PO3IMNMOPAOXEHHHA

FONOBM HOBOYKPATHCbKOT PAVNOHHOT AEP>XXABHOT AAMIHICTPALLIT
KIPOBOIMPAACBLKOT OBJIACTI

BIf, 20TEMNpOKY
M.HoBOyKpaiHKa

Mpo 3aTBepaXeHHA THCTPYKUIT

3 ainosogcTtBa B HoBOyKpaiHCbKIN
PaoHHIN fep>XaBHil agMiHicTpay,ii
y HOBIll pefakuii

BignoBigHO [0 3aKOHIB YKpaiHu "lMpo micueBi gepxxaBHi agMmiHicTpauii™, "Mpo
NpaBOBUI peXUM BOEHHOro cTaHy", Yka3dy [Npe3ngeHTa YkKpaiHuW Bif 24 nwoT0ro
2022 poky Ne 68 "lpo yTBOpeHHA BiACbKOBUX afgMiHicTpayin®”, noctaHoB KabiHeTy
MiHicTpiB YkpaiHun Big 07 nuctonaga 2018 poky Ne 992 "lMpo 3aTrBepAXeHHS
BUMOT y cpepi eNIeKTPOHHUX A0oBipYux nocnyr ta MopaaKy nepeBipkKn LOTPUMaHHSA
BUMOI 3akKoHOfaBCcTBa Yy cepi eNeKTPOHHMUX poBipunmx nocnyr", Big 17 cidyHS
2018 poky Ne 55 "Jleaki NMUTaHHA [LOKYMEHTYBAHHA YNpPaBfiHCbKOT AiANbHOCTI",
PO3MOPALXKEHHA TOM0OBM paMOHHOT fAepXxaBHOT agMiHicTpauil Big 25 uyepBHA
2018 poky Ne 195-p "lMpo pernameHT HOBOYKpaiHCbKOT paOHHOT [AepXXaBHOT
aAMiHicTpayii" Ta 3 MeTOoK BCTaHOB/IEHHA €AWHUX BUMOT [0 AOKYMEHTYBaHHA
ynpaBniHCbKOT AiANbHOCTI B palOHHIN gepXXaBHil agMiHicTpayil:

1. 3atBepanTn IHCTpPyKUit0o 3 pginoBoacTtBa B HOBOYKpaiHCbKiA panoHHIN
fepXXaBHi agmiHicTpauyii y HOBIM pepakuii (4oaaeTbea).

2. CTpYKTYpHUM nigpo3ginam pangepxagmiHictpalii, peKoMeHAyBaTn opraHam
MiCLLeBOro camoBpAjyBaHHA panoHy:

1) nig yac opradiszayii poboTM B CUCTEMi €NEeKTPOHHOT B3aeMOfil opraHiB
BMKOHaBYOl BflagM KepyBaTUCb PernameHToM opradisauii B3aeMofil opraHiB
BMKOHAaBYOl Bnagu B €/IEKTPOHHIN QopMmi, 3aTBepi)KeHUM MocTaHOBOW KabiHeTy
MiHicTpiB YkpaiHu Big 17 ciuHA 2018 poky Ne 55;

2) npuBectn pfo 01 BepecHs 2024 pokKy BnacHi po3nopsafyi LOKYMEHTU Yy
BIANOBIAHICTL i3 mocTaHOBOW KabiHeTy MiHicTpiB YKpaiHu Big 17 ciyHa 2018 poky
Ne 55 (i3 3MiHaMu) Ta LM PO3NOPALXKEHHAM.

3. BusHat Takumu, W0 BTPATUIN YNHHICTD:

PO3NOPSAAXKEHHA TONOBM PaloOHHOT AepXXaBHOT agMiHicTpayii Big 22 rpyaHa
2020 poky Ne 400-p "lMpo 3atBepf)XeHHA IHCTPyKuii 3 AinoBoACTBA B
HoBOyKpaiHCbKilA paliOHHIN gepXXaBHIW agMiHicTpayii y HOBI pegakuyii™;

HoBoykpaiHcbka paifoHHa AepxasHa agMiHicTpayis

87-p Bip 02.08.2024



pPO3NOPALXKEHHSA TON0BUW paoHHOT AepxaBHOT apMiHicTpauil Big 20 KBITHSA
2021 poky Ne 135-p "lpo BHECEHHA 3MiH A0 PO3NOPSAAXKEHHS TFOMOBM PaNOHHOT
LepXaBHOT agmiHicTpauil Big 22 rpygHa 2020 poky Ne 400-p";

MYHKT 4 pO3NOpPALXXEHHA HayanbHWKa paMioOHHOT BIMCbKOBOT agMiHicTpaLii Big
25 noToro 2022 poky Ne 116-p "[eski nuTaHHA LiANIbHOCTI paOHHOT BilAiCbKOBOIT
aAMIHICTpaLily nepiof BOEHHOI0O CTaHy".

Mepwnii 3aCTYNHUK Fos1I0BYU
paioHHOT fepXXaBHOT agMiHi AHppin WWNILITEHKO



SATBEPOXEHO

Po3nopaaXXeHHA ronosmn
HoBOyKpaiHCbKOT panoHHOT
aep>kKaeiioi"™anM c auy i----—

2024 poky
IHCTPYKLUIA
3ainosoactBa B HOBOYKpaTHCbKIi palloHHIN fepXXaBHi agMiHicTpayil
FMABA |
IHCTPYKUIA

3 LOKYMEHTYBaHHSA ynpaB/iHCbKOT iHpopMaLii B eNIeKTPOHHIN hopmi

Ta opraHisayii po6oTn 3 eNeKTPOHHUMM JOKYMEHTaMWN B [i/IOBOACTBI

HoBoyKpailHCbKOT palloHHOT Aep>XaBHOT agMiHicTpayil, eNeKTPOHHOT 0
MIDKBIOMYOro 06MiHYy

I. 3aranbHi NMOMOXKEHHA

1 Lis IHCTpYKUia 3 LOKYMEHTYBaHHA ynpaBniHCbKOT iHpopmaLil B eNeKTPOHHI

(hopmi Ta opradisayii poboTM 3 ENEeKTPOHHUMWU [OKYMeHTamu B AiJIOBOACTBI
HoBOyKpaiHCbKOT palOHHOT AepXXaBHOT aAMiHicTpaLil, efIeKTPOHHOI0 MiIXBiLOMYOro
06MiHY (gani - IHCTpyKuisf) BIANOBIAHO [0 3aKOHY YKpaiHu "[1po eNeKTPOHHI
OOKYMEHTM Ta e/IeKTPOHHUIA [JOKYMeHTOoO06ir" Ta IHWMKMX akKTiB 3aKoHofaBCTBa
BM3Hayvae:

NOpAAOK MPOXOAXEHHSA e/IeKTPOHHOIro AOKYMeHTa 3 MOMEHTY MOro CTBOPEHHS,
abo opgepxaHHA | A0 MOMeHTY BignpaB/ieHHA abo nepegaBaHHA [0 apXiBHOro
nigpo3ainy pangepxagmiHictpauii;

3arafbHi 3acagu (YHKLIOHYBAHHA Ta BWKOPUCTAHHSA CUCTEMWU eNeKTPOHHOT
B3aeMofii opraHiB BUKOHaBYOT Bnagn (gani - cucrema B3aeMogii);

onepaTUBHUIN IHPOPMALINHMIA OOMIH 3 BUKOPUCTAHHAM CNY>X60BOT €/IeKTPOHHOT
nowTHw.

Lis IHCTpYKUWis BCTaHOBMOE 3arafibHi npasuna 34iIACHEHHS MOHITOPUHTY CTaHy
BUKOHaHHSA YNpPaB/IiHCbKUX PilleHb.

Lis IHCTPYKLif NMOWMPIOETLCA Ha BCi €N1eKTPOHHI LJOKYMEHTU, WO CTBOPHOKOTHLCH,
BignNpaBnsaTbCA abo oaepXyTbcd HOBOYKPaiHCbKOK PanoHHOKW AepXXaBHOH
agMiHicTpauyieto (gani - pangepxagmiHictpauis).

Ocob6nuBoCTi opraHisauii  ginosoactBa 3  AOKYMEHTaMW, WO  MICTATb
iHpopmauito 3 0o6MexXeHWM [AOCTYNnOM, [AiNIOBOACTBa 3a 3BEPHEHHAMU TpPOMafsH,
3anuTtaMn Ha ny6niyHy iHQoOpMmayitlo BM3HaA4YalTbCA OKPEMWUMMU HOPMATUBHO-
npaBoBUMU aKTaMu, MPN LbOMY BUMOTU L€l IHCTPYKLIT NOWMPIOOTHCA HA 3a3HaYeHI
BUAW AINOBOACTBA B YaCTUHI 3arafibHUX NPUHUUNIB POBOTU 3 OKYMeHTaMKn Ta BTIil
4aCTUHI, IKa NPAMO He BM3HayeHa OKPEMUMWU HOPMAaTUBHO-NPABOBUMMWU aKTaMW.



Bumorn uiel IHCTpyKyii o pob6oTM 3 MNepBUHHO-06/1iKOBOK, 6aHKIBCbKOMO,
(hiHaHCOBOIO, 3BITHO-CTaTUCTUYHOO, HayKOBO-TEXHIYHOIO LOKYMEHTaLiet
MOLWNPIOKTLCA INLWE B YACTUHI 3araibHUX NPUHLUNIB pO60TN 3 LOKYMEHTAMMU.

2. OcHOoBHa (hopma npoBaj)XeHHs [AiN0BOACTBA B pangepxagmiHicTpayii €
eNleKTPOHHa.

[LOKyMeHTyBaHHA  ynpaBAiHCbKOT iH(Qopmayii B  pangepxagmiHictpauyii
3LIACHIOETLCA B eNEeKTPOHHIA  opmi i3 3acToCyBaHHAM  KBaniikoBaHOro
eNeKTPOHHOro nignucy, KsaniikoBaHOT eNneKTPOHHOT MeyaTKM Ta KBani)ikoBaHOI
eNeKTPOHHOT NO3HAaYKN Yacy, KpiM BUMagKiB HAABHOCTI OOIpyHTOBAHUX MiAcTaB A4
JOKYMEHTYBaHHA  ynpasfiiHCbKOT iH(opMmauii y nanepoBii  opmi, AKUMU
BM3HAKO ThCA:

JOKYMEHTU, WO MICTATb iHpopmayito 3 obMeXeHUM [OCTYNnom, BMMOra L,0A40
3aXUCTy AKOT BCTAHOB/MIEHA 3aKOHOM;

eNeKTPOHHI AOKYMEHTHU, WO He MOXYTb OyTM 3acTOCOBaAHI K OpuUriHan 3rigHo 3
BMMOraMu 3aKoHy;

JOKYMEHTU, BUMOTa WOA0 OnpayoBaHHA SKUX Y nanepoBiii (hopMi BCTaHOB/EHA
akTamy KabiHeTy MIiHiCTpiB Y KpaiHu.

3. 3aranbHi  3acagM  LOKYMEHTyBaHHA  ynpaB/iHCbKOT  iH(opmauii B
pangepXxagmiHictpayii Ta 0co6nMBOCTI BefeHHA [iNOBOACTBa Yy naneposiii gopmi
BM3HayalTbCA IHCTPYKLUie 3 ginoBoacTBa B HOBOYKpaAiHCbKI paiOHHIN AepXXaBHil
aAMIiHICTpayii.

[inoBoAcTBO Yy naneposin ¢opmi [ONYCKAeETbCA nuwe And AOKYMEHTIB,
BM3HAYEHUX NMYHKTOM 2 Uiel IHCTPYKLIT.

4. 10 eNeKTPOHHUX AOKYMEHTIB, nmignucaHux (MOrog)KeHux) i3 3aCTOCYBaHHAM
KBani)ikoBaHOro efIeKTPOHHOrO0 nignucy abo 3acBifjyeHUX KBani)ikoBaHO
e/IeKTPOHHOI MeyaTKOK, BUMaratu BiATBOPEHHA Bi3yanbHOro nignucy abo Bigbutka
neyaTkn He3asneXXHo Bif 0C06/IMBOCTEN OPOPMIIEHHA LOKYMEHTIB He JOMNYCKAETHCS.

5. MpoxogXeHHA B [AiNOBOACTBI paigepXxagmiHicTpayil ofHOro i TOro X
NOKYMEHTA B €1IeKTPOHHI/ Ta nanepoBiil (hOpMi He JOMYCKAETHCA.

6. Y Ui IHCTPYKLIT TEPMIHN BXMBAKOTHCA Y TAKOMY 3HAYEHHI:

1) eneKTPOHHUIA ayAioBi3yanbHUA LOKYMEHT - €NeKTPOHHWUIA [LOKYMEHT, 3MiCT
AKOro npejacTaBfieHO Yy BUTNAA4I Bigeopsady, 306paxeHHA i/abo 3anucy 3BYKY, AN4
(hikcyBaHHA i/abo BiATBOPEHHA AKWX 3aCTOCOBYIOTb BifNOBigHY anapaTypy, Ha fKuWi
HaKnafeHo KBanipikoBaHWN eNeKTPOHHUIA nignuc;

2) ©6naHK eneKTPOHHOro pAokymeHta (6naHkK) -  yHiikoBaHa ¢opma
e/IeKTPOHHOr0  JOKYMeHTa YyCTaHOBM abo 11 CTPYKTypHOro nigposginy 3
BIANOBIAHMMM peKBi3uTamy Ta NONAMU NOCTIAHOT i 3MIHHOT iHQoOpMaL,iT;



3) Bi3yanizayid - npouec BIiATBOPEHHA AaHUX Yy (OPMi, WO € CNPUAHATOM
N ANHOIO;

4) BUTAr - 3acBifjyeHa Konisi 4aCTUHW TEKCTY eNeKTPOHHOro AOKYMEHTa, AKWUK
MICTUTb NEeBHWIA 06CAr iHGopmaLii abo 3anucy peecTpy;

5) Bi3yBaHHA TMPOEKTY €NeKTPOHHOro AOKyMeHTa (Bi3yBaHHA) - HaKnagaHHS
nocagoBod 0C060K  KBaniyikoBaHOro eneKTPOHHOrO nignucy Ha nNpoekT
eNeKTPOHHOIo [OKYMeHTa [ANA 3acBifjyeHHA (akKTy norofXeHHa LUielo 0cob0ot
3aBi30BaHOr0 NPOEKTY AOKYMEHTA,;

6) eNeKTPOHHUN OOKYMEHTOOOIr pangepxagmiHictpayii - o6ir ( NPOXOAXXeHHSA)
CNY>X60BUX €NeKTPOHHUX LOKYMEHTIB 3 MOMEHTY TX CTBOpPeHHA abo ofepXaHHS [0
3aBepLIEHHA BUKOHAaHHS, BifnpaBneHHsA, 3HULEHHS abo nepefaBaHHA A0 apXiBHOTO
nigpos3ainy pangepxagMmiHictpauyii;

7) eNneKTpOHHa Konid eNneKTPOHHOro [OKyMeHTa - Bi3dyanbHe MoOfaHHA
eIeKTPOHHOT0 AOKYMEHTA B €NEeKTPOHHIN hopmi 6e3 KBani)ikoBaHMX €NeKTPOHHUX
nignucis, AkMMmM KHoro 6yno 3aBi3oBaHO Ta/abo nignucaHo, BiANOBIAHICTL Ta
NpaBoOBWMIA CTaTyC AKOT 3aCBi4YeHO KBaNi(PikoBaHOK €NEeKTPOHHOK MeyaTKow;

8) enekTpoHHa KoMmiga opwuriHany nanepoBoro fokKymeHTa (¢goTokonis) -
Bisya/llbHe nMojaHHSA MNanepoBOro AOKYMeHTa B €NeKTPOHHIW (opMi, OTpuMMaHe
WNAXOM CKaHyBaHHA ((oTorpagyBaHHA) nanepoBOoro [AOKYMeHTa, BignNOBigHICTb
opuriHany Ta npaBOBWWA cTaTyCc $KOro 3acBifYeHO eNeKTPOHHOK MNeyvyaTKow
YyCTaHOBY;

9) eNeKTPOHHWUI BHYTPIWHIA ONUC AOKYMEHTIB CNpaBu - OKPEMUI 06NiKOBUIA
eNeKTPOHHUIA [JOKYMEHT, WO MIiCTUTb Nepenik 3arofioBKiB [0 TEKCTIB €NeKTPOHHUX
AOKYMEHTIB cnpaBu i3 3a3HaYeHHAM TMOPALKOBUX HOMEpPiB [AOKYMEHTIB, 1IX
peecTpayiiHUX iHAEeKCiB, AaT, KiNbKOCTIi CTOPIHOK  Ta HaWMeHyBaHHA (alinis
BiANOBIAHNX €NeKTPOHHUX AOKYMEHTIB;

10) eneKTPOHHWN XYypHan - OKPeMUW PpeecTp CUCTeEMU eNeKTPOHHOro
JOKYMEHTOO00iry pangepxagmiHictpauil, Wwo MICTUTb 3anncu Mpo 3apeecTpoBaHi
LOKYMEHTU, 06’efjHaHI 3a MeBHOK 03HAKO abo rpynokw 03Hak;

11) enekKTpPOHHa pe3onwUia - pPeKBI3UT, HAKUN CTBOPEHUN Yy CUCTEMI
eNeKTPOHHOT0 [AOKYMeHT0O006iry pangepxagmiHicTpayii Ta AKWA BHOCUTbCA [0
peecTpauinHO-MOHITOPUHIOBOT KapTKNM eNeKTPOHHOro [OKYMeHTa | Hepo3pUBHO
noB'A3aHWin i3 Het. ENeKTpoHHa pe3ontoyisd MICTUTb CTUCAWMIA 3MICT [AOPYYEHHSA
(BKasiBku) nocafgosoi o0cobu UWOLO WOro BWKOHAHHA Ta MNOB'A3aHUMIA 3 HEH
KBanihikoBaHWin  eNnekKTpPOHHWUI nignuc uiel nocagoBoi ocobu. EneKTpoHHA
pe3onouifd € €AMHOK AONYCTUMOK efIeKTPOHHOK (OopMOK peanisayil SOPYyYeHb,
BUAAHUX B E€NEKTPOHHINW dopmi, Bi3yanisayid AKoT BM3HA4yaeTbCA IHCTPYKUiE 3
[IiN0BOACTBA B paliOHHIN gepXXaBHiW agMiHicTpayir;

12) enekTpOHHa cnpaBa - CYKYMHICTb (haliniB e€NeKTPOHHUX AOKYMEHTIB, WO
BXOAATb [0 Hel, eNeKTPOHHOro BHYTPIWHbLOINO ONMUCY Ta 3acBifyyBaJibHOro Hanucy
crpasu;

13) eneKTPOHHWIA [OBIAHWK - €NeKTPOHHO-AO0BIAKOBUI Nepenik NpPuUKNagHoro
XapakTepy, B AKOMY 3i6paHO TUNOBI Habopu faHux;



14) eneKTpOHHE MOBIAOM/NEHHA - aBTOMaTU4YHO abo y pa3i HeobXigHOCTI
aBTOMaTM30BaHO CTBOpPEHa Ta NepefaHa B eNeKTPOHHIW dopMmi iHopmalis npo
focTaBKy/ oTpuMaHHA/ BigMOBY B peecTpaLii/ peec Tpayito eNeKTPOHHOro AOKYMeHTa
afipecaTtom Ta iHLWe;

15) iHAMKaTOpWM CTaHy BUKOHAHHA [LOKYMEHTIB - BU3HA4YeHi KpuTepil eTanis
MPOXOAXEHHA LOKYMEHTIB B palfepXagMiHicTpayii 3 MeTOK X MOHITOPUHTY;

16) KOHTPO/b - KOMMNJIEKC 3aX0AiB, WO 34IACHIOTLCA 418 NepeBipKU Ta OLiHKK
BMKOHaHHA MOCTaB/ieHUX 3aBAaHb (YNpaBAiHCbKUX pPilleHb);

17) cucTtema MOHITOPUHIY -  KOMMJeKCHa aBToOMaTu3oBaHa cucTema
6e3nepepBHOro 36opy, 06pobKKM, cucTtemaTu3auii Ta aHanidy iHgopmauyii npo cTaH
BUKOHAHHSA YNPaBAIHCbKNX pilleHb (eNIeKTPOHHUX LOKYMEHTIB) B YCTAHOBI;

18) onuc cnpaB B €NeKTPOHHIA (opmi - AOBIAHWUK B €NEeKTPOHHIN dopmi,
npu3HavYeHnih Ana o6niKy Ta pPO3KPUTTA 3MICTY OAUHMUbL 36epiraHHfA, O4WHULb
06NiKy, 3aKpinneHHs iX cucTtemaTm3salii B Mexxax apxiBHOro )oHAy;

19) mamepoBa KOMis OpuUriHany eneKTPOHHOr0 LOKYMeHTa - Bi3ya/ibHe MofaHHA
eNIeKTPOHHOTr0 [OKYyMeHTa Yy nanepoBi ¢opMi, fKe 3acBigyeHe B MOPAAKY,
BCTaAHOB/IEHOMY IHCTPYKL i€ 3 AiNI0BOACTBA;

20) nignucaHHA  NPOEKTY eNeKTPOHHOro fokKymeHTa (mignucaHHs) -
HaknafaHHa YMNOBHOBaXXeHOK 0C060t0 (YyNOBHOBaXXeHMMU ocobamu), 3a3HAYeHOlo
(3a3HavyeHMMK) Yy pekBi3MTax nignucyBaya TakKoOro JAOKYMeHTa, KBanihikoBaHOro
eNeKTpOHHOro nignucy (MignuciB) Ha TMPOEKT eNeKTPOHHOro [OKYMeHTa A4
3aCBigyYeHHs paKTy MOro 3aTBePAXKEHHS;

21) norogxyBay - nocagoBa o0coba, WO 3[iACHIOE BidyBaHHS (NOTOAXEHHS)
MPOEKTY AOKYMEHTa;

22) NpaBOBUIA cTaTyC - HabpaHHSA eNIeKTPOHHUMU AaHUMWU K PULNYHOT CUNN;

23) NPUMIPHUK €NeKTPOHHOTI0 JOKYMeHTa - (ain, KMk MiCTUTb Habip gaHux,
TOTOXHUIN OpUTiHANy eNeKTPOHHOTI0 AOKYMEHTa;

24) NpoeKT eNIeKTPOHHOro AOKyMeHTa - [LOKYMEHT B eNeKTPOHHIN (opMmi fo
HaknageHHa KBaniPikoBaHOro efIeKTPOHHOro MnignuMcy YNOBHOBaXXeHOK 0C06010
(ynoBHOBaxeHMMKU  ocobamu), 3a3HayeHOK  (3a3HavyeHMMW) Yy  pekBi3nTax
nignucysaya Takoro 4OKYMEHTa;

25) pepakuiinHa npaBka - 6yfb-AKe pefaryBaHHA TMPOEKTY €eNIeKTPOHHOTIO
JOKYMeHTa, BUKOHYBaHe aBTOpPOM, Norog)xysayem abo nignucyBayem;
26) peecTpatop - npauiBHUK cnyX6um pginosoagctesa abo ocoba, Ha fAKy

NoKnageHo (QyHKUIT peecTpayil AOKYMEHTIB, YMNOBHOBaXXE€Hi Ha 3AiNCHEHHSA
peecTpayii BXigHMX Ta/abo BHYTpPIiWHIX, Ta/abo BUXILHWX [LOKYMEHTIB B anapari
pagepxagMiHicTpayit;

27) peecTpayiiHO-MOHITOPUHIOBa KapTKa - KapTKa B €NeKTPOHHIN thopMi, Lo
MICTUTb BUYEPMHY IH(MOPMALID MNP0 CTBOPEHHA, O4EPXAaHHA, MPOXOLXKEHHA,
BMKOHaHHSA, BignpaBneHHs, 36epiraHHA Ta 3HUILEHHA B paigepxagMmiHicTpauyii
JOKYMEHTa He3anexHo Bif POpMU NOro CTBOPEHHS;

28) peKkBi3UT eNeKTPOHHOro [OKYMeHTa - IH@{opmauisa, 3adikcoBaHa B
eNeKTPOHHOMY [OKYMEHTI Ta peecTpaliiHO-MOHITOPUHIOBIN KapTui And  1Koro
ifeHTUdiKaLii, opraHisauii 06iry Ta HafgaHHA AOMY WOPULANYHOT CUNN;



29) cucTtemMa e/IeKTPOHHOro [OKYMEHTOO06iry pangepxagmiHictpauii -
CYKYMHICTb NPOrpamHoO-TEXHIYHUX 3acobiB, MpPU3HAYEHUX A[NA  aBToMatTusauii
opraHisauyii po6oTKn 3 eIeKTPOHHUMMK LOKYMeHTaMu y LIN0OBOACTBI
pangepxagMiHicTpauyii;

30) cnyxb6a finoBoacTBa - CTPYKTYPHUI Nigpo3ain (3aranbHuWid Bigain) anapaty
pangepxagmiHicTpauii abo BignoBiganbHa ocoba, Wo 3abesneyye peecTpauyito, 061iK,
opraHisauito LOKYMeHTOO06iIry CNy>X060BMnX LOKYMEHTIB, 36epiraHHa
JOKYMeHTauinHOro ¢oHay abo MOro 4yacTMHW [0 nNepefaBaHHs Ha 36epiraHHs Ao
apxiBHOro nigposginy anaparty pangepxagMmiHictpauyit;

31) cnyxb6a KOHTpoNw - nNpayiBHUK anapaTy pakgepXxagMiHicTpauit,
BifNoBifanbHUN 3a 34IACHEHHA MOHITOPWUHIY CTaHYy BUWKOHAHHA YMpPaBaiHCbKUX
pilleHb Ta KOHTPOJKO 3a BiAMNOBIAHICTIO TX BUKOHAHHA MOCTAaBNeHOMY 3aBaHHIO;

32) cnyx6o0Ba enekKTpoOHHa MowTa - e/leKTPOHHAa nowTa (MoWwToBa CKPUHbLKA)
npayiBHMKa pangepxagmiHicTpauil, copmoBaHa 3 BUKOPWUCTAHHAM [LOMEHHOrO
iMEHI Yy [AOMEHI gov.ua Ans O06MiHY YynpaBniHCbKOKW iH(QOpMaLie, dKa He Mae
O PUANYHOT cUNN;

33) ynoBHOBaXKeHa ocob6a - ocoba, fika HafjineHa npaBOM BUYMHATKU Aii Ta
BignoBigae 3rigHoO i3 3aKOHOAAaBCTBOM 3a HAaCNiAKWN TX BUNMHEHHS,

34) ynpasfiHCbKa iHGoOpMayis - CYKYMHIiCTb HeOOXifAHWX [aHuX, SKi
CMPUATUMYTb BUPIWEHHIO YNPaBAIHCbKMUX PiLleHb;
35) ynpaBniHCbKe pileHHA - OyAb-AKe 3aBAaHHfA, BWU3HAayeHe M0OCaf0BOKO

ocobot0 abo KoserianlbHUM OpPraHoM B MeXax MOBHOBaXeHb Ta CNpPsAMOBaHEe Ha
[OCATHEHHSA NMOCTaBNEHUX Linen;

36) (hopmyBaHHA e€NeKTPOHHWUX CrnpaB - TPynyBaHHA BUKOHAHUX €NEeKTPOHHUX
JOKYMEHTIB Yy cnpaBu BifNOBIAHO A0 HOMEHKIATypu cnpas pangepxagmiHicTpadil.

[HWi TEPMIHN BXMBAKTLCA Yy 3HaYeHHI, HaBefeHOMY B 3aKOoHax YKpaiHu "lpo
eNeKTPOHHI AOKYMEHTU Ta €IeKTPOHHUIA LOKYMeHTOoO06ir", "MNMpo eneKTpPOHHI fOBipYi
nocnyru"”, "MNpo HauioHanbHWMA apxiBHMA (OHA Ta apxiBHi ycTaHOBM", a TaKoX
PernameHTi opraHisauyii B3aeMofii opraHiB BUKOHaBYOT Blaan B eNeKTPOHHIN opmi,

3aTBepAKeHoMy noctaHoBok KabiHeTy MiHicTpiB YKpaiHu Big 17 ciyHa 2018 poky
Ne 55.

7. OpraHisayisd eneKTPOHHOro AOKYMeHT006iry B paigepxagMiHicTpal,l
NoKNagaeTbcs Ha i1 cny>6y AinoBoACTBa, Ka 3abe3nevye:

1) po3po6nieHHA B paifepxagMmiHicTpayii e4UHOT0 NOPAAKY LOKYMEHTYBaHHS
ynpaBniHCbKOT iH(QopMayii Ta poboTn 3 AOKYMEHTaMW Hes3aneXxHo Big ¢gopmu iX
CTBOPEHHS;

2) po3po6neHHA HOMeHKNaTypu cnpas panjepxagmiHicTpawir;

3) peecTpayito Ta 06/1IK LOKYMEHTIB;

4) HafaHHA MeTOAMYHOT [JOMOMOrM Ta KOHTPOAb 33 [AOTPUMAHHAM
YCTAHOB/IEHOTO0 NOpPAAKY pPO6GOTM 3 eNeKTPOHHUMM [OKYMeHTaMu B CTPYKTYPHUX
nigposginax pangepxagmiHicrpayir;

5) opraHisauito AOKYMeHTO06iry, (opmyBaHHSA cnpaB, iX 36epiraHHs Ta
NigroToBKY AN NepefaBaHHA A0 apXiBHOro Bigginy pamaepxagMmiHictpayii;



6) BNpoBafXeHHSA Ta Harnag 3a AOTPUMAHHAM CTPYKTYPHUMWU nNigpo3ginaMmu
paingepxagmidHictpauii  Bumor IHCTpykuin 3 ginosBoAcTBa Ta  HaliOHaNbHUX
cTaHAapTiB;

7) npoBefeHHS perynsapHux nepesipokK CTaHy AinoBoAcTBa B
pagepxagMmiHicTpauii, a TakoX B 1T CTPYKTYPHUX nigpo3ginax;

8) BWKOPWUCTAHHA CUCTEMU €IEKTPOHHOI0 [AOKYMeHTOo06iry, BefeHHs Ta
akTyanisayito eNeKTPOHHUX [AOBIAHWUKIB B pagepxagMiHicTpayil;

9) LOTpMMAaHHA BMMOT 4O MiATOTOBKW €NEKTPOHHUX Ta ManepoBuMX LOKYMEHTIB
Ta opraHisauii po6oTn 3 HUMU,

10) opraHisauito Harnsagy 3a cTaHOM 36epeXXeHHS [AOKYMeHTauihHOro ¢qoHay
paingepxaamiHicTpayii B eNeKTPOHHIA hOpMi Ta KOPUCTYBAHHSA HUM;

11) iH(opMauiiiHy B3aemofilo 3 oOpraHamMuM BMKOHaB4YOi BnaguM Ta IHWUMMK
fepXaBHUMMN yCTaHOBAMMW Yepe3 CUCTEMY B3aEMOJLIT;

12) po3po6sieHHA  TUNOBUX  MaplWpyTiB  MNPOXOAXKEHHS  AOKYMEHTIB B
pagepxagMiHicTpayit;

13) nepeBipKy nNpaBWNbLHOCTI BiJOMOCTEN, BHECEHUX [0 pPeecTpauinHo-
MOHITOPUHIOBOT KapTKW eNeKTPOHHOro AOKYMeHTa 3a 3BefeHOK HOMeHK/aTypoto
crnpaB pangepxagmiHicTpauii, Ta YTOYHEHHA UMX BIiOMOCTEA 3a eKCNepTU30t0
LIHHOCTI €N1eKTPOHHOT0 AOKYMEHTA;

14) iHiuitOBaHHA Ta nNpoBefeHHA B paigepXxagMmiHicTpayii nigBULLEHHS
KBaniikayii npauiBHUKIB pangepxagmiHicTpayii 3 nuTaHb 4iN0BOACTBA.

8. PanpgepxagMmiHicTpayis opraHizoBye pfiJIoOBOACTBO Ha nifgcTaBi BnacHoil
IHCTPYKUIT 3 AinosoacTBa B HOBOYKpalHCbKIN pailloHHIN Aep)XaBHIN agMiHicTpauil
(mani - IHCTpyKUis 3 AginoBoacTBa palgepxagMmiHicTpauil), WO po3po6AsSeTbCS Ha
nigcrasi IHCTPYKUIiN, 3aTBEPAKEHUNX LUmm PO3MNOPALXKEHHAM rofioBu
pargepxagMmiHicTpayii, Ta 3 ypaxyBaHHAM iHW WX aKTiB 3aKOHO4AaBCTBA.

9. Cnyxb6a  pginosofctBa  po3pobnse IHCTpYKUitO 3 pinoBojcTBa
paingepxagmiHicTpayii, SKOK OAHOYACHO pernaMeHTYeTbCA NUTaHHA opraHizauii
AinoBOACTBa Y NanepoBiii Ta eNeKTPOHHIW hopmax.

10. [inoBoAcTBO pakgepxagMiHicTpayii, opraHizayis 06MiHY eneKTPOHHUMMU
AOKYMEHTaMM 3 iHWWUMKW yCTaHOBaMW 3[iACHIOKOTHCA BUKIOYHO 3 BUKOPUCTaHHAM
CACTEMU ENEeKTPOHHOIro AOKYMEHTOO06Iry paipgepxagmiHicTpauii, iHTerpoBaHoi A0
CUCTEMM B3aEMOMIT.

Y pasi BifCYTHOCTI CUCTEMW E€NEKTPOHHOro AOKYMEHTO0O06iry ans opraHisayii
NUCTYBAHHA 3 IHWMWMM yCTaHOBaMW BUKOPUCTOBYETLCHA cneuianbHUA Be6-MOAYb
cucteMn B3aemogii (4ani - Be6-mMof4yNb CUCTEMMU B3aEMOAIT).

11. CnucTtemMa efleKTPOHHOro AOKYMEeHTOo06iry pangepxagmiHicTpayii NoBMHHA
Bignosifatn BMMOram 3akKoHOAaBCTBa A0 (PopmarTiB fJaHWUX, CepBicy iHTerpayii go
CUCTEMW B3aEMOfIi Ta BUMOramM HOPMaTWBHO-NPABOBUX akKTiB Yy cdepi 3axucrty
iH(hopmauii.



12. BuWKOpUCTaHHA KBaniPikoBaHOT efIeKTPOHHOT MO3HayYkWM 4Yacy nig u4ac
HaknagaHHs  KBaNipikoBaHOro efleKTPOHHOro nignucy abo  KBaniikoBaHOT
eNeKTPOHHOT NeyaTkn € 060B'A3KOBUM.

13. TexHiYHe CYNpOBOAXEHHA CUCTEMU €NeKTPOHHOro [OKYMeHTo0b6iry B
panpepxagmiHicTpayii Ta noro nporpamMHo-anapaTHe 3abe3neyeHHs,
BignoBiganbHiCTb 3a 30epeXeHiCTb  [OKYMEHTIB Ta C(HOPMOBAHMUX  Crpas,
3abe3neyeHHA (PYHKLIOHYBaHHA €4MHOIN0 MacuBY eNIeKTPOHHUX AOKYMEHTIB,a TaK0OX
(hOpMyBaHHA CTPYKTYpU eNeKTPOHHUX [AOBIAHWKIB Yy CUCTeMi €IeKTPOHHOrIO
JOKYMEHTOO006iry noknagatTbCqd Ha CEKTOP AOKYMeHT0O0O6iry Ta 3BepHeHb rpoMagsaH
anapaty pangepXxagMiHicTpauyii.

3abesneyeHHA 3axUcTy iHopMayii, Wo o6pobNAeTbCA B CUCTEMI €1EKTPOHHOTIO
AOKYMeHTO0O00iry pangepxagmiHicTpauii, noknagaetbCs Ha BiAgnNoBiganbHOro 3
NUTaHb iHPopmMauikHoro 3abesnevyeHHs abo iHHOPMALIAHUX TEXHONOTIN.

TI. MXXBIigOMYNA 0BMIH eNEKTPOHHMUMWU AOKYMEHTaMM

14, O6MiH eneKTPOHHUMM  [JOKYMeHTamu  4Yepe3 CUCTEMY  B3aeEMOAIT
3AIACHIOETLCA BUKNOYHO 3 AOTPUMAHHAM BMMOT 40 BCTAHOBMEHUX (hopMaTiB faHuX
eNeKTPOHHOT0 LOKYMEHTO06Iry B ycTaHOBax.

O6MiH [OKymMeHTaMu Mo3a CUCTeMOK B3aeEMOAIT JOMNYCKaeTbCA fuwWe LOLO0
AOKYMEHTIB, A0 AKUX MOXYTb OyTM 3acTOCOBaHi OGrpyHTOBaHi MNiACTaBW, BM3HAYEHI
NYHKTOM 2 Li€T IHCTPYKLiT.

15. Cwucrtema B3aemopgii 3abesneyye rapaHTOBaHy [AOCTaBKY e€IeKTPOHHUX
LOKYMEHTIB Bif X BignpaBHUKIB 40 iX ofep>xyBauisB (agpecaris).

16. KopwucrtyBayi cuctemm B3aemofii BignosifatdTb 3a MOBHOTY Ta
JOCTOBIPHICTL IH(OpPMaLii, BHECEHOT HAMU LO CUCTEMM.

MpuiiMaHHA BXiHUX eNeKTPOHHUX AOKYMEH T iB

17. ENeKTPOHHI AOKYMEHTM, WO HaAXoAsfTb A0 paigepxagmiHicTpayii uepes
CUCTEMY B3aeMOfIl, NpuinmaloTbCca Cnyx60t0 AiNnoBOACTBA.

18. ENEKTPOHHUIA [OOKYMEHT, WO 3aBaHTaXWBCA i3 CUCTEMU B3aemopgii Ao
CUCTEMU €eNIeKTPOHHOro AOKYMeHTO006iry abo HapfinwoB [0 Beb6-mofyns cuctemu
B3aEMOJAIT, BBAXXAETbCA LOCTAB/IEHUM afpecary.

19. MonepefHin  po3rnag  eNeKTPOHHOro  [OKYMeHTa  3[4ilCHIOETbCA B
eNIeKTPOHHIN  dopmi  cnyx6ot0  AainoBoactBa 3  BUKOPUCTAHHAM  CUCTEMU

eNeKTPOHHOro [AOKYMeHTo06iry ab6o y pasi 1T BiACYTHOCTIi Beb6-moAyns cucrtemu
B3aeEMOAIT.



Mig yac nonepefHLOr0 PO3rnsafLy BU3HAYAETHLCA:

1) Un Mae eNeKTPOHHUIN JOKYMeEHT 6YTW JONYLUEeHUI [0 peecTpauyii;

2) uum noTpebye po3rnagy KepiBHMUTBOM panfepxagmiHicTpauii  abo
HafCMNaHHA nicns peecTpauii 3a HaNeXHICTH A0 CTPYKTYPHOro nigposginy abo
CTPYKTYPHUX nigpo3ainis BignoBigHo A0 (hYHKLIOHaNbHOro po3noAiny o060B’d3KiB B
pangepxagMiHicTpauyir;

3) UM HanexXwutb [0 eNeKTPOHHUX [LOKYMEHTIB TepMIiHOBOro po3rnagy
(onpautoBaHHS).

20. MonepefHiN po3rnan eNeKTPOHHUX AOKYMEHTIB MOBUHEH 3A4IACHIOBATUCA Y
AeHb HaaxomkeHHA (pocTtaBku) abo He nisHiwe 10 rogMHM HacTynHoro po6o4yoro
AHA Y pas3i 1X HagXomKeHHSA (JoCTaBKM) nicng 3akiHYeHHS po6o4voro gHA, y BUXIAHI,
CBATKOBI Ta Hepoboui gHi.

[OpyYeHHSA yCTaHOB BMLLOTO PiBHA PO3rNafalThCA NEPLUOYEProBO.

21.3a pe3synbTaTtamy nonepefHbLOro po3rnsajgy OTpUMaHWUin 4yepe3 CUCTeEMY
B3aEMOAIT eNIeKTPOHHUI LOKYMEHT nignsrae peectpauyii, KpiMm BunagKis, Konu:

1) nopyweHo BUMOTrM WOA0 (hOpMK MiagroToBKM (NYHKT 2 wiel IHCTpyKLii) abo
0()OPM/IEHO 3 NOPYLIEHHAM BMMOT MYHKTIB 117 Ta 118 wiei IHCTPYKLiTi;

2) eNeKTPOHHUIN LOKYMEHT HafililOB He 3a agpecoto;

3) eIeKTPOHHUI LOKYMEHT HafililLlOB NOBTOPHO;

4) 3aBNEeHUNI CKNaj eleKTPOHHOIr0o AOKYMeHTa He BignoBifae pakTUYHOMY;

5) peKkBi3nTM BXiJHOI0 eNeKTPOHHOIO AOKYMeHTa He 36iraloThCcs 3 pekBiuTamu,
3a3HavyeHVMU B eNeKTPOHHOMY LOKYMEHTI;

6) BIACYTHIA NOB'A3aHM 3 €/IEKTPOHHUM [LOKYMEHTOM KBanipikoBaHwWii
eNeKTPOHHMUI Nignuc nignucysaya YM MNoB'A3aHa 3 HUM KBasihikoBaHa eneKTPOHHa
nmeyaTka YyCTaHOBU, HafABHICTb AKOT HA HbOMY nepefbaveHa Lie0 IHCTPYKLUIEH;

7) Ha LOKYMEHT HakKnafleHo efleKTPOHHMWIA UnppoBMIA Nignuc ocobu, fka He €
nignucysavyeMm AOKyMeHTa abo 0c060t0, WO BUKOHYE MOro 060B’A3KMK;

8) nos'A3aHi 3 eNeKTPOHHWM [LOKYMEHTOM KBaNli(PiKOBaHi €feKTPOHHI Mignucu
Ta/abo neyaTkM HEMOXNWBO MNEPeBipUTU 3 JOTPUMAHHAM BUMOT YaCTUHW APYroi
cTatTi 18 3akoHY Y KpaiHu "1po eneKTpOHHI AoBipYyi nocnyrn™;

9) BiACYTHA KBanihikoBaHa e/leKTPOHHA MO3HayKa vacy;

10) Bi3yanbHa (popma eNeKTPOHHOr0 LOKYMeHTa He NpugatHa AN CNpUiMaHHSA
Ti 3MICTY IIOANHOIO.

Y umx Bunagkax cnyxba pfinoBoAcTBa BigMOBNAAE Yy peecTpauil Takoro
e/IeKTPOHHOT0 JOKYMEHTA i3 3a3HaYeHHAM OfHI€ET 3 HaBeAeHUX NiACTaB.

HaacunaHHS BUXiAHUX eNeKTPOHHUX AOKYMEHT B

22. HafcunaHHA eNeKTPOHHUX [OOKYMEHTIB 4epe3 CUCTeMy B3aeMOAIT iX
agpecataMm 34iNCHIOETLCA aBTOMAaTM4YHO, 3a (haKTOM 1X 3aBaHTaXXEHHS i3 cUcCTeMu
eNeKTPOHHOro [JOKYyMeHTOoObiry (Be6b-mogynd cuctemm B3aEMOLIT) yCTaHOBU B
CMCTeMy B3aeMOfIiT ogpasy nicng ix peectpauii.



Mig yac 3aBaHTaXeHHSA aBTOMATMYHO CTBOPKKOTLCA NMPUMIPHUKN €NeKTPOHHUX
JOKYMEHTIB Yy  KIiNbKOCTI, WO Bignosifae 3asfB/ieHOMY B  peecTpayiiHo-
MOHIFOPMHIOBIN KapTyi nepeniky agpecatis, 418 IX No4anblWOro nepcoHanizoBaHoro
HafcunaHHA BiAMNOBIAHMM ajpecartaMm.

He wmoxe 6yTn BignpaBfeHUn 4epe3 CUCTEMY B3aEMOAIT €/eKTPOHHUIN
OOKYMEHT, LINICHICTb fAKOro He MiATBEPAXEHO KBaniPiKkoBaHWUM E/IeKTPOHHUM
nignucom abo KBani)ikoBaHOK eNeKTPOHHOK MNeyaTKoK 3rifHO 3 BMMOramu LUIeT

IHCTpYKLiT ab0o AKUIA OhopmMIeHO 3 NOpyLWeHHAM BUMOr MYHKTIB 117 Ta 118 uiel
IHCTPYKU,iT.

23. 13 cuUCTEMU ENeKTPOHHOro AOKYMEHTOoO06iry pangepxagmiHictpayii go
CACTEMM B3aEMOAIT 3aBaHTaXYKTbCA 3apeecTpoBaHi €eNeKTPOHHI AOKYMeHTU abo
3acBifyeHi efleKTPOHHI KOonii JOKYMEHTIB.

I3 Be6-moAyna cucTteMn B3aEMOAIT [0 CUCTEMM B3AEMOAIT 3aBaHTaXYHTbCA
eNIeKTPOHHI  KoMil [OKYMEHTIB, 3acBifuyeHi KBaniPikOBaHUMMU €NEeKTPOHHUMU
nevyaTkamu, CTBOpPEHHSA, 3acBiffYEHHS Ta BHECEHHSA [0 Be6-mMoAynsd AKUX 3[iNCHIOE
peecTpartop.

24. ENeKTPOHHWIA [OKYMEHT BBAXaeTbCA OfepXXaHUM ajpecaToM 3 MOMEHTY
HagXO0[XKeHHS BiANPaBHUKY €NeKTPOHHOro NOBIiLOM/IEHHA i3 3a3HAYE€HUM 4acoMm npo
[OCTaBKYy LbOro JOKYMEHTa ajpecary.

Y pasi Henagxo4XeHHA BiAMNPaBHUKY MNPOTATOM LWeCTU TOAWH 3 MOMEHTY
BiANPaBKMW €NeKTPOHHOro AOKYMeHTa, eNeKTPOHHOro MNOBIiLOMJ/IEHHA MPO A0CTaBKY
ULbOro [OKYMeHTa afpecaty BBaXaeTbCHA, WO TaKWiA [OKYMeHT ajpecaTtoM He
O4EepXaHo. Y TakoMy BuNagKy BIiAMNpPaBHUK BXWBAE BCIX MOX/IMBUX 3ax0AiB Ao
3abe3neyeHHa OAepXaHHA ajpecatoM BiANOBIAHOrO [OKYMEHTa B E/IeKTPOHHIN
popmi.

Y pasi ofepxaHHsA Bif ajgpecaTta €/IeKTPOHHOro MOBiJOMJIEHHA MPO BiAMOBY Y
peecTpayii eNneKTPOHHOro [OKYMeHTa BifNpPaBHUKOM BXMWBaKTbCA 3axoau Ans
YCYHEHHA nigcTaB BigMOBM | 3abe3neyeHHs MOBTOPHOro HaACWNaHHA TaKoro
LOKYMEHTA B €/IeKTPOHHIN opmi.

BigxvneHHsa agpecatoM efieKTPOHHOrO AOKYMeHTa 6e3 3a3HayeHHS NiAcTas, LWO
BMU3HAYeHi Yy NYHKTI 21 yiel IHCTPYKLIiT BBaXXAETbCA CBIAOMMUM MOPYLUEHHAM.

[opatkoBe nNigTBEPAXEHHA (aKTy OTPMMaHHA enekKTPOHHOro [OKyMeHTa
afipecaTom He BUMaraeTbCH.

JKypHan 06MiHy eleKTPOHHUX JOKYMEHTIB

25. XypHan 0OMiHY € OKpeMuUM efleKTPOHHWUM pPeecTpoM Yy CKnaji cucTemu
eNeKTPOHHOTO LOKYMeHTOO0OIry (Be6-mofynsa cucteMmn B3aeMOfil), AKUN POPMYETbLCS
I3 nepeniky 3anuciB Mpo MPOXOAXEeHHA MNPUMIPHUKIB eNeKTPOHHUX [LOKYMEHTIB
yepes CUCTeMY B3aEMOAIT.
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26. XXypHan obMmiHy cKnagaeTbCa 3 TaKUX pPO3AiniB:

1) HagicnaHi - HoOMep | gaTa peecTpauii eNeKTPOHHOro AOKYMeHTa, ajpecar,
KOPOTKUIM 3MICT, BUA, faTa i yac HafcuNaHHA, a TakKoX atpmbyTtu iHpopmauiiHoro
NOBILOM/NEHHSA;

2) OTpuUMaHi - BUXIAHI HOMep i para peecTpayil eNeKTPOHHOro [AOKYMEeHTa,
KOpPecnoHAEHT, fara ivac LOCTABKMU;

3) 3apeecTpoBaHi - CK/MafoBi, aHaNoriyHi 40 CKNajoBUX PO3finy OTpUMaHIi, a
TaKoX HOMep i jaTa peecTpauil eNeKTPOHHOro LOKYMEHTa yCTaHOBOl-afpecaTtoMm Ta
npi3suLLe, BNacHe im'a peecTtpaTopa, HalMeHYBaHHA CTPYKTYpPHOro nigposginy,
BigNOBifaNbHOro 3a BWKOHAHHA [JOKYMeHTa B YCTaHOBI, Npi3BuLlle, BNacHe im's,
TeneoH Ta cny4y-60Ba efleKTpoHa nMowTa WOro KepiBHMKa, Mpi3BuLLe, BNacHe
iM'A npauiBHUKa, Tr:4NOBIAaNbHOIO 3a BWUKOHAHHA JOKYMEHTa B YCTaHOBI, MOro
TenedoH Ta cNy>X60Ba eNeKTPOHHA NOLWTa;

4) BIAMOBNEHO B peecTpayii - JO aTpubyTiB po3finy OTpMMaHUX [LOAAKTbLCHA
fata i nigcraBa B'AMOBW, MNpi3BuLLe, BNacHe iM'a Ta TeneOH peecTparTopa, AKUM
34IACHEHO BiAMOBY.

27. IHopMmr" ,::Wwi NoBiAOMNEHHA aBTOMaTUUYHO BHOCSATbLCA A0 XYPHany 06MiHYy
Ta [JofjakTbeA ) BIANOBIAHMX 3anMuCciB MNP0 MPOXOAXKEHHA MPUMIPHUKIB
eNeKTPOHHUX  JOKYMEHTIB  4epe3 CWUCTeMy  B3aeMOAIT Ta  peecTpauiiHo-
MOHITOPUHTOBUX TFapTOK BiAMNOBIAHUX €IEKTPOHHUX LOKYMEHTIB.

ENeKTpPOHHI MoOBILOM/IEHHA aBTOMaTMYHO reHepyeThbCH CUCTEMOIO
eIeKTPOHHOT0 JOKYMEHTOO06Iiry (Be6-mofynemM cucTeMun B3aeMOfil) Ta HajgCUNaeTbCs
BignpaBHWKY ofp: Yy 3a (akToM [OCTaBKW, OTPMMAaHHSA, peecTpauil, BIAMOBW Y
peecTpauii eeKTp 4YHOro AOKYMeHTa ajpecaTom.

ENeKTpoHHI OBIOM/IEHHA He nNOTpebylTb OKpemoi T1x peecTpayii Ta
Bi3yanisanii.

28. EnekTpo"” :noBigOMNEHHA MalTb Taki 060B’A3K0OBI aTpubyTK:

1) npo Hajer -nHA - cTaTyCHe eNeKTPOHHe noBigoMaeHHs "HapgicnaHo" Ta garta
I Yyac HafcuNaHHA:

2) Npo AOCTaBKYy - CTaTyCHe eNleKTPOHHe noBigoMneHHs "[iocTaBneHo" Ta gara i
yac 40CTaBKMU;

3) Npo peecT Uil - CTaTyCHe efleKTPOHHe MOBigOMNeHHA "3apeecTpoBaHO™ Ta
HOMep | faTa peec auii e/IeKTPOHHOI0 AOKYMEHTA;

4) Npo BiAMO: Yy peecTpauii - cTaTyCcHe efleKTPOHHE NoBiAOM/IeHHA "BigmoBa y
peecTpauii”, pgaTt; 4ac, nigcrasa BigMOBMW, nNpi3BuULLe, BfacHe iM'da Ta TenegoH
peecTpaTtopa, SKUM 3A4IACHEHO BigMOBY.

TakoX CWUCT 'a B3aemopgil Mae 3filicHOBaTM onepaTMBHe IHPOPMYBaHHS
KopucTyBaya CTIC I B3aeMOZIi npo:

1) nosutmus W pesynbTaT TeXHiIYHOI MepeBipKM CUCTEMOK  B3aemMojii
HagicnaHoro kopl yBayeM CUCTEMW B3aeEMOAIl LOKYMEHTa Ta MOro MOCTaHOBKY B
Yyepry Ha 3MBaHTr- JiHA 40 CUCTEMMW €/IeKTPOHHOro AOKYMeHToo6iry (Be6-mopyns
cuctemun B3aemof:' apgpecara;
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2) KiNbKICTb AOKYMEHTIB, WO CTOATb B 4Yep3i Ha 3aBaHTaXeHHA [0 CUCTEMMU
eNeKTPOHHOT0 AOKYMEHTO0b6iry (Be6-moayna cMCTeMmn B3aEMOAiT) KOpUCTyBaua.

Oco06/MBOCTIi eNeKTPOHHOT B3aEMOZIiT 6e3 3aCTOCYyBaHHS
CUCTEMM B3aEMOAIT

29. IHpopmaLinHMin 0BMIH MK npayiBHMKAMW YCTaHOB 3[iMCHIOETLCA NuULle 3
BUKOPUCTAHHAM CNY>X60BOT €1eKTPOHHOT NOLWWTH.

30. IH¢opmaLiAHMA 0OOMIH 3AIACHIOETHCSA 3 METOHO:

1) nonepe4HbOro MNOrOAXEHHS pedakuii MNPOEKTIB CMiIbHUX €/IeKTPOHHUX
LOKYMEHTI'?, 30KpeMa CniBp0o3p061eHHA MPOEKTIB aKTiB;

2) [LOBefeHHA ynpaBniHCbKOT IH(opmayil 4O Bigoma, 30KpeMa Npo MjaHu Ta
po6oTy BiAMOBIAHNX YCTAHOB;

3) iH(QopMyBaHHS nNpo MNPURHATI palgepxagMmiHicTpayielo ynpaBniHCbKI
pilleHHS;

4) 3’ACyBaHHSA CTaHy onpautoBaHHS YCTAHOBOK €/IEKTPOHHUX JOKYMEHTIB, LWO
HagiAWANM Ha TX po3rnsg.

31.IHpopmauis 3 NUCTYBaHHA CNy>X60BOK E€NEKTPOHHOK MOLWTOK MOXe
BMKOPUCTOBYBATUCS ANS NiATBEPAXEHHS BUKOHAHUX AiiA.

32. IHpopMmaLiiHMA  06MIH Cny)XO0BOK €NeKTPOHHOK TMOWTOK He Mae
HPUANYHOT CUNN.

33. IHhopmayiiHNUiA  06MiH  CNy>K60BOK  e€NeKTPOHHOL noLTOoH He
AOMYCKaeTbCcA WOA0 iHhopMaL,ii 3 0OMeXeHUM LOCTYMOM.

il. OpraHi3ayisi eNeKTPOHHOI0 JOKYMEHTOO0b6Iry

34.0 ' ii: HIM [OKYMeHTOOGIry panpepxagMmiHicTpayii 34iMCHIOETbCA 32
gonomoro! 1M MW eNeKTPOHHOTO AOKYMEHTOOOIry, WO IHTErpyeTbca i3 CUCTEMOIO
B3aeEMOAIT.

35. Cuctema  efleKTPOHHOro  AOKYMeHTo06iry mnoBMHHa  3abe3neyysaTu
NMPOXOAXC !T O TEKTPOHHUX [AOKYMEHTIB Ta eNeKTPOHHWUX KOMiA [LOKYMEHTIB Ta
B3aEMO3B’: N i CUCTEMaMu eNeKTPOHHOTO AOKYMEHTOO06Iry iHWMNX ycTaHoB.

O6niK 06cAry eleKTPOHHOI0 AOKYMEHT0006iry

36.0" Y 06CcAry  eneKTPOHHOro  AOKYMEHTO006iry  34iiCHIOETbCS B
aBTomatul n . pexumi CUCTEMOIO e/NIeKTPOHHOTO LOKYMeHTOo06iry
pangepxa;: milli rpauyit.
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37. MiacymkoBi faHi 06niky 06¢csAry 4OKyMeHTO06iry nofatdTbCA B €/IEKTPOHHI
opmi (gopatok 1).

PeecTpauis JOKYMEHTIB

38. BXigHi, BHYTpPIWHI, BUXiAHI, IHWI AOKYMEHTM He3anexHo Big opmu ix
CTBOpPEHHS, MNIArOTOBNEHI B YCTaHOBI, PEECTPYHOTbCA B CUCTEMI €MIEKTPOHHOTIO
AOKYMeHTOoO00biry, a y pasi 1iBigCYyTHOCTI BXigHi Ta BUXigHI OOKYMEHTHU
PEECTPYIOThLCA Y BE6-MOAY/I CUCTEMU B3aEMOLIT.

39. Ana 3abe3neyvyeHHs peecTpauil AOKYMEHTIB Yy €NeKTPOHHIN Ta naneposii
opmax (gani - AOKYMEHTM) B aBTOMAaTW30BAHOMY pPeXWUMi 3aNOBHIETbLCH
peecTpalinHO-MOHITOPUHIOBa KapTKa, L0 AKOT BHOCATHCA BCi 060B’A3KOBI, 404ATKOBI
Ta y pasi noTpebun iHWI pekBi3UTU AOKYMEHTa BifNOBiAHO A0 BMUMOTI IHCTPYKUIT 3
[AinoBoACTBa pagepxagmiHicTpauil.

40. PeecTpaLyiiHO-MOHITOPMHIOBA KapTka eNeKTPOHHOTO [OKYMEHTA
CTBOPHOETLCA CUCTEMOK e/IeKTPOHHOrTo [OKYMeHT0o06iry (Beb6-mopyfnem cuctemmu
B3aEMOAiT) B eIeKTPOHHI opmi.

41. o 060B’A3KOBUX  PEeKBi3UTIB, WO BHOCATLCA B  peecTpayiniHo-
MOHITOPUHIOBY KapTKy, Hanexartb:

1) BUA BOKYMEHTA;

2) iH[eKC Ta 3aron0BOK eNeKTPOHHOT cnpasu;

3) KopecnoHAeHT (ycTaHoBa-BigNpaBHUK);

4) nignucysay LOKYMeHTa Ta eNleKTPOHHUIA undpoBuin nignuc nignucysaHa abo
e/leKTPOHHA NneyaTKa yCTaHOBU-BiNPaBHUNKA;

5) agpecat (nepenik yctaHOB, AKMM afipecOoBaHO AOKYMEHT);

6) BuxigHi HoOMep Ta gaTa (peecTpauinHi aTpubyT KOpecrnoHAeHTa);

7) BXigHI HOMep Ta gaTa (peecTpauiiiHi aTpnbyTn agpecarta);

8) BUXiAHMIA HOMep Ta pata peecTpayii (peecTpauidHi atpubyTn ycTaHOBM),
KOPOTKWUIA 3MIiCT JOKYMEHTA,;

9) CTPYKTYPHUI Nigpo3gin;

10) BignoBiganbHWIA 3a BUKOHAHHA 3aBAaHHsA Ta/abo NiAroToBKY [LOKYMEHTa B
yCTaHOBI i3 3a3HAa4YeHHAM WOro iHAekcy, npi3Builia, iMeHi, Nno 6aTbKOBi, HOMepa
TeneoHy Ta CNyXX60BOT eNeKTPOHHOT NOW TN NOr0 KEpPiBHUKA,;

11) eNeKTPOHHI pe3onouil;

12) BignoBiganbHWin BMKOHaBeub (3rigHO 3 Pe30/tOLiED) i3 3a3HAYEHHAM Oro
npissuwa, iMeHi, No 6aTbKOBI, HOMepa TefedoHy Ta CNy>XO0BOT e/IeKTPOHHOT MOWTH;

13) cTpOK Ta No3Hayka nNpo BUKOHAHHA eNeKTPOHHOr0 AOKYMEHTA;

14) KinbKiCTb CTOPIHOK CYyNnpOBIAHOro N1cTa Ta KifbKIiCTb CTOPIHOK A0AATKIB;

15) nocunaHHA Ha BXe 3apeecTpoBaHi JOKYyMeHTU (iCTOpif NUTaHHSA);

16) iHAMKATOPU CTaHy BWKOHAaHHA [OKYMeHTa Ta CTPOKM BUKOHAHHA

IHANKATOPpIB.
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42. [0 p[oJaTKOBUMX  PEKBIi3UTIB, WO BHOCATbCA A0  peecTpauiinHo-
MOHITOPUHIOBOT KAPTKN, HaNeXatb:

1) BHYTpIWHE nepeagpecyBaHHsA eNeKTPOHHOI0 AOKYMEHTa MK CTPYKTYPHUMU
nigposginaMmun JOKYMEHTa MiXK CTPYKTYPHUMM nigposginamun pangepxagmidHictpayir;

2) HaABHICTb | Nepenik A0A4aTKIB;

3) NPOMIXHI CTPOKN BUKOHAHHSA;

4) iH(popmauis Npo 3MiHY Ta NepeHeCceHHA CTPOKIB BUKOHaHHSA, NMPUNUHEHHS
MOHITOPUHTY €/IeKTPOHHOIO AOKYMEHTa;

5) eNeKTPOHHI NOBIAOM/IEHHA CUCTEMM B3aEMOSIT;

6) Koj [OKYyMeHTa 3rigHo 3 TeMaTUYHUM Knacuikatopom
pagepxaam iHicTpauyii;
7) CTPOK nepefaBaHHA Jife] apXiBHOTO nigposginy anaparty

pangepxagMiHicTpauyii;

8) no3Hayka MNpo HaNeXHiCTb [OKYMeHTa [0 [AOKYMEHTIB TepMIiHOBOTO
po3rnaay;

9) cTpoK 36epiraHHA €NeKTPOHHOro JOKYyMeHTa (BiANOBIAHO A0 HOMEHKNaTypw
crnpas).

