MIHICTEPCTBO IOCTHUIIII YKPATHU

HAKA3
18.06.2015 Ne 1000/5

3apeecTtpoBano B MinicTepcTBi
ocTulii Ykpainu

22 yepBHa 2015 p.

3a Ne 736/27181

IIpo 3aTBepaxkenns [IpaBua opranizaunii 1i1I0BOACTBA TA
apXiBHOTO0 30epiraHHs JOKYMEHTIB Y JIep:KaBHUX OPraHax,
OpPraHax MiCIeBOro CaMOBPSIIyBAHHSI, HA MIANPUEMCTBAX, B
YCTAHOBAX I Oprauizamisix

{I3 3mMiHamu, BHeCeHHMH 3TiqHO 3 Hakazamu MiHicTepcTBa FOCTHIIIT
Ne 1827/5 Bix 12.06.2018
Ne 2277/5 Bin 04.07.2018}

Bigmosimno gno crarti 31 3akony Ykpainu «lIpo Harionanbauit apxiBHUi (oHA Ta apXiBHI
YCTaHOBWY», MANYHKTY 2 myHKTy 3 [lomokeHHs mpo MinHicTepcTBO focTullli  YKpaiHw,
3aTBep/pkeHoro nocranoBoro KaGinery MinictpiB Ykpainu Bix 02 mumas 2014 poxy Ne 228 (i3
3miHamu), HAKA3VY1O:

1. 3arBepautu [IpaBuia opranizaiii JiJOBOJICTBA Ta apXiBHOrO 30epiraHHs JOKYMEHTIB Y
Jep)KaBHUX OpraHax, OpraHax MICIIEBOI'0 CAMOBPSJIyBaHHs, Ha IMiJIIPUEMCTBAX, B YCTAHOBAaX i

OpraHizarisx, o JTOAaF0ThCA.

2. BuzHatu Takum, 1110 BTpaTUB YMHHICTh, Haka3 JlepKaBHOIO KOMITETY apXiBiB YKpainu Bij 16
oepesns 2001 poky Ne 16 «IIpo 3arBepmkenns [lpaBun pobOTH apXiBHHX IiIPO3AUIIB OpraHiB
JIep’KaBHOI BJIaad, MICIICBOTO CAaMOBpPSAyBaHHSA, MiJNPUEMCTB, YCTaHOB 1 OpraHizamii»,
3apeectpoBaHuii y MinicrepcTBi roctuiii Ykpainu 08 tpaBus 2001 poky 3a Ne 407/5598 (i3
3MiHAMH).

3. JlemapTaMeHTY B3aeMOAil 3 OpraHaMH BJagd Ta iH(GOpMaIiHHO-aHATITHYHOI POOOTH
(Koznosceka H.A.) monmatu niel Haka3 Ha Iep KaBHY peeCTpalliio BiAmoBiaHO A0 Yka3y [Ipe3unenta
VYkpainu Big 03 >xoBTHA 1992 poky Ne 493 «IIpo nmepskaBHy peecTpallito HOpMaTHBHO-TIPABOBHUX
aKTIB MiHICTEPCTB Ta iHIIKUX OPraHiB BUKOHABYOI BIaAn» (i3 3MiHAMH).

4. Ileit Haka3 HaOUpae YMHHOCTI 3 THA HOTO O(DIIIHOTO OMyOJIiKyBaHHS.

5. KoHTposib 32 BHUKOHAHHSM ILOTO HakKa3dy IMOKIACTH Ha TIEPIIOro 3acTymHuKa MiHicTpa
CeBoctbsiHOBY H.I.
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MinicTp II. Ilerpenko

ITOI'OJIPKEHO:
I'onosa JlepxaBHOi
apxiBHOI c1y>k0u Ykpainu T.I. bapanosa
3ATBEPIKEHO

Haka3 MinicrepcTBa
CTHLIl YKpaiHu
18.06.2015 Ne 1000/5

3apeecrpoBano B MiHicTepcTBi
cTuIii Ykpainu

22 yepBHs 2015 p.

3a Ne 736/27181

ITPABHUJIA
opradisamii ILTI0BOACTBA Ta APXIBHOI0 30epiraHHs J0KYMEHTIB
y Jep:KaBHUX OPraHaxX, OpraHax MiclieBoro caMoBpsi1IyBaHHS,
Ha MiANPHEMCTBAX, B YCTAHOBAX i Opraizamisx

I. 3arajabHi MoJ10KeHHSA

1. IIi TIpaBuia BCTaHOBIIOIOTH €IMHI BUMOTH IIOJI0 CTBOPECHHS YMPABIIHCHKUX JOKYMEHTIB 1
poOOTH 31 CIY’KOOBUMH JOKYMEHTaMHM, a TAaKOX MOPSJIOK IX apXiBHOTO 30epiraHHs B JAEp)KaBHUX
opraHax, opraHax MiICIICBOIO CaMOBPSIyBaHHS, Ha IMAMPUEMCTBAX, B YCTAaHOBAaX 1 OpraHi3aIlisgx
HEe3aJIe)KHO BiJl ()OPM BIIACHOCTI (J1aJTi - YCTAHOBM).

L1i [IpaBuia € HOpMATUBHO-TIPABOBUM aKTOM, 000B’ I3KOBUM JIJIsl BAKOHAHHS BCIMa YCTAaHOBAMH.
2.V nux [IpaBunax TepMiHM BXKUBAIOTbCS B TAKMX 3HAUEHHSX:

apXiB YCTaHOBH - CTPYKTYPHHUH MiApo3/1ii (BIAMOBITaIbHA 3a BEJACHHS apXiBy 0c00a yCTaHOBH),
0 OpraHi3oBye 1 3a0e3mnedye MpuiMaHHS, HarpoOMaJKyBaHHS apXiBHUX JIOKYMEHTIB, iX OOIIK,
30epiraHHs Ta KOPUCTYBAaHHS HUMHU;

apXiBHUH KaTajor (apxiBHa KapTOTEKa) - apXiBHUM JOBIJHUK, B SKOMY 1H(OpPMAIIiIO
CHCTEMAaTU30BaHO BIAMOBITHO 10 00paHoi cxemu Kiacuikarii;

apxiBHUH (OHI - CYKYIHICTh apXiBHHUX JIOKYMEHTIB yCTaHOBH, C(POPMOBAHHMX HA TMiICTaBi
3B’SI3Ky MK JOKyMeHTaMH 1 (a00) iX yTBOprOBauaMu,

OJ1aHK C1y>kK00BOTO JIOKYMEHTA - YHi(pikoBaHa (hopma ci1y>k00BOT0 JOKYMEHTA 3 HaJIPYKOBaHOKO
MOCTIHOIO 1H(OpMaIli€r0 1 HATBHUM MiclieM Juist piKCyBaHHS 3MiHHOT iH(pOpMaIlii;

BUTST - 3aCB1TYCHA KOIIisl YACTHHH TEKCTY CIYKOOBOTO JOKYMEHTA,

BIIOKpEMJICHUH TiAPO3/ia - (imisl, MPEACTABHUIITBO, BiAIICHH a00 1HIIMKA BiTOKpEMIICHUI
P03/, O HE MA€ CTATyCy IOPUINIHOI 0COOH 1 3/1IHCHIOE CBOIO JISUTHHICTD BiJl IMEH1 FOPUIUIHOT
0CO0M - pe3HJICHTA;

raly3eBUid TMepeliK JOKYMEHTIB - TepeliK BHUAIB JOKYMEHTIB, CTBOPIOBAHHX Y MpoIleci
npo¢UTBHOT TiSUTPHOCTI BCIX YCTAHOB IMEBHOI raiy3i v cpepH AisuTbHOCTI, 31 CTPOKaMU iX 30epiraHHs;



JIep>KaBHI apXiBHI YCTaHOBH - IICHTPAJIbHI, Tally3eBi JepKaBHI apxiBu, [lep:kaBHU apxiB B
ABtoHoMHIN PecnyOmini Kpum, aepxxaBni apxiBu oGmnacreit, mict Kuesa 1 CeBacTormosns, apxiBHi
BTN palilOHHUX, pailoHHUX y MicTax Kuepi 1 CeBacTormoni nep>kaBHUX aJIMIHICTpaIlii;

JoKepesia KOMIUICKTYBaHHS - IOPUANYHI Ta (i3UYHI 0COOH, 110 € YTBOPIOBAYaMH Y BIIACHUKAMH
nokymeHTiB HamionansHoro apxiBHoro ¢onay (mami - HA®), mo miaiaraioTs NepelaBaHHIO 0
apXiBHUX YCTaHOB B 000B’SI3KOBOMY MOPSAIKY a00 Ha MiJCTaBl YIo/H;

mxepena ¢opmyBanHs HA® - ycTtaHOBHU, IO € CTBOPIOBAYaMH YW BJIACHUKAMH JTOKYMEHTIB
uboro Ponpy;

JIJIOBOJICTBO - CYKYMHICTh TPOLIECIB, MO 3a0€3MeuyloTh TOKYMEHTYBaHHS YIPaBIiHCHKOL
iH(dopMarlii Ta oprasizaiiro poOOTH 31 CIIy)KOOBUMH JOKYMEHTAMH;

JOKyMEHTAI[IWHUN (MOKyMEHTAIbHUN) (OHA - CYKYNHICTH CIY>KOOBHUX JOKYMEHTIB, IO
HarpoMaawiInch abo 3i0paHi B mpolieci AISUIBHOCTI YCTAaHOBH, CKiaa 1 mporec GopMyBaHHS SKOi
BU3HAYaIOTh il HOPMAaTUBHI IOKYMEHTH;

JIOKyMEHTOOOIT B YCTaHOBI - pyX CIYXOOBHX JOKYMEHTIB 3 MOMEHTY iX CTBOPEHHS a0o
OJICp KaHH JIO 3aBEPIICHHSI BUKOHAHHS a00 BiINPaBIICHHSI,

eKCIepTH3a LIHHOCTI JOKYMEHTIB B YCTaHOBI - BCceOiYHE BHMBYEHHS JOKYMEHTIB 3 METOIO
BHeceHHs iX 10 HA® abo BuIy4YeHHs 3 HbOT0, BITHECEHHS iX /10 YHIKAJIbHMX 1 BCTAHOBJICHHSI CTPOKIB
30epiraHHs JOKYMEHTIB, 110 HE MiUIAraloTh BHeCEHHIO 10 HA®;

30Ha KOMIUIEKTYBaHHS - aJIMIHICTpPAaTHBHO-TEPUTOpiajdbHA OJWHHUIIS, B SKIH IMepeOyBarOTh
yCTaHOBH, Ha SIKI MOIIMPIOIOTHCS TMOBHOBAKEHHS BIAMOBIIHOI JEp>KaBHOI apXiBHOI YCTaHOBU
(apxiBHOTO BIAIUTY MICBKOT paju);

IHCTPYKIli 3 JIJIOBOJACTBA - OOOB’SI3KOBMH HOPMATHBHUM aKT, IO PErVIAMEHTYE 3MICT Ta
Oprasizallfito BUKOHaHHS TIPOIIECIB 3 ALTIOBOJICTBA YCTAHOBH;

KOITisl IOKYMEHTA - JOKYMEHT, II[0 MiCTUTh TOYHE 3HAKOBE BIATBOPEHHS 3MICTY UM JIOKyMEHTHOI
iH(pOpMaIlii IHIIIOTO JOKYMEHTA 1 B OKPEMHUX BHUIIAIKAX - JESTKUX MOT0 30BHIIIHIX 03HAK;

HOMEHKJIaTypa CIpaB - 000B’I3KOBUH LIS KOKHOI YCTAHOBU CUCTEMAaTH30BAaHUH MEPEJIiK Ha3B
crpas, 0 (OPMYIOTHCS B 11 ILTOBOJICTBI, 13 3a3HAUEHHSM CTPOKIB 30epiraHHs CIpas;

OTJISAT apXIBHUX IOKYMEHTIB - apX1BHUH JIOBITHUK, IO MICTUTh CHCTEMAaTH30BaH1 BIIOMOCTI TIPO
CKJIaJl 1 3MICT OKPEMHUX KOMILIEKCIB apXiBHUX JOKYMEHTIB 3 iX JKEperIO3HaBUUM aHATi30M;

OTHUC CTpaB - apXiBHUH JOBIJHUK, MPU3HAYECHUN JUIA OOJIIKY Ta PO3KPUTTS 3MICTY OJAMHHIIH
30epira"Hs, OJIMHULIb OOJTIKY, 3aKPITUICHHS X CHCTeMaTH3allii B Mekax apXiBHOTO GOHAY;

OpraH BUIIOTO PIiBHS - YCTaHOBA, MO 3iKCHIOE (DYHKIII yIpaBIiHHSA MO0 OE3MOCepeaHbO
HiAMOPSIKOBAHUX 1l yCTaHOB;

OpraHizalifHO-po3mopsiaya JIOKyMEHTalis - yHi(pIKOBaHAa MiACHCTEMa YNpPaBIiHCHKOI
JIOKYMEHTaIlii, 1110 3a0e3neuye opratizallito MporeciB YIpaBIiHHs Ta yIPaBIiHCHKOI Mparii;

oprasizaitisi poOoTH 31 cIIy>KOOBUMH JTOKyMEHTaMH - OpTraHi3allisi 3iHCHEHHS JOKYMEHTOO00Iry,
dbopMyBaHHS crmpaB, 30epiraHHs Ci1y)kKOOBUX JOKYMEHTIB Ta KOPHCTYBaHHS HHUMHU Y IOTOYHIN
JUSTTBHOCT YCTaHOBH;

OpUTIHAJI CITYy>KOOBOTO IOKYMEHTA - IPUMIPHUK CITy>KO0BOTO JOKYMEHTA, 1[0 MA€ OPUTTHATBHUM
MITKC TTOCaI0BOI (CITy)K00B0O1) 0COOM yCTaHOBH;

MIePEeJIiK THIIOBUX JIOKYMEHTIB - MEPETiK BHUJIIB JOKYMEHTIB, CTBOPIOBAHUX ITiJ] YaC BUKOHAHHS
3araJlbHUX JJISl BCIX YCTaHOB (DYHKLIN yrnpaBiIiHHS, 31 CTPOKaMH iX 30epiraHHs;

MOKKYHMK - apXiBHUH TOBIAHHK, 1[0 MICTHTh CUCTEMATHU30BAHHUI IEpelliK 00’ €KTIB UM SBUIII,
3raJlyBaHuX B apXiBHUX JOKYMEHTAaX, i3 3a3HAUEHHSM iX IMOIIYKOBUX JIaHUX;



PEKBI3UT CIIy’KOOBOI'0 JOKYMEHTa - OOOB’SI3KOBUI €JIEMEHT, 3a()iKCOBAaHUM B JOKYMEHTI JJIs
roro inmeHTU(IKaIii, opradizaiii 00Ky Ta HaJaHHSI HOMY IOpUIUIHOT CHIIN;

ciyx0a JIJIOBOACTBA - CTPYKTYPHHMM Mifpo3ain abo BigmoBigabHa 0c00a yCTaHOBH, IO
3a0e3neuye peecTpalliro, 00JIiK, OpraHizaril JOKYMEHTO00Iry Ciay:KO00BHUX JOKYMEHTIB, 30epiranHs
JIOKyMEHTAIiiHOTO (hOHy a00 HOT0 YaCTHHHU JI0 TepejaBaHHs Ha 30epiraHHs 0 apXiBy YCTaHOBH;

CIIY)KOOBHH JIOKYMEHT - OQIIIiHO 3apeecTpOBaHUN CIIY»KOOI0 JIIOBOJCTBA a00 BIAIOBITHUM
YUHOM 3aCBITYCHHI TOKyMEHT, 110 OJICp)KaHWW YM CTBOPEHUHN YCTAHOBOIO y TpoIIeci ii AisUIBHOCTI
Ta Ma€ BIIMOBIAHI PEKBI3UTH;

CTPOK 30epiraHHs JIOKYMEHTa - IepioJi 000B’SI3KOBOTO 30epiraHHs CiIy>XKOOBOTO JOKYMCHTA,
BH3HAYCHUH 3aKOHOJIABCTBOM YHACIIIOK MPOBEACHHS €KCIIEPTH3U HOro IIHHOCTI;

YVHIKQJIbHUM JOKYMEHT - ToKyMeHT HA®, 1110 cTaHOBUTH BUHSATKOBY KYJIBTYPHY I[IHHICTh, Ma€
BAXJIMBE 3HAYEHHA JUIs (POpPMYBaHHS HalLlIOHAJIBHOI CaMOCBIIOMOCTI YKpaiHCBKOrO Hapoay 1
BHU3HAUa€ MOro BKIIAJ] y BCECBITHIO KYJIBTYPHY CHALINHY;

YIPaBIIHCHKAN JOKYMEHT - CIIy’)KOOBHH JIOKYMEHT, CIIPSIMOBAaHMI HAa BHKOHAHHS YCTaHOBOKO
(GyHKIIIH, 1110 3a0€3MeUyrOTh 11 JisUTbHICTE. [0 yIpaBIiHCHKUX TOKYMEHTIB HAJIEKaTh OpraHi3aliiHo-
pOo3Mopsa4i, IEPBUHHO-00J1iKOB1, 0aHKIBCHKI, (DiIHAHCOBI, 3BITHO-CTATUCTUYHI, IUIAHOBI, peCypCHi
TOIIIO;

($OHIOYTBOPIOBAY - YCTAHOBA, Y PE3YJIbTaTl IiSIIBHOCTI SKOi yTBOPUIIMCS JOKYMEHTALIHHUH Ta
BIJINOBIAHO apXiBHUHN (HOHIN;

dbopMyBaHHS cmpaB - TPYIyBaHHS BUKOHAHUX JOKYMEHTIB y CIpaBU BIIMOBIAHO JO
HOMEHKJIaTypH CIIPaB.

3. OcoOmuBocTi opraHizaiii AUTOBOACTBA 31 CIYy)XOOBUMH JOKyMEHTaMH, IO MICTSATh
iH(pOopMaIito 3 00MEKEHUM JOCTYIIOM, JUTOBOJICTBA 32 3BEPHEHHSIMH T'POMAJISH MO0 3aIUTIB Ha
iHboOpMaLll0 B OKpEeMUX Traly3six Ta cdepax CyCHUIBHMX BIAHOCHMH BHU3HA4YalOThCS IHIIUMU
HOPMAaTHUBHO-TIPAaBOBUMU aKTaMH.

Oco0nMBOCTI OpraHizaimii eJeKTPOHHOTO JTOKYMEHTOOOITY 13 3aCTOCYBaHHSIM KBalli(hiKOBaHHX
CNCKTPOHHKUX JOBIPYMX MOCIYr, POOOTH 3 EJIEKTPOHHUMH JOKyMEHTaMH Ta iX MiJrOTOBKH [0
nepeaBaHHs Ha apXiBHE 30epiraHHs BU3HAYAIOTHCS 3aKOHOIAaBCTBOM.

{Ab3ay Opyeuit nynkmy 3 po30iny I i3 sminamu, enecenumu 32iono 3 Haxazom Minicmepcmea
rocmuyii Ne 1827/5 6io 12.06.2018}

4. Bumoru nux [lpaBun mono poOoTH 3 MEpBUHHO-OOIIKOBOIO, OAaHKIBCHKOIO, (hIHAHCOBOIO,
3BITHO-CTATHCTHYHOK,  HAYKOBO-TEXHIYHOK Ta  IHIIOK  CHEIaJbHOK  JIOKyMEHTAIlI€I0
MOIIMPIOIOTHCS JIMIIE B YAaCTHUHI 3arajlbHUX TNPUHIUIIB POOOTH 3 JTOKYMEHTaMH, a TaKOX 3
M1ATOTOBKH JIOKYMEHTIB JI0 II€peAaBaHHs Ha apXiBHE 30epiraHHsl.

5. Bumorm nwmx I[IpaBun momo 3abe3medeHHs 30epekKeHOCTI, OONIKYy 1 KOPHCTyBaHHS
JIOKYMEHTaMH TOIIMPIOIOTECS Ha apXiBW, IO 30€piraroTh JOKYMEHTH 3 IAallePOBHMH HOCISIMU
iH(dOopMmartii.

ApxiBu, 1m0 30epirar0Th HAYKOBO-TEXHIYHI, ayaiOBi3yajbHi, CJIIEKTPOHHI JOKyMEHTH Ta
iH(dopMallito, 10 BiJHECEHa 1O Jep)KaBHOI TaeMHHUII, KepyroThcsi LuMHU [IpaBuimamu B 4YacTHHI
3arajJpbHUX JJId apXiBiB HOPM IIMOJ0 Opradizamii iX poOOTH, MPOBEACHHS CKCIEPTH3U IIHHOCTI
JIOKYMEHTIB Ta 0(OopMIIEHHS 1i pe3yIbTarTiB.

YMoBH poOOTH apxiBiB, M0 30epiraroTh HAYKOBO-TEXHIUHI, ayaiOBi3yasibHi, €JIEKTPOHHI
JIOKYMEHTH Ta 1H(OpMAIilo, BIJHECEHY J0 JEpXKaBHOI TAa€MHHIN, BU3HAYAIOTHCSA IHIIUMH
HOPMAaTUBHO-TIPAaBOBUMH aKTaMH.

6. KepiBHUK yCcTaHOBH BIAMOBiZa€ 3a 30epeKEeHICTh CITYKOOBUX TIOKYMEHTIB Ta iH(popmarlii, Ky
BOHHM MICTATh, (DYHKI[IOHYBaHHS CHCTEMH 3aXHCTy JOKyMEHTAI[ifHOro (OHAY BiJ HE3aKOHHOTO


https://zakon.rada.gov.ua/laws/show/z0721-18#n48

JIOCTYTY, BTPATy 1 HECAHKIIIOHOBAHE 3HUINEHHS JOKYMEHTIB, MOPYIICHHS MPABUJI KOPUCTYBAHHS
JIOKYMEHTaMH.

3a 3MICT, SAKICTh MIJTOTOBKM Ta O(GOPMIIEHHS Ha HAJEKHOMY DPIiBHI JOKYMEHTIB, a TaKOX
Oprai3arfito JIOBOJCTBA Ta 30epiraHHs JOKYMEHTIB Y CTPYKTYPHHX ITiIPO3/IIax BiMOBIAAIOTE iX
KEpIBHUKH.

7. OpraHizaiist 1iIOBOJCTBA B yCTaHOBAX MOKJIAIAE€THCS HA CAMOCTIHHI CTPYKTYPHI MiPO3ILTH
3 JIOBOJICTBA (IOKYMEHTAIIMHOTO 3a0€3MeUeHHs ), 3arajibHl BIJUIUIH, KaHIIEIApIi Tomo abo oco0y,
BIJIMOBiAaTIbHY 3a IUIOBOJACTBO B YCTAHOBI, - CEKpeTapsi, AiIoBoAa (Aami - cay>k0a IJI0BOACTBA).

Opranizaiiisi AUIOBOJICTBA B CTPYKTYPHHX MIAPO3AUIaX YCTAaHOB IMOKJIAIAE€ThCS HA CICIIATbHO
MIPU3HAYCHY IS 1IbOTO 0co0y, Y TTOCAI0BIH IHCTPYKIIii SKOi 3a3HAYAIOTHCS 111 000B’ SI3KH.

YcraHoBH OpranizoByIOTh AUIOBOJCTBO BIAMOBIAHO 10 3aTBEP/KEHOI IHCTPYKIIIT 3 IIJIOBOJICTBA
YCTaHOBHU.

8. ApXiB € CaMOCTIMHMM CTPYKTYPHUM IMiIpO3Ai7IOM a00 BXOIUTh 10 CKJIQmy CIYKOH
JIIJIOBOJICTBA YCTAHOBH.

Y MajoyucenpHUX YCTaHOBAaX IPU3HAYAETHCS 0C00a, BINMOBiAaTbHA 33 BEACHHS apXiBY
YCTaHOBH.

9. Cnyx0a NiJIOBOJCTBA Ta apXiB, SKIIO BOHH € CTPYKTYPHHMH MiIpO3IUTaMU, MPALIOIOTh Ha
MiICTaBi MOJIOKEHB PO HUX, IO MOTOKYIOTHCS 1 3aTBEPIXKYIOTHCS 3T1THO 13 3aKOHOJJABCTBOM.

{Ab3ay nepwuii nynxkmy 9 pozoiny I i3 sminamu, enecenumu 32iono 3 Haxazom Minicmepcmea

rocmuyii Ne 2277/5 6i0 04.07.2018}

Slkmo ¢yHkIii opranizaitii AUIOBOACTBA B yCTaHOBI a00 BEJICHHS apXiBy YCTAaHOBH ITOKJIAJICHO
Ha BIINOBITAIBHY 0CO0Y, Y ITOCAJ0BIM IHCTPYKIIIi OCaI0BOI 0COOM 3a3HAYAIOTHCS IIi 00OB’SI3KH, ii
IpaBa Ta BiJNOBIIAJIbHICTb.

10. KepiBHMUTBO YCTaHOBH 3000B’s3aHO 3a0€3MEUUTH apXiB HEOOXIAHHUM NPUMILICHHIM,
o0JIaIHaHHSM 1 KaJIpaMHu.

11. MatepianpHuii HOCiii 1H(OpMAIi ympaBIiHCHKOTO JOKyMEHTa, CIIOCOOM Ta 3aco0u ii
(bikcyBaHHS MTOBHHHI 3a0€31eTyBaTH 30€pEKEHICTh JOKYMEHTA IPOTSATOM BU3HAYEHOTO CTPOKY HOTO
30epira”Hsl.

12. BnacHMKOM YIpPaBIIHCHKOTO JIOKyMEHTa € YCTaHOBa, sKa CTBOpHJIA a00 oTpuMmana Iei
JIOKyMEHT 1 BHECJIa OT0 10 CKJIaay JOKyMEHTAIliiHOTo (POHTY.

13. CoipHi nuTaHHS MO0 NpaBa BIACHOCTI HA YIPABIIHCHKI JOKYMEHTH BUPIIIYIOTHCS Y
CYZOBOMY TIOPSIIIKY .

14. BwirydyeHHs (BUiMKa) OpHUTIHATMIB CIY)KOOBHUX JOKYMEHTIB 13 JOKYMEHTAI[IHHOTO Ta
apxiBHOTO ()OHIIB yCTaHOBH Mae OyTHM THMYAcOBUM(OIO) 1 JIMINE Yy BHIAJAKaX, MepeadadyeHux
3aKOHOM.

TumMyacoBui 1OCTYI 10 JOKYMEHTIB 3/IIHICHIOETHCS Ha ITiJICTaBl YXBAJIM CIIITYOTO CYJIl, CYIy B
MOPSZIKY, BU3HaUYeHOMY KpUMIHAIILHUM IPOIECYATEHUM KOJIEKCOM YKpaiHu. Y pa3i BHIyYCHHS
(BUIMKHM) OpHTIHAQJIIB JTOKYMEHTIB B YCTaHOBI 0OOB’SI3KOBO 3aJIMIIAIOTHCS KOl MUX JOKYMEHTIB,
3acBiyeHi BiAMOBiAHO M0 MyHKTIB §, 9 rmaBu 10 pospimy II mux [lpaBui, Ta omuc BUIIyYeHHX
JIOKYMEHTIB. BHTy4eHi JOKyMEHTH HaJar0ThCs 0€3MoCcepeHbO 0c001, BUBHAYCHIN B YXBaII CITiTIOTO
cyaut, cyny.

JloKyMeHTH, BIITydeHI Ha MiACTaBl YXBaJIM CIIIYOTO CY/AI, Cyay, MiJUISTaloTh 000B’ I3KOBOMY
MMOBEPHEHHIO YCTAHOBI, aje HE TIi3HIlIe HDK 4Yepe3 OJUH PIK MICIsi 3aKPUTTSA MPOBAIKEHHS a00
BUHECEHHS CYJIOM DIIlIEHHs y CIIpaBi.

{Ilynkm 14 po3oiny I 6 pedaxyii Haxazy Minicmepcmea iocmuyii Ne 2277/5 6id 04.07.2018}
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I1. JlokyMeHTyBaHH# YIIPABJiHCHKOI iHpopMail
1. 3arajbHi BUMOIH 10 CTBOPEHHS YNPABJIIHCbKHUX JOKYMEHTIB
1. CTBOpIOBaHI YIIPaBIiHCHKI JOKYMEHTH TOBHHHI BiJIIOBIATH IIPAaBOBOMY CTaTyCy YCTaHOBH.

[IpaBo Ha CTBOpPEHHS, IMAMMCAHHS, IOTOPKEHHS, 3aTBEPDKCHHS JIOKYMCHTIB BH3HAYAETHCS
aKTaM{d 3aKOHOJABCTBA, ITOJIOKEHHSMH (CTaTyTaMH) YCTaHOB, IOJIOKEHHSIMH TIPO CTPYKTYPHI
MPO3/IUTH 1 TTOCAIOBUMH IHCTPYKITiSIMHU.

2. YmpaBimiHChKiI JOKYMEHTH YCTaHOBH 3a IX Ha3BOO, (POPMOIO Ta CKIIaJ0M PEKBI3UTIB MOBUHHI
BiMOBiIaTH  yHipiKOBaHUM ¢dopMaM, SKi BCTAHOBIIOIOTHCS HAI[IOHAILHUMHU CTaHJApTaMH,
HOPMAaTHUBHO-TIPABOBUMU aKTamH. [Tepenik KJIaciB YIIPaBITHCHKHUX JIOKYMEHTIB
BHU3HauYaeThes JlepkaBHUM  kiacu(bikaTopoM  ympaBiiHCbkoi  mokymentartii  JIK ~ 010-98,
3aTBEP/UKEHUM Haka3oM Jlep:kaBHOTO KoOMITeTy YKpaiHM IO cTaHaapTu3alii, MeTpoJorii Ta
ceprudikanii Bix 31 rpyans 1998 poky Ne 1024 (i3 3minamu) (mani - AKY [I).

3. OpranizamiifHo-po3nopsiua JIOKyMEHTallisd, IO € OJHUM 3 KIAaciB YNPaBIiHCHKOT
JIOKYMEHTAIIi1, TOUIIE€ThCS Ha:

OpraHizaiiiiHy, IO MICTHTh MpaBWJia, HOPMH, IO BHU3HAYAIOTh CTATyC, KOMIICTEHIIIIO,
CTPYKTYpY, MITATHY YHUCENBHICTh 1 TIOCAJJOBUI CKJIaJl YCTAaHOBH, (PYHKITIOHATHHHUMA 3MICT JisSUTBHOCTI
YCTAHOBU Ta 11 MiAPO3AUIIB (TOJIOKEHHST ab0 CTaTyT YCTaHOBH, TOJIOKEHHS MPO CTPYKTYpPHI
MiAPO3/UIA yCTaHOBH, MOCAA0BI IHCTPYKIIii, IITaTHI PO3MHUCH, TIOTOBOPH TOIIO);

posnopsauy, mo (ikcye pilieHHS HOPMAaTHBHO-TIPABOBOTO a00 OpraHizamiifHO-pO3MOPSII0TO
XapakTepy 3 OCHOBHUX HHUTaHb MAISJIBHOCTI YCTaHOBH, aJMIHICTPATUBHO-TOCIOJAPCBKUX abo
KaJpoBHX (0COOOBOTrO CKJIa/1y) MUTAaHb (IIOCTAHOBH, PILLICHHS, HAKa3H, PO3MOPSIIKECHH);

iH(opMaIiiHO-aHAMITHYHY, 10 MICTUTh 1H(OpPMaIlif0, Ha MiACTaBl SKOT MPUHUMAIOTHCS TEBHI
YOPaBIIHCHKI pilleHHS (aKTH, JOBIAKW, JOIOBIIHI 3allMCKH, 3asBH, IOSCHIOBAIbHI 3aIMCKH,
MPOTOKOJIH, CITYKOOB1 JIUCTH TOIIO).

4. IlpaBo Ha BHAAHHS MEBHOTO BHUY PO3MOPSIAYOrO JOKYMEHTa (TIOCTAaHOBH, PILlICHHS, HAKa3y,
PO3MOPSIKEHHS) 3aKPITUTIOETHCS Y TOJIOKEHHI (CTaTyTi) YCTAaHOBH 1 3yMOBIIOETHCS ITPABOBHM
CTaTyCOM YCTaHOBM Ta TMOPSAKOM TNPUHUHATTS YNPaBIIHCHKUX pilleHb (Ha MiJACTaBl
€IMHOHAYAJIBbHOCT1 200 KOJIET1aIbHOCTI).

B ycranoBax, mo Ail0Th Ha OCHOBI KOJIET1aTbHOCTI, 1X KEPIBHUKH MAalOTh MPaBO MpUHMATH
€IMHOHAYaIbHI PINICHHS 3 BY3bKHMX IMHTAaHb 1 BUJABAaTH B MEXKax CBOET KOMITETEHIIIl 1HII BUIA
PO3MOPSAAUNX TOKYMEHTIB.

5. CrisibHI po3mopsIdi TOKyMEHTH YCTaHOB, IO BHJAIOTh OAHAKOBI 32 ()OPMOIO JOKYMEHTH
(mocTaHoOBH, pillIeHHs, HAKa3U, PO3MOPSKEHHS ), BUAAIOTHCS Y BIAMOBIIHIN (opMi.

CruibHi po3HOpsAAYl JIOKYMEHTH YCTAaHOB, YINOBHOBA)XEHHMX BHJABAaTU pI3HI 3a (QOPMOIO
JOKYMEHTH, BUJIAIOThCA Y (OPMI PILLICHHS, SIKE MA€ MPABOBY CUITY PO3MOPSIIYOT0O JOKYMEHTA KOXKHOI
YCTaHOBH, 1110 IPUHMAE €N TOKYMEHT.

6. Posmopsiaunii TOKyMEHT MOKe OyTH BiAMIHEHO (3MIHEHO, IOTIOBHEHO) JIMIIE HOBUM
PO3MOPSAUUM JTOKYMEHTOM.

7. TlpoekTu po3MOpsAIYUX JTOKYMEHTIB, IO 3a4ilal0Th 1HTEPECH IHIIUX YCTAaHOB, IMOBHHHI
MOTIEPETHBO MTOTOKYBATUCS 3 HUMH. Y pa3i po301KHOCTEH 10 TIPOESKTY JI0JIAI0THCS 3ayBaKEHHS a00
CYTh pO301XKHOCTEH 3a3HAYAETHCS Y CYIPOBIIHOMY JIMCTI.

8. Xi1 00roBOpeHHS MUTaHb 1 pillleHb, IO MPUHUMAIOTHCS HA 3aCiJaHHAX KOJIETiaJbHUX OpTaHiB
(kouerisx, pamgax, 300pax, Hapajax), (PIKCYeTbCS B MPOTOKOJIL. IIpOTOKOMN CKIIaJaeThCs Ha ITiICTaBi
3amuciB, 3pO0JICHUX MM 9ac 3acigaHHs (cTeHorpam, (poHOorpam), Ta JOKYMEHTIB, MIATOTOBICHUX JI0
3aciiaHHs (TeKCTIB Ta Te3 JAOIOBIICH 1 BUCTYIIIB, IOBIJOK, IIPOEKTIB IOCTAHOB a00 pillieHb, TOPSIKY
JEHHOT0, CITUCKY 3alpPOIICHUX TOIIO).
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9. V Mexxax KOMIETEHIIi yCTaHOBH MOXKYTh HAJICHJIATH JIMCTH TMPU BUKOHAHHI ONEPATUBHUX
3B’SI3KIB 3 OpraHaMl BHUIIOTO pPiBHS, (YHKIIOHAIbHUMH OpraHaM, MIUIENVIMMUA Ta IHIIUMHU
YCTaHOBAMH, a TAKOX IPOMaITHAMHU.

JlucTyBaHHS MK CTPYKTYPHHUMH ITiIPO3JiIaMH HEOOXIJHO YHHKATH 1 3aCTOCOBYBAaTH YCHI
pO3’SICHEHHSI, BUPIIICHHS MU TaHb 11O TeIe(POHY TOIIIO.

10. JloBeaeHHS 1O BiloMa MiUICTJIMX YCTAHOB Ta CTPYKTYPHUX IIPO3ILTIB PO3MOPSITINX
JIOKyMEHTIB OpraHiB BHUIIOTO PIBHSA a00 IHIIUX YCTAaHOB 3IIMCHIOETHCS y (HOpMi, BCTAHOBIICHIM
aBTOPOM JIOKYMEHTA. SIKII0 Coci0 He 3a3HAYEHO, yCTaHOBA BUPIIIYE 1€ MUTAHHS CAMOCTIHHO.

Opranxizaniifdi Ta po3nopsAIdi JOKyMEHTH YCTAaHOBH JOBOJIATHCS 10 BAKOHABIIIB Y BUTJISII KON
abo BUTSTIB.

[IpoToKOBHI pillIeHHS KOJETialbHUX OpraHiB JIOBOASTHCS JIO BHUKOHABIIB Yy (opwmi,
BCTaHOBJICHIN MOJIOKEHHSAM PO 1[I OPraHH.

JlokymenTu 6e3 aapecHOl yacTUHM (ITUJIaHH, 3BITH, JOBIIKH, aKTH TOIIO) Ta JOKYMEHTH, IO
MUISITal0Th TTOBEPHEHHIO, €JICKTPOHHI HOCIT 1H(pOopMaIlii HaICUIAIOTHCS 13 CYIPOBITHUM JINCTOM.

11. OdopmieHHS PEKBI3UTIB OPraHi3aIHO-PO3MOPSAYOi MOKYMEHTAlil Ta TMOPSAOK IX
po3TantyBaHHS MalOTh BianmoBigaTu HamioHansHOMY cTaHmapTy Ykpainu «/lepkaBHa yHidikoBaHa
crucTeMa JokyMeHTali. YHibikoBaHa cUcTEMa OpraHi3alliiHO-pO3moOpsaa40i JoKyMeHTallii. Bumorn
10 _ocdopmitoBanns jokyMeHTiB. JICTY 4163-2003», 3arBepikeHOMY Haka3oM JlepkaBHOTo
KOMITeTy YKpaiHH 3 MUTaHb TEXHIYHOTO PETryJIIOBAaHHA Ta CIIOXUBUYOT momiTuku Big 07 kBiTHsA 2003

poky Ne 55 (mami - JICTY 4163-2003).

12. Tlix yac miaroroBku, O(OPMIICHHS Ta/a00 OIpallOBaHHS JOKYMEHTIB 3aCTOCOBYIOTH
PEKBI3UTH, IO BIAMOBIAAIOTH MPU3HAYEHHIO IOKYMEHTa a00 CItoco0y HOTro ornpartoBaHHs;.

Ha moxymeHTax, 1o mijyiiraloTh TOBEPHEHHIO, BIMITKH MPO iX OMpAaIfoBaHHS B YCTAaHOBI HE
MIPOCTABIISIOTh.

13. 3 meToro0 migBUIICHHS €(PEKTUBHOCTI Ta ONMEPATUBHOCTI OpraHizallii poOoTH 3 TOKyMEHTaMU
OJTHAKOBI 32 3MICTOM JIOKYMEHTH MOXYTh OyTH YHiI(iKOBaHI NUITXOM pO3pOOJICHHS TpadapeTHUX
TEKCTIB, SKi BKJIIOYAIOTHCA A0 30ipHHKA (anpOoMy) yHi(ikoBaHUX (THMOBHUX) (OPM TOKYMEHTIB
YCTaHOBHU.

14. YcranoBu 3AIMCHIOIOTH IUIOBOJCTBO JACP)KaBHOK MOBOK. JIOKyMeHTH O(OpPMIIIOIOTH
JIEp’KaBHOIO MOBOIO, KPiM BUMIQ/IKiB, TIepe0aYeHIX 3aKOHOAABCTBOM PO MOBH B Y KpaiHi.

JIOKyMEeHTH, SIKI HAJCHJIAIOThCA 1HO3EMHHM ajapecataM, O(QpOpMIIOIOTh YKPaiHCHKOIO MOBOIO,
ab0 MOBOIO JiepKaBU-ajipecara, ab0 OJIHIEI0 3 MOB MI>KHAPOJIHOTO CIIUIKYBaHHS.

15. OOMexeHHs TOCTYITy A0 1H(OpMAaIlii, 0 MICTATh YIPaBIIHCHKI TOKYMEHTH, 1 HaJTaHHS M
BianmoBimHuX TpudiB («ms ciayxO6oBoro kopuctyBaHHsm», «KoHdinenmiitno», «TaemHO» TOIIO)
3MIHCHIOIOTHCS BIATIOBIIHO JI0 3aKOHOAABCTBA.

2. BJIaHKH T0KYMEHTIB

1. OpranizaniiftHo-po3nopsadi JOKyMEeHTH o)opMIISIIOTh Ha OjaHkax. Po3MilieHHsT peKBI3HUTIB
Ha O6manky noBuHHO BianoBigatu JCTY 4163-2003.

3pa3ku OIaHKIB 3aTBEPKYIOTHCS PO3MOPSTINM JOKYMEHTOM yCTaHOBH.

2. YcTaHOBU PO3pOOISIIOTh OJMaHKM JOKYMEHTIB CTPYKTYPHUX MiAPO3/LTIB, BiJOKPEMICHHX
IIPO3AUIIB Ta OJaHKK JOKYMEHTIB ITOCaZ0BOI 0OCOOM B TOMY pa3si, SIKIIO KEPIBHUK CTPYKTYPHOI'O
MIIPO3AUTY, BIIOKPEMIIEHOTO ITAPO3/ILTY UM ITOCa0Ba 0c00a MarOTh MPABO MiAMUCYBATH JOKYMEHTH
B MEXKax iX IOBHOBAKCHb.
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Ha 6nankax mocamoBux oci® Ta OnaHKaxX CTPYKTypPHHX MiAPO3MALUIIB, MO HE € IOPUIUIHUMU
ocobamMu, HE BIITBOPIOIOTHCSA 300pakeHHS TepOiB, emOieM abo TOBApHOTO 3HaKa (3HaKa
00CITyrOByBaHHS ).

3. YcTraHoBH, 10 3IHCHIOIOTH JIMCTYBAHHS 3 MOCTIMHUMHU 1HO3EMHHUMH KOPECIIOHJICHTaMH,
MOXXYTh BHTOTOBIIATH OJIAHKW, PEKBI3UTH SKHX 3a3HAYAIOTHCSA JIBOMAa MOBAaMH: JIBOpYY -
YKpaiHChKOI0, TMPaBOpPYY - IHO3EMHOK. biaHKH, IO MICTATh PEKBI3WTH, BHKIAJICHI 1HO3EMHOO
MOBOIO, BHKOPHUCTOBYBATH B M&Xax YKpPaiHU HE PEKOMEHIYEThCS.

4. briaHKH BUTOTOBJISIFOTHCS APYKAPCHKUM CITOCOOOM 200 3a IOIIOMOT0I0 KOMIT FOTEPHOT TEXHIKH
Ha Tarnepi BUCOKOI sIKOCTI papbaMy HAaCHYEHUX KOJIbOPIB.

Jlns BUTOTOBJICHHSI OJ1aHKa pO3pOOJIIE€ThCS HOro MakeT y Macimrabi 1:1, Ha sKOMy MarOTh OyTH
HAHECEeH1 MOCTIHI PeKBi3UTH OJaHKa, HEOOXITHI BIAMITKH JUIS TIEPEMIHHUX PEKBI3HTIB, a TaKOK
3a3Hau€H1 pO3MIpH 30H PO3TAllyBaHHS PEKBI3UTIB.

5. PimenHs npo cnoci®6 BUTOTOBJIEHHS OJaHKIB Ta HEOOXIJHICTD iX 0O0JIIKY MpHiiMae KepiBHUK
3aJIeKHO BiJ] XapaKTepy MisIbHOCTI yCTaHOBH.

Buau OnanHkiB, 10 3aCTOCOBYIOTHCS B YCTaHOBI, Ta MOPSAOK ix oOJiKy 1 30epiraHHs
BU3HAYAIOTHCS IHCTPYKIIIEIO 3 AUIOBOACTBA YCTAaHOBH.

6. OO00B’s3k0BOMYy OOJIKY MAIsATalOTh MpoHyMepoBaHi Omanku. [lopsiakoBi HoMepu
MPOCTABIISIOTH HYMEPAaTOPOM, JPYKapChKUM a00 IHIIMM CIIOCOO0M Ha HMKHBOMY IOJIi 3BOPOTHOTO
moJtst 6;1aHka abo JIIBOMY TIOJI1 JIMIILOBOTO OOKY OaHKa.

Koxen BuI NpOHYMEpOBaHOTO OnaHKa OOJIKOBYEThCS B IKypHall peecTpallii OIaHKiB
JIOKYMEHTIB, ()OpMy SIKOTO HaBeJIeHO B J101aTKy | no nux [IpaBui, abo iHIIiHi peectpariiiaiit popmi,
a 6mankm 30epiratoThes B madax, ceidax, 1o HaJIiHO 3aYNHSIOTHCS 1 OTICYaTyIOThCS.

3HUINEHHS 31TICOBAHUX OJIAHKIB 31MCHIOETHCS B yCTAHOBICHOMY MTOPSIIKY 32 aKTOM 3 BIIMITKOIO
B 00JIIKOBO-peecTpalliiiHiil popmi.

7. Ocobu, sKi BiANOBIIaIOTH 3a 00K, 30epiraHHs Ta BUKOPHUCTAHHS OJIAaHKIB, BU3SHAYAIOTHCS
KEePIBHUKOM YCTaHOBH, ITPO IO BUIAETHCS PO3MOPSAIUNN JOKYMEHT.

8. He na Gmankax ohopMITIOIOThCS JesIKi BHYTPIIIHI TOKYMEHTH (3asiBU MPAI[iBHUKIB, JOMOBITHI
3aITMCKH, TOBIJIKM TOIIIO) Ta TIOKYMEHTH, 110 CTBOPIOIOTHCS BiJl IMEHI KUTBKOX YCTaHOB.

CrhinpHi po3mopsiayi JOKYMEHTH Ta JIMCTH OGOPMITIOIOTHCS HA YMCTHX apKyllax mamepy i3
3a3HaueHHSM HAllMEHYBaHb YCTaHOB Ha OJIHOMY PiBHIi, a Ha3BU BHUJly JIOKYMEHTa - MOCEPEIAHHI.
JliBopyu 3a3HavaeThCA Jata, IpaBoOpyd - peecTpariiauii iHaekce (Homep). [lpu mpomy 300paskeHHS
rep0iB, emOseM, TOBapHUX 3HAKIB (3HAKIB OOCIYyrOBYBaHHS) HE BIATBOPIOIOTHCS.

3. IleuaTkn

1. TIlpaBo Ha 3acTocyBaHHS TepOOBHX IE4YaTOK (I YCTaHOB, SIKi MAalTh IIPaBO
BHKOPHUCTOBYBATH JIEP’KaBHY CHMBOJIIKY) a00 MeYaTOK YCTAaHOBHU 13 3a3HAUYCHHSIM HallMEHYBaHHS
yCTaHOBU Ta iAeHTU(]IKAIIITHOTO KOMy (Jasi - MmeyaTKa yCTaHOBH) 3aKPIIUIIOETHCS Y IMOJIOKEHHI
(craTyTi) yCTAaHOBH 1 3yMOBIIIOETHCS 11 IPABOBUM CTATyCOM.

Ha nokymMeHnTax, 1o 3acBiuyIOTh ITpaBa IPOMaJIsH 1 FOPUANYHUX OCi0, Ha AKUX (IKCY€eThCS (aKT
BUTpPAaTH KOINTIB 1 IPOBEJCHHS oOIepalii 3 MarepiaJbHUMH I[IHHOCTSMH, IIAIMKC IOCATOBOL
(B1AMOBIJAJIBHOT) 0COOU CKPIIUIIOETHCA MEYATKOK YCTAHOBH (32 HASIBHOCTI).

2. B ycraHoBax J03BOJNSETHCS TAKOXK 3aCTOCOBYBATH TI€UATKU CTPYKTYPHUX MiAPO3ALIIB
(cmyx0u miTOBOJICTBA, OyXranTepii, KaJpoBOi CIIy)KOW TOINO), MEeYaTKH I OKPEMHUX KaTeropii
JIOKyMEHTIB (711 KOIIii, MEepenmycToK, KOHBEPTIB TOINO), a TaKOXX METaJeBl IMEYaTKh - s
oIe4yaTyBaHHS NPUMIIIEHb, mad, ceiidis.
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3. YcraHOBM MOXYTh 32 HEOOXITHOCTI 3aCTOCOBYBATH IITAMIM 3 MOBHUM HailMEHYBaHHSIM
YCTaHOBU Ta IHIIMMHU PEKBI3UTaMU OJIaHKA.

4. B iHCTpYKIIii 3 J1IOBOACTBA YCTAHOBU BU3HAYAIOTHCS BUM 1 KUTBKICTh MEYATOK, IITAMIIIB, IO
3aCTOCOBYIOTHCS, TIEPEIIiK JOKYMEHTIB, MAMKCH HA SKUX BIAMOBIIHO JI0 3aKOHOJABCTBA HEOOXIIHO
CKpITUTIOBATH MEYATKOK YCTAHOBH, Ta MOPSIOK 3aCTOCYBaHHS MIEYaTOK.

5. Po3nopsimuuM JTOKyMEHTOM KEpiBHMKA YCTAaHOBHM BU3HAUYAIOTHCS IMOPSIIOK BUKOPUCTAHHS,
Miclie 30epiraHHsi Ie4aTKd YCTAHOBH 1 TIOCAIOBI OCOOM, BIIMOBIMAIBHI 3a 11 30epiraHHs, a TaKOX
Mepesik Moca0BUX OCi0, MAMUCH SKUX CKPITUTIOIOTHCS TIEYaTKOI YCTaHOBH.

6. [IpaBo 3acBigUeHHS JOKYMEHTIB Ta iX KON MOKE HaJIaBaTUCS ITOCATOBUM Ta 1HITUM 0coOam
Ha TIJCTaBi JOBIPEHOCTI.

7. Y mocagoBUX IHCTPYKIIISIX BU3HAYAIOTHCS MTOBHOBAYKEHHS 11010 3aCBIAYEHHS JIOKYMEHTIB Ta
X KOIIH.

8. BigOuTOK meuyaTku, 10 3acBiAYy€e MIIMKIC MOCaT0BOT OCOOU, CTABUTHLCS TAKUM YMHOM, 100
BiH OXOIUTIOBAB OCTaHHI KUIbKa JITEp HaiMEHYBaHHS MOCAIU OCOOH, SIKa MiAmuMcaia JOKYMEHT, aJie

HE IIJKC MOCcagoBoi ocoOu. Y MOKyMEHTaX, CTBOPEHHUX Ha OCHOBI yHi(iKOBaHUX (GopM, IeyaTKa
CTaBUTHCS HA OKPEMO BUAUIEHOMY JUIS ITLOTO Micii 3 BimMiTKOI0 «M. ILy.

9. OO6mik yCIX MEYaTOK Ta IITaMITIB, 110 3aCTOCOBYIOTHCS B YCTaHOBI, BEACTHCS Y JKypHAII 3a
(dhopMor0, HaBeIEHOO B 0AaTKy 2 110 nux [IpaBui.

Bumaua meuyarok, mramIiB MmocagoBUM 0co0aM 3IIHCHIOETHCS MM MIAMKC y BIAMOBIAHOMY
KypHaJi.

10. Ilewatku 30epiraroTees y madax (ceridax), mo HaaiiHO 3aMUKAIOTHCS 1 ONEYaTYOThCSI.

11. ITepeBipka HAIBHOCTI MEYATOK 1 MITAMITIB 3AIMCHIOETHCS MIOPOKY KOMICI€I0, TPHU3HAYCHOIO
PO3MOPSAIUNM JOKYMEHTOM KEePiBHUKA YCTAHOBHU, Ta O(OPMITFOETHCS AaKTOM.

4. latyBaHH# YIPABJiHCbKHX JOKYMEHTIB

1. JlaToro nOKyMeHTa € BiJIOBIHO JaTa HOTO IiIMHCAHHS, 3aTBEP/UKEHHS, NPHHHATTS,
peectpartii abo ckianeHHs (115 aKTiB), 3aCiAaHHS KOJIET1aTbHOTO OpraHy (A1 MPOTOKOJIB).

Haty odopmistors BianmoBigHo a0 ACTY 4163-2003 nudpoBum abo croBecHO-IU(DPOBUM
CIIO0CcO0OM.

2. Yci pekBi3UTH Ha JOKYMEHTI, TIOB’s13aH1 3 HOT0 MPOXO/PKEHHSIM 1 BAKOHAHHSM, JTaTYIOThCS 1
HiANUCYI0ThCs. JlaTa TOKyMEHTa MPOCTaBISEThCS MOCAT0BOI0 0CO00I0, sIKa HOro Bi3ye, MOTOIKYE
abo 3aTBep/Kye. JlaTta 3a3HaYaeThCs HUXKYE MIAMNKUCY JTIBOPYY.

3. Ilin 4vac peecrpamii JOKyMEHTa MOro Jjara IPOCTABISIETHCSA TNPAIIBHUKOM CIY)KOH
JITOBOJICTBA B JIiBiM BEpXHIN YaCTHHI JOKYMEHTA Ha CIIEIIaIbHO BiJIBECHOMY MiCIli Ha OJIAaHKY.

VY nokyMeHTax, CKJIQJICHUX HEe Ha OJlaHKy (3asBH IpalliBHUKIB, JOTOBIAHI 3alTMCKH, IOBIIKH
TOIIIO), JaTa IPOCTABIISIETHCS ABTOPOM JTIOKYMEHTA HIKYE TTIIITHCY.

4. Ha nmoxyMeHTi, BUJIaHOMY JBOMa a00 OLUIbIIEe yCTaHOBaMHM, 3a3HAYAETHCS OJHA JaTa, sKa
BIJINIOBi/Ia€ AaTi OCTAHHBOTO MiAIHKCY.

5. ITorom:xeHHs1 yNIPaBJiHCHKHUX JOKYMEHTIB

1. Y pa3i BUHUKHEHHS TOTPEOH Y TIPOBEICHHI OI[IHKH JIOIIIBHOCTI CTBOPEHHS JIOKYMEHTa, HOTO
OOIpyHTOBAHOCTI Ta BiAMOBITHOCTI 3aKOHOJJABCTBY 3/A1HCHIOETHCS TOTOKEHHS MTPOCKTY IOKYMEHTA.

2. IloromkeHHs MOXKe 3IMCHIOBATHCH SIK B YCTAHOBI MTOCAJIOBUMH 0CO0aMH, SIK1 BIIIOBITHO /10
iX KOMIMeTeHLii BUPIIIYIOTh MUTAHHS, TOPYIIEHI B MPOEKTI JOKYMEHTa (BHYTPIIIHE MOTOIKEHHS),
TakK i 3a il MexXaMu IHITUMH 3aiHTEPECOBAHUMH YCTAHOBAMU (30BHILIHE TIOT'OKEHHS).
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3. BHyTpilmHe TOroKeHHS OGOPMIISIIOTh HUISXOM MPOCTABJISHHS Bi3H, sKa OQOPMIISETHCS
BigmoBiaHo 10 JACTY 4163-2003 i BKITIOYA€E: OCOOMCTHIA MiAMHKC, iHImMiamu (1HIIiad iMeH1) 1 Ipi3BUIIIe
M0CaJ0BOi 0cOOM, SKa Bi3ye NOKYMEHT, JaTy Bi3yBaHHSA. Y pa3i moTpeOu Moke OyTH 3a3HaueHa
nocajaa ocoou, sika Bi3ye JOKYMEHT.

4. Bi3u pOCTaBIISAIOTHCS HA PUMIPHHUKAX IOKYMEHTIB, 10 3JIMIIAIOTHCS B yCTaHOBI. [IpoekTn
PO3MOPSAAUNX TOKYMEHTIB Bi3yIOThCS Ha MEPIIOMY MPUMIPHHUKY.

VY neskux BUIAJKAX JONYCKA€ThCS MOAPKYyIIHE BI3yBaHHS JOKYMEHTIB. Buu 1OKyMeHTIB, 110
noTpeOyI0Th NOAPKYLIHOIO Bi3yBaHHs, 3a3HA4YaI0THCS B IHCTPYKIIIT 3 11JIOBO/ICTBA YCTAHOBH.

5. 3ayBaxeHHS 1 MPOMO3UIIIi 10 TPOEKTY JOKYMEHTa BUKIIAJAIOTHCSI HA OKPEMOMY apKyIIIi, TIPO
10 Ha MPOEKTI POOUTHCS BiAMOBIIHA BiAMITKA.

[Ipo HasBHICTH 3ayBa’k€Hb 00OB’SI3KOBO MOBIIOMIISIIOTH 0CO01, SIKa MIAMKUCY€E JOKYMEHT.

6. Ilepenik mocamoBuX oci0, sKi MOBHMHHI 3aBi3yBaTH [IOKYMEHT B YCTAaHOBI, BH3HAaYae
MpaLiBHUK, IKAH CTBOPIOE JOKYMEHT, BUXOJISTYX 3 HOTO 3MICTY.

7. BHYTpIIIHE MOTOKEHHS MPOEKTY TIOKYMEHTa 3aJI€5KHO B1JI 1Or0 3MiCTy MMPOBOIUTHCS B TaKil
MOCIIJOBHOCTI: TIPAIiBHUKOM, SIKAH MiATOTYBaB JOKYMEHT, KEPIBHUKOM CTPYKTYpPHOTO MiApO3/LTY,
B SIKOMY HOTO CTBOpPEHO, (YHKI[IOHAJIbHUMH, TEPUTOPIATbHUMH MIAPO3AIaMu (3a HEOOX1IHOCTI),
MTOCaJI0BUMH 0C00aMH, sIKi 3a3HaYCHI B MTPOEKTI IOKYMEHTA K BUKOHABII, (DIHAHCOBHM ITiIPO317I0M
a0o rosioBHUM OyxrantepoM (OyXxraatepom) (SKIIO NMPOEKT JOKYMEHTa CTOCYEThCS (hiHAaHCOBUX
MUTaHb), KEPIBHUKOM IOPUIUYHOI CTyk0u (roprcToMm) (y pa3i MOTrOIKEHHS MPOEKTIB HOPMATHUBHO-
MIPaBOBUX aKTiB, OpraHi3alifHUX Ta PO3MOPSATINX JTOKYMEHTIB YCTAHOBH ), 3aCTYITHIKOM KEepIBHUKA
yCTaHOBH, SIKAH BITMOBIIA€ 3a MUTAHHS, 110 MICTSTHCS B IPOEKT1 TIOKYMEHTA.

8. Ilopsmox Bi3yBaHHSI NEBHHMX BHUIB JOKYMEHTIB 3a3HAYA€THhCS B THCTPYKIIII 3 JUIOBOJACTBA
YCTaHOBHU.

9. 3a 3MICT TOKyMEHTa, SIKHI BI3yEThCS KUIBKOMa 0co0aMu, Taki 0COOM BIAMOBIAAIOTH 3T1IHO 3
KOMITIETEHIIIEIO.

10. SIkmio y mporieci Bi3yBaHHS 10 IMPOCKTY JOKYMEHTAa BHECEHO CYTTEBI 3MiHHM, BiH IiJIArae
JIOOTPALFOBAHHIO, TIEPEAPYKYBAaHHIO 1 TOBTOPHOMY Bi3yBaHHIO.

11. 30BHINIHE TOrOJPKEHHS IIPOCKTIB JIOKYMEHTIB MOXKe OyTH O(QOpMIECHO apKyllIem
MOTO/DKEHHS, TPU(POM IOTO/DKCHHS, JOBIIKOIO IPO IOTO/DKEHHS, JIMCTOM ITOTO/PKEHHS a0o
MPEJICTaBICHHSIM MPOTOKOIY OOTOBOPEHHS MPOEKTY TOKYMEHTA Ha 3acilaHH1 KOJIET1allbHOTO OpraHy.

12. I'pu¢ noromxenus opopmisieTbes Biamosiaao xo JICTY 4163-2003.

13. ApKyI MOTOKEHHS CKIAIAEThCs ¥ pasi, SKIIO 3MICT JOKYMEHTA CTOCY€EThCs OUIBIIE HIXK
TPHOX YCTaHOB, IIPO L0 POOUTHCS BIAMITKA B IOKYMEHTI Ha Miclli rpuda MoroKeHHs, HalpuKIIai:

ApKYI_H IIOTrOJIPKCHHA A0AA€ETHCA.

14. Apkyu1 noro/pkeHHs 0pOopMITSIETBCS 3a TaKOIO (hOPMOIO:

APKYIUI TTOTI'OIXXEHHA

Ha3Ba mpoekTy nokymeHTa
Hazsa nocamgu ITignmc [Himianm (1H1IT IMEH1), IPI3BUIIE
[ara

[Tignuc mocamoBoi 0coOU CKPITUIIOETHCS MEYATKOK YCTAHOBH (32 HASIBHOCTI).


https://zakon.rada.gov.ua/laws/show/v0055609-03
https://zakon.rada.gov.ua/laws/show/v0055609-03

15. KokHa 3 ycTaHOB, SKI HaJICIaHO MPOEKT JOKYMEHTA Ha IOTODKCHHS, MOXE HaJaBaTH
OKPEMHI apKyIll TOTOKEHHSI, a00 apKyI MOT0/KEHHS TEPEacThCsl 3alHTEPECOBAHUM YCTAHOBAM Y
MTOCJTIJIOBHOCTI, BU3HAYCHIN YCTAaHOBOIO - aBTOPOM IMPOCKTY JIOKYMEHTA.

Apkym1 abo apKyIIli MOTo/HKEHHS 30€piraloThCsi pa3oM 3 JTOKYMEHTOM, SIKHW OYJIO TTOTO/KEHO.

16. 30BHIIIHE ITOrOKEHHS Y pa3i MOTpeOH, BU3HAYCHOT 3aKOHOIaBCTBOM, 31HCHIOETHCS B TaKiit
OCJIIOBHOCTI:

3 yCTAaHOBAaMU OJIHAKOBOT'O PIiBHS Ta IHIIMMH YCTaHOBAMH;
3 TPOMAJICBKMMH OpTaHi3aIlisiMHu;
3 OpraHamu, sIKi 3/11iCHIOIOTH JIep>KaBHHUM KOHTPOJIb Yy MEBHiH cdepi;
3 yCTaHOBaMH BHIIIOTO PiBHSI.
6. 3aTBepaKeHHs yNIPaBJIiHCbKHX JOKYMEHTIB

1. 3arBep/UKEHHSI YNPaBIIHCHKUX JIOKYMEHTIB 31MCHIOETHCS OCOOMCTO TMOCAZ0BOIO 0CO00I0
(mocamoBuMu ocobamu) BiAMmoBimHO A0 ii (iX) MOBHOBaXEHb ab0 PO3MOPSTYNM JTOKYMEHTOM
YCTaHOBH 13 3a3HaYEHHSM Ha JJOKyMEHTI rpuda 3aTBepKeHH, 0()OPMIICHOTO BiAMIOBITHUM YHHOM.

2. Po3mopsauuM JOKYMEHTOM YCTaHOBH 3aTBEP/UKYIOTHCS IIOJOXKEHHS TPO CTPYKTYpPHI
MIIPO3AUTH, I1HCTPYKIIi, TpaBWja, MOPSAKH Ta IHINI JOKYMEHTH HOPMATHBHO-TIPABOBOrO abo
HOPMAaTUBHOTO XapakTepy.

3. IlocamoBoro 0co00I0 OCOOMCTO 3aTBEPIKYIOThCS JTOKYMEHTH, LI0 HE MOTPeOyIOTh
JIOJTATKOBUX BKAa3iBOK, 3aBJaHb IMOJO0 1X yNPOBAKCHHS a00 BUKOHAHHS (ITOJOXCHHS (CTaTyTH)
YCTaHOBH, MPOTOKOJIM, aKTH, IIJIaHW, 3BITH, KOIITOPHUCH, INTATHI PO3MHCH, IOCAJ0BI 1HCTPYKIII,
[IpOrpaMu, HOPMaTHBH TOLIO).

4. Tlepeniku BUIIB JOKYMEHTIB, IO 3aTBEPKYIOTHCS IOCATOBOK 0CO00K0 (MOCaTOBUMU
0c00aMu), BU3HAYAOTHCS IHCTPYKITIEIO 3 JUTOBOJICTBA YCTAHOBH BiJIMOBIIHO JI0 3aKOHO/IaBCTBA.

5. SIKIIO JOKYMEHT 3aTBEPKYETHCSI KOHKPETHOIO TOCAI0BOI0 0CO00I0, TP 3aTBEPIKECHHS
odopmiseTses BignoinHo mo JCTY 4163-2003.

7. IlinnucaHHs yNpPaBJIiHCBKUX JOKYMEHTIB

1. TTocamoBi 0coOM MIMMUCYIOTh TOKYMEHTH B MEXaX CBOIX TOBHOB&)XEHb, BU3HAYCHUX Y
MOJIOKEHHAX (CTaTyTax) YCTaHOBH, TIOJOKEHHSX TWIPO CTPYKTYPHI MiAPO3AUIH, TOCAAOBUX
THCTPYKIIIAX, PO3MOPSAIIOMY JOKYMEHTI IMPO PO3MOMLT OOOB’S3KIB MK KEPIBHHKOM Ta HOTO
3aCTYITHUKAMH TOIIO. Y 3a3HAueHHX JOKYMEHTaX BU3HAYAETHCS TAKOXK TOPSIOK ITiITHUCAHHS
JIOKYMEHTIB IHITUMHU 0coO0aMH B pa3i BIICYTHOCTI KepiBHMKAa yCTaHOBU Ta MOCAJOBHX OCIO, sKi
YIOBHOB)KEHI 1X IMiITHUCYBaTH.

[TpaBo migmucaHHsA JOKYMEHTIB MOXKE Ha/JaBaTHCS IMOCAJOBUM Ta iHIIMM 0oco0aM Ha MiJACTaBl
JIOBIPEHOCTI.

2. Ilinnuc ckiajgaeTbess 3 Ha3BM MOCAAM OCOOM, sIKAa MIAMUCYE NOKYMEHT (IOBHOI - SKILO
JOKYMEHT HaJJpyKOBaHUH He Ha OJaHKY, CKOPOYEHOI - Ha JOKYMEHTI, HaJ[pyKOBaHOMY Ha OJaHKY),
ocobucTOro miAnucy, iHimianie (iHimianza iMeHi) 1 npizBumia. Jlo3Bonserscs B pekBi3uTi «Iliamuc»
IicJis Ha3BU MOcCaau 0cOOM 3a3HayaTH BUEHE 3BaHHS, HAYKOBUH CTYIiHb.

VY pasi opopMicHHS JTOKyMEHTa Ha OjaHKy ITOCaJoBOI OCOOM Ha3By IOCAJU Y IIJAINHCY HE
3a3HAYaIOTh.

3. Ilpu cTBOpEHHI JOKYMEHTIB MiAMMUCYETHCS OJWH MPUMIPHUK JOKYMEHTA, SIKHI € OPUTIHAJIOM.
BUHSTOK CTaHOBIATH JEsIKI BUAM JIOKYMEHTIB (HANPHUKIAJ aKTH, IOTOBOPH, SIKI CTBOPIOIOTHCS B
KIJIbKOX MPUMIPHUKAX, KOKEH 3 SIKUX Ma€ CHITy OpUTIHATY).


https://zakon.rada.gov.ua/laws/show/v0055609-03

4. V pa3si HaJACWIaHHS JOKYMEHTa OJIHOYACHO KUIBKOM yCTaHOBaM OJHAKOBOI'O a00 BHUIIOTO
PIBHS KEPIBHUK MIJIUCYE BCl HOTO MPUMIPHUKH.

SKmo0 JAOKYMEHT HAJCUIAEThCS OJHOYACHO KUTBKOM MIANOPSAKOBAHUM YCTaHOBAM,
IITUCYETHCS TPUMIPHUK, SIKAH 3JIUIIAETHCS Y CIIPaBl yCTAHOBH - aBTOPA, @ Ha MICIIS PO3CHIIAIOTHCS
3aCBiUEHI CITy>k0010 JIIJIOBOJICTBA HOTO KOITii.

5. JIa abo OuibIIIE MIiAMKMCIB IPOCTABIISIOTh, SKIIO 3a 3MICT JIOKYMEHTAa BiJIIOBIIAIOTh KiJbKa
oci0. Ilpu 1mpoMy MiAMKCH MOCAZOBUX OCIO PO3MINIYIOThCS OJMH ITJI OJHHUM BIANOBIIHO 110
MiATOPSAKOBAHOCTI 0OCI0.

6. CriipHI IOKYMEHTH KUJTBKOX YCTAaHOB MIIMHCYIOTHCS KEPIBHUKAMHU OJHAKOBUX IMOCAJ IHUX
YCTaHOB. [XHI MANMKUCH PO3MIIIYIOTHCS Ha OJHOMY PiBHI 1 CKPIIUTFOIOTHCS TI€YaTKaMU yCTaHOB (3a
HAsIBHOCTI).

7. JJOKyMEHTH KOJICTiaJlbHUX OPTaHiB (pilllEeHHS, TOCTAHOBH) MIAMKCYE TOJO0BA KOJIETIaIbHOTO
Oprasy.

[TpoToKOI MAMKUCYIOTH TOJOBYIOUYHH Ha 3aCiJaHH]1 KOJIET1aIbHOTO OPTaHy 1 CeKpeTap.
8. JlokyMeHTH, CKJIaJIeHI KOMICIE€I0, TAMUCYIOTh TOJI0BA KOMICIi 1 BC1 WJICHH KOMICii.

9. JlokyMeHTH, 10 MiAJIATAIOTh 3aTBEP/HKCHHIO (IHCTPYKINii, MOJOYKEHHS, MpaBHJIa TOIIO),
MIiJMICYe TT0cazoBa 0coda, BiAMOBIAANbHA 32 iX MATOTOBKY.

10. ¥V pa3si BiacyTHOCTI 1TOCa0Boi 0cOOM, Ha3Ba MOCa v, MPI3BUIIE, iHIMiaIX (1HIIiaT iIMeH1) sIKOT
3a3HAYCHO Ha MPOEKTI JOKYMEHTa, HOro Mianucye ocoba, ska BHUKOHYE i1 00OB’sI3kH, abo ii
3aCTYyMHHK. Y TaKOMY pa3i 000B’sI3KOBO 3a3HAYalOThCs (haKTUUHA Tocaja, iHimianu (iHimiaa iMeHi),
Mpi3BHUIIE 0COOM, siKa Mignmucansa JoKyMeHT. [Ipu 1boMy BHMpaBJICHHS BHOCATH PYKOIUCHHM a00
MAIITUHOIIMCHUM CIIOCOOOM, SIKIIO JOKYMEHT HEMOKJIMBO TiepeipyKyBaT. He momyckaeTbes min yac
MIJMUCAaHHS TOKYMEHTA CTaBUTH MPUUMEHHUK «3a» 4d MPaBOOIYHY MOXUIY PUCKY MEpea Ha3BOIO
OCaIu.

JlonaBaHHs 10 HA3BH TOCAM KEPIBHUKA YCTAaHOBU 00 CAMOCTIHOTO CTPYKTYPHOTO MiAPO3ILTY
citiB « BukoHyro4mii 000B’s3Ku» a00 «B.0.» 3MIICHIOETHCS Ha TiACTaB1 PO3MOPSAYOTO TOKYMEHTA.

{A63ay opyeuti nynkmy 10 enasu 7 po3diny Il 6 peoakyii Haxazy Minicmepcmea rocmuyii Ne
2277/5 6i0 04.07.2018}

11. Ha mokyMeHTH B eNeKTpOHHINA GopMi HAKIaIa€ThCs KBalli(DiKOBaHUM €NEKTPOHHUMN MiIMTUC
9H 1evyaTKa 3TiIHO 13 3aKOHO/IaBCTBOM.

{Ihynkm 11 enasu 7 posodiny Il 6 pedaxyii Haxasy Minicmepcmea rocmuyii Ne 1827/5 6io
12.06.2018}

12. dakcuMinpHe BIATBOPEHHS MIAMKUCY IMOCAJ0BOi OCOOM Ha OpraHi3aliiHO-pO3MOPSIInX,
(biHaHCOBHX, OyXTalTepChbKUX JOKYMEHTAX 32 JOTIOMOT00 MEXaHIYHOTo ab0 1HIIIOTO KOMiIOBAaHHS HE
JIOTTYCKAEThCSI.

8. 3arajibHi BUMOI'M 10 TEKCTY YIIPABJIIHCbKHUX JOKYMEHTIB

1. TexcT ympaBIiHCHKOI'O JOKyMEHTa IMOBHHEH OyTH YITKUM, KOHKPETHUM, JAKOHIYHUM,
iHpOPMATUBHUM Ta BIANOBLAATH OpdorpadiyHUM, JEKCUYHUM, MOP(OIOTIYHUM, CHHTAaKCUYHUM,
CTWJIICTUYHUM, IYHKTYallIHHUM HOpMaM.

2. TekcT TOKyMEHTa MOBUHEH CTOCYBATUCS TOTO MUTAHHS, sIKE€ CPOPMYTHOBAHE B 3ar0JIOBKY 0
TEKCTY, YITKO BiAOOpaXkaTH MPUYMHY W METY CTBOPESHHSI JOKYMEHTA, PO3KPHUBATH CYTh KOHKPETHOI
CIIpaBH, MICTUTH apTyMEHTOBaHI JOKa3W, BUCHOBKH, ITPOTIO3HIIii.

