MIHICTEPCTBO IOCTHIII YKPATHA

HAKA3

18.06.2015 Ne 1000/5

3apeecTpoBano B MiHicTepcTBi
I0CTHLII YKpaiHu

22 yepBHs 2015 p.

3a Ne 736/27181

IIpo 3arBepa:xenns [IpaBua opranizamii xijioBoacrsa ta
apXiBHOTO 30epiraHHs JOKYMEHTIB Yy AePKABHUX
OpraHax, OpraHax MicueBoro CaMoOBpPsiIyBaHHSI, HA
MiINPUEMCTBAX, B YCTAHOBAX I Opraxizauisax

{I3 3minamu, BHeceHUMHU 3rigHO 3 Hakazamu MiHicTepcTBa 0CTHIIIT
Ne 1827/5 Bin 12.06.2018

Ne 2277/5 Bin 04.07.2018}

Bianosigao no crarti 31 3akony Ykpainu «IIpo Hamionanpauii apxiBHUN (GoHI Ta
apxiBHI yCTaHOBW», MANYHKTY 2 nyHKTY 3 IlonokeHHss mpo MiHicTepcTBO FOCTHIIT
VYkpainu, 3aTBepmKeHoro nocranoBoto Kabinery MinicTpiB Vkpainu Big 02 nunas 2014
poky Ne 228 (i3 3minamu), HAKA3Y1O:

1. 3arBepmutu [IpaBuna oprasizailii JiJOBOJACTBAa _Ta apXiBHOTO 30epiraHHg

IIOKVMCHTiB Y JACPXKAaBHHUX OpraHax, oOpraHax MiCHCBOFO CaMOBPAAYBAHHA, Ha

IIIOPUEMCTBAX, B YCTAHOBAX 1 OPraHizalligx, o J0Jar0ThCs.
2. Buznatu TakuMm, 110 BTpPaTWB YWHHICTH, Haka3 JIep)kKaBHOTO KOMITETY apXiBiB

Ykpainu Big 16 6epe3ns 2001 poky Ne 16 «IIpo 3arBepmkenns [IpaBun podoTu apxiBHUX
MiIPO3AUIIB OPTaHiB JACp)KaBHOI BIAIH, MICIIEBOTO CaMOBPSAYBAaHHS, ITIANPUEMCTB,
YCTaHOB 1 Oprasizauiiiy», 3apeectpoBanuil y MiHictepctsi octunii Ykpainu 08 TpaBHA
2001 poxky 3a Ne 407/5598 (i3 3minamn).
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3. JlemapramMeHTy B3a€MOjil 3 OpraHamM BjiaJu Ta iH(OpMaIiitHO-aHAIITHYHOT
po6otu (Koznoscrka H.A.) mogaru 1eil Haka3 Ha Jep:KaBHY PEECTPaLliio BIAMOBIAHO 10
Vkazy Ilpesunmenta VYxpainm Big 03 xoBTHS 1992 poky Ne 493 «Ilpo nepxaBHY
peecTpario HOPMAaTUBHO-IIPABOBUX AaKTIB MIHICTEPCTB Ta IHUIMX OPraHiB BHKOHABUOI
Biaau» (i3 3MiHaMH).

4. et Haka3 HaOMpae YUHHOCTI 3 IHSA HOTo OQIIIHHOTO OMyOJIiKyBaHHS.

5. KoHTposib 3a BHKOHAHHSM I[hOTO HAaKa3y IMOKJIACTH Ha TEPIIOTO 3aCTyITHHUKA
Minictpa CeBocThsiHOBY H.I.

MiHnicTp II. ITerpenko

3ATBEP/DKEHO
Haka3 MinicrepcTBa roctulili Ykpainu
18 uepBHs 2015 poky Ne 1000/5

3apeecTpoBaHO
B MinicTepcTBi rocTriii YKpainu
22 yepBHa 2015 poky 3a Ne 736/27181

MNMpaBuna opraHisauii ginoBoacTea Ta apxiBHOro 36epiraHHsA
AOKYMEHTIB y AepXXaBHUX opraHax, opraHax micueBoro
camMoBpsAAyBaHHA, Ha NiANPUEMCTBaX, B yCTaHOBaXxX i opraHisauisix

|l. 3aranbHi NonoXxeHHA

1. L1 [TpaBuiia BCTaHOBIIIOIOTH €MHI BUMOTH 1[0JI0 CTBOPEHHS YIPABIIHCHKUX
JOKYMEHTIB 1 poOOTH 31 CITy’KOOBUMH JJOKYMEHTAaMH, a TAKOXK MOPSAJIOK IX apXiBHOTO
30epiraHHs B AepKaBHUX OpraHax, OpraHax MiCLIEBOIO CaMOBPSIyBaHHs, Ha
HiANPUEMCTBAX, B YCTAHOBAX 1 OpraHizalisix He3aJexHo Bia (opM BIacHOCTI (Jai —
YCTaHOBH).

L1i ITpaBuia € HOpMaTUBHO-IIPABOBUM aKTOM, 0OOB’ I3KOBHUM JIJIsl BAKOHAHHS BCiMa
YCTaHOBaMH.

2.V nux I[paBunax TepMiHU BKUBAIOTHCS B TAKUX 3HAYCHHSX:
apxiB yCTAaHOBU — CTPYKTYPHHI MiJIpo3/a11 (B1IMOBIAAIbHA 32 BEAEHHS apXiBy ocoda
YCTaHOBH), 1110 OPTraHi30oBYe 1 3a0e3neuye npuiiMaHHs, HAarpoMaJKyBaHHsI apXiBHUX

JIOKYMEHTIB, iX 00K, 30epiraHHs Ta KOPUCTYBaHHS HUMU;

apXiBHHIA KaTaJor (apXiBHA KapTOTeKa) — apXiBHUH JIOBIIHUK, B SIKOMY iH(POpMAIIi0
CHUCTEMaTU30BaHO BIMOBITHO /10 00OpaHOi cxeMu Kiacudikarrii;

apxiBHUH (HOHT — CYKYITHICTh apXiBHUX JIOKYMEHTIB YCTaHOBH, C(HOPMOBaAHUX HA
mijicTaBi 3B’ 3Ky MK JOKyMeHTamH 1 (a00) X yTBOpIOBaYaMu;
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OnaHK ci1y>)k00BOT0 TOKyMeHTa — yHidikoBaHa (hopMa Ci1y>k00BOTO JOKyMEHTA 3
Ha/IPYKOBaHOIO MOCTIHHOIO iH(OpMaIIi€ro i HasIBHUM MicieM Juis (PiKCyBaHHS 3MIHHOT
iHdopmartii;

BHUTAT — 3aCBITY€HA KOIIisSl YACTHHHU TEKCTY CIIY>KOOBOTO IOKYMEHTA;

BIJIOKpEMJICHUH MiAPO3/171 — (iisl, MpeICTaBHULTBO, BIIUIEHHS a00 1HIIHHA
BIJIOKpEMJICHUH MIAPO3/LI, 110 HE MAE CTATyCy OPUIUIHOI 0COOH 1 3/11HCHIOE CBOIO
JISUTBHICTD B1J1 IMEH1 IOPUIUYHOI 0COOU — PE3UIEHTA;

rairy3eBHid EpeiK TOKYMEHTIB — TepeltiK BU/IB JOKyMEHTIB, CTBOPIOBAHHX Y TpoIIeci
podiIbHOT MiSITBHOCTI BCIX YCTAHOB MEBHOI Tay3i uu cpepu TisITbHOCTI, 31 CTPOKaMH ixX
30epiraHHs;

Jiep>KaBHI apXiBHI YCTaHOBU — LIEHTPAJIbHI, TaTy3€eBl Jep:KaBHi apxiBu, [lepxaBHuii
apxiB B ABroHoMHIi Pecy6umini Kpum, nepxaBHi apxiBu obnacteit, mict Kuesa 1
CeBacTonosns, apxiBHi BiiiM pailoHHUX, pailoHHuX y MicTax Kuesi 1 CeBacromnoni
Jep’KaBHUX aIMIHICTPAIIii;

JpKepesa KOMIUIEKTYBaHHS — FOPUINYHI Ta (i3udHI 0COOH, IO € yTBOPIOBaYaMH U1
BJIaCHUKaMM JOoKyMeHTiB HarionansHoro apxiBHoro gounay (nani — HA®D), mo
M1JUIATaloTh TepeaBaHHIO 10 ApXIBHUX YCTaHOB B 000B’I3KOBOMY MOPSAKY a00 Ha
MiJCTaBl Yroau;

mkepena popmyBaHHs HAD® — ycTaHOBH, 1110 € CTBOPIOBAYaMH YH BJIACHHKAMH
JOKYMEHTIB 11b0ro DoHTy;

T1JIOBO/ICTBO — CYKYIIHICTB MPOLIECIB, 1110 3a0€3MeUyI0Th JOKYMEHTYBaHHS
yIpaBiiHCHKOT 1H(OpMalii Ta opraHizaiito poOoTH 31 CIIy)kKO0BUMU TOKyMEHTAMU;

JTOKYMEHTAI[IHHAN (IOKYMEHTaJIbHHI) POHI — CYKYIHICTh CITy’)KOOBUX JOKYMEHTIB, 110
HarpoMaauiIuch abo 310paHi B mporieci AisIbHOCTI YCTaHOBH, CKJIa 1 TpoLiec
(dhopMyBaHHS SIKOT BU3HAYAIOTh il HOPMATHBHI JIOKyMEHTH;

JOKYMEHTOOOIT B YCTaHOBI — PyX CIIy>KOOBHX TOKYMEHTIB 3 MOMEHTY 1X CTBOpEHHS a00
OZIep>KaHHS /10 3aBEPLICHHS BUKOHAHHS a00 BiANpPaBICHHS;

eKCIIepTU3a LIHHOCTI IOKYMEHTIB B YCTaHOBI — BCE€01YHE BUBYEHHSI IOKyMEHTIB 3
MeTor0 BHeceHHs iX 10 HA®D abo BuilydeHHS 3 HbOTO, BITHECEHHS iX IO YHIKAJIbHUX 1
BCTAHOBJICHHS CTPOKIB 30€piraHHs JOKyMEHTIB, IO HE MiUISTaloTh BHECeHHIO 10 HAD;

30Ha KOMIUIEKTYBaHHS — aJMIHICTPaTUBHO-TEPUTOPialibHA OMUHHIIA, B SIKii
nepeOyBaroTh YCTAHOBH, Ha SIKi TOIIUPIOIOTHCS TOBHOBAXKEHHS BiAMIOBITHOI IepyKaBHOT
apXxiBHOI YCTaHOBH (apXiBHOTO BiJILTy MICHKOI pajan);



THCTPYKLIA 3 J1JI0BOJICTBA — O0OB’SI3KOBHI HOPMaTHUBHHM aKT, 1[0 PerJIaMEHTY€E 3MICT Ta
OpraHi3allito BUKOHaHHS ITPOIIECIB 3 JIIJIOBOJCTBA YCTAHOBY;

KOITisl JOKyMEHTa — JOKYMEHT, 1[0 MiCTHTh TOUHE 3HAKOBE BIITBOPEHHS 3MICTY YU
JIOKYMEHTHOI 1H(opMaIlii iHIIIOTO JOKYMEHTa 1 B OKPEMHUX BHUIAJIKaX — JEAKUX HOTO
30BHIIIIHIX O3HAK;

HOMEHKJIaTypa CIpaB — 000B’I3KOBHUM JJIs1 KOKHOI YCTAaHOBH CUCTEMAaTH30BaHUI
TepeITiK Ha3B CIpaB, Mo GOPMYIOTHCS B 11 JUTOBOACTBI, 13 3a3HAYEHHIM CTPOKIB
30epiraHHs Crpas;

OTJISAJT apXIBHUX JIOKYMEHTIB — apXiBHHUM JTOBITHUK, IO MICTUTh CUCTEMATH30BaH1
BiJJOMOCTI IIPO CKJIAJ 1 3MICT OKPEMHX KOMIUIEKCIB apXiBHUX JOKYMEHTIB 3 1X
JDKEPEIIO3HABYMM aHAJII30M;

OTHC CTIPaB — apXIBHHUM JIOBITHUK, MPU3HAYEHUH IS OOJIIKY Ta PO3KPHUTTS 3MICTY
OJMHUIb 30epiraHHs, OJUHULL OOJIKY, 3aKpIIUIEHHS 1X cuCcTeMaTH3allil B Mexax
apxiBHOTO (POHIY;

OpraH BUILOTO PIBHS — YCTaHOBA, L0 3A1MCHIOE (PYHKIII] yIIPaBIiHHS 111010
0e3nocepeHbO MiANOPSAKOBAHUX 11 yCTAaHOB;

oprasizarmiifHo-po3mopsiaua JOKyMeHTallisl — yHi(iKoBaHa IMiJICHCTeMa YIIPaBIIHCHKOT
JTOKyMEHTAIli1, 10 3a0e31euye OpraHi3amiio MPoLECiB YIPABIiHHS Ta YIPABIIHCHKOT
parti;

oprasizariisi po6oTH 31 CIIy’kKO00BUMH TOKYMEHTAMU — OPTaHi3allis 3M1HCHEHHS
JOKyMEHTOO0OITY, popMyBaHHs CpaB, 30epiraHHs C1y>kKOOBHUX TOKYMEHTIB Ta
KOPUCTYBaHHSI HUMH Y IOTOYHIH NiSTTIBHOCT1 YCTAHOBH;

OpHTiHAJ CITY’)KOOBOTO JOKyMEHTa — MPHUMIPHHK CITYKOOBOTO TOKYMEHTA, 1[0 MA€
OpUTIHAIBHUHN MiAMKC MOCaA0BOI (CIyKO00BOT) 0COOU yCTaHOBH;

MePETIK TUTTOBUX JIOKYMEHTIB — TepelliK BUAIB JOKYMEHTIB, CTBOPIOBAHUX IT1/1 Yac
BUKOHAHHSI 3arajJibHUX Ui BCiX yCTaHOB (DyHKIIIH ympaBiiHHS, 31 CTPOKaMH 1X
30epiraHHs;

MOKXYUK — apXiBHUHM JOBIIHHK, IO MICTUTh CHCTEMATU30BAHHM MEPETiK 00’ €EKTIB U1
SIBUILL, 3ralyBaHUX B apXiBHUX JOKYMEHTAX, 13 3a3HAYCHHSM iX MOITYKOBUX JaHUX;

PEKBI3UT CIY>KOOBOTO IOKyMEHTa — O0OB’SI3KOBHH €JIEeMEHT, 3aiKCOBaHUIA B JOKYMEHTI
st foro ineHTudikanii, opranizamii 00Ky Ta HaJaHHS HOMY FOPUINYHOT CHJIH;

ciry>k0a J1TOBOJICTBA — CTPYKTYPHHUH MiIpo3/ia abo BiMOBilanbHa 0c00a yCTaHOBH, IO
3abe3mnedye peecTparlito, 00JIiK, OpTraHi3alliio JOKYMEHTOOOITY CITy>KOOBUX TOKYMEHTIB,



30epiraHHs JOKyMEHTaliitHoro GoHy abo HOro YacTUHHU JI0 MepeaBaHHs Ha 30epiraHHs
710 apXiBy YCTaHOBH,

CITy>KO00BUI TOKYMEHT — O(iLiHO 3apeecTpOBaHUM CITy>KO010 1iJI0BOJACTBA 200
BiIMIOBITHIM YMHOM 3aCBiJUEHHUI JTOKYMEHT, III0 OZIEPKAHUI Y1 CTBOPEHHUH YCTAHOBOIO Y
nporieci ii JisUIbHOCTI Ta Ma€ BiAMOBIIHI PEKBI3UTH;

CTPOK 30epiraHHsi JOKyMeHTa — Iepiojl 000B’A3KOBOT0 30epiraHHs ciyk00BOro
JOKyMEHTA, BU3HAYCHU I 3aKOHOIaBCTBOM YHACIIIJIOK ITPOBEICHHS EKCIIEPTU3HU HOTO
LIHHOCTI,

YHIKaJbHUH JOKyMEHT — OoKyMeHT HA®D, 1110 CTAaHOBHUTH BUHATKOBY KYJIBTYPHY
LIHHICTh, Ma€ Ba)KJIMBE 3HAUEHH U (DOpMYBaHHS HALlIOHAJILHOI CAaMOCBIIOMOCTI
VKpaiHCHKOTO Hapoy i BU3HAYAE HOTO BKJIAJL y BCECBITHIO KYJIBTYpHY CIIAILIMHY;

YIPaBIiHCHKUAN JTOKYyMEHT — CITY>)KOOBUH IOKYMEHT, CIIPSIMOBAHUI Ha BUKOHAHHSI
yCTaHOBOIO (DYHKIIIH, 1110 320€3MeUyI0Th 11 MisUIbHICTh. [l0 yIpaBIiHCHKUX JOKYMEHTIB
HaJeXaTh OpPTraHi3aliiHO-PO3NOPs Ui, TEPBUHHO-00J1KOBI, OaHKIBCHKI, (DIHAHCOBI,
3BITHO-CTaTUCTUYHI, IJIAHOB1, PECYPCHI TOIIIO;

(OH0YTBOPIOBAaY — YCTAHOBA, Y PE3YJIBTATI AiSIBHOCTI SIKOT YTBOPHIIUCS
JOKyMEHTAI[ITHAN Ta BiIMOBITHO apXiBHUH (HoHIH;

(dbopMyBaHHS CIIpaB — TPyIyBaHHS BUKOHAHUX JJOKYMEHTIB y CIIPaBU BIATIOBIAHO J10
HOMEHKJIATYPH CIIPaB.

3. OcobnuBOCTI Oprani3allii iJI0BOJCTBA 31 CITY>)KOOBUMHU JJOKYMEHTAMH, 1110 MICTATh
iH(pOpMaIIito 3 00OMEKEHUM JTOCTYIIOM, A1IIOBOJCTBA 32 3BEPHEHHSIMH IPOMAJISH 1010
3anuTiB Ha 1HGOPMAIlII0 B OKPEMHUX Tally3sX Ta cepax CyCniIbHUX BIIHOCUH
BHU3HAYAIOTHCS 1HIIUMU HOPMATHBHO-TIPABOBUMH aKTaMH.

Oco0nuBOCTI Oprasizaiiii eIeKTPOHHOTO IOKyMEHTOO0O0ITY 13

3aCTOCYBAaHHSM KBaTi(PIKOBAaHUX €JIEKTPOHHUX JOBIPUUX MOCIYT, POOOTH 3
CJIEKTPOHHUMH JOKYMEHTaMH Ta IX MiJATOTOBKH JIO MepeIaBaHHs Ha apXiBHE 30epiranHs
BU3HAYAIOTHCS 3aKOHOJaBCTBOM.

4. Bumoru nux [IpaBui moa0 po6oTH 3 NEpBUHHO-00I1IKOBOIO, 0AHKIBCHKOIO,
(h1HaHCOBOIO, 3BITHO-CTAaTHCTHYHOIO, HAYKOBO-TEXHIYHOIO Ta 1HIIOK CIEIIaJbHOIO
JOKYMEHTAIIIEI0 TIOITUPIOOTHCS JIUIIE B YACTHHI 3arajJbHUX MPHUHIIUIIB POOOTH 3
JIOKyMEHTaMH, a TaKOXK 3 MiArOTOBKH JOKYMEHTIB /IO TIEpe/laBaHHs Ha apXiBHE
30epiraHHs.

5. Bumoru nux IpaBun mozno 3abe3nedeHHs 30epekeHoCTi, 00Ky 1 KOPUCTYBaHHS
JOKyYMEHTaMH MOIIMPIOIOTHCS Ha apXiBH, 1110 30epiratoTh TOKyMEHTH 3 alepoOBUMU
HOCIsIMH 1H(popMalii.



ApxiBH, 1110 30epiraroTh HAyKOBO-TE€XHIUHI, ayJ10Bi3yajbHi, €IEKTPOHHI JOKYMEHTH Ta
iH(pOopMaIlito, IO BiJHECEHA JI0 IeP’KaBHOI TAEMHHIIL, KepYIOThes IuMu [IpaBunamu B
YaCTHHI 3arajJbHUX JIJIs apXiBiB HOPM IIIOJIO OpraHi3ailii iX poOoTH, MpoBEACHHS
eKCTIePTU3H IIHHOCTI IOKYMEHTIB Ta 0(pOpMIICHHS 11 pe3ysbTariB.

YMoBHU pobOTH apXiBiB, 110 30epiraroTh HayKOBO-TEXHIUHI, ay/1i0Bi3yasbHi, EJIEKTPOHHI
JTOKYMEHTH Ta 1H(POpMaIlifo, BITHECEHY A0 AEP’KaBHOI TAEMHHUII, BUZHAYAIOTHCS 1HIIUMHU
HOPMATHBHO-TIPABOBUMH aKTaMHU.

6. KepiBHUK yCcTaHOBHU BIANOBIAA€ 32 30€PEKEHICTD CIIYy>KOOBUX JJOKYMEHTIB Ta
1H(opMallii, IKy BOHU MICTSITbh, (DYHKI[IOHYBaHHSI CUCTEMHU 3aXUCTY JOKyMEHTAIII{HOTO
(GoHy BiJl HE3aKOHHOTO JIOCTYITY, BTPaTy 1 HECAaHKIL[IOHOBaHE 3HUIIICHHS JI0KYMEHTIB,
MOPYIICHHS TPABWJI KOPUCTYBAHHS JIOKYMEHTAMHU.

3a 3MICT, SKICTh MIATOTOBKH Ta 0()OPMIICHHS Ha HAJIC)KHOMY PiBHI JJOKyMEHTIB, 8 TAKOX
oprasizariito JiJI0OBOACTBA Ta 30epiraHHs TOKyMEHTIB y CTPYKTYPHHX MiIPO3aLIax
BiJIMTOBIAAFOTH TX KEPIBHUKH.

7. Oprani3aiis AUIOBOJICTBA B YCTAHOBAX MOKJIAIAEThCS HA CAMOCTIHHI CTPYKTYpHI
IIPO3AUIN 3 IIJIOBOJCTBA (JIOKYMEHTAIIHOTO 3a0€31e4eHHs ), 3arajibHi BN,
KaHIEesIpii Toro abo ocoly, BIAMOBIaIbHY 3a I1JIOBOJICTBO B YCTAHOBI, — CeKpeTaps,
JioBoza (J1am — ciry»0a IUTOBOJICTBA).

Opranizaiiis II7I0BOJCTBA B CTPYKTYPHUX MIAPO3/TIaX YCTAaHOB MOKJIAIA€ThCS HA
CHeIiaIbHO MPU3HAYEHY AJIS IIbOTO 0CO0Y, Y TOCaI0BIN 1HCTPYKIII K0T 3a3HAYAIOTHCS 111
000B’A3KH.

YcTaHOBH OpPraHi3oBYIOTh IIJIOBOJCTBO BiATIOBIAHO /10 3aTBEPKEHOI IHCTPYKIIIT 3
J1JIOBOJICTBA YCTAHOBH.

8. ApXiB € CAMOCTIHHUM CTPYKTYPHHUM T1IPO3LSIOM a00 BXOAUTH JI0 CKIAAY CIYKOU
TIOBOJICTBA YCTAHOBH.

VY MaliouncenbHUX yCTaHOBaX MPU3HAYAETHCS 0c00a, BIAMOBIaNbHA 32 BEICHHS apXiBYy
YCTaHOBH.

9. Cyx06a I1I0BOACTBA Ta apXiB, SIKIIO BOHU € CTPYKTYPHUMH MiAPO3AiJIaMHU, TPAIFOIOTh
Ha TiJICTaB1 MOJI0XKEHB PO HUX, IO TIOTO/HKYIOTHCS 1 3aTBEP/IKYIOTHCS 3T1IHO 13
3aKOHOJABCTBOM.

SIxmo QyHKIIT opraHizaiii 1iJI0BOACTBA B YCTaHOBI 00 BEJICHHS apXiBY YCTaHOBU
MOKJIAZICHO HA BIAMOBIAAIBHY 0C00Y, Y TTOCaJA0BIi IHCTPYKIIIT TOCAT0BOI 0COON
3a3HaYaroThCs 111 000B’A3KH, 11 MpaBa Ta BiAMOBIIATbHICTb.

10. KepiBHUIITBO YCTaHOBH 3000B’s13aHO 3a0€3MEYUTH apXiB HEOOX1THUM MPUMIILIEHHSM,
o0JIaIHaHHAM 1 KaJpamHu.



11. Ha gokymeHTH B eeKTpOHHiN ¢opMi HaKIa1aeThCs KBaTi(hiKOBaHUNA €IEKTPOHHUI
ITAMC Y4 ITeYaTKa 3TiTHO 13 3aKOHOIaBCTBOM.

12. BracHUKOM yIpaBliHCHKOTO JOKYMEHTA € YCTaHOBA, sIKa CTBOPHIIA 00 oTpuMaia e
JOKYMEHT 1 BHECJIa OT0 JI0 CKJIaay JOKYMEHTAIiiHOTO (POHTY.

13. CnipHi nuTaHHA 100 IPaBa BJIaCHOCTI Ha YIIPaBIIIHCHK] IOKYMEHTH BUPIIIYIOTHCS Y
CYOBOMY TIOPSLIKY.

14. BunydyeHHs (BUiMKa) OpHUTiHAIIB CITY>KOOBHX JJOKYMEHTIB 13 JJOKYMEHTAIITHOTO Ta
apxiBHOTO (POH/IIB YCTAHOBH Ma€ OyTH TUMYACOBHM(OI0) 1 JIUIIIE y BUTIAAKAX,
nepeadauYeHUX 3aKOHOM.

TumvacoBHii 1OCTYN 10 JOKYMEHTIB 3A1MCHIOETHCS Ha MM1JICTaBl YXBaJIK CJIITYOTO CY/IL,
Cyay B OPsIJIKY, BU3HaueHOMY KpuMiHaIbHUM MPOLECYaTbHUM KOJIEKCOM YKpaiHu. Y
pasi BUIy4YeHHs (BUIMKH) OPUTIHAIIB JOKYMEHTIB B yCTAaHOB1 OOOB'SA3KOBO 3QJIMIIIAIOTHCS
KOIIii IIMX JIOKYMEHTIB, 3aCBiT4€HI BIAMOBIAHO 10 MyHKTIB §, 9 masu 10 po3ainy II mux
[IpaBui, Ta onuc BUIIy4eHHUX JOKYMEHTIB. BuilydeHi JOKyMEHTH HaJal0ThCs
Oe3nocepeHbO 0c001, BU3HAUCHIN B YXBaJl CI1Y0TO CY/Il, CYyy.

JIoKyMeHTH, BUITy4Y€H1 Ha MiJICTaBl yXBaJH CIiI40TO CYIi, Cyay, MiJIsIraloTh
000B'I3KOBOMY TIOBEPHEHHIO YCTAHOBI, aJie He Mi3HIIIe HiXK Yepe3 OUH PiK IMicist
3aKpUTTS MPOBAIKEHHS 400 BUHECEHHS CY/IOM PIIIEHHS Y CIIPAaBi.

Il. JokyMeHTyBaHHSA ynpaBniHCbKoI iHhopmauii
1. 3aranbHi BUMOrn 40 CTBOPEHHSA YNpPaBniHCbKNX AOKYMEHTIB

1. CTBOpIOBaHi ynpaBliHChKI JOKYMEHTHU IOBUHHI BiJIOB1/IaTH IPaBOBOMY CTaTycy
YCTaHOBH.

[TpaBo Ha CTBOpEHHS, IMiINHCAHHS, IOTO/KEHHS, 3aTBEPPKEHHS JOKYMEHTIB
BU3HAYAETHCS aKTaMU 3aKOHOJIABCTBA, TIOJIOKEHHIMH (CTaTyTaMH) YCTaHOB,
MOJIOKEHHSMH PO CTPYKTYPHI MiIPO3IUTH 1 TOCATOBUMH IHCTPYKIISIMH.

2. YrpaBiiHCHKI JOKYMEHTH YCTaHOBH 3a iX Ha3BOIO, JOPMOIO Ta CKJIAJIOM PEKBI3UTIB
MMOBHHHI BiAMOBiAaTH yHi(iKOBaHUM (popmaMm, sIKi BCTAHOBIIIOIOTHCS HAIIOHAIbHUMH
CTaHJapTaMH, HOPMAaTHUBHO-IIPAaBOBUMH akTaMu. lleperik KiaciB ynpaBiIiHChKHX
JIOKYMEHTIB BU3HaYa€eThCs [leprkaBHUM Kilacu(ikaTOpoM yIpaBIiHCHKOT TOKyMEHTaIlii
JIK 010-98, 3aTBepmxeHnM Haka3oM Jlep:kaBHOrO KomiTeTy YKpaiHu IO CTaHJapTH3allii,
Metpoutorii Ta ceprudikaii Big 31 rpymast 1998 poxy Ne 1024 (i3 3minamu) (mam —

AKYID).

3. OpranizauiHo-po3nopsiaya J0KyMEeHTallis, 1110 € OAHUM 3 KJaciB yIpaBIiHCHKOI
JOKYMEHTAIIl1, MOAISETHCS Ha:



oprasizaliiiHy, o MiCTHTb TIPaBUIIa, HOPMH, III0 BU3HAYAIOTh CTATYC, KOMIICTEHIIIIO,
CTPYKTYPY, IITaTHY YHCEIbHICTh 1 TTOCAIOBUH CKJIA]l YCTAHOBH, PYHKIIIOHAIBHHIA 3MiCT
TiSTTEHOCTI YCTAHOBH Ta 11 iApo3/iiB (TOJIOKEeHHs a00 CTaTyT YCTAaHOBH, IMOJOXKCHHS
PO CTPYKTYPHI MiJPO3/A1JIH YCTAaHOBH, MTOCAIOB1 IHCTPYKILii, IITaTHI PO3MKICH, TOTOBOPHU
TOIIIO);

po3mopsiauy, mo ¢Gikcye pilieHHs HOPMATUBHO-TIPABOBOTO ab0
OpraHizaliiftHO-pO3NOPSAYOr0 XapaKkTepy 3 OCHOBHUX MUTAaHb JiSUIBHOCTI yCTaHOBH,
aJMIHICTPATUBHO-TOCIIOIAPCHKHUX a00 KaJPOBUX (0COOOBOTO CKIIaly) MUTaHb
(mocTaHOBH, PIIICHHS, HAKA3H, POIIOPSIIKEHHS);

1HpOpMaLifHO-aHATIITUYHY, 1110 MICTUTb 1H(OpPMAaIlit0, Ha MiJCTaB1 AKOI MPUIMAIOThCS
MIE€BHI YNPABIIHCHKI PillIeHHs (aKTH, JOB1IKH, TOTOBIIHI 3aIIUCKH, 3asBU, IOSACHIOBAJIbHI
3aIIUCKH, TPOTOKOJIH, CITY’KOOB1 JIMCTH TOLIO).

4. [IpaBo Ha BUJIAaHHS TIEBHOTO BUY PO3MOPSAYOTO JOKyMEHTa (IOCTaHOBH, PIllICHHS,
HaKa3zy, PO3MOPSIKEHHS ) 3aKPITUTIOETHCS Y TTOJIOKEHH1 (CTaTyTi) YCTaHOBH 1
3YMOBJIIOETHCS IPABOBUM CTAaTYCOM YCTAHOBHU Ta MOPSIKOM MPHUHHSATTS YIPABIIHCHKAX
pitieHs (Ha miIcTaBi € JMHOHAYATHLHOCTI 800 KOJET1aIbHOCTI).

B ycranoBax, 110 Iit0Th Ha OCHOBI KOJIETiadbHOCTI, iX KEPIBHUKH MalOTh [IPABO
npuiiMaTy €IMHOHAYAIbHI PIICHHS 3 By3bKUX ITUTAHb 1 BUIABATH B MEKaX CBOET
KOMIETEHIII1 1HII1 BUANU PO3MOPSAUUX JOKYMEHTIB.

5. CninbHI po3nopsayl JOKYMEHTH YCTaHOB, 1110 BUIAIOTh OTHAKOBI 32 ()OPMOIO
JTOKYMEHTH (ITOCTaHOBH, PIlICHHS, HAKa3H, POMOPSIKEHHS ), BUIAIOTHCS Y BIAMOBITHIN

dhopmi.

CriyibHI po3MOpsAAYl TIOKYMEHTH YCTaHOB, YIIOBHOBaKCHUX BHJIaBAaTH Pi3HI 3a (HOPMOIO
JTOKYMEHTH, BUJJAIOTHCA Y (hOpMi pIIIeHHS, SIKE Ma€ MIPABOBY CHIIY PO3IOPSAIUOTO
JOKYMEHTA KO’KHOI yCTaHOBH, 1110 MPUIMAE 1l JTOKYMEHT.

6. Posmopsgunii TOKyMeHT MOXe OyTH BiMiHEHO (3MIHEHO, IOMTOBHEHO) JIUIIIE HOBUM
PO3MOPSIAYUM JOKYMEHTOM.

7. I[IpoekTu po3mopsiAYUX JOKYMEHTIB, 1110 3a4iMalTh IHTEPECH 1HIINX YCTaHOB, TOBUHHI
MOTIEPETHHO TIOTO/KYBATUCS 3 HUMHU. Y Pa3i po301KHOCTEH 10 MPOEKTY T0MAIOTHCS
3ayBakeHHS a00 CyTh p0o301KHOCTEN 3a3HAYAETHCS Y CYNPOBITHOMY JTUCTI.

8. Xi 00roBOpeHHs MUTAHb 1 PIIIIEHbB, 10 TPUHMAIOTHCS HA 3aCiJaHHAX KOJEeT1aIbHIX
oprasiB (KoJeriix, panax, 300pax, Hapajaax), pikcyerscst B mpoTokodi. [IpoTokon
CKJIQJIA€ETHCS Ha MCTaBI1 3aMKCiB, 3p00JEHUX ITi/T Yac 3acilanHs (cTeHorpaMm, (hoHorpam),
Ta JOKYMEHTIB, IAITOTOBJIEHUX 0 3aCiJaHHs (TEKCTIB Ta Te3 JOIMOBICH 1 BUCTYTIIB,
JOBIJIOK, IPOEKTIB TOCTAHOB a00 PIlIeHb, MOPSAIKY JIEHHOTO, CITUCKY 3alPOIICHHUX TOIIIO).



9. ¥ Mexkax KOMIETEHIIi1 yCTaHOBU MOXYTh Ha/ICHJIATH JINCTU TIPH BUKOHAHHI
OTIEpPAaTHUBHMX 3B’SI3KiB 3 OpraHaMH BHUILOTO PiBHA, (YHKIIOHAJILHUMHU OPTaHaAMH,
Mi/I7IETIMMU Ta 1HITMMH YCTaHOBaMH, a TAKOXK TPOMaSTHAMH.

JluctyBaHHS MK CTPYKTYPHUMHU TiAPO31iJIaMUA HEOOX1JHO YHUKATH 1 3aCTOCOBYBATH YCHI
PO3’ICHEHHS, BUPILICHHS MUTAaHb 1O TeJe(OHY TOILIO.

10. /loBeneHHs 10 BiloMa HIIJIENIMX YCTAHOB TA CTPYKTYPHUX MiIPO3/UIIB PO3MOPAIUNX
JIOKYMEHTIB OpPIaHiB BUILOTO PiBHA 200 1HIIMX YCTaHOB 31MCHIOETHCS Y opMmi,
BCTaHOBJICHIN aBTOPOM JOKyMeHTa. SIKIIOo croci0 He 3a3Ha4eHO, yCTaHOBA BUPILIYE i€
MUTaHHS CAaMOCTIHHO.

