3ATBEP/DKEHO

Haxa3z TeputopiaabHOTro ynpaBiiHHS
JepxaBHOT Cy0BOT aMiHICTparii
VYkpainu B KuiBchkiid o0macti

Bix 20.07.2018 Ne 75/1

IHCTPYKIIA
3 aiioBoacTBa B TepuropiajbHoMy ynpasJiiHHi lep:xaBHoi cynoBoi
agminicrpanii Ykpainu B KuiBebkiii o0sacri

Po3aii |. 3arajbHi moJ1oxeHHs

1. Iacrpykuis 3 ninoBoxactBa B TepuropianbHOMY ynpaiiHHi Jlep)kaBHOI Cyno0BOT
aaminicTpanii Ykpainu B KuiBcbkiit o6macti (mani — [HCTpyKIlisl) BCTAHOBIIOE €IUHI BUMOTH OO0
CTBOPEHHS YIPaBIiHCHKUX JOKYMEHTIB 1 POOOTH 31 CITy)KOOBUMH JOKYMEHTAaMH, a TaK0X HOPSIIOK
ix apxiBHOro 30epiranHs B TepuTopianbHOMY YympaBiiHHI Jlep:kaBHOT CyqoBOi aamiHicTparii
Yxpainu B KuiBcbkiil o6nacTi (ani — TepuTopiajibHe yIpaBiIiHH).

[HCTpYKLIST pernaMeHTye MopsAoK poOOTH 3 JOKyMEHTaMH 3 MOMEHTY iX CTBOpeHHS abo
Ha/IXO/DKEHHS J10 BIITPABIICHHS.

[HCcTpyKLiss BH3HAYae TaKoXX MOPSAOK 3/1MCHEHHS KOHTPOJIO 3a ONpalOBaHHAM
JIOKYMEHTIB, BUKOHaHHS KOMIOBAJIbHUX POOIT Ta BUPILIYE 1HII MUTAHHS OpraHi3alli AJI0OBO/ICTBA B
TEPUTOPiAIbHOMY YIPaBIIiHHI.

2. V it [HeTpyKuii TepMIHM BXKUBAIOTHCS B TAKMX 3HAYCHHSIX:

apxiB TEpPUTOPIANBHOTO YIpaBIiHHA — OpraHi3oBye 1 3abe3mneuye MNpHiiMaHHS,
HarpoMaJOKyBaHHS apXiBHUX JOKYMEHTIB, iX 0OJiK, 30epiraHHs Ta KOpPUCTYBaHHS HUMH. SIKII0
CTPYKTYPOIO TEpUTOPIaJIbHOIO YNpPAaBIIHHA apXiB He nepeadavyeHuil SK cCaMOCTIMHMHA Migpo3alf,
3/11MCHEHHSI apXiBHOi poOOTH MOKJIAJA€ThCs HA MPOBIAHOIO CIELiaNicTa BLAJLITY OpraHizauiiHoro
3a0e3nedeHHs AiIbHOCTI CYJIIB Ta CYA0BOi CTAaTUCTUKM a00 HaKa30M HadalbHHUKA TEPUTOPIaIbHOTO
yTIpaBJIiHHS MPU3HAYAETHCS 1HIIA 0c00a, BiANOBIAaIbHA 32 apXiB;

(OHI — CYKYIHICTh apXiBHUX JOKYMEHTIB TEpPUTOPIaJIbHOTO YIpaBIiHHA, CPOPMOBAHUX HA
mijicTaBi 3B'A3Ky MK JJOKyMEHTaMH Ta (a00) iX yTBOproBauamy;

OaHK CcIoy»KOOBOro JOKyMeHTa — YHiikoBaHa ¢opMa Ciyk00BOT0 JOKyMEHTa 3
HA/IPYKOBAHOIO TIOCTIMiHOIO 1HQOpMaliel0 Ta HasBHUM MicueM s (iKCyBaHHS 3MiHHOT
iH(popMarii;

BUTAT — 3aCBiI[‘-IeHa KOITisl YaCTUHH TCKCTY CJ'Iy>K6OBOFO HAOKYMCHTA,

rajgy3eBUi Mepeiik AOKYMEHTIB — IMepeliK BHUJIB JOKYMEHTIB, CTBOPIOBAHHX Yy IpOILECi
npodibHOI AISUTBHOCTI BCIX YCTaHOB IE€BHOI raiy3i 4u cdepH AisNIbHOCTI, 31 CTpOKaMHu ix
30epiraHHs;

Jiep>KaBHI apXiBHI yCTaHOBU — IIEHTpaJIbHI, TaTy3€eBi JiepKaBHI apXiBH, Jlep:kaBHUil apXiB B
AtoHoMHIi PecryOminti Kpum, aeprkaBai apxiBu obnacrteit, mict KueBa ta CeBacTomossi, apxiBHi
BIJIJIITM paiOHHUX, pailoHHUX y MicTax Kuepi Ta CeBacTomno aep:kaBHUX aIMIHICTpAIIiif;



JpKepena KOMIUIEKTYBaHHS — IOpUAMYHI Ta (i3muHi 0coOM, 10 € YTBOPIOBAYaMHU YU
BJIaCHUKaMHu JIOKyMeHTiB HamioHnansHoro apxiBHoro ¢onay (mam — HA®D), mo mianararoTh
NepeaBaHHIO /10 ApXiIBHUX YCTAHOB B O0OB'SI3KOBOMY MOPSAKY 200 Ha MiACTaBl YTOIu;

mkepena ¢opmyBanHs HA® — ycraHoBH, 10 € CTBOpIOBauYaMH 4YM BIIACHUKAMU
JTOKYMEHTIB 11boro ®oHy;

T1IOBOJICTBO — CYKYITHICTh IPOIIECIB, IO 3a0€3MeUyl0Th JOKYMEHTYBAaHHS YIPaBIiHCHKOT
iH(popMalii Ta opratizamiro poOOTH 31 CITyKOOBUMH JOKYMEHTAMHU;

JTOKYMEHTAIlIHHUNA (IOKyMEHTaIbHUN) (POHI — CYKYMHICTh CIYy)KOOBHUX TOKYMEHTIB, IIIO
HarpoMaauiInch abo 3i0paHi B mporeci AisIBHOCTI YCTaHOBH, CKJIAJ i mpouec (GpopMyBaHHS SKOi
BU3HAYAIOTh il HOPMATUBHI TOKyMEHTH;

JTOKYMEHTOOOII B YCTaHOBI — pPyX CIY)XKOOBHX JOKYMEHTIB 3 MOMEHTY iX CTBOpEHHS abo
OJIep’KaHHS JI0 3aBEPIICHHS BUKOHAHHS 200 BiIITPABIICHHS;

eKCIiepTH3a I[IHHOCTI JOKYMEHTIB B YCTaHOBI — BCeOIYHE BUBYCHHS IOKYMEHTIB 3 METOIO
BHeceHHs iX 10 HA® abo BwiIydeHHs 3 HBOTO, BIJIHECEHHS iX JO YHIKaIbHUX 1 BCTAHOBJICHHS
CTPOKIB 30epiranHs JOKyMEHTIB, 0 HE MiJJIATal0Th BHECEHHIO 10 HAD;

30Ha KOMIUIEKTYBaHHSI — aJIMIHICTPATUBHO-TEPUTOpPiaibHA OJMHUIIA, B SKiM mepedyBaloTh
YCTAaHOBH, Ha $IKi TOIIMPIOIOTHCS IMOBHOBAXECHHS BIAMOBIIHOI JEp)KaBHOI apXiBHOI yCTaHOBH
(apXiBHOTO BiJIITy MiCBKOI pajin);

THCTPYKIIA 3 TUIOBOJACTBA — OOOB'S3KOBHI HOPMAaTHBHHUU aKT, IO PETJIAMEHTYE 3MICT Ta
OpraHi3allito BAKOHaHHS IIPOIIECIB 3 J1JI0BOJICTBA YCTAHOBH;

KOMisg JOKYMEHTa — JOKYMEHT, IO MICTHUTh TOYHE 3HAKOBE BIITBOPEHHS 3MICTY YU
JIOKYMEHTHOT 1H(pOpMAaIlil 1HIIOTO TOKYMEHTa Ta B OKPEMHX BHUMAJKaX — JIEIKUX HOro 30BHINIHIX
O3HaK;

HOMEHKJIaTypa cIpaB — OOOB'SI3KOBUMN ISl KOXKHOI YCTaHOBU CHCTEMAaTH30BaHUI TMeEpemikK
Ha3B CIIpaB, 10 (popMyIOThes B i1 I1TOBOACTBI, 13 3a3HAYEHHSIM CTPOKIB 30epiraHHs CIpas;

OMJIAJ AapxXiBHUX JOKYMEHTIB — apXiBHUH JOBIAHMK, LIO0 MICTHUTh CHCTEMAaTH30BaHi
BIJIOMOCTI MPO CKJIaJ 1 3MICT OKPEMHUX KOMIUIEKCIB apXiBHUX JOKYMEHTIB 3 iX KEpeI0O3HaBUYMM
aHaII30M;

OIUC CTIpaB — apXiBHUH JJOBITHUK, IPU3HAUYEHUH /11 OOMIKY Ta PO3KPUTTS 3MICTY OJMHUIIb
30epiraHHs, OJUHMIb OOJIIKY, 3aKPIIJICHHS X CUCTeMaTH3allii B MeXXax apXiBHOTO (oHy;

OpraH BHIIIOTO PiBHS — YCTAaHOBA, IO 31HCHIOE QYHKITIT YITpaBIiHHSA MO0 0e3mocepeHbO
HAIOPSAAKOBAHUX 11 YCTaHOB;

oprasizaiiifHo-po3nopsiiya JOKyMEHTalisi — YyHi(iKoBaHa MiJCHCTEMa YIPaBIIHCHKOT
JIOKyMEHTaIlli, 1110 3a0e3neuye opratizaiiio MpoIeciB YIpaBliHHS Ta YIPaBIiHCHKOI Mparli;

opravizamis poOOTH 31 CIy)XKOOBUMH JIOKyMEHTaMM — OpraHizauis 37iiiCHeHHs
JIOKYMEHTO00ITY, (OpMYBaHHS CIIpaB, 30€piraHHs CIy>KOOBUX JOKYMEHTIB Ta KOPUCTYBaHHS HUMH
B MIOTOYHIH JiSJIbHOCTI YCTaHOBH;

OpHUTriHAN CIY)XKOOBOTO JOKYMEHTa — MPUMIPHHK CIIyKOOBOTO JOKYMEHTa, LI0 Ma€
OpUTITHAILHUHN TIAMKC TOCaI0BOi (CIIy>k00B01) 0COOM YCTaHOBH;

MepeTiK THUMOBUX JOKYMEHTIB — TIepeliK BHUIIB JOKYMEHTIB, CTBOPIOBAHUX IIiJI Yac
BUKOHAHHS 3arajbHUX JIJIS BCIX YCTaHOB (DYHKIIIN yIpaBIiHHS, 31 CTpPOKaMH iX 30epiraHHs;;



MOK&XYMK — apXiBHUHM JOBIJHMK, IO MICTUTh CHCTEMAaTH30BAaHUN MEpeNiK 00'€KTiB YU
SIBUIII, 3TAIyBaHUX B apXIBHUX JJOKYMEHTAX, 13 3a3HaYCHHSM IX NOUTYKOBUX JAHHX;

PEKBI3UT CIy)OOBOTO JOKYMEHTa — OOOB'SI3KOBHIl €l1eMeHT, 3a()iKCOBaHHMA y JTOKYMEHTI
Juis Horo igeHTudikanii, opranisamii 00Ky Ta HaJaHHA HOMY IOPUINYHOT CHUJIH;

cmyx0a JiJIOBOJICTBA — BIANOBIZaIbHA 0c00a TEPUTOPIATHHOTO YIPABIIHHSA, IO
3a0e3meuye peecTparlito, 00K, OpTraHi3aIio JOKYMEHTOOOITY CIIyKO0BUX JOKYMEHTIB, 30epiranHs
JIOKyMEHTAIIiHOTO (OoHIY a00 HOTr0 YaCTHHU JI0 MepeaBaHHs Ha 30epiraHHs JI0 apXiBy YCTaHOBH.
SIKIIO CTPYKTYpOIO TEpUTOPIaIbHOTO YHpPaBIiHHS ciayx0a [iI0BOJACTBA HE TmependaueHa sK
CaMOCTIMHUN TIAPO3/UJI, OopraHizaiis JUIOBOACTBA IMOKJIAIAETHCA HA TOJOBHOTO YM IPOBITHOTO
CHeUiaiCTiB BiAJILTY OpraHi3amiiHoro 3a0e3neYeH s MisIbHOCTI Cy/IiB Ta CYA0BOI CTATUCTHKH 200
HaKa30M HadaJbHUKA TEPUTOPIAIBLHOTO YIPaBJIiHHSA BHU3HAYAETHCS 1HIIA 0c00a, BIAMOBIJAIbHA 3a
TIIOBOJACTBO B TEPUTOPIaJIbHOMY YITPaBIIiHHI;

CIIy’)kOOBUH JTOKyMEHT — OQImIfHO 3apeecTpoBaHUN CIyKOOK JUIOBOACTBA abo
BIJITIOBITHMM YMHOM 3aCBIIYCHUN IOKYMEHT, IO OJICPKAHUN YU CTBOPCHUN YCTAHOBOIO Y MPOIEC]
il MISUTBHOCTI Ta Ma€ BiIOBIHI PEKBI3UTH;

CTpOK 30epiraHHsi JIOKyMEHTa — TMepiog OOOB'I3KOBOrO 30epiraHHsl CIy>KO00BOTO
JIOKYMEHTa, BU3HAUCHHI 3aKOHOJJABCTBOM YHACIIIOK IPOBE/ICHHS CKCIIEPTU3H HOTO IIIHHOCTI,

VHIKQJIbHUH JOKYMEHT — NoKyMeHT HA®D, 1m0 cTaHOBUTH BUHATKOBY KYJIBTYPHY I[IHHICTB,
Ma€ BaXJIMBE 3Hau€HHs A (POpPMyBaHHS HAIIOHAIBHOI CaMOCBIZJIOMOCTI YKpaiHCHKOIO HapoAdy 1
BU3HAYa€ HOro BKJIaJ y BCECBITHIO KyJIbTYpHY CHA/IIMHY;

YIOPaBIIHCBKUM JOKYMEHT — CIY)KOOBMH JIOKYMEHT, CIpPSMOBaHUN Ha BHKOHAHHSA
ycTaHOBOIO (DyHKIIH, 110 3a0e3meuytoTh ii MisIbHICTh. J[0 yIpaBIiHCHKUX JTOKYMEHTIB Halle)KaTh
OpraHi3aIlifHO-pO3NOPsIAYl, TMEPBUHHO-00JIIKOBI, OaHKIBChKi, (PIHAHCOBI, 3BITHO-CTATUCTHYHI,
MJIaHOB1, PECYPCHI TOIIO;

(GboHIOYTBOpPIOBAaY —  YyCTAHOBA, Yy peE3yJbTaTli ISUIBHOCTI  SIKOI  YTBOPHWJIMCS
JIOKYMEHTAIIMHUIA Ta BIMOBIIHO apX1BHUMN (HOHIN;

(dbopMyBaHHS CIpaB — TIpYyNyBaHHS BHUKOHAaHMX JOKYMEHTIB Yy CIpaBH BiJIIOBIIHO a0
HOMEHKJIATypH CIIPaB.

3. Oco0nuBocTi oprasizanii AUJIOBOJACTBA 31 CIYKOOBUMH JTOKYMEHTaMH, 110 MICTATh
iH(popMalliio 3 00MEXEHUM JIOCTYNOM, AITIOBOJACTBA 32 3BEPHEHHSIMM T'DOMAJSIH Ta 3alUTaMH Ha
iHQopMallil0  BU3HAYAIOTHCS  IHIIMMHU  HOPMAaTUBHO-NIPAaBOBMMHU  aKTaMUd Ta  HakKazaMmu
TEPUTOPIAILHOTO YIIPABIIIHHS.

Oco0nMBOCTI Ooprasizalii eJIeKTPOHHOIO JOKYMEHTOOOITY 13 3aCTOCYBAaHHSM €JIEKTPOHHOIO
U(POBOTO MiANKCY, poOOTH 3 €JIEKTPOHHUMHU JTOKYMEHTAaMH Ta iX MiATOTOBKH J0 NMEpeaaBaHHs Ha
apxiBHe 30epiraHHs Bu3HauyaloTbcsa llopsiakoM poOOTHM 3 E€NeKTPOHHHUMH JIOKyMEHTaMu Yy
JIJIOBOJICTBI Ta iX MIATOTOBKH IO TIEpeaBaHHs Ha apXiBHE 30epiraHHs, 3aTBEP/HKCHUM HaKa30M
MinictepctBa roctunii Ykpainu Big 11 nucromama 2014 poxy Ne 1886/5, 3apeectpoBanum y
Minictrepctsi toctuniii Yipainu 11 mucromama 2014 poky 3a Ne 1421/26198 (mami — Ilopsimox
po0OOTH 3 €NEKTPOHHUMU JOKYMEHTaMH ), a Takox Hakazamu JICA Ykpainu.

4, Buxknageni B IHCcTpykmii mpaBmima ¥ pexkoMmMeHAaIlli MoA0 TMOPSAKY 3A1HCHEHHS
JIOBOJCTBA B TEPUTOPIaIbHOMY YIIpaBIliHHI po3pobiieHi BianoBiaHo no Koncrutyuii Ykpainu ta
3akoHIB Ykpainm, akTiB Ilpesumenta Ykpainm Tta Kabinery MinictpiB Ykpainu, I[lpaBun
opraizauii IUIOBOJACTBAa Ta apXiBHOrO 30epiraHHs JOKYMEHTIB Y JEp)KaBHUX OpraHax, opraHax
MICIIEBOTO CaMOBPSIIYBaHHS, Ha IMANPUEMCTBAX, B YCTAaHOBAX 1 OpraHi3aIlisfx, 3aTBEPHKCHUX



Haka3oM MiHicTepcTBa roctuuii Ykpainu Bix 18 wepBHs 2015 poxy Ne 1000/5 (mami — IlpaBuna
opraHizailii JiJIOBOJICTBAa), PETJIAaMEHTIB Ta HalllOHAJLHUX CTaHJIApPTIB HAa oOpraHizariiiHo-
PO3MOPAIIY JOKYMEHTAL10 (11l — perJIaMeHTH Ta HaIllOHAIbHI CTAaHJApTH), @ TAaKOX [HCTpyKLii 3
ninoBonactBa B JICA Vkpainu 3arBepmxenoi Hakazom [ICA VYkpainu Big 19 xotHs 2017 poky
Ne 980.

5. [lepenik OKYMEHTIB, TPOXO/KEHHS SKUX Yy TEPUTOPIAIbHOMY YIIpPaBIiHHI
MEPEBENICHO B EJICKTPOHHY (OpMYy, KpiM TOKYMEHTIB, IO MICTATh iH(MOpPMAIiI0 3 O0OMEKCHHM
JIOCTYIIOM, 3BEpPHEHb TPOMAJISIH, 3allUTIB Ha 1H(POPMAII0 Ta EJICKTPOHHUX JIOKYMEHTIB, IO B
YCTAHOBJICHUX 3aKOHOM BHIIAJIKaX HE MOXYTh OYTH 3aCTOCOBaHI SK OPUTIHAJIH, 3aTBEPKYETHCS
HAYaIbHUKOM TEPUTOPIAIBHOTO YIIPABIIiHHS.

6. He nmomyckaerbcs OJHOYACHE MPOXOJPKEHHS OJHOTO 1 TOrO X JIOKyMEHTa B
€JICKTPOHHIH 1 manepoBii Gpopmi.

7. TexHomorii aBTOMAaTH30BAaHOTO OIPALIOBAHHS 33JOKYMEHTOBaHOI iH(popMarii B
TEPUTOPiaIbHOMY YIIPABJIiHHI OBHHHI BIAMOBIAaTH BUMOTaM I1i€i [HCTpyKIii.

8. HadvanpHUK TepUTOPIaIbHOTO YIPABIIHHA BIATOBiAA€ 32 30€peKEHICTh CITY’)KOOBHX
JOKYMEHTIB Ta iHQopmalii, 5Ky BOHHU MICTSITh, (YHKIIOHYBAaHHS CHUCTEMH 3aXHUCTY
JOKYMEHTAIIHHOTO (OHAY BiJl HE3aKOHHOTO JOCTYIY, BTpAaTy W HECAHKIIOHOBAaHE 3HMIICHHS
JOKYMEHTIB, TIOPYIICHHS MPaBWJI KOPUCTYBAHHS JOKYMEHTaMHU.

9. 3a 3MicT, SKICTh MIATOTOBKM Ta O(QOPMIICHHS Ha HAaJEKHOMY DPIBHI JOKYMEHTIB, a
TaKOXX OpTraHi3aliio JUTOBOJICTBA Ta 30epiraHHs JAOKYMEHTIB y CTPYKTYPHHX MigpO3Jiiaax
BiJITOBITAFOTH 1X KEPIBHUKH.

10.  TeputopiagbHe YHpaBIiHHS OpPraHi3oBy€ JIJIOBOACTBO BIANOBIAHO A0  IIi€l
IncTpykuii. 3a0e3neyeHHs] HaJIeKHOI opraHizauii JiI0BOACTBA B TEPUTOPIAIbHOMY YIPAaBIiHHI,
METOAMYHa PoOOTa Ta KOHTPOJb 3a JOAEP)KAaHHSAM BHUMOT [HCTpyKIii MOKJIQAA€ThCS HA CEKTOP
Oprasi3aliiiHOro 3a0e3Ne4YeHHs AISUIBHOCTI CYIIB Ta CYJOBOi CTaTUCTHUKH Ta BIANOBIAAIBLHOTO

mpaliBHUKA 3a BEACHHS 3arajbHOro ITOBOACTBA (Hadi - BIANOBIAATbHUIN TMPALIBHUK 32
JIIJIOBOJICTBO).
11.  HauanbHUK T€pPUTOPIAILHOTO YNPABIIHHSA BU3HAYA€ BIJMNOBIJAILHOTO MPAlliBHUKA 32

BEJICHHS JIIJIOBOJICTBA B TE€PUTOPIAJIbHOMY YIpPaBIiHHI, SKUHA 3a0e3redye OONIK Ta HAAXOJKEHHS
JIOKYMEHTIB B YCTaHOBJIEHI TEPMiHU, IHPOPMYE KEPIBHULTBO MPO CTaH iX BUKOHAHHS.

12.  BignoBinanpbHWI MpaIiBHUK 3a [IJTOBOACTBO B CBOIH pPOOOTI KEPYETHCS IIEIO
[HCTpYKIIiETO.
13. Opranizamiss  IUIOBOACTBA B CTPYKTYPHHUX  MIJIPO3JAUIaX  TEPUTOPIAILHOTO

YIpaBIIiHHS TOKJIAJA€ThCS HAa KEPIBHHUKIB CTPYKTYpPHUX MiApo3AUIiB abo Ha 0ci0, BH3HAUYEHHUX
BI/ITIOBITHUM HaKa30M HadyaJlbHHUKA TEPUTOPIAILHOTO YIIPABIIHHS.

14. Opranizaiiis BeleHHs apXiBHOI CIIpaBU MOKJIAJAEThCSI Ha CEKTOP OpraHi3aiiifHoOro
3a0e3neyeHHs! NIJIbHOCTI CY/IIB Ta CYJOBOi CTATUCTUKH.

Oco0a, BigmoBigandbHA 3a apXiB, MPAIIOE Ha MIACTaBl MOCATOBOI IHCTPYKINi, B SIKIH
3a3HavyaroThes ii 00OB'SI3KM, MpaBa Ta BIAMOBIJAIBHICTh, Ta BIAMOBIAHO 10 [lonoxkeHHS mpo apxiB
TeputopiansHoro ynpasiinss JlepxaBHoi cynoBoi agminictpanii Ykpainu B KuiBcbkiii o6acTi.

15.  ApxiB TepUTOPiaIBbHOTO YIPABIIHHS 3a0€3MeUyeThC HEOOXITHUM TPUMIIICHHSIM Ta
oOJIaTHAHHSIM.



16.  MarepianbHuii HoOCiH iH(OpMAIll yIMpaBIiHCHKOTO TOKYMEHTa, IO CTBOPEHUH B
TEPUTOPIAILHOMY YIpaBJIiHHI, CHOCOOM Ta 3aco0u 1i (ikCyBaHHS TOBHMHHI 3a0e3medyBaTu
30€peKEHICTh IOKyMEHTA MPOTATOM BH3HAYCHOT'O CTPOKY HOTO 30epiraHHsl.

17.  BnacHUKOM YINpaBIIHCHKOTO IOKyMEHTa € YCTaHOBa, siIka CTBOpHJa abo oTpumala
el TOKyMEHT 1 BHecsa MOro J0 CKJIaay TOKyMEHTaliiHoro (GoHy.

18.  CmipHi NUTaHHS IIOJIO MPaBa BIACHOCTI HA YMPABIIHCHKI JOKYMEHTH BHUPIIIYIOTHCS
y CyJOBOMY MOPSIZIKY.

19.  BwiydeHHs (BUiIMKa) OpUTIHAJIB CIIY)KOOBHX JOKYMEHTIB 13 JOKYMEHTAI[IHHOTO Ta
apxiBHOro (OHIIB YCTaHOBH TOBHHHO(a) OyTHM THMYacOBHUM(OI0) 1 JIMIIE Yy BHIIAJKaX,
nepeadauyeHnX 3aKOHOM. Y pasi BHIIYYEeHHS (BUIMKH) OpUTIHAJIB JOKYMEHTIB, 110 3A1HCHIOETHCS 32
MUCHhMOBOIO BKa3iBKOIO KEPIBHMKA YCTAaHOBH, B YCTAHOBI OOOB’S3KOBO 3QJIMIIAIOTHCS KOIi IHX
JIOKYMEHTIB, 3aCBi4eHi BiAMOBiAHO 10 MyHKTIB 202, 203 miel [HCTpyKIii, Ta MPOTOKOI BUITYYECHHS
(BHIMKH).

Hoxymentu HA®, BumydeHi BiAMOBITHO /10 3aKOHY 32 BMOTUBOBAHUM PILICHHSIM CIII40TO,
CyIal, cyay, MAMAraroTh 00OB’SI3KOBOMY MOBEPHEHHIO YCTAHOBI, ajieé HE Mi3HilIe HiXK Yepe3 OJuH
PIK TiCII IPOBA/KEHHS y CIIPaBi.

Po3ain I1. JlokyMeHTYyBaHHS ynpaBJiHCbKOI iH(hopmanii

I'masa 1. 3arajbHi BUMOIM 10 CTBOPEHHS YIIPaBJIiHCHKUX IOKYMEHTIB

20. CrBOpIOBaH1 yIpaBiiHChKI JOKYMEHTH IMOBUHHI BINOBIAATH IPABOBOMY CTaTyCy
YCTaHOBH.

IIpaBo Ha CTBOpEHHS, MIANMCAHHS, TOTO/PKEHHS, 3aTBEP/UKEHHS JIOKYMEHTIB B
TEPUTOPIAILHOMY YIPABIIHHI BU3HAYAETHCS aKTaMH 3aKOHO/ABCTBA, 30KpeMa, 3aKOHOM YKpaiHu
"IIpo cynoyctpiii 1 craryc cynaiB", a Takox IlonoxenHsm npo TeputopiaiabHe yHpaBiIiHHS
JHepxaBHoi cynoBoi aamiHicTpanii Ykpainu B KuiBcbkiii 0071aCTl, OJOKEHHSIMU PO CTPYKTYPHI
H1APO3UTH TEPUTOPIAILHOTO YIPABIIIHHS Ta MOCAAOBUMHU 1HCTPYKLISIMH.

21. OpranizaniifHo-po3nopsaa4ya JOKYMEHTAIlsl TEpUTOPIaJbHOTO YIPABIIHHA, IO €
OJIHUM 13 KJIaCiB yNPaBIIHCHKOI JOKYMEHTAllli, MOAIISETHCS Ha:

opraHizauliiHy, 10 MICTHTh MpaBUja, HOPMHM, IO BHM3HAYAIOTH CTAaTyC, KOMIIETEHIIIIO,
CTPYKTYpy, INTaTHy YHCEIBHICTh 1 TIOCAJOBUM CKJAJ TEPUTOPIAIHHOTO  YIPABIIIHHS,
(GYHKLIOHATBHUMA 3MICT AISUTBHOCTI TEPUTOPIAIbHOTO YIpPaBIiHHA Ta ii MiApO3AUIIB (TON0XKEHHS
PO TepUTOpialbHE YIPABIIHHA, TOJOXKEHHS MpPO CTPYKTYPHI MIAPO3IUIM TEPUTOPIaIbHOTO
yIpaBJIiHHSA, TOCAZ0B1 IHCTPYKIIii, IITATHI PO3MHICH, TOILIO);

posnopsaady, 1o (QikCcye pilleHHd HOPMAaTHBHO-TIPABOBOTO abo  opraHizaliiHo-
PO3MOPSITYOTO  XapakTepy 3 OCHOBHUX TMHUTaHb iSUTBHOCTI TEPHUTOPIAIBHOTO YIPABIIHHS,
aJIMIHICTPATUBHO-TOCIIOAAPCHKUX a00 KaapoBuX (0COOOBOTO CKIaAy) MUTaHb (HaKa3M);

1H(hopMaLiifHO-aHATIITUYHY, 1110 MICTUTh 1H(OpMaIlito, Ha MIACTaBl K0T NPUHMaIOThCS MEBHI
VIPaBIiHCHKI pilIeHHS (aKTH, MOBIKH, IOMOBITHI 3amlVCKH, 3asBH, MOSCHIOBAJIbHI 3aIllUCKH,
IPOTOKOJIU, CIYKOO0B1 JTUCTH TOLIO).

22. IlpaBo Ha BHIAHHS IICBHOTO BHIy PpO3MOPSAYOrO JOKyMeHTa (Hakasy, TOIIO)
3aKPIIUTIOETHCS Y TIOJI0KEHHI (CTAaTyTi) YCTAHOBH 1 3yMOBITIOETHCS IIPABOBUM CTAaTyCOM YCTaHOBHU Ta
HOPSAKOM IPUHHSTTS YIPABIIHCHKUX PIlLICHb.



Binnosinno no Ilonoxenns TepurtopianpHe yrnpaBiiHHA Jlep:kaBHOI Cy0BOi aaMiHicTparii
VYxpainu B KuiBcekiil 0011aCTi HAYaTbHUK TEPUTOPIATBHOTO YIPABIiHHS BUA€ HAKa3M.

23.  ChoinbpHI po3mOpsI4i JOKYMEHTH YCTaHOB, IO BHJIAIOTh OJHAKOBI 3a (OPMOIO
JIOKYMEHTH (HaKa3M), BUAIOTHCS y BIAMOBIAHIN Gopmi.

CrinbHI po3mopsAadi JOKYMEHTH YCTAaHOB, YIOBHOBRXCHHX BHIABaTH Pi3HI 3a (HOpMOro
JOKYMEHTH, BUJAIOTHCS Yy (GOpMi pIlICHHS, SIKE Ma€ MPaBOBY CHIIy PO3MOPSAYOro JOKYMEHTA
KOKHOI YCTaHOBH, 110 IPUMMAE LIeH JOKYMEHT.

Posnopsiqunii  TOKyMeHT Moke OyTH BiAMIHEHO (3MIHEHO, JIONMOBHEHO) JIUIIE HOBUM
PO3IOPSTIUM JTOKYMEHTOM.

24.  IIpoekT pO3NOPAIYUX TOKYMEHTIB, IO 3a4ilarOTh IHTEPECH IHIIMX YCTAHOB,
MOBUHHI TIONEPEIHBO TIOTOJDKYBATHCS 3 HUMH. Y pasi po30KHOCTEH 0 TPOEKTY JOAAFOTHCS
3ayBa)keHHS a00 CyTh pO301’)KHOCTEH 3a3HAYAETHCS B CYIIPOBIIHOMY JIHCTI.

25. XiJ1 0OroBOpeHHS MUTaHb 1 pillieHb, 1110 MPUUMAIOTHCS Ha 3acCiJaHHAX KoJeriaTbHUX
opraiB (KoJlerisix, Hapaaax), (Qikcyerbcs B TpOTOKOJi. IIpOTOKON CKIamaeThcs Ha IMiACTaBi
3aIuciB, 3p00JIEHUX MiJ Yac 3acifaHHs (CTeHorpaM, (hoHOrpam), Ta JOKYMEHTIB, MiATOTOBICHUX 10
3acigjaHHg (TEKCTiB Ta Te3 JOMOBiJed 1 BUCTYIIB, TOBIIOK, MPOEKTIB MOCTAaHOB abo0 pilleHb,
MOPSIIKY IEHHOTO, CITUCKY 3aIPOIICHUX TOIIIO).

26. Y Mexax NMOBHOBAKEHb TEPUTOPIAJIbHE YHPABIIHHS MOXE HAJICHJIATH JIUCTHU IPH
BUKOHAHHI ONEPATHBHUX 3B’SI3KIB 3 OpraHaMy BHUIIOTO PiBHA, (YHKIIOHAJIBHUMH OpTaHAMH,
IiJIETJIMMHI Ta IHIIMMU YCTaHOBAMH, IIANPHUEMCTBAMH Ta OPTaHi3allisIMH, a TAKOK TPOMaISTHAMHU.

27. TepurtopianbHe ynpaBiaiHHS 31MCHIOE 3B’SI30K 3 MICHEBUMH 3arajlbHUMU CyJaMU
o0acTi, IHIIMMHM YCTAaHOBAMHU Ta OpraHi3allis, OKpeMUMH IpOMaJsSHaAMM LUIIXOM JINCTYBaHHsA. Sk
MPaBUJIO, JIUCTH CKJIQJAIOTHCSA y pasi, KOJU HEMOXKIUBO a00 BaXKKO 3MIMCHUTH 0€310KYMEHTHUM
oOMiH iH(opMalli€ro, TaTU yCHI PO3’SICHEHHs, BKa3iBKM (0coOMCTI abo mo TenedoHy), MPOBECTH
IHCTPYKTYBaHHS TOLIO.

28. ko cinyx00BUM JTOKYMEHT MOTpedye HEraiHOro BHKOHAHHS, Ieperada TEKCTy
JIOKYMEHTa MO3Ke 3/1iCHIOBaTHCS 10 Tenedony, Tenerpady ado tenedakcy.

29.  JluctyBaHHS MDK CTPYKTYPHHMH  MipO3JUIaMH  HEOOXIJHO  YHUKaTH M
3aCTOCOBYBAaTH YCH1 PO3’SCHEHHS, BUPIIICHHS NMUTaHb 0 Tele(OHY, JUCTYBAaHHS €JIEKTPOHHOIO
MOIITOI0 TEPUTOPIATBHOIO YIPaBIIHHS TOLIO.

30.  JloBemeHHs A0 BifioMa CTPYKTYPHHX ITJIPO3[IUTIB TEPUTOPIATEHOTO YIIPABIIiHHS,
CYJiB pO3NOPSAYNX JOKYMEHTIB OPTaHiB BUILOTO PiBHS a00 IHIIMX YCTaHOB 3A1HCHIOETHCA Y (hopMi,
BCTaHOBJICHIH aBTOPOM JIOKYMEHTA.

Haxkasu TepuTopiabHOTO YIPaBIiHHS JOBOASTHCS 10 BUKOHABIIIB Y BUTIISAII KOIIIH.

[IpoTokonbHI PpIlIEHHS KOJeriaJbHUX OpraHiB JOBOASTHCS /0 BHUKOHABUIB Yy ¢opMi,
BCTaHOBJIEH1! MOJIOKEHHSAM PO I[1 OPTaHU.

JlokymeHnTu Ge3 ajgpecHoi 4YacTUHM (TIaHH, 3BITH, JOBIIKH, aKTH TOIIO) Ta JTOKYMEHTH, IO
HiANATal0Th TOBEPHEHHIO, ENIEKTPOHHI HOCI iH(opMallii HaJCUIAI0ThCA 13 CYIPOBIAHUM JIUCTOM.

31.  OdopmiieHHs1 peKBI3UTIB OpraHi3amiiHO-pO3NOPAIIO] TOKYMEHTALi Ta MOPSAIOK iX
po3TantyBaHHs MalOTh BifnoBinatu HamionansHomy cranmapty Ykpainu "JlepkaBHa yHidikoBaHa
cucreMa JOKyMeHTallil. YHiikoBaHa cucTeMa oprasizaniiHo-po3nopsaauoi fokyMmeHTauii. Bumorn
no odopmmoBanas mokymeHtiB. JICTY 4163-2003", 3arBepmkeHomy HakazoM Jlep:kaBHOTO


http://zakon3.rada.gov.ua/laws/show/v0055609-03
http://zakon3.rada.gov.ua/laws/show/v0055609-03
http://zakon3.rada.gov.ua/laws/show/v0055609-03

KOMITeTy YKpaiHU 3 MHUTaHb TEXHIYHOTO PETYIIOBAaHHS Ta CHOXHBYOI MOMITHKH Bif 07 KBITHA

2003 poky Ne 55 (mani — JICTY 4163-2003).

32.  Ilig gac miarotoBku, opopmMiIeHHs Ta/abo ONpamioBaHHs JOKYMEHTIB 3aCTOCOBYIOTh
PEKBI3UTH, IO BIAMOBIAAI0Th MPU3HAYEHHIO JOKYMEHTa a00 CIoco0y HOTro OnpamtoBaHHS.

JIOKyMEHT TIOBUHEH MICTUTH OOOB’SI3KOB1 JUIsl TEBHOT'O MOr0 BHIY PEKBI3WUTH, IO
PO3MINIYIOTECS. B YCTAHOBJICHOMY TIOPSAKY, a came: HallMEHyBaHHsS YCTaHOBH — aBTOpa
JIOKYMEHTa, Ha3BYy BHJY JOKYMEHTa (KpiM JIMCTIB), ATy, PEECTPALIHUN 1HIEKC TOKYMEHTA,
3aroJIOBOK JI0 TEKCTY, TEKCT, ITiJIITHC.

33. 3o6paxenns JlepxkaBHoro repba YKpaiHW pO3MINIYEThCS Ha OJIaHKAaX JIOKYMEHTIB
TEPUTOPIAILHOTO YIPABIIHHS BIAMOBIIHO 10 ocTaHoBU BepxoBHoi Pagu Ykpainu Big 19 mororo
1992 poky Ne 2137-XI11 "IIpo JlepxaBauii repd Ykpainu'.

3o00paxenHs [lepxaBHoro repba YkpaiHu, po3MIlIyeThCS HAa BEpXHHOMY IOJI OJlaHKA 3
KYTOBHM pO3TAalllyBaHHSAM PEKBI3UTIB HAJ CEPEAMHOI0 HAWMEHYBAHHS TEPUTOPIATBLHOTO
yIOpaBiHHSA, @ Ha OJaHKaX 13 MO3JOBXKHIM PO3TAIlyBaHHSIM PEKBI3UTIB — Y LEHTPI BEPXHBOTO
nosist. Po3mip 300paxkenHs: Bucora 17 MiliMeTpiB, mupuHa — 12 MiUTIMETpIB.

34. Kon TepuTOpiadbHOTO YIPABIiHHSA MPOCTABISETHCS 3TIMHO 3 €IMHUM Jep)KaBHUM
peeCTpOM MiIpUEMCTB Ta opranizamiii Ykpaiau (€JPIIOY).

35. lloBue HaiimenyBanHs — TeputopiasibHe ympaBiiHHS Jlep:kaBHOT CyIOBOi
aaMiHicTpamnii  Ykpainm B KuiBChkili 00macTi BiANOBiAae HaMEHYBaHHIO, 3a3HAYCHOMY B
[Tonoxkenni mpo TepuropianbHe ympaBmiHHS [lepkaBHOI cynoBoi aamiHicTpanii YkpaiHu B
KuiBcbkiii o0macTi, 3aTBepkeHoMy Jlep:kaBHOIO CyIOBOI aJIMIHICTpaIli€l0 YKpaiHH.

36.  JloBingkosi naHi npo TepuropianbHe ynpasiiHHs [lepxaBHOT Cya0BO1 aaMiHICTparii
Vkpainn B KuiBchkiii 005acTi MICTATH: TOIITOBY aapecy, HoMmepu TenedoHiB, (akciB, KO
€IPIIOY, anmpecy enekTpoHHOi momTH TomO. JIOBIIKOBI JaHI PO3MIMIYIOTBCS HIDKYE
HaliMeHyBaHHA TepuTopianbHe ympaBiiHHS JlepkaBHOI CyAOBOi aaMmiHIcTpauii YKpaiHu B
KuiBchkiii o0nacri.

PekBi3uTu MomroBoi aJpecy 3a3HaYalOThCs B TaKil MOCHIIOBHOCTI — Ha3Ba BYIHIII, HOMED
OyAMHKY, Ha3Ba HACEJIEHOI 0 MMyHKTY, palloHy, 001acTi, MOIITOBUH 1HAEKC.

37. Impekcauis JOKYMeHTIiB TOJisrac B TPUCBOEHHI IM YMOBHUX II03HA4€Hb —
1HJIEKCIB, K1 HATAaIOThCS JOKYMEHTAM i Jac iX peecTpartii.

[Topsanox popmyBaHHS peecTpalliiHUX 1HIEKCIB IEBHUX TPYI JOKYMEHTIB TEPUTOPIAILHOTO
VIIpaBIIiHHS 3a3HAYa€ThCs B MyHKTaX 238 — 243 miei [HeTpyKii.

38. IlocuiaaHHsi Ha peecTpauiiiHuii iHgekc i AaTy JOKyMeHTa BKJIIO4ae B cebe
peECTpaIliftHUIN 1HACKC 1 JaTy TOTO JOKYMEHTa, Ha SIKUWA JA€ThCs BIAMOBIAb. Llel pekBi3uT €
000B’S3KOBUM 1 PO3TAIIOBYETHCSI HM)KYe a00 Ha PIBHI PEECTPALIMHOrO 1HAEKCY y CHEliabHO
BiJIBEJICHOMY MicCIIi Ha OJIaHKY.

39. Bimomocti mpo micue ckiiazeHHst 200 BHIAHHS 3a3HAYAIOTHCS HA BCIX JOKYMEHTaX,
KpiM JUCTIB. 3a3HayeHi BIJOMOCTI OQOPMIISIFOTBCS  BIAMOBITHO JI0  aAMIHICTPaTUBHO-
TEPUTOPIATTLHOTO MOALTY YKpainu. Ko BioMOCTI Mpo reorpadigHe MiCIie3HaX0KEHHS BXOIATh
JI0 HAtMEHYBaHHS YCTAHOBH, IIEH PEKBI3UT HE 3a3HAYAETHCSI.

40. I'pu¢ obOmexenHss gocrymy a0 nokymenra ("/lns ciy:x60BOro KopucTyBaHHS'",
"Taemuo", "llinkom Taemuo", "Oco6mmBoi BaxXIMBOCTI") OPOPMISETHCS 3TITHO 3 BIAMOBITHUMHU



HOPMAaTHBHUMH aKTaMHU i PO3TALIOBYeThCS 0€3 JIAlOK MPaBOpYY Y BEPXHbOMY KYTi Ha MEpIIii
CTOpiHLI JOKYMEHTa BHIE pekBi3uTy "Anpecatr" abo "['pud 3aTBepmxeHHs".

41.  JlokyMeHTH aJpecylOTbCSl YCTaHOBi, ii CTPYKTYypHHM migpo3giiam ado
KOHKpeTHili mocagoBiii 0cobi. Y pasi agpecyBaHHS JOKyMEHTa yCTaHOBI abo ii CTPYKTypHHUM
migpo3aiiam 0e3 3a3HaueHHs MO0CaIoBOi OCOOM iX HallMEHYBAaHHS HABOJISATHCS Y HA3UBHOMY
BiJIMIHKY, HAIIPUKJIQ]I:

Jep:kaBHa cyq0Ba aJMiHICTpalis YKpaiHu

SIKIIO TOKYMEHT HAJCHIA€ThCA IOCAAOBIM 0co0i, HaliMEHyBaHHS YCTaHOBH Ta i
CTPYKTYPHOTO MiJPO31Ty HAaBOJATHCS B HA3UBHOMY BiZIMIHKY, a [Tocaja i Mmpi3BuIle ajpecara — y
JaBAJIbHOMY, HAIPUKJIIAI:

Jlep:kaBHa cyq0Ba aJMiHICTpaIlis YKpaiHu
YnpasniHHa oprasizaiii po6oTu

3 BEJICHHs CyI0BO1 CTATUCTHKH,
JIIIOBOZCTBA Ta apXiBYy CyaAiB

["onoBHOMY criemiamicty

[pi3Buine, iHImiATIN

Y pa3i KOIM [OKYMEHT aJpEecyeThCs KEpPIBHUKOBI yCTaHOBHM a00 HOro 3acTYIHUKY,
HallMEHYBaHHS YCTAaHOBH BXOJUTH JIO CKJIaJy HAWMEHYBAaHHS TIOCATU ajpecara, SKe HaBOJUTHCS Y
JABATBHOMY BiJIMIHKY, HAIIPUKJIA];:

I'onosi Bepxosuoro Cyny
npi3BHUIIE, iHINIaMH (1Hiliad iIMeHi)

VY pa3i notpebu B pekBi3uTi "Anpecar" MOXKYTh 3a3HA4aTHCS TOYECHE 3BaHHS Ta BUCHUU
CTYIiHb.

SIKII0 TOKYMEHT aJIpecy€eThCsl KUTBKOM OJHOPIIHUM 3a XapaKTepoM JisIIbHOCTI YCTaHOBaM,
3a3HAYAETHCS y3arajlbHeHe HallMEHYBaHHsI aJIpecaTiB, HAIPUKIAL:

l'onoBam MiclieBUX 3aralbHUX
cyniB KuiBcpkoi o6macti

JIOKyMEHT He TMOBMHEH MaTu Oulbllle YOTHphOX afpecariB. CrnoBo "komis" mepen
HallMEHYBaHHSAM JApPYroro, TPETbOro, YETBEPTOIrO aJapecaTriB HE CTAaBUThCA. Y pa3l HaJCHIIaHHS
JOKYMEHTa OiJIbllle HIXX YOTHPHOM ajpecaTraM CKJIAaJA€ThCs CHUCOK Ha PO3CUIIAHHS, Ha KOXKHOMY
JIOKYMEHTI 3a3Ha4a€ThCsl TIJIbKU OJIMH aJipecar.

PexBizut "Anapecar" moxe Brimrodatu aapecy. [lopsaok 1 ¢popma 3amucy BiIOMOCTEH Tpo
ajJipecy YCTaHOBM TIOBHMHHI BianmoBizatu IlpaBwiam HagaHHS MOCITYr TOIITOBOIO 3B'A3KY,
3aTBepAkeHuM noctaHoBoro KaGinery MinictpiB Ykpainu Big 5 6epesns 2009 p. Ne 270. IToBHa
ajipeca 3a3Ha4a€ThCs B pa3i HAJICHIIAaHHS IOKYMEHTa Pa30BUM KOPECIIOHICHTaM, HATPUKJIIAI:

JepxaBHa cy/ioBa aaMiHicTpallis YKpaiHu
By JIunceka, 18/5 m. Kuis, 01001

VY pa3i HagcunaHHg JOoKyMeHTa (Di3uyHid 0co0i, TO B HA3WBHOMY BIJAMIHKY 3a3HA4a€ThCs
npi3BUILE, iM's, MO OaThbKOBiI (200 iHiNianmM) ajapecarta, BYIUIA, HOMEp OYAMHKY W KBapTHpH,
HACEJIEHUH MyHKT, paifloH, 00JIaCTh, MOIITOBUN 1HICKC, HAPUKIIA/I:



[Terpenko Cepriit [leTpoBuu

Byn. Ko3arnpka, Oya. 97, kB. 675, m. Kuis,
04001

VY pa3i HaAcWIaHHS JOKYMEHTa OpraHaM 3aKOHOJaBYOi i BUKOHABYOI BIAJU Ta MOCTIHHUM
KOPECIIOHACHTaM iX MOIITOBA aJipeca Ha JOKYMEHTaxX He 3a3Ha4a€eThCsl.

42.  Pe3oamwuis — 1ie 3poOJeHUI IMOCANOBOI OCO0OI0 HAMHUC HA JOKYMEHTI, SKHA
MICTHTbh CTHCIHIA 3MICT IPUHHATOTO HEIO PILICHHS 111010 BUKOHAHHS JJOKYMEHTA.

43. Pezomroriisi  ckiamaeThCss 3 TAKWX CIEMEHTIB: TIPI3BHINE, I1HIIIATM BUKOHABIIS
(BUKOHABIIIB) Y JaBaJIbHOMY BIIMIHKY, 3MICT JOPYY€HHs, CTPOK BHKOHAHHS, OCOOMCTHH TiAIHUC
KepiBHHKa, JaTa.

44,  Slxmo nopydeHHS HAJaHO KITBKOM IIOCAJIOBHM 0OcC00aM, TOJIOBHHM BHKOHABLIEM
JIOKYMEHTa € 3a3HayeHa IMeplIor ocoda, abo ocoba, HABNPOTH MPI3BUIIA SKOI 3a3HAYEHO CIIOBO
"cxmukaHHs", ckopoueHo "cki.". [lepmioro, sik IpaBUII0, 3a3HAYAETHCS 0c00a, KA 3aiiMae BUILY a00
piBHY mocajy. '010BHOMY BUKOHABIIIO JOKYMEHTA HAJA€ThCs MPABO CKIMKATU 1HIIMX BUKOHABLIB
Ta KOOPJUHYBATH iX poOOTY.

45.  Ha mokymeHTax 31 CTpOKaMM BHKOHAHHS, SIKi HE MOTPEOYIOTh JOAaTKOBUX BKa3iBOK,
y PE30JIIOIIi1 3a3HAa4aI0THCSI BAKOHABEIIb, MTIJIHC aBTOPA PE30IIIOLIi, AaTa.

46. Pe3omroniss  mpocraBnsieThcsi  O€3MOCEpeHhO HAa JOKYMEHTI HHUXKYE PEKBI3UTY
"Anpecar" mapajiebHO O OCHOBHOTO TEKCTY. SIKIIO MicCIisl UIs pe30IToLlii HeJOCTaTHRO, 11 MOYXKHA
MPOCTABJISITH HAa BUIBHOMY BiJl TEKCTY MICII y BEpXHill YacTHHI MEpUIOro apKylia JOKyMEHTa 3
JHMIBOBOTO OOKY, ajie He Ha TOJi JOKYMEHTa, MPU3HAYeHOMY JUTS IiIINBaHHs, a00 HAa OKPEMOMY
apKylli — CIelialbHOMY OJaHKy, PO3pOOJICHUM TEPUTOpIAIbHUM yrpaBiiHHs (MyHKT 247) i3
3a3HAYCHHSM PEECTPALIIHOTO 1HJEKCY U 1aTH JOKYMEHTA, IKOTO BOHA CTOCY€ETHCSL.

47.  Takox Ha OKpeMHX apkymax a0o chemialbHUX OJaHKax pe3oJIioLis MOXKe
oopmMIsATHCA B pasi, KOJIU TOKYMEHT MiJUIArae NOBEPHEHHIO.

48.  3aro/i0BOK [0 TEKCTYy JIOKyMEHTAa TOBHHEH MICTHTH KOPOTKHH BHKJIAI 3MICTy
JOKyMeHTa Ta OyTH MaKCHMAJbHO CTUCIHM. 3arojioBOK (OPMYIIOETHCS MPALiBHUKOM, SKHH
CTBOPIOE JIOKYMEHT. 3aroyioBok, obcar sikoro nepesuinye 150 3HakiB (5 psAAKiB), JO3BOJISETHCS
IIPOJIOBIKYBATH JI0 MEX1 IpaBoro noiis. Kpamnka B KiHIII 3arojIoBKa HE CTAaBUTHCS.

49.  3arosoBOK BiAmoBigae Ha muTaHHA "mpo mo?", "koro?", "yoro?". Hampukiana: Haka3
(mpo mo?) mpo HagaHHS BIAMYCTKH; JUCT (TIPO 1107) MPO OpTaHi3alliio Hapajau; MPOTOKOJ (40ro?)
3aciJaHHs aTecTaliiiHoi KOMicii; mocajoBa IHCTPYKLis (KOro?) rooBHOTO CIelianicTa.

50.  be3 3aronoBka JO3BOJSETHCS CKIIAATH KOPOTKi TOKyMEHTH Ha OiaHKax ¢opmary AS
(210 x 148 minimMeTpiB), 30KpeMa CyIPOBI/IHI JUCTH, TEJIETPaMu, TeleHOHOTPAMHU.

51. BigmiTka npo KOHTPOJIb O03HAYae, 110 JOKYMEHT Y34TO Ha KOHTPOJIb s
3a0e3neueHHs HOoro BUKOHAHHS B YCTAHOBJIEHUN CTPOK.

52. BigmiTKy mpo KOHTpOJh 3a BUKOHAHHSM JOKYMEHTa MO3Ha4aroTh Jiteporo "K",
cioBoM abo mramnoMm "KoHTponp" Ha jiBoMy Oepe3i HepIIOro apkymia JOKyMeHTa, Ha piBHI
3aroJjIoBKa JI0 TEKCTY.

53. V¥ pasi HEOOXiTHOCTI MOBEPHEHHS JOKYMEHTAa YCTAaHOBI1-aBTOPOBI a00 (hi3u4Hii 0c001
BIJIMITKA TTPO B3STTS HOTO HA KOHTPOJIb MPOCTABIISIETHCS HA OKPEMOMY apKyIIIi JIJIsT PE30JIIOILi.



54.  JlomaTku A0 AOKYMEHTIB, KpiM JIO/JaTKiB 10 CYNPOBITHHUX JIMCTIB, CKIAJAIOTHCS 3
METOIO JIONIOBHEHHS, MOSICHEHHSI OKPEMHUX MMUTaHb JOKYMEHTa a00 JOKYMEHTA B IIJIOMY.

55. JloaTtku 10 JOKYMEHTIB MOXKYTh OyTH TaKUX BUJIIB:

JOJJATKH, IO 3aTBEPXKYIOTHCS PO3MOPAIUYUMH JOKYMEHTaMH (IIOJIOKEHHS, 1HCTPYKIII,
IIpaBUJIa, MOPSAKU TOLIO);

JIOJIATKH, 110 JTOMOBHIOIOTH Ta/a00 MOSCHIOIOTH 3MICT OCHOBHOT'O JJOKYMEHTA;
JIOJTaTKH, 1110 HAJCHIAFOTHCS 13 CYIIPOBIIHUM JINCTOM.

56. Ha nonmaTtkax, IO 3aTBEPIXKYIOTHCS PO3MOPSAYUMH JTOKYMEHTaMH (TIOJIOKEHHS,
IHCTPYKIIii, TpaBuja, MOPSAKUA TOIIO), PO3MIIIYETHCS TpU( 3aTBEPKCHHSI BIAMOBIIHO 10 MYHKTIB
120 — 122 uiei Inctpykuii. YV BIAMOBIAHUX MyHKTaX PO3MOPSAYOi YaCTHHU JTOKYMEHTa POOUTHCS
nocwiaHHs: "mo aoxaetses” abo "(momaernes)."

57. Ha nmomartkax 10 JOKYMEHTIB, IO 3aTBEPKYIOTHCS PO3MOPSIYMMHU JOKYMEHTAMH,
3a3HAYa€THCS BiJIMITKA y BEPXHBOMY MIPABOMY KYTi IEPIIOTO apKyIla JOAaTKa, HAPUKIA:

Honatok 2
1o IHerpykmii
(myHkT 1)

58.  Jlomatku noBinKOBOro a0 aHANITUYHOTO Xapakrepy (rpadiku, cxemu, TaOIHII,
CIIUCKHM TOIIO) JO OCHOBHOTO JOKYMEHTa TOBHHHI MaTH BIJIMITKY 3 TIOCHJIAHHSM Ha IIeH
JNOKYMEHT, MOTr0 J1aTy i1 HOMep, HallpUKJIa:

Jlonaroxk
no Hakasy TY JICA Vkpainu
B KuiBchkiii o0macTi

11.09.2015 Ne 116

59. V¥ TekcTi OCHOBHOIO JIOKYMEHTa pOoOUTHCS BIAMITKA MPO HAsBHICTH JOJATKIB: "IIO
nomaetbes”, "3rigHo 3 qomatkom", "(momarok 1)"; "BimmoBimHO 10 moxaTka 2" abo "(IMB. 10AATOK
3)".

60. Jonatku oGOpMIISIOTECS, SK TPaBWIO, HAa CTAaHAAPTHHX apKymax mnamepy. Ha
IpyroMy 1 HACTYIHUX apKylIax Jaojatka poOuthes BiamiTka: "[IpomomkeHHs ponaTka',
"I[IponoBkenns noxarka 1".

61. VY pa3i HagBHOCTI KUTBKOX JOJATKIB Ha HUX 3a3HAYAIOTHCS TOPSAKOBI HOMEpPH,
Hanpukian: Jlomatox 1, lomarok 2 Tomo. 3nak "Ne" mepea mudpoBUM NO3HAYEHHSM HE CTABUTHCS.

62. Yci gogaTku 10 JOKYMEHTIB Bi3yIOThCS MPAI[iBHUKOM, SIKHH CTBOPUB JOKYMEHT, Ta
KEPIBHUKOM CTPYKTYPHOTO MiJPO3ALTY, B IKOMY HOTO CTBOPEHO.

63. JlomaTkum HOPMATHBHO-TIPABOBOTO XapakTepy (IOJIOKEHHsI, IHCTPYKIIii, IMpaBHIIa,
HOPSIKH TOIIO), IO 3aTBEP/DKYIOTHCS PONOPATINMHU TOKYMEHTAMH, MiAMUCYIOThCSA KEePiBHUKAMU
CTPYKTYPHHUX MIIPO3AUTIB TEPUTOPIATLHOTO YIPABIIHHSA HA JIMIIbOBOMY OOIli OCTAaHHBOTO apKyllia
J0JIaTKa.



64. VYV pa3i koiu JOJATKM HAJCWIAIOTHCS 13 CYHPOBIAHMM JIMCTOM, BIJMITKa IpO
HasIBHICTb JOJATKIB PO3MILY€ETHCS MICIsI TEKCTY JIUCTA MEPeT MiAMUCOM.

65. SIKIO NOKYMEHT Ma€ JO0JAaTKH, IOBHE HAaHMEHYBAHHS SKHUX HABOJUTHCA B HOro
TEKCTI, BIIMITKa PO HASIBHICTH TOAATKIB 0POPMIIIETHCS 32 TaKOO (hOPMOIO:

Honarok: Ha 7 apk. y 2 pUM.

66.  SIKmo JOKyMEHT Ma€ JI0JaTKH, TOBHE HAMEHYBAaHHS SKUX y TEKCTI HE HAaBOJIUTHCS,
iX HEOOX1THO MePeNYUTH MICHIS TEKCTY i3 3a3HAUEHHSM KUTBKOCTI apKYIIIiB y KO)KHOMY JIOJATKY Ta
KUTBKOCTI X MPUMIPHHUKIB, HAPUKJIIAL:

Honatku: 1. JloBigka mpo 3Minu g0 komrropucy Ha Il kBaptan 2014 p. Ha 5 apk. B 1 npum.
2. I'padix nmoramenns 3aboproanocti Ha Il kBaprtan 2014 p. Ha 2 apk. B | mpum.

67. SIKo 10 JOKyMEHTa AOJA€ThCs 1HIIUN TOKYMEHT, SIKH Ma€ T0AAaTKH, BIAMITKY MpO
HasBHICTH J0J1aTKa 0()OPMIISIFOTH 32 TaKOK (OPMOIO:

Honatok: muct Yipuaepxkapxiy Bix 20.03.2014 Ne 595/03-12 1 gonatok a0 HbOTO, BChoro Ha 20
apk. B 1 npum.

68. SKII0 A0JaTOK HAJACHIIAETHCS B CICKTPOHHOMY BUIIISAII (€TIEKTPOHHUMH 3aco0amMu
3B'S13KY), PO 1€ POOUTHCS BIAMOBITHUH 3aIUC, HATTPHKIIA/T;

Jonarok: Ha 3 apK. B €JI€KTPOHHOMY BHTJISII.

69. VY pa3i Komu JAOKYMEHT MICTUTH Oinbllle AeCATH AOJATKIB, CKIAJAa€ThCS OIMUC 13
3a3HAYCHHSIM y JOKYMEHTI TaKOi BIIMITKU:

Jonatok: 3riiHO 3 OMKUCOM Ha 3 apK.

70.  SIkmo 1omaTOK HAJCHIIAEThCA HE 3a BCIMa 3a3HAYEHUMH B JIOKYMEHTI aJpecami,
BIJIMITKa PO HAsIBHICTb IOKyMEHTa 0(OPMIIEThCA 32 TaKOI0 (HOPMOIO:

JlonaTok: Ha 5 apk. y 2 npuM. Ha MepILy aipecy.

71.  KoxHuMl JOKYMEHT NOBMHEH MaTH BIIMITKY NpO 0e3M0CepeHbOro BUKOHABILIA, 110
CKJIa/Ia€ThCs 3 HOro Mpi3BHILA 1 HOMEpPA CIyk00Boro TenedoHy, siKi 3a3Ha4aloThCs Ha JIMLbOBOMY
a00 3BOPOTHOMY OOIli OCTAHHBOTO apKyIlla JOKYMEHTA, HAIIPUKIIA]T:

Ilerpenko 256 23 29
[Tetpenko (044) 256 23 29

72. Bigmitka npo BHKOHAHHS JOKYMEHTAa # HampaBjieHHsl #Oro /10 CHpaBH
CTaBUTBHCS y JIBOMY KyTi HH)KHBOTO Oepera JHIbOBOro OOKY MEpIIOro apKylla JoKyMmMeHTa. Bona
MICTUTh TaKl JIaHi: MOCWJIAHHS Ha JaTy ¥ HOMEp JOKYMEHTa MpO WOro BUKOHAHHS ab0 KOPOTKY
JIOBIJIKY IIPO BHUKOHAHHS, cyioBa "Jlo crpaBu", HOMep cpaBu, B sIKil JOKyMeHT Oyne 30epiraTucs,
JlaTy HalpaBJIeHHS JOKYMEHTa JI0 CIIpaBH, Ha3BY MOCAM Ta IMiMUC BUKOHAaBIL. Hanpukmian:

Jlo cripaBu Ne 03-40 Jo cripaBu Ne 02-12
Biamosins magiciaaso 10.04.2016 [TutanHs BUPIMICHO MTO3UTUBHO 11T Yac
Ne 03-40/1565/16 TeneOHHOT PO3MOBH
10.03.2016
nocaja, mamnuc, iHiIian, Ipi3BUIIe mocaja, Imianuc, iHIIaium, Ipi3BUIIe

10.04.2016 10.04.2016



73.  BigmiTka mpo HasiBHiCTH JOKYMEHTa B eJeKTPOHHiii (popMmi MiCTUTH TIOBHE iM's
(baitna i #ioro micie 36epiraHHs, mpi3BuIe BUKOHABIA Ta iHIII TONTyKOBi nami. Ii cTaBmaTh y
[EHTPI HUKHBOTO Oepera JTUILOBOro OOKY MEPIIOro apKyiia JOKYMEHTA.

74. Ha nokymeHTax, mo HiIATarOTh MOBEPHEHHIO, BIIMITKH TPO iX OIMpAIfOBaHHS B
TEPUTOPiaIbHOMY YIIPABIiHHI HE MPOCTABIISAIOTh.

75. OdopMiIeHHS JOKYMEHTIB, IO BHIOTOBJSIOTHCA 32 JIOMIOMOIOI JIPYKYBAJIbHHUX
3ac00i1B, 3MIMCHIOETHCS BIIMOBIIHO 0 BUMOT, 3a3HAUYCHUX y TOAATKY 1.

OxpeMi BHYTpIIIHI JTOKYMEHTH (3asBH, IOSICHIOBAJbHI Ta JOMOBITHI 3amUCKH TOWIO),
aBTOpaMH SKUX € IMOCajoBi Ta iHII (i3uuHi 0COOM, JO3BOISETHCA O(GOPMIIIOBATH PYKOIMHUCHUM
CIocoooM.

76. TepuropianbHe ynpaBliHHS 31HCHIOE AITOBOJCTBO JIEP:KaBHOIO MOBOIO. JJOKyMeHTH
0(OPMITIOIOTH JICP)KABHOIO MOBOIO, KPiM BHITAJIKiB, Mepen0adeHuX 3aKOHOJABCTBOM IPO MOBHU B
VYkpaiHi.

JIOKyMeHTH, sIKi HaJICWJIAIOTHCS IHO3EMHUM ajipecaTaM, 0(pOpMITIOIOTh YKPATHCHKOK MOBOIO,
ab0 MOBOIO Jiep>KaBU-aapecaTa, ado OJHIE€I0 3 MOB MDKHAPOAHOTO CIUTKYBaHHS.

77.  OOMmexeHHs AOCTyny A0 iHopmamii, M0 MICTATh YHNPaBIiHCHKI JOKYMEHTH, i
HaJaHHs M BianoBigHux rpudis ("ns cioyxboBoro kopuctyBanus', "Koudinenuiiino", "Taemuo"
TOIIO) 3/IIHCHIOIOTHCS BiATOBIIHO /IO 3aKOHOIABCTBA.

I'naBa 2. BiiaHKHU 10KYMEHTIB

78. OpranizamiiHo-po3nopaadi JTOKyMeHTH OQOpMIIIIOTh Ha OnaHkax. Po3MilieHHs
pexBi3uTiB Ha OaHKy moBUHHO Biamosimzatu JJCTY 4163-2003.

Jlns BUTOTOBJIEHHS OJaHKIB BMKOPHUCTOBYIOThCS apkymii mamepy dopmaty A4 (210 x
297 mimimetpiB) Ta AS (210 x 148 minmiMeTpiB). J103BOJIEHO BUKOPUCTOBYBATH OJIaHKH (popmaTy A3
(297 x 420 minimerpiB) — Juig OQOPMIICHHS JTOKYMEHTIB y BUIIIAAl Tabmuub 1 A6 (105 x 148
MUTIMETpIB) — 175 pe3onouiil (nopydenb). CkiagaHHS JOKYMEHTIB Ha Mamepi JOBUIBHOTO
bopmary He 103BOJIAETHCA.

bnanku 1OKyMEHTIB MOBUHHI MaTH Taki Oeperu (MuliMeTpiB):

30 — miBe;
10 — npasge;
20 — BepxHE Ta HIKHE.

braHKM KOXHOTO BHJIYy BHIOTOBIISIIOTBCS HAa OCHOBI KyTOBOTO a00 ITO37J0BKHBOTO
PO3MIIIIEHHS PEKBI3UTIB. PEKBI3UTH 3arosioBKa pO3MIIIYIOThCS LIEHTPOBAaHUM (IIOYATOK 1 KiHEIb
KOXKHOTO psJIKa PEKBI3UTY OIHAKOBO BiJJIaJieH] BiJi MEX 30HH PO3TAllyBaHHsS PEKBI3HUTIB) abo
IparnopoBUM (KOXKHHUH pPSAOK PEKBI3UTY MOYMHAETHCS BiJ JIBOI MEXi 30HH PO3TAIlyBaHHS
PEKBI3UTIB) CIIOCOOOM.

3pa3ku OJaHKIB 3aTBEPPKYIOTHCS HAKa30M TEPUTOPIAIbHOTO YIIPABIIIHHS.
79. B TeputopiambHOMY yNpaBiliHHI BUKOPUCTOBYIOTH TaKi OJJAHKU TOKYMEHTIB:

OJIaHK ISt JTUCTIB (10JaTOK 2);
3arajJpbHUI OJIAaHK JJIS IHITKX BHJIIB OPraHi3amiiHO-pO3MOPIIYNX JOKYMEHTIB (J01aTOK 3).


http://zakon3.rada.gov.ua/laws/show/v0055609-03

3a HeoOXiTHOCTI MOXKYTh OyTH BBEJIEH1 1HII BUAU OJaHKIB.

80. bnaHku TOBHMHHI BHUIOTOBISTHCA JPYKApCbKHM CIIOCOOOM abo 3a JOMOMOTOIO
KOMIT FOTEPHOI TEXHIKM Ha Oimomy mamepi abo mamepi CBITIMX TOHIB (papOaMu HACHYECHHX
KoubopiB. Ilopsimok  BUTOTOBIEHHSA, 30epiraHHs 1 BUKOPUCTaHHSA (ipMOBUX  OJIaHKIB
TEPUTOPIAILHOTO YIPABIIHHSA BHU3HAYeHI Ii€er0 [HCTpyKii€ero Ta BUMOramMu J0 OQOpPMIICHHS
nokymeHnTiB JICTY 4163-2003.

8l.  biaHKu JTOKYMEHTIB CTPYKTYpPHHX IMAPO3IUTIB, OJaHKKA TOKYMEHTIB TOCaI0BOT
0Cc0o0M PO3pOOIISIIOTECS B TOMY pasi, SKIIO KEPIBHUK CTPYKTYPHOTO MiAPO3ALTY UM IMOCaT0Ba 0co0a
MalOTh IPABO MiAMKCYBATH JOKYMEHTH B MEXaX iX TOBHOBAKCHbD.

82. VY pa3i BeneHHs JUCTYBaHHS 3 MOCTIHHUMH 1HO3EMHUMH KOPECIIOHICHTAMH, MOXKYTh
BUTOTOBJISITHCS OJIAHKH, PEKBI3UTH SKUX 3a3HAYAIOTHCS JBOMA MOBAMHU: JIIBOPYY — YKPaiHCHKOIO,
paBopy4Y — 1HO3eMHOI0. briaHkH, 110 MICTATh PEKBI3UTH, BUKJIa/IeH] 1IHO3€MHOIO MOBOIO, Y MeXax
YKpaiHu HE BUKOPUCTOBYIOThCS.

83.  He na 6mankax oOpMIIIOIOTHCS JEsIKi BHYTPIIIHI JOKYMEHTH (3asBU IPAIliBHUKIB,
JIOTIOBITHI 3aITMCKH, JOBIJIKH TOIIO) Ta JOKYMEHTH, III0 CTBOPIOIOTHCS BiJI IMEHI KUTBKOX YCTaHOB.

CrinpHI po3MOpsAIYl JOKYMEHTH Ta JUCTH O(QOPMITIOIOTHCS Ha YHCTUX apKyllax mamepy i3
3a3HAYCHHSM HaliMEHYBaHb YCTAaHOB Ha OJHOMY DiBHI, @ Ha3BH BHUAY JOKYMEHTa — IOCEpPEIUHI.
JliBopy4 3a3Hava€eTHCS J1aTa, MPaBOpyd — peectpamniinuit inaekc (Homep). [Ipu mpoMy 300paskeHHS
rep6iB, eMOJIeM, TOBAPHHX 3HAKIB (3HAKIB 0OCITyroByBaHHS) HE BiITBOPIOIOTHCSI.

I'maBa 3. [leuaTkn

84. IlpaBo Ha 3acTOCyBaHHs TepOOBHX NEYaTOK (I YCTaHOB, SIKIi MalOTh IPABO
BUKOPHCTOBYBATH JIEpP’KaBHY CHUMBOJIKY) a00 MEYaTOK YCTaHOBM 13 3a3HAYEHHSM HaliMEHYBaHHS
YCTaHOBU Ta 1JIeHTU(IKALIMHOrO Kooy (Jani — IeyaTKa YCTaHOBH) 3aKPIIUTIOETHCA Y IMOJIOKEHHI
YCTaHOBH 1 3yMOBIIIOETHCS ii IPABOBUM CTaTyCOM.

B teputopiasibHOMY ynpaBiiHHI 3aCTOCOBY€EThCSI repOoBa IeuaTka Ta Majia repOoBa nevarka
TepuropiansHOro ynpasiniHHs JlepxkaBHoi cy1oBoi anMiHicTpanii Ykpainu B KuiBcekiii 00macrTi.

Ha noxymeHTax, 110 3acBIIYYIOTh TpaBa TPOMAASH 1 IOPUAWYHHX 0Ci0, (akT BUTpaTh
KOIITIB 1 MPOBEACHHS OoNepalliil 3 MaTepiaJlIbHUMHU LIHHOCTSIMHM, M1JIUC M0CaJA0BO1 (B1AMOB11aIbHOT)
0CO0M CKPIMITIOETHCS TepOOBOIO MIEYATKOIO0 TEPUTOPIATILHOTO YIPABIIHHS.

Iepenik iHIIMX JOKYMEHTIB, MiJNHCH SKUX HEOOXIJHO CKPIIIIOBATH IepOOBOIO MEYaTKOIO,
MaJiol0 TepOOBOI0 MEYATKOI0 BHM3HAYAETHCS B TEPUTOPIATbHOMY YIPABIiHHI BIANOBIAHO 10
3aKOHOJIAaBCTBA, HOPMATHUBHO-TIPABOBHX aKTIB Ta MPUMIPHOTO NEpeNiKy JOKYMEHTIB, MiIMUCH Ha
SKHX CKPIIUTIOIOTHCS TepOOBOIO MEYAaTKOI0, MaJIOK0 repOOBOIO MEYATKOIO (J101aTOK 4).

BinOuTok meyaTtku CTaBIsAThH TaK, 00 BiH OXOIUTIOBAB OCTaHHI KiJbKa JIiTep Ha3BH MOCAIU
0co0w, siKa Miinucana JOKyMEeHT.

