTPOHHOIO
JOKyMEHTA aBTOpY.

136. ABTOp MPOEKTY E€JIEKTPOHHOI'O JOKYMEHTA IICis TOBEPHEHHS HOMY
BIJIXMJICHOT'O MPOEKTY JTOKYMEHTA 3/1MCHIOE HOT0 JI0OMpallOBaHHs, 32 Pe3yJibTaTaMU
SIKOTO:

npuiiMae (MOBHICTIO a00 YacTKOBO) HaJaHl 3ayBa)XCHHsS, MPOMO3UILI,
penakuiiiHi MpaBKU Ta HAJCHUJIA€ HAa MOBTOPHE MOTOPKEHHS HOBY BEPCIIO MPOEKTY
eJIEKTPOHHOI'0 JOKYMEHTA;

BMOTHBOBAHO BIAXWISE€ HaJaHl 3ayBa)K€HHS Ta MPOMO3UIII 13 3a3HAYEHHSIM
OiCTaB Yy BIANOBIIHOMY KOMEHTapi, MIO0O BHOCHUTBCS JI0 PEECTpaliiHO-
MOHITOPUHI'OBOI KAPTKHU, MICJISI YOTO IMOBEPTAE MPOEKT EIEKTPOHHOIO JOKYMEHTa Ha
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MOTO/PKCHHST y TIOTIEPEIHIM Horo pemakilii 6e€3 HeoOXiTHOCTI WOTro MepeBi3yBaHHS
MOTO/PKyBauyaMH, SIKUMH TPOEKT OYyJIO TIOTO/KEHO.

137. TloromxyBau, SKHUM OTPUMAHO IPOEKT EJIEKTPOHHOIO JOKYMEHTa,
MNOBUHEH HOro MOroguTH a0o MOBEPHYTH i3 BMOTHBOBAaHMMH 3ayBaKCHHIMH Ta
IPOMO3ULISIMU IPOTITOM CTPOKIB, BU3HAUEHUX [HCTPYKITI€IO 3 1IIOBO/ICTBA.

138. SIkmo B TO3UINAX TOJIOBHOTO BHKOHABIS Ta CIIBBUKOHABIS €
PO30DKHOCTI, Kl HE MOXYTh OyTH BpEryjbOBaHI Ha PiBHI (paxiBIB BIiAMOBIIHUX
CTPYKTYpPHUX  MIJPO3/JIIB, TOJOBHMM  BHKOHABEI[b  IHILIIOE  TMPOBEIACHHS
y3ro/)KyBaJIbHUX HapaJ Ta KOHCYJIbTAIlld 3 Y3TrO/UKEHHS PO301KHOCTEH Ha piBHI
KEPIBHUIITBA BIJMOBIIHUX CTPYKTYPHHX MIAPO3LTiB. Pe3ynbratu y3roaxyBaibHOI
Hapagu O(OPMIIIOIOTECS TMPOTOKOJIOM, SKMM TOTYye Ta BHOCUTH y CHCTEMY
eJIEKTPOHHOTO ToKyMeHTo00Iry « ACKO/l» aBTOp mpOeKTy, SK JOTIYHO MOB'SA3aHUI 3
JOKYMEHTOM, IIOJI0 SIKOTO CKJIMKAJach Y3TrO/KyBallbHA Hapaja.

3a3HaueHUN MPOTOKOJI BI3YETHCS B CHUCTEMI €JIEKTPOHHOTO IOKYMEHTOOOITY
«ACKO/l» BciMa yyacHMKaMH HapaJu Ta IMiJIUCY€EThCS KEPIBHUKAMH CTPYKTYPHHX
MIJIPO3/LIIB, Y AKX OyJIM pO301>KHOCTI.

PeecTpalliiiHo-MOHITOPUHIOBA KapTKa 3apeecTpOBAHOTO MPOTOKOIY MICTHUTh
MOCUJIAaHHS Ha €JIEKTPOHHUHN TOKYMEHT, 1010 SIKOTO HOTO OyJIO CTBOPEHO.

JIOMOBJIEHOCTI, TOCSATHYTI MiJ Yac y3roJKyBalbHOI HapaJu Ta BUKIAACHI y il
IPOTOKOJIi, € OOOB'I3KOBUMHU JUIi BHUKOHAHHS BCiMa Yy4YaCHMKaMM IPOLECY
MOTOJPKEHHSI pO301>KHOCTEH.

139. IIpoeKT eneKTPOHHOI0 JOKYMEHTa BBAXKAETHCS IMOTOJKEHUM Ta MOXKE
OyTH MiANKUCAHUH JIMIIE MiCIs TOro, IK HOro Oy/e 3aBi30BaHO BCiMa MOTOAKYyBadaMH,
3a3HAUYCHUMU B PEECTPALIHO-MOHITOPUHTOBIN KapTIIi.

140. V pas3i moTpebu cucrema eJIeKTPOHHOro M0KyMeHTooO0Iiry «ACKO/»
reHepYE JIMCT 30BHIIIHBOIO a00 BHYTPIIIHBOTO MOTO/I>KEHHS.
Oco006/MBOCTI MIATOTOBKHU JeAKUX BUAIB €JIEKTPOHHUX JOKYMEHTIB
IIpoexmu axmie Kabinemy Minicmpie Ykpainu

141. TIligroroBKka MPOEKTy akTa BKIWOYaEe B cebe  po3poOseHHs
(ciiBpo3p00JICHHS), TTOTO/PKEHHsI Ta MPAaBOBY €KCHEPTU3Y IMPOEKTY B EJICKTPOHHIM

dbopwmi.
[TpoeKkT HOPMATUBHO-TIPABOBOTO aKTa MOTO/KYETHCS KEPIBHUKOM FOPUIAIHOL

CIIy>)kOU B €JEKTPOHHIN (opMi HUIAXOM HOTO MOTOHKEHHS Yy CUCTEMI €JIEKTPOHHOTO
JIOKyMEHTOOOITY.
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[linroToBKa MPOEKTYy aKTa 3IIACHIOETHCS 3 BUKOPUCTAHHSM BeO-TIOpTAy
CHUCTEeMHM B3a€MOJii, KpiM BHMAJKIB, KOJU € OOIPYHTOBaHI MiACTaBU JUIs
JIOKYMEHTYBaHHS yIIPaBIiHCHKOI 1HPOpMaIlii B maneposiit popmi.

142. V pa3i KoJM CTPOK MIATOTOBKHA IMPOEKTY aKTa IPSIMO HE BH3HAYCHO
3aBJIaHHSIM Ha WOTO MIATOTOBKY, TAKH CTPOK CTAHOBHUTH JO TPHOX MICSIIIB B JaTH
HaOpaHHs YNHHOCTI BiJIITOBITHAM 3aBIaHHSIM.

KoHTposib 3a JOTpMMaHHSIM BH3HAYCHHMX Ii€f0 [HCTPYKIIEO CTPOKIB
MIJITOTOBKUA TMPOEKTIB aKTIB 31HCHIOETHCS 3 BUKOPUCTAHHSIM BIJIIIOBIIHOTO MOJIYJIS
CHUCTEMH B3aeMOIi1.

143. Po3poOHUKOM MPOEKTY aKTa BH3HAYAETHCS OpraH BUKOHABYOI BIIATH, 10
KOMIIETEHIII] IKOTO HAJICKUTH (POPMYBaHHS Ta/ab0 peanizallis AepKaBHOI MOTITHUKH Y
BIJIMTOBITHIN cepi.

Po3po6Huk:

CaMOCTIHHO BH3HAYa€ 3alHTEPECOBaHI OpraHu, U0 OyayTh OpaTdh y4yacTb y
pO3pO0JICHHI MPOEKTY aKTa ab0 MOT0 MOTOHKCHHI;

3a0e3neyye BHECCHHS IMPOEKTY aKTa Ta CYNPOBIIHMX MarepiajiB JI0 HbOTO JI0
BIJITOBITHOTO MOJYJISI CACTEMU B3a€EMO/IIT;

€ BIANOBIJAJIBHUM 32 I[OCTOBlleCTB p03M1meHHx y CHCTeMi B3aeMOJIi
JOKYMEHTIB (KpiM THX, fKI TOTYIOTh 1 pO3Millyl0oTh MIHIOCT 1 3aiHTepecoBaHi
OpraHM) Ta CBOE€YACHY MIATOTOBKY IIPOEKTY aKTa;

y pa3i HEOOX1THOCTI MOXe 1HII[IFOBATH YTBOPEHHS poO0U0i Irpyru Ha 6a31 CBO€T
YCTAHOBHM 13 3allydeHHSM (axiBIiB 3alHTEPECOBAHUX OPraHiB Ta HE3aJIEKHUX
€KCIEpPTIB 3 BIAMOBIIHUX NUTaHb, IISJIBHICTh SIKOI PETryJIOEThCS IHCTPYKIIE 3
JIJIOBOJICTBA YCTAaHOBH - PO3POOHUKA,

y pa3i po3poOIeHHS 0COOIMBO 3HAYYIIOTO MPOEKTY aKTa MOKE 3BEPHYTHUCS 10
HepxaBuoro cekperapsi Kabinery MinicTpiB YkpaiHu 3 1HIIIATUBOIO YTBOPEHHS
po6ouoi rpynu npu Cekperapiati KaGinery MinicTpiB YKpaiHu mij rojIOBYBaHHSIM
HepxaBHoro cekperaps KabGinery MinicTpiB VYkpainu abo oJHOro 3 HoOro
3aCTynHUKIB. JlisSUIbHICTH Takoi poOOYOi TPyNH PErylroeThCS 1HCTPYKINED 3
ninoBojacTBa Cekperapiary Kabinety MiHicTpiB YKpainu.

144. VY pa3i npuiiHATTS pO3pOOHUKOM PILLIEHHS MPO 3aTyYCHHS 3a1HTEPEeCOBAHOTO
oprany SIK CHIBPO3pOOHUWKA (1ajii - opraH-CHIBPO3POOHUK) PO3POOHUK HE IMi3HIIIE
HDK TOPOTATOM JIBOX pOOOYMX JHIB 3 JHS HaOpaHHS YMHHOCTI 3aBJaHHSM Ha
pPO3pOOJIEHHSI MPOEKTY CTBOPIOE PEECTPALITHO-MOHITOPUHIOBY KapTKy MPOEKTY Y
CHCTEMI B3a€MO/IIT Ta MTOBIIOMJISIE OPraHy-CIiBPO3POOHUKY Uepe3 CUCTEMY B3aEMOIT
PO MTOYATOK PO3pPOOJICHHS MPOSKTY 13 3a3HAUYCHHAM METH, cpepu HOTo Aii, CTPOKIB
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pO3poOJIeHHST Ta KOHTAaKTHUX JaHUX CTPYKTYpHOTO MiApO3/iTy, BHU3HAUYEHOTO
BIANOBIAIbHUM 3a MIATOTOBKY TNPOEKTYy BIJ IMEHI pO3poOHMKA, Ta #oro
MPAaIliBHUKIB, BiIMOBIATFHUX 32 MIATOTOBKY BiJMOBITHOTO MPOEKTY aKTa.

145. Opran-cmiBpo3poOHUK y TI'STUJICHHUH CTPOK 3 MOMEHTY OTpHUMAaHHS
MOBIJJOMJICHHSI TIPO MOYAaTOK PO3POOJICHHSI MPOEKTY aKTa MOBIIOMIISE PO3POOHUKY
yepe3 CHCTeMY B3a€MOJIl MpO 3roJy Ha CHIBPO3pOOJCHHsS, KOHTAKTHI JaHi
CTPYKTYPHOTO  TIAPO3IUTy OpraHy-CIiBpO3poOHMKAa Ta MOro MpalliBHUKIB,
BIJIMOBIJAIBHUX 32 CIIBPO3POOJICHHSI BIJIMIOBIIHOTO MPOEKTY aKTa.

146. Y pa3i HeHaIXOMKEHHS Y BUBHAYCHUHN CTPOK BiJl OPTraHy-CIiBPO3pPOOHHKA
BIIMOBIZI pO3pOOHUK 3a 3aMOBUYYBAaHHSIM BHU3HA€ BIJIMOBY TaKoro OpraHy-
CHiBpO3pOOHHUKA BIJ] YHaCTl y CIIBPO3POOIICHHI.

147. Ha erami cmiBpo3poOJieHHST IPOEKTYy akTa OOMIH 1H(QOpMAIE MiX
BUKOHABLSIMA pPO3pOOHMKAa Ta OpraHy-CHiBpO3pOOHMKA 3A1MCHIOETHCA 4Yepes
CiIy>)kO0OBY €JIEKTpPOHHY TOINTY, 1HINI He 3a00pOHEHI 3aKOHOAABCTBOM 3aco0u
CJICKTPOHHUX KOMYHIKallii (Mpu LbOMY KEpIBHUKH CTPYKTYPHUX IiIPO3JALIIB
3a3HaYal0ThCS B KOIIIi JIMCTA), MPOBEACHHS pOOOUMX Hapaj Ta 3ycTpidel TOoIo.

[IpamniBHUKN OpraHy-CIiBpO3pOOHUKA MAlOTh JOCTYH J0 TEKCTy JAOKYMEHTA,
PO3MIIIEHOTO Y BIJMIOBIIHOMY MOJTYJII CUCTEMHU B3a€MO/II.

CmiBpo3poOJICHHST TMPOEKTY akTa 3AIMCHIOE BIAMOBINAIBHUANA  IMiIPO3ILT
OpraHy-cIiBpO3poOHUKA O3 3ATy4eHHS Ha 11l CTaIii KePIBHUIITBA OPTaHy.

BianoBigansHUM MAPO3/I1JT OpraHy-criBpo3pOOHHKA:

MOXKE y pa3l HEOOXIHOCTI 3aly4aTd [0 OMPAIIOBAHHS IMPOEKTY aKTa
BU3HAUYEH1 HUM CTPYKTYPHI MiIPO3ALIH IILOTO X OpPTaHy;

Ma€ TMPOTATOM JAECATH POoOOUYMX JHIB 3 MOMEHTY HAaJXOIDKEHHS MPOEKTY aKTa
Ha OTpAIIOBAaHHS BU3HAYUTHCS 3 TIO3MINEI MO0 TPOCKTYy aKTa Ta TMOAATH
PO3pOOHUKY CBOi 3ayBa)KEHHS 1 TPOMO3HUIIIi 10 HBOTO.

SAximo Ha ctafii cuiBpo3poOIeHHS B TO3UIIIAX PO3POOHUKA Ta CITIBPO3POOHHUKA
BUHUKIIU PO301KHOCTI, PO3POOHUK OpraHi3oBye poOouy Hapaay Ha piBHI KE€PIBHHUKIB
CTPYKTYPHUX MIAPO3/IIIB Ta O€3mocepeIHIX BUKOHABIIIB, BIAMOBIAIBHIX 32 CIUTHHE
po3poOJIeHHs, 3a pe3ylbTaTaMu $KOi BIANOBIJAIBHUM MiAPO3ALIOM OpraHy-
CITIBPO3POOHHUKA PO3POOHHKA TOTYETHCS aKT PO30ODKHOCTEH 3a MiJMHCOM KEpiBHUKA
OpraHy-CIiBpO3pOOHHUKA.

Jlo akTa po301KHOCTE HE BHOCATHCA PO3ODKHOCTI, sIKI OYJO BpEryJIbOBaHO
a00 3HATO MiJ 4ac poOOUOi HapaIu.

VYci akTu po30iKHOCTEH 000B’SI3KOBO PO3MINTYIOTHCS BIMOBIIHUM OPTaHOM-
CITIBPO3POOHUKOM Y BiJMTOBIIHOMY MOYJII CUCTEMI B3a€MO/I1i. Y pasi KOJIM OpraH He
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PO3MICTHB aKT PO301KHOCTEH Yy BUSHAYCHHM CTPOK, BBAKAETHCS, IO 3ayBAXKCHHS 10
IPOEKTY aKTa B OpraHy-CIiBpO3pOOHUKA BIJICYTHI.

PimenHs mpo BpaxyBaHHsS a00 HEBpaxyBaHHS PO301KHOCTEH, BUKJIAJCHUX B
aKTax po301’KHOCTEH, TpUiMae KEPIBHUK YCTAHOBU - PO3POOHHMKA.

148. Po3po0OHMK TpPOTATOM I’ATH p060q14x AHIB  MiCIA 3aBEpIICHHS
po3pobiieHHs (CHiBpO3pOOJICHHS) MPOEKTY aKTa PO3MIIIY€E JOONPALbOBaHY BEPCIIO
NPOEKTy aKTa 13 HEOOXIIHMMH CYNpOBIJHUMH MaTepiaJlaMd JO HBOTO Y
BiJIMOBITHOMY MOJYJIi CHCTEMH B3a€EMOMIl IS 3AIMCHEHHS WOro TOTOHKCHHS
3alHTEPECOBAHUMHU OpraHaMH. YCi aKTH po30DKHOCTEW MOBUHHI OyTH JOCTYIHUMU
JJIS1 BC1X 3a1HTEPECOBAHUX OPTaHiB.

Po3mimenuii y BIAMOBITHOMY MOIYyJi CHCTEMHU B3a€MOJIl MPOEKT akTa Ta
CYIPOBIIHI MaTepiajy 10 HbOTO MOBHHHI OyTH MiJMUCaHI KEPIBHUKOM YCTaHOBU -
po3poOHuKa abo 0co0o0r0, M0 BUKOHYE WOTO OOOB’SI3KH, 3TIHO 3 MPOIEAYPOIO,
BU3HAUYEHOIO Ii€t0 [HCTpyKITi€ro.

3aiHTepecOBaHUI OpraH y BU3HAYEHUM CTPOK HAJCUJIAE PO3POOHUKY JIHCT 13
MO3UINIEI0 BIAMOBITHOTO OpTraHy JO TMPOEKTy aKTa 3a MiANUCOM KepiBHUKA
3alHTEPECOBAHOTO OpraHy abo o0coOH, 0 BUKOHYE MHOro OOOB’S3KH, 3TIHO 3
MPOIIEAYPOI0, BABHAUYCHOIO I11€10 [HCTPYKITIETO.

149. Po3poOHHK mpOTIroM TphOX poOOYMX [HIB TICHS 3aBEpUICHHS
MOTO/PKCHHSI TPOEKTY aKTa PO3MIIIYE JIOMPAlbOBaHYy BEPCil0 MPOEKTY akra i3
HEOOXIHUMHU CYNPOBIIHUMH MaTepiajaMyd JI0 HBOTO Y BIJAMOBIJHOMY MOJYII
CHUCTEMH B3a€EMO/IIT I MPOBEICHHS HOTO MPaBOBOi eKCIIepTH3U MiH IOCTOM.

Po3Mimennii y BIANOBIZHOMY MOJyJl CHCTEMH B3a€MOJIl MPOEKT akTa Ta
CYIIPOBIIHI MaTepiaiy 0 HbOrO MOBUHHI OyTH MiANKUCaH1 KEPIBHUKOM YCTaHOBH, SIKa
€ PO3POOHUKOM BIAMOBIAHOTO JOKYMEHTa, abo 0c0000, 10 BHUKOHYE HOTO
000B’s13KH, 3T1THO 3 TPOIEAYPOI0, BU3HAYCHOIO €0 [HCTPYKITi€tO.

BucHoBok MIiH’IOCTY 3a pe3yibTaTaMHU MPaBOBOI €KCHEPTU3U ITiIMUCYETHCS
MIHICTpOM a00 0c00010, IO BUKOHYE HOTO OOOB’S3KH, 3TITHO 3 MPOIEAYPOIO,
BU3HAUEHOIO 1€ [HCTPYKINIE€IO, Ta pO3MILIYETHCS Y BIANOBIIHOMY MOJYJII CUCTEMU
B3aeMO/Iil.

150. TIIpoekT akTa, CYNpOBIIHI MaTepiagd J0 HBOTO PO3MILIYIOThCS
yCTaHOBaMH, SIKI € pO3POOHMKAMHM BIAMOBIIHUX JOKYMEHTIB, Yy MiJCUCTEMI
MOTOJKEHHSI HOPMATUBHO-TIPABOBUX aKTiB.

OpuriHanayu eJeKTPOHHUX JOKYMEHTIB PO3MIITYIOThCS:

y ¢opmati DOCX, XLSX (dbopmar Office Open XML cnernudikaii ISO/IEC
29500-1:2016 abo omnouacHo y ¢opmati PDF/A (popmar cneundikamii PDF 1.4
ISO 19005-1:2005) 1 RTF i3 3acTocyBaHHSM KBaji(hiKOBAHOTO €IIEKTPOHHOTO
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nianucy abo  yJOCKOHAJICHOTO —€JIEKTPOHHOIO MIANUCY, M0 Oa3yeTbcs Ha
KkBaJi(pikoBaHOMY cepTU(IKaTi eIeKTPOHHOTO MiANKCY (KBaji(hiKOBaHOI €IEKTPOHHOI
neyatku ab0  YJOCKOHAJICHOI eJeKTPOHHOI Te4yaTKH, 1[0 0a3yeThCcs Ha
KBaTi(piKOBaHOMY cepTU(]IKaTI EJIEKTPOHHOI II€YaTKH, SKIIO JOKYMEHT OYyJo
po3MileHo y hopmi ¢poTokomii);

OJIHOpa30BO 0Oe3 mpaBa BHUMAaraTH ix JIyOJETHOrO PO3MIIIEHHS 1HIIUMHU
YCTaHOBAMH.

151. [Ins mpoeKTiB aKTiB, M0 PO3POOJISIIOTHCS OpraHaMy BHKOHABYOiI BJIAJH,
3aCTOCOBYEThCSl €JMHUM YHIKAQJIbHUM peeCTpaliiHuii HOMEp, SKUH (HOPMYEThCA Y
BIJIMOBITHOMY MOJTyJI1 CHCTEMH B3a€MO/III.

VYci mpoeKTH akTiB, M0 PO3POOISAIOTHCA OpraHaMl BUKOHABYOI BJiaJld, MAlOTh
€IMHY TOPAJIKOBY HyMEpallil0 Ta HYMEPYIOThCS B MOPAAKY iX PO3MIMICHHS Y
BIJIMTOBITHOMY MOJTYJIi CHCTEMH B3a€MOIIi B MEXaX KaJICHJAPHOTO POKY.

€IuHUN  yHIKAIbHUW peecTpaliiHuii HoMep dopmyeTbes Yy  dopmari
XXXXXX.PPPP-I,

ne XXXXXX - mecTu3HauyHU BUMAJAKOBHM YHIKaIbHUHN KOI;
PPPP - nociigoBHUiT HyMepaTop y Mekax MOTOYHOTO POKY;

[ - imentudikarop tumy npoekty akta (“3” - 3akon, “Y” - Vkaz, “II” -
NIOCTaHOBA, “‘P” - po3nopsIKeHHs).

CucremMu €neKTPOHHOTO JIOKYMEHTOOOITY YCTaHOB JJisi IPOEKTIB aKTiB MalOTh
BUKOPUCTOBYBAaTH JIMIIE €IUHUA YHIKAIBHUN peecTpaliiHuil HOMeEp, SKUi
3aBaHTAXKYETHCS 13 CUCTEMH B3a€EMOJIIT M1J Yac peecTpallii MpoekTy akTa, 0e3 mpasa
Horo 3mMiHu Ta/ab60 Moaudikarii.

IIpoexTH po3nopsizkeHb (HaKa3iB) 00J1aCHOI IepPKaBHOI agMiHicTpanii

152. TomoBa oOmacHOi Aep)KaBHOI aaMIHICTpaIlli Ta KEpIBHUK amapary
00JacHOI Jep>KaBHOT aJIMIHICTpaIlii MJIUCYIOTh PO3MOPSAIHKEHHS, HaKa3u 3 OCHOBHOI
TISUTBHOCTI, aJIMIHICTPATHBHO-TOCTIOITAPCHKUX IMATaHb (mam - aKTH
obnaepkaaMiHicTpartii).

[IpoekTn po3nopsakeHb (Haka3iB ) 3 KaJpOBUX NMUTaHb (OCOOOBOTO CKJIATY)
TOTYIOTHCSI BiJIOBITHO 10 BUMOT, BU3HAUCHUX IIi€I0 [HCTPYKITi€r0, Ta 3 ypaxyBaHHAM
0COOJIMBOCTEM, SIKI BU3HAYAIOTHCA 3aKOHAMU Ta 1HIUMHU akTamu Kabinety MiHicTpiB
Ykpainu.

153. IlpoexTn axTiB 00AAEepk aAMIHICTpAIlll TOTYIOTHCS Ta MOTOJKYIOTHCS B
SJIEKTPOHHIN (POpMI BIJIMOBITHO 10 3aralbHUX BUMOT MIATOTOBKH Ta MOTOHKCHHS
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IPOEKTIB EJIEKTPOHHUX JIOKYMEHTIB, BU3HAUEHUX Ii€l0 [HCTpyK1Ii€0, Ha OJIaHKY, LIO0
aBTOMAaTUYHO T€HEPYETHCS CUCTEMOIO €JIEKTPOHHOTO TOKyMeHT0o00Iry «ACKO/I».

154. Ilepen momaHHAM Ha MIANUC  HOPMATHBHO-TIPABOBOTO  aKTa
obyiepKaAMIHICTpallii, SKUH TIAJIsArae Jep)KaBHIA peecTpallii, aBTOp IMPOEKTY
IpyKye HOro i3 CHCTeMH €JIeKTPOHHOTO nokymeHtooliry «ACKOI» pazom i3
3r€HEPOBAHUM CHCTEMOIO €JIeKTpPOHHOro JokyMeHTooO0iry «ACKO/l» 6mankoM, Ha
SAKOMY Bi3yali3yeThcsi aBToMaTuuHO chopmoBanuit QR-koz.

Ha po3npykoBaHOMY MpOEKTI akTa 00JepKaJIMiHICTpallli BUMAra€TbCsl JIUIIE
MPOCTABJISIHHS BJIACHOPYYHOI Bi3M YIMOBHOBQ)XKEHOTO IMPEICTABHUKA IOPUAWYHOI
CITy>k0H, TKUM TIPOBEJICHO IOPUANYHY €KCTIEPTHU3Y 3a3HaUYEHOTO MPOCKTY.

OcobmmBocTi  OQOPMIIEHHS ~ MPOEKTIB ~ HOPMATHUBHO-TIPABOBHX  aKTIB
oOnmepkaaMiHICTpalii, $KI OUIATAIOTH JIEP)KaBHIM  peecTpailii, BHU3HAYEHO
[HCTpYyKIIi€ETO 3 A1IOBOJICTBA.

155. IlignucanHs akTa OOJAepX)aJAMIHICTpaIil 3IHCHIOETHCS B IarepoBiil
dbopmi Ta y pa3i HEOOX1THOCTI — B €JICKTPOHHIH.

156. AxTu oOnaep)kaaMiHICTpallli PEeECTPYIOTHCS B CHUCTEMI EJIEKTPOHHOTO
nokyMeHToo0iry « ACKO/I» 13 3acTocyBaHHSM BiJIIOBITHOTO MPOEKTY €JIEKTPOHHOTO
nokyMeHTa. Ilpm 1bOMy Ha mamnepoBUN MNPUMIPHHK  BIAMOBIIHOTO  aKTa
IPOCTABIIIETbCS HOMEP Ta Jara peecTpalii, siki OyJio aBTOMATHYHO MPUCBOEHO B
CUCTEMI eNIeKTPOHHOTr0 ToKyMeHToo0Iry «ACKO/I».

Axktu o0naep:KaaMiHICTpalii HyMEpYIOThCS Y MOPSAAKY iX BHAAHHSA y MexXax
KaJCHJApHOTO POKY; PpO3MOps/KEHHs (Haka3W) 3 OCHOBHOI [isJIBHOCTI Ta 3
aIMIHICTPATUBHO-TOCTIOIAPCHKUX MUTaHb MAIOTh OKPEMY MOPSAIKOBY HYMEpALiLoO.

157. O3HaiiomyieHHST TTpaIliBHUKIB O0JACHOI JAep>KaBHOI aAMIHICTpAIlil 3 aKTOM
o0JIIepKaIMIHICTpAIlil 311IMCHIOETHCS B €JIEKTPOHHIHN (opMmi.

®dakT nmoBeAeHHS akTa OOJAEp)KaAMIHICTpalli M0 BioMa MOCaTOBOi OCOOM
o0JyacHOT ep KaBHOT aIMiHICTpaIlii 3MIMCHIOETHCS 3aC00aMU CHCTEMH €JIEKTPOHHOTO
nokyMeHToobiry «ACKOI».

158. ®akt o3HallOMJIEHHS TIOCaZOBOI 0coOM 0OJIacHOi  Jep>KaBHOI
aAMIHICTpaIlll 3 aKTOM OOJIJIepKaaAMIHICTpallii 3A1MCHIOEThCS 3ac00aMH CHUCTEMH
eJeKTpOHHOTO JIokyMeHToo0Iry «ACKO/l» 3 BHUKOpUCTaHHAM KBadi(hiKOBAaHOTO
€JIEKTPOHHOTO MIANMUCY a00 YIOCKOHAJIEHOTO €JIEKTPOHHOTO MIAMUCY, M0 0a3y€eThCs
Ha KBali(piKOBaHOMY cepTH(}IKaTi eIeKTPOHHOTO MiJNUCY, BIAMOBIIHOI MOCAI0BOI
ocoOu.
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CuinbHi po3nopsiikeHHs (HAKa3u) yCTAHOB

159. Tlopsimok MiATOTOBKHM CIUIBHOTO aKTa KUIBKOX YCTaHOB BU3HAYAETHCS
[HCTpYKITI€O 3 M1JTIOBOACTBA.

IIpoexkTH aKTiB HOPMATHBHO-TIPABOBOI0 XapaKTepy, AKi BiMOBiAHO 10
3aKOHOJABCTBA MiVIATal0Th JIeP:KaBHiil peecTpamii

160. Jlep»kaBHa peecTpalis axTiB OOJAepKaAMIHICTpallli HOPMAaTUBHO-
IIPABOBOTO XapakTepy 3IACHIOETHCS B TOPSAIKY, BU3HaueHOMY I[lonoXeHHSM Mpo
JepKaBHY PEeCTpallil0 HOPMAaTHBHO-TIPABOBUX aKTIB MIHICTEPCTB Ta IHIIHUX OpraHiB
BUKOHABYOI BJIaJIU, 3aTBEPPKEHUM ITocTaHOBOIO KabineTy MiuicTpiB Ykpainu Bijg 28
rpyass 1992 poky Ne 731.

CTpok MIDK [aTOI0 30BHIIIHBOTO TMOTO/PKEHHA MPOEKTy HOPMAaTHUBHO-
IIPABOBOTO aKTa, KU MAATae Jep KaBHIM peecTpallii, 1 1aTOI0 MPUMHSATTA TaKoro
aKTa He MOBUHEH nepeBulyBatu 60 qHiB.

161. [epxaBHa peecTpallis 3I1MCHIOETbCS B €JIEKTPOHHIN (opmi y BUIIISAIL
3ammcy, BHeceHoro o0 JlepkaBHOTO peecTpy HOPMATHBHO-TIPABOBHUX — aKTiB
MIHICTEPCTB Ta 1HIIUX OpPraHiB BUKOHABYOI BJIAJIM Ta 3aCBIIYEHOTO CHEIiaJbHO IS
FOT0 TPU3HAUEHOIO KBaII(PIKOBAHOIO €JIEKTPOHHOIO MEYATKOI0 200 YIO0CKOHATICHOIO
CJICKTPOHHOIO TI€YaTKOI0, IO 0a3yeTbca Ha KBaiidikoBaHOMY cepTHdIKaTi
CJICKTPOHHOI MEYaTKH, SKy Hakjajga oco0a, II0 BHECJa 3amuc 10 3a3HayeHoro

peecTpy.
V. MOHITOPHMHT 32 CTAHOM BUKOHAHHS YNIPABJIIHCHKHUX PillleHb

162. MOHITOPUHT BUKOHAHHS YIPAaBIIHCHKUX PILIEHb € CKJIAJOBOI0 CUCTEMH
KOHTPOJIIO B OOJIACHIM Jep>KaBHIM aJMiHICTpallii Ta MPOBOJUTHCS 3 METOIO HarJIsALy
32 BUKOHABCHKOIO TUCIUILTIHOIO.

163. MoHiTOpHHT BKJIIOYaE B ceOe Oe3nepepBHE CIIOCTEPEIKECHHS 3a MPOIIECOM
BUKOHAHHSI YIPaBIIHCHKUX PIIICHb Ta BUSBJICHHS BIJXWICHb Bl CTPOKIB BUKOHAHHS
1HIUKATOPIB.

164. MOHITOPUHT BUKOHAHHS YIIPaBIIHCHKUX PIIIEHb 31HCHIOEThC Ciy:k0010
KOHTPOJIFO 3a JOMOMOTOIK CHCTEMH MOHITOPUHTY, IHTETPOBAHOI B CHCTEMY
eJIEKTPOHHOTO J0KyMeHToo0Iry «ACKO/l» Ha OCHOBI JaHUX 3 peecTpaliiHO-
MOHITOPUHTOBOI KapTku. BiamoBigHa cuctema 3abe3nedye OnepaTHBHUN JOCTYIT JI0
Bciei iHQoOpMalii Mpo CTaH BHUKOHAHHA OyAb-IKOTO JOKYMEHTa, IOAO SKOTO
3M1MCHIOETHCS MOHITOPUHT Ta METOAUYHUHN aHalli3 BIJMOBIIHUX JAHUX.
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165. MOHITOPUHT  TPOBOAUTHCA HUIIXOM  300py, 0OpoOieHHs Ta
cuctemarusaiii i1HpopMalii Tpo CTaH BHUKOHAHHS YOPABIIHCHKUX pIIIEHb 32
BU3HAYEHUMH 1HIUKATOPAMH.

166. Innukaropamy CTaHy BHKOHAHHS YIPaBIIHCBKUX PIIIEHb € MOMEHT
3aKIHYEHHS BU3HAYEHUX /i, HANPUKIAJ: HAKJIAJEHHS EJIEKTPOHHOI PEe30JIIOLIii,
CTBOPEHHS  JOKYMEHTAa, IIOTOJDKEHHS JOKYMEHTa, MIAMNHCAHHA JIOKYMEHTa,
peecTpailisi Ta BIAMPaBIECHHS JOKyMEHTA TOIIIO.

167. [naukaTopu, CTPOKKM BUKOHAHHS 1HIMKATOPIB Ta 1HIII JIaH1, HEOOXITHI JJIs
MOHITOPUHTY B OOJIacHIM JiepKaBHiN aaMiHICTpallii, BHOCSITbCS B aBTOMAaTUYHOMY
pPeXKUMI 3aJ€KHO BIJ OOpaHOro CTaTycy NpHU3HAYEeHHS JIOKYMEHTa Ta/abo
aBTOMATU30BaHOMY PEXHMI 70 PeeCTpaliiHO-MOHITOPUHTOBOT KapTku Ciyx0010
JIJTOBOACTBA IMJI Yac BXIAHOI peecTpallii JOKyMEHTa, KEpPIBHUKOM IIiJI Yac
MIEPBUHHOTO PO3TJIIS Ty a00 aBTOPOM JOKYMEHTA ITiJT YaC HOro CTBOPEHHS.

168. SKmio MOKyMEHT MICTHTh KibKa OKPEMHX YIMPaBIIHCHKUX 3aBlaHb,
MOHITOPUHT BHWKOHAHHS IMX 3aBlaHb 3IHCHIOEThCSI B OJIHIM peecTpariiiHo-
MOHITOPUHTOBIN KapTIIi.

169. Ilicns 3aBepiieHHs poOOTH HaX JOKYMEHTOM JO pEECTpaliiHO-
MOHITOPHHI'OBOi KapTKH aBTOMAaTUYHO BHOCHTHCS BIMITKa MPO 3aBEpILICHHS HOTro
BUKOHAHHS (IHAMKATOp 3aBEPILEHHS BUKOHAHHS) Ha MIJCTaBl CTaTyCcy NMPHU3HAYEHHS
3apEECTPOBAHOTO TMPOEKTY EJIECKTPOHHOTO JOKYMEHTa. BiamiTka mpo 3aBepIieHHS
BUKOHAHHS JIOKYMEHTA CBIIYUTH MPO Te, 110 poOOTY HaJ JOKYMEHTOM 3aKIHYEHO.

170. MOHITOPUHT 3IIACHIOETHCS 3a BUKOHAHHSM 3aBAaHb, BHU3HAYEHHX
3aKOHamMHu YKpaiHu, nocraHoBaMu BepxoBHoi Paaum Ykpainu, ykazamu llpesuneHra
VYkpainu, aktamu Ta JopydeHHsmu Ilpesumentra VYkpainm, aktamu KalGiHery
MinictpiB Ykpainu, nopyueHnsmu [IpemM'ep-miHicTpa Ykpainu, NpOTOKOJaMU Hapa
nig roysioByBaHHAM [lpem'ep-minicTpa VYkpainu, Ilepmioro Bine-npem'ep-miHicTpa,
Bille-TipeM'ep-MiHicTpiB, Minictpa Kabinery MinictpiB, JlepxkaBHOro cekperaps
Kabinery Minictpi, muctamu Odicy Ilpesunenta Ykpainu, ['omoBu BepxoBHoi
Pamu VYkpainu Ta #oro 3actynmHUKIB (110 TOTpeOyrOTh HAJaHHS BIJIMOBIMII PO
pe3yabTaT iX PO3TIY), JIUCTaMu YTOBHOBaxxeHOro BepxoBHoi Pamu Ykpainu 3
IpaB JIIOJIMHU, 3BEPHEHHSIMH KOMITETIB, THMYACOBUX CIIE€LIaJbHUX Ta TUMYAaCOBUX
cmauux koMmiciii BepxoBuoi Panu Ykpainu, aenyrarcbkux ¢paxiiiii Bepxosnoi Panu
VYKpainu, 3BEpHEHHSMU Ta 3alUTaMU HAPOJHUX JEMNyTaTiB YKpaiHu, JHCTaAMH
PaxyHkoBO1 manaTu, MIDKHAPOAHMMH 3000B'A3aHHSAMU YKpaiHM B  paMKax
cHiBpoOITHULITBA 3 MiXHApOJHUM BaIIOTHUM (DOHIOM, 3000B'sI3aHHSIMHU Y KpaiHU Y
chepax eBpoONerchKOi Ta €BpOATIAHTUYHOI IHTETpallli, @ TAKOXK 3aB/laHb, BU3HAYCHUX
pPO3MOPSIYUMHU TOKYMEHTAMH Ta JOPYYEHHSMU KEPIBHMIITBA OOJIACHOI JEpHKABHOI
aJAMIHICTpallli, pIMEHHSAMHU KOJEriaJlbHOro OpraHy oO0JacHOi  Jep>KaBHOI
aJMIHICTpAaIlii, IO/I0 AKX BCTAHOBJICHO CTPOKH iX BUKOHAHHS.
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171. CTpoku BUKOHAHHS BHYTPIIIHIX JOKYMEHTIB OOUHCIIOIOTBCS B
KaJICHJAPHUX JTHSX, TOYMHAIOYH 3 JaTH PEECTparlii, a BXITHUX - 3 JTaTH HAIXOKCHHS
(mocTaBKM 4epe3 CHCTeMY B3aeMOjii) ado 3 JaTh HACTYMHOTO poOOYOro JHS y pasi
HAJIXO/DKCHHS (JIOCTaBKM) JIOKYMEHTa TMICJs 3aKIHYEHHS poOoYoro AHS, y BUXIOHI,
CBSITKOBI Ta HEPOOOU1 JHI.

SIK10 ocTaHHIN JeHb CTPOKY BUKOHAHHS JOKYMEHTA MpHUMaaae Ha HepoOounii
JIeHb, CTPOKOM BHMKOHAHHS JOKYMEHTAa BBaXKAETHCS MEPIIMNA poOOUMid JEHb MICIA
HACTaHHS CTPOKY BUKOHAHHS.

172. 'V pa3i 3MiHM CTPOKIB BHUKOHAHHS IHJMKAaTOpa B peeCTpaliiHoO-
MOHITOPHHTOBIN KapTIli MPOCTABISAETHCS HOBUH CTPOK BU3HAUEHOTO iHIMKATOpa Ta
3a3HAYAEThCS NPUYMHA MHOTO 3MIHH, SKI BHOCATHCS YIMOBHOBaXKEHOI 0CO00I0
Ciy>x0010 KOHTPOJTIO.

173. TlepeBipka CTpOKIB BHKOHAHHS JOKYMEHTIB TIPOBOJIUTHCS 3a BCiMa
1HAMKATOPaMH MPOXOJKEHHS TOKYMEHTAa J0 3aKIHUEHHSI CTPOKY HOT0 BUKOHAHHA (Y
pa3i BiAXWIECHb BUKOHABIIO HAJCHUJIAIOTHCS MOMEPEIKEHHS CUCTEMOI0 MOHITOPUHTY
3a JIOMOMOTOI0 €JIEKTPOHHHUX HaraJyBaHb, III0 aBTOMAaTHYHO T€HEPYIOTHCS CUCTEMOIO
eNeKTpoHHOTO ToKyMeHTooO0Iry «ACKO/l») y nopsnky, Bu3HaueHOMY [HCTpYKITi€rO
3 TIJIOBOJICTBA.

174. Cnyxba KOHTPOJIO TiCIAs BUKOHAHHS JOKYMEHTa TepeBipsie
BIJMOBIIHICTh KIHIIEBOTO PE3YyJIbTaTy IMOCTaBICHOMY 3aBJAaHHIO, 3a PE3yJbTaTOM
YOro MpuiMae pilieHHs PO NPUITHUHEHHS MOHITOPUHTY.

[IpunuHEeHHsT MOHITOPHHTY 3IIMCHIOETHCS JIMIIE Ha TIACTaBl 3a3HA4eHOL
MEePEBIPKHU.

175. Jlani mpo BUKOHAHHS JOKYMEHTA Ta MPUIHUHEHHS MOHITOPUHTY BHOCATHCSA
70 PEECTPaIifHO-MOHITOPUHTOBOI KapTKH YHIOBHOBAXEHOI 0co00t0 Ciyx0Ou
KOHTPOJTIO.

JIokyMeHT Moke OyTH 3akpuTui "m0 cmpaBu" JuIe MMICis BHECEHOI 10
peecTpalifHO-MOHITOPUHIOBOT KApPTKH BIIMITKH MPO MPUITMHEHHS MOHITOPHUHTY.

Cayx0a KOHTPOJIO HIOTHKHEBO IOJA€ KEPIBHUILITBY OOJACHOI Aepi»aBHOI
anMiHicTpanii iHpopMallilo MPO TOKYMEHTH, CTPOK BUKOHAHHA SKUX MOPYIICHO (110
KOXXHOMY CTPYKTYPHOMY MIiJIpO3ALTy) Ta BHOCUTH MPOIO3HIIII JIJIT BKUTTS 3aXO/liB
IIOJI0 YCYHEHHS MPHUYMH, 110 NEPelIKOIKa0Th BUKOHAHHIO 3aBlaHb, BU3HAUCHUX Y
JTIOKYMEHTaX.

176. JlHemM BUKOHAaHHS 3aBJaHb, BU3HAYEHUX B aKTax OpraHiB Jep>KaBHOI
BIAAM 1 JOPYYEHHSX BUIUX TMOCATOBUX OCI0, Ta BUKOHAHHS 3aIUTIB, 3BEPHCHBD,
1HImoi KopecnonaeHuii BepxoBHoi Panu Ykpainu BBaxkaeTbCsl 1€Hb  HAACHJIAHHS
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CJICKTPOHHOTO JOKyMEHTa OOJAepKaaMIHICTPAIIEI0 Yepe3 CUCTEMY B3aeMOJii, a y
BUIAJKaX, BU3HAUCHUX MYHKTOM 2 1€l IHCTpykuii, - JeHb peecTpalii JTOKyMEeHTa
OpraHoM, SIKU{ BU3HAYMB BiJIMOBIHE 3aBAaHHS.

Indopmaniiino-10BiIKOBa po00OTA 3 €JIEKTPOHHUMH TOKYMEHTAMM

177. IndopmaniiftHO-nOBIIKOBa poOOTa 3 EIEKTPOHHUMH JOKYMEHTaMHU
MoJIira€ B TIONIYKY HEOOXITHUX JIOKYMEHTIB 3 BHKOPHUCTAHHSM CHCTEMH
€IEKTPOHHOTO JOKyMeHT000iry « ACKOI».

178. Jlns migBuimieHHs €¢GEeKTUBHOCTI PpOOOTH  MOIIYKOBOI  CHUCTEMHU
eJIeKTpoHHOTO JoKyMeHTo00Iry «ACKO/l» Cayx06010 A1I0BOJACTBA PO3POOISIOTHCS
Taki KJacu(iKaliiHi TOBIJHUKU:

KkJacudikaTop MUTaHb AISTILHOCTI 00 IepKaIMIHICTpAIlii;
KJ1acugikaTop BUAIB JOKYMEHTIB;

KJacu(}ikaTop KOPECIOH/ICHTIB;

KJ1acu(iKaTop Pe30JIoIii;

KJacu(ikaTop BUKOHABIIIB,

KJ1acudikaTop pe3yJabTaTiB BUKOHAHHS JIOKYMEHTIB;
HOMEHKJIaTypa CIIPaB.

179. IlomykoBa cuctemMa CUCTEMHU €JIeKTPOHHOTO ToKyMeHToo0iry « ACKO/»,
3IIACHIOE TIOLIYK 3a KOHTEKCTOM (KJIIOYOBHUM CJIOBOM abo (pa3or0) eIeKTPOHHOTO
JOKYMEHTA, BUJIOM E€JIEKTPOHHOI'O JIOKYMEHTA, Oro 3aroj0BKOM, JAaTO0 NMPUHHATTS,
HOMEpPOM Ta JaTOr0 HOTO peecTpallli, Horo aBTOpoM TOIIIO.

VI. Cucremarusanisi Ta 30epiranasi JOKyMeHTIB y AUI0OBOJCTBI
CkialeHHSI HOMEHKJIATYPH CIPaB

180. Homenknatypa cropaB Mpu3HAuY€Ha [Jisi BCTAHOBJEHHS B OOJIACHIN
Jep KaBHIM aaMiHICTpallli €IUHOTO TOPSAKY (GopMyBaHHS CIIpaB ISl JIOKYMEHTIB,
CTBOPEHUX Yy €JCKTPOHHIM Ta mnamepoBid ¢opmax, 3abe3nedeHHs iX 00Ky,
OTEPATHBHOTO MONIYKY JOKYMEHTIB 3a iX 3MICTOM 1 BHUJIOM, BHU3HA4YEHHS CTPOKIB
30epiraHHs CIpaB 1 € OCHOBOIO I CKJIQJCHHS OIHUCIB CHpaB MOCTIHHOTO Ta
TpuBajoro (moran 10 pokiB) 30epiraHHs, a TaKOX JJiA OOJIKY CIpaB TUMYACOBOTO
(1o 10 pokiB BKIIFOUHO) 30€piraHHs.

