KPEMIHCHKA PAMOHHA JIEPXKABHA AIMIHICTPAIIIA JYT'AHCBKOI OBJIAb‘fI’I o

PO3MNOPS I KEHHSA
roJIOBH PaiioHHOI Aep:KaBHOT aAMiHicTpamii
5 Ll 2Lt Ow/z,ﬁ, Kpeminna Ne .705\7

IIpo BHeCEHHS 3MiH JI0 PO3NOPSIKESHHS
roJ0BY paOHHOI AepKaBHOI aJMiHicTpauil
Biz 10 xoBTHS 2018 p. Ne 1134 ’

Kepyrounce cr. 6 3akony Ykpainu «IIpo micueBi IepikaBHiI aaMiHicTpaiii»,
nocranoBoro KaGinery Minictpie Ykpainu Big 17 kBitHa 2019 p. Ne 375 «lIpo -
BHECEHHS 3MiH 110 moctaHoB KaGinety MinictpiB Ykpainu Bin 18 nmumus 2007.p. -
Ne 950 i Bixm 17 ciuns 2018 p. Ne 55», 3000B’s13y10:

1. Vuectn 3MmiHu no IHCTpykmil 3 JiTOBOACTBA B erMlHCLKH/I paI/IOHHlH
AepxaBHIA anMmiHicTpalii .HyFaHCBKOI obnacTi, 3aTBepHKEHOI PO3MOPSPKEHHAM
TOJIOBH paI/IOHHOI nepxxaBHoi anMiHicTpanii Bif 10 sxoBtas 2018 p. Ne 1134 BHKnaBHm s
il B HOBI# penaxiiii, 0 JOAAETHCS.

2. BuximouuTH nOyHKT 3 pO3NOpPSIKEHHS TOJIOBH paldOHHOL z[epxcaBHbl
anmMigicTpauii B 10 sxoBTH 2018 p. Ne 1134,

3. KonTpons 3a BUKOHaHHSM JAHOTO PO3MOPS/KEHHS MOKJIACTH Ha KepiBHUKA
anapary painepxxaaminicrpauii Kpyreko O.J1.

['onosa paitonnoi ' | ~
Jep)KaBHOI aJiMiHICTpamil H. YEXVYTA



3ATBEPJ/DKEHO

PosmnopspxeHHs roJIOBU paliOHHOT
JIepKaBHOI aaMiHicTpalii

10 xxoBTH:s 2018 p. Ne 1134

(Y penaxiii po3nopsaHKeHHS TOJIOBH
pafioHHOI JIepXKaBHOI afMiHICTpalii

OF wtetittef 2019 p. Ne HLH

IncTpykuis
3 qisioBoacTBa B KpemiHchkiii paiionniii nepxaBHniii aaminicTpamii
Jlyrancbkoi o6aacTi

I. 3arajbHi N0JI0KEeHHS

1. Ils IHCTpyKIlif BCTAaHOBNIOE BHMOTHM  IHOXO  JOKYMEHTYBaHHS
yIpaBliHCBKOI iH(opMarii Ta oprasizauii poOOTH 3 JOKYyMEHTaMH, CTBOPCHHMH B
paiifiepxaaAMiHicTpallii y namneposiit ¢popmMi, BKIFOYAI0UH iX MiATOTOBKY, PEECTpallilo,
00JIiK 1 KOHTPOJIb 32 BUKOHAHHSAM. ,

[MTonoxxeHHs wiei IHCTPYKLii 3aCTOCOBYIOThCSA Ha IEPiOJ 3alIPOBAIPKEHHS B
paiifepXaaMiHicTpalii  €JeKTPOHHOrO  JOKyMEHTOOOIry i3  3aCTOCYBaHHSIM
eJIEKTPOHHOTO IM(POBOr0 TiJNKCY, Halaro/KEHHS pOOOTH 3 EJNEKTPOHHUMH
JOKYMEHTaMH Ta JOKYMEHTYBaHHs YIPaBliHChKOI NisTIbHOCTI B eJEeKTPOHHIH dopMi,
IO BCIX JIOKyMEHTiB paiinepxaiaMimicTpanil, sKi CTBOPIOIOTECA  Ta/abo
OTIPaLbOBYIOTHCS Y MarepoBiil opmi.

2. Tlopsmox 3ailicHEHHs AUIOBOIACTBA CTOCOBHO JOKYMEHTIB, IIO MICTATH
inpopMmaliiro 3 0OMeXeHHM NOCTYIOM, 33 3BEPHEHHAMHM TIPOMaJIsH, 3allUTaMH -Ha
iHGOpMaLlil0 BU3HAYAETHCSA OKPEMHUMM HOPMATHBHO-IIPABOBUMHU aKTaMM Ta HE MOXE
perymoBatucs i€ [HCTpyKIi€ero.

[Ticss 3ampoBaKeHHs B paiiaepKaaMiHicTpalil eIeKTPOHHOro JOKyMEHTO00Iry
OCHOBHI TIOBHOB&)XEHHS 3aralbHOTO Bi[JIy amapary paiiaepxaaMinictpauii (rami -
amapar) 3/iMCHIOBATUMYTHCS B €IEKTPOHHIH (OpMi, 3 €NeKTPOHHHMH HOCISMH
indopManii Ta OyayTh BH3Ha4aTHCs THIIOBOIO IHCTPYKIIEI 3 NOKYMEHTYBaHHS
yIpaBliHCEKOi iHdopManii B enekTpoHHi# ¢opmi Ta opramizamii pobotu 3
eNEeKTPOHHMUMHU JOKyMEHTaM{ B AUIOBOJICTBI, €JIEKTPOHHOTO MIXKBigoM40ro oOMiHy,
3aTBepKeHO noctanoBoro Kabinety MinicTpis Ykpainu Bin 17 ciunsa 2018 poky
Ne 55 (3i 3MiHaMu) (mani - [HCTpyKIis 3 ALIOBOACTBA B €JIEKTPOHHIHA (opmi).

3. He momyckaeTbes 0JHOYACHE MPOXOKEHHS OJJHOTO 1 TOTrO X JOKyMEHTa B
eNEKTPOHHIH Ta maneposii ¢hopmi.

4. BignosimaneHicTh 3a oprasizalliio AITOBOACTBa B palilepikagMiHicTpaii
Hece rojioBa paiinepxaaminicTparii.
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5. 3a 3micT, SKICTh HiATOTOBKM Ta OQOPMIICHHS Ha HaJIe)XHOMY PiBHI
IOKYMEHTIB, a TAKOX OpraHi3allio AJIOBOACTBA Ta 30epiraHHs JIOKYMEHTIB B amapari
Ta CTPYKTYPHHUX HiApo3iiax paiaepaaMiHicTpallil BiAIOBIIAIOTh iX KepiBHUKH.

6. Opranizanis [JIJOBOJCTBA B palJiep)KaIMIHICTpamil TNOKJIAJAEThCI Ha
3araJbHAMN BIJALI anapary.

3aranpHUN BIAAIT amapary BiAMOBiZa€ 3a OpraHizaimiro Ta 3abe3leyeHHS B
paiiiepxaAMiHicTpallii €IUHOrO TOPSAKY JOKYMEHTYBaHHS  YIPaBIiHCHKOI
IISUTBHOCTI Ta poOOTH 3 TOKYMEHTaMHU, METOAWYHE KEPiBHHUIITBO 1 KOHTPOJH 3a
JIOTPUMAHHSM YCTAaHOBJICHOTO MOPSAAKY poOOTH 3 JOKYMEHTaMH B CTPYKTYPHHX
HiIpo3Aisiax paigepx aaMiHicTparlii.

7. Opranizaiis JiJ0BOACTBA B CTPYKTYPHHUX Migpo3aiiaax
paiiep)kaaMiHiCTpallil MOKIafaeThes Ha CIEIIaIbHO IPU3HAYEHY U LIBOTo 0cody.

I1. lokyMeHTYBaHHS ynpaBJiHcbkol iHpopManii
3arajbHi BAMOIH 00 CTBOPEHHS] JOKYMEHTIB

8. JIOKyMEHTYBaHHS YIpaBIiHCBbKOI iHQopMalli mmondrae y CTBOpEHHI
JIOKYMEHTIB, B IKUX (IKCYEThCSA 3 JOTPUMAHHSIM YCTAHOBJIEHUX NPaBUI (J0AaToK 1)
iHdopMaris Ipo yIpaBIiHCBKI Aii.

9. Ilim 9ac MiArOTOBKM OpraHi3alliifHO-pO3NOPAAYUX TOKYMEHTIB y IalepoBii
¢opMi mpauiBHUKK paiinepxanMiHicTpalii oQOpMIIIOTE iX 3 ypaxyBaHHAM BHMOT
AOCTY  4163-2003  «YwuidikoBaHa  cHmcCTeMa  OpraHi3aliHO-pO3NOPIIYOi
JoKyMeHTallii. Bumoru 1o odopmimoBanHs foKyMeHTiB» (faii - JICTY 4163-2003).

10. IlpaBo Ha CTBOpEHHS, IIAMUCAHHS, IOTO/DKEHHS, 3aTBEPUKECHHA
JIOKyMEHTIB BH3HAYA€ThCS AaKTaMH 33aKOHOJABCTBA, PerjamMeHToM padoOHHOL
Jep)KaBHOI  aiMiHicTpamil, MOJNOXEHHAMH MpO  CTPYKTYpHI  MiApO3AiiH
paiinepxaaMmiHicTparii Ta ii anapary.

11. B paiigepxanMinictpanii BH3HAYa€TbCs  CYKYNHICTB  JOKYMEHTIB,
nepea6ayeHUX  HOMEHKIATYpOKO  CIpaB, HeoOXifHMX 1  JOCTaTHIX  JUIA
JIOKyMeHTYBaHH# iH(hopMarlii po ii JisIbHICTS.

3 MUTaHb, III0 CTAHOBIIATH B3aEMHMUI iHTEpEC 1 HAIEXKATh 10 KOMIIETEHIIiT Pi3HUX
YCTaHOB, MOXYTh CTBOPIOBAaTHCS CIIIIbHI JJOKYMEHTH.

12. Bubip BHOy HOKyMEHTa, [pHU3HA4YE€HOr0 Ui  JOKYMECHTYyBaHHSI
YIpaBIiHCbKOI iH(opManii (po3mopskeHHs, Haka3, pillleHHS, MPOTOKOJ TOIIO),
3yMOBJIIOETBCS [IPABOBMM CTAaTycoM paiiepxazamiHicTpamii abo ii CTPyKTypHOTO
HiIpO3/ily, KOMIIETEHII€l0 TOCamoBOi 0COOM Ta  IOPSAKOM  MPHHAHATTS
YIPaBIiHCHKOTO pillleHHs (Ha MicTaBi € AMHOHAYaNbHOCTI 260 KOJIETialbHOCTI).

13. JIOKyMEHT IOBHHEH BiOBiJaTH IOJOXEHHSM aKTiB OpraHiB Jep>KaBHOI
BJIaJ{ T4 CIPSMOBYBAaTHCS Ha BHKOHAHHs MOKJIaJeHUX Ha paiinep:KaaMiHicTpalliio
3aBJaHb 1 QYHKITIH.
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14. Knacu ympaBmiHCBKOI JOKyMeHTallii BU3HA4alOThCsl 3TiHO 3 JlepkaBHUM
KiIacu¢ikatopoM ynpasiiHcbkoi fokyMmeHTanii JIK 010-98 (nami - AKY ).

OpHuM 3 KJaciB yNpaBIiHCBKOI JOKyMeHTalii, mo 3abe3mnedye oprasisalfiio
IPOIIECIB yIPABIIiHHSA, € OpPraHi3aliifHO-po3nopsiaYa JOKyMEHTALlisl, PEKBI3UTH SKOL
Ta MOPSIOK iX po3TalryBaHHs BuzHavdaroThes JJCTY 4163-2003.

15. JIOKyMEHT IOBMHEH MICTUTH OOOB’S3KOBI I HOro NEBHOTO BHIY
PEKBI3UTH, IO PO3MIILYIOTECS B yCTaHOBJIEHOMY HOpPSAKY, a caMme: HaliMeHyBaHHS
YCTAHOBM - aBTOpa [IOKYMeHTa, Ha3By BHIY JOKyMeHTa (KpiM JIMCTIB), JarTy,
peecTpallifiHuii iHIEKC JOKyMEHTa, 3ar0JIOBOK JI0 TEKCTY, TEKCT, MiAIHC.

ITix gac miaroToBKHM Ta OGOPMIIEHHS IOKYMEHTIB MOXYTh 3aCTOCOBYBATHCS HE
TiINBKM 00OB’SI3KOBi, a TAaKOX IHII PEKBI3UTH, SKIIO I BIANOBiJaE MPU3HAYEHHIO
IOKyMeHTa abo criocoby HOoro onpaitoBaHHS.

16. 3 MeTol0 MigBHIUEHHS e(eKTHBHOCTI Ta ONepaTHBHOCTI OpraHisaiii poboTn
3 JIOKyMEHTaMH OJIHAaKOBi 32 3MIiCTOM NOKYMEHTH MOXYTh OyTH YHi(iKOBaHUMH
OUIIXOM pO3poOJeHHs CTPYKTYPHHMH MiJpo3finamMu  paiiepiaamiHicTparii
TpadapeTHHX TEKCTIB.

17. JlinoBOACTBO B paiifiepxaaMiHicTpallii 3MiHCHIOETECS IEPKABHOIO MOBOIO,
KpiM BHMA/KIB, Mepe0adeH X 3aKOHOAABCTBOM [IPO MOBH B Y KpaiHi.

JIOKyMEHTH, $Ki Ha[CHIAlOThCA IHO3EMHHM afpecaTaM, O(hOPMITIOIOTHCS
JIepXKABHOIO MOBOK af0 MOBOIO Jep)KaBH - aapecara, abo OfHi€I0 3 MOB
Mi>@XHapOAHOTO CIIJIKYBAaHHI.

18. Oxpemi BHYTpilUHI JOKYyMeHTH (3asdBH, IIOSICHIOBAJbHI Ta [OMOBIJHI
3QIUCKH TOIIO), aBTOPAMH SKUX € MOCamoBi Ta iHOI (i3uuHI 0COOHM, NO3BONAETHCS
0 OpPMITIOBATH PYKOITMCHUM CIIOCOOOM.

Bnanku ooxymenmis

19. Opranizaniitno-posnopsiadi  JOKYMEHTH, IIO MaiTh  OOIPYyHTOBaHI
MiCTAaBM I ONpAILFOBaHHS B MAnepoBiii ¢opMi BiANOBIAHO 10 IHCTpyKIil 3
JiIOBOJICTBA B €IEKTPOHHIH (GopMi Ta He € NpUMIpHUKaMH a00 KOTIisAMU JOKYMEHTIB,
CTBOpEHHX B €JIEKTPOHHi# (opMi, 0hOPMITIOIOTECS Ha GlIaHKaX, 110 BUTOTOBILIOTECA
3rifHO 3 BUMoraMHu Iiel [HeTpyKuii.

JIiist BUrOTOBJIEHHSI OIaHKIB BHKOPUCTOBYIOTBCS apKyIli mamnepy dopmaty A4
(210 x 297 mimimeTpis) Ta A5 (210 x 148 MimiMeTpiB), a TaKOX NO3BOJAETHCS:
dopmary A3 (297 x 420 mimimerpiB) ams odopmienHs Tabmuus, A6 (105 x
148 miniMeTpiB) - AJIs PE30IIOLiH (JOPyUEHB).

BlaHKY OKYMEHTIB OBUHHI MaTH TaKi MoJist (MiTIMETPIiB):
30 - miBe;

10 - npage;

20 - BepXHE Ta HUXKHE.

20. B paiimepxaaMinicTpanii BUKOPHCTOBYIOTH TaKi GJIaHKM JOKYMEHTIB!
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O11aHK pO3NOpPsIKEHH FOJIOBU paliOHHOI JepKaBHOI anMiHicTpalii (1oaaTok 2);

OnaHK Hakasy KepiBHHMKa amapaTy paiOHHOI Jep)kKaBHOI aaMiHicTpamii
(momatoxk 3);

OyiaHk TucTa palaepxaamiHicTpanii (loaaTok 4);

3araJlbHMiA OnaHK paiinep)xaaMiHicTpatii (0e3 3a3HaueHHs y OJIaHKY Ha3BH BHIY
JOKyYMEHTa) [JIi CTBOPEHHS pI3HUX BHIIB JOKYMeHTIB (pillieHHs, IIPOTOKOI,
JOBIpPEHICTh TOIIO) (JOJATOK 5).

21. CrTpykTypHI MApPO3AUTH paiaepxaaMiHiCTpalii 3acTOCOBYIOTh OJaHKH
JTOKYMEHTIB Yy M€XaX ITOBHOBa)KEHb.

22. biaHKM BUTOTOBJSIOTHCA 33 AOMOMOTOK KoM 'toTepHoi TexHiku (ACTY
4163-2003) abo gpykapcbkuM criocoboM Ha GinoMy Iarepi BUCOKOI sikocTi (apbamu
HaCHYEHHX KOJIBOPIB. .

BiiaHky, 110 BUTOTOBJIEHI IPYKApChbKUM CITOCOOOM, IiIsIraroTh obuiky. O6ik
BeJleThCd 3a IOPSAKOBUMH HOMEpamH, IO MPOCTAaBIAIOTBCS HyMEPATOPOM,
JPYKapChbKMM abo iHIIMM crioco0OM Ha HIDKHBOMY IIOJIi 3BOPOTHOro 6oky abo Ha
JTiBOMY IOJIi TMIBOBOTO 00Ky OJ1aHKa.

Ocobu, sKi IEpPCOHAIBHO BiAINOBINAIOTH 3a BeIeHHA OOIiKy, 30epiraHHs Ta
BHKODMCTaHHS  OJIlaHKiB, BM3HadalOThCd TOJNOBOIO, IIPO IO  BHUIAETHCA
PO3TOPSAIHKEHHS. ‘

BurortosieHHs 0jaHKiB KOHKPETHMX BHIIB JOKYMEHTIB JOIyCKa€ThCs, SAKILO
KINBKICTh 3apeecTpOBaHUX JOKYMEHTIB y I[anepoBii ¢opMi Takoro BHAY B
paliiepxaaMiHicTpalii IepeBHIye 2 THCAYi OAMHMIL Ha pik. Ko KiJIBKICTB
3apeecTpOBaHMX JOKYMEHTIB Yy mamepoBiii popMi MeHIlE 2 THC. OJMHHILIb, JOKYMEHT
IPYKYETBCS 3 TEKCTOBOTO PENaKTopa, B SKOMy HOro CTBOpPEHO, 0e3 3acTOoCyBaHHS
6J1aHKiB, BUTOTOBJIEHHX APYKAPCHKHM CIIOCOOOM.

23. Jlesxi BHYTpilIHI TOKYMeHTH (3asBH IpalliBHHUKIB, JONOBIAHI 3al¥CKH,
JOBIZKA TOLIO) Ta NOKYMEHTH, LIO CTBOPIOIOTBCA Bifl iMeHI KIIBKOX YCTaHOB,
0(OpMITIOIOThCS HEe Ha OJlaHKax.

3obpacicenns [epocasrozo I'epba Ykpainu

24. 3o6paxenns JlepxaBHoro I'epba VYkpaiHum posMillyeTbcs Ha OnaHKaxX
JTOKYMEHTIB BiAMOBITHO O IMMOcTaHOBH BepxosHoi Pamu Ykpainu Bix 19 moToro
1992 poxy Ne 2137-XII «Ilpo [JlepxaBHH rep6d YkpaiHu», IO LEHTPY BEPXHBOTO
TI0JIs1, PO3MIp SIKOTO CTAHOBHUTH 17 MiiMeTpiB 3aBBUILIKH, 12 MiJIMETPiB 3aBIIUPIIKH.

Koou

25. Kop paiinepxaaMiHicTpanii IpocTaBiIse€ThCs 3TiAHO 3 CIUHUM JEPXKaBHUM
peeECTpoM IiAnprUeMcTB Ta oprauisamiin Ykpaiau (€JIPTIOY) i posminryerscs micns
pexBi3uTy «JI0BiAKOBI 1aHi PO YCTAaHOBY.

26. Kog yHidikoBaHoi popMH TOKYMEHTA (332 HAsIBHOCTI) PO3MIILLYETBCA 3riIHO
3 JIKVY ]I Builie Ha3BH BUAY NOKYMEHTA.



PileHHs mono Heo6xigHOCTI dikcyBaHHS kony YyHidikoBaHoi bopmu
JIOKYMEHTa [IPUAMAE TOI0BA OKPEMO IIOLO0 KOXKHOTO BHIY JOKYMEHTA.

Haiimenysanns paiioepocaominicmpayii

27. HaiimenyBanHs parnepxaamMinicTpauii - apTopa NIOKYMEHTa TIOBHHHO
BiNOBIJaATH HaliMeHyBaHHIO, 3asHadeHoMy B €JIPIIOY. Ckopouene HaliMeHyBaHHS
pakaepxaaMiHicTpanii BXWBaeThCs y pasi, KOMH BOHO oQiLiifHO 3adikcoBaHO B
3a3HA4YEHOMY JOKYMEHTI, i po3MiluyeTses (y myxkax a6o Ges HHUX) HHUXK4YE TIOBHOI'O
HaMEHYBaHHs OKPEMHM PSAKOM MO IEHTPY JIOKyMeHTA.

Hosioxosi oani npo paiioepacaominicmpayio

28. JloBimkoBi jgaHi MiCTSTB: NOWTOBY ~ ajzpecy, HOMepU Telie)OHiB,
Tenedakcis, ajpecy eIeKTPOHHOI MOIITH, dapecy odinifiHoro Be6 - caifTy TowO Ta
PO3MILTYIOTECS HIDKYe HaliMeHyBaHHS pafinepxaaminictpanii a6o ii cTpykTypHOrO
oipo3miny.

PekBI3UTH mMOIITOBOI agpecH 3a3HAYAOTBCS B TaKili TOCITIJOBHOCTI; Ha3Ba
BYJIHIIi, HOMep OYIMHKY, Ha3Ba HaceJeHOro IIYHKTY, paloHy, 0o0JacTi, HOIITOBHUE
IHJEKC.

Haszea 6udy ooxymenma

29. Hassa Buay noKyMmeHTa (Hakas, pO3IOPSKEHHS, NOMOBIAHA 3aIlHCKA
TOIL0) 3a3HAYAETHCS HA GNaHKy Ta TIOBUHHA BiAOBiAaTH AKVY 1.

Llama doxymenma

30. JlaToro mOKyMeHTa € jgata Horo peectpanii. Jlata 3a3HavaeTHCH
apaOChKUMHU [H(PaMH B OXUH PAMIOK y Takiif MOCITIZOBHOCTI: YHCIIO, MiCSIp, pIK.
Odgopmmoersest nata 1mppoBuM a6o CIIOBECHO-LIM(POBUM cIIocoGOM. YV pasi
OhOpMITEHHS NaTH LH(GPOBAM CIHOCOGOM YHCIO i MiCALb MPOCTABIIIOTECS JIBOMA
napamu 01¢p, PO3NiTEHMME KPAIIKOI; PiK - 4OTHpMa unubpamMu, Kparka HapHUKiHII
He cTaBUThCA. Hanpuknao: 02.05.2018

Y TekcTax HOPMAaTHUBHO-NPABOBUX aKTiB T4 NMOCHIAHHSX HA HHX i JOKYMeHTax,
O MICTATh BiIOMOCTi (iHAHCOBOTO XapakTepy, 3aCTOCOBYETHCS CJIOBECHO -
1H¢POBHIA CTI0CIO 3a3HAYEHHS HAT 3 IPOCTABISHHSM HYJIA B IIO3HAYEHH] JHS MicsLs,
SKINO BIH MICTHTH OXHY LUDPY, Hanpukiad: (2 mpasusn 2018 poxy. Jlo3BonseTbes
BXHBATH CJIOBO «PiK» Y CKOPOYEHOMY BapiaHTi «p.», Hanpuxnaod. 03 mpaens 2018 p.

Akwo nokymeHT ckiameHo He Ha 6NaHKy, JaTa 333HAYAETHCS II0CaIOBOIO
0c00010, siKa Horo mignmucye abo 3aTBEPIKYE HIKIE HiAMUCY JIiBOPYY.

OG0B’ 13K0BOMY IaTyBaHHIO i MiANHCAHHIO MiIJIATAIOTh ycl cinyx60Bi BiIMIiTKH
Ha JIOKyMEHTaX, MOB’A3aHi 3 iX MNPOXOMKEHHSM Ta BHKOHAHHIM (pe3omorii,
NOTO/KEHHS, Bi3H, BIMITKM IPO BHKOHAHHS JOKYMEHTa i HaIpaBJeHHS HOro 1o
CIIpaBH).

Ha noxymenTi, Bumanomy nBoma aGo 6inbine YCTaHOBaMH, 3a3HAYA€ThCI OJHA
JaTa, sika BIJIIIOBIa€ MaTi OCTAHHBOTO HiAmUCY.
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Peecmpayiiinuii indexc 0oxymenmis

31. Impekcamis IOKyMEHTIB IOJIATa€E y MPUCBOEHHI IM YMOBHHX IO3HA4YeHb -
1HAEKCIB, AKI HAZAIOThCS JOKyMEHTaM IIij] 4ac iX peecTparlii.

IlpucBo€HHS peecTpalifHOTO 1HAEKCY 3MiMCHIOETBCS B aBTOMATHYHOMY abo
aBTOMAaTH30BaHOMY DPEXHMi 3a JOINOMOIOI IPOrpaMHO-TEXHIUYHUX 3aco0iB (y pasi
3alpoOBa)KEHHS €JeKTPOHHOTO TOKYMEHTOO00ITY).