85. B TepuropianbHOMY YIpaBliHHI 3aCTOCOBYIOTBHCSI IT€4aTKa CEKTOpY IO pPOOOTI 3
MIEPCOHAJIOM Ta MeYaTKa JiIsi OKPEMHX KaTeropiil JOKyMeHTIB (JIJIs TAaKeTiB).

Bigburox mnedatku 06e3 300pakeHHs Trepba CTAaBUThCS Ha KOMIAX JOKYMEHTIB, IO
HAJICUJIAIOTHCS B 1HINI YCTAHOBH, HA PO3MHOKCHUX MPUMIPHUKAX PO3MOPSIINX JOKYMEHTIB Yy pasi
PO3CUIIaHH.

86. B TepuTopiasbHOMY  yOpaBIiHHI  3aCTOCOBYIOTHCS ~ INTAMIKA 3  TOBHUM
HallMEHYBaHHSIM Ta aJIPECOI0 TEPUTOPIATHLHOTO YIPABIIIHHS Ta 1HIII IITAMITH.


http://zakon2.rada.gov.ua/laws/show/v0973323-12/paran822#n822
http://zakon2.rada.gov.ua/laws/show/v0973323-12/paran822#n822

87. Hakazom HauaJbHUKAa TEPUTOPIAILHOTO YIPABIIHHA BH3HAYAIOThCA BHIU U
KUIBKICTh TI€YaTOK, INTaMIIiB, IO 3aCTOCOBYIOTHCS, Miclle iX 30epiraHHs, IOCaaoBI OCOOH,
BIJIMOB11aJIbHI 32 1X 30epiraHHs Ta MOPSIOK 3aCTOCYBAaHHS IEYATOK 1 IITaMIIiB.

88. [IpaBo 3acBigUeHHS JOKYMEHTIB Ta IX KOMii MOYKE HaJlaBaTHUCS TIOCAIOBUM Ta IHIIIUM
oco0aM Ha TiJCTaBl TOBIPEHOCTI.

89. V mocagoBux IHCTPYKIISIX BHU3HAYAIOTHCS IMOBHOBKEHHS MO0 3aCBiAUCHHS
JIOKYMEHTIB Ta 1X KOIIIH.

90. BinOutok medarku, 10 3acBigdye IMIIMHUC TOCATOBOI OCOOH, CTABUTHCS TaKUM
YMHOM, 1100 BiH OXOIUTIOBAB OCTAaHHI KiJIbKa JITep HaliMEHYBaHHS MOCAAM OCOOM, fKa Iimucalia
JIOKYMEHT, ajie He MiJMUC MOCcaJ0BOi 0coOu. Y JTOKYMEHTaX, CTBOPEHUX Ha OCHOBI yHi(piKOBaHHX
dbopm, rmeyaTka CTaBUTHCS HA OKPEMO BHIUICHOMY IS IbOTO Micti 3 BigMiTkoro "M. I1.".

91. OO6nik ycix MmeyaToK Ta IITaMIIiB, IO 3aCTOCOBYIOTHCS B TEPUTOPIATbHOMY
yIpaBIiHHI, BEAEThCA B XKypHaIi 3a (pOpMOI0, HaBEJCHOIO B IOJIATKY O.

Bunava meyaTok, mTamIiiB MocaJoBUM 0CO0aM 3IIHCHIOETHCS i MANKUC Y BiAMOBIIHOMY
KYpHAI.

92.  Ileuatku 30epiratotbes y madax (ceidax), o 3aMUKAIOTHCS i ONIEYaTyIOThCS.

93.  IlepeBipka HAsBHOCTI IE€YATOK 1 INTaMIIiB 3AIHCHIOETBCS IIOPOKY KOMICIETO,
NPU3HAYCHOI0 HAKA30M TEPUTOPIaTIbHOTO YIPABIIHHS, Ta 0()OPMITIOETHCS aKTOM.

I'naBa 4. JlaTyBaHHs yNIPaBJiHCHKHUX IOKYMEHTIB

94, JlaToro TOKyMeHTa € BIAMOBIAHO JaTa MOro MiAMUCAHHs, 3aTBEPKCHHS, TIPUUHSTTS,
peecTpartiii a60 ckiiageHHs (U1 aKTiB), 3aCiIaHHsI KOJIET1aIbHOTO OpraHy (AJisi IPOTOKOJIIB).

Hary odopmirstors BimnosigHo 10 JICTY 4163-2003 uudpoBum abo croBecHO-U(GPOBUM
CIocoO0OM.

Jlara 3a3HauaeTbcs apabCcbKUMU IMdpamMu B OAMH PAIOK y TaKii MOCTIIOBHOCTI: YHCIIO,
Micsanpb, pik. Jlara odopmusersess undpoBuM abo CIOBECHO-IMPPOBUM crocodboMm. Y pasi
odopmieHHs 1aTH IU(PPOBUM CIIOCOOOM YUCIIO Ta MICSIb MPOCTABISIOTHCA IBOMA MapaMu  1udp,
PO3AUIEHNMH KpPaNKoIO; pik — 4OTUpMa LU(paMu, Kpanka HallpUKIHII He cTaBUThCs. Hanpukian:
10.04.2016

VY TekcTax HOPMATHBHO-TIPABOBUX aKTiB Ta MOCWJIAHHIX HA HUX 1 JIOKyMEHTaX, 110 MICTATh
BIJIOMOCTI ()IHaHCOBOTO XapaKTepy, 3aCTOCOBYETHCS CIIOBECHO-IIM(PPOBUI cOCciO 3a3HaYEHHS AaT 3
NPOCTaBISHHAM HYJIS B TO3HA4YE€HHI THS MICSIS, SKIIO BiH MICTHTh OAHY HM(pPY, HANPUKIA:

01 xBitHs 2016 poky. Jl03BONSIETHCS BXKMBATH CJIOBO 'pik'" y cKopoueHoMmMy BapianTi 'p.",
Hanpukian: 10 kBitHsa 2016 p.

95. VYci pekBI3UTH Ha JOKYMEHTI, TOB’SI3aHI 3 MOTO MPOXO/DKEHHSM 1 BUKOHAHHSM,
JIaTYIOThCS Ta MIANMHUCYIOThCA. JlaTa JMOKyMEHTa MpPOCTaBISETHCS MOCAZAOBOIO 0C000I0, sika HOro
Bi3ye, MOTOJKYe ab0 3aTBepKye. JlaTa 3a3HaYaeThCsl HIKYE MiMUCY JTIBOPYY.

96. Ilim wac peecTparii JOKyMEHTa HOro Jara IPOCTABISIETHCS —BIAMOBIIATBHIM
MPALiBHUKOM 3a JIIJIOBOJCTBO B JiBili BEpPXHIil YacCTHHI JOKYMEHTa Ha CIICUIaIbHO BiJBEICHOMY
MicIll Ha OTaHKy.

VY noxyMmeHTax, CKJIaJeHUX He Ha OJIaHKY (3asBH MPaIliBHHUKIB, JOTMOBIIHI 3aITUCKH, JOBIAKA
TOIIIO), JaTa MPOCTABISAETHCS AaBTOPOM JTOKYMEHTA HIDKYE ITiJIITUCY.


http://zakon3.rada.gov.ua/laws/show/z0736-15/print1464727667005611#n1386
http://zakon3.rada.gov.ua/laws/show/v0055609-03

97. Ha moxymenti, Bumanomy aBoma abo Oiibllie yCTaHOBaMHM, 3a3HAYA€ThCS OJHA JaTa,
sIKa BIATOBIAE TaTi OCTAHHBOTO i ITHUCY.

I'naBa 5. Iloroa:keHHs1 ynpaBJaiHCbKHUX TOKYMEHTIB

98. VYV pa3i BUHHKHEHHA MOTpeOM B TMPOBEACHHI OI[IHKH MJOIIBHOCTI CTBOPEHHS
JIOKYMEHTa, HOro OOIpYHTOBAHOCTI Ta BIJIOBIJHOCTI 3aKOHOJABCTBY 3I1HCHIOETHCS TOTOKECHHS
MPOEKTY IOKYMEHTA.

99. [ToromxkeHnHss Moke 3IIMCHIOBATHUCh SK B YCTAHOBI IIOCQJIOBUMH OcCOOaMH, SKi
BIJITIOBIJTHO /0 iX TIOBHOBAYXEHb BUPINIYIOTh MUTAHHS, MOPYIIEH] B IPOCKTI TOKyMEHTa (BHYTPIIIHE
MOTO/KEHHS), Tak 1 3a 1l MeXaMd IHIIMMU 3aiHTEPECOBAHMMH YyCTaHOBAaMHU (30BHIIIHE
MTOTOKCHHS ).

100. BwuyrpimiHE TOTOKEHHS OGOPMIAIOTH HUITXOM HPOCTABISIHHA — Bi3H, fKa
odpopmiserbes Bianosiaao g0 JICTY 4163-2003 i Bkirovae: ocoOMCTHA TiaNuUC, iHiiamu (1Himian
iMeH1) 1 Mpi3BUIIE MOCATOBOI 0COOH, sIKa Bi3ye JOKYMEHT, ATy Bi3yBaHHs. Y pa3i moTpeOu Moxe
OyTH 3a3HaueHa mocaja ocoOH, sKa Bi3ye JOKYMEHT.

101. Bi3u npocTaBISIOTHCA HA MPUMIPHUKAX JOKYMEHTIB, 10 3aJIUIIAIOTHCS B YCTAHOBI.
[TpoexTr HaKa3iB Bi3yIOThCS Ha MEPIIOMY IPUMIPHHKY SIK Ha JIMIIbOBOMY TaK 1 Ha 3BOPOTHOMY OOIIi
OCTaHHBOTO apKylla IPOEKTY JOKYMEHTa, SKIIO Micls JUIsl Bi3yBaHHS Ha JMIIbOBOMY OOIIi
OCTaHHBOT'0 apKyIlla JOKYMEHTa HEI0CTaTHBO.

V nesakux BUIlagkax AOIIYCKAETHCA MOAPKYIIHC BiSyBaHHH I[OKYMCHTiB.

102. 3ayBakeHHS Ta MPOMO3UIII A0 MPOEKTY AOKYMEHTa BHKJIAJAIOTHCS HAa OKPEMOMY
apKyIli, Ipo 110 Ha MPOEeKTi poOUTHCs BiAMOBIIHA BiaMiTKa. Hampukman:

Havanenuk Bigainy

MinKC, iHiian (iHimian iMeHi), Tpi3BUIle

3ayBa)keHHS 1 TPOIIO3HUIIIT 10JAI0ThCS.

Hara

[Ipo HasiBHICTH 3ayBakeHb 00OB’I3KOBO MOBIJOMIIIIOTH 0CO01, SIKa MiIMUCYE TOKYMEHT.

103. Ilepenik mocamoBux oci0, SKi MOBHHHI 3aBi3yBaTH JOKYMEHT B YCTaHOBi, BH3HA4ae
MpaliBHUK, SIKHH CTBOPIOE TOKYMEHT, BUXOJIIYH 3 MO0 3MICTY.

104. BwuyTpillHE TOTO/PKEHHS MPOEKTIB HAaKa3iB 3 OCHOBHOI AISNIBHOCTI, OCOOOBOTO
CKJIaay, aJAMIHICTPATUBHO-TOCIIOAAPCHKI, MPO BIAMYCTKU MPOBOJUTHCS B TaKiil MOCIITOBHOCTI:
3aCTYITHUKOM HadajJbHHKA TEPUTOPIATBHOTO YIPABIiHHSA, HAYaJIbHUKOM BUIUTY IJIAHOBO-
(biHAaHCOBOI MISNIBHOCTI, OyXrajaTepcbkoro oOJIKy Ta 3BITHOCTI, 3aBiAyBadyaMH IOPUIMYHOTO
CEKTOPY Ta CEKTOpY MO POOOTi 3 MEPCOHAIIOM Ta YIOBHOBXEHOIO O0CO0OI0 3 MUTaHb 3aro0iraHHs
Ta BUSIBJIICHHS KOPYIIIii.

105. IIpoekTn HOPMATHBHO-TIPABOBUX aKTIB TEPUTOPIAIBHOTO YIPABIIHHS Ta JIOTOBOPH,
IO YKJIQJAI0THCS TEPUTOPIaIbHUM YIPABIIHHAM IEPEBIPAIOTHCS BIAMOBIAAILHOIO 32 IOPUAHYHY
poOOTYy yIpaBIiHHS 0COOOI0 Ha BIAMOBITHICTH X 3aKOHO/IABCTBY 1 BI3YIOTHCS HEIO.


http://zakon3.rada.gov.ua/laws/show/v0055609-03

106. 3a 3MicT JOKYMEHTA, SIKUH BI3YEThCSI KiTbKOMa 0CO0aMU, Taki 0cOOH BINIMOBITAIOTh
3TIHO 3 TOBHOBAXEHHSIMU.

107. Skmo y mporeci Bi3yBaHHS /0 HPOEKTY JOKYMEHTa BHECEHO CYTTEBI 3MiHHM, BiH
HiAJIsTae T0OMPALIOBaHHIO, IEPEIPYKYBAHHIO Ta IOBTOPHOMY Bi3yBaHHIO.

108. 3oBHIIIHE TOTOHKEHHS IMPOEKTIB JOKYMEHTIB MOXe OyTH O(OpMIICHO apKyliem
MOTO/DKEHHS, TPU(POM TMOTO/KEHHS, JJOBIIKOI0 MPO TOTOKEHHS, JIMCTOM IOTOKEHHS a0o
NPEJCTaBICHHSAM IPOTOKOJIY OOrOBOPEHHS IMPOEKTY JOKYMEHTa Ha 3acCiJlaHHI KOJIETiaIbHOTO
Opramy.

109. TI'pud noromxennsi opopmisierscs Biamosiaao g0 JJCTY 4163-20083.

110. T'pud moromkeHHS PO3MINIYIOTh HWXKYe pekBizuty "llinmnmuc". Bin ckimamaerbes 3i
cinoBa [IOI'OJDKEHO (0e3 namok), Ha3BU MHOCaau OCOOU, sIKa IMOTOPKYE JOKYMEHT (pa3oM 3
HA3BOI0 OpraHizaiii), OCOOMCTOro miAmucy, IiHimiany(-iB) 1 Npi3BUIIA, JaTH MOTOMKEHHS,
HaTPUKIAI;

INOI'OXKEHO

Hadanpauk TepuTopiallbHOTO yIpaBIliHHS
Jlep>kaBHOT Cy10BOi aaMiHicTpalii YKpaiHu
B KuiBChKil 00acTi

MHIIIUC

10.04.2016 iHimany (iHimiaa iMeHi), Ipi3BHIIe

SKIIO TOKYMEHT MOTO/KYIOTh JIMCTOM, MPOTOKOJIOM, aKTOM TOIIO, TO TpU( MOTOHKEHHS
0hOPMITIOIOTH TaK:

[TOI'OKEHO

[TpoTokon 3acimanns
eKCIepTHO-TIEpEeBIPHOT
koMicii JlepxaBHOTo apXiBy
KuiBcpkoi obmnacri

10.04.2016 Ne

111. Apkym noro/pkeHHs CKJIaJaeThbes B pasi, AKIIO 3MICT JOKYMEHTa CTOCY€EThCs Olbllie
HDK TPhOX YCTAHOB, NMPO ILIO0 POOMTHCA BiAMITKAa B JOKYMEHTI Ha Micui rpuda MmorojKeHHs,
HanpuKIa;

ApKyIlI TOTO/IKEHHS T0AAETHCA.

ApKyI OTO/KEHHS 0QOPMIISETHCS 3a TaKOIO (HOPMOIO:
APKYUI ITOT'O’KEHHA

Ha3Ba npoekTy 1okymeHTa

HazBa mocaam [Tigmmc [rimianu (iHimian iMeHi),
Ipi3BUILE

Hara
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[Tinrmuc mocagoBoi 0coOM CKPITUTIOETHCS TIEYATKOIO YCTAHOBH (32 HAsIBHOCTI).

112. KoxkHa 3 ycTaHOB, SIKiii HaAICIIAHO TPOEKT JOKYMEHTAa Ha IOTOKEHHS, MOXKE
HAJAaBaTH OKPEMHUU apKyIl MOTO/KEHHS, ad0 apKyIl MOTO/KEHHS MEePEIacThCs 3aiHTEPECOBAHUM
YCTaHOBaM y MOCHiIOBHOCTI, BU3HAYEHIH YCTAHOBOIO — aBTOPOM MPOEKTY TOKYMEHTA.

Apkymn a0o apKymri TOTO/KCHHS 30epiraloTbCsi pa3oM 3 JOKYMEHTOM, SIKHH OyIio
MIOTOJKEHO.

113. 3oBHilIHE NOTOPKEHHS B pa3i MOTpeOH, BU3HAYCHOT 3aKOHOJABCTBOM, 3TIHCHIOETHCS
B TaKiil MOCIiJOBHOCTI:

3 YCTaHOBAaMH OJJHAKOBOTO PiBHS Ta IHIIMMHU YCTaHOBAMH,

3 rPOMaJICBKUMHU OpraHi3allisiMu;

3 OpraHam, ki 3J1iCHIOIOTh JAepKaBHUI KOHTPOJb Y IEBHIHN cdepi;
3 yCTAaHOBaMH BHILOTO PiBHSL.

I'naBa 6. 3aTBepsKeHHs YNIPABJIiHCHKHX JJOKYMEHTIB

114. 3arBepmKeHHS YNOPABIIHCHKUX JOKYMEHTIB B TEPUTOPIaIbHOMY YIpPaBIiHHI
3IHCHIOETBCS PO3MOPSAIINM JOKYMEHTOM TEPUTOPIaIbHOTO YIPaBIiHHSA a00 0COOUCTO 1MOCaI0BOIO

rpuda 3aTBepKEHHS, 0POPMIICHOTO BiJITOBITHUM YHHOM.

115. Po3nopsauuM  JOKYMEHTOM TEPUTOPIAIbHOTO  YNpPaBIiHHS  3aTBEPKYIOTHCA
MOJIOKEHHS NP0 CTPYKTYpHI MiAPO3AUIH, IHCTPYKIIi, MpaBuia, MOPSJIKA Ta 1HIII JOKYMEHTH
HOPMAaTHBHO-IIPABOBOr0 200 HOPMATUBHOIO XapaKTepy.

116. TlocamoBoro 0co000 OCOOMCTO 3aTBEP/KYIOTHCS JOKYMEHTH, IO HE TOTPEOYIOTH
JI0/IATKOBHMX BKa3iBOK, 3aBJIaHb LIOJI0 1X YIPOBA/XKCHHs a00 BUKOHAHHS (IPOTOKOJH, aKTH, [LIAHH,
3BITH, KOIUTOPHUCH, IITATHI PO3MUCH, TIOCAI0B1 IHCTPYKILii, MPOrpaMu, HOPMATHBH TOILO).

117. TIlepeniku BHUJIB TOKYMEHTIB, IO 3aTBEP/KYIOThCS HAYAJIbHUKOM TEPUTOPIATIbLHOTO
yIIpaBIIiHHS HaBEJIEHO B I0/IaTKY 6.

118. 3arBepmkeHHS JOKYMEHTA 3IHCHIOETHCS 3a JTOTIOMOTOIO rpuda 3aTBepKeHHS a00
BUJAHHSAM PO3MOPSAAUOro JokyMeHTa. HopmaTuBHO-TIpaBOBiI aKTW (TIOJOXKEHHS, I1HCTPYKIIi,
IpaBWjia TOIIO) TOBHMHHI  3aTBEpP/PKYBAaTHUCS  BIANOBIAHMM  PO3MOPSAIYUM  JTIOKYMEHTOM
TEPUTOPIAILHOTO YIIPABIIIHHSL.

119. Skmo MAOKYMEHT 3aTBEPXKYEThCS KOHKPETHOIO IMOCAZO0BOI0 0C000I0, Trpud
3aTBeppKeHHs odopmisieTbes BianosigHo 10 JJCTY 4163-2003.

120. TI'pud 3atBepmxeHHs ckimamgaetses 3i cinoBa 3ATBEPJDKYIO (6e3 mamok), Ha3Bu
nocajy, MiAnucy, iHimiamiB (iHimiana iMeHi) 1 mpi3BUIIAa 0coOH, sIKa 3aTBepAuiia JOKYMEHT, JIaTH,
HATIPUKIIA;

3ATBEP/DKVYIO

HauanbHuk TepuTopiaibHOTO yIpaBiliHHS
JepxaBHOT Cy0BOT afMiHICTpaIii
VYkpainu B KuiBcbkiii o0macTi
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Mianuc, iHimiany (1Himian iMeH1), Ipi3BUILe
10.04.2016

121. VY pasi Koau JOKYMEHT 3aTBEPKYETHCS HaKa3oM, IpHQ 3aTBEPKCHHS CKIAIAEThCS
13 cnoBa "3ATBEPJDKEHO", Ha3Bu BuAYy [OKYMEHTa, SIKUM 3aTBEPIKYETbCS CTBOPEHUN
JOKYMEHT, Y HA3UBHOMY BiIMIHKY 13 3a3HaY€HHSAM HOT0O JaTH Ta HOMEpa, HAPUKIA[;

3ATBEP/DKEHO

Haxa3 TeputopiaabHOTro ynpaBiaiHHS
JepxaBHOT Cy10BOT aMiHICTpaIii
VYkpainu B KuiBcbkiit o6macri
10.04.2016 Ne 111

122. T'pud 3aTBepHKEHHS PO3MIIIYETHCS B MPABOMY BEPXHBOMY KyTi HEPIIOrO apKyIia
JOKyMEHTA.

VY pasi 3aTBep/UKEHHS JOKYMEHTa KUIBKOMa IOCaJIOBUMM 0coO0aMu Ipudu 3aTBEpHKEHHS
PO3TAIIOBYIOTHCSI HA OJIHOMY PiBHI.

I'naga 7. Ilinnucanus (3acBiTyeHHs1) yNPaBJiHCLKHUX JOKYMEHTIB

123. 3acBigueHHS JOKYMEHTIB 3MIMCHIOETHCS MIISXOM iX MiIIMUCAHHS, 3aTBEP/HKCHHS Ta
IIPOCTABJISIHHS ITEYaTKH.

124. TlocamoBi 0COOM TEpUTOPIATBHOIO MIANHCYIOTh JOKYMEHTH B MeXaX CBOiX
MOBHOBa)KeHb, BU3HaueHUX y [lonoxenHi mpo TepuropianbHe ymnpaBiiHHA Jlep»kaBHOI CyHOBOi
aaMiHicTpamii  Ykpainm B KwuiBchkilt  oGmacTi, oprasizamiifHO-po3nopsaioMy JAOKYMEHTI
TEPUTOPIAILHOTO YIPABIiHHSA MPO PO3MNOJUI NOBHOBAXEHb MIK HAYAIBHUKOM TEPUTOPIAIBLHOTO
yIpaBJIiHHA Ta 3aCTYMHHKOM HayaJbHUKA TEPUTOPIATBHOTO YIPABIIHHA, IOJIOXKEHHIX IPO
CTPYKTYpHI MiJPO3JLJIH, MOCAAOBUX IHCTPYKIISIX, HA MiJICTaBl JOBIPEHOCTEH Ta OKPEMHUX HAKa3iB.
VY 3a3HayeHHX JOKYMEHTaX BM3HAYAETHCS TAKOX MOPSAOK MIAMUCAHHSA JOKYMEHTIB 1HIIMMHU
ocobamM B pa3l BIJCYTHOCTI KEpPIBHMIITBO TEPUTOPIAIBHOIO YIpPaBIIHHS Ta MOCAJOBUX OCiO, sKi
YIIOBHOBaX€EHI 1X MIJIUCYBaTH.

[IpaBo miamucaHHS JOKYMEHTIB MOXXE HaJIaBaTUCS MOCAJOBUM Ta IHIIMM ocobaM Ha
MiJICTaBi IOBIPEHOCTI.

JIOKyMEHTH MiAMUCYIOTHCS MOCAI0BUMH 0COOaMHU TEPUTOPIAILHOTO YIIPABIIHHS BIANOBIIHO
710 X KOMIETEHIIi1, BCTAHOBJIEHOT YNHHUMH HOPMATUBHO-IIPABOBUMH aKTaMH.

Ha Gmankax TepUTOpiaIbHOTO YIpPaBIIHHS JOKYMEHTH MIANUCYIOTHCS JIMIIE HAYaJIbHUKOM
TEPUTOPIATLHOTO YIIPABIIHHS, MOT0 3aCTYMHUKOM a00 iHIIOK MOCAJOBOK 0COOOK0 32 OKpPEeMUM
JOPYYEHHSIM HayaJIbHUKA YIIPABIiHHS.

Oxpeme TOpydeHHs HadyaJbHUKA TEPUTOPIAIbHOIO YMPABIIHHS II0J0 MiANKUCAHHS 1HIIOIO
M0CaJI0BOI0  OCOOO0I0 TEPUTOPIANBHOTO YIPaBIiHHSA JOKYMEHTIB Ha OJaHKax TEpPUTOPIaIbHOTO
yIpaBiIiHHSA OQOPMIIIOETHCS HAKa30M HadajJbHUKA TEPUTOPIAILHOTO YIIPABIIHHS, JTOJATKOM 0
SKOTO TOBHMHEH OYyTH TepetiK JOKYMEHTIB, SKi MANSATAIOTh MiANUCAHHIO 1HIIUMHU ITOCAJTOBUMU
ocobamu. Ha noBimkax 3 OKpeMHUX MMHUTaHb, MPH 3aCBIMYCHHI KOMIH TOIIO CTABUTHCS ITiIHC
MOCa0BOi 0COOU, B MEKax KOMITETEHIII1 sIKOT POOUTHCS BiAMOBIIb.

125. JloxyMeHTH, L0 HAJCHJIAIOTHCS 10 BUIIMX OpraHiB JEp>KaBHOi BJIagd, 4IeHAM
Kabinery MinicTpiB Ykpainu, HapoaHWM Jaenytaram Ykpainm, Pami cymmiB VYkpainu, I'onosi



Bumoi panu mpaBocynas, ['omosi Bepxoaoro Cymy, ['omoBam BHIUX CHEIiali30BaHUX CYIIB,
I'onmoBi Bumioi kBamidikamiitnoi komicii cymamiB Ykpainu, JICA VYkpainu, ronoBam o0JIacHHX
JepKaBHUX aJMIHICTpalild, LEHTPaJIbHUM OpraHaM BUKOHABYOi BJIagd, MiANPHEMCTBAM,
yCTaHOBaM, OpTraHi3aiisM, TpoMajasHaM, TeputopiaabauM ympasiminHaM JICA  VYkpainwy,
HiANpPHEMCTBAM, 110 Hanexarb 10 chepu ynpasiuinasa JJCA YkpaiHu miImUCyIOThCS Ha4aIbHUKOM
TEPUTOPIAILHOTO YIIPABJIiHHSA, Y pa3l HOro BiICYTHOCTI — IMOCaJOBOI0 0CO00I0, IKa BUKOHYE HOTO
000B'SI3KH.

126. Iligmuc ckmamaeTbes 3 Ha3BM MOCAaW OCOOH, sKa MIAMHCYE AOKYMEHT (TMIOBHOI —
SIKIO MIJIHUC PO3TAIIOBAHUN HE HA OJIAHKY, CKOPOUYEHOI — SIKIIO MiAMUC PO3TALIOBaHO HA OJIAHKY),
0ocoOHuCTOTO MANnuCy, iHimame (iHimiaga iMeni) 1 npizBumia. Jlo3Bossierbest B pekBizuTi "Tligmuc
iCJIs Ha3BU 1MOCaIM 0COOU 3a3HAYaTH BUCHE 3BaHHS, HAYKOBHI CTyiHb. Hanmpukian:

HavansHuk yrmpaBiiHHS TT1ITUC iHiiamm (1HIiax iMeH1), Pi3BUIIIe

VY pa3i oopmiieHHST TOKYMEHTa Ha OJaHKY MOCa0BOi 0COOM HA3BYy MOCAIU B MIAMKCI HE
3a3HAYaI0Th.

127. TIlpu cTBOpeHHI JOKYMEHTIB HiANHUCYETbCA OAUH MPUMIPHUK JTOKYMEHTA, SIKUU €
OpUTiHATOM. BUWHSTOK CTaHOBIATH NESKI BUAM JIOKYMEHTIB (HAmpuKiIad aKTH, JOTOBOPH, SIKi
CTBOPIOIOTHCS B KITBKOX TPUMIPHUKAX, KOXKEH 3 SIKHX Ma€ CHIIy OPHUTIHATY).

128. 'V pasi HajacuinaHHS JOKYMEHTa OJHOYACHO KIIBKOM YCTaHOBAaM OJHAKOBOro abo
BUIIIOTO PiBHS KEPIBHUK MIAMUCYE BCl HOTO MPUMIPHUKH.

SIKIIO JOKYMEHT HAJCHJIAETbCS OJHOYACHO KIJIBKOM MiJMOPSAKOBAaHUM YCTaHOBaM,
HIANUCYETHCS TPUMIPHUK, SKUM 3aJIMIIAEThCS y CIpaBl YCTaHOBM — aBTOpa, a Ha MicUd
PO3CUITAIOTHCS 3aCB1TUEHI KOITii.

129.  JIBa aGo Oinblle MiJNUCIB MPOCTABISAIOTH, SKIIO 3a 3MICT JOKyMEHTa BiAMNOBIAAIOThH
Kibka oci0. [Ipu npomMy minmucH mocagoBUX 0Ci0 pO3MIIIYIOTHCS OJUH 1]l OJHUM BIAMOBIIHO 10
nignopsakoBaHocTi oci0. Hampuxman:

HauanbHuk ynpaBniHHS TIITHUC 1HIL1aaM (1HILIa]d IMEH1),
Mpi3BHUILE

["ostoBHMIA OyxranTtep Tianuc 1HiL1aaM (1HIiad IMeH1),
Mpi3BHILE

130.  CminbHI JOKYMEHTH KiUTBKOX YCTaHOB MiIIHCYIOThCS KEPIBHUKaMHU OJHOTO PiBHS
Mocajl X YCTaHOB. [XH1 MiANKCH PO3MILIYIOThCSI Ha 0lHOMY piBHI. Hanpukian:

Hauvanpauk TepuTopiaabHOTrO yIpaBiiHHS ['onosa AnensuiitHoro cyny KuiBcbkoi o0macti
HepxaBHOi cymoBoi aamiHicTpallli Ykpainu

B KuiBchKiit o0macTi

MinuC iHimiany (iHimian iMeHi), mpi3BuIle MinKC iHimiany (iHimian iMeHi), Tpi3BuIle

BiTOMTOK repOOBOi EYATKH BiIOMTOK repOOBOi MeYaTKu

131. JlokyMeHTH KoOJeTiaJbHUX OpraHiB (pilleHHsS, IIOCTaHOBH) IMIJIHCY€E TOJOBA
KOJIETiaTbHOT'O OpPTaHy.

[TpoTokon miAMUCYIOTH TOIOBYIOUHI HA 3aCiJaHH] KOJIET1aIbHOTO OPTaHy i cekperap.



Hanpuknan:
['onoBa TEHIEPHOTO KOMITETY T IITUC iHiiamm (1Hiiax iMeH1), mpi3BUILe
Cekperap TEHIEPHOTO KOMITETY T IITUC iHiiamm (1Hiiax iMeH1), mpi3BUILe
132. JloxymeHTH, CKJIa/IeHi KOMICI€I0, MiIIICYIOTh F0JI0Ba KOMICii Ta BC1 YWIEHH KOMICIi.

133. JloxymMeHTH, L0 MiJUIATa0Th 3aTBEPKCHHIO (1HCTPYKIIi, MOJOXKEHHS, IMpaBUia
TOIIIO), TMAMKICYE MOCa0Ba 0c00a, BIIMOBIJAIbHA 32 iX MiITOTOBKY.

134. V¥ pasi BiACYTHOCTI mOcajoBOi ocoOM, Ha3Ba MOCaaM, MPI3BHUIIE, 1HIIIATK (1HIIIAT
iMeHi) AKOi 3a3HaYeHO Ha MPOEKTI JOKYMEHTa, HOro miamucye ocoda, sika BUKOHYE ii 000B’sI3KH,
a0o i 3acTynmHHK. Y TakoMmy pasi 00OB’SI3KOBO 3a3HA4YalOThCs (haKTHYHA IMOcaja, iHimiamy (1Himiar
iMeHi), Tpi3BHIIE 0COOH, sSKa Mianucana ToKyMeHT. [Ipu oMy BHITpaBiIeHHS] BHOCSTH PYKOTIMCHUM
a00 MaIIMHOMMCHUM CIIOCOOOM, SKIIO JOKYMEHT HEMOXJINBO MEPEIPYKYBATH.

He nonmyckaerbcs mif wac MiANUCAaHHS JOKyMEHTa CTaBUTH MPUIAMEHHHMK '3a" 4H
paBoOOIYHY MOXHITY PUCKY IEepe]l Ha3BOKO MOCATH.

JlonaBaHHS 10 Ha3BH MOcaad KepiBHUKa ciliB "Bukonyrouuii o0oB’s3ku’” abo "B. o."
3MIIACHIOETHCS B pa3i 3aMillleHHs KepIBHUKA Ha MiACTaBl pO3NOPSAIIOro JOKYMEHTA.

135. 3acBigueHHS €IEKTPOHHOTO JOKYMEHTA 3/IIHCHIOETHCS 32 JIOIIOMOTO0 €JIEKTPOHHOTO
U(PPOBOTO MIAMUCY 3T1THO 13 3aKOHOIaBCTBOM.

136. dakcuminbHe BIATBOPEHHS MIAMKHCY TMOCaJA0BOI 0coOM Ha oOprasizamiiHo-
po3nopsaunx, HiHAHCOBUX, OYXTadTepChbKUX JOKYMEHTAX 3a JOTIOMOT'OK) MEXaHIYHOTO a0 1HIIOTO
KOITIFOBAHHSI HE JIOMTYCKAETHCS.

I'naBa 8. 3arajibHi BUMOIM 10 TEKCTY YNPABJIiHCHKUX JOKYMEHTIB

137. Tekct ympaBIiHCHKOIO JIOKyMEHTa TOBUHEH OYTM UITKUM, KOHKPETHHUM,
JAaKOHIYHMM, 1H(OPMATUBHUM Ta BIANOBAATH opdorpadidyHUM, JEKCUYHUM, MOP(OJIOTIUHUM,
CHHTAaKCUYHHUM, CTHJIICTUYHUM, ITYHKTYaI[ITHIM HOPMaM.

138. Tekct nOKyMeHTa MOBHHEH CTOCYBATUCS TOTO NHTaHHS, sike c(HOpMYJIbOBaHE B
3aroJIoBKy /10 TEKCTY, YITKO BioOpa)kaTW NMPUYMHY U METy CTBOPEHHS JOKYMEHTa, PO3KPHUBATH
CYTh KOHKPETHOI CITpaBy, MICTUTH apryMEHTOBAaHI JI0Ka3H, BUCHOBKHU, IPOMO3HIII].

139. [TIlimx wac ckiajaHHsA JOKYMCHTIB B)KHBA€ThCA JIUIOBHH CTHIIb, IS SIKOTO
XapakTepHUN HEWTpaJbHUM TOH BHKJIAJCHHSA, m030aBiIeHUH OOpa3HOCTI, €MOLIMHOCTI Ta
1HAMBITyaJIbHUX aBTOPCHKUX PHC.

140. Texkct mokyMeHTa OOPMIISIOTH Y BUIJISIII CYHIJIBHOTO 3B SI3HOTO TEKCTY a00 aHKEeTH
gy TabunIIl, a00 MIJITXOM MOEAHAHHS ITUX POopM.

CyuinbHui 3B’SI3HMA TEKCT JOKYMEHTa MICTUTh T'pPaMaTHYHO M JIOTIYHO Y3TOJDKEHY
iH(dopMalLlil0 MPO YIPaBIIHCHKI JIIi Ta BUKOPHUCTOBYETbCA IiJ Yac CKJIaJaHHS OpraHizaliiiHo-
PO3MOPSTUUX JOKYMEHTIB.

Cy1uuibHUM 3B’ SI3HUN TEKCT, K MPaBUJIO, CKJIAJAE€ThCA 3 ABOX YaCTHUH. Y mepiIiil (BCTYIHIN)
YaCTHHI 3a3HayaroThCs IMijcTaBa, OOIPYHTYBaHHS ab0 MeTa CKJIAQJAaHHSA JOKyMEHTa, y ApYrii
(3aKJIFOYHIN) YacTHHI — BHUCHOBKH, NPOIIO3MIIiI, PIlIEHHS, MPOXaHHsI. B oOKpeMux BHUITamKax
JOKYMEHT MOX€ TIicis BCTYNMHOI YaCTMHM MICTUTH MOTUBYBAJbHY 4YacTUHY, B SKIH
OOI'PYHTOBYETHCS MO3UILisl YCTAHOBH.



141. 'V TtekcTi TOKyMEHTa, MiATOTOBICHOTIO BIANOBIAHO OO AOKYMEHTIB 1HIIHUX yCTAaHOB
abo paHilie BUJIAHUX JOKYMEHTIB, 3a3HAYAIOTHCS HOTO PEKBI3UTH B TaKill IOCIIIOBHOCTI: Ha3Ba
BUAY JIOKyMEHTa, HaliMEHyBaHHS YCTAHOBM — aBTOpa JIOKYMEHTA, JlaTa, PeeCTpalliiiHuii HOMep,
3aroJI0BOK JI0 TEKCTY.

142. Tekctu CKIAQAHMX 1 BEIUKHX 3a OOCSATOM JOKYMEHTIB (ITOJIOKCHHS, IIPaBHIIA,
IHCTPYKIIli, OTJISAIU, 3BITH TOIIO) MOAUIAIOTBCA HA PO3AUIH, MIAPO3MILIN, MYHKTH, ITAIMYHKTH.

[IyHKTH B TEKCTI HYMEpYyIOTbCA apaOChKUMH HHppamMu 3 Kpamkow, a MiJIyHKTH —
apaOCbKUMHU TUPPaAMH 3 TyKKOIO.

Pozninu HymMepyroThCsl pUMCHKUMU ITU(PPaMH, a TAKOK B OKPEMHUX BUIIaJKaX BOHU MOXKYTb
MOJIISTUCS HA TJIaBU.

143. dopma aHKETHM BUKOPUCTOBYETHCS B pasi BUKIAAEHHS B mudpoBomy abo
CIIOBeCHOMY BHIIIsiAlI iH(opMamii mpo oauH 00’€KT 3a MeBHUM o00csarom o3Hak. lloctifiHoro
iH(OpMaIIi€l0 B aHKETI € y3araibHEHi 03HAKH, 32 IKUMH IPOBOJAUTHCS OMUC 00’ €KTA, a 3MIHHOIO —
KOHKPETHI XapaKTCPUCTHUKHU.

144. TabGnuuyHa Gopma TOKYMEHTa BHKOPHCTOBYETHCA B Pa3i BUKIAJICHHS Y HUPPOBOMY
a00 cJIoBeCHOMY BUTIISAI iH(pOpMAITii TPo KiTbKa 00’ €KTIB 32 PSAIOM O3HAK.

3aronoBku rpad TaOMUIN MUINYTHCA 3 BEITUKOI JIITEPH, MiA3arojOBKH — 3 MaJol JITepH,
SKIIIO BOHW CTAHOBJISITH OJIHE IIUJIE 13 3aroJIOBKOM, i 3 BEJIMKOI — SKIIO IiJ3aroJoBOK Mae
camocTiiiHe 3HaueHHs. Kpanku B KiHIIi 3ar0JIOBKIB 1 Mi3arojoBKiB rpad He CTaBIATHCS. 3ar0JI0BKH
i mig3aronoBku rpad Ta pAOKiB TAOMUIN TMOBMHHI OyTH BUKJIAQJEHI IMEHHHKOM Yy HA3MBHOMY
BIIMIHKY OJHUHHU. Y 3arojioBKax 1 MiJ3arojioBkax psaKiB 1 rpad TaOMUIl BKUBAIOTHCS JIMILE
3aralbHOMPHUIHSTI YMOBHI MMO3HAYEHHSI Ta CKOPOUYCHHSI.

I'padu Tabmuii, sSKI pO3MIIMIYIOTBCS Ha KIIbKOX CTOpIHKax, HyMepyroTbcd. Ha apyriit Ta
HACTYIHUX CTOpPIHKaxX TAOJUIll 3a3HAYAIOTHCS HOMEpU Tpad, a TaKokK y BEPXHbOMY MPABOMY KYTi
— cnosa "[IpooBkeHHs JoaaTka".

145. B ycraHoBax, IO AiFOTh 32 MPHUHIMIIOM €IWHOHAYAIBHOCTI, TEKCT PO3MOPSAUOTO
nokymMeHTa Bukianaerbes Bin mepmioi ocooun (HAKA3YIO — y makazax, 30bOB’A3VIO — y
PO3MOPSATKEHHSIX ).

VY CHiAbHUX PO3MOPATYUX TOKYMEHTaX BUKOPHCTOBYEThCS (opmMa BUKIAAy TEKCTY Bil
nepmoi  ocobu wmHOXkuHHM (HAKA3YEMO, 30BOB’A3YEMO, ITIOCTAHOBJISAEMO,
BUPILITYEMO).

vy IMPOTOKOJIaX 3aCTOCOBYETHCA (I)OpMa BUKJIAAy TCKCTY Bi,[[ TpCTBOI 0cO0M MHOXXHMHH 3a
CXEMOIO:

CIYXAJIN — BUCTYIIMJIN — BUPIIINIIN (YXBAJINJIN, [IOCTAHOBUJIN).

Y JucTyBaHHI 3aCTOCOBYETHCS (opMa BHKIAAy TEKCTY BiJ MEPIIOi OCOOM MHOKHUHU
(BBaXKa€MO, HAJICHIIAEMO, TIPOCUMO, TIPOTIOHYEMO) ab0 Bi TpeThOi 0coOu omHUHH ('TepuTOpiasibHE
yIpaBJIiHHA HE 3anepeuye”, "TepuTopiaibHe YIIPABIIHHS BBAXKAE 332 HE0OXimHe").

VY noKyMeHTax, CKJIaJIeHUX IOCaJ0BOI0 OCOOOI0 Ta aJpecOBAaHUX KEPIBHUKY YCTaHOBHU a0o
CTPYKTYPHOTO TIJPO3AUTY (IOTOBiHA 3allMCKa, MOSCHIOBAJbHA 3aIlKCKa, 3asBa), 3aCTOCOBYETHCS
dbopma BUKIIAIy TEKCTY BiJ MepIioi ocoou o HUHU (TIPOMOHYI0, BBAXKALO, MTPOIITY).

I'aaBa 9. Oco0uBOCTI MiATOTOBKH Ta 0popMJIEHHSI PO3NOPSIAYHNX
JOKYMEHTIB



146. Haxa3u B TepUTOpiaIbHOMY YIpaBIiHHI BUIAIOThCA SIK pIlIEHHS OpraHizaliiiHo-
PO3MOPSITIOTO XapakTepy. 3a 3MIiCTOM YIPaBIIHCHKOI [il HaKa3u BUIAIOTHCS 3 OCHOBHOI JIisITBHOCTI
TEPUTOPIATLHOTO YIPABIiHHS, 3 0COOOBOTO CKJIaay, 3 aAMIHICTPaTUBHO-TOCIIOAAPCHKIX MUTAHb Ta
PO BiAMYCTKH.

147. IliaroroBKy Haka3ly MOXe€ IHII[IIOBaTH HA4YaJIbHUK TEPUTOPIaJILHOTO YIPaBIiHHS a00
Oyab-SKUI CTPYKTYPHUH ITiIPO3ILI.

148. IlIpoekTu Haka3iB 3 KaJpOBUX IMHUTaHb - 0COOOBOrO CKIIATy, 3 aaMiHICTPATHUBHOIO-
rOCHOJAPChKUX MUTAaHb, OCHOBHOI HISUTBHOCTI, MPO BIAMYCTKH B TEPUTOPIaIbHOMY YIpPaBIiHHI
TOTY€E CEKTOP IO pOOOTI 3 IEPCOHAIIOM.

149. bBynp-skuii HaKa3, 332 BAHATKOM CITUILHOTO, 0()OPMITIOIOTh Ha OJIaHKY 13 3a3HAUYCHHSIM
HOro KOHKPETHOTo BUY (ITOCTAHOBA, PIIIIEHHS, HAKa3, PO3MOPSHKECHHS).

Haka3u 3 kagpoBUX MHTaHb TaK0X MOXYTh OYTH CKJIaJieHI Ha MiACTaBl MIKraly3eBHX
TUTNIOBUX YHi(piKOBaHUX (HOpPM, 3aTBEPIKEHUX B YCTAHOBJICHOMY MOPSIKY.

150. 3micT Haka3y KOpPOTKO BHKIAQJA€THCS B 3arojOBKY, SKHHA ITOYMHAETHCS 3

npuiiMennuka  "IIpo" 1 ckiamaeTbcss  3a JIONOMOTOK  BIJUIIECTIBHOTO  IMEHHHKA
("Ilpo 3arBepmxenns...", "IIpo BBemenus...", "IIpo mnpwuitHaTTs Ha poboty... ") ab0 iMEHHHKA
("Mpo migcymkw... ", "IIpo kaxposi nuTanHs...").

151. CrpykTypa TEKCTy Haka3ly, SK NpPaBWIO, CKIAJA€ThCS 3 JBOX YaCTUH —
KOHCTaTyI04oi (mpeaMOyIin) 1 po3nopsadoi.

VY KOHCTaTyrouilf 4YaCTMHI 3a3HAYalOThCS MIJCTaBa, OOIPYHTYBaHHS a00 MeTa BHJAHHS
pO3MOPSAYOTO JOKYMEHTA. 3a3HaueHa YacTHHA MOXKe mouyumHatucs 31 cmiB ''Ha Buxonanus”, "3
MeTOI0" TOImo. SIKIIO JOKYMEHT BHJIAETbCA HA MiACTaBl 1HIIOTO PO3MOPSIYOrO JAOKYMEHTa, Y
KOHCTaTYIOUil 4acTHHI 3a3HAYAIOThCA Ha3Ba BHUJY I[OTO JOKYMEHTA, Oro aBTOp, JaTa, HOMEp Ta
3aroyioBok. Kpamnka B KiHIII KOHCTaTyr040i YaCTUHU HE CTABUTHCS.

KOHCTaTYIOLIa JaCTHHA MOXKC 6YTI/I ONyHICHAa, SAKIIO po3nopsgada YaCThHA HE HOTpe6y€
O6rp}7HTYBaHH${, HaIlTpUKJIAJ Y HaKa3ax 3 KaApOBUX INUTAHb.

152. Po3nopsigua YacTUHA MMOYHHAETHCS JIECITOBOM (3aJIC)KHO BiJ] BHIY PO3MOPSIIOTO
JIOKYMEHTA), IKe APYKYEThCS 3 HOBOTO PsiIKa BEJIMKUMHU JIiTepaMu Oe3 BIACTYIY Bif JiBOTO MO 1
JIaTIOK, MiCTIsl YOTO CTaBUTHCS JBOKPAIKA.

153. Posnopsinya yacTuHa MOAUISAETHCS HAa MYHKTH M MIANYHKTH, SIKI HYMEpPYIOTbCS
apaOcpkuMu 1UppamMu. Y KOXKHOMY IYHKTI MOBUHHI OyTH 3a3HayeHl BHMKOHABII (CTPYKTYpHI
nipo3aian abo KOHKpPETHI MmocafoBi (CiIy:k00Bi) 0coOM), KOHKPETHI 3aBJaHHS (JOpy4YeHHs) i
CTPOKM iX BHMKOHAaHHSA. BUKOHaBILI MOXYyThb OyTH Ha3BaHI TaKOX Yy3arajJbHEHO, HAIpPUKIIAL:
"KepiBHMKaM amapaTiB MICIIEBUX 3arajbHuUX CyIiB", "KepiBHUKaM CTPYKTYpPHUX MiAPO3ALTIiB
TepuTopiasbHOTO ympaBmiHHA". [lpm 1IbOMy HE 3aCTOCOBYETHCS HANUCAHHS HEKOHKPETHUX
JIOpy4YeHb, K1 MICTSAThH CJIOBA: "'MPUCKOPUTH', "moiimmuTu”, “akTuBi3yBaTH', "'3BEpHYTH yBary'
TOLLO.

154. 'V nakazax 3 KaJpoBUX MHUTaHb PO3NOpPsIYa YaCTHHA MMOYMHAETHCS, K MPABUIIO, 3
miecnoBa y  ¢opMi  iH}IHITHBA! "TIPUUHATHU", "TIPUSHAUYUTHU", "TIEPEBECTU",
"3BUIBHUTU", "BIAPAAUTH", "HAHATU", "OTI'OJIOCUTU" tomo. [lam 3a3HadaroThCs
BEJIMKMMH JIITEpaMHU MPI3BHILE MPAIiBHUKA, HA SIKOTO MOIIUPIOETHCS il PO3MOPSAAUOro JOKYMEHTA,
1 MaTUM# — Horo iM’st Ta o 0aTHKOBI.

dopMyITIOBaHHS MYHKTIB TOBHHHI OyTH YITKUMH, KOHKPETHHMH, BIATNOBIAATH HOpMaMm
Konekcy 3akoniB mpo mpairo Ykpainu (mani — K3nll) abo iHImmMM paBOBHM aKTaM.


http://zakon3.rada.gov.ua/laws/show/322-08

Y pa3i npusHaueHHs a00 3BUTRHEHHS TNpalliBHUKA 3a3HAYAIOTHCS TIOBHA JaTta (YHCIO,
MicsIb, PiK) (PaKTHYHOrO BHUXOAY IMpaIliBHMKAa HA poOOTY (NMPUIUHEHHS TPYIOBUX BIJIHOCHH),
PO3MIpH HOTO ITOCAOBOTO OKJIAIy BiJIIIOBITHO JI0 IITATHOTO PO3MHKCY, HAI0ABOK Ta JIOTLIAT.

Y KOKHOMY ITyHKT1 HaKa3y 3 KaJpOBUX MUTaHb 3a3HAYAETHCA IiJICTaBa 1010 HOTO BUIaHHS
(3as1Ba mpariBHUKA, KOHTPAKT, JOMOBIIHA 3alTMCKa, PIICHHS KOHKYPCHOI KOMICIT TOIIIO).

Haxkasu 3 kagpoBuX nmuTaHb OQOPMITIOIOTH Y BUTIISAI IHAMBIAYaIbHUX (CTOCYIOTHCS OJHOTO
NpaliBHUKA) 1 3BEICHUX (CTOCYIOThCS KUTbKOX MPAIiBHHUKIB).

VY 3BegeHHMX Haka3ax [0 pPO3MOPSIU0i YAaCTHHU BKJIIOYAIOTHCS MYHKTH, IO MICTAThH
iH(pOpMaLito, y Takiil MOCIIAOBHOCTI: TPUHHATTS Ha poOOTY (CiIy:k0y), IepeBECHHS, 3BIJIbHEHHSI.
VY Mexax MuX IMyHKTIB MIJMTyHKTaMU 3a3HAa4aloTh MMPi3BHUIIA MPaIiBHUKIB 3a andasitom. [Ipu mpomy
JI0 OJHOTO 3BEICHOT0 HaKa3zy HE MOXKYTb BKJIIOYATHCS IMYHKTH 3 iHOpMAI€lo, sKa 3TiAHO i3
3aKOHOJIABCTBOM Ma€ Pi3Hi CTPOKHU 30epiraHHs.

155. Skmo Haka3oM BIAMIHSIETHCS TMONMEPEIHIA Haka3, y pO3MOPSIIYId YacTHHI
3a3HAYAETHCS MYHKT, KUl TOBUHEH IOYMHATHUCS 3i ciiB: "BU3HATH TakuM, 10 BTPATUB YUHHICTD,

3MiHH, 0 BHOCATHCS 10 HaKa3zy o(QOPMIISIOTECS OKPEMHUM HaKa3oM, KWW IMOBUHEH MaTH
Takuii 3aronoBok: "IIpo BHeCeHHs 3MiH /10 Haka3y' 13 3a3HAUYEHHSM JaTH, HOMEpa, Ha3BH BHUIY
PO3MOPSTIOTO JTOKYMEHTA, JIO SIKOTO BHOCSITHCS 3MiHHU. Po3mopsgya yacTrHa HaKa3zy MOYUHAETHCS
3 TaKOr'0 MYHKTY:

"1. Baectu 3MiHM 10 HaKa3y".

Jlami OKpeMHMMH MiJIyHKTaMd (POPMYIIOIOTBCS 3MIHM JI0 PO3MOPSAYOrO JOKYMEHTa,
HaIPUKIA[;

"1) myHKT 2 BUKJIACTH B TaKill pemaxirii:...";
"2) NyHKT 3 BUKJIIOUUTH";
"3) ab3aw ApyTrHil MyHKTY 4 TOMOBHUTH CIOBaMH...".

SKmo 3MIHM 10 pO3MOPSATYOro JOKYMEHTa O(OpPMIIAIOTHCS HAa OKPEMOMY apKyIIl
(apkymiax), y mepioMy MyHKT1 po3MOPsI40i YACTUHU HaKa3y 3a3Ha4aeThCs:

"1) Buectu 3minu A0 ... (momar0Thes) .

156. OcraHHiil MyHKT pO3MOPSIY0i YACTUHH B pa3i MOTPeOU MOXKE MICTUTH PILIEHHS MPO
MOKJIJIEHHS Ha CTPYKTYPHUH MiIpo3A1s a00 mocaioBy 0co0y QYHKIIIHM 3 KOHTPOIIIO 32 BUKOHAHHIM
Hakasy.

157. Haxa3 Habupae YMHHOCTI 3 MOMEHTY HOTO MiJNMMCaHHs Ta peecTparlii, SKIo B TEKCTI
HE BCTAHOBJICHO 1HIII CTPOKH.

158. Skmo B mpoiieci MOTOMHKEHHS A0 MPOEKTY Haka3ly BHOCATHCS ICTOTHI 3MiHH, BiH
MiJIITa€ TTOBTOPHOMY TTOTOJIKEHHIO.

[Topsimok BizyBaHHS ITPOEKTIB HaKa3iB 3a3HaueHO B MyHKTI 104 miel [HcTpyKmii.

159. [IIpoekTn HaKa3iB 3 KAAPOBHUX IMUTAHb OMPAIOBYIOTHCS Y CTPYKTYPHUX MIAPO3aLTIax
YIPOJOBXK OJHOTO POOOYOTo JHS, a 1HIII MPOEKTU HaKa3iB — YIPOJOBXK TPHOX poOoumx IHIB. Y



pa3i HeoOXiTHOCTI BKa3aHi TEPMIHM MOXYTh OYTH MpPOAOBXKEHI HAYaIbHUKOM TEPUTOPIaILHOTO
yrOpaBiiHHS, a00 HOTO 3aCTYITHUKOM.

160. Haka3u mianmucyrOThCs HavaIbHUKOM TEPUTOPIAILHOTO YIIPaBIIiHHS, a B pa3i HOro
BIJICYTHOCT1 — IOCA/IOBOIO 0CO00I0, IKa BUKOHYE MOTO 000B’SI3KH.

ITicna HiI[HI/ICElHHH HaKasy 3MIiHHU J0 HBOI'O BHOCATHCA JIMIIC HIJIAXOM BHJIAaHHA HOBOI'O
HakKa3y IIpO BHCCCHHA 3MiH.

161. Haka3u HyMepyrOThCS B HOPAAKY iX BUAAHHS B MEKaX KaJICHIAPHOTO POKY Ta IPYITH
JIOKYMEHTIB.

162. Komii Haka3iB HAJCHIAIOTHECA B JCHb MIANMHCAHHS YA B HACTYIMHUN 3a JHEM
HiAMUCaHHS 3aiHTEPECOBAHUM YCTAHOBAM, MiJNPHEMCTBAM, IMOCAJTOBHUM 0c00aM, IpalliBHUKAM,
IPOCTOI0 200 eNEKTPOHHOIO MOLITOXO, IO CKJIAAAETHCS W MIAIMHUCYETHCS KEPIBHUKOM CTPYKTYPHOTO
HiAPO3AiTy Ta MPaliBHUKOM, KU CTBOPHB BiIOBITHHUIA HaKa3.

VY pasi HajcuIIaHHS KOMii HaKa3iB y MarepoBOMY BUIJIS/II, BOHH 3aCBIIUYIOTHCS CEKTOPOM
1o po0oti 3 nepconaroM. HeoOXiqHy KUTbKICTh MPUMIPHHKIB Ui PO3CHUJIAHHS 3aiHTEPECOBAHUM
YCTaHOBaM, IOCAJIOBUM 0CO0aM, CTPYKTYPHUM IMiJpO3/iJiaM Ta HOro eleKTPOHHY BEpCit0 Hajae
BiJIMOBIAAIbHOMY MPAIliBHUKY 32 J1JIOBOJCTBO.

163. 3 Haka3oM 3 KaJIpOBUX MUTaHb OOOB’SI3KOBO O3HAWOMIIIOIOTh 3TraIaHUX Y HhOMY 0cCi0,
K1 Ha TIEpIIOMY PUMIPHUKY TOKYMEHTA YH Ha CIICHiaIbHOMY OJIaHKY MPOCTABIISIFOTH CBOI ITiIHCH
13 3a3HAYEHHSIM IAaTH O3HAHOMIIEHHS.

I'naBa 10. IIpoTrokoJu

164. 'V nporokonax ¢ikcyerbcs iHGopMalis Mpo Xia BEACHHs 3acijlaHb, NPUUHATTSI B
yCTaHOBaX pIllIeHb KOMICISIMU, JOPaIYMMH opraHamu, 30opamu Tomio. [IpoTokosn ckiamaeThes Ha
mijicTaBl 3aMuCiB, 3p00JeHUX Oe3MocepeIHbO il Yac 3acijjaHb, M0JaHUX TEKCTIB Ta Te3 JIONOBiAeH
1 BUCTYIIB, JIOBIJIOK, TPOEKTIB PillIEeHb TOLIO.

165. IIporokonu MOXYThb CKIaJaTHCS B MOBHIM abo crtuciii ¢gopmi. Y mportokonax,
CKJIQJICHUX y CTHCHIN (opmi, (IKCYIOTbCA JUIIEe NPUWHATI PILIEHHS, a HEe X1 OOroBOpEHHs
TUTAHHS.

166. IIporokon odopmisieTbcs Ha YMCTOMY apkyiui mamepy dopmary A4 (210 x 297
M1TIMETPIB) 3 TOB3/I0BXKHIM PO3TAIlyBaHHSAM PEKBI3UTIB.

167. [laToro mpOTOKOJY € JaTa MPOBEACHHS 3acigaHHs. SIKIIO 3acilaHHs TPUBAIO KiTbKa
JIHIB, TO Yepe3 TUPE 3a3HAYal0ThCs MEPIINN Ta OCTAaHHIHN JIeHb 3aciJaHHS.

168. Homep (iHOEKC) NPOTOKONY TIOBHHEH BIMOBITAaTH TOPSAKOBOMY HOMEpY
3aciganHd. Hymeparlliss IpOTOKOJIIB BEJEThCS B MeKaxX KaJeHJIAPHOTO POKY OKPEMO 3a KOKHOIO
IPYyNoOI0 MPOTOKOJIIB 3aCiaHHS BIAMOBIJIHOTO KOJETiaTbHOTO OpraHy: KOJErii, OlnepaTMBHUX Ta
CHUIbHMX Hapajl, KoMicidd, 300piB Tomlo. Y peKBI3UTI "Miclie 3acilaHHA" 3a3HavaeThCcsl Ha3Ba
HACEJIEHOT0 IMYHKTY, B SIKOMY B10YJIOCS 3aCiJaHHS.

169. 3arosoBoK 10 TEKCTy MPOTOKONY TIOBHHEH BIJOOpakaTH BHJ 3acCiJlaHHS
(onepatuBHa abo cmibHa Hapanaa, 300pu, KOoH(pepeHLis Tomo) ado KoJerianbHOI isSUIbHOCTI
(xoMicisi, KoJerisi, podoya rpyrma Touo) 1 BKJII0OYaTH Ha3BY BUY JOKYMEHTA.

170. Tekct MPOTOKOIY CKIIATAETHCS 3 BCTYITHOI Ta OCHOBHOT YaCTHH.



171. ¥V BerymnHii 4acTHHI MPOTOKOTY 3a3HAYAIOTHCS MPi3BHINA Ta iHiIianu (1HIia IMEHi)
roJoBU a00 roJOBYIOUOT0, CEKpPeTaps, 3alpOIICHUX, @ TAKOXK IPUCYTHIX 0Ci0.

VY CHUCKy NPUCYTHIX 3a3HAYAIOTHCS B al(aBITHOMY MOPSAKY CHOYATKy IMpi3BUINA Ta
IHIMAJIM TIPUCYTHIX TMOCTIHHUX WIEHIB KOJIETIaJbHOTO OopraHy 0e3 3a3HaueHHs I0caj, MOTIM —
3ampoImIeHuX Oci0 13 3a3HAYCHHSM IMOCaJ Ta B pa3i moTpedw HalMEHYBaHb YCTaHOB. SIKIIO
KUIBKICTh MPUCYTHIX TepeBHUINye 15 0cib, 3a3HavaeThes iX 3arajibHa KUIBKICTH 3 IMOCHUJIAHHSAM Ha
CIHCOK NPUCYTHIX, IO TOJAETHCS JI0 IIPOTOKOIY.

BerynHa uyacTMHA BKITIOYA€E TOPSIOK JEHHUM — TEpeliK pO3IISHYTHX Ha 3aciJaHHi
MMTaHb, IO PO3MIIIEHI B TOPSAKY iX 3HAYYIIOCTI, 13 3a3HAYCHHSIM JIONOBIga4a 3 KOXKHOTO
nutaHHs. [Topsiok JeHHUI HABOJAUTHCS HAIIPHUKIHI[ BCTYITHOT YaCTHHH.

Crnosa "llopsimok neHHUEH" APYKYIOTHCS B MEXi JIIBOrO TOJS , MICHs HUX CTaBUTHCS
nBokpanka. KokHe nuTaHHSs HyMepyeTbcsi apaOChbKuMu LuppaMu W JApyKyeTbes 3 abs3aiy.
@opMyBaHHS MUTaHb y MOPSAKY JIE€HHOMY OYMHAETHCA 3 puiiMeHHuka "[Ipo".

172. OcHoBHa YacTHHa MPOTOKOIY CKJIAJA€ThCs 3 PO3MUTIB, SKI MOBHHHI BIANOBiIAaTH
MyHKTaM TOPSIKY JeHHOTOo. Po31iin HyMepyIOThCs PUMCHKUMU U pamMu i OyAYIOThCS 33 TaKOO
CXEMOIO:

CIYXAJIN — BUCTYIIMJIN — BUPIINIIN (YXBAJINJIN, [IOCTAHOBUJIN).

3a3HayeHi CcloBa JIPYKYIOThCS BEIMKUMM JiTepamMu 0e3 BIACTYIy BiJ MEXl JIIBOTO IOJIS.
ITicnst ciiB CTaBUTHCS IBOKpAIIKA.

173. Ilicns cnoBa "CIIYXAJIN" 3a3Hava€eTbcsl TEKCT BUCTYILY OCHOBHOI'O JIONOBiJaua.
[IpizBumie Ta iHimiagu (iHIIad iIMEH1) KOKHOTO JIOMOBigavya APYKYIOThCS 3 HOBOTO psiaka. TeKcT
BUCTYITY BUKJIQJA€THCA Y TPETi 0c001 OJTHUHMU.

Texkctn abo Te3u AONOBIAI Ta BHUCTYIMIB, 0GOPMIIEHI SIK OKPEeMi JIOKYMEHTH, 10 TEKCTY
MPOTOKOJTY HE BKJIFOUAIOThCs. [licis BimoMocTel mpo J0MoBiiaya CTaBUThCS TUPE i 3a3HAYAETHCS:
"TekcT MOMOBiAl (BUCTYITY) HOJAETHCS O MPOTOKOIY".

174. Tlicnsa cnoa "BUCTYIINJIN" dikcyroThCsl BUCTYNIH THUX OCiO, sIKI B3I y4acTh B
00roBOpeHHI J0MoBial. Buctynu ohopMIIIOI0TECS y TPOTOKOII 13 3a3HAYEHHSIM 10Ca/I, TIPI3BUII Ta
iHimianiB (iHiiagy iMeHi) MPOMOBIIB y Ha3MBHOMY BIJMIHKY, @ TaKOX 3 BHKJIAQJECHHSAM 3MICTY
MUTaHHS Ta BiJIMOBiACH HA HHOTO. 3MICT BUCTYIIB BUKIAAAE€THCS BiJl TPETHOI 0OCOOU OJTHUHHU.

ITicna cnosa "BUPIHINIIN" ("YXBAJIMJIN", "TIOCTAHOBUJIN") dikcyeThes npuitHsTe
pilIeHHs 3 OOrOBOPIOBAHOIO MUTAHHS MOPSIKY JI€HHOro. PilleHHs MOBUHHE OyTH KOHKPETHUM 1
BKJTFOYATH CKJIQ/I0B1, IO BIJAMOBIJAIOTh HA TaKl MUTAaHHS: KOMY, 110 3pOOUTH Ta B IKUH CTPOK.

PimenHsi, mo MICTATh KijbKa MWUTaHb, MOAUIAIOTh HA MYHKTH W MIAOyHKTH, SKi
HYMEpYIOThCs apabcbkumu mudpamu. [iAmyHKTH HyMepyroThes udpamu 3 AyKKOFO.

175. 'V pa3i xonu Ha 3acijaHHI NPUHAMAETHCS PIIICHHS NP0 3aTBEPIKEHHS JTOKYMEHTa,
KU 0OrOBOPIOBABCA HA 3aCiJ]aHHI, 1€ TOKYMEHT JI0/1a€ThCS 10 MPOTOKOIY Ta B HBOMY pOOUTHCS
MOCUJIaHHSI HAa HOMEp 1 JAaTy MPOTOKOJIY. 3a HAsIBHOCTI 1HIIUX JTIOKYMEHTIB, III0 PO3IJIsSJaINCS Ha
3acijaHHi Ta (pakT 0OroBOpEeHHs SAKHX 0Yyi10 3a(iKCOBaHO B TEKCTI MPOTOKOIY, BOHU HYMEPYIOThCS
apaOcpkuMu nudpamu (momarok 1, gomatok 2). YV BIANOBIAHUX MYHKTaX MPOTOKOJY pPOOUTHCA
IIOCUJIAHHS Ha 11 10/1aTKH.

PexBizur "BigmiTka npo HasBHICTH JOJATKIB" HANpPUKIHII TEKCTy TMPOTOKOIY HeE
3a3HAYaETHCS.



176. Ilporokon 3aranbHHUX 300piB (3acilaHb, Hapajg) MIANUCYETHCS TOJOBYIOUMM Ha
3aCiIaHH] KOJIET1aJIbHOTO OPTaHy Ta CEKpeTapeM, a MPOTOKOJ 3aciJaHHs KOMICli — ycimMa 4ieHaMHu
KOMICII.

Butar 3 mpoToKoIy MiAMUCYETHCS CEKPETAPEM.

177. Jlesxi TpOTOKONM 3aciiaHb (TEXHIYHUX KOMITETIB, METOJMYHUX, EKCIIEPTHHUX,
HAYKOBHX PaJ i KOMICIH TOIO) MiJUISTal0Th 3aTBEP/KEHHIO. Y TaKOMY pa3i IMPOTOKOJ MOBUHEH
MaTH Tpud 3aTBEPIKECHHS.

178. Komii mpoTokoiB a00 BUTATH 3 HUX 3aCBIIUYIOTHCS MIEYATKOK CEKTOPY MO PoOOTi 3
NEPCOHATIOM ¥ HAJCWIIAIOTHCA B Pasi MOTpedM 3aiHTEPEeCOBAaHUM YCTaHOBAM, MOCAJOBUM 0colam,
npaniBHukaM. CIIMCOK PO3CHIIKU CKJIAJIA€ Ta MiJIHCY€E CEKpeTap.

I'maa 11. Cyx00Bi JucTH

179. CuyxO00Bi TUCTH CKIAJAIOTHCS 3 METOI0 0OMiHY iH(OpMAIIi€l0 MiXK YCTaHOBAMU SIK:

BIJIIOBIJIl IPO BUKOHAHHS 3aBJlaHb, BU3HAUEHUX 3aKOHAMM YKpaiHu, aktamu IIpe3unenrta
VYkpaiau ta Kabinery MinicTpiB YKpainu, pimieHHSMH 3’130y cynaiB Ykpainu, Pamum cynuis
VYkpainu, Buioi pagu npaBocyas;

BIJIMOBIZI HAa 3alWUTH W 3BEPHCHHS HAPOJHUX JCMyTaTiB YKpaiHH, KOPECIIOHICHIIIO
Anminictpanii IIpesunenra Ykpainu, BepxoBnoi Pamu Ykpainu, Kabinery MinictpiB Ykpainu,
Pamu cynniB Ykpainu, Buioi paau npaBocyais, iHIIAX JAepKaBHUX OPTaHIB,

BIJIMOBI/Il HA 3alMUTH 1HIIUX YCTaHOB;
BIJIMOBi/Ii Ha 3BEPHEHHS TPOMA/ISH;
BIJIMOBi/Il HA 3aMUTH Ha 1HPOPMAILIIO;
1HIIIaTUBHI JINCTH;

CYIIPOBIi/IHI JTUCTH.

180. Cuyx60Buii 1MCT OPOPMIIETHCS Ha CIIELiaIbHOMY s IUCTIB OJaHKy ¢popmaty A4
(210 x 297 mimimetpiB). SIKIIO TEKCT JIUCTa HE MEPEBUILYE CEMH PSJIKiB, BAKOPUCTOBYIOThH OJIAHK
dopmaty AS (210 x 148 miniMeTpiB).

181. Jluct w™ae Taki pEKBI3UTH: Jara, pEECTpaIliiiHuii iHIEKC, TIIOCHJIaHHA Ha
peecTpaliiHuii 1HJEeKC 1 JaTy JOKYMEHTa, Ha SIKUil JNaeTbcs BiJMOBIJb, aJpecar, 3aroJIOBOK J10
TEKCTy, TEKCT, BiJIMITKa MpO HAsABHICTh A0JAaTKiB (y pasi morpedu), MiANUC, BIIMITKA IpO
BHUKOHABIIS.

Jlatoro nmcra € nmata WOTO MiANUCaHHS, SKa TOBMHHA 30iratucs 3 JaTOI0 peecTpaiii
BUX1HOI KOPECIIOH/ICHIIIi.

Jluct, opopmienuit Ha Onanky Qopmary A4 (210 x 297 mimiMeTpiB), MOBUHEH MaTH
3aroJIOBOK JI0 TEKCTY, IO BIAMOBIIAE HA MUTAHHS "TIpo mo?".

182. OCHOBHHM PEKBI3UTOM CITY’)KOOBOTO JIHCTA € TEKCT, 10, SIK MPABUJIO, CKIATAETHCS 3
JIBOX YacCTHH. Y MEpILii YaCTHHI 3a3HAYAETHCS IPUYMHA, MiIcTaBa a00 OOIpYHTYBaHHS MiATOTOBKH
JMCTa YA HABOJATHCS MOCUJIAHHS Ha JOKYMEHTH, 1110 OyJIH MiJICTaBOIO Ui HOro ckiaaeHHs. [pyra
YacTHHA BKJIFOYA€ BUCHOBKH, MTPOTIO3HIIii, MPOXaHHS, PIIEHHS TOIIO, K1 pO3MIIIYIOThCS 3 ab3aIry.

Sk mpaBuII0, Y TUCTI MOPYIIYETHCS OJTHE TTUTAHHS.


http://www.termika.ru/dou/enc/razd1/document.html
http://www.termika.ru/dou/enc/razd1/document.html

TexcT nucTa BUKIAAAETHCS Bl MEPIIOi 0COOM MHOXHHHU 3 BUKOPUCTAHHSM CIIiB: "'TIPOCUMO
MoBiOMUTH...", "po3’sicHoeMO, mo..." abo Big TpeThboi 0COOM OJHMHM — ''TEepHUTOpiaIbHE
ynpaBiiHHS iHQopmye...", "TeputopianbHe yrpaBIiHHs BBaXae 3a JAOIIbHE .

SIKIIO JIMCT CKJIaJIEeHO Ha OJIaHKY MOCa0BO1 0COOHM, TEKCT BUKIAAETHCS BiJl MEPIIOi OCOOH
OJHWHN — "'Tipomry...", "mpomnonyto...".

183. Cuyx00Bi JHUCTH WIANUCYIOTHCA BIAMOBIAHO A0 TyHKTY 124 miei IHCTpyKmii.
['epOOBOIO MIEYATKOO 3aCBIAUYIOTHCS JIUIIIE TapaHTIWHI JUCTH.

I'naBa 12. /lokyMeHTH 10 3aciiaHb KoJeriaJibHUX opranis(KoJierii, 30o0pu,
3acilaHH$1, HAPa/Iu TOIIO)

184. 3acimaHHs KOJETialbHUX OpraHiB MPOBOAATHCSA BIAMOBIAHO JI0 3aTBEPKEHUX
1aHiB ii poboTH Ta B pa3i moTpeou.

VY mnani poOOTH KOJIeTriaJbHUX OpPraHiB 3a3HAYAIOTHCS TTUTAHHS, [0 TOBUHHI PO3TIISIaTUCS,
JaTa po3rsiy, Mpi3BUlle, iHinianu (iHiian iMeHi) J0omoBifaya Ta HailMeHyYBaHHS CTPYKTYPHOTO
HiAPO3/AITy TEPUTOPIaIbHOTO YIPABIIHHS, SKAH TOTYE IOKYMEHTH JUIS PO3TJSAY TNHTAHHS
KOJIET1aJIbHUM OPT'aHOM, CTPOK ITOJaHHS JTOKyMEHTIB.