Jlo HOMEHKJIaTypu CHpaB BKIIOYAIOTHCS HA3BU CHpaB, MO (QOPMYIOTHCS Ta
BiIoOpakaroTh ycl eranu poOOTH, siKa JTOKYMEHTYEThCS B 0OJaep:KaaMIHICTpaIlii,
30KpeMa CIIpaBH MOCTIMHUX 1 THMYACOBO JIIOYUX paj, KOMICii, poOOUnX TPYIL.
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Ctpoku 30epiraHHs JOKyMEHTIB (HAJICKHICTh JO CIIpaBW) BU3HAYAIOTHCS ITiJT
yac peectpariii (mys BXITHUX JTOKYMEHTIB) a00 CTBOPEHHS MPOEKTY TOKyMEHTa
aBTOPOM 3T1JTHO 13 3aTBEPPKEHUM MIH'TOCTOM IMEPEeIIKOM THUIIOBUX JTOKYMEHTIB, IO
CTBOPIOIOTBCSL MiJ 4Yac MJISJIBHOCTI JIEpKABHUX OpraHiB 1 OpraHiB MiCIIEBOTO
CaMOBpSAYBaHHS, 1HIIMX YCTAaHOB, MIAMPUEMCTB Ta OpraHizailid, 13 3a3HAYCHHSIM
CTPOKIB 30€epiraHHs JTJOKYMEHTIB.

181. B obmacHiii nepkaBHIA aAMIHICTpallli CKIAJaeTbCs Ta BEAETHCS 3BEICHA
HOMEHKJIaTypa CIpaB arapaTty o0JacHOT ep KaBHOT aaMiHICTpaIlli Ta HOMEHKJIATYPH
CIpaB CTPYKTYpHUX HIAPO3IUTIB 00JAepKaaAMiHICTpallll, YTBOPEHUX SIK FOPUIUYHI
0cobu myOIIYHOrO IpaBa.

Y pa3i ytBOpeHHS B 0O0JacHId Jep)kKaBHIM aaMIHICTpaIlii CTPYKTYpHOTO
HIPO3/1ay 0€3 CTaTyCcy HOPUIUYHOI 0cOOM MyOJIYHOTO IpaBa MOTO HOMEHKIJIATypa
CIIpaB J0JIY4a€ThCA J0 3BEJCHOT HOMEHKJIATYpH CIIpaB anapaTy oO0JIaCHOI Aep>KaBHOT
aJMiHICTpaIi.

182. Howmenknatypa cmnpaB CTPYKTYPHOTO MiJIPO3JALTY CTBOPIOETHCS B
eNeKTpOHHIA dopMi (IoJaTOK 5) MocamoBOO 0C00010, BIAMOBIIAIBHOK 3a
JTIJOBOACTBO B MIAPO3JAUI, HE Mi3Hime 15 Jucromaga MOTOYHOTO POKY Ta
MOTO/KYEThCSA O0CO0aMU 3a3HAYEHUMHU Y JOAaTKy 5. Bisyamizalilis HOMEHKIATypu
CIIpaB CTPYKTYPHOT'O TIAPO3ILTy 3IIMCHIOETHCS 3a aBTOMATHMYHO T'€HEPOBAHOIO
dbopmot0, BU3HAYEHOIO [HCTPYKITi€r0 3 A1IOBOJICTBA.

183. MeroanuHa aomoMora y CKIAJeHHI HOMEHKJIATypHU CIpaB Hala€ThCs
HepxaBuuMm apxiBom Opechkoi obOsacti abo MOCagoBOI0 0CO00I0 CTPYKTYpPHOTO
HiAPO3/UTy 00JIacHOT Iep>KaBHOI aJMIHICTpallli, BIAMOBIJANIBHOIO 32 BEJCHHS apXiBY
y CTPYKTYPHOMY TI1IPO3/ILII.

184. 3BegeHa HOMEHKJIATypa CIpaB arapary/OKpeMoro CTPYKTYPHOTO
Higpo3a1y  oOJlacHOI  Jep)KaBHOI  aaMIHICTpallii  (QOpMYeTbCS ~ CHCTEMOIO
eJIEKTPOHHOTO ToKyMeHToo0Iry « ACKO/l» B aBTOMaTH30BaHOMY pexuMi (I0aTOK
6) Ha OCHOBI HOMEHKJIATYp CIIpaB CTPYKTYPHHUX MiAPO3AUIIB Y €JIEKTPOHHIN (hopMi.

185. Ha miacraBi 3BeJieHOT HOMEHKJIATYpPU CIpaB B €JIEKTPOHHINA (dopMi
cucTteMa eJleKTpoHHOTO JokyMeHTooOiry «ACKOJl» aBToMaTudHO 3iaiicHIOE 11
Bi3yasizailito 3a (hopMOI0, BU3HAYEHOIO [HCTPYKIIIEIO 3 I1IJIOBOJCTBA, sIKa APYKYEThCS
Ta TOJAETHCA HA CXBAJECHHS EKCIIEPTHO-TIEPEBIpHIM KoMmicii [lepaBHOro apxiBy
Opecbkoi 00J1aCTI.

186. 3BemeHa HOMEHKJIaTypa CHpaB 30epiraeTbCsi Ta BHUKOPUCTOBYETHCS
CHUCTEMOIO €JIEKTPOHHOTO A0KyMeHToo0iry «ACKO/I» nns aBTromaTH3alii mpouecis
(dbopMyBaHHS TOKYMEHTIB Y CIIpaBH B 00JAepKaAMiHICTpaIlii.
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187. 3BegeHa HOMEHKJIATypa CIpaB HAMPUKIHII KOXKHOTO POKY (HE mMi3HiIIe
TPY/AHS) YTOUHIOETHCS Ta BBOJAUTHCA B [0 3 | CIYHS HACTYIHOTO KaJICHAAPHOTO

POKY.

188. B cucremi enektponHoro aokymeHtoooiry «ACKOJl» nHomeHknaTypa
crpaB mpejcTaBieHa y Gpopmi enekTpoHHoT Tabnwuii (nogatku 5 1 6). ['padu Tabmmmi
3alIOBHIOIOTHCS] TAKUM YHHOM:

y rpadi 0 (Jiuiie A 3BeA€HOT HOMEHKJIATypU CIIpaB) MPOCTABIISAEThCS Ha3Ba
CTPYKTYPHOTO HIJPO3/1IY, 10 SIKOTO BITHOCATHCS 3alMCH PO BIAMOBIIHI CIIPABH;

y rpadi 1 mpocTaBIs€ThCS 1HAEKC KOKHOI CIIPABH;
y rpadyy 2 BKIIOYAIOTHCS 3aT0JIOBKH CIIPaB (TOMY, YaCTUHH);

y Tpadi 3, sika 3alOBHIOETHCS HAMPUKIHIN KAJICHIAPHOTO POKY, 3a3HAYAETHCS
KUIBKICTh CIIpaB (TOMIB, YACTHH);

y rpadi 4 3a3HavalOTbCA CTPOKM 30epiraHHs cIpaB, HOMEpU cTaTed 3a
HEPENTKOM JTOKYMEHTIB 13 CTpOKaMu 30epiraHHs;

y rpadi 5 poOJAThCS MO3HAYKH MPO TMEpPEexigHI CIpaBH; IMPO CIPaBH, IO
BEJIYThCS B MarepoBiit (hopmi; Mpo MocajoBUX 0Ci0, BIAMOBIAAIBHUX 32 (DOPMYBaHHS
CIIpaB TOIIIO.

189. HanpukiHii poKy 10 HOMEHKJIATYpH CIIpaB CTPYKTYPHOTO MIAPO3IALTY Ta
3BEJICHOI HOMEHKJIATYPH CIIpaB CKJIAJIAIOTHhCS IMiJICYMKOBI 3allUCH B E€JICKTPOHHIM
dbopmMi Tpo  KUIBKICTh  (aKTUYHO  3aBEJCHUX CIpaB Ta  MIAMNHCYHOTHCS
BI/IMOBIJATBHUMH 0CO0aMU 3T1THO 3 [HCTpYyKIIi€r0 3 A1JIOBOJICTRA.

®opMyBaHHA €JIEKTPOHHUX CIIPaB

190. I'pynyBaHHs BUKOHAHUX JOKYMEHTIB Y €JI€KTPOHHI CIIPaBH 31HCHIOETHCS
LEHTPAII30BaHO B CHUCTEMI €JIEeKTpPOHHOro nokymeHToobiry «ACKO/» BiamoBigHO
710 HOMEHKJIaTypH CIpaB.

191. ®opmyBaHHS €JIEKTPOHHHMX CIOpaB 3HIHCHIOETBCI Yy  CHUCTEMI
eNeKTpoHHOTO JoKyMeHToo0Iry «ACKOJl» B aBTOMaTM30BaHOMY pEXHMI Ha
MiJCTaBl 1HJEKCY EJIEKTPOHHOI CITPaBH.

192. EnexkTpoHH1 OKYMEHTH, BIJTHECEHI 10 OJHI€i EeJEKTPOHHOI CIpaBH,
MarTh OYTH JIOTIYHO TOB'S3aHI MK COOOIO 3a JIOTIOMOI'OK BIJOMOCTEH MpPO HUX B
CHUCTEMI €JIEKTPOHHOTO JoKyMeHTo001ry « ACKO/».

193. Ilix yac ¢QopMmyBaHHA €NEKTPOHHHX CIpPaB CHiJl JOTPUMYBATHUCS
3araJlbHUX MPaBUJ 3 ypaxyBaHHSIM TaKUX BUMOT'
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TpyIyBaTH B EJIEKTPOHHI CIPaBU JOKYMEHTH, BHKOHAHI MPOTSITOM OJHOTO
KaJICHJAPHOTO POKY, KpIM TEPEeXiTHUX EJICKTPOHHHUX CIpaB (BEAYThCS MPOTATOM
KUTBKOX POKiB);

JIOKYMEHT-BIMIOBI/Ib IPYIYETHCS 3a 1HIIIATUBHUM JJOKYMEHTOM;

BKJIFOUATH B €JIEKTPOHHI CHPABH JIMIIE OPUTIHAIN EJIEKTPOHHHUX JOKYMEHTIB
a00 y pasi iX BIICYyTHOCTI - 3aCBI/IY€H] B YCTAaHOBJIICHOMY MOPAIKY €JIEKTPOHHI KOIIii;

00CsT eJEKTPOHHOI CHpaBM HE OOMEXKYEThCS KUIBKICTIO EJIEeKTPOHHUX
JIOKYMEHTIB;

00cCAT eNeKTPOHHOI crpaBH (KUIBKICTh JOKYMEHTIB), II0 MICTHUTh JOKYMEHTH
nocTiitHoro Ta TpuBanmoro (moHam 10 pokiB) 30epiraHHs, MOBHHEH BIANOBIAATH
o0csry crpasu, chOpMOBaHOI 3 MAEpOBUX MPUMIPHHUKIB €JIEKTPOHHOTO TOKYMEHTA.

Jlns TOKyMEHTIB mocTiiiHOoro Ta TpuBajoro (moHan 10 pokiB) 30epiraHHs,
CTBOPEHUX B EJIEKTPOHHIN (OpMi, YIOBHOBOKCHUN 3acBilUyBady BHUTOTOBJISE
narepoBi KOMii TaKUX JIOKYMEHTIB, SIK1 BiH 3aCBITUYE.

3acBimueHi KOmii MOBHHHI MICTUTH TNEpPENiK BH3HAUYEHUX I[HCTPYKIi€H 3
JJIOBOJICTBA PEKBI3UTIB, HAHECEHHX 3a ToToMororo QR-komy.

3a3HaueHi 3acBIYEHI MANepoBl KOMii €JIEKTPOHHUX TOKYMEHTIB (POPMYIOThCS
y CIpaBU BIJMOBIJHO JO 3aTBEP/KEHOI HOMEHKJIATYypH CHpaB sl 30epiraHHs, sKi
nepenaroThes 10 JlepkaBHoro apxiBy Ojecbkoi 00JjacTi y MOPSIKY, BU3HAUYEHOMY
[HCTpYKITi€TO 3 M17TOBOACTBA, JJIsl OCTIHHOTO 30€piraHHsl.

CTBOpEHHS IHIIUX MAalepOBUX NPUMIPHUKIB EJIEKTPOHHUX JIOKYMEHTIB HE
BUMAaraeThbCsl.

B anapati obnacHoOi nepkaBHOI aMiHICTpaIlli ManepoBi CpaBu PO3MOPSIKEHD
roJIOBU 00JIACHOI JIepKaBHOI aJMiHICTpallii 1 HaKa3lB KepiBHUKA amapaTy 00jacHOl
Jep KaBHOI afMiHICTpallli GOpMYIOThCS 3 MANEPOBUX OPUTIHAIIB TOKYMEHTIB.

194. MetoauvHe KEpIBHUIITBO Ta HArimsan 3a (POpMyBaHHSM EIEKTPOHHHUX
crpaB B amapari oOJacHOi Jep>KaBHOI aaMIHICTpaii 3MIMCHIOIThCS JlepkaBHUM
apxiBom Opecpkoi o6macti, Ciyx00r0 aAiIoBojacTBa ab0 MOCAZAOBOIO 0COOO0IO
CTPYKTYPHOT'O MiAPO3a1Ty OOJIACHOI AEp’KaBHOI aJMIHICTpallil BiJMOBIIAJBHOIO 3a
BEJICHHS apXiBY Y CTPYKTYPHOMY MiAPO3ALII.

30epiraHHs eJIeKTPOHHUX JTOKYMEHTIB B 00J1aCHIiil 1ep:KaBHIl
aaMiHicTpaumii

195. B o6nacHiii aep:xkaBHIN agMiHICTpalii 3M1ACHIOETHCS ILIEHTPAIi30BaHE
30epiraHHsi €JEKTPOHHUX JOKyMEHTIB. JoKymMeHTH 30epiraloTbCsi B MICLAX 1X
CTBOpEHHSI.
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196. JlokymeHTH 3 4yacy CTBOpeHHs (HAIXOPKCHHS), a TaKOX yCl BiJJOMOCTI
Ipo HUX JI0 TMEpeJaBaHHA iX Ha MOCTiHe 30epiraHHs abo 10 1X 3HUIICHHS B
YCTAHOBJICHOMY TMOPSJIKY 30epiraloTbCsi B CUCTEM1 €JEKTPOHHOIO JOKYMEHTOO0OITy
«ACKO/l», norigyHo 3rpyroBaHi y ClpaBy 3T1JIHO 3 HOMEHKJIATypOIO CIIPaB.

AynioBizyanbHi JOKYMEHTH (ayi0- Ta BiJIE03aIMCH) 3aCiIaHb KOJIerii, po0o4oi
rpynu oOyaepKaAMIHICTpalii y pa3l IX CTBOpEHHs 30epiraloTbcsi B CHUCTEMI
eeKTPOHHOTO JNOoKyMeHT000iry «ACKO/I». Cekperap KojeriaJibHOro opraHy ado
yIIOBHOBaXk€Ha 0c00a po0Oodoi rpynu BIANOBIAAE€ 3a IX JOAABaHHS Yy CHCTEMY
eJIEKTPOHHOTO JO0KyMeHT000iry « ACKO/».

197. 3a nocTymHICTh, IUIICHICTD Ta BIATBOPIOBAHICTh EJIEKTPOHHHX
JOKYMEHTIB 1 €JIEKTPOHHUX CIIpaB, IO 30epiraroThCsi B CHUCTEMi €JIEKTPOHHOIO
nokyMeHtoobiry «ACKO/», BianoBiae CTPYKTYpHHM TIiAPO3Iial 3 MHUTaHb
iHopMariitnux TexHosorii ta KIT OIALIL.

198. IlpauiBHuku o061acHOi JepXaBHOI aAMIHICTpalli MarlTh TOCTYI [0
CJICKTPOHHUX CIIpaB 4Yepe3 CHCTEMY eJIEeKTPOHHOro aokymMeHToobiry «ACKOI»
BIJIIOBIIHO 10 IIpaB, BU3HAUYEHUX PO3MOPSIKEHHSM TOJOBU OOJACHOI JIep>KaBHOI
aJMiHICTparlii.

199. BunmaBaHHSI €NEKTPOHHHX CIIPaB, OKPEMHUX EJIEKTPOHHUX JIOKYMEHTIB
IHIIMM ~ yCTaHOBaM 3JIIACHIOETBCA 3 JIO3BOJIly TOJIOBM OOJacHOI Jep KaBHOI
anMiHicTpamii abo ocoOu, 0 BUKOHYE MOro OOOB'SI3KM, LUISIXOM CTBOPEHHS
IPUMIPHUKIB 200 KO WX TOKYMEHTIB.

200. YV pasi 3BepHEHHS 70 00JIaCHOI Aep)KaBHO1 aJMiHICTpallii yTOBHOBAXKEHOT
ocoOM Ha MiACTaBl OPUTIHATY YXBalld CIIAYOr0 CYyAJl, CyAy IIOJ0 HaJaHHS
THUMYacOBOTO JOCTYIy JO JIOKYMEHTIB rojioBa OOJAepKaJMiHICTpallii HEBIIKIAJTHO
Bujae gopydeHHs Ciy»01 A1JIOBOJICTBA Ta CTPYKTYPHOMY MiAPO3JUTY 3a0€3MeYUTH
BUKOHAHHS yXBaJM. B Mexkax peasizaliii JopydeHHs YIIOBHOBaxkeHa ocoba CiryxOu
TIIJTOBOJICTBA:

CTBOPIOE Ta PEECTPYE KOO YXBAIU CIITIOTO CYI1, CYQy MICIS TP SBICHHS
OpHTIHAITy TaKOi yXBaJH;

Hajae 0co0i, 3a3HAuYCHIM B yXBajli, TUMYACOBHM JOCTYN A0 JOKYMEHTIB,
30KpeMa MOJKJIMBICTh O3HAHOMIIEHHS 3 HUMH, BUTOTOBJICHHS MAalepoOBUX KON
BIJINOBIIHUX €JIEKTPOHHUX JOKYMEHTIB a00 y pa3i, KOJIM B yXBall mepeadadeHo ix
BUJIy4YeHHS (3IIMCHEHHS BUIMKH), - CTBOPEHHS €JEKTPOHHUX NPUMIPHUKIB
BIJIMTOBITHUX €JIEKTPOHHUX JTOKYMECHTIB,;

HaJa€ JOTIOMOTY Vy CKJIQJCHHI ONHUCYy EJIEKTPOHHUX JIOKYMEHTIB, IO
BWIYYalOThCS (BUIMKA SIKUX 3IACHIOETHCS), SKUW 3aJIUIIAETbCS B  0OJIACHIM
Jep KaBHIM aaMiHICTpallii.
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[Ipo BuIy4YeHHS EJIEKTPOHHUX JOKYMEHTIB CKJIQNA€ThCs akT (MPOTOKOJ) Yy
JBOX NPHUMIPHUKAX, TMEPHIIMA 3 SKUX 3aJUIIA€TbCA B O0ONAcHIM JepikaBHIM
aJMIHICTpaIlli, a APYruil nepeaacThCs BIAMOBIIABHIN 0c001, 3a3HaYeHIN B yXBaJIl.

VII. Ilopsinok miArOTOBKM €JIEKTPOHHUX CIIPAB /10 NepeIaBaAHHA ISl
apxiBHOro 30epiraHHs

Excneprnsa niHHOCTI JOKYMEHTIB

201. ExcrniepTv3a ILIHHOCTI JOKYMEHTIB B €JIEKTPOHHIM (PopMi MPOBOAUTHCSA
BIJIMOBITHO /10 3aKOHOJIaBCTBA y cepi apXiBHOI CIIpaBM Ta J1JIOBOJICTBA 32 TUMU XK
IpaBUJIaMH, IPUHIIUIIAMH Ta KPUTEPISIMH, 10 1 JOKYMEHTIB y Maneposiit popmi.

PoznopsxeHHsIM rojIoBU 00JIacHOT ep)KaBHOI aAMIHICTpallli BUZHAYAIOTHCS
YIOBHOBXEH1 3aCBiUyBayi.

YIIOBHOBaKEHUM 3aCBiuyBayaM HAJA€ThCSA IPaBO 3acBiIUyBaTH IANepOBi
KOITi eJeKTPOHHMX JOKYMEHTIB, INpPHU3HAYEH1 [JIs1 X MOJaJbIIOi TMepeaadi Ha
30epiranus a0 JlepxaBHoro apxiBy Opecbkoi 001acTi.

Jlo Takoro pO3MOpSIXKEHHS OOOB’SA3KOBO JOMAIOTHCS 3pa3Kd  IIiJIMKCIB
BJIACHOPYY YyCIX YIOBHOB@)XEHHUX 3aCBIIUyBayiB Ta BIJAOUTKIB MEYATOK, CIEIiaIbHO
MPU3HAYCHUX JIJIs 3/A1MCHEHHS 3aCBITYCHHS JTOKYMEHTIB.

YoBHOBaXkeH1 3acBiguyBadl B amapati o0JiaepxKaaMIHICTpallii BU3BHAYAIOTHCS
31 CKJIaJly TOCTIMHO J1040i ekcrepTHoi kowmicii Opechbkoi o0JacHOi Jep)kaBHOI
aJMiHICTparlii.

3a3HaueHe pPO3MOPSAHKCHHS BUIAETHCA Y JBOX OPUTIHAIBHUX MPHUMIPHUKAX,
OJIMH 3 IKUX nepenaerbes 1o JepxkaBHoro apxiBy Onechkoi 00macTi.

202. ExcnepTusa IIIHHOCTI JIOKYMEHTIB MPOBOJUTHCS B EJICKTPOHHIN (opmi,
KpIM JIOKYMEHTIB, BUBHAYCHUX a03allaMu IPYTUM - M'SITUM MyHKTY 2 11i€i [HCTpyKIii.

203. Tlin yac mpoOBEAECHHS EKCHEPTU3U LIHHOCTI EJIEKTPOHHUX JOKYMEHTIB
3IACHIOETBCS BIIOIp MOKYMEHTIB MOCTIHHOTO Ta TpuBasoro (moHaa 10 pokiB)
30epiranHs AJs HaJlaHHS AOCTYIy 0co0l BiMOBIAANBHIN 32 apXiB anapary 00JacHOi
JEPKaBHOL aJIMiHICTpaIi, OJIOKYBaHHS npasa THIINUX IpaliBHUKIB
oOJiepKaAMIHICTpaIlii Ha pelaryBaHHS PEECTPAIliiHO-MOHITOPUHTOBOI KapTKHU
JOKYMEHTIB, fKi MepelaloThcsi Ha apXiBHE 30epiraHHs, BHIYYEHHs IS 3HUILECHHS
JOKYMEHTIB 1 €NEeKTPOHHUX CIpaB 3a MUHYJI POKH, CTPOKH 30epiraHHs sKUX
3aKiHYHITUCS.

204. 3a pe3ynapTaTaMH EKCHEPTHU3H ILIHHOCTI EJIEKTPOHHHX JOKYMEHTIB Y
CTPYKTYpHOMY MiJIpO3]LJI1 anapary oojaepxkaaMiHicTpalii 0co0010, BiAMOBIIaTbHOIO
3a JUTOBOJICTBO Y MIAPO3.1Ti, 40 31 rpyAHs HACTYIHOTO POKY B €JIEKTPOHHIN (opMi
CKJIa/IAI0ThCSI: OMUCH €JIEKTPOHHUX CIPaB MOCTIMHOTO, TpuBajoro (moxnasa 10 pokis)
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30epira”Hs, a TaKOX TOTYIOThCS MPOTIO3UITT 0 aKTa MPO BUIYUYEHHS JJI 3HUIICHHS
JIOKyMEHTIB, HE BHeCeHUX 10 HarionansHOTO apxiBHOTO (DOHTY.

OmMcn  eNeKTPOHHUX ~ COpaB  CTPYKTYPHOTO  MiAPO3ALTy  amapary
obJyiepKaAMIHICTpallii 1 MPOMO3UIlii J0 akTa IPO BUIYYCHHS Jis1 3HUIICHHS
JOKYMEHTIB, HE BHeceHHX 10 HarionanpHOro apxiBHOro (OHAY, BI3YIOTHCS
yKJIaJladeM ONHCY, KEPIBHUKOM YIPABIIHHS [IJOBOACTBA Ta KOHTPOJIO amapary
oOnep kaaMiHICTpalii Ta MIANUCYIOTbCA KEPIBHUKOM CTPYKTYPHOTO MiJIPO3JILITY
amapaty o0JaepxKaaMiHICTpaIlii.

205. Ha miacraBi €1EKTPOHHUX OIHUCIB €JIEKTPOHHHMX CIpaB CTPYKTYPHOTO
HIIPO3AUTy amapary Ta MpOIMO3MIi J0 akTa Npo BUIYYEHHS [JIs 3HUILECHHS
JOKYMEHTIB, H€ BHeceHuX A0 HarmioHaneHoro apxiBHoro ¢oHIy, 0c00010
BI/IMOBIJAIBHOIO 32 apXiB B amapari oOJaepxKaaMiHICTpallii B €JIEKTpOHHIN dopmi
miciast  OpPUMAHATTS ~ JOKYMEHTIB  BIJl  CTPYKTYpPHMX  HIAPO3AUIIB  amapary
oOnep kaIMIHICTpalii CKJIAQJAlOThCS EJNEeKTPOHHI ONHMCH EJIEKTPOHHHX CIpaB
nocTiitHoro, TpuBanmoro (monan 10 pokiB) 30epiraHHs (mOgaToK /) Ta akT B
€JIeKTPOHHIN (OopMi MPO BUIYUCHHS NJIs 3HUIICHHS JOKYMEHTIB, HE BHECEHHUX IO
HarrionansHoro apxiBHoro ¢gouay (noaatox 8).

206. Ipomenypa 3HUIIEHHS CJICKTPOHHUX JOKYMEHTIB 3IHCHIOETHCS JIUIIEC B
pa3l MOpUUHATTS TOJIOBOK OOJAep)KaJAMIHICTpallli BIAMOBIIHOIO PIIIEHHS Ta
BU3HAYAETHCS [HCTPYKITi€IO 3 A1JIOBOJICTRA.

AKT  mpo  BUIy4YeHHS  JUIA  3HUIICEHHS  JOKYMEHTIB  amapary
oOnep>kaaMiHICTpallii, 110 30epiraloTbesi B €MEKTPOHHINA (POpPMIi, CTBOPIOETHCS JIUIIIE
B EJICKTPOHHIH popmi.

Homep Ta nmara akta mpo BWIYYEHHS JUIS 3HUINEHHS JIOKYMEHTIB amapary
o0JiIepKaAMIHICTpaIlil MPUCBOIOIOTHCA CUCTEMOIO E€JIEKTPOHHOI'O JOKYMEHTOOOIry
«ACKO/I» micns Horo 3aTBEpIKEHHS B €JICKTPOHHIN (opMi.

207. Y pasi Konu Juid JOKYMEHTa 3a pe3ysibTaTaMu MPOBEICHOI EKCIEePTHU3H
IIHHOCTI BU3HAYEHO MOCTIMHUNA CTPOK 30epiraHHs, YIIOBHOBRXCHUM 3aCBlIUyBaueM
MO>KE€ BUTOTOBJIATHUCS MarepoBa KOsl TAKOTO JTOKYMEHTA, SIKY BiH 3aCBiIUYE.

3acBilueHa KOIlisl TOBMHHA MICTUTH TMEpeJiK BH3HAUYCHHX I[HCTpyKI€w 3
JJIOBOJICTBA PEKBI3UTIB, HAHECEHHX 3a ToTToMOororo QR-komy.

3a3HaueH1 3acBiAUEH] ManepoBi KOMii eIeKTPOHHUX JTOKYMEHTIB (POPMYIOThCS
y CIpaBH, sIKi mepenaroTbes a0 JlepkaBHoro apxiBy Omecbkoi o06nacti y MOpsIKy,
BU3HAUYCHOMY [HCTPYKIII€IO 3 J1JI0OBOACTBA, JAJIsl HOCTIHHOTO 30€epiraHHs.

CTBOpEHHS IHIIMX MAaNepoOBUX NPUMIPHUKIB EJIEKTPOHHUX JIOKYMEHTIB HE
BUMAaraeThbCsl.
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208. MetoauuHa Jgomomora y CKIAJEHHI ONKUCIB €JNEKTPOHHUX CIIpaB
HAJAae€ThCsl 0cOo00I0 BIANMOBIJANBHOIO 3a apXiB amapary oOJacHOi Jep KaBHOI
aamiHicTparii Ta Jlep>kxaBHuM apxiBoMm On1ecbKoi 001acTi.

OdopmiieHHs eJIEKTPOHHUX CIIPaB

209. 3a pe3ynpTaTaMy IPOBEACHOI €KCIEPTU3U LIHHOCTI BiIIOpaHi €JIeKTPOHH1
crpaBu ToCTiiiHOrOo 1 TpuBamoro (moHanm 10 pokiB) 30epiranHs MOTPEOYIOTH
CTBOpPEHHS IMArepoBOr0 NMPUMIPHUKA EIIEKTPOHHOI CIpPaBH, 3aCBiAYEHOTO 3TiTHO 3
[HCTpYKITi€TO 3 1JTOBOACTBA.

[TanepoBi MpUMIPHUKHU €IEKTPOHHOI CIPaBU MOCTIHHOTO Ta TPUBAIOTO (IIOHAT
10 pokiB) 30epiraHHs CTBOPIOIOTH BIAMOBIAJIbHI MPAIIBHUKKA CTPYKTYPHHX
HiAPO3/UTIB, K1 (popMyBalld  BIATOBIIHI €JIEKTPOHHI CIIpaBU. Y pa3l peopraHizarii
Yy JIKBLAALIl CTPYKTYPHOIO MIAPO3AUTY 3a3Hauy€Hl NPUMIPHUKHA CTBOPIOIOTH
BIJIMTOBIIaJIbHI OCOOM 1X MPABOHACTYITHUKIB.

Y  pa3l  JjikBigamii  CTPYKTYpPHOTO  MiApO3AUly  0e3  BHU3HAYCHHS
IIPABOHACTYIMHUKA EKCIEepTH3a I[IHHOCTI Ta CTBOPCHHS 3a3HAYCHUX NPUMIPHHKIB
3MIMCHIOETBCS Yy MPOILIEC] JIIKBIAAIIT CTPYKTYPHOTO MiAPO3ALTY IiJl Yac MiArOTOBKHU
CIIpaB TMIAPO3ALIY JUIsl TepelaBaHHsS o0coO0l BIAMOBIAAIBHIA 3a apxiB amapary
o0JyacHOi Jep)kaBHOI aaMiHicTpalii abo a0 JlepkaBHoro apxiBy Opecbkoi 00acTi.
VY TakoMmy BUMNAAKY JOKYMEHTH TUMYACOBOTO 30€piraHHs 3HUILYIOTHCS JOCTPOKOBO,
0JIpasy MICJs €KCIEePTU3H HIHHOCTI.

210. IligroToBka 10 TepenaBaHHs 0co01 BIAMOBINAJIBHIN 3a apxiB B amaparti
00J1acHOT JIep>KaBHOI aJMIHICTpaIlii MarnepoBUX MNPUMIPHUKIB €JIEKTPOHHHUX CIpaB
CTPYKTYPHUMHU  MIAPO3AUIAMH  amapary  oOJaepKaaMiHICTpalili  3J1MCHIOETHCS
BIIMOBIAHO 10 [HCTpYKIIIi 3 A17I0BOJICTRA.

211. JIns miATOTOBKM €JEKTPOHHOI CHpaBu JUIsl TEpeAaBaHHs 0co01
BIIMOBIAANBHIA 3a apxiB B amapari oOJacHOi Jep)kaBHOI aiMiHICTpamii B
aBTOMATHU30BaHOMY pPEXHMI OGOPMIIIOEThCS €IEKTpOHHA 1H(OpMalliiHa KapTka
apxiBHOI cripaBu (0OKJIaIMHKA CIIPABH ), SIKa MICTUTh TaKl BIJIOMOCTI:

HallMEHyBaHHS CTPYKTYPHOT'O MiIpO3IiTy;
1HIEKC €JIEKTPOHHOT CIIPaBU;

HOMEp TOMY €JIEKTPOHHOI CIIPaBH;

3aroJIOBOK €JIEKTPOHHOI CIIpaBH (TOMY, YaCTHHH);
KUTBKICTD €JIeKTPOHHUX JOKYMEHTIB;

nepios GopMyBaHHS CIIPaBH;
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CTPOK 30epiraHHs CIpaBH;
CJICKTPOHHUN OMUC TOKYMEHTIB CIIpaBH (BHYTPIIIHIN);

BIIMITKY TIpO MpUHAMaHHA-TICpeaBaHHs SIIEKTPOHHOI CrpaBu 110 Jlep:kaBHOTO
apxiBy OjechKoi 00J1acTi.

212. CTBOpeHHs OOKJIAJMHKUA CIpPaBU 3aBEPIIYETHCS BI3YBaHHSAM IiJ0BOJIOM
CTPYKTYPHOTO MIIPO3/1Iy Ta MiAMUCAHHIM 0CO00I0 BiIIOBIIAILHOIO 32 apXiB.

213. ®opma 0OKITaIMHKU CHpPaBU Ta Bi3yasizaiis ii BIJOMOCTEH BU3HAYAETHCS
[HCTpYKIIi€IO 3 AIOBOICTBA 3 YPaXyBaHHSIM apXiBHUX MPABHIL.

IlepenaBaHHs eJIEKTPOHHUX CIIPaB 0co0i BiANMOBiaNbLHIl 32 apXiB B
anapari/CTpyKTYpPHOMY HiAPo3aiJii 00,1aCHOI 1ep:KaBHOI aAMiHIcTpauii

214. TlepenaBaHHsl €IEKTPOHHUX CIpaB 0OCOO1 BIAMOBIAANBHIA 3a apXiB B
anaparti/CTpyKTypHOMY MiAPO3/iial 00JacHOT JepiKaBHOI ajMiHICTpallii Mojsrae y
HaJaHHI JOCTyIly HOMy Ta OOMEXKEHHI JOCTyMmy (JIMIIE MpaBOM MEPerisiLy) I0
eJICKTPOHHUX CIPaB 1HIINM IMpaliBHUKAM 00JAepxKaaMiHICTpaIi.

215. TlepenaBaHHsl €JIEKTPOHHUX CIpaB 0c001 BIJAMOBIJNAJNbHIN 3a apXiB B
anaparti/CTpyKTypHOMY IiIpO3/Ili 00JIACHOI Jep>KaBHOT aMiIHICTpaIlli 3/11IHCHIOEThCS
32 rpadikoM, TIOTOJDKEHHM 3  KEpIBHUKAMH  CTPYKTYpPHUX  MiAPO3ALTIB
oOyaepx)anMiHicTparii 1 3aTBEp/DKEHUM KEpPIiBHUKOM amapaty / CTpyKTypHOTO
niApo3auTy obiaep:kaaMiHicTpalii abo Horo 3acTymHUKOM, ajieé He paHilie JIBOX
POKIB 3 JaTH 3aBEpLICHHs €IEKTPOHHUX CIIPaB Yy JA1JIOBOJICTBI.

Hanmanns noctynmy oco01 BiAMOBIIabHIM 3a apxiB B amapari 00JacHOi
JepKaBHOI aJMIHICTpalii 3AIMCHIOEThCS 3TIIHO 13 3a3Ha4eHUM TrpadikoM Yy
aBroMatu3oBanoMy pexxumi KIT OTALLL

216. EnexkTpoHHl copaBH NOCTIHHOTO Ta TpuBaioro (moHax 10 pokis)
30epiraHHsl mepesaroThcsi 0co01 BIAMOBIAANIbHIN 3a apXiB B amapari CTPYKTYpPHOMY
OiAPO3aUT  00JacHOI JepXaBHOI agMIHICTpallli 3a eJNeKTPOHHHUMH OINHCAaMH B
eJIEKTPOHHIN popmi.

217. Ilix yac npuiiMaHHs €IEKTPOHHHUX CIPaB 0COO1 BiAMOBIIAILHIN 3a apXiB
anapaTy/CTpyKTypHOTO MiApo3/a1Ty 00JaCHOI AepKaBHO1 aJMiHICTpallil MPOBOIUTHCS
nepeBipKa eJIeKTPOHHUX JTOKYMEHTIB KOXKHOI CHpaBH Ha HAsSBHICTh KBaTi(h1KOBAHUX
eJICKTPOHHUX MIJNUCIB 00 YAOCKOHAJICHUX €JIEKTPOHHHUX MiJMHUCIB, IO 0a3yIOThCs
Ha KBali(ikoBaHOMY cepTHU(IKATI EJeKTPOHHOTO MIANUCY, KBali(hiKOBaHUX
CJICKTPOHHUX TIO3HAUOK dYacy Ta LUIICHICTh AaHuX. llepeBipka 3I1HCHIOETHCS B
aBTOMATHU30BAHOMY PEKHMI 32 BHYTPIITHIM OTIMCOM €JIEKTPOHHOI CIIPaBH.

[Ticna BHECEHHS 0Cc00010 B1IIIOBI1IAJIEHOTO 3a apxiB B
amapari/CTpyKTypHOMY  TIApO3AUNT  OO0JAacHOi Jep:kaBHOI amMiHICTparli 10
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peecTpaliiiHO-MOHITOPUHIOBOI ~ KapTKU  €JIEKTPOHHOI  CIpaBH  BIAMITKH  MPO
OPUIHATTS €JIEKTPOHHOI CIpaBU N0 apXiBy amapaTry/ CTPYKTYPHOTO MiAPO3LITY
o0JIIepKaAMIHICTpAIlii  CUCTEMOIO  €JIEKTPOHHOTO JOoKyMeHToo0iry «ACKO/»
aBTOMAaTHUYHO OOMEXKYETHCS 1HIIUM TIpalliBHUKAM OOJIIepKaaIMIHICTpaIli MpaBo
JOCTYIY A0 IUX €JIEKTPOHHUX CITPAB.

Skumo mig 4Yac mnpuiMaHHS-TIEpedaBaHHS E€JIEKTPOHHUX CHOpaB 0coba
BiJIMOBialIbHA 32 apXiB amapary / CTPyKTYpHOTO MiApo3aiay 00JacHOi IepKaBHOI
aZMiHICTpalii BUSBMUJIA HEAONIKH, MPALIBHUK CTPYKTYPHOTO MIAPO3LTYy MOBHHEH
BXKUTH 3aXO/1B /Il YCYHEHHSI TAKMX HEIOJIKIB.

CXBAJIEHO

[TpoToxoun 3acimanns EK
Opnecbkoi 00J1acHOT IepKaBHOT
aaMiHiCTpamii
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Hoapatok 1
no IHCTpykiii 3 JOKyMEHTYBaHHS
yIpaBIiHCHKOT 1HpOpMaIlii B
eJIEKTPOHHIM Gopmi Ta oprauizarrii
poOOTH 3 ENEKTPOHHUMU TOKYMEHTAMHU
B JIIJIOBOJICTBI, €JIEKTPOHHOTO
MDKBiIoMY0ro oOMiHy B Oechkii
obJacHIi JepkaBHIN aaMiHICTpaIii

(myskrt 37)
MIACYMKOBI JAHI
00J1iKy 00CSATY JOKYMEHTO000Iry
3amepiog3 . . p.mo . . p.
JlokyMeHTH KinbkicTh JOKyMEHTIB
YCBhOTO 3 HUX
B €JICKTPOHHIHN y nanepoBii popmi
bopmi
JOKYMEHTIB CTOPIHOK
Bximui
Buxigai
Baytpimsi
Yceboro

HavanpHuk ympaBiiHHS —JUIOBOACTBA  Ta
KoHTposito amapary Opjechkoi oOjacHOT ,

POJIO. apaty - Bnacue im's ITPI3BUILIE
JIep’KaBHOI aIMIHICTpaITii

JlaTa reneparrii: L p.
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JlonaToxk 2
10 [HCTPYKIIiT 3 TOKyMEHTYBaHHS
yIpaBiHCHKOI 1HpOpMaIlii B
eJIEKTPOHHIM GopMi Ta opraHizarrii
poOOTH 3 ENEKTPOHHUMU JTOKYMEHTAMH
B JIJTOBOJICTBI, €JIEGKTPOHHOTO
MDKBiOM40r0o oOMiHYy B Ofechkiit
oOJiacHii aepkaBHIN aaMiHICTpaIi
(myHKT 79)

i

OJECBKA OBJIACHA AEPX KXABHA AJIMIHICTPALIS
OJIECBKA OBJIACHA BIFICBKOBA AJIMIHICTPAIIISI
npoci. [lleBuenka, 4, m. Oxeca, 65032, Ten./dakc (048)718-93-26, (048)718-92-47
E-mail: genotdel@od.gov.ua, BeOcaiit: http://oda.od.gov.ua/, kog €IPIIOY 00022585

Bim 20 p.Ne Ha Ne Bim 20 p.




OJECBKA OBJIACHA
JAEP KABHA AAIMIHICTPAINIA

OJIECBKA OBJIACHA BIICbKOBA
AJIMIHICTPAIIIS

npocr. [lleBuenka, 4, m. Oneca, 65032
tein./daxc (048) 718-93-26,
tein. (048) 718-95-33
E-mail: genotdel@od.gov.ua
BeOcaiiT: http://oda.od.gov.ua/
kox €JIPTIOY 00022585

No BiJl 20 p.
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Joparok 3

1o [HeTpykuii 3 JOKyMEHTyBaHHS

yIpaBJiHCHKOI 1HpOpMaIlii B

eJIEKTPOHHIM GopMi Ta opraHizariii

poOOTH 3 €JIEKTPOHHUMH TOKYMEHTAMH B

el

JIJTIOBOJICTBI, €JIEKTPOHHOTO

MDKBIOMYOr0o oOMiHy B Ofechkiit
oOJiacHii aepkaBHIN aaMiHICTpaIi

(myHKT 79)

ODESA REGIONAL
STATE ADMINISTRATION

ODESA REGIONAL
MILITARY ADMINISTRATION

4 Shevchenka Ave., Odesa, 65032,
tel./fax +38 (048) 718-93-26,
tel. +38 (048) 718-95-33
E-mail: genotdel@od.gov.ua
Web: http://oda.od.gov.ua/
USREOU Code 00022585
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Honatox 4
10 [HCTpyKITiT 3 TOKyMEHTYBaHHS
yIpaBIiHCHKOT 1HpOpMaIlii B
€JIEKTPOHHIM GopMi Ta oprauizarrii
poOOTH 3 ENEKTPOHHUMHU JTOKYMEHTaMH B
JIJIOBOJICTBI, €JIEKTPOHHOTO
MDKBiIoM40ro oOMiny B Ojechkii
oOJlacH1i JeprkaBHIN aaMiHICTpalii

(myHkT 79)

OJECBKA OBJIACHA AEPKABHA AJIMIHICTPALIA
OJIECBKA OBJIACHA BIMCHKOBA AJIMIHICTPAIIIA
PO3ITIOPA/KEHHA

OJECBKA OBJIACHA JIEP/ KABHA AAMIHICTPALIA
(Ha3Ba CTPYKTYPHOIO MiAPO3/iny)
HAKA3
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JonaTok 5
10 [HCTpYKIIii 3 TOKYMEHTYBaHHSI
yHOpaBIiHCHKOI iH(pOpMallii B
eJIEKTPOHHIN (popmi Ta opranizarii
poOOTH 3 €IEKTPOHHUMH TOKYMEHTAMU
B JIIJIOBOJICTBI, €JIEKTPOHHOTO
MDKBiIOMY0T0 00MiHY B OfieChKiit
oOJracHil aepkaBHINA agMiHICTpaIi
(mynxtn 182,188)

IHPUMIPHA ®OPMA

€JIEKTPOHHOI TA0IMIi HOMEHKJIATYPH CIIpaB
CTPYKTYPHOTO IiAPO3ainy

[Migpozmin: YrpaBiiHHS TPOTOKOIY
Po3z i Bigain odimiiiHOTO TUCTYBaHHS Ta MEPEKIamy
Pix: 20
[Iporokonm EK:  Ne BiJl 20

3arooBok KinbkicTh cripaB Crpox Po6oui

Innexc cnpasu . :
CIIpaBU (TOMIB) 30epiranHs MMO3HAYKH

[TincymKoBwHii 3amuc Pazom [Mepexinni EIIK

VYcboro cripas

3 HUX
KUIBKICTB CITpaB MOCTIHHOTO 30epiraHHs
KUIBKICTB CIIPaB TPUBAJIOTO 30epiraHHs

KUIBKICTB CITPaB THMYACOBOTO 30€piraHHs

KBamidikoBaHi e1eKTpOHHI MANMKCH a00 YIOCKOHAICH] €JIEKTPOHHI MiAMUCH, 10 0a3yI0ThCs Ha
KBamidikoBaHOMY cepTH(IKaATI SICKTPOHHOTO MiMUCY™

(keanighixosana
(nocaoa) e/leKMpPOHHA (cmamyc)
NO3HAYKA Yacy)
TOJIOBHHUM CITCIIIAJIiCT .20 MiITBEPKEHO
KEepIBHUK apXiBHOTO MiPO3aLTY .20 MiATBEPIKEHO
HaYaJIbHUK YTIPaBJIiHHS IPOTOKOTY .20 MiATBEPIKEHO

* BumararooTbcs KBai()iKOBaHI €JIEKTPOHHI IMANMHACHA a00 YIOCKOHAJICHI EJIEKTPOHHI IMiAMKCH, MO0 0a3yroThCsS Ha
kBasipikoBaHOMY cepTH]iKaTi €IeKTPOHHOTO TIiAMHCY, OCOOHW, BIAMOBIAANBLHOI 3a IIJOBOACTBO Yy MiApO3MIimi
VKIaJaHHsA, SKOI c(opMoBaHo Tabnuio (CKIaJeHO HOMEHKIATYpY), KEpiBHHKA TWiApO3JUTy YKIaZaHHA Ta
BIANOBiJaIbHOTO (YHOBHOB2)XEHOT'0) TpaliBHUKA apXiBHOTO Mifpo3aidy ycraHOBH. ITiATBep/KEHHS Ta PEKBI3UTH.
nocaznoBoi oco0HM - miAnmUcyBaya Bi3yali3ylOTbCS CHCTEMOIO IIiJi 4ac MEPEeBIPKHM BiANOBIAHOrO KBalli(hikoBaHOTO

€JISKTPOHHOTO IIAINCY, 1110 0a3yeThest Ha KBaiikoBaHOMY cepTH(]IKaTI €lIeKTPOHHOTO MiJIHCY.
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MNPUMIPHA ®OPMA
eJIEKTPOHHOI TA0/1U1li 3BeIeHOI HOMEHKJIATYPH CIPAB YCTAHOBH

JlogaTok 6
10 [HCTpYKIIii 3 TOKYMEHTYBaHHSI
yIpaBIiHCHKOT 1HPOpMaIlii B
eJIEKTPOHHIM GopMi Ta oprauHizarrii
pOOOTH 3 ENEKTPOHHUMH TOKYMEHTAMHU
B JIUTOBOJICTBI, €JIEGKTPOHHOTO
MI>KB1JIOMYOTO OOMIHY
(myakTH 184,188)

VYcraHosa: Cexperapiar Kabinery MinHicTpiB Ykpainu
Pik: 20
[Iporokon EK: Ne BiJ[ -
[Tporokon EIIK: No BiJl .
Pozni: JlenapramMeHT 3a0€3MeUeHHsI TOKYMEHTOO00Iry*

a K N )

. Ingexc 3arozioso KinpkicTe cripaB Crpok Poboui
Poznmin CIIpaBu . :
CIIpaBU (TOMIB) 30epiranHs MO3HAYKH

(Tomy)

[TincymKoBwHii 3amuc
Pasom [Tepexinni EIIK

VYceboro crpas

3 HUX

KUIBKICTB CITpaB MOCTIHHOTO 30epiraHHs

KUIBKICTB CIIPaB TPUBAJIOTO 30epiraHHs

KUIBKICTB CITPaB THMYACOBOTO 30€piraHHs

KganigikoBaHi eIeKTpOHHI TiANKUCH a00 yIOCKOHAJICH] eIeKTPOHHI MiAMNUCH, 0 0a3yI0ThCs Ha
KBaJTi(iKOBAaHOMY CepTH(IKaTI eIEKTPOHHOTO MiAImHUCy™*

(nocaoa)

TOJIOBHUI CITEIajIiCT

(keanighixosana
eleKMpOHHA
NO3HA4Ka 4acy)

.20

(cmamyc)

i ITBEPHKEHO



KEpiBHUK apXiBHOTO IiIPO3LTy
KEpIBHUK CITyOU A1T0OBOACTBA

HepxaBHuii cekperap Kabinery MinicTpis
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20
20
20

MiITBEPHKEHO
MiITBEPHKEHO

MiTBEPHKEHO

* JHCTpyMeHT (DiKCOBAaHOTO BiOOpPY NaHMX 3BEAECHOI HOMEHKJATYypPH CIpPaB JJIsl TIOTOYHOTO BiloOpakeHHs (BapiaHTH
BizOOpy: Bei miapo3ainy, [enapraMeHT 3a0e3nedeHHs JoOKyMeHToo0iry, FOpunuunuii renapraMeHr).