3. Ilix yac ckimagaHHS JOKYMEHTIB BXKMBAETHCS TUIOBHH CTWIIb, ISl SIKOTO XapaKTepHUN
HEUTpAIHbHUN TOH BUKIAJCHHS, IMO30aBJICHUI O0Opa3HOCTI, EMOINIHHOCTI Ta I1HAMBIAyaTbHUX
aBTOPCHKUX PHUC.


https://zakon.rada.gov.ua/laws/show/z0791-18#n21
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4. Tekct moxkymeHTa O(GOPMIISAIOTH Y BUIVISAL CYIJILHOTO 3B’SI3HOTO TEKCTY, a00 aHKETH YH
Tabnui, a0 NUIIXOM MOEAHAHHS LUX (OpPM.

CyuinbHUM 3B I3HUHN TEKCT JOKYMEHTa MICTUTh IPaMaTHYHO 1 JIOT1YHO y3To/KeHy iH(opMarlito
PO YIpPaBIIHCBKI Jii 1 BHKOPHCTOBYETHCS IIiJI Yac CKJIQJaHHS OpraHi3amiiHO-pO3MOPSIUnX
JIOKyMEHTIB.

CymuibHHNA 3B’S3HUN TEKCT, K MPABHUIIO, CKIIATAETHCS 3 JBOX YACTHH. Y TMEpIIii (BCTYIHIN)
YaCTHHI 3a3HAYalOThCS IIIJICTaBa, OOTPyHTYBaHHsS ab00 MeTa CKJIAaJlaHHs JTOKyMEHTa, y JIpyrid
(3aKJII0YHIN ) YaCTHHI - BUCHOBKH, MPOTIO3HLLii, pIllICHHs], TPOXaHHs. B okpeMux BuUmagkax JOKyMEHT
MOJKE ITICIIsl BCTYITHOT YaCTUHU MICTHTH MOTHBYBAJIbHY YaCTHUHY, B SIKIiH OOTPYHTOBYETHCS TTO3UILIS
YCTaHOBH.

5.V TeKcTi JOKyMEHTa, IMiATOTOBJICHOTO BIAMOBITHO 0 TOKYMEHTIB 1HIIUX YCTaHOB 200 paHiiie
BUJIAaHUX JIOKYMEHTIB, 3a3HA4aI0ThCSI 1OT0 PEKBI3UTH Y TaKii MOCI1JOBHOCTI: Ha3Ba BUAY JOKYMEHTA,
HallMeHyBaHHs yCTAHOBHU - aBTOpa JIOKYMEHTA, /1aTa, peecTpaliiHuil HOMep, 3aroJ0BOK 10 TEKCTY.

6. TekCTH CKJIAJHUX 1 BEITUKUX 32 OOCSATOM JOKYMCHTIB (IIOJIOXKCHHSI, TPaBHJIa, 1HCTPYKIIII,
OTJISIZTN, 3BITH TOIIO) MOAUISIOTHCS HAa PO3MUTH, MAPO3IUTH, MyHKTH, MAMYHKTH. [I[yHKTH B TEKCT1
HYMEpYIOThCS apaOChbKUMU MU(PPaMH 3 KPAIKOI0, a MiIMyHKTH - apaObChKUMH IUPpaMu 3 AyKKOIO.

Pozninu HymepyroThcsi pUMCBKUMHU ITU(GpaMH, a TAKOK B OKPEMHUX BHUIIAJKAaX BOHU MOXKYThb
HOJUIATHUCS Ha TJIaBU.

7. ®opMa aHKETH BUKOPUCTOBYETHCS Y Pa3l BUKIAIACHHS Y IUPPOBOMY a00 CIIOBECHOMY BUTJISAII
iH(dopmarlii mpo oIMH O0’€KT 3a MEBHUM oOcsAroM o3Hak. [locTiiiHOKO 1H(pOpPMAIiEI0 B aHKETI €
y3arajgbHeH1 03HaKH, 32 SKUMHU MPOBOIUTHCS OMUC 00’ €KTa, a 3SMIHHOIO - KOHKPETHI XapaKTEPUCTUKH.

8. Tabnuuna ¢opma TOKyMEHTa BHKOPHUCTOBYETHCS y pasl BUKIAJCHHS y IH(PPOBOMYy abo
CJIOBECHOMY BUTJIsi1 iHpopMaLlii mpo KuIbKa 00’ €KTIB 3a pSAAOM O3HaK.

3aronoBku rpad TabaWIl MUIIYTHCA 3 BEIMKOI JITEPH, MIA3aroJOBKH - 3 MOl JITEPH, SKIIO
BOHU CTAHOBJISITH OJHE IIiJIe 13 3aroJIOBKOM, 1 3 BEJIHMKOI - SKIIO MiA3arojOBOK Mae CaMOCTilHe
3HaueHHs. Kpanmku B KIHIII 3arojiOBKIiB 1 MiJ3aroyioBKiB rpad HE CTaBISATHCS. 3arojiOBKU 1
M173aroJ0BKH Ipad Ta psKiB TAOIMII MOBUHHI OYyTH BHUKIAJE€HI IMEHHUKOM Y Ha3UBHOMY BIJIMIHKY
ONHUHHM. Y 3arojoBKax 1 TIJ3arojJioBKax psAakiB 1 Tpad TaONMIl BXKUBAKOTHCSA JIHIIEC
3arajibHONPUMHATI YMOBHI ITO3HAYEHHS 1 CKOPOUYCHHS.

I'padu Tabmuii, sKi pO3MINMIYIOTBCS Ha KUIBKOX CTOpIHKaX, HyMepyroThcsa. Ha napyriid Ta
HACTYITHUX CTOpIHKaxX TaONuIll 3a3Ha4al0Thcs HOMEpH rpad, a TaKOK y BEPXHbOMY IIPABOMY KYTi -
cioBa «IIpooBxkeHHs JoAaTKAY.

9. B ycTaHoBax, 1110 JiFOTh 32 MPUHIUIIOM €JHHOHAYAIBHOCTI, TEKCT PO3MOPSIYOTO JOKYMEHTA
BUKIIanaeThes Bin nepinoi ocoon (HAKA3VIO - y makazax, 30b0B’A3VYIO - y po3nopskeHHsX).

Y  po3nopsauMX JOKYMEHTax YCTaHOB, IO JIIOTh 3a TMPUHIUIOM KOJETiaabHOCTI,
3aCTOCOBYEThCS (opma BHUKIaAy TEKCTy Big Tpethoi ocodu omaunu (IIOCTAHOBJIAE,
BUPILIYE, 3060B’A3YCE).

VY CcHinbHUX PO3MOPSIINX JOKYMEHTaX BUKOPHCTOBYETHCSA (popMa BUKIAAY TEKCTY BiJ MEpIIOi
ocobu muHoxkuan (HAKA3YEMO, 3050B’A3YEMO, ITOCTAHOBJIAEMO, BUPILITY EMO).

VY npoToKoJ1ax 3aCTOCOBY€ETHCS (hopMa BUKIIALy TEKCTY BiJl TPEThOI 0COOM MHOXKHMHH 32 CXEMOIO:
CIYXAJIN - BUCTVYITWUIIA - BUPTIHWIIN (Y XBAJIWIN, IIOCTAHOBWIIN).

Y nuctyBaHHI 3aCTOCOBYETHCS (popMa BUKIIAAY TEKCTY Bij MEPIIOoi 0cOOM MHOKUHU (BBaXKaEMO,
HAJICUJIAEMO, IIPOCUMO, MPOIOHYEMO) a00 BiJl TPEThOI 0COOM OJHUHHU (KIHCTUTYT HE 3alepeuyey,
«MiHICTEpCTBO BBaXKA€E 3a HEOOXITHEY).



VYV IoKyMeHTax, CKJIaJCHUX II0CaJIOBOI0 OCOOOK0 1 aJpecOBaHUX KEPIBHHKY YCTaHOBH a0o
CTPYKTYPHOTO TIApO3aiTy (IOTOBiAHA 3alKCKa, MOSCHIOBAIbHA 3alMCKa, 3asBa), 3aCTOCOBYETHCS
(dhopma BUKIIAAy TEKCTY BiJl IEpIIoi ocoOn OAHUHU (MPOMOHYIO, BBAXKAO, TIPOIITY ).

9. Oco06,1MBOCTI MIATOTOBKH Ta 0OPMIICHHS PO3NMOPSAYUX JOKYMEHTIB

1. [TigroToBKyY pO3MOPSIAYOTO JOKYMEHTa MOKE 1HILIIOBATH KEPIBHUK YCTAHOBU 200 OyIb-sIKUA
CTPYKTYPHUH TIIPO3ILI.

S0 iHINIATOPOM MIATOTOBKH PO3MOPSAIYOTO JAOKYMEHTa € CTPYKTYPHHM MiIPO31ia, TO
HeoOX1/HICTh MOro BUAAHHA TOBMHHAa OyTH OOIPpYHTOBaHa B JOMOBIAHIN 3amuciui. PimeHHs
KepiBHMKA BUPAKAETHCS PE30JIIOLIEIO.

2. Bynp-skuii po3mopsIuuii JOKYMEHT, 32 BUHATKOM CIILJIBHOTO, O(hOpMITIOIOTh Ha ONaHKy i3
3a3Ha4eHHSAM HOro KOHKpETHOTO BU1y (IIOCTAHOBA, PIlIEHHS, HAKa3, PO3MOPSIKEHHS).

Posnopsimai mokymeHTH (Hakasw, pO3MOPSIPKEHHS) 3 KaJpOBUX HMUTAaHb (0COOOBOTO CKIIAIY)
TaKOXX MOXYTh OYyTH CKJIaJ€HI Ha TIJICTaBl MDKraly3eBUX THUIOBUX YHi(pIKOBaHUX (opwm,
3aTBEP/DKEHUX B YCTAaHOBJICHOMY HOPSIKY.

3. 3MicT pO3MOPSTIOTO JOKYMEHTa KOPOTKO BUKIIATAETHCS B 3ar0JIOBKY, SIKHH ITOYHHAETHCS 3
npuiiMenHnka «[Ipo» 1 ckmamaeTbes 3a  JOMOMOror  BijieciaiBHOro iMmeHHmka («IIpo
3aTBep/UKeHHS...», «[Ipo BBemeHHs...», «IIpo mpuiiHATTS Ha poOoTy...») abo imeHHHKa («IIpo
MIJCYMKH...», «IIpo KagpoBl MUTaHHS...»).

4. CTpyKTypa TEKCTy PO3MOPSAIUOro JOKYMEHTa, K MPaBUIIO, CKJIAJAE€ThCS 3 JABOX YAaCTUH -
KOHCTaTyt04oi (mpeamOyJiin) 1 po3nopsadoi.

Y KOHCTaTylO4ill 4YacTHWHI 3a3HAYAIOTHhCS TiACTaBa, OOTPYHTYBaHHA a00 MeTa BHJAAHHS
PO3IOPSIUOTO JOKYMCHTa. 3a3HaucHa YacTHMHA MOKE MounmHathcs 31 ciiB «Ha BuUKOHaHHS», «3
METOI0» TOIIO. SIKII0 MOKYMEHT BHJAETHCS Ha MIJICTaBl IHIIOTO PO3MOPATYOr0 JOKYMEHTa, Y
KOHCTATYIOUill 4aCTUHI 3a3HAYalOThCS Ha3Ba BUJAY I[bOTO JOKYMEHTa, HOro aBTOp, JaTa, HOMEp Ta
3arosoBokK. Kpamka B KiHIIi KOHCTaTyt040i YaCTUHH HE CTaBUTHCSL.

Koncraryroua vactuHa Moke OyTH OIyIllIEHa, SKIIO pO3MOpsiada 4YacTUHA HE MOoTpedye
OOTpyHTYBaHHS, HAPUKIA]] Y PO3MOPSIIUNX TOKYMEHTAX 3 KaJpOBUX MUTaHb (0COOOBOTO CKIIALY).

5. Po3nopsiiua yacTHA MOYMHAETHCS JIECIIOBOM (3aJIEKHO BiJI BUAY PO3IOPSIIIOTO TOKYMEHTA),
SIK€ JIPYKYETHCS 3 HOBOT'O PSAAKA BEJIMKUMU JIiTepaMu O€3 BIACTYITY Bif JIIBOT'O IOJIS 1 JIAIOK, ITICIIS
YOr'0 CTAaBUTKCS JIBOKpAIKa.

6. Posnopsiiya yacTHA MOAUISETHCS HA MYHKTU 1 MIAMYHKTH, IKI HyMEPYIOTbCS apaOChbKUMHU
mudpamu. Y KOKHOMY MYHKTI MOBHHHI OyTH 3a3Ha4eHi BHKOHABI (CTPYKTYpHI miapo3aim abo
KOHKPETHI M0cajoBi (CIy>k00B1) 0cOOM), KOHKPETHI 3aBJaHHS (IOPYUEHHs) 1 CTPOKH 1X BUKOHAHHS.
BukoHaBIi MOXyTh OyTH Ha3BaHI TaKOXX Yy3arallbHEHO, HAMPUKIAA: «IUPEKTOpaM IIEHTPAIbHHUX
JIEpKaBHUX apXiBiB», «HAYAbHUKAM CTPYKTYPHUX MTiApo3AitiB». [Ipu mboMy HE 3aCTOCOBYETHCS
HANMCAaHHS HEKOHKPETHUX JIOPYYEeHb, SAKI MICTATh CJIOBA: «IPUCKOPHUTHY, IIOMIMIIUTHY,
«aKTHUBI3yBaTH», «3BEPHYTH YBary» TOIIO.

7. Y po3nopsauux AJOKyMEHTaxX 3 KaJpOBUX MHUTaHb (0COOOBOI0 CKIJIay) po3Mopsaya 4acTUHA
IOYMHAETBCS, K HPABHUIIO, 3 AiecioBa y dopmi indinitusa: «[IPUMHATHy», « TIPUSHAUUTUY,
«ITIEPEBECTW», «3BIJIBHUTWN», «BIAPAAUTN», «<HAJATW», «OT'OJIOCUTHU» Tomo. ani
3a3HAYAIOTHCS BEIUKMMHU JITEpaMU TPI3BUIIE TpAIliBHAKA, HA SKOTO TIOIIMPIOETHCS  Iist
PO3MOPSIYOTO JOKYMEHTA, 1 MaJTUMH - HOT0 iM’s Ta 110 0AaTHKOBI.

®opMyIIOBaHHS IMyHKTIB TOBUHHI OyTH YiTKMMHU, KOHKPETHUMH, BiANOBigaTH HOpMaM KoJiekcy
3akoHiB 1po mnpairo Ykpainu (K3nll) abo iHmmm npaBoBUM akTam.

V pasi npu3HayeHHS a00 3BLILHEHHS MpalliBHUKA 3a3HAYalOThCS MOBHA JaTa (YHUCI0, MICSIb,
piK) (paKkTUYHOTO BUXOMY MpalliBHUKA Ha pOOOTY (IPUIMMHEHHS TPYIOBUX BIIHOCHH), PO3MIpU HOTO
M0CaI0BOr0 OKJIay BIAMOBIIHO JI0 IITATHOIO PO3NUCY, HAJ0ABOK Ta AOIUIAT.


https://zakon.rada.gov.ua/laws/show/322-08
https://zakon.rada.gov.ua/laws/show/322-08

Y KOXXHOMY ITyHKTI PO3MOPSIYOr0o JOKYMEHTa 3 KaJpOBUX MHTaHb (0COOOBOTO CKIAmIy)
3a3HAuva€THhCs MiJCTaBa MO0 HOro BUAAHHA (3asBa MpaliBHHUKA, KOHTPAKT, JOMOBI/HA 3aIlKCKa,
pIIIIEHHS aTeCTaI[iiHOT KOMICIi TOIIO).

Posmopsitai TOKYMEHTH 3 KaJpOBHX NHUTaHb (0COOOBOTO CKIIaAy) O(OPMITIOIOTH Y BHTJISIII
THIUBITyaIbHUX (CTOCYIOTHCS OJTHOTO MPAIliBHUKA) 1 3BEICHUX (CTOCYIOThCS KUTHKOX MPAIiBHUKIB).

VY 3BeIeHHUX PO3MOPSAYMX JTOKYMEHTaX IO PO3MOPSAIY0i YaCTHHH BKIIOYAIOTHCS ITyHKTH, IO
MICTATh 1H(OpPMAIIiO, Yy TakKid MOCTIJOBHOCTI: MPUHHATTA Ha pobOoTy (ciyxO0y), MepeBeaCHHS,
3BUIBHEHHS. Y MeXaxX LUX MYHKTIB NIAMYHKTaMU 3a3HA4al0Th MPi3BUIIA MTPALlIBHUKIB 32 aj(aBiToM.
[Tpy 1pOMY 0 OAHOTO 3BEIEHOTO PO3MOPSAYOrO AOKYMEHTA HE MOXKYTh BKJIIOYATHUCS ITYHKTH 3
iH(OpMaIi€lo, sIKa 3T1AHO 13 3aKOHO/IaBCTBOM MAa€ pi3HI CTPOKH 30epiraHHs.

8. SIkmio po3mopsaUMM JTOKYMEHTOM BiAMIHSETHCS TOMEPENHIA pO3MOPSIIUN JTOKYMEHT, Y
pO3MOpSAAUlN YACTUHI 3a3HAYAETHCS MYHKT, IKHI TOBUHEH TOUYMHATHUC 31 CJliB: «BU3HATH TaKuM, 1110
BTPATUB YUHHICTb, ...».

9. OcraHHI MyHKT PO3MOPSAAYOT YACTHHH Yy pa3l MOTpeOM MOXKE MICTUTH PIMICHHS IO
MOKJIAZICHHS HA CTPYKTYPHHUM MiApo3/ii1 abo mocasoBy ocolOy (yHKIIM 3 KOHTPOIO 32 BUKOHAHHSIM
PO3MOPSAAUOTO TOKYMEHTA.

10. Po3nopsiiumii 1oKyMeHT HaOupae YMHHOCTI 3 MOMEHTY HOT0 MiJIUCaHHS 1 peecTpallii, IKIIo
B TEKCTI HE BCTAHOBJICHO 1HIII CTPOKH.

11. 3 po3mopsmguuM JOKYMEHTOM 3 KaJpOBHUX IHTaHb (0COOOBOTO CKiIagy) OOOB’S3KOBO
O3HAMOMJIIOIOTH 3raJIaHuX y HBOMY OCIO, sKI Ha IepIIoMYy NPHUMIPHUKY JIOKYMEHTa YHM Ha
cremiaTbHOMY OJIaHKY MPOCTABIISAIOTH CBOI MiMKCH 13 3a3HAYCHHSIM JaTH 03HAHOMIICHHSI.

10. 3acBigueHHs KOMiii Ta BUTATIB CJIy:KO0BUX TOKYMEHTIB

1. Topsinok BHTOTOBJICHHS, 3aCBiAYEHHS Ta BHJIABAaHHS KOIKM JOKYMEHTIB BU3HAYAETHCS
THCTPYKIIIEIO 3 IIOBOJICTBA YCTAHOBH.

2. YcraHoBa Ma€ MpaBo 3acBiIUyBaTH KOIIi JOKYMEHTIB, 1[0 CTBOPIOIOTHCA B Hil, 32 BUHSITKOM
KOITIA JTOKyMEHTIB, sIK1 BIJIOBITHO JI0 3aKOHOJABCTBA MOTPEOYIOTh 3aCBITUEHHS B HOTapiaIbHOMY
MOPSIKY .

3. Komii 10KyMEHTIB 1HIIMX YCTaHOB MOXYTb BHUTOTOBJISITUCS 1 3aCBIUYBATHCS] YCTAaHOBOIO B
TaKUX BUTAIKAX:

Ha BUMOTY CYIOBUX Ta IHIIMX IPABOOXOPOHHUX OpPTaHiB;

JUISE BHYTPIIITHHOT'O BUKOPUCTAHHS B YCTAHOBI (ITiJ Yac BUPIMICHHS MUTaHb IIOJ0 MPUHHATTS
IpOMaJsiH Ha pOOOTy, HABYaHHS, 3aCBIAUEHHS I1X TPYJIOBHUX, JKHTIOBHX Ta IHIIUX IpaB y
B3a€MOBIJIHOCHHAX 3 YCTaHOBOW). Hampukiaa, ycTaHOBa MOKe BUTOTOBUTH 1 3aCBIIYMTH KOIIIO
JUTUIOMA TIPAI[iBHUKA, KA MOTIM OyJie miAmunTa 10 Horo 0co00BOi CIIpaBH.

4. J103BOJSETHCS BHUTOTOBJISATH KOIIO 13 3aCBiAYEHOi KOMIi JOKYMEHTa, SKIIO0 OpHUTiHAJ
BIJICYTHii 200 OT0 OTpUMaTH HEMOXKIIUBO.

5. Komii 10KyMeHTIB BUTOTOBJISIFOTHCS 1 BUJAIOTHCS HA BUMOTY 1HITUX YCTaHOB a00 IPOMAJISH 3
JI03BOJIy KEpiBHMKA YCTAaHOBHM, MOro 3acTYNMHUKIB a00 KEepiBHHKA CTPYKTYPHOIO MigpO3IiTy
YCTaHOBH.

6. Komist moxymMeHTa TOBHMHHA BIAMOBiIAaTH OpWriHATY, TOOTO TOBHICTIO BiATBOPIOBATH
iH(OpMaLlit0 OpUTiHANY 1 Bl HOro 30BHIIIHI O3HAKM a00 1X YacTHHY.

7. He nomyckaeThCsi BATOTOBJISATH KOITii JOKYMEHTIB 3 HEPO30ipJIMBUM TEKCTOM, TiAUYNCTKAMH,
MPUIICAMHU Ta IHIIUMU HEOOYMOBICHUMH BUIPABICHHSIMHU.

8. Komist HaOyBae 10puIu9IHOT CUJTH JIMIIIE B pasi i 3aCBIMYEHHS B YCTAHOBJICHOMY MOPSIIKY.



Hammc mpo 3acBimueHHs KOIi CKJIaJa€Thes 31 CIIIB «3riHO 3 OPUTIHAJIOMY, Ha3BH IIOCAJIH,
0COOMCTOro MIANUCY 0COOU, sIKa 3aCBIIUY€E KOIIito, ii 1HiIianiB (iHiliady iMeH1) Ta Mpi3BHUINA, 1aTH
3aCBIIUEHHS KOMIl.

Hamuc mpo 3acBigueHHs KOIIii CKPITUTIOETHCS BIIOMTKOM IEYATKH BiIMIOBIAHOTO CTPYKTYPHOTO
MIIPO3AUTY YCTAaHOBH a00 medaTku « /s komiiny.

VY Bumajkax, BU3HAYEHUX 3aKOHOJABCTBOM, KOIii JOKYMEHTIB 3acBITUyIOTHCS BiTOUTKOM
MIEYaTKH YCTaHOBH.

Ha nuniboBoMy 00111 y BEpXHHOMY MPABOMY KyTi IEPIIOTO apKyIIa JOKYMEHTA MPOCTABIISETHCS
BiaMiTka «Komis.

9. CropiHku Komii JOKYMEHTIB (32 BUHATKOM THX, II0 MalOTh OJWH apKyIl) HYMEPYIOThCS 1
BIJIMITKa PO 3aCB1TYEHHS KOITii MOKE IOMTOBHIOBATHUCS BIAMITKOIO «BCchoro B komii apk.». 3a
pIIIEHHAM YCTaHOBH a00 HAa BUMOTY yCTaHOBH, IKIH HaJa€Tbcs KOMIisl JOKYMEHTA, JOIMYCKa€ThCsS
3aCBIUyBATU KOMIi JOKYMEHTIB MOAPKYIIHO.

10. ApxiBHi KOMii Ta BUTATH 3aCBIAYYIOTHCS BIAMOBIAHO /10 a03aIly ChOMOTO IYHKTY 5 riiaBu 4
pozainy XII mux [TpaBwu.

11. 3anexHo BiA cioco0y BUTOTOBJICHHS KOIi MOAUIAIOTH HAa (PaKCUMUIbHI 1 BUIbHI:

1) pakcuminbHi KOTii BUTOTOBJISIFOTHCS 32 TOTIOMOTOFO 3aC001B KOMiI0BaIbHO-PO3MHOKYBATBHOT
TEXHIKH, Y TOMY 4HCIi 0araToyHKIIOHAIBHUX MPHUCTPOIB, O TOYHO BiATBOPIOIOTH YCi 30BHINIHI
03HAaKH, XYyJI0’KHI 0COOIMBOCTI OPOPMIICHHS PEKBI3UTIB, 1X pO3TalTyBaHHs (BKIIOYAIOUYHN MIAMKUC Ta
nevyarky) abo 4yacTUHY iX;

2) ocoOMCTHH TIAMUC T0CaTOBOI 0COOM, sKa IMiANMKMCAIa OPUTIHAT JOKYMEHTa, MOXKe OyTHh
BIICYTHIM y pa3i HaJCWIaHHS KOIIM 1HIIMM YCTaHOBaM a00 SKIIO KOIIiS BUXIJTHOTO JOKYMEHTa
3aJMIIAETHCS Y AUJIOBOJICTBI YCTAHOBH;

3) Ha KOIIiSIX BUXIAHOTO JOKYMEHTA, 110 3aJIUIIAI0THCS B IUTOBOACTBI YCTAaHOBHU, TEKCTH OJIaHKIB
MOXXYTh HE€ BiJITBOPIOBATHCS, a 3a3HAYaTHCS MAlOTh JIUIIE JlaTa MiJIUCAaHHS JOKYMEHTa Ta HOro
peECTpalliiHUI 1HACKC, MocajJa OCOOHM, SKa 3acBigumMia KON, il OCOOMCTHMH IMMiAIHC, JaTa
3aCBIYCHHSI Ta BIAOUTOK MEYaTKH CITy>KOW J17I0BOJICTBA, HAPUKIIA;

Jarta, iHIeKC

Tekct JOKyMeHTa

PexBizut «Ilimmuc» (6€3 0cOOMCTOrO MiAMUCY)
3riiHO 3 OpPUTIHAIOM

[TpoBigHMi ciemianicT BijyIiTy AUIOBOJCTBA
[MTigmuc, iHimiany (iHimiax iMeHi), Tpi3BUIIe
BinOuTok meyaTku BTy IIJTIOBOACTBA

Jara

Ha xomisix BUXITHUX JOKYMEHTIB, IO 3aJHMIIAIOTHCS B JIIJIOBOJICTBI YCTAaHOBH, TTOBUHHI OyTH
BI3H IIOCAIOBHUX 0CI0, 3 SIKUMH BOHHM IIOTOKEHI, Ta Bi3 BUKOHABIIIB;

4) pakcUMUTBHI KOITii JOKYMEHTIB, 10 BHJIAIOTHCS 1HIITMM YCTaHOBaM 1 TpOMajsTHaM, a TaKOXK
KOMii BUXIJHUX JIOKyMEHTIB, IO 3aJIUIIAIOTHCS B AUIOBOJICTBI YCTAaHOBH, MIAJATAIOTH 3aCBIAYEHHIO
BIJIMTOB1/IHO 10 TTyHKTIB &, 9 1i€i riaswu.

dakCcUMIIbHI  KOITii, M0 MICTITh (paKCHMMUIbHE BIATBOPEHHS IMIJMUCY IOCAI0BOI OCOOM 1
MPU3HAYCHI JIUIIE I BHYTPIITHHOTO KOPUCTYBAHHS B YCTaHOBI (HAPUKIIAA KOMIl PO3MOPSIUINX
JIOKYMEHTIB, TIJIaH1B, TTOJIOKEHB TOIIIO), HE MOTPEOYIOTh T0JATKOBOTO 3aCB1AUCHHSI;


https://zakon.rada.gov.ua/laws/show/z0736-15#n1278

5) BUMOTHW IOAO 3aCBiAYEHHS KOIMild JOKYMEHTIB Ta ()aKCUMUILHOTO BIATBOPEHHS HA HHX
MIMUCY TI0CaI0BOT 0COOM Y pa3i po3CUIIaHHS B IMiIBIAOMY1 yCTAaHOBH, a TAKOXK BIATBOPEHHS OJIaHKa
JIOKYMEHTa Ha KOMiSX BUXIJHUX JIOKYMEHTIB, IO 3alUIIAIOTHCSI B YCTAHOBI, BM3HAYAIOTHCS B
THCTPYKIIii 3 AUTOBOJICTBA YCTAaHOBH 3 BpPaxyBaHHSAM cCHEUU(DIKH HisUTBHOCTI YCTaHOBH, 3MICTy
JIOKYMEHTIB, 3 SKHX BOHH BUTOTOBJISTFOTHCSI, Ta TIOJATBIIIOTO BUKOPHUCTAHHS KOITiif;,

6) BUIbHI KOMii BUTOTOBJISIFOTHCS HUIAXOM IEPEAPYKYBaHHsS ab0 MEpPEnUCYBAaHHS OPHTiHATY
JIOKYMEHTA, [0 TTIOBHICTIO BIATBOPIOIOTH Horo iH(OpMAIlito, ajie He a0COTIOTHO TOYHO BiITBOPIOIOTH
1oro 30BHINIHI 03HaKU (IpUQT, peKBI3UTH OIaHKA, MIAMKC, IIEYaTKY TOIIIO).

BinpHa komist moTpedye 3acBiqueHHS BiAMOBIAHO O MyHKTIB 8, 9 1i€l riaaBu.

12. BuTsr 31 ciry»k00BOT0 JOKYMEHTA BUTOTOBIISIETHCS, SKIIIO HEMAE HEOOX1THOCTI BUTOTOBIISITH
Komito. Butsar oopmittoeTscst Ha 3araapHOMY OJJaHKY YCTAaHOBH 13 TOTPUMAHHSIM TaKUX BHMOT:

y Ha3Bi BUly JOKYMEHTA 3a3HAYA€THCA: «BUTST 3 HAKA3ZY», KBUTAT 3 IPOTOKOIYY;
BiJITBOPIOETHCS MOBHICTIO BCTYITHA YaCTHHA (SIKIIO BOHA €) CITY>KOOBOTO JOKYMEHTA;

3 OCHOBHOI YaCTHHH TEKCTY JIOKYMEHTa BUIIHCY€ETHCS TOM MYHKT, IHPOpMAIIis IKOTO He0OXi/Ha;
BIITBOPIOETHCS pekBi3uT «Iliamucy (6e3 ocobucToro mamnucy);

MPOCTABJISIOTHCS BIIMITKA MTPO 3aCBIAUEHHS KOIii Ta BIIOUTOK MEYaTKH CIIy>KOH J11JI0BOJICTBA.

Butdaru 3 mpoTokoJiB 3acBiIUye CEKpeTap, KUl cKiiagae MPOTOKOJIH 1 3A1HCHIOE 1X 30epiranHs,
3 HaKa3iB - KEPIBHUK CIIyKOU J110BOICTBA (KaapoBOi ciry:k0un) abo mocazoBa ocoda, sika BiAMOBIIa€
3a 1X 30epiraHHs.

13. Ocob6muBUM BHJIOM KOITii JTOKYMEHTa € JyOJliKaT - MOBTOPHO OQOpMIICHUH CIyKO00BUI
JOKYMEHT JUIi BHKOPUCTAHHS 3aMiCTh BTPAUYE€HOTO YH IOIIKOKEHOTO OpHTiHaNy (AMILIOMA,
CBIJIONTBA, TPYJAOBOI KHMKKH TOIIIO), 110 MA€ TaKy camy IOPUINYHY CHUITY.

JlyOmikaT BUTOTOBJISETHCS HA TAKOMY caMOMYy OJIaHKY, 1110 ¥ OpHUTiHaJ, Ta MICTUTh iH(popMallito,
aHanoriuHy iHdopwmaiii B opurinaixi. Ha HbOMy IpOCTaBISFOTHCS BIIOMTOK MEYATKH YCTAHOBH 1
MIJMUCH TOCaI0OBUX OCI0, SKI MalOTh MPaBO MIAMHCY IUX JTOKYMEHTIB Ha MOMEHT O(hOpMIICHHS
ny6uikara. Ha gy6mikaTi mpocTaBiise€ThCsl y IPaBOMY BEpXHbOMY KyTi BiMiTKa «/lyOmikar».

II1. Opranizanisi J0KyMeHT000Iiry Ta BUKOHAHHS JOKYMEHTIB

1. Bumoru moxo opraui3amii J0OKyMeHTO00Iry Ta BU3HAYEHHSs HOT0
oocsAry

1. Cayx0a aiI0BOJCTBA 3/IHCHIOE TIEPBUHHE OIPAIlfOBaHHS JIOKYMEHTIB, IO HAIINIUIA JI0
YCTaHOBH, 1X TOMEPEIHIN PO3TIIAN, peecTpallito, mepeaady KEepIBHHUIITBY Ha PO3IJIs, Nepenady
BUKOHABISM. [Ticist BUKOHAHHS JOKYMEHTH JIOJTy4atOThCs JI0 CIIPaB.

2. JIOKyMeHTH HEe3aJIe)KHO BiJI criocoOy ¢ikcallii Ta BiATBOPEHHS iH(OpMAITii MAaIOTh IIPOXOIUTH
Ta OMpalbOBYBATHCS B YCTAHOBI Ha €JIMHUX OpraHi3allliHUX Ta MPaBOBHUX 3acajax opraHizamii
JIOKYMEHTOOOITy.

3. lns 3abe3neueHHs eheKTUBHOI opraHizallii JOKyMEHTO00Iry B YCTaHOBI NepeadadaroThes:
MPOXO/KEHHS JOKYMEHTIB B YCTAHOBI HAUKOPOTILIUM IUISIXOM;

CKOPOYEHHS KUTBKOCT1 IHCTAHIIIH, 10 SKUX MOBUHHI HAIXOIUTH JOKYMEHTH (HAITPUKJIIA] ITi]T 9ac
MTOTOJ[KCHHS );

OJIHOPA30BICTh OTEpalliid 3 ONPaIIOBaHHS JOKYMEHTIB, YHUKHEHHS TyOJIFOBaHHS 11171 Yac poOOTH
3 HUMH,

LEeHTpai3alis, 30CepeKEHHs 31MCHEHHS! OAHOTUIIHUX OIepaliil 3 TOKyMEHTaMU B OJIHOMY
MiCIi;



pamioHajbHe PO3TallyBaHHS B YCTAaHOBI CTPYKTYPHHX MiIPO3/UIIB 1 pOOOYNX MICIIb.

4. Tlopsimox HOKYMEHTOOOIr'y B YCTaHOBI PETJIaMEHTYEThCS IHCTPYKIIIEIO 3 JIJIOBOJICTBA,
pernmameHTaMyd poOOTH 3 JIOKYMEHTaMH, MOJIOKEHHSMHU MPO CTPYKTYPHI MIAPO3ILUIH, MOCATOBUMHU
THCTPYKIISIMU.

5. OcobnuBoOCTI Oprasizailii eIeKTPOHHOTO JOKYMEHTOOOIry BU3HAYAIOTHCS 1HCTPYKIIEO 3
JIOBOJICTBA YCTAHOBH, IO PO3POOIIOETHCS 3 YpaxyBaHHSM BHMOI 33aKOHOJABCTBA, a TaKOX
XapaKTEPUCTUK TEXHIYHHUX 1 TPOrpaMHUX 3ac00iB, 10 (YHKIIIOHYIOTh B YCTaHOBI.

{Ilynkm 5 enasu 1 po3diny Il i3 sminamu, enecenumu 32iono 3 Haxazom Minicmepcmesa
rocmuyii Ne 1827/5 6io 12.06.2018}

6. Y pasi BOpOBa/[UKCHHS B YCTAHOBI CHUCTEMH aBTOMAaTH3allii JUTOBOACTBA ab0 CHCTEMH
€JIEKTPOHHOTO JIOKYMEHTOOOITY CiIy»0a JIIOBOJICTBA pPa3oM 31 CTPYKTYpPHHM TiIPO3ALUIOM
(TpaiiBHUKOM), IO BiATOBiZAA€ 32 aBTOMATHU3AIIi0, PO3pOOJISI€ PErIaMeHTH pOOOTH 3 JOKyMEHTaMHU
B €JIEKTPOHHIH opmi.

7. Opranizaiiss T0KyMEHTOOOITY y pa3i 3acTOCyBaHHS 3acO0iB aBTOMaTH3allii J1IOBOJICTBA
MMOBUHHA 3a0€3MEeYNUTH CYMICHICTh TPAJAMIIIHHOTO Ta aBTOMATH30BAHOI'O CIIOCOOIB OIpaIlfOBaHHS
JIOKYMEHTIB 13 MOKIIMBOCTSIMH 3ac00iB aBTOMATH3AIli1 TIJIOBOJICTBA.

8. O0csT TOKyMEHTOOOITy YCTAHOBH BH3HAYAETHCS CITYKOOI0 JIIJIOBOJICTBA 3 YpaxyBaHHSAM yCiX
JOKYMEHTOIIOTOKIB 3a BiJIIOBITHUI 1epios yacy (pik, KBapTan).

[TinpaxyHOK KITBKOCTI JOKYMEHTIB 3IIMCHIOETHCS 3a PEECTPAIMHUMHU (OpMaMH BXiTHHUX,
BHYTPIIIHIX, BUX1THUX JOKYMEHTIB Y MIiCLSX iX peecTpariii.

3a oguHUIIO 00Ky OepeThcsi JOKYMEHT. PO3MHOKEHI MPUMIpHUKH, ONpallboBaHi CIIyk0010
JIIJIOBOJICTBA, TIiAPAaXOBYIOTHCS OKPEMO Ha OCHOBI TPHHHATOI B YCTAHOBI CHCTEMH OOJIIKY
JIOKYMEHTIB.

9. IlincyMKoB1 AaHi Tpo OOCAT JOKYMEHTOOOITY aHaJli3YIOThCS, y3araJbHIOIOTHCS CIY)KOOI0
JITOBOICTBA 32 (hOPMOIO, HaBEACHOIO B A0AaTKy 3 10 nux [IpaBui, i moaloThes KEPIBHUKY YCTaHOBH
B YCTAHOBJICHOMY HHM ITOPSIIIKY.

2. IlpuiimaHHs, NEPBUHHE ONPALIOBAHHS JOKYMEHTIB Ta iX MonepeaHin
PO3IJISA

1. locTaBka JTOKYMEHTIB IO YCTAaHOBHU 3MIMCHIOETHCS, SIK MPABHIIO, 3 BUKOPUCTAHHSIM 3aC00iB
MOILITOBOTO 3B’SI3KY Ta €NEKTPO3B’SI3KY, a TAKOXK Kyp’ €PChKOIO Ta (Penb’ €repChKOI0 CITyKOaMU.

2. Yci AOKYMEHTH, IO HAIXOIATh /IO YCTaHOBU, MPUHUMAIOTHCS IEHTPATI30BAHO B CITYKO1
JIIJIOBOJICTBA (€KCIICIUIIIT).

3. JIOKyMeHTH, IO HAIIAIUIM B HEPOOOUYMH dYac, MPUHUMAIOTHCS UYEPrOBHM IMPaIlIBHUKOM
YCTaHOBU (3a HASBHOCTI), SKW, HE PO3KPUBAIOYM KOPECHOHJCHINIO, Tepenae ii B CIIyxkOy
JIIOBOJICTBA HACTYITHOTO pOO0OYOro JAHSI MiJl PO3IMHUCKY.

4.V pasi HagXxOo/KEHHs JOKYMEHTIB y CKaHOBaHINA (opmi iX iHPOpMAII0 po3IpyKOBYIOTH Ha
namnepi i3 TPOCTABJICHHSIM HAa BEPXHHOMY MOJI JOKyMEeHTa Haanmucy «OTpUMaHO B €JIEKTPOHHIN
bopmi».

{IIynkm 4 enasu 2 pozoiny Ill 6 pedaxyii Haxazy Minicmepcmea rocmuyii Ne 1827/5 6io
12.06.2018}

5. ®akT HaIXO/KEHHS JOKYMEHTa JI0 YCTAaHOBU OOOB’SI3KOBO (DIKCYETHCS IUISIXOM
MPOCTABJICHHS HA BXIJHUX JOKYMEHTAaX BIJMITKM PO HOro HAAXO/HKCHHS A0 YCTaHOBH, SKa
MPOCTABIIIETHCSA BiJl pyKH a00 3a JOTIOMOTOIO IITaMIla, aBTOMaTUYHOTO HyMepaTopa Ha JIMIIbOBOMY
MoJIi y MpaBOMYy KyTi HFMDKHBOTO TIOJIS TIEPIIOTO apKyllla OpUTiHANYy JOKyMeHTa. EnemeHTamu
3a3HAUEHOT0 PEKBI3UTY € CKOpPOYCHE HallMEHYBaHHS YCTaHOBU - OJiepXKyBaua JIOKyMEHTa,
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peecTpamiiHui iHaeKc, nara (y pasi moTpeOu - roAuHa 1 XBUJIMHN) HAJXO/DKCHHS IOKyMeHTa. Y pasi
3aCTOCYBaHHS AaBTOMAaTHM30BAaHOI CHCTEMHU peecTpalii 3a3HaueHa 1HQoOpMallisi HAHOCHUTbCA 3a
JIOTIOMOT'OFO IITPUX-KO/Y.

6. IlepBuHHE ompallOBaHHS JOKYMEHTIB Yy CIIy»O0i JIiJIOBOJCTBA IepeAdavae IMepeBipKy
MPaBUIILHOCTI TOCTABKH KOPECTIOHIEHITIT Ta ii IiIJIICHOCTI.

JlokyMeHTH, HaJIICJIaHi He 3a a/Ipecor0, MOBEPTAIOTHCS BIAMPABHUKOBI 0€3 1X PO3TIIS LY.
Po3kpuBarOThCs BC1 KOHBEPTH, 32 BUHATKOM THX, 0 MatOTh Harmuc «OcoOUCTO».

7.V pasi BUSBJICHHS BiICyTHOCTI JOAATKIB, 3a3HAYEHUX Y JOKYMEHTI, 800 OKpeMHUX apKyIIiB, a
TaKo)X MOMUJIIOK B O(OpPMIIEHHI JOKYMEHTa, II0 YHEMOXKJIHUBJIIOE HOT0 BUKOHAHHS (BIACYTHICTh
HiAnucy, BIiGOWTKA TMe4yaTKu, Tpuda 3aTBEpIKEHHS TOIO), MOKYMEHT HE pPEeCTPYeThCs 1
BIAMPaBHUKOBI HAJICUJIAE€THCS MMICbMOBHH 3alTUT a00 HOMY TTOBIIOMIISIETHCS PO Tie TenedoroMm. [Ipu
IIbOMY Ha JIOKYMEHTI pOOWTBHCSA BIAMOBIIHA BiAMITKA 13 3a3HAYCHHSAM JaTH 3alMuTy (PO3MOBHU
TeneoHOM), TOcaau Ta Mpi3BUIA 0COOH, SIKii 3p00JICHO 3aMuUT, MANUCY, PO3MU(PYBaHHS MiIMUCY
oco0u, siKa 31MCHHUIIA 3aIIUT.

VY pa3i BijcyTHOCTI 200 HEITICHOCTI BKJIaJICHb, MOIIKOIKCHHS KOHBEPTa, YIaKyBaHHS, IO
IIPU3BEIIO JI0 HEMOKIUBOCTI IPOYMTAHHS TEKCTY JOKYMEHTA, CKIAAETHCS aKT Y JBOX IMPUMIPHHUKAX.
OauH NPUMIPHUK aKTa HAJCUIIAETHCS BIAMIPABHUKOBI, IHIINN - 30epiraeThbest y cirysk01 A1JI0OBOJCTBA.

8. AzpecHi SIpIMKU PEKOMEHJOBAHMX KOHBEPTIB 1 MAaKETiB 30€piraroThCsl 1 TOJAIOTHCS 10
JIOKYMEHTIB, a TAKO)K KOHBEPTH, KOJIU JIMIIIEC 332 KOHBEPTOM MOKHA BCTAHOBUTH aJIpeCy BiANPaBHHKA,
Yac BIAMPaBIICHHS Ta OJIEpP>KaHHs JOKyMEHTa, a00 KOJIM B KOHBEPTI BIZICYTHI OKpEMi IOKYMEHTH, a00
BCTaHOBJICHO HEBIAMOBITHICTH HOMEPIB IOKYMEHTIB HOMEpaM, 3a3Ha4€HUM Ha KOHBEPTI.

9. JIOKyMeHTH MiAIATAIOTh MOMEPEIHBOMY PO3TIIAILY B CIyX 01 IUIOBOJACTBA Yy JE€Hb iX
HAJXOKEHHS a00 B MEpIINi HACTYIHUN poOOUMid IEHb y pa3i HAJAXODKSHHs iX Micis 3aKiHYeHHS
poOoUoro JHs, Y BUXiHI Ta CBATKOBI HEPOOOUI JIHI.

Jlopy4eHHsI yCTaHOB BUIIIOTO PiBHS, TEIErpaMH, TelIe()OHOTPAMHU PO3TIIAIA0THCS HETAHO.
10. MeToro morepeIHbOro PO3TIISAY TOKYMEHTIB €:

BUOKPEMJIEHHS TaKUX, 1110 MOTPEOYIOTh 000B’SI3KOBOTO PO3IJISAY KEPIBHUKOM YCTaHOBH, HOTO
3aCTYITHUKaMH a00 CTPYKTYPHUMH MiPO3/AiJIaMH;

BiI01p TOKYMEHTIB, 1110 HE MiUISIraloTh peecTpallii ciry:k0010 ATOBOJICTBA, & TAKOXK TaKUX, 1110
NEePeAAlOThCS IS peeCTpalLlii CTPYKTYPHUM HiIPpO3IiTaM.

11. O60B’13K0BOMY PO3IJISITy KEPIBHUKOM YCTaHOBH MMiUISTAIOTh 3aKOHU Y KpaiHU, MOCTaHOBH
BepxoBHoi Pamu Ykpainu, aktu ta nopydenns Ilpesunenra Ykpainu, aktu KaGinery MinicTpiB
Vkpainu, nopyderns [Ipem’ep-minictpa Ykpaiau, aktu BepxoBHoi Pagu ABroHOMHOI PecnyOimiku
Kpum Ta Pagm wminicTpiB ABTOHOMHOI PecmyOmiku Kpum, meHTpaJlbHHX 1 MICIEBUX OpraHiB
BUKOHABYOI BJIaJ¥ (ali - aKTH OpraHiB JIep>KaBHOI BIa/IM, OpraHiB BIaau ABTOHOMHOI PecryOmiku
KpuM Ta mopydeHHs BUIIUX MOCAIOBHX 0Ci0), a TAKOX 3alUTH 1 3BE€pHEHHS HApOJHUX JICMyTaTiB
VYkpainu Ta aemyTariB MicIIeBUX paj, KopecrnoHaeHIiss BepxosHoi Pagu Ykpainu, AnmiHicTparii
[Ipesunenta Ykpainw, KaGinery MinicTpiB Ykpainu (mami - 3amuTd, 3BEpHEHHS, a TaKOX
KopecnioHaeHiss BepxoBHoi Pamum VYkpainum, Anminictpamii Ilpesunmenta VYkpainu, KaGinery
MinictpiB YKpaiau), KOPECIIOH/ICHIIIS, 1110 HAAXOAUTh BiJ] YCTAHOB BUIIIOTO PIBHS, PIIIICHHS OPraHiB
MICIIEBOTO CaMOBPSIyBaHHS, a TaKOX HaAWBaXIWBINII JOKYMEHTH, AKI MICTATH 1H(OpMAIo 3
OCHOBHHMX MUTaHb TiSUIBHOCTI YCTAHOBU 1 MOTPEOYIOTHh BUPIIIEHHS 0€3110CepeTHHO KEPIBHUKOM.

[HIOT TOKYMEHTH NepenaroThbesi 3aCTYMHHKAaM KepiBHHKAa a00 CTPYKTYpHHM  Mipo3jiiaM
(BHKOHABIISIM) BiIOBITHO A0 iX (PYHKIIOHAJIBHUX 000B’SI3KIB.

12. Tlix yac momepeaHBOrO PO3IIIAY JOKYMEHTIB BPaxOBYIOTHCS NMOBHOBaKEHHS CyO’€KTiB
PO3IIISIly KOPECHOHACHI1, mepedaueHi B MOJIOKEHHAX (CTaTyTax) PO yCTaHOBY Ta B MOJIOKEHHSIX
PO CTPYKTYPHI MiPO3IUIH, POMOPSAIUX JOKYMEHTaX MPO PO3MOAia 000B’A3KIB MiXkK KEPIBHUKOM



YCTaHOBH Ta HOro 3acCTyIMHHKAMH, IOCAJOBHX IHCTPYKIISX, a TaKOX Kiracu(ikaTop MUTaHb
JUSUTBHOCTI YCTaHOBHM, HOMEHKJIATypa CIPaB, CXeMH MPOXOKEHHS TOKYMEHTIB.

3. PeecTpanist JOKyMeHTIB

1. Cnyx0O0Buii JOKYMEHT, OTPUMaHUN YCTAaHOBOIO a00 CTBOPEHUU HEI, Y TOMY YHCHI s
BHYTPIITHBOTO KOPUCTYBAHHS, BBAKAETHCS BHECEHUM 0 JOKYMEHTAI[IHHOTO ()OHIY YCTAaHOBH 3
MOMEHTY MOT'0 peECTpallii.

Peectpamis OKyMEHTIB HpPOBOIUTHCS 3 METOK 3ale3nedeHHs iX 00Ky, KOHTPOJIO 3a
BUKOHAHHSM 1 ONI€paTUBHUM BUKOPUCTAaHHSAM HasBHOI B JOKYMEHTax 1H(oOpMallii 1 moJisirae y BeJIeHH1
3anucy OOMIKOBUX JIaHUX MPO JOKYMEHT 332 BCTAHOBJICHOIO YCTAaHOBOIO peecTpaliiHoio (hopmoro,
akuM  (ikcyeTbes (akT CTBOPEHHs, BIAMpaBlIeHHs ab0 ojepkKaHHS JIOKYMEHTa, IISTXOM
MIPOCTABJICHHS Ha HHOMY PEECTPAIIHHOTO 1HAEKCY 3 MOJAIBIINM 3alMCOM Yy 3a3Ha4eHHX (opmax
HEOOX1THUX BiAOMOCTEM MPO JOKYMEHT.

2. Iix yac peecTpatii JOKYMEHTIB B yCTaHOBI HEOOX1IHO TIOTPUMYBATHUCSI TAKMX BUMOT:
JOKYMEHTH PEECTPYIOTHCS HE3aJIEKHO BiJl CIOCOOY 1X TOCTaBKH, Nepeayi Ui CTBOPEHHS;
JIOKYMEHTH PEECTPYIOTHCS 32 JOKYMEHTOIOTOKaMHU (BX1H1, BUX1HI, BHYTPIIIH1);

JIOKYMEHTH PEECTPYIOTHCS JIUINE OJUH pa3 (BXIOHI - y JCHb HAJAXO/KECHHS a00 HE Ii3HIIIe
HACTYITHOTO po0OYOro AHs (AKIIO JOKYMEHT HAIIHMIIOB Y HEpoOOuuil yac), CTBOPIOBaHI - y JIE€Hb
MiAMMCcaHHs a00 3aTBEPIKCHHS);

y pasi mepemadi 3apeecTpOBaHOTO JOKYMEHTA 3 OJHOTO CTPYKTYPHOTO MiJPO3JLTY JO IHIIIOTO
HOBUM pEECTpAIIHUIN 1HACKC HA TOKYMEHTI HE IPOCTABIISETHCS;

JIOKYMEHTH PEECTPYIOTHCS 3a TPYIaMHU 3aJIeXKHO BiJl HA3BH BHJIY, aBTOPA 1 3MICTY JIOKyMEHTIB;
OKPEMO PEECTPYIOTHCS:

aKTH OpraHiB Jep>KaBHOI BJaau, OpraHiB Biagu ABToHOMHOI PecnyOniku Kpum ta nopydeHHs
BHINUX TTOCAIOBUX OCi0, 3alUTH, 3BEPHEHHS, a TaKOXK KopecrnoHeH1is Bepxosroi Pagu Ykpainu,
110 HaIMIUIH 70 YCTaHOBH;

pO3MOPsI Ul JOKYMEHTH 3 OCHOBHUX MUTAaHb JISUIBHOCTI YCTAHOBH;
pOo3MOpsAYl JOKYMEHTH 3 aIMiHICTPATUBHO-TOCIIOAPCHKUX MMUTAHb;

PO3MOPsI Ul TOKYMEHTH 3 KaJIpOBHUX MHUTaHb (0COOOBOTO CKIady) (BIAMOBIIHO 10 iX BUAIB Ta
CTPOKIB 30epiraHss);

pIIIIEHHS KOJIET1aIbHUX OpPTaHiB;

aKTH peBi3iil PiHAHCOBO-TOCTIOAAPCHKOI AISITBHOCTI;
OyXTalnTepchKi IOKYMEHTH;

3asBKM Ha MaTepialibHO-TEXHIYHE MTOCTAYaHHS;
CITyk00B1 JIUCTH;

3BEpPHEHHS TPOMAJISH;

3allUTH Ha OTPUMaHH 1MyOaiuHoi iH(popMarii;

(akcorpamu (marnepoBi KoIii JOKYMEHTIB, TIEpe/IaHl 3 BUKOPHUCTAHHIM 3ac001B (haKCUMITBHOTO
3B’A3KY);

JIOKYMEHTH, 1110 NePEeIal0ThCsl €JEKTPOHHOO MOLITOI Y CKaHOBaHiM (popmi.

{Ab3ay osaoysamuii nynkmy 2 enasu 3 posoiny 111 6 peoakyii Haxazy Minicmepcmea iocmuyii’ Ne
1827/5 6io 12.06.2018}
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3. Cmyx0a AiTIOBOJCTBA ILEHTPATI30BAHO 3IIHCHIOE PEECTPAII0 aKTIB OPraHiB JepKaBHOT
BJIa/I1, OpraHiB Biaau ABToHOMHOI Pecriy6miku Kpum Ta 1opydeHb BUIIHX [TOCaI0BUX 0C10, 3aIUTIB,
3BEPHEHb, a TAKOK KopecroHaeH 1T BepxoBHoi Pagu Ykpaiau, Anminicrpaii [Ipe3unenta Ykpainm,
KabGinery MinicTpiB YKpaidu, TOKYMEHTIB, III0 HAIAIIUIA HA PO3TIIS KEPIBHUKA YCTAHOBH Ta MOTO
3aCTYITHUKIB, PO3MOPSATYNX JOKYMEHTIB, JIUCTIB 3a MIJMUCOM KEpIBHHKA Ta WOTO 3aCTYIHHKIB,
MIPOTOKOJIIB 1 PillICHb KOJIETIaTbHUX OPTaHiB.

[HITI TOKYMEHTH, IO CTOCYIOTHCS HANPSMIB JISUTBHOCTI CTPYKTYPHUX IIIPO3JIUIIB YCTAHOBH,
MOXYTh PEECTPYBATHUCS B IUX CTPYKTYPHHX ITIPO3iNIaX.

He nimigrarors peecTpaliii ¢iyk0010 AUIOBOJACTBA JOKYMEHTH, 3a3HAYCHI y JIOJATKY 4 JI0 IUX
[IpaBui.

4. Micue peectparlii OKpeMuX rpyr JOKYMEHTIB (Hakaszu (PO3MOPSKEHHS) 3 KaJpOBUX TUTAHb
(oco0oBoro ckiagy), JAOrOBOPH, 3BITH, MNPEHCKYypaHTH TOIIO) BU3HAYAETHCA B IHCTPYKLI 3
JIJTOBOJICTBA YCTaHOBH.

5. i gac peecrparii JOKYMEHTY HAJIA€ThCs YMOBHE I (poBe (JTITepHO-IUPPOBE) MO3HAYCHHS
- peecTpartiiinuii iHAeKC. EneMeHnTamMu peecTpaiiiHoro iHAEKCY € TOPSIKOBHI HOMEp JTOKYMEHTa Y
MeXax TPyIu JOKyMEHTIB, 10 PEECTPYIOTHCS, SIKUI TOTTOBHIOETHCS IHJEKCAMH, 1110 3aCTOCOBYIOTHCS
B YCTaHOBI, 30KpeMa IHJACKCAMH 3a HOMCHKJIATYypOI CIpaB, CTPYKTYPHOIO MiApO3JiIy,
KOPECIOH/ICHTIB, IMOCAZAOBUX OCIO, SKI PO3TIIANal0Th a00 MANMHUCYIOTh JTOKYMEHT, BHUKOHABIIIB,
MUTaHb AISIIBHOCTI SKUX CTOCY€EThCS JOKYMEHT, TOIIIO.

Jnst BXiTHUX JTOKYMEHTIB PEeCTpaliiHUNA 1HJIEKC CKJIAJA€ThCs 3 IOPSAIKOBOTO HOMEpa Ta
1H/IEKCY 32 HOMEHKJIATypOIO CIIpaB a0o 1HILOr0 1HAEKCY, 1110 3aCTOCOBYEThCS B yCTAHOBI, HAIIPUKJIIA/L:
123/01-12, ne 123 - mopsiaxoBuit Homep, 01-12 - iHgeKC cripaBu 32 HOMEHKIIATYPOIO.

Y BUXITHOTO JOKYMEHTa PEECTPAllIMHUN 1HIEKC MOXE PO3MIIIYBaTHCh Y 3BOPOTHIM
MOCJIIOBHOCTI - IHJIEKC 32 HOMEHKJIATyporo cipas (y pasi MOTpeOu MOXKe 3a3HaYaTUCS TaKOXK 1HIIUN
IHJICKC, 110 3aCTOCOBYETHLCS B YCTAHOBI) Ta MOPSAKOBUI HOMep, Hanpukiaa: 02-10/457, ne 02-10 -
IHJIEKC CIIPaBH 32 HOMEHKJIATYPOIO, 457 - MOPSAKOBU HOMED.

3 METOI0 PO3PI3HEHHS I'PYI JIOKYMEHTIB JI0 PEECTPAIIIHOrO 1HACKCY JO0JAEThCS BIAMITKA, sSKa
cknamaeTees 3 qitep, Hampukiaan: 820/03-15 JICK, ne JCK 3actocoByeThCs Uil TTO3HAYEHHS
JIOKYMEHTIB 3 TpruoM «J[i1st ciry’>k00BOT0 KOPUCTYBAHHSY.

SIKIIO TOKYMEHT ITiATOTOBJICHO JBOMA UM OLIIBIIIE YCTAHOBAMH, PEECTPAIIHHIM 1HACKC BKIIOYAE
1HAEKCH KOXXHOI 3 LUX YCTAaHOB, fKI MPOCTaBJSIOTHCS Yepe3 MpaBOOIYHY MMOXHIY PHUCKY B
MOCIIZIOBHOCTI, B SIKii JJOKYMEHT MIANMKMCAHO MOTO aBTOpamu, Hampukman: 51/82 - mis chiabHUX
posnopsaunx 1okyMeHTiB a60 03-11/750/02-04/248 - st CrijibHUX JIUCTIB.

PeectpaniiiHuil iHIEKC PO3MOPSAYMX JOKYMEHTIB Ta JIESKUX BHYTPIIIHIX JOKYMEHTIB (AKTH,
MIPOTOKOJIM, JIOTOBOPU TOILO) CKJIANAETHCA 3 MOPSAKOBOTO HOMEpa Yy MeXax pPOKy. 3 METOIo
PO3pI3HEHHS TPYN HaKa3iB (PO3MOPSHKEHB) 3 KAIPOBUX MUTAHB (0COOOBOTO CKIIATY) KOKHOTO BHTY
JI0 TOpPSAKOBOTO HOMepa MOXKE JoAaBaTucs JiTepHUH iHaekc. CucremMa TakUX 1HJEKCIB
PO3pPOOIIIETHCS YCTAHOBOIO.

Micuie po3TanryBaHHS PEECTPAIifHOTO 1HJIEKCY Ha JOKYMEHTI 3aJIe)KUTh BiJ BHUIy OjlaHKa Ta
BU]Ty TOKYMEHTA.

6. Y pa3i 3acTocyBaHHS aBTOMAaTH30BaHOI CHCTEMH pEeCTpallii JOKYMEHTIB MOXe
BUKOPUCTOBYBATHUCS MITPUX-KOJ. JlJi BUXIAHUX JOKYMEHTIB IITPUX-KOJ BKIIIOYAE PEeeECTpaLliifHUA
1HAEGKC 1 JaTy JOKYMEHTa Ta PO3TAlIOBYEThCS y Mexax, 3a3HaueHux y JACTY 4163-2003 mis
PEKBI3UTIB OJlaHKa, a came: 3 KyTOBUM PO3TAlllyBaHHSIM PEKBI3HUTIB - 73 MM BiJl IOYaTKy MEPIIOTO
PEKBI3UTY, 3 IO3OBXKHIM - 77 MM.

7. B ycraHoBax MO’K€ 3aCTOCOBYBAaTHUCh OJlIHA 3 TphoX (opM peecTpallii AOKYMEHTIB -
KypHaJIbHA, KapTKOBA Ta aBTOMAaTHU30BaHa (3 BUKOPUCTAHHSAM CIELIaIbHUX KOMII FOTEPHHUX
porpam).
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Kypuaneay hopmy peectparlii JOKYMEHTIB JOILITFHO BUKOPHUCTOBYBATH JIMIIE B YCTAHOBAX 3
o0csiroM 10KyMeHTo00iry 0 600 10KyMEHTIB Ha piK, BAKOPUCTOBYIOUU (POPMU KypHaIiB, HaBECH1
B JojaTkax 5 - 7 o uux IlpaBui.

8. KaprtkoBa ¢opma peecTpamii AOKyMEHTIB mepeadadae 3allOBHEHHS PeECTpaliifHO-
KOHTPOJIbHUX KapTOK, 3 AKUX (OPMYIOTHCS TOBIIKOB1 1 KOHTPOJIbHI KAPTOTEKHU.

KinbkicTh MpUMIpHUKIB KAPTOK BU3HAYAETHCSI YCTAHOBOIO 1 3aJICKUTH BT PiBHS [EHTpaTi3allii
oprasizaiii 1iJI0BOJICTBA, KIJIbKOCTI BUKOHABIIIB JIOKYMEHTA Ta KUJIBKOCTI KAPTOTEK B YCTAHOBI.

SIK mpaBUII0, PO3IPYKOBYIOTHCS TPU MPUMIPHUKH KapTOK: JIBA - PO3MIIIYIOTHCS B TOBIIKOBIH 1
KOHTPOJIBHIN KapTOTEKax, O/INH - NEPEIAETHCS BAKOHABIIIO Pa30M i3 IOKYMEHTOM.

KapTku BUTOTOBISIOTECS HA HIUTbHOMY Tanepi popmary A5 (210 x 148 mm) a6o A6 (105 x 148
MM).

9. ¥V pa3i BOpoBapKeHHS aBTOMaTH30BaHOi (hopmu peecTparlii JOKYMEHTIB (hopMyeThCsi OaHK
peecTpariitHuX JaHUX B €JICKTPOHHIN GopMmi, a 3a HAIBHOCTI JIOKAJILHOT MEPEXKi - IICHTPATBHHI OaHK
PEECTPALITHUX JTaHUX ISl BUKOPUCTAHHS MpalliBHUKaMH 1H(opMaItii mpo Bci TOKyMEHTH 1 Miclie iX
pO3TaIryBaHHS.

10. V pa3si 3acTocyBaHHSI KapTKOBOI a00 aBTOMAaTH30BaHOi (POpMH peecTpallli BCiX KaTeropin
JIOKyMEHTIB (BXITHUX, BUXIIHUX, BHYTPIITHIX) 0(DOPMIIIOETHCS PEECTPAIliiHO-KOHTPOJIbHA KapTKa,
dopmy siKoi HaBeJleHO B 1ojaTKy 8 1o nux IlpaBui, 13 3a3HaUeHHSIM 00OB’SI3KOBUX PEKBI3UTIB, 10
HaBeJieH1 B 1oaTKy 9 no nux [pasui.

[Tepenik 000B’SI3KOBUX PEKBI3UTIB PEECTPAIIHHO-KOHTPOIBLHOT KAPTKU MOXKe OyTH JOTOBHEHUI
iHImMMH pekBizuTaMu. [TopsIoK po3MillIeHHS! PEKBI3UTIB y PEECTPAIITHO-KOHTPOIBHIN KapTIli MOXKE
BU3HAYATHUCS YCTAHOBOIO.

4. Opraxizauis nepeaavi J0KyMeHTIB Ta iX BUKOHAHHS

1. 3apeecTpoBaHi TOKYMEHTH MEPENAIOTHCS HAa PO3TIIA] KEpiBHHUIITBA YCTAaHOBH B JCHH iX
HAJXO/DKEHHST 200 HACTYIMHOT0 POoOOYOro JHS Y pa3l HAAXOMKEHHS TOKYMEHTIB Y HEpOOOUni Jac.
Tenerpamu, TeneoHOrpaMu Ta iHIII TEPMIHOBI JOKYMEHTH IIEPEIAIOTHCS HETAMHO.

2. KepiBHUKY yCTaHOBH Bijipa3y MiCJIS peeCTpallii IepeIaroThCs aKTH OPTaHIB AepKaBHOI BIIaIH,
opraHiB Biagu ABToHOMHOI PecryOmiku Kpum Ta gopydeHHs BHIIMX IMOCAOBUX OCi0, 3amuTH,
3BEpHEHHS, a TakoX KopecmouaeHiiss BepxoBHoi Pamum VYkpainu, Aaminictpanii Ilpesumenta
VYkpainu, Kabinery MiHicTpiB YKpaiHH, KOPECTOHJIEHIS, M0 HAIXOIUTh BiJl YCTAHOB BUIIOTO
pI1BHSL.

3. JIOKyMEHTH, PO3IVISIHYTI KEPIBHUIITBOM YCTaHOBH, IIOBEPTAIOTHCS 3 PE3OJIOLICI0 MIOAO iX
BHKOHAHHS B CIYXO0y NIJIOBOJICTBA, KA 3IMCHIOE Mepeaady JOKYMEHTIB Ha BUKOHAHHSI.

JIOKyMEHT, BUKOHAHHSI SIKOTO JOPYYEHO KUIBKOM CTPYKTYpHUM MiApO3JijaM, MoOxe OyTu
MepelaHuii BUKOHABIISIM Y TIOPSIIKY BU3HAYCHHS iX Y pe30oiii ad0 0JTHOYACHO y BUTJISAII KOMIN 3
repeaaueto OpUTiHAdy TOJOBHOMY BHKOHABIIO, BU3HAYEHOMY B PE3OIOIIi mepmuM. Y pasi
BIIPOBA/KEHHS  €TIEKTPOHHOTO JOKYMEHTOOOITY CHIBBUKOHABIlI OTPUMYIOTh JOKYMEHT B
eNIEKTPOHHIH (hopMi.

4. ®akT mepenayi TOKyMEHTIB BUKOHABISIM (DIKCYETBHCS LUISIXOM MPOCTABIEHHS BiAMOBITHOL
BIIMITKM B peecTparliiiHiii ¢opMi i3 3a3HaYCHHSIM 1H(POpMAIll TPO BUKOHABIIIB, SKHM IIEPEIaHO
OpHUTiHaJ JOKYMEHTa Ta Horo KOomii.

5. Ilepenavya MOKyMeHTa 3 OJHOTO CTPYKTYpPHOTO MIAPO3ALTY JI0 IHIIOTO 3MIMCHIOETHCS Yepes3
cityk0y JUJTOBOJICTBA, SIKa MMPOCTABJIsi€ BIAMOBIIHI BIAMITKH y peecTpauiinux ¢popmax. JlokymeHnTu,
BHKOHAHHS SIKUX TepeOyBae Ha KOHTPOJII, NMEPEIArOThCs 0 1HIIMX CTPYKTYPHHUX MiAPO3IUIiB 200
HIIIMM BHKOHABIISIM TUTBKHU 3 TMOBIJOMJICHHSIM TIPO 1€ CITYK01 KOHTPOJIIO.
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https://zakon.rada.gov.ua/laws/show/z0736-15#n1429
https://zakon.rada.gov.ua/laws/show/z0736-15#n1431

[lepemaya MOKYMEHTIB y MeEXaxX CTPYKTYpPHOTO MIiAPO3AUTYy 3AIMCHIOEThCS depe3 ocoly,
BIJIMOB1IaJIbHY 3a AUTOBOACTBO B CTPYKTYPHOMY MiApO3Aiai (cekperaps).

6. 3a BUKOHaHHS JOKYMEHTa BiJNOBIJalOTh OCOOM, 3a3HAuY€Hl Yy PO3MOPAAYOMY JOKYMEHTI,
pe3osrolii KepiBHUKA YCTaHOBH, Ta MPAIIBHUKH, SIKUM 0€3MOCepeaHbO TOPYIEHO BUKOHAHHSI.

I'onoBHMIt BUKOHAaBCIIb opraHisoBye pO6OTy CHiBBI/IKOHaBHiB, 30Kp€Ma BH3HA4Ya€ CTPOKH
noJaHHA HUMHA HpOHOBHHifI, 0(0)0)201(0) 4 HiIII‘OTOBKI/I, IMOTO/IPKCHHS ITPOCKTY JOKYMCHTA.

CmiBBHKOHABIII BiJIMOBIJAIOTH 3a IMJTOTOBKY Ha HAJEKHOMY DIiBHI Ta CBOEYACHE ITOJAHHS
rOJIOBHOMY BUKOHABIIIO IIPOTIO3UIIiH. Y pa3i HECBOE€YACHOTO MTOIAHHS MPOMO3HULIIH CITIBBUKOHABLISIMU
rOJIOBHUI BUKOHABELlb 1HPOPMYE MPO 11€ KEPIBHUKA, IKUW HAJaB TOPYyUEHHS.

7. BukoHaHHsSI TOKyMEHTa mependadae 30MpaHHsS Ta OMpalOBaHHS HEoOXinHOI iH(opMarlii,
MIArOTOBKY MPOEKTY BIAMOBI/I1 HA JOKYMEHT Y HOBOTO JOKYMEHTA, HOT0 0(pOPMIIEHHS, Y3TO/DKCHHS,
MTOJAAHHS JUIS TiIMMCaHHS (3aTBEPHKCHHS ) KEPIBHUKOBI YCTAHOBH, Y JICSIKUX BUIAIKaX - KEPIBHUKOB1
CTPYKTYPHOTO MiIPO3LTY, @ TAKOXK Y pa3i moTpedu - MArOTOBKY Ui MepecUIaHHs aipecary.

8. IlpamiBHMK, BIANOBIJAIBHUI 32 BUKOHAHHS JOKyMEHTA, Y pa3i BIAMYCTKH, BIIPSIKCHHSI,
3BUIBHEHHS 3000B’SA3aHM TiepenaTd I1HIIOMY TMPAIliBHUKOBI 3a TIOTO/KEHHSM 31  CBOIM
Oe3mocepeIHiM KepiBHUKOM YCi HEBUKOHAHI JOKYMEHTH Ta MOiH(OPMYBATH CITY>KO0Y KOHTPOJIIO PO
nepegady JOKyMEHTIB, BUKOHAHHS SIKUX MepeOyBae Ha KOHTPOI, IHIIOMY BUKOHABIIEBI.

5. Opranizauiss KOHTPOJIIO 32 BUKOHAHHSM /IOKYMEHTIB

1. KoHTpoJIb 32 BUKOHAHHSM JOKYMEHTIB 31HCHIOETHCS 3 METOIO 3a0€3MIEUCHHS CBOEYACHOTO Ta
HaJIE)KHOTO 1X BUKOHAHHS.

OO00B’A3KOBO KOHTPOJIIOETHCS BUKOHAHHS 3aBJaHb, Mepe0aYeHNX B aKTaX OpraHiB Jep:KaBHOI
BIIQJIM, OpraHiB Biaaun ABTOHOMHOI PecryOnmiku KpuM Ta JOpYydYeHHSX BUINUX TOCAIOBHX OCiO,
HaJaHHS BIJIOB1/IEH Ha 3alIUTH, 3BEpHEHHS, a TAKOXK Ha KopecnoHeH1io BepxoBHoi Panu Ykpainu,
Anminictpanii Ilpesunenta Ykpainu, KaGinery MinicTpiB Ykpainu, po3mopsadi JOKyMEHTH Ta
JIOpYYEHHS KePIBHUIITBA YCTAHOBH, PIIICHHS KOJETIATHHOT'O OpraHy yCTaHOBH, 3alIUTH Ha MyOIiuHy
1H(opMaIliio.

2. Opranizailiro KOHTPOJIIO 32 BUKOHAHHSM 3aBJaHb, BU3HAYCHUX B aKTaX OPTaHiB JIEP)KaBHOI
BJIaJM, opraHiB Biaau ABToHOMHOI PecnyOnmiku KpuM Ta AOpydeHHSIX BHIIMX MOCAZAOBHUX OCiO,
3MIMCHIOE TIEPIIMH 3aCTYNMHHK a00 3aCTYITHUK KEpIBHUKA YCTAaHOBHM BIJMOBITHO 1O PO3MOJILITY
(byHKIIOHATBHUX 000B’S3KIB.

besnocepenHiii KOHTPOJIb 32 BUKOHAHHSM JIOKYMEHTIB MOKJIAJAETHCS Ha CIIY>KOY J1710BOJICTBA
a00 ciry>k0y KOHTPOJIIO - CIICIIaJIbHHH ITiIp0o311 a00 MocaaoBy 0co0y, BiANOBIAIbHY 3a 3AIMCHEHHS
KOHTPOJTIO.