KepiBHUKHM CTPYKTYpHUX ITiIPO3/1IIB 3aBYACHO MMOJAIOTH ISl BKIIFOYSHHS JI0 IUIAHY POOOTH
KOJIETIAJILHOTO OpraHy IepeliK MUTaHb, sSKi BOHW BBAXAIOTh 32 HEOOXiJHE PO3INISHYTH Ha HOTO
3aciganHi. [lo mepemniKy MOJaeThCs JOBiAKA PO MOTHUBU BHECEHHS IUTAaHHS Ha PO3TIIN
KOJIETiaJILHOTO OpraHy.

3arBep/UKEHUN KOJETiaIbHUM OpraHoM IUIaH poOOTH JIOBOJMTHCA 1O BiJIOMa YJIEHIB
KOJIETIaIbHOIO OpraHy, KEpiBHUKIB CTPYKTYPHHX HIAPO3JAUIIB TEPUTOPIaTbHOIO YIPABIIHHS.
JlonaTkoBi MHUTaHHS 10 3aTBEP/XKEHOTO IUIaHY POOOTH KOJIETiaIbHOTO OpraHy MOXYTb OyTH
BKJIIOUEH1 3a pillleHHsAM ii ronoBu. Cekperap KoJjeriajJbHOro oprasny, abo iHIIa ImocajoBa ocoda,
sKa BIAMOBIJHO /10 CBOiX NOBHOB@)XEHb 3a0e3Ieuye OpraHizaiilo poOOTH KOJETiabHOTO OpraHy,
1H(OpMy€e BCIX WIEHIB KOJIETIAIbHOIO OpPraHy Ta BIJNOBIAAJbHUX BUKOHABIIB PO BHECEHI IO
IUTaHY 3MIHHU.

185. JlokyMeHTH 3 MHTaHb, 10 BHOCATHCS HA PO3IJIAJA KOJETialbHOTO OpraHy MOBUHHI
MOJaBaTUCS HE MI3HINIE HIXK 3a I’ATh JTHIB JI0 3aCilaHHs, a B pa3l MPOBEICHHS M03a4eproBOrO
3acilaHHsl — He MI3HIIIEe HIXK 32 OJIWH JIeHb. 3a3Ha4Y€H1 JOKYMEHTH MICTSITh:

JIONIOBI/IHY 3aIllMCKy, aJpecoBaHy KoJjeriaibHoMy oprany (y pas3i moTpedu), B sKiif
I'PYHTOBHO BUKJIa/IEH1 MUTAHHS 3 BUCHOBKAMH Ta MPOTO3UIIISIMH;

MIPOEKT PIIICHHSI KOJIET1aJbHOTO OpraHy, a y pasi moTpedH 1 MpOeKT HaKa3y;

JOBIKY a00 JIMCT TpPO MOTOJUKEHHS  MPOEKTY 13 3alHTEPECOBAHUMHU CTPYKTYPHUMHU
nigpo3aizamMu Ta/abo iHIMMHU ycTaHOBaMH ( 200 BiIMOBIHY Bi3y Ha MPOEKTI).

[Ipn bomy Bci 0e3 BUHATKY MPOEKTY pILIEHb KOJIETIaIbHOIO OpraHy B 00OB’S3KOBOMY
NOpSAKY MaroTh OyTH 3aBi30BaHI KEpIBHUKAMHM CaMOCTIMHMX CTPYKTYPHHUX MiJPO3ILTiB
TEPUTOPIAILHOTO YIPABIIHHA, SKI MalOTh BIJHOIICHHS 0 IUTaHHS, [0  BUHOCUTHCS Ha
OOroBOpEHHsI, a TaKOXX BHKOHABLEM, IpU MOTPedi IOPUCTOM, Ta 3aCTYIHUKOM HaydalbHUKA
yIIpaBIiHHSA, SIKUH 311HCHIOE 3arajibHe KEPIBHUITBO MO JAHOMY IMUTaHHI.

CIMCOK 0Ci0, SIKi 3aMPOIIYIOThCS Ha 3aCilaHHs KOJIETialbHOTO OpTraHy;

HIIT JOKYMEHTH, HEOOX1TH1 711 PO3TJIISAY MUTAHb.



186. JloxymMeHTH, HiATOTOBIIEHI IUIsI PO3MIIALY KOJIETiaIbHOTO OpraHy, a TaKoXX OJIUH
MPUMIPHUK X KOIMH 30epiraloThCsi B CEKpeTaps KOJIETIaIbHOTO OpraHy abo IHIIOI IMOCaJ0BOi
ocobu, siKa BIANOBITHO J0 CBOIX MOBHOBa)XEHb 3a0e3ledye OpraHizaimilo poOOTH KOJETialbHOTO
oprany, ab0 B MPOTOKOJIbHIN YaCTHHI KOJIETii OKPEMO 3 KOXKHOTO 3aCiIaHHS.

187. Y pa3i mpoBeneHHS 3aKpPUTOrO 3aciaHHs KOJEriaJbHOTO0 OpraHy (3aKpHTOrO
O0OrOBOpEHHSI OKPEMHUX MHTaHb) MIJTOTOBKA JOKYMEHTIB 3IIMCHIOETHCS 3 JOTPUMAHHSIM TOPSIKY
poOOTH 3 TOKYyMEHTaMHU, 1110 MICTATH 1HPOPMAIIIIO 3 OOMEKEHHM JIOCTYIIOM.

188. 3a cBoewacHy Ta HaJeXHY MiATOTOBKY JOKYMEHTIB Ui TPOBEIEHHS 3aciJaHb
KOJIET1aJIbHOTO OpTaHy BIAMOBIJAIOTh KEPIBHUKH 3aiHTEPECOBAHMX CTPYKTYPHHUX MIAPO3/ILIiB
TEPUTOPIAIBHOTO YIIPABIIHHS.

189. Cexkperap kouserianbHOro oprany a0o iHIIa mocazoBa ocoba, sKa BIATNOBIAHO IO
CBOIX MOBHOBa)KEHB 3a0e3Meuye opraHizaiilo poOOTH KOJEriadbHOr0 OpraHy, 3A1MCHIOE KOHTPOJb
3a CBOEYaCHUM TOJaHHAM JOKYMEHTIB Ha PO3TJISi Ta IepeBipse iX Ha HAsIBHICTD y MOBHOMY 00cs3i
Ta MPaBUILHICTh 0()OPMIICHHS.

JloKkyMeHTH, 1T0J1aH1 3 HOPYIIEHHSM YCTaHOBJIEHOI'O MOPSJIKY Ta CTPOKIB, 0 PO3IIISAAY
HE IIPUIMAIOTHCS.

190. IIpoToKOJI KOKHOTO 3aCiaHHs KOJIET1aIbHOTO OpPTraHy CKJIAJA€ThbCs 3 ypaxXyBaHHSIM
BUMOT, 3a3HaYeHHX Yy myHKTax 164-178 miel [HcTpyKmii.

191. PimeHHs KOJETiaJbHOrO OpraHy TEPUTOPIAJBHOTO YIPABIIHHS peai3yIOThCs
HIISXOM BHJIAaHHS HaKa3iB TEPUTOPIATILHOTO YIPaBIIHHS, SIKUMM BOHM BBOJATHCS B Jit0. Y pasi
noTped BUKOHABISIM Ta YCTAHOBAM MOXKYTh HAJICHUJIATHCS KOMIi MPOTOKOJIB a00 BUTSTIB 3 HHX.
Butsaru 3 nmpoTokosiB opOpMITIOIOTECS Ha BIANOBIAHOMY OJIaHKY Ta 3aCBIIUYIOTHCS IME€YATKOIO
CJIy’KOM JIIIIOBOJICTBA.

I'nasa 13. JlokymeHTH npPO ¢J1y:K00BI BIAPATKEHHS

192. CnyxO00Bi BiJIps/UKEHHS MPAL[iBHUKIB 371 CHIOIOTHCS BIAMOBIIHO /10 MJIaHy POOOTH
TEPUTOPIAILHOTO YNPAaBIiHHS 3 YpaxyBaHHSAM acWTHYBaHb 3a KOIITOPHCOM BHUTpAT Ha
BIJIPSITIKEHHS.

V pa3i BUHUKHEHHS NOTpeOu B HaIpaBJIeHHI Mpal[iBHUKA Y BIAPAUKEHHs, HE nepeadayeHe
IUTAHOM POOOTH TEPUTOPIAIBHOIO YIPaBIIHHS, KEPIBHUKOM CTPYKTYPHOTO MiJIPO3JLTY, B SIKOMY
Npalioe NpaliBHUK, TOTYETbCA JIONMOBiAHA 3alKucKka Ha 1M’ HadaJdbHHMKA TEPUTOPIAIbHOTO
VIIPaBIIiHHSA, B SIKid 3a3HAYAETHCS MPO Te, KyIH, Ha SKUH CTPOK, 3 KO METOI BiIPSKAETHCS
MpaliBHUK.

[licns moromkeHHsT HayalbHUKOM TEPUTOPIAJILHOTO YIPaBIIHHS JIOTMOBIJHA 3alKcKa
NEepeaaeThCsl 0 CEKTOpPY MO POOOTI 3 MEepCOHANOM JUIs MiATOTOBKUM  INPOEKTY Hakazy IHpo
BIJIPSIIPKEHHS Ta MOAAETHCSA HaYaIbHUKY TEPUTOPIAIbHOIO YIPABIIHHS Ha IMIJNUC, K IPaBUIIO, HE
Mi3HIIIE HIK 32 TPY poO0OYMX JIHI IO TOYATKY BIAPSAKEHHS.

Jns peectpanii BiApSUKEHb B CEKTOpI MO POOOTI 3 MEPCOHATIOM BENEThCS >KypHaI
(momartox 7).

193. Ilicns moOBEpHEHHS 3 BIAPSHKCHHS TMPAIIBHUK TOTYE Yy TPUIASCHHHUM CTPOK
NUCHbMOBHUI 3BIT a00 TMOBIIOMIISIE KEPIBHUKOBI CTPYKTYPHOTO MiAPO3AUTY MPO pe3yiabTaTu
BUKOHAHHS 3aBJAaHHS, a TaKOX IIOAA€ 3BIT NMPO BUKOPHCTAaHHSA KOIUTIB y CTPOKH, BU3HAUYCHI
3aKOHO/IaBCTBOM.



3BIT Mpo BIAPSHKEHHS (BUKOHAHHS 3aBIAaHHS) 3aTBEPKYETHCS KEPIBHUKOM CTPYKTYpPHOTO
MiIPO3AUTY, 3BIT PO BUKOPUCTAHHS KOINTIB, HAJIAHUX HA BIAPS/KCHHS, BI3YETHCS 3a3HAYCHUM
KEpIBHUKOM, ITICJIS 4OTO MEePEAAETHCS 10 OYyXTalITePChKOi CITy>KOU TePUTOPIaIbHOTO YIIPABIIIHHS.

I'naBa 14. 3acBinueHnHsi Komiii Ta BUTATIB CJ1y:KO00BUX JOKYMEHTIB

194, Tlopsgok BHTOTOBJIICHHS, 3aCBIAYECHHs Ta BHUJABAaHHA KOMNIH  JIOKYMEHTIB
BHU3HAYAETHCS 1i€I0 [HCTPYKITIETO.

195. Komis g0oKyMeHTa BUTOTOBISETHCS 1 BHUIAETHCSA TUIBKM 3 JI03BOJY HadaJbHUKA
TEPUTOPIAILHOTO YIPABIIIHHSA a00 KEPIBHUKA BIAMOBIAHOTO CTPYKTYPHOTO IMiIPO3IiTY.

196. TepurtopianpHe yIpaBiIiHHS Ma€ TPABO 3acBiAYyBAaTH KOMii JOKYMEHTIB, IO
CTBOpPEHI B TEPUTOPIAIbHOMY YIPaBIiHHI, 32 BUHSATKOM KOIii JAOKYMEHTIB, SIKi BIANOBITHO A0
3aKOHOJIaBCTBA MOTPEOYIOTh 3aCBiTUEHHS B HOTAPIAIbHOMY ITOPSIKY.

197. Komii MOKyMEHTIB IHIIMX YCTAaHOB MOXXYThb BHUTOTOBJSITHCS Ta 3acBiI4yBaTHCS
TEPUTOPIAIbHUM YIPABITIHHAM B TAKUX BUIIAJIKAX:

Ha BUMOT'Y CYAOBHUX Ta IHIITHX IIpaBOOXOPOHHHUX OpFaHiB;

JUI BHYTPIIIHHOTO BUKOPHCTAHHS B TEPUTOPIAIbHOMY YIpaBIiHHI (T 4Yac BHPIMICHHS
NHUTaHb MO0 NIPUHHATTS IPOMaJISH Ha poOOTY, HABYAHHS, 3aCBIJUECHHS iX TPYAOBHX, )KUTJIOBHUX Ta
IHIIUX MpaB y B3a€MOBIJHOCHHAX 3 TEPUTOPiaJbHOMY ympamiiHHi). Hampukian, tepuropiaibHe
YIpaBIiHHSA MOK€ BUTOTOBUTH M 3aCBIIYUTH KOIIiIO TUIIJIOMa MPalliBHUKA, sIKA TOTIM Oyze MiImITa
110 Hioro 0oco0oBoOi crpaBu.

198. J103BONSETHCS BUTOTOBIIATH KOIIIO 13 3aCBIIYEHOT KOMil JOKYMEHTA, SKIIO0 OPHUTiHAI
BIJICYTHIH a00 HOr0 OTpUMaTH HEMOKIIMBO.

199. Komii 1OKyMeHTIB, CTBOPEHUX Yy TEPUTOPIaJIbHOMY YIPaBIiHHI, BUTOTOBJISIOTHCS Ta
BUJAIOTHCS HA BUMOTY IHIIMX YCTaHOB ab0 TPOMAISIH 3 JI03BOJIy HAYAJIBHUKA TEPUTOPIAIbHOTO
ynpasiiHHA ab0 H0ro 3acTymHHKA.

200. Komis nokyMeHTa MOBMHHA BiATOBIAATH OpUTIHATY, TOOTO TIOBHICTIO BiITBOPIOBATH
1H(hopMalliio OpUriHaidy ¥ yci Horo 30BHIIIHI 03HAKK a00 1X YaCTHHY.

201. He nomyckaeTbcsi BUTOTOBJIATH KOMii JOKYMEHTIB 3 HEpO30IpIMBHUM TEKCTOM,
[iAYUCTKaMH, IPUIHCAMU Ta IHIIUMHU HEOOYMOBJIEHUMH BHUITPABICHHIMHU.

202. Komis HaOyBae IOpHIUYHOI CWJIM JIUIIE B pa3i ii 3acBiIYEHHS B YCTaHOBICHOMY
MOPSI/IKY.

Hamumc npo 3acBigueHHs KOMil CKIATAETHCS 31 CINIB '"3riAHO 3 OpUTiHAJIOM', HA3BU MOCAJIH,
0COOMCTOrO MiMUCY 0COOM, SIKa 3acBiIUye KOMito, ii iHimiamiB (iHiiany iMeHi) Ta Mpi3BHILIA, AATH
3aCBITUEHHS KOIIii.

B teputopiasibHOMY ymHpaBiliHHI HallUC MPO 3aCBITYEHHS KOMIM TOKYMEHTIB CKPIILTIOETHCS
BIZIOUTKOM TEYaTKH CIIy>KOM 1o poOOTi 3 MEpCOHANIOM. Y BUIIA/IKaX, BU3HAYEHUX 3aKOHOIaBCTBOM,
KOMI1 IOKYMEHTIB 3aCB1IUYIOThCS BIIOMTKOM IepOOBOi EUaTKH TEPUTOPIATbHOTO YIPABIIHHS.

Ha nunpoBoMy OoI1li y BepXHROMY IMpaBOMy KyTi TIEpPIIOrO apKylia JOKyMEHTa
pocTaBisiEThCs BiqMmiTka "Kormist".



203. CropiHkd Komii JOKYMEHTIB (3a BHMHATKOM THX, LI0 MAalOTh OJHMH apKyI)
HYMEPYIOThCS ¥ BIIMITKa MPO 3acBIIUEHHS KOIIi MOXE JIOMOBHIOBATHCS BIIMITKOIO "'Bchoro B

KoIii apk.".

3a pillIeHHSIM TEPUTOPIATBHOTO YIIPaBIiHHSA a00 HAa BUMOTY YCTAaHOBH, SIKIM HaJTa€ThCS KOs
JTOKYMEHTA, TOIYCKAEThCS 3aCBIIYyBaTH KOIIii JJOKYMEHTIB TIOAPKYIITHO.

204.  ApxiBHIi KOMii Ta BUTATH 3aCBIIUYIOTHCS BIAMOBIIHO 70 11. 556 11i€i [HCTpyKITii.
205. 3anexHo Bij criocoOy BUTOTOBIICHHS KO MOIUISAIOTH Ha (haKCUMIIBHI Ta BiIBHI.

1) dakcumiabHI KOMii BHUTOTOBJSIOTHCS 3@ JIOIOMOTOI0  3ac00IB  KOMIIOBAIBHO-
PO3MHOXXYBAJIbHOI TEXHIKM, y TOMY 4YHCIi 0araToQyHKIIOHAIBHUX MPUCTPOIB, MO TOYHO
BIITBOPIOIOTh yCi 30BHIIIHI O3HAaKH, XYIOXXKHI OCOOJMBOCTI OGMOPMIICHHS pPEKBI3WTIB, iX
po3TalryBaHHs (BKJIIOYAIOUW MIAMKC Ta MeYaTKy) abo 4acTUHY iX;

2) ocobucTuii miAmUC MmocagoBoi 0codu, sKa IMmianucaia OPUriHAI JTOKYMEHTa, MOXKe OyTH
BIJICYTHIM y pa3l HaJICWJIaHHS KOMii IHIIUM YCTaHOBaM a0o0 SIKIIO KOIMis BUXIAHOTO JOKYMEHTa
3aJIUIIAETHCS B A1IOBOJICTBI TEPUTOPIAILHOTO YIPABIIHHSA;

3) Ha KOMifX BUXITHOTO JOKYMEHTa, IO 3aJUIIAIOTHCS B JIJIOBOJCTBI TEPUTOPiIaIBLHOTO
yIIPaBJIiHHS, TEKCTH OJAaHKIB MOXYTh HE BIJTBOPIOBATHCS, a 3a3HAYaTHCS MAlOTh JIMIIE Jara
MiIUCAaHHS JIOKYMEHTA Ta WOTO PEeECTpamiiHmiA 1HIEeKC, 1Mocaa 0co0u, sSKa 3acBiaunia KOmiro, ii
OCOOMCTHIA TTIITHC, JaTa 3aCBITUYECHHS Ta BIIOUTOK IEYATKU CIIY>KOHU J1IOBOJICTBA, HAPUKIIA:

JlaTa, iHIIeKC

TekcT nokymeHnra

Peksizur "[linnuc" (6e3 ocodbucToro miamnucy)
3riJIHO 3 OpPUTiHAIOM

ITocana

[Tignuc, iHimianm (1Himiaa iIMeH1), TPi3BUIIe
BinOuTok meuarku

Hara

Ha xomisix BHXITHUX JOKYMEHTIB, IO 3aJUIIAIOTHCS B JIIJIOBOJICTBI TEPUTOPIATILHOTO
YIpaBIiHHS, TOBUHHI OyTH BI3U MOCAA0BHUX OCi0, 3 IKMMH BOHH ITOTOJIXKEHI, Ta BI3W BUKOHABIIIB;

4) (akcuMinbHI KOMii JTOKYMEHTIB, IO BUAAIOTHCS IHIIMM YCTaHOBaM 1 TpOMajsHAM, a
TaKOX KO BUXITHUX TIOKYMEHTIB, [0 3aJIUIIAIOTHCS B AUIOBOJICTBI TEPUTOPIAILHOTO YIIPABIIHHSA,
MiUIATal0Th 3aCBITYCHHIO BIAMOBITHO M0 MyHKTIB 202, 203 miel [HeTpyKiii.

dakcUMUIBHI KOIIii, MO MICTATh (PaKCUMIIIBHE BIATBOPEHHS MIAMKUCY IMOCAIO0BOI 0COOH 1
NpU3HAYEHI JIUIIE A7 BHYTPIIIHHOIO KOPUCTYBAaHHS B TEPUTOPIaJIbHOMY YIpaBIiHHI (HApUKIIaa
KOMii PO3MOPSIAYUX JOKYMEHTIB, IUIaHIB, IOJIO)KEHb TOIO), HE TMOTPeOyIOTh J101aTKOBOTO
3aCBITYCHHS;

5) BiIbHI KOMii BUTOTOBJISIOTHCS HUIAXOM MEpeIpyKyBaHHs ab0 MepenucyBaHHS OpHUTiHAITY
JIOKYMEHTa, 10 TIOBHICTIO BIATBOPIOIOTH HOro iHdopmarito, aise He aOCONMITHO TOYHO
BIITBOPIOIOTH HOTO 30BHINTHI 03HAKH (MIPUQT, PEKBI3UTH OJIaHKA, ITAMHKC, IEYATKY TOIIO).

Binpna xomist moTpeOye 3acBiqueHHs BiAMoBiMHO A0 MyHKTIB 202, 203 miei [HeTpyKItii.



206. Butar 3i ciy:xO0BOro JOKYMEHTa BUTOTOBIIETBCS, SIKIIO HEMae HEOOXITHOCTI
BUTOTOBJIATH KOmMit0. Butiar odopmitoerbcss Ha OJaHKy TEPUTOPIAIBHOTO YIPABITIHHA 13
JOTPUMAaHHSIM TaKUX BUMOT':

y Ha3Bi BUJY IOKYMEHTA 3a3HAYAETHCA: "BUTAT 3 HaKa3y', "BUTAT 3 MPOTOKOIY";
BIITBOPIOETHCS TIOBHICTIO BCTYITHA YaCTHHA (SIKIIO BOHA €) CIIyKOOBOTO JJOKYMEHTA,;

3 OCHOBHOI YaCTHHHM TEKCTY JOKYMEHTa BHITMCYETbCS TOH IYHKT, 1H(OpMAIlis SKOTro
HeoOXimHa;

BiATBOPIOEThCs pekBi3uT "llinmuc” (6e3 ocobucroro miamnucy);

MPOCTABJSIIOTECS  BiMITKA TMPO 3acCBIUYGHHS KOMii Ta BIIOMTOK TEYaTKU CIYXOU
JIIJIOBOJICTBA.

Butsarn 3 mpoTOKOJMIB 3acBiuye CeKpeTap, SKHH CKIaJae MPOTOKOIHM Ta 3IIHCHIOE iX
30epiraHHs, 3 HaKa3iB — CEKTOp MO poOOTi 3 MepcoHaIoM abo MocaaoBa 0coda, SKa BIAMOBIIAE 32
ix 30epiraHHs.

207. Oco6muBUM BHAOM KOIMii JOKyMEHTa € AyOlikaT — TOBTOPHO OGOpMICHHIA
CIIy’)kO0BU JTOKYMEHT JJIi BHUKOPHCTAaHHS 3aMIiCTh BTPAYE€HOTO YH IMOIIKOHKCHOTO OPHTIHATY
(muTIIoMa, CBiIOITBA, TPYIOBOI KHIDKKH TOIIIO), IO MA€E TaKy camMy IOPUIANYHY CHITY.

JlyGiikaT BUTOTOBIISIETbCA HAa TaKOMY cCamMOMy OJIaHKy, IO i OpuriHaJl, Ta MiCTUTh
iH(popMariro, aHanmoriyny iHdopmarii B opurinani. Ha HbOMy mpoCTaBIsSIOTECS BIIOMTOK NEUYaTKH
YCTaHOBU M MIANMHMCU MOCAJAOBUX OCIO, sIKI MalOTh MPaBO MIANUCY LHUX JOKYMEHTIB HA MOMEHT
opopmieHHs nybmikara. Ha mnyOmikaTi mpocTaBiieTbCs y IPAaBOMY BEPXHbOMY KyTl BIAMITKA
"lyOmikaTt".

Po3aia III. Opranizanisi J0KyMeHTO000Iry Ta BUKOHAHHSA IOKYMEHTIiB

I'naBa 1. Bumoru moo oprani3amii J0KyMeHT000iry Ta BU3Ha4YeHHSI
Horo oocAry

208. J1oKyMEHTOOOIr TepUTOPIaTLHOTO YIPABIIHHSA — II€ MPOXOPKEHHS JOKYMEHTIB B
TEPUTOPIATEHOMY YIIPABJIiHHI 3 MOMEHTY iX CTBOPEHHS a00 OJepKaHHS 10 3aBEPILCHHS BUKOHAHHS
abo BiANpaBIEHHS.

209. BignoBimanbHUI MpaIiBHUK 3a IUIOBOJACTBO 3IIHCHIOE TIEPBUHHE OIpAIfOBAHHS
JIOKYMEHTIB, 1110 HaIIHIUIK 10 TEPUTOPIAIbHOTO YIPABIIHHA iX MOMNEpPEHIN PO3Tisii, peecTpaliio,
nepesavdy KEpiBHHUITBY TEPUTOPIabHOTO YIPAaBIIHHS HAa PO3IIIAl, Mepenady BUKOHABIAM. [licms
BUKOHAHHS JOKYMEHTH JIOJIy4atOThCs IO CIIPAB.

210. JlokyMeHTH HE3aJeKHO BiJ crocoOy ikcarii, BiATBOpeHHS iH(OpMAaIi MarTh
IPOXOJUTH Ta OMPAIbOBYBATHUCS B TEPUTOPIAIbHOMY YIpPaBIiHHI Ha €IMHUX OpraHizaliifHux i
IPaBOBUX 3acajiaXx oprasizauii JOKyMeHTOOOIry.

211.  [Jns 3a0e3neyeHHs e(eKTUBHOI oprasizariii JIOKYMEHTOO00Iry B
TEPUTOPIAILHOMY YIIpaBJIiHHI NepeadadaroThes:

MIPOXO/KEHHS JOKYMEHTIB HAKOPOTIIHM IIIJISIXOM;

CKOPOYEHHS KIJTLKOCTI 1HCTAHITIH, IO SKUX MOBUHHI HAAXOAUTH JOKYMEHTH (HAIPHUKIIAI i
4ac TOTO/KCHHS ),



OJTHOPA30BICTh OIEpalliii 3 ONpalloBaHHSA JTOKYMEHTIB, YHUKHEHHsS NyOIIOBaHHS IIiJ 4ac
po0OOTH 3 HUMU;

[EHTpai3allis, 30CEPE/HKCHHS 3IIMICHEHHS OJIHOTHITHHUX OIEPaIliii 3 TOKYMEHTAMH B OJTHOMY
MiCIIi;

palioHajbHE PO3TallyBaHHS B TEPUTOPIAIBHOMY YIPaBIiHHI CTPYKTYPHHUX MIIPO3AUTIB 1
pOOOYMX MiCIIb.

212. Tlopsimok JTOKyMEHTOOOITY periaMeHTYeThbCcs [HCTPYKIIE€I0, MOJOKEHHIMU IO
CTPYKTYPHI HiAPO3/1JH, TOCATOBUMH IHCTPYKLISIMHU.

213.  OcobmuBocTi opraHizaiii eJIeKTPOHHOTO JOKYMEHTOOOITY BU3HAYAIOTHCS OKPEMOIO
iHcTpykiiero JICA Vkpainu 3 ypaxyBaHHSM BUMOT HOPMAaTHBHO-TIPABOBHUX aKTIB y MiK cdepi, 1m0
MalOTh BUILY OPUINYHY CHIIy, & TaKOX XapaKTEPUCTUK TEXHIYHHX 1 MPOrpaMHHUX 3aco0iB, IO
(GYHKLIOHYIOTh Y TEPUTOPiaIbHOMY YIIPaBIIiHHI.

214. 'V pa3i BOpOBa/KEHHS B YCTaHOBI CHCTEMH EJIEKTPOHHOTO JOKYMEHTOOOIrY MOXe
OyTH po3po0IeHO periaMeHT poOOTH 3 JOKYMEHTaMH B €JICKTPOHHIN (opMi.

215. Opranizamis JOKyMEHTOOOITY y pa3i 3acToCyBaHHs 3aco0iB aBTOMaTH3aIlii
JTOBOACTBA TOBHHHA 3a0€3MEUUTH CYMICHICTH TPAAUIIAHOTO Ta aBTOMATHU30BAHOIO CIIOCOOIB
OTIPAIIOBAHHS JOKYMEHTIB 13 MOXJIMBOCTSIMU 3aC001B aBTOMaTH3AaIlil A1JI0BOJICTBA.

JliloBOACTBO B TEPUTOPIAIbHOMY  YIPaBIiHHI  3MIACHIOETBCS 32  JJOTIOMOTOIO
ABTOMATH30BAaHOI CUCTEMH JIOKYMEHTOOOITY, sSIKa MpU3HavYeHa Ul peecTpamii BXiHOI Ta BUXiTHOI
KOPECTOH/ICHIII{, TOIIYKY, KOHTPOJIO 3a JAOJEpAHHSIM CTPOKIB OMNpAIIOBAHHS JIOKYMEHTIB,
MIATOTOBKM iX JI0 TMepedadi Ha apxiBHE 30epiraHHs, CTAaTUCTUYHOI 0OpoOku iH(opMmallii mpo
JIOKYMEHTOOOIT Ta 3a0e3MeueHHs ONTUMI3allli J1II0BOICTBA.

216. OO6csar JIOKYMEHTOO00ITy TEpUTOPiaIbBHOMY yTIpaBJliHHI BU3HAYAETHCS
BIJIOBIAAJIbHUM MPAlliIBHUKOM 32 JUIOBOACTBO 3 YpaxXyBaHHSAM yCIX JOKYMEHTOIOTOKIB 3a
BIJIOBIAHMM 1Iepiof yacy (pik, MICSIb).

[TigpaxyHOK KUTBKOCTI JOKYMEHTIB 3/1MCHIOETHCS 3a peecTpaulifHuMu (opMamu BXiIHUX,
BHYTPILIHIX, BUX1THUX JOKYMEHTIB Y MICIISX IX peecTparii.

3a oauHuIO OOMIKy OepeTbcs JTOKYMEHT. PO3MHOMXeHI NpUMIpHUKH, OIpalbOBaHI
BIJIOBIAAJIbHUM IPALlIBHUKOM 3a JUIOBOJICTBO, MiJIPaXOBYIOTHCSI OKPEMO Ha OCHOBI MPUMHSTOI B
YCTAHOBI CHUCTEeMHM OOJIKY JOKyMeHTiB. OOJiK JOKYMEHTIB MOXXE 3JiHCHIOBaTHCA SK 3a
TEPUTOPIAILHUM B IIJIOMY, TakK 1 32 KO)KHUM CTPYKTYpPHUM HIAPO3IUIOM, 32 TPYIOI0 TIOKYMEHTIB.

OxpemMO MiIpaXxOBYIOTHCS 3BEPHEHHS TPOMAJSH, 3alUTH Ha MyOsuiuyHy i1H(OpMaIiio.
[TizcymxoBi J1aHi Tpo 0OCAT JOKYMEHTOOOITYy aHali3yIThCS, Y3arajJbHIOIOTHCS BIANOBIAAIBLHUM
MPAIiBHUKOM 33 JUIOBOJCTBO 3a (OPMOIO, HaBEIEHOI B nojaTky 8 mo miel Iacrpykmii i
MOJAIOTHCSI HAYAIBHUKY TEPUTOPIAIEHOTO B YCTAHOBJIEHOMY HUM TOPSAKY JUISI BXKUTTS 3aXOJiB
JUIsL yTOCKOHAJIEHHSI pOOOTH 3 TOKyMEHTaMHU.

I'nasa 2. [IpuiiMmaHHs, NepBUHHE ONPAIIOBAHHS JOKYMEHTIB Ta iX
nonepeaHin po3risia

217. JloctaBka JOKYMEHTIB J0 TEPUTOPIATBLHOTO YIPABIIHHS 3/IIHCHIOETHCS, SIK TIPABUIIO,
3 BHUKOPHCTaHHSIM 3ac00iB MOIITOBOTO 3B’A3KYy, €JIEKTPO3B 3Ky, a TaKOX Kyp €PCHKOIO Ta
(enba’ erepcbKoIo CIIy>kK0amH.


http://zakon3.rada.gov.ua/laws/show/z0736-15/print1464727667005611#n1391

218. Bci AOKyMEHTH, L0 HAIXOIATh IO TEPUTOPIAbHOTO YHPABIIHHSI, MPUAMAIOTHCS
[EHTPaIi30BaHO BIAMOBIAAJILHUM MIPALIBHUKOM 32 J1IOBOJCTBA B TEPUTOPIAIbHOMY YIIPABIIiHHI.

219. JloxkymeHTH, [0 HAMIWNUIM B HEPOOOYMH dYac, 3aJIMIIAIOTHCS B CKPHHBIN IS
npuiiMaHHA JJOKYMEHTIB.

220. Y pa3i HaAXOHKCHHS JIOKYMEHTIB B €JICKTPOHHIN ¢opMi (y ckaHOBaHIN ¢opMi) iX
pPO3APYKOBYIOTh Ha Tamepi 13 MPOCTaBICHHSIM INTAMITy JJiS BXiJHOT KOPECIOHACHIT 3
JOJAaTKOBUM TIO3HAYEHHSM JI0 BXIJHOTO PEECTPAIIHOTO HOMEpa HAIIKCY «eli» Ha HIKHbOMY
TOJTi IOKYMEHTA.

221. 'V pasi yxe OTpUMaHHSA JOKYMEHTIB €JIEKTPOHHOIO IMOINTOI HAJAXO/DKEHHS iX 110
TEPUTOPIATBHOTO YIPABIIHHS Ha MalepoBUX HOCISAX, OCTAHHI HE PEECTPYIOTHCS, a MepelaroThes
BUKOHABISIM y TOpSAKY BHU3HAueHOMY wi€l0 [HCTpykmiero, Ta 30epiraloThCst pasoM i3
JOKYMEHTaMH OTPUMaHHMHU €JICKTPOHHOIO MOIITOKO.

222. @akT HAIXOMKEHHS JOKYMEHTa [0 TEPUTOPIaIbHOTO YIPABIiHHA OOOB’S3KOBO
(iKCYeThCS NUITXOM IPOCTABICHHS HA BXITHUX JOKYMEHTaX BiJIMITKH IPO HOTO HAIXOHKEHHS JI0
TEPUTOPIAIILHOTO YIPABIIIHHS, sIKA MPOCTABIISETHCS 32 JOIOMOTO0 IITaMIIa Ha JIMIILOBOMY ITOJIi B
IpaBOMY KyTi HIDKHBOTO TIOJISI TIEPIIOTO apKylla OpUriHally JOKyMeHTa. EneMeHTamMu 3a3Ha4eHOro
PEKBI3UTY € HallMEHYBaHHS TEPUTOPIAIBHOTO YIPABIIiHHSI, peecTpaumiiHuii HoMep, nata (y pasi
noTpedu — roJMHAa i XBUJIMHU) HAJAXOKCHHS JTOKYMEHTA.

223. llepBuHHE oOmpalioBaHHS JOKYMEHTIB  BIANOBiIaJbHUM  MPAIIBHUKOM 32
TITOBOACTBO Nepeadayae nmepeBipKy NpaBUIbHOCTI JOCTAaBKM KOPECTIOHICHIIIT Ta i I[ITICHOCTI.

JIOKyMEHTH, HaJicllaHi He 3a aJpecol0, MOBEPTAIOTHCS BIANPABHUKOBI 0€3 X pO3IIIsdy.
Po3kprBaroThCs BCl KOHBEPTH, 3a BUHITKOM THX, 10 MatoTh Hanuc "Ocobucto".

224. 'V pa3si BUSBJIEHHS BIJCYTHOCTI JOJATKiB, 3a3HaU€HUX Yy JOKYMEHTI, a00 OKpeMHuX
apKyIIiB, a TaKOX IMOMHJIOK B O(GOpPMIIEHHI TOKYMEHTa, 10 YHEMOXXJIHBIIOE HOTO BUKOHAHHS
(BiACyTHICTH miAmucy, BiAOWTKA Tme4yaTku, Trpuda 3aTBEPKEHHS TOIIO), JOKYMEHT He
peeCTpy€eThes, a BIAIPABHUKOBI HAJICUIIAE€THCSA MMCBbMOBHI 3aIUT a00 oMY MOBIJOMIISIETHCS PO 1€
tesneoroM. [Ipu boMy Ha TOKyMEHT1 poOMTHCS BIJIMOBIIHA BIAMITKA 13 3a3HAYCHHSM JaTH 3alUTY
(po3moBu  TeneoHOM), TOCamM Ta TPI3BUIIA OCOOH, sIKiM 3pOOJEHO 3amuT, MIAMUCY,
po3mudpyBaHHs MIMACY 0COOH, sIKa 31MCHIIIA 3aITUT.

V pasi BiICyTHOCTI a00 HEULTICHOCTI BKJIa/I€Hb, OUIKO/KEHHSI KOHBEPTA, yIIaKyBaHHS, 1110
NPHU3BEIO J0 HEMOXJIHMBOCTI TIPOYMTAHHS TEKCTY JOKYMEHTa, CKJIAJIA€EThCsl aKT Y JIBOX
npuMmipHuKax (momatok 9). OauH TPUMIPHUK aKTa HAJCHIAETHCS BIANPABHUKOBI, 1HIIMA —
30epiraeThcs y BiJIMOBIAATBHOTO MpaIliBHUKA.

225. AgnpecHi SpIUKH PEKOMEHOBAHUX KOHBEPTIB 1 MaKeTiB 30epiratoTbes i 101AI0THCS
0 JOKYMEHTIB, a TaKO)X KOHBEPTH, KOJH JIMIIE 32 KOHBEPTOM MOXKHA BCTAaHOBHUTH aJIpeECy
BIJIITPaBHUKA, Yac BIJIIIPABIICHHS Ta OJ€p>KaHHS JOKYMEHTa, ad0 KOJIM B KOHBEPTI BIACYTHI OKpeMi
JIOKYMEHTH, a00 BCTAHOBJIEHO HEBIJIMOBIIHICTH HOMEpIB JOKYMEHTIB HOMEpaM, 3a3Ha4eHHUM Ha
KOHBEPTI.

226. JIoKyMeHTH MiUIATa0Th TONEPEAHHOMY PO3TJIISITY BiNIMOBIIATBHAM TMPAIiIBHUKOM 32
IUTOBOACTBO B JIeHb iX HAAXO/KEHHsS a0 B TepIIMi HACTYMHHM poOo4mii JeHb Yy pasi
HAJIXO/DKEHHS 1X MICHs 3aKiHYeHHS poO0Y0ro AHS, Y BUXIIHI Ta CBITKOBI HEpoOOUi JHI.

Jlopy4yeHHs yCTaHOB BHILIOTO PiBHS, TEJIETPaMu, Tele)OHOTpaMU PO3TISAAI0THCS HETaiHO.

227. Mertoro nomnepeaHboro PO3Tsay JOKYMEHTIB €:



BUOKPEMJICHHSI TaKHMX, M0 NOTPeOyloTb OOOB’A3KOBOTO PpO3IJSAY  KEpPiBHUITBOM
TEPUTOPIAILHOTO YIPaBIiHHSA 200 CTPYKTYPHUMH MiAPO3IiIaMu;

BiZOIp JOKYMEHTIB, IO HE M UIATalOTh pPEECTpallii BiIMOBIIATBHUM MpPALIBHUKOM 32
TTOBOJCTBO, & TAKOX TAKHUX, IO TEPEIAIOTHCS ISl PeECTpallii CTPYKTYPHUM MiApO3/iiam;

BCTAHOBJICHHS TEPMiHIB BHUKOHAaHHS JIOKYMEHTIB, sKi TIEPENalOThCI CaMOCTIHHUM
CTPYKTYPHHUM ITiIPO3iIaM Ui O€3MocepeTHIM BUKOHABIISIM.

228. OO0O0B’SI3KOBOMY pO3IJISAY HAYaIbHUKOM TEPUTOPIAIbHOTO YIPABIIHHA MiUISATalOTh
3aMUTH 1 3BEPHEHHS HAPOJHMX JACMyTaTiB YKpaiHW, 1HIIA KOPECIOHICHIlSA, 110 HAJAXOAWTh Bil
OpraHiB BUIIOTO piBHSA, B namii 3 rpudom "Hesinknaano". 3akoHu Ykpainu, mocraHoBU BepxoBHOT
Pamn Vxpainu, Kabinery MinictpiB Ykpaiaum, posnopskeHHs ['onoBu [lepkaBHOT cymoBoi
aaMinHicTparii Ykpainu, pimeHHs 3’i3ay cymmiB Ykpaiam, Pamu cymniB Ykpainu, Bumoi pagm
MPABOCYI/S, a TAKOXK 3alUTH W 3BEpHEHHS HApOJHUX JACMYTaTiB YKpaiHH Ta JEmyTaTiB MICHEBUX
pan, xopecrionneHmist Anminictpanii [Ipesunenta Ykpainu, BepxoBuoi Pagu Ykpainu, Kabinery
MinictpiB Ykpainu (mam — 3amuTd, 3BEPHEHHS, a TaKOXX KOPECHOHJEHIIs AAMiHICTparii
[Ipesunenra Ykpainu, BepxoBuoi Pagu Ykpainu, Kabinery MinictpiB Ykpaiau), KOpeCHOHICHIIs
BepxoBuoro Cyay, BUIIMX cleliaigi3oBaHUX cynaiB, Bumoi paau mnpaBocyans, Bumoi
kBamidikamiiinoi kowmicii cymmiB  Ykpainu, JlepkaBHoi cymoBoi anmiHicTpamii  YkpaiHw,
HOPMATHBHO-TIPABOBI aKTH OpraHiB BHUKOHABYOi BJIAJIW, pINICHHS OpraHiB MICIIEBOTO Ta
CYJUTIBCBKOTO CaMOBPSITyBaHHS, a TaKOX HAWBAKIIUBIII JOKYMEHTH, sIKi MICTATh iH(OpMAIiO 3
MPUHLIMIIOBUX TMUTaHb MISJIBHOCTI TEPUTOPIAIbHOTO YIPAaBIiHHA 1 NOTPeOYIOTh BUPIIICHHS
KEPIBHULITBOM, PO3TIISIAIOTHCS MEPIIOUYEPTOBO.

[Hmi [mokyMmMeHTH michs peecTpaimii Ta TNeperyiany MNepedaroThcss OO0 CaMOCTIMHHX
CTPYKTYPHUX MIAPO3LIIB 1 BAKOHABIISIM.

JlokymMeHTH, HaJicaHl 10 BiJioMa, BIJMOBIII HA 3aUTH Ta 3 MUTAHb MEPIOJIUYHOT 3BITHOCTI
nepeaaTbes 0e3rnocepeIHbO KEPIBHUKAM CTPYKTYPHMX IMiJIPO3/IUTIB BIAOBIAHO IO HAMIPSIMKY 200
3 ypaxyBaHHIM HaNpsSMKY TisSUIBHOCTI TAKOTO CTPYKTYPHOTO MiJPO3ILTY.

229. Ilix dac momepemHbOro pO3TISNAY IOKYMEHTIB BPAaXxOBYIOTHCS TTOBHOBa)KEHHS
Cy0’€KTIB O3y KOpeclnoHAeH i1, nepeadayeri B IlonoxenHi npo TeputopiajibHe yrnpaBiIiHHS
JepxaBHoi cynoBoi aamiHicTpaniro YkpaiHu B KuiBcbkili 00nacTi, Haka3l TEpPUTOPIAILHOTO
YIpaBJIiHHSA PO PO3IMO/LTI HOBHOBaKEHb MK HAYAJIbLHUKOM TE€PUTOPIAILHOTO YIPABIiHHS Ta HOTo
3aCTYITHUKOM, IOJIO)KEHHSAX MPO CTPYKTYpPHI MiAPO3AUIM, IOCAJ0BUX IHCTPYKLISAX, a TaKOX
HOMEHKJIaTypa CIIpasB.

I'nasa 3. PeecTpaiisi 1okymeHTiB

230. Peectpamis gokymenta — 1€ ¢ikcyBaHHA ¢akTy ab0 HAAXOJKEHHS JOKyMEHTa
IUISTXOM TPOCTaBJISTHHS HA HhOMY YMOBHOTO TIO3HAYEHHSI — PEECTPALIHHOTO 1HIEKCY 3 TOJATBIITHM
3aMMCOM y peecTpaliiiHux Gpopmax HeoOXiIHUX BiJOMOCTEH MPO JOKYMEHT.

231. Peecrtpaiist TOKYMEHTIB NMPOBOAUTHCS 3 METOIO 3a0e3medeHHs X 00MiKy, KOHTPOJIIO
3a BUKOHAHHSIM, OTIEpATHBHUM BHKOPHCTaHHSM HasBHOI B JOKYMEHTaxX iHQopmalii Ta momsirae y
BE/ICHHI 3aIUCy O0JIIKOBUX JIJAHUX MPO JOKYMEHT 3a BCTAHOBJICHOIO PEeeCTpaLiiiHO0 (OpMOI0, SKUM
GbikcyeTbes GakT CTBOPEHHS, BiAMPABICHHS a00 o/iepKaHHs JOKYMEHTA, MIJITXOM MPOCTaBJICHHS Ha
HBOMY pEECTpaIiifHOro iHIEKCY 3 MOJAIBIINM 3allMCOM Yy 3a3HaueHuX (opmax HeoOX1THUX
B1JIOMOCTEH MPO JOKYMEHT.

232. Ilin yac peectpamii JOKYMEHTIB HEOOX1THO JOTPUMYBATUCS TAKUX BUMOT:



- IOKYMEHTH PEECTPYIOTHCS HE3aJIEKHO B1J CITOCOOY 1X TOCTaBKH, IMepeadi Ui CTBOPEHHS;
- TOKYMEHTHU PEECTPYIOTHCS 3 JIOKyMEHTOIOTOKAaMH (BX1JIH1, BUXi/IHi, BHYTPILIHi);

- JIOKYMEHTH DEECTPYIOTHCS JIMIIE OAWH pa3 (BXiOHI — Yy J€Hb HAAXOKEHHs abo He
Hi3HIIIE HACTYITHOT'O POO0YOro JHS (SIKIIO JOKYMEHT HaJIWIIOB Yy HEPOOOUHii Yac), CTBOPIOBAHI —
y JIeHb TiAMHCAaHHS a00 3aTBEPKEHH);

- y pa3i mepemayi 3apeecTpOBAHOTO JIOKYMEHTa 3 OJHOTO CTPYKTYPHOTO IiIPO3ILTY 0
IHIIIOTO HOBUH peeCTpaIiiHui 1HIEKC Ha JIOKYMEHTI HE MTPOCTABIISIETHCS;

- JIOKYMEHTH PEECTPYIOThCS 3a TpylaMH 3aJIeKHO BiJl Ha3BH BHUIY, aBTOpa W 3MICTy
JIOKYMEHTIB;

233. Jloxymentn, oxepxani a0 17:00 (momemimok—derBep) Tta mo 15:00 (m’sTHUIS)
peECTPYIOThCS Ta MEPEAaloThCsl 3a NPHU3HAUEHHSM Yy TOM ke JeHb, oxaepxkani micis 17:00
(moneninok—4erBep) Ta michs 15:00 (m’ATHUIS) — HACTYMHOTO IHS; Yy HEpoOOYi JHI — MEPUIOro
HACTYITHOTO p0oOOYOTO JIHS.

234. Peectpamii miuiararoTe BCl JOKYMEHTH, MIO MOTPeOyHOTh OOJIKY, BUKOHAHHS 1
BUKOPUCTAHHS: Ti, IO CTBOPIOIOTHCS 1 BUKOPUCTOBYIOTHCS B TEPUTOPIAIbHOMY YIIPaBIIiHHI, TaK 1 Ti,
110 HAXO/AATH BiJl IHIIMX YCTaHOB 1 TPOMaIsH.

235. KoXHHH JOKYMEHT PEECTPYETHCS B TEPUTOPIATBHOMY YIPABIIiHHI JHIIE OTUH Pa3:
BXi/IHI — y JIeHb HaJXO/DKeHHS a00 He Mi3HillIe HACTYIMHOrO JIHS, CTBOPIOBaHI — Yy J€Hb MiIMHUCAHHS
abo 3aTBepKeHHS. Y pasi mepemadi 3apeecTpoOBAHOTO JOKYMEHTa 3 OJHOTO0 CaMOCTIHHOTO
CTPYKTYPHOTO MiIpO3/1Ty B IHIIUH BiH HOBTOPHO HE PEECTPYETHCH.

236. @axcorpamu (mamepoBi Komii JOKYMEHTIB, NepeAaHi 3 BUKOPUCTAHHSAM 3aco0iB
(aKCUMUIBHOTO 3B’S3KY) Ta JOKYMEHTH, IO MEPETAIOThCs €NEKTPOHHOIO TOIITOI y CKaHOBaHIN
dopmi 06e3 eNneKTPOHHOTO IM(POBOrO MIAMNHUCY PEECTPYIOTHCS B aBTOMATHU30BaHIM cucTeMi
JIOKYMEHTOOOITY, JIeé 3a3Hauya€eThCcsl CMOCi0 JOCTaBKM JIOKyMeHTa. HaaxomxkeHHs oOpuriHamy
BIJIMIOBITHUX JIOKYMEHTIB (PIKCYeThCSI B ABTOMATHU30BaHIM CHUCTEMI JOKYMEHTOOOIry, B sKii
3a3HAYA€THCS JAaTa HAJAXOKEHHS OPUTIHAITY, HA JIOKYMEHTI POCTABISETHCS PEECTPALIMHUN IITaMIT
1 BIANOBITHUM HOMep JoKyMeHTa. OpUTiHAIM TaKUX JOKYMEHTIB MEPeJaroTbCsl B YCTAHOBIEHOMY
HOPS/IKY TOJIOBHOMY BUKOHABIIIO.

237. Peecrtparis BXiHOT Ta BUXIJHOI KOPECIOHICHIN, 3TIHCHIOETHCS IMEHTPATi30BAHO
BIJIMOB1TAJTIbHUM TIPAIIBHUKOM 3a JIIJTOBOJICTBO.

[IpuMmipHuii mepenik JOKYMEHTIB, IO HE TMiJITal0Th PEeecTparlii BiIMOBIIaTbHAM
MPAIiBHIKOM 3a JIIJIOBOJICTBO, 3a3HaueHuH B goaarky 10 mo miel [acTpykiii.

238. Peecrpaunis 3BEepHEHb, MPOIO3MIIH, CKapr TpOMaJsH, 3amUTIB Ha MyOIiuHy
iH(pOopMaIlio 311HCHIOETHCS BIAMOBIIATBHIM MPALIBHUKOM 3a J1II0BOJICTBO.

Haka3um TtepuropiaqpbHOro YyHOpaBliHHA 3 KaJpOBUX MHUTaHb (0OCOOOBOrO CKIady), 3
aJIMiHICTPaTUBHO-TOCTIOAAPCHKUX MHUTaHb, OCHOBHOI JiSUIBHOCTI, TIPO BIAITYCTKH PEECTPYIOTHCS B
CEKTOpi Mo poOOTi 3 MEPCOHATIOM.

JloroBopu, 10 YKJIAJatOThCS TEPUTOPIATBHUM YIIPABIIHHIM PEECTPYIOTHCS B IOPUIUIHOMY
CEKTOPI.

239. [Ilig 4vac peectpallii TOKYMEHTa HAJAa€ThCcsl yMOBHE LU(poBe (JIiTepHO-IIHPPOBE)
MO3HAYCHH — peecTpaliiHuii iHaekc. EneMeHTamMu peecTpaliifHOro iHAEKCY € MOpPSIKOBUM
HOMEp JJOKYMEHTa B Me)KaxX IpyINu JOKYMEHTIB Ta JaTa Horo peecTpariii..



240. CxafioBi YaCTMHHU PEECTPALIWHOTO 1HIEKCY BiIOKPEMIIIOIOTHCS OJHA BiJ OAHOI
npaBoOIiYHUM THpe Ta/ab0 MOXWiIoK puckoro. IlocnigoBHICTH HamMCaHHS CKIAJAOBUX YaCTUH
peecTpaIiitHOro 1HAEKCY MOXKE 3MIHIOBATUCS 3aJI€KHO Bij TOTO, IKMWA JTOKYMEHT PEECTPY€ETHCS, —
BX1/IHUH Y TaKWH, [0 CTBOPEHUHN Y TEPUTOPIaIbHOMY YIIPaBIIiHHI.

241. Iunmexcu BXiHMX 1 CTBOPIOBAaHMX (BUXIJHUX) TEPUTOPIAIbHUM YIIPaBIiHHAM
JOKYMEHTIB CKJIQJIAIOThCS 3 MOPSAKOBUX HOMEPIB y MEXaxX IPYIH JOKYMEHTIB, III0 PEECTPYIOTHCH,
SKi BIANOBIAHO JO 3aBJaHb IONIYKY JOMOBHIOIOTHCS I1HAEKCAMH 33 HOMEHKIIATYPOIO CIIPaB.
Hanpuxian:

- Bxigawmit: Ne 15, ne 15- nmopsinkoBuii Homep peectpartii
- Buxignumit: Ne 03-22/25, ne 03-22 — HOMep HOMEHKJIATYpHOI CIIpaBH, 25 — MOPSIKOBHA
HOMED peeCTpallii.

Iamekcammu HakasiB, TPOTOKOJIB, IOBIIOK € X peeCTpariiiHi MOPSIKOBI HOMEpPH, SKi
MIPUCBOIOIOTHCS KO)KHOMY BHY IOKYMEHTa OKPEMO B MeXaX KalleHAApHOTO POKy. [HIeKCH MOXKYTh
JIOTIOBHIOBATHCh Yepe3 MOXWITY PUCKY 1HAEKCAaMHU 32 HOMEHKJIATYpOIO CIpaB, e Oyne 30epiratucs
JIOKYMEHT, Ta 4epe3 TUPE JITEePaMH 3 MUTaHb AISUTBHOCTI.

242. OO0k po3MOpsAIINX JOKYMEHTIB Ta IOBIIOK 31HICHIOETHCS B OKPEMHUX JKypHaJIax.

243. 3 MeTow pO3pi3HEHHS TIPYN HakKa3iB 3 KagpoOBUX MHUTaHb KOXKHOTO BHUAY JO
HOPSZIKOBOTO HOMEpa MOJKE JI0IaBaTUCS JIITSPHHUH 1HICKC.

Jliist HaKka3iB TEPUTOPIATBLHOTO YIPABIIHHS PEECTPALlIHHIN 1HACKC CKIIAIA€ThC:

JUIS HaKazy 3 OCHOBHOI JISIBHOCTI — 3 MOPSAIKOBOTO HOMEpa Ta JITepH 0'';, HAMPUKIALI:
1/o;

U1 HaKa3y 3 0cOO0BOTO CKJaly — 3 TOPSIIKOBOrO HOMepa Ta JiiTepu "K', Hampukiaaa: 1/k;

JUIS Haka3y 3 HaJaHHs BIAIYCTOK — 3 MOPSIKOBOTO HOMepa Ta JliTepu 'B', Hanpukiaza: 1/B;
JUI Haka3zy 3 aaMIHICTpaTHBHO-TOCHOJAPCHKUX IUTaHb — 3 TOPSJIKOBOTO HOMEpa,
Harnpukiaz: 1.

244. B ycraHOBax MOXE 3aCTOCOBYBATHCH OHA 3 TPbOX (POPM peecTparii TOKyMEHTIB —
KypHaJbHa, KapTKOBa Ta aBTOMAaTH30BaHa (3 BHUKOPHUCTAaHHSIM CIELIAIbHUX KOMII IOTEPHUX
nporpam).

B TeputopiambHOMY yIpaBlliHHI 3aCTOCOBYETHCS aBTOMAaTH30BaHa ¢opma peecTparil
JIOKYMEHTIB.

245.  KypuampHy ¢GopMy peecTpariii ITOKyMEHTIB IOIUIFHO BHKOPHUCTOBYBATH JIAIIEC B
yCTaHOBAaxX 3 00cCAroM A0KyMeHToo0iry no 600 1OKyMeHTIB Ha piK, BUKOPHUCTOBYIOUM (hopMu
KypHaITiB, HaBeeH1 B joaarkax 11, 12 no miei [HeTpyKIii.

246. Y pasi BIpoBapKEHHS aBTOMATH30BaHOI POPMHU peecTpariii JOKyMEHTIB (OPMYEThCS
0aHK peecTpaliifHUX JTaHUX B EJIEKTPOHHIM (opMi, a 3a HasBHOCTI JIOKAJIbHOI Mepexi —
HEHTpaJbHUI OaHK peecTpalifHuX JaHUX JJIs BUKOPHCTAHHS MpaliBHUKaMH iHopMalii npo Bci
JOKYMEHTH 1 MicIle TX po3TallyBaHHS.

I'naBa 4. Opramni3anis nepegayi J0KyMeHTIB Ta iX BUKOHAHHS

247. Ilicmsa  peectpamii  TOKYMEHTH TIEpEeNalOThCS HA  PO3IUIAL — KEPIBHHUILTBY
TEPUTOPIAILHOTO YIPABIIHHSA B JIeHb iX HAJAXOMKEHHS ab0 HACTymHOro poOodoro IHs B pasi


http://zakon3.rada.gov.ua/laws/show/z0736-15/print1464727667005611#n1413

HA/IXO/DKEHHS JIOKyMEHTIB y HepoOounii vac. Tenmerpamu, TenegoHOrpaMu Ta iHII TEPMIHOBI
JOKYMEHTH TIepeIaloThCsl HETaiHo, ajie He Mi3HillIe HiXK Yepe3 OJHY FOJUHY MIicis IX OTpHUMaHHS.

Y pa3l HakiaAeHHS Pe30JIolii KEpIBHUUTBOM TEPHUTOPIATBHOTO YIpPaBIiHHSA HE
Oe3rmocepeIHO Ha BXITHOMY JIOKYMEHTI, IO HBOTO JIOJAETHCS PO3POOJICHUN CIeliaIbHUA OJIaHK
JUTSL PE3OJIIONIIT, JIe BKA3YEThCs: HaUMEHYBaHHS TEPUTOPIATHHOIO YIPABIIHHS, JUISI PE3OJIOLII 10
BXigHOTO Jicta Ne 1 jgara, 3MICT pe30JIOIii, TMocajna Ha NPI3BHINE Ta iHIMIAIA HadaIbHHUKA
yIpaBiHHsA a00 0COOM sIKa BUKOHYE HOro 000B’sI3KM Ta JaTy HaKJIaJdaHHSA pe3oomii (moxaTtok 13).

248. JlIoKyMEHTH, PO3IJISIHYTI KEpiBHUIITBOM YIPAaBJIiHHS, MOBEPTAIOTHCSA 3 PE3OJIIOLIEI0
010 iX BUKOHAHHS BiANOBITAJFHOMY MPALiBHUKY, SKa 3/IMCHIOE CKaHyBaHHS Ta Iepenady
JOKYMEHTIB /Il BAKOHAHHSI.

249. JIOKyMEHT, BHMKOHAHHS $KOTO JIOPYYEHO KUIBKOM CTPYKTYpPHUM Mipo3Aijiam,
NEePEIaEThCsl BUKOHABISIM OJIHOYACHO Yy BHIVIAJI KOMIM 3 TEpelavyero OpUTIHATY T'OJOBHOMY
BHUKOHABIIO, BU3HAYCHOMY B pe3ororii mepmmmM. OpuUTiHAIU JOKYMEHTIB, IO MepeOyBaloTh Ha
0CO0JINBOMY KOHTPOJI 30€pIiraroThCs y BiIMTOBIAAIEHOTO TPaIliBHUKA 32 JIIJIOBOJICTBO.

250. @axT mnepemadi JOKYMEHTIB BUKOHABISIM (DIKCYETHCS IUISIXOM IPOCTABICHHS
OIANUCY Y  BIANOBIAHOMY pEECTpi TMepelaBaHHS JIOKYMEHTIB 13 3a3HadYeHHSAM JaTHh
nepeaBaHHs/OTPUMaHHs OpUTIHAT JOKYMEHTa ab0 HOro KOomii.

[Tepenaga TOKyMEHTIB Yy MeXax CTPYKTYPHOTO MiAPO3AUTY 3AIMCHIOETHCS Yepe3 KepiBHUKA
CTPYKTYPHOTO ITiIPO3/ILITY.

251. 3a BUKOHAHHS JOKyMEHTa BIJIMOBIAAIOTH OCOOW, 3a3HA4YeHI B PO3MOPATIOMY
JOKYMEHTI, PpEe30JIIOLIAX KEpIBHUILITBA TEPUTOPIAJILHOTO YIPABIiHHSA, Ta NPALIBHUKHU, SKUM
0e31ocepeIHbO JOPYICHO BUKOHAHHSI.

['onoBHMIT BUKOHaBEIb OpraHizoBye pOOOTY CIIIBBUKOHABI[IB, 30KpeMa BH3HA4Ya€ CTPOKHU
MOJIaHHS HUMU MPOTO3ULIIN, TOPSAIOK MiITOTOBKHU, IIOTOJKEHHSI IPOEKTY JOKYMEHTA.

CriBBUKOHABIII BIAMOBIAAIOTH 3a MiATOTOBKY HA HAJEXHOMY piBHI Ta CBOE€YACHE IOJAaHHS
TFOJIOBHOMY  BUKOHABLIO MPOMO3MIIM. Y pa3l HECBOEYACHOTO IMOJAHHSA  IMPOMO3ULIN
CIIBBUKOHABIISIMM T'OJIOBHHUM BUKOHABElb 1HPOPMYE Mpo 11€ KEpIBHUKA, IKUI HaJaB JOPYUYECHHS.

252. BukoHaHHsA JOKyMeHTa Inepeadadae 30MpaHHS Ta ONpAIfOBaHHS HEoOXinHOT
iH(dopmallii, MATOTOBKY MPOEKTY BIANOBIAI Ha JOKYMEHT 4YH HOBOIO JOKYMEHTa, MHOro
O(pOpPMIICHHS, y3TO/DKEHHS, TOJaHHS JUIsl  MiAOUCaHHS  (3aTBEP/KEHHS)  KEPIBHHUIITBY
TEPUTOPIAILHOTO YIPABIIIHHA, y JEIKUX BUINAJAKaX — KEpPIBHUKOBI CTPYKTYpHOTO MiApO3Ally, a
TaKOX y pasi moTpedu — MiATOTOBKY JUIsl IEPECUIIaHHS aJipecary.

253. IlpamiBHUK, BiINOBIJAIGHWN 3a BHUKOHAaHHS MJOKYMEHTa, y pasi BIiIIIyCTKH,
BIJIPSA/DKEHHS, 3BUIbHEHHS 3000B’A3aHMN TepefaTd iHIIOMY MpAI[iBHUKOBI 3a MOTOKEHHSAM 31
CBOIM  Oe3mocepelHIM KEpIBHUKOM YCl HEBHUKOHAHI JOKYMEHTH Ta MoiH(GOpMyBaTu
BIJIMOBIAAIbHOMY TPAI[iBHUKY 3a JUIOBOJACTBO MpO INepenadyy JOKYMEHTIB, BUKOHAHHS SKHX
nepedyBae Ha KOHTPOJIi, IHIIOMY BUKOHABIICBI.

I'maBa 5. Oprani3anisi KOHTPOJII0 32 BUKOHAHHSAM IOKYMEHTIB

254. KoHTposib 3a BHUKOHAaHHSM JOKYMEHTIB 3JIIHCHIOETHCS 3 METOH 3abe3medeHHs
CBOEYACHOI'0 Ta HAJIEHOTO X BUKOHAHHSL.

255.  KoHTpomnb 311HCHIOEThCS 32 BUKOHAHHSAM YCIX 3apPEECTPOBAHUX JOKYMEHTIB, B SKHUX
BCTAHOBJICHO 3aBJIaHHS, a TAKOX 32 BUKOHAHHSIM YNPaBIiHCHKHUX pillleHb Ta TOPYYECHb KEPiBHUIITBA
TEPUTOPIATILHOTO YIIPABIIIHHS.



256. OOOB’S3KOBO KOHTPOJIOETHCS BHKOHAHHS 3aBJaHb, Iepel0aueHNX aKTaMU OpraHiB
JIep’KaBHOI BiIaiad, OpraHiB Biaan ABToHOMHOI PecnyOmikm Kpum Ta nopydeHHSMHM BHIIHX
nocaZoBux oci0, pimeHHsMu 3’130y cyaniB Ykpainu, Pagum cymmiB Ykpainu, Bumoi paau
NpaBOCY/Js, HAJaHHS BIANOBIAEH HAa 3amUTH, 3BEPHEHHS, a TAaKOK HAa KOPECIIOHCHIIIIO
Anminictpanii [Ipesunenta Ykpainu, BepxoBnoi Pagu Vkpainu, Kabinery MinictpiB Ykpainu,
BepxoBHoro Cyay, BumuX cCHemiamizoBaHuX cCyaiB, Bwumoi pagum npaBocynus, Bwumoi
KBaiQikaniitHoi komicii cynaiB YKpaiHu, po3mopsadi JOKYMEHTH Ta JOPYYCHHS KEpiBHHIITBA
HepxaBHoi cynoBoi aaminicTpanii Ykpainu, pimenns koinerii JICA Ykpainu, 3anuTy Ha MyOJaidyHy
iH(opMaIliro, po3rJsi 3aIUTIB 1 3BEPHEHb HAPOTHUX JICTTYTaTiB Y KpaiHu.

257. Opranizaiito KOHTPOJIO 32 BHUKOHAHHSAM 3IMCHIOE HAYaIbHUK TEPUTOPIaTIbLHOTO
yIIpaBIIiHHS.

Y CTpyKTypHHX TiApo3aiiax Oe3nocepefHiii KOHTPOJb 32 BHKOHAHHSAM JOKYMEHTIB
3MIIACHIOE KEPIBHUK CTPYKTYPHOTO MiAPO3ALITY.

BinnoBiganbHicTh 32 BUKOHAHHS JOKYMEHTa HECYTh OCOOH, 3a3HAYEHI y PO3MOPSIAYOMY
JIOKYMEHTI (Hakasi), pe3oolii KepiBHHKa, Ta OE3MOCepe/Hi BUKOHABIN. Y pa3i KOJH JTOKYMEHT
BUKOHYETHCS KIIbKOMA MpalliBHUKAMU, BiMOBIAAJIFHUM 32 OpPTaHi3allil0 BUKOHAHHS (CKIMKAHHSA) €
MpaliBHUK, SIKUH Y PE30JIOLii 3a3HAYCHUN EPIITUM.

258. TunoBi CTPOKM BHKOHAHHS JOKYMEHTIB BCTAHOBIIOIOTHCS HOPMATHBHO-TIPABOBUMH
aKTaMu, a IHAMBIAyallbHI — pO3MOPAIYMM JIOKYMEHTOM TEPUTOPIaJbHOTO YHpPaBIiHHA a0o
PE3OITIOIIEI0 KEPIBHUIITBA TEPUTOPIATBHOTO YIIPABITiHHS.

259. Crpoku BHWKOHAHHS OCHOBHHX JIOKYMEHTIB HaBomsAThcs B Jlomatky 14 mo miei
[HCTpyKILi.

260. CrpokM BUKOHAHHS BHYTPIIIHIX JOKYMEHTIB OOUMCIIIOIOTHCS B KaJIEHAAPHUX JHSX,
MOYMHAIOYH 3 IaTH MiAnucaHHs (peecTpallii), a BXiTHUX — 3 JaTH HaIXOKeHHs (peecTparlii).

K0 ocTaHHIM J€Hb CTPOKY BHMKOHAHHS JIOKyMEHTa MpHIAJaEe Ha HEpoOOUMid JEeHb,
OCTaHHIM JTHEM CTPOKY BUKOHAHHS JOKYMEHTA BBa)XKA€THCS pOOOUYU IeHDb Iepe]l HEPOOOUUM JTHEM.

261. JIOKyMEHT, B IKOMY HE 3a3Hau€HO CTPOK BUKOHAHHS, IIOBUHEH OYTH BUKOHAHWUU He
mizHime Hix 3a 30 KalleHAapHUX JHIB 3 JHS HOTO peecTpallii B TEpUTOPiaTbHOMY YIIPaBIIiHHI.

3aBIIaHH$I, BU3HAYCHC Y CJ'IY)K60BOMy ,Z[OKYMCHTi, BUKOHYETLCA B y'CTaHOBJ'ICHI/Iﬁ CTPOK.

SIK1mo  3aBAaHHSA HOTpC6y€ TCpMiHOBOFO BUKOHaHH, 00OB’SI3KOBO  3a3HAYAETHCS
KOHKpCTHI/Iﬁ KiHI_ICBI/Iﬁ CTPOK BUKOHAHHA.

262. JIOKyMEHTH HANalOThCS HA MIANHC KEPIBHUKY a00 YIIOBHOBAaXKEHIM iM 0co0i He
mi3Hime 3 IHIB 0 3a3HAYEHOTO B HUX TEPMiHY BUKOHAHHS, JOKYMEHTH SIKi TOTPEOYIOTh BIAMOBIII
y BOPOAOBXK 3-5 NIHIB — HAJAIOThCS HA MIJNUC HE Mi3HIIIE 2 HIB J0 3a3HAYEHOI'0 B HUX TEPMIHY
BUKOHAHHS, a JOKYMEHTH B SKUX TOPYIIYIOTbCS TMHTaHHsS, [0 MOTPeOYIOTh TEpMiHOBOTO
BUPIMICHHS — B ICHh HOTO OTPHUMAHHS Ta BUKOHAHHSI.

263. TepMiH BUKOHAHHS JIOKYMEHTa MOXKE OyTH 3MIHCHHH JIMIIIE 32 BKa3iBKOIO ITOCAI0BOT
oco0wu, sika MOro BCTAaHOBWIIA, & y pasi il BIACYTHOCTI — ITOCAI0BOI 0CO0H, siKa 11 3aMiIIae.

VY pa3i noTpebu CTPOK BUKOHAHHS JOKYMEHTa MOXe OYTH MPOJOBKEHO 32 0OIPYHTOBAaHUM
MPOXaHHSM BUKOHABIl, SKE IIOAAEThCS HE IM3HINIE HDK 3a IUSTh JHIB J0 3aKiHYCHHS
BCTAaHOBJIEHOTO CTPOKY B JOKYMEHTaxX 3 TepMiHOM BuKOHaHHS 10 30 IHIB, a IMIOAO0 JOKYMEHTa 3
TEpMiHOM BUKOHAHHA /0 15 AHIB — 3a JBa JHI 10 3aKiHUEHHS BCTAHOBJICHOTO CTPOKY.



264. 3MiHIOBaTH TEPMiH BHKOHAHHS DIllIEHb KOJETIaTbHOTO OpPraHy Mae IMpPaBO TiIbKH
caM KoJIeTiaJIbHHI oprad ado 3a HOro JOpyYeHHSM — KepIBHUK YCTAaHOBH (HAa4aJbHUK YITPABJIiHHSA).

265. VY pa3i HEMOXKJIMBOCTI BUKOHAHHS JIOPYYCHHS B YCTAHOBJICHI CTPOKH BUKOHABEIlh 3a
CiM JHIB JI0 3aKiHYEHHS LIUX CTPOKIB BHOCHTh HAYaJIbHUKY TEPUTOPIaJILHOTO YIPABIIHHA MOAAHHS
npo X IMepeHeceHHs 3 OOTPYHTYBAaHHSIM IMPUYNH HEBUKOHAHHSI.

266. CniBBUKOHAaBII 3000B’s13aH1 110/1aBaTH MPOMO3UIIlii TOJIOBHOMY BUKOHABIIO ITPOTITOM
MIePIIOT MOJIOBUHHU CTPOKY, BIIBEICHOTO JIJISl BAKOHAHHS IOPYYCHHS, 3aBIaHHS.

267. InguBinmyaJbHUH CTPOK BUKOHAHHS JOKYMEHTa MOXKE€ OyTH 3MIHEHUH JHIIe 3a
BKa31BKOIO KEpPIBHUITBA TEPUTOPIATBHOTO YNPABIiHHA, a B Pa3i iX BIACYTHOCTI — IOCaI0BOi
ocobu, gKa IX 3aMiIiac.

268. B3aTTS MOKyMEHTa Ha KOHTPOJb 3A1MCHIOETHCSA HA IMiJICTaBl PE30JIOLIi KEepIBHUIITBA
TEPUTOPIATLHOTO YIIPABIIIHHS.

KoHTpoib 3a BHKOHAaHHSM JIOKYMCHTIB BKJIFOYA€ B3ATTS JOKYMEHTIB HAa KOHTpPOJb,
BU3HAYCHHS ()OPM 1 METOJIB KOHTPOJIIO, IEPEBIPKY XOAY CBOEYACHOTO JOBEICHHS JOKYMEHTIB JI0
BHUKOHABIIIB, KOHTPOJb 3a CTAaHOM BHWKOHAHHS, 3HATTS JOKYMEHTIB 3 KOHTPOJIO, HAIpaBICHHS
BUKOHAHOTO JOKYMEHTa /O CIpaBH, OOJIK, y3arajlbHCHHS Ta aHali3 Pe3yJIbTaTiB BUKOHAHHS
JIOKYMEHTIB, iH()OpMYBaHHS KEPIBHUITBA MPO XiJ] Ta pe3yabTaTH X BUKOHAHHS.