43. lonycKaeTbCA BBeAEHHA paifjepXagMiHicTpauiero iHWWUX pPekBi3nUTIB
eNeKTPOHHOro0 [OKYMeHTa, fAKI He 3BYXYHTb Ta He 3MIHIOKTb 3aCTOCYBaHHA
060B’A3KOBUX Ta J0AATKOBUX MOr0 PeKBi3nTIB.

44. PeecTpauis BXigHOT | BUXIiAHOT KOpecnoHAeHUiT pahgepxagMiHicTpayii
30INCHIOETHCA CNY)XXO60K AiN0BOACTBA LEHTPani3oBaHO B €AUHIN CUCTEMI.

MopajoK peecTpayii OKpeMux BUAIB LOKYMEHTIB BU3HAYaETbCA IHCTPYKLUiEO 3
[iN0BOACTBaA pangepxagMiHicTpayii.

45. ®akcorpamu Ta iHWI eNeKTPOHHI AOKYMEHTU, WO HaAXOLATb €/IeKTPOHHO
nowTow  6e3/3 KBanihikoBaHUM  efIeKTPOHHUM  nignucom  (KBanig)ikoBaHO
e/IeKTPOHHOK MeyaTKOo), peecTpayii He NigNArarTh.

46. Y  cuctemi e/IeKTPOHHOT0  AOKYMEHTOo0biry  (opmMyeTbca  efuHa
LeHTpanizoBaHa 6a3a peecTpayiiHMX OaHUX B €NeKTPOHHIA (opmi, 3a 4ONOMOTrOH
AKOT  npauyiBHUKKM  3ab6e3nevyyrTbCs iIHpopMauiero npo BCI  AOKYMEHTU
pangepXagmiHicTpauii i IX MicLe3HaxXx0OXeHHS.

47. TIOpsALOK BHECEHHS PEKBI3MTIB A0 peecTpayiiHO-MOHITOPUHIOBOT KapTKN Ta
X po3MilleHHA BM3Ha4YaeTbCAa IHCTPYKL i€ 3 AiN0BOACTBA pagepXagmiHicTpayii.

PeecTpauis BXigHUX LOKYMEHTIB

48. PeecTpauyisd BXigHOT KopecnoHAeHUil 34iACHIOETLCA pPeecTpaTopom Jfuwe
nicng NpoBefeHHsA NonepeaHbLOro Po3rnany AOKYMEHTA.
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49. He pgonyckaeTbCsi MNPOBeAEHHS MNOABIMHOT peecTpayii eneKTPOHHOro
JOKYMEHTa Y CUCTEMi eNneKTPOHHOro [JOKYMeHToo6iry Ta Beb6-mofyni cuctemu
B3aEMOJIT.

50. Ha 4OKYMEHT, WO HafiwWwoB y nanepoBi opmi, nicna peectpayii WASXoOMm
OPYKY HaHOCUTbCA MOro wrpux-kog abo (“A-koh, NPUCBOEHMIA CUCTEMOIO
e/IeKTPOHHOT0 [OKYMEHTO0O006iry, Ta CTBOPHETLCA (OTOKONIA, HAKY peecTpaTtop
BHOCWUTb [10 PeeCTPaLinHO-MOHITOPUHIOBOT KapTKW.

51. BXigHWA AOKYMEHT NOCTiAiHOro Ta Tpueanoro (noHag 10 pokiB) 36epiraHHs,
WO HagilnwoB y nanepoBiii (opmi, nicna peecTpayil Ta CTBOPeHHS oToKonii
peecTpaTtopom 3anulaeTbca B CAYX6i pginosoacTtea nuwe pAnd 36epiraHHa 3
noganbwnm (OpMyBaHHAM Yy crnpaBu BigNOBIAHO A0 3aTBEPAXEHOT HOMeEHKNaTypu
cnpas.

MepeBipKa eNneKTPOHHOro Lndposoro nignucy

52. lepeBipka KBanihikoBaHOro efeKTPOHHOro MNiANMCY 4M  MeyaTKu
3AIACHIOETLCA 3 JOTpUMaHHAM [lopAagKy BUKOPUCTaHHSA eNeKTPOHHUX [OBipYmMX
nocnyr B OpraHax AepXxaBHOT BfafgW, opraHax MIicLeBOro camoBpAAYyBaHHS,
nignpueMcrBax, YyCTaHOBax Ta oOpradisauiax fgepXasHoi (OpMK  BIACHOCTI,
3aTBepA)KeHoro noctaHoBow KabiHeTy MiHicTpiB YkpaiHu Big 19 BepecHs 2018
pokKy No 749 (OdiyiiHnin BicCHUK Y KpaiHu, 2018 p., No 76, cT. 2528).

53. B paipgepxagMiHicTpalii opraHi3oByeTbCsi LeHTpani3oBaHe CXOBMLLE
KBanihikoBaHUX cepTUQikaTiB BIAKPUTUX KNOYiB abo 3aCTOCOBYETbCA OHMAWH-
nepesipka cepTu@ikaTiB BIgKPUTUX KAOYIB 6e3nocepegHb0 3  €NeKTPOHHOTO
nepeniky KeaniPikoBaHWX CepTUPIKATIB BIKPUTUX KIKOYIB  KBaniikoBaHUX
HajaBa4yiB eNeKTPOHHUX LOBIPYMX NOCNYT.

54. TlepeBipka Ta nNigTBEPAXKEHHA KBaNi)ikoBaHOTo eflIeKTPOHHOro nignucy
Ta/abo nevyaTtkn 3LIACHIOETHCHA 3 AOTPUMAHHAM BMMOI 4YaCTUHWU [pyroi cTtarTi 18
3aKoHYy YKpaiHu "lpo eneKTPOHHI foBip4yi nocayru”.

PeecTpauis BUXiIAHUX AOKYMEHTIB

55. PeecTpauia BUXIAHUX €NEKTPOHHMUX AOKYMEHTIB 3AINCHIOETLCA, nicns ix
nignucaHHs, B cnyxo6i AinosoacTea. IHCTpYKUIi€EHD 3 fAinosoacTea
paigepxagmiHicTpayii moxe 6yTn nepepbavyeHa aBTOMaTUUYHa peecTpauyis BCix abo
OKpeMunX BUAIB LJOKYMEHTIB 3a (hakTOM X nignucaHHs.

IlHWi BMAM [OOKYMEHTIB nignaralTb peecTpayii  nicngd X HaACUNaHHSA
PO3POOHMKOM Ha peecTpayito B CcnyXxby pfifnoBoacTea (NPOEKTU pPoO3NOPALXKEHb,
CNyX60Bi, MNOACHKOBAaNbHI 3anWCKW, [LOPYYEHHA T0N0BW panfepxagMmiHicTpauir,
NPOTOKO/IN, NOAAHHSA TOLLO).
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56. HagcvnaHHA  [OKYMEHTIB  He3anexHo Bif ¢GopMu 1X CTBOPEHHA,
3LIACHIOETHCA Yepe3 CUCTEMY B3AEMOAIT.

Y pasi CTBOpPeHHA AOKYMeHTa y naneposiii popmi agpecaTty HafCUNaeTbCca NuLle
horo ¢otokonisa yepes CMCTEMY B3AEMOAIT, KpiM BMNafKy HaACUNaHHA LOKYMEHTIB
yCTaHOBI 4M 0CO06i, AKI He € KopucTyBayaMu CUCTeMW B3aEMOLIT, Ta LOKYMEHTIB,
BM3HAYEHUX NMYHKTOM 2 Uiel IHCTpYKLIT.

57. AKWwoO appecat He € KOPUCTyBayemM CUCTEMU B3AEMOJIl, peecTpatop
paingepxagmiHicTpayii CTBOPHE 3acBigyeHy ManepoBy KOMilO eNeKTPOHHOrOo
LOKYMeHTa Ta Hajcuiae 3a HaneXHICT 3rigHo 3 BuMoramm [HCTpPyKUii 3
[iN0oBOACTBa palgepxXagMiHicTpauii.

58. Y pasi HaacunaHHa ¢oTokonii AOKYMEHTa u4epe3 CUCTeMYy B3aeMOAil
opuriHan BUXiAHOro AOKYMeHTa B nanepoBi dopmi (nMwe AnNa AOKYMEHTIB
nocTiiHOro Ta Tpueanoro (noHag 10 pokiB) CTpoOKiB 36epiraHHs) 3anuMlIaeTbCcA B
cny>x6i LinOBOACTBA Ti/NIbKW A5 36epiraHHa 3 nojanbwmnM POpMyBaHHAM Yy cnpasu
BIANOBIAHO [0 3aTBEPAXXEHOT HOMeHKNaTypu cnpaB 6e3 nepegadi ix agpecarty.

59. MepeBipKY BHECEHUX Y peecTpaLinHO-MOHITOPUHTIOBY KapTKy 060B’A3K0OBUX
Ta JOAATKOBUX PEKBI3UTIB BMXIAHOTO AOKYMeHTa 34iACHIOE CUCTEMA €NeKTPOHHOIO
JOKYMEHTOO0O6iIry B aBTOMaTUUYHOMY pPeXUMI.

KBanipikoBaHa eneKTpoHHa neyaTkKa

60. Tlepenik eNeKTPOHHUX [LOKYMEHTIB, HAKIi NOTpPebylTb 3acBifUYeHHS
KBaniPikoBaHOI €NeKTPOHHOK NeyaTKow BM3HAYaeTbCs IHCTPYKLUIE 3 AiN0BOACTBA
pagepxagmiHicTpayii Ha nigcTaBi akTiB 3aKOHOAaBCTBA.

61. Po3nopsf)XeHHAM Tron0BW pakgepxagmiHicTpayii (Haka3oM KepiBHUKaA
anapary pangepxagmiHicTpayii) BM3Ha4a ThCH nopagoK BUKOPUCTAHHA
KBaniikoBaHOT efleKTPOHHOT neyaTKM Ta YMNOBHOBaXXeHi nocafgoBi ocobwu,
BigMoBifanbHi 3a i1 3aCTOCYBaHHA.

KinbKicTb KBaniyikoBaHMX €NeKTPOHHMUX MeyaToK, WO BUKOPUCTOBYHTbLCH
paigepxagMmiHicTpayii, He 06MeXYETbCH.

PaipgepxagMiHicTpayis mMae npaBo 3acBifgyyBaTu e€NeKTPOHHI KONii 4OKYMEHTIB,
30Kpema Ha BUMOTY OpraHiB Cyf0BOT B/iafn Ta MPaBOOXOPOHHUX OPraHis.

OpraHisauia nepefgaBaHHA JOKYMEHTIB
Ta BU3HAYEHHSA TX BUKOHaBL,IB

62. 3apeecTpoBaHWiA [LOKYMEHT 3a (akTOM BHECEHHA peecTpaTopom B
peecTpayiiHO-MOHITOPUHIOBY KapTKy BifNOBif4aNbHOro 3a po3rnsaj LOKYMeHTa
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(3rigHO 3 po3noAifioM (PYHKUIOHANbHUX NMOBHOBAXXEHb) r0O/I0BU, 3aCTYMHMUKA FON0BU,
KepiBHMKa anapaty paingepxagmiHictpauii, aKui  po3rnagae [LOKYMEHT B
pagepxagmiHicTpayii nepwwum (gani - MNepBUHHUIA po3rnag), aBTOMATUYHO
nepefaeTbCca Ha PoO3rnsag yepes CUCTEMY €/IeKTPOHHOTO JOKYMeEHTOO00iIry.

[JOKYMEHT aBTOMaTM4HO Ta OfHOYACHO HaAXOAWTb Ha pPoO3rnsf OAHIN um
JeKiNbKOM  nocafjoBuMm ocobam  (3acTynmHMKam  TO/IOBW, KepiBHWUKY anapaTy
pangepXxagmiHictpauii abo KepiBHMKaM CTPYKTYPHUX nigposainis
pangepxagmiHicTpauir),  fKi BU3HaYeHI BUKOHaBLSAMMN (cniBBMKOHaBLSAMMN)
3a3HAYEeHOro JOKYMeHTa.

63. [okyMeHTW ofpasdy nicnd ix peecTpayii nepepsawTbCs Ha MNEPBUHHUN
po3rnsg.

FonoBi panpgepxaaMmiHicTpayii abo 3aCTYNHWKY ronoBu pangepxaamiHicTpaduil,
WO BUKOHYE MOro 060B’A3KW, HA MEPBUHHWUIA PO3rNAaL nepefardTbCA LOKYMEHTHU, LWO
Hagiiwnn Big Cekpetapiaty KabiHeTy MiHicTpiB YKpaiHu, BepxoBHOi Paau
YKpaiHu, AamidicTpayii MNpesngeHTa YKpaiHu, obngepxaamiHictpauii, 3BepHEHHS
HapoAHMX fenyTaTiB Ta JOPYYEHHA (MCTU) YCTAHOB BULLOTO PiBHA.

3acTynHUKY ronosmu pangepxagmiHictpayit, KepiBHUKY anaparty
pangepxagmiHicTpayii 3rigHo 3 po3noAinom (¢YHKLIOHANbHUX MOBHOBaXXEHb Ha
NMEPBUHHWIA pO3rnafg nepefalwTbCA akTW OpraHiB Lep>aBHOT BnajW, opraHis Bnagu
ABTOHOMHOT Pecny6niku Kpum, LOKYMEHTW, WO HaZiAWAM Bifg TeputopianbHUX
OpraHiB MiHiCTepCcTB Ta BifOMCTB YKpaiHM B paloHi, NignpuemMcTB, YCTaHOB Ta
opraHisauin, opraHi3auiiHo-po3nopaaYi Ta nporpamMHi OOKYMEHTH
3araibHOepPXaBHOr0 xapakTtepy.

MepBUHHUIN PpO3rNAL NPOEKTIB aKTiB, BHECEHUX paigepxagMiHicTpauil Ha
cninbHe po3p06/eHHS, IHWNX AOKYMEHTIB 3AINCHIOETLCA KEPIBHUKAMWU CaAMOCTINHUX
CTPYKTYPHUX nigpo3fginie abo ocob6amun, W0 BUKOHYHTb X 060B’A3KM, B Mexax iX
KOMMeTeHL,iT.

ENeKTPOHHA Pe30toLLis

64. [MocagoBa ocoba, AKka 34IACHIOE NEPBUHHWUIA PO3rNaL €NeKTPOHHOrO
AOKYMEHTa, HaK/lajae Ha HbOro e/IeKTPOHHY pe30/itoLito, B fKill BM3HAYaEe roN0BHOTO
BMKOHaBUSA, BiANOBiganbHOro 3a oOpradisayito  BMKOHAHHA  JOKYMeHTa B
paingepxagmiHicTpayii, Ta y pasi Heob6XxigHOCTiI cniBBMKOHaBLIB i CTPOK WHOro
BMKOHAHHA.

B enekTpoHHIN pesontouii 060B’A3KOBO 3a3HayaldTbCS BCi  CTPYKTYpPHi
nigposginu, aki 6epyTb yyacTb B onpautoBaHHi JOKYMEHTa Ta NMOTO4XEHHI MPOeKTy
BigNoBiAi.

MocagoBi o0cobu, HAKi OAHOYACHO PO3rNAAaldTb ENEeKTPOHHUIN [OKYMEHT,
HakKnafatTb Ha HbOr0 eNeKTPOHHI pe3ontoyii, B AKMX BU3HAYalOTb BiANOBigaNbHUX
BMKOHaBLIiB Ta Yy pasi HeobXigHOCTI CMiBBMKOHABLIB Yy MexXax BifAnNoBi4HOIO
CTPYKTYPHOro niagposainy.
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65. ENeKTpOHHA pe30/ioLia CKNafaeTbCa 3 TAKUX PEKBI3UTIB:

1) npi3Buuie, BNacHe iMm’s BUKOHaBLSA (BMKOHaBLIB) Yy AaBabHOMY BIAMIiHKY,

2) 3MICT LOPYYEHHH,

3) CTPOK BUKOHaHHA,

4) kBanihikoBaHW eNeKTPOHHUI Nignuc nocagoBoi 0coou.

B enekTpoHHI pes3ontouii A0 €NeKTPOHHOro [AOKYMEHTa, WO He Mae CTPOKY
BUKOHAHHA, 3a3HaYeHHA 3MICTY JOPYYEHHA Ta CTPOKY BUKOHAHHA HE BMMaraeTbCs.

EnekTpoHHa pe30noLia MOXe [OMOBHIOBATUCA IHWKWMKU peKBi3UTaMu, SKi
BM3Ha4valoTbCsA IHCTPYKLUi€eO 3 4iN0OBOACTBA pagepxaaMiHicTpauii.

HekoHkpeTHI ("npuckoputun®, "noninwunTn™, "akTueizysatn", "3sepHyTn yBary"
TOLLO0) eNeKTPOHHI pe3ontoL il He JOMYCKaThCA.

66. Yci enekTpoHHi pe3onwouii, HaknageHi Ha eNeKTPOHHUN [AOKYMEHT,
BHOCATbLCA 40 MOro peecTpaliiHO-MOHITOPUHIOBOT KapTKW | HEPO3PUBHO NOB’A3aHi i3
Heto. ENeKTpOHHa pe30ntouis, AKa € HacNiAKOM BUKOHAHHA e/NeKTPOHHOT pe3ositouii
BMLLOr0 piBHA, AOLATKOBO MICTUTbL NI0TIYHE MOCUNAHHA Ha BIAMOBIAHY €NEeKTPOHHY
pe3ontouito (4epeBo eNeKTPOHHUX Pe3ontoLiin).

67. Ha eneKTpoHHY  pe30/0uito nocafgosoi  ocobwu HakfafaeTbcA
KBanithikoBaHUN eneKTPOHHUI Nignuc Wiei )X nocagoBoi ocobwm.

68. [0 HaknajaHHA eNeKTPOHHOT pe30siloUil  BCTAHOBAKITHLCA  Taki
0c06/IMBOCTI:

BMKOHABLAMM €/IeKTPOHHOT pe30ontoLii KepiBHMKa YCTaHOBM  BU3HAYalTbCAH
KEPIBHUKMN CTPYKTYPHUX Nigpo3finie panpepxagmidictpayii (y pasi HeobXigHOCTI
MOXYTb OYTW BM3HA4YeHi NpauiBHWKW YCTAHOBU, A0 KOMMETEHUIT AKUX HaneXxutb
3a3HayeHe B pe30/OLiT NUTaHHA), MPO WO CUCTEMA eNEKTPOHHOI0 LOKYMEHTOOOIry
aBTOMaTUYHO IH(HOPMYE 3aCTYMHUKIB KepiBHMKA YCTaHOBU, fAKIi KOOPAWHYHOTb
LBIANBHICTL BIANOBIAHOTO CTPYKTYPHOTO NiApPO34iny Ta y pasi notpebu MawTh NMpaso
LOMOBHUTU 3a3HauYyeHy pe3o/ilouito, He 3MIHIKYM CYTi [LOPYYEHHA KepiBHUKA
YCTaHOBW Ta NOro ros0BHOr0 BUKOHaBLSA;

BMKOHaBLUAMWN pPe30toLii 3aCTYMHUKaA rofoBy pagepxagmiHicTpayii, KepiBHMKa
anapaTy pangepxafMiHicTpalil BU3HAYAOTbCA KEPIBHUKWU CTPYKTYPHUX Nigpo34inis
parvgepxagMmiHicTpayii, u4u0 AiSNbHICTb KOOPAMHYE BIANOBIAHWA  3aCTYMHUK
(kepiBHMK anaparty), Npo WO cCUcTeMa eIeKTPOHHOI0 AOKYMEHTO006Iry aBToMaTU4yHO
IHPOPMYE KepiBHUKIB BIAMOBILHUX CTPYKTYPHUX NIAPO3L4iNiB;

BUKOHaBUAMM pe30touii KepiBHUKA CTPYKTYPHOro nNigpo3ainy BU3HavawTbCA
KEPIBHUKN  MIANOPALKOBAHUX  CTPYKTYPHUX  MIAPO3LINiB  4uM  cneuianictu
BiAMNOBIiAHOro nNigpo3Ainy, nNpo WO CUCTeMa €eNeKTPOHHOro [AOKYMEHT00biry
aBTOMATUYHO IHPOPMYE KepiBHUKIB BIANOBIAHUX NiANOPAAKOBAHUX NIAPO34iNiB, WO
BXO4ATb 40 CKNagy UbOro CTPYKTYPHOro nmigposginy;

BMKOHaBLEM pe3ontouii ronosu pangepxagMmiHictpayii, 3acTynHuWKa rosioBu
paingepxagmiHicTpauyii, KepiBHMKa anapaty pangepXxagmiHictpayii moxe 6yTn 6yab-
AKWMIA NignopagKoBaHUA BigNOBIAHOMY KepPiBHUKY CMiBPOOITHUK
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pagepxagmiHicTpauii, A0 KOMMNeTeHLIT AKOro HaleXuTb 3a3HayeHe B pe3ontouii
nuTaHHAa. T1po BW3HAyeHHA B pe30noUii BUKOHAaBUA CUCTEMA ENeKTPOHHOrOo
JOKYMEHTO06iry  aBTOMaTM4HO  iH(OPMYye  KepiBHULTBO  CTPYKTYpPHOro Ta
nignopaaKoBaHOro nigpo3ainy gaHoro cniBpo6iTHUKE;

OTPMMAaHHA 3aCTYNHWKOM FON0BW paigepxagmiHicTpayii, KepiBHUKOM anapaTy
pangepxagMiHicTpalii, KepiBHUKOM  CTPYKTypHOro a6o nignopsAKoBaHOro
nigpo3giny eNeKTPOHHOro NOBiAOMIEHHS MNPO CTBOPEHHS KEPIBHUKOM BULLOTO PiBHA
e/IeKTPOHHOT pe3onioLil He nepegbayvyae CTBOPEHHA BIAMNOBIAHUM KEpPiBHUKOM CBOET
pesonilOLil A0 LbOro > [OKYMeHTa, a /uwe nepefbayae O03HAWOMNEHHA i3
LOKYMEHTOM;

eNIeKTPOHHOK pe30/toLieldo MoXe O6YTU BM3HAYEHO TO/IOBHOTO0 BUKOHAaBLSA,
CMiBBMKOHABLIB, CTPOKM BMKOHAHHSA, OTPUMYyBayiB LOKYMeHTa "40 Bigoma".

69. ENeKTPOHHI [LOKYMEHTM HaAXO0AATb [0 X BWKOHAaBLIB BUK/IKYHO Yepes
CUCTEMY €/IeKTPOHHOro [JOKYMeHTOo06iry Ha nifjcTaBi HaknageHux Ha HUX
e/IEKTPOHHUX Pe30toLil.

[JOKYMeHT, BUKOHaBLUAMN AKOTO € KifibKa CTPYKTYPHUX Nigpo3ginis (nocagoBux
0cib), HagXoAMTb O4HOYACHO A0 BCiIX MOro BMKOHaBLiB, BU3HAYEHUX €NEKTPOHHO
Pe30/IIOLiEl0 UM MepenikoM pPO3CUNKK, CTBOPEHUM peecTpatopoM abo aBTOpOM
LOKYMEHTa.

70. KepiBHUKU CTPYKTYPHUX nigposginis pangepxagmiHicTpayii
ONpauboBYKOTb €NEeKTPOHHI JOKYMEHTU, OTPMMaHi BHACNILOK TX nepefaBaHHA 4yepes
CUCTEMY €NeKTPOHHOI0 LOKYMEHTOO0OIry 3a HaneXHIiCcT, Ha NiAcTaBi HaknajeHux Ha
HUX eNeKTPOHHUX Pe30/oLii.

Yy pasi Heob6XxifgHOCTI KepiBHUK CTPYKTYpPHOTO nigposginy
pagepxagMiHicTpauil Mae npaBo generyBatu CBOEMY 3aCTYMHWUKY PO3rnaf Y4acTUHWU
eNeKTPOHHUX [OOKYMEHTIB, fAKI HaAXO0AATb Ha oOnpaulBaHHA [0 CTPYKTYPHOTO

nigposginy.

71. Cnctema eNeKTPOHHOTo [OKYMEHTO006iry aBTOMaTUUYHO (QIKCYe (akTu
nepegasaHHS eNeKTPOHHUX  AOKYMEHTIB BUKOHaBLAM B  peecTpauiiHo-
MOHITOPUHTOBIN KapTyi i3 3as3HayeHHAM iH{opmayii nNpo BWMKOHaBLUIB, SAKWUM
nepefaHo LOKYMEHT.

72. 3MiHa TrONOBHOr0 BWKOHABUA 3JIiNCHIOETLCA B CUCTEMI €/IEKTPOHHOTIO
JOKYMEHTOO006iry Ha nigctaBi pe3onitouii KepiBHUKa, KW 34ilACHIOBaB MNEPBUHHUNR
pPO3rnAL efNeKTPOHHOro LOKYMEHTA.

73. AKWO ANd eNeKTPOHHOr0 JOKYMeHTa He BCTAHOB/IEHO CTPOKIB BUKOHAHHS, a
oro onpaytoBaHHA He nNOTpebye NIArOTOBKM MNPOEKTY [OKYMEHTa Ha #oro
BMKOHAHHA, BIiANOBifanbHUIA BWKOHAaBELb Mae nMpaBo Micns O03HAWOMIEHHA 3
AOKYMEHTOM BHECTM B PEECTPaALINHO-MOHITOPMHIOBY KapTKy IiH(opMaLito npo
Cnoci6 BMKOHAHHA UbOro AokKymeHTa ("MUTaHHS BUPIWLEHO B pob6oyoMy nopsaky",
"B34TO y4yacTb 40 Bigoma" TowWO0), 3aKpUTK ihoro "ao crnpasmn'™.
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AKWO eNeKTPOHHUA [OKYMEHT po3icnaHo npauiBHUKaM paingepxagMmiHictpauyii
Ans O3HaNoOMJ/IeHHA yepes cuctemy eNeKTPOHHOTO0 LOKYMEHTOO0OIry
paingepxagmiHicTpauyii, npayiBHUKN BHOCATb BIAMITKY NpPO iX O3HAMOMEHHS, a Y
pasi po3cunaHHA AN 03HAWOMEHHA nNig nignuc - NIATBEPAXKYKOTb HaKnafaHHAM
KBaniikoBaHOro efleKTPOHHOro  nignucy. ¥ TakoMy BuUMNagky B  CcUCTeMI
e/IeKTPOHHOT0 [AOKYMeHT006iry obngepXxagmiHicTpaluii aBTOMaTUYHO TFeHEpPYeETbCA
NUCT 03HAWOM/IEHHA 3 LOKYMEHTOM, Y AKOMY 3a3HayaeTbCs Mnepenik nocagoBux ocib
obnpgepxagminicTpayii, skum 6yno nepegaHo BigNoOBiIAHWIA AOKYMEHT 3 MO3Ha4YKOH
npo O3HaMOMNeHHS, Yy TakKoMy (opmaTi: npi3BulLe Ta BnacHe iM'a, paTa
HaAXO[XXEHHS eNeKTPOHHOro [OKYMeHTa, jJaTa oO03HaoMieHHs (kBanidikoBaHa
eNeKTPOHHa No3Hayka 4vacy).

IV. JOKYMEHTYBaHHSA ynpaBAiHCbKOT iHpopMaLii B eNIeKTPOHHIN hopMmi.
3arasbHi BUMOTU O CTBOPEHHA LOKYMEHTIB

74. lOKYMeHTYBaHHA ynpaBiHCbKOT iH(DOpMaLil B eNeKTPOHHIN opmi nonsrae
Yy CTBOPEHHI eNIeKTPOHHMUX [OKYMEHTIB, B AKUX QIKCYeTbCA iH(poOpMaLis npo
ynpaBaiHCbKI pilleHHA 3 JOTPMMAHHAM YCTaHOBNEHUX L€ IHCTPYKLIE MnpaBul.

75. PekBi3nTKU, BU3Ha4yeHi Li€0 [HCTPYKLUie, BHOCATLCSA B peecTpayiiHo-
MOHITOPVUHIOBY KapTKy.

BnaHKu JOKYMEHTIB

76. OpraHizayiinHo-posnopsaguyi LOKYMEHTU pangepxagmiHicTpauii
ohoOpMIIIOTLCA Ha 6GnaHKax, WO CTBOPHKTbLCSA B €NeKTPOHHIA ¢Gopmi 3rigHo 3
BUMOTramu Liei IHCTPYKUIT.

77. bBnaHkM TeHepylTbCA CUCTEMOK  e/IeKTPOHHOro  AOKYMeHToobiry
paingepxagmiHicTpauil B aBTOMaTUYHOMY pPeXUMi Ha nigctaBi ob6bpaHMX aBTOPOM
NPOEKTY KpUTepiiB TUNOBOro 6n1aHKa and 06paHoro BUAYy eNeKTPOHHOI0 AOKYMEHTA.

Ana reHepayii TuMnoBoro 6naHKa 3acTOCOBYKTbLCSA KpuTepil: BUA, Tun
JOKYMeHTa, nignucysay ToOLO.

78. BnaHKn KOXXHOro BUAY FeHepyThbCA Ha OCHOBI MO340BXHbLOI0 PO3MilLeHHA
PEKBI3NTIB. PEKBI3NTN 3aronoBKa PO3MILLYKOTHCA LLEHTPOBAHUM CNoco6oM (MoYaTok i
KiHELb KOXHOT0 pAfKa PeKBi3aUTy 04HAKOBO BiffafieHi Bif MeX 30HM po3TallyBaHHA
PEKBI3NTIB).

79. AnA NigroToBKWM LOKYMEHTIB B €/IeKTPOHHIA (DOpPMi cucTeMa eneKTPOHHOro
AOKYMeEHTOO00Iry pangepxagmiHictpayii reHepye Taki BUAN 6/1aHKIB LOKYMEHTIB:

3aranbHWUin 6n1aHK ANA CTBOPEHHS LOKYMeHTIB (6€3 3a3HayeHHsA y 6/1aHKY Ha3Bw
BUAY LOKYMeHTa) (404aTOK 2);

cneyianizoBaHWi 6naHk [ANs CTBOPEHHA pPIi3HUX BUAIB [LOKYMEHTIB And
NNCTYBaHHA IHO3eMHUMU MoBaMu (foaaTtok 3);
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6naHK KOHKpPeTHOro Buay AoKyMeHTa (i3 3a3Ha4yeHHSM Ha 6n1aHKy Ha3Bu BuAy
LOKYMeHTa) (foaatok 4).

80. [OOKyMeHT Yy pa3i Heob6XIigHOCTI [APYKYETbCA pa3oM i3 6GnaHKOM,
3reHepoBaHMM CUCTEMOK  eNeKTPOHHOro [JOKYMeHTo06iry 6e3 3acTocyBaHHA
6naHKiB, BUTOTOBNEHUX APYKAPCbKMM CMNOCO60OM.

81. bnaHKN AOKYMEHTIB, CTBOPEHNX Y €/IEKTPOHHIA (hOpMi, HE HYMepylTbCA Ta
He NOTPebyTb 06/iKY.

[JaTa nignucaHHsA, 3acBifyeHHA Ta peecTpayii

82. [laTta nignnucaHHA BM3Ha4yaeTbCA KBaNi(PikOBAHOK eNeKTPOHHOK MO3HA4YKOH
yacy, W0 HeBig'€eMHO NoB'A3aHa 3 KBani)ikoBaHNUM €NeKTPOHHUM MigNUCOM.

83. [laTa 3acBiueHHS BU3HAYaETbCA KBaNihikoBaHO €N1EeKTPOHHOK MO3HAUYKO
yacy, IO HeBif'eMHO MOB'A3aHa 3 KBanihikoBaHO eNeKTPOHHOI MeYaTKolo.

84. [darta peecTpauii BUXIQHOr0 AOKYMeHTa aBTOMAaTM4HO (OPMYETbCA
CUCTEMOI eNeKTPOHHOro [AOKYMeHT006iry ycTaHoBu (Be6-MOAYyNeM CUCTEMMU
B3aeMOfil) y peecTpalinHO-MOHITOPUHIOBIW KapTyi nifg yac Moro nignucaHHs.

85. OO60B'AI3KOBOMY [aTyBaHHK Yy pPeeCTPaLinHO-MOHITOPUHIOBIA KapTui
nignarawTb yci cny>X60Bi BigMITKM, MOB'A3aHi 3 MPOXOAXXEHHAM Ta BUKOHAHHSM
LOKYMeHTa (pe30ontouil, BiAMITKM NPO BUKOHaHHA AOKYMEHTa, HafAcCWNaHHA MOro Ao
cnpasu TOWO).

OdhopmneHHs gogaTkis

86. Ha popartkax, WO 3aTBepAXYKTbCA BIigNOBIAHMMM aKTamu (MNONOXKEHHS,
IHCTPYKUIT, npasuna, MOPALKM TOLWO), MPOCTABMAAETLCA TpUd 3aTBEPLXKEHHSA
BIAMOBIAHO A0 MNYHKTY 92 uiel IHCTPYKUii. Y BIigNOBigHUX MNYHKTax po3nopsafyol
4aCTMHU LOKYMEHTa poOMTbLCA MOCUNAaHHA: "Wo gofaeTbca™ abo " (gopaerbca)”.

87. Ha pgopjaTkax [0 Hakasdy, MOMOXEHHs, MnNpaBWua, IHCTPYKLUiT TouLo
MPOCTaBNAETLCA BiMiTKa Y BEPXHbOMY MPaBOMYy KyTi MepLloi CTOPiHKM AoAaTKa, ska
BK/lOYAE HOMep A0AaTKa, 3aro/l0BOK HOPMATMBHO-MPABOBOr0 akTa Ta NOCUMAHHA Ha
BiANOBIAHY CTPYKTYPHY OAWHULIO, HANPUKNaA:

Jopatok 5

Ao MNpasBun BUPOBGHMLTBA
(BUrOTOBNEHHSA) Ta KOHTPOJIKO AKOCTI
NiKapcbKnx 3aco6iB B anTekax
(nyHKT 17)
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CynpoBigHi MmaTtepianu aoBigkoBoro abo aHaniTUYHOro XxapakTtepy (rpaiku,
CXemu, Tabnuuyi, CNUCKN TOWO) 4O OCHOBHOIO AOKYMeHTa MOBUHHI MaTu BiAMITKY 3
NOCUNaHHAM Ha Lel JOKYMEHT, KOro HasBy, Hanpuknag:

JopaTtok

[0 PO3NOPALXKEHHSA TOI0BU
HoBOyKpaiHCbKOT paioOHHOT AepXXaBHOT
agMiHicTpauyii

"Ipo npoBefeHHS nepeBipkn"

PeecTpaliiHM IHAEKC AOKYMEHTIB

88. AKWO AOKYMeHT nNiAroToBNeHO ABOMa 4Yu  Oinblwe  ycTaHOBamu,
3aCTOCOBYETHCS peecTpaLiHM iHOEKC FrONOBHOINO0 BMKOHAaBLA.

89. Mig wuyac Bi3yanisauil [OKYMeHTa Micle po3TallyBaHHS peecTpaliinHOro
IHAEeKCY BM3HA4Ya€eTbCA 3rigHO 3 POPMOIO 3reHepoBaHOro 61aHka.

90. Mipg vac Bi3yanisayii JOKYMeHTa CUCTeEMa eNeKTPOHHOro AOKYMEHTOO06iIry
yCTaHOBM BIATBOPOE Ta Bi3yani3ye pa3oM i3 AOKYMEHTOM o06pa3 wWTpux-kogy abo
C)N-kopy (pnsa pep>kaBHOT peecTpayil akTiB, NPOEKTIB akTiB Ta 000B’A3KOBUX
[O4ATKIB [0 HUX, WO po3pobnAlTbCA OpraHaMuM BWMKOHaBYOl BfiagW, NOCTAHOB |
po3nopagkeHb KabiHeTy MiHicTpiB YKpaiHu nuwe OHA-koa), AKUA 060B’3KOBO
MICTUTb:

1) paTy peecTpayii Ta peecTpalinHUiM IHAEKC AOKYMEHTA;

2) CKOpoYeHe HaliMeHyBaHHSA yCTaHOBMW, PeKBI3MT nignucysaHa (nignucysadis)
Ta faty nignucaHHA 3 KBaniPikoBaHO! e€NeKTPOHHOT MO3HaYKW Yacy eneKTPOHHOT
no3Hayky vacy (nuwe ana (“"N-koay);

3) faHi Npo noroAXeHHs (Nuwe ANa akTis).

91. MNipg vac peectpayii nanepoBmMx AOKYMEHTIB BUKOPUCTOBYETLCA LITPUX-KOA
abo C)K-kof, a nif vac peectpauii akTiB - nuwe pA-Koa.

Fpud 3aTBEPA>KEHHS JOKYMEHTa

92. Y pasi KONW eNeKTPOHHUWA [OKYMEHT 3aTBEPAXYETbCA MOCTaHOBOIO,
pilUEHHAM, HaKa3oM, PO3NOPSALXEHHAM, rpug 3aTBepA)KEHHS CKMafaeTbCs i3 cnosa
"SATBEPAXEHO", Ha3Bu (y Ha3UBHOMY BiAMIHKY) BUAY AOKYMEHTA,

AKUM  3aTBEPA)KYETbCA CTBOPEHWW [OOKYMEHT, i3 3a3HayeHHAM fJatu  #oro
3aTBEPA)KEHHA | HOMepa, Hanpuknaa:
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SATBEPOXXEHO

Po3nopaaXeHHsA ronosu
HoBOYyKpaiHCbKOT paioHHOT
LepXXaBHOT agMiHicTpauil

01 cepnHa 2024 poky Ne 100-p

Fpud 3aTBepA)XeHHA Bi3yani3yeTbCAd Yy BEPXHbOMY nMpaBoOMYy KyTi MepLol
CTOPIHKN JOKYMEHTA.

[aHi Npo BUKOHAHHA JOKYMEHTIB

93. BiagmiTka npo 3aKiH4eHHA BUKOHAHHA [OOKYMeHTa BHOCUTbCHA [0
peecTpaLinHO-MOHITOPUHIOBOT KapTKM Ta MICTUTb aBTOMaTU4YHO 3reHepoBaHi
CUCTEMOI eNeKTPOHHOro AOKyMeHT0O0OiIry cnosa “[o cnpasBu", HOMep crpasu, a
TaK0XX KOPOTKi BiJOMOCTi NP0 MOro BUKOHAHHSA, Hanpuknag:

[o cnpasn Ne 01-10
Nuct-Bignosigb Big 15.03.2020 Ne 01-10/98/0.1
abo
o cnpasu Ne 01-10
MWTaHHA BUpPIWEHO NO3UTUBHO Nifg yac TenedoHHOT posmosu 07.03.2020

Oco6n1MBOCTI OPOPMNEHHA AKX BUAIB AOKYMEHTIB
MpoToKONMK

94. MpoTOKONW CKNafalTbCA B €NEKTPOHHIN hopMi BiANOBIAHO A0 IHCTPYKUIT 3
[iNoBOACTBa pangepxaamiHicTpayii abo pilleHHA KoneriaibHOro oprasy.

95. Y pasi BefeHHA ayfioBi3yanbHOT (pikcayii 3acifaHHa BignoBigHWMIA 3anuc
NIANUCYETbLCA KBANIPIKOBAHUM €NeKTPOHHUM MIANNCOM CeKpeTapsa KoOMeriaibHOro
opraHy (gani - cekpetap) abo ynoBHOBaXKeHOT 0CO6M Ta A04AETbLCS A0 NPOTOKONY.

96. MpPOTOKONM Ta BUTATM 3 HUX 3aCBIAYYIOTbLCA KBaNniPiKOBAHOK e€NeKTPOHHO
nevyaTkow YyCTaHOBW, SIKY Haknajae cnyxba AinoBofcTBa, i HajgcunakwTbea y pasi
noTtpebu 3aiHTepecoBaHWM ycTaHOBaM, NnocagoBum ocobam, npayiBHMKam. lepenik
PO3CUMKW CKNajae cekpeTap.

Cny>k608Bi McTH

97. Cnyx60BMil NUCT B ENEKTPOHHIN ¢opMi OoQOpPMNOETLCA Ha 6naHKy,
aBTOMaTU4YHO 3reHepoBaHOMY  CUCTEMOH €IeKTPOHHOIo  [OKYMEeHTOO00biry
panaep>XaamiHicTpauil.

98. [laTol NucTa € AaTa Moro peecTpauii y cnyx6i ginosoacTsa.
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[OKyMEHT W Npo cNy>k60Bi BifpsAa>KEHHS

99. Ans peecTpayii BiApALXKeHb BeLeTbCA OKPeMWN ENeKTPOHHUIA >KypHan
(nopatok 5), nif 4ac BHeCeHHS 3anucy npo BigPALXEHHA [0 AKOro cucrtema
eNeKTPOHHOTO0 [JOKYMEHTOO06iry pargepxagmiHictpauii 34ilcHI0OE aBTOMaTUUHe
fieneryBaHHA MOBHOBaXeHb B CUCTeMI Bif OAHIET nocafoBOT 0CcoOM A0 IHWOT Ha Yac
TakKoro BigpAag>KeHHS.

MMigroToBKa NPOEKTIB eIeKTPOHHUX JOKYMEHTIB

100. 3a NiaroToBNeHWUIN NPOEKT e/IeKTPOHHOro AOKYMeHTa BifnoBifgalbHUM €
aBTOpP LOKYMeEHTa.

3a opraHisayito BMKOHAHHA €NeKTPOHHOro AOKYMeHTa BigMnoBigaldTb 0cC0o6OM,
3a3HayeHi B eNIEKTPOHHIA pe3onwouii, HaknageHi 3a pesynbTaTaMu MNEPBUHHOTO
po3rnany AOKyMeHTa.

101. MNiarotoBKka MNPOEKTY €NeKTPOHHOro AOKYMeHTa 3AiMCHIETbCA 3
ypaxyBaHHAM TaKUX BUMOT:

1) NPOeKT eNeKTPOHHOI0 LOKYMeHTa roTyeTbCsA aBTOPOM LOKYMeHTa B CUCTEMI
eNeKTPOHHOTO AOKYMEHTOO06Iry paigepxagmiHicTpauir;

2) y pasi HadABHOCTI CynpoBigHWX MaTepianiB [0 MNPOEKTY eNeKTPOHHOro
LOKYMeHTa BOHW [04al0TbCA L0 MPOEKTY E/IeKTPOHHOro AOKYMEHTa BUK/IOYHO B
eNeKTPOHHIN Qopmi (30Kpema TabnuuHi Ta rpadiyHi maTepianu, ¢oToKoNii
JOKYMEHTIB, 3aBaHTaXeHi y cuctemy y @ainax (opmaris, BU3HAYEHUX aKTamMu
3aKOHO4aBCTBA);

3) BHECEHHSA [0 MPOEKTY e/IeKTPOHHOI0 AOKYMEHTA NOCUNAHHA Ha AOKYMEHT(K),
Ha BUKOHaHHA SKOro(Mx) CTBOPeHO BiAMOBIAHWIA MPOEKT;

4) BHeCeHHA [0 peecTpauinHO-MOHITOPUHIOBOT KapTKW B aBTOMaTW30BaHOMY
peXXumi IHAEKCY crnpaBu 3a HOMEHKNaTypokw cnpae, A0 AKOT BigHOCUTLCH
eNeKTPOHHUI JOKYMEHT, WO CTBOPKETLCS;

5) 3a3HayeHHs 060B’A3KOBOro cTaTyCcy Mpu3HayYeHHS NpoekTy (iHiyiaTuBHUNA,
iHpopmauiinHUiA, nNpomidkHa BiANOBIAb, MNOAAHHA MPO 3MiHY CTPOKY, 3anuT Ha
[OAATKOBY iH(hOpMaLito, 0OCTaTOYHE BUKOHAHHSA);

6) (hopMyntOBaHHA MPOEKTY AOPYYEHHA A0 LOKYMEeHTa 34IACHIOETHCSH Y TEKCTI
LOKYMEHTa, A0 AKOro MnnaHyeTbCA BUAAHHA BIANOBIAHOrO [AOPYYEHHA, Yy ¢opmi
KOHKPETHOro 3aBAaHHS i3 3a3HaYeHHAM CTPOKY WMOro BMKOHaHHA Ta BUKOHAaBLiB,
Hanpuknag: fenapTaMeHTy 3abe3neyeHHs LOKYMEHTO000iry; KepiBHUKaM
CTPYKTYPHUX NIAPO34INIB TOWO;

7) opmyBaHHSA nepeniky norofXxysa4diB Ta nignucysadviB y peecTpauinHo-
MOHITOPUHIOBIN KapTLi.

102. Im’a aitny BUXIAHOrNO MNPOEKTY €NIeKTPOHHOro AOKYMEHTa, CYNnpoBifHUX
Ta IHWMX mMaTepianis 4O HbOrO MOBMHHO MATWU CTUCNY YHI(IKOBAHY Ha3BY, fKa YiTKO
BUXOAUTb i3 NPUHANEXHOCTI BMICTY (hailny, Hanpuknag:
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Nucer ..

Cnyxb6oBa 3anucka...

Hakas npo ...

3MiHK [0 Hakasy Big ... No ...

HoBa pepakuis Hakasy Big ... No ..

A1 Mopagok (NON0XKEHHA, IHCTPYKLU IS TOwWwoO) .
02 Tabnuuqa (rpagik, nnaH Towo) ...
CkaHoBaHa Konis nucTa ...

BisyBaHHA Ta MOrof>KeHHs NPOeKTIB eNleKTPOHHUX LOKYMEHTIB

103. Morof>KeHHA NPOeKTY eNeKTPOHHOIO JOKYMeHTa Nnonsraey Moro Bi3yBaHHI
YMNOBHOBaXeHUMM ocobamu, 3a3HaYeHMMU B PeeCTPaLinHO-MOHITOPUHIOBIN KapTui,
o 3abesneyvyeTbCA CUCTEMOIO e/IeKTPOHHOrO0 JOKYMeEHTOO006iry
panfgepxagmiHicTpauii Ha nigctaBi  c(hopMOBaHOro nmnepeniky nNorogxysauis,
3a3HAYEHUX Y PeecTpaLiiHO-MOHITOPUHTOBIN KapTLi.

104. IHopmaLis Npo NOroAXeHHsA, BiAXWNEHHA ab0 NOBEPHEHHA aBTOMATUYHO
BHOCUTbCA [0 pPeecTpaLiiHO-MOHITOPUHIOBOT KapTKMW.

105. Morog)XeHHA Ta NigNnMcaHHA NPOEKTY  €NeKTPOHHOro AOKYMeHTa
3AIACHIOETLCA Y TAKOMY MOPALKY:

1) NPOeKT eNeKTPOHHOT0 AOKYMEHTA CNOYAaTKY Bi3yETbCA:

AOro aBTOPOM;

KepiBHMKOM NignopaakoBaHOro nigposginy;

KepiBHUKOM CTPYKTYPHOro nigpo3ainy (BignoBifganbHOro nigposginy);

YNOBHOBaXXeHUMMU ocobamu IHLWMX CTPYKTYPHUX nigposginis
paigepxagMiHicTpayii, 3a3Ha4eHMMWN B PEECTPaLiMHO-MOHITOPUHIOBIN KapTui;

2) MNpPOEeKT eNeKTPOHHOro [OKYMeHTa BIi3YeTbCA 3aCTYMHUKOM  T0/0BU
panfepXagMmiHicTpayii, AKWUA KOOpPAWHYE po6OTY CTPYKTYpHOro nigposginy,
BiAMOBIAaNbHOIO 3a NIATOTOBKY MPOEKTY eNeKTPOHHOro AOKYMeHTa (MOroAXeHHs
IHWKWX 3acTYMHWUKIB T0N0BM pangepxagmiHicTpayii, SKi KOOPAWUHYKHOTb pPo6OTY
3aiHTepecoBaHMX NIAPO3L4iNiB, He BUMAraeTbCH);

3) y pasi NOrofA>XXeHHA NPoOeKTIB po3nopsaaXeHb (HakasziB) B eNeKTPOHHIN opMi
MPOEKT pPO3NOpPALKEeHHA (Hakady) BI3YETbCA YMNOBHOBAXEHWUM MPeACTaBHUKOM
OPUANYHOT CNy>X6u 3a pesynbTaTamy MNPOBEAEHHA HOPUAMYHOT eKcnepTusnm Ta
KEPIBHMKOM CTPYKTYpPHOro nigpo3aginy (cneyianictom) 3 nNuTaHb 3anobiraHHA Ta
BMABNEHHA KOPYNUii, a TaKOX pefakTopoM;

4) NMpPOeKT eNeKTPOHHOro [AOKYMeHTa BI3yeTbCA BCiMa MmocafoBuMMKu ocobamu
(norogxysayamu), HadABHICTb  Bi3W  AKMX  nepepbayeHO B peecTpauyinHo-
MOHITOPWHIOBIA KapTui, NP LbOMY Bi3yBaHHSA MPOEKTY €/IeKTPOHHOro AOKYMeHTa
He 3aTBEPAXYE 3a3HAUYEHUIN LOKYMEHT;

5) npoekTn po3nopsAgXeHb (HakasiB) BI3YHOTbCA Haya/lbHWUKOM 3araabHOro
BigAiny anaparty pangepxaamiHictpayii abo 0co60t0, WO NOro 3amillae;
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6) NPOeKT MNIANUCYETLCA KepiBHUKOM (nignucyBayvyemMm), SKWUN 3aTBEpPAXYE

e/IeKTPOHHUIA JOKYMEHT.

106. He norogxeHwuihi y BignoBiAHOMY TNOPSAAKY NPOEKT €NeKTPOHHOro
AOKYMEHTA He nepefaeTbCa Ha NignucaHHsa (3aTBEPAXKEHHS).

107. YnoBHOBaXeHI 0C06M IHWWUX CTPYKTYPHUX MNigpo3ginis 3a QaxkTom
HaAXO)KeHHA 00  HWUX  4yepe3  CUCTEMY  eNeKTPOHHOro  AOKYMEHTO006iry
panfepXagMiHicTpauil NPOEKTY eNneKTPOHHOro AOKyMeHTa 6epyTb y4yacTb y MOro
onpautoBaHHI B YaCTUHI, WO CTOCYETLCA TX KOMMETEHLIT.

108. CBol0 Mo3uLit0 WOAO ONpaLbOBAHOIO MPOEKTY efIeKTPOHHOro LOKYMeHTa
yrNnoBHOBaXeHa o0coba 3aiHTepecoBaHOro nigposdiny [AOBOAUTL A0  Bigoma
BiAMOBI4aNbHOINO nNigpo34iny 4epe3 CUCTeMY e/IEKTPOHHOITo [AOKYMEeHT0O006iry
panfepxXagMmiHicTpayii. BignoBigHa nosuuia mae 6yTM 4iTKO OOGrpyHTOBaHOW, a y
pasi He06XiAHOCTI BMKNafeHa Yy TEKCTI NMPOEKTY €NeKTPOHHOI0 AOKYMEHTa B PeXUMi
BMNpaBneHb (y BUrNa4i HOBOT pefakLil MOro OKPeMMX MOJSOXKEHbD).

Y pasi BHeCeHHS pefakuiiHWX NPaBOK [0 MPOEKTY eNeKTPOHHOro AOKYMeHTa
cucTeMa eNeKTPOHHOI0 JOKYMeEHTOO0OIry pangepxagmiHicTpadil:

1) 36epirae MNOTOYHY Bepcit0 MNPOEKTY eNeKTPOHHOro fAOoKyMeHTa (6e3
pejakuinHMx npaBoK) 3 yciMa HakKnageHMMMU Ha Hel  KBaniPikoBaHUMM
eNeKTPOHHUMK nignucamn (WO NIATBEPAKYOTLCA) B apXiBi  Bepcii  MNPOEKTYy
eNeKTPOHHOr0 LOKYMEHTa;

2) CTBOPHOE HOBY BepcCito MPOeKTYy eIeKTPOHHOr 0 AOKYMeHTa
(6e3 kBani@ikoBaHMX eNEeKTPOHHUX mnignucis) (WO nNIATBEPAXKYIOTHCA) B apxisi
BEPCiA MPOEKTY eNeKTPOHHOro [AOKYMEHTa, fika CTae NOTOYHOK BepCield MPOeKTy
e/IeKTPOHHOT0 AOKYMeHTa i A0 AKOT 36epiratoTbCs BCi BHeCeHi pefaKLUiiHi npaBKu.

Yci Bepcii npoekTty 36epiraloTbCAd B apxiBi Bepcin B peecTpayiliHo-
MOHITOPUHIOBIN KapTui. PegaryBaHHs Bepciil, 36epeXXeHNX B apXxiBi peecTpalinHo-
MOHITOPUHIOBOT KapTKNU 6N0KYeTbCA. PefgaryBaHHA MOTOYHOT Bepcii 610KYyeTbCA
nicns 3aTBepA>XeHHA LOKYMeHTa.

109. 3a pilleHHAM ronoBu pangepxagMmiHicTpauyii, BU3HaYeHOro B IHCTPYKUIT 3
finoBoACcTBa  paigepXagmiHicTpauii, NOrogXeHHS  MNPOeKTYy  eNeKTPOHHOro
NOKYMeHTa (3a BMKIOYEHHAM HaKa3iB KepiBHWKa anapaTy pangepxagmiHictpaui)
MOXe 3[JiACHIOBATUCS Y TAKOMY MOPALAKY:

1) NPOEKT eNIeKTPOHHOro AOKYMEHTa BIi3yeTbCS WOro aBTOPOM, Micnd
cucteMa eneKTPOHHOro [AOKYMeHTOo06iry pangepxagMmiHictpauii aBTOMaTUYHO
OAHOYACHO Hajcunae WOro Ha O3HANOMNEHHS KepiBHUKY MignopsaLKOBAHOrO
nigpo3ainy 1a KepiBHUKY CTPYKTYPHOro nigposaginy (signosigansHOro nigposginy),
3aCTYMHUKY ronosmu pangepxagmiHicTpayii, AKNI KoopauHye po6oTy
BIANOBIAaNbHOIO MiAPO3A4INY, Ta YMNOBHOBaXEHWM 0C06aM IHWMKUX CTPYKTYPHUX
nigposginis pangepxagMmiHicTpayii, 3a3HayeHMX B PeECTPaLinHO-MOHITOPUHTOBIN
KapTui;

yoro
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2) norog)yBau, 3a3Ha4eHUn B peeCcTpaLinHO-MOHITOPUHTOBIM KapTLUi, NPOTArom
CTPOKY, BM3HAYeHOro 3rigHo 3 IHCTpyKUi€t 3 AinoBoAcCTBa palgepxagMiHicTpayii
3aneXxHo Big o6cary Ta/abo BuAYy AOKYMEHTa, Mae O3HaNOMWUTUCS 3 MPOEKTOM
e/IeKTPOHHOT0 AOKYMeHTa Ta Yy pa3i HaaBHOCTI 3ayBaXeHb BHOCUTb X [0 MPOEKTY
e/IeKTPOHHOT0 AOKYMEeHTa;

3) AKUWO noroa)ysay MPOTArOM 3a3HaA4YeHOro B PEECTPaLinHO-MOHITOPUHIOBIN
KapTui CTPOKY He MOrogMB Ta He BHIC 3ayBaXKeHb [0 MNPOEKTY eNeKTPOHHOro
JOKYMEHTa, CucTeMa eJIeKTPOHHOro JOKYMeHT000iry aBTOMaTWM4YHO BHOCUTb [0
peecTpauiiHO-MOHITOPUHIOBOT KapTKM iH(GoOpMauito Npo NOrofXeHHd LUboro
NMPOEeKTY 3a 3amoBYyBaHHAM. [lorogXxysay Hece BignoBiganbHICTb 3a BigMnoBigHe
NOrof)KeHHs.

ABTOMaTWUYHE MNOrOAXKEHHA eNeKTPOHHUX [OKYMEeHTIB (MOrof)XeHHd 3a
3aMOBYYBaHHAM) He CTOCYETbLCA NPOXOAXEHHA IX PULNYHOT eKCNepTU3N.

110. Y pa3i norog)eHHs MNPOEKTY eNIeKTPOHHOro AOKYMeHTa YMNOBHOBaXeHa
ocoba iHWOro CTPYKTYpPHOro nNiApo3Ainy, 3a3Ha4YeHOro B  peecTpauyiinHo-
MOHITOPWHTOBIA KapTLi, Bi3ye NPOEKT e/IeKTPOHHOI0 AOKYMeHTa.

111. Micns Bi3yBaHHA BCiMa 3a3HAYeHUMU B PeECTPaLiiHO-MOHITOPUHTIOBIN
KapTui norogxysavamu cuctema eNeKTPOHHOrOo LOKYMeEHTOO06iry
pargepxagMiHicTpauil aBTOMaTUYHO HAaACWUNAE NPOEKT e/IeKTPOHHOI0 AOKYMeHTa Ha
NnignnMcaHHsA 3a3HaY4eHOMY B peecTpaliiHO-MOHITOPMHIOBIM KapTWi nignucysavy.

FOpnagmnuHa ekcnepTumsa

112. HKOpuguyHa ekcrnepTusa MPOXOAUTb Yy  eNeKTPOHHIW  dopmi 3
BUKOPUCTAHHAM CUCTEMU eNeKTPOHHOIO JOKYMEHTOO0OIry pagepxagmiHicTpayil.

113. 3a pe3ynbTaTtaMu LOPUAUYHOT eKCMEepTMU3N Y pasi HafgBHOCTI 3ayBaXeHb [0
NPOEKTY €eNeKTPOHHOro AOKYMEHTa YMNOBHOBaXeHa ocoba 3 HPUANYHUX NUTaHb
roTye B €N1eKTPOHHIN opMmi BUCHOBOK 3a pOpMOt0, 3aTBEPAXKEHO M iH’HOCTOM.

114. BUCHOBOK BHOCUTbCA A0 CUCTEMM €NEKTPOHHON0 [AOKYMEHT000biry
panfepxagMmiHicTpayil SK BHYTPIWHIA JOKYMEHT, IOFIYHO NOB’A3aHUIA i3 NPOEKTOM,
[0 AKOro BiH NiAroToBNeHWR, 3a NigNMCOM YMNOBHOBaXeHOT 0CO6M HOPUANYHOT
CNyX6Wu.

115. Y pasi BIACYTHOCTI 3ayBaXeHb [0 MPOEKTY efIeKTPOHHOro AOKYMeHTa
yrnoBHOBaXeHa ocoba HPULNYHOT CNYXX6O6W Bi3ye NPOEKT efIeKTPOHHOIO0 AOKYMEHTa B
CUCTEMIi eNeKTPOHHOI0 AOKYMEHTOO0GIry pangepxagmiHicTpawil.

MignucaHHA NPOeKTIB eNleKTPOHHUX JOKYMEHTIB
Mignucysay

116. MocagoBi 0ocobu € nignucyBayamy MPOEKTIB €/IeKTPOHHUX JOKYMEHTIB B
MeXax CBOTX MOBHOBAXEHb.
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117. TlignucysayeM MpPOETIB €NeKTPOHHUX [AOKYMEHTIB, WO HaACUIAKTLCH
ronosi obngpepxagMiHictpayii, € ronosa pangepXxagMmiHicTpauii abo 3acTynHUK
ronoBu pangepxagmiHicTpauii, L0 BUKOHYE MOT0 060B’A3KMN.

Mignucysayem nNPOEKTIB €NIEKTPOHHUX [LOKYMEHTIB, WO HajcuaamTbea
CTPYKTYPHUM nigpo3ginam obngepxagmiHictpayii, € ronosa pangepxagmiHictpauyii
abo 3aCTynmHWUK TroN0BWM pailgepxagmiHicTpayii  BignoBigHO A0 posnofginy
(PYHKLUIOHaNbHMUX MOBHOBAXEHb.

Mignucysayem MPOEKTIB eNEKTPOHHUX LOKYMEHTIB, MOB’A3aHUX 3 BUKOHAHHAM
ronoBO, 3aCTyMHWKaAMW TON0BU paigepxagmiHicTpalii Ta KepiBHUKOM anapaty
panfepxagmiHicTpayii cBOiX (PYHKLUiA, € BigNOBIiAHO rosoBa, 3aCcTYNHUK r0N0BMU,
KepiBHWK anapaTy pangepxagMmiHicTpauii 3rigHo 3 BM3HAa4YeHUM  TO/I0BOIO
pargepxagmiHicTpauii po3noginom PyHKLiOHaTbHUX MOBHOBaXEHb.

MignucyBayem TMPOEKTIB €NIeKTPOHHUX [LOKYMEHTIB, WO HajcuaalTbea
yCTaHOBaM BULLOr0 PiBHA, Ta LOPYYEeHb NigNpUeMcTBaM, yCTaHOBAM Ta OpraHisayifam

panioHy € ronosa pangepxagmiHicTpauii abo 3aCTYMNHUK ronoBu
panepxagMmiHicTpauil, WO BWMKOHYe 1WOro o060B’A3KW, 3aCTYMHUK TO/I0BYU
parigepxagMiHicTpayii, KepiBHWK anapaty pangepxagmiHicTpayii 3rigHo 3

PO3NOAINIOM (PYHKUIOHAIbHUX MOBHOBAXEHb.

rignucysayem MNpPOEKTIB e/IeKTPOHHUX [OKYMEHTIB, W0 HaACKIaKTbCA
yCTaHOBaM TOT0 X ab0 HWXYOro PiBHA, TEPUTOpPiaIbHOMY OpraHy, nignpuemcTsam,
ycTaHOBaM Ta opraHisauisam, a TakoX NUCTIB WO0A0 PO3p006NeHHA MPOEKTIB aKTIiB €
KEPIBHUK CTPYKTYPHOro NiApo3Ainy pangepxagMmiHicTpauii 3rifHO 3 BU3HAYEHOH
KomneTeHUieto abo ocoba, W0 BUKOHYE MOro 060B’A3KMN.

rignucysayeMm MPOEKTIB [LOMOBIAHUX 1 CNYXO0BUX 3anUCOK € KEPIBHUK
CTPYKTYpPHOro  nigpo3giny  pangepxagmiHictpayii  3rifHo 3 BM3HAYEHOM
KomneTeHUieto abo ocoba, WO BUKOHYE AOr0 060B'A3KN.