VY CcTpyKTYpHHUX MiApo37iiax Oe3rnocepeqHiii KOHTPOIb 32 BUKOHAHHSIM JIOKYMEHTIB 3M1HCHIOE
ocoba, BIAMOBIAaIbHA 3a I1JIOBOACTBO.

3. TUMOBI CTPOKM BUKOHAHHS JIOKYMEHTIB BCTAHOBJIIOKOTHCS HOPMATHBHO-TIPABOBHUMH aKTaMH,
a 1HIMBITyalbHI - PO3MOPSAYUM JOKYMEHTOM YCTaHOBHU 200 PE30IIIOIIEI0 KePIBHUKA (CTPYKTYPHOTO
MiIPO3ILTY).

4. CTpoKM BHMKOHAHHS BHYTPILIHIX JOKYMEHTIB OOYMCIIOIOTHCS B KaJICHIAPHUX JHSAX,
MOYMHAIOYY 3 IaTH MiJIHCaHHs (peecTparllii), a BXITHUX - 3 JaTH HaJIXO/KEHHA (peecTpartii).

SIKIo octaHHIN A€Hb CTPOKY BUKOHAHHS JOKYMEHTA MPUMANae Ha HepoOOUni AeHb, OCTaHHIM
JTHEM CTPOKY BUKOHAHHS JIOKYMEHTA BBKAETHCS MEPIINA poOOUMiA IeHB MicIs HEpOOOUOTo JIHS.

5. JIokyMeHT, B IKOMY HE 3a3HAa4€HO CTPOK BUKOHAHHSI, TOBUHEH OyTH BUKOHAHUI HE Mi3HIIIE
HiK 32 30 KaJleHIapHUX JIHIB 3 MOMEHTY HOro peecTpailii B yCTaHOBI, 10 SKOi HaJIWIIOB JOKYMEHT.

3aB/aHHsA, BU3ZHAUEHE Y CIIy>)KOOBOMY JIOKYMEHT1, BAKOHYETHCSl Y BCTAHOBJIEHUN CTPOK.



Skmo 3aBnaHHS NOTpeOy€e TEPMiHOBOTO BUKOHAHHS, 0OOB’SI3KOBO 3a3HAYAETHCS KOHKPETHUH
KIHIIEBUN CTPOK BUKOHAHHS.

6. CiiBBUKOHABIII 3000B’s13aH1 MMOAaBATH MPONO3HIIIi TOIOBHOMY BUKOHABLIIO MPOTATOM IMEPIIOT
TIOJIOBHHU CTPOKY, BiJIBEACHOTO IS BUKOHAHHS JOPYYCHHS, 3aBJIaHHS.

7. InauBinyanbHUN CTPOK BHKOHAHHS JOKYMEHTa MOXKE OYTH 3MIHGHHWH JIMIIE 3a BKa3iBKOIO
MOCaI0BOI 0COOM, sIKa MOT0 BCTAHOBHIIA, a Y pa3i ii BIICYTHOCTI - MOCaI0BOT 0cobu, sika ii 3aMilae.

VY pa3i moTpeOu CTPOK BHKOHAHHS JOKYMEHTa MOKe OyTH IPOJOBXKEHO 3a OOIpyHTOBAaHUM
MPOXaHHSIM BUKOHABISA, SIKE TMOMAETHCS HE TMI3HINIE HIK 3a TPU POOOYMX MHI 0 3aKiHYCHHS
BCTAHOBJICHOI'O CTPOKY, a IMOJO JAOKYMEHTa, B SKOMY HE 3a3HAYCHO CTPOK, - OO0 3aKiHUYCHHS
TPUALSATHICHHOTO CTPOKY BiJl IaTH HOTO PEECTpAIlii.

V pasi 3MIHU CTPOKIB BUKOHAHHS MTPOCTABISIOTHCS HOBHM CTPOK, Jara 1 miamuc. Bigmoimgai
3MIHU BHOCSITBCS JIO PEECTPALITHO-KOHTPOIBHOT KAPTKU a00 0aHKY PEECTPALIMHUX JTAaHUX.

8. B3saTTa MOKyMeHTa Ha KOHTPOJIb 3IHCHIOETHCS Ha MiACTaBi Pe30JIOIil KepiBHUKA YCTAaHOBU
a00 HOTO 3aCTYITHUKIB.

KoHTpomb 32 BUKOHAHHSM JIOKYMEHTIB BKJIIOUAE B3ATTS JOKYMEHTIB Ha KOHTPOJIb, BU3HAUCHHS
$bop™M 1 METOIB KOHTPOJIIO, TIEPEBIPKY X0y CBOEYACHOTO JOBEICHHS JIOKYMEHTIB /10 BUKOHABIIIB,
KOHTPOJb 33 CTAHOM BUKOHAHHS, 3HATTS JOKYMEHTIB 3 KOHTPOJIIO, HAlpaBJIEHHS BHKOHAHOIO
JOKyMEHTa JI0 CIpaBd, OOJIK, y3arajJbHEHHA Ta aHalli3 pPe3yJbTaTiB BUKOHAHHS JOKYMEHTIB,
1H(GOpMyBaHHS KEPIBHUIITBA MPO X1J] Ta pe3yIbTaTH iX BUKOHAHHS.

9. KoHTposib 3a BHUKOHAHHSM JIOKYMEHTIB 3/IMCHIOETBCS 3a JONOMOIOI0 pPEeCTpalliiiHO-
KOHTPOJIBHOI KapTKK a00 aBTOMAaTU30BaHO1 iH(pOpMaLiiHOI cucteMu (0a3u TaHMX).

PeectpaniiiHO-KOHTPOJIBHI KAPTKH JOKYMEHTIB, 110 Mepe0yBaioTh Ha KOHTPOJI, TPYHNYIOThCS B
KapTOTelll 32 CTPOKAMH BHKOHAHHS JOKYMEHTIB BHKOHABLSAMHU a00 KOPECIOHIEHTAMH, TPyIaMH
JIOKYMEHTIB (HaKa3u KepiBHUKA, JOPYUYEHHS BUIIMX OPTaHiB BJIaJU, PIIIEHHS KOJET1i TOLIO).

3 JApyrux TpPUMIPHUKIB PEECTPallifHO-KOHTPOIBHOI KapTKH (OPMYIOThCS KOHTPOJIBbHI
KapTOTEKH B CTPYKTYPHHX MIAPO3IisIax.

Ha oguH KOHTpONILOBAaHUH TOKYMEHT MOKE OYTH 3aBEJIEHO KiIbKa pPEeCTPaIifHO-KOHTPOILHUX
KapTOK, KUTBbKICTh SKHX BU3HAYAETHCS 3aJICKHO BiJ] KUTBKOCTI BUKOHABI(IB a00 CTPOKIB BUKOHAHHS
OKpPEMHX 3aBJ/IaHb, 3a3HAUYCHUX Y JOKYMEHTI.

V pasi AKI0 BU3HAYCHO KiJIbKa BUKOHABIIIB, aji¢ BiANOBITAIBHICTh MOKIAJAETHCS HA OJTHOTO 3
HUX, PEECTpaIlifHO-KOHTPOJIbHA KapTKa CKIIAAETHCS TIILKHA HA BIAMOBIAAIBHOTO BUKOHABIIS.

10. dani npo Xijx BUKOHAHHS JOKyMEHTa, OJIep KaHi IIJITXOM 3amuTy 1o Tenedony ado mig dac
MepeBipKd  POOOTH CTPYKTYPHOTO MIiAPO3AUTY - BHKOHABIS, BHOCATHCS O PEECTpaIiiHo-
KOHTPOJIbHOI KapTku y Tpady «KonTponbHi BimmiTku». [Ipm mpoMmy mnomepeaHi 3amucu He
3aKPECIIIOIOTHCA.

11. ABTOMAaTH30BaHUN KOHTPOJb 33 BUKOHAHHSM JOKYMEHTIB 3IIACHIOETHCS 3a JTOTIOMOTOIO
CHelialTbHUX KOMIT FOTEPHUX IMporpaM ado € CKIaJOBOK CHCTEMH aBTOMATH3allii JUIOBOACTBA YU
CHCTEMH EJIEKTPOHHOTO IOKYMEHTOOOITy.

12. KoHTposb 32 X0JJOM BUKOHAHHS JIOKYMEHTIB 3/IHCHIOETbCSA Ha BCIX €Tarax MpOXOKEHHS
JOKYMEHTa JI0 3aKiHYE€HHS CTPOKY HOTO BUKOHAHHS (IONEPEHKYBAIBHUN KOHTPOJIb 33 JOITOMOTOI0
HaraJyBaHb) y MOPSAKY, BU3HAYEHOMY 1HCTPYKIIIEIO 3 AUTOBOJICTBA YCTAHOBH.

13. ITicns BUKOHAHHS TOKYMEHT 3HIMAETHCSI 3 KOHTPOITIO. JIOKYMEHTH BBXKAIOTHCSI BAKOHAHUMU
1 3HIMAIOTBHCS 3 KOHTPOJIIO IMCJs BUKOHAHHS 3aBJaHb, 3aIUTIB, MOBIAOMJICHHS PO pe3yJbTaTh
3alHTEPECOBAHUM YCTAaHOBAM 1 0co0aM a0o ITiCIIs 1HIIIOTO MiATBEP/HKCHHS BUKOHAHHS.

3HATH JOKYMEHT 3 KOHTPOJIIO MOXE TITbKM KEPIBHHK YCTAaHOBHM, WOTO 3acCTYIHUKH, SKi
BCTaHOBWJIM KOHTPOJIBHHI CTPOK y Pe30JIIoIIii, a00 3a X JOpYy4YeHHSIM CIIy)0a IUTOBOACTBA (CTyk0a



KOHTPOJII0). JIOKYMEHTH 3 TUIIOBHMH CTPOKAMH BUKOHAHHS 3HIMAIOTHCS 3 KOHTPOJIIO 3a PIIICHHSIM
CITy>OH IIJTOBOJICTBA (CITY>XKOU KOHTPOJTIO).

JlaHi mMpo BHKOHAHHS JIOKYMEHTA 1 3HATTS HOro 3 KOHTPOJIO BHOCATBHCS JO PEECTpalliifHO-
KOHTPOJIBHOI KapTKH.

JlHeM BUKOHAHHS 3aBJlaHb, BU3HAYCHHX B aKTax OpraHiB JIEp>KaBHOI BIaJW, OpraHiB Biaau
ABtoHOMHOI PecryOniku Kpum 1 JopydeHHSX BUIIMX IOCAIOBUX 0Ci0, Ta BUKOHAHHS 3aIlHTiB,
3BEpPHEHb, a TAKOXX KopecnoHjeHIii BepxoBHoi Pamm Ykpainu BBakaeThbCsl J€Hb peecTparlii B
YCTaHOBI BUXIIHUX JJOKYMEHTIB IIPO BUKOHAHHS 3aBJ/IaHb.

BukoHaHi JOKYMEHTH IMOJAIOTHCS Ha MiANMHC KEPIBHUIITBA HE MEHII SK 3a OJAWH JIEHb 0
3aKiHYEHHS CTPOKY iX BUKOHAHHS 3 METOIO 3QJIMIICHHS IIEBHOTO yacy Ha iX JOOMpAIfOBaHHS 3a
pillIEHHSM KEepiBHHUIITBA.

CTpoku mMOJaHHS JOKYMEHTIB, IO mepeOyBalOTh HAa KOHTPOJi, Ha IMAMKC KEPIBHUIITBY
BCTaHOBJIIOIOTHCS B IHCTPYKIIii 3 AUTOBOJICTBA YCTAHOBH.

14. Tudopmartis mpo pe3ysIbTaTh BUKOHAHHS B3SITHX Ha KOHTPOJIb JJOKYMEHTIB y3arajbHIOEThCSI
CTaHOM Ha IEPIIe YUCIIO KOKHOTO MICAI 1 TOAA€ThCS KEPIBHUIITBY YCTAHOBHU Y BUTIIAI 3BE/ICHD
PO BUKOHAHHS JOKYMEHTIB 32 BU3HAYEHOIO B YCTaHOBI (hOpPMOIO.

ABTOMAaTHU30BaHMI KOHTPOJb 33 BUKOHAHHSAM JIOKYMEHTIB Tiependadae aBTOMATHYHE
(dbopMyBaHHS BIJOMOCTEH MPO iX BUKOHAHHSI.

6. IngopmaniiiHo-10BiIKOBa po00Ta 3 JIOKYMEHTAMM

1. TIadopmariiiino-noBinkoBa podOTa 3 JOKyMEHTAaMH TIOJISATa€ B TIONIYKY HEOOXITHUX
JIOKYMEHTIB 3 BUKOPUCTaHHSIM PEECTPAIITHO-KOHTPOIBHUX KapTOK a00 aBTOMAaTH30BAaHUX OaHKIB
peecTpariitHiux JaHuX.

2. Y pa3i BUKOPUCTAHHS KapTKOBOI (hOpMH peecTparii JOKyMEHTIB IPYKY€EThCS HEoOXiaHa
KUIBKICTh PeeCTPaLlifHO-KOHTPOJIBHHUX KapTOK, 3 IKUX CKJIAIal0THCSl CAMOCTINHHI KapTOTEKH.

KinbkicTh KapTOTEK B yCTaHOBI BHM3HAYAEThCS 3 YypaxyBaHHSAM PIBHS IIEHTpasizarii
peecTpamiiiHuX 1 MOIIYKOBHUX OIEpalii, a TAKOK KOHKPETHUX YMOB JisSTIbHOCT] YCTaHOBH.

Jns  migBumieHHsT eQEeKTUBHOCTI POOOTH TOIIYKOBOI CHCTEMH CIY>KO00I0 JUIOBOJICTBA
pO3pobIstoThCA  KiacudiKalliifHi TOBIAHUKU (BUAIB JOKYMEHTIB, KOPECIOHICHTIB, BUKOHABIIiB
TOIIO).

3. V pasi 3anpoBa/KCHHS CHCTEMH aBTOMATH3allii JUJIOBOACTBA a00 CHCTEMH EJIEKTPOHHOTO
JIOKyMEHTOOOITY IMOITYK KOHKPETHOT'O JJOKYMEHTA 3/IIMCHIOETHCS 32 PEKBI3UTaMM (3arojI0BOK, Ha3Ba
BHJTy IOKyMEHTA, JIaTa MIPUHHATTS, HOMEp JTOKYMEHTa, aBTOP JOKYMEHTa TOII0) a00 32 KOHTEKCTOM
(x1r0uoBe citoBO a00 (hpaza). [TonrykoBuit 3amuT MoXxe MaTH Oy/b-Ky KOMOIHAIIIFO PEKBI3UTIB.

7. llopsiioK ONpPaIIOBAHHS TA HAACUIAHHA BUXIIHUX JOKYMEHTIB

1. BuxigHi JOKYMEHTH HAJCHIAIOTHCS aJpecaraM 3 BHKOPUCTAHHSM 3aCO0iB IOIITOBOTO
3B’SI3KY, €JIEKTPO3B SA3KY, a TAKOXK JIOCTABJISIOTHCS KYp €PChKOI0, (PETb/I’ erepChKOI0 CITyKOaMH.

OmnparroBanHsi JOKYMEHTIB JUISl BIATIPABICHHS MOIITOBUM 3B’SI3KOM 3I1HCHIOETHCS CITY>KOOI0
JIITOBOJICTBA YCTAHOBH BiIOBITHO 0 IIpaBWir HalaHHS OCIYT MOMITOBOTO 3B’ 3Ky, 3aTBEPHKEHUX
nocranoBoro Kabinery MinictpiB Ykpainu Big 05 6epesns 2009 poxy Ne 270 (i3 3miHaMn).

{A63ay mpemit nynkmy 1 enasu 7 posoiny Il suxnioueno na niocmaesi Haxasy Minicmepcmea
rocmuyii Ne 1827/5 6io 12.06.2018}

{Ab3ay uyemeepmuu nynkmy 1 enasu 7 poszdiny Il euxmoueno na niocmasi Haka3y
Minicmepcmea rocmuyii Ne 1827/5 6io 12.06.2018}



https://zakon.rada.gov.ua/laws/show/270-2009-%D0%BF#n11
https://zakon.rada.gov.ua/laws/show/z0721-18#n57
https://zakon.rada.gov.ua/laws/show/z0721-18#n57

Bumu nokymeHTiB, iHpoOpMaIis 3 SIKAX TEPeJaEThCsl KaHATAMH EIIEKTPO3B’SI3Ky, a TaKOXK
HEOOXITHICTD 1 MOPSAOK HAACUIIAHHS aJpecaToBl iX OpUTIHATY B TManepoBiid (GopMi BUZHAYAOTHCS
THCTPYKITI€IO 3 JUTOBOJICTBA YCTAHOBH 3 YpaXyBaHHSIM HAsBHUX B YCTAHOBI TEXHIYHHX 1 IPOTPAMHHX
3aco0iB.

2. Indopwmarriitai, TenekoMyHIKariitHi Ta iHPOPMAIITHO-TETIEKOMYHIKaIlIifHI CUCTeMH TTOBUHHI
3a0e3neuyBaTi 3aXHUCT BiJI HECAHKI[IOHOBAHUX Mii, SKI MOXYTh NPH3BECTH JI0 BHIAJKOBUX ab0
YMHUCHHX 3MiH 9H 3HUIICHHS iH(QOpMarii.

3. BuximHi JOKyMEHTH ONpAIbOBYIOTHCS 1 HAJICHJIAIOTHCS IICHTPATI30BaHO B JICHb IX
HAJXOJDKCHHS BiJ] CTPYKTYpPHUX IiIPO3JLTiB - BUKOHABIIIB a00 HE Mi3HINIE HACTYMHOrOo poOoYoro
JTHSL.

He nomyckaetbcsi HancuimaHHs a0o Tepegada JOKYMEHTIB 0e3 X peecTpartii y ciyx0i
IJIOBOJICTBA.

4. ITig yac mpuiiMaHHA BiJ] BUKOHABIIIB BUX1JTHUX JOKYMEHTIB MPAIliBHUKY CITYKOU ALTOBOJICTBA
3000B’s13aH1 IEPEBIPUTH:

MPaBWIbHICTE OOPMIICHHS JOKYMEHTA (CKJIaJ 1 pO3MIIIEHHS B HbOMY BCIX PEKBI3UTIB);
HAsIBHICTH 1 MPaBUJIbHICTh 3a3HAYEHHSI aJIPECH;

HasBHICTh Ha JIOKyMEHTI BIIMITKH MPO JOJATKU;

HasBHICTh yCiX HEOOXI1THUX MiAMUCIB HAa JJOKYMEHTI Ta J0JaTKax JI0 HbOTO;

HasIBHICTD Bi3 Ha KOIIii BUXiTHOT'O JOKYMEHTA, 110 3aJIMIIAE€THCS Y ClpaBax yCTaHOBU;
HasBHICTh 1 TOBHOTY JI0JIaTKiB;

BiJIIOBITHICT KITBKOCTI IMPUMIPHHKIB KUIBKOCTI aJipecariB.

5. IoKkyMeHTH, 1110 HaICUJIal0THCS OTHOYACHO OJTHOMY 1 TOMY CaMOMY aJIpecaToBl, BKJIAAAI0ThCs
B OJIMH KOHBePT (yrnakyBaHHs). Ha KoHBepTi 3a3Ha4aeThCs ajpeca, 3a He0OX1IHOCTI TPOCTABISIOTHCS
peecTpalliiiHi iHIeKCH BCIX TOKYMEHTIB, SIK1 MICTSTHCSl Y KOHBEPTI.

JIOKyMEHTH, IO JOCTaBJSIOTHCS (HEIbJ’ ErepChKOI0 CITY)KO00, NEPEaaloThCs ajapecaTaM ITijl
MINUC Y BIAMOBIAHIN KHU3I.

6. JlocumanHs abo 3aMiHa pO3iCIAHOTO paHille AOKYMEHTa 3AIMCHIOETHCA 33 BKa3iBKOIO
M0CaZ0BOi 0cO0OH, sIKa Mimucaia JOKyMeHT, a00 KepiBHHUKA CITy>KOH JIITOBOJICTBA.

7. CTpyKTypHI MigpO3aUId Ta OKpeMi BUKOHABII 3000B’s3aH1 MepeiaBaTu BUXIIHI JOKYMEHTH
Ta IHII TIOMITOBI BIANPABICHHS JO CIYXKOM MIUTOBOJCTBA Yy TOJIWHHU, BCTAHOBJICHI IS I[HOTO
IHCTPYKITIEIO 3 ILJTIOBOJICTBA YCTAHOBH.

IV. CucremaTu3anisi Ta 30epiranusi J0KyMeHTIB y JLJ10BOACTBI
1. CxknajaHHA HOMEHKJIATYPH CIIPaB

1. Homenknatypa copaB Mpu3HaueHa sl BCTAHOBJIGHHS B YCTAHOBI €IMHOTO MOPSAKY
(dbopMyBaHHS CIpaB HE3aJlIeKHO Bix ¢dopMmu Hocis iH(opMallii, 3a0e3lmeueHHs iX O0OJIKY,
OTIePaTUBHOTO TOIMIYKY JOKYMEHTIB 3a X 3MICTOM 1 BHJIOM, BU3HAYECHHS CTPOKIB 30€piraHHs CIpas i
€ OCHOBOIO JIJIS CKJIQJIaHHS ONMCIB CIPaB MMOCTIHHOrO Ta TpuBanoro (moHan 10 pokis) 30epiranus, a
TaKOX JJIs1 00JIiKy cripaB TUMYacoBOro (710 10 pokiB BKIIIOYHO) 30epiraHHs.

3akpinieHa B HOMEHKIIaTypi CXeMa CUCTeMaTH3alliil CripaB BUKOPUCTOBY€ETHCS IIPU PO3POOIICHHI
CXEMH KapTOTEKU Ha BUKOHAHI JIOKyMCHTH.

2. IcHyI0Th Taki BUAM HOMEHKJIATYp CIIpaB: THUIIOBA, IPUMipHA, HOMEHKJIATypa CIIPaB YCTaHOBH,
HOMEHKJIaTypa CIIpaB CTPYKTYPHOTO MiAPO3 LY.



TunoBi abo mNpUMiIpHI HOMEHKJIATYPH CIpaB pPO3POOJSIOTH OpPTaHW BHILOTO PIBHS U
M1JBIAOMYMX YCTaHOB 3 METOIO yHI(IKaIlii CKJIaay CIpaB Ta CTPOKIB iX 30epiraHHs.

TumnoBa HOMEHKIATypa BCTAaHOBIIOE THIOBHH CKJIaJ CHOpaB i YCTAaHOB, OJHOPITHUX 3a
XapaKkTepPOM JiSUTBHOCTI, OJTHAKOBOIO CTPYKTYPOIO, 3 €MHOI0 CHCTEMOIO 1HIeKcaIlii KOXKHOI CripaBu
1 € HOpMaTUBHUM aKTOM.

[TpumipHa HOMEHKIATypa CIpaB YCTAHOBIIOE TIPUMIPHUN CKJIAJ CIpaB Ui YCTAHOB,
OJIHOPIIHMX 3a XapaKTepOM [isUTbHOCTI, aj€ PIi3HUX 3a CTPYKTYpOr, 1 Ma€e peKOMEHIAIliiHuN
XapakTep.

Crtpoku 30epiraHHs cIpaB, nepeadadeHi THUIIOBOK ab0 MPHUMIPHOK HOMEKJIATYpOIO CIIpaB,
MEPEHOCITRLCS 0 HOMEHKIIATyPH CIIPaB YCTAaHOBU O€3 3MiH.

3. [IpumipHi Ta TUIIOBI HOMEHKJIATYPH CIIpaB, PO3pOOJICHI IEHTPATbHUMHU OpPraHaMH BIIAJIH,
IHITUMU  TIEHTPAIPHUMHU yCTAaHOBAaMH, CXBAIIOIOTHCS EKCIepTHOH KoMiciero (mami -  EK)
BIJIOBIIHOTO OpraHy BHUIIOTO PiBHSA, PO3TIISIAIOTHCS BiAMOBIAHO 70 3aKOHOJaBCTBa L{eHTpanpHOIO
eKCIepTHO-TIepeBipHO0 Komiciero (mami - LEIK) JlepxkaBHOoi apxiBHOI ciyxOu (mam -
YkpaepskapxiB) Ta 3aTBEPIKYIOThCS 1X KEPIBHUKAMH.

[TpumipHi Ta THIIOBI HOMEHKIIATYPH CIIpaB, PO3pPOOJICHI MICIICBUMHU OpraHaMH BIIAJH, THIIUMU
yCTaHOBaMHU OOJIaCHOTO PIBHSI JJISl OJHOPITHUX 32 XapaKTepOM MisUIbHOCTI MIABIAOMYHMX YCTaHOB,
MOTO/KYIOTHCSI €KCIIEpTHO-TIepeBipHOI0 KoMiciero (nam - EIIK) BiamoBigHOro AepKaBHOTO apXiBY
Ta 3aTBEPKYIOTHCS X KEPIBHUKAMH.

4. He3anexxHo BiJl HaIBHOCTI THUIIOBOI YM MPHUMIPHOT HOMEHKJIATYpU CHpPaB KO>KHA yCTaHOBA
MOBUHHA MaTH BJIAaCHY HOMEHKIIATYypy CIIpaB.

5. Howmenkmarypa cmpaB ycTaHOBU (3BeJcHA HOMEHKIATypa) CKIAAEThCA CIYXKOOI0
JIOBOJACTBA. MeToquuHa JOMOMOTa Y CKIaJaHHI HOMEHKIATYpH CIpaB HANAEThCS apXiBOM
yCTaHOBHU (TI0CATI0BOIO 0COOOI0, BiIMOBIAATBLHOO 32 apXiB).

6. Ilin yac cknagaHHsS HOMEHKIJIATypH CIIpaB YCTAHOBH BHKOPUCTOBYETHCS CTPYKTYpHHH abo
(byHKUIIOHATBHUM TPUHLMUT 11 TOOY10BH.

CTpyKTYpHHIA PUHIIAIT BUKOPUCTOBYETHCS B pa3i YITKO BCTAHOBJICHOI CTPYKTYPH YCTaHOBH.
Pozainamu B Takiii HOMEHKJIATYpi CIIpaB € HAMMEHYBaHHS CTPYKTYPHUX IMiIPO3ALTIB (KaHIEIApis,
OpraHi3ariiHui BiIiJI, TUIAHOBUH BiJUIUT, BIUIUT MAPKETUHTY Ta 30yTy IpoAyKiii Tomo). [Ipu mbomy
MEPIINM PO3/IIJIOM HOMEHKJIATYPH 3a3HAYa€ThCs CIIY)K0a JUJTOBOACTBA, HACTYITHUMH PO3JiIaMu -
CTPYKTYpPHI MIAPO3 T, Y TOMY YHUCIIi BIIOKPEMIICHI CTPYKTYPHI MiAPO3/1/IA YCTAaHOBH, 10 HE MAIOTh
CTaTyCy HOPUAMYHOI OCOOH, Y IMOCIIJOBHOCTI 3TiJHO 31 IITaTHUM PO3IUCOM YH Kiach(diKaTopoM
CTPYKTYPHUX IMIJIPO3/UTIB, a HANPHUKIHII 3a3HAYalOThCS CIPABU TOCTIMHO 1 TUMYACOBO JIFOYHMX
KOJIET1aJIbHUX OpraHiB YCTaHOBU (KOJIETiH, paj, KOMICIi, TBOPUMX Py TOILO).

V pasi po3noaity oCHOBHUX (YHKI[IH (HampsIMIB ISJIHOCT1) Y 0€3CTPYKTYpPHIM yCTaHOBI MIX ii
MpaliBHUKAaMU BUKOPHUCTOBYETbCA (DYHKIIOHAIBHUN MPUHLUI MOOYAOBH HOMEHKJIATYypU CIIPaB.
Po3minu 1 migpo3Aiii HOMEHKJIATYpU CIIpaB yCTaHOBU, MOOYAOBAaHOI 3a TaKUM IMPUHITUTIOM,
B1J100OpakatoTh i1 PyHKII] Ta HAIPSIMU JISUIBHOCTI 1 PO3MILLYIOTHCSI Y HOMEHKIIATYp1 3a CTYHEHIMU
iX BayKIMBOCTI (OpraHi3ailis poO0OTH, TUTaHyBaHHS, (iHAHCYBaHHS, IIPOTHO3YBAHHS TOIIIO).

Y pasi BUpPOOHWYOI MOTpeOM MOXKIWBE TOEIHAHHS CTPYKTYpPHOTO Ta (DYHKIIIOHAIBHOTO
MPUHIIMITB TMOO0YI0BH HOMEHKIIATYPH CIIPaB.

7. Ilig wac po3poOIeHHsT HOMEHKIIATYPH CIIpaB YCTaHOBH, KPiM 3BEICHHS HOMEHKIIATYp CIIpaB
CTPYKTYPHUX MIJIPO3JLTIB, 3 METOIO OUIbII MOBHOTO OXOIUIEHHSI TOKYMEHTOOOITY BHUBYAETHCS Ta
aHaII3y€eThCS ISUTBHICTh YCTAHOBHU B ITIoMY. [Ipy 11bOMY BUKOPUCTOBYIOTHCS TIOJIOKEHHS (CTATyTH)
PO YCTAHOBY Ta 1l CTPYKTYPHI MiAPO3UIN; IITATHI PO3MUCH; TUTIOBI 200 MPUMIpHI HOMEHKIIATYpHU
CIpaB; HOMEHKJIATypu Ta OIKCU CHOpaB 3a MHUHYJl pOKH; KiIacu(ikaTopu AOKYMEHTIB 1
KOPECIIOH/ICHTIB; peeCTpalliiiHO-001KOBI Ta KOHTPOJIbHI KAPTOTEKH; TUIIOBHIA Ta Tay3eBl MEpeiku



BHJIIB JIOKYMEHTIB 13 3a3HAYCHHSM CTPOKIB iX 30epiraHHs, a TaKOX ypaxOBYIOThCS 3aBIaHHS
YCTaHOBU Ha HACTYIHUH PIK.

8. HomeHkIaTypa cripaB CTPYKTYPHOTO MiAPO3IUTy po3poOisieThes He Mi3Hime 15 mucromana
MMOTOYHOT'O POKY TTOCAIOBOIO 0COOO00, BIIIOBIIATBHOIO 32 IUTOBOJICTBO Y CTPYKTYPHOMY TTiIPO3 LI,
Ha TIJCTaBl BUBYECHHS JMOKYMEHTIB 3 YCIX MHUTaHb MOTO ISTILHOCTI 13 3ajdydeHHsSM (axiBIliB, SKi
MPalIOIOTh Yy MIIPO3ALT, MiAMUCYEThCSI KEPIBHUKOM CTPYKTYPHOTO MiJIPO3JALTY Ta BI3YETHCS
KEpIBHUKOM apXiBy YCTaHOBH (TI0CaI0OBOIO 0CO00I0, BiIMOBIJAIEHOIO 32 apXiB).

9. YV HOMeHKJaTypi cripaB nepeadayaroThCs 3ar0JI0BKH CIIpaB AJis TPYIMYBaHHS JOKYMEHTIB, 110
BiJIOMBAIOTh YC1 JOKYMEHTOBAHI IUISHKY 1 TUTAHHS JISUTBHOCTI YCTaHOBH, a TAKOXK:

HE 3aKiHYeHI B JUIOBOACTBI CHpaBW, IO HAMIMILIMA BiJl yCTaHOB-TIOTICPEIHUKIB M iX
MIPOJIOBXKEHHS, Y TOMY YHUCII PEECTPAIiifHO-I0BIIKOBI Ta KOHTPOJIbHI KapTOTEKH, HOMEHKIIATypH
CIIpaB;

CIPaBH 3 MHUTaHb, BUPILICHHS SKUX TPUBA€E OUIbIIE OJHOTO POKY ab0 sSIKi BEAYyTHCS BIPOIOBK
JIEKITPKOX POKIB (TIEpeXifHi CIpaBH), MO0 BHOCATHCA O HOMCHKJIATYPH CIIPaB KOXKHOTO POKY
BIPOJIOB)K BCHOTO CTPOKY 1X BUPIIICHHS a00 BEJACHHS;

CIpaBU MOCTIMHO AIIOYMX KOJETIaTbHUX OpraHiB (KOJETiH, paJ, KOMICii{, TBOPUYUX IPyH TOILO);

CIpaBM THUMYAcCOBO JIIIOYMX OpraHiB, JOKYMEHTH SKHUX € IPaBOBOIO IIICTABOIO JUIA
MiATBEP/UKCHHS NOBHOBA)XEHb YCTAaHOBM a00 MPHUNHMHEHHS 1i OISUIBHOCTI (HANPHUKIAJ CIPaBH
JKBIAAMIHOT KOMICIT).

10. /lo HOMEHKIAaTypH CIIpaB BKIIOYAIOTHCA, SIK IPABUIIO, OPUTIHAIM JOKYMEHTIB. 3a pillleHHSAM
EK ycTaHOBHM 10 HOMEHKJIATYpH CIIPaB MOXKYTh BKJIIOYATUCS KOMil THPAKOBAHUX JOKYMEHTIB, IO

HaKOIMHUYYIOTHCS B CTPYKTYPHUX MiAPO3/iaax (po3mopsiadi JOKYMEHTH, TIOJI0KEHHS PO CTPYKTYPHI
MiAPO3/UTH, TTOCaI0B1 IHCTPYKIIii TOIIIO).

11. o HOMEHKJIaTypH CHpaB HE BKIIOYAIOTHCS IPYKOBaHI BUAAHHS, TOBIAHUKH (Y TOMY YMCH1
tenedoHH1), OrosIeTeHl, pedepaTUBHI KypHAIIH, eKCIIpec-iHpopMaIris.

12. HomeHknarypa cmpaB yCTaHOBU (3BEJCHA) CKJIAJA€ThCcs 3a YHI(pIKOBaHOK (opmoro,
HaBeJqeHO B mojmatky 10 mo mux [IpaBmi, Ha migctaBi HOMEHKIATYp CIpaB CTPYKTYPHHX
HiAPO3LTIB, pO3pOOJIEHUX 32 aHAJIOTTYHOIO (POPMOIO, HaBeeHOIO B goaaTKy 11 no mux Ilpasu.

13. HomeHknatypu crnpaB yCTaHOBH Ta ii CTPYKTYPHHUX MiIPO3AUTIB OOPMITIOIOTh TaK, SK
BHU3HAUEHO JIAIi.

V rpadi 1 mpocraBiaseTbes 1HIESKC KOXKHOI CIIpaBu. [HIEKC CIpaBH CTPYKTYPHOTO ITIPO3JILTY
CKJIAaJIa€ThCS 3 1HJAEKCY CTPYKTYPHOIO MiAPO3AUTY YCTaHOBM (3a IITaTHUM po3MUcOM abo
KIacu(iKaTopoM CTPYKTYPHHX MiJPO3ILTIB) Ta MOPSIKOBOTO HOMEPA CIIPaBU B MEXaX MiAPO3ALTY.
Hamnpukman: 05-10, ne 05 - ingexkc camocTiiiHorO0 Biauty, 10 - mopsiakoBuii Homep cripasH, ado 04.1-
08, ne 04.1 - inaexc BiAaLTy y CKiIazdl yrpasiinHs, 08 - mopsAKOBUN HOMED CIIPaBH.

VY rpady 2 BKIFOYAOTHCS 3arojIOBKH CIpaB (TOMIB, YacTHH), SKI MAlOTh YIiTKO, Y CTHCIIH
y3arajabHeHil hopmi BimoOpaxaT CKIaja 1 3MICT JOKYMEHTIB CIIPaBH.

He m03BOIs€THCS BXKMBAHHS B 3ar0JIOBKaX CIPaB HEKOHKPETHUX (DOPMYJTIIOBaHb («MaTepiainy,
«3arajibHe JIMCTYBaHHS», «BXIJHA KOPECIIOHICHIIIS», «BUXIAHA KOPECIOHIEHIIIM», «(piHAHCOBA
JIOKYMEHTAIIis)» TOII0), a TAKOK BCTABHUX CIIIB 1 CKJIQJHUX CHHTAKCUYHUX 3BOPOTIB.

[Tix gac hopmymroBaHHS 3aroJOBKIB CIIPaB BPaXOBYIOTHCA TaKi 03HAKH (hOPMYBaHHS CIIPaB, SIK
HOMIHAJIbHA, ABTOPCHKA, KOPECIOHIEHTChKA, MPEeIMETHO-NUTAIbHA, XPOHOJIOTIUHA, TeorpadivyHa.
JlokyMeHTH (OpMYIOTBCS Yy CIIpaBH Ha OCHOB1 OKPEMOi 03HAKH a00 CIOIY4YEHHS O3HAK.

3aroI0BOK CTpaBH CKIAAAETHCS 3 €JIEMEHTIB, 110 PO3MIIIYIOTHCS Y TaKii MOCIIIOBHOCTI: Ha3Ba
BHJy cCIpaBd (JUCTYBaHHsS, XypHaj, KHHra TOIINO) YM BHJY JOKYMEHTIB y cropaBi (Hakasu,
MIPOTOKOJIH, aKTHU TOII0); aBTOP JTOKYMEHTIB (HailMEHYBaHHS yCTaHOBH, CTPYKTYPHOTO ITiIPO3ILTY);
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KOPECIOHJICHT a00 ajapecaT (HailMEHYBaHHS yCTaHOBH, JI0 SKOi aJpecoBaHi ab0 Bij AKOI HaIHAIILIH
JIOKYMEHTH); CTUCIHMHA 3MICT JIOKYMEHTIB CIIpaBu (MUTaHHS, 3 AKOro (OpMyeThCs CIpaBa); Ha3Ba
periony (Tepurtopii), 3 SKMM TIOB’SI3aHMH 3MICT JOKyMEHTa; Aata (Iepiod), M0 SKOI HaleKarTh
JOKYMEHTH CIIpaBH; BKa3iBKU Ha HAsSBHICTh KON TOKYMEHTIB Y cripasi (y pa3i noTpeomu).

Sxio crpaBa CKIAAETHCS 3 PI3HUX 32 BUAAMH JTIOKYMEHTIB, MOB’3aHUX OJHUM KOHKPETHUM
MMATAHHSIM Ta TMOCTIJOBHICTIO BEJACHHS MIIOBOJACTBA (CYIOBI, CIia4i, OCOOOBI TOIO), BXXHBAIOTh
TEpMiH «crIpaBay, Hanpukiaa: «OcoboBa cpaBa [Banuenka Bonoanmupa MukomnaiioBuday.

V 3arosoBKax CIpaB, 110 MICTATh JOKYMEHTH 3 OJIHOTO MUTAHHS, HE OB’ A3aH1 MOCIII0OBHICTIO
BEJICHHS TPOILEAYP UIOBOJCTBA, BKHBAETHCS TEPMIH <«JIOKYMEHTH», a TICIs HBOTO B JIy)KKax
3a3HAYalOTbCSd OCHOBHI BHUJAM JOKYMEHTIB CIIpaBH, Hampukiaa: «JlokymeHTH (miuaHu-rpadik,
aHKeTH, JOBIJIKU TOILO) MPO MPOBEAEHHS OISy CTaHy JUIOBOJCTBA Ta apXiBHOI CIIPaBH y BUIIHX
HaBYAJIBHUX 3aKiIagax». TepMiH « JOKYMEHTH» BKUBAETHCS TAKOX Y 3ar0JIOBKaxX CIpas, IO MICTATh
JIOKYMEHTH - IOJATKH 0 Oy/b-sIKOTO HOPMaTUBHO-IIPABOBOT0 aKTa abo PO3MOPSAUOro TOKYMEHTa
YCTaHOBH. Y TakoMy pa3i BUAOBUH CKJIaJ JOKYMEHTIB HE 3a3HaYar0Th, HAIPUKIAL: «JJokymeHTH 10
IIPOTOKOJIIB 3aCiIaHb BYCHOT pajid IHCTUTYTY».

VY 3aroyioBKax crpas, MPU3HAYEHUX IS TPYIYBAHHS JOKYMEHTIB OJTHOTO BHUJY, 3a3HAYAIOTHCS
BHJI JJOKyMEHTa Y MHOXKHMHI Ta aBTOp JOKYMEHTIB, Hampukian: «Hakasw 3 OCHOBHOI AiSUIBHOCTI
TOBApPUCTBAY.

VY 3aroioBkax CHpas, IO MICTATh JTUCTYBAaHHS, 3a3HAYAIOTHCS KOPECHOHJIEHT 1 CTUCIUN 3MICT
JIOKYMEHTIB, Hampukias: «JIuctyBanas 3 MIHICTEpPCTBOM OXOPOHHU 3JI0pOB’S YKpaiHH MPO CTaH
3I0POB’SI IITEH JOMIKUIHBHOTO BIKY».

VY 3aronoBkax COpaB, IO MICTATh JHUCTYBaHHS 3 KOPECHOHIEHTaMH, OIHOPIIHUMHU 3a
XapaKTepOM JIsUIBHOCTI, TaKl KOPECIOHJACHTH HE MEepeIivuyloThCs, a 3a3HAYAETHCS 1X y3arajbHEHE
HallMEHYBaHHsI, Hampukiald: «JIucTyBaHHS 3 opraHaMy MICIIEBOTO CaMOBPSAIYBaHHS 3 MUTaHb
3a0€3MeYeHHSI COIIaIbHOTO 3aXUCTY HACENECHHS.

VY 3arosoBkax cmpaB, M0 MICTITh JIMCTYBAaHHS 3 PI3HUMH KOPECIIOHJEHTAMH, TaKl
KOPECTIOHJCHTH HE 3a3HAYaloThCs, HANPHUKIAN: «JIMCTyBaHHS TpO Oprasizaiiio cemiHapy 3
MiJBUIICHHS KBaTi(iKalii mpaiiBHUKIB AUTOBOTHUX CITYKO».

Y 3arojoBkax CIIpaB, IO MICTATh IJIJAHOBO-3BITHY JOKYMEHTAI[iIO, 3a3HAYa€ThCS MEpioj
(Micsib, KBapTals, MIBpiuYs, pik), B SKOMY IUIAHYETHCS CTBOPEHHS JOKYMEHTIB, a00 Tepioa ix
(aKTUIHOT'O BUKOHAHHS, HAIIPUKJIIT;

1. Ilnan ocHOBHUX OpraHizauiiHux 3axofiB [lepxaBHoro mixnpuemcrsa «A3ot» Ha 2014 pik;
2. 3BiT po BUKOpPUCTaHHs OrokeTHUX KomTiB 3a [V kBapTtan 2014 poky.

[Tlin yac po3MilIEHHS 3arojiOBKiB CIpaB Yy HOMEHKJIATypl BPaxOBYIOTHCS BaXKJIHMBICTb
JIOKYMEHTIB, BKJIFOUEHHUX J0 CIPABH, iX B3a€M03B’s130K. Ha mouaTKy po3MilyIOThCs 3ar0JI0BKHU CIIpaB
1010 JAOKYMEHTIB, SKI HAQIIHIUIM BiJ Opra”iB BHIIOrO piBHSA, Jajli - IMOJAO OpTaHi3alliiHO-
pOo3Mops U0l JOKYMEHTAIlil, IIaHOBO-3BITHOI JIOKYMEHTAIlll, JMCTYBaHHsS, OOJIKOBO-IOBIIKOBHUX
BUJIIB JOKYMEHTIB. Y KOXHIM 3 LHUX Tpyl JOKYMEHTH TaKOX PO3MILIYIOThCS 3 ypaxyBaHHSIM
BKJIMBOCTI Ta CTPOKIB 30€piraHHs.

Bka3iBKy Ha HasBHICTh KON JOKYMEHTIB y CHpaBi pO3TAIIOBYIOTH ITCIS 3arojoBKa,
Hanpukiay: «Hakaszu 3 ocHOBHOI fistiibHOCTI 32 2014 pik (Korii)».

I'pada 3 HOMEHKIATYpH 3aIIOBHIOETHCS HAPUKIHITI KAJICHIAPHOTO POKY, KOJIH BiJIOMa KIJIbKICTh
c(hOpMOBaHUX TOMIB, YACTHH CIIPaBH.

VY rpadi 4 HOMEHKIATypH 3a3HAYAI0THCS CTPOKHU 30epiraHHs CrpaB, HOMEPH CTaTeil 3a TAIIOBUMHU
(ramy3eBHMH) TIepeNiKaMH JOKYMEHTIB 13 3a3HAUEHHSM CTPOKIB iX 30epiraHHsi, TUIIOBUMH 1
MPUMIPHUMH HOMEHKJIATypaMH CIIpaB.



JlommyckaeThCsl TIOCHJIAHHST HA DS/ CTATEH MepeNiKy JOKYMEHTIB 13 3a3HaYEHHSM CTPOKIB iX
30epiraHHs (y TOMY YHMCII PI3HUX HEPENiKiB, SIKIIO 3aCTOCOBYIOThCS THUMOBHM 1 ramyseBuit). [Ipu
IIbOMY CTPOK 30epiraHHs 3a3Ha4aeThCs BIAMOBIIHO J0 CTAaTTi, IO BCTAHOBIIIOE HAMOUTBIINN CTPOK
30epiraHHs.

Jlns MOKyMeHTiB, HE Tiepe0aueHuX MIF0YMMH TIepelikaMH, CTPOKH 30epiraHHs BU3HAYAIOTHCS
Ha mijgcrasi ix BuB4eHHs EK ycranoBu.

YcTaHoBH, y ASUTBHOCTI SIKUX YTBOPIOIOTHCS ToKyMeHTH HA®D, moromkytoTh 11i crpoku 3 ETTK
BIJIMOBIIHOTO JIEP>KaBHOTO apXiBy. YCTaHOBH, Y ISUIBHOCTI SIKMX HE YTBOPIOIOTHCS JOKYMEHTH
HA®, moromkytore 1i crpoku 3 EK oprany Bumoro piBHs (3a HasBHOCTi). Ilpu 1mpomy B
HOMEHKJIaTypi cmpaB pobutbcs mpumiTka «CTpok 30epiranHs BcraHoBieHo» (Ha3Ba EIIK
JIep’KaBHOTO apXiBy, mpoTokoia Ne  Bim  ); «Ctpok 30epiranHs BctaHOBIeHO» (Ha3Ba EK oprany
BUIIOTO PiBHA, MPOTOKOA Ne  Bim  ».

Jnst copaB, chopMOBaHUX 13 THPAKOBAHUX KOIMIH JOKYMEHTIB, BCTAHOBIIOETHCS CTPOK
30epiranHs «/{oku He MUHE TOTPeOa» HE3aIEKHO BiJl CTPOKY 30€piraHHs OpUTiHATIB TOKYMEHTIB (Y
TOMY 4YHUCII 1 JJI1 JOKYMEHTIB TIOCTIHHOTO CTpOKY 30epiranHs) Oe3 MOCHJIaHHS Ha CTaTTIO
BIJIMOB1THOTO TIEPENTIKY JIOKYMEHTIB 13 3a3HaYEHHSAM CTPOKIB iX 30epiraHHsl.

Crpok 30epiranssi crnpaBu «JlJis cIy>)kOOBOTO KOPUCTYBAHHS» HE BCTAHOBIIOETHCS, a ¥
BI/IMOB1/IHIN rpadi HOMEHKIATYPH CIIpaB MPOCTaBIIEThCS o3Hauka «EK» (ekcnepTHa KoMmicis).

VY rpadi 5 «I[Ipumitkay poOISIThCS MO3HAYKY PO NMEPEXiAHI CIPaBU; PO CIPABH, IO BEIyThCS
B €JIEKTPOHHIN (POpMIi; PO MOCaTOBUX OC10, BIAMOBITATHHUX 32 (POPMyBaHHS CIIPaB; PO Mepeaaqy
CHpaB JI0 apXiBy YCTAaHOBH UM 1HIIMX YCTAHOB JJIS X MPOJOBKEHHS TOLIO.

14. HomeHkatypa crpaB yCTaHOBHU MAIMHUCYETHCS KEPIBHUKOM CITY>KOH JIJIOBOJICTBA YCTAHOBH,
BI3yEThCS KEPIBHUKOM apXiBYy YCTaHOBHM (IOCAJOBOIO OCO0O0, BIAMOBIJAIBHOIO 3a apxiB) Ta
cxBanoeThest EK yctanoBw.

HoBocTBOpeHi ycTaHOBH HE3aJIEXKHO Bl (OPMH BIACHOCTI OBUHHI HE MI3HIIIE OJJHOTO POKY 3
noyatky AisibHOCTI nojatu cxBaneHy EK ycranoBu Homenkinarypy crpas Ha posrisg EINK (EK)
BIJIMOBIIHOT JIEP’KaBHOI apXiBHOI YCTaHOBU, apXiBHOTO BIAAUTy MiCbKOi paad, y 30HI
KOMIUIEKTYBaHHS SIKUX BOHU IepeOyBaioTh, ISl IPOBEACHHS €KCIEPTU3U LIHHOCTI JOKYMEHTIB 3
METOIO0 IX MOXJIMBOIO BigHeceHHs 10 HAD.

YcTaHoBH, Y AISTIBHOCTI SIKMX YTBOPIOIOTHCSA NJOKyMeHTH HA®D, y moganpmioMy moaaoTh CBOO
HoMmeHkJaTypy cupa Ha posrisig EINK (EK) BiamoBiaHoi nep>kaBHOT apXiBHOI yCTaHOBH, apXiBHOTO
BIJUILUTY MICBKOT pajiyl, y 30HI KOMITJIEKTYBaHHS SIKUX BOHH I1€pe0yBalOTh.

YcTaHoBH, y MISTIBHOCTI SKUX HE YTBOPIOIOTHCS MoKyMeHTH HA®D, momaioTh HOMEHKIIATYPY
cnpaB EK oprany Bumoro piBHs (3a HasBHOCTi). Y pa3i BiJICYyTHOCTI YCTaHOBHM BHIIOTO DPiBHS
HOMEHKJIaTypa CIIpaB CXBAIIOETHCA Bi1acHOO EK.

15. Homenknarypa crpaB yCTaHOBH MiIJIATa€ MOTOIXKEHHIO 3 BIAMOBITHUM JIep>KaBHUM apXiBOM
ab0 CXBaJIEHHIO OPraHOM BUIIIOTO PIBHS OJWH pa3 Ha I’ sSITh POKIB a00 HEBIAKIIATHO B pa3i ICTOTHUX
3MIH Yy BJIACHOCTI MaiiHa, CTPYKTypl, QYHKIIAX Ta XapakTepl poOOTH YyCTaHOBH, BTPATH YMHHOCTI
THUTIOBUM (TaTy3€BHUM) MIEPEITIKOM JIOKYMEHTIB 13 3a3HAYEHHSM CTPOKIB iX 30epiranHs.

16. [Toromxena EIIK BiaAmoBiAHOTO AepKaBHOTO apXiBy HOMEHKJIATypa CIIPaB 3aTBEPIKY€ETHCS
KEpIBHUKOM yCTaHOBH.

17. HomeHklaTypa CIpaB YCTaHOBU CKIAJA€ThCSd Y YOTUPHOX NpuMipHUKax. I[lepmuit
(HeIOTOpKaHHMI ) TPUMIPHUK 3BEJICHOI HOMEHKIIATypU CHpaB 30epiraeTbes y Ciryk0i1 A1I0BOJICTBA,
JIPYTHIA - BUKOPUCTOBYEThCS CITYKOO0I0 AITOBOJICTBA SIK POOOUMHA, TPETiil - MepenaeThes A0 apXiBy
YCTaHOBU JUISI 3MIHCHEHHS KOHTPOJIO 3a (OpMyBaHHSM CIpaB y CTPYKTYpHUX MiApO3AiIax,
YETBEPTHI - HAJCWIAETHCS JO BIAMOBIAHOI JIepKaBHOI apXiBHOI YCTaHOBH, apXiBHOTO BIIILTY
MICBKOT paju 00 oprany BHUILIOTO PiBHSI.



YcTaHoBH, Y AisUTBHOCTI SIKHX HE YTBOPIOIOTHCS JOKyMeHTH HA®D, cKkilagaroTh HOMEHKIATYPY
CIIpaB YCTAaHOBH Y TPhOX MPUMIPHHUKAX, SIKIIIO BOHH HE MalOTh OPTaHy BHUIIIOTO PIBHS.

18. Homenknarypa cmopaB CTPYKTypHOTO MiJIpO3JUly YCTAaHOBHU CKIAJA€ThCS Yy JABOX
npuMiparKax. OJUH MPUMIPHUK HOMEHKIIATYPH NIEPEAA€ThCS CITy K01 T1JI0BOACTBA.

Jlnst BUKOpHCTaHHS B POOOTI CTPYKTYpHI MiIPO3JLTH yCTaHOBU OTPUMYIOTH 3acBiIueHi B
YCTaHOBJICHOMY TOPSAKY BUTSTH 3 BIAIMOBIIHMX PO3JLUTIB 3aTBEPKEHOT HOMEHKIIATypH CIIPaB
YCTaHOBH.

19. TlpoTsiroMm poKy CTPYKTypHI MiIpo3[iin 3a0e3MedyloTh BEIEHHS HOMEKIATyp CIpaB,
30KpeMa 3a HeoOX1JHOCTI BHOCSTH J0 HHUX 3a MOTOKEHHSM 31 CIIY>KO0O0I0 JUIOBOJCTBA Ta apXiBOM
(mocamoBor0 0co0O010, BIAMOBIMATBHOIO 3a apxXiB) HOBI CIpaBU, He TIepeadadeHi YHUHHOIO
HOMEHKJIATypOIO CIIPaB, 3aCTOCOBYIOUH IIPH LIbOMY PE3€PBHI HOMEPH HAIPUKIHIII HOMEHKJIATYPH.

20. HammpukiHIi poKy HOMEHKJIaTypa CIIpaB yCTaHOBU 000B’S3KOBO 3aKPUBAETHCS IT1ICYMKOBUM
3allMCOM, IO MIAMUCY€E KEPIBHUK CIY>KOM MIiIOBOACTBA ycTaHOBU. [Ipo (akTHUHy HasBHICTbH
3aBCACHUX 3a PIK CHOpaB IMOBIAOMIISETHCS KEPIBHUK apXiBy yCTaHOBH (IOcajgoBa 0co0a,
BIJIMTOBiIaIbHA 32 apXiB).

21. Toromxkena 3 EIIK BigmoBimHoro aep:kaBHoro apxiBy (EK oprany Buimoro piBHsI)
HOMEHKJIaTypa CIpaB YCTAaHOBU HAINPHUKIHIII KOXXHOTO POKY YTOYHIOETHCS, TMEPEIPYKOBYETHCS,
3aTBEP/UKYETHCS KEPIBHUKOM YCTAaHOBH Ta BBOAUTHCS B JIit0 3 01 CIYHS HOBOTO POKY.

2. @opMyBaHHS CIIPaB

1. CrpaBu (OpMYIOTHCSI B YCTAHOBI, SIK MPABUJIO, JEIICHTPAII30BAHO, TOOTO B CTPYKTYPHHX
migpo3auviax. B ycraHoBax 3 00carom DOKyMeHTOOOIry g0 10 THC. TOKyMEHTIB Ha PIK MOJKIIMBE
(bopMyBaHHS CIIpaB y CIIy»O0i A1IOBOJICTBA.

2. Iig yac popMyBaHHS crIpaB CIiJl AOTPUMYBATUCS TaKUX 3arajJbHUX MPaBUIL:

BMIII[yBaTH y CHpPaBH TiIbKA BHKOHAHI JOKYMEHTH BIAMOBIAHO 1O 3aroJIOBKIiB CIpaB y
HOMEHKJIaTypI;

TpyIyBaTH y CIPaBU TIOKYMEHTH, BHKOHAHI MPOTITOM OJTHOTO KaJCHAAPHOT'O POKY, 32 BHHATKOM
MEepPEXiIHUX CIpaB Ta CYJOBUX CHpaB (BEIyThCS MPOTATOM KUIBKOX POKIB J0 iX 3aBEPIICHHS),
0co00BUX crnpaB ((HOPMYIOTBCS MPOTIATOM IEPioay pPoOOTH OCOOM B IIiif yCTaHOBI), TOKyMEHTIB
BUOOpYHMX OpraHiB Ta iX MOCTIMHHMX KOMICIH, nemyTtarchkux rpyn (popmyroTbes 3a mepion ix
CKJIMKaHHS), JOKYMEHTIB HaBYaJbHHUX 3aKJIaJIiB, [0 XapaKTEePU3yIOTh HABYAIbHO-BUXOBHHM MTPOIIEC
(dbopmMyroThCs 32 HaBYAIBHUH PIK), TOKYMEHTIB T€aTpiB, 1[0 XapaKTePU3YIOTh CIICHIYHY MIsUTbHICTD
(popmyroThes 3a TeaTpalbHUM Ce30H), cripaB (PUIbMIB, pyKOIHUCIB, 1CTOPiil XBOpOO;

BMIIIYBaTH Yy CIIpaBU JIMILIE OpUriHAIK abo y pa3i X BIACYTHOCTI 3aCB1IYEH] B YCTAaHOBJIEHOMY
MOPSAIKY KOTIii TOKYMEHTIB;
HE JOMYCKaTH BKIFOYEHHS JI0 CIIPaB YOPHOBUX, OCOOMCTUX JOKYMEHTIB, PO3MHOKEHHX KOTIIH Ta

JIOKYMEHTIB, IO MiUISATal0Th MTOBEPHEHHIO;

o CHpaBI/I BKJIIOUATHU I[OKYMGHTI/I TiJII)KI/I 3 OJHOI'O ITUTAHHA 2160 rpyrm CHOpiI[HeHI/IX IIMTaHb,
IO CTAHOBJIATH €AUHUM TEMaTHIHHI KOMIIICKC;

OKpPEMO TpYIyBaTH y CIpaBH JOKYMEHTH IIOCTiliHOro, TpuBanoro (moHan 10 pokiB),
TUMYacOBOTO 30epiraHHs;

3a 00cAroM crpaBa MOCTiHHOro Ta TpuBanoro (moHan 10 pokiB) 30epiraHHS HE MOBHUHHA
nepeBuiryBatu 250 apkymiiB (He Outbine 40 MM 3aBTOBIIIKH).

3. Sk BUHATOK, KOJIM I[LOTO BUMArae crnenudika poOOTH YCTaHOBH, JOKYMEHTH MOCTIHHOTO Ta
TUMYAacOBOTO 30€piraHHs, TOB’s3aHi 3 BHPINICHHSIM OJHOTO TIHTaHHS, MOXYTh THMYaCOBO
IpyIyBaTUCS BOPOJOBX POKY B OAHY crpaBy. [licis 3akiHUeHHsI poKy ab0 BUPIIICHHS MUTAHHS



3rajJiaHi JOKYMEHTHU TOBHHHI BMIIIyBaTUCS B OKpPEMi CIIpaBH 3TiHO 3 HOMEHKJIATYPOIO CIIpaB 3a
TaKUM MPUHIUIIOM: J0 OJIHIET CIIPaBU BMIIIYIOThCS JOKYMEHTH TUIBKH MOCTIMHOTO 30epiranHs, a 10
IHILIOT - TUMYACOBOTO.

4. JIOKyMEHTH TPYIYIOThCS Y CIIPABU B XPOHOJIOTTYHOMY Ta/ab0 JIOTTYHOMY TOPSIKY.

5. TlonoxxeHHs, MpaBuia, IHCTPYKIIi TOIO, 3aTBEPIKEHI PO3MOPATUMMH JTOKyMEHTAMH,
IPYIYIOTBCS Pa30M 13 3a3HAYCHUMHU JOKyMEHTaMH. SIKIIO BOHU 3aTBEP/KEHI SK CaMOCTIlHI
JIOKyMEHTH, iX (POPMYIOTh B OKpEMi CIIPaBH 3a BUJAMH 1 XPOHOJIOTIEHO.

6. Hakasu (po3mopspkeHHs) 3 MUTaHh OCHOBHOI JISUTBHOCTI YCTaHOBH, 3 aJMiHICTPaTHBHO-
rOCIO/IapChbKUX MUTaHb, 3 KaAPOBUX NMUTaHb (0COOOBOr0 CKIIay) IPYMYIOThCS y PI3HI CIIPaBH.

Haxkasu 3 kaipoBuX mUTaHb (0COOOBOTO CKJIa/y ) TPYMYIOTHCS BiAMOBITHO /10 iX BUJIB Ta CTPOKIB
30epiranHs. He 103BosisieThest rpymyBaTH pa3oM Hakaszu TpUBAJIoro (75 pokiB) Ta TUMYACOBOTO (5
pokKiB) 30epiraHHs. J[OUUIBHO NMpU BEIMKUX 00CATaX JTOKYMEHTIB Haka3u 3 KaJpPOBUX IHUTaHb
(ocoboBoro ckiaigy), IO CTOCYIOTbCS PI3HUX HAIPSMIB JAISIBHOCTI YCTaHOBH (NpUIMaHHSA Ha
poOoTy, 3BUIBHCHHS, TIPEMIIOBAHHS, BIIPSHKCHHS, BIITYCTKHA TOIIO), TPYIyBAaTH B OKPEMi CIIPABH.
Axmo pi3HUX BHIB HaKa3ziB 3 KaapoOBHX MHUTaHb (0COOOBOTO CKJIaay) CTBOPIOETHCS HE3HAYHA
KUTBKICTh, iX JO3BOJSETHCS TPYIMyBaTH 3a CTPOKaMHU iX 30epiraHHs: B OJHY CIpaBy - HaKas3H
TPHUBAJIOTO CTPOKY 30epiranHs, B iHIIY - TAMYAaCOBOTO CTPOKY 30epiraHHsi.

7. JIOKyMEHTH 3aciiaHb KOJIETiaIbHUX OPTaHiB IPYIMYIOTHCS Y AB1 CIIpaBu:
MIPOTOKOJIH 1 IOKYMEHTHU JI0 HUX (JOTOBIIl, JOBIAKH, TPOEKTH PIllIEHb TOIIIO);

JIOKyMEHTH 3 OpraHizarlii 3aciianb (IOpsIoK JEHHUM, MAaKeT PO3MIIIEHHS, CITIUCOK 3apOIICHUX
TOIIO).

8. IlpoTokonm 3aciaHb KOJETiaIbHUX OPraHiB TPYMYIOTHCS y CIPaBU B XPOHOJIOTIYHOMY
MOPSIKY 132 HOMepamu. JIOKyMEHTH JI0 3acCiJaHb 3a3HAYCHUX OPTaHiB CUCTEMATU3YIOThCS 3a IaTaMU
Ta HOMEpaMU MPOTOKOJIB, @ B MEXaX TPy JOKYMEHTIB, III0 CTOCYIOTHCSI OJJHOTO MPOTOKOITY, - 32
MOPSAIKOM JIEHHUM 3aCiaHHs.

9. JlopydeHHS YCTaHOB BHIIIOTO PiBHS i JOKYMEHTH, ITOB’s3aHi 3 IX BUKOHAHHSM, TPYITYIOTBCS Y
CIIPaBH 3a HAMPsSMaMHU ASUTBHOCTI YCTAaHOBH a00 3a aBTOpPaMH IHIIIAaTUBHUX TIOKYMEHTIB. JlOKyMeHTH
Yy HEBENUKIN KUTBKOCTI TPYMYIOTHCSA B OJHY CIpaBy. Y CHpaBi JOKYMEHTH CHCTEMATH3YIOThCS 3a
JaTaMH JJOPYYCHb.

10. 3aTBep/pKeHI IU1aHu, 3BITH, KOIITOPUCH, TUTYJIbHI CIIUCKU TPYIYIOTHCS Y CIIPABU OKPEMO Bijl
MPOEKTIB LIUX TOKYMEHTIB.

11. JIucTyBaHHS IPYyIy€eTHCS 32 3MICTOM Ta KOPECHOHIEHTCHKOI0 03HAKOIO 1 CHCTEMAaTH3Y€EThCS
B XPOHOJIOTTYHOMY MOPSAKY: JTOKYMEHT-BIAMOBIIb PO3MIIIYETHCS 32 JJOKYMEHTOM-3aITUTOM.

12. B ocoboBux crmpaBax, o (GOpMYIOTHCS BIPOJOBXK YChOT'O Yacy poOOTH MpalliBHUKA B
YCTaHOBI, JOKYMEHTH TPYNYIOThCS B XPOHOJIOTIYHOMY TMOPSIAKY B Mipy IX HAIXOMKEHHS
(momoBHEHHS) (3asBa PO MPUUHSTTS HA POOOTY, MUCEMOBUN TPYIOBUI TOTOBIp (KOHTPAKT), KOTIIi
a00 BUTATH 3 PO3MOPSAYUX JTOKYMEHTIB (Haka3iB, pO3IMOPS/DKEHb) PO MPUUHATTA Ha PoOOTYy,
0co00OBUI JHCTOK 3 OONIKY KaJpiB, JOMOBHEHHS 1O OCOOOBOTO IHUCTKAa 3 OOMNKy Kampis,
aBTOOiOTpadis, KoIis Macnopra, Komisi 00JIiKOBOI KapTKU IJIaTHUKA NOJATKIB (KpiM (izmuHUX 0ciO,
SIK1 4epe3 CBOi peNiriiiHI MepeKOHAHHS BIIMOBIISIOTHCS BiJ MPUUHATTS PEECTPALIHOTO HOMEpPA
00J1IKOBOI KapTKH TIJIaTHUKA MMOJATKIB Ta MOBIAOMUIIN MPO 1€ BiMOBITHUN KOHTPOJIFOIOUNH OpraH i
MalOTh BIJIMITKY y TIACIIOPTI), KOIIisl BIHCHKOBOTO KBHTKA (y pa3i HAIBHOCTI), KO JOKYMEHTIB PO
OCBITy, HAyKOBUW CTYIIIHb, BUEHE 3BAaHHS, 3asBU TPO TMEPEBEICHHs Ha 1HIIY poOoTy (mocamny),
CYMICHUIITBO, 3MiHY OiorpadiyHUX AaHUX, KOMii a00 BUTATH 3 PO3MOPSIYNX JOKYMEHTIB (HaKas3iB,
PO3MOPSIKEHB) PO TIEPEBEACHHS Ha 1HITY POOOTY (ITOcay), CYMICHUIITBO, KOITii JOKYMEHTIB, 1110 €
M1JICTaBaMH JUIsl HaJJaHHS TUIBT (32 HassBHOCTI1), KOII{ IOKYMEHTIB PO BHECEHHS 3MiH JI0 00JIIKOBUX
JIOKYMEHTIB 'y 3B’A3Ky 31 3MiHOIO OlorpadiuyHux maHux (Mpi3BUINA, iMEHI, 1O OaTbKOBI),
XapaKTepUCTUKU, KOMii JOKyMEHTIB MpO MiABUIIEHHS KBamiikaiii, CTaXyBaHHS, 3a0XOYEHHS



(HaropoKEHHS, MPEMIIOBaHHS ), TOKYMEHTH 3 aTeCTallii, 3asiBa Mpo 3BUIbHEHHS 3 poO0TH, KOtii a00
BUTATH 3 PO3NOPATINX JOKYMEHTIB (HaKa3iB, pO3MOPSIKEHb) PO 3BUIBHEHHS 3 POOOTH).

Jlo 0co6oBoi cripaBu 00OB’SI3KOBO CKJIQAAETHCS BHYTPIMIHIN OMUC, SKUH PO3MILIYETHCS HA
MOYaTKy CIIPaBH.

BimomMocTi mpo CTATHEHHS, 3a0XOYEHHS, BHKOHAHHS OO0OB’S3KIB THMYAacOBO BiJICYyTHHOTO
MpaIiBHUKA, 3aMIlIEHHS BAKAHTHOI MMOCAJIM BHOCATHCS IO JOMOBHEHHS 1O OCOOOBOTO JIUCTKA 3
00JTiKy KaJIpiB.

{Ilynkm 12 enasu 2 pozoiny IV 6 pedaxyii Haxazy Minicmepcmea tocmuyii Ne 2277/5 6i0
04.07.2018}

13. OcoboBi cripaBu AepkaBHUX CIIY>KOOBIIIB (OPMYIOTHCS BiAMOBIAHO 10 [lopsaky BeeHHS Ta
30epiraHHs 0cOOOBHUX CIIpaB JICPKABHUX CIIYXKOOBIIIB, 3aTBEP/KEHOTO Haka3zoM HarlioHaasHOTO
areHTCTBa YKpaiHW 3 MUTaHb JIep>KaBHOI ciTyx0u Bijg 22 6epe3ns 2016 poxy Ne 64, 3apeecTpoBaHOTO
y Minicrepctsi roctuiii Ykpainu 15 kBiTHs 2016 poky 3a Ne 567/28697 (i3 3minamn).

{Ilhynkm 13 enasu 2 poszoiny 1V 6 pedaxyii Haxazy Minicmepcmea rocmuyii Ne 2277/5 6io
04.07.2018}

14. Po3paxyHKOBO-IJIaTiKHI ~ BIJOMOCTI (0COOOBI  paxyHKH) TMpAIiBHUKIB YCTaHOBH
CHCTEMAaTU3YIOThCS B MEKaX POKY 3a MPi3BUIAMHU B aj(aBITHOMY MOPSIKY, @ BIIOMOCTI Ha BUILIATY
rpoueii (BiJoMOCTi HapaxyBaHHs 3apo0iTHOI M1aTh) POPMYIOTHCS LIOMICSIIS B MEXaX POKY.

15. 3BepHEHHS T'POMaJSH 3 NMUTaHb POOOTH YCTAaHOBM Ta BCI JIOKYMEHTH 3 iX PO3TIAIy i
BHKOHAHHS IPYMYOTHCSA OKPEMO Bijl 3BEPHEHBb IPOMAJISIH 3 0OCOOMCTUX MTUTaHb. 3BEPHEHHS IPOMA/ISTH
3 0COOMCTHX IUTaHb 3aJICXKHO Bij 1X KUIBKOCTI JOIIIBHO IPYIYBATH 3a MMTAHHIMH, HAIPHKIAI: 3
MUTaHb POOOTH TPOMAJICHKOT0 TPAHCIOPTY, 3 MUTAHb MEIUYHOIO OOCIyroByBaHHsS ToIno. KoxHe
3BEPHEHHS 1 JIOKYMEHTH 3 WOro pO3rJIsAy CKIaNalTh y CHpaBi camMocTiiiHy rpymy. IToBTOpHI
3BEpHEHHS 1 IOKYMEHTH 3 1X O3Sy CHCTEMATH3YIOTh Y CIIPaBH Pa3oM 3 TIOMEPEIHIMHU.

16. MeTonyHe KEPIBHUIITBO 1 KOHTPOJIb 32 OPMYBAHHSIM CIIPAaB B YCTAHOBI Ta 11 CTPYKTYPHHUX
MiAPO3/iIax 3IMCHIOIOTHCS CITYK0010 A1TOBOJICTBA Ta apXIBOM YCTaHOBH.

3. 30epiraHHs JOKYMEHTIB y IIJIOBOACTBI

1. JIOKyMEeHTH 3 MOMEHTY CTBOPEHHS UM HAJIXODKEHHS 1 10 IepelaBaHHs Ha 30epiraHHs B apXiB
ycTaHOBU 30epiraroTbcs 3a MmicueMm (QOpMyBaHHS CHpaB y CIy>KOl AUTOBOJACTBA YM 1HIIUX
CTPYKTYpPHUX MIAPO3/iJax YCTAHOBHU BiANOBIIHO 10 HOMEHKJIATYPH CIIPaB.

2. KepiBHUKH CTPYKTYPHHUX MiAPO3/1TIB YCTAHOBH 1 IPAI[iIBHUKH, BiAMOBIAAIbHI 32 OpraHi3allio
JITOBOJICTBA B LIUX ITIPO3/IiiaxX, 3000B’13aHi 3a0e3meunT 30epiraHds TOKyMEHTIB 1 CIIpaB.

3. Jlnsa 30epiranHs cripaB y JUTOBOACTBI BUKOPHCTOBYIOTh KapTOHHI TEKH 13 KiamaHaMu abo
3aB’s3KaMH, KapTOHHI a00 TIaCTMACOBi MIBUIKO3MIMBaYi. Y poOOYMX KiMHATaX CIpaBH MOBUHHI
30epiraTCh y BEPTHKAJIBHOMY IIOJIOKCHHI B miadax, IO 3aKpHBalOThCA. J{as MigBHINCHHS
OTIEPAaTUBHOCTI PO3IIYKY JTOKYMEHTIB CIPAaBH PO3MINIYIOTHCS BIAMOBITHO 10 HOMEHKJIATYPH CITPaB.
Ha xopiHIsx 0OKIaIMHOK CIPaB 3a3HAYAIOTHCS 1HJEKCH Ta 3ar0JI0OBKH 32 HOMEHKJIATYPOIO CIIPaB.