PeecTpaniiHuii i1HIEKC CKIaJaeThcsl 3 MOPSAKOBOIO HOMeEpa JOKYMEHTa Y
MexaxX TPYMH JOKYMEHTIB, IO PEECTPYIOTHCS, SKWUH JOMOBHIOETHCS I1HIAEKCAMH,
30KpeMa 3a HOMEHKIATYpOK CIIpaB, CTPYKTYPHOIO MiJpO3AUTLY, KOPECIOHIEHTIB,
II0CaloBUX 0cif, SKi po3rasaaloTh ado MiANMUCYIOTh JOKYMEHT, BUKOHABIIIB, ITUTAHb
TISUTBHOCT1 SIKUX CTOCY€ETHCS JOKYMEHT.

Cki1aioBi YaCTHHU peecTpaliifHOro iHIEKCY BiIOKPEMIIOIOTBCS OfHA B OJHOI
IpaBo0iYHOK TOXWIOK pUCKOK. [lOCHiZOBHICTH HAaNUCaHHS CKIAJOBUX YacTUH
pEECTpalliiHOro iHAEKCY MOXKe 3MIHIOBAaTHCS 3aJIe)KHO Bl TOrO, SKMH JOKYMEHT
PEECTPYEThCH, - BXIIHUIA UH TaKui, [0 CTBOPEHHH B paiifepxaJMiHicTpaii.

Tl MOKYMEHTIB paiiep kaaMiHicTpallil peecTpaliiHuN iHIEKC CKIaJa€ThCs:

BXIJHHX - 3 iHIEKCY KOPECIIOHAEHTa 32 HOMEHKJIAaTypOIO CIIPaB Ta IOPAAKOBOTO
HoMepa, Hanpuxnao: 01/125, de 01 — indexc KopecnoHOeHma 3a HOMEHKIAmypor
cnpas, 125 — nopadxosuti Homep;

BUXIZIHMX - 3 IHJEKCY KOpECIIOHJEeHTa 3a HOMEHKJIATypolO CIIpaB, iHIEKCY
KepiBHMKA, SIKMH IiINHCaB JOKYMEHT Ta HOPSIIKOBOTro HoMepa, Hanpukaad: 08-1/145,
oe: 08 — indexc KopecnoHdenma 3a HomeHkaamypow, | — inoexc kepienuxa, 145 —
ROPAOKO8UL HOMED.

Miciie po3TallyBaHHS PeECTPaLiifHOro iHIeKCy BU3HAYA€ThCA (POPMOIO OIaHKa.

Hocunauns na Ookymenm

32. IlocuiaHHS y TEKCTi JOKyMeHTa Ha TOKyMeHT, Ha SIKHi abo Ha BUKOHAHHSA
SIKOTO Ja€ThCS BIAIOBiAb, HABOAMTHCA Y TaKii MOCTIOBHOCTI: Ha3Ba BHIY
JIOKyMeHTa, HaliMeHyBaHHs YCTAHOBH - aBTOpa JOKyMEHTa, JaTa Ta peccTpalliiHui
iHIeKC, KOPOTKHM 3MiCT JJOKYMEHTA.

Micye cknadenns abo uoanHs

33. BigomocTi mpo Miclle CKiaJeHHS a00 BHJAHHA 3a3HA4aloThCsd HAa BCIX
JTOKyMEHTax, KpiM JIUCTiB, Ta OQOPMIIIOIOTECS BiJNOBIJHO IO aAMiHICTPaTHBHO -
TepuTOpiambHOro moAiny VYkpaimm. Slkmo BigoMocTi mpo  reorpadidse
MiCLIe3HaXO/KEHHSI BXOAATh 10 HaWMeHYBaHHS YCTAHOBH, IIeH pEKBI3HUT He
3a3HAYA€ETHCS.

Adpecam ma ocobucme 36epmaHHs

34. JIOKyMEHTH AJPeCyIOThCsSl YCTAHOBi, 1i CTPyKTypHHM IiZpo3iinaM abo
KOHKDETHi#i mocamoBiii ocobi. Y pasi ajgpecyBaHHS JOKyMEHTa yCTaHOBI abo ii
CTPYKTYpPHHM Mmigpo3zaijiaM 6e3 3a3HadeHHs I10CaJoBOI OCOOM iX HalWMEHYBaHHS
HABOISATHCS Y HA3MBHOMY BiAMIHKY, HAIIPUKJIAL:

HaiioHasibHE areHTCTBO 3 IUTaHb



JepXKaBHOI CITY)KOHU

SIKIII0 OKYMEHT HaJCHIIA€ThCs MOCaioBiil 0cobi, HaliMEeHyBaHHS yCTaHOBH Ta il
CTPYKTYPHOTO TIiIPO3/IiJTy HABOISTECS y Ha3UBHOMY BiJIMIHKY, a IOocaja i Mpi3BHILE
ajipecara - y 1aBaJlbHOMY, HallpUKIIa:

JlepxxaBHa apxiBHa ciyx0a
. diHaHCOBO-eKOHOMIYHE yIpaBliHHA
HAYAJIbHUKY YIIPaBIiHHS

Biacue iM’s F[PI3BPHJ_[E

V pasi Koiiu JOKyMEHT aJpecyeThCs KepiBHUKY YCTaHOBH abo HOro 3acTyITHHKY,
HaliMeHyBaHHS YCTAHOBH BXOIUTH IO CKiIady HaiMeHyBaHHS IOCaOHl ajpecara, sSKe
HABOAWMTHCS Y AaBAJIbHOMY BiAMIHKY, HaIlIpUKJIa.:

* Tonosi Jlep>xaBHOT METHOT CITyX0u

Bnacue im’sg [IPI3BUILIE

SIKIO JIOKYMEHT aJIpeCy€Thes KiTbKOM OJHODITHIM 33 XapaKkTepoM JIsUIBHOCTI
YCTAaHOBaM, 3a3HAYA€ThCS y3arajlbHeHe HaliMeHyBaHHs aipecaTiB, HallpHKIIaL;

PalfoHHUM Jep)KaBHAM aIMiHiCTpalisaM

JIOKyMeHT He TIOBMHEH MaTh Oinblle HOTHphOX anpecaTiB. CloBO «KOMmis»
lepel HaliMeHYBaHHAM JpYroro - 4YeTBEpTOTO aJIpecaTiB He CTaBUThCA. Y pasi
HaJCWIAHHA JOKyMeHTa OiNblle HiX YOTUPBOM apecaTaM CKIIaJa€ThCs CIHCOK Ha
PO3CHJIKY i3 3a3HaYEHH;IM Ha KO)XKHOMY JIOKyMEHTI TiIBKH OJJHOTO aJpecaTa.

PekBisUT «Afpecar» Moxe BKIodaTd anpecy. Ilopsnok i ¢opma 3samucy
BioMoOCTeil TIpo afpecy yCTaHOBU MOBHHHI BifinoBigaTH IIpaBuiam HaJaHHA HOCTYT
[IOIITOBOrO 3B’513Ky, 3aTBep/UKeHUM noctanooro Kabinery MinicTpis Yxpainu Bin
05 6epesas 2009 p. Ne 270. IloBHa ampeca 3a3Ha4Ya€eThCs y pasi HaJCHIIAHHA
JIOKYMEHTa pa30BHM KOPECIIOHIEHTaM, HalpuKIa:

JI1 «EHepropuHOK»

By.;1. Cumona Ilermopu, 6yx. 27,
M. Kuis, 01032

VY pasi HajcuiaHHS JoKyMeHTa Gi3H4HiA 0co0i CroYaTKy 3a3HavaeTses y
JaBaILHOMY BiIMIHKY BIacHe iM’sl Ta Ipi3BHUIlle, IOTIM MOIITOBA aJpeca, HalpUKIIa:

Onexcauapy I'oH4apyKy

ByJ. Cypukosa, Oya. 3a, KB. 1,
M. Kuis, 03178

VY pasi HajACUIaHHS JOKYMEHTa OpraHaM 3aKOHOJAB4oi i BMKOHABYOI BIajy,
MIOCTIMHUM KOPECTIOHACHTaM 1X NOLITOBA aJpeca Ha JOKyMEHTaX He 3a3Ha4a€ThCs.
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VY pa3i KoM NOKYMEHT aIpecyeThCsl KOHKPETHiIH 0coli, y JHCTI HHXKYeE
PEKBI3UTY «agpecaTy MOXKE HaBOAUTUCH 0COOUCTE 3BEPTAaHHS Y KIIMYHOMY BiJIMiHKY:

ITane (mani) Bracue iM’s1, Hanpukinan: [lare Onekciro!
abo

Tlane (nani) Ipissuie, Hanpukian: ITaxi Bepesina!
abo

Ilane (mani) mocama abo 3BaHHA, Hanpukiaa: Ilani mupekrop! Ilane
MOJIKOBHUKY !

abo
IlasOBE.

'V pasi HeoOxigHocTi mepen cioBoM «Ilane (-1, -0Be)» MOXKe BUKOPUCTOBYBATHCS
cnoBo «Illanosuuii (-a, -1)», Hanpuknan: [llanosHa naxi KoBanbceka.

I'pud 3aTBEpIKEHHS JOKYMEHTA

35. JlokyMeHT Moxe OyTH 3aTBEpIDKEHHH PpO3IOPS/DKEHHAM ToloBH abo y
BHIIa[IKaX, BU3HAUYEHHX Y JOJATKy 6, I0CagoBO0 000010 (1TocaloBUMHU 0cobaMH), 10
TIOBHOBaXKeHb fKOi (AKMX) HalleXaTh NHUTaHHS, 3a3Ha4deHi y TaKkoMy JOKYMEHTI.
HopMaTHBHO-TIpaBOBi akTH (HOJOXKEHHS, IHCTPYKIii, NpaBWia, HOPSAKA TOLIO)
3aTBEPKYIOTHCS PO3IOPSIIKEHHSM T'OJIOBH.

JIOKyMEHT, KW He € MPUMIPHHKOM abo KOI€X NTOKYMEHTa, CTBOPEHOTO B
eJeKTPOHHIH (opMi, MOXe OYyTH 3aTBepIKEHHH KOHKPETHOIO MOCaN0BOI0 0c0bor0. Y
TaKOMy BHMIaAKy Ipud 3aTBepKeHHS ckiafaerscs i3 cnosa «3ATBEPIDKYIO»,
HaliMeHyBaHHS [OCaJH, IIiIKCY, BIACHOTO iMeHi i Ipi3BHINa 0co0H, sKa 3aTBEpAUIa
JIOKyMEHT, 1aTH 3aTBeppkeHHs. Hanpuknan:

3ATBEP/IXYIO

INonosa KpeMiHcbkoi pailoHHOT
JepXKaBHOI anMiHicTpaIil

minnuc Biaacue iMm’s TIPI3SBUILE
12 6epesns 2018 p.

SIKIO  JOKyMEHT 3aTBEPIDKYEThCS  PO3NOPSAUHM  JOKYMEHTOM, TIpPHd
3aTBepIKeHHs ckianaeTbes i3 cnosa «3ATBEPDKEHO», Ha3Bu BHIY NOKyMEHTAa,
SIKMM 3aTBEP/KYEThCSA CTBOPEHHI JOKYMEHT, Y HA3UBHOMY BiMiHKY 13 3a3Ha4Y€HHIM
fioro matu i Homepa. Hanpuknan:



3ATBEP/DKEHO

PoznopsmkenHs rojgoBu paioHHOL
IepXKaBHOI aaMiHICTpamii

Ne

I'pud 3aTBEepHKEHHS PO3MIILYETHCS Y MPAaBOMY BEPXHBOMY KYTi JIHIIBOBOTO
OOKy nepIIoi CTOPIHKA JOKYMEHTA.

Y pasi 3aTBepIXeHHS IOKYMEHTa KiJIbkoMa TOCaJOBHUMM ocobaMu rpudu
3aTBEPKEHHS pPO3TallIOBYIOTHCSA Ha OJHOMY PiBHI.

Pesounonis

36. Pesomonis € OCHOBHOIO (OPMOIO pealizallil YIpaBIiHCHKUX NOPYYEHBb Y
UCHMOBIHT (hopMi, IIo TTependadae MOCTAHOBKY KOHKPETHOTO 3aBJaHHs, BU3HAYEHHS
floro mpemMmera, MeTH, CTPOKY Ta BIiIHNOBiJaJbHOI 3a BHKOHAHHA OCOOH, MIO
BUKJIaJIEHA y BUTJISA/II HAUCY HA JTOKYMEHTI.

Pezomoniss mae Taki 000B’sI3KOBI CKJIaJ0B1: BIIaCHE iM’S , TIPI3BUILE BUKOHABIIS
(BUKOHABI[iB) y IaBalbHOMY BiIMiHKY, 3MICT JOpy4YeHHs, CTPOK BHMKOHaHH:A (3a
noTpe6or0), 0COOUCTHIA MiANUC KepIBHUKA, AaTa. ‘

SIKIO JOpYYEeHHS HAaHO KiTBKOM ITOCaJOBMM 0c00aM, FOJOBHUM BHKOHABLEM
JOKyMEHTa € 3a3HauyeHa IepIIol 0coba, AKif HajaeThCs NpaBO CKIMKATH iHIIMX
BHKOHABIIIB.

CTBOpeHHsS HEKOHKPETHHX («IIPUCKOPHTH», «IIONINIIHTHY», «aKTHBi3yBaTh»,
«3BEPHYTH yBary» TOLIO) 3@ 3MiCTOM Pe30JIONiil He TOMyCKAEThC.

Ha mokymeHTax i3 CTpOKaMH BHKOHAHHSA, SKi He MOTPeOyHOTH NOAAaTKOBHX
BKa3iBOK, Y PE30JIIOLIIi 3a3Ha4Ya0ThCs BUKOHABELlb, IiIIHMC aBTOpa PE30JIOLIi, JaTa.

Pe3omroliiss IpocTaBiseTbess Ge3nocepelHbO HAa JTOKYMEHTI HIDKYE PEKBI3UTY
«AzpecaT» mapaiejbHO [0 OCHOBHOIO TeKCTy. JSIKIIO Micls [ pe3OMrommii
HEJOCTATHHO, 11 MOXHA IPOCTABIATH Ha BIIBHOMY Bifi TEKCTy Miclli y BepxHii
YaCTHHI IepuIoi CTOPIHKH JOKYMEHTa 3 JINIIFOBOr0 OOKY, ajle He Ha II0JIi JIOKYMEHTA,
IPU3HAYEHOMY JJIS ITi IITHUBAHHS.

SIKIO JOKYMEHT MiAJsrac HMOBEPHEHHIO, BU3HAYA€ThCA NETAIBHUM MOPSIOK
BHKOHAaHHS JOKYMEHTa a00 YTOYHIOIOTbCS BHUKOHABIli, pPE30IIOLiA  MOXe
o(opMIIATHCS Ha crieliallbHOMY OaHKy (JoAaToK 7) i3 3a3Ha49eHHAM peecTpauiifHoro
iHIEeKCY 1 TaTh JOKYMEHTA, SIKOTO BOHA CTOCY€ETHCH. '

KopoTknii 3MicT J0KYMeEHTa

37. 3aroioBoK 0 TEKCTY (KOPOTKHH 3MICT) MOKYMEHTa IIOBUHEH MICTHTH
CTUCIMI BHKJIAA CyTI JOKYMEHTa. 3arojloBOK 10 TEeKCTy IOKyMeHTa (KOPOTKMM
3MmicT), obcar skoro mnepepuirye 150 3HakiB (I'ATh PAAKIB), JO3BOISETHCS
IPOJIOBXYBATH 10 MeXi rpaBoro moisi. Kpamnka B KiHIII 3ar0JI0BKa HE CTABUTHCS.

3aronoBok (KOPOTKMM 3MiCT) BIIMOBiae HAa MHUTAHHSA «IIpO IO7», «KOro?»,
«aoro?». Hanpuxnaa: Hakas (mpo 1o?) Opo HaJaHHsS BiJITyCTKHU; IIPOTOKOJM (40ro?)
3acifaHHs  arecralidHOl KoOMicii; mocagoBa iHCTpyKWis (koro?) TOJOBHOTO
cremiaricra.
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CympoBifHI JHCTH, IONOBIIHI Ta CIyXOOBI 3aITUCKU NO3BOJAETHCS CKIANATH
0e3 3aroJyioBKa. '

BiamiTka npo KOHTpOJIb

38. BiamiTka mpo KOHTPOJIb O3HAYae, II0 JOKYMEHT B3STO Ha KOHTPOJIb IS
3abe3Me4eHHs HOro BUKOHAHHS B YCTAHOBJIEHUN CTPOK.

BiamiTka po KOHTPOIIE pOOUTHCS HUISIXOM MPOCTaBISIHES JiTepu «K» 4u cnoBa
«Kontponp» (Big pyku abo 3 BUKOPHCTAHHSM IIITaMIla) Ha JIIBOMY IIOJi MePIIOl
CTOpIHKM TOKYMEHTA Ha piBHI 3aroJioBKa JI0 TEKCTY.

TekeT 10KyMeHTa

39. Tekcr HOKyMeHTa MicTHTh iHQoOpMamio, sl ¢ikcyBaHHS SKOI HOro
CTBOopeHO. IH(opMalis B TeKCTi JOKyMeHTa BHKIANA€Tbcsl CTUCIO, TI'PaMOTHO,
3p0O3yMisio Ta 06’ eKTHBHO. JJOKyMeHT He MOBHHEH MiCTUTH IIOBTOPIB, a TAKOX CJiB 1
3BOPOTIB, SIKi HE HECYTh 3MiCTOBOrO HaBaHTa)keHHS. I1il 9ac ckiamaHHS JOKyMEHTIB
BXKHMBA€ThCA JIIOBHHM CTHIIB, IS IKOTO XapaKTepHUU HeUTpalbHUM TOH BHUKIAJEHHS,
o36apieHNi 00pa3HOCTI Ta €eMOLIHHOCTI.

Tekct nokyMeHTa OQOPMIISETBCS Yy BUIVIALI CYIIBHOIO 3B S3HOTO TEKCTY,
aHKETH 4M TabauIll a0 LIIIXOM MOEIHAHHS X (GOpM.

CyLiabHHM 3B’SI3HHM TEKCT MAOKyMEHTa MICTUTh TIpaMaTHYHO 1 JIOTi4HO
y3ro/pkeHy iHgopMauiro npo ynpasiiHcski Aii. Taka @opMa BHUKIAJEHHS TEKCTY
JIOKyMEHTa BHKOPHCTOBYETHCS IiJ] 4ac CKIaJaHHSA II0JO0XX€Hb, IODPSAKIB, IpaBHIL,
PO3MOPATYUX JOKYMEHTIB 1 JIUCTIB.

Tekcr, K mpaBMilO, CKJIATA€ThCcs 3 BCTYMHOI, MOTHBYBAIbHOI Ta 3aKIIHOYHOL
4yacTHH. BCTymHa YacTHHA MICTHTH HiICTaBy, OOIpYHTYBaHHA ab0 METY CKJIaJeHHS
JIOKyMeHTa, MOTHBYBalbHa - OOIPYHTYBaHHSA IO3MIIi paifep:xaaMiHiCTpalii, B
3aKJIFOYHiM - BUCHOBKH, TIPOIMO3H1Lii, PIIICHHS, IIPOXaHHS.

TekcTH CKIAAHMX i BEIHMKHMX 3a 00CSTOM JOKyMEHTIB (IIOJIOXKEHHs, NpaBuUia,
IHCTPYKIIii, OTJIAM, 3BiTH TOLIO) MOAULIOTBCA HA PO3ALIH, MiIPO3IiNH, MYHKTH,
HiAIyHKTH, SKi HyMEpPYIOThCS 3a JONOMOIOI0 PHUMCBKHMX ab60 apaGchkux mubp 3
KPaIkolo (HACTYIHE CIIOBO MOYMHAETHCS 3 BENMKOI JiTepH) ab0 Jy>KKOK (HACTyITHE
CJIOBO - 3 MAJICHBKOI JIITEPH).

40. dopmMa aHKETH BUKOPHCTOBYETHCS Y pa3i BHKIAIEHHS y nuppoBoMy abo
CIIOBECHOMY BHIUIAAI iH(OpMAIil Mpo ONUH 00’€KT 3a NEBHMM OOCATOM O3HAK.
IocriiiHoIO iHGOPMaLi€l0 B aHKETI € y3araJbHEHI HallMEHyBaHHs O3HAaK, 32 AKHMH
IPOBOAUTHCS OIMUC 00’ €KTA, a 3MIHHOIO - KOHKPETHI XapaKTE€PHUCTHKH.

'4]1. Tabnuuna dopMa IOKyMEHTa BHKOPHUCTOBYETBCS Yy pa3l BHKIAJCHHA Y
uppoBoMy abo cIOBeCHOMY BUIIIAII iHGopMalii mpo Kijdbka 00’€KTIB 3a pAAOM
03HaK. 3aroyioBku rpa¢ TaGIHUIl NUIIYTHCS 3 BEJHMKOI JiTEpH, Mi/[3aT0JIOBKH - 3 MaJIO]
nitepu. Kpanku B KiHII 3aroJIOBKIB 1 [ 13aronoBKiB Ipad He CTaBIAThCA. 3ar0JOBKH i
Mig3arojoBKH rpad Ta psakiB TaGnuili MOBMHHI OyTH BHKJIaJeHi IMEHHHKOM Y
Ha3MBHOMY BiJIMiHKY OJHHHH. Y 3arojioBKax i ITiJ3aroJIoBKax psAAKiB i rpad Tabmmii
BXKHBAIOThCS JIMIIIE 3arallbHOIPUAHATI YMOBHI MO3HAa4eHHS 1 CKopo4eHHs. I'padu
TabnMIli, SKi PO3MIIIYIOTHCA Ha KUIBKOX CTOpiHKaxX, HyMmepyrooThcs. Ha apyriii Ta
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HACTYIIHHMX CTOpIHKax TaOJIHIl 3a3Ha4aloThCs HOMepH Ipad, a Takok Y BEPXHBOMY
IpaBOMY KYTi - cioBa «[IpoJOBKeHHS JOAaTKay.

BiaMiTKkH Npo HasiBHICTb 10AaTKIB

42. onmaTtkm [0 [OKyMEHTIB, KpIM JONATKiB OO CYIPOBIAHHX JIHCTIB,
CKJIaIalOThCS 3 METOIO JIOTIOBHEHHS, NOSCHEHHS OKpPeMHX IUTaHb abo JOKyMEHTa B
ijoMy.

43. JlomaTku 0 JOKYMEHTIB MOXYTh OyTH TaKUX BHiB:

JOJIaTKH, IO 3aTBEPDKYIOTHCS PO3MOPSIAYAMH JIOKyMEHTaMH (TIOJIOXKEHHS,
IHCTPYKIIil, MpaBUIIa, MOPSIKHA TOIIO);

JIOJaTKH, IO JOHOBHIOKOTH Ta/ab0 MOSCHIOIOTH 3MICT OCHOBHOTO I0KYMEHTA;

JOJATKH, III0 HAJCHUJIAIOTHCS 13 CYIIPOBIIHAM JIUCTOM.

VY TeKCTi OCHOBHOIO AOKYMEHTa POOHTBCS BiAMITKA PO HAABHICTH JOJATKiB:
«IO JOHAEThC», «3TiAHO 3 AoAaTKOM», «(JomaTok 1)», «BiANOBIAHO IO AoJaTKa 2»
a00 «(aMB. TOJATOK 3)».

44. Jlomatku 0(QOPMITIOIOTECS, SK MPaBHJIO, HAa CTAHAAPTHHX apKyllax Iamepy.
Ha npyriii i HacTymHiil cTOpiHKax KomaTka poOUThCA Taka BiamiTka: «IIpomoBxeHHs
nojatkay, «[IponoexeHHs nogatka 1».

Ha npomarkax 1O IIOJNIOXKEHb, INPAaBWI, IHCTPYKLIA TOIIO IPOCTaBISEThCS
BiIMiTKa y BEpXHBOMY IpaBOMy KyTi INepIIOi CTOPIHKH, SKa BKIIOYAE HOMEp
IO/aTKa, 3arojlOBOK HOPMAaTHBHO-IIPABOBOrO aKTa Ta IIOCHJIAHHS Ha BiANOBIIHY
CTPYKTYypHY OAWHUILLO.

CTOpiHKH KOXHOTO JOJaTKa MaloTh CBOIO HyMepalilo. Y KiHIll IIiJi TEKCTOM
ponarka (y LEHTpi) MPOCTAaBISETHCS pPUCKA (IOBXKHMHOK NPHOIH3HO 5 CM), IO
CBiTYMTH PO HOro 3aKiHYCHHS, TaK SK BiH HE MAIHCYETHC.

YV pasi HasBHOCTI KiJIBKOX JOJaTKiB Ha HUX 3a3HAYalOTHCSA IOPSIKOBI HOMEDH,
HanpuKiaa: momaTok 1, gopatok 2. 3Hak «Ney mepen HU(POBUM MO3HAYECHHIM HE
CTaBUTHCAL. '

Vi 104aTKU A0 JOKYMEHTIB Bi3yIOTHCS IIPalliBHUKOM, KU CTBOPUB JOKYMEHT,
Ta KEPIBHUKOM CTPYKTYPHOTO MiPO3/LIY, B IKOMY HOIr0 CTBOPEHO.

JlofaTKy HOPMAaTUBHO-IIPABOBOTO XapakTepy (IOJI0XKEHHs, iIHCTPYKIIii, IpaBHIa,
TIOPSA/IKH TOWIO), IO 3aTBEPAXKYIOTECS PO3NOPATYMMH JOKYMEHTAMH, IiAMHUCYIOTHCS
KepiBHMKAMH CTPYKTYpPHHUX TiAPO3AiIiB paiigepxaaMiHicTpamii (110 € po3poOHUKaMu
JOKYMEHTIB) Ha JTMIILOBOMY 0011l OCTaHHBOI'O apKyIlla JI0AaTKa.