MignucyBaHi  NPOEKTIB  €NeKTPOHHUX  AOKYMEHTIB, WO HaAcunawTbCs
nignpuemcrTesamMm, ycTaHOBaM Ta oOpradisayifm, AKi He HanexaTb [0 [epXaBHOro
CEKTOPY EeKOHOMiKW, TrpomajsaHam, BMW3HayawTbCA IHCTPYKLUiEW 3 AiN0BOACTBA
pargepxagMiHicTpauii.

118. He pgonyckaeTbCA nNignucaHHA B pangepxaaMiHicTpayil, CTPYKTYPHUX
nigposginax pangepxagMiHictpauii  NpPoekTiB  e€NeKTPOHHUX  AOKYMEHTIB i3
3BEepHEHHAMKN Ge3nocepefHbO A0 BepxoBHOT Pagu Ykpainu, lMpesngeHTa YKpaiHu,
ApmiHicTpauil lMpesngeHTa YkpaiHu, [lMpem’ep-miHicTpa YKpaiHu, Biue-npem’ep-
MIHICTpiB YKpaiHu, KabiHety MiHicTpiB YkpaiHu, Cekpetapiaty KabiHeTy
MIiHICTPIB YKpaiHW, MIHICTPIB, OMUHAaO UM KepiBHULUTBO ob6ngepxagmiHicTpauii.

119. PekBi3nT nignucyBaHa CKNafjaeTbCA 3 HaliMeHYBaHHS mocagu ocobu, ska
NigNMCYE eNIeKTPOHHUIN JOKYMEHT, BNAaCHOTO iMeHi i Npi3BuLLa, Hanpuknag:

TonoBa paMioOHHOI
Aep>XXaBHOT agMiHicTpauii Bitanin NTACTYLWEHKO
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120. MpoeKTN eneKTPOHHUX [AOKYMEHTIB MigMNUCYKTbLCA, AK MPaBuno, OfHIEK
nocagoBol 0C060t0, a y pasi, KoAu 3a 3MICT MPOEKTY eNeKTPOHHOro AOKYMEHTa
BignosifanbHi Kifbka 0oci6 - gBoma abo 6inblwe nocagosumu ocobamu. Mpu Ubomy
PEKBI3UTU nocagoBUX oci6 - nignucyBayviB pPoO3MilLyOTbCA OAMH Nifg OAHUM
BIAMOBIAHO A0 nignopsaAkoBaHoCTi ocib. Hanpuknap:

AvpekTop BnacHe im'a MPI3BULLE
ConoBHUI 6yxranTtep BnacHe im'sa MPI3BULE
abo
fonoBa Komicii BnacHe im'a MPI3BULLE
CekpeTap Komicil BnacHe im'a MPI3BULLE
121. Y pasi nignucaHHs MNPOEKTY CMifIbHOTO €eNeKTPOHHOI0 [AOKYMEHTE

KinbkoMa ocobamu, SKi 3aiiMaloTb 0AHAKOBI Mocafu, IX PeKBi3UTU PO3MILLYOTbLCA Ha
O4HOMY piBHI, Hanpuknag:

fonoBa HoBOyKpaiHCbKOT MTonoBa HoBOYyKpaiHCbKOT
paroHHOT Aep>XaBHOT agMiHicTpayil  palioHHOT pagn
BnacHe im'a MPISBULLE BnacHe im's MPISBULLE

122. Y pasi BIiACYTHOCTI nocafoBol o0cob6u, pekBi3UTM nignucysava HAKOT
3a3Ha4YeHO Yy MNPOEKTi eNeKTPOHHOro [AOKYMeHTa, aBTOPOM MNPOEKTY CTBOPHETLCA
HOBUIA NMPUMIPHUK MNPOEKTY, B AKOMY 3MIHIOKOTbHCS /IMWE PEKBI3UTM MignucysBaya,
nicna 4oro BigNOBIAHWUA NPUMIPHUK 6e3 MOBTOPHOrO MOrOAXKEeHHA BHOCUTLCA Ha
nignuc ocobi, Wo BUKOHYE Ti 060B’A3KMN.

KepiBHML TBO paioHHOT Aep>KaBHoT agMiHicT pauii

123. Y pasi Konu nignucyBavyem €eNeKTPOHHOro [AOKYMeHTa € TrofnoBa
pangepxagmiHicTpauii  (3aCTynHUK ronoBu  paigepxagmiHicTpayii, KepiBHUK
anaparty), NOrofA>XXeHW NPOEKT eNeKTPOHHOI0 LOKYMEHTa HaAXO0AUTb A0 BigMNOBIAHOT
nocafoBoi 0cobu 3aranbHOro BigAiny anapaty pangepxagmiHictpayii a6o Ao
YyNOBHOBaXeHOT o0cobwu (ronoBHOro cneuianicta 3aranbHOro BigAiny — anapaty
pangepxagmiHicTpauir).

124. BignosifHa nocagoBa ocoba cny>X6m KepiBHUKA:

1) nepeBips€ NPOEKT €/IeKTPOHHOI0 AOKYMEHTa Ha npegMeT Moro BiANOBIAHOCTI
BMMOram LWO040 NIATOTOBKM BiANOBIAHUX MPOEKTIB;

2) nepeBipAe LINCHICTb YCiX HaknafleHUX Ha MPOEKT e/IeKTPOHHOro JOKYMeHTa
KBanipikoBaHUX eNeKTPOHHUX MigNuUcis;

3) BM3Ha4yaEe MPOEKT efIeKTPOHHOro AOKYMeHTa BIAMOBIAHUM ANA nepefaBaHHSA
Moro Ha nignucaHHA ronoBi  pangepxagMiHictpauii  (3aCTynHWUKY  roJioBu
paingepxagMmiHicTpauyii, KepiBHUKY anapaTy) Ta y pa3i BU3HAUYEHHS MOro Takum
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nepepae noro ronosi pangepxagmiHictpauyii (3acTynHuKy ronosu
panfepxagMmivierpalii, KepiBHUKY anapaty) Ha nignuc.

125. ¥ pa3i kKonu ronoBa pangepxagmidHictpayii  (3aCTYNMHUK TrOM0BU
paigepxagMiHicTpauii, KepiBHUK anapaTy) abo BignoBigHa nocagoBa ocoba cnyxoéu
KepiBHMKA BHOCUTb [0 MNPOEKTY eNeKTPOHHOro [OKYMeHTa pefakuinHi npaBku,
cucteMa €eNeKTPOHHOro [AOKYMeHTOo06iry pangepxagmiHictpauii aBTOMaTUYHO
CTBOPIOE HOBY BEPCIt0 MPOEKTY €/1eKTPOHHOI0 AOKYMEeHTa, fAKa 3a pilleHHAM ros0B8u
paingepXxagmiHicTpauii (3acTynHuMKa TrofoBu pangepxagMmiHicTpauii, KepiBHUKaA
anapaty) moxe 6yTu nignucaHa 6e3 NOBTOPHOIO MOTO4XEHHS.

126. Ticns aBTOMaTM30BaHOT peecTpayii LOKYMEHTa B e/IeKTPOHHIA ¢opmi Ta
nignucaHHAa  MOro rofioBOK  pangepxagmiHictpayii  (3aCTYNHMKOM  TO/I0BU
pagepxagMiHicTpayii, KepiBHUKOM anapaty) BiH HaACWMIAETbCA Yepe3 CUCTEMY
B3aEMOLii.

MignucaHHA NPoeKTY JOKYMEHTa KEePIBHUKOM CTPYKTYPHOro nigpo3ainy

127. Y pasi Konu nignucyBavyem [AOKYMeHTa € 3aCTYNHWUK T0JIOBU
parigepxagMmiHicTpauii abo KepiBHWK anapaTy, BignoBiAHUIA €NeKTPOHHUIN AOKYMEHT
nicns NOroAXeHHs B YCTaHOB/IEHOMY liHCTpyKLUi€et 3 fainosoacTea
pargepxagmiHicTpauii  nopsgKy  Hagxo4WTb  4Yepe3  CUCTEMY  eNeKTPOHHOro
AOKYMEHTOO006iry pangepxagmiHictpayii fgo BignosigHoro nignucyBayda abo
YMNOBHOBaXXeHOT 0cobu, WO opraHi3oBye Ta 3abe3neyvye oro poboTty, ay pasi Konu
nignucysavyeM [OKYMeHTa € KepiBHUK CTPYKTYpPHOro nigposginy - 6e3nocepefHbo
[0 BiANOBIAHOrO nignucysava.

128. BigxuneHuni nignucysayem NpoekKT noBepTaeTbCA cucTemoro
eNeKTPOHHOTO JOKYMEHTOO06Iry paingepxagmiHicTpayii Moro aBTopy i3 3a3Ha4eHHAM
BMOTUBOBAHOT MPUUYNHUN BIAXUIEHHS.

Ocob6MBOCTI NOrOA>KEHHA NPOEKTIB efIeKTPOHHUX AOKYMEHTIB B
pangep>xagmiHicTpauii

129. Mpouegypa  NOFOAXKEHHS  NPOEKTY  eNeKTPOHHOro  AOKYyMeHTa
KOHTPO/IIOETHCSA MOro aBTOpPOM, a Yy pasi MOro BiACYTHOCTI 0C060t0, fKa BUKOHYE
oro 060B’A3KMN.

130.Y pasi HaAXO[>KEHHS MPOEKTY eNeKTPOHHOro AOKYMEHTa Ha MOroAXeHHS
norog)Xysay TMOBMHEH O3HAWOMUTUCHA i3 3MICTOM TMPOEKTYy, 3aBi3yBaTu MNpPOeKT
e/IeKTPOHHOro fJoKyMeHTa (y pasi 3roguM 3 MNPOMOHOBaHOK pefakuied TeKCTy
NMPOEKTY eNeKTPOHHOro AOKyMeHTa) abo BHECTU 3ayBaeHHA Ta npono3uuii Ao
HbOTO.
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131. 3ayBaxeHHA | npono3uuil A0 MPOEKTY eNeKTPOHHOro [AOKYMeHTa, Lo
MalTb Yy3araibHeHWn (KOHUenTyalbHUWA) XapakTep, MOXYTb BMWKnagatuca B
OKpeMOMY KOMeHTapi, W0 BHOCUTbCA A0 PeecTpaLiiHO-MOHITOPUHIOBOT KapTku, Ta
NignucyTbCcAa KBanihikoBaHUM eNeKTPOHHUM nignucom ocobu, fka cTBOpUNa
KOMeHTap.

132. 3ayBaxeHHA | npono3uuii [0 MNPOeKTYy efIeKTPOHHOro [OKyMeHTa
BHOCATbLCA B peXWMi pefakuinHnux npaBok 6GesnocepefHbO [0 TEKCTY MPOEKTY
eIeKTPOHHOT0 JOKYMeHTa ab0o BUAINAKTLCA WPUNTOM YN KONbOPOM, BiAMIHHUM Bif
WPUPTY YN KONIbOPY OCHOBHOTO TEKCTY MNPOEKTY eNeKTPOHHOro AOKYMeHTa, Ta i3
3a3HayeHHAM aBTopa BigNOBIAHMUX MPaBOK (PeXXWUM BUNPABNEHHSA).

133. 3ayBaxeHHa i npono3uuii WwoAo BiANOBIAHOCTI HOPMATMBHO-NPaBOBUM
aKkTaM MalTb BHOCUTUCSH i3 3a3HAYEHHAM KOHKPETHWX HeBigMOBiAHOCTeN, cTaTen,
MYHKTIB TOW,0 abo Mae HafjaBaTUCS BiANOBIAHWI BapiaHT pefakLil TEKCTY, 40 AKOrO €
3ayBaXeHHA.

134. MorogXxysay BIi3ye MNPOEKT e/IeKTPOHHOro AOKYMeHTa /uwe y pasi
BiJICYTHOCTI B HbOrO >XOAHWUX 3ayBaXeHb. [MOroAXeHWn MNpPOeKT efIeKTPOHHOTrO
JOKYMeHTa aBTOMATU4YHO TMepefaeTbCAd HACTYNMHOMY MNOrogxysauyy 3rifHoO 3
nepenikomMm norogxysa4diB Ta nignucysayviB, 3a3HaYeHUX Yy peecTpauyiinHo-
MOHITOPUHIOBIN KapTui.

Morof>XeHHA i3 3ayBaXXeHHAMU He [OMYCKAaeTbCA, KPIM BUNaAKiB MOrOAXeHHA
MPOEKTIB aKTIB, NOPALOK MOTOL>KEHHA AKMX BU3HAYEHO 3aKOHOAABCTBOM.

135. Y pasi BHeCeHHA OyAb-AKUX pepakyiiHUX nNpaBoK A0 MPOEKTY
e/IeKTPOHHOTO LOKyMeHTa cuctema e/IeKTPOHHOTO LOKYMEHTOoO00iry
pargepxagMmiHicTpauii aBTOMaTM4yHO BIiAKAMKAE MOro 3 NOrOAXKEHHS Ta MOBepTae
NMPOEKT efIeKTPOHHOr0 AOKYMEHTA aBTopY.

136. ABTOp MNpOEKTY E€JIeKTPOHHOro [OKYMeHTa nMic/fa MNOBEPHEHHSA oMY
BIAXWNEHOr0 NPOEKTY AOKYMEHTa 34iCHI0€E AOro fgoonpayutoBaHHA, 3a pesynbTaTamu
AKOro:

npuinmae (NOBHICTIO abo 4acTKOBO) HafaHi 3ayBaXKeHHs, Mponosuyil,
pefakuiiHi npaBKW Ta HajcCunae Ha NOBTOPHE MOFOXEHHA HOBY BepcCil0 MPOEKTY
eNeKTPOHHOrO LOKYMEHTa;

BMOTMBOBAHO BIiAXW/SA€ HafjaHi 3ayBa)eHHS Ta NPono3uuyii i3 3a3HaYeHHAM
nigctaB 'y BignoBiAHOMY  KOMeHTapi, WO BHOCUTbCA A0 peecTpauyiniHo-
MOHITOPUHIOBOT KapTKW, 3 HakfafaHHAM KBaNiikOBAHOr0 eNeKTPOHHOro mnignucy
nignucy aBTopa MPOeKTY, NICNA YOro NOBepTae NPOEKT e/IeKTPOHHOro ALOKYMEHTA Ha
NOroAXeHHA y nonepeaHin Moro pegakuii 6e3 Heob6XiAHOCTI MOro nepesi3yBaHHA
norogxysavyamu, SKUMMU NPOEKT 6Y10 MOTOLXKEHO.
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137. Morogxysay, AKUM OTPMMAHO NPOEKT €/IeKTPOHHOI0 JOKYMEHTa, NMOBUHEH
horo norogmMTn abo NOBEPHYTU i3 BMOTMBOBAHUMM 3ayBaXKEHHAMW Ta NPONo3unLismu
MPOTAroM CTPOKIB, BU3HaYeHUX IHCTPYKUieO 3 AiN0BOACTBA pajepXaamiHicTpayii.

138. AKLWO0 y no3unyiax roJioBHOro BUKOHaBLA Ta CNiBBUKOHaBLA € PO36IXHOCTI,
AKI He MOXYTb OyTW BperynboBaHi Ha piBHI (haxiBUiB BigMOBILAHUX CTPYKTYPHUX
Nigpo3aiNniB, KepPiBHUK rosIOBHOT0 BMKOHaBUA IHILIIOE MPOBEAEHHS Y3roAKYyBa/lbHUX
Hapag Ta KOHCynbTauihi 3 Yy3rofXeHHs po36IXKHOCTEN Ha PpiBHI KepiBHULTBA
BIANOBIAHUX CTPYKTYPHUX nNigpo3ainis. Pesynbtatm  y3rogXXysafbHOT Hapagu
0(hOPMKOIKTHCA MNPOTOKONOM, AKUWA TOTYE Ta BHOCUTb B CUCTEMY E€/IEKTPOHHOTIO
LOKYMEHTOO0OIry pangepxafmiHicTpalii aBTop NpPOoekTy, AK /0TiYHO NOB’A3aHUM i3
JOKYMEHTOM, LLOAO0 AKOTO CKAMKanach y3rofXxysanbHa Hapaja.

3a3HayYeHWn NPOTOKON BIi3YETbCA B CUCTEMI €NIEKTPOHHOIO [OKYMEHTOoO0b6iry
pagepxagMmiHicTpauil BciMa yyaCHMKaMM Hapafgu Ta NignucyeTbCcA KepiBHUKamMu
CTPYKTYPHUX MIAPO3A4iNiB, y AKUX OYnN po36IKHOCTI.

PeecTpaliliHO-MOHITOPMHIOBA KapTKa 3apeecTpOBAaHOro MNPOTOKOAY MIiCTUTb
MOCUNAHHA Ha eNeKTPOHHUIA LJOKYMEHT, WOA0 SKOro Moro 6yno CTBOPEHO.

[ OMOBNEHOCTI, AOCATHYTI Nij 4ac y3rofXXyBaJibHOT Hapagu Ta BUKNageHi y i
NPOTOKONi, € 060B’A3KOBMMMW [N BWKOHAHHA BCiMa YydyacHMKamMu npouecy
MOrofXXeHHA po36iXKHOCTEN.

139. MpoeKT eNeKTPOHHOI0 AOKYMEHTA BBAXAETLCHA NOTOAXEHUM Ta MOXe 6yTu
nignucaHuin nuwe nicnga TOoro, fK Moro 6yge 3aBi3oBaHO BCiMa MOrofXXysadamu,
3a3HaYeHNMMU B peecTpaLiiHO-MOHITOPUHTOBIN KapTLi.

140. ¥ pasi notpeo6u cucrtema eNeKTPOHHOTr 0 AOKYMEHTOO00OIry
pangepXxagMmiHicTpayii reHepye MCT 30BHIWHLOIO ab0 BHYTPIWHLOI0 NOTrO4XKEHHS.

Oc06nMBOCTI NiIATOTOBKY AeAKNUX BUAIB eNleKTPOHHUX AOKYMEHTIB
MpoekTu akTiB KabiHeTy MiHICTpIB YKpaiHu

141. MigroToBKa nMpPOeKTy akKTta BKAw4Yae B  cebe  po3pob6neHHS
(cniBpo3po6neHHA), NOroAXXeHHA Ta MPaBOBY €KCMEpPTU3Yy MPOEKTY B €/IEKTPOHHIN
hopmi.

MigrotoBka nNPOeKTy aKTa 3AIACHIOETbCA 3 BUKOPUCTaHHAM BIiANOBIAHOTO
MOAYNA CUCTeMM B3aeMOAii, KpiM BUNaAKiB, KONM € O6GrPpyHTOBaAHI nigcTtaBu Ans
AOKYMEHTYBaHHS ynpaBniHCbKOT iH(Gopmauii B naneposii (opmi, nepepbdayeHi
MYHKTOM 2 Li€l IHCTPYKUiT.

142. Y pa3i KOAW CTPOK MNIiArOTOBKM MPOEKTY akKta npsaMO He BWU3HAYEHO
3aBfaHHAM Ha MOro niAroTtoBKy, TakKMin CTPOK CTAHOBUTb A0 TPbOX MicAUiIB Bif faTu
HabpaHHA YMHHOCTI BiANOBIAHUM 3aBAAHHSM.
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KOHTpO/ib 3a LOTPUMAHHAM BU3HaYeHUX Uit IHCTPYKL € CTPOKIB NiArOTOBKM
NPOEKTIB aKTiB 3[iACHIOETLCA 3 BUKOPUCTAHHAM BIAMNOBIAHOrO MOAYNA CUCTEMMU
B3aEMOAiT.

143. PO3p06HMKOM MNPOEKTY aKTa BM3HA4YaeTbCA OpraH BWMKOHaB4YOi Bnagu, Ao
KOMMETEHLIT AKOTO HaneXuTb (QOPMYyBaHHA Ta/abo peanisayifa AepXaBHOT NOMITUKN Y
BiANOBIAHIN cepi.

PO3p0o6OHUK:

CaMOCTIiHO BW3Hayae 3aiHTepecoBaHi opraHu, wWo 6yAyTb 6paTtu y4yacTb Yy
PO3p06/EHHI NMPOEKTY aKTa abo MOro MOro4XEeHHI;

3abe3neyye BHECEHHA MPOEKTY aKTa Ta CYnpoBigHWX MaTepianiB A0 HbOro A0
BiANOBIAHOT0 MOAYNA CUCTEMWN B3AEMOAIT;

€ BignoBifanbHMM 3a [OCTOBIPHICTb PO3MIWEHUX Yy CUCTEMI B3aeMOAil
AOKYMEHTIB (KpiM TuUX, fAKI TOTYKTb | poO3MiwyoTb MIH’IOCT | 3aiHTepecOBaHI
opraHu) Ta CBOEYacHy MiAroOTOBKY MPOEKTY aKTa,;

y pasi Heo6XigHOCTI MOXe iHiLitoBaTU YTBOPEHHA pob6oyoi rpynu Ha 6asi CBOET
YyCTaHOBM i3 3alyyYeHHAM (PaxiBLiB 3aiHTepecoBaHMX OpraHiB Ta He3alexXHUX
eKcnepTiB 3 BIAMNOBIAHWUX MNWUTaHb, AIANbHICTbL SAKOT PerynteTbCa IHCTPYKUIEW 3
[iN0BOACTBA YCTAHOBU - PO3PO6HUKA;

y pasi po3po6sieHHA 0CO6NMBO 3HAYYLL,Or0 MPOEKTY akTa MOXe 3BEepHYTUCA A0
[epxaBHoro cekpetaps KabiHeTy MiHicTpiB YKpaiHW 3 iHiILiaTUBOK YTBOPEHHS
po6oyoi rpynu npu CekpetapiaTi KabiHeTy MIiHICTpiB YKpaiHu Nif rofoByBaHHSAM
[OepxaBHoro cekpetapa Kab6iHeTy MiHicTpiB YKpaiHu abo ogHoro 3 WMoro
3aCTYNHMKIB. [ifNbHICTL Takoi poboyoi rpynu perynoeTbca IHCTPYKLie 3
pinosoactea Cekpetapiaty KabiHeTy MiHICTpiB YKpalHu.

144. Y  pa3si NPUAHATTA PO3POOHUKOM PilLleHHSA Npo  3a/lyyeHHsA
3aiHTepecoBaHOro opraHy $£K cniBpo3po6HMKa (gani - opraH-cniBpo3po6HUK)
PO3POOHUK He Mi3HiWe HIXK NPOTAroM ABOX PO60OYMX AHIB 3 AHS HABPaHHS YMHHOCTI
3aBfjaHHAAM Ha po3p06/eHHA MPOEKTY CTBOPIOE PEECTPaLiMHO-MOHITOPUHIOBY KapTKy
MPOEKTY y cucTemi B3aeMoAil Ta NOBIAOMAE OpraHy-crniBpo3po6bHUKY Yepe3 cucTemy
B3aEMOAil, MNP0 No4vyaTOK pPO3p06/eHHSA MPOEKTY i3 3a3Ha4YeHHAM MeTu, cdepun Koro
[il, CTPOKiB poO3p06MeHHA Ta KOHTAaKTHUX JaHWX CTPYKTYpPHOro nigposginy,
BM3HAYEHOro BiANOBigaNnbHMM 3a NIAFOTOBKY MNPOEKTY BiA iMeHi po3pobHMKa, Ta
Moro npauiBHMKIB, BifNoBiganbHMUX 3a NigrOTOBKY BigNOBIAHOIO NPOEKTY akTa.

145. OpraH-cniBpo3po6HUK Yy N’ATULEHHUA CTPOK 3 MOMEHTY OTPUMAHHS
MOBIJOMNEHHS MPO NOYaTOK PO3pP06NEHHS MPOEKTY akTa MNOBiAOMAAE PO3POOHUKY
yepes cucTeMy B3aemMofii, nNpo 3rody Ha CHIBPO3PO6AEHHS, KOHTAKTHI AaHi
CTPYKTYPHOro  nigposginy opraHy-cniBpo3pobHMKa Ta  WOro  npawuiBHUKIB,
BignoBiganbHMX 3a CNiBPO3p06/EHHS BiANOBIAHOIO NPOEKTY aKTa.

146. Y pa3si HeHagXO[)KEHHA Y BU3HAYEHUI CTPOK Bif opraHy-cniBpo3po6bHuKa
BiAnoBiAli pO3pOOHMK 3a 3aMOBYYBaHHSM BW3HAE BigMOBY TaKOro OpraHy-
cniBpO3p0o6HMKaA Bif y4acTi Yy cNiBpO3PO6NEHHI.
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147. Ha eTani cniBpo3po6sieHHA NpPoeKTy akTa O0O6MiH iH(popMauieto MixX
BUKOHaBUAMKW po3po6HMKA Ta OpraHy-eniBpo3pobHMKa 3A4IACHIOETLCA  4epes
CNYy>X60BY €NeKTPOHHY nowWwTy, iHWi He 3abopoHeHi 3aKOHOLAaBCTBOM 3acobwu
TenekoMmyHikayil (Mpu UbOMY KEpiBHUKWU CTPYKTYPHUX MiAPO3A4iNiB 3a3Ha4alTbCA B
Konii nucTa), NpoBeAeHHA pob6oUYnX Hapaf Ta 3ycTpivyen Towo.

MpauiBHUKKM oOpraHy-cniBpo3pobHMKa MawTb AOCTYN A0 TEeKCTY AOKYMEHTA,
PO3MILLEHOro y BigMNOBIAHOMY MOAY/NI CUCTEMU B3aEMOSIT.

CniBpo3po6aeHHA MPOeKTY akTa 34iMCHI0OE BignoBiganbHUA NigpPO34in opraHy-
cniBpo3po6HMKa 6€3 3ayUeHHS Ha Uil cTafil KepiBHMLTBA OpraHy.

BignosiganbHuin nigpo3ain opraHy-cniBpo3pobHUKa:

MOXe y pa3i Heob6XigHOCTI 3anyyaT A0 onpautoBaHHA MPOEKTY akTa BMU3HAUeHi
HUM CTPYKTYPHI NiAPO34iNnn UbOro X opraHy;

Mae NPOTAroM AecATv pobounX AHIB 3 MOMEHTY HaAXOXEHHA NPOEKTY aKTa Ha
onpayloBaHHA BM3HAUYMTUCA 3 MO3ULIEID LLOL0 MPOEKTY aKTa Ta MOAaTu roJiIOBHOMY
PO3pPO6GHMKY CBOT 3ayBa)KeHHA i MPOMNO3unLii 4O HbLOTO.

AKWO Ha cTagii cniBpo3pobneHHA B No3muiax po3pobHMKa Ta cniBpo3pobHMKA
BUHUK/N PO3BIXKHOCTI, pPO3pOOHMK opraHi3oBye poboyy Hapagy Ha piBHI KepiBHUKIB
CTPYKTYPHUX MiLPO3AiNiB Ta 6e3nocepeHiX BUKOHaBLIB, Bi4NOBIAaNIbHMUX 3a CMNifibHe
po3pobneHHs, 3a pe3ynbTaTaMu K0T BignoBigaibHUM NigpoO3AiNnoOM OpraHy-
CMNiBpO3p06HMKa PO3pOOHMKA FOTYETHCA aKT PO30IKHOCTEN 3a NiANUCOM KepiBHUKA
opraHy-cnispo3pobHuKa.

[0 akTa po36iXXHOCTel He BHOCUTLCA PO36IXKHOCTI, AKi 6yn0 BperynboBaHo abo
3HATO Nif vac po6oyoT Hapagu.

Yci aktu po3bikHOCTeih 060B’A3KOBO PO3MILLYHOTbHCS BifgNOBiAHWUM OpraHoM-
CMiBpO3pOOHMKOM Yy BIAMNOBIZHOMY MOAYNI CUCTEMI B3aEMOAIT. Y pasi KONM opraH He
PO3MICTUB aKT PO36iXKHOCTEN Yy BU3HAUYEHMWIA CTPOK, BBAXKAETbLCA, LLO 3ayBa)XEHHSA [0
NPOEKTY aKTa B OpraHy-cniBpo3po6HmKa BiACYTHI.

PiweHHs npo BpaxyBaHHA ab0 HeBpaxyBaHHA pPO36IXKHOCTEN, BUKNALEHUX B
aKTax po36iKHOCTeN, NnpuiiMae KepiBHUK YCTaHOBM - PO3pOBOHMKA.

148. Po3p0bHMK npoTaAromMm n’ATu  poboyumx AHIB  nNicns  3aBepLUeHHS
po3pobneHHs (CNiBpo3po6NeHHS) MPOEKTY aKTa pPo3Millye goonpaubOBaHYy Bepcito
NPOEKTYy aKTa i3 HeobOXigHWMK CynpoBigHMMKU MaTepianamMum [O HbLOTO Yy
BignoBigHOMY MOAYNi CUCTeEMW B3aeMoAii ANd 3AIACHEHHA WOro MNOrofAXeHHA
3aiHTepecoBaHMMW opraHaMu. Yci akTu po36iKHOCTeN MOBUHHI OYTW LOCTYMHUMU
NS BCIX 3aiHTepecoBaHMUX OpraHis.

PosmiweHnin y BignoBigHOMY MOAYNi CUCTEMW B3aEMOAIT MPOEKT aKTa Ta
CynpoBiAHi maTepiany [0 HbLOr0 MOBWHHI OYTW nignucaHi KepiBHUKOM YCTaHOBMW-
po3pobHuKa abo 0co60, WO BUKOHYE MOro 060B’A3KM, 3rigHO 3 Npoueaypoto,
BNU3HAYEHOK Liet0 IHCTPYKUIEHD.

3aiHTepecoBaHMn opraH y BW3HaYeHWn CTPOK HajCuiae po3poOHUKY NUCT i3
nosuuyied BIAMOBIAHOrO OpraHy [AO0 TNPOeKTy akra 3a MnignnucoMm KepiBHWUKA
3aiHTepecoBaHOro opraHy abo ocobu, WO BWKOHYE MNOro 060B'A3KM, 3rigHO 3
npouesypoto, BU3HAUYEHOI L€ IHCTPYKLUIEHD.
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149. PO3p0O6HMUK NPOTATOM TPbOX PO6OYMX AHIB MIC/A 3aBEPLUEHHSA MOTrOAXeHHS
NPOeKTYy aKTa po3Milwye AonpauboBaHy BepCil0 NPOEKTY akKTa i3 HeobXigHUMMK
CynpoBigHMMKN MaTepiafnamy [0 HbOTO Yy BiAMNOBIAHOMY MOAYNI CUCTEMU B3aeEMOAIT
ANA NPOBeAeHHS MOro npaBoBOT eKcrepTn3n MiH’HOCTOM.

PosmiweHnin y BigNnoBigHOMY MOAYNI CUCTeMU B3aeMOAIT MNPOeKT akTa Ta
CynpoBifAHI MaTepiann A0 HbOrO MOBWHHI 6YTU NignucaHi KepiBHUKOM YyCTaHOBM, fKa
€ pOoO3poOHMKOM BIiANOBIAHOrO [AOKYMeHTa, ab6o o0cob0l, WO BWUKOHYE WOro
060B’3KM, 3rifHO 3 NpoLeAypPOl0, BU3HAUYEHOK Li€t0 IHCTPYKLIEHD.

BucHoBOK MiH’lOCTY 3a pe3yfnbTaTaMu MNpPaBOBOI eKCMEepTU3N MigMUCYETHCA
MiHicTpom abo o0co60t, WO BWMKOHYE KOro 060B’A3KWM, 3rigHO 3 NpoLEeAYypoto,
BM3HAYEHOI Liet0 IHCTPYKLUIiED, Ta PO3MILLYETLCA Y BIANOBIAHOMY MOAYNI CUCTEMMU
B3aEMOAIT.

150. MpoekKT aKTa, cCynpoBigHi maTepiany 40 HLOTO PO3MILLYHOTbHCA YCTAHOBaMMU,
AKi € po3pob6HMKaAMM BifNOBIAHUX [LOKYMEHTIB, Yy BiANOBIAHOMY MOAYNi CUCTEMMU
B3aeEMOAIT.

3a3HayeHi JOKYMEHTU PO3MILLYHOTbCA:

ogHopa3oBo 6e3 npaBa BuMaratu 1X AyO6M1eTHOro pPO3MIlLeHHSA (HWUMU
ycTaHoBaMmu,;

ogHoyacHo Yy opmati PDF/A (popmat cneymndikauii PDF 1.4 1SO
19005-1:2005) i RTF i3 3acTtocyBaHHSIM 3aco6iB KBani)ikoBaHOro €neKTPOHHOrO0
nignucy (kBanigyikoBaHOi eIeKTPOHHOT MeYvyaTkun, AKLWO0 SJOKYMEHT 6y/f0 PO3MILLEHO Y
hopmi poToKoOMii).

151. OnAa npoekTiB aKTiB, W0 pPO3pobNAKTLCA OpraHamy BUKOHaBYOi BNajwu,
3aCTOCOBYETbCA EAWHUIA YHIKaNbHUN peecTpauiiHUin HOMep, AKUUA (OPMYETHCA Yy
BIANOBIAHOMY MOAY/I CUCTEMW B3aeEMOfIi. YCi NMPOEKTU akTiB, WO po3p0o6asaThCH
opraHamu BWUKOHABYOT BNagu, MalTb €4UHY NOPALKOBY HyMepaLilo Ta HYMepyrTbCA
B NOPAAKY X pO3MilleHHA Yy BignoBigHOMY MOAYNi CUCTEeMWU B3aEMOAIT B MeXax
KaneHfapHoOro poky.

€AVNHUIA  YHIKanbHWI  peecTpauiiHUiA  HOMep (OpPMYETbCA Yy  dopmarti
XXXXXX.PPPP-1, ne

XXXXXX — WecTU3HaYHU BUNaLKOBUIN YHIKANbHUI KOL;

PPPP — nocnigoBHWUA HymMepaTop Yy MeXax MOTOYHOr0 poOKy;

I — igeHTudikatop Tuny npoekty akrta ("3" — 3akoH, "Y" — YKkas,
"M" — nocTtaHoBa, "P" — pO3NOPALXKEHHA).

Cuctema eneKTPOHHOIo AOKYMEHTOO0Oiry panpgepxagmiHictpayii gnd npoekTiB
aKTiB Mae BMKOPUCTOBYBATU NULIe €AUHUIA YHIKANbHUIN peecTpalinHMin HOMeEp, AKUI
3aBaHTaXYETbCA I3 CUCTEMU B3AaEMOAIT MNif yac peecTpauil NpoekTy akTa, 6e3 npasa
noro 3miHnM Ta/abo moauikayii.
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MpoeKTU po3nopsaa>KeHb roNoBy paigep>kagMiHicTpauii
(HakasiB KepiBHMKa anapaTy paigep>XagMmiHicTpanii)

152. I'onosa pangepxagMmiHicTpayii ( KepiBHMK anapaTy pangepxagMmiHicTpayir)
NiANUCYIOTb PO3NOpPAAXeHHSA (Hakasu) 3 OCHOBHOT AiANbHOCTI, agMiHICTPaTUBHO-
rocnojapcbknx, KagpoBux nuTtaHb (0c060BOro cknagy) (gani - aktn).

153. MMpoekTn akTiB TrOTYHTbCA Ta MNOroAXYHTbCA B ENEKTPOHHIN dopmi
BiAMOBIAHO A0 3arajibHUX BMMOT MIATOTOBKW Ta MOTFOA>KEHHA MPOEKTIB eIeKTPOHHUX
LOKYMEHTIB, BW3HayeHUX Luieto |HCTpyKUielo, Ha 6naHKy, WO aBTOMaTUYHO
reHepyeTbCs CUCTEMOI e/IeKTPOHHOI0 AOKYMEHTOO06Iry pangepxagmiHictpauyii.

154. Tepep nofgaHHAM Ha nignuc HOPMAaTMBHO-NMPaBOBOT 0 aKTa
pargepxagMiHicTpayii, AKUA  nignarae  gepXaBHiW  peecTpauyii, HayalbHUK
3aranbHOro BigAiny anapaty paigepxagmiHicTpauii abo TronoBHUI cneyianicT
3aranbHOro BigAiny anapaty pangepxagmiHictpauii ( nocagoBa ocoba Biaginy
ynpaBniHHA NepcoHanoM anapaTty paigepxagmiHicTpauil) APYKYe MOro i3 cuctemu
e/IeKTPOHHOTO0 [AOKYMeHTO0O006iry pangepxagmiHictpauii pasoMm i3 3reHepoBaHUM
CUCTEMOIO €eNeKTPOHHOro AOKYMeHTO0006iry pangepxagmiHictpauii 61aHKom, Ha
AKOMY Bi3yani3yeTbca aBTOMaTUYHO cthopmoBaHuin QR-Koga.

Ha po3apykoBaHOMY MNpPOeKTi akKTa BMMAraeTbCAa /iMlIe MPOCTaB/EeHHA
BIAaCHOPYYHOT Bi3W BIANOBIfaNbHOrNO 3a KPUAUYHI NUTaHHA, AKUM NPOBEAEHO
OPULNYHY eKCNepTU3y 3a3HaY4eHOro NPoeKTy.

Oco6nmMBOCTi OGOPMIEHHS MPOEKTIB HOPMAaTMBHO-MPaBOBUX aKTiB YCTaHOBMU,
AKi nignaralTb AepXKaBHiM peecTpauil, BM3Ha4YeHO IHCTpPyKUiel0 3 fiNoBOACTBA
panaepXagmiHicTpauil.

155. TlignucaHHA poO3NOPALXKEHHS TrO0N0BM paigepxagmiHicTpayii (Hakasy
KepiBHMKa anapaTy) 34INCHIOETLCA B €/IEKTPOHHIN Ta y naneposiin gopmi. Hakasun 3
aAMIiHICTPaTUBHO-roCcNOAapCbKUX MNUTaHb TFOTYKTbLCA Ta MNIANUCYIOTHCH Nuwe B
e/IEKTPOHHIN opmi.

156. AKTHK PEECTPYOTbCA B CUCTEMiI E€NEeKTPOHHOro AOKYMEHTOO06Iry
paigepxagMiHicTpauii i3 3acTtocyBaHHSM BiANOBIAHOr0 MNPOEKTY €NeKTPOHHOrO
JOKyMeHTa. [pu  ubOoMy Ha nanepoBuMil MPUMIPHUMK  BIANOBIAHOrO  akTa
NPOCTaBNAETLCA HOMep Ta fara peecTpauii, Aki 6yno aBTOMaTUYHO MPUCBOEHO
CUCTEMI €NeKTPOHHOI0 AOKYMEHTOO0OIry pangepxagmiHictpauii.

AKTU HYMepylTbCA Yy MNOPAAKY TX BUAAHHA Yy MeXax KalleHJapHOro poky;
po3nopAgKeHHA (Hakasn) 3 OCHOBHOT AifANbHOCTI, 3 aAMIHICTPAaTUBHO-ToCNoAapCbKNX
NUTaHb, KagpoBUX NUTaHb (0COBOBOro ckKaagy), NPo BigMNYCTKM Ta NPo BigpAgKeHHS
MalTb OKpeMy NOpPALKOBY HyMepawito.

157. O3HallOMNeHHA NpayiBHUKIB pakgepXagMiHicTpalii 3 akToOM 34iNCHIOETbLCA
B €1IeKTPOHHIN (hopMmi.
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dakT [OBefeHHA akTa A0 BigomMa nocafjoBOi 0cobu pangepxagmiHicTpayii
3LIACHIOETBLCSA 3acobamu cucTemm e/IeKTPOHHOTO0 LOKYMeHTOo06iry
parigepxagMiHicTpauii.

158. ®aKT 03HaMOM/MEHHS NocafgoBOi 0Co6M palpgepxagMiHicTpalil 3 akToM
30iNCHI0ETBLCA 3acobamu cUcTemMM eNIeKTPOHHOrO0 LOKYMEHTO0006iry
pargepxagmiHicTpauii 3 BUKOPUCTAHHAM KBanipikoBaHOro eneKTPOHHOro nignucy
BigNoBigHOT NocafoBOi ocobu.

CninbHi po3nopaa>KeHHs (Hakasn)

159. MopAfoK NiArOTOBKM CMISIBHOTO akKTa KilbKOX YCTAaHOB BW3HA4Ya€ETbCA
IHCTpYKUi€eto 3 finoBoAcCTBa.

CninbHi po3nopagyi LOKYMEHTM, W0 BMAAKOTL OLHAKOBI 32 POPMOI JOKYMEHTM
(po3nopaaXKeHHS, HaKa3un, pilleHHS), BUAAKTbCA Y BiANOBIAHINA GopMmi.

CninbHi po3nopsgdi AOKYMeHTU palhgepXagmiHicTpayii Ta iHWKWX YCTaHOB,
YMNOBHOBaXeHUX BuAaBaTh Ppi3Hi 3a PoOpMOK [OKYMEHTU, BUAalThCca y (opmi
pilleHHSA, fKe Mae MpaBOBY CWUJy PO3MNOPAAYOTro LOKYMEHTa KOXHOI yCTaHOBU, L0
npuimae Lein LOKYMEHT.

CninbHi po3nopag4yi AOKYMeHTU paigepxagMmiHicTpayii Ta iHWWX YCTaHOB
0(hOpMIIOIOTHCA Ha creuianbHUX 6raHkax (fogatok 4) abo Ha 4YMCTMX apKyllax
nanepy, NignuMcy NignMcaHTIiB 3acBifUyOTbCA rep6b0OBUMU NeyvaTKaMK.

MpoeKTn CNiNbHMUX PO3NOPAAUYNX [LOKYMEHTIB MOrTOAXKYHTbCA B TOMY X
nopsaaKky, WO i MPOeKTM pOo3NOpsfXeHb r0N0BWM paigepxagmiHicTpayii (Hakasis
KepiBHMKa anapary).

[MpoeKkTun aKTiB HOPMATUBHO-NPABOBOr0 XapakTepy. AKi BIANOBILAHO [0
3aKOHOZaBCTBA MiAnAralnTh fep>KaBHil peecTpauil

160. JepxxaBHa peecTpaLyifa akTiB yCTaHOB HOPMaTUBHO-NMPABOBOr0o XapakTepy
3AIACHIOETLCA Y NOPSAAKY, BU3HAYeHOMY [TOIOXEHHAM NPO [AepXXaBHY peecTpauito
HOPMAaTUBHO-NPAaBOBMUX aKTiB MIHICTEPCTB Ta IHWWX OpraHiB BWUKOHAaBYOI Bnau,
3aTBepA>KeHUM noctaHoBo KabiHeTy MiHicTpiB YKpaiHu Bif 28 rpygHs 1992 poky
Ne 731 (3MN Ykpaiuu, 1993 p., No 1-2, cT. 28; OdiyitHMIA BiCHUK Y KpaiHu, 1998 p.,
Ne 42, ct. 1551; 2008 p., No 25, cT. 770).

CTpOK MiXK [AaTOH 30BHILIHbOIO MOTrOAXEHHA NPOeKTY HOPMaTUBHO-NPaBOBOIO
aKTa, AKUW nignarae Aep>xaBHi peecTpauil, i 4aTo NPUUAHATTA TakKoro akta He
MOBMHEH nepeBuLyBaTtn 60 AHiIB.

161. lep>xaBHa peecTpaLlis 3[iNCHIOETLCA B €NEeKTPOHHIA (opmi y BUrNAAI
3anucy, BHeCceHoro Ao [ep>XaBHOro peecTpy HOPMaTUBHO-MPaBOBUX  akTiB
MIHICTEPCTB Ta IHWMKWX OpraHiB BUKOHaBYOl BfagM Ta 3acBig4eHOro cneyiasbHO AN
LbOro npuM3Ha4YeHOW KBanipikoBaHOK ENIeKTPOHHOK MNeyaTKOl, fAKY Haknana
ocoba, Lo BHecnNa 3anuc A0 3a3HaYEHOro peecTpy.
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V. MOHITOPVHT 32 CTAHOM BMKOHAHHS YNpaBniHCbKUX pillieHb

162. MOHITOPUHT BUKOHAHHA YMpPaB/iHCbKMUX pilleHb € CKNaf0BOK CUCTEMU
KOHTPONIO B pangepxagMmiHicTpauil Ta nNpoBOAMTbLCA 3 METOK Harnagy 3a
BMKOHABCbLKOI AUCLMUMNNIHOIO.

163. MOHITOPUHT BK/OYae B cebe 6e3nepepBHe CMOCTEPEXEHHA 3a MPOLECOM
BMKOHAHHA ynpaBfiHCbKUX pilleHb Ta BUABMEHHSA BiXWNEeHb Biff CTPOKIB BUKOHAHHS
iHAMKATOPIB.

164. MOHITOPUHT BUKOHAHHA YNpPaBNiHCbKWUX PilleHb 34IiACHIOETHCS BigLinom
opraHisayiiHoi po6oTnM Ta KOHTpoOAnt (gani - cnyxba KOHTPONK) 3a AOMNOMOroH
CUCTEMWU MOHITOPWHTY, IHTErpoBaHOl B CUCTEMY EJIEKTPOHHOI0 [AOKYMEHTOO006iry
pangepxagMmiHicTpauii Ha OCHOBI [JaHWX 3 peecTpayiiHO-MOHITOPUHIOBOT KapTKW.
BignosigHa cucrtema 3abesneuye onepaTUBHUM focTyn [0
BCIET iH(oOpMauii npo CcTaH BWKOHAHHA OyAb-AKOro [OKYMeHTa, LWOAO0 HAKOro
3AIACHIOETLCA MOHITOPUHT Ta METOANYHWUIA aHani3 BigNOBIAHUX AaHUX.

165. MOHITOPUHI NPOBOAMTLCA LWNAXOM 360py, 06po6KM Ta cucTemartwu3sawii
iHpopmauii npo CcTaH BWKOHaHHA YNPaB/AiHCbKUX pilleHb 338 BU3HAYEHUMMU
IHOMKaTopamu.

166. IHgMKaTOpamMnm CTaHy BUKOHAHHS YMPaBNiHCbKUX pilleHb € MOMEHT
3aKiHYEeHHs BMW3HAYeHWUX [iii, HanNpwuknag: HakKNafeHHA eneKTPOHHOT pe3ontoLil,
CTBOPEHHA  AOKYMEHTa, MNOFOMAXEHHS  [JOKYMEHTa, MiAnucaHHs  [OKYMEHTa,
peecTpalis Ta BignpaBneHHs JOKYMeHTa TOLLO.

167. IHAMKATOPU, CTPOKM BMKOHAHHA IHAMKATOPIB Ta iHWI AaHi, Heo6XigHI Ans
MOHITOPUHTY B paijepxagMiHicTpalii, BHOCATHCA B aBTOMAaTUYHOMY pPeXUMI
3aN1eXHO Bif 06paHOro cratycy npu3HayeHHs [OKYMeHTa Ta/abo aBTOMaTuM3oBaHOMY
peXxXnmi A0 peecTpauinHO-MOHITOPUHIOBOT KapTKU cnyx60t AinoBoacTBa nNifg 4ac
peecTpayii BXifHOro AOKYMeHTa, KepiBHMKOM nif 4ac NepBUHHOro posrnagy ab6o
aBTOPOM AOKYMEHTa Mif yac M0oro CTBOPEHHS.

168. AKWO [OKYMEHT MICTUTb KibKa OKPEMUX YMNpaBAiHCbKWX 3aBAaHb,
MOHITOPWHI BWKOHaHHA UWX 3aBAaHb 3[INCHIOETHCA B OAHIW peecTpayiliHO-
MOHITOPUHIOBIN KapTui.

169. Micna 3aBepweHHA po60TM Hag [OKYMEHTOM [0 peecTpayiiiHo-
MOHITOPUHIOBOT KapTKW aBTOMATM4YHO BHOCUTbLCHA BiAMITKa NpPO 3aBepLleHHsA 1oro
BMKOHaHHA (IHAMKATOpP 3aBepLUEHHA BMKOHaHHA) Ha MiAcTaBi cTaTyCcy MPU3HAYEHHSA
3apeecTpOBaHOro MPOEKTY eNeKTPOHHOro [AOKyMeHTa. BigmiTka npo 3aBeplleHHS
BMKOHAHHA AOKYMEHTA CBIfYNTb MPO Te, WO poboTy HAL LOKYMEHTOM 3aKiHYEHO.
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170. MOHITOPUHT  3[IACHIOETBCS 32 BUKOHAaHHAM  3aBfaHb, BW3HAYEHUX
3aKOHaMWn Y KpaiHu, noctaHoBamun BepxoBHOT Pagn YkKpaiHu, ykaszamu [lpe3upeHTa
YKpaiHu, aktamn Ta popydeHHamum T[lpe3npeHTa YKpaiHu, aktamum KabiHeTy
MiHicTpiB YKpaiHu, gopyvyeHHAMN [pem’ep-MiHicTpa YKpaiHM, NpOoTOKONaMun Hapaj
nig ronosysaHHAM [lpem’ep-miHicTpa YKpaiHu, lMepworo Biue-npem’ep-MiHiCcTpa,
BiLe-npem’ep-miHicTpiB, MiHicTpa KabiHeTy MiHicTpiB, [ epXaBHOro cekpetaps
KabiHeTy MiHicTpiB, po3nopsigdi [AOKYMeHTM Ta [AOPYYEHHS  KepiBHULTBaA
obnpepxaamiHicTtpauyii, nuctamm ApgmiHicTpayii MMpe3naeHTa YkKpaiHu, [0noBwu
BepxoBHOT Paan YKpaiHu Ta AOro 3acTynHMKIB (L0 NOoTpebyOTb HagaHHA Bignosigi
npo pesynbTaTu IX poO3rnagy), NMctamy Y NoBHOBaXKeHOro BepxoBHOT Pagn YkKpaiHu
3 npaB NOAUHU, 3BEPHEHHAMWN KOMITETIB, TUMYACOBUX chneyiabHUX Ta TUMYaCOBUX
cnifuymx Komicii BepxoBHOT Pagu YKpaiHu, fenyTtaTcbKuX ¢pakuin BepxosHoi Pagu
YKpaiHu, 3BepHEHHAMU Ta 3anuMTaMu HapoAHWUX fenyTaTiB YKpaiHwW, penyTtaTis
o6nacHoi Ta pallOHHOT pagun, nuctammnm PaxyHKOBOT nanatu, MIDKHapoOAHUMU
3000B’A3aHHAMM Y KpaiHW B pamKax cniBpob6iTHULTBA 3 MDKHapo4HWM BanlOTHUM
(hoHAOM, 3060B’A3aHHAMKN Y KpalHU y chepax €BPOMNENCbKOT Ta €BpOATNaHTUUYHOT
iHTerpauii, 30Kpema CNpsAMOBaHMX Ha BUKOHAHHA Yroau npo acouiayito MiX
YKpaiHOow, 3 OfHiel CTOpoHW, Ta €Bponeincbkum Cow30M, EBPONENCLKUM
CNiBTOBApMCTBOM 3 AaTOMHOI eHepril Ta TIXHIMW AepXXaBaMu-yseHaMu, 3 (HWOT
CTOPOHU, IHWWUX MDKHApPOLHMUX [OroBopiB YKpaiHW 3 nNWUTaHb EBPOMENCHKOT
iHTerpauii i JOMOBMEHOCTEN MiX YKpalHO Ta €€, piYHUX HaLiOHaNbHUX Nporpam B
pamkax Kowmicil YkpaiHa - HATO, piweHb Komicii ¥YkpaiHa - HATO y pamkax
XapTii npo ocobnMBe napTHepCTBO MK  YKpaiHowo Ta  OpraHisayieto
MMiBHIYHOATNAHTUYHOTO pAorosopy Ta [Jeknapayii npo 11 [ONOBHEHHA, IHWMKX
MIDKHApPOAHUX A0roBopiB MiX YKpaiHoto Ta HATO Ta ynoBHOBaXXeHWUMW OpraHamm
HATO; wmiciamm OOH, OBCE, CsBiToBUM 6aHKOM, €EBpPONenCcbKNUM 6GaHKOM
PEKOHCTPYKUIT Ta PO3BUTKY, IHWMUMW MDKHApOAHUMW oOpraHizayiaMu B YaCTUHI
LiNbOBOT0 BUKOPUCTAHHA TeXHIYHOT Ta JOHOPCLKOT JONOMOTN, a TaKOX 3aBfaHb,
BU3HAYEHUX PO3NOPALAXKEHHAMW Ta AOPYYEHHAMU TO0N0BU pangepxagMmiHicTpauii,
NPOTOKONaMMW Hapaj nij rosioByBaHHAM 3aCTYMHUKIB ronoBu pangepxagmiHictpayii,
KepiBHMKA anaparty panfepxagMiHicTpauir, pillEeHHAMM Kosnerii
pagepxagMmiHicTpayii, WOA0 AKUX BCTAHOBMEHO CTPOKMU IX BUKOHAHHS.

171. CTpOKM  BWUKOHAHHSA  BHYTPIWHIX  AOKYMEHTIB  0064YMUCAOOTLCA B
KaneHAapHUX AHAX NOYMHaumM 3 faTu peectpayii, a BXiAHUX - 3 faTU HAAXOOXKEHHS
(nocTaBKM 4epe3 cucTemy B3aemMofii) abo 3 AaTtuM HacTynHoro po6oyoro AHS y pasi
HaAXomXeHHA (fOoCTaBKM) AOKYMeEHTa Micns 3akiHYeHHA poboyoro AHA, y BUXIAHI,
CBATKOBI Ta Hepo6ouYi AHi.

AKU,0 OCTAHHIN [JeHb CTPOKY BUKOHaHHA AOKYMeHTa npunafjae Ha Hepob6oumii
[eHb, CTPOKOM BWKOHAHHA [OKYMeHTa BBaXaeTbCA Nepwuin poboymin geHb nicns
HaCTaHHA CTPOKY BMKOHAHHS.
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172. Y pasi 3MiHM CTpPOKIB BWKOHAHHA iHAMKaTOpa Yy peecTpauiiHo-
MOHITOPWHIOBIA KapTui NPOCTaBNAETbCA HOBUIA CTPOK BU3HAYEHOrO iHAMKATOpa Ta
3a3HayvyaeTbCA NMPUUYMHA NOro 3MiHWU, AKi BHOCATHCA YMNOBHOBaXXEHOK 0CO60H CNyX6u
KOHTPOJII0.

173. MNepeBipka CTPOKIB BUKOHAHHA [OKYMEHTIB MNPOBOAUTHLCA 3a BCiMa
iHAMKaTopaMn MPOXOLXKEHHA JOKYMeHTa A0 3aKiHYeHHS CTPOKY MOro BUKOHAHHA (Y
pasi BifXWNeHb BMKOHABLI HALCWIAOTHCA MOMEpPEefXXeHHA CUCTEMOK MOHITOPUHTY
3a [OMOMOTrOl0 eNeKTPOHHUX HaragyBaHb, WO aBTOMATUYHO FEHEPYOTHCA CUCTEMOLO
eNeKTPOHHOTO [AOKYMeHTO006iry pangepxagmiHictpayii) y nopagky, BU3HAYEHOMY
IHCTpYKLi€t0 3 AinoBOACTBa palgepxagmiHicTpauii.

174. Cny>x6a KOHTPO/O MiCNA BUKOHAHHA JOKYMEHTa nepeBipse BiANOBIAHICTb
KiHLEBOro pesynbTaTy MOCTaB/IeHOMY 3aBfaHHIO, 3a pe3y/nbTaTOM 4Oro npuiimae
PiLLEHHA MPO NPUNUHEHHSA MOHITOPUHTY.

MPUNMUHEHHA MOHITOPUHTY 34IACHIOETbCA /MWE Ha nigcTaBi  3a3HayeHol
nepeBipKu.

175. [laHi Npo BUKOHaHHA LOKYMEHTa Ta NPUMNUHEHHSA MOHITOPUHIY BHOCATbLCH
[0 peecTpauinHO-MOHITOPUHIOBOT KapTKM YMNOBHOBAXEHOK 0CO60K  CNYX6MK
KOHTPONIO.

[OKyMeHT MoOxe 6yTu 3akputuini "[o cnpaBu" nuwe nicns BHeCEHOT [0
peecTpaLinHO-MOHITOPUHIOBOT KAPTKM BIAMITKM NPO NPUNUHEHHSA MOHITOPUHTY.

176. lHeM BUKOHaHHA 3aBAaHb, BM3HAUYEHNX B aKTax OpraHiB Aep>KaBHOi Bnaaun
I JOPYYEHHAX BULWKUX MOCALOBUX OCI6, Ta BUKOHAHHA 3anMuTIB, 3BEPHEHb, IHLWOT
KopecrnoHaeHuil BepxoBHOT Pagn YKpaiHM BBaXaeTbCA [eHb  HaACWUNaHHA
e/IeKTPOHHOT0 AOKYMeHTa YCTaHOBOK 4epe3 CUCTeMy B3aeMOAii, a Yy BunNagkax,
BM3HAYEHUX MNYHKTOM 2 uiei IHCTPYKLii, - peecTpayil [LOKYMeHTa OpraHom,
AKWIA BU3HAYMB BigMNOBigHE 3aBAaHHS.

IH(hopMalLiiiHO-A0BiiKOBA PO6OT A 3 €IEKTPOHHUMU AOKYMEHT aMu

177. IH(hopmayiiHO-A0BiAKOBA pob0oTa 3 €IEKTPOHHUMUN AOKYMEHTaMMW MoNsrae
B MNOWYKY HEOO6XIAHUX [OKYMEHTIB 3 BUKOPUCTAHHAM CUCTEMMW €NEeKTPOHHOTO
LOKYMEHTO0O0biry pangepxaamiHictpadii.

178. Ona nigBuLLLeHHSA epeKTMBHOCTI po6oTun NOWYKOBOT  CUCTEMU
eNeKTPOHHOro AOKYMeHTO0006iry pangepxagMmiHictpayii cnyx6o0t0 AinosoacTea
po3po6NATLCA Taki KnacugikauivHi 4OBIAHUKN:

Knacugikatop nuTaHb [iANbHOCTI YCTAHOBMY;

Knacugikatop BUAIB JOKYMEHTIB;

Knacn@ikatop KOpecnoHAEeHTIB;

KnacuikaTtop pe3ontoLii;

Knacu@®ikatop BUKOHAaBL,IB;
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Knacu@ikatop pesynbTatiB BUKOHAHHA LOKYMEHTIB;
HOMeHKnaTypa cnpas.

179. MowykoBa cucrtema cucTemu eN1IeKTPOHHOTO0 NOKYMEHTOO006iry
pangepxagmiHictpayii mae 34iiCHIOBaTN NOWYK 3a KOHTEKCTOM (KNHOYOBUM CMI0BOM
abo (pa3ot) eNneKTPOHHOro [OKYMEHTa, BUAOM E€/IeKTPOHHOIo [OKYMeHTa, MOro
3aro/ioBKOM, AaTok NPUAHATTA, HOMEPOM Ta [AaTok MOro peectpawii, noro aBTopom
TOWO.

VI. CuctemaTtmsayia ta 36epiraHHs JOKYMEHTIB Yy iN0BOACTBI
CKnageHHA HOMeHKNnaTypu cnpas

180. HomeHknaTypa cnpas npusHayeHa ans BCTAHOBJ/IEHHA B
pargepxagmiHicTpauii eguHoOro nopsaaky ®(opmMyBaHHA cnpaB ANd [LOKYMEHTIB,
CTBOPEHUX Yy eNIeKTPOHHIN Ta nanepoBii Qopmax, 3abe3neyeHHs 11X 00ONiKy,
OnepaTMBHOrO0 MOWYKY AOKYMEHTIB 3a TX 3MIiCTOM i BMAOM, BW3HaY€HHA CTPOKIB
3bepiraHHa cnpaB i € OCHOBOK [ANA CKNafeHHA Onucie crnpasB MNOCTIMHOIO Ta
Tpuanoro (noHapg 10 pokiB) 36epiraHHs, a TakoX Ana 06/iKy crnpaB TUMYacoBOro
(no 10 pokiB BKNHOYHO) 36epiraHHs.

Lo HOMeHKnaTypu cnpaB BK/IOYaKTbLCA Ha3BW cnpas, WO (opMyrHTbCcA Ta
Bigo6paxatTb yci eTann pob6oTu, iKka AOKYMEHTYETbLCA B YCTaHOBI, 30KpeMa Cnpasu
NOCTIMHNX Ta TUMYACOBO Ait0UYNX pajg, KOMICin, KOMITETIB.

CTpokK 36epiraHHs 4OKYMEHTIB (HaneXHIiCTb A0 CNpaBu) BM3HayalTbCA MNif yac
peecTpauii (4na BXigHMX AOKYMEHTIB) abo CTBOPEHHA MPOEKTY AOKYMEHTa aBTOPOM
3rifHO i3 3aTBepAXXeHUM MIiH’IOCTOM nepenikoM TUMOBUX [OKYMEHTIB, WO
CTBOPKOKTLCA nMif 4Yac AIANbHOCTI AepXXaBHMX OpraHiB Ta OpraHiB MicueBoro
caMmoBpsAAyBaHHA, IHWMWX YCTaHOB, NIANPUEMCTB Ta oOpraHisayin, i3 3a3Ha4YeHHSM
CTPOKiB 36epiraHHA AOKYMEHTIB.