Oprawni3aiiiiHi Ta po3mopsI4i TOKyMEHTH YCTAHOBHU JOBOISATHCS O BUKOHABIIIB Y
BUIVIAAI KOITiM 200 BUTATIB.

[IpoTokomnbHI pilieHHs KoJierialbHUX OPTaHiB JOBOISITHCS 10 BUKOHABIIB y GopMi,
BCTaHOBJICHIH MOJIOKEHHSM PO 111 OpraHu.

JlokymeHTH 0€3 apecHOl YacTUHU (TIJIaHH, 3BITH, TOBIAKHU, aKTH TOIO) Ta JOKYMEHTH,
IIO T UISITal0Th MOBEPHEHHIO, €JIEKTPOHHI HOCIT iIHPOpMAIlii HaICHITIAIOTHC 13
CYIIPOBiIHUM JIUCTOM.

11. OdopmiieHHs PEKBI3UTIB OPraHi3alitHO-PO3MOPSIUO0] JOKYMEHTAII] Ta MOPSAO0K iX
po3TamryBaHHs MaloTh BianosizaTu HarionansHoMy ctanaapty Ykpainu «/lep:kaBHa
yHi(pikoBaHa cucTeMa MoKyMeHTallli. YHiikoBaHa cHcTeMa OpraHi3aliiHO-pO3NIOPs 901
nokymeHTarii. Bumoru no odpopmitoBanns qokymeHTiB. JJCTY 4163-2003»,
3aTBEpKEHOMY Haka3oM Jlep:kaBHOTO KoMiTeTy YKpaiHU 3 TUTaHb TEXHIYHOTO
perynoBanHs Ta crioxuByoi noiituku Bif 07 kiTHa 2003 poxy Ne 55 (mani — JACTY
4163-2003).

12. Ilix gac miarotoBku, ohopMIICHHS Ta/ab0 OMpaIfoBaHHS JOKYMEHTIB 3aCTOCOBYIOTh
PEKBI3UTH, IO BiJIMOBIAAIOTH MPU3HAUYEHHIO JJOKYMeHTa abo crocoly Horo
OTIpAIfOBAaHHSI.

Ha noxymeHTax, mio mijisraloTh IOBEPHEHHIO, BIIMITKH PO iX OMPAIFOBAaHHS B
YCTaHOBI1 HE MPOCTABISAIOTb.

13. 3 meToro miaBUIIEHHS €()eKTHBHOCTI Ta ONMIEPAaTUBHOCTI OpraHi3ailii poooTH 3
JOKyMEHTaMH OJTHAKOBI 32 3MICTOM JJOKYMEHTH MOXXYTb OyTH yHi(hiKOBaHI HIISTXOM
po3po0eHHs TpadapeTHUX TEKCTIB, sIKI BKITFOYAIOTHCS 70 30ipHUKA (aTb00MYy)
yHi(p1KOBaHHUX (TUTIOBUX) ()OPM JTIOKYMEHTIB YCTaHOBH.

14. YcraHoBH 371CHIOIOTH JIIJIOBOJICTBO JIEP>KaBHOIO MOBOIO. JJIokyMeHTH 0(hopMITIOIOTh
JIEP’KaBHOIO MOBOIO, KPIM BHUIIAJIKIB, IEpe10au€HUX 3aKOHOJABCTBOM ITPO MOBH B
VkpaiHi.



JIOKyMEHTH, sIKi Ha/ICHJIAI0ThCSl IHO3EMHHM ajipecaTaM, 0(pOpMIIIOIOTh YKPATHCHKOO
MOBOI0, 800 MOBOIO JIep)KaBU-a/ipecara, ado OJHIE€I0 3 MOB MI>KHAPOTHOTO CITIJIKYBaHHSI.

15. O6mexeHHs JoCTyIy 10 iH(pOopMallii, 110 MICTATh YIPaBIIHCHKI JOKYMEHTH, 1
HaJaHHA iM BiAMOBIIHUX TpudiB («Jms cimy»)60Boro kopuctyBanHs», «KoHbineHIIITHOY,
«TaemMHO» TOIII0) 3MIMCHIOIOTHCS BIAMOBITHO O 3aKOHOAABCTBA.

2. bnaHkn fOKYMEHTIB

1. OprasnizamiitHo-po3mopsi a4l JOKYMEHTH 0(hOpMIIIIOTH Ha OaHkax. Po3mimeHHs
peKBi3UTIB Ha OaHKy noBuHHO Bignosigatu JJCTY 4163-2003 .

3pa3ku OJaHKIB 3aTBEPIKYIOTHCS PO3MOPSI UMM JOKYMEHTOM YCTaHOBH.

2. YcTraHOBU pO3pOOIISIFOTH OJJAHKH IOKYMEHTIB CTPYKTYPHUX MIAPO3ILIIB,
BiJJOKpEMJICHUX M1APO3/iIiB Ta OTaHKKU JOKYMEHTIB MOCaZ0BOI 0COOM B TOMY pasi, AKIIO
KEePIBHHUK CTPYKTYPHOTO ITiIPO3ALITY, BIIOKPEMIICHOTO ITIIPO3ALTY UM IOCcaI0oBa 0coba
MAalOTh NPABO MiAMKUCYBATH JOKYMEHTH B MEKaX iX TOBHOBAKCHbD.

Ha Gnankax mocaoBux oci6 Ta 6JaHKax CTPYKTYPHHX ITiJIPO3ILIIB, 1110 HE €
IOpUIMIHUMEU 0c00aMH, HE BIATBOPIOIOTHCS 300pakeHHs rep0iB, emO1emM abo TOBapHOTO
3HaKa (3HaKa 00CITyroByBaHHS).

3. YcraHoBH, 110 31MCHIOIOTH JIUCTYBAaHHS 3 MOCTIHHUMU 1HO3EMHUMHU
KOPECTIOHICHTAaMH, MOXYTh BUTOTOBJISITH OJIAHKH, PEKBI3UTH SKHX 3a3HAYAIOTHCS JBOMA
MOBaMH: JIIBOPYY — YKPaiHCHKOIO, TPaBOPY4 — 1HO3EMHO0. biiaHKH, 1110 MiCTATH
PEKBI3UTH, BUKJIAICHI iHO3€MHOIO MOBOIO, BUKOPHCTOBYBATH B MEXaxX YKpaiHU HE
PEKOMEHTY€ThCSI.

4. BraHKY BUTOTOBIISIFOTHCS IPYKAPCHKUM CITOCOO0M ab0 3a TOTTOMOTOI0 KOMIT FOTEPHOT
TEXHIKM Ha ramnepi BUCOKOI SKOCTI (papOaMH HAaCHUEHHUX KOJIbOPIB.

Jlnist BUTOTOBJICHHS OJ1aHKa pO3po0iIseThes Horo MakeT y maciuTa0i 1:1, Ha sikoMy MaroTh
OyTH HaHECEeHI MOCTIiHI peKkBI3UTH O1aHKa, HEOOX1/1HI BIAMITKHU U1 IEPEMIHHUX
PEKBI3UTIB, a TAKOXK 3a3Ha4Y€H1 pO3MIpHU 30H PO3TaIIyBaHHS PEKBI3UTIB.

5. PitmeHHst mpo cnoci® BUTOTOBJICHHS OJIAHKIB Ta HEOOXiHICTh X 00Ky nMpuiiMae
KEPiBHUK 3aJIe)KHO BiJl XapaKTepy MisuIbHOCTI YCTAaHOBH.

Buau GrmaHKiB, 1110 3aCTOCOBYIOTHCS B YCTaHOBI, Ta OPSIIOK iX 00Ky 1 30epiranHs
BH3HAYAIOTHCS IHCTPYKITIEIO 3 TUJTOBOJICTBA YCTAHOBH.

6. O60B’s13k0BOMY OOJIIKY MUIATaloTh IpOHYMepoBaHi 6iaHku. [lopsakoBi Homepu
IPOCTABIISIOTH HyMEpPaTopoM, JIPyKapChbKUM a00 1HIIUM CIIOCOOOM Ha HIKHBOMY IO
3BOPOTHOTO TOJIsI O1aHKa abo JIIBOMY IO JIMIIBOBOTO OOKY OJIaHKa.



KoxeH Bu1 mpoHyMepoBaHOTo O1aHKa 0OJIKOBYEThCS B KYypHal peecTpallii OJaHKiB
JIOKYMEHTIB, OpMY SKOTO HaBeJeHO B AoAarky 1 mo mux [IpaBwm, abo iHMIiiM
peecTpariitHiii Gpopmi, a G1aHKK 30epiraroThes B madax, ceidax, mo HaaiiHo
3aYHHSFOTHCS 1 OTIEUaTYIOThCSI.

3HUIICHHS 31MICOBaHUX OJIAHKIB 3/11HCHIOETHCS B YCTAaHOBICHOMY MOPSJIKY 332 aKTOM 3
BIIMITKOIO B OOJIIKOBO-PEECTpaLiiHiil (hopMi.

7. Ocobmu, sIKi BIAOBIIaOTH 3a 001K, 30epiraHHs Ta BUKOPUCTAHHS OJaHKIB,
BHU3HAYAIOTHCS KEPIBHUKOM YCTAaHOBH, MPO IO BUAAETHCSA PO3MOPSIAYNI TOKYMEHT.

8. He na 6rmankax oopMITIOIOThCS ACSKI BHYTPIITHI JOKYMEHTH (3asBU MPAIliBHHUKIB,
JOTIOB1IH1 3aIMCKH, JOBIIKH TOIIO) Ta JOKYMEHTH, III0 CTBOPIOIOTHCS BiJl IMEHI KIJTBKOX
YCTaHOB.

CryibHI po3MOpsAYl TOKYMEHTH Ta JIUCTU O0OPMITIOIOTHCS HAa YUCTHX apKyIlax Marmepy
13 3a3HaUEHHSIM HalilMeHyBaHb YCTaHOB HA OJHOMY PiBHI, @ HA3BU BUAY JTIOKYMEHTa —
nocepeanHi. JIiBOpyd 3a3HadaeThes J1aTa, MPaBopyd — PEECTPALIMHUN 1HACKC (HOMED).
[Tpu nbomy 300paskeHHs rep6iB, eMOIeM, TOBapPHUX 3HAKIB (3HAKIB 00CIyTOBYBaHHS) HE
B1ITBOPIOFOTHCSI.

3. MeyaTkn

1. IlpaBo Ha 3acTOCYBaHHs repOOBUX MEYATOK (JUIs yCTAHOB, sIKI MAOTh IIPABO
BUKOPHCTOBYBATH JI€pKaBHY CUMBOJIIKY) a00 MeYaToK yCTaHOBH 13 3a3HAYCHHIM
HallMeHyBaHHS YCTAHOBHU Ta 1IeHTU(]iKaliHHOTO Koy (falii — revaTka yCTaHOBH)
3aKPIIUTIOETHCS Y MOJIOKEHH] (CTaTyTl) YCTAaHOBH 1 3yMOBITIOETHCS 11 IPAaBOBUM CTaTyCOM.

Ha noxymenTax, 1o 3acBiIuyrOTh IpaBa rpOMaJisiH 1 OPUANIHHX OCi0, Ha SIKHX
¢bikcyeTbes (hakT BUTpATH KOIITIB 1 POBEACHHS OMEpalliii 3 MaTepiaJbHUMH LIIHHOCTSAMH,
HiAMKC T0Ca0Bo1 (BiANOBITAIBHOT) 0COOM CKPITUTIOETHCS MEYATKOI0 YCTAaHOBH (32
HasIBHOCTI).

2. B ycranoBax H03BOJSETHCS TAKOXK 3aCTOCOBYBATH MEYATKU CTPYKTYPHHX ITIAPO3/LTIB
(cmyxOu ninoBOACTBa, OyxXranTepii, KaJpoBoi CIIy>KOU TOIIO), EYATKH 11 OKPEMHUX
Kareropiii JOKYMEHTIB (7151 KOITiH, MeperyCTOK, KOHBEPTIB TOIIIO), a TAKOXX METAJICB1
MeYaTKu — JJIS ONeyaTyBaHHS NPUMIIIEHb, mad, ceidis.

3. YcTaHOBU MOXYTh 32 HEOOX1AHOCTI 3aCTOCOBYBATH LITAMITU 3 TIOBHUM
HallMEHYBAaHHSM YCTaHOBHU Ta 1HIIMMHU PEKBI3UTaMU OJIaHKA.

4. B iHCTpyYKii 3 I1JIOBOACTBA YCTAaHOBH BU3HAYAIOTHCSA BUAM 1 KIJIBKICTH MEYATOK,
MITAMITIB, IO 3aCTOCOBYIOTHCSI, MEPEIIK JOKYMEHTIB, MIITUCH Ha SKUX BiMOBIIHO 10
3aKOHOJABCTBA HEOOX1THO CKPIILTIOBATH MEYATKOKO YCTAHOBH, Ta MOPSIOK 3aCTOCYBaHHS
[EYaTOK.



5. Po3nopsigunum TOKyMEHTOM KEPiBHHKA yCTaHOBH BU3HAYAIOTHCS MOPSIOK
BUKOPHCTaHHS, MicIle 30epiraHHsl Me4aTKy YCTaHOBH 1 ITOCaI0B1 0co0u, BiIMOBIIaIbHI 32
ii 30epiranHs, a TAaKOXK MEPEITIK OCATOBUX 0CI0, MiMUCH SKHX CKPITUTIOIOTHCS MEYaTKOIO
YCTaHOBH.

6. [IpaBo 3acBimueHHS TOKYMEHTIB Ta iX KOMiil MOXKe HAJaBaTUCS TIOCAIOBUM Ta 1HIIUM
oco0aM Ha IiJICTaBi JTOBIPEHOCTI.

7. Y mocamoBuX IHCTPYKIIISIX BU3HAYAIOTHCS TOBHOBAXXEHHS I0JI0 3aCBITYCHHS
JOKYMEHTIB Ta 1X KOIIii.

8. BimOuTok mevarku, 1o 3acBiIuye IMiAMUC Moca0BOi 0COOU, CTABUTHCS TAKUM YHHOM,
00 BiH OXOTUTIOBAB OCTaHHI KUTbKA JIITep HAMMEHYBaHHS TIOCaId 0COOH, sIKa ITiIIrucana
JOKYMEHT, aJie He ITiIMUC T0CcaI0BOI 0COOU. Y TOKYMEHTaX, CTBOPEHHUX Ha OCHOBI
yHi(iKoBaHHX (OPM, TIedaTKa CTABUTHCS Ha OKPEMO BUIIICHOMY IS IIbOTO MiCIli 3
BigMiTKOIO «M. I1.».

9. OO0k ycCiX MeYaToK Ta MITaMIIIB, 110 3aCTOCOBYIOTHCS B YCTaHOBI, BEICTHCS Y KypHal
3a (hopMoI0, HaBEeIEHOO B 10AaTKy 2 10 1mux [Ipaswu.

Bunaua neyatok, mTaMiB MocagoBUM 0c00aM 3A1HCHIOETHCS Mi MiAIUC Y
BIJIIOBIAHOMY KYypHAIi.

10. Ileuarku 36epirarorbes y madax (ceiidax), mo HagiitHO 3aMHUKAFOTHCS 1
OIEeYaTyIOThCA.

11. [lepeBipka HasIBHOCTI [E€YATOK 1 IITAMIIIB 31HCHIOETHCS IIOPOKY KOMICI€IO,
MIPU3HAYEHOIO PO3NOPSATINM JTOKYMEHTOM KEPIBHUKA YCTAHOBH, Ta 0(OPMITIOETHCS
aKTOM.

4. [laTyBaHHA ynpaBfiHCbKUX OJOKYMEHTIB

1. latoro TOKyMeHTa € BIAMOBIIHO JIaTa MOTo MiANUCaHHS, 3aTBEPKCHHS, TPUXHSATTS,
peecTpariii abo ckiiageHHs (U1 aKTiB), 3aCiITaHHS KOJIET1aJIbHOTO OpraHy (Iis
IIPOTOKOJIIB).

Hary opopmistors Bianosiaao 10 JICTY 4163-2003 nudposum abo
CJIOBECHO-IIU(PPOBUM CTIOCOOOM.

2. Yci pekBi3uTH HA TJOKYMEHTI, OB’ s13aHi 3 HOTO MPOXOKEHHIM 1 BAKOHAHHSM,
JATYIOTHCS 1 MANMKUCYIOThCS. JlaTa JOKYMEHTa MPOCTAaBIISETHCS MOCAI0BOI0 0CO000, SIKa
fioro Bi3ye, MOro/pkye abo 3arBepkye. [lara 3a3HavaeThbesl HIDKYE MIAMUCY JIIBOPYY.

3. ITig yac peectpanii JOKyMeHTa HOro JAata IpOCTaBISEThCS MPAI[IBHUKOM CIIYKOU
JJIOBOZCTBA B JIIBIMA BEpXHIN YaCTHHI JOKYMEHTa Ha CIEIlabHO BIJIBEICHOMY MICIIl HAa
OnaHKy.



VY noKyMeHTax, CKJIaJleHUX He Ha ONaHKy (3asBU MPalliBHUKIB, JOMOBIAHI 3aIMCKH,
JIOBIJIKH TOIIIO), JaTa MPOCTABISETHCS ABTOPOM JIOKYMEHTA HIKUE ITiJIITUCY.

4. Ha nokymMeHTi, BUJaHOMY JIBOMa 200 OijIbIlle yCTAaHOBAMHU, 3a3HAYAETHCS O/IHA JaTa,
sIKa BIJTIOBIJA€ 1aTi OCTAHHBOTO TIITHUCY.

5. MNorogxeHHs ynpaBniHCbKUX AOKYMEHTIB

1.V pa3i BUHUKHEHHS OTPeOH y MPOBEACHH] OLIHKHU JOLIIBHOCTI CTBOPEHHS
JIOKYMEHTa, HOro OOTPYHTOBAHOCTI Ta BIAMOBITHOCTI 3aKOHOIABCTBY 3/IIMCHIOETHCS
MOTOJPKEHHS IPOEKTY IOKYMEHTA.

2. [ToromxeHHs: MOXe 31MCHIOBATHCH SIK B YCTAHOBI IOCAIOBUMU 0CO0aMHU, SIKi
BIJIOBIAHO J0 X KOMIIETEHI1i BUPIIIYIOTh TUTaHHSI, IOPYILIEHI B TPOEKTI JOKYMEHTa
(BHYTpIIIHE IOTOKEHHS ), TaK 1 3a 11 MeKaMu 1HIIUMHU 3aiHTEPECOBAHUMHU yCTAHOBAMU
(30BHIILIHE TIOTOIKEHHS).

3. BHyTpimHe MOromkeHHs OQOPMIISIOTH HUIIXOM MPOCTABIISHHS Bi3H, AKa
odpopmisieTses Bianosiauo a0 JACTY 4163-2003 1 Bkitoyae: 0COOMCTUHN TIIITUC,
iHiiany (iHiiana iMeHi) 1 Ipi3BHUIIE MOCa0BOi 0COOH, sIKa Bi3y€ JOKYMEHT, IaTy
Bi3yBaHHS. Y pa3i moTpedu Moxke OyTH 3a3Ha4YeHa 1ocaja 0co0H, ska Bi3y€e JOKYMEHT.

4. Bi3u npocTaBisAIOTHCS Ha MPUMIPHUKAX JOKYMEHTIB, 110 3aJIMIIAIOTHCS B YCTAHOBI.
[TpoekTH po3nopsIuruX JOKYMEHTIB Bi3yIOThCS Ha MEPIIOMY ITPUMIPHHKY.

VY neskux BUIAAKAX JOMYyCKA€eThCs MOAPKYIIHE Bi3yBaHHS JOKyMEHTIB. Bunu
JOKYMEHTIB, 110 TOTPEOYIOTh MOAPKYIITHOTO Bi3yBaHHS, 3a3HAYAIOTHCS B IHCTPYKIIT 3
J1JIOBOJICTBA YCTAHOBH.

5. 3ayBaxeHHSI 1 IPOIO3HILii 10 MPOEKTY JOKyMEHTa BUKJIQIAIOTHCS HA OKPEMOMY
apKy1ii, Mpo M0 Ha MPOEKTI pOOUTHCA BiNOBITHA BiAMITKA.

ITpo HasABHICTH 3ayBa’keHb 000B’SI3KOBO MOBIIOMIISIOTH 0CO01, sIKa MiJMHUCY€E JOKYMEHT.

6. [lepenik mocagoBux ociO, sSiKi MOBUHHI 3aBi3yBaTH JOKYMEHT B YCTaHOBI, BU3HAUAE
MPAIiBHUK, KWW CTBOPIOE JIOKYMCHT, BUXOJISTYHU 3 HOTO 3MICTYy.

7. BHYTpillIHE MTOTOKEHHS MTPOEKTY JOKYMEHTA 3aJIe)KHO BiJl HOT0 3MiCTy MPOBOJUTHCS B
TaKi{ MOCTIAOBHOCTI: MPAIIBHUKOM, SIKUH TITOTYBaB JOKYMEHT, KEPIBHHKOM
CTPYKTYPHOTO TiAPO3/ALTY, B SKOMY HOTO CTBOPEHO, (DYHKI[IOHAIEHUMH,
TEPUTOPIATTLHUMH I APO3ALTaMH (32 HEOOX1THOCTI), TOCAJOBUMHU 0COOaMH, sIKi 3a3HaYCHI
B ITPOEKTI JOKYMEHTA SIK BUKOHABIII, (PIHAHCOBUM MiAPO3ALIOM a00 TOJIOBHUM
oyxrantepoM (OyxraaTepom) (SIKIO MPOEKT JOKYMEHTa CTOCYEThCS (DiIHAHCOBHX MUTAHB),
KEPIBHUKOM IOPUIUYHOI CiTyX0H (ropricToM) (y pa3i MOTroKeHHS MPOEKTIiB
HOPMAaTHUBHO-IIPABOBUX aKTiB, OpraHi3alliiHUX Ta PO3MOPSIINX JOKYMEHTIB YCTAHOBH),



3aCTYITHUKOM KepiBHUKA yCTAHOBH, SIKUH BiJINOBIZA€ 3a MUTAHHS, 10 MICTATHCS B
MIPOEKTI TOKYMEHTA.

8. ITopsmok Bi3yBaHHs MEBHUX BUIB IOKYMEHTIB 3a3HAYA€THCS B IHCTPYKIIT 3
JJTOBOACTBA YCTAHOBH.

9. 3a 3MiCT TOKYMEHTa, SIKUW B13y€ThCs KITbKOMa 0cO0aMu, Taki 0COOH BIOBIIAIOTh
3TiHO 3 KOMIIETEHIIIETO.

10. SIxmio y mporieci Bi3yBaHHS JI0 MPOEKTY TOKYMEHTa BHECEHO CYTTEBI 3MiHH, BiH
MiJISATae TOOMPAIFOBAHHIO, TIEPEAPYKYBAHHIO 1 TOBTOPHOMY Bi3yBaHHIO.

11. 30BHIIIHE MOTOPKEHHS IPOEKTIB JOKYMEHTIB MOXke OyTH 0(hOpMIIEHO apKyIIeM
MOTO/IKEHHS, TPU(OM MOTOAKEHHS, JOBIIKOIO PO MOTOAKEHHS, JINCTOM ITOTOAKEHHS
a0 mpeCcTaBICHHSIM IPOTOKOIY OOTOBOPEHHS MPOEKTY JOKYMEHTA Ha 3aciAaHH1
KOJICT1aJIbHOTO OpTaHy.

12. T'pud noromxenHs opopmisierses BianosiaHo 10 JACTY 4163-2003 .

13. ApKyuI MOTOKEHHSI CKIIAIA€ThCs y pasi, AKIIO 3MICT TOKYMEHTa CTOCY€ETHCS OibIe
HDK TPHOX YCTAHOB, IPO IO POOUTHCS BiIMITKa B JOKYMEHTI Ha Micii rpuda
MIOTO/KCHHS, HATTPUKIIA:

ApKy1ll IOTO/PKEHHS JOAAETHCS.

14. Apkyu1 noropxeHHst 0pOpMIISETCA 32 TAKOK (POPMOIO:

APKVUI ITOI'O/IPKEHHA

HasBa npoekty nokyMeHTa

Haspa mocaau ITinnuc [Himiany (iHimiam iMeH1), mpi3BUINe

Hara

[Tianuc nocagoBoi 0co0M CKPIIUTIOETHCS MEYATKOI YCTAaHOBH (32 HAssBHOCTI).

15. KoxHa 3 ycTaHOB, sIKii Ha/lICJIaHO MPOEKT TOKYMEHTa Ha MOTr0/KEHHS, MOXKe
Ha/IaBaTH OKPEMUI apKyIl MOTOKEHHSI, 200 apKyIIl MOTO/PKEHHSI TePEIAEThCS
3aiHTEPECOBAHUM YCTaHOBAM Y MOCJIIOBHOCTI, BU3HAYEHIN YCTAaHOBOIO — aBTOPOM

IIPOEKTY TOKYMEHTA.

Apkyur abo apKyIili HOTOKEHHS 30€epiraloThCsi pa3oM 3 JOKYMEHTOM, SIKUI Oyi10
MOTO/KEHO.



16. 30BHIIIIHE TIOTO/PKEHHS Y pa3i MoTpeOu, BU3HAYCHOT 3aKOHOIABCTBOM, 3/1iHCHIOETHCS
B TaKi# MOCIIJOBHOCTI;

3 yCTaHOBAaMU OJIHAKOBOTO PiBHS Ta iHIIMMHU YCTaHOBaMH;
3 TPOMAaJICBKIMH OpraHizallisiMH;
3 OpraHamH, sKi 31HCHIOIOTh Jep>KaBHUN KOHTPOJIb y TIEBHIN cdepi;
3 yCTaHOBaMU BUILIOTO PiBHSL.
6. 3aTBepo)KeHHSA yNpaBriHCbKUX JOKYMEHTIB

1. 3aTBepKeHHS yNPaBIiHCHKUX JOKYMEHTIB 3A1HCHIOETHCS OCOOMCTO MOCAI0BOIO
JOKyMEHTOM YCTaHOBH 13 3a3HAYCHHSAM Ha JIOKYMEHTI Ipuda 3aTBepPKEHHS,
0(OPMJICHOTO BIATIOBITHUM YHHOM.

2. Po3nopsianM TOKyMEHTOM YCTaHOBH 3aTBEPKYIOTHCS MOJIOKEHHS PO CTPYKTYPHI
MAPO3IUTH, THCTPYKIIi, TpaBuUiia, MOPSIAKK Ta 1HII TOKyMEHTH HOPMATUBHO-TIPABOBOTO
a00 HOPMATHUBHOTO XapaKTepy.

3. ITocanoBoro 0co00r0 0COOMCTO 3aTBEPIKYIOTHCS TOKYMEHTH, 110 HE MOTPEOYyIOTh
JO/IaTKOBUX BKAa3iBOK, 3aB/IaHb LIONO0 iX yNPOBaKEHHS a00 BUKOHAHHS (TTOJIOKEHHS
(craryTH) ycTaHOBH, POTOKOJIH, aKTH, IJIAHU, 3BITH, KOIIITOPUCH, IITATHI PO3IUCH,

MOCaJI0B1 IHCTPYKIIii, TpOorpamMu, HOPMATHBH TOIIO).

4. Tlepeniku BUAIB JOKYMEHTIB, 110 3aTBEP/KYIOTHCS IMOCATOBOIO 0CO00I0 (IT0CaI0BUMH
oco0amu), BU3HAYAIOTHCS IHCTPYKITIEIO 3 A1IOBOJCTBA YCTAHOBH BiAMOBITHO 10
3aKOHOIABCTBA.

5. SIK110 TOKyMEHT 3aTBEP/IKYETHCSI KOHKPETHOIO MTOCA0BOI0 0C00010, Tpud
3arBeppKeHHS oopmitseTres BiamosiaHo a0 JACTY 4163-2003 .

7. MignucaHHA ynpaBniHCbKUX AOKYMEHTIB

1. ITocagoBi 0cOOM MiANMHUCYIOTh JOKYMEHTH B MEXaX CBOiX MOBHOBA)XEHb, BU3HAYECHUX Y
MOJIOKEHHSIX (CTaTyTax) YCTaHOBH, MOJIOKEHHSX PO CTPYKTYPHI MiAPO3/IiN, MOCATOBUX
THCTPYKIISAX, PO3MOPATIOMY JTOKYMEHTI IPO PO3MOALT 000B’I3KIB Mi>K KEpIBHUKOM Ta
HOT0 3aCTYMHHUKAaMH TOIIO. Y 3a3HAUCHHX JOKYMEHTaX BU3HAYAETHCS TAKOXK MOPSIIOK
MiAMACAaHHS TOKYMEHTIB IHIIMMHU 0c00aMu B pa3i BIZICYTHOCTI KEpiBHUKA YCTAHOBH Ta
MOCaI0OBUX 0Ci0, SIKi yITOBHOBAXKEHI 1X MiMUCYBaTH.

[IpaBo mignmucaHHs JOKYMEHTIB MOKE HaJaBaTUCS MOCAJOBUM Ta iHIITUM oco0aM Ha
MiJCTaBi JOBIPEHOCTI.



2. [Mianuc ckiagaeThes 3 HA3BM MOCAAN 0COOH, SIKa IMiIMUCY€E JOKYMEHT (MTOBHOT — SIKIIIO
JOKYMEHT HaJpyKOBaHHUI He Ha OJaHKy, CKOPOUYEHOI — Ha JJOKYMEHTI, HaJJpyKOBaHOMY
Ha OJIaHKY), OCOOMCTOTO IMAMHKCY, iHiIiaiB (iHimana iMeHi) 1 npi3Buiia. J{03BonseTsCs B
pexBizuTi «Iligmuey micist Ha3BM Mocaau 0coOu 3a3HaYaTy BUCHE 3BAHHS, HAYKOBUI
CTYITiHb.

VY pa3i obopmiieHHs TOKyMEeHTa Ha OJ1aHKy MOCa0BOi 0COOH Ha3By MOCAAN Y MIAMUCY HE
3a3HAYalOTh.

3. Ilpu cTBOpeHH1 TOKYMEHTIB MiJIHUCY€ETHCS OIUH MPUMIPHUK JOKYMEHTA, IKUH €
OpuriHajJoM. BUHATOK CTaHOBIATH A€AKl BUAM JOKYMEHTIB (HalpUKiaa akTu, J10TOBOPH,
SIK1 CTBOPIOIOTBCS B KUIBKOX MPUMIPHHUKAX, KOXKEH 3 IKUX MA€ CUIIY OPHUTiHAIY).

4.V pasi HaJICWIaHHS TOKYMEHTa OJJHOYaCHO KiJIbKOM YCTaHOBAaM OTHAKOBOTO 200
BUIIOTO PiBHS KEPIBHUK MiAMUCYE BC1 HOTO MPUMIiPHUKH.

SIKII0 TOKYMEHT HaJICUIIA€THCS OJHOYACHO KUTBKOM IiIOPSIIKOBAHUM YCTaHOBaM,
MIMACYETHCS MPUMIPHUK, KU 3aTUIIAETHCS Y CIIpaBl yCTAHOBU —aBTOPA, a Ha MICIIs
PO3CUIIAIOTHCS 3aCBiAUEH] CIIyKO0010 1II0OBOACTBA HOTr0 KOMii.

5. JIBa a0o Oinblle MiAMKUCIB MPOCTABISIOTh, SKIIO 32 3MICT JIOKyMEHTa BiMOBIIaI0Th
KiJIbka oci0. [Ipu npomMy mignucH nocagoBux 0cid po3MIILYIOTHCS OAMH 1] OAHUM
BiJIMOBIAHO 0 MiAMOPSIAKOBAHOCTI OCi0.

6. CriibHI JOKYMEHTH KUTBKOX YCTAHOB IiIMUCYIOTHCS KEPIBHUKAMU OJTHAKOBUX TOCA]
IIUX YCTAHOB. [XHI minucu po3MilIyIOThCS HAa OTHOMY PiBHI 1 CKPIIUTIOIOTHCS TIeYaTKaMu
YCTaHOB (32 HassBHOCTI).

7. JIOKyMEeHTH KoJIeT1aJIbHUX OpraHiB (pillieHHS, IOCTaHOBH) MiIUCYE TOJI0BA
KOJIET1aJIbHOTO OpTaHy.

[IpoTokon miAMKCYIOTH TOJOBYIOUMIA HA 3aCiJaHHI KOJIET1aIbHOTO OpPraHy i cekperap.
8. JIokyMeHTH, CKJIaJIeHI KOMICI€I0, TMUCYIOTh TOJIOBAa KOMICIT 1 BCI YWICHH KOMICII.

9. JIoKyMeHTH, 10 NiJIAraloTh 3aTBEPKEHHIO (1IHCTPYKIIi, TOJI0KEHHS, TPaBHiia TOLIO),
MiJMICY€E TocaaoBa 0cobda, BIAMOBIanbHa 3a IX MiTOTOBKY.

10. V pa3si BiACyTHOCTI ocaioBoi 0coOu, Ha3Ba MocaIu, Mpi3BUIIIE, 1HIIaIH (1HILIa
iMeHi) SIKOi 3a3HaUEHO Ha MPOEKTi JTIOKYMEHTa, HOro Mimucye ocoda, sika BUKOHYE 11
000B’s13KH, a00 11 3aCTyNHUK. Y TakoMy pa3i 000B’sI3KOBO 3a3HaYalOThCs (haKTHUHA
nocasa, iHinianu (iHimian iMeHi), mpi3BuIIe 0coow, sKa mianucana JokyMeHT. [Tpu npomy
BUIIPABIICHHSI BHOCSATH PYKOIIMCHUM 200 MaIlIMHOIIMCHUM CIIOCOOOM, SIKIIO JOKYMEHT
HEMOXKITMBO TiepeipyKyBaTu. He momyckaeTbest i 4ac miAnucaHHst JOKYMEHTa CTaBUTH
NpUiMEHHHK «3a)» Yu MpaBoOiYHy MOXHUITY PUCKY IEpe Ha3BOIO MOCA/IH.



JlonaBaHHsI 10 Ha3BU MOCAJIM KEPIBHUKA YCTAHOBH 200 CAaMOCTIHHOTO CTPYKTYPHOTO
miapo3ailTy clliB « BukoHy0UHT 000B's3KkM» a00 «B. 0.» 3MIICHIOETCS HA TIiACTaB1
PO3IOPSAAUOTO JTOKYMEHTA.

11. 3acBigueHHS €IEKTPOHHOTO TOKYMEHTA 3IHCHIOETHCS 32 JOTIOMOTOIO €JIEKTPOHHOTO
U(POBOTO MiIMUCY 3T1THO 13 3aKOHOJABCTBOM.

12. ®akcuMisibHE BIITBOPEHHS MIAMUCY OCAI0BOI 0cOOU Ha
Oprasi3aliiiHo-po3nopsauuX, (P1HaAHCOBUX, OyXTaJITEPCHbKUX JOKYMEHTAaX 3a I0IIOMOTO0
MeXaHIYHOro abo0 1HIIOTrO KOMIIOBaHHS HE JIOMYCKA€ThCS.