4. MarnitHi cTpiuku Ta mudpoBi HOCIl iHPopMalii 3 GoHOrpamMaMu 3aciilaHb KOJET1aIbHOTO
oprany 30epiraroTecsi B Horo cekperaps. Ha crpiumi i xopoOili poOMThCS BiAMITKA MpO AATy
3acigaHHs 1 yac 3anucy. Cekperap KoJeriaabHOro OpraHy BiIMIOBiAA€ 3a iX 30epiraHHs.

5. Bupaua cpaB y THUMYacOBE KOPUCTYBaHHS MPAI[iBHUKAM CTPYKTYPHUX MIAPO3/LTIB yCTAaHOBU
3MIIACHIOETHCS 3 I03BOJIY KEPIBHUKA CTPYKTYPHOTO MiAPO3ALTY, B IKOMY OyJI0 c)OPMOBAHO CIIPaBy,
THIITUM YCTaHOBaM - 3 MHCHMOBOTO JI03BOJTy KepiBHUKA ycTaHOBU. Ha BHIaHy cripaBy CKIIaJa€eThCs
KapTKa-3aMiHHUK 32 (OpMOI0, HaBeJeHO B AoAaTky 12 no mux [IpaBun. YV kapTii 3a3Ha4ar0ThCs
HaliMEHYBaHHSI CTPYKTYPHOTO IiIPO3/LTy, IHAEKC CIIpaBH, 3ar0JIOBOK CIIPaBH, JaTa ii BUAayi, ocooa,
AKii CTIpaBy BHJIAHO, J1aTa ii TOBEPHEHHS, IiIMHCH OCi0, SKi BUIAIN Ta IPUIHSIH CIIPABY.


https://zakon.rada.gov.ua/laws/show/z0791-18#n25
https://zakon.rada.gov.ua/laws/show/z0791-18#n25
https://zakon.rada.gov.ua/laws/show/z0567-16#n13
https://zakon.rada.gov.ua/laws/show/z0567-16#n13
https://zakon.rada.gov.ua/laws/show/z0791-18#n25
https://zakon.rada.gov.ua/laws/show/z0791-18#n25
https://zakon.rada.gov.ua/laws/show/z0736-15#n1438

[TocamoBa ocoba, sika BHWaana Ta NpPUNWHSIA CHOpaBy, 3000B’s3aHa 3MIHCHUTH TEPEBIPKY
HassBHOCTI1 IOKyMEHTIB y CTIpaBi.

He no3BosisieTbess BHIABaTHM y THMYacoBE€ KOPUCTYBAaHHS IMpalliBHUKaM CTPYKTYpHHUX
MiAPO3LTIB YCTAHOBU OKPEMi JJOKYMEHTH 31 CIIpaB.

6. HananHs cpaB y THMYAacOBE KOPUCTYBAHHS 3/11IHCHIOETHCS HE OUTBII SIK HA OJJMH MICSIIb.

7. BuimydeHHs opuriHaiiB JOKyMEHTIB (CIIpaB) JOIMYCKAETHCSA 3 I03BOJIY KEPIBHUKA YCTAaHOBH 3
JOTPUMAaHHSIM BUMOT, 3a3HaueHuX y NyHKTI 14 po3auny I nux [lpasu.

8. V pasi BTpaTu JOKYMEHTIB i CIpaB, IO YUCIATHCS 32 HOMEHKIIATYPOIO, y CTPYKTYPHHX
MIIPO3AUIaX BKUBAOTHCS 3aX0AH BIAMOBIAHO 10 MYHKTY 9 TiiaBu 2 po3aury V nux [Ipasu.

{Ilynkm 8 enasu 3 pozoiny 1V i3 sminamu, enecenumu 32iono 3 Haxazom Minicmepcmea
rocmuyii Ne 2277/5 6io 04.07.2018}

V. Excnepru3a WiHHOCTI JOKYMEHTIB

1. HopMaTUBHO-METOAUYHI 3aCAAU EKCIIEPTU3H LWiHHOCTI JOKYMEHTIB

1. ExcniepTusa IIHHOCTI JOKYMEHTIB MPOBOJUTHLCS BIAMOBITHO 10 3aKOHOJABCTBA Yy cdepi
apXiBHOI CIIpaBH Ta JAUTOBOJCTBA, TUTIOBUX Ta TATY3€BUX MEPEITIKIB BU/IIB JOKYMEHTIB 13 HOPMATHBHO
BCTAHOBJICHUMH CTPOKAMH X 30€piraHHs, 3aTBEpHKEHUX BIIMOBIAHO O 3aKOHOJABCTBA, TUIIOBUX 1
MPUMIPHUX HOMEHKIATyp CIpaB, IHIIMX HOPMATHUBHO-IIPABOBHX aKTIB 3 MHUTaHb EKCIEPTU3U
LIHHOCTI.

{IIynkm 1 enasu 1 pozoiny V e peoakyii Haxa3zy Minicmepcmea rocmuyii Ne 2277/5 6io
04.07.2018}

2. Ina opranizamii Ta NMpOBENEHHS EKCIEPTHU3HM ILIHHOCTI JTOKYMEHTIB B YCTaHOBax, LIO €
IOPUANYHUMEI 0c00aMU, YTBOPIOIOTHCS MOCTiHO Aitoui EK, 1110 [if0Th BiIMOBIAHO 10 MOJI0KEHb MTPO
HUX.

Y wmysesx 1 0i06mioTekax, o mepedyBalOTh y JEp)KaBHIA YW KOMYHaJbHIA BJIACHOCTI,
MPOBEACHHS €KCIEPTU3U IIHHOCTI JOKYMEHTIB MOKJIAJAETHCS BIIMOBITHO JO 3aKOHOJABCTBA Ha
¢dbonaoBo-3akymniBenpHi komicii (gam - ®3K) ta ekcmeprHo-ominHi kKowmicii (mami - EOK). V¥V
nonoxkeHHsax rmpo ®3K myseiB Ta EOK 6i6mi0Tek 3a3Ha4a0ThCsl 3aB/IaHHS, OB’ 13aH1 3 €KCIIEPTU3010
IIHHOCTI apXiBHHUX JOKYMCHTIB.

Jlep’kaBHI OpraHW, OpraHHM MICIICBOTO CaMOBpSAyBaHHs, JIepXaBHI Ta KOMYHaJbHI
MiIPUEMCTBA, YCTAHOBH Ta Oprasizaiii po3poOsitoTs nonoxkeHHs npo EK Ha mincrasi TunmoBoro
IIOJIOKCHHS TIPO EKCIIEPTHY KOMICIIO JIep)KaBHOTO OPraHy, OpraHy MICIIEBOTO CaMOBPSIYBAaHHS,
JICPKABHOTO 1 KOMYHAJIbHOTO MIIIPUEMCTBA, YCTAHOBHM Ta OpraHi3allii, 3aTBEpPKEHOr0 HaKa3oM
MinictepcTBa toctumii Ykpainm Bim 19 uepBus 2013 poky Ne 1227/5, 3apeectpoBaHOro y
MinictepcTsi octuilii Ykpainu 25 uyepasa 2013 poky 3a Ne 1062/23594 (i3 3minamun).

O0’eqHanHs TpPOMAsH, PENIriiHI opraHizaiii, MIANPUEMCTBA, yCTaHOBU Ta OpraHizalii,
3aCHOBaHI Ha IPUBATHIN ()OPMI BIIACHOCTI, @ TAKOX JEpKaBHI HAYKOB1 YCTAHOBH TIiJ 9acC MiATOTOBKH
noyioxkeHb po EK kepyroTbest pekoMeHatisiMu Y KpiepkapxiBy.

{Ilynkm 2 enasu 1 po3odiny V i3 3minamu, enecenumu 32i0no 3 Haxazom Minicmepcmea
rocmuyii Ne 2277/5 6io 04.07.2018}

3. ¥V cBoiii mismeHOCTI EK, ®@3K, EOK ycTaHOB KepylOThCS MNPUHIUIAMH 1 KpUTEPIsIMHU
eKCIIEPTU3H IIHHOCTI JJOKYMEHTIB, YCTaHOBJICHUMH [1OpSIKOM YTBOPEHHS Ta JISJIBHOCTI KOMICIH 3
IIPOBECHHS €KCIEPTHU3HU I[IHHOCTI JOKYMEHTIB, 3aTBEp/PKeHUM TocTaHoBoro KaGinety MiHicTpiB
VYxpainu Big 08 cepmast 2007 poxy Ne 1004 (i3 3minamu).

4. EK ycTraHoBH, y AiSUTBHOCTI SIKOT YTBOPIOKOThCS JOKyMeHTH HA®D, mpuiimae pimeHHs mpo:
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cxBanieHHs 1 moganns 1o EITK nepxasuoro apxiBy (EK apxiBHOTO BifIiny pailOHHOI, pallOHHHIX
y wmicrtax Kwuesi 1 CeBacromosi aep)kaBHUX aJMIHICTpaliif, MICBKOi paau) MPOEKTIB TaKUX
JIOKyMEHTIB: OIHKCIB CIpaB MOCTIHHOTO 30epiraHHs, OMKUCIB CIpaB 3 KaJPOBUX MUTaHb (0COOOBOTO
CKJIay), HOMEHKJIATYp CIpaB, iHCTPYKIIHA 3 AUTOBOJCTBA, MOJOXKEHb MPO CIYKOM MIITOBOJICTBA,
apxiBHi migpo3aum Ta EK, anoToBaHuX mepenikiB yHIKadbHUX TOKyMeHTIB HA®D, akTiB mpo
BUJTyUEHHS IS 3HUILEHHS JOKYMEHTIB, He BHeceHUX 10 HA®D, akTiB Mpo BIIIyYEHHS IOKYMEHTIB 3
HA®, axTiB npo HEBUIIPaBHI MOLIKO/PKEHHS cripaB (1oKkymeHTiB) HAD;

CXBaJICHHS:
omwuciB crpaB Tpusasoro (mouan 10 pokiB) 30epiraHHs;

aKTIB MPO HEBUIIPaBHI MOIIKO/KEHHS crpaB (JOKyMeHTIB) TpuBaioro (monam 10 pokiB)
30epiranHs Ta 3 KaJpOBUX MUTaHb (0COOOBOTO CKIIANY);

HOMEHKJIATyp CIpaB, OMHUCIB crpaB TpuBayioro (monan 10 pokiB) 30epiraHHs yCTaHOB, IO
HalexkaTh 10 cepu ympaBiiHHS OpraHy BHIIOTO PiBHSA Ta Y AISIIBHOCTI SIKMX HE YTBOPIOIOTHCA
noxkymeHTH HA®.

5. EK ycTaHoBH, y AisUIBHOCTI SIKOT HE YTBOPIOIOThCS JoKyMeHTH HA®D, npuiiMae pilieHHs mpo:

cxBasieHHs 1 noaanna a0 EIIK nepxasnoro apxiBy (EK apxiBHOTrO Bifity pailoHHOT, palOHHUX
y wmictax Kwuesi 1 CeBacTomoii AepKaBHHX aJIMIHICTpaIlid, MICBKOI paj) MPOEKTIB TaKUX
JOKYMEHTIB: ONHCIB CIpPaB 3 KaJpOBUX MUTaHb (0COOOBOrO CKJIaNy), aKTiB NMPO BUIYUYECHHS IS
3HUIICHHS JOKYMEHTIB, HE BHeceHUX 10 HAD;

CXBaJICHHS:

IHCTPYKIIIi 3 IIJIOBOJICTBA;

HOMEHKIIATypH CIIpPaB;

TTOJIOXKEHHS TIPO CITY>KOU JITOBOJICTBA, apXiBHI miapo3ainum ta EK;
omwuciB crpaB Tpusanoro (mouan 10 pokiB) 30epiraHHs;

aKTiB TPO HEBUIPABHI MOIIKO/KEHHS cCIpaB (JIOKYMeHTIB) TpuBajoro (monan 10 pokiB)
30epiranHs Ta 3 KaApOBUX MUTaHb (0OCOOOBOTO CKIIANY);

HOMEHKJIaTyp CHpaB, OMHUCIB crpaB TpuBayoro (moHaa 10 pokiB) 30epiraHHs YCTaHOB, IO
HaJIeXaTh 710 cepu YIpaBIiHHS YCTAaHOBH Ta Y JISUIBHOCTI SKHX HE YTBOPIOIOTHCS TOKyMeHTH HAD.

6. EK o1HO9acHO po3TJsiia€ OMMCH CIIPaB Ta aKTH PO BHIIYYEHHS JUI 3HUICHHS JOKYMEHTIB,
He BHeceHUX 10 HA®, a TakoX akTu Mpo BHIy4eHHs NOKyMeHTiB 3 HA®D pa3om 3 akramu mpo
HEBUIPaBHI MOMIKO/PKEHHS cripaB (1okymeHTiB) HA® (3a iX HasiBHOCTI).

7. BHeceHHs AOKyMeHTIB ycraHoB g0 HA® s3midicHioeTbes Ha minactaBi pimeHHs EINK
JIEP’)KaBHOT'O apXiBy IMPO CXBAJICHHS OIKCIB CIIpaB IMOCTIHHOIO 30epiraHHs Ta HWOro 3aTBEpHKCHHS
KEpPIBHUKOM YCTaHOBH.

2. ITopsaaoK NpoOBeAeHHA eKCIEePTH3H HIHHOCTI JOKYMEHTIB
1. ExcriepTr3a iHHOCT1 JOKYMEHTIB B YCTAHOBI MPOBOAUTHCS:

y IOTOYHOMY JUTOBOJICTBI - T1J] 9ac CKJIaJIaHHS HOMEHKJIATYp CIipaB, (GOopMyBaHHS IOKyMEHTIB
y CHpaBH 1 MepEeBIPsIHHS MPABIIIBHOCTI BITHECEHHS TOKYMEHTIB JI0 BiMOBIIHUX CIpaB, MiArOTOBKU
CIIpaB JI0 MepejaBaHHs Ha apXiBHE 30epiranus;

B apXiBl1 YCTAaHOBH - y TIPOILIECI MPUMMaHHS CIIPaB JI0 apXiBy Ta MIATOTOBKH CIIpaB Ha MOCTIHHE
30epiraHHs.

2. ExcrepTrsa MiHHOCTI JOKYMEHTIB y JIJIOBOJICTBI MPOBOJUTHCS HIOPOKY B CTPYKTYPHHX
MiPO3/iIax YCTaHOBH O€3MOcCepeIHhO 0cOO0aMHM, BiIMOBIAATFHUME 3a OPTaHi3alliio JiJI0OBOJCTBA B



ux miapo3aiiax, pazom 3 EK mig MEeTOIWYHUM KEpiBHUIITBOM CIIYy>KOW IIIOBOJICTBA Ta apXiBY
YCTaHOBH.

OpranizaiiifHy Ta METOIUYHY IOIOMOTY Yy NpOBEIeHHi ekcrepTusu IiHHocTi Hanae EITK
nepkapHoro apxiBy (EK apxiBHoro Bijainy paiioHHOI, paiioHHuX y Mictax Kuesi i CeBacromoni
JIep’)KaBHUX aIMIHICTpaIliid, MiCBKOT pajin).

3. Ilig yac mpoBeneHHs €KCIEePTU3M IIHHOCTI TOKYMEHTIB Yy JIIOBOJICTBI BUPI3HAIOTH YOTUPHU
TpYIH CIpAaB:

nocTiitHorO 30epiranus;

TpuBajioro (monana 10 pokiB) 30epiranHs;

TUMYACcOBOTO 30epiranss (10 10 pokiB BKIIOYHO);

Ti, 110 MiAJISATA0Th 3HUILEHHIO Y 3B 3Ky 13 3aKIHYEHHSIM CTPOKIB iX 30epiranHs.

Bin6ip 3a3HaueHUX Tpyn JOKYMEHTIB 3IIMCHIOETHCSI HA IMiJICTaBl HOMEHKJIATypU CIpaB
YCTaHOBH, & TAKOXXK THIOBUX Ta TAIy3eBUX IEPEIIIKiB JOKYMEHTIB 31 CTpOKaMH 30epiraHHs MIITXOM
Meperisy KOXHOro apkyma crnpaBd. OJHOYACHO IEpPEBIPSIOTHCSA SKICTh 1 IMOBHOTA YHMHHOL
HOMEHKJIaTypHU CIIpaB, MPaBUJILHICTh BH3HAYEHHS CTPOKIB 30epiraHHs CIpaB, IepeadaueHux
HOMEHKJIaTypOIlO0, JTOTPUMaHHS BCTAHOBJICHUX MpaBUi O(QOpMIIEHHS JAOKYMEHTIB Ta (OpMYyBaHHS
CTpaB.

4. Ctpok 30epiranHs JOKyMeHTIB oOuuciioeTbes 3 01 ciuyHsA POKy, HACTYIHOTO 3a POKOM
3aKiHUeHHs crpaBu. Hampukian, o0urcieHHs: CTpoKy 30epiranHs cmpas, 3aBepiieHux y 2014 porri,
nounHaeThes 3 01 ciuns 2015 poky.

5. 3a0opoHs€eThCS BiIOIp JOKYMEHTIB JUIS MOAAIBIIOTO 30epiranHs abo 3HUIICHHS Ha MiJICTaBl
3aroJIOBKiB CIIPaB B OMHCY 200 HOMEHKIIATYPi CIIpaB.

6. CropaBu 3 mo3Haukor «EIIK», y SKHX eKCrepTH3010 IIHHOCTI BCTAHOBJICHA HAsBHICTH
JOKYMEHTIB TOCTIMHOro 30epiraHHs, NiAIATal0Th mepe@opMmyBaHHIO. J(OKyMEHTH NOCTIHHOTO
30epiraHHs, BIUIyYEHI 13 3a3HAYCHUX CIIPaB, 00’ €THYIOTHCS B CAMOCTIHI cripaBu ab0 MPUETHYIOTHCS
JIO THIIMX OJHOPIAHUX crpaB. OmnpaBieHHs 3HOBY C(OPMOBAHUX CIPAB 3IIHCHIOETHCS TIIBKH ITICIIS
3aBEpIICHHS €KCIIEPTU3H I[IHHOCTI JOKYMEHTIB.

7. I1ix 9ac mpoBeICHHS €KCIIEPTU3H IIIHHOCTI JOKYMEHTIB Y JIIJIOBOJICTB1 BUSIBJISIOTHCS Ty OIEeTHI
JIOKYMEHTH, OKYMEHTH, 110 HE CTOCYIOThCS CIpPaBH, YEPHETKH, HEO(POPMIICHI KOIMii, MeTaseBi
CKpIMJIEHHS, M0 MiUIATal0Th BHIIYYEHHIO 31 CIpaB MOCTiHHOrO Ta TpuBajoro (mouax 10 pokis)
30epira”Hsl.

8. 3a pe3ynbpTaTaMu €KCIePTH3H IIHHOCTI JOKYMEHTIB CTPYKTYPHI MIAPO3AUTH TOTYIOTh CIIPaBU
nocTiitHoro 1 TpuBaioro (moHan 10 pokiB) 30epiraHHs 10 MepeJaBaHHS 0 apXiBy yCTaHOBH,
30Kpema:

3MIACHIOETHCS O(OPMIICHHS CITPaB BIAMOBITHO 0 BUMOT, BU3HAYCHUX Y IU1aBi 2 po3aury VI mux
[TpaBu;

3MIIACHIOETHCS CKJIAJIAHHS ONUCIB CIpaB CTPYKTYPHOTO MIiAPO3AUTY 3TiIHO 3 BUMOTaMH,
BU3HauYeHUMHU y r1aBi 3 posauty VI nux Ilpasui;

Ha MIiJCTaBi HOMEHKJIATyp cIlpaB (HOpMYIOTbCS Mepelikd (CIUCKU) CHpaB, IO MiJUIAraioTh
3HHIIEHHIO Y 3B’ S3KY 13 3aKIHYCHHSIM CTPOKIB 1X 30epiranHs, AJIs BKIFOUCHHS JI0 aKTa ITPO BITYYCHHS
JUTSL 3HUIIEHHS TOKyMEHTIB, He BHeceHux 10 HAD.

9. V pa3i BCTaHOBJICHHS B MPOIIECi EKCIIEPTU3H I[IHHOCTI (haKTiB HECTadi JOKYMEHTIB 1 CITpas,
[0 BHECEHI JO0 HOMEHKJIATypH, BIANOBIJHUMU CTPYKTYPHUMH TMIAPO3JIJIaMH  YCTaHOBU
3MIACHIOETBCS 1X PO3MIYyK. Y pa3i HEraTUBHOTO pe3yJibTaTy pO3IIYKY KEpiBHHUK YCTaHOBU 3a
MOJIaHHSM CITY>KOU JIIIIOBOACTBa a00 KepiBHUKA apxiBY (0COOM, BiIMOBIAATBHOI 32 apXiB) CTBOPIOE
KOMICIIO 31 CITy’)kKO00BOTO PO3CHiAyBaHHs, MPU3HAYAE CITY>KOOBE pO3CIiAyBaHHS 1 BUJIA€ HaKa3 IMPO
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MPUTSTHEHHS 10 BIAMOBIJAIBHOCTI OCi0, BUHHUX Y BTpaTi JOKyMEHTIB abo cmpas. JloBigka mpo
MPUYMHU BIJCYTHOCTI JOKYMEHTIB abo cmpaB, MiANKHCaHAa YIEHAMH KOMICIi Ta KEpiBHUKOM
BIJIMOBITHOTO CTPYKTYPHOTO MIAPO3ALTY, IEPEIAETHCS A0 apXiBy YCTAHOBH.

Ha mincraBi A0BiIKHM apXiB CKJIaJae akT MPO HecTady crpaB (JIOKyMEHTIB) Y CTPYKTYPHHX
miapo3auiax 3a popmMoro, HaBeeHOo B 101aTKy 13 mo mux [IpaBun, skuii mianucye KepiBHUK apXiBy
(oco0ba, BiAMOBiaNIbHA 32 apXiB), Bi3y€ KEPIBHUK CIYKOM IITIOBOJCTBA Ta 3aTBEPKYE KEPIBHHUK
YCTaHOBH.

10. B apxiBi ycTaHOBU €KCHEPTU3Y IIIHHOCTI JOKYMEHTIB IPOBOMSTH:

i1 9ac CKJIaJJaHHs 3BEJICHUX OIMHUCIB CIIPaB;

y pa3i HaIXO/XKEHHS JJOKYMEHTIB y HEYIOPSKOBAHOMY CTaHi;

y pasi 3aKiHYeHHS CTPOKIB THMYACOBOTO 30€piraHHs apXiBHUX JOKYMEHTIB;

nepe; MepeaaBaHHsIM CIpaB Ha TOCTiHHE 30epiraHHS 0 BiIMOBIAHOI Jep)KaBHOI apXiBHOT
YCTaHOBH, apXIBHOT'O BIJIUTY MICHKOI paju;

3 METOIO BUSIBJICHHS YHIKaJIbHHUX T0KyMeHTiB HA®.

11. Excmeptr3a IIHHOCTI JOKYMEHTIB B apXiBl YCTaHOBH 3IHCHIOETHCS IIiJ] METOJIUYHUM
KEpIBHUIITBOM BiAMOBIIHMX JIEPKAaBHUX apXiBHUX YCTAHOB, apXiBHUX BIIILIIB MICBKHUX pajl, y 30HI
KOMIUICKTYBaHHS SIKHX TIepe0yBa€e yCTaHOBA.

12. ExcriepTr3a HIHHOCTI JOKYMEHTIB B apXiBi YCTAHOBH IiJ] Yac CKJIaJaHHS 3BEACHUX OIMUCIB
crIpaB mepeadavae aHaji3 CKiIaay JOKyMEHTAIlli yCTaHOBH, 30KpeMa OpraHi3aiiifHuX 1 po3MopsSIunx
JIOKyMEHTIB, a TAaKOX TJIAHOBOI Ta 3BITHOI TOKyMEHTAITIi:

1) yTOYHIOETBCS, B SIKMUX CTPYKTYPHHUX MIAPO3/UIaX BIAKIATAIOTHCS TyOJIeTHI TOKyMEHTH, IO
MUIATAI0Th 3HHUINEHHIO. 3a HEOOXiMIHOCTI B apXiBi YCTAaHOBH MOXYTh 3QIHMINATHCS Ha 30epiraHHs
JyONIeTHI TPUMIPHUKH TOKYMEHTIB, IO MiUISATaI0Th OCTIHHOMY 30epiraHHIo B Iep)KaBHIN apXiBHIH
YCTaHOBI, apXIBHOMY B1UIUII MICbKOI pasiu. AHAJII3y€ThCs TAKOXK XapaKTep NOBTOPEHHs iH(opmMarii
B IHIIUX JOKYMEHTaX: BUJ, (hopMa i MOBHOTA IIOBTOPIOBAHOCTI.

Bunyuennss nayOneTHHX MJOKYMEHTIB Ta JOKYMEHTIB 3 TIOBTOPIOBAHOIO iH(OpMAIIi€t0
3IIMCHIOETHCS JIMIIIE TICIs 3BIPSIHHA 3 JOKYMEHTaMHU, 10 3JIMIIAI0THCS Ha MOCTiHE 30epiraHHs;

2) 3MIMCHIOETHCS TIepeBipKa MPaBUILHOCTI (POPMYBaHHS CIpaB Ta iX 0(hOPMIICHHS BIAOBIIHO
JI0 apXiBHUX BUMOT. Y pa3i BUSBJICHHS MOPYIIEHb apXiB Mae IMpaBO BUMAaraTu nepedopMyBaHHS
CHpaB CTPYKTYPHUMH MIAPO3/LIaMU;

3) Ha MiJICTaB1 OMHKCIB CIIPaB CTPYKTYPHUX MiAPO3/LTIB MPAI[IBHUKY apXiBY YCTAHOBHU CKIIAAIOTh
3BE/ICHI OIKMCH CIIPaB YCTAHOBH IOCTIMHOTO 30epiranHs, TpuBaioro (moxayn 10 pokiB) 30epiraHus, 3
KaJIpOBUX MHUTaHb (OCOOOBOTO CKJIaay) BIAMOBIAHO J0 BHUMOT, BHU3HA4YeHHX Y posaiai VII nux
IIpaBui.

13. ¥V pa3i HAIXOIKEHHS /10 apXiBY YCTAaHOBU IOKYMEHTIB y HEYTIOPSIKOBAHOMY CTaHi, 110 OyJI0
CIPUYMHEHO HaJ3BMYAllHMMU OOCTaBHHAMHM, €KCIepTH3a LIHHOCTI JIOKYMEHTIB 3IiMCHIOETHCS 3
JOTPUMaHHIM BUMOT, BU3HAUEHUX y IYHKTax 3 - 9 rmaBu 2 po3ainy V nux [Ipasui.

14. ExcriepTusa MIHHOCTI JOKYMEHTIB B apXiBi yCTAaHOBH IPOBOJUTHCS IIOPOKY 3 METOIO
BUSIBJICHHS JIOKYMEHTIB, CTPOK THMYacoBOro 30epiraHHs SKuX 3akiHuuBcsa. [Ipu 1pomy
MEePETJIAIAI0THCS OMTUCH CIIPaB 3 KaJpOBHUX MUTaHb (0COO0BOTO CKIady), TpuBaioro (moxaz 10 pokin)
30epiradHs, y TOMY 4YHCJ BIJIMOBITHI OMHCH CHpPaB YCTAHOB-TIONEPEAHUKIB Ta JIKBIJOBaHUX
YCTaHOB.

15. Excmeptusa miHHOcTi AokymeHTIB HA® mepen mnepegaBaHHSIM CIpaB Ha IMOCTiiHE
30epiranHs nepeadavac 1iIbOBE BUBUEHHS JOKYMEHTIB 3 METOIO BUSBIEHHS TyOJETHUX JOKYMEHTIB
(TOTOXXHHX 32 3MICTOM THPA)KOBAHHUX NMPUMIPHUKIB OJHOTO JOKYMEHTA), TOKYMEHTIB THUMYACOBOTO
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30epiranHsi, ki BHeceHi 10 HA® moMuiIKoBo, a TakoX JTIOKyMEHTIB, IOKyMEHTHA iH(opMarlist SKux
BTpayueHa 1 He MIJUIArae BIIHOBJICHHIO B IEPBICHOMY a00 HaOIMKEHOMY /10 HbOT'O BUTJISI/IL

{A63ay Opyeutl nynkmy 15 enasu 2 po3oiny V euxnioueno na niocmasi Haxazy Minicmepcmesa
rocmuyii Ne 2277/5 6io 04.07.2018}

VY pa3i HeoOXiqHOCTI MPOBOAUTHCS yIOCKOHANIEHHS 200 TIepepoOIeHHS OMHCIB.

{Ihynkm 15 enasu 2 pos3odiny V oonosuweno noeum abzayom opyeum 3eiono 3 Haxazom
Minicmepcemea ocmuyii Ne 2277/5 6i0 04.07.2018}

Y I0CKOHAJICHHS OIHCY MPOBOIUTHCS Y pasi, SIKIIO 3aroJIOBKA HE PO3KPHUBAIOTH 3MICT CIIPABH,
BIJICYTHIH JOBIIKOBUH arapar onucy abo oKkpemi HOTo eJIeMEHTH.

{Ilynkm 15 enasu 2 poszoiny V oOonosweno nosum abzayom mpemim 32iono 3 Haxazom
Minicmepcmea ocmuyii Ne 2277/5 6io 04.07.2018}

[TepepoOneHHs] OMUCIB 3MICHIOETHCS Y TAKUX BHITAIKAX:

{Ihynkm 15 enasu 2 po3oiny V oonoeuneno Hosum abzayom wemsepmum 32iono 3 Haxazom
Minicmepemea ocmuyii Ne 2277/5 6io 04.07.2018}

3HAYHA YaCTHHA 3aroJIOBKIB OMKCY HE B1I0OpaXkae 3MICTy CIIPaBH;

{Ilynkm 15 enaseu 2 poszdiny V oonogneno Hosum abzayom n'smum 32i0Ho 3 Haxazom
Minicmepcmea ocmuyii Ne 2277/5 6io 04.07.2018}

OIIHCH MICTATh CyMapHe OIMMCAaHHS CIIPaB, IPYINOBY HyMEpaLilo CIpaB;

{Ilhynkm 15 enasu 2 po3odiny V oonosneno nosum abzayom wocmum 32iono 3 Hakazom
Minicmepemea ocmuyii Ne 2277/5 6io 04.07.2018}

3HaYHY YaCTUHY JOKYMEHTIB ()OHAY BHIIYYEHO, BTPAYCHO, MEPENaHO 0 I1HIIOI apXiBHOT
YCTaHOBH, IPUEIHAHO JI0 1HIIOTO (HOHIY;

{Ilynkm 15 2naséu 2 poszoiny V oOonosneno nosum abzayom cvomum 32iono 3 Haxazom
Minicmepcmea ocmuyii Ne 2277/5 6io 04.07.2018}

MOPYIIEHO OCHOBHI MPUHIIMIKA CUCTEMAaTH3allli 3aT0JIOBKIB CIIPaB B OIMHKCY, 110 YHEMOXKJIUBITIOE
MOIIYK 1H(pOopMaIIii;

{Ilynkm 15 enaeu 2 pozoiny V Oonoeneno nosum abzayom eocbmum 32i0no 3 Haxazom
Minicmepcmea ocmuyii Ne 2277/5 6io 04.07.2018}

3HAYHO 301IBIIUBCS 00CAT (POHIY 32 paXyHOK HOBHX HAJXOJKEHb.

{Ilhynkm 15 enasu 2 posdiny V Odonosneno Hosum abzayom Oes'smum 32iono 3 Haxazom
Minicmepemea ocmuyii Ne 2277/5 6io 04.07.2018}

ExcriepTisa 1IHHOCTI JTOKYMEHTIB YCTaHOBH Ta YJAOCKOHAJEHHs ab0 mepepoOJIeHHS OIMKCIB
3I1MCHIOIOTBCA 32 PILICHHSM JIEP’KaBHOI apXiBHOI YCTaHOBH, apXiBHOTO BiJUILTY MICBKOI pajiy.

{Ilhynkm 15 enaeu 2 po3diny V oonosneno mosum abzayom Oecsamum 32iono 3 Haxazom
Minicmepcmea ocmuyii Ne 2277/5 6io 04.07.2018}

3a pe3yibTaTamM IITLOBOTO BUBUYEHHS JOKYMEHTIB apXiB CKJIaJa€: MPOEKTH aKTiB IMpo
BIIIy4YeHHS JOKyMeHTiB 3 HA® 3a ¢opmoro, HaBeneHoto B gonatky 14 go nux IlpaBum. AKT
cxBamoeThesl EK ycranoBu ta momaetses Ha po3riisin ETIK (EK) nepkaBHoi apxiBHOT yctaHoBH, EK
apXxiBHOTO BIATUTY MiCBKOT paji, y 30HI KOMIUIEKTYBaHHS K01 mepe0yBae ycTaHOBA.

OctarouHe pimeHHs npo BuiaydeHHs 1oKyMeHTiB 3 HA® npuiimae LIETIK Ykpaepxapxisy.

[Toromxenuit LIEIIK YkpaepxkapxiBy akT npo BHIy4eHHs JOKyMeHTIB 3 HA® 3aTBepmxyeThes
KEpIBHUKOM YCTaHOBH.


https://zakon.rada.gov.ua/laws/show/z0791-18#n38
https://zakon.rada.gov.ua/laws/show/z0791-18#n39
https://zakon.rada.gov.ua/laws/show/z0791-18#n39
https://zakon.rada.gov.ua/laws/show/z0791-18#n39
https://zakon.rada.gov.ua/laws/show/z0791-18#n39
https://zakon.rada.gov.ua/laws/show/z0791-18#n39
https://zakon.rada.gov.ua/laws/show/z0791-18#n39
https://zakon.rada.gov.ua/laws/show/z0791-18#n39
https://zakon.rada.gov.ua/laws/show/z0791-18#n39
https://zakon.rada.gov.ua/laws/show/z0791-18#n39

Ha mizncraBi 3aTBEpKEHOr0 akTa apXiB YCTAHOBH BHOCHTH 3MIiHH B OOJIKOBI JIOKYMEHTH,
30KpeMa B ITICYMKOBHH 3aITUC Ta 3aCB1T4yBAIbHHUIA HAITHC OITHCY.

16. Excmeptu3a 1iHHOCTI AokyMeHTiB HA®, copsiMoBaHa Ha BUSBJICHHS YHIKQIBHHUX
nokyMeHTiB HA®, mpoBoANTECS apXiBaMH YCTaHOB, SIK1 BiIOBIIHO JIO 3aKOHOIABCTBA MAOTh ITPABO
MOCTIHO 30epiratu JokymMeHTH HA®.

Binnecennss gokymenTiB HA® 10 yHIKaJIbHMX 3IIMCHIOETHCS Ha IIIJICTAaBl KPUTEPIiB
MMOXO/[KCHHS, 3MICTY, 30BHIIITHIX O3HAK a00 3a CYKYIHICTIO KPUTEPIiB Ta XapaKTEPUCTHK.

3a pe3yiabTaTaMy BUSBIECHHS JOKyMeHTIB HA®D, 1110 MoXyTh OyTH BilHECEHI JI0 YHIKAJIbHUX, B
apxiBl yCTaHOBU CKJIAJIAl0THCS IPOEKTHU aHOTOBAHUX IEPEITIKIB YHIKANbHUX JOKyMeHTIB HAD.

BusBnenns yHikaapHuX 10KyMeHTIB HA® B apXiBi yCTaHOBH Ta iX ONKMCYBaHHS B aHOTOBAHOMY
Mepemiky 3MINCHIOIOTHCSA BIAMOBIAHO 10 METOMMKU BIIHECEHHS JOKYMEHTIB HarmioHaiabHOTO
apxiBHOro (OHAY 110 YHIKAIbHUX, 3aTBEP/PKEHOI HakazoM MiHicTepcTBa rocThIlil YKpainu Big 16
cepnnst 2016 poky Ne 2505/5, 3apeectpoBanoi y MinicTepcTBi toctuuii Ykpainu 18 cepnus 2016
poky 3a Ne 1148/29278.

{Ab3ay uemeepmuii nynkmy 16 enasu 2 po3oiny V 6 peoakyii Haxazy Minicmepcmea rocmuyii No

2277/5 6i0 04.07.2018}

3. Cxi1ajaHHS aAKTIiB PO BUJIYYEHHS /IJIsl 3SHUIIIEHHS JOKYMEHTIB, He
BHeceHuX 10 HA®, Ta 3HMIIIeHHS TOKYMEHTIB

1. Ha migcraBi mogaHuX CTPYKTYPHUMHU TIAPO3JAUTIAMHU aKTiB MPO BWJIYYCHHS JJIs1 3HUIIECHHS
JIOKyMEHTIB, HE BHECEHHX 710 HAD, 1110 miyisiraroTh 3HUIICHHIO Y 3B 3Ky 13 3aKIHUCHHSIM CTPOKIB
ix 30epiraHHs, Ta MPOBEACHOI EKCIIEPTU3U LIIHHOCTI JOKYMEHTIB B apXiBl YCTAaHOBHU CKJIAJJA€THCS aKT
PO BUJIyYEHHS Il 3HUIICHHS JIOKYMEHTIB, He BHeceHHMX n0 HA®D, 3a ¢opmoro, HaBeIECHOIO

B nonatky 1510 nux [Ipasui.
AKT CTPYKTYPHOTO MigpO3aiTy O(MOPMIIOETBCS Y BUTISAAL TAONWIN, MO MICTHTH rpadu,

nepeadaveHi 3BeICHUM aKTOM TIPO BWIIYYEHHS JUIs 3HUINEHHS JOKYMEHTIB, He BHeceHHX 10 HAD.
AKT MiIMUCY€ KEPIBHUK CTPYKTYPHOTO MiAPO3ALTY.

{Ilynkm 1 enasu 3 pozoiny V & peoaxyii Haxazy Minicmepcmea rocmuyii No 2277/5 6io
04.07.2018}

2. AKT npo BUIIYYCHHS UTS 3HUIICHHS JOKYMEHTIB, He BHeceHUX 10 HA®D, ckimamaeThes y 1BOX
MPUMIPHUKAX, K MPaBUJIO, HAa CIPaBH BCI€l YCTaHOBH. SIKIO B aKTi 3a3HAYEHO CIPaBH KiTHKOX
CTPYKTYPHUX HiAPO3LIiB, iX HaHMEHYBaHHS 3a3HAYAIOTHCS MEPE/I IPYIIOI0 3ar0JIOBKIB CIIPaB IbOTO
nigpo3airy. Ha3Bu ogHOPIMHUX cIipaB, BiMiOpaHUX JIO 3HUINEHHS, BHOCATHCS B aKT IiJ] 3aralbHUM
3aroJIOBKOM 13 3a3HAYEHHSIM KUIBKOCTI CITpaB, YKIIOUEHHUX JI0 KOXKHOI TPyINU. AKTH PO BUITY YCHHS
JIOKYMEHTIB ISl 3HUILIEHHS MAlOTh BAJTOBY HyMepallito, mounHarouu 3 Ne 1.

CripaBu BKJIIOUAIOTHCA B aKT PO BUITyUEHHS JUIs 3HUIIEHHS IOKyMEHTIB, He BHeceHuX 10 HAD,
AKILO Tepen0avyeHuii Al HUX CTPoK 30epiranHs 3akiHumBces 70 01 ciuHs poKy, B IKOMY CKJIaJ€HO
akT. Hampuknan, cnpaBu 3 TpUPIUHHUM CTPOKOM 30epiranHs, 3akinueni y 2014 pori, MOXYTh
BKJIFOYATHCS B akT, 10 Oyae ckmanennit He panime 01 ciuas 2018 poxy, 3 I’ STUPIYHHM CTPOKOM
30epiranHs - He panime 01 ciuas 2020 poky, 3 ypaxyBaHHSM IMPUMITOK, 3a3HAYEHUX Y BiAMOBIAHUX
nepenikax JOKYMEHTIB 31 CTPOKaMu 30epiraHHsi.

3. YcraHOBH, Y AISUTBHOCTI SKUX YTBOPIOIWOTHCS nokyMeHTH HA®D, momarots cxBasienHi EK
YCTaHOBU aKTH PO BUITyYEHHS JUIsl SHUILEHHS TOKYMEHTIB, He BHeceHuX 10 HA®, pa3om 3 onucamu
CIpaB MOCTIMHOTO 30epiraHHs Ta 3 KaapoBHX NMUTaHb (ocoboBoro ckiany) Ha po3rsia EIIK (EK)
Jiep’kaBHOI apXiBHO1 yctaHOBU, EK apxiBHOT0 BTy MICBKOT pajiv, y 30HI KOMIUICKTYBaHHS SKO1
nepedyBae yCTaHOBA.

4. YcraHOBH, y AISIIBHOCTI SIKUX HE YTBOPIOIOThCS AokyMeHTH HA®, nonatots cxBaseHi EK
YCTaHOBM aKTH MPO BUIIYUEHHS JUIs 3HUILEHHS JOKYMEHTIB, He BHeceHUX 10 HAD, pazom 3 onucamu


https://zakon.rada.gov.ua/laws/show/z1148-16#n14
https://zakon.rada.gov.ua/laws/show/z1148-16#n14
https://zakon.rada.gov.ua/laws/show/z0791-18#n50
https://zakon.rada.gov.ua/laws/show/z0791-18#n50
https://zakon.rada.gov.ua/laws/show/z0736-15#n1444
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CHpaB 3 KaIpOBUX MHUTaHb (0coOoBoro ckiany) Ha po3risia EIIK (EK) nepxaBHOI apXiBHOT yCTaHOBH,
EK apxiBHOTO BiJIlTy MICBKOI pajii, Y 30H1 KOMIUIEKTYBaHHS KOi IepedyBa€e yCTaHOBA.

5. Y pasi BHECEHHs 70 aKTa MO BHIIyYEHHs I 3HUIICHHS TOKYMEHTIB, He BHeceHUuX 10 HAD,
MEepPBUHHOI (hiHAHCOBOI Ta OyXrajTepchbkoi JOKYMEHTAIlli YCTaHOBA JOAA€ JO HBOTO JIOBIAKY PO
MIPOBEACHHS MEPEBIPKU OpTaHaMH JTIOXOJIB 1 300piB a00 peBi3ii un Aep>KaBHOTO (PIHAHCOBOTO aAyUTY
3 MUTaHb JOTPUMAaHHS MOJATKOBOTO, MUTHOTO Ta IHIIOTO 3aKOHOJABCTBA (KpIM JEp>KaBHOTO
(iHAHCOBOTO ayJHUTy OKPEMHUX TOCIIOJAPChKHUX OIepalliii) opraHaMu AepKaBHOTO (IHAHCOBOTO
KOHTPOJTIO.

VY noBijLi TaKOX 3a3HAYAIOTHCS B1IOMOCTI PO HasiBHICTH a00 BiJICYTHICTb:

(iHaHCOBHX orepalliif, 1o BIAMOBIAHO 0 BHMOT 3aKOHOJABCTBA MiJIATalOTh (HiHAHCOBOMY
MOHITOPHHTY, 32 3a3HAYCHI B aKTi POKH;

CIOpiB (CyIepevoK), MOPYUIEHHS KPUMIHAJIBHHUX CIIpaB, BIAKPHUTTS CyJaMH TPOBAKECHb Y
CIpaBax.

JloBigka MiAMUCYETHCS KEPIBHUKOM YCTAaHOBH Ta CKPIMUIIOETHCS IEYAaTKOK YCTaHOBH (3a
HasiBHOCTI).

{Ilynkm 5 enasu 3 pozoiny V & peoaxyii Haxazy Minicmepcmea rocmuyii No 2277/5 6io
04.07.2018}

6. ITorompkeni (cxBajeHi) aKTH MPO BHIyYEHHs JUIsl 3HUIICHHS JOKYMEHTIB, HE BHECEHUX [0
HA®, 3arBepmKyrOThCS KEpIBHUKOM YCTaHOBH, ITCIS YOr0 YCTaHOBA MAa€ TPAaBO 3HUIIUTH
JIOKYMEHTH.

7. CropaBu, BimiOpaHi Uisi 3HMINEHHS, MEPENAIOTHCS OpraHi3aimisM 13 3aroTiBii BTOPUHHOT
CHUPOBUHU 32 HAKJIAJHUMHU, Y SIKUX 3a3HAYAE€ThCSA Bara MakyJaTypH, [0 TepeaaHa Juisl mepepoOKu.
Jata 3ma4i JOKYMEHTIB, IX Bara Ta HOMEp HAKJIaJHOI BKAa3yIOThCS B aKTaxX IMPO BHIyYEHHS
JIOKYMEHTIB /ISl 3HUIIEHHS.

8. SIKIIO B aKT MpO BWIIyYEHHS JJIS 3HUILEHHS TOKYMEHTIB, He BHeceHuX 10 HA®D, BxiroueHo
JIOKyMeHTH 3 rpudom «lms ciayk00BOro KOPUCTYBaHHS» Ta IHIIUMH TpudamMu 0OMEKEHOTO
JOCTYIIy, IO 3aCTOCOBYIOTHCSI B YCTAHOBI, LI JOKYMEHTH 3HUIIYIOTHCS IIISIXOM MOAPIOHEHHS 10
CTaHy, II0 BHUKJIIOYAE€ MOXIIMBICTh iX MPOYMTaHHS Ta BigHOBIEHHs. Ilpum 1mbOMy B KiHLI akTa
JOJJATKOBO POOUTHCS 3alKC MPO 3HUINEHHS BIAMOBIIHUX JOKYMEHTIB i3 3a3HAUCHHSIM IPi3BHII,
iHimianiB wieniB EK ycranoBu, Hanmpukiam:

Cmpasu Ne 25 JICK, Ne 30 ICK, Ne 80 JICK 3HUIIIEHO NUISIXOM IMOAPIOHCHHS.
Unenu EK:
(miamuc, 1Himiany (1Hiiam iMeH1), Ipi3BUILE)
(mipmuc, ixinianw (iHilianx iMeHi), Ipi3BUIIe)
(miamuc, iHimiamy (1Hiian iMeHi), IPi3BHIIe)
Jara
VI. KoMIuleKTyBaHHA apXiBy
1. I’xepesia KOMILUIEKTYBAHHS Ta CKJIAJ JOKYMEHTIB apXiBy

1. OCHOBHUMH JKepelaMu KOMIUIEKTYBAaHHS apXiBy €: CTPYKTYPHI MIIPO3AUIA YCTaHOBH,
HiANOPSAIKOBaHI yCTaHOBH, (i3UYHI 0COOH.

2. JIoKkyMeHTH 3 PI3HUMHU BUJAMU MaTepiajJbHUX HOCIiB 1H(opMallii MOBHHHI 30epiratucs B
apXxiBl YCTaHOBU OKPEMO.

3. ApxiB ynpaBJiHCHKOI TOKyMeHTallii 30epirae:


https://zakon.rada.gov.ua/laws/show/z0791-18#n56
https://zakon.rada.gov.ua/laws/show/z0791-18#n56

3aKiHYEHI B MMOTOYHOMY JUJIOBOJICTBI JOKYMEHTH MOCTIHHOTO Ta TpuBanoro (moHan 10 poki)
30epiraHHs, CTBOPEH1 CTPYKTYPHUMH MiPO3I1TIaMHU;

JOKYMEHTH 3 KaJpOBUX MUTAaHb (0COOOBOTO CKJIaly) MpaIliBHUKIB YCTAaHOBH,
JIOKYMEHTH YCTaHOB-ITONIEPETHUKIB;
JIOKYMEHTH TIAMOPSIKOBAHUX YCTAaHOB, IO JIKBiOBaHi;

JIOKyMEHTH 0COO0BOT0 MTOXO/[KEHHS ITPAI[IBHUKIB YCTAHOBH, SIK1 BiIIrpaiy IEBHY POJIb B iCTOPil
PO3BUTKY Ti€l UM 1HIIOL chepH KUTTEASUILHOCTI KpaiHu a0o 11 OKpeMOro periony, 1mo HaaidIu Ha
MiJCTaBl1 3as1BU 1X BJIACHHKA;

JIPYKOBaH1 BHJIaHHS, 1110 JIOTIOBHIOKOTh apXiBHI IOKYMEHTH, HEOOX1IHI /111 HAYKOBO-METOIUYHOT
Ta iH(pOpMAaIiitHO-T0BIAKOBOT pOOOTH apXiBY;

JIOBIJIKOBH Ta 0OJIIKOBUI amapart /10 apXiBHUX JOKYMEHTIB.

2. Bumoru 10 opopmiieHHS CIPaB, M0 MiAJISATal0Th ApXiBHOMY
30epiraHHio

1. CipaBu yCTaHOBH MiUIATal0Th 0(OPMIICHHIO T/ Yac iX 3aBEICHHS Y JAUTOBOJICTBI Ta i yac
MIATOTOBKH 1X HA apXiBHE 30epiranHs.

2. OdopmieHHs cmpaB 3A1MCHIOETHCS NPALiBHUKAMH CTPYKTYpPHUX MIJIPO3JAUIIB  MiJ
METOJMYHHUM KEPIBHHUIITBOM CIIy>KOM JIIJIOBOJICTBA Ta apXiBYy yCTaHOBH (0COOM, BiIIOBITAJIBHOI 3a
apxiB).

3. 3aexHo BiJ CTPOKIB 30epiraHHs JOKYMEHTIB 3/1ii1 CHIOETHCSI ITOBHE 200 4aCTKOBE (CIPOIICHE)
o OopMIIEHHS CITPaB.

JlokyMeHTH TUM4YacoBoro 30epiranss, copmMoBaHi y crpaBu, 30epiraloTbes y Tekax (marnkax)
13 3aB’sI3KaMH, IIBUJIKO3IINBAYAX, HE TIIIIMBAIOTHCS 1 HE HYMEPYIOThCS (32 BUHSATKOM MEPBUHHOL
OyXraiatrepchbKoi JIOKyMEHTalli Ta TOKYMeHTiB 3 rpudom «Jlyig ciyk00BOro KOPHUCTYBaHHSA» Ta
iHmmMu TpudamMu 0OMEKEHOro JOCTYIy), YTOYHEHHS €JIeMEHTIB OGOpPMIICHHS OOKIaJUHKUA HE
MIPOBOJIUTHCSL.

Odopmnenns crpas nmoctiitHoro 1 TpuBanoro (monaf 10 pokiB) 30epiranHs, y TOMY YKCIi CIIpaB
3 KaJpOBUX NHUTaHb (0COOOBOTO CKJIamy), mepemadavyae CHCTEMATH3aIlil0 JOKyMEHTIB Yy CIIpaBi,
HyMEpaIlilo apKyIliB y Chpasi, CKiIagaHHsA (y pa3l moTpebu) BHYTPIIIHBOTO OMHUCY JAOKYMEHTIB
CIIpaBH, HASBHICTh 3aCBIIUyBaJIbHOTO HAMKCY CIPABH MPO KUIBKICTh apKYIIiB 1 PO OCOOJMBOCTI
¢bi3uuHOrO CTa”y Ta (OpPMYBaHHS CIpPABH, MIAMIMBAHHS a00 OIMpPABJICHHS CHIpaBU, O(HOPMIICHHS
OOKJIaIMHKH (TUTYJIBHOTO apKyllla) CIIPaBH.

4. CuctemaTH3allist JOKYMEHTIB Y CIIpaBi nepedoadyae po3MilieHHs] JOKYMEHTIB 32 XpOHOJIOTIE0
HaJXO/HKEHHS a00 CTBOpPEHHS (BiJl CIYHS 10 TPY/IEHB ).

Jleski BUAM JTOKYMEHTIB (3BITH, BIJIOMOCTI TOINO) JO3BOJSETHCS CHCTEMAaTHU3yBaTH B
anaBiTHOMY MOPSIIKY HATMEHYBaHb YCTAHOB y MEXaX POKY.

{Ilynkm 4 enasu 2 po30iny VI oonoeuneno nosum abzayom 32iono 3 Haxazom Minicmepcmea

rocmuyii Ne 2277/5 6i0 04.07.2018}

5. Hywmepariiss apkynrnB cropaB 3iHCHIOETBCS 3 METOHO 3a0e3MEUeHHs 30€pEeKEHOCTI Ta
3aKpIMJICHHS TOPSJIKY PO3TAllyBaHHS JOKYMEHTIB, YKIIOYEHHX Y CIpaBy. YCi apKyIlil CIpaBu
HYMEpYIOTh apaOChKUMHU IU(paMHu BATOBOIO HYMEPAIlI€I0 B MPABOMY BEPXHBOMY KYyTi IMPOCTHM
M’SIKMM OJIBIIEeM a00 MEXaHIYHUM HyMepaTopoM. ApKyIIli 3acBiUyBaJbHOTO HANUCy Ta
BHYTPIIIHBOTO OMHUCY HYMEPYIOTHCS OKPEeMO. 3aCTOCYBaHHsS YOPHHIA, MACTH ab0 KOJIbOPOBHX
OJIIBIIIB JUII HyMepallii apKyIIiB CIpaBH, apKyIIiB 3aCBIAYyBAJLHOTO HAIMKUCY Ta BHYTPIIIHBOTO
OMHCy 3a00POHSIETHCS.


https://zakon.rada.gov.ua/laws/show/z0791-18#n64

ApKy1Ii cripas, 10 CKJIAAI0THCS 3 JCKUTBKOX TOMIB 200 YaCTHH, HyMEPYIOTHCS B KOXKHOMY TOMI
(4acTHH1) OKpEMO.

®otorpadii, KpecieHHs, AiarpaMM Ta IHII UIIOCTPATHBHI JOKYMEHTH, IO € OKPEMHMHU
apKyIIaMH B CIIPaBi, HYMEPYIOThCS Ha 3BOPOTHOMY OOIIi B JTIBOMY BEpPXHBOMY KYTi.

Apky ¢opmary, Oinbioro, Hixk popmatr A4, miIIMIMBAETHCS 3 OAHOTO OOKY 1 HyMEpYEThCS K
OJIH apKyll y IIPaBOMY BEPXHBOMY KYTi, a IOTIM (asbLIOeThCs Ha popmar A4.

ApKyIll 3 HarjayXxo HAKJICEHUMH JTOKyMeHTaMHu ((doTorpadismMu, BUpi3KaMU, BUITHCKAMHU TOIIO)
HYMEpY€EThCS SIK OAMH apKyml. SKIo A0 JOKYMEHTa MiJKICEHI OJHUM OOKOM IHIII JOKYMEHTH
(BUpI3KHU, BCTaBKHU J0 TEKCTY, NEPEKIIaH TOIIO), TO KOKEH JTOKyMEHT HyMEPYEThCSI OKPEMO.

[TinmmTi y cripaBu KOHBEPTH 3 YKJIAJACHHSAMH HYMEPYIOThCS BAJIOBOIO HYMEpPALIEI apKyIIiB
CHpaBU, IPH LIbOMY CIIOYATKy HYMEPYETHCS KOHBEPT, a MOTIM KOKHE BKJIaJCHHS B KOHBEPTI.

[TigmuTi y cupaBu JOKyMEHTH 3 BJIACHOIO HyMEpaIli€l0 apKyIlliB 30epiraroTh TaKy HyMepailiio,
SIKIIIO BOHA BiJIIOBIa€ MOCTIIOBHOCTI PO3TAIIyBaHHS apKyIIiB y CIPaBi.

VY pa3i HagBHOCTI 0araTbOX MOMHUJIOK Y HyMepallii apKyIIliB CIPaBH B JIiJIOBOJICTBI 3/IIHCHIOETHCS
ix mepeHyMeparlisi, i yac K01 CTapi HOMEPHU 3aKPECIIOIOTHCS OJIHIEI0 CKICHOIO PUCKOIO 1 TIOPST
CTaBUTHCA HOBUM HOMEpP apKylia.

V pa3i HassBHOCTiI OKpEMHX ITOMUJIOK y HyMepallii apKyIliB CIIPaBU JIOITyCKAETHCS 3aCTOCYBaHHS
nitepHux HOMepiB apkymiB (135-a, 135-6 Tomo).

6. BHyTpilIHIH OMUC JOKYMEHTIB CKJIQJA€ThCs 10 ACSIKUX KaTeropiil crpas, IO MiCTSATh
VHIKaIbHI JOKYMEHTAJIbHI TaM’ ATKH, HOKYMEHTH 3 Tpudom «J[is ciyk00BOTO KOPHCTYBaHHSD,
0COOOBi, CyJOBO-Ci4l CIpaBH, CIpPaBH, Ha3BU SIKHX HE IOBHICTIO PO3KPUBAIOTH IX 3MICT.
HeoOXigHicTh CKJIAJAHHS BHYTPIIIHBOI'O OIKCY JOKYMEHTIB JCSKHX CIIPaB BH3HAYAETHCS
IHCTPYKIII€IO 3 AIJIOBOJACTBA YCTAHOBH.

BryTtpimHiii onuc (1omaTok 16) ckiagaeThcs HA OKPEMOMY apKyiii 3a (GOpMOIO, 10 MICTUTh
BiJIOMOCTI MPO MOPSAIKOBI HOMEPH JOKYMEHTIB CIpPaBH, iX IHIEKCH, JaTH, 3arOJIOBKHM Ta HOMEpPHU
apKyIIiB CTIIPaBH, Ha SIKUX PO3TAIIOBAHUHN KOKEH JOKYMEHT.

J1o BHYTPILTHBOTO OMHKCY CKIAMAETHCS MiACYMKOBHUH 3aMiC, Y SKOMY HaBOJAATHCS HMU(PpPaMU Ta
CIIOBaMH KIUIBKICTh JIOKYMEHTIB, IO BKJIFOYEHI JIO OMHUCY, Ta KUIBKICTh apKyIIiB BHYTPIIIHBOTO
onucy. BHyTpimHI# onuc mMANMUCYETHCA HOTO yKiIaaadeM. SIKIIo crpaBy ompaBjieHO abo MiAmnTO
nornepeaHbo 0e3 BHYTPIIIHBOTO OMHCY, TO HOro ONaHK MiJKICIOETHCS N0 BHYTPIIIHBOTO OOKY
JUIHOBOT OOKIIQIMHKY CIIPABH.

3MIHU CKJIaJly JOKYMEHTIB CHpaBU (BKJIIOYEHHS JIOJATKOBUX JOKYMEHTIB, iX BHMKJIIOUCHHS,
3aMiHa OpPUTIHATIB KOMISIMH TOIIO) BimoOpaxkaroThcs B rpadi «[IpumiTku» 13 mocUIaHHSM Ha
BIJIOBIIHI JIOKYMEHTH (HaKa3W, aKTU TOILIO) 1 J0 BHYTPIIIHHOI'O OINHCY CKJIAJA€TbCs HOBUI
MiICyMKOBHH 3amuC.

7. 3acBiquyBaIbHUI HAIKC CIIPABU CKIIATAETHCS 3 METOIO OOJTIKY KiJTbKOCTI apKYIIIiB y CIIPaBi Ta
¢ikcariii ocoOnMBOCTEH X Hymeparlii.

3acBimuyBaNbHUN HaNUC (10JaTOK 17) CKIANAa€EThCs HA OKPEMOMY apKyIIli, 110 BMIIIYETHCS B
KIHII1 CIIPaBH, y APYKOBAaHUX MPUMIpHUKAX cIipaB (0OJIIKOBI KypHaJH, 3BITH TOILO) - HA 3BOPOTHOMY
00111 OCTAHHBOT'O YHUCTOTO APKYIIIA.

V 3acBiuyBajgbHOMY HAIMCl 3a3HAYAIOTHCS MU(PPaMH 1 JTITEpaMHu KUIBKICTh apKyIIiB y CIpaBi
Ta OKPEMO 4epe3 3HaK «+» (IUII0C) KUIBKICTh apKyIIiB BHYTPIIITHBOTO OIKCY, SKIIO BiH €.

VY 3acBiI4yBaIbHOMY HAIHCI 3aCTEPITalOTHCS TaKi 0OCOOIMBOCTI HyMepallii JOKyMEHTIB CIIpaBH:
HasIBHICTb JIITEPHUX Ta MPOIYIIEHUX HOMEPIB apKYIIiB;

HOMEpH apKyIlIiB 3 HaKiIeeHUMHU (HoTorpadisiMu, KpEeCIEHHIMHU, BUPI3KaMU TOILO;


https://zakon.rada.gov.ua/laws/show/z0736-15#n1446
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HOMEpPHU BEIMKO(OPMATHUX apKYIIiB;
HOMEPH KOHBEPTIB 3 YKIAJACHHSIMH 1 KUIBKICTh apKyIIiB YKIaJACHb.

3acBimuyBaNLHUIN HAMMKC MAMACYETHCS 0CO00F0, SIKa HOTro cKiIana. Y ci HaCTYITHI 3MiHU B CKJIaII
Ta cTaHl chpaBd (TIOMIKO/KEHHS apKyIlliB, 3aMiHa JOKYMEHTIB KOMiSMHU, TPUEIHAHHS HOBUX
JIOKYMEHTIB TOII[0) 3a3HAYAIOThCS y 3aCBIAYYBAIbHOMY HAMUCi 13 TOCHUJIAHHSIMH Ha BiIMOBIIHUN
BUIIPABJOBYBAJIbHUI TIOKYMEHT (HaKa3, aKT).

VY pa3i 3Ha4HOrO O0CSITy MEepeHyMepalii apKylliB y crnpaBi B KiHII i1 CKIaJaeThCs HOBUHN
3acBiguyBanbHUM Hamuc. Ctapuil 3acBiqUyBaIbHUI HAIMC 3aKPECTIOETHCA 1 30epiraeTbes y crpasi
MOCTINHO.

8. OnpaBieHHs CIIpaB 31HCHIOETHCS 3 METOIO 30€pekeHHs X (PI3UUHOro cTany. JJoKkyMeHTH, 1110
MICTATBCSI Y CIpaBi, MIIIIMBAIOTh HA YOTHPU MPOKOJU CHEIIAIbHUMU CYpOBMMU HUTKaMH a0o
npatrBoro. CripaBu mocTiiiHOT0, TpuBasoro (monan 10 pokiB) 30epiraHHs Ta 3 KaJApOBHX IHUTaHb
(ocoboBOro CKiaxy) ONpAaBISAIOTHCS Y TBEpAYy OOKIAQAMHKY 3 KapToHy. Ilpu mpomy Mmeranesi
CKpIIUICHHS (CKPINKH, MIIHJIBKA) BHITyYalOThCS 3 TOKYMEHTIB.

ITin yac ompaBieHHs a0O MIAIIMBAHHS JOKYMEHTIB CIIpaBU HE JO3BOJIIETHCS TOPKATHCH iX
TEKCTy. SIKIIO TEeKCT JOKYMEHTIB HAIPYKOBaHO HAATO OJIM3BKO O iX JIBOTO Kpaw, TO MOTPIOHO
HapOCTUTH KOPIHII IOKYMEHTIB MMarepoM Ti€i caMoi SKOCTI, 110 ¥ HOCIT TEKCTy TOKYMEHTIB.

VY pa3i HagBHOCTI y cHpaBi He3aTpeOyBaHMX OCOOMCTHX IOKYMEHTIB (TPYAOBHUX KHHKOK,
MOCBIAYEHb, TUIIJIOMIB, aT€CTaTiB, CBIJIOITB TOIIO) IIi JOKYMEHTH BKJIQJalOThCS B KOHBEPT, KU
IIITMBAETHCS 0 CIIPAaBH. SIKIIIO TaKUX IOKYMEHTIB 3HAaYHa KUIbKICTh, BOHU BUJIYyYalOThCS 31 CIIPaBU
1 Ha HUX YKJIQAA€ThCS OKPEMUI OTIHC.

9. OopmienHst 0OKIaTUHOK (TUTYJIBHUX apKyIIiB) CIpaB MOCTIHHOTO, TpuBajoro (moxaxn 10
pOKiB) 30epiraHHs Ta 3 KaAPOBUX MUTaHb (0OCOOOBOTO CKIIaAy) BUKOHYIOTh 32 (POPMOIO, HaBEJEHOIO
B nojatky 18 mo mux IlpaBun. TUTynbHI apKylli PeKOMEHIYETHCS BHUTOTOBISATH JIPYKAPCHKUM
crocoOoM 1 3alIOBHIOBATH 3MIHHY 1H(QOPMAIIIIO BiJ] pyKH.

[lepen mepenaBaHHsSM CIpaB A0 apXiBy YCTAaHOBH B TEKCT Ha 1X OOKIaJAMHKAX (THUTYIHHHX
apKylIax) BHOCSThCS HEOOXIJHI YTOYHEHHS, MEPEBIPSETbCS BIAMOBIIHICTh 3aroJIOBKIB CIpPaB Ha
oOKJTamuHKax (TUTYJBHUX JIUCTaX) 3MICTYy MIJIIMTHX JOKYMEHTIB (3MICT JOKYMEHTIB CIIpaBH
BiZJOOpa)Xa€ThCsl Y 3arojIOBKY YiTKO, CTUCIIO, y3arajJbHEHO, 0€3 BTPATH KOHKPETHUX XapaKTEPUCTUK
00’ekTa omucyBaHHS). Y pasi moTpeOW 10 3arojioBKa CIPaBH BHOCATHCS JIOJATKOBI BiIOMOCTI
(TIpOCTaBISAOTHCS HOMEPH Haka3iB, MPOTOKOJIB, BUIU 1 (POPMH 3BITHOCTI, BKa31BKU Ha HAsSBHICTh
KOIIil IOKyMEHTIB y cIipaBi). 3aroJIoBOK CIIpaBy Ha OOKIJIAMHII Ma€ BiAMOBIIATH 3ar0JIOBKY B OMTUCI
CTIpaB CTPYKTYPHOTO MiAPO3ILTY.

Ha oOknanmHkax cripaB (TUTYJIBHUX apKyIlIax) IPOCTaBISIOTHCA JaTH JJOKYMEHTIB, YMIIIEHUX Y
KOXKHY CrpaBy. SIKIIO crpaBa CKJIaJA€Tbes 3 KUTBKOX TOMIB (YacTHH), TO HAa KOXHOMY 3 HHUX
MIPOCTABJISIOTHCS KpaiiHi JaTH TOKYMEHTIB (ITOYaTKy Ta 3aKIHYEHHS CIIPaB).

VY pa3i 3a3Ha4YCHHS TOYHUX KaJICHAAPHUX JAT 3a3HAYAIOThCS YHCIIO, MICAIb 1 pik. Yucno i pik
MO3HAYAIOTHCS ApaOCHKUMU ITUGPaMK, Ha3Ba MICSIISI TUIIETHCS CIIOBOM. SIKIIO Y CIIPaBy BKJIFOYEHO
JIOKYMEHTH (JI01aTKH TOIIO), IaTH SKUX BUXOIATH 3a KpaiHi 1aTH CIpaBU, TO HUXKYE JATHU CIIPaBU 3
HOBOTO PsJIKAa POOHUTHCS PO II€ 3aMMKC «Y CIpaBi € JOKYMEHTH 32 poku». JlaTh MOXYTh HE
3a3HayaTHCS Ha OOKJIAMWHIN (TUTYJIBHOMY apKyllli) CIpaB, IO MICTATH PIYHI TUIAaHU Ta 3BITH,
OCK1JIbKA BOHH BiZIOOpa)KeHi y 3aroJIOBKax CIIpaB.

Ha oOximaguHkax cropaB (TUTYJBHHX apKyllaxX) 3a3HA4YalOTh KUTBKICTh apKyIIiB Yy CIpaBi
BIIMOBITHO 0 3aCBi4yBaJIbHOTO Hamucy (0e3 BpaxyBaHHS apKyIlIiB BHYTPIIIHHOTO OIMKCY Ta
3aCB1I4YBaJIbHOTO HAIHCY).

Ha oOknaauHIi cripaBu B MPaBOMY BEPXHbOMY KyTl1 Ta HUKHBOMY JIIBOMY KYyTi 3a3HA4a€ThCS
apxiBHMHM 1mu¢p crnpaBu (3a HOrO/DKEHHSM 3 apXiBOM YCTaHOBU HOMEPH 3BEJECHOTO ONUCY 1
apxiBHOTo (OHIy, HOMEp CHpaBH 3a 3BEJCHHUM ONHMCOM NPOCTaBISAIOTHCS B apXiBl MICHA
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3aTBEpP/PKEHHSI 3BEJIEHOTO OMuCy cmpaB). Jlns mpocraBieHHS apxiBHOTO mUdpy MOXKe
3aCTOCOBYBATHCS IITAMII.

V pasi 3MiHM HaliMeHyBaHHs yCTaHOBH (ii CTPYKTYPHOTO MiAPO3/iTy) MPOTATOM MEPioy, KU
OXOILTIOIOTHh JJOKYMEHTH CITpaBH, ado ITiJ1 Yac rmepeaadi CrpaBy JI0 iHIIOI YCTaHOBH (CTPYKTYPHOTO
MiIPO3AUTy) Ha OOKIAIWHIN CHpaBd (THTYJILHOMY JIMCTI) 3a3HA4a€ThCsl HOBE HaWMEHYBaHHS
YCTaHOBH (CTPYKTYPHOTO MiJPO3ALIY), a HONEpeaHE OepeThes B Ay KKH.

Hammcn Ha oOKiaguHKax crpaB MOCTiHOro Ta TpuBajoro (monam 10 pokiB) 30epiraHHs
POOIATHCS YITKO YOPHUM CBITIOCTIHKUM YOPHUIIOM 200 MacToro.

Y pa3i BMIIIEHHS Y CHOpaBy HAICKHUM YHHOM O(OPMIICHOTO THUTYJBHOTO apKylla,
BUT'OTOBJICHOTO JPYKapChbKUM CHOCOO0M, Ha OOKIaAMHII CIpaBH 3a3HAYAIOTHCS JIMILIE HOMEpPHU
apxiBHOTO (OHIY, ONMHUCY 1 copaBH. 3a00pOHSETHCS HAKICIOBAaHHS THTYJIBHOT'O apKylla Ha
OOKJIaTUHKY CITPaBH.

3. CxiagaHHs T2 0(pOPMJICHHS ONHUCIB CNIPAB CTPYKTYPHOI'O MiAPO3AiLy

1. CTpyKTypHI MiIpO3AiIM YCTaHOBM 3000B’s3aHI OMHMCYBaTH JOKYMEHTH IIOCTIHHOTO Ta
TpuBayoro (moHaa 10 pokiB) 30epiranHs, 3 KaJJpOBUX MUTAaHb (0COOOBOTO CKJIMy) Yepe3 PiK Micis
3aBEPIICHHS CTIPaB y AIOBOJICTRI.

2. Ha cipaBu TumaacoBoro (10 10 pokiB) 30epiraHHs OMUCH HE CKIAIAI0ThCA. Y pasi JiKBigarlii
YH peopraxizailii yCTaHOBH TaKi OMKCH CKIIaJatoThCsl 000B’SI3KOBO.

3. Ommcu crpaB CTPYKTYPHOTO MiAPO3JLTY YCTAaHOBHU CKJIAMAIOTHCS MIOPOKY 3a (opmoto,
HaBeJIeHOIO B J10aTKy 19 mo nux [IpaBui, mocagoBor 0co0010, BiANOBIAAIBHOIO 32 IIJIOBOJCTBO Y
CTPYKTYPHOMY ITiJIPO31Ti, 32 METOJUYHOI JIOITIOMOTH apXiBy YCTaHOBH.

4. Homep omucy crpaB CTPYKTYPHOIO IMiIPO31Iy YCTAHOBH MOBHHEH CKJIaJaTHCS 3 IIU(GPOBOro
MMO3HAYCHHS CTPYKTYPHOTO MiAPO3/AUTY 32 HOMEHKJIATYPOIO CITPaB 3 JOJAaBAHHIM IT0YaTKOBOI JIITEPH
Ha3BU KaTeropii JOKYMEHTIB, IO BKJIIOYAIOTHCS JO OIKCY, Ta YOTHPHOX IU(GP POKY, B SKOMY
po3MmouaTo crpaBH, BKIIOYEHI 10 onucy. Hanpukias, omucu crpas MOCTIHOTO, TPUBAJTIOTO (TMTOHA/T
10 pokiB) 30epiraHHs Ta 3 Ka[pOBUX MUTaHb (0COOOBOTO CKIIaTy) CTPYKTYPHOTO miapo3aity Ne 5, o
00JIIKOBYIOTBCS 32 HOMEHKJIATYPOIO cripaB 1 po3nouari y 2014 porti, OyxyTs MaTu Taki Homepu: S5 I1
-2014;5T-2014; 5K -2014 a6o 5 OC - 2014.