269. JlmeM BHWKOHaAHHS 3aBJaHb, IEPEIO0AYCHMX aKTaMH OpraHiB JEp>KaBHOI BIIAJIH,
opraniB Biuamu ABtoHOMHOI PecryOmikm Kpum Ta 1nopydeHHSMHM BHIIMX TIOCaJIOBHX OCi0,
pimeHHaMu 3’130y cyaniB Ykpainu, Pagu cynaiB Ykpainu, Bumoi paau mpaBocynas, HaJaHHS
BIJINOBIJIEW HaA 3amUTH, 3BEPHEHHS, a TaKOX Ha KOpecmoHeHIio AnMinicTpamii [Ipesunenra
VYkpainu, BepxoBHoi Pagu Ykpainu, Kabinety MinictpiB Ykpainu, BepxoBHoro Cyny, BHIIUX
cremjani3oBaHux cyniB, Bumoi paau npasocynns, Bumoi kpamidikamiiiHoi KoMmicii cynaiB
VYkpainu, po3nopsaui JOKyMEHTH Ta JopydeHHs kepiBHulTBa JICA VYkpaiHu, pillleHHsS KoJerii
JACA Vxkpainu, 3anutd Ha mnyOomiyHy iHQOpMalLiio, pO3IJISA 3amHTIB 1 3BEpHEHb HAapOJIHUX
JenyTaTiB YKpaiHUM BBaXa€TbCS JEHb pEeCTpalii B TEPUTOPIAIbHOMY YIPaBIiHHI BHUXIJIHUX
JOKYMEHTIB PO BUKOHAHHS 3aB/IaHb.

[lomepenHs BiANOBiAb, SK 1 3aMUT MPO JOKYMEHT, L0 BHUKOHYETbCA, HE MOXeE OyTH
M1JICTaBOIO JIsl BU3HAHHS IOKYMEHTA BUKOHAHUM.

270. BukoHaHI JOKYMEHTH IIOJAIOTBCS HA IMIANHC KEPIBHULUTBY TEPUTOPIaIbHOIO
yIIpaBIIiHHSA 3a I1’ATh JAHIB J10 3aKIHYEHHS CTPOKY 1X BUKOHAHHS 3 METOIO 3aJIMIICHHS [IEBHOTO Yacy
Ha X JI00IPAaLIOBAHHS 32 PIIEHHSM KEPIBHUIITBA.

271. JlaHi npo HACHIJKK BHUKOHAHHS B3ATHUX Ha KOHTPOJIb JOKYMEHTIB 32 HEOOXIJHICTIO
NEepIOJUYHO Y3arajbHIOIOTHCS 1 JIONOBIIAIOTHCS HAYaJbHUKY TEPUTOPIAILHOTO YIPABIIIHHA
(momatox 15)

I'naBa 6. Indopmaniiino-goBinKoBa po6oTa 3 T0KyMeHTAMH

272. IadopmarniitHO-I0BiTKOBa pOOOTa 3 JOKYMEHTAMH IOJISATAE B TOIIYKY HEOOXITHHX
JIOKYMEHTIB 3 BUKOPUCTaHHSIM 1H(pOpMaIlii, BHECEHOI JO aBTOMAaTH30BaHO1 CUCTEMH J1JI0BOJICTBA.

Jlnst migBuIeHHsS €()eKTUBHOCTI pOOOTH MONTYKOBOI CHCTEMH B aBTOMATH30BaHIM CHUCTEMI
JTOBOACTBA BIAMOBIJAILHUM MPALIBHUKOM 32 [IJOBOJCTBO PO3POOIISIOThCS KiacuikariiHi
JOBIJTHUKY (BHIIB TJOKYMEHTIB, KOPECTIOHACHTIB, BUKOHABIIIB, PE30JIIOIIIH TOIIIO).



273. TakoX B aBTOMaTH30BaHii CHUCTEMi IIIOBOJCTBA MOUIYK KOHKPETHOTO JOKYMEHTa
3IIMCHIOETBCS 32 pPEKBI3UTaMM (3aroJIOBOK, Ha3Ba BHJY JOKYMEHTa, JaTa HpPUHHSATTS, HOMEp
JIOKYMEHTa, aBTOP JOKYMEHTa TOII[0) a00 32 KOHTEKCTOM (KJIF0UOBE CJIOBO 260 ¢pasa). [TomrykoBuii
3aMUT MOXKE MaTH Oy/b-Ky KOMOIHAIIiF0 pEKBI3HTIB.

I'naBa /. Ilopsok onpanOBaHHs TA HAJCUJIAHHA BUXITHUX
JOKYMEHTIB

274. Buxigni JOKyMEHTH HAACWIAIOThCA aapecaraM 3 BHKOPHCTAHHIM 3aco0iB
MIOIITOBOTO 3B’SI3KY, €JIEKTPO3B’SI3KYy, & TAKOXK JIOCTABISIOTHCS KYp €PCHKOIO, (eNb]’ €repchbKOr0
ciy»)0amu.

275. OnmpamtoBadHs JOKYMEHTIB ISl BiJIPABICHHS MOIITOBUM 3B’S3KOM 3IIHCHIOETHCS
BIJIMOBIAAIbHUM TPAI[IBHUKOM 32 JUIOBOJCTBO TEPUTOPIAIILHOTO YIPABIIHHA  BIAMOBIIHO [0
[IpaBun HagaHHS TOCIYT IMOIITOBOTO 3B’S3KY, 3aTBEP/UKEHUX MOocTaHOBOl Kabinery MiHicTpiB
VYkpainu Big 05 6epe3ns 2009 poxy Ne 270 (31 3miHam#).

276. 3 BUKOpHUCTAaHHSM 3acO0iB €NEKTPO3B’SI3KY BIAMOBINANBHUIA TpaIliBHUK 34
JTOBOACTBO 3IIHCHIOE Mepeaady teierpam, pakcorpam, TenedoHorpam, eIeKTPOHHUX TIOKYMEHTIB
13 3aCTOCYBaHHSIM €JIEKTPOHHOTO II(PPOBOTO MiIMTUCY.

VY pa3i HagcunanHs (pakcorpaM HEOOXITHO HAIICIAaTH TaKOX OpHUTiHAN JOKYMEHTa B
narnepoBii hopmi.

Bunu noxymenris, iHdopMalis 3 SKUX NEpeJaeThCsi KaHAJaMH €JIEKTPO3B 3Ky, a TaKOXK
HEOOX1THICTh 1 IOPSOK HAJICWIIAHHS aJpecaToBi IX OpUTIHAIIY B MMarepoBiii popmi BU3ZHAYAIOTHCS
Haka3zoM JICA Vkpainu Ne 231 Bix 15.11.2016 «Ilpo 3atBepakeHHst TuMyacoBOro nopsiiky oomMiny
OQIITHUMH €IEKTPOHHUMU JTOKYMEHTAMU.

277. IudopmariiiHi, TeleKOMyHIKaliifHI Ta iHpOpMaLiiHO-TEIEKOMYHIKAIIlHI CUCTEMHU
MOBUHHI 3a0€31e4yBaTH 3aXKCT B/l HECAHKIIIOHOBAHMX i, sIKI MOKYTh MPU3BECTU 10 BUMAJKOBUX
a00 YMUCHUX 3MIH 44 3HUILIEHHS 1HPOopMaIii.

278. BuxigHi JOKYMEHTH B TEpUTOpiaJIbHOMY YIpPaBIiHHI  OINpPalbOBYIOThCS U
HAJCUJIAIOThCA LIEHTPAJII30BaHO B JEHb 1X HAAXOJKEHHS BIJ CTPYKTYPHMX MIIPO3JILIIB —
BHUKOHABIIIB 200 HE Mi3HillIe HACTYITHOTO pOO0YOTO JHS.

279. Peecrpamiiinuii  HOMEp BHIXIJHOTO JIOKYMEHTa CKIIAJITA€TBCA 3  HOMEpY
HOMEHKJIATYpHOI CIpaBH, Jie Oyne 30epiraTHch JOKYMEHT, Ta 3 MOPSIKOBOTO HOMEpa peecTparlii
BUXIJHOTO JOKYMEHTA 3 TIOYaTKy POKY, SIKHil CTABUTHCS Yepe3 MOXUITY JIHIFO.

280. He nmomyckaerbesi HaiacwiaHHS abo Tepemada JOKYMEHTIB 0e3 iX peectparii B
aBTOMATH30BaHINA CUCTEMI I1JI0BOJCTBA.

281. PesepByBaHHS a00 HaJaHHS BUKOHABISIM BHUXIJHMX HOMEpIB Ha HE MiJAMUCaHI Ta
Hernpe/ SIBJICHI Ha PeecTpallito JOKYMEHTIB 3a00pOHSIEThCS.

282. OpwuriHamu HakasiB, IUIaHIB, 3BITIB, TPOTOKOJIB TOIIO 3aJMIIAIOTECS B
TEPUTOPIATTLHOMY YITPaBJIiHHI, B 1HIIII YCTAHOBH HAJICHJIAIOTHCS 1X 3aBipeHI KOITii.

283. Ilix yac mnpuiiMaHHS BiJl BUKOHABI[IB BUXIIHHX JIOKYMCHTIB BiJIOBIITbHIMA
MpaIliBHUK 32 J1JIOBOJICTBO 3000B’sI3aHUM MTEPEBIPUTH:

MPaBUJILHICTh O()OPMIICHHSI IOKYMEHTa (CKJIa 1 pO3MIIIEHHS B HhOMY BCiX PEKBI3HTIB);

HasBHICTH 1 TPaBUJILHICTh 3a3HAYCHHS aPECH;
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HasBHICTh Ha JOKYMEHTI1 BIIMITKH MPO JTOJATKH,
HAsBHICTH yCiX HEOOXIAHUX MiJMHUCIB HA TOKYMEHTI Ta 10/1aTKaX /10 HbOTO;

HASBHICTP Bi3 Ha KOIii BUXIJIHOTO TOKYMEHTA, 1110 3AJTUIIAETHCS Y CIIPaBaX TEPUTOPIaILHOTO
YIpaBIiHHS |

HasIBHICTb 1 TOBHOTY JI0JIaTKiB;
BiJIMOBIAHICTH KUTBKOCTI TPUMIPHUKIB KUTBKOCTI aJJpecaTiB.

284. Komis BUXiTHOTO JTOKYMEHTa MMOBMHHA OyTH 3aBi30BaHa BUKOHABIIEM Ta IOTOJKEHA
BIJIMIOBITHUM KEPIBHUKOM CTPYKTYPHOTO MiApo3ainy. BiAmoBiganpHICTh 3a 3MICT JOKYMEHTa,
HasBHICThH Bi3, OAATKIB, NMPAaBWIBHICTh aJIpECyBaHHsS, a TaKOX HOTO IMANMHCAHHSI y KEPIBHHUIITBA
0e3mocepeTHhO HECE BUKOHABEIIh JIOKYMEHTA.

285. JloKyMeHTH, IO HAJCHIAIOTHCS OJHOYACHO OJHOMY W TOMY CaMOMY aJpecaTroBi,
BKJIQJIAIOTHCS B OJIMH KOHBEpT (ymakyBaHHs1). Ha KOHBepTi 3a3HayaeThbes aapeca, 3a HEOOX1THOCTI
MPOCTABIISIOTHCS PEECTpPAIliifHI 1HIEKCH BCIX JTOKYMEHTIB, SIKi MICTATHCS B KOHBEPTI.

286. JlocwianHs a0o 3aMiHa PO3iCIAHOTO PaHIlIe TOKYMEHTA 3IIMCHIOETHCS 32 BKa31BKOIO
0CaI0BOi 0CO0M, sIKa MiANucana JOKyMEHT, a00 BiNOBIIaIpHOTO MPAIiBHUKA 32 JUIOBOJICTBO.

287. 'V pasi HaJaCWIIaHHS KOPECHOHEHINT O 1HIIUX MICT, KpIM HaliMEeHyBaHHS yCTaHOBH,
MOCaIu Ta MPI3BUINA aJpecara, CIIij] 3a3Ha4aTi TOYHY ajpecy (IMOIMTOBUH iHJIEKC, 00JIaCTh, paiioH,
MICTO, BYJIUIISL, HOMEP OYIHHKY).

288. Oxpemi MOKyMeHTH (MpEeTeH3ii, BII3UBH HA TO30BHI 3asBH TOINO) HAJICHIAIOTHCS
4yepe3 MOIITOBY CIIYk 0y 3 0hOpMIICHHSM MOIITOBOT KBUTAHITII.

289. CrpykTypHi MiJIpO3aUIM Ta OKpeMi BHMKOHAaBII 3000B’s3aHi IepeaaBaTH BUXIJIHI
JIOKYMEHTH Ta 1HII MOLITOBI BIANPABICHHS BIANOBIIaJIbHOMY IPAaLlIBHUKY 3a JALIOBOJCTBO B TakKi
TOJIMHH:

MTOHEIIJIOK, BIBTOPOK, cepena, uetsep — o 16:00;
m’ sstHunsT — go 14:30.
Pozain IV. CucremaTusanis ta 30epiranisi 1OKyMeHTIB y J1iJ10BOACTBI

I'naBa 1. CkiiajaHHA HOMEHKJIATYPH CIIPaB

290. HomenknaTypa cnpaB Impu3Hau€Ha ISl BCTAHOBIIEHHS B YCTAHOBI €JMHOTO TIOPSAKY
dbopMyBaHHS ClpaB He3alekHO Bim ¢opMu Hocis iHPopMalii, 3a0e3medeHHs iX O0OJIKYy,
OTIEpaTUBHOTO TONIYKY JTOKYMEHTIB 3a X 3MICTOM 1 BHJIOM, BU3HAYEHHS CTPOKiIB 30epiraHHs crpan
Ta € OCHOBOI /I CKJIaJaHHS ONKCIB CIpaB MOCTIMHOrO Ta TpuBanoro (moHax 10 pokiB)
30epiranHs, a TaKoX 715 OOJIKY crpaB TUM4YacoBoro (10 10 pokiB BKIIOYHO) 30€piraHHs.

Y  TepuTOpiaJIbHOMY YIpPaBIiHHI CKJIaJalOThCs HOMEHKJIATYpH CIIpaB CaMOCTIHHHMX
CTPYKTYPHUX TAPO3IUTIB (lali — CTPYKTYPHI miapo3ainun) (ogarok 16) i 3Be/ieHa HOMEHKIIaTypa
CIpaB TEPUTOPIATBLHOTO YIpaBIiHHs (101aTOK 17).

291. 3BeneHa HOMEHKJIATypa CHpPaB TEPUTOPIAIBHOTO YMPABIIHHSA CKJIAAAETHCS 0c00010,
BIJINIOBIJAJIHOIO 33 apXiB TEPUTOPIATIHLHOTO YIPABIIHHS.



292. Ilig yac ckjajaHHS HOMEHKJIATYpH CHOpaB y TEPUTOPIATbHOMY YIpaBIiHHI
BUKOPHUCTOBYETbCS CTPYKTYPHUN IPUHLIUII ii TOOY10BH.

293. Ilig gac po3poOiaeHHSI HOMEHKIATYPH CIIPaB YCTAHOBH, KPIM 3BEJICHHS HOMEHKIIATYP
CIIpaB CTPYKTYPHUX M1IPO3/1IIB, 3 METOIO O1IbII ITOBHOTO OXOIUICHHS IOKYMEHTOOOITY BUBUAETHCS
Ta aHANI3ye€ThCS AUIBHICTH YCTaHOBM B LioMy. [Ipy 1IIbOMy BHKOPHCTOBYIOTBHCSI TOJOXKECHHS
(craryTH) TpO YCTAaHOBY Ta ii CTPYKTYpPHI MiAPO3JUIA; IITaTHI PO3MHUCH; TUIIOBI a00 MpPUMIpHI
HOMEHKJIATYpH CIIpaB; HOMEHKJIATypH Ta OIMCH CIpaB 3a MUHYJl pOKH; Kiacudikatopu
JIOKYMEHTIB 1 KOPECIIOHJEHTIB;, pPEeCTPaIiiiHO-00IIKOBI Ta KOHTPOJIbHI KapTOTEKH; THUIIOBUH Ta
rajgy3eBi Mepeliku BHIIB JOKYMEHTIB 13 3a3HAUYE€HHSM CTpPOKIB iX 30epiraHHs, a TaKoX
YPaxoBYIOThCS 3aBJaHHS yCTAHOBU HAa HACTYITHHUMN PiK.

294. HomMeHKnaTypu cCHpaB CTPYKTYPHUX IMIJPO3AUTIB TEPUTOPIATHHOTO YIPABIIHHS
pO3pOOIIAIOTECST HE Mi3HIme 15 nmcromasa MOTOYHOTO POKY OCO000, BIIIMOBIIANBHOK 3a
JIOBOACTBO y CTPYKTYPHOMY MiJIPO3/iJi, HA MiJCTaBl BUBYEHHS JOKYMEHTIB 3 YCiX MHUTaHb HOTO
JSUTBHOCTI 13 3aiydeHHsM (paxiBIiB, SKi MPAmIOOTh Yy MiAPO3Iii, MIAMHUCYETHCS KEPIBHUKOM
CTPYKTYpHOTO MiAPO3AUTY Ta Bi3ye€ThCs OCO0OI0, BIAMOBIJANBHOIO 3a apXiB TEPUTOPIATBHOTO
yIpaBIiHHS.

295. Y HOMEHKIATypi cCHpaB Tepen0dadaroThCsl 3arojOBKH CHpPaB JUIsl TPYIMyBaHHS
JOKYMEHTIB, IO Bi0OpaXkaloTh YCi JOKYMEHTOBAHI MIJISHKYA W MUTAHHS JISJIBHOCTI YCTaHOBH, a
TaKOX:

HE 3aKiHYeHI B JUTOBOJICTBI CIIpaBH, IO HAAIWIUIM BiJ YCTaHOB-TIONEPETHUKIB A iX
MIPOJIOBXKEHHS, Y TOMY YHCII PEECTPalliifHO-T0BIIKOBI Ta KOHTPOJIbHI KapTOTEKH, HOMEHKJIATYpH
CTIpaB;

CIpaBU 3 NUTaHb, BUPILIEHHA SKUX TpPUBA€ OuLIbIIE OJHOTO POKY abo sKi BeayTbCs
BIIPOJIOBXK JEKIIBKOX POKIB (TIEpeXifHI CIpaBH), IO BHOCITHCS JO HOMEHKJIATYypH CIIpaB KOKHOTO
POKY BIIPOJIOBXK BCbOI'O CTPOKY iX BUPIIIEHHS a00 BEJCHHS;

CIpaBU IMOCTIHHO MAIIOYUX KOJIETiadbHUX OpraHiB (KoJeriii, paj, KOMiCii, TBOpPYHMX TPyl
TOIIIO);

CIpaBd THMYACOBO JMIIOUYMX OpraHiB, JOKYMEHTH SKHUX € IPaBOBOKO IIJICTABOIO JJIst
HIATBEPKEHHS] TOBHOBA)XEHb YCTAaHOBM a0O NPUIMHEHHS 11 JISUIbHOCTI (HANpUKIIAA CIpaBU
JKBITAIIAHOT KOMICIT).

296. Jlo HOMEHKJATypu CIpaB BKIIOYAIOTHCS, SIK MPAaBUIIO, OPUTIHAIM JOKYMEHTIB. 3a
pimenHsaM ExcneptHoi kowmicii (mami — EK) ycranHoBM 10 HOMEHKIIaTypu CHpaB MOXYThb
BKJIIOYATUCS KOMil THPaKOBAaHUX JOKYMEHTIB, 110 HAKOMUYYIOTbCS B CTPYKTYPHHUX MiJIpO3/iIax
(po3mopsI4i JOKYMEHTH, MOJIOKEHHS MPO CTPYKTYPHI MiAPO31IH, TOCAA0B1 IHCTPYKLIT TOIIO).

297. Jlo HOMEHKJATYpH CIIpaB He BKIIOYAIOTHCS JPYKOBAHI BUAAHHS, HOBITHUKH (Y TOMY
ymcii TenedoHH1), OroJeTeHl, pegepaTuBHI KypHalU, eKcrpec-iHopmarlis.

298. 3BeneHa HOMEHKJATypa CHpaB TEPUTOPIAIbHOIO YHPABIiHHS CKIAJA€ETHCS Ha
miicTaBl HOMEHKJIATYp CIIPaB CTPYKTYPHUX IMiIPO3/LTIB.

299. HowmeHknaTypu cIOpaB TEpUTOPIAIbHOIO YHPABIiHHA Ta HOro CTPYKTYpPHHX
HiApOo3aiTiB 0(hOPMITIOIOTH TaK, SIK BU3HAUEHO JaJi.

Y rpadi 1 mnpocraBnseTbcs 1HIEKC KOXKHOI CHpaBH. [HIAEKC cmpaBU CTPYKTYPHOTO
HiAPO3ALTY CKIQAAEThCS 3 IHACKCY CTPYKTYpHOTO MiApo3niny (Kiaacu]ikaTropoMm CTPYKTYPHHUX
MiIPO3AUTIB) Ta TOPSIKOBOTO HOMEpa CIpaBH B Mexax miaposainy. Hampukman: 05-10, ne 05 —
1HJIEKC CaMOCTIHHOTO BTy, 10 — mOpsiAKOBUI HOMED CITPaBH.



VY rpady 2 BKIIOYAIOTHCS 3arOJIOBKU CIpaB (TOMIB, YaCTHH), SIKi MAIOTh YiTKO, Y CTHCIIN
y3arajbHeHii Gopmi BitoOpaxaTu CKIaj i 3MIiCT JOKYMEHTIB CIPaBH.

He po3BonsieThCs BXKUBAaHHS B 3arojiOBKax CIpaB HEKOHKPETHUX (POpMYITIOBaHb
("marepianu", "3arampHe NHCTyBaHHA", "BXiJHa KOpeCHOHJEHIA", "BUXiJHA KOPECHOHJCHINS",
"(hiHaHCOBa TOKYMEHTAIIis" TOIIO), @ TAKOXK BCTABHUX CIIIB 1 CKJIaJHUX CHHTAKCUYHHUX 3BOPOTIB.

ITig yac ¢opmyarOBaHHS 3ar0JIOBKIB CIIPaB BPAXOBYIOTHCS TaKi O3HAKH ()OPMYBaHHS CIIPaB,
SK HOMIHaJbHA, AaBTOPCHKA, KOPECIOHJCHTChKA, MPEIMETHO-NIUTAIbHA, XPOHOJIOTIYHA,
reorpadiuna. JIokyMeHTH (GOPMYIOTHCS y CIOPaBH Ha OCHOBI OKpeMOi O3HaKu ab0 CHOTydeHHS
O3HaK.

3aroJ0BOK CHpaBU CKJIATAETHCS 3 €JIEMEHTIB, IO PO3MIIIYIOTHCS B TaKid IMOCIIIOBHOCTI:
Ha3Ba BUAY CIIpaBU (JIMCTYBaHHS, )KYpPHAJ, KHATa TOIIO) YM BUAY JOKYMEHTIB y CHpaBi (HaKa3,
MIPOTOKOJIU, aKTU TOLIO); aBTOP JOKYMEHTIB (HalilMEHYBaHHS YCTAaHOBH, CTPYKTYPHOTO MiAPO3/ILTY);
KOPECIOHICHT a00 aapecar (HaliMEeHYyBaHHSI YCTAHOBH, JIO SKO1 aapecoBaHi ado Bij SKOI HATIHILTH
JIOKYMEHTH); CTHCIUN 3MICT JIOKYMEHTIB CHpaBHU (IIUTaHHS, 3 SKOTrO0 (OPMYETHCS CIIpaBa); 3a
HEOOXIJTHOCTI — Ha3Ba perioHy (TepuTopii), 3 IKUM MOB’sI3aHUI 3MICT JJOKYMEHTa; Aata (Tiepion), 10
AKOi HaJjexaThb JOKYMEHTH CIPaBH; BKa3iBKM Ha HasBHICTh KOMiil JTOKyMEHTIB y cmpaBi (y pasi
noTpedn).

SIKimo cmpaBa CKJIAAAa€Tbes 3 PI3HUX 32 BHJAMU JIOKYMEHTIB, IIOB’S3aHUX OIHUM
KOHKPETHUM THUTAHHSM Ta IOCIIIOBHICTIO BEICHHS JIJIOBOACTBA (CYAOBI, Ciadi, 0COOOBI TOIIO),
BXKHMBAIOTH TepMiH "cnpasa', Hanpukia: "Ocobosa cipaBa [lerpenka Bomonumupa IBanosuua'.

VY 3arosoBkax chpaB, L0 MICTATh JOKYMEHTH 3 OJHOTO IHTaHHsS, HE IIOB’s3aHi
MIOCJIIIOBHICTIO BEJCHHS MPOIEAYP AUTIOBOACTBA, BXKHUBAETHCSA TEPMIH "JOKYMEHTH'", a MICJs HbOTO
B JIy’KKaX 3a3Ha4yaloThCs OCHOBHI BHJM JOKYMEHTIB CIpaBH, Hanpukiajn: "J[okymeHTH (miaHu-
rpadiku, aHKEeTH, JOBIAKH TOLIO) MPO MPOBEJIEHHS OISy CTaHy AUIOBOJCTBA Ta 30epiraHHs Yy
CTPYKTYPHUX MiJpO3AiJIax TepuTopiadbHOro ympasiiHHA". TepMiH "JOKyMeHTH" BKHBAa€ThCS
TaKOXK y 3arojoBKax CIpaB, M0 MICTATh JOKYMEHTU-JOJATKU J10 OyJb-KOr0 HOPMATHBHO-
IIPABOBOI'0 aKkTa abo po3MopsI40ro JOKYMEHTA.

VY 3aronoBkax cmpaB, MNpU3HAUYEHUX Ui TpYyNyBaHHA JOKYMEHTIB OJHOIO BUAY,
3a3HAYaIOThCS BUJI IOKYMEHTAa y MHOXKHMHI Ta aBTOp JOKYMEHTIB, Hanmpukiaa: "Hakasu 3 ocHOBHOI
JisIbHOCTI TepuTopianbHoro ynpasiiHHs JJCA Ykpainu B KuiBcbkiit o6macti”.

VY 3arosoBkax cmpas, IO MICTITh JIMCTYBaHHS, 3a3HAYAIOTHCS KOPECIOHJEHT 1 CTUCITUHN
3MICT JIOKYMEHTIB.

VY 3aronoBkax cHpaB, IO MICTATh JHCTYBaHHS 3 KOPECIOHJIEHTaMM, OJHOPITHUMHU 32
XapaKTepoM JIsUNIBHOCTI, TaKl KOPECIIOHJAEHTH HE MEepeNiyyloThCs, a 3a3Ha4aeThbCs iX y3arajibHEeHe
HailMeHyBaHHs, Hanpukiaa: "JIUCTyBaHHS 3 MICHEBUMM 3arajlbHUMHU CyJaMH 3 [HUTaHb
3a0e3meueHHs AisUIbHOCTI CyiB".

VY 3arosioBkax crpaB, IO MICTATh JIUCTYBaHHS 3 PI3HUMH KOPECIOHAEHTaMH, TakKl
KOPECIIOHIEHTH HE 3a3HAa4al0ThCA.

VY 3arojoBkax CHpaB, IO MICTATh IUIAHOBO-3BITHY JIOKYMEHTAIlll0, 3a3HAYAEThCS MEPiof
(Micsib, KBapTal, MiBpiuYs, piK), B SKOMY IUIAHYETbCSI CTBOPEHHS JOKYMEHTIB, abo mepiof ix
(aKTUYHOTO BUKOHAHHS, HAITPUKIIA:

1. [1nan OCHOBHMX OpraHizamiiHUX 3axofiB TepuTopiaabHoro yrpasiinHaa JICA Ykpainu B
KuiBcrkiii o0macti Ha 2018 pik;



2. 3BIT mpO BHUKOPUCTAHHS OIOHKETHUX KOIUTIB TepuTopiambHOoro ympasninasa JICA
VYkpainu B KuiBchkiii o6sacti 3a 2017 pik.

[lix vac po3MillleHHsS 3arojOBKiB CIpPaB y HOMEHKIATYpPl BPaXxOBYIOTHCS Ba)KJIUBICTh
JIOKYMEHTIB, BKJIIOYCHHX JI0 CIPaBH, 1X B3a€MO3B’s30K. Ha moyaTKy pO3MINIyIOTHCSI 3aroJIOBKU
CIIpaB II0JI0 JOKYMEHTIB, sIKi HAIWIIUIM BijJl OpraHiB BUIIOTO PiBHS, Aalli — IIOJ0 OpraHi3aiiiHo-
pO3MOPSAY0T JTOKYMEHTAIll1, MJIaHOBO-3BITHOI JOKYMEHTAIlil, JTUCTYBaHHS, OOJIIKOBO-IOBIIKOBUX
BU/IB JIOKYMEHTIB. Y KOXHIH 3 IIMX TPYH JOKYMEHTH TaKOX PO3MIIIYIOTBCS 3 YypaxyBaHHSIM
BaKJIMBOCTI Ta CTPOKIB 30€piraHHs.

BxkasiBky Ha HasSBHICTh KOMIH JOKYMEHTIB Yy CIIpaBli PO3TAaIIOBYIOTh ITiCJIS 3aroJioBKa,
Hanpukiaz: "Hakasu 3 ocHOBHOI JistiibHOCTI 32 2017 pik (komii)".

I'pada 3 HOMEHKIATYpH 3alOBHIOETHCS HANPHUKIHII KaJCHIAPHOTO POKY, KOJH Bigoma
KUTBKICTh C(HOPMOBAHHUX TOMIB, YACTUH CIIPABH.

VY rtpadi 4 HOMEHKIATYpU 3a3HAYAIOTHCA CTPOKU 30epiraHHs CHpaB, HOMEpPU CTaTel 3a
TUTMIOBUMH (TaJly3€BUMH) TepeTiKaMu JOKYMEHTIB 13 3a3HaUEHHSM CTPOKiB iX 30epiraHHsl.

JlonycKaeThCsl TOCHIIAHHS HA PSJI CTATeH MEpeiKy JOKYMEHTIB i3 3a3Ha4CHHSIM CTPOKIB iX
30epiranHs (y TOMY YHCIHI PI3HHX TEPEeNTiKiB, SIKIIO 3aCTOCOBYIOTHCS THIIOBHH 1 ramyseBuii). [Ipu
[OMY CTPOK 30epiraHHs 3a3HA4Ya€ThCS BIAMOBIIHO JO CTATTi, 10 BCTAHOBJIIOE HAWOUIBIINN CTPOK
30epiraHHsl.

Jlnst  TOKyMEHTIB, He TmepeadadyeHux [II0YMMH TIepellikaMd, CTPOKH 30epiraHHs
BU3HAYAIOTHCA Ha MijicTaBl iX BuB4eHHs EK ycranoBu.

VYCTaHOBH, Yy AISIBHOCTI SKMX YTBOPIOIOTHCA JOKyMeHTH HA®, moromxyoTh i CTPOKHU 3
EIIK BIiAMOBIIHOTO [JEpKAaBHOTO apXiBy. YCTaHOBM, Yy [ISJIBHOCTI SKUX HE YTBOPIOIOTHCS
nokymenTn HA®, noromxyrots 1i crpoku 3 EK oprany Buimoro piBHs (3a HasiBHOCTI). IIpu npomy
B HOMEHKJATypl cmpaB poOutThcsi npumitka "Crpok 30epiranHs BctaHoBieHo" (Ha3zBa EIIK
JIepKaBHOTO apxiBy, mpotokod Big  Ne  ); "Crpok 30epiraHHs BcTaHoBieHo" (Ha3Ba EK
OpraHy BUIIOIO piBHS, MPOTOKON Big_ Ne "

Jlns cnpaB, cOPMOBAaHUX 13 TUPAKOBAHUX KOIINH JOKYMEHTIB, BCTAHOBIIOETHCS CTPOK
30epiranHs "Jloku He MHHE MoTpeda" He3alIekHO BiJl CTPOKY 30epiraHHs OpUriHAIIB JOKYMEHTIB
(y ToMy uHchai W A7 JOKYMEHTIB MOCTIHHOIO CTpPOKY 30epiraHHs) Oe3 MOCHJIaHHS Ha CTaTTIO
BIJITIOBIJTHOTO MEPeTiKy TOKYMEHTIB 13 3a3HAaUYE€HHSIM CTPOKIB iX 30epiraHHs.

Crpok 306epiranHs cnpaBu "Il ciaykO0BOro KOpPHCTYBaHHS" HE BCTAHOBIIOETHCS, a
2
BIJIMOBIAHIN rpadi HOMEHKIATypH cIpaB NnpocTaBisieThes no3Hauka "EK" (excnepTHa komicis).

VY rpadi 5 "llpumitka" poOnATHCA MO3HAYKK MPO MEPEXiJHi CIpaBH; MPO CIpPaBH, IO
BEJlyThCS B €JIEKTPOHHIN (HopMi; PO MOCaTOBUX OCi0, BIAMOBIIATbHUX 3a GOPMYBaHHS CIPaB; PO
nepeavy CrpaB JI0 apXiBy YCTAHOBH UM 1HIINX YCTAHOB IS IX TIPOJIOBKEHHS TOIIIO.

300. Homenknarypa crnpaB TEpUTOPIaJbHOTO YHOPABIiHHS MiANHCYETHCS 0CO00I0,
BIJIMIOBIJJAJIEHOIO 32 apXiB TEPUTOPIATBHOTO YIPABIIHHS.

YcTaHOBH, y AiSUTBHOCTI SIKUX YTBOPIOIOTHCA AOKyMeHTH HA®D, y mojanpiiomMy MoJaroTh
CBOI0O HOMEHKJIATYpy cripaB Ha po3risa ExcrieprHo-niepeBipHoi komicii (mami — EIIK) BinmosimHoT
JIep>KaBHOI apXiBHOI YCTaHOBH, Y 30HI KOMIUIEKTYBaHHS SIKO1 BOHH ITepeOyBarOTh.

TeputopiangbHe yHIpaBiIiHHS TI0Ja€ CBOIO HOMEHKIATypy cmpaB Ha posriasin  EIIK
Hepxauoro apxiBy KuiBchkoi obmacri (nani — JIAKO).



YcTaHoBH, y TiSUIBHOCTI SIKMX HE YTBOPIOIOThCA JOKyMeHTH HA®D, moaroTh HOMEHKIATYpy
cnpaB EK oprany Buioro piBHs (32 HasiBHOCTI).

Homenknarypa cripaB yCTaHOBH MIIJISATAE MOTOKEHHIO 3 BIAMOBITHUM JIEP)KaBHUM apXiBOM
a00 CXBAJICHHIO OPraHOM BHIIIOTO PIBHSI OJIMH pa3 Ha I’ SITh POKIB 200 HEBIAKJIAIHO B pa3i ICTOTHUX
3MiH y CTPYKTYpi, QYHKIIISX Ta XapakTepi poOOTH YCTaHOBH.

301. TIloromxena EIIK BignmoBiAHOTO JEpKAaBHOTO apXiBy HOMEHKIATypa CIpaB
3aTBEPKYETHCSI KEPIBHUKOM YCTAaHOBU 200 0CO000, SIKa BUKOHYE MOT0 000B’SI3KH.

302. HomeHkJIaTypa CIpaB YCTAaHOBHM CKJIAJIAEThCS B YOTHUPHOX MpUMipHHKaX. [lepimii
(HEMOTOpPKAaHHWI) TPHUMIPHUK 3BEICHOT HOMEHKJIATYpH CIpaB 30epiraerbes y  ocobu,
BIJIMOBIAJIHOT 3a JIUIOBOJCTBO TEPUTOPIAIBHOIO YIPABIIHHSI, JIPYrHil — BUKOPHCTOBYETHCS
0c00010, BIJMOBIJAIIFHOIO 32 TIOBOJCTBO TEPUTOPIATHHOTO YIPABIiHHS, K POOOYMH, TPETid —
nepenaeTbesi 0co0i, BIAMOBIAANBHIA 3a apXiB TEPUTOPIATBHOTO YIPABIIHHSA ISl 3I1HCHEHHS
KOHTPOJIIO 32 (JOPMYBAHHSIM CIPaB y CTPYKTYPHHX IMiIPO3/iJaX, YSTBEPTUH — HAJACHIAETHCS O
BIJITIOBITHOI Iep:KaBHOI apXiBHOI ycTaHOBH, 200 OpraHy BHILOTO PiBHSL.

303. ns BUKOpHCTaHHA B poOOTiI CTPYKTYpHI HiAPO3IIIH TEPUTOPIATBHOTO YIPABIiHHS
OTPUMYIOTH BiZl 0coOH, BIAMOBIAAIBHOI 32 apXiB, 3aCBIIYEHI B YCTAHOBJICHOMY IOPSJKY BUTATH 3
BIJITOBITHUX PO3/IUTIB 3aTBEPKCHOI HOMEHKJIATYPHU CIIPAB TEPUTOPIAILHOTO YITPABIIIHHS.

304. [Ilporsirom poOKy CTPYKTYpHI  MiIpO3AUIM  TEPUTOPIaIbHOTO  YIPABIiHHS
3a0e3revyroTh BEICHHS HOMEHKJIATYp CIpaB, 30KpeMa 3a HEOOXiZHOCTI BHOCSTH J0 HHUX 3a
MOTOJDKEHHSM 3 0C00010, BIAMOBIIATHHOIO 32 JIOBOJICTBO, Ta 0COOO00, BIJIOBIIAILHOKO 32 apXiB,
HOBI CIIPaBH, He NepedadeHi YNHHOK HOMEHKIIATYpOIO CIpaB, 3aCTOCOBYIOUH MTPH LIbOMY PE3€pBHI
HOMEpPHU HaNPUKIHI{I HOMEHKJIATYpH.

305. HanpwukiHIli poKy HOMEHKJIaTypa CIIpaB TEPUTOPIiaJIbHOTO YIPaBIiHHSI 00OB’SI3KOBO
3aKpUBAETbCA  MIJICYMKOBUM  3allUCOM, M0 TMiAMHCye ocoba, BiAMOBianbHa 3a apxiB
TEPUTOPIAILHOTO YIPaBIIIHHS.

306. [Iloromxena 3 EIIK BigmoBigHOTO JAep’KaBHOTO apXiBy HOMEHKJIATypa CIpaB
TEPUTOPIAIBHOTO YNPABIiHHS HANPUKIHII KOXHOTO POKY YTOUHIOETHCS, IEPEIPYKOBYETHCH,
3aTBEP/DKYETHCSI HauyaIbHUKOM TEPUTOPIAIbHOIO YIPABIiHHSA Ta BBOAUTHCS B Aito 3 01 ciuHd
HOBOT'O POKY.

I'naBa 2. ®opmyBaHHs cnipaB

307. CmpaBu (opMYIOTECS B TEPUTOPIATbHOMY YHPaBIIiHHI JELEHTPaTi30BaHO, TOOTO B
CTPYKTYpPHUX MiIPO3/iJax.

308. Ilixg yac opmyBaHHS CHpaB CIiJ JOTPUMYBATHCS TAKUX 3arajbHUX MPABUIL:

BMIIIYBaTH y CIpPaBU TUIbKM BUKOHAHI JIOKYMEHTH BIJAMOBIAHO JO 3arojlOBKIB CIIpaB Y
HOMEHKJIATYpI;

TpyIyBaTH y CHpaBU JOKYMEHTH, BUKOHaHI MPOTITOM OIHOTO KaJICHIApPHOTO POKY, 3a
BUHATKOM TEpEXiJTHUX CIpaB (BEIyTbCSA MPOTATOM KUIBKOX POKIB /0 iX 3aBepIIEHHs), 0COOOBUX
cripaB (popMyrOTbCS TPOTATOM TMEpioAy poOOTH OCOOM B YCTaHOBI), JOKYMEHTIB BHOOpPYHX
OpraHiB, JOKYMEHTIB HaBUAJIbHUX 3aKJaJiB, 10 XapaKTEPH3YIOTh HAaBYAIbHO-BUXOBHHUH MpoOIleC
(popmyroThes 3a HaBUANBHUHI PIK);

BMIIlyBaTH Yy CIpaBU JIMIIE OpPWUTriHaIW abo B pa3l iX BIJCYTHOCTI 3acBig4eHI B
YCTaHOBJICHOMY TOPSJIKY KOITi1 JOKYMEHTIB;



HE JIOIYCKaTH BKIIIOYEHHS 10 CIpaB YOPHOBHUX, OCOOMCTUX IOKYMEHTIB, PO3MHOXEHHUX
KOIIiH Ta TOKyMEHTIB, L0 MiAJATal0Th TOBEPHEHHIO;

A0 CIIpaBH BKJIKOYATH OOKYMCHTU TUIBKH 3 OOHOI'O IIMTaHHA abo rpynu CHOpiI[HeHI/IX
IIUTaHb, IO CTAHOBJIATH €III/IHI/II\/JI TEMaTHYHUMN KOMIIJICKC,

OKpEeMO TpyIyBaTH Yy CIpaBHd JOKYMEHTH IOCTiiHOro, TpuBayoro (monan 10 pokiB),
TUMYacoOBOTO 30epiraHHs;

3a 00csroM cmpaBa MOCTiiiHOTO Ta TpuBanoro (monan 10 pokiB) 30epiraHHs HEe MOBHHHA
nepepuiryBat 250 apkymriB (He Oinbine 40 MM 3aBTOBIIKH).

309. Sk BMHATOK, AOKYMEHTH IOCTIHHOTO Ta THMYAacoBOro 30epiraHHs, IMOB’s3aHi 3
BUPIIICHHSIM OJIHOTO MUTAHHS, MOKYTh THMYACOBO I'PYIyBAaTUCS BIIPOAOBXK POKY B OJHY CIIPaBy.
[Ticns 3akiH4eHHS oKy a00 BUPILNICHHA NMUTAHHS 3rajaHi JOKYMEHTH IOBHHHI BMIIIYBaTHCS B
OKpeMi CIpaBH 3TiTHO 3 HOMEHKJIATYpOIO CIpPaB 3a TaKUM IPHHLIUIIOM: 0 OJHi€l crpaBu
BMIIIYIOTHCS IOKYMEHTH JIHMILIE TOCTIHHOTO 30epiranHs, a A0 iHII0{ — TUMYacOBOTO.

310. JloxymMeHTH rpyHylOTbCS Y CIIPABU B XPOHOJOTIYHOMY Ta/a00 JOTTYHOMY MOPSIKY.

311. TlonmoxeHHs, mpaBWiIa, IHCTPYKIIIi TOIIO, 3aTBEPHKEH] PO3MOPSAUYNMH JJOKYMEHTAMH,
IPYNYIOTbCSL pa3oM 13 3a3HAUYCHUMM JOKyMEHTaMH. SIKIIO BOHHM 3aTBEpPIXKEHI SIK CAMOCTIHHI
JOKYMEHTH, iX ()OPMYIOTh B OKpEMI CIIPABU 32 BUAAMU Il XPOHOJIOTIELO.

312. Hakasu 3 TUTaHb OCHOBHOI [iSJIBHOCTI TEPUTOPIANBHOrO YIPaBIiHHA 3
aJIMIHICTPATUBHO-TOCIIOAPCHKUX THTAHb, 3 KaJ[POBUX MHUTAaHb (0COOOBOTO CKJIaay) IPYIYIOTHCS B
PpI3HI cripaBu.

Haxkasu 3 kajapoBux nutaHb (0coOOBOTO CKIajy) IPYIYKOThCS BIAMOBIIHO 0 iX BHUIIB Ta
cTpokiB 30epiranHa. He no3BoisisieThcs rpymyBaTH pa3oM Hakasu TpuBaioro (75 pokiB) Ta
TUMYacoBoro (5 pokiB) 30epiraHHs. JlowiabHO NpU BENUKUX 00cArax AOKYMEHTIB Hakasu 3
KaJIpOBUX TUTaHb (0COOOBOTO CKJIady), IIO CTOCYIOThCS pI3HUX HAmpsMIB AiSUTBHOCTI
TEpUTOPIaAIbHOTO YNpPaBIiHHA (IpUiiMaHHA Ha pPOOOTY, 3BUIBHEHHS, MPEMIIOBaHHS, BIAPSIKCHHS,
BIJITYCTKH TOLIO), TPYIYBaTU B OKpeMI clipaBu. SIKIIO pi3HHMX BUJIB Haka3iB 3 KaJIpOBUX MUTaHb
(0co60BOroO CKJIagy) CTBOPIOETHCS HE3HAUHA KIIBKICTb, 1X J103BOJIAETHCS IPYIYBAaTH 3@ CTPOKAMH iX
30epiraHHs: B OJHY CIPaBy — HaKa3u TPUBAJIOTO CTPOKY 30€piraHHs, B IHIIY — TAMYACOBOT'O CTPOKY
30epiraHHs.

313. JlokyMeHTH 3aciiaHb KOJIETiaTbHUX OpTaHiB IPYIYIOThCS Y JIBI CIIPaBU:
MIPOTOKOJIU H IOKYMEHTH JI0 HUX (JIOTOBii, JOBIJKH, IPOEKTH PIIIEHb TOLIO);

JOKYMEHTH 3 OpraHizamii 3aciianb (HOpSAOK JEHHHUI, MaKeT pPO3MIIIEHHS, CIIHCOK
3aMpoIIeHUX TOIIIO).

314. Ilpotokonu 3acijaHb KOJETiaJbHUX OpraHiB TIpPYyNylOTbCS Yy CIOpPaBU B
XPOHOJIOTIYHOMY TIOPSAKY Ta 3a HOMepaMu. JOKyMeHTH 10 3acilaHb 3a3HAauYC€HHUX OpTaHiB
CHCTEMAaTH3YIOThCS 3a JaTaMM ¥ HOMEpaMHu MpPOTOKONIB, a B MeXax TpYyNU JOKYMEHTIB, IO
CTOCYIOTBHCSI OZJTHOTO IIPOTOKOITY, — 32 TIOPSIIKOM JIEHHUM 3aCiIaHHs.

315. Jlopy4eHHsS YCTaHOB BHIIOTO PIiBHSA W JIOKYMEHTH, TOB’sI3aHI 3 1X BHKOHAHHSM,
IPYNYIOTBCS Yy CIpaBH 3a HAMpsMaMu AiSUIBHOCTI yCTaHOBM a00 3a aBTOpaMH 1HIIATUBHUX
JIOKYMEHTIB. JIOKYyMEHTH B HEBEJIMKIN KIJIbKOCTI TPYIYIOTHCSI B OJIHY CIIpaBy. Y CIIpaBi JOKYMEHTH
CUCTEMAaTU3YIOThCS 3a JaTaMH JI0PYUYEHb.



316. 3arBepiKeHI IJIAHW, 3BITH, KOIITOPUCH, TUTYJIbHI CIIUCKU TPYIYIOTHCS Yy CHpPaBU
OKPEMO BiJ] POCKTIB IIUX JOKYMEHTIB.

317. JlucryBaHHS TPYIYETbCA 3a 3MICTOM Ta KOPECIOHAEHTCHKOIO O3HAKOK Ta
CHCTEMaTH3YETbCS B XPOHOJOTIYHOMY TOPSAIKY: JOKYMEHT-BiANIOBIIb PO3MILIYETHCS 34
JOKYMEHTOM-3aITUTOM.

318. B ocoboBux cmpaBax, 1m0 (HOPMYIOTECS BIIPOJOBXK yChOTO 4acy poOOTH MOCaI0BOL
0cOOM B TEPUTOPIaIbHOMY YIIPABIiHHI, TOKYMEHTH TPYIIYIOTHCS B XPOHOJIOTIYHOMY IOPSIKY B
Mipy iX MOMOBHEHHS B Takid MOCIIJOBHOCTi: BHYTpIIIHIN ONUC JOKYMEHTIB CIpaBH; 3asBa IpO
NPUAHATTS Ha poOOTYy (KOHTPAKT); HAMpaBJIeHHs a00 MOIaHHS; 0COOOBUI JIMCTOK 3 OOJIIKY KaJIpiB;
aBToOiorpadis; JOKyMEHTH MpO OCBiTy (Komii); Komii ab0 BUTSTH 3 PO3MOPSIUMX JTOKYMEHTIB
(Haka3iB, PO3MOPSPKEHBb) NPO NMPHU3HAYCHHS, TEPEBEICHHS Ha IOCaly, 3BUIBHCHHS IMpalliBHUKA
TOILI0; IOMOBHEHHS 10O 0COOOBOI0 JIMCTKA 3 OOMIKY KaJIpiB; AOBIJIKH Ta 1HIII JTOKYMEHTH.

Komnii Haka3iB, po3NOpsIKEHb MPO CTATHEHHS, 320XOUYCHHS, 3MiHY NPI3BHILIA NpaliBHUKA
TOWIO /10 0COOOBOI CIIpaBH HE BKIIOYAIOTHCS. L{i BIZOMOCTI BHOCATBCS B IOMOBHEHHS 10 0COOOBOTO
JUCTKA 3 O0MIKY KaJIpiB ab0 0 TPYIOBOI KHUKKH.

319. Oco0oBi crnpaBu Jep>kaBHUX CIYXO0O0BIIB (opmyroTbes BiamnoBigHo 10 [lopsaky
BEJCHHSI Ta 30epiraHHs 0OCOOOBUX CIIpaB JIEPKaBHHUX CIY)KOOBIIB, 3aTBEP/PKCHOTO HAKA30M
HarmionansHoro arenTcTBa YKpaiHu 3 MUTaHb AepxkaBHOI ciy:k0u Bif 22 Gepe3ns 2016 poky Ne 64,
3apeectpoBaHoro B MinicTepcTBi toctunii Ykpaiam 15 xBitHa 2016 poxy Ne 567/28697 (i3
3MiHAMH).

320. Po3paxyHKOBO-IUIATDXHI BiZOMOCTI (0COOOBI paxyHKH) IMpAaliBHUKIB YCTaHOBU
CUCTEMATHU3YIOThCS B MeXaX PpOKYy 3a Mpi3BHIIaMU B aidaBiTHOMY MOPSAKY, a BIJOMOCTI Ha
BUIUIATy Tpomeil (BiIOMOCTI HapaxyBaHHS 3apo0iTHOI miaTH) (GOpPMYIOTHCS IIOMICSILS B MeXax

POKY.

321. 3BepHEHHS rPOMAJsH 3 MUTaHb POOOTH YCTAHOBH Ta BCi JOKYMEHTH 3 1X PO3TISALY W
BUKOHAHHS TPYMYIOTBCS OKPEMO BiJl 3BEpHEHb T'POMAJsiH 3 OCOOMCTHX IHTaHb. 3BEPHEHHS
IrpOMaJsiH 3 OCOOMCTHX MUTaHb 3aJIEXKHO B iX KUIBKOCTI JIOIUIBHO TI'PYMyBaTH 3a MUTaHHSIMH,
HaNpuKiIag: 3 NUTaHb POOOTH CyIiB, 3 NHUTaHb omjaTh mpaui Tomo. KoxHe 3BepHEHHS Ta
JOKYMEHTH 3 HOro po3misily CKJIagaloTh y CHpaBl caMocTiiHy rpymny. [loBTOpHI 3BepHEHHS I
JIOKYMEHTH 3 iX pO3IJIsly CUCTEMATU3YIOTh Y CIIPABU PA30M 3 IONEPETHIMHU.

322. MeroauuHe KEpiBHUITBO W KOHTPOIb 32 (pOPMYBaHHSAM CIPaB y TEPUTOPiaIbHOMY
YIIpaBJIiHHS Ta HOTO CTPYKTYPHUX MiAPO3JIiIax 3A1HCHIOETHCS 0C00010, BiIOBIJAIEHOIO 32 apXiB
TEPUTOPIAILHOTO YIPABIIHHS.

I'naBa 3. 30epiranHsi JIOKyMeHTIB y JiJ10BOACTBI

323. JIOKyMEHTH 3 MOMEHTY CTBOPEHHS 4YHM HAJIXO/KEHHS W J0 TNepedaBaHHS Ha
30epiraHHsl B apxiB TEPUTOPIAIILHOTO YIpPaBIiHHS 30€piraioThes 3a MiclieM (OpMYBaHHS CHpPaB y
CTPYKTYPHHUX MiJIpO3/1JIaX TEPUTOPIaAIbHOTO YIIPABIIIHHS BIAMOBIAHO O HOMEHKJIATYpH CIIPaB.

324. KepiBHUKH CTPYKTYPHHX ITiIPO3/LIIB TEPUTOPIAILHOTO YIPABIIHHS Ta MPAIliBHUKH,
BIJIMOBIJAJIbHI 3a OpraHizalilo JIiJOBOJACTBA B IMX MIAPO3Aiax, 3000B’s3aHi 3a0e3MmeuuTH
30epiraHHs JOKYMEHTIB 1 CIpaB.

325.  Jlns 30epiraHHs CIIpaB y AiTOBOJICTBI BUKOPUCTOBYIOTh KAPTOHHI TEKH 13 KJIaITaHAMH
abo 3aB’s3kaMu, KapTOHHI ab0 IMJIACTMAcoBi IIBUAKO3MIMBadi. Y poOOYMX KIMHATax CIpPaBU
MMOBHHHI 30€piraTuch y BEpTUKAILHOMY TOJIOKEHH1 B Iadax, 110 3aKpuBarOThC. [[71s migBUIIEHHS



OTIEPAaTUBHOCTI PO3IIYKY JOKYMEHTIB CIIPaBH PO3MIIIYIOThCS BIAMOBIIHO 10 HOMEHKJIATYPH CIIpaB.
Ha xopiHIsix oOKIaaiHOK CIIpaB 3a3HAYAIOTHCS 1HACKCH Ta 3aroJIOBKY 32 HOMEHKJIATYPOIO CIIPaB.

326. Bwupgaua crpaB y TUMYacOBe KOPUCTYBAHHS INpalliBHUKAM CTPYKTYPHHX ITiJIPO3/LTIB
TEPUTOPIAILHOTO YIIPaBJIiHHS 3IIMCHIOETHCSA 3 JI03BOJY KEPIBHHKA CTPYKTYPHOT'O MIiIPO3ALTY, B
sKkoMy Oyno cOpMOBaHO CcCrpaBy, IHIIMM YCTaHOBaM — 3 IMHUCHBMOBOTO J03BOJIy HadallbHUKA
TEpUTOpiAIbHOTO YyHpaBiiHHiA. Ha BuIaHy crpaBy CKIQJa€ThCsl KapTKa-3aMiHHUK 3a (opmoro,
HaBeZeHOO B gonatky 18 mo miei Iuctpykmii. Y KapToi 3a3HadalOThes HalMEHYBaHHS
CTPYKTYPHOTO MiJpO3/1Ty, IHIACKC CIPaBH, 3ar0JIOBOK CIIpaBH, Jara il BHaadi, ocola, sSKii crpaBy
BHJIaHO, J1aTa ii MOBEpHEHHS, IMiIMKUCH OCi0, sIKI BUIaJIU Ta IPUHHSIIA CIIPaBY.

[TocagoBa ocoba, sika BHAana Ta NPHHHAIA CIpaBy, 3000B’s3aHa 3MIHCHUTH TEPEBIPKY
HAsSIBHOCTI JIOKyMEHTIB y CIIPaBi.

He no3BonsieThcsi BHIABaTH B THMYAacOBE KOPUCTYBAaHHS IMpPAlliBHUKAM CTPYKTYPHHX
MiPO3IUTIB YCTAHOBH OKpPEMIi IOKYMEHTH 31 CIIpaB.

327. HapanHA cnpaB y THMYacoBe KOPUCTYBAHHS 3[IMCHIOEThCS HE OLIBIN SK HA OJUH
MICSLb.

328. BuinydeHHS OpHTiHATIB JOKYMEHTIB (CIpaB) JOMYCKAETHCS 3 JO3BOJIY KEpiBHUKA
YCTaHOBH 3 JOTPUMAHHIM BUMOT, 3a3HAYCHHUX Y TyHKTI 19 miei [HcTpyKiii.

329. 'V pa3i BTpaTd JOKYMEHTIB 1 CHpaB, IO paxyrThCS 33 HOMEHKIATYpOlo, Yy
CTPYKTYpPHUX MiIPO3/iJIaX BXKUBAIOTHCS 3aXOAH BIMOBIAHO 10 MyHKTY 345 miei [HeTpyKIii.

Po3ain V. ExcniepTu3a niHHOCTi TOKYMEHTIB

I'naBa 1. HopmaTuBHO-MeTOAUYHI 3acay eKCNEPTU3H HiHHOCTI
JAOKYMEHTIB

330. Excnepru3a mMiHHOCTI JOKYMEHTIB POBOJUTHCS Ha IMiJICTaBl YAHHOTO 3aKOHOJIABCTBA
y cepi apxiBHOI cIIpaBU Ta AUTOBOJCTBA, TUIOBUX Ta Iajly3eBUX MEpEIiKiB BUAIB TOKYMEHTIB i3
3a3HAUYEHHSAM CTPOKIB iX 30epiraHHs, THUIOBHUX Ta Tajly3€BUX MEpeNiKiB BHUJIB JOKYMEHTIB, II10
HiAnAraloTh BHECeHHIO 10 HA®, I1HMMX HOPMAaTHBHO-NPABOBMX AakTIB 3 IMHUTaHb EKCIEPTU3U
L[IHHOCT1, METOAMYHHUX PEKOMEHaIi YKpaepkapxiBy.

BunyueHHss JOKYMEHTIB Juisl 3HMILEHHS O€3 NpPOBEIEHHS IOINEpPEelIHbOI E€KCHEepTHU3M iX
IIIHHOCTI 3a00POHSIETHCS.

331. Jlns opraHizamii Ta TPOBEJACHHS €KCHEPTU3U I[IHHOCTI  JOKYMEHTIB B
TEPUTOPIAILHOMY YIpaBIiHHI YTBOpIOE€Thca TmocTiiHO aAitoya EK, mio agie BiamoBigHO 10
MOJIOKEHHS TPO HET.

[Tonoxxenns npo EK po3poOnsieThess Ha mijctaBi TUIOBOTO MONOXKEHHS MPO E€KCHEPTHY
KOMICiI0 JIep>KaBHOTO OpraHy, OpraHy MICII€BOIO CaMOBPSAYBaHH:, JE€PKaBHOTO 1 KOMYHAJIbHOTO
HIJIPUEMCTBA, YCTAHOBU Ta OpraHizallii, 3aTBep/PKeHOro Haka3oM MiHicTepcTBa IOCTHIIT YKpaiHu
BiJ 19 uepBHsa 2013 poky Ne 1227/5, 3apeectpoBanoro y MiHicTepcTBi I0cTHIIT YKpainu 25 4epBHS
2013 poky 3a Ne 1062/23594 (i3 3miHamn).

332. VY cBoiii mismeHOCTI EK KepyeTbcs mpHHIMIAMH Ta KPUTEPISIMH EKCIIEPTH3H
I[IHHOCT1 JIOKYMEHTIB, ycTaHOBJICHUMU [lopsKOM YTBOpPEHHS Ta JisUIBHOCTI KOMICiH 3 MPOBEACHHS
eKCIIePTU3H I[IHHOCTI JIOKYMEHTIB, 3aTBEP/PKCHUM MocTtaHoBoio Kabinety MiHicTpiB YKpaiHu Bix
08 cepmast 2007 poky Ne 1004 (i3 3minamn).
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333. EK ycraHoBH, y AisITBHOCTI sIKOT YTBOPIOIOThCA okyMeHTH HA®D, npuiimae pineHHS
po:

cxBajieHHs 1 noganHg 1o EIIK nepskaBHOro apxiBy NMpOEKTIB TaKUX JOKYMEHTIB: OIHCIB
CIipaB TIOCTIMHOTO 30€piraHHs, ONMCIB CIpaB 3 KaJpOBUX MHTaHb (0COOOBOTO CKJIAAY),
HOMEHKJIATYp CIIpaB, IHCTPYKIi 3 [IJOBOJCTBa, MOJIOKEHHs mpo apxiB Ta EK, aHoTOBaHUX
MePEITiKiB YHIKAIbHUX MOKyMeHTIB HA®D, akTiB mpo BUIydYeHHS I 3HMINCHHS JTOKYMEHTIB, HE
BHeceHUX 10 HA®D, akrTiB mnpo BuiydeHHS JokyMmMeHTiB 3 HA®D, akTiB mnpo HEBUIpaBHi
MOLIKOJKEHHS crpaB (JokyMeHTiB) HAD;

CXBaJICHHS:
omnuciB crpas TpuBasioro (monaxa 10 pokis) 30epiranus;

aKTiB MPO HEBUIPABHI MOUIKO/HKEHHS CHpaB (IOKYMEHTIB) TpuBajoro (monax 10 pokiB)
30epiraHHs Ta 3 KaJpOBUX IMUTaHb (0COOOBOTO CKIIANY);

HOMEHKJIATyp CIpaB, OMKCIB crpaB Tpusaioro (monan 10 pokiB) 30epiraHHsi yCTaHOB, IO
HaJIe)KaTh 10 chepH ympaBlIiHHS OpPraHy BHUILOTO PIBHS Ta B JISUIBHOCTI SIKMX HE YTBOPIOIOTHCS
nokymeHTd HA®.

334. EK ycraHOBH, y IisSUIBHOCTI IKOi HE YTBOPIOIOThCS NoKymeHTH HA®D, mpuiimae
pIIIICHHS TIPO:

cxBanieHHs 1 nmoganusa a0 EIIK nepskaBHOro apxiBy MpPOEKTIB TaKMX JOKYMEHTIB: OMUCIB
CIIpaB 3 KaJ[POBHUX IMHUTaHb (OCOOOBOTO CKJIAAY), aKTiB PO BUIIYYCHHS I 3HUIICHHS JOKYMEHTIB,
He BHeceHnX 10 HAD;

CXBaJICHHS:

IHCTPYKIIi 3 1JIOBOJCTBA;

HOMEHKJIaTypH CIIpaB;

MOJIOXKEHHS TIPO CITYKOU A1I0BOACTBA, apXiBHI miapo3ainu ta EK;
OIHUCIB crpaB TpuBayioro (moxaja 10 pokis) 306epiraHus;

aKTIB MPO HEBUIPABHI MOUIKOHKEHHS CHpaB (AOKYMEHTIB) TpuBanoro (moHaja 10 pokiB)
30epiraHHs Ta 3 KaJipoBUX MUTaHb (0COOOBOTO CKIIAMY);

HOMEHKJIATyp CIIpaB, OMKCIB crpaB Tpusajoro (moHaza 10 pokiB) 30epiraHHsi yCTaHOB, IO
HaJIe)KaTh J0 cdepu YIpaBliHHSA YCTAHOBU Ta y MISJIBHOCTI SIKUX HE YTBOPIOIOTHCS JOKYMEHTH
HA®.

335.  EK omHOdYacHO po3risijae ONMHCH CIpPaB Ta aKTH NMPO BWIIYYCHHS U 3HUIICHHS
JIOKYMEHTiB, He BHeceHHX 10 HA®D, a Takox akTH mpo BHIIyuyeHHs JOKyMeHTiB 3 HA®D pazom 3
aKTaMHM [IPO HEBUIIPABHI MOLIKOKEHHA crpaB (JokyMeHTiB) HAD (3a iX HasiBHOCTI).

336. Baecenns nokymeHTiB yctaHoB 10 HA® 3nuilicHioeTbest Ha mijcTaBi pimenHs ETTK
JIEP>)KaBHOTO apXiBy MPO CXBAJCHHS OMHCIB CIPaB MOCTIMHOTO 30€piraHHs Ta MOTo 3aTBEpKEHHS
KEpPIBHUKOM YCTaHOBH.

I'naBa 2. [lopsiok mpoBeAeHHs eKCNIEPTHU3HM HIHHOCTI IOKYMEHTIB

337. Excnepru3a IiHHOCTI JOKYMEHTIB B YCTAHOBI IIPOBOJUTHCS:



y TMOTOYHOMY JIIOBOACTBI — MiJ Yac CKJIAJaHHS HOMEHKJIATyp CHpaB, (OpMyBaHHS
JIOKYMEHTIB Y CIIPaBH 1 MEPEBIPSHHAS MPABUIBHOCTI BiTHECEHHS JOKYMEHTIB JI0 BIJMOBITHUX CIIPaB,
MITOTOBKH CIPAaB JIO TIepeIaBaHHs Ha apXiBHE 30epiraHHs;

B apXiBl yCTAaHOBH — Yy MPOIIECi MPHIMaHHS CIpaB JI0 apXiBy Ta MiATOTOBKH CIIpaB Ha
MOCTiliHe 30epiraHHs.

338. Excmeptu3a WIHHOCTI JOKYMEHTIB Yy [UIOBOJCTBI MPOBOJUTHCS IIOPOKY B
CTPYKTYPHUX  TIAPO3AUIaX  TEPUTOPIAIBHOTO  YIpaBliHHA  Oe3mocepeHb0  ocobamw,
BIJIOBITAILHUMU 32 OpraHi3allilo JUTOBOJCTBA B IUX Miapo3xainax, pazom 3 EK mig meroaumunum
0co0H, BiAMOBIAAIBHOI 32 IIJIOBOACTBO TEPUTOPIAIBLHOTO YIIPABIiHHSA Ta 0COOH, BIAMOBIIAIBHOI 3a
apXxiB TEPUTOPIATHHOTO YIIPABIIIHHS.

OpranizamniifHy Ta METOAWYHY JIONIOMOTY y HpPOBEAEHHI ekcreptusu minHocti Hamae EINK
JIepKaBHOTO apXiBY.

339. [Ilig vyac mpoBeAEHHS €KCIIEPTU3H LIHHOCTI JOKYMEHTIB Y JTIOBOJCTBI BUPI3HSIOTH
YOTHPH IPYIH CHPAB:

MOCTIHOTO 30epiraHHs;

TpuBajoro (moHax 10 pokiB) 30epiranss;

TUMYacoBOro 30epiranus (10 10 pokiB BKIIOYHO);

Ti, IO TiAJIATAIOTh 3HUIICHHIO Y 3B’SI3KY 13 3aKIHYEHHSIM CTPOKIB iX 30epiranHs.

Bin6ip 3a3HaueHUX rpyn JOKYMEHTIB 3IHCHIOETHCS Ha IMIJACTaBl HOMEHKJIATYpH CIpaB
YCTaHOBH, a TAKOXX THUIOBHX Ta Taly3eBUX MEPETiKiB JOKYMEHTIB 31 CTpOKaMH 30epiraHHsl IIITXOM
MEeperisily KOXKHOTO apkyima crpaBu. OJHOYACHO TMEpPEBIPSAIOTHCA SKICTh 1 TMOBHOTa YMHHOL
HOMEHKJIATypU CIHpaB, MPaBHIbHICTh BU3HAYEHHS CTPOKIB 30epiraHHs CHpaB, MependadyeHux
HOMEHKJIATYpPOIO, JIOTPUMAHHS BCTAHOBJICHUX TPaBUI O(GOpPMIICHHS JOKYMEHTIB Ta (OpMYyBaHHS
CIpasB.

340. Crpok 30epiraHHst TOKyMeHTIB oOumcitoeTsest 3 01 ciuyHS pOKy, HACTYIHOTO 3a
POKOM 3aKiH4YeHHs crpaBd. Hampukinaa, oO4yHMCIeHHS CTPOKY 30epiraHHs CIpaB, 3aBEPLICHUX Y
2017 pori, mounnaaetbes 3 01 ciunst 2018 poky.

341. 3abopoHsE€Tbes BiAOIp JOKYMEHTIB JUIS MOJAIBIIOTO 30epiraHHs a0d0 3HHINEHHS Ha
MiJICTaBi 3aTOJIOBKIB CIIpaB B OMKCY a00 HOMEHKIIATypi CIpaB.

342. CopaBu 3 mnosnaukoro "EIIK", y sKHX eKCIEpTH30I0 IIHHOCTI BCTAaHOBIIEHA
HasBHICTh JOKYMEHTIB TMOCTiiHOro 30epiraHHs, MJIATaloTh Mepe@opMyBaHHIO. JIOKyMeHTH
nocTiitHOTrO 30epiraHHs, BUIIyYEHi 13 3a3HAYEHMX CIIpaB, 00 €AHYIOTbCS B CAMOCTIHHI crpaBu abo
NPUETHYIOTbCS 10 1HIIMX OJHOPIAHUX crpaB. OnpaBieHHS 3HOBY C(OpPMOBaHHUX CIIpaB
3MIIACHIOETHCS JIUIIE MICIIS 3aBEPIICHHS €KCIIEPTU3HU LIHHOCTI JJOKYMEHTIB.

343. TIlix yac mpoBeACHHS €KCIIEPTH3HU IIIHHOCTI JOKYMEHTIB y JIUTOBOJICTBI BUSBIISIOTHCS
nyOneTHI JOKYMEHTH, JOKYMEHTH, II0 HE CTOCYIOThCS CIpPaBH, YEPHETKH, HEOGOpPMIICHI KOIii,
MeTajeBl CKPITUICHHS, 10 MiJIATal0Th BIUIYYEHHIO 31 CIpaB MOCTIHHOTO Ta TpuBajoro (monam 10
POKiB) 30epiraHHs.

344. 3a pe3ynbTaTaMH €KCIEPTU3M I[HHOCTI JOKYMEHTIB CTPYKTYPHI HiApO3ALIH
TEPUTOPIAILHOTO YIPABIIHHSA TOTYIOTh CIpPaBH MOCTIMHOrO 1 TpuBayoro (moHax 10 pokiB)
30epiraHHs 70 NepeaaBaHHs 10 apXiBY TEPUTOPIATBLHOTO YIIPaBIIiHHS, 30KpeMa:



3MIACHIOETHCS O(POPMIICHHS CIIPaB BiJIMOBIIHO O BUMOT, BU3HAUYEHUX Yy MyHKTax 363-371
i€l [HeTpykuii;

3IIACHIOETBCSL CKJIAJaHHA ONMCIB CIPaB CTPYKTYPHOTO MiAPO3JALTY 3TiHO 3 BHUMOTAMH,
BU3HAYECHUMHU Y IMyHKTax 372-383 miei [HcTpyKii;

Ha MiJACTaBl HOMEHKJIATYp clpaB (GOPMYIOTHCS MEPEiKu (CIUCKH) CIpaB, M0 MiIATal0Th
3HMIICHHIO Yy 3B’A3KYy 13 3aKiHYEHHSM CTPOKIB iX 30epiraHHs, Ais BKIIOYEHHS JO akKTa Ipo
BUTYYEHHS JUIs 3HUILCHHS JOKYMEHTIB, He BHeCeHHX 10 HAD.

345. Y pa3i BCTaHOBJICHHsSI B MPOIECI €KCIIEPTU3H I[IHHOCTI (DaKTiB HECTadl JOKYMEHTIB 1
CIpaB, IO BHECEHI JO HOMEHKJIATypH, BIANOBIAHUMHU CTPYKTYPHUMH  IiJIPO3dUIaMHU
TEPUTOPIANBHOTO YIPABIIHHSA 3/1IHCHIOEThCS 1X PO3MIYK. Y pa3i HEraTUBHOTO PE3yJbTaTy PO3IIYKY
HAYaIbHUK TEPUTOPIATBHOTO YIPABIiHHS 3a MOJAHHSAM OCOOH, BiANOBIAAIBHOI 3a MiJIOBOJCTBO,
CTBOPIOE KOMICIIO 31 CIy»KOOBOTO PO3CIiTyBaHHs, MPU3HAYAE CIy>KOOBE PO3CIiAYBaHHS 1 BHUIAE
HaKa3 PO MPHUTATHEHHS 0 BiIMOBINANBHOCTI 0Ci0, BUHHUX y BTpaTi JOKyMEHTIB a0o cmpas.
JloBinka mpo MPUYMHM BiJCYTHOCTI JOKYMEHTIB abo cmpaB, MignucaHa 4iIeHaMH KoMicii Ta
KEPIBHUKOM BiAMOBIIHOTO CTPYKTYPHOTO MiAPO3ALTY, MEPEJAEThCS 10 apXiBy TEPUTOPIAIbHOTO
yIIpaBIiHHS.

Ha mincraBi 1oBiAKM apXiB CKIIaJa€e akT MPO HECTauyy CHpaB (JOKYMEHTIB) y CTPYKTYPHHX
nigposainax 3a dopmoro, HaBeneHowo B 19 1o miel [ncTpykuii, skuii mianucye ocoda, BiAMOBigaIbHA
3a apXiB Ta 3aTBEP/DKYE HAYAIbHUK TEPUTOPIAIILHOTO YIIPABIIIHHS.

346. B apxiBi TepUTOpIANILHOTO YNPABIIHHA EKCIEPTU3Y I[IHHOCTI JIOKyMEHTIB
POBOJISITH:

i Yac CKJIaJlaHHs 3BEIEHUX OIUCIB CIIPaB;

y pa3i HaIXO/IXKEHHsI JOKYMEHTIB y HEYNOPSAAKOBAHOMY CTaHi;

y pa3i 3aKiHYE€HHS CTPOKIB TUMYACOBOI'0 30epiraHHs apXiBHUX JIOKYMEHTIB;
nepes nepeJjaBaHHAM CIpaB Ha noctiiiHe 30epiranus 1o JJAKO,;

3 METOIO0 BUSIBJICHHS YHIKaJbHUX JOKYMeHTiB HA®.

347. ExcrnepTM3a IIIHHOCTI JIOKYMEHTIB B apXiBl TEPHUTOPIaIbHOTO YIPABIIHHSA
3IHCHIOETHCS M1/l METOAUYHUM KepiBHULTBOM [lepxaBHoro apxiBy KuiBcbkoi obmacTi.