8. 3aranbHi BUMOru fo TeKCTy ynpaBniHCbKUX AOKYMEHTIB

1. TekcT ynpaBmiHCHKOTO IOKYMEHTA IMMOBHHEH OyTH YiTKUM, KOHKPETHHUM, JIAKOHIYHHM,
iH(OpMaTHUBHUM Ta BiNoBiAaTu opdorpadiyHuM, JEKCHUHUM, MOPHOIOTIYHIM,
CHHTAaKCUYHUM, CTHIIICTUYHUM, TyHKTYallifHIM HOPMaM.

2. TekcT qOKyMEHTa TIOBUHEH CTOCYBATHCS TOTO MTUTAHHS, sIKe CPOPMYIIbOBAHE B
3arojI0BKY JI0 TEKCTY, YiTKO BiJIoOpa)kaTu NPUYUHY i METY CTBOPEHHS JIOKYMEHTA,
PO3KPUBATU CYyTh KOHKPETHOI CIIPaBH, MICTHTH apryMEHTOBaHI I0Ka3U, BUCHOBKH,
MIPOTIO3HIILi.

3. [lix gac ckmagaHHs JOKYMEHTIB BXKMBAETHCS JUIOBUN CTUJIh, IJIS SIKOTO XapaKTepHUN
HEUTpaNbHUN TOH BUKJIAICHHS, T030aBlIeHUI 00pa3HOCTI, EMOLIHHOCTI Ta
1HIUBITyaTbHIX aBTOPCHKUX PHUC.

4. Tekct qokyMeHTa O(hOPMIISIOTH Yy BHIVISI CYIIUTBHOTO 3B’ I3HOTO TEKCTY, a00 aHKETH
9y TaOIUIll, a00 MUISIXOM IMOETHAHHS ITUX (POPM.

CyminpHuM 3B’ SI3HAN TEKCT JOKYMEHTA MICTUTh TPAMaTUYHO 1 JIOTIYHO Y3TO/KEHY
iH(pOpMALIiI0 PO YHPABIIHCHKI i1 1 BAKOPUCTOBYETHCS i1 Yac CKIaJaHHS
OpraHizariifHO-pO3MOPSAYUX JOKYMEHTIB.

CyuinbHui 3B’ I3HUM TEKCT, SIK IPABUJIO, CKJIAZIAEThCA 3 IBOX YAaCTUH. Y MepIii
(BcTymHIN) yaCTHHI 3a3HAYAIOThCA MiJCTaBa, OOTPYHTYBaHHS a00 MeTa CKJIaJaHHs
JOKYMEHTA, y ApYTii (3aK/II0uH1N) YaCTHHI — BUCHOBKH, ITPOIO3HULIi, PILIEHHS,
npoxaHHs. B okpeMux BuUnajakax JOKYMEHT MOXKE IICJIsl BCTYTHOT YAaCTMHU MICTUTH
MOTHBYBAJIbHY YaCTUHY, B 5IKiil OOTPYHTOBYETHCS MO3UIIISI YCTAHOBH.

5. Y TeKcTi JOKyMEHTa, IiITOTOBJICHOTO BiIIOBIIHO JI0 JIOKYMEHTIB 1HIITUX YCTAaHOB 200
paHile BUJaHUX JJOKYMEHTIB, 3a3HaYa0ThCS HOTO PEKBI3UTH Y TaKii MOCTiTOBHOCTI:
Ha3Ba BUJy JOKYMEHTa, HAMEHYBaHHS YCTAaHOBH — aBTOpa JIOKYMEHTA, Jara,
peecTpaniiHui HoMep, 3ar0JIOBOK JI0 TEKCTY.

6. TexcTu CKIIagHUX 1 BEIMKUX 32 00CATOM TOKYMEHTIB (TIOJIO’KEHHS, TTPaBUJIa,
IHCTPYKIii, OIVIsiAM, 3BITH TOIIO) MOAUISIOTHCA HA PO3JIUIH, HiAPO3IUIHN, ITyHKTH,



miAmyHKTH. [IlyHKTH B TEKCTI HyMEpYIOThCs apaOChKUMU nudpaMu 3 Kparkoro, a
MiITYHKTH — apaOChKUMHU ITUGPaMHU 3 TyKKOFO.

Po3ninu HyMepyroTbcs pUMCHKUMU U (pamMH, a TAKOXK B OKPEMHUX BUIAJAKaX BOHU
MOXYTb MOALIATUCS Ha IVIaBH.

7. ®opMa aHKETH BHKOPUCTOBYETHCS y pa3i BUKIAJCHHS y TU(POBOMY 200 CIIOBECHOMY
BUIVISAI iHpOpMALIii Tpo oauH 00’ €KT 3a EBHUM 00csrom o3Hak. [locTiiiHoro
1H(OpMaII€I0 B aHKETI € y3arajbHEH1 O3HaKH, 32 IKUMU IPOBOJIUTHLCS OIUC 00’ €KTa, a
3MIHHOIO — KOHKPETHI XapaKTepPUCTUKU.

8. TabauunHa GopMa JOKYMEHTAa BUKOPHUCTOBYETHCS Y pa3i BUKJIAICHHS Y ITU(DPOBOMY abo
CJIOBECHOMY BUTJIsII iH(popMaIlii mpo KisTbka 00’ €KTIB 3a PSIZIOM O3HAK.

3aronoBku rpad TabauIl MUIIYThCS 3 BEIMKOI JITEPH, MiA3ar0JI0BKH — 3 MaJIoi JTepH,
SIKIIIO BOHU CTAHOBJISITH OHE IIIJI€ 13 3ar0J0BKOM, 1 3 BEJIMKOT — SKIIO I1113ar0JIOBOK Mac
camocTiiiHe 3HaueHHs. Kpanku B KiHIIi 3ar0JIOBKIB 1 IM1J13ar0JIOBKIB Ipad HE CTaBIISATHCS.
3aroJIoBKH 1 MiA3arojoBKu rpad Ta psaKiB TaOJIUIl MOBUHHI OyTH BUKJIAJEH] IMEHHUKOM
y Ha3MBHOMY B1JIMIHKY OJHMHHU. Y 3aroJIOBKax i Mi/13aroioBKax psaKiB i rpag Tadmuii
BXKHBAIOTHCS JIUIIIE 3arajJbHONPUIHATI YMOBHI MO3HAYEHHS 1 CKOPOYCHHS.

I'pacu Tabmuri, Ki pO3MILIYIOTECS Ha KIJIBKOX CTOPiHKaX, HyMepyroThes. Ha npyriit Ta
HACTYMHHUX CTOpIHKaX TaONHUIll 3a3HAYal0ThCs HOMEpHU Ipad, a TAKOXK Y BEPXHbOMY
npaBoMy KyTi — ciioBa «[IpogoBxeHHs 1oaaTkay.

9. B ycranoBax, 1o Jif0Th 32 IPUHIIUIIOM €IMHOHAYATBHOCTI, TEKCT PO3MOPSAIOTO
TIOKyMEHTa BUKJIanaeThes Bix nepmroi ocoon (HAKA3YIO — y nakazax, 30bOB’A3YIO
— Y PO3MOPSIIKEHHSX ).

v posnopAaAINX JOKYMEHTAX YCTaHOB, IO I[iIOTB 34 IPUHIOUIIOM KOJIeFiaHLHOCTi,

3aCTOCOBYEThCS (hopMa BHKJIAAY TEKCTY BiJ TpeThoi ocobu ogauau (IIOCTAHOBJISE,
BUPILIYE, 30bOB’A3VYE).

VY chnibHUX PO3MOPSIUMX TOKYMEHTAaX BUKOPUCTOBYETHCS (hopMa BUKIIATY TEKCTY BiJ
nepioi ocoou Muoxkunu (HAKA3YEMO, 3050B’A3YEMO,

I[TOCTAHOBJIAAEMO, BUPIIIYEMO).

VY npoTokosax 3aCTOCOBY€EThCS (popMa BUKJIALy TEKCTY BiJl TPEThOi 0COOM MHOXKHHU 32
CXEMOIO:

CIIYXAJIN — BUCTYIINJINA — BUPIHINJIN (Y XBAJINJIA, [IOCTAHOBUWJIN).

VY nucTyBaHHI 3aCTOCOBYETHCS (JOpMa BUKIIATy TEKCTY BiJl IEPIIOi 0COOM MHOKUHU
(BBaYKa€MO, HaJICUIIAEMO, TIPOCHUMO, TIPOMTOHYEMO) ab0 BiJl TPETHOT 0COOM OJTHUHU
(«1HCTUTYT He 3amepeuye», « MiHICTepCTBO BBaXKae 3a HEOOXiIHEY).



VY noKyMeHTax, CKJIaJeHUX IT0CaI0BOI0 0COOOI0 1 aJpecOBaHUX KEPIBHUKY YCTAaHOBH 200
CTPYKTYPHOTO TiIpO3/iTy (JOMOBIIHA 3aMKCKa, TOSICHIOBAJIbHA 3aITUCKa, 3asBa),
3aCTOCOBYETHCS (pOpMa BUKJIA Ly TEKCTY BiJ MepuIoi 0coOu oOHUHY (IIPOTIOHYIO, BBAXKAIO,

Ipomuy).

9. Oco6nuBOCTiI NIAroToBKMN Ta 0POPMIIEHHSI PO3NOPAAYMNX
OOKYMEHTIB

1. ITiArOTOBKY pO3MOPSIHOro JOKYMEHTa MOXKeE 1HIIIFOBaTH KePIBHUK YCTAaHOBU a00
Oyab-SIKUI CTPYKTYPHUNA M1APO3ILI.

SK110 iHIIIATOPOM HIATOTOBKU PO3MOPSTIOTO JOKYMEHTA € CTPYKTYPHUH MiIPO3iJ, TO
HeoOXiIHICTh Or0 BUAAHHS MOBUHHA OyTH OOIpYHTOBaHA B JOTMOBIAHIN 3amKCIIi.
PimeHHs1 KepiBHUKA BUPAKAETHCS PE3OIIOIIETO.

2. Bynb-sikuii po3nOpsIIYHiA JOKYMEHT, 32 BHHATKOM CIIUTBHOTO, O(OPMITIOIOTH Ha OJIaHKY
13 3a3HaYCHHSIM HOTO KOHKPETHOTO BUY (IIOCTAHOBA, PIIICHHS, HAKa3, PO3MOPSIIKEHHS).

Po3nopsiaui fokyMeHTH (Haka3|, po3HOpsIKEHHS) 3 KaJIpOBUX NUTaHb (0c000BOTO
CKJIay) TaKOXX MOXKYTh OyTH CKJIaJIeH] Ha MiICTaBl MKIaJly3eBUX THIIOBUX
yHi(pikoBaHUX (HOPM, 3aTBEPIPKEHUX B YCTAHOBJIEHOMY MOPSIKY.

3. 3MiCT pO3MOPSTIOTO TOKYMEHTa KOPOTKO BHKJIAJAE€THCS B 3ar0JIOBKY, SIKHIA
MOYMHAEThCA 3 puitMeHHuKa «[Ipo» 1 ckilagaeTbes 3a JOMOMOTOIO BiIIIECTIBHOTO
imennuka («IIpo 3arBepmkenHs...», «I[Ipo BBeneHHS...», «[Ipo NpUHHATTS Ha POOOTY...»)
a6o imeHHuKa («I[Ipo miacymkw...», «I[Ipo KaapoOBi MUTAHHIL...»).

4. CTpyKTypa TEKCTY pO3IOPSAAYOro JOKYMEHTA, SIK TPABUIIO, CKIAA€THCS 3 IBOX YaCTHH
— KOHCTaTy04oi (mpeamOynu) i po3mopsiayoi.

VY KOHCTaTyIOuil YaCTHHI 3a3Ha4al0ThCS MiJICTaBa, OOIPYHTYBaHHS a00 MeTa BUJIAHHS
PO3MOPSIIUOTO TOKYMEHTa. 3a3Ha4eHa YaCTHHA MOXKe MoYnHaTucs 31 ciiB «Ha
BUKOHAHH», «3 METOIO» TOLIO. SIKII0 JOKYMEHT BUJAEThCS Ha MMiJCTaB1 1HIIOTO
PO3TMOPSATIOTO JOKYMEHTA, Y KOHCTATYIOUill YaCTHHI 3a3HAYAI0THCS Ha3Ba BUY I[bOTO
JIOKyMEHTa, HOro aBTop, J1aTa, HOMEp Ta 3arojoBok. Kparmka B KiHIlI KOHCTaTyrO4Oi
YaCTUHH HE CTaBUTHCSI.

KoHcTaryroya yacTuHa Moke OyTH OMYIICHA, SIKIIO PO3IOpPsI4a YaCTHHA HE MOTpedye
OOTPYHTYBaHHSI, HAPUKJIIAJ y PO3MOPSAIUNX JOKYMEHTaX 3 KaJpOBHX MUTaHb (0COOOBOTO
CKJIATY).

5. Po3nopsiiua 4acTHA OYMHAETHCS A1€CTIOBOM (3aJI€KHO Bijl BUAY PO3HNOPSIYOrO
JIOKYMEHTA), SIKE JIPYKYEThCS 3 HOBOTO Psi/IKa BETMKUMHU JIiTepaMu 0€3 BIACTYITY BiJ
JBOTO MOJIA 1 JIAMOK, MICJI YOTO CTAaBUTHCS IBOKpAIKa.



6. Po3nopsiua 4acTHHA NOAUISETHCS HA MyHKTH 1 TAMYHKTH, SIKI HYMEPYIOThCS
apaObCbKUMHU IUppamMu. Y KO)KHOMY ITyHKTi TOBHHHI OyTH 3a3Hau€Hi BUKOHABII
(cTpyKTypHI miapo3aiau abo KOHKPETHI MocaaoBi (Ciy:k00Bi1) 0c00H), KOHKPETHI
3aBIaHHs (OPYUYCHHS) 1 CTPOKHM iX BUKOHaHHS. BUKOHABII MOXYTh OyTH Ha3BaHI TaKOX
y3arajgbHEeHO, HAPUKJIAl: «TUPEKTOPaM IIEHTPAIBHUX JePKaBHUX apXiBiBy,
«HayaJIbHUKAM CTPYKTYpPHHX MHifpo3ainiB». [Ipu oMy HE 3aCTOCOBY€ETHCS HAITMCAHHS
HEKOHKPETHUX JOPYYEHb, SIKi MICTATh CJIOBa: KITPHUCKOPUTHY, CITOJIIIITHTHY,
«aKTUBI3yBaTH», «3BEPHYTH yBary» TOLMIO.

7. Y po3mopsAIInX JOKYMEHTAX 3 KaJpOBUX MUTaHb (0COOOBOTO CKIIATy) PO3MOpsiaya
YaCTHHA MOYMHAETHCSL, SIK IPABHIIO, 3 AiecioBa y opmi indinitusa: « IPUAHI T,
«[TPUSHAUUTU Y, «ITIEPEBECTW», «3BIJIbHUTW», « BIAPSJAUT», «HAJTATH»,
«OI'OJIOCUTW» Tomro. [amni 3a3Ha4arOThCs BETMKUMH JIITEpaMu TIPI3BHIIE MTPAIliBHHKA,
Ha SIKOTO MOLIUPIOETHCS 1Sl PO3MOPSIIYOro JOKYMEHTa, 1 MaJIMMU — HOTO0 iM’S Ta 1O
0aTbKOBI.

®opMyItOBaHHS MyHKTIB MOBUHHI OyTH 4ITKMMH, KOHKPETHUMHU, BIAMOBIIaTH HOpMaM
Konexcy 3axoniB npo npaito Ykpainu (K3nll) abo iHmmM npaBoBUM aKTaM.

V pa3i npuszHadeHHs a00 3BIILHEHHS MpaIliBHUKA 3a3HAYalOThCs TIOBHA J1aTa (YHCIIO,
MiCSIIb, PiK) (PAaKTUIHOTO BUXOY MpalliBHUKA HA POOOTY (IPUITMHEHHS TPYAOBUX
BIIHOCHH), PO3MIipH HOTO MTOCAI0BOTO OKJIATy BiJIOBIIHO /IO IITATHOTO PO3IIHCY,
Ha/10aBOK Ta JIOIIAT.

VY KO’)KHOMY ITyHKTI PO3IMOPSAAYOTO JOKYMEHTa 3 KaJJpOBUX MUTaHb (0COOOBOTO CKIIAMY)
3a3Ha4Ya€ThCS IMiICTaBa MI0/I0 HOTO BUAAHHS (3asBa MpaIliBHUKA, KOHTPAKT, TOTIOB1IHA
3alucKa, PIIeHHs aTecTaliifHOi KOMICii To1Io).

Po3nopsiaui TOKyMEHTH 3 KaApOBUX MUTaHb (0COO0BOTO CKIaay) opOpPMITIOIOTh Y BUIIIAIL
1HIMBITyaTbHUX (CTOCYIOTHCS OTHOTO MPAIliBHUKA) 1 3BEACHUX (CTOCYIOTHCS KITBKOX
MPaIliBHUKIB).

VY 3BeIeHUX PO3MOPSAUUX JOKYMEHTaX J0 PO3NOPSIY0i YACTUHH BKITFOUAIOTHCS ITyHKTH,
10 MICTATH 1H(POPMAIIiTO, Y TaKil OCIIJOBHOCTI: MPUHHSITTSI HA POOOTY (CIIy)KO0Y),
TepeBeICHHS, 3BUTbHEHHS. Y MeXKaX WX MYHKTIB MIAMyHKTaMH 3a3Ha4ar0Th MIPI3BHINA
NpaliBHUKIB 32 andasitoM. [Ipu 1boMy 10 OTHOTO 3BEAEHOTO PO3MOPSAYOTO TOKYMEHTA
HE MOXKYTb BKJIFOUATHUCS TTyHKTH 3 1HPOPMAIIi€l0, sIKa 3T1AHO 13 3aKOHOJJAaBCTBOM Mae Pi3Hi
CTPOKH 30epiraHss.

8. SIK110 po3nopsAIIUM JOKYMEHTOM BiIMIHSETHCS MONEPEIHIN pO3MOPSIUHiA TOKYMEHT,
Y PO3MOPSAIYiN YaCTHHI 3a3HAYAETHCS MTyHKT, SIKW ITOBUHEH MOYMHATHCS 31 CIIB:
«Bu3HaTH TakuM, 10 BTPATUB YMHHICTb,...».

9. OcTanHi#l MyHKT PO3MOPSIYO0] YACTHHHU y pa3i MOTPeOH MOXKE MICTUTH PIllIEHHS PO
MOKJIQJICHHS Ha CTPYKTYPHUH MiIpo3aia abo mocanoBy 0coly (QyHKIIN 3 KOHTPOIIO 32
BUKOHAHHSIM PO3IOPSTIOTO JOKYMEHTA.



10. Posnopsimuuit 1oKyMeHT HaOHpa€e YNHHOCTI 3 MOMEHTY HOTo MiIUCaHHS 1
peecTpartii, IKIIO B TEKCTI HE BCTAHOBJICHO 1HII CTPOKH.

11. 3 po3nopsAuuM TOKYMEHTOM 3 KaJpOBUX IMUTaHb (0COOOBOTO CKIIaay) 000B’SI3KOBO
03HAHOMITIOIOTH 3TaJIJaHUX Y HOMY 0Ci0, SIK1 Ha MepIIoMy MIPUMIPHUKY JOKYMEHTA YU Ha
CHeIiaIbHOMY OJIJaHKY MPOCTABIISIOTH CBOT MI/IMKCH 13 3a3HAYEHHSIM JIaTH O3HAMOMIICHHS.

10. 3acBia4YeHHA KON Ta BUTArIB CNyXX00BUX JOKYMEHTIB

1. ITopsimok BUTOTOBIICHHS, 3aCBiTUEHHS Ta BUAABAHHS KOMiil JOKyMEHTIB BU3HAYAETHCS
IHCTPYKIII€IO 3 A1JIOBOJICTBA YCTAHOBH.

2. YcraHoBa Mae MpaBo 3aCcBiAUyBaTH KOMii TOKYMEHTIB, 10 CTBOPIOIOTHCSA B HiH, 3a
BUHSITKOM KOTI1# JJOKYMEHTIB, SIK1 BIJIMOBIJTHO /10 3aKOHO/IaBCTBA MOTPEOYIOThH
3aCBIIYEHHS B HOTapiaJlbHOMY HOPSAKY.

3. Komii JOKyMEHTIB iHIITUX YCTAaHOB MOXKYTh BUTOTOBJISTHUCS 1 3aCB1A4yBaTUCS
YCTaHOBOIO B TAKUX BUMAJIKAX:

Ha BUMOTY CyAOBHUX Ta 1HIIMX MPAaBOOXOPOHHHUX OPraHiB;

JUIS BHYTPIIIHBOTO BUKOPUCTAHHS B yCTaHOBI (TIi1 Yac BUPILIEHHS MUTAaHb 100
MPUAHSTTS TPOMAJISTH Ha poOOTY, HABYAHHSI, 3aCBITYCHHS 1X TPYAOBUX, )KUTIOBHUX Ta
HIIIKX MIPaB y B3aEMOBIJTHOCHHAX 3 YCTAaHOBOK). Hampukiiaz, ycraHoBa Moxe
BUTOTOBHTH 1 3aCBIYUTH KOIIiO AUIJIOMA MPAIiBHUKA, sIKa MMOTIM OyJie MiAmmTa 10 Horo
0co00BOiI CITpaBH.

4. J103BOISETHCS BUTOTOBJISITH KOITIO 13 3aCBITYEHOT KOTIiT JJOKYMEHTA, SIKIT[O OPHUT1HAI
BIJICYTHii a00 f0ro oTpuMaryu HEMOXKIJIHMBO.

5. Komii 10KyMEeHTIB BUTOTOBIISIOTHCS 1 BUJAIOTHCS HA BUMOT'Y 1HIIMX YCTaHOB 200
TpOMAaJIsH 3 J03BOJTY KEPIBHUKA YCTAHOBH, HOTO 3aCTyTHUKIB 200 KEpIBHHUKA
CTPYKTYPHOTO MiJIpO3/I1Ty YCTAaHOBH.

6. Komist toxyMeHTa MOBHHHA BiJIMOBIAATH OPUTIHATY, TOOTO MOBHICTIO BiATBOPIOBATH
iH(poOpMalito OpUriHaTy 1 Bci HOTo 30BHINIHI 03HAKK a00 1X YacTHHY.

7. He nomyckaeThCst BATOTOBIIATH KOl IOKYMEHTIB 3 HEPO30ipIMBUM TEKCTOM,
HiTYMCTKaMH, IPUITUCAMH Ta iHITUMH HEOOYMOBJIEHUMH BUIIPABICHHSIMH.

8. Komist HaOyBae 10pUANYHOI CHUJTU JIMIIIE B pa3i i1 3aCBIMUEHHS B YCTAHOBICHOMY
MOPSIAKY.

Harmmce mpo 3acBimueHHs KOmii CKIagaeThCs 31 CIiB «3TiIHO 3 OPUTIHATIOMY, HA3BH
mocaji, 0COOMCTOTO MiANUCY 0COOH, SIKa 3aCBiAUYe€ KOMito, il iHiriamiB (iHimiamy iMeHi)
Ta Mpi3BUIIA, 1aTH 3aCBIAYCHHS KOITii.



Harmce npo 3acBigueHHs KOMii CKPITUIIOETHCS BIIOUTKOM TI€UaTKH BiAMOBITHOTO
CTPYKTYPHOTO TiAPO3ALTY YCTAHOBH a00 mevyaTku «J{Js Komii.

VY Bunaakax, BUBHAYEHUX 3aKOHOJIABCTBOM, KOITii TOKYMEHTIB 3aCBIIUYIOTHCS BIIOUTKOM
MEYaTKN YCTAaHOBH.

Ha nunpoBoMy 60111 y BEpXHbOMY IIPABOMY KyTi IEPILIOTO apKylla JJOKyMEHTa
MpOCTaBIsAETHCS BiAMITKa «Kormish».

9. Ctopinku Komii JJOKyMEHTIB (32 BUHSITKOM THX, III0 MAIOTh OJIUH apKYIl) HyMEPYIOThCS
1 BIIMITKa TIPO 3aCBIUYEHHS KOIIii MOXKEe JOMTOBHIOBATHCS BiIMITKOIO «BCchoro B kormii

apk.». 3a pillleHHsIM YCTaHOBH a00 Ha BUMOTY YCTaHOBH, SIKii HAIA€ThCSI KOst
TOKYMEHTA, TOIyCKAE€ThCS 3aCB1IUyBaTH KOIIii JOKYMEHTIB MOAPKYIIIHO.

10. ApxiBHi KorIii Ta BUTSTH 3aCBIAYYIOTHCS BIATIOBITHO 10 a03ally CbOMOTO MyHKTY 5
rnasu 4 posainy XII mux IIpaswt.

11. 3anexHo B crtoco0y BUTOTOBJICHHS KO MOAUISIIOTH Ha (DaKCUMUTBHI 1 BITBHI:

1) dakcuMinbHI KO BUTOTOBIISIIOTHCS 32 IOTIOMOTOIO 3aC00iB
KOTIIOBAJIBHO-PO3MHOXKYBAIbHOT TEXHIKH, Y TOMY YHCIII O0araroyHKIIOHATbHUX
MIPUCTPOIB, 1[0 TOYHO BiITBOPIOIOTH YCi 30BHIMIHI 03HAKH, XyA0KHI OCOOIMBOCTI

o OpMJICHHS PEKBI3UTIB, X PO3TaITyBaHHS (BKJIIOYAIOYH ITIIMKUC TA IEYaTKy) abo
YaCTHUHY I1X;

2) ocobucTuil mianuc nocaaoBoi ocodu, sika MmiJnucana OpUriHail JOKyMeHTa, Moke OyTH
BIJICYTHIM y pa3i HaJCHJIaHHS KOIIN 1HIINM YCTaHOBaM a0o0 SKILO KOMisl BUX1IHOTO
JOKYMEHTA 3aJTHIIAETHCS Y AUTOBOICTBI YCTAaHOBH;

3) Ha KOmisX BUXITHOTO JOKYMEHTA, [0 3aJIUIIAI0THCS B IIJIOBOACTBI YCTAaHOBH, TEKCTH
OJIaHKIB MOXKYTh HE BiJITBOPIOBATHUCS, a 3a3HAYATHCS] MAFOTh JIUIIIC JaTa i AITHCAHHS
JOKyMEHTa Ta HOTo peecTpaliifHuil iHAeKe, mocaia 0coOu, sika 3acBiquniIa KOmito, i
0COOMCTHI MiNHKC, 1aTa 3aCBITYCHHS Ta BiTOUTOK MEYaTKU CIyKOH IiJ0BOJCTBA,
HANPUKIIAT;

JlaTa, iHIeKc

Texct mokyMeHTa

Pexsizut «Iligmucy (6€3 0cOOMCTOTO ITiUCY)

3riiHo 3 OpUTiHAIOM

[IpoBinHuU# cremianicT BiAATy 1iJT0OBOACTBA

[Tinnuc, inimanum (1Himiaax iIMeHi), IPi3BHUIIe



BinOurok rnevyarku BiIiny JiJ0BOACTBA
Hara

Ha xomisix BUXiAHUX JOKYMEHTIB, 10 3JIUIIAIOTHCS B JAUIOBOJICTBl YCTAHOBH, IOBUHHI
OyTH Bi3U MOCAIOBUX OCI0, 3 SIKUMHU BOHU MOTOKEH1, Ta Bi3W BUKOHABIIIB;

4) pakcuMinbHI KOTIii JOKYMEHTIB, 110 BUJAIOTHCS 1HIIIUM YCTaHOBaM 1 TpoMajisTHaM, a
TaKOX KOIii BUX1JHUX JOKYMEHTIB, II[0 3aJIUIIAIOTHCS B JIIJIOBOJICTBI YCTAaHOBH,
MiJISTAI0Th 3aCBIAYCHHIO BIMOBITHO /10 MYHKTIB 8, 9 11i€1 T1aBy.

dakCcUMUTBHI KOTIii, IO MICTATH (PaKCUMIJTIbHE BIITBOPEHHS IMUCY IMOCAI0BOI 0COOH 1
MPU3HAYEHI JIUIIE JJIs1 BHYTPIIIHBOTO KOPUCTYBAHHS B yCTAHOBI (HANPHUKIIAJ] KOMii
PO3MOPSITUMX JTOKYMEHTIB, IJIaHIB, MOJIOKEHB TOIIO), HE TOTPEOYIOTH 10/IAaTKOBOTO
3aCBIIUCHHS;

5) BUMOTH MIO/0 3aCBITYEHHS KOMIii TOKYMEHTIB Ta ()aKCUMITHHOTO BIATBOPEHHS HA HUX
MIJIUCY T0CaoBOi 0cO0U y pa3i pO3CHIIaHHS B Mi/IB1I0MYl YCTAHOBHU, a TAKOX
BiJITBOpEHHS OJaHKa JTOKyMEHTAa Ha KOIMIAX BUXITHUX JOKYMEHTIB, 110 3aIHIIAI0THCS B
YCTaHOBI1, BU3HAYAIOThCS B IHCTPYKIIi 3 AUIOBOJICTBA YCTAHOBH 3 BPaxXyBaHHSAM
crietniku AisUTBHOCTI YyCTAHOBH, 3MICTY TIOKYMEHTIB, 3 SIKUX BOHH BUTOTOBIISIOTHCS, TA
MOJAJIbILIOTO0 BUKOPUCTAHHS KOIIi;

6) BUIbHI KOTIi1 BUTOTOBJISIOTHCA HIISIXOM IIepeIpyKyBaHHs a00 MepenucyBaHHs
OpHUTiHay TOKyMEHTA, 1110 TOBHICTIO BIATBOPIOIOTH HOTO 1H(pOpMAIlio, ajie He
aOCOJIIOTHO TOYHO BiATBOPIOIOTH HOTO 30BHILIHI 03HAKHU (IIpU(T, pEKBI3UTH OIaHKa,
MIITKC, TIEYATKY TOIIO).

BinbHa xormist moTpedye 3acBiTueHHs BIAMOBIIHO A0 MyHKTIB &, 9 1i€i miaBw.

12. BuTsr 31 ciry’KO0BOTO TOKyMEHTa BUTOTOBIISETHCS, SKIO HEMA€e HEOOX1THOCTI
BUTOTOBIISITH KOMit0. BUTAT 0(hopMITIOETHCS HA 3araibHOMY OJIaHKY YCTaHOBH 13
JOTPUMAHHSM TaKHX BUMOT:

y Ha3Bi BUIY JOKYMEHTA 3a3HAYAETHCS: «BUTAT 3 HAKA3Y», «BUTST 3 TPOTOKOITY»;

BiJITBOPIOETHCS TTOBHICTIO BCTYITHA YaCTUHA (SIKIIIO BOHA €) CIY)KOOBOTO JOKYMEHTA;

3 OCHOBHOI YaCTHHHU TEKCTY JOKYMEHTA BUITUCYEThCS TOM MYHKT, iHPOPMAIIist KOO
HeOOX1IHa;

BIATBOPIOETHCS pekBi3UT «llinmucy» (6e3 ocoducToro mianucy);

MIPOCTABIISIOTHCS BIIMITKA PO 3aCBITYEHHS KOl Ta BIJOUTOK MEYaTKH CIyKOU
IIIJIOBOZCTBA.



Butsiru 3 npoTOKoITiB 3aCBiqUy€e CEKpeTap, IKHid CKIaIa€ MPOTOKONH 1 3MIHCHIOE TX
30epiraHHs, 3 HaKa3iB — KEePIBHUK CITYKOU AUIOBOJCTBA (KaIpOBOT CITy:K0H) 200
mocajioBa oco0a, sika BiAMOBIAa€ 3a iX 30epiraHHsl.

13. OcobauBUM BHAOM KOTIi JOKYMEHTA € AyOIiKaT — MOBTOPHO 0OPMIICHUH
CITy>KOOBUIT TOKYMEHT JJIsi BAKOPUCTAHHS 3aMiCTh BTPAYEHOTO UM MOIIKOIKEHOTO
opuriHany (IuIIoMa, CBIJIOINTBA, TPYOBOT KHMKKH TOIIO), III0 MA€ TaKy caMy IOPHINYHY
CHITY.

JlyGiikaT BUTOTOBIISIETCS HA TAKOMY caMOMy OJIaHKY, 1110 i OpHUTiHAaJI, Ta MICTUTh
1H(popMalito, aHaJIoTr1uHy 1H(popmalii B opurinaii. Ha HboMy npocTaBisitoTbCst BIIOUTOK
MeYaTKH yCTaHOBH 1 MIANKCH MOCAJA0BUX OCI0, sIKI MatOTh IPaBO MIJMHUCY LUX
JIOKYMEHTIB Ha MOMEHT oopMieHHs TyOmikara. Ha ny0mikari mpocTaBiaseTbes y
IIPaBOMY BEpXHbOMY KYTi BiAMITKa «/lyOmikar».

lll. OpraHisauis LOKYMeHTOO0biry Ta BUKOHaHHA AOKYMEHTIB

1. Bumoru wopno opraHisauii JOKYMEHTOO0biry Ta BU3Ha4€eHHs1 Loro
ob6esary

1. Cnyx06a IiTOBOACTBA 31MCHIOE TIEPBUHHE OTIPALIOBAHHS JTOKYMEHTIB, 10 Ha (I AIILITH
JI0 YCTAHOBH, 1X MONEPEHIN PO3MIIsi, peecTpallito, nepeaady KepiBHULTBY Ha PO3IIIS,
nepeaady BUKOHABILIAM. ITicaa BUKOHAHHS AOKYMCHTHU JOJYYAOThHCA 40 CIIpaB.

2. JIOKyMEHTH He3aJIeKHO BiJl criocoOy ¢ikcalii Ta BiATBOpeHHS iH(popMaIlii MatoTh
HPOXOJWUTH Ta ONPAI[bOBYBATUCS B YCTAHOBI HA €JMHUX OPraHi3allifHUX Ta MPaBOBUX
3acajiax opratizalii JOKyMeHTOO0OIry.

3. J1ns 3a0e3neueHHs epekTuBHOI oprasizauii JOKyMEHTOOOIT'Y B yCTaHOBI
nepeadadaroThCs:

MIPOXO/KEHHS JOKYMEHTIB B YCTAHOBI HAMKOPOTIIIMM IIIJISIXOM;

CKOPOYCHHSI KUIBKOCTI 1HCTAHIIIH, IO SKMX MOBHHHI HaIXOUTH TOKYMEHTH (HAIIPUKIA]l
ITi]T 9ac MOTOKECHHS );

OJTHOPa30BICTh OIEpalliif 3 OIpaltoBaHHs JOKYMEHTIB, YHUKHEHHs {yOlIOBaHHS MiJ1 4ac
po0OTH 3 HUMU; LIEHTpaTi3allisl, 30CepeIKEHHs 311iICHEHHS OJHOTUITHUX OMepallii 3
JOKYMEHTaMH B OJTHOMY MICIIi;

parioHaJIbHEe pO3TAlIyBaHHS B YCTAHOBI CTPYKTYpPHHX IIAPO3/LIIB 1 pOOOUUX MICIIb.
4. ITops10K JOKyMEHTOOOITY B YCTaHOBI PEIIaMEHTYEThCS IHCTPYKIII€IO 3 J1IOBO/ICTBA,

peraMeHTaMu poOOTH 3 JOKYMEHTaMH, MOJIOKEHHIMH MPO CTPYKTYPHI MIIPO3/UIH,
MOCaIOBUMHU 1HCTPYKIISIMH.