181. Y panpgepxafMmiHicTpalil cknagarTbCa Ta BeAYyTbCA HOMEHKNATypu cnpas
CTPYKTYPHUX Nigpo34inis i 3BeeHa HOMEHKNaTypa crpaB pangepxagMmiHicTpauii.

182. HomeHKnaTypa cnpaB CTPYKTYpPHOro nigpo3giny CTBOPKHETbCS B
eNeKTPOHHIW dopmi (gogatok 6) nocagoBok 0co60k, BignoBiganbHOK 3a
AiNOBOACTBO B MNigpo3fini, He nisHiwe 15 nauctonafga MOTOYHOrNO POKy Ta
NorofXyeTocs i3 CNyXx6010 AinoBoAcTBa pangepxagMmiHicTpayil. Bisyanizauyis
HOMEHKNATYpX CcnpaB CTPYKTYPHOro nigpo3ainy 34iACHIOETLCA 32 aBTOMaTU4YHO
reHepoBaHOK (POPMOKD, BU3HAYEHO IHCTPYKU i€ 3 AiNoBoACTBa.

183. MeToAuyHa fgonomora y CKAageHHI HOMEHKnatypu cnpaB HafaeTbes
apxiBHMM nigposginom pangepxagminictpayii (npayiBHUKOM cnyX6u AiNOBOACTBA,
BiANOBIAANbHUM 3a apXiBHe 36epiraHHA LOKYMEHTIB).



41

184. 3BefileHa HOMeHK/aTypa cnpaB paigepxagMmiHicTpayii  QopmMmyeTbes
CUCTEMOIO eNIeKTPOHHOTIO0 LOKYMeHTOO06iIry pavgepxagmiHicTpayii B
aBTOMaTW30BaHOMY pexumi (404aTOK 7) Ha OCHOBI  HOMEHKnaTypu cnpas
CTPYKTYPHUX NiJpo34iNiB y eNeKTPOHHIWA dopMmi.

185. Ha nigcTaBi 3BefleHOT HOMEHK/NATypu cnpasB paigepxagMmiHicTpauii B
eNeKTPOHHIN (PopMi cucTema eNeKTPOHHOIO AOKYMEHTOO06iry pangepxagmiHictpauii
aBTOMaTUYHO 3AicCHI0OE Ti Bi3yanisauito 3a (opmolo, BU3HAYEHOK IHCTPYKLUie 3
[iN0OBOACTBA, AKa APYKYETbCA Ta MOLAETbCA HA CXBANEHHA EKCNepTHO-MepeBipHin
KOMIciT iepXaBHOro apxisy obnacTi.

186. 3BefeHa HOMeHKfatypa cnpaB 36epiraetbCA Ta BUKOPUCTOBYETHLCH
CUCTEMOIO e/IEKTPOHHOTO LOKYMEHTO0O006iry pavgepxagmiHicTpayii ans
aBTomaTtmsauii npowecis (hopMyBaHH# LOKYMEHTIB y cnpasu B
pangepxagmiHicTpawil.

187. 3BefeHa HOMeHKnatypa cnpas painfepxagmiHictpauil  HanpuKiHLi
KOXXHOTo poKy (He mi3HiWwe rpyAHA) YTOYHKOETLCA Ta BBOAUTLCA B AiH0 3 1 CiuHA
HaCTYMHOrO KaneHAapHOro pokKy.

188. B cucTeMi  eNeKTPOHHOro AOKYMEHTOoo0b6iry pangepxagMmiHictpauii
HOMeHKNaTypa cnpaB npeacTaBneHa y popmi enekKTpoHHOT Tabnuuyi (gogatku 6 i 7).
Mpan Tabnuui 3aN0BHIOKOTLCA TAKUM YNHOM:

y rpapi O (nMwe ans 3BefeHOT HOMEHK/NATYypu crpas) NPOCTaBNAETLCA Ha3Ba
CTPYKTYPHOro Nigpo3ainy, 40 AKOro BigHOCATLCA 3anuMcy Npo BiANOBIAHI cnpasu;

y rpai 1 npocTaBnsaeTbCcs IHAEKC KOXHOT cnpasu;

y rpay 2 BKNHOYAKTbCA 3aroN0oBKY cripaB (TOMY, YaCTUHMW);

y rpai 3, AKa 3aMO0BHIETLCA HaNPUKIiHUiI KaneHAapHOro PoKYy, 3a3HayaeTbCA
KiIbKiCTb cnpaB (TOMIB, YaCTUH);

y rpai 4 3aszHavalTbCA CTPOKWM 30epiraHHs cnpaB, HOMepu cTaTel 3a
nepenikom LOKYMEHTIB i3 CTpOKaMu 36epiraHHs;

y rpai 5 pobnATbCcA MNO3HAYKM NpPO rnepexigHi cnpasu; nNpo cnpasu, Lo
BeLyTbCA B ManepoBiii popmi; Npo nocafoBux ocib, BigNoBigaNbHUX 38 POPMYBaAHHS
cnpas; MNpo nepefaBaHHA cnpaB [0 apxiBHOro nigposginy pangepxagMmiHictpauil
(npauiBHMKY cnyx6u AainosoacTBa, BignoBiganbHOMY 3a apxiBHe 36epiraHHs
LOKYMEHTIB) YW IHWMKX YCTAHOB A4/18 X NPOLOBXEHHSA TOLLO.

189. HanpukKiHWi pOKY 4O HOMeHKnaTypu cnpaB CTPYKTYPHOro nigposginy Tta
3BefIeHOT HOMEHKNaTypu cnpaeB pangepxagmiHicTpayii cknagaroTbCsd MNiACYMKOBI
3anNUCU B €NIeKTPOHHIN ¢GopMi Npo KiNnbKiCTb (aKTUYHO 3aBefeHUX CcrpaB Ta
nignucyTbca BignosiganbHUMM ocobamn 3rigHo 3 IHCTPYKUiew 3 AiN0oBOACTBA
pangepxagmiHicTpawil.
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dopMyBaHHA €NeKTPOHHUX cripaB

190. F'pynyBaHHA BUKOHaHWX LOKYMEHTIB Y €NeKTPOHHI crnpaBu 34INCHIOETbLCA
LLeHTpani3oBaHO B CUCTEMI E€NEKTPOHHOr0 AOKYMEHTOO0Oiry panpgepxagmiHictpauyii
BIANOBIAHO A0 HOMEHKNATYpPW Crpas.

191. dopmyBaHHA €IEKTPOHHMUX CMpaB 34IACHIOETLCA Y CUCTEMI €1eKTPOHHOTIO
JOKYMEHTOO06iry pangepxagMiHicTpauii B aBTOMatu3oBaHOMY pPeXuMmi Ha nigcrtasi
IHAEeKCY eNeKTPOHHOT Cnpasu.

192. ENeKTPOHHI [LOKYMEHTW, WO BigHeCceHi [0 OAHIET eNeKTPOHHOT cnpasw,
MatoTb OYTW NOriYHO NOB’A3aHi MiXX CO060K 3a AOMOMOrOK BiOMOCTEA NPO HUX B
CUCTEMI eNeKTPOHHOTI0 AOKYMEHTOOOBIrTY panfepxagMiHicTpawil.

193. IMig yac popmyBaHHA eNeKTPOHHUX Cnpas CNif 4OTPMMYBATUCA 3arafibHUX
npaBu/ 3 ypaxyBaHHAM TaKuX BUMOT:

1) rpynyBaTt B eNeKTPOHHI CnpaBuM [JOKYMEHTW, BUKOHAHI MPOTArOM OAHOrO
KaneH4apHOro poky, KpiM nepexigHUX eNeKTPOHHUX cnpaB (BefyTbCA MNPOTATOM
KiNbKOX POKIB);

2) [LOKYMEHT-BIAMOBIAb rPynyeTbca 3a IHILIATUBHUM LOKYMEHTOM;

3) BK/IOYATU B €/IEKTPOHHI CNpaBu /iNLLe OPUTiHANIN eNeKTPOHHUX LOKYMEHTIB
4ym IX NPUMIpPHUKKM abo y pasi TX BIACYTHOCTI 3acBifyeHi B YCTAHOB/EHOMY MOPALKY
KOMii LOKYMEHTIB, 30KpeMa eNeKTPOHHI KOMii manepoBMxX OpUTiHaNiB Ta eNeKTPOHHI
KONIT eNleKTPOHHUX LOKYMEHTIB;

4) 06CcAr eNleKTPOHHOT cnpaBu He O0OOMEXYETbCA KINbKICTHO €NeKTPOHHUX
LOKYMEHTIB;

5) 06cAr eneKTPpoHHOT cnpasu (KiNbKIiCTb 4OKYMEHTIB), WO MICTUTb LOKYMEHTHU
nocTtinHoro Ta TpuBanoro (noHas 10 pokiB) CTpoKiB 36epiraHHA, MNOBUHEH
BiAnoBigaTn o6cary cnpasu, CHOPMOBAHOT 3 MANEPOBUX MPUMIPHUKIB €eKTPOHHOTO
LOKYMeHTa. [na OOKYMEHTIB MOCTiIMHOro ta Tpueanoro (noHag 10 pokiB) CTPOKy
36epiraHHa, CTBOPEHWX B E€NIEKTPOHHIN (OpMi, YMNOBHOBaXeHWi 3acsifvyBay
BUTOTOBNAE NanepoBi KOMiT TaKMX LOKYMEHTIB, AKi BiH 3acBiguyye.

3acBifiueHi Konii MNOBWHHI MICTUTM MNepenik BU3HAYeHUX IHCTPYKLUiE 3
[L1N10BOACTBA PEKBI3NUTIB, HaHeCceHUX 3a gonomorot C/l-kogy.

3a3HayeHi 3acBigyeHi nanepoBi KOMil eNeKTPOHHUX LOKYMEHTIB (DOPMYIOTbCA Y
crnpaBu BIigMNOBIAHO [0 3aTBEPAXEHOI HOMeHKnaTypu cnpas Ans 36epiraHHsa, Aki
nepegarTbCcad A0 apXiBHOro nigposfiny pangepxagminictpayii (4ep>XaBHOro apxiBy
obnacti) y nopagky, Bu3HauyeHOMY IHCTpyKUiew 3 AinoBoAcTBa, ANA MNOCTINHOIO
36epiraHHs.
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CTBOpPEHHA [HWMUX ManepoBux MNPUMIPHUKIB €NeKTPOHHUX [OKYMEHTIB He
BMMaraeTbCs.

194. MeToANYHE KepiBHMLTBO Ta Harnsag 3a (pOPpMYBaHHAM E€/IeKTPOHHUX Crnpas
B pangepxagmiHicTpayii Ta i1 CTPYKTYPHUX Nigpo3ginax 34IACHIOITLCA CNYX60t10
[iNnoBOACTBA, a came apXiBHUM Migpo3AainomMm paingepxagMmiHictpauii (npauiBHUKOM
CNy>X6wn ginosoacTBa, BigNoBigaNbHUM 3a apXiBHe 36epiraHHsa AOKYMEHTIB).

36epiraHHs eNeKTPOHHUX AOKYMEHTiB ByCTaHOBaX

195. Y pangepxagmiHictpayii 3AiACHIOETLCA LeHTpani3oBaHe 36epiraHHs
eNeKTPOHHUX AOKYMEHTIB. [JOKYMeHTU 36epiratoTbCA B yCTAHOBAX iX CTBOPEHHS.

196. lOKYMeHTN 3 yacy CTBOPeHHA (HaLXOAXEHHA), a TaKoX yCi BIiJOMOCTI Mpo
HUX [0 nepefaBaHHA X Ha nMocCTiiMHe 36epiraHHa abo [0 X 3HULULEHHA B
yCTaHOB/IEHOMY NopAAKy 36epiraloTbCqd B CUCTEMI €NeKTPOHHOIO AOKYMEHTO0O00iry
paingepxagmiHicTpayii, NoriyHo 3rpynoBaHi y cnpaBW 3rifHO 3 HOMEHKATYpPOH
crnpas.

AypioBidyanbHi OKYMeHTU (aygio - Ta Bifeo3anucu) 3acifaHb Konerii, iHWNX
KonerianbHUX opraHiB pangepxagmiHicTpalii y pasi X CTBOpeHHA 36epiratTbca y
CUCTEMIi €eNeKTPOHHOro AOKYyMeHTOO0OIry pangepxagmiHictpauii. Cekpetap ab6o
yrNnoBHOBa)eHa ocoba KoseriaibHOro opraHy Bignosifae 3a iX fo4aBaHHA y CUCTEMY
eNeKTPOHHOTO JOKYMEHTOO06Iry pangepxagmiHicTpauii.

197. 3a AOCTYNHICTb, LUiNIiCHICTb Ta Bi4TBOPHOBAHICTb €1€KTPOHHUX AOKYMEHTIB
i eIeKTPOHHMX cnpaBs, WO 36epiraloTbCAa B CUCTEMI €/IEKTPOHHOI0 AOKYMEHTO0O06iry
parigepxagMmiHicTpayii, Bignosigae nigpo3gin pangepxagmiHicTpauii, Ha SKuWi
MoKnafeHo 060B’A3KM LWOAO0 TEXHIYHOTO CYMPOBOMAXEHHA CUCTEMMW ENeKTPOHHOTOo
LOKYMEHTOO0OIry pangepxagMiHicTpauii.

198. MpayiBHNKK paigepXagmiHicTpayii MaloTb 4OCTYN 4O €/IeKTPOHHUX Crpas
yepes CUCTEMY eNeKTPOHHOro AOKYMeHTO006iry pangep>xagmiHictpauii BignoBigHO
[0 NpaB, BU3HAYEHUX PO3NOPSAAXKEHHAM F0ON0BU paigepxagmiHicTpauil.

199. BugaBaHHA €eNeKTPOHHUX CMNpaB, OKPeMWUX EeNeKTPOHHUX [OKYMEHTIB
IHW UM ycTaHoBaM 3AIACHIOETbLCSA 3 L03BONY KepiBHUKa anaparty
pangepxaamiHictpauii abo ocobu, WO BUKOHYE Oro 060B’A3KU, LWISAXOM CTBOPEHHS
NPUMIPHUKIB a60 KON LMX LOKYMEHTIB (€/1eKTPOHHMX CNpas).

200. ¥ pa3si 3BepHeHHS [0 pahgepXagmiHicTpayii ynoBHOBaXKeHOT 0cobu Ha
nigcrasi opuriHany yxsanu cnigyoro cyadi, cygy wWoAo HafaHHA TUM4YacoBOro
[OCTYNYy A0 AOKYMEHTIB ronoBa pangepxagmiHictpauyii HeBigAKNaAHO Aae AOPYYEHHSA
cnyX6i Ain0oBOACTBA Ta CTPYKTYPHOMY Mifpo3A4iny 3a6e3neynTn BUKOHAHHA YXBau.
B mexax peanisayii JOpyYeHHA yNnoBHOBaXxeHa ocoba cny>bu finoBOACTBA:
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1) cTBOpHOE Ta pPeecTpye KoMmiww yxBanu cniguyoro cypni, cygy nicns
npeg’aB/ieHHA OPUTIHANY TaKOT yXBanu,

2) Hapae oco06i, 3a3HayeHin B yxBani, TUMYacoBUWA AOCTYN [0 [LOKYMEHTIB,
30KpemMa MOXIWUBICTb O3HAWOMMIEHHA 3 HWUMW, BWUTFOTOBJIEHHA ManepoBUX KOMii
BiAMOBIAHMX €NeKTPOHHMX [LOKYMeHTiB abo y pasi, Konn B yxBani nepegbayeHo ix
BUNYYEHHA  (3Q4INCHEHHS BWIMKW), - CTBOPEHHSA ENEeKTPOHHUX NPUMIPHUKIB
BiAMOBIAHUX €NeKTPOHHUX LOKYMEHTIB;

3) Hapjae A[OMNOMOry y CKnafeHHi onucy enekKTPOHHUX [AOKYMEHTIB, WO
BUyYarTbCA (BUTMKa AKUX 3AINCHI0ETBLCA), AKWN A 3a1MLWaeThCA B
pargepxagmiHicTpawil.

Mpo BUNYYEHHSA eNeKTPOHHUX AOKYMEHTIB CKnafaeTbCa akT (MPOTOKON) Yy ABOX
NPUMIpHUKax, Nepwmuin 3 AKUX 3a/MWIAETLCA B panfepxagMmiHicTpauil, a gpyrui
nepegaeTbcs BigNoBiAanbHin 0cobi, 3a3Ha4YeHiin B yxBani.

VII. NMopAfoK NiATOTOBKM €1eKTPOHHUX cnpas
[0 nepefaBaHHA ANA apXiBHOro 36epiraHHs

EkcnepTunsa LIHHOCTI JOKYMEHTIB

201. EkcnepTmn3a LIHHOCTI [JOKYMEHTIB B €NeKTPOHHIN ¢dopmi npoBOAMTbLCA
BIANOBIAHO 4O 3aKOHOLABCTBa Yy cepi apXiBHOT crnpaBu Ta AiN0OBOACTBA 3a TUMU X
npasunamun, NpUHLMUNaMN Ta KpUTEPIAMU, WO | LOKYMEHTIB Yy naneposiit popmi.

Po3nopag)KeHHsAM rofioBU pangepxagmiHicTpauii (Haka3oMm KepiBHMKa anaparty)
BM3HAYalThCA YNMOBHOBAXEHI 3acBifyyBaHi.

YNOBHOBaXXeHUM 3acBifgyyBavyaM HafLaeTbCA MpaBO 3acBigyyBaTu naneposi Konii
eNeKTPOHHUX LOKYMEHTIB, MPpU3HayeHi 418 1X nojanblol nepefayi Ha 36epiraHHs B
apxiBHWUR Bigain panpgepxagmiHictpauyii (JepxaBHoro apxisy obnacti).

[lo0 Takoro posnopafgxeHHs (Hakasy) 060B’A3KOBO A04al0ThbCA 3pa3ku MiANuUCIB
BNACHOPYY YCiX YMOBHOBaXXEHWX 3acBifuyyBayiB Ta BifOWTKIB MeyaTok, crneyianbHO
NPU3HaYeHUX ANS 3[4INCHEHHA 3aCBiAYeHHS JOKYMEHTIB.

PeKOMeHY€eTbCA BM3HAYaT YNOBHOBaXEHMX 3acBifuyBadiB i3 ckiagy NocTiiHO
[it0YNX eKCNePTHUX KOMICIlA yCTaHOB.

3a3HayeHe po3nopAmXKeHHA (Haka3) BUAAETbLCA Y [ABOX OpPUTiHANbHUX
NPUMIPHUKAX, OAUH 3 AKUX NepefaeTbca A0 JepxaBHOro apxisy o6nacTi.

202. EkcnepTmn3a UIHHOCTI [JOKYMEHTIB MPOBOAUTHLCA B E€NEKTPOHHIN dopmi,
KPiM LOKYMEHTIB, BU3HAYeHNX ab3aunaMmu ApYyruM-n’aTUM NYHKTY 2 Wi€i IHCTPYKLii.

203. Tig 4ac npoBefeHHA eKCrnepTM3n LIHHOCTI E/IeKTPOHHUX [OKYMEHTIB
34IMCHI0ETbCA BIifOIp [LOKYMEHTIB nocTikHoro Tta Ttpusanoro (moHag 10 pokig)
CTpOKiB 36epiraHHA pf[na HajaHHA [OCTyny npayiBHMKaM [LIiNOBOLHOT CNyX6u,
(apxiBHOro nigpos3ainy pangepxagmiHicTpauii - npayiBHUKY cnyx6u AiNnoBOACTBA,
BiANOBifabHOMY 3a apXiBHe 36epiraHHA LOKYMEHTIB), 6/10KYBaHHA Mpasa IHWKNX
npayiBHUKIB pangepxagmiHicTpauyii Ha pegaryBaHHs peecTpayiiHO-MOHITOPUHIOBOT
KapTKN LOKYMEHTIB, AKi nepefaloTbCA Ha apxiBHe 36epiraHHA, BUYUYEHHS ANd
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3HULWEHHA AOKYMEHTIB i €NeKTPOHHMUX cnpaB 3a MWUHYNI POKW, CTPOKWU 36epiraHHs
AKX 3aKiHUMNUCA.

204. 3a pesynbTataMum eKCNepTU3M LIHHOCTI efeKTPOHHUX [OKYMEHTIB Y
CTPYKTYPHOMY nigpo3gini pangepxagmiHictpayii ocoboto, BignosiganbHOW 3a
AiNnoBOACTBO Y nigpo3Aini, Ao 31 rpyAHs HacTYNnHOro PoOKY B €NeKTPOHHIN (opmi
CKNafjalThCA: OMUCK eNeKTPOHHUX cnpaB MocTiiHOro, Tpueanoro (noHag 10 pokig)
CTPOKIB 36epiraHHA, a TakoX rOTYKTbCA MPOMNO3uuii A0 akTa Npo BUAYYEHHS ANA
3HULWEHHA LOKYMEHTIB, He BHECeHMX A0 HauioHanbHOro apxiBHOro oHAy, A0 AKUX
BKNOYAKTbCA €NeKTPOHHI cnpaBu 3 AOKYMEHTaMKn y nanepoBii Ta y pasi NpURHATTA
BiAMOBIAHOIO pPilleHHSA FON0BOK pangepXaaMiHicTpayil B eNeKTPOHHINW hopmax.

Onncy eneKTPOHHUX crnpasB CTPYKTYPHOTo Nigpo3ainy i npono3unuii 4o akTa npo
BUNYYEHHA [ANA 3HULWEHHA LOKYMEHTIB BI3yKTbCA YKnajayem ONUCY, KepPiBHUKOM
cnyéwu pinosofctBa pangepxagmiHicTpayii  Ta  NigANUCYHOTbCA  KEPIBHUKOM
CTPYKTYPHOTO nigpo3giny.

205. Ha niactaBi eIeKTPOHHMUX ONUCIB eNeKTPOHHUX CnpaB CTPYKTYPHOTrO
nigpo3ainy Ta nponosuyii A0 aKTa NpPo BUAYYEHHA AN 3HUWEHHS AOKYMEHTIB
apXiBHUM nigpo3ginom panpgepxagmiHictpauii (npauiBHUKOM CnyX6u AiN0BOACTBA,
BigNoBiganbHMM 3a apXxiBHe 36epiraHHA AOKYMeHTIB) B eNeKTPOHHIA dopmi nicns
NPUAHATTA 4O  apxiBHOro  nigposfainy pangepxagmiHictpayii  LOKYMEHTIB
CTPYKTYPHUX MNIiAPO34iNiB CKMajalTbCA eNIeKTPOHHI OMUCKU eNIeKTPOHHUX Ccnpas
nocTiiHoro, Tpueanoro (noHapg 10 pokiB) CTpoKiB 36epiraHHA (4oAaToK 8) Ta akT B
eNeKTPOHHIN GopMi NPO BUNYYEHHA ANA 3HULLEHHA [LOKYMEHTIB, He BHECEHUX [0
HayioHanbHOro apxisHoro oHAay (fopartok 9).

206. Ha nigcTaBi CknafeHUMX B eNeKTPOHHINW (hopMi onuciB cnpasB Ta akTa Npo
BUNIYYEHHA  ANA  3HUWEHHA  AOKYMEHTIB  paifepxagMiHicTpauii  cuctema
eNeKTPOHHOI0 [OKYMeHTO006iry pangepxagmiHicTpayii aBTOMaTUYHO 34INCHI0E TX
Bi3yanisayito 3a (OpmMOI, BM3HAYEHOK IHCTPYKLUiew 3 AinoBOACTBa, AKa y pasi
Heo6XigHOCTI MOXe 6YTU pPO34pYyKOBaHa.

Mpoueaypa 3HUWEHHA €NeKTPOHHUX [AOKYMEHTIB 3[iACHIOETHCA NuwWwe Yy pasi
NPUAHATTS TONOBOK pangepXagmiHicTpayii BigNoBiAHOrO pilleHHS Ta BU3HAYAETLCH
IHCTpYKUi€eto 3 AinoBoACTBa pangepxagMmiHicTpawil.

AKT Mpo BUNYYEHHA ANA 3HULEHHA AOKYMEHTIB pangepxagMiHicTpayii, Lo
36epiratoTbCs B €NEeKTPOHHIN (DOPMi, CTBOPIHOETLCA NNLLE B €NEKTPOHHIN (opmi.

Homep Ta pfara akta npo BUAYYEHHA [ANA  3HULEHHA [LOKYMEHTIB
pagepxagmiHicTpayii NPUCBOIOKOTLCA CUCTEMOK €NeKTPOHHOI0 AOKYMEHTO006iry
paigepXxagmiHicTpalii nicna Moro 3aTBepAXeHHA B eNeKTPOHHIN hopMi.

207. Y pasi Konu ANs [OKYMeHTa 3a pesynbTatamMy NPOBeAeHOT eKCrnepTusn
LiHHOCTI BM3HA4YeHO MOCTIMHWI CTPOK 36epiraHHA, YNOBHOBaXEHMUM 3acBifuyBayeM
BUTOTOB/IAETLCA NManepoBa KOMif Takoro AOKYMeHTa, Ky BiH 3acBifuye.

3acBifjueHa KoMia MOBWUHHA MICTUTU nepenik BM3HAYEHUX |HCTPYKLIED 3
[iN0BOACTBA PEKBI3NTIB, HaHeCeHUX 3a gonomorot CHI-koay.
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3a3HauyeHi 3acBigyeHi nanepoBi KOMIii eNeKTPOHHUX LOKYMEHTIB (JopMytoTbCa Y
crnpasu, SKi nepefarTbCA 40 apXiBHOro Bigfiny pangepxagmiHictpayii y nopsagky,
BM3HAYeHOMY IHCTpYKL i€t 3 fin0BOACTBA, 419 NOCTIAHOrO 36epiraHHS.

CTBOpPEHHSA IHWMKX ManepoBux MNPUMIPHUKIB €NeKTPOHHUX [OKYMEHTIB He
BMMaraeTbCs.

208. MeToanyHa fonomora y CKnafjeHHi onuciB eleKTPOHHMUX CnpaB HajaeTbCA
apXxiBHUM Bigainom pangepxagmiHicTpauii Ta apxiBHUM nigposginom anapaty
paingepxaamiHictpauii (npayiBHUMKOM Ccny>X6w AinoBoAcTBa, BignoBiganbHUM 3a
apXiBHe 36epiraHHA LOKYMEHTIB).

OhopMNIEHHS eNeKTPOHHUX cnpaB

209. 3a pesynbTaTamMy NPoOBEeAEHOT eKCNepPTU3N LIHHOCTI BifibpaHi eNneKTPOHHI
cnpaBu nocTiiHoro i Tpueanoro (noHag 10 pokiB) CTpOKiB 36epiraHHs NOTPebYyHOTb
CTBOPEHHA MNanepoBOro NPUMIpHWKA €NEeKTPOHHOT chnpaBu, 3acBif4eHOro 3rifHo 3
IHCTpYKUIi€eO 3 Ain0BOACTBa pagepxagmiHicTpauyii.

ManepoBi NPUMIPHUKKN €IeKTPOHHOT CrpaBu NOCTIMHOro Ta TpuBanoro (noHapg
10 pokiB) cTpokiB 36epiraHHa CTBOPKOIOTbL MpauiBHUKN CNy>X6u [inoBOACTBa, SAKi
(hopmyBanu BIANOBIAHI eNEeKTPOHHI cnpasBu. Y pasi peopraHisayii M niksigayii
cny>6u finoBoAcTBa 3a3HayeHi NMPUMIPHMKU CTBOPHOKOTL BignoBiganbHi ocobu X
npaBoOHaCTYMHUKIB.

Y pasi nikBigauii cnyx6u pginosoactsa 6e3 BU3HAYEHHSA MpaBOHAcCTYMHUKa
ekcneptusa LUIHHOCTI Ta CTBOPEHHA 3a3HaYeHUX MNPUMIPHUKIB 3L4IACHIOETHCA Y
npoueci nikeigauii CTPYKTYpPHOro nigpo3ainy nifg vyac nigrotoBku crnpas nigposginy
ANA nepefaBaHHA [0 apxiBHOro nigpo3giny pangepxagmiHictpauii (npayiBHUKY
cny>x6u pinoBoacTBa, BiANOBifanbHOMY 3a apXiBHe 36epiraHHA AOKYMEHTIB). Y
TakoMy BUMAaLKy [LOKYMEHTW TUM4YacoBOro 36epiraHHs 3HULYKOTbCA AOCTPOKOBO,
oApasy nicns eKCnepTusn LiHHOCTI.

210. MigroToBKa A0 nNepegaBaHHs Ha apXxiBHe 36epiraHHA nanepoBuUX
NPUMIPHUKIB eIeKTPOHHUX cnpas CTPYKTYPHUMM nigposginamm
pangepxaamiHicTpauii 34iNCHIOETLCA BiANOBIAHO A0 IHCTPYKLWIT 3 AiNOoBOACTBA.

211. And nigrotoBkM €eNeKTPOHHOT cnpaBu AN nNepefaBaHHA Ha apxiBHe
36epiraHHa B aBTOMaTM30BaHOMY PeXUMi 0OPMOETLCA e/leKTPOHHa iH(opMaliiHa
KapTka apXiBHOT cnpasu (06KnaguMHKa cnpasn), ska MICTUTb Taki Bi4OMOCTI:

HallMeHYyBaHHSA CTPYKTYPHOTrO nigposainy;

IHAEKC eNneKTPOHHOT cnpasu;

HOMEpP TOMY €N1eKTPOHHOT cnpasu,;

3aro0BOK €M1IeKTPOHHOT cnpasu (TOMY, 4YaCTUHN);

KINbKICTb €IeKTPOHHUX LOKYMEHTIB;

nepiog hOpMyBaHHA cnpasu;

CTPOK 36epiraHHsa cnpasu;

eNeKTPOHHUIA ONUC LOKYMEHTIB cnpaBun (BHYTPIWHIN);
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BIAMITKY Npo MpuiMaHHA-NnepefaBaHHA efIeKTPOHHOI chnpaBu [0 apXiBHOro
nigposginy paingepxaamiHictpauii (NpayiBHUKY cnyxou [iN0BOACTBA,
BiANOBigaNnbHOMY 3a apXiBHe 36epiraHHA LOKYMEHTIB).

212. CTBOpeHHA 06KNafMHKN CnpaBu 3aBepLIYETbLCA Bi3yBaHHAM MpaLuiBHUKOM
LIN0BOAHOT CNY>XOM Ta NIANNCAHHAM KepiBHMKOM apXiBHOT YCTaHOBM.

213. dopma 06KNaAuHKM cnpaBu Ta Bisyanisauis i1 BigOMOCTe BM3HAYAETbLCH
IHCTpYKUie0 3 pginosBoacTea pangepxaamiHicTpayii 3 ypaxyBaHHAM apXiBHUX
npaswu.

MepefaBaHHA eNleKTPOHHUX CrpaB Ha apxiBHe 36epiraHHA
(po apxiBHOro nigposginy pangep>kagmiHicTpauii (npayiBHUKY Cny>Kom
AinoBoAcTBa, BignoBiganbHOMY 3a apxiBHe 36epiraHHs JOKYMEHTIB)

214. NepefaBaHHA eNeKTPOHHUX cnpaB Ha apxiBHe 36epiraHHa nondrae y
HajgaHHI 4OCTYyny A0 HUX NpayiBHMKaM CNyX6wu 4in0oBOACTBA Ta OOMEXEHHA AoCTyny
(nMwe npaBoM nepernsgy) A0 eNeKTPOHHMX cnpaB  iHWWM  npayiBHUKaM
pangep>xagMiHicTpauii.

215. MepepaBaHHA eeKTPOHHUX CNpaB Ha apXiBHe 36epiraHHsA 34iMCHIOETLCA 3a
rpaikom, nNorogXXeHuWMm 3 KepiBHUKamu CTPYKTYPHUX NiAPO34iNiB i 3aTBEpPAXKEHUM
KEepiBHUKOM anapaTy paigepxagMiHicTpayii, ane He paHiwe [ABOX POKiB 3 fgatu
3aBeplUeHHA eNeKTPOHHWX cnpaeB B [AINOBOACTBI. HajaHHA [ocTyny npauiBHUKY
AinoBoAHOT cny>6a, BignoBiganbHOMY 3a apXiBHe 36epiraHHs, 34iACHIOETbCS 3riAHO
i3 3a3Ha4YeHUM rpagikom y aBTOMaTU30BaHOMY PeXuMi Cnyx60t0 iHpopmaLinHuX
TEXHO/OTIN.

216. ENeKTpOHHI cnpaBu MOCTiitHOro Ta Tpmeanoro (noHag 10 poKiB) CTPOKiB
36epiraHHa nepefawThCA Ha apXiBHe 30epiraHHA 3a €NeKTPOHHMMMK Oonucamm B
eNeKTPOHHIN hopmi.

217. Mig vyac NnpuinMaHHA eNeKTPOHHMX cnpaB Ha apxiBHe 36epiraHHs apXiBHUM
MNigpo34ifIoM YCTaHOBM NPOBOAUTLCA MNepeBipKa eNeKTPOHHUX [AOKYMEHTIB KOXHOI
CnpaBu Ha HasABHICTb KBani(PikoBaHWX €eIeKTPOHHUX MNignucis, KBaniikoBaHUX
eNIeKTPOHHUX MO3HAYOK Yacy Ta UinicHICTb paHux. [lMepeBipka 34INCHIOETHCA B
aBTOMAaTWU30BaHOMY peXWMi 3a BHYTPIWHIM OMNWCOM eNneKTPOHHOT cnpasu. [licns
BHECEHHS nNpayiBHMKOM CnyX6u [inoBoacTea [0 pPeecTpayiiHO-MOHITOPUHIOBOI
KapTKW eNeKTPOHHOT CnpaBu BigMITKA NP0 MPUAHATTA €/IeKTPOHHOT CnpaBu Ha
apxiBHe 36epiraHHa CUCTEMOIO e/IeKTPOHHOrO0 NOKYMEHTOO006iIry
pangepxaamiHicTpauii  aBTOMaTU4YHO 06MeXYyeTbCH IHW WM npawiBHMKam
paingepXagmiHicTpauii npaBo fOCTYNy A0 LMX eeKTPOHHUX Crnpas.

AKWOo nig 4ac npuiMaHHA-NepefaBaHHs eNeKTPOHHUX CchpaB npayiBHUK
AinoBoAHOT cnyX6wu, BignoBiganbHWA 3a apxiBHe 36epiraHHs, BWSBUB HeAO0NIKM,
npauiBHUK CTPYKTYPHOro MiApo34ify MOBUHEH BXWUTU 3aX04M ANA YCYHEHHS TaKux
He0NiKIB.



fopatok 1

[0 IHCTPYKUIT 3 JOKYMEHTYBaHHA
yrnpaBniHCbKOT iHhopMaLii B
eNeKTPOHHIW (hopMi Ta opraHisauyii
po60OTN 3 eNEKTPOHHUMU JOKYMEHTaMU
B AinoBoAcTBi HoBOyKpaiHCbKOT
panoHHOT AepXXaBHOT agMiHicTpau,iT,
eNeKTPOHHOI0 MiXXBILOMYOro 06MiHYy
(nyHKT 37)

NIACYMKOBI JAHI
06Ky 06CcAry 4OKyMeHToO0biry

3a nepiog 3 . . p.no__ . p.
[JOKyMeHTHU KinbKicTb JOKYMEHTIB
yCbOro 3 HUX
B /IeKTPOHHIN y naneposiit hopmi
Ghopmi LOKYMEHTIB CTOpPIHOK
BxigHi
BuxigHi
BHYTpiLWHI
Ycboro
KepiBHUK cny»Xb6un ginosoacTaa BnacHe im’a MPI3BULE

[arta reHepauii:__. . p.



Jopatok 2

[0 IHCTPYKUiT 3 JOKYMEHTYBaHHA
ynpaBniHCbKOT iHpopmaLii B
eNeKTPOHHIN (opmi Ta opraHizayii
poboTH 3 eNIEKTPOHHUMUN LOKYMEHTAMMU
B AinoBoAcTBi HOBOYKpaiHCLKOT
panoHHOT AepXXaBHOT agMiHicTpauiT,
eNeKTPOHHOI0 MXXBILOMYOro 06MiHYy
(NYHKT 79)
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Kog 3rigHo 3 €4PMNOY 04055110

Ne

Ha Ne Bif,


http://nu

MpopoBXeHHA gofaTka 2

HOBOYKPATHCbKA PAVNOHHA BIVNCbKOBA AAMIHICTPALLIA

KIPOBOIPALCBLKOT OB/ACTI

Bys. CobopHa, 59, M. HoBoykpaiHka, KipoBorpagcbka o6nactb, 27100,Ten. (05251) 5-00-02
e-mail: inbox1@ nu.kr-admin.gov.ua, canT: http://nu.kr-admin.gov.ua/
koA 3rigHo 3 €EAPMOY 04055110

Ha Ne BiA


mailto:inbox1@nu.kr-admin.gov.ua
http://nu.kr-admin.gov.ua/

HOBOYKPAIHCbKA PANOHHA
OJEP>XABHA AOMIHICTPALLIA
KIPOBOIPAACbLKOT OBJIACTI

Bysi. CobopHa, 59, Mm.HoBOykpaiHka,

KipoBorpaacbkoi obnacti, 27100Ten. (05251)5-00-02,

e-Taii:inbox1@ nu.kr-admin.gov.ua,
calitMp://nn.kr-admin.gov.ua
Ko 3rigHo 3 €EAPMOY 04055110

Ne

MpopoBXeHHA gofaTka 2

HOBpPYKPATHCBHKA
PAMOHHA PALA
KIPOBOIPAACbHKOT OB/IACTI

Byn. CobopHa, 61, m.HoBoOykpaiHka,
KipoBorpaacbkoi o6nacti, 27100 Ten. (05251)2-13-53,
e-Taii:nu_ray”a@ ukr.ne(,
caliT: http://nu-rayrada.gov.ua
Kkog, 3rigHo 3 EAPMOY 24711384


http://nu-rayrada.gov.ua

HOBOYKPAIHCbKA
PAMOHHA PAJA
KIPOBOIPALCbLKOT OB/IACTI

Byn. Co6opHa, 61, m.HoBoykpaiHka,

KipoBorpaacbkoi o6nacTi, 27100 Ten, (05251)2-13-53,

e-Taii:nu_rayrada@ ukr.net,
caliT: http://nu-rayrada.gov.ua
ko4 3rigHo 3 EAPIOY 24711384

Ne

Ha Ne Bif,

[MpopoBXeHHA fopaTka 2

HOBOYKPAIHCbKA PAVNOHHA
OJEP>XABHA AOMIHICTPALLIA
KIPOBOIPAACLKOT OBJIACTI

Byn. CobopHa, 59, Mm.HoBoykpaiHka,
KipoBorpaacbkoi o6nacti, 27100 Ten. (05251)5-00-02,
e-Tail:inbox1@ nu.kr-admin.gov.ua,
caTMp://nu. kr-admin.gov.ua
koA 3rigHo 3 €4PMOY 04055110


mailto:rada@ukr.net
http://nu-rayrada.gov.ua

HOBOYKPAIHCbKA PANOHHA
OJEP>XABHA AOMIHICTPALIA
KIPOBOIPALCbLKOT OB/IACTI

Byn. CobopHa, 59, m.HoBoykpaiHka,

KipoBorpaacbka o6nactb, 27100 Ten. (05251)5-00-02,

e-Tail:inbox1@ nu.kr-admin.gov. na,
canT:liip://nu.kr-admin.gov.ua
Kog, 3rigHo 3 EAPMOY 04055110

Ne

Ha Ne BIf

Jopatok 3

[0 IHCTPYKUIT 3 JOKYMEHTYBaHHA
ynpaBniHCbKOT iIHpopmayii B
eNeKTPOHHIW opMi Ta opraHizauii
pobOTH 3 eNIEKTPOHHUMUN LOKYMEHTaMU
B AinoBoAcTBi HOBOYKpaiHCHKOT
paloHHOT Aep>KaBHOT agMiHicTpauit,
eNeKTPOHHOI0 MiXBIAOMYOro 06MiHy
(nyHKT 79)

NOVOUKRAINKA DISTRICT
STATE ADMINISTRATION

59, Soborna street, Novoukrainka,
Kirovograd region, 27100, tel.5-00-02
e-mail: inbox| @nu.kr-admin.gov.ua,

web address:http://nu.kr-admin.gov.ua
EDRPOU code 04055110


http://nu.kr-admin.gov.ua

Jopatok 4

[0 IHCTPYKUIT 3 JOKYMEHTYBaHHA
ynpas/iHCbKOT iH(hopMmaLii B
eNeKTPOHHIW opMmi Ta opraHisauyii
pobOTH 3 eNIEKTPOHHUMUN LOKYMEHTAMMU
B A4iN0BOACTBI HOBOYKpaiHCLKOT
panoHHOT AepXXaBHOT agMiHicTpauit,
eNeKTPOHHOr0 M>XBIZOMYOT0 06MiHY
(nyHKT 79, 159)

PO3IMNOPAOXXEHHHA

rO/NI0OBN HOBOYKPATHCbKOT PAMOHHOT AEP>XXABHOT AOAMIHICTPALLIT
KIPOBOIPAACbLKOT OB/IACTI

Bifl 20___poky No
M.HoBOYyKpaiHKa



Bif

MpopoBXeHHA fopaTka 4

L

PO3MNOPAOXEHHHA

HAUYAJTI bHV KA HOBOY KPATVCbKOT PANMOH MOI
BINCbKOBOT AAMIHICTPALIT

2022 poky Ne

M. HoBOYyKpaiHKa



MpopoBXeHHA foaaTka 4

HAKAS
KEPIBHUKA ATAPATY
HOBOYKPATHCbKOT PAIOHHOT AIEPYXABHOT AAMIHICTPALLIT
KIPOBOIPAACBLKOT OB/IACTI

Bif 20___ poky No

M.HoBOYKpaiHKa



MpopoBXeHHA goaaTka 4

HAKAS

KEPIBHUKA ATTAPATY
HOBOYKPATHCbKOT PAMOHHOT BINCbKOBOT AAMIHICTPALIT

6ig " " 2022 poky Ne

M. HoBoyKpaiHKa



MpopoBXeHHA fofaTKa 4

PO3IMNMOPAOXEHHHA

FOJIOBN HOBOYKPATHCbLKOT PANOHHOT AEPXXABHOT AAMIHICTPALIT
Ta FO/TOB/ HOBOYKPATHCbKOT PAVNOHHOT PAAIN
KIPOBOIPAACBLKOI OBJIACTI

Bif 20__poky No
M.HoBOYKpaiHKa



MpopoBXeHHA foaaTka 4

PO3MNOPAOXEHHHA

rO/IOBM HOBOYKPATHCbLKOT PAMOHHOT PAAW
Ta FONNOBN HOBOYKPATHCbKOT PAMOHHOT AEPXABHOT AAMIHICTPALIT
KIPOBOTIPALCBLKOT OBJIACTI

20 poky Ne

M. HoBOyKpaiHKa



MpopoBXeHHA goaaTka 4

PILLEHHA

Konerii HoBoyKpalHCbKOT panoHHOT Aep>XaBHOT agMiHicTpauii
KipoBorpaacbKkoi 061acTi

BIA 20 poky Ne
M.HoBOYyKpaiHKa



MpopoBXXeHHA fodaTka 4

FOTOBA HOBOYKPATHCbLKOT PANOHHOT AEPXXABHOT AAMIHICTPALIT
KIPOBOIMPAACBLKOI OBJIACTI

NOPYYEHHS



MpopoBXXeHHA fodaTka 4

HAUYA/TbHNK HOBOYKPATHCbKOT PANIOHHOT BINCbKOBOT
AOMIHICTPALLIT

NOPYYEHHS



MpofoBXeHHA godaTKa 4

HOBOYKPATHCbKA PANOHHA [EPXABHA AAMIHICTPALIA
KIPOBOIMPALCBLKOT OB/ACTI

MPOTOKON
3acigaHHsa



JlogaTtok 5

[0 IHCTPYKUIT 3 JOKYMEHTYBaHHA
yrnpaBniHCbKOT iHhopMaLii B
eNeKTPOHHIN opmi Ta opraHisauii
poboTN 3 eIEKTPOHHUMWN LOKYMEHTAMMU
B AinosBoAcTBi HOBOYKpaiHCLKOT
paloHHOT AepXXaBHOT agMiHicTpauil,
eNeKTPOHHOI0 MXXBILOMYOro 0O6MiHY
(nyHKT 99)

XXYPHAN
peecTpauyii BiApsAL>KEHb

Ne  [lpisBuLLe Ta Mocaga Micue Jata i Oata Jata MpissuLle

iHiLianm BigpAa- HOMep BIAOYTTA npubyTTa Ta iHiuianm

ocobu, uo YEHH# Hakasy ocobu, wo
BiApAAKaeTLCA (po3nopsg- 3amilye

XEHHSA)



JlogaTtok 6

L0 IHCTPYKUIT 3 LOKYMEHTYBaHHA
ynpasniHCbKOT iIHpopMmaLii B
eNeKTPOHHIW (opMi Ta opraHisauyii
pob0oTU 3 eNIEKTPOHHUMUN LOKYMEHTAMMU
B AinoBoACcTBi HOBOYKpalHCbKOT
panoHHOT AepXXaBHOT agMiHicTpau,iT,
€NeKTPOHHOIro MIXKBIAOMYOro 06MiHY
(nyHkT 182, 188)

MPNMIPHA ®OPMA
eNneKTPOHHOI TabnuLi HoOMeHKNaTypu cnpaB CTPYKTYPHOro nigposginy

Migpo3gin: CekTOp ynpasniHHA NepcoHanoM Ta NpaBoBOi poboTu
Po3gain: Haropof>xeHHs
Pik: 2020

MpoTokon EK: 223/12-17 Big 01.11.2020

IHAeKe cnpaBu 3aronoBok KinbkicTb CTpok Po6oui
cnpasu cnpas (TOMIB) 36epiraHHs Nno3Hauvku

MigcymKoBuin 3anuc
Pasom MepexifHi EMNK
Ycboro cnpas
3 HUX
KifIbKiCTb CMpaB NOCTIHOIO 36epiraHHs
Ki/IbKICTb Cnpas TpuUBanoro 36epiraHHs
Ki/IbKICTb CrpaB TMM4YacoBOro 36epiraHHs

EnekTpoHHI Uungposi nignucn*

(nocaga) (enekTpOHHA MO3HAYKa 4acy) (cTaTyc)
rONOBHWI cheyianicTt 17:36 02.11.2019 NiagTBEPAXKEHO
npayiBHMUK CEKTOPY 13:47 03.11.2019 NigTBEPAXKEHO

AOKYMEHTOO0OIry Ta 3BepHEHb

rpomajgsH, BignoBiganbHUR 3a

apxiBHe 36epiraHHa

HayasnbHUK BigA4iNy ynpasniHHA 11:21 05.11.2019 NigTBEPAXKEHO
nepcoHanom

* BumaraloTbcA KBasihikoBaHi eneKTPOHHI nignucy ocobu, BigNoOBifanbHOT 3a [AiNIOBOACTBO Y
nigpo3aini yknagaHHs, sKoW CcHopMOBaHO Tabnuut (CKNageHo HOMeHKNaTypy), KepiBHUKa
nigpo3ainy yknagaHHa Ta BignoBigasbHOro (YNOBHOBAXEHOr0) MpaliBHMKa cny>6bu AinoBoacTBa.
MigTBEpAXKEHHS Ta PeKBi3UTM NOcagoBOi 0cobu - MignucyBaHa Bi3yanidylTbCS CUMCTEMOK Mif yac
nepeBipKn BiaNoBiAHOIro KBanithikoBaHOro eNeKTPOHHOro nianucy.



Jopatok 7

[0 IHCTPYKUIT 3 LOKYMEHTYBaHHSA
ynpasaiHCLKOT IHpopmaLii B
eNeKTPOHHIW opmi Ta opraHisauii
pob0oTUN 3 eNNEKTPOHHUMM LOKYMEHTAMU
B AifioBoAcTBi HoBOYyKpaiHCbKOT
palioHHOT iep>KaBHOT agMiHicTpauyil,
eNeKTPOHHOIro MiXKBIZJOMYOro 06MiHYy
(NMyHKT 184)

MPNAMIPHA ®OPMA
eNIeKTPOHHOT Tabnunui 3BefeHOT HOMeHK/1aTypu crnpaB yCTaHOBU

YcTaHoBa: HoBoykpaiHCcbKa paigepxagMiHicTpauyis
Pik: 2020
MpoTokon EK: Big . .20 Ne
MpoTtokon EMK:  Big .20 Ne
Po3gin: CeKTOp AOKYMEHTOO0biry Ta 3BepHeHb rpoMagsaH *
Po3gin IHOeKe cnpasu 3aronoBokK KinbKicTb CTtpok Pob6oui
cnpasu cnpas (TOMiB) 3bepiraHHa Mo3HayKu

MigcymMmKoBMiA 3anuc
Pasom MepexigHi EMK
Ycboro cnpas
3 HUX
KiNbKICTb cnpaB MOCTINHOIo 36epiraHHs
KiNbKiCTb cnpas TpuBanoro 3bepiraHHA
KiNbKiCTb CrnpasB TUMYacoBOro 36epiraHHs

ENeKTpOHHI unposi nignucn**
(eneKTpoOHHa No3Hauka

(nocaga) 4acy) (cTaTyc)
rONOBHWUIA cheyianicTt 13:47 06.11.2020 MNigTBEPLXKEHO
npayiBHUK CeKTOP AOKYMeHTOO0biry Ta 13:47 06.11.2020 NigTBEPAXKEHO
3BEpPHEHb rPOMajsH, BianNoBifganbHUNA 3a
apxiBHe 36epiraHHa
Haya/lbHUK CEKTOpP AOKYMeEHTO06iry Ta 11:21 09.11.2020 MNigTBEPLXKEHO
3BEPHEHb rpoMassH
KepiBHUK anapaTy pangepxagMiHicTpauii 17:36 22.11.2020 NigTBEPAXEHO

* [HCTPYMEHT (pikcoBaHOro Bifbopy pJaHux 3BefeHOT HOMEHKNATypu cnpaB AN MOTOYHOrO
BifoOpaxkeHHA (BapiaHTW Big6opy: BCi NigPO3A4iNN, CEKTOP AOKYMEHTOO06ITY Ta 3BEpHEHb FPOMAAsH,
CEKTOP ynpaBAiHHA MepcoHanom Ta NpaBoBOT poboTH).

** BuMaratoTbCA KBasipikoBaHi efleKTPOHHI nignucy BignosigansHoro (YrnoBHOBAXEHOIO)
npauiBHUKa CAy>XX6u AinoBoAcTBa, SKMM CHOPMOBAHO Tabnuut (CKNageHo HOMEHKNaTypy),
Haya/lbHWKa 3aranbHOro BifAiNy, KepiBHMKa anaparty. [MiATBEPAXEHHSA Ta PEKBIi3UTM MOCaf0BOT
ocobn - nignucysaHa Bi3yani3yloTbCA  CUCTEMOK  Mif 4ac MepeBipKM  BigNOBIGHOIO
KBani)ikoBaHOro eNeKTPOHHOro Mignucy.



JlopaTtok 8

[0 IHCTPYKLUIT 3 JOKYMEHTYBaHHA
ynpaBiHCbKOT iH(opMmaLii B
eNeKTPOHHIN (opMi Ta opraHisauyii
pob60oTN 3 eNEKTPOHHUMU AOKYMEHTaMU
B A4iNn0BOACTBI HOBOYKpalHCHKOT
panoHHOT fepXaBHOT agMiHicTpauil,
eNeKTPOHHOIr0 MiXKBIJOMYOro 06MiHYy

(nyHKT 205)

MPAMIPHA ®OPMA

ANS BHECEHHS AaHWUX OMUCY CpaB B e/IEKTPOHHY TabnuLo

CUCTEMU eNIEKTPOHHOI 0 JOKYMEHTOO006iry

YcTaHoBa: HoBoyKpaiHCbKa pangep>xagMmiHictpawis

Migpo3sain: CeKTop ynpas/iiHHSA NepcoHanom Ta NpaBoBOT poboTH

Pik: 2020

MpoTokon EK: Big . .20 Ne *

MpoTtokon EMK:  BiA .20 No
IHaeKe 3aronoBsok OaTta Jata KinbKicTb C1pok Pob6oui
cnpasm cnpasu novartky 3aKiHYEHH# CTOPIHOK 36epiraHHa Mo3HauKm

(Tomy)

Y uelt onuc BkaoyYeHo  cnpas 3 Ne no Ne

MponyuieHo crnpasun No

[MepenaHo 3a onucom cnpas

KBanithikoBaHi eNeKTPOHHI nignucm***

(nocapa) Mno3Hayka yacy)
roN0BHUIA crieyianicT . .20
KepiBHMK Nigpo3giny yknagaHHsa* . .20
npayiBHUK 3aranbHOro Bigginy . .20
HayanbHWK 3aranbHOro Bigginy ** . .20

* [1na onucy cnpas nigpo3sainy.
** NnA 3BeleHOro Onucy cnpas YCTaHOBW.

(kBanithikoBaHa eneKTPOHHA

(cTaTyc)

NigTBEPAXKEHO
NigTBEPAXKEHO
NigTBEPAXKEHO
NigTBEPAXKEHO

*** 1N 3BeAeHOro onucy cnpas paingepxagmiHicTpayii BuMaratoTbCA KBanihikoBaHi eleKTPOHHI
nignucy BigNOBiLaNbHOrO (YNOBHOBa)KEHOr0) MpawuiBHUKA CEKTOPY AOKYMEHTOO06iry ta 3BepHeHb
rpomMagsaH, AkKMM cgopmoBaHO Tabnuui (CKnageHo onuc), HadvanbHWMKa 3aranbHoOro Bigginy,
KepiBHMKA anapaty. [ns onucy cnpaB Nigpos3finy BuMMaraloTbCA KBaniikoBaHi efleKTPOHHI
nignucyu ocobu, BigNOBifanbLHOT 3a AiNOBOACTBO Y MiApo34ini ykKnajgaHHA, SKOK CHPOPMOBAHO
Tabnuuyto (CKknageHo onuc), npauiBHMKa 3arasbHOro Biffdiny Ta KepiBHUKa Nigpo3giny yknagaHHs.
MigTBEpAXEHHS Ta PEKBI3MTM NMOCaA0BOT 0CO6M - NignucyBaHa Bi3yaniylTbCs CUCTEMOK MNif 4ac

nepeBipKn BigNOBILHOIO KBanihikoBaHOr0 e/1eKTPOHHOIO nignucy.




Jopatok 9

00 IHCTPYKUiT 3 LOKYMEHTYBaHHSA

ynpasfiHCbKOT iH(opMmaLii B

eNeKTPOHHIW (opMi Ta opraHisauyii
pob0oTU 3 eNEKTPOHHUMU JOKYMEHTamu
B A4iNoBOACTBI HOBOYKpaiHCbKOT
panoHHOT fepXXaBHOT agMiHicTpauit,
eNeKTPOHHOIr0 MiXKBIJOMYOro 06MiHYy

(nyHKT 205)

MNMPUMIPHA ®OPMA
AN151 BHECEHHS JaHUX aKTa Mpo BUYYEHHS AN 3HULLEHHS JOKYMEHTIB
B €/IEKTPOHHY Tabnumuto CMCTEMU e€1eKTPOHHOI0 AOKYMEHTOO00iry

AKI

npo BUAYYEHHA 019 SHULLEHHA ,ﬂ,OKyMeHTiB

Homep akTa:
[ara akra:
YcTaHoBa:
Migposgin:
MigcTaga:
npotokon EK: Bif
3aro/ioBokK
cnpasu

(Tomy)

IHzeKc
cnpasu

[aTta
noyaTky

Pasom [0 3HULLEHHSA

KinbKicTb JOKYMEHTIB
MpuiiManbHO-34aBanbHa HakiajHa:
MeTog 3HULLEHHSA

KBaniikoBaHi eNeKTpoHHI nignucu

(nocaga)

ronoBHuWiA cneyjianict™
rOIOBHWIA cneyianicT***
KepiBHUK Nigpo3Aainy yKnagaHHs
KepiBHWK Cny>X6un ginoBoAcTBa
KepiBHUK anapary

ronoBHWIA crewianicTt

* HeoboB's3KoBe Mnone.

.20

HoBoyKpaiHcbKa paigep>xagMiHicTpauis
CekTop ynpaBfiiHHA MepcoHasioM Ta NpaBoBOT poboTH

20 Ne
[Jata KinbKicTb Ctpok Pob6oui
3aKiHYeHH# crpas 36epiraHHs MO3HAYKU
(TomiB)
crnpas 3220 -20 pokwu.
_ (cnoamn)
Ne Big . .20
BUAaNEHHS 3 6a3n gaHnx
KBaslpikoBaHa efeKTPOHHa
( CEO3H8.‘-IK8. yacy) P (cTaTyc)
.20 NiATBEPIKEHO
.20 nigTBEPAXKEHO
.20 nigTBEpAXKEHO
20 nigTBEPAXKEHO
20 nigTBEPAXKEHO
.20 NigTBEPAKEHO

** Ocoba BignosiganbHa 3a 4iN0BOACTBO Y NiApPO34ini YKNafaHHsA, SKOK chopMoBaHO Tabnuuto (CknageHo

aKT).

*** [NocagoBa 0co6a, aka NPoBOAMIA eKCMepTU3y LiHHOCTI.

**** KepiBHMK anapary.

****% Ocoba Bigainy iHpopmaLiiHUX cUCcTeM | TEXHONOTI, Aka 3HuWmNa (y pasi HaABHOCTI KBanidikoBaHo-

ro efIeKTPOHHOro nignucy).



FMABA I

IHCTPYKLIA
3 AiN0OBOACTBA B PaOHHIN AepXXaBHil agmiHicTpauii

1 3arasibHi NOM0XKEHHS

1 Us IHCcTpyKuia 3 AinoBoacTBa B paiOHHIN aepXXaBHin agmiHicTpayii (gani -
IHCTpyKUis 3 AinoBoacTBa palgepxagMmiHicTpauii) BCTaHOBAE BUMOIM  LWLOAO
AOKYMEHTYBAHHA YNpaBaiHCbKOT iIH(hopMaLii Ta opraHisauii po6oTn 3 JOKYMeHTamu,
CTBOPEHMMM Yy nanepoBiin HopMi HOBOYKpaiHCbKOK pPaiiOHHOK  [ep>KaBHOM
agMiHicTpauieto (gani - paingepxagMmiHicTpauia), nignpuvemcTBamu, yCcTaHOBaMW,
opraHizayisiMu, WO HanexaTb A0 cdepu ynpasniHHA paigepxagMmiHicTpauii (gani -
yCTaHOBM).

[MonoxeHHA uiel IHCTPYKLIT 3aCTOCOBYHOTHCA /NuWe Yy pasi  HaABHOCTI
BM3HayeHMX 3aKOHOM abo aktom KabiHeTy MiHicTpiB YKpaiHuM nigcrtas, AKi
BM3HAKOTbCA 06rpyHTOBaHUMMU ans CTBOpPEHHSA Ta/abo onpaukBaHHA
paingepxagMiHicTpaLieto JOKYMEHTIB Y nanepoBiin gopmi.

2. Mopapok 3AiACHeHHA [AiN0BOACTBa CTOCOBHO [AOKYMEHTIB, W0 MICTATb
IHpopmMaLito 3 0OMexXeHUM [OCTYnoM, 3a 3BEPHEHHAMW TrpoMajfaH, 3anutamu Ha
IHpOpMaLit0 BM3HAYAETHCA OKPEMUMW HOPMATUBHO-NPaABOBUMU aKTaMun Ta He MOXe
peryntoBaTuncs Wiet IHCTPYKUIED.

OCHOBHI  MOBHOBa&XEHHA  CTPYKTYpPHUX nNigpo3ginis 3  [AiN0OBOACTBA B
pangepxagmiHictpayii 34iNCHIOOTLCA B €EKTPOHHIA (GopMi, 3 eNeKTPOHHUMU
HociaMM  [H(opMmaLii Ta BU3HayarTbCA  IHCTPYKUiEWD 3 AOKYMEHTYBaHHA
ynpaBniHCbKOT iH(OpMayii B eneKTPOHHIN ¢opMi Ta opraHisauii po6otn 3
eNeKTPOHHUMWN [OKYMeHTaMWn B AinoBoACTBIi HOBOYKpaiHCbKOT palOHHOT Aep>KaBHOT
agMiHicTpayil, eNneKTPOHHOro  MIXBIAOMYOro OOMIHY, 3aTBEpPAXXEHOK  LuUM
PO3NOPSAAKEHHSAM TON0BM pangepxagmiHictpauii (gani - IHCTpyKUis 3 AinoBoACTBa
B €/IEKTPOHHIN (opmi).

3. He gonyckaeTbCA OAHOYaCHe NMPOXO[XKEHHSA OAHOrO i TOro X AOKYMeHTa B
eNeKTPOHHIN Ta naneposiii opmi.

4. BignoBifanbHiCTb 3a OpraHisauito AinoBoACTBa B paifepxaamiHicTpauii
HecyTb iT KEpPIBHUKMN.

5. 3a NigroToBNEHNI NPOEKT AOKYMEHTA BigNOBiJaNbHUM € MOr0 aBTop.

6. OpraHiszayia AginosoacTtea B pangepXagMiHicTpayii noknagaeTbcs Ha
3aranbHWIA BigAin anapaty paigepxagmiHictpauii (gani - cnyxb6a ginoBoACTBA).