** BuMaraloTbcs KBaJi(piKOBaHI €JICKTPOHHI MiAMMCH abo yIOCKOHAJIEHI EJEKTPOHHI MiAMKCH, IO 0a3yroThCS Ha
kBaniikoBaHOMy cepTH(]IKaTi €JIEeKTPOHHOrO MHiANKCY, BiANOBINAILHOTO (YHOBHOBA)KEHOTO) MpAl[iBHUKA apXiBHOTO
MiAPO3Iiy YCTaHOBH, SKMUM CHOPMOBAHO TaOJHWIIO (CKIAACHO HOMEHKIATYPY), KEpiBHUKA apXiBHOTO MiIPO3IiTy
YCTaHOBH, KEPIBHUKA CIIY>KOW IIIOBOJICTBA Ta KEpiBHUKA YCTaHOBH. IliATBEp/DKEHHS Ta PEKBI3UTH IOCAIOBOT 0COOH -
MinrcyBaya Bi3yami3ylOThCs CHCTEMOIO Tl 4ac TIePEeBipKH BiAMOBITHOTO KBaTI()iKOBAHOTO €IEKTPOHHOTO ITiIITUCY a0
YAOCKOHAJICHOTO €JIEKTPOHHOTO MIAMHKCY, M0 0a3yeThes Ha KBaTipikoBaHOMY cepTH(IKATI €IEKTPOHHOTO ITiITHUCY.
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Honartox 7
10 [HCTpyKIIii 3 TOKYMEHTYBaHHSI
yIpaBIiHCHKOT 1HPOpMaIlii B
eJIEKTPOHHIM GopMi Ta opraHizarrii
poOOTH 3 ENEKTPOHHUMH TOKYMEHTAMHU
B JIUTOBOJICTBI, €JIEGKTPOHHOTO
MI>KB1JIOMYOTO OOMIHY

(mynkT 205)

IHPUMIPHA ®OPMA
JJIS1 BHECEHHS TaHUX OIHUCY CIIPaB B €JIEKTPOHHY Ta0JIMII0 CUCTEMH
€JICKTPOHHOI'0 JOKYMEHTO00iry

VYcraHosa: Cexkperapiar Kabinery MinicTpiB Ykpainu

[Tizxpo3min: VYrpaBiiHHS IPOTOKOITY

Pix: 20

[Tporokon EK: No BiJI 20 *

[Tporokon EIIK: No BiJI 20w

3aronoBok o .

Ingexc CIDABH Jara Hara KinbxicTh Ctpok PoGoui
CIpaBU (T(I;)My) MOYaTKy |3aKiHYEeHHS | CTOPIHOK 30epiraHHs MO3HAYKHU

V 1eit onuc BKIOYEHO __crnpaB3Ne - moNe -

[IponyieHo crpasu Ne -1 -

IIepenano 3a onrcoM __cImpas

KBamidikoBaHi e1eKTpOHHI MANMKCH a00 YIOCKOHAICH] €JIEKTPOHHI MiAMUCH, 10 0a3yI0ThCs Ha
KBaJIi(piKOBaHOMY CepTH(IKaTI eNCKTPOHHOTO MigIHCy™***

(nocaoa)

TOJIOBHHUI CIIELIAJIICT

(keanighixosana
e/leKMpPOHHA (cmamyc)
NO3HAYKA Yacy)

.20 MiTBEPHKEHO



KEpIBHUK MiIPpO3aLTy YKIaJaHHS ™
KEpIBHUK apXiBHOTO MIIPO3ALTY

KEpiBHUK CIyxOu ainmoBoacTa™*

* Jnst omucy crpaB Mmigpo3aiTy.

** J171st 3BEIGHOTO ONKCY CIPaB YCTAaHOBH.
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MiTBEPHKEHO
M ITBEPHKEHO

MiTBEPHKEHO

**% Jlnst 3BEACHOTO OINHUCY CIpPaB YCTAaHOBH BUMAaraloThcsl KBaJlipiKOBaHI €JEKTPOHHI MiJNHMCH abo yJOCKOHAJIeHi
CJICKTPOHHI MANUCH, IO 0a3yroThCs HA KBali(ikoBaHOMY cepTUdiKaTi eJEKTPOHHOTO MiANUCY, BiIIOBINAIEHOTO
(YHOBHOBa)XCHOT0) MpAIliBHUKA apXiBHOTO MiIPO3AIy YCTaHOBH, SKMM C(OPMOBAHO TAaOMUIIO (CKJIAJAEHO OIUC),
KepiBHUKA apXiBHOTO IMIPO3MAITy YCTAaHOBH Ta KEpiBHUKA CIY)KOW AiloBoACTBa. Jljs ommcy chpaB MmiIpo3aiy
BAMAraroThCsl KBaTi(ikoBaHI EJEKTPOHHI MiANUCH ab0 YIOCKOHAJIeHI eNeKTPOHHI TiANHUCH, Mo 0a3yloThCsS Ha
kBasipikoBaHOMY cepTH]iKaTi €IeKTPOHHOTO MIiAMHCY, OCOOHW, BIAMOBIAANBLHOI 3a IIOBOACTBO Yy MiApO3MIimi
YKJIIaIaHHs, KO0 c(hpopMOBaHO TAOIHINO (CKIAIEHO OIKC), KEPIBHUKA apXiBHOTO MiIPO3ALTy YCTAaHOBH Ta KEpiBHHKA
migpo3ainy yknagaHas. [TinTBepIKeHHs Ta peKBI3UTH IMOCaZ0BOI 0COOHM - MiAMKCcyBaya Bi3yalli3ylOThCs CUCTEMOIO i
Yyac NepeBipKy BiANOBIAHOrO KBalTi(piKOBAHOTO €JEKTPOHHOIO MiANHCY a00 YAOCKOHAJIEHOrO EIEKTPOHHOIO MiJIHCY,
110 0a3yeThest Ha kBaiikoBaHOMY cepTH(]IKaTI €IEKTPOHHOTO MiJIIHCY.



62

JonaTok 8
10 [HCTpyKIIii 3 TOKYMEHTYBaHHSI

yIpaBIiHCHKOT 1HpOpMaIlii B

eJIEKTPOHHIM GopMmi Ta oprauizarrii
poOOTH 3 €NEKTPOHHUMU JTOKYMEHTAMHU

(mynxrtu 205)

INPUMIPHA ®OPMA
JJIS1 BHECEHHS IaHUX aKTa PO BUJIYYECHHS JJIsl 3HUIICHHS JOKYMEHTIB
B €JICKTPOHHY TA0JIMII0 CHCTEMH eJIEKTPOHHOTI'0 IOKYMEHTO000Iry

AKT

NPO BUJIIYYEHHS VISl 3HUIIIEHHS IOKYMEHTIB,
He BHeceHUX 10 HamioHaibHOTo apxiBHoro gonay

B JITOBOJICTBI, €JIEKTPOHHOTO
MI>KB1JIOMYOTO OOMIHY

Howmep axra: L

JlaTa akTa: 20

VYcranosa: Amapart Onecbkoi 00;1acHOT Aep>KaBHOT aAMIHICTpaIlii

[Tigposi: [Tinpo3nin ykiaagaHHs

ITigcrasa:

npotokoi EK: No BIJI 20

Ingexc | 3aromosok | JlaTta JlaTa Kinekicts | CTpok Po6oui

CIIpaBH | CIIpaBH MOYaTKy | 3aKiHUCHHS | CIIpaB 30epiraHHs | MO3HAYKU
(Tomy) (TOMiB)

Pasom 510 3HUIIIEHHS

KibKicTh JOKYMEHTIB

[TpuiimanbHO-3/1aBaJIbHA

HaKJIaJgHa:

__cnpaB3a20_ -20_ pik

(cmoBamn)

No BIJI

20__~*
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MeTton 3HUIIICHHS BUJAJICHHA 3 0a3U JaHUX

KBamidikoBaHi eaeKTpoOHHI MiANUCH a00 yJAOCKOHAJEHI €JIEKTPOHHI MIAMUCH, IO
0a3yr0ThCsl Ha KBaJIi(PpikoBaHOMY €JIEKTPOHHOTO MIMUCY

(xkBamdikoBana (craryc)

(mocana) CJICKTPOHHA
MO3HAYKa 4acy)
FOJIOBHMH crierjamict ** _ .20 miaTBepmKEHO
FOJIOBHUH crierjaicr *** _ .20 miaTBepmKEHO
KEPIBHMK MIPO3aLTy yKaamanus**** 1 . 20 miaTBepKeHO
HavanpHuk yrpaBminHs gimoBoactBa _ i _ . .20__ miaTBepKEHO

Ta KOHTPOJIFO H****

KepiBHHK amapary ______._ .20 miaTBep/PKEHO
obsepxaaMiHICTpaIlii

*k,kkkk*k

TOJIOBHUM CHIELaAJIiCT *¥****** ___ .20 miaTBepaKEHO

*He 000B's13KOBE 110JI€E.

** (Ocoba BiAmoBizadbHA 3a JIJIOBOJCTBO Y MIAPO3AUTT YKJIQJaHHS, SKOIO
c(hopMOBaHO TaOIUITO (CKIAZACHO aKT).

*** TlocagoBa oco0a, sika IPOBOIMIIA €KCIIEPTU3Y LIIHHOCTI.
**%* KepiBHUK MiIPO3AUTY YKIaIaHHS.

etk KepiBHUK Cy:kOU TIJTOBOJICTBA.

FAsckkx KepiBHUK yCTaHOBH.

Fadckxdkx Ocoba cimyxOu 1H(MOpMALIMHUX TEXHOJOTIH, siKka 3HuImmMiIa (y pasi
HAsIBHOCTI €JIEKTPOHHOTO MU(PPOBOTO MIJITUCY ).
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3ATBEPIDXKEHO

Posnopsmxenns

roJIOBU OOJIACHOI JIepKaBHOI aaMiHICTpaIlli,
HavyajJbHUKa 00JIACHOT BINCHKOBOT aMIHICTparlil
08 »oBTHs 2025 poky Ne 1012/A-2025

IHCTPYKIIA
3 atoBoacTBa B OechbKii 00/1acHiM Aep:KaBHii aaAMiHicTpamii

|. 3arajapHi MoJI0KeHHA

1. s [HCcTpyKIIisS BCTAHOBIIIOE BUMOTH MIOAO JOKYMEHTYBAaHHS YIPaBIIHCHKOI
1H(popMmalii Ta oprasizaiii poooTH 3 JOKyMEHTaMH, CTBOPEHHMH Y MarepoBiit popmi
B Ozecbkiit 00nacHii AepaBHIN aJMiHICTpaIi.

[TonoxxenHst 1i€i [HCTpyKIi 3acTOCOBYIOThCS JIMIIE Y pa3l HasBHOCTI
BU3HAUCHUX 3aKOHOM abo aktom KaOinery MiHicTpiB VYkpaiHu mifcTaB, sKi
BU3HAIOTHCS OOTPYHTOBAaHMMHM JJIsI CTBOPEHHSA Ta/ab0 oOIpalioBaHHs 00JIACHOIO
JepKaBHOIO aIMIHICTpali€l0 JOKYMEHTIB Yy ManepoBiit hopmi.

2. Tlopsimox 3miWCHEHHSI AUIOBOACTBA CTOCOBHO JIOKYMEHTIB, IO MICTATH
iH(popMaLiI0 3 OOMEXEHUM JOCTYNOM, 32 3BEpHEHHSMHU TPOMAJISH, 3allUTaMH Ha
1H(pOpMAaLIiI0 BU3HAYAETHCS OKPEMUMHU HOPMATHUBHO-TIPABOBUMH aKTaMH Ta HE MOXKE
peryJIroBaTHUCS I1€10 [HCTPYKITIETO.

OCHOBHI TOBHOBaKEHHS CTPYKTYPHMX MIJIPO3/LIiB 3 AUIOBOJIcTBA B OechKii
obOyacHIA JmepXaBHIM aAMIHICTparlii 3AIMCHIOIOTHCS B EJIEKTPOHHIN dopmi, 3
CJICKTPOHHUMM  HocisiMu  1H(Qopmanii Ta  BH3HA4alOThes  [HCTpykmioo 3
JIOKYMEHTYBaHHs YIpaBIiHCbKOI iHGopMalii B eleKTpoHHIA (opmi Ta opranizamii
poOOTH 3 €IEKTPOHHUMH JOKYMEHTaMH B J1JI0BOJICTBI, €IEKTPOHHOTO MIB1JJOMYOTO
oOMiny B Opecbkiil oOmacHId naep)kaBHIM afmiHicTpauii (mami - IacTpykuis 3
JIJIOBOJICTBA B €JICKTPOHHIHN (hopMi).

3. He momyckaeTbes 0lHOYACHE MPOXOHKEHHS OJHOTO 1 TOTO X JOKYMEHTA B
CJICKTPOHHIN Ta MmanepoBiit hopmi.

4. BinmoBigalbHICTh 32 OpraHi3allilo AUIOBOJCTBAa B OOJNACHIA AepxaBHIN
anMiHicTpalii Hece rojgoBa Oechkoi 001acHOT Aep>KaBHOI aMIHICTpaIlii.

5. 3a MArOTOBJICHUHM MPOEKT JOKYMEHTA BIANOBIAJLHUM € HOTO aBTOP.

6. Opranizauia ainoBoactBa B Opechbkiii o0macHid AepkaBHIN aaMiHICTpalii
NOKJIAJAEThCSl Ha YNOPaBIiHHSA JUIOBOACTBA Ta KOHTposito amapary OnecbKoi
00JacHOi AepKaBHOI aMiHICTpallii.
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7. Opranizailisi AUJIOBOJICTBA B ManepoBiit (opMi B CTPYKTYPHUX HIAPO3ALIAX
Opecpkoi oOnacHOi Jep)kaBHOI aaMIHICTpaIlli TIOKIAMAa€Thes Ha  CHEIliadbHO
IpU3HAYeHY JUIs IbOTO 0CO0Y.

Il. JokymeHTYyBaHHS ynpaBJ/iHCbKOI iHpopmamii
3araJibHi BUMOT'H 1100 CTBOPEHHSI JOKYMEHTIB

8. JlokyMeHTyBaHHS yNpaBiIiHCHKOI 1H(pOpMalii TModsrae y CTBOPEHHI
JIOKYMEHTIB, B SIKUX (DIKCYETHCS 3 JOTPUMAHHSIM YCTAaHOBJICHUX IPaBHII (01aTOK 1)
1H(OopMallis PO yIpaBIIHCHKI Jii.

9. Ilix yac MiArOTOBKM OpraHi3aIliiHO-pO3MOPSAYNX JOKYMEHTIB y ManepoBii
dopMi TpamiBHUKK OOJACHOT JAepKaBHOI aAMIHICTpauli oQopMISIIOTH X 3
ypaxyBauHsM Bumor JICTY 4163-2020.

10. IlpaBo Ha CTBOpEHHs, MIANUCAHHS, TMOTOMKEHHS, 3aTBEPIKCHHSA
JOKYMEHTIB BU3HAYA€THCSl aKTaMH 3aKOHOJABCTBA Ta [HCTPYyKIII€rO 3 I1JI0OBOJCTBA.

11. B oOnacHiii jgepkaBHIM aaMiHICTpallli BHU3HAYAETHCA CYKYITHICTh
JOKYMEHTIB, mepeAdadyeHuX HOMEHKIATYpOIO CIpaB, HEOOXIIHUX 1 JOCTATHIX IS
JOKYMEHTYBaHHs 1H(popMaIii npo ii AisUIbHICTb.

3 muTaHb, MO CTAHOBIATH B3a€EMHUN IHTEpEC 1 HaJekaTh IO KOMIIETEHITiT
PI3HUX OpraHiB, MOKYTb CTBOPIOBATHCS CIIJIbHI JIOKYMEHTH.

12. Bubip BuIy [AOKyMEHTa, TMPU3HAYEHOTO [JIsI JOKYMEHTYBAaHHS
yIpaBIiHCHKOT 1HGoOpMaIii (pO3NOPSIHKEHHS, HakKa3, JHCT, MPOTOKOJ TOIIO),
3YMOBJIIOETHCS ~ TMPABOBUM  CTaTyCoM  OOJacHOi  JIepKaBHOI  aJMiHICTparlii,
KOMIIETEHIII€I0 MTOCaI0BOI 0COOM Ta MOPSAKOM MPUUHSTTA YNPaBIIHCHKOTO PIIICHHS
(Ha miacTaBl €IMHOHAYAIBHOCTI 200 KOJIETiaabHOCTI).

13. JIokyMEeHT TOBHMHEH BIJMOBIJATU TOJOKEHHSIM aKTiB OpraHiB Jep>KaBHOI
BJIaJM BHUIIOTO PIiBHSA Ta CIPSIMOBYBAaTHCS Ha BUKOHAHHS OOJACHOKO JCP)KaBHOIO
aJMIHICTpAIII€I0 MTOKJIAJICHUX Ha Hel 3aB/IaHb 1 QYHKITIH.

14, Knacu ynpaBimiHCBKOI — JOKYMEHTallli BH3HAYaIOThCS  3TIAHO 3
Knacudikaropom ympasmincbkoi qoxkymentaiii HK 010:2021 (mani - KY [I).

15. JIoKyMEeHT TMOBHHEH MICTUTH OOOB'SI3KOB1 JJI1 MOr0 IEBHOTO BHUJIY
PEKBI3UTH, IO PO3MIIIYIOThCSI B YCTAHOBJICHOMY MOPSJIKY, a came: HaiMEHYBaHHSI
YCTAaHOBH - aBTOpa JOKYMEHTa, Ha3By BHUJY JOKyMeHTa (KpIiM JIMCTIB), AaTy,
pEECTpALIHIN 1HAEKC JOKYMEHTA, 3ar0JIOBOK JI0 TEKCTY, TEKCT, i IIHC.

16. Ilimx yac TArOTOBKM Ta O(OPMIIEHHS JOKYMEHTIB  MOXYTb
3aCTOCOBYBATHCSI HE TUIbKHM OOOB'S3KOBI, @ TaKOX IHIII PEKBI3UTH, SIKIIO 1€
BIJIMOBIIa€ MPU3HAYCHHIO JJOKYMEHTa a00 Crioco0y HOro ornpaitoBaHHs.
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17. B oOnachiii nepkaBHIM aaMIHICTpalii JAUTOBOJACTBO 3A1MCHIOETHCS
JIep’KaBHOIO MOBOIO. JIOKyMEHTH CKJIQJatoThCs AEPKaBHOIO MOBOIO, KpIM BHIIAJIKIB,
nepeadayeHux 3aKOHOIaBCTBOM PO MOBHU B YKpaiHi.

JIOKyMeHTH, $SKi HaJICWIAIOThCS 1HO3EMHHM ajpecartaM, OQOPMITIOIOTHCS
JEp’)KaBHOIO MOBOIO a00 MOBOIO JiepKaBU-aapecara, ab0 OJHIEI0 3 MOB
M1XHAPOJHOTO CIUIKYBaHHS.

18. Oxpemi BHYTpIlIHI JOKYMEHTH (3asiBU, TMOSICHIOBaJbHI W JOMOBIAHI
3alIMCKHU TOIIO), aBTOPAMM SKUX € TMOCAJ0Bl Ta 1HII (Pi3U4YHI 0COOH, J103BOJISIETHCS
0hOpPMITIOBATH PYKOITMCHUM CIIOCOOOM.

Bianku 10KyMeHTIB

19. OpranizamiitHo-po3nopsaui  JOKYMEHTH, 110 MaloTh OOIPYHTOBaHi
MIJICTaBU JJI1 ONpaIfoBaHHS B ImanepoBiii ¢dopmi BiAMoBiAHO 10 [HCTpyKIii 3
JIJIOBOJICTBA B €JIEKTPOHHIN (hOopMi Ta HE € IPUMIPHUKAMH a00 KOMISIMU IOKYMEHTIB,
CTBOPEHHUX B €JIEKTPOHHIN (hopMi, 0OpMITIOIOTHCS Ha OJlaHKaX, 10 BUTOTOBJISIIOTHCS
3T1IHO 3 BUMOTaMH 11i€l [HCTpyKITii.

Jlisa BUroTOBIEHHS OJaHKIB BUKOPUCTOBYIOTHCA apKyli namnepy dopmary A4
(210 x 297 minmimetpiB) Ta A5 (210 x 148 minmimeTpiB). Jl03BOJICHO BUKOPUCTOBYBATH
onmanku ¢opmaty A3 (297 x 420 mumiMeTpiB) s OPOPMIIEHHSA AOKYMEHTIB Y
BUTJISII TAOTHUIIb.

briaHky TOKyMEHTIB TOBUHHI MaTH TaKi MOJIs (MIJTIMETPIB):
30 - miBe;

10 - npage;

20 - BepXHE Ta HUKHE.

20. Buau GiaHKiB JOKYMEHTIB BH3HAYAIOTHCS [HCTPYKINEIO 3 NUJIOBOJICTBA B
CJIEKTPOHHIN Popmi.

21. B oOnacHii nep:kaBHIM aaMiHICTpallli MOXYTh 3aCTOCOBYBaTH OJIAaHKU
JIOKYMEHTIB SIK 00JIep KaaMiHICTpallii, TaK 1 CTPYKTYpHUX MIAPO3ILUTIB, y pa3i, KOJIH
KEepIBHUK MIAPO3AUTy Ma€ TMpaBo MIANKCYBaTH JOKYMEHTH B MeXax ioro
MOBHOBA>KEHb.

22. bnaHku JOKYMEHTIB MOXYTh BUTOTOBJISITUCS B IpYKAapHI Ha O110MYy marepi
BHUCOKOT SIKOCT1 (papObamMu HACUUEHUX KOJIbOPIB (IarnepoBi OJIaHKH).
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23. Buau OnaHkiB y mnamnepoBiii (opmi, L0 BHUTOTOBJIECHI APYKapCbKUM
crocoboM, MiUIIraloTh OO0MIKYy Ta OOJIKOBYIOThCS 3TiAHO 3 IHCTpyKui€wo 3
JIOBOJCTBA.

OOnik Be#eTbcs 3a MOPAJKOBUMH HOMEpaMH, IO IPOCTAaBIAIOTHCS
HYMEpaTOpOM, IPYKapChKUM a0o IHIIUM CIOCOOOM Ha HIXKHBOMY IOJ1 3BOPOTHOTO
00Ky a00 Ha JIBOMY IOJI1 JIMIILOBOTO OOKY OJIaHKa.

Ocobwu, siKi MepcoHAILHO BIJMOBIIAIOTH 3a BEACHHS OOJIKY, 30epiraHHs Ta
BUKOPHUCTaHHA OJIaHKIB, BU3HAYAIOTHCS TOJIOBOIO 00JIACHOT JIepKaBHOT aJMIHICTpaIlii,
PO II0 BUIAETHCS PO3MOPSITUNI JOKYMEHT.

BurotosneHHst 0jaHKiB KOHKPETHUX BHUJIB JOKYMEHTIB JOIYCKA€ThCS, SIKIIO
KUTBKICTh 3apEECTPOBAHUX JOKYMEHTIB y MarnepoBiil opmi Takoro BUIY B YCTaHOBI
NEPEeBUILY€E 2 TUC. OJMHUIL Ha piK. SIKIIO KITBKICTh 3apEECTPOBAHUX JOKYMEHTIB Y
nanepoBii Gopmi MeHIIEe 2 THUC. OJUHUIlb, JOKYMEHT APYKYETHCA 3 TEKCTOBOTO
pemakTopa, B SKOMY HOTO CTBOpPEHO, 0€3 3acTOCYBaHHS OJaHKIB, BUTOTOBJICHUX
JIPYKapChbKUM CITOCOOOM.

24. Jlesxi BHYTpIIIHI JOKYMEHTH (3asiBU MpaIiBHUKIB, JIOMOBIJIHI 3aIllMCKH,
JOBIJIKM TOIIO) Ta JOKYMEHTH, III0O CTBOPIOIOTHCS B IMEHI KUIBKOX YCTaHOB,
0(OPMITIOIOTHCS HE Ha OJIaHKAaX.

3o0paxkenns [dep:xxkaBHoro I'epda Ykpainu

25. 3o0paxenHs JlepxxaBHoro I'epba YkpaiHu po3MillyeThCcsi Ha OJIaHKax
nokyMeHTiB BianoBigHO 110 IlocranoBu BepxosHoi Pamu Ykpainu Big 19 mortoro
1992 poky Ne 2137-XI1 «IIpo [ep:xaBuuii repd Ykpainmy.

26. 3o0paxenHs JlepxaBHoro I'epba VYkpaiHH pO3MIIIYETHCS MO LEHTPY
BEpXHbOT0 moJig. Po3Mip 300pakeHHs CTAaHOBUTH 17 MUIMETPIB 3aBBUIIKH, 12
MUTIMETPIB 3aBIITUPIIKH.

Koan

27. Kon obmaepskanMiHicTpallii IpOCTaBISETHCS 3T1IHO 3 CIMHUM JIepKAaBHUM
peectpoM miAnpueMcTB Ta oprasizamii Ykpaiam (€/IPIIOY). 3a3nauenmii koj
PO3MIIITY€EThCS TicHs pekBI3UTY " J{0BIIKOBI JaH1 PO YCTaHOBY".

28. Kon yHidikoBaHoi popMu TOKyMeHTa (32 HAIBHOCT1) PO3MIIITY€EThCS 3T1IHO
3 KVl Builie Ha3BU BUAY TOKYMEHTA.

Pimennss mono HeoOxigHOCTI (ikCyBaHHS KoAy yHidikoBaHOT (dopMu
JOKYMEHTa TMpUiiMae KEpIBHUK arapary oOJaepkKaaMiHICTpallii OKpeMo 100
KOKHOT'O BUJy JOKYMEHTA.
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HajiimeHyBaHHS YCTAHOBH

29. HaiimeHnyBaHHS yCTaHOBU - aBTOpa JOKYMEHTa IOBHHHO BIJIOBIJIATU
HallMEHYBaHHIO, 3a3HAUY€HOMY B TIOJOKeHH1 (ctaryTi) mpo Hei. CkopodeHe
HaliMEHYBaHHSI YCTaHOBHM BXKHMBAEThCSA y pa3i, KOJW BOHO odiliiiHO 3adikcoBaHO B
3a3HayeHuX JOKyMeHTax. CKkopodeHe HaWMEHYBaHHS PO3MIIIYEThCS (B AyXKKax a0o
0€3 HUX) HWKYE ITOBHOTO HAWMEHYBAaHHS OKPEMHM PSJIKOM T10 IIEHTPY JOKYMEHTA.

HaiimeHnyBaHHsS CTPYKTYpHOT'O MiAPO3ALTY 00JIaCHOI JIepKaBHOI aaMiHICTpalii
3a3HAYAETHCS Y pasi, KOJIM BiH € aBTOPOM JIOKYMEHTa, 1 PO3MIILY€EThCS HIDKYE
HaliMEHYBaHHsI 00JIaCHO1 Jep>KaBHOI aIMIHICTpaIli.

JI0BiIKOBI 1aHi PO YCTAHOBY

30. JloBigkoBi JaHi mpo oOJAep KaJAMIHICTpalil0 MICTSTh MOIITOBY ajipecy,
HOMepHu TenedoHiB, TenedakciB, aapecy €IEKTPOHHOI MOIITH, aapecy odiliitHOTo
BeO-caiity Tomo. JIOBIIKOBI JaHl pO3MIIIYIOThCA HUXYE HallMEHYyBaHHS
obJiIepKaaAMIHICTpaIlil a00 CTPYKTYPHOTO MiAPO3ILITY.

PekBi3uTn momToBOi ajpecu 3a3HAvYarOThCS B TaKid MOCIIJOBHOCTI: Ha3Ba
BYJIWLI1, HOMEp OyAMHKY, Ha3Ba HACEJICHOTO MYHKTY, 00JIaCTl, MOLITOBUN 1HIEKC.

Ha3Ba Buay 10KymeHTa

31. Has3Ba Buay nokyMmeHTa (pO3MOPSDKEHHs, Haka3, JOMOBIJHA 3amHcKa
TOILI0) 3a3HAYAETHCS Ha OJaHKy Ta MOBMHHA BIAMOBIAATH Ha3BaM, mepeadayeHUM
KV .

Jdara nokymenra

32. Jlatoro mAOKyMeHTa € jnara uoro peectpamii. /Jlata 3a3HadaeTbes
apabcpkuMu 1UdpamMu B OJUH PSJIOK y TaKiil MOCTIIOBHOCTI: YHUCIO, MICSIb, PIK.
Hlata odopmimoetrbest 1MppoBUM abo CcIOBECHO-IU(PPOBUM crocodoMm. Y pasi
oopMieHHST naTh IUGPOBUM CIIOCOOOM YHCIO 1 MICAIb MPOCTABISIOTHCS JTBOMA
napaMu udp, po3AUIEHUMHU KPaIKol; piK - 4oTUpMa udpamu, Kpanka HapUKiHII
He ctaBuThea. Hanpuknazn: 02.12.2017.

VY Tekcrax HOpMATHBHO-TIPABOBHX aKTiB Ta MOCUJIAHHIX Ha HUX 1 JOKYMEHTaX,
0 MICTATh BIAOMOCTI (pIHAHCOBOTO XapakKTepy, 3aCTOCOBYEThCS CJIOBECHO-
1rdpoBUii croci0 3a3Ha4YCHHS J1aT 3 MPOCTABIISHHAM HYJIS B O3HAYCHH1 JTHS MICAIIA,
AKIIO BIH MICTUTH OAHY HUQpy, Hampuknan: 02 rpyans 2017 poky. Jlo3BosseThes
BXKUBAaTH CJ0BO "pik" y ckopoueHoMmy BapiaHTi "p.", Hanpukian: 03 rpynns 2017 p.

SIKII0 TOKYMEHT CKJIaJICHO HE Ha OJIaHKy, /laTa 3a3Ha4aeThCsl HUKYE MiIIUCY
JiBopyd. JlaTta JOKyMeHTa MPOCTaBISETHCS MOCAIOBOI0 0CO00I0, sIKa WOTO MiAMHUCYE
a00 3aTBEPJIKYE.
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OO00B'A3K0BOMY JaTYBAaHHIO 1 MIANUCAHHIO NIAJIATAIOTh yCi CIIyKO00B1 BIAMITKH
Ha JIOKYMEHTax, TMOB's3aHI 3 iX MPOXO/PKCHHSIM Ta BHKOHAHHSAM (pe30JIrollii,
MOTOJ/KEHHSI, Bi3U, BIIMITKA MPO BUKOHAHHS JOKYMEHTA 1 HaIlpaBJICHHS MOro 0
CIIpaBM).

Ha noxymenri, BumanoMmy aBoma abo Oijibllie yCTAaHOBAMHM, 3a3HAYAETHCS OJTHA
JaTa, sika BiJIMOBIIA€ ATl OCTAHHBOTO MIITUCY.

PeecTpauiiinuii iHaeKC J0KYMEHTIB

33. Innpekcallisi TOKYMEHTIB TOJISITA€ y MPUCBOEHHI iM YMOBHHMX TO3HAYEHb -
1HJIEKCIB, SIKI HAJIAI0ThCS IOKYMEHTAaM ITiJT 9ac iX peecTpalii.

[TprcBO€HHST peecTpalliiHOTO 1HIEKCY 3AIMCHIOETHCS B aBTOMATH30BAaHOMY
PEXHMi 3a JOTTOMOTOIO MPOTPAMHO-TEXHIYHHUX 3aC001B.

Peectpaniiinuii iHAEKC CKIAAA€ThCs 3 TOPSAKOBOTO HOMEpa TOKYMEHTa B
MeKax TpyHu JOKYMEHTIB, II0 PEECTPYIOTHCS, SIKUW TOTOBHIOETHCS 1HIIEKCAMHU, IO
3acTOCOBYIOThCSL B Opmecbkiil oOnacHii JepikaBHIM aaMiHICTparii, 30KpeMa
1HJEKCaMH 32 HOMEHKJIATYpOIO CIpaB amapaTy oOJAeprKaaMiHICTpallii, MmocagoBUX
0ci0, AK1 pO3TAAAAIOTH A00 MiAMUCYIOTh JOKYMEHT TOIIO.

JIns BXITHUX JOKYMEHTIB PEECTpaIliiHUM 1HIAEKC CKIATAETHCS 3 MOPSIIKOBOTO
HOMEpa, 1HJIEKCY 3a HOMEHKJATypOIO CIIpaB Ta 1HJEKCY MOCaJ0BOi OCOOH, fKa
po3risagae JoKyMeHT Hampukiaa: 845/01-10/1/1-18, ne 845 - mopsakoBuii HOMeED,
01-10 - im;mekc cmpaBu 3a HOMEHKJIATypor, 1 - 1HAEKC IOcaaoBOi OocoOM, sKa
po3rsiiae AOKyMeHT, 1-18 - iHaeKc KapTKu BXIJHOTO JIOKYMEHTa Ta OCTaHHI Hudpu
POKY y SIKOMY BOHa CTBOPIOBAJach,

VY BUXIIHOTO JOKYMEHTa PEECTPALIMHUNA 1HAEKC PO3MIIIYETHCS Y 3BOPOTHIN
MOCTIJOBHOCTI - 1HJEKC IIOCaoBOi 0COOM, fKa miAmucyBaja abo posrisaana
JOKYMEHT, 1HJEKC 3a HOMEHKJIATYpOIO CIIpaB Ta MOPSAIKOBUNA HOMEp HANMPUKIIAI:
3/02-15/258/2-18, ne 3 - iHaeKC MOCAIOBOI 0COOM, sIKa MiAMKCYyBajda JOKyMeHT, 02-
15 - iHgeKc 3a HOMEHKJIATYporo crpaB, 258 - mopsiAKoBUM HoMmep, 2-18 - iHaekc
KapTKH BHXIJIHOTO JIOKYMEHTa Ta OCTaHHI JB1 HUGPH POKYy Yy SKOMY BOHa
CTBOPIOBAJIACH.

Micie po3TanryBaHHS PEECTPALIMHOTO 1HIEKCY BH3HAYAETHCS (HOPMOIO
OnaHka.

JlJiss HaHeceHHsS PeeCTpalliiHOTO 1HAEKCY 3aCTOCOBYETHCS IITPHUX-KOM Ta/abo
QR-xox y mopsiaky, nepeadadyeHoMy IHCTpyKIli€ro 3 ATIOBOJICTBA B €JIEKTPOHHIM
dbopwmi.

PosnopsipkeHHsT  peecTpyroThCsl  HUISIXOM  TPHCBOEHHS iM  BiJMOBITHUX
1HJIEKCIB: TIOPSAIKOBOTO HOMEpa, BIATIOBIAHUX JIITEP, B MEKAX TPYI Ta POKY BUAAHHS.
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Po3nopsizkeHHs1 pO3NOALISIIOTBCHA HA TPYNIM Ta MAKOTh TaKi iIHIeKCcH:
A - po3nOPSAKEeHHS T0JIOBH 3 OCHOBHOI JisSlJIbHOCTI;

AI' — po3nopsizkeHHs: 3 aJAMiHICTPATHBHO-TOCHOJAPCHKHX MHUTAHb
(mpoBeneHHs 1HBEHTapw3allli, opraHizallis MiJBUINEHHS KBaidikailii, opranizai i
IPOBEJCHHS 3yCTpiueil KepiBHUIITBA, YTBOPEHHS TUMYACOBUX POOOYMX OpraHiB IJis
IPOBEJCHHS TMEBHUX 3ax0/iB ab0 BHUKOHaHHSA poOIT, MPO PO3MOMALT KOUITIB 3a
BUKOHAHHSI JOTOBIPHOi poOOTH, MPHU3HAYEHHS BIAMOBITAIBLHUX OCIO, MPU3HAYCHHS
YeproBux, TOIIO);

K — po3nopsiizkeHHs 3 KAIPOBUX MUTAHb:

-IIPUAHATTS Ha pOoOOTY (MIPU3HAYCHHS HA TTOCAY);
-riepeBe/IeHHsI (MepEeMIIIEHHs) Ha 1HIITY TTocaay (poooTy);
-3BUTbHEHHSI (IPUTTUHEHHS TPYI0BOTO JOTOBOPY);

-3MiHy OiorpadiuyHux AaHUX (TPi3BUIIA, IMEHI TOIIO);
-320X0YCHHS (HArOpOHKEHHS, PEMIIOBaHHS );
-HAKJIaICHHS TUCIUIUTIHAPHOTO CTATHEHHS;
-IPUCBOEHHS PaHT1B;

-HaJIaHHS MaTepialibHOT JIOTTOMOTH;

-HaJlaHHS BIJMYCTOK (11070 JOTJISAY 3a TUTHUHOM, O€3 30epeeHHs 3ap0o0iTHO1
J1aT);

-BIJPSIIPKEHHS TOBTOCTPOKOBI B MEXKaxX YKpaiHU Ta 3a KOPJIOH;

B - po3nopsikeHHs 3 KaAPOBUX NUTAHD
(HamaHHS UIOPIYHUX OIUIAYYBAHUX BIAMYCTOK Ta BIAMYCTOK Yy 3B’SI3KYy 3
HABYaHHSM, KOPOTKOCTPOKOBI BIAPSAJIKEHHS B MEKax YKpaiHu Ta 3a KOPJOH).

Hanpuknan: 888/A-2018, 888/AI'-2018, 1/K-2018, 1/B-2018.
Haka3zu peecTpyroThCS MNIISXOM TIPUCBOEHHS iM  BIAMOBIIHUX 1HJEKCIB:
MOPSIIKOBOTO HOMEPA, BIAMOBIAHOT JIITEPH, B MEXaX TPyII.

Haka3u po3noaiisiloTbCsl HA TPYNH TA MaKOTh TaKi iHIEKCH:
O/l — Haka3 3 OCHOBHOI JislJIbHOCTI ;

AT’ — HaKa3 3 aAMiHICTPATUBHO-TOCIIOAAPCHKUX MUTAHD

(mpoBeieHHsT  1HBEHTapu3allii, oOpraHizailis IMIIBUIICHHS  KBasidikali,
oprasi3aliii 1 MpOBEJICHHS 3yCTpiue KepIBHUIITBA, YTBOPEHHS TUMYACOBUX POOOUUX
OpraHiB sl IPOBEJACHHS MTEBHUX 3aX0/11B a00 BUKOHAHHS POOIT, PO PO3MOALT
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KOIITIB 3a BHMKOHAHHS JOTOBIPHOi pOOOTH, MPU3HAYEHHS BIANOBIIAIBLHUX OCIO,
NpU3HAUYEHHS YePrOBUX, TOIIIO);

K — Haka3 3 KaJiJpoBHX UTAHb
(mpu3HaueHHs,  3BUIbHEHHS, TEPEBEICHHsS, 3a0XOYEHHS,  CTATHEHHS,
IIPUCBOEHHS PAHTIB TOLIO);

B - Haka3 3 KaApOBUX NUTAHb
(HamaHHS BIAMYCTOK, BIPSIKEHHS).

Hanpuxknan: 5-O/1, 5-AT, 5-K, 5-B.

PosnopsipkeHHs, Haka3w HYMEPYIOTBCS y TOPSAKY iX BHUJAHHA Yy MeKax
KaJICHOAPHOTO  POKYy;  PO3MOPSKCHHS, HaKa3W 3  OCHOBHOI  JisTBHOCTI,
aJMIHICTPATUBHO-TOCIIOJAPCHKUX Ta KaJAPOBHX IMUTaHb (OCOOOBOTO CKJIaJly) MaloTh
OKpeMy TOPSAKOBY HyMepaIlito.

Howmep posnopsipkeHHs, Haka3y po3MIIYEThCSl Ha TUTYJIBHOMY apKyIl HUXKYE
Ha3BU JJOKYMEHTA.

IHocuiaHHA HA JOKYMEHT

34. IlocuiianHs y TEKCTi TOKyMEHTa Ha JOKYMEHT, Ha SIKUH JaeThCs BiAIOBIIb
a00 Ha BHKOHAHHS $KOIO IIATOTOBJIEHO IIeW JOKYMEHT, HaBOAUTHCS Yy Takii
MOCTIZOBHOCTI: Ha3Ba BHUAY JOKYMEHTAa, HallMEHYBaHHS YCTaHOBU - aBTOpa
JIOKYMEHTa, JlaTa Ta peecTpaliiiHuil 1HIeKC, KOPOTKUH 3MICT JOKyMeHTa. Y pasi
NOCUJIaHHS ~ HA  3apEeCTPOBAHUNA  HOPMATUBHO-TIPABOBUII  aKT  JOJaTKOBO
3a3HAYalOThCS TaKl peecTpaliiiHl JaHi: JaTa JAep:KaBHOI peecTpallii, HOMEp akTa
3riiHo 3 Jlep>KaBHUM pEeCTpOM HOPMATHBHO-TIPABOBUX aKTiB MIHICTEPCTB Ta IHIINAX
OpraHiB BUKOHABYOI BJIA]IH.

[TocunanHs y TEKCT1 JOKYMEHTa Ha MOPSAKOBI HOMEPU PO3/LIIB, MiIPO3/ILIIB,
rJaB, CTaTed, MYHKTIB Ta IMiIMyHKTIB HOPMAaTUBHO-TIPABOBOTO aKTa pPOOHTHCA
nrdpamu; TOPSAKOBI HOMEPH YACTHH CTaTei, ab3alliB 1 pEYeHb - CJIOBaMH.
[TocunanHs y TEKCTI HOPMATHUBHO-IIPABOBOIO aKTa Ha IEW JOKyMEHT abo ioro
CTPYKTYPH1 OJTMHULI pOOUTHCS 3 BUKOPUCTAHHIM BKa31BHOTO 3aiiMEHHMKA “LIeh”.

MicIiie ckJIajeHH 200 BUIAHHSA

35. BimomocTi mpo Miclie CKJIaaeHHs a00 BUJAHHS 3a3HA4YalOThCsS Ha BCIX
JOKYMEHTaX, KpIM JHUCTIB. 3a3HaueHl BIJOMOCTI O(QOPMIISIOTHCS BIAMOBIIHO [0
aJIMiHICTPaTUBHO-TEPUTOPIATIbHOTO TOAUTY YKpaiHh. SKmio BIZOMOCTI  TpO
reorpadiuHe MiCIE3HAaXO0/PKEHHS BXOATh 1O HaMEHYBaHHS YCTaHOBH, LIEH PEKBI3UT
HE 3a3HAYa€THCA.
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Anpecat

36. JIoOKyMeHTH aApecylOThCS YCTaHOBI1, il CTPYKTypHUM MHiapo3idizaMm abo
KOHKPETHIA TMOcajoBiii 0cobi. Y pasi aapecyBaHHS JOKyMEHTa yCTaHOBI a0o ii
CTPYKTYpPHUM TMiJipo3JiijiaM Oe3 3a3HaueHHs I0CaJoBOi OCOOM X HallMEHyBaHHS
HABOJATHCSA Y HA3UBHOMY BiJIMiHKY, HAIPUKJIAI:

HarmionansHe areHTCTBO 3 MUTaHb AEPKABHOT CITYKOU

SIKIIO0 TOKYMEHT HAJCHIIA€THCS MOCAA0BIN 0c001, HATMEHYBaHHS yCTaHOBHU Ta
il CTPYKTYpHOrO MIiAPO3ALTY HABOASATHCA Y HA3WBHOMY BIIMIHKY, a Iocajga 1
Npi3BHUIIE aapecara - y 1aBalbHOMY, HAPUKIIA/:

Jlep>xaBHa apxiBHa ClIy»x)0a
HavanbHuky ¢iHaHCOBO-€KOHOMIYHOTO YIPAaBIIHHS

Bnacue im's TIPI3BUILE

Y pa3i KoM JIOKYMEHT aJpeCcyeTbCsl KEpiBHMKOBI YCTaHOBM abo0 MHOro
3aCTYMHUKOBI, HAMEHYBaHHS YCTAaHOBH BXOJHUTH JI0 CKJIaly HaiMEHYBaHHS MOCAIH
ajpecara, iK€ HaBOJIMTHCS Y TaBAIBHOMY BiJIMIHKY, HAITPUKJIA];:

["onoBi [lepxaBHOT MUTHOT CITy>K0U

Bnacue im's TIPI3BUILE

SIKII0 TOKYMEHT aJIpecyeThesl KiIbKOM OJHOPITHUM 3a XapaKTepoM MisJIbHOCTI
yCTaHOBaM, 3a3HAYA€ThCS Yy3aralbHEHE HallMEHYBaHHS aJpecariB, y JdaBaJbHOMY
BIIMIHKY, HaIlpUKJIa/I:

PaitonHuM nep>xaBHUM aJMiHICTpaIisiM
JIoKyMEeHT He TOBUHEH MaTu Oulbllle 4OTHPHOX ajapecariB. CioBo "komis"
nepes HalMEHYBaHHSM JPYroro - YETBEPTOTO aJpecaTiB HE CTaBUThCA. Y pasi
HAJICUJIaHHS TOKYMEHTa OUIbIlIe HI’)K YOTUPbOM ajpecaTaM CKJIQJa€ThCs CIHCOK Ha
PO3CHIIKY 13 3a3HAUYCHHSIM Ha KO)KHOMY JJOKYMEHTI1 TIJIbKHM OJTHOTO aJipecara.