5. OcobnuBoOCTI Oprasizallii eJIeKTPOHHOTO JOKYMEHTOOOITY BU3HAYAIOTHCS IHCTPYKIIIEIO
3 JIIIOBOZICTBA YCTAaHOBH, 110 PO3POOIIOETHCS 3 ypaXyBaHHSIM BHMOT 3aKOHOJABCTBA, a
TaKOXX XapaKTEPUCTUK TEXHIYHHUX 1 TPOrpaMHUX 3ac00iB, 1m0 (GYHKIIOHYIOTh B yCTaHOBI.

6. Y pa3i BIpoBa/KCHHS B yCTAHOBI CUCTEMH aBTOMATHU3AIli] I1JIOBOICTBA a00 CUCTEMHU
€JIEKTPOHHOT'O IOKYMEHTO00Iry ciyk0a IIIOBOJCTBA PAa30M 31 CTPYKTYPHHUM IiAPO3I1IOM
(TIpaIiBHUKOM), IO BI/ITIOBI/IA€ 32 aBTOMATH3aIlil0, pO3po0IIsie periaMeHTH POOOTH 3
JTOKyMEHTaMH B €JIEKTPOHHIN GopMi.

7. Opranizauis JOKyMEHTOOOIrY y pa3i 3acToCyBaHHs 3ac001B aBTOMATH3AaLli1 117I0BO/JICTBA
MOBUHHA 3a0€3MEeYUTH CyMICHICTh TPaJAULIHHOTO Ta aBTOMaTHU30BAHOTO CIIOCO0IB
OTIpAIIOBaHHS JOKYMEHTIB 13 MOXJIMBOCTSIMHU 3ac001B aBTOMAaTH3aIlii A1JIOBOJCTBA.

8. O0csAT TOKYMEHTOOOITY YCTAaHOBH BU3HAYAETHCS CITY>KOOIO A1IOBOJICTBA 3
ypaxyBaHHSM YCiX JOKYMEHTOIIOTOKIB 32 BiAMOBIAHUH mepiox yacy (pik, KBapTan).
[TimpaxyHOK KUTBKOCTI JJOKYMEHTIB 3[IHCHIOETHCS 32 PEECTPAIHHUMEU (HOpMaAMH
BXIJJHHUX, BHYTPIIIHIX, BUX1THUX TOKYMEHTIB y MICIISIX iX peecTpallii. 3a OMUHUIO 00Ky
OepeTbes TOKyMEHT. PO3MHOMKEH1 TPUMIPHUKH, OTIPAIIbOBaH1 CIIY>K0010 J1JIOBOJICTBA,
MiAPaxoBYIOTHCS OKPEMO Ha OCHOBI MIPUKHSATOI B YCTAHOBI CUCTEMH OOJIKY JOKYMEHTIB.

9. IlincyMKoBi JaHi Mpo 00CsT JOKYMEHTOOOITY aHaJi3yI0ThCS, Y3arajJbHIOIOThCS
CITy»)0010 JTIJTOBOJICTBA 32 (JOPMOIO, HABEJCHOIO B J0AATKy 3 A0 nux [Ipasum, i
MOJAI0THCS KePIBHUKY YCTAHOBH B YCTAHOBICHOMY HUM TOPSJIKY.

2. MpunmaHHA, NepBMHHE onpauoBaHHA JOKYMEHTIB Ta iX
nonepeaHin posrnag

1. JloctaBka TOKyMEHTIB JJO YCTaHOBH 31HCHIOETHCS, SIK TIPABHUJIO, 3 BUKOPHCTAHHAM
3ac00iB MOLITOBOTO 3B’SI3Ky Ta €JIEKTPO3B S3KY, a TAKOXK Kyp €PCHKOIO Ta
(dbenba’ erepehbKor0 CIIy)k0aMu.

2. Yci JOKyMEHTH, 10 HAAXOAATh 10 YCTAaHOBH, MPUUMAIOTHCS IIEHTPATI30BaHO B CIIYKO1
JJI0OBOACTBA (CKCIICIHIIIT).

3. JIOKyMeHTH, 110 HAAIMIUIH B HEpOOOUYHil yac, MPpUHMAIOTHCS YePTOBUM MPAI[iIBHUKOM
YCTaHOBH (3a HasIBHOCTI), SIKHi{, HE pO3KpHBaIOYN KOPECIIOHACHIIII0, Tepesiae i B CIIyKO0y
JIOBOJICTBA HACTYITHOTO pOOOYOro JHS MiJ] PO3IMHUCKY.

4.V pa3i HaIXOMKECHHSI IOKYMEHTIB Y CKaHOBaHii (popmi iX iHPOpMaIIifo pO3IPYKOBYIOTh
Ha ranepi i3 IpOCTaBICHHIM Ha BEPXHbOMY I10JIi JOKyMeHTa Haamucy «OTpuMaHo B
€JICKTPOHHIN GopMi».

5. @aKT HaIXOKEHHS IOKyMEHTA 10 YCTAaHOBU 000B’I3KOBO (DIKCYETHCS MUISTXOM
MPOCTABIICHHS HA BXITHUX JOKYMEHTaX BiIMITKH PO HOTO HAAXOMKEHHS 0 YCTaHOBH,
sIKa TIPOCTABIISIETHCS BIJ pyKH a00 3a JOIMOMOTOIO IITaMIla, aBTOMaTUYHOTO HyMeparopa
HAa JINIIbOBOMY TIOJ1 Y TIPaBOMY KyTi HIKHBOTO TOJIS TIEPILIOTO apKyIlla OPUTIHAITY



nokymeHTa. EneMeHTamMu 3a3Ha4€HOr0 PEKBI3UTY € CKOPOUEHE HallMEHYBaHHS yCTaHOBH
— o/lep KyBada JOKyMEHTa, peecTpariiiauii in1eke, aara (y pasi morpedu — roauHa i
XBHWJIMHH) HaJIXO/DKEHHS IOKYMEHTA. Y pa3i 3aCTOCYBaHHS aBTOMAaTH30BaHOI CUCTEMHU
peectpartii 3a3Ha4eHa iH(GOpMAaIlist HAHOCUTHCS 3a JIOTIOMOTOFO IITPUX-KOY.

6. IlepBuHHE ompalfoBaHHs JOKYMEHTIB Y CIIyK01 IiIOBOACTBA Nependadae nepeBipKy
MPaBUIILHOCTI JOCTAaBKM KOPECIIOHACHITIT Ta 1i IIJTICHOCTI.

JlokymeHTH, HaJlicTIaHl HEe 33 apecol0, TOBEPTAOTHCS BIAMPABHUKOBI 0€3 TX pO3IIsidy.
Po3kpuBaroThCs BCi KOHBEPTH, 32 BUHATKOM THX, III0 MatOTh Harmue «OcoOUCTON.

7.V pasi BUSBICHHS BiICYTHOCTI JO/ATKIB, 3a3HAYCHUX Y IOKYMEHTI, 800 OKpeMUX
apKYIIIB, a TAKOXK MIOMUJIOK B O(pOPMIICHH] JOKYMEHTA, III0 YHEMOXKIIUBITIOE HOTO
BUKOHAHHS (BiJICYTHICTh MIAMHKCY, BIIOUTKA MeYaTky, rpuda 3aTBepIKeHHs TOIIIO),
JIOKYMEHT HE PEECTPYETHCSA 1 BIAMPABHUKOBI HA/ICHJIAETHCS MMUCHhMOBHH 3alUT a00 HOMY
MOB1IOMJISIETHCS TIPO 1ie TeaeoHoM. [Ipu oMy Ha JOKyMEHTI pOOUTHCS BiIIOBITHA
BIIMITKA 13 3a3HAYCHHAM JaTH 3anuTy (PO3MOBH Tele(OHOM), TOCaIN Ta MPi3BHUIIA
ocobu, sIKii 3po0ICHO 3aMuT, MiIICY, PO3UIH(PYBaHHS MiIMUCY 0co0u, sKa 3aiiicCHUIa
3aITuT.

¥ pa3i BiAcyTHOCTI 00 HELTICHOCTI BKJIaJI€Hb, ITOIIKO/KEHHSI KOHBEPTA, YIIaKyBaHHS,
1110 MPU3BEJIO 10 HEMOXJIMBOCTI IPOUUTAHHS TEKCTY TOKYMEHTA, CKJIAA€ThCS aKT y JIBOX
npuMipHuKax. OUH NPUMIPHUK aKTa Ha/ICUIA€ThCS B1IMIPABHUKOBI, 1HIITMH —
30epiraeThCs y Ciyx0i A1TOBOACTBA.

8. AnpecHi SPIIMKU PEKOMEHOBAaHUX KOHBEPTIB 1 MAKETIB 30€piratoThCs 1 J0AAIOTHCS J10
JOKYMEHTIB, a TAKOK KOHBEPTH, KOJIH JIUIIIC 32 KOHBEPTOM MOXKHA BCTAHOBHUTH apecy
BiJITPaBHMKA, Yac BiAMPABICHHS Ta OJICP)KaHHA JOKYMEHTA, a00 KOJIU B KOHBEPTI
BIJICYTHI OKpeMi IOKyMEHTH, a00 BCTAHOBJICHO HEBIIIOBIIHICTh HOMEPIB JOKYMEHTIB
HOMEpaMm, 3a3HauCHUM Ha KOHBEPTI.

9. JIOKyMEHTH MiUISIraloTh NONEPEIHbOMY PO3IIIALY B CIy» 01 JII0BOJICTBA Y J€Hb 1X
HA/IXOJDKEeHHS a00 B MEpUIN HACTYMHUN poOOUYMil IeHb y pa3i HaIXO/PKEHHS X micis

3aKiHYEHHs poO0YOro JHS, Y BUXITHI Ta CBATKOBI HEpoOOUi [THI.

JlopydeHHs yCTaHOB BHUILIOTO PiBHS, TeJETPaMH, TeIE(POHOTPAMHU PO3IIISIAIOTHCS
HErauHo.

10. MeTor0 monepeaHsoro po3misly TOKYMEHTIB €:

BUOKPEMJIEHHS TaKUX, 10 MOTPeOyIOTh 000B’SI3KOBOT0O PO3IVISAY KEPIBHUKOM YCTAHOBH,
Horo 3acTynHMKaMu ab0 CTPYKTYPHHUMHU MiIPO3/IaMHu;

B1J101p JOKYMEHTIB, 1110 HE MiJUISIraloTh PeECTparlii ciry>k0010 I17T0BOJICTBA, a TAKOK
TaKHX, 10 MePEIAFOTHCS ISl PEECTPAIii CTPYKTYPHHUM ITiIPO3IiJaMm.



11. OG0B’ I3KOBOMY PO3IIIAy KEPIBHUKOM YCTAaHOBHU MiJIATAIOTh 3aKOHU YKpaiHH,
nocraHoBu BepxoBHoi Panu Ykpainu, aktu Ta nopy4yenHs IIpesunenra Ykpainu, aktu
Kab6inery MinictpiB Ykpainu, nopydeHns [Ipem’ep-minictpa Ykpainu, akti BepxoBHOT
Pagn ABTroHOMHOI Pecny6miku Kpum Ta Pagu minictpiB ABroHoMHoi PecryOniku Kpum,
IEHTPaJIbHUX 1 MICIIEBUX OpTraHiB BUKOHABYOI BJIaJIU (J1aJli — aKTH OPTaHiB JAep>KaBHOL
BJIQJIA, OPTaHiB Biagu ABTOHOMHOI PecryOniku Kpum Ta opydeHHs BUIIMX MOCAT0BUX
0Ci0), a TAaKOXX 3aIKMTH 1 3BEPHEHHS HAPOJHUX JICITyTaTiB YKpaiHH Ta JIeMyTaTiB MiCIIEBUX
pan, kopecriorneHitiss BepxosHoi Pagu Yipaiau, Anminictpanii [Ipesunenra Ykpainu,
Kab6inery MinicTpiB YKkpaiHu (Z1ajai — 3auTH, 3BEPHEHHS, a TAKOX KOPECITOHACHITIS
BepxoBnoi Pagu Ykpainu, Anminictpauii Ilpesunenra Ykpainu, KaGinery MinicTpiB
VYkpaian), KOpeCTOH ICHIIis, 0 HAJAXOAUTH BiJl yCTAHOB BUIIIOTO PiBHS, PIIIICHHS OpraHiB
MICIIEBOTO CAMOBPSIyBaHHS, a TAKOXK HANBAKITUBIIII TOKYMEHTH, SIKI MICTSTh
iH(OopMaIlito 3 OCHOBHHX IMUTAHb JISNIBHOCTI YCTAHOBH 1 TOTPEOYIOTh BUPIIIICHHS
0e31mocepeIHbO KEPiBHUKOM.

[HII1 TOKYMEHTH NepeaaroThes 3aCTYITHUKAaM KepiBHUKA a00 CTPYKTYPHUM MiApO3aiiaM
(BMKOHABIISIM) BIIMOBITHO 0 iX ()YHKI[IOHATBFHUX 00OB’SI3KIB.

12. Ilix yac monepeHbOro po3MIsALY JOKYMEHTIB BPaXOBYIOThHCSl TIOBHOBAKEHHS
Cy0’€KTiB pO3IIISILy KOPECTIOHICHIIIT, epedayeHi B MOJI0KEHHAX (CTaTyTax) Mpo
YCTaHOBY Ta B TIOJIOKEHHSIX PO CTPYKTYPHI MIAPO3ILITH, PO3NOPSAINX JOKYMEHTaX PO
po3mnofin 000B’I3KIB MikK KEPIBHUKOM YCTAaHOBU Ta HOTO 3aCTYyMMHUKAMH, TTOCAJTOBUX
THCTPYKIIISX, a TAKOXK KIacu(ikaTop MUTaHb JiSUTBHOCTI yCTaHOBH, HOMEHKIIATypa CIpaB,
CXEMHM MPOXO/KEHHS JOKYMEHTIB.

3. PeecTtpauisi AOKyMeHTIB

1. Ciry>x00BHIi TOKYMEHT, OTPUMAHUN YCTAHOBOIO 200 CTBOPCHHIA HEIO, Y TOMY YHCII JIJIst
BHYTPILIHBOTO KOPUCTYBAHHS, BBAXKAETHCSI BHECEHUM JI0 TOKYMEHTAIHHOTO (hOHIY
YCTaHOBH 3 MOMEHTY HOTO peecTpartii.

PeecTpariist TOKyMEHTIB IPOBOIUTHCS 3 METOIO 3a0€3MeYeHHs X 00Ky, KOHTPOJIO 32
BHKOHAHHSIM 1 OTIEpPAaTUBHUM BHUKOPUCTAHHSIM HassBHOI B JIOKYMEHTax iHdopmarii i
MOJISITA€ y BEJICHHI 3aMUCy OOJIIKOBUX JAHHUX MPO JOKYMEHT 32 BCTAHOBIIECHOIO
YCTaHOBOIO PEECTPAIIHOIO (GOPMOIO, IKUM (IKCYETHCS (DAKT CTBOPEHHS, BIAPABICHHS
a0o0 onep>kaHHs JOKYMEHTA, IUIIXOM IIPOCTABJICHHS HA HOMY PEECTPALIIfHOTO 1HJIEKCY 3
MOAJIBIITUM 3aIMCOM Yy 3a3Ha4eHUX (popmMax HEOOXITHUX BIJOMOCTEH MPO TOKYMEHT.

2. [lix yac peecrtpallii JOKyMEHTIB B yCTaHOB1 HEOOX1IHO IOTPUMYBATUCS TAKUX BUMOT':
JTOKYMEHTH PEECTPYIOTHCS HE3aJIEKHO BiJl CIOcO0y iX JOCTaBKH, Iepeiadi Ui CTBOPEHHS;

JTOKYMEHTH PEECTPYIOTHCS 3a JOKYMEHTOIIOTOKaMH (BXiJH1, BUX1/IH1, BHYTPILIHI);



JOKYMEHTH PEECTPYIOTHCS JIUIIE OIWH pa3 (BXiHI — y JICHb HAJAXOKCHHs a00 HE
Mi3HIIIE HACTYITHOTO POO0YOro JHS (SKIO JOKYMEHT HaIIWIIOB Y HepoOoUunii 4ac),
CTBOPIOBaHI — Yy JICHb MiAMKMCAHHS a00 3aTBEPIKCHHS );

y pasi mepenavi 3apeecTpOBaHOTO JOKYMEHTA 3 OJHOTO CTPYKTYPHOTO MiAPO3ILITY 10
1HIIIOTO HOBUH peeCTpaIiiiHU 1HAEKC Ha JJOKYMEHTI HE IPOCTaBIISETHCS;

JOKYMEHTH PEECTPYIOTHCS 3a IPyNaMu 3aJIeXKHO Bijl HA3BU BUJLY, aBTOPA 1 3MICTY
JIOKYMEHTIB;

OKPEMO PEECTPYIOThCS:

aKTH OpraHiB JIepKaBHOT BIIaAM, OpraHiB Biaaun ABToHOMHOI Pecy6miku Kpum ta
JTOPYYEHHSI BUIIIMX MTOCAIOBUX OC10, 3aIUTH, 3BE€PHEHHS, a TAKOK KOPECIIOHICHITIS
BepxoBnoi Pagu Ykpainu, mo Hagiinum 10 yCTaHOBH;

PO3MOpsAIYl JOKYMEHTH 3 OCHOBHUX IMUTaHb JISUIBHOCTI YCTaHOBH;

pOSHOpH,I[‘Ii JAOKYMCHTH 3 aI[MiHiCTpaTI/IBHO-FOCHOI[apCBKI/IX IIMTAaHb,

PO3MOPsI Ul TOKYMEHTH 3 KapOBHUX MUTaHb (0COOOBOTO CKJIaay) (BIIMOBIIHO 0 iX BUIIB
Ta CTPOKIB 30epiranHs);

pillIeHHs KoJIeTiaJbHUX OpTraHiB;

aKTH pPeBi3iii (PiHAHCOBO-TOCIIONAPCHKOT AISTHHOCTI;
OyXrajirepcbKi JOKYMEHTH;

3asBKHM Ha MaTepiajJbHO-TEXHIYHE TOCTAauYaHHs;
CITy>k0OBI JIUCTH;

3BEpHEHHS TPOMAJISH;

3alUTH Ha OTpUMaHHs MyOniyHoi iH(opmarii;

(hakcorpamu (ImarepoBi Korii JOKYMEHTIB, IepeaaHi 3 BUKOPUCTaHHSAM 3ac001B
(aKCHUMITBHOTO 3B’ SI3KY);

AOKYMCHTH, IO MEPCAAOTHCA CIICKTPOHHOIO MOUITOKO Y CKaHOBaHIM (bOle

3. Cny>6a Ii10BO/ICTBA IIEHTPATI30BAHO 31HCHIOE PEECTPALliI0 aKTIB OPraHiB AepKaBHOI
BJIQJIA, OPTaHiB BIagu ABTOHOMHOI PecryOniku Kpum Ta mopydeHsb BUIIMX MOCATOBUX
oci0, 3amuTiB, 3BepHEHb, a TAKOXK KopecrnoHaeHIii BepxoBHoi Paau Ykpainu,
Anminicrpamii [Ipesunenta Ykpainu, Kabinety MinicTpiB Ykpainu, JOKyYMEHTIB, 1110



HaJIIHIUIA HAa PO3IIISAA KEPiBHUKA YCTAaHOBH Ta HOTO 3aCTYIHUKIB, PO3MOPSTINX
JOKYMEHTIB, JIUCTIB 3a MiAMMCOM KEPiBHUKA Ta HOTO 3aCTYITHHUKIB, IIPOTOKOJIIB 1 pillIeHb
KOJICTiaJJbHUX OPTaHiB.

[H1I11 TOKYMEHTH, 110 CTOCYIOTHCSI HANPSIMIB JISTTLHOCTI CTPYKTYPHHUX I APO3ALTIB
YCTaHOBH, MOXXYTh PEECTPYBATUCS B IIUX CTPYKTYPHUX ITiIPO3AiIax.

He nmignsrators peectpaltii ciry>k0010 J1JI0BOJCTBA JOKYMEHTH, 3a3Ha4€H1 y J0AaTKy 4 110
uux [IpaBui.

4. Micre peecTpailii OKpeMHUX TpyI JOKYMEHTIB (Haka3u (pO3MOPSHKCHHS) 3 KaJIpOBUX
MUTaHb (0COOOBOTO CKIIATY), JOTOBOPH, 3BITH, MPEHCKYPAHTH TOIIO) BU3HAYAETHCS B
IHCTpYKIIi 3 IIIOBOACTBA YCTAaHOBH.

5. Ilix yac peectpariii TOKyMEHTY HaJaeThCsl yMOBHE IHppoBe (J1iTepHO- 1(poBe)
MMO3HAYCHHS — PEECTpaliifHui 1HAeKC. EneMeHTamMu peecTpalriiiHoro iHAEKCy €
MOPSIIKOBHIA HOMEP JTOKYMEHTA Y MEKaxX IPyNu JOKyMEHTIB, III0 PEECTPYIOThCS, STKUN
JIOTIOBHIOETHCS 1HJIEKCAMH, 1110 3aCTOCOBYIOTHCS B YCTaHOBI, 30KpeMa 1HACKCAMU 3a
HOMEHKJIATYPOIO CIpaB, CTPYKTYPHOTO MiJPO3/1Ty, KOPECIIOHCHTIB, IOCAJOBUX 0OCI0, sKi
PO3MIAAAIOTH 200 MAMKUCYIOTh TOKYMEHT, BUKOHABIIIB, MUTAHD ISUIBHOCTI SIKUX
CTOCYETBCSI JOKYMEHT, TOILIO.

Jl1g BXiAHUX JOKYMEHTIB peecTpaliiHui 1HAEKC CKIIAaeThes 3 MOPSIKOBOIO HOMEpa Ta
1HJIEKCY 32 HOMEHKJIATypOIO CIpaB ado0 1HIIOTO 1HJEKCY, 110 3aCTOCOBYETHCS B YCTAHOBI,
Hanpukian: 123/01-12, ne 123 — nopsiakoBuit Homep, 01-12 — iHAEKC CripaBH 3a
HOMEHKJIATYyPOIO.

VY BHUXIZHOTO JOKYMEHTa PEECTPAIIfHAN 1HIEKC MOXKE PO3MIIYyBAaTHCh Y 3BOPOTHIH
nociIoBHOCTI-IHIEKC 32 HOMEHKIIATYpOIO cipaB (y pasi MOTpedr MOXKe 3a3Ha4aTucs
TaKOXK 1HIIUN 1HJEKC, [0 3aCTOCOBYETHCS B YCTAHOBI) Ta MOPSAKOBUN HOMED,
Harnpukian: 02-10/457, ne 02-10 — iHaeKc cripaBy 3a HOMEHKJIATypoto, 457 —
MIOPSIAKOBUM HOMED.

3 METOI0 pO3pi3HEHHS TPYI JOKYMEHTIB 0 PEECTPAIIHOTO 1HACKCY TOAETHCS BIAMITKA,
siKa CKIagaeThbes 3 itep, Hanpukian: 820/03-15 ACK, ne ICK 3actocoByeTbes st
MO3HAYEHHS TOKYMEHTIB 3 TprQoM « /{7151 cIry>KO0BOTO KOPUCTYBAHHS.

SIKII0 JOKYMEHT MiJIrOTOBJICHO ABOMA YU OUIbIIE YCTAHOBAMH, PEECTPAIiITHUMI 1HIEKC
BKJTIOYA€ 1HJEKCH KOXKHOT 3 IIUX YCTAHOB, SIKi MPOCTABISIFOTHCS Yepe3 MPaBOOIUHY IMTOXUITY
PHUCKY B IOCIIIOBHOCTI, B SIKif JOKyMEHT MiJIICaHO HOTo aBTOpamu, Hanmpukias: 51/82
— JUTS CIIUTBHUX PO3MOPSAYNX TOKyMeHTIB abo 03-11/750/02-04/248 — nuist ciibHUX
JIMCTIB.

Peectpartiiinuii iHI€KC pO3MOPSAUNX JOKYMEHTIB Ta IEIKUX BHYTPIMIHIX JOKYMEHTIB
(axTH, IPOTOKOJIH, TOTOBOPHU TOII0) CKIAJAAETHCS 3 TOPSIKOBOTO HOMEpa y MEKax poKy. 3
METOIO PO3PI3HEHHS I'PYIl HaKa3iB (PO3MOPSKEHB) 3 KaJPOBUX MUTAHb (0COOOBOTO



CKJIaJly) KO)KHOTO BUJIY JIO MOPSAKOBOTO HOMEpA MOXKE JIOJIAaBATUCS JIITSPHHUH 1HICKC.
Cucrema TakuX iHJIEKCIB PO3POOISIETHCS YCTAaHOBOIO.

Micue po3TanryBaHHs peecTpaliifHOTO iHAEKCY Ha JOKYMEHTI 3aJIeXKHUTh BiJ BUly ONlaHKa
Ta BUIY JOKYMEHTA.

6. Y pasi 3acTocyBaHHS aBTOMaTH30BaHOI CUCTEMH peeCTpalii JOKYMEHTIB MOXeE
BUKOPHCTOBYBATHUCS IITPUX-KOA. Il BUXITHUX TOKYMEHTIB IITPUX-KOJ BKIIIOUAE
peecTpaliiHuil 1HIEKC 1 AaTy JOKYMEHTA Ta pO3TalllOBY€EThCS Y MeXaX, 3a3HAYCHUX Y
JCTY 4163-2003 ni1st pexBi3UTIB OaHKa, a caMme: 3 KyTOBUM PO3TallyBaHHAM
PEKBI3UTIB — 73 MM BiJ [TOYaTKy MEPILIOTo PEKBI3UTY, 3 MO3J0BXKHIM — 77 MM.

7. B ycTaHOBaX MOXe€ 3aCTOCOBYBAaTHUCH OIHA 3 TPbOX (POPM peecTpallii JOKyMEHTIB —
KypHaJIbHA, KAPTKOBA Ta aBTOMATU30BaHA (3 BUKOPUCTAHHSAM CIeLiaIbHUX
KOMIT’ FOTEPHUX TIPOTpam).

KypuanbsHy GopMy peectparii JOKyMEHTIB AOIIEHO BUKOPUCTOBYBATH JIUIIIE B
yCTaHOBax 3 00cAToM JTOKyMeHTo00Iry 10 600 JOKYMEHTIB Ha PiK, BUKOPUCTOBYIOUHN
(dbopMmu KypHaIiB, HaBeICHI B qoAarkax 5—7 no uux [IpaBum.

8. KapTroBa (opma peectparii JOKyMeHTIB niepeadayae 3arl0OBHEHHS
peecTpaniiHO-KOHTPOJIBHUX KAPTOK, 3 AKUX (DOPMYIOTHCS TOBIJKOBI 1 KOHTPOJIbHI
KapTOTEKH.

KinpkicTh MpUMIpHUKIB KapTOK BU3HAYAETHCS YCTAHOBOIO 1 3aJICKUTH BiJl PIBHS
[EHTpaJIi3amii opraxizaiii JiJI0BOICTBA, KITPKOCTI BUKOHABIIIB JJOKYMEHTA Ta KUTLKOCTI
KapTOTEK B YCTaHOBI.

Sk mpaBmMIT0, PO3APYKOBYIOTHCS TPH MPUMIPHUKH KapTOK: JIBA — PO3MIIIYIOTHCS B
JIOBIJIKOBIH 1 KOHTPOJIbHINM KapTOTEKaX, OAMH — MEPeJaeThCsl BUKOHABIIIO pa3oM 13
JTOKYMEHTOM.

KapTku BUTOTOBIISIOTHCS Ha IiIbHOMY Tanepi popmary AS (210 x 148 mm) abo A6 (105
X 148 Mm).

9. V¥ pas3i BpoBa/KCHHS aBTOMaTH30BaHO1 (hOpMH peecTparlii JOKYMEHTIB () OPMYEThCS
0aHK peecTpalliifHUX JaHUX B €JIEKTPOHHIH (hopMi, a 32 HASIBHOCTI JIOKAJIbHOT MEpexi —
[EHTpaJbHUN OaHK PEECTPAIIHUX TaHUX JJIT BUKOPUCTAHHS MpalliBHUKaMHu 1H(popmartii
PO BC1 JOKYMEHTH 1 Miclie IX pO3TalllyBaHHS.

10. ¥V pasi 3acTocyBaHHs KapTKOBOT a00 aBTOMaTH30BaHO1 (hopMu peecTpartii Beix
KaTeropii JOKyMEHTIB (BX1IHUX, BUX1THUX, BHYTPIIIHIX) O()OPMIIOETHCS
peecTpaLifHO-KOHTPOJIbHA KapTKa, (hopMy SIKOi HaBeeHO B 1ofarky 8 mo uux [Ipasui, i3
3a3HaYeHHSIM 000B’A3KOBUX PEKBI3UTIB, 110 HaBe/AEHI B foAatky 9 o nux [Ipasu.



[Tepenik 060B’A3KOBUX PEKBI3UTIB PeeCTPaIliiiHO-KOHTPOIBHOI KAPTKU MOXKe OyTH
JOTIOBHEHUH 1HITMMHU pekBi3uTamu. [1opsiiok po3milieHHs pEKBI3UTIB y
peecTpaniiHO-KOHTPOIBHIHN KapTIli MOXKE BU3HAYATHCS YCTAHOBOIO.

4. OpraHi3auif nepena4i AOKYMeHTIB Ta iX BAKOHAHHS

1. 3apeecTpoBaHi JOKyMEHTH MIEPEIAIOTHCS HA PO3IIISIT KEPIBHUIITBA YCTAHOBH B JIEHB 1X
HA/IXOJKEHHS 200 HACTYITHOTO pOoOO0YOro JTHS Y pasi HAJAXOIKECHHS JJOKYMEHTIB Y
HepoOoumii yac. Tenerpamu, TenedoHorpamu Ta iHIII TEPMIHOBI JOKYMEHTH
NEPEIAI0THCS HETAHO.

2. KepiBHUKY yCTaHOBH Bijpa3y Micisl peecTpallii nepeiaoTbcs akTh OPraHiB JIep>KaBHOT
BJIaJI¥, OpraHiB Biaau ABTOHOMHOI PecriyOmniku Kpum Ta 1opydeHHs BUIIUX OCAJOBUX
0ci0, 3aIuTH, 3BEPHEHHS, a TAKOXK KopecnoHieH1is BepxosHoi Pagu Yipainu,
Anminictpanii [Ipesunenta Ykpainu, Kabinety MinicTpiB YkpaiHu, KOpeCHOHACHIIIS,
10 HAJAXOAMTD B1Jl yCTAHOB BUIIIOTO PiBHSL.

3. JIOKyMEHTH, PO3TISHYTI KEPIBHUIITBOM YCTAaHOBH, TOBEPTAIOTHCS 3 PE3OJIOIIEI0 MO0
iX BUKOHAHHS B CITy»O0y J1JIOBOJICTBA, sIKa 3IMCHIOE Tepeiady JOKYMEHTIB Ha
BUKOHAHHSL.

JIOKyMEHT, BUKOHAHHS SIKOTO JOPYYEHO KUIBKOM CTPYKTYpHHUM MiZpo3aijaM, Moxe OyTu
nepeaHuii BUKOHABISIM y IOPSIIKY BU3HAYEHHS X y pe3osmonii a00 0HOYacHO y BUIIIS A
KOIIiH 3 TIepeiaueto OPUriHaly TOJIOBHOMY BUKOHABIIIO, BU3HAYCHOMY B PE3OJTIOLIT
nepmuM. Y pasi BOPOBADKEHHS €JIEKTPOHHOTO JOKYMEHTOOOITY CIliBBUKOHABIT
OTPUMYIOTh JOKYMEHT B €JIEKTPOHHIH (opmi.

4. @akT nepeaadi JOKYMEHTIB BUKOHABIIM (DIKCY€ThCS IUISIXOM MTPOCTABICHHS
BIJIMOBIAHOI BIAMITKU B peecTpalliiiHiil popmi 13 3a3Ha4eHHAIM 1H(opmalii mpo
BUKOHABIIIB, SIKUM II€PEaHO OpPUTiHAJ JOKYMEHTa Ta HOoro Kormii.

5. Ilepenada 1OKyMeHTa 3 OJJHOTO CTPYKTYPHOTO IiPO3ILTY O iHIIOTO 3AilICHIOETHCS
gepes ciykO0y JIIJIOBOJICTBA, SIKA TIPOCTABJISIE BIIMOBIIHI BIAMITKH Y PeECTpaIiitHIX
¢dopmax. JIokyMeHTH, BUKOHAHHS SIKUX TepeOyBae Ha KOHTPOII, IIEPEAatoThCS A0 1HITHX
CTPYKTYpPHUX HiAPO3A1TIB a00 1HIIUM BUKOHABIISIM TLTBKH 3 MTOBIIOMIICHHSM PO 11€
CITy01 KOHTPOJTIO.

[Tepenaya TOKYMEHTIB y MeXax CTPYKTYPHOTO TiIPO3LTY 3MIHMCHIOETHCS Yepe3 0coby,
BiJINIOBiJAJIbHY 3a J1IOBOACTBO B CTPYKTYPHOMY IiIPO3ALJi (cekpeTaps).

6. 3a BUKOHaHHA JOKYMEHTA BIAMOBIIal0Th 0COOH, 3a3HAYCHI y PO3MOPITIOMY
JIOKYMEHTI, pE30JII0L1i1 KepIBHUKA YCTAaHOBHU, Ta MPALIBHUKH, SKUM 0€3110CEpeIHbO
JIOPYUYEHO BUKOHAHHSI.

l'onoBHUI BUKOHABEIb OpraHi30BY€e pOOOTY CIIBBUKOHABIIIB, 30KpeMa BU3HAYA€E CTPOKH
MOJJaHHS HUMH MIPOTIO3HUIII N, TIOPSAOK ITiITOTOBKH, TTOTO/HKCHHS MTPOEKTY TOKYMEHTA.



CrniBBUKOHABIII BiJIMOBIAAIOTH 32 MiJITOTOBKY Ha HAJIE)KHOMY PiBHI Ta CBO€YACHE MOJAHHS
TOJIOBHOMY BHKOHABIIIO IPOTIO3HIIINA. Y pa3i HECBOEYACHOTO ITOIaHHS TTPOTTO3UITIT
CITIIBBUKOHABISIMH TOJIOBHHI BHKOHABEI[h iH(POPMYE PO 1Ie KEPIBHUKA, KU HAaB
JOpYYECHHS.

7. BukoHaHHS JOKyMEHTa Mependadae 30MpaHHs Ta ONPALIOBaHHSI HEOOXiTHOT
iH(dOopMarlii, mArOTOBKY MPOEKTY BIAMOBIAI HA TOKYMEHT UM HOBOTO JOKYMEHTA, HOTO
odopmIleHHS, Y3TO/PKeHHS, TIOAAHHS JUTS IMiIMUCAHHS (3aTBEPIXKEHHS) KEPIBHUKOBI
YCTaHOBH, y JIEAKUX BUMAJKaX — KEPIBHUKOBI CTPYKTYPHOTO MIAPO3/ILTY, a TAKOXK y pasi
noTpeOu — MATOTOBKY Ul EPECUIIaHHS aJipecary.