7. OpraHisauis ginosofcTBa y naneposiii popmi B CTPYKTYpPHUX Migpo3ginax
pangepxagmiHicTpauii noknagaeTbCa Ha Ccny>Xé6m painosoacTBa abo crewianbHO
NPU3HayYeHy AN8 LbOro ocoby.

Il. JoKyMeHTyBaHHA ynpaB/iHCbKOT iHpopMaL,ii
3aranbHi BUMOTW LWOLO CTBOPEHHA LOKYMEHTIB

8. JlOKYMeHTyBaHHS YynpaBniHCbKOT iH(opMauil nondrae y CTBOPEHHI
LOKYMEHTIB, B AKUX (PIKCYETHCA 3 4OTPUMAHHAM YCTaHOBMEHUX npaBua (40faTtok 1)
iHpopmMaLis Npo ynpasAiHCbKI Ail.

9. Mg 4ac nNIAroToBKM oOpraHizayinHo-po3nopsafUYNX  AOKYMEHTIB Yy
naneposiin  opmi  npauiBHUKKM  pakgepXagmiHicTpayii  ogopmasTs  iX 3
ypaxyBaHHAM Bumor ACTY 4163-2003.

10. MpaBo Ha CTBOPEHHSA, NiANNCAHHSA, NOTOAXKEHHS, 3aTBEPAXXEHHS AOKYMEHTIB
BM3HAYae€TbCA  aKTaMM  3aKOHofJaBCTBa Ta  IHCTpyKuielo 3  AinoBoAcTBa
pangep>xagMmiHicTpauii.

11. Y paifgepxagMmiHicTpauii  BM3HAYaeTbCA  CYKYMHICTb  [JOKYMEHTIB,
nepefbadyeHUX  HOMEHK/NATypoK  chnpaB, HeoOXigHUX 1 JOCTaTHiIX  And
LOKYMEHTYBaHHA iH(opmauii npo ixX LiaNbHICTb.

3 NUTaHb, WO CTAHOBNATbH B3aEMHUIA iHTepec i HaneXaTb 40 KOMMNeTeHUiT pi3HUX
YyCTaHOB, MOXYTb CTBOPKOBATUCA CMiNIbHI JOKYMEHTH.

12.  Bubip BuAYy [LOKYMEHTa, MNPU3HAYEHOro AN  JOKYMEHTYBaHHS
ynpaBniHCbKOT iHpopmaLii (po3nopsAmKeHHsA, NocTaHOBa, PilleHHSA, MPOTOKOA TOLLO),
3YyMOB/IIOETHCA  MPaBOBMM  CTaTyCOM  pahfep>XagMiHicTpauii, KOMMeTeHLiew0
nocafoBoi 0cobu Ta NOPAAKOM MPUINHATTA yNpaBniHCbKOro piweHHs (Ha nigcTasi
€AMHOHaYanbHOCTI abo KoseriasibHOCTI).

13. [1OKYMEHT MOBMHEH BIiANOBIfATU MOMOXEHHAM AaKTIB OpraHiB AepXXaBHOT
BNaAuM Ta CNpPsMOBYBATUCS Ha BMKOHAHHA paifepXxagMiHicTpayieto noknafeHMx Ha
Hel 3aBaHb i (PYHKLIN.

14. Knacu ynpaBniHCbKOT LOKYMeHTaLil BM3HAyalTbCA 3rigHO 3 [ep>XaBHUM
Knacu@ikaTopoM ynpasniHCbKOT foKymeHTalii K 010-98 (gani - AKY ).

15. [JOKYMEHT MNOBWHEH MICTUTK O060B’A3KOBI ANs WOro MNeBHOro BuAy
PEKBI3NTK, L0 PO3MILLYIOTbLCS B YCTaHOB/IEHOMY MOPAAKY, a caMe: HaliMeHYBaHHS
yCTaHOBM - aBTopa AOKYMeHTa, Ha3By BUAY [OKYyMeHTa (Kpim nucTiB), pgarty,
peecTpaLliiHniA iIHAEKC AOKYMEHTA, 3arofloBOK 40 TEKCTY, TEKCT, nmignuc.



Mig yac NiAroToBKM Ta 0hOPMIEHHS AOKYMEHTIB MOXYTb 3aCTOCOBYBATUCHA He
TiIbKN 060B’A3KOBI, a TaKOX IHWI PeKBi3UTW, AKLWLO Le BiANOBiJaE MPU3HAYEHHIO
AOKYMeHTa abo cnocoby Moro onpawtoBaHHS.

16. 3 MeTOK NiABULWEHHA e(DEKTUBHOCTI Ta ONepaTUBHOCTI opraHisauii pobotu
3 JOKYMEHTaMu OfHaKOBi 3a 3MICTOM [AOKYMEHTU MOXYTb OYyTWM YHiikoBaHUMU
LWNAXOM pO3pob/ieHHA TpadapeTHUX TeKCTiB, fAKi BKAKYalTbCca [0 36ipHUKA
(anbbomy) yHiikoBaHUX (TUMOBUX) POPM AOKYMEHTIB panjepxagmiHicTpauii.

17. PaipepxagMiHicTpauia 3A4iMCHIOE [iNOBOACTBO  [epPXXaBHOK  MOBOWO.
[JOKYMEeHTM CKNnajatTbCAd [epXaBHOK MOBOK, KpiM BuNagkiB, nepefbdavyeHmx
3aKOHOAaBCTBOM MNpPO MOBMW B YKpaiHi.

[lOKyMeHTU, AKi HajcunalTbCAd IHO3eMHMM afpecaTaM, OGOPM/IOTLCA
[epXXaBHOW MOBOW abo MOBOW fepxaBu-agpecata, abo OfHiel0 3 MOB
MDDKHapOAHOro CMiNKyBaHHS.

18. OKpeMi BHYTPIiWHI OKYMeHTK (3adBW, NOACHIOBaNbHI Ta A4OMOBIAHI 3anNUCKK
TOWO), aBTOpaMM SKWUX € nocafoBi Ta IiHWI (i3MYHi 0cobKu, [03BONAETLCA
ohopmOBaTN PYKOMUCHUM CNOCOGOM.

BnaHkn AOKyMeHTIiB

19. OpraHi3ayiiHo-po3nopagyi LOKYMEHTH, WO MakTb 06rpyHTOBaHI NigcTasu
Ans onpauloBaHHA B Maneposili ¢opmi BignoBigHO A0 IHCTPYKUIii 3 ginoBoacTBa B
eNIeKTPOHHIN (hopMi Ta He € NpUMIpHMKaMKU abo KonissMU LOKYMEHTIB, CTBOPEHUX B
eNeKTPOHHIN Qopmi, ohopmnoOTbCA Ha 6GnaHkax, WO BUrOTOBAAKTHLCA 3rifHO 3
BUMOTraMu L€l IHCTPYKLIT.

[Ona BUroTOBNEHHS 6NnaHKIB BMKOPUCTOBYHKOTLCA apkywi nanepy gopmaty A4
(210 x 297 minimetpis) Ta A5 (210 x 148 minimetpis). [03B0NEHO BUKOPUCTOBYBATU
bnaHku Qopmaty A3 (297 x 420 minimeTpiB) ANA OPOPMIEHHA [OKYMEHTIB Y
BUrNAAI Tabnnub.

BnaHkyM LOKYMEHTIB MOBMHHI MaTu Taki nona (MinimMeTpiB):

30 - niBe;

10 - npasBe;

20 - BEpPXHE Ta HUXKHE.

20. Bugn 6naHKiB LOKYMEHTIB BM3Ha4yalOTbCA IHCTPYKLUiE 3 [iN0OBOACTBA B
eNeKTPOHHIN thopMi.

21. PanpgepxagmiHicTpayis MOXe 3acTOCOBYBaTM 6OnaHKM [OKYMEHTIB £K
pangepxagMmiHicTpayii, Tak i CTPYKTYPHMX Nigpo3ginis, y pasi, KOAM KepiBHUK
nigpo3ainy mae npaBo MNignuMcyBaTu LOKYMEHTM B MeXax MOro NoBHOBaXEHb.



22. bNaHKM [OKYMEHTIB MOXYTb BUTOTOBMATUCA B ApYKapHi Ha 6isiomy nanepi
BMCOKOT AKOCTI papbamum HacM4YeHUX KONbOpiB (ManepoBi 61aHKK).

23. Bwuam 6naHkiB y naneposiin ¢GopMmi, WO BWUIFOTOBMEHI [APYKAPCbKUM
cnocobom, nignaralTb 006MiKy Ta O0O6MIKOBYHOTbHCA 3rifHO 3 IHCTpyKUiEw 3
AiN0BOACTBA panjepxagmiHicTpauil.

O6nik BefetbCa 3a MOPALKOBUMW  HOMepamu, WO  NPOCTaBMAKTbLCA
HyMepaTopoM, APYKapCbKMM abo iHLWWUM Crnoco60M Ha HUXXHbLOMY MO/i 3BOPOTHOrO
60Ky abo Ha niBOMYy Mol N11MLbOBOro 60Ky 6naHka.

Ocobu, fKi nepcoHanbHO BIANOBIJAOTbL 3a BefeHHA 06Niky, 36epiraHHAa Ta
BMKOPUCTaHHA GNaHKiB, BU3HA4YalOTbCA KEPIBHMKOM anapaty pangepxagmiHicTpauif,
Npo L0 BUAAETLCA BiANOBIAHUI HaKas.

BurotoBneHHa 611aHKIB KOHKPeTHUX BUAIB [LOKYMEHTIB [LOMYCKAETHCA, AKLLO
KINbKICTb 3apeecTpoBaHMX [OKYMEHTIB Yy nanepoBii (opmi Takoro Bugy B
paingepxaamiHicTpauii nepeBuulye 2 TWUC. OAUHWUUbL Ha PpiK. AKWO KiNbKicTb
3apeecTpoBaHMX JOKYMEHTIB Y nanepoBiin popmi MeHwe 2 TUC. OAUHULUL, JOKYMEHT
APYKYETbCA 3 TEKCTOBOrO peAakTopa, B AKOMY WOro CTBOpeHO, 6e3 3acTOCyBaHHA
61aHKiB, BUTOTOBNEHUX LPYKAPCbKMM CNOCO6OM.

24. [esdAki BHYTPIWHI LOKYMEHTM (3adBM npawliBHUKIB, LOMNOBIAHI 3anuCKW,
[OBiAKM TOWO) Ta AOKYMEHTM, WO CTBOPHIOTLCA Bif iIMEHI KifIbKOX YCTaHOB,
0(hOpM/IIOIOTHLCS He Ha BaHKax.

306pa>keHHs ep>kaBHoro MNepba YkpaiHu

25. 300paxeHHA [epxaBHoro [epba YKpaiHM po3MmillyeTbcs Ha 6GnaHKax
AOKYMEHTIB BifANOBIAHO [0 nocTaHOBM BepxoBHOT Pagu YkpaiHu Big 19 ntoToro
1992 p. Ne 2137-X11 "Mpo OepxaBHuil repbd YkpaiHn".

26. 300paxeHHa [epxxaBHoro [epb6a YKpaiHW poO3MIlLyeTbCA MO LEHTPY
BEPXHbOro nond. Po3Mip 300paXeHHA CTaHOBWUTbL 17 MifiMeTpiB  3aBBULLKW,
12 miniMeTpiB 3aBLUUPLLKWN.

Koawu
27. Kop paigep>xagMiHicTpayii npocTaBAdeTbCs 3rigHO 3 EANHUM AepPXXKaBHUM
PEECTPOM MiAMNPUEMCTB Ta opraHizayin YkpaiHun (€APMOY). 3a3HauyeHU Kop

PO3MILLYETHCA MNicna pekBi3uTy "[L0BiAKOBI faHi NpO ycTaHOBY".

28. Ko yHigpikoBaHOT popMM fOKYMeHTa (3a HAfABHOCTI) PO3MILLY€ETHCA 3rifHO 3
OKY [ Bulle Ha3Bn BUAY OOKYMeEHTa.



HalimeHyBaHHSA pangep>kagmiHicTpayii

29. HalimeHyBaHHS YyCTaHOBM - aBTOpa [JOKYMeHTa MNOBWHHEe BignoBifatTu
HallMeHyBaHHIO, 3a3Ha4YeHOMY B 3aKOHi YkKpaiHm "lpo MicueBi [ep>KaBHi
agMiHicTpayii™, MONOXEHHI npo Hel. CkopoueHe HaliMeHYBaHHS

pangepxagmiHicTpayii BXMBAETbCA Y pasi, KOAM BOHO OQiUiliHO 3aikCOBaHO B
3a3HavyeHUX JoKyMeHTax. CKOpouyeHe HallMeHyBaHHA PO3MilLyeTbCa (Y AyXKax abo
6e3 HMX) HUXYe NOBHOIO HaliMeHYBaHHA OKPeMUM PALKOM MO LEeHTPY AOKYMEHTa.

[ 0BiAKOBI flaHi Npo pangep>kagMmiHicTpalito

30. [oBigKoBi AaHi Npo pakigepxagmiHicTpayito MICTATb MOLWTOBY agpecy,
HOoMepwn TenedoHiB, TenemMakciB, agpecy eneKTPOHHOT NOWTW, agpecy oqgiuiiHOro
Be6-caliTy Touw,0. JlOBigKOBIi fAaHi  pO3MIilLYOTbCA  HMXKYE  HaliMeHyBaHHSA
paingepxagmiHicTpauii abo CTPYKTYpHOro nigposginy.

PekBi3UTU NOWTOBOI afgpecy 3a3HavyarTbCA B Takilhi MOCNILOBHOCTI: Ha3Ba
BY/MLi, HOMep 6YAUHKY, Ha3Ba HACeNeHOro NyHKTY, 061acTi, NOWTOBUIA iHAEKC.

Ha3sBa Buay JOKyMeHTa

31. Hasea Buay [OKymeHTa (po3nopsagyXeHHs, Haka3, pilleHHs, cnyXxb6oBa
3anucka, [onoBifHa 3anuMcka ToOWL0) 3a3Ha4yaeTbCs Ha 6n1aHKy Ta MOBMHHA
BignosigaTn HasBam, nepegbayeHum AKY /.

JaTa JoKyMeHTa

32. [laTolo AOKYMEeHTa € AaTa Moro peectpauii. JaTa 3a3Ha4yaeTbCca apabCbKMMM
uncpamm B OAMH PAAOK Yy TaKiil nocnigoBHOCTI: 4ucno, Micaub, pik. Jata
0(hOPMNOETHCA LUUGPOBUM ab0 CNOBECHO-LUMPPOBMM Cnocobom. Y pasi 0hopM/IeHHA
Aatv ungppoBMM CnocoboM YUCAO i MicAub MPOCTaBNAKOTHLCA ABOMa napamu uudp,
PO34iNeHUMU Kpankow; pik - yoTupma uudpamun, Kpanka HanpukiHLi He CTaBUTbCS.
Hanpuknag: 07.03.2024.

Y TekcTaX HOPMaTUBHO-MPaBOBMX aKTIB Ta MOCUMIAHHAX HA HUX | AOKYMEHTaX,
WO MICTATb BIiAOMOCTI (PiHAHCOBOro XapakTepy, 3aCTOCOBYETbCA C/I0BECHO-
UMgpoBmMiA cnoci6 3a3HavyeHHA AaT 3 NPOCTaBAAHHAM HY/S B NO3HAYEHHI AHA Micaug,
AKWO BiH MICTUTb OAHY uwndpy, Hanpuknag: 07 6epe3Ha 2020 poky. [L03BONAETHCA
BXMBaTU C/I0BO "piK" y CKOpoYeHOMY BapiaHTi "p.", Hanpuknag: 07 6epe3Ha 2024 p.

AKWO LOKYMEHT CKNafeHO He Ha 6naHKy, faTa 3a3HayaeTbCAa HMXKYe nignucy
nigopyy. [Jata JOKYMeHTa NpPOCTaBASETbLCA NOCaL0BO 0C0600, fKa WOro nignucye
abo 3aTBEPAXYE.

O60B’A3KOBOMY faTyBaHHIO i MigNUCaHHIO NigNAralTb yci CNy>K60Bi BIAMITKM
Ha [OKYMEeHTax, MNoB’A3aHi 3 X MNPOXOAXEHHAM Ta BUKOHAHHAM (pe3ontouil,
NMOroMXXEeHHA, Bi3W, BIAMITKM NPO BMKOHAHHSA AOKYMEHTa i HanpaB/ieHHA MOro o
cnpasu).



Ha goKyMmeHTi, BugaHomy gsoma abo Oinblue ycTaHOBaMW, 3a3Ha4ya€TbCA OfHA
farta, sKa Bignosigae gaTi 0CTaHHbLOroO Nignucy.

PeecTpauiiHUIA iHOEKC JOKYMEHTIB

33. IHoeKcalia LOKYMEHTIB nondrae y NPUCBOEHHI TM YMOBHMUX MO3HaYeHb-
iHOeKciB, AKi HafalTbCA 4OKYMEHTaM Mij yac ixX peecTpauyii.

MPUCBOEHHS peecTpaliiiHOro iHAeKcy 3AiACHIOETbCA B aBTOMaTU4YHOMY abo
aBTOMaTU30BaHOMY PeX1Mi 3a 4OMOMOrOK NPOrpamHo-TeXHIYHUX 3aco0biB.

PeecTpayiiHMin iHAEKC CKNajaeTbCs 3 MOPALKOBOro HOMepa [AOKYMeHTa Yy
MeXax rpynu LOKYMEHTIB, L0 PEECTPYHTbCA, AKUA LOMNOBHIOETLCA IHAEKCAMU, L0
3aCTOCOBYHOTbCA B paifepxagmiHicTpauii, 30Kpema iHAeKcaMn 3a HOMEHKNaTypoto
cnpaeB, CTPYKTYPHOro nigpo3aginy, KOPecnoHAeHTiB, MocafgoBUx 0cib, AKi
posrnagaloTe abo NignUCYOTb [LOKYMEHT, BWKOHAaBLiIB, NUTaHb [AiANbHOCTI AKUX
CTOCYETbCHA AOKYMEHT.

CKnagoBi YaCTUHU peecTpauiiHOro iHAeKCY BiJOKPEM/OTbLCA OfHa Bif 0f4HOI
npaBobiYHOO MOXWUMIOK pPUCKOK. [1OCNIQOBHICTL HAMWCaHHA CKNaf0BUX YacTuUH
PEECTPALLIMHOIO iHAEKCY MOXe 3MIHKBATUCA 3a/eXXHO Bif TOro, KW AOKYMEHT
PEECTPYETbCH, - BXIAHWIA UM Takuil, WO CTBOPEHWIA B paigepxagMiHicTpauii,
Hanpuknag: 145/01-10, pge 145 - nopagkosuin Homep, 01-10 - iHAeKC cnpaBu 3a
HOMEHK/IaTypoIo.

MicLe po3TalyBaHHS peecTpayliinHoro iHAeKkcy BM3HavyaeTbCca PopmMoto braHkKa.

[na HaHeceHHA peecTpauiliHOro iHAEKCY 3aCTOCOBYETbCH LITPUX-KOZ Ta/abo
CX-kog y nopsgky, nepegbavyeHoMy IHCTpPyKUie0 3 [iN0OBOACTBA B €NEKTPOHHIN
hopMmi.

MocrunaHHs Ha AOKYMeHT

34, MocunaHHA y TeKCTi AOKYMEHTa Ha AOKYMEHT, Ha iKW [JaeTbCs BiANoBiAb
ab0 Ha BMKOHaHHA HAKOro niAroTOBNEHO UeW [OKYMEHT, HAaBOAUTLCA Yy Takii
MOCNiLOBHOCTI: Ha3Ba BUAY [OKYMeHTa, HalMeHYyBaHHA YCTaHOBM - aBTopa

NOKYMEHTa, faTa Ta peecTpauiHMin IHAEKC, KOPOTKUK 3MICT [OKYMeHTa. Y pasi
MOCWMaHHA  Ha  3apeecTpoBaHUii  HOPMATMBHO-MPaBOBUI  aKT  [0OAATKOBO
3a3HavyalTbCA TakKi peecTpauivHi AaHi: jgarta [epXXaBHOI peecTpauii, HOMep akTa
3rigHo 3 [lep>XaBHUM PeecTpoM HOPMaTMBHO-MPABOBMX aKTIB MIHICTEPCTB Ta iHLWMUX
opraHiB BMUKOHABYO1 Bnagu.

[MocunaHHA y TeKCTi LOKYMeHTa Ha NopsAAKOBI HOMepu po3ginis, nigposginis,
rnas, cTaTteil, MYHKTIB Ta MIiANYHKTIB HOPMaTUBHO-MPABOBOr0 akra pobuTbeA
unpamm; nNOpPsSAKOBI HOMepu YacTUH CcTaTel, ab3auiB | peyvYeHb - CMOBaMW.
MocunaHHA Yy TeKCTi HOPMaTMBHO-NMPaBOBOr0 akTa Ha LUeil AOKYMeHT abo WMoro
CTPYKTYPHiI OAMHULI pOBUTHCA 3 BUKOPUCTAHHAM BKa3iBHOMo 3aiMeHHUKa "Uen™.
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Micue cknageHHa abo BuaaHHSA

35. BigomocTi npo Micue cknafeHHs abo BWAAHHA 3a3Ha4yalTbCA Ha BCIX
LOKYMeHTax, KpiM nucTiB. 3a3HayeHi BIifOMOCTi O(OpMAATbLCA BIANOBIAHO [0
aAMIHICTpaTUBHO-TepuTOpiaNbHOro MNoAiny YkKpaiHu. AKWo  BIiAOMOCTI  Mpo
reorpagivyHe mMicLe3Haxo[XeHHS BXOAATb 40 HallMeHYBaHHA YCTaHOBW, Lieil PEKBI3nUT
He 3a3HayvaeTbCA.

AjpecaT Ta 0cobuCTeE 3BEPHEHHSA

36. JLOKYMEHTW afpecyroTbCA YCTaHOBI, i1 CTPYKTYpHMM nigpo3ginam abo
KOHKPEeTHiA nocafoBiin ocobi. Y pasi agpecyBaHHA [OKyMeHTa YycCTaHOBi abo ii
CTPYKTYpPHUM nifgpo3ginam 6e3 3a3HavyeHHA nocagoBol 0C06M X HalMeHYBaHHS
HaBOAATLCA Y Ha3MBHOMY BigMIHKY, HANpUKNaz:

HayioHanbHe areHTCTBO 3 MNWUTaHb
Aep>KaBHOT cnyxXoén

AKLO0 JOKYMEHT HafCUIAaeTbCA NocafoBi 0cobi, HalMeHyBaHHSA yCTaHOBW Ta il
CTPYKTYPHOro Nigpo3ainy HaBOAATHCA Y Ha3sMBHOMY BiAMIHKY, a nocaja i npissuile
agpecarta -y faBajibHOMY, Hanpuknag:

KipoBorpagcbka o6siacHa gepxaBHa
agMiHicTpauida

JenapTamMeHT OXOPOHWU 340pOB'A

OvpeKTopy genapTameHTy
Onery PUBAJIbUEHKY
(BnacHe im'a MPISBUNLLE)

Y pasi KONM [OKYMEHT afpecyeTbCs KepiBHMKOBI yCcTaHOBM abo Woro
3aCTYMHUKOBI, HaliMeHYBaHHS YCTaHOBM BXOAUTb A0 CKNady HaliMeHyBaHHSA mocaau
agpecata, sKe HaBOAUTbCA Y AaBa/lbHOMY BiAMiHKY, HanpuKnag:

Monosi KipoBorpaacbKoi 06/1acHOT

paan
BnacHe im'a MPI3SBULE

AKULO0 AOKYMEHT afipecy€eThCst KilbKOM OfHOPiAHMM 3a XapaKTepoMm fis/ibHOCTi
yCcTaHOBaM, 3a3Ha4aeTbCs y3araibHeHe HaliMeHyBaHHS afpecaTiB, HanpuKnagi:

PaOHHUM [ep>XaBHUM
agMiHicTpaliam



LJOKYMEHT He NOBUHEH mMaTK 6inblie YOTUPbLOX adpecaTie. CnoBo "Konia" nepeg
HallMeHyBaHHSAM [APYyroro-4eTBepTOro ajpecatiB He CTaBUTbCHA. Y pasi HafcUNaHHSA
AOKYMEHTa 6i/iblie HIXXK YOTUPbLOM ajpecaTam CKNafaeTbCs CMMCOK Ha PO3CUMMKY i3
3a3HAYEHHAM Ha KOXXHOMY LOKYMEHTI TiNbKW O4HOr0 ajpecara.

PekBi3nT "Appecar” Moxe BKAw4yatn agpecy. lMopagok i opma 3anucy
BiflOMOCTel Npo ajApecy ycTaHOBWM MOBWHHI Bignosigatu MNMpaBunam HagaHHs NOCAyr
MOLITOBOrO 3B'A3KY, 3aTBEPAXXEHWM nocTaHOBOK KabiHeTy MiHicTpiB YKpaiHu Bij
05 6epe3Ha 2009 poky Ne 270 (OdiyinHnin BiCHMK YKpaiHu, 2009 p., N 23, c1. 750).
MoBHa ajpeca 3a3HayaeTbCA Yy pasi  HaAcuIaHHA  [OKYMeHTa  pas3oBUM
KOpecrnoHAeHTaM, Hanpuknaa:

TOB "ArpoxongnHr M"
Byn. Fopogeubkoro, éya. 2,

M. 3HaM'siHKa, 27453

Y pas3i HafacunaHHA AOKYMeHTa (i3nMyHiin 0co6i crnoyaTKy 3a3HayaeTbCcs Yy
faBanbHOMY BiAMiIHKY BnacHe iM's Ta npi3suiie, NOTiM NOLWTOBAa aApeca, HanpuKnaa:

OnekcaHapy NoH4YapyKy

Byn. Cypukosa, 6yfa. 3a, kB. 1,
m.OnekcaHapis, KipoBorpagcbka
obnactb, 27344

Y pasi HafcunaHHS AOKYMeHTa opraHam 3akoHOofaB4oi i BMKOHaBYOl BajMu,
MOCTINHNUM KOpecnoHAeHTaM X NMOLWTOBa ajpeca Ha JOKYMEHTaxX He 3a3Ha4yaeTbCs.

Y pasi Konv JOKYMEHT afipecyeTbCsi KOHKPETHINW 0co0bi, y NNUCTi HMUXYe aTpubyTa
"afpecat” MOXe HaBOAUTUCb 0COOMCTE 3BepPTaHHA Y KIIMYHOMY BiAMIHKY:
MaHe (naHi) BnacHe im'a, Hanpuknag:

fonosi IBaHIBCbKOT panoHHOT

fep>XaBHOT agMiHicTpauii
Bonogumnpy NMETPEHKY

Mpo Norog>KeHHs NPU3HaAYeHHS

MaHe Bonoanmupe!

abo
MaHe (naHi) Mpi3BuLe, HaNnpuKnag:



ronoBi IBaHiBCbKOT palOHHOT
Aep>XaBHOT agMiHIcTpayii
Bonognmupy NMETPEHKY

Mpo NOroa)KeHHs NPU3HaYeHHS

MaHe MeTpeHKy!

abo
MaHe (naHi) nocaga abo 3BaHHA, HaNpuUKNaa;

fonoBi IBaHIBCbKOI paoHHOT
fep>XaBHOT agMiHicTpauii
Bonognmunpy NETPEHKY

Mpo norogXeHHA NpU3HaAYeHHA

MaHe ronoso!
abo

HayanbHMKY T0N10BHOI0 ynpasiiHHSA
HauioHanbHOT noniyii B
KipoBorpaacbkiii obnacTi,
MNONKOBHUKY MONiLiT

Bacunwo PAOY/TOBY

Mpo hiHaHCyBaHHA nporpamu.

[MaHe NONKOBHUKY!

abo

[MaHOBe

Hanpuknag:
fonoBi IBaHIBCbKOI paioOHHOT
Aep>KaBHOT agMiHicTpaLil
Bonogumunpy NETPEHKY

Monosi IBaHIBCbKOI paoHHOT paaun
Mpuropito WOPEI

Mpo Norog>XeHHA NPU3HaYeHHA

MaHoBe Bonogumwnpe ta Mpuropito!
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Y pasi HeobxigHocTi nepep cnosom “lMaHe", "MaHi" a6o "lMaHoBe" MoOXe
BMKOpucToByBatucs cnoso “"LLaHoBHuin", "LLlaHoBHA" a6o "LLlaHOBHI" BigNOBIgHO,
Hanpuknag:

MonoBi IBaHiBCbKOT panoHHOI
Aep>XaBHOT agMiHicTpauii
Bonognmupy NMETPEHKY

Mpo NOrofXXeHHA NPU3HaYeHHS
LLlaHoBHUI naHe Bonoagnmupe!
abo

AvpekTopy KipoBorpagcbKoro
061aCHOro Kpae3HaB4yoro Mysetw
Hatanii ACATEEBIN

Mpo npoBefeHHSA eKCKYypCii

LLlaHoBHa naHi AraneeBa!

abo
AnpekTtopy KipoBorpaacbKoro
061aCcHOro Kpae3HaB4oro Mysetw
Hatanii ATACIEEBIV

Mpo npoBefeHHS eKCKypCii
LllaHoBHa naHi gupekTtope!
Mpn 3aTBepA>KEHHA JOKYMeHTa

37. [JOKYMEHT MOXe OyTW 3aTBepA>XeHWi po3nopAfYuM [LOKYMEHTOM abo
BMMNaAKax, BU3HAYEHUX Yy f0faTKy 2, NocafoBo ocobot (nocagoBumMmu ocobamu), 4o
MOBHOBaXXEHb AKOT (AKUX) HanexaTb NUTAHHA, 3a3HAYEHi Yy TAKOMY LOKYMEHTI.

HopmaTnuBHO-NpaBoBi akTW (NOJIOXKEHHSA, IHCTPYKLIT, npaBuia, NOPsaaKM TOL,0)
3aTBEPAXKYIOTbCSH PO3NOPAMKEHHSAM FON0BU pangepxagmiHicTpauii.

[OKYMEHT, AKWUIA He € NPUMIpPHUKOM abo KOMi€w [OKYMeHTa, CTBOPEHOro B
eNeKTPOHHIN thopmi, MOXe OyTW 3aTBEPA)KEHWIA KOHKPETHOK MnocafoBOk 0C060t0.
Y TakoMmy BMMNagKy rpu@ 3atBepi)XeHHA cknagaetbcs i3 cnosa "3ATBEPAXYHO",
HaliMeHyBaHHSA Mnocaau, Nignucy, BNacHOro iMeHi npissuua ocobu, AKa 3aTeepamnnia
LOKYMEHT, faTu 3aTBep)KeHHA. Hanpuknag:
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SATBEPOXYIO

fonoBa HoBOyKpaiHCbKOT paioHHOI
Aep>XaBHOT agMiHicTpauil

nignuc  BnacHe im’a MPISBULLE
01 cepnHAa 2024 poky

Y pasi Konu [JOKYMEHT 3aTBepAXYeTbCA MOCTAHOBOK, PIlIEHHAM, HaKas3om,
PO3MOPAAXEHHAM, TpU( 3aTBepIXEeHHA cknafjaeTbca i3 cnosa "3ATBEPAXEHO",
HasBM BMAY [OKYMEHTa, SKUM 3aTBEPLKYETbCA CTBOPEHWA  LOKYMEHT, i3
3a3HayeHHsAM MOro gaTu i Homepa. Hanpuknag:

SATBEPOXXEHO

Po3nopAg)XeHHA T0/10BK
HoBOyKpaiHCbKOT paioOHHOT
Aep>XXaBHOT agMiHicTpayii

01 cepnHa 2024 poky Ne 200-p

pud 3aTBEpPAXKEHHSA PO3MILLYETHCA Y MPAaBOMY BEPXHbOMY KYTKY nMepLuoi
CTOPIHKM LOKYMEHTA.

Y pa3i 3arBepAKeHHA [OKYMeHTa KibkOMa MocajoBumu ocobamu rpugu
3aTBEPAXEHHA PO3TallOBYHOTHCA HA OLHOMY PiBHI.

Pesontouis

38. Pesontouia € OCHOBHOK (OpPMOKO peani3auii ynpaBfiHCbKUX [LOPYYEHb )
NUCbMOBIN hopmi, Wo nepefbavyae NOCTaHOBKY KOHKPETHOrO 3aBAaHHA, BU3HAYEHHS
ioro npegmeta, MeTW, CTPOKY Ta BignoBiganbHOT 3a BMKOHAHHA 0cobu, Lo
BMKNaZeHa y BUrNA4i Hanucy Ha JOKYMEHTI.

Pesontouisd Mae Taki 060B’A3KOBI CKNagoBi: Npi3BuLLe, BacHe iM’d BMKOHaBLS
(BMKOHaBLIB) Yy [faBasibHOMY BIAMIHKY, 3MICT [JOPYYeHHSl, CTPOK BWKOHaHHA,
ocobucTuin nignuc KepiBHMKa, gata.

AKWO AOPYYEHHA HAAAHO KiflbKOM MocafoBuM 0ocobam, roioBHUM BUKOHaBLEM
JOKYMeHTa € 3a3HayeHa nepwor ocoba, AKiN HAAAETLCA MNPaBO CKAMKATW ITHLWMKX
BMKOHaBL,IB.

CTBOpeHHA HeKOHKpeTHux ("npuckopuTun™, "noninwwnTtu"”, "akTusizyBatun",
"3BEPHYTK yBary" TOLL0) 3a 3MICTOM Pe30/toLiil HE AOMYCKAETLCA.

Ha poKymMeHTax i3 CTpOKamu BWKOHaHHA, AKi He MoTpebykTb [04aTKOBUX
BKa3iBOK, y pe30/toLii 3a3Ha4yaloTbCa BMKOHaBeLb, NiANUC aBTopa pe3ontouii, gaTa.

Pesontouia npoctaBifaeTbCqd 6e3nocepefHbO Ha LOKYMEHTI HMXKYe PEKBI3UTY
"AppecaTt" napanefibHO [0 OCHOBHOrO TeKCTy. HAKWO m™icua Ana pesontouii
HefOCTaTHbLO, 1T MOXHa MNPOCTaBNATU Ha BiIbLHOMY Bif TEKCTY Micli Yy BepXHil
YacTUHI NepLwoT CTOPIHKN AOKYMEHTA 3 INLbOBOro 60Ky, asne He Ha Noi AOKYMEHTa,

npu3HayeHoOMY AN NigwuBaHHA. [1poeKkT pes3ontouii MOXe APYKYyBaTUCb Ha
cneuianibHOMY 61aHKY.
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KopoTKuii 3micT foKyMeHTa

39. 3arofioBoK A0 TeKCTy (KOPOTKWIA 3MICT) [LOKYMeHTa MOBUHEH MICTUTH
CTUCNMIA BWKNag CyTi AOKYMeHTa. 3arofioBOK A0 TEeKCTYy AOKyMeHTa (KOPOTKWI
3micT), obcar dakoro nepesuwye 150 3HakiB (N'aTb pPAAKIB), [LO3BONAETLHCA
NPOLOBXYBaTW A0 MeXi npaBoro nons. Kpanka B KiHLi 3aronoBka He CTaBUTbLCS.

3aronoBokK (KOpPOTKMI 3MICT) BigMoBigae Ha nuTaHHA "npo wo?", "kKoro?",
"yoro?". Hanpuknag: Haka3s (Npo wo?) Npo HagaHHA BIANYCTKM; nucT (Npo wo?) npo
opraHizayito Hapagun, NpoTokon (4oro?) 3acigaHHsA atecTayinHOT KOMICIT; nocagoBa
IHCTPYKLiA (KOro?) rofioBHOro credwianicra.

CynpoBigHi nucTu, AONOBIAHI Ta CNy>X60BI 3aNUCKW [LO3BONAETLCA CKIagatu
6e3 3aronoBKa.

BigmiTKa Npo KOHTPO/b

40. BigmiTKa Npo KOHTPO/Nb O3Hayae, WO AOKYMEHT B3ATO Ha KOHTPO/b AN1A
3abe3neyeHHA NOro BUKOHaHHSA B YCTaHOB/EHWNI CTPOK.

BiamiTKa Npo KOHTPONb pobMUTLCA LWNAXOM NpocTaBneHHs nitepu "K" um cnosa
"KoHTponb" (Bi4 pykKu abo 3 BMKOPWUCTAHHAM LITammna) Ha NiBOMY Moni nepwoi
CTOPIHKN LOKYMeHTa Ha piBHi 3arofoBKa [0 TEKCTY.

TeKcT I0KyMeHTa

41. TekCT [OKYMeHTa MIiCTUTb iH(opMauito, AN QikcyBaHHA AKOT 1Oro
CTBOpeHO. IHdopMauisa B TeKCTi AOKYMeHTa BWKMAA4AeTbCA CTUCMO, [PamOoTHO,
3p03yMmifio Ta 06’€KTUBHO. [LOKYMEHT He MOBUHEH MICTUTW MOBTOPIB, a TAKOX CNIB |
3BOPOTIB, AKi He HecyTb 3MICTOBOr0 HaBaHTaXeHHA. IMi4 yac cknafjaHHA LOKYMEHTIB
BXWBAETLCA AiNIOBUIA CTUMb, A1 AKOTO XapaKTePHUN HenTpanbHUN TOH BUKNAafeHHS,
no36aBneHnin 06pa3HOCTI Ta eMOLiAHOCTI.

TeKCT [JOKYMeHTa O(MOPMANAETbCA Y BUMNALI CYLiINIbHOTO 3B’A3HOrN0 TEKCTY,
aHKeTN 4yn Tabnuui abo WNAXOM MOEAHAHHA LMX (OpPM.

CyuinbHWA  3B’A3HUIA  TEKCT [AOKYMEHTa MICTUTb rpamMaTUyHO i NOriYHO
y3rogkeHy iHgopmauito npo ynpasBniHCbKi Ail. Taka opma BWKNAAEHHA TEKCTY
[OKYMeHTa BUKOPWUCTOBYETLCA Mif 4ac CKMafaHHA MOMOXEHb, MOPAAKIB, npasu,
po3nopAAYNX LOKYMEHTIB i INCTIB.

TekcT, AK MnpaBuno, CKnafaeTbca 3 BCTYMHOI, MOTWUBYBa/bHOI Ta 3aK/JHYHOI
4yacTuMH. BcTynHa yacTuHa MICTUTbL MigCcTaBy, OOrPpYHTYBaHHA abo MeTy CKNafeHHS
JOKYMEHTa, MOTMBYBa/bHAa - O6IPYHTYBaHHA NO3MUii YCTAHOBMW, B 3aK/OYHIN -
BMCHOBKMW, MPOMNO3nLil, piLUEHHA, MPOXaHHS.

TeKCTM CKMagHUX i BeIMKMX 3a 06CAromM AOKYMEeHTIB (MOMOXEHHSA, npaBuna,
IHCTPYKUIT, ornagu, 3BiTW TOLWLO) MNOALINAKTLCA Ha PoO3ginun, NIAPO3LINU, NYHKTH,
MNiANYHKTU, AKi HYMepyroTbCsA 3a 4ONOMOro pUMCbKMUX abo apabecbkux uupp 6e3/3
Kpankow abo AyXKow. A63al NYHKTY Ta NIANYHKTY MOYMHAETHLCA 3 BIACTYNy Bif
NiBOro Nons CTOpiHKM 6e3 6yAb-AKOT NO3HAYKK (fedic, Kpanka ToLlo).
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KoXHa CTpyKTypHa OfMHULA HOPMAaTMBHO-MPaBOBOro akta (Kpim ab3auy)
BiJOKPEMIOETLCA Bif MonepesHbOT NPONYCKOM pagka. BusHauyeHHA TepMmiHiB Y
HOPMAaTMBHO-MPaBOBOMY aKTi HaBOAATbCHA B angaBiTHOMY MNOPAAKY i B Ha3MBHOMY
BIAMIHKY.

42. ®opmMa aHKeTU BUKOPUCTOBYETHLCA Y pasi BMKNAAEHHA Y UnppoBomy abo
CNOBECHOMY BUrnagi iHopmayii Npo oAuH O06’€KT 3a MeBHMM 06CATOM O3HaK.
MocTiliHOI iH(opMaLieldo B aHKeTi € y3aranbHeHi HaliMeHYBaHHSI O3HaK, 3a AKUMMU
NPOBOAUTLCA OMUC 06’€KTA, a 3MIHHOI - KOHKPETHI XapaKTepucTuku.

43. TabnuuHa ¢opma [LOKYMeHTa BUKOPWUCTOBYETbLCA Yy pasi BUKNA[EHHA Y
unpposomy abo cfoBECHOMY BWUrAagi iHgopmauii Npo KinbkKa 06°eKTIB 3a pPALOM
O3HaK. 3aronoBku rpadg Tabnuyi NUWYTbLCA 3 BENMKOT NiTepu, Mig3aronoBku - 3
masnol nitepn. Kpanku B KiHUi 3aronoBKiB | Mifg3arofioBkiB rpag He cTaBNsATbCA.
3aronoBkKyM 1 nNig3aronoBku rpad Ta pAgkie Tabnuuyi NOBUHHI OYyTU BUKNAaAeEHI
IMEHHUKOM Y Ha3MBHOMY BiAMIHKY OAHWHW. Y 3arofioBkax i nig3arosioBkax pAAkie i
rpap Tabnuyi BXWBAKTHLCA /MWeE 3aralbHONPUAHATI  YMOBHI  MO3HaYeHHA i
CKOpoYeHHA. [padu Tabnuui, AKi po3MIilLYOTbCA Ha Ki/IbKOX CTOPiHKax,
HyYMepyrTbca. Ha apyrin Ta HaCTyNMHWX CTOPiHKax Tabnuui 3a3HavyaldTbCs HOMepU
rpa, a TakoXX y BepXHbOMY npaBoMy KYTKY - cfioBa "lMpofoBXeHHA gojarka'.

BigMITKW Npo HaaABHICTb LOAATKIB

44, [opatku 0O [OKYMEHTIB, KpiM [JojaTkiB 4O CYNPOBIAHMX JIACTIB,
CKNagalTbCs 3 METO AOMOBHEHHS, MOSACHEHHA OKPeMUX NMUTaHb abo AOKYMeHTa B
Linomy.

45. [opatky O JOKYMEHTIB MOXYTb OYTU TaKuUX BUAIB:

JO4ATKU, WO 3aTBEPAKYIOTbCA pPO3NOpPALUYMMM  LOKYMEHTaMU  (NOMOXKEHHS,
IHCTPYKUIT, npaBuna, NOPAAKN TOLLO);

[004AaTKW, L0 AONOBHIOTH Ta/abo MOACHIOKTbL 3MICT OCHOBHOTO [OKYMEHTA,;

[004ATKM, WO HaACUNaTbCA i3 CyNnpoBigHUM INCTOM.

Y TeKCTi OCHOBHOro [OKYMeHTa pobuTbCA Taka BiAMITKA MNP0 HaABHICTb
[oAaTKiB: "Wo pogaetbcA”, "3rigHo 3 gofgaTtkom™, "(gogatok 1)", "BignoBigHO [0
pofatka 2" abo "(gue. gopaTtok 3)".

46. JopaTkn oPOpPM/IOKOTLCA, AK NPaBUI0, Ha CTaHAAPTHUX apKyllax nanepy.
Ha apyriin i HacTynHiN cTopiHKax gojaTka pobuTbeca Taka BigMiTka: "MMpoAoOBXeHHA
popatka"”, "lNpopoBxeHHA gogaTka 1"

Ha popatkax [0 MOJIOXKEHb, NpaBwu, ITHCTPYKLIA TOWO MpPOCTaBNAETHCA
BiAMITKA Y BEPXHbOMY NpaBoOMYy KYTi MepLioi CTOPIHKN f0of4aTKa, AKa BK/IOYaE HOMEp
fjojaTka, 3aro/0BOK HOPMaTWBHO-MPaBOBOr0 akTa Ta MOCW/IaHHA Ha BiANoBigHY
CTPYKTYPHY OAWHMUIO. Y pasi [JONOBHEHHS HOPMaTUBHO-NPaBOBOr0 akTta, AKWWA
nignarae gepxaBHiil peecTpauii, HOBOK CTPYKTYPHOK OAUHULED 3 NOCUIaHHAM Ha
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[04ATOK abo BUK/KOYEHHA 3 TEeKCTY HOPMAaTMBHO-MPABOBOr0 akTa CTPYKTYpPHOT
OAMHMUI, AKa MICTUTb NOCWNAHHA Ha [O4ATOK, HyMepalif A404ATKIB Ta BiANOBiAHI
MOCUNAHHS Ha HUX Y TEKCTIi HOPMATUBHO-NPABOBOr0 akTa 3MIHIHTHCA.

Hanpuknag:

Jopatok 1

[0 PekomeHgaui wopno 3abesneyeHHs
y 2024 poui 3aknagiB 3aranbHoT
cepefHbOT OCBITU WKINbHUMU aBTOOY-
caMu, NepcoHaibHUMU KOMM’ loTepamm
Ta NpuadaHHsa nocnyr 3 4ocTyny Ao
LWBUAKICHOTO IHTEpHETY

(nyHKT 1 Po3giny 1)

CTOpiHKM KOXHOro fofaTtka MalTb CBOK Hymepayito. Y KiHUi nig TeKCTom
pofatka NpocTaBNsSETbCA PUCKA, LWLO CBIAYNTbL NPO NOro 3aKiHYEHHS.

Y pasi HafABHOCTI Ki/fIbKOX [0JATKIB Ha HUX 3a3Ha4yarTbCA MOPALKOBI HOMEpHM,
Hanpuknag: fogatok 1, gopatok 2. 3Hak "Ne" nepef UM(PPOBMM MNO3HAYEHHAM He
CTaBUTbLCA.

Yci fofatkn [0 LOKYMEHTIB Bi3ylOTbCA NpaLiBHUKOM, AKUA CTBOPUB LOKYMEHT,
Ta KEPIBHMKOM CTPYKTYPHOro Migpo3ainy, B AKOMY AOro CTBOPEHO.

Y KiHUi nig TEKCTOM [ofaTKa HOPMAaTUBHO-NPaBOBOro xapaktepy (NOMOXEHHS,
IHCTPYKUii, npaBuna, NOPSAKY TOLLO0), AKUA 3aTBEPAXXYETbCS PO3NOPAMKEHHAM
ronoBu pangepxagmiHictpauil (Hakasom KepiBHUKa anapaTy), MpOCTaBNAETHCA
puUCKa, WO CBigYNTb MPO MNOro 3akiH4yeHHA, abo Mignuc KepiBHWKaA BiANOBIAHOrO
CTPYKTYPHOro nigpo3ainy paingepxagmiHictpauii.

Y pasi Koy fofaTKuM HaAcunarwThbesd i3 CynpoBiAHUM NMCTOM, BiAMITKa npo
HafABHICTb AOAATKIB PO3MILLYETLCA MiCNSA TEKCTY NMUCTa nepeg nignnucom.

AKLLO0 AOKYMEHT Mae A0AaTOK, NOBHe HallMeHYBaHHA AKOro HaBOAUTLCA B MOrO
TEKCTI, BIAMITKA NP0 HasABHICTb LbOro AoAaTka 0hOpM/IHOETLCA 3a TaKOK (POPMOIO:

JopaTok: Ha 7 apK. y 2 npum.

AKWO [OKYMEHT Mae AOoJaTKW, MNOBHe HalMeHYBaHHA SKUX Yy TeKCTi He
HaBOAMTLCA, X HEOoOXigHO nepeniynTn nicna TeKCTy i3 3a3HaYeHHAM KiNbKOCTI
CTOPIHOK Y KOXHOMY A04aTKy Ta KifIbKOCTI TX NMPUMIPHUKIB, HANpUKnag:

Jopatkn: 1 [oBigka npo cTaH couiaibHO-eKOHOMIYHOro PO3BUTKY 06nacTi 3a
| kBapTan 2024 poKy Ha 8 apk. B 1 npum.
2. J[loBigKa nNpo BMKOHAHHA MicueBuUX GroaXeTiB obnacTi 3a | kBapTan
2024 poky Ha 5 apk. B 1 npum.
AKLLO A0 JOKYMEHTa AOAAETLCA IHLWWIA LOKYMEHT, AKUIA Mae LOAATKMW, BIgMITKY
Npo HasfBHICTb fofaTka 0hOpMIAKTL 3a TaKOoK (OPMOIO:
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[opatok: nuct MiHcounonituku Big 20 TpaBHa 2024 poky Ne 536/12/1.27 i
[04AaTOK [0 HbOTO, ycboro Ha 20 apk. B 1 npum.

47. Y pasi Konu LOKYMEHT MICTUTb Binblue AecATn AofaTKiB, CKNajaeTbCca onuc
I3 3a3HaYEHHAM Y JOKYMEHTI TaKol BiAMITKMN:

[04aTOK: 3rifiHO 3 ONMCOM Ha 3 apK.

AKLWO0 A0AATOK HAACUNAETLCA He 3a BCiMa 3a3HaYeHUMU B AOKYMEHTI agpecamu,
BiAMITKa NP0 HaABHICTb AOKYMEHTa OPOPMIIOETLCA 3a TaKOK (hOPMOIO:

JopaTok: Ha 5 apK. y 2 npum, Ha neplly agpecy.
Mignuc

48. lMocagoBi 0co6M MIANUCYOTH AOKYMEHTUM B MeXax CBOIX MOBHOBaXEHb,
BM3HAYeHNX aKTaMy 3aKOHOAABCTBa, IHWWMW HOPMaTMBHO-MPABOBUMU aKTamMu
BiANOBIAHO A0 IHCTPYKUIii 3 AiNOoBOACTBAa B €NEKTPOHHIA ¢opMi Ta IHCTPYKUIil 3
AinoBoAcTBa pangepxagmiHictpayii. TMopagokK nignucaHHA [AOKYMEHTIB iHWUMU
ocobamu y pasi BiACYTHOCTI ronoBu paifepxaamiHicTpauii, Moro 3acTynHUKIB,
KepiBHMKa anapaTty Ta iHWMX NocafoBMX 0OCi6, AKi YNOBHOBaXKeHi iX NignucysaTwu,
BM3HAYAETLCA PO3MOPAAKEHHAM rOM0BU pangepxagMiHicTpayil (Haka3oM KepiBHUKa
anaparty pangepxagmiHictpauir).

49. Tlignuc CcKnajaeTbCAa 3 HaillMeHyBaHHA Mocagum ocobu, Aka nignucye
AOKYMEHT (MOBHOro0 - y pasi, KoM [OKYMEHT HaApyKOBaHW/A He Ha 6n1aHKy,
CKOPOYEHOro - Yy pasi, KoM [AOKYMEHT HagpyKoBaHWW Ha 6naHKy), 0COBUCTOro
nignucy, BNacHOro iMmeHi i npiseuuia, Hanpuknaa:

fonoBa panoHHOT

Aep>XaBHOT agMiHicTpauil nignuc BnacHe im'a MPI3BU WWE
abo
OunpekTop nignuc BnacHe im'a MPISBULLE

50. Y pasi HajcunaHHs LOKYMeHTa Yy nanepoBii opMi OAHOYACHO Ki/lbKOM
yCcTaHOBaM  MIiANUCYETbCA  TiNbKW  OPWUTriHaN, SKUIA  3a1UWAETbCA Yy  Chpas.i
pangepxagmiHicTpayii - aBTopa TakKOro [AOKYMEHTa, a Ha Micus po3cuiarThbes
3acBigyeHi cny>60t0 Aino0BOACTBa MOro Konii.

51. [lOKYyMeHTK NignucyrTbCs, K NpaBuno, OA4HIE MNocajgoBOk 0coboto, a 'y
pasi, Ko/iM 3a 3MICT [OKYMeHTa HecyTb BignoBiganbHICTb Kinbka 0Ci6 (akTu,
(hiHaHCOBI AOKYMEHTU TOLLO), - ABOMa abo 6ifblie nocagoBMmMK ocobamu.
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Mpn uybomy nignuMcK nocagoBuxX O0CI6 pPO3MIWYOTHCA  OAMH NI OAHUM
BiANOBIAHO A0 nignopsgkoBaHoCTI ocib. Hanpuknag:

OvpekTop nignuc BnacHe im'a MPI3BULLE
fonoBHUI 6yxranTtep nignuc BnacHe im'a MPISBULLE
52. ¥ pasi nignucaHHA CMifbHOTO AOKYMeHTa KiflbkomMa ocobamu, fKi 3aiimaloTb

OflHAaKOBI nocafan, X Mignucy po3milLyoTbCA Ha OAHOMY pPIiBHI 1 CKpinaThHCA
neyaTkamy ycTaHOB, Hanpuknag:

fonoBa HoBOYyKpaiHCbKOT paoHHOT fonosa HoBOoyKpaiHCbKOT paioHHOI
Aep>XaBHOT agMiHicTpauil paau

nignuc BnacHe im'a MPISBULLE nianuc BnacHe im'ss TPI3BULLE
BiLOUTOK rep6b0oBOT NnevaTku BiAOMTOK rep60BOT NeyaTku

[JOKYMEHTM KonerianbHMX OpraHie NigNUCYOTb F0/0Ba KOJeriafibHOro opraHy i
cekpeTap, Hanpuknag:

ConoBa Komicii nignuc BnacHe im'a MPISBULLE
CekpeTap KoMmicii nignuc BnacHe im'a MPI3BULE

53. ¥ pasi BigCyTHOCTI nocafoBoi 0cobu, HaliMeHyBaHHA Mocagun, Mpi3BuULLe,
BNacHe iM's AKOT 3a3HayeHO Ha MPOEeKTi [OKYMeHTa, Moro nignucye ocoba, wWo
BMKOHYE 1T 060B’A3KMN, ab0o 11 3aCTYNHUK. Y TakoMy pa3i 060B’A3KOBO 3a3Ha4alTbCA
(paKTM4YHaA nocafa, BnacHe iM'a 1 npisBuwe ocobu, Aka nignucana AOKYMEHT, Npu
LbOMY BMWMPABMEHHA BHOCUTb PYKOMUCHMM crnocobom ocoba, fAka nignucye
JOKYMeHT. He gonyckaeTbcs nif yac nignucaHHA LOKYMEHTa CTaBUTU NPUAMEHHUK
"3a" um npaBobGiYHY MNOXWMAY PUCKY Mepea HaliMeHyBaHHSIM nocagn. Y pasi
3aMilleHHs KepiBHMKA 3a po3nopsAmiXeHHAM (Haka3om) [0 HaliMeHyBaHHA nocagwu
fopanTbca cumeonum "B.o.".

54, ®akcuMminbHe BIATBOPEHHA Nignucy nocagoBoi 0COOM Ha LOKYMEHTax He
L0MYCKAaeTbCA.

55. Y pasi CTBOpeHHA paigepxagMiHicTpalieto AOKYMeHTa y naneposiit GopMmi
3a HasABHOCTI ANA UbOro O6rpyHTOBaHUX NiAcTaB ANA TX MOoAanbllOro HaAcuIaHHSA
ycTaHoBaM CNy>X600 AifI0BOACTBA CTBOPKETLCA B YCTAaHOB/NEHOMY MOPAAKY
eNeKTPOHHa Komifg namnepoBOro OpwuriHany BIigNOBIAHOrO  AOKYMEHTa, fAKa
HaACUNAETbLCA afpecaTaM yYepes CUCTEMY e/IeKTPOHHOT B3aEMOAIT OpraHiB BUKOHABYOT
BNagu.
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Bi3n Ta rpng norog>keHHsa 418 AOKYMEHTIB,
LLLO CTBOPIOKTHCAY naneposit popmi

56. oromxeHHAa [OKYMeHTa Yy pasi noTpebum MoXe 3AilicHHOBaTUCA §K B
paingepxagmiHicTpauii (BHYTpiWHE), Tak i3a i1 MeXamun iHWUMWN 3aiHTepecoBaHUMU
yCTaHOBaMu (30BHILLHE).

S7. BHYTpilWHE  NOrog)XeHHA  AOKYMeHTa  O(OPMJIOETHLCH LW AXOM
npocTaBNsAHHA Bi3W. Bisa BkAw4ae ocobucTuini nignuc, BnacHe iM’a i npissuuwe
ocobu, AKa Bi3ye [AOKYMeHT, faTy Bi3yBaHHA i3 3a3HayeHHAM Yy pasi noTtpebu
HallMeHyBaHHS nocagu Liei ocobm.

58. Bi3a npocTaBnseTbCA Ha NMLLOBOMY abo B pasi, KoM Micus Ha NMLbOBOMY
boui OCTaHHLOrO apkKylla HefoCTaTHbO, Ha 3BOPOTHOMY 60U OCTAHHLOrO apKyla
MPOeKTy AOKYMeHTa. Bi3n npocTaBnsalTbCA Ha  NanepoBux  NPUMIPHUKAX
LOKYMEHTIB, LU0 CTBOPKITLCA Yy pasi HaABHOCTI MiAcTaB, $Ki  BU3HAKTbLCA
06r'pyHTOBAHUMWN [NA CTBOPEHHHA YCTAHOBOK [OKYMEHTIB Yy naneposi opmi, Ta
3a/MWAaKTbCA B YCTAHOBI.

59. 3ayBaxeHHAa 1 npono3uuii [0 NPOEKTY [AOKYMeHTa BMKNafalTbCA Ha
OKpeMOMY apKyLli, Npo WO Ha NPOEKTi pobuTbCS BiANOBIAHA BiAMITKA:

HayanbHWK 3aranbHOro sigginy
[aTta nignuc BnacHe im’a MPI3BULLE
3ayBaXKeHHs i npono3unyii 4oaatThHCA.

60. [lMopsAfok Bi3yBaHHA BW3HayaeTbCA B IHCTPYKUii 3 [iN0OBOACTBA B
eNeKTPOHHIN hopmi.

61. 3a 3MiCT [OKYMeHTa, fIKW/A BIi3yeTbCA KinbKomMa oco6amu, TakKi 0cobu
BiANOBIfalOTb 3rifHO 3 KOMMETEHL €.

62. 30BHIWIHE MNOrO4XKEHHA MNPOEKTIB [OKYMEHTIB, CTBOPEHWX Yy Maneposii
hopMi, 0hOpPMASAETLCSA LWINAXOM MPOCTaBNEHHA Ha HUX rpuda MOrofXeHHs, AKWN
BKNo4ae B cebe cnoso "MOTOAXXEHO", HaillmMeHyBaHHA nocagum ocobu Ta
YCTaHOBW, 3 AKOK MOTOKYETbCSA NMPOEKT LOKYMEHTa, 0COBUCTMIA nignuc, nocagosoi
ocobu, ckpinneHuii rep60oBOK0 MeyaTKOHD, BNacHe iM'a, npissulle i gaty abo HasBy
LOKYMEHTA, WO NigTBEPAXYE NOTOMAXKEHHSA, MOro faty i HoMmep (iHAEKC), HanpuKnaa:

MOroaXXeHo

HayanbHWK ynpaBniHHA couianbHOr0 3axXucTy

HacesleHHA pangepxxagmiHicTpauii

nignmc BnacHe im’a TIPISBULLE
[aTta
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MOroa>XeHoO
MpoToKoN 3acigaHHA
EkcnepTHO-nepeBipHOT
KOMICIT

Odata Ne

63. pud nNOrogkKeHHA CTaBUTbCA HMXKYE MNigANCY HA OCTaHHIN CTOpPIHL
MPOeKTY AOKYMeHTa.

64. Y pasi KoM 3MICT [OKYMeHTa CTOCYETbCA Oifiblle HiXK TPbOX YCTaHOB,
CK/NafAaETbCA apKyLl MOroAXeHHH, NMpo Wo pobuThCa BiAMITKA Y AOKYMEHTI Ha Micui
rpuga NOrof>XeHHs, Hanpuknag:

ApKyLI NOrof>XeHHA AOLAETLCH.

65. ApKYyLW NOrofXXeHHs O(GOPM/IOETLCS HA NULbLOBOMY Ta y pasi noTpeb
3BOPOTHOMY 60U 04HOro apKylla 3a Takok (hopmolto:

APKYW MOIroa>XeHH#4A
Ha3Ba NpoekTy AOKYMeHTa

HalmeHyBaHHA nocagu nignuc BnacHe im'a MPI3BNLLE NaTta
HalmeHyBaHHA nocagu nignuc BnacHe im'a MPI3BNLLE NlaTa
HalimeHyBaHHSA nocagu nignuc BnacHe im'a MPI3BULLE [ata
HalmeHyBaHHA nocagu nignuc BnacHe im'a MPI3BUNLLE HaTa

66. 30BHIWHE NOrof)KeHHs Yy pa3i noTpebu, BM3HAYeHOT 3aKOHOAABCTBOM,
30INCHIOETBCA B Takilhi MOCMILOBHOCTI: YyCTaHOBM OAHAKOBOro PpiBHA Ta iHWI
yCTaHOBW; TPOMAaAChbKi opraHisauii; opraHu, AKi 34iNCHIOIOTbL AePXXAaBHUN KOHTPO/b B
MeBHIW cepi; yCTaHOBM BULLOMO PiBHS.

CTPOK MiXK [aTOK 30BHILWHLOrO MOrof)KeHHA NMPOEKTY HOPMAaTMBHO-MPABOBOIO
aKTa, AKWIA nignsarae gepXasHin peecTpauii, i AaTO MPUIAHATTA TakKoro akra He
NMoBMHEH nepesulyBaTn 60 gHIB.

BigbuToK neyaTKu

67. Ha fJoKymeHTax, WO 3acBifg4yylOTb NnpaBa rpomMagsaH i puANYHUX 0Cib, Ha
AKUX (PiKCYeTbCA (PaKT BUTPaAYaHHA KOLWITIB | NPOBEeAEHHA ornepaviin 3 matepiaibHUMK
LiHHOCTAMM, nignuc nocafoBol (BignoBifanbHOT) 0COOM CKpPINIOETLCA repboBOHO
neyaTkor pangepxagmiHicTpauii.