SIkIo mojaTKM HaICUIAIOThCS 13 CYIPOBIIHUM JIACTOM, BiIMITKa IIPO HASBHICT
JIOJaTKIB PO3MIIIY€EThCS TICIIS TEKCTY JIUCTa Tepe]l MiAIHCOM.

JlonaTKH JOBIAKOBOTO abo aHATITHYHOTO XapakTepy (rpadikH, cxemu, Tabmuil,
CIIMCKH TOLIO) 0 OCHOBHOI'O JOKYMEHTa MOBHHHI MaTH BIAMITKY 3 IIOCHJIAHHAM Ha
1Ie#t TOKYMEHT, fioro faTy i HoMep, HallpUKIa.I:

Jlomatok mo nucta
20.08.2018 Ne 295

SIKIo TOKYMEHT Ma€ JI0/IaTOK, TOBHe HafMeHYBaHHS IKOI'O HAaBOAUThCSA B MOTO
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TEKCTi, BIMITKA [IPO HAsBHICTP IILOTO JOAATKa OGOPMIIIOETHCS 32 TaKOIO (HOPMOIO:
JlonaTok: Ha 7 apK. y 2 IIpUM.

SIKmoO MOKYMEHT Ma€ JOJaTKd, NMOBHE HaliMeHyBaHHS SKHX Yy TEKCTI He
HABOJMTHCS, 1X HEOOXIiJHO IEPETiudUTH IMiC/isi TEeKCTy i3 3a3Ha4ueHHSM KilIbKOCTI
CTOPIHOK y KOXXHOMY JOJATKy Ta KITbKOCTi IX IPUMIPHHKIB, HAIIPUKIA!

JNonatku: 1. Jlosika mIpo BHKOHAHHS IUIaHy pobotu obmaepikaAMiHICTpauii 3a
2017 p. va 5 apk. B 1 ipum.
2. IInan po6otu obaaepxaaminicTpauii Ha I kBapran 2018 p. Ha 9 apk. B
1 npum.

SIKIIo 0 JOKYMEHTa ONAEThCs 1HIMI JOKYMEHT, AKHIA Ma€ JI0NaTKH, BIIMITKY
TIpO HAsBHICTD J0AAaTKa 0GOPMIISIOTH 33 TaKOo (pOPMOIO:

JIOHAaTOK: JHUCT I OJOBHOTO YIpaBliHHA CTaTUCTHKM y JlyraHcekiii obmacti Bif
20.09.2017 Ne 595/ 04-12 i momaTok a0 HHOro, Bchoro Ha 20 apk. B 1
TIpUM.

45. Ha pmojaTkax, IO 3aTBEPKYIOTBCS POSIOPATIMMH JOKYMCHTaMH
(IOJNOXKEeHHs, IHCTPYKIi, NpaBWia, [OPSIKM TOIIO), TPOCTABISIETbCS TPHP
3aTBep/DKEHHS. Y BiTOBiHUX [yHKTaX PO3NOPAIYO] YaCTUHU [OKYMEHTa POOUTHCS
MOCHJIAHHS: IO JOMAETHCSD, «3TITHO 3 JOAATKOM» ab0 «(IOMAETHCA)».

Ha gomatkax O [JOKYMEHTIB, IO 3aTBEP/DKYIOTECA  PO3MOPSIINMHU
JOKyMEHTaMH, pOOHMTBCS BIAMITKa y BEpXHBEOMY IIPaBOMY KyTi MeEpILIOro apKymia
JOJaTKa, HAIPUKIIa:

Homatok 5
1o IacTpykuii (IyHKT 8)

46. SIKIO JOKYMEHT MICTUThH OUIBINE JECATH JOAATKIB, CKIAJAETHCA OIHC 13
333HAYEHHSAM Y JOKYMEHTI TaKOi BiIMiTKH:

JlomaToK: 3TiTHO 3 ONUCOM Ha 3 apK.

SIKIO OIATOK HAACHIAEThCS He 33 BCiMa 3a3HaYeHMMH B JOKYMEHTI a[pecaMu,
BiZIMiTKa IIPO HASBHICTb JOKyMeHTa OOPMITIOETECS 33 TAKOK0 (HOPMOIO:

JlogaTok: Ha 5 apK. y 2 IIpuM, Ha mepury aapecy.
Hionuc

47. TlocamoBi ocobu paitmepxaaMiHicTpalii MiANKUCYIOTH JOKYMEHTH B MEXax
CBOIX TMOBHOBa)X€Hb, BH3HA4eHHX y Pernamenti paiifiepxaaMinicTpailii,
PO3MOPSIKEHH] TONOBY paiiep)xaaMiHicTpanii mpo pO3MoIiT 000B’A3KIB Ta 1HIIMX
aKkTax paigepxanminictpanii. ITopsnok mianucanss JOKYMEHTIB iHIINMU 0CO0aMH Y
pasi BiacyTHocTi TromoBM paiiiepxanMiHicTpanii Ta mocamoBux ocif, sKi
YIOBHOBa)XeHI X  MiANHCYBAaTH, BHU3HAYAIOTHCSA  POBMOPAUKEHHAM — IOJIOBH
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paiinepxxaaMiHicTpaii.

48. Ilinnmc cxnagaeTbess 3 HafiMeHyBaHHS ITOCagd OCOOH, fKa IIAMUCYE
JIOKYMEHT (IIOBHOTO — Yy Ppa3l, KOIH AOKYMEHT HaJpyKOBaHHH He Ha OJIaHKY,
CKOPOYEHOI'0 - Ha OJIaHKY), 0COOMCTOrO IIAIUCY, BIACHOTO iMeHi i Mpi3BHINA 3TiIHO
3 1OJaTKOM 8.

49. 'V pa3si HaACWIaHHS JOKyMEHTa y IManepoBiii ¢GopMi OJHOYACHO KIIBKOM
yCTaHOBaM IIJIHMCYEThCS TUIBKM OpHIIHAN, SIKHM 3a/UINAETRCA Yy  COpasi
paiinepxaamiHicTpailii, a Ha MiClS PO3CHJIAIOTHCHA 3aCBITUYEHI 3arajbHMM BiIIiJIOM
anapary Horo Korii.

50. JloxyMeHTH HiANMCYIOTHCS, SIK IIPaBHIIO, OJIHIEI0 ITOCaZ0BOK 0c00010, a y
pasi, KOJAM 3a 3MICT JOKYMEHTa HeCyTh BIAMOBIIAIBHICTh KiJbKa OCi0O (aKTH,
¢GiHaHCOBI [OKYMEHTH TOWO), - [OBOMa abo OuTele, TpU LBOMY IiJIHCH
PO3MIIIYIOTHCS OJMH ITiJ] OXHUM BIATIOBIAHO IO MiATIOPSIKOBAHOCTI OCiO.

Hanpuxinan:

KepiBHuk amapary HiAnuc Bnacue iM’s TTPI3BUIE

Havanpauk Biaginy piHaHCOBO-

roCIoIapchKoro 3abe3neveHHs

amapary paiaepikaaMiHicTpauii —

roJIOBHUI OyXxrairep HiAnuc Bnache im’sa ITPI3BULE

51. V pasi migodcaHHs CIOUTBHOTO JOKYMEHTa KilnbkoMa ocobamu, SKi
3aiiMaroTh OJHAKOBI MOCaad, IX IMMAMKACH PO3MILIyIOTBCS HAa OXHOMY DiBHI i
CKPIILIIOIOTHCS MTeYaTKaMK yCTaHOB, HANPHUKIIAL!

HavanpHuk ynpaBiiHHS Hauansuuk GpiHaHCOBOTO YIIpaBIIiHHA
COINiaIbHOTO 3aXKUCTy HACENeHHS painepxaaMiHicTpanii
paiiepxaamiHicTpanii

mianuc, Bimacue im’s ITPI3BUILE mignuc, Brnacue im’s ITPI3BHUILE
BIIOMTOK repboBOi eYaTKu BiIOUTOK repOOBOI IeYaTKH

JIOKYMEHTH KOJIeTialbHAX OPTaHiB MiAMTUCYIOTh TOI0Ba KOJIEriaJbHOTO OpPraHy i
ceKpeTap, HallpuKiaz:

I'omoBa KoMicii TTi ATTAC Bnacue im’sa [TPI3BUILE

CekpeTtap KoMicii i Buacue iM’s-ITPI3BUIE

52. VY pasi BiACYTHOCTI 1mocagoBoi 0coOH, HaliMeHyBaHHS INOcay, IIpi3BUIIE,
BJIAacHe iM’s gKol 3a3HAYEeHO HA IIPOEKTI JOKYMEHTa, Horo miamucye ocoba, 1o
BUKOHY€ ii 000B’s13kH, a00 ii 3aCTymHUK. ¥ TakoMy pa3i 000B’s3KOBO 3a3HAYAIOTHCS
¢baxTHYHa 10caja, iHilliad iMeHi i Mmpi3BUIle 0co0H, sKa MiAnucana JOKYMEHT, IIpH
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IIbOMY BHIIPaBJE€HHS BHOCUTh pPYKONUCHHM crocoboM ocoba, fKa MiAnucye
noxkyMmeHT. He momyckaeThbes M Yac MiJIHCaHHSA JOKyMEHTa CTaBUTH NMPUIMEHHHUK
«3a» 4u TmpaBobOiuHYy IMOXUJIy PHUCKYy I[lepel] HalMeHyBaHHAM mocagd. Y pasi
3aMiIlleHHs KepiBHMKA 332 HAaKa3oM (PO3MOpPS/DKEHHAM) IO HalMEeHyBaHHS IIOCaIH
JIOar0Thes CUMBOJIH «B. 0.» (momatok 8).

53. dakcuMinpHe BiOTBOpeHHS HiAnucy (Ham - (axcmmine) mocagoBoi ocodn
Ha JOKyMEHTAaX He JIOMyCKAaeThCs, OKPIM TenedoHOorpaM Ta BXiJHOI JOKyMeHTallii.

54. Y pa3si cTBOpeHHsS JOKyMeHTa Yy IamnepoBid ¢opMi (3a HasgBHOCTI
OOIPYHTOBaHMX IiJICTaB) 3arajbHUM BiAJIJIOM alapary B YCTaHOBIEHOMY IODPSJIKY
CTBOPIOETHCS €JIEKTPOHHA KOsl AJs ii NMOAAIBIIOr0 HaJCWIAHHs agpecaTaM depes
CHCTEMY eJIEKTPOHHOI B3aeMoii opraHiB BUKoHaBuoi Bnaau (gami - CEB).

Bizu Ta rpu¢ noromkenHs

55. TloromxeHHs IOKYMEHTa y pa3i moTpebu Moxe 3AIHCHIOBATHCS $K B
paiinepxaaMinicTpanii (BHyTpilIHE), TaK i 3a 11 MeXaMH IHIIMMH 32iHTEPECOBAHUMH
yCTaHOBaMH (30BHIIIIHE).

56. BHyTpilllHE  TOrO/DKEHHS  JOKyMeHTa  O(OPMIIIOETHCA — LIITXOM
IPOCTABJIAHHS Bi3H, IO BKIIOYaE OCOOMCTHM ImiAnuc, iHimian iMeH1 1 Npi3BHILE
ocobu, 1aTy Bi3yBaHHS i3 3a3Ha4YCHHSAM y pasi MOoTpeOu HaliMEHYBaHHS MOCAIH.

Biza mpocraBinseThcss Ha JIMIBOBOMY OOLll OCTaHHBOTO apKyllla IIPOEKTY
JIOKYMEHTa, a AKII0 Miclsg IJI IJbOr0 HEe BHCTAya€ - Ha 3BOPOTHOMY ooui. Bizu
IPOCTABIISIOTECSA Ha TANepOBUX MPUMIPHUKAX JIOKYMEHTIB, 110 CTBOPIOIOTECS Yy pasi
HAsIBHOCTI MiICTaB JJIS I[bOTO, T4 3AINIIAIOTECS B paiiepaaMiHicTpallii.

57. 3ayBaxeHHs 1 IpPOMO3UILii N0 TMPOEKTy JOKYMEHTa BHKIAIalOThCI Ha
OKpeMOMY apKyIi, PO LIO Ha POEKTi POOUTHCS BiJIOBIHA BiMITKA: -
HaugansHHK 3aralbHOTO BiILTy anapary

Jata ITi AT C Bnacue im’s TTPI3BUILE

3ayBa)keHHs 1 MPOTIO3UL] JOJaIOTEC.

58. Tlopsmok Bi3yBaHHS BU3HA4a€TbC IHCTPYKIi€I0 3 MiJIOBOACTBA B
€JIeKTPOHHIH Qopmi.

[TpoexT NHUCTIB, WO MiAMUCYIOTECS TIOJIOBOIO, Bi3yIOThCS BHKOHABISIMU,
KepiBHUKAMHM CTPYKTYPHHX IiZPO3AiNiB painepxaMiHiCTpallil, IO iX rOTyIOTh.

59. 3a 3MmicT JOKyMeHTa, SKWii Bi3yeTbcs KillbkoMa 0co0aMH, Taki 0ocoOH
Bi/IMIOBI1alOTh 3T1AHO 3 KOMIIETECHII€10.

60. 30OBHIIIHE IOTOPKEHHS IPOEKTIB JOKYMEHTIB, CTBOPEHHX Yy NanepoBii
dopmi, 0QOPMIISETHCS LUIAXOM IPOCTAaBISHHA Ha HUX IpU(a MOTOMKEHHS, AKUH
skmoyae B cebe cioBo «IIOT'OJDKEHO», HaliMeHyBaHHS IOcagd ocoOu Ta
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YCTaHOBH, 3 SIKOKO IOrOJDKYETHCS MPOEKT NOKYMEHTa, OCOOUCTHH MiANHC, BlAcHE
iM’s, mpi3BuIle 1 JaTy abo Ha3By JOKYMEHTa, LIO MATBEPIKYE IOTOIDKEHHS, HOTO
naty i HoMep (1HIeKc), HallpuKIal:

ITOI'OXKEHO

I'onoBa KpeMiHchKOT paiioHHOL
IepXaBHOI agMiHiCcTpaLlil

migmuc, Boacue im’sa TTPI3BUILE

JHara

[TIOI'OJPKEHO

IIpoToKo 3acilaHHs eKCIIEPTHO -
nepeBipHOi koMicii Jlep>kaBHOTO
apxiBy Jlyranceskoi obsacTi

JlaTa Ne
61. I'pud NOroMKeHHS CTAaBUTHCS HIDKYE IIIMMCY Ha OCTaHHIA CTOPIHIN

IPOEKTY TOKYMEHTa.

62. Skmo 3MicT JOKYMEHTa CTOCY€Thcd Olnblle HIX TphOX YCTaHOB,
CKJIaJa€ThCs apKyIl MOTOKEHHS, PO 110 POOUTHCS BiIMITKA y JOKYMEHTI Ha MicIi
rpuda MoroJKeHHs, HalpuKIaI:

ApKyII TOTOI>KEHHS AOAAEThCA.

63. ApKYII IIOTOIKEHHS O(QOPMIIOEThCS Ha JIMIIBOBOMY Ta Yy pasi MOTpebOu
3BOPOTHOMY GOIIi OJJHOTO apKyllla 3a TaKolo (GopMOI0:

APKYUI ITOI'OJPKEHHA

Ha3sBa npoekTy JOKyMeHTa
HaiimeHyBaHHs ITocagyu MIMHAC Biacue im’s [TPI3BUILE

Jara

64. 30BHIIIHE NOroKeHHs y pasi morpedM, BU3HAYEHOI 3aKOHOIABCTBOM,
3MIWCHIOEThCA B Takill IOCTiMOBHOCTI: yCTAaHOBM OJHAKOBOTO PiBHSA Ta IHIII
YCTaHOBH; MPOMAJICEKI OpraHi3allii; OpraHu, sKi 3A1HCHIOIOTD JI€PXKaBHMHE KOHTPOIb B
TeBHil cepi; yCTAaHOBH BHILOTO PIBHSL.

BiaOuTOK NMe4YaTKH

65. Ha moxyMmeHTax, IO 3aCBi4yIOTh IIpaBa IPOMAaJAH i IOPUIMYHUX oci0, Ha
AkuX QiKcyeTbes (paKT BUTpavaHHs KOLUTIB i IPOBEeHHs OIlepallii 3 MaTepialbHUMH
HHOCTSMH, MiAIHC N0canoBoi (BiAMOBigaJbHOI) OCOGH CKPIILIIOETBCS repOOBOIO
[IeYaTKOKO paimepikaaMiHicTpaii.
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Ilepenik iHIIMX MOKYMEHTIB, MiANKMCHA Ha SKMX HEOOXiZHO CKpIIUIIOBAaTH
repOOBOIO [1eYaTKO0, HABEIEHO y JOJaTKy 9.

66. Binburox meuaTku, Ha SAKiM 3a3HaYeHO HaliMeHyBaHHS palOHHOL
JepXaBHOi aaMiHicTpanii abo 11 cTpyKkTypHOro miapo3airy (6e3 306paxeHHs repba) y
pasi IOTpeOM CTaBUTHCS Ha KOIISX JOKYMEHTiB Ta Ha PO3MHOXEHHX IPHMipHHMKaX
PO3MOPAAIUX JOKYMEHTIB.

BigOUTOK TIeYaTKA CTABUTHCA TAKUM YHHOM, I[00 BiH OXOILIIOBaB OCTaHHI
KiJIbKA JliTep HaliMEeHyBaHHs MOCaIn 0CO0H, sKa MiAIucaia JOKyMEHT, ajle He IiIIUC
I0Ca10BOi 0coOHM, 60 Ha OKPEMO BHALIEHOMY AJIS LIBOTO MICIil 3 BiaMiTKOK0 «MID».

67. V paiigepxanMidicTpanii repOOBOI0 IEYATKOIO CKPIiIIOKTh IiJIMUC
roJIoBH palijiepxaaMiHicTpallii, Horo 3acTyNHMKiB, KEpiBHUKA alapary.

68. PosnopsmkeHHSIM TOJOBH paiilepKaIMiHiCTpalii BU3HAYA€THCS MOPSIOK
BHKODPHCTAHHS, Micle 30epirasHs Ie4aTok Ta II0caioBi ocobw, BiAMOBiZabHI 3a iX
30epiraHHs.

BigmiTka npo 3acBilueHHs NanepoBUX KOMiil JOKYMeHTIB

69. PaiinepxaaMiHicTpaiis Moxe 3acBiIYyBaTH KOmil JIMIIE THX JOKYMEHTIB,
10 CTBODIOIOTHCA B Hill, KpiM BHIAIKiB CTBOPEHHS IAallEPOBUX KOIi¥ €NeKTPOHHUX
JOKyMeHTiB, mo Hafidmum depe3s CEB, a Takox y BANaiKax, epef0oadeHuxX IuM
IIYHKTOM.

Y pasi mArOTOBKH JOKYMEHTIB Ul HaJaHHA OpraHam Cy/0BOi BIAI¥ IIiJ 4ac
BUPIIICHHS IUTaHb IIOAO NPHIHATTS IPOMAJSiH Ha pobOTy, HaBYaHHS, 3aCBITUEHHS
iX TpyHZOBHX, JXHTJIOBMX Ta IHIIMX IpaB y B3a€MOBIIHOCHHAX 3 PaHOHHOIO
€pXKABHOIO aJAMiHICTpaliero, a TAaKOX Mif dac (opMmyBaHHs OCOOOBHX CIpaB
IpaliBHUKIB paiiepKaaAMiHicTpalisl MOXe BUTOTOBIISTH KOIIl TOKYMEHTIB, BUIaHUX
{HIIMMH YCTaHOBAaMM (KOTIii IMIUIOMIB, CBiJONTB IIPO OJIEPXKaHHS OCBITH TOIIIO).

Bigmitka «Komis» HpOCTABISEThCS y BEPXHBOMY IpaBOMY KyTi MepIIOl
CTOPIHKH I1aIlepOBOTO JTOKYMEHTA.

T[Tops7IOK CTBOPEHHS MAePOBHX KOIiN eTeKTPOHHMX TOKYMEHTIB BU3HAYAEThCA
[HCTpYKILi€ro 3 AiNOBOACTBA B €NEKTPOHHIH (opMmi.

70. Hamwc mpo 3acBi[deHHs MamepoBoi Komil JOKyMeHTa y HamepoBid ¢opmi
CKIIAaeThes 13 CIIiB «3TifIHO 3 OpUriHATOM», HaMEHYBaHHS IIOCaad, OCOOMCTOrO
Mianacy ocoOM, sKa 3acBigdye KOIIio, BIIACHOTO iMeHi Ta  Tpi3BHUIIA, AATH
3aCBiUEHHS KOIil Ta MPOCTaBISEThCS HIDKYE PEKBI3UTY JOKYMEHTa «[Tigmmmcy.

3rifiHO 3 OpHUTiHAIOM

["onoBHHI cIIeIiamicT :
3arajbHOrO BiIiTy T IITHC Bracue im’a [TPI3BUILE

JHara
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V BUIIAAKAaX HaACUIaHHS Komiii mokymeHtiB depe3 CEB, HaxcunaHHs Komi#
JIOKyMEHTIB KiJIbKOM aJpecaTaM (pO3CHMIIKA) iHIUMX BHIIAJIKaX, mependadeHux L€
iHCTpyKIli€ro, 3acBiqUeHHs TalepOBUX KOMiff JOKyMeHTa y manepoBid ¢opmi
3MiMCHIOIOTH 3T1AHO 3 BUMOraMu IHCTpYKIIii 3 AiJIOBOJCTBA B eNEKTPOHHIH (opMmi.

71. Hanwc mpo 3acBigueHHs MarepoBOi KOl CKPIMMOeThCs medarkor (6e3
300paxeHHs repba) i3 3a3HayeHHSAM Ha Hiil HalilMEHyBaHHSA BiJNOBIJHOTO

CTPYKTYPHOTO IiPO3/LTY.

72. Ha xomisix MOKYMEHTiB y mamepoBiii ¢opMi, IMIOAO SKHX 3AiMCHIOETHCS
BHIMKa, 3a3HadaeThcs HaAWMEHYBaHHS IOCaAd OcoOM, fKa 3acBiJUuia KOIIo, il
0COBHCTHI TiAmUC, AaTa 3acBigdeHHsS Ta BIAOWTOK IMEYaTKH 3arajbHOTO BiAALILY
amaparty, HarpHKIIaz

3rigHo 3 OpUTiHAIOM

["0JIOBHHH CIIEIiAIICT
3arajibHOTO BiIUIiTy amapary miamic  Buachwe iM’s  TIPI3SBUILE
BilOUTOK IEeYaTKHU 3arajbHOro

BiJIIUTY amapary
Harta

73. Ha xomisix BHXiIHMX MOKYMEHTIB, ILO 3alMINAOTECA Yy CIpaBax
paiiilepxanMidicTpanii, MOBMHHI OyTH BI3W IOCAJOBHX oci6, 3 SKUMH BOHH
TIOroKeHi, BiMOBiAHO 10 BUMOT Iiiel [HCTPYKIIi.

74. Komisg NOKyMeHTa IIOBHHHA BiIIOBiIaTH OpHUTiHAILY.

BiaMiTKH PO CTBOPeHHsI, BHKOHAHHSI IOKYMEHTA

75. BmacHe iM’s Ta Ipi3BHUllle TIpalliBHUKA, SKUH CTBOPHB JIOKYMEHT, 1 HOMEp
fioro cayx60Boro TeieoHy 3a3Ha4alOThCA B HIKHBOMY JBOMY KyTi OCTaHHBOI
CTOpiHKH MAINepoBOro OKyMeHTa, Hanpukiaa: OneHa IlerpeHko 31201.

76. Tlicns 3aBEpILICHHS pOBOTH 3 JOKYMEHTOM IIPOCTABIAEThCA BiIMITKA npo
Jloro BUKOHAHHSI, SKa CBiYMTH HpO Te, M0 POOOTY Hal JOKYMEHTOM 3aBEPLIEHO 1
#0ro MOXKHA JONYYHTH JIO CHpaBd. BinMiTka Moxe MicTUTH ciioBa «/[lo crpaBw»,
HOMEp CTIpaBW, MOCHIAHHA Ha mary i peecrpaumnnn iHIeKC ITOKyMeHTa, SIKU’
3acBig4ye HOro BUKOHAHHS, HaI/IMeH}’BaHHﬂ rmocanay, mignuc i zary. SIkio OKYMEHT
He mnoTpebye MHCHMOBOI BiATOBiMl, 323HA4AOTHCA KOPOTKi BiIOMOCTI IIPO
BHKOHaHHS. Ilignmuc 1 mgaTy BIIMITKH MPOCTABISE TpaliBHUK, SKUi CTBOPHB
IOKYMEHT, abo KeplBHI/IK CTPYKTYpHOTO migpo3iry. 3a3HaueHuH pe1<1313m
IIPOCTABISAETRCA Bil PyKM Y JiBOMYy KyTi HHXKHBOIO IOJIA HepIoi CTOPIHKHY,
HaIIPUKIA:

Ho cnpasu Ne 03-10 o cipaBu Ne 05-19
Abo
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JIucr-Binmosins Bix 20.05.2018 ITuTaHHS BUPIILIEHO TO3UTHUBHO
Ne 03-10/01/802 i yac TeaeoHHOI pO3MOBH
04.03.2018

nocapa mignuc Bracue im’g ITPI3BUIIE  nocana mignmuc Bnacue im’s [TPI3BUILE
21.05.2018 05.03.2018

B paiinepxxaamMiHicTpanil po BHKOHaHHS JOKYMEHTIB, fKi HepeOyBaroTh Ha
KOHTpONi, PpOOIATBCS MO3HAYKH B €JIEKTPOHHIM peecTpaliiHO-MOHITOPHHIOBIM
KapTILi.