5. Ilixg 9ac cky1ailaHHsI OMMCIB CIIPaB CIIi/I JOTPUMYBATHUCS TAKMX BHMOT':
CHpaBU KOKHOTO POKY CKJIAIAIOTh PIYHHUIA PO3/ILI ONHUCY CIPAB;
HOPSIIOK HyMepallii CripaB B ONHUCY - BaJIOBHH 3a KUJIbKa POKIB;

3arojIOBKM CIIpaB BHOCATH JI0 OMKCY BIANOBIIHO IO NPUHHATOI CXEMH CHCTEMaTH3alli, SIK
IPAaBUJIO, HA OCHOBI HOMEHKJIATYpH CHpaB (32 HEOOXIJHOCTI 3aroJIOBKM CIIpaB PEAAryroThes Ta
YTOUYHIOIOTHCA);

KOXKHY CIIpaBy BHOCSTH JO ONUCY MiJ CaMOCTIHHHUM MOPSAKOBUM HOMEPOM (SKILIO CIipaBa
CKJIaJIa€ThCS 3 KUTBKOX TOMiB, KO)KEH TOM OTPUMYE OKPEMHUU HOMEp, SKIIO CIIpaBa CKIAJAETHCS 3
KUTbKOX YaCTHH OJHOTO JOKYMEHTA, TO KOYKHA YaCTHHA OTPUMYE OKpEMHU HOMED);

y pa3i BHECEHHS JI0 OMHKCY Mipsi KITbKOX CIIPaB 3 OJJHAKOBUM 3ar0JIOBKOM IMOBHICTIO HABOJAATH
JIUIIIE 3aroJIOBOK TEPIIOi CIIpaBH, a BCl 1HII OJHOPIAHI CIIPaBU MO3HAYAIOTH CIOBAMH «T€ cCamey,
OJIHaK pelITy BiZIOMOCTEH PO CIpaBU 3a3HAYAIOTh MMOBHICTIO (Ha KOXXHOMY HOBOMY apKyIlll OIUCY
3aroJIOBOK BiTBOPIOIOTH IMOBHICTIO);

rpadu onucy 3alOBHIOIOTH BIJIMOBITHO /IO BIJOMOCTEN, BUHECEHUX Ha OOKIAANHKY (TUTYJIbHUM
apKyIIl) CIIPaBH;
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rpada omucy «[IpuMiTKay BUKOPUCTOBYETHCS ISl BIIMITOK PO OCOOIHBOCTI (Di3MYIHOTO CTaHy
CHpaB, PO Nepenady CIpas IHIIUM CTPYKTYPHUM MIAPO3/iIaM, PO HAsBHICTH KOIMINH JOKYMEHTIB y
CIIpasi.

6. JI71s po3mo ity cripaB BiJIOBIIHO IO CXEMHU CHCTEMAaTH3aIlll Tepe0a4eHo TaKi mpaBua;

CIPaBU BITHOCATHCS JI0 TOTO POKY, B IKOMY iX 3alpoBaJMJIU B JLJIOBOJICTBI 00 B SIKOMY BOHHU
HAAIAILITN 10 CTPYKTYPHOTO MiPO3ILTy Ul IPOIOBKEHHS;

IIJIaHU, 3BITH, KOIITOPUCH ¥ JOKYMEHTH JI0 HUX BIHOCATHCS JIO TOTO POKY, Ha KUK a00 3a IKUi
IX CKJIaJIeHO, HE3aIEKHO B JaTH IX CKIagaHHT;

MEePCIEKTUBHI IAHU BiTHOCATH JIO ITOYATKOBOI'O POKY iX JIii, a 3BiTH 3a IIi POKH - 0 OCTAHHBOTO
POKY 3BITHOTO TIEPiOAY;

CIIpaBH, SIK1 pO3M0YATO B OJHOMY CTPYKTYPHOMY IMiIPO3LTI Ta TIepeaaHo Tl MPOJAOBXKEHHS 70
HIIOTO MiAPO3/iTy, HaleXaTh TOMY MiAPO3ALTY, N iX 3aBepiieHo (MPU IIbOMY Ha3Ba IEPIIOTO
HiApO31LTy OepeThes B IyKKH 1 MUIIEThCS Ha3Ba OCTAHHBOTO).

7. Onucu crpaB BEIyTHCS MPOTATOM KITBKOX POKIB 3 BUKOPHCTaHHSAM €IMHOI HACKPi3HOI
HyMepauii. CrpaBu KOKHOTO POKY CTAHOBJISTH PIUHUI PO3/LT OIUCY.

8. VY KiHIIl omuCy 3alOBHIOETHCS MiACYMKOBHH 3amuC 13 3a3HAYEHHSAM KUTBKOCTI (mudpamu i
CJIOBaMH) CIIPaB, 110 OOJIIKOBYIOTHCS 3@ OMUCOM, IEPILIOro i OCTAHHBROTO HOMEPIB CIIPaB 3a OIMUCOM,
a TakoX 0OYMOBIIOIOTHCS OCOOIMBOCTI HyMepalii cpaB B onuci (JIiTEpHI Ta MPOMYIIEHI HOMEPH
crpas).

9. V piuHMI pPO3AUI ONHCY CIpPaB BHOCATHCS TaKOX CIIPaBHU, HE 3aBEPINCHI IPOTATOM
KaJICHIAPHOTO POKY. Y TaKMX BUNAAKAX Yy KIHIl pIYHUX PO3ALUIIB OMHUCY KOKHOTO HACTYITHOTO POKY,
MPOTSITOM SIKOTO CIIPAaBH MPOAOBXKYBAIKCS B JIJIOBOJICTBI, 3a3HAYAEThCs: «JJOKyMeHTH 3a el pik
JIMB. TAaKOXK Y PO3LIi 32 pik, Ne ». I'padu 4, 5 popmu onucy He 3arOBHIOIOTHCS.

10. Omuc crpaB CTPYKTYpHOTO HiPO3/Iiy YCTAaHOBH IIAMKCY€ETHCS YKIIAaueM i3 3a3HaUCHHM
HOT0 1Mocajy, MOTrO/DKY€EThCS 3 KEPIBHUKOM CIYOM ITOBOJACTBA 1 3aTBEP/UKYETHCS KEPIBHUKOM
CTPYKTYPHOTO IiJPO3ALTY.

11. Onuc cnpaB CTPYKTYpPHOTO MiPO3ILTY YCTAHOBH CKIIAAEThCS y JBOX MPUMIPHUKAX, OJIUH 3
SIKUX TEePEIAEThCS Pa3oM 31 CIipaBaMU JI0 apXiBY YCTAaHOBH, a IHITUH 3aTHINAETHCS SIK KOHTPOJIbHHMA
MPUMIPHUK Y CTPYKTYPHOMY ITiIPO3ILII.

12. Ha ocHOBI OMHUCIB cIpaB CTPYKTYPHUX MiAPO3JALIIB apXiB YCTAaHOBH T'OTY€ 3BEJIEHI OMUCU
crpaB ToOCTiifHOTO Ta TpuBaioro (moHax 10 pokiB) 30epiraHHsA, 3 KaApOBUX MUTaHb (0COOOBOTO
CKJIaNy) y MOpPsAKY, BU3HaUYeHOMY B po3ini V nux [lpaBui.

4. IlepenaBaHHsl cipaB 10 apXiBy YCTAHOBH

1. CopaBu moctiitHoro ta TpuBayioro (monan 10 pokiB) 30epiraHHs, 3 KaJpOBHX IUTaHb
(ocoboBoOrO CKJIady) Yepe3 IBa POKHU ITICIIS 3aBEPIICHHS iX BEJCHHS B AUIOBOJCTRBI MEPEIAIOTHCS 10
apxiBy YCTaHOBH B YIOPSIKOBAHOMY CTaHi AJisi TOJANbIIOrO 30epiraHHs Ta KOPUCTYBaHHS.

CnpaBu mocriiiHOTO0 Ta TpuBajoro (moHan 10 pokiB) 30epiraHHs TEpenarThCs 0 apXiBy
YCTaHOBH 3a ONHMCAMH, CKJIaJICHUMHU 32 BAMOTaMU, BU3HAYCHUMH Y TJ1aBi 3 1IbOTO PO3ALTY.

2. CnpaBu TumyacoBoro (10 10 pokiB BKIIFOYHO) 30€piraHHs MOXKYTh I€peIaBaTUCS 10 apXiBY
YCTaHOBH 32 PIIIEHHSM i1 KepIBHUKA 32 YMOBU HAsBHOCTI B HHOMY BUIBHHUX ILJIOLI.

CnpaBu TMYacoBoro (10 10 pokiB BKIIOYHO) 30epiranHs IMepeaaroThes 0 apXiBy YCTaHOBH 3a
HOMEHKJIaTypOIO CIipaB a00, Ha pO3CyJ YCTaHOBH, 3a 3[aBaJbHUMH OINHUCAMU JTOBLIHLHOT (OPMH,
HOMEpPH SIKUX MAIOTh MO3HAYKY « TM».

{Ab3ay Opyeuu nynxmy 2 enaeu 4 pozoiny VI i3 3minamu, eénecenumu 32iono 3 Hakazom
Minicmepcemea ocmuyii Ne 2277/5 6i0 04.07.2018}



https://zakon.rada.gov.ua/laws/show/z0736-15#n541
https://zakon.rada.gov.ua/laws/show/z0736-15#n683
https://zakon.rada.gov.ua/laws/show/z0791-18#n66

3. IlepenaBaHHs chpaB A0 apXiBy YCTaHOBHM 3JIIMCHIOETHCA 3a rpadikoM, IHOTOKCHHM 3
KEpIBHUKAMU CTPYKTYPHHUX MIIPO3ALUIIB 1 3aTBEPAKEHUM KEPIBHUKOM YCTaHOBH.

4. Slxmo okpemi crpaBH HEOOXIAHO 3JIMIIUTH Y CTPYKTYPHOMY MiAPO3JUTI A MOTOYHOI
po6oTH, apxiB ycTaHOBU 0(hOpMIISIE€ BUAAUY CIIPAB Y TAMYACOBE KOPHCTYBAHHSI.

5. IliazroroBka crnpaB CTPYKTYPHOT'O MIAPO3JLTY JUIs MEpeaHHs 10 apXiBy YCTAHOBM BKIIIOYAE
MEPEBIPSHHS TPABHILHOCTI ()OPMYBaHHS JOKYMEHTIB Yy CIIpaBH, BiJIIOBIIHICTH 3aroJIOBKIB CIIpaB
3MICTY BMIIIEHUX JIO CTPaB JOKYMEHTIB, O()OPMIICHHS JTOKYMEHTIB KOXKHOI CIpaBH, 0(OPMIICHHS
CHpaB Ta BIAMOBIIHICT CIIPAaB HOMEHKIIATY Pi, 3aTBEP/KEHIN KEPIBHUKOM YCTaHOBH.

VY pasi BusIBJICHHS HEAOMIKIB y (opMyBaHHI Ta 0()OPMIICHHI CIIPaB MPaIIBHUKUA CTPYKTYPHUX
MiIPO3AUTIB 3000B’13aH1 iX YCYHYTH.

CnpaBu 10 apXiBy YCTaHOBH JIOCTABJISIOTHCS TMpaIliBHUKAMU 11 CTPYKTYpPHHX TIPO3LIiB
3B’s13aHUMHU (YyIAaKOBAaHMMH ) HAJIEKHUM YHHOM.

6. Y pasi BiICYyTHOCTI CIIpaB CTPYKTYPHHX ITiIPO3LTIB, IO 3HAYATHCS B OMUCAX, YKUBAIOTHCS
3axoaw, nepeadadeHi nyHkroM 9 rimasu 2 po3ainy V mux [IpaBwur.

7. IpuiiMaHHS-TIepe1aBaHHs KOXHOI CIIpaBU 3MIHCHIOETHCS MPAIIBHUKOM apXiBy YCTaHOBH B
MPUCYTHOCTI MpaliBHUKA CTPYKTYPHOIO HIAPO3AUTY, KM Nepenae ynopsakoBaHi Ta o(opmieH1
crpasu. [Ipy 1boMy B KOXKHOMY IPUMIPHUKY OIKCY CIIPAB POOIATHCSA MO3HAYKH PO NPUIHATTS Ti€l
a00 1HIIOI crpaBu. Y KiHIII KOXXHOTO MPUMIPHUKA OMUCY CIPaB pOOJIATHCS HHU(paMH Ta CIOBaMH
MO3HAYKU NP0 (PaKTUYHY KUTBKICTH CIIPaB, MIO TepeiaHi A0 apXiBy yCTaHOBH, HOMEPH CIpaB, IO
BIJICYTHI, JaTy NpUMMaHHA-NepelaBaHHs CIpaB 1 CTaBJIATHCS MIANUCH OcCi0, s[Ki 37aBalu Ta
npUiiMaly CIpaBy.

OnuH MPUMIPHUK OTHUCY TOBEPTAETHCS CTPYKTYPHOMY MIAPO3AUTY, YC1 I1HII 3aTUIIAIOTHCI B
apXiBl yCTaHOBH.

5. 'paHUYHiI CTPOKH TUMYACOBOI0 30epiraHHs JOKyMEHTIiB B apXiBi
YCTAHOBH

1. YcTaHOBIIOIOTECS TaKi TPaHUYHI CTPOKH TUMYACOBOTO 30€piraHHs JOKYMEHTIB B apXiBi
YCTaHOBH:

Uit TokyMeHTiB BepxoBuoi Pamu Ykpainu, Aaminictpamii [lpesunenta Ykpainu, Kabinery
MinictpiB Ykpaiau, Korcrurymitaoro Cyny Ykpainu, Bepxosrnoro Cyay, Bumoro cyny 3 nuranb
IHTEIEKTyalIbHOI BIIACHOCTI, BuIoro anTukopymiiitHoro cyay, [ eHepanbHOi TpoKypatypu Y KpaiHu,
LentpanpHoi BuOOpuoi koMmicii Ykpainu, PaxynkoBoi mamatu Ykpainw, HamioHameHoro 6aHky
VYKpainu, MiHICTEpPCTB, IHIIMX LEHTPAIBHUX OPTraHiB BUKOHABYOI BIIAJW Ta JEPKABHUX OPTaHiB i
Oe3mocepeTHbO MIANOPSIKOBAHUX iM OpraHi3aiiii - 15 pokis;

{A63ay opyeuti nynkmy 1 enaseu 5 poszoiny VI i3 sminamu, eénecenumu 32iono 3 Haxazom
Minicmepcmea ocmuyii Ne 2277/5 6io 04.07.2018}

it fokymMeHTiB BepxoBHoi Panu ABToHomHOi PeciyGuniku Kpuwm 1 Pagu miHicTpiB ABTOHOMHOT
PecniyOniku Kpum, ob6nacHux, KuiBcbkoi Ta CeBacTonmosibChKOi MICBKHUX pajl 1 Jep:KaBHUX
aZMiHICTpariii Ta Oe3MmocepeHbO MIAMOPSAKOBAaHUX iM OpraHizalliid, ameisiiHuX CYyaiB, SKi
YTBOPIOIOTHCSI B alENSIIMHUX OKpyrax, amensiiHuX aJMIHICTPaTUBHHUX CYJiB, amesIiiiHuX
TOCIOIAPCHKUX CYJiB, OKPYXXHHUX aIMIHICTPATUBHUX CYMIB, OKPYXKHUX TOCIOJAPCHKUX CYIIIB,
pEeriOHAIbHUX ~TMPOKYpaTyp, BIHCHKOBUX MPOKYpaTyp PpETrioHIB, TEPUTOPIaAIbHUX OpraHiB
LIEHTpaJIbHUX OpPraHiB BUKOHABUOI Biaau - 10 pokis;

{Ab3ay mpemit nynkmy 1 enasu 5 pozoiny VI i3 3minamu, enecenumu 32iono 3 Haxazom
Minicmepemea ocmuyii Ne 2277/5 6io 04.07.2018}

JUIsL JTOKyMEHTIB pallOHHHMX, pailloHHux y wMictax Kwuesi Ta CeBacTomosi Jaep:KaBHUX
aZMiHICTpaIliii, OpraHiB MICIIEBOI'O CAMOBPSIyBaHHS Ta Oe3MocepeaHbO MiAMOPSIKOBAHUX 1M
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oprasizarliii, OKpy»XKHHX CYJIB, SIKi yTBOPIOIOTbCS B OJJHOMY a00 JCKUIBKOX pallOHaX 4u palloHax y
MicTax, abo y MicTi, abo y paiioH1 (paiioHax) 1 MiCTi (MiCTax), TEpUTOPIATBHUX OPTraHiB HEHTPATbHUX
OprasiB BUKOHABYOI BJaJi1, @ TAKOX CIIIbCHKOTOCIOIAPCHKUX MiIMTPUEMCTB - 5 POKIB;

{A63ay yemeepmuii nynkmy 1 enaeu 5 pozoiny VI i3 sminamu, enecenumu 3eiono 3 Haxazom
Minicmepcmea ocmuyii Ne 2277/5 6io 04.07.2018}

JUTSL 3aITMCIB aKTiB IIUBUIBHOTO CTaHy, 3alMCIB HOTapiadbHUX Jil 1 CYyIOBUX CIIpaB, JOKYMEHTIB
3 KaJpOBHX IHTaHb (0COOOBOrO CKJIAAy), TOCIOJAPCHKUX KHHUT, IOKYMEHTIB 3 MpHBaTH3aIlil
KHUTIOBOTO POHIY - 75 POKIB.

2. Ctpoxku 30epiranHs M0/10 KOHKPETHUX JOKYMEHTIB MOKYTb OyTH 3MiHEH1 32 TTOTO/HKCHHSM 3
BIJIMOBITHOIO JICPYKABHOIO apXiBHOI YCTaHOBOIO, apXiBHUM BIIIIJIOM MichbKoi paau. [TpomoBkeHHs
CTPOKIB 30epiraHHs JOKYMEHTIB B apXiBi yYCTaHOBH JIONMYCKA€THCSA 3a MOTPEOM KOPHCTYBaHHS
JIOKYMEHTaMHU 31 CI1yK00BOIO METOI0, Y pa3l HEMOXJIMBOCTI IPUMHATHA JOKYMEHTH Ha 30epiraHHs 10
JIep>KaBHOI apXiBHOI yCTAaHOBH, apXiBHOT'O BTy MICHKO1 paJid.

3. Ilicms 3akiHYEHHS TPAHUYHHX CTPOKIB 30epiraHHs JOKYMEHTH, BimHeceHi a0 HAD,
MepEeIar0ThCS Ha TIOCTIHHE 30epiraHHs BiAMOBIIHO 10 TOPSJIKY, BU3HAUEGHOTO y IaBi | po3airy XIV
uux [IpaBui.

VII. CkiaagaHHsa apXiBHUX ONKCIB cCIpaB

1. ITopsaaok cKIaTAHHA PIYHUX PO3ALTIB 3BeIeHNX ONMCIB CIPaB
YCTAHOBH

1. IlinroToBKa piyHUX PO3ALTIB 3BEACHUX OIHUCIB CIIpaB MOCTIHHOTO 30epiraHHs, TPUBAJIOTO
(monan 10 pokiB) 30epiranas Ta 3 KaJpOBHX MHUTAaHb (0COOOBOTO CKJIaAy) MOKIATAETHCS HA apXiB
YCTaHOBHU.

2. SIkmio B yCTaHOBI CTBOPIOETHCS 3a pik 10 20 crpaB, 3BEJCHUI OIMUC TO3BOJIIETHCS CKIIAIATH
3a KUTbKa POKiB, ajie He OLIbIIe HIXK 3a 1’ SITh POKIB.

Ha cnemudivni 11 KOHKPETHOI YCTaHOBM crpaBu (CYIOBi, CIi4i, HAyKOBi 3BITH TOIIO)
CKJIQJIAI0Th OKPEMI1 OTIHCH.

3. 3BeneHi omucH CIpaB CKIAJAal0Th HA OCHOBI PIYHUX PO3JUTIB OMHCIB CIIPaB CTPYKTYPHHX
H1PO3/UIIB, Y TOMY YMCII BIJOKPEMJIEHUX CTPYKTYPHHUX MIAPO3ILUTIB O€3 CTaTyCy IOpUANYHOI 0co0H,
a B 0E3CTPYKTYpHHUX YCTAHOBAX - HA OCHOBI 3BE€JIEHOT HOMEHKJIATypH CIIpaB 3a TOW caMHi pIK.

B ycranoBax, 1o He MalOTh CTPYKTYPHOTO IOJLTY, apXiBHI OIUCH CKJIAAal0ThCs 3a HapsMaMu
JUSITTBHOCT1 YCTaHOBH.

4. Tlopsimok YHECEHHsI 3aroJIOBKIB CIIpaB y PIYHHUIA PO3JLT 3BEJCHOTO OMKCY - aHAJIOTIYHUHN
MOPAJIKY, 3a3HaU€HOMY B ITyHKTax 5 Ta 6 rnasu 3 po3auty VI uux Ilpasui.

3arooBKH CIpaB, IO MICTITh JOKYMEHTH 3a JIEKUIbKa POKIB, BKIIOYAIOTHCS Y PIYHUI PO3ALT
3BE/IEHOr0 OIKUCY BIAMOBIAHO A0 BUMOT, BUKIAACHUX Y YHKTI 9 raBu 3 po3auty VI nux IIpasu.

5. Iepmr HiX BKJIIOYATH 3aroJIOBKH CIPaB JI0 PIYHOTO PO3JLTY 3BEACHOTO OMHCY, HEOOXiTHO
3BIPUTH 3ar0JIOBKH CIIPaB 3 OMTUCAMU CIIPAB CTPYKTYPHUX MIAPO3ALTIB (1711 O6€3CTPYKTYPHUX YCTAHOB
- 31 3BeJICHOI0 HOMEHKJIATYpOIO CITpaB 3a TOW CaMH PiK), IEPEBIPUTH MPABIIBHICTH (OPMYBaHHS Ta
oopmiieHHs cripas.

6. 3arojoBKu crpaB, cOpPMOBAHUX MICJIS 3aTBEPAKEHHS PIYHOTO PO3JLTY 3BEJCHOrO OIMUCY
CIpaB YCTaHOBH, BKJIIOYAIOTh JI0 PIYHOIO PO3/LTY IiJl JITEPHUMU HOMepaMu (Hanpukiaz, 10-a, 284-
0 Tom10) a00 BMIIIYIOTh Y KIiHI[I PIYHOI0 PO3/LTY OIKUCY 3a iX BaJOBOIO HyMmepallier. Bubip Toro uu
TOTO BapiaHTy 3aJIEKHUTH B/l KUTBKOCTI TAKUX CIIPAaB.

7. PiuHi po3ainu 3BEeJICHUX OIMKUCIB CIPaB HYMEPYIOTHCS Y BAJIOBOMY MOPSIKY 33 BUMOTaMH,
BCTQHOBJICHUMH Y IUIaBl 7 OTO pO3AUTY, JO HHUX CKIQJalOThCs TMIACYMKOBHW 3amuc Ta
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3aCBIAYYBaJbHUM HAMKMC 3TiHO 3 BUMOTaMM, BH3HAYCHUMH Y IVIaBl S5 IBOrO PO3ILTY, a TaKOX
TepeIMOBa, 10 CKIAMAE€THCS BIAMOBIAHO 0 MYHKTY 2 TJIaBU 6 IIBOTO PO3/ILTY.

PiuHi po3minu 3BeIeHUX OMHUCIB CIOpaB HE MiANIMBAIOTH 1 HE OMPABIAIOTH, BOHU MOBHHHI
30epiraTucs B TeKax 3 KJlanaHaMu a0o0 3aB’sI3KaMH.

8. PiuHwMii 3BeICHMIT OITUC CIIPaB CKJIAJIAETHCS HE MI3HIIIE HiXK Yepe3 JIBa POKH ITICIIs 3aBEPIICHHS
CTIpaB y JJIOBOJCTBI.

2. Cxiaganis Ta 0popMJIEHHS PiYHOT0 PO3/ijly ONHCY CIIpaB
NMOCTIHHOTO 30epiraHHs

1. Piunuii po3Ais 3B€ICHOT0 OMUCY CITPaB MOCTIMHOTO 30epiraHHs CKIaAar0Th 32 BCTAHOBJICHOIO
dbopmoro, HaBeneHOO B 1o1aTKy 20 1o rux [IpaBui. /1o HbOro BKIIIOUAIOTH YCi 3ar0JIOBKH CIIPaB, 110
dbopMyBaHcs B CTPYKTYPHHUX MIAPO3/IaX YCTAHOBU BIIPOJIOBXK POKY, @ TAKOXK 3ar0JIOBKH CIIPaB i3
JIOKYMEHTaMH, BWJIYYEHHMH 31 CIOpaB TUMYAcOBOro 30epiraHHs, ki Manu mnosHauky «EIIK».
Cucremarusallisi 3arojoBKiB CHpaB B OMKCY MOBHHHA BIANOBIIATH MOPSAKY, BHU3HAUEHOMY Y
3BEJICHI HOMEHKJIATypl CIpaB YCTAaHOBU 3a LIel cCaMHi PiK.

2. PiuyHuii 3BeZIcHUH ONUC CITPaB MOCTIHHOTO 30€piraHHs CKJIaIa€ThCs Y YOTHPHOX MTPUMIPHUKAX,
aki micns cxsaneHHs EIIK BigmoBigHOro Jep»KaBHOTO apXiBY 3aTBEPIUKYIOTHCS KEPIBHHUKOM
ycranoBU. OJIMH MPUMIPHHK HAIPABIISIETHCS JCPKABHOMY apXiBY (apXiBHOMY BIIIUTY MiCBKOT pajin),
y 30HI KOMIUJICKTYBaHHS SIKOTO TiepeOyBae yctaHoBa. J[pyruii - 30epiracTbCsi K HEIOTOPKAHHUI B
apxiBi ycTaHOBH. TpeTiii Ta 4eTBEPTUN MPUMIPHUKU PO3JLTY OMUCY BUKOPHUCTOBYIOTHCS apXiBOM 1
CIIy>k00f0 JUTOBOJICTBA JUII MOTOYHOTO TOIIYKY COpaB 1 y pas3i iX mepedaBaHHs Ha TMOCTiiHE
30epiraHHs HAAXOIATh A0 AEPKABHOTO apXiBY (apX1BHOTO BIAJALITY MICBKOT paju).

3. YcranoBwu, mo 30epiratoTh qokymMeHTH HA® moctiiiHo B ce0e, CKIaAal0Th PidHI PO3ILTH
3BEJCHOTO0 OIKMCY CIpaB TMOCTIHOTO 30epirands y aBox mnpumipHukax. Iloromkeni EIIK
BIJIMOBIIHOTO JIEPKABHOTO apXiBy OIKCH 3aTBEpKy€ KepiBHUK ycTaHOBU. [lepmuii mpumipHUK
OIuUCy 30epiraeThCsi B apxiBi YCTAHOBH, a APYTHI - y CiIy>k01 1IIIOBOJICTBA.

4. 3aroyoBKM CIpaB, BKIIOUEHUX JO PIYHOTO PO3LIY 3BEICHOTO OIHCY CIpaB MOCTIHHOTO
30epiranHsi, HyMepylOTb Yy BaJOBOMY IMOpAAKY A0 uucia 9999. B ycraHoBax 3 piYHUM
JTOKyMeHT0001irom 10 600 JOKyMEHTIB TOIUIFHO 3aKiHUYBaTH 3BEICHIH OMUC 3 KUTBKICTIO cripaB 999.

3. Cxiaganns Ta opopMJIeHHS 3BeIEeHOr0 OMUCY CIIPaB TPUBAJIOI0
(monan 10 pokiB) 30epiranus

1. Piyauii po3aia 3B€A€HOT0 ONuUCy crpas TpuBaioro (moHan 10 pokis) 30epiraHHs CKIala€ThCs
3a (hopmor1o, HaBeaeHOO B 1oaatky 21 g0 mux [Ipasun. Jlo omucy BKIIOYAaOTh 3aT0JIOBKH CITPAB, 10
YTBOPUJIUCSI B JISUTBHOCTI CTPYKTYPHUX MiAPO3/UTIB YCTAHOBH 1 MAOTh BIAMOBIIHO O 3BEACHOI
HOMEHKJIATypH CIIpaB CTPOKH 30epiranHs moHaja 10 pokiB, a Takoxk 31 cTpokoMm 30epiranas «Jlo
JKBiAAIii yCTaHOBW» (OKPIM JOKYMEHTIB 3 KQJIPOBHUX IMUTAaHb (0COOOBOTO CKIay)). CucTemMaTH3aIist
3arojIOBKIiB CIPaB y IbOMY OIKCY MOBUHHA BIiJNOBINATH MOPSAKY, BH3HAYCHOMY Y 3BeIcHI
HOMEHKJIaTypi CIIpaB YCTAaHOBH 32 LIeW CaMUi PiK.

2. Onucu crpas TpuBaiioro (monas 10 pokiB) 30epiraHHs CKJIAJAIOTHCS Y ABOX MPUMIpHUKAX Ta
cxBamoThest EK ycranoBu. Ommicu cripaB TpuBaioro (moHaa 10 pokiB) 30epiraHHsl yCTaHOB, y
JUSTTBHOCTI SIKMX HE YTBOPIOIOThCs nokyMeHTH HA®D, monatoteest Ha cxBanienHs EK oprany Buiioro
piBHS (32 HAsIBHOCTI).

Onucu cnpas TpuBasoro (moHaa 10 pokiB) 30epiranHs nopatoThesi Ha noropkeHHs EITK
Jiep>kaBHOTO apxiBy abo cxBaseHHs EK apxiBHOro Bijyiily paiilOHHOI, pailoHHHX y MicTax Kuesi i
CeBacTonodi aepKaBHUX aJMiHICTpalliid, MiCbKOI pajJi 3a PIlICHHSIM IIUX KOMICii.

3. VY pasi mikBizamii yCTaHOBH, y TiSUTBHOCTI SIKOi HE YTBOPIOIOTHCA JOKyMeHTH HA®D, ommc
TpuBaioro (moHax 10 pokiB) 30epiraHHs JOKYMEHTIB MEPEPOOISETHCS 3 METOI0 BUOKPEMIICHHS
JIOKYMEHTIB, ITOB’sI3aHMX 13 3a0€3IIEUSHHSIM COIIaJIbHOTO 3aXUCTY TPOMaIsH, Ta micist cxBasieHHs EK
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ycranoBu Ta EK oprany Bumoro piBHs (3a HassBHOCTI) 000B’3K0BO 101ae€Thes Ha moromkeHHs EITK
JepaBHOro apxiBy abo cxBaneHHs EK apxiBHoro Binmuty pailoHHOI, pailoHHUX y MicTax Kuesi 1
CeBacTor1o:1i IepKaBHUX afMiHicTpalliii, MiCbKOi paju.

4. CxBaJIeHI Ta TIOTOJKCHI OIMCH CIIPaB 3aTBEPKYE KEPIBHUK yCTaHOBU. [lepmuii mpuMipHUK
PIYHOTO PO3LTYy OnMUCy 30epiracThCs B apXiBl YCTAHOBH K HEJOTOPKAHHUM, a APYTHHA € POOOUNM 1
BUKOPUCTOBYETHCS B IPAKTUUHIN pOOOTI.

5.3aroJI0BKH CIpaB, BKIIFOYEHHX JI0 PIYHOTO PO3JILTY 3BEJACHOTO OIKCY CIPaB TPUBAJIOTO (ITOHAT
10 pokiB) 30epiranHs, HyMepyIOTh y BAJIOBOMY MOPAJKY 10 uncia 999.

4. Cxiaganas Ta 0poOpMJICHHS 3BeIEeHOI0 OMUCY CIPaB 3 KAJAPOBHUX
NUTaHb (0CO00BOI0 CKJIANY)

1. 3BeneHuil onuc cIpaB 3 KaApOBUX NMHUTAHb (0COOOBOTO CKJIANy) CKIANAETHCS 332 (HOPMOIO,
HaBeJIeHOIO0 B A01aTKy 22 1o 1ux [IpaBumn. Onuc MiCTUTh JOKYMEHTH, 1110 CTBOPIOIOTHCS B AISUTHHOCTI
KaJpoBO1, OyXraiaTepchKoi cIy>K0 Ta ci1y0u OXOPOHHU Mpalll yCTAaHOBH, Ta 32 HOMEHKJIATYpPOIO CIIpaB
YCTaHOBH MAIOTh CTPOK 30epiranHs nonaz 10 poxis.

2. 3aroyIoBKH CIpaB OIKCY 3 0COOOBOT0 CKJIaAy CHCTEMATH3YIOTh 32 HOMIHAJILHOIO O3HAKOIO B
TaKIi# MMOCIIJOBHOCTI:

HakKa3W 3 KaJIpOBUX MHUTaHb (0COOOBOTO CKIIATy), IO MISATAIOTh TpuBajgomy 30epiranaio (75
POKIB);

00JIIKOB1 IOKYMEHTH (CIUCKHU IPAllIBHUKIB YCTAHOBH);
KHUTH (KypHaJIK) 00JIiKy Haka3iB 3 KaJpOBUX MUTaHb (0COOOBOTO CKIIANY);
KapTKH 3 00JI1Ky 0COOOBOTO CKJIAY;

0co0o0Bi crnpaBu (y TOMY YHCII OCIO, MPEACTABICHUX 10 IPUCBOEHHS IIOYECHUX 3BaHb),
aTecTaliiiHl ClpaBU, NEPCOHANIbHI CIIPABH;

KOHTPaKTH, TPYZOBI IOTOBOPH, 1110 3aMIHIOIOTh HaKa3H 3 KaIpOBUX MUTaHb (0COOOBOTO CKIIAMY);

OyxTanTepchKki JOKYMEHTH (0COOOBI paxyHKH 13 3apOOITHOI TuiaTtu, a B pasi iX BiICyTHOCTI -
PO3paxyHKOBI BIJOMOCTI 13 3apIjiaTu);

JIOKYMEHTH TIpo arecTarito 1 Tapudikaiito (Tapudikaiiiiini Bi1AOMOCTI (CIHUCKH));

JOKYMEHTH TIpO MPOBEACHHS aTeCTallil Ta BCTAHOBIICHHS KBaTi(ikarrii;

HaropoJiHa JJOKyMeHTaLlis;

JOKYMEHTH TIPO HEIIaCHI BUITAJKH Ha BUPOOHUIITBI (aKTH, IPOTOKOJIH, BUCHOBKH, KYPHAJIH);

He3aTpeOyBaHI OCOOMCTI JOKYMEHTH TIPAIliBHUKIB (TPYIOBI KHWXKH, BIMCHKOBI KBHUTKH,
JIATJIOMH, aT€CTaTH TOIIIO).

3. Oco6oBi cripaBu (0COO0BI KapTKH) BHOCSTH JI0 OIMHKCY 32 POKOM 3BIIbHEHHS IMOCAI0OBUX OCI0
B J1(haBITHOMY MOPAIKY iX MPI3BUIL.

4. 3ayexHo Big 00csiITy 0C0O0BI1 CITpaBU BHOCSTHCS J0 OIKCY SIK OKpeMi OMHUII 30epiranHs abo
TPYNyIOThCs 32 andaBiTOM B OKpeMi CIpaBU-HAPSIH, KOKHY 3 SKHX BKJIIOYAIOTH JI0 OMHUCY Tij
CaMOCTIHUM HOMEPOM, HAIIPUKJIAM:

21. Oco60Bi cripaBM 3BUTBHEHHX MPAIIBHUKIB 3 MPI3BUILAMH 3 JIITEPH «A» 110 Jitepy «K».
22. Te came, 3 pi3BHIIAMH 3 JIiTepu «JI» 1o mitepy «SI».

5. YV cnpaBu-Hapsay BMIIIYIOTh BHYTPIIIHIA OMHC yciX OCOOOBUX CIpaB i3 3a3HAUYEHHSIM
HOMEpIB CTOPIHOK KOXHOi 0co00Boi cnpaBu. ChopmoBaHi y crnpaBH-HAPSAH OCOOOBI CHpaBH
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BiJIOKPEMJIIOIOTH OJIHA BiJl OJTHOT YMCTUMH apKyIIaMH Iarepy, A€ 3a3HA4al0Th MPI3BHINE, 1M s, 1O
0aThKOBI 0COOU, Ha SIKY 3aBEACHO CIIPaBY.

6. Oco60B1 KapTKU TaKOX (POPMYIOTH y CIIpaBH-HapsIU B alipaBITHOMY MOPSAKY, HATPUKIIA/:
Oco00B1 KapTKH 3BUTbHEHUX MpaiiBHUKIB (¢. T-2) 3 mpizBuimamu 3 jgitepu «A» mo Jitepy «Hy».

7. Oco0oBi paxyHKH TpaIliBHHKIB (OPMYIOTH Y XPOHOJOTIYHOMY TMOPSIKY 3a andaBiToM
MPI3BUIL MPALlIBHUKIB 200 CTPYKTYPHUM MPUHIIUIIOM, HAIIPUKIIA:

Oco00Bi paxyHKHU IPaIliBHUKIB 3 MPI3BUILAMH 3 JITEPH «A» 10 JiTepy «M».
Oco000B1 paxyHKH TIpaIliBHUKIB BTy MOCTa4aHHS Ta 30yTYy.

8. 3ayexHO Bi KUTBKOCTI OCOOOBHX CITPaB Ta OCOOOBUX KapTOK Ha 0COOOBI CIIpaBU Ta KapTKU
3BIJIBHEHUX MPAIIBHUKIB MOKE CKJIAJIATUCS OKPEMUH OTIHC.

9. Onucu cmpaB 3 KagpoOBUX MHTaHb (0COOOBOTO CKJIANy) YCTaHOB, Y MISUTBHOCTI SIKUX
yTBOPIOIOThCS TIoKyMeHTH HA®, ckiagaroTs y Tphox npumipHukax. [loromkeni EITK BignosinHoro
JIEP’KaBHOTO apXiBY OIKCH 3aTBEPIKY€E KEPIBHUK YCTaHOBU. lleprinii mpuMipHUK PiYHOTO PO3ALTY
orucy 30epiraeThCs B apXiBi YCTAaHOBH SIK HEIOTOPKAHHUH, a IPYTHIA € p0OOYHM 1 BAKOPUCTOBYETHCS
B ITpaKTU4HIN po0oTi. TpeTiit HaJACHIIaeThCS AJISI KOHTPOJIIO ISP KaBHOMY apXiBy (apXiBHOMY BTy
MICBKOT pajin), y 30HI KOMIUIEKTYBaHHS SIKOT'O Iepe0yBae yCTaHOBA.

10. Onucu crpaB 3 KaapoBHUX MUTaHb (OCOOOBOTO CKJIANy) YCTaHOB, y ISUTBHOCTI SKMX HE
CTBOPIOIOTHCS TokyMeHTH HA®D, cknanaroTe y ABoX npuMipHukax. Ilicist moromkenns onucie ETTK
neprkaBHOro apxiBy abo EK apxiBHOro Bimminy paifoHHO1, paitoHHHX y MicTax Kuesi i CeBacTomoni
JIEpKaBHUX aJMIiHICTpaIliid, MiCbKOI pajau iX 3aTBEepKy€e KepIiBHUK ycTaHOBH. [lepmuii mpuMipHUK
PIYHOTO PO3/ALTYy OnUCy 30epiracThCsi B apXiBl YCTAHOBH SIK HEJOTOPKAHHUM, a APYTUHA € POOOUNM 1
BUKOPUCTOBYETHCS B MPAKTUYHIN pOOOTI.

11. 3arosoBku cripaB, BKIOUYEHHUX JI0 PIYHOTO PO3JAUTY 3BEJAEHOTO OIUCY CIpaB 3 KaJIpPOBUX
nuTaHb (0COOOBOIO CKJIaAy), HyMEpPYIOTh Y BaJOBOMY MOPSAKY A0 uncia 999.

5. IlincyMKoBHi 3a1IUC TA 3aCBIIYYBAJbHMI HAITKUC 10 APXiBHUX ONHUCIB
crpasn

1. CymapHuii 061K cIIpaB 3aKpiIUTIOETHCS Y MiJICYMKOBOMY 3aIllCl, SKUH CKJIQJal0Th JUIS BCIX
apxiBHUX OIMHUCIB cripaB. [Ticist ocTaHHBOT CTATTI KOYKHOTO OIKCY 3a3HAYaI0Th (IU(pamMu Ta CIIOBAMH )
(hakTHYHY KUIBKICTh CIIpaB, YHECEHHX JI0 PIYHOTO PO3JAUTY OMHUCY, & TAKOXK BKa3yIOTh OCOOJIMBOCTI
HyMepallii cripaB (HasBHICTb JITEPHUX Ta NPOMyIIeHUX HoMepiB). Hanpuknan:

V neit onuc BrioueHo 250 (aBicti m’ataecst) cupas 3 Ne 1 mo Ne 250, y ToMy uucni:
nitepHi Homepu: 50a, 145a, 1456;
npomymieHi Homepu: 170, 205.

2. KoxxHy 3MiHY 3arajibHO1 KUTBKOCTI CTIpaB B OIKCY, MOB’SI3aHY 3 HAIXOKCHHSIM, BHOYTTSIM,
00’eTHaHHAM, po3(hOopMyBaHHSAM CIIpaB TOLIO, (PIKCYIOTh y MiICYMKOBOMY 3aIlMCl 3 OCUJIaHHIM Ha
BIJIMOBIJIHI JOKYMEHTH, 1110 € M1ICTaBOIO JJIsl BHECEHHs 3anucy. [Ipuxiaau:

o onucy BritoueHo crpaBy Ne 78-a. [lifzcraBa: akT npo nepeBipsSHHS HasIBHOCTI 1 CTaHy CIpaB
Bix 17.01.2015 Ne 3;

CrpaBu 3 Ne 112 mo Ne 115 Bukirodeno 3 onmcy. [lincraBa: akt mpo HecTady apXiBHHUX CIIPaB
(moxymenTiB) Bix 12.06.2014 Ne 2;

Crpasu NeNe 50, 58, 70 Bummyueno. [ligcraBa: akT mpo BuirydeHHs cripas 3 HA® Bin 12.01.2014
Ne 1;

Cmpasy Ne 200 po3cdopmoBano. Jokymentu crpasu Ne 200 9acTKOBO BKIIIOYEHO B cripaBy Ne
180. CripaBu 134 ta 136 06’ennano. Iligcrasa: akt Big 20.01.2015 Ne 1.



3. Ilicis BHECEHHsS B ONUC JOJATKOBHMX 3allMCIB CKJIaJal0Th HOBHUM IMIJICYMKOBHH 3amuC 10
orucy. Y pasi BUOYTTS cmpaB 3 onucy B rpadi «[Ipumitka» mpotu KokHOI crpaBH, IO BUOYIa,
poOIATh TO3HAUKY «Bulynay.

4. Jlns oOMiKy KUTBKOCTI apKyIIiB PIYHOTO PO3IUTY 3BEICHOTO OIHKCY CrhpaB, ¢ikcarrii
0COOJIMBOCTEW HyMepallii Ormucy Ha OKPEeMOMY apKyIli CKIAIAEThCSA 3aCBIMYYBAIbHHN HAMUC 0
pO3MAiTy OMHCY, SKHH PO3MIIIYIOTh HAMPHUKIHII PIYHOTO PO3ALTY 3BeneHoro omwucy. dDopma
3aCB1I9YBAJILHOTO HAIKCY JIO PO3UTY OMUCY HaBeaeHa y noaaTky 17 mo nux Ilpasui.

6. IlepenMoBa 10 3BeJIecHUX apXiBHUX ONHUCIB crpaB

1. JIo KO’)KHOTO PIYHOTO PO3[iTy 3BEICHOIO OIMHKCY CIpPAaB MOCTIHHOTO 30epiraHHs, TPUBAIOTO
(monaz 10 pokiB) 30epiraHHs Ta OMUCIB CIPaB 3 KaJpPOBHUX MUTaHb (0COOOBOTO CKIIAAY) CKIAAAI0Th
MepPEeMOBY, 110 € €JIEMEHTOM JIOBIJIKOBOTO arapaTy J0 PIYHOTO PO3/ILTYy 3BEJEHOTO OIMHKCY CITPaB.

2. IlepeaMoBa 10 OMHUCY CKIIAAETHCA 3 IBOX YACTHH:
TmepIia - iCTopis ycTaHOBU-(DOHI0OYTBOPIOBAYa;
apyra - icropis GoHxy.

VY mepuriil yacTHHI IepeIMOBU HABOJATH y XPOHOJIOT1YHIM MOCTIIOBHOCTI B1IOMOCTI IIPO 3MiHU
3a BIAMOBITHUH MEPioI, 0 BIAOYIHCS Y HAMpsMax JTisUTbHOCTI YCTAHOBH, 1i Ha3Bi, MAMOPSIKYBaHHI,
CTPYKTYpl, Y JApPYyTid - CTHCIO XapaKTepu3yIOTh 3MICT 1 INOBHOTY JOKYMEHTIB Yy CIpaBax,
BHCBITJIIOIOTh OCOONMHMBOCTI (OpMyBaHHSI Ta OIMCAHHS CHpaB, IX CHUCTeMaTH3allii B OIHUCY.
[lepenMoByY MiAMUCYIOTh YKJIagad OMUCY Ta KEPIBHHUK apXiBy ycTaHOBH (oco0a, BIAMOBiIaIbHA 32
apxiB).

3. Inmi eneMeHTH MAOBIAKOBOTrO amapaTy [0 PIYHOIO PO3JALTY 3BEIEHOr0 ONHCY CIpaB
(TUTYIBHHUMA apKyIl, 3MICT, CHICOK CKOPOYEHb, TTOKAXKYMK) CKJIAJIAI0Th 33 TIOTPEOH.

HeoOXxigHicTh CKIagaHHS MOBIJIKOBOTO amapary A0 3BEJISCHUX ONHUCIB CIpaB IOCTIHHOTO
30epiraHHs y3roJKy€ThCS 3 JIePKaBHOIO apXiBHOIO YCTaHOBOIO (apXiBHUM BiIIIIOM MiCBKOI pajiu),
y 30HI KOMITJICKTYBaHHSI SIKO1 ITepeOyBae ycTaHOBA.

7. Hymepauisi 3BeJIeHUX apXiBHUX ONHUCIB

1. ¥ mexax apxiBHOro (OHIy MEPUIOMY PIUHOMY PO3JALTY 3BEICHOTO OMHUCY CIPaB KOXKHOTO
BHJIy HaJIa€ThCs HOMep. []0 onucy 3 KaapoBHX MUTaHb (0COOOBOTO CKJIaTy) A0Ial0Th JITCPHI IHACKCH
«K» abo «o/c», ommcam crpaB TpuBajoro (moHan 10 pokiB) 30epiraHHsI - JITEPHUU THICKC «T»,
HATIPUKIIAT;

onuc Ne 1 cipaB nocTiitHoro 306epiranus,
omuc Ne 2-k 3 KaJ[pOBUX MUTaHb (0COOOBOTO CKIAy),
onuc Ne 3-1 TpuBanioro (monaxa 10 pokiB) 30epiraHHs.

2. Yci HacTymHI pivHI PO3JIUTH 3BEACHOTO OMUCY CIpaB OyIyTh MaTH Il caMuii HOMEp 10
CKJIaJIEHHS 3aKIHYEHOI'0 OMHCY, MPH I[bOMY HICJIsI HOMEpa KOKHOTO HACTYITHOTO PIYHOTO PO3JALTY
OMUCY CHpaB Yy /y)XKaXx 3a3HAua€TbCs CIOBO «IPOJOBXKEHHs», Hampukiaaa: «Omuc Ne 1
(IpOIOBKEHHS) CTIPaB MOCTIHHOTO 30epiraHHs».

3. He no3BonsieThcs HaiaBaTH OMKCaM OJHAKOBI OONIKOBI HOMEpH, HAIIPUKJIIAI, 1Ba omrcH Ne 1
MOCTIHOTO CTPOKY 30epiranHs, a TAKOX HaJaBaTH IM JITEPHI IHAEKCH «a», «0» TOIIO.

4. Homep BHOYIIOTO OMUCY 1HIITMM OIHCAaM HE MPHUCBOIOETHCS.

5. OOk OMmMCIB CIpaB B apXiBi YCTaHOBM 3JIIHCHIOETHCS BIJIIMOBIIHO IO IYHKTY 5 ryiaBu 4
po3ainy X nux IIpasun.

8. 3akiHyeHui1 apXiBHMH ONHUC CNIPaB


https://zakon.rada.gov.ua/laws/show/z0736-15#n1448
https://zakon.rada.gov.ua/laws/show/z0736-15#n1153

1. Jlekinmpka pIYHUX PO3IUIIB 3BEIEHOTO OMHCY CIpaB ad0 OAMH PIYHUN PO3ILT, KIIBKICTh
3aroJIOBKIB CIIPaB y SKUX gocsriia ancia 9999 (abo 999), BBaxkaroThes 3akiHueHUM onrcoM. CripaBw,
CTBOPEHI B HACTYITHI POKH, BKITFOUAIOTHCSI JIO 1HIIIOTO OIHUCY, 1[0 Ma€ HACTYITHH MOPSIKOBHIA HOMED,
Hanpukiaz 2, abo HIIUH BaTOBUI HOMED.

3akiHUeHUH OMHUC CKJIAJAI0Th 1 B pa3i JIKBIAIlli yCTaHOBU-()OHIOYTBOPIOBaYa HE3AJICKHO BiJ
KIJIBKOCTI 3aT0JIOBKIB CIIPaB y PIUHUX PO3JILIAX.

2. CucreMaTu3ailisi 3aroJioBKiB CIpaB y 3aKIHUEHOMY OIMCY MOXKE YTOYHIOBATHCS 3TITHO 3
XPOHOJIOTIYHO-CTPYKTYPHOIO CXEeMOI0 MOOYyA0BH apXiBHOro (OHIY, pO3JAiIamMH SIKOI € pOKH, a
MiAPO3IUIaMHA - Ha3BU CTPYKTYPHHX IIPO3JALTIB YCTaHOBH. Y pa3i (yHKIIOHATHHOI MOOYIO0BH
PIYHUX PO3IUTIB ONUCY YTOYHEHHS CXEMH CHCTEMaTH3allli 3aKIHYEHOTO OMKCY HE MTPOBOJUTHCS.

3. 3akiHUeHU{ oOmHC, MO CKIATAETHCA 3 PIYHUX OIMUCIB CIpaB, MOBUHEH MaTH 3arajbHUMN
MIJICYMKOBUN 3aIiC, CKJIAICHUNA BIAMOBIIHO 0 NYHKTIB | - 3 raBu 5 1[pOTO po3ainy. Skiio onuc
CKJIaJIa€ThCS 3 KUIBKOX TOMIB, TO MiACYMKOBUU 3alUC CKJIQJA€THCA 0 KOKHOTO TOMY, a [0
OCTaHHBOTO TOMY CKJIQJA€ThCS 3arAIbHUM MiICYMKOBH 3aKC 10 OITUCY B ILIIOMY.

4. 1o 3aKiHYEHOT'O OIMHKCY CIpaB MOCTIHHOTO 30€piraHHs CKIAAa€ThCsl 3aCBIMUYBATLHUM HAIKC
BIIMOBiAHO 10 modatka 17 mo mux [lpaBun Ta aHajoOri4HO 3raJjaHOMy PEKBI3UTY, HaBEACHOMY
BIOyHKTI 7 rmaBu 2 po3aury VI tuwmx IlpaBun. Y 3araibHOMY 3acBi4yBaJIbHOMY HaIuUCi
B1I0OpaXkatoThCsl BCI 3MIHM B 00CS31 COpaB, BHECEHUX JO ONHUCY, IOB’si3aHI 3 BHUOYTTAM,
HAJXOKEHHSIM, 00’ €THAaHHAM 1 po3(hopMyBaHHSAM cIipaB (Ha MiACTaBl BIAMOBIAHUX JOKYMEHTIB).
Binrak 3acBindyBaibHi HAIIMCH, CKJIQACH] A0 PIYHUX PO3ALIIB 3BEACHOTO OMHKCY, BUIYYalOTh.

5. O00B’A3KOBUMH €JIEMEHTaMH 0(OPMJIICHHS 3aKIHUSHOTO OITHCY CIPaB MOCTIHHOTO 30epiraHHs
€ TUTYJIBHUN apKyIII, 10 CKIAAA€ThCs 3a (POpMOI0, HaBeIEHOIO B 101aTKy 23 mo uux [IpaBui, 3micrt,
MepPeIMOBA Ta CITUCOK CKOPOUYECHB, SIKI BMIIIYIOTHCS B OITUC TIEpPE OITMCOBUMH CTATTSIMHU B HaBEICHIH
MOCJTIIOBHOCTI 1 CKJIaJIAf0Th JIOB1IKOBHUH arapart JI0 OIuCy.

6. Jlo ckiay TUTYILHOTO apKyIlia BXOASTH JaHi JJIs TIONTYKY OIKUCY B apXiBi: OcTaHHS odilliiiHa
Ha3Ba yCTaHOBHU-(OHAOYTBOpIOBaua (i3 3a3HAUYEHHSM HAa OKPEMOMY apKyIll BIJOMOCTEH Mpo
nepeiiMeHyBaHHS Ta 3MIHM B MIANOPSAKYBaHHI, IO BIAOYIHMCS TPOTATOM Iepioay, 3a SIKHMA
JIOKYMEHTH BKITIOUCHO JI0 OIHCY ), HOMep (OH]Ty, HOMED OTHCY, Ha3Ba OMKCY, KPaifHi JaTH CIIPaB.

7. Y 3MiICTi A0 3aKIHYEHOTO OIMHUCY CIPaB MEPeiuyoTh (i3 3a3HaAYECHHSIM HOMEPIB BIAMOBIIHUX
apKyIIiB) Taki eIEMEHTH: MepeIMoBa (3arajibHa); JOMOBHEHHS J0 MEePeAMOBH, IO BMIIIyBaJHCs B
KOKHOMY PIYHOMY pPO3JUI ONUCY; Ha3BU PO3AUIB 1 HIAPO3JIUINB ONHUCY; HA3BH IHIIMX TPyl
JIOKyMEHTIB, BKJIIOUEHUX 70 omnucy (iX MOJar0Th BIAMOBIAHO 0O CXEMH CHUCTEMAaTH3aIlll OMHCY);
CHHUCOK CKOpOYeHb (y pa3i HasgBHOCTI y PIUHUX PO3AiIax). 3MICT pO3TAlIOBYIOTH Ha MOYATKY
3aKIHYEHOTO OITHCY CITPaB.

8. IlepenMoOBY CKJIaIatOTh BIAMOBIAHO A0 IYHKTY 2 IJ1aBU 6 1bOro po3aiuny. Jus ii HamucaHHs
MOCITYTOBYIOTHCS. HOPMATHBHO-TIPABOBUMH aKTaMH, JOBIIKOBOIO JIITEPATYpPOr (CHIIUKIIONEIISIMH,
JIOBITHUKAMH TOINO), CIpaBolo (GOHAY, JAOKyMeHTamMu (OHOY, OONIKOBUMHU JOKYMEHTaMH,
JIOBIJTKOBHUM aItapaToM apxiBy OpraHizarlii, a TAaK0X iICTOPUYHOO JOBIIKOKO 10 KOHKPETHOTO (DOHTY.
KpiM 11p0ro, B €IMHUN JOKYMEHT 3BOJISATH BIIOMOCTI, IO MICTATHCS B IMEPEIMOBaX A0 PIYHHUX
PO3ILTIB.

9. CrcoK CKOPOYEeHb CKIIAMIAI0Th, SKIO B 3aKIHYEHOMY OIUCY CIIPaB BXKUTO CKOPOUYECHI Ha3BH,
abpeBiaTypH, XapaKTepHi s chepH AiSTbHOCTI yeTaHOBH. [1i/ICTaBOO CIYTYIOTh CITUCKH CKOPOYCHB
JI0 PIYHMX PO3MUTIB 3BEIEHUX OMHUCIB. PO3TamoByrOTh CKOpoUYeHHs 3a abeTkor. PosmmudpyBanHs
HABOJATH Yepe3 TUPE MIClA CKOPOYeHb. J[0 CIIUCKY HE BKIIOYAIOTh 3aralIbHOMPUMHATI CKOPOUSHHS
cmB (p. - piK, M. - MICTO, apK. - apKyll TOIIO), a TaKOX CKJIAJHOCKOPOYEHI1 Ha3BW OpraHizaiii
(mpodcerinka, o0naEepKaAMIHICTpAIIis, CLTbpajia TOIIO).

CHuCKH CKOPOYEHB JI0 PIYHUX PO3JIUTIB 3BEICHUX OIHUCIB CIIPaB BUIYYAIOTh.


https://zakon.rada.gov.ua/laws/show/z0736-15#n784
https://zakon.rada.gov.ua/laws/show/z0736-15#n661
https://zakon.rada.gov.ua/laws/show/z0736-15#n1460
https://zakon.rada.gov.ua/laws/show/z0736-15#n797

10. 3akiHueHHWI OMUC pa3oM 3 JIOBIAKOBHM amapaToM J0 HBOTO OIPABISIOTHCS Y TBEPIY
OOKJIaIUHKY, yC1 apKyIIli ONTUCY HYMEPYIOThCS BAJIOBOIO HYMEPAITI€T0.

VIII. 3a0e3ne4yeHHs1 30epesKeHOCTi apXiBHMX JOKYMEHTIB

1. Bumoru 10 npumilieHs apxiBy

1. ApxiB pO3MINIYIOTh Yy CHCIiaIbHO TOOYAOBaHUX, a00 MPHUCTOCOBAHUX IS 30epiraHHs
JOKYMEHTIB OYJiBIIsX, 200 OKpeMuX npuMimeHHsX. CrierianpHe NPUMIIIEHHS IS apXiBy YCTaHOBH
MMOBUHHO Tiepen0avyaTucs mij yac Oy IiBHUIITBA a00 TepeodaqHaHHs aMIHICTPAaTUBHUX Oy TiBEIIb.

2. Y pa3i BIICYTHOCTI CIEHiaJbHOTO MPUMIIICHHS JUIS apXiBy BUIUISETHCS MPHUCTOCOBAHE
MPUMIIICHHS B aIMIHICTpaTUBHIN Oy/iBJ1 ycTaHOBU. PO3MIIIEHHS Y IPUCTOCOBAHUX MPUMIIICHHSIX
MPOBOJNUTHCS B YCTAHOBJICHOMY TMOPSANKY MicHs IX EKCHepTH3H, SKa BU3HAYAE MPUAATHICTH
NPUMIIIEHHST (BOTHECTIHKICTh, JOBIOBIUHICTb, MIIHICTh KOHCTPYKIiH), CTaH HpUMIIIEHHS (Ha
MoBepxax, MiJBaJIbHE, TOPUILE), HABHICTD 1 CTAH ONAIOBAIILHUX Ta BEHTUJISALIHHUX CUCTEM.

Jlist mpoBeIeHHS eKCTIEPTU3U 3aTy4aroTh MPEACTABHUKIB apXiBHUX, TTOKEKHHX, Oy/1iBEbHUX,
OXOPOHHHX, CaHITAPHO-TITE€HIYHUX Ta I1HIMX NpoUIBHUX Ciayxk0. Pe3ynbraté exkcrnepTusu
0(pOPMIISIIOTh AKTOM.

3. 3a00pOHSIETHCS PUIOM B €KCIUTyaTaIlil0 CTapUX, HEOMATIOBAHUX Oy IiBENb 1 OyiBelb, 10 HE
MarTh MPUPOAHOI BEHTHIIAIT MOBITPSA Ta HAAIMHOI TEIUIOI30JIA1lli, HE BIAMOBIIAIOTH CaHITAPHO-
riri€HIYHUM BUMOTaM.

4. 3a MoXeXHOI OE3MEeKO0 MPUMIIICHHS apXiBY BIAHOCATHCS 10 Kareropii «B» 1 moBWHHI
PO3MIIIyBaTUCS B OYJJMHKAX HE HU)KYE JIPYTOTO CTYIEHs BOTHECTIHKOCTI.

5. ApXiB CKIIQIA€THCS 3 KOMIUIEKCY IPUMIIICHD, Y SIKHH BXOJATH!
CXOBHUINLA /ISl TOKYMEHTIB;
poOoul KabiHeTH IS CIiBPOOITHUKIB;

yUTanpbHUN 3an (kabiHeT) sl poOOTH MOCHINHUKIB, CHIBPOOITHHKIB yCTAaHOBU W IHIINX
KOPHCTYBaYiB.

Po6oui kiMHaTH CHiBpOOITHUKIB Ta YUTAIbHUN 3an (kaOiHET) MOBHUHHI OyTH 130JIbOBaHI Bijl
apxiBocxoBuil. CXOBHUIIA apXiBy MOBHHHI MaTH 3allaCHUN BUXII.

6. Y cxoBHIax apxiBy 3a00pOHSETHCS MPOKIIAJACHHS ra30BUX, BOJOMPOBIIHNUX, KaHATI3aI[IHHIX
Ta IHIIUX MaricTpaibHUX TpyOompoBoaiB. [IpoBeneHHs TpyO HEMaricTpaabHOTO XapakTepy
JIOITYCKAETHCS 32 YMOBH 1X 13071111, [0 YHEMOITHBITIOE IIPOHUKHEHHS BUKUIIB 3 HUX y CXOBHIIIA.

7. 3a00pOHSETHCS PO3MIIIYBATH apXiBOCXOBHUIIA TOPYY 13 XapUOOIOKOM, a TAKOK CKIIAJICHKUMH,
BUPOOHWYMMH, JTaOOPATOPHUMHU TIPUMINICHHAMH, J¢ 30epiraroTbcsi BOTHEHEOE3Ne4Hi, XiMidHI
PCUOBHHH.

8. 30BHIiIIIHI IBEPi apXiBOCXOBHIII 130JI0I0THCS METAIOM. Y HEpOOOUYHUi Yac BOHU ONIEUATYIOThCS
abo ormom60Byt0ThCA. Kittoui 30epiratoTecsi B OIIIOMOOBaHOMY (YTJIsIpl Y UYEPrOBOIO MO YCTaHOBI
(Ha IOCTY OXOPOHHU).

3a 30epiranHs neyatku abo rmioMOipaTtopa BiANOBIAAE KEPIBHUK apXiBYy (0cola, BIANOBIIaIbHA
3a apXiB).
9. Ha BiKkHaX NpUMIIIEHHS apXiBy, PO3TANIOBAHOTO HA TMEPIIOMY TOBEPCi, BCTAHOBIIOIOTHCS

BIJIKM/THI HA30BHI METaJIEB1 I'paTH Ta OXOPOHHA CUTHAJII3AIlis.

10. B apxiBocxoBHUIax 3a00pOHSIOTHCS MANIiHHSA, 3aCTOCYBAHHS EJIEKTPOHATPIBATBHHUX
NpWIaiB, PO3MILIEHHS KIMHATHUX KBITIB, a TaKOoX 30epiraHHs JIErKO3aliMHUCTHX pEYOBUH,
BUOYXOHEOe3MeUHUX MPEeIMETIB, IPOIYKTIB XapUyBaHHS.



11. CTopoHHI 0c00U JTOMYCKAIOTHCS 10 apXiBOCXOBHIIL JIUIIE 3 JO3BOJY 3aBilyBada apxiBy 1 B
MIPUCYTHOCTI CIIBPOOITHUKA apXiBYy.

2. 3a0e3ne4yeHHs MOKeKHOI Oe3MeKHn apXiBy

1. V cxoBumax apxiBy NpPOKIAJA€ThCS CXOBaHA EIEKTPOMPOBOAKA. 3aCTOCOBYETHCS
HaIiBrepMeTHYHA OCBITIIFOBAIbHA apMaTypa. CBITHIILHUKH, €ICKTPOIIUTH Ta PO3MOIUTBHI MPUCTPOT
MOBUHHI OyTH 3aKpUTOTO BHUKOHAHHS. PO3MOMIIBHI ENEKTPOIIUTH, 3amoODKHI TPUCTPOi Ta
PYOMIIBHUKYU BCTAHOBIIIOIOTHCS TUTHKH 11032 CXOBUIIAMH. Y C€ €lIEKTPOYyCTaTKyBaHHS 3a0e31euy€eThCs
3a3€MJICHHSIM.

2. OCHOBHMM TMpPOTUIIOKEKHUM YCTaTKyBaHHSM apxiBy € aBTOMAaTH4YHI CHCTEMHU
MO’KEKOTACIHHS Ta TIEPEHOCHI BOTHETAaCHUKH HOBITHIX KOHCTPYKIIiH, 1[0 HE CHPAaBISAIOTH MOOIYHOT
pYHHIBHOI i1 Ha JOKyMEHTH. BOHM BCTaHOBIIIOIOTHCS 3 PO3paxyHKyY OJIMH Ha 50 KB. M IO, ajie He
MEHIIIE JBOX Ha KOYKHE MPUMIIICHHS.

3. ApXIBOCXOBHIIA Ta MPHUMIIICHHS U1 pOOOTH 3 JOKyMEHTaMHU TMOBHUHHI OyTH OOJaaHaHi
IMOKEKHOIO CUTHAJII3ALIIEO.

4. B apxiBi noBuHHI OyTH:
IHCTPYKIIS PO 3aX0/IU TOXKEKHOI Oe3MeKH Ta CIUCOK 0ci0, BiAMOBIIATBHUX 32 1[I0 POOOTY;

IUIaH €BaKyalii JOKyMEHTIB 1 MaiiHa, SKHM MOTOKYETbCS 3 BIAMNOBIAHMUMM CIIykOaMu
(MOXKEXKHOI0, OXOPOHHOIO, TEXHIYHOTO HATJISAYy) YCTAaHOBH 1 3aTBEPAXKY€ETHCS 11 KEPIBHUKOM.

5.3aHATT i3 3aX0/11B OKEKHOT OE3MEKH Ta MPAKTUIHUX JiH 1] 9ac MOKEKi IPOBOATHCS OJTUH
pa3 Ha pik a0o Mpu 3MiHi CIiBPOOITHHUKIB apXiBy.

3. TemnepaTypHO-BOJIOTICHMI i CBITJIOBHII pe;KMMHU B apXiBi

1. Pexxmm 30epiraHHsi marnepoBUX JJOKYMEHTIB B apXiBi TMOBUHEH BIJIMOBIAATH TaKUM
napaMmeTrpam: TeMiieparypa mositps - +17-19 ‘C, BigHocHa Bosioricts - 50-55 %.

Y npuMileHHsIX 3 HeperyIb0BaHUM KIIIMaTOM PEKOMEHIYEThCS BYKUBATH 3aXOAH 3 ONTHUMI3aIii
KJIIMaTUYHUX YyMOB Ha OCHOBI palllOHAJIBLHOTO OMNAJCHHS 1 TMPOBITPIOBAHHS MPUMIIIEHb,
BHKOPHUCTAHHS 3ac00iB OCYIICHHS 200 3BOJIOKCHHS MTOBITPSI.

2. TemnepaTypHO-BOJOTICHUH peXHUM 30epiraHHs apXiBHUX JOKYMEHTIB KOHTPOJIIOETHCS
[UISIXOM BUMIPIOBaHHS KIIIMAaTHYHUX TTapaMETPiB MOBITPS, K1 IOTHKHS (PIKCYIOTHCS Y CIIeIaIbHIX
peecTpalliitHux xxypHajiax 3a ¢opMoro, HaBe[eHOI0 B Aoaatky 24 no nux [IpaBumn. YV mpumimieHHIX
3 HEpETryJIbOBaHUM KJIIMAaTOM MTOKa3HUKU KOHTPOJIOIOTHCS JIBa Pa3H HAa TUKJIEHD, a Y Pa3i MOpyIIEHHS
pexXUMy 30epiraHHs - HIOHS.

3. KoOHTpONbHO-BUMIpIOBaJIbHI ~ NpWiIagu  (TEPMOMETPH, TICUXPOMETPH, TirpOMETPH)
BCTaHOBJTIIOIOTHCS B TOJIOBHUX MPOXO0JaX Ha CTellaKaxX IMOoJaalll Bl ONMaTOBaIbHUX 1 BEHTHJISAIIIHAX
cucteMm. IlepeBipstHHS pOOOTH BUMIPIOBAIBHUX MPHUJIAJIIB 301HCHIOETHCS MIOPOKY.

4. OCBITJICHHS B CXOBHIIIaX MOX€E OyTH MPUPOJIHUM i MITyYHUM. He oImycKaeThCsl OCBITICHHS
JIOKyMEHTIB MIPSIMUM COHSTYHUM CBITJIOM.

3axucT crpaB Bif Aii cBiTia 3a0e3mneuyeThes: 30epiraHasM JIOKYMEHTIB y KOpoOKax, Mmamkax 3
KJalmaHaM#, a TaKoX y madax 1 Ha CcTelakax 3aKpHTOTO THITy; 3aCTOCYBaHHSIM Ha BiKHaX
CBITJIO3aXMCHOTO YCTaTKyBaHHs (OKalto31, IIUIbHI INTOPH, 3aXUCHI QiIbTpH, (apOyBaHHS CKiIa
TOIIO).

SIk mKepenma IITYYHOTO CBITJIa 3aCTOCOBYIOTHCS JAMIM PO3KAPIOBAHHS Ta JIOMiHECHEHTHI
JaMITM B 3aKPUTHUX IUTa()OHAX 3 TI1aJKOI0 30BHIIIHBOIO MIOBEPXHEIO.

PiBeHp oOCBiTIIEHHS B [iama3oHi BUAMMOTO CIIEKTpa HE IIOBHHEH IIEPEBUIyBaTH: Ha
BEPTUKAJIbHIN NOBEPXHI cTeNaxa Ha BUcoTi 1 M Bia mijytoru - 20-50 5k, Ha pobounx ctonax - 100 jx.


https://zakon.rada.gov.ua/laws/show/z0736-15#n1463

4. CaniTapHO-Tiri€cHIYHUH pesKUM B apXiBi

1. IlpuminieHHs apXiBy MOBMHHI yTPUMYBaTHCh Y YHCTOTi, B yMOBaX, II0 BUKJIIOYAIOTh
MOJKJIMBICTh MOSIBY LIBLI1, KOMaX, TPU3YHIB 1 HaKonuyeHHs nuty Oiunbiie 0,15 mr/m2.

2. JIns 3aXUCTY JOKYMEHTIB BiJ MUy HEOOX1IHO:
3a0€e3MeUYNTH MaKCUMAJIbHO MOXKJIMBY T€PMETHYHICTH CXOBHII;

PETYJISPHO TPOBOAWTH 3HEIMUIIOBAHHS KOPOOOK 3 JOKYMEHTaMH, CTEJIaXiB 1 INPUMIIIECHb
CIIEKTPOITHIIOCOCOM;

MPpOBOAWUTH CUCTEMATUYIHEC BOJIOTC HpI/I6I/IpaHHH CXOBHIII,

MepioIMYHO TPOBITPIOBATH CXOBHINA (IOIUIBHICTH TPOBITPIOBAHHS  BUPINIYETHCA 3
ypaxyBaHHSM BOJIOTOCTI 30BHIIIHBOTO i BHYTPILIHBOTO MOBITPS).

3.V pa3i BusIBIEHHS B CXOBUIIIAX IUTICHSIBY, KOMaX 1 TpU3YHIB HETaifHO BXKHUBAIOTh 3aX0/11B 111010
ix ycyHenHsa. CaHITapHO-TITi€HIYHI 3aXOJW TPOBOJUTH CIIY0a CaHITapHO-EIiIeMIOJOTIYHOTO
HarjsiLy. YpaxkeHi JOKyMEHTH 130JIF0I0ThCS Ta MiIaroThes Ae31HCeKii, Ae3indekuii, reparuzarii.

4. Jlnsi TIpOBEACHHS CaHITApHO-TITIEHIYHUX 3aXOMiB B apxiBi IIOMICAISl TepeadadaeThes
CaHITapHUU JeHb. Y pa3i MpoBeIeHHs MpUOUpaHb i caHITapHUX OOpPOOOK BOAA 1 aHTHCENTHUYHI
PO3YHMHHU HE TIOBHHHI IMOTPAILISATH HA JOKYMEHTH.

5. O0siagnanHsa apxiBy

1. ApxiBoCXOBHIIIa MOBHHHI OyTH 00JIaHaHI CTaIllOHAPHUMHU a00 MEPECYBHUMH METAJICBUMH
CTeNaXaMH 3 IOTPUMAHHSIM YCTaHOBJICHOTO TIOPSIKY 1X pO3MIIIIEHHS:

BiJICTaHb MDXK PSJIaMU CTENNaXIB 1 mad (roJloBHUM Mpoxin) - He MeHIe 1,2 Mm;

MIPOXOIU MIXK CTEJaKaMH, a TAaKOXK BIJICTAHh MIX 30BHIIIHBOIO CTIHOIO OYIIBIII Ta CTEIaKaMU
(macpamm), mapanenbHEUMH CTiHI, - He MeHme 0,8 M (s cTemaxiB, Ha SIKAX 30epiraroThCs
KaprorpadiuHi mMarepiaiu, - He MeHie 1,1 m);

B1JICTaHb MIXK CTIHOIO Ta TOPIISIMH CTeNIaxiB ado mad (mpoxin) - He meHte 0,5 M;

BIJICTaHb MDXK ITiJIOTOI0 Ta HIXKHBOIO ITOJHUIICI0 CTeNaka uM Imadu - He MeHme 0,2 M, y
LIOKOJIbHUX MoBepxax - He meHuie 0,3 M;

Bi,Z[CTaHB MDK CTEJIaKaMU Ta ONAaTI0BAIbHUMU CUCTEMAaMH - HE MCHIIIC 1,1 M;

HIMpUHA TMPOXOJIB MIK CTelakaMd 3 BUCYBHHMHM SIIHUKaMH, celaMu BCTaHOBIIOETHCS 3
ypaxyBaHHSIM 0COOJIMBOCTEH LIbOTO 001 JHAHHS.