348.  ExcmepTH3a MiHHOCTI JIOKyMEHTIB B apXiBi TEPUTOPIAIILHOTO YIPABIIHHS T Yac
CKJIaJlaHHs 3BEJICHUX OIMCIB CIpaB Iepeadayae aHajii3 CKIAAy JOKYMEHTalli TepUTOpialbHOIro
YOpaBIIHHS, 30KpEMa OPTaHI3alIMHNX 1 PO3MOPSAYNX JOKYMEHTIB, a TAKOX IJIAHOBOI Ta 3BITHOI
JIOKYMEHTAITIi:

1) yTOUHIOETBCS, B SKMX CTPYKTYPHHMX MiJPO3JLSIaX BIIKIAJalOThCsS AYOJIETHI TOKYMEHTH,
10 TiAJATaloTh 3HUIICHHIO. 3a HEOOXI1HOCTI B apXiBl TEPUTOPIAIbHOIO YIPABIIHHSA MOXYTh
3ajMuIIaTUCA Ha 30epiraHHs AYyOJeTHI NPUMIPHUKU JOKYMEHTIB, IO MIiAJATalOTh MOCTIHHOMY
30epiranHio B [lepkaBHOMY apxiBi KuiBcbkoi 00s1acTi. AHaNI3yeThCsA TaKOXK XapaKTep MOBTOPEHHS
iH(dopMmalii B IHIIUX JOKYMEHTax: BUJl, popMa 1 IOBHOTA MTOBTOPIOBAHOCTI.

Buwiydyennss nyOlieTHMX MOKYMEHTIB Ta JOKYMEHTIB 3 TIOBTOPIOBAHOIO 1H(OpPMAIIIEIO
3MIMCHIOETHCS JIUIIIE MICIIS 3BIPSHHSA 3 IOKYMEHTaMH, 110 3aJIMIIAIOTHCS Ha TIOCTIHE 30epiranHs;



2) 3aiiicHIOETBCS TepeBipka NPaBWIBHOCTI (opMyBaHHS cropaB Ta iX oQGOpMIICHHS
BIJIMOBIIHO JI0 apXiBHUX BUMOT. Y pa3l BHUSBJICHHS MOpPYIIEHb apXiB Ma€ IpPaBO BHMAaraTu
nepedOpMyBaHHS CIIPAB CTPYKTYPHUMHU I1IPO3A1IaAMH,

3) Ha miACTaBl OMHUCIB CIpaB CTPYKTYPHUX MiAPO3IiIiB oco0a, BiAMOBigadbHA 3a apXiB
CKJIaJla€ 3BEJICHI OMKCH CIpPaB TEPUTOPIATBHOTO YIPABIIHHS MOCTIHOTO 30epiraHHs, TPUBAIOTrO
(monan 10 pokiB) 30epiraHHs, 3 KaapoBHX NUTaHb (0COOOBOTIO CKJIATy) BIJIOBIIHO JI0 BUMOT,
BU3HAYCHUX Yy MyHKTaX 394-443 1iei [HcTpyKIii.

349. 'V pa3i HaIXOMKEHHS J0 apXiBy YCTAaHOBU JOKYMEHTIB Y HEYNOPSIKOBAHOMY CTaHi,
mo OyJ0 CHPUYMHEHO HaJA3BHYalHUMH OOCTaBMHAMH, €KCIEpPTH3a I[IHHOCTI JOKYMCHTIB
3MIMCHIOETHCS 3 TOTPUMAHHSIM BUMOT, BU3HaueHUX y MyHKTax 339 - 345 i€l [HeTpykmii.

350. ExcmepTtH3a IIHHOCTI JIOKYMEHTIB B apxXiBi TEPUTOPIAIbHOTO YIPABIiHHSA
NPOBOJUTHCS IIOPOKY 3 METOK BHUSBJICHHS JOKYMEHTIB, CTPOK THMYacOBOTO 30epiraHHs SKHX
3akiHguBCs. [Ipu bOMy TeperIsiIaloThCsl OMUCH CIPaB 3 KAJAPOBUX MHUTAHB (OCOOOBOTO CKIIANY),
TpuBayIoro (moHaa 10 pokiB).

351.  Excmeptmsa minHOCTI nokymeHTiB HA®D mepen mepenaBaHHSIM CIpaB Ha MOCTIHHE
30epiranHs mependayae IiJTbOBE BHUBUEHHS JOKYMEHTIB 3 METOI BUSBICHHS TyOJIETHHUX
JOKYMEHTIB (TOTOKHHUX 32 3MICTOM THPa)KOBAaHUX MPHUMIPHHUKIB OJHOTO JOKYMEHTA), TOKYMEHTIB
TUMYacoBOro 30epiranus, siki BHeceHi 10 HA® momuiakoBo, a TakoXX JTOKYMEHTIB, TOKYMEHTHa
iH(pOpMaIlist IKMX BTpadeHa 1 He MMiUIsrae BiIHOBICHHIO B TIEPBICHOMY 200 HAOIM)KEHOMY JI0 HHOTO
BUTJISIL.

352.  Excmeprtuza miHHOCTI AokyMeHTIB HA®, crnpsMoBaHa Ha BUSBICHHS YHIKAIbHHX
nokyMmeHTiB HA®, mpoBoAUTHCS apXiBaMHM YCTAHOB, sIKI BIAMOBIJIHO 1O 3aKOHOJABCTBA MalOTh
IpaBo MOCTIHHO 30epiratu JokyMeHTH HAD.

Binnecennss nokymeHTiB HA® 1o yHIKanbHUX 3IIHCHIOETHCS Ha TMIACTaBl KPHUTEPIiB
MOXO/KEHHS, 3MICTY, 30BHIIIHIX 03HaK a00 3a CYKYIHICTIO KPUTEPIiB Ta XapaKTEPUCTHUK.

3a pe3ynabTaTaMu BUSBIEHHS JOKyMeHTIB HA®, mo Moxyrs OyTu BiJHEceHi M0
VHIKQJIbHUX, B apXiBl YCTaHOBU CKJIQJAIOThCS MPOEKTH AaHOTOBAHMX IMEPEeNiKIB YHIKaIbHHUX
nokymeHTiB HA®D.

BusiBnenns yHikaabHMX JokyMeHTiB HA® B apxiBi ycTaHOBM Ta iX OINHCYBaHHS B
QHOTOBAaHOMY TIEPEINIIKY 3AIMCHIOIOThCS Ha MiACTaBl MeETOAWKMA BITHECEHHS JIOKYMEHTIB
HamionansHoro apxiBHoro (oHIy 10 YHIKQJIbHUX, 3aTBEP/XKEHOI HaKa3oM MiHicTepcTBa FOCTHILIT
Vkpainu Big 16 ceprnusg 2016 poky Ne 2505/5, 3apeectpoBanoro B MiHicTepcTB1 I0CTULIT YKpaiHU
18 cepmiust 2016 poky Ne 1148/29279.

I'naBa 3. CkiajaHHs aKTiB NP0 BUJIYYeHHS ISl 3HUIIIEHHS IOKYMEHTIB, He
BHeceHUX 10 HA®D, Ta 3HUIEHHA JOKYMEHTIB

353. Ha miacraBi nmojaHuX CTPYKTYPHUMHM MiPO3JIIIaMH MEPENiKiB (CMUCKIB) CIpaB, 110
MIJUIATaloTh 3HUINEHHIO y 3B’S3Ky 13 3aKIHUYEHHSM CTPOKIB iX 30epiraHHs, Ta HpPOBEACHOI
eKCHEepPTH3U LIHHOCTI JOKYMEHTIB B apXiBl TEPUTOPIaJIbHOTO YIPABIIHHSA CKJIAJA€THCS aKT IPO
BIJIYYCHHSI /ISl 3HUINEHHS JOKYMEHTIB, He BHeceHUX 10 HAD, 3a ¢hopmoro, HaBEIEHOIO B TOAATKY
20 o miel [acTpykiii.

354. AKT mpo BWIYYEHHS [Js 3HHUILEHHS JOKYMEHTIB, He BHeceHHX 10 HAO,
CKJIQJIA€EThCSI y JIBOX MPHUMIPHHKAX, SIK MPAaBWJIO, HAa BCl CIOpaBH TEPUTOPIATLHOTO YIPABIIIHHS.
SIKImo B aKkTi 3a3HAYeHO CHpaBH KUIBKOX CTPYKTYPHHX MiAPO3ALTIB, I1X HaliMeHyBaHHS
3a3HAYAIOTHCS TEpe]] TPYMOI0 3aroJIOBKIB CIpaB MBOTO MiaApo3ainy. Ha3Bu omHOpigHUX crpas,
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BiJIIOpaHUX 10 3HUILNEHHS, BHOCATHCSA B aKT MiJ] 3aralbHUM 3aroJIOBKOM i3 3a3HaUEHHSM KiTbKOCT1
CIIpaB, YKJIIOYCHHUX JI0 KOXKHOI I'pynu. AKTH MPO BWIYYCHHS JOKYMEHTIB /I 3HHUIICHHS MarOTh
BaJIOBY HyMepallito, mounHawodu 3 No 1.

CrpaBH BKIIOYAKOTHCS B aKT IPO BHIIYYCHHS JUIsl 3HUIICHHS JTOKYMEHTIB, HE BHECEHUX [0
HA®, sxmio nepenbaueHuil s HUX CTPOK 30epiranHs 3akiHuuBes A0 01 ciuHA poKy, B SIKOMY
CKJIaJieHO akT. Hampukman, cripaBu 3 TPUPIYHHM CTPOKOM 30epiranHs, 3akiHdeHi y 2014 pori,
MOXYTh BKJIIOYATHCS B aKkT, 0 Oyae ckiaaenuit He panime 01 ciuyas 2018 poky, 3 m’ITUpiUHUM
cTpokoM 30epiranHs — He panime 01 ciunsa 2020 poky, 3 ypaxyBaHHSM HPHUMITOK, 3a3HAYCHUX Yy
BIJIMOBITHUX TIE€peIliKax TOKYMEHTIB 31 CTpOKaMu 30epiraHHs.

355.  Cxsaneni EK TtepuropianbHOro ympaBiiHHA aKTH HPO BHIYYEHHS IS 3HUIICHHS
JIOKYMEHTIB, He BHeceHUX 10 HA®D, pa3om 3 onrcaMu cripaB IMOCTIHHOTO 30epiraHHs Ta 3 KaJpOBHUX
nuTaHb (0co0oBOro cKiaay) nogaroThes Ha po3risg EINTK JJAKO.

356. YV pasi BHECEHHS JI0 aKTa MpO BWIIYYEHHS IJIsl 3HUIICHHS TOKYMEHTIB, HE BHECEHUX
1o HA®, nepBuHHOI (iHAHCOBOI Ta OyXraiaTepchbKoi JTOKYMEHTallii A0 HbOTO JOAA€THCS JOBIIKA
po TPOBEICHHS TepeBipku opraHamu J[lepkaBHOT QickanpHOI cayOm VYKpaiHM 3 TUTaHb
JOTPUMaHHS MOJaTKOBOTO 3aKOHOJABCTBA, a JUIsl OPraHiB BUKOHABYOI BJIAJH, JCPKaBHUX (DOHIIIB,
OIO/DKETHHUX OpraHizaiiii, Cy0 €KTiB TOCIONApIOBaHHSA JIEPKAaBHOTO CEKTOpY EKOHOMIKH,
HiIPUEMCTB 1 OpraHi3aiii, ki OTPUMYBAJIH KOIITH 3 OIO/IKETIB yCiX PiBHIB Ta JAeprkaBHUX (POHIIB
a00 BUKOPHCTOBYBAJM JIEpPKaBHE UYM KOMYHAJIbHE MaiHO, — peBi3ii, mpoBeaeHoi opraHamu
JEp>KaBHOI ~ KOHTPOJBHO-PEBI3IMHOI  CIYyKOM 32 CYKYHHHUMH [OKa3HMKamMH  (piHaHCOBO-
rocrnojgapchkoi AismpHOCTI. JloBinKa mMigmUCyeThCs KEpPIBHUKOM YycTaHOBH (200 oco0oro, siKa
BUKOHYE HOTO 000B’SI3KM) Ta OyXTaaTEepOM.

357. TloromxkeHi (cxBajieHi) aKTH TPO BHJIYYEHHS JUISI 3HUIICHHS JIOKYMEHTIB, He
BHeceHUX 710 HA®D, 3arBep/KyIOThCSl HauadbHUKOM TEPUTOPIANBHOTO YyIpaBiiHHA (200 0co6oro,
gKa BHMKOHYE HOro OOOB’A3KH), MICIAS YOTO TEPUTOpIaJIbHE YIpPaBIIHHS Ma€ MpPaBO 3HUIIUTU
JIOKYMEHTH.

358. CmpaBu, BimiOpani a7 3HUIICHHS, [E€pPEeNalOThCcS OpraHizaimisM 13 3aroTiBii
BTOPUHHOT CUPOBWHU 33 HAKIIAJHUMHU, Y SKUX 3a3HAYAETHCS Bara MakyjlaTypH, IO MepeaaHa st
nepepoOku. JlaTta 3ma4yi JOKYMEHTIB, iX Bara Ta HOMEp HaKJIaJHOI BKa3yIOThCS B akTax Mpo
BUJTyYCHHS JIOKYMEHTIB JIJIsl 3HUIIICHHS.

359.  Skmo B aKT mpo BHIIYYECHHS JJIS 3HHIICHHS JOKYMEHTIB, HEe BHeceHHX 10 HAD,
BKJIIOYEHO JOKyMeHTH 3 Tpudom "/lng ciayx00Boro KOpucCTyBaHHA" Ta I1HIIUMH Trpudamu
00OMEXEHOro JIOCTYIy, II0 3aCTOCOBYIOTHCSI B YCTAHOBI, I JOKYMEHTH 3HHUIIYIOTHCS MUIIXOM
NOApiOHEHHS /10 CTaHy, L0 BUKJIIOYAE MOXJIMBICTh IX MPOYUTaHHS Ta BifHOBIEHHS. [Ipu npomy B
KIHIII aKTa JOJAaTKOBO POOHTHCS 3amuC MPO 3HUIIEHHS BIAMOBITHUX JOKYMEHTIB 13 3a3HAYCHHSIM
npi3BulL, iHiNianiB wieHiB EK TepuropianbHOro ynpasiiHHS, HAIPUKIIAL:

Crapasu Ne 25 JICK, Ne 30 JICK, Ne 80 JICK 3HUIIIEHO NUISIXOM MTOAPIOHEHHS.
Unenn EK:

(mianuc, iHiniany (iHiliana iMeHi), Ipi3BUIIe)

(mianuc, iHiniany (iHiliana iMeHi), Ipi3BUIIe)

(migmuc, iHimianM (1Himiaa IMeHi), TPI3BUIIIE)

Hara



Po3ain V1. KomuiekTyBaHHS apXiBy

I'naBa 1. /IxepeJia KOMIUIEKTYBaHHS Ta CKJIAJ JOKYMEHTIB apXiBy

360. OCHOBHHMMH JDKEpenaMH KOMIUICKTYBAaHHS apXiBy TEPUTOPIATIBHOTO YIPaBIiHHA €
HOTO CTPYKTYPHI T1IPO3I1IH.

361. JloxymMeHTH 3 PpI3HHMH BHJaMH MaTepiaIbHUX HOCIiB iH(opMaIlii MTOBUHHI
30epiraTucst B apXiBi OKPEMO.

362.  ApxiB ynpaBJIIHCHKOI JOKyMEHTaIlii 30epirae:

3aKiHYEHI B MOTOYHOMY JiJIOBOJCTBI JOKYMEHTH MOCTiHHOTO Ta TpuBayoro (monan 10
POKiB) 30epiranHs, CTBOpPEHi CTPYKTYPHUMH MiAPO3A1TIaMH;

JOKYMEHTH 3 KaJpOBUX MHUTaHb (0COOOBOTO CKJIaly) MPalliBHUKIB YCTAHOBU;

JTOKYMEHTH O0COOOBOTO IMOXOJDKCHHS MpPALIBHUKIB, SAKi BiNIrpaly IMEBHY pOJb B iCTOpii
PO3BUTKY Ti€l U 1HIIOI chepH KUTTEAISUIBHOCTI KpaiHu a0o 11 OKpeMoro periony, 1o HaJilIuM Ha
MiJCTaBl 3as8BU 1X BIACHHKA,

IpYKOBaHI BHJAHHS, IO JOTOBHIOIOTH apXiBHI JTOKYMEHTH, HEOOXiIHI s HAyKOBO-
METOAMYHOI Ta iH()OpMaIliifHO-T0BIIKOBOT pOOOTH apXiBYy;

JIOB1IKOBHIA Ta OOIKOBHII amapar 10 apXiBHUX JOKYMEHTIB.

I'naBa 2. Bumoru 10 oopmiieHHs cIIpaB, 10 MiJIATAI0Th apXiBHOMY
30epiraHHIo

363. CmpaBu TEpHUTOpIATBHOTO YIPABIiHHSA MiIIATAIOTE OGOPMIICHHIO IIiJ] 4Yac ix
3aBe/IeHHs y AJI0BOACTBI Ta IMiJ] Yac MiATOTOBKH iX Ha apXiBHE 30€epiraHHs.

364.  OdopmiieHHs cHpaB 3/1HCHIOETHCS MpaliBHUKAMU CTPYKTYPHHUX MiJIPO3JUTIB Mif
METOAMYHUM KEPiBHUIITBOM OCOOH, BiJIIOBIJAJIbHOT 32 apXiB.

365.  3anexxHO Bi CTPOKiB 30epiraHHs JOKYMEHTIB 3JIIHCHIOETHCS TIOBHE a00 YaCcTKOBE
(ctiporiere) ohOpMIICHHS CTIPaB.

JIOKyMEHTH THUMYacoBOro 30epiraHssi, c(poOpMOBaHI y CIpaBH, 30epiraloTbCsi Yy TeKax
(mamkax) i3 3aB’s3KaMU, MIBUAKO3IIMBAYaX, HE MiAMIMBAIOTHCS 1 HE HYMEPYIOThCS (32 BUHSITKOM
NEpPBUHHOI OyXrajaTepchbkoi JOKyMeHTalii Ta JOoKyMmMeHTiB 3 Tpudom "l cioyxboBoro
KOpHCTYyBaHHS" Ta iHIIUMU TpudaMu 0OMEKEHOTO JOCTYIY), YTOUYHEHHS €JIeMEHTIB 0(OpMIICHHS
OOKIIaJIMHKU HE POBOUTHCSL.

OdopmrenHs cnpas noctiiiHoro 1 Tpuajuoro (rmoHasa 10 pokiB) 30epiranHs, y TOMy 4HCI1
CIpaB 3 KaJpOBUX MUTaHb (0COOOBOT0 CKIIaMy), epeadayae cuCTeMaTH3AIli0 TOKYMEHTIB Y CIpaBi,
HYMEpAIllo apKylliB y chpaBi, ckiagaHHsa (y pa3i moTpedH) BHYTPIIIHHOTO OMHUCY JAOKYMEHTIB
CIpaBH, HAsIBHICTh 3aCBIIUYBAJIbHOTO HAMMCYy CIPaBH MPO KIIBKICTh apKyIIiB i IpO 0COOIMBOCTI
¢i13uuHOrOo CcTaHy Ta (OpMYyBaHHS CHpPaBH, MiALUIMBAaHHS a0O OIpaBJIEHHS CHIpaBU, O0GOPMIICHHS
OOKJIaJIMHKH (TUTYJIBHOTO apKyIlla) CIPaBH.

366. Cucremaru3zanisi JOKYMEHTIB y crpaBi nepeadadae po3MiIIEHHS IOKYMEHTIB 3a
XPOHOJIOTI€I0 HAIXOPKEHHS 200 CTBOPEHHS (BiJI CIUHS 10 TPY/ICHBD).

367. Hywmeparis apkymriB crpaB 311HCHIOETHCS 3 METOIO 3a0e3MeUYeHHS 30€peKEeHOCTI Ta
3aKpIIUICHHS TOPAIKY PO3TAIlyBaHHSA JIOKYMEHTIB, YKJIIOUEHHX Y CIpaBy. YCli apKyml CHpaBu



HYMEpPYIOTh apaOChKUMHU IU(PpaMU BaJIOBOIO HYMEpPALI€l0 B MPaBOMY BEPXHHOMY KyTi MPOCTUM
M’SIKMM OJIiBIIeM a00 MEXaHIYHUM HyMepaTopoM. ApKyIli 3acBiU4yBajJbHOTO HANUCy Ta
BHYTPIIIHBOTO ONHCY HYMEPYIOTbCS OKpPEMO. 3aCTOCYBAaHHS YOpHMJIA, MAacTH ab0 KOJIbOPOBHX
OJIIBIIB JUIsl HyMepallii apKylIiB CIpaBH, apKyIiB 3acBiIUyBAJIHHOTO HAMHUCY Ta BHYTPIIIHBOTO
OIHUCY 3a00POHSIETHCA.

Apky1i crpas, 10 CKJIAJAI0ThCS 3 ACKUIBKOX TOMIB 200 YaCTHH, HyMEPYIOTHCS B KOXKHOMY
TOMI (4aCTHHI) OKPEMO.

@otorpadii, KpecieHHs, JiarpaMyd Ta iHII UIFOCTPATHBHI JOKYMEHTH, IO € OKPEMHUMH
apKyIllIaMH B CIIPaBi, HyMEPYIOTHCS Ha 3BOPOTHOMY OOIIi B JIIBOMY BEpXHbOMY KYTi.

Apkym popmaty, 6u1bIIoro, Hixk opmat A4, MiAIMIMBAETHCSA 3 OJJHOTO OOKY 1 HYyMEpPYEThCS
SIK OJIMH apKyIll y IPaBOMY BEPXHbOMY KYTi, a MMOTIM (pasbiroeThest Ha hopmar A4.

ApKyIl 3 HarilyXxo HakJIeeHHUMH AOKyMeHTamu (¢ororpadisMu, BHpI3KaMHU, BUIIHMCKAMU
TOIIO) HYMEPYEThCS SK OJWH apKyll Koo a0 JOKyMEHTa MiAKJICEHI OJHUM OOKOM 1HIII
JOKYMEHTHU (BHPI3KH, BCTaBKH JI0 TEKCTY, MEPEKJIAIH TOIIO0), TO KOXKEH JIOKYMEHT HYMEpPYEThCS
OKpEeMO.

[TigmuTi y cipaBu KOHBEPTH 3 YKJIAJEHHSIMH HYMEPYIOTHCSI BAJIOBOIO HYMEpAIli€I0 apKyIIIiB
CIpaBH, MPH LILOMY CIIOYaTKy HYMEPY€ETHCSI KOHBEPT, a MOTIM KOKHE BKJIAJICHHS B KOHBEPTI.

[ligmmTti y copaBu AOKYMEHTH 3 BJIACHOIO HyMeEpalli€lo apKylliB 30epiraloTb Taky
HyMepaIlito, SKIO BOHA BIAMOBIIa€ MOCTIIOBHOCTI PO3TAIllyBaHHSI apKYIIIB Y CIpPaBi.

VY pa3i HasgBHOCTI 0OaraTbOX NOMWJIOK Yy HyMepalii apKyIliB CHpaBd B JIIOBOJCTBI
3MIMCHIOEThCS X MEepeHymepallis, MiJ Yac sIKOi cTapl HOMEpPHU 3aKPECTIOIOTHCS OJHIEI0 CKICHOIO
PHCKOIO 1 IOPSI/T CTABUTHCSI HOBUI HOMEp apKyIa.

VY pa3i HasgBHOCTI OKpeMHX IOMMJIOK Yy HyMepallii apKylliB CHOpaBU JOMYCKA€ThCS
3aCTOCYBaHHS JITEpHUX HOMepiB apkyiB (135-a, 135-6 To1mo).

368. BuyTpimHili omMC JOKYMEHTIB CKJIAQNA€ThCs MO JNEIKUX KaTeropiil cmpas, Mo
MICTSTh YHIKaJIbHI JOKYMEHTalbHI IaM’SITKH, JOKyMeHTH 3 rpudom "Ins cayx6oBoro
KOpHUCTYBaHHS", 0COOOBI, Cy/I0BO-CII14l CIIPaBH, CIIPaBH, Ha3BU SIKUX HE MOBHICTIO PO3KPUBAIOTH 1X
3micT. HeoOXiHICTh CKJIaJaHHs BHYTPIIIHBOTO ONUCY JOKYMEHTIB JIESIKUX CIIpaB BU3HAYAETHCS
IHCTPYKIII€IO 3 JIUIOBOJICTBA YCTAaHOBH.

BuytpimmHiii onuc (nonarok 21) ckimanaeTbcs Ha OKpEMOMY apKylii 3a popMoro, 110 MICTUTb
BIJIOMOCTI MPO MOPSAIKOBI HOMEPH JOKYMEHTIB CIpPaBH, iX IHIEKCH, AT, 3ar0JIOBKH Ta HOMEpPHU
apKYIIiB CIIPaBH, Ha SIKUX PO3TAIOBaHUI KOXEH JOKYMEHT.

J10 BHYTPIIIHBOTO OMHCY CKJIANAEThCA MiJICYMKOBUH 3aMKcC, Y SKOMY HaBOJATHCS LUPpaMu
Ta CJIOBaMH KIUJIbKICTh JJOKYMEHTIB, 10 BKJIFOUEHI J0 OMHCY, Ta KUIBKICTh apKyIliB BHYTPIIIHHOTO
onucy. BHyTpinHiil onuc mianucyeTbcst Horo ykiagadeM. SIKIIO CIpaBy ONpaBiIeHO a00 MiALIMTO
nornepeaAHbo 0e3 BHYTPIIIHBOIO OMUCY, TO WOro OJaHK MIJKJICIOETHCS 10 BHYTPIIIHBOTO OOKY
JUIHOBOI OOKJIQMHKH CIIPaBU.

3MiHM CKJIaly TOKYMEHTIB CIpaBH (BKJIIOYEHHS JOJATKOBHUX JOKYMEHTIB, X BHUKIIIOUYEHHS,
3aMiHa OpHTIHAJIB KOMISIMU TOHIO) BinoOpaxkaroThcs B rpadi "lIpumiTku" 13 mocuiaHHSAM Ha
BIJIMOBIHI JOKYMEHTH (HaKa3M, aKTH TOIIO) 1 JO BHYTPIIIHBOTO OINHUCY CKJIAJAETbCS HOBUH
iICYMKOBHH 3aITuC.

369.  3acBimuyBaJbHUHN HAMMKC CIPABU CKJIAAETHCS 3 METOIO OOJIIKY KUTBKOCTI apKYIIIiB Y
crpaBi Ta ¢ikcarlii 0coOIMBOCTEH X HyMepalrlii.
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3acBiguyBanbHUI Hanmuc (I01ATOK 22) CKIAJa€ThCsl HA OKPEMOMY apKylIili, 0 BMILYEThCS
B KIHIIl CHpaBH, y JAPYKOBAaHMX IPUMIpHHUKAX crpaB (OOJIKOBI >KypHal M, 3BITH TOIIO) — Ha
3BOPOTHOMY OOIli OCTAHHBOT'O YHCTOTO apKYIIIa.

VY 3acBiq4yBaJIbHOMY HamuCl 3a3HA4YaloThCs IUdpaMu 1 JiTepaMu KUIBKICTh apKyIIiB Yy
crpaBi Ta OKpeMo uepe3 3Hak "+" (IUTH0C) KUIBKICTh apKYIIiB BHYTPIIIHBOTO OIKCY, SKIIO BiH €.

VY 3acBiq4yBaJIbHOMY HaIKCl 3acTepiraloTbcsi Taki OCOOIMBOCTI HyMepallii JTOKYMEHTIB
CIIpaBH:

HasBHICTH JITEPHHUX Ta NPOITYIIEHUX HOMEPIB apKYIIiB;

HOMEPH apKyIIiB 3 HaKJIeeHUMHU (hoTorpadisiMu, KPECICHHSIMH, BUPI3KaMH TOIIO;
HOMEPH BEITHKO(POPMATHHUX apKYIIIiB;

HOMEpHU KOHBEPTIB 3 YKIAJACHHSIMH 1 KUIbKICTh apKYIIiB YKIAJICHb.

3acBiuyBaJIbHUI HaNKMC MIANUCYETbCA 0C00010, KA HOro ckiana. Yci HAacTyIHI 3MiHM B
CKJIaJli Ta CTaHi crpaBy (TIOMIKOPKEHHS apKyIiB, 3aMiHa JOKYMEHTIB KOIIsIMH, IPHEJHAHHS HOBHX
JIOKYMEHTIB TOIL0) 3a3HAYalOThCA y 3aCBIAYYBAJIBHOMY HAMUCI 13 TOCHUJIAHHSIMH Ha BiJNOBIIHUN
BUIIPAB/IOBYBAJIbHHI JTOKYMEHT (HaKas3, akT).

VY pasi 3Ha4HOTO 00CATY NMEepeHyMepalii apKyImiB y crpaBi B KiHII 11 CKIaIa€TbCs HOBUH
3acBiuyBanbHUi Hamuc. CTapuil 3acBiTUyBaJbHUIN HAMKC 3aKPECTIOETHCS 1 30€pira€ThCs y crpasi
MOCTIHHO.

370.  OmpaBneHHsi crpaB 3MIHCHIOETHCS 3 METOIO 30epexeHHs iX (i3uuHOro CTaHy.
JIOKyMeHTH, 1110 MICTATBCS y CIpaBi, MIAMIMBAIOTh HA YOTUPU MPOKOJIU CHELiaJbHUMU CYpOBUMHU
HUTKamMu abo paparBoro. CrmpaBu ToOCTiiiHOTO, TpuBayioro (moHax 10 pokiB) 30epiraHHs Ta 3
KaJpOBUX NHTaHb (OCOOOBOrO CKJIaly) OINpPAaBIISAIOTHCA y TBEpAY OOKIATUHKY 3 KapToHy. [Ipm
IIbOMY MeTaJIeBl CKPIMJICHHS (CKPIMKH, IIMWIBKN) BUITyYatOThCs 3 JOKYMEHTIB.

ITig yac onpaBieHHs a0 MiAIMBAHHS JOKYMEHTIB CIpPaBU HE JI03BOJSETHCS TOPKATHCS X
TEKCTy. SIKIIO TEKCT AOKYMEHTIB HaJIpyKOBAaHO HAATO OJU3bKO /10 iX JIIBOrO Kpaw, TO MOTPIOHO
HapOCTUTH KOPIHI[l JOKYMEHTIB MarepoM TIi€i caMoi SKOCTI, 110 ¥ HOCII TEKCTY TOKYMEHTIB.

VY pa3si HasgBHOCTI y clpaBi He3aTpeOyBaHUX OCOOMCTUX JOKYMEHTIB (TPYIOBHX KHHXKOK,
MOCBITYEHB, JUIIJIOMIB, aT€CTaTIB, CBIIOITB TOMIO) Il JOKYMEHTH BKJIQJAalOTHCS B KOHBEPT, SIKUM
HiAIIUBAETBCSA 0 CIpaBU. SIKIIO TaKMX JOKYMEHTIB 3HAa4Ha KIUJIbKICTh, BOHM BHJIYy4YarOTbCs 31
CIpaBU 1 Ha HUX YKJIAA€THCSI OKPEMUH OIHC.

371.  OdopmiieHHS OOKITaTUHOK (THUTYJIBHUX AapKyIIiB) CIpaB MOCTIHHOTO, TPUBAIOTO
(monax 10 pokiB) 30epiraHHs Ta 3 KaJpOBUX MUTaHb (OCOOOBOTO CKJIaay) BUKOHYIOTH 3a (JOopMOIO,
HaBe/leHO B monmatky 23 mo i€l [HcTpykmii. TUTYImbHI apKymni peKOMEHAYETHCS BHUTOTOBISATH
JIPYKapChbKUM CIIOCOOOM 1 3alTOBHIOBATH 3MIHHY 1H(QOPMAIIIIO Bl pYKH.

[lepen mepenaBaHHsSM cIpaB A0 apXiBy TEPUTOPIAILHOTO YIPaBIIHHS B TEKCT Ha IX
oOKJIagHKaX (TUTYJABHUX AapKyllax) BHOCSATbCS HEOOXIJHI YTOYHEHHS, MepeBIpSIeThCA
BIJIMOBIAHICTh 3aroJIOBKIB CIpaB Ha OOKIAAWHKAX (TUTYIBHUX JHUCTax) 3MICTy MiJIIUTUX
JIOKYMEHTIB (3MICT JIOKYMEHTIB CIIpaBH B1100pa)xa€Tbcs y 3arojOBKY YITKO, CTHCIIO, y3arajabHEeHO,
0e3 BTpaTH KOHKPETHHX XapaKTePUCTHUK O00’€KTa OMUCYBaHHsS). Y pa3i MOTpeOH 1O 3arojoBKa
CIIpaBU BHOCATHCS JOJATKOBI BiJOMOCTI (ITPOCTaBIISIFOTHCS HOMEPH HakasiB, MPOTOKOJIIB, BUAM 1
dopMH 3BITHOCTI, BKa3iBKM Ha HAasBHICTh KOMIM JOKYMEHTIB y clpaBi). 3aroJOBOK CIIpaBH Ha
OOKJIaJIMHII Ma€ BiMOBIIaTH 3ar0JIOBKY B OMKCI CIIPaB CTPYKTYPHOTO MiAPO3ILTY.
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Ha oOkmaguHkax cmnpaB (THTYJIBHHX apKyllax) MPOCTaBISIOTBCS JaTH JOKYMEHTIB,
YMIIIEHUX y KOXKHY CIpaBy. SIKIIO cIipaBa CKIAJA€THCS 3 KIJTbKOX TOMIB (YaCTHH), TO HA KOKHOMY
3 HUX MIPOCTABJIAIOTHCA KpaliHi 1aTH JOKYMEHTIB (II0YaTKy Ta 3aKiHYEHHS CITPaB).

VY pasi 3a3Ha4YCHHS TOYHMX KAJICHIAPHUX JaT 3a3HAYAOTHCSA YMCIIO0, MICAID 1 pik. Yucio 1
piK TMO3HAYarOThCcs apaOChKUMHU LU(ppPaMU, Ha3Ba MicALs IMUMIETHCS CIOBOM. SIKIIO Yy CHpaBy
BKJIFOUEHO JOKYMEHTH (JI0AAaTKH TOIIO), aTH SKUX BUXOASTH 3a KpaiHi JaTu CIpPaBH, TO HIDKYE
JIaTH CIIPAaBU 3 HOBOTO psifKa poOUTHCs mpo 1e 3anuc "Y cripasi € JokyMeHTH 32 poku'. [latu
MOXXYTh HE 3a3HaYaTHUCS Ha OOKIaJAMHIN (TUTYJIBHOMY apKyIlli) CIpaB, M0 MICTATh PidHI TJIaHU Ta
3BITH, OCKIJIbKM BOHHU B1JIOOPa’KEHI y 3ar0oJIOBKaxX CIIPaB.

Ha oOxmaguHkax crpaB (TUTYJIBHHMX apKyllax) 3a3HAdyaloTh KUIBKICTh apKyIIiB y CIpaBi
BIJIMOBIIHO 70 3acBi4yBaJIbHOTO Hamucy (0e3 BpaxyBaHHsS apKyIliB BHYTPIIIHBOTO OIHUCY Ta
3aCB114yBaJIbHOTO HAIUCY).

Ha oOxmaguHmi cnpaBu B TPaBOMY BEpPXHBOMY KyTi Ta HIDKHBOMY JIIBOMY KYTi
3a3HAYAETHCS apXiBHUN MHQp cripaBu (3a MOTOHKEHHSIM 3 apXiBOM TEPUTOPIaTLHOTO YIPABIIIHHA
HOMEpPH 3BEACHOTO OINUCy 1 apxiBHOro (hoHAY, HOMEp CHIpaBU 3a 3BEACHHM OIMCOM
NPOCTABISIOTHCSI B apxiBi MIC/s 3aTBEPPKEHHS 3BEICHOTO omucy crpas). s mpocTaBiieHHS
apxiBHOTO MU(PY MOXKE 3aCTOCOBYBATHUCS IITAMII.

VY pasi 3MiHU HallMeHYBaHHS YCTaHOBHU (i CTPYKTYpHOTO MiIpO3JLTYy) MPOTSITrOM MEepiofy,
KU OXOIUTIOIOTh JIOKYMEHTH CIpaBd, a0 IIiJ Yac IMepeaadi CnpaBd JO IHIIOT YCTaHOBU
(CTpYKTYpHOTO MiApPO3ALTYy) Ha OOKIAAWHII CHpaBU (TUTYJIBHOMY JIMCTi) 3a3HAYAETHCS HOBE
HallMEHYBaHHS YCTaHOBU (CTPYKTYPHOTO MiAPO3LTY), a MONepeaHe OepeThes B AYKKH.

Hanucu Ha oOknanuMHKax cropaB MocTiHOro Ta TpuBaioro (moHan 10 pokiB) 30epiraHHs
PpOOIATHCS YITKO YOPHUM CBITIIOCTIMKUM YOPHUIIOM ab0 MacTolo.

VY pasi BMILIEHHA y CHpaBy HaJIeKHUM UYUHOM O(GOPMIICHOIO THUTYJIBHOIO apKylla,
BUTOTOBJIEHOTO JPYKapChbKUM CHOCOOOM, Ha OOKJIQJAMHIII CIIpaBU 3a3HAYAIOTHCS JIMILE HOMEpPHU
apxiBHOro (oHIy, Omucy 1 crpaBH. 3a0OpPOHSETbCS HAKJICIOBAHHA THUTYJIBHOTO apKylla Ha
OOKJIaINHKY CIIPABH.

I'nasa 3. CxiaganHs Ta 0()OpMJIEHHS ONKMCIB CNIPAB CTPYKTYPHOIO
niapo3ainy

372.  CTpyKTypHI MiIpO3IIA TEPUTOPIATBHOTO YIPABIIHHA 3000B’s3aHI ONUCYBAaTH
JOKYMEHTH TocTiiHOro Ta TpuBasoro (moHax 10 pokiB) 30epiraHHs, 3 KaJpOBUX MHUTaHb
(ocoboBoro ckiaay) 4epes pik Mmicist 3aBepIlieHHs CIpaB y JI1JI0BOJICTBI.

373.  Ha cnpaBu TumyacoBoro (10 10 pokiB) 30epiraHHsl ONKUCH HE CKJIAJa0Thes. Y pasi
JIKBiJaMlii yu peopranizaiii ycTaHOBH TaKi OMUCH CKJIaIAI0THCS 000B’ SI3KOBO.

374. Omnmcu copaB  CTPYKTYPHOTO — MIIPO3AUTY — TEPUTOPIaTbHOTO  yIPaBIiHHS
CKJIaJalOThCsl IIOPOKY 3a (hOpMOIO, HaBEICHOI B M0AaTKy 24 mo uiei IHcTpykuii, mocaaoBoro
0c00010, BIJIMOBIJAIILHOIO 33 JUIOBOACTBO y CTPYKTYPHOMY MiJIPO3iJii, 32 METOJUYHOI JTOTIOMOTH
0co0Hu, BiJIMOBIIAJTBLHOT 32 apXiB.

375.  Homep omucy cmpaB CTPYKTYPHOTO MiJpO3JUTYy YCTAaHOBH NOBHUHEH CKJIagaTHCA 3
M(pPOBOTO TMO3HAYEHHS CTPYKTYPHOTO MAPO3IIIY 3a HOMEHKIATYpOIO CIpaB 3 J0/IaBaHHSIM
MOYaTKOBOT JIITEPU Ha3BH KaTeropii TOKYMEHTIB, 110 BKIIOYAIOTHCS J0 OIMUCY, Ta YOTHPHOX IH(pP
POKy, B SIKOMY DPO3IOYaTO CIIpaBH, BKIIOYEHI 10 omucy. Hampukian, ommcu cnpaB MOCTIHHOTO,
TpuBasioro (moHay 10 pokiB) 30epiranHs Ta 3 KaAPOBUX MUTAHb (0COOOBOTO CKIIAY) CTPYKTYPHOTO
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niapo3aiay Ne 8, 1m0 00JIKOBYIOTBCS 32 HOMEHKJIATYypolo crpaB i po3novari y 2015 pomi, 6yayTs
maTu Taki Homepu: 8 IT- 2015, 8 T - 2015, 8 OC - 2015.

376.  Ilim yac ckiajgaHHs OMKCIB CIIPaB CJIIJI JOTPUMYBATHCS TAKUX BUMOT:
CIIPaBH KOXXHOT'O POKY CKJIQJIAI0Th PIYHHIA PO3JILJI OMUCY CIIPAB;
MOPSIJTIOK HyMepallii crpaB B ONMKMCY — BAJIOBUH 3a KiJIbKA POKIB;

3aroJIOBKH CIIPaB BHOCSATH JO OIHKCY BIAMOBIAHO JIO MPUHHATOI CXEMH CHUCTEMaTH3aIlii, sIK
MPAaBUJIO, HA OCHOBI HOMEHKJATYPH CHpaB (3a HEOOXIJHOCTI 3aroJIOBKH CIPaB pPEAaryrOThCS Ta
YTOYHIOIOTHCS);

KOXHY CIIpaBy BHOCATBH JI0 OMHCY IiJ] CAMOCTIHHUM MOPSAKOBUM HOMEPOM (SKILO CIIpaBa
CKJIaJIA€THCS 3 KUTBKOX TOMIB, KOXXEH TOM OTPHUMYE OKPEMHUH HOMEp, SIKIIO CIpaBa CKIAJAETHCS 3
KUJTBKOX YaCTHH OJTHOTO JOKYMEHTA, TO KOXKHA YaCTHHA OTPUMYE OKPEMU HOMED);

y pa3i BHECEHHS [0 OMHCY MigpsA KiUTBKOX CIIPaB 3 OJHAKOBUM 3aroJIOBKOM ITOBHICTIO
HABOJIATH JIMIIIE 3ar0JI0BOK MEPIIOi CIPaBH, a BC1 1HII OJHOPIIHI CIIpaBU MO3HAYAIOTH CJIOBaMH '"'Te
came", OJJHaK PEIITY BiIOMOCTEH MO CIIPaBU 3a3HAYAIOTH IMOBHICTIO (Ha KO)KHOMY HOBOMY apKyIIIi
OTIHCY 3ar0JIOBOK BiJITBOPIOIOTH MOBHICTIO);

rpadu OmuCy 3amOBHIOIOTH BIJAMOBITHO IO BIJOMOCTEH, BHHECEHHX Ha OOKIIAIUHKY
(TUTYIBHUHN apKyI) CIIPaBH;

rpada omucy "IlpumiTka" BUKOPHCTOBYETHCS IS BIIMITOK MPO OCOOIMBOCTI (PI3UIHOTO
CTaHy CHpaB, MpO Iepeaady ClpaB IHIIMM CTPYKTYPHUM MiApO3JijaM, MPO HASIBHICTh KOIIH
JIOKYMEHTIB y CIIPaBi.

377.  Jlns posmomily crpaB BiIMOBITHO JO CXEMH CHCTEMAaTH3allii mepeadadeHo Taki
npaBuia;

CIPaBU BIJHOCATHCS 10 TOTO POKY, B SIKOMY iX 3allpOBaJMIM B JIJIOBOJCTBI a00 B SIKOMY
BOHM HAJIIWIUIN A0 CTPYKTYPHOTO MiJIPO3JLTY ISl IPOJIOBKEHHS;

TJTaHU, 3BITH, KOIITOPUCH M JOKYMEHTHU JI0 HUX BITHOCATHCS JI0 TOTO POKY, Ha sIKUK abo 3a
SKMH X CKJIaeHO, HE3aIEeKHO BiJ JaTH 1X CKJIaJdaHHS;

MEPCIEeKTUBHI IMJIaHU BIHOCATH O MOYAaTKOBOTO POKY iX Aii, a 3BITH 3a LI POKHU - JIO
OCTaHHBOTO POKY 3BITHOTO NEPIOJY;

CIIpaBH, 5Kl pO3MOYATO B OJTHOMY CTPYKTYPHOMY ITIAPO3/ILI Ta TIEPEIaHO TS TIPOJOBKECHHS
JI0 1HILIOTO MiAPO3]iTy, HaleXaTb TOMY HiAPO3aiiy, /e iX 3aBeplIeHO (IpU bOMY Ha3Ba MEPIIOro
niapo3aiay OepeTbes B Iy>KKHU 1 MUIIEThCS Ha3Ba OCTAHHBOTO).

378. Omnmcu cmpaB BemyThCS MPOTSATOM KIJTBKOX POKIB 3 BUKOPUCTAHHSIM €IWHOL
HacKpi3Hoi Hymepaiii. CripaBu KOXKHOTO POKY CTAHOBJISITh PIYHUIN PO3/ILIT OMHCY.

379. YV KiHII ONHCY 3allOBHIOETHCSA MIJICYMKOBHH 3alyC 13 3a3HAUYEHHSM KIUIBKOCTI
(uudpamu 1 cioBaMH) cIpaB, IO OOJIKOBYIOTHCS 3a OINKCOM, HEPIIOTrO 1 OCTAaHHHOI'O HOMEpIB
CIpaB 3a OMHMCOM, a TaKOXK OOYMOBIIOIOTHCS OCOOJIMBOCTI HyMepallii cripaB B omuci (JiTepHi Ta
IPOMYIIEHI HOMEPH CIpaB).

380. VY piuHuil po3ain ONMUCY CIpaB BHOCATHCS TaKOX CIPaBH, HE 3aBEPIICHI MPOTATOM
KaJCHJApHOTO POKY. Y TaKMX BHIAAKaX y KiHI PIYHUX PO3IUTIB OMUCY KOKHOTO HACTYITHOTO
POKY, TIPOTSATOM SIKOT'O CIIPaBH MPOJIOBKYBAIKCS B IIJIOBOJCTBI, 3a3HavYaeThes: ""JlOKyMeHTH 3a e
PIK IUB. TAKOX y PO3/Li 32 pik, No ". I'pacdu 4, 5 bopmu onucy HE 3aMOBHIOIOTHCS.



381. Omnmc cmpaB CTPYKTYpHOTO MigPO3AUTy YCTaHOBH IIAMUCYEThCA YKJIaladueM 13
3a3HAYCHHSAM HOTO IOCaIH, MOTODKYETHCSA 3 KEPIBHUKOM CITYKOH JiJTOBOJCTBA 1 3aTBEPIKYETHCS
KEPIBHUKOM CTPYKTYPHOTO T1PO3ALTY.

382. Ommc cmpaB CTPYKTYpPHOTO TMIAPO3AUTY YCTAaHOBHM CKJIQJAE€ThCS Y  JBOX
NPUMIPHUKAX, OJUH 3 SKUX TEPENacTbcs pa3oM 31 CIpaBaMU 0 apXiBy YCTaHOBHW, a IHIIWH
3aJIMIIAETHCA K KOHTPOJIBHUNA IPUMIPHUK Y CTPYKTYPHOMY HiAPO3/ILIi.

383. Ha ocHOBi ommCiB cripaB CTPYKTYPHHUX IIIPO3AUIIB apXiB YCTAaHOBH T'OTYE 3BEICHI
OMKCH CIIpaB TOCTIHHOrO Ta TpuBaioro (monan 10 pokiB) 30epiraHHs, 3 KaJpOBUX IUTaHb
(ocoboBoOro ckany) y nopsaxky, BU3HaueHoMy B myHKTax 394-421 wiei [HcTpykuii.

I'naBa 4. IlepenaBaHHsi cipaB /10 apXiBy TePUTOPiaIbLHOI0O
YIPaBJIiHHA

384.  Cmpasu noctiitHoro Ta TpuBasuoro (monas 10 pokiB) 30epiranHs, 3 KaApOBUX MUTAHb
(ocoboBOTO CKITay) Uyepe3 ABa POKH ITiCIIS 3aBEPIICHHS X BEJICHHS B JIUIOBOJICTBI MEPEIAIOTHCS 10
apxiBy B yIOPSAAKOBAHOMY CTaHI JJIsl TIOAAJIBIIOTO 30epiraHHst Ta KOPHUCTYBAaHHS.

CrpaBu noctiitHoro Ta TpuBajoro (moHaa 10 pokiB) 30epiranHs mepeaarThes A0 apXiBy 3a
OTMKCaMH, CKJIaICHUMU 32 BUMOTaMu, BuzHaueHUMH y yHkTax 403-409 wiei [HeTpykii.

385.  Cmpasu TumuacoBoro (10 10 pokiB BKIIIOUHO) 30€piraHHa MOXYTh IIepejaBaTUCS 10
apxiBy 3a pilICHHSM i1 KEpIBHUKA 32 YMOBU HASIBHOCT1 B HbOMY BUIBHUX TLIOIIL.

CrpaBu tumuacoBoro (1o 10 pokiB BKIIIOYHO) 30epiraHHs TEpearoThCs 10 apXiBy 3a
HOMEHKJIATypOIO CIpaB ado 3a 3/1aBaJIbHUMU OIUCaMH JTOBUIBHOI (hOpPMH.

386. IlepemaBanHsi crnpaB A0 apxiBy TEPUTOPIANIbHOTO YHPABIIHHSA 3IIHCHIOETHCS Y
HepuIoMy KBapTaji MOTOYHOTO POKY.

387. Skumo okpemi CHpaBU HEOOXITHO 3aUIIUTH Yy CTPYKTYPHOMY MiJpO3Jiil s
NOTOYHOI pOOOTH, apxiB 0opMIIse BUAAUY CIpaB y THUMYACOBE KOPUCTYBaHHS.

388. IligroroBka cmpaB CTPYKTYpHOTO MIiAPO3AUTY JUId TEpelJaHHs O apxXiBy
TEPUTOPIAILHOTO YIPABIIHHS BKIIIOYA€ MEPEBIPSHHS MPaBWIBHOCTI (OPMYBaHHsS JOKYMEHTIB Y
CIIPaBH, BIJIMOBIAHICTb 3arojIOBKIB CIIPaB 3MICTY BMIIIEHUX JI0 CIIpaB JOKYMEHTIB, 0()OpMIICHHS
JIOKYMEHTIB KOXHOi CHpaBd, O(OpPMIIEHHS CIpaB Ta BIJMNOBIIHICTh CIpPaB HOMEHKIATYpI,
3aTBEPKEHIH HAYaIbHUKOM TEPUTOPIATbHOTO YIIPaBIiHHS.

VY pasi BuABIEHHS HEIOJIKIB Yy QopMyBaHHI Ta OGOpPMJIEHHI CHOpaB MpaliBHUKA
CTPYKTYpPHHUX MiIPO3/1IiB 3000B’A3aH]1 X yCYHYTH.

ChnpaBu 10 apxiBy TEpUTOPIATBHOTO VIPABIIHHSA JIOCTABJISIOTHCS TMpaIliBHUKAMU 11
CTPYKTYPHUX MIAPO3IIIB 3B’ I3aHUMH (YITAKOBAHMUMU ) HAJIGKHUM YHHOM.

389. 'V pasi BiACYTHOCTI CHpaB CTPYKTYPHHMX HiPO3JUTIB, IO 3HAYAThCS B OIMCAX,
Y>KUBAIOThCS 3aX0/H, NepedadeHi MyHKToM 345 miei [HeTpykiii.

390. IlpuiiMaHHSA-TIepeIaBaHHS KOXKHOI CIIPaBU 3IHCHIOETHCS 0CO00F0, Bi/IIMOBITAITBHOIO
3a apXiB, y MPUCYTHOCTI MpaliBHUKA CTPYKTYpPHOIO MiJIpO3/ily, sIKHM Nepeaae yHopsiAKOBaHiI Ta
odopmiteHi cripasu. [Ipu 11bOMy B KOKHOMY HPHUMIPHHUKY OMHKCY CIPaB POOISATHCS MO3HAYKH PO
OpuidHATTA Tiel abo iHmOI chpaBu. Y KIHII KOXHOTO NPUMIPHUKA OMHUCY CIpaB POOJISATHCS
nrdpaMu Ta CIIOBaMH MO3HAYKH MPO (PAaKTUUHY KUIBKICTh CIIpaB, IO MepeaHi 10 apXiBy, HOMEpH
CHpaB, 110 BIJICYTHI, 1aTy NpUAMaHHs-TIEpeJaBaHHs CIIPaB 1 CTaBIJISATHCS MIAMUCH 0Ci0, SIK1 31aBaIN
Ta IPUIAMAaJH CIIPABH.



OnvH NpUMIPHUK OMHCY MOBEPTAETHCS CTPYKTYPHOMY IiIPO3/iTy, YCI 1HIII 3aIUIIAI0ThCS B
apxiBi.

I'maBa 5. 'paHu4Hi CTPOKH THMYACOBOr0 30€epiraHHs JOKYMEHTIB B
apxiBi ycTaHOBH

391.  YcTaHOBIIOKOTHCSA TaKi TPAaHWYHI CTPOKH TUMYAcCOBOrO 30€piraHHs JOKYMEHTIB B
apXxiBi yCTaHOBH:

st nokymeHTiB BepxoBHoi Panu Ykpainu, Anminictpartii [Ipesunenta Ykpainu, Kabinery
MinictpiB Ykpainu, Koncrurymiitnoro Cyny VYkpainu, BepxoBnoro Cyny Yxkpainu, Bumoro
CIIEIIaII30BAaHOTO CyAy VYKpaiHW 3 pO3TJsAy IMBUIBHMX 1 KpUMIHJIBHUX CHpaB, Bwuiioro
aJIMIHICTPAaTUBHOTO CyAy VYKpainu, Bumoro rocmomapcekoro cyny Ykpainw, I'eHepanbHOl
npokyparypu Ykpainu, Llentpanbnoi Bubopuoi xomicii Ykpainu, PaxynkoBoi mamatu Ykpainu,
HamionaneHoro 6aHky YkpaiHu, MiHICTEpPCTB, IHIINX HEHTPAIBHUX OPraHiB BUKOHABYOI BIAIH Ta
JIepKaBHUX OPraHiB i 0€3M0cepeHbO MiAMOPSAKOBaHUX iM opraHizaiiii — 15 pokis;

s aokymeHTiB BepxoBHoi Pamu ABtoHomuoi Pecmy6nmiku Kpum 1 Pagu minictpis
ABronomHoi Pecnyonmiku Kpum, obmacamx, KuiBcpkoi Ta CeBacTomosbChKOI MICBKHX pan i
JIep’)KaBHUX aJMIHICTpamiii Ta 0e3mocepeHb0 MiANOPSAIKOBAHUX iM OpraHi3alliid, ToCIoaapChbKUX
cyniB ABroHomHOI PecnyOmiku Kpum, obnacteir, mict KueBa Tta CeBacTomoisi, OKpPYKHHUX
aJAMIHICTPAaTUBHUX CYZIB, a TaKOoX IHIIMX CYyJiB, MepeadadyeHuX IMPoLeCcyalbHUM 3aKOHOM,
amnesifHNX Cy/IB, aNeISUiHHIX TOCIOAAPCHKUX CY[iB, aNeSMiMHUX aaMiHICTPATUBHUX CY/IIB,
AKi yTBOPIOIOTbCA BiAMOBINHO A0 ykazy Ilpesunenta VYikpaiHu B anensmiiHUX OKpyrax,
pETiOHANBPHUX TPOKYpPATyp, BIWCHPKOBUX NPOKYpaTyp perioHiB, TEPUTOpIaIbHUX OpraHiB
LEHTpaJIbHUX OpraHiB BUKOHaBYOi Biaau — 10 pokis;

IUI JTOKyMEHTIB pailoHHHMX, paiioHHMX y MicTax Kwuesi Ta CeBacTomosi JaepaBHHX
aJMIHICTpaliii, OpraHiB MICIIEBOTO CAaMOBpPSAYBaHHS Ta O€3MOCEpEeIHBO MIANOPSIKOBAHUX 1M
opravizauiif, paliOHHMX, MDKpallOHHMX, pallOHHMX Yy MiCTaX, MICbKHMX, MICBKpalOHHHMX CY/IiB,
TEPUTOPIAJIbHUX  OpraHiB  IEHTPaJbHMX  OpraHiB  BHUKOHAaBYOi  BJIaau, a  TaKOX
CUIbCHKOTOCIOJAPChKUX MIANPUEMCTB — 5 POKIB;

JUIS 3allMCIB aKTIB IMBUIBHOIO CTaHy, 3allCIB HOTaplalbHUX [Jid 1 CyJOBUX CIpaB,
JOKYMEHTIB 3 KaJpOBUX NHUTaHb (0COOOBOrO CKIaJy), TOCHOJAPChKUX KHHUT, JOKYMEHTIB 3
NPUBATHU3ALII] )KUTIOBOTO (POHIY — 75 POKIB.

392. Crpoku 30epiraHHi MIOJ0 KOHKPETHUX JIOKYMEHTIB MOXYTh OyTH 3MiHEHI 3a
MOTO/DKEHHSM 3 BIJTOBIHOIO JIEPKABHOK apXiBHOIO YCTAHOBOIO, apXiBHMM BIJUIIJIOM MiChKOT
panu. [IpoioBXeHHsI CTPOKIB 30epiraHHs JOKYMEHTIB B apXiBl YCTAHOBHU JIONYCKA€ETHCS 3a MOTpeOn
KOPUCTYBaHHS JIOKYMEHTaMH 31 CIIy’)KOOBOIO METOIO, y pa3i HEMOXIJIMBOCTI MPUHHATH JOKYMEHTH
Ha 30epiraHHs J10 JiepKaBHOT apXiBHOT YCTaHOBH, apXiBHOTO BiJILTy MICbKOI paJiu.

393.  Ilicns 3aKiHYEHHS TPAHUYHHX CTPOKIB 30epiraHHs TOKYMEHTH, BimHeceHi 10 HAD,
NepeaaThesl Ha TMOCTiiiHe 30epiraHHs BiAMOBIAHO 10 MOPSJIKY, BU3HAYEHOI0 B MyHKTax 572-574
i€l [HeTpykuii.



Po3nin VII. Ckiiaganus apxXiBHUX ONUCIB CIIpaB

I'naBa 1. llopsaaok ckIagaHHs PiYHUX PO3AiTiB 3BeIeHUX ONMCIB
crpas

394. IliaroroBka pIiYHMX pO3JUTIB 3BEIEHUX OMNHCIB CIIPaB IOCTIMHOTO 30epiraHus,
tpuBajoro (moHaa 10 pokie) 30epiraHHs Ta 3 KaJApOBUX IMUTAHb (0OCOOOBOTO CKJIAY) MOKJIAIA€ThCS
Ha apXiB YCTaHOBH.

395.  Skmo B ycTaHOBI CTBOPIOETHCS 3a pik 10 20 crpas, 3BeICHUI OMKC JT03BOJISIETHCS
CKJIaJIaTH 32 KUJIbKa POKiB, ajie He OibIle HiX 32 I1’ATh POKIB.

396. Ha cnenudiuni 11 KOHKPETHOI YCTaHOBH CIpaBH (CyIOBi, CJia4i, HAYKOBI 3BITH
TOIIO0) CKJIAJal0Th OKPEMI OIHCH.

397. 3BeneHi omucu CHOpaB CKIAJAAal0Th Ha OCHOBI PIYHUX PO3ALUIIB OMNHUCIB CIpaB
CTPYKTYpPHUX IiIPO3/LIIB.

398. llopsimoxk yHECeHHs 3arojOBKIB CIpaB Yy PpIYHHNA PO3IAUT 3BEICHOTO OIMUCY -
AQHAJIOTIYHUHN TIOPSIKY, 3a3HaYCHOMY B IIyHKTax 376, 377 wiel [HcTpyKIii.

3arooBKM CHpaB, MO0 MICTATh JOKYMEHTH 3a JEKUIbKa pOKiB, BKIIOYAIOTHCA y PIYHUN
PO3/ILT 3BEJIEHOTO OMUCY BiAMOBIAHO 10 BUMOT, BUKJIaAeHuX Y MyHKTi 380 i€l [HcTpykiii.

399. Ilepm HiX BKJIIOYATH 3aroJIOBKH CIpaB [0 PIYHOTO PO3AULY 3BEIEHOTO OIUCY,
HEOOX1HO 3BIPUTH 3arojIOBKU CIpPaB 3 OMHCAMH CIIPaB CTPYKTYPHHUX MiAPO3ALIIB, MEPEBIpUTH
NpPaBUIbHICTH (GOPMYBaHHS Ta O()OPMIIEHHS CIIPaB.

400. 3aronoBkH cripaB, chOPMOBAHMUX MICIs 3aTBEP/HKEHHS PIYHOTO PO3JLTY 3BEJEHOIO
OIMCY CIIpaB YCTAHOBH, BKJIIOYAIOTh J0 PIYHOIO PO3AULY MiJ JITEPHUMHU HOMEpaMu (HaIpPHUKIAL,
10-a, 284-6 Tomro) abo BMIIIYIOTh y KiHIII PIYHOTO PO3ALTY OMHUCY 3a iX BaJOBOIO HyMEpalli€lo.
Bubip TOro um TOro BapiaHTy 3aJI€KHTh BiJ] KUIBKOCTI TaKUX CIIPaB.

401. PiyHi po3aiau 3BEICHUX OIHKCIB CIPAaB HYMEPYIOTBHCS y BAJIOBOMY TOPSAKY 3a
BHMOTaMH, BCTAaHOBIIEHUMU B yHKTax 430-433 i€l [HCTpyKIii, 10 HUX CKIATAIOTHCS MiACYMKOBUI
3amuc Ta 3acBiAYYBAIBHHWA HAIMUC 3T1IHO 3 BUMOTaMH, BH3HAUYEHUMH B MyHKTax 422-425 miei
[HCTPYKIIiT , a TAKOX MEePEIMOBA, IO CKIAIAETHCS BIAMOBITHO 10 MyHKTY 427 11i€l [HCTpyKIIii.

PiuHi po3minu 3BeIEHUX OMHUCIB CpaB HE MiANIMBAIOTH 1 HE OMPABISAIOTH, BOHU MOBHUHHI
30epiratucs B TeKax 3 KjamaHaMu abo 3aB’si3KaMHu.

402.  PiynHwmii 3BeJIeHUI OMUC CIpPaB CKJIAJAETHCS HE Mi3HIIIE HiXK Yepe3 JBa POKH IMicIs
3aBEpILEHHS CIIPaB Y JI1JIOBOJICTBI.

I'naBa 2. Cxiaganis Ta 0(pOpMJIEHHSI PiYHOT0 PO3iJLy ONMCY CIPAB
MOCTIHHOIO 30epiraHHs

403. PiyHmid po3aiT 3BEJICHOIO OINKCY CIpaB TOCTIHHOTO 30€piraHHsS CKIQJal0Th 3a
BCTaHOBJIEHOIO ()OPMOIO, HABEJCHOIO B M0AaTKy 25 o miei IHeTpykiii. Jlo HbOro BKIIOYAIOThH YCi
3arojIOBKM CHpaB, IO (OpMyBalHCs B CTPYKTYPHHX MIAPO3JUIax YHIPOJOBX POKY, a TaKOXK
3arojIOBKM CIpaB i3 JOKYMEHTaMH, BHWJIYYEHHUMH 31 CIIpaB TUMUYAcOBOTO 30epiraHHs, sKi Maiu
no3nauky "EIIK". Cucremaru3aliisi 3arojoBKiB CIIpaB B OINKCY IMOBHHHA BIAMOBITATH TOPSIKY,
BU3HAYCHOMY Y 3BEJICHI HOMEHKJIATYPi CIIpaB TEPUTOPIATBLHOTO YIIPABJIiHHSA 3a Il caMuil PiK.

404. Piynuii 3BeJCHUH OMHUC CHpaB MOCTIMHOTO 30epiraHHs CKJIAJAETbCA Y YOTUPHOX
npumipHuKax, ki mcis cxpaieHHs EITK JJAKO 3aTBepmkyloThcsi HA4aTbHUKOM TEPUTOPIATBHOTO
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yIpasiiHHs a00 0c00010, Ka BUKOHYE Horo o00B’s3ku. OquH npuMipHUK Hampasisersest [JAKO.
Hpyruii - 30epiraerbcsi K HEAOTOPKAHHUNM B apXiBli TEPUTOPIATBLHOTO YOpaBmiHHA. Tperiii Ta
YeTBEPTUH MPUMIPHUKH PO3IUTY OMKCY BHKOPUCTOBYIOTHCS OCO0OOF0, BiIMOBIAANBHOIO 3a apXiB, i
0Cc00010, BIMOBIJATHHOO 3a JIJIOBOJICTBO, JIJIsi IOTOYHOTO IMOIIYKY CIpaB 1 y pasi ix nepeaaBaHHS
Ha mocTiitHe 30epirands HaaxoaaTh 10 JJAKO.

405. 3arojoBKM CHpaB, BKJIKYEHHX JI0 PIYHOTO PO3JAUTY 3BEICHOIO OIUCY CIIpaB
NOCTIHOTO 30€epiranHs, HyMepyOTh Y BaJIOBOMY HOPSAKY 10 yncia 9999. B ycranoBax 3 piuHUM
JOKyMeHT000IroM 70 600 MOKYMEHTIB JOUUILHO 3aKIHUYYBaTH 3BEICHUN OIUC 3 KIJIBKICTIO CIIpaB
999.

I'masa 3. CxiaganHs Ta 0(poOpMJIEHHS 3BEIE€HOr0 OMUCY CIPaB
TpuBaJoro (mouax 10 pokis) 30epiranusi

406. Piynmii po3min 3BeneHOrO Omucy cnpaB TpuBaioro (moHan 10 pokiB) 30epiraHHs
CKJIaIaeThCs 32 (opMoOro, HaBeAEHOW B aAoAaTtky 26 no wmiei IHcTpykmii. Jlo omucy BKIIIOYAIOTh
3arojIOBKHM CIIpaB, L0 YTBOPWJIMCS B [iSUTBHOCTI CTPYKTYpHHX MiAPO3ALTIB TEPUTOPIAILHOTO
yIpaBiHHA 1 MAIOTh BiJMOBIAHO J0 3BEJIEHOT HOMEHKJIATYPH CIIpaB CTPOKHU 30epiranHs monan 10
POKIB, a TakoX 31 cTpokoM 30epiranns "/lo mikBigamii ycraHOBH" (OKpIM TOKYMEHTIB 3 KaJpPOBHX
nuTaHb (ocoboBoro ckiany)). Cucremarusaiis 3arojioBKiB CIpaB y LbOMY OINMCY HOBHMHHA
BIJMOBIaTH TIOPSJIKY, BHU3HAUYEHOMY Yy 3BEJCHIH HOMEHKIATYpl CHOpaB TEpUTOPIabHOTO
YIIPaBIIiHHSA 32 e CaMHi PiK.

407. Omnucu cnpaB TpuBanoro (monan 10 pokiB) 30epiraHHsl CKIAAlOThCS y JBOX
NPUMIPHHUKAX Ta cXBaOThcst EK TepuTOpiaibHOTO YIIpaBIIiHHS.

Onucu crpaB TtpuBaioro (moHan 10 pokiB) 30epiraHHs MNOJAIOTHCS Ha IMOTOMKEHHS
EIIK JAKO.

408. CxBayeHi Ta TOTO/DKEHI OIKCH CIIPAaB 3aTBEPIKYE HAYAIBHUK TEPUTOPIaILHOTO
yTpaBiliHHS 260 0co0a, sika BUKOHYE Hloro 000B’a3ku. [lepimii mpuMipHUK piYHOTO PO3LTY OMUCY
30epiraeTbcsi B apxiBl TEPUTOPIAILHOTO YIPABIIHHS SK HEIOTOPKAHHUM, a APYyruil € pobouum 1
BUKOPHUCTOBYETHCS B MPAKTUYHIN poOOTI.

409. 3aronoBKM CIIpaB, BKJIIOYEHHUX JI0 PIYHOTO pO3JALTY 3BEICHOTO ONUCY CIpaB
TpuBasoro (noHax 10 pokiB) 36epiraHHs, HyMepyIOTh y BaJJOBOMY MOPSIKY 10 yrcia 999.

I'napa 4. Cxiaagannusa ta o(popMIIeHHS 3Be€HOT0 ONUCY CPaB 3
KaJPOBUX NMUTAHb (0CO00BOI0 CKJIANY)

410. 3BemeHWi OmMUC CrpaB 3 KaapOBHUX IMHUTaHb (OCOOOBOTO CKIAAY) CKIIATAETHCS 3a
dbopMmoro, HaBelneHOW B qomatky 27 mo wiei Incrpykmii. Omuc MIiCTUTh JAOKYMEHTH, IO
CTBOPIOIOTBCS B JISUTBHOCTI KaJPOBOi, OYXTanTepChKOi CIYKO Ta 3a HOMEHKJIATYPOIO CIIpaB
TEPUTOPIATILHOTO YIPABIIIHHSI MalOTh CTPOK 30epiranHs moraa 10 pokis.

411. 3aronoBKH CIIpaB OMHCY 3 OCOOOBOTO CKJIaay CHUCTEMATH3YIOTh 32 HOMIHAJIBHOIO
03HAKOIO B TaKl# ITOCIIJOBHOCTI:

Haka3® 3 KaJpOBUX MUTaHb (0COOOBOTO CKIIAMy), IO MiUISITal0Th TPUBAJIOMY 30€piraHHIO
(75 poxkiB);

00JIIKOBI JOKYMEHTH (CITUCKH MPAIliBHUKIB YCTAHOBH);

KypHaiH 00Ky HaKa3iB 3 KaAPOBUX MUTaHb (OCOOOBOTO CKIIANy);
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KapTKH 3 00J1iIKy 0COOOBOTO CKIIATy;

0co00BI crpaBu (y TOMY YHCIi 0Ci0, TPEICTAaBICHUX JI0 NMPUCBOEHHS TOYECHUX 3BaHb),
aTecTallliiHi CIIpaBH, IEPCOHAJIbHI CIIPABH;

KOHTPAKTH, TPYAOBI JAOrOBOpH, IIO 3aMiHIOIOTH HAaKa3W 3 KaJApPOBHX MUTaHb (0COOOBOTO
CKIany);

OyxranTepchKki JOKyMEHTH (0COOOBI paxyHKH i3 3apoOITHOI TUIaTH, a B pasi ixX BiJCYTHOCTI -
PO3paxyHKOBI1 BiZJOMOCTI 13 3apIUIaTH);

JOKYMEHTH TIPO aTeCcTaliio 1 Tapudikariro (TapudikamiiHi BiToMOCTI (CIUCKH);
JOKYMEHTH TIPO MPOBEJACHHS aTeCTaIlil Ta BCTAHOBIICHHS KBaJTi(hiKarlii;
HaropojHa JTIOKyMCHTAIlis;

JOKYMEHTH TIpO HEIIacHI BWIIAJKM Ha BUPOOHWUITBI (AaKTH, TNPOTOKOJIH, BUCHOBKH,
KYpHAIH);

He3aTpeOyBaHI OCOOHCTI JIOKYMEHTH MpAI[iBHUKIB (TPYIOBI KHMXKKH, BIMCHKOBI KBHTKH,
JUIUIOMH, aT€CTAaTH TOIIO).

412.  OcoboBi cmpaBu (0co0OBI KapTKH) BHOCSTH IO OIKCY 3a POKOM 3BUIBHEHHS
MOCaIOBUX OCI0 B andaBiTHOMY HOPSAKY iX MPi3BUIIL.

413. 3anexHo Big 00cATy OCOOOBI CIIpaBM BHOCSTHCS JO OMHUCY SIK OKPEMi OJMHUIL
30epiraHHs abo rpymyrThCs 3a a(aBiTOM B OKpEMI CIIpaBU-HAPSIU, KOKHY 3 SKMX BKIOYAIOTh JI0
OIUCY MiJ CAMOCTITHUM HOMEPOM, HAalIPUKJIIA/I:

414. Oco06oBi cmpaBH 3BUIBHEHHX IpalliBHUKIB 3 TMpi3BUIIaMu 3 Jitepu "A" 1o
mitepy "K".

415.  Te came, 3 npi3Bumamu 3 aitepu "JI" mo mitepy "A".

416. Y chopaBu-HapsAW BMINIYIOTh BHYTPINIHIM OMUC yCiX 0COOOBHX cCHpaB i3
3a3HaYCHHSM HOMEPIB CTOPIHOK KOXKHOT 0c000B0i cripaBu. CpopMoBaHi y cripaBU-Hapsiu 0COOOBI
CTpaBU BiJJOKPEMITIOIOTH OHA BiJ OJHOT YHCTUMH apKyIIaMH Tarepy, A€ 3a3HadaloTh IMpPi3BUILE,
iM’s1, IO 0aTBKOBI OCOOU, Ha SIKY 3aBEJICHO CITPaBy.

417.  Oco0oBi KapTKu TakoX (OPMYIOTh y CHpaBU-Hapsau B au(aBITHOMY MOPSAIKY,
HanpuKIa;

Oco0oBi KapTKu 3BUIbHEHHUX mpauiBHUKIB (¢. T-2) 3 mpizBumamu 3 jitepu "A" mo
mitepy "H".

418. Oco0oBi paxyHKH TpaIiBHUKIB (OPMYIOTH Yy XPOHOJIOTIYHOMY TMOPSAKY 3a
an@apiTOM MPI3BUIL MPALlIBHUKIB, HATIPUKIIA/:

Oco00B1 paxyHKH IMpaIiBHUKIB 3 Mpi3BUIaMH 3 JiTepu "A" no mitepy "M".

419.  3anexHO BiJ KUIBKOCTI 0COOOBHX CIIPaB Ta 0COOOBUX KapTOK Ha 0cOOOBI CIpaBH Ta
KapTKH 3BUIBHEHHX MPAIiBHUKIB MOKE CKJIaJaTHCA OKPEMUI OTHC.