77. BigMmiTka ©[po HaAXOIDKEHHSA IallepOBOr0 JOKYMEHTa JO pPanOHHOI
nep;xaBHo'l' az[MiHiCTpaui'l' IIPOCTABIISIETHCSA 32 AOIOMOIOI0 IITaMmIla Ha JIMIBOBOMY
Moy y MpaBoMy KyTi HIDKHBOTO TOJI IEPHIOTO apKyllla OpHIiHAIY ZIOKyMEHTA.
EneMeHTaMl 3a3Ha4eHOIo peKBl3I/ITy € HaI/IMeH}’BaHHH paiifiep)xaaMiHicTpallii,
peecTpauiiiHuil ingekc, nara (y pasi moTpeOM ropuHa i XBWIMHH) HaJXOIDKECHHS
JTOKYMEHTA.

SIKIIO KOPECIOHEHIlis He pPO3KPHUBAETHCH, BIAMITKA IIPO  HAIXODKCHHS
JOKyMEHTa IPOCTABISEThCS Ha KOHBEpTaX (yIaKyBaHHSX).

Y pasi HamXomKeHHs 30pOLIypOBaHHX JOKYMEHTiB PasoM i3 CYIPOBITHEM
JIUCTOM BiZIMiTKa CTaBUTBCS Ha CYIIPOBITHOMY JIKCTI.

SIKIO YCTaHOBA - aBTOP AOKYMEHTa MOJa€ JOKYMEHT Ha PEeecTpalliio pasoM 3
HOro KoImi€w, Ha KOIil JOKyMeHTa, [0 MOBEPTAEThCs, PEECTPALliiHKUE LITaMI He
IIPOCTABIIAETHCS.

3anuc mpo AepkaBHY peecTpauiio

78. 3ammc Ipo JepKaBHY PeecTpallilo poOHThCSA IO0 HOPMAaTHBHO-NPABOBAX
aKTiB paﬁz{epmanMiHicrpaui'i BKJIIOYEHUX [0 EIUHOrO AEepKaBHOIO DEECTPY
HOPMATHBHO-IPABOBHX aKTiB. -

VY pa3i monaHHA HOPMATHBHO-TIPABOBOTO aKTa Ha JEPKaBHY peecTpalito y
nanepoBili ¢popMi Ha Mepiuiil CTOPIHII A MPOCTAB/ISHHS BIAMITKH IPO AEPKaBHY
peectpalifo moBuHHe OyTH BinsHe Micme (60 x 100 MiniMeTpiB) y BEpXHBOMY
IpaBOMY Kyn Tic/Ig HOMepa aKTa Yd rpuda 3aTBEPIKEHHS.

Y% pa31 MOJAHHS HOPMATHMBHO-IIPABOBOrO aKkTa Ha HEepXKaBHY PEECTPAllilo B
eIeKTPOHHi# (OpMi 3amuc Mpo AepXKaBHY PECCTPallilo HE HAHOCUTHCS HA JIOKYMEHT,
a BHOCHTBCS JI0 PEECTPAIliIHO-MOHITOPUHIOBOI KapTku (nani - PMK), Ta moxe y pasi
notpe6u 6yTH BisyanizoBaHuii 3aco6aMH CHCTEMH €JIEKTPOHHOTO iNOBOACTBA I
yac Bi3yasi3alli JOKyMEHTA.

CxiiaileHHs IeIKAX BH/IiB JOKYMEHTIB
Posnopsdoicenna (Hakazu)

79. PosmopsmxenHs (Haka3yd) BHAAIOTHECA SIK piIIIeHHﬂ opraHisauiﬁHo -
PO3MOPAIYOTro YH HOPMATHBHO-TIPABOBOTO XapakTepy. 3a 3MiCTOM yI'IpaBJIIHCBKOI mii
PO3MOPSAIKEHHs  (HAKa3W) BHAAIOTBCS 3  OCHOBHHX THTaHb  AisBHOCTI
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paiinepxagMiHicTpallii, aAMiHICTPaTUBHO-TOCIIOAAPCHKUX ab0 KaJpOBUX IUTAHb.

80. IIpoexkTr poO3MOPSIXEHb 3 OCHOBHOI MisJIBHOCTI, aJMiHICTpaTUBHO-
rOCIIONAPCHKUX MHUTaHb TOTYIOTBCA 1 MOJAIOTBCS CTPYKTYPHUMH MiApo3AiIaMH
paiimepkagMminicTparii Ta i1 amapary 3a  JOpydYeHHSAM  KepiBHHIITBA
paiinep)xagMiHicTpallii Y 3a BIaCHOIO 1HILIaTHBOO.

ITpoekTr po3nopsKeHp (Haka3iB) 3 KaJpOBUX IUTaHb (0COOOBOrO CKIamy)
(1po mpUHHATTA Ha POOOTY, 3BIIBHEHHS, HAIAaHHS BIJITYCTKH, BIIPS/DKEHHS TOILO)
roTye BifMi 3 THMTaHb YNPABIiHHSI I[I€PCOHAJIOM alapaTy Ha MiJACTaBi pillleHb
(BKa3iBOK) rOJIOBH, 3aCTYITHHKIB T'OJIOBH, KE€pIBHHKA anapary, MDONOBIIHMX 3aIUCOK
KepiBHMKIB  CTPYKTYPHHX TiApO3IUIB  paiiepXaaMiHiCTpalii, KOHKYPCHHX
NOKyMeHTiB (NPOTOKONIB Ta pillleHb KOMICiH), 3aiB NpaliBHHUKIB, TPYIOBUX
IOroBOpiB Ta IHIIMX JOKYMEHTIB 3 YypaxyBaHHAM BuMOr Pernamenry
paiinep)xaaMiHicTparii. .

81. IlpoexkTH pO3MOPSIKEHb 3 OCHOBHOI NisJBHOCTI y pasi iX MIArOTOBKH Y
manepoBiii ¢opMi Ta AOFATKM AO HUX Bi3YIOTECS MPALiBHUKOM, SKHHA CTBOPHUB
JIOKYMEHT, KEPIBHHKOM CTIPYKTYpHOTO MiApO3Mily, B SKOMY HOTO CTBOPEHO,
HAYAJBHMKOM 3arajJbHOrO Biffijy, CIEI{alicTOM 3 MUTaHb 3ano6iraHHs Ta IPOTUil
KOPYIILii, IHIIMMH TTOCaTOBUMH 0COOAMH, SKUX CTOCYETHCS JOKYMEHT BiATIOBIJHO JIO
PernamenTy paiigepixaaMiHicTparii.

82. IlpoexTu po3mopskeHb (Haka3iB) 3 KaApOBHX MHMTaHb (0COOOBOTO
cKiIazy), opramisamifinux (BHYTpIilIHIX) IMTaHb MiSTBHOCTI palimepiaiMiHicTparii
Bi3yIOThCS HPALiBHUKOM CITyX6H yIpaBIliHHS IEPCOHATIOM, SIKHH CTBOPHB JIOKYMEHT,
Ta #0ro KepiBHHKOM, a TAKOX 3aJIEXHO BiJ BHUIY JOKYMEHTA CIIEUIaliCTOM 3 IHTaHb
3amobiraHds Ta NPOTHAIl  KOpyHmii, HadaisHUKOM  Biadimy diHaHcoBO-
FOCIIONAPCHKOro 3a0e3ledeHHs — TOJOBHMM OyXraiatepoM paiinepiaaMiHicTpaii,
{HOIMMH [10CaJJOBUMH 0CO0aMHU, IKMX CTOCYETHCSA JOKYMEHT.

83. V pasi Heo6XiaHOCTI MPOBEJEHHS OLIHKH 3MiCTy Ta JOUiIBHOCTI BUAAHHS
pO3MOPSKEHHs (HaKa3y) 31iHCHIOETBCS 30BHILIHE ITOTOKEHHS IIPOEKTY JOKYMEHTA
3 HIIUMH 3aiHTEPECOBAHMMH YCTaHOBaMH.

84. IIpoexTH pO3NMOPANYHX HOKYMEHTiB OOOB’SI3KOBO Bi3YIOTBCS T'OJIOBHUM
CTIEIiATiCTOM - IOPUCKOHCYJIBTOM arapary paifepikaaMiHicTparii.

85. SIKmo B MpoLeci IIOrOMKEHHS OO0 HPOEKTY PO3HOPSDKEHHs (Hakasy)
BHOCSTBHCS 3MiHH, BiH IiiJsArac MOBTOPHOMY IIOTO/DKEHHIO (Bi3yBaHHIO).

86. PosmopskeHHs ITiIMKCYIOTECS TONOBOIO, HAKa3H - KEPIBHUKOM alapary 3
IMTAHb, IO HATEXaTh 10 HOro KommereHuil. Y pasi BiACyTHOCTI BiZIITIOBITHOT'O
KepiBHHKA PpO3NOPSDKEHHs (Hakasd) IMIAMUCYIOTBCS MOCaNOBOK 0CO000, sKa
BHKOHY€ HOro 0060B’s3KH.

87. PosmopsmxeHHs (Hakasd), sSKI € HOPMATHBHO-TIPAaBOBMMH aKTaMH,
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HAOUPalOTh UYUHHOCTI 3 MOHA 1X OGIMIAHOrO OmyOJiKyBaHHS, SKINO IHIIE He
BCTAHOBIIEHO TAaKMMH pO3IOPA/DKEHHAMH (HakazaMu), aje He paHille AHA iX
o¢iniftHOrO ONMYOIiKyBaHHS.

88. PosmopsmxenHs (Haka3) opOpMIFOETBECS Ha BiAMOBIAHOMY OJaHKY. 3MicCT
KOPOTKO BMK/IA[IA€ThCS B 3arOJIOBKY, SKHH MOYMHAETHCS 3 NMpuiMeHHMKa «lIpo» 1
CKIIAZa€ThCs 3a JOIOMOrorw BimmiecmiBHoro iMeHHuka («IIpo 3arBepmkeHHS...»,
«I1po BBexnenHs....», «[Ipo crBOpeHHs...») abo imeHHuKa («Ilpo miacymxkm...», «IIpo
3aXO0MH...»).

89. TekcT posloOpsDKeHHS (Haka3y) 3 OCHOBHOI [isJIBHOCTI paiOHHOL
IepXKaBHOI aJMiHiCcTpallii Ta aMiHiICTPaTMBHO-TOCIIOAAPCHKUX MUTAHb CKIIA/IAETHCS 3
npeaMOyJIH 1 po3NOpPAAYOl YACTHHH.

90. VY mpeamOyii 3a3Ha4YarOThCS MiJCTaBa, OOIPYHTyBaHHs ab0 MeTa BUIAHHS
pO3NOpsIKeHHs (HaKa3y), AKa OYHHAETBCA cloBaMu «Ha BUKOHaHHA», «3 METOIO»
TowIo. SIKIO IOKyMEHT BHAAEThCS Ha MiJICTaBi IHIIOrO PO3MOPSIIIOro JOKYMEHTa, Y
KOHCTaTylouilt uacTuHi (mpeamOyii) 3a3HA4aeThCs TIOCHJIAHHS HA BiANOBIAHUMA
JOKYMEHT.

Posmopsiida 9acTMHA pPO3NOPS/UKEHHS IIOYMHAEThCA 3 HOBOrO psinka Ge3
BiCTYITy BiJ Mexi JiBOTo moJid 31 cloBa «3000B’A3y10» (KUPHMM LIPAGTOM), HaKasy
«HAKA3YI0», MICIIA KOO CTABUTHCA JBOKpAIiKa.

91. Posmopsiiya YacTWHA TOAUISETbCS HA TYHKTH 1 TIIyHKTH, 5K
HYMepyIOThCs apabCcekumMu LudpaMu, y KOXKHOMY 3 SKUX TOBUHHI OyTH 3a3HavYeHi
opraHizaliiiHo - posmopsaya Ais (3aTBep/UKeHHS abo BBEJEHHS B M0 IHCTPYKIII,
IOJIOXEHHS TOIO) abo KOHKpETHe 3aBJaHHS (HOpY4eHHs) i3 CTPOKOM ioro
BUKOHAHHS T4 CTPYKTYPHI MiZIPO3IiJIH - #Oro BUKOHABIIL.

92. HexoHKpeTHi («IPHCKOPHUTH», HOJIIIIHTHY, «aKTHBi3yBaTH», «3BEPHYTH
yBary» TOLIO) Ta HEKOHTPOJbHI («IOBECTH 1O BifOMa», «O3HAHOMHTID TOILIO)
JIOpPYYEeHHS B PO3NOPADKEHHAX (HaKa3ax) He 3aCTOCOBYIOTHCS.

93. Tlicns HabpaHHSA YHHHOCTI PO3MOPSKEHHSIM (HaKa3oM) BHECEHHS 3MIH 10
HbOTO, BW3HAHHA HOro TaKWM, L0 BTpPaTHB YWHHICTh, YH HOrO CKacyBaHHS
3MiMCHIOETHCS JIHIIE IUITXOM BUAAHHSI HOBOTO PO3IOPSIDKEHHS (HAaKa3y).

94. PosmopsxeHHs (Hakas), SKAM BHOCATBCS 3MiHH, OQOPMIIIOETHCS 3
ypaxyBaHHSIM TaKMX BUMOT"

1) 3aromoBoK moYMHAETHCS 3i ciB «IIpo BHECEHHS 3MiH IO PO3MOPAIDKEHHS
(Haxasy)...» i3 3a3HaUEHHAM JaTd, HOMepa, Ha3BU BUIY PO3IIOPANIOro JOKyMEHTa, 10
SIKOTO BHOCSATBCS 3MiHY;

2) po3mnopsaYa YaCTHHA MOYMHAETHCS 3 MyHKTY:

«1. BHECTH 10 PO3TIOPSIKEHHS (HAKa3y)... TaKi 3MIiHH:» y pa3i BUKJIaJeHHS 3MiH
y TEKCTi pO3TIOpAIKEHH (HaKasy),
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«1. BHecTH 10 pO3MOpS/DKeHHS (Hakasy)..3MiHH, IO AOJAlOThCA» y pasi
BHKJIaJICHHS 3MiH y BUIVIAII OKPEMOI'O JOKYMEHTA;

3) GOpPMYIIOIOTECS 3MiHM Yy BUIJISAAI IyHKTIB Ta MiJIyHKTIB PO3MOPSIIYOTO
XapakTepy, HalpuKiIal:

«1. ITyskT 2 BHKIACTH B TaKill peaKIiii:...»
«2. IlyHKT 3 BUKIIIOYUTHY;
«1) ab3an qpyruii MyHKTY 4 TOIIOBHUTH CJIOBAMH...»;

«2) y TADyHKTI 2 TyHKTY 7 ClOBa «y pa3i MOTPeOM» 3aMiHMTH CIOBOM
«BHMAraeTbes».

95. V¥ pa3i BUJAHHS PO3MOPSKEHHS (Haka3sy) IIPO BU3HAHHA TaKWM, IO
BTPaTHB YHHHiCTH, a00 CKAacyBaHHS iHINOIO PO3MOPSOKCHHA (HaKa3y) y
pO3MOpAIYili YacTHHI 3a3HAYAETHCA IIyHKT, SKWM MOBUHEH IOYMHATHCA i3 ciB
«BHW3HATH TaKUM, IO BTPATHUB YMHHICTS,...» a00 «CKacyBaTH ...» BiMNOBIIHO.

96. KoHTpoqh 3a BHKOHAaHHSM 3aBJaHh (JOpYyYeHb), 3a3HAYEHUX Y
pO3TIOpAIKeHH] (Hakasi), MOKIaJacThCs Ha TOJOBHOTO CIELiamicTa 3 KOHTPOIO
3araJbHOTO Bi[UIiTy amaparty paiiaepxaaMiHicTparii.

97. ﬂJISI 03HalOMJICHHS 3 PO3MOPSIKCHHAM (HaKa30M) yKiaaad roTye Ta NoJa€
Ha peecTpalliio pazoM 3 MiJNMCAHAM PO3MOPSAAYMM JOKYMEHTOM nepesik yCTaHOB,
CTPYKTYPHHX TiJpo3/iiiB, mocamoBux (ciyx06oBux) ocib, sKMX HEeOoOX1THO
O3HAMOMHMTH 13 IIUM JOKYMEHTOM.

98. PosmnopsmxeHHs (HaKa3H) 3 KaJpOBHX INHTaHb (0COGOBOro CKIamy)
O(bopMmoroTLc;I y BUTJSIII 1HIMBITyaJbHHX (MICTI/ITLC}I 1H¢>opMau1;x PO OIHOTO
HpaHIBHI/IKa) i 3BemeHux (PO KiJIbKOX) - HE3QIEXHO BiX TOro, fAKi yIpPaBIiHCBKI
pillieHHs MO0 HHUX MPUIMAIOThCS (MPUHHATTA Ha poOOTY, IPH3HAYEHHA HA MOCaLy,
IIepeBeIEHHs Ha iHILy T0cay, 3BiIbHEHHS TOILO).

99. 3micT iHAWBIAyanbHHX PpO3MOPSIKEHb (HAaKa3iB) 3 KaApOBHX IHTaHb
(0cO6OBOTO CKINaly) CTHCIO BHKIAJA€ThCA B 3arONOBKY, SKMM IOYMHAETBHCA 3
npuiivennuka  «IIpo» i BigniecnmiBoro  imennuka, Hampukman:  «IIpo
NPHU3HAYEHHS...», «[Ipo NpUAHATTA..». Y 3BEJEHUX MOXE 3aCTOCOBYBATHCAH
y3aralpHeHWH 3aroioBok, Hanpukmai: «IIpo xamposi muraHHA», «IIpo ocoboBuit
CKJIaZ».

100. YV TekcTi po3mops/mKeHb (HakasiB) 3 KaJpoOBHX IHTaHb (00060BOF0
CKnaz[y) SK TIpaBMJIO, KOHCTATyIO4a 4YacTHHa (mpeamOynia) He 3a3HAYa€eThCs, Kle
BUIIQIKiB NPU3HAYCHHS Ha M0caty a00 3BUIBHEHHS 3 MOCaIU KeplBHHX HpaHIBHI/IKlB
OpraHOM BHIIIOTO piBHs a6o 3a iHIIOW NpoleayPO0. Y TAKOMY pasi B KOHCTaTyloUii
vacTiHi (mIpeamOysi) HABOAUTHCS IOCHIAHHA Ha BIANOBIAHMA HOPMaTHBHO-
TIPaBOBMI aKT OpraHy BHILOrO DiBHS Yy TaKilf MOCIITOBHOCTI: BAJ aKTa, yCTaHOBA -
aBTOD, aTa, HOMEp, [I0BHA Ha3Ba.
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101. Posnopsigua 4acTMHA pO3NOPSXKEHHA (HAaKa3zy) 3 KaIpoBHX IIMTaHb
(ocoGoBoro ckialy) IOYHHAETECH, SK MPaBUIIO, 3 miecnoBa y ¢opmi iHQIHITUBY
«TPUHATN», «JTPU3HAYUYHN TN, «ITIEPEBECTW», «3BIJIbHUTW»,
«BIIPAIUTH», «HAIDATHU», «OI'OJJOCUTH» tomo. [lami 3a3Ha4aroThCs
BEJIMKAMM JIiTepaMd [pi3BUINE TMpalliBHMKA, Ha SKOro IOLIMPIOEThCS  Iif
posnopsKeHHs (Hakasy), i MATMMH - HOTro BiIacHe IM’ Ta TEKCT JOKYMEHTA.

VY KOXKHOMY ITyHKTI pO3MOpsi/pkeHHs (HaKa3dy) 3 KaJpOBHX ITUTaHb 3a3HAYAETHCA
mificTaBa AJis1 HOro BUIaHHS.

Ilix yac o3HalOMIIEHHS 3 pO3MOPSKEHHsAM (HaKa3oM) ocobaMH, Ipo sKi
fileThCs B HHOMY, Ha IIEPIIOMY MPUMIPHHUKY JOKyMEHTa YH Ha crielliaJlbHOMY OJaHKy
IPOCTABNISAIOTHCS HiANKCH 13 3a3HAaYEHHAM JaTH O3HAHOMITEHHS.

YV posmopsmkeHni (Hakasi) mpo Hpu3HadeHHs a0 3BiIBHEHHS IIPalliBHUKA
3a3HaYa€ThCs [IOBHA AaTa (YMCIIO, MIiCsIlb, piK) GaKTHIHOTO HOro BUXOMY Ha pobOTy
(IpUNMHEHHS TPYAOBHX BiJIHOCHH), PO3MipH HOro mocajgoBoro okjany, Hajg0aBok Ta
JOTLIaT.

102. Y 3BeileHUX pO3NOPSIKEHHX (HAaKa3ax) 3 KaJpOBHX IUTaHb (0COOOBOTO
CKITady) 4O PO3MOPSIYOl YaCTUHH BKIIOYAETHCA iH(POpMALis, IO POSMILIYETHCT Yy
TaKiff MOCIiJOBHOCTI: an/II‘/'IH;ITT;I Ha pobory (ciyx0y), mepeBeieHHs, 3BIIbHEHHS,
Mpi3BHIIA OCi6 y MexaX IYHKTiB po3MillyroThcs 3a aidasitoM. Ilpu mpomy 10
OIHOrO 3BE/IEHOr0 PO3MOPSDKEHH (Hakasy) He MOXe BKitodatucs iHpopManis, SKa
3riIHO i3 3aKOHOJABCTBOM Ma€ Pi3Hi CTPOKHU 30epiraHHs.

103. CrinbHe po3TopsKeHHs (HaKa3) yCTaHOB OJHOTO PIBHA O(QOPMIFOETHCS
Ha YUCTHX apKyIIax larepy dopmary A4 (210 x 297 minimeTpis). JepxaBHuit ['epd
Vkpainu mig gac oQOpMICHHS TaKMX HakasiB He BIXTBOpIOeThCs. HaliMeHyBaHHSA
YCTaHOB PO3MIIIYFOTECS Ha OXHOMY DiBHi, a Ha3Ba BHJY JNOKyMEHTA - nocepe)mm
JlaTa CIIJIBHOTO pO3IOPSDKEHHS (HaKa3y) IOBMHHA OYTH €IHHO0, BiAIOBiAaTH AaTi
OCTaHHBOTO MIJNMCY, & peeCTpallifHuil IHAEKC NOKYMCHTa CKIajaTHCA 3
peecTpalifHuX iHIEKCiB, SIKi MPOCTABISIOTECS HYepe3 MPaBOOiYHy IOXWIY PHCKY B
IOCJTiTOBHOCTI MiAMIHMCAaHHS HOKYMEHTa KepiBHHKaMM yCTaHOB. Posmopsada YacTuHa
noyuHaeTheA 31 ciosa «30BOBA3YEMO» («HAKA3YEMOy). Ilinnucy KepiBHHUKIB
YCTAHOB PO3TAIIOBYIOTBCS HIXKYE TEKCTY Ha OJHOMY piBHI 1 CKpIILIIOIOTHCSA
repOOBMMH TTeUYaTKaMH LIUX YCTaHOB.

KinpKiCTh NPMMIpHHKIB  CHUIBHHX  PO3NOps/UKEeHh  (HakasiB) —IMOBHHHA
BiJIITOBiAATH KiTBKOCTI YCTaHOB, IO 1X BUIAIOTh.

104. MexaHi3M TOJaHHS HOPMAaTMBHO-IIPaBOBUX aKTiB paiijepkaaMiHicTpauii,
SKi BIAMOBIHO O 3aKOHOIABCTBA I IATAIOTH JepXaBHIH peecTtpauil B I'ooBHOMY
TepHTOpialbHOMY yTpaBiindi focTunii y JIyrascekiii o6macTi, BCTaHOBIIOETBCS
TT0JI0KEHHSM NPO JEPXKaBHy PeECTpaLilo HOPMaTHBHO-TIPABOBHX aKTiB MiHICTEPCTB,
{HIIMX OpraHiB BHKOHABYOI BJIa/H, 3aTBEpDKEHUM MocTaHoBOIO KaGinety MiHicTpis
Vkpaiau Big 28 rpymHs 1992 p. Ne 731, ta mopsaxkoM IOJaHHS HOPMATHBHO-
IIPABOBUX aKTIB Ha JIEP)KABHY PeecTpallito, BU3Ha4eHUM MiH’10CcTOM.

105. PosnopsmkeHHs (Hakasd) HyMepyIOTbCS y IOPAJAKY iX BHIAHHSA y MEXaX
KaJIeHIapHOTO POKY; pO3TOpsKeHHsS (Hakasd) 3 OCHOBHOI  JIsUIBHOCTI,
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aIMiHiCTPaTHBHO-TOCTIONAPCHKIX Ta KaJpPOBUX NHUTaHB (0COOGOBOrO CKJIaay) MaioTh
OKpeMY NOPSAKOBY HyMepallilo.

Jlns peecTpallii po3nopsimKkeHs (HaKasiB) BAKOPHCTOBYIOTBCS [IOJATKOBI JITEPHI
iHmeKcH, a caMme 3:

OCHOBHOI HisUIFHOCTI - TiNbKM [dpu (Hampukitan: Ne 12);

KaJpoBUX ITUTaHb (0cOOOBOro ckiuagy) TMpO TPUHAHATTSA, IepeBeJCHH,
320XOUE€HHS, 3BIIbHEHHS, CTAXYBAHHS, IPUCBOEHHS PAHTy, I'POIIOBY JIOMIOMOTY TOLIO
- «x» (Hampukian: Ne 35 x);

KaJpOBUX IIMTaHb (0COGOBOTO CKIaAy) IPO KOPOTKOCTPOKOBI BIADSKCHHS,
CTATHEHHS, HANaHHA IIOPiYHMX OIUIAYYBaHUX BiJTyCTOK TNPAI[iBHUKAM - «KB)
(manpukian: Ne 150 xB);

aIMiHICTPaTMBHO-TOCTIONAPCHKHX [IATaHb - «a» (Hanpuknaji: Ne 65 a).