PexBizut "Agmpecar" moke BKIIOYATH MOMTOBY anpecy. llopsmok 1 dhopma
3aIKcy BIJOMOCTEH Mpo MOIITOBY aJpecy yCTaHOBU MOBUHHI Bignosinatu [IpaBunam
HAJaHHA T[IOCJIYT TOIITOBOTO 3B'A3KY, 3aTBep/UKeHMM IocTaHoBol0 Kalinety
MinictpiB Ykpainu Big 05 Oepesnss 2009 poxy Ne 270. IloBHa momroBa aapeca
3a3HAYAETHCA Y pa3i HaJCUIIAHHA JJOKYMEHTA Pa30BUM KOPECTIOHACHTaM, HalPUKJIIaI:

MiHicTepcTBO FOCTHIIT

ByJ1. 'oponenwkoro, Oya. 13, m. Kuis, 01001
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VY pa3i HaacuinaHHSA JOKyMeHTa (i3U4HIA 0c001 CIOYaTKy 3a3HAYAEThCA Y
JaBAJIbHOMY BIJIMIHKY BJIacHE 1M'sl Ta IPi3BUIIIE, MOTIM MOIITOBA aJpeca, HAPUKIAI;

Onexkcanapy [ onuapyky
Bys1. Cypukosa, Oyn. 3a, kB. 1, M. Kuis, 03178
VY pa3i HajCWIaHHS TOKyMEHTa OopraHaM 3aKOHOJAaBYOi 1 BUKOHABYOi BIIAJIH,
NOCTIHHUM KOPECTIOHICHTaM iX IMOIITOBA aJipeca Ha JOKYMEHTaX HE 3a3HAYAETHCS.

VY pa3l Koau JOKYMEHT aJpecye€TbCcs KOHKPETHIM 0co01, y JHCTI HHXKYE
aTpuOyTa "agpecar’ MOXe HaBOJUTHCHh OCOOUCTE 3BEPTAHHS y KIMYHOMY BiIMIHKY:

[Tane (mani) Bnacue im's

abo

[Tane (mani) I1pizBuiie

abo

[Tane (mani) mocama abo 3BaHHS
abo

[Tanose

Hanpuknan:

[Tane Onexkciro
[Taui IBaneHkoO

[Tani nupextop
[Tane NONKOBHUKY

VY pasi wHeoOxigHocTi mepen cimoBom "Ilame", "Ilami" aGo "IlanoBe" Moxe
BUKOPUCTOBYBATUCS CJIOB HOBHUIA HOBH HOBHI" BIIIOBIAH
kopucToByBaTucs ciaobo "lllano " "Illanosua" a6o "lllanoBHi" BiANOBIIHO,
HaTIPUKJIAT;

[HIanosHa mani KoBajbchka.
I'pud 3aTBepaxeHHs] JOKYMEHTA

37. JloKkyMeHT MoOXe OyTH 3aTBEpKEHHM pO3NOPSIYUM JOKYMEHTOM
00JlacHOi JIep>KaBHOT aJMIHICTpallii ad0o y BHUIIQJKax, BU3HAYEHUX JTOJATKOM 2,
MOCaJI0BOI0 0c00010 (TTOCaAOBUMHU 0COOaMM), 0 MIOBHOBAYXKEHD SIKOT (SIKUX) HAJICKATh
MUTaHHS, 3a3HAYCHI y TaKOMy JOKyMeHTi. HopMaTuBHO-TIpaBOBi akTH (ITOJOKEHHS,
IHCTPYKIIii, MpaBWiia, MOPSAKH TOLIO) 3aTBEPIKYIOTHCA PO3MOPSIKEHHSIM TOJIOBU
00J1acHOI JIepKaBHOI aIMiHICTpallii.
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JIOKYMEHT, SIKHi HE € MPUMIPHUKOM ab0 KOMI€I JOKyMEHTa, CTBOPEHOTO B
eJIEKTPOHHIN PopMi, MOke OyTH 3aTBEPKEHUI KOHKPETHOIO MOCAI0BOI0 0c00010. Y
TakoMy BUMaAKy Tpud 3aTBep/pPKeHHS ckiamaethes 13 cioBa "3ATBEPJDKYHO",
HaliMEHYBaHHsI TTOCa M, MIJIMKCY, BIACHOTO 1MEHI 1 Mpi3BHUILa 0COOH, SKa 3aTBEpAnIa
JIOKYMEHT, J1aTu 3aTBepkeHHs. Hampuknan:

3ATBEP/IKVYIO

I'omoBa Opeckkoi 00J1aCHOT 1epKaBHOT aMIHICTpaIlii
T IINAC Bunacue IM'st ITPI3BUIIE
12 6epesns 2018 p.

VY pa3l KoM AOKYMEHT 3aTBEPIKYETHCS PO3MOPSIKEHHSIM TOJIOBU, HaKa30M
KepiBHHUKA amapaTy oOJIacHOI Jiep»aBHOI ajMiHICTpallli, Tpud 3aTBEPKCHHS
ckinamaereess 13 cnoBa "3ATBEPJDKEHO", Ha3Bu BuAy [OKyMEHTa, SKUM
3aTBEP/KYETHCS CTBOPEHUIN JOKYMEHT, Y HA3UBHOMY BIIMIHKY 13 3a3HAUEHHSIM HOTO
JIaTu 1 HOMepa.

Hanpuknan:

3ATBEP/IDKEHO

PosnopsiikeHHs ToJI0BU 001aCHOT Iep>KaBHOT
aJMIHICTparlii

Bix 12 Gepesns 2018 poxy Ne 298/A-2018

['pud 3arBep/HKEHHS PO3MILIYETHCS y MPABOMY BEPXHbOMY KYTKY MEpIIOl
CTOPIHKU JOKYMEHTA.

VY pasi 3aTBepJKEHHS JOKYMEHTa KIJIbKOMa TMOCaJ0BUMHU ocobamu rpudu
3aTBEPPKCHHS PO3TAIIOBYIOTHCS Ha OJTHOMY PiBHi.

Pe3ouronin

38. Pe3omtonis € 0CHOBHOIO (pOpMOIO peanizallii ynpaBliHCbKHX JOPYYEeHb y
MCBEMOBI opMi, 10 TIependayae MOCTaHOBKY KOHKPETHOTO 3aB/IaHHsI, BU3HAYCHHS
floro mpeaMeTa, MeTH, CTPOKY Ta BIANOBINANBGHOI 33 BHUKOHAaHHS OCOOH, IO
BUKJIAJICHA Y BUIJISA/II HAIIKCY HA IOKYMEHTI.

Pesomrortist Mmae Taki 00OB'SI3KOBI CKJIQJOBI: TIPI3BUIIE, BIACHE 1M'Sl BUKOHABIIS
(BUKOHABIIIB) Yy JaBaJIbHOMY BIJIMIHKY, 3MICT JOPYYEHHs, CTPOK BHKOHAHHS,
0COOMCTHUH TIAMUC KePIBHUKA, 1aTa.

Sxmo JopydYeHHS HAJAaHO KIUTBKOM IIOCQJIOBHM  0co0aM, TOJOBHUM
BUKOHABIIEM JOKYMEHTa € o0co0a, 3a3HavyeHa IIepIIO, SKiH HAJa€ThCA IPaBO
CKJIMKATH 1HIIIUX BUKOHABIIIB.
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CrtBopeHHs HekOHKpeTHHX ("mpuckoputu", "momimmuTu", "akTuBi3yBaTH",
"3BEpHYTH yBary' TOIIO) 3a 3MICTOM PE30JIIOIIH HE TOMYCKAEThHCA.

Ha pgokymeHTax 13 CTpOKaMHM BHKOHAHHS, SIKI HE MOTPEOYIOTHh JOJATKOBUX
BKa31BOK, Y PE30JIIOLIIT 3a3HAYAIOTHCA BUKOHABELb, MIITUC aBTOPA PE30JIOLIT, AaTa.

Pe3omtoniss mpocTaBisieTbesi 0€3MOCepPeTHBO Ha JOKYMEHTI HUXKYE PEKBIZUTY
"Anpecar" mapajenbHO 0 OCHOBHOTO TEKCTy. SKIIO MiCHs s Pe30JTroIii
HEJIOCTAaTHbO, i1 MOXHA MPOCTABJISITA HAa BUIBHOMY BIJ TEKCTYy MICIIl Yy BEpXHii
YaCTHHI NEPIIOi CTOPIHKU JOKYMEHTA 3 JIUI[bOBOI0 OOKY, ajie He Ha IOJI JOKYMEHTA,
pU3HAYCHOMY JJIS TTiIIMBAHHS.

Koporkuii 3micT 10KyMeHTa

39. 3aroysioBok 10 TEKCTy (KOPOTKHUH 3MICT) JOKYMEHTa IMOBHUHEH MICTUTHU
CTUCIIMHA BUKJIAQA CyTi JOKYMEHTa. 3arojioBOK J0 TEKCTY JOKyMeHTa (KOPOTKHIA
3MmicT), o0csar skoro mnepeBuinye 150 3HaKiB (I'ATh PSJAKIB), JI03BOJISIETHCS
MIPOJIOBXKYBAaTH 0 MEXI1 MpaBoro mosis. Kparnka B KiHIII 3ar0JIOBKa HE CTABUTHCSI.

3aronoBoK (KOPOTKWW 3MICT) BiAMOBiNae Ha mUTaHHSA "mpo mo?", "koro?",
"goro?". Hanpuknaa: Haka3 (mpo 1m10?) npo HaJaHHA BIAMYCTKH; JUCT (Mo 1m1o?) mpo
Oprasizallito Hapaau, IPOTOKOJ (4oro?) 3acilaHHsl aTecTaliiiHOI KOMICIi; mocajoBa
1HCTPYKLIs (KOro?) rojIoBHOTO CIeliaiicTa.

CynpoBiHI JUCTH, JOMOBIIHI Ta CIY>KOOBI 3alMCKH JO3BOJSETHCS CKIIAIaTh
0€e3 3aroyoBKa.

BigmiTka npo KOHTpPoOJIbL

40. BigmiTKa Mpo KOHTPOJIb O3HAYAE, MIO JTOKYMEHT B3SITO Ha KOHTPOJb JJIS
3a0e3MeyeHHs HOro BUKOHAHHS B YCTAHOBJIEHUHN CTPOK.

BigMmiTka mpo KOHTPOJb POOUTHCS HUIIXOM MpocTaBisiHHS jiTepu "K" uwm
cioBa "KoHTposs" (Big pyku a00 3 BUKOPUCTAHHSM IIITaMIIa) Ha JIIBOMY IOJI1 MEePIIOT
CTOPIHKM JIOKYMEHTA Ha PiBHI 3aroJIOBKa JI0 TEKCTY.

Teker 10KyMeHTa

41. TekcT DOKyMEHTa MICTUTh 1HGOpMaIlio, s (GIKCyBaHHS SKOI HOro
cTtBopeHo. [Hdopmallis B TEKCTI JTOKYMEHTa BHKJIAJA€THCS CTHUCIO, TIPAMOTHO,
3p0O3yMiIo Ta 00’ €KTUBHO. JJOKYMEHT HE TOBUHEH MICTUTH MOBTOPIB, a TAKOX CJIB 1
3BOPOTIB, SIKI HE HECYTh 3MICTOBOTO HaBaHTaXeHHs. [lif yac ckiagaHHs JOKYMEHTIB
BXKMBAETHCS AIOBUMA CTHIIb, JIS SIKOTO XapaKTepHUN HEUTpaIbHUN TOH BUKJIAJCHHS,
1o30aByieHUI 00pa3HOCTI Ta EMOIIHHOCTI.

Texct moxymeHTa OGOPMISIETHCS Yy BUTIMSAI CYHIIBHOTO 3B’SI3HOTO TEKCTY,
aHKETH 4u TabmuIl abo MIIIXOM MOEAHAHHS LUX (OpM.
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CyuiibHUN 3B’SI3HUH  TEKCT JOKYMEHTa MICTUTh TpaMaTHYHO 1 JIOTIYHO
y3ro/pkeHy i1HdopMaliio mpo ympaBimiHChKI Aii. Taka gopma BHUKIaIEHHS TEKCTY
JOKYMEHTa BUKOPUCTOBYETHCS MiJI Yac CKJIAJAHHSA IOJIOXEHb, MOPSJAKIB, MPaBUII,
PO3MOPSATIUX TOKYMEHTIB 1 JIUCTIB.

Tekcr, K mpaBWIO, CKIAMAE€TbCA 3 BCTYIIHOI, MOTMBYBAJbHOI Ta 3aKJIHOYHOL
yacTUH. BCTymHa yacTUHa MICTUTH MIACTaBy, OOIPYHTYBaHHA ab0 METy CKJIaJCHHS
JIOKYMEHTa, MOTHBYBaJIbHa - OOIPYHTYBaHHS MO3ULII yCTaHOBH, B 3aKJIIOYHINA -
BHUCHOBKH, MPOMO3HUIIi1, pIILICHHS, TPOXaHHS.

TekcTu CKIagHUX 1 BEJIUKUX 3a 00CATOM JOKYMEHTIB (ITOJIOKEHHS, MpaBuia,
IHCTPYKIIii, OTJISM, 3BITU TOIIO) MOAUISIIOTBCS HA PO3JUIH, MiJAPO3JUIN, MyHKTH,
MIJMYHKTH, K1 HyMEPYIOThCS 32 JIOTIOMOTI'OI0 PUMCBKUX a00 apabchkux mudp 6e3/3
Kpankow ado JYyKKor. A03all MyHKTY Ta MIANYHKTY MOYMHAETHCSA 3 BIJACTYIY BiJ
JIBOTO TOJIA CTOpIHKM 0Oe3 Oyab-sikoi mo3Hauku (medic, kpamka Toio). Koxna
CTPYKTYpHa OAMHUIT HOPMATUBHO-TIPABOBOTO akTa (KpiM ad3airy) BiIOKPEMITIOEThCS
BiJl TIOMIEPEIHBOI TPOIMYCKOM psAKa. Bu3HA4YeHHS TEPMIHIB y HOPMATHBHO-
IPAaBOBOMY aKTi HABOASATHCS B ajipaBITHOMY MOPSJIKY 1 B HA3UBHOMY BIJIMIHKY.

42. ®opma aHKETH BUKOPHUCTOBYETHCS B pa3l BUKJIAACHHS y IMppoBoMy abo
CJIOBECHOMY BHUIJIsi1 1HGoOpMaIli mpo oJAWH OO0'€KT 3a MEBHHUM OOCATOM O3HAK.
[TocriiiHOIO 1H(GOpMAIIIEI0 B aHKETI € y3araJlbHeHI HaWMEHYBaHHS O3HAaK, 3a SIKUMH
MPOBOAUTHCS OMUC 00'€KTA, a 3SMIHHOIO - KOHKPETHI XapaKTEePUCTUKH.

43. Tabnanuna ¢opMa JOKYMEHTa BHUKOPHUCTOBYETHCA B pa3l BHUKIAJEHHS B
mupoBoMy ab0 CIIOBECHOMY BHIJIsAL 1H(pOpMaLii mpo Kidbka 00'€KTIB 3a psAAOM
03HaK. 3aroyIoBKY rpad TaOJIHUII MUITYTHCS 3 BEJIMKOI JITEPH, MM113ar0JI0BKH - 3 MaJIoi
mitepu. Kpanku B KiHIIl 3aroJIOBKIB 1 I1J13ar0JI0BKiB rpad HE CTABIATHCS. 3ar0JIOBKH 1
MiJ3arojOBKM Tpad Ta psjakiB TaOJMWIll MOBUHHI OyTH BHUKIAQJCHI IMEHHUKOM Y
HAa3MBHOMY BIJIMIHKY OJTHMHHU. Y 3arojloBKax 1 MiJ3arojoBKax psJKiB 1 rpad Tabmuil
BXKUBAIOTHCS JIMIIE 3arajbHONPUNUHATI YMOBHI MO3HAUYC€HHS 1 cKopodeHHs. ['padu
Ta0JMII, K1 PO3MILIYIOThCS Ha KUIBKOX CTOpIHKax, HymepyroTbcs. Ha npyriid Ta
HACTYMHUX CTOpIHKaxX TaOJuIll 3a3HAYAIOThCSI HOMEPH Tpad, a TAKOXK Y BEPXHHOMY
IIpaBOMY KYTKY - cioBa "IIponoBxxeHHs qonarka'.

BinmiTka npo HasiBHICTh 101aTKiB

44, ]JlomaTku 10 JAOKYMEHTIB, KpIM JOJATKIB JO CYIPOBIJHUX JIMCTIB,
CKJIQJAIOTHCS 3 METOIO JIOTIOBHEHHS, MOSICHEHHSI OKPEMUX MUTaHb a00 JIOKYMEHTa B
JIOMY.

45. JlonaTku 10 TOKYMEHTIB MOXKYTh OyTH TaKUX BU/IIB:

JOJIaTKH, IO 3aTBEPKYIOTHCS PO3MOPATIMMH JOKYMEHTaMHU (ITOJIOKECHHS,
IHCTPYKIIi1, MpaBuja, TOPSAKH TOIIIO);
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JOJTaTKH, 110 JIOMOBHIOIOTH Ta/a00 MOSICHIOIOTH 3MICT OCHOBHOTO JIOKYMEHTA;
JOAATKU, 10 HAJACUIAIOTHCS 13 CYIIPOBITHUM JIMCTOM.

VY TeKkcTi OCHOBHOTO JIOKyMEHTa POOUTHCS Taka BIAMITKAa IpPO HAsBHICTH
nonatkiB: "mo gomaerscsa”, "3rigHO 3 momatkom", "(momatox 1)", "BiAMOBIMHO O
nonaTka 2" abo "(mmB. momarok 3)".

46. lonaTku 0(OpMITIOIOTECS, K MPABUIIO, HA CTAaHAAPTHUX apKyIIax Mamnepy.
Ha apyriii 1 HacTynHINA CTOpiHKAaX J0jaTKa poOUThCs Taka BiaMiTKa: "IIpom1oBkeHHs
nonatka", "[Ipomosxenns gompatka 1".

Ha ponmatkax 10 mMONOXeHb, MpaBWi, IHCTPYKLIM TOIIO MPOCTABIAETHCS
BIIMITKa Y BEpPXHBOMY IIPABOMY KYTI1 MEPIIOi CTOPIHKH J10/1aTKa, IKa BKIIOYAE HOMED
J0JIaTKa, 3aroJIOBOK HOPMAaTHBHO-TIPABOBOIO aKTa Ta MOCWIAHHS Ha BIAMOBITHY
CTPYKTYpHY OAMHHMIIO. Y pa3l JONOBHEHHS HOPMAaTHBHO-NIPABOBOTO aKTa, SIKHA
HiJIArae Jep>kaBHId peecTparlii, HOBOIO CTPYKTYPHOIO OJUHHIICIO 3 TIOCHUJIAHHSIM Ha
JOJATOK ab0 BHMKIIOUYEHHS 3 TEKCTy HOPMATHBHO-IIPABOBOIO AaKTa CTPYKTYpPHOI
OJIMHMIII, SIKa MICTUTh MOCHWJIAHHS Ha JOJATOK, HyMepallis JOJaTKIB Ta BIAIMOBIIHI
MOCHUJIAaHHS Ha HUX Y TEKCTI HOPMATHUBHO-TIPABOBOTO aKTa 3MiHIOIOThCSI.

CTOpiHKM KOXHOTO JTOAAaTKa MAalOTh CBOIO HyMmeparito. Y KIiHII TiJ TEeKCTOM
JI0/TaTKa MPOCTABJISETHCS PUCKA, 110 CBITYUTH TIPO HOTO 3aKiHYCHHS.

VY pasi HasBHOCTI KiJIbKOX JIOJATKIB HA HUX 3a3HAYAIOThCS MOPSIKOBI HOMEPH,
Hanpukiaa: aogarok 1, momatok 2. 3nak "Ne" mepen nmuppoBUM MO3HAYEHHSM HE
CTaBUTLCH.

Yci nmomatku A0 JTOKYMEHTIB BI3YIOThCSl MPALIBHUKOM, SIKHUA CTBOPHUB
JIOKYMEHT, Ta KEpPIBHUKOM CTPYKTYPHOTO MiIPO3/A1ITY, B SKOMY HOTO CTBOPEHO.

Y KiHII [l TEKCTOM JoJaTKa HOPMAaTUBHO-NPABOBOIO  XapakKTepy
(moJIOKEHHS, 1HCTPYKIii, TMpaBwia, TMOPSAKY TOIIO), SKUWA 3aTBEPKYETHCS
pPO3MOPSIAYUM  IOKYMEHTOM, TPOCTABISIETbCS PHUCKA, IO CBIJYUTH MpPO HOro
3aKiHYEeHHS, a00 MiANUC KepIBHUKA CTPYKTYPHOTO MiApO3/iay 00JIaCHOI JaeprKaBHOI
aJMiHICTpaIlii.

VY pasi KoM AOJATKU HAJACUIIAIOTHCS 13 CYNPOBIAHUM JHCTOM, BIIMITKA MPO
HAsIBHICTb JOAATKIB PO3MIIIYETHCA MICIS TEKCTY JINCTA TEPe] MiANUCOM.

SO0 TOKyMEHT Ma€ J0AaTOK, IMOBHE HAaMEHYBAaHHS SIKOTO HABOJMTHCS B
HOro TEKCTI, BIAMITKA MPO HASBHICTh IILOTO J0JaTKa O(QOPMITIOETHCS 3a TaKOKO
dbopmoto:

Honatok: Ha 7 apK. y 2 NpUM.
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SIKIIO0 OKYMEHT Ma€ JO0JaTKU, TMOBHE HalMEHYBaHHS SKUX Yy TEKCTI He
HABOJAUTHCA, 1X HEOOXIHO MEpeNYyUTH MICIAS TEKCTYy 13 3a3HaYeHHSIM KUIbKOCTI
CTOPIHOK y KOKHOMY JIOJIaTKy Ta KIJILKOCTI X MPUMIPHUKIB, HAITPUKJIIA/;

Jonatku: 1. JloBizika Mpo BUKOHAHHS IJIaHY PO3BaHTAXyBaJbHUX poOIT 32 I
kBaptas 2017 p. Ha 5 apk. B | npum.

2. I'padix pemonTHuX poOiT Ha I kBaptanm 2017 p. Ha 3 apk. B 1
TIPUM.

Sxmo [0 AOKYMEHTa JOJA€ThCS IHIMKA JOKYMEHT, SKHM Ma€ JOJaTKH,
BIIMITKY PO HASIBHICTH 10/1aTKa 0(OPMIISIIOTH 32 TaKOIO (POPMOIO:

Honatok: muct Ykpaepxkapxiy Bia 20 BepecHst 2018 p.

Ne 595/04-12 1 gogaTok 10 HBOTO,
Bcboro Ha 20 apk. B 1 npum.

47. Y pasi KOJU JOKYMEHT MICTUTh Olblle JNECATH JOJATKIB, CKIAAAEThCS
OTIHC 13 3a3HAYEHHSM Y JOKYMEHT1 TaKOi BIIMITKHU:

JlomaTok: 3rifiHO 3 ONMCOM Ha 3 apK.

SIKIIO0 MOAAaTOK HAJACHIAETHCS HE 3a BCiMa 3a3HAYEHWMH B JOKYMEHTI
aJpecaMu, BIIMITKA PO HASBHICTH JIoAaTKa O(POPMITIOETHCS 32 TAKOK (POPMOIO:

JonaTok: Ha 5 apk. y 2 IpUM. Ha Mepury ajpecy.
IMignuc

48. TlocamoBi ocoOu MIAMUCYIOTh JTOKYMEHTH B MeEXaX CBOIX MOBHOBa)KCHb,
BU3HAYCHUX aKTaMH 3aKOHOJABCTBA, IHIIMMH HOPMATHBHO-TIPABOBUMHU aKTaMH
BIIMOBIAHO A0 [HCTpyKIii 3 aimoBoacTBa. [lopsok mianucanHs JOKYMEHTIB 1HIITMMHU
ocobaMM B pasl BIACYTHOCTI TOJIOBH OOJIaCHOI Jep)KaBHOI aaMiHICTpalii Ta
0Ca0BUX OCI0, AK1 YITOBHOBaXXEHI 1X MiANMKMCYBAaTH, BUZHAYAETHCA PO3MNOPSIKEHHAM
TOJIOBH 00JIaCHOT JIep>KaBHO1 aJIMiHICTpaIlii.

49. Tligmuc cKiIamaeTbcsl 3 HaMMEHYBaHHS IOCaJd OCOOM, SKa TMiJMHUCYE
JTOKYMEHT (ITOBHOTO - B pa3i, KOJM JOKYMEHT HAJPYKOBaHHH He Ha OJaHKY,
CKOpPOYEHOTO - B pa3l, KOJM JOKYMEHT HaJ[pyKOBaHHM Ha OJIaHKY), OCOOHCTOTO
MIJMNUCY, BIACHOTO 1MEHI 1 MP13BUILA, HAPUKIIA;

["'omoBa OnecbKkoi 001acHOT [Tigmmc Bmacne iM's ITPI3BUIE
JepKaBHOI aMIHICTpallii

abo

['osnoBa [Tigmmc Bmacne iM's ITPI3BUIIE
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50. V pa3i HagcuinaHHA JOKYMEHTa B IarepoBiil Gpopmi 0AHOYACHO KIJTBKOM
yCTaHOBaM MIANUCYETHCS TUIBKH OPUTIHAJ, SIKUH 3aJHUIIAETHCS y CIpaBl yCTaHOBH -
aBTOpa TaKOro JOKyMEHTa, a Ha Micls po3cuiaroTbes 3acBigueHi Ciyx0010
JIOBOACTBA HOTO KOMIi.

51. JIokyMeHTH HIAMHUCYIOTHCS, SIK PABHIIO, OJIHIEIO MOCAI0BOI0 0CO00010, a y
pa3i, KOJIM 3a 3MICT JOKyMEHTa HECyTh BIANOBIJAJIbHICTh KiUIbKa 0Ci0 (aKTH,
(GiHAHCOBI JOKYMEHTH TOLIO), - JBOMa abo Ouiblle mocanoBuMu ocobamu. Ilpu
OMY MIJAMNUCU TMOCAJAOBUX OCIO PO3MIIIYIOTHCS OAMH TMiJ OJHHUM BIATMOBIIHO O
HiaIOpsSIKOBaHOCTI 0ci0. Hampukma:

Jupektop [Tigmuc Binacne iM's ITIPI3BUIIE
["onmoBHUI Oyxranrep [Tigmuc Binacne iM's ITIPI3BUIIE

52. VYV pa3l mianucaHHS CHUIBHOTO JOKYMEHTa KUIbKOMa ocoOamu, SKi
3aliMalOTh OJHAKOBl MOCAaW, iX WIAMHCH PO3MILIYIOTbCS Ha OJHOMY pIBHI 1
CKPIIUTIOIOTHCS TIeYaTKaMH YCTaHOB, HAIPUKJIIA:

I'onoBa Onecpkoi 001acHO1 I'omoBa Onecwkoi 001acHOT pau
JepKaBHOI aMIHICTpallii

MIITHAC Bnacue im's IIPI3BUILE mignuc Bnacue im's ITIPI3BUIIE
B1IOUTOK TepOOBOi MeUaTKH B1IOUTOK repOOBOT NEYaTKH

JIOKyMEeHTH KOJeriajJbHUX OpraHiB MiJMUCYIOTh TOJI0OBA KOJET1albHOTO OpPraHy
1 CeKpeTap, HaPUKIAI:

["'onoBa xomicii [Tigmuc Bnacue im's IIPI3BUILE

Cekperap KoMicii [Tigmuc Bnacue iM'st [IPI3BUIIE

53. V pasi BiICYTHOCTI TTOCaA0BOI 0COOM, HaiMEHYBaHHS IOCAH, MPI3BHUIIE,
BJIACHE 1M'sl AKO1 3a3HAY€HO Ha MPOEKTI JIOKYMEHTa, WOro MiANUCYye 0coba, IO
BUKOHYE 11 000B'sI3kM, a00 ii 3aCTyNMHUK. Y TakoMy pa3l 00OB'A3KOBO 3a3HAYAIOThCS
dbakTHyHA TOcaja, BIAacHE 1M's 1 Mpi3BHUIE OCOOM, sSKa Mifnucaia JTOKYMEHT, MpH
bOMY BHIIPABJIEHHA BHOCUTh PYKOIMCHUM CHOCOOOM o0co0a, sKa MIIIUCYE
TOKyMeHT. He momyckaeThes i 9ac MmiAMuCcaHHs JTOKYMEHTa CTaBUTH NMPUHMEHHHUK
"3a" uym mpaBoOIYHY MOXMJYy PHUCKY Iepel HalMeHyBaHHSIM mocaau. Y pasi
3aMIIICHHS KEpIBHUKA 32 PO3MOPSHKCHHSAM (HaKa30M) J0 HaWMEHYBaHHS IOCAIH
JnomaroThes cumBoau "'B. o.".
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54. ®akcuMinbHE BIATBOPEHHS MIAMKUCY MOCaI0BOI 0COOM Ha JOKYMEHTax He
JIOITyCKA€ETHCSL.

55. ¥V pasi cTBOpeHHsI 00J1aCHOIO JEP KaBHOKO aJMIHICTPAIIEI0 JOKYMEHTa Y
narnepoBiii ¢opmi 3a HAABHOCTI JJI IIbOrO OOIPYHTOBAHMX IMJACTaB I iX
HajcuiaHHs yctaHoBaMm Ciy>k0010 J1IOBOJICTBA CTBOPIOETHCS B YCTAHOBJICHOMY
MOPSZKY €JIEKTPOHHA KOIIisl MarnepoBOro OPHUTriHATY BiJIMOBIAHOTO JOKYMEHTA, SKa
HAJICUJIAETHCS aJipecaTtaM yepe3 CUCTEMY €JIEKTPOHHOI B3aEMO/III.

Bizu Ta rpud¢ noromxeHHs 15 JOKYMEHTIB,
10 CTBOPIOIOTHCH Yy naneposiii popmi

56. IloromxeHHs AOKyMEHTa B pa3l MOTpeOM MOXKe 3AIMCHIOBATHCS K B
oOnacHiil nepkaBHIM agMmiHicTpauii (BHYTpIIIHE), Tak 1 3a il MeXaMu I1HIIUMU
3alHTEPECOBAHUMH yCTAaHOBAaMH (30BHIIIHE).

57. BHyTpilIHE TOTOMKEHHS  JOKYMEHTa  O(QOPMIIIOEThCA  IUISIXOM
MpPOCTaBJsIHHS Bi3W. Biza Bkitodae 0ocoOMCTHI MiAMuUC, BiacHE iM'S 1 TPI3BHUIIE
ocoOM, sika BI3ye JOKYMEHT, JaTy BI3yBaHHS 13 3a3HAUCHHSIM Yy pasl MoTpedou
HaliMEHYBaHHSI MOCAJIN I1€1 0OCOOMU.

58. Bi3a npocTaBiseThCs Ha IMIBOBOMY a00 B pa3i, KOJIM MiCLiS Ha JTUIILOBOMY
OO0Ill OCTaHHBOTO apKyIlla HEJOCTATHHO, Ha 3BOPOTHOMY OOIll OCTAaHHBOI'O apKyIla
MPOEKTYy JOKYMEHTAa. Bi3W MpOCTaBISIOTBCS Ha TAaNepoOBHX MPUMIPHUKAX
JIOKYMEHTIB, III0 CTBOPIOIOTBCS B pa3l HAABHOCTI MIJACTaB, SKI BHU3HAIOTHCSA
OOTpYHTOBaHMMH JIJI1 CTBOPEHHS  OOJIACHOIO  JIEP)KaBHOIO  aJIMIHICTPAIII€r0
JOKYMEHTIB y TamnepoBii ¢opmi, Ta 3aluIIalOThCd B OOJIacHIM JepkaBHIN
aJMiHICTpaIlii.

59. 3ayBakeHHA 1 IPOMO3UIIT A0 NPOEKTYy JOKYMEHTa BHUKIAIAIOTHCS Ha
OKpPEMOMY apKyIili, Mo 110 Ha MPOEKTI pOOUTHCS BIAMOBIAHA BIAMITKA:

HavanpHuk ynpaBiiHHS A1I0BOJICTBA Ta KOHTPOITIO

Jlata i ammc Bnacne im’s [TPI3BUILE

3ayBaXk€HHsI 1 IPOIO3UIIT JOAAIOThCS.

60. Ilopsmox Bi3yBaHHsA BHU3HAYA€ThCs I[HCTPYKI€EO 3 JIIOBOJICTBA B
CJICKTPOHHIN popmi.

61. 3a 3MicT OKyMEHTa, SKUI BI3yeThCS KUIbKOMa 0C00aMM, Taki 0COOH
BIJIIIOBIIAI0Th 3T1THO 3 KOMIIETEHIIETO.
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62. 30BHIIIHE TOTO/KEHHS MPOEKTIB JOKYMEHTIB, CTBOPEHHUX Yy IAarepoBiii
dbopmi, 0hOpMITAETHCS NUISIXOM TPOCTABISHHA HAa HUX Tpuda MOTOKEHHS, SKUN
Bkitouae B cebe cioBo "IIOI'OJIPKEHO", nHaliMeHyBaHHsA TMOcaad oOcCoOM Ta
YCTaHOBH, 3 SIKOIO MOTOJIKY€ETHCS MPOEKT JOKYMEHTa, OCOOMCTUH MiANUC MOCAT0BOI
0co0u, CKpIMIEHU repOOBOI0 MEYaTKO, BiacHe 1M's, MpI3BUILE 1 1aTy abo Ha3By
JOKYMEHTA, 1110 MIATBEPIXKYE MOTOJKEHHS, Horo aary 1 Homep (1HAEKC), HanpHUKIal:
I[TOI'O/PKEHO
MinicTp rocTuiii
T ITHC Bnacue im's I[TPI3BUIIE

ata

[MTOT'OI>XKEHO

[TpoTokon 3acimaHHs
eKCIIEPTHO-TIEPEBIPHOT
Kowmicii Jlep>kaBHOTO apxiBy
Opnecbkoi obnacti

JlaTa No

63. I'pud moromxeHHs CTaBUTHCS HIDKYE MIANUCY HA OCTAaHHINA CTOpIHII
IPOEKTY TOKyMEHTA.

64. YV pa3i KoM 3MICT JIOKYMEHTa CTOCYEThCSA OUIbIIE HI)K TPbOX YCTaHOB,
CKJIaJIA€ThCS apKYIIl MOTOJKEHHS, MPO 10 POOUTHCS BIJIMITKA B JJOKYMEHTI Ha MiCIll
rpuda MoroKEHHS, HAIPUKIIAT;:

ApKylI NOro/I)KEHHS JOIA€ThCS.

65. Apkym moro/pKeHHs 0 OPMITIOEThCS Ha JIMIIbOBOMY Ta B pa3l moTtpedu
3BOPOTHOMY OOII1 OJTHOTO apKyIiia 3a Takor (hOPMOIO:

APKYUI ITOI'OAXXKEHHA
Ha3zBa mpoekTy nokymeHTa
HaitmenyBanHs nocaau [Tigmuc Bnacue iM'st [IPI3BUIIE

ata
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66. 30BHIIIHE TOTOJKEHHS y pa3l MOTpeOH, BU3HAYEHOI 3aKOHOJABCTBOM,
3MIACHIOETBCS B TaKiil MOCIIJOBHOCTI: YCTAaHOBM OJHAKOBOTO pIBHS Ta 1HIII
YCTaHOBH; TPOMAJIChKI OpraHizallii; opratu, siKi 3J1MCHIOIOTh P KaBHUN KOHTPOJIb B
neBHiM cepi; yCTaHOBU BUILIOTO PIBHSL.

BindouToxk meyarku

67. Ha nokymeHTax, 110 3acBiAUyIOTh NpaBa rPOMaJIsH 1 IOPUANYHUX OCIO, Ha
AKUX (QIKCYEThCS (PaKT BUTpadaHHs KOIITIB 1 TPOBEJEHHS OIepalliil 3 MaTepialbHUMU
IIHHOCTSIMH, TIJMUC TOCaa0BOI (BIAMOBIIAIBHOI) OCOOM CKPIILIIOETHCS T'epOOBOIO
MeyaTKor 00JIaCHOT JIepKaBHOI aIMIHICTpaIlii.

[lepenik 1HIIMX AOKYMEHTIB, MIJMUCH HA SKUX HEOOXITHO CKPIIUIIOBATH
repOOBOI0 TIEYATKOI, BH3HAYAETHCSA OOJIACHOIO JEP)KABHOIO aaMIHICTpali€l0 Ha
MiJCTaBl HOPMATHUBHO-TIPABOBUX AaKTIB Ta MPUMIPHOTO TMEPENiKy JTOKYMEHTIB,
HIIMKACH HA AKUX CKPIIUTIOIOTHCS FepOOBOIO MeYaTKoro (101aToK 3).

68. BinbuTok meyaTKM, Ha SKiM 3a3HauY€HO HaWMEHyYBaHHS OOJACHOI
JepKaBHOI aaMiHicTpallii abo ii CTpyKTypHOro miapo3ainy (6e3 300paxkeHHs repoa) y
pasi moTpedu CTAaBUThCS HAa KOMIAX JOKYMEHTIB Ta Ha PO3MHOXEHUX MPUMIpHUKaX
PO3MOPSATINX TOKYMEHTIB.

BinOuTOK meyaTku CTaBUThCS TAaKUM YHHOM, II00 BIH OXOILJIIOBAB OCTaHHI
KUTbKA JIITEp HalMEHyBaHHS MIOCaIu 0COOH, sKa MiANKcana JOKyMEHT, ajie He MiANHC
1ocajoBoi ocodu, a0 Ha OKPEMO BUJIICHOMY ISl ITLOTO MicIli 3 BigmiTkoro "MII".

69. PosmopskeHHSM — TOJIOBHM — 00JacHOI  JIep)KaBHOi  ajaMiHIicTparii
BU3HAYAETHCS TOPSAOK BUKOPHUCTaHHS, Micie 30epiraHHs repOOBOi mMeyaTKd 1
nmocajioBa ocoba, BiJMOBiIadbHA 3a ii 30epiraHHs, a TaKOX MEpesiKk 0oci0, miamucH
SIKUX CKPITUTIOIOTHCSI TepOOBOIO MEYATKOIO.

BigmiTka npo 3acBigueHHs manepoBUX KOMiil JOKYMEHTIB

70. ObnacHa aepaBHa aJMIHICTpAIlisi MOXKE 3acCBIIUyBaTH KOIIi JUIIE THUX
JIOKYMEHTIB, 1110 CTBOPIOIOTHCS B HIiM, KPIM BHIIQJKIB CTBOPEHHS MAlepoOBUX KOMiii
eJICKTPOHHUX JOKYMEHTIB, L0 HAIIWIUIM 10 OOJaepKaaMIHICTpalLlli yepe3 CUCTEMY
€JICKTPOHHOI B3a€EMOJIIi OpraHiB BHKOHABYOl BJaAM (Zajl - cUCTeMa B3aeMOjii), a
TaKOX y BUMNAaJKaX, Iepe0auyeHuX UM yHKTOM.

VY pasi miAroToBKU JOKYMEHTIB JUIsl HQJaHHS OpraHaM CyJIOBOi BJIaIyl MiJ] 4ac
BUPILICHHS NMUTaHb LI0JI0 MPUUHATTSA TPOMAISIH HAa POOOTY, HABUAHHS, 3aCBIIUCHHS
iX TpyIOBUX, XHUTJIOBUX Ta IHIIMX TpPaB y B3AaEMOBIIHOCHMHAX 3 O0OJACHOIO
JIEp’KaBHOIO aJIMIHICTpaIli€lo, a TakoX IMiJ 4ac (opMyBaHHS OCOOOBUX CIIPaB
MPaIliBHUKIB 00JIIep KaMIHICTpAIlisi MOKE BUTOTOBIIATH KOTIi IOKYMEHTIB, BUIAHUX
IHIIMMH YCTaHOBaMU (KOMi1 IUIIJIOMIB, CBIJIOLTB MPO O KaHHS OCBITH TOLIO).
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Binmitka "Komis" mpocTaBisieThCsl Y BEPXHbOMY MpPaBOMY KYTKY MEpIIOl
CTOPIHKU MANEpOBOTO TOKYMEHTA.

71. Hanuc npo 3acBilu€HHs MarepoBOi KOMii IOKYMEHTa y TarepoBiil hopmi
CKJIaJIa€ThCs 13 ciiB "3rigHO 3 OpuriHajgoMm", HaMEHYBaHHS I0CaJHd, OCOOUCTOrO
miAnucy ocoOu, sKa 3acBiIUy€ KOMIKO, BJIACHOTO IMEHI Ta TMpi3BHUINA, JaTH
3aCBIIYEHHS] KOMIi Ta MPOCTaBISEThCS HUXKYE PEKBI3UTYy aokymeHta "[limmuc",
HaAIpPUKIIA;

3r1JIHO 3 OPUTIHAJIOM

[TpoBigHuUit cneriamicTt TITUC Bnacue im’s [TPI3BUIIE
BIJIIUTY OpTaHi3allii 1iJI0BOJCTBa

Jlara

VY BuUmagkax HaJCWIAHHA KOMiM JOKYMEHTIB uYepe3 CHUCTEMY €JIEKTPOHHOI
B3a€MO/I1, HAJICUIAHHA KOMIM JTOKyMEHTIB KUJIBKOM ajpecaTam (pO3CHIKA), 1HIIUX
BUTIAJKaX, TepeadadyeHnX I[HCTPyKIi€ro 3 [IJOBOJCTBA, 3aCBiMYCHHS MaNepOBUX
KOITM JTOKyMeHTa y manepoBiit (hopMi 3M1MCHIOIOTH 3T1IHO 3 BUMOraMu [HCTpyKIii 3
JIIJIOBOJICTBA B €JICKTPOHHIN (DopMi.

/2. Hamuc mpo 3acBiTYeHHS NamnepoBOi KOMii CKPIIUTIOETHCS TEYaTKOIO 13
3a3HaUCHHSAM Ha HiM HaliMeHyBaHHS Onecbkoi 00JacHOI JIep)KaBHOI aaMiHICTparii
abo MmeyaTKow CTpPYKTypHOro miapo3airy (CmykOM IIJI0BOACTBA, CIYXOU KaipiB,
OyxranTepii To1o) ooIIepKaaAMIHICTpaIIii.

73. Ha xomisiX JOKYMEHTIB Yy TarepoBiii Gopmi, MOA0 SKUX 3AIHCHIOETHCS
BUIMKa, 3a3HAYA€ThCSd HAMMEHYyBaHHS IOCaayd OCOOM, sKa 3acBiaumiia KOTMio, i
ocoOMCTHH Tianuc, AaTa 3acBi4eHHs Ta B1AOUTOK medaTku Ciy»Ou J1JI0BOJICTBA,
HaIPUKIA:

3T1IHO 3 OPUTIHAJIOM

[TpoBigHuil ciemiamicT BiAILTY M1IHIC Bnacue im’s [TPI3BULLE
B1IOUTOK MEYaTKU CITy>KOU J1JIOBOJICTBA
JlaTta
74. Ha xomifx BUXITHUX JOKYMEHTIB, M0 3aJHINAIOTBCA Yy CIpaBax

obnaep>kaaMiHicTpallii, MOBUHHI OyTH BI3M TIOCAIOBUX O0CIO, 3 SKUMH BOHH
MOTO/XKEHI, BIATMOBITHO 0 BUMOT [HCTPyKIIii 3 T1JIOBOJICTRA.

75. Komist jokymMeHTa IMOBHMHHA BIJIMOBIAaTH OPUTIHAITY.
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BinmiTka npo cTBOpeHHs1, BAKOHAHHS JOKYMEHTA

76. BimomocTi mpo mpalliBHHKA, SKAW CTBOPHUB JTOKYMEHT, O(POPMIISIOTH Y
HIDKHBOMY JIIBOMY KYTi Ha JIMIIBOBOMY OOIll OCTaHHBOTO apKyllla IarnepoBOrO
JOKYMEHTa Ta CKJIAJaloThCsA 3 TaKUX EJIEMEHTIB: Mpi3BHUINA 1 BIACHOTO i1MEHi,
CIIy)k00BOT0 HOMEpa TeneoHy Ta/abo aapecu CiIy)OO0BOi EIEKTPOHHOI MOIITH,
HaAMTPUKJIIA;

®denopuyk Bacunb 044 123 45 67, Fedorchuk@e.gov.ua

Y BHYTpIIIHIX JOKYMEHTaxX JOMYCTHMO 3a3HAuaTH JIAIIE TIPi3BHUIIE
IpaliBHUKA, SIKHH CTBOPUB JOKYMEHT, HOMEp Horo ciayx06oBoro tenedoHy Ta/abo
azpecy ciy00BO1 €JICKTPOHHOT IOIITH, HATTPHUKIIA/:

denopuyk 044 123 45 67, Fedorchuk@e.gov.ua

JlonycTuMo uepe3 KOMY 3a3HauaTh KilbKa HOMEpPiB TeiaedOoHIB, 3a SKUMH
MOJKHA 3B’sI3aTHCS 3 MPAI[iIBHUKOM, SIKHH CTBOPUB JOKYMEHT, HAlTPUKIAI;

®denopuyk Bacuns 044 123 45 67, 765 43 21, 095 789 66 14.