8. IIpariBHMK, BiIIOBIJaIbHUI 32 BUKOHAHHS JIOKYMEHTa, y pa3i BIAMYyCTKH,
BIJIpSI/IKEHHS, 3BUIBHEHHS 3000B’I3aHUH TIEpeIaTH 1HIIIOMY TIPAI[iBHUKOBI 32
MOTO/IKEHHSIM 31 CBOIM Oe3MocepeiHiM KepIBHUKOM yCi HEBUKOHAHI JJOKYMEHTH Ta
noiH(opMyBaTH CIyk0y KOHTPOJIIO TIPO Mepeaaqy TOKYMEHTiB, BUKOHAHHS SIKHX
nepedyBa€e Ha KOHTPOJI, 1HIIOMY BUKOHABIIEBI.

5. OpraHi3sauisi KOHTPONO 3a BUKOHAHHAM OOKYMEHTIB

1. KoHTpOIh 32 BUKOHAHHSM JOKYMEHTIB 3I1HCHIOETHCS 3 METOIO 3a0€3I1eUCHHS
CBOEYACHOI'O Ta HAJIEKHOIO iX BUKOHAHHSI.

OO00B’sI3K0BO KOHTPOJIIOETHCSI BAKOHAHHS 3aB/aHb, MIepe0adeHNX B aKTaX OPraHiB
Jep>KaBHOT BIIaIM, OpraHiB Biaan ABTOHOMHOI PecnyOmiku KpuMm Ta 1opydeHHSX BUIIMX
MOCaI0OBUX 0C10, HaJlaHHS BI/IMOBIICH HA 3alMTH, 3BEPHEHHS, a TAKOXK Ha
KopecnoHeHito0 Bepxosnoi Pagu Ykpainu, Anminictpanii [Ipesuaenrta Ykpainuy,
Kab6inety MinicTpiB YkpaiHu, po3mopsadi TOKyMEHTH Ta JOPYUYEHHS KepIBHUIITBA
YCTaHOBH, PIILICHHS KOJIETiaIbHOTO OPraHy YCTaHOBH, 3alTUTH Ha MyOniyHy iH(pOpMAILIiio.

2. Oprasi3arlito KOHTPOJIIO 32 BUKOHAHHSM 3aB/laHb, BU3HAYEHUX B aKTaX OpPraHiB
JiepKaBHOI BIIaJu, opraHiB Biaau ABToHOMHOT Pecniy6iniku KpuM Ta 10py4eHHIX BUIIMX
MOCaJI0BUX 0Ci0, 3A1HCHIOE NepIINiA 3aCTYITHUK a00 3aCTYIHUK KepIBHUKA YCTAHOBU
BIJIOBIAHO 10 pO3MOLTY (QYHKIIOHATIBHUX 000B’S3KIB.

besnocepenHiit KOHTPOJIb 32 BUKOHAHHAM JOKYMEHTIB TIOKJIAIA€ThCs Ha CITYkKOy
Ji70BOACTBA 200 CITy»)Oy KOHTPOJIIO — CHeIliadIbHUHN Tiapo3/1iia abo mocaaoBy 0cooy,
BiJITIOBiJAJIbHY 3a 3[iHCHEHHS! KOHTPOJIIO.

VY CTpyKTYpHHX TiApo3aiiax Oe3mocepenHii KOHTPOIb 32 BUKOHAHHSM JOKYMEHTIB
3aiMicHIOE 0c00a, BiANOBIAaILHA 3a TIIOBOICTBO.

3. TunoBi CTPOKM BUKOHAHHS JOKYMEHTIB BCTAHOBIIIOIOTHCS HOPMAaTHBHO-TIPABOBUMHU
aKTaMH, a IHJUBIAyalIbHI — PO3MOPATYUM JOKYMEHTOM YCTaHOBH 200 PE30ITIOLIEI0
KepiBHUKA (CTPYKTYPHOTO MiAPO3ALTY).



4. CTpoKH BUKOHAHHS BHYTPIIIHIX TOKYMEHTIB OOUMCITIOIOTHCS B KaJICHIAPHUX JTHSX,
MOYMHAIOYH 3 JAATH MiJIMUCAHHS (peecTpallii), a BXiTHUX — 3 IaTH HAJIXOJKCHHS
(peectpartii).

k1o ocTaHHiN A€HB CTPOKY BUKOHAHHS JJOKYMEHTA MPUITIaJIa€ Ha HEPOOOUUH JCHb,
OCTaHHIM JTHEM CTPOKY BUKOHAHHS JIOKYMEHTA BBaXKA€THCS MEPIIUil poOOUMiA AEHB MiCIs
HepoOoUJoro JHS.

5. JIOKyMEHT, B IKOMY HE 3a3Ha4€HO CTPOK BUKOHAHHS, IOBUHEH OyTH BUKOHAHUH HE
ni3Hime Hixk 3a 30 KaJleHAapHUX JIHIB 3 MOMEHTY HOro peecTpallii B yCTaHOBI, 10 K01
HAJ1MIIOB TOKYMEHT.

3aBaaHHs, BU3HAYCHE y CITY)KOOBOMY JIOKYMEHTI1, BUKOHY€ETHCS Y BCTAHOBIIEHHUH CTPOK.

SIk11o 3aBraHHs MOTpeOy€e TEPMIHOBOTO BUKOHAHHSA, 00OB’I3KOBO 3a3HAYAETHCS
KOHKPETHUH KIHIICBUU CTPOK BUKOHAHHSI.

6. CniiBBUKOHAaBII1 3000B’A3aHi 110/1aBaTH MPOMO3HUIIii TOJIOBHOMY BUKOHABIIIO IPOTSITOM
NepUIOi OJIOBUHH CTPOKY, BIABECHOI'O JUIsl BUKOHAHHS TOPYUYEHHs, 3aB/IaHHS.

7. InauBigyansHull CTPOK BUKOHAHHS JOKyMEHTa MO)Ke OyTH 3MiHEHUIT JuIIe 3a
BKa31BKOIO TI0CAJI0BOT 0cOo0M, sIKa HOTO BCTAHOBMIIA, a y pasi ii BiICYTHOCTI — MOCAA0BOL
oco0Ou, sIxa 1i 3aMilaE.

VY pa3i moTpedu CTPOK BUKOHAHHS JOKYMEHTa MOXe OyTH MPOIOBKEHO 3a
OOTpYHTOBaHUM MIPOXaHHSM BUKOHABIIS, SIKE TTOJAETHCS HE TI3HIIIE HIXK 32 TPH poOOUnx
JH1 JT0 3aKiHYEHHS BCTAHOBJICHOTO CTPOKY, a II[0JI0 JIOKYMEHTA, B IKOMY HE 3a3HaY€HO
CTPOK, — JI0 3aKiHUEHHS TPUIISATHACHHOTO CTPOKY BiJl IaTH MOTO peecTpallii.

VY pasi 3MiHHU CTPOKiB BUKOHAHHS MPOCTABISAIOTHCA HOBUI CTPOK, J1aTa 1 MiIuC.
BinnoBigHi 3MiHH BHOCSTBCS 0 PEECTPAIIHHO-KOHTPOIBHOT KapTKH a00 OaHKY
peecTpaniiHuX JaHuX.

8. B3sTTs JOKyMeHTa Ha KOHTPOJIb 3IHCHIOETHCS Ha MIJACTaBl PE30IIIOIT KepIBHUKA
YCTaHOBH 200 HOTO 3aCTYIHHUKIB.

KoHTposib 32 BUKOHAHHAM JOKYMEHTIB BKJIIOYA€E B3STTS TOKYMEHTIB HAa KOHTPOJIb,
BHU3HA4YEHHS POPM 1 METO/[IB KOHTPOJIIO, IEPEBIPKY XOAY CBOEYACHOTO I0BEACHHS
JOKYMEHTIB /10 BUKOHABIIIB, KOHTPOJIb 32 CTAHOM BUKOHAHHSI, 3HATTS JOKYMEHTIB 3
KOHTPOJTIO, HAITPABJICHHS] BUKOHAHOTO JIOKYMEHTA JI0 CIIPaBH, OOMIK, y3araJbHEHHS Ta
aHaJi3 pe3yJabTaTiB BUKOHAHHS JOKYMEHTIB, iIHOpMYyBaHHS KepIBHUITBA PO XiJ] Ta
pe3yNbTaTh X BUKOHAHHS.

9. KoHTpoIb 32 BUKOHAHHSM JIOKYMEHTIB 3/IIHCHIOETHCS 3 JIOTIOMOTOI0
peeCTpaIitHO-KOHTPOJILHOT KapTKK a00 aBTOMaTH30BaHO1 iHGopMaIliifHoi cuctemu (6aszu
JTAHUX).



PeecTpaliiiiHO-KOHTPOJIbHI KQpTKH JIOKYMEHTIB, 10 1epe0yBarOTh HA KOHTPOJII,
TPYMYIOTHCS B KAPTOTEIIl 32 CTPOKAMH BUKOHAHHS JIOKYMEHTIB BUKOHABIIMU 200
KOPECTIOHICHTaMH, TPYTIaMH IOKYMEHTIB (Haka3u KepiBHHUKA, JOPYUYCHHS BHIUX OPTaHiB
BJIQJIU, PIllIEHHS KOJIETii TOIIO).

3 Ipyrux NpUMIPHUKIB peeCTPaLiiHO-KOHTPOIBHOI KAPTKH (POPMYIOTHCS KOHTPOJIbHI
KapTOTEKH B CTPYKTYPHHX ITiIPO3/1IAX.

Ha oaun koHTposIbOBaHUI TOKYMEHT MOXe OyTH 3aBEJI€HO KUJIbKa
peecTpanifHO-KOHTPOJIBHUX KapTOK, KUTBKICTh SIKUX BU3HAYAETHCS 3AJIEKHO Bij
KUJIBKOCT1 BUKOHABLIIB 200 CTPOKIB BUKOHAHHSI OKPEMHUX 3aBIaHb, 3a3HAYCHUX Y
JOKYMEHTI.

V pa3si AKII0 BU3HAUYCHO KiJIbKa BUKOHABIIIB, ajie BiMOBIAIBHICTh MOKIATAETHCS HA
OJTHOTO 3 HUX, PEECTPAIlifHO-KOHTPOJIbHA KapTKa CKIAIA€ThCS TUIBKH Ha
BIZIITOBIJAJIBHOTO BUKOHABIIA.

10. lani ipo Xia BUKOHAHHS JTOKYMEHTA, OJIepKaHi IIJITXOM 3aluTy 1o Tenaedony abo
i yac nepeBipku poOOTH CTPYKTYPHOTO MiJIPO3IiTy — BUKOHABILS, BHOCSATHCS 710
peecTpaIitHO-KOHTPOJIbHOT KapTKu y rpady «KonTponsHi BimMiTkny. [Ipu ibomy
TIOTIEPE/IHI 3aMUCH HE 3aKPECIIIOI0THCS.

11. ABTOMaTH30BaHMI KOHTPOIIb 32 BUKOHAHHSM JOKYMEHTIB 3[[1HCHIOETHCS 32
JIOTIOMOTOIO CIIEHIAIbBHUX KOMIT FOTEPHUX MTporpam abo € CKIaA0BOI0 CHCTEMHU
aBTOMAaTH3alli] IJI0OBOICTBA YH CUCTEMU €IEKTPOHHOTO IOKYMEHTOOOITY.

12. KoHTpoIIh 3a X010M BUKOHAHHS JTJOKYMEHTIB 3/IICHIOETHCS Ha BCIX eTanax
MIPOXO/KCHHS JOKYMEHTA JI0 3aKiHYEHHS CTPOKY HOTO BUKOHAHHS (ITOTICPEIKYBaTbHHIMA
KOHTPOJIb 32 JIONIOMOT'0I0 HarajyBaHb) y MOPSJIKY, BA3HAYCHOMY 1HCTPYKIIIEO 3
JIOBOJICTBA YCTAHOBH.

13. ITicast BUKOHAHHS TOKYMEHT 3HIMAEThCS 3 KOHTPOIIO. JIOKyMEHTH BBaXKarOThCs
BUKOHAHMMH 1 3HIMAIOThCS 3 KOHTPOJIIO MiCTIsi BUKOHAHHS 3aBJaHb, 3alIMTIB,
MIOB1IOMJICHHS IIPO PE3YyNbTaTH 3aiHTEPECOBAHUM YCTaHOBaM 1 0cobaM abo Mmicis 1HIIOro
MiATBEPKCHHST BAKOHAHHSI.

3HATH TOKYMEHT 3 KOHTPOJIIO MOXKE TIJIbKU KEPIBHUK YCTAaHOBHU, HOTO 3aCTYITHUKH, K1
BCTAaHOBWJIM KOHTPOJIbHUI CTPOK y PE30JIIOILIT, 200 3a IX JOpyUEHHSIM CIIy)0a
Ii0BO/ICTBA (CITy’k0a KOHTPOIIO). JIOKyMEHTH 3 THIIOBUMH CTPOKAaMH BUKOHAHHS
3HIMAIOThCS 3 KOHTPOJIIO 32 PIIICHHSIM CITY»KOU J1IIOBOJICTBA (CIYKOU KOHTPOIIIO).

JlaHi Ipo BUKOHAHHS JOKYMEHTA 1 3HATTS HOT0 3 KOHTPOJIIO BHOCSTHCS 10
peecTpaniiHO-KOHTPOJIBHOT KapTKH.

JlHeM BUKOHAHHS 3aBJjaHb, BA3HAYCHUX B aKTaX OpraHiB JepKaBHOI BIIaJM, OPTaHiB
Biaau ABToHoMHOI PecriyOmiku Kpum 1 fopyueHHSX BUILMX 11OCAJOBHUX 0C10, Ta



BHKOHAHHS 3alUTiB, 3BEPHEHb, a TAKOXK KOpeCHoH IeHIIi1 BepxoBHoi Pagu Ykpainu
BBAXXKA€THCS JIEHb PEECTpallii B yCTaHOBI BUXITHUX JOKYMEHTIB PO BUKOHAHHS 3aB/IaHb.

BukoHaHi TOKyMEHTH MOAAIOTHCS HA MIAMKUC KEPIBHUIITBA HE MEHII 5K 3a OJUH JEHb J10
3aKiHYEHHSI CTPOKY 1X BUKOHAHHS 3 METOIO 3aJIMIICHHS MIEBHOTO Yacy Ha iX
JI0OTIPAIIOBaHHS 32 PILICHHAM KEPIBHULITBA.

CTpoku mojaHHs TOKYMEHTIB, 1110 epe0yBatoTh Ha KOHTPOJI1, HA MiAMUC KEPIBHUILITBY
BCTaHOBJIIOIOTHCS B IHCTPYKIIIT 3 AUIOBOJICTBA YCTAHOBH.

14. Tadopmarist mpo pe3ynbTaTi BAKOHAHHS B3SITUX HA KOHTPOJb IOKYMEHTIB
y3arajbHIOETHCS] CTAHOM Ha TEepIIIe YUCIO KOKHOTO MICSIIS 1 TIOAETHCS KEPiBHULTBY
YCTaHOBH Y BUIVISIAII 3BEJICHb ITPO BUKOHAHHA JOKYMEHTIB 32 BU3HAYCHOIO B YCTaHOBI
dhopmoro.

ABTOMaTH30BaHUI KOHTPOJIb 32 BUKOHAHHSM JIOKYMEHTIB Iepe0auae aBTOMaTHIHE
(dhopMyBaHHS BIIOMOCTEH MPO iX BUKOHAHHS.

6. IHcbopmauinHo-aoBiAKOBa po6GoTa 3 JOKYMEHTaMu

1. Inopmariiiino-moBiikOBa poOOTA 3 TOKYMEHTAMH TOJISITAE B TTONTYKY HEOOX1THUX
JOKYMEHTIB 3 BUKOPUCTAHHSIM PEECTPALIMHO-KOHTPOIBHUX KapTOK 200 aBTOMAaTU30BaHUX
OaHKIB peecTpaliifHUX JaHUX.

2.V pa3i BUKOPHUCTaHHS KapTKOBOI ()OPMH peeCTpallii JOKYMEHTIB IPyKY€ThCSI HEOOXiaHA
KUIBKICTh PEECTPALITHO-KOHTPOJIBHUX KAPTOK, 3 SIKUX CKJIAAal0ThCS CaMOCTIHHI
KapTOTEKH.

KinbKicTh KapTOTEK B yCTaHOBI BU3HAYAETHCS 3 YpaxyBaHHSAM PiBHS LEHTpaIi3amii
peeCTpaIiiHuX 1 MONTYKOBHUX OMEpaIlii, a TAKO)X KOHKPETHUX YMOB JIISITBHOCTI YCTaHOBH.

Jlist miaBuIeHHs €()eKTUBHOCTI POOOTH MOITYKOBO1 CUCTEMH CITY>KOOI0 TLJTOBOJICTBA
PO3po0IIsAIOTECS KiacudiKalliiiHi JOBITHUKY (BUIIB TOKYMEHTIB, KOPECIIOH/IEHTIB,
BHKOHABIIIB TOIIO).

3. VY pas3i 3anpoBa/KEHHS CHCTEMHU aBTOMATH3AIli1 IIJI0OBOJCTBA a00 CUCTEMH
EJIEKTPOHHOTO JIOKYMEHTOOOITy MOITYK KOHKPETHOTO JIOKYMEHTA 3IHCHIOETHCS 3a
peKBi3UTaMU (3aroJIOBOK, Ha3Ba BUY JOKYMEHTA, /1aTa IPUHHATTS, HOMEp JTOKYMEHTa,
aBTOp JOKYMEHTA TOII0) 200 32 KOHTEKCTOM (KJIFOUOBE CI0BO abo (ppaza). [TomykoBumii
3aIUT MOXKE MaTH OyIb-SKy KOMOIHAIIIF0 PEKBI3UTIB.

7. Nopsaaok onpauloBaHHA Ta HaACUSIaHHA BUXiAHUX JOKYMEHTIB
1. BuxigHi 1OKyMEHTH HAJCHIAIOTHCS ajpecaraM 3 BUKOPUCTAHHSIM 3aC001B IMOIITOBOTO

3B’SI3KY, €JICKTPO3B’A3KY, a TAKOXK JJOCTABIISIOTHCS Kyp €PCHKOIO, eNb]l’ ErepChKOI0
ciryx0amu.



OmnpaitoBaHHs TOKYMEHTIB U1 BiITPABIICHHS MOIITOBUM 3B’ SI3KOM 3[1HCHIOETHCS
CITy>K0010 JIIJIOBOJICTBA YCTAHOBH BiNOBITHO A0 [IpaBmi HafaHHS MOCITYT MOIMITOBOTO
3B’ 513Ky, 3aTBEpKeHUX MocTaHoBor0 Kabinery MinictpiB Ykpainu Big 05 6epezns 2009
poky Ne 270 (i3 3MiHaMn).

A03arn Tpetiii nyHkry 1 rmasu 7 po3ainy 111 BuxmodeHo

A03art yerBeptuil nyHkry 1 rmasu 7 po3ainy 11 BuxmoueHo

Bunu nokymeHTiB, iHpopmallis 3 SIKUX MepelaeThCs KaHaJIaMU €JIEKTPO3B 3Ky, a TAKOXK
HEOOX1THICTh 1 MOPSAIOK HAICHIIAHHS aJIpecaroBi iX OpUriHaily B manepoBiid ¢popmi
BU3HAYAIOTHCS IHCTPYKINEIO 3 A1IOBOJCTBA YCTAHOBH 3 YpaxXyBaHHSM HasiBHUX B YCTAHOBI
TEXHIYHUX 1 IPOTPAMHHUX 3aC00iB.

2. Indopmariiiini, TenekoMyHIKaliifHi Ta iHpOpPMaLiHO-TENEKOMYHIKaIiiiHI cCUCTeMHU
MMOBHHHI 3a0€311e4yBaTH 3aXUCT B1Jl HECAHKIIIOHOBAHUX JIiH, SIK1 MOXKYTh IIPU3BECTH JI0
BUIIAJIKOBUX 200 YMUCHUX 3MiH UM 3HUIICHHS 1H(OpMAITii.

3. BuxiJHi TOKyMEHTH OINPalbOBYIOThCS 1 HAICUIIAIOTHCS LIEHTPAI30BaHO B JIEHb 1X
HAJIXOJKEHHS B1JI CTPYKTYPHUX MIAPO3/1I1B — BHUKOHABIIIB 200 HE Mi3HIIIE HACTYITHOTO

pobouoro JHS.

He nomyckaetbcs HaacuiianHs abo mepenada JOKyMEHTIB 0e3 X peectpaltii y ciryx0i
IJIOBOACTBA.

4. ITix yac mpuiitMaHHA BiJl BAKOHABIIB BUXIJHUX JOKYMEHTIB MPALliBHUKHU CITyKOU
JJI0BOZACTBA 3000B’s13aH1 IEPEBIPUTH:

NPaBUIBHICTH O)OPMIICHHS TOKYMEHTa (CKJIa[ 1 pO3MIILIICHHS B HhOMY BCiX PEKBI3HTIB);
HasIBHICTH 1 IPaBWIBbHICTh 3a3HAYCHHS aJPECH;

HAsBHICTh HA JIOKyMEHTI BiIMITKH MPO JOJATKH;

HAsBHICTh yCiX HEOOXITHUX MiAMUCIB HA TOKYMEHTI Ta JI0/aTKaxX 0 HbOTO;

HasIBHICTH Bi3 Ha KOIIii BUX1THOTO JOKYMEHTA, 10 3aJIUIIAE€THCS Y CIIpaBax YCTaHOBH,
HasIBHICTb 1 IOBHOTY JOAATKIB;

BiJIMTOBIAHICTH KUTBKOCTI IPUMIPHUKIB KUIBKOCTI aJIpecaris.

5. JIOKyMeHTH, 10 Ha/ICUJIAIOTHCS OJHOYACHO OTHOMY 1 TOMY CaMOMY aJpecaToBi,
BKJIQJIAIOTHCS B OJIMH KOHBEPT (ynakyBaHHs). Ha KOHBepTi 3a3Ha4aeThCs apeca, 3a

HEOOX1THOCTI MPOCTABIAIOTHCS PEECTPAIliiHI 1HAEKCH BCiX JOKYMEHTIB, SIKi MICTATHCS y
KOHBEPTI.



JIOKyMEHTH, IO JTIOCTABISIOTHCS (PesIb)I’ErepChKOI0 CIIY:KO0K0, IepeatoThes aapecaram
T TTAKC Y BIAMTOBITHIN KHU3I.

6. [locunanHs abo 3amMiHa po3iCIaHOro paHilie JOKYMEHTa 3/1HCHIOETHCS 3a BKa31BKOIO
oCcaI0oBO1 0CO0H, SKa Minrcana JOKYMEHT, a00 KEpiBHUKA CITy>KOH JTJIOBOJICTBA.

7. CTpyKTypHI MAPO3AUTH Ta OKpEeMi BUKOHABII 3000B’s3aH1 MepeaBaTi BUX1/IHI
JOKYMEHTH Ta 1HIII MOIITOBI BiANMPABIEHHS J0 CIY>KOH JIJI0OBOACTBA y TOAMHH,
BCTAHOBJICHI JUIsI IILOTO 1HCTPYKIIIEIO 3 AIOBOJCTBA YCTAHOBH.

IV. Cuctematunsauisi Ta 36epiraHHs LJOKYMEHTIB Yy AiNoBOACTBI
1. CknagaHHA HOMEeHKNnaTypu cnpas

1. Homenkuatypa cripaB npu3HadeHa Jisl BCTAHOBJICHHS B YCTaHOB1 €JMHOTO TOPSAKY
(dbopMyBaHHS CIIpaB He3aJeKHO BiJ popMu Hocid iHpopMalii, 3a06e3medeHHs X 00Ky,
OTIEPAaTUBHOTO TMONIYKY JOKYMEHTIB 3a iX 3MIiCTOM 1 BUJIOM, BU3HAUCHHS CTPOKIB
30epiraHHs CrpaB 1 € OCHOBOIO JJIsl CKJIaJJaHHS ONKCIB CIPaB MOCTIHHOTO Ta TPUBAJIOIO
(monax 10 pokiB) 30epiranssi, a TakoXx JUIst 00J1iKy cripaB TUM4acoBoro (10 10 pokis
BKJIIOUHO) 30epiranHs.

3akpiruieHa B HOMCHKJIATYpi CXeMa CUCTeMaTn3allii CripaB BUKOPUCTOBYEThCS IIPH
PO3pOOICHHI CXeMH KapTOTEKH Ha BUKOHAHI JOKYMEHTH.

2. IcHy10TH Taki BUAM HOMEHKJIATYp CIIPaB: TUIIOBA, IPUMipHa, HOMEHKJIATypa CIpaB
YCTaHOBH, HOMEHKJIATypa CIpaB CTPYKTYPHOTO MiAPO3/LTY.

Tunosi abo MpUMipHI HOMEHKJIATYPH CIIpaB po3poOIISIIOTh OPraHu BUILIOTO PIBHS JUIS
IiB1IOMYMX YCTAHOB 3 METOIO YHi(iKallii CKIaay crpaB Ta CTPOKIB iX 30epiraHHs.

TunoBa HOMEHKJIaTypa BCTAHOBIIIOE€ TUIIOBHI CKJIaJ CIIpaB AJIsl yCTAaHOB, OAHOPIIHUX 32
XapaKTepoM JisTIbHOCTI, OTHAKOBOIO CTPYKTYPOIO, 3 €JMHOI0 CHCTEMOIO iHAEKCaIlii
KOYKHO{ CIIpaBH 1 € HOPMAaTUBHUM aKTOM.

[TpumipHa HOMEHKIIaTypa CIpaB YCTaHOBIIIOE MPUMIPHHUHN CKJIaJ CTIPaB ISl YCTAHOB,
OIHOPITHUX 32 XapaKTEPOM JisUIbHOCTI, aJie PI3HUX 32 CTPYKTYPOIO, 1 Mae
PEKOMEHIAIIHII XapakTep.

Crpoku 30epiranss cupas, rnepedayeHi TUIIOBOK a0 MPUMIPHOIO HOMEKIIATypPOIO
CIpaB, MEPEHOCATHCS O HOMEHKJIATYpH CIPaB YCTAaHOBU 0€3 3MiH.

3. [IpuMipHi Ta TUTIOBI HOMEHKJIATYPH CIPaB, po3po0JIeHi IIEHTPATbHIMHU OpraHaMu
BJIaJ, IHIIMMU IICHTPAJIbHUMH YCTaHOBAMH, CXBAJIIOIOTHCS €KCIIEPTHOIO KOMICIETO (ai
— EK) BiAmoBiTHOTO OpraHy BHILOTO PiBHS, PO3TIISIAIOTHCS BiMTOBITHO 10
3akoHOAaBCcTBa LleHTpanbHOIO eKkcriepTHO-TIepeBipHOI0 KoMiciero (nam — L[EITK)



JlepxaBHOT apXiBHOT ciy»0u (1ani — YKpaep:kapXxiB) Ta 3aTBEPIKYIOTbCA iX
KepiBHUKAMHU.

[TpuMmipHi Ta TUIIOBI HOMEHKJIATYypH CIIPaB, PO3pOOIEH] MiCIEBUMH OpraHaMu BIIAJIH,
IHITUMHU yCTaHOBAaMH OOJIACHOTO PiBHS VISl OJTHOPITHUX 32 XapaKTePOM AiSUTbHOCTI
MiABIIOMYUX YCTAHOB, TIOTOJKYIOTHCS €KCIIEPTHO-TIepeBipHOIO KoMiciero (nani — EIIK)
BIJIMOBITHOTO JACP>KAaBHOTO apXiBy Ta 3aTBEPIKYIOTHCS X KEPIBHUKAMU.

4. He3asiexHo B1Jl HASBHOCTI TUIIOBOI YU IMPUMIPHOI HOMEHKJIATYPH CIIpaB KOXKHA
yCTaHOBA IIOBUHHA MaTH BJIaCHY HOMEHKJIATypy CIIPaB.

5. HomeHKkI1aTypa cripaB YCTaHOBH (3BelleHA HOMEHKJIATypa) CKIAIAEThCs CITYKOOI0
IT0BOMICTBA. MeToAryYHa JOMIOMOTa y CKJIaJJaHHI HOMEHKJIATypHy CIIPaB HATAEThCS
apXiBOM yCTaHOBH (TI0CaJ0BOIO 0CO00F0, BIMOBITATHLHOIO 32 apXiB).

6. Ilig yac ckmaganHs HOMEHKIJIATYpH CIPaB YCTaHOBU BUKOPHCTOBYETHCS CTPYKTYPHUIH
a00 (QyHKIIOHANBHUI NPUHLIHUI 11 TOOYIOBH.

CTpyKTypHUI NPUHIIUIT BUKOPUCTOBYETHCS B pa3i UiTKO BCTAHOBJIEHOI CTPYKTYpH
ycTaHoBH. Po3niiamu B Takiii HOMEHKJIATypi CIIpaB € HalMEHYBaHHSI CTPYKTYPHUX
MiAPO3/iTiB (KaHLEAPisl, OpraHi3aliiHui BiIALUT, TNIAHOBUH BIALI, BIAAIT MapKETHHTY
Ta 30yTy MpoAykKiii Tomo). [Ipu mbomMy mepmuM po3IiioM HOMEHKIIATYpH 3a3HAYA€THCS
ciyx0a IiT0OBOACTBA, HACTYITHUMH PO3ALIaMU — CTPYKTYPHI MiIPO3LTH, Y TOMY YHCI1
BIJIOKpEMJIEH] CTPYKTYpPHI1 MiIPO3/11JI YCTaHOBH, 1110 HE MAalOTh CTATyCy FHOPUIUYHOI
0co0H, y OCIIJOBHOCTI 3T1HO 31 IITATHUM PO3MHUCOM YU KIACH(PIKATOPOM CTPYKTYPHHX
TPO3/UTIB, & HAIPUKIHIN 3a3HAYAIOTHCS CIIPABH IMOCTIHHO 1 THMYACOBO JIIFOYHX
KOJIET1alIbHUX OPraHiB yCTaHOBU (KOJETiH, paj, KOMiCii, TBOPUYHX TPYII TOLIO).

VY pa3i po3noiay 0CHOBHHMX (DyHKIIIH (HAIpsiMiB isUTBHOCT1) y O€3CTPYKTYpHIN yCTaHOBI
MiX ii mpaliBHUKaMH BUKOPUCTOBYETHCS (DYHKIIOHATBHUA MPUHIUI TOOYI0BH
HOMEHKJIaTypH cripaB. Po3iiiu 1 miapo3aiii HOMEHKJIATYPH CIIPaB YCTaHOBH,
noOy10BaHO{ 32 TAKUM MPUHIIUIIOM, BiTOOpaXkaroTh i1 PyHKIIT Ta HAPSIMH JiSUTBHOCTI 1
PO3MIIIYIOTHCS Y HOMEHKIIATYPI 3a CTYIICHSIMH iX BaKJIUBOCTI (opraHizaiis poOoTH,
IUTaHyBaHHS, (PIHAHCYBAHHS, IPOrHO3YBAaHHS TOILO).

VY pa3i BUpoOHNYO1 MOTpeOH MOXIINBE MOETHAHHS CTPYKTYPHOTO Ta (PyHKIIOHATIBHOTO
MIPUHITUIIIB MMOOYI0BY HOMEHKJIATYPH CIIPaB.

7. Ilix gac po3poOaeHHS HOMEHKIIATYPH CIPaB yCTaHOBH, KPiM 3BEJICHHS HOMEHKIIATYP
CIpaB CTPYKTYPHHUX MiJIPO3/ILTIB, 3 METOIO OLIbII TOBHOTO OXOIJIEHHS JOKYMEHTOOOITY
BHUBYAETHCS Ta aHATIBYETHCS MIsUTbHICTh YCTAHOBH B IisioMy. [Ipu ibomy
BUKOPHCTOBYIOThCS TIOJIOKEHHS (CTaTyTH) MPO YCTAHOBY Ta 11 CTPYKTYPHI MiAPO3ILIH;
IITaTHI PO3MHKCH; TUITOBI 200 MPUMIpHI HOMEHKJIATYPH CIIPaB; HOMEHKJIATYPH Ta OMUCH
CIIpaB 32 MUHYJII POKH; KJIacu(PikaTOpu JOKYMEHTIB 1 KOPECIIOHICHTIB;
peecTpaiiifHo-00IIKOBI Ta KOHTPOJIbHI KAPTOTEKH; TUTIOBUH Ta raily3eBi Mepeiku BU/IB



JOKYMEHTIB 13 3a3HaYEHHSIM CTPOKIB iX 30€piraHHs, a TAaKOXX YPaxOBYIOThCS 3aB/IaHHS
YCTaHOBH Ha HACTYIHUH piK.

8. HomeHkiarypa crpaB CTpyKTYPHOT'O MiPO3ALUTY pO3poOseThes He mi3Hime 15
JIUCTOMA/Ia MOTOYHOTO POKY IMOCAI0BOI0 0COO0I0, BIATOBIAAIBHOIO 32 A1IOBOACTBO Y
CTPYKTYpHOMY MiZPO3iJIi, Ha MMiJICTaBl BUBYCHHS JOKYMEHTIB 3 YCIX MUTaHb HOTO
TUSTTEHOCTI 13 3aTy4eHHsAM (paxiBIliB, sSIKi MPAIOIOTh Y TMAPO3/ILII, TAMUCYEThCS
KEPIBHUKOM CTPYKTYPHOTO MiIPO3/IiTy Ta Bi3y€ThCS KEPIBHUKOM apXiBy YCTaHOBH
(mocamoBoO 0CO0010, BIMOBITATBHOIO 32 apXiB).

9.V HOMeHKJIaTypi crpaB nependadaroThCsl 3aroJI0BKH CIIpaB /ISl TPYITyBaHHS
JOKYMEHTIB, 1110 BIIOMBAIOTh YC1 IOKYMEHTOBaHI JUISHKH 1 TUTAHHS AisJIbHOCTI
YCTaHOBH, a TAKOXK:

HE 3aKiHYEHI B IIJIOBOJCTBI CIIPABH, 1110 HAIIMIIUIM BiJ] yCTAHOB-TIONEPEIHUKIB IS 1X
MIPOJIOBXKEHHSI, Y TOMY YHCIII PEECTPAIIHHO-TOBIKOBI Ta KOHTPOJIbHI KAPTOTEKH,
HOMEHKJIATYPH CIIPaB;

CIpaBH 3 MUTaHb, BUPIILICHHS SKUX TPUBA€E OUIbIIE OJHOTO POKY a0 sKi BEIyThCs
BIIPOJIOBXK JICKIJIBKOX POKIB (MIEpeXiaHI CIIpaBy), 110 BHOCATHCS 10 HOMEHKJIATYPH CIIPaB
KOKHOTO POKY BIIPOZIOBXX BCHOTO CTPOKY iX BUPILICHHS 200 BEICHHS;

CIPaBH MOCTIHHO JII0YMX KOJIETiaTbHUX OpPraHiB (KOJNErii, paja, KOMICii, TBOPUUX TPyI
TOIIIO);

CTpaBU TUMYACOBO JIFOYMX OPTaHiB, TOKYMEHTHU SIKUX € MPABOBOIO MMiICTABOIO ISt
MiITBEPI’KCHHSI TOBHOBAXKEHb YCTAHOBU a00 MPUITMHEHHS 11 MIsUTBHOCTI (HAITPUKJIIA]
CTpaBH JIIKBIIAIIITHOT KOMiCiT).