Mepenik IHWWX [JOKYMEHTIB, NignMcKM Ha HAKUX Heo6XifAHO cKpinnBaTu
repboBOK0  MeYaTKOK, BU3HAYAETbCA  pailfepXaamiHicTpalield Ha niacTasi
HOPMaTMBHO-NPAaBOBUX aKTIB Ta NPUMIPHOT0o nepeniky AOKYMEHTIB, NIANUCU Ha AKNX
CKPINMOOTbLCA repb0oBOIO nevyaTkow (gogaTok 3).
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68. Bigbutok nevyartku, Ha AKIN 3a3HayeHo HallMeHYyBaHH#
pangepxagmiHicTpauii abo i1 cTpyKTypHOro nigposginy (6e3 3obpaxeHHs repba) y
pa3i noTpebu CcTaBUTbCA Ha KOMIAX AOKYMEHTIB Ta Ha PO3MHOXEHMUX MPUMIPHUKAX
PO3NOPAAUNX LOKYMEHTIB.

BigbuTtoK nevyaTkun CTaBUTbCA TakKMM UWHOM, W06 BiH OXONAKOBAB OCTaHHI
KiflbKa NniTep HallMeHyBaHHA nocagn ocobu, fKa nignucana JOKYMeEHT, ane He nignuc
nocafoBoi 0cobu, abo Ha OKpeMo BUAINEHOMY ANA UbOro micui 3 BigmiTkow "MIM™.

69. Po3nopsg)XeHHAM Tr0f0BM paigepXagMiHicTpayii (Hakasom KepiBHUKaA
anaparty) BM3Ha4yaeTbCA NMOPALOK BUKOPUCTAHHSA, MicLe 36epiraHHsa rep6oBOT NeyaTku
I mocagoBa ocoba, BignosiganbHa 3a i1 36epiraHHsA, a TakoXX nepenik ocid, nignucu
AKX CKPINIOTLCA repboBO0 NEYaTKoHo.

BigMiTKM npo 3acBif4yeHHs nanepoBux Konii AOKYMEHTIB

70. PaigepxagmiHicTpauis moxe 3acBiguyBatv Konii nuwe TUX LOKYMEHTIB,
O CTBOPKOKTLCA B Hil, KpiM BMMaAKiB CTBOPEHHS ManepoBUX KOMiA eneKTPOHHUX
AOKYMEHTIB, WO Haginwnm Ao pangepXagmiHictpayii yepes CUCTEMY €/IeKTPOHHOT
B3aeEMOAil opraHiB BWKOHaBYOl Bnagm (gani - cucTtema B3aEMOAIT), a TakoX Yy
BMMagKax, nepegbavyeHnx UMM MyHKTOM.

Y pasi nigrotoBKM AOKYMEHTIB ANA HafjaHHA opraHam CyAoBOT Bfagu nifg yac
BMPILWEHHA NUTaHb WOAO0 NPUIRHATTA rpomMagaH Ha po6b0oTy, HaBYaHHA, 3aCBifyYeHHA
X TPYLOBUX, XUTMOBUX Ta IHWKUX NpaB y B3aEMOBILHOCUHAX 3 YCTaHOBOK, a TakKoX
nig yac opmyBaHHA 0CO60BMX CMpaB MpauiBHUKIB paigepXagmiHicTpauis Moxe
BUTOTOBMIATM KONIi [AOKYMEHTIB, BMAAHWUX IHWMWMKU ycTaHoBamu (Konii AUNIOMIB,
CBIAOLTB MPO 04ep>XXaHHSA OCBITU TOLLO).

BigmiTka "Konig" npocTaBAs€eTbCA Yy BepXHbOMY MNpaBOMY KYTKYy MNepLlioi
CTOPIHKM ManepoBOro AOKYMeHTa.

71. Hanuc npo 3acBifyeHHsA nanepoBoi Konii JOKYMeHTa Yy nanepoBiii hopmi
CKnagaetbcs i3 cniB "3rigHoO 3 opuriHanom", HalMeHyBaHHS Mocagn, 0CcO6MCTOro
nignucy ocobu, fKa 3acBifuye KOMiO, BfAaCHOro iMeHi Ta nMpi3BuWa, fgatu
3acBiflUeHHSA KOMil Ta MPOCTaBMAETLCA HMXKYE PekBi3UTy [fAokymeHTa “llignuc”,
Hanpuknaa:

3rigHo 3 opuriHanom

fonoBHWI cnewyianicT 3aranbHOro Bigainy

anapaty HoBoyKpaiHCbKOT palioHHOT

fep>KaBHOT agMiHIicTpayii nignuc BnacHe im’a 11PI3BULLE

[ata
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Y Bunagkax HaACUNaHHA KOMiA AOKYMEHTIB 4epe3 CUCTEMY €eIeKTPOHHOT
B3aeMOJIT, HafCuNaHHA KoMili AOKYMEHTIB KiflbKOM ajpecaTaM (po3cuika), iHWMUX
BMNagKax, nepepb6avyeHMX IHCTPYKUiEw 3 AiNoBOACTBA palgepxaamiHicTpauil,
3aCBifJYEHHS NanepoBMX KOMi JOKYMeHTa Yy nanepoBiin opmi 34iACHIOOTbL 3rifHO 3
BMMOramum IHCTPYKLIiT 3 4iNOBOACTBA B €IEKTPOHHIN hopmi.

72. Hanuc npo 3acBigyeHHs nanepoBOi KOMIT CKPIMNJIOETLCA MeyYaTkow i3
3a3HAYEHHAM Ha Hi HallMeHyBaHHA palgepXagMiHicTpayii (6e3 306paxkeHHs repba)
abo nevyaTKol CTPYKTypHOro nigpo3sainy (cny>6w pginoBoAcTBa, cnyxéw sigainy
ynpasBniHHA nepcoHanom, PCO ToLw0).

73. Ha koniax [OKYMeHTIB y nanepoBiii (opMmi, LWOAO AKUX 3[IACHIOETHCA
BMiIMKa, 3a3Hauya€TbCA HaillMeHyBaHHSi nocaguM ocobu, sika 3aceigumna konito, Ti
ocobucTMin nmignuc, gaTta 3acBifvyeHHS Ta BiAOMTOK MeyaTKuW cnyX6mu AinoBoACTBa,
Hanpuknaa:

3rigHo 3 opuriHanom

fonoBHWMI cneuianicT 3aranbHOro Bigainy

anapaty HoBOyKpaiHCbKOI panoHHOI

fep>XaBHOT agMiHicTpaLil nignuc BnacHe im'a MPI3BULLE
BiIOMTOK MeyaTku cnyxoéwu ginosoacrsea

Jata

74. Ha Konisix BUXigHUX AOKYMEHTIB, WO 3a/MWalTbCsA Y cnpaBax yCTaHOBM,
MOBWHHI OYTKU Bi3M NoCagoBMX 0OCiO, 3 AKMMWU BOHW NOTOAXXEHI, BiANOBIAHO A0 BUMOT
IHCTPYKUIiT 3 AinoBOACTBA parigepXaamiHicTpau,ii.

75. Konis foKyMeHTa NOBMHHA BigMOBifaTU OpUriHany.
BigMITKM Npo CTBOPEHHA, BUKOHAHHA LOKYMEHTA

76. BnacHe im’a Ta npisBuuie npauiBHUKa, AKWIA CTBOPUB AOKYMEHT, i HOMep
horo cny>k6oBoro TenedoHy 3a3zHavyardTbCA B HMXKHLOMY /1IBOMY KYTKY OCTaHHbOI
CTOPIHKM ManepoBOro AOKYMeHTa, Hanpukiag:

OneHa lMeTpeHKo 24 55 44

77. Micna 3aBepleHHs pob0TM 3 LOKYMEHTOM MNPOCTABMAETbLCA BigMiTKa Npo
MOro BMKOHaHHA. BigMiTKa Npo BUKOHAHHA LOKYMEHTa CBiA4YUTb Npo Te, Wo poboTy
Haj AOKYMEHTOM 3aBeplleHO i MOro MoXXHa AoNyuyuTu [0 cnpaBu. BigMiTka moxe
MicTUTK cnosa "[o cnpasu”, HOMep cnNpaBu, NOCUIAHHA Ha faTy i peecTpayinHui
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IHAEKC LOKYMeHTa, AKWIA 3acBifyye MOro BUKOHaHHS, HallMeHyBaHHA nocagun, nignuc
I paty. AKWo AOKYMEHT He noTpebye NMCbMOBOT BiAMOBiAl, 3a3Ha4arOTbCAd KOPOTKI
BiJOMOCTI Mpo BMKOHaHHA. Tlignuc i gaTy BiAMITKM NpocTaBnse npayiBHUK, AKWUNI
CTBOPUB AOKYMEHT, ab0 KepiBHUK CTPYKTYPHOro nigpos3giny. 3asHauyeHWin pekBi3nT
NPOCTaBNAETbLCH Bif PYKM y nigomy KYTKY HUXXHbOTO nons
nepLoT CTOPIHKKW, Hanpuknaa:

[o cnpasu Ne01-21 abo [o cnpasu Ne 01-05
NucT-Bignosigb Big 02.07.2024 MuTaHHA BUPILWEHO NO3UTUBHO Nif, Yac
Ne01-21/10/1 TeNeOHHOT PO3MOBHU

02.07.2024
nocaga nignuc BnacHe im’a MPISBULLE Mocaga nignuc BnacHe im’a MPISBULLLE
02.07.2024 02.07.2024

78. Biamitka npo HaAXO4>KEeHHS nanepoBoro NOKYyMeHTa [
panfepxagmiHicTpayii npocTaBnseTbCs Big PykKum abo 3a AONOMOroK wWTamMna,
aBTOMaTMYHOr0 HymepaTopa Y WTPUX-KOAY Ha INLLOBOMY NOMI Y MpaBoOMYy KYTKY
HUXHbOrO NOMA MepLIOro apKylla opuriHany fokymeHTta. EnemeHtamu 3a3HavyeHoro
PEKBI3UTY € CKOpOYeHe HaliMeHyBaHHA YCTaHOBM - OfepXyBaya [OKYMEHTa,
peecTpauiiHuii iHgekc, pata (y pasi noTpedbu roguMHa i XBUAUHWU) HaAXOLKEeHHA
LOKYMEHTa.

AKWO KOpPecnoHAeHUid He pPO3KPWUBAETbCA BIANOBIAHO A0 NYHKTY 148 wuiel
[HCTPYKUiT, BiAMITKA NP0 HaAXOMXKEeHHA AOKYMeHTa MPOCTaBNAETbCA HA KOHBepTax
(ynakyBaHHSX).

Y pasi HagXO[XeHHA 306polwypoBaHMX [OKYMEHTIB pa3oM i3 CYnpoBigHUM
NINCTOM BiAMITKa CTaBUTbCA Ha CYMNpPOBIAHOMY JINCTI.

3anunc nNpo Aep>kasHy peecTpayito
79. 3anuc npo fep>kaBHY peecTpauito pobuTbca LWOA0 HOPMATUBHO-NPaBOBMU

aKTiB YCTaHOB, BK/OYEHUX [0 EAUHOI0 [epXXaBHOro pPeecTpy HOPMaTUBHO-
npaBoBMX akTiB. [0 HakasiB (po3nopsA;XeHb, MOCTaHOB, pilleHb) HOPMAaTUBHO-
NMpaBOBOr0  XapakTepy  He  BK/OYaWTbCA  CTPYKTYPHI  OAMHULI,  SAKUMU
3aTBEPAXKYIOTbCH, 3MIHIOKOTHCA ab0 BM3HAKOTLCA TaKMMW, WO BTPATUIN YMHHICTD,
NOKYMEHTU, AKi AepXXaBHIin peecTpalii He nignaratTb, KPiM HakasiB (po3nopsaXXeHsb,
MOCTaHOB, pilleHb) NPO 3aTBEPAKEHHA (OpM 3BITHOCTI Ta IHCTPYKUIA LWOA[A0 11X
3aMOBHEHHS.

Y pasi nojaHHA HOPMATMBHO-MPABOBOr0 akKTa Ha [epXXaBHY peecTpayito B
eNeKTPOHHIN (hopMmi 3annC NpPO [Aep>XaBHY peecTpayito BHOCUMTbCSA A0 peecTpauiiiHo-
MOHITOPMHIOBOT KapTKW, Ta MOXe Yy pa3i notpebu 6yTu BisyanizoBaHuii 3acobamm
CUCTEMW e/IeKTPOHHOro AinoBoAcTBa Nif vyac Bidyanisayii JOKYMeHTa.
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CKnafeHHA fesaKuX BUAIB LJOKYMEHTIB
Po3nopsag>keHHsa (Hakasw)

80. Po3nopsagXeHHA (Hakasu) BUAAKTbCA HAK PIWIEHHA opraHisauinHo-
pPO3MOPAAYOro Y4 HOPMATUBHO-NPABOBOro XapakTepy. 3a 3MICTOM YnpaB/iHCbKOT Al
Hakasu BUAAKTbLCA 3 OCHOBHOT AifA/IbHOCTI pangep>kagMiHicTpauil, agMiHiCTpaTUBHO-
rocnofapcbkux abo KagpoBUX NMUTaHb.

81. MpoekTun PO3NOPALXKEHb (Haka3iB) 3  OCHOBHOI  [isiNIbHOCTI,
aAMiHICTPaTUBHO-TOCNO4aPCbKUX MNUTaHb TFOTYHOTbCA | NOAAKTLCA CTPYKTYPHUMM
nigposginamy 3a LOPYYEHHAM rO/I0BM pangepXxagMmiHicTpayii (KepiBHMKa anaparty)
4n 3a B/IAaCHOM iHILiaTMBOIO.

MpoekTn po3nopagXkeHb (HakasiB) 3 KagpoBUX nuTaHb (0C060BOro cknagy)
(NMpo NPUAHATTS Ha po6OTY, 3BiNIbHEHHSA, HAafJAaHHA BiANYCTKWU, BiAPALXKEHHSA TOL0)
roTye BigAin ynpaBniHHA NepcoHanoM anapaty paigepxagmiHictpauii (gani -
Kagposa cnyxb6a) Ha nifgctaBi piweHb (BKasiBOK) rofioBU panfepxagmiHicTpayii
(kepiBHMKa anapaTty) opraHi3ayiinHO-po3nopsgyoro 4YM HOPMATMBHO-NPaBOBOIO
XapakTepy, A0OMOBIAHUX 3aMNCOK KEPIBHUKIB CTPYKTYPHUX MiAPO34iNiB, KOHKYPCHUX
JOKYMeHTIB (NpOTOKONIB Ta pilleHb artecTayiinHol u4u iHWOT KOMicil), 3asB
npayiBHUKIB, TPYLOBUX LOrOBOPIB Ta IHWMX LOKYMEHTIB.

82. MpoekTun po3nopsagXeHb  (HakasiB) 3  OCHOBHOT  [JisiIbHOCTI,
aAMIiHICTPaTMBHO-IOCNO4aPCbKUX NUTaHb Yy pasi 1X NigrOTOBKM Yy naneposiii opmi
Ta J04ATKM [0 HUX BIi3YHOTbCA NpauiBHUKOM, KU CTBOPUB JOKYMEHT, KEPIBHWUKOM
CTPYKTYPHOro nigpo3giny, B SKOMY WOro CTBOPEHO, MOCagoBUMMKU 0co6amMu, SiKi
BM3HAYeHI Yy NPOEeKTi JOKYMeHTa fK BMKOHaBLi 3aBAaHb, WO MICTATLCA B HbOMY,
KepiBHMKOM CcnyXéu [inoBOACTBa, pPefakToOpoM, KepiBHUKOM abo nocafoBok
0C0600 CTPYKTYPHOro Migpo3ainy 3 nutaHb 3anobiraHHA Ta BUAB/MIEHHSA Kopynuil,
IHWWMMK nocagoBUMU 0C06aMU, AKUX CTOCYETbLCA AOKYMEHT.

MpoeKTn HakasiB (po3nopsa)KeHb) 3 KagpoBuX nuTaHb (0C060BOro cknagy)
Bi3ylOTbCA nNpauiBHUKOM KagpoBOi CNyX6W, SAKWUA CTBOPUB [OKYMEHT, Ta WOro
KEepPIBHUKOM, a TaKOX 3aneXxHo Bif BWAIB Haka3iB nocafoBumu ocobamu
CTPYKTYPHOro nigpos3finy 3 nuTaHb 3anobiraHHA Ta BUABJMIEHHA  KOPYMuii,
Oyxrantepcbkoi cnyxéu, iHWKMMKM nocagoBumym ocobamu, HAKUX CTOCYETbCH
LOKYMEHT.

Y pa3i Heob6XigHOCTI NpOBefeHHA OLIHKW 3MICTY Ta [AOUiNIbHOCTI BUAAHHSA
Haka3y (po3nopsag>KeHHA) 34INCHIOETHCA 30BHILLHE NOTOAXKEHHSA MPOEKTY AOKYMeHTa
3 iHWMMW 3aiHTEepecoBaHUMU yCTaHOBaMMU.

83. YNOBHOBaXXeHOK 0CO0O0H HPUANYHOT CcNyX6m 060B’S3KOBO BI3YHOThCA
MPOeKT po3nopsagXeHb (HakasiB) HOPMATMBHO-NPaBOBOr0 XapakTepy, a TaKoX
po3nopAmKeHHA (Haka3un) 3 KagpoBUX NUTaHb (0CO60BOro cKnaagy).
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84. #AKwo B npoueci MNOroAXeHHA [0 MPOEKTY po3nopagXkeHHA (Hakasy)
BHOCATbLCA 3MiHW, BiH Nigndrae NOBTOPHOMY NOroAXXeHH (Bi3yBaHHIO).

85. Posnopsig)KeHHs (Haka3u) MignucytoTbCA rOMOBOK paigepxaamiHicTpauii
(KepiBHMKOM anapaTy), 3 NWUTaHb, WO Hanexarb A0 MNOro KoMneTeHuii. Y pasi
BiACYTHOCTI ronoBu pangepxagMmiHictpayii (kepiBHMKa anapaTty) PO3nopsKeHHS
(Hakasn) nignucyTbCA NOCaAoBO 0C060M0, iKa BUKOHYE MOro 060B A3KMN.

86. Po3nopsagKeHHA (Hakasu, pilleHHA), AKi € HOPMATUBHO-MPaBOBUMMW aKTaMu,
HabupalTb UMHHOCTI 3 [HA 1X OQiuiiHOro ony6nikyBaHHS, SKWO iHWe He
BCTaHOB/IEHO TakKMMW PO3MNOPALXKEHHAMM (HakKasaMu, pilleHHAMK), ane He paHiwe
AHA X oiLiiHOro ony61iKyBaHHS.

87. PosnopamxeHHs (Haka3) O(MOPMIETbLCA Ha 06/1aHKYy PO3NOpAmKEHHA
(Hakasy). 3micT po3nopsagKeHHsA (Haka3dy) KOPOTKO BMKIAAAETbCS B 3ar0foBKY, SKWUi
MOYMHAETbCA 3 NpuiiMeHHMKa "lMpo™ i cknafaeTbcA 3a AOMNOMOrOK BiffiecniBHOroO
imMmeHHUKa ("TMpo 3aTBepAXXeHHA...", "Tpo BBegeHHA...", "lpo CcTBOpeHHA...") abo
imeHHuKa ("Mpo nigcymkn...", "lMpo 3axoan...").

88. TekcT pos3nopagkKeHHA  (Hakaly) 3  OCHOBHOI  [ifNbHOCTI  Ta
aAgMIiHICTpPaTMBHO-rocnogapcbKMX MUTaHb CKNafjaeTbCs 3 npeambynun i po3nopsgyvol
YacTUHN.

89. Y npeambyni 3a3HavyaroTbCA NiAcTaBa, 06rpyHTyBaHHA abo MeTa BUAAHHSA
po3nopsAmKeHHA (Haka3y). 3a3HavyeHa yaCTUHA NOYMHAETLCA i3 CNiB "Ha BUKOHAHHA",
"3 MeTo" TOWO. AKWO AOKYMEHT BMAAETLCA HA NiACTaBi IHWOro pPo3nopsafyvoro
AOKYMEHTa, Yy KOHCTaTyluin yacTuHi (npeambyni) 3a3HayaeTbCA MOCUNAHHS Ha
BiANOBIAHUIA LOKYMEHT.

Pos3nopsagya 4yacTuHa PO3MOPALNKEHHSA NoYMHaeTbLCA i3 cnosa
"30BOB’A3YHO:", a Haka3y cnosom "HAKA3YHO:", AKe APYKYETbLCA XUPHUM
WpUQTOM, MiCNA AKOro CTaBUTLCA ABOKpanka.

90. Posnopsagya 4acTWUHa MNOAINAETLCA HA MNYHKTU | NIOYHKTW, AKi
HYMepYTbCA apabCbKUMU Unppamn. Y KOXHOMY MYHKTI NOBUHHI OyTW 3a3HaueHi
opraHisayinHo-po3nopsagya fgia (3aTBepiXXeHHA abo BBefeHHA B [Ail0 IHCTPYKUiT,
MONOXEHHA Towo) abo KOHKpeTHe 3aBfaHHA (JOPYYEHHS) i3 CTPOKOM 10ro
BMKOHaHHA Ta CTPYKTYPHI Nigpo3ginu - Moro BUKOHaBL i, Hanpuknagi:

YnpaBniHHA cOLiafbHOr0 3aXUCTY HaceNeHHs pangepXxaamiHicTpayir;

KepiBHUKaM CTPYKTYPHUX Migpo34inie pangepxagMiHictpauii;

Ci/IbCbKMM T0/10BaM.

91. HekoHkpeTHi ("npuckoputn™, "noninwuTn", "akTusizyBaTu", "3BEpPHYTU
yBary" Towo) Ta HeKOHTponbHi ("goBectn po Bigoma", "o03HanWomMuTM" TOLWO)
[OPYYEHHA B HakKasax He 3aCTOCOBYHOThCA.
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92. Micns HabpaHHA YMHHOCTI PO3NOPALXKEHHAM (Haka3oM) BHECEHHS 3MiH [0
HbOr0, BMW3HAHHA MOro0 TakKUM, WO BTPATUB UYMHHICTb, YU WNOro CKacyBaHHS
3LINCHIOETBCA NNLLE LWIAXOM BULAHHSA HOBOMO PO3NopsaKeHHA (Hakasy).

93. PosnopagXeHHAa (Haka3), SAKUM BHOCATbCA 3MiHW, O(OPM/IIOETHCA 3
ypaxyBaHHAM TaKUX BUMOT:

1) 3aro/ioBOK po3nopsAmXeHHs (Hakasy) noymHaeTbcs i3 cniB "lpo BHECEHHS
3MiH [0 po3nopAmXeHHA (Hakasy)..." i3 3a3HauyeHHsAM [JaTtu, HOMepa, Ha3Bu BUAY
pPO3N0OpPSAAYOro LOKYMeHTa, 40 AKOro BHOCATLCA 3MiHW;

2) po3nopAgYa yacTuHa po3nopsamKeHHs (Hakasy) NOYMHAETLCA 3 MYHKTY:

"1. BHecTn [0 po3nopagXeHHA (Hakasy) ... Taki 3MiHW:" y pasi BUKNa[EHHSA
3MiH Y TeKCTi po3nopsagkeHHs (Hakasy);
"1. BHecTn [0 posnopagKeHHA (Hakasy) ... 3MiHKW, WO fojarTbcda.” y pasi

BMKNALEHHA 3MiH Yy BUTNALI OKPEMOT0 JOKYMEHTA;

3) (hopMynOTLCA 3MIHW Yy BUrAAA4I NYHKTIB Ta MigNYHKTIB PO3Nopsagyvoro
XapakTepy, Hanpuknag:

"1. MyHKT 2 BUKNAcTU B Takil pegakuii:...";

"2. TMyHKT 3 BUKNOYUTK",

"1) ab63al Apyruii NyHKTY 4 LONOBHUTK cnoBamu...";

"2) Yy NiANYHKTI 2 NyHKTY 7 cnosa "y pasi noTpeébu” 3amMiHUTW C/NOBOM
"BUMaraeTbca".

y pa3i QONOBHEHHS HOPMaTUBHO-MPABOBOr0 akTa, AKWIA Mignarae [fLep>KasHiin
peecTpayii, HOBUMU CTPYKTYPHUMMU OAUHMUAMW abo BUK/OUYEHHHA 3 TaKOro akra
CTPYKTYPHUX OAUHWULb HyMmepauifd BIiANOBIAHO 3MIHIOETbCA. 3a3HayeHa BMMOra
3aCTOCOBYETLCA TaKOX Yy pa3i BHECEHHS 3MiH 40 CTPYKTYPHOT OAWHULI HOPMATUBHO-
MPaBOBOr0 akTa LWAAXOM 3aMiHW Ti KiflbKOMa CTPYKTYPHUMU oguHuuamu. Tlig yvac
BHECEHHS 3MiH 4O NYHKTY (MiANYHKTY), AKWIA Hanivyye fekinbka ab3auiB (peveHb),
BKA3yeTbCA MiCLe3Haxo4XeHHA uux 3MiH. OfHOMaHITHI 3MiHM 332 TeKCTOM
HOPMaTUBHO-MPaBOBOro akta 06’¢4HYIOTbCA B OAHY CTPYKTYPHY OAUMHULIKO i
PO3MILLYHOTHCA HaNMPUKIHLI TEKCTY.”;

4) 3MiHW BHOCATLCA O OCHOBHOIO HOPMAaTMBHO-MPABOBOr0O aKTa, AKWA Nignsarae
[epXXaBHil peecTpauii, a He 0 akTa MPO BHECEHHS 3MiH O HbOrO;

5) 3MiHM [0 pO3MNOpPsAAYOro [LOKYMeHTa HOPMaTMBHO-MPaBOBOr0 akTa, KW
nignarae gep>xasHii peecTpauii, BUKNaAaTbCA Y PO3NOPALYOMY LOKYMEHTI; 3MiHU
y AOAATOK 4O pO3NopsaA4voro JOKyMeHTa 0hOpPM/IKOKTLCA Nif rpudomM 3aTBEPAXKEHHS
AK [0JAaTOK [0 PO3NOpAfYOro AOKYMEHTA, 3a BUHATKOM 3MiH 40 HOPMaTWBHO-
NPaBOBOro akTa, AKi MalTb HE3HAUYHUI 06CAr (K NpaBuio, A0 ABOX CTOPIHOK);

6) y pasi BHeCeHHs 3MiH [0 KilbKOX HOPMaTUBHO-MPaBOBUX akKTiB, fKi
nignaral0Te AepXKaBHIN peecTpayii, TeKCT 3MiH HaBOAWTbLCS B XPOHONOTFIYHOMY
nopaaKY NPUAHATTA aKTiB;

7) y pasi BHECeHHA 3MiH A0 HOPMaTUBHO-NPABOBOr0 akTa, SAKUIN Nignsrae
NEepXaBHIW  peecTpauil, WNSXOM BUKNageHHA B HOBIA pepakuii 'y rpudi
3aTBEP)KEHHS pOBUTLCA MOCUNAHHA Ha JaTy i peecTpauiiHUi iHAEKC po3nopsagvoro
JOKYMeHTa, SIKUM Oyfio 3aTBep[XXeHO OCHOBHWI akT, Ta 3as3HayalTbCAa parta |
peecTpauiiHUi iH4EKC pO3NopsAAY0Oro 4OKYMEHTa, AKUM 3aTBEPAKYETbLCSA HOBa
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pefakuis HOPMATUBHO-MPaBOBOro akrta. AHANOriYHi BMMOrM 3aCTOCOBYHTbLCA [0
0(hOpMIEHHA BIAMITKM 40O fOAATKa A0 pO3NOPALYOro AOKYyMeHTa. Y pasi AOMOBHEHHS
pO3NoOpPAAYOro LOKYMEHTa HOPMaTMBHO-NPaBOBOro akTa, AKWUWA Nignarae gepxaBHiin
peecTpayii, HOBOK CTPYKTYPHOI OAMHULE L0400 3aTBEPAXEHHA AoAaTKa 40 LbOro
po3nNopAAYOro AOKYyMeHTa Yy rpudi 3aTBepi)XeHHS pobUTbCA NMOCUNaHHSA Ha paty i
peecTpayimHMin  iHOEKC po3NopAaAfvYoro AOKYMeHTa, SKMM BHOCATbCA 3MiHM [0
OCHOBHOIO pPO3MOPAJYOro AOKYMEHTE;

8) y pasi Konu 3MiHW BHOCATbLCA 40 HOPMAaTMBHO-NPAaBOBOro akTa, KU nignsarae
Aep>XaBHi peecTpayii Ta AKWUA BUKNAAEHO B HOBIN pepakuii, TEKCT CTPYKTYPHOI
OAMHULI pPO3NOPALYOro LOKYMEHTa BMKNaAAeTbCA 3 ypaxyBaHHAM TOro, WO 3MiHWU
BHOCATbCA [0 TEKCTY MOro HOBOT pejakyii 3 MNOCUIAaHHAM Ha po3nopagunii
JOKYMEHT, AKUM 3aTBEpPAXEHO nMnepwy pefakyito, i3 3a3HaYeHHAM  1Oro
peecTpayiiHMX AaHWUX; B [AYXKax 3a3Ha4yYaeTbCs PO3NOPALYMA AOKYMEHT, SAKUM
3aTBEPA)KEHO HOBY pejakLito, MOCMNAHHA Ha NOro peecTpauyinHi gaHi Ta nonepegHi
pefakuyii HOBOro HOPMaTUBHO-MPAaBOBOr0 akTa He pobNATbLCA.

94. Y pasi BuAaHHA po3nopAmXKeHHSA (Hakasy) npo BU3HaHHA Takum, WO
BTPaTUB YMHHICTb, a60 CKacyBaHHSA IHLIOIO PO3NOPALXKEHHA (Haka3sy) y po3nopsagyin
YaCTMHI 3a3Ha4yaeTbCA NYHKT, AKUA NOBMHEH NOYMHATMCA i3 cniB "BU3HATU TakKum,
WO BTpaTUB YMHHICTb,..." abo "CkacyBaTu ..." BignoBigHO.

He nignaratoTe BU3HAHHIO TaKUMMW, WO BTPATUIN YNHHICTb, CTPYKTYPHI O4UHMLI
HOPMaTMBHO-NPaBOBOro akTta, 3aTBEPAXeHOro po3nopsafyYuMm [LOKYMEHTOM, Ta
LOAAaTKIB L0 HbOTO.

Y 3B’A3KY 3 TMNPUAHATTAM HOPMATMBHO-MPaBOBOro akTa, AKWA nignarae
[ep>XaBHin peecTpauil, BU3HAKOTbCA TaKMMMK, WO BTPATUIN YUHHICTb, paHiwe
NPUAHATI HOPMATMBHO-NPaBOBi aKTW, AKWO BOHW He Y3roXYkTbCA 3 HOpMaMu
ULbOro akTa, BMWABWUINCA TaKUMMK, WO TMOrAMHYTI HUM abo BTpaTUAM CBOIO
aKTyaNIbHICTb; nepenik TakKuX HOPMaTMBHO-MPaBOBUX AKTIB HaBOAUTLCHA B OKPEMOMY
NYHKTI  (NigNYyHKTI) po3nopsagvyoro [JOKYMeHTa, SAKUM 3aTBEPAXXEHO HOBUW
HOpMaTUBHO-NPaBOBUI akT, abo oMOopPMNITbLCA A04ATKOM [0 PO3MNOpPsAAYOro
LOKYMeHTa. Y nepenikax HOPMaTWBHO-MPaBOBUX aKTiB, AKI MiANATal0Tb BU3HAHHIO
TaKUMW, WO BTPATUAN YUHHICTb, aKTWU PO3MILLYIOTbLCA B XPOHOOTIYHOMY MOPAAKY TX
NPUAHATTSA. Pa3om 3 HOPMaTWBHO-NPaBOBUM aKTOM, SIKMIA BU3HAETHCHA TakuM, LILO
BTPATUB YMHHICTb, BU3HAKTbLCA TakKUMW, WO BTPATUIN UYUHHICTb, HOPMATUBHO-
npaBoBi aKTW, AKMMU L0 LbOro aKkta BHECEHO 3MiHMU.

He BW3HaOTbCA TaKUMW, WO BTPATUAN YUHHICTb, HOPMATMBHO-NMPaBOBI akTn 3
06MeXXeHUM CTPOKOM Ail, CTPOK AiT AKUX MUHYB. BM3HAHHA HOPMATUBHO-MPaBOBOIO
aKkTa TakuM, L0 BTPATMB UYWUHHICTb, HE TMOHOB/OE fil0 akTiB, AKI BU3HAHI HUM
TaKMUMW, WO BTPATUNN YUHHICTb. [ia OKPeMUX CTPYKTYPHUX OLUHULb HOPMATUBHO-
NpaBOBOr0 akTa, BUK/IHOUYEHUX HOPMATUBHO-NPaBOBUM aKTOM, SSKUA Mae 06MeXeHWui
CTPOK Aii, BIAHOBMOETLCA NiCNA 3aKiHYEeHHA CTPOKY MOro fil.

95. KOHTpO/ib 3a BUKOHaHHAM 3aBAaHb (4OPY4YEHb), 3a3HaAYeHUX Yy
po3nopAmXKeHHi (Hakasi), MNOKNajaeTbCA Ha CAYyXO0Y KOHTPOM, a TaKOoX Ha
3aCTYMHWUKIB TOMI0BU paigepxagmiHicTpauii, KepiBHUKa anapaty BignoBigHO A0
po3noainy GyHKUIiOHaNbHNUX MOBHOBAXEHb.
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96. [ins 03HaMOMNEHHA 3 PO3NOPALKEHHAM (Haka3oM) yknajay roTye ta nofgae
Ha peecTpayito pasom 3 nignucaHUM po3nopsafyYnM LOKYMEHTOM Mepenik ycTaHOoB,
CTPYKTYPHMX Nigpo3ainis, nocagoBux (cnyx60Bux) ocib, askux tpeba 03HanoMuUTH i3
LUUM LOKYMEHTOM.

97. PosnopsgxXeHHa (Haka3uM) 3 KagpoBMX nNuUTaHb (0CO60BOro ckKnamy)
0(OPM/IIOIOTHCA Y BUTNALI IHAMBIAYaNbHUX | 3BeAeHUX po3nopagXeHb (Hakasis). B
IHOAMBIAYAaNbHUX pPO3NOPAAXKeEeHHAX (Hakaszax) MICTUTbCA IH(opmalis npo 04HOro
npauisHnMka (cniBpobiTHMKA), Yy 3BEAEHUX - MNP0 KifIbKOX He3aneXxHo Bif TOro, AKi
ynpaBniHCbKi pilleHHs WOAO HUX nNpuiMarTbca (NPUAHATTA Ha poboTy,
npu3HavyeHHs Ha nocagy, nepeBefeHHs Ha iHWY nocafay (po6oTy), 3BiIbHEHHSA TOLLO).

98. 3MmicT iHAMBIAYaNbHOTO pPO3NOPAAXKEHHA (Hakasy) 3 KagpOBMX MNUTaHb
(ocoboBoro cknagy) CTUCNO BUKNafaeTbCA B 3arofioBKY, SKWA MNOYMHAETHLCH 3
npuinmeHHmka "Mpo" |1 ckKNajgaeTbca 3a [LONOMOroK Big4iecNiBHOIO iIMEHHMKa,
Hanpuknag: "lMpo npusHavyeHHsa... ", "Mpo npuiHaTTa...". Y  3BeAeHUX
pO3NoOpAmXKEHHAX (Haka3ax) MOXe 3acTOCOBYBaTUCA Yy3aralbHeHWW 3aro/oBOK,

Hanpuknag: "Mpo kKagposi nuTaHHA", "lMpo ocoboBUin cknag".

99. ¥ TeKCTi po3nopagKeHb (HakasiB) 3 KagpoBuUX NUTaHb (0CO60BOro cknagy),
AK MpaBWnNo, KOHCTaTyk4ya 4yacTuHa (npeambyna) He 3a3Ha4yaeTbCA, KpiM BuUnagkis
npu3HayeHHA Ha nocagy abo 3BifibHEHHA 3 NMocagu KepiBHUX MnpayiBHUKIB OpraHom
BMLLOrO piBHA ab0 3a IHWOK npoueayporo. ¥ TakoMy pasi B KOHCTATYHUil YacTUHI
(npeambyni) HaBOAUTLCA MOCUNAHHA Ha BiANOBIAHWA HOPMaTWBHO-NPABOBUIA aKT
opraHy BMLLOro piBHA Yy Takill MoOcCNifOBHOCTI: BUfA akTta, ycTaHOBa - aBToOp, Aara,
HOMep, MOBHA Ha3Ba.

100. Pos3nopafgya 4acTuHa po3nNoOpAfLXeHHA (Hakasy) 3 KagpoBMX MNUTaHb
(ocoboBoro ckfagy) NOYMHAETLCA, AK MpaBuno, 3 fiecnosa y QOpMi IHQIHITUBY
"MPUAHATIN", "MPUIHAYNTWN", "MEPEBECTIN", "3BITbHNTW",
"BIAPAAVNTIN", "HALATW", "OFrONIOCUTU" Towo. J[ani 3a3HayarTbCH
BE/IMKUMUW  NiTepaMu nNpi3Bulle npayiBHMKa, Ha AKOro MNOWMUPKHETHCA  AiAa
PO3MOPALXKEHHA (Hakasy), i MainuMu - MNOro BnacHe iM'A Ta TEKCT PO3MOPALXKEHHA
(Hakazsy).

Y KOXXHOMY NYHKTI po3nopagKeHHs (Hakasy) 3 KagpoBMX NUTaHb 3a3HayaeTbCcA
nigcrasa An1sa MOro BUAAHHA.

Mig yac 03HaMOMNEHHS 3 PO3NOPALXEHHAM (Haka3oM) 3rajaHumu y HbOMY
ocobamy Ha nNepwomy MPUMIPHUKY PO3NOPSAAXEHHA (Hakasdy) 4YM Ha creyiasibHOMY
6n1aHKy NPOCTaBNAKTLCA MiAMNNCK i3 3a3HAYEHHAM [aTWN O03HANOMIEHHS.

Y po3nopagxeHHi (Hakasi) npo npusHayeHHA abo 3BiNbHEHHA MpayiBHUKA
3a3HayaeTbCA NMOBHA gata (4mcno, micaub, pik) PakTUYHOro BMXOAY npauiBHMKA Ha
pob6oTy (NPUNUHEHHA TPYAOBUX BIiLHOCWMH), PO3MipuM WNOro mnocagoBOro oOkfaagy
BiZANOBIAHO A0 WTATHOrO po3nucy, HagbaBoK Ta gonnar.
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101. ¥ 3BeAeHUX Hakasax (Po3nopsaAmXKeHHAX) 3 KagpoBuUX NuTaHb (0C060BOTO
cknagy) A0 po3nopsAA4vYol YacTMHW BK/KOYAETbCA IH(opMauid, WO PO3MIWYETbCA Y
TakKihi NOCNifOBHOCTI: NPUAHATTA Ha poboTy (cnyx06y), nepeBefeHHS, 3BiIbHEHHS.
Mpn ubOMY LO OLHOrO 3BEAEHOr0 Hakasy He MOXe BKaw4yaruca iHpopmauisa, aka
3rifHO i3 3aKOHOAABCTBOM Ma€ pi3Hi CTPOKKU 36epiraHHs.

Y 3BefileHUX po3nopafXeHHAX (Hakasax) npissulia ocib y Mexax NyHKTIB
PO3MIiLLYOTbCA 3a angaBiToOM.

102. CninbHe po3nopsagXeHHsA (Haka3) yCTaHOB OAHOr0 PiBHA OPOPMIOETLCA
Ha YUCTUX apKywax nanepy opmaty A4 (210 x 297 minimeTpis). Oep>xaBHuin Nep6
YKpaiHy nig 4ac ohoOpMNeHHS TaKMX HakKasiB He BigTBOPHOETHCHA. HaliMeHyBaHHS
YCTaHOB PO3MIilLYOTbLCA HA OAHOMY pIiBHI, a Ha3Ba BUAY AOKYMeHTa - MNOCepefuHi.
[ata cnifibHOro posnopsAgXeHHa (Hakasy) NoBMHHa 6yTW €4WMHOK, BignosigaTu gati
OCTaHHbLOro nNigNWCy, a peecTpayiiHMn IHAEKC [AOKYMEHTa cKnagatucs 3
peecTpaliiHUX iHAEKCIB, AKi MPOCTaBNATHLCA 4epe3 NpPaBobiYHY MOXWUY PUCKY B
MOCMIJOBHOCTI MigNMMWCAHHA Haka3y KepiBHMKamu YycTaHOB. Po3nopfgya 4yacTuHa
noynHaetbca i3 cnosa "3060B’A3YEMO" ("HAKA3YEMO"). MNMignucu KepiBHUKIB
YCTaHOB pO3TallOBYKTbHCA HUXYE TeKCTYy Ha OfHOMY PpiBHI i CKpinnwTbCA
rep60BMMM nMeyaTkamum LUX YCTAHOB.

KinbKiCTb  NPUMIPHUKIB  CNiNbHUX  po3nopsafXXeHb  (HakasiB) MOBUHHA
BiAMOBIfaTN KiNIbKOCTI YCTAHOB, WO iX BUAAKOTh.

Y pasi Konu cniNbHWUN HOPMAaTUBHO-NPaBOBUIN akT, AKUA Nignarae fep>xaBHiin
peecTpayii, NpuimMaeTbCcqd Cy6’€KTaMW HOPMOTBOPEHHSA, fAKi BMAaOTb Pi3HI BUAM
pO3NopAfYNX [LOKYMEHTIB, KIifIbKICTb PO3MNOPAAYUX [LOKYMEHTIB Mae BifmoBigatTu
KifIbKOCTI CYy6’€EKTiB HOPMOTBOPEHHHA, MNPU UbOMY Taki po3nopaf4vi LOKYMEHTU
MOBWHHI MaTW OfHY fAaTy, O4HAKOBWI 3aro/ioBOK Ta 0fHaKOBY CTPYKTYPHY OAUHULIO
WOAO0 3aTBEPA>KEHHSA CMiSIbHOT0 HOPMATUBHO-MPABOBOr0 akKTa, BHECEHHA [LO HbOro
3MiH YN BM3HAHHA TaKOro akta TaKuMMm, WO BTPATUB UYMHHICTb, a TaKOX OAHaKOBWA
3MICT HOpPMaTMBHO-NPABOBOro akTa, HAKWA UMM  po3nopagyuM  LOKYMEHTOM
3aTBEPAKEHO.

103. MexaHi3M MojaHHA HOPMaTWBHO-MPaBOBUX akTiB, AKI BIiANOBIAHO A0
3aKOHOfaBCTBa MigNAraldTb [AepXaBHiW peecTpayii B TepuTopianbHUX oOpraHax
MiH'tOCTY, BCTAHOB/MOETHCA [1ONOXKEHHAM MPO AepXXaBHY peecTpayito HOPpMATUBHO-
NpaBOBUX aKTIiB MIHICTEpPCTB, IHWWUX OpraHiB BWUKOHaBYOi Bnagn, 3aTBEPAXKEHUM
noctaHosot KabiHety MiHicTpiB YkpaiHu Big 28 rpygHa 1992 p. Ne 731
(3M Ykpaiuu, 1993 p., No 1-2, c1. 28; OiyiiHMA BiCHUK Y KpaiHu, 1998 p., Ne 42, cT.
1551; 2008 p., Ne 25, cT. 770), Ta NOPALKOM MOJaHHSA HOPMATUBHO-MPAaBOBUX akKTiB
Ha fepXaBHY peecTpauito, BU3Ha4YeHUM MiH’OCTOM.

104. Po3nopag>KeHHsA (Hakas3n) HYMepyrTbCa Yy MOPALKY TX BUAAHHA Yy Mexax
KaneHAapHOro  poky; po3nopsaAg)XeHHs  (HakasM) 3 OCHOBHOI  [AifANbHOCTI,
aAMIHICTPATUBHO-TOCNOAAPCHKNX NUTaHb Ta 3 KagpoBUX NUTaHb (0COO60BOro cKnagy)
MalTb OKpemMy NMopALKOBY HyMepauito.
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105. Konii po3nopsagXeHb (Haka3siB) 3acBiguyroTbCa CNYyX60K [AiN0BOACTBA YU
KagpoBOK CNyX60t0 |1 HaacunawTbCA 3aiHTepecOoBaHMM YyCTaHOBaM, MOCALOBUM
ocobam, npayiBHUKaM y eNeKTPOHHIN Gopmi. Y pasi HeOO6XiAHOCTI HagcuNaHHA Konil
po3nNopsAAXeHHsA (Hakasy) ycTaHOBI, lKa He € Yy4YaCHUKOM CUCTeMMW B3aeMoOfil, 11
HafcunaeTbCAa Konis y naneposin opmi. Y TakoMy BUNAaAKy CKnagaeTbca CMMUCOK
PO3CUNKKN (NUe LWOLO TUX YCTAHOB, AKMM HaACWNAETbCA Yy naneposi opmi), Lo
MNigNMCYETHCA NpayiBHUKOM, AKUIA AOr0 CKas.

[MpoToKonn

106. Y npoTokofax IKCYyeTbCA IHMOpMaLia npo Xif BefeHHA 3acifaHb,
NPUAHATTA piWeHb KOMIciaMK, KoOneriasmMu, pfopagymmu opraHamu, poboymmu
rpynamMmm Ttow,0. [1poTOKON CKNafjaeTbCAd Ha nigctaBi  3anucis, 3po6aeHUX
6esnocepeaHbO Nig 4ac 3acifaHb, NOJaHWX TEKCTIB Ta Te3 AONOBigen i BUCTYnNIB,
[OBIfOK, NPOEKTIB pilleHb TOLWO.

107. TpoTOKOAM MOXYTb CcKnagatucs B MOBHiW abo ctucnin Qopmi. Y
NPOTOKOMAX, CKNafeHNX y CTUCNIA GopMi, QIKCYOTbCA NUWe NPUAHATI pilleHHA 6e3
X0y 06roBOpPeHHs NUTaHb.

108. MpoTOKON OPOPMIIOETHCA HA OQiLinHOMY 61aHKYy KONeriabHOro opraHy
abo Ha yncTtomy apkywi nanepy gopmaty A4 (210 x 297 minimeTpiB) 3 NO3LOBXHIM
po3TallyBaHHAM PEKBI3UTIB.

109. [atol0 MNpOTOKONY € fata MpoBefeHHA 3acifjaHHA. AKWO 3acigaHHA
TpUBano KinbkKa AHIB, yepe3 TUpe 3a3HavyaldTbCA NEPLINIA | OCTAHHIW AeHb 3acifaHHS.

110. Homep (iHAEKC) MPOTOKO/MY MOBWHEH BignoBigaTv NOpPAAKOBOMY HOMeEPY
3acigaHHA. Hymepauisa NnpoTOKONIB BEAETLCA B MeXax KaJeH4apHOro poKy OKpemo 3a
KOXHOK Tpynow MpPOTOKONIB 3acifaHHA BiAnoOBigHOT KOMIcCIi, Konerii, gopagyoro
opraHy, po6o4oi rpynu Touio.

111. Y pekBi3nTi "micue 3acifaHHA" 3a3HayaeTbCA Ha3Ba HaCeNeHOro MyHKTY, B
AKOMY Bigbynocs 3acifaHHs.

112. KopOoTKMWiA 3MiCcT [0 TeKCTy MPOTOKONY MNOBWHEH BigobpaxaTtu Bujg
3acifjaHHa (Hapapga, 36opu, KOH(epeHuia Towo) abo KoneriafnbHOT [AiANBHOCTI
(komicisi, paga, Koneris, gopag4yuin opraH, po6oya rpyna Towo) i BKAOYaTU Ha3BYy
BUAY AOKYMEHTA.

113. TeKCT NPOTOKONY CKafa€eTbCA 3 BCTYNHOT Ta OCHOBHOT YacTUH.

114. Y BCTYMHIi YaCTUHI NPOTOKONY 3a3HayalThbCs Mpi3BULLA Ta iHILian iMeHi
ronoBu abo rosoByYOro, cekpeTaps, 3anpoLleHmnx, a TakoXX NPUCYTHIX Ocib.
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Y COUCKY MNPUCYTHIX 3a3HayawTbCA B an@aBiTHOMY MOPALKY CMoYaTKy
npi3Buuia Ta BMacHi  iMeHa MPUCYTHIX MOCTIMHUX 4YfeHiB KOMeriaibHOro opraxy,
NoTiM - 3anpoleHnx ocib i3 3a3Ha4YeHHAM nocag Ta y pasi noTpebu HaliMeHyBaHHS
YyCTaHOB. AKLWO KiNbKiCTb NPUCYTHIX nepesuwye 15 ocib, 3a3HavyaeTbCcA X 3aranabHa
KiNbKICTb 3 NOCUNAHHAM Ha CMUCOK, L0 A0LAETHCA A0 MPOTOKONY.

BcTynHa yacTuMHa BKAOYa€E NOPSAAOK LEHHWUI - MNepenik nuTaHb, 3annaHOBaHMUX
[0 po3rnafy Ha 3acifiaHHi, Wo po3MilleHi y nopaaKy TX 3HAYyLW OCTI i3 3a3HAYEHHAM
ponosigavya 3 KOXKHOro nutaHHA. TMopAfoK AeHHUWA [JaeTbCA HaNPUKIHLI BCTYNHOT
YaCTUHMU.

CnoBa "lMopsiAiOK AEHHWUIA" APYKYKTbCA Bif MeXi NiBOro nond, nicns Hux
CTaBUTbCA ABOKpanka. KOXHe nNuUTaHHA HYMepyeTbca apabCbkKuMu uudpamm i
APYKYETbCA 3 ab3auy. PopmyBaHHA NUTaHb Yy MNOPAAKY [AEHHOMY MOYMHAETbLCA 3
npuinmeHHmka "Mpo".

115. OcHOBHa 4acTWMHa MNPOTOKONY CKIALAETbCA 3 pPO34iNiB, AKI MOBUHHI
BIANOBIAATU MNYHKTAM MNOPALKY [AeHHOro. Po3ginn HymepyTbCcAa apabCbKumu
umndpamn i O6yayroThca 3a Takow cxemotw: CAYXANWN - BUCTYNUIN -
BUPILLWMAN (YXBANUNN, MOCTAHOBWUN).

3a3HayeHi cfoBa [PYKYHTbCA BenWkKUMuU nitepamu. [licna cniB CcTaBUTbCA
ABOKpanka.

116. MMicna cnoea "CNYXAJIN" 3a3HayaeTbCA TEKCT BUCTYMy OCHOBHOIO
ponosigaya. MNpi3BuiLe Ta BlaCHe iM’d KOXHOr0O gonosigaya APYKYKTbHCA 3 HOBOrO
pagka. TeKCT BUCTYNY BUK/IAJaeTbCSA Y TPeTil 0co6i OfHUHMN.

117. TekcTn abo Te3n AONOBIAI Ta BUCTYNIB, 0DOPM/IEHI AK OKPeMi LOKYMEHTH,
[0 TEKCTy nMpOTOKONY He BKAt4YawTbeA. [licng BigoMocTeid npo pgonosigava
CTaBMTbCA TWUpe | 3a3HayaeTbCcqd "TeKCT pJonosigi (BuCTyny) p[opaetbcd Ao
npotokony".

118. Micna cnosa "BUCTYMWNNWN" dikcyroTbCa BUCTYNM TUX 0CI6, WO B3AM
yyacTb B 06rosopeHHi gonosifi. Bwuctynu ogpopmMAOKOTLCA Yy MNPOTOKOML i3
3a3HavyeHHAM HalMeHyBaHHA nocaf, Npi3BuwWa Ta BNACHOro iMeHi MPOMOBLIB Yy
Ha3WBHOMY BIiAMIHKY, a TaKOX 3 BUKNAJeHHAM 3MIiCTYy NUTaHHA Ta BignoBifgen Ha
HbOro. 3MIiCT BUCTYNIiB BUKNALAETLCA Bif TPETbOT 0COOU OQHUHMN.

119. Micna cnosa "BUPIWWAN" ("YXBAOWUAN", "MOCTAHOBWIN™)
(hIKCYETbCA NPUNHATE PilLEHHA 3 PO3rNAHYTOr0 NUTAHHA NOPAAKY AEHHOTO0. PilleHHS
NOBMHHE OYTW KOHKPETHUM 1| BKJAKYaTW CKNagosi, WO BigNOBigalTbh Ha Taki
NMUTaHHA: KOMY, WO 3p06UTKN i B AKUIA CTPOK.

PiWeHHA, WO MICTATb KiNbKa NUTaHb, NOAINAKTL Ha MYHKTW | NIANYHKTK, AKi
HyMepylTbCca apabcbkumu undpamu. TTIANYHKTM HYMepylTbca uuppamum 3
OYXKKOHO.
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120. Y pas3i KoM Ha 3acigaHHi NpuMMaeTbCA pilleHHA NPo 3aTBepPAKEeHHA
JOKYMeHTa, AKWA o6roBoptoBaBCA Ha 3acifiaHHi, Uel [LOKYMEHT f[ofjaeTbca [0
NPOTOKONY i B HbOMY poOOUTHLCHA NOCUNAHHA Ha HOMep i party npoTtokony. 3a
HasABHOCTI IHWWX AOKYMEHTIB, W0 po3rndaganncsa Ha 3acigaHHi Ta pakT 06roBopeHHs
AKUX 3aikCOBaHO Yy TEKCTi NPOTOKONY, BOHW HYMepylTbCA apabCbKumu undpamu
(AomaTtok 1, fogaTtok 2). ¥ BignNOBiAHUX MYHKTax NPOTOKONY PO6GUTHLCA MOCUIAHHA
Ha Ui AofaTKMK.

PekBi3nT "BigMiTKa Npo HafABHICTb A0AATKIB" HANPUKIHLI TEKCTY NMPOTOKONY He
3a3HavaeTbCA.

121. MpoTOKON MiANMCYETLCSA TONOBYHO UMM Ha 3aciflaHHi KONeriaNbHOro opraHy
Ta CEKpeTapem.

122. ManepoBi Konii NpoToKONiB a60 BUTATM 3 HUX 3acCBiAUYOTbCA NEYaTKOM
cnyx6u finoBoAcTBa i HagcunawTbca y pasi NoTpebu 3aiHTepecoBaHUM ycTaHOBaM,
nocagoBum oco6am, npayiBHMKam. CNUCOK PO3CUNKKU CKNagae i nignucye cekperap.

Cny>k608Bi IMCTK

123. Cnyx60Bi nucTuM CKnajgarwTbCAa 3 MeTO O0OMIHY iH(Qopmauiero MixX
ycTaHOBaMu AK BigMNoBigl Ha BWKOHaHHA 3aBAaHb, BU3HAYEHWX B akTax OpraHiB
AepxaBHOT Bnafgwn, opraHis Bnagum ABTOHOMHOT Pecny6niku Kpum, [OpyYeHHAX
BULWMX NOCagoBMX 0Ci6, Ha 3anuMTu, 3BEPHEHHSA, a TaKO0X KOPecrnoHAeHLUito
BepxoBHOT Pagn YKpaiHu, Ha BMKOHAHHA [OpPYYeHb YCTaHOB BULLOTO PIiBHA, Ha
3aNUTU IHWWX YCTaHOB, 3BEPHEHHA TpoMajfH, 3aMnMTU Ha IH(pOpMaLio, a TaKoX fAK
IHILIaTUBHI Ta CynpoBigHI NUCTK.

124. Y pa3i HasBHOCTI nifgcrtaB, fAKi BU3HATbLCA OOIFPYHTOBAaHUMMU ANS
CTBOPEHHS paigepXxagMiHicTpalieltd AOKYMEHTIB Yy nanepoBin dopmi, cnyxo6osui
NNCT OMOpPMETLCA Yy nanepoBii opmi Ha cneyianbHOMY ANd NUCTIB 6NaHKy
popmaty A4 (210 x 297 minimeTpiB). AKLWO TEKCT NMUCTa He NepeBULLYE CeEMUN PAAKIB,
BUKOPUCTOBYETbCA 6naHK opmaty A5 (210 x 148 minimeTpis).

125. luct mae Taki peKBi3MTW: faTa, peecTpauilnHWin iHAEKC, MOCUIaHHA Ha
peecTpauinHMin iHOeKC | gaTy AOKYMeHTa, Ha SIKWMWA AaeTbca BignoBigb, agpecar,
3aroflIoBOK A0 TEeKCTY, TeKCT (OCHOBHWI PeKBI3UT CNyX60BOro nucra) tTa ocobucTe
3BepTaHHA (y pasi noTpebu), BigMITKA NP0 HasABHICTb AofaTkiB (y pasi noTpebu),
nignuc, BigmiTKa Npo BUKOHAaBLUA.

126. [atokw nucta € farta peecTpauii BUXIAHOT KOpPecnoHAeHUuii y cnyxoi
AinoBOACTBA.

127. Ak npasuno, y NCTI NOPYLIYETLCA OLHE NUTAHHSA.
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128. TeKCT nucTa BMKNALAETHCSA Bif Nepwoi 0CO6M MHOXMWUHU 3 BUKOPUCTAHHAM
cnis: "npocumo noBigoMuTK..." "po3’AcHEMO, uwio..", abo Big TpeTbOi 0CO6MU
OLAHWHW - "MIiHICTEpPCTBO iHPOpMYyE...", "ynpaBniHHA BBaXKae 3a Ao inbHe".

AKWO NMUCT cKnafgeHo Ha 6n1aHKy nocafjoBol 0CO6W, TEKCT BWUKIALAETbLCA Bif
nepwoi ocobu ogHMHM - "npowy...", "NponoHyto...".

129. Cnyx60Bi AMCTK NigNnMUCcyTbCA BigNOBIAHO A0 IHCTPYKUii 3 AinoBoACTBaA
paigepxagMiHicTpayii. Fep60oBO MNeyaTKOK 3acBifuytOTbCA /MWIE TrapaHTilHi
NNCTN.

130. Cnyx60BuiA NUCT y nanepoBiil opmi Bi3ye aBTOpP AOKYMEHTA, KEPiBHUK
CTPYKTYPHOTO Migpo3giny, B AKOMY Oro CTBOpPEHO, y pasi notpebun (AKLWO B NUCTI
NOPYLWYKTLCA BaX/NMBI Ta MNPUHLUMNOBI NUTAHHA) KeEpPiBHUKKM 3aiHTepecoBaHUX
CTPYKTYPHUX MigpO34iNniB, a TakoX 3aCTYMHWK FON0BU panfepxagMiHicTpauil, aKui
KOOpPAWUHYE pOo60OTY CTPYKTYPHOTO Nigpo3ainy, B AKOMY CTBOPEHO BigMNOBIAHWUIA NUCT.

JOKyMeHTW [0 3acifjaHb KonerianbHUX OpraHis

131. TligrotoBka Ta OQOpPMIEHHA J[OKYMEHTIB [0 3acifjaHb KoJeriafibHuUX
opraHiB 3AiMCHIOKTbLCA 3 METOK OpraHisayiiHoro 3abe3neyeHHA BIigNOBIAHOIO
oprasy.

132. 3acifaHHA  KoferianbHUX OpraHiB NpPoBOAATbLCA  BIANOBIAHO A0
3aTBepA KeHUX nnaHiB IX poboTu Ta 'y pasi noTpebdu.

Y nnaHi poboTn KoneriaibHOro opraHy 3a3HavyalTbCA MUTAHHA, WO MOBUHHI
posrnagatucs, gata posrnagy, npissuie, BiacHe im’a gonosigavya 1a HaMeHYyBaHH#
CTPYKTYPHOIO nNigpo3giny anapaty, AKWA roTye LOKYMEHTWU ANS PO3rnafy MUTaHHSA
KoJsierialbHUM OpraHom.

MpoeKT nnaHy po60TU KOJeriaibHOro OpraHy CKNajaeTbCsA CeKpeTtapem LbOro
opraHy 3 ypaxyBaHHAM NPOMo3uLi CTPYKTYPHUX Nigpo34iNniB.

KepiBHUKM CTPYKTYPHUX MigpO34iNniB MNojalTb A1 BK/AKYEHHA [0 MJaHy
po60TK KONerianbHOro opraHy nepesik NUTaHb, AKIi BOHM BBaXKakTb 3a HeobOXifgHe
PO3rNAHYTW Ha oro 3acigaHHi. [o nepeniky AofaeTbCcA AOBiAKA 3 0OIPYHTYBaHHAM
nigcTaB AN BHECEHHA NUTaHHA Ha PO3rNfaf KOJeriaNbHOro opraHy.

3aTBepKeHUn KonerianibHUM OpraHoMm nnaaH po6oTM [OBOAUTLCA [0 Bifoma
Y/leHiB KOJIerianbHOro OpraHy i KepiBHUKIB CTPYKTYpPHUX nigpo3ainis. [04aTKOBI
NMUTaHHA [0 3aTBepA)XeHOro nnaHy poboTu KoJerialbHOro OpraHy MOXyTb OYyTu
BK/IOYEHI 3a pilleHHAM 1oro ronoBu. CekpeTap KONeriaibHOro opraHy iHQopmye
BCIX Y/IeHIB KO/eriafibHOro opraHy ta BignoBiganbHUX BMKOHABLIB MPO BHECeHi A0
nnaHy 3miHu.