77. Tlicns 3aBepiiieHHS pOOOTH 3 JOKYMEHTOM MPOCTABIISETHCSA BIIMITKA PO
fioro BUKOHaHHS. BimMiTka Mpo BUKOHAHHS JJOKYMEHTa CBIIYUTH PO T€, 0 poOOTY
HaJl JJOKYMEHTOM 3aBEpIICHO 1 HOT0 MOXKHA JIOJIYYUTH JI0 CHpaBu. BingmiTka Moxe
mictuTH ciosa "Jlo cnpaBu", HOMep crpaBu, MOCWIAHHA Ha JaTy 1 peecTpaliiiHuii
1HJIEKC IOKYMEHTA, KM 3aCBIIUy€e HOro BUKOHAHHS, HAMMEHYBaHHS TTOCA/IH, ITiIITHAC
1 maty. SIKIo MTOKyMEHT He MOoTpedye MUChbMOBOI BIAIOBII, 3a3HAYAIOTHCS KOPOTKI
BIJIOMOCT1 Tpo BUKOHaHHS. [liAmucC 1 gaTy BIAMITKH MPOCTABIISE MPAIlIBHUK, SKHMA
CTBOPHB JOKYMEHT, a00 KEPIBHUK CTPYKTYPHOTO MiIpO3ALTYy. 3a3HAUYEHUN PEKBI3HUT
IPOCTABJSIETbCA BiA PYKH B JIBOMY KYTKY HHKHBOTO TMOJSI TEPLIOi CTOPIHKH,

HaIPUKJIA;

Ho copasu Ne 03-10 o copasu Ne 05-19

A0o

Jlucr-Biamosias Big 20.05.2018 [lutaHHS BHpIMIEHO TO3UTHBHO

Ne 3802/26/2-18 MiJ gac TeneOHHOI PO3MOBH

20.05.2018
ITocana Ilinnuc  Bnacue im’s IIPI3BUILE  mocana manuc BaacHe 1M’d
[TPI3BUIIE

21.05.2018 21.05.2018
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78. BigMmiTka Tpo  HAAXOHKEHHS  MAlepoBOrO  JOKYMEHTa  JIO
obaep>kaaMiHicTpallli MPOCTABISETbCS BiA Pyku abo 3a JOMOMOTOI0 IITamria,
aBTOMaTUYHOIO0 HyMepaTopa UM IITPUX-KOAY Ha JMIILOBOMY IOJII B IPABOMY KYTKY
HUKHBOTO MOJISl MEPUIOTo apKylla OpUTiHAY JOKyMeHTa. EneMeHnTaMu 3a3HaueHoro
PEKBI3UTY € CKOpPOUCHE HalMEHYBaHHS OOJIJIepKaaMIHICTpallli - oJep)KyBaua
JIOKyMEHTa, peecTpaliiHuid 1HAEKC, aarta (y pa3i moTpedu ToAuHa 1 XBUIIMHH)
HAJXO/HKCHHS JIOKYMCHTA.

SO KOpPECTOHACHITISI HE PO3KPUBAETHCS BIAMOBITHO 0 MyHKTY 148 1riel
[HCTpyKIIii, BIAMITKA PO HAIXOHKEHHS JOKYMEHTa MPOCTABISETHCS HA KOHBEPTAX
(maKyBaHHSX).

VY pa3i HaaXomKeHHs 30pOoIIypOBaHUX JIOKYMEHTIB pa3oM 13 CYIPOBIIHUM
JIMCTOM B1IMITKa CTaBUTHCS HA CYIPOBITHOMY JIUCTI.

3anuc npo aep:xkaBHy peecTpauiro

79. 3anuc npo Jep)kaBHY PEECTPAIlil0 POOUTHCS 11010 HOPMATHUBHO-TIPABOBUX
aKTiB YCTaHOB, BKIIOUEHUX N0 E€IUHOTO JEp)KABHOTO PEECTPY HOPMATHUBHO-
paBoBUX akTiB. Jlo po3nopskeHsb (HaKa3iB) HOPMATUBHO-TIPABOBOTO XapaKTepy He
BKJIIOYAIOTBCSA CTPYKTYPHI OJIMHMIN, SKMMH 3aTBEP/KYIOThCS, 3MIHIOIOTHCS a0o0
BU3HAIOTHCS] TAKUMHU, 10 BTPATHIIM YUHHICTh, JOKYMEHTH, SIK1 JIep>KaBHIN peecTparii
HE MiJJIATal0Th, KPIM PO3MOPSHKEHb (HaKa3iB) MPO 3aTBEpKeHHs (hOPM 3BITHOCTI Ta
THCTPYKLINA 100 iX 3aIIOBHEHHS.

VY pa3i momgaHHS HOPMAaTHBHO-TIPABOBOTO aKTa Ha JCpPXKABHY PEECTpaIliio B
CJICKTPOHHINA (PopMmi 3amuc Npo JAepKaBHY PEECTPAIlil0 BHOCUTHCS JI0 PEECTpaIliiHO-
MOHITOPHUHTOBOT KapTKH, Ta MOXKE y pa3l MoTpedu OyTHu Bizyasi3oBaHUN 3acobamu
CHUCTEMH €JICKTPOHHOTO JIJI0OBOJICTBA ITiJ1 Yac Bi3yai3allii JOKyMEHTA.

CxyaieHHs1 1esIKMX BH/AIB IOKYMEHTIB
Po3nopsiixenns (Haka3u)

80. PosmopsykeHHs (HaKa3uw) BHAAIOTBCA K PIIICHHS OpraHizaliiHo-
PO3MOPSAYOTO Y HOPMATHUBHO-TIPABOBOI'O XapaKkTepy. 3a 3MICTOM YIPaBIIHCHKOT il
PO3MOPSIIKEHHS (HaKa3W) BUAAIOTHCSA 3 OCHOBHOI MiSUTBHOCTI OOJACHOI JepKaBHOT
aJMiHICTpallii, 3 KaJApOBUX MUTaHb (0COOOBOrO CKiIamy) abo aaMiHICTPaTHUBHO-
rOCIOIAPCHKUX MMUTAHb.

81. [Ilpoektn  pos3mopsykeHb  (Haka3iB) 3  OCHOBHOI  JISTIBHOCTI,
aJIMiHICTPaTUBHO-TOCIOIAPCHKUX MHUTaHb TOTYIOTHCS 1 TMOJAIOTHCS CTPYKTYpPHUMH
MIPO3aIJIaMA 32 JIOPYUYCHHSIM TOJIOBHM O0JacHOi JIepKaBHOI aJMIHICTpallii 4u 3a
BJIACHOIO 1HII1aTUBOIO.
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SIKII0 1HILNIATOPOM MIATOTOBKH PO3MOPSAAYOrO JOKYMEHTa € CTPYKTYpHHH
MiIPO3AUJI, TO HEOOXIMHICTh HOTO BHJAHHSI TOBMHHA OyTH OOIpyHTOBaHA B
JIOTIOBITHIM 3amnuciii. PilieHHs KepiBHUKA BUPAXKAETHCS PE3OJIIOIIIETO.

[IpoekT po3mopskeHb (Hakas3iB) 3 KaJpOBUX MHUTaHb (OCOOOBOTO CKJIATY)
(mpo MpUMHATTA Ha PoOOTY, 3BUIbHEHHS, HaJlaHHS BIAMYCTKU, BIAPSAHKEHHS TOIIO)
roTye  KaapoBa  CiIyx0a Ha  TIACTaBl  pimieHb  (BKa3iBOK)  TOJIOBH
oOmnep kaaMiHICTpalii OpraHizaluiiHO-pO3NOPSAIIOr0 YU HOPMATHUBHO-IIPABOBOTO
XapakTepy, TOMOBIIHUX 3aMUCOK KEPIBHUKIB CTPYKTYPHUX MIAPO3ALIIB, KOHKYPCHUX
JOKYMEHTIB (IIPOTOKOJIIB Ta pillleHb KOHKYPCHOI 4YHM 1HIIOI KOMICIii), 3asB
MpaIliBHUKIB, TPYJAOBUX JOTOBOPIB Ta IHIIMX JOKYMEHTIB.

82. Ilpoektn  pos3mopsypkeHb  (Haka3iB) 3  OCHOBHOI  JISTTBHOCTI,
aJMIHICTPATUBHO-TOCIIOJAPCHKUX MUTaHb y pa3i iX MIATOTOBKH Yy TanepoBiil Gopmi
Ta JOAATKHU 10 HUX Bi3YIOTHCS MPAIliBHUKOM, SIKHH CTBOPUB JOKYMEHT, KEPIBHUKOM
CTPYKTYPHOTO MiAPO3/iTy, B SKOMY HOTO CTBOPEHO, TMOCAJOBUMH OCOOaMH, SKi
BU3HAYCHI y TPOEKTI JOKYMEHTA SK BUKOHABIIl 3aB/laHb, 110 MICTITHCS B HBOMY,
KEpPIBHUKOM CIyXOU JIJIOBOJICTBA, PEAAKTOPOM, KEPIBHUKOM ab00 TMOCaZ0BOIO
0CO0010 CTPYKTYPHOTO TIiAPO3/IIY 3 MUTaHb 3ar00ITaHHs Ta BHUSBICHHS KOPYIIIIii,
THITUMU TIOCAIOBUMH 0CO0AMH, IKUX CTOCYEThCS TOKYMEHT.

[IpoekT po3mopskeHb (Hakas3iB) 3 KaJpOBUX MHUTaHb (OCOOOBOTO CKJIATY)
BI3YIOTBCS TMPAIliBHUKOM KaJpPOBOi CITy’)KOM, SKH CTBOPHB JOKYMEHT, Ta MOTO
KEpIBHUKOM, a TaKOX 3aJle)KHO BIJI BHJIB Haka3iB IMOCAJO0BUMH 0coOaMu
CTPYKTYPHOTO MIAPO3MITy 3 THUTAaHb 3amo0iraHHS Ta BUSBICHHS KOPYIIIIii,
Oyxraiarepcpkoi CiIy:kOM, IHIIMMH TOCAJOBUMH 0CO0aMHU, SKUX CTOCY€THCS
JTIOKYMEHT.

VY pasi HeoOXiAHOCTI MPOBEACHHS OLIHKUA 3MICTY Ta JOUUIBHOCTI BUIAHHS
PO3MOpsKeHHS (Hakasy) 3A1HCHIOETCS 30BHIIIHE ITOTOKEHHS MPOEKTY TOKYMEHTa
3 IHIIIMMU 3a1HTEPECOBAHUMU YCTaHOBAMH.

83. KepiBHUKOM IOpHUAWYHOI CIIy>)kOM OOOB'SI3KOBO BI3YIOTHCSI TMPOEKTH
pO3MOPSAAYMX aKTIB, IO HAJAIOTBCS Ha MIANKUC TOJIOBI Ta KEPIBHUKY amapary
00JacHOi AepKaBHOI aMIHICTpaLli.

B dWacTuHl MOTro/KeHHS TMPOEKTIB PO3MOPSAIYMX aKTiB I [HCTpyKIlis
3aCTOCOBYETHCS 3 YypaxXyBaHHSM TMOJNOXEeHb Permamenty Opecbkoi o0iacHOT
Jep KaBHOI aMIHICTpaIlii.

84. SIxkmo B mporeci MOTOMKEHHS 0 MPOCKTY PO3MOPSKEHHS (HaKa3zy)
BHOCSITHCS 3M1HH, BIH MiIJISITa€ TOBTOPHOMY MOTOKEHHIO (B13yBaHHIO).
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85. PosnopsmxkeHHS — MANHCYIOTHCS  TOJIOBOIO  OOJacHOi  Jep>KaBHOI
anMiHicTpamii. Y pa3l BIICYTHOCTI - IOCAJOBOIO 0OCO00I0, sfKa BHKOHYE HOTO
000B’SI3KHU.

Haka3n mianucyroTbess KEepiBHHUKOM amapaTy Ta KEepiBHUKAMHU CTPYKTYPHHUX
OiAPO3AUTIB 00IacHOT Aep:KaBHOI agMmiHicTpalii. Y pa3i BIACYTHOCTI BiAMOBIIHOTO
KEpIBHUKA HAKa3M MiMUCYIOTHCS MOCAA0BOI0 0COO00, IKa BUKOHYE MOr0 000B’SI3KH.

86. PosnopsypkeHHs, SKI € HOPMATHBHO-NIPABOBUMU aKTaMH, HaOMPArOTh
YUHHOCTI 3 JHS iX O(IIIHHOr0 ONMyOIKyBaHHS, SKIIIO 1HIIIE HE BCTAHOBJICHO TaKUMHU
PO3IMOPSIKEHHSIMU, ajie HEe paHilie AHS X o(iiiHHOro omy0IiKyBaHHS.

87. PosmopsypkenHst (Haka3) o(QOpPMIIIOETBCA Ha OJAHKY PO3MOPSIKCHHS
(Hakazy). 3MICT pO3MOPSKeHHS (HaKa3y) KOPOTKO BUKIAAAETHCS B 3ar0JIOBKY, SIKAN
NOoYMHAEThCs 3 npuitmMeHHuka "IIpo" 1 ckimagaeTbes 3a JOMOMOTOIO BiAJIIECTIBHOTO
imennuka ("IIpo 3arBepmxenHs...", "Ilpo BBenmenus...", "Ilpo ctBOpennsa") abo
imennuka ("[Ipo miacymku...", "Ilpo 3axoqu...").

88. Tekcr  posnopsypkeHHs — (Hakady) 3 OCHOBHOI  JiSTTBHOCTI
o0JiepKaAMIHICTpaIlii Ta aaMIHICTPATUBHO-TOCIIOAPCHKUX TMHUTAaHb CKJIAJA€ThCS 3
npeaMOyIIH 1 pO3MOPSIU0i YACTHUHHU.

89. V nmpeam0Oyii 3a3HavyaroThCs MiACTaBa, OOTPYHTYBaHHS a00 MeTa BUIAHHS
pO3NOpsIKEHHS (Haka3y). 3a3HaUueHa YacTUHA MOYMHAETHCS 31 ciiB "Ha BukoHnanus",
"3 Metor" TomIO. SKIIO JOKYMEHT BUIAETHCS Ha IMIJCTaBl 1HIIOTO PO3MOPSAYOrO
JIOKYMEHTa, Y KOHCTaTyrouli 4acTuHi (mpeaMOyii) 3a3HA4Ya€eThCA TMOCHJIAHHS Ha
BIJIMOBIHUMN JOKYMEHT.

Po3nopsiiua yacTuHa Haka3zy MOYMHAETHCSA 13 cjloBa "H a K a 3 y 10", a
PO3MOPSIKEHHS - "3 0 6 0 B' 51 3 y 10", IKE JPYKYETHCS KUPHUM MIpUPTOM, TiCIs
SIKOTO CTaBUTBCS JIBOKpAIKa.

90. Posnopsaua wyacTHMHA TOAUIAETHCS HA MYHKTH 1 WIAMYHKTH, SKi
HYMEPYIOThCSI apaOChkuMu IudpamMu. Y KOXKHOMY IYHKT1 MTOBUHHI OyTH 3a3Ha4eH1
opraizaiiifHo-po3nopsaya ais (3aTBep/KEHHs a00 BBEACHHS B JAiI0 IHCTPYKIIII,
MOJIOKEHHS TOIIO) ab0 KOHKpETHE 3aBJaHHs (JIOpPYy4YeHHs) 13 CTPOKOM Horo
BUKOHAHHS Ta CTPYKTYPHI MiAPO3A1IH - HOr0 BUKOHABII, HAITPUKIIAI:

YIOPaBIiHHIO JUIOBOJICTBA Ta KOHTPOJIO amapary oO0JacHOi Jep’KaBHOT
aJIMIHICTpAIIii;

KEepIBHUKAM CTPYKTYPHUX MiAPO3ALTIB;

roJI0OBaM pailOHHUX JIeP>KaBHUX aJMIHICTpaIliil.
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: HkpeTHi ("TIpH uTh", "TOMIMIIIUTH THUBI3YBaTH BEpHYTHU
91. Hexonkperti ("mpucko ", "mom ", "akTmBi3yBaTH', '3BC
yBary" Tomo) Ta HekoHTposbHI ("7goBecTn A0 Bigoma", "o3HalloMUTH" TOIIO)
JOPYYEHHSI B PO3MOPSKEHHSX (HaKa3ax) HE 3aCTOCOBYIOThCH.

92. Ilicns HaOpaHHS YMHHOCTI PO3MOPSKEHHIM (HaKa30M) BHECEHHSI 3MiH /10
HBOTO, BU3HAHHS HOTO TAaKWUM, IO BTPATWUIO(B) YHHHICTh, YM WMOTO CKACYBaHHS
3MIIHCHIOETHCS JINIIE TIUISIXOM BUJAHHS HOBOTO PO3TOPSHKEHHS (HaKazy).

93. PosnopsikeHHs (Haka3), SKUM BHOCSATBCA 3MiHU, O(QOPMIIIOEThCA 3
ypaxyBaHHSM TaKHX BUMOT:

1) 3arosloBOK po3mOpsKeHHs (Haka3y) mounHaeThes 13 cmiB "IIpo BHeceHHS
3MIH JI0 pO3MOpPsDKEeHHS (Haka3zy)..." 13 3a3HaYEHHSAM JaTH, HOMEpa, HAa3BU BUIY
PO3MOPSIIOTO TOKYMEHTA, 0 SKOTO BHOCSITHCS 3MiHH;

2) po3mopsiiua YaCTHHA PO3MOPSKEHHs (HaKa3y) MTOYNHAETHCS 3 MYHKTY:

"1. Brectu no posmopsikeHHs (Hakaszy)... Takl 3MiHH:" y pa3l BUKJIQJICHHS
3MIH y TEKCT1 pO3MOPSKEHHS (HaKa3y);

"1. Buectu no po3mopsypkeHHsS (Hakasy)... 3MiHH, [0 JOAAOThCA." y pasi
BUKJIQJICHHSI 3MIH Y BUIJIAJIl OKPEMOTO TIOKYMEHTA;

3) hopMyINIIOIOTECS 3MIHM y BUIJIAJ1 MYHKTIB Ta MIANYHKTIB PO3MOPSIYOTO
XapakTepy, HampUKIaI;

"1. [lyHKT 2 BUKJIaCTH B Taki pegakuii:...";

"2. IlyHKT 3 BUKJIIOYUTH ;

" * "n.
1) abG3arn Apyruii MyHKTY 4 JONOBHUTH CJIOBaMH...";

"2) y miamyHKTi 2 myHKTY 7 cioBa 'y pa3l moTpeOu" 3aMiHUTH CIIOBOM
"BUMaraeTbcs';

y pa3i JOMOBHEHHS HOPMAaTHBHO-IPABOBOTO aKTa, SKUW MIATAE JAepKaBHIN
peecTpaliii, HOBUMU CTPYKTYpPHUMHU OJMHHUIIIMHA a00 BUKIIIOUEHHS 3 TaKOTO aKTa
CTPYKTYpPHUX OJIMHMIIb HyMepallisl BIJAMOBIAHO 3MIHIOETHCS. 3a3Hau€Ha BHUMOTa
3aCTOCOBYETHCSI TAKOXK Y pa3l BHECEHHS 3MIH JI0 CTPYKTYPHOI OJMHUIII HOPMATHUBHO-
IPABOBOTO aKTa MUIAXOM 3aMiHU ii KUIbKOMa CTPYKTypHUMHU onuHuisMu. Ilin gac
BHECEHHS 3MIH /0 MyHKTY (MIAMYHKTY), SIKHH Hallldye JAeKinbka a03aiiB (peueHb),
BKA3yEThCS MICIIE3HAXO/DKEHH 1uX 3MiH. OJHOMaHITHI 3MIHH 32 TEKCTOM
HOPMATHBHO-TIPABOBOTO aKTa OO0 €IHYIOTBCA B OJHY CTPYKTYpHY OJMHUIIIO 1
PO3MIIIYIOTHCS HAPUKIHII TEKCTY;

4) 3MiHM BHOCATBCS JO OCHOBHOI'O HOPMATHBHO-TIPABOBOTO aKTa, SKHM
MIJJIsATae Aep>KaBHINA peecTpallii, a He 0 aKTa PO BHECEHHS 3MiH J0 HhOTO;
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5) 3MIHH 10 PO3MOPSAYOTO JOKYMEHTa HOPMATHBHO-TIPABOBOIO aKTa, SKHi
HiJIATae JIep:KaBHIM peecTpalii, BUKIAAAI0ThCS Y PO3NOPSIIYOMY JTOKYMEHTI; 3MIHU
y J0JaTOK JI0 PO3MOPSAIOro JOKYMEHTa OPOPMITIOIOTHCS MM Tpud oM 3aTBEpHKEHHS
K JOJATOK JI0 PO3MOPSAYOrO JTOKYMEHTA, 332 BUHATKOM 3MIH 10 HOPMAaTHBHO-
IIPaBOBOTO aKTa, SIKI MAIOTh HE3HAYHUN 00CAT (SIK MPABUIIO, /10 IBOX CTOPIHOK);

6) y pasi BHECEHHS 3MiH A0 KIJIbKOX HOPMATHBHO-TIPABOBHUX aKTIB, SKi
OiJIATAI0Th JIepXKaBHIA peecTparllii, TeKCT 3MIH HABOAMTHCA B XPOHOJOTTYHOMY
HOPSAIKY PUHHATTS aKTiB;

7) y pa3l BHECEHHs 3MIH JI0 HOPMAaTUBHO-TIPABOBOTO aKTa, SKUW IMiJIArae
JepKaBHIM peecTpallii, NUIIXOM BHKJIAJIE€HHS B HOBIM penakiii y rpudi
3aTBEP/IKEHHS POOUTHCS MOCHIAHHS Ha JIaTy 1 PEECTpaIliiHUM 1HACKC PO3MOPSIU0TO
JOKYMEHTa, SKUM OyJIO 3aTBEp/PKEHO OCHOBHHUM aKT, Ta 3a3HA4aroThCsA JaTa i
peeECTpaIiiHuil  1HAEKC PO3MOPAIIOTO TOKYMEHTa, SKHUM 3aTBEPIKYEThCS HOBA
penaKiiisi HOPMaTUBHO-TIPABOBOTO aKTa. AHAJOTIYHI BUMOTU 3aCTOCOBYIOTBHCS [0
oopMIIEHHS BIIMITKHY JI0 TOJATKa 0 PO3MOPSAIIOTO TOKYMEHTa. Y pa3i JOTIOBHEHHSI
PO3MOPSIYOTO JOKyMEHTa HOPMATHBHO-TIPABOBOTO aKTa, KWW MIJIATAE Jep>KaBHIM
peecTpallii, HOBOIO CTPYKTYPHOIO OJIMHUIIEIO L1010 3aTBEPAXKEHHS 0JIaTKa JI0 I[LOTO
pPO3MOPSAIYOTO JTOKYMEHTa y Tpu(i 3aTBEpPIKEHHSI POOUTHCS TOCHIIAHHA HA ATy 1
pPEECTpAIIHUI 1HIEKC PO3MOPSIAUOTO JIOKYMEHTA, SIKUM BHOCSATHCA 3MIHH [0
OCHOBHOTO PO3MOPSATIOrO JOKYMEHTA,;

8) y pa3i Komu 3MiHH BHOCSTHCS JI0 HOPMATHBHO-TIPABOBOTO aKTa, SKHA
HiyiArae Jep)KaBHIA peecTpaiii Ta SKUA BUKIAJACHO B HOBIM pemakiii, TEKCT
CTPYKTYPHOT OJIMHUII PO3MOPSAYOTO JOKYMEHTA BUKIIAAAETHCS 3 YpaxXyBaHHSIM TOTO,
110 3MIHM BHOCSITBCS 10 TEKCTY MOro HOBOT pellaKilii 3 MOCHJIaHHSAM Ha pO3NOPS Ui
JOKYMEHT, SIKHUM 3aTBEp/KEHO TEpIly peaakiliio, 13 3a3HA4eHHSIM HOro
peecTpaliiiHuX JaHuX; B JyKKaxX 3a3HAYa€TbCs PO3MOPSIUUI JOKYMEHT, SKHM
3aTBEP/KEHO HOBY PEaKiliio, MOCUJIAHHS Ha MOTO PEECTpalliifHi J1aHi Ta MOMEepeIHi
pemaxiiii HOBOr0 HOPMAaTUBHO-TIPABOBOTO aKTa HE POOJISATHCA.

94. VYV pa3i BUJIAHHS PO3MNOPS/PKCHHS (HAaKa3y) IMPO BU3HAHHS TaKUM, IO
BTpaTWIO(B) YHWHHICTh, a00 CKacyBaHHS IHILIOTO PO3MOPS/KEHHsS (HaKa3zy), y
pO3MOPSIUiA YaCTUHI 3a3HAYAETHCS MYHKT, SKUH TOBUHEH IOYMHATHCS 13 CIIIB
"BusHaT TakuM, 110 BTPATUIIO YUHHICT,..." abo "CkacyBartu..." BiIMOBIAHO.

He mimsraoTh BH3HAHHIO TaKHMMH, 0 BTPATHUIM YHHHICTh, CTPYKTYpHI
OJIMHMIII HOPMAaTHBHO-TIPABOBOT'O aKTa, 3aTBEPIKECHOTO PO3MOPSIUUM JTOKYMEHTOM,
Ta JOIATKIB JI0 HHOTO.

Y 3B’SI3Ky 3 NPUUHATTAM HOPMATHUBHO-TIPABOBOIO aKTa, SKUWA MiAJSATae
JIep>KaBHIN peecTpallii, BU3HAIOTHCA TAKWMH, IO BTPATWIM YUHHICTH, paHIIIe
OPUMHATI HOPMAaTUBHO-TIPABOBI aKTH, SIKIIIO BOHU HE Y3TOKYIOTHCS 3 HOpMaMu
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OO0 aKTa, BUSBWINCA TAaKUMH, IO MOTJIMHYTI HUM a00 BTpPaTHIM CBOIO
aKTyaJIbHICTh; MEPENTiK TaKMX HOPMATHUBHO-IIPABOBUX aKTIB HAaBOJUTHCS B OKPEMOMY
OyHKT1  (TIAOYHKTI)  PO3MOPSAIYOTO  JOKYMEHTa, SKUM 3aTBEPXKCHO HOBHUH
HOPMAaTUBHO-IIPAaBOBUM akKT, ab0 O(OPMIIIOIOTBCS JOJATKOM [0 PO3NOPSIIOro
JTOKyMeHTa. Y Tepeikax HOPMaTUBHO-MPABOBHUX aKTIB, AKI MiAJISATal0Th BU3HAHHIO
TaKUMH, 1110 BTPATHJIA YUHHICTb, aKTH PO3MIIIYIOTHCS B XPOHOJOTTYHOMY MOPSIKY 1X
NpUUHATTA. Pa3omM 3 HOPMATHBHO-IIPAaBOBUM AKTOM, SIKHUM BU3HAETHCS TAKUM, 110
BTPATHB UYWHHICTh, BU3HAIOTHCS TaKWMH, IO BTPATHJIA YUHHICTh, HOPMAaTHBHO-
IPaBOBI1 aKTH, SKUMHU JI0 IbOTO aKTa BHECEHO 3MiHHU.

He Bu3HaroThCsA TakuMu, 110 BTPATUIIN YHHHICTH, HOPMAaTHBHO-TIPABOBI aKTH 3
00MEXEHHM CTPOKOM Jii, CTPOK JIii SKUX MUHYB. BU3HaHHS HOPMaTHBHO-TIPABOBOTO
aKTa TaKuM, 110 BTPATUB YWHHICTh, HE TMOHOBIIOE JIF0 aKTiB, SIKI BU3HAHI HUM
TaKWMH, [0 BTPATUIN YMHHICTB. Ji1 OKpEeMHUX CTPYKTYPHUX OAWMHHUII> HOPMATHBHO-
IIPaBOBOTO aKTa, BUKIFOYCHUX HOPMATHBHO-TIPABOBUM aKTOM, SIKHH Ma€e OOMEKCHUIM
CTPOK i1, BIZIHOBJIFOETHCS IMICJISI 3aKIHUEHHS CTPOKY MOTOo Jii.

95. KouTponb 3a BHUKOHaHHSIM 3aBAaHb (JIOpY4Y€Hb), 3a3HAUYECHUX Y
po3nOpsIKEHHI (Hakasl), TMOKJIANa€ThCsd Ha 3aCTYIMHHWKA TOJOBH (BIAMOBIAHO [0
¢yHKIioHanbHUX 000B’s13kiB) Ta Ha Cioyk0y KOHTPOJIIO B MeXaX BU3HAYEHOI
KOMIIETEHIII].

KoHTpoJsib 3a BUKOHAHHSIM HakKa3iB KEpiBHHWKa amapary OO0JIaCHOI JepiKaBHOI
aJAMIHICTpaIlll MOKJIaAa€EThCA Ha 0coOy, 110 BHU3HAYEHA OE3MOCepeHbO KEPIBHUKOM
amapary obmacHoi nepxkaBHOi aamiHicTparii Ta Ciy)0y KOHTPOIIIO.

96. Jlis o3HAlOMJICHHSI 3 PO3MOPSKEHHSM (HaKa30M) PO3POOHUK TOTYE Ta
M0/Ia€ Ha PEECTpalilio pa3oM 3 MIANUCAHUM PO3MNOPSAYUM JOKYMEHTOM MepesiK
YCTAHOB, CTPYKTYPHHUX MiAPO3AUIB, MOCaTOBUX (Cayk00BHX) o0ciO, skux Tpeda
03HAHOMUTH 3 UM JOKYMEHTOM.

97. PosnopsmxkeHHs (HaKa3w) 3 Kaj[pOBHX TIUTaHb (ocoboBoTO CKIIATY)
O(QOpPMITIOIOTECSL Y  BUIJISAL 1HI[I/IB1I[yaJ'IbHI/IX 1 3BeaeHux. B 1HI[I/IB1,Z[yaJIBHI/IX
PO3MOPSKEHHAX (HaKa3aX) MICTUTbCA 1HQOpMAIlS NPO OJHOTO IMpalliBHUKA, Yy
3BEJICHUX - MPO KUIHKOX HE3aJIeKHO BiJl TOTO, SIKI YIPABIIHCHKI PIIIEHHS IIOJ0 HUX
npuiiMaroThes (MPUHHATTS Ha poOOTY, MPU3HAYEHHSI HA IOCaay, NEpeBEeIeHHS Ha
1HIY ocay (po6oTy), 3BUTHEHHS TOLIO.

98. 3micT 1HAUBIAYaJBLHOTO PO3MOPSIKEHHS (HakKa3zy) 3 KaJpOBUX MHUTaHb
(0co00BOro CKJaay) CTHUCIO BHUKIAAAETBCS B 3arojOBKY, SKUH IIOYMHAETHCA 3
npuiiMenHuka "IIpo" 1 ckimagaeTbcs 3a JOMOMOrOI0 BIJJIIE€CIIBHOTO 1MEHHHKA,
Hanpuknan: "Ilpo npusnauenss...", "[Ipo npuiiHATTA...". Y 3BeneHuUX
pPO3MOPS/KEHHAX (HaKa3aXx) MOXE 3aCTOCOBYBATHCS Yy3arajlbHEHUM 3aroJloBOK,
Hanpukiag: "[Ipo kagposi nuranus", "IIpo ocoboBuit ckian'.
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99. V¥V Tekcti po3mopsKeHb (Haka3iB) 3 KaApOBUX IMHTaHb (0COOOBOTO
CKJIaay), SK MPaBWIO, KOHCTaTyro4a 4acTuHa (mpeamOyria) HE 3a3HAYAETHCS, KPIM
BUMAJIKIB IPU3HAUYCHHS Ha IMocaay ado 3BUIBHEHHS 3 MOCAJAU KEPIBHUX IpaIlIBHUKIB
OpraHoM BHIIIOTO PiBHA a00 3a 1HIIOIO MPOLEIYPOr0. Y TaKOMy pasi B KOHCTATYIOUii
yacTuH1 (mpeamOysl) HABOAUTHCS TMOCWIAHHS HA BIANOBIIHUA HOPMATUBHO-
NPaBOBUIM aKT OpraHy BHUILIOTO PIBHS y Takiid MOCHIJOBHOCTI: BUJl aKTa, yCTaHOBA -
aBTOp, AaTa, HOMEp, IOBHA Ha3Ba.

100. Posmopsimua yacTWHA pO3MOPSDKEHHS (HaKasy) 3 KaJpOBUX IUTaHb
(oco0oBOro CcKiIaxy) MOYMHAETHCS, SIK MPaBWIIO, 3 JAiecioBa y ¢Gopmi 1HPIHITHBY
"[MPUHAHATH, "TIPUBHAYUYUTHN" "TIEPEBECTHU", "3BIJIbBHUTU",
"BIAPAAUTHN", "HAOATHU", "OI'OJIOCHUTHU" Tomo. Jlami 3a3Ha4arOTHCs
BEJIMKUMU JIITEpaMHU TPI3BUILE TpalliBHUKA, Ha SKOTO TMOUIUPIOEThCS i
po3nopsIKeHHs (Haka3y), 1 MAJIMMHM - HOTO BJIacHE iM's, 10 0aThKOBI (3a HasIBHOCTI)
Ta TEKCT HAKa3y.

Y KOXKHOMY TYHKTI pO3MOPSKeHHS (Haka3zy) 3 KaJApOBUX IHTaHb
3a3HAYAETHCS MIACTaBa I HOTO BUJAHHS.

[Tig wac o3HAWOMJICHHS 3 PO3MOPSKEHHSAM (HaKa3oM) 3raJlaHiMU Y HbOMY
oco0aMu Ha TEpIIOMY NMPUMIPHUKY PO3MOPSKEHHS (Haka3zy) 4d Ha CIeliaJbHOMY
0JIaHKY TIPOCTABJISAIOTHCS IMIAMUCH 13 3a3HAUYCHHSIM J]aTH 03HAMOMIICHHS.

VY posnopsimkeHH (Hakas3l) Mpo Mpu3HAYeHHS ab0 3BUIBHEHHS MpalliBHUKA
3a3HAYa€THCS TOBHA JlaTa (YMCIO, MICAIb, PIK) (AKTUYHOTO BUXOIY IMpAIliBHUKA HA
po6oTy (IpUIUHEHHS TPYAOBUX BIAHOCHH), PO3MIPH HOTO MOCATOBOTO OKJIATY
BIJIMTOBITHO JIO IITATHOT'O PO3MUCY, HaI0ABOK Ta JOTLIAT.

101. V 3BeneHux po3nopspkeHHsX (Haka3ax) 3 KaJpoBUX MUTaHb (0COOOBOTO
CKJIaJly) J0 PO3MOPSIU0i YaCTUHM BKIIFOYAETHCA 1H(MOpMAIIis, 0 PO3MIITYEThCS Y
Takii MOCIIIOBHOCTI: MPUUHATTS Ha poOoTy (ciayxO0y), mepeBeAcHHs, 3BUIbHEHHS.
[Ipyn ©bOMy 10 OAHOTO 3BEACHOTO PO3MOPSAKEHHS (HAKa3y) HE MOYKE BKIIFOUATHUCS
1H(DOopMaIris, ska 3riIHO 13 3aKOHOJaBCTBOM MA€ Pi3Hi CTPOKH 30epiraHHs.

VY 3BelleHHX PO3NOPSKEHHSIX (Haka3ax) Mpi3BHINAa 0ci0 y MekaxX ITYHKTIB
PO3MINITYIOTECS 32 ajihaBiTOM.

102. CrninbHe po3nopsKeHHs (HaKa3) yCTaHOB OJHOTO PiBHSA O(POPMITIOETHCS
Ha YUCTHUX apKymax nanepy gopmary A4 (210 x 297 minimerpiB). Jepxasuuii ['epod
VYkpainn mig yac oopMIICHHS TaKMX Haka3iB HE BIATBOPIOE€ThbCs. HaliMeHyBaHHS
YCTaHOB PO3MIIIYIOTHCS Ha OJHOMY PiBHI, a Ha3Ba BUIY JOKYMEHTA - MOCEPEIHHI.
JlaTa criJIbHOTO PO3MOPSKEHHS (HaKa3zy) MOBUHHA OyTH €IMHOIO, BIAMOBIIATH JaTi
OCTaHHBOTO TMIJNHUCY, a PEECTPALlIMHUM I1HAEKC JOKyMEHTa CKJIaJaTucs 3
PEECTpALITHUX 1HJIEKCIB, SIKI MPOCTABISIOTHCS Yepe3 MPaBOOIYHY MOXHIY PUCKY B
MOCJIIIOBHOCTI MIAMUCAHHS PO3NOPSKEHHS (HaKa3y) KepIBHUKAMHU YCTAHOB.
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Posnopsqua JacTHHA IIOYHNHAETHCS 13 cJI0Ba "30bOB'A3YEMO"
("HAKA3YEMO"). Ilianucu KepiBHUKIB YCTAHOB PO3TALIOBYIOTHCS HUXKUYE TEKCTY
Ha OJTHOMY PIBHI 1 CKPITUTIOIOTHCS TepOOBUMHU TTeUaTKaMU IIUX YCTaHOB.

KinpkicTh NOpUMIPHUKIB CHIIBHUX  PO3MOPSKEHb (HAaKa3iB) MOBHHHA
BIJIMOBIIATH KUJTBKOCTI YCTAHOB, 110 X BUIAIOTh.

VY pa3i Koiu CuIbHUN HOPMATUBHO-TIPABOBUN aKT, SIKAW MiAJATAE JepKaBHIN
peectparliii, NMpUUMAaEThCs Cy0’€KTaMU HOPMOTBOPEHHS, SKI BUIAIOTH PI3HI BUJIU
PO3MOPSATIUX JTOKYMEHTIB, KUIbKICTh PO3MOPSAYMX JOKYMEHTIB Ma€ BiAMOBIIATH
KUIBKOCTI CyO’€KTIB HOPMOTBOPEHHs, MPU IBOMY TaKi pPO3MOpsSAYl JIOKYMEHTH
MOBUHHI MaTH OJHY JIaTy, OJJHAKOBH 3ar0JIOBOK Ta OJIHAKOBY CTPYKTYPHY OJIMHUITIO
IIOJI0 3aTBEPKCHHS CIIJIHHOTO HOPMAaTHUBHO-TIPABOBOTO aKTa, BHECEHHS J0 HBOTO
3MIH YW BU3HAHHS TaKOTO aKTa TaKWM, II0 BTPATHB YMHHICThH, a TAKOX OJTHAKOBHIM
3MICT HOPMATHBHO-TIPABOBOTO aKTa, SKHA ITUM PO3MOPSIYUM JOKYMEHTOM
3aTBEPIXKEHO.

103. Jlep>xaBHa peecTpallis HOpMAaTUBHO-TIPABOBUX aKTIB 00JacCHOI Aep>KaBHOI
aAMIHICTpaIlll Ta CTPYKTYPHUX MHiAPO3ALTIB 0OJIaepKaaAMIHICTpaIlil 31HCHIOETHCS B
NOpSAAKY  BU3HAYeHOMY  MIH'IOCTOM, HOro  TEpUTOpIaIbHUMH  OpraHaMH,
BCTAHOBIIOETHCS [I0MOXKEHHSIM TIPO JIep’KaBHY PEECTpaIlil0 HOPMaTHBHO-TIPABOBUX
aKTiB MIHICTEPCTB, 1HIIMX OPraHiB BUKOHABYOI BJIaJH, 3aTBEPHKEHUM ITOCTAHOBOIO
Kab6inetry MinictpiB Ykpainu Big 28 rpyaus 1992 poky Ne 731, Ta HOpMaTUBHO-
IPaBOBUMH aKTaMH MiH'TOCTY.

104. Po3nopsiaxeHHs (Haka3u) HyMEPYIOThCS B MOPSAKY X BUJAHHS B MEXKax
KaJICHAApHOTO POKY; PO3MOPSIKEHHS TOJIOBU OOJAepKagMiHICTpallii 3 OCHOBHOI
JISIBHOCTI,  aJAMIHICTPATUBHO-TOCIIOAPCHKUX MUTaHb Ta KaJpOBUX IUTaHb
(0co0oBOTO CKITaay) MalOTh OKpEMY MOPSAKOBY HyMepallilo.

105. Komii po3nopsmpkeHsb (HakasiB) 3acBiiuytoTbes Ciy»k0010 I1JIOBOJICTBA 1
HAJCUJIAIOTHCS 3alHTEPECOBAHUM YCTaHOBAM, MOCATOBUM 0cCOOaM, MpalliBHUKAM Y
CJIEKTPOHHIN ¢opMmi. Y pa3l HEO0OXITHOCTI HAJACWIAHHS KOTIi PO3MOPSIHKESHHS
(HaKa3y) yCTaHOBI, sIKa HE € YYAaCHUKOM CHCTEMH B3a€MOIi1, 1l HAJCHIIAE€THCS KOS Y
nanepoBiit Gopmi. Y TakoMy BHUIAJKY CKJIAIA€TbCS CIHUCOK PO3CHIKU (JIUIIE MO0
TUX YCTAHOB, SIKHM HAQJICWJIA€ThCA Yy TNamnepoBid ¢opmi), L0 MIAMHCYETHCS
MIPaIliBHUKOM, SIKUH HOTO CKJIaB.

IIpoTokou

106. ¥V mporokonax ¢ikcyerbes iHGopMalis Mpo XiJ BEJACHHsS 3aciJaHb,
OpUMHATTA B oOJAepKaaMiHICTpamii Ta 1i CTPYKTypHUX MiJpO3JAUIaX pillleHb
KOMICISIMH, KOJIET1IMH, TOPaTUMMH OpraHaMu, pooounmMu rpynamu tomo. [Iporokon
CKJIaJIa€ThCSl Ha IMIJICTaBl 3aMKCiB, 3pOOJIEHHX O€3MOocepe/IHbO T Yac 3acijaHb,
MOoJaHUX TEKCTIB Ta T€3 JIOMOBIJICH 1 BUCTYIIIB, JIOBIJIOK, IPOEKTIB PillIeHb TOIIO.
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dikcarisi y mpOTOKOJII BUCTYIIIB, sIKi He OyJIM 3allJIaHOBaH1 y MOPSIIKY AEHHOMY
3aciJaHHs, Ta NPUNHATTSA PIIICHHS MOXJIMBI JIMIIE HA MIiJCTaBl HaJpyKOBaHUX
MatepialiB, JOMOBIAEH, HaJaHUX CIYXKO1 JIUIOBOJCTBA Ta KOHTPOJIIO 3a MiAMHUCOM
0CaJI0BO1 0COOH, sIKa BUCTYIIAJIA.

107. TIpoTtokonu MOXyThb CKJIaJaTucs B MOBHIA abo crtucmidi ¢opmi. Y
IPOTOKOJIAX, CKJIAJICHUX Yy CTUCIINA QopMi, PIKCYIOThCS JTUIIE MPUNHHSATI pillleHHs 0e3
X0y 0OTOBOpPEHHS MUTAHb.

108. [IpoTokon ohopMITIOETECS HA YUCTOMY apKyli nanepy dopmary A4 (210
X 297 M1TIMETpIB).

109. [artoro mpoOTOKOJNYy € Jnara MpOBEACHHS 3acimaHHs. SKmio 3acimaHHs
TPUBAJIO KIJIbKA JHIB, YEPE3 TUPE 3a3HAYAIOTHCS MEPIIN 1 OCTaHHIM JeHb 3aCiaHHs.

110. Homep (iHaeKC) MPOTOKOIY MOBUHEH BIJATMOBIIATH MOPSIKOBOMY HOMEPY
3acimanHs. Hymepairisi mpoTOKOJIiB BeEThCS B MEXax KaJeHAapHOTO POKY OKPEMO 3a
KOKHOIO TPYIOI MPOTOKOJIB 3aciflaHHsA BIAMOBIAHOT KOMICIi, KOJIeTii, Hapajwu,
JI0pau0TO OpraHy, podoUoi rpymnu TOMIO.

111. V pexsi3uTi "Micle 3acijaHHs" 3a3HAYA€THCS Ha3Ba HACEJICHOTO MYHKTY,
B SIKOMY B110YyJIOCS 3aCiTaHHS.

112. KopoTkuii 3MICT 10 TEKCTY MNPOTOKOJIY IOBHUHEH BioOpaxaTd BHU]T
3acimaHHs (Hapazga, 300pu, KoH(eEpeHIls Toio) ado KoJeTiaJbHOI JisSJIbHOCTI
(koMicisi, paja, KoJeris, 1opaauuii oprad, poboya rpymna ToIo) 1 BKIOYATH HA3BY
BUJy JJOKYMEHTA.

113. TekcT MPOTOKOJTY CKJIaa€ThCs 31 BCTYIMHOI Ta OCHOBHOI YaCTHH.

114. Y BcTynHIN 4yacTHHI TPOTOKOJIY 3a3HAYAOTHCS MPI3BUIIA Ta BJIACHI IMEHA
rojioBU a00 TOJIOBYKOYOTO, CEKpeTaps, MPUCYTHIX, a TaKOX 3ampolleHux ocid (i3
3a3HaYCHHSM IOCaIM Ta HaMEHYBaHHS YCTAaHOBH).

Y coucky NOpUCYTHIX 3a3HAdyaloTbes B al(aBITHOMY TMOPSAKY CIIOYATKY
Ipi3BHUIIA Ta BJIACHE IM'sl IPUCYTHIX MOCTIHHUX YWICHIB KOJIET1AIbHOTO OpraHy, NOTIM
- 3ampomIeHHX Oci0 13 3a3HA4YEHHSAM I0CaJ Ta HalMEHyBaHHS YCTaHOB. Ko
KUIBKICTh TPHUCYTHIX mepeBuiye 15 oci0, 3a3HadaeThbcs iX 3arajbHa KIUIBKICTH 3
MOCUJIAHHSM Ha CIHUCOK, 1110 TOJIA€EThCS 0 MPOTOKOITY.

BerynHa yactruHa BKITIOUa€ MOPSAIOK ACHHUUN - TIEPENTiK MUTaHb, 3alJIAHOBAHUX
70 PO3TIISAAY Ha 3acijaHHl, PO3MIMIEHUX y MOPSIKY IX 3HAYYNIIOCTI 13 3a3HAYCHHSIM
JIOTIOBI]aua 3 KOXKHOro nutaHHs. [lopsaok AeHHUN TaeTbcs HANPUKIHIL BCTYMHOI
YaCTHUHHU.

Cnosa "llopsimok neHHHM" OPYKYHOTBCS BiJ MEXI JIIBOTO MO, MICIAS HUX
CTaBUTHCS JIBOKparika. KojkHe MUTaHHS HyMepYy€eThbCs apaOChKUMH [UpPaMH i
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IpyKyeTbes 3 ab3aiy. GopMyBaHHS NMHUTAaHb y TMOPAIKY JIEHHOMY IOYMHAETHCA 3
npuitmennuka "IIpo".