420. Omnwmcu copaB 3 KaJApoBUX NHUTaHb (0COOOBOTO CKJIaAy) CKIANAlOTh Y TPhOX
npuMmipaukax. [loromxeni EIIK JIAKO omnucu 3aTBepakye HauyalbHUK TEPUTOPIAIbHOTO
yropaBiiHHSA a00 0co0a, sika BUKOHYE HOT0o 000B’s13ku. [lepruii mpuMipHUK pIvHOTO PO3ILTY OMUCY



30epiraeTbcsi B apXiBi TEPUTOPIATILHOTO YIPABIIHHA SK HEIOTOPKAHHUM, a IpYruil € poOodYnM i
BUKOPUCTOBYETHCS B MpakTHUHi poOoTi. Tperiii Hancunaerbes 1t koutpomo JAKO.

Omnwucu crpaB 3 KaJIpOBUX MUTaHb (OCOOOBOTO CKIIAJy) YCTAHOB, Yy IiSIBHOCTI SIKUX He
CTBOPIOIOTECS TOKyMeHTH HA®D, ckmamarore y aBoX mpuMipHukax. Ilicms moromkeHHs omuciB
EIIK nepxxaBHoro apxiBy abo EK apxiBHoro Bimminy paiioHHOi, pailoHHuX y Mictax Kuesi i
CeBacTomojii Jep>kaBHUX aJMIHICTpalliii, MICbKOi pamu iX 3aTBEPIKyE€ KEPIBHUK YCTAaHOBH.
[Neprmii MpUMIPHUK PIYHOTO PO3IUTY OMUCY 30€piraeThCsl B apXiBi yCTAaHOBHU K HEJJOTOPKAaHHHIA, a
JOpyruii € podo4rM i BAKOPHCTOBYETHCS B IPAKTUYHINH POOOTI.

421. 3arojoBKM CHpaB, BKJIYCHUX JI0 PIYHOTO PO3JAUTY 3BEICHOTO OIKCY CIpaB 3
KaJpOBHX MHUTaHb (0COOOBOIO CKIIAJY), HYMEPYIOTh y BAJIOBOMY MOPSIKY 10 yrciaa 999.

I'masa 5. IlincymkoBuii 3an1UC Ta 3aCBiI4yBAJbHHI HANKC 10 APXiBHUX
OmMCiB cipaB

422. CymapuHuii 00JIK CrIpaB 3aKpIIUTIOETHCA Y MiJICYMKOBOMY 3aIluCi, SIKHW CKJIaal0Th
JUISL BCIX apXiBHUX OMUCIB crpaB. Ilicist ocTaHHBOI CTATTI KOKHOTO OMKCY 3a3HA4YaroTh (udpaMu
Ta cI0BaMH) (aKTHUHY KIJIBKICTh CHpPaB, YHECEHUX JI0 PIYHOTO PO3ALTY OIHUCY, a TAKOXK BKA3YIOTh
0cO0IMBOCTI HyMepallii cripaB (HasiBHICTB JIITEPHUX Ta TPOIYIIEHUX HOMepiB). Hanpukian:

V 1eit onuc BriarodeHo 250 (asicti n’ataecsrt) cupas 3 Ne 1 mo Ne 250, y Tomy ymcii:
nitepHi Homepu: 50a, 145a, 1456;
nponymeHi Homepu: 170, 205.

423. KoxHy 3MiHYy 3arajibHOi KiTBKOCTI CIpaB B ONHNCY, TOB’SI3aHY 3 HAIXO/DKCHHSIM,
BUOYTTAM, 00 €AHAaHHAM, PO3(OpPMYBaHHAM CIpaB TOIO, (IKCYIOTh y MIACYMKOBOMY 3amHCi 3
MOCUJIAHHAM Ha BiJIOBIJHI JOKYMEHTH, 1110 € MiJICTaBOIO JJIsl BHECEHHs 3anucy. [Tpuknaau:

Jlo omucy BkmtoyeHo crpaBy Ne 78-a. IlimcraBa: akT mpo mepeBipsHHS HASBHOCTI 1 CTaHy
copas Bix 17.01.2017 Ne 3;

Crnpasu 3 Ne 112 mo Ne 115 BukimoueHo 3 onucy. IlincraBa: akT mpo HecTauy apXiBHHX
crpaB (nokymeHTiB) Big 12.06.2017 No 2;

CrpaBy Ne 200 po3dopmoBano. Jlokymentu crnpasu Ne 200 4acTKOBO BKJIIOUEHO B CIPaBy
Ne 180. Crpasu 134 ta 136 06’ennano. [lincrasa: akt Big 20.01.2017 Ne 1.

424.  Tlicnsg BHECEHHS B OIKUC JOJATKOBUX 3aMKCIB CKJIAal0Th HOBUH MiJCYMKOBUH 3aIuc
1o onucy. Y pasi BUOYTTS cripaB 3 onucy B rpadi "[IpumiTka" mpoTu KOKHOI clipaBu, 110 BUOYIa,
poOsATh Mo3HauKy "Bubyma".

425.  Jlns o0uiKy KUTBKOCTI apKyIIiB PIiYHOTO PO3/UTY 3BEIEHOTO OMUCY CHpaB, (ikcaril
0CcO0JIMBOCTEN HyMepallii OMUCy Ha OKpPEMOMY apKyllll CKJIAJa€TbCs 3acBIAYYBAIBHUNA HAIUC J10
pO3IUTYy OMHCYy, SIKUH PO3MILIYIOTh HANPUKIHILI PIYHOTO pPO3AUTy 3BeaeHoro omucy. Popma
3aCBITUYBAJILHOTO HAMKCY 10 PO3/UTY ONMCY HaBeAeHa y 1oJaTKy 28 1o ui€ei [HeTpykii.

I'nasa 6. [lepegMoBa /10 3BeIeHUX apXiBHUX ONMCIB cIpaB

426. Jlo KOXHOTO PIYHOTO PO3MITY 3BEJACHOTO OIHKCY CIpaB IMOCTIHHOTO 30epiraHHs,
TpuBasioro (mouan 10 pokiB) 30epiraHHs Ta ONMUCIB CPaB 3 KAAPOBUX MUTAHb (0COOOBOTO CKIIAIY)
CKJIaJIal0Th TIEPEIMOBY, IO € €JIEMEHTOM JIOBIJIKOBOTO amapary 10 PIYHOTO PO3JAUTY 3BEICHOTO
OIHCY CIIPaB.
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427. TlepenMoBa 0 ONUCY CKJIAJAE€THCS 3 ABOX YACTHH:
nepiia — iCTopis ycTaHOBU-(OHIOYTBOPIOBAYA;
npyra — ictopist GoHIy.

VY mepuniii yacTHHI TIEPEIMOBH HABOJATH Y XPOHOJOTIUHIM IMOCITIIOBHOCTI B1IOMOCTI MPO
3MIHM 3a BIATNOBIAHMK TEpioj, L0 BinOynMcs y HampsMax AisTIBHOCTI yCTaHOBH, ii HasBi,
HiANOPAIKYBaHHI, CTPYKTYPi, Y APYTid — CTHCJIO XapaKTEePU3YIOTh 3MICT 1 IIOBHOTY JIOKYMEHTIB Y
CIpaBaXx, BUCBITIIFOIOTh OCOOJIMBOCTI JOPMYBAHHS Ta ONKMCAHHS CIPaB, iX CHCTEMATH3allii B OIHCY.
[TepeamMoBy MiAMUCYIOTH YKJIaga4 OMUCY Ta/abo ocoba, BIAMOBITalIbHA 3a apXiB.

428.  Inmi eaeMeHTH JOBIAKOBOTO amapary 0 PIYHOTO PO3ILTY 3BEACHOTO OIUCY CIpaB
(TUTYNBHHI apKYII, 3MICT, CITUCOK CKOPOUYCHb, TOKAXKYMK) CKIIAJJAI0Th 32 MOTPEOH.

429. HeoOXigHICTh CKIIalaHH TOBIIKOBOTO anapaTy A0 3BEJICHUX OIHUCIB CIIPaB MOCTIIHOTO
30epiranns y3romkyerbes 3 JJAKO.

I'naBa 7. Hymepanisi 3BeieHNX apXiBHUX ONUCIB

430. YV mexax apxiBHOTO (HOHAY HEPUIOMY PIYHOMY PO3ILTY 3BEIIEHOTO OIUCY CIpaB
KOXXHOTO BHJIY HaJaeTbcs HoMep. Jlo omucy 3 KaapoBUX MHUTaHb (0COOOBOTO CKIIATy) IOAAOTH

n..n

nitepHi inaekcu "k" abo "o/c", onucam crpaB TpuBasioro (moHaa 10 pokiB) 30epiraHHsS — JIITEPHUN

nn

iHgeKe "T", HanpUKIa;
ormc Ne 1 cripaB moCTiHHOTO 30epiranHs,
oruc Ne 2-K 3 KaJIpOBUX MUTaHb (0COOOBOTO CKIANY),
onuc Ne 3-t tTpuBanoro (noHaza 10 pokiB) 30epiranHsi.

431.  VYciHacTymHi piyHi PO3JIUIM 3BEICHOTO OIUCY cripaB Oy1yTh MaTH Liel caMuili Homep
N0 CKIIQJICHHS 3aKiHYEHOTO OMHUCY, MPH IOMY ITCIs HOMEpa KOKHOTO HACTYITHOTO PIYHOTO
pO3JIUTY OMHUCY CHpaB y JAYKKax 3a3HAYa€ThCsl CIOBO "MpoaoBxkeHHs", Hampukiaaa: "Ommc Ne 1
(TPOZIOBXKEHHS) CIIpaB MOCTIHHOTO 30epiraHHs".

432. He nmo3BONSIETbCS HAJaBaTH OINKCAM OJHAKOBI OOJIIKOBI HOMEpHW, HANPHKIIAJ, JBa
onucu Ne 1 moctiiiHOrO CTPOKY 30€piraHHs, a TAKOX HaJlaBaTH iM JIITepHI iHekcH "a", "6" Toio.

433. Howmep BUOYJIOrO OMUCY 1HIIUM ONKCAM HE MPUCBOIOETHCS.

I'naBa 8. 3akiHueHuii apXiBHUI ONuUC cIPaB

434.  Jlexinpka pPIYHMX PO3AUIIB 3BEACHOTO OMMUCY cHpaB ab0 OAMH PIUYHUM PO3.Ii,
KUIBKICTh 3aroJIOBKIB CIIpaB y SIKUX Jocsria yucia 9999 (abo 999), BBaxaroThCs 3aKiHUEHUM
onucoM. CripaBu, CTBOPEHI B HACTYITHI POKH, BKJIFOYAIOTHCA JI0 1HILIOTO OIMUCY, 10 MA€ HACTYIHUHN
HOPSIKOBUM HOMEp, HANIPpUKIIaA 2, a00 1HIIUI BaJOBUN HOMED.

3aKkiHUeHHUI ONMUC CKJIaJaroTh 1 B pa3i JiKBiJalii yCTaHOBU-(POHIOYTBOPIOBaYa HE3AIEKHO
BiJ] KUIBKOCTI 3aroJIOBKIB CIIPaB y piYHUX pO3/iiax.

435. Cucremaru3zallis 3arojOBKIiB CIpaB y 3aKiHYEHOMY OIUCY MOXKE YTOYHIOBATHCS
3TiHO 3 XPOHOJIOTTYHO-CTPYKTYPHOIO CXEMOIO MOOYIOBH apXiBHOTO (DOHIY, pO3ZIiNaMH SKOi €
POKH, a MigPO3AiIaMi — Ha3BU CTPYKTYPHHUX MiAPO3JLTIB YCTAHOBH.

436. 3akiHYCHMH OMHWC, IO CKIAJAEThCS 3 PIYHUX OIMCIB CHpaB, MOBUHEH MaTu
3arajibHUM MiJICYMKOBUI 3amuc, CKJIaJeHUH BINMOBITHO 10 MYHKTIB 422 — 425 miei IHcTpykmii.
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SIKIIIO OIHUC CKIIQIAETHCS 3 KUIBKOX TOMIB, TO MJICYMKOBUH 3aIIUC CKIIAJAETHCA JI0 KO)KHOTO TOMY, a
JI0 OCTAaHHBOT'O TOMY CKJIAJJA€THCS 3aralbHUN MiICYyMKOBUH 3aIHC JI0 ONHUCY B IJIOMY.

437. Jlo 3aKkiHYEHOTO ONHUCYy CHOpaB  TMOCTIMHOTO  30epiraHHs  CKIAAAa€ThCs
3aCBIAYYBAJILHUM HAMUC BIAMOBIIHO 10 jAojgaTka 22 no 1iei [HcTpykmii. Y 3araapHOMY
3aCBITUYBAIBHOMY HamHCi BigoOpa)xaroTbcs BCi 3MIHM B 00Cs31 CHpaB, BHECEHUX JO OIHCY,
MoB’s13aH1 3 BUOYTTAM, HAAXODKCHHSIM, 00 €IHAHHAM 1 po3(opMyBaHHSM clpaB (HA MiACTaBi
BIJIMOBITHUX JIOKYMEHTIB). 3acBiAuyBaJibHI HANWCH, CKJIaJeHI M0 PIYHUX PO3IUIIB 3BEICHOTO
OIUCY, BUIYYaIOTh.

438. OO0OB’sA3KOBUMH eJleMEeHTaMHu O(GOPMIICHHS 3aKIHUEHOT'O OIUCY CIIpaB IMOCTIHHOTO
30epiraHHs € TUTYJIBHUN apKyll, M0 CKIAAA€ThCs 3a (OPMOI0, HABEACHOK B MojaaTKy 29 mo miei
[HCTpYKIIi, 3MiCT, TIEpEIMOBA Ta CIIUCOK CKOPOYCHb, SIKi BMIIIYIOTHCS B OIHC IMEPE]] OMMCOBHUMHU
CTAaTTSAMH B HaBEJICHIN TIOCIIIIOBHOCTI 1 CKJIAJJAI0Th JJOBIIKOBHH amapart JI0 OIHCY.

439.  Jlo ckiaxy TUTYJIBHOTO apKyllla BXOJSATH JIaHi JJIsl TIOUIYKY OMHCY B apXiBi: OCTaHHS
odimiiina Ha3Ba ycTaHOBH-(POHIOYTBOpIOBauYa — Yy pasi nepeiiMeHyBaHHA (i3 3a3HAUYEHHSAM Ha
OKpEMOMY apKyIlli BiIOMOCTEH Mpo MepeiMeHyBaHHs Ta 3MiHH B HiAMOPSAAKYBaHHI, IO BiAOyIUCS
IPOTATOM HEpiofy, 3a SKUH JOKYMEHTH BKIIIOYEHO JI0 OMKCY), HoMep (GoHIy, HOMEp ONMHCY, Ha3Ba
OIUCY, KpalHi 1aTH CIIpaB.

440. YV 3MicTi J0 3aKiHYEHOTO OIKCY CIpaB MepeniuylTh (i3 3a3HaUYEHHSM HOMEpiB
BIJIMOBITHUX apKYIIiB) Taki €JIeMEHTH: IepenMoBa (3arajbHa); JOTMOBHEHHS 0 MEPEIMOBH, IIO
BMIII[yBAJIUCS B KOXKHOMY PIYHOMY DPO3JILIi OMHCY; Ha3BH PO3ILIIB 1 MiIPO3ALTIB OMUCY; Ha3BU
IHIIMX TPy JOKYMEHTIB, BKJIIFOUEHHUX J0 ONHCY (X MOJAI0Th BiIMTOBITHO IO CXEMHU CHCTeMAaTH3aIlil
OIKCY); CHHCOK CKOpodeHb (y pa3l HasgBHOCTI y pIYHHMX pO37iIax). 3MICT PO3TAIIOBYIOTH Ha
MOYaTKy 3aKIHYEHOTO OTHCY CIPaB.

441. TlepeamoBy CKIQJalOTh BIAMOBIAHO a0 TyHKTY 427 mwiei Iacrpykmii. Hus 11
HalMCaHHS MOCIYTOBYIOTbCSI HOPMATHUBHO-TIPABOBUMH  aKTaMM, JIOBIAKOBOIO JITEpaTyporO
(eHUMKIIONENIIMH, JOBIIHUKAMM TOILO), CHpPaBol (OHAY, NOKyMEHTaMH (OHAY, OOIIKOBUMHU
JIOKYMEHTaMH, JIOBIJIKOBUM arapaToM apXiBy OpraHisaiii, a TakoX ICTOPHYHOIO JIOBIAKOIO 10
KOoHKpeTHOoro ¢GoHAy. KpiM 1mporo, B €IUHMI AOKYMEHT 3BOJATH BIJIOMOCTI, IO MICTATHCS B
nepeaMoBax J10 PIYHUX PO3/LTIB.

442. Cnucok CKOpOY€Hb CKJIaJaloTh, SKIIO B 3aKIHYEHOMY ONHUCY CIIpaB BXKHTO
CKOpOYEHI Ha3BU, abpeBiaTypH, XapakTepHi A cepu MisIbHOCTI ycTaHOBH. [lifcTaBoro clayryroTh
CIMCKH CKOPOYEHb JI0 PIYHUX PO3LIIB 3BEIEHUX OMKCIB. PO3TaIIOBYIOTH CKOPOUEHHS 3a a0ETKOIO.
Posmm¢ppyBanHs HaBOOATH dYepe3 TUpPE TMMicias CKOpoudeHb. Jlo CIUCKYy HE BKIIOYAIOTh
3araJlbHOTIPUMHATI CKOPOYEHHS CliB (p. — piK, M. — MICTO, apK. — apKyIl TOIO0), a TAKOX
CKJIaTHOCKOPOUYEH1 Ha3BM oprasizauiii (mpodcmniika, 00a1epkaaMiHiCTpalis, ciiibpaja TOIIO).

Croucku CKOpPOYCHBb 10 pi‘-IHI/IX pOSI[iJ'IiB 3BCACHUX OIIUCIB CIIpaB BUJIY4alOThb.

443.  3akiHYEHHUU OMKC Pa3oM 3 JIOBIIKOBUM amapaTroM J0 HbOTO OMPABISIOTHCS Y TBEPIY
OOKIIaIMHKY, yCi apKyIlli OMUCY HyMEPYIOTHCS BAJIOBOIO HyMEpaIIi€io.

Po3ain VIII. 3a6e3nevyenns 30epe:keHOCTi apXiBHUX TOKYMEHTIB

I'naBa 1. Bumoru 10 npumimeHb apxiBy

444,  ApxiB poO3MIIlyIOTh Yy CHELialbHO MOOYJOBaHUX, a00 TPUCTOCOBAHUX TS
30epiraHHsl OKYMEHTIB OymiBisx, abo okpeMux mnpuMminieHHsAX. CremiaJbHe TPUMIMICHHS IS
apxiBy yCTQaHOBM IMOBHMHHO TIependavatucs mig vac OymiBHHITBa abo mepeoOsagHaHHA
aJMIHICTPATUBHUX Oy/IiBEIIb.
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445. Y pasi BIiACYTHOCTI CIEI[aIbHOTO NPUMIIIEHHS JJIs apXiBy BHIUIIETHCS
MIPUCTOCOBAHE MPHUMIIIICHHS B aIMIHICTPAaTUBHIN OyliBJII YCTaHOBH. PO3MIIIIEHHST Y TPUCTOCOBAHMX
NPUMIIICHHSAX MPOBOJUTHCS B YCTAHOBJICHOMY NOPSJAKY MiCHs X EKCIepTH3H, SKa BHU3HAUYAE
NPUAATHICTE TPHUMIIICHHS (BOTHECTIMKICTh, JOBTOBIYHICTh, MIIHICTh KOHCTPYKIIiH), CTaH
npuMilieHHss (Ha ToBepXax, IiJBajbHE, TOPUINE), HASABHICTH 1 CTaH OMNATIOBAIBHUX Ta
BEHTHISIL{ITHUX CUCTEM.

JUis  TpoOBEACHHS EKCIEPTH3W 3alydaloTh MPEACTABHHUKIB apXiBHUX, IOXKEKHUX,
Oy/liBEIbHUX, OXOPOHHUX, CAHITAPHO-TIMIE€HIYHUX Ta IHIMUX NPOPIILHUX CcIyk0. Pesynpraru
eKCIepTH3U 0(OPMIISIFOT AKTOM.

446. 3a0OpoHSIETbCS TMPUHOM B CKCIUTyaTallll0 CTapuX, HEOMATIOBAaHUX OyiBeNb 1
OymiBenb, 10 HE MAOTh MPUPOJHOT BEHTWIAIII TMOBITpA Ta HAIIHHOI TEIUIOI30JIAMl, He
BIJIMOBI/IAI0OTh CaHITAPHO-TITEHIYHIM BUMOTAM.

447.  3a MOXeXHOI OE3MEeKOI MPHUMILICHHS apxXiBy BigHOCATHCS 10 Kareropii "B" i
pHUMIII PX1BY BL] A P
MOBHMHHI pO3MilIyBaTucsl B OyIMHKAX HE HIKYE APYrOro CTYIEHS BOTHECTIHKOCTI.

448.  ApxiB CKIIQAA€THCA 3 KOMIUICKCY MPUMIIIEHD, Y KU BXOASTh:
CXOBHILIA JIJISI TOKYMEHTIB;

pobounii kabiHeT 4u poboUe Miclie 11t 0COOH, BIATOBIAAIBHOI 32 apXiB;
KaOiHeT 11t poOOTH AOCIITHHKIB, CIIIBPOOITHUKIB Ta 1HIINX KOPUCTYBAYiB.

Kimaatu ans poOoTH 3 AOKyMEHTaMH MOBHHHI OyTH 1305IbOBaHi BiJ apXiBOCXOBHIII.
CxoBu1ie apxiBy MOBHHHI MaTH 3arlacHUM BUXIJI.

449. VYV cxoBumax apxiBy 3a00pOHSETHCS TPOKIAJCHHS Ta30BUX, BOJOMPOBITHUX,
KaHali3aliiHUX Ta 1HIIMX MaricTpalbHUX TpyOomnpoBofiB. IIpoBeneHHs TpyO HemaricTpanabHOTO
XapakTepy JOMYCKAETHCA 32 YMOBH X 130JISIII11, 1[0 YHEMOXJIMBIIIOE TPOHUKHEHHS BUKHU/IIB 3 HUX Y
CXOBHIIIA.

450. 3a0O0poHSETbCS  PO3MINIYBATH  apXiBOCXOBHINA TOPYyd 13  CKJIQJCHKUMH,
BUPOOHUYMMH, TPUMILLIEHHSMHU, /i€ 30€piratoTbcsi BOrHEHE0e3MeuHi1, XIMIYHI pEYOBUHHU.

451.  3oBHIIHI JBepl apXiBOCXOBHIL 130JIOIOTbCS METAJIOM. Y HepoOouuit yac BOHHU
orneyaTyTbcss abo orioMOoByroThea. Kumroui 30epiraioTbess B OmIoMOOBaHOMY QyTisipl 'y
YeproBOro Ha KOHTPOJIBHO-TTPOTYCKHOMY ITYHKTI.

3a 30epiranns nedatku abo ruioMOipaTopa BiMoBiiae ocoda, BIAMOBIJATbHA 32 apXiB.

452. Ha BiKkHax TpPHUMINICHHS apXiBy, pO3TAIOBAHOTO Ha TEpIIOMY IOBEpCi,
BCTAHOBITIOIOTHCS BIIKUHI HA30BHI METAJIEB1 IPaTH Ta OXOPOHHA CUTHATI3AITis.

453. B apxiBOCXOBHIIAX 3a00POHSIOTHCS MalliHHS, 3aCTOCYBAaHHS €JIEKTPOHArpiBaIbHUX
NpUIaAiB, PO3MIIIEHHS KIMHAaTHMX KBITIB, a TaKoX 30epiraHHs JIETKO3aMUCTHUX PEYOBHH,
BUOYXOHE0E3MEeYHNX MPEeIMETIB, MPOAYKTIB XapuyBaHHS.

454.  CropoHHI 0COOM JIONYCKAarOThCS JO apXiBOCXOBMI JIMIIE 3 J03BOJIy OCOOH,
BiJIMOBIANIbHOT 32 apXiB B 11 MPUCYTHOCTI.

I'naBa 2. 3a6e3neyeHHs1 MOKeKHOI Oe3MeKu apXiBy

455. 'V cxoBumax apxiBy NPOKIAJIA€THCS CXOBaHA EJIEKTPOIPOBOJKA. 3aCTOCOBYETHCS
HaIliBrepMeTHYHa OCBITIIIOBaJIbHA apMaTypa. CBITHIBHHUKH, €IEKTPOLIUTH Ta PO3MOALIBHI TPUCTPOT



NOBMHHI OyTH 3aKpUTOrO BHUKOHAaHHS. PO3MOAIIBHI €JIEKTPOLIUTH, 3armoODKHI MpUCTpOi Ta
PYOMIIBHUKHM BCTAHOBIIIOIOTHCS JIMIIE 11032 CXOBUIIAMH. Y € €JIeKTPOYCTaTKyBaHHS 3a0e3MeuyeThes
3a3eMJICHHSM.

456. OCHOBHUM TMPOTHIOKEKHUM YCTaTKyBaHHSIM apxXiBy € aBTOMATH4YHI CHCTEMHU
MOYKEKOTACIHHS Ta MEPEHOCHI BOTHETACHUKHM HOBITHIX KOHCTPYKIIIH, 110 HE CHPABISAIOTH MOOIYHOT
pyHHIBHOI i Ha JOKYMEHTH. BOHM BCTaHOBIIOIOTHCS 3 pO3paxyHKy oauH Ha 50 KB. M IUIOmIi, aje
HE MEHIIIC JIBOX Ha KOXKHE MPUMIIICHHS.

457.  ApxiBOCXOBHWIA Ta TNPUMIIIEHHS Ui poOOTH 3 JOKYMEHTAaMH IOBHHHI OyTH
00J1aJHaHI TOKEKHOIO CUTHATI3AIIE0.

458. B apxiBi noBuHHi OyTH:
THCTPYKIIIS PO 3aX0/IM TOXKEKHOT OE3MEKU Ta CIIUCOK 0¢i0, BIAMOBIIATbHUX 32 II0 POOOTY;

IUTaH eBaKyamlii JOKyMEHTIB 1 MaiiHa, SKWil MOTOIKYEThCS 3 BIAMOBIIHUMHU CIyXOamu
(TTO’KEXKHOI0, OXOPOHHOIO, TEXHIYHOTO HATrJISITy) YCTAHOBH 1 3aTBEP/XKY€ETHCS 11 KEPiBHUKOM.

459.  3aHATTA i3 3aXO0JiB TOXXKEKHOI OE3MEeKHM Ta MPAKTHYHMX JIH I 4Yac TOXKEexXi
MIPOBOJIATHCS OJIMH Pa3 Ha pik a0 MpH 3MiHI 0COOH, BIATIOBIAAIBHOI 32 apXiB.

I'naBa 3. TemnepaTypHO-BOJIOTiCHUH i CBITJIOBHI pe:KMMHU B apXiBi

460. Pexwum 30epiraHHsi manepoBUX AOKYMEHTIB B apXiBi MMOBHHEH BiANOBIIAaTH TaKUM
napaMerpam: Temrieparypa mositps - +17-19 C, Bignocna Bosoricte — 50-55 %.

Y nOpuMIIIEHHSX 3 HEperyJbOBaHUM KIIMaTOM pPEKOMEHIYEThCSl B)XKMBATH 3aXOIH 3
ONTHUMI3aIi] KJIIMAaTUYHUX YMOB Ha OCHOBI PalliOHAJILHOTO OMaJIEHHS 1 IPOBITPIOBAHHS MPUMILIECHb,
BUKOPHUCTAHHA 3aC001B OCYILIEHHS 00 3BOJIOXKEHHS MOBITPSI.

461.  OcBiTiIeHHS B CXOBHWIIAX MOXxe OyTH NMPHPOTHUM 1 ITydyHHM. He momyckaeTncs
OCBITJIEHHS JOKYMEHTIB IPSIMUM COHSTYHUM CBITJIOM.

3axucT cIpaB Bij Jii CBITJIA 3a0e31euyeThCs: 30epiraHHsAM JOKYMEHTIB y KOpoOKax, marnkax
3 KJIalaHaMHd, a TaKoX y madax i Ha CTelakaX 3aKpUTOrO THITY; 3aCTOCYBaHHSM Ha BiKHaX
CBITJIO3aXUCHOTO YCTAaTKyBaHHS (Kajko31, LIUIbHI IITOpHW, 3aXHCHI (iabTpH, (papOyBaHHA cKia
TOIIIO).

Sk moxeperna IITYYHOTO CBITJA 3aCTOCOBYIOTBHCS JIAMIIM PO3’KapIOBAHHS Ta JIOMIHECLEHTHI
JaMIH B 3aKPUTHX M1adoHaX 3 IIaJKOI0 30BHIIIHBOIO MOBEPXHEIO.

PiBeHb OCBITJIEHHS B Jlama3oHi BHUIUMOTO CIIEKTpa HE IOBUHEH IEPEeBHILYBaTH: Ha
BEPTUKAJIbHIN MOBEpPXHI cTenaxka Ha BucoTi 1 M Big mimmoru — 20-50 5k, Ha poOOYMX CTONAX —
100 nk.

I'naBa 4. CaniTapHoO-TiriecHiuHuil peskuM B apXxiBi

462. IIpuminieHHs apXiBy MOBHHHI YTPUMYBATHCh Y YUCTOTI, B YMOBaX, 10 BUKITFOYAIOTh
MOYKJIMBICTh MOSIBU 1IBUIi, KOMaX, TPU3YHIB 1 HAKONMUYeHHs Tty Oinbire 0,15 mr/m2

463.  Jlns 3aXHCTy JOKYMEHTIB BiJl ATy HEOOXiTHO:
3a0e3MeYnTH MaKCHMaIbHO MOXKIIMBY T€pMETHYHICTh CXOBHII;

PETYISIPHO TPOBOJUTH 3HEMHIIOBAHHS KOPOOOK 3 JOKYMEHTaMH, CTENaXiB 1 MPUMIIICHb
€JIEKTPOITUIIOCOCOM;



IMPOBOAWUTH CUCTEMATUYHE BOJIOTC HpI/I6I/IpaHHH CXOBHIII,

MEepPIOIMYHO TPOBITPIOBATH CXOBHWINA (JAOLUIBHICTh TPOBITPIOBAHHS  BHUPIIMIYETHCS 3
ypaxyBaHHSM BOJIOTOCTI 30BHIIIHHOTO ¥ BHYTPIIITHLOTO TIOBITPS).

464. VY pasi BUABICHHS B CXOBHUIIAX IUTICHSABH, KOMaX 1 T'PU3YHIB HEraiiHO B)KMBAIOTh
3axX0AiB 100 11X YycyHeHHs. CaHITapHO-TITI€EHIYHI 3aXOJId IPOBOJUTH CIyk0a CcaHITapHO-
eMiIeMIONIOTIYHOTO HAIISALy. YPakKeHI OKYMEHTH 130JIOIOThCS Ta MiJJAIOThCS JE3IHCEKIIIT,
ne3indexmii, neparusarii.

I'masa 5. O61aqHaHHA apXiBY

465. ApxiBocxOBHINa TOBWHHI OyTH 0O0JagHAHI CTaliOHApHUMU ab0 TMepeCcyBHUMU
METaJICBUMHU CTEJIaKaMU 3 JIOTPUMAHHSM YCTAHOBJICHOTO MOPSIKY iX PO3MIIICHHS:

BIJICTaHb MIXK psJIaMHU CTeIaXiB 1 mad (roJIOBHHM Npoxia) — He MeHIe 1,2 M;

MPOXOAU MDK CTelakaMHu, a TaKOoX BIJICTaHb MDK 30BHIIIHBOIO CTIHOIO OyIiBIl Ta
crenaxamu (madamu), MmapajieIbHUMHU CTiHi, — He MeHme 0,8 M (g crenaxiB, Ha SKHX
30epiraroThcst KapTorpadiuni marepianu, — He meHe 1,1 m);

BIJICTaHb MK CTIHOIO Ta TOPIISIMH CTeNaxiB abo mad (mpoxix) — ue menme 0,5 m;

BiJICTaHb MK MIAJIOTOIO Ta HIKHBOIO MOJIMICIO cTenaxa M mapu — He menme 0,2 M, y
IIOKOJIBHUX MOBepxax — He MeHie 0,3 M;

Bi,I[CTaHL MK CTeJIakaMHU Ta ONAJIOBAIbHUMU CHCTEMAaMU — HE MEHIIIE 1,1 M;

HIMPUHA MPOXO/AIB MIXK CTeNla)kaMU 3 BUCYBHUMH SILIMKaMH, ceiipaMu BCTaHOBIIOETHCS 3
ypaxyBaHHSIM OCOOJIMBOCTEH IbOTO 00JIaHAHHS.

466. KoHCTpykIliss Ta po3Mipu cTelaxiB 1 mad i1 JOKYMEHTIB HECTaHIapTHOTO
(dopMaTy BU3HAUAIOTHCA PO3MIpPaMU IIUX JOKYMEHTIB.

467. YV pasi obOnanHaHHS CXOBHII JIepeB’STHUMM CTellakaMd HeoOXiaHa iXx o0poOka
BOTHE3aXMCHUMH PEUOBHHAMHU.

468.  Crenaxi BCTAaHOBIIOIOTHCS MEPIEHAUKYIISPHO JI0 CTIH 3 BIKOHHUMH MpOpi3aMH, a B
NPUMIIIEHHAX 0€3 BIKOH — 3 YpaxyBaHHSAM OCOOJIMBOCTEN MPUMIIIEHHS Ta 00JIaHAHHS.

469. Jlns poOOTH Ha cTena)xxax BUKOPHUCTOBYIOTBHCS CXOIU-IPaOWHH, MEPEeMIIaroThCs
JIOKYMEHTH Ha MEPECYBHHX Bi3Kax.

470. Sk nomoMixHi 3aco0u 30epiraHHs JOKYMEHTIB B apXiBi MOXYTh 3aCTOCOBYBATHCS
MmeTaseBi wadu, ceiipu, madu-kyrme.

471. B apxiBax ycrtaHoB, jne 30epiraetbcsi MeHme 100 cmpaB, Jomyckaerbes ix
po3MilleHHs Yy madax, 0 3a4MHSAIOTHCS, PO3TAIIOBAaHUX Yy poOouux mnpuMinieHHsXx. Kiroui Bin
nrad MoBUHHI OYTH JulIe B 0COOH, BIAMOBIIATBHOI 32 apXiB.

I'naBa 6. Po3mimennsi cnpaB B apxiBocxoBumax. TonorpadpyBanus

472. Po3MilmieHHs CIpaB B apXiBOCXOBWIIAX TOBHHHE IPOBOJIUTHCA 3 YypaxyBaHHIM
CTBOpPEHHS ONTUMAIBHUX YMOB 30€piraHHs, MOPIYHOTO PYXY CIpaB, ONEPATUBHOTO BUKOPUCTAHHS
JIOKYMEHTIB.



473.  JIOKyMEHTH, 110 HaJXOAATh 70 apXiBy, PO3TAIIOBYIOTh Ha cTenaxax (y madgax) Tax,
100 CIpaBH KOKHOTO CTPYKTYPHOTO IMAPO3/LTy 30epiraiucs B OTHOMY MicCIli 1 OyJu po3MillIeH] B
HOPSIKY IOPIYHUX HATXOKCHb.

474,  ]JlokyMEHTH TIOCTIHHOTO 30epiraHHs pO3MIIIYIOTBCS OKPEMO BiJ JOKYMEHTIB
TpUBAJIOTro 30epiraHHs Ta 3 KaJpoOBUX MUTaHb (0OCOOOBOTO CKIIAAY) 3aJIE)KHO BiJl MOXKIUBOCTEH — B
OKpEMHX apXiBOCXOBHUIIAX a00 Ha OKPEMHX CTelaxax. Takok OKpeMO PO3MIIIYIOTHCS JOKYMEHTH:
JKBIJOBaHUX MiJBIIOMYMX YCTAaHOB Ta YCTAHOB-TIONEPEAHMKIB; Ti, 110 HATINIILIA IO apXiBYy B CTaHi
PO3CHITY; TAMYACOBOTO 30€piraHHs.

JIOKyMEHTH 3 PI3HUMH MaTepialbHUMHU HOCISIMH 1H(OpMaIlii 30epiratoTbCcsi OKPeMo 3TiTHO 3
pexxumMamMu 30epiraHHs JOKYMEHTIB sl LMX BHUIIB HOCIIB iH(opmauii. Y pa3i BUMYIIEHOTO
30epiraHHsl Pi3HUX JOKYMEHTIB B OJHOMY CXOBHIII CIIiJI JOTPUMYBATHUCS HAWHMKYUX 3HAYCHB
TEMIEPaTypH 1 BITHOCHOT BOJIOTH.

475.  JIOKyMEHTH PO3MIILIYIOThCS Ha CTEeNaxax, y madax 3 BUKOPHCTAHHIM TEPBUHHHUX
3ac00iB 30epiranHs (KOpoOOK, MAIOK, CHEIIAIbHUX (PYTIISIPIB TOIIIO).

476.  JIOKyMEHTH 3 TarnepoBUM HocieM iH(opMarii moCTiifHOTO 30epiraHHs BMIIIYIOTb y
KapTOHHI KopoOku, ¢ytimspu. Jlokymentu TpuBaioro (moHaa 10 pokiB) 30epiraHHS MOXKYTh
30epiratucs y B’A3KaX 3 KapTOHHUMH mpokigaakamu. CHpaBH THMYacoBOTrO 30epiraHHs
JIO3BOJIIETHCS PO3MIIILYBATH 0€3 KApTOHAXKIB 200 B’SI30K.

477.  3a30p Mik BEpXHbOIO KPUIIKOK KOPOOKH 1 CTeNa)xeM, 110 3a0e3rneuye HUPKYIALI0
MOBITPS, — 5 CM, Mi>K KOpoOKaMu Ha moJinili — O7u3bKo 2 cM. ToBmwuHa B’ 5130k — 20-25 cwm.

478. Ha xopoOKHM HaKIEIOIOTHCS, a JO B’S30K MNPHUKPIIIIIOIOTHCS SPIUKH, Ha SKHX
3a3HavyaroThCcs Ha3zBa (OHIOYTBOpPIOBaYa 1 CTPYKTYPHOIO MiAPO31iTy, HOMEp (OHAY Ta OIHUCY,
KpaiiHi JaTu Ta HOMEpHU CHpaB, YMIIIEHUX Y KOPOOKY (B’S3KY).

479.  KopoOku 1 B’SI3KM HyMEpYIOThCSl BaJOBOK HYMEpali€l0 B MeKaxX KOXKHOro (oHay
abo omnucy.

480. He momyckaetbest 30epiraHas JOKYMEHTIB Ha MiI031, MiIBIKOHHX, Y HEPO3i0paHuX
mrabensix, TpaHCIOpPTYBaJIbHIN Tapi.

481. VYci apxiBOCXOBMILA, CTeNaxi, Imadu Ta iX MOJHUI HYMEpYIOThCS apaOChKUMHU
nugppamu. Crenaxi Ta mwapu HyMEpPYIOThCS 3711Ba HalpaBo BiJ BXOJY 0 apX1BOCXOBHINA, MOJUII
Ha crenaxax (y madax) — 3BepXy BHU3, 3]1iBa HANPaBo.

I'naa 7. Ilopsiiok BUIaBaHHSA CIIPaB 3 aPXiBOCXOBHUIIIL.
TpaHcnopTyBaHHS Ta YIAKYBAHHA CIIPAB

482. CmpaBu BUAAIOTHCS 3 apXiBOCXOBHII[ JJIsi KOPUCTYBAHHS HUMH 1 JUIsI TIPOBEIICHHS
apxiBHUX poOIT 3 JOKyMeHTaMu (nae3iH(deKIlis, pecraBpallisi, CKIaJaHHS JIOBIJIKOBOTO arapary
TOIIIO.

483.  CmpaBu noctiiHOro 30epiraHHs B TUMYacOBE KOPUCTYBAHHs BHJIAIOTHCS Ha CTPOK,
1110 HE NEPEBUIILY€ OAHOTO MiCSLS.

Jlnisi CTBOpEHHsI CTPaxOBUX KOMii Ta ()OHIY KOPUCTYBaHHS CIPaBU BHUIAIOTHCS Ha CTPOK,
BU3HAYEHUH Yy IOTOBOP1 HA MPOBENICHHS TAKUX POOIT CTOPOHHIMHU YCTaHOBaMH.

484. TlponoBkeHHS CTPOKIB TepeOyBaHHS JOKYMEHTIB IIOCTIHHOTO 30epiraHHs B
KOPUCTYBaHHI 3a MEXaMH apXiBY JOIMYCKAEThCS B OCOOIMBHMX BHIIAJKaX 3 JT03BOJY KEPIBHUIITBA
YCTAaHOBM Ha IMJICTaBl MHCHMOBOTO 3BEPHEHHS KOPUCTyBada IMPO HEOOXIIHICTh MPOJOBKECHHS



CTPOKY KOPHUCTYBaHHS JOKyMEHTaMH Ta IIITBEPKCHHS iX HAsSBHOCTI i JOTPUMaHHS YMOB
30epiraHHs JOKYMEHTIB.

485.  ApxiB Mae mpaBo B Oyab-skuii yac 0e3 MONEPeIHHOr0 MOBIIOMIICHHS NEPEBIpUTH
HasIBHICTDH 1 yMOBH 30€piraHHsi JOKYMEHTIB, BUAAHUX Y KOPUCTYBAHHS 32 Or0 MexXi.

486. BwupaBanHs cmpaB y poOodi KiMHAaTH OGOPMIIIETHCS HA IMiJICTaBl 3aMOBJICHHS,
CKJIaJIeHOTO 32 (hopmoro, HaBeaeHOw0 B 1oaatky 30 mo i€l [HcTpykiii.

487.  JlocmigHUKaM 1 TpaliBHUKAM IHIOIMX YCTaHOB BHJABaHHS CHpaB s poOOTH
3MIMCHIOETHCS HA IMi/ICTaB1 3as1BH, opmMa sIKOi HaBeneHa B gonatky 31 mo miei [HcTpykiii, macmopra
a0o JucTa BIAMOBIIHOT YCTAHOBH 1 PE30JIIONIT KEPIBHUKA.

488. BwupaBaHHsA chnpaB y THUMYacoBE KOPUCTYBaHHsS IHIIUM YCTaHOBaM O(OPMIISIIOTH
aKTam# 3a OpPMOIO, HaBeNIEHOI B JoaaTKy 32 1o mi€i [HCcTpyKiii. AKT mpo BHIABaHHS CIIPaB Y
TUMYAcCOBE KOPHUCTYBAaHHS CKJIAJA€ThCS y ABOX NpUMipHUKaxX. OAMH NPUMIPHUK 3aJUIIAETHCS B
apxiBi Ta 30epiraeTbcs B crpasi GoHay, iHIINK pa3oM 3i CIpaBaMH MEPEAAETHCS OJEPKyBayeBi.
AKTH TIANHCYIOTh KEPIBHUKU YCTAHOB, IX MIANHUCH CKPIIUTIOIOTHCS II€YaTKaMHU YCTaHOB (3a
HassBHOCTI). [Ticist moBEepHEHHS CIIpaB B aKTi pOOUTHCS BiJIMTOBIIHA BiIMITKA.

489. BunydeHHs (BHIMKAa) OpUTiHANIB IOKYMEHTIB (CIpaB) 3 apXiBy AOMYCKA€THCS 3
JI03BOJIy KEpIBHMKA YCTAHOBU 3 JOTPHUMAHHSIM BHMOT, 3a3HaueHuX y myHKTi 20 go miel [ncTpykuii
miei Iactpykmii. Ha wmicme BumiydeHOro DOKyMEHTa MiAIIMBAIOTH 3aCBIIYEHY KOIIIO IHOTO
nokyMeHTa. [Iporokon BuITydeHHsI (BUIMKH) BMIIY€eThCs 110 cripaBu (oHmy. DakT BHIYYCHHs
JOKYMEHTIB 3 apXiBHHUX CIIpaB ()IKCYIOTh 1 B O0JIIKOBUX JOKYMEHTaX, MPOCTABIISIOYH BiMITKY TIPO
BUJTyYeHHs. Y KOXKHIH Takiil BiAMITII 3a3HAa4al0Th HOMED, AaTy 1 Ha3By IOKyMEHTa — MiJICTaBU JJIs
BUJTYYCHHS.

490. BwupnaBaHHA crpaB s POBEJCHHS apXiBHUX pOOIT 3 JOKyMeHTaMu (ne3iHdexiis,
pecraBpallis, CKJIaJlaHHs JOB1JIKOBOTO arapary, CTpaXxoBOT'0 KOIMiIOBaHHS TOILO) 1HIIUM yCTaHOBaM
3IHCHIOETHCSA 32 (POPMOIO aKTa BUJABaHHS CIPaB y TAMUYACOBE KOPUCTYBAHHS.

491. Ilepexn BuAaBaHHSAM CIIpaB NeEpeBIPSEThCS BIAMOBIAHICTH MIM(PIB 1 3arosioBKa
cripaBM Ha OOKJIQJMHII 3arojioBKy crpaBu B omnuci. [lepen BumaBaHHsIM copaB Ta MICHS iX
MIOBEPHEHHS IPOBOIUTHCS TIOAPKYIITHE IEPEBIPSIHHS CIIPaB.

Cran crpas, 110 MOBEPTAIOTh B apXiB MIC/I KOPUCTYBaHHS, MEPEBIPAETHCS Y NPUCYTHOCTI
ocobu, sika ix moseprae. IIpu BUSIBIEHHI HeOOCTadyl OKPEMHUX JOKYMEHTIB a00 MOUIKOIKEHHI
apKYIIiB CKJIAJA€ThCS aKT Yy ABOX NpuMipHUKax. OIUH NPUMIPHUK Mpea sIBISE€THCS KOPUCTYBAUy
ab0 KepiBHUKY YCTaHOBH, L0 BUKOPUCTOBYBaJIa JOKYMEHTH, /ISl MPUTATHEHHS BHUHHUX OCIO 110
BIJIMOB1IAJTLHOCTI, IPYTUN - 3aJIUIIAETHCS B apXiBi.

492.  VYci cipasu, 110 BUJAIOTHCS 3 apXiBY, MOBUHHI OyTH HaJIeXKHUM YHHOM O(OpMIIEHI:
MaTH apxiBHI HM(PHU, 3aCBIIUYBaIbHUN HAIUC CIpPaBU 3a (OPMOIO, HABEJIEHOIO B J104aTKy 33 10
i€l [HeTpykuii.

493. BunaBaHHS JOKYMEHTIB 3 apXiBy (DIKCYETHCS B OKPEMHX PEECTPAIIMHUX KHUTAX:
BUJIABaHHS CIpaB y poO0Ui NPUMIIIEHHS CIiBPOOITHUKAM YCTaHOBH;

BUJIABAHHS CIPaB Y TUMYAacOBE KOPUCTYBaHHS 1HIIIMM yCTaHOBaM;

BUJIABAHHS CIPaB JJIs1 poOOTH B MPUMIILIEHH] apXiBy.

KHuru BuaBaHHs cripaB 3 apXiBOCXOBHILA BEAYThCA 3a (POPMOIO, HABEIEHOIO B 0JaTKy 34
1o i€l [Herpykiii.
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494, 'V pa3i BugaBaHHS CIOpaB 31 CXOBUIIA Ha MICIEe CIpaBH, IO BHIAETHCS,
i/IKJIaIa€THCS KapTKa-3aMiHHUK CHPaBH 3a (OPMOI0, HAaBEJCHOIO B 10aTKy 18 o miei IncTpyKii.
[Tpu mOBepHEHHI CIpaBH y CXOBHIIE KapTKa-3aMiHHUK BHIIYYa€ThCsl 1 30epira€rbcs A0 4eproBoi
NEepeBipKU HABHOCTI Ta CTaHy CIIPaB.

495, 3 apxiBOCXOBHIIA HE BUJAIOTH:
OpHUTiHAIU JOKYMEHTIB 32 HassBHOCTI KOMii ()OHIY KOPUCTYBAHHS;

OpHUTiHAIM YHIKQJIBHUX JTOKYMEHTIB (MOXYTh OyTH BHJaHI JHIIE HpaIliBHUKAM JEp>KaBHOL
apXiBHOT yCTaHOBHM (apXiBHOTO BIAJITy MichbKoi pamu) ab0 MpeAcTaBHUKAM CIeliali30BaHUX
3aKJIaJliB JJIs MPOBEAICHHS PeCcTaBpaliifHuX podiT abo crerialbHUX JOCIiKeHb HOCIiB iH(popMaIlii
Ta 30BHILIHIX O3HAK JOKYMEHTIB);

JIOKYMEHTH, IO T1epe0yBaloTh y HE3aJOBUIbHOMY (i3MUHOMY cTaHi (32 BHHATKOM
BUIABAHHS /IS IPOBEICHHS HEBIAKIAIHUX PECTaBPaIlifHO-PEMOHTHHX poOiT);

AOKYMCHTH, 110 HC HpOﬁﬂlﬂﬂ HaYKOBO-TeXHiLIHOFO OIIpantOBaHHs;

JOKYMEHTH TiJ 4Yac TpPOBEACHHS NEPEBIPSHHA iX HAsSBHOCTI Ta CTaHy, HpPOBEICHHS
pecTraBpamiiHUX Ta IHIIMX BHIIB POOIT 3 HUMH, IMiJ Yac PEMOHTY MPHUMINICHb CXOBHII,
NepeMillieHHs] JOKYMEHTIB, y pa3l HacTaHHA HaJa3BHuYaiiHOi cuTyalii mnpupoaHoro abo
TEXHOTEHHOT'O XapaKTepy.

496. Buinywatu okpeMi JOKYMEHTH 31 CIIpaB 3a00pOHSIETHCA, KPIM BUIAJKIB, 3a3HAYCHHUX
y nmyHkTi 20 wiel [HeTpykii.

497. TlepemimieHHS JOKYMEHTIB 3a MEXI apXiBy TMOTpedye BXHUTTS 3aXOMIiB, IO
3a0e3meuyroTh iX HajiiHy 30epexkeHicTh. [li yac TpaHCHOPTYyBaHHS JOKYMEHTIB 10332 MeXaMu
apxiBy HeoOxigHO 3a0e3meuyBaTH IX OXOpPOHY Ta 3axXMCT BiJl BIUIMBY IIKJIMBUX (DaKTOpPiB
HaBKOJIMIIIHBOTO CEPEJOBUIIlA — Ty, BOJIOTH, CBITJIa, MEXaHIYHUX IOUIKOJUKEHb. 3a MeXi
YCTQHOBU JOKYMEHTHU BUBO3STH JIMIIE B YIIAKOBAHOMY BUIJISA/I Ta B 3aKPUTOMY TPAHCIIOPTI.

I'aBa 8. [lepeBipsiHHS HAAABHOCTI Ta CTaHy CIIPaB

498. IlepeBipssHHS HAsBHOCTI Ta CTaHy CIpaB MpPOBOJIUTHCS 3 METOK BCTAaHOBJICHHS
(akTHUHOI HAsABHOCTI CIIPaB, II0 3HAYATHCS 3a ONMMCAaMU, BUSBIIEHHS BiJCYTHIX JOKYMEHTIB Ta iX
pO3IIYKY, OIHKH (PI3UKO-XIMIYHOTO Ta TEXHIYHOTO CTaHY JOKYMEHTIB, BUSBJICHHS Ta OOIIKY
JIOKYMEHTIB, 110 TOTPeOYIOTh pecTaBpalliiiHOro Ta 1HIIOTO CHelialbHOr0 0OPOOIIEHHS.

499.  IlepeBipsiHHA crpaB MOCTIHHOTO 30epiraHHs MPOBOJUTHCSA pa3 HAa 5 POKIB 1 mepes
nepenaBaHHsAM ix Ha 30epiranHsa 1o JIAKO. IlepeBipsiHHS cripaB 3 KaJpoBHX MUTaHb (0COOOBOTO
CKJIaay) Ta cupas TpuBanoro (nmoxaz 10 pokis) 30epiraHHs MpoBoIUThCS pa3 Ha 10 pokiB.

500. lopoky mepeBipsIOTBCS CIpaBHM, M0 BIPOJOBX pOKy Oyau BHJIAHI 3
apXiBOCXOBHIIIA JUIsl KOPUCTYBAHHS.

501. OxHOpa30Bi MMO3aIIAHOBI MTEPEBIPSHHS HASSBHOCTI CIIPaB MIPOBOISITHCS Y pasi:
MepeMIIIEHHS CIPaB B 1HIIE CXOBUIIIE;

JKBIAAI] HACTIAKIB HAJA3BUYAWHOT CUTYaIlll IPUPOAHOTO a00 TEXHOTCHHOTO XapaKTepy,
3MiHH 3aBiJyBaya apXiBoM 0coOH, BiAMOBIIATIBHOI 32 apXiB;

NMPUIIMHCHHSA YCTAaHOBU.
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502. TIlepeBipssHHS TPOBOAUTHCS OCOOOIO, BIAMOBINATBHOI 32 apXiB a00 KOMICI€I0 B
ckimami 3-5 ocid, NpU3HAYEHOK HAYaJIbHUKOM TEPUTOpIaIbHOTO yrpaBiiHHA. [lepeBipsHHS
HasIBHOCTI Ta CTaHy JOKYMEHTIB IPOBOJUTHCS MUISXOM 3BIpSHHS ONMCOBUX CTAaTei 3 eleMEeHTaMH
OIKCYBaHHsI, 3a3HAYCHUMH Ha OOKJIQJMHKAX OJMHHUIL 30epiraHHs, a TaKOX (PaKTHYHOI HASIBHOCTI
JOKYMEHTIB 3 MiJCYMKOBHMH 3amucamMu B ommcax. [lix dac mepeBipssHHS CHpaBH, M0 MAarOTh
BHYTPILIHII ONHC, 3BIPSAIOTHCS MOJOKYMEHTHO 3 TaHUMH BHYTPIIIHBOTO OIIHCY.

503. @i3uuHUil cTaH CHpaB OLIHIOETHCS NUILXOM iX Bi3yaJdbHO Heperisgy. Y mporeci
nepeBipsiHHA (PI3MYHOTO CTaHy HiAISATal0Th BUSBICHHIO!

JOKYMEHTH, Ypa)KeH1 I[BIJUTI0, KOMaXaMH;
JOKYMEHTH 3 TIOIIKOKEHHSIM OCHOBU;
JOKYMEHTH 3 TIOIIKO/DKEHHSM TEKCTY;
BOJIOT1 JIOKYMEHTH.

504. CopaBu, mo BUAABAIKMCA B CTPYKTYpHI Migpo3Ainv, poOOYi KiMHATH apxiBy i1 B
TUMYacOBE KOPHUCTYBAHHS, MEPEBIPAIOTHCA 3a KHMI'AMU BUIABAaHHS CIpPaB i3 apXiBOCXOBHILA Ta
aKTaMU BHJABaHHS CIIPaB Y THMYACOBE KOPUCTYBAHHS.

505. Ilim yac mepeBipKkHM HAsBHOCTI Ta CTaHy CIpPaB HEOOXITHO TOTPUMYBATHCS TaKHX
TIPaBUII:

30epiratu mops0K po3TallyBaHHS CIPaB Ha CTeNaxax, y KOpoOKax, Mankax;
MiKIa1aTH Ha BIATOBIIHI MICIIS BUSIBJICHI HETIPABUIIBHO MIAKIAICH] CIIPaBU;
BHJTy4aTH HE BHECEHI B OIHMCH CITPABH;

BUJTy4YaTH Ta 130JIF0BATH MOUIKO/XKEH1 010JI0rYHUMHU HIKITHUKAMU CIPaBH.
506. Ilix yac mepeBipsiHHS HasIBHOCTI Ta CTaHy JOKYMEHTIB 3a00pOHSETHCS:
poOuTH Oyab-aKi MO3HAYKH, BUIIPABJICHHS, 3alIMCH B OOTIKOBUX JOKYMEHTAX;
BHOCHTH J10 ONHMCY HEOOIIKOBaHI OJJMHMIII 30€piraHHs.

507. Cran cmnpaB ¢ikcyeTbCsl B apKylli NMEpeBipsHHS HAsBHOCTI Ta CTaHy JIOKYMEHTIB
¢doHnay 3a hopMoI0, HaBEJCHOIO B AoAaTKy 35 110 miei [HCTpyKIii, MOTIM — B aKTi PO MepeBipIHHS
HAsSBHOCTI Ta CTaHy CIpaB (JIOKYMEHTIB) 3a (OpMOI0, HaBeICHOIO B A0AAaTKy 36 10 mmi€ei [HcTpyKiIIii.
VY 1ux JOKyMEHTaxX MICTHThbCA iH(OpMaIllisl Mpo 3arajbHy KUIBKICTh CIpPaB 3a OMHCAMH, KUIbKICTb
HasBHUX CIIpaB, MPO HEBHSABICHI CIPaBH, NPO CHpPaBH, BUJAHI B THMYAacOBE KOPHCTYBaHHS,
MOLIKOJKEH] CIIpaBH, CIPaBH, 110 NOTPeOYIOTh Ne3iH(eKIii, Ne31HCeKIIil, pecTaBpallii, TaTiTypHUX
poOIT a0 MiANIMBKY, BITHOBJICHHS 3racalouuX TEKCTIB.

508.  Apkym mepeBipsHHS CKJIaIa€ThCcsl O0e3MocepeHhO B XO/1 MepeBipsIHHS HAsSBHOCTI
crpaB y (oHII HA KOXKHUK omuc okpeMo. [lig yac mepeBipsHHS HEBETUKHX 3a 00csSroM (hOHIIB
JIOITYCKAETHCS CKIIAQJICHHS OJTHOTO apKyIlia Ha BCi OITUCH.

VY pasi BUSBIEHHS B XOJl NEPEBIpSHHS HEAONIKIB, HE mependaueHuX rpadaMu apkyma
MePEBIPSHHSA, JI0 HBOTO BBOIATHCS JOJATKOBI rpadu; y pasi MOAPKYITHOTO TEPEeBIPSHHS
JIOKYMEHTIB BIATIOBIAHO 3MIHIOIOTHCS Ha3BU Tpad.

[Ticna 3akiHYeHHS POOOTH apKyIlli MEpeBipSHHS HYMEpYIOTbCS 3a IMOPSAIKOM HOMEPIB y
MeXaxX KOXXHOTO TEPEBIpSHHSA 1 MIAMUCYIOTHCS TMPAIlIBHUKOM, SKHH TPOBOIUB TEPEBIPSIHHS
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HasIBHOCTI. AKT 1 apKyIl HepeBipsHHS BMILIYIOTh 10 crpaBu GoHAY abo (GopMyIOTh SIK OKpeMuit
TOM 1 30€piraroTh pa3om 3i crpaBoro GOHIY SIK JOJATOK JI0 HEf.

509. Ha mixcraBi miACYMKOBHX 3allUCIB B apKylIax MEPEBIPSHHS CKIAAETHCS aKT
MEepPEBIPSHHS HAsBHOCTI Ta CTaHy CIIpaB apXiBHOTO (OHIY B IJIOMY, SIKMH 3aTBEPIKYETHCS
KEePIBHHUKOM YCTAaHOBH Ta BMINIYEThCS y CpaBy (GoHy.

3riiHO 3 aKTaMU MEPEeBipSHHS HASBHOCTI Ta CTaHy CHpPaB MPOBOIUTHCS POOOTA 3 yCYHEHHS
BUSIBIICHUX HEJOJIKIB.

510. [Ilicma 3akiHYEHHsS TEpPEBIPKM HASBHOCTI Ta CTaHy CIpaB B OIHUCY MICIs
3aCBITUYyBAILHOTO HAaNKMCy BHOCUTHCA 3amuc "lIlepeBipeno"” i 3a3HavaeThCs qaTa MEPEeBIpKU. 3ammc
3aCBITUY€ETHCS 0CO00I0, BiIIOBITAIIHOIO 32 apXiB.

SIKmo mij yac MepeBipsSHHA B OMUCY BHSBIEHI JITEpHI, BUIbHI, TOBTOPHI 1 MpOITyIIEHi
HOMEpH CIpaB, HE 3a3HAYCHI y MiJCYMKOBOMY 3aIlUCy, TO BiH MEPECKIAAAETHCS 3 MOCHIAHHIM Ha
BIJIOBIAHMI apKYIIl TIEPEBIPSHHS HASBHOCTI Ta CTaHy CIPaB.

511. BusBieHi HeoONIKOBaHI JOKYMEHTH NEpEAaloThCsl 3aBiqyBadeBi apxiBoMm (0co0i,
BIIMOBIAANbHIA 3a apxiB) pa3oM 3 apKylleM 1 akTOM IMepeBipsHHS HasBHOcTi. [licns uporo
crpaBa(n) OMUCY€ETHCA(IOTHCSA), a B OOIIKOBUX TIOKyMEHTaX (piKCYIOTHCS BIIAMOBIIHI 3MIiHH.

512. Skmo B XOAai MepeBipsHHS BHUABICHO HEBUIIPABHO TOMIKO/DKEHI CIIPaBH, MPO Le
CKJIQIa€ThCS BIAMOBITHUI akT 3a (OpMOro, HaBeNeHOW B AoAaTky 37 mo i€l [HcTpykiii. AKT
cxBamoeTbess EK  ycTaHoBM Ta 3aTBep/DKYETbCS KEpiBHUKOM ycTaHOBM. Ha mimcraBi akra
HEBHUITPABHO MOIIKOJKEHI CIIPABHU BIITyYarOThCS 151 3HUIICHHS.

Axio B X0/ MepeBipsSHHS BHUIBICHO HEBUIIPABHO MOIIKOHKEHI JOKYMEHTH, BHECEH1 10
HA®, ckiagaeTbCsi BHCHOBOK pECTaBpaTOPIB BiAMOBIIHOIO JEp:KaBHOTO apxiBy abo IHIIMX
YCTaHOB, IO 3MIMCHIOIOTH pPECTaBpalliifHl MOCIYTd, MI0JI0 HEMOXKJIUBOCTI BIJHOBJIICHHS OCHOBH
JIOKYMEHTa Ta BUKOPUCTaHHS TEKCTOBOI 1 300pakyBaibHOI 1H(popmarii.

AKT IIpo HEBUIPaBHI MOIMIKO/PKEHHS CIpaB (JIOKyMEHTIB) pa30M 3 BUCHOBKOM Ta aKTOM IO
BUIy4YeHHS JTOoKyMeHTiB 3 HA® 3a dopmoro, HaBemenoro B momatky 20 mo mmiel [HcTpykiii,
cxBamoeTbes EK ycranoBu Ta nonaerses Ha po3risin EIIK (EK) nepxaBHoi apxiBHOi ycranosH, EK
apXxiBHOTO BIJILTY MICbKOI paJy, y 30HI KOMIIJIEKTYBaHHs SKOi IlepeOyBae ycTaHOBA.

513. Skmo B XOJi MepeBipsSHHS BCTAHOBJIIEHO HECTady CIpPaB, TO OPTaHi3OBYETHCS iX
PO3MIYK. 3 I1€}0 METOIO BXXHBAIOTHCS TaKl 3aXO/IH:

BUBYAIOTh yCi OOJIIKOBI JIOKYMEHTH, Ha TMIiJACTaBl fAKUX BHUJABAIMCS CIpaBu 13
apX1BOCXOBHIIIA;

OpraHi3oBYIOTh PO3IIYK HEBHUABIEHUX CIPaB y CTPYKTYPHHUX MiAPO3AiaX, MOMEpPeIHbO
BUBYMBILIY OIUCH, Ha MIJICTABI IKUX CIIPaBH MEpeaaBaIics 0 apXiBy;

NEePEBIPSIOTH CIIPaBU (HOHIIB, 110 3HAXOAATHCS TOPYY;

Neperigaar0Tb HpaBI/I.]'H)HiCTI) Hi}IKHa}IaHHH CIipaB, HOMCPH SAKHUX CXOXK1 3 HOMECpaMu
HEBUSABJICHUX CIIpaB,

BUBYAIOTH CIpaBy (HOHIY - aKTH NPO BHIYYCHHsS CIpaB U 3HUIICHHS, aKTH BUJIaBaHHS
CIIpaB y TUMYaCcOBE KOPUCTYBAHHS, aKTH IEPEBIPSHHS HASIBHOCTI Ta CTaHY CIIpaB, CKIIAJICHI paHiIle.

514. 3HaiineHi B pe3yabTaTi pPO3LIYKY CHpaBU IMOBEPTAIOTHCS Ha Micle 30epiraHus.
CnpaBu, mpUYMHA BIICYTHOCTI SIKUX MIATBEPIPKEHA TOKYMEHTAJIBHO (aKTaMH PO BHITYUCHHS CIIpaB
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JUIS 3HUILEHHS, aKTaMU PO HEBHUIIPaBHI MOMIKOHKEHHS CIpaB, aKTaMH TepelaBaHHs CIpaB iHIIUM
yCTaHOBaM Ta Ha MOCTiiHEe 30epiranHs), BUKIIOYAIOTHCS 3 OMUCIB 1 0OJIKOBHX JOKYMEHTIB.

[Mincymxu po3myky ikcyrorscst B Tpadi "l[Ipumitka" apkyiia nepeBipsiHHS HAasgBHOCTI Ta
CTaHy CIIpaB.

515. Po3myk HEBHSBICHHX CIpaB MPOBOAUTHCSA BIPOJOBXK POKY IICHsA 3aKiHYCHHS
NepeBipsIHHA HAsABHOCTI Ta cTaHy cmpaB. [Ipu 1bOMy CKJIaaeThCcsi KapTKa OOJIIKY HEBUSBICHOI
cripaB 3a GOpMOI0, HaBEJCHO B 1oaaTKy 38 1o miei [HeTpykiii.

516. Sxmo cmpaBu He Oynu 3HAMACHI, apXiB CKIAga€ aKT IPO HEBHUSBIICHHS CIIPaB
(TOKYMEHTIB), HIISIXHU PO3IIYKY SKHX BUYEpHaHo, 3a (hopMoro, HaBezeHoto B 39 1o uiel [HeTpykuii,
Ta JIOBIJIKY MPO MPOBEACHI 3aXOAM IIOJO0 iX PO3IIYKY JTOBiUIBHOI (hopMHU. AKT miamUcye ocobda,
BIJIMOBiJaJIbHA 32 apXiB Ta 3aTBEPKY€E KEPIBHUK yCTaHOBH. Ha mijcraBi akTa cripaBu 3HIMAIOTHCS 3
00iKY.

SIKio0 BUSIBIEHO HecTauy crpaB (JOKYMEHTIB), BHeceHUX 10 HA®, akT mojaerbcs Ha
posrisan Komicii 3 KOHTPOIO 3a HasBHICTIO, CTAHOM Ta PO3IIYKOM JIOKYMEHTIB JI€p>KaBHOI'O apXiBy
pa3oM 3 JAOBIJKOIO PO MPOBEEHI 3aX0/1U II0JI0 iX PO3IIYKY.

Ha migcrasi akTa, nmoromkeHoro Komiciero 3 KOHTPOITIO 32 HasSBHICTIO, CTAHOM Ta PO3ITYKOM
JOKYMEHTIB JIepKaBHOTO apXiBy, TokyMeHTH HA®D 3HIMat0ThCs 3 00ITiKY.

517.  IlepeBipsiHHS HAsSBHOCTI Ta CTaHy CIPaB BBAXKAETHCS 3aBEPIICHHUM ITiCIIsi BHECEHHS
3MiH B OOJIIKOBI JTOKYMEHTH 1 TOJAaHHS BIiAMOBIAHMUX BIJOMOCTEH MpPO CIpaBH MOCTIHHOTO
30epiraHHsi 10 BIAMOBIAHOI JepXKaBHOI apXiBHOI yCTaHOBU JUIsi BHECEHHsS 3MiH Y KOHTPOJbHI
IPUMIPHUKH ONHUCIB cripas, cxBasieHi EIIK nep:xaBHOTO apXiBy.

Po3ain I X. Oprani3zauisi 1o0kyMeHTIiB B apXxiBi

I'masa 1. lokymeHTaniiiHuii Ta apXiBHUM (POHIM TEPUTOPIAJIHLHOIO
YIPaBJIiHHA

518.  JloxymeHTauiiHui GOHA TEPUTOPIATLHOTO YIIPABIIHHS CKIAJA0Th:
JOKYMEHTH TOCTIHHOTO (JOBIYHOTO) 30€piranHs, Kl € CKIaJ0BoI0 YyacTuHo0 HAD;
JOKyMeHTH TpuBajoro (monas 10 pokiB) 30epiranus;

JOKYMEHTH TUMuacoBoro 30epiranss (10 10 pokiB BKJIIOYHO).

Crtpoku 30epiraHHsi JOKyMEHTIB BCTAHOBIIOIOTHCS Ha TIJCTaBi €KCIEPTH3U iX IIHHOCTI;
HOPS/I0K €KCIEePTH3H LIHHOCTI IOKyMEHTIB BU3HAUaeThesl B MyHKTax 337-352 wiel [HcTpykiii.

519. ApxiBHuii (OHI TEPHUTOPIATHHOTO YIPABIIHHSA CKIAQAAE€TBCS 3 JOKYMEHTIB,
CTBOpPEHUX Y Mpoliect ii AISUTbHOCTI.

I'maBa 2. Oprani3auisi J0KyMeHTIiB y MexkaxX apXiBHOT0O (pOHIY

520.  CrpykTypHOIO Ta KJIacU(piKaliiiHOI0 OCHOBOIO apxiBHOro (oHIy € crpaBa. CripaBa
BKJIFOYA€E JOKYMEHTH, 00’€HaHI 3a BIJAMOBITHOK O3HAKOK (TEMAaTHYHOI, KOPECTOHJIEHTCHKOIO,
HOMIHAJIBHOIO, XPOHOJIOTIYHOI0) 200 CYKYITHICTIO O3HAK Ta €IMHUM CTPOKOM 30€piraHHs i BMILIEHI
B OKpeMy OOKJIaInHKY.


http://zakon3.rada.gov.ua/laws/show/z0736-15/print1464727667005611#n1508
http://zakon3.rada.gov.ua/laws/show/z0736-15/print1464727667005611#n1510

VYcepenuni apxiBHOTO ()OHIY TEpUTOPIAIbHOTO YIPABIiHHS CIpPaBU TPYNYIOThCS 3a
XPOHOJIOTIYHO-CTPYKTYPHOIO CXEMOIO CHCTeMaTHu3alii (3a poOKaMu CTBOPEHHS JIOKYMEHTIB, a B
MeKax KOKHOTO POKY — 3a CTPYKTYPHHMH ITiJPO311ITaMHu).

521. JloxymeHTH 3 KaApOBUX IHTaHb (O0COOOBOTO CKJIaay) CHCTEMATHU3YIOThCS
BiJTOCOOJICHO 1 BKJIFOYAIOTHCS B OKPEMHUH ONMUC 32 XPOHOJOTIYHO-HOMIHATHHOKO O3HAKOK (32
pokaMu Ta BHJIaMH crpaB). Ha ocoOoBi cmpaBu 3BIIbHEHUX TPAIIBHUKIB MOXKE CKJIaJIaTHCS
OKpEeMHH Omuc.

522. Koxuuil apxiBHuii (oH Mae CBiif HOMep 1 Ha3BY, IO BixmoBinae ogimiiiHii Ha3Bi
dbongoyTBOpIOBaya. SKIIO ycTaHOBa-(pOHIOYTBOpIOBAY IEpeae CIpaBH Ha IMOCTiHE 30epiraHHs
JI0 JIepXKaBHOI apXiBHOI YCTaHOBHU (apXiBHOTO BIJJIUTy MICBKOi panau), HOMep (OHIy NMPHUCBOIOE
BIIMOBIIHUMA apxiB. Llelt HOMep MPUCBOIOETHCS i Yac MEPIIOro HAIXOKEHHS JTOKYMEHTIB 1 HE
3MIHIOETHCS.

SIkmio ycraHoBa He Iepegae JOKyMEHTH Ha TIOCTiiiHe 30epiraHHs, BOHAa CaMOCTIHHO
NPUCBOIOE HOMEPH (hoHIaM, 10 30epiratoThes B apXiBi YCTaHOBH.

Po3ain X. O0Jik 10KyMeHTIiB B apXiBi

I'masa 1. Cucrema 00,1ikOBHX JOKYMEHTIB apXiBy

523. Cucremy 0O0JiKOBUX JOKYMEHTIB apxiBy CKJIaJa€ KOMIUIEKC B3a€MOIIOB’S3aHUX
OOJIKOBHX JOKYMEHTIB Ta OOJIKOBMX 0a3 JaHWX, CTBOPEHHUX HA €IUHHMX METOIOJOTIYHHX Ta
METOAMYHHX 3acasiaX.

524.  OOnik AOKYMEHTIB B apXiBi BeI€ThCS 32 OCHOBHUMH Ta JOTIOMDXHUMH OOJIKOBUMU
JIOKyMEHTaMH.

525.  Jlo ocHOBHHX OOJIKOBUX JJOKYMEHTIB HaJIEKaTh:
KHUTA HAaJIXOJKEHHS Ta BUOYTTSI IOKYMEHTIB;

CIHMCOK (POH/IIB;

cipasa GoHY;

OTIHCH CIIPaB;

PEECTPH OIUCIB.

526. Jlnsg meHTpaizoBaHOTO JepkaBHOrO 00Ky mgokyMeHTiB HA® ckimamaerscs
MacropT apxiBy.

527.  OOniKoBMM IOKYMEHTOM /sl ClpaB THMYacoBoro 30epiranHs (mo 10 pokis
BKJIFOYHO), 10 HAIHATILUH JIs 30€piraHHs 10 apXiBy, € HOMEHKJIATypa CIpasB.