2. KoHcTpykiis Ta po3Mmipu cTenaxiB 1 mad a1 JOKYMEHTIB HECTaHJapTHOro Qopmary
BU3HAYAIOTHCS PO3MipaMH LIUX TOKYMEHTIB.

3. YV pa3t oOnagHaHHS CXOBWII JIEpeB’STHUMU CTelaXaMH HeoOXigHa ix o0poOka
BOTHE3aXHCHUMH PEUOBHHAMHU.

4. Cremaxi BCTAHOBJIOIOTHCS MEPICHIUKYJSIPHO JO CTiH 3 BIKOHHMMH IpOpi3aMH, a B
MPUMIIIEHHAX 0€3 BIKOH - 3 ypaxXyBaHHSIM 0COOJMBOCTEH MPUMIIIEHHS Ta 00J1aTHAHHS.

5. Jlnsg poOOTH Ha CTelTaKaX BUKOPUCTOBYIOTHCS CXOIU-IPaOUHHU, MEPEMIIIAOThCS TOKYMEHTH
Ha MIepecyBHUX Bi3Kax.

6. Sk momomixkHi 3aco0M 30epiraHHs JOKYMEHTIB B apXiBi MOXKYTh 3aCTOCOBYBATHUCS METaleBi
madu, cerdu, madu-kymne.

7. B apxiBax ycraHOB, jae 30epiraetbcsa Menme 100 crpaB, HOMYCKAeTbCs X PO3MIILICHHS Y
madax, M0 3a4MHSII0THCS, PO3TAIOBAHUX y pobounx mpuMinieHHsx. Kitoui Bin mad moBuHHI OyTH
TUJIbKU B K€PIBHUKA apXiBY (0coOu, BIAMOBIIANIBHOI 3a apXiB).



6. Po3milienns cupas B apxiBocxoBuiax. TonorpadgyBanus

1. Po3MimieHHs1 cripaB B apXiBOCXOBHUIIAX MOBMHHE MPOBOJUTHUCS 3 YpaxXyBaHHSM CTBOPEHHS
ONTUMAJIbHUX YMOB 30€piraHHs, HIOPIYHOTO PyXYy CIIPaB, ONIEPATUBHOTO BUKOPUCTAHHS JOKYMEHTIB.

2. JIokyMeHTH, 110 HAAXOIATh A0 apXiBy, PO3TAIIOBYIOTh Ha cTenaxax (y madax) Tak, mob
CIIpaBH KO>XKHOTO CTPYKTYPHOTO IMiAPO3ILTy 30epiraaucs B OJHOMY Micii 1 Oyiau po3MilieHi B
MOPAIKY IOPIYHUX HAAXOKEHb.

3. JIoKyMeHTH TOCTIHHOTO 30epiraHHs PO3MIIIYIOTBCS OKPEMO BiJl JOKYMEHTIB TpPUBAIOI0O
30epiraHHs Ta 3 KaJpoBUX MHUTaHb (0COOOBOTO CKJIAy) 3aJIe)KHO BiJ MOKJIMBOCTEH - B OKpEMHX
apxiBOCXOBHUINIAX ab00 Ha OKpeMHMX cTejakaX. Takok OKpPEeMO pPO3MILIYIOTCS JOKYMEHTH:
JIKBIJOBaHUX ITiIBIIOMYUX YCTAaHOB Ta yCTAHOB-IIONEPEIHUKIB; Ti, 110 HAIIWIILIIM 10 apXiBYy B CTaH1
PO3CHITY; THMYAcCOBOTO 30€piraHHs;.

VYHiKaJIbHI JOKyMEHTH Ta JOKYMEHTH, 110 MalOTh y 30BHIITHHOMY O(OPMIICHHI UM JOAATKAX JI0
HHUX MaTepialibHI I[IHHOCTI, 30€pirafoTh B apXiBOCXOBHUIAX y cremiadbHux Imadax (cerdax), mo
HaJIII{HO 3aMUKAIOThCS.

JIOKyMEHTH 3 pI3HHUMH MaTepiaJbHUMH HOCISIMHU iH(popMaIii 30epiraroThCsi OKPEeMO 3TiTHO 3
pexumamu 30epiraHHs JOKYMEHTIB Ui IIUX BHUAIB HOCIiB iH(opmMarii. ¥ pa3i BUMYIICHOTO
30epiraHHsi pi3HUX JOKYMEHTIB B OJHOMY CXOBHIII CIiJl AOTPUMYBATUCS HAWMHIKYMX 3HAYEHBb
TEMIIepaTypu i BiIHOCHOT BOJIOTH.

TumMyacoBOMy BiIOKpeMJIEHOMY 30€piraHHIO MiJIATaloTh JOKYMEHTH, YpakeH1 010710TTYHUMU
MIKiTHAKaMH (Ha MICIIe BWJIYYEHO! CIpaBU 3aKIAJal0Th KapTKy-3aMiHHHK CHIpaBu 3a (HOpMoro,
HaBEJICHOIO y A0AaTKy 12).

4. JIokyMEeHTH pO3MILIYIOThCS Ha CTenaxax, y madax 3 BUKOPHUCTAHHSIM MEPBUHHMUX 3ac00iB
30epiranHs (KOpoOOK, MaroK, cremiabHuX QYTISPIB TOIIO).

5. JIokyMeHTH 3 anepoBHM HOCIEM iH(pOpMAIii MOCTIHHOTO 30epiraHHs BMIIYIOTh Y KapTOHHI
KopoOku, dytisapu. Jlokymentu tpuBanoro (moHaa 10 pokiB) 30epiraHHs MOXYTh 30epiraTucs y
B’s13KaX 3 KAPTOHHUMHU IpokIaakamMu. CIpaBu THUMYAcOBOT0 30€piraHHs J103BOJISETHCS PO3MILLYBATH
0e3 KapTOHaXiB a00 B’A30K.

6. 3a30p MK BEpXHbBOIO KPHUIIIKOIO KOPOOKH 1 CTeNa)keM, 110 3a0e3reuye HUPKYJIALIo MOBITPS,
- 5 cM, Mk KOpOoOKaMH Ha MOJHII - 6Ju3bK0 2 cM. ToBuHa B 530K - 20-25 cwm.

7. Ha kopoOKH HaKIICIOIOTHCS, a JI0 B’SI30K MPUKPIILTIOIOTHCS SIPIUKH, HA SKUX 3a3HAYAIOThHCS
Ha3Ba (HOHIOYTBOPIOBAaYa 1 CTPYKTYPHOTO MIAPO3AiTy, HOMEp (OHIY Ta ONMMCY, KpalHI JaTh Ta
HOMEpH CIPaB, yMIIIEHUX Yy KOPOOKY (B’S3KY).

8. KopoOku 1 B’s13KM HyMEpYIOThCS BAJIOBOIO HyMEpalll€lo B Mexkax KO>KHOro poHty abo omnucy.

9. He momyckaeThcsi 30epiraHHs JOKYMEHTIB Ha MiA03i, MiABIKOHHSIX, y HEpPO3i0OpaHUX
mradensx, TpPaHCHOPTYBAJIbHIN Tapi.

10. Yci apxiBocxoBulla, cTenaxi, madu Ta X MONHIl HyMEpYIOThCs apaOChKuMu Hudpamu.
Crenaxi Ta madu HyMEpYIOThCS 3J1iBa HAIPaBo Bij BXOIY JI0 apXiBOCXOBHIIA, ITOJIMII Ha CTEIIaKax
(y madax) - 3Bepxy BHHU3, 3JIiBa HAIIPABO.

11. 3 MeTor0 3aKpiTUICHHS MiCIs 30epiraHHsl Ta HAWO1IBII OTIEPATHBHOTO MOIIYKY JTOKYMEHTIB B
apxiBl CKIAAAIOThCA KApTKU MOCTEIAKHOTO TOMOrpadiqyHOro MOKaX4InKa 3a (HOpMOr0, HaBEIEHOIO
B nojatky 25 no uux IIpaBun. KapTku mokakumka CKIaJarOThCcsl HAa KOXKHHM cTenax (mady) i
PO3TAIIOBYIOTHCS B TIOPSIKY 3pPOCTaHHS HOMEpIiB crenaxiB (mad) y Mexax KOKHOTO OKPEMOTO
MpUMIIIEHHS. 3MiHH, II0 B1I0YBalOTHCS B PO3MIILIEHHI JOKYMEHTIB, TIOBUHHI BYACHO B1IOMBATHCS B
TonorpaiyHOMY MOKKYHKY.

VY pasi 30epiranHs B apXiBi KUTbKOX ()OHJIIB PEKOMEHIYETHCSI CTBOPEHHS KapTOK MO(OHIOBOTO
TonorpadiyHOTO MOKaKYMKa 32 (POpMOI0, HaBEIEeHOIO B A01aTKy 26 no 1ux [Ipasu.
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Benenns TonorpadiyHUX MOKXYUKIB MOXKE 3/11IHCHIOBATUCS TAaKOK B ABTOMATUYHOMY PEXKHMI.

7. Illopsiiok BUAaBaHHS CIPAB 3 apXiBoCXOBUII. TPaHCIOPTYBAHHSA Ta
YIAKyBaHHS CIIPaB

1. CripaBu BUAAIOTHCS 3 apXiBOCXOBHII JUTSI KOPUCTYBAHHS HUMHU 1 JUTsI IPOBEJICHHS apXiBHUX
poOiT 3 mokymMeHTamMu (Ae3iH(dEeKIlis, pecTaBparis, CKIaJaHHsI JOBIIKOBOTO amapaTy, CTPaxoBOTO
KOMIIOBAaHHSI, CTBOPEHHS (DOHTY KOPUCTYBAHHSI TOIIIO).

2. CnpaBu mocTtiitHOTO 30epiraHHsi B TAMYAacOBE KOPHCTYBaHHS BUAAIOTHCSA HA CTPOK, IO HE
MEPEBUIILYE OAHOTO MICSIIS.

Jnst cTBOpEeHHs CTpaxoBUX Komid Ta (DOHAY KOPHUCTYBaHHSI CIIpaBU BUJAIOTHCS HA CTPOK,
BU3HAYECHUH Y JOTOBOPI HAa IPOBEIEHHS TaKUX POOIT CTOPOHHIMH YCTaHOBAMHU.

3. [IponoBkeHHS CTPOKIB epeOyBaHHs TOKYMEHTIB MOCTIHOTO 30epiraHHs B KOPUCTYBaHHI 3a
MEXKaMH apXiBy JAOIYCKAETHCS B OCOOIMBUX BUIAIKAX 3 I03BOJY KEPIBHULITBA yCTAHOBH HA IM1/ICTaBI
MUCHMOBOTO 3BEPHEHHS KOPUCTYyBauya MPO HEOOXIJHICTh MPOJOBKEHHS CTPOKY KOPUCTYBaHHS
JOKYMEHTaMH Ta MiATBEPUKEHHS X HAsIBHOCTI 1 JOTPUMaHHS YMOB 30€piraHHs JOKYMEHTIB.

4. ApxiB yCTaHOBH Ma€ TpaBo B OyJb-IKUH yac 0€3 MOnepeIHbOro MOBIIOMIICHHS EPEBIPUTH
HasBHICTH 1 YMOBH 30€epiraHHs JOKyMEHTIB, BUIaHUX y KOPUCTYBAHHS 32 HOTO MEXi.

5. BupaBaHHs chnpaB y YWTaIbHUK 3aJ Ta poOoYi KIMHATH O(OPMIISETHCA Ha ITiJICTaBl
3aMOBJICHHSI, CKJIQJICHOTO 32 (hOpPMOI0, HABEIEHOIO B 10/1aTKy 27 o uux [IpaBui.

6. JlocrmigHukaMm 1 TIpaIliBHUKaM 1HITUX YCTAaHOB BUIABAHHS CIIpaB I pOOOTH Yy YHUTAIIBHOMY
3aji 31IHCHIOETHCS Ha MiICTaB1 3asBU, opMa K01 HaBelleHa B 1o1aTky 28 fo uux [IpaBui, macropra
a0o JrcTa BiAMOBIAHOT YCTAHOBH 1 PE30JIIOLIT KEpIBHUKA.

7. BunaBaHHS cripaB y THMYacoBe KOPHCTYBaHHS 1HIINM yCTaHOBaM O(OPMIISIOTH aKTaMU 3a
dbopmoro, HaBeneHOW B ponaTky 29 mo mux [IpaBwin. AKT mpo BHIaBaHHS CIpaB y TUMYACOBE
KOPHUCTYBaHHSl CKJIAJJA€EThCsl y NIBOX MpHUMipHUKax. OIUMH NPUMIPHUK 3aJIMINAETHCS B apxXiBl Ta
30epiraeTbcsi B crpaBi (oHIy, IHIMUH pa3oM 31 CIpaBaMH TEPENAEThCS OJCPKyBadyeBl. AKTH
MIMUCYIOTh KEPIBHUKK YCTaHOB, IX IMIJIMUCU CKPITUTIOIOTHCS MEYaTKaMU YCTAHOB (32 HASBHOCTI).
[Ticnst moBepHEHHsI cIipaB B aKkTi poOUTHCS BIAMOBIAHA BIAMITKA.

8. BunmyuenHs (BuiMKa) OpUTIHAIIIB JOKYMEHTIB (CIpaB) 3 apXiBy MOMYCKA€THCS 3 JI03BOIY
KEepiBHUKA YCTAaHOBH 3 JOTPUMAHHIM BUMOT, 3a3Ha4eHUX y IyHKTI 14 po3miny I mux [lpasun. Ha
MiCIle BHJIYYEHOTO JOKyMEHTa IAIMIMBAIOTh 3aCBIAUYEHY KOIMiI0 IBOro JoKyMeHTa. Kormis yxBamu
CIIYOTO CyAi, Cydy Ta OMHC BWIYYCHHX JOKYMEHTIB BMIIIye€Thcs 10 crpaBu (oumy. Daxt
BUJIYYCHHSI JOKYMEHTIB 3 apXiBHUX clpaB (DIKCYIOTh i B OONIKOBHX AOKYMEHTaX, IMPOCTABIISAIOUN
BIIMITKY TIPO BWJIyYEHHS. Y KOXKHIHM Takiil BIAMITII 3a3HAYal0OTh HOMEP, JaTy 1 Ha3By JIOKyMEHTa -
MiJICTaBH [Tl BUITyYEHHSI.

{Ilhynkm 8 enaeu 7 po3zoiny VIII i3 3minamu, énecenumu 32iono 3 Hakazom Minicmepcmea
rocmuyii Ne 2277/5 6io 04.07.2018}

9. BupaBanHs cmpaB A NPOBEJCHHS apXiBHUX pOOIT 3 JOoKyMeHTaMmu (Ae3iH¢exuis,
pecraBpallis, CKJIaJlaHHs JJOBIJIKOBOI'O anapary, CTPaXxoBOr'0 KOMIIOBAHHS TOIO) 1HIIUM yCTaHOBaM
3I1ICHIOETHCS 32 (POPMOIO aKTa BUIABAHHS CIIPaB Y TUMYACOBE KOPHCTYBAHHSL.

10. Tlepen BuaaBaHHSIM CIpaB MEPEBIPAETHCS BiAMOBIIHICT MHQPIB 1 3arojoBKa CIpaBH Ha
OOKJIaJIMHIII 3aroJioBKy crpaBu B omucy. Ilepen BuaaBaHHAM cCIpaB Ta MICHA iX MOBEPHEHHS
MIPOBOJIUTHCS MTOAPKYIITHE MEPEBIPSIHHS CIPaB.

Cras cripas, 1110 TOBEPTAOTh B apXiB MiCIs KOPUCTYBAHHS, IEPEBIPSIETHCS Yy TPUCYTHOCTI OCOOH,
sgKka ix moseptae. [Ipu BUSBIEHHI HEJOCTadi OKPEMHX TOKYMEHTIB ab0 MOIIKOHKCHHI apKyIIiB
CKJIAQJIa€ThCS aKT y JABOX MNpuMipHukax. OJUH NPUMIPHUK Ipena sBISETHCS KOPUCTyBauy abo
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KCpIBHUKY YCTaHOBH, IO BHUKOPHUCTOBYBaja JOKYMEHTH, JUIS HPHUTATHCHHS BHHHUX O0CIi0 10
BIJIMTOB1IaJIbHOCTI, IPYTUH - 3aJTUIIAETHCS B apXIiBi.

11. Yci copasu, 110 BUJAIOTHCS 3 apXiBY, MOBUHHI OyTH HaJEKHUM YMHOM O(QOpPMIIEHI: MaTH
apxiBHI MU(PH, apKyIl KOPUCTYBAHHS apXiBHUMH JOKYMEHTaMH 32 ()OPMOI0, HAaBEJICHOIO B JI0IATKY
30 mo nux [IpaBui, 3acBiqUyBaIbHUI HAIKC CIIPaBH 3a (OPMOIO, HABEJACHOKO B A0JATKY 17 10 mux
IIpaBui.

12. BunaBa"Hs JOKYMEHTIB 3 apXiBy (PIKCYETHCS B OKPEMHUX PEECTPAIIHHUX KHUTAX:
BUJIABAHHS CIIPaB y poO0Ui NPUMIIIEHHS CIiBPOOITHUKAM yCTaHOBH;

BUJIABaHHS CIIPaB Y TAMYACOBE KOPUCTYBAHHS IHIIIMM yCTaHOBaM;

BUJIABAHHS CIIPAB Y YATAIBHUI 3aJl.

KHuru BuiaBanHs crpaB 3 apXiBOCXOBHINA BEAyThCs 3a (OPMOIO, HABEJICHOIO B A0AaTKy 31.

13. ¥V pa3i BumaBaHHs copaB 31 CXOBHINA HA MICIE CIPaBH, M0 BUIAETHCS, MIIKIATAETHCS
KapTKa-3aMiHHUK CIpaBu 3a (popmoro, HaBeneHowo B AoAatky 12 mo mux [Ipasun. [Ipu noBepHeHH1
CHPaBH y CXOBUIIE KapTKa-3aMIHHUK BHITyYa€ThCS 1 30€piracTbes 0 YeproBoi NEPEeBipKH HAIBHOCTI
Ta CTaHy CIIpPaB.

14. 3 apxiBOCXOBHIIIA HE BUJAIOTh:
OpUTIHAJIM JOKYMEHTIB 32 HasIBHOCTI KOMii ()OHTy KOPUCTYBAHHS;

OpUTIHAIM YHIKaJbHUX JOKYMEHTIB (MOXYTh OyTH BHJaHI JIMIIE IpaliBHUKAM Jep>KaBHOI
apXiBHOI yCTaHOBH (apXiBHOTO BTy MIChKOI pamau) abo MpeacTaBHUKAM CIICIiali30BaHUX
3aKJIQIIB IS MPOBEJCHHS PECTaBpalliiHUX PoOIT ab0 criemialbHUX JOCTIKeHb HOCIIB iH(dopMartii
Ta 30BHILIHIX O3HAK JOKYMEHTIB);

JIOKYMEHTH, 1110 TTepeOyBaroTh y HE3aI0BUILHOMY (hi3MYHOMY CTaH1 (32 BUHSTKOM BHJIaBaHHS
JUTSI IPOBEJICHHS HEBIAKIIAIHUX pECTaBpallifHO-PEMOHTHHUX POOIT);

JOKYMCHTH, 110 HE HpOﬁHIJII/I HaYKOBO-TGXHi‘-IHOFO OIpalrOBaHHA,

JOKYMEHTH TIiJl 4Yac TPOBEJEHHS TMEPeBIpSHHS iX HAIBHOCTI Ta CTaHy, MPOBEICHHS
pecTaBpalifHuX Ta IHIIUX BUJIIB pOOIT 3 HUMH, I1]] YaC PEMOHTY IPHUMILLEHb CXOBHILL, TIEPEMIIICHHS
JIOKYMEHTIB, Y pa3l HaCTaHHS Ha/(3BUYaiHOI cUTyawii IpUpOJHOro a00 TEXHOT€HHOI'O XapaKTepy.

15. BurydaTu okpemi JOKyMEHTH 31 CIIpaB 3a00pOHSIETHCS, KPIM BUTIA/IKIB, 3a3HAYEHUX y ITYHKTI
14 pozainy I mux IIpaBui.

16. TlepemitieHHs TOKYMEHTIB 32 MEXKi apXiBy MOTPeOye BXKUTTS 3aX0/IiB, IO 3a0€3MeUYIOTh iX
HaJiliHy 30epexeHicTh. [li 4ac TpaHCOpTYBaHHS JTOKYMEHTIB 1032 MEKAaMH apXiBy HEOOX1THO
3a0e3rmeyyBaTd IX OXOpPOHY Ta 3aXUCT Bil BIUIMBY MIKIAJUBUX (PAKTOPIB HABKOJUIITHHOTO
CepelloBHILA - MUY, BOJOTH, CBITJIA, MEXaHIYHUX TOIIKO/PKEHb. 3a MEX1 YCTaHOBU JTOKYMEHTH
BUBO3SITh TUIBKM B YIAKOBAHOMY BUIJISAI Ta B 3aKpuToMy TpaHcnopti. [lpu OararogeHHHX
MePEBE3CHHAX Ha BEJIUKI BIICTaH1 IOKYMEHTH YITAKOBYIOTH y BOJIO3aXUCHUI MaTepiall 1 BMIIIYIOTh Y
SIIITUKH.

8. IlepeBipsiHHSA HASIBHOCTI Ta CTaHYy CIIPaB

1. IepeBipsiHHS HAsIBHOCTI Ta CTaHy CIpaB MPOBOJMUTHCS 3 METOIO BCTAHOBICHHS (PaKTHYHOI
HAsSIBHOCTI CIIpaB, IO 3HAYaThCs 3a OMKMCAMU, BUSBICHHS BiJICYTHIX JOKYMEHTIB Ta iX pPO3MIYKY,
OIIIHKH (hi3UKO-XIMIYHOTO Ta TEXHIYHOTO CTaHy JJOKYMEHTIB, BUSBJICHHS Ta O0JIIKY JOKYMEHTIB, IO
MOTpeOyIOTh PECTaBPAIifHOTO Ta 1HIIOTO CIIEIIAIBHOTO 0OPOOICHHS.

2. TlepeBipsiHHS cHpaB TOCTIHHOTO 30epiraHHs MPOBOIAWTHCS pa3 HA 5 POKIB 1 mepen
nepeaBaHHAM iX Ha 30epiraHHs 0 JepKaBHUX apX1BHUX YCTaHOB, apXIBHUX BIIJILTIB MICBKUX pa/l.
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[lepeBipsiHHS cIIpaB 3 KaApOBUX MUTaHb (0COO0BOMY CKJIaay) Ta crpas TpuBaioro (monasn 10 pokis)
30epiraHHs IpoBOANUTHCA pa3 Ha 10 pokiB.

3. Ilopoky mepeBipsOTHCS CIpaBH, 10 BIPOAOBXK POKY OyJHM BHAAHI 3 apXiBOCXOBHILA JJIs
KOPUCTYBaHHSI.

4. OgHOpa30Bi MO3AIIAHOBI MEPEBIPSAHHSA HAsIBHOCTI CIPaB MPOBOJATHCA y pasi:
MepEMILICHHS CTIPaB B 1HIIE CXOBHUIIIE;

TKBiJAIi1 HACIIIKIB HAI3BHYAHHOT CUTYaIli1 MPUPOTHOTO a00 TEXHOTCHHOTO XapaKTepy;
3MIHM 3aBigyBaya apxiBoM (0COOH, BIIMOBIIATBHOT 32 apXiB);

NPUITMHEHHS yCTAaHOBH.

5. TlepeBipsiHHS MPOBOAMTHLCS TMpalliBHUKAaMH apXiBy abo Kowmiciero B ckmami 3-5 oci0,
MPU3HAYCHOIO KePIBHUKOM YyCTaHOBH. [lepeBipsiHHS HAsSBHOCTI Ta CTaHy JIOKYMEHTIB IMPOBOIUTHCS
NIUITXOM 3BIPSIHHSI OIMCOBUX CTaTe 3 eleMEHTaMH OINMMCYBaHHS, 3a3HAYCHUMH Ha OOKIaIMHKAX
OJIMHMIIL 30epiraHHs, a TakoX (PaKTUYHOI HASBHOCTI JOKYMEHTIB 3 MiJCYMKOBHMH 3allUCaMH B
ormcax. I1ig gyac mepeBipsiHHA CHpaBH, 110 MAIOTh BHYTPIIIHIN OMKC, 3BipAIOTHCS TMOIOKYMEHTHO 3
JTAHUMH BHYTPIITHBOT'O OTIHCY.

6. ®i3u4HMIA CTaH CIPaB OIIHIOETHCS MUISIXOM iX Bi3yaJbHO MEperisiay. Y mpoieci nepeBipsHHs
(bi3UYHOTO CTaHy MiAIATaI0Th BUSBICHHIO:

JOKYMEHTH, YPaXXCHI [[BIJUTIO, KOMaXaMu;
)IOKYMCHTI/I 3 ITIOIIKO/XKCHHAM OCHOBH,
JOKYMEHTH 3 TIOIIKOXKEHHSIM TEKCTY;
BOJIOT1 JJOKYMEHTH.

7. ChopaBu, 1m0 BUIABAIMCA B CTPYKTYpPHI MiAPO3MALIH, YHATATBHHA 3al 1 B THMYacoBe
KOPHCTYBaHHS, TEPEBIPSIOThCS 3a KHUTAMHU BHJABaHHS CIPaB 13 apXiBOCXOBWINA Ta aKTaMU
BUJIABaHHS CIIPaB Y TAMYACOBE KOPHCTYBAHHSI.

8. Ilin yac mepeBipKU HAsIBHOCTI Ta CTaHy CIIpaB HEOOX1IHO JOTPUMYBATHUCS TaKUX MPaBUIL:
30epiraTv MOpsA0K PO3TALTYBaHHS CIIPaB Ha CTENaXkax, y KOpoOKax, mamnkax;

MIIKIaAaTH Ha BIAMOBIAHI MICIS BHSBJICHI HEMPABUIIBHO IMIIKIIAJICH] CIIPaBU;

BUJTyYaTH HE BHECEHI B OIKCH CIIPABH,

BHJIYYaTH Ta 130JIFOBATH MOIIKOKEH1 O10JIOTTYHUMH IIKiJHUKAMHU CIIPABH.

9. Ilix yac nepeBipsHHS HAsIBHOCTI Ta CTaHy JOKYMEHTIB 3a00POHSAETHC:

pobutn Oyab-gKi TO3HAYKH, BUIIPABJICHHS, 3aITUCH B O0JIIKOBHX JJOKyMEHTAX;

BHOCHTH JI0 OITUCY HEOOTIKOBaHI OMHMII 30epiraHHs.

10. Cran cnpaB (iKCyeThCSI B apKyIIli MEPEBIpsIHHS HABHOCTI Ta CTaHy JOKYMEHTIB (OHIY 3a
¢dopmoto, HaBeeHOO B oaaTky 32 1o 1ux [IpaBui, mOTIM - B aKkTi PO MepeBipsHHS HASBHOCTI Ta
CTaHy cmopaB (JOKyYMEHTIB) 3a (opMoro, HaBeleHOW B 1oaatky 33 go mux IlpaBwin. V mux
JIOKYMEHTaX MICTUThCA iH(QOpMAIlis PO 3araibHy KUIBKICTh CIIPaB 3a OMUCaMH, KITbKICTh HAsBHUX
CHpaB, PO HEBUSABIICHI CIpaBH, MPO CIPaBH, BUIAHI B TUMYACOBE KOPHCTYBaHHS, TOIIKO/KEHI
CIIpaBH, CIIpaBH, IO MOTPEOYIOTh Ae3iH(eKIii, ae3iHCeKIii, pecTaBpallii, majgiTypHuX poodiT ado
MIIIMBKY, BIIHOBJICHHS 3racalouuX TEKCTIB.

11. Apky1 nepeBipsiHHS CKJIaJla€ThCsl O€3MocepeTHbO B X011 NEPEBIPSIHHS HasIBHOCTI CIPaB y
(dhoH1 Ha KOXKHUI omuc okpeMo. [1ix yac mepeBipsSHHS HEBEIUKHUX 32 00CSITOM (POH/IIB IOy CKAETHCS
CKJIaZICHHS OJTHOTO apKyIlla Ha BC1 ONHKCH.
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VY pa3i BUsBIEHHS B XOJli TEPEBIpSHHS HEAONIKIB, HE nependadeHux rpadamu apkymia
NepEeBIPSHHS, 10 HbOTO BBOJSATHCS J0AATKOBI I'pady; y pasi MoapKylIHOrO MEPEBIPSHHS JOKYMEHTIB
BIJIMOB1THO 3MIHIOIOTHCS Ha3BH rpad.

[Ticnst 3akiHUEHHS pOOOTH apKyIIi MEPEeBIPSHAS HYMEPYIOTHCS 3a MOPSIIKOM HOMEPIB y Mekax
KOYKHOTO TIEPEBIPSHHSA 1 MIAMUCYIOTHCS TPAIIBHUKOM, KU TTPOBOJIUB MEPEBIPSHHS HATBHOCTI. AKT
1 apKyIll TIepeBipsiHHS BMIIIYIOTh 70 cipaBu (HoHAY abo (GOpMYIOTh SIK OKpeMHUN TOM 1 30epiraroTh
pas3oM 3i cripaBoro (poHIY SK T01ATOK 70 Hel.

12. Ha miacraBi miICyMKOBUX 3aIlMCIB B apKyIllax MEPEBIPSHHS CKIAIAEThCS aKT MEePEBIPSHHS
HAsSBHOCTI Ta CTaHy CIIPaB apXiBHOTO (DOHY B LILJIOMY, SIKHI 3aTBEPKYETHCS KEPIBHUKOM YCTAaHOBU
Ta BMIIIYETHCA y CTIpaBy (HOHTY.

3rigHO 3 aKTaMu TEPeBIpsSHHS HASBHOCTI Ta CTaHy CIpPaB MPOBOAUTHCS POOOTa 3 yCYHEHHS
BHSIBJICHUX HEJIOJIKIB.

13. Ilicns 3aKiHYEHHS MEPEBIPKU HABHOCTI Ta CTaHy CHpaB B OMMCY MICIIs 3aCBiAYyBaJIHHOTO
HAIKCy BHOCUTHCS 3aIHC a00 MPOCTABIEThC mTaMIl «[lepeBipeHo» i 3a3HavaeThest JaTa MepeBipKu.
3anuc 3acBiMUy€ETHCS 0CO00I0, BIMOBIJAIBHOIO 32 BEICHHS 00JIIKOBUX JJOKYMEHTIB B apXiBi.

Sxmno mix yac mepeBipsiHHS B OMHCY BUSBJICHI JIITEPHIi, BIIbHI, TOBTOPHI 1 MPOITYIICHI HOMEPH
CIpaB, HE 3a3HAYCHI y IMJCYMKOBOMY 3alUCy, TO BIH TEPECKIATAEThC 3 TOCHJIAHHAM Ha
BIJIMOBIHUI apKyIll IEPEBIPSHHS HASIBHOCTI Ta CTaHy CIIPaB.

14. BusBrneHni HeoONIKOBaHI JIOKYMEHTH TE€pENaloThCs 3aBigyBadeBl apxiBom (0co0i,
BIJIMOB1IaJIbHIN 32 apXiB) Pa30oM 3 apKyIlleM i aKkTOM MepeBipsiHHS HasBHOCTI. [licis miporo crpaBa(u)
OIUCYETHCSA(FOTHCSA), @ B OOJIIKOBUX JOKyMEHTaX (iKCYyIOThCS BIIMOBIHI 3MIHH.

15. SIkmo B X0i mepeBipsiHHS BUSBICHO HEBUITPABHO TOIIKO/DKEHI CIIPABH, PO 1€ CKIaIAEThCs
BIIMOBIIHMI akKT 3a (opmoro, HaBeAeHOw B poaatky 34 mo mux [IpaBmin. Akt cxBamoerbes EK
YCTaHOBHU Ta 3aTBEP/XKY€EThCS KEPIBHUKOM yCTaHOBH. Ha mifcTaBi akTa HEBHIIPABHO TOIIKO/KEHI
CIPaBH BHJyYAIOThCS TSI 3HUIICHHS.

S0 B X0/ IEpeBipsHHS BUSBICHO HEBUIIPABHO TOIIKOKEHI JOKYMEHTH, BHeceH1 10 HAD,
CKJIaJIa€ThCSI BUCHOBOK PECTaBPATOPIB BIATOBITHOTO JIEP’KAaBHOTO apxXiBy a0o0 1HIIKMX YCTaHOB, IO
3[1MCHIOIOTh pecTaBpaliiiHi MOCIYrH, LI0J0 HEMOJKJIMBOCTI BIJIHOBJIEHHS OCHOBM JOKYMEHTa Ta
BUKOPUCTaHHS TEKCTOBOI 1 300paKyBajibHOI 1H(pOpMaIlii.

AKT TIpO HEBHUIIPaBHI MOIIKO/KEHHS CIpaB (JIOKYMEHTIB) pa30M 3 BUCHOBKOM Ta aKTOM IIPO
BuUITyueHHs TokyMeHTiB 3 HA® 3a popmoto, HaBeneHoro B goaatky 14 no mux [paBun, cxBantoeTbes
EK ycranoBu Ta nomaerbes Ha po3risig EIIK (EK) mepxkaBnoi apxiBHOI ycranoBu, EK apxiBHOTO
BIITUTY MICBKOT paJiv, y 30H1 KOMIUICKTYBaHHS SIKO1 Mepe0yBa€e yCTaHOBA.

OcrarouHe pimeHHs npo Buiy4deHHs JoKyMeHTiB 3 HA® npuiimae LIEITK YkpnepxapxiBy.

VY pasi noromkenns LHEITK YkpnepkapxiBy akTa 1mpo BUIydeHHS JoKyMeHTIB 3 HA® Ta iioro
3aTBEP/HKEHHS KEPIBHUKOM YCTaHOBU apXiB yCTAaHOBU BHOCUTH 3MiHHU B OOJIIKOBI JIOKYMEHTH apXiBYy.

16. SIkumio B X0/l NepeBipsSHHS BCTAHOBJICHO HECTAady CIPaB, TO OPraHi30BYETHCA 1X PO3IIYK. 3
I[I€F0 METOO BXKUBAIOTHCS TaKi 3aXO0/IU:

BHBYAIOTH yC1 OOIKOBI JJOKYMEHTH, Ha IT/ICTaB1 IKUX BHUIABAJIUCS CIIPABH 13 apX1BOCXOBUIIIA;

OpPraHi3oBYIOTh PO3IIYK HEBUSBICHUX CIpaB y CTPYKTYPHHX MigPO3/iIax, TMOMEpPeaHbO
BHUBYMBIITY OITHCH, HA TIJICTaB1 SIKUX CIIPABH MEPEAABAINCS 10 apXiBY;

NEepeBIpsIIOTh CIpaBU (OHIIB, 10 3HAXOAATHCS MOPYY;

NEeperyisiialoTh MPaBWIBHICTh MIJIKIAJaHHSA CIpaB, HOMEPH SKHUX CXOXI 3 HOMepaMu
HEBUSBIIEHUX CIIPAB;
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BUBYAIOTH CIIPaBy (HOHJY - aKTH MPO BIIIyUEHHS CIIPaB JUIsl 3HUILECHHS, aKTH BUIABaHHS CIIPaB
y TUMYacOBE KOPUCTYBaHHS, aKTH MEPEBIPSHHS HAsBHOCTI Ta CTaHy CIIpaB, CKJIa/IeH] paHille.

17. 3naiineni B pe3yibTaTi PO3LIYKY CIpaBH MOBEPTAIOThCS Ha Micue 30epiranHs. Crpasu,
MPUYMHA BIiJICYTHOCTI SKUX MiATBEPIUKEHA TOKYMEHTAIHHO (AKTaMH NPO BHIIYYEHHS CIIpaB ISt
3HUINEHHS, aKTaMH NP0 HEBUIPABHI MOIIKO/UKEHHS CIIPaB, aKTaMU MEpelaBaHHS CHpaB IHIINM
yCTaHOBaM Ta Ha MOCTiiHe 30epiranHs), BUKIIOYAI0THCS 3 OMUCIB 1 0OJIIKOBUX JTIOKYMEHTIB.

[Tincymku po3myky ¢ikcytoThes B Tpadi «lIpumiTka» apkyla nepeBipsHHS HAsIBHOCTI Ta CTaHy
CIpasB.

18. Po3iryk HEBHUSBIICHUX CIIPAB IMPOBOIUTHCS BIPOAOBK POKY MICISI 3aKiHUCHHS TIEPEBIPSHHS
HAsIBHOCTI Ta cTaHy crpas. [Ipu oMy ckiiagaeThes KapTKa oOIiKy HEBUSBIECHOT CripaBH 3a (popmoro,
HaBeJIeHOIO0 B 10AaTKy 35 a0 uux I[Ipasun.

19. SIxkmo cripaBu He OyJIM 3HAWIEH], apXiB CKJIAJA€ aKT PO HEBHUABJICHHS CIIPaB (IOKyMEHTIB),
[UIAXU PO3IIYKY SIKUX BUUEPIIAHO, 32 OPMOI0, HaBEACHOIO B 1oAaTKy 36 mo nux [IpaBuim, Ta 10oBiAKY
PO TIPOBEJICHI 3aX0IH MO0 iX PO3MIYKY JOBLIBHOI (hopMHU. AKT MiANMKUCY€E KEPIBHUK apXiBy (0coba,
BIJINTOB11ajTbHA 32 apXiB) Ta 3aTBEP/DKYE KEPIBHUK YCTaHOBH. Ha mificTaBi akTa CripaBu 3HIMAIOTHCS 3
00JIiKY.

SIK110 BUSIBJIEHO HecTauy cripaB (H0KyMeHTIB), BHeceHux 10 HA®D, akT nogaeTbest Ha poO3riasij
Kowmicii 3 KOHTPOIO 32 HasIBHICTIO, CTAHOM Ta PO3LIYKOM JIOKYMEHTIB J€pXaBHOI'O apXiBy pa3oM 3
JIOBIIKOIO IIPO MPOBEEHI 3aX0IH MI0/0 iX PO3LIYKY.

Ha mincraBi akra, moromkeHoro Komiciero 3 KOHTPOJIIO 32 HAsIBHICTIO, CTAHOM Ta PO3IIYKOM
JOKYMEHTIB JIep>KaBHOT0 apXiBy, TokyMeHTH HA® 3HiMatoThCs 3 00MIKY.

20. IlepeBipsHHS HasABHOCTI Ta CTaHY CIPaB BBAKAETHCS 3aBEPIIICHUM ITICIISI BHECEHHS 3MiH B
OOJIKOB1 JOKYMEHTH 1 MOJaHHs BIAMOBITHUX BiIOMOCTEN MPO CIpaBU MOCTIHHOTO 30epiraHHs 10
BIJIOBITHO1 JIep>KaBHOT apXiBHOI yCTaHOBH, apXiBHOTO BIIIUTY MiCHKOI pajyl JUisl BHECEHHS 3MiH Y
KOHTPOJIbHI IPUMIPHHUKH OMKCIB cripaB, cxBaineHi EIIK gepxaBHoro apxiny.

9. CTBOpEeHHsA CTPAax0BOro (poHAy Ta (POHAY KOPUCTYBAHHS

1. Ha yHikanpHI JOKYMEHTH yCTaHOBH, III0 BHECEHI O aHOTOBAHMX IEPENiKiB YHIKaIbHUX
JIOKYMEHTIB, HUIIXOM MIKpO(IbMyBaHHsI CTBOPIOIOTH CTpPaxoBi KoIii (HEraTWBH MEPIIOrO
MTOKOJIIHHS Ha PYJIOHHIHM TUTiBI 00 Mikpodimax).

CyKyITHICTh CTPaxOBHUX KOIIi JIOKYMEHTIB, IO 30€piraloThCsl B apXiBi, CKJIaJla€ CTPaxOBHI
¢dona. CtpaxoBuii (GOHI CTBOPIOETHCS 3 METOIO 30€peKeHHS JTOKYMEHTHOI 1H(pOpMaIlii Ha BUMAI0K
BTpaTu a00 MOIIKOJKEHHS OPUTiHAIIIB.

2. OnHa4yacHO 31 CTBOPEHHSAM CTPaXx0OBOI0 POHIY CTBOPIOETHCS (POH KOpUCTYBaHHS (TO3UTHBHI
MIKpo(iIbMH Ta MiKpodimn).

3. ®oHA KOPUCTYBAHHS MOXE CTBOPIOBATUCS TAKOXK Y IUIBOBOMY MOPSIKY Ha JOKYMEHTAIbHI
KOMILJIEKCH, $IKi HAHOUIbII BUKOPHUCTOBYIOTHCS, MUISXOM KCEPOKOIIIOBAaHHS a00 CTBOpPEHHS
JIOKYMEHTIB Ha eJNEeKTPOHHUX Hocisx (uudpoBi Korii), mo 3a0e3nedyioTh 1AeHTUYHICTh KOMii
OopuriHajam.

4. CrpaxoBuii (oua i1 (oHA KOPUCTYBaHHS CTBOPIOIOTHCS B TOPSAKY, BU3HAYCHOMY
3aKOHO/IaBCTBOM.

IX. Oprani3aunist JOKyMeHTIiB B apXiBi
1. loxymeHTauiiiHuii Ta apxiBHuii GOHAN YCTAHOBH
1. JoxymeHTamiiuuii poHT yCTAHOBH CKJIAIAl0Th:

JIOKYMEHTH TIOCTIHHOTO (IOBIYHOTO) 30epiraHHs, sKi € CKiIanoBor dactnHoo HAD (y pasi
CTBOPCHHS TaKWX JOKYMEHTIB B YCTaHOBI);
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JOKYMeHTH TpuBajoro (monana 10 pokiB) 30epiraHHs;
JIOKyMEHTH TUMYacoBoro 30epirants (0 10 pokiB BKIIFOYHO).

Crpoku 30epiraHHs JTOKyMEHTIB BCTAHOBIIOIOTBHCS HA ITIJICTaBI EKCIEPTH3U iX IIHHOCTI;
MOPSIIOK €KCTIEPTU3H IIIHHOCTI JIOKYMEHTIB BU3HAYAETHCS y po3/iii V mux [IpaBui.

2. ApxiBHuil pona, chopMoBaHMii B apXiBi YCTaHOBH, MOIUIAETHCS HA TaKi BUIH:
apxiBHUH (OHJ YCTAaHOBH, IO CKIATAETHCS 3 JOKYMEHTIB, CTBOPEHUX Y MPOIIECi 11 AIsUTBHOCTI,

00’eTHaHU apXiBHUHM (OHI, M0 € CYKYIHICTIO IUTICHUX KOMIUICKCIB apXiBHHX JOKYMEHTIB,
YTBOPEHHUX Y TIPOIIECT TiSITLHOCTI IBOX a00 OibIie ycTaHOB - (hOHIOYTBOPIOBAYIB;

apxiBHUH (HOHI 0COOOBOTO MOXOHKEHHS, (DOHIOYTBOPIOBaUEM(aMH1) SKOTO € OJIHA UM JICKUIbKA
G13UYHUX 0C10, MPUUHSATHI 10 apXiBY YCTaHOBH.

3. B apxiBi ycTaHOBH MOXe 30epiratuch apxiBHa KOJEKI[isl (KOJEKIIii) - CyKYMHICTh OKPEMHX
JIOKYMEHTIB, 1110 YTBOPWJIMCSI B IPOILIECI AISNIBHOCTI Pi3HUX (POHIOYTBOpIOBaUiB 1 00’€THAHUX 3a
onHiel0 ab0 JeKiTbKOMa O3HaKaMH, HAMpUKIA[: TEMaTHUYHOI, HOMIHAJbHOIO, aBTOPCHKOIO,
XPOHOJIOTIYHO0, 00’ €KTHOIO TOINO. ApXiBHA KOJEKIlis, YTBOPEHA apXiBOM, HA3UBAETHCS apXiBHUM
310paHHsIM.

4. YcranoBa-(hOHIOYTBOPIOBAY € IOPUIUYHOIO OCO00I0, IO IMiATBEPDKYETHCS BiIIMOBITHUM
aKTOM (3aKOH, TIIOCTaHOBA, HAaKa3, PO3MOPSKECHHS, CTaTyT, IIOJIOXKCHHS) TPO YTBOPCHHS,
peECTpaIliio, TOPSIOK AiSITLHOCTI, PYHKIIT TOIIIO.

{Ilhynkm 4 enasu 1 poszoiny IX 6 peoakyii Haxaszy Minicmepcmea ocmuyii Ne 2277/5 io
04.07.2018}

2. BuzHayeHHA (POHT0BOI HAJIEKHOCTI aPXiBHUX JJOKYMEHTIB i CTBOPEHHSI
apxiBHoro ¢onagy

1. BusHauenHs (HoHIOBOI HaJIEKHOCTI JOKYMEHTIB YCTAaHOBU IIOJIATA€ y BIIHECEHHI iX 110
apxiBHOTO (OH]Y BIAMOBIAHOI yCTaHOBU-(OHIOYTBOPIOBAYA 3 YpaxXyBaHHSIM XPOHOJIOTTUHUX MEXK 1i
IISUTBHOCTI.

2. Ha Bu3HaueHHs (POHI0BOI HAJIE)KHOCTI JJOKYMEHTIB YCTAaHOBU BIUIMBAIOTh TaKi YMHHUKHU:
3MiHa KOHCTUTYLIHHOTO JIady Aep:KaBu;

3MiHa aMIHICTPaTUBHO-TEPUTOPIATBHOTO MOJLTY;

3MiHa (OpMHU BJIACHOCTI (POHIOYTBOPIOBAYA;

NPUNTMHEHHS (HOHIOYTBOPIOBAYA.

3. BuzHaueHHs (HOHIOBOI HAIEKHOCTI IOKYMEHTIB YCTAaHOBHU B Pa3i 3MIHU KOHCTHUTYIITHOTO
Jaxy JAep’kKaBd, 3MIHH aJMIHICTPaTUBHO-TEPUTOPIAIILHOTO TOJUTYy, 3MiHM ()OPMH BIACHOCTI
(GoHI0yTBOpIOBaYa BU3HAYAIOTHCS Ha M1CTaBl pEKOMEH 1ALl Jep»KaBHOI apXiBHOI yCTAHOBHU.

4. ITix yac Bu3Ha4eHHs (POHOBOT HAJISKHOCTI JIOKYMEHTIB YCTAaHOBU BPaXOBYIOTh TaKe:
BXIJTHI JOKYMEHTH BITHOCSTHCS 10 (DOHY YCTAaHOBH, SIKa iX OTpUMaa;

KOMIi BUXIIHUX JJOKYMEHTIB BITHOCSATHCS 710 (DOHy YCTAHOBH, SIKA € iX aBTOPOM;
BHYTPIIIIHI JOKYMEHTH BITHOCATHCS 10 GOHAY YCTAHOBH, B SKili BOHU OYJIM CKJIQ/ICHI.

5. Ilix yac Bu3HaueHHs (POHIOBOT HAJIEIKHOCTI HEOOXITHO TOTPUMYBATHUCS TAaKUX TIPABUI:

JIOKYMEHTH YCTaHOBHU Ta POMAACHKUX OpraHizaiiid (mpo¢CHiIKOBUX TOIIO), 110 iCHYBaIU MPH
Hill 10 MPUIHATTS 3aKOHOIABCTBA Y KpaiHU PO rpoMaJIChKi 00’ € JHaHHS, OHIYIOTHCS pa3oMm;
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JIOKYMCHTH YCTaHOBH Ta MPO(CILIKOBOI OpraHizallii, o iCHy€e BXX€ 3 MOMEHTY 11 Jera3aiiii,
MOYTh OprasizoByBaTtucs a0o camocTiiiHO (okpemumu (onaamu), ado paszom - miadoHAAMU
00’eqHAHOTO apXiBHOTO (POHIY;

CIIpaBH, IO BEJIUCS TOCHIIOBHO y NBOX a0o0 OuIbllle yCTaHOBaX, HajiexaTh M0 (HOHIY TI€T
YCTaHOBH, JIc BOHH OyJIM 3aBEpIICHI B AUTOBOJCTRI;

po3mupeHHsT ad0 3BYKEHHS TOBHOBaXXCHb, KOMIIETEHIil, 00CATY a00 TEpUTOPIATBHUX MEXK
JUSTTBHOCTI, 3MiHA MIAMOPSIKOBAHOCTI, CTPYKTYpH, TMEpEeUMEHYBaHHS a00 YacTKOBa 3MiHA Ha3BHU
YCTaHOBH, 10 HE CYMPOBOIKYBAIOCS JOKOPIHHOIO 3MIHOIO il OCHOBHUX (DYHKIIIH, HE € miAcTaBaMu
JUISL PO3MEXKYBaHHS ii JOKYMEHTIB Ha J1Ba apXiBHUX (POHIH;

BHJIJICHHS 3 YCTAHOBH OJHI€T 00 JEKITLKOX HOBUX 3 HaJIaHHAM IM OKpeMHX (yHKIIIH MepIIoi €
MJICTaBOO JUTS BITOKPEMIICHHS apXiBHUX (DOHIIB HOBOCTBOPEHHX YCTaHOB. J|OKYMEHTH yCTaHOB, IO
peOopraHi3yroThCs, 10 1 TMCHs peopranizailii POoHIyIOTHCS pa3oM;

y pasi JiKBiJalii yCTaHOBU 3 HAJaHHIM yCiX a00 yacTWHU ii QyHKIIH OJHIH a0o0 IeKiIbKOM
oco0aM TOKYMEHTH KO>KHOI 3 HUX YTBOPIOIOTh HOBI apXiBHi (hOHIH;

JIOKyMEHTH YCTaHOB, II[0 TUMYACOBO IMPUITMHUIN CBOIO JISUTBHICTH Yepe3 3JIUTTS, PHUETHAHHS,
MOI1JI, TIEPETBOPEHHS a00 B pe3yJIbTaTi BiMH 1 CTUXIMHUX JMX, a 3r0J0M OYJIH BITHOBJICHI 3 THMH
caMuMH (DYHKITISIMU, CKIIQIAI0Th €IMHI apXiBHI (GOHIH;

0co0O0B1 CHpaBH, SKIIO BOHM IEpeJaBajucs 3 OJHIE] YCTAaHOBU [0 IHIIOI y 3B’SI3Ky 3
NepeBeIEHHSAM MPALlIBHUKIB, T0JIy4alOThCs 10 POHY OCTAHHBOI YCTaHOBH.

3. XpoHoJ1oriuHi Mexki apXiBHOIo (poHay
1. XpOoHOJOriYHUMH MEXaMU (OHY €:

apxiBHOro (GoHIy YyCTaHOBM - OOQIUIAHI JaTH CTBOpeHHS (peecTpauii) 1 JIKBigamii
(GboHI0yTBOPIOBAYA;

0CO00BOTO apXiBHOTO (POH/IY - 1aTa HAPOKEHHS 1 cCMepTi (POHA0YTBOPIOBAYA;

00’eTHaHOTO apXiBHOTO (POHIY - IaTa YTBOpEeHHs (peectparlii) GoHA0yTBOPIOBaYa, CTBOPEHOTO
y 4aci mepimm, Ta JaTa NpunuHeHHs (POHI0yTBOPIOBAaYA Y Yaci Mi3HIIIE 3a BCIX yTBOPIOBAYIB I[LOTO

bonmy;

apXiBHOI KOJEKII - JaTW MepIIoro Ta OCTaHHBOI'O 3a XPOHOJIOTIEI0 JOKYMEHTIB y CKJaji
KOJIEKIII.

2. KpaiiniMu natamMy JOKyMEHTIB apXiBHOro (oHAy € JaTH MepIIoro Ta OCTaHHbOIO 32
XPOHOJIOTIEI0 JIOKYMEHTIB y ckiaal (oHIy (BOHUM MOXYTh HE 30IraTHUCS 3 KpalHIMU JaTaMu
JUSITEHOCTI OHIOYTBOPIOBAYa, SKIIO Y (DOH/II BIACYTHI JOKYMEHTH MOYATKOBOI'O Ta 3aBEPIIAIIBHOTO
eTariB JisUIbHOCTI yCTaHOBU a00 y (hoH ycTaHOBU OYyJIH MepesiaHi CripaBH yYCTaHOBH -IIOTIEPEIHHKA,
HE 3aKiH4YeH1 B IIJIOBOJICTBI.

4. Oprani3zanisi JOKyMeHTIiB y MeKaX apXiBHOro (pOHIy

1. CtpykTypHOIO Ta Kinacu]ikaifHo 0CHOBOIO apxiBHOTO (hoHAy € cnpaBa. CripaBa BKIIIOUAE
JIOKYMEHTH, O00’€IHaHI 3a BIAMOBIIHOI O3HAKOK (TEMAaTHYHOI, KOPECIOHACHTCHKOIO,
HOMIHAJIBHOIO, XPOHOJIOTIYHOI0) 200 CYKYITHICTIO O3HAK Ta €JMHUM CTPOKOM 30epiraHHs 1 BMIIIIEHI
B OKpeMy OOKJIaJUHKY.

Vcepenuni apxiBHEX (OHIIB CIPaBU IPYMYIOTHCS BIAMOBIIHO 0 MONEPEAHRO BUOPAHOI CXEMH
CHUCTEMAaTH3alli1, 110 3aKPIITIOETHCS OIMMUCOM CITpaB (DOHTY.

2. Po3nofiinn TOKyMEHTIB ycepenuHi apXiBHOTO (OHIY 3IIHCHIOETHCS HA IMiICTaB1 MOTOHKEHOT 3
JIepP’KaBHOIO apXiBHOIO YCTAaHOBOIO, apXIBHUM BIIJIIJIOM MICBKOT pajii CXeMOI0, 3aKPITJICHOI0 OITUCOM
cripaB GOHIY:



CTPYKTYPHOIO (32 CTPYKTYpOIO (POHOYTBOPIOBAYa, BA3HAUYEHOIO B IITATHOMY PO3IIUCY);
XPOHOJIOTTYHOIO (32 pOKaMH CTBOPEHHS JTIOKYMEHTIB);

TEMATHUYHOIO (32 TEMATHUKOIO JOKYMEHTIB);

HOMIHAJIFHOIO (32 BUIaMU 1 3HAYMMICTIO IOKyMEHTIB);

GYHKIIOHATBHOIO (32 PYHKLISIMU, HAIPSIMAMU JISUIBHOCTI (POHIOYTBOPIOBaya);
reorpadiuHoo (32 aIMiHICTPATUBHO-TEPUTOPIATBHUMH OJAUHUISIMH );

KOPECIIOH/IEHTChKOIO (32 HallMEHYBaHHSIMHU aJIpecaTiB, y pe3ysbTaTi JUCTYBaHHSA 3 SKUMHU
YTBOPUJIIUCS IOKYMEHTH);

aBTOPCHKOIO (32 HAHMEHYBAHHIMU YCTAaHOB a00 MPI3BUIIIAMH OCi0, SIKi € aBTOpaMH JJOKYMEHTIB).

3. CropaBu CHUCTEeMAaTHU3YIOThCS 3a JIEKUTbKOMAa O3HAKaMH, 3aCTOCYBAHHS SIKUX HaWOLIBII
parioHanbHe JuIsi 30epekeHHs y (DOHMI JIOTIYHMX Ta ICTOPUYHUX 3B’SA3KIB MK JOKYMEHTaMH 1
CTBOpPEHHS HAM3PYUHIIIOT 17151 BUKOPUCTAHHS JOKYMEHTIB CUCTEMH iX OpraHizalii.

4. HalimommpeHuii TUI CXEMH CHUCTEMATH3allii B OMUCaX € XPOHOJIOTIYHO-CTPYKTYPHHIMA, 110
BHUKOPHUCTOBYETHCA JUIsl CHCTEMAaTH3allii crpaB Jil0ounXx (OHIOYTBOPIOBAUIB, CTPYKTypa SKHX
MOCTIHHO 3MIHIOETHCS; CIpaBH (OHIY TPYMYIOTHCS 32 POKaMH, a B MEXax KOXHOTO POKYy - 3a
CTPYKTYPHUMH MiPO3AIIaMH, HAPUKIIAI:

2009 pix

Kannenspist

ITnanoBuHil BiII

BupoO6uuumii Bigin

Binain mpami ta 3apmiatu
DiHaHCOBO-€KOHOMIYHUH BiIiI

Bimmin kanpis
AJIMiIHICTPAaTHBHO-TOCTIOIAPCHKUM BT
2010 pix

Kannenspis

[11aHOBO-€KOHOMIYHUI BiILI
BupoOHUYO-TeXHIYHUHT BIIIIT
Bbyxranrepis

Bimain kanpis
AIMIHICTPaTUBHO-TOCTIOAPCHKUIA BT

Ha cnipaBu hony, cicTeMaTn30BaHOTO 32 XPOHOJIOTTYHO-CTPYKTYPHOIO CXEMOI0, CKIIAAETHCS
€IVHUHN OITHC.

5. CTpYKTypHO-XpOHOJIOTTYHHH THII CXEMH 3aCTOCOBYETHCS ISl CUCTEMATH3allii CIipaB yCTaHOB,
10 MaJIu CTaOLIbHY CTPYKTYPY Ta MPUITMHUIN CBOIO TisUTbHICTB. [Ipu IbOMY CIIpaBu TpymyIOThCS 32
CTPYKTYPHUMH MiJPO3ALTIaMH, @ B MEXax IIUX MiIPO3/IUTiB - 3a pokaMu. [Ipukman:

Bignin gimoBoacTsa
2010 pik
2011 pix



TOLIIO.

Bignin xanpis
2010 pix

2011 pix
TOIIIO.

6. DYHKI[IOHATLHO-XPOHOJIOTIYHA Ta XPOHOJOTIYHO-(QYHKI[IOHAIbHA CXEMU CHUCTeMaTH3allil
3aCTOCOBYIOTHCS MPH KJIACH(iKaIlil TOKYMEHTIB 0€3CTPYKTYPHHUX YCTaHOB.

[Tpu GyHKITIOHATEHO-XPOHOJIOTIYHIM CXeMi 3ar0JIOBKH CIPaB PO3MIILIYIOTHCS 32 PYHKLISIMU Ta
pOKaMH:

KepiBuuurso

2007 pik

2008 pix

2009 pik

TOIIIO.

HaBuanpHO-BUXOBHA poOOTA
2007 pik

2008 pix

2009 pik

TOLLIO.

[Tpu xpoHOJIOTIYHO-(DYHKIIOHAJIbHINA CXEMI 3ar0JIOBKU CIPAB CIIOYATKY TPYIYIOTHCS 32 POKAMU
JIOKYMEHTIB, Jali - 3a QyHKILisIMI (OHIOYTBOPIOBaYa, HAPUKIIAI:

2010 pix

KepiBauurso
[InanyBanHs
dinaHcyBaHHS
Kamitanpae OyaiBHUIITBO
TOIIIO.

7. Ilpu HEeBenuKkoMy 00cCs31 (GOHIY MOXJIMBE BUKOPUCTAHHS HOMIHAJIIBHO-XPOHOJIOTIYHOT abo
XPOHOJIOTIYHO-HOMiHaNBHOI cxeMu. [Ipukiag HOMiHAaTbHO-XPOHOJIOTIYHOT CXeMHU:

Haxkasu
2010 pik
2011 pix
[Tnanu
2010 pik
2011 pix
TOILIO.

[Tpukitag XpOHOJIOT1YHO-HOMIHAJIBHOT CXEMHU:



2011 pik
Hakasu
[Tnanu
3BiTH
TOIILIO.

8. JlokymMeHTH, 10 BBIMILIM 10 00’€IHAHOTO apXiBHOTO (OHIY, PO3TAIIOBYIOTHCS 3TiTHO 3
(YHKI[IOHATLHO-IIUTHOBUM TIPU3HAYCHHSAM (DOHIOYTBOPIOBAYa, 332 XPOHOJIOTIE0 IX CTBOPEHHS, 3a
andasiTOM Ha3B TOIIO. Y MeXaX KOKHOTO (OH/IY, 110 BBIWIIIOB /10 00’ € JHAHOTO apXiBHOTO (POHTY,
3aCTOCOBYIOTHCSL Pi3HI CXeMH CHUCTeMaTu3allii, BUOIp SKUX BHU3HAUAETHCS XapaKTePOM MisTBHOCTI
KOHKPETHOI yCTaHOBH, CKJIaJoM 1 o00csarom AoKymeHTIB. s (OHIIB OJHOPIZHUX YCTAaHOB
BUKOPHCTOBYETHCS 3arajibHa CXeMa CUCTeMaTHu3allil.

9. CucremaTu3allisi JOKYMEHTIB y KOJICKIIIi BU3HAYA€ThCS TEMATHUKOIO Ta CKJIAJIOM JOKYMCHTIB.
Konexuii apxiBHUX JOKYMEHTIB CHCTEMAaTH3YyIOThCS, SIK MPABUJIO, 3a XPOHOJIOTTYHO-HOMIHATIBHOIO
O3HaKOIO (32 pOKaMH Ta BHAAaMH CIIpaB) ab0 3a XpOHOJOTIYHO-aBTOPCHKOIO O3HAKOKO (32 POKAMU,
HallMEHYBAaHHSIMH YCTaHOB, IIPI3BUIIIAMH OCi0 - aBTOPIB JJOKYMEHTIB). Y NESKHX BUMAJKAX MOXYTh
3acTocoByBaTucs reorpadiuHa, GyHKIIOHATbHA, TEMAaTHYHA O3HAKU CUCTEMATH3allli CTIpaB apXiBHOI
KOJIEKIII].

10. JIokyMeHTH 3 KaJpOBHX MUTaHb (OCOOOBOrO CKJIAMy) CHCTEMATH3YIOTHCS BiZOCOOJICHO i
BKJTFOYAIOTHCS B OKPEMHUH OIMUC 3a XPOHOJOTIYHO-HOMIHAIBHOKO O3HAKOK (32 POKaMHU Ta BHUJIAMH
crpaB). Ha 0co6o0Bi cripaBu 3BUIbHEHUX MPALlIBHUKIB MOKE CKJIQJAaTUCS OKPEMUI OIHUC.

11. Koxnauii apxiBHuii (oHJ Mae CBii HOMEp 1 Ha3By, IO BiAMOBiAae OQiIidHIA Ha3BI
donnoyTBOproBaya. fkio ycraHoBa-(poHIOYTBOPIOBaY Mepeaae CIpaBy Ha MOCTiiHE 30epiraHHs 10
JIEp’KaBHOT apXiBHOT yCTaHOBM (apXiBHOTO BiITy MICBKOI pamu), HOMEp (GOHIY MPUCBOIOE
BIINOBIAHMN apXiB. Lleil HoMep MPHUCBOIOETHCA MiJ Yac MEPIIOro HAAXOJKEHHS JOKYMEHTIB 1 He
3MIHIOETHCS.

Sxmio ycrtaHoBa He Tiepefae JOKYMEHTH Ha MOCTiiHEe 30epiraHHs, BOHa CAaMOCTIHHO IPUCBOIOE
HOMepH (POHIaM, II10 30epiraroThCs B apXiBl YCTaHOBH.

X. O0J1iKk TOKYMEHTIB B apXiBi

1. 3aranbHi BUMOTH 10 00/1iKy JOKYMEHTIB

1. O6miK 3AIICHIOETHCS 3 METOIO 30€PEIKEHOCTI Ta KOHTPOJTIO 32 HASIBHICTIO 1 PyXOM JJOKYMEHTIB
[UIIXOM BHU3HAYEHHSI KUJIBKOCTI 1 CKJIa/ly B YCTAHOBJICHUX OJMHMIISIX 00Ky 1 (pikcaii (peecTpartii)
MPUHAJICKHOCTI KOXKHOT OJMHMII OOJIIKY A0 TMEBHOTO KOMILJIEKCY Ta IX 3araibHOi KUTBKOCTI B
O0JIIKOBUX JJOKYMEHTaX.

2. Tlim 0OJMIKOBUM JOKYMEHTOM PO3yMIEThCS JOKYMEHT YCTaHOBJICHOI (hopmu, mo (iKkcye
HAJXOKEHHS, BUOYTTSI, KUTbKICTh, CKJIAJ 1 CTAaH apXiBHUX TIOKYMEHTIB B OAMHHUIISIX OOTIKY.

OO0miKoBI JTOKyMEHTH TOBHHHI 30epiratuch y poOouiii KiMHATI KepiBHUKA apxiBy (ocolw,
BIJIMOBIAJIbHOI 32 apXiB) y ceiidi abo MeraneBiil madi, 10 ONeyaTyeThesl.

KopuctyBanHs 0071KOBUMHU JOKYMEHTAMHU 3/11MCHIOETHCS Y MIPUMIILIEHH] apXiBYy B MIPUCYTHOCTI
KepiBHUKaA apxiBy (ocobu, BiAMOBiganbHOI 3a apxiB). OOIIKOBI TOKyMEHTU apXiBy (KpiM OMUCIB)
KOPUCTYBayaM He BUJAIOTHCH.

3. OO6miKy miaIsAraroTh yCl JOKYMEHTH, IO 30€piraroThCs B apXiBi YCTAaHOBH, Y TOMY YHCII
HEOIucaHi 1 Henpo(iIbHI, CTPaxoBi KOMii JOKYMEHTIB, KOMil ()OHly KOPHCTYBaHHA (3a HassBHOCT1),
OITHCH CIIPaB.

4. ApxiB yCTaHOBHU 3[IMCHIOE IIEHTPaNIi30BaHUI OONIK (OHIIB 1 JOKYMEHTIB. 32 HasIBHOCTI
KUTBKOX apXiBOCXOBHII[ OOJIIK TAKOK BEJETHCSI B KO)KHOMY apXiBOCXOBHIIII.



5. OO0k 3M1CHIOIOTH IIJISTXOM HAJIaHHS apXiBHUM JOKYMEHTaM (OMHHIISIM OOJIIKY, O TUHUISM
30epiraHHs) 00JIIKOBUX HOMEPIB, 1110 € CKJIJ0BOIO apXIBHUX IMIHUPPIB.

ApxiBHU#l mudp - MO3HAUEHHS, M0 HAHOCUTHCA HA KOXKHY OJMHHUIIIO 30epiraHHs 3 METOI0
3a0e3redeHHs ii 00Ky i ineHTudikarmii. ApXiBHUH MU CKIATAETHCA 3 HOMEPIB apXiBHOTO (hoHIY
a00 apXxiBHOI KOJIEKIIii, OTMCY, OJMHMIII 30epiraHHs.

Homep apxiBHOTO (OHAY HPHUCBOIOETHCSA BIAMOBIAHO IO MOPSJIKY, BHU3HAYEHOI'O B IYHKTI
11 rnaBu 4 posniny X nux [Tpasui.

2. OquHuui 00JiKy

1. OcHOBHUMU OOJIKOBUMH OJAMHHMIISIME JJIsi JOKYMEHTIB HE3aJIe)KHO BiJl MaTepiallbHOTO HOCIS
iHpopMaii € apxiBHUH QoHA (apXiBHA KOJIEKIis), OAMHHUL 30epiranus (0. 30.).

2. OnunHunero 30epiranHs JOKYMEHTIB 3 TTallepOBUMU HOCISIMHE € cripaBa (IWB. MyHKT | rhaBu 4
pozmainy [X).

3. Heommcani JgoKyMeHTH (pO3CHN) OONIKOBYIOTh Y HEOMHCAHUX (YMOBHHX) OIMHHIISX
30epiranHs (i3 po3paxyHKy 250 apKyIiB B OJHI YMOBHIHM OAWHHMIII 30epiranHs).

4. JIOKyMEHTH OCOOOBOTO IOXOJDKEHHs, IO MPOWIUIM JIMIIEe IEepBUHHE ONUCYBaHHH,
00JIIKOBYIOTh ITOJIOKYMEHTHO, B OKPEMHUX BUIIAJKaX - Y HEOMMCAHUX CIpaBax Ta apKyllax.

3. Cucrema 00J1iIKOBMX JOKYMEHTIB apXiBy

1. CucreMy 0OJIIKOBHX JOKYMEHTIB apXiBy CKJIaJa€ KOMILJIEKC B3a€MOIOB’sI3aHUX OOJIIKOBUX
JIOKYMEHTIB Ta OOJiKOBUX 0a3 MaHUX, CTBOPEHUX Ha €JMHHUX METOAOJIOTIYHHUX Ta METOAUYHUX
3acaziax.

2. OOnik OOKYMEHTIB B apxiBl BEAEThCA 32 OCHOBHHMH Ta JOMOMDKHHUMHU OOJIKOBUMU
JIOKYMEHTaMH.

3. Ckiag i GopMH OCHOBHHX OOJIKOBHUX JIOKYMEHTIB € OOOB’SI3KOBHMH JUISI KOXKHOTO apXiBYy
ycTaHOBU. J|0 OCHOBHUX OOJIKOBUX JTOKYMEHTIB HaJIEeKaTh:

KHUT'a HA/IXO/PKEHHS Ta BUOYTTS JOKYMEHTIB;

CIHCOK (OH/IIB;

cripaBa (oH/TY;

OIMCH CIIPaB;

PEECTPH OIKUCIB;

aHOTOBAaHI MepeNiKN YHIKaJIbHUX TOKyMeHTiB HalioHanbHOro apxiBHOTO (hOHY.

4. HeoOximHicTh BeNEHHS 1 BHUIU JOMOMDKHUX OOJIKOBUX JOKYMEHTIB BH3HAYaIOTHCA
YCTaHOBOIO CaMOCTiiiHO. @OpMU IIUX OOJIIKOBUX JOKYMEHTIB BCTAHOBIIOIOTHCS YCTaHOBOIO.

Jlo nmomnomi>kHUX OOTIKOBUX JOKYMEHTIB HAJIEkKaTh: TUCTU (DOHIY, KAPTKU 1 KHUTH OONIKY PyXY
¢doHIiB, KHUTH OOJIKYy JOKYMEHTIB 3 KaJpOBHX MUTaHb (0COOOBOTO CKJIaay), KHHUTa OOJIKY
JIOKYMEHTIB, BUJIYUYCHUX JJIsl 3HUIIEHHS, KHUTH OOMIKY JOKYMEHTIB, IEpeaHuX JI0 IHIIUX apXiBiB,
TOIIIO.

5. I ueHTpaai30BaHOro JepKaBHOTo 00Ky JoKyMeHTiB HA® ckiagaeTbes nacnopT apxiBy.

6. O0JIIKOBHM JTOKYMEHTOM JUIsI CIIPaB TUMYAcOBOTO 30epiranHs (10 10 pokiB BKIIOYHO), IO
HaIUAIUM [ 30epiranHs 10 apxiBy, € HOMEHKJIATypa CIIpaB.

4. IlopsaIoK BeieHHSI OCHOBHHMX 00JIIKOBHX JOKYMEHTIB


https://zakon.rada.gov.ua/laws/show/z0736-15#n1108
https://zakon.rada.gov.ua/laws/show/z0736-15#n1108
https://zakon.rada.gov.ua/laws/show/z0736-15#n1034

1. ¥V kHHM3i OONIKy HAIXOKCHHS Ta BHOYTTS TOKYMEHTIB apXiBy, (hopMa sKOi HaBeleHa
B nojarky 37 no uux [IpaBuin, BeneTbest OOMIK yciX cIipaB, MPUNHHATUX apXiBOM BiJl CTPYKTYPHHX
MIIPO3AUTIB OpraHi3ailii, BUIyUYeHUX ISl 3HUIEHHS, epeaHuX JI0 P KaBHOTO apXiBy (apXiBHOTO
BIIIUTY MICBKOI paau) Ta OTPHMMAaHHUX BiJ IHIIUX ycTaHOB. KoOXHE HAJIXO/HKCHHS Ta BHOYTTS
MO3HAYAIOTHCSI CAMOCTIHHIM HOMEpOM. SIKIIO TOKYMEHTH (DOHAY HAJAXOAATh JI0 apXiBy BIEpIIE, TO
HoMep (OHIY 3a3HAYAETHCS B KHU31 MICISA HAJaHHSA MOMYy HOMEpa 3a CrHCKOM (oHmiB. SIKIIo
JIOKYMEHTH, 1110 HAJIWIUIN, € YaCTUHOI (OHIY, II0 BKE 30epiraeThCs B apxiBi, TO y BIANOBIAHIN
rpadi KHUTH HABOJAUTHCS HOMED, 110 OyB Ha/JlaHUI IboMy (OHIY paHiiIe.

Ha mepiie cidHsi KO)KHOTO POKY B KHHU31 HaJAXO/KCHHS Ta BUOYTTS JOKYMEHTIB YKJIaJa€ThCs
MiJICYMKOBUH 3aITKC MPO KUTBKICTh CIPaB, M0 HAIIWIIUIN, Ta TUX, [0 BUOYJIIH, @ TAKOXK PO KITBKICTh
(hakTHYHO HAsSBHUX Ha 30epiraHHi CIpas.

Kuura o6iKy HaJXOJKCHHS Ta BUOYTTS JOKYMEHTIB € MIJICTABOIO JUIS CKJIAJIaHHS Macropra
apxiBy.