115. OcHoBHa YacTMHA MPOTOKOJNY CKIQJAEThCA 3 PO3AUTIB, Kl TMOBHHHI
BINIOBIIaTH TYHKTaM TMOPSAKY JeHHOro. Po3minm HymepyloThcs apaOChKUMU
nrdpamu 1 6y1yI0ThCS 32 TAKOIO CXEMOIO:

CJIYXAJIN - BUCTYIIWJIA - BUPIIINJIN

3a3HaueHi CJIoBa JAPYKYIOTHCA BEIMKUMH JIITEpaMu O3 BIJACTYMY BiJ MeEXI
aiBoro noJis. [Ticist ciiB cTaBUTHCA JBOKpAIka.

116. Ilicas cnoa "CIIYXAJIN" 3a3HadaeThcsi TEKCT BUCTYIY OCHOBHOTO
nomnoBigava. [Ipi3Buie Ta BIacHe iM's KOKHOTO JOTOBiJada IPYKYIOThCS 3 HOBOTO
psaka. TekcT BUCTYIy BUKIIAQAAEThCA Y TPETi 0c001 OJTHUHHU.

117. Texctu a0 Te3W MAOMOBIAI Ta BHUCTYIIIB, O(bopMneHi K OKpeMi
JIOKYMEHTH, [0 TEKCTy TPOTOKOJNY HE BKIHOHAKOTHCS. [Ticns BimomocTeit mpo
JIOTIOB1Ta4ua CTaBI/ITbCH TUpE 1 3a3HadaeThes: "TEeKCT MomoBial (BUCTYITY) TOMAETHCS
J10 IPOTOKOITY".

118. Iicnsa cnosa “BUCTYIINIIN” dikcyroTbest BUCTYNH TUX OC10, SIKI B3SIU
y4acTb B OOroBopeHH1 JomoBiai. Buctynu o¢opMioTbes y TPOTOKOM 13
3a3HAUEHHSAM MPI3BUIIA Ta BJIACHOTO IMEHI MPOMOBLS y Ha3UBHOMY BIIMIHKY,
TaKOXX 3 BUKJIQJCHHSM 3MICTYy NMHUTAHHS Ta BIAMOBIAEH Ha HBHOTO. 3MICT BHUCTYIIIB
BUKJIAJAETHCA B TPEThOi 0COOM OJTHUHHU.

PimieHHs1 KoJeriajJbHOrO OpraHy NMPUIMAaIOTHCSA 3 KOXKHOTO MUTAHHS OKPEMO.

»

[Ticns yxBaneHHsl pillIeHHS 3a3HAa4yaloTh Pe3yJIbTaTU TOJOCYBaHHS: “3a”, “IpoTH”,
“yTpumancs.”.

119. TIlicns cnosa "BUPIIIMIIN" ¢ikcyeTbest mnpuitHATe pillleHHS 3
PO3MIISIHYTOTO MHUTAHHS TOPSIKY JIEHHOTO. PilleHHs MOBHMHHE OYTH KOHKPETHHM i
BKJIFOYATH CKJIQJIOBI, IO BIATIOBIIaI0Th HA TaKl MUTAHHS: KOMY, 110 3pOOHUTH U y SIKHUA
CTpOK.

Pimenns, mo MiCTATh KiIbKa MUTaHb, TOAUISIOTh HAa MYHKTH W MIAMYHKTH, SKi
HYMEpYIOTbCcsl apabcbkumu Ippamu. [liAMyHKTH HyMepyroTbcs UHuppamMu 3
JTY’KKO¥O.

120. V pa3i xonu Ha 3aciilaHHI NPUMMAETHCS PILMICHHS MPO 3aTBEPIKEHHSA
JIOKYMEHTa, SKHil OOroBOpIOBAaBCS Ha 3aciaHHi, 1€l JOKYMEHT JIOJA€ThCS [0
OPOTOKONY ¥ y HbOMY pOOHUTHCS MOCHUJIAHHA HAa HOMEp 1 JaTy MNpOTOKOdy. 3a
HAsIBHOCTI 1HIIMX JOKYMEHTIB, III0 PO3MISLIAIMCS Ha 3aciiaHHl Ta (hakT 0OroOBOPEHHS
AKUX 3a(iKCOBAHO B TEKCT1 MPOTOKOJY, BOHU HYMEPYIOThCS apabChbKuMu 1udpamMu
(donmatok 1, lomatok 2). ¥V BIAMOBIAHUX MYyHKTaX MPOTOKOJIY POOUTHCS MOCHUIIAHHS
Ha Il JOJTATKH.

PexBizut "BigMiTka nmpo HasSBHICTh M0AATKIB" HANPHUKIHI TEKCTY MPOTOKOIY
HE 3a3HAYA€ETHCA.



95

121. TIIporokon MIAMHCYETbCS TOJIOBYIOUMM Ha 3acilaHHl KOJeriajJbHOro
Oprasy Ta ceKpeTapeM.

122. TlanepoBi Korii MPOTOKOJIB a00 BUTATU 3 HUX 3aCBIIUYIOTHCS MEYATKOIO
CnyxOu  A1IOBOJICTBA Ta KOHTPOJIIO 1 HAQJACWIAOTBCS B pazl  moTpedu
3alHTEPECOBAHNM YCTaHOBaM, IMOCAJOBUM OcoOaM, mpariiBHUKaM. CIIHCOK PO3CHIIKH
CKJIQJIA€ 1 MAMKUCYE CEKpeTap.

Cuayx00Bi JJUCTH

123. Cnyx00B1 JUCTH CKJIQAAlOThCS 3 METOI OOMIHY 1HGOPMAIIEID MIXK
yCTaHOBaMH SIK BIJIMIOBIJl HAa BUKOHAHHS 3aBJaHb, BU3HAYCHUX B aKTaX OpPTraHiB
JIep’KaBHOI BJIaau, OopraHiB Biaau ABTOHOMHOI PecmyOmiku Kpum, nopyueHHsX
BUIIMX TIOCAJOBUX OCI0, Ha 3alWTH, 3BEPHEHHSA, a TaKOX KOPECIOHEHIIIO
BepxoBnoi Pagn Ykpainu, Ha BUKOHaHHS JOpPY4Y€Hb YCTAHOB BHUIIOIO pPIiBHS, Ha
3alUTU 1HIIMX YCTAHOB, 3BEPHEHHS I'POMAJIsH, 3allMTH Ha 1H(OpPMAIIil0, a TaAKOXK 5K
1HIIIATUBHI Ta CYMIPOBIHI JIUCTH.

124, YV pa3i HagBHOCTI TIJICTaB, 5KI BHU3HAIOTHCS OOTPYHTOBAHMMH JIJIS
CTBOPEHHSI YCTAHOBOKO JIOKYMEHTIB Yy TanepoBiki ¢opmi, CIyKO0BUH JHUCT
ohopMITIOEThCS y TIanepoBi (opMi Ha crieliaibHOMY JJISI JIUCTIB OJIaHKy (opMary
A4 (210 x 297 wmimiMeTpiB). SIKIIO TEKCT JUCTa HE MEPEBUILYE CEMHU PSAJIKIB,
BUKOPHUCTOBY€EThCA Oiank Gopmaty AS (210 x 148 MimimeTpis).

125. JIuct mae Taki peKBI3WUTHU: JlaTa, PEECTpAIlIMHMI 1HJEKC, MOCUJIaHHS Ha
JOKYMEHT, Ha SIKMHA Ja€ThCS BIANOBIAb, agpecar, 3arojlOBOK JO TEKCTY, TEKCT
(OCHOBHHUHM PEKBI3UT CIIY>KOOBOTO JIUCTA) Ta OCOOMCTE 3BepTaHHA (Y pa3i motpedn),
BIIMITKa MpPO HAaABHICTh J0JAaTKiB (y pa3l NoTpedu), MiANUC, BIIMITKA MPO
BHUKOHABIIS.

126. artoro nmcra € mara peectpamii BUXiIHOI KopecnonmeHmii y Cmyx0i
TTIJTOBOJICTBA.

127. SIk npaBui0, y TUCTI IOPYIIYETHCS OJTHE MUTAHHS.

128. Tekct mucTa BHUKIANAETBbCS B TEpIIoi 0COOM MHOXKHHU 3
BUKOPUCTAHHSAM CJIB: "TPOCHUMO MOBIAOMHUTH...", "po3'sicHIOeEMO, 110...", abo BIJ
TPEThOi 0COOM OJHUHU - "yNPaBIiHHS BBAXAa€ 3a JOLLIbHE" .

Sxio TUCT CKIaJeHO Ha OJaHKy MOCamoBOi 0COOM, TEKCT BUKIIAAETHCS BiJ
nepIoi ocodu oaHUHY - "mpomy...", "mpononyio...".

129. Cny>x060B1 JIMCTH TIAMKUCYIOTHCS BIAMOBIIHO A0 [HCTPYKIIii 3 M1JIOBOACTBA.
["'ep6oBOIO MEYaTKOIO 3aCBIAUYIOTHCS JIUIIE TapaHTIHHI JTUCTH.
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130. Cayx6oBuii nHCT y mamnepoBii ¢opMi Bi3ye aBTOp JAOKyMEHTa
(BUKOHABEIlb), KEPIBHUK CTPYKTYPHOIO MiAPO3aUTy 0OJAepKaIMIHICTpallii, B IKOMY
HOro cTBOpEHO, y pa3l moTpeOu (SKIIO0 B JIMCTI MOPYIIYIOTHCS BaXJIHMBI Ta
MPUHIIAIIOB] TIMTAHHS) KEPIBHUKHM 3alHTEPECOBAHUX CTPYKTYPHHX MIJAPO3JILIIB
oOyiepKaAMIHICTpallii, a TaKoX 3acCTylMHUK TOJOBH OOJACHOI Jep>KaBHOI
aAMIHICTpaIlli, SIKUM KOHTPOJIOE POOOTY CTPYKTYPHOIO TMIJIPO3IALTYy 001acHOT
Jep KaBHOI aIMIHICTpaIlli, B IKOMY CTBOPEHO BIJIITOBIIHUH JIUCT.

JlokyMeHTH /10 3acigaHb KoJIeriaJJbHUX OPraHiB

131. IligroroBka Ta OQOpPMIICHHS IJOKYMEHTIB 10 3aciJiaHb KOJIeTiaJbHUX
OpraHiB 3JIMCHIOIOTBCS 3 METOK OpraHi3aliiiHOro 3a0e3leueHHs BiJMOBIAHOTO
Oprasy.

132. 3acigaHHs KOJEriaJIbHUX OpPraHiB MPOBOASTHCS — BIAMNOBIAHO 0
3aTBEP/KEHUX IJIaHIB 1X poOOTH Ta B pa3i MoTpedu.

VY nnani poOOTH KOJET1aIbHOTO OpPTraHy 3a3HayaloThCsl MUTAHHS, 110 MOBHHHI
pO3MIISIIATUCS, 1aTa PO3TJIsAY, MPI3BUIIE, BIACHE 1M s JAOIMOBI/laya Ta HAMEHYBaHHS
CTPYKTYPHOTO MiAPO31Iy anapaTy KOJEriallbHOro OopraHy, SIKUH TroTye HOKYMEHTH
JUTSL pO3TJISILY TUTAHHS KOJIET1aIbHUM OPTaHOM.

[TpoekT miiany poOOTH KOJIETIANbHOTO OpPraHy CKJIaJa€ThCs CEKPETapeEM LIbOTO
OpraHy 3 YypaxyBaHHAM IMIPOIMO3ULINA CTPYKTypHUX MiJPO3AUIIB amapary LbOoro
opramy.

KepiBHUKK CTPYKTYpHMX MIAPO3AUIIB amapaTy KoOJICTIaIbHOTO OpraHy
MOJIAI0Th JJIsl BKIIOUEHHS JI0 TJIaHy pOOOTH KOJET1albHOTO OpraHy Hepesik MUTaHb,
Kl BOHM BB@)XalOTh 3a HEOOXITHE PO3IVIAHYTH Ha Horo 3aciganHi. Jlo mepemniky
JOJTA€ThCS JOBiKA 3 OOTPYHTYBaHHSAM TIACTaB JIJIi BHECEHHS MUTAHHS Ha PO3TIIS
KOJIET1aJIHOTO OpTraHy.

3aTBepIXKEHUN KOJIETialbHUM OpPraHoM IUIaH POOOTH JOBOAMTHCS 10 BiIoMa
YJICHIB KOJIETiaJIbHOTO OPraHy 1 KEPIiBHUKIB CTPYKTYPHUX MIJAPO3JIUIIB HOr0 amapary.
JlonaTkoBi THUTaHHS 70 3aTBEP/PKEHOrO IUIaHy pPOOOTH KOJIETIAIbHOTO OpTraHy
MOXYTh OYTH BKJIFOYEHI 3a PIIIEHHSAM oro rojioBu. CekpeTap KOJIEeTiaIbHOTO OpraHy
1H(pOpMY€e BCIX WIEHIB KOJET1aJlbHOTO OpraHy Ta BiANOBIIAJbHUX BUKOHABIIB MPO
BHECEHI /IO TUIaHy 3MiHHU.

133. JlokymeHTH 3 MUTaHb, U0 BHOCITHCS Ha PO3IJIS KOJETIAIbHOTO OpPraHy,
MOBUHHI MOJIaBaTUCs HE MI3HIIE HDK 3a M'ATh AHIB JO 3acilaHHs, a y pasi
MPOBEJICHHSI 1103a4€proBOI0 3aciJlaHHs - He Mi3HIIIe HiX 3a OJWH JIeHb. 3a3Ha4yeH1
JIOKYMEHTH MICTSTh:

JIOTIOBITHY 3aIIUCKY, aJpecoBaHy KoJeriallbHOMY oprany (y pasi motpelu), B
SIK1A TPYHTOBHO BUKJIQJICH1 TUTAHHS 3 BUCHOBKAMH 1 MPOTIO3UITISIMU;
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IPOEKT PO3MOPSKEHHS KOJEriaJbHOrO0 OpraHy, 3aBi30BaHUN KepiBHHUKaMHU
3alHTEPECOBAHMUX CTPYKTYPHUX MIAPO3IUTIB HOro amapary, Ta JTOKyMEHTH 10 HbOTO
(aHAMITUYHI TOB1IKH, TaOJUIIl, AlarpaMH TOIIO), 3aB130BaHi iX KEPIBHUKAMHU, a y pasi
MOTPEOU - MPOEKT MPOTOKOJIBLHOIO PIIICHHS;

JIOBIIKY TPO TMOTO/KEHHS MPOEKTY PO3MOPSKEHHS 13 3alHTEPECOBAHUMU
CTPYKTYpPHUMHU MIAPO3aUIaMU OOJIAepKaJAMIHICTpalii Ta y pasi moTpeOu I1HIIHUMHU
yCTaHOBaMU;

CITUCOK 0C10, SIK1 3aIIPOIIYIOThCS Ha 3aCiJJaHHS KOJIET1aJIbHOTO OpraHy;
1HII TOKyMEHTHU, HEOOX1IH1 AJI PO3TJISIAY MUTAHb.

134. JloxyMeHTH, TIATOTOBIEHI IS PO3IJIALY KOJIETIaJIbHUM OpPraHoM, a
TaKO0XX OJIMH MPUMIPHHK iX KOIiH, 30epiraroThCs y ceKpeTapsi KoJeriaJbHOro OpraHy.

135. V pasi npoBeAeHHs 3aKpUTOrO 3acijaHHs KOJIET1aJIbHOTO OpraHy abo
3aKpUTOTO0 OOTOBOPEHHSI OKPEMHX IUTaHb MIATOTOBKA JOKYMEHTIB 3 BIAMOBITHUX
MUTaHb 3AIMCHIOETHCS 3 JOTPUMAHHSIM TOPSJIKY POOOTH 3 JOKYMEHTaMH, 110 MICTSITh
1H(pOpMALIiI0 3 00MEKEHUM JOCTYTIOM.

136. 3a miAroTOBKY MOKYMEHTIB JUIsl MPOBEJACHHS 3acifjaHb KOJET1aJbHOTO
OpraHy BiJMOBIJAIOTh KEPIBHUKHU 3alHTEPECOBAHMX CTPYKTYPHHUX IIIPO3/LIIB HOTO
amapary.

137. Cekperap KOJNETiaJbHOTO OpraHy 3IIACHIOE KOHTPOJIbh 332 CBOEYACHUM
MOJIaHHSAM JIOKYMEHTIB Ha PO3IJIsi]] Ta MEpeBipsA€ X Ha HASBHICTh Y MOBHOMY 00Cs31
Ta MPaBUIBHICTh O)OPMIICHHS.

JIoKyMeHTH, TOJIaHi 3 MOPYIICHHSIM YCTaHOBJIICHOTO TMOPSAKY 1 CTPOKIB, JO
PO3TIISAY HE MPUHMAIOTHCHS.

138. PesynpraT 3aciiaHHsA  KOJETiadbHOTO OpraHy O(QOpMIIIOIOTHCS
MIPOTOKOJIOM 3T1IHO 3 BUMOTaMH, 3a3HaueHUMU y myHKTax 104—-120 1iei [ncTpykiii.

139. Pimenns xosnerii o0nmacHOi Jep)kaBHOI aJAMIHICTpaIil peai3yloThCs
IIUIIXOM BHJIaHHS PO3TOPSIKEHB TOJIOBU 00JIaCHOT JIep)KABHOI aIMiHICTpaIlii, TKUMH
BOHH BBOJSATHECS B IIO.

Pimenns koJerii CTpyKTYpHUX MiAPO3ILIIB 00JACHOI IepKAaBHOT aJMiHICTpallii
IUISIXOM BUJIAHHS HaKa31B KEPIBHUKIB CTPYKTYPHUX MiAPO3ALTIB 001aCHOT Aep>KaBHOT
aJMiHICTpaIlil, SIKUMHA BOHU BBOJATHCS B JIIFO.

140. Butsaru 3 mpoTOKOJiB O(GOPMIIIOIOTHCS Ha BIAMOBIIHOMY ONaHKY 1
3aCBIIUYIOTHCS TIEYATKOK CITY>KOH J1JIOBOJICTRBA.
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JIOKyMEHTH NPo CJIy:K00Bi BiApAAKeHHS

141. Cnyx00Bi BIIPSIKEHHS TPaIliBHUKIB MOXYTh TepeadadaTucs y IulaHi
poboTH 001aCHOT AEP>KaBHOT aAMIHICTpaIlii.

142. YV pa3i BUHUKHEHHS OTPeOH B HAMpPaBJICHHI MPaLliBHUKA y BIAPSKEHHS,
KEPIBHUKOM CTPYKTYPHOTO MIAPO3ILITY, B SKOMY MpAIO€ MPALIBHUK, T'OTYETHCS
JIOTIOBIJIHA 3aMKcKa Ha iM's TOJIOBU OOJIACHOI JIep:KaBHOI aJMiHICTpallii, KepiBHUKA
amapaty oOJiep:kaJAMiHICTpallii, B sIKii 3a3HaYa€ThCs PO T€, KYJU, Ha SIKUM CTPOK, 3
SKOIO0 METOIO BIJIPSIKAETHCS MPAIliBHUK.

143. JlomoBimHa 3amycka pa3oM 3 MPOEKTOM PO3MOPSHKEHHS (HaKazy) IMpo
BIIPSIIDKEHHS TIEPEaeThCsl aapecaTy, K MpaBWIo, HE Mi3HIIIE HIXK 3a TpU JOO0U 10
MOYATKY BIAPSHKECHHS.

144, Tlicna moBepHEHHS 3 BIAPSKCHHS MPAIIBHUK MOJA€ OyXraaTepchKii
Cay>k0l yCTaHOBM 3BIT TIPO BHUKOPHCTaHHS KOIITIB Yy CTPOKH, BH3HAUYECHI
3aKOHOJABCTBOM.

3BIT PO BUKOPUCTAHHSI KOIITIB MiMUCYETHCS MPaIlIBHUKOM, SKUN MepeOyBaB
y BIAPSADKEHHI, Ta MEPEAAETHCA A0 OyXTraiaTepChKoi CIIy>kO1 yCTaHOBH.

X. Opranizauisi J0KyMeHT000Ir'y Ta BUKOHAHHS IOKYMEHTIB
Bumoru moao paumionaJizauii J0KyMeHTOO00Iry

145. JlTokymMeHTH, CTBOpEHi y manepoBii (opmi, MPOXOAATH 1 ONPaIbOBYIOTHCS
B oOnaepkaaMiHICTpalii Ha €IUHUX OpraHizaliiHUX Ta MPaBOBHX 3acajax
oprasizaiii JOKyMEHTOOOITY 3 JOKYMEHTaMH, CTBOPEHHUMH B €JIEKTPOHHINA (opmi,
BU3HAUeHUX [HCTpyKIli€I0 3 MIJIOBOACTBA B €NEKTPOHHIA (opmi. Y pas3i HasBHOCTI
MIJICTaB, SIKI BU3HAIOTHCA OOIPYHTOBAaHWMHM JJII CTBOPEHHS OOJIACHOIO JIEPKABHOIO
aAMIHICTpAIl€El0 JOKYMEHTIB Yy TanepoBiii ¢opmi, 3acTOCOBYIOThCS 3acaju
oprasizailii JOKyMeHTO0O0Iry, BU3HauyeHi 1€t [HCTPYKIT€TO.

146. EdbexTuBHa opraHizarlisi JOKyMEHTOO0ITy mependavac:
IPOXOJKEHHS JJOKYMECHTIB HAHKOPOTIINM HUIIXOM;

CKOpPOYEHHS KIJTLKOCTI 1HCTaHIIM MPOXOHKEHHS IOKYMEHTIB (30KpeMa, i1 yac
TIOTO/KEHHS);

YHUKHEHHS 1yOJIeTHUX omeparii mija yac poOOTH 3 TOKyMEHTAMU;

HEeHTpasi3alio (3A1MCHEHHs] OJHOTUITHUX OIepalliil 3 TOKyMEHTaMU B OJJHOMY
MicIi);

YCYHEHHS PyYHHX PYTHHHHX OIeparliii, ki MO)KHA aBTOMaTU3yBaTH.
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IIpuiiMaHHA Ta NepBUHHE ONPALIOBAHHA J10KYMEHTIB,
L0 HAAXOIATH 10 YCTAHOBH

147. JlocraBka JOKYMEHTIB A0 OOJAepKaIMiHICTpallli 3T1ACHIOETHCS 4Yepe3
CHUCTEMY B3a€MOJIli, a TaKOX MOXE 3J1MCHIOBATHUCS 3 BUKOPHUCTAHHSAM 3acoO0iB
MOIITOBOIO 3B'SI3KY, Kyp'€pPCHKOIO Ta (PENbI'€erepchbKor0 CIIyK0010.

[Tomroro  Ta  Kyp'€epchbKOIO  CIyXO0OK  JIOCTAaBIAETHCA  MHUCHhMOBA
KOPECIIOH/ICHIIIS Y TarnepoBiil ¢popmi, MOMITOBI KapTKU, OaHAEpoJI, ApiOHI MakeTH, a
TaKOX MEeP10JIUYHI IPYKOBaH1 BUIAHHSI.

®enpa'erepchbKo0 CIIy>K0010 TOCTABISETHCS CHEIialbHa KOPECTIOHACHIIIS.

148. Yci gokyMeHTH, 110 HAAXOAATH A0 OOJACHOI Jep:KaBHOI aJMiHICTparlii,
NPUHUMarOThCS IIeHTpaTi30BaHo City»K0010 JIJIOBOJCTBA.

[Topsimok po3KpUTTS] KOHBEPTIB BU3HAYAETHCS [HCTPYKIII€IO 3 AUTOBOJICTBA.

PexomeHnoBaHa, creliajibHa Ta KOPECHOHJCHIlS 3 OrOJIONIEHOK I[IHHICTIO
MPUKUMAETHCS M1 PO3MUCKY B JKYpHaJIl, peecTpi a00 MOBIIOMIICHH] IPO BPYYEHHS.

149. V pa3i HagxomKeHHA KopecmoHAeHuii 3 BiaMiTKow "TepmiHOBO"
(ikcyeThCs HE JIHIIE 1aTa, a i TOAWMHU Ta XBUJIMHU JIOCTABKH.

150. KonBeptu 30epiratoTbcs 1 10AAIOTHCS 10 JOKYMEHTIB Y pasi, SIKIIO JIUIIEe
32 KOHBEPTOM MOXHAa BCTAHOBHUTH aJpecy BiANpPaBHUKA, 4Yac BIANPABICHHS Ta
OJICp>KaHHS JOKYMEHTa a00 B KOHBEPTI BIJICYTHI OKpPEMI JIOKYMEHTH UM BCTAHOBJICHO
HEBIAMOBITHICTP HOMEPIB JTOKYMEHTIB HOMEpaM, 3a3HAYCHUM Ha KOHBEPTIi, a TaKOXK
aJpECHi SPIUKUA PEKOMEHIOBAaHUX KOHBEPTIB 1 MAKETIB.

VY pasi BiACYTHOCTI AOJATKIB, 3a3HAUEHUX Y TOKYMEHTI1, 200 OKPEeMHX apKyIIiB,
a TAKO’K 32 HasIBHOCTI MOMMUJIOK B O(POPMIICHHI IOKYMEHTA, 1[0 YHEMOKJIUBIIIOE HOTO
BUKOHAHHS (BICYTHICTh MIJNUCY, BIIOUTKA TeYaTKu, Tpuy 3aTBEPAKEHHS TOIIIO),
JIOKYMEHT HE PEECTPYETHCA 1 MOBEPTAETHCS BIATPABHUKOBI 13 3a3HAYCHHSIM TTPUIHHU
MOBEPHEHHS 200 MOMY MOB1IOMJIIETHCS TIPO MOBEPHEHHS JOKYMEHTA TeJIe(OHOM.

VY pasi MonkoKeHHs KOHBEPTa pOOUTHCS BIAMOBIIHA BIIMITKA B MOIITOBOMY
peecTpi.

Y pas3i BiICYTHOCTI, HEIUIICHOCTI BKJIQJICHb VYHACTIIOK TONTKOIKCHHS
KOHBEpTa, MaKyBaHHSA, IO TPU3BEIO 1O HEMOXJIHMBOCTI MPOYUTAHHS TEKCTY
JIOKYMEHTa, CKJIQJa€ThCs aKT y JBOX MPUMIPHHUKAX, OJWH 3 SKUX HAJACHIAETHCS
KOPECIIOH/ICHTY, a 1HIui 30epiraeTbest y City»01 T17I0BOACTBA.

151. JlokyMeHT MOBEpTa€ThCS BIANPABHUKOBI 0€3 poO3risiay B pasi ioro
HAJXO/KEHHS HE 3a a/Ipecor0, HAJXOKEHHS MarnepoBOro MPUMIpPHUKA JOKYMEHTA,
KU BXXe HAINIIOB y €IeKTPOHHIN (opMi uepes cucteMy B3aeMozii, abo
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HAJXO/KEHHS JOKYMEHTa B MamepoBii gopmi 06e3 HasBHUX Ha Te MIiACTaB, SKI
BU3HAIOTHCSI OOIPYHTOBAHUMHU JIJISi CTBOPEHHSI YCTAHOBOIO JOKYMEHTIB Y MarepoBii

dbopwmi.

152. 'V pa3i oxepxkaHHs (HaKCUMUIBHOTO TOBIJOMJICHHS JOKYMEHT He
peecTpyeThCs.

IonepeaHiii po3rJisii I0KYMeHTIB

153. Beci BXiJiHI JIOKYMEHTH MiJISTalOTh MOMepeaHboMy po3risaay B Ciyx0i
JIOBOJCTBA.

154. Tlix yac monepeIHbOTo PO3IJIAly BU3HAYAETHCA:
4YM Ma€ JOKyMEHT OyTH JOMYIIEHUH 0 peecTparii;

9l MoTpedye po3riAay KEpIBHHULTBOM oOIaepkaaMiHICTpanii abo mepemayi
micisl peecTpauli 0 CTPYKTYPHOTO MiApo3AUTy a00 CTPYKTYpHUX MiIpO3ALIIB
BIJIMOBITHO /10 (DYHKIIIOHATLHOTO PO3MOILTY 000B'SI3KIB B 001 KaIMIHICTpAIlii;

YW HAJIEKUTH J0 JIOKYMEHTIB TEPMIHOBOTO PO3IIISAY (OIpaIffOBaHHS).

155. Ha cranii monepeHp0ro po3risiny 3A1HCHIOETHCS B1IOIp JOKYMEHTIB, 110
HE MiuraTh peectpanii Ciry:k0010 J1I0BOCTBA, a TAKOXK TAKUX, IO MEPEAAIOTHCS
JUIS CIIEL1aIbHOTO OOJIIKY CTPYKTYPHHUM IiIPO3/1JiaM, 1110 BU3HAUYEHO Y AOJATKY 4.

PeecTpauis 1okymMeHTIiB

156. PeecTpariis JOKYMEHTIB BCiX KaTeropiil MOJIATa€ y CTBOPEHHI 3aIlucy
OOJIIKOBUX JaHUX NP0 JOKYMEHT Ta O(OPMIIEHHS peecTpaliifHO-MOHITOPUHIOBOI
KapTKU B €JIEKTPOHHIN (popmi y CUCTEMI €IEKTPOHHOTO A1IOBOJICTBA 13 3a3HAYCHHSIM
00OB'SI3KOBHX PEKBI3UTIB, 3a JOMOMOTOI SKUX (IKCyeTbcs (DAKT CTBOPEHHS,
BIANpaBlIeHHs a00 ojepXaHHS JOKYMEHTa IIJIIXOM IPOCTABICHHS Ha HbOMY
pPEECTPAIIMHOTO  1HAEKCY 3 TMOJAJbIIUM  BHECEHHSM JI0  PEECTPAIiifHO-
MOHITOPUHIOBOI KAPTKX HEOOX1THUX BIAOMOCTEH.

Y pa3t norpeOu mepemk OOOB’A3KOBHUX PEKBI3MTIB  peecTpalliitHo-
MOHITOPHHI'OBOI KapTKU Moke OyTH qomoBHeHUH. [lopsinok po3MillleHHS! peKBI3UTIB
y peecTpariiHO-MOHITOPUHTOBIM KapTIli BA3HAYAETHCS [HCTPYKITIEIO 3 A1IOBOJICTBA.

Peectpaiiisi 10OKyMEHTIB MPOBOAUTHCA 3 METOK 3a0e3MeueHHs iX OOJIKYy,
MOHITOPHHTY CTaHy BHKOHAHHS 1 OIIEPAaTUBHOTO BHKOPUCTAHHS HAsSBHOI B
JTOKyMEHTax 1Hdopmartii.

157. Peectpaiiss [OKyMEHTIB MPOBOIUTHCS IeHTpamizoBaHo Ciayx00t0
TTIJTOBOJICTBA.
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CTpyKTypHI MiIpO3A1IM 00JacHOI JepKaBHOI aaMiHICTpalii peecTpyroTh
CTBOpPEH1 HUMH JIOTIOB1JIHI Ta CITy>KOOBI1 3aIMCKHU.

Micue  peectpaiii  OKpeMHUX TPyl  CIEHiali30BaHMX  JIOKYMEHTIB
(po3nopskeHHsT  (Hakasu), JOTOBOPH, 3BITH, NPEHCKYpPaHTH, 3asBH  TOIIO)
BU3HAYAETHCS [HCTPYKIII€IO 3 IIJIOBOJCTBA.

158. JlokyMeHTH peecTpylOTbCS JIMIIE OJWH pa3: BXIOHI - y JEHb
HA/IXOJKEHHS, CTBOPIOBaHI - y IEHb MiANUCAaHHs a00 3aTBEpAKEHHSL.

159. V pasi nepenadi 3apeecTpoBaHOr0 JOKYMEHTa 3 OJHOTO CTPYKTYPHOTO
OIAPO3AUTYy [0 1HIIOTO HOBUW peecTpaliiHUN 1HIEKC Ha JOKYMEHTI He
IPOCTaBIISIETHCA.

160. JlokyMeHTH peecTpyIOThCS 3a TpyHaMu 3ajI€KHO BiJl Ha3BU BUY, aBTOpA 1
3MICTY JOKYMEHTIB.

VY Ciyx01 I1710BOICTBA OKPEMO PEECTPYIOTHCS:

aKTU OpraHiB JEp)KaBHOI BIAaJM Ta JOPYYEHHsS BHIIUX IOCAJOBHX OCIO,
3alliTH, 3BEPHEHHS, a TaKoXX KopecnoHaeHuis BepxoBnoi Paam VYkpainu, mo
HaJIHIIIA 70 00AepKaIMiHICTpaIllii;

CITy>K00BI1 JIUCTH;
pO3NOpsIKEHHS (HaKa3u) 3 OCHOBHHX MUTaHb JTiSTIbHOCTI YCTAaHOBH;
po3nopsKeHH (HaKa3n) 3 aAMIHICTPATUBHO-TOCIIOIAPCHKUX MUTAHB;

pO3MOpSIKEHH (HAaKa3W) 3 KagpoBUX NHUTaHb (0COOOBOTO  CKJIamy)
(B1AMOBITHO 710 iX BUIB Ta CTPOKIB 30epiraHHs);

pIILIEHHS KOJIET1i;
IPOTOKOJIH 3acifiaHb, Hapaa 00JacHOI AepKaBHOI aaMiHICTpaLii.

VY cexTopi (piHaHCcOBOTO 3a0e3meueHHs amapary Oaechbkoi 001acHOI Iep KaBHOT
aJAMIHICTpaIli:

AOT'OBOPH.

VY Bimnuti poOOTH 13 3BEpHEHHSIMH TpomaisH amapary Omecbkoi o0igacHOI
JIepKaBHOI aAMIHICTpaLlii:

3BCPHCHHA I'POMAiAgH.

VY cextopi moctynmy ao myOmiunoi iH@opmarii amapary Onecbkoi 001acHOT
JIep>KaBHOI aIMiHICTpaITii:

3alUTH Ha 1H(POpPMAITIIO.
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B ympaBninzi 3 nuTaHb nepcoHany amapaTy Ojechkoi 00JacHOi Jiep:KaBHOT
aJMIiHICTpaIii:

CKaprH, MojaHi JepKaBHUMHU CITy>KOOBISIMH Kateropiii «b» ta «By» xepiBHUKY
Jep KaBHOI CITY>KOH.

CTpyKTypHI MiOpO3Aiau 00JacHOi JepKaBHOI aaMiHICTpalii peecTpyroTh
CTBOPEHI HHUMH JOKYMEHTH (Haka3u, JOMOBIJHI, CIy>KOOBI 3amHCKU TOIIO) Ta
CIIy>KOOBI JIMCTH, SIKI HAAXOAATh Ha iX IOpUIANYHY aJpecy.

161. Peectpariis AOKyMEHTa 3IIMCHIOEThCS 3 BUKOPHCTaHHSAM CHUCTEMU
CIIEKTPOHHOTO JoKyMeHT000iry « ACKO/I» (momatku 5 1 6).

Kypuanbna (manepoBa) abo kapTkoBa Ghopma peecTpailii JOMyCKaeThCs y pasi
HEMOXKJIMBOCTI BECTH CJCKTPOHHY PEECTpAIlil0 Ta JIMIIE B YMOBAaX Ta MPOTATOM
CTPOKY BOEHHOTO YM HAJI3BUYANHOTO CTaHy Ha TEPHUTOPIi, Jie po3TanioBaHa oOjacHa
JepKaBHA aJMIHICTpallisl, Ta MPOTATOM IIECTH MICAIIB MICJS CKaCyBaHHS BOEHHOTO
YW HAJ3BUYAHHOIO CTaHy Ha BIAMOBIIHIA TEPUTOPIi.

162. YV aBTOMaTH30BaHIl CUCTEMI €IEKTPOHHOTO AOKyMeHToo0iry «ACKOI»
dbopMmyeThCs €IMHA TIEHTpalli3oBaHa 0a3a peecTparliiHuX JaHuX, 10 3a0e3nedye
MpaIiBHUKIB 1H(OPMAITIEI0 TIPO BCl JOKYMEHTH 00JIaCHOI JIep KaBHOI aaMiHiCTpallii
Ta X MICIIE3HAXO/KCHHSI.

Opranizanis nepeaayi J0KyMeHTIB Ta iX BUKOHAHHS

163. [Ins 3a0e3nedeHHs CBOEYACHOTO BUKOHAHHS JoKyMeHTiB Cmyx0Oa
JIOBO/ICTBA  po3po0Ouisie  rpadikd  mepenayli  KOPECHOHACHIII  KEPIBHUITBY
o0nep kaIMIHICTpallii 1 CTPYKTYPHHUM MiPO3/I1IaM.

164. 3apeectpoBaHi JOKYMEHTH TEPEAAlOThCS HaA PO3IJISA] KEPIBHUIITBA
o0JiIepKaAMIHICTpAIlii B IEHb X HaIXOMKEHHS a00 HACTYITHOTO poOOYOTo JHS B pasi
iX HaAXOMKEHHS micis 17 ToauHu. AKTH OpraHiB JepKaBHOI BJIaJu, OPTaHIB BIIaJH
ABtoHoMmHO1 PecnyOmiku Kpum, nopydeHHs BHIIMX TMOCAJAO0BUX OCIO, 3amuTH 1
3BEpPHEHHS HApOJHUX JICMyTaTiB, a TaKoX KopecnoHjaeHiis BepxoBHoi Paam
Vkpainu, Odicy Ilpesugenta VYkpainu, Kabinery MinictpiB VYkpainuy,
KOPECTIOH/ICHIIISI, 110 HAIXOIWTh BiJ YCTaHOB BHUIIIOTO PIBHS, MEPEAAlOTHCS Ha
PO3IJIS HEBIIKIATHO.

165. JlokymMeHTH, PpO3IJISHYTI  KEPIBHUIITBOM  OOJA€pKaaAMIHICTpaIlli,
MOBEPTAIOTHCA 3 BIAMOBIIHOIO pe3osromieto Ciyx01 IUI0BOJCTBA, sKa 31HCHIOE
nepeaavy TOKYMCHTIB Ha BUKOHAHHS.

166. JloxymMeHT, BUKOHABLSIMH SIKOTO € KUIbKa CTPYKTYPHHX MIAPO3ILIIB,
NEPENAEThCSl BUKOHABLSAM OJHOYACHO Yy BHUIUIAMl KOMIM 3 MepeAaueto OpUTiHATY
TOJIOBHOMY BHKOHABIIIO, BA3HAYEHOMY B PE30JIIOLIIT MEPIIHM.



103

167. ®akt mnepenaui JIOKyMEHTIB BHKOHABISIM (DIKCYETHCS HUIIXOM
IPOCTABJICHHSA BIANOBIIHOI BIAMITKM B PEECTPalliiHO-MOHITOPUHTOBIA KapTii 13
3a3Ha4YCeHHAM 1HGOpMaIli MPO BUKOHABIIIB, SKUM I€pEaHO MarepoBHM OpUTIHAI
JIOKYMEHTa Ta MOro KOIii.

168. Tlepenaua MOoKyMeHTa 3 OJHOTO CTPYKTYPHOTO MiJPO3AUTY A0 IHIIOTO B
000B'SI3KOBOMY TOPAAKY 37iHCHIOEThCS depe3 CiyxOy AUIOBOACTBA, sfKa POOUTH
BIANOBIAHY BIAMITKY B pEeECTpaIlifHO-MOHITOPUHIOBIM Kaptui. JlOKyMeHTH,
BUKOHAHHS SIKUX NepedyBa€ Ha KOHTPOIi, MEPEAAIOThCS 10 1HIIUX CTPYKTYpPHUX
MiPO3AUIIB a00 1HITUM BUKOHABISM TIIBKH 3 TOBiAOMIIEHHSAM Tipo 1 Ciyx06i
KOHTPOJIIO.

169. Ilepenaua JOKYMEHTIB y Me&XaX CTPYKTYPHOTO MiAPO3LTY 31MCHIOETHCS
yepe3 0co0y, BIANOBIJANbHY 3a JIJIOBOJCTBO B CTPYKTYPHOMY  IJIPO3IiSi
(cexperaps).

170. BinnmoBiganbHICTh 3a BUKOHAHHS JOKyMEHTa HECYTh OCOOM, 3a3HAaueHi B
pO3MOPSAUOMY  JTOKYMEHTI, PpE30NIoNii KepiBHUKa oOJaep:KaaMiHICTpalii, Ta
NpaLiBHUKY, SIKUM 0€3M0cepeIHbO JOPYUEHO HOTO BUKOHAHHS.

['ooBHMIT BUKOHaBEIlb OPraHi3oBye poOOTY CHIBBUKOHABIIIB, 30KpeMa
BU3HAYAE CTPOKH TOJAHHS HUMHU TPOMO3UIIINA, TOPSAIOK MOTOKEHHS ¥ IMiATOTOBKH
MIPOCKTY JTOKYMEHTA.

CmiBBUKOHABII BIJMOBIIAIOTh 3a IIJITOTOBKY Ha HAJICKHOMY pIBHI Ta
CBOE€YACHE TIOJIaHHS TOJIOBHOMY BHMKOHABIIO TIPOIO3HUIIIA. Y pa3i HECBOEYaCHOTO
MOJaHHs TPOIO3UIIINA CIIBBUKOHABISIMU TOJIOBHUM BHUKOHaBEllb 1HPOPMYE MPO IIe
KEepIBHHKA, IKHI HaJIaB TOPYICHHS.

171. BukoHaHHs JOKyMeHTa mnepealOadae 30UpaHHA Ta OMPAIIOBAHHSA
HeoOX11HO1 1H¢opMallii, MArOTOBKY MPOEKTY BIJAMOBIAI Ha JOKYMEHT YM HOBOTO
JOKYMEHTa, #oro oQopMJeHHS, TOrO/KeHHs, TMOJaHHS M  MiJIHCAHHS
(3aTBEpKEHHSI) BIIMIOBIAHOMY KEPIBHHKY.

172. Tlepen mnomaHHAM TMPOEKTY JOKYMEHTa Ha IIJIMNKUC BIANOBITHOMY
KEpIBHUKY aBTOp JOKYMEHTa 3000B'S3aHUN TMEPEeBIPUTH MPABUIIBHICTH HOTO
CKIIaJieHHs Ta O(OPMIICHHS, MOCHJIAHHSI HAa HOPMATHBHO-TIPABOBI aKTH, YTOYHHUTH
1udpoBi AaH1, HASIBHICTh HEOOXITHUX BI3 1 TOJATKIB.

173. JlokyMeHT moAaeThcs Ha MIAMKUC Pa3oM 3 JOKYMEHTaMH, Ha BUKOHAHHS YU
Ha MICTaBl SKUX WOT0 CKJIIAAEHO.

174, Sxmo AOKyMEHT HAJCUIAEThCI O KIIBKOX YCTaHOB, SKI HE €
KOPUCTYyBa4aMH CHUCTEMH B3aeMojii, micis Woro peectpamii Ciyx0a IiTIOBOICTBA
OpraHi30BYy€ BUTOTOBJICHHS HEOOX1HOT KIJIbKOCT1 MPUMIPHHKIB.
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175. ABtop pmokyMmMeHTa y pa3l BIAMYCTKH, BIAPSIKCHHS, 3BUILHEHHS
3000B's13aHUI TepelaTy 1HIIOMY MPAIiBHUKOBI 3TIAHO 3 YMHHUM PO3MOJIIOM YCI
HEBUKOHAH1 JIOKYMeHTH Ta mnoiHdopmyBatu Ciyxk0y KOHTPOJIO MpOo TMepeaady
JIOKYMEHTIB, BUKOHAHHSI SIKUX TlepeOyBa€e Ha KOHTPOJI.

Opranizaniss MOHITOpMHI'Y BUKOHAHHS IOKYMEHTIB

176. OcHoBHi 3acangd MPOBEIEHHS MOHITOPUHTY BHMKOHAHHS JOKYMEHTIB
BU3HAYAIOThCS [HCTPYKIIIERO 3 IJIOBOJICTBA B €IEKTPOHHIN (PopMi.

177. Y crpykTypHUX Tigpo3faiigax Oe3rnocepeHiii KOHTPOJb 3a BUKOHAHHIM
JIOKYMEHTIB 3/11iCHIOE 0c00a, BIIMOBIJaIbHA 32 J1JI0BOICTBO.

178. Ctpok BUKOHaHHS JOKYMEHTa MOXE BCTAHOBJIOBATUCS Yy HOPMAaTHUBHO-
IPAaBOBOMY aKTi, PO3MOPATIOMY JOKYMEHTI ab0 pe30Jrouii TOJIOBU MEPLIOro
3aCTyIIHUKA, 3aCTyIHUKIB TOJIOBH, KEpIBHMKA amapaTry o0JIacHOI Jep»aBHOI
aJMIHICTpaIlii.

179. Ctpoku MOXyTh OYyTH TUIIOBUMH 200 1HIUBITyaJIbHUMHU.

TunoBi CTPOKM BUKOHAHHS JOKYMEHTIB YCTAHOBIIOIOTHCS 3aKOHOJIABCTBOM.
CTpOoKH BUKOHAHHS OCHOBHUX JIOKYMEHTIB HABOJSATHCS B AOAATKY 7.

[HaMBiMyalbHI CTPOKM BCTaHOBIIOIOTHCS TOJIOBOIO, TEPIIUM 3aCTYITHUKOM,
3aCTyHUKaMU T'OJIOBH, KEPIBHMKOM arapary o0JIacHOI JiepKaBHOI aJMiHICcTpallii abo
npariBHUKOM Ciy>kOM KOHTPOJIIO 13 3a3HAYEHHSIM YITKOT'O YacOBOTO IMPOMIXKKY, B
MEKax SIKOTO BU3HAYAETHCS BIJMOBITHUM CTPOK BUKOHAHHS JJOKYMEHTIB.

180. JloxymeHTH, B SIKMX CTPOK BHUKOHAHHS HE 3a3HA4Y€HO, SIKI HE €
JOKyMeHTaMu 1H(OpMaLIHHOTO XapakTepy abo He MICTATh KOHTPOJbHUX 3aBIaHb,
MOBUHHI OyTH BUKOHAHI HE Ti3HiIIe HiX 3a 30 THIB 3 MOMEHTY peecTparlii JOKyMEHTa
B 00JIacHIi iep>kaBHIN aaMiHICTparlii.

181. Skmo 3aBgaHHs MOTpPeOye TEPMIHOBOIO BHKOHAHHS, B TEKCT1 3aBJaHHS
000B'SI3K0BO 3a3HAYAETHCSI KOHKPETHUI KIHIICBUH CTPOK BUKOHAHHSI.