133. [LOKYMEHTU 3 MUTaHb, WO BHOCATbLCA Ha PO3rndg KonerialbHOro OpraHy,
MOBWHHI MojaBaTUCA He Mi3HIWe HDK 3a N’ATb AHIB A0 3acifjaHHAa, a y pasi
NPOBEeAEHHA M03a4eproBoro 3acigaHHa - He Mi3HiWe HDK 3a OAWH [eHb. 3a3HauyeHi
LOKYMEHTWN MICTATb:
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1) ponoBigHy 3anucky, agpecoBaHy KonerianbHoMy opraHy (y pasi notpe6u), B
AKill 'PYHTOBHO BUKNAAEHI MUTaHHA 3 BUCHOBKaMW i MpPono3nyiamu;

2) NpOoeKkT piWeHHS KoNerianbHOro oprady, 3aBi30BaHWI KepiBHUKaMMu
3alHTEepecoBaHNX CTPYKTYPHUX Nigpo34inis, Ta AOKYMEHTM A0 HbOro (aHaniTU4Hi
AOoBiaKKW, Tabnuui, giarpamy TowuL0), 3aBi3oBaHi IX KepiBHMKaMu, a 'y pasi notpeéu -
NPOEKT PO3NOPAMAKEHHA (Hakasy);

4) p[oBigKY Npo MOrOAXKEHHA TMPOeKTy pilleHHA i3 3aiHTepecOoBaHUMM
CTPYKTYPHUMW Nigpo3fainamu tay pasi NoTpedu iHWMMN yCTaHOBaMMU;

5) cnucok oci6, AKi 3anpoWyThCA Ha 3aciflaHHA KONeriaNbHOro opraHy;

6) IHWI JOKYMEHTM, HEOOXIAHI ANA po3rnagy nNuUTaHb.

134. loKyMeHTW, NiArOTOBMEHI ANA PO3rnsfy KoneriaNibHUM OpraHoM, a TaKoX
OAVH MPUMIPHUK TX KOMii, 36epiraloTbCa y ceKpeTapst KoneriaibHOro opraHy.

135. Y pasi npoBefeHHA 3aKpPUTOro 3acifilaHHA KoferianbHOro opraHy a6o
3aKpUTOro O06GroBOPEHHA OKPEMMUX MNUTaHb MIArOTOBKAa AOKYMEHTIB 3 BigMnoBigHMX
MUTaHb 34INCHIOETHCA 3 AOTPUMAHHAM NOPALKY pOo6OTU 3 LOKYMEHTaMU, WO MiCTATb
iHpopMaLito 3 06MeXeHUM JOCTYNOM.

136. 3a nigrotoBKy AOKYMEHTIB A8 NPOBeAeHHSA 3acifaHb KONeriasbHoro
opraHy BiAnoBigalTb KePiBHMKM 3aiHTepecoBaHUX CTPYKTYPHUX Nigpo3ainis.

137. CekpeTap KoJjierianbHOro opraHy 3AiACHIOE KOHTPO/Ib 3a CBOEYACHUM
NoAaHHAM LOKYMEHTIB Ha po3rnfaf Ta nepesipse iX Ha HasiBHICTb Yy NOBHOMY 06CA3i
Ta NPaBUIbHICTb OPOPM/IEHHS.

[JOoKymMeHTU, nogaHi 3 NOpPYLWeEeHHAM YCTaHOBNEHOro nopsafAKy 1 CTPOKiB, A0
pO3rnsafy He nNpuiiMar ThCA.

138. Pesynbtatu  3acifaHHA  KoneriafibHOro  opraHy  O(QOpPMIOKTbLCA
MPOTOKO/IOM 3riHO 3 BUMOTamu, 3a3HadyeHUMmM y nyHkTax 104-120 yiel IHCTpYKUIT.

139. PiweHHs Konerii paingepxagmiHicTpauii peanidyloTbCs WASXOM BUAAHHSA
PO3NOPALXKEHb FONI0BUN pangepxagmiHicTpauii, SKUMU BOHU BBOAATLCA B fit0.

140. Butarm 3 npoTOKONIB OQPOPMAOKTLCA Ha BiAnoBiAHOMY 6/1aHKYy |
3aCBIgUYOTbCA NeyaTKoK CNyX6u AinoBofCcTBa.

[lOKYMeHT W Npo cny>k60Bi BiApAA>KEHHS

141. Cnyx608Bi BifpAL>KeHHA nNpauiBHUKIB nepefbavaldTbCa Yy NnaHi po60oTw
pangepxagmiHictpauyii.

142. Y pasi BUHUKHEHHA NOTpebu y HanpaB/feHHi npayiBHUKA Y BigpagKeHHS,
He nepepbayvyeHe nnaHoM po60OTWU, KEPIBHUKOM CTPYKTYPHOro nNigposginy, B AKOMY
npaute npayiBHUK, TOTYETHCSA AOMNOBIAHA 3annUcKa Ha iM’ rof10BuU
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pagepxagmiHicTpayii (KepiBHMKa anapaTy), B fIKiil 3a3Ha4yaeTbCsa NpPo Te, KyAWu, Ha
AKWUI CTPOK, 3 AKOK METOH BiApALXKAETHCA NpaLiBHUK.

JonosigHa 3anmMcka pa3oM 3 TMNPOEKTOM pPo3NopAamXeHHs (Hakasy) npo
BIAPALXKEHHSA NepefaeTbCsA afpecaTty, AK NpPaBuIo, He Ni3HiWe HIX 3a Tpu fobu fo
noyaTKy BigpAKeHHS.

143. Anda peecTpayii BigpALKeHb BEAETbCA XYpHan, (hopma AKOro BU3HAYAETHCH
OKPEMWM HOPMAaTUBHO-MPaBOBUM aKTOM.

144, Tlicna noBepHEHHSA 3 BIAPALXEHHA npauiBHWK BIiANOBIAHO 4O MOPAAKY,
BM3HAUYEHOr0 PO3MOPAAXEHHAM TFONOBU paifepxagmiHicTpauyii (Haka3oM KepiBHUKa
anaparty), rotye y TpUAEHHUN CTPOK NMUCbMOBUIA 3BIiT NPO BigpALXKEHHA (BUKOHAHHS
3aBflaHHfA), a TaKoX Mnofa€e 3BIT MNP0 BUKOPWUCTAHHA KOLWTIB Y CTPOKW, BU3HAYEHI
3aKOHOJaBCTBOM.

3BIT nNpo BigpAgXeHHA (BMKOHAHHA 3aBfAaHHA) Ta 3BIT NP0 BUKOPUCTAHHSA
KOWTIB NigNUCYTbCA nNpayiBHUKOM, SKWIA nepebyBaB Yy BiApAAXKeHHI, Ta
nepefamTbCA 40 KagpoBOT Ta OyXrantepcbKoi cny>6 BigMOBIAHO.

I1l. OpraHi3ayis JOKYMeHTO006iry Ta BAKOHaHHA AOKYMEHTIB
Bumoru wogo payioHanisauii JOKYMeHT000iry

145. JoKyMeHTU, CTBOPeHi y nanepoBiin opmi, NpoXoAATb i ONpaLboBYHOTLCH B
pargepxagmiHicTpauii Ha eAUHMX OopraHisaliiHMX Ta NpaBOBUX 3acajax opraHisayii
JOKYMEHTOO0O6iry i3 gOKyMeHTamu, CTBOPEHUMMW B €/IEKTPOHHIN (opMi, BU3ZHAUYEHUX
IHCTpYKUieto 3 AiNOBOACTBA B €/IEKTPOHHIA (opMi. Y pa3i HafABHOCTI nigcrtas, AKi
BM3HAOTbCA OOIPYHTOBAHMMWU AN CTBOPEHHSA pahgepxXagMmiHicTpauieto LOKYMEHTIB
y nanepoBiii (GopMi, 3aCTOCOBYKTbCS 3acagu opraHisauii  LOKYMeHTO006iry,
BM3HaueHI Liet0 IHCTPYKUiEH.

146. EdpekTUBHa opraHi3auis 4OKYMeHT006iry nepegbavac:

1) NpOXOKEHHA AOKYMEHTIB B paifepxagMiHicTpayii HANKOPOTW UM LWAAXOM;

2) CKOPOYEHHS KiNbKOCTI IHCTaHUiIN NPOXOAXeHHS AOKYMeHTIiB (30KpeMma, nif
4yac NOrog>KeHHa);

3) YHUKHEHHS fy6neTHUX onepauyin nig yac poboTu 3 LOKYMEHTaMW;

4) ueHTpanizauito (34IACHEHHA OAHOTUMHWUX onepauin 3 [OKYMEHTaMu B
o4HOMY Micui);

5) YCYHEHHS pYYHUX PYTUHHUX onepaw i, AKi MOXXHa aBToMaTulyBaTu.

MpuiiMaHHA Ta nepBMHHe onpauoBaHHsS LOKYMEHTIB,
LLI0 HaAXOAATb [0 paaep>kagmiHicTpauii

147. JocTaBKka [AOKYMEHTIB A0 paigepxagmiHicTpayii 34iACHIOETBCA uyepes
CACTEMY B3aeEMOfil, a TaK0oX MOXe 3[iACHIBATUCA 3 BUKOPUCTaHHAM 3acobis
MOLWTOBOrO 3B’A3KY, KYP’EPCbKOK Ta (henbf’erepcbKo Cnyx60t0.
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MowTol Ta 4yepe3 KYP’EPCbKY  CNyXO0y  [OCTaBNAETbCA  MUCbMOBA
KOpecnoHAeHUia y pasi HafABHOCTI MifcTaB, fAKi BWU3HAKTbCA OOIpYHTOBaHUMU [AN1A
CTBOPEHHA paigepxaiMmiHicTpalielo [AOKYMEHTIB Yy nanepoBiii (opmi, MNOWTOBI
KapTku, 6aHfeponi, ApiOHI NakeTu, a TaKoX MepiognyYHi ApYyKOBaHi BMaHHSA.

®Penbp’erepCbkKoto CNY>K6010 AOCTaBAETLCA CMeLliaibHa KOPECNOHAeHUIA.

148. Yci JOKYMEeHTMU, WO HaAaxoAsaTb A0 pangepXaaMiHicTpayii, npuiiMmarTbca
LeHTpanizoBaHo CNyX601 AiN0BOACTBA.

MopAfOK PO3KPUTTS KOHBEPTIB BM3HAYAETHLCA Li€0 IHCTPYKL i€ 3 AiNOBOACTBA
pagepXxagmiHicTpauii i € TakKuMm.

BxifiHa KOpeCcnoHAeHLiA pPO3KPMBAETLCA MpaLiBHUKOM 3aranbHOro Bigginy.
Mpy UubOMY NepeBipsSeTbCSA BiAMNOBIAHICTL TX peecTpayiiHUX iHAEKCIB 3a3HAYeHUM Ha
KOHBepTI (MakoBaHHI) Ta'y CynpoBigHOMY NUCTI.

HapicnaHi He 3a agpecol0 AOKYMEHTU 3 TpUOM MOBEPTaKOThCA BiAMPaBHUKOBI
6e3 ix po3rnsagy.

Y cnyx6i pinoBoactea pPO3KPUBAKOThLCA BCi KOHBEPTWU, KPIM TUX, WO MakwTb
Hanuc "ocobucTo". Y TakoMy BUMaAKy peecTpauiiHMin iHAEKC Ta gaTta peectpayii
HAHOCATbLCA HAa KOHBEPT.

PekoMeHpoOBaHa, cneyianbHa Ta KOPECMOHAEHUis 3 OroJIOWeHO LiHHICTIO
NPUINMaETLCA Nif PO3NUCKY B XXYpHani, peectpi abo NoBiJOMMAEHHI NP0 BPYYEHHS.

149. Y pasi Haaxo[)XeHHSA KOpecnoHAeHuii 3 BigMiTKO "TepmiHOoBO"
(PIKCYETbCA He NiMwWe fara, a i TOAUHU Ta XBUIMHU LOCTaBKM.

Y pasi BifCYTHOCTI CWUCTEMMW e€NeKTPOHHOro [iN0BOACTBA [AOKYMEHTU, LU0
Hagidwnn 4epe3 cuUcTeMy B3aeMOAIl, APYKYHTbCS Ta OPOPMAOKTLCA CAYX60t0
[inoBoACTBa AK MNanepoBa KOMig eNeKTPOHHOro OpuriHany, 3acBigyeHa ne4vyaTKo
CNy>X6u AinoBoACTBA.

150. KoHBepTK 36epiratoThcs i 404aOTbCSA A0 AOKYMEHTIB Y pasi, Konu nuuwe 3a
KOHBEPTOM MOXHa BCTaHOBWUTW ajpecy BignpaBHUKa, 4ac BignpaBneHHs Ta
Oflep>KaHHA JOKYMeHTa abo y KOHBepPTi BiACYTHIi OKpeMi LOKYMEHTMW 4Yi BCTAHOBJ/IEHO
HeBIiAMOBIAHICTb HOMepIB LOKYMEHTIB HOMepaM, 3a3HaYeHUM Ha KOHBEPTI, a TaKoX
afpecHi ApINKN peKOMeHA0BaHUX KOHBEPTIB | NakeTiB.

Y pasi BigCYTHOCTI A0AaTKiB, 3a3HAYEHUX Yy AOKYMEHTI, ab0 OKpeMUX apKyLliB,
a TaKOXX 3a HafBHOCTI NOMWUMIOK B ODOPM/IEHHI AOKYMEHTA, L0 YHEMOXIUB/OE NOr0
BMKOHaHHA (BIACYTHICTb nignucy, Bigbutka nevyaTtku, rpudy 3aTBepAXeHHSA Tow,0),
LOKYMEHT He PeeCTPYeTbCA | NOBEPTAETLCA BIANPABHUKOBI i3 3a3HAYEHHAM NMPUUYUHU
MoBepHeHHS abo MOMY MOBIJOMIAETLCA NPO MOBEPHEHHSA LOKYMeHTa TeNleOHOM.

Y pa3i NOWKOMXEHHA KOHBepTa pobMTbCA BignoBigHa BigMiTKa y NOWTOBOMY
peecTpi.

Y pasi BIACYTHOCTI, HeUINICHOCTI BKNajgeHb BHACNIAOK MOWKOAXKEHHSA
KOHBepTa, YynakKyBaHHA, WO MNPU3BEN0 [0 HEMOX/UBOCTI MNPOYUTAHHA TEKCTY
LOKYMEHTa, CKfafjaeTbCa akT 3a QopmMol 3rigHO 3 jojgatkom 13 'y ABOX
MPUMIpHMKaX, OAWUH 3 AKUX HaACUNAETbCA KOPECMOHAEHTY, a IHWMWA 30epiraetbeca y
CNyX6i ginoBoacTBa.
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151. [JOKyMeHT noBepTaeTbCA BiANpaBHMKOBI 6e3 po3rnagy y pasi noro
HagXO04XeHHA He 3a afipecoto, HaAXOL>KEHHSA MnanepoBOro NMPUMIpHMKA AOKYMEHTa,
AKUA  BXe HafilWoB Yy eNneKTPOHHIA ¢opmi 4yepe3 cuctemy B3aemogii, abo
HaAXO[XKEHHA [OKYMeHTa Yy nanepoBiin ¢opmi 6e3 HafABHMX Ha Te nigcrtas, AKi
BM3HAOTbCA O6GIPYHTOBAHUMU ANA CTBOPEHHA YCTaHOBOK [JOKYMEHTIB Y nanepoBil

hopmi.

152. Y pa3i opepXaHHA (MakKCUMiSIbHOro MNOBIAOM/IEHHA [OKYMEHT He
PeECTPYETHCA.

MonepeaHin po3rnsag AOKYMEHTIB

153. Bci BXifHI AOKYMEHTU nignsralTb nonepeaHbOMYy po3rnagy B Ccnyxoi
AiN0BOACTBA.

154. g yac nonepeaHbLOro po3rnagy BM3Ha4yaeTbCH:

4YM Mae LOKYMEHT OyTW AoNyLU,eHU 40 peecTpauil;

yn noTpebye po3rnagy KepiBHUUTBOM pangepXxagmiHicTpauii abo nepepgadvi
nicna peectpayii A0 CTPYKTYPHOro nigposginy abo CTPYKTYPHUX MNigpo3ainis
BiAMNOBIAHO A0 (MYHKUIOHANBHOINO po3NoA4iNy MNOBHOBaXeHb (060B'A3KIB) MiX
CTPYKTYPHUMW Nigpo3ainamun pangepxagmiHictpauyii;

YN HaneXmTb A0 AOKYMEHTIB TEPMIHOBOTO po3rnagy (onpautoBaHHS).

155. Ha cTagii nonepegHbOro po3rnagy 34iNCHOETbCA Bigbip AOKYMEHTIB, WO
He nignarakTb peecTpauii cnyx60t0 AiN0BOACTBA, a TaKoX TaKWUX, WO nepefarTbes
ANna cneyianbHOro o61iKy CTPYKTYpPHUM nigpo3dinamM, Wo BU3HAYeHO Y AoaaTky 4.

PeecTpauifa JOKYMeHTIB

156. PeecTpauia AOKYMEeHTIB BCiX KaTeropii nonsrae y CTBOPEHHI 3anucy
06NiKOBUX [aHUX MpPo [AOKYMEHT Ta O(MOPMIEHHSA peecTpayiiHO-MOHITOPUHIOBOT
KapTKN B €N1eKTPOHHIW (DOPMi Yy CUCTEMI eNeKTPOHHOIOo AiNOBOACTBA i3 3a3HAYEHHAM
060B'I3KOBUX PEKBI3UTIB, 3a AOMNOMOro SAKUX (IKCYeTbCAa (aKT CTBOPEHHS,
BiAnpaB/fieHHA abo ofepXXaHHA [OKYMEHTa LW/AAXOM TMpPOCTaBAAHHA Ha HbOMY
peecTpayiinHoro  iHAeKcy 3 nofjanbWMM  BHECEHHAM 00  peecTpauiiHo-
MOHITOPUHIOBOT KapTKN HeOobOXiAHUX BiAOMOCTEN.

Y Beb-moAyni cMcTeMun B3aeEMOAIT JOLATKOBO PEECTPYKOTHCA NNWe AOKYMEHTH,
AKi Haginwnm abo 6yayTb BignpaBneHi Yepe3 CMCTeEMY B3aeMOAIT.

Y pa3i noTpebm nepenik 060B’A3KOBMX  PeEKBI3UTIB  peecTpauinHo-
MOHITOPUHTOBOT KapTKN MOXe OYTW JONOBHEHWN.

PeecTpauia [OKYMEHTIB MPOBOAMTLCA 3 MeTOl 3abesnevyeHHs 11X 06niKy,
MOHITOPUHTY CTaHy BWKOHaHHA | OMepaTUBHOIN0 BWKOPUCTAHHA HaABHOI B
JOKYyMeHTax iHpopmauii.
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157. PeecTpauis AOKYMEHTIB MPOBOAUTHLCA  LEHTPaniaoBaHo CAyx60t0
AiN0BOACTBA.

CTpYKTYpHi nigpo3ainn pangepxagmiHictpayii peecTpytoTb CTBOPEHI HUMMU
AONOBIAHI Ta CNYX60Bi 3aNUCKW.

PeecTpauis akTiB opraHiB fAepXaBHOT Bnagu Ta AOPYYeHb BULULMX NOCaf0BUX
ocib, 3anuTiB, 3BEpHEHb, a TaKOX KopecrnoHAeHuii BepxoBHOT Pagun YKpaiHu,
AamiHicTpauii Mpe3ngeHTa YKpaiHu, KabiHeTy MiHICTpiB YKpaiHU, JOKYMEHTIB, WO
HafiiWAM Ha po3rnsf ronoBu pangepxagmiHicTpayii Ta MOro 3acTyMHUKIB,
po3nopaAfYNX AOKYMEHTIB, NIMCTIB 3a MigNMCOM rofoBM paingepxagmiHicTpayii Ta
MOro 3acTynHWKIB, MPOTOKONIB | pilleHb KoOJieriaibHUX OpraHiB MNpPoOBOAUTHLCA
LLeHTpani3oBaHO CNy>X601 AiN0OBOACTBA.

I[HWi [OKYMEHTM, WO CTOCYKTbCA HanpaMiB AIANbHOCTI CTPYKTYPHUX
nigposginis  pangepxagMmiHictpayii, MOXYTb pPeecTpyBaTUCs B CTPYKTYPHUX
nigposginax anaparty pangepxagmiHicTpalii, 30Kkpema:

y Cnyxo6i ginosoacTtsa (3arafibHOMY Bigaini) peecTpyrTbCA:

1) po3nopsAgKeHHS r0N0BM paliOHHOT AepXXaBHOT agMiHicTpayii;

2) HaKa3n KepiBHMKa anapaTy pangepxagmiHicTpauil:

3 OCHOBHOT AifANIbHOCTI;

3 aAMIHICTPaTUBHO-TOCNOAAPCHKUX NMUTAHb;

Yy KafpoBiih CnyX6i peecTpyrOTbCH:

1) [OBiAKWN 3 KAAPOBUX NUTaHb;

2) Haka3u KepiBHMKa anapaTy paniOHHOT Aep>XaBHOT agMiHicTpauyii:

3 0c060BOro cknagy;

npo BiANYCTKW;

Npo BiAPALXKEHHS, CTATHEHHS;

y Bigfini iHaHCOBO-rocnofapcbKoro 3abesnevyeHHs pPeecTpyOTbCA:

[0roBopu;

AOBIPEHOCTI;

BNUAATKOBI HaknagHi;

NnpubyTKOBI Ta BUAATKOBI KacoBi opaepw;

NNaTiKHI LOPYYEHHSA;

peecTpy OO XKETHUX Ta (PIHAHCOBUX 3000B’A3aHb PO3NOPALHUKIB OO LXKETHUX
KOLUTIB;

LOBIAKM MpO 3apo6iTHY nnaTty, AOXOAM, [ANA HapaxyBaHHA Ta nepepaxyHKy
NEeHCIN;

3BiTW MeHcinHOMY thoHAY YKpaiHu (nepcoHidikauia) Towo.

PeecTpauyii nignaraloTb TakoX [OKYMEHTW, CTBOPeHi B pangepxagMmiHicTpauil
(noBigKKn, oONOBIAHI 3aNUCKK, 3asBU TOLLO).

158. [LOKYMEHTWN peecTpyrTbCA NULWE O4UH pa3: BXIiAHI - Y AeHb HaAXOLXKEHHS,
CTBOpPIOBaHI - Y AieHb NignucaHHs abo 3aTBep)KEHHS.

159. Y pasi nepepgadvi 3apeecTpoBaHOro AOKYMeHTa 3 OLHOr0 CTPYKTYPHOrO
nigposfiny A0 iHWOro HOBWI peecTpalilHMN  iHOEKC Ha AOKYMEHTI He
NPOCTaBNAETHCA.



37

160. [ OKyMeHTWN PeeCcTPyOThbCA 3a rpynaMmu 3anexHo Bif Ha3Bu BuAy, aBtopa i
3MICTY AOKYMEHTIB. Hanpuknajg, OKpeMo PeecTpyoThCA:

aKTW opraHiB fep>aBHOT Bnaju, opraHis Bnagn ABTOHOMHOT Pecny6nikun Kpum
Ta 4OPYYEHHA BULLKNX NOCaf0BMX 0OCib, 3aNUTK, 3BEPHEHHSA, a TAKOXK KOPECMNOHAeHLUis
BepxoBHOT Paan YkKpaiHu, Wwo Hagiliwna 4o pangepxagMmiHictpayii;

po3nopaXKeHHA (Hakasn) 3 OCHOBHOT AiANbHOCTI;

po3nopaLXKeHHA (Hakasn) 3 agMIHICTPATUBHO-TOCNOLAPCHKUX MUTAHb;

pPO3NOpPAAXEHHA (Haka3n) 3 KaapoBuX NuTaHb (ocoboBoro cknagy) (BignosigHo
[0 TX BMAIB Ta CTPOKIB 36epiraHHs);

pilLeHHA KONerii,

aKTW peBi3iin (hiHAHCOBO-rocnoLapCcbKoi AifANbHOCTI;

Oyxrantepcbki JOKYMEHTU;

3a9BKM Ha maTepiasibHO-TeXHIYHEe MocTavyaHHA;

CNny>x60Bi NUCTK;

3BEPHEHHA TPOMALSAH;

3annTK Ha IHpopmayito.

161. PeecTpayid [AOKYMeHTa 3AINCHIOETbLCA 3 BUKOPUCTAHHAM CUCTEMMU
eIeKTPOHHOT0 AinoBoAcTBa pangepxagmiHictpauii (gogatkm 5 i 6) abo y pasi Ti
BIZICYTHOCTI:

LLeHTpani3oBaHo i3 3aCTOCyBaHHAM BeOMOAYNA CUCTEMU B3AEMOAIT;

fOonoBiAHI  Ta cny»60BI  3anucku, cneyianizoBaHi  AOKYMEHTM — i3
3aCTOCYBAHHAM NPUKNaAHOro NporpamHoro 3abesneyeHHs.

XypHanbHa (naneposa) abo KapTKoBa popma peecTpayii JONYCKAETbCA e B
yMOBax Ta NPOTATOM CTPOKY AiT BINCbKOBOI0 4YM Haf3BMYaMHOTO CTaHy Ha TepuTopil,
[ile po3TalloBaHa pangepxagmiHicTpauis.

162. Yy pasi 3acToCcyBaHHA cuctemm eIeKTPOHHOro  AinoBoAcTBa
paigepxagMmiHicTpauii (gopmyeTbca €AMHA LUeHTpanizoBaHa 6a3a peecTpayinHux
NaHUX panfepxagMiHicTpauil, wo 3abe3neyye npawyiBHUKIB iH(HopmaLielo npo BCi
AOKYMEHTU Ta iX Micue3Hax0oKeHHS.

OpraHisauia nepegayi JOKYMeHTIB Ta iX BUKOHAHHSA

163. [Ona 3abe3neyeHHA CBOEYACHOr0 BUKOHAHHA [JOKYMEHTIB cnyxb6a
AinoBoAcTea  po3pobnsae  rpaikm  nepepgadi KOPecnoHAeHUiT  KepiBHUUTBY
panfepXagMiHicTpauil i CTpPYKTYpHUM nigpo3ginam.

164. 3apeecTpoBaHi [OOKYMEeHTW nMepefawTbCA Ha po3rnag KepiBHULUTBA
paingepXxagmiHicTpauii B A€Hb X HaAXOAXKEHHS a60 HACTYNHOro po6o4oro AHs y pasi
X HagXomKeHHsA nicna 17 roauHu. AKTU OpraHiB Aep>XaBHOT Bragwn, opraHis Bnagu
ABTOHOMHOT Pecny6nikn Kpum, [LOPYYEHHA BULWMX MNOcCajoBUX 0cCib, 3anutm i
3BEPHEHHA HapoAHUX fJenyTaTiB, a TakoX KopecnoHAeHuia BepxoBHOT Paau
Ykpaiun, ApmiHicTpayii lNpesnpgeHta YkpaiHu, KabiHeTy MiHIicTpiB YKpaiHu,
KOpecnoHgeHUisa, Wo HagXoAWTb Bif YCTAaHOB BWULWOro PpiBHA, MepefawTbCA Ha
po3rnsag HeeifgknagHo.
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165. JOoKyMeHTH, PO3rNAHYTI KepiBHULTBOM pangepxagmiHicTpauit,
noBepTalThCA 3 BIAMNOBIAHOK pe3ontouieto cnyx6i ainoBoacTBa, fKa 34INCHIOE
nepefayy 4OKYMEHTIB HA BUKOHAHHA.

166. [OKYMeHT, BWKOHaBUAMW HAKOro € KinbkKa CTPYKTYPHUX nigposginis,
nepefaeTbCs BUKOHAaBUSAM Of4HOYACHO Yy BUrNA4iI KOMi 3 nepefayero opuriHany
rofIOBHOMY BMKOHaBL0, BU3HAYEHOMY B pPe301toLii Nepwmm.

167. ®akT nepefayvyi  LOKYMEHTIB  BUKOHaBUAM  (PIKCYETbCA  LUNAXOM
npocTaBNeHHA BiANOBIAHOT BIAMITKM B peecTpauinHO-MOHITOPUHIOBIN KapTyi i3
3a3HaYeHHAM iHQoOpmaLuii Npo BMKOHAaBLIB, AKMM nNepefaHO nanepoBuil oOpuriHan
JOKYMeHTa Ta noro Koniri.

168. lMepefavya LOKYMeEHTa 3 OLHOrMO CTPYKTYPHOro nigpo3giny A0 IHWOro B
060B’1I3KOBOMY MOPAAKY 3AIACHIOETHCA 4Yepe3 cnyxOy AinoBoAcTBa, sika pobuTb
BiANOBiAHY BIAMITKY B pPeeCTpalinHO-MOHITOPUHIOBIA  KapTui. [ OKyMeHTH,
BMKOHAHHA AKWX nepebyBae Ha KOHTPOMi, MepefardTbCAa L0 IHWWUX CTPYKTYPHUX
nigposfinis abo IHWKUM BMKOHaBUAM TiflbKW 3 TMOBIJOMJIEHHAM TMpo ue cnyxoi
KOHTPO/IHO.

169. Mepepaya LOKYMEHTIB Y MeXaX CTPYKTYPHOro nigpo3ainy 34iACHIETHCS
yepes o0coby, BignoBiganbHy 3a [fAiN0OBOACTBO B CTPYKTYpPHOMY nigpo3gini
(cekpeTaps).

170. BignosifanbHicTb 3a BMKOHAHHA AOKYMEHTa HeCyTb 0CO6M, 3a3HayeHi y
po3nopAag4YoMy [AOKYMEHTI, pe3ontouii ronosu abo 3acTynHUKa ronoBu, KepiBHUKaA
anapaTty pangepxagmiHicTpauii, Ta npayiBHUKWA, AKUM 6e3n0CepefHb0 AOPYYEHO
NOro BUKOHaHHA.

[0N0BHWI BMKOHaBeLb OpraHizoBye poboTy CNiBBMKOHAaBLiB, 30KpemMa BU3Hayae
CTPOKM NOfaHHA HUMMW MPONo3uLii, NOpPAAOK MOTOAXEHHA i NiArOTOBKU MNPOEKTY
LOKYMEHTa.

CniBBMKOHaBLI BignoBigaloTh 3a NiArOTOBKY Ha HaNeXHOMY PiBHI Ta CBOEYacHe
MofaHHA TrO0NOBHOMY BWKOHaBLO Mpono3uyin. Y pa3i HeCBOEYACHOro MOJAaHHSA
npono3nyiin cniBBUMKOHaBLUAMWN TFOMIOBHUIA BMKOHaBeLb iHPOPMYeE Npo Le KepiBHUKA,
AKWUA HajaB LOPYYEHHS.

171. BwuWKoOHaHHA [JOKyMeHTa nepefbayae 36MpaHHA Ta oOnpayloBaHHSA
HeoOXigHOT iH(opMauil, NiAroToBKY MPOEKTY BigMNOBif4i Ha AOKYMEHT 4YM HOBOrO
JOKYMEHTa, MWOro OMOPMEHHSA, MNOro4XeHHs, nogaHHs  ANs  NignucaHHS
(3aTBepAXeHHA) BiAMNOBIAHOMY KepiBHUKY.

172. Mepepf nofaHHAM NPOEKTY AOKYMEHTa Ha Nignuc BigNOBIAHOMY KepiBHUKY
aBTOp [AOKYMeHTa 3000B’A3aHWIN MepeBipUTM NPaBUNbHICTbL WNOro CKMafeHHA Ta
O(hOPM/IEHHA, MOCUAHHSA HAa HOPMATUBHO-MPaBOBI aKTW, YTOYHUTM UMPPOBI AaHi,
HasiBHICTb HEOOXIAHMX Bi3 i 4OAaTKIB.
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173. JOKYMeHT MoJaeTbCA Ha Nignuc pasoMm 3 LOKYMeHTaMMu, Ha BUKOHAHHA 4u
Ha nifgcTaBi AKMX NOro cknageHo.

174, AKWO J[OKYMEHT HaACWNAEeTbCA A0 KIiNbKOX YCTAaHOB, HAKi He €
KopucTyBayaMn cuUCTeMM B3aemofii, nicns noro peectpauii cnyxba ainosoacTea
opraHi3oBy€ BUTOTOB/IEHHS HEOOXIAHOT KiNbKOCTI NPUMIPHUKIB.

175. ABTOp [OKYMeHTa Yy pasi BIigNyCcTKW, BIigPAOAXKEHHA, 3BiIbHEHHA
3060B’A3aHUIA NepefaTtn iHWOMY MpayiBHUKOBI 3rifHO 3 Ail0YMM pPO3MN0AINOM YCi
HEBMKOHAHI [OKYMEHTW Ta nNOiH(OpMYyBaTuU CAYyXO0Y KOHTPONAK nNpo nepegadvy
JOKYMEHTIB, BUKOHAHHA AKUX nepebyBae Ha KOHTPOII.

OpraHizalis MOHITOPUHIY BUKOHAHHA OOKYMEHTIB

176. OcCHOBHiI 3acaguM nNpoBefeHHSA MOHITOPUHTY BWUKOHaHHA [OKYMEHTIB
BM3HAYalTbCA IHCTPYKL i€ 3 AiN0BOACTBA B €NEKTPOHHIN (hopMi.

177. Y CTPYKTYpHUX nigpo3ginax 6e3nocepefHil KOHTPONb 3a BUKOHAHHSM
NOKYMEHTIB 3fiiCHIO€ 0coba, BignoBifanbHa 3a A4ifI0OBOACTBO.

178. CTpOK BUKOHaHHA [OKYMEHTa MOXEe BCTaHOB/OBATUCHA Yy HOPMATWUBHO-
npaBoBOMY aKTi, po3nopsafyYoOMY  LOKYMEHTI abo pesonwuii  rososu
pagepxagmiHicTpauil abo noro 3aCTYNHUKA, KepiBHUKa anaparty
pangepxagMiHictpaduii.

179. CTPOKN MOXYTb 6YTU TUNOBUMU ab0 IHAUBILYANBHUMM.

TWNOBI CTPOKM BUKOHAHHA [LOKYMEHTIB YCTAHOB/IIOIOTbCA 3aKOHOLABCTBOM.
CTpPOKMN BUKOHAHHA OCHOBHWUX JOKYMEHTIB HaBOAATHLCA Y A0AATKY 7.

IHAMBIAYanbHi CTPOKM BCTAHOB/IKOIKOTLCA ONOBOK pangepxagmiHicTpauii abo
Moro 3acTynHMKamu, KepiBHUKOM anapaTy pangepxaaMmiHicTpaduii.

180. JlOKYMeHTM, B HAKWUX CTPOK BWUKOHAHHA He 3a3HayeHo, fAKI He €
JOKYMeHTaMMn iH(opmaLiiHOro xapaktepy abo He MIiCTATb KOHTPOJIbHUX 3aBfaHb,
MOBUHHI BYTWM BUKOHaHI He ni3Hiwe HiX 3a 30 AHIB 3 MOMEHTY peecTpauii JOKYMeEHTa
B paigep>xxagmiHicTpauil.

181. Akwo 3aBAgaHHA notpebye TepPMIiHOBOr0O BUKOHaHHA, Yy TeKCTi 3aBAaHHS
060B’A3KOBO 3a3Ha4aeTbCA KOHKPETHUIN KiHLEBWIA CTPOK BUKOHAHHS.

182. CniBBMKOHaBLi 3060B’A3aHi nogasaTyv NPOMNO3ULIT TOJJTOBHOMY BWKOHAaBL,HO
MPOTATOM Mepwoi MONOBUHM CTPOKY, BIigBEeAEHOro ANA BUKOHAaHHA [LOPYYEHHSH,
3aBfaHHA.
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183. Y pasi noTpebu iHAMBILYaNbHUIA CTPOK BUKOHAHHA JOKYMEHTa MOXe OyTu
MPOLOBXEHO 33 O0O6rpyHTOBaHMM TMPOXaHHAM BUKOHaBUA, SKe TMNOLAETbCA 6e3
MOrogKeHHA 3 IHWMKUMWU CTPYKTYPHUMKU nigpo3ginamu 6es3nocepefHbO NoOCafoBil
0co0i, Aka BCTaHOBMU/IA CTPOK. BignoBigHe NMpoXaHHSA MOLAETbCA He Mi3HiWe HIXK 3a
TP po6oyi AHI [0 3aKiHYEHHS BCTaHOB/IEHOrO CTPOKY.

184. Mpono3unuis WoA0 NPOLOBXEHHA CTPOKY BUKOHaHHA 3aBAaHb, BU3HAYEHUX
BepxoBHot Pafoto YkpaiHu abo lNpe3njeHToM YKpaiHu, wo HagicnaHi KabiHeTom
MiHicTpiB YkKpaiHu, nopaetoca Cekpetapiaty KabiHeTy MiHicTpiB YKpaiHu
obnpepxagmiHictpauieto (y pasi, AKWO BOHA € BigMOBifanbHOK 328 BUKOHAHHA
3aBflaHHf) pas3oM 3 MNPOeKTOM JiucTa, afpecoBaHOro BiAMOBIAHO KepPIiBHUKOBI
Anapaty BepxoBHOT Pagn YkpaiHu um naeBi ApgmiHicTpayil MNpe3ngeHta YKpaiHu,
3a CiM AHIB [0 3aKiHYEHHA BCTAHOBJ/IEHOTO CTPOKY.

185. bes3nocepefHiin MOHITOPUHI BWKOHAaHHA [OKYMEHTa MNPOBOAMTbLCA Ha
nigctaBi  pesontouil ronoBu pangepxagmiHictpauii abo MOro 3acTynHukKa uu
KepiBHMKa anaparty paingepxagmiHictpauil.

186. PeecTpaliiHO-MOHITOPUHTOBI KapTKW AOKYMEHTIB, L,040 BUKOHAHHA AKWUX
MPOBOAUTLCA MOHITOPUHT, ANA 3PYYHOCTI MOXYTb TrpynyBaTtucd 3a CTPOKaMu
(HabnmxXeHHAM  CTPOKIB)  BMKOHaHHA  AOKYMEHTIB, 3a BUWKOHaBuaMK, 3a
KopecnoHaeHTamMun abo rpynamu (HakasM 3 OCHOBHOT [if/bHOCTI, Hakasu 3
aAMIHICTPATUBHO-TOCNOLAPCbKNUX MNWUTaHb, [OPYYEHHA BULMX OpraHis Bagw,
[OPYYEHHA KepiBHMKA YCTaHOBU TOLLO).

187. Ha oguH [JOKYMEHT MOXe OyTW 3aBefleHa /uwWe OoAHa peecTpawiliHo-
MOHITOPMHIOBa KapTKa He3aneXHo Bi4 KiNbKOCTI BUKOHaBLIiB abo CTpoOKiB
BUKOHAHHA OKPEMWX 3aBfaHb, 3a3HAYEHUX Y JOKYMEHTI.

188. [aHi Npo Xif BUKOHAHHSA LOKYMEHTa MOXYTb BHOCUTUCA 40 peecTpaLiiHo-
MOHITOPWHIOBOT KapTKM Ha nifAcTaBi iX 3anuTy TeneoHOM abo nif 4yac MepesBipKu
pPO60TN CTPYKTYPHOTO MigPO34iNny - BUKOHABLA.

189. 3a 3anuToM CTPYKTYpPHOro nigpo3finy cnyxbéa KOHTPOMK Hajae
iHpopmauito nNpo JOKYMeHTW, BUKOHABLEM SAKUX € BIAMOBIAHWMIA nigpo3gin, wopo
AKUX NPOBOAUTLCA MOHITOPUHT.

190. IHdopmaLia npo cTaH BWKOHAaHHA B3ATUX HA KOHTPO/Ab [OKYMEHTIB
y3arafsibHETHCA CTAHOM Ha NepLle YMUCN0 KOXHOro Micaua i NOLAETbCA KEPIBHULTBY
pangepxagmiHicTpayii (gogatok 8).

IH(bopmauinHo-AoBIAKOBa po60oTa 3 JOKYMEHTamMm

191. 3acagn nposefeHHA iH(QopMaLiliHO-A0BIAKOBOT po60TN 3 JOKYMeHTamu
BM3HA4atoTbCA |HCTPYKUi€ 3 A4i/IOBOACTBA B €/IEKTPOHHINA (hopMi.
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MopsfoK onpauoBaHHs Ta HaacunaHHa BUXIAHUX LOKYMEHTIB

192. BuxigHi LOKYMEHTU y naneposin Gopmi, CTBOpEHI B
pagepXxagmiHicTpauii y pasi HasgBHOCTI nigcTas, AKi BU3HAKOTbCA O0OGIPYHTOBaHUMU
ANA  CTBOPEHHSA [JOKYMEHTIB Yy nanepoBiin (opmi, HagcunarThCA afgpecatam 3
BUKOPUCTAHHAM  3aco6iB  NOWTOBOro  3B’A3KY, ENIEKTPO3B’A3KY, a TaKoX
AOCTABNAKTLCA KYP'EPCbKOI, Penbh’erepCbKot Cny»x6010.

193. OnpayloBaHHA [OOKYMeHTIB [Af18 BiAgnpasfieHHA 3acobamy MOWTOBOrO
3B’A3KY 3[IACHIOETHCSA CNYXO60K AinoBOACTBa pangepxagmiHictpayii BignoBigHO A0
MpaBua HaflaHHA NOCNYT NOWTOBOrO 3B’ A3KY.

194. BuxigHi JOKYMeHTM OMpauboBYKTbLCA | HAACUNAKOTLCA LEeHTPaNi30BaHO B
[eHb X HaAXOLXXEHHS Bif CTPYKTYPHMUX Nigpo3f4inis - BMKOHaBLiB abo He nisHiwe
HacTynHOro po6o4oro gHs.

195. He gonyckaeTbca:

HagcunaHHa abo nepefgavya AOKYMEHTIB  6e3  1X peecTpauii y cnyxo6i
AiNnoBOACTBA;

Ayb6neTHe HafgCuUNaHHA NPUMIPHUKA, Y TOMY YUCNi OPUTiIHANbHOIO, JOKYMEHTA Y
naneposii hopmi, AKWO MOro NPMMIpHMK abo KONito BXe HaficnaHo B €NeKTPOHHIN
(hopMmi Yyepes cnucTemy B3aeMOAIT.

196. Mig yac npuiiMaHHA Bifg BWKOHABLIB BUXIAHWX AOKYMEHTIB MpauiBHUKM
Cny>6u ginosoactea 3060B’°A3aHi NepeBipuTH:

1) npaBUNbHICTL ODOPMNEeHHA AOKYMeHTa (Cknafg i po3MilleHHA B HbOMY BCiX
PEeKBI3NTIB);

2) HasBHICTb | MPaBUNbHICTb 3a3HAYeHHSA afpecu;

3) HasiBHICTb Ha AOKYMEHTI BiAMITKM Npo AOAATKMU;

4) HasiBHICTb yCiX HeobXigHMX nignucie (nevyaTok) Ha AOKYMeHTI Ta gofaTkax
[0 HbOTO;

5) HaABHICTb A0AATKIB Ta iX BiANOBIAHICTb 3aA9BNeHOMY CKagy;

6) BiANOBIAHICTb KiNIbKOCTI NPUMIPHUKIB KiNbKOCTI ajpecaris;

7) HasfBHICTb BI3 Ha namnepoBOMY MPUMIPHUKY BUXIQHOTo AOKymeHTa (y pasi
HeoOXiAHOCTI NOro CTBOPEHHS), WO 3aNNLLAETLCA Yy CNpaBax pangepxagmiHicTpauyii.

197. Ha opuriHanax LOKYMeHTIB, AKi NignaratoTb NOBEPHEHHIO, Ha BEPXHbOMY
npasoMy Mosi Nepwoi CTOPIHKK cTaBUTbLCA wTamn "lMignarae noBepHEHHIO".

198. [1OKYMeHTH, WO HaacunarwTbCAa 04HOYACHO OAHOMY | TOMY XX ajpecaTtosi,
BKNajawTbCAd B OAMH KOHBepT (ynakyBaHHA). Ha KOHBepTi MpPOCTaBAAKTbCA
peecTpauiiHi iHAeKCU BCiIX AOKYMEHTIB, AKi MICTATbLCSH Y KOHBEPTI.

199. Aapecu MOXYTb HAHOCUTUCS Ha KOHBEPT APYKAPCbKUM cnocobom.
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200. [OOKyMeHTW, WO [AOCTaBNATHLCA  (heNbA’erepcbkKoto  cnyxo6oto,
nepefarTbCs agpecaram nif po3nucKy y BiANOBIAHIA KHU3I.

201. NocnnaHHA abo 3amiHa HaficnaHOro paHiwe AOKYMeHTa 34iNCHIOIOTLCA 3a
BKa3iBKOK MocafjoBoi o0cobu, fiKka nignucana [LOKYMEHT, abo KepiBHMKA CNy>X6u
finoBoAcTBa. Y TakoMy BMUMaAKy B AOKYMEHTI 3a3HA4YaeTbCs, WO BiH € AOCUNAHHAM
abo HafCMNaeTbCA Ha 3aMiHy paHiwe HagicnaHoMYy.

202. CTpYKTYypHi nigpo3A4inin Ta OKpemi BUKOHaBLI 3060B’A3aHi nepepasatu
BUXiAHI AOKYMEHTW Ta IHWI NOWTOBI BiAnpaBNeHHs A0 CNyX6u pinosofcTtea Ao
13.00 rof., Yy BWKIWYHWX BUMagkax Yy pasi HaAaCuUNaHHA  LOKYMEHTIB
(henbh’erepcbknm 38’a3KomM-40 16.00 rog.

IV. CuctemaTtmsauia ta 36epiraHHa JOKYMEeHTIB Yy fi/IoBO/iCTBI
CknageHHA HOMeHKNaTypu cnpas

203. OCHOBHI 3acagu CKnafjeHHs HOMeHKnaTypu cnpas, POpMyBaHHSA crnpas Ta
3bepiraHHa [LOKYMeHTIB B palfepxagmiHicTpauii Bu3HayalTbCA IHCTPYKUielO 3
AiNoBOACTBA B €/IEKTPOHHINA (hopMi.

Llieto IHCTpYKUie0 BU3HA4yalTbCA OKpemi 0C06/iMBOCTI cucTemarmsauii Ta
36epiraHHa AOKYMEHTIB Yy nanepoBiii hopMi, SKi 3aCTOCOBYHTbLCA Y pasi HasABHOCTI
nigcrae, AKi BU3HAOTbCA 0BIPYHTOBaHUMW A1 CTBOPEHHS YCTAHOBOK [LOKYMEHTIB Y
naneposiii hopmi.

204. HowmeHKnatypa crnpaB - LUe 060B’A3KOBUI [ANS paigepxagmiHicTpayii
cuctemaTn3oBaHuii nepenik Hass (3aronoBkiB) cnpaB, WO QopMyTbcad B i
LINOBOACTBI, i3 3a3HayYeHHAM  CTPOKIB  36epiraHHsA BignoBigHUX  cnpas
(mopatkn 9 i 10).

205. 3BeAeHa HOMeHKnatypa crpaB paifgepXxagMiHicTpauil ckKnagaetbca y
YOTUPLOX MNPUMIPHUKAX, Ha KOXHOMY 3 SAKWUX MOBWHEH OYTW 3anoBHEHWUW rpupd
NMOrofXXeHHA apXxiBHUM BifLinoMm pangepxagmiHictpayii. Mepwunit (HefOTOPKaHHWUIA)
NPUMIPHUK 3BefeHOT HOMeHKnaTypu cnpaB 36epiraetbcd y cnyx6i [AiN0BOACTBA,
APYTMin - BUKOPUCTOBYETbCA CNYX60K AinoBoAacTBa AK pPo604YMiA, TpeTin -
nepefaeTbCca A0 apXiBHOro Migpo3ainy pangepxagmiHictpayii (npayiBHUKY cnyxo6wu
LiN10BOACTBA, BignoBigasibHOMY 3a apxiBHe 36epiraHHa [LOKYMEHTIB), nAnA
3AIACHEHHS KOHTPONK 3a (OopMyBaHHAM cnpaB Yy CTPYKTYpPHUX nigposginax,
4eTBEPTUIN — HaACUNAETHCS A0 apXiBHOrO BiAAiNy pangepxagmiHicTpauii.

206. CTpyKTypHi nigpos3ginu anapaty paigepxagMmiHicTpayii oTpUMyHOTb
BUTATN 3 BIANOBIAHWX PO34iNiB 3aTBEPAXEHOT 3BeeHOT HOMEHKNATypu cnpae ANA
BMKOPUCTaHHA Y po6OTI.
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207. 'pathy HOMEHKNATypu cnpaB 3aMN0OBHIOKTbLCSA TaAKUM YMHOM.

Y rpapi 1 npocTaBnAeTbCA IHAEKC KOXHOT cnpaBu. IHAEKC cnpasu
CTPYKTYPHOTO MiApO34iny CKNagaetbCAd 3 IHAEKCY CTPYKTYpPHOro nigposginy (3a
WwraTHUM  po3nucom abo  KnacuikaTopom  CTPYKTYpHUX  nigposginis) Ta
noOpALKOBOro HOMepa cnpaBu B Mexax nigposaginy. Hanpuknag: 06-12, pe 06 -
iHOQeKC caMocCTiiHoro Bigainy, 12 - nopsakoBuit Homep cnpasu, abo 04.1-07, ge
04.1 - iHgeKc Bigainy y cknafi ynpasniHHsa, 07 - nopagKoBM HOMepP CrpaBu.

Y pas3i HasaBHOCTI Yy cnpaBi TOMIB IHAEKC CTaBUTbCA Ha KOXHOMY TOMI,
Hanpuknag: 7. 1, 1. 2.

Y rpagy 2 BKNKOYalTbCA 3aronoBku cnpas (TOMIB).

3aro/sloBOK cnpaBu MOBWHEH YiTKO Y CTUCAIN y3aranbHeHin opmi BigobpaxaTu
cknag i 3MiCT JOKYMeHTIiB Cnpasu.

He [003BONAETHCA BXWBAHHA B 3arosl0BKax crpaB HEKOHKPETHUX (POPMY/IHOBaHb
("pisHi maTepianu”, "3aranbHe nuMcTyBaHHA", "BXifHa KOpecnoHAgeHuia", "BuxigHa
KOpecnoHAeHUis" ToOW,0), a TakoX BCTaBHUX CNiB | CKNAAHUX CUHTAKCUYHUX
3BOPOTIB.

Mig 4ac ®QopmynoBaHHA 3arofloBKiB CnpaB BPaxOBYKTbCA TaKi 03HaKu
(hOpPMYBaHHA crnpas, AK HOMIiHa/bHa, aBTOPCbKa, KOPECNOHAEHTCbKa, MpeAMeTHO-
nMTanbHa, XPOHONOrivyHa, reorpadiyHa.

LOKYMeHTVN (hOPMYIOTbHCA Y CNpaBy Ha OCHOBI OKPeMOT 03HaKM abo CnonyyYeHHS
O3Hak.

3aronoBoOK cnpaBuW CKajaeTbCAd 3 €/IeMeHTIB, WO PO3MIllyOThCA Y Takil
MOCNiLOBHOCTI: Ha3Ba BMAy cnpaBu (NUCTYBaHHA, XYpPHan, KHUra TOWO) YU BUAY
LOKYMeHTIB y cnpaBi (Hakasu, MPOTOKOAW, aKTW TOWO0); aBTOP [AOKYMEHTIB
(HalimeHyBaHHA pangepXaaMiHicTpayii, CTPYKTYpPHOro nigpo3ainy); KOPecnoHAeHT
abo agpecat (HaMeHyBaHHA yCTaHOBU, A0 AKOT agpecoBaHi abo Bif AKOT HagiAwnn
JOKYMEHTN); KOPOTKWUI 3MICT JOKYMEHTIB cnpaBu (MUTaHHSA, 3 AKOro OPMYETbCH
crnpaBa); HasBa perioHy (TepuTopil), 3 SKOK NOB’A3aHWUI 3MICT [JOKYMEHTa; AaTa
(nepiog), A0 AKOT HanexaTb AOKYMEHTU CnpaBu; BKa3iBKM Ha HAABHICTb KOMiN
AOKYMEHTIB y cnpasi (y pasi notpebu).

Y 3aronoBkax o0c060BUX (NepcoHaNbHMX) Ta IHWMKUX cnpas, WO MICTATb
AOKYMEHTW 3 OfHOro nuTaHHA, MOB’A3aHi MOCNILOBHICTIO BefeHHA npoueayp
AiNoBOACTBA, BXWBAETbCA TepMmiH “cnpaea", Hanpuknag: "Oco6oBa cnpasa”,
"lNepcoHanbHa cnpasa".

Y 3aronoBkax crpas, WO MICTATb AOKYMEHTW 3 O4HOrO MUTAHHA, HE MOB’A3aHIi
NMoCNiAOBHICTIO BeeHHA npoueayp AiN0OBOACTBA, BXWUBAETLCA TEPMIH "AOKYMeHTN", a
nicns HbOro B AY>XXKax 3a3HayaloTbCA OCHOBHI BUAW LOKYMEHTIB CnpaBu, Hanpuknag:
"[NOKYyMeHTN (NnaHu, aHKeTW, AOBIAKN) NPO MPOBELEHHA OrNAAYy CTaHy [LiN0OBOACTBA
Ta apxiBHOT CNpaBu y BULLNX HaBYaNbHUX 3aknagax".

TepMiH "AOKYMeHTU" BXMWBAETbCA TaKOX Yy 3arosioBKax cnpas, WO MICTATb
AOKYMEHTU-A04aTKN J0 OYAb-9KOro HOpMaTUBHO-NPaBOBOro akta abo po3nopsAYoro
AOKYMEHTA YCTAHOBMU.

Y 3aronoBkax cnpas, NpuU3HaYeHUX ANA rpynyBaHHA LOKYMEHTIB OAHOro BUAY,
3a3Ha4yaeTbCA BUA LOKYMEHTA Y MHOXWHI Ta aBTOP AOKYMEHTIB, Hanpuknag:
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"MpoTtokonn 3acifaHb Konerii HoOBOYyKpaiHCbKOT paiOHHOT [AepXXaBHOT
agMiHicTpayii".

Y 3aronoBkax cnpas, WO MICTATb /IMCTYBaHHA, 3a3HayalOTbCA KOPECMOHAEHT |
KOPOTKUI 3MICT JOKYMEHTIB, Hanpuknag: "J/IncTyBaHHA 3 paijepxanmiHicTpauiero”.

Y 3arofioBkax crpas, WO MICTATb JNCTYBaHHA 3 KOPECMOHLEeHTaMu,
OAHOPIAHMMMW 33 XapaKTepoM [LifANbHOCTI, TaKi KOPECNOHAEHTU He NMepepaxoByOThCH,
a 3a3HayaeTbCs X Yy3arafibHeHe HaliMeHyBaHHA, Hanpuknag: "JIucTyBaHHA 3
opraHaMmu micLeBOro camMmoBpsAfYyBaHHA 3 NUTaHb 3abe3nevyeHHs coLialbHOr0 3axucCTy
HaceneHHa".

Y 3arofioBkax cnpas, WO MICTATb SIMCTYBAHHA 3 Pi3HUMMU KOPECMNOHAEHTaMU,
Taki KOPeCnoHAEeHTW He 3a3HayvalTbCA, Hanpuknag: "JINCTyBaHHA NpPO opraHisauito
cemiHapy 3 nigBuLWeHHA KBaniikayii npauiBHUKIB KafpOBUX CAYX6".

Y 3aronoBkax cnpas, WO MICTATb NJIAHOBO-3BITHY AOKYMeHTaLit0, 3a3Ha4yaeTbCA
nepiog (micaub, KBapTtan, niBpivyyd, pik), B HAKOMY MNJAHYETbCA CTBOPEHHS
LOKYMeHTIB, abo nepiof iX PakTUYHOr0 BUKOHAHHSA, HaNpuKnag:

1. MnaH OCHOBHUX OpraHi3auiinHNX 3axofiB pangepxagmiHicTpayii Ha 2019 pik.

2. 3BIT nNpo BWKOPUCTAHHA OKOAXETHUX KOWTIB pangepxagMmiHicTtpauii 3a
2018 pik.

AKWO cnpaBa CKAafaeTbCa 3 KIiNbKOX TOMIB, (QOPMYNIETLCA 3aralbHuin
3aro/fioBOK crnpasy i3 3a3HaYEHHAM HOMepa TOMY.

Mig 4yac po3MilLeHHA 3arofioBKiB CcnpaB Yy HOMeHKNaTypi BpPaxoBYETbCH
B&X/IMBICTb [OKYMEHTIB, BK/IOYEHUX [0 CMpaBu, TX B3aEMO3B’A30K Ta CTPOKMU
36epiraHHa. Ha noyaTKy po3MillylOTbCSA 3aro/loBKM cnpasB LWOAO AOKYMEHTIB, SKi
Haginwnwu Big opraHiB BWULLOrO piBHA, fgani - WOAO OpraHi3auinHo-po3nopsgyoi
AOKYMEHTaLil, NnaHoBO-3BITHOT AOKyMeHTauii, NUCTyBaHHSA, 061iKOBO-A0BIAKOBUX
BUAIB LOKYMEHTIB.

Mpada 3 HOMeHKNaTypu 3aMNOBHIOETLCA HANPUKIHLI KaleHLapHOro pokKy.

Y rpagi 4 HOMEHKIaTypu 3a3HayarTbCA CTPOKM 306epiraHHsa crnpa., HOMeEpWU
cTatei 3a nepesiikoM LOKYMEHTIB i3 CTpOKaMu 36epiraHHs.

Y rpai 5 pob6naTbCAa NO3HAYKKM MPO nepexifHi cnpaBu; Npo POpPMY CTBOPEHHSA
AOKYMEHTIB cnpaBu (eNeKTpOHHa, nanepoBa, 3MilWlaHa); NpPo nocagoBuUX o0cCiob,
BignoBifanbHUX 3a (QOpMyBaHHA cnpas; NpPo nepefayvyy cnpas O apxiBHOro
nigposainy pangepxagmiHictpauyii (npayiBHUKY CNyXo6m [LiN0BO/ACTBA,
BigNoBiganbHOMY 3a apxiBHe 36epiraHHs LOKYMEHTIB) 4/ iHWWM ycTaHOBaM Ans iX
NPOLOBXEHHSA TOLLO.

dopmMyBaHHA cnpas

208. ®opmMyBaHHA cnpas - Le TpynyBaHHA BUKOHAHUX [LOKYMEHTIB Yy Crpasu
BIANOBIAHO 40 HOMEHKNATYpPW Crnpas.

209. Mg yac opMyBaHHA cnpaB He [OMYCKAETbCA BK/AKOYEHHA [0 Ccnpas
YOPHOBUX, OCOOUCTUX [OKYMEHTIB, PO3MHOXEHWUX KOMNiA Ta [OKYMEHTIB, LWO
NignAralTb MNOBEPHEHHI. JLOKYMeHTW MNOCTiMHOro i TumM4yacoBOoro 36epiraHHA
rpynytThCA y crpaBu OKpemMo. 3a o6cAarom cnpasa y naneposiii popMi He MOBUHHA
nepesuwysat 250 ctopiHoK (30-40 mMiniMmeTpiB 3aBTOBLUKW).
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210. [LOKYMEHTW TPYynNywTbCA Yy CMpaBM B XPOHONOTFiYHOMY Ta/abo NnoriyHomy
NnopsAKY.

211. TMonoXeHHA, npasuna, IHCTPYKUIT Tow,0, 3aTBepAXeHi po3nopafynmu
JOKYMEHTaMU, TpynyTbHCA Pa3oM i3 3a3HaYEeHUMU JOKYMEHTaMU.

212. Po3nopag)xeHHa (Haka3uW) 3 OCHOBHOT fifsNbHOCTI paipgepxagmiHicTpauil,
3 a4MIHICTPATUBHO-TOCNOAAPCHKNX NMUTAHb, 3 KaAPOBUX NUTaHb (0CO60BOr0 cKnagy)
rpynyrTbca Yy pi3Hi cnpaBu. Po3nopag)XeHHA (Hakasu) 3 KagpoBMX MNUTaHb
(ocoboBoro cknagy) rpynyTbcs BignoBigHO [0 TX BUAIB Ta CTPOKIB 36epiraHHs.

213. [LOKYyMeHTK 3acifiaHb KoJsieriabHUX OpraHiB rpynyTbCcs y ABi CrpaBu:

NMPOTOKONM | LOKYMEHTU A0 HUX (fONoBiAi, AOBIAKMW, MPOEKTU pilleHb TOLWO);

JOKYMeHTM 3 opraHisayii 3acigaHb (NOpAAOK [EHHWUI, MaKeT PO3MilLeHHS,
CMUCOK 3anpoLLIEeHNX TOLLO).

214. TlpoTOKONM 3acifiaHb KoferiabHUX OpraHiB rpynywTbCcA y CnpaBu B
XPOHONOriYyHOMY nopAagKy i 3a Homepamu. [JOKYMEHTW [0 3acifiaHb 3a3HayeHuX
OpraHiB CUCTEMAaTM3YOTbHCA 3a AaTamy Ta HOMepaMWu MPOTOKOMIB, a B MeXax rpynu
[OKYMEHTIB, WO CTOCYHOTLCA O4HOM0 NPOTOKONY, - 3a NOPALKOM [LEHHUM 3acifaHH4.

215. [opy4yeHHA YyCTaHOB BWLLOTO PIiBHA | [OKYMEHTW, nNOB’A3aHi 3 X
BUKOHaHHSAM, rpynytTbCs y crpasu 3a HanpsAmMamu BiSNbHOCTI
paingepxagmiHicTpauii a6o 3a aBTOpaMu iHiLiaTUBHUX [JOKYMEHTIB. Y cnpasi
[OKYMEHTU CUCTeMaTU3YTbCA 3a JaTamu LOPYUeHb.