2. Coucok ¢oHaiB apxiBy, ¢opMa SKOTO HaBeAeHa B poaatky 38 mo nux [IpaBui, BemeThcs B
apxiBi, o 30epirae TOKyMeHTH ABOX 1 Oubine GoHaiB (konekiit). KoxkxHomy GoHITy, 110 HAIXOIUTh
Ha 30epiraHHs, TPUCBOIOETHCS TOPSIKOBUM HOMEP 3a CIHUCKOM (OHMIB Yy XpOHOJIOTIYHIN
MOCIIOBHOCTI MOro Haaxo/keHHs. Skmo QoHp miaisarae mepefadi Ha MOCTiHe 30epiraHHs, TO
gyepe3 KOCY PUCKY BKa3yeThCsl HOMEpP Iboro (OHIY B JIepXKaBHIM apXiBHIM ycTaHOBI (apXiBHOMY
B1ITUTI MiCBKOT paan) (Y BUMAJKY, SKIIO JOKYMEHTH (DOHTY paHille nepenaBaucs 10 [UX apXiBHUX
ycTaHoB). Y cnucky (GoHIIB (iKCyIOThCS MOBHA Ha3Ba Ta CKOpOYEHA HaszBa (DOHAOYTBOpIOBAYa HA
MOMEHT HaJIX0JKeHHs (POHIy B apXiBocxoBuile. HoMmep BuOy0ro ¢hoHIy HE MPUCBOIOETHCS (POHTY,
0 HafiimoB Ha 30epiranHsa. [Ipu HajmxomkeHHI Ha 30epiraHHs (OHAY JIKBIJIOBAaHOI YCTaHOBU
dboHay HamaeThcs Ha3Ba Ha Aary JjikBigamii. OO0’ emHaHuii (HOHJ BHOCHTHCS Mij y3araabHEHOIO
Ha3Bo10. O0’eqHanOMY (hOHTy, CTBOPEHOMY B apXiBi YCTAaHOBH, HAJTAETHCS OJTUH 3 HOMEPIB apXiBHOTO
(boHly, BKIIOYEHOI'O JI0 CKJIaay 00’€IHAHOro, K MpaBMio, HalOUIbIIOro 3a oOcsiroM crpas. Jlis
apxiBHOT KOJIEKIIi1, CTBOPEHOI B apXiBl YCTAaHOBH, HA/IA€ThCs y3arajJbHEHa Ha3Ba BKIIOYEHUX JO Hel
JIOKYMEHTIB, a 715 KOJIeKIIii, c(hopMOBaHOT KOJEKIIIOHEPOM, - ii Ha3Ba.

Ha 01 ciuHg KOXHOTO POKY JO CIHUCKY (POHIIB CKJIQJAE€THCS IMiJCYMKOBHM 3aliC, B SKOMY
3a3Ha4Yal0ThCs KUIBKICTh (POHAIB, 110 BUOYJIIH, 10 HAMINIILIN MPOTATOM POKY, Ta 3arajibHa KiJIbKICTh
($hoH/IIB, IO 3HAXOAATHCS Ha 30epiraHHi.

3. CopaBa ¢onmy BemeTbcsl Ha KOXHUM (oHa apxiBy. BoHa MICTUTh AOKYMEHTH, IO
BiJIOOpaKal0Th ICTOPiI0 YCTaHOBU-(POHIOYTBOPIOBAYA T ICTOPIFO HOTO apXiBHOTO (POHITY: ICTOPUIHY
JTIOBIZIKY 200 MepeIMOBH JI0 OTHCIB, CXEMY CUCTeMaTu3aIlli GoH1y, METOMYHI TTOCIOHUKH 3 HAYKOBO-
TEXHIYHOTO OIpAIfOBaHHSA JOKYMEHTIB (DOHIY, CTBOPEHHS OOJIKOBOI'O Ta JOBIJIKOBOTO amaparty,
pecraBpailii i KOHCepBallii, CTBOPEHHs CTpaxoBoro (GoHay Ta GoHAY KOPUCTYyBaHHS, AKTH ITEPEBIPOK
HasIBHOCTI Ta CTaHy CIIpaB, akKTH PO HEBUIIPABHI MOIIKO/PKEHHS, aKTH 1epeaayl GoH Iy Ha MOCTiHHE
30epira”Hs 10 Jep>KaBHUX apXiBHUX YCTAHOB (apXiBHUX BIJAUTIB MICBKUX Paj), aKTH BUITYUEHHS JUIS
3HHILEHHS JJOKYMEHTIB, He BHeceHuX 10 HA®, Tomio.

JoxymenTH, mo (ikcyroTh 3MiHH y CKJIaai Ta o0cs3i GOHIy, BKIIOYAIOTh A0 CIpaBu (PoHIY
TIJIBKY 3 BIJIMITKOIO PO BHECEHHSI 3MiH B yCi OOJIIKOBI JOKYMEHTH apXiBy yCTaHOBU. JIOKyMEHTH B
crpaBi GOHTy PO3MINIYIOTh Y XPOHOJOT1UHINM MOCIIIOBHOCTI. Y Cl apKyIlll JOKYMEHTIB, BMIIIEHI J0
cnpaBu GOHIY, MAIOTh OyTH IpoHyMepoBaHi. CKIaal0ThCsl BHYTPIIIHIM OMHUC 1 MiJICYMKOBUN 3aITHC.
J1o HUX BHOCSITHCS 3MiHH B Mipy TIOTIOBHEHHSI CIIPaBU HOBUMHU JOKyMeHTamu. KoskHil cripasi hoHay
MIPUCBOIOETBCA HOMEp BignosigHoro ¢onmy. CnpaBa ¢onmy 30epiraeTbcsi B apXiBi YCTAaHOBU Y
MOPSIAKY 30UTbIIIEHHS HOMEPiB (DOH/TIB.

4. OnucH cupaB € IMEPBUHHUMH OOJIKOBHMH JOKYMEHTAMH JUIS TOOJUHUYHOTO 1 CYMapHOI'O
00Ky cripaB MOCTiHOro 30epiranHs, TuMyacoBoro (monajn 10 pokiB) 30epiraHHs Ta 3 KaJpOBHUX
MUTaHb (3 OCOOOBOTO CKIaay), IO CKJIQJAOThCSA BIAMOBIIHO 0 BUMOT, BHU3HAYCHHX Y IJIaBi
3 po3niny VI ta posuini VII nux IIpasui.


https://zakon.rada.gov.ua/laws/show/z0736-15#n1512
https://zakon.rada.gov.ua/laws/show/z0736-15#n1514
https://zakon.rada.gov.ua/laws/show/z0736-15#n683
https://zakon.rada.gov.ua/laws/show/z0736-15#n683
https://zakon.rada.gov.ua/laws/show/z0736-15#n728

[ToouHMYHMM OOJIIK 3MIMCHIOETHCS HMUIIXOM 3aKPIIUICHHS 33 KOXKHOKO CIIPAaBOIO (OAMHHUIICIO
30epiradHs) CaMOCTIHHOTO HOMEPA, a CYMapHUH OOJIK - CKJIaJIEHHS T1JICYMKOBOTO 3aIKCY 0 OIHCY,
SIKUH € TCTaBOO JJIs BEICHHS 1HIIUX O0JIKOBHX JOKYMEHTIB.

VYci 3miHN B 00Cs31 CIIpaB B OMHKCY, IMOB’s3aHi 3 BUOYTTSAM, HAIXOKCHHSIM, 00 € JTHAHHIM a00
po3dopMyBaHHSM CIIpaB, BiIOOPaKAIOTHCS B MJICYMKOBOMY 3aIlMCy JI0 3BEICHOT0 a00 3aKIHYEHOTO
OIMHKCY 3 TOCUJIAHHSIM Ha JJOKYMEHT, 110 MiATBEPIKYE 111 3MIHU.

Omnucu cnpaB CTPYKTYPHHUX MIIPO3AUTIB € OOJIKOBUMHU JTOKYMEHTAMHU JIO CKJIAJICHHS PIYHOTO
PO3ITy BIATIOBIAHOTO 3BeA€HOro onucy. Onucu CTpyKTYpHUX MiAPO3AUIiB HOCTiiiHOTrO 30epiranHs,
10 TIePEa0Th CBOi JOKYMEHTH JI0 JIEPYKAaBHUX apXiBHUX YCTAHOB (apXIBHHUX BIIIUTIB MICHKUX paj),
30epiratoThcss y crmpaBi (QoHAY 10 TepenaBaHHS IJOKYMEHTIB 3a Il POKH Ha 30epiraHHs 0
BIJIMOBIIHUX apXiBHUX YCTaHOB. SIKIO yCTaHOBa He TNepelae JOKYMEHTH MOCTIHHOTO CTPOKY
30epiraHHs 10 ACp>KaBHUX apXiBHUX yCTAHOB (apXiBHHUX BIJIUIIB MICBKUX Paj), TO OMHCU CIIPaB
CTPYKTYPHUX MiJPO3JUTIB BMIIIYIOTHCA y CIIpaBy (QOHIY.

Ornucu crpaB CTPYKTYPHUX MIAPO3ALTIB 3 KQJAPOBUX MUTaHb (0COO0OBOTO CKIIady) 30epiraroThes
JIO0 TIOTOJDKEHHS PIYHOTO P03y 3BEJICHOTO OMKCY CIIPaB YCTAHOBH 3 KaJPOBHX MHUTaHb (0COOOBOTO
cknany) 3 EIIK (EK) nep:xaBHoro apxiBy ado EK apxiBHOTO Bimaiiny MiCbKOT pajiy.

5. Peectp ommciB, ¢opma sKoro HaBejaeHa B jonaTky 39 mo mux IlpaBui, BeleThcs B apXiBi
YCTaHOBH 3a HAsIBHOCTI IBOX 1 OUTbIIIE OIHKCIB.

OnucH BHOCSATH JIO PEECTPY B XPOHOIOTIYHIN MOCIIOBHOCTI X HAJIXOJKEHHS ITi]T BIIITOBITHUM
MOPSAIKOBUM HOMEpPOM. Y peecTpi omuciB (DIKCYIOTbCS OCHOBHI B1JIOMOCTI MPO CKJIaJd KOKHOTO
OIUCY, 1110 HaJIIIIOB 0 apXiBy: HOMEpP (POHAY, HOMEP ONHUCY, KIIbKICTh OIMUCAHUX Y HBOMY CIIPaB,
KUIBKICTh apKYIIiB B OMUCY 1 KUIBKICTh HOT0 MPUMIPHHUKIB.

6. O6mik yHikanbHEX ToKyMeHTiB HA® BeneThcs B apxiBi yCTaHOBH 32 aHOTOBAHHUM TEPETIKOM,
noropkenuM LEITK YkpaepxapxiBy.

7. IlacopT apXxiBHOTO MIAPO3ALTY CKJIaJal0Th YCTAHOBH, 5Kl € JkepenaMu popmyBanHs HAD,
3a (hopMot0, HaBeAeHO B foaatky 40 no uux IlpaBui, HOpoOKy y JBOX NPUMIPHUKAX, OAMH 3 SKHX
HAJCUIIAETHCS BIATIOBIIHIN Jep)kaBHIM apXiBHIM ycTaHOBI (apXiBHOMY BiIJILTy MICBKOi paau) He
nizHime 01 rpyaHs poKy, 3a KUl BiH CKJIaJIeHUH, a IPYTHil 3aJIMIIA€ThCS B apXiBi.

[TacriopT apxiBy NpU3HAUEHH AJIs1 CyMapHOTo 00JIiKy CIIpaB MocTiiiHOro, TpuBajoro (monan 10
POKiB) 30epiraHHs Ta 3 KaJpOBHX IMUTaHb (0OCOOOBOTO CKJIAMy), IO MICTATHCS B apXiBi. Y HBOMY
TaKO)K HABOJATHCS BIJIOMOCTI ITPO MPUMIIIIEHHS apXiBY Ta HOTO MpaIliBHUKIB.

VY pa3i HEOOXiZHOCTI JO Iacmopra apXiBy BIAMOBITHO JO HOr0 PO3IUTIB CKIAJAETHCS
MOSICHIOBAJIbHA 3aITUCKa, Y KM B1I0OpaXKaroThCs BIJOMOCTI PO 3MIHU y Ha3Bi, MIAMOPSIIKOBAHOCTI,
opraHizaiiifHo-IpaBOBOMY CTaTyCl yCTaHOBH, 3a3HAYAIOTHCS IPUYMHM 3MiH MOKa3HUKIB TOPIBHIHO
3 MOMEPeIHIM MACcCIOPTOM y Ha3BaX Ta KUTBKOCTI (DOHIIB, KUIBKOCTI CIpaB, KpaiiHIX JaTax CIpas,
yMoB 30epiranHs. [losicHioBanbHa 3amucka MIANHUCYETbCS KEPIBHUKOM apXiBy (0coboro,
BIJINMOB1IaJILHOIO 32 apXiB).

Crpoku 30epiraHHsi JOKyYMEHTIB IOCTIHHOTO 30epiraHHs B apXiBl YCTaHOBH OOpaxOBYIOTHCS 3
01 ciuHs pOKY, HACTYITHOT'O 32 POKOM 3aKiHYEHHS JJOKYMEHTIB Y IJIOBOJICTBI (32 BUKITFOYEHHSM POKY
MMOTOYHOT'O JIIJIOBOJICTBA Ta JABOX POKIB, MPOTATOM SIKHX BOHH MOBHHHI 30€piraTucst B CTPYKTYPHHUX
miapo3aiiax ycraHoBu). Hampukian, ycrtaHoBa oOmacHOTO macmTaly AisIIBHOCTI (B apXiBi SIKOi
JIOKyMEHTH TIOCTIHHOTO 30epiraHHs THM4YacoBO 30epiratoThcsi 10 poKiB) Mopae MacmopT 10
JiepKaBHOTO apxiBy obmacti cranom Ha 01 rpyans 2012 poky, Mpu IIbOMY BOHA Ma€ BUKITIOYUTH PiK
MOTOYHOTO JiToBocTBA (2012) Ta MBa pOKM 30epiraHHs JOKYMEHTIB Y CTPYKTYPHHX MiAPO3LIax
(2010-2011) i 3a3mauntu 10 pokiB 36epiranHs gokyMeHTiB B apxiBi (2000-2009). Skmio B apxiBi
30epiraroThCs IOKYMEHTH MOCTIHHOTO 30epiraHHs MoHa BCTaHOBJICHI pokH, To0TO 10 2000 poky, y
rpadi 3a3HAYAOTHCS iX KUIBKICTH 1 KpaiiHi natu (Hanpukian, 100 cnpaB nmocTtiiiHOTO 30epiranHs 3a
1998-1999 poxku 36epiratoThbcs B apXiBi yCTaHOBHU MOHA]] BCTAHOBJICHI CTPOKH).


https://zakon.rada.gov.ua/laws/show/z0736-15#n1517
https://zakon.rada.gov.ua/laws/show/z0736-15#n1523

8. HomeHnkiaTypa cripaB yCTaHOBH 3aCTOCOBYETBCS JIJIsL OOJIIKY CIIpaB THMYACOBOro 30epiraHHs
(1o 10 pokiB BKIIIOYHO), 10 HaAIWUUIA A7 30epiraHHs A0 apXiBy 3a pilIeHHAM KepiBHUKa. J[is
CyMapHOTo OOJIIKY CIIPaB yCiX KaTeropii 10 HOMEHKJIATypH CIIpaB CKIAA€ThCs MMiJICYMKOBUH 3aMuc.
[Tpu 11bOMyY HOIITYKOBUM 1HAEKCOM sl HUX Oyzae ckopoueHHs «H» (HOMeHknaTypa), yepes THUpe -
YOTHPH IU(PHU ILITOBOJHOTO POKY Ta TOPSAKOBUI HOMEp CIIPAaBH, HAIIPUKIAT;

H - 2014, cop. Ne 21.
9. Onmcu 1 HOMEHKJIATYPH CIIPaB, IO iX 3aMIHSIOTh, B apXiBi 30€piraroThes:
3a TIOPSIIKOM HOMEpiB (OH/IIB;

ycepenrHi GOoHIIB - 3a TPyINaMH CIIpaB MOCTIHHOTO, TpuBasioro (monaa 10 pokiB), TAMYACOBOTO
(o 10 pokiB) 30epiranHsi, 3 KaJPOBUX NUTaHb (0OCOOOBOTO CKIIAIY).

YcepenuHi 3a3Ha4€HUX TPYIT OMKUCH 1 HOMEHKJIATYPH CIIPaB, 110 iX 3aMiHSIIOTh, PO3MIIIYIOTHCS
3J1iBa HAaIPaBo B MOPSIKY 3pOCTaHHS 1X BasoBOi HyMmepaii. Onucu koxHoro Gonay (y pasi norpedu
- 1 KOXHOI TPYNHU CIIpaB) BIAMUIAIOTBCS OIMH BiJl OJHOTO KapTOHHMMHU PO3NOIUIBHUKAMH 3
BIJIOBITHUMH [TO3HAYKAMHU.

10. ¥ pa3si ctBopeHHsI cTpaxoBoro GpoHay Ta GOoHIy KOPHCTYyBaHHS iX 0OJiK B apXiBi BEIEThCS
Ha MIJCTaBl KHUTH OOJIIKY HAIXOIKEHHS 1 BUOYTTS cTpaxoBoro (onay i (GoHIy KOpHCTyBaHHS
(momatox 41) Ta omucy crpaxoBoro ¢Gouay (momatok 42) maas MOOJUHHYHOTO OOJIKY CTPaXxOBHX
KOMIH.

XI. loBinkoBuii anmapar 10 J0KYMeHTIB apXiBy
1. Cucrema 10BiIKOBOT0 anapary apxiBy

1. Cucrema J0OBIIKOBOTO amapary - 1€ KOMIUJIEKC B3a€MO3AJIEKHUX 1 B3a€MOJIONOBHIOIOYMX
apXiBHUX JIOBITHUKIB, 0a3 TaHHWX IMPO CKJIAJ, 3MICT 1 MiCIIe3HaXOKeHHs apXiBHUX (DoHIIB 1 (a00)
apXiBHUX JIOKYMEHTIB, III0 CTBOPIOETHCS HA €TMHINA HAYKOBO-METOMYHINA OCHOBI JUISI OTIEPAaTUBHOTO
MOIIYKY IOKYMEHTIB Ta Haile()eKTUBHILIOr0 BUKOPUCTAHHS 1H(pOpMallii, 10 MICTUTHCS B HUX.

2. O0OB’A3KOBUMU THIIAMU apXiBHUX JIOBIJHHKIB € OMKCH, HOMEHKJIATYPH, apXiBHI KaTajor,
0a3u JaHWX, MO0 BUKOHYIOTH (DYHKIIII IUX JOBIIHUKIB, @ TAKOX IMOKWKYUKH, OTJISAN apXiBHUX
JIOKYMEHTIB, 1CTOPHYHI JIOBIJKH JI0 apXiBHHUX (DOHIIB YCTAaHOBH.

3. Cxian apXiBHHX JIOBIIHHKIB i1 0a3 JaHUX B apXiBi YCTAaHOBW BHU3HAYAETHCS BHUIOM apXiBY,
KUIBKICTIO (DOHIIIB, CKJIAJOM 1 3MICTOM apXiBHUX JOKYMEHTIB, XapaKTepOM 1 3aBJaHHIMHU IOIIYKY
JIOKYMEHTIB, IHTEHCUBHICTIO BUKOPHUCTaHHS JOKYMEHTIB.

2. Onucyu Ta HOMEHKJIATYPH CNIPaB

1. ApxiBHi onucH cipaB € 0a30BUMHU JOBITHUKAMU JJIi CTBOPEHHS 1HIIKX BHJIB JIOBIKOBOTO
armapary apxiBy, MOCIYTOBYIOTbCS MOLIYKOBUMM JaHUMH, 3aKPIMVIEHUMH OIHCOM CIIpaB: HOMEPH
¢doHIy, OnUCy, CIIpaBH, apKyIIiB y CIIPaBi.

Omnuc CcKIamaeThes 3 OMUCOBUX CTaTEH, MIJICYMKOBOTO 3aIlMCy, 3aCBIAUYBaJbHOTO HAIHUCY 1
JIOBIJIKOBOT'O amapary Ji0 OIHUCY.

[Topsimok ckiramanHs apXiBHUX OMKUCIB Bu3Ha4deHO B po3iii VII mux [Tpasui.

2. HomeHKkaTypH cripaB BUKOPUCTOBYIOThCS B apXiBi yCTAaHOBH JIJIsl BUHAUEHHS CKIIAJTY, 3MICTY
Ta MICLIE3HAXO/PKEHHS JOKYMEHTIB TUM4acoBOro (10 10 pokiB) cTpoky 30epiraHHs.

Jlyist cTBOpEHHs apXiBHUX JOBITHUKIB 1 (a00) 6a3 JaHUX TOKYMEHTIB TUMYacoBOro (10 10 pokiB)
30epiraHHsi TOCITYTOBYIOThCS C(HOPMOBAHMUMH B JIUIOBOJCTBI KapTOTEKaMH, IIOB’SI3aHUMHU 3
MOITYKOBUMU JTAHUMH, HOMEHKJIATYPaMH CIIPaB, IO 3aMiHSIOTh B apXiBl yCTAHOBH OTIHCH.

3. ApxiBHi KaTaJIOTH Ta apXiBHI KAPTOTEKH


https://zakon.rada.gov.ua/laws/show/z0736-15#n1525
https://zakon.rada.gov.ua/laws/show/z0736-15#n1527
https://zakon.rada.gov.ua/laws/show/z0736-15#n728

1. ApxiBHi KaTayioru (apXiBHI KAQPTOTEKH) CTBOPIOIOThH Ha Ti JOKYMEHTH (OHIIB a00 iX 4acTuH,
Kl BUKOPHUCTOBYIOTHCSI HaiuacTiiie (IIOCTaHOBM, pIIICHHS, HakKa3H, PO3MOPSIKEHHS, 0COOOBI
CIIpaBH, HAYKOBI 3BiTH TOIIIO).

2. OG’ekTamMH ONMHUCYBAaHHS B KAaTaJ031 YW KapTOTEIl MOXYTh OYyTH: IOKYMEHTH (Tpyra
JIOKyMEHTIB, YaCTUHU JOKYMEHTIB), OAWHUII 30epiranHs (OJUHUII 00JIIKY), OTTCH, (GOH/IH.

3. ApxiBHi KapTOTEKH MOKYTh BiJ] IOYAaTKy CTBOPIOBATUCS B apXiBi YCTAHOBH, & TAKOXK MOXYTh
0a3yBaTHUCs Ha JIOBIJKOBHX KapTOTEKaX, siki c(OOPMOBAHO B JIJIOBOJICTBI YCTAHOBH Ta MEPEIaHO JI0
apxiBy pa3oM 3 JOKYMEHTaMH, HAIPHUKIAM, KypHAINM (KapTKU) peecTpallii Hakas3iB 3 OCHOBHOI
JUSIIBHOCTI.

4. 3aye)XHO BiJg METH BUKOPHCTAHHS JOKYMEHTIB 1 3MICTy JIOKYMEHTIB apXiBy YyCTaHOBH
CTBOPIOIOTH Pi3HI BUIM KapTOTEK - MPEIMETHI, TEMaTUYHI TOLIO.

5. Y npeaMmeTHiil KapTOTeli KapTKH TPyNyrOTh 3a aldaBiTOM MpeIMETHUX MOHATH ((akTiB,
nonii, reorpadiyaux Ha3B) 1 oci0. [lomanpima cucremarusarlisi 3MIHCHIOETBCS B JIOTIYHIN abo
XPOHOJIOTIYHOI IMOCIIAOBHOCTI. Pi3HOBHMIaMU IIpEIMETHOI KapTOTEKH € IMEHHa Ta reorpadidHa
KapTOTEKH.

6. Y TeMaTHuHI{ KapTOTEIl KAPTKU TPYIIYIOTH Y MEkKaxX TeM (BIAMOBIIHO JI0 3MiCTy JJOKYMEHTIB,
HampsIMIiB JAisIbHOCT1). PI3HOBUIM TeMaTW4YHOI KapTOTEKH - KapTOTeKa 3 ICTOpli YCTaHOBHU 1
KapTOTeKa Ha3B (OHIIB.

7. Kinbka apxiBHMX KapTOTEK OJHOTO BUAY YTBOPIOIOTH apXiBHUM Kartaior. s dopmyBaHHs
apXiBHUX KaTaJlOTiB BUKOPUCTOBYIOTh KaTAJIOXHI KapTKU. 3ajeXHO BiJ MOOYJOBH KaTajJoTH
MOAUISAIOTh HA CHCTEMAaTH4HI, TeMAaTH4Hi, MPEAMETHI 1 iX pi3HOBUIM (IMEHHUH, TeorpadidHwHii,
00’ €KTHUIN).

4. IlokaX4YuKu

1. ITokaxx4rku po3poOJISIOTh SIK CAMOCTIHHI apXiBHI TOBITHUKH (apXiBHUH MOKKYUK) a00 BOHH
MOXYTh OyTH €IEMEHTOM JIOBIKOBOTO amapary apxiBy YCTaHOBU (TMOKaXYHUKH IO OIHUCIB CIpaB,
KaTaJoriB, OIVIAJIB apXIBHUX JIOKYMEHTIB).

2. TloKaXYMKH CKJIAMaroTh JI0 CIpaB a00 JOKYMEHTIB OJTHOT'O OIKCY, KIIbKOX OMHMCIB (DOHIY,
ycboro poHay (MooHA0BUN MOKAXKUUK), KIIBKOX (OHAIB (MIK(GOHIOBUN MOKAKUMK).

3. 3a GopMOIO MOKAKYMKU MOXKYTh OYTH Yy BUTJIAI apKyIIiB, KApTOK a00 B €JIEKTPOHHOMY
BUTJISI/I. 332 CTPYKTYpPOIO PYOpPUK MOKXYHUKH TMOAUISIOTh HA TUIyXi (IPEeIMETHI MOHSTTS Ta iX
MOIITYKOBI JIaH1) Ta aHOTOBaHI (MPeIMETHI MOHATTS MalOTh MOSICHEHHS Ta 1X MOITYKOBI JAaHi).

4. OCHOBHUMHU BHJIAMH MOKXXYHUKIB € TPEIMETHUN (MOTO Pi3HOBHIW - TEMAaTHYHUHN, IMCHHUH,
reorpadiyHuil) Ta XpOHOJOTTYHUN. 3a TPyIyBaHHSAM MOHATH BCEPEAMHI MOKAKUMKA PO3PI3HIIOTHCS
andaiTHI, CHCTEMATHYH1, XPOHOJIOT1UHI.

5. TlpeameTHHI TTOKAXKYMK MOXKE OYTH 3arajlbHUM 1 CICIialbHUM. 3arajbHUN MpeIMETHUN
MOKKYUK MICTUThH PI3HOPITHI MPEAMETHI MOHATTS PI3HOTO XapakKTepy, CHeIlialbHUN - OJHOPIAHI
MpeIMEeTHI TOHATTA (BUAM [TOKYMEHTIB, MpI3BHINA aBTOPIB, HAlMEHYBAaHHS YCTaHOBH Ta Iii
CTPYKTYpPHUX MIAPO3ALTIB, HA3BH Tally3el TOIIO).

3aranbHU MPEAMETHUN MOKKYHK 3a CTPYKTYPOI PyOpHK Moxe OyTH TIIbKH TIyXUM,
CHEIIALHUHN - TITYXUM a00 aHOTOBAaHUM.

6. Y TeMaTHYHOMY MOKQXYUKY TPEIMETHI MOHATTS HABOAATH B al(aBiTHOMY MOPS/IKY, Ha3BH
pyOpHK 3a3HAa4Yal0Th y HA3UBHOMY BiJIMIHKY.

7. IMeHHUI MOKaXXYUK CTBOPIOIOTH 3a ali(haBiTHOIO 03HAKOIO. [0 HHOTrO BKIIIOYAIOTH MPI3BHILA,
iMeHa, Mo OaThKOBiI (pI3HOUMTAHHS, TCEBIOHIMH, Mpi3BHCHKa, Oiorpadivuni AoBinku). IMeHHUH
MOKa)KYUK MOKE OyTH TITyXuM ab0 aHOTOBaHHM.



8. EnemenTu reorpagiuHoro mokaxyuka BIIOPSIKOBYIOTH 32 al(aBiTHOIO O3HAKOK. Y HBOMY
HaBOJAATH HAa3BU JEP)KaBH, aIMIHICTPAaTUBHO-TEPUTOPIAIbBHUX OJMHHUIb, MOpIB, PIK Ta IHIIUX
reorpadiyHUX 00’ €KTIB.

Haspu y3araipHIOIOUHX reorpagiqyHux abo aaMiHICTPAaTUBHO-TEPUTOPIAIEHUX OJUHUIIH
BKJTIOYAIOTH JIO MOKaKYMKa 0€3 KOHKpETH3allii, y TOMy BHUIJISA[II, B IKOMY iX ITOJIaHO B 3aroJIOBKax
crpaB a00 B apXiBHHUX JOKYMEHTaX.

9. XpOHOJIOTTYHHI TOKAKYUK CKIATAETHCS 3 pPyOPHUK, IO BKIIOYAIOTh 1aTH ICTOPHYHMUX TOJIIH,
aBHII 1 akTiB a00 JaTh JOKYMEHTIB. Takuii MOKaKYUK € TITyXUM.

10. Y mokax4mKy 3aCTOCOBYETHCS CHCTEMA 3araIbHUX 1 OKPEMHUX BIJICHIIOK, 3a JIOIMIOMOT'0F0 STKHX
BCTAHOBITIOETHCS 3B’ 130K MIXK TOTOXKHUMU MTOHSATTSIMH.

5. Orasiam apxXiBHUX JOKYMEHTIB

1. PisHOBHIaMu orysimiB €: oriisy GoHIy (MOJae BiJOMOCTI MPO CKIIAJ 1 3MICT JOKYMEHTIB
onHoro oHIY) Ta TEMAaTHYHUM (TI0/1a€ BIIOMOCTI PO CKJIAT 1 3MICT JJOKYMEHTIB OJTHOTO a00 KUTBKOX
(G OH/IIB 3 IEBHOI TEMH).

2. OOOB’A3KOBUMH €JIEMEHTAMU XapaKTEPUCTUKHU JOKYMEHTIB € 1HAWBiyalibHa 1/ab0 rpymnosa
aHoTAaIlisl JOKYMEHTIB, IX MOIIYKOBIi JIaHi.

Y TpynoBHX aHOTAIliIX HABOJATH CTHCIWN 3MICT TPyH CIpaB, BKa3ylOTh OCHOBHI BUIH
BKJIFOYCHUX JO HHUX JOKYMEHTIB, ITOJAIOTh BIJIOMOCTI MpPO aBTOPIB, XPOHOJOTIYHI MEXI,
OPUTIHAIBHICTH 1 TONIYKOB1 JaHi. YacoM rpymnoBi aHOTAaIlii JOMOBHIOIOTH IHIUBIYaTbHUMH, B TKUX
MOBHIIIIE PO3KPUBAIOTH 3MICT HAHBAXKIIMBIIINX JOKYMEHTIB.

3. B ornsai ¢oHmy Ta TEeMAaTUYHOMY OTJSAL, IO MICTHTH BIAOMOCTI MPO CKJIaa 1 3MICT
JIOKyMEHTIB OJJHOTO (hOHIy, IOIIYKOBI JIaHI CKJIaJal0ThCs 3 HOMEPIB OIMKCIB, CIIPaB, apKYIIIB CIIPaB.
VY TeMaTHYHOMY OTJISIII, IO MICTHUTH BIJIOMOCTI TIPO CKJIAJ 1 3MICT apXiBHUX JOKYMEHTIB KUTBKOX
(G oH/IIB, IONIYKOBI 1aH1 JOMOBHIOIOTHCS HOMEpaMu 1TuX (POH/IB.

4. lo ckimaay MOBIIKOBOTO amapary OrJISiAYy BXOASATH TUTYJIBHHUI apKyll, 3MICT, TIepeaMOBa,
CIIMCOK CKOPOYEHB, MOKAXYUKH. J[0 TEeMAaTHYHOTO OTJIsI Ly TOBHHEH OyTH CKJIaJCHUI CIIUCOK (QOHIB,
iH(OpMaLis PO AKi MICTUTBCA B OIJIAL, Ta 6i6iorpadist 3a TEMOIO.

Y mepenmoBi 10 OrJSAy HABOMATH  BIAOMOCTI TIpo  icTopiro  (hOHIOYTBOpIOBauda
(ponmoyTBOproBauiB) Ta GpouAy (HOHIIB), CTPYKTYPY OISy, CKIAJl AOBIAKOBOIO arnapary.

5. CxemamMu moOyJIOBH OIJISIIIB € CTPYKTypHa, raimy3eBa ((yHKIIOHaJbHA), MPEIMETHO-
TeMaTu4Ha, reorpadiyna, XpoHOJIOTIYHa.

6. Ictopuuna noBigka 10 ponay

1. ApxiB yCTaHOBHU CKJIaJa€ ICTOPUYHY JIOBIJKY - JOKYMEHT, 110 MICTUTh BIOMOCTI 3 iCTOPIi
YCTaHOBH Ta ii (OHIY, XapaKTEPUCTUKY OIHMCIB, 1HGOPMAIIIO MPO CKJIAA 1 MOBHOTY JOKYMEHTIB,
0cobnmuBOCTI (hOpMyBaHHsSI CIpaB, iX CTaH, CKJIAJ JOBIAKOBOTrO amapaTy A0 (OHIY Ta MOPSIOK
KOPHCTYBaHHS HUM.

IcTropuuny A0BinKYy 10 (OHAY CKIQNAIOTh MiJ 4Yac MEPIIOro HAIXOKEHHS JOKYMEHTIB 0
apxiBy. Y pa3i monoBHEHHs (POHIYy JOKYMEHTAaMH 3a IIEBHHH MEPioj] 4acy CKJIaJAal0Th IIPOIOBKEHHS
JI0 ICTOPUYHOI JTOBIJIKM 3 IIeH 1mepio Jacy.

[Tig gac ckimagaHHS ICTOPUYHOI JOBIIKM BHUKOPHCTOBYIOTH iH(OpMAIIO, IO MICTUTHCS B
MepEeIMOBI /10 PIYHUX PO3/LIIB ONHUCY.

2. IcropuyHa I0BiIKa CKIAIAETHCA 13 TPhOX YAaCTHH: icTOPii (poHmOyTBOpIOBaYa, icTOpii oy,
XapaKTePUCTUKHU JOKYMEHTIB (POHY.

3. V nmepmriii 4yacTUHI ICTOPUYHOI JOBIJKM B XPOHOJIOTIYHIM ITOCITIZIOBHOCTI HABOAATH TaKil
B1IOMOCTI:



JlaTa CTBOPEHHSI YCTAHOBH (3 MOCUJIAHHSM Ha aKTH);

MiIOPSIIKOBAHICTh, 3aBAaHH, (DYHKIIIT, HAIPSMU IsUTBHOCTI YCTAaHOBH BiAMOBIIHO 110 ii ycTaBy
(TTIOI0XKEHHS TIPO YCTAaHOBY), iX 3MIHU;

CTPYKTYypa YCTaHOBH Ta MEpeXka MiUIeTINX YCTaHOB (32 HAsBHOCTI);
cucTema abo ray3b, 10 CKIaay sIKOi HaJe)KUTh yCTAHOBA HA MOMEHT CTBOPEHHS JIOBIIKH;

3MIHM B CTPYKTYypl yCTaHOBH (CTBOPEHHS, peoprasisaiis, NeperMeHYBaHHS, JiKBimaIis
CTPYKTYpPHUX MiAPO3/UIIB, y TISUTBHOCTI SKUX YTBOPWIHMCS IOKYMEHTH IOCTIHHOTO 30epiraHHs,
BKJIIOYCHI B ONKC i3 3a3HAYEHHSM JaT i MOCHJIAHHSAMH Ha aKTH; peopraHizaiis YCTaHOBH, 3MiHU
Mepexi miuieraux (1o BXOIATh 10 CKIIaay, CHCTEMH) YCTAHOB 13 3a3HAYCHHSM JIaT 1 MOCUIIAaHHSIMH
Ha HOPMaTHBHO-TIPABOB1 aKTH);

MpUYKMHA, ITiICTaBa Ta JaTa MPUITMHEHHS YCTAHOBH 3 TIOCHJIAHHIM Ha BiJMOBIIHUHN aKT.

4. Y npyriii 9acTUHI iICTOPUYHOI JOBIJIKM BUCBITIIOIOTH iCTOpPif0 (DOHAY Ta MOJAIOTH TaKy
1HpOopMaIiIo:

JlaTa nepuioro HaaXo/HKEHHs JOKYMEHTIB (pOH/Ty 10 apXiBy YCTaHOBH, X 0OCSTH Ta KpaiiHi JaTu;

B1JIoMOCTI ITpo (hopMyBaHHs Ta 30epiraHHs JOKYMEHTIB 10 MOMEHTY 1X HAJXOKCHHS JI0 apXiBY
ycTaHOBH (T1epio]] Ta yMOBH (hOpMyBaHHs, 3MiHH ITpaBa BIACHOCTI Ha JOKYMEHTHU TOIIO);

3MIHM y CKJajl Ta 00cs31 (GoHAy Ta iX NPUUYMHM (IIPOBENCHHS €KCIEPTU3H LIIHHOCTI, BTPaTH,
HEe3aJJOKYMEHTOBaHI1 Mepion);

0Cco0IMBOCTI (OPMYBaHHS, ONMCYBAHHS 1 CUCTEMAaTH3allli TJOKyMEHTIB;

BiJTOMOCTI ITPO IOKyMEHTH 3 KaJIPOBHUX MUTaHb (0OCOOOBOTO CKIIA/Ty), IHII KaTeropii TOKyMEHTIB,
a TaKO PO MicIe 1x 30epiranus;

CTYIiHb 30€peKEeHOCT1 TOKYMEHTIB (POHIY;
BIJIOMOCTI IPO CKJIAJ] I0OBIJIKOBOTO anapary A0 GoH.Y;

BIZJOMOCTI II0JI0 BUKOPUCTAHHSA JOKyMEHTIB (ouay (myOsmikamii, B SKUX BHKOpPHCTaHA
JIOKYMEHTHa iHpopMarlisi abo ory0JikoBaH1 cami TOKyMEHTH);

YMOBH, fIKI PEryirol0Th AOCTYN 10 IOKYMEHTIB Ta BUKOPUCTAHHS BiIOMOCTEH, II0 B HUX
MICTSTBCS (SIKIIO JOCTYT OOMEXKEHU Ha BU3HAYEHUH CTPOK, 3a3HAYAIOTH JAaTH, KOJH Oyie 3HATO IIi
OOMEXeHHS);

JaTa Mepuoro mepeiaBaHHs CIpaB Ha MOCTiiHe 30epiranHs 10 Jep’KaBHOI apXiBHOI YCTaHOBH
(apxiBHOTO BIAJUTY MICBKOT pajiu).

5. VY TpeTiit yacTHHI MOJAIOTh BIIOMOCTI MPO:

CKJIaJT Ta 3MICT CIpaB, YKIOYCHHUX 10 OMHUCY (XapaKTEepHCTUKA THUIIOBUX TPYIl CIpaB 3a iX
3MICTOM, BHJIaMHU Ta PI3HOBUJAMH TOKYMEHTIB), IPO BUIU HOCIiB iH(opmailii;

0co0MBOCTI (hOpMyBaHHS Ta cUcTeMaTH3allli HETUITOBUX CIpaB (B1OMOCTI PO JOKYMEHTH, 110
BHXOATH 33 XPOHOJIOT1UHI MexXi PoHTy, cripaBH, ChOPMOBaHI 3 IOKYMEHTIB 3a JIBa pOKH a00 OiibIie
TOIIIO);

MOBHOTY CKJIaJly CIIPaB, YKIIOUEHHX JI0 3BEICHOTO OMUCY, IPHYUHHU BiJICYTHOCTI THX YU 1HIINX
JIOKYMEHTIB 1 CIIpaB;

0CO0IMBOCTI (PI3MYHOTO CTAaHy OKPEMHX JIOKYMEHTIB 1 cIipaB (3aI0BUILHUM, HE3aI0BUTHHUN ).

6. B icropuuHiii mOBiAmi 0OOB’S3KOBI MOCHJIAHHS HA apXiBHI JOKyMEHTH (i3 3a3HAUCHHSIM
HOMepiB (GOHAY, OMHCY, CIpaBu, apkymrnB). [locumaHHS poO3TAIOBYIOTh y HIDKHIM YacTHHI
BIJIMOBIIHUX apKYIIIB M7l OCHOBHUM TEKCTOM.



7. Ictopuuny A0BiAKY 10 (GoHIy (IPOAOBKEHHS MO ICTOPUYHOI JOBIJIKH) HIAMUCY€E KEPIBHUK
apxiBy abo oco0a, BiIIOBIIajbHA 32 apXiB B YCTAHOBI.

8. KinbKiCTh NPUMIPHUKIB ICTOPUYHOI JOBIAKKM 110 (OHIY (IIPOAOBKEHHS JIO ICTOPUYHOL
JIOB1/IKM ) TOBMHHA BIANOBIJIaTH KUIBKOCTI IPUMIPHUKIB PIYHUX PO3JLIIB 3BEJIEHOTO OIUCY.

Sxmo ycranoBa € xepenoM QopmyBaHHS HA®D, icropuyHy A0BiAKy (TIPOAOBXKEHHS 0
ICTOpUYHOT JTOBiAKHM) MoaaroTh Ha po3risin EINK BimmoBigHOTO JepikaBHOTO apxiBy OAHOYACHO 3
PIYHUM PO3JLJIOM 3BEJICHOT'0 ONUCY CIPaB MOCTIHHOTO 30€epiraHHs.

XII. KopucryBaHHs JOKYyMEHTAMH apXiBy YCTAHOBH
1. ocTyn 10 TOKYMEHTIB

1. ApxiB ycTaHOBHM 3000B’s3aHUI HaJaBaTH JIOKYMCHTH Ta JOBIJIKOBUW amapar 0 HUX JUIS
3aCTOCYBaHHS JOKYMEHTHOI 1H(pOpMalii KOpUcTyBayaMH B €KOHOMIYHUX, HAYKOBHX, KyJIbTYPHHUX,
MOMITHYHUX X, U9 3a0€3MeUeHHs] 3aKOHHUX IpaB 1 1HTEPECIB T'POMAJsH 3 ypaxyBaHHSIM
00MeXeHb, BU3HAUEHUX 3aKOHOJJABCTBOM, a TAKOXK YMOB, BU3HaUEHUX (DOHAOYTBOPIOBAYEM ITiJ] 4ac
nepeaaBaHHs JOKyMEHTIB JIO apXiBy.

2. Ilopsaok mocTymy 0 TOKYMEHTIB, IO 30€piraloThCsl B apXiBl YCTaHOBH, a TaKOX MOPSIOK
KOPDHCTYBaHHS I[IMMH JOKYMEHTAaMH BH3HA4a€ KEPIBHUK YCTAaHOBU BIAMOBITHO 70 BHUMOT
3aKOHOJIABCTBA.

3. ApxiB ycTaHOBH He Ma€ IIpaBa 0OMexKyBaTu a00 BU3HAYATH YMOBU BUKOPHUCTAHHS OTPUMAHOT
KopHCcTyBaueM iH(dopmallii, 3a BUHITKOM BUITAIKIB, Tepe10au€HUX 3aKOHOJABCTBOM.

JlocTynn KOpuCTyBadiB /0 JOKYMEHTIB, Ha fKI MOMIMPIOETbeA [ist 3akoHy Ykpainu «IIpo
aBTOPCHKE MIPABO 1 CyMIXKHI IpaBay, 3A1HCHIOETHCS BIIIOBITHO 10 BUMOT 3a3HAYCHOTO 3aKOHY.

2. ®opMHU BUKOPHUCTAHHSA BiIOMOCTEM, 10 MiCTATHCH B apXiBHUX
AOKYMEHTaX

OcHOBHUMH (popMaMH BUKOPUCTAHHS BIJJIOMOCTEH, 1110 MICTITbCS B apXIBHUX JOKYMEHTAX, €:

iH(pOpMyBaHHS KOPUCTYBayiB (KEPIBHUIITBA Ta CTPYKTYPHUX MiIPO3/UIIB YCTAHOBH, I€PKaBHUX
OpraHiB, IHIIUX 3alliKaBJICHUX YCTaHOB, FPOMAJISIH) PO HASIBHICTh B apXiBl JOKYMEHTIB Ta IX 3MICT;

BUKOHAHHSI 3aIlUTIB TPOMA/ISH Ta YCTaHOB;
HaJaHHS JOKYMEHTIB KOPUCTYBavaM Jjisi pOOOTH B YMTAIIBHOMY 3aJll apXiBY YCTaHOBH;
BUJIABAHHS JJOKYMEHTIB Y THMYacOBE KOPUCTYBAHHS 11032 apXiBOM;

BHKOPHUCTAHHS IOKYMEHTIB apXiBy MPH MMATOTOBIN 1H(OPMAIIHUX 3aX0/1iB, y 3ac00ax MacoBOi
iHopMaLii 1 myOiKamisax.

3. Indopmaniiine 3a0e3neyeHH KOPUCTYBaviB

1. IndpopmariitHe 3a0e3reueHHs KOPUCTYBadiB Nependavyae BUSBICHHS apXiBOM 3allUTYBAaHHUX
BiJIOMOCTEH Ta MiArOTOBKY 1 HAJAHHS BiAMOBITHUX JOKYMEHTIB.

2. ApxiB iH(poOpMye KepiBHUKA YCTaHOBHU, HAYAIBHUKIB CTPYKTYPHUX MIJPO3ILTIB, KEPIBHUKIB
IHIITMX YCTAaHOB NPO HASBHICTh MOTPIOHUX JOKYMEHTIB Ha MiACTaBi 3amuTiB a00 B 1HII[IaTUBHOMY
nopsAnKy - y gopmi indopmamiitaux nuctiB abo noBinok. [Hdopmariito Hagar0Th y hopmi eperniky
3aroJIOBKIB CIIpaB (JIOKYMEHTIB) 200 BH/IIB JOKYMEHTIB 13 3a3HAYCHHSM iX JaT 1 MOIIYKOBUX JaHUX.
3a moTpedu MpaliBHUKH apXiBY CKJIAJA0Th 1 HAJAIOTh aHOTAITli.

3. 3aroyioBKH crpaB (JOKYMEHTIB) PO3TalIOBYIOTH y TEPEIiKy HE3aJIekKHO Bia iX (HhoHmIOBOT
HaJISKHOCTI: 3a XPOHOJIOTIE0 MOJiH, 3a MUTAaHHSAMH, 3a BUJAAMH JOKYMEHTIB, 32 3HAYUMICTIO
JIOKYMEHTIB.


https://zakon.rada.gov.ua/laws/show/3792-12

4. TadopmyBaHHS KEpIBHUKIB YCTAaHOBU MOXKE 3IMCHIOBATHCS TaKOX Yy (Gopmi TeMaTHuHOI
no0ipku komii gokyMmeHTiB. Komii po3ramoByioTs y JoriyHiil mociigoBHocTi. Jlo 1o6ipku Komii
JIOTA0Th THTYJIBHUM apKyIll, a TaKoX 3a HEOOXIHOCTI ICTOPUYHY JIOBIJIKY, TEPEiK JTOKYMEHTIB
TOLIIO.

5. Tlepenik, MOBiAKY, TEMAaTUYHY JAOOIPKY KOIIii, [0 BUKOPUCTOBYIOTHCS B YCTAHOBI, MIIUCYE
KepiBHUK apXiBy (0co0a, BIAMOBIaNbHA 32 apXiB). Y pa3i BUKOHAHHS 3aIIUTYy CTOPOHHBOI YCTAHOBU
Il IOKyMEHTH, ITIMKCaHI KePIBHUKOM apxiBy (0c00010, BIAMOBIIATHHOIO 32 apXiB), HAJACHUIAIOTHCS
azpecary 13 CympOBiIHUM JIUCTOM 3a TIIMTHUCOM KepIBHUKA yCTAHOBH.

4. BUKOHAHHA 3ANIMTIiB TPOMA/ISIH TA YCTAHOB

1. 3anuTH, M0 HAAXOAATH JIO apXiBY, MOAUISIOTh Ha TEMAaTHYHI 3allUTH W 3allUTH COIIaJbHO-
MIPABOBOTO XapaKTepy.

2. Indopmariro comiaabHO-IIPAaBOBOIO XapakTepy 3a 3allUTaMU T'POMAJISH 1 YCTaHOB HAJlAlOTh Y
(dbopMi apxiBHOT IOBIJKH, apX1BHOI KOIIii 200 apXiBHOI'O BUTATY.

3. BukoHaHHs 3amuTIB COLIaJbHO-NIPABOBOTO XapaKTepy 3AIMCHIOETHCS 3 AAaTU peecTparlii
3BEPHEHHSI:

3a JIOKyMEHTaMH apxiBy - 10 30 JHIB BKJIIOYHO;
3 BUKOPUCTAHHSM TUJIbKU JOB1JIKOBOTO arnapaTy apxiBy - 10 15 IHIB BKJIIOUHO.

SIkiio 3amut CKJ'Ia,Z[HI/II\/’I, CTPOK MOXKC 6yTI/I IpOAOBKECHO, IIPO IO 000B’SI3KOBO HOBiI[OMJ'IHIOTL
3asgBHHKA.

[lepecunanns HenpoLILHUX 3aMKUTIB 32 iX HAJIEKHICTIO B 1HII YCTAHOBU 200 apXiBH, a TAKOXK
iHhOpMyBaHHS PO 1€ 3asABHUKA MOBHHHO 3MIMCHIOBATHCS MPOTATOM 5 JHIB 13 JaTH peecTpaiii
3BepHeHHs. [Ipu boMy 3arajgbHUHN CTPOK BHPINICHHS MUTAHHS, TOPYIICHOTO Y 3BEPHECHHI, HE MOXKE
MIEPEBUIIYBaTH COPOKA I’ SITH JHIB.

4. ApxiBHIi JIOBIJIKH CKJIaJJalOTh 3a BCTAHOBJICHOIO (POPMOIO, HABEJICHOIO B J0JATKy 43 10 IUX
[IpaBun, Ha ciemiaibHUX OaHKax abo 3aranbHUX OJaHKaX yCTAaHOBH.

JloBiiku mpo 3apoOiTHY IUIaTy CKJIaJalTh 3a (opmMaMu, BCTAHOBICHUMH JIeP’KaBHHUMH
OopraHaMH COIIQJIBHOTO 3aXHCTy HaceJICHHS.

[TizcTaBoto a7si CKIAJaHHS apXiBHUX JOBIJIOK € OPHUTIHATM 1 3aCBiIU€HI KOIIii TOKYMEHTIB, 1110
30epiraroThCs B apXiBi.

SIK1110 BUKOHAHHSI 3B€pHEHHS OTPeOyBao BUKOPUCTAHHS HE3aCBITUEHUX KOMIN TOKYMEHTIB, Y
TEKCTI JOB1JIKA POOJISITH BIAMITKY: «HE3aCBIU€HA KOMIs».

VY noBiaIi HaBOAATH HA3BH, JATH i HOMEPU BUKOPUCTAHUX JOKYMEHTIB Ta IOJAIOTh HAsBHI B
[IUX JOKYMEHTaX BiJIOMOCTI I0JI0 MUTaHHS 3BepHEHHs. [HpopMmallito BUKIAJaI0Th Y XPOHOJIOTIYHIN
MOCITIIOBHOCTI TOAIM. 3a moTpeOu M03BOJIIETHCS HABOJWTH BUTATH 3 JIOKYMEHTIB (y Jamkax).
HaiimeHyBaHHS yCTaHOB y TEKCT1 apXiBHHUX JIOBIIOK MPH MEPUIOMY 3raJyBaHHI MUIIYTh MOBHICTIO,
3a3Ha4Yal0uM y JyKKax oQiliiiHi CKOpOUYeHHS, IPH HACTYITHHUX - B)KUBAIOTH JIMIIIE CKOPOUCHHSI.

VY pa3i pi3HOYMTAHHS IMEH, NPI3BHIL TOLIO HABOJATH T€ HANMCAHHS, 110 BXHUBAETHCS B
JOKYMEHTI, 3 MO3Ha4KoI0 « Tak y TOKyMeHT1».

VY N0BiKY BKIIOYAIOTh TUIBKHU Ti BIIOMOCTI, 1[0 MICTSITHCS B IOKyMEHTaX.

[Ticnst TekeTy B apXiBHIM TOBiAII MOAAIOTH apXiBHI MU(PU TOKYMEHTIB (IIOIIYKOBI JIaHi), 10
CIIYTYBaJIH TIJCTaBOIO JIJISl CKJIaJIaHHS apXiBHOI JOBiKK (HOMEpH (DOHIIB, OMHUCIB 1 CIIpaB, a TAKOXK
HOMEpHU apKyIIiB y CIIpaBi).

ApXIBHY JOBIJIKY MIJIUCYIOTh KEPIBHUK YCTAaHOBH a00 MiPO3JALUTY, 10 CKIIaay SIKOTO BXOAUTH
apxiB, 1 KepiBHUK apxiBy (oco0a, BiAMOBIJaIbHA 32 apXiB).


https://zakon.rada.gov.ua/laws/show/z0736-15#n1529

ApXiBHY JOBIJIKY PO 3apOOITHY IUIAaTy MIANUCY€E TAKOXK OyXranrep.

[TpaBo mignucy apXiBHUX JOBIJIOK BCTAHOBIIIOIOTH Y MOJ0KEHHI TIPO CITy»k0y Ii10BoIcCTBAa 260
B IIOJIOXKEHHI IIPO apXiBHUHU MiJIPO3ia (apXiB) YCTaHOBH.

3acBiqUyIOTh apXiBHY JOBIJIKY I€YaTKOI YCTaHOBH (3a HasBHOCTI). [pyruii mpumipHUK
apxiBHOT JTOBIJIKM 3acBiAuye KepiBHUK apXiBy (ocoba, BiAmoBimanbHa 3a apxiB). Lleil mpumipHuUK
JIONYYarOTh JI0 CIPaB apXiBY 3TiJHO 3 HOMEHKJIATYPOIO CIIPAB.

5. ApXxiBHI KOmii Ta BUTATH BUIAIOTH BIJIIOBIJHO JI0 3alUTIB. [IEHTUYHICTH KOMIH 1 BHUTSITIB
OpHUTriHalaM 3acBIAYY€ThCS MIAMUCOM KEpiBHMKAa apXiBy (0COOM, BiIMOBiNalbHOI 3a apXxiB) i
MeYaTKOIO YCTAaHOBH (32 HAsSBHOCTI).

Butsaru cTBOprOIOTS, SKIIO apXiBHI JOKYMEHTH MICTSTh BIIOMOCTI 3 KUIBKOX HE MOB’ I3aHUX MiXK
co0or0 TuTaHb. KokeH BHTAT Ma€ TOYHO Ta MOBHO BiJTBOPIOBATH Ty YAaCTHUHY JOKYMEHTA, sKa
CTOCYEThCS 3aITUTY.

SIK110 OKpeMi YacTUHH OpHUTiHATY JOKYMEHTa (CI0Ba, BUCIOBHU, BUIPABJICHHS) BAXKKO PO310paTu
a00 X BOHU BUKJIMKAIOTh CYMHIB Y CIIPAB)KHOCTI, Y BIMOBIAHUX MICISIX BUTATY POOJISITH PUMITKHU:
«Tak y TOKyMeHT1», «Y TEKCTi HEpO30ipIUBOY.

ApXiBHI KOII1i Ta BUTSTH, 110 BUTOTOBJISAIOTHCS 3aC00aMH KOMIT FOTEPHOT TEXHIKH, 0()OPMITIOIOTh
Ha 3araJbHUX OJIaHKaxX yCTaHOBH, 3a3HAYalOYM BiAMOBIAHY Ha3BYy JIOKYMEHTa - « ApXiBHA KOs,
«ApxiBHUU BUTI» (H01aTku 44, 45).

Ha3By, naty Ta HOMep OpHriHaly JOKyMEHTa BiATBOPIOIOTH MOBHICTIO. [licis TekcTy apXiBHOT
Komii (BUTATY) MOAAIOTH apXiBHUHN mu(p (MONIYKOBI JaHi) TOKyMeHTa. SKIo oOcsar apxiBHOI Komii
(BUTATY) MEPEBUIILYE OJIMH apKYIIl, apXiBHUH mudp (MOIIyKOBI 1aHi) BKa3yIOTh Ha 3BOPOTI KOKHOTO
apKyIa.

[Tpu BUTOTOBIIEHHI KCEpO- Ta (POTOKOIIN OJIAHK YCTAaHOBH HE BUKOPHCTOBYIOTH, a B MPABOMY
BEPXHbOMY KyTl Komii mnpocTtaBiasitoTh mrtamn «Komis». ApxiBHUNM mudp (MONIyKOBI JaHi)
JIOKyMEHTa BKa3ylOTh Ha 3BOPOTI KOXKHOTO apKylia Korrii. 3acBig4yBajibHI HAIUCH Ta BiIOWUTOK
MeYaTKu (3a HAIBHOCTI) MIPOCTABJISIIOTH Ha 3BOPOTI OCTAHHBOT'O aPKYIIa KOITii.

VYci apky1ni apxiBHOI KoI1ii a00 apXiBHOT'O BUTSATY IMOBUHHI OyTH TPOHYMEPOBaHi Ta MPOIINTI, a
MicIle 3’€IHaHHS apKyIiB 3aCBiAYYIOTh MIAMHCOM KepiBHUKA apXiBy (0coOW, BiIMOBITaNBHOI 3a
apxiB) Ta BIIOMTKOM IEYaTKH yCTAHOBH (32 HAsIBHOCTI).

ApXiBHI JTOBIAKH, KOIIii 1 BUTATH 3 apXiBHUX JOKYMEHTIB HAJCHUJIAIOTh 3asBHHUKAM IOIITOIO 13
CYNPOBIIHUMH JIUCTaMH, IiIACAHUMH KEPIBHUKOM YCTaHOBH a00 CTPYKTYPHOTrO IiJPO3ILLY, JI0
CKJIQJTy SIKOTO BXOJIUTH apXiB.

6. ApXiBHI JOBIJIKH, KOIIii Ta BUTATH MOXHA BHJIABaTH HA PYKH 3asBHUKAM IIiJl PO3MHCKY 3a
YMOBH TpeJ SBJICHHS Iacrnopra abo IHLIOrO JOKYMEHTa, L0 IMocBiguye ocoOy. Pomnuam abo
JIOBIPEHUM 0co0aM 3a3HaudeHl JOKYMEHTH BHJIAIOTh Yy pa3i Mpe’ siBICHHS HOTapiaJlbHO 3aBipeHOi
JIOBIPEHOCTI.

OnepxyBau apXiBHO1 JOBIAKH, KOIi a00 BUTATY PO3MHUCYETHCA HA JAPYroMy IPUMIPHUKY
OJIep>KyBaHOTO JOKYMEHTA, a TAKOXK 3a3Ha4a€e TaM JlaHi nmacrnopra (1HIIOro T0OKyMEHTa, [0 MOCBiIIye
oco0y). Llelt mpuMipHUK 3aIHIIAETHCS Y CIpaBax apxiBy.

7. JlomyckaeTbcs BWIIyYEHHS 3 apXiBHUX CIpaB 1 BUIABAaHHS BJIACHMKaM abo X poaudam
OpUTIHAJIIB 0COOOBHUX JOKYMEHTIB (TPYJOBHX KHUKOK, CBIJIOITB, JUIIJIOMIB, aT€CTaTiB TOIIO), K1
BJIACHUK HE OTpuUMaB cBoro uacy. OpwuriHaiu OCOOOBHX JOKYMEHTIB MOBEPTAIOTh Ha MiACTaBl
IUCbMOBUX 3asB BJIACHUKIB, 3 JO3BOJY KEPIBHMKA yCTAaHOBU. BuilyueHHiIl JOKyMEHT 3aMiHIOIOTbH
Komi€ro. B 00MiKOBI JOKYMEHTH BHOCSATH HEOOXiqHI BigMiTKU. OpuTriHamu ocoOOBHX JTOKYMEHTIB
HAJCUJIAIOTh 3asBHUKY I[IHHUM JIMCTOM a00 BUJIAIOTh HA PYKH - 1]l PO3MUCKY Ha KOMIsIX JOKYMEHTIB
Ta 3a YMOBHU INpeJ SIBJICHHS JOKYMEHTa, IO MOCBiAYYy€e 0co0y. YTNOBHOBaXKE€H1 0COOM 101aTKOBO
npes’ aBISIOTh HOTapiaJlbHO 3aCBiUEHY JIOBIPEHICTb.
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8. Y pasi BiICYyTHOCTI B apXiBi 3alTUTYBAHUX BIJOMOCTEH CKJIa/Ial0Th HETATHUBHY BIiAMOBI/b, SKY
o(OpMITIOIOTh Ha OJIaHKY JINCTa yCTAaHOBHU. Y Takid BIIMOBI BKa3ylOTh Ha (pakT BIJCYTHOCTI B
JIOKYMEHTaX apxiBy BIJOMOCTEH, IO IIKaBJISATh 3asBHUKA, Ta JAIOTh PEKOMEHMAIlli, KyAu CIiJ
3BEPHYTHUCS 32 HEOOXITHOIO iH(POPMAILIIETO.

Ko BIACYTHICTh JOKYMEHTIB B apXiBl YCTaHOBHM 3yMOBJICHA iX BTpaTor0 ab0 3HHUIIEHHSM,
TEKCT JIMCTa 3acBIAUYIOTh TI€YaTKOK (32 HAasABHOCTI) YCTaHOBU-(POHIOyTBOproBaua abo
MIPABOHACTYITHHUKA.

{Ab63ay Opyeuti nynkmy 8 enasu 4 posoiny XII i3 3minamu, eénecenumu 32iono 3 Haxazom
Minicmepcemea ocmuyii Ne 2277/5 6io 04.07.2018}

5. HajanHs apXiBHMX JOKYMEHTIB /JJisl pOOOTH B YMTAJIbHOMY 3aJIi Ty
THMYACOBe KOPUCTYBAHHS 11032 apXiBOM

1. CopaBu BHUIAIOTBCS 3 apxiBy YCTaHOBH B THMYAacOBE KOPHUCTYBAHHS CTPYKTYpHUM
MiIPO3/A1JIaM YCTaHOBH Ta 1HIITMM YCTaHOBaM.

2. Jlng poOOTH 3 TOKyMEHTaAaMH KOPHUCTYBadiB OC3IIOCEPEIHBO B apXiBi YCTAHOBH CTBOPIOIOTH
YUTATBHUNA 3aJ, SKUH OONamHyeThCS HANCKHUMH TEXHIYHUMH 3ac00aMH sl BHUKOPHUCTAHHS
MIKPOKOIIii, eIEKTPOHHUX, ayA10Bi3yaJIbHUX JOKYMEHTIB TOIIO.

Po3nopsimok poGOTH YMTATBHOTO 3Ty apXiBy CKJIaJa€ KEPIBHUK apxiBy (0coba, BiMOBITaTbHA
3a apxiB).

BinBigyBaHHS YMTaTBbHOTO 3ally KOpPUCTyBadyaMu OOJIKOBYIOTH Yy JKypHall peecTparii
BIJIBIlyBaHb KOPUCTYBauaMU YHUTAJIBHOTO 3aly 3a (OpMOI0, HABEACHOI B A0JaTKy 46 10 IUX
IIpaBui.

3. Sxuro B apxiBli HEMae CHEIIATBLHOTO MPHUMIMICHHS ISl OOJAIITYBaHHS YUTAJIBLHOTO 3ally,
poboTa KOpUCTYBaYiB 3 JOKYMEHTAMH 3/IHCHIOETHCA Oe3MocepelHbO B poOOYMX KiMHATaX apXiBy,
JUTSL 9OTO OOJIQIHYIOTHCS POOOUi MicCIIs.

4. KopucTyBadi JOMyCKalOThCs B YNTATBHUI 3aJ1 apXiBy Ha MiJCTaBi JOKYMEHTIB, 3a3Ha4€HUX
y nyHkTax 5, 6 rmasu 7 po3ainy VIII nux IIpasu.

5. Jlo3Bin Ha poOOTYy B YMTAILHOMY 3aJli KOPUCTYBayaM IHIIMX YCTaHOB Ta T'POMaJsTHAM
MPOTATOM HEOOXIHOTO CTPOKY Ja€ KEpIBHUK YCTaHOBH. SIK MpaBWIIO, IIeH CTPOK CTAHOBUTH HE
OUTBIIIE OJTHOTO POKY. 32 TOTPEOH TIPOJTOBKUTH CTPOK POOOTH B apXiBi KOpHUCTYBad 0(hopmIIsie HOBUI
nucT abo 3asBy.

6. ApXiB YCTaHOBH HaJIa€ KOPUCTyBadaM JIsi BAKOPUCTAHHS B YUTAITBHOMY 3aJTi (Y TOMY YHCIi
JUIS. BUTOTOBJICHHS KOTIi#, BUTSATIB) BIIAKPUTI JOKYMEHTH, 11O OOJIKOBaHI Ta MPOMIIUIM HAyKOBO-
TEXHIYHE OIMpPAIIOBAHHS, MAIOTh JOBITHUKHU Ta 1HIII MOIIYKOBI JAaHi.

7. BinmoBa ab0 BiICTPOYEHHS y BUJaul IOKyMEHTIB KOPUCTyBauyaM JOIYCKAETHCS Y BUMAIKAX,
3a3HadeHuX y nyHKTI 14 rnaBu 7 po3ainy VIII mux [TpaBui.

8. BimMoBy 0¢GoOpMITIOIOTH Yy THUCHMOBIM (opmi 13 3a3HAYEHHSM 11 MPUYMHH, CTPOKY il
0OMEKEHHSI, ITiJICTaB OOMEXKECHHS, @ TAKOXK MOPSAIKY OCKap>KEHHS BiIMOBH.

9. Ha K0’XHOTO KOpUCTYBayda B YATATHHOMY 3aJli apXiBy, KpIM IIPAIliBHUKIB YCTAHOBH, 3aBOJISAThH
0co0OBYy CIIpaBy, B SIKy BMIIYIOTh 3asBY, JIHCT YCTaHOBH, IO HOTO HAIlpaBHJIa, 3aMOBIICHHS Ha
BUJIAHHS CIIPaB Ta iX KOMIIOBaHHSI.

10. BunaBanHs cripaB y THMYacOBe KOPUCTYBAHHS 1HIIN yCTaHOBI 0()OPMITIOIOTH Y TOPSIKY,
3a3HadeHoMy y nyHkTax 7, 8 rmasu 7 po3ainy VIII mux [TpaBui.

6. BukopucTaHHsi JOKYMEHTIB apXiBy NpH NiaAroroBui ingopmaniiiHux
3aXx0[iB, y 3aco0ax MacoBol iHgopmaiii i myO/ikaniiiHiid JiAJIbHOCTI


https://zakon.rada.gov.ua/laws/show/z0791-18#n75
https://zakon.rada.gov.ua/laws/show/z0736-15#n1568
https://zakon.rada.gov.ua/laws/show/z0736-15#n907
https://zakon.rada.gov.ua/laws/show/z0736-15#n884
https://zakon.rada.gov.ua/laws/show/z0736-15#n921
https://zakon.rada.gov.ua/laws/show/z0736-15#n909
https://zakon.rada.gov.ua/laws/show/z0736-15#n910

1. ApxiB opraHi3oBy€ BHKOPHCTaHHS JOKYMEHTIB y 3aco0ax MacoBoi iH(opMarlii, mpu
MIAroTOBI 1H(OpPMAIIHHUX 3aXOIiB (BHUCTaBOK, €KCKYypCid, 3ycTpiuell 3 T'POMaJICHKICTIO,
MPE3CHTAIllH, JIEKIIIH, TOTOBICH ), a TAKOXK MMy OTiKaIlifo JOKYMEHTIB. BimoBigHe pimeHHs mpuiiMae
KEepIBHUK yCTaHOBU. 3a3HA4YE€HY POOOTY apXiB BUKOHYE CAaMOCTIHfHO abo0 CIIJIBHO i3 3aI[iKaBICHUMU
YCTaHOBaMH, Y TOMY YHCIII 3 JIEp>KaBHUMHU apXiBHUMH yCTaHOBAMH (apXIBHUMH BIIIUTAMH MICBKUX
pan).

2. Jlyis opopMIICHHS BUCTAaBKOBUX CTEHJIIB apXiB YCTAHOBH Ha ITiJICTaBl apXiBHUX JIOKYMCHTIB
CTBOpIOE allbOOMH, TUIaKaTH, AlarpamMu Tomo. JIOKyMEHTH Ha BHCTaBKaxX €KCIIOHYIOTh y BUIJISAIL
KOMIH.

3. Jlns npomaryBaHHs JOKYMEHTIB apXiBy B 3aco0ax MacoBoi iH@opmalii ToTyITh
JIOKyMEHTaJIbHI TyOumiKallii, CTBOPIOIOTH pajio- Ta Tenenepenaavi. ApXiB CIUIBHO 13 3acob0amu
MacoBoi iH(opMarlii BU3HAYAE TEMATUKYy Ta OOCAT MarepialliB, a TaKOX CTPOKH iX MiJrOTOBKH.
TekcTH MIArOTOBIEHUX apXiBOM cTareid, A00IpOK JOKYMEHTIB, Iepefad 3aTBEPIKY€ KEpIBHHUK
YCTaHOBHU.

Y npuMipHUKaX CTaTeH Ta IHIIUX MaTepialliB, sIKi CTBOPEHO TSI 3ac001B MacoBoi iHpopMaIrii Ta
SK1 3aJUIIAIOTBCA B apXiBl YCTAaHOBHW, 3a3HAYAIOTh MOIIYKOB1 JaHI ONPUJIIOJHEHUX JOKYMEHTIB
(Ha3BM BUKOPHCTaHUX JOKYMEHTIB, JaTy, MicIie Iy OJiKarii).

4. Exckypcii, JIeKIIii, TOmoBiAl PO 3MICT JOKYMEHTIB apXiBy MPOBOASATH BIAMOBIIHO M0 TIIaHY
fioro po6otu. Ilix yac miArOTOBKHM 3aX0/ay BH3HAYAIOTh: TEMATHUKY, CKJIAJ CIyXadiB, yac 1 MicCIe
MIPOBE/ICHHS, TPUBAJIICTb.

XIII. Oprani3anist po6oTu apxiBy
1. [lnanyBanHs podoTH apxiBy

1. Piune muianyBaHHS IPOBOJUTHCS HA IM1/ICTaBl BU3HAYEHHS FOJIOBHUX 3aBJaHb POOOTH apXiBY
Ha pIK 3 ypaxyBaHHIM Or0KeTy poOouoro uacy. Piunuii minan ckiagaetbes 3a OpMOI0, HaBeIEHOIO
B 1o1atky 47 no nux IIpasui.

Hopwmu yacy i BUpOOITKY Ha BUKOHAHHS KOXKHOTO BHJIy POOIT BU3HAYAKOTHCS BIAMOBIAHO JI0
peKoMeH Al YKpaepkapxiBy.

[Tnanm mianucye 3aBimyBad apxiBy (oco0a, BiAMOBiZaIbHA 3a apXiB) 1 3aTBEPDKYE KEPIBHHUK
YCTaHOBH 200 KEPIBHUK CTPYKTYPHOTO MiJPO3ALTY, A0 CKJIQAY SIKOTO BXOJUTH apXiB.

2. ApxiB ckiagae rpadik TpUHAMaHHS CIIpaB BiJ JDKEpeNl KOMIUIEKTYBaHHS apxiBy i1/a0o
CTPYKTYpHUX MiIpO3ILTIB, SIKHH MiAMHCYye 3aBigyBad apxiBy (ocoba, BiAMOBiIadbHa 3a apXxiB),
Y3rOJUKYETHCS 3 KEPIBHUKAMH YCTAHOB - JDKEPEN KOMIUICKTYBaHHS apXiBy (32 HAsSBHOCTI TaKWX),
KEepIBHUKAMHU CTPYKTYPHHUX MIAPO3IUIIB Ta 3aTBEPKYEThCS KEPIBHUKOM YCTAaHOBH.

I'padik BKIFOYae HaHMEHYBAaHHS YCTaHOB 1/a00 CTPYKTYPHHX MiAPO3AUIIB, y MiSIIBHOCTI SKHX
CTBOPIOIOTHCSI apXiBHI JJOKYMEHTH, CTPOK iX MpUIIMaHHs, Ha3BU MOCaJ Ta 1HILIaIH, Ipi3BUIIa 0Ci0,
BI/INMOBIIAJIbHUX 3a TIEPEIaBaHHS JOKYMEHTIB JI0 apXiBy ycTaHOBHU. I'padik mpuitMaHHS CIipaB Mae
MOKBapTaIbHY 200 MOMICSIUHY PO30HBKY.

B ycraHoBax, 1o He MatOTh CTPYKTYPHOTO MOJLTY, Tpadik NpuiiMaHHS CIIpaB B apXiB YCTAaHOBH
HE CKJIQJa€ThCs.

2. 3BiTyBaHHS Ta 00J1iK po00TH apXiBy

1. 3a migcymkaMu poOOTH apXiB CKJIaJla€ 3BIT PO BUKOHAHHS PIUHOTO MJIaHY. 3BIT CKJIaAa€ThCS
3a aHAJIOT1YHOI0 (POPMOIO TUIAHY, a TAKOXK 3 JOJaBaHHIM BUAIB POOIT, 1110 BUKOHAHI 11032 IJIAHOM, Ta
BiJJOMOCTEH PO BUKOHAHHS Tpadika. OCTaHHI BKIIOYAIOTHCS B KiHII 3BITY OKPEMUMH PO3/IiIaAMHU.