106. Komil po3nopskeHbh 3 OCHOBHOI JisNBHOCTI T2 a,Z[MlHICTpaTI/IBHO-
FOCIIO@PCHKMX ~ ITHTaHb  3acCBiNUyIOTBCS ~ 3aralbHAM  BULILIOM  amapary i
HaJICUJIAlOThCS 3a1HTepeCOBaHHM yCcTaHOBaM, NOCAJOBHM ocobaM, MpalliBHHKaM B
eNeKTpoHHIM (opMmi. YV pa3i HeoOXimHOCTI HaJCHIAHHS Kol PO3MOPSII0TO
JOKyMeHTa yCTaHOBI, sika He € ydacuukom CEB, 11 HaICHIA€THCs KOITisl Y TIariepoBii
dopmi. Y TakoMy BHIIaIKY CKIIAIAETHCS CTIACOK PO3CHUIIKH.

Komii PO3TIOPsUKeHD (HaKa3iB) 3 KaIpOBHMX IHTaHb 3aCBi[UyIOTHCS BiJILIOM 3
MWTaHb YIOPaBIiHHS [EPCOHAIOM amapaTry i HaJCHIaloTECS 3aiHTepeCOBaHUM
yCTaHOBaM Ta IIOCaTOBIM 0co0aM.

IIpomoxonu

107. Y mnpoTtokojax (bchyeTLCﬂ lH(I)OpMaHISI Ipo Xij BeoeHHSA 3acilaHb,
NpUAHATTS B paiifepKaaMiHicTpadil pilleHb KOMiCisiIMH, KOJIET15IMH, JI0pauMH
opraHamy, pooOYuMH rpymMamy TOILO. HpOTOKOJ'I CKJIaJia€ThCs HA IIiICTaBi 3aIUCIB,
3po6neHHx 663H006p€)1HBO i yac 3acizaHp, MOTAaHUX TEKCTIB Ta Te3 AOMOBIAEH i
BUCTYIIiB, JIOBiIOK, IPOEKTIB PillIEHb TOLIO.

108. IIpOTOKONH MOXYTb CKIaJaTHCS B MOBHIM abo crucmit Qopmi. VYV
[IPOTOKONAX, CKNIAJEHHX y CTHCIiH (opMmi, GIKCYIOThCS JIHIIE IpHHHATI pileHHs 6e3
X0Iy 0OTOBOpPEHHS ITUTaHb.

109. ITpoToKoJI 0hOPMITIOETHCS HA YACTOMY apKyLUi Ianepy dopmary A4 (210 x
297 MiiMeTpiB) 3 TIO3IOBXKHIM PO3TALIYBAHHAM PEKBI3HTIB.

110. JlaTol0 TIPOTOKOJy € JaTa IpOBEACHHS 3acimanHs. SIKmo 3acigaHHA
TPHUBAJIO KiJIbKa JHIB, Yepe3 TUpe 3a3HAYaIOThC TIepIInii i OCTaHHiH IeHb 3aciaHHs.

111. Homep (inzpekc) NPOTOKOJTy TOBUHEH BiJIIOBIIATH IOPSJKOBOMY HOMEDPY
3acimanns. Hymepanis l'IpOTOKOJ'IlB BEIIeThCs B MEXaX KalleHTapPHOTO POKy OKPEMO 3a
KOXHOIO IPYIIOI0 MPOTOKONIB 3aci/laHHs BiAmoBimHOI Kowmicii, korerii, Kopagqoro
oprany, po6o4oi rpyny ToLIo.

112. Y pekBi3uTi «MicIie 3aciflaHHA» 3a3HAYAETHCS Ha3Ba HACENICHOTO MYHKTY, B
sAKOMy BinOynocs 3aciiaHHs.
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113. KopoTkuii 3MIiCT A0 TeKCTy IpPOTOKONy IIOBUHEH BiTOOpaKaTH BHUJ
3acifanHs (Hapada, 300pu, KOHGepeHLis Tomo) abo KonerianbHOi MAisIBHOCTI
(koMmicis, pama, Kojerisi, Jopagduii opraH, poboda rpyna TOmO) i BKIIOYaTH Ha3By
BUAY HOKyMEHTA.

114. TekcT MPOTOKOJY CKJIAJAETHCS 3 BCTYITHOI Ta OCHOBHOI YaCTHH.

115. Y BCcTymHilM YacTUHI MPOTOKOIY 3a3HAYalOThCA NIPI3BUINA Ta BIACHI IMEHA
rojIoBH 260 roJI0BYIOUOr0, CEKpETapsl, 3apolleHNX, a TAKOX NPHCYTHIX 0ciO.

V CHHMCKY HpHCYTHIX 3a3HadaloThcs B andaBiTHOMY IOPAIKY CIOYaTKY
Mpi3BHINA T4 BIACHI iMeHa IPUCYTHIX MOCTiIHHHX YIEHIB KOJIETIalbHOTO OpraHy,
IIOTIM - 3aMpOUIEHHX OCi0 i3 3a3Ha4YEHHAM ITOCa] Ta y pasi NoTpeOH HalMEHYBaHHS
ycTaHOB. SIKIIO KiNBKiCTh IIPHCYTHIX NepeBHIIye 15 ocib, 3a3HavaeThes X 3arajibHa
KIJTBKICTB 3 ITOCWJIAHHSAM Ha CITHCOK, IO JOAAETHCS 0 IPOTOKOIY.

BeTynHa acTHHA BKIIIOYA€E MOPSNOK JE€HHMH - MEpeNiK NUTaHb, 3allIaHOBaHUX
710 PO3IVIAMY Ha 3acilaHHi, 1o po3MilleHi y HOPAAKy iX 3Ha9ymIOCTI i3 3a3Ha4eHHAM
JOTOBiIaua 3 KOXXKHOrO NMUTaHHS. IIOpANOK IEHHHH NAa€ThCs HANPHMKIHLI BCTYIHOL
YaCTHHHU.

CnoBa «IlopsimioK HeHHUI» APYKYIOTHCS Bijl MeXXi JIBOro MoJjf, INCIS HHX
CTaBUTBCS [ABOKpamka. KoXHe NMTaHHS HYMepyeThCs apaOChKuMu muppamu 1
ApyKyeThca 3 abszaiyy. PopMyBaHHS MHTAHb y TNOPSAKY ASHHOMY IIOMHHAETBCH 3
npuiiMmeHHuKa «IIpo».

116. OcHOBHA YacTHMHA MPOTOKONIY CKJIAIA€TbCs 3 PO3/LIIB, SKi ITOBHUHHI
BiAMOBIIATH MyHKTaM MOpAAKY HEHHOro. Po3Nimum HyMepyroThCs apabCBKUMH
uudpamu i Gymyrotees 3a Takoo cxemowo: CIVXAJIA - BUCTYIIMIA -
BUPIIIWIIN (YXBAJIUIA, TIOCTAHOBHJIN).

3asHauedi cloBa JAPYKYIOThCS BEJMKMMH JiTepaMH 03 BifICTyIy Bifl Mexi
JIBOTO IIOJIA, IIiCIIA CJIiB CTABUTHCS ABOKPAIKa.

117. ITicna cnoBa «CJIYXAJIM» 3a3HayaeTbCcsl TEKCT BHUCTYIly OCHOBHOI'O
porosigada. [pisBuime Ta iHinian iMeHi KOXXHOTO JIONOBifaya APYKYIOTECS 3 HOBOTO
panka. TekcT BUCTyIly BUKJIQIa€ThCs y TPETil 0CO01 OTHUHHL.

118. Texctu aGo Te3u JOMOBIAi Ta BUCTYIIIB, OQOPMIICH] SK OKPEMi TOKYMEHTH,
0 TeKCTy HpOTOKONy He BKMOWaloThes. Ilicas Bimomoctelf mpo jorosifada
cTaBUTBCS THpe 1 3a3HadacThes: «TekcT MAOmoBiAl (BHCTYIy) HOHAETBCA MO
IPOTOKOIY».

119. Iicas cioBa « BUCTYITUIIM» (ikCyrOTBCS BUCTYNIM THX OCi0, 10 B3sIH
y4acTh B OOGroBopeHHi momnosifi. BucTtymu odopmimooTecs Yy IIPOTOKOMi 13
3a3HAYEHHSM HAMMEHyBaHHS IIocajl, Npi3BHINA Ta iHil(ian iMeHi IIPOMOBLIB Y
Ha3sMBHOMY BiIIMiHKY, @ TaKOX 3 BHKJIaJCHHIM 3MicTy MMTAHHS Ta BiANOBiAEH Ha
HBOTO. 3MIiCT BHUCTYITIB BUKIAa€THCA Bifl TPETHOI 0COOH OXHHUHH.

120. Tlicns  cnosa «BUPIIIMIN» («YXBAJIAIN», «IIOCTAHOBWJIN»)
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diKcyeTbcsl NpHURHATE pilleHHs 3 PO3IVIAHYTOrO IWTaHHS NOPSJKY NEHHOrO, sKe
MoBuHHe GyTH KOHKDETHHM i BKIIOYaTH CKJIajoBi, IO BiANOBiAOTE HA Taki
[IUTAHHSA: KOMY, 1110 3pOOUTH 1 B AKMH CTPOK.

PirlleHHs], IO MIiCTATh KiJIbKa MUTaHb, NOAUISIOTE HA IyHKTH i MiAMyHKTH, sKi
HyMepyloThcs apabcbkumu  Ludpamu. ITiIIYHKTH HyMepylOTbCS HUQpaMd 3
Iy XKKOIO.

121. SIkmmo Ha 3acifaHHi NpUIMaETHCS PillIEHHs PO 3aTBEPDKEHHS TOKYMCHTA,
SKAH OOTOBOPIOBABCS Ha 3aCiJaHHi, BIH JOJA€ETHCS O IPOTOKOIY i B HbOMY
POGHTECS MOCKHIIAHHS Ha HOMEp i IaTy MPOTOKoiy. 3a HasBHOCTI IHIIHX JOKYMEHTIB,
10 PO3IVIAAATKCI Ha 3acifaHHi Ta (akT oOrOBOPEHHS SAKUX 3a()iKCOBaHO Yy TEKCTI
IIPOTOKOJTY, BOHH HyMepYIOThCs apabchkumu Lindpamu (lomatoxk 1, lomarok 2), Ha
AKi y BiIMOBIMHUX IyHKTaX IPOTOKOJY POOHTECA IIOCUITAHHS.

Pexsisut «BiaMiTKa Ipo HasBHICTH TONATKiB» HANPHKIHLI TEKCTY IPOTOKOIY
He 3a3Ha4a€Thes. ‘

122. TIpoTOKOI MiAIMUCYEThCs TOJNIOBYIOYHM Ha 3acigaHHi Ta cexpetapeM abo B
{HIIOMy TIOpSIAKY, BH3HAYEHOMY IIOJIOXEHHAM IPO BIJIMOBIHUM KOJEriaJIbHUH
Opras.

123. TTamepoBi KoIii HPOTOKONIB ab0 BUTSTH 3 HUX 3aCBITIYIOTHCS II€YATKOO
3arambHOTO BiiNy amapaTy i HaiCHIAIOThCA y pasi HoTpeOH 3alHTEPECOBAHUM
yCTAaHOBAaM, IOCafoBUM ocobam, mnpauiBHukaM. CHHMCOK POSCHIKM  CKIaja€ i
IiAKUCY€E CeKpeTap.

Cnyorcbosi nucmu

124. Cnyx00Bi JIUCTH CKJIAJAIOTBCS 3 METOO obMmiHy iH(oOpMmaliielo MDK
yCTaHOBaMHM SK BIANOBiJi Ha BMKOHAHHS 3aBIaHb, BU3HAUCHHX B aKTax OpraHiB
Jep)KaBHOI BIaIM, NOPYYEHHSX BUIIUX IOCATOBHUX ocib, Ha 3amnuTH, 3BEPHEHHS,
KopecronieHnio Bepxosroi Pagu Ykpalhu, AOPYy4€Hb yCTaHOB BHIIOTO piBHS,
3QIATH iHIIMX YCTAHOB, 3BEPHEHHS TPOMAJsH, 3allMTH Ha indopmMaliio, a TakoX SK
iHiLiaTWBHI Ta CYIIPOBiIHI JIHUCTH.

125.Y pasi HasBHOCTI MiJCTaB, sSKi BH3HAIOTHCH OOIpYHTOBaHUMH  JIJIA
CTBODEHHS YCTAHOBOIO JIOKYMEHTIiB Y nmaneposiii  dopmi, cayx0GoBuii JHCT
oOpMITIOETBCSL Y TIaTlepoBii ¢popmi Ha CreliabHOMY JJIs JIUCTIB ONaHKy ¢opmary
A4 (210 x 297 minimMeTpiB). SIKIO TeKCT IHCTa HE NMEPEBHIIYE CEMH PAIKIB, MOXE
BUKOpHCTOBYBaTHCs GraHk popmaty AS (210 x 148 MiJTiMETpIB).

126. JIuct Mae Taki PeKBI3UTH: JaTa, PEECTpallifHMi 1HIAEKC, IOCHIAaHHs Ha
JOKYMEHT, Ha SKHMil NA€ThCA BiIMOBiAb, ajpecaT, 3arojoBOK 10 TEKCTy, TEKCT
(OCHOBHHUH PEKBI3UT CIIy’)OOBOTO JIUCTA) Ta ocobucte 3BepTanus (y pasi norpebu),
BiMiTKa PO HafBHICTH HOAATKIB (y pasi morpedn), migmue, BigMiTKa Ipo
BUKOHABIISL.

127. laToro NMCTa € JaTa peecTpallii BHXimHOI KOpECIIOH/IEHIIIi Y 3arallbHOMY
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BiJUIiJTi amapary.

128. Sk npaBuiio, y TUCTI MOPYIIYETHCS OFHE MUTAHH.

129. TekcT IMCTa BAKIAAAEThCA Bijl TIEPIOi 0COOM MHOXUHHU 3 BUKOPUCTAHHIM
CIiB: «IIPOCHMO MOBIJIOMHTH...», KIOBIIOMIIEMO», a00 BiJ TPETHOi 0COOM OJHUHHU -
«paiiiepkaaMiHiCTpallis BBaXa€ 3a JOLLIBHE)» TOLIO.

SIKIO JIMCT CKJIAZEHO Ha OJaHKy mocamoBoi 0coOM, TEKCT BUKIIAJAETHCS BIf
nepIIoi 0COOH OTHUHH - CIIPOILY...», IIPOIOHYIO...».

130. Ciyx60Bi JTHCTH MiAMMCYIOTHCS BiAMOBiNHO 10 Hi€i IHcTpyKuii. ['epboBoro
TIE4aTKOIO 3aCBiUYyIOThCS JIAIIE TapaHTIHHI JIHCTH.

131. CnyxGoBuit nucT y maneposiif ¢opmi Bi3ye aBTOp NOKYMEHTa, KePIBHHK
CTPYKTYpHOTO HifIpo3Jiiy paiifiepxanminierpalii, B sxomy Horo cTtBopeHo, y pasi
notpe6u (AKIIO B JTUCTi HOPYLLYOTHCS BAXJIMBI Ta MPUHIMIIOBI IUTAaHHS) KepiBHUKHI
{HIIMX 3aiHTepecOBaHMX CTPYKTYPHHUX IAPO3/LTIB, a TAKOXK 3aCTyIHUK [OJIOBH, SKUH
KOOpAMHY€ pobOTY MiAPO3iLy, B SKOMY CTBOPEHO JIHCT.

oxymenmu 00 3acioaHb KONE2IaNbHUX OP2aHie

132. IMiaroToBka Ta OGOPMIEHHS [IOKYMEHTiB JO 3acillaHb KOJETiabHUX
OprafiB 3J1ACHIOIOTECS 3 METOIO opraizaiiiHoro 3abe3nedYeHHs BiIITOBIJHOTO

oprasy.

133. 3acigaHHs KoJeriaTbHMX OpraHiB paiifiepXKaaMiHicTpamii IIpOBOASATHCA
BIATIOBITHO 10 3aTBEP/IKEHUX IJIaHiB iX po6OTH Ta y pasi moTpeodH.

VY maaHi poGOTH KOJETiaJbHOIO OpraHy 3a3HadaloThCs IUTAHHA, MI0 ITOBUHHI
po3riiAgaTucs, Jara  po3risimay, npisBmile, iHiIian iMeHi nonosifaya Ta
HafiMeHyBaHHS CTPYKTYPHOTO HiJpO3IiLy palifep)xaAMiHICTpalli, AKUH TrOTye
IUTAHHS U1 pO3TILALY. :

I[TpoexT maaHy poOOOTH KONEriabHOrO OpraHy CKIaJaeThCs CEKpPETapeM LbOro
OpraHy 3 ypaxyBaHHIM IIPONO3HLiH WIEH]B (OO OPraHy.

UneHH KOJETiaJbHOTO OpraHy TOJAKTh MIA BKIOYEHHA JO IUIaHy poOOTH
KOJIeriaJIbHOTO OpraHy Iepenik NHTaHb, SKi BOHH BBaXalOTh 3a HeoOXinHe
PO3IVISIHYTH Ha Horo 3acifanHi. Jlo mepertiky 104a€Tbes JOBiAKa 3 OOIpyHTYBaHHSAM
MiJICTaB U BHECCHHS UTAHHA Ha PO3TJIS KOJIETIaJIbHOIO OpraHy.

3aTBepDKEHUH KOJNEriaibHAM OpraHoM IUIaH POOOTH MOBOAHMTHCA IO BiloMa
4JIeHIB KONETiabHOro oprany. JlofaTKoBi MUTaHHS 0 3aTBEPKEHOTO ILIaHy poOOTH
KOJIEriaIbHOrO OpraHy MOXYTh 6yTH BKIIOUEH] 3a pillleHHsM #oro ronosu. Cekperap
KOJIETiaJIbHOTO OpraHy iH(OpMye BCix HOro 4WIEHIB Ta BiANOBIZAIbHUX BHKOHABIIiB
Ipo BHECEHI JI0 TUIaHy 3MIHH.

134. JlokyMeHTH 3 IIUTaHb, 1[0 BHOCATHCS HAa PO3IVIAN KOJIETIAJIBHOTO Oprasy,
IOBMHHI IOJaBaTHCS He Ii3Hillle HiK 3a II'ATh JHIB JO 3acCilaHHsi, a y pasi
IPOBEACHHS I103a4€PrOBOTO 3acifaHHs - He Mi3Hillle HDK 3a OAUH JEHb. 3a3HayeHi
JIOKyMEHTH MICTSTB:
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JOTOBIZIHY 3allMCKy, aJpecoBaHy KojerialbHOMy oprady (y pasi morpebu), B
SIKi# I)PYHTOBHO BUKJIa/|€Hi [INTaHHS 3 BACHOBKAMH i NPOTIO3HLIIAMY;

IPOEKT pillleHHs (PO3MOPSKEHHS, IPOTOKOJNBHI JOPY4eHHs TOWO) Ta
JOKYMEHTH [0 HEOTO (aHAIITA4Hi HOBiAKH, TaONHIi, AiarpaMH TOLIO), IArOTOBJICHI
Ta TIOTOIKEH i3 3alHTEepEeCOBaHUMHU CTPYKTYPHUMH i Apo3aiiaMu
paiimep>xaMiHicTpalii B yCTAHOBJIEHOMY MOPSIKY;

CITUCOK OCi0, SKi 3aIpOIIyIOTHCS Ha 3aCiJaHHs KOJIETIAIbHOTIO OpraHy;

iHIIi JOKyMEHTH, HEOOXiIH1 JJIs pO3TIALY MHUTaHb.

135. JIokyMeHTH, HiArOTOBJIEH] /Ul PO3TISIY KOJETIAIbHAM OPTraHOM, a TaKOoX
OJIMH NPUMIPHHK 1X KOTIii, 30epiraioThes y CeKpeTaps KOJerialibHOro oprasy.

136. Y pasi mpoBeleHHs 3aKPUTOrO 3aciIaHHA KOJNETIiaibHOro opraHy abo
3aKPUTOTO OOTOBOPEHHS OKPEMHX IUTAHB MiATOTOBKA JOKYMEHTIB 3 BiANIOBIOHMX
IHTaHb 3IiHCHIOETHCS 3 TOTPHMAHHAM MOPAKY POGOTH 3 TOKYMEHTaMH, IO MICTATh
iHdopmaIliro 3 06MEXEHUM JOCTYIIOM. '

137.3a miArOTOBKY [JOKYMEHTIB Ul IIPOBENCHHS 3acigaHb KOJETIAILHOTO
OpraHy BifIIOBINAIOTh KEPIBHHKHM 3aiHTEPECOBAHMX CTPYKTYPHHX HiApO3LTiB
paiiiepxaamiHicTpamii.

138. CekpeTap KojerialbHOro OpraHy 3IiMCHIOE KOHTPOJIb 32 CBO€YaCHUM
TIOIaHHSIM JOKYMEHTIB Ha PO3IVIAM Ta IEpeBipse iX Ha HasBHICTb Y OBHOMY 00Cs31

Ta NPaBWIbHICTh OQOPMIIEHHS.
JIOKyMeHTH, MOfaHi 3 TOPYLIEHHSIM YCTaHOBJIEHOIO MOPSAKY i CTpoOKiB, IO

PO3MIISIAY HE NPHUMMAIOTHCS.

139. PesynpTati  3aciaHHA  KOJIETiaBHOTO  OpraHy 0 OpMITIOIOTECS
IPOTOKOJIOM 3TiIHO 3 BAMOTaMH, 3a3HaYCHUMH Y wist IacTpykuii.

140. PintenHst KoJeTil paiizepxaIMiHicTpalil peani3yloTbCs LUIAXOM BUIAHHS
PO3IIOPSKEHD TOJIOBY 260 IPOTOKONBHHUX AOPYYeHb, AKAMH BOHH BBOJATHCH B TTiIO.

141. BuTaT¥ 3 T[POTOKONIB OGOPMIIOIOTECS HA 3aralbHOMYy ONaHKY i
3aCBiUyIOThCA [1€YaTKOIO 3arajlbHOro BiJIJILTy anapary.

Jloxkymenmu npo cryic606i 610pA0NCeHHs.

142. Y pasi BUHUKHEHHs NOTpeOH y HANpaBeHHI IpAliBHHKA Y BiApSAOKEHHS
KEPiBHEKOM CTPYKTYPHOTO IiApO3/iy, B SKOMY IpAIltO€ IIPalliBHAK, TOTYETHCS
JIOTTOBI/THA 3aIACKa Ha iM’s FOJIOBH paiijiepaaMiHicTparii abo KepiBHHUKA amapary, B
SKiif 3a3HAYAETBCA PO Te, KyJIH, HA SKUH CTPOK, 3 SKOK METOK BiIPSKAETHCS
IpaliBHUK.

JlonoBifHa 3amdcKka pa3oM 3 MNPOEKTOM pPO3IOPADKEHHS (Hakazy) IIpo
BiJIpAKEHHsT TIEPENAECTRCS aapecary, K IPaBUio, HE mi3Hile Hix 3a Tpu Kodu 1o
M0YaTKy BlAPSIKEHHS.

143. Jlns peecTpallii BiAps/pKeHs BeleThes JKypHall, GopMa SKOT0 BU3HAYAETECS
OKpPeMHMM HOpMaTHUBHO-IIPABOBHUM aKTOM.

144, Tlicns ToBepHEHHs 3 BIAPSAUKEHHS IIpalliBHUK paiinepxaamiHicTpanii
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roTye y TpHIEHHMH CTPOK ITMCBMOBHH 3BIiT ab0 moBigomise Oe3nocepeIHbOro
KepiBHHKA TIPO pe3yJIbTaTd BiJpsKEHHS (BUKOHAHHS 3aBJaHH:), a TAKOXK [10/IA€ 3BIT
PO BUKOPUCTAHHS KOIITIB Ha BiAPSIPKEHHs, CKIafeHHMH B NOPSAAKY Ta 3a (GopMolo,
3aTBEpUKEHMMH  MinictepcTBoM  QiHaHCiB  YKpaiHW, Bifgimy QiHaHCOBO-
rocHoapChKOro 3abe3rnedyerHns anapaTy paiaepKaaMiHicTpalil.

II1. OpraHizanis J0OKyMeHTO00Iry Ta BAKOHAHHS JOKYMEHTIB
BuMoru moao panioHadizanii J0KyMeHT000iry

145. JlokyMeHTH, CTBOpeHi y mamepoBiit GopMi, TPOXOAATE i ONPaLbOBYIOTECS B
paﬁz[epn(anMiHiCTpauii' Ha €IWHMX OpraHizalliiHUX Ta PaBOBUX 3aCafiaX oprasizarii
JIOKYMEHTOOGITY i3 JOKyMEHTaMH, CTBOPEHUMHU B eJ'IeI(TPOHHII/I (bopm BHU3HAYEHUX
THCTPYKII€IO 3 JiJOBOACTBA B eNEKTPOHHIA dopMi. V pasi HasBHOCTI MiACTaB, sKi
BH3HAIOTHCS OBIPYHTOBAHMMHM JUIS CTBOPEHHS YCTaHOBOIO JIOKYMEHTIB y MalepoBii
dopMi, 3aCTOCOBYIOTBCS 3acaly OpraHisalii JOKymMeHTOOOiry, BH3HAYeHi Li€lo
IHcTpyKLIi€TO.

146. EdextrBHA opraHizailis JoKyMeHT000iry nependadvac:

1) DpoXO[KeHHS HOKyMEHTIB B paiifepxaaMiHicTpamii HaWKOPOTIIAM
IUITXOM;

2) CKOPOHYEHHS KiJIBKOCTi {HCTaHIiM MPOXOKEHHS TOKYMEHTIB (30KpeMa, ITi T
Yac MMOroJHKEHH );

3) yHHKHeHHs AyOJeTHHX omepaliii oix yac poboTH 3 JOKYMEHTaMH;

4) neHTpanizamioo (34iMCHEHHS OJHOTHIHMX ONepalii 3 NOKYMEHTaMM B
OJTHOMY MICIIi);

5) yCYHEHHs py4YHHX PYTHHHHX ONeEpallilf, AKi MOXHa aBTOMATH3yBaTH.