182. CniBBukoHaBII 3000B's3aHI MOJABaTH MPOIMO3HULII TOJOBHOMY
BUKOHABLIO TMPOTSITOM TEpUIOi IMOJOBUHU CTPOKY, BIABEACHOIO Ui BUKOHAHHS
JOpYYEHHS, 3aBIaHHS.

183. V pa3i noTpebu iHAMBIAYyaTbHUNA CTPOK BHKOHAHHS JOKYMEHTa MOXKE
OyTH MPOJOBXKEHO 3a OOIPYHTOBAHMM NPOXAHHSIM BHUKOHABLA, SIKE€ MOJAEThCS 0€3
MOTO/DKEHHSI 3 1HIIMMM CTPYKTYPHUMHM IMMAPO3aUIaMu Oe3rmocepeHbO MOoCaa0Bii
oco01, sika BCTaHOBWJIA CTPOK. BiAMoBiHE MpoXaHHS MOJAETHCSA HE Mi3HIIIE HIXK 3a
TpHU poOOYUX JIHI IO 3aKIHUEHHS BCTAHOBJIEHOTO CTPOKY.
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184. Ilpomo3uiiss MO0 MPOJOBKEHHS CTPOKY BHUKOHAHHS 3aBJaHb,
Bu3HaueHuX BepxoBHoro Pagoro Ykpainu abo [Ipesuaentom Ykpainu, o HajiciaHi
Kabinerom MinictpiB VYkpainu, mnogaerbest Cekperapiaty KaOinety MiHICTpiB
VkpaiHu BIANOBIJANIBHOIO 33 BUKOHAHHS YCTaHOBOKO DPAa3oM 3 IIPOEKTOM JIUCTA,
aJipecoBaHOI0 BIAMOBIAHO KepiBHUKOBI Amapary BepxoBuHoi Paau VYkpainu uu
KepiBauky Odicy Ilpe3unenra Ykpainu, 3a ciM AHIB A0 3aKIHYEHHS BCTAHOBJIEHOIO
CTpPOKY.

185. besnocepenHiii MOHITOPUHT BHKOHAHHS JIOKyMEHTa IPOBOJUTHCS Ha
HiACTaBl PE30JIOLIi TOJIOBU, MEPIIOTO 3aCTYIMHHMKA, 3aCTYIMHHKIB TOJIOBH 00JIacHOI
JIepKaBHOI aIMIHICTpallii Ta KEpiBHUKA anapary 00JIacHOT Aep KaBHOI aMIHICTpallii.

186. PeectpariiiHo-MOHITOPUHTOBl KapTKH JOKYMEHTIB, IIIOJ0 BUKOHAHHS
SIKMX TPOBOJUTHCS MOHITOPUHT, JJISl 3pYYHOCTI MOXKYTh TPYIYBAaTHUCS 332 CTPOKAMH
(HaOMMKEHHSIM ~ CTPOKIB) BHUKOHAHHS  JOKYMEHTIB, 3a BHMKOHAaBISIMH, 34
KOPECIIOHIGHTaMU a00 rpynaMu (pO3MOpPsKEHHS 3 OCHOBHOI JISJIBHOCTI, HAaKa3u 3
aJIMiHICTPATUBHO-TOCMIOIAPChKUX TMHTaHb, JOPYYEHHS BHUIIMX OpraHiB BIaJH,
JIOPYYEHHS TOJIOBH 00JIACHOI JIep>KaBHOI aiMiHICTpaIlii TOIIIO).

187. Ha oaumn JOoKyMEHT Moke OyTH 3aBe/ieHa JIMIIE OJHA PEeeCTpaliifHO-
MOHITOPHMHIOBAa KapTKa HE3aJekHO BiJ KIJIBKOCTI BHKOHABI[IB ab00 CTPOKIB
BUKOHAHHS OKPEMUX 3aBJaHb, 3a3HAYCHUX Y JOKYMEHTI.

188. Jlani mnpo Xig BUKOHAHHSA JOKYMEHTAa MOXYTh BHOCHUTHCS [0
peecTpalliiiHO-MOHITOPUHIOBOI KapTKU Ha MiJACTaBl iX 3amuTy TeiaepoHOM abo mif
Yac NMepeBipKu poOOTH CTPYKTYPHOTO MMiAPO3LTY - BAKOHABIIS.

189. 3a 3ammToMm cTpykTypHOro miapo3ainy Cayx0a KOHTPOJIIO Hajae
iH(opMaIlito PO JOKYMEHTH, BUKOHABLEM SIKUX € BIAMOBIIHMHI MiAPO3JLUI, 100
SIKUX TPOBOJUTHCS MOHITOPHHT.

190. Indopmariiss mpo cTraH BUKOHAHHS B3ATUX Ha KOHTPOJIb JOKYMEHTIB
y3arajJbHIOETHCSl CTAHOM HA MEPIIE YUCIO KOXKHOTO MICSIIS 1 HOJTAETHCSI KEPIBHULITBY
o0JacHOi AepxkaBHOI anMmiHicTparii (1o1aTok 8).

Indopmaniiino-10BiTKoBa pod0OTA 3 JOKYMEHTAMHU

191. 3acagm mpoBeaeHHS 1HGOPMAIIITHO-TOBIIKOBOI POOOTH 3 TOKYMEHTaMU
BU3HAUYAIOTHCS [HCTPYKINIEO 3 A1IOBOICTBA B €IEKTPOHHIHN Qopmi.

IMopsaiok onpanoBaHHs Ta HAJCUJIAHHS BUXITHMX JOKYMEHTIB

192. BuxiaHi JOKYMEHTH Y TanepoBiit popMi, CTBOpEHI B 00IaCHIN JIeprKaBHIN
aZMiHICTpalll, HaJCWUJIAIOThCS aapecaTaM 3 BHUKOPHCTAHHSM 3acO0iB MOIITOBOTO
3B'SI3KY, €JIEKTPO3B'SI3KY, @ TAKOX JOCTaBISIOTHCA KYyp'€pPChbKOIO, (eiba'erepCchKoio
CIIyk0010.
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193. OmpartoBanHs JOKYMEHTIB JJIsl BIJIMpaBICHHS 3aco0aMu IMOIITOBOTO
3B's13Ky  37iMcHIOEThCS  Cimyk0010 JUIOBOJACTBAa amapary oO0JacHOl Jep KaBHOI
aMIHICTpaIllil, y CTPYKTYPHHUX IIJIPO3/ILJIax - MOCaA0BO0 0CO00I0 BiAMOBIIAIBLHOIO 32
J1JIOBOJICTBO, BIJMOBIAHO 710 [IpaBui HajaHHS MOCIIYT MOIITOBOIO 3B'SI3KY.

194. BuxigHi JOKYMEHTH OMPalbOBYIOTHCS 1 HAJCHIIAIOTHCA LIEHTPAII30BaHO B
JIeHb X HAJXO/JKEHHS B CTPYKTYpPHHUX HIAPO3AUTIB - BUKOHABIIB a00 HE MI3HIIIE
HACTYITHOTO pOOOYOTO JIHSI.

195. He nomyckaeTncs:

HaJCWIaHHS a0o Tmepefgadya JOKyMeHTIB 0e3 ix peectpamii y Ciyx06i
JIIJIOBOJICTBA,;

nyOneTHe HaJICUIIaHHS MPUMIPHUKA, Y TOMY YHCJIl OPUTIHAIBHOTO, JOKYMEHTA
y mamnepoBiii ¢Gopmi, SKIO HOro MNPUMIPHUK a00 KOIIK BXXE HAIICIAHO B
CJICKTPOHHIN (PopMi uepe3 CUCTEMY B3aEMOIII.

196. Ilix yac npuiiMaHHs BiJ BUKOHABIIIB BUXIAHHUX JOKYMEHTIB MpAIliBHUKH
Cayx0u I1710BOACTBa 3000B'13aH1 IEPEBIPUTH:

MPaBWIBHICTE O(POPMIICHHSI JOKyYMEHTa (CKJaJ 1 pO3MIIIEHHS B HHOMY BCiX
PEKBI3UTIB);

HASIBHICTH 1 MPAaBUJIBHICTh 3a3HAYCHHS aJIpECH;
HASBHICTh Ha JIOKYMEHTI BIIMITKH TIPO JOJIaTKH;

HasBHICTh yCIX HEOOXTHUX MIAMUCIB (IM€YaTOK) HA TOKYMEHTI Ta J0JaTKax 10
HBOTO;

HASIBHICTH TOJATKIB Ta iX BIAMOBITHICT 3asIBICHOMY CKJIAIY;
BIJIMOBIHICTD KIJILKOCT1 MPUMIPHUKIB KIJIBKOCTI aJIpeCcaTiB,;

HasBHICTh Bi3 Ha MANepoOBOMY MPUMIPHHUKY BHXITHOTO JOKyMeHTa (y pasi
HEOOX1IHOCTI MOro CTBOPEHHS), IO 3aJHUINAETHCSA y CIpaBax OOJACHOI JepKaBHOI
aZIMiHICTpaIlii.

197. Ha opurinanax JOKyMEHTIB, Kl IAJIATal0Th IOBEPHEHHIO, HA BEPXHbOMY
MIpaBOMY ITOJI1 TIEPIIOi CTOPIHKHU CTaBUThCS mTamil "[lijijissrae moBepHEeHHO" .

198. lokymeHTH, 1110 HAJACUIAIOTHCS OTHOYACHO OJJHOMY 1 TOMY % aJpecaToBl,
BKJIQZIAIOTBCS B OJWMH KOHBepT (ymakyBaHHs). Ha KOHBepTi mNpoCTaBIsIOTHCA
peecTpalliiiHi iHIeKCH BCIX JOKYMEHTIB, SIK1 MICTSATHCS Y KOHBEPTI.

199. Aapecu MOXXYTh HAHOCUTHUCS Ha KOHBEPT APYKAPCHKUM CITIOCOOOM.
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200. JlokyMeHTH, TIO JOCTaBISIOTHCS  (ETBI'ETePChKOI0  CIIYkO0010,
NepealoThes afpecaTaMm MiJl PO3NUCKY Y BIAMOBIIHIN KHU3I.

201. JlocunanHs abo 3aMiHA HaJICJIAHOTO paHIIIe JOKYMEHTa 31ACHIOIOThHCS
3a BKa31BKOIO TOCAJ0BOI 0COOM, siKa Miamucana JOKyMEHT, abo kepiBHUKa CiykOu
TJIOBOJICTBA. Y TaKOMY BUNAAKY B JOKYMEHTI 3a3HAYA€THCS, IO BIH € JOCHIAHHSIM
a0o0 Ha/ICUJIA€ThCA HA 3aMiHY paHille HaJiCITaHOMY.

202. [Ilpumitom Ciuyx0010 JAUIOBOJACTBA BHUXIJIHMX JOKYMEHTIB, IHIIHUX
MOIITOBUX  BIANPABJICHb BiJ BHUKOHABIIB 3IIMCHIOETBCA JO 12  roauHw,
PEKOMEHJOBAaHUX JUCTIB — 710 11 roaunu.

XI. CucremaTn3anisi Ta 30epiranfsi JOKyMeHTIB Yy JAiJI0BOJICTBI
CkJ1aieHHs HOMEHKJIaTYPH CIIPaB

203. OcHOBHI 3acajy CKJIaJeHHS HOMEHKJIATYpH crpaB, (OpMyBaHHS CHpaB Ta
30epiraHHs JIOKYMEHTIB B OOJIacHIM JepkKaBHIA aaMIHICTpallli BHU3HAYAIOTHCS
[HCTpyKIIi€IO 3 A1IOBOICTBA B EIEKTPOHHIHN Popmi.

[ieto IHCTpyKIi€I0 BHU3HAUYAIOTHCA OKpeMi OCOOIMBOCTI CHUCTeMaTu3allii Ta
30epiraHHs JTOKYMEHTIB y TarnepoBiii (GopMi, sIKi 3aCTOCOBYIOTHCSI Y pa3i HasIBHOCTI
MiJCTaB, SKi BU3HAIOTHCS OOTPYHTOBAHWMH JJIsI CTBOPEHHS OOJACHOKO JIeP:KaBHOIO
aJMIHICTpAIlIE0 TOKYMEHTIB y manepoBii Gopmi.

204. HomenkinaTypa cmpaB - Iie¢ OOOB'S3KOBHI CHUCTEMaTH30BaHUN TEpETiK
Ha3B (3aroJIOBKiB) crmpaB, 1m0 (OPMYIOTHCS B IUIOBOJCTBI, 13 3a3HAYCHHSIM CTPOKIB
30epiraHHs BiamoBigHUX cupas (moxaTku 91 10).

205. 3BemeHa HOMEHKJIaTypa CIpaB amapaTy o0OJIacCHOI — Jep’KaBHOI
aJIMIHICTpAIlil CKIaIa€ThCAd Y YOTUPHOX MPUMIPHUKAX, HA KOKHOMY 3 SIKUX MMOBHUHEH
OyTHU 3amOBHEHMM Tpud MOTOKEHHS 3 BIAMNOBIIHUM JIEPKAaBHUM apXiBOM 00JacTi.
[lepiuii (HeOTOPKAHHUI) IPUMIPHHUK 3BEJICHOT HOMEHKIJIATYPHU CIIpaB 30€piraeThCs
y Cnyx01 AUIOBOJICTBa, APYTUU - BUKOPUCTOBYEThCS Ciy>k000 AITOBOJICTBA SIK
poOoumii, TpeTiii - mepeaaeThcss 0codi BIAMOBIAANBHIN 32 apxiB B amapaTi 00JacHOT
JIep’KaBHOI aJMIHICTpaIii, A 3AIMCHEHHS KOHTPOJO 3a (OpPMYyBaHHSM CIIpaB y
CTPYKTYPHUX MIJIPO3ALIaxX amapary o0JacHOi Jep>kaBHOI aaMiHICTpallii, 4eTBepTUH -
HajicunaeTbes 1o JepxaBHoro apxiBy Omecbkoi 00macTi.

206. CTpyKTypHI HiApOo3AiIM amapary o0O0JIacHOI JAepKaBHOI aaMiHicTpari
OTPUMYIOTh BUTSTH 3 BiJIMIOBIAHUX PO3JALUIIB 3aTBEPHKCHOI 3BEICHOT HOMEHKIATYPHU
CIIpaB JIJIs BAKOPUCTAHHS Y POOOTI.

207. I'padu HOMEHKIATYPH CIIPAB 3alIOBHIOIOTHCS TAKUM YHHOM.

Y rpadi 1 mpocraBnseThCcs 1HAGKC KOXKHOI CIpaBu. [HIEKC crpaBu
CTPYKTYPHOTO MIIPO31Ty CKIAAAETHCA 3 IHAEKCY CTPYKTYPHOTO IIIPO3/LTY anaparTy
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obnep kaaMiHICTpalii (3a ITAaTHUM PO3NUCOM a00 KIAcHU(IKaTOPOM CTPYKTYpPHUX
HiAPO3/UTIB) Ta MOPSIKOBOIO HOMEpa CIpaBH B Mexax miapo3ainy. Hampuxman: 06-
12, ne 06 - iHAEKC cCaMOCTIMHOTO BiAILTYy, 12 - mopsakoBuil HOMep cripasu, ado 04.1-
07, ne 04.1 - inAeKC BiAAUTY y CKIal ynpaBiaiHHs, 07 - MOpsSIKOBUN HOMEpP CIIPaBH.

VY pa3i HasgBHOCTI y cCHpaBi TOMIB IHAEKC CTaBUTHCS HAa KOXXHOMY TOMI,
Hanpukiaa: T. 1, 1. 2.

VY rpady 2 BKIIIOYAIOTHCS 3ar0JIOBKU CIIPaB (TOMIB).

3arojoBOK CHpaBU TOBHHEH YITKO Yy CTUCIIM y3arajlibHeHId (dopmi
Big0oOpa)kaTu CKJaj 1 3MICT JOKYMEHTIB CIIPaBH.

He nmo3BonsieThcss BXKHMBAHHS B 3arojioBKax  COpaB  HEKOHKPETHUX
dbopmymoBans  ("pi3Hi  Marepianu",  "3arajbHe — JMCTyBaHHA',  "BXigHa
KOpecIoH/IeHIIis", "BUXIJIHA KOPECIOHJICHIA" TOII0), a TaKOXX BCTaBHUX CIHIB 1
CKJIQTHUX CHHTAKCUIHHUX 3BOPOTIB.

[Tin wac QopmymaiOBaHHS 3arojoOBKiB CIIpaB BPaxOBYIOTHCS TakKi O3HAKHU
dopMyBaHHS CHpaB, K HOMiHaJbHA, aBTOPCbKA, KOPECIIOHAEHTCHKA, MPEIMETHO-
nuTajgbHa, XPOHOJIOTIYHA, reorpadidHa.

JlokymeHTH (OpMYIOTbCSI y CIOpaBM Ha OCHOBI OKpeMOi O3HaKu ado
CIIOJIyYEHHS O3HaK.

3aroioBOK CIpaBU CKJIAJAETHCS 3 E€JIEMEHTIB, IO PO3MILIYIOThCS B Takid
MOCIIJOBHOCTI: Ha3Ba BHUAY CHpPaBH (JUCTYBaHHS, XypHaJ, KHUIa TOIIO) YU BUIY
JIOKYMEHTIB y cIipaBi (pO3MOpsDKEHHs (HaKa3W), JAOPYYCHHS, MPOTOKOJHU, aKTH
TOIIO);  aBTOpP  JIOKYMEHTIB  (HaliMEHyBaHHS  CTPYKTypHOTO  HIAPO3ILTY);
KOpPECIIOHICHT a0 ajpecar (HalMEHYBaHHs YCTAHOBH, /IO SIKOi aJapecoBaHi abo Bij
SAKOT HIIUIIUIM JOKYMEHTH ); KOPOTKHM 3MICT TOKYMEHTIB CIpaBH (IMUTAHHS, 3 SIKOTO
dbopMyeThCsl ClpaBa); Ha3Ba peErioHy (TepuTopii), 3 SKOK TOB'SI3aHUM 3MICT
JOKyMEeHTa; nara (mepioa), A0 SKOi HalleKaTh JOKYMEHTH CIIpaBH; BKa3IBKU Ha
HasIBHICTh KOMIH JJOKYMEHTIB y crpaBi (B pasi moTpedu).

VY 3aromoBkax 0co0OBuX (TEPCOHATBHUX) Ta IHIIMX CHOpPaB, MO0 MICTSThH
JOKYMEHTH 3 OJHOTO THTAaHHS, IOB'sI3aHI TOCHIIOBHICTIO BEICHHS MPOIEAYD
JIIOBOJICTBA, BXUBA€Thcsl TepMiH 'crpasa', Hanpukian: "OcoOoBa cmpasa”,
"[IepconasibHa cripasa.

VY 3aroioBkax cropas, 10 MICTATh JOKYMEHTHU 3 OJHOTO MUTAHHS, HE MOB'sI3aHi
MOCJTIJOBHICTIO BEJICHHS MPOIEAYp JIJIOBOJICTBA, YKUBAETHCA TEPMiH "HOKyMeHTH",
a micias HBOTO B JY)KKaX 3a3HAYarOThCs OCHOBHI BHUIM JIOKYMEHTIB CIIPaBH,
Hanpukiaa: "JlokymeHTH (I1aHH, aHKETH, AOBIJIKH) MPO MPOBEICHHS OTJISAY CTaHy
JIJIOBOJICTBA Ta apXiBHOI CTIPaBU y BUIIMX HaBUYAJIBLHUX 3aKiiagax .



109

Tepmin "mokyMeHTH" BKUBAETHCS TAaKOX Yy 3arojoBKax CHpaB, IO MICTATh
JOKYMEHTHU-I0AATKH 10 OyAb-SIKOTO HOPMATUBHO-TIPABOBOTO aKkTa abo pO3MOpPsAYOro
JIOKYMEHTa 00JAepKaAMiHICTpallii.

VY 3aronoBkax cIipaB, MPU3HAYEHUX JJI TPYITyBaHHS JOKYMEHTIB OJTHOTO BUJY,
3a3HAYAETHCSI BUJ JOKyMEHTAa y MHOXKHHI Ta aBTOP JOKYMEHTIB, HAIPHKIA:
"[TpoTokomnu 3acimanp koJerii Oaechkoi 00JacHOT AepKaBHOI aaMiHIcTparii'.

VY 3aronoBkax crpas, IO MICTSATh JUCTYBaHHS, 3a3HAYAIOTHCS KOPECTIOHICHT 1
KOPOTKHMM 3MICT JIOKYMEHTIB, Hampukiaa: "JluctyBanusa 3 MiHicTepcTBOM (piHAHCIB
PO 3aTBEP,KEHHS 1 3MIHY IITaTHOTO PO3MUCY".

VY 3arosoBkax cmpaB, IO MICTATh JUCTYBaHHA 3 KOPECHOHIEHTAMH,
OJIHOPITHUMHU 32 XapaKTepPOM JisIIbHOCTI, TaKi KOPECIIOHICHTH HE TepepaxoByIOThCS,
a 3a3HAYAE€TBhCS iX Yy3araJdbHEHE HaliMEHYBaHHsS, Hampukiaa: "JlucryBaHHsS 3
OpraHaMH MICIIEBOTO CaMOBPSIyBaHHS 3 MUTaHb 3a0€3MEUEHHS COLIATbHOTO 3aXUCTY
HaceJeHHs".

VY 3aroyioBKax CIpas, II0 MICTATh JUCTYBAaHHS 3 PI3HUMHU KOPECTIOHICHTAMH,
TaKi KOPECHOHJICHTH HE 3a3HAuYaloThCs, Hanmpukiaa: "JIMCTyBaHHS MPO OpraHizaliro
ceMiHapy 3 MiABUILECHHS KBamidikallli MpamiBHUKIB KaJpOBUX CITYyX0".

Y 3aromoBkax cmpaB, IO MICTSITh IUIAHOBO-3BITHY JIOKYMEHTAIIIIO,
3a3HAYa€ThCs Tmepiog (Micslp, KBapTad, MIBpIYYs, pIK), B SKOMY IUIAHY€ETHCA
CTBOPEHHS JOKYMEHTIB, a00 mepiof] iX (aKTHUHOTO BUKOHAHHS, HAIPUKIA;

1. [Inan oCHOBHMX OpraHizariiHuX 3aX0/iB ycTaHoBH Ha 2017 pik.

2. 3BIT MpPO BUKOPUCTAHHS OIOKETHHX KOIITIB OOJIEpKaaAMIHICTpALI€l0 3a
2017 pik.

Skimo chnpaBa CKJIAIAa€TbCsd 3 KIUIBKOX TOMIB, (POPMYIIOETHCS 3arajbHUMN
3aroJIOBOK CIIPaBH 13 3a3HAYEHHSIM HOMEpPA TOMY.

[linm wac po3MilIEHHS 3arojIOBKiB CIpaB Yy HOMEHKJIATYPl BPaxOBYETHCS
BOXJIMBICTh JOKYMEHTIB, BKIIOUCHHUX JI0 CIPABH, iX B3a€EMO3B'SI30K Ta CTPOKH
30epiragHs. Ha mouyaTky po3MIIIYIOTBCS 3aroJIOBKH CIIpaB IOAO JOKYMEHTIB, SKi
HAJIUAIIA BiJ] OpPraHiB BHUILOIO PIiBHS, Jall - MO0 OpTaHi3aliifHO-pOo3nopsauoi
JIOKYMEHTAaIlli, IJIaHOBO-3BITHOI JOKYMEHTAIlll, JUCTYyBaHHs, OOJIKOBO-IOBIJIKOBUX
BU/JIIB JJOKYMEHTIB.

['pada 3 HOMEHKIATypH 3aMOBHIOETHCS HAPUKIHII KAJIEHJAPHOTO POKY.

VY rpadi 4 HOMEHKIATYpH 3a3HAYAIOThCS CTPOKHM 30€piraHHs CIpaB, HOMEPH
cTaTe 3riJHO 3 THUIIOBUMH Ta Tajly3eBUMU TeEpeliKaMu BUJIIB JOKYMEHTIB 3
HOPMAaTHUBHO BCTAHOBJICHMMH CTPOKaMHM iX 30epiraHHsl, 3aTBEPPKCHUMHU BIOBITHO
710 3aKOHO/ABCTBA.
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VY rpadi 5 pobnAThCs MO3HAYKU PO MEPEXIIHI CIpaBH; Ipo (GOpMy CTBOPEHHS
JOKyMEHTIB CHpaBu (€JIEKTPOHHA, TamepoBa, 3MilllaHa); TOCAJ0BUX OCIO,
BIIMOBIJAIBHUX 32 (pOpMYBaHHS CIpaB; Mpo mepeaady crpas Jlep:kaBHOTO apXiBy
Opnecbkoi 001aCT1 UM 1HIIMX YCTAaHOB JJIA 1X MPOJOBXKEHHS; TPO OOUHCIICHHS CTPOKY
30epiranHs, 3a3HadyeHoro y rpadi 4, MO KOMEHTYIOTh 1 YTOUYHIOIOTH CTPOKHU
30epiraHHs JOKyMEHTIB, TOIIIO.

®opMyBaHHA CIIpaB

208. ®opmyBaHHs CIIpaB - 1€ TPYNyBaHHS BUKOHAHUX JIOKYMEHTIB Y CIIpaBU
BIJIMOBIHO J10 HOMEHKJIATYPH CIIPaB.

209. Ilin yac QopmyBaHHS cCIpaB HE JOMYCKAETHCS BKIIOYEHHS A0 CIpPaB
YOPHOBHUX, OCOOMCTHUX JOKYMEHTIB, PO3MHOXEHUX KOMIA Ta JOKYMEHTIB, IO
OiJIATal0Th TOBEpHEHHIO. JIOKYMEHTH MOCTIHHOrO ¥ THUMYacoBOro 30epiraHHs
IPYIYIOThCS y CIIPaBU OKpeMo. 3a 00CSIrom cripaBa B MmanepoBiil popmi HE MTOBUHHA
nepesutryBat 250 cropiHok (30 - 40 MisiMeTpiB 3aBTOBIIIKH).

210. JIokyMeHTH TPYIyIOThCS Y CIIPaBH B XPOHOJIOTIYHOMY Ta/ab0 JIOTTYUHOMY
MOPSIKY.

211. TlonoxeHHs, mpaBuia, IHCTPYKIIIT TOIIO, 3aTBEPKEHI PO3MOPATKECHHIMH
(HaKazamm), TPYMyIOTHCS Pa30M 13 3a3HAYCHUMH JIOKYMEHTaAMHU.

212. PosnopspkeHHs (Haka3W) 3 OCHOBHOI MISJIBHOCTI, KaJpOBUX MHUTaHb
(ocoboBoOTrO CKIaaY), 3 AAMIHICTPATUBHO-TOCIIOIAPCHKUX MTUTAHb TPYIYIOTHCS Y Pi3HI
cripaBu. PosnopsypkeHHss (Haka3W) 3 KaApOBHX MHUTaHb (O0COOOBOTO CKJIANY)
IPYIYIOTHCS BIAMOBIIHO 70 iX BUJIB Ta CTPOKIB 30€piraHHs.

213. JlokyMeHTH 3aciiaHb KOJIETIaIbHUX OpraHiB oOJaep)kaaMiHicTpalii
IPYIYIOThCS Y BI CIIPaBU:

MPOTOKOJIM 1 IOKYMEHTH 10 HUX (JOMOBI1, JOBIJKH, MPOEKTH PIlIEHb TOIIIO);

JOKYMEHTH 3 OpraHizaiii 3acifaHb (TOpSAOK JEHHUN, MakeT PO3MIIICHHS,
CIIMCOK 3aIpPOIIEHHUX TOILO).

214. TlpoTtoxkonu 3acijiaHb KoOJeriaJbHUX OpPraHiB o00JaepKaaMiHIcTpalli
I'PYNYIOTBCSA Y CIPAaBH B XPOHOJIOTIYHOMY MOPSAKY 1 3a HOMepamu. JIOKyMEHTH 0
3acilaHh 3a3HAYCHUX OpPTaHiB CHCTEMAaTH3YIOThCS 3a JaTaMd Ta HOMEpaMH
MPOTOKOJIB, a B MEXaX TPYMH JOKYMEHTIB, 1[0 CTOCYIOTHCS OJTHOTO MPOTOKOITY, - 3a
MOPSIIKOM JICHHUM 3acCifaHHs.

215. Jlopy4yeHHs yCTaHOB BHIIOTO PIBHA 1 JOKYMEHTH, IMOB'sS3aHl 3 iX
BUKOHAHHSM,  TPYNyIOThCS Yy  COpaBM 32  HampsAsMaMu  JisUTBHOCTI
obyiepxkaaMiHICTpallii abo 3a aBTOpaMHu 1HIIIATUBHUX JOKYMEHTIB. Y cIHpaBi
JIOKYMEHTH CUCTEMAaTU3YIOThCS 32 JaTaMH JJOPYUYCHb.
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216. 3arBep/pKeHI IJIaHH, 3BITH, KOIUTOPUCH TPYIYIOTHCS y CIPaBU OKPEMO
B/l IPOEKTIB UX JOKYMEHTIB.

217. JluctyBaHHS TPYIYETHCS 32 3MICTOM Ta KOPECHOHIAECHTCHKOK O3HAKOM) 1
CUCTEMATHU3Y€EThCS B XPOHOJIOTIYHOMY TOPSAKY: JOKYMEHT-BIOBIIb PO3MIIIYEThCS
3a JOKYMEHTOM-3aIUTOM.

218. Oco06oBi cmpaBu JAepKaBHUX CIYKOOBIIIB (POPMYIOTbCS y TOPSIKY,
Bu3zHaueHomy HAJIC.

219. Po3paxyHKOBO-TUIATIHI BIIOMOCTI (0COOOBI paxyHKH) IIpalliBHUKIB
oOnep kaIMIHICTpallii CHUCTEMAaTU3YIOTbCS B MeEXaxX pOKYy 3a TMpI3BHILAMH B
andaBiTHOMY TOPSAAKY, a BIJOMOCTI LIOJ0 BHUIUIATH Trpoiieil (BIZOMOCTI MIOJO
HapaxyBaHHS 3apoOiTHOI TIJIaTH) TOBMHHI OyTH cQOpMOBaHI UHIOMICALS 34
KaJICHIapHUH piK.

220. MetoauyHe KEpiBHUIITBO 1 KOHTPOJIb 3a (pOpMyBaHHSIM CIIpaB B amaparti
obJyiepKaaAMIHICTpallii Ta 1i CTPYKTYpHHMX MiApo3aiinax 3a1McHIOThCS Ciyxk00r0
nimoBoAcTBa Ta lepxkaBHuM apxiBoMm Ojecbkoi 00JacTi.

30epiranHs 1OKyMeHTIB B 00J1acHill Jep:KaBHiil agMiHicTpamii

221. JIokyMeHTH 3 4acy CTBOPEHHs (HAIXO/PKEHHS 0 YCTAaHOBH) 1 710 mepenayl
JI0 apXiBHOTO MIJIPO3/1Jy YCTAaHOBU 30€pIraroThCs 3a MiclieM (OpMyBaHHS CHpaB y
CTPYKTYpHHUX Tiapo3aigax ycraHoBu abo Ciyx01 IUJTOBOACTBA BIJAMOBIIHO 10
HOMEHKJIaTypu crpaB. OpuriHaad HOPMAaTUBHO-TIPABOBUX aKTIB 30epiraroTbCs 3a
MICIIEM iX BHJIaHHS, a JOKYMEHTH II0A0 iX po3poOJIeHHs, MOTO/HKEHHS TOIIO - 3a
MICIIEM CTBOPEHHSI.

222. 30epiraHHs JOKYMEHTIB 1 CIpaB B amapari o0JacHOi  JepxaBHOI
aaMIHICTparllii 3a0e3reuye yrpaBiiHHS JA1JIOBOJICTBA Ta KOHTPOJIIO amapaTy o0jacHO1
Jep KaBHOI aIMiHICTpaIlii.

223. ChpaBu 30epiratoTbCsi y CHeliaIbHIA KIMHATI y BEPTUKAJIbHOMY
MOJIO’KEHH1 B madax, 1Mo 3aKpuBalOThCs. (s MiABUILEHHS ONEPaTUBHOCTI MOLIYKY
JOKYMEHTIB CIIpaBU PO3MINIYIOTHCS BIANOBITHO [0 HOMEHKJIATypu crpaB. Ha
KOPIHIISIX OOKJIQMHOK CITPaB 3a3HAYaI0THCS 1HAEKCH 32 HOMEHKJIATYPOIO.

224. ®onHorpaMM 3acijiaHb KOJIETiaJbHOTO OpraHy 30epiraroThCcsi y HOTo
cekpetapss. Ha Hocii ¢donorpamu (i ymakoBIll) poOUTHCS BiAMITKa PO JaTy
3acijaHHs 1 yac 3amucy. Cekperap KOJETialbHOTO OpraHy BIJNOBIIaE 3a ix
30epiraHHs.

225. Bupaua cmpaB, CKIQJ€HHUX 3 JOKYMEHTIB y TamepoBiid ¢opmi, y
TUMYacoBE KOPUCTYBAaHHS IpaiiBHUKaM CTPYKTYPHUX HiApO3/1LTiB
oOnep kaaMiHICTpallii 3A1HCHIOETbCA 3 J03BOJY KepiBHUKa Ciy:kOM [1JIOBOACTBA,
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IHIIMM ~YCTaHOBaM - 3 TMHCHbMOBOTO JO3BOJY TOJOBH OOJIaCHOI Jep KaBHOI
anMidictpamii. Ha Buzany cmopaBy CcKIagaeTbcs KapTKa-3aMiHHUK. Y  KapTii
3a3HAYalOTHCA 1HAEKC CIIpaBH, 3ar0JIOBOK CIIpaBH, Jarta ii BUaadi, oco0a, sKii crpaBy
BUJIAHO, JlaTa ii MOBEPHEHHS, MIIMUCH 0C10, K1 BUJAJIU Ta MPUHHSIIA CIIPABY.

226. Hananus cripaB y TUMYacOBE KOPUCTYBAaHHS 3A1MCHIOETbCS HE OUIBII HIXK
Ha OJIUH MICSIIb.

227. BwiydeHHS JIOKYMEHTIB 31 CIpaBH TOCTIHHOTO  30epiraHHs
3a00pOHSETHCSI. Y BHUHATKOBUX BHUIIQJKaX BIJIYYCHHS JOKYMCHTIB JIOMYCKAETHCS 3
JTI03BOJTY TOJIOBU 00JIACHOT JIepKaBHOI aJMiHICTpallii 3 000B'SI3KOBUM 3aIUIICHHSIM Y
CITpaBi 3aCBIAYCHUX HAJIC)KHUM YMHOM KOITIM.

XII. ITopsiiok MiATOTOBKM CIIPAB 10 NMepeaayi AJ apXiBHOI0 30epiranus
Excnepru3a miHHOCTI JOKYMEHTIB

228. OCHOBHI 3acajyd MPOBEACHHS €KCIEPTU3W I[IHHOCTI, CKJIaJCHHS OIHCIB
crpaB, o) OPMIICHHSI CIIpaB Ta Mepefadi crpaB oco0i, BIAMOBIMANBHIA 3a apXiB B
amapati/CTpyKTypHOMY  IMApO3auli  oOJacHOi  Jep)kaBHOI  aaMiHicTpaiii,
BU3HAYAIOTHCS [HCTPYKIIEIO 3 A1IOBOJICTBA B €IEKTPOHHIHM Qopmi.

[lieto [HCTpyKIIiEIO BU3HAYAIOTHCS OKpPEMi1 OCOOJIMBOCTI MIATOTOBKH CIIPaB,
chopMoBaHuX y mamepoBii dopmi, 10 Tepenadi s apxiBHOro 30epiraHHs, sKi
3aCTOCOBYIOTBCSI 3a HAsBHOCTI IJICTaB, $IKi BHU3HAIOTHCA OOTPYHTOBAHUMHM JIJIs
CTBOPEHHSI 00JIepKaIMIHICTpalll€l0 JOKYMEHTIB Y ManepoBiit hopmi.

229. IlpoBeaeHHs €KCTIEPTU3U LIHHOCTI JOKYMEHTIB MOJISATAE y iX BCEOIUHOMY
BUBUYCHHI 3 METOIO0 BHECeHHs 10 HarioHanpHOTO apXiBHOTO (POHIY 200 BHITYYEHHS 3
HBOTO Ta BCTAHOBJICHHA CTPOKIB 30€piraHHs JOKYMEHTIB, [0 HE MiJJISATraioTh
BHECEHHIO 710 3a3HadeHoro Mouny.

230. [ns opranizamii Ta NMPOBEIECHHS EKCIEPTHU3M IIIHHOCTI JIOKYMEHTIB B
anapaTi/CTpyKTYpHUX MIIPO3/iJIax 00JIaCHOT Aep>KaBHOT aIMIHICTpaIlii yTBOPIOIOTHCS
MOCTIMHO /11104l €KCIIEPTHI KOMICi.

231. ExcniepTH3a I[IHHOCTI JOKYMEHTIB MPOBOJUTHCS IIOPOKY B CTPYKTYPHUX
Mmigpo3aiaax  00JIacHOI  JIep)kaBHOT — aaMiHICTpalli — Oe3mocepeHr0  ocobamu,
BIIMOBIJAIBHUMH 32 OpraHi3aililo JUIOBOJICTBA B IIMX MIAPO3iiIaX, pa3oMm 3
EKCIIEPTHOK KOMICIEIO TI1JI METOJAMYHMM KepiBHUITBOM Ciy>KOW J1JIOBOJCTBA Ta
HepxxaBHoro apxiBy Onecbkoi 001acTi.

232. BuiydeHHs JOKYMEHTIB JAJisi 3HUIIEHHSA O€3 MPOBEAEHHS MONEpeaHbOI
eKCIEPTU3H X I[IHHOCTI 3a00POHSIETHCA.

233. Bigbip MTOKYMEHTIB TOCTIHHOTO 30€piraHHs 3J1MCHIOEThCS Ha IiACTaBl
TUIOBUX Ta BIAOMYMX (Tay3€BUX) MEPEIKiB JOKYMEHTIB 31 CTpOKamMu 30epiraHHs,
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HOMCHKJIATYpH CIIpaB amnapary/CTpyKTYpHOTO IAPO3AUTYy OOJaepKaaMiHicTpaltii
IUIIXOM TIEPETJIsiAy KOXKHOTO apKyiia crpaBu. JOpydeHHs opraHiB Biaju BHUIIIOTO
PIBHS, IO HAAIUNUIM 10 OOJAepKaaMIHICTpallli y BUIJIAAI TArnepoBOi KOIii, He
MOXYTh OYTH BiZlIOpaHi K JOKYMEHTH MOCTIMHOTO 4u TpuBajoro (moHan 10 pokis)
30epiraHHs.

234. 3a  pe3yabraTaMd  €KCHEPTU3M  I[IHHOCTI  JOKYMEHTIB B
armaparti /CTpyKTypHOMY MIAPO3AUIL OOIIepKaaMiHICTpallii CKIAJa€ThCs aKT Mpo
BUJIYYCHHS JJI 3HUIICHHS JIOKYMEHTIB HE BHEeCeHUX A0 HamioHanbHOro apxiBHOTO
¢douny y maneposiit hpopmi (momatok 11).

235. 3BemeHi OMUCH CIpaB TMOCTIHHOTO, TpuBamoro (monam 10 pokiB)
30epiraHHs Ta 3 KaJpoBUX MUTaHb (0COOOBOrO CKJIaay) Ta akT MPO BUIYUECHHS IS
3HUIIIEHHS JOKYMEHTIB, HE€ BigHeceHuX Jo0 HarionaasHoro apxiBHoro QoHuy,
pPO3TIISIAIOTECS  €KCIEPTHOI  KOMICI€0  00JacHOi  Jep)KaBHOI — aaMiHICTparii
OJIHOYACHO.

[Ticns cXBaJICHHS/TIOTOJIPKEHHST €KCIIEPTHO-TIEPEBIPHOI0 KOMICIEIO JAEPIKaBHOTO
apxiBy OIHCIB CHpaB MOCTIHHOro 30epiraHHs, 3 KaJpOBUX MHUTaHb (OCOOOBOTO
CKJIaay), aKTa MpO BWIYYCHHS [JIs1 3HULICHHS JOKYMEHTIB, HE BHECEHHMX JO
HarmionaneHoro apxiBHOro (oHIy, Ta 3aTBEPIKEHHS HOro KEpiBHUKOM O0JIaCHOI
Jep>KaBHOI aaMiHICTpallii oOiaepKaaMIiHICTpalliss Mae MPaBO 3HUIIUTH BHU3HAYCHI
TaKUM aKTOM JIOKYMEHTH.

236. AKT TIpo BWIYYEHHS Ui 3HMINCHHS JOKYMEHTIB CKJIAJA€ThCS MI0/0
JIOKYMEHTIB, HE BHeceHux Jo0 HaiioHaibHOrOo apxiBHoro «(oHIy, Ha CIpaBu
amapaty/CTpyKTypHOro  MiApO3aiay  oOiaepaamiHicTparii.  HalimMeHyBaHHs
CTPYKTYPHOTO TIAPO3JAUTY 3a3HAYAETHCS Mepei] TPYHO0 3arojoBKIB CIpaB ILbOTO
M1IPO3ILTY.

CkiaieHHs ONKCIB CHIpaB, M0 CKJIA/IeH] y nmaneposiil popmi

237. Omuc cmnpaB - apXiBHUM JOBITHUK, MpHU3HAYCHUU [UIs1 OOJIKY Ta
PO3KPUTTSL 3MICTy OAMHUIL 30€epiraHHs, OJMHHUIL OONIKYy, 3aKpIIUICHHA IX
CUCTEMaTH3aIlll y MeXax apXiBHOTO (DOH/TY.

238. Onmcu cripaB yKJIAIar0ThCsl OKPEMO Ha CIPaBHU MOCTIMHOTO Ta TPUBAJIOTO
(monax 10 pokiB) 30epiranHs Ta 3 KaApOBUX MUTaHb (0c000BOTO cKiIaay). Ha cripaBu
TuM4YacoBoro (10 10 pokiB) 30epiraHHs ONMUCU HE CKJIAIal0Thes. Y pasi JKBiAalii uu
peopraxizaiii 00J1acHOI JeprKaBHOI aAMiHICTpallii ado 1i CTPYKTYpHUX MiAPO3AiIiB
TaKl OIIMCH CKJIJAaI0TECSI 000B'SI3KOBO.

239. Omwmcu cmpaB CTPYKTYPHOTO MiIPO3AUTY OONAacHOT  Jep>KaBHOI
aJIMiHICTpaIlil CKJIAJAlOThCSA IMOPOKY 3a BCTAHOBJICHOI (hopMoro (momartok 12)
M0CaJI0BOI0 0CO00I0, BIAMOBIIAIBLHOK 32 JUIOBOJICTBO Y CTPYKTYPHOMY MiAPO3Iiii
o0JlacHOi JIep>KaBHOI aJaMIHICTpallii, 3a METOJWYHOIO JOMOMOro JlepkaBHOTro
apxiBy Opaecbkoi 00J1acTI.
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240. Homep ommcy cmpaB y CTPYKTYpPHOMY MiJIpO3JUIi 00JacHOI AepaBHOI
aJMIHICTpalii TOBMHEH CKJIAJaTHCAd 3 1HJAEKCY CTPYKTYPHOIO MiApO3AUTYy 3a
HOMEHKJIATypOl0 CIpaB 3 JOJAaBaHHAM IIOYAaTKOBOI JIITEPU Ha3BU KaTeropii
JOKYMEHTIB, L0 BKJIIOYAIOTHCS JI0 OINHUCY, Ta YOTUPHOX LU(PP POKY, B SKOMY
pO3I0oYaTo CHpaBu, BKJIIOYEHI 10 omucy. Hampukian, omucu crpaB MOCTIHHOTO,
TpuBajoro (monaxa 10 pokiB) 30epiraHHs Ta 3 KaJpOBUX MUTAHb (0COOOBOrO CKIIANY)
CTPYKTYpPHOTO MiApo3auty 3 iHA. S5, po3nouari y 2011 poui, MaTUMyTh HOMEpH:
5I1-2011;5T-2011;5OC - 2011.

241. 1ig yac ckJIaiaHHs OMUCIB CIIPaB CJIiJ JOTPUMYBATHUCS TAKUX BUMOT:

KOXXHa CITpaBa BHOCHUTBHCS JIO OMUCY Tijl CAMOCTIHHUM MOPSIAKOBUM HOMEPOM
(IKIIIO crpaBa Ma€ KiIbKa TOMIB, KOKHUNA TOM a00 YaCTHHA BHOCHUTHCS JI0 OINUCY Mij
OKPEMUM HOMEPOM);

rpadu onucy oQpOpPMIIOIOTECSA BIAMOBIAHO J0 BIJIOMOCTEH, 3a3HAYEHUX Ha
OOKJIaMHIII CIIPABH;

y pa3i BHECEHHS 0 OMHCY KIJIbKOX CHpaB MiAPAI 3 OJHAKOBUM 3aroJIOBKOM
3a3HAYAETHCS TOBHICTIO JIMIIE 3aroJIOBOK MEPIIOi CIpaBd, a BCl 1HINI OAHOPIJAHI
CIPaBH MO3HAYAIOTHCS CIOBaMHU "Te caMe", Mpu IbOMY 1HIII BIJOMOCTI MpPO CHpaBU
BHOCSITHCS JIO OIKUCY TOBHICTIO (HAa KOXKHIM HOBIA CTOPIHIIl OIKCY 3arojOBOK
BiJITBOPIOETHCS MTOBHICTIO);

rpada onucy "llpumiTka" BUKOPUCTOBYETHCS IJIA BIIMITOK MPO OCOOIMBOCTI
G13UYHOTO CTaHy CHpaB, Mepeady CIpaB HIIUM CTPYKTYPHUM MiAPO3/aiiaM arapary
o0JiIepKaAMIHICTpaIlil a00 1HIIIN yCTaHOBI, HASBHICTh KOMIN JOKYMEHTIB y CIIpPaBI.

242. Onucu crnpaB BeOyTbCA MPOTATOM KIUIBKOX POKIB 3 BHKOPUCTaHHIM
€IMHOT HAcKpi3HOi Hymepauii. CopaBu KOXXHOTO POKY CTAHOBJSATH PIYHUNA PO3ILI
OIIUCY.

243. Y KiHIl onMCy POOUTHCS MIJICYMKOBUN 3aIlKC 13 3a3HAYEHHSIM KUIBKOCTI
(mudpamMmu 1 ciaoBaMH) cChpaB, IO OOJIKOBYIOTBCA 3a OIMUCOM, a TaKOX
00YMOBJIIOIOTBCSI OCOOJIMBOCTI HyMepallii crpaB B Onuci (JITEpHI Ta MPOMyIICHI
HOMEpH CIIpaB).