OuH NpUMIPHUK 3BITY 3a HEOOXIJHOCTI MOXKE HAMNpaBJISATHCSA 10 BIAMOBIIHOI apXiBHOI
YCTaHOBH.
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3BITH HIANUCYIOTHCS KEPIBHUKOM apXiBYy (0CO00I0, BiAMOBIIATBHOIO 32 apXiB).

2. O6umik mparii B apXiBi BeIeThCs B Tabeli 001Ky pob6o4yoro yacy 3a ¢opMoOI0, BCTAHOBJICHOIO
JUIsL YCTAaHOBU B IJIoMy. B apxiBax, Jie MpallloroTh JIeKiIbKa MpaIliBHUKIB, JOAATKOBO BEIYThCS
IHAMBITyaJIbHI IIOJICHHUKH OOJIIKY TIpalli, Y SKUX 3a3HAYa0ThCS 00CSITH poOiT, BUKOHAHI KOKHOTO
po6oYoro IHS.

3. 3niliCHEHHSI KOHTPOJIIO 32 CTAHOM apXiBHOI ClIpaBu
1. ApxiB CIIIBHO 31 CIY>KOO0I0 IITOBOJICTBA 3A1HCHIOIOTH KOHTPOJIb:
3a CTaHOM apXiBiB 1 OpraHi3aIli€ro JOKYMEHTIB y JIUTOBOJCTRBI B ITiJIBIIOMYHX YCTaHOBAX;

3a craHOM opMyBaHHS, 0HOPMIICHHS CIIPAB Y CTPYKTYPHUX ITIIPO3/1iaX YCTAHOBH, ITiITOTOBKU
JIOKyMEHTIB Ta CITpaB JI0 NepeaaBaHHs Ha apXiBHE 30epiraHHsl.

2. PoGoty apxiBy 3 MiJBIJOMYUMH yCTaHOBaMU (DIKCYIOTh Y BiJIMOBIIHUX KapTKax 3a (HOpMoIo,
HaBEJEHOIO0 B A01aTKy 48 1o nux [IpaBui.

3. [lepeBipsiHHS B MiABIAOMYHX yCTaHOBAX MPOBOSATHLCS HE PiAle OJHOTO pa3y Ha IT’Th POKIB,
a B CTPYKTYPHHX IIJIPO3/IaX CaMOi YCTAaHOBH - HE PIAIIE OJHOTO pa3zy Ha pik. JlomyckaeTbes
MPOBEJICHHS MO3aIIAHOBUX MEPEBIPOK Ta KOHTPOJIbHHUX MEPEBIPOK.

4. 3a miacyMKaMH TEPEBIpSHHS MiIBIIOMYHMX yCTaHOB CKJIAIAa€ThCs JOBiaKa ab0 JOIOBiIHA
3amrcKa Ha iM’sl KepiBHUKA YCTAaHOBH, Yy SIKIM aHANI3yEThCS CTaH POOOTH apXiBiB 1 IUJIOBOJACTBA B
MiJBIIOMYHMX YCTAaHOBAaX, IPOMOHYIOTHCS 3aXOAM WIOJO YCYHEHHS BHSBJICHHUX HEJOMIKIB 1
MOJIAJIBIIOTO TOMIMIIEHHS POOOTH. 32 MiICyMKaMy NIEPEBIPSTHHS MOXKE BHIaBaTHUCS HaKa3.

3 BUCHOBKAaMH TEpEBIPSHHS O3HAHOMIIOIOTH KEPIBHUKIB TMiABIAOMYMX YCTAaHOB Ta
Oe3nocepeiHiX BUKOHABIIB 1 KEPIBHUKIB BIAMOBIAHUX CTPYKTYPHHX MiIPO3/ILIIB.

5. 3a miacyMKaMu TIepeBIPSHHS CTPYKTYPHHX IMIIPO3IUTIB CKIAAAETHCS AOBiAKa a00 JTOTOBiAHA
3allMCKa Ha 1M’ KepiBHHKA YCTAHOBH, Y SIKiM aHaI3ylOTbCA CTaH 30€pEeKEHOCTI JOKYMEHTIB Y
CTPYKTYPHUX TiAPO3/LSIaX, BiAMOBIIHICTE (OPMYBaHHS CIIPaB 3BEJICHII1 HOMCHKJIATYPI CIIPaB, SKICTh
dbopMyBaHHS ClpaB, CTaH IIJATOTOBKH CIIpaB Ha apXiBHE 30epiraHHs, 3a3HAYAIOTHCS BUSBIICHI
HEOIKY 1 MPOMO3HIIIT 010 TX yCYyHEHHS.

3 BHCHOBKaMH TIEPEBIPSHHSA O3HAMOMITIOIOTH O€3MocepeHiX BHUKOHABIIB 1 KEPIBHUKIB
BIJIMOBITHUX CTPYKTYPHHX MiJPO3AUTIB. Y pa3i BUABJIECHHS CyTTEBUX HEJOJIKIB 1HILIIOETHCS MEpe]
KEpiBHHUIITBOM YCTaHOBH BHJIAHHS HAKa3y MMPO BXKHUTTS 3aX0/IiB OO0 iX YCYHEHHSI.

4. HaganHs IiIaTHUX NOCJYT

1. ApXiBY MOXXYTh Ha/IaBaTH IIATHI TTOCITYTH BIAMOBIHO IO YaCTUHM IEpIoi ctarTi 35 3aKoHy
VYkpainu «I[Ipo Hanionansauii apxiBHUH (OHA Ta apXiBHI YCTAaHOBUY.

2. HaganHs apxiBHHMX JIOB1JIOK, KON a00 BUTATIB Ha 3aMUTH (HI3UYHUX 1 IOPUIAMYHHUX OCIO,
HEOOX1THUX JUIS COILIAIbHOTO 3aXUCTY TPOMAJISH, 3/IMCHIOIOTHCS apXiBOM 0€30IIaTHO BiAMOBIIHO
JI0 3aKOHO/IaBCTBA.

XIV. IlepenaBaHHs cipaB Ha NOCTiiiHe 30epiraHHs

1. Ilopsinok neperaBaHHs JOKYMEHTIB Ha MOCTiiiHe 30epiraHus

1. BigmoBigHO 10 3aKOHOJABCTBAa JEP)KaBHI 1 KOMYyHaIbHI YCTAaHOBH, Y [ISTIBHOCTI SKUX
YTBOPIOIOTHCS JokyMeHTH HA®D, 30008’ s13aH1 nmepeaBaT iX Ha MOCTiiHe 30epiraHHs 10 JepKaBHUX
apXiBHUX yCTaHOB, apXIBHUX BIJIUIIB MICHKUX paJl Micis 3aKIHYEHHSI TPAHUYHHUX CTPOKIB 30epiranHs
B apXiBi YCTaHOBH, 3a3HaYeHUX y raasi 5 po3ainy VI mux [Ipaswu.

2. FOpunnaHi 0coOm, 3aCHOBaHI Ha IPUBATHINM OPMI BIACHOCTI, @ TAKOK 00’ € THAHHS TPOMAJISH,
peniriifHi opraHizaiii, JOKyMEHTHU SIKUX BigHeceHo 10 HAD, MoxyTh miepeaaBaTH iX 10 JepKaBHUX
Ta HIIMX apXiBHUX YCTaHOB Ha IiICTaB1 JI0TOBOPY.
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3. IlepenaBannst nokymeHTiB HA® Ha mocriiiHe 30epiraHHsi 3MIMCHIOETHCS MIOPOKY 3TiTHO 3
rpadikamu, 3aTBEpHKEHUMH KEPIBHUKAMU YCTAaHOBH Ta BIAMOBIIHOI A€P>KaBHOI apXiBHOI YCTaHOBH
(apxiBHOTO BiILTy MICBKO1 pajin).

4. B ycraHOBax 3 HEBEIIMKHUM OOCSATOM CIIpaB IMOCTiiiHOTO 30epiranns (mo 20 cmpaB Ha pik), a
TaKOX y TPOMAJCHKHX OpTraHi3aIlisfx, 10 3MIMCHIOITH MISUIBHICTh Y MEXaX CTPOKIB CKIMKaHHS,
nepeaaBaHHs JOKYMEHTIB Ha IOCTiiiHe 30epiraHHs 3a IOTO/UKCHHSM 3 BIAMOBIIHMM JIepKaBHUM
apxiBoM (apXiBHHM BIJUIUIOM MIChKOT paj) 3MIHCHIOETHCS ONWUH pa3 Ha 3-5 pokiB abo micis
3aKiHYEHHS CTPOKIB CKJIMKAHHSI.

5. Ilepen mepenaBaHHSM CIIpaB Ha IMOCTiiHE 30epiraHHS apXiBOM CIUIBHO 3 TPEICTABHHKOM
JIep’KaBHOI apXiBHOI yCTaHOBHM (apXiIBHOT'O BIIUTY MICHKOI pajii) MPOBOJUTHCS MEPEBIPSHHS
HasBHOCTi, (PI3MYHOTO Ta CAHITAPHO-TITIEHIYHOTO CTAaHYy JOKyMEHTIB. BUsBIICHI TOpyIICHHS
YCYBaIOTHCSI apXiBOM yCTaHOBH.

6. JIoKkyMEHTH yCTaHOB TEpPENAIOThCs Ha TOCTiIMHE 30epiraHHs B YIOPSAKOBAHOMY CTaHi 3a
pPaxyHOK YCTaHOBH 3a OIIMCaMH, 3aTBEP/DKCHUMH B MOPSAKY, BU3HAUYCHOMY Y IuiaBi 2 po3ainy VII
uux [IpaBui.

Pa3om 31 cipaBamu Ha mocTiiiHe 30epiraHHs MepenaeThesl ICTOpUYHA J0BIIKA PO YCTAaHOBY Ta
ii JOKyMEHTH a00 POJIOBKEHHS ICTOPUYHOI IOBI/IKH.

7. JIOKyMEHTH 10 Jep>KaBHOI apXiBHOI yCTaHOBHM (apXiBHOTO BIJJIUTy MICBKOi paju)
JIOCTaBISIOTHCS TPAHCIIOPTOM 32 PaXYHOK YCTaHOBHU-3/]aBATbHUKA.

2. OgopmileHHs NPUIIMAHHS-TIEPEeABAHHS CIIPAB HA MOCTiiHe
30epiranHas

1. HagxomkeHHs TOKyMEHTIB Ha TIOCTIMHE 30epiranHsi opOpMITIOETHCS aKTOM PO MPUHMaHHS -
nepenaBaHHs 3a (Gopmoro, HaBeAeHOIO B HonaTtky 49 no mux IlpaBui, mo ckianaeTbes y IBOX
MPUMIPHUKAX, TEPIIUN 3 SKUX pa3oM 3 JOKYMEHTaMH MepeNaeThCcs 0 BIAMOBIIHOI Jep>KaBHOT
apXxiBHOT YCTaHOBH, apXiBHOT'O BiJIILTY MiCBKOI paJiv, a APYTUN 3aTHINAETHCS Y CIIpaBi GOHY apXiBy
YCTaHOBH.

2. IlepenaBaHHs CIpaB 3/1HCHIOETHCS 32 OMMCAMHU Y TPhOX MpUMipHUKax. Ha Bcix mpumipHuKax
OTHCIB pOOJIATHCS TTO3HAYKH TTPO IIPUIMaHHS CIIPaB Ha MOCTiHE 30epiranns. YeTBepTuil MpUMIpHHUK
OIUCY Pa30M 3 MPUMIPHUKOM aKTa MPUHMaHHs-TIepeIaBaHHs 3aJIUIIAETHCS B apXiBi YCTAHOBH.

3. Skimo npu npuiiMaHHI-TIepeIaBaHH] BUSBJICHO HEBIAMOBIIHICTh MIXK M1JCYMKOBUM 3aIICOM
B ONUCY Ta ()aKTUYHOIO HASBHICTIO CIPAaB, Y KOXKHOMY NPUMIPHHUKY OIUCY CKIIAA€ThCs HOBUMN
MiJICYMKOBUH 3aIUC, Y SKOMY HaBOISTHCS (paKTUYHA KUTBKICTD CIIPaB, 110 € y HassBHOCTI, Ta HOMEPU
BIJICYTHIX CIIpaB.

YcTanoBa 3000B’s13aHa BKUTH 3aXO0JIiB MIOJI0 PO3IIYKY BiJICYTHIX CIIpaB Y CTPOKU, BCTAHOBIICHI
JIEPYKABHOIO apXiBHOIO YCTAHOBOKO (apXiBHUM BIUIUIOM MichbKOi pamu). Ha BimcyTHi cmnpaBu
CKJIAZIAE€THCSL aKT MPO HEBUSBJICHHS CHpaB (JOKYMEHTIB), IIISIXM PO3IIYKY SKUX BUYEPIaHO, 3a
¢dbopmoro, HaBeZIeHOIO B 0aTKy 36 1o nux [IpaBui, Ta HaIaeThes MOBIIKA PO MPOBEACHI 3aX0IH
o0 iX PO3LIYKY.

4. Homepu BIICYTHIX CIIpaB 3acTEpiraroThCsl B aKTi MPUHMaHHS-TIEpeaBaHHs JOKYMEHTIB Ha
nocriitHe 30epiraHHs.

XV. Ilopsaaok npuiiMaHHA-NIepeIaBaHHA JOKYMEHTIB (CIPaB) mijg yac
3MiHU KePiBHUKA YCTAHOBM, KEPIBHMKA apXiBy, IPUINIUHEHHS YCTAHOBH

1. IIpuniitMaHHsI-TIepeIaBaAHHS JOKYMEHTIB MiJ 4ac 3MiHU KepiBHUKA
YCTAHOBH
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1. ITig gac 3MiHM KepiBHUKA yCTAHOBU HASIBHICTH 1 CTaH JJOKYMEHTIB (CIpaB), 110 3HAXOISTHCS B
JIIOBOJICTBI CTPYKTYPHUX IMiIPO3JLTIB Ta B apXiBi, a TAKOXK OOJIKOBUX TJOKYMEHTIB Ta JIOBIAKOBOTO
arnapary J10 HUX BiJOMBAIOThCSI OKPEMHUM PO3/UIOM B aKTi IpUHMaHHS-IIepeJaBaHHs yCTaHOBH.

2. BiamoBigHo 10 00MIKOBHX JaHHMX CIIY»KOHM JIIJIOBOJICTBA Ta apXiBY B aKTI HABOAATHCS OKPEMO
KUIBKICTh JOKYMEHTIB, 110 3HAXOJSATHCSA B JUIOBOJCTBI, Ta KUIBKICTh CIpaB, IO 30epiratoThCsi B
apXxiBi, y TOMY YHUCIIi KIJIBKICTh CIIPaB, 1110 BHeceH1 10 HA®.

2. IlpuiitMaHHA-TIepeIaBaHHA CIIPAB M Yac 3MiHU KepiBHUKA apXiBy
(oco0m, BiAMOBiAAJIBLHOI 32 apXiB)

1. ITixg gac 3mMiHM KepiBHHUKA apXiBY (0COOU, BIAMOBIJAIBHOI 32 apXiB) IpUIMaHHS-TIEPEIaBaHHS
crpaB, OOJIIKOBUX JOKYMEHTIB Ta JOBIIKOBOTO amapary 10 HHUX, a TAaKOX MPUMIIICHb, 00IaqHAHHS
Ta iIHBEHTAPIO apXiBY 3[1HCHIOETHCS 3a aKTOM, HaBeZeHUM y aoaatky 50 mo nux [IpaBum.

2. Jlna npuiiMaHHS-TIepeJaBaHHS apXiBy HaKa30M KE€pPIBHUKA YCTAaHOBU MPU3HAYAETHCS KOMICIA
B CKJIaJIl HE MEHIIIE TPHOX 0Ci0, y TOMY YHCIIi TPEACTaBHUKA CITY>KOU JIITOBOJICTBA.

3. Ilix yac mpuitMaHHsA-TIepeIaBaHHs apXiBY MEPEBIPAIOTHCS HASBHICTH 1 CTaH:

crpaB MOCTiitHOTO, TpuBayioro (moHaz 10 pokiB), THMYacoBOTO 30epiraHHs, 3 KaApPOBUX ITUTaHb
(ocoboBoro ckiany);

00JIIKOBHX JIOKYMEHTIB Ta JIOBIJIKOBOT'O amapary J0 CHpaB (macrmopTa apXiBy, ONMHUCIB CIpaB 1
HOMEHKJIATyp CIIpaB, IO 3aMiHIOIOTh ONKUCH, KHUT HAJAXOKCHHS 1 BHOYTTS CIIpaB, JIOBIJKOBHX
KapTOTEK, KaTaJoriB TOLIO);

MIEYaTOK 1 IITAMIIB, SKUMU KOPUCTYETHCS apXiB;
CTEXKHOT0, TPOTHUIIOKEKHOTO, THIIIOTO 00JIaIHAHHS Ta OXOPOHHOI CUTHAJII3aIli1;
YMOB 30epiranHs JT0KyMEHTIB.

4. Axr mnpuiiMaHHs-TIEpeaBaHHs CIpaB IiJ dYac 3MIHM KepiBHHUKAa apxiBy (ocoow,
BIJIMOBIaTbHOI 32 apXiB) MIAMHUCYETHCS 0cO0aMM, SKi 34AIOTh 1 MPUHMAIOTh CIPABU, YICHAMU
KOMICIi Ta 3aTBEPKYETHCSI KEPIBHUKOM YCTaHOBH.

5. Y BumajiKy BUSIBJICHHS HECTaul CIpaB, 0ONaJHaHHS Ta 1HBEHTApIO apXiBy KOMicis HETailHO
iH(pOpMYy€E KepiBHUKA YCTAHOBH JUTS BXKUTTS 3aXOJIB 11010 MOIIYKY JOKYMEHTIB Ta MaifHa apXiBy.

3. llepenaBaHHsi JOKYMEHTIB Y pa3i IPUIIUHEHHS YCTAHOBHU

1. Iopsanok nepenaBaHHs Ta MOJAJBIIOTO KOPUCTYBAHHS JOKYMEHTAMHU Y pa3l INPUIMHEHHS
YCTaHOBH Iepe0avya€eThCs B PO3MOPSITIOMY JOKYMEHTI MO ii IPUITMHEHHS.

[lepenaBanHs TOKYMEHTIB yCTaHOBH, IO MPHUIUHSAETHCA, BXOIUTH JI0 OOOB’S3KIB KOMICIi,
CTBOPEHOI /IS MepelaBaHHs CIIPaB 1 MaifHa.

2. YV pa3i NpUNWHCHHS YCTAaHOBH KOINTH Ha YIOPSIKYBaHHS, JOCTPOKOBE MpPUHAMAaHHS Ta
noganbie 30epiraHHs JOKYMEHTIB Iepea0avyaroThCs B KOIITOPUCI KOMICii, CTBOpEHOI i ii
MIPUITUHCHHS.

3. SIxkmio ycraHoBa (3a BUHSTKOM MiHICTEPCTBA, 1HIIOTO IEHTPAIbHOIO OpraHy BHKOHABUOT
cipaBu, BHeceH1 10 HA®D, nepenaroThbCs B yIIOPSAKOBAHOMY CTaH1 BIATOBIIHIN Iep KaBHINA apXiBHIN
YCTaHOBI, apXiBHOMY BI/UIUTYy MICBKOi pajM, a apXiBHI CIPaBH 3 OCHOBHOI JiSUIBHOCTI, CTPOKH
THUMYACOBOTO 30€piraHHs SKUX IIe¢ HE 3aKIHYMIMCS, JTOKYMCHTH, HE 3aBEpILICHI B JUIOBOJICTBI, a
TaK0X JOKYMEHTH 3 KaJpOBUX NUTaHb (0COO0BOr0 CKIIaay) MepelatoThes Il OpraHy BHUILOIO pPiBHA,
SKIIO BiH iCHY€, Ha TepuTopii ABToHOMHOI Pecnyomiku Kpum, BiamoBigHoi oOmacti, mict Kuera,
Cesacromnos.
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{Ab3ay nepwuii nynkmy 3 enaeu 3 posoiny XV i3 sminamu, enecenumu 32i0no 3 Hakazom
Minicmepcmea ocmuyii Ne 2277/5 6io 04.07.2018}

SIK110 OopraHiB BUIIOTO piBHS Ha TEPUTOPIi 3a3HAYEHUX PETIOHIB HE ICHYE, BC1 apXiBHI CIPaBU 1
JTOKyMeHTH (KpiM aokyMeHTIB HA®) ycraHOBH-(OHIOYTBOpIOBaYa TEPEAAIOTHCS JI0 apXiBHOI
YCTaHOBH CUTbCHKO1, CEJIMIIHOT, MICHKO1 pajii, paau 00’ € JHaHOT TEPUTOPIaTBHOI IPOMaIH, CTBOPEHOT
JUTSI IIEHTPaII30BAHOTO TUMYACOBOTO 30epiraHHs apXiBHUX JOKYMEHTIB, HATPOMAPKEHUX Y TIPOIEeCi
JIOKYMEHTYBaHHS CITY»KOOBHX, TPYJIOBUX a00 1HIIUX MMPABOBIIHOCUH FOPUIUYHHX 1 (I3HUHUX OCIO,
mo He HamexaTh 10 HA®D (mami - TpyaoBi apxiBu), ab0 IHIIUX apXiBHUX YCTaHOB, 3aCHOBAaHUX
¢bi3uuHUMU  oco0amu Ta/ab0 HOPUAMYHMMU Oco0aMu MPUBATHOTO TpaBa, sIKi BIAMOBITHO [0
3aKOHOJ/IaBCTBA MOXKYTh 3[IHCHIOBaTH 30epiraHHs JOKYMEHTIB, IO HE HalleXKaTh JepiKaBi Ta
TEPUTOPIAJILHUM TpoMajaM (i - IpUBaTHI apXiBH).

{Ab63ay opyeuri nynkmy 3 enasu 3 poszoiny XV 6 peoaxyii Hakazy Minicmepcmea ocmuyii’ No
2277/5 6i0 04.07.2018}

VY pa3i npunuHeHHs NEHTPATHHOT0 OpraHy BUKOHABYOI B IUIIXOM JiKBiAawii HOTo apXiBHI
cupaBu, BHeceHi 10 HA®D, apxiBHI JOKYMEHTH 3 OCHOBHOI MisZTbHOCTi, CTPOKH THMYacOBOTO
30epiraHHs SIKUX 1€ HE 3aKiHYMIKCS, TOKYMEHTH, HE 3aBEPIICHI B IIJIOBOJICTBI, & TAKOX JJOKYMEHTH
3 KaJAPOBUX MHUTaHb (0COOOBOTO CKJIAy) MEPEAAOThCS B YHOPsAAKOBaHOMY cTaHi A0 LleHTpansHoro
JIepKaBHOTO apXiBY BHUILMX OpPraHiB BJIaJay Ta ynpasiiHHsA Ykpaiau (mami - LIJIABO).

{Ilynkm 3 enasu 3 posoiny XV donosneno nosum abzayom 32iono 3 Haxazom Minicmepcmea

rocmuyii Ne 2277/5 6i0 04.07.2018}

4.V pa3i NIpUNUHEHHS yCTaHOBHU LUISIXOM 3JIUTTS, IPUEAHAHHS, MTOALTY, IIEpETBOPEHHS (Jai -
peopranizaiis) 3 nepeaadero ii GyHKIIIH 1HIIIH yCTaHOBI OCTaHHS MPHUIIMaE 3a aKTOM JOKYMEHTH, He
3aBepIIEHI B IUIOBOJICTBI YCTAaHOBH, II0 PEOPTaHi3yeThCs, Ta i apXiB.

[lepenaBanHsi cnpaB BiAg OAHIET yCTaHOBU 1O IHINOI OQOPMITIOETHCS AKTOM MNpPHIMAaHHS-
nepeaaBaHHsa 3a (OPMOIO, HaBEACHOW B jofaTky 51 mo 1ux [IpaBuil, mIo CKIaJaeThes y JBOX
MIPUMIPHUKAX.

{Ilynkm 4 2nasu 3 po30iny XV donosneno nosum abzayom 32iono 3 Haxazom Minicmepcmesa
rocmuyii Ne 2277/5 6io 04.07.2018}

5. Skmo ycraHoBa (32 BHMHATKOM IIEHTPAJIbHOIO OpraHy BUKOHABYOi BIAJW) MPUIIUHSIE
JISUTBHICTD MIJIIXOM MOJIUTY, ii apXiBHI cipaBu, BHeceH1 10 HA®D, nmepenaroThest B yIOpSAKOBAHOMY
CTaH1 BIAMOBIIHIN JepKaBHIM apXiBHIN YCTaHOBI, apXIBHOMY B1JITILTY MICBKOI pajii, a apXiBHI CIIpaBU
3 OCHOBHOI AISITBHOCTI, CTPOKH THMYACOBOTO 30€piraHHs SKUX I¢ HE 3aKIHYMIUCS, JOKYMEHTH, HE
3aBEpIICHI Y TUIOBOJICTBI, @ TAKOXK JOKYMEHTH 3 KQJIpPOBUX MTUTaHb (0COOOBOTO CKIIA Ty ) TePEeIAI0ThCS
ii oprany BUIIIOTO PiBHSI, AKIIO BiH iICHY€, Ha TepuUTOpii ABTOHOMHOI Pecry6miku Kpum, BianoBigHOT
obmacrti, mict Knea, CeBacTomnos.

{A63ay nynkmy 5 enasu 3 po3oiny XV i3 sminamu, enecenumu 32iono 3 Haxaszom Minicmepcmea
rocmuyii Ne 2277/5 6io 04.07.2018}

VY pa3i npunuHEHHsS UEHTPaIbHOrO0 OpPraHy BUKOHABYOI BJIAJM ILISXOM IMOAUTY HOro apxiBHi
crpaBy, BHeceHl 10 HA®D, Ta 10KyMeHTH, 1110 HE HajeXaTb 10 MPOQuI0 HOBOCTBOPEHOTO OPraHy,
nepeaaThes B ynopsiakoBaHoMy crati 1o [IJZTABO.

{Ihynkm 5 enasu 3 po3diny XV oonosneno Hosum abzayom Opyeum 3eiono 3 Haxazom
Minicmepemea ocmuyii Ne 2277/5 6id 04.07.2018}

SIKmo opraHiB BHILOrO pIBHS Ha TEPUTOPIi 3a3HAUEHUX PETIOHIB HE ICHYE, yCl CIpaBU 1
JOKYMEHTH YCTaHOBU-()OHJIOYTBOPIOBaUa IEpelaloThCsl 10 TPYAOBUX apXiBIB a00 NpUBAaTHUX
apXxiBiB.
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JlokyMeHTH, He 3aBepIlieH] B JUIOBOJICTBI, & TAKOXK JOKYMEHTH 3 KaJPOBUX IMHUTaHb (0COO0BOTO
CKJIaJly) MPAIiBHUKIB, SIKI IEpEHILIN Ha pOOOTY 10 yCTaHOB-IIPABOHACTYIHUKIB, IEPEIAIOTHCS IIUM
YCTaHOBaM 3a HAJISXKHICTIO.

6. Y pa3i NpUNUHECHHS YCTAHOBH MUISIXOM 3JIUTTS, IPUETHAHHS, TIOUTY, TICPETBOPEHHS, KOJIH 3
ii ckiagy BHUIUIAETHCS CTPYKTYPHHUH MiAPO3ii, SIKOMY HAJAlOTHCS MpaBa YCTaHOBH, OCTAHHBOMY
MepeNatoThCs TIOKYMEHTH, He 3aKiHU€HI B JIUTOBOACTBI, IO BIAHOCATHCS 10 MPODUTI0 AisITBHOCTI
HOBOCTBOPEHOT yCTaHOBHM, a TaKOX JOKYMEHTH 3 KaJApOBUX IIMTaHb (0COOOBOrO CKIIamIy)
MPaIiBHUKIB, SKi IEPEHUIIITN HA pOOOTY B HOBOCTBOPEHY YCTaHOBY.

{Ilynkm 6 enaséu 3 poszoiny XV i3 sminamu, enecenumu 32iono 3 Haxazom Minicmepcmea
rocmuyii Ne 2277/5 6io 04.07.2018}

7. Y BunmaaKy OaHKpPYTCTBA YCTAaHOBH IEpEIaBaHH 11 JOKYMEHTIB JIJIS ITOAAIBIIOTO 30epiraHHs
3MIIACHIOETHCS B MOPSAKY, BCTAHOBJIEHOMY 3aKOHOM Ykpainu «IIpo BIJTHOBJICHHS
MJIATOCTIPOMOKHOCTI OOpKHUKA a00 BU3HAHHS HOTO OAHKPYTOMY.

8. Jlns neprkxaBHOT peecTparlii MPUNUHEHHS IOPUINYHOI 0COOM apXiBHA yCTaHOBa (AeprkaBHA
apxiBHa YCTaHOBAa, AapXiBHUW BT MICBKOI paa, TPYJAOBHH apxiB, TPUBATHUM apXiB,
MPABOHACTYMHUK, OPTaH BUILOTO PIBHS), SKa MpUAHSATA Ha 30epiraHHs apXiBHI JOKYMEHTH, IO
MJIATal0Th OCTiHHOMY, TpuBaioMy (TIoHan 10 pokiB) 30epiranHto, 3 KaAPOBUX MUTaHb (0COOOBOTO
CKJIaay), BUAAE JOBIAKY MPO TPUAHATTSA JOKYMEHTIB. Y JOBIAII 3a3HA4YarOThCS HaMEHYBaHHS
YCTaHOBH, KIJIbKICTH CIIPAB 32 OMUCOM CIIpaB MOCTIHHOTO 30epiraHHs, KpaifHi JaTh; KUIbKICTh CIIPaB
3a onucoMm TpuBasioro (monan 10 pokiB) 30epiraHHs, KpaifHi JaTH; KUTBKICTh CIIPaB 3a OMHCOM 3
KaJpOBUX NMHUTaHb (0COOOBOTO CKJIAy), KpaiHI AaTH; AaTa 1 HOMEp aKkTa NpuiMaHHs-TIepelaBaHHs
JIOKyMEHTIB.

{Thasy 3 pozoiny XV oOonosneno nosum nynkmom 8 3eiono 3 Haxazom Minicmepcmea
rocmuyii Ne 2277/5 6i0 04.07.2018}

dupexrop Jdenapramenrty
B3a€MO/III 3 OpranamMu BJIaau
Ta iHpopmaniliHo-aHATI THYHOL
podoTu H.A. Ko310Bcbka

Honaroxk 1

no IIpaBuit opranizaiiii AiJI0BOACTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y Jep>KaBHUX OpraHax, OpraHax MiCIIeBOrO
CaMOBPSyBaHHS, HA MiANPHEMCTBAX,

B YCTAaHOBAX 1 OpraHi3aIlisax

(myHKT 6 rnaBu 2 po3aity 1)

peecTpauii 0J1aHKIB TOKYMEHTIiB*
Hanxomkenns Bunasannsa

Jata Jara, 3BIJIKM | KUIBKICTB | cepisi| nara |HaliMeHyBa [lIpi3BUILE| KUIBKICTB | cepis | po3nHCK | IpUMiTKa
HaJIXOJDKe | peecTpalliii |Haaiii [mpuMipHU| 1 |BHIaBaH HHS Ta  |npuMipHH| 1 ampo |(BigMiTka

HHS HUH 1HIEKC| Jn KiB HOMe | Hs |migpo3ainy | iHinianu KiB HOME |OTpUMaH| Ipo
CYIIPOBIJTHO pu TpariBHA pu HS |[IOBEpHEH

ro JIUCTa OJ1aHK Ka, SIKUH OJaHK HA,
iB OTpUMaB iB 3HUIICHH

OmaHK s1)
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7 8 9 10 11 12

®opmar A4 (210 x 297).

*V pasi moTpedu KypHaJI MOXE TOTMTOBHIOBATHCS T0JATKOBUMH rpadamMu.

Honatok 2

no [IpaBun opranizariii AiT0OBOJCTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y IEpKaBHUX OpraHax, OpraHax MiCI[EBOTO
CaMOBpSyBaHHS, Ha MIANPHUEMCTBAX,

B YCTAHOBAaX 1 OpraHizaIlisx

(myskT 9 rnaBu 3 po3ainy II)

KYPHAJI
00JIiKy MeYATOK TA IITAMIIIB, 110 32CTOCOBYIOTHCS B YCTAHOBI™*

Nes/m|  Bingburox Komy Bunano Jara noBepuenHs 1 |[Ipumitka (BigMiTKa)
MeYyaToK i po3IHCcKa Ipo PO 3HUIICHHS)
[ITAMITiB . . . NpUAMaHHS

HallMEHYBaHHsI npi3BHILIE Ta nata i
MiAPO3 LY, B IHIIaan po3MucKa npo
SIKOMY BIITOBITAIBHOT OTpPUMAaHHS
30epiraroThes ocoou
TeYaTKy 1
IITaMITH
1 2 3 4 5 6 7
dopmar A4 (210 x 297).

* YV pasi moTpedu XxypHaI MOXe TOTIOBHIOBATHCS TOJJATKOBUMU rpadamMu.

Honarok 3

no IIpaBuit opranizariii AiJI0BOCTBA

Ta apXiBHOTO 30epiraHHs JOKyYMEHTIB

y IEpKaBHUX OpraHax, OpraHax MiCIEBOTO
CaMOBPSyBaHHS, HA MiANPHEMCTBAX,

B YCTaHOBAXx 1 OpraHizamisax

(myskT 9 rnaBu 1 poszminy III)

3BIT*
NPo 00CAT TOKYMEHTOO00Iry
3a 20 poky
Joxymentu KinpkicTh JOKYMEHTIB
OpuTiHAIN Komii yCBhOTO

Bxinui




Buxigai

BuyTpimHi

Ycroro

[Tocana kepiBHHKaA CITyKOH JiJIOBOACTBA

(migmuc)

(imimianu (iHimian iMeHi), Ipi3BHUIIE)

20 poky

®opmat A4 (210 x 297).

* Y pasi moTpeOH 3BiT MOXKE JIOTIOBHIOBATHCS JIOAATKOBUMH Tpadamu.

Jonarok 4

no [IpaBun opranizaiii AUTOBOACTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y Iep’)KaBHHUX OpPraHax, OpraHax MiCI[EBOTO
CaMOBpSIIyBaHHS, Ha MIAPUEMCTBAX,

B YCTAHOBAX 1 OpraHi3aIlisax

(myHkT 3 riasu 3 posainy 1)

INPUMIPHUM NEPEJIIK
AOKYMEHTIB, 10 He MiVISIraloTh peecTpauii cyk0010 aij10BoaCTBA™

[

. I'padixu, Hapsau, 3asBKU, pO3SHAPSIKH.

. HaBuanbeHi mianu, nmporpamu (kormii).

. [IpeiickypanTu (kormii).

. Hopmu Butpatu martepiais.

. BitanpHi 1ucTH 1 3a11pOIIEHHS.

O 0 N N W KA~ W N

. Hayxosi 3BiTH 3a Temamu.
10. MicsuHi, KBapTaibHi, TiBPIYHI 3BITH.
11. ®opmu cTaTHCTHYHOT 3BITHOCTI.

12. loroopu.

. 3BeicHH Ta iHopMaIlis, HaIiciaHi 10 BigoMa.

. PexiiaMH1 IOB1IOMIICHHS, TUTAKATH, TPOTPaMU HapaJl, KoH(epeHIIii Toro.

. ApyxoBaHi BuanHs (KHUTH, )KypHaJIu, O0JIETEH]).

®opmar A4 (210 x 297).

* JlokyMeHTH, 3a3HadeHi y myHKTax 1, 3, 8-12, miansaraioTs crieniarbHOMY 00JIiKy y BiIIOBITHIX CTPYKTYPHHUX

miApo3ainax ycranoBH (OyxranTepii, Biaainai kaapis, 6ibmioreri

, BIILTIJIi HAYKOBO-TeXHI4HO1 iH(popMartii).




Honatok 5

no [IpaBun opranizarii AUTOBOACTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y IEpKaBHUX OpraHax, OpraHax MiCI[EBOTO
CaMOBPSIyBaHHs, Ha MIAIIPUEMCTBAX,

B YCTAHOBAaX 1 OpraHizarisx

(myHkT 7 rnaBu 3 posauty I11)

KYPHAJI
peecTpauii BXiTHUX JOKYMEHTIB*
Hara KopecnonzaeHr, Kopotkuit Pesororris, [Tigmuc BinmiTka
HaJIXOHKEHHS aTa Ta IHAEKC 3MICT BigmoBiganeHuil | ocoOu, sKa po
Ta IHIEKC 0JIeP’)KaHOTO BHKOHABELb oTpyMaja | BUKOHAHHS
JTOKyMEHTa JTOKYMEHTA JOKYMEHT | JOKYMEHTa
1 2 3 4 5 6
dopmar A4 (210 x 297).

*VY pasi moTpedu KypHaI MOXKe TOTIOBHIOBATHCS JI0OaTKOBIMH TpadamH.

Jomarok 6

no IIpaBuit opranizartii AiJI0BOICTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y Jep’KaBHUX OpraHax, OpraHax MiCLEBOTO
CaMOBPSTyBaHHS, HA MAMPUEMCTBAX,

B YCTaHOBAXx 1 OpraHi3amisax

(myHkT 7 rnasu 3 posauty 11I)

AKYPHAJI
peecTpaunii BUXiTHUX JOKYMEHTIB*
Hara ta KopecnionneHt Kopotkwuii 3mict [Ipi3Buia, iHiiaau [TpumiTka
IHIIEKC ocobmu, sAKa mianucana
JOKyMEHTa JOKYMEHT, Ta
BUKOHABIIS
JOKyMEHTa
1 2 3 4 5
®opmar A4 (210 x 297).
*V pasi moTpebu )KypHa1 MOKe TOTIOBHIOBATHCS JOJATKOBHMH TpadamH.
JomaTtok 7

no [IpaBun opranizariii AUT0OBOJCTBA
Ta apX1BHOTO 30epiraHHs JOKYMEHTIB
y JIepKaBHUX OpraHax, OpraHax MiCLI€BOr0




CaMOBPSyBaHHs, Ha MiANPHEMCTBAX,
B YCTaHOBAXx 1 OpraHizamisax
(mynkt 7 rnasu 3 pozainy 1)

KYPHAJI
peecTpauii BHyTPillIHiX JOKYMEHTIiB*
Hara ta ingekc | Kopotkuii 3mict Pesoumronis abo [Tignmuc ocobu, | BimmiTka mpo
JOKyMEHTa BiIMOBITaTIbHUH sKa oTpUMaia BUKOHAHHS
BHUKOHABEIb JOKYMEHT, JlaTa| JIOKyMEHTa
OTpUMaHHS
1 2 3 4 5
®opmar A4 (210 x 297).

*Y pasi noTpeOu KypHaI MOKE IOTIOBHIOBATHCS JIOIATKOBHUMH Tpadhamu.

Jonmatok 8

no [IpaBun opranizaiii AUTOBOACTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y IEpKaBHUX OpraHax, OpraHax MiCI[EBOTO
CaMOBpSITyBaHHSI, Ha MiANPUEMCTBAX,

B YCTAHOBAaX 1 OpraHizalisx

(mynkT 10 rnaBu 3 po3aimy I11)

PEECTPAIIMHO-KOHTPOJIBHA KAPTKA

Jonmatok 9

no [IpaBun opranizariii AUTOBOJCTBA

Ta apX1BHOTO 30epiraHHs JOKYMEHTIB

y Iep>KaBHHUX OpraHax, OpraHax MiCIEBOTO
CaMOBpSyBaHHS, Ha MIANPHUEMCTBAX,

B YCTaHOBAX 1 OpraHi3amisax

(myskT 10 riaBu 3 po3ainy I11)

HOPAIOK
3all0BHEHHS PEKBI3UTIB peecTpPaliiiHO-KOHTPOJIbHOI KAPTKHU

Pexsizutu IMosicHeHHs J0 3aIIOBHCHHA

HasBa Buny
TOKyMEHTa

3aroBHIOETHCS BIJIMOBIHO JI0 HAa3BH JJOKYMEHTa, 110 peecTpyeThes. [Tin yac
peecTparlii TMCTIB Tpada He 3aTIOBHIOETHCS

ABTOp
(KOpECIIOHIEHT)

[1i1 yac peecTparii JOKYMEHTa, 1110 HaAIHIIOB, 3a3HAYAETHCS
HalilMeHYBaHHs YCTaHOBH (0coOM) - aBTOpa nokymeHTa. [1ix yac peecrparii
TMOKYMEHTa, 110 HaJICHJIAEThCA, 3a3HAYA€THCSI HAHMEHYBaHHS YCTaHOBHU
(ocobm) - kopecnioHieHTa. JlOMmyCcKaeThCst 3aCTOCYBaHHSI CKOPOUEHOTO
HallMEHYBaHHS yCTaHOBH



https://zakon.rada.gov.ua/laws/file/text/41/f444653n1640.doc

JlaTta nokymMeHTa

JlaTa, 1110 TPOCTaBIIAETHCS HA JJOKYMEHTI YCTaHOBOIO-aBTOPOM,
MEPEHOCUTHCS HA PeeCTPaLlifHO-KOHTPOJIBHY KapTKy (Zali - KapTKa) 3
BUKOPUCTaHHAM QP y Takiil MOCIiAOBHOCTI: YUCIIO, MICSIb, PIK (YHCTIO 1
MICAIIh 3a3HAYAIOTHCS JBOMA IMapaMu apaOChKUX UQp, ik - HOTUpMaA
apabCbKUMU LU paMu)

[H1ekc nokymeHnTa

[H1eKe, NPUCBOEHUH TOKYMEHTY YCTaHOBOIO-aBTOPOM, IEPEHOCUTHCS HA
KapTKy 3 TOKYMEHTA, 1110 HaJIHIIOB a00 HA/ICHIIA€ThCA

Jlata HagxOmKEeHHS

Jlata HaXOJKCHHS JOKYMEHTA JI0 YCTAaHOBH MEPEHOCHUTHCS Ha KapTKY 3
peecTpariiitHoro mramma

[Hexc

[HIeKC, MPUCBOEHM BXiTHOMY TOKYMEHTY YCTaHOBOIO-OJICPIKyBaueM,
MEPEHOCUTHCS MM1J1 Yac peecTpallii HaIXO/PKEHHsSI Ha KapTKy 3
peectpariiiHoro mrammna. ITicias BUKOHaHHS TOKyMEHTa 1HIEKC
JONOBHIOETHCS HOMEPOM CIPAaBHU 32 HOMEHKJIATYPOIO CIpaB abo IHIIMMU
1HAEKCaMH

3aroJyIoBOK JIOKYMEHTa
ab0 KOpOTKUii 3MiCT

[lepeHocuThCS 3ar0JI0BOK, c(HhOpMYIbOBaHUH Ha TOKYMEHTI. Y pasi
BiJICYTHOCTI 3arojIOBKa Ha JJOKYMEHTI BiH (pOpPMYITIO€THCS BIIIOBITHO 10
MIPaBUI

Pe3omronis [lepeHOCUTBCSI Ha KapTKY 3 JOKyMEHTa OCHOBHHM 3MICT JOpYUYEHHS,
Mpi3BUILE aBTOPA 1 JaTa Pe30toLii

BinnosigansHuii [Ipi3BuIIe, iHIIaTH BiAMOBIJATHHOTO BUKOHABIIS TIEPEHOCITHCS 3

BHKOHABCIIb PE30ITIOIIIT, y pa3i moTpedH 3a3HAYAETHCS HOMEp TenehoHy

CTpOoKM BUKOHAHHS

[IpocTaBISIOTHCS YUCIIO, MICALID, PIK (YUCIIO 1 MICSIlh 3a3HAYAOTHCS JBOMA
napamu apaOCchKux Hudp, pik - 4oTupma apadcbkumu nudpamu). Ilig gac
peecTparlil iHIIaTHBHOTO TJOKYMEHTA, [0 HAJICHIIAETHCS, IPOCTABIISETHCS
OYiKyBaHa J1aTa HaJIXOKEHHS BIIMOB1I

[To3nauka rpo
BUKOHAHHS

KopoTtkuii 3amuc Toro, ik BUPIIIEHO MUTAHHS 110 CyTi, 200 JaTa Ta 1HIACKC
TOKYMEHTa-BiAMOBIII

JlomaTox 10

mo IlpaBuut opranizariii JI0BOJICTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y Iep’)KaBHHUX OpraHax, OpraHax MiCI[EBOTO
CaMOBpSIyBaHHS, Ha MIAIPHUEMCTBAX,

B YCTAHOBAX 1 OpraHi3aIlisax

(mynkT 12 rnaBu 1 po3ainy IV)

HOMEHKJIATYPA CIIPAB

{Hooamox 10 i3 3minamu, Hecenumu 32iono 3 Haxazom Minicmepcmea rocmuyii Ne 2277/5 6io

04.07.2018}

Jonarok 11
no [IpaBun opranizaiii AUTOBOACTBA
Ta apXiBHOTO 30epiraHHs JJOKYMEHTIB
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Iy Iep’)KaBHHUX OpPraHax, OpraHax MiCI[EBOTO
CaMOBpSIyBaHHS, Ha MIMPUEMCTBAX,

B YCTaHOBAXx 1 OpraHi3aisax

(mynkT 12 rnaBu 1 po3ainy IV)

HOMEHKJIATYPA CIIPAB

Jonatok 12

no [IpaBun opranizaiii AUJIOBOACTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y IEpKaBHUX OpraHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHS, Ha TiATPHEMCTBAX,

B YCTAHOBAaX 1 OpraHizarisx

(myHKT 5 rnaBu 3 posainy IV,

MyHKT 3 riaBu 6, MyHKT 13 rimaBu 7
po3ainy VIII)

KAPTKA-3AMIHHUK CITPABH

Honatok 13

no IIpaBuit opranizariii AiJI0BOCTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y Jep’KaBHUX OpraHax, OpraHax MiCLEBOTO
CaMOBPSTyBaHHS, Ha MAPHEMCTBAX,

B YCTaHOBAx 1 OpraHizamisax

(myHKT 9 rnaBu 2 po3aity V)

AKT
NMPO HeCcTavy cnpaB (JOKYMEHTIB) Y CTPYKTYPHUX MiPO3aijiax

{Hooamox 13 i3 sminamu, enecenumu 32i0Ho 3 Haxazom Minicmepcmea tocmuyii Ne 2277/5 6io
04.07.2018}

Honarok 14

no [IpaBun opranizariii AiT0BOJCTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

IV Iep’)KaBHHUX OpPraHax, OpraHax MiCI[EBOTO
CaMOBpSIyBaHHS, HA MIANPUEMCTBAX,

B YCTAHOBAaX 1 OpraHizalisx

(myskT 15 rnaBu 2 pozaury V)

AKT
PO BUJIY4YeHHs JOKYMeHTIB 3 HanioHanbHOro apxiBHoro ¢pouay

{Hooamok 14 i3 sminamu, enecenumu 32iono 3 Haxazom Minicmepcmea iocmuyii Ne 2277/5 6i0
04.07.2018}

Honatok 15

1o [IpaBun opranizarii AUTOBOACTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y IepKaBHUX OpraHax, OpraHax MiCIEBOTO
CaMOBPSTyBaHHsI, Ha TiAPHEMCTBAX,



https://zakon.rada.gov.ua/laws/file/text/41/f444653n1642.doc
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B yCTAHOBAaX 1 OpraHizaIlisx
(myskT 1 rmaBu 3 po3ainy V)

AKT
NPO BUJIYYeHHS VISl 3HUIIEHHS IOKYMEHTIiB, He BHECEHHUX 10
HauionanbHoro apxiBHoro ¢gonay

tHooamox 15 i3 sminamu, enecenumu 32i0no 3 Haxazom Minicmepcmea tocmuyii Ne 2277/5 6i0

04.07.2018}

Jonatok 16

no [IpaBui opranizariii AUTOBOJICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep>KaBHUX OpraHax, opraHax MiCIIeBOTO
CaMOBpSIyBaHHS, Ha MIAMPHUEMCTBAX,

B YCTaHOBAX 1 OpraHizamisax

(myHKT 6 raBu 2 po3ainy VI)

BHYTPIIIHIN ONUC
JOKYMEHTIB CIIPABH

Honarok 17

no [IpaBun opranizariii AiT0BOJCTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JIepKaBHUX OpraHax, OpraHax MiCLE€BOTO
CaMOBPSIyBaHHs, Ha MiANPUEMCTBAX,

B yCTAHOBAaX 1 OpraHizaIisx

(myHkT 7 rnaBu 2 posauty VI,

nyHKT 4 rnasu 5 po3ainy VI,

nyHKT 4 riaBu 8 posainy VII)

3ACBIUTYYBAJIbHUN HAIIUC CIIPABU

Jlonatok 18

1o [IpaBun opranizarii AUTOBOACTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y IEpKaBHUX OpraHax, OpraHax MiCI[EBOTO
CaMOBpSITyBaHHSI, Ha MiAIPUEMCTBAX,

B YCTAaHOBAaX 1 OpraHizarisx

(myHkT 9 riaBu 2 posniny VI)

CIIPABA

Jlonatok 19

no [IpaBun opranizamii AiIOBOACTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y IEpKaBHUX OpraHax, OpraHax MiCI[EBOTO
CaMOBpSITyBaHHSI, Ha MiANIPUEMCTBAX,

B YCTAHOBAaX 1 OpraHizalisx

(mynxT 3 riaBu 3 posainy VI)

OIucC
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Honatok 20

no [IpaBun opranizarii AUTOBOACTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y IEpKaBHUX OpraHax, OpraHax MiCI[EBOTO
CaMOBpSITyBaHHSI, Ha MiANPUEMCTBAX,

B YCTAHOBAaX 1 OpraHizarisx

(myHkt 1 rnasu 2 pozauty VII)

(01104 (6;
CIIPaB MOCTIHOTO 30epiraHHs

{Ilooamox 20 i3 3minamu, eHeceHumu 32i0Ho 3 Haxazom Minicmepcmea rocmuyii No 2277/5 i0

04.07.2018}

Honatok 21

no [IpaBun opranizaiii AUTOBOACTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JIep>KaBHUX OpraHax, opraHax MiCIIeBOTO
CaMOBpSIyBaHHS, Ha MIAMPUEMCTBAX,

B YCTAHOBAX 1 OpraHi3aIlisax

(mynkT 1 riasu 3 posniny VII)

OoIucC
cnpaB TpuBaJioro (monaa 10 pokis) 30epiranus

{Hooamox 21 i3 sminamu, enecenumu 32i0no 3 Haxazom Minicmepcmea rocmuyii Ne 2277/5 6io
04.07.2018}

Honarok 22

no [IpaBun opranizariii AiT0BOJCTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y IEpKaBHUX OpraHax, OpraHax MiCI[EBOTO
CaMOBpSyBaHHS, Ha MIANIPUEMCTBAX,

B yCTAHOBAaX 1 OpraHizaIlisx

(myskT 1 rnaBu 4 po3ainy VII)

OIInC
CIPaB 3 KaJPOBUX MUTAHb (0CO00BOI0 CKJIALY)

{/looamox 22 6 pedaxyii Haxasy Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}

Honatok 23

no [IpaBun opranizaiii AUIOBOACTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JIep>)KaBHUX OpraHax, opraHax MICI[EBOTO
CaMOBpSIyBaHHS, Ha MIAMPUEMCTBAX,

B YCTAHOBAX 1 OpraHi3aIlisax

(myHKT 5 rnaBu 8 posnuty VII)

OIucC
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Honatok 24

no [IpaBun opranizarii AUTOBOACTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y IEpKaBHUX OpraHax, OpraHax MiCI[EBOTO
CaMOBpSITyBaHHSI, Ha MiANPUEMCTBAX,

B YCTAHOBAaX 1 OpraHizarisx

(myHkT 2 rnasu 3 posauty VIII)

HalimenyBaHHs yCTaHOBU

AKYPHAJ
peecTpauii cnocrepekeHb 3a CTAHOM TeMIIEPATYPHO-BOJIOTICHOTO
pexumy 30epiraHHs apXiBHUX JOKYMEHTIB

Harta KnimaTiysi napaMeTpy noBiTps [Mipnuc [Mpumitkn
3anucy KepiBHHKa

. . . . apxiBy (ocodw,

30BHILIHE MOBITPS MOBITPS Y CXOBHII ; . !

BIJINOBITaJIbHOT

3a apXiB)
TeMnepaTypa,° Bi,HH.OCHaO TeMmepaTypa o |BITHOCHA BOJIOTICTb,
BOJIOTICTh, %0 ’ %
C C
1 2 3 4 5 6 7

®dopmar A4 (210 x 297).

Honmatok 25

no [IpaBui opranizariii AUT0OBOJCTBA

Ta apX1BHOTO 30epiraHHs JOKYMEHTIB

y Jep>KaBHUX OpraHax, OpraHax MiCIIeBOrO
CaMOBPSIyBaHHS, Ha MiANPHEMCTBAX,

B YCTaHOBAx 1 OpraHizamisax

(mynkt 11 rnaBu 6 po3ainy VIII)

HaitmenyBanHs ycTaHOBH

KAPTKA
MOCTEJIAKHOT0 TONMOrPa(PivyHOr0 MOKAKINKA

ApPXIBOCXOBHILE
Kimnara
Crenax (mada) Ne
Ne mommmi Ne ponmy | Ne ommmcy | CrpaBu (o11. 36.) 3 Ne mno [Tpumitku
Ne
1 2 3 4 5

(muupoBUit OIK)




1 2 3 4 5

(3BOpOTHMIT OIK)

®opmar A6 (148 x 105).

JlonaTtok 26

no [IpaBun opranizaiii AUJIOBOACTBA

Ta apXiBHOTO 30epiraHHs TOKYMEHTIB

y IepKaBHUX OpraHax, OpraHax MiCI[EBOTO
CaMOBPSITyBaHHS, Ha TiATPHEMCTBAX,

B YCTAHOBAaX 1 OpraHizarisx

(mynxkT 11 rnaBu 6 po3ainy VII)

HalimenyBaHHs yCTaHOBU

KAPTKA
1no¢GoHI0BOro TONOrpagivHOro MOKAKIUKA

ApXIBOCXOBHIIIE
Kimuara
®onm No Ha3Ba
No omtucy Cnpasu (oz. 36.) 3 Ne | Ne crenmaxa Ne mommmi [Tpumitkn
mo No (tradm)
1 2 3 4 5

(muupoBuUit OIK)

1 2 3 4 5

(3BOpOTHMII OIK)

dopmar A5 (148 x 210).

Honatok 27

no [IpaBun opranizariii AiTOBOJICTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y Jep’KaBHUX OpraHax, OpraHax MiCIIEBOTO
CaMOBPSIyBaHHs, Ha MiANPHEMCTBAX,

B YCTAHOBAaX 1 OpraHizallisx

(myHkt 5 rnasu 7 posauty VIII)

3AMOBJIEHHA
HA BUIABAHHS CIIPAB Y YMTAJIbHUM 3aJ1 (P000Yi KiMHATH)

JlonaTok 28
1o [TpaBus opranizaiii AUTOBOACTBA



https://zakon.rada.gov.ua/laws/file/text/41/f444653n1655.doc

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y IEpKaBHUX OpraHax, OpraHax MiCI[EBOTO
CaMOBpSITyBaHHSI, Ha MiANPUEMCTBAX,

B yCTAHOBAaX 1 OpraHizalisx

(myHKT 6 rnaBu 7 po3auty VIII)

3AABA

Honarok 29
no [IpaBun opranizariii AiT0BOJCTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y IEpKaBHUX OpraHax, OpraHax MiCIeBOTO
CaMOBPSIyBaHHs, Ha MiANPUEMCTBAX,

B YCTAHOBAaX 1 OpraHizaIisx

(mynkt 7 rnasu 7 pozauty VIII)

PO BHIaBaHHA CIIpaB Y TUMYAaC0B€ KOPUCTYBaHHA

{Hooamok 29 i3 sminamu, enecenumu 32i0no 3 Haxazom Minicmepcmea rocmuyii Ne 2277/5 6i0

AKT

04.07.2018}
Honarok 30
no [IpaBun opranizariii AiT0BOJCTBA
Ta apXiBHOTO 30epiraHHs JOKYMEHTIB
y IEpKaBHUX OpraHax, OpraHax MiCI[EBOTO
CaMOBPSIyBaHHs, Ha MIANIPUEMCTBAX,
B YCTAHOBAaX 1 OpraHizarisx
(mynkr 11 rnaBu 7 po3airy VIII)
HalimenyBaHHs yCTaHOBU
APKYUI
KOPUCTYBAaHHA apXiBHI/IMI/I JOKYMEHTAMHU
doum Ne Ormc Ne CmpaBa Neo
3aroJIoBOK CIpaBu
Hara [Ipi3zBuie, Xapaxtep Howmepu apkymiis, [Minmuc
KOpPHUCTYBaHHSl | iHIIianu (1HIian | KOPUCTYBAHHS | 3 SIKUX 3pOOJIEHO KOpHUCTyBa4a
CIIPaBOIO IMEH1) (komiroBaHHs, [KOIIi, BUTATH TOIIIO
KOpUCTYBa4ya | MEperiisi, BUTATU
TOLLO)
1 2 3 4 5
®dopmar A4 (210 x 297).

Jonarok 31

no IIpaBwit opranizaitii AiJI0BOCTBA
a apxiBHOTO 30epiraHHs JOKYMEHTIB
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Iy Iep’)KaBHHUX OpPraHax, OpraHax MiCI[EBOTO
CaMOBpSIIyBaHHS, Ha MIIPHUEMCTBAX,

B YCTaHOBAXx 1 OpraHi3aisax

(myHkT 12 rnaBu 7 po3ainy VII)

KHUTI'A
BHU/IABAHHSI CMIPaB 3 apXiBOCXOBHIIA

Honarok 32

no [IpaBw opranizariii JUTOBOJICTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JIep>KaBHUX OpraHax, opraHax MiCIIeBOTO
CaMOBpSIyBaHHS, Ha MIAMPUEMCTBAX,

B YCTAHOBAX 1 OpraHi3aIlisax

(mynkT 10 rnaBu 8 po3ainy VIII)

APKYVYIII ITEPEBIPAHHA
HASIBHOCTI Ta CTAHY TOKYMEHTIB

Honarok 33

no [IpaBun opranizariii AiT0BOJCTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y Iep>KaBHHUX OpraHax, opraHax MiCIEBOTO
CaMOBpSIyBaHHS, Ha MIAPUEMCTBAX,

B yCTAHOBAaX 1 OpraHizaIisx

(myskT 10 rnaBu 8 po3ainy VIII)

AKT
NPO NnepeBipsiIHHSA HASBHOCTI Ta CTAHY CNPaB (JOKYMEHTIB)

tHooamox 33 i3 sminamu, énecenumu 32i0no 3 Haxazom Minicmepcmea iocmuyii Ne 2277/5 6io
04.07.2018}

Honatok 34

1o [IpaBun opranizarii AUTOBOACTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y IEpKaBHUX OpraHax, OpraHax MiCI[EBOTO
CaMOBpSITyBaHHS, Ha MIANPUEMCTBAX,

B YCTAaHOBAaX 1 OpraHizarisx

(mynxkT 15 rnaBu 8 po3aimy VII)

AKT
MPO HEBUTNIPABHI MOMIKO/KEHHS CIIPaB (IOKYMEHTIB)

{Hooamox 34 i3 sminamu, enecenumu 32iono 3 Haxazom Minicmepcmea rocmuyii Ne 2277/5 6io

04.07.2018}

Honatok 35

no [IpaBwit opranizariii JUTOBOJICTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JIep>KaBHUX OpraHax, opraHax MiCIIeBOTO
CaMOBpSIIyBaHHS, Ha MIAMPUEMCTBAX,
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B yCTAHOBAaX 1 OpraHizaIlisx
(mynkt 18 rnaBu 8 po3ainy VIII)

KAPTKA
00J1iKy HEBUSIBJICHOI CIIPABH

JlonaTtoxk 36

no [TpaBun opranizaiii AiIOBOACTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y IepKaBHUX OpraHax, OpraHax MiCI[EBOTO
CaMOBpSITyBaHHSI, Ha MiAIIPUEMCTBAX,

B YCTAHOBAaX 1 OpraHizarisx

(mynkT 19 rnaBu 8 pozaimy VII)

AKT
NPO HeBHUSIBJIEHHA CNPaB (I0KYMEHTIB), IJIIXH PO3LIYKY SIKHUX
BUYEPNAHO

{Hooamox 36 i3 sminamu, enecenumu 32i0no 3 Haxazom Minicmepcmea tocmuyii Ne 2277/5 6io
04.07.2018}

Honarok 37

no [IpaBun opranizariii AiT0BOJCTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y Jep’KaBHUX OpraHax, OpraHax MiCI€BOTO
CaMOBPSIyBaHHs, Ha MiANPUEMCTBAX,

B yCTAHOBAaX 1 OpraHizaIisx

(myHkt 1 rnaBu 4 posauty X)

KHUT' A
00J1iKy HAAXOI:KeHHSI Ta BUOYTTH IOKYMEHTIB apXiBy

Jlonatok 38

no [IpaBun opranizamii AiIOBOACTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y IEpKaBHUX OpraHax, OpraHax MiCI[EBOTO
CaMOBPSITyBaHHSI, Ha MiANIPUEMCTBAX,

B YCTAHOBAaX 1 OpraHizalisx

(myHKT 2 raBu 4 po3ainy X)

CIIMCOK
¢onais apxiBy

Honarok 39

no [IpaBun opranizarii AUJTOBOACTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y IEpKaBHUX OpraHax, OpraHax MiCI[EBOTO
CaMOBpSITyBaHHSI, Ha MiANPUEMCTBAX,

B yCTAHOBAaX 1 OpraHizalisx

(myHKT 5 rnaBu 4 po3auty X)
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HalimenyBaHHs yCTaHOBU

PEECTP OIINCIB
Posnouyato
3aKiH4YeHO
Ne Hagxomxenns Bubyrrs
3/m
mara ¢doug OTIHC | TOM | Ha3Ba |KpaiiHi AaTh KIJIBKICTD Jata |miacTaBa| KyId
3anmcy Ne | Ne | ommcy | moxymeHTiB 3anmcy BHOYB
No | Ha3Ba (omy) CIpaB |apKyIIiB| TPUMIpHUKIB
B OIMKCY | ommCy (TOMY)
1 2 3 4 5 6 7 8 10 11 12 13 14
®opmar A4 (210 x 297).
Honatok 40
no [IpaBun opranizariii AT0OBOJCTBA
Ta apXiBHOTO 30epiraHHs JOKYMEHTIB
y AepKaBHUX OpraHax, OpraHax MICIIEBOTO
CaMOBpsAAYBAaHHS, HA Hi,I[HpI/I€MCTBaX,
B yCTAHOBAaX 1 OpraHizaIisx
(myHkT 7 raBu 4 po3ainy X)
IHACIIOPT

apXiBHOI'O MiAPO3ALILY AEPKABHOI'0 OPraHy Ta OPraHy MicueBoro
CAMOBPSIYBAHHS, IHIIIOI YCTAHOBH, NIAMPUEMCTBA Ta OpraHizauii

Jonarok 41

no [IpaBun opranizaiii AUTOBOACTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JIep>)KaBHUX OpraHax, opraHax MiCIIeBOTO
CaMOBpSIIyBaHHS, Ha MIAMPUEMCTBAX,

B YCTAHOBAX 1 OpraHi3aIlisax

(mynkt 10 rnaBu 4 po3ainy X)

KHHUT' A
00J1iKy HAAXO0/:KeHHS | BUOYTTH cTpaxoBoro ¢pouay i pouay
KOPHCTYBAHHA

Honatok 42

no [IpaBun opranizariii AiT0BOJCTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y IEpKaBHUX OpraHax, OpraHax MiCI[EBOTO
CaMOBpSITyBaHHSI, Ha MiANIPUEMCTBAX,

B YCTAHOBAaX 1 OpraHizalisx

(mynkt 10 rnaBu 4 po3ainy X)



https://zakon.rada.gov.ua/laws/file/text/41/f444653n1665.doc
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OonuncC
CTPaxoBoro pouay

JlonaTox 43

no [IpaBun opranizarii AUJTOBOACTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y IEpKaBHUX OpraHax, OpraHax MiCI[EBOTO
CaMOBpSITyBaHHS, Ha MiANPHEMCTBAX,

B YCTAaHOBAaX 1 OpraHizarisx

(myHKT 4 r1aBu 4 posniry XII)

3PA30K

/lep:kaBHe NIANPUEMCTBO
«YKpHoCcTa4npom»

APXIBHA JTOBIJIKA
04.04.2013 Ne 45
Ha No 3 Big 28.03.2013

VY nokymeHTax apxiBHOTO (hOHAY JAEp:KaBHOTO MiJIPUEMCTBA « YKPIIOCTAUIIPOM» Y BIIOMOCTSAX
Ha BUJa4y 3apo0iTHOI Matu poOiTHUKAM 1 CITy>KOOBIISIM 3a cideHb - TpyaeHb 2000 poKy YUCIUTHCS
BojieM [Iponin Oner IBaHOBHY.

[Tincrasa: ¢. 4444, omn. 2, cuip. 83, apk. 6-14.
Hupexrop (miamuc) J.M. Kexepa

M.IL. (3a HasiBHOCT!I)

®dopmar A4 (210 x 297)
Hooamox 43 6 peoaxyii Haxazy Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}

Jonmarok 44

no [IpaBwit opranizariii AUTOBOJICTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JIep>KaBHUX OpraHax, opraHax MiCIIeBOTO
CaMOBpSIyBaHHS, Ha MIAMPUEMCTBAX,

B YCTAHOBAX 1 OpraHi3aIlisax

(myHKT 5 rinaBu 4 posnuny XII)

3PA30K

Bigkpure akuioHepHe TOBapUCTBO
«IIpomOyaMann»

APXIBHA KOIITA
08.04.2015 Ne 45



https://zakon.rada.gov.ua/laws/file/text/41/f444653n1667.doc
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Binkpure aknionepne topapuctso «IIpomoyamann

HAKA3

14.11.2010 Kuis 148-oc

3 0c000BOTO CKIaTy
[MPU3HAYUTU:

AJIEKCE€HKO Banentuny CrenaHiBHy Ha Mocaay HadajlbHHKa IJaHOBOro Bimauty 3 15
miucronaga 2010 poky 3 MOcagoBUM OKJIAJ0M 3T1HO 31 IITATHUM PO3IHCOM.

[TincraBu: 3asBa Anekceenko B.C. Big 10 mucromama 2010 poky, pesomrortis ['eHepambHOTO
mupektopa Makpinosa B.M.

['enepanbHUl JUPEKTOP B.M. Makpinos

[TincraBa: ¢. 3333, om. 2-oc, cop. 53, apk. 45.

3riiHO 3 OpUTIHAIOM

3aBimyBad apXxiBy (miamuc) 10.B. Ocnau

M.II. (3a HAsIBHOCTI)

08.04.2015
dopmar A4 (210 x 297).

{Ilooamox 44 i3 3minamu, eHeceHumu 32i0Ho 3 Haxazom Minicmepcmea rocmuyii Ne 2277/5 6i0
04.07.2018}

Honatok 45

no [IpaBun opranizariii AUTOBOJCTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JIepKaBHUX OpraHax, OpraHax MiCLE€BOIO
CaMOBPSIyBaHHs, Ha MiANPHEMCTBAX,

B YCTAHOBAaX 1 OpraHizaIisx

(myHKT 5 rnasu 4 pozauty XII)

3PA3O0OK

IIy0aiuHe ak1ioHepHe TOBAPHUCTBO
«IloaraBamBeinocrayw»

APXIBHUI BUTST
17.04.2015 Ne 5

ITy0niune akuionepne Topapuctso «IloaraBamseiinocrayw

HAKA3

16 xBiTHS 1993 poky M. [lonrasa Ne 56- oc

3 0c060BOTO CKIIaTy



https://zakon.rada.gov.ua/laws/show/z0791-18#n94
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4. IpwuitasiTi HA poOOTY KacupoM-iakacatopom Jloponiny C.I. (Tak y qokymeHTi) 3 18 KBiTHS
1993 poky 3 MicsTYHUM BUNIPOOYBAIILHUM CTPOKOM Ta 3 OIIATOO BIAMOBITHO JIO IITATHOTO PO3IHCY.

[Tincrasu: 3asBa loponinoi C.I. Bix 12 kBitHS 1993 poky, pezomtonis aupekropa Cemkina B.M.

JupexTop B.M. Cewmkin

[TincraBa: ¢. 1111, om. 1-oc, cop. 13, apk. 21.

3riiHO 3 OpPUTIHAIOM

3aBiyBay apXiBy (migmuc) C.A. Py6an

ML.II. (3a HasiBHOCTI)

16.04.2015
dopmar A4 (210 x 297).

{HHooamok 45 i3 sminamu, enecenumu 32iono 3 Haxazom Minicmepcmea rocmuyii Ne 2277/5 6i0
04.07.2018}

Honatok 46

no [IpaBun opranizariii AiT0BOJCTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y IEpKaBHUX OpraHax, OpraHax MiCI[EBOTO
CaMOBPSIyBaHHs, Ha MIANIPUEMCTBAX,

B yCTAHOBAaX 1 OpraHizaIisx

(myHKT 2 rnaBu 5 pozauty XII)

HaiimenyBaHHs yCTaHOBHU

KYPHAJI
peecTpauii BiABiTyBaHb KOPUCTYBAa4aMM YMTAJIBLHOIO 3Ly

Pozmouaro

3aKiH4eHo
Ne Hara [pizBuie, imM’s1, Mo GATHKOBI KinbKicTb [Tixmuc xopuctyBaua
3/m | BiABIIyBaHHS BHUJAHUX 011 30.

Ta OIMCIB
1 2 3 4 5
®opmar A4 (210 x 297).
Jlonatok 47

no [IpaBun opranizaiii AUTOBOACTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y IEpKaBHUX OpraHax, OpraHax MiCI[EBOTO
CaMOBpSITyBaHHS, Ha MiANPHEMCTBAX,

B YCTAHOBAaX 1 OpraHizarisx

(mynkT 1 rnaBu 1 pozainy XIII)
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ILJIAH
podoTH apxiBy

Jonarok 48

no [IpaBun opranizaiii AUTOBOACTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y Iep>)KaBHHUX OpraHax, OpraHax MiCI[EBOTO
CaMOBpSIIyBaHHS, Ha MIAPUEMCTBAX,

B YCTAHOBAX 1 OpraHi3aIlisax

(myHkT 2 rnasu 3 po3aity XIII)

KAPTKA
00J1iky po00oTH apXxiBy 3 MiIBIIOM4Y010 YCTAHOBOIO

Honarok 49

no [IpaBun opranizariii AUT0OBOJCTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y Iep>KaBHHUX OpraHax, OpraHax MiCI[EBOTO
CaMOBPSyBaHHs, Ha MiANPHUEMCTBAX,

B YCTaHOBAX 1 OpraHizamisax

(myskT 1 rmaBu 2 po3ainy XIV)

AKT
Npo NpuiMAHHSA-TIepPeIABAHHA TOKYMEHTIB YCTAHOBU HA NMOCTiliHe
30epiranas

{Ilooamox 49 i3 3minamu, enecenumu 32i0Ho 3 Haxazom Minicmepcmea rocmuyii Ne 2277/5 6i0

04.07.2018}

Jonatox 50

no [IpaBun opranizaiii AUTOBOACTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y Iep’)KaBHHUX OpPraHax, OpraHax MiCI[EBOTO
CaMOBPSIIyBaHHS, Ha MIAIPHUEMCTBAX,

B YCTAHOBAX 1 OpraHi3aIlisax

(mynkT 1 rmaBu 2 po3ainy XIV)

AKT
Npo NPpUMAHHS-TIePeJABAHHS CIIPAB i/l Yac 3MiHM KepPiBHUKA apXiBy
(ocobm, BiAMoOBiAaJIBLHOI 32 apXiB)

{Hooamox 50 i3 3minamu, enecenumu 32iono 3 Haxkazom Minicmepcmea ocmuyii Ne 2277/5 6io
04.07.2018}

Honatok 51

no [IpaBun opranizaiii AUTOBOACTBA
Ta apXiBHOTO 30epiraHHs JOKYMEHTIB
IV Iep’)KaBHHUX OpTraHax, OpraHax
MICIIEBOTO CAMOBPSAYBaHHS,

Ha MANPUEMCTBAX,

B YCTaHOBAX 1 OpraHi3amisx

(myHKT 4 rnaBu 3 po3ainy XV)



https://zakon.rada.gov.ua/laws/file/text/41/f444653n1668.doc
https://zakon.rada.gov.ua/laws/file/text/41/f444653n1669.doc
https://zakon.rada.gov.ua/laws/file/text/65/f444653n1770.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/file/text/65/f444653n1772.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94

AKT
PO NPUHMAHHSA-TIEPeJABAHHSA CIIPaB (IOKYMEHTIB) Bi/Jl OJHi€l yCTAaHOBH
0 iHmol

tHooamox 51 6 peoaxyii Haxazy Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}



https://zakon.rada.gov.ua/laws/file/text/65/f444653n1788.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n107