IpuiiManHs Ta epBUHHE ONPANIOBAHHS JOKYMEHTIB,
10 HAAXOASTD A0 paiiaepxaaMinicTpamii

147. JloctaBKa HOKYMEHTIB O paiaepxaamMinicTparil 3z[i1‘/'ICHloeTLc;I gepe3
CEB, a TakoxX 3 BHKOPHCTAaHHSAM 3acO0iB IOIITOBOTO, €IEKTPOHHOIO 3B’SI3Ky Ta
Kyp €pCBKOIO CJIy)K6OIO SKMMH JIOCTABJISEThCA MMHCHMOBA KOPECIIOHJEHIIA Y pa31
HAsSBHOCTI TIiJCTaB, AKi BU3HAIOTHCA OOIPYHTOBAaHMMH IJIsi CTBOPEHHS lIOKyMeHTlB y

nmaneposiii (opmi, MomTOBI KapTkW, Gammepomni, api6Hi makeTH | nepiouYHi
JAPyKOBaH1 BUJAHHS.

148. Yci IOKyMeHTH, IO HAIXOMATh A0 paijepxanMiHicTpauil, MpUAMAIOThCS
IIEHTPasi30BaHoO 3arajlbHUM BiJIiIOM anapary.

Y 3arajipHOMY BifIijli amapary pO3KPHBAIOTBCA BCi KOHBEPTH, KPIM THX, ILO
MaloTh HAIUC «OCOGUCTO». Y TaKOMy BHIIIKy peecTpaliifHuii iHJeKC Ta jgaTa
peecTpallii HaHOCATBCS Ha KOHBEPT. :

PexoMeHI0BaHa, cHelliajbHa Ta KOp@CHOHI[eHIII}I 3 OroJIOIIeHO I[iHHICTIO
pHUIMAETHCS ITiJ PO3MKACKY B XYPHaii, peecTpi ab0 MOBiTOMJIEHH] IIPO BPYYCHH.

149.V pa3i HagxoKEHHS KOpPECIOHJEHIil 3 BigMiTkoI0 «TepMiHOBO»
¢iKcyeTbCs He JIUIIe 1aTa, 8 TOJAMHH Ta XBUJIMHH JOCTaBKH.
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Jlo BBEIEHHSI CHCTEMH eJeKTPOHHOIO ALTOBOACTBA NOKYMEHTH, IO HaII WA
yepe3 CEB a60 eJIeKTpOHHOIO TIOIITOX0, APYKYIOThCS Ta O(OPMIIIOIOTECS 3arajlbHuM
BiJUIiNIOM SIK IariepoBa Kollisl eJIeKTPOHHOTO OpHTiHAIY.

150. KosBepTH 36epiraroThes i JONaroThCA 0 JOKYMEHTIB, KOJIH JIHIIE 33 HUMH
MOXXHa BCTAQHOBHMTHM aJpecy BiANpaBHMKA, Yac BIJNpPaBIEHHA Ta OJepXaHHI
JokymMenTa a00 y HBOMY BiJICyTHi OKpeMi [OKYMEHTH UM BCTaHOBJIEHO
HEBiAMOBIAHICTH HOMEPIB JOKYMEHTIB HOMEDaM, 3a3HAYeHUM Ha KOHBEPTI, a TAaKOX
aJlpeCHi APJIMKK PEKOMEHIOBAHHX KOHBEPTIB i [TaKeTiB.

V pasi BiICYTHOCTI JOIATKIB, 3a3HAYEHHX Y JOKYMEHTI, 800 OKpeMHX apKy1liB,
a TAKOX 33 HAABHOCTI IOMIJIOK B O(OPMJIEHH] JOKYMEHTA, 110 YHEMOXKIIUBIIIOE HOTO
BUKOHAHHA (BiACYTHICTBH MiAmHUCy, BiNOGMTKA MedaTKH, rpUdy 3aTBEPIKEHHS TOILO),
JIOKYMEHT He PeECTPYEThCS | IOBEPTAETHCS, BiIMPABHHUKOBI 13 3a3HAYCHHAM [PUYHHHA
TIOBEpHEHHs a00 oMy MOBiIOMJISETHCA PO IOBEPHEHH IOKYMEHTA TeeOHOM.

Y pasi HOIIKOMKEHHs KOHBEpTa pOGHUTHCS BiANOBIAHA BIZIMiTKa Y MOILTOBOMY
peecTpi.

Y pasi BiICYTHOCTI, HEI[TICHOCTI BKJIaJeHb BHACHIJOK IOMIKOMKEHHS
KOHBEpTa, YMaKyBaHHs], II0 MPU3BEIO 10 HEMOJJIMBOCTI TPOYHUTAaHHA TEKCTY

JOKYMEHTa, CKJIAacThesl aKT y JBOX MPHUMIPHUKAX, OJMH 3 SKMX HaJCHIAETBCA
KOPECIIOHIIEHTY, a iHIIHNiA 30epiracTees y 3arajbHOMY BiJ/II anmapary.

151. JIOKyMeHT TOBEPTAETHCSA BiANPAaBHUKY ©Oe3 posrysamy pa3i iforo
HAJXO/KEHHsS HE 3a aApecolo, OTPUMAHHS IallepoBOro TPUMIpHHKA JOKYMEHTa,
AKMil BXKe HaifIIoB y eNeKTpoHHi# ¢opmi, ab0 TOKyMeHTa y naneposiit popmi Oe3
HasSBHMX Ha Te TMJCTaB, IKi BU3HAIOTHCSA OOIPYHTOBAHMMHU JUIS IIBOTO.

152.V pasi onmepxaHHi (aKCHMITBbHOTO TMOBIAOMIEHHA JOKYMEHT HE
peecTpyeThCs. :

IMonepenHiii po3rasii JOKyMEHTIB

153. Bci BXimHi JAOKyMEHTH, afpecoBaHi paiifep)aaMiHicTparii, IiANArarTh
TonepeHLOMY PO3TJISAY B 3aralbHOMY BilJIiM anapary.
[Tig 9ac momepeTHBOTO PO3IIALy BU3HAYAETHCA:
yy Ma€ JOKyMEHT OyTH OMyIeHuH o peecTpauil;

uy noTpeOye po3risay KepiBHUITBOM yCTaHOBH abo mepejadi micis peectparii
JO CTPYKTYPHOTO Migpo3flily abo CTPYKTYpHHX MiJpO3aiTiB  BIANOBIZHO JIO
(DYHKIIOHATEHOTO PO3NOALLY 060B’I3KiB B yCTAHOB;

4Y HANEKATH 0 JOKYMEHTIB TEpMiHOBOTO POy (ONMPALFOBAHHS).

Ha crazil HONepeAHbOro PO3MIALY 3HiHCHIOETHCS BifGip OKyMEHTIB, IO He
MiATATal0Th peecTpaii Ciiy>k0010 JiTOBOJICTBA, 8 TAKOXK TaKHX, IO NepefatoThes LA
CIEI[iaIbHOTO 06Ky CTPYKTYPHUM MiAPO3AiiaM, [0 BU3HAYEHO y NOJATKy 10.
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PeecTpauisi 10KymMeHTIB

154. PeecTpamisi JOKyMEHTIB BCiX KaTeropiii moisra€c y CTBOPEHHI 3alucy
06iKoBHX HaHHX Tpo JoKyMmeHT Ta odopmienas PMK B emexrponHii ¢dopmi y
CHCTeMi eJEeKTPOHHOIO MAiNIOBOJCTBA i3 3a3HAYEHHAM O00O0B’A3KOBHUX PEKBI3UTIB, 3a
JOIIOMOTOI0 AKUX (IKCYyeThCss (DAKT CTBOPEHHS, BiJIIpaBlIeHHs a0 ojepKaHHI
[OKyMEHTA IIUIAXOM NPOCTaBIIeHHs] Ha HBOMY PEECTPALIHHOTO 1HIEKCY 3 OJAIbIINM
BHecenHsM 10 PMK BeoOXiZHMX BiTOMOCTEH.

V Be6-Momyni CEB 101aTKOBO peecTpyrOThCS JIUIIE JOKYMEHTH, K1 HaIi AU
abo 6yayTh BiampasieHi yepe3 CEB.

YV pasi motpebu mepemik o06oB’s3koBHX pekBisuTiB PMK mMoxe Oytu
nonoBHeHUH. Ilopsmox posMimenHs peksisuriB y PMK BusHauaeTses Li€r0
IHCcTpyKIIi€.

Peectpallisi JOKYMEHTIB NPOBOAMTBGA 3 METOI0 3abe3ledeHHs iX 007Ky,
MOHITOPHHTY CTaHy BMKOHAHHS | OICPaTHBHOTO BHKODUCTAHHsS HasBHOI B
JIOKyMeHTax 1H(popMaLii.

155. PeecTpaltist  TOKyMEeHTIB  IPOBOTHUTHCS IIEHTPAJTi30BaHO  3araJIbHUM
BIAJIIOM anapary.

Ti /MOKYMEHTH, IIO CTOCYIOTBCS HANPAMIB  JIisUIBHOCTI CaMOCTIMHMUX
CTPYKTYPHHX TIiApO3LiNiB paiinepxaaMiHicTpalii, peecTpyIOThCA HUIMH CaMOCTIHHO.

Micue  peecTpalii ~ OKpeMHX  Ipyl  CIeljiali30BaHhX JOKYMEHTIB
(posmopsKeHHst (Hakasd), JOFOBOPH, 3BITH, IIPEHCKypaHTH, 3ajiBH TOIIIO)
BCTAHOBJIEHO Li€ro [HCTPyKIi€TO.

156. JIokyMeHTH peeCTPYIOTRCS JIUIIE OJUH pas: BXiJHi - y JI€Hb HaIXOJDKEHHS,
CTBOPIOBAHI - Y JI€Hb MiJITACAHHsA a00 3aTBEPDKCHHA.

Y pasi Tiepenadui 3apeecTpOBAHOIO JOKYMEHTa 3 OJIHOTO CTPYKTYPHOTO
Nigpo3Aily OO IHINOTO HOBHHA peecTpalliiHii iHAEKC Ha JOKyMEHTI He
IIPOCTaBJISIETHCS.

157. JIOKyMeHTH PEeecTpyIOThCS 3a TPyIIaMM 3AJIEXHO Bijfl Ha3BM BUIY, aBTOpa i
3MicTy JOKyMeHTiB. Hanpukian, OKpeMo peecTpyroThes:

1) akTm oOpraHiB Oep)XaBHOI BIauy, HNOPYYECHHS BHIIMX IIOCATOBUX ocib,
3allUTH, CITy>KOOBI JIUCTH;

2) pO3NOpsSIKCHHS (HaKa3H) 3:

OCHOBHOI [iNBbHOCTI paiiepxaaMiHicTpallii;

aIMiHiCTPaTHBHO-TOCIIOJAPCHKIX MUTaHb;

KaJIpoBUX HMTaHb (0COOOBOrO CKiIamy) (BigmoBigHO MO IX BUAIB Ta CTPOKIB
30epiraHy);

3) IpPOTOKOJH KOJETI;

4) 3BepHEHH:A I'POMAJISIH;

5) 3amuTH Ha iHopMallito.

158. PeecTpaniss  JOKyMeHTa 3MIACHIOETECS 3 BHUKOPUCTAaHHAM CHUCTEMHU
elIeKTPOHHOTO JIiIOBOACTBA paiiiepxaaMinicTpanii (zoxatku 11, 12) a6o y pasi ii
BiICYTHOCTi IIEHTpaNTi30BaHo i3 3acTocyBaHHAM Beb-Monyst CEB.
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XKypuanbsHa (nanepoBa) abo kapTkoBa (opMa peecTpallii JONYCKa€eThCA JIUIIE B
YMOBaX Ta MPOTATOM CTPOKY [Iil BiiCbKOBOIO 4M HaJ3BHYalHOIO CTaHy Ha TEPUTOPII,
Jie po3TallloBaHa yCTaHOBaA.

159. VY pasi 3acTocyBaHHS CHCTEMU EJIEKTPOHHOIO JIUIOBOACTBA (hOPMYETHCS
€IMHa LEeHTpali3oBaHa 0asa peecTpalliiHUX AaHUX paiiaepxaaMiHicTparii, o
3abe3medye MpalliBHUKIB iHGOpPMaLIi€ro PO BCl JOKYMEHTH Ta iX MiCLE3HaXOMKEHHS.

Opramnizanis nepegayi 10KyMeHTIB Ta iX BHKOHAHHS

160. Jlns 3a6e3meyeH s CBOEYACHOrO BUKOHAHHS JOKYMCHTIB 3aTaJIbHHUIN BiAJLT
amapatry mo 17.00 (y r’stammo - go 16.00) s3xidicHIOE mpmioM BX1IHOI
KOPECIIOHIEH Iii, Ka O0OB’S3KOBO IMiAnsArae mojanbiiii o6pobui (monepeaHboMy
posrnAgy, BHECEHHIO B  0asy  JaHMX, CKaHYBaHHIO,  Bi[lIPaBJICHHIO
BHKOHABLIAM/apecaTy eleKTpoHHO nomroto/dyepes CEB Toimo).

161. 3apeecTpoBaHi JOKyMEHTH [€PEJalOThCs HA PO3MVIAA  KepiBHHUITBA
paiiiep)xaaMiHicTpallii B IeHb iX HaAXOUKEHHs a60 HACTYMHOTO po604Oro AHA y pasi
ix mamxomkeHHs micis 16.00. AKTH oOpraHiB Jep)xaBHOI BIaJH, OpraHis BiaJH
AsronoMmuoi Pecry6mika KpuM, JopydYeHHs BHIOMX INOCAJOBMX OCi0, 3amuTH i
3BepHEHHs HApOJHMX [ENyTaTiB, a TaKoX KopecrmoHpaeHuis Bepxosrol Panu
Vkpainn, Anmimictpauii IlpesumeHta Vkpainn, Kabinery Minictpis VYkpalny,
KOPECITOH/IEHIIis, [0 HAIXOAWTH BiJl YCTaHOB BHIIOrO pIiBHS, MEPENaIOThCA HA
PO3IIIS HEBIIKIAJHO. .

162. JoKyMeHTH,  pO3[IAHYTI ~ KepiBHHITBOM  PallOHHOi  JepiKaBHOI
afMiHicTpalil, HOBEPTAIOTBCS 3 BIMIOBIAHOI PE3OMOLiEI0 (XAl - Pe30IIOLis)
3aransHOMY BiJiNy amapary, sSIKHi 3[1HCHIOE Tlepejiauy JOKYMEHTIB Ha BUKOHAHHS.

163. JIOKyMEHT, BHKOHABIIMH SKOIO € KiJlbka CTPYKTYyPHMX n111po3111n113
IepeacThCsl BUKOHABIIAM OJJHOYACHO Y BUIVISI IanepoBux abo eJEeKTPOHHUX KOIii
3 Ilepefadei0 OPHUIiHATY TOJOBHOMY BHKOHABIIO, BH3HA4YEHOMY B Pe30IIOLIl
HEepLINM.

164. ®@akt nepenaqi IIOKyMeHTiB BUKOHABIIM  (PIKCyeThCS  ILIAXOM
NPOCTABJISAHHS BigmosimHoi BiaMmiTk B PMK i3 3a3HaueHHAM 1H(bopMa1111 po
BHKOHABLIIB, IKKM IIepeIaHo MaIlePOBUii OPHUTiHAT HAOKYMEHTa Ta HOro KOrii.

165. [epenaya AOKyMeHTa 3 OJHOTO CTPYKTYPHOTO MiApO3AiIYy /0 iHIIOrO B
00608’ A3KOBOMY TIOPAIKY 3MIACHIOEThCS depe3 3arajibHUM BiAJiN amapary, SKAA
pobuth BianosimHy BimmiTky B PMK. JlokyMeHTH, BUKOHAHHS AKMX nepeGyBae Ha
KOHTPOJI, TepefaloThesi MO IHIMX CTPYKTYPHUX n11[p03J11J1113 abo iHIIMM
BHKOHABISIM TiJIbKH 3 ITOBiZIOMJIEHHSM IIpO I¢ TOJOBHOTO CIIelliaicTa 3 KOHTPOJIO
3arajpHOro BiJAULy anapary.

166. Ilepenaua JOKYMEHTIB Y MeXaxX CTPYKTYPHOro MiipO3Miny 3MiHCHIOETHCS
yepe3 0coby, BiJMOBiaIbHy 3a JITOBOACTBO B CTPYKTYPHOMY ITiAPO3/iJi.

167. BinnoBigansHICTh 32 BUKOHAHHS JOKYMEHTa HECyThb OCOOM, 3a3HadeHi y
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pO3NOPSIYOMY JIOKYMEHTi, pe3oiiollii, Ta TMpaliBHUKM, SIKMM 6e3[ocepeqHbo
JIOpY4eHO HOro BUKOHAHHS.

[0J10BHHI BHKOHABEIb OPTaHi30Bye poOOTY CIiBBUKOHABIIIB, 30KpeMa BU3HAYaec
CTPOKM IOJAHHS HUMH IIPONO3HIiH, MOPSIJOK IOTrOJKEHHA 1 IIJNOTOBKH MPOEKTY
JOKYMEHTA.

CriBBUKOHABII BiAITOBIAAIOTH 3a MiArOTOBKY Ha HAJIEXXHOMY PiBHI Ta CBO€JacHe
[IOfaHHS TOJIOBHOMY BHKOHABIIFO NPOIMO3UIiA. Y pa3l HECBOEYACHOIO IOJAaHHSI
TIPOMO3HIIi# CIiBBMKOHABISIMU T'OJIOBHHI BHKOHaBelb iHGOpMye€ IpO e KepiBHUKA,
SIKMA HaZiaB JOPY4CHHs.

168. BukoHanHs JOKyMeHTa Iepenbadae 30MpaHHS Ta  OMNpAIIOBAHHA
HeoOXizHoi iHdopmarlii, MArOTOBKY NPOEKTy BiANOBiNI HA TOKYMEHT Yd HOBOIO
IOKyMeHTa, Horo oQoOpMIeHHS, TIOTO/DKEHHS, TMONAHHA JUIi IAMHACAHHA
(3aTBEpDKEHHST) BiIIIOBITHOMY KEPiBHHUKY. *

169. Ilepen mOAAHHSM MPOEKTY JOKYMEHTa Ha MiJIUC BiAMOBIIHOMY KePiBHUKY
aBTOp JOKYMeHTa 3000B’s3aHWii MEPeBipUTH IPABHJIBHICTH HOTO CKIaJCHHA Ta
oOpMIEHHS, MOCHIAaHHS Ha HOPMAaTHBHO-TIPABOBl aKTH, YTOYHHTH nudpoBi aHi,
HasgBHICTH HEOOXiTHUX Bi3 i JOJATKIB.

170. JToKyMeHT MOJA€ThCs Ha NIMHKC pa3oM 3 JOKYMEHTaMH, Ha BUKOHAHHS 41
Ha IMiACTaBl IKKUX HOro cKiazeHo.

171. SIKulo OKyMEHT HAJCHIA€EThCA JEKUILKOM YCTaHOBaM, IKI HEe €
xopucrysadamu CEB, micis #oro peectpanii 3aranbHui BUIALT anapaTy 3M1MCHIOE
JOro CKaHyBaHHS Ta HAJICHIAE B €ICKTPOHHOMY BHIVIAI Ha OQiuidHI eJIeKTPOHHI
azpecu abo BUTOTOBIIAE HEOOXi/HY KiJBKICTh ITAnepOBUX MPUMipHHKIB.

172. ABTOp JOKyMeHTa y pasi BiINyCTKH, BiIPSIDKEHHs, 3BLIbHCHHA
3060B’s13aHMil TIEpeJaTH iHIIOMY TIPAIIiBHAKY 3TiJHO 3 PO3MOMIIOM yCi HEBUKOHaHI
JOKYMEHTH Ta NoiH(hOpMyBaTH TOJOBHOIO Criemiajiicta 3 KOHTPOIIO 3arajbHOro
Bilmily amapaTy mpo Mepeiady AOKYMEHTiB, BUKOHaHHsi SKHX IepeOyBac Ha
KOHTPOJI.

OpraHizanis MOHITOPHHIY BUKOHAHHS OKYMEHTIB

173. OcHOBHi 3acaid IIPOBEJEHHS MOHITOPHUHTY BHKOHAHHS JOKYMEHTIB
BU3HAYAIOTHCS IHCTPYKILi€rO 3 IJIOBOJICTBA B €IEKTPOHHIN dopMi.

174.Y CTPYKTYpHHX IJpo3finax Oe3mocepenHii KOHTPOIb 33 BHKOHAHHAM
JIOKyMeHTIB 31i#icHIOE 0c00a, BIATIOBi1aJIbHA 33 JITOBOJCTBO.

175. CTpOK BHMKOHAHHS [JOKyMEHTa MOXE BCTaHOBJIIOBAaTHCS y HOPMATHBHO -
paBOBOMY aKTi, pO3MOpsAuOMy HOKymeHTi abo pesomowii KEPIBHUIITBA
palinepxaaMiHicTparii.

176. CTPOKH MOXYTE GYyTH THIIOBUMH 200 iHIMBiTyaTbHUMH.
TunoBi CTPOKH BHKOHAHHS JOKYMEHTIB YCTaHOBIIOIOTHCS 3aKOHOJABCTBOM.

CTpOKH BUKOHAHHS OCHOBHHMX [JOKYMEHTIB HABOJATHCS y NOAATKY 13.
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IHIMBigyaabHI CTPOKHM BCTaHOBIIOIOTHCS KEPiBHHUIITBOM paiinepxaaMiHicTpanii
ab0 KepiBHUKOM amapary.

177. JIoKyMeHTH, B SKHX CTPOK BHKOHAHHS He 3a3HAa4yeHo, sKi He €
NTOKyMeHTaMu iH(GOpMaliifHOro xapakrepy abo He MICTATh KOHTPOJIBHMX 3aBJaHb,
IIOBMHHI OyTH BUKOHaHI He Mi3Himre HiX 3a 30 THIB 3 MOMEHTY peecTpallii JOKyMeHTa
B paiiiepxaAMiHiCTparlii.

178. SIxkmo 3aBAaHHs NOTPeOye TEPMIHOBOrO BHKOHAHHA, y MOro TEKCTi
000B’I3K0BO 3a3HAYAETHCSA KOHKPETHUN KIHIIEBUN CTPOK BUKOHAHHS.

179. CniiBBUKOHABI 3000B’5A3aHi IIOIaBaTH MPOIO3HIlii TOJOBHOMY BUKOHABIIIO
MPOTATOM TEPIIO] ITIOJOBHHH CTPOKY, BiIBEAEHOIO [UIS BHKOHAHHS IOPY4€HHS,
3aB/IaHHS.

180. V pasi notpebw iHAMBiAyaIbHUN CTPOK BUKOHAHHS JOKyMEHTa MOXe OyTH
POJOBXKEHO 3a OOIPYyHTOBAaHMM IIPOXaHHSM BHKOHABIIA, SKe [MOJAEThCS Oe3
MOTODKEHHsT 3 IHIIMMM CTPYKTYPHHMH MiApO3[ilaMH He IIi3HiIIe HDXK 3a TpH
poGouEX OHi MO 3aKiHYEeHHS BCTAHOBIEHOIO CTPOKY Oe3rmocepelHBO IOCAMOBIH
0c00i, 1xa HOro BCTAHOBUJIA.

181. Ipormo3wuiiis 111010 IPOJOBXKEHHS CTPOKY BUKOHAHHS 3aBAaHb, BUSHAYEHUX
BepxosHor Pamoro Ykpainu a6o IlpesunenToM YKpaiHy, 10 Hazicnani Kabinerom
MinicTpie Ykpainu, nomaerbcs Cexperapiary Kabimery Minictpis YKpalHn
o0 iep)KaAMIHICTpAIliEl0 pa3soM 3 IPOEKTOM JIUCTa, aJpPECOBAHOTO BiJIIOBiIHO
KepiBHUKY Anapary BepxosHoi Pagu Ykpainu un ['nasi Anminictpauii [Ipesunenra
Vkpainu, 3a 7 JHIB 40 3aKiHYE€HHs BCTAHOBICHOTO CTPOKY.

182. BesnocepeHiii MOHITOPUHI BHKOHAHHS JOKYMEHTa IPOBOJMUTHCH Ha
MiicTaBi pe3onoNii KepiBHULTBA paiifepkaMiHiCTpaLii.

183. PMK 10KyMeHTIB, II0JJ0 BUKOHAHHS SKHX MPOBOAUTHCA MOHITOPHHT, YIS
3PYYHOCTI MOXYTb IPYILyBaTHCS 33 CTpOKaMM (HabJMXeHHIM CTpPOKiB) BUKOHaHHS,
BUKOHABLISIMH, KODECIOHJEHTaMH a0o rpynaMH (Haka3d 3 OCHOBHOI TISIITBHOCTI,
aIMiHiCTPaTHBHO-TOCTIOAAPCHKHUX [TUTaHb, IOPYICHHS BUIIAX OpraHiB BJIagy, FOJIOBH

TOIIIO).

184. Ha onuu QOKYMEHT MoXe OyTH 3aBe/IeHa JIMIIEe OJHA PMK He3anexHo Bifx
KITBKOCTI BHMKOHABLIB a00 CTPOKIB BHKOHAaHHS OKPEMHX 3aBJaHb, 3a3HAYCHHUX Y
JOKYMEHTI.