10. /lo HOMEHKIaTypH CIpaB BKIIOUAIOTHCS, SIK PABUIIO, OPUTIHAIU IOKYMEHTIB. 32
pimenHsm EK ycTaHOBH 10 HOMEHKIIaTYpH CIIpaB MOXYTh BKJIIOYaTHUCS KOMIi
TUPAXOBAHHUX JIOKYMEHTIB, 110 HAKOTIUYYIOTHCS B CTPYKTYPHHUX Migpo3aiiax (po3nopsadi
JOKYMEHTH, MOJIOKEHHS PO CTPYKTYPHI MIAPO3IUIH, TOCAI0BI IHCTPYKLIi TOIIO).

11. lo HOMEHKJIATYpH CIIpaB HE BKIIOYAIOTHCS JPYyKOBaHI BUIAHHS, TOBITHUKH (Y TOMY
yucii TenedoHHi), OroneTeHi, peepaTUBHI KypHaIu, eKcrpec-iHdopmariis.

12. HomeHnknaTypa cpaB YCTaHOBH (3B€ICHA) CKJIAIA€ThCA 3a YHI(iKOBaHOIO (hOPMOIO,
HaBesieHoo B AoaaTtky 10 no uux [IpaBui, Ha miCcTaBl HOMEHKIIATYP CIpaB CTPYKTYpPHHUX
IiIPO3/I1JTIB, PO3pOOICHUX 32 aHAIOTTYHOI (hOPMOIO, HaBEIEHOIO B TofaTKy 11 1o mux
IIpaBuir.

13. HoMeHknaTypu cripaB yCTaHOBH Ta ii CTPYKTYPHHUX MIAPO3ILTIB 0(hOPMITIOIOTH TaK, SIK
BHU3HAYEHO JaJIl.



VY rpadi 1 mpocTaBisieThCs 1HIEKC KOXKHOI CripaBu. [HIEKC CpaBU CTPYKTYPHOTO
MiAPO3JILTY CKIIAAETHCS 3 IHIEKCY CTPYKTYpPHOTO MiIPO3/iTy YCTAaHOBH (32 IITaTHUM
po3mnurcoM abo kiacu(ikaTopoM CTPYKTYPHHUX MIAPO3/LIIB) Ta TOPSIKOBOTO HOMEpa
crpaBu B Mexax minposainy. Hanmpukmnan: 05-10, ne 05 — iHmekc caMoCTiifHOTO Biiy,
10 — mopsakoBHit HOMep crpaBH, ado 04.1-08, ne 04.1 — iHACKC BIIALTY Y CKIaIi
ynpasiiHHs, 08 — MOPSIKOBUN HOMEp CIIpaBH.

Y rpady 2 BKIIOUAIOTHCS 3aTOJIOBKH CIIPaB (TOMIB, YACTHH), SIKI MalOTh YiTKO, Y CTHCIIH
y3arajgbHeHid Gopmi BimoOpakaTH CKIajd 1 3MICT JOKYMEHTIB CIIPaBH.

He no3BonsieTbes BAXKMBaHHS B 3ar0JIOBKAX CIpaB HEKOHKPETHUX (HOPMYJIIOBaHb
(«maTepianmy», «3arajJbHe JTUCTYBaHH», «BX1JHAa KOPECIIOHICHIIs», «BUX1THA
KOPECTIOHJICHIIIs», «(1HaHCOBA JOKYMEHTAIIIs) TOIIO), @ TAKOXK BCTABHHUX CJIB 1
CKJIQJIHUX CUHTaKCUYHUX 3BOPOTIB.

[Tix gyac popMysroBaHHS 3arojIOBKIB CIIPaB BPaXxOBYIOTHCS TakKi 03HAKW (HOPMYBaHHS
CIpaB, K HOMIHAJIbHA, aBTOPChKA, KOPECIIOHICHTChKA, TPEIMETHO-ITUTAIbHA,
XpoHOJIOT14Ha, Teorpadiuna. JJokymMmeHTH (OpPMYIOThCS Y CIIpaBU Ha OCHOBI OKPEMOT
O3HAKH 200 CTIOIyYEHHS O3HaK.

3aroyIoBOK CIIPaBU CKJIAJIAETHCS 3 €IEMEHTIB, 1110 PO3MILILYIOTHCS Y TaKii MOCHiIOBHOCTI:
Ha3Ba BUJy CTIpaBH (JTUCTYBAaHHS, )KypHaJI, KHUTA TOIIO) YA BUIY JOKYMEHTIB Yy CIIpaBi
(Haka3u, MPOTOKOJH, aKTH TOILI0); aBTOP JOKYMEHTIB (HaliMeHyBaHHS yCTaHOBH,
CTPYKTYPHOTO IiJIPO3/1ITy); KOPECIIOHJAEHT abo aapecar (HaliMEHYBaHHS YCTaHOBH, JI0
AKO01 azpecoBaHi abo Bij AKOi HAMIAIIIN TOKYMEHTH); CTUCIIUN 3MICT JJOKYMEHTIB CIIpaBU
(muTaHH4, 3 KOO (OPMYETHCS CTIpaBa); Ha3Ba perioHy (TEpUTOpIi), 3 IKUM OB’ I3aHUMN
3MiCT JOKYMEHTA; J1aTa (1epiof), A0 SKOi HaJeKaTh JOKYMEHTH CIIPaBH; BKa31BKU HA
HasBHICTH KO TOKYMEHTIB y cripaBi (y pasi moTpeomn).

SIxmio cnpaBa CKIAAAEThCS 3 PI3HUX 32 BUJIAMH JOKYMEHTIB, OB’ I3aHUX OJHHM
KOHKPETHUM MUTAHHIM Ta MOCIII0BHICTIO BEACHHS I1JI0BOJICTBA (CYI0BI, CIia4i, 0COOOBI
TOIIIO), BXKMBAIOTh TEPMIH «CIIpaBay, Hanpukiaa: «Ocobosa cripaBa [BanHueHka
Bonogumupa MukonaiioBuda.

V 3aronoBKax cnpas, 10 MICTSTh JOKYMEHTH 3 OJJHOTO IUTAaHHS, HE TIOB’ sI3aHi
MOCIIAOBHICTIO BEJICHHS MPOIIEYP IITOBOJCTBA, BYKUBAETHCS TEPMIH «JTIOKYMEHTI», a
IICIISt HBOTO B TY’KKaX 3a3HAYAIOTHCSl OCHOBHI BUIM JOKYMEHTIB CIIPaBH, HAIPUKIIA:
«/lokymeHTH (Tu1aHu-TpadiKu, aHKETH, TOBIAKH TOIIO) PO MPOBEACHHS OINIALY CTaHy
JIJIOBOJICTBA Ta apXiBHOI CIIPaBH y BUINMX HABYAIBHUX 3aKiIagax». TepMiH «JOKyMEHTH»
BXKHMBAETHCS TAKOXK y 3arOJIOBKAX CIPaB, 110 MICTATh JOKYMEHTH-OJATKU 10 Oy/Ib-5IKOTO
HOPMaTHBHO-TIPABOBOTO aKTa ab0 pO3MOPSAAYOTrO JOKyMEHTa YCTAHOBH. Y TaKOMY pasi
BUJIOBUH CKJIaJ TOKYMEHTIB HE 3a3Ha4ar0Th, HAPUKIAA: «J{OKyMEHTH 10 MPOTOKOIIiB
3aciiaHb BUCHOI paJill IHCTUTYTY».



V 3aronaoBkax CIIpaB, IPU3HAYCHUX IJIFd I'PYITYBAHHSA ,Z[OKYMGHTiB OAHOI'O BULY,
3a3HaYar0ThCA BU JOKYMCHTA Yy MHOKHHI Ta aBTOp ZIOKyMeHTiB, HaIlpuKiIag: «Haxkasu 3
OCHOBHO1 I[iHJ'IBHOCTi TOBApUCTBaA».

V 3arooBKax cHpas, IO MICTSTh JIMCTYBAaHHSI, 3a3HAYAI0THCSI KOPECTIOHICHT 1 CTHCIINN
3MICT IOKYMEHTIB, HanpukKiaz: «JluctyBanHs 3 MiHICTEpPCTBOM OXOPOHU 3/10pOB’S
VYkpaiau npo cTaH 370pOB’ S AITEH TOMIKITEHOTO BIKY.

V 3aronoBKax crpas, 110 MICTSATh JUCTYBaHHS 3 KOPECTIOHIEHTaMH, OTHOPIAHUMU 32
XapakTepoM JisTbHOCTI, TaKi KOPECTIOHACHTH HE TePeIiuyIOThCS, a 3a3HAYAETHCS 1X
y3arajgbHEeHE HaiMEHYBaHHsI, HAPUKIIAM: «JIMCTyBaHHS 3 OpraHaMu MiCIIEBOTO
CaMOBpSTyBaHHs 3 MUTaHb 3a0€3MEYCHHSI COIIaTbHOTO 3aXHCTy HACEIECHHS.

VY 3aroyioBKax Crpas, 110 MICTSTh JUCTYBaHHS 3 PI3HUMHU KOPECIIOHICHTaMH, TaKi
KOPECITOH/ICHTH HE 3a3HAYal0ThCs, HAMPUKIAA: «JIMCTyBaHHS PO OpraHi3alliio ceMiHapy
3 MABUIICHHS KBaiikalii mpariBHUKIB IUTOBOIHUX CITYKO».

VY 3aroyioBKax crpas, 110 MICTSATh IJIAHOBO-3BITHY JJOKYMEHTAIIII0, 3a3HAYAETHCS TIEPi0T
(MicALb, KBapTal, MiBpivYs, piK), B SIKOMY IJIAHYETbCS CTBOPEHHS JIOKYMEHTIB, 200
nepiof ix GaKTUYHOTO BUKOHAHHS, HATIPUKIIA:

1. [Inan ocHOBHUX opraHi3aliiHuX 3axoAiB Jlep>kaBHoro mianpuemMcTsa «A3zor» Ha 2014
pik;

2. 3BiT Mpo BUKOpUCTaHHS OrOMmKeTHUX KOIITiB 3a IV kBapran 2014 poky.

[1ig yac po3MillEHHS 3ar0JIOBKIB CIIPaB y HOMEHKIIATYpl BPaXOBYIOThCS BaXKJIUBICTh
JOKYMEHTIB, BKJIIOUEHHUX IO CIIPaBH, X B3a€MO3B’30K. Ha moyarky po3aMillyroTbes
3aroJIOBKH CTIPaB MO0 JOKYMEHTIB, sIKI HAIAIIUTH Bijl OPTaHiB BUIIOTO PIBHS, AaJli —
II0OI0 OpPTaHi3aIlitHO-PO3MOPSAYO0] TOKYMEHTAIlli, TUIaHOBO-3BITHOI JJOKYMEHTAIII1,
JUCTYBaHHS, OOJIKOBO-JOBIKOBUX BH/IIB IOKYMEHTIB. Y KOXKHIH 3 IIUX TPy JOKYMEHTH
TaKOX PO3MILIYIOTHCS 3 YPaxyBaHHAM BaXXJIMBOCTI Ta CTPOKIB 30€piraHHs.

Bka3iBky Ha HasIBHICTh KOMil JOKyMEHTIB y CIpaBi pO3TAIIOBYIOTH ITiCJs 3ar0JI0BKA,
Hanpukian: «Hakasu 3 ocHOBHOI AismpHOCTI 32 2014 pik (kormii)».

I'paca 3 HOMEHKIIATYpH 3alIOBHIOETHCSI HANIPUKIHII KAaJIEHAAPHOTO POKY, KO BiZoMa
KUTBKICTH C(POPMOBAHUX TOMIB, YACTHH CIIPABH.

VY rpadi 4 HOMEHKJIaTypH 3a3HA4al0ThCs CTPOKH 30epiraHHs CIpaB, HOMEpH cTarei 3a
TUNOBHUMHU (TaJTy3€BUMHM) IIepeslikaMu JTOKYMEHTIB 13 3a3HaYeHHSIM CTPOKIB iX 30epiranus,
TUIMIOBUMH 1 IPUMIPHUMH HOMEHKJIaTypaMH CIIpPaB.

JlonycKaeThes MOCUIIAHHS Ha PsiJI CTaTel Mepeltiky TOKYMEHTIB 13 3a3HaYEeHHSM CTPOKIB
ix 30epiranHs (y TOMY YHCIi Pi3HUX MEPENiKiB, SKIIO 3aCTOCOBYIOTHCS TUTIOBUH 1



rany3eBuil). [Ipu mboMy cTpok 30epiraHHs 3a3Ha4a€ThCs BIAMOBIAHO 0 CTATTI, IO
BCTAHOBJIIOE HAMOLIBIINI CTPOK 30epiraHHs.

Jnist TOKYMEHTIB, HE Tepe0ayeHuX JIF0UYUMHE MepeikaMy, CTPOKH 30epiraHHs
BH3HAYAIOTHCS Ha MiAcTaBi ix BuBdeHHs1 EK ycTanoBwu.

YcraHoBH, Y JISUIBHOCTI IKMX YTBOPIOIOThCS T0KyMeHTH HA®D, moroaxyroTh 111 CTPOKH 3
EIIK BiAnoBiAHOTO JepKaBHOTO apXiBy. YCTAHOBH, Y JISIBHOCTI SIKUX HE YTBOPIOIOTHCS
nokymeHT HA®, noromkyrots 111 ctpoku 3 EK oprany Bumioro piBHs (3a HassBHOCTI).
ITpu iboMy B HOMEHKIIATYpi CIIpaB poOUThCs NMpuMiTKa «CTpok 30epiranHs
BcraHoBiieHo» (Ha3Ba EIIK nepskaBHoro apxiBy, mpotokoia Ne  Bim  ); «CTpok
30epiranHs BcTaHoBieHO» (Ha3Ba EK oprany Bumoro piBHs, npotokosn Ne  BiI_ ».

Jlnst cnipaB, chOpMOBaHUX i3 THPAKOBAHUX KOIIiil JOKyMEHTIB, BCTAHOBITIOETHCS CTPOK
30epiranns «Jloku He MHUHE TTOTpeda» He3aleKHO BiJl CTPOKY 30epiraHHs OpuUriHaliB
JOKYMEHTIB (Y TOMY YHCII 1 Il JOKYMEHTIB TIOCTIHHOTO CTPOKY 30epiranHs) 6e3
MOCHUJIAHHA Ha CTATTIO BiJIIOBITHOTO MEPEITiKy TOKYMEHTIB 13 3a3HAYEHHSIM CTPOKIB 1X
30epiraHHsl.

Crpoxk 30epiranns cipasu «/1y1s1 ciyk00BOro KOpUCTyBaHHS» HE BCTAHOBIIIOETHCS, a Y
BIJIMOBIIHIH rpadi HOMEHKIJIATYpH CIpaB NPOCTaBIsAeThCs o3Hauka «EK» (excniepTHa
KOMicis).

VY rpadi 5 «IIpumiTka» poOasATHCS MO3HAYKY MPO MEPEXITHI CIPaBU; PO CIPABH, IO
BEIYThCS B EIEKTPOHHIN QopMmi; Mpo mocagoBux ocid, BiAMOBIAANBEHUX 32 POpMyBaHHS
CTIpaB; MPO Mepeady CrpaB 10 apXiBy yCTaHOBH YH IHIIMX YCTAHOB JJIS 1X TPOJOBKEHHS
TOLIO.

14. HomeHknarypa cripaB yCTaHOBH IiIITHCYETHCS KEPIBHUKOM CITYOH JiJIOBOJICTBA
YCTaHOBH, BI3y€ThCSl KEPIBHUKOM apXiBy YCTaHOBH (II0CAI0BOIO 0CO0010,
BIJIMOBITAJILHOIO 32 apxiB) Ta cxBamoeThesi EK ycTanoswu.

HoBocTBOpeHi ycTaHOBH He3alIeKHO BiJ (hOpMHU BIACHOCTI OBUHHI HE Mi3HIIIE OJHOTO
POKY 3 IMOuaTKy AisJIbHOCTI moxaTtu cxpajeny EK ycranoBu HOMEHKIATypy cripaB Ha
posmsan EIIK (EK) BinnoBigHOT AepkaBHOT apXiBHOI yCTaHOBU, apXiBHOTO BiAILTY
MICBKOI pajif, y 30H1 KOMIUIEKTYBaHHS SIKUX BOHH N1epeOyBaroTh, JJIs IPOBEICHHS
€KCIIePTHU3HU IIHHOCTI IOKYMEHTIB 3 METOIO 1X MOXKJIMBOTO BijmiHeceHHs 10 HAD.

YcraHoBH, Y ASUTBHOCTI SIKUX YTBOPIOIOTHCS JOKyMeHTH HAD, y monansmomMy moaarTh
cBoro HoMeHKJarypy crpaB Ha po3rsia EITK (EK) BianoBigHoi nepkaBHOT apXiBHOT
YCTaHOBH, apXiBHOTO BTy MiCBKOI pajiv, y 30HI KOMIUIEKTYBAaHHS SIKHMX BOHU
nepeOyBaroTh.

YcTaHOBH, Y IISIIBHOCTI SIKUX HE YTBOPIOIOThCS ToKyMeHTH HA®D, monaroth
HoMeHkIaTypy cupaB EK oprany Buioro piBHs (3a HassBHOCTI). Y pa3i BiICYTHOCTI
YCTaHOBH BHIL[OTO PIBHS HOMEHKJIATypa CIIpaB CXBaTOEThCs BiacHoo EK.



15. HomeHknarypa cripaB yCTaHOBH ITiJIATA€E TIOTOJKCHHIO 3 BiJOBIIHUM JIeP>KaBHUM
apxiBOM a00 CXBAJICHHIO OpraHOM BHUIIIOTO PiBHS OJMH pa3 Ha IT’Th POKiB 200
HEBIJIKJIQ/THO B pa3i ICTOTHUX 3MiH Y BIIACHOCTI MaliHa, CTPYKTYpi, PYHKITISAX Ta
XapakTepi poOOTH YCTaHOBH, BTPATH YHUHHOCTI TUIIOBUM (TaTy3€BHUM) MEPETIKOM
JIOKYMEHTIB 13 3a3HaYeHHSIM CTPOKIB iX 30epiraHHs.

16. IToromxkena EINK BiamoBigHOTO Aep:kaBHOTO apXiBy HOMEHKJIATypa CIpaB
3aTBEPIKY€ETHCS] KEPIBHUKOM YCTaHOBH.

17. HomeHkaTypa cripaB yCTaHOBH CKJIQIA€THCS Y YOTUPHOX MpuMipHukax. Ileprmit
(HeIOTOpKaHHUI) MPUMIPHUK 3BEJICHOI HOMEHKJIATYPH CIIpaB 30epiraeTbest y CIIyk01
J1JIOBO/ICTBA, IPYTUil — BUKOPHCTOBYETHCS CIIYKOO0H0 1IJIOBOJCTBA IK pOOOUNH, TpeTii
— TMepeNaeThCs 10 apXiBY YCTAHOBU JAJIs 3[{ICHEHHS KOHTPOJIIO 3a POPMYBaHHSM CIIPaB
y CTPYKTYPHHUX MiJpO3/iJax, YeTBePTHIH — HaJCHIIAEThCS 0 BiANOBIAHOT IepKaBHOI
apxiBHOI YCTaHOBH, apXi1BHOTO BIJ/ILTY MICbKO1 pajau a0 OpraHy BHILOTO PiBHS.

YcraHoBH, Y AiSUTBHOCTI SIKUX HE YTBOPIOIOThCS TokyMeHTH HA®D, ckinagaroTs
HOMEHKJIATypy CIIpaB YCTAHOBH Y TPhOX NMPUMIPHHUKAX, SIKIIO BOHH HE MalOTh OPTraHy
BHIIOTO PiBHS.

18. HomeHkmarypa cripaB CTpyKTYPHOTO MiAPO3LTY YCTAaHOBU CKJIAJA€THCS Y ABOX
npumipHuKkax. OIMH MPUMIPHUK HOMEHKJIATYPHU TIEPEAAEThCS CIIY>KO1 T1JI0BOCTBA.

Jj1 BUKOpUCTaHHS B pOOOTI CTPYKTYpPHI MiIPO3J1LJIM YCTAHOBH OTPUMYIOTh 3aCBITUEHI B
YCTaHOBJICHOMY THOPSIIKY BUTATH 3 BiIOBITHUX PO3/ALIIB 3aTBEPIKEHOT HOMEHKJIIATypH
CIIpaB YCTaHOBHU.

19. IIpoTsirom poKy CTPYKTYpHI MiIpO3/iin 3a0€3MeuyI0OTh BEJICHHS HOMEKIATYp CIIPaB,
30KpeMa 3a HeoOX1THOCTI BHOCSTH JI0 HUX 3a MOTOKEHHSM 31 CIIY>K0010 JIJIOBOJICTBA Ta
apxiBoM (IT0CaI0BOI0 0COOO0I0, BiATIOBIAATHHOIO 32 apXiB) HOBI CIIpaBH, He nepeadaueHi
YHHHOK HOMEHKJIATYypOIO CIIPaB, 3aCTOCOBYIOUH IPH IIbOMY PE3EPBHI HOMEPH
HATPUKIHI{I HOMEHKJIATYPH.

20. HanpukiHLli pOKy HOMEHKJIAaTypa CIIpaB yCTaHOBH 000B’SI3KOBO 3aKPUBAETHCS
I1JICYMKOBHM 3aIllCOM, L0 MIJIUCY€E KEPIBHUK CITY>KOH J11JI0BOICTBA ycTaHOBH. [Ipo
(bakTHUHY HasIBHICTH 3aBEJCHUX 3a PIK CIIPaB MOBIIOMIISETHCS KEPIBHUK apXiBy YCTaHOBH
(mocanoBa ocoba, BiAMOBIAaIbHA 32 aPXIB).

21. Iloromxena 3 EINK BigmosigHoro nepxasHoro apxiBy (EK oprany Bumoro piBHs)
HOMEHKJIATypa CIIpaB yCTaHOBU HANPHKiHII KO)KHOTO POKY YTOYHIOETHCHS,
NePeAPYKOBYETHCS, 3aTBEPUKYETHCS KEPIBHUKOM YCTAaHOBHU Ta BBOAUTHCS B [it0 3 01
CiYHS HOBOTO POKY.



2. dDopmyBaHHA cnpaB

1. CnpaBu (hopMyIOThCS B YCTAHOBI, SIK IIPAaBUJIO, ACLIEHTPATI30BaHO, TOOTO B
CTPYKTYpHUX Hiipo3ainax. B ycranosax 3 o6carom nokymeHtoobiry 1o 10 tuc.
JIOKYMEHTIB Ha pi1K MOXKJIMBE (POPMYBAHHS CIIPaB y CIIy>k01 JA1JIOBOJCTBA.

2. ITix gac hopmyBaHHS CIIpaB CIi AOTPUMYBATHCS TaKUX 3araJlbHUX MPABUI:

BMIIIlyBaTu y CIPaBH TUIbKM BUKOHAHI JJOKYMEHTH BiJIMOBIIHO JI0 3ar0OJIOBKIB CIIpaB Y
HOMEHKJIaTypi;

TpYITyBaTH y CIIPaBH JOKYMEHTH, BAKOHAHI IPOTATOM OTHOTO KaJIEHAAPHOTO POKY, 3a
BUHSTKOM IE€PEXiHUX CHPaB Ta CyI0BUX CIPaB (BEAYThCS MPOTATOM KIJIBKOX POKIB 10 iX
3aBEpIICHHSI), 0COOOBHX CIIPaB ((hOPMYIOTECS MPOTIATOM TIepioxy poOOTH 0coOH B i
YCTaHOBI), TOKyMEHTIB BHOOPYHX OPraHiB Ta iX MOCTIHHUX KOMICIH, IEMyTaTChKUX TPYII
(popmyroThes 3a nepiof] iX CKIMKaHHS ), JOKYMEHTIB HaBUYaJbHUX 3aKJIa/1B, 110
XapaKTepU3yIOTh HABYAJIbHO-BUXOBHUH npouec (PopMyroThes 3a HaBYaJIbHUH PiK),
JOKYMEHTIB Te€aTpiB, IO XapaKTEPU3YIOTh CIEHIUHY JiSUTbHICTH ((DOPMYIOTBCS 3a
TeaTpalbHUM Ce30H), clpaB (piIbMiB, PyKOIHCIB, ICTOPii XBOPOO;

BMIIIYBaTH y CIIPaBHU JIMIIIE OPUTiHAIM a00 Yy pa3i iX BiJICYyTHOCTI 3aCBiTUeHI B
YCTaHOBIICHOMY MOPSIKY KOMil IOKYMEHTIB;

HE JIOMYCKaTH BKIFOYCHHS JI0 CIIPaB YOPHOBUX, OCOOUCTUX JOKYMEHTIB, PO3MHOXKECHHUX
KOTIH Ta JOKYMEHTIB, IO MiJIATal0Th OBEPHEHHIO;

A0 CIIpaBy BKIIIOYAaTU JOKYMCHTHU TUIBKH 3 OJHOT'O IIUTaHHA abo Irpynu CHOpiI[HeHI/IX
IIUTaHb, 11O CTAHOBJIATH €I[I/IHI/II71 TEMaTHYHUH KOMILJICKC,

OKpEMO T'pYITyBaTH y CIIpaBU JOKYMEHTH MMOCTiiHOTO, TpuBajoro (moHaxa 10 pokin),
TUMYACOBOT0 30epiraHHs;

3a 00CsTOM crpaBa MocTiiHOro Ta TpuBasioro (moxaxa 10 pokis) 30epiraHHs HE TOBUHHA
nepeBuiryBatu 250 apkymriB (He 6isbmie 40 MM 3aBTOBIIIKH).

3. SIk BUHATOK, KOJU IIbOTO BUMArae crerudika poOOTH yCTaHOBH, TOKYMEHTH
MMOCTIHHOTO Ta TAMYACOBOTO 30epiraHHs, OB’ s13aHi 3 BUPIIICHHSIM OJTHOTO IMTUTaHHS,
MOXKYTh TUMYAaCOBO TPYITyBaTHUCS BIIPOJOBXK POKY B OJIHY cripaBy. I1iciist 3aKiHYCHHS POKY
a00 BHpIIICHHS MUTAHHS 3ra/IaHl JOKYMEHTH TTOBUHHI BMIIIyBaTUCS B OKPEMI CITpaBU
3TiJTHO 3 HOMEHKJIATYPOIO CIIPaB 332 TAKUM IIPUHIIMIIOM: JIO OJIHI€1 CITPaBU BMIIIYIOTHCS
JOKYMEHTH TUIBKU TTOCTIHHOTO 30€epiraHHs, a 70 iHII0T — TUMYacOBOTO.

4. JIokyMeHTH TPYNYIOThCS Y CIIPABH B XPOHOJIOTIYHOMY Ta/a00 JIOTTYHOMY MOPSIIKY.



5. TonoxxeHHs, MpaBuIIa, IHCTPYKIIIT TOIIO, 3aTBEP/HKEHI pO3NOPSTYMMH JOKYMEHTAMH,
TPYMYIOTHCS Pa30M i3 3a3HAYEHUMH JIOKyMEHTaMU. SIKIII0 BOHU 3aTBEP/KEHI K
CaMOCTIHHI IOKYMEHTH, X (POPMYIOTh B OKPEMI CITpaBH 3a BUAAMH 1 XPOHOJIOTIEO.

6. Haka3zu (po3nopsiikeHHs) 3 MUTaHb OCHOBHOI JisSJTbHOCTI YCTaHOBH, 3
aJIMiHICTPAaTHBHO-TOCIIOJAPCHKUX MUTaHb, 3 KQJAPOBUX MUTaHb (0COOOBOTO CKIIAIY)
TPYNyIOTHCS Y Pi3HI CIIPaBH.

Haka3u 3 kanpoBux nutanb (0co00BOr0O CKJIaay) rpyIyrOThCs BIAOBIIHO J0 iX BUIB Ta
CTpOKiB 30epiranHs. He 103Boms€Thes TpyyBaTH pa3oM HaKa3u TpuBajoro (75 pokiB) Ta
TUMYACOBOTO (5 pokiB) 30epiranns. J[ominpHO Mpy BeTUKUX 00csSITrax JOKYMEHTIB HaKa3H
3 KaJJpOBHMX MHUTaHb (0COOOBOTO CKJIay), IO CTOCYIOThCS PI3HUX HAMPSIMIB JISUIBHOCTI
yYCTaHOBHM (IIpUMaHHS Ha poOOTY, 3BIJIbHEHHS, IPEMIIOBAHHS, BIAPSKEHHSI, BIIITYCTKU
TOII[0), TPYIyBaTH B OKPEMi CIIpaBH. SIKIIO Pi3HUX BUJIIB HAaKa3iB 3 KaJAPOBHUX MUTAaHb
(0co60BOTO CKIIay) CTBOPIOETHCS HE3HAUHA KUIBKICTD, 1X JO3BOJISIETHCS TPYITyBaTH 3a
CTpOKaMH iX 30epiraHHs: B OJHY CIIpaBy — HaKa3u TPUBAJIOTO CTPOKY 30epiraHHs, B
1HIITy — TUMYaCcOBOTO CTPOKY 30epiraHHs.

7. JlokyMeHTH 3aciZiaHb KOJIETiaIbHUX OpPTaHiB IPYIYIOTHCS Y AB1 CIIPaBH:
MIPOTOKOITHU 1 IOKyMEHTHU J0 HUX (AOTMOBi1, TOBIAKH, IPOCKTH PIllIEHb TOIIO);

JOKYMEHTH 3 OpraHi3ailii 3aciianb (MOpSAA0K IEHHUI, MaKeT PO3MIILIEHHS, CIIUCOK
3aMpoIIeHUX TOIIIO).

8. IIpoTokomu 3acifaHb KOJIEeTialbHUX OPTaHiB IPYMYIOThCS y CIIPABU B XPOHOJIOTTYHOMY
HOPSIIKY 1 32 HOMepamH. JJoKyMeHTH 10 3acijaHb 3a3Ha4E€HUX OPraHiB
CHCTEMAaTU3YIOThCS 32 IaTaMH Ta HOMEPaMH MIPOTOKOIIB, @ B MEXKaxX IPyIH JOKYMEHTIB,
II0 CTOCYIOTBCS OJJHOTO TPOTOKOITY, — 33 HOPSIKOM JCHHUM 3aCiIaHHS.

9. lopy4eHHS YCTaHOB BHUIIIOTO PIBHSA 1 TOKyMEHTH, OB’ 3aH1 3 IX BUKOHAHHSIM,
IPYIYIOThCS y CIIPABHU 32 HANPsIMaMU JAiSJIbHOCTI YCTaHOBHU a00 3a aBTOpaMu
1HIIIaTUBHUX JOKYMEHTIB. JJOKyMEHTH y HEBEIHKIN KIJILKOCTI IPYIYIOThCS B OJTHY
crpaBy. Y crpaBi JOKyMEHTH CUCTEMAaTU3YIOThCS 32 JaTaMH JOPYUEHb.

10. 3aTBepKeHi IIaHU, 3BITH, KOIITOPUCH, TUTYJIbHI CITUCKU TPYMYIOTHCS y CIIPaBU
OKpPEMO BiJ] IPOCKTIB ITUX JOKYMEHTIB.

11. JIucTyBaHHS rpyMyeThCS 33 3MICTOM Ta KOPECTIOHIEHTCHKOIO 03HAKOIO 1
CHUCTEMAaTU3YETHCS B XPOHOJOTIUHOMY MOPSAKY: TOKYMEHT-BIMOBIIb PO3MIIITYETHCS 3a
AOKYMCHTOM-3AIIUTOM.

12. B oco6oBuX cripaBax, 110 (OpMYIOTHCS BIIPOAOBXK yChOTO Yacy poOOTH MpalliBHUKA B
YCTaHOBI, TOKYMEHTH TPYIYIOTHCS B XPOHOJIOTIYHOMY TIOPSIZIKY B Mipy iX HaIXOIKCHHS
(monoBHeHHs) (3as1Ba PO NPUHHATTS HA POOOTY, MMCHMOBUIN TPYIOBUI JOTOBIp
(KOHTpAKT), KoIii a00 BUTATH 3 PO3NOPSAAUUX TOKYMEHTIB (HaKa3iB, pO3MOPSIKEHB) PO



MPUUHSTTA HA pOOOTY, 0COOOBUI JTUCTOK 3 OOMIKY KaJpiB, TOMIOBHEHHS JJO 0COO0OBOTO
JMCTKa 3 00Ky KaJipiB, aBTOO10Tpadis, Komis macmopTa, KOst 00IiKOBOi KapTKU
MJIaTHUKA TOJATKIB (KpiM (Qi3HUHUX 0Ci0, SIK1 Yepe3 CBOT peiriiiHi MepeKoOHaHHS
BiJIMOBJISIFOTBCS BiJ IPUMHATTS peeCTpaLiiHOro HoMepa 00JiKOBOI KapTKH ITaTHUKA
MTOJIaTKIB Ta MOBIAOMMUIIN TIPO 11€ BiAMOBITHUMA KOHTPOIIOKYUHN OpraH 1 MalOTh BIIMITKY Y
MaCTIOPTi), KOIIisi BINCHKOBOTO KBUTKA (y pa3i HAsIBHOCTI), KOIIii JOKYMEHTIB IPO OCBITY,
HayKOBUH CTYTIiHb, BUCHE 3BaHHs, 3asIBH TIPO MEPEBEJCHHS Ha iHITY poOoTy (Tocamy),
CYMICHHMIITBO, 3MiHY OiorpadiqHuX JaHHUX, KOMii a00 BUTATH 3 PO3NOPAIINX JOKYMEHTIB
(Haka3iB, pO3MOPSAIHKEHB) PO MEPEBENCHHS HA 1HIITY POOOTY (Mocamy), CYMiCHHUIITBO,
KOITi{ TOKYMEHTIB, IO € ITiICTaBaMU JIJIsl HaIaHHS TUTBT (32 HASBHOCTI), KOl
JIOKYMEHTIB TIPO BHECEHHS 3MiH JI0 OOJTIKOBUX IOKYMEHTIB y 3B'SI3KY 31 3MiHOIO
Oiorpadiunux gaHux (Mpi3BHILA, IMEHi, 10 0AaTHKOBI), XapaKTEPUCTHKH, KOTIii JOKYMEHTIB
PO IMiABUIICHHS KBasiikallii, CTa)xyBaHHs, 3a0X0UEHHS (HaropoHKEHHS,
MPEMilOBaHHS ), JOKyMEHTH 3 aTecTallii, 3asBa Mpo 3BUTbHEHHS 3 pOOOTH, KOIIii 200
BHUTSATH 3 PO3MOPSIUNX JOKYMEHTIB (HaKa3iB, pO3MOPSIKEHB) PO 3BIILHEHHS 3 pOOOTH).

J1o 0co60BOi cripaBu 000B'SI3KOBO CKIAAAETHCS BHYTPIIIHIN OMHUC, IKUH pO3MIIIYETHCS Ha
[I0YaTKy CIIPaBH.

BizomocTi mpo CTArHeHHS, 3a0X0YEeHHS1, BUKOHAHHS 000B'SI3KiB THMYACOBO BiJICyTHHOTO
MpaliBHUKA, 3aMiIIEHHS BAKAaHTHOI MIOCAN BHOCITHCS 10 TOTIOBHEHHS 0 0COOOBOTO
JUCTKA 3 O0JIKY KaJpiB.