244. Y piuHMI PO3ALT OMUCY CIIPpaB BHOCSATHCS TAaKOXX CIIpaBU, HE 3aBEpIICHI
IPOTATOM KaJCHJAPHOTO POKY. Y TaKWX BUIAJKaxX y KIHI PIYHUX PO3ILIIB OMUCY
KOXXHOTO HACTYyMHOTO POKY, TMPOTITOM SKOTO CIIpaBU MPOJOBXKYBAJIUCS B
JJIOBOJICTBI, 3a3Ha4aeThes "JIOKyMEHTH 3 IbOTO MHUTAHHS JUB. TAKOX Yy PO3ILi 3a

pik, No :

245. Onwmc cmpaB, CKIAJEHUX Yy MamnepoBid ¢opmi, CKIAA€TbCs y JBOX
NPUMIpHUKAX, OJIMH 3 SKUX MEPEAA€ThCSA Pa3oM 31 CIipaBaMH A0 BiIMOBiIaIBHOTO 32
apxiB, a THIITUH 3JIMIIAETHCS SIK KOHTPOJbHUIN MIPUMIPHHUK Yy CITYK01 T1JI0BOJICTBA.

246. Ha ocHOBI ONHUCIB CHOpaB CTPYKTYpHUX MIAPO3ILIIB amapaTry o00JacHOi
JepKaBHOI aJMIHICTpalli BIAMOBIJAIBHUM 32 apxiB TrOTye 3BEICHI OMUCH CIIpaB
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noctiiHoro Ta TpuBajoro (moHag 10 pokiB) 30epiraHHs, 3 KaJpOBHX NHTaHb
(ocoboBoro ckianmy).

247. 3BeneHUl OMUC CIpaB MOCTIMHOTO 30epiraHHs CKJIAIAEThCS Y YOTUPHOX
npuMipHHUKax, TpuBasoro (moHaa 10 pokiB) 30epiraHHs - JIBOX MPUMIPHUKAX, 3
KaJpOBUX NHUTaHb (OCOOOBOrO CKJIAMy) - TPbOX MNpuUMiIpHUKaX. OIUH TPUMIPHUK
3aTBEP/XKEHOr0 OMUCY MoaaeThes JepkaBHOMY apxiBy OnechKoi 001acTi.

248. Amapar Ta CcTpyKTypHI miapo3aum Oaecbkoi 001acHOT Jep)KaBHOI
aAMIHICTpallii, fAKI € IOPUJUYHUMH OcoOamMu MyOJiYHOTO TMpaBa, 3000B'sI3aHI
OTNHUCYBAaTU JIOKYMEHTH MOCTIMHOro Ta TpuBasioro (moHaja 10 pokiB) 30epiraHHs, 3
KaJIpOBUX IMUTaHb (0COOOBOTO CKJIaay) HE II3HINIE HDK Yepe3 JBa POKH MICis
3aBEpIIEHHS CIpaB Yy JUJIOBOJICTBI, @ TaKOXX TMepeAaBaTH JOKYMEHTH MOCTIHHOTO
30epiraHHsi BIANOBIIHO 10 3aTBEpPHKEHUX OMNHUCIB crpaB 10 JlepxkaBHOro apxiBy
Opnecpkoi 00J1acTl y BCTAHOBJIEH] 32aKOHOAABCTBOM CTPOKH.

OdopmiieHHs cipaB, CKJIAJeHUX Y naneposiii popmi

249. OdopmieHHs crpaBu IMOCTiHOTO 1 TpuBanoro (moHan 10 pokiB)
30epiraHHs nependadae HyMepallito CTOPIHOK Yy CIpaBi, CKJIQJICHHS y pasl motpedu
BHYTPIIIHBOTO OIMKCY JTOKYMEHTIB CIpaBH, HASBHICTb 3aCBiIUYYyBAJLHOTO HAIUCY
CIPaBH MPO KIIBKICTh CTOPIHOK 1 PO OCOOIMBOCTI (PI3UUHOTO CTaHy Ta (POpMyBaHHSA
CIpaBH, MiAIIUBAHHSA a00 OMpaBlIEHHs CpaBU, 0POpPMIIEHHS OOKJIAIMHKHU CIIPABU.

250. JlokyMeHTH THMYacoBOro 30epiraHHs, Cc(pOpMOBaHI Yy CIpaBU, HE
MIITABAIOTHCS, CTOPIHKA HE HYMEPYIOThCS, YTOUYHEHHS €JIEMEHTIB O(QOpPMIICHHS
OOKJIaIMHKX HE TIPOBOTUTHCSI.

251. Ilicnga 3akiHUEHHS ALIOBOJHOTO POKY 10 HAMUCiB Ha OOKJIQIUHKAX CIPaB
MOCTIIHOTO 1 TpUBAJIOTO 30€piraHHsl BHOCATHCS HEOOX1/THI YTOUHEHHSI, IIEPEBIPSIETHCS
BIJIMTOBITHICTh 3aroJIOBKIB CIpaB Ha OOKIAJUHIN 3MICTy MiANIATAX JTOKYMEHTIB,
BHOCATBCS y pa3l TOTpedM O 3arojioBKa CHOpPaBH JIOJAATKOBI  BiJIOMOCTI
(MpOCTaBISIOTHCSI  HOMEPU  PO3MOPSKEHb  TOJIOBH, HakasiB, TMPOTOKOJIIB,
3a3HAYaAI0THCS BUAM 1 OPMU 3BITHOCTI TOIIIO).

252. Jlara Ha OOKJIaAWHII CIpaBU IOBUHHA BIJAMOBIJATH POKY IMOYATKY 1
3aKIHYCHHS CIIpaBH; y CIIpaBi, 10 MAa€ JOKYMEHTH 3a OUIbII paHHI POKH, HIXK PIK
YTBOPEHHS CIIPaBH, MiJ JaTOI0 POOUTHCS HAMUC "€ JOKYMEHTH 32 pOKHU".

253. Ha oOknmagumHKax cmpaB, IO CKIAJAIOThCS 3  KUIBKOX TOMIB,
NPOCTABJISIFOTBCS  JIaTH  TEPIIOTO W OCTAaHHBOTO JOKYMEHTIB KOXHOTO TOMY
(wactuHM). Y pa3i 3a3HAYCHHS TOYHOI KaJCHAAPHOI JaTH TPOCTABISIETHCS YHCIIO,
MicsIb 1 pik. YUHUCIIO 1 piK MO3HAYAOTHCA apabChKUMU KU paMu, MICAIb MUIIETHCS
CJIOBOM.
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254. Ha oOxiaguHIll CHpaBU MPOCTABISETHCS HOMEP CIPaBH 3a 3BEICHUM
OIHCOM 1 3a MOro/KeHHsIM 3 [lepkaBHUM apxiBoM Ojiechkoi 001acTi, - HOMEpP OMUCY

1 hoHmy.

255. V pa3i 3MiHM HaliMeHyBaHHs ycTaHOBU (ii CTPYKTYpPHOTO TMiIpO3iTy)
IOPOTATOM TEpIoAy, KU OXOIUTIOIOTHh JAOKYMEHTH CIIpaBH, abo Mmia 4Yac meperaul
CHpaBu A0 IHMIOI yCTaHOBH / CTPYKTYpHOTO MiAPO3ALTy HAa OOKJIQIWHIN CIPAaBH
3a3HAYa€ThCS HOBE HAWMEHYBaHHS YCTaHOBH / CTPYKTYpPHOTO MigpO3Aily, a
HoTIepEeTHE OEPEThCS B TYKKHU.

256. Hanucu Ha oOKIaaMHKaX CIpaB MOCTIHHOrO Ta TpuBajioro (monanm 10
POKiB) 30epiraHHs poOJISITBCSA YITKO YOPHUM CBITJIIOCTIMKMM YOPHHIJIOM a00 MacCTORO.
HaxkneroBaHHS TUTYJIBHOTO apKyIia Ha OOKIaAUHKY CIIPaBH HE JOIMTYCKAETHCS.

Ilepenaua cnpas, CKJIaJieHUX y naneposiii popmi, 0codi BixnoBigaabHiil 3a
apxiB B anapaTi/CTPyKTYPHOMY MiAPO31iIi 00/1aCHOI iepKaBHOI aaMiHicTpamil

257. CnpaBu mnocrtiiiHoro Tta TpuBaioro (monan 10 pokiB) 30epiraHHs, 3
KaJpOBUX MHUTaHb (0COOOBOTO CKJIaIy) Yepe3 JIBa POKH IicIsl 3aBEPIICHHS iX BEICHHS
nepesaThcsi 0co01 BIAMOBIAAIBHIN 3a apXiB B amapari/CTPYKTypHOMY MIIPO3/LIi
o0JlacHOi Jiep>KaBHOI aJMIHICTpaIllii, B YMOPAJKOBAaHOMY CTaHl1 JJisi 30epiraHHs Ta
KOPHUCTYBaHHS.

258. [lepenaya cripaB 0co01, BIAMOBIANBHIN 32 apXiB B anapati/CTPyKTypHOMY
MIIPO3aLI 00 IepKaAMIHICTpallli, 3AIMCHIOETbCA 3a TpadikoMm, 3aTBEPIKCHUM
KEpIBHUKOM amnapaTy/CTpyKTypHOTr0 Hipo3Aiiay 001acHOT AepKaBHOT aAMIHICTpalIii.

259. 3a THMCHMOBHM 3BEPHEHHSIM CTPYKTYPHOTO MAPO3AiLTY 0co0a,
BIJINIOBIIaJibHA 32 apXiB, 0popmIilsie Buaady CrpaB, CKJIaJIEHUX y Maneposiil popmi, Ha
CTPOK J0 TPbOX MICSIIIB.

260. [IlIpuiimaHHs-TIepenaya KOXHOI ~ CIpPaBU  3AIMCHIOETBCS  0CO0OIO0
BI/IMOBIJAIBHOIO 32 apXiB amapaTy/CTPYKTypHOTO MiIPO3JLTy 00JIaCHOI Aep>KaBHOT
aAMIHICTpaIlli, B TPUCYTHOCTI TIpalliBHUKA, SIKUM Tepenae yHnopsaKoBaHi Ta
ohopMIICH1 CITpaBH.

261. CmopaBu mnocTtiiiHoro Ta TpuBasoro (moHax 10 pokiB) 30epiraHHs
nepeaarTbess 0co01 BiANOBIJAIBHINA 3a apXiB B amapati/CTPyKTYpPHOMY ITiIpO3.Iiii
o0nacHO1 epKaBHOT aJMIHICTpAaIlii, 3a OMHCaMHU.

Y KIHIII KOXXHOTO TPUMIPHHMKA OMNHUCY 0c00a, BIAMOBIJAlbHA 3a apXiB.,
PO3MUCYEThCS Y MPHUUHATTI chpaB i mpocrtaBisie Aaty. OOUH MPUMIPHUK OIHCY
MOBEPTAETHCSI  CTPYKTYPHOMY MIAPO3ALTY, BCi IHII 3alUIIAIOTBCS y 0cCOoOH
BIJIMOBIJIAJILHOT 32 apXiB B amapaTi/CTPyKTypHOMY MiAPO3/iIl 001acHOi aepskaBHOI
aaMiHICTparlii.
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CrnpaBu, 10 TepemarThcs 0co0l  BIAMOBIJANBHIM 32  apxiB B
anapari/CTpyKTypHOMY TiIPO3/Iiiii 00JIACHOT JIepKaBHOT aJMiHICTpaIlil, HOBUHHI OYTH
3B'S13aH1 HAJIEXKHUM YHHOM.

Amapar Ta CTpYKTypHi migpo3ginm  Opjecbkoi  00JIacHOI  J1epIKaBHOI
aaMiHICTpalii $KI € IOPpUAWYHUMH ocobaMu MyOJIiYHOrO mpaBa 3000B's3aHI
3a0e3neynTH 30epiraHHs apxiBHUX JOKYMEHTIB Ta INepenadyy JAOKYMEHTIB, MIO
HaynexaTh 10 HarioHanpHOro apxiBHOro (hOHAY, MICHS 3aKIHYEHHS BCTAaHOBIICHUX
IPaHUYHUX CTPOKIB iX 30epiraHHs B apXiBl YCTAHOBH AJIs MOCTIHHOTO 30€piraHHs 110
JlepxaBHoro apxiBy OmechKoi 00acTi.

CXBAJIEHO

[TpoToxoun 3acimanns EK
Opnecbkoi 00J1acHOT IepKaBHOT
aaMiHICTparii
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Jdomarok 1
1o [HcTpyKIIii 3 117T0BOICTBA B
Opnechbkiii 00acHIM Aep)kaBHIN
aaMiHICTparii
(myHkT 8)

3AT'AJIBHI ITPABUJIA
o(popMIIeHHSI JOKYMEHTIB

1. Jlns odopmileHHST TEKCTIB CiIy>KOOBUX JOKYMEHTIB BHUKOPHUCTOBYETHCS
rapHitypa Times New Roman ta mpudt po3mipom 12 - 14 npykapchbKux NMyHKTIB
abo 8 - 12 npykapchbKuX MyHKTIB Ui ApyKyBaHHS pekBi3uty "[Ipi3Builie BUKOHABLA 1
HOMEp Horo TenedoHy", BUHOCOK, MOSICHIOBAJIbHUX HAIMUCIB JI0 OKPEMHUX €JIEMEHTIB
TEKCTy TOKyMEHTa ab0 HOro peKBi3UTIB TOLIO.

2. IIpu oopmieHH1 3aCTOCOBY€ETHCS MIPUPT:

HaIIBKUPHUN IPUPT BEJIUKUMU JTITEPAMHU - JJIs HA3BU BUJTY IOKYMEHTA;

HAMBXUPHUN (MpssMUN ab0 KypCUB) - JUIsl 3aTOJIOBKIB Ta KOPOTKOTO 3MICTY
JIOKYMEHTA.

3. IIpu oopMieHHI TEKCTIB MIXKPSAIKOBHI 1HTEpBaJl TOBUHEH CTAHOBUTU:

1 - ny1st cKkIaioBUX TEKCTY TIOKyMEHTa, pekBi3uTy "JlomaTok" Ta mocuiaHHs Ha
JIOKYMEHT, 1110 CTaB IM1ICTaBOO JIJIs MIITOTOBKH (BUAAHHS ) TOTOYHOTO TOKYMEHTA;

1,5 - nns ckaanoBUX YacTHH pekBi3uTIB "Anpecat” ta "['pud 3aTBepKeHHs";

1,5 - 3 - s BiZOKpEMIICHHSI PEKBI3UTIB JOKYMEHTA OJMH BiJ OJHOTO.

4. Bnacue imM's Ta mpi3Buie B pekBizuTi "llianmuc" posmimyeTbcsi Ha PiBHI
OCTaHHBOTO PAJKA HA3BH MOCA/IH.

5. MakcumaibHa JIOBKHUHA psiika 0araTopsiAKOBUX PEKBI3UTIB (KPIM PEKBI3UTY
TEKCTY) - 73 mMuniMeTpH (28 ApyKOBaHUX 3HAKIB).

6. SIKI0 KOPOTKUU 3MICT A0 TeKcTy mepeBuiye 150 3HakiB (II'ATh PSAIKIB),
HOro JO3BOJISIETBCA TMPOJIOBXKYBATH A0 Mexl mpaBoro mnojis. Kpamka B KiHIi

3aroJIOBKa HC CTaBHUTLCAI.
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7. Ilpu odopMieHHI JOKYMEHTIB BIICTYI BiJl MEXI1 JIIBOrO MOJS JOKyMEHTa
CTAHOBUTH:

125 minmiMeTpiB - aJis iM'st Ta Tipi3Buia peksizurty "[lianuc";

100 mimimeTpiB - A pexBizuta "I'pud 3aTBepKeHHS";

90 MuTiMeTpiB - A1 pekBi3uTy "Anpecar";

10 mimiMeTpiB - [Jis a03alliB Y TEKCT;

0 MiJTIMETpIB:

s cimB: «CITY XAJIN», « BUCTVYIININ», « BUPILHNWIINY, «Y XBAJIUJIN»,
«HAKA3VYIO», «(30Bb0B’A3YIO»;

s pekBizuTiB: “Jlata gokymenta”, “Kopotkuit 3micT nokymenta”, “Tekct”
(0e3 abz3auiB), “BigMiTka mpo HasBHICTh AOJATKIB”, “BimoMocTi mpo mpalliBHUKAa,
KU CTBOPHB JOKYMEHT , “BimMiTka mpo BUKOHAHHS JOKYMEHTA 1 HAJCUJIAHHS HOTO
1o crpasu’”’, ciaoBo “Jlomatok”, pekBizutu “‘logaTox” Ta cioo “IlimcraBa” 3amucy
Ipo TOCWIAHHS HAa JOKYMEHT, IO CTaB MIACTaBOIO JJIA MiJATOTOBKH (BHUIAHHS)
MOTOYHOTO  JIOKYMEHTa, HailMeHyBaHHS mocaad y pekBizuti  “Tlignuc”,
3aCBIAYYBaJBHOTO HAMUCYy “3T1IHO 3 OpUTiHAIOM™ Ta AJis nepuoro peksizuta “I'pud
3aTBEPKEHHA, SIKIIO iX B JOKYMEHTI J1Ba.”;

8. Ilig yac odopMiieHHsS JOKYMEHTIB (OJATKIB JO HUX) Ha JBOX 1 Olble
CTOpIHKaX JIpyra Ta HaCTYIHI CTOPIHKU MMOBUHHI OyTH MPOHYMEPOBAHI.

9. Homepu CTOpIHOK CTaBISITBCS TOCEPEAWHI BEPXHBHOTO OIS CTOPIHKU
apabcekumu nudpamu 0€3 3a3HAUYCHHS cjoBa 'cTOpiHKAa" Ta PO3IJIOBUX 3HAKIB.
[lepma cropiHka HE HyMepyeTbCsl HI B JOKYMEHTI, HI B KOXXHOMY 3 JOJIaTKiB.
JIOKYMEHT 1 KO>KEH 3 I0AaTKIB MAalOTh OKpEMY HyMepallilo.

10. TekcTn JOKYMEHTIB APYKYIOThCA Ha OAHOMY Oolll apkyma. JJokymMmeHTH He
MOCTIHHOTO CTPOKYy 30epiraHHs oOcsrom Oinbine 20 CTOPIHOK JONMYCKA€ThCS
JIPYKYBaTH Ha JMIBOBOMY 1 3BOPOTHOMY OOIll apKyila, HpU LbOMY PEKBI3UT
"[Tigmuc" moBuHEH OyTH PO3MIIICHUN Ha JIMIIbOBOMY, a HE Ha 3BOPOTHOMY OOIIl

OCTaHHBOI'0 APKYIIIA IOKYMEHTA.



120

11. QR-xox po3mipom 21 Ha 21 MM pO3MIIIYETbCS B HIXKHBOMY JIIBOMY KYTI
HEepIIOi CTOPIHKHU IOKYMEHTA.

JIns TIpOEKTIB akTiB Ta OOOB’S3KOBHX JIOJATKIB O HHUX, IO PO3POOJISIIOTHCS
opraHamMy BHKOHABYOi BIIaJ¥, MOCTAHOB 1 po3nopsamxeHb KaOinery MiHicTpiB
VYkpainu nopsa i3 QR-ko10M po3Milyt0ThCst HOTO PeKBI3UTH, HAIPUKIIA:

Minnudpu Ne 003845.0011-11 Bix 20.07.2020

[Tinrmucas: Ilerpenxko Iletpo IeTpoBuu

Ceprudikar: 341C050E72C685404000000 A6D05009B940D00
Hiiicuuit: 3 12.12.2020 12:38:06 mo 12.12.2021 12:38:06.
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Jonarok 2
1o [HCTpyKIii 3 TiI0BOICTBA B
Opnecobkiit 00nacHii gepKaBHIN
aaMiHICTpaIii
(ynkt 37)

MPUMIPHUM NEPEJIK
AOKYMEHTIB, 1110 J03BOJISAETHCS 3aTBEPAKYBATH NIPOCTABJISITHHAM
rpuga 3aTBepHAKeHHS 10CA0BOI 0CO0H 32 YMOBH iX MiATOTOBKH Y
naneposii ¢popmi

1. Axtn (cnMcaHHS; 1HBEHTapu3allii; eKCIepPTH3W; BWIYyYEHHS CIpaB IS
3HUIIEHHS; Iepeaayl CIpas; JIKBIAALll yCTaHOB TOILIO).

2. 3aBnaHHa (Ha TMPOEKTYBaHHS OO0'€KTIB, TEXHIYHMX CIOPYJ, KamiTajJbHE
OyAIBHUIITBO;, HAa TPOBEACHHS HAYKOBO-IOCHITHUX, MPOCKTHO-KOHCTPYKTOPCHKUX 1
TEXHOJIOTIYHUX POOIT; TEXHIYHI TOIIIO).

3. Komropucu Butpar (Ha yTpUMaHHsS amapaTy YIOpaBliHHSA, OyIWHKIB,
OPUMIILIEHb, CHOPYJA; MIATOTOBKY Ta OCBOEHHS BHUPOOHHUIITBA HOBUX BHPOOIB;
KariTajabHe OyIIBHUIITBO TOLIO).

4. Tlepeniku (mocaa MpaIiBHUKIB 3 HECHOPMOBAHUM POOOYUM JHEM; TUIIOBHX,
B1JIOMUHUX (TaJIy3€BUX) JTOKYMEHTIB 31 CTPOKaMH 30epiraHHs TOIIIO).

5. Po31inku Ha BUKOHAHHS POOIT.
6. CtaTyTH (MOJIOXKEHHS ) 00J1IepKaIMIHICTpaIli.

7. CtpykTypa o0iaepkaaMiHICTpaIrii.
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JlomaTok 3
1o [HcTpyKIii 3 TiI0BOICTBA B
Opnechbkiii 00acHiM aep kaBHIM
aJMiHICTparii
(myHKT 67 )

INPUMIPHUMU NTEPEJIIK
AOKYMEHTIB, MIANMUCH HA AKUX CKPIIIIOITHCH rep00BOI0 MEYATKOK0 y
pasi ix cTBOpeHHd y naneposiii popmi a00 3aCBIIUYHOTHCS
KBaJIi(hiKOBaHOIO €JIEKTPOHHOIO NEYATKOK 200 YA0CKOHAJICHOIO
€JICKTPOHHOI0 MEYaTKOI0, 110 0a3y€eThCcs HA KBATiIQIKOBaHOMY
cepTu(ikaTi eJIEKTPOHHOI NEYATKH, YCTAHOBH Yy pa3i iX CTBOpPeHHS B
eJIEKTPOHHI (popmi

1. Axtu (BUKOHaHHS POOIT, CIIMCAHHS, €KCNEepTU3U, (PiHAHCOBHUX MEPEBIPOK;
BUJTYUCHHS CTIPAB JIJIsl 3HUIIEHHS; TIepeaadi CIpaB TOIIIO).

2. BucHOBKM ¥ BIATYKM YyCTaHOB Ha nucepTamii Ta aBTopedepard, IO
HaJICUJIAl0ThCA 10 BuUIoi arecraiiitnoi koMicii Ykpainu.

3. oBiak# (JiMITHI; PO BUILIATY CTPAXOBUX CyM; BUKOPUCTAHHS OIO/KETHUX
acUTHYBaHb Ha 3apIUiaTy; PO HapaxOBaHy 3apIliaTy TOIIO).

4. JoroBopu (mpo MarepiaibHy BiJIIOBIAIbHICTh, HAYKOBO-TEXHIUHE
CIIBpOOITHUIITBO, MIAPSIAN, OPEHY MPUMIIIEHb; BUKOHAHHS POOIT TOIIO).

5. JlokymeHTH (OBIJIKH, IIOCBIIYEHHS TOIO), IO 3acBIIUyIOTH IIpaBa
TPOMAJISH 1 OPUANYHUX OCI0.

6. [lopyueHHsI Ha oJiepKaHHS TOBAPHO-MaTepiaIbHUX IIHHOCTEH, OIOKETHI,
OaHKIBCBKI, IIEHCIMHI, IUTATIKHI.

7. 3aBmaHHA (Ha MPOEKTYBaHHS O0O0'€KTIB, TEXHIYHMX CIHOpYJ, KaliTajbHe
OyIIBHUIITBO; TEXHIYHI1 TOIIIO).

8. 3asBU (Ha aKpEAUTHUB; TIPO BIIMOBY BiJ] aKIIETITY TOIIO).

9. 3asaBku (Ha 00aHAHHS, BUHAXOJIA TOIIO).

10. 3pa3ku BIAOWUTKIB MEYaTOK 1 MIANMKMCIB MpPAaIiBHUKIB, AKI MalOTh MPaBO

3MIIHCHIOBATH (DIHAHCOBO-TOCIIOAAPCHKI OTmepaitii.
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Komropuc ButpaTr (Ha yTpUMaHHS amnapaTy YOpPaBliHHS; MIJTOTOBKY Ta

OCBO€HHSI BHUPOOHHUIITBA HOBHUX BHMPOOIB; KaJIBKYJALIIO 3a JOTOBOPOM; KarliTalbHE

OYIIBHUIITBO TOIIIO).

12. JIuctu rapanTiiiti (Ha BAKOHaHHS pOOIT, HAJITaHHS OCTYT TOWIO).

13. TlomanHs 1 kjomoTaHHs (MPO HArOPOJKEHHS OpJACHAMHU 1 MeAalsiMU;
IpPEMiIOBaHHS).
14. TIpoTokonu (ITOTOKEHHS TUTaHIB TTOCTABOK).

15.
16.
17.
18.
19.
20.
21.

Peectpu (dekiB, OFOKETHUX JOPYUCHB).

Crnenudikarii (BupoOiB, MPOAYKIIIT TOIIO).

CrinbH1 JOKYMEHTH, TiITOTOBJICHI B1Jl IMEH1 ABOX 1 O1JIbIIIE YCTAHOB.
CraryTu yCTaHOB.

TUTybHI CIUCKHU.

TpyaoB1 KHUKKH.

ApKyI1II TOTO/I>)KEHHS MPOEKTIB HOPMATUBHO-TIPABOBUX aKTIB.
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Honarox 4
1o [HcTpyKIii 3 TiI0BOICTBA B
Onechbkiii 00acHiIf aep kaBHIM

aaMiHICTparii
(mynkt 155)
IMPUMIPHUM NEPEJIIK
AOKYMEHTIB, 110 He MiAJaAranTs peecrpaunii Ciyx0010 1i10BOACTBA
N Bua nokymenra CrneniajJbHHu# 00J1iK
1.
3BeneHHs Ta iHGOpMaIis, HaaiCIaHi 10 BigoMa HE 1 ISTaI0Th
5 peecTpainii 9yu 00Ky
PekiiaMHi TI0BiJOMJICHHS, IIAKATH, IPOrPaMy Hapaj, | ¥ 6YHB'HKHH THILHH
crocib
KOH(EpEeHIii TOIo
3.
[IpeiickypanTH (KoIIii)
4,
Hopmu Butpatn matepianis
5.
BiTanbHi 1KCTH 1 3aMpOIICHHS
6.
MicsiuHi, KBapTaJibHI, MIBPIYHI 3BITH
1. ['padiku, HAps AW, 3aIBKH, PO3HAPSIIKA
8.
PopMHU CTATUCTUYHOI 3BITHOCTI
Q. 010i0TEKA
HpyxoBaHi BUJaHHS (KHUTH, )KypHaJIH, OI0JIETEH1) (06TIKOBYIOTBCS
auamie 'y past il
HAsIBHOCTI)
10.
HapuyanbHi nnanu, nporpamu (Korii) KaJIpoBa CiIyx0a
11.
JloroBopu Oyxraiarepchka
cayx0a
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JHonarok 5
1o [HcTpyKIIii 3 117T0BOICTBA B
Opnechbkiii 00acHiM Aep)kaBHIN
aJMIHICTparlii
(mynkT 161)

IMPUMIPHUM CKJIAJL
3anmcy Mpo peecTpauilo BXiJHUX JOKYMEHTIB*

1. Bun nokymenra.
. JlaTra Ta yac HaIXOKEHHS JOKYMEHTA B YCTAHOBY.

. laTa peecTpariii JoKyMeHTa.

2
3
4. PeecTpauiitHuii 1HAEKC JOKYMEHTA.
5. KopecnoHaeHr.

6. [lata peectpariii Ta peecTpaliifiHiil 1HIEKC KOPECIOHACHTA.
7

. Kopotkwuii 3micT.

8. BimmoBimanpHuN migpo3aia 00JacHOi JEep:KaBHOI agMiHICTpallii, SKUil B
YCTAHOBJICHOMY TMOPSJIKY BU3HAUECHUH BiJNOBIJAJILHUM 32 BUKOHAHHS JOKYMEHTA B
o0 IepKaIMIHICTpAIlii.

9. BinmoBimanpbHUN BUKOHABEIp - MPAIliBHUK BIAMOBIMAILHOTO TMIAPO3ILITY
00JacHOi JepKaBHOI aJMiHICTpallii, sSIKWA B YCTaHOBJICHOMY MOPSAKY BHU3HAUCHMIA
BIJIMOBIIAJIbHUM 332 BUKOHAHHS JOKYMEHTA B 00 IepKaAMIHICTpaIii.

10. BigmiTka mpo BUKOHAHHS JOKYMEHTA.

11. Crpasa Ne.
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JlomaTok 6
1o [HcTpyKIIii 3 117T0BOICTBA B
Opnechbkiii 00acHIM Aep)kaBHIN
aJMIHICTparlii
(mynkt 161)

MPUMIPHUM CKJIA
3amMcy Mpo peecTpaiilo BUXiTHUX JOKYMEHTIB,
CTBOPEHMX 00JIACHOIO ePKABHOI0 A[IMiHICTPALli€I0

1. lata peectpaiiii TOKyMeHTa.

2. PeecTpariiinuii iHAEKC TOKYMEHTA.
3. Anpecar.

4. KopoTkuii 3MiCT.

5. BignmoBiganbHUN MAPO3AUT 00JacHOT JepKaBHOI aAMIHICTpallii, SKUM
MiTOTOBJICHO JOKYMECHT.

6. BiamoBinanbHHUII BUKOHABEIb - MPAIIBHUK BIAMOBIIAIBHOIO MIAPO3ALLY
o0JacHOi AepKaBHOI aqMiHICTpallii, SKUA MArOTYBaB JTOKYMEHT.

7. JlaTa Ta 4yac HaJXO/KEHHS JOKYMEHTA ajipecary.
8. Jlata peecTpariii Ta peecTpaimiitHuil iHACKC aapecara.
9. BigmiTKa Mpo BUKOHAHHS JIOKYMEHTA aJIPECaTOM.

10. CnipaBa Ne.
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Jopatox 7
1o [HcTpyKIIii 3 117T0BOICTBA B
Opnechbkiii 00acHIM aep kaBHIM
aaMiHICTparii
(mynkt 179)

CTPOKHA
BHKOHAHHS OCHOBHHUX JIOKYMEHTIB

1. Axtu ta nopyudenns IIpesuaenrta Ykpainu - 3rigHo 3 BumMoramu IlonoxxeHHs
Ipo KOHTPOJIb 32 BHUKOHAHHSIM YKa3iB, pO3NOpSAKEHb 1 AopydeHb llpesmpenta
VYkpainu, 3atBepmxeHoro YkazoM Ilpesunenta Ykpainu Big 19 mororo 2002 p.
No 155.

2. 3anuT ab0 3BEpHEHHS:

HApOJHOTrO JenyTara YKpaiHM — 3TiIHO 3 BUMoramu 3akoHy Ykpainu «lIpo
CTaTyC HapOJHOIO JenyTara Y KpaiHn»;

nenyrata BepxoBnoi Pamu Astonomuoi PecnyOmiku Kpum - 3rigHO 3
BUMoramu 3akoHy Ykpainu «lIpo craryc nemyrata BepxoBHoi Pagu ABTOHOMHOI
PecriyOniku Kpum»;

JenyTaTa MICIEBOI paau - 3riAHO 3 BUMoramMu 3akoHy Ykpainu «IIpo craryc
JIETyTaTIB MICLIEBUX PajI».

3. SMxmo 3amuT (3BEpHEHHsS) HAPOAHOrO JenyTata YKpaiHu (Jemyrara
BepxoBnoi Panu ABronomuoi Pecnybmiku Kpum, nemyrara wicieBoi panu) 3
00'€eKTUBHUX TIPUYUH HE MOXK€ OYTHM PO3IJSHYTO B YCTaHOBJIEHMH CTpOK,
HAJICUJIA€THCSI TTUCHMOBE TOBIJOMJICHHS Cy0'€éKTaM BHECEHHS 3alUTy (3BEpHEHHS)
13 3a3HAYEHHSIM IPUYUH IPOJOBKEHHS CTPOKY PO3IIISAAY.

CTpok po3riasily JEemyTaTChbKOrO 3BEPHEHHS 3 YpaxyBaHHSIM CTPOKY
IPOJOBKEHHS HE MOXe nepeBuiryBatu 30 AHIB 3 MOMEHTY MOTO HaJXOIXKEHHS.

4. Pimenns KabGinery MinHicTpiB YKpaiHM MIOAO JOOIMPAIFOBAHHS IPOEKTIB
HOPMATHUBHO-TIPABOBHUX aKTiB - MpoTsaroM 10 MHIB 3 IHS TPUAHSTTS BIAMOBITHOTO
PIILICHHS, SIKIIO 1M PIIIEHHSIM HE BCTAHOBJICHO 1HIIHMI CTPOK.

5. lloctanoBu ta BucHOBKM Kornerii PaxynkoBoi manatu - mpotsarom 15 aHiB
3 JTHS X peecTparlii B yCTaHOBI, SIKIIIO B HUX HE BCTAHOBJICHO 1HIIUNA CTPOK.

6. IloromkeHHS TPOEKTIB aKTiB 3alHTEPECOBAHMMH OpraHAMH - y CTPOK,
YCTaHOBJICHWH iX TOJOBHUMH PO3pPOOHMKAMHU BIAMOBITHO 10 BHUMOT PeriameHTy
Kab6inety MinictpiB Ykpainu.
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7. 3amut Ha nyOmiuHy iH(opmamito Bia (GI3UYHOI, IOPUAMYHOI 0COOH,
o0'eqHaHHsA TpoMaJsH 0€3 CTaTyCcy MOpHIAMYHOI O0COOH, KpiM CyO'€KTIB BIaJHUX
MMOBHOB&)XEHb, Ta HAJAHHs BIJMOBIAI Ha 3alMUT Ha 1HQOPMAIlI0 MPOTIATOM CTPOKY,
Bu3HaueHoro crartero 20 3akony Ykpainu "IIpo goctyn qo myOaiunoi iHpopmarii'.
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JlonarTok 8
1o [HcTpyKIIii 3 117T0BOICTBA B
Opnechbkiii 00acHIM aep kaBHIM

ajMiHICTparii
(myukt 190)
THOOPMAIIIA
NP0 CTAaH BUKOHAHHA 3aBlaHb Ha . .20

No . .

HaitmenyBanns Ta Cran BUKOHaHHS 3aBJaHb (KOHTPOJIbHUX JOKYMEHTIB)
1HAEKC CTPYKTYpPHOTO
1APO3ILTY
yChOTO 3 HUX

BUKOHAHO CTPOK CTPOK

MOJIOBKEHO | IOPYLIEHO

HauanpHUK ynpaBiliHHS I1I0BOACTBA
Ta KOHTPOJIIO amapary Bnacue im’st Ta IIPI3BUIIE

o0nep>xaaMiHICTpalii

20
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Jopatox 9
1o [HcTpyKIii 3 TiI0BOICTBA B
Onechbkiii 00acHiIf aep kaBHIM
aaMiHICTparii
(myukt 204)

IMPUMIPHA ®OPMA
HOMEHKJIATYPH CIIPAB CTPYKTYPHOIO MiApo3ainy y naneposii ¢popmi

HalimeHnyBaHHS yCTaHOBH

HailiMeHyBaHHSI CTPYKTYpPHOTIO MiJIPO3ALTY

HOMEHKIJIATYPA CIIPAB
Ne
Ha piK
Innekc 3aroJIoBOK CIpaBu KinbkicTh cripas Crpok Poboui
cripaBu (TOMIB) 30epiraHHs MO3HAYKH
crpaBy (ToMy) 1
HOMEpH CTaTeit
3a IepesikoM
1 2 3 4 5

[Tocana kepiBHUKA CTPYKTYPHOTO MiAPO3ALTY

(migrmmuc) (Bracue im’s Ta TIPI3BULLE)

20 poky

ITocana kepiBHUKA apXiBy (0co0H,
BIJIMOBIAQIBHOT 32 apXiB) yCTaHOBU

(migmuc) (Bnacue im’s Ta I[IPI3BUILIE)
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[TincymMKoBuMiA 3amKC MPO KaTeropii Ta KUIbKICTh CIIPaB,

CKIaCHUX Y

pOIll Y CTPYKTYPHOMY TI1IPO3I1Ii:

CrnpaBu 3a cTpokamu 30epiraHHs

Pazom Y TomMy uucmi

nepexiHi 3 BigmiTkoro "EITK"

YCporo cnpas:

MNOCTIHHOTO 30epiraHHs

TpuBasioro (moHax 10 pokiB)
30epiraHHs

TUMYAaCOBOTO 30epiraHHs

ITocana ocobu, BIAMOBIAAJIBHOI 3a

JJIOBOJICTBO B CTPYKTYPHOMY
1IPO3I1IT1

20 poky

(migrmuc) (Bnacue im’st Ta ITPI3BUILE)

[TincyMKOBi BiIOMOCTI NIEpPEIaHO B apXiB YCTAHOBH.

ITocama ocoOu, BiAMOBIAIHHOL
3a repeaaqy BiloMOCTEH

20 poky

(migrmmuc) (Bracue im’s Ta TIPI3BULLE)
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JlomaTox 10
1o [HcTpyKIii 3 TiI0BOICTBA B
Onechbkiii 00acHiIf aep kaBHIM

aaMiHICTparii
(myukt 204)
INPUMIPHA ®OPMA
3BeJeHOI HOMEHKJIATYPH CIIpaB y naneposiii popmi
HaiimenyBanns ycranoBu 3ATBEP/KVYIO
HOMEHKIJIATYPA CIIPAB ITocana kepiBHUKA yCTaHOBU
N
(Trigmmc) (Bnacue im’st Ta TIPI3BUIIIE)
Ha piK 20 POKY
M. I1.
Ianexc 3aroj0BOK CIIpaBH Kinbkicts Ctpox 30epiranHs Po6oui
cIpasu crIpas crpaBy (ToMy) 1 IIO3HAYKH
(TomiB) HOMEpH CTaTel 3a
nepenikoM
1 2 3 4 5

(Ha3Ba po3miny™)

[Tocana xepiBHUKA CITy>kOU A1II0BO/ICTBA

(migrmmuc) (Bnacue im’s Ta [IPI3BUILIE)
20 poky
[Tocama kepiBHUKA apXiBYy (0cobu,
BIJIMTOBIIAJILHOT 3 apXiB) YCTAHOBH
(migrmmc) (Bnacue iM’st Ta ITPI3BUIIIE)
CXBAJIEHO I[HOI'O’KEHO
[Iporokon 3acinanus EK yctanosu ITpoTtokon 3acimanns EINK nepxaBHOTO
apxiBy
Ne No

* HaiimMeHyBaHHs CTPYKTYPHOTO MHifpO3iny (I YCTaHOB, B SAKHX HEMAE CTPYKTYPHMX MiJPO3JLTIB, HANpIMY

JUSUTBHOCTI).
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[TincymMKoBHMiA 3amKC MPO KAaTeropii Ta KUIbKICTh CIIPaB,

CKJIQJICHUX Y pOIll B YCTAHOBI:
CnpaBu 3a cTpokamMu Y Tomy umcni
30epiranHs Pazom .. ..
nepexiJiHi 3 BIAMITKOIO
HEHK"
Ycporo cnpas:
MOCTIMHOTO 30epiraHHs
TpuBasioro (rmoxaz 10
POKIB) 30epiraHHs
TUMYaCOBOTO 30epiraHHs
[Tocana xepiBHUKA CITy>kOU A1II0BO/ICTBA
(migrmmuc) (Bracue im’s Ta TIPI3BULLE)
20 poky
[TizIcyMKOBI BIIOMOCTI MEPEIaHO B apXiB YCTAaHOBH.
ITocana ocobu, BiAMOBIAAIHHOL
3a rnepejavy BiJIOMOCTEH
(migmmmc) (Bnacue im’st Ta ITPI3BUILE)

20 poky
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Hopatox 11
1o [HcTpyKIii 3 TiT0OBOICTBA B
Opnechbkiii 00acHiIM aep kaBHIM
aaMiHICTparii
(myukt 204)

HNPUMIPHA ®OPMA

AKTa NMPO BUJIYYEHHS /ISl SHUIIEHHS JOKYMEHTIB y namneposiii ¢gopmi

HaitmMeHyBaHHS yCTaHOBU SATBEPIXXVYIO
[Tocaga kepiBHUKA YCTaHOBU

(i rmc) (Bnacue im’st Ta [TPI3BUIIIE)

20 poky

AKT
PO BUJIYYEHHS /ISl 3HUIIIEHHS IOKYMEHTIB,
He BHeceHUX 10 HamioHaabHOro apxiBHoro gonay

No

(micre ckTamaHHs)

Ha miacrasi

(Ha3BH 1 BUXi/HI 1aHi mepeiKy JOKyMEHTIB i3 3a3HaYCHHSIM CTPOKIiB iX

30epiranHsa a00 TUTIOBOT (IIPUMiPHOT) HOMEHKJIATYPH CIIPaB)

BUJTYUYCHI JIJISl 3HUILIEHHS 5K TaKl, 110 HE MAIOTh KYJbTYPHOI LIIHHOCTI Ta BTPATHJIA
IpaKTUYHE 3HaYEHHs, JOKYMEHTH (PoHy No

(Ha3Ba poHy)
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N | 3aromoBok | [lara Homepu Innexc cipaBu | Kinbkicte|  Ctpok [Tpumitku
3/m | cripaBu 200 | crpaBH OTIHCIB (Tomy) 3a cripaB | 30epiranHs
IpyHOBHH abo (HOMEHKJIa | HOMEHKJIATyporo | (TOMiB) CIpaBH
3aroJIOBOK | KpaifHi | Typ) 3a pik abo HOMeED (Tomy) 1
crpas JaTh (poxn) CIIpaBU 3a HOMEPH
CIIpaB OMUCOM cTarei 3a
nepenikoM
1 2 3 4 5 6 7 8
Pazom CITpaB 3a POKH.
(undpamu i croBamn)
ITocanma ocobwu, sika mpoBoUIa : i
. . . (migmmuc) (Bracue im’s Ta TIPI3BUILIE)
CKCIICPTU3Y MIHHOCT1 JOKYMCHTIB
20 poky
CXBAJIEHO ITOI'OJIXKEHO
[TpoToxoun 3acimanns EK [Ipotokon 3acimanns EIIK nepxkaBHOrO
YCTaHOBH apXxiBy

No No

Omnwucu cripaB MOCTIHHOTO 30epiraHHs 3a POKH CXBaJI€HO, a
3 KaJapoBUX MuTaHb (ocoboBoro ckinany) moromkeno 3 EINK JlepkaBHoro apxiBy
Onecbkoi 067acTi

(mpoToKOI Ne ).

KUIBKOCTI

JlokyMeHTH B CIIpaB

(undpamu i croBaMn)

Baroro KI' 31aHO B

(HaliMeHyBaHHS YCTaHOBH)
Ha MepepoOKy 3a MPUUMaAIbHO-31aBAJIbHOI0 HAKJIAJIHOK Bij
No
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JlomaTok 12

1o [HcTpyKIii 3 MiI0BOICTBA B
Onechbkiii 00acHiIf aep kaBHIM

aaMiHICTparii
(myukt 239)
HaitMmenyBaHHSs1 yCTaHOBU 3ATBEPIXXVYIO
HavimenyBanns [Tocana kepiBHHUKA CTPYKTYPHOTO
CTPYKTYPHOTO ITiAPO3LITY P03 LTy
(migruc) (Brnacue im’s Ta TIPI3BUILIE)
20 poky
OI1C
N | Innexc | 3arosioBok clpaBu Kpaiini KinpkicTh Crpox [Tpumitku
3/m | cupaBH (TOMY, YaCTHHM) aTh apkymiB y | 30epiraHHs
JIOKYMEHTIB crpasi CIIPaBH
cCrpaBu (Tomi) (Tomy) 1
(Tomy) HOMEPU
cTaTeu 3a
neperikoM™

1 2 3 4 5 6 7

(Ha3Ba po3miny™™)

Jlo onncy BHECEHO crupas
(umdpamu 1 croBamu)
3 Ne o Ne , Y TOMY YHCIIL:

JITepHI HOMEPU

ITocana yknagada onucy

, IPOITyIIEH1 HOMEPHU
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(migmmmc) (Bnacue im’st Ta ITPI3BUIIIE)
20 poky
ITocana KepIBHUKA CITy>K0u
JIIJIOBOJCTBA
(migrmmuc) (Bracue im’st Ta IIPI3BULLE
20 poky

I'pada mocra He 3aMOBHIOETHCS B ONMCAX CIIPAB NOCTIHHOTO 30epiraHHs.

** HaiiMeHyBaHHsA CTPYKTYypPHOTO MifpO3Ainy (I IOPUAMYHUX OCiO, B SKMX HEMae CTPYKTYPHMX MiJpO3IiiB,
HarpsMy AisJIbHOCTI).

ITepenas CITpaB
(tmdpamu 1 cmoBamu)

Ta pCECTpaHiﬁHO-KOHTpOHLHHX KapTOK 10 I[OKYMGHTiB*.
(undpamu i ciioBamm)

ITocana HpaHiBHI/IKa CTPYKTYPHOTO : i i
i po3 I[i ny (mmiarmc) (BiacHe iM’s1, IPi3BHIIE)

20 poky

[IpwnitHas cIipaB

(undpamu i croBaMn)

Ta pC€CTpaHiﬁHO-KOHTp0HBHHX KapTOK 10 ,IIOKYMCHTiB.
(undpamu i croBaMn)

[Tocana kepiBHHMKA apXiBY : : :
(ocobu, BiAmMOBIJAILHOI 32 apXiB) (miamme) (Bnacke im’s, npissuiue)

20 poky

* TlepenatoThcs pa3oM 3i cripaBaMu CoTy K61 TiTOBOJCTBA.