I'nasa 2. [lopsiok BeleHHSI OCHOBHUX 00JIiIKOBHX IOKYMEHTIB

528. TlacmopT apxiBy TEpHTOPIATBHOTO YIPABIIHHSA CKJIAAAETHCS 33  (OPMOIO,
HaBesneHOO B goaatky 40 no i€l [HCTpykuii mIOPOKY y JABOX NPUMIPHUKAX, OAWH 3 SIKHX
Haacunaetbest JJAKO ne miznime 01 rpyaHs poky, 3a KM BIH CKJIaJleHUH, a IpYruil 3aUIIaeThCs
B apXiBi.

[TacriopT apxiBy npu3HadYeHUH I CyMapHOTO OOIIKY CIpaB MOCTIHHOTO, TPUBAJIOTO (TIOHA/T
10 pokiB) 30epiraHHs Ta 3 KaJAPOBUX MUTaHb (0COOOBOTO CKIIAAY), IO MICTATHCS B apXiBi. Y HbOMY
TaKOK HaBOJATHCA BIJOMOCTI PO MPHUMILIEHHS apXiBYy Ta HOTO MpaliBHUKIB.
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VY pa3i HeoOXiTHOCTI O MacmopTa apXiBy BIAMNOBIAHO IO HWOTO PO3IUIIB CKIIATA€THCS
MOSICHIOBAJIbHA ~ 3alMCKa, Y sAKid  BigoOpakaroTbCs  BIIOMOCTI TpO  3MIHM y  HasBi,
HiAMOPAIKOBAHOCTI, OpraHi3aliifHO-IPAaBOBOMY CTaTyCi yCTaHOBHU, 3a3HAYAIOTHCS NMPHUYMHH 3MiH
MOKa3HUKIB MOPIBHSIHO 3 MOMEPEIHIM MMacCOPTOM Yy Ha3BaX Ta KUILKOCTI (DOHIIB, KUTBKOCTI CIIpPaB,
KpaifHix jaTtax cipas, yMoB 30epirants. [losicHIOBaIbHA 3aMKCKa MiAMKUCYETHCS KEPIBHUKOM apXiBY
(ocobot10, BiAMOBIAATBHOIO 32 apXiB).

529. Homenknarypa crpaB yCTaHOBH 3aCTOCOBYETBCA UL OOJIIKY CIIpaB THMYacOBOTO
30epiranHs (mo 10 pokiB BKJIIOYHO), MO HAmIAOUIM Ui 30epiraHHs 10 apXiBy 3a pIIICHHAM
KepiBHHKA. J[71 cymapHOro OOJKY CIpaB ycixX KaTeropii 40 HOMEHKJIATYpH CIpaB CKIAJA€ThCs
MiJCYMKOBUM 3amuc. [Ipy 1bOMY MONTYKOBUM iHJAEKCOM i HuX Oyne ckopoueHHs "H"
(HOMEHKJIaTypa), 4yepe3 THpEe - YOTUPH HMU(PPU TIITOBOAHOTO POKY Ta MOPSIKOBHI HOMEp CIIPaBH,
HaTpUKIaI;

H - 2014, coip. Ne 21.
Po3ain XI|. oBinkoBuii anapar 10 J0KyMeHTIiB apXiBy
I'naBa 1. Cucrema 10BiIKOBOI0 anapary apxiBy

530. OO0OB’SI3KOBMMH THIIAMHU apXiBHUX JIOBIJIHUKIB € OIWCH, HOMEHKJIATYPH, a TaKOXK
ICTOpHYHA JJOBIJIKA 0 apXiBHOTO (POHAY TEPUTOPIATHHOTO YIIPABIIHHS.

I'naBa 2. Onucu Ta HOMEHKJIATYPH CIIPaB

531. ApxiBHI omHMCcH chpaB € 0a30BUMH JIOBIJIHMKAMHU JJIi CTBOPCHHS IHIIUX BHUJIIB
JIOBIJIKOBOTO armapaTy apxiBy, MOCITYTOBYIOTHCS TONTYKOBHMH JIaHUMH, 3aKPITUICHUMH OIHCOM
cripaB: HoMepH (poHAY, ONHUCY, CIPABH, APKYILIB Y CIIPaBI.

Onuc cki1agaeThest 3 OMUCOBUX CTaTeH, MiJJICYMKOBOIO 3aMKCY, 3aCBITUYBAIBHOIO HAIUCY 1
JIOB1JIKOBOTO arnapary J10 OIHCY.

[Mopsimok ckiamaHHs apXiBHUX ONMKCIB BU3HAUEHO B MyHKTaxX 394-443 miei [HcTpyKIii.

532. HomeHki1aTypu cnpaB BUKOPHCTOBYIOTHCS B apXiBi JUIsl BA3HAUEHHS CKJIATy, 3MICTY
Ta MICLIE3HAXOKEHHSI JOKYMEHTIB TUMUYacoBOro (10 10 pokiB) cTpoKy 30epiraHHs.

I'nasa 3. Icropuyna noBiaka 10 ¢poHay

533.  ApxiB ckiamae iCTOpUYHY JOBIAKY — JOKYMEHT, IIIO MICTHTBH BiJOMOCTI 3 icCTOpii
YCTAHOBHU Ta ii (OHIY, XapaKTEpPUCTHUKY OMUCIB, iH(OpMaIi0 MPO CKJIAJ 1 MOBHOTY JOKYMEHTIB,
0co0MBOCTI (pOpMyBaHHS CHpaB, iX CTaH, CKJIaJ JOBIAKOBOrO amapary A0 (OHIy Ta MOPAI0K
KOPUCTYBaHHS HHUM.

Icropuuny noBinky a0 GoHAY CKIAAArOTh Mif Yac MEpIIOTo HAJAXOKEHHS AOKYMEHTIB J0
apxiBy. Y pa3i monoBHEHHS (POHIY TOKYMEHTAMH 3a TIEBHUM MEPI0J] 4acy CKIAAAI0Th MPOIOBKEHHS
JI0 ICTOPUYHOT JTOBIJIKH 3a IIeH mepioj Jacy.

ITig yac ckiazaHHS iICTOPUYHOI JIOBIIKM BHUKOPUCTOBYIOTH 1H(OpMAIlilo, IO MICTUTHCS B
HepeaMOBI /10 PIYHUX PO3/LJIiB OIUCY.

534. IcropuuHa JIOBiIKa CKIANAEThCA 13 TPbOX 4YacTUH: icTOpil (OHIOYTBOpPIOBaua,
icTopii poHIy, XapaKTEepUCTUKH JJOKYMEHTIB (DOH.Y.

535. V¥ mepuriii yacTHHI ICTOPUYHOI JOBIIKM B XPOHOJOTIUHINA MOCTiJOBHOCTI HABOASTH
TaKi BIJOMOCTI:



JlaTa CTBOPEHHSI YCTAHOBH (3 MOCUJIAHHSIM Ha aKTH);

MITOPSIAKOBAHICT, 3aBAaHHS, (YHKIIII, HAIPSAMU TISJILHOCTI YCTAaHOBHM BIAMOBIAHO 1O 1i
yCcTaBy (IOJ0KEHHS PO YCTAHOBY), iX 3MIHU;

CTPYKTYpa YCTaHOBH Ta Mepeka MiJIeTJINX YCTaHOB (32 HAsIBHOCTI);
crcremMa ado Tranys3b, 10 CKJIaJy SIKO1 HaIeKUTh YCTAHOBA HA MOMEHT CTBOPCHHS JIOBIJIKY;

3MIHM B CTPYKTYpi yCTaHOBHM (CTBOPEHHS, peopraHizaiis, rnmepeiMeHYBaHHS, JIKBiAaIlis
CTPYKTYPHUX MiJIPO3MITIB, Y MISIBHOCTI SKUX YTBOPWUJIMCS JOKYMEHTH IMOCTiHHOTO 30epiraHHs,
BKJIIOUEH1 B OIKC 13 3a3HAYCHHSIM JaT 1 MOCWJIAHHSMHU Ha aKTH; PeopraHizailis yCTaHOBH, 3MiHU
Mepexki miIeriaux (10 BXOASTh 10 CKJIaay, CACTEMH) YCTAHOB 13 3a3HAUCHHSM JIaT 1 MOCHIIAHH IMH
Ha HOPMaTHBHO-TIPABOBI aKTH);

MPUYHHA, TTICTaBa Ta JaTa MPUIMHEHHS YCTAaHOBHU 3 IOCHJIAHHSM Ha BIAMOBIAHUN aKT.

536. Y gapyriii 4acTUHI ICTOPUYHOI TOBIAKU BHCBITIIIOIOTH iCTOPiI0 (GOHAY Ta MOJAIOTH
Taky iHpopMaIito:

JaTa MEepIIOoro HAAXOMKEHHS IOKYMEHTIB (DOHAY /10 apXiBy yCTaHOBH, iX 00CATH Ta KpaiiHi
JIaTH;

BiJOMOCTI Tpo (opMyBaHHS Ta 30epiraHHs JOKYMEHTIB JIO0 MOMEHTY iX HaJIXOKEHHS 10
apxiBy ycTaHOBH (1epiof; Ta yMoBH (pOpMyBaHHs, 3MiHU IIPpaBa BIACHOCTI Ha JOKYMEHTH TOIIO);

3MIHH Y CKJIaJi Ta 00cs31 GoHAY Ta IX MpUYHHU (MIPOBEICHHS €KCIIEPTU3HU IIHHOCTI, BTPaTH,
HE3aJJOKyMEHTOBaHI Mepion);

0c0o0IMBOCT1 (OPMYBaHHS, ONTMUCYBAHHS 1 CUCTEMAaTH3allli IOKYMEHTIB;

BIJIOMOCTI MPO JOKYMEHTH 3 KaJpOBHUX MHUTaHb (OCOOOBOTO CKIaMy), IHIII KaTeropii
JIOKYMEHTIB, a TAaKOXX PO Miclie X 30epiraHHs;

CTYMiHb 30€peXKEHOCT] JOKYMEHTIB (DOHILY;
B1JIOMOCTI IIPO CKJIaJl AOBIJIKOBOT'O anapaty 10 GoHAY;

BIJOMOCTI III0JI0 BUKOPHUCTaHHA JOKYMEHTIB (onay (myOusikamii, B SKMX BHKOpPHCTaHA
JIOKYMEHTHa 1H(popmalis abo ony0I1iKoBaH1 caMi JOKYMEHTH);

YMOBH, SIKI PETYIIOIOTH JTOCTYI O JOKYMEHTIB Ta BUKOPUCTAHHS BIJOMOCTEH, IO B HHUX
MICTSITBCS (SIKIIO JOCTYI OOMEXCHHUI Ha BU3HAUCHHI CTPOK, 3a3HAYAIOTH JIATH, KOJIH OyJe 3HATO IIi
oOMexeHHS);

JaTa MEepLIoro IepeJaBaHHsA CIpaB Ha IOCTiHe 30epiraHHs 10 Jep’KaBHOi apXiBHOI
YCTaHOBH.

537. 'V Tperiif YaCTHHI MOJAIOTH BiIOMOCTI MpO:

CKJIaJl Ta 3MICT CHpaB, YKIOYEHUX J0 OMHCY (XapaKTepHCTHKa TUIIOBUX TPYIl CIIpaB 3a ix
3MICTOM, BHJIaMHU Ta PI3HOBUJAMH TIOKYMEHTIB), IPO BUAM HOCIiB 1H(OpMaIlii;

0co0MBOCT1 (hOPMYBaHHS Ta CUCTEMAaTH3alIlli HETHUIIOBUX CIIpaB (B1IOMOCTI PO JOKYMEHTH,
0 BUXOJISATH 32 XPOHOJIOTIUHI MeXi (PoHIy, cripaBH, COPMOBAHI 3 JOKYMEHTIB 3a JABa POKH abo0
O1TBIIIE TOIIO);



MOBHOTY CKJIaJy CHpaB, YKIIOYEHUX 10 3BEIEHOIO OIMHUCY, NIPUYMHU BIJICYTHOCTI THUX YU
IHIIMX JJOKYMEHTIB 1 CIIpasB;

0COOMMBOCTI  (PI3UYHOTO  CTaHY OKPEMHUX JOKYMEHTIB 1 chopaB (3aJ0BLIHHHM,
HE3aJ0BUIbHUN).

538. B icropuuHiii moBimii OOOB’S3KOBI TOCWJIAHHS Ha apxiBHI JOKYMEHTH
(13 3a3HaYeHHAM HOMEpiB (QOHIY, ONHUCY, CIIPaBH, apKymIiB). [locunanHs po3TalIOBYIOTh y HHXKHIH
YaCTHHI BiIMOBITHUX apKYILIiB ITiJ] OCHOBHUM TEKCTOM.

539. Icropuuny noBiaKy m0 (GoHmy (IPOTOBKEHHS 10 ICTOPUYHOI JOBIAKH) ITiAMHUCYE
oco0a, BIAMOBIJaIbHA 32 apXiB B TEPUTOPIATLHOMY YIIPABJIIHHI.

540. KinpkicTh NPUMIPHHUKIB ICTOPUYHOI JOBIAKH 10 GOHAY (MPOMOBKEHHS 10
ICTOPUYHOI JTOBIIKM) MOBMHHA BiJNOBIAaTH KIIBKOCTI MPHUMIPHHUKIB PIYHUX PO3JLTIB 3BEICHOTO
OTIHCY.

TepurtopianbHe ympaBiiHHS ICTOPUYHY JNOBIAKY (IIPOJOBXKEHHS 1O ICTOPUYHOI JOBIJIKH)
nonae Ha po3nsin EINK JJAKO ogHOYacHO 3 pidHHM PO3IIIOM 3BEJICHOTO OIUCY CIIPaB MOCTIHHOTO
30epiraHHs.

Po3ain X1l. KopucrtyBanHsi J0OKyMeHTaAMU apXiBy

I'naBa 1. ®opMu BUKOPUCTAHHSA BiIOMOCTEN, 10 MiCTATHCS B
apXiBHHUX JOKYMEHTAaX

541. OcHoBHMMH (opMaMH BHKOPUCTAHHS BIJOMOCTEH, IO MICTATBCA B apXiBHHUX
JIOKYMEHTaX, €:

1H(OpMyBaHHS KOpPHUCTYBauiB (KEpIBHUITBA Ta CTPYKTYPHUX HIAPO3IUIB TEPUTOPIAIHLHOTO
yIIpaBIIiHHSA, IepP>KaBHUX OPraHiB, IHIINX 3aI[IKaBJIEHUX YCTAaHOB, TPOMA/ISIH) PO HAsIBHICTH B apXiBi
JIOKYMEHTIB Ta IX 3MiCT;

BUKOHAHHS 3aIIUTIB IPOMAJISH Ta yCTaHOB;
Ha/IaHHS IOKyMEHTIB KOpUCTyBauaM JUlsi pOOOTH B apXiBl YCTaHOBH;
BUJIABaHHS JOKYMEHTIB y THMYACOBE KOPUCTYBAHHS 11032 apXiBOM;

BUKOPUCTaHHS JOKYMEHTIB apxXiBy MpH MIArOTOBII 1HQOpMaLIHHUX 3aX0AiB, y 3acobax
MacoBoi iH(opMarii 1 myOsiKarisax.

I'nasa 2. Indopmaniiine 3a0e3neveHHs] KOPUCTYBAYiB TA BUKOHAHHS
3alUTiB TPOMAaJsiH i YCTAHOB

542. IadopmariitHe 3a0e3neueHHs] KOPUCTYBadiB Iependadac BUSBICHHS apXiBOM
3aMMUTYBaHUX BIJIOMOCTEH Ta MIATOTOBKY 1 HAJIAHHS BIMOBITHUX JTOKYMEHTIB.

543. 3amuTH, MO0 HAAXOAATH IO apXiBy, MOMUISIOT, HAa TEMaTHYHI 3alUTH ¥ 3alUTH
COLIIANTLHO-TIPABOBOTO XapakKTepy.

544.  Indopmarito couiagbHO-TIPABOBOTO XapakTepy 3a 3alUTaMHU TPOMAJsH 1 YCTaHOB
Ha/al0Th Y GOpMi apXiBHOI TOBIIKM, apXiBHOI KoIIii 200 apXiBHOTO BUTATY.

545. BukoHaHHS 3amWTIB COMLIAJBHO-TIPABOBOTO XapaKTepy 3HIMCHIOETBCS 3 JaTh
peecTpallii 3BepHEHHS



3a IOKyMeHTaMHu apXiBy — 10 30 THIB BKIFOYHO;
3 BUKOPUCTaHHSAM TUIBKH JOBIJIKOBOTO arapary apXiBy — 10 15 1HIB BKIIOYHO.

SIKmo  3amuT CKJIAMHUM, CTPOK MOXKe OyTH MPOJOBKEHO, MpPO M0 OOOB’A3KOBO
MOBIAOMJISIIOTH 3asBHUKA.

[lepecunanus Henmpo(iIbHUX 3aMTIB 32 iX HAJIEKHICTIO B iHII yCTaHOBHM abo apXiBW, a
TakoX 1H(GOpPMYBaHHS TPO 1€ 3asBHUKA IMOBHMHHO 3/IMCHIOBATHUCS MPOTIATOM S5 IHIB 13 JaTH
peectpanii 3BepHeHHS. [lpu 1bOMY 3araqbHU CTPOK BHPIIICHHS NHUTAaHHS, MOPYIIEHOTO Y
3BEpHEHHI, HE MOJKE IEPEBHIIYBATH COPOKA 11’ ATHU JIHIB.

546. ApxiBHI JOBAKM CKJIQJAalOTh 33  BCTAHOBJCHOI  (OPMOIO,  HABEICHOIO
B nonatky 41 no miei [HcTpykIii, Ha crienianbHUX OaHKax abo OJaHKax YCTaHOBH.

JloBinku mpo 3apoOiTHY MIIaTy CKJIanaloTh 3a (OopMaMu, BCTAHOBIEHUMHU JEp>KaBHUMU
OpraHaMHM COIAIbHOTO 3aXHCTY HACEJICHHS.

[TincTaBoro ISl CKJIaJaHHS apXiBHUX JIOBIJOK € OPUTIHAIM 1 3aCBiTYCHI KOIIii JJOKYMEHTIB,
110 30€piraroThCs B apXiBi.

SIKIIO0  BUKOHAHHS 3BEPHEHHS TOTPeOYBAIO BHUKOPHCTAaHHS HE3aCBIIYCHHMX  KOIIH
JOKYMEHTIB, y TEKCTi JJOBIIKH POOJISATH BIIMITKY: "He3acBiq4eHa Komis'".

VY noBiali HaBOJATH HA3BHU, JaTU i HOMEPU BUKOPHCTAHUX JIOKYMEHTIB Ta NOJAIOTh HasBHI
B IMX JJOKyMEHTax BIZJOMOCTI IOJO THWTAaHHS 3BepHEHHA. I[H(popMmalliio BHUKIATAIOTH Y
XPOHOJIOT1YHII MOCTIAOBHOCTI MOiH. 32 MOTPeOH T03BOISETHCS HABOJUTH BUTSTH 3 JOKYMEHTIB (Y
nankax). HaliMeHyBaHHS ycTaHOB y TEKCTI apXiBHHMX JOBIJOK MpHU MEPIIOMY 3raJlyBaHHI MUIIYTh
MOBHICTIO, 3a3HAyalO4u y IyKKax OQiliiiHi CKOpOUYEHHs, NpU HACTYMHUX — B)KUBAIOThH JIUIIE
CKOPOYEHHS.

VY pa3i pi3HOUMTAHHS IMEH, TPI3BHIN TOIIO HABOJATH T€ HAMHCAHHS, IO BXKHUBAETHCS B
JIOKYMEHTI, 3 mo3Haukor "Tak y nokymeHTi".

VY N0BiKY BKIIOYAIOTh TUTBKH Ti BiTOMOCTI, 1[0 MICTSTHCS B TOKyMEHTaX.

[Ticas TexcTy B apXiBHIM AOBIJII MOAAIOTH apXiBHI MHU(PH JOKYMEHTIB (IOLIYKOBI JaHi),
10 CIYTYBaJIU MIJCTaBOIO JUIsS CKJIAJaHHs apXiBHOI JOBIIKK (HoMepH (OHJIB, ONMHUCIB 1 CHpaB, a
TaKO’K HOMEpPHU apKyIliB y CIIPaBi).

ApXiBHY JOBIAKY HIAMHCYIOTh HadaJdbHUK a00 3aCTYMHHUK HayaJbHHKA TEPUTOPIAILHOTO
yIpaBiiHHSA 1 0c00a, BIANOBIIaIbHA 32 apX1B TEPUTOPIATIBLHOTO YIIPABIIHHS.

ApXiBHY JAOBIJIKY IpO 3apoOITHY IJIaTy HiANKHCYE TAKOXK HAYaJbHUK BLAJILIY IJIaHOBO-
(b1HaHCOBOI JISVTBHOCTI, OYXTrajJTepPChbKOro 00JIIKY Ta 3BITHOCTI.

3acBiqUYIOTh apXiBHY JIOBIJIKY repOOBOIO MEUATKOIO TEPUTOPIaIbHOTO YpaBiiHHA. [pyruit
IPUMIPHUK apxiBHOI JOBIIKM 3acBildye oco0a, BiamoBiiainpbHa 3a apxiB. Llel npumipHHUK
JIOJIY9arOTh JI0 CIIPaB apXiBy 3T1IHO 3 HOMEHKJIATYPOIO CIIPAB.

547.  ApxiBHiI Komii Ta BUTATH BUAAIOTH BIAMOBITHO IO 3aMHTIB. [IEHTUYHICTH KOMIi 1
BUTSTIB OpHUTIHAJIAM 3aCBIIYy€THCS IMIAMUCOM OCOOM, BIAMOBINAIBHOI 3a apxiB 1 repOOBOIO
MEeYaTKOIO0 TEPUTOPIATILHOTO YIPABIIiHHS.

Butsaru cTBOprOIOTH, SKIIO apXiBHI JOKYMEHTH MICTSAThH BiIOMOCTI 3 KUTbKOX HE TIOB’SI3aHUX
MiX c00010 MUTaHb. KOXEH BUTAT Ma€e TOYHO Ta TIOBHO BIITBOPIOBATH Ty YACTHUHY JIOKYMEHTA, SKa
CTOCYETHCS 3aITHTY.
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SKmo0 OKpeMi YacTWMHHM OpUTIHANY IOKYMEHTa (CJIOBa, BUCIOBH, BUIPABIICHHS) BAXKKO
po3iopaTu 200 K BOHM BUKJIMKAIOTH CYMHIB Y CIIPaBXXHOCTI, Y BIATIOBIAHUX MICIIX BUTSTY POOIISATH
npumMitku: "Tak y qokymenTi", "Y TekcTi Hepo30ipauBo".

ApXiBHI KOmii Ta BWTITH, IO BHUTOTOBJIAIOTHCSA 3aco0aMHU KOMIT IOTEPHOI TEXHIKH,
opopMIIOIOTE Ha ONaHKaX TEPUTOPIAIBHOTO YHPABIiHHS, 3a3HA4YalOud BIANOBIAHY Ha3BY
nokymenta — "ApxiBHa koris", "ApxiBauil BUTAr" (moxatku 42, 43 no miei [HcTpyKitii).

Ha3By, mary Ta HOMep OpuWriHaly JOKYMEHTa BiITBOPIOIOTH MOBHICTIO. I[licis Tekcry
apxiBHOI Komii (BUTATY) MOJAIOTh apXiBHUU mm@p (MOUIYKOBI NaHi) JOKyMeHTa. SKmo oOcsr
apXiBHOT KOMii (BUTATY) MEPEBUIIYE OTUH apKYII, apXiBHUK mUdp (MOMIYKOBI JaH1) BKa3ylOTh Ha
3BOPOTI KOXKHOTO apKyIa.

[Ipn BUTOTOBJIIEHHI KCepo- Ta (OTOKOMiN OJIAHK TEPUTOPIaATBLHOTO YIPABIIHHS HE
BUKOPHCTOBYIOTh, a B PAaBOMY BEPXHBbOMY KYTi KOl mpocTaBisatoTs mrami "Komis". ApxiBHuit
mmdp (MOUIyKOBi 1aHi) JOKYMEHTa BKa3yIOTh Ha 3BOPOTI KOKHOTO apKylla Korii. 3acBiauyBaibHi
HAIKCHU Ta BiTOUTOK MEYATKH MPOCTABISIOTH Ha 3BOPOTI OCTAHHBOTO apKyIIa KOii.

VYci apkymii apxiBHOi Komii a00 apXiBHOTO BHUTATY HOBHHHI OyTH HpOHYMEpOBaHI Ta
MIPOUINTI, a Miclle 3 €IHaHHS apKyIiB 3aCBIAYYIOTh MIAMUCOM O0COOHU, BIAMOBIAANBHOI 32 apXiB Ta
BITOMTKOM IEYaTKU TEPUTOPIATHHOTO yIIPaBIIHHS.

ApXiBHI JTOBIIKH, KOTIii i BUTATH 3 apXiBHUX JTOKYMEHTIB HAJICHJIAIOTH 3asBHUKAM ITOLITOIO
13 CYMpPOBIAHUMH JTUCTAMH, M1IHUCAHUMU Ha4allbHUKOM TEPUTOPIaIbHOTO yIpaBiiHHSA a60 0c00010,
sKa BUKOHYE HOro 000B’ I3KH.

548.  ApxiBHI JOBimKM, KOMii Ta BUTSATH MOXKHA BHJABaTH Ha PYKH 3asBHUKAM IIif
PO3MHUCKY 32 YMOBM IHpeja siBI€HHs MacrmopTa abo IHIIOrO JOKYMEHTa, IO IOCBiJUye 0co0y.
Poguuam abGo poBipeHMM oco0aMm 3a3Hau€Hl JOKYMEHTH BUJAIOTh y pas3l Mpena saBJICHHS
HOTapiaJbHO 3aBIPEHOI JOBIPEHOCTI.

OpepxyBau apxiBHOI JOBIAKHM, KOmMii ab0 BUTATY PO3NMCYETHCS HA APYroMy HPUMIPHUKY
OJIEp)KYBAaHOTO JOKYMEHTa, a TaKOX 3a3Hadae TaM JaHi macrnopTa (1HIIOTO JOKYMEHTa, IO
nocBiguye oco0y). Llei mpuMipHUK 3aJIMIIA€ThCS y CIIPAaBax apXiBy.

549.  JlomyckaeTbcss BWIIYYEHHS 3 apXiBHUX CIIpaB 1 BHJABaHHA BIIACHHKaM abo iX
poaruaM OpUTiHalliB 0COOOBUX JOKYMEHTIB (TPYIOBHMX KHH)KOK, CBIJIOLTB, JUIIOMIB, aTECTaTIB
TOILIO), SIKI BJIACHUK HE OTpuUMaB cBoro yacy. OpuriHaiu ocoOOBHX JIOKyMEHTIB IOBEPTaIOTh Ha
mijicTaBl MUCHMOBUX 3asB BIACHMKIB, 3 JI03BOJY HayaJbHUKA TEPUTOPIAILHOIO YIPABIiHHS.
BuntydeHunii JTOKyMEHT 3aMiHIOIOTH Kormi€ro. B 001KOBI JOKYMEHTH BHOCATH HEOOXITHI BIJMITKH.
OpuriHany 0co60BUX JOKYMEHTIB HaJICHJIAIOTh 3asiBHUKY LIIHHUM JIUCTOM a00 BHJIAIOTh HA PYKH -
1] PO3MUCKY Ha KOIMIAX JOKYMEHTIB Ta 32 YMOBU IpeJ ABJIEHHS JOKYMEHTa, [0 MOCBIAYY€E 0CO0Y.
YnoBHOBa)keH1 0COOM J10/IaTKOBO Mpe ABIISIOTh HOTapiadbHO 3aCB1TUEHY JOBIPEHICTb.

550. V pasi BIACYTHOCTI B apXiBi 3alMTyBaHUX BIJIOMOCTEH CKJIaJalOTh HETaTUBHY
BIJINOBI/b, SIKY O(GOPMIIOIOTH Ha OJIaHKY JIMCTAa TEPUTOPIAIBHOTO YIpaBIiHHS. Y Takiil BiAMOBI
BKa3ylOTh Ha (DaKT BiJICYyTHOCTI B JOKYMEHTaxX apXiBy BiJIOMOCTEH, IO IIKaBIATH 3asBHHUKA, Ta
JIAI0Th PEKOMEHallii, KyJ1 CJiJ1 3BepHYTHCS 32 HEOOX1JHOIO iH(pOpMAaLi€lo.

SIKmo BIACYTHICTH JOKYMEHTIB B apXiBli TEpUTOPIAIBHOIO YIPaBIiHHSA 3yMOBJIEHA iX
BTPaTol0 a0 3HMIIEHHSM, TEKCT JIMCTa 3aCBiUYIOTh TIepOOBOI0 MEYATKOI TEPUTOPIaTbHOIO
yIIpaBIiHHS.


http://zakon3.rada.gov.ua/laws/show/z0736-15/print1464727667005611#n1536

I'naBa 3. HaganHs apXiBHUX JOKYMEHTIB 11 po0oTH B apXxiBi Ta 'y
THMYacOBe KOPUCTYBAHHS 11032 apXiBoM

551. CmpaBu BHAAIOTBCS 3 apXiBy TEPHUTOPIATBHOTO YIPABIIHHA B THMYacoBe
KOPUCTYBaHHS CTPYKTYPHHUM IiJpO3/iJIaM YCTaHOBH Ta 1HIIUM YCTaHOBAM.

552.  Jlns poOOTH 3 TOKYMEHTaMU KOPUCTYBauyaM BHJIUISIOTHCS OKpeMi MPUMIIICHHs abo
00J1aTHYIOTECSL POOO0Ul MiCIls OE3MOCePETHhO B KIMHATAX apXiBY.

553. ns pobGoTu B apxiBi KOPHUCTYyBaul JONMYCKAaKOThCA HA IIJACTaBl JOKYMEHTIB,
3a3HayeHuX y nyHkTax 486, 487 wiei [HcTpykmii.

554.  Jlo3Bin myms poOOTHM B apXiBi KOpPHCTyBayaM IHIIMX YCTaHOB Ta TPOMaJsHAM
IPOTATOM HEOOXiZIHOTO CTPOKY Ja€ Ha4YalbHUK TEPUTOPIaJIbHOTO yNpaBiiHHA. SIK mpaBmio, e
CTPOK CTaHOBHTH HE OiJbIlIe OJHOTO POKY. 3a MOTpedHM MPOIOBXKHUTH CTPOK poOOTH B apxiBi
KOpHUCTYBa4 0(hpopMIIsie HOBHI JIUCT a00 3asBY.

555.  ApxiB Hajae KOpUCTyBauaM Jisi BUKOPHCTAHHSA y TOMY YMCIi JJIs BUTOTOBJICHHS
KOIIii, BUTSATIB BIIKPHUTI JOKYMEHTH, 110 OOIIKOBaHi Ta MPOHIILIN HAYKOBO-TEXHIYHE OMpAIFOBAaHHS,
MAalOTh JOBIIHUKH Ta 1HIII MTOIIYKOBI JIaHi.

556. BigmoBa a0o BiACTpOYECHHS y BUAA4l JOKYMEHTIB KOPHCTyBadaM JOMYCKAETHCS Y
BUMIAJIKAX, 3a3HaYeHNX y MyHKTI 495 miei [HeTpykmii.

557.  BiamoBy 0hopMIIOIOTH Y MUCHEMOBIH (hopMi i3 3a3HAYCHHSIM 1i IPUYUHHU, CTPOKY il
0OMEXEHHS, MiJICTaB 0OMEKEHHS, 8 TAKOXK MOPSIKY OCKapKCHHS BiJIMOBH.

558. BwupmaBaHHs crpaB y TUMYacOBE KOPUCTYBAHHS IHIIH YCTaHOBI O(OPMIIOIOTH Yy
NOPS/IKY, 3a3HaueHOMY y mmyHKTax 488, 489 miei [HcTpykii.

Po3ain X11l. Opranizauisi podoru apxiBy
I'nasa 1. [InanyBanHus po6oTH apxiBy

559.  IlnanyBanHs poOOTH apXiBYy BKJIIOUYAETHCS B PIUHUH IJIaH BiAJIUTY OpraHi3amiifHoro
3a0e3nedeHHs isIbHOCTI CY/IiB Ta CYJJOBOI CTATUCTUKH.

560. ApxiB cknmamae rpadik TpuUAMaHHS CHpaB BiJl CTPYKTYPHHUX ITIPO3[UTIB, KU
nianucye oco0a, BilmoBiianbHa 3a apxiB. ['padik y3rokyeTbcs 3 KEpiBHUKaMHU CTPYKTYpPHHX
HiAPO3/LTIB Ta 3aTBEP/HKYETHCS HAYAIbHUKOM TEPUTOPIAILHOTO YIIPaBIIiHHS.

I'padix BkiIOYae HalMEHyBaHHS CTPYKTYpHUX MIAPO3JALIIB, Y JISJIBHOCTI  SKHX
CTBOPIOIOTHCS apXiBHI JOKYMEHTH, CTPOK iX MpUIIMaHHs, HAa3BU MOCa]l Ta 1HIIIAIK, Ipi3BHILA 0Ci0,
BI/INOBIJAJIbHUX 32 TIepelaBaHHs JOKYMEHTIB JI0 apXiBy.

B ycraHoBax, B SIKMX apxiB He Mepen0auyeHHil sIK OKpeMUil CTPYKTYpPHHMIA Mipo3/ii, rpadik
npuiiMaHHs CIpaB B apXiB YCTAHOBH HE CKJIAJA€THCS.

I'naBa 2. 3BiryBanHs Ta 00J1ik po00oTH apXiBy

561. 3a mizcymkamMu poOOTH apXiB CKJIaJa€ 3BIT MPO BUKOHAHHS PIYHOTO IJIaHy. 3BIT
CKJIAJIA€ETHCS 32 aHAIOTIYHOIO (DOPMOIO TIJIaHy, a TAKOXK 3 JOJaBaHHSIM BHJIIB PoOIT, IO BUKOHAHI
no3a IJIaHOM, Ta BiJOMOCTell Mpo BHKOHaHHs rpadika. OCTaHHI BKIIOYAIOTHCA B KiHII 3BITY
OKPEMHUMH PO3JILIIaMHU.

3BITH MIAMUACYIOTHCSI 0COO0I0, BiAMOBIJATBHOIO 32 apXiB.


http://zakon3.rada.gov.ua/laws/show/z0736-15/print1464727667005611#n907
http://zakon3.rada.gov.ua/laws/show/z0736-15/print1464727667005611#n921
http://zakon3.rada.gov.ua/laws/show/z0736-15/print1464727667005611#n909

B ycranoBax, B AKX apXiB He nepea0adyeHuil sk OKpeMU CTPYKTYpHUH MiIPO3/i, 3BIT PO
BUKOHAHHS POOIT HE CKIIAIA€ThCA.

I'naBa 3. 3ailicHeHHs1 KOHTPOJIIO 32 CTAHOM apXiBHOI ClIPaBH

562.  Oco0a, BiaNoBiagbHa 3a apXiB, pa3oM 13 0c000F0, BiIMOBIIATBLHOIO 32 JIIJIOBOJICTBO
TEPUTOPIAILHOTO YIPaBIIiHHSA, 31HCHIOIOTh KOHTPOJIb 32 CTAaHOM (hOopMyBaHHs, O(pOPMIICHHS CIIPaB
y CTPYKTYPHHX HiZpO3JijIaX TEPUTOPIAIbHOTO YIPAaBIiHHSI, IMiJTOTOBKH TOKYMEHTIB Ta CIIpaB 0
nepeIaBaHHs Ha apXiBHE 30epiraHHs.

Po3ain XIV. IlepenaBanns cnpaB Ha NOCTiliHe 30epiranus

I'masa 1. Ilopsaok nepegaBaHHsl JOKYMEHTIB HA MOCTiliHe 30epiranHs

563. IlepemaBaHHs TOKYMEHTIB TEPUTOPiaIbHOTO YIPABIiHHS HA TOCTiifHE 30epiraHHs 10
JAKO 3piiicHIOETbCS IMOPOKY MiCHs 3aKiHYeHHs TPaHUYHUX CTPOKIB 30epiraHHsS B apXiBi
TEPUTOPIATILHOTO YIPaBIiHHA, 3a3HaueHuX y nmyHkTax 391-393 miei [HeTpykiii.

564. Ilepen mnepenaBaHHSM CIpaB Ha IIOCTiHE 30€piraHHs apXxiBOM CHIUIBHO 3
npenctaBHukoM JIAKO mpoBOauThCS TEpeBipsSHHSA HAsABHOCTI, (DI3UYHOTO Ta CaHITapHO-
Tiri€HIYHOTO CTaHy JOKYMEHTIB. BUSBICHI MOpYIIEHHS YCYBAIOThCS apXiBOM TEPUTOPIAILHOTO
yIIpaBIiHHS.

565.  JlokyMeHTH mepenaroThCs Ha MOCTiiiHe 30epiraHHs B YNOPSJIKOBAHOMY CTaHi 3a
OTHMCaMU, 3aTBEPXKEHUMU B MOPSAKY, BU3HaUYeHOMY B myHKTax 403-405 miei [acTpykiii.

Pa3om 31 cmpaBamu Ha mocTiiiHe 30epiraHHs MepeAaeTbcs ICTOPUYHA JOBIAKA PO
TEPUTOpIAJIbHE YIPABIIIHHS Ta HOTO TOKYMEHTH a00 MPOJAOBKEHHS ICTOPUYHOT TOBITKH.

I'naBa 2. OdopmiieHHs1 npUiiMaHHA-TIepeaBaHHs CIIPAaB HA MOCTiliHe
30epiraHHs

566. HanxopkeHHS JOKYMEHTIB Ha IOCTiiHe 30epiraHHs OQOPMIIIOETHCS aKTOM PO
npuiiMaHHs-TIepeaBaHHa 3a (QopMolo, HaBeAeHO B jgonatky 44 no 1miei [HcTpykiii, mio
CKJIAJIa€ThCA Yy ABOX MPUMIPHUKAX, MEPIIU 3 IKUX pa3oM 3 JoKyMeHTamHu nepenaerbes 10 JAKO,
a JIpyruii 3aIMIIa€Thes Yy crpaBi GOHAY apXiBy TEPUTOPIATIBLHOIO YIPABIiHHS.

567. IlepemaBaHHs cIipaB 3[iMCHIOETHCS 3a ONMUCAMU Yy TphOX HpuUMipHHMKax. Ha Bcix
IPUMIPHUKAX OINHUCIB POOJATHCS MO3HAUKM IMPO MpHUIIMaHHS CIpaB Ha MOCTiHE 30epiraHHs.
YeTrBepTuil NpUMIpHUK OMKCY Pa3oM 3 MPUMIPHUKOM aKTa NMPUMMaHHS-TIepe1aBaHHs 3aUIIAETHCS
B apXiBl TEPUTOPIATBHOTO YIPABIIHHS.

568.  Skmo mpu mpuiiMaHHI-TIepeIaBaHHI BUSBICHO HEBIAMOBIAHICTh MiX IJIICYMKOBUM
3alMCOM B ONKCY Ta (DAaKTUYHOIO HASBHICTIO CIIPaB, Y KOKHOMY NPUMIPHUKY OIHCY CKJIAJa€ThCsS
HOBUI MIZICYMKOBUH 3aMMKC, Y SKOMY HaBOASThCS (aKTUYHA KUIBKICTH CIIpaB, IO € Y HAasBHOCTI, Ta
HOMEpH BIJICYTHIX CIIpaB.

Ha BincyTHI chpaBH CKJIaJa€Tbcs akT IMPO HEBUSABICHHS CHpaB (JOKYMEHTIB), LUIAXHU
PO3IIYKY SIKHX BHUEPIaHO, 3a GOpMOI0, HaBEIEHOIO B A0aTKy 19 no uiei [HcTpykiii, Ta HagaeTbes
JIOBIJIKA MPO MPOBEJIEH] 3aXO0H MO0 iX PO3IIYKY.

569. Homepu BiACYTHIX CHOpaB 3acTepiraloTbCcsi B aKTI NpHAMaHHS-TIEpETaBaHHS
JIOKYMEHTIB Ha MOCTiiiHEe 30epiraHHsl.
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Po3nin XV. llopsaaok npuiiMaHHA-NIepeJaBAHHA JOKYMEHTIB (CIIpaB)
i{ 4ac 3MiHU KePiBHUKA YCTAHOBH, KePiBHUKA apXiBy, NPUIIMHEHHSI
YCTAHOBH

I'masa 1. IlpuiiMmanHsi-nepeaBaHHs JOKYMEHTIB i Yac 3MiHN
KepiBHMKA YCTAHOBHU

570. Ilix vac 3MiHM KepiBHMKAa YCTaHOBM HAsBHICTh 1 CTaH JOKYMEHTIB (CIIpaB), IIO
3HAXOAATHCS B JIUIOBOJCTBI CTPYKTYPHHX MHiAPO3/IIiB Ta B apXiBi, a TAKOXK OOJIIKOBUX JOKYMEHTIB
Ta JOBIJKOBOTO amapary 10 HHX BiIOMBAIOTbCS OKPEMHM pO3JAUIOM B aKkTi NpUAMaHHI-
nepeaBaHHs yCTaHOBH.

571. BianoBigHO 10 OOJIKOBUX JIaHMX CIYXKOHM JIJIOBOJACTBA Ta apXiBy B aKTi
HABOJATHCS OKPEMO KUIBbKICTh JOKYMEHTIB, 1110 3HAXOATHCS B IIJIOBOJICTBI, Ta KUIBKICTh CIIPaB, 1110
30epiraroThCs B apXiBi, y TOMY YHCI KUTBKICTB CHpaB, o BHeceHi 70 HAD.

I'naga 2. [IpuiiMaHHsA-TIepeIaBaHHs CIPaB MiJ Yyac 3MiHU 0co0H,
BIANOBIZAJILHOI 32 apXiB

572. Ilim gac 3MiHM 0COOM, BIANOBITAIBHOI 3a apxXiB NMpPUUMaHHSA-TIEPEIaBaHHS CIIPaB,
OOJIIKOBUX JOKYMEHTIB Ta JOBIJIKOBOTO arapary J0 HHX, a TaKOX NpPHUMIIleHb, OOJaJHAHHS Ta
IHBEHTapPIO apXiBy 3/MIHCHIOETHCS 32 aKTOM, HaBEJICHUM y nojaTKy 45 mo miei [HeTpykiii.

573. Jlns mnpuiiMaHHS-TIepeJaBaHHS apxiBy HaKa3oM HayalbHHKA TEPUTOPIATbHOTO
YIPaBIiHHS TPU3HAYAETHCS KOMICISl y CKIaai HE MEHIIEe TPhOX OcCi0, y ToMy dmcii ocoOw,
BIJIIIOBITAJIBHOI 3a I1JIOBOACTBO.

574.  Ilix yac npuitMaHHS-TIepeAaBaHHs apXiBYy NepEBIPSIOTbCS HASBHICTD 1 CTaH:

CIpaB MoOCTiIHHOTO, TpuBajsoro (monan 10 pokiB), TUMYAacOBOro 30epiraHHs, 3 KaJpOBHX
NUTaHb (0COOOBOTO CKIIAMY);

00JIIKOBHX JIOKYMEHTIB Ta JIOBIAKOBOT'O arnapary 0 CIpas (IacrnopTa apXiBy, OMMCIB CIIPaB 1
HOMEHKJIaTyp CHpaB, 110 3aMIHIOIOTh OINWCH, KHUT HAJXODKCHHS 1 BHOYTTS CIpaB, JIOBIJIKOBUX
KapTOTEK, KaTaJoriB TOIIO);

MI€YaTOK 1 HITaMIiB, IKUMH KOPUCTYETHCS apXiB;
CTEJIaKHOTO, MPOTUIIOKEKHOTO, 1HIIIOTO 00J1aIHAHHS Ta OXOPOHHOIT CUTHAaJIi3allii;
YMOB 30epiranHs JOKyMEHTIB.

575.  AxT mpuiiMaHHsS-TIEpeJaBaHHA CIpaB MiJ 4Yac 3MiHM OCOOH, BIANOBIAAIBHOI 3a
apxiB, MIANHUCYETbCA oco0amM, $KI 3/4al0Thb 1 NPUKHMAIOTh  CIpaBH, WIEHAMU KOMIcii Ta
3aTBEP/UKYETHCS HAYATBHUKOM TEPUTOPIATBHOTO YIIPABITiHHS.

576. YV Bumajaky BUSBJIEHHS HECTadi crpaB, OOJIaJHAHHS Ta iHBEHTapIO apXiBy, KOMicCis
HeraiiHoO 1HQOpMye HauaJbHUKA TEPUTOPIATBHOTO YIPABIIHHS JJIS BXXKHUTTS 3aX0[(1B MIOJ0 MOIIYKY
JIOKYMEHTIB Ta MaifHa apXiBy.

I'naBa 3. [lopsaok nepegaBaHHs JOKYMEHTIB y pa3i NpUNIUHEHHS
YCTaHOBH

577. Tlopsnoxk mnepemaBaHHS Ta MOJAIBIIOIO KOPUCTYBaHHA JOKyYMEHTaMH Yy pasi
NPUMTMTHEHHS YCTAaHOBU Mepe0avaeTbes B pO3NOPSAYOMY JOKYMEHTI MPO il IPUITMHEHHS.


http://zakon3.rada.gov.ua/laws/show/z0736-15/print1464727667005611#n1580

[lepenaBaHHsl JOKYMEHTIB YCTaHOBH, L0 MPUIHUHSIETHCS, BXOJUTH 0 00OB’S3KIB KOMICII,
CTBOPEHOT JUIs IIepeJaBaHHs CIIPaB 1 MaiiHa.

578. 'V pa3i npuNUHEHHS YCTAaHOBH KOIITH HA YIOPSAKYBAaHHS, TOCTPOKOBE MPHIMAaHHS
Ta mojaibiie 30epiraHHs TOKYMEHTIB IepeadadarThCsl B KOIITOPUCI KOMICIi, CTBOpEHOI mjs il
NPUTTHTHCHHS.

579. Skmo ycraHOBa MPUIUHSETHCS NMUIIXOM JIKBIfalii, il apxiBHI CIpaBH, BHECEHI JIO
HA®, nepenaroTbCs B yNOPSAIKOBAaHOMY CTaHI BIJIIOBIIHIA Jep)kaBHIA apXiBHIA yCTaHOBI, a
apxiBHI CIpaBU 3 OCHOBHOI JiSUTBHOCTI, CTPOKH TUMYACOBOTO 30€piraHHs SIKUX Ie HE 3aKiHUMIHCS,
JIOKYMEHTH, HE 3aBEpIICHI B JIJIOBOJICTBI, a TaKOXX MOKYMEHTH 3 KaJIpOBHX MHTaHb (0COOOBOTO
CKJIaJTy) TIepeAaroThes i1 OpraHy BUIIOTO PiBHS.

580. VY pa3i npunmuHEHHS YCTaHOBH IIISIXOM 3JIMTTS, IPUETHAHHS, TTOJIUTY, TIEPETBOPEHHS
(mam - peopranizaiis) 3 mepemauero ii (pyHKUIN IHIIH yCTaHOBI OCTaHHS HpUKMae 3a aKTOM
JIOKYMEHTH, HE 3aBEpIICH] B AUTOBOJICTBI YCTAaHOBH, 1[0 PEOPTaHI3yeThCs, Ta ii apXiB.

581. Skmo ¢yHKHIT YCTAaHOBH, LIO0 PEOPTaHI3yeThCs, MEPEJarOThCS ACKUIBKOM 1HIIMM
ycTaHOBaM, 1ii apxiBHI cmpaBHW, BHeceHi A0 HA®D, mepenmaroTbCsi B yNOPSIKOBAHOMY CTaHi
BIJIMOBIAHIM J1ep>KaBHIM apXiBHIM YCTaHOBi, a apXiBHI CHpaBU 3 OCHOBHOI JiSIBHOCTI, CTPOKHU
TUMYAaCcOBOTO 30€piraHHs SKHX II¢ HE 3aKIHYWIUCS, TOKYMEHTH, HE 3aBEpIICHI y IUIOBOJICTBI, a
TaKOX JIOKYMEHTH 3 KaJIPOBHX MUTAHb (0COOOBOTO CKJIay) MEePEeNatoThes il OpraHy BUIIOTO PiBHS.

JIOKyMeHTH, HE 3aBepllieHi B JAIJIOBOJCTBI, a TaKOX JOKYMEHTH 3 KaJPOBUX IHTaHb
(ocoboBOro CcKaay) MpaliBHUKIB, SKI MEpEeHIUIM Ha poOOTYy 10 YCTaHOB-TIPABOHACTYITHHKIB,
HepelaloThCs IIMM YCTaHOBAM 3a HAJICKHICTIO.

582. VY pa3i peoprasizaiii yCTaHOBH, KOJU 3 ii CKIaay BUAUISETbCA CTPYKTYpHHI
HiAPO3/ia, SKOMY HANAlOThCS IIpaBa YCTAHOBH, OCTAaHHbOMY II€PENAIOThCS JTOKYMEHTH, He
3aKiHYEeHi B IIJIOBOJICTBI, IO BIAHOCATHCA 0 MPO]III0 AisNIBHOCTI HOBOCTBOPEHOI YCTaHOBH, a
TaKOX JIOKYMEHTH 3 KaJIpOBUX MUTaHb (0COOOBOTO CKJIay) MPAIiBHUKIB, SIKI MEPEUIITH HA POOOTY
B HOBOCTBOPEHY YCTaHOBY.

583. V Bumaaky OaHKpYTCTBa YCTaHOBH IiepelaBaHHS ii JOKYMEHTIB JUIS TTO/abIIOTO
30epiraHHsl 3J1HCHIOETBCS B MOPAAKY, BCTaHOBJIEHOMY 3akoHOM YkpaiHu "IIpo BiJHOBIEHHS
IUIaTOCIIPOMOYKHOCTI OOpKHMKA a00 BU3HAHHS HOro GaHKpyToM".

B.o. HauanbHUKA BTy OpraHi3alifHOro
3a0e3nevYeHHs AISUThHOCTI CY/IB Ta CY/I0BOT CTATUCTUKH 0.0. IlepminoBa

CXBAJIEHO

[Iporokon 3aciganns EK
TEPUTOPIATILHOTO YIIPaBIiHHS
JlepkaBHOI Cy10BOI aaMiHicTparii
VYkpainu B KuiBchbkiii o0macti

Big 02.01.2018 Ne 1
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Honatox 1

1o IHeTpykIii 3 1JI0BOACTBA B

TY ACA VYkpainu B KuiBcrkiii o6macti
(myHKT 76)

BUMOI'
10 0(pOpMIIEHHS IOKYMEHTIB, 1110 BUTOTOBJISIIOTHCSA
3a I0OMOI 010 IPYKYBAJbLHUX 32C00iB

1. JInst ApyKyBaHHSI TEKCTIB CIyXOOBUX JOKYMEHTIB BHKOPHCTOBYETbCS TapHiTypa Times
New Roman, mpudt po3mipom 12—14 apykapcbkux NyHKTIB. J[03BOISETHCS BUKOPHUCTOBYBATH
mpudT po3mipom 8—12 npykapchKUX MYHKTIB JUIsl APYKYBaHHS pekBizuTy "llpi3Buie BUKOHABLA 1
HOMep Horo TenedoHy", BHHOCOK, IMOSICHIOBAJbHUX HAIKCIB JI0 OKPEMHUX €JIEMEHTIB TEKCTY
JIOKyMeHTa abo Horo pekBi3uTiB TOMIO.

[Tin wac npykyBaHHSI 3aroJIOBKIiB JTO3BOJISIETECS BHUKOPHCTOBYBATH HAIIBKUPHHUA MIpUdT
(mpsimuii a60 KypcuB).

2. Tekcr gokymeHTiB Ha mamepi ¢opmary A4 (210 x 297 miniMeTpiB) PEeKOMEHIOBAHO
npykyBatu yepe3 1—1,5 mibkpsakoBoro iHTepBaiy, a popmary AS (148 x 210 miniMeTpiB) — yepes
1 MDKpSIIKOBHIA 1HTEpBAJL.

PekBi3utn gOKyMeHTa (KpiM TEKCTY), SIKi CKIIaJalOThCS 3 KITBKOX PSIIKIB, APYKYIOTHCS Yepes3
1 mibkpsiakoBuii iHTepBan. CkiagoBi yacTHHH pekBi3uTIB "Anpecatr”, "I'pud 3aTBepikeHHS",
"I'pud noromxeHHA" BIIOKPEMIIOIOTHCS OJIMH B OJTHOTO 4yepe3 1,5 MIKPSAAKOBOIo iHTEpBay.

PexBizuTu nOKyMeHTa BIJOKPEMIIIOIOTHCS OAMH BiJ OJHOTO uYepe3 1,5-3 MIKpAIKOBHUX
IHTEpBaJIN.

3. Ha3Ba Buly TOKyMEHTa APYKYETHCS BETUKUMU JTITEpaMHU.

4. Posmmm¢pyBanHs nianucy B pekBizuti "[lianuc" ApykyeTbcs Ha piBHI OCTAaHHBOTO psijKa
Ha3BU MOCA/IH.

5. MakcumMasbHa JOBXKUHA psijika 0araTOpsiIKOBUX PEKBI3UTIB (KPIM PEKBI3ZUTY TEKCTY) —
73 minimeTpH (28 IpyKOBaHMX 3HAKIB).

koo 3aronoBok 110 TekcTy mnepeBuinye 150 3HakiB (5 psAakiB), HOro J03BOJSETHCS
MPOJIOBXKYBATH JI0 MEX1 IpaBoro noiis. Kpamnka B KiHIII 3arojloBKa HE CTaBUTHCS.

6. ITix yac ohopMIiIeHHS JOKYMEHTIB CJiJl JOTPUMYBATUCS TAKUX BIJICTYIIB BiJl MEXi JIBOrO
HOJIS IOKYMEHTA:

12,5 mimimeTpa — naiist aG3aIliB y TeKCT;,
92 minimeTpu — 1718 pekBizuty "Anpecat";

104 minimetrpu — 1t pekBi3uTiB "I'pud 3arBepaxeHs” Ta "I'pud oOMekeHHs T0CTYITy 10
JIOKyMeHTa";

125 mimimeTpiB — it po3mudpyBaHHs manucy B pekpizuti "Iligmuc".

7. He poOuthcs BiAcTyn Bif MeXi JBOro mois Ui pekBi3uTiB "Jlata mokymeHrta",
"3aronoBok 10 TeKCcTy aokymeHTta", "Tekct" (6e3 ab3amiB), "BigMiTka Mpo HasBHICTH JOAATKIB",
[Ipi3Buie BHKOHABI 1 HOMep iHoro tenedony”, "BimMmiTka mpo BUKOHAHHS JOKyMEHTa K



HAJCWIaHHS #oro a0 cmnpaBu', HaiiMeHyBaHHsA mocaau B peksizuTax "[ligmuc" ta "I'pud
MOTO/DKeHHS", 3acBiauyBaabHOTO Hamucy "3rigHo 3 opuriHanmoM", a takox ciiB "CIIYXAJIN",
"BUCTVYIIWJIN", "BUPILLINJIN", "YXBAJIMJIN", "HAKA3VYIO", "30B0B’A3VYIO".

8. 3a HasgBHOCTI KiTbKOX Tpu(diB 3aTBEP)KCHHS U TOTO/PKCHHS BOHU PO3MIIIYIOTHCS Ha
OJTHOMY piBHI BEpTUKAIbHUMU pskamu. [lepmuii rpud — Bix Mexi JiBOro moisi; APYruil — yepes
104 miniMeTpu BiJ MEXi JIIBOTO MOJIS.

9. SIKIIO B TEKCTi TIOKyMEHTA MICTUTHCS TIOCHIJIAaHHS Ha JIOJIaTKU a00 Ha JIOKYMEHT, 1110 CTaB
MiJICTaBOO JUIs Moro BumaHHs, ciosa "Jlogatok" 1 "[limcTaBa" IpyKyrOThCs BiJl MEXKI JIIBOTO TOJIA, a
TEKCT JI0 HUX — 4Yepe3 | MIKPAIKOBHUH iHTEpBa.

10. Ilig gac odopmIIeHHS TOKYMEHTIB Ha JBOX 1 OUIbIIE CTOpiHKAaX Jpyra Ta HACTYIHI
CTOPIHKHW TTOBHUHHI OyTH MPOHYMEPOBaHI.

Homepu cTOpiHOK CTaBISATHCS MOCEPEIUHI BEPXHBOTO IMOJIA apKyla apabcbKuMu nudpamu
0e3 3a3HaueHHs clioBa "cTopiHKa" Ta po3AlIoBUX 3HAKIB. [lepia cTropiHka HE HyMepY€eThCA.

11. TekcTn JOKYMEHTIB TOCTIMHOTO 30epiraHHS JIPYKYIOTHCS Ha OJHOMY OOIll apKylia.
JIOKyMEHTH 31 CTPOKOM 30epiraHHs 10 5 poKiB MOKHA JPYKYBaTH Ha JIMIIbOBOMY Ta 3BOPOTHOMY
oo apkya.



Honatox 2

1o IHeTpykIii 3 1JI0BOACTBA B

TY ACA VYkpainu B KuiBcrkiii o6macti
(myHKT 79)

JEPKABHA CYJIOBA AIIMIHICTPAIIIA YKPATHU
TepurtopiaabHe ynpaJiinaa [lep:xaBHoi cyaoBoi aamiHicTpauii Ykpainu B
KuiBcbkii o0sacri
By JXKwistHCbKa, 58-0, M. Kui, 01601, Ten./dakc: (044)234-05-00,
e-mail: inbox(@ko.court.gov.ua, web: http://court.gov.ua/tul0/, kog €IPIIOY: 26268119

No
Ha Ne BIJ




®opmar A4 (210x297)

Honmarok 3

1o [HCTpyKIii 3 1i710BOACTBA B

TY JICA VYkpaiau B KuiBchkii o0macti
(mynkt 80)

JEPXKABHA CYJOBA AIMIHICTPALISL YKPAIHH

TeputopianbHe ynpasJjinusa [lep:kaBHol cy10Boi aamMiHicTpanii YKkpainu
B KuiBchKkiil o0aacTi
HAKA3
M. Kuis

«_» 20 poky Ne

3azonoeox 0o mexcmy 0oKymMeHma
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BHYTPILIHI BI31



N

10.

11.

12.
13.
14.
15.
16.
17.
18.
19.
20.

el NS s

Honarok 4

1o [HCTpyKIii 3 1i710BOACTBA B

TY JICA VYkpaiau B KuiBchkii o0macti
(mynkT 85)

IPUMIPHUI NNEPEJIK
AOKYMEHTIB, MiIMUCH AKUX CKPIIVIIOITHCSA CTABUTHCA rep00BOI0 MEYATKOI0

Axtn (TpuiioMy 3aKiHUYE€HHUX OYIIBHUIITBOM OO0’ €KTIB, 0OJIaJHAaHHS, BUKOHAHHS pOOIT;
CIIMCAHHS; €KCIIEPTU3HU TOIIIO)
ApKyI1i IOroKeHHs IPOEKTIB HOPMAaTUBHO-TIPABOBUX aKTIB
BucHOBKY 1 BiATyKHM ycTaHOB Ha JucepTauii i aBTOopedepary, Mo HampaBisoThes A0 Bumioi
aTecTaliiHoi KoMicii Ykpainu
JloBigku (JTiMITHI; PO BUILIATY CTPAXOBHX CyM; BUKOPUCTAHHS OIO/DKETHHX ACHTHYBaHb Ha
3apIuIaTy; po HapaxOBaHy 1 HAJIEKHY 3apIuIaTy TOLIO)
JloBipeHICTh Ha OJIep)KaHHS TOBAPHO-MATEPiAIbHUX IIIHHOCTEH, OIO/PKEeTHI, OaHKIBCHKI,
MEHCIIHI, MIaTKHI JOpyUEHHS
JloroBopwu (Tpo MaTepiaibHy BiIMOBIAAIBEHICTh, HAYKOBO-TEXHIYHE CIIBPOOITHUIITBO, i IPSIIH,
OpeHAy IPUMIIIEHB; PO 3iliCHEHHS pOOIT TOIIO)
3aBnaHHs (Ha MPOEKTYBaHHS 00’ €KTIB, TEXHIYHUX CIOPY[, KamiTalbHe OYIIBHUIITBO; TEXHIYHI
TOIIIO)
3asBu (Ha aKpEIUTHB; IIPO BiAMOBY BiJl aKIIETITY TOIIO)
3asBKH (Ha 00J1aIHAHHS, BUHAXO U TOIIIO)
3pa3ku BIAOWUTKIB MEUaTOK 1 MIAMKCIB MPALiBHUKIB, SIKI MAIOTh IPaBO 3/11HCHIOBATH (DIHAHCOBO-
rOCIOIapChKi omepartii
Komropuc BuTparT (Ha yTpUMaHHs amapaTy YHOpaBIiHHS;, Ha MIATOTOBKY Ta OCBOEHHS
BUPOOHHUIITBA HOBUX BHMPOOIB; Ha KaJIbKYJALII 3a JOrOBOPOM, Ha KamiTalbHe OYAIBHHUIITBO
TOIIIO)
Jluctu rapanTiiiHi (Ha BUKOHAHHS pOOiIT, OCIYT TOLIO)
[TonanHs 1 K0MOTaHHS (PO HATOPOPKEHHS OpJeHAMHU 1 MEJAJIIMU; IPEMISIMH )
[TpoTokonu (MOToKeHHS TIJ1aH1B TOCTABOK)
Peectpu (uekiB, Or01KETHUX JOPYUEHb)
Crneuundikarii (BupoOiB, MPOIYKIIiT TOIO)
[Tono>keHHs, CTaTyTH JIep>KaBHUX MIANPUEMCTB (00’ €1HAHD)
TutynpHi ciucku
[taTHi po3nucu
ApXiBHI TOBIJKH
HEPEJIIK
AOKYMEHTIB, HIANNCH HA IKHX CKPIILTIIOTHCA MAJIOK0 reploOBOI0 NMeYaTKOI0

ITocBiueHHs MpaliBHUKIB TEPUTOPIATIBLHOTO YIPABIIHHS.

[TocBigueHHs1 KepiBHUKIB, 3aCTYHHUKIB KEPIBHUKIB anapaTiB MICLEBUX CYAIB.
ITocBiueHHs PO BiIPSKEHHS.

JlikapHsHI1 JIUCTH.



Honmatok 5

1o [HCTpyKIii 3 1i710BOACTBA B

TY JICA VYkpaiau B KuiBchkii o0macti
(myHKT 92)

KYPHAJL
00J1iKy eYaToK Ta ITAaMIIIB, 10 3aCTOCOBYOThHCA B TepuTopiaibHOMYy ynpaBJ/iiHHI
HdepxxaBHoi cynoBoi aaMinicTpaunii Ykpainu B KuiBcbKiid o0J1acTi

Ne Komy Bunano
3/m Bin6urox HaiimenyBaHHs [pizBuuie (iHinian MHata i posmucka | JlaTa HOBepHEHHS i IIpumitka
TIeYaTokK i Hipo3aily, B IKOMY | iMEHi) BIIIOBiadbHOI | PO OTPHMaHHS po3mHucKa po (BimMiTKa
IITaMIIiB 30epiraroTecs ocobun MpUHMaHHA po
MIeYaTKH Ta MITaMIIH 3HUILICHHS)
1 2 3 4 5 6 7




Honatok 6

1o [HCTpyKIii 3 1i710BOACTBA B

TY JICA VYkpaiau B KuiBchkii o0macti
(mynkT 117)

IPUMIPHUI NTEPEJIIK
AOKYMEHTIB, 110 3aTBEP/IKYIOThCSA
3 NPOCTABJISAHHAM rpuda 3aTBepIKeHHsI B TEPUTOPiaibHOMY yNpaBiliHHi lep:kaBHOI Cy10BOi
aaMiHicrpanii Ykpainu B KuiBcbkiii o0s1acti

AKTH (TIepeBipoK 1 peBi3ii, MpUoMy 3aKiHYECHUX OYAIBHULITBOM 00’ €KTIB, CITUCAHHS; CKCIICPTHU3H;
nepeaayi crpas; JiKBiJalil yCTaHOB)

3aBnaHHA (Ha MPOEKTYBAaHHS 00’ €KTIB, TEXHIUHUX CIIOPY/, KaliTajabHe OyIIBHUIITBO; HA
NPOBEICHHS HAYKOBO-IOCIITHUX, TPOEKTHO-KOHCTPYKTOPCHKHX 1 TEXHOJIOTIYHUX POOIT; TEXHIUHI
TOIIIO)

3BitH (Ipo BUOOPUY AiSUTBHICTH, BIIPSHKEHHS, HAYKOBO-TOCIIIHI POOOTH TOIIIO)

Komrtopucu BuTparT (Ha yTpUMaHHS amapary YHpaBiiHHsS, OyJMHKIB, MPUMIILEHb, CIOpPYJ; Ha
HiATOTOBKY Ta OCBOEHHS BUPOOHUIITBA HOBUX BHPOOIB; HA KariTaibHEe OyIiBHUIITBO TOIIO)
HopmatuBu (BUTpauaHHsI CHPOBUHH, MaTepialliB, €IEKTPOCHEPTii; TEXHOJOTIYHOTO TPOEKTYBaHHS;
YHCEIBHOCTI MPAaIiBHUKIB TOIIO)

[Tepeniku (mmocaj mpaliBHUKIB 3 HEHOPMOBAHUM pOOOYMM JHEM; THIOBUX JOKYMEHTAJIbHHUX
Marepiais, [0 CTBOPIOIOTHCS B YCTAHOBAX 13 3a3HAYEHHSM CTPOKIB 30epiraHHsi JOKYMEHTIB, TOIIO)
[Tnanu  (BupoOHMYI;OyNiBEIbHO-MOHTAXHHUX, IMPOEKTHO-PO3BIAYBATbHUX, HAYKOBO-IOCIITHUX
poOIT; BIPOBaI>)KEHHSI HOBOI TEXHIKH; KOOIIEPOBAaHUX MMOCTABOK MPOAYKIIIT; pO3NOALITY MPOIYKIIIT 3a
BCTaHOBJICHOI0 HOMEHKJIATYPOIO; OTPHUMAaHHS NPUOYTKIB >KUTIOBO-KOMYHAJIBHUM T'OCHOJApCTBOM
BiJl KalliTaJIbHOI'O PEMOHTY; pOOOTH KOJI€erli, HAyKOBO-TEXHIYHOI paJu, HAyKOBOI PaJiy TOLIO)
[Tporpamu (mpoBeaeHHs pOOIT 1 3aX0/1B, BIIPSKEHb TOLIO)

Po3zuinku Ha 311lcHEHHS poOIT

CraryTu JaepaBHUX MiANPHEMCTB (00’ €THAHB)

CrtpyKTypa 1 mTaTHA YUCEIbHICTh

®opmu yHi(pIKOBaHUX JOKYMEHTIB

[taTHi po3nucu



Honatoxk 7
1o [HCTpyKIii 3 1i710BOACTBA B
TY JICA VYkpaiau B KuiBchkii o0macti

(myHKT 193)
KYPHAJ
peecTpauii BiipsizKeHb

Jara BuOyTTS Hlara
No [TpizBuie, |Micue po6otu Micue Mara it Homep YT npudyTTS
B HiIiam Tamocana | BiAPS/DKCHHS Hakaszy T y)KeHHSI 3 BiApA-

AP KCHHS

1 2 3 4 5 6 7




Jonarok 8
1o [HCTpyKIii 3 1i710BOACTBA B
TY JICA VYkpaiau B KuiBchkii o0macti

(myHKT 216)
3BIT*
PO 00CAT JOKYMEHTO00Iry
3a 20 p.
JlokymMeHTH KinbkicTh TOKyMEHTIB

OpUTIHAIH Komii yCbOIO
Bxinni
Buxigui
BuytpimHi
Yceboro
KepiBauk
CIIy»k0u A1I0BOJICTBA (migmuc) [imimianm (iniian iMeni) npisBuie]

20

* YV pa3i notpebu 3BIT MOKE JONOBHIOBATUCS 10IATKOBUMH Tpadamu




Honatok 9

1o [HCTpyKIii 3 1i710BOACTBA B

TY JICA Ykpainu B KuiBcbkiid o0acti
(myHKT 224)

Tepuropianbhe ynpasiainas /lep:kaBHoi cy10Boi aamiHicTpauii Ykpainu
B KuiBcbkiit o0J1acti

AKT
NPO BiICYTHiCTh BKJIaJieHb Y KOHBepTi

Bij Ne

[TincraBa: IncTpykuis 3 aimoBoacTBa B TepuTtopianbHOMy ynpaBiiHHi JlepxaBHOT cy10BOT
anaminicTparii Ykpainu B KuiBchkiit oOnacri, 3atBepmkena Hakazom TY JICA Ykpaiau B KuiBchkiid
obmacti Bin Ne

Lleit akT cknaneHui

(mocaa mpariiBHHUKA AIJIOBOAHOI CITYKOH, Mpi3BHIIe, iM’s1, T0 OATHKOBI)
y MPUCYTHOCTI:

(mocana, mpi3BUILE, iHIIAIN)

Ipo Te, 10 MiJ] Yac PO3KPUTTs KOHBEpTa (I1aKeTa), HaJiCIIaHOTO

(Ha3Ba yCTAaHOBH, Bij SIKOT HaIIMIIIOB ITaKeT)
HE BUSABJICHO TaKUX BKJIAJICHB.

(Ha3Ba Ta HOMEP TOKYMEHTA)

(mocajia BiAMOBITATBHOTO 32 JIIIIOBOJICTBO) (miamuc) (inimianm, npizBuie)
[Mignucn npucyTHIX

IIpumiTka. AKT CKJIaJa€ThCs y IBOX NPUMIPHUKAX, OJWH 3 SIKMX HAJICWIAETHCS BiIIPAaBHUKOBI JJIS HAJICIAHHS
JIOKYMCHTIB, SIKHX HE BHCTA4ae



Jomarox 10

1o IHeTpykIii 3 1JI0BOACTBA B

TY ACA VYxkpainu B KuiBchkiii o0macti
(mynkT 237)

MPUMIPHUM ITEPEJIK
AOKYMEHTIB, 110 He MiVIAralTh peecTpauil BiANOBiAaJbHUM NPALiBHUKOM 32 AiJI0BOACTBO *

1. I'padiku, HAps K, 3aIBKU, PO3HAPSIKH.
2. 3BeneHHs Ta iHpOpMallis, HaaiclIaHi 10 Bigoma.

3. HaBuanbHi mianu, nporpamu (KOITii).

I

. PexnamMH1 OB1IOMIJICHHS, TUTAKaTH, TPOTpaMu Hapa, KoH(epeHIIiil Tomo.

. IpefickypanTtu (xorii).

AN W

. Hopmu BuTpatu marepiasis.

7. BiTanpHi TUCTH ¥ 3aIIPOIIICHHS.

8. IpykoBaHi BUIaHHS (KHUTH, )KypHaIU, Or0JIeTeH]).
9. HaykoBi 3BiTH 3a TEMaMH.

10. MicsiuHi, KBapTaJibHi, IIBPI4HI 3BITH.

11. ®opmu cTaTUCTUYHOT 3BITHOCTI.

12. Horosopwu.

* JIoKkyMeHTH, 3a3HaueHi B MyHKTax 1, 3, 8-12 miassrarTs crneniaibHOMY OOJIKY Y BiIIOBITHUX
CTPYKTYPHHX HiIpo3/inax



Jomarox 11

1o IHeTpykIii 3 1JI0BOACTBA B

TY ACA VYxkpainu B KuiBchkiii o0macti

(myHKT 245)
KYPHAJI
peecTpanii BXiTHUX TOKYMeHTiB*
ara Kopecnonaent . [Migmuc Bigmitka
A p : ’ . Pe3omroris a6o
HaJXOJDKEHHs | nata Ta iHaekc | Koporkuit . . . oco0Owu, sika po
. . BIJIMOBIIaIbHUT
Ta IHJEKC 0JIepP’)KaHOTO 3MICT OTpUMaJIa | BUKOHAHHS
BHKOHAaBEIIb
JIOKYMEHTa JOKYMEHTa JOKYMEHT | IOKyMEHTa
1 2 3 4 5) 6

*V pasi noTpeOu KypHaI MOXKe TOTIOBHIOBATHCS T0aTKOBUMHU TpadaMu



Jomarok 12

1o IHeTpykIii 3 1JI0BOACTBA B

TY ACA VYxkpainu B KuiBchkiii o0macti
(myHKT 245)

KYPHAJI
peecTpanii J0KyMeHTiB, CTBOPEHUX YCTAHOBOK™

JlaTa Ta iHIeKC .. BiamiTka npo
Kopecnnonnent Koporkuii 3micT
JOKYMEHTA BUKOHAHHS JJOKYMEHTA
1 2 3 4

*V pasi moTpedu xypHaI MOXKe JOTIOBHIOBATHCS T0OJaTKOBUMHU I'padaMu



Jomarok 13

1o IHeTpykIii 3 1JI0BOACTBA B

TY ACA VYxkpainu B KuiBchkiii o0macti
(myHKT 247)

TepuropianbHe ynpasJiiHHS
JCA Ykpainu B KuiBcnkiii o6s1acti

3micm pezonroyii:




Honatox 14

1o IHeTpykIii 3 1JI0BOACTBA B

TY ACA VYxkpainu B KuiBchkiii o0macti
(mysKT 259)

INEPEJIIK
JOKYMEHTIB i3 3a3Ha4Y€eHHSAM CTPOKIB BUKOHAHHSA

1. 3anut HapoxHOrO AemyTaTa YKpaiHW, HApOJHUX JAEMyTaTiB 4yu KomiTery BepxoBHoi Pamu
VYkpainu - He mi3Hime Sk y 15-aeHHu cTpok 3 JHS HWOro ojepkaHHs (peectparii) abo B iHIIHMA
ycTaHOBJIEHUH BepxoBHO Panoro Ykpainu cTpok.