13. Oco0oBi cripaBu AepKaBHUX CITYKOOBIIIB (hOPMYIOThCS BiAMOBITHO 110 [Topsaky
BeJICHHS Ta 30epiranHs 0cOOOBUX CIpPaB JAEP)KaBHUX CITYy>KOOBIIIB,

3aTBEpPKEHOT0 Haka3oM HarioHanbHOTO areHTCTBa YKpaiHu 3 UTaHb JePiKaBHOT
ciry>x6u Big 22 6epesns 2016 poky Ne 64, 3apeectpoBanoro y MiHiCTepCTBi IOCTUIIT
VYkpaiau 15 kBitHS 2016 poky 3a Ne 567/28697 (i3 3MiHaM#).

14. Po3paxyHKOBO-IIJIaTI>kH1 BIIOMOCTI (0COO0B1 paXyHKH) MPaIiBHUKIB YCTAaHOBH
CHCTEMAaTU3YIOThCS B MEKaxX POKY 3a MPi3BUILAMU B ajipaBiTHOMY HOPSIKY, a BiTOMOCTI
Ha BUIUIATY Ipolei (B1JOMOCTI HapaXyBaHHs 3ap0oOITHOI IU1aTH) (POPMYIOTHCS IIOMICSLS
B MEXaX POKY.

15. 3BepHEHHSI rPOMAJISH 3 MUTaHh POOOTH YCTAHOBH Ta BCi IOKYMEHTH 3 X PO3IVISAY i
BUKOHAHHSI TPYIYIOTHCSI OKPEMO BiJl 3B€pHEHB TPOMAJISIH 3 OCOOMCTHUX TTHTAHb.
3BEepHEHHS TPOMAJISH 3 0COOMCTHUX MUTAHb 3AJIEKHO BiJl iX KIJTLKOCTI JOLLIBHO
rpyIyBaTH 3a MATAHHSIMH, HAIPUKIIA: 3 TUTAHh POOOTH IPOMAJICEKOTO TPAHCIIOPTY, 3
MUTaHb MEIMYHOTO 00CITyrOByBaHHs TOIIO. KoXKHE 3BEpHEHHS 1 IOKYyMEHTH 3 HOTO
PO3MISAY CKIIAMAIOTh y CIpaBi caMOCTiiHY TpyIty. [IoBTOpHI 3BepHEHHS 1 JOKYMEHTH 3 iX
O3NSy CHCTEMATH3YIOTh y CIIPaBH Pa3oM 3 MOMEPETHIMH.

16. MeToauvHe KEpiBHUIITBO 1 KOHTPOJIb 3a (POPMYBaHHSM CIPaB B YCTAHOBI Ta ii
CTPYKTYPHUX MiAPO3/iIax 3MIHCHIOIOTHCS CITY>KOOI0 IJIOBOJICTBA Ta ApXiBOM YCTAHOBH.



3. 36epiraHHA OKYMEHTIB y AinoBOACTBI

1. JlokyMeHTH 3 MOMEHTY CTBOPEHHS UM HAXOKEHHS 1 0 TIepelaBaHHs Ha 30epiraHHs B
apxiB yCTaHOBH 30epiraroThcs 3a MiciieM (pOpMyBaHHS CIIpaB y CIy*O0i A1I0OBOCTBA YU
IHIIMX CTPYKTYPHHUX MIAPO3/1JIaX YCTAHOBH BiJIMOBIHO JO HOMEHKJIATYPH CIIpaB.

2. KepiBHUKH CTPYKTYypHHUX HiAPO3LUTIB YCTAHOBH 1 MPALliBHUKH, BiAMIOBIAAIbHI 32
oprasizariito JiJIOBOACTBA B ITUX IMTAPO3/iIax, 3000B’s13aH1 3a0e3neunTr 30epiranHs
JOKYMEHTIB 1 CIIpaB.

3. Jlns1 30epiraHHs cupas y JUIOBOACTBI BUKOPUCTOBYIOTh KAPTOHHI TEKH 13 KJIallaHAMU
a00 3aB’s13KaMH, KAPTOHH1 200 TIaCTMACOB1 IIBUKO3IIKBadl. Y poOourx KIMHATax
CTpaBU MOBUHHI 30€piraTuch y BEpTHUKAILHOMY MOJIOKEHH] B IIadax, 110 3aKpUBAIOThCS.
Jjig miABUILIEHHS ONIEPAaTUBHOCTI PO3IIYKY IOKYMEHTIB CIIPaBU PO3MILIYIOThCS
BIJITIOBITHO 10 HOMEHKJIATypH cripaB. Ha KOpiHIAX 0OKJIQAMHOK CIIpaB 3a3HaYar0ThCs
1H/IEKCH Ta 3ar0JIOBKH 32 HOMEHKJIATypPOIO CIIPaB.

4. MarniTHi cTpiuku Ta nudposi Hocii iHdopMarii 3 GoHOrpamMaMu 3aciganb
KOJIET1alIbHOTO OpraHy 30epiraroThes B oro cekperaps. Ha cTpiulti 1 kopoO1ti pooutbes
BiJIMITKa TIPO JaTy 3acimaHHs i yac 3anmucy. Cekperap KoJIeTialbHOTO OPTaHy BiAIOBIIA€
3a ix 30epiraHHsI.

5. Bupaua cipaB y THMYacoBe KOPUCTYBaHHS MpaIliBHUKAM CTPYKTYPHHX ITiIPO3I1TIB
YCTaHOBH 3[IHCHIOETHCS 3 I03BOTYy KEPIBHUKA CTPYKTYPHOTO HiAPO3/LIY, B IKOMY OyJI0
c(hopmMoOBaHO CIIpaBy, IHITUM yCTaHOBAaM — 3 IMMUCbMOBOTO JI03BOJTY KEPiBHUKA YCTAHOBH.
Ha Bumany cnipaBy cKJIaa€Thesi KapTKa-3aMiHHUK 32 (pOpPMOI0, HaBEICHOIO B A0AATKY 12
1o mux [IpaBumn. V kapTiii 3a3Ha4ar0ThCs HAWMEHYBaHHSI CTPYKTYPHOTO T PO3ILITy,
1HEKC CIIpaBH, 3ar0JIOBOK CIIpaBH, JaTa ii BUaadi, 0co0a, siKiii CripaBy BHIAHO, qara ii
MMOBEPHEHHS, TIMTUCH 0Ci0, sIKI BUIAJIW Ta IPUIHSIIN CTIPABY.

ITocagoBa oco0a, sika BHaja Ta NpHUilHsIIa CIpaBy, 3000B’A3aHa 31HCHUTH MEPEBIPKY
HAsSIBHOCTI JIOKYMEHTIB Y CIpaBi.

He no3BonsieTscst BUAaBaTH Y THUMYAcOBE KOPUCTYBAaHHS MPAL[iIBHUKAM CTPYKTYpPHHX
MiAPO3IUTIB YCTAaHOBU OKpPEMi JJOKYMEHTH 31 CIIpaB.

6. Hamanus cripaB y THMYacoBe KOPUCTYBAHHS 31HCHIOEThCS HE OUTBII SIK HA OJJMH
MICSIIb.

7. BunmyuyeHHs opuriHajiB JOKYMEHTIB (CIIpaB) I0IYCKA€ETHCSA 3 JO3BOJIY KEpPIBHUKA
YCTaHOBH 3 JJOTPUMAaHHIM BUMOT, 3a3Ha4eHUX y MyHKTI 14 po3ainy I uux [Ipasui.

8. Y pasi BTparu IOKyMEHTIB 1 CIIpaB, 10 YUCIATHCS 32 HOMEHKIIATYPOIO, Y CTPYKTYPHHUX
MiPO3/IaX BKUBAIOTHCS 3aX0IH BiIMOBIAHO A0 MYHKTY 9 TiaBu 2 po3ainy V mux
[IpaBu.



V. EkcnepTusa LiHHOCTi JOKYMEHTIB
1. HopmaTuBHO-MeTOAMYHI 3acaAn eKCnepTU3n LLiIHHOCTI JOKYMEHTIB

1. ExcriepTu3a iHHOCTI IOKYMEHTIB ITPOBOJUTHCS BiJIIOBITHO /10 3aKOHOAABCTBA Y cdepi
apxiBHOI CIpaBy Ta JLJIOBOACTBA, TUMOBUX Ta rajly3eBHX MEPENiKiB BU/IIB TOKYMEHTIB 13
HOPMAaTHUBHO BCTAHOBJIIEHUMH CTPOKaMH iX 30epiraHHsl, 3aTBepA>KEHUX BIAMOBIIHO 0
3aKOHOZABCTBA, TUMIOBHUX 1 IPUMIPHUX HOMEHKJIATYyp CIIpaB, 1HIINUX
HOPMAaTHUBHO-IIPABOBUX AKTIB 3 MUTaHb €KCIEPTH3H LIHHOCTI.

2. 1ns opranizanii Ta IpOBEACHHS €KCIIEPTU3H LIHHOCTI JOKYMEHTIB B YCTaHOBAX, IO €
IOPUIMYHAME 0c00aMu, yTBOPIOOTHCS NocTiiHO Airodi EK, 1m0 nitoTh BiAmoBigHO 10
MOJIOXKCHB MPO HHUX.

VY Mmy3esx 1 61010TeKax, mo nepedyBaroTh y Jep KaBHIA Y KOMyHaIbHIN BJIACHOCTI,
MIPOBEIEHHS €KCIIEPTU3H IIIHHOCTI JOKYMEHTIB MOKJIAAa€THCS B1IOBITHO 10
3aKOHO/IaBCTBa Ha (POHI0BO-3aKyIiBeNbHI KoMicii (mani — P3K) Ta ekcnepTHO-OIiHHI
komicii (mani — EOK). ¥V monoxennsx nmpo @3K my3zeis Ta EOK 6i6mioTek 3a3Ha4at0ThCS
3aB/IaHHS, OB’ 3aH1 3 €KCTIEPTHU30I0 IIIHHOCTI apXiBHUX JTIOKYMEHTIB.

JlepkaBH1 OpraHy, OpraHd MICLIEBOT'O CAMOBPSAYBaHHs, A€ KaBHI Ta KOMyHaJIbHI
HiANPUEMCTBA, YCTAHOBH Ta OpraHizalii po3po0sttoTs nonoxeHHs npo EK Ha miacrasi
THUITOBOTO MOJIOKEHHS PO EKCIIEPTHY KOMICIIO Iep’KaBHOTO OpraHy, OpraHy MicIIeBOTO
CaMOBPSIIyBaHHs, 1€P>KaBHOTO 1 KOMYHaJIbHOTO MiITPUEMCTBA, YCTAHOBHU Ta OpraHizaiii,
3aTBepIKEHOro HakazoM MiHicTtepcTBa roctullli Ykpainu Bia 19 yepsus 2013 poky Ne
1227/5 , 3apeectpoBanoro y Minictepctsi roctuiii Ykpainu 25 uepsus 2013 poky 3a Ne
1062/23594 (i3 3MiHamn).

OO0’ enHaHHs TPOMAJISH, PEIriiHI opraHi3alii, miJIpUeEMCTBA, YCTAHOBH Ta OpraHizailii,
3aCHOBaHI Ha MPUBATHIA (POpPMi BIACHOCTI, a TAKOXK JIepKaBHI HAYKOBI YCTAHOBH TIi]] 4ac
MiArOTOBKH MoJiokeHb po EK kepyroTbest pekoMeHaamissMu YKpAep KapXiBy.

3.V cBoiit gisuibHocTi EK, ®3K, EOK ycTaHOB KepyOThCs MPUHIUIIAMY 1 KPUTEPIIMU
€KCIIePTHU3H IIHHOCTI IOKyMEHTIB, yCTaHOBJICHUMH [lOpsiTKOM YTBOPEHHS Ta MisUIBHOCTI
KOMICi#i 3 IPOBEACHHS €KCIIEPTU3H LIIHHOCTI JIOKYMEHTIB, 3aTBEPAYKEHUM MTOCTaHOBOIO
Kab6inetry MinictpiB Ykpainu Big 08 cepmast 2007 poky Ne 1004 (i3 3MiHammu).

4. EK ycTtaHoBH, y JiSUIBHOCTI KO YTBOPIOIOThCS ToOKyMeHTH HA®, npuiimae pimieHHs
po:

cxBasienHs 1 moganHs a0 EINK nepxkasnoro apxiBy (EK apxiBHOTO Bimiay paiioHHOT,
paifonnux y micrax Kuesi i CeBacTonodni aep’aBHHUX aaMiHICTpallii, MiCbKOT paan)
MIPOCKTIB TAKUX IOKYMEHTIB: OIMUCIB CIPaB IMOCTIHHOTO 30epiraHHs, OMKUCIB CIIPaB 3
KaJpOBUX IMHUTAaHb (0COOOBOTO CKJIAy ), HOMEHKIIATYp CIIpaB, IHCTPYKIIii 3 IUTOBOACTBA,
MIOJIOXKEHB MPO CIIY>KOU J17I0BOACTBA, apxXiBHI miapo3aimu Ta EK, anoToBaHux mepemikiB
yHIKaJIbHUX JOKyMeHTiB HA®D, akTiB nmpo BUITy4eHHS 175 3HUILCHHS JOKYMEHTIB, HE



BHeceHuX 10 HA®, axTiB npo BuitydeHHs 10kyMeHTiB 3 HA®D, akTiB mpo HEBUITPABHI
MOIITKO/KEHHS cTpaB (okyMeHTiB) HAD;

CXBaJICHHSI:
OIuCiB crpaB TpuBasoro (moxaxa 10 pokis) 30epiraHHs;

aKTiB MPO HEBUITPABHI IMOIIKO/HKEHHS CIIPaB (IOKyMeHTiB) TpuBajoro (moHaa 10 pokiB)
30epiraHHs Ta 3 KaApOBUX NUTaHb (0COOOBOTO CKIIANY);

HOMEHKJIATYp CIIPaB, OMUCIB crpaB TpuBayioro (moHana 10 pokiB) 30epiraHHs yCTaHOB, 1110
HaJieXarh J10 c(hepHu yNpaBIiHHS OPTaHy BUILOTO PIBHS Ta Y MISIIBHOCTI KUX HE
YTBOPIOIOTHCS JOKyMeHTH HAD.

5. EK ycTtaHoBwH, y IisIBHOCTI K01 HE YTBOPIOIOThCS JokyMeHTH HA®D, npuiimae
PIIIEHHS MPO:

cxBanenns 1 noganus 1o EIIK nepxasHoro apxiBy (EK apxiBHOTO Bigainy paiioHHOT,
parionHux y mictax Kuesi i CeBacTomnosi aep:kaBHUX aIMIHICTPAIIii, MiCBKOI paju)
MIPOEKTIB TAKUX JOKYMEHTIB: OIHCIB CIIPaB 3 KaJAPOBUX MUTaHb (0COOOBOTO CKIIALY),
aKTIB PO BUITYYCHHS JUIsl 3HUIICHHS JJOKYMEHTIB, He BHeCeHHX 10 HAD;
CXBaJICHHSI:

IHCTPYKLII 3 T1JI0BOJICTBA;

HOMEHKJIATYPH CIIPaB;

MOJIOKEHHS TPO CITYKOM J1I0OBOAICTBA, apXiBHi migposaiumm Ta EK;

omuciB cripaB Tpuajoro (moxnaj 10 poki) 30epiraHHs;

aKTiB MPO HEBUIIPABHI IMOIIKO/HKCHHS CIPaB (IOKyMeHTIB) TpuBajoro (moHaza 10 pokiB)
30epiranHs Ta 3 KaApOBUX NUTaHb (0COOOBOTO CKIIANY);

HOMEHKJIATyp CIIPaB, OMUCIB crpaB TpuBayioro (moHaxa 10 pokiB) 30epiraHHs yCTaHOB, 1110
HaJIeXaTh 10 cepy yNpaBIiHHS YCTAHOBH Ta y JISJIBHOCTI KX HE YTBOPIOIOTHCS
nokymeHTn HA®.

6. EK oqHOYacHO po3misae OMKUCH CIIPaB Ta aKTU PO BUITYYCHHS JJIsl 3HUILICHHS
JIOKYMEHTIB, He BHeCeHHX 10 HAD, a Takok aKTH PO BIUIIyYEHHS TOKyMeHTiB 3 HAD
pa3oM 3 aKTamH PO HEBUIIPABHI MOUIKOIKEHHS crpaB (HokymeHTiB) HAD (3a ix
HAsSIBHOCTI).



7. BHecennst nokyMeHTiB yctaHoB 10 HA® 3niiicHioeThest Ha mifcTasi pimmeHHs EITK
JIEPYKABHOTO apXiBy MPO CXBAJICHHS OMHKCIB CIIPaB MOCTIMHOTO 30€epiraHHs Ta Horo
3aTBEPKCHHSI KEPIBHUKOM YCTaHOBH.

2. NMopagok npoBeAeHHA eKCNepTU3n LiHHOCTI AOKYMEHTIB
1. ExcriepTu3a iHHOCTI IOKYMEHTIB B YCTaHOBI MPOBOUTHCS:

y MMOTOYHOMY JA1JIOBOJICTBI — ITiJ] Yac CKJIaJaHHs HOMEHKJIATyp CrpaB, pOpMyBaHHS
JIOKYMEHTIB Yy CIIpaBH 1 epEeBIPSIHHS MPABUIBHOCTI BIJIHECEHHS JOKYMEHTIB 10
BIJIMOBIHMX CIpaB, MiATOTOBKU CIPaB JI0 MepelaBaHHs Ha apXiBHE 30epiraHHs;

B apXiBi YCTaHOBH — Y MpOIIeC] MPUMaHHs CTIpaB A0 apXiBy Ta MiATOTOBKU CIPaB Ha
nocTiliHe 30epiraHHs.

2. ExcriepTr3a iHHOCTI IOKYMEHTIB Y IJIOBOJCTBI MPOBOIUTHCS IIOPOKY B CTPYKTYPHUX
MiIPO3a1JIax YCTaHOBH Oe3MocepeIHbo 0co0aMH, BiAMOBITAIbBHUMH 3a OpraHi3aIliio
JUTOBOJICTBA B KX Miapo3ainax, pazom 3 EK mig MeTonmnyHNIM KepiBHUIITBOM CITY>KOH
JJIOBOZICTBA Ta apXiBy YCTaHOBH.

OpranizaliiifiHy Ta METOJUYHY JOTIOMOTY y TIPOBEIEHH1 eKkcriepTu3n miHHoCTI Hagae EITK
nepxxasHoro apxiBy (EK apxiBHoro Biainy paiionHoi, pailoHHuX y Mictax Kuesi i
CeBacromnoni iep;kaBHUX aJIMIHICTpalliii, MiCbKOT pajiu).

3. Ilix 9ac mpoBeeHHs €KCIePTH3H IHHOCTI JOKYMEHTIB Y A1JIOBO/ICTBI BUPI3HSIOTH
YOTHUPH TPYIH CIIPaB:

MOCTIHHOTO 30epiraHHs;

TpuBainoro (moxaz 10 pokiB) 30epiranHs;

TUMYacoBOro 30epiranns (10 10 pokiB BKIIIOYHO);

Ti, IO TISATAIOTHh 3HUIIEHHIO Y 3B’S3KY 13 3aKIHYEHHSIM CTPOKIB 1X 30epiranHs.

Bin6ip 3a3HaueHHX rpyn JOKYMEHTIB 3/iIICHIOETHCS Ha Mi/ICTaBl HOMEHKJIATypH CIIpaB
YCTaHOBH, a TAKOXK TUIIOBHUX Ta rajy3€BUX MEPEIiKiB JOKYMEHTIB 31 CTpPOKaMu
30epiraHHs IIJIIXOM Meperisay KOKHOTO apKyiua cripaBi. OHOYaCHO MEPEBIPAIOTHCS
SKICTh 1 IOBHOTA YUHHOI HOMEHKJIATYpH CIIpaB, MPaBUIbHICTh BU3HAUEHHS CTPOKIB
30epiraHHs crpas, nepeoaueHuX HOMEHKIATYPOIO, TOTPUMAHHS BCTAHOBJICHUX MPaBUII
o(opMIIEHHS JOKYMEHTIB Ta (POPMYBaHHS CIIPaB.

4. Ctpok 30epiranHs JOKyMeHTiB 009HcIIoeThest 3 01 ciuHs pOKy, HACTYITHOTO 32 POKOM
3aKiH4eHHs cnpaBu. Hampukian, oOuucieHHs cTpoKy 30epiraHHs Crpas, 3aBEpIICHUX Y
2014 pori, mourHaetses 3 01 ciunst 2015 poky.



5. 3a00poHsETHCS BiAOIP TOKYMEHTIB JUIS TOJIAJIBIIOr0 30epiranHs abo 3HUILEHHS Ha
MJICTaB1 3aTOJIOBKIB CIIpaB B OMHCy a00 HOMEHKJIATYPi CIIPaB.

6. Cnpasu 3 no3Haukoro «EIIK», y siIkux ekcriepTu3010 IiHHOCTI BCTAaHOBJIEHA HASBHICTD
JIOKYMEHTIB TTOCTIHHOTO 30epiranHs, MijIsaratoTh nepedopMyBaHHIO. JJOKyMeHTH
MOCTIHHOTO 30epiranHs, BUIy4eHi 13 3a3Ha4eHUX CIpaB, 00 €IHYIOThCS B CAMOCTIiHHI
crpaBu 200 NMPUETHYIOTHCS JI0 IHITUX OAHOPIAHUX cripaB. OnpaBieHHs 3HOBY
c(OpMOBaHMX CIIPaB 3IHCHIOETHCS TUIBKU MICIIS 3aBEPIICHHS €KCIIEPTH3H LIHHOCTI
JIOKYMEHTIB.

7. i yac mpoBeICHHS €KCIIEPTU3H LIIHHOCTI JIOKYMEHTIB Y J1JIOBOJCTBI BUSBIISIOTHCS
DyOneTHI JOKYMEHTH, JOKYMEHTH, 1110 HE CTOCYIOThCS CIIpaBH, YepHETKH, HeO(hOpMIIEH]
KOTI11, METaJIeB1 CKPIIUICHHS, 1O MiAJATAI0Th BUJIYYEHHIO 31 CTIPaB MOCTIMHOTO Ta
TpuBajoro (moHan 10 pokiB) 36epiranHs.

8. 3a pe3ynpraTaMy €KCIIEPTU3H MIHHOCTI IOKYMEHTIB CTPYKTYPHI MiIPO3ALINA TOTYIOTh
CTpaBH MOCTiHOTO 1 TpuBajoro (monaz 10 pokiB) 30epiranHs 10 nepeaaBaHHs 10 apXiBy
YCTaHOBH, 30KpeMa:

3MIIACHIOETHCST O(OPMIICHHS CITpaB BiJIMOBIIHO JI0 BUMOT, BU3HAYCHHX Y TJIaBl 2 pO3aLTy
VI nux IIpasui;

3I1MCHIOETHCS CKIIQJaHHS OIUCIB CIIPaB CTPYKTYPHOI'O MiJPO3ALTY 3TiHO 3 BUMOTaMH,
BU3HaYeHUMH y 11aBi 3 po3auty VI nux [Ipasun;

Ha T1ICTaBl HOMEHKJIATYpP CTpaB (HOPMYIOThCS TIEpETiKy (CIIMCKH) CIIPaB, MO MiISTaloTh
3HUIICHHIO Y 3B’S3KY 13 3aKiHYEHHSM CTPOKIB iX 30epiraHHs, 1Jis BKIFOUCHHS /10 aKTa
PO BUJTYUYCHHS JIJIsl 3HUIICHHS JOKYMEHTIB, He BHeceHUX 10 HAD.

9.V pasi BCTaHOBIIEHHS B IIPOIIEC] €KCIIEPTU3H IIIHHOCTI (paKTiB HECTa4l JOKYMEHTIB 1
CIpaB, 10 BHECEHI O HOMEHKJIaTYPH, BIAMOBIAHUMH CTPYKTYPHUMH HiAPO3ALIaMU
YCTaHOBH 3/1HCHIOETHCS 1X PO3IIyK. Y pa3i HEraTUBHOTO pe3yibTaTy PO3LIyKy KepiBHUK
YCTaHOBH 3a MOJAAHHAM CITYOH JIIJTOBOJCTBA a00 KepIBHHUKA apXiBy (0cOo0H,
BiJIMOBIAAILHOT 32 apXiB) CTBOPIOE KOMICIIO 31 CITykK00BOTO PO3CIiayBaHHS, TPU3HAYAE
ci1y>k00Be po3CIIiTyBaHHs 1 BUJIa€ HaKa3 PO MPUTATHEHHS 10 B1AMOBIJAIBHOCTI 0Ci0,
BUHHHX Y BTpaTi JOKyMEHTIB abo crpas. JloBijgKa Npo NpUYMHHU BiZICYTHOCTI IOKYMEHTIB
abo crpas, miANKCcaHa WieHaMH KOMICIi Ta KEpIBHUKOM BIAMOBITHOTO CTPYKTYpPHOTO
MiAPO3ILTY, IePEeIaeThCs 10 apXiBy YCTaHOBH.

Ha miacraBi 10BiAKK apXiB CKJIa/1a€ akT MPO HECTady CIPaB (JOKYMEHTIB) Y CTPYKTYPHHUX
miapo3ninax 3a popmoro, HaBeneHO B AoaaTKy 13 no uux [IpaBun, skuii mianucye
KepiBHUK apXiBy (oco0a, BiAMOBiIajbHA 32 apXiB), Bi3y€e KEPIBHUK CIIY>KOU 1JI0OBOACTBA
Ta 3aTBEPIKYE KEPIBHUK YCTAHOBH.

10. B apxiBi ycTaHOBH €KCHEPTH3Y LIIHHOCTI JOKYMEHTIB MTPOBOISATH:



i/ Yac CKJaJlaHHs 3BeJICHUX OIKCIB CIIPaB;
y pa3i HaJXO/KEHHS JOKYMEHTIB Y HEyOPSIKOBAHOMY CTaHi;
y pas3i 3aKIHYEHHsI CTPOKIB TUMYACOBOr0 30epiraHHs apXiBHUX JIOKYMEHTIB;

nepes1 epeaaBanHsIM CIIpaB Ha MOCTiiHe 30epiranHs A0 BiAMOBIAHOT 1epKaBHOI apXiBHOT
YCTaHOBH, apXiBHOTO BIITY MICBKOT pajiu;

3 METOIO BUSIBJICHHS YHIKaIbHUX JOKyMeHTiB HAD.

11. ExcriepTr3a LIHHOCTI IOKyMEHTIB B apXiBl YCTaHOBH 3/11HCHIOETHCS 1] METOIUYHUM
KEPIBHULITBOM BIANOBIIHUX JIEPKaBHUX apXiBHUX YCTaHOB, apXIBHUX BIJUIUIIB MICBKUX
paz, y 30HiI KOMIUIEKTYBaHHS SIKUX TlepeOyBa€e yCTaHOBA.

12. ExciepTH3a HiHHOCTI JOKYMEHTIB B apXiBi YCTaHOBH IIiJ] Yac CKJIaJaHHs 3BEIEHUX
OIUCIB CIpaB nepeadavyae aHami3 CKIaay JOKyMEHTalil yCTaHOBH, 30KpeMa
OpraHizaliifHuX 1 pO3MOPATINX TOKYMEHTIB, @ TAKOXK IJIAHOBOI Ta 3BITHOI JOKyMEHTAIIIi:

1) YTOUHIOETBCS, B IKMX CTPYKTYPHHX IiJIPO3/iJIaX BIIKIAaJAl0ThCs JyOJIeTHI JOKYMEHTH,
10 IMiAJIATAI0Th 3HUICHHIO. 32 HEOOX1JHOCTI B apXiBl YCTAHOBH MOXKYTh 3aJIMIIIATUCS HA
30epiranHs AyOieTHI NPUMIPHUKU JOKYMEHTIB, IO MiJISAraloTh MOCTIHHOMY 30epiraHHio
B JIep>KaBHIN apXiBHIN yCTaHOBI, apXIBHOMY BIJILUTI MICBKOT paju. AHATI3yETHCS TAKOK
XapakTep MOBTOpeHHs iH(opMallii B IHIIMX TOKYMEHTax: BU], popMa i MOBHOTA
MTOBTOPIOBAHOCTI.

BunyuenHns 1yOoneTHUX JOKYMEHTIB Ta JOKYMEHTIB 3 IOBTOPIOBAHOO 1HPOpMALli€l0
3MIMCHIOETHCS JIMIIE MICIS 3BIPSHHS 3 JOKYMEHTaMH, 1110 3aJIMIIAI0THCS Ha MOCTiHHE
30epiraHHs;

2) 3A1MCHIOETHCS MTEPEeBipKa MPaBUIIbHOCTI (POPMYBaHHS CIIPaB Ta X o(popMICHHS
BIJIMOBITHO 70 apXiBHUX BUMOT. Y pa3i BUSBIICHHsI MOPYIIEHb apXiB Ma€e MPaBO BUMAaratu
nepedopMyBaHHS CIIpaB CTPYKTYPHUMH HiAPO3IiIaMu;

3) Ha miAcTaBi ONMHUCIB CIpaB CTPYKTYPHUX MIIPO3/UTIB MPALIBHUKU apXiBy YCTAaHOBU
CKJIQJIAI0Th 3BE/ICHI OIHUCH CIIPaB YCTAHOBU MOCTIHHOTO 30€piranHs, TPUBAJIOTO (TTOHA]T
10 pokiB) 30epiranHs, 3 KaAPOBUX MUTaHb (0COOOBOTO CKJIATy) BIAMOBIAHO 10 BUMOT,
Bu3HadeHux y po3aia VII mux [Tpasu.

13. ¥V pasi HaAXOKEHHS /10 apXiBy YCTAHOBH JOKYMEHTIB y HEYOPSAKOBAHOMY CTaH,
110 OyJI0 CIPUYMHEHO HAJ3BUYaHUMU 00CTaBUHAMM, €KCIIePTH3a LIHHOCTI TOKYMEHTIB
3MIACHIOETHCS 3 JOTPUMAHHSM BUMOT, BUBHAYCHUX Y YHKTax 3—9 masu 2 posaity V
nux [Ipasuo.

14. ExcriepTH3a IIHHOCTI JOKYMEHTIB B apXiBl yCTAaHOBH MPOBOAMUTHCS IIOPOKY 3 METOIO
BUSIBJICHHS JIOKYMEHTIB, CTPOK THMYACOBOTO 30epiranHs sIKkux 3akiHuuBcs. [Ipu ipomy



NEPErISIAl0ThCS OIMCH CIIPaB 3 KaJIPOBUX MUTaHb (0COOOBOTO CKIIAJY), TPHBAJIOTO
(monan 10 pokiB) 30epiranHs, y TOMY YMCII BiIOBITHI ONUCH CIIPaB
YCTaHOB-TIOTICPETHUKIB Ta JIIKBIJIOBAHUX yCTaHOB.

15. Excrieptu3a 1iHHOCTI oKyMeHTiB HAD nepen nepenaBaHHsIM CIpaB Ha MOCTiiHE
30epiranHs nependayae iIbOBE BUBYCHHS JOKYMEHTIB 3 METOIO BUSBIICHHS TyOJIETHUX
JIOKYMEHTIB (TOTOXKHHUX 3a 3MICTOM THPA)KOBAaHUX MPUMIPHUKIB OTHOTO JOKYMEHTA),
JOKYMEHTIB THMYacOBOT0 30epiranus, ki BHeceHi 10 HA®D nmoMuikoBo, a Takox
JIOKYMEHTIB, JOKYMEHTHa 1H(popMaIlis SKuX BTpayeHa 1 He MiJIsTae BiAHOBICHHIO B
nepBicCHOMY a00 HaOIMKEHOMY IO HHOTO BUTIISII.

VY pa3i HeoOX1AHOCTI IPOBOIUTHCS YIOCKOHATIECHHS a00 mepepoOIeHHS OIHUCIB.

VIocKOHaNICHHS OMUCY MPOBOANTHCS Y Pasi, SIKIIO 3ar0JIOBKH HE PO3KPHUBAIOTH 3MICT
CTIpaBH, BIJICYTHil OBIIKOBHH amapar onucy abo oKpemi Horo eeMeHTH.

[TepepoOneHHs ONMUCIB 3AIMCHIOETHCS Y TAKUX BHUIIAIKAX:
3HauHa YaCTHHA 3aroJIOBKIB OMHUCY HE BiJOOpa)xkae 3MICTy CIIpaBH;
OITMCH MICTSTh CyMapHe OITMCAHHS CIIPaB, IPYNOBY HyMEpaIliio CIIpas;

3HAYHY YaCTHUHY JOKYMEHTIB ()OH/Iy BUIYyUEHO, BTPAYCHO, NIEPEAAHO J0 1HIIO1 apXiBHOT
YCTaHOBH, IPUETHAHO 0 1HIIOTO (OHY;

MOPYLIEHO OCHOBHI NPUHIUIIN CUCTEMATH3allii 3ar0JI0BKIiB CIIpaB B OIKCY, 110
YHEMOXJIUBIIIOE TIOLIYK 1H(pOpMaIlii;

3HAYHO 30UTBIIUBCS 00cAT (POHIY 32 paXyHOK HOBUX HAJIXO/KEHb.

Excneprusa iHHOCTI IOKYMEHTIB YCTaHOBH Ta yIOCKOHAJIEHHS a00 nepepoOIeHHs
OTIHCIB 3/11HCHIOIOTHCS 3a PIIIEHHSIM JIEpP’KaBHO1 apXiBHOT YCTaHOBH, apXiBHOTO BIIJILTY
MICBKOT pajy.

A03an apyruii nyHKTy 15 miaBu 2 po3aity V BUKIIOYEHO

3a pe3ynaprataMy LiJIbOBOTO BUBUEHHS JOKYMEHTIB apXiB CKJIaJla€: MPOEKTH aKTIiB PO
BUTy4eHHs 10KyMeHTiB 3 HA®D 3a ¢opmoro, HaBeneHoto B 1oaatky 14 o mux [pasu.
Akt cxBamoetbes EK ycranoBu ta momaerbest Ha po3risia EINK (EK) nepkaBHoi apxiBHO1
ycranoBH, EK apxiBHOT0 BiJiIisTy MiCBKOi pajJiy, y 30H1 KOMILJICKTYBaHHS SIKOi epedyBae
YCTaHOBA.

OcTtarouHe pileHHs Npo BUIIydYeHHs JokyMeHTIB 3 HA® npuiimae LIETIK
VYKprepxKapxisy.



[Toromxenuit LIETTK Ykpaep:kapxiBy akT mpo BHIIy4eHHs JOKyMeHTiB 3 HAD
3aTBEPIKY€ETHCS KEPIBHUKOM YCTAaHOBH.

Ha mincTaBi 3aTBEpKEHOTO aKTa apXiB yCTAaHOBH BHOCHTB 3MiHH B OOIKOBI JIOKYMEHTH,
30KpeMa B TMiJICYMKOBHH 3aIMC Ta 3aCBiIUyBaJbHUN HAIIIC OIHCY.

16. Excnieptu3a 1miHHocTi JokyMeHTiB HA®, cipsiMoBaHa Ha BUSBIIEHHS YHIKAJIbHUX
nokymeHTiB HA®, nmpoBoauThCs apXiBaMH YCTaHOB, SIK1 BIAMOBITHO O 3aKOHOJABCTBA
MaloTh IIPaBO NOCTIHHO 30epiratu JokymeHTH HAD.