216. 3aTBepA KeHi naaHu, 3BiTU, KOWTOPUCU TPYNYHTbLCA Yy CpaBu OKPEMO Bif
MPOEKTIB LUMUX AOKYMEHTIB.

217. JlnctyBaHHA TpynyeTbCcA 3a 3MICTOM Ta KOPECMOHAEHTCbKOK O03HAKOH |
CUCTEMATU3YETLCA B XPOHOMOMIYHOMY MOPAAKY: LOKYMEHT-BIAMOBIAb PO3MILLYETHCH
33 LJOKYMEHTOM-3aNnnToM.

218. Ocob6oBi cnpaBuM [JepxaBHUX CNYX60BLIB (QOPMYKOTbHCA Yy MNOPALKY,
BU3HayeHomy HAAC.

219. Po3paxyHKOBO-MnaTiXHI BigoMoCTi (0C060Bi paxyHKM) MpaLiBHUKIB
paigepXagmiHicTpayii cucTemMaTM3ylOTbCA B MeXax PpoKy 3a npissuwamy B
anasiTHOMY nopagKy, a BIiAOMOCTI WOAO BUNAaTKU rpowein (BigOMOCTI WOA0
HapaxyBaHHA 3apo6iTHOT nnatu) MNOBWMHHI OyTM copmMoBaHi WoMicAua 3a
KaneHjapHui pik.

220. MeTogu4yHe KepiBHUUTBO | KOHTPONb 3a (popMyBaHHAM cnpasB B anapari
pangepxagMmiHicTpauii 3giicHI0eTbCA CNYX6010 4inoBOACTBA.
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36epiraHHs JOKYMeHTIiB ByCTaHoOBax

221. JOKYMEHTM 3 Yyacy CTBOpPeHHA (HaAXOL>XKeHHA) | 40 nepefayi 40 apXiBHOro
nigposginy pangepxaamiHictpauii (npayiBHUKY CNyXo6wm [LiN0BOACTBA,
BignoBiganbHOMY 3a apxiBHe 36epiraHHA AOKYMeHTIB) 36epiratoTbca 3a Micuem ix
CTBOPEHHA. HopmaTMBHO-NpaBOBi akKTu 36epiraldTbCAd 3a MicueM iX BUAAHHA, a
AOKYMEHTUN WOA0 TX pO3p06/EHHA, MOrO>KEHHSA TOWO - 3a MiCL,eM CTBOPEHHS.

222. 306epiraHHs [JOKYMEHTIB i cnpaB B paigepxagMiHicTpauii 3abesneuvye
cny>xba finoBoacTBa pangepxagmiHicTpauil.

223. CnpaBu 36epiraloTbCs Yy creuianbHin KiMHaTi Yy BepTUKaNbHOMY
MOJIOXKEHHI B wWamax, Wo 3akpusawTbCca. 18 NigBULLEHHSA OMepaTUBHOCTI MOLWYKY
LOKYMEHTIB CcrnpaBy poO3MIWLYKOTbHCA BIANOBIAHO [O HOMEHKnaTtypu cnpas. Ha
KOpiHUAX 0O6KNafAMHOK CnpaB 3a3HavyaloThCs iHAEKCU 3a HOMEHKIATYPOlHO.

224. ®oHorpamm 3acifaHb KonerianbHoOro opraHy 36epiraloTbCsi Yy WOro
cekpetapa. Ha Hocil @oHorpamu (i ynakoBui) pobwuTbcA BigMiTKa npo pfaty
3acigaHHa 1 4yac 3anucy. Cekpertap KoOneriaflbHOro opraHy Bignosigae 3a 1x
36epiraHHs.

225. Bupaya cnpaB, CKnageHnx 3 AOKYMEHTIB y nanepoBii ¢opMi, y TMMUyacoBe
KOPUCTYBaHHA npayiBHUKaM CTPYKTYPHUX Migpo3A4iNnis pangepxagMmiHictpauii
3AIACHIOETLCA 3 [03BONY KepiBHMKa CNyX6w AinosojcTsa, iHWWM ycTaHOBaM — 3
MMCbMOBOIO [03BONY KepiBHWKa anaparty pangepxagMmiHicTpauyii. Ha BugaHy cnpasy
CKNnajaeTbCAd KapTKa-3aMiHHMK. Y KapTui 3a3HavyalTbCA IHAEKC crpasBu, 3arosoBOK
cnpasu, paTa i1 Bupaadvi, ocoba, AKiA cnpaBy BuMAaHO, gaTta Ti MOBEPHEHHSA, Mignucu
ocib, AKi Buganu ta NpuUnHANM crnpaey.

226. HafaHHA cnpaB y TMUMYacoBe KOPUCTYBaHHA 34iNCHIOETLCA He 6ifbll AK Ha
OAVH MicAUb.

227. Buny4yeHHs LOKYMEHTIB i3 cnpaBu NOCTIMHOro 36epiraHHA 3a60pOHSAETbLCA.
Y BWHATKOBUX BUMNAaAKaX BUYYEHHA [OKYMEHTIB [ONYCKAeTbCA 3 [03BONY
KepiBHMKa anapaTy paigepxagmiHicTpauii 3 060B’A3KOBMM 3alMLWIEHHAM Yy cnpasi
3aCBilMEHNX HANEXHUM YNHOM KOMIN.

V. MNMopAafoK NigroToBKN cnpas A0 nepefaydi Ans apxiBHOro 36epiraHHs

EkcnepTwu3a UiHHOCTI JOKYMEHTIB

228. OCHOBHI 3acagu nNpoBefeHHA eKCnepTu3n LIHHOCTI, CKNafeHHA onucis
cnpas, O(MOPM/IEHHA cnpaB Ta nepejadi cnpas fJo apxiBHOro nigposainy
paigepxagmiHicTpayii (npayiBHUKY cnyX6u AinosoacTeBa, BignoBifganbHOMY 3a
apXxiBHe 36epiraHHs AJOKYMEHTIB) Ha apxiBHe 36epiraHHA BM3HA4YalTbCs IHCTPYKUiIED
3 4iN0BOACTBA B €N1€EKTPOHHIN PopMi.
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Llieto IHCTpYyKLUi€0 BM3HaA4YalOTbCA OKPeEMi 0COOGMAMBOCTI MNiAroTOBKM Ccnpas,
copmoBaHMUX Yy ManepoBiin Qopmi, A0 nepegadi Ans apxiBHOro 36epiraHHsA, AKi
3aCTOCOBYHOTbCA 3a HasfABHOCTI nifcTaB, SAKi BU3HAKTbLCA OO6IPYHTOBaHWUMWU [ANd
CTBOPEHHSA paijepXxagMiHicTpalicto JOKYMEHTIB Y naneposiii gopmi.

229. MNpoBefeHHSA eKCrnepTn3n LIHHOCTI AOKYMEHTIB nonsarae y ix BcebiyHOMY
BMBYEHHI 3 METOK BHEeCeHHS A0 HauioHanbHOro apxiBHOro POoHAY abo BUYYEHHS 3
HbOr0 Ta BCTAHOBJIEHHA CTPOKIB 36epiraHHA [OKYMEHTIB, LW,0 He nignaralnTb
BHECEHHIO [0 3a3HayeHOro ®oHAy.

230. Ana opraHisauii Ta NpoBeLeHHA eKCnepTu3nM LIHHOCTI [LOKYMEHTIB B
pangepxagmiHictpauii (y pasi noTpebu B CTPYKTYPHMUX Nigpo3finax) yTBOpPHOTbLCA
MOCTINHO Ait0Yi eKCnepTHI KOMicil.

231. EkcnepTum3a LiHHOCTI AOKYMEHTIB MPOBOAUTHLCH WOPOKY B CTPYKTYPHUX
nigposginax panpgepxagMmiHictpauii 6esnocepedHb0 ocobamu, BiAgnoBiganbHUMK 3a
opraHisauito finosofcTea B UMX Nigpo3ginax, pa3oM 3 eKCNepTHOK KOMicielo nig
MeTOAUYHUM KEepPiBHULTBOM CNY>X6W [inoBoACTBA.

232. BunyyeHHAa [OKYMEHTIB ANA 3HUWEHHA 6e3 MpoBefeHHA MonepefHbOl
eKCrnepTu3n IX LiHHOCTI 3a60pPOHAETHCA.

233. Bipbip AOKYMeHTIB MoOCTiNHOro 36epiraHHs 34IACHIOETLCSH Ha MifgcTasi
TUNOBUX Ta BigOMUYMUX (rany3eBmx) nepenikis LOKYMEHTIB i3 CTpOKaMu 36epiraHHs,
HOMEHKNATYpK cnpasB pangepxagMmiHicTpayii WAAXoM nepernsgy KOXHOro apkyta
cnpaBu. [lopyyeHHs oOpraHiB BnaguM  BUWOro piBHA, WO Hagiwnm Ao
pargepxagmiHicTpauii y BUrnagi nanepoBoi Konii, He MOXYTb 6yTu BigibpaHi fK
[OKYMEHTWN NOCTiNHOTro um Tpmeanoro (noHasg 10 pokiB) 36epiraHHs.

234. 3a pe3ynbtataMmu eKkcnepTnsn LIHHOCTI LOKYMEHTIB B
paingepxagmiHicTpauil cKnagaeTbCqd akT MNP0 BUYUYEHHSA ONA 3HULWEHHS LOKYMEHTIB
y naneposini popmi (gogatok 11).

235. 3BefeHi onucku cnpaB nocTiinHoro, Tpmeanoro (noHag 10 pokiB) 36epiraHHS
Ta 3 KagpoBMX MUTaHb (0CO60OBOro cCknagy) Ta akT MPO BUAYYEHHS ANS 3HULLEHHSA
LOKYMEHTIB, He BifjHeceHMX [0 HauioHanbHOro apxiBHOro ¢oHAy, po3rndgarThbes
eKCMepTHOK KOMicielo pangepxagmiHicTpayii ogHo4vacHo. Micnga 3aTBepXeHHS akTa
pangepxagMiHicTpayia Mae NpaBo 3HUWNTN BU3HAYEHI HUM JOKYMEHTH.

236. AKT Npo BWUNYYEeHHS [ANA 3HULEHHS [AOKYMEHTIB CKnafjaeTbCA LWOAO0
AOKYMEHTIB, He BHeceHMX [0 HauioHanbHOro apxiBHOro (poHAY, Ha cnpaBu BCIEl
panfepxagMmiHicTpayii. HalMeHyBaHHS CTPYKTYpPHOro nigpo3finy 3a3HayarTbCs
nepeg rpynot 3arosoBKiB cnpas UbOro Nigpo3giny.
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CKnafieHHs1 onucis crpas, WO CKNajeHiy naneposiin opmi

237. Onuc cnpas - apXiBHWIA LOBIAHWUK, NMPU3HAYeHU ANA 061iKy Ta PO3KPUTTH
3MICTY OAMHULUbL 36epiraHHA, oAMHUUbL 06MiKYy, 3aKpinneHHa X cucTematusauii y
MeXax apXiBHOTo (OHAY.

238. Onucu cnpas yKnafalwTbCA OKPeMO Ha CrpaBu MOCTIMHOro Ta TPWUBAnoro
(noHag 10 pokiB) 36epiraHHA Ta 3 KagpoBux nuTaHb (0co60BOro cknagy). Ha cnpasu
TuMmyacoBoro (go 10 pokiB) 36epiraHHs ONUCKU He CKNagarThbCA. Y pasi nikBigauii um
peopraHisauii yctaHOBM TaKi onucu cknagaroTbcqd 060B’A3K0OBO.

239. Onucu cnpaB CTPYKTYpPHOro nigposginy cknagawTbCAd LWOPOKY 3a
BCTaHOBNEHOW (opmoto (gogaTtok 12) nocagoBok 0cob60l, BignoBiganbHOK 3a
AiNOBOACTBO Yy CTPYKTYPHOMY nigpo3gini, 3a MeTOAMYHOT [AOMNOMOIU CRyX6u
AinoBoACTBA.

240. Homep onucy cnpaB CTPYKTYpPHOro nigposginy nNOBWUHEH CKnajgaTuca 3
IHOEeKCY CTPYKTYpPHOro nigpo3finy 3a HOMEHKAaTypok cnpaB 3 [O0AaBaHHAM
noYyaTKoBOT NiTepU Ha3BW KaTeropii JOKYMEHTIB, W0 BK/OYAKTbLCA A0 ONuUCy, Ta
YOTUPLOX LUUMP POKY, B AKOMY pPO3Mo4aTto Crnpasu, BKAKOYEHI 4O onucy. Hanpuknag,
onucu cnpaB nocTiiHoro, TpuBanoro (noHag 10 pokiB) 36epiraHHA Ta 3 KagpoBuUX
nuTaHb (0CO60BOro0 ckKnagy) CTPYKTYPHOro nigposainy 3 iHA4. 5, wo posnouaTti y
2011 poui, MmaTumyTb HoOMepu: 5 H —2011; 5T —2011; 50C -2011.

241. Tlig yac cknajaHHA onucis cnpas cnig LOTPMMYBATUCA TaKUX BUMOT:

1) KOXXHa crnpaBa BHOCMTbLCA A0 ONUCY Nig caMOCTIMHMM NOpPALKOBUM HOMEPOM
(AKWo cnpaBa Mae Kinbka TOMiB, KOXHWWA TOM BHOCWUTbCA 4O ONWUCY Nif OKPEMUM
HOMEpPOM);

2) rpadgu onucy ogopmMaTLCA BigNOBIAHO 4O BifOMOCTel, 3a3Ha4YeHUX Ha
o6KnagnHui cnpasu;

3) y pa3i BHECEHHA [0 ONUCY KifIbKOX crpas nigpag 3 04HaKOBUM 3aro/i0BKOM
3a3HayaeTbCsA MOBHICTHO NMWe 3aro/ioBOK MepLloi cnpasu, a BCi IHWI OAHOPIAHI
crnpaBu Mo3HayalTbCA cnosBamu "Te came™, Npu LUbOMY iHLWI BiJOMOCTI MPO CMNpasu
BHOCATLCA [0 OMUCY MNOBHICTIO (Ha KOXHIA HOBIM CTOPiHWI oOnucy 3aronoBOK
BIATBOPKOETLCA MOBHICTHO);

4) rpaga onucy "MNpumiTKa" BUKOPUCTOBYETHLCA A48 BIAMITOK NPO 0CO6/NBOCTI
(i3MYHOro CcTaHy crnpas, NPO nepegady cnpae iHWWUM CTPYKTYPHUM nMigpo3ginam
yCTaHOBW abo iHWIi yCcTaHOBI, NP0 HafABHICTb KOMiA AOKYMEHTIB Yy Crpasi.

242. OnucKn cnpaB BegyTbCs MPOTATOM KiflbKOX POKiB 3 BUKOPUCTAHHAM €4UHOT
HacKpi3HOT HyMepaLlii. CnpaBn KOXHOro poKY CTaHOBASATb PiYHMIA po3gin onucy.

243. Y KiHUi onucy pobutbCcA NigCyMKOBWUI 3anuc i3 3a3HaYeHHSAM KiflbKOCTI
(unppamu i cnosamn) cnpas, WO OONIKOBYHTbLCA 33 OMNWCOM, a TaKOX
06yMOBNOKTLCA 0CO6GMMBOCTI HyMepauii cnpaB B onuci (NiTepHi Ta nponyuweHi
HOMepKU cnpas).
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244. Y piyHWiA po3fin onuc) cnpaB BHOCATLCSA TAKOX CMNpaBW, He 3aBeplUeHi
MPOTAroM KafeHAApHOro POKY. Y Takux Bunafgkax Yy KiHUi piyHMX po3ginis onwucy
KOXXHOF0 HaCTymHOro poKy, npoTAroMm $KOro cnpaBuM MNpPOAOBXYBaauca B
AinosoacTsi, 3a3HavyaeTbca "[AOKyilieHTU 3 LLOro NUTAHHS AMB. TaKOX Yy po3Aini 3a

piK, No .

245. Onuc cnpae, CKnajeHux y naneposiin Qopmi, cknagaeTbcqd y [ABOX
NPUMIPHNKAX, OWUH 3 AKX MepefaeTbCa pa3oM i3 cnpaBamu, a iHWMWIA 3anMLLAETLCA
K KOHTPONbHUIW NPUMIPHUK Yy cNyX6i ginoBojcTaa.

246. Ha ocHoOBI onuciB cnpaB CTPYKTYpPHUX Nigpo3finis cnyxba AinoBoacTsBa
roTye 3BefleHi onucu crnpae NocTinHOro ta Tpueanoro (noHag 10 pokiB) 36epiraHH4,
3 KagpoBux nutaHb (0C060BOro cknagy).

247. 3BefleHM onuc cnpaB MOCTIMHOro 36epiraHHA CKNafaeTbCa Yy YOTUPbLOX
npumipHuKax, Tpusanoro (noHag 10 pokiB) 36epiraHHa - y ABOX MPUMIipHUKaX, 3
KagpoBux nutaHb (0C060BOro cknagy) - y TPpbOX MNpuMipHUKax. OAUH MPUMIPHUK
3aTBEPAXEHOro ONucy NofaeTbCA apxiBHOMY BifAiny pangepxagmiHicTpayil.

248. PaligepxagmiHicTpauis 3060B’d3aHa onMcyBaTn JOKYMEHTU MOCTIAHOrO Ta
Tpueanoro (noHapg 10 pokiB) 36epiraHHs, 3 KagpoBuxX nNuTaHb (0C060BOr0 CKnagy) He
nisHiWe HDX 4Yepe3 ABa POKWM Micna 3aBeplleHHA cnpaB y [AiN0BOACTBI, a TaK0OX
nepefaBatm [OKYMEHTWM MNOCTiMHOro 36epiraHHa BIiANOBIAHO [0 3aTBEPAXEHUX
onuciBe cnpaB [0 apxiBHOro Bigginy pangepxagMmiHictpalii B YCTaHOB/EHI
3aKOHOJaBCTBOM CTPOKM.

OcbopmneHHs cnpas, CKNafeHUXy naneposin gopmi

249. OdgopmMneHHs crnpaBu nocTinHoro i Tpusanoro (noHag 10 pokig)
36epiraHHa nepegbayae Hymepayito CTOPIHOK y chpaBi, CKNafeHHsA y pasi notpebu
BHYTPIWHbLOIO ONWUCY AOKYMEHTIB CMpaBW, HaABHICTb 3aCBifyyBaNbHOr0 Hanucy
CrpaBun MPO KifIbKICTb CTOPIHOK 1 NP0 0CO6/MBOCTI (PI3MYHOr0 CTaHy Ta (POPMYBaHHS
cnpasu, NigWwmBaHHA abo onpasfieHHA cripaBu, OWOPMIEHHA OO6KNALUHKN CNpaBu.

250. [OoKyMeHTW TuMM4YacoBoro 36epiraHHsd, cdopmoBaHi Yy cnpaeBu, He
MNiAWNBAKOTLCA, CTOPIHKW He HYMEpYHTbCA, YTOUYHEHHHA efIeMeHTIB O(OPM/EeHHA
0O6KNafMHKN  He TMPOBOAWUTLCA, 3@ BUHATKOM  MNEPBUHHOT  ByXranTepcbKoi
LOKYMeHTaLii.

251. Tlicng 3akiHYeHHA LINOBOLHOrO POKY A0 HamuciB Ha O06KnagMHKax cnpas
MOCTIAHOIO i TPpMBaANOro 36epiraHHA BHOCATbLCA HEOOGXiAHI YTOUHEHHSA, NepeBipAETLHCA
BiANOBIAHICTb 3arofioBKiB cnpaB Ha 06KAagWHUi 3MICTYy NigWUTUX [LOKYMEHTIB,
BHOCATbCA Yy pasi noTtpebum A0 3arofioBka chnpaBuM A0AaTKOBI  BifOMOCTI
(npocTaBnsAOTLCA HOMEpPW HakasiB, MNPOTOKOMIB, 3a3HayalwTbCA BUAM |1 Hopmu
3BITHOCTI TOLLO).
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252. [ata Ha o06KnaguHLi cnpaBuM MOBMHHA BIiAMOBigaTW pPOKY MOYaTKy |
3aKiHYeHHA cnpasu; y crpasi, WO Mae LOKYMEHTU 3a Oifibll paHHI POKWU, HIXK PIK
YTBOPEHHSA cnpaBu, Nig AaTo poObUTLCS HANUC "€ JOKYMEHTU 3a__ pPOKK".

253. Ha o6knaguMHkax cnpaB, WO CKAagawTbCs 3  KiNbKOX  TOMIB,
MPOCTaBMATHCA AATU MEPLIOro i 0CTAHHLOIO JOKYMEHTIB KOXHOI0 TOMY (4acTuUHMN).
Y pasi 3a3HayeHHA TOYHOT KafeHAapHOT AaTu NPOCTaBAAETLCA YMUCNO, MICAUb | piK.
Yucno i pik no3HayaroTbCa apabCbKumMm undpamun, mMicaub NULWIETLCA CNOBOM.

254. Ha o6knaguHui cnpaBu NPOCTaBASAETbCA HOMEP CNpaBuM 3a 3BEAEHUM
onucomMm i 3a MOrofXeHHSM 3 apxiBHMM nigpo3ginom pangepxagmiHictpauii
(npauyiBHMKOM cny>6u pfinoBoAcTBa, BiAnNoBigaibHUM 3a apxiBHe 36epiraHHs
LOKYMEHTIB) - HOMeEpP onucy i hoHAy.

255. Y pa3i 3MiHW HalimMeHyBaHHA pangepxagmiHictpayii (i CTpYKTypHOro
nigpo3giny) npotaroMm nepiogy, KM OXONNKOKTbL JOKYMEHTW cnpaBu, abo nifg 4vac
nepegadi crnpasu A0 IHWOT yCTaHOBM (CTPYKTYPHOro nigposainy) Ha obknaguHui
CrpaBu 3a3HayaeTbCA HOBE HaliMeHyBaHHS YCTaHOBM (CTPYKTYPHOro nigpo3giny), a
nonepefHe 6epeTbCA B AYXKU.

256. Hanucum Ha o06KnaguMHKax crpaB MNOCTIMHOrO Ta TpuBanoro (noHag
10 pokiB) 36epiraHHA po6NATbLCA UYITKO YOPHUM CBIT/NIOCTIAKMM YOPHWUAOM abo
nacTow. HaknewBaHHA TUTYNbHOrNO0 apkywa Ha O06KnagWHKy cnpaBu  He
LOMYCKAETHCA.

MNepepayva cnpas, CKNajeHUXy naneposiit hopmi, Ha apxiBHe 36epiraHHA [0
apxiBHOro nigpo3giny pagep>kagmiHicTpayii (npauiBHUKY cny>k6m 4inoBoacTBa,
BIiAMOBigaNbHOMY 3a apxiBHe 36epiraHHA LOKYMEHTIB)

257. CnpaBu nocTinHoro Ta TpueBanoro (noHag 10 pokiB) 36epiraHHA, 3
KagpoBux nuTaHb (0C060BOr0 CKNagy) yepes ABa POKM NicNs 3aBepLUEHHSA TX BEAEHHSA
nepefalwTbCA 40 apXiBHOMo NiApo34iny pangepxagMmiHicTpadii (npayiBHUKY Cy>X6u
finoBoacTea,  BignoBiganbHOMY 32 apXxiBHe  36epiraHHs  [QOKYMEHTIB) B
ynopsAKoBaHOMY CTaHi And nofanblworo 36epiraHHA Ta KOPUCTYBaHHS.

258. Tlepepaya cnpaB Ha apxiBHe 306epiraHHA [0 apxiBHOro nigposginy
pagepxagMmiHicTpauil (npauiBHUKY cnyxé6wm pginoBoacTBa, BignoBifjanbHOMY 3a
apxiBHe 36epiraHHA [OKYMEHTIB) 3AINCHIOETLCA 3a rpafikom, 3aTBepAXKEHUM
KepiBHMKOM anaparty pangepxagmiHictpayii.

259. 3a NMCbMOBUM 3BEPHEHHSIM CTPYKTYPHOTrO MiApo3A4iny apxiBHW Nigpo3ain
pangepxagmiHictpauii (npayiBHMK cnyx6wu AainoBoacTBa, BiAnoBifganbHMA  3a
apxiBHe 36epiraHHa LOKYMeHTIB) oopM/sfe BuAavy cnpas, CKMafeHUX Yy naneposil
(hopMi, Ha CTPOK A0 TPbOX MicALIB.
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260. TlMpuimaHHsA-nepegava KOXHOT  cnpaBu  3[4IACHIOETLCA  apXiBHUM
nigposginom pangepxagmiHicTpauii  (npayiBHUKOM CNY>X6K LiNnoBOACTBA,
BignoBsifganbHUM 3a apxiBHe 36epiraHHA AOKYMEHTIB) B MPUCYTHOCTI NpauiBHMKA,
AKUI nepefae ynopsaakoBaHi Ta opopMaeHi cnpasu.

261. CnpaBu nocTikHoro Ta Tpueanoro (noHag 10 pokiB) 36epiraHHs
nepegarTbCcad A0 apXiBHOro NiApo3A4iny pangepxagMiHictpauii (MpawiBHUKY CnyX6u
LiN0BOACTBA, BiAMNOBifaNnbHOMY 3a apXiBHe 36epiraHHsa JOKYMEHTIB) 3a onucamu.

Y KiHLUI KOXHOro npuMmipHMKa oOnucy npayiBHUK apxiBHOro nigposginy
paingepxagmiHictpauii  (npauwiBHMK cnyx6u AainoBoacTBa, BignoBiganbHUN 3a
apxiBHe 36epiraHHA JOKYMEHTIB), PO3MUCYETHCA Y NPUUAHATTI cnpaB i NPoOCTaBAAE
paty. OAMH NPUMIPHUK ONMUCY MNOBEPTAETLCA CTPYKTYPHOMY MiApo3Ainy, BCi iHLWI
3anunwarTbca B cNyx6i ginoBogcTsa.

CnpaBu, WO nepeparTbCcAa [0 apxiBHOro nigpo3giny pangepXxagmiHicTpauil
(npauiBHMKY cnyx6wu finoBoAcTBa, BIAMOBifanbHOMY 3a apxiBHe 36epiraHHs
NOKYMEHTIB), MOBUHHI OYTK 3B’A3aHi HANIEXKHUM YUHOM.

Palgep>xagMiHicTpayia 3060B’d3aHa 3abe3neynTu  36epiraHHA  apXxiBHUX
NOKYMEHTIB Ta nepefayvyy AOKYMEHTIB, WO HanexaTb A0 HauioHanbHOro apxiBHoro
(hoHAy, nicna 3aKiHYeHHA BCTAHOB/IEHWX TPaHUMYHUX CTPOKIB 1X 36epiraHHA B
apxiBHOMY nigpo3gini pangepxagmiHictpayii gna nocTiiHOro 36epiraHHa fo
apxiBHOTO BigAiny pangepxagmiHictpauil.

KepiBHUK anapaTty panoHHOI
Aep>XXaBHOT agMiHIicTpauii TeraHa TAPACEHKO

CXBAJIEHO

MpoToKkon 3acigaHHs

EKcnepTHOT KOMICIT apXiBHOTO

nigposginy anapaty paoOHHOT gep>XaBHOT agMiHicTpauyii
PaioOHHOT fepXXaBHOT agMiHicTpaLil

31nunHa 2024 poky Ne 1

MOro4>XEHO

MpoTOKON 3acifaHHA

EkcnepTHOT KOMicCIT

apxiBHOro BigAiny paioHHOT fepXXaBHOT agMiHicTpauii

01 cepnHa 2024 poky Ne 6



JopaTtok 1

[0 THCTPYKLIT 3 finoBOACTBA B
paioOHHIN fepXXaBHil
agMiHicTpauyii

(NyHKT 8)

3ATAJIbHI MPABUA
opopMIEHHA JOKYMEHTIB

1. Ona o0(pOopMNeHHA TEeKCTIB CNy>X060BMUX [OKYMEHTIB BUKOPUCTOBYETHCH
rapHiTypa Times New Roman Ta wpu@T po3mipom 12-14 gpyKapCbKuUX MYHKTIB abo
8-12 [OpyKapCbKWX MNYHKTIB AN LPYKYBAHHA pekBiauty "lpisBuwe BUKOHABLA |
HOMep MOro TeneoHy", BUHOCOK, MNOACHIOBANbHUX HaMuCiB 4O OKPEMWUX €NeMEHTIB
TEKCTY AOKYMeHTa abo MOro pekBi3mTiB TOLLO.

2. Mpun opopmMneHHI 3aCTOCOBYETLCA LWIPUPT:

HaMIBXWPHUI WPUQT BEAMKUMU NiTepamu - ANS Ha3BU BUAY AOKYMEHTa,;

HaniBXupHuii (NpsamMuini abo KypcuB) - [ANA 3arofioBKiB Ta KOPOTKOro 3MmicTy
LOKYMeHTa.

3. Mpun ohopmeHHI TEKCTIB MIDXXKPAAKOBUIA iHTepBas NOBUHEH CTAHOBUTW:

1- Ansa cKkNagoBuUX TEKCTY AOKYMEHTa, peKBi3uTy "[ofaTok"™ Ta MOCUMNaHHA Ha
LOKYMEHT, WO cTaB MiACTaBOK A4 NIATOTOBKU (BUAAHHA) MOTOYHOIO LOKYMEHTA;

15 - Ansa cknagoBux 4YacTuH pekBi3nTie "Apgpecat” Ta "'pud 3aTBepa>XeHHS",;

1,5-3 - pna BifOKPEMIEHHSA PeKBI3UTIB 4OKYMEHTA OAWH Bif O4HOrO.

4. BnacHe imM’d Ta npisuwe B pekBi3uTi "Tlignuc" po3milWyeTbCqd Ha PiBHI
OCTaHHbLOTO pALKa Ha3BW NOcCagu.

5. MakcumanbHa A0BXWHA pagKa 6aratopagkoBuUX PeKBI3UTIB (KPiM PeKBI3NTY
TeKCTY) - 73 minimetpu (28 gpyKoBaHUX 3HAKIB).

6. AKLLO KOPOTKUI 3MICT 40 TeKCTy nepesBuuiye 150 3HakiB (N’ATb pAAKiB), Moro
[03BONIAETLCA NPOAOBXYBATU A0 MeXi npaBoro nonfd. Kpanka B KiHLi 3arosioBka He
CTaBUTbCA.

7. Mpn oopMneHHi AOKYMEHTIB BIACTYNn Big Mexi NiBOro nond AOKYMeHTa
CTaHOBUTb:

125 minimeTpiB - Ana im’a 1a npissuwa peksisuty "fignuc";

100 minimeTpiB - Anga peksBisuTy "Ipud 3aTBepaKeHHA";

90 minimeTpiB - gna peksisnty "Apgpecart”;

10 minimeTpiB Ans a63ayiB y TEKCTI;

0 minimeTpiB:



MpopoBXeHHA fopaTka 1

ana cnis: "CNYXANN", "BUCTYMNuan", "BUPILNAN", "YXBAOWNIN",
"HAKA3YHO", "3060B'A3YIO";

And pekBi3uTiB: "Jata fokymeHTa", "KopoTkui 3MmicT pokymeHTa", "TekcT"
(6e3 ab3auiB), "BigmiTka npo HasBHICTb fopaTtkie", "Mpi3BuLLe BUKOHABLA i HOMep
noro TteneoHy", "BigmMiTKa Npo BUKOHAHHS AOKYMeHTa | HafCWNaHHA Woro fAo
cnpasmn"”, cnoso "JopaTtok"”, peksisutn "Adopatok” Ta cnoso "lligcraea” 3anucy npo
NOCUMaHHA Ha LOKYMEHT, L0 CTaB NigcTaBo A1 MIATOTOBKM (BUAAHHA) NOTOYHOTO
[OKYMeHTa, HalilMeHyBaHHA nocaaun y peksisuTi "Mignuc", 3acBifuyyBanbHOro Hanucy
"3rigHo 3 opuriHanom" Ta AN9 nepworo peksisuta "Ipug 3aTBepmXeHHA", AKLLO TX B
LOKYMeHTI fBa.

8. Tlig vac ogopmneHHA [LOKYMeHTIB (foAaTkKiB A0 HMX) Ha ABOX i Oinbwe
CTOpPiHKax Apyra Ta HacTYMHi CTOPIHKN MOBUHHI BYTW NPOHYMEPOBaHi.

9. Homepu CTOpPIHOK CTaBNATbCA MNOCEpPeAUHI BEPXHbLOro MNONA CTOPIHKYK
apabcbkumm undpamm 6e3 3a3HayeHHA cfoBa "CTOpPiHKA" Ta po3f4iNnoBUX 3HaKIB.
Mepwa cTOpiHKA He HYMepyeTbCA Hi B LOKYMEHTI, Hi B KOXHOMY 3 [0AAaTKIB.
JOKYMEHT | KOXeH 3 ofaTKIB MalOTb OKpPeMY Hymepauito.

10. TeKCTM AOKYMEHTIB APYKYKTbCA Ha OAHOMY 60Ui apKywa. [JOKYMEHTU He
MOCTIAHOIO CTPOKY 36epiraHHA o6carom 6Oinbwe 20 CTOPIHOK AOMYCKAETbCH
OPYKYyBaTM Ha /NMUbOBOMY |1 3BOPOTHOMY 6o0ui apkywa, npyv LUbOMY PEKBI3UT
"Mignuc" noBuHeH OyTWM pPO3MIlLLEHM Ha NULLOBOMY, a He Ha 3BOPOTHOMY 6oui
OCTAHHbLOTO apKylla AJOKYMeHTa.

11. CX-kop po3mipoM 21 Ha 21 MM PO3MIWYETLCA B HUXHLOMY NIBOMY KYTI
nepLww ol CTOPIHKM AOKYMEHTA.

[Ona npoekTiB akTiB Ta 000B’A3KOBUX A04ATKIB A0 HMX, WO PO3p0o6asat0TbLCA
opraHamMu BWKOHaBYOl BnaguM, NocTaHOB | po3nopsgkeHb KabiHeTy MiHicTpiB
Ykpaiuy nopag i3 CXK.-KogoM pOo3MilLlyHOTbCA MOr0 PeKBi3UTK, Hanpuknag:

MiHundpu Ne 003845.0011-M Big 20.07.2024

Mignucas: MetpeHko MeTpo MNMeTpoBuKY

CepTudikar: 341C050E72C685404000000 A6305009B940000
[incHnin: 3 12.12.2024 12:38:06 no 12.12.2025 12:38:06.



Jopatok 2

A0 IHCTPYKUIT 3 ginoBoAcTBa B
PANOHHIN aepXaBHii
agMiHicTpauyii

(nyHKT 37)

NMPUMIPHWIA MEPENIK
OOKYMEHTIB, LLO A03BONAETHCA 3aTBEPAXKYBATU MPOCTaBNAHHAM rpuda
3aTBepA)KeHHs nocajoBoi 0cobu 3a yMOBM IX NiATOTOBKW y naneposiin opmi

1. AKTn (roToBHOCTI 06’eKTa 4O eKcnayartauii; CnucaHHA; iHBeHTapu3auil;
eKCNepTuU3n; BUIYUYEHHA cnpaB A8 3HULULEHHA; nepedadvi cnpas; Nikeigauii ycTaHOB
TOL0).

2. 3aBfaHHA (Ha nNpoeKTyBaHHA O0O6’eKTiB, TeXHIYHWUX cnopyh, KanitanbHe

OYAiBHMUTBO; Ha MPOBELEHHA HAYyKOBO-AOCMILHWUX, MPOEKTHO-KOHCTPYKTOPCbKUX |
TEXHOJIOTIYHUX POO6IT; TEXHIYHI TOLLO).

3. KowrTopucu Butpat (Ha YyTpUMaHHA anapaty YynpasniHHA, OYAWHKIB,
NMPUMILLEeHb, CMOPYA; Ha MIATOTOBKY Ta OCBOEHHS BUPOOGHMLUTBA HOBUX BUPOOIB; Ha

KanitanbHe 6YAIBHULTBO TOLLO).

4. Mepenikn (nocap npauiBHUKIB 3 HEHOPMOBaHUM PO6GOYMM [HEM; TUMOBUX,
BifOoMunX (ranysesmx) LOKYMEHTIB i3 CTPOKamMu 36epiraHHs TOLW0).

5. PO3LiHKN Ha BUKOHAHHA poOIT.
6. CtaTyTn (NOJIOXXEHHSA) YCTaHOB.

7. CTpyKTypa pangepxagmiHictpayii.



JopaTtok 3

A0 IHCTPYKUIi 3 AiNoBOACTBA B
PaMOHHIN AepXXaBHil
agMiHicTpayil

(NYHKT 67)

NMPUMIPHWUI MEPENIK
AOKYMEHTIB, MigNNUCK Ha AKUX CKPINIOTbLCA repboBO0 NeyaTKow
y pasi iXx CTBOpPeHHSA y nanepoBiii hopmi abo 3acBifuyOTbCA KBa/niikoBaHO
eNeKTPOHHO NeyvyaTKO panfgepxagmiHicTpayiiy pasi
IX CTBOPEHHS B €/IEKTPOHHIN dopmi

1. AKTU (BMKOHaAHHS pOO6IT, cnMcaHHA, eKCcnepTu3n, (iHAaHCOBUX MNEPEBIPOK;
BUNYYEHHA CnpaB AN 3HULLEHHA; nepegayi cnpas TOLWO).

2. BwucHoBKM |1 BIATYKM YyCTaHOB Ha AucepTauii Ta aBTopeepaTtu, Lo
HagcunawTbCca A0 Buwoi atectayimHol KoMicii YKpaiHu.

3. Josigkn (NiMiTHI; Npo BMNAATy CTPaxoBUX CYM; BUKOPUCTaHHA OO OXETHUX
aCUTHYBaHb Ha 3apnsaTy; NPo HapaxoBaHy 3apnnaTy TOL0).

4. [orosopu (npo MmartepianbHy BignoBifaNbHICTb, HayKOBO-TEXHiYHE
CNiBPOOITHMLUTBO, NIAPAAN, OPeHAY NPUMILLEHb; NP0 BUKOHaHHSA po6iT TOW,0).

5. JokymMeHTU (AOBIAKW, NOCBIAYEHHSA TOLLO), WO 3acBig4yOTb Npasa rpoMagsH
i KPUANYHKX OCIb.

6. opy4YyeHHS Ha OAep>XaHHS TOBapHO-maTepianbHWUX LIHHOCTEW, O AXETHI,
GaHKIBCbKI, MeHCiNHI, nnaTiXHi.

7. 3aBfaHHA (Ha nNpPoeKTyBaHHA O0O6’€KTiB, TeXHIYHWUX cMopyph, KanitanbHe
OYAIBHULTBO; TEXHIYHI TOLLO).

8. 3aaBu (Ha akpegMTUB; NPO BiAMOBY Bif aKLenTy TOwWwoO0).
9. 3aABKKU (Ha o6nagHaHHA, BUHAXO4WN TOLWO).

10. 3pas3km BIig6WUTKIB neyaTtok i Nignucie npauiBHWKIB, fKi MalTb MpaBo
34IANCHIOBATN (hiHAHCOBO-rocnofapcbKi onepawyit.

11. KowTopuc BuTpaTt (Ha yTpUMaHHA anapaty Ynpas/iHHA; Ha NIATOTOBKY Ta
OCBOEHHA BUPOOGHMLTBA HOBWUX BUPOOIB; Ha KanbKynduilo 3a [OroOBOPOM; Ha
KanitanbHe 6yAIiBHULTBO TOLLO).
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12. IncTun rapaHTiiHi (Ha BUKOHAHHA po6IT, HagaHHA nocayr Towo).

13.

MopaHHA | KnonoTtaHHA (NPO Haropof>XeHHA opAeHamu | mMepanamu; npo

NMPemMitoBaHHSA).

14.

15.

16.

17.

18.

19.

20.

21.

MpoTokonu (NOTrOAXKEHHS MNaHiB NOCTaBOK).

PeecTpu (4ekiB, 6IO4XKETHUX LOPYUEHbD).

Cneuyndikayii (Bupobis, NPOAYKLIT TOLWO).

CninbHi LOKYMeHTU, NiArOTOB/EHI Bif iIMeHI 4BOX i 6ifiblie yCTaHOB.
CTtaTtyTu ycTaHOB.

TUTYNbHI CNUCKW.

TpyaoBi KHUXKN.

ApPKyLWi NOrof>eHHs MPoeKTiB HOPMATUBHO-MPaBOBNX aKTIB.
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10.

11.
12.

Jopatok 4

A0 IHCTPYKLIT 3 AinoBoAcTBa B
paioOHHIN aepxXaBHii
agMiHicTpayii

(nyHKT 155)

NMPUMIPHUW NEPENIK

AOKYMEHTIB, WO He NignaratTb peecTpayil cny> 6ot ginosojcrtea

Bug nokymeHTa
3BefileHHA Ta iH(DopMauid, HagicnaHi o Bigoma
PeknamHi NoBiLOMMEHHA, NnakaTn, nporpaMmu
Hapaf, KOHMepeHLin Touo
MpenckypaHT (Konit)
Hopmwu BuTpatn martepianis
BiTanbHi NUCTK 1 3anpoLleHHA
MicayHi, KBapTaNbHi, NiBPIYHI 3BITK
Mpaiku, Hapagu, 3aaBKU, PO3HaPALKM
dopmMKn CTATUCTUYHOT 3BITHOCTI
OpyKoBaHi BUAaHHA (KHUTK, XXYpPHanu, 6roneTeHi)

HayKoBi 3BIiTK 3a TeMamu

HaByanbHi nnaHu, nporpamun (kKoniv)
Jorosopu

CneuianbHun o6nik*
He nignaraoTb peectpauii
4n 06niKy y 6yab-AKUiA
iHW WK cnoci6

bi6nioteka
(06niKoBYHOTbCA NULIE Y
pasi Ti HasBHOCTI)
Cnyxb6a HayKoBO-
TeXHIYHOT IHopMaLii
(o6nikoBYHOTbCA NULLIE Y
pasi i1 HaABHOCTI)
KagpoBa cnyxb6a

Byxrantepcbka cnyx6a

*Y pasi BiACYTHOCTI B paigep>xagmiHicTpauii BignoBigHOro cnewianizoBaHoro nigposginy
cneyianbHWin 067iK 34iACHIOETLCA CNYXX6010 AiN0BOACTBA ab0 3a PilleHHAM KepiBHMKa anaparty He
3MiACHIOETHCH.



Jopatok 5

[0 IHCTPYKUIT 3 AiN0BOACTBA B
PaMOHHIN fAepXXaBHil
agMiHicTpauyii

(nyHKT 161)

NMPUMIPHWI CKNAL
3anucy npo peecTpayito BXIiAHUX JOKYMEHTIB*

1. Bup LOKyMeHTa.

2. [aTta Ta yac HaAXo[)KeHHA AOKYMeHTa B paigepxagmiHicTpauito.

3. [ata peecTpayii 4OKyMeHTa.

4. PeecTpaliiHWI iHAeKC AOKYMEHTa.

5. KopecnoHAeHT.

6. [lata peecTpauii Ta peecTpauinHnii iHAeKC KOpecnoHAeHTa.

7. KOpOTKWiA 3MmicCT.

8. BignoBigansHuUini nigpos3fin pangepxagmiHictpauil, sKMn B YyCTaHOBNEHOMY
nopsagky BU3HAYEHUN BigNOBiganbHUM 3a BUKOHaHH# JOKYMEHTa B
pangepxagmiHicTpauil.

9. BignoBiganbHWI BWKOHaBeub — MpayiBHUK BigNoOBiAanbHOro nigposginy
pangepxagMiHicTpauii, AKWIA B YCTaHOB/IEHOMY nopagky BM3HAYeHUN
BiANOBIAaNIbHUM 3a BUKOHAHHA AOKYMeHTa B paigepxagMiHicTpayii.

10. BigmiTKa Npo BMKOHAHHA AOKYMeHTa.

11. CnpaBa Ne.

* |HCTPYKUi€ 3 AiN0BOACTBA YCTAHOBM MOXe OyTu nepefbayeHO AOAATKOBI CKMafoBi YaCTMHM
XXYpHany Ta BU3HAYEHO IHLWNIA MOpPALOK iX PO3MILLEHHS.



Jopatok 6

L0 IHCTPYKUIT 3 AinoBOACTBA B
PaiOHHIN fepXXaBHii
agMiHicTpauyii

(nyHKT 161)

NPUMIPHUW CKNAL
3anucy npo peecTpayio BUXIAHUX OKYMEHTIB, CTBOPEHUX YCTAaHOBOK™

1 [lata peecTpauii JOKYyMeHTa.
2. PeecTpauinHmin iHheKC LOKYMeHTa.
3. Appecar.

4. KopoTKuUii 3MmicT.

5. BignosiganbHuii nigpo3gin pangepxagmiHictpauii, AKuM MNiAroTOBIEHO
LOKYMEHT.

6. BignoBiganbHWin BMKOHaBeub — MpauiBHUK BignoBiganbHOro nigposainy
pangepxagMiHicTpayii, AKMA NigroTysBas LOKYMEHT.

7. [laTa Ta yac HagXOo[>KeHHA LOKYMeHTa ajpecary.
8. [laTa peecTpauii Ta peecTpauiiHnii iHLeKC agpecaTa.
9. BigMiTKa Npo BUKOHaHHS AOKYMeEHTa ajgpecaTtom.

10. CnpaBsa Ne.

* |HCTPYKLUi€0 3 AiN0OBOACTBA YCTaHOBM MOXe OyTW nepefbayeHO AOAATKOBI CKMafoBi YacTUHM
XKYpHany Ta BU3HAUYEHO iHLWMIA NOPALOK TX PO3MIilL,EHHS.



Jopatok 7

L0 IHCTPYKLIT 3 AinoBOACTBA B
PaNoOHHIN aepXaBHii
agMiHicTpauyii

(nyHKT 179)

CTPOKWN
BUKOHAHHA OCHOBHWUX [JOKYMEHTIB

1. AKT lMpe3ngeHta YkpaiHm - 30 AHIB 3 gaT¥ HabpaHHA HUM YMHHOCTI, AKLW,O
UMM aKTOM He nepefbavyeHo CTPOK BUKOHAHHA BU3HAYEHOI0 HUM 3aBAaHHS.

2. 3annT abo 3BEpPHEHHA:

HapoAHOro fenyrtaTta YKpaiHu - 3rifHO 3 BMMOramu 3akoHy YkpaiHu "Tpo
cTaTyC HapoHOro genyrtata YKpaiHn",;

genyrtata micueBol pagu - npotarom 10 gHIB 3 AHA WOr0 HaAXO[KEeHHS.

3. AKwo 3anuT (3BEpPHEHHA) HapoAHOro fenytata YKpaiHM 3 06’€KTUBHUX
MPUYNH He MOXe OYTW PO3rNISHYTO B YCTAHOBMIEHWUI CTPOK, HAACUNAETLCA MUCbMOBE
NOBIAOM/MEHHA CY06’eKTaM BHECEHHSA 3anuTy (3BepHeHHSA) i3 3a3HaAYeHHAM MPUYMH
MPOAOBXEHHS CTPOKY po3rnajgy.

CTpoKk po3rndagy [LenyTatCbKOro 3BEPHEHHS 3 ypaxXyBaHHAM  CTPOKY
NPOLOBXEHHA He MOXe nepesuiyyBatn 30 4HIB 3 MOMEHTY MOr0 HaAXOAXKEHHS.

4. PiweHHA KabiHeTy MiHicTpiB YKpaiHM w040 foonpalloBaHHS MNPOEKTIB
HOPMAaTUBHO-NPaBOBUX akTiB - npoTarom 10 AHIB 3 AHSA MPUUAHATTA BigMNOBIAHOrO
PilLEHHA, AKLW,O0 LUM PilLEHHAM He BCTAHOBJIEHO IHLWMWNA CTPOK.

5. NMocTaHoBM Ta BUCHOBKW Konerii PaxyHkoBoi nmanatun - npotarom 15 gHiB 3
[HA TX peecTpauii B yCTaHOBI, IKW,0 B HUX He BCTAHOBJIEHO iHLWIMWIA CTPOK.

6. TlorofXeHHsA MNPOEKTIB akTiB 3aiHTepecOBaHMMMW oOpraHamm - y CTPOK,
YCTAHOBNEHUIN X TONOBHUMWU pPO3pO6GHUKaAMK BiANOBIAHO 4O BMMOr PerfnameHTy
KabiHeTy MiHicTpiB YKpaiHu.

7. 3anut Ha ny6niyHy iHopmauito Big (i3nyHOT, HPUAMYHOT o0cobn,
06’egHaHHA rpomagdH 6e3 craTtycy HPUAMYHOT 0COo6U, KpiM CYO’€KTIiB BnagHuUX
NOBHOBAaXeHb, Ta HaflaHHA BIAMNOBIAI Ha 3anUT Ha iH(popMayito - MNPOTAroM CTPOKY,
BM3Ha4veHoro cratteto 20 3akoHy YkpaiHu "lpo gocTtyn Ao ny6niyHOT iHpopmayii™.



Jopatok 8

L0 IHCTPYKLIT 3 AinoBOACTBaA B
PanoHHIN aepXXaBHIN
agMiHicTpayii

(nyHkT 190)

IHPOPMALLIA

NMpo CTaH BUKOHaHHA 3aBfAaHb Ha .20
Ne HaimeHyBaHH# CTaH BMKOHaHHA 3aBAaHb (4OKYMEHTIB)
Ta IHAEKC CTPYKTYPHOTrO yCbOTO 3 HUX
nigposginy BUKOHAHO CTPOK CTPOK

MOAOBXEHO MOPYLIEHO

HaimeHyBaHHA nocagu
KepiBHUKA C/TYyXXO6U KOHTPOJIIO BnacHe im’a NMPISBULE

.20



Jopatok 9

40 IHCTPYKUIT 3 finoBoACTBa B
pPaoOHHIN fepXaBHil
agMiHicTpauyii

(nyHKT 204)

MPUMIPHA ®POPMA
HOMEHKATypWu crnpaB CTPYKTYPHOro Nigpo3ainy
y nanepoBii popmi

HoBoyKpaiHCbKa pailOHHa AepXXaBHa agMiHicTpawyis
Bigain ynpaBniHHA rnepcoHasniom

HOMEHK/NATYPA CIMPAB Ne 03-12 3a 2024 pik
CXBAJNEHO:
MpoToKoN 3acifaHHA ekcnepTHOT Komicil Big 01.11.2024 Ne 01-72/3

IHAeKC 3aro/sioBoK cnpasu KinbkicTb CTpoK Pob6oui
cnpasu cnpaB (TomiB)  36epiraHHs No3HauYkKn
Haropof»XeHHs

03-12- TnctyBaHHA 3 1 NOCTINHO

01 obnpepxagMiHicTpayieto

MigcymkKoBuin 3anuc

CnpaBun 3a CTpoKamu Pa3om Y TOMYy 4yuchni
3bepiraHHs o o

nepexifgHi 3 BigMITKOW “E1TK”
Y CcbOoro crnpas: 53 33 2
NocTinHOro 36epiraHHA 7 5 2
Tpusanoro (noHapg 10 pokiB) 12 7 0
36epiraHHs
TUMYacoBOro 36epiraHHs 34 21 0
CKNALEHO:
[fonoBHWIA cneyianicT BnacHe im’a MPI3BULLLE
02.11.2024
3SATBEPAXEHO
HavyanbHWK Bigainy ynpaBniHHA nepcoHasnom BnacHe im’a MPI3SBUNLLE

05.11.2024
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MOro4>EHO
MpauiBHUK 3arasbHOro Bigginy,

BignoBifanbHNI 3a apxiBHe 36epiraHHA BnacHe im’a MPI3BULL]
03.11.2019



Jopatok 10

L0 IHCTPYKUIT 3 AiN0BOACTBA B
pPaiOHHIN fepXaBHil
agMiHicTpayii

(nyHKT 204)

MPUMIPKA ®OPMA
3BefleHOT HOMEeHKNaTypu cnpaB yCTaHOBM Yy nanepoBiin hopmi

HoBoyKpaiHCbKa palioHHa fepXXaBHa agMiHicTpayis

SBEAEHA HOMEHKJ/TATYPA CI1PAB 3a 2023 pik
CXBANEHO:
MpoTokon 3acifaHHA ekcnepTHOT Komicii Big 08.11.2023 Ne 01-72/4
MpoToKON 3acifjlaHHA eKCrnepTHO-NepeBipHOT KOMICIT apxiBHOTO Bigainy
pangepxagMmiHicTpauii Big 17.11.2023 Ne 22-31/1-17

IHoekc 3aronoBoK cnpasu Kinbkictb CTpoK Po6oui
cnpasu cnpas 36epiraHHA  MO3Ha4YkKM
(TomiB)

3aranbHuWii Biggin

01—03 MocTtaHoBM KabiHeTy 1 NOCTINHO CT. 3a
MiHICTpiB YKpaiHu

BIA4IN yNpaBaiHHA MepcoHan oM

01—03 JlnctyBaHHA 3 1 NOCTINHO CT. 6 a
obnpepxagmiHicTpauyieto

MigcymKoBuin 3anuc

Y ToMy uncni

CnpaBu 3a cTpokamu 36epiraHH# Pasom 3 BigMiTKOIO
nepexigHi w Y
EMNK
Y CcbOoro cnpas: 1040 2 273
NOCTINHOrO 36epiraHHA 86 0 0
Tpusanoro (noHag 10 pokiB) 432 1 0
36epiraHHa
TUMYaCcoBOro 36epiraHHA 522 1 273
CKNALEHO:
ConoBHWUIA cneyianicT BnacHe im’a MPI3BULE

06.11.2020
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MNIACYMKOBWWA 3ANNC 3ABIPEHO

MpauiBHUK 3aranbHOro Bigainy,

BiAnoBifganbHWIA 3a apxiBHe 36epiraHHs BnacHe im’a MPI3BUNLLE
06.11.2023

MOrog>XeHoO
Ha4vanbHUWK 3aranbHOro Bigginy BnacHe im’a MPI3BULLE
09.11.2023

SATBEPOXEHO

KepiBHUK anapaty HoBOoyKpaiHCbKOT
panoHHOT Aep>XaBHOT agMiHicTpayil BnacHe im’a MPI3BULWE
22.11.2023



Jopatok 11

A0 IHCTpyKLYiT 3 AinoBOACTBA B
paiOHHIN pepXaBHiin
agMiHicTpauyii

(NyHKT 234)

MPNMIPHA ®OPMA
aKTa npo BUAYYeHHSA ANS 3HULWEHHSA JOKYMEHTIB Y nanepoBii gopmi

AKT
Nnpo BUNYYEHHSA O/1A 3HULLEHHA JOKYMEHTIB
HoBoyKpaiHCbKa palioHHa Aep>XaBHa agMiHicTpayis
Bigain ynpaB/iiiHHA nepcoHanom
Big 15.12.2019 Ne36-17

MIOCTABA:
MpoTokon 3acigaHHs eKcnepTHOT KOMiciT Bif 08.11.2023
Ne01-72/8
IHpeKc 3arosioBok Oata Oata KinbKicTb CT1pok Pob6oui
cnpasn cnpasu noyvyaTtky 3aKiHYEeHHS cnpas 36epiFaHHﬂ NO3HAYKM

(Tomy) (TomiB)

Pa3om [0 3HULWEHHA: 7 (cim) cnpas 3a 2015— 2017 pokwu

KinbkicTb fokymeHTIiB: 1271 (ofHa TucAYa ABICTI CIMAECAT OL4UH)
MpuiiMmanbHO-34aBanbHa HaknagHa: Big 12.12.2017 Ne 741*

MeTofa 3HULLEHHA: 3HULWEHHSA WNAXOM HEBILHOB/OBAaNbHOIO NOAPIOHEHHS
CKNALEHO:

fonoBHWIA cneudianicT** BnacHe im’a MPI3SBULLLE
18.12.2020

MOro4>XeHO:

HauyanbHuK Bigainy*** BnacHe im’a MPISBULLLE
19.12.2020

HauyanbHuK Bigainy **** BnacHe im’a MPI3BULLE
20.12.2020

HauyanbHWK 3aranbHOro Bigginy***** BnacHe im’a MPI3BUNLWE
21.12.2020

3ATBEPOXEHO:

KepiBHuK anapaty lloBoyKpaiHCbKOT

PaoOHHOT AepXXaBHOT agMiHiCcTpaL, il ****** BnacHe im’a MPI3BU WE
22.12.2020
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SHNWEHHA NMPOBELEHO:

MpayiBHWK 3aranbHOro Bigginy,

BignoBiganbHUI 3a apXiBHE 36epiraHHa******* BnacHe im’a MPI3BUNLLE
25.12.2023.

* He 060B’3K0OBE M0/eE, 3aCTOCOBYETLCS Y pa3i nepefadi iHWIN yCTaHOBI AN 3HULLLEHHS.
** Ocoba, BignoBifanbHa 3a 4iN0BOACTBO Y NiAPo34iNni yknafeHHs, AKOK CKNafeHO aKT.
*** [ocafoBa 0c06a, AKa NPoBOAM/IA eKCNEPTU3Y LiHHOCTI.

Fxx*x KepiBHUK Nigpo3ainy yKnageHHs.

FHxkxk KepiBHUK Cny>X6mM [inoBOACTBA.

*xkx*x* Ocoba, SKa NPoBena 3HULLEHHS.



JopaTtok 12

[0 IHCTPYKUIT 3 AinoBOACTBA B
paioOHHIN fepXxaBHil
agMiHicTpayii

(nyHKT 239)

NMPUMIPHA ®OPMA
onucy cnpasB y naneposin hopmi
HoBoyKpaiHCbKa palioHHa fepXXaBHa aAgMiHicTpayis
Bigain ynpaBniHHA nepcoHasnom
OMNC Ne36-17 (2023 pik)

CXBANEHO:
MpoToKon 3acigaHHsa ekcnepTHOT KomiciT™* Big 23.11.2023 Ne 285/11-17
MpoTokon 3acifaHHsa eKCnepTHO-NepeBipHOT KOMICIT** Bif 30.11.2023
No44-31/1-17
IHOeKc 3aronoBokK [ata Jata KinbkicTb CTpok Poboui
cnpasu cnpasu noyaTky  3akKiHYeHH CTOPIHOK 36epiraHH MNO3HAYKMK
(Tomy) a !

Y uei onuc Bkato4deHo: 30 (TpuausaTte) cnpas 3 Ne 36-27 no Ne 36-59
MponyuweHo cnpaBun: Ne 36-31, 36-44
MepepaHo 3a onucom: 30 cnpaBs

CKNALEHO TA NMEPEAAHO:

MpauiBHUK 3aranbHOro Bigainy,

BiANOBigaNbHMA 3a apxiBHe 36epiraHHA ** BnacHe im’a MPISBULUE
F0noBHUIA chewianicT CeKTOpy ynpasfiHHA nepcoHanom* BnacHe im’a MPI3BULE
04.11.2020

MOro4>EHO

MpauiBHWK 3aranbHOro Bigainy,

BiAnoBifAanbHWUIN 3a apxiBHe 36epiraHHs ** BnacHe im’a MPI3BULLE
06.11.2020

SATBEPA>XXEHO

HayanbHuWK 3arafbHOro Bigginy** BnacHe im’a MPISBULLE
HauyanbHWK BiAAiNy ynpasfiiHHA nepcoHanom™ BnacHe im’a MPI3BULLLE
12.12.2020

CMNPABW 3rigHO 3 OMNMNCOM MPUNHATO

MpayiBHUK 3aranbHOro Bigginy,

BignoBiganbHWI 3a apXiBHe 36epiraHHs * BnacHe im’a MPI3BULLE
15.11.2020

* [lna onucy cnpae CTPYKTYPHOTO Migpo34iny.
** [1ns 3BeleHOro Onucy crnpas paigepxagmiHicTpayii.



JopaTtok 13
A0 IHCTpPYKLIT 3 ginoBoAcTBa
B paiOHHIN Aep>XaBHIi
agMiHicTpauyii
(nyHKT 150)

HoBoykpalHCbKa palioHHa fep>aBHa agMiHicTpayis

AKT

Npo BiACYTHICTb BK/afeHb abo nopyleHb LiNicHOCTI,
NOW KOKEHHA KOHBepTa (MakoBaHHA)
Bif 20__ poky Ne

Lle aKT cKnageHuWi TrofoOBHMM  cneyianictoM 3aranbHOro  Bigainy  anapaty
HoBoyKpaiHCbKOT paigepxagmiHicTpayii

(BnacHe im's, npissuLLe)
Yy MPUCYTHOCTI:

(nocagw, npi3BuMLa, BNacHi iMeHa NocagoBux ocib)

npo Te, WO Nig Yyac po3KPUTTA KOHBepTa (NakoBaHHA), HaficnaHOro

(HalimeHyBaHHS YCTaHOBW, WO Hajicnana JOKYMeHTK)
He BUABNEHO TaKNX BKNajeHb

(Ha3Bw i peecTpauiiHi iHAEKCU [OKYMEHTIB, IKi He BUAB/IEHO)
BNUABNEHO NOPYLIEHHA LiNICHOCTI Ta NOWKOAXEeHHA KOHBepTa (MakoBaHHA)
(Ha3BW i peecTpauinHi iIHAEKCU LOKYMEHTIB, WO MICTATLCA Y KOHBEPTaxX (MakoBaHHSX)

3 NOPYLUIEHHAM LifliICHOCTI Ta NOWKOMKEHHAMU)

(nignwuc) (BnacHe iMm'a, npi3suLLe)
(nignwuc) (BnacHe iM'a, npi3suLLe)

(nignuc) (BnacHe im'a, npissuLLe)