185. Jlani mpo XiJi BUKOHAHHSA JOKYMEHTa MOXYTb BHOCHTHCS IO PMK Ha
migcrasi ix 3amuTy Tenedonom abo mix udac IepeBipkM PoOOTH CTPYKTYypHOTO
i PO3/I1y - BUKOHABIIA.

186. 3a 3amMTOM CTPYKTYPHOTO ITiJpO3iNy TOJOBHMH CHEIIaTiCT 3 KOHTPOJIO
3araJIbHOTO BiAJiNy amapaTy Hazxae iHGOpMalliio Npo JOKYMEHTH, BUKOHABLEM SKHX
€ Bi/IIOBIJHUH i APO3IiJ, MIOA0 AKUX TIPOBOAUTHCS MOHITOPHHT.

187. IndopMmaliiss TPO CTAaH BHKOHAHHS B3STHX Ha KOHTPONb JOKYyMEHTIB
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y3araJIbHIOETBCSL  IIOMICSIL Ha Iepllle 4YHCIO 1 IOJAETBCS  KEPiBHULTBY
paiinepxanMinicTpanii (nogarok 14).

Indopmaniiino-10BinKoBa po6OTa 3 JOKYMEHTAMH

188. 3acagu mpoBedeHHs 1H(POPMAIiHO-IOBIIKOBOI POOOTH 3 JOKyMEHTAMHU
BH3HAYAIOTHCA [HCTPYKIII€IO 3 TiJIOBOJCTBA B €IEKTPOHHIH (opMi.

ITopsiAoK OUPALIOBAHHA TA HAJCHJIAHHS BHXiJIHHX J0KYMEHTIB

189. BuxigHi  JOKyMeHTH y  TamepoBii dopmi, CTBOpEHI B
paiiiepxaaMiHicTpanii y pa3i HasBHOCTI ITiJICTaB, SKi BU3HAIOTHCS OOIPYHTOBaHVMHY,
HA/ICUJIAIOThCS a[pecaTaM 3 BUKOPHCTaHHSAM 3aco0iB IOIITOBOIO, €JIEKTPO3B’A3KY, a
TaKOX JOCTABIIIOTHCSA Kyp €EPCHKOIO, (elib]’€repChKOIO CIIyKO0010.

190. OIIpaI_IIOBaHHSI ,Z[OKYMCHTiB IS BiI[HpaBJIeHHSI 3ac00aMHM  IIOLITOBOIO
3B 513Ky 3J1MCHIOETBCS 3araJIbHUM BiJJIIIOM anapary BianoBigHO 10 [IpaBun HagaHHs
IOCIYr TIOIITOBOTO 3B’SI3KY, 3aTBEPIKEHHX IIOCTAHOBOIO KaGinery MinicTpiB
VYkpaiuu Big 05 6epesns 2009 p. Ne 270.

191. Buxizi JOKyMEHTH OIIPalbOBYIOTHCS i HAICHIAIOTBCA LIEHTPTI30BaHO B
leHb X HaJIXOMKEHHS Bifl CTPYKTYPHHX MiApO3AIIB - BUKOHABIIB 460 He Mi3Himle
HACTYITHOTO poO0Y0ro JHs.

192. He nmonmyckaerbes:

1) HajgcunmamHA a6o mepenada JOKyMeHTiB 6e3 ix peecTpauii y 3araabHOMY
BIJUIiNII amapary;

2) ny6neTHe HaICHIIAHHS IPUMIPHHKA, y Tomy 9HCIT OpI/IFiHaJIBHOI‘O
JIOKyMEHT2 y naneposiit popMi, AKIWo Horo MpUMipHHK abo KOMio Bike HaliClaHO B
enektponHiii gpopmi uepes CEB.

193. ITig wac mpumiiMaHHs BiJ BUKOHABI[iB BMXIJIHMX JOKYMEHTIB TpalliBHUKH
3arajlbHOTO BII[IIIJI}’ amapary 3000B’s3aHi I€pEBIpHTH:

1) mpaBuIBHICTH OGOPMIICHHS JOKyMeHTa (Ckian i pO3MillleHHS! B HBOMY BCiX
PEKBI3UTIB);

2) HasBHICTb i npaBHnLHiCTL 3a3HAYEHHS a/IpECH;

3) HagBHICTH HA NOKYMEHTI BIAMITKA mpo JIOJATKH;

4) HasBHICTH yCiX HEOOXiTHHX miamuciB (11€4aTok) Ha JOKYMEHTI Ta AOJaTKax
110 HBOTO;

5) HasBHICTH JOAATKIB Ta iX BiJNOBIAHICTH 3asBIICHOMY CKII]Ly;

6) BiAMOBIIHICTH KITBKOCTI IPUMIPHHKIB KilTbKOCTI azxpecaTlB

7) HasBHICTH Bi3 Ha MANepOBOMY IPHMIpDHHKY BUXIJZHOTO NOKYyMEHTa, IO
3QJTMINAETHCS y COpaBax paiiaepxaaMiHicTpamii.

194. Ha opurinamax AOKyMEHTIB, sKi MiJJIATatOTh MOBEPHEHHIO, HA BEPXHBOMY
TIpaBoMy I10JIi IepIIOi CTOPIHKK CTaBUThCS mTamn «ITijsrae moBEpHEHHIO.

195. JIokyMeHTH, LIO0 HAJICHIAIOTBCS OAHOYACHO OJHOMY i TOMY X ajpecary,
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BKJIAJAIOTBCS B OIMH KOHBEpPT (YIMaKyBaHHS), Ha SKOMY IPOCTaBISIOTHCA
peECTpaliiiHi iHIeKCH BCIX TOKYMEHTIB, SIKi MiCTATBCS Y KOHBEPTI.

196. Apecd MOXYTh HAHOCUTHCS Ha KOHBEPT APYKapCHKUM CIIOCOOOM.

197. JJoKyMeHTH, IO HOCTaBIAIOTBCA  (DEJIBA’€repChKOK0  ClyxkOoro, i
aZlpecoBaHi KepiBHHUTBY paiifiepxaqMiHiCTpalii, PeecTpylOThCs B 3arajlbHOMY
Bigaim amapaTy, iHII - IIEpefaroThCS agpecaTaM IiJi PO3MHCKY y BiAIOBIZHOMY
KypHaIi.

198. NocuiaHHs abo 3aMiHa HaJic/IaHOTO paHillle JOKyMEHTa 3IiMCHIOIOTECS 3a
BKa31BKOIO II0CAI0BOI 0cobu, fKa Iiamucaia JOKyMEHT, ab0 HaualbHHKa 3arajlbHOro
Bigminy amapary. Y TakoMy BHIIAZIKy B JOKYMEHTI 3a3Ha4acThCsd, IO BIH €
JOCHIIaHHSIM 260 HaJCHIA€ThCS Ha 3aMiHy paHillle HaJliCJIaHOMY .

199. Tonuey IpHiioMy 3arajibHAM BiJIiIOM amapary BHXiIHHX JIOKYMEHTIB,
{HIIMX TOWITOBHX BiANpPaBieHb BiJ BHKOHABIIB - [0 16.00, y mepeaBHXiTHI Ta
niepencBATKOBI AHi - 10 15.00.

IV. CHcremMaTH3amisi Ta 30epiraHus 10KyMeHTIB y ALJI0OBOACTBI
Cxky1ageHHs HOMEeHKJIaTypH ClipaB

200. OcHOBHI 3acaay CKJIaJeHHS HOMEHKJIATypH CIpaB, GOpMyBaHHs CIIpaB Ta
36epiraHHd JIOKYMEHTIB B paiifiepkaMiHicTpanil BU3HAYAIOTHCA [HCTpyKLi€EO 3
NIJIOBOACTBA B €JEKTPOHHIM ¢GopMi, fAKOW BH3HAYAIOTHCHA OKpeMi 0COOJIHMBOCTI
CHCTeMATH3allii Ta 30epiraHHs JOKYMEHTIB y Ianeposii ¢popmi,- ki 3aCTOCOBYIOTHCA
y pa3i HasBHOCTI TiJCTaB, AKi BUSHAIOTHCS 0OIPYHTOBAHMMH ISl L{HOTO.

201. HoMeHKnaTypa chnpaB - Le OOOB’A3KOBMH M paiinepskamiHicTpamii
CHCTEMATHM30BaHWil INepelik Ha3B (3aroJoBKiB) CIHpaB, MO (HOPMYIOTECA B il
JiTOBOJICTBI, i3 3a3HAYEHHAM CTPOKIB 30epiraHHs BiANOBIJAHUX CIIPAB.

202. Homenkiartypa CIIpaB IIpU3HAYEHA st BCTaHOBJICHHS B
paiinepxanmMinictpauii €xuHOro MOpAAKY (GOpMYBaHHS CIpas, 3a0e3meyeHHs 1X
06Ky, ONepaTHBHOTO TMOLIYKY AOKYMEHTiB 32 iX 3MICTOM i BMJOM, BH3HAYCHHI
CTpPOKiB 36epiraHHs CIIpaB 1 € OCHOBOIO JUIS CKNIaJCHHS OIIKCIB CIIPaB MOCTIKHOIO Ta
TpuBanoro (monax 10 pokiB) 30epiraHms, a TAKOX A 00JIiKy cripaB TUMYacOBOTO
(no 10 pokiB BKITIOYHO) 30€piraHHs.

203. B paiinepxkaaMiHicTpanii CKIaga€Tbcs 3BeJeHa HOMEHKIATypa CIIpaB
amapaty (gonatox 15), ska GOpMye€TbCS 13 HOMEHKJIATYp CHPaB CTPYKTYPHHX
mifpo3iniB anapary (nomaTok 16).

204. 3BeZleHa HOMEHKIATypa CIpaB amapaTy CXBalIOETbCS EKCIIEPTHOO
KOMICi€l0 3 NPOBEJIEHHsS EKCIEPTH3U I[HHOCTI NTOKYMEHTIB amapaTy (mam - EK),
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OTO[KYEThCS  KCIEPTHOK  KoMicieto  apxiBHoro — Biaairy — KpeMiHCBKOI
paiiepaAMiHicTpalii Ta [OrOMKYEThCA EKCIIEPTHO-NEPEBIPHOIO  KOMICi€lo
JlepxaBHoro apxiBy Jlyrancekoi o6macti (gani - EIIK) oauH pa3s Ha I’Thb POKiB abo
HEeBIIKIAIHO y pa3i 3MiHM (OPMH BIIACHOCTI, CTPYKTYpPH, (QYHKLi# Ta Xapakrepy
pOGOTH, TCIIA YOTO 3aTBEPKYETHCS IONIOBOIO paiiepkaaMiHICTpalli.

205.3BefeHa  HOMEHKNATypa  CIIpaB  amapary  paiinepxaamiHicTpauil
CKIIAaeThcsi y YOTHPHOX MNPUMIDHMKAX, Ha KOXHOMY 3 SKHMX TIOBHHEH OyTH
3amoBHeHMH rpud moromkenns 3 epxasauM apxipom JIyrancekoi oGnacti: nepiuni
(HeIOTOPKAHHHMIA) MPUMIPHUK CIIpaB 30epiraeTbCsi B 3aralnbHOMY BIIIiI amapary, a
ApYruii BHKODHMCTOBYEThCS LHMM BIiJUIIOM sK POOOYMH, Tperii - Iepenaerhcs
apxiBHOMY  BiAZ1TY paliepxanMinictpamii g 3MiMCHEHHS KOHTPOMIO 3a
GOpMYBaHHAM COpaB y CIPYKTYPHHX TiJpO3inax, 4eTBEPTHH - HANCHIAETHCA
Jlep>xaBHOMY apxiBy JIyraHcekoi o6macTi.

CTpyKTypHi MiApO3[inK amapary OTpUMYIOTh BHUTATH 3 BIANIOBIAHHX PO3ILTIB
3aTBep/KEHOI 3BeIeHOI HOMEHKJIATYPH CIIpaB Al BAKOPUCTAHHS y po6OTi.

206. I'pathut HOMEHKIIATypH CIIPaB 3alIOBHIOIOTECSA TAKMM THHOM.

Y rpadi 1 mpocTaBIA€ThCA iHAEKC KOXHOI CIIPaBH. Ingexc crpaBu
CTPYKTYpHOTO MiZPO3ANy amapaTy CKIafa€eTses 3 HOro ingekcy (3a IUTATHUM
posmnucoM abo KIacH(piKaTopoM CTPYKTYPHHX IiIpO31iNtiB) Ta MOPAAKOBOrO HOMEpa
CIpaBd B Mexax Hiaposaity. Hampuknan: 06-12, ne 06 - ingekc, 12 - NOPIAKOBHI
HoMep crpasu, a6o 04.1-07, ne 04.1 - iHgekc MiZpo3aily y CKIadi yHpaBIiHHSI
(Bimminy), 07 - HOpAAKOBHIT HOMEp CIIPAaBH.

Y pasi HasBHOCTi y CIIpaBi TOMiB IHACKC CTABUTBCS HA KOXHOMY TOMI,
Hampuiiam: T. 1, 1. 2.

Y rpaby 2 BKIIOYAKOTECS 3aTOJIOBKHU CTIpaB (TOMIB).

3aroJIOBOK CIIPaBH MOBUHEH YiTKO Y CTHCIiH y3araibHeHii dopmi BigoObpaxxaTtu
CKJIaJ i 3MICT JJOKYMEHTIB CIIPaBH.

He 103BOJIs€ThCA BKUBAHHS B 3aTOJIOBKaX CIPaB HEKOHKPETHUX (OpMYIIOBaHb
(«pi3Hi MaTepiaim», «3arajbHe JIUCTYBaHHD?, «BXiZHa KOPECIIOHIEHIIs», «BUX1THA
KOpECIIOHJIEHIlif» TOIIO), @ TAaKOX BCTABHMX CIIB 1 CKJIAJHAX CHUHTAKCHYHMX
3BOPOTIB.

[lix uac GopMyIIOBaHHS 3arofoBKiB CIpaB BPaXOBYHOTHCS Taki O3HaKH
dbopMyBaHHs CclpaBs, SK HOMiHANbHA, aBTOPChKA, KOPECTIOHICHTCBKA, MPEIMETHO -
NUTaIbHA, XPOHOJIOTiuHa, reorpadidna.

JloxyMeHTH (hOPMYIOTBCS y CIIPaBH HA OCHOBI OKpEMOI 03HAKH ab0 CIOIy4YeHHs
O3HaK.

3aroN0BOK CIIPAaBH CKJIAAEThC 3 €JeMeHTiB, WO PO3MIIIYIOThCA Yy TaKid
[IOC/TiIOBHOCTI: Ha3Ba BHAY CIPABHM (JIMCTYBAHHS, JKypHAN, KHHra TOILIO) UM BHAY
JOKyMEHTIB y cIpaBi (Hakas, HPOTOKOJH, aKTH TOIO); ABTOP MOKYMEHTIB
(HaliMeHYBaHHS YCTAHOBH, CTPYKTYPHOTO MiIpO3AiIY); KOPECTIOHIEHT abo anmpecar
(HaliMeHyBaHHS yCTAHOBH, [0 SKOI aapecoBaHi abo Bix sKoi HaJiMIIUIH TOKYMEHTH);
KOPOTKMif 3MiCT HOKYMEHTIB CIIpaBH (IIMTaHHS, 3 SIKOTO (dopMy€eThCs CclpaBa); Ha3Ba
perioHy (Teputopii), 3 KOO NOB’S3aHMA 3MICT TOKYMEHTa; Aata (iepion), [0 SIKOi
HaNeXaTh JOKYMEHTH CIpaBy; BKa3iBKH Ha HASABHICTb KOMiH JIOKYMEHTIB y crpaBi (¥
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pasi notpebn).

Y 3arojoBkax 0co0OBHX (IIEPCOHANTBHUX) Ta IHIIMX CIpaB, WO MICTATh
NOKyMEHTH 3 OJHOTO IIMTAaHHSA, IIOB’SI3aHI TOCHIJOBHICTIO BEIECHHS IIPOLEAYD
IiTOBOJICTBA, BXUBAEThCI TEPMIH «cmpaBay, Hampukiaa: «OcoboBa crpaBay,
«[lepcoHanbHa clipaBay.

VY 3arooBKax CIpas, IO MIiCTATh JOKYMEHTH 3 OTHOTO IIUTAaHHS, He IOB’s3aHi
IIOCIIi TOBHICTIO BEJEHHS MPOLEAYP TiIOBOACTBA, BXHUBAETHCSI TEPMIH «IOKYMEHTH,
a INCId HHOTO B JYXKKax 3a3HAYalOThCS OCHOBHI BUJAM JOKYMEHTIB CIIPaBH,
HanpHKiIam: «JlokyMeHTH (IUIaHH, aHKETH, JIOBiIKH) [P0 MIPOBEAEHHS OISy CTaHy
TIIOBOJCTBA Ta apXiBHOI CIIPaBH y BUIIMX HABYAIBHUX 3aKJIaJax».

TepMmiH «TOKyMEHTH» BXHMBA€TBCS TaKOX Yy 3arojloBKax CIpaB, IO MICTATH
JIOKYMEHTH-IOAATKH J0 OYIb-SIKOrO HOPMAaTHBHO-IIPABOBOT'O aKkTa abo po3MOpsI40ro
JIOKyMeHTa paiiiepkaaMiHicTpaii.

V 3arooBKax CIpaB, IPU3HAYEHUX IS rPYIyBaHHsA JOKYMEHTIB OJHOTO BHIY,
3a3HAYAETHCS BHUA JOKYMEHTa y MHOXHHI Ta aBTOp JOKYMEHTIiB, HampHKIaL:
«IIpoTokony 3acifaHp KoJeril o0naepxaaMiHicTparii.

V 3aroJioBKax CIIpaB, IO MIiCTATh JTMCTYBAHHS, 3a3HAYAIOTECA KOPECHOH/EHT |
KOPOTKHMH 3MiCT JIOKyMEHTIB, HalpHKIax: «JIucrysanns 3 MiHicrepcTBOM ¢binaHCciB
YxpaiHu mpo 3aTBepAXKEHHS i 3MiHY IITaTHOTO PO3NHUCY».

Y 3aroloBKax COpas, IO MiCTATh JIMCTYBaHHS 3 KOPECIOHICHTaMHy,
OJIHOPITHMMH 3a XapaKTepOoM JisIBHOCTi, TaKi KOPECIIOHEHTH He NepepaxoByOThCS,
a 3a3HAyacTBCS iX Yy3aranbHeHe HaWMEHYBaHHS, Hanmpukinax: «JlicTyBaHHA 3
OpraHaM¥ MiCIIEBOTO CAMOBPSIyBaHHs 3 ITHTaHb 3a0e3MeveHHs COLiaIbHOr0 3aXMCTY
HaceJICHHS».

V 3aronoBKax CIpaB, IO MICTATH JINCTYBaHHS 3 PI3HMMH KOPECIOHICHTaMHy,
Taki KOPECIIOHEHTH He 3a3HAYaloThes, HAIPUKIaX: «JIMCTyBaHH: PO OpraHisariio
ceMiHapy 3 IIiIBHIIIeHHs KBasiiKarlii IpaiBHUKIB KaIPOBHX CIyKO».

V 3aroJIoBKax CIIpaB, IO MICTATH ILIAHOBO-3BiTHY JOKyMEHTALIIO, 3a3HAYa€ThCS
nepion (Micsib, KBapTaju, INiBpiudsA, piK), B SKOMY IUIAHYETBCA CTBOPCHHS
JIOKyMEHTIB, a6o nepiof iX pakTHIHOTO BUKOHAHHS, HAIIPHKJIAA!

1. TInaH OCHOBHHX OpraHi3alliiHMX 3aXO[iB paiJepXaaMiHicTpamii Ha
2018 pik.

2. 3BiT PO BUKOPUCTaHHsA G10DKeTHHX KomTiB 32 2018 pik.

SIKIO CIpaBa CKIAmaeTbes 3 KUIBKOX TOMIB, (OPMyIIOETBCS 3aralbHUM
3aroJ0BOK CIIPaBH i3 3a3HAYEHHSIM HOMEpA TOMY.

[lix wac po3MillleHHs 3aroJIOBKIB CHpaB y HOMEHKIATYpi BpaXxoBYEThCH
BAXKJIMBICT NOKYMEHTIB, BKIIOYEHHX J[O CIPaBH, iX B3a€MO3B’S30K Ta CTPOKH
36epiranns. Ha modaTKy pO3MILIYIOTBCS 3arojIOBKH CIIPaB IIOMO JOKYMEHTIB, fKi
Ha/JMMILTA Bif OpraHiB BMINOTO piBHfA, Jami - IIOJO OpraHi3auiHHO-pO3MOPsAYOL
JIOKyMeHTallii, IIaHOBO-3BITHOL JOKYMeEHTAIlll, JTUCTYBaHHS, 00JIIKOBO-IOBIJKOBHX
BHIB JOKyMEHTIB.

I'pada 3 HOMEHKIATYpH 3alIOBHIOETHCS HAPUKIHLI KaJleHAapHOTO POKY.

Y rpadi 4 HOMEHKIATYypH 3a3Ha49alOThCS CTPOKHM 30epiraHHs CIpaB, HOMEpHU
crareil 3a IepeTiKOM JOKYMEHTIB i3 CTpOKaMH 30epiraHHsL.

YV rpadi 5 pobIATHCA MO3HAYKH IPO MEPEeXiAHi CrpaBH; (OPMy CTBOPEHH:
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IOKYMEHTiB cCIlpaBH (eJIeKTpOHHa, IlalepoBa, 3MillaHa); II0CafAoBUX OcCio,
BiMOBIJATBHMX 3a (OpMyBaHHS CIpaB; Mepefady cCIpaB AC apxiBy 4¥ 1HIIHUX
YCTAHOB JUIs 1X MPOJOBXKEHHS TOLIO.

207. Hanpnxmm POKY HOMEHKJAaTypa CIIpaB 3aKpUBA€THCA 3 HII[C}’MI(OBI/IM
3aMHACOM IPO iX KiJTBKICTb.

@®opmyBaHHS cripaB

208. ®opMmyBaHHs CrpaB - Iie I'PYIyBaHHS BHKOHAaHHMX IOKYMEHTIB y CIIpaBH
BiJITOBITHO /IO HOMEHKJIATYPH CIIPaB.

209.Ilix dac ¢opMyBaHHS CIIpaB He MAOIyCKA€ThCS BKIIOYEHHS JIO CIPaB
YOPHOBHMX, OCOOHCTHX [NOKYMEHTIB, PO3MHOXEHHMX KOIIM Ta JOKyMEHTIB, IO
MiJIATal0Th [TOBEPHEHHIO. JIOKyMeHTH HOCTiHOro i THMYacoBoro 30epiraHHs
IPYIYIOTECS Y CIIPaBH OKpeMo. 3a 06caroM crpaBa y nmamepoBiii popMi He NMOBHHHA
nepeuityBaty 250 cropinok (30 - 40 MiniMeTpiB 3aBTOBLIKH).

210. JIoKyMeHTH TPYIYIOTBCS y CHPAaBH B XPOHOJOTIYHOMY Ta/abo JIOriYHOMY
MOPSAKY.

211. onoxeHHs, MpaBWiIa, IHCTPYKIil TOIIO, 3aTBEPAXEHi PO3MOPATIUMHU
JIOKYMEHTaMH, TPYIYIOTECS Pa30M i3 3a3HAYEHUMH JIOKYMEHTaMHU.

212. PosnopsmxenHs (Hakasd) 3 MHTaHb OCHOBHOI JMisVIBHOCTI padoOHHOL
JEpKaBHOI aaMiHiCTpallii, aAMiHICTpPaTHBHO-TOCIIONAPCHKIX, KaJpOBHX (ocoboBoro
CKJIajly) TIMTaHb IPYIYIOThCA Yy PisHi cipaBy. PosnopsmkenHs (Hakasn) 3 KaapOBHX
muTanb (0COGOBOrO CKAady) TpYIYHOThCA BIANOBIAHO A0 iX BHAIB Ta CTPOKIB
30epiraHHs.

213. IIOKymeHTH 3aciaHb KoJIeTialbHIX OpraHiB TpyIyrOTBCA y IBi ClpaBH:

1) mpoTokonmu i JOKYMEHTH IO HHUX (JONOBili, MOBIIKH, [POEKTH pilleHb
TOIIO);

2) IOKYMEHTH 3 Opraizalil 3acifianp (IIOPSIOK I[eHHI/II/I MakeT PO3MilIeHHH,
CIIMCOK 3aMpPOIIEHUX TOLIO).

214. TlpoTokonu 3acifaHp KoJerialbHHX OpraHiB TIpPYIyIOTBCA Yy CIpaBd B
XPOHOJIOTTYHOMY ITOPSAAKY 1 32 HOMEpPAaMH, JOKYMEHTH JO HUX CUCTEMATHU3YIOTHCS 32
JaTaMd Ta HOMEPAaMH IPOTOKOIIB, & B MeXaX IDYNH JOKYMEHTIB, IO CTOCYIOTHCH
OHOTO ITPOTOKOJLY, - 3a TIOPSIKOM A€HHHUM 3aCiJaHHs.

215. JlopydYeHHs yCTaHOB BHIIOrO pIBHS i JOKYMEHTH, MOB’s3aHi 3 iX
BUKOHAHHSIM,  TIPYyNylOThc y  CIOpaBd  3a  HalpsMaMH  JisUTBHOCTI
paiifepxkaaMinicTpalii abo 3a aBTOpaMH {HIIiaTMBHHX JIOKYMEHTiB. Y cIIpaBi
JIOKYMEHTH CHCTEMAaTU3YIOThCS 3a JaTaMM JI0pyYEHb.