SIKI10 3anmuT HApOJHOIrO JemyTara YKpaiHu 3 O0'€KTMBHHMX IMPUYMH HE MOXKE OyTH PO3IVISHYTO B
YCTQHOBJICHHH CTPOK, HAJCHJIAETHCS BIAMOBITHO A0 3aKOHY HMHCHMOBE IMOBIJOMIICHHS CY0'€eKTam
BHECEHHs 3anuTy. CTPOK pO3IJIsAy TAaKOro 3allUTy 3 YpaxyBaHHSIM CTPOKY IPOJIOBKEHHS HE MOXeE
nepepuiryBaT 30 THIB 3 MOMEHTY HOTO HAIXOIKECHHS.

3anuT JAenyrara MICLEBOi paad pO3IJIAAA€ThCS B YCTAHOBJICHHUH BiJIOBITHOIO MICIIEBOIO PajOk0
CTpOK.

2. 3BepHEHHSI HAPOJHOTO JIeMmyTaTa YKpaiHu Ta JaemyTara micueBoi Pagu HaponHuX aemyTaTiB
— He mi3Hime gk 10 qHiB 3 THSA Ofep)KaHHS.
VY pazi HEMOXKIJIUBOCTI PO3TIISAY 3BEpHEHHSI HAPOJHOTO JemyTaTa YKpaiHu B YCTaHOBJICHHH CTPOK
HOMy MOBIIOMJISIOTH TPO 1€ OQIIiifHUM JHCTOM i3 3a3HAYEHHSIM HPUYMH MPOJOBKEHHS CTPOKY
posrisiny. CTpOK pO3IIIsiAy AEMyTaTChKOTO 3BEPHEHHS 3 ypaxXyBaHHSM CTPOKY IPOJOBKEHHS HE
Moxe niepeBunryBaty 30 JHIB 3 MOMEHTY HOTO HaXO/KECHHS.

3. BuMora HapoaHOTO nenyrara YKpaiHd — HEBIIKJIAJIHO, a 32 BiJICYTHOCTI TaKOT MOYKJIMBOCTI
— He TMIi3HIIe SK Yy IIATUICHHUA CTPOK HEOOXIMHO 3a0e3MeUnuTH MHOro KOHCYJIbTAIlSIMU
BIIMOBIAHUX (DaxiBIiB 3 MUTaHb JEMYTaTChKOI MISNIBHOCTI W HaJaTH HEOOXiAHI iHQopMaIlio Ta
JIOKYMEHTAIIIIO.

4. 3BepHeHHs KoMiTeTiB BepxoBHoi Pagn Ykpainun — npotsrom He Oinbm sik 10 xaneHmapHUX
JIHIB 3 JTHS HaJIXOPKEHHS.

5. 3anuTH 4ieHiB PaxyHKOBOI manatu — npotsaroM 14 nHIB 3 AHA OTPUMAaHHS 3aIUTY, SKIIO B
HbOMY HE BCTAHOBJICHO 1HIIMK CTpOK. PimeHHs, mpuiiHATE 3a pe3yjabTaTaMH OOrOBOPEHHSI 3BITY,
HiAsrae po3risiay 06’ €KTOM KOHTPOIIO B MICSYHUNA CTPOK.

6. ITucemoBuii 3anuT Bumoi panu npaBocyss, ii oprany ado unena Buioi paau nmpaBocyais
— npotsroM 10 AHIB 3 THA OTPUMaHHS 3aIUTY.

7. 3anuT HaimioHanmbHOTO aHTUKOPYMIIIHHOTO O0po YKpaiHu — HEBIJIKJIAHO, ajie He OuTbIne
HIX TMPOTATOM TPhOX poOOYMX MHIB. Y pa3li HEMOXJIMBOCTI HaJaHHA iHGopMalii Tak camo
HEBIIKJIAJIHO B TMCHBMOBIM (opMi moBimoMuTH Tpo 1ie HarionanpHe OOpO 3 OOTpYHTYBaHHSIM
npuunH. HarioHaneHe OOpo 3a 3BEpHEHHSIM BiJMOBIAHOTO CY0’€KTa MOXKE IMPOJOBXHUTH CTPOK
HaJaHHS 1H(QOpMaIlii Ha CTPOK He OLIbIIe TBOX KaJleHAAPHUX JTHIB.

8. 3armuT HamioHampHOTO areHTCTBa 3 INHTaHb 3aMO0IraHHS KOPYMIl — YIPOMOBXK HECATH
pPOOOYHX /HIB 3 JHS OJICP)KAHHS 3aIUTYy.

9. AIBOKATCHKUH 3aMHT — MPOTSITOM I’ SITH pOOOYHX JIHIB, Y pa3i 3HAUHOTO o0cATy iH(opmaril
CTPOK MoOke Oyrtu momoBxkeHo A0 20 poOoumx AHIB, 3 OOTPYHTYBaHHSIM TPUYUH TaKOTO



MIPOJIOBIKEHHS, TIPO IO JBOKATY MUCHMOBO MOBIAOMIISETHCS HE MI3HIIIE IT"ATH POOOYHNX THIB 3 THA
OTPUMAaHHS aJIBOKATCHKOIO 3aITHTY.

10. 3anut mpo mpoBeAcHHS TepeBipkH, mependadeHoi 3akoHoM Ykpainu "[Ipo ouwimeHHS
BJaau" — HE Mi3HINIe HDK Ha IIICTASCATHIA ACHD 3 AHS MOYATKy MPOXOJKEHHS IEePEBIPKH.

11. 3anuT npo mepeBipKy BiJIOMOCTEH IIOJ0 OCOOH, sIKa MPETCHAYE Ha 3aMHATTSA MOCaaH, sSKa
nepeadavae 3alHATTS BiANOBITAIBHOTO a00 0COOIMBO BIAMOBIIAIBFHOIO CTAHOBHUIIA, a00 TOCAAH 3
HiABUIIEHUM KOPYNLIHHUM PU3UKOM — y CEMHJICHHHIA CTPOK 3 IaTH HAJAXOJKCHHS 3aIHTY.

12. 3anuT Ha myOmiuny iHOpMaItito Bif Gi3UYHOI, FOPUIUIHOI 0coOU, 00'€THAHHS TPOMAJIIH 0e3
CTaTyCcy IOPHAMYHOI 0COOM, KpiM CyO'€KTiB BIQJHHX IMOBHOBAXCHH (Jajmi — 3ammMTyBadi), Ta
HaJaHHS BIAMOBIAI Ha 3amUT Ha iHQopMalir0o — He OuIbIne N'ATH poOOYMX [HIB Bia JHA
HAIXOJ/DKEHHS 3aITUTYy.

VY pasi koau 3anuT Ha iH(QOpPMALIiI0 CTOCYEThCs 1HPOpMaIlil, HEOOX1THOT AJIs 3aXUCTY JKUTTS
9i cBOOOAM OCOOM, MPO CTaH JOBKULIS, SKICTh Xap4OBUX MPOAYKTIB i MPEaMETiB MoOyTy, aBapii,
KaracTpodu, HeOe3MeyHl MPUPOHI ABUINA Ta 1HIIN HAA3BUYAMHI MOJIi, 0 cTalucs ab0 MOXYTh
CTaTHCh 1 3arpoXKylOTh Oe3Ielll TpoMajsH, BIAMOBIIL MOBMHHA OYyTH HaJaHa HE II3HIIIE HIX
npoTAroM 48 TOAMH 3 THS HAAXOJDKEHHS 3aIHTYy.

VY pa3i KONM 3alUT CTOCYETHCS BETUKOro o0csry indopmarii abo morpedye MOMIyKY
iHopmMarii cepen 3HaYHOI KUTBKOCTI JaHUX, POMOPSAIHUK 1H(GOpPMAIli MOXE MPOJIOBKUTH CTPOK
posrisiny 3anuty A0 20 pobouux JHIB 3 0OTPYHTYBAHHSIM TAKOTO MPOOBKeHHs. [Ipo mpoaoBkeHHS
CTPOKY PO3MOPSIHUK iH(OpMaIlil MOBIIOMIISE 3aMUTyBady B MUCHMOBiN (opMi He Mi3HIIIE Hik
MPOTATOM I'SITH pOOOYHX JIHIB 3 JTHS HAIXO/KESHHS 3aIUTYy.

BincrtpoyenHss B 3aJ0BOJICHHI 3amuTy Ha 1H(QOpPMAIIO JONYCKAE€TbCSd B pasi, KOJU
3anuTyBaHa iH(opmallis He Moke OyTH HajaHa JUisi O3HAHOMJICHHS B MepeadadeHi CTPOKH B pasi
HACTaHHs OOCTaBUH HemepeOopHOi cuiu. PilmeHHS Mpo BiACTPOUEHHS JOBOJUTHCS OO BioMa
3anMTyBava B MUCbMOBIN (OpMI 3 PO3'SICHEHHSIM MOPSIIKY OCKapKEHHS PUHHATOTO PIILIEHHS.

13. 3BepuenHst rpomanssH — He Outbme 30 1HIB 3 THS 1X HAAXOHKEHHS, a Ti, SIKi HE TIOTPEOYIOTh
JI0JTATKOBOTO BUBYEHHSI, — HEBIJKJIAIHO, ajlie He Mi3Hime 15 qHIB BiJ AHA 1X OTpUMaHHS.

SKmo y MICAYHUN CTPOK BHUPIIIWTH MOPYILIEHI Y 3BEPHEHHI INHUTaHHS HEMOXIIUBO,
BCTAHOBIIIOETHCS HEOOXIHUN CTPOK A MOro posrisiay, Impo L0 MOBIIOMISETbCA ocola, sKa
nojana 3BepHeHHs. [Ipy IboMy 3aralbHUi CTPOK BUPILICHHS MUTaHb, IIOPYIIEHUX Y 3BEPHEHHI, HE
MO>KE TIepEBHINYBaTH 45 JTHIB.

SIKmIo muTaHHS, TOPYIIEHI y 3BEpPHEHHI, HE BXOJATH 0 IOBHOBAXCHb yCTAaHOBH, BOHO B
TEpMiH He OlbIIe M'SITU JHIB NEPECHSIAEThCS 32 HAJEKHICTIO BINOBITHOMY OpraHy 4M MOCaJoBil
0c001, PO IO OBITOMIISIETHCSI TPOMA/ISTHUHY, SIKUH 110/1aB 3BEPHECHHSI.

VY pasi SKIio 3BepHEHHS] HE MICTUThH JAaHUX, HEOOXITHUX AJSl MPUHHATTS OOIPYHTOBAHOTO
pIlIEHHS BOHO B TEepMiH HEe OUIbIlI€ M'ATU [HIB MOBEPTAETHCS TPOMAISHUHY 3 BIJIMOBIIHUMHU
PO3'SICHEHHSIMU.

3BepHeHHs, odopmileHe 0e3 TOTpUMaHHS BUMOT, mependadeHnx 3akoHoMm Ykpainu "IIpo
3BEpHEHHS I'POMAJITH" MTOBEPTAETHCS 3asIBHUKY 3 BiJIMOBITHUMHU O3’ ICHEHHSMH HE MI3HIII K yepe3
ecATh OHIB BiJ JHS MO0 HAIXOKEHHS.

14. Tenerpamu, B AKHX MOPYIIYIOTHCSI MUTAHHS, 10 MOTPEOYIOTh TEPMIHOBOTO BHUpIIIEHHS, —
JI0 IBOX JIHIB, pemta — npoTsarom 10 aHiB

15. JIucTu-nopydeHHs 1 TMCTU-3alIUTH YCTAHOB BUILOTO PIBHS - 0 3a3HAYEHOTO B HUX TEPMIHY.

16. 3BiT Oyxrantepcbkuii i 6anaHc piYHMIA: PO3IIIS, 3aTBEP/PKEHHS 1 MOBIIOMIICHHS PillleHb 3a
HUMHU y 15-1€HHUI CTPOK 3 JHS OACp KaHHS.

* TlpuMiTKa: OOYHCIICHHSI CTPOKIB, BA3HAYCHHUX Yy AaHii [HCTPyKIIii, 3MiHCHIOETHCS B KAICHIAPHHUX JHAX, SKIIO HE
MICTUTBCS TIOCHJIAHHS Ha po0OYi JIHI.
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Honatok 15

1o [HCTpyKIii 3 1UJTIOBOJICTBA B
TY ACA VYkpainu B KuiBcbkiii o6macti

(rynkT 271)
IlepeJiik KOHTPOJILHUX 3aBAAHb,
TepMiHM BUKOHAHHSA SIKMX HACTYNAIOTh y Nepioa
Ne Tun Bxigna | Bxigauii | Buxigna | Buxigauii | Big Kopotkuit | Bukonasenn Besnocepenniit KontponbHa Cran
m\o KOHTPOJIIO narta HOMEp narta HOMEp KOTO 3MICT BHUKOHAaBEIb nara BUKOHAHHS

JIOKYMEHTa




104

Honatox 16
1o [HeTpyKIii 3 1UJTOBO/ICTBA B
TY ACA VYxkpainu B KuiBchkiii o6macti

(mynkT 290)
TeputopianbHe ynpasiinHs Jlep:kaHoi cyaoBoi
anminicTpanii Ykpaiau B KuiBchkiit o0macti
HaiimenyBaHHS CTPYKTYPHOT'O MiIPO3ILITY
HOMEHKJIATYPA CIIPAB
Ne
Ha pik
Innexc cnipaBu |3arosioBok cupasu | KibKicTh cripaB Ctpox [Tpumitka
(Tomy, yacTuHu) | (TOMIB, YaCTHH) 30epiraHHs crpaBu
(TomMy, yacTUHH) 1
HOMEPHU CTaTeu 3a
MePEITIKOM
1 2 3 4 )

INocana kepiBHHKA
CTPYKTYPHOT'O TiAPO3ILTY

20 poky

(Ha3Ba po3ALIY)

(mmizmnc)

Ilocama ocoOwu, BiAmoOBiAaNBHOT 32 apXiB

(mimmmc)

[imimiamy (inimian iMeni), npizBuie]

[ininianum (inimian imeHi),
npizBuiie]
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[Tponosxenns noxarka 16

[TimcymMKOBHIA 3aIUC MPO KATEropii Ta KUIBKICTh CIIPaB, CKIAJICHUX Y poIIli Y CTPYKTYPHOMY

T PO3TLTI

3a crpokamu 30epiraHHs

Pazom

Y Tomy yucni

TaKHX, 10 MepexoaTh | 3 BiamiTkow «EITK»

ITocriliHOrO

Tpusanoro (monaz 10 pokis)

Tumuacosoro (10 10 pokis
BKJIFOYHO)

Ycrworo

ITocaga ocoOu, BiAMOBIAAIBLHOI 3a A1JIOBOICTBO

B CTPYKTYPHOMY ITiIpO3 /i

20 poky

ITocanma ocoOu, BiAMOBIAILHOT
3a rmepeaavy BiJIOMOCTEH

20 poky

(mizgmomce)

(iammc)

[ininianm (inimian imeni),
npizsuiie]

[inimianu (iniian iMewi),
npizBuie]

dopmar A4 (210 x 297)
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TeputopianbHe yrnpaBiIiHHSI
JepkaBHOI cy10BOi aaMiHicTpanii YKpainu
B KuiBchkiit o0nacti

Honatox 17

1o [HeTpyKIii 3 1iJTOBO/ICTBA B

TY ACA VYxkpainu B KuiBchkiii o0macti
(mynkT 290)

3ATBEP/IXKXVYIO

Hauansnauk TepuTtopianbsHOTO
ynpapiiHHs JlepkaBHOI Cy10BOi
aaMiHicTpanii Ykpainu B KuiBcbkiit
o0macri

(mignuc) [ininianu (ininian iMeni), npizsuiie]

HOMEHKJIATYPA CIIPAB
Ne 20 poky
Ha pix M. II.
Innekc cnpaBu | 3aronoBok crpaBu | KinbkicTs cipaB | CTpok 30epiranHs [TpumiTka
(TOMY, YaCTHHH) (TOMIB, YaCTHH) cIpaBsH (TOMY,
YaCTUHU) 1 HOMEpH
crarei 3a
MePEITiKOM
1 2 3 4 5

(Ha3Ba po3nury*)

ITocaga ocobu, BiANOBIAATIBHOI 32 apXiB

(migmuc) [ininianu (initian imeni), npissuiie]



107

[Iponosxxenns nogarka 17

[TizcymMKOBHI 3aITUC PO KaTeropii Ta KUIBKICTh CIIPaB, CKIAICHUX Y

polli B yCTaHOBI:

3a cTrpokamu 30epiraHHs

Pazom

VY Tomy umci

TaKux, 110 3 BIZIMITKOFO
MEPEXOIATh "ETTK"
[Tocritinoro
Tpusainoro (monan 10 pokiB)
TumvacoBoro (10 10 pokiB BKIIOYHO)
Yceboro
[Tocama ocobu, BiAMOBiAAIBHOI 32 apXiB
(miamuc) [inimiany (iniian iMeni),

20 poky

nipizBuiLe]

dopmar A4 (210 x 297)
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JonaTox 18
no [HeTpykIii 3 A1I0BOICTBA B

TY JICA VYkpaiau B KuiBchkiit o0macti
(mynkT 326, 494)

TeputopiansHe ynpasiinas Jlep:kaBHOT
cynoBoi aaminicTpanii Ykpaiau B KuiBcbkiit o0macti

HailimeHnyBaHHS CTPYKTYPHOTO HiAPO3ALLY

KAPTKA-3AMIHHUK CIIPABHU

Cnpasa
(iHIEeKC 32 HOMEHKJIATyporo a00 HOMEPp 3a OIMHICOM i 3ar0JIOBOK)

Onuc

(HOMED 1 Ha3Ba)
donn

(HOMED 1 Ha3Ba)
Bunano

(mara Bumayi)
(oco0a, siKiit BUIaHo, Ta HaliMEHyBaHHS 11 CTPYKTYPHOTO MiAPO3/IiTy)

o

(1aTa IOBEpHEHH)

ITocama ocoOu, BiMOBIAANBHOI 32 A1IOBOJICTBO
B CTPYKTYpHOMY HIAPO3/1Ti

(miamuc) [imiuianu (inirian imeni), mpi3Buie]

20 poky

dopmar A4 (210 x 297)
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JonaTtox 19
no [HeTpykIii 3 A1I0BOICTBA B
TY JICA VYkpaiau B KuiBchkiit o0macti

(myHkT 345)
TeputopianbHe ynpaBiiHHSI 3ATBEP/IXKXVIO
HepxaBHoi cyn0BOi agmiHicTpanii Ykpaiau Hauanpnauk TepuropiallbHOTO YIpaBIiHHS
B KuiBchkiit o6macti HepxaBHoi cymoBoi agmiricTparii
Ykpaiau

B KuiBchbkiii o0iacTi

(migrmc) [inimiany (ivinian iMeni), npizsuie]

o 20 poky
M. II.

AKT

Ne
(micrie ckIagaHHs)
MPo HecTaqyy cnpas (I0KYMeHTIB)
Y CTPYKTYPHHX HiApo3ainax
Y pesymbTati BCTaHOBJICHO BIiJICYTHICTh

crpaB (JOKYMEHTIB), 1[0 BHECEHI 10 HOMEHKJIATYpH. 3aX01 MO0 1X PO3IIYKY IMO3UTHBHUX PEe3yNbTaTiB HE
JIalv, y 3B’s13KY 3 UUM BBaXKAEMO 3a JOIIIbHE 3HATH 3 00Ky CIpaBH (IOKyMEHTH), 3a3Ha4YCHI HIDKYE:

No No cipaBwm 3a 3arojaoBok Hata Kinbkictsb MOKJIHBI IPUYHHA
3/ | HOMEHKJIATyporo (abo CIIpaBH CIIpaBH apKyIIIiB y CIPaBi|BiJICYTHOCTI CTIpaBU
HOMEPU apKyIIiB (moxymeHTa) (moxymenra) (moxyMmeHT1) (moxymeHnra)
JIOKYMEHTA)
1 2 | 3 4 5 6 7
Pazom crpas, JOKYMEHTIB.
(undpamu Ta cIoBaMn) (mmdpamu Ta cIoBaMHM)

3MiCT HEBHSBICHHMX CHpaB (JOKYMEHTIB) MOXe OYyTH YacTKOBO BIATBOPEHO TaKUMH CIIpaBaMHU

(moxymeHTaMMu):

(HOMepH crpaB, apKyIIiB, TX 3ar0JIOBKH)
Tlocanma ocobw,

BIJINIOBIIaJIbHOI 32 apXxiB

(mimmuc) [imiuianu (iniian imeni), npizBuie]

20 poky

dopmar A4 (210 x 297)



TeputopianbHe ynpaBiiHHSI

HepxaBHoi cyn0BOi agmiHicTpanii Ykpaiau
B KuiBchkiit o0nacti

Ykpaiau

AKT
Ne

(Micrie ckIagaHHs)

MPO BUJIYYEHHH JJI 3HUIIEHHA JOKYMEHTIB,

110

He BHeceHnXx 10 HanionanbsHoro apxiBHoro (ouay

Ha mincrasi

Jonarox 20

no [HeTpykIii 3 A1I0BOICTBA B

TY JICA VYkpaiau B KuiBchkiit o0macti
(mynkt 353)

3ATBEP/KYIO
Havansauk TepuTtopialibHOTO yrpaBIiHHS
HepxaBHoi cymoBoi agmiricTparii

B KuiBchbkiii o0iacTi

(migrmc) [initiany (ivinian iMeni), npizsumie]
L 20 poky
M. IL

[Ha3Bu Ta BuXiaHI AaHi MepeniKy JOKYMEHTIB i3 3a3HAYCHHAM CTPOKIB iX

36epiranHs abo THIMOBOI (IPUMipPHOT) HOMEHKIIATYPH CIpas]
BI/IHy‘ICHi JJIsA 3HHUIICHHA SK TaKi, oo HE MarThb Ky.l'IBTypHOI LIiHHOCTi Ta BTpaTWJIM MPAKTUYHC 3HAYUCHHA,

JOKyMeHTH QoHmy Ne

(aazBa GoHzay)

3aroyioBok Hara Homepu [nnexc crpaBu Kinb- Crpox 36epi-
cripaBu a00 | crpaBu OTIHCIB (TOMy, 9aCTHUHH) KiCTh TaHHs CIIPaBU
Ne rpyHoOBUI abo (HOMEHK- 32 HOMEH- cripaB (TOMY, 4aCTHUHH) Moui
3/ | 3aroJoBOK KpaiiHi naryp) 3a KJIaTyporo abo (TomiB, | 1 HOMepH cTareit PHMITIH
crpaB JaTh pik (pOKH) | HOMEp CIIpaBH | YaCTHH) 3a MepesikoM
crpas 3a ONKCOM
1 2 3 4 5 6 7 8
Paszom CIIpaB 3a POKH.
(umdpamu Ta croBamn)
[Tocana ocoOwu, sika mpoBoaMIa
EKCTIIepTH3Y IIHHOCTI JIOKYMEHTIB
(mizmuc) [ininianm (inimian imeni), npizeume]

20 pOKy

CXBAJIEHO

IIporokon 3aciganus EK
TepuropiabHOTO yIpaBIiHHS
JepxaBHoi cy10BOi
aaMiHicTpanii Ykpainu B
KuiBcbkiit obnacTi

[NOI'O/PKEHO

[Iporokon 3aciganns EITK
HepxaBHoro apxiBy KuiBcbkoi
obnacri
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IIponosxxenns nomatka 20

Omrcu crpaB TOCTIHHOTO 30epiraHHs 3a pPOKH CXBaJIeHO, a 3 KaJIpOBHX MHTaHb (0COOOBOTO
CKJIamy) MTOTOKEHO 3 EIIK (EK)

(HaliMeHyBaHHS Jep>KaBHOI apXiBHOI yCTaHOBH, apXiBHOTO BiALTy MiCHKOT pajin)

(TrpoToxoI Ne ).
JIOKyMEHTH B KiIbKOCTI crpas
(undpamu Ta cIoBaMHU)
Baroro Kl 3JIaHO B
(HaliMeHyBaHHS YCTaHOBH)
Ha TIepepoOKy 3a MpUHMaTbHO-3/1aBaIbHOIO
HaKJIaJIHOO Bij No a00 3HUIICHO MUISIXOM CITAJICHHS.

ITocama ocobwu, sika 37ama
(3HUIIMIA) JOKYMEHTH

(miruc) [ininianu (inimian imeni), npissuie)

20 POKYy
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Honarok 21

1o [HeTpykKIii 3 1iJI0BO/ICTBA B

TY ACA VYxkpainu B KuiBchkiii o0macti

(mynkT 368)
BHYTPILIHIN ONUC
JOKYMEHTIB CITPABH Ne
No Inpexc Hata 3arojoBoK Homepu [Ipumitkn
3/m JOKYMEHTa JTOKyMEHTa JIOKYMEHTa apKyIIiB
1 2 3 4 5 6
Pazowm:
JIOKYMEHTIB,
(undpamu Ta cIoBaMn)
apKylIiB JJOKYMEHTIB,
(umdpamu Ta coBamMu)
apKylIiB BHYTPIIIHEOTO OIHCY.
(undpamu Ta cIoBaMn)
[Tocaga yknagaua onucy
(miznuc) [inimiamy (imimian iveni), npizume]

20

POKY

dopmat A4 (210 x 297).
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HonaTox 22

1o [HeTpyKIii 3 1UJTOBO/ICTBA B

TY ACA VYxkpainu B KuiBchkiii o6macti
(mynkT 369)

3ACBIIUYBAJIBHUM HAIIUC CITPABHA Ne
(PO3ALTY OIIUCY, 3AKIHYEHOI'O OIIUCY)

VY cnpagi (po3aiii OMUCY, 3aKIHUEHOMY OIHUCI) MiAIIMTO Ta TPOHYMEPOBAHO
apKYIIIiB;

y TOMY YHCIIi JITepHI HOMEPU ;

NPOTMYyIIEeHI HOMEPH
+ apKyIlliB BHYTPIIIHBOTO OIUCY

Ocob6mmBocTi (hi3UYHOTO CTaHy Ta Howmepu apkymris
(dbopMyBaHHs cripaBu

1 2

ITocama ocobw, sika ckaia
3aCBiTUyBaJILHUI HAITUC

(migmuc) [inimiamy (inimian imeni), npiszpue]

20 poky

dopmar A4 (210 x 297)
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Honatox 23

1o [HCTpyKIii 3 110BOACTBA B
TY JICA Ykpainu B KuiBcbkiid 001acti

(mynkT 371)

o
)
(HaliMeHyBaHHSI YCTaHOBH Ta CTPYKTYPHOTO MiAPO3IiITY)
4 - TOM Ng
(3aroJIOBOK CIIpaBM)
(KpaifHi 1aTH TOKYMEHTIB CIIPaBH)
Ha apk.
36epiratu

D. Ne

Orm. Ne

Crpasa Ne
o 60

230




115

Jonartok 24

no [HeTpykIii 3 A1I0BOICTBA B
TY JICA VYkpaiau B KuiBchkiit o0macti

(myHkT 374)
onuc
Ne
Crpox
30epiraHHs
IHxeke Kpaiini JlaTH KinLKipTL CIIpaBU
Ne 3aroy0BOK CIIPaBH JOKYMEHTIB apKyIIiB Yy (Tomy, .
CIIpaBH . . .| IlpumiTku
3/m (Tomy, YacTUHHM) crnpasd (TOMy, | crpaBi (TOMi, | YacTHHH) i
YaCTHUHN) YacTUHI) HOMEpH
cTaTei 3a
nepemkoM’
1 2 3 4 5 6 7
(HasBa poszainy )
crpaB

Mo onucy BHECEHO

(tmdpamu Ta coBamu)

3 Ne o Ne

, Y TOMY YHCIIi:
, IPOMYIICHI HOMEPH

TTEpHI HOMEpU
[Tocana ykmagadya onucy

(migmuc)
20 poky

Oco0a, BiAmoBigampHAa 32 apXiB

[imimianu (imimian iMeni), npi3suiie]

20 poky

(migmuc)

[imimianu (iHimian iMeni), npizsuiie]

* “o .
Fpana 10CTa HE 3allOBHIOETHCA B OIIMCAX CIIpaB MOCTIMHOT'O 36€p1FaHHH




Tlepenas
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[TponosxenHs nonatka 24

cnpas

Ta

(1mdpamu Ta coBamu)
peecTpaiiiHO-KOHTPOJIIEHUX KapTOK JI0 IOKYMEHTIB .

(undpamu Ta coBamu)

[ocana mpariBHAKa CTPYKTYpPHOTO
niapo3ainy

(migmuc) [inimianu (iniuian iMeHi), mpi3euine]
20 poky
[Tpuiinsas CIIpaB
(tmdpamu Ta coBamu)
Ta peECTpaIiifHO-KOHTPOIBHUX KapTOK JI0 TOKYMEHTIB.
(unpamu Ta cnoBamm)
Ilocanma

0c0o0H, BiJIIIOBIIAIBHOI 3a apXiB

20 poky

(migmuc) [(inimiamu (initian iMeHi), npissuiie]

dopmar A4 (210x29

*, . .
[epenatoThbest pa3oM 3i cripaBamMu CIyXO0H A1JIOBOJCTBA
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Jonartok 25

1o [HeTpyKIii 3 1UTOBOICTBA B
TY ACA VYkpainu B KuiBcbkiii o6macti

(mynkt 403)

TepuropianbHe yrpaBITiHAS 3ATBEP/KYIO
HepxaBHoi cymoBoi aamiricTpamii Ykpainu Hawansauk TepuTtopianbHOTo yrpaBiIiHHI
B KuiBchbkiit obmacti Jep>xaBHO cy0BOT agMiHicTparii
Ykpainu

B KuiBchkiit o6macTi

(migmuc) [inimiamu (imimian iMeni), npizsuie]

. 20 poky

M. II.
®onp Ne
OIIUC Ne
crpaB NOCTiHHOro 30epiraHus
3a pik

No Innexc 3aroys0BoK Kpaitni gatu KinpkicTb [pumitku
3/m CIpaBH crpaB (TOMY, JOKYMEHTIB CTIpaBy | apKyIIiB y CIIpaBi
JaCTHUHN) (TOMY, 9aCTHHH) (TOMI, YaCTHHI)
1 2 3 4 5 6
(Ha3Ba po3aiy)
o onmcy BHeceHO CrpaB
(unpamu Ta coBamMn)
3 Ne o Ne , Y TOMY YHCIi:
JITEpHI HOMEpH , IPONyIIEHI HOMEPH
ITocana yknagaua onucy
20 POKy (migmuc) [ininianu (inimian iMeni), npissuie]
ITocana
0co0w, BiJINOBIIATBHOI 3 apXiB
(mimmuc) [imiuianu (iniian imeni), mpi3suie]

20 poky

CXBAJIEHO

[Iporokon 3aciganns EK
TepuTopianbHOTO yIpaBIiHHS
JepxaBHOi Cy10BOi
ajMiHicTpamnii YKpainu B
KuiBcrkilt obnacti

No

CXBAJIEHO

[Iporoxon 3aciganns EITK
HepxaBHoro apxiBy KuiBcbkoi
obnacTi

dopmar A4 (210 x 297)




TepuropianbHe yrpaBITiHAS

HepxaBHoi cymoBoi aamiricTpamii Ykpainu

B KuiBcobkiii o0OacTi
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JlonaToxk 26

1o [HeTpyKIii 3 1UTOBOICTBA B

TY ACA VYkpainu B KuiBcbkiii o6macti
(mynkT 406)

3ATBEPJIXXVIO
Hawansauk TeputopianbHoro ynpaBiiHHI
JepxaBHoi cymoBoi afamiHicTpartii

Ykpainu
B KuiBchkiil o6macti
(mimmuc) [ininiany (ivinian iMeHi), npizsuie]
. 20 poky
M. IIL
®onp Ne
OIIUC Ne
cnpas TpuBaJoro (mouaa 10 pokis)
30epiraHns
3a pik
No Iamexc 3arooBox Kpaitni natu Crtpok Kinpkictp [TpumiTku
3/m CIpaBH crpaB (TOMY, JIOKyMEHTIB 30epiranHs apKyUIiB y
YaCTHUHN) cripaBu (ToMy, cripaBH (ToMy, crpasi (Tomi,
YaCTHUHH) YaCTHHH) YaCTHHI)
1 2 3 4 5 6 7
(Ha3Ba po3aiIYy)
o omnucy BHECEHO crpas
(umdpamu Ta croBamn)
3 Ne o Ne , y TOMY YHCIi:

JITEpHI HOMEpH

, IPOMyIIEHI HOMEPH

ITocana yknanaua onucy

20 poky

ITocama
0co0w, BiJINOBIIANIBHOI 32 apXiB

20 poky

CXBAJIEHO

[Iporokon 3aciganns EK
TepuTopianbHOTO YIIPaBIiHHS
JepxaBHOi Cy10BOi
ajMiHicTpamii YKpainu B
KuiBcrkili obmacti

Ne

(migmuc)

[iniiany (inimian imeni), npissuine]

(migmuc) [imimiany (iximian imeni), npi3suime]

CXBAJIEHO

[Iporoko:n 3acimannas EIIK
JepxxaBHoro apxiBy KuiBcbkoi
o0macTi
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TepuropianbHe yrpaBITiHAS
HepxaBHoi cymoBoi aamiricTpamii Ykpainu
B KuiBchbkili o0acTi

JonaTtox 27

1o [HeTpyKIii 3 1UTOBOICTBA B

TY ACA VYkpainu B KuiBcbkiii o6macti
(mynkT 410)

3ATBEPJIXXVIO
Hawansauk TeputopianbHoro ynpaBiiHHI
HepxaBHoi cytoBoi agmiHicTpariii

Ykpainu
B KuiBchkiil o6macti
(migmuc) [inimiamu (imimian iMeni), npizsuie]
o 20 poky
M. IIL
®onpg Ne
OITHC Ne
CIIPaB 3 KaAPOBUX NMUTAHb (0CO00BOI0 CKJIAXY)
3a pik
Kpaitni natu Crtpok Kinpkictp
No Tnzeke 3aronosok JIOKYMEHTIB 30epiranHs apKylIiB y .
CrpaBu crpasH (TOMY, : . [TpumiTku
3/m wacTuHm) cripaBH (TOMYy, cipaBd (TOMYy, crpaBi (T(.)Ml,
JaCTHUHU) JaCTHHU) JaCTHHI)
1 2 3 4 5 6 7
(Ha3Ba po3aiy)
o omnucy BHECEHO cIpas
(undpamu Tai cioBamm)
3 Ne o Ne , Y TOMY YHCIi:

JTepHI HOMEpH

[locana ykmagada onucy
(migmuc)

20 poky

Ilocana
0co0w, BiJIIIOBIIAIBHOI 3a apXiB
(migmuc)

20 poky

CXBAJIEHO

[Iporoxon 3acimanns EK
TepuTopianbHOTO YIIPaBIiHHS
HepxaBHOi cyn0oBoOi
aaMiHicTpauii YKpainu B
KuiBcrkilt obnacti

Ne

, IPOTyILIEH] HOMEpH

[(iniianm (imimian imeni), npissuiie]

[iniianu (inimian imeni), npissuine]

I[TOI'OI’KEHO

[Iporoxkon 3aciganns EITK
JepxxaBHoro apxiBy KuiBcbkoi
obnacri

dopmar A4 (210 x 297)



3ACBIIUYBAJIBHUM HAITAC CIIPABH Ne
(PO3LTY OIINCY, 3BAKIHYEHOTI'O OIINCY)

VY cnpai (po3isi onuMcy, 3aKiHYCHOMY OTIHICI) MIIIMTO Ta MPOHYMEPOBAHO

apKyIIIiB;

y TOMY YHCIIi JTITEPHI HOMEPH
IPOIYyLIeHI HOMEPH
+ apKyIIiB BHYTPIIIHBOTO OIHCY

120

Honatox 28

1o [HCTpyKIii 3 1110BOACTBA B
TY JICA Ykpainu B KuiBchkiii 001acti
(myHkT 425)

Oco6nuBocTi (PI3UYHOTO CTaHy Ta
(dhopmyBaHHS CIIpaBU

Howmepu apkymniB

1

2

ITocaga ocobu, fKa ckianza
3aCBiI4yBaJIbHHUI HAIIUC

(migmuc)
20 poky

[imimianm (iminian iMeHi), mpi3Buine]

dopmar Ad (210x297)
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JonaTtox 29

1o [HeTpyKIii 3 1UJTOBOICTBA B

TY ACA VYkpainu B KuiBcbkiii o6macti
(mynkT 438)

HaiiMeHyBaHHs J1€pKaBHOI apXiBHOI YCTAHOBH, apXiBHOTO BiIiTy MiCBKOT paju”

HazBa donnmy

®@onpg Ne
Omnmnc Ne

(Ha3Ba omucy)

(xpaiiHi naTu cripaB)

dopmar A4 (210x297).

*3anoBHIOETHCS B JIEPKaBHill apXiBHill yCTaHOBI, apXiBHOMY Bifii MickKkoi paan.
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TeputopianbHe yrnpaBIiHHSI
JlepxaBHOI cy10BOT aaMiHICTpaIlii YKpaiHu
B KuiBchkiit o0nacti

3AMOBJIEHHSA
HAa BUJABAHHS CIIPaB
Y YUTAJBLHUH 3271 (P000Ui KiMHATH)

IIpomy Bunatu

Jonarox 30

1o [HeTpyKIii 3 1UTOBOICTBA B
TY ACA VYkpainu B KuiBcbkiii o6macti
(myHKT 486)

Pe3outronist ocobu, BiAOBIAaIbHOT 3a
apxiB

[iHiuiaJm (inimian iMeHi), Mpi3BHUINE Ta NOCaaa KOPUCTyBada]

TS

(MeTa pobOTH 3 TOKYMEHTaMH)

TaKi JOKYMEHTH:

Ne No | Ne cnipaBu 3aros0BoK Kpaitni  |Kinekicts| Iligmumc ITigmuc
donny |onucy|(10KyMeHTa) crpaBu JaTH  |apKyIlIiB yKOPUCTyBaya, IpalliBHUKa
(mToKyMeHTa) |TOKYMEHTIB| CIpaBi SIKAI YUTAJIBLHOTO
CIIpaBH OTpUMaB 3aiy, SIKOMY
JOKYMEHTH | KOpPHUCTyBad
MTOBEPHYB
JIOKYMEHTH
1 2 3 4 5 6 7 8
(uupoBUil OIK)
1 | 2] 3 ] 4 5 | 6 | 7 | 8
(migrc 3aMOBHHKA) [imimianu (iximian imeni), npi3suime]
20 pOKy

(3BOpOTHHIA OIK)

dopmar A4 (210 x 297).
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Honatok 31

no [HeTpyKIii 3 A1I0BO/ICTBA B

TY JICA Ykpainu B KuiBcbkiid 00acti
(myHkT 487)

HavanbHuky
TepuTopiaabHOTO yIpaBIIiHHSI
JCA VYkpainu B KuiBcbkiii o6macti

Mignuc [iniiany (inimian iMeni), npissuiie]

20 poky

(mocana, iHimian iMeHi,Ipi3BHIIIE
KepiBHUKA YCTaHOBH, IKOMY aJpPECY€EThCS
3a5Ba)

TpoOMaidHUH

a )
(xpaiHa) (IT1b)

JIOKYMEHT, 110 MOCBi1uye 0co0y abo

MiATBEPDKYE MOBHOBAYKEHHSI R
[cepiﬂ, HOMeED, SIKUM OPTaHOM 1 KON BHAaHUi /0GimiiHuil mucT (mopydents)]

SKHI TIOCTIHHO MPOKUBAE 32 aJIPEeCOr0 ,

3ASIBA
[Tpomy opopMHUTH MeHE sIK KOpUCTYyBaya apXiBHUMHU JOKYMEHTaMH, 1110 30€piratoTecs B

(HalitMEeHYBaHHS YCTaHOBH)

Pix HapomkeHHS

Micrie pobotu, mocaa

OcgBiTa, HayKOBHH CTYMiHb, yU€HE 3BaHHS

Mera pobotu

(migroroBka crarti, MoHOTpadii, qUCcepTalii, 1HII TOCITiPKEHHS)

Tema(u) poOOTH, XPOHOJIOTIYHI MEXi

Bukopucranas nokymMmeHTHOT iHpopMaIIii 3 KOMEPITIHHOIO METOIO

(Tak, Hi)
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[Tponosxenus gogatka 31
KonrakTHa iHbOopMaIIis:

Ne renedony

daxkc

E-mail

3 IlopsakomM KOPUCTYBAaHHS TOKYMEHTAMH apXiBy 03HAHOMUBCS(JIACh) 1 3000B’A3YIOCH 10r0 BUKOHYBATH.

S naro 3rogy

(Ha3Ba yCTaHOBH)
Ha 30epiraHHs Ta 00poOKy MOiX MePCOHANBHUX TAHUX 3 METOIO

BiJITOBITHO 10 BUMOT 3akoHY YKpainu «[Ipo 3aXuCT NepCOHATBHUX TAaHUX).

20 poky [Migmuc

dopmar A4 (210 x 297)
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JlonaTox 32

1o [HeTpyKIii 3 1UTOBOICTBA B

TY ACA VYxkpainu B KuiBchkiii o0macti
(myHKT 488)

TeputopianbHe ynpaBiiHHSI
HepxaBHoi cymoBoi aamiricTpamii YkpaiHu
B KuiBchkiit oOmacTi

AKT
No

(micie ckIagaHHs)
po BHAaBaHHSA ClIpaB
Y THMYAaCOBE KOPUCTYBAHHSA

(HalitMeHYBaHHSI YCTAaHOBH, JI0 SIKOi BUIAIOTHCS CIIPABH, Ta i1 MOIITOBA apeca)
ITincraBa

3 KO0 METOI0 BHAAIOTHCS CIipaBH

Bupaano taki cipasu 3 GoHIY

(Ne 1 Ha3Ba ouIy)

Ne Omnmc Cmpasa Ne 3a 3aroyioBOK cripaBu Kpaiini natu Kinbkictp [Ipumitkn
3/m Ne OITHCOM JIOKYMEHTIB  |[apKyIIIiB y CIIpaBi
cIpaBu
1 2 3 4 5 6 7

Pazom  Bupano CIpaB Ha  CTPOK

bie)

(undpamu i miTepamMu 3a3HaYAETHCS TOYHA JaTa MOBEPHEHHS CIIPaB)

CrpaBu BHIAaHO B YIOPAOKOBAHOMY CTaHi, OIPaBJI€HO B OOKJIAAWHKH, 3 MPOHYMEPOBAHUMH
apKyIIaMH Ta 3aCBiguyBajbHUMH Hamucamu. OTpuMyBay 3000B’SI3y€TbCS HE HaJaBaTH CIIPaBU, OTPUMaHi B
TUMYAcCOBE KOPHUCTYBaHHS, CTOPOHHIM oco0am, He BHJABaTW Ha iX MijCTaBi KOMiid, BUTATIB 1 JOBIZOK, HE
myOiKyBaTH JOKYMEHTH 0€3 T03BOJIY YCTaHOBU-(OHOYTBOPIOBAYA.

OtpumyBau 3000B’SI3y€TbCS TOBEPHYTH CHpPAaBH B CTPOK, 3a3HadeHuWd B akTi. OTpumyBaua
MOTIEPEPKEHO TIPO BiAMOBINANBHICTH 32 IOPYIIEHHS 3aKOHOAaBCTBa 1po HA® Ta apXiBHi yCTaHOBH.

Hauaneauk TepuropialibHOTO YIpaBIiHHS [Mocana kepiBHUKA YCTAHOBH,
JCA Yxpainu B KuiBcbkiii o0sacTi 10 OTpUMaJIa CIIpaBu
(migmmc)  [imiuianu (iHinian imeni), npissuie] (miamuc) [inimianu (inimian imeni), npiseuiie]
20 poky 20 poky

M. IL. M. IL
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[TponosxenHs gogaTka 32

Bunag cnpasu OTpumas cripaBu
ITocana
0co0w, BiJINOBIIAIBHOT 3 apXiB (ocaza)
(mimmue)  [iminianu (ininian iMeHi), npisBumie] (mizmuc) [ininianu (ininian imeni), npizpuine]
20 poky 20 poky

CripaBu MOBEPHEHO B MOBHOMY 00CsI31 Ta 30€pe’KeHOCT!.

IIpuiinss crpasu 31aB cpaBu

IMocana ocoOu, BiANOBIAANBHOT 32 apxiB

(mocana)

(mimmuc)  [iminianw (inimian iMeHi), npi3euiie) (mizmuc) [ininiasm (ininian iveni), npissume]

20 poky 20___ poxy

dopmar A4 (210x297)
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JonaToxk 33

1o [HeTpyKIii 3 1UTOBOICTBA B

TY ACA VYkpainu B KuiBchkiii o0macti
(mynkT 492)

3ACBIIUYBAJILHUM HAIIUC CITPABHA Ne
(PO3A1TY OIINCY, 3BAKIHYEHOI'O OIINCY)

VY cnpagi (po3aiii OMUCY, 3aKIHUEHOMY OIHUCI) MiAIIMTO Ta TPOHYMEPOBAHO
apKYIIIiB;

y TOMY YHCIIi JITepHI HOMEPU ;

NPOTMYIIEeHI HOMEpH
+ apKyIlliB BHYTPIIIHBOTO OIHUCY

Ocob6mmBocTi (hi3UYHOTO CTaHy Ta Howmepu apkymiis
(dbopMyBaHHs cripaBu

1 2

ITocama ocobw, sika ckiaia
3aCBiTUyBaJIbHUI HAITUC

(migmuc) [imirtianu (imimian iMeni), mpizBuie]

20 poky

dopmar Ad (210x297)

Jlonatok 34
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no [HCeTpykIii 3 A1I0BOICTBA B
TY JICA Ykpainu B KuiBcbkiid 001acti
(myHkT 492)

TepuropiansHe ynpaiinas [epxaBHoi cymoBoi anMinicTparii Ykpainu B KuiBcekiii o6macti
(HailiMeHyBaHHS YCTaHOBH)

KHUI'A BUJABAHHS CIIPAB
3 APXIBOCXOBHIIIA

Po3mouaro

3aKiHYEeHO
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[Ipomosxenus gonatka 34

Ne Hara ®ong Ne Omnuc Ne Crpasa Ne Kpaitni gatn Komy [Mignuc mpo [Mignuc mpo [Ipumitku
3/ | BUAABaHHA JOKYMEHTIB BUAHO OTPUMaHHS TOBEPHEHHSI
CTpaBH
1 2 3 4 5 6 7 8 9 10
Pazom y POIIi BUIAHO 3 apXiBOCXOBHIIA CITpaB.

Ilocama xepiBHHKA apXiBy
(ocobu, BiAMmOBiTaIBEHOT 32 apXiB)
(migmuc)

20 poky

(umndpamu Ta croBamn)

[iHiuianH (imirian imeni), npizBuie]

dopmat A3 (297 x 420)




doug Ne

[epeBipstHHS TPOBOANIH

130

JepkaBHa cynoBa aaMiHicTpamis YKpaiHu

APKYUI ITEPEBIPAAHHS No
HASIBHOCTI Ta CTaHy JIOKYMEHTIB

, Ha3Ba (poHIy

Honarok 35

1o [HeTpyKIii 3 1UTOBOACTBA B
TY ACA VYxkpainu B KuiBchkiii o0macti
(mynkt 507)

(mara) (mocana) (migmuc) [iniriany (inimian iMeni), npizsuiie]
(mara) (mocama)  (mimmmc) [iniriany (inimian imeni), npissuiie]
(mara) (mocana) (migmuc) [inirgiany (ininian iMeni), npissuiie]
Home| Kinbkicte |Home Jlitepni Mponymeni |[Inppun| Homepu  [Kinbkic| Tumuacosi |Homepwu cnpas (ox. 36.), mo norpedytors |[Homepu cnpas,| Ilpumitku
pu crpaB pu HOMEpH HOMEpH CIIpaB, |CIIpaB, BUAAHUX| Tb amdpu JIOKYMEHTH
onuci| (on.30.) [HeBUA|BHeceHi| He [BpaxoBam| He [HEmpaB| y TMMYAacoOBE | CIpaB | HEONMPALbOBA | 1e3iH | Ae3iH [pecTa| onpas Bi/IHOB SIKUX MalOThb
B OIIMCY 3@ ([BIEHHU| 10 |BHECEHI iB BpPaxoB | MILHO | KOPUCTYBAHHA |(onuca| HMX ClpaB  |hekuii|cexiii|Bpawi| JeHHs | JeHHs 3raca | HEBUIIPaBHi
00nikoBUMH| X |ommcy,| /g0 |migcymko| awiB |migkna HHX), ) abo FoUnX ab0 |IOIMIKOKEHHS
NIOKyMEHTaM|cIpaB| ajie He | omuCy,| BOMY |miacyM | A€HUX o € B ITiITUB | CTA00KOHTpPA
u BpaxoBa| aie | 3ammci [KoBoMy| JIO HasBHO KH CTHHX
HiB [BpaxoB 3ammci | AaHOTo cTi TEKCTIiB
migcyMK| aHi B boHy
OBOMY |miJICyM
3anuci [KoBomy
3ammci
1 2 3 4 5 6 7 8 9 10 11 12 13 | 14 15 16 17 18




Pazom

131

[IponoBxenns noxarka 35

*
CIIpaB .

ApKy1l cKanu

ITocana

(undpamu Ta croBaMm)

ITocana

(miamnuc)

Ilocanma

(migmmce)

20

POKYy

[inimiamm (iminian iveni), npizeume]

[inimiamm (imimian iMeni), npizeumme]

(migmuc)

“HaznaroThesl y3araibHeHi ani o Beix omucax $pomy Ta rpadax apkyiia nepesipsaas (Ne 2-18).

[ininiany (imimian iMeni), npiseume]

dopmar A3 (297 x 420)



TeputopianbHe ynpaBiiHHSI

HepxaBHoi cyn0Boi agmiHicTpanii Ykpaiau
B KuiBchkiit o0nacti

Ykpainu

AKT
No

(Micrie cKiTaanHs)

IPO NepeBipsiHHS HASIBHOCTI
Ta cTaHy CnpaB (10KyMeHTiB)

132

JlonaTox 36

1o [HeTpyKIii 3 1UJTOBOICTBA B

TY ACA VYxkpainu B KuiBchkiii o0macti
(mynkt 507)

3ATBEP/IKYIO
Havansauk TepuTtopialibHOTO yrpaBIiHHS
HepxaBHoi cymoBoi agmiricTparii

B KuiBchbkiii o0iacTi

(migrmc) [inimiany (ivinian iMeni), npizsue]
L 20 poky
M. IL.

®oupg No , Ha3Ba (hoHIY
[MepeBipsiHHS POBOMIIOCS 3 o
(mata) (mata)
ITepeBipsiHHAIM BCTAHOBJICHO:
1. Bueceno a0 onuciB crpas
():[OKyMeHTiB). (uudpamu Ta cI0BaAMM)
2. He BHUSIBJICHO B HasIBHOCTI cnpas
():[OKyMeHTiB). (uu¢pamMu Ta CJI0BAMHU)

3. MatoTs JiTepHi HOMEpU

crpaB (JIOKyMEHTIB),

3 HUX:

(uudpamu Tai caoBamMm)

a) BHECEHO JI0 OITUCY, ajie He BPaxOBaHO B MiJICYMKOBOMY

3aImmci

crpaB (JIOKYMEHTIB);
(uappamn)

0) He BHECEHO [0 OITUCY, ajleé BPaXOBaHO B MiJICYMKOBOMY

3amnuci

4. IpormyiieHo HOMEPIB:

a) BPaXOBaHUX Y MiJCYMKOBOMY 3aIlHCi

0) He BpaxOBaHUX Y MiJICYMKOBOMY 3aITUCi

crpaB (JIOKyMEHTIB).
(umpamn)

crpaB (JOKYMEHTIB);
(appamn)

crpaB (JOKYMEHTIB).
(umpamn)

5. HenpaBunbHO MiAKIIaJeHUX CIIPaB, M0 HAIEKATH JI0 1HIINX (OHIIB

6. Pa3oM 3 umnciia BHECEHHX JI0 OITUCIB Y HASBHOCTI €

3 HUX:

a) MoTpeOyIOTh Ae3iH(EKIT Ta 1e31HCEKIIii

0) HEBUIIPABHO MOMIKOKEHI

_____ cmpaB (JIOKyMEHTIB).
(undppam)
______ cmpaB (IOKYMEHTIB),
(undppam)

CIIpaB (IOKYMEHTIB);
(mdpamn)

crpaB (IOKYMEHTIB);
(undpamn)
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B) IOTPEOYIOTh PEMOHTY

T) TOTPeOYIOTH OTpaBeHHS a00 i IIIHBKU

T) TOTPeOYIOTh BiTHOBIEHHS 3racaloymXx 1 cTaOOKOHTPACTHIX
TEKCTIB
1) MAlOTh y 30BHIIIHEOMY O(pOPMIICHHI KOIITOBHOCTI

7. He BHECEHNX [0 OIUCIB

cripaB (IOKYMEHTIB);
(ndppamir)

crpaB (ZOKYMEHTIB);
(wndppamir)

[Tponowxenns nonatka 36

crpaB (ZOKYMEHTIB);
(wudpamn)
__ cmpaB (DOKYMEHTIB).
(mppam)

crpaB (JOKYMEHTIB).

(umbpamu i cioBamu)

8. Pazom y oHII 3 unciTa BHECEHNX 1 HE BHECEHHX J0 OIUCIB y HASBHOCTI €

crpaB (JOKYMEHTIB).

(mmdpamu i cioBamm)

9. XapakTepucTHKa yMOB 30epiraHHs TIOKyMEHTIB

[lepeBipsiHHS TpOBOANIH

(mocana) (migmuc) [imiuianu (inirian imeni), npi3Buiie]

(mocama) (migmuc) [imiuianu (inirian imeni), mpi3Buiie]

(mocama) (migmuc) [imiuianu (iniian imeni), npi3Buie]
20 POKy

dopmar A4 (210 x 297)
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Honatox 37
1o [HeTpyKIii 3 1UJTOBOICTBA B
TY ACA VYxkpainu B KuiBchkiii o0macti

(mynkT 512)
TeputopianbHe ynpaBiiHHSI 3ATBEP/IXKXVIO
HepxaBHoi cymoBoi aamiricTpamii Ykpainu Hawansauk TeputopianbHoro ynpaBiiHHI
B KuiBchkiit o6macri HepxaBHoi cymoBoi agmiricTparii
VYxkpaiau B KuiBchbkilt oOnmacTi

(migrmc) [inimiany (ivinian iMeni), npizsue]

20 poky
M. II.
AKT
No
(Micrie cKiTaanHs)
MPO HeBUMPABHI MOIIKOIKEHHS
crnpasB (JOKYMEHTIB)
®onp Ne
HaszBa donny
Y (oHzi BUSBIEHO TaKi HEBUIPABHO MOMIKOKEHI IOKYMEHTH:
No No No 3aroyoBoK Kpaiini natu | KinbkicTsb Xapakrtep Ta IpUIUHU
3/m ornucy CIIPaBH MTOIIKOPKEHOT CIIpaBH apKyIIIiB MOIIKO/KEHb CIIPaBU
(moxymenra) CIIpaBH (moxymenra) CIIpaBH (moxymeHrTa)
(moxymenra) (moxymeHrTa)
1 2 3 4 5 6 7
PazoM BUSBIEHO MONTKOKEHIX Ccrpas, JIOKYMEHTIB.
(undpamu Ta cIOBaMM) (mmdpamu Ta coBamm)
3a3HaveHi CIpaBy MiJISATAIOTh 3HATTIO 3 OOJIIKY, OCKITBKH
ITocana
0co0w, BiJINOBIIAIBHOI 32 apXiB
(migmuc) [ininianu (inirian imeni), npissuie]

20 poky

CXBAJIEHO

IIporoxon 3aciganus EK TY
HACA Yxpaiau B KuiBcbkiit
obmacri

No

dopmar A4 (210 x 297)
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JlonaTtox 38

1o [HeTpyKIii 3 1UJTOBOICTBA B
TY ACA VYxkpainu B KuiBchkiii o0macti

(mynkT 515)
TepuropianbHe yrpaBITiHAS
HepxaBHoi cymoBoi aamiricTpamii Ykpainu
B KuiBchbkili o0nacTi
®oHp
(ua3Ba poHzy)
Onmuc
(Ne 1 Ha3Ba onmCy)
KAPTKA OBJIIKY HEBUSIBJIEHOI CITIPABU
Ne cipaBu 3arooBox Kpaiini natu Kinpkictp [To3naukwu mpo Pesynprarn
CIIPaBH JOKYMCHTIB apKyIIiB y XiJ1 pO3UIyKyY pO3LIyKY
CIIPaBH crpasi
1 2 3 4 5 6

dopmat AS (148 x 210)
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Honatox 39

1o [HeTpykKIii 3 1iJI0BO/ICTBA B

TY ACA VYkpainu B KuiBcbkiii o6macti
(mynkT 516)

TepuropianbHe yrpaBITiHAS
HepxaBHoi cymoBoi aamiricTpamii Ykpainu
B KuiBchbkili o0nacTi

3ATBEPJIXXVIO
Hawansauk TeputopianbHoro ynpaBiiHHI
JepxaBHoi cymoBoi afamiHicTpartii

Ykpaiau B KuiBchkiit obmacti
(migrmc) [ininiany (iminian imeni), npizsue]
L 20 poky
M. IL

AKT

Ne

(Micrie cKiTaanHs)
NP0 HeBUSABJIEHHS CNIPAB (JOKYMEHTIB),
HUISIXM PO3IIYKY IKMX BUYEPIAHO
Donx Ne
Haza dounay

VY pesynbrari
BCTAHOBJIEHO BIJICYTHICTh y (DOHII 3a3HAYCHMX HIDKYE CIpaB (JOKYMEHTIB). 3aXOIu IIOJ0 iX
PO3IIYKY MO3WTHBHUX PE3yNAbTATIB HE JallM, Y 3B’A3Ky 3 UMM BBA)KAEMO 3a JIOUUIbHE 3HSITH 3
00IIKYy:

Ne Omnuc Ne | Cnpasa Ne | 3aronoBok cipaBu | Kpaitni KinbkicTb MoxnuBi
3/m (abo (moxymenTa) natu apKyIiB NIPUYUHH

HOMepH BIJICYTHOCTI

apKyIIiB

JOKYMEH-

Ta)
1 3 4 5 6 7
Pazom CIpas, JOKYMEHTIB.

(unppaMu Ta cIOBaMM)

(unrdppamu Ta cIOBaMH)

3MICT HEBHUSBIICHUX JIOKYMCHTiB MOXKE 6yTH YaCTKOBO BiIlTBOpCHO TaKUMHU HOOKYMCHTaMU:

TTocama

0co0w, BiJINIOBIIAIBHOI 32 apXiB

20 poky

(mmiammc)
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IIponoBxkenns gonarka 39

3MiHU 710 00JIIKOBUX JIOKYMEHTIB BHECEHO:

Ilocana
oco0u, BIIIIOBIAAIBHOI 32 apXiB

(migmuc) [(iniuian imeni), npissuiie]

20 poky

[MOT'O/KEHO*
IIpoTtoxon 3acimanus Komicii
3 KOHTPOJIIO 33 HasIBHICTIO, CTAHOM
Ta PO3IIYKOM JIOKYMEHTIB
JIEP>KaBHOTO apXiBy

Ne

®opmar A4 (210 x 297)

*V pasi HeBUABJICHHS cripaB (oKymeHTiB) HAD



Komy Haacunaerscs
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Honatox 40

1o [HCTpyKIii 3 1110BOACTBA B
TY JICA VYkpaiau B KuiBchkii o0macti
(mynkT 528)

(maiimeHyBaHHS, ajipeca Jep>KaBHOI apXiBHOI yCTAaHOBH, apXiBHOTO BiAILTY MICHKOI pajan)

KuM HagcunaeTbcsa

(HaliMeHyBaHHSI, ajgipeca, Ne TenedoHy YCTaHOBH, IO 3BITYE)

ODACHOOPT
apxiBy TepurtopiansHoro ynpasiinas /lep:xaBHoi cynoBoi agminicTpauii Y kpainu

B KniBcbkiit o01acTi

HaiimenyBaHHS ycTaHOBH Ta ii MiAMOPSIIKOBaHICTh

[ara cTBopeHHsI opraHizarii

Micue 30epiraHas JOKyMEHTIB

(anpeca ta Ne Tenedony)

1. BimomocTi ipo TOKyMeHTH

Ne 3/m Ha3zBa nmokasHukis KinpkicTb Kpaitni gatn
1 2 3 4
1 Doumu
2 CrpaBu
y TOMY YHCIi:

2.1 MocTiitHOTO 30epiranHs
3 HUX!

1) yHeceHi B onucH, mo cxsajieni EITK
JIep>KaBHOTO apXiBy

2) 110 30€epiraroThCs OHA YCTAHOBIIEHI
CTPOKH

2.2 3 KaJpOBHX NMUTaHb (0COOOBOTO CKIAY)

* . . o co . .o . . . . . e
Hancunaetbest ycTaHOBOIO BiJIMOBIAHIN Aep)KaBHIM apxiBHINA yCTaHOBI, apXiBHOMY BiAauTy Mickkoi paau a0 01 rpyans
MMOTOYHOTO POKY
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[Iponosxenns nonatka 40

1 2 3 4

3 HUX!

YHECEHi B ONHCH, TIOTOKEHI
EIIK (EK apxiBHOTO BifIiiy)

2.3 TpuBanoro (noxaz 10 pokiB)
30epiraHHs

3 HUX!

YHECEHi B ONHICH

I1. BizoMocTi TTpo TIpUMIIIEHHS

IImomma Crymiab Kopotka xapakrepuctuka HasBHicTh
apXiBOCXOBHIIA, M 3aBaHTaKEHOCTI, %o MPUMiIIEHHS poOoYMX KiMHAT,
YUTAIBHOTO 32Ty

111. BimoMocTi ipo Kaapu

Kinpkict [Ipi3Bue, iM’s1, M0 Ocgirta, dax Crax pobotu
MITaTHAX 0aThKOBI B apxiBi
NpaIiBHUKIB

(ampeca Ta Ne TenedoHy ycTaHOBH)

ITocanma
0co0w, BiJINIOBIIAIBHOT 3a apXiB

(migmuc) [inimianu (initian iMeHi), npiseuiie]

20 poky

dopmar A4 (210 x 297)
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Honarok 41

1o [HeTpyKIii 3 1UJTOBOICTBA B

TY ACA VYxkpainu B KuiBchkiii o0macti
(mynkT 546)

3PA30K

TepuropianbHe ynpasiinas Jlep:kaBHOI cy10Boi aaMiHicTpanii Y kpainu
B KuiBcbKkiii 00J1acTi

04.04.2017 Ne 45 [Iponin Omner [BanOBHY

Ha Ne 3 Bix 28.03.2017
By JlicoBa, Oyn. 4, kB. 39,
M. Kuis, 03134

APXIBHA JIOBLJIKA

VY nokymenrax apxiBHoro ¢oumy TepuropiansHOro ympasmiaHsa JlepxkaBHOI CyI0BOi aaMiHicTparii
VYkpainu B KuiBcbkiii 00yacTi, a caMe: y BiJIOMOCTSX Ha BHJa4y 3apoOiTHOI IUIaTH 3a CiYeHb — TPYICHb
2013 poxky IIponin Oner [BaHOBHY 3HAYNTHCS TOJIOBHUM CIIEI[IANIICTOM CEKTOPY MaTepiallbHO-TEXHIYHOTO Ta
TOCIIOIaPCHKOTO 3a0€e3MeYeHHs, OpraHizailii CIy>k0u CyZ0BUX PO3TOPSTHUKIB.

[Tincraa: ¢. , om. 2, ciip. 83, apk. 6-14.
HauanbHuk ynpaBiiHHS (mignmc) Ininianu (iHimian iMeHi), Mpi3BHIIE
Oco0a, BinmoBiganbpHa 3a apXiB (migmmc) Inimiany (iHimian iMeHi), pi3BuIIe
M. I1.

®opmar A4 (210x297)
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JlonaTox 42
1o [HeTpyKIii 3 1UJTOBOICTBA B
TY ACA VYxkpainu B KuiBchkiii o6macti

3PA3OK (mynkT 547)

TepuropianbHe ynpasjinnas Jlep:kaBHOI cy10Boi aagMiHicTpamii YKpainu
B KuiBcbKkiii 00J1acTi

08.04.2017 Ne 45

APXIBHA KOIIIA

Tepuropianbhe ynpasiainas [{ep:kaBHOI cy10BOI aqMiHicTpauii Ykpainu
B KuiBcbKkiii o0J1acTi

HAKA3

14.11.2013 Kuis Ne 148/x

3 0co00BOTO CKIAILy

ITPU3HAYUTU:

AJIEKCE€HKO Banentuny CrenaHiBHy Ha mocaay HadalbHHKA BiAIUTY OpraHi3amiiHOTO
3a0e3MeyeHHs] MisUIbHOCTI CYIiB, CYIOBOI CTaTUCTUKU Ta iHGOpMalidiHUX TeXHojorid 3 15
mucromanga 2013 poky 3 MOCagoBUM OKJIAZOM 3T1THO 31 IITATHAM PO3IHCOM.

[Tincrasu: 3asiBa Anexceenko B. C. Big 10 mucronana 2013 poky, pezonroriis Havansauka TY JCA Ykpainn
B KuiBchkiit obmacti. [IHimianu (mpi3Buiie, iHimian iMeHi)]

HavansHuk ynpaBimiHHS Irimianm (iHimanm iMeHi),
MIPi3BUIIIE

IMincrasa: ¢. 3333, on. 2-oc, crip. 53, apk. 45.
3rigHo 3 OpUTiHATIOM

Oco0a, BiMOBiIaJIbHA 32 apXiB (mimmc) Ininiany (iHinian iMeHi), npi3BuUIIIe

08.04.2017

®opmar A4 (210x297)
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Honatox 43

1o IHeTpykIii 3 1iJI0BOICTBA B

TY ACA VYkpainu B KuiBcbkiii o6macti
(rynkT 547)

3PA30K

TepurtopianbHe ynpapiinHa [lepxxaBHoi
cyaoBoi  aamimicTpauii  Ykpainm B
KuiBcbkiii o0s1acTi

APXIBHUM BUTSAT
17.04.2017 Ne 5

TepuropianbHe ynpasiainus /lep;xaBHoi cy10Boi aamiHicTpauii Ykpainu
B KniBcbKkiii o0a1acTi

HAKA3

16 xBitHA 2015 poxy M. Kuis Ne 56/oc
3 0co0oBOTO CKIAILy

4. TlpuitHsATH Ha TIOCaJy HaYallbHUKA BiJJIUTY IIAaHOBO-(DIHAHCOBOI IMiSIIBHOCTI, OyXTalTepChKOTro
o0miky Tta 3BiTHOCTI Hoponiny C. I. (tak y nokymenri) 3 18 kBitHsa 2015 poky 3 OmiaaToro BiAMOBITHO 1O
IITATHOTO PO3IHCY.

[Tincrasu: 3aaBa Joponinoi C. I. Bix 12 kBiths 2015 poky, pezosntouis HavansHuka TY JJCA Vkpainu B
Kuiscobkiii o6aacTi (inirianu (npi3swuiiie, iHiiam iMeHi).

HauanbHuk ynpaBiiHHS
Inimiany (iHiIian iMeHi), Mpi3BuILe
ITigcrara: ¢. 1111, om. 1-oc, cnp. 13, apk. 21.
3rigHo 3 OpUTiHATIOM
Oco06a, BiMOBiTaJIbHA 32 apXiB (i mc) Inimianwm (iHimia iMeHi), Mpi3BHIIE
M. I1.

17.04.2017

®opmar A4 (210x297)



3ATBEP/IXYIO

Hauanbauk TepuropianbHoro ynpapiiHHS
HepxaBHoi cyn0Boi agmiHicTpanii Ykpainu
B KuiBchkiit o0nacti

(mignuc)  [inimianu (iHimian iMeHi), mpizsue]

20 poky

M. II.

AKT
Ne

(micie ckIaiaHHs)
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Npo npuiitMaHHs-NepeJaBaHHs JOKYMEHTIB

YCTaHOBM Ha MOcCTiiHe 30epiranas

Jonartok 44
1o [HeTpyKIii 3 1UJTOBOICTBA B

TY ACA VYxkpainu B KuiBchkiii o6macti

(mynkT 566)

3ATBEPJIKVYIO

[locana kepiBHMKa AEp>KaBHOT
apxiBHOI YCTaHOBH, apXiBHOTO BiJAiTy
MICBKOT paan

(mignwuc) [inimiany (ininian iMeHi), npizsumie]

20 poky

M. II.

[lincrasa: 3axon Ykpainu "l[Ipo HamionansHuit apxiBHuA (OHIT Ta apXiBHI yCTaHOBH'"

VY 3B’s3KYy i3:
(3aKiHUCHHSM CTPOKiB 30epiraHHs, JIKBiaIi€l0 YyCTAHOBH, 1HIIE)
nepenae,
(HaliMeHyBaHHS YCTAaHOBH)
a npuiimae
(HalfiMeHyBaHHS JIep>KaBHOI apXiBHOT yCTaHOBH, apXiBHOTO BTy MICBKOT pajin)
IOKyMeHTH (QoHmy Ne , Ha3Ba 3a
POKH, a TaKOX JOBIJIKOBH anapar A0 HUX:
No Ne i HazBa onmcy | KiibkicTh NpuMIpHUKIB KinbkicTb [MpumiTku
3/m OrHCy CIIpaB
1 2 3 4 5

Howmepu BijcyTHIX cripaB
Bcroro npuiiasto CIIpaB.

IlepenaBanus 31iiicHUB

ITocana ocobwu, 110 Mepenae TOKyMEHTH

[imimiamu (ininian imeni), mpi3Buine]

20 poky

(migmmc)

(undpamu Ta cIOBaMH)

[puiimanns 3a1iicHUB

[Tocaga ocoOu, 1m0 npuiiMae JOKYMEHTH

(mimmc)

[(imimianm (imimian imeni), mpizsuie]

20 poky

dopmar A4 (210 x 297)



3ATBEP/IXYIO

Hauanbauk TepuropianbHoro ynpapiiHHS
HepxaBHoi cyn0Boi agmiHicTpanii Ykpainu
B KuiBchkiit o0nacti

(mignuc)  [inimianu (iHimian iMeHi), mpizsue]

20 poky

M. II.

AKT
No

(miciie ckIaiaHHs)
Nnpo npuiiMaHHsI-NepeJaBaHHs CIPAB
i Yac 3MiHM KepiBHHKA apXiBy

(ocodu, BinMoBigaILHOI 32 apXxiB)

BiamosigHo 10 Haka3y Bif

No
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Jlomatok 45

1o [HeTpyKIii 3 1UJTOBOICTBA B

TY ACA VYxkpainu B KuiBchkiii o0macti
(mynkT 572)

3ATBEPJIKVYIO

[locana kepiBHMKa AEp>KaBHOT
apxiBHOI YCTaHOBH, apXiBHOTO BiJAiTy
MICBKOT paan

(mignwuc) [inimiany (ininian iMeHi), npizsumie]

20 poky

M. II.

rnepeaas, a

[inirtianu (imimian iMeni), nmpi3suiie]
Ha T1JICTaBl 3a3HAYCHOI0 HaKa3y, y CKJIaJli rOJI0BU

1 WIEHIB KOMicCil

[inimianu (initian imeni), npissuiie]

MIPHUIHSB y IPUCYTHOCTI KOMICIi, Ika CTBOpeHa

[imiuianu (inirian imeni), npi3Buime]

[ininianu (imimiamm imeni), mpisBuIna

JIOKYMEHTH apXiBY Ta JOBIIKOBUH amapaT /10 HUX:

No Ne i HazBa Kinbkicth KinbkicTs cipaB [Mpumitku
3/m OrHCy MPUMIPHUKIB OTIHCY
1 2 4 5
Paszom npuiinsaTo CcIpas,
(tmdpamu Ta cIoBamMu)
OTIUCIB y NpUMipHUKaX.

(undpamu Ta cIoBaMu)
CraH JOKYMEHTIB Ta OITUCIB

(unbpamu Ta cIOBaAMH)

(3aranpHa XapaKTEePUCTHUKA CTaHY)
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[Iponosxkenus noaarka 45

Bonnouac Nepeaar0TbCA

(BHIM OBIIKOBOTO amapary, ioro oocsru, cTaH)

Ta

(Ha3BHU MEYATOK 1 IITaMIIiB apXiBY, iX KIJTbKICTh)

CraH mpuMilIeHb apXiBy

(3arajpHa XapaKTEPUCTUKA CTAHY)

HasBHicTb i cTaH 007agHaHHS Ta IHBEHTaps apXiBy

(3arajpHa XapaKTEPUCTHKA CTAHY)

[Tepenas

(mignmc) [ininianu (imimian iMeni), npizeuime]
[Tpuiinsas

(miruc) [imimianu (inimian imeni), npissuime]
I'ostoBa komicii

(mignmc) [ininianu (imiian iMeni), npizeuine]
Unenu xomicii

(migmuc) [imimianu (inirian iMeni), npiseuime]

(migmuc) [imimianu (inirian iMeni), mpi3Buime]

(migmuc) [inimiamu (inimian iveni), npizsume]

20 poky