216. 3aTBepmKeHi IIaHH, 3BiTH, KOIUTOPHUCH [PYILyIOTECS y CIIPaBK OKPEMO Bijl
IIPOEKTIB [IUX JTOKYMEHTIB.
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217. JluctyBaHHS TPYIyETHCS 32 3MICTOM Ta KOPECHOHJEHTCBKOK O3HAKOIO 1
CHCTEMATU3YETECS B XPOHOJIOTIYHOMY HOPSAKY: JOKYMEHT-BiJNOBilb PO3MIIYE€ThCS
3a JOKYMEHTOM-3allUTOM.

218. OcoboBi cnpaBd JepKaBHUX CIYy>XOOBLIB (OPMYIOTBCS Yy IIOPSIKY,
BM3HaueHoMy HallioHansHUM areHTCTBOM YKpaiHH 3 MUTaHb JAEPXKABHOI CITyXOH.

219. Po3paxyHKOBO-ILIaTDKHI BimomocTi (0CO0OBI paxXyHKHM) IIPalliBHHKIB
paiiiep>kagMiHiCTpanii CHCTEMAaTH3ylOTBCA B MeXaX pOKy 3a IIpi3BHIIAMH B
an(apiTHOMy MHOpSAKY, a BiZOMOCTI LIOAO BHILUIATH TIpomed (BIZOMOCTI WIOXO
HapaxyBaHHA 3apo0iTHOI [UiaTv) MOBUMHHI OyTm cQopMoBaHi IIOMICALS 3a
KaJeHJapHHH PiK.

220. MeToauuHe KEpiBHUITBO 1 KOHTPOJIb 32 (GOpMyBaHHSM CIIpaB 3/iHCHIOE
saraypHE BT arapaTy Ta apXiBHHHM BiAIiI painepxaaMiHiCTparrii.

36epiranns J0KyMeHTIB B paiixeps;aaminicTpauii

221. JIOKyMEeHTH 3 4acy CTBOpeHHs (HaAXO/DKEHHs) i 10 Iepejadi 3araibHOMY
BIIUIUTy amapary 36ep1ra}on>c;1 3a MicieM ix cTBopenHs. HopMaTHBHO-TIPABOBI aKTH
36epiraloThcs 3a MiCHeM iX BHJAHHS, a JOKYMEHTH IIOAO IX po3pobieHHs,
TIOrOIKEHHS TOIIO - 32 MICIIEM CTBOPEHHS.

222. 36epiraHHs JOKYMEHTIB 1 CIpaB B paiiiepaaMiHicTpanii 3abesmedye
3arajJbHHUM BiII1 anapary.

223. Cl'[paBPI 36epiraloTbcs y clelialbHid KiMHATi y BEPTHKATLHOMY
TONOKEHH B WadaX, M0 3aKPHBAOTHCS. JIns migBMINEHHS ONEePaTHBHOCTI IIONIYKY
JOKYMEHTIB CIIpaBd pO3MIUIYIOTBCS BiJNOBIIHO [0 HOMEHKJIATypH CIpaB. Ha
KOPIHIIAX OOKJIAJMHOK CIIPaB 3a3Ha9aI0THCA 1HASKCH 332 HOMEHKJIATYPOKO.

224. Qouorpamu 3acifladb KOJIET1aJJbHOIO OpraHy 36epira10TLcsi y #oro
CeKpeTaps. Ha wnocii ¢onorpamu (it ynaKOBLn) poOUTHECSL BiAMITKAa IPO ATy
3acimamns i wac 3ammcy. CekpeTap KONeErialbHOTO OpraHy BiAmOBiZae 3a iX
30epiraHHs.

225. Bupaya cripaB, CKIaA€HUX 3 I[OK}’MCHTIB y nar[epOBm bopmi, y THMUACOBE
KOPHCTYBaHHS TpalliBHUKaM CTPYKTYPHHX nmposmmB pannepxanmmmpauu
3MACHIOEThCS 3 MO3BOJIy HadalbHHMKAa 3arajlbHOTO  BiIILTY amapary, iHITUIM
yCTQHOBaM - 3 IIHCBMOBOTO JIO3BOJNY T'OJIOBH pannepmaanmTpaun Ha Bupany
CIIpaBy CKIAfIa€Thcsl KApTKa — 3aMiHHEK. Y KapTili 3a3Ha4aoThCsi 1HIEKC CTIpaBH,
3arOJIOBOK CIIPaBH, JaTa ii Bupadi, ocoba, sKiil cripaBy BHIaHO, Aata il MOBEPHEHH,
HiAnucH ocib, ki BUAATN Ta IPUHHAIIA CIIpaBy.

HajaHHS CIIpaB y THMYacoBe KOPHUCTYBaHHS 3/iHCHIOEThCS He OUTBIN fAK Ha
OIVH MICSIb.

226. BruryueHHs JOKYMEHTIB i3 CIpaBy MOCTiHHOTO 30epiranHs 3a00pOHSETHCA.
VY BUHSATKOBHX BUIIQJKaX BHIIyYeHHS JHOKYMEHTIB JOIIyCKA€THCS 3 JIO3BOIY IOJIOBH
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paiinepxxaaminictparii abo ocobu, MO BUKOHYE HOro O0OB’s3KH, 3 000B’I3KOBHM
3aJIMUIEHHSM Yy CIIPaBi 3aCBIAYEHUX HAJICKHUM YHHOM KOIIii.

V. Ilopsiaok miAroToBKH cIpaB A0 Nepeiadi AJIsi apXiBHOro 30epiranns
Excnepru3a niHHOCTi J0KyMEHTIB

227. OcHOBHI 3acafid NPOBEJEHHS EKCIIEPTU3U I[IHHOCTI, CKJIAJeHHS OIHCIB
crpaB, oOPMIIEHHS CIIpaB Ta Iepejadi CIpas [0 apXiBy BU3HAYaIOTHCA IHCTpyKIi€ro
3 JIIJIOBOJCTBA B €JIEKTPOHHIN QopMi.

Llieto [HCTpYKIi€l0 BH3HAYAIOTBCS OKPEMi OCOOIMBOCTI MiATOTOBKH CIIPaB,
cOpMOBaHMX y Marneposiii ¢opmi, Jo mepenadi AA apXiBHOTo 30epiranHs, sKi
3aCTOCOBYIOTECS 3a HAsSBHOCTI INJICTaB, SKi BH3HAIOTBCA OOIPYHTOBAaHUMH JUIS
CTBOPEHHS paiiiepkaAMiHICTPaLi€l0 JOKYMEHTIB y aneposii ¢popmi.

228. ITpoBeIeHHs €KCIIEPTH3M LIHHOCTI JOKYMEHTIB IONArae y ix BceOiyHOMY
BHBYEHHI 3 MeTOIO BHeceHHs no HamionansHoro apxisHoro ¢GoHmy abo BUIyYeHHS 3
HBHOTO Ta BCTAHOBJEHHS CTPOKIB 30epiraHHsi AOKYMEHTIB, IO HE MiAJIATaoTh
BHECEHHIO JI0 3a3HaueHoro @onxuy.

229. Jlng opraHizanii Ta NpOBEIEHHS EKCIepTH3U LIHHOCTI IIOKyMeHTlB B
amaparti (y pasi HOTpe6H B CTPYKTYpPHHX HipO3/i1aX) yTBOPIOETCSA MOCTIMHO Alro4a
eKCIIEpTHa KOMICisl.

230. Excrieptu3sa [iHHOCTI JOKYMEHTIB MPOBOJIUTECA IIOPOKY B CTPYKTYPHHX
n1)1po3mnax Oesmocepelub0  0co0aMHy,  BiANOBIJAIBHUMH 32 opraH13auuo
I1TOBOJICTBA Y HHX, Pa30M 3 EKCIIEPTHOIO KOMICi€10 i METOTUIHHUM KeplBHI/II_ITBOM
3arabHOTO BiAALTY anapaTy Ta apXiBHOTO BiAUILTY paiiaepxaaMiHicTpauil.

231. BuilydeHHs IOKyMEHTIB Uil 3HWIICHHS 6e3 MmpoOBENEeHHS MONEPEeIHbOI
eKCIepTH3H IX HIHHOCTI 3a00pOHAETECS. '

232. Binbip moxymeHTiB mocTiiiHOro 30epiraHHs 3HiMCHIOETHCS HA mijcrasi
THIIOBHX Ta BiIOMYMX (Tally3eBHX) HepeniKiB JIOKyMEHTIB i3 CTpoKaMHM 30epiraHHs,
HOMEHKJIaTypH CIIpaB pannepxcaanpraun IUISXOM TEPErJIANY KOXHOTO apKylua
CTIPaBH. lIopytIeHHx OpraHiB BIaJd BUIIOTO DiBHA, MO HaXIAILIHA y BUTJISAI
mamepoBoi  KOTii, He MOXyTb OyTH BifibpaHi fK JOKYMEHTH IOCTiHHOro HH
tpuBanoro (moxnax 10 poki) 36epiranms.

233. 3a pesyJpTaTaMu eKCIIEpPTH3HU IIiHHOCTI JIOKYMEHTIB B
pannepx(a,uMmlchauu CKJIAAaEThCsl aKT IIPO BUIYYEHHS [UIA 3HHIIEHHS TOKYMEHTIB
y TanepoBiit ¢popmi (nogarok 17).

234, 3BegeHi OIICH CIIpaB MOCTiltHOTO, TpuBajoro (moHax 10 pokis) 36epiranus
Ta 3 KaJpoBUX MHUTaHb (0COOOBOro CKIamy) Ta aKkT PO BIIIYYEHHS Ul 3HUILCHHS
JIOKYMEHTiB, He BinHeceHux 10 HauioHaqbHOTo apXiBHOTO (OHY, PO3IIANAIOTHCS
€KCIIEPTHOO KOMici€ro OJTHOYACHO. [Micns 3aTBEpPAKEHH aKTa
paiifiep>kaAMiHICTpaLlis Mae PaBo 3HUILIKTH BU3HAYEHI HUM JOKYMEHTH.
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235. AKT Tpo BWIyYeHHS JJs 3HUILEHHS MAOKYMEHTIB CKJIaJa€ThCsd IHOJ0
JTOKYMEHTIB, He BHeceHHX Io HarioHanspHOro apxiBHoro (oHy, Ha BCl CIIPaBH.
HalimMeHyBaHHS CTPYKTypHOTO TiJpO3AiNy paiiiepxaiMiHICTpallii 3a3Ha4ya€eThCs
T1iepel FPYTIOKO 3ar0JIOBKIB CIIPAB LOTO MiAPO3ILIY.

CkJi1ajaHHs ONHKCIB CHpaB, M0 CKJajleHi y naneposii ¢popmi

236. Omuc cnpas - apxiBHUIM JOBIIHUK, IPU3HAYEHUN A7 OONIKY Ta PO3KPUTTS
3MiCTy oAMHMIB 30epiranss, oOmiKy, 3aKpilUIeHHS iX cucTeMaTH3amii y Mexax
apxiBHOTO (OHIY.

237. Onucy crpaB YKJIaJaloThCs OKPEMO Ha CIIPaBU IOCTIMHOIO Ta TPUBAJIOTO
(moHax 10 pokiB) 36epiraHHs Ta 3 KaApoBHUX MUTaHb (ocoboBoro ckiany). Ha cripaBu
TM4YacoBoro (o 10 pokiB) 30epiraHHs OIMICH He CKIafaloThCA. Y pasi JikBigauii 44
peoprasizaii paiiaepxaaminicTpaliii Taki OIIMCH CKIa/1al0ThCsl 000B’SI3K0BO.

238. Omicd  cIpaB  CTPYKTYPHOTO  MiApO3fily  paiiaepxaaMiHicTpawii
CKJTa/Iaf0ThCA OPOKY 3a BCTAHOBJIEHOIO (opMoIo (moaTok 18) mocanosoro ocoboro,
BiIMOBITaIBHOIO 3a IiJIOBOJACTBO, 33 METOJUYHOI JOIOMOTH 3arajllbHOTO BiLIITY
arapaTy Ta apXiBHOTO BiIiTy paiiepxanmMinicTparyi.

239. Homep omucy cChpaB CTPYKTYpHOTO MApO3[ily amapaTry IOBHHEH
CKJagaTHcsl 3 IHAEKCY MiApO3Aily 3a HOMEHKJIATypOK CHIpaB 3 J0JaBaHHAM
IOYaTKOBOI JITEpH HA3BU KaTeropii JOKyMEHTIB, IO BKJIFOYAIOTHCS [0 OIHCY, Ta
4OTHPBOX (P POKY, B AKOMY PO3IOYATO CIIPAaBH, BKIOUeHi Jo omucy. Hanpukaz,
OmMCH CIpaB mocTiiiHoro, Tpusasioro (moHan 10 pokiB) 30epirasHs Ta 3 KaJpOBHX
mutanb (0COGOBOTO CKiamy) CTPYKTYPHOIO HifpO3ALTy 3 iHA. 5, IO posmodaTti y
2015 poui, MmatumyTh HoMepu: 5 I1-2015; 5 T-2015; 5 0OC-2015.

240. ITix gac ckiafgaHHs OIKCIB CIIPaB CJI1 AOTPUMYBATHCS TAKHX BUMOT:

1) KOXHa cIpaBa BHOCHTHCS IO OIIKCY TIiJ| CAMOCTIHHUM MOPSAKOBAM HOMEPOM
(KO CITpaBa Ma€ KiJlbKa TOMIB, KOXXHMA TOM BHOCHTBHCA [0 ONHUCY i OKpeMHUM
HOMEPOM);

2) rpadu onmcy OGOPMIIOIOTECA BilNOBIZHO O BiAOMOCTEH, 3a3HAYCHMX Ha
OOKIIaguHIII CIIPaBH;

3) y pasi BHECEHHS [0 OIHCY KiJbKOX CIIPaB MiAPsA 3 OJHAKOBUM 3arojJIOBKOM
3a3HAYa€Thcs TOBHICTIO JIMIIE 3aroJIOBOK IEpIIoi CIpaBH, a BCi iHLI OJHOPiIHI
CIIpaB¥ IO3HAYAIOTECS CJIOBAMH «T€ camey», IIPU IBOMY iHIIi BilOMOCTi IIPO CHpPaBHU
BHOCATBCS IO OIHKCY IOBHICTIO (Ha KOXHiff HOBiM CTOpIHII ONHCY 3aroNoBOK
BiZITBOPIOETHCS TIOBHICTIO);

4) rpada onmcy «IIpuMiTKa» BUKOPHCTOBYETBCS ISl BIAMITOK PO 0cO6IHBOCTI
(i3UIHOTO CTaHy CIIpaB, TIPO Mepeaady CIpPaB iHIIMM CTPYKTYPHAM ITAPO3aiTaM abo
iHIIiM ycTaHOBI, NPO HASBHICTH KOMiif JOKYMEHTIB y CIIPaBi.

241. OIMCH CIIpaB BeyThCs POTAIOM KiIBKOX POKiB 3 BAKOPUCTAHHSIM €IMHOT
HacKpi3HOi Hymepallii. CTIpaBU KOXHOTO POKY CTAHOBJIATH Pi9HMHA PO3JIi OMHKCY.



42

242.Y KiHui omucy poOWThCS MiACYMKOBHH 3allUC i3 3a3HAYEHHSIM KUIBKOCTI
(uudpamu i cloBaMM) CIOpaB, DO OOJIKOBYIOTBCS 33 ONKCOM, a TaKOXK
06YMOBIIOIOTECA OCOONMBOCTI HyMepalii crpaB B ONMCi (JIiTEPHI Ta IPOMyLIEHi
HOMEpH CIIpaB).

243.V piuAMil PO3AiN ONKCY CIpaB BHOCATBCS TAKOX CIIPaBH, HE 3aBEpLICHI
MPOTATOM KalleHAapHOro poKy. Y TakuX BHIMAJKaX y KiHII piYHHX PO3ALIB OMHUCY
KOXHOTO HACTYIIHOTO PpOKy, TIPOTSTOM SKOIO CIpaBd IPOAOBXYBaiucCs B
JIJIOBOACTBI, 3a3HAa4aeThcsl «J{OKyMEHTH 3 I[OTO MHTAHHSA IMB. TaKOXK Y DPO3Jimi
38 pik, Ne  ».

244. Onkc copaB, CKIaIeHWX y TamepoBid ¢opmi, CKIaga€rses y MABOX
IPUMIPHMKAX, OIWH 3 SKHX I[EPEeHAEThCA 3aralbHOMY BIJALTy amapaty M
36eperKeHHs, a IHIIKUH - U1l BAKOPUCTAHHS SK KOHTPOJIbHUH PUMIPHUK.

245. Ha OcCHOBI ONHCIB CIpaB CTPYKTYypPHHX MiAPO3MiTiB 3araibHUH BiAHiNI
amapary roTye 3BeleHi OIMCH CIpaB IOCTIHHOTO Ta TPHBAJIOro (IOHAN 10 pokiB)
36epiraHHs, 3 KaApOBHX NUTaHb (0c0O0BOrO CKJIAIY ).

246. 3BefileHAI OMMC CIPAB MOCTIHHOrO 30epiraHHs CKJIANAEThCA Y HOTHPBOX
npuMipHUKax, TpuBaioro (moHax 10 pokis) 30epiraHHs - y JBOX HNpUMIpHHUKAX, 3
KaJpOBHX IHTaHb (0cO6OBOrO CKIafy) - y TphOX NpHMipHHKax. OXuH IPUMIPHUK
3aTBEpIUKEHOTO OIUCY MofiaeThes JlepxkaBHoMy apXiBy JIyraHchkoi 061acTi.

247. PaiinepxaaMiHicTpallis 3000B’43aHa OMUCYBaTH JOKYMCHTH [IOCTIHHOTO Ta
tpuBanoro (noxax 10 pokis) 36epiranns, 3 KaJPOBHX ITUTaHb (ocoboBoro ckiany) He
misHime HiX depe3 ABa POKH IIicis 3aBepLICHHS CIpaB Y IiNOBOACTBI, @ TaKOX
nepefiaBaTH IOKYMEHTH IIOCTiHHOIO 30epiraHHs BiJNOBIAHO JO 3aTBEpDKEHUX
OMHCIB CIIpaB /10 apXiBHOTO Bimuiny Kpeminchkoi pafifepxanminicTparil Jlyrancpkol
00acTi B YyCTaHOBJICH]I 3aKOHOIaBCTBOM CTPOKH.

Odopmiienns cnpas, CKJIaJeHHX y naneposiii ¢popmi

248. ObopmiIeHHs chpaBd ToctifiHoro i Ttpusamoro (moHax 10 POKIB)
36epiraHHs Tnepeadadac HyMepawilo CTOPiHOK y CIIpaBi, CKIaJeHHd y pasi moTpedu
BHYTPIIIHBOTO OIHMCY OOKyMEHTIB CIIpaBH, HASABHICTb 3aCBiA4YyBalbHOTO HAMHCY
CIIPaBH IIPO KiTbKiCTH CTOPIHOK i IPO 0COGIMBOCTI Pi3HYHOTO CTaHy Ta ¢dhopMyBaHHsI
CIIpaBH, MiJIIMBaHHS 260 ONPaBIeHHs CPaBH, 0GOPMIEHHS OOKIIAIMHKY CIIPABH.

249. JJoKyMeHTH THMYacoBOro 30epiranHs, cQOpMOBaHI y CHpaBH, He
TIiIIMBAIOTECS, CTOPIHKM HE HYMEDPYIOTBCS, YTOYHEHHS €NIEMEHTIB O(QOpMIICHHA
OOKTaIMHKA He IPOBOJWTLCSA, 3a BUHATKOM IIEPBHHHOI  OyXrajarepchKol
JOKyMEeHTAIl].

250. [Ticns 3aKiHueHHS MJIOBOJHOIO POKY IO HANMCiB Ha OOKIaiWHKax CIIpaB
TOCTIMHOTO 1 TPUBANOTO 36epiraHHs BHOCSTHCS HEOOXiTHI yTOUHEHH A, IIePEBIPAETHCA
Bi/IOBIHICTH 3arOJIOBKIB CIIpaB Ha OOKIAAMHII 3MiCTy IIiIUIATHX IOKYMEHTIB,
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BHOCATBCA y pa3i mmoTpeOW [0 3arojioBKa CIpaBHd JOJATKOBI  BiJIOMOCTI
(TPOCTaBNISIOTECS HOMEpPH HakasiB, IMPOTOKOJIB, 3a3HA4arOThCA BHIOW 1 (OpMH
3BITHOCTi TOIIO).

251. JlJata Ha OOKIaOWHII CIpaBM IIOBHHHA BiJNOBIAaTH POKY IIOYATKy 1
3aKiHUeHHs CIpaBH; y CIIpaBi, 0 Mae NOKYMEHTH 3a OUIbII paHHI POKH, HIX piK
YTBOpEHHS CIIPaBH, MiJ| JaTOI0 pOOMTHCS HAIIUC «€ JOKYMEHTH 3a POKI.

252.Ha o0knagvHKax cropaB, IO CKIQJalOThcsl 3  KUIBKOX — TOMIB,
IIPOCTABIIAIOTHCS JAATH MEPILOTO | OCTAHHBOTO JOKYMEHTIB KOXHOIO TOMY (YaCTHHH).
V pasi 3a3Ha4YeHHS TOYHOI KaJeHJapHOI HaTH MPOCTABJIAETBCS YHCIIO, MiCAIlb 1 PiK.
Ypcno i pik mo3HavaThes apabCchKiUMH MG paMH, MIiCAIb THLIETHCSA CIIOBOM.

253. Ha oOkiaaMHI CHOpaBHA IPOCTaBISETbCS HOMEp CIpaBH 33 3BEJCHHM
OIKCOM i 33 TIOTO/KEHHSM i3 3arajIbHAM BiIIiJIOM amapaTy - HOMep OIHucy i GOoHLy.

254.Y pasi 3MiHM HaliMeHyBaHHs paiigepxaamiHicTpanii (ii CTpyKTypHOTO
Mi[pO3iNy) IPOTArOM MePiOfy, SIKKH OXOIUIIOIOTH JOKYMEHTH CIpaBH, afo mif 4ac
mepejadi CIpaBH O iHIIOI yCTaHOBH (CTPYKTYPHOTO MHifpO3AiTy) Ha OOKnamuHui
CIpaBM 3a3HAyae€Thest 11 (CTPYKTYpHOro IiApO3AiNy) HOBE HaWMEHYBaHHA, a
norepeaHe OepeThCsl B IYKKH.

255. Hanmcn Ha OOKNAAMHKAX CHpaB IIOCTIMHOrO Ta TPHUBAIOro (MOHAX
10 pokiB) 36epiraHHs pOGMATHCS 9iTKO HOPHHM CBiTJIOCTIHKAM YOPHHWIOM a0o
macroro. HakieloBaHHS TUTYJIBHOTO apKylla Ha OOKIaJMHKy CIIpaBd He
JOITy CKA€ThCS.

Ilepenaua cupas, CKJIaieHHX Yy nanepogiii ¢opmi, K0 apxiBy

256. CipaBu mocTiliHoro Ta Tpusatoro (moHax 10 pokis) 30epiraHss,. 3
KaJ[POBHX MHMTaHb (0COGOBOTO CKJIagy) Hepe3 ABa POKH IiCiis 3aBePIICHH 1X BeJICHHS
IepefaloThCs JIO 3araibHOrO BiALy amapaTy B YNOPSAKOBAaHOMY CTaHi JUIf
[I0IaJIBIIOro 30epiranHs Ta KOPUCTYBaHHS.

257.3a MUCHMOBHM 3BEPHEHHSM CTPYKTYPHOIO MifPO3IiTy 3aTalbHHA BiImiI
amapaTy oopMIf€ BHady CIpPaB, CKIAACHHX y IalepoBii ¢opmi, Ha CTPOK MO
TPHOX MICSIIIB.

258. IlpuiiMaHHA-TIepeiada KOXKHOI CIIPaBH 3MIHCHIOETHCA 3araabHUM BiIiioM
amapaTy B TPHUCYTHOCTI INpalliBHMKA CTPYKTYPHOTO miApo3aily, SKUH Iepenae
YIOPSAKOBaHi Ta 0OpMIIEH] CIIpaBH.

259. CopaBu mocTiiHoro Ta TtpuBaioro (moHan 10 pokiB) 30epiraHHs
nepeAaroThCs 3aralbHOMY BiJITy anapary 3a OIKMCaMu.

V KiHIl KOXXHOTO IIPUMIpHHKA OMNMCY MpAMiBHUK 3arajibHOTO BiAALTY arapary
PO3IHUCYEThCs y MPHMHATTI cmpaB i mpocrapnsge fAary. OfvH NPUMIPHEK OMHCY
TI0BEpPTACTECA CTPYKTYPHOMY TiAPO3IiTy, BCi iHII 3aJMIIAOTECS B 3aralbHOMY
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BIJIIII anapary.

CrpaBu, IO NepealoThes 3aralbHOMY BiJiily anapaTy, IOBUHHI OyTH 3B’s3aHi
HaJIEXKHAM YHHOM.

PaiinepxagminicTpauis 3000B’s3aHa 3abe3rneuudTd  30epiraHHs apxiBHUX
JIOKYMEHTIB Ta INepenadyy JOKYMEHTIB, [0 HajlexaTh A0 HallloHanbHOTO apXiBHOTO
dboumy, micns 3aKiHYEHHS BCTAHOBJICHMX IPAaHWYHUX CTPOKIB ix 30epiranHs s
IoCTiiHOrO 30epiraHHs A0 apxiBHoro Biamimy KpeMiHChKOi paiinepixkaiMiHicTparii
Jlyrarcbkoi obiacTi.

KepiBHHUK anaparty %, O. KPYTBKO
CXBAJIEHO ITOI'OPKEHO

IIpoTokoin 3aciganns EK ITporokon 3acinanus EK
KpemiHcpKo1 paiioHHOT apxiBHOTO BiJILTY
JE€pKaBHOI amMiHicTpaLii KpeMiHCBKOI palfOHHOL
JIyraucbkoi obiacTi Jep:kaBHOI aAMiHicTpanii

JIyraHcekoi obnacti
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