Binnecenns nokymenTiB HA® 10 yHIKaJIbHUX 3MIHCHIOETHCS HA TIICTaBl KPUTEPIiB
MTOXOKEHHSI, 3MICTY, 30BHIIIHIX 03HAK 200 3a CYKYITHICTIO KPUTEPIiB Ta XapaKTEPUCTHUK.

3a pe3ynbpraTaMu BHSBICHHS JOKyMeHTiB HAD, 1m0 MoXyTh OyTH BiTHECEHI 10
YHIKaJIbHUX, B apXiBl YCTaHOBH CKJIaIal0ThCSI MPOEKTH AaHOTOBAHUX MEPETiKiB
yHIKQJIbHUX JOKyMeHTIB HAD.

BusiBnenns yHikanbHux 10KyMeHTiB HA®D B apXiBi yCTaHOBH Ta iX ONUCYBaHHS B
aHOTOBAHOMY TEPENiKy 3AIMCHIOIOTHCS BIAMOBITHO 10 METOANKY BiAHECEHHS
nokyMmeHTiB HarloHanpHOTO apXiBHOTO (QOHY 10 YHIKAJIbHUX, 3aTBEPPKEHOT HAKa30M
Minicrepctsa roctuuii Ykpainu Big 16 cepnus 2016 poky N 2505/5, 3apeectpoBanoi y
Minicrepctsi toctumii Ykpaiau 18 ceprust 2016 poky 3a Ne 1148/29278.

3. CknagaHHA aKTiB Npo BUITyYeHHA ANA 3HULWEHHSA AOKYMEHTIB, He
BHeceHux A0 HA®, Ta 3HULEHHSA AOKYMEHTIB

1. Ha migcraBi moJaHuX CTPYKTYPHUMH MiIPO3I1IaMH aKTiB PO BUITYYEHHS JUIS
3HUIICHHS JTOKYMEHTIB, He BHeceHUX 10 HAD, 1110 miasararoTh 3HUIIECHHIO Y 3B'S3KY 13
3aKIHYEHHSM CTPOKIB iX 30epiranHs, Ta MpOBEIEHOI eKCIIEPTU3H LIHHOCTI JOKYMEHTIB B
apxiBl YCTaHOBU CKJIAJA€THCS aKT PO BUIIYUYECHHS IS 3HUILEHHS JOKYMEHTIB, HE
BHeceHux 10 HAD, 3a ¢popmoro, HaBeeHOO B 1oAaTKy 15 no uux [Ipaswui.

AKT CTPYKTYPHOTO MiJIPO3ALTY OPOPMITIOETCS Yy BUITISIIL TAONHUII, 1110 MICTUTb TpadH,
nepeadadeHi 3BeICHIM aKTOM TPO BUITYYCHHS /ISl 3HUILECHHS JOKYMEHTIB, HE BHECEHUX
10 HA®. AxT nignucye KepiBHUK CTPYKTYPHOTO IMiAPO3ILTY.

2. AKT Ipo BUJTyYCHHSI JIJIs1 3HHIICHHSI IOKYMEHTIB, He BHeceHuX 10 HAD, cknamaeThes
y IBOX MPUMIPHHUKAX, SIK TIPABHUJIO, HA CIIPABU BCi€l YCTAaHOBU. SIKIO B aKTi 3a3HAYEHO
CIIPaBH KUIBKOX CTPYKTYPHUX MiAPO3/ILTIB, X HAMMEHYBaHHS 3a3HAYAIOTHCS TIEPET
IPYIIOI0 3arojOBKiB CIIPaB LBOTO Miapo3ainy. Ha3zBu oqHOpiTHUX cripaB, BiliOpaHUX 10
3HUIICHHS, BHOCSATHCS B aKT ITiJ1 3aTaJIbHAM 3aroJIOBKOM 13 3a3HaY€HHSAM KUJIBKOCTI CIIpaB,
VKITIOYCHUX JI0 KOXKHOT TpyIi. AKTH MPO BHITyYEHHS JOKYMEHTIB JIJIsl 3HUIIICHHS MalOTh
BaJIOBY HyMepallito, mounHarouu 3 Ne 1.

CripaBH BKITIOUAIOTHCSI B aKT PO BUITYYCHHS JIJISl 3HUILECHHS JOKYMEHTIB, HE BHECEHUX
10 HA®, sikio nepenbadeHuit 1151 HUX CTPOK 30epirans 3akinauBes 10 01 cigHs poky,



B IKOMY CKJIaJICHO akT. Harpukiaz, cipaBu 3 TPUPIYHUM CTPOKOM 30epiraHHs, 3aKiHYCH1
y 2014 porri, MOXXyTh BKITFOUATHCS B aKT, 10 Oy/e ckinanenuit He panimre 01 cigns 2018
POKY, 3 I’ ATUPIYHUM CTPOKOM 30epiranHs — He panimre 01 ciaas 2020 poky, 3
ypaxyBaHHSM MPUMITOK, 3a3HAYCHNUX Y BIAMOBIIHUX MEpesikax JOKYMEHTIB 31 CTPOKaMu
30epiraHHsI.

3. YcTaHOBH, Y IISITBHOCTI IKUX YTBOPIOIOTHCS okyMeHTH HA®D, monarots cxBaneni EK
YCTaHOBHU aKTH PO BIIIYYCHHS IS 3HHUILEHHS JOKYMEHTIB, He BHeCeHUX 10 HAD,
pPa3oM 3 OIUCaMH CIIPaB MOCTIMHOTO 30epiraHHs Ta 3 KaJpOBUX MUTAHb (0COOOBOTO
ckinany) Ha po3rsin EIIK (EK) nepxaBHoi apxiBHOi yctaHoBu, EK apxiBHOrO Bimaity
MICBKOI pajiii, Y 30H1 KOMIUIEKTYBaHHS SIKOi IepeOyBa€e yCTaHOBaA.

4. YctaHOBH, y JiSUIBHOCTI SIKMX HE YTBOPIOIOThCS TIOKyMeHTH HAD, nonaroTh cxBalieH1
EK ycTaHOBHU akTH PO BHITyYEHHS JUIs 3HUIIEHHS TOKYMEHTIB, He BHeceHuX 10 HAD,
pa3oM 3 OIMcaMu CIpaB 3 KaJIpoBUX NUTaHb (0ocoboBoro ckiany) Ha po3risag EIIK (EK)
Jep:kaBHOT apXiBHOT ycTaHoBH, EK apxiBHOro Bifily MicbKoOi pajiu, y 30H1
KOMITJIEKTYBaHHS 5IKO1 epedyBa€e yCTaHOBa.

5.V pa3i BHECEHHS 0 aKTa PO BIIyYEHHS JUI 3HUIICHHS TOKYMEHTIB, HE BHECEHUX JI0
HA®, nepunHOi (hiHAaHCOBOT Ta OyXTanTepCchKol TOKYMEHTAIlli yCTaHOBA JI0JIA€ IO HHOTO
JOBIJIKY TIPO TIPOBE/ICHHS MIEPEBIPKU OpraHaMu JOXOAIB 1 300piB abo peBi3ii un
Jep>KaBHOTO (DIHAHCOBOTO ay[AMTY 3 MUTaHb JOTPUMAHHS IMOJATKOBOTO, MUTHOTO Ta
1HIIIOTO 3aKOHOJABCTBA (KPiM AP KaBHOTO (DiHAHCOBOTO ayAUTy OKPEMHUX T'OCHOAAPCHKIX
orepalliii) opraHaMu JIep>kaBHOTO (hiHAHCOBOTO KOHTPOJIIO.

VY noBiAIi TakoX 3a3HAYAIOTHCS BIJOMOCTI MPO HAsIBHICTH a00 BIJCYTHICTH:

(biHaHCOBUX OTeparii, Mo BiNOBITHO 0 BUMOT 3aKOHOJIABCTBA IiIIATAI0Th
(biHaHCOBOMY MOHITOPHHTY, 3a 3a3HaY€HI B aKT1 POKU;

CHIOpIB (CynepeyuoK), MOPYIICHHS] KPUMiHAJIBHUX CIPAaB, BIAKPUTTS CyJlaMU MPOBAKEHb Y
CrpaBax.

JIoBiziKa MiMUCYETHCS KEPIBHUKOM YCTAHOBH Ta CKPITUTFOETHCS MEYATKOI YCTAaHOBH (32
Has;BHOCTI).

6. [ToromkeHi (cxBajeHi) akKTH PO BUITYUYCHHS ISl 3HUIICHHS JJOKYMEHTIB, HE BHECCHHX
10 HA®, 3aTBep/KyI0ThCS KEPIBHUKOM YCTaHOBH, IICIIS YOTO YCTAHOBA MA€ MPAaBO
3HULIUTU JOKYMEHTH.

7. CnpaBu, BiiOpaHi s 3HUILEHHS, IePeIalOTHCs OpraHi3allisiM i3 3aroTiBIli BTOPUHHOT
CHPOBMHH 32 HAaKJIAJHUMH, y SKUX 3a3HAYA€THCS Bara MakyjIaTypH, 10 epeaaHa Jyis
nepepoOku. Jlara 31a4i JOKyMEHTIB, iX Bara Ta HOMEp HaKJIaJHOT BKa3yIOThCS B aKTax
PO BUITyYEHHS JOKYMEHTIB /ISl 3HUIICHHS.



8. SIk1o0 10 aKTa PO BUITYYCHHS JIJIs1 3HUIICHHSI IOKYMEHTIB, He BHeceHUX 10 HAD,
BKJIFOYCHO JOKYMEHTH 3 TPr(OM 0OMEKEHHS JOCTYIY, TaKi JOKYMEHTH 3HUIIYIOTh
IUISIXOM MTOAPiIOHEHHS, CIIAIFOBaHHS a00 IHITUM CITOCOOO0M, 110 YHEMOMKITUBIITIOE 1X
MIPOYUTAHHA Ta BiHOBIEHHS. [Ipy 1IbOMY B KiHIII aKTa JJOAATKOBO POOHUTHCS 3aIHC PO
3HUIICHHS BIMOBITHUX JIOKYMEHTIB 13 3a3HaYEHHSM MPi3BUII, iHiIianiB wieHiB EK
YCTaHOBH, HATIPUKIIA];
Cmpasu Ne 25 JICK, Ne 30 ZICK, Ne 80 JICK 3HUIIEHO HIISXOM MOAPIOHEHHS.
Ynenun EK:
Hara
VI. KomnnektyBaHHSA apxiBy
1. [’kepena KOMNMEKTYBaHHA Ta CKnaa OOKYMeHTIB apXxiBy

1. OcHOBHUMH JKepeslaMH KOMITIEKTYBaHHS apXiBy €: CTPYKTYpHI MiAPO3/IiIN YCTaHOBH,
MiAMOPSAIKOBaHI YCTaHOBH, (Di3myHi 0coOu.

2. JIOKyMeHTH 3 pi3HUMH BUJaMH MaTepiajibHUX HOCIiB iH(opMarlii moBHHHI 30epiraTucs
B apXiBi yCTAaHOBU OKPEMO.

3. ApxiB ynpaBIiHCHKOI JJOKyYMEHTAIlil 30epirae:

3aKiHY€Hi B MOTOYHOMY JIJIOBOJICTBI IOKYMEHTH MOCTIHHOTO Ta TpuBajioro (moxnax 10
POKiB) 30epiraHHs, CTBOPEHI CTPYKTYPHHUMH ITiIPO3/iIaMHU;

JOKYMEHTH 3 KaJpOBHX MUTAaHb (0COOOBOTO CKJITy) MPaIliBHUKIB YCTAHOBH;

JOKYMEHTH YCTaHOB-TIONICPETHHKIB;

JOKYMEHTH ITiITOPSTKOBAHUX YCTAHOB, IO JIIKB1IOBaHi;

JTOKYMEHTH 0CO0OBOT0 IMOXO/KEHHS MPAI[iBHUKIB YCTAaHOBH, SIKi BiAIrpajy MeBHY POJIb B
icTOpii pO3BUTKY Ti€l UM 1HIIOL chepH KUTTEMISITLHOCTI KpaiHu abo 11 OKpeMOro periony,

10 HAAIHMNIIN Ha MiICTaBl 3asBH 1X BIaCHHUKA;

JpyKOBaH1 BUJaHHS, 110 JOTIOBHIOIOTH apXiBHI JIOKyMEHTH, HEOOX1IHI JIJIst
HAyKOBO-METOAUYHOI Ta iH(OopMaLiiiHO-J0B1IKOBOI poOOTH apXiBy;

TIOBITKOBUH Ta OOJIIKOBHIA armapar 0 apXiBHUX JOKYMEHTIB.



2. Bumorn no ocpopmrnieHHA cnpas, Wo NignAararoTb apXiBHOMY
36epiraHHIo

1. CpaBu yCcTaHOBH MiAJIATal0Th 0()OPMIICHHIO i Yac iX 3aBEeICHHS Yy A1IOBOJICTBI Ta
IiJ] Yac MiATOTOBKY 1X Ha apXiBHE 30epiraHHsl.

2. OdopmiieHHs CIIpaB 3/1HCHIOETHCS MPaliBHUKAMU CTPYKTYPHHUX MiAPO3/UTIB Mij
METOJIMYHUM KEPIBHHUIITBOM CITY>KOH JIIOBOJICTBA Ta apXiBY yCTaHOBH (0CO0H,
BIJIMOBIAAJILHOT 32 apXiB).

3. 3anmexHo BiJl CTPOKiB 30epiraHHs JOKYMEHTIB 3I1IICHIOETHCS TOBHE 200 4aCTKOBE
(criporieHe) ohOpMIICHHS CIIPaB.

JIOKyMEHTH TUMYacOBOT0 30epiranss, c()oOpMOBaHi y cripaBH, 30epiraroTbcsi y TeKax
(mamkax) i3 3aB’sI3KaMH, TBUIKO3IITUBAYax, HE MAMIUBAIOTHCS 1 HE HyMEepYyIOThCA (3a
BUHSTKOM MEPBUHHOI OyXTraJITepChKOi JOKYMEHTAIIil Ta JOKyMEHTIB 3 rpudom « st
CITy»K00BOTO KOPHUCTYBaHHSD» Ta THITMMH TprUdaMu 0OMEKEHOTO JJOCTYITY), YTOUHEHHS
€JIeMEHTIB 0()OPMIICHHSI OOKIJIATUHKU HE TPOBOAUTHCS.

Odopmienns cnpaB nocTiHOrO 1 TpuBasioro (moHax 10 pokiB) 30epiraHHs, y TOMY 4HCIi
CIpaB 3 KaJIpOBUX MUTaHb (0COOOBOTO CKIIANTY), Mepeadadae CUCTEeMaTU3aIliio0 TOKyMEHTIB
y CIIpaBi, HyMepallilo apKyIlliB y CIpasi, CkiafgaHHsA (y pasi noTpeOu) BHYTPIIIHBOTO
OIHCY TOKYMEHTIB CIIpaBH, HassBHICTh 3aCB1AUYBAJIbHOTO HAIKCY CIIPaBH MPO KUIbKICTh
apKyIliB 1 Ipo 0coOMUBOCTI (HI3MYHOTO CTaHy Ta (OPMYBaHHS CIPABH, MiIMIKBAHHS 200
OIIpaBJICHHS CIIpaBH, 0(OPMIICHHS OOKIaIUHKU (TUTYJIBHOTO apKyllla) CIIpaBy.

4. Cuctemarm3ailisi JOKYMEHTIB y CIIpaBi nepeadadae po3MilIeHHs JOKyMEHTIB 3a
XPOHOJIOTIE0 HAXO/KEHHS a00 CTBOPEHHS (BiJ CIYHS IO TPY/ICHB ).

Jlesiki BUM TOKYMEHTIB (3BITH, BIJIOMOCTI TOIIO) JTO3BOJISIETHCS CUCTEMATH3yBaTH B
asnaBiTHOMY MOPSAAKY HaliMEHYBaHb YCTAHOB y MEXaxX POKY.

5. Hymepariist apky1iiB cripaB 3iHCHIOETBCS 3 METOIO 3a0e3MedeHHsI 30epekeHOCT] Ta
3aKpIMJICHHS MOPSAKY PO3TallyBaHHS JOKYMEHTIB, YKJIIOUEHUX y CIIpaBy. YC1 apKyLIi
CIpaBU HyMEpYIOTh apaObCbKUMU 1M (pamMH BaJOBOIO HyMEpalli€lo B IPAaBOMY BEPXHbOMY
KyTl IPOCTUM M’SIKHM OJIBIIEM a00 MEXaHIYHUM HyMepaTopoM. ApKyIii
3aCBIJUyBaJIbHOTO HAIUCY Ta BHYTPILIHBOTO OMHUCY HyMEPYIOThCS OKPeMO. 3aCTOCYBaHHS
YOpHUJIA, TacTU 200 KOJILOPOBUX OJIIBLIB JUIsl HyMepallli apKyIlliB CIIPaBH, apKyIIiB
3aCBIUyBaJIbHOTO HAMUCY Ta BHYTPILIHBOTO OMHCY 3a00POHSIETHCS.

Apkymii cripas, IO CKJIQIAI0THCS 3 IEKUTBKOX TOMIB 200 YaCTHH, HyMEpYIOThCS B
KOYKHOMY TOMI (4aCTHHI) OKpEMO.

dotorpadii, KpecieHHs, JiarpaMy Ta 1HIII UTIOCTPAaTHBHI JOKYMEHTH, 110 € OKPEMUMHU
apKyllamH B CIIpaBl, HyMEpYIOThCSl Ha 3BOPOTHOMY 00111 B JIIBOMY BEPXHBOMY KYTi.



Apkyin dpopmary, 6itbiioro, Hix gopmar A4, miAIMIUBAETHCS 3 OJHOTO OOKY 1
HYMEPYETHCS K OJIMH apKyll Y TIPaBOMY BEPXHbOMY KyTi, a TOTIM (DabITIOETHCS HA
dbopmar A4.

APpKyIII 3 HAITyX0 HaKJIGEHUMHU JOKyMeHTamu (dororpadisiMu, BUpi3KaMu, BUTTHCKaAMHU
TOII0) HYMEPYETHCS K OUH apKyll. SIKII0 0 JOKyMEHTA IiIKJIe€Hi OAHUM OOKOM 1HIII
JTOKYMEHTH (BUPI3KH, BCTABKH JI0 TEKCTY, IEPEKIIa ! TOIIO), TO KOXKEH JJOKYMEHT
HYMEPYETHCSL OKPEMO.

[TiqmmTi y cripaBu KOHBEPTH 3 YKJIaJCHHIMU HyMEPYIOThCS BaJIOBOIO HyMEpAIlI€I0
apKyIIiB CIPaBH, IPH [IbOMY CIIOYATKY HYMEPYETHCSI KOHBEPT, a MOTIM KOKHE BKIJIAJICHHS
B KOHBEPTI.

[TixmmuTi y cripaBu TOKyMEHTH 3 BJIACHOIO HyMEPAIli€r0 apKyIIiB 30€piratoTh TaKy
HyMepaIlito, SKI0 BOHA BiAMOBIIA€ MOCTIAOBHOCTI PO3TAIlTyBaHHS apPKYIIIiB y CIIPaBi.

V pa3i HasiBHOCTI 06ararbox MOMMJIOK y HyMepallii apKyIliB CIIPaBU B JA1JIOBOJICTBI
3MIMCHIOETHCS X TIEpEHyMepallis, IiJ] 9ac SKOi CTapi HOMEPHU 3aKPECITIOIOTHCS OIHIEI0
CKICHOIO PHUCKOIO 1 OPSI/I CTaBUThCS HOBUI HOMEP apKyIla.

V pa3i HasIBHOCTI OKpEMHX MOMHJIOK Y HyMepallii apKyIIiB ClIpaBH JOMYCKA€ThCS
3aCTOCYBaHHS JITEepHUX HOMepiB apKymIiB (135-a, 135-6 To1mo).

6. BHyTpimHii omuc JOKYMEHTIB CKIQIa€ThCS JI0 ICIKUX KaTeropiid Crpas, IO MICTATh
YHIKQJIbHI IOKYMEHTaJIbHI MaM’ATKH, TOKYMEHTH 3 TprudoM «1j1s ciry:k00BOTO
KOPHCTYBaHHS», 0COOOBI, CyOBO-CII/I4i CIIPAaBU, CIIPaBH, HA3BU SIKUX HE IMOBHICTIO
PO3KpUBAIOTH iX 3MicT. HE0OX1AHICTh CKIagaHHs BHYTPIIIHHOTO OMUCY IOKYMEHTIB
JESIKMX CIpaB BU3HAYAETHCS IHCTPYKLIEIO 3 ALJIOBOJICTBA YCTAHOBH.

BuyTpimHiii onuc (1omaTok 16) ckmagaeTses Ha OKpEMOMY apKylri 3a GopMoto, 110
MICTUTh BIZIOMOCTI IPO MOPSJIKOBI HOMEPU JOKYMEHTIB CIPaBH, iX 1HJIEKCH, 1aTH,
3aroJIOBKM Ta HOMEPHU apKyIlliB CIIPaBHU, HA SIKUX PO3TALIOBAHUH KOXKEH JOKYMEHT.

Jlo BHYTPIIIHBOTO ONUCY CKIIAAETHCS MiACYMKOBHUIA 3aITUC, Y IKOMY HABOAATHCS
mudpaMu Ta CIOBaMH KUTBKICTh IOKYMEHTIB, IO BKJIFOYEHI JIO OIHUCY, Ta KUTBKICTh
apKylIiB BHYTPIIIHHOTO onucy. BHyTpilIHIN onKc MiAIUCYETHCS HOTo ykiagadem. SKimo
CTIpaBy OIPaBIEHO a00 MiAIIUTO MONEPEAHBO 0e3 BHYTPIIIHBOTO OMHCY, TO HOTo OIaHK
M1KJICIOETHCS 10 BHYTPIIIHBOTO OOKY JTUI[LOBOI OOKIIAMHKHU CIIPABH.

3MiHU CKJIay IOKYMEHTIB CIIpaBH (BKJIFOUCHHS JIOIATKOBUX JIOKYMEHTIB, iX
BUKJIIOUEHHSI, 3aMiHa OPUTiHAJIIB KOIisSIMH TOIO) BigoOpaxxatoTscs B rpadi «IIpumiTkim»
13 MOCUJIAHHSAM Ha BIATOBIAHI TOKYMEHTH (HaKa3|, aKTH TOIO) 1 O BHYTPIITHOTO OIHCY
CKJIaJJa€ThCSl HOBUH IiJICYMKOBUH 3aIuc.

7. 3acBiuyBaJbHUI HAKMC CIPABU CKJIAJAETHCS 3 METOIO OOMIKY KIJIBKOCTI apKyIIiB Y
crpasi Ta (ikcauii ocodnMBocTeN X HymMepallii.



3acBiquyBaybHUE HanucC (101aTOK 17) CKIaIa€ThCsl HA OKPEMOMY apKyIili, 10
BMINIYETHCS B KiHII CIIPaBH, y APYKOBAaHUX MPUMIpHHUKAxX cripaB (0OMiKOBI XypHaIH,
3BITH TOIIIO) — HA 3BOPOTHOMY OOIli OCTAHHBOTO YHCTOTO apKYIIIa.

VY 3acBiguyBaqbHOMY HAIKC1 3a3HAYAIOTHCS U(PpaMH 1 JTiTepaMu KUTbKICTh apKYIIIiB Y
CIIpaBi Ta OKPEMO Yepe3 3HAK «+» (IUTI0C) KITBKICTh apKYIIiB BHYTPIITHBOTO OTHCY, SKIIIO
BiH €.

¥V 3acBiguyBajJbHOMY HAIMCI 3aCTEPIral0ThCsl Takl 0COOIMBOCTI HyMepallil T0KyMEHTIB
CIIPaBU:

HAasIBHICTH JITEPHUX Ta MPOITYIIICHUX HOMEPIB apKYIIIiB;

HOMEPH apKyIIiB 3 HaKIeEHUMH PoTorpadisiMu, KpecaeHHIMH, BUPI3KaMH TOIIIO;
HOMEpH BEJIMKOPOPMATHUX apKYIIIB;

HOMEpPHU KOHBEPTIB 3 YKJIQJACHHSAMH 1 KUTbKICTh apKyIIIiB YKIIQJCHb.

3acBiquyBaJbHUIN HAUC MIJMHCY€ETHCS 0c00010, SIKa HOro ckiiana. Yci HaCTyIHI 3MiHH B
CKJIaJl Ta CTaHi cripaBy (TIOMIKOKEHHS apKYIIIiB, 3aMiHa TJOKYMEHTIB KOMIsIMH,
NpUEIHAHHS HOBUX JOKYMEHTIB TOILO) 3a3HAYAIOTHCS Y 3aCB1IUyBajIbHOMY HAIUCi 13
MMOCUJIAaHHSMHU Ha BIAMOBIIHUM BUIIPABIOBYBaJIbHUN JOKYMEHT (HaKas3, aKT).

VY pa3i 3Ha4HOTO 00CSTY MepeHyMepallii apKyIiB y CIpaBi B KiHII 11 CKJIAJAETHCSI HOBUHM
3acBimuyBanbHUN Hamuc. CTapuil 3acBiAUyBaTbHUI HAITUC 3aKPECTIOETHCS 1 30€piraeThes
y cIipaBi MOCTIIHO.

8. OmpaBnieHHs CIIpaB 3AiHCHIOETHCS 3 METOIO 30€pexeHHs 1X (PI3MYHOTO CTaHy.
JIOKyMEHTH, IO MICTSATBCS Y CIIPaBi, MiIINBAIOTh HA YOTUPH MIPOKOJIU CICHiaTbHIMHU
CYpOBHMH HUTKaMu a0o0 aparBoro. CripaBu NOCTiHHOTO, TpuBaioro (moxaa 10 pokis)
30epiraHHs Ta 3 KaIpOBUX MUTaHb (0COOOBOTO CKIIa/ly) ONPABISIOTHCS Y TBEPAY
OOKIIAAWHKY 3 KapToHy. [Ipy IboMy MeTaneBi CKpiruieHHs (CKPIMKH, IITHIEKH )
BUJTYYaIOTHCS 3 JIOKYMEHTIB.

[1ix yac onpaBieHHs a00 MIAIIMBAHHSA JOKYMEHTIB CIIPaBH HE J03BOJISIETHCS TOPKATUCS
X TeKCTy. SIKII0 TEKCT TOKYMEHTIB HAJPYKOBAHO HAATO OJIU3BKO 0 iX JIIBOTO Kparo, TO
MOTPIOHO HAPOCTUTH KOPIHII TOKYMEHTIB MAaepoM Ti€i caMoi SIKOCTI, 1110 i HOCIi TEKCTY
JOKYMEHTIB.

VY pa3i HasgBHOCTI y cripaBi He3aTpeOyBaHUX 0COOMCTUX TIOKYMEHTIB (TPYAOBUX KHHUXKOK,
MTOCBITYCHB, JUILIOMIB, aTECTATiB, CBIIOITB TOIIO) Il TOKYMEHTH BKJIAJIAOThCS B
KOHBEPT, SIKUH IMiIIIUBAETHCS J0 CIIpaBH. SIKIIO TAKUX JOKYMEHTIB 3HauHa KUIBKICTB,
BOHM BIJTYYAIOTHCS 31 CIIPaBH 1 HA HUX YKIIAQAA€ThCS OKPEMHIA OTIHIC.



9. OdopmieHHs 00KIaINHOK (TUTYIBHUX apKYLIiB) CIIpaB MOCTIHHOTO, TPUBAIOTO
(monan 10 pokiB) 30epiranHs Ta 3 KaJpoBUX MUTaHb (0COOOBOTO CKJIAY) BUKOHYIOTH 32
dbopmoro, HaBeZieHOO B tofatky 18 o mux [IpaBwin. TuTynbHI apKyIni peKOMEHTy€ThCS
BUTOTOBJISITH JIPYKAPCHKUM CITOCOOOM 1 3aITOBHIOBATH 3MIHHY 1H(OPMAITIIO BiJl PYKH.

[lepen mepegaBaHHAM CIIpaB JI0 apXiBY YCTAaHOBU B TEKCT Ha iX 0OKJIQAMHKAX (TUTYIBHUX
apKyIax) BHOCATHCS HEOOX1THI yTOUHEHHS, TIEPEBIPSIETHCS BIAMOBITHICTD 3ar0JIOBKIB
crpaB Ha OOKJIaJIMHKAX (TUTYIBHUX JHUCTAX) 3MICTY MiMIUTUX JOKYMEHTIB (3MiCT
JIOKYMEHTIB CITPaBH BiJIOOPa)KAETHCS y 3ar0JIOBKY YITKO, CTHCIIO, Y3arajlbHEHO, 0e3
BTPaTH KOHKPETHHUX XapaKTEPUCTHK 00’ €KTa ONHMCYyBaHHA). Y pasi moTpelu /10 3aroiaoBKa
CIIpaBH BHOCATHCS JIOAATKOBI B1IOMOCTI (TIPOCTABIAIOTHCS HOMEPU HaKa3iB, MPOTOKOJIIB,
BUM 1 (POPMHU 3BITHOCTI, BKa31BKM HA HasIBHICTH KOl JJOKYMEHTIB y CIIpaBi). 3aroJIoBOK
CIpaBu Ha OOKJIAJIMHIII Ma€ BIJIMOBIIaTH 3ar0JIOBKY B OIHKCI CTIPaB CTPYKTYPHOTO

TiApO3 LY.

Ha o6xmaguHkax crpas (TUTYJABHHUX apKylllax) MPOCTaBISIOThCS AATH TOKYMEHTIB,
YMIIIEHUX Y KOXKHY CIpaBy. SIKIIO CIpaBa CKIAAA€ThCS 3 KUIBKOX TOMIB (YaCTHH), TO Ha
KOKHOMY 3 HUX IPOCTAaBJISIOThCA KpaiiHi JaTh TOKYMEHTIB (II0YaTKy Ta 3aKiHYE€HHS
crpas).

VY pasi 3a3HaueHHs TOYHHUX KaJICHIAPHUX JaT 3a3HAYal0ThCS YUCIIO, MicsIlb 1 pik. Yuco i
PiK TIO3HAYAIOTHCS apaOChKUMU NU(paMu, Ha3Ba MICAIS THIIETHCS CIIOBOM. SIKIIIO y
CIpaBy BKJIFOUEHO JOKYMEHTH ([IOJJaTKH TOIIIO), JaTh SKUX BUXOATH 3a KpaifHi 1aTH
CIIpaBH, TO HW)KYE JIaTH CIIPABH 3 HOBOTO PsKa POOUTHCS PO 11e 3amuc «Y CIpaBi €
JOKYMEHTH 32 pOKu». JlaTh MOXYTh HE 3a3HAYATUCS Ha OOKJIAIUHII (THTYILHOMY
apKyIili) CIpas, 10 MICTATh PIYHI IUTAHH Ta 3BITH, OCKUIBKH BOHU BiJIOOpaXkeH1 y
3aroJIoBKax CIpas.

Ha o6xmagunkax crpaB (TUTYJIBHHUX apKylllax) 3a3Ha4aroTh KiJIbKICTh apKyLIiB y CIIpaBi
BIJIMOBIAHO J0 3aCBiI4yBaJIbHOTO Hanucy (0e3 BpaxyBaHHs apKyIliB BHYTPIIIHHOTO
OIUCY Ta 3aCBiUYyBaJIbHOTO HAIMKCY).

Ha oOknaauHiii cripaBu B MpaBOMY BEPXHbOMY KyTi Ta HUKHBOMY JIIBOMY KYyT1
3a3HAYAETHCS APXiBHUH MIH(P CTpaBH (32 MOTOHKEHHSM 3 apXiBOM YCTAaHOBU HOMEPH
3BEJICHOT0 OMMCY 1 apXiBHOIO (POHIY, HOMEp CIIPABU 32 3BEJACHUM OIUCOM
MIPOCTABIISIOTHCS B apXiBi MICIIS 3aTBEPKEHHS 3BEJICHOTO OMHKCY cripaB). Jlis
IIPOCTaBJIEHHs apXiIBHOTO MIH(PY MOXKE 3aCTOCOBYBATHUCS LITAMII.

V pa3i 3MiHM HaiiMeHyBaHHS yCTaHOBH (11 CTPYKTYPHOTO MiAPO3ALTY) MPOTITOM IEPioay,
SIKUI OXOILTIOIOTH JOKYMEHTH CTIpaBH, abo ImiJ1 9ac rnepenadi CrpaBy 10 1HIIOT YCTaHOBH
(CTpYKTYypHOTO TAPO3UTY) Ha OOKIaANHII CIIPABH (THUTYJIBHOMY JIMCTI) 3a3HAYAETHCS
HOBE HaliMEHYBaHHS YCTaHOBH (CTPYKTYPHOTO MiIPO3/LTY), a IOTIEpEaHE OEpEThCs B
TYKKH.

Hanucu Ha oOxitaguHKax cripaB MOCTIHHOTO Ta TpuBayioro (mouan 10 pokis) 30epiraHHs
POOIATHCS YITKO YOPHUM CBITJIOCTIMKMM YOPHUIIOM 200 MacTO0.



VY pasi BMillIEHHS Y CIIPaBy HAJCKHUM YHHOM O(OPMIICHOTO TUTYJIBHOTO apKyIIa,
BUTOTOBJICHOTO JIPYKapChKUM CIIOCOOOM, Ha OOKJIAQJMHII CTIPaBH 3a3HAYAIOTHCS JINIIIE
HOMEpH apXiBHOTO OH/TY, OTHCY i CIIpaBU. 3a00POHSETHCS HAKIICIOBAHHS TUTYJILHOTO
apKyIa Ha OOKJIaJIMHKY CIIPaBH.

3. CknagaHHA Ta opopMneHHA ONUCiB CrnpaB CTPYKTYPHOro
nigposainy

1. CTpyKTypHI MigpO3IiIH YCTAaHOBU 3000B’s13aH1 ONMMUCYBAaTH IOKYMEHTH TIOCTIMHOTO Ta
TpuBaioro (nmoxasa 10 pokiB) 30epiranHs, 3 KaApOBUX MUTAaHb (0COOOBOIO CKJIaay) Yepes
PIK TicIIs 3aBEPIICHHS CIPaB Yy AUJIOBOJICTBI.

2. Ha cnpaBu TumyacoBoro (10 10 pokiB) 30epiranHs onucu He CKIalalThes. Y pasi
JiKBigamii yu peopranizalii yCTaHOBH TaKi OMHMCHU CKJIAJAI0ThCs 000B’SI3KOBO.

3. Onucu cripaB CTPYKTYPHOTO MiAPO3ALTY YCTaHOBH CKJIAIAI0ThHCS MIOPOKY 3a (hopMmoro,
HaBeJIeHOIO0 B onatky 19 no nux [IpaBu, mocamoBoro 0co60r0, BiAMOBITATBHOIO 3a
JIJIOBOZICTBO Yy CTPYKTYPHOMY MiJIPO3/ili, 32 METOJMYHOI JJOTIOMOTH apXiBy YCTaHOBH.

4. Homep onucy cnpaB CTPYKTYpHOTO MiIPO3/ily YCTAHOBHU MOBUHEH CKJIaJlaTHUCA 3
IU(PPOBOTO MO3HAYEHHSI CTPYKTYPHOTO MAPO3ILTY 32 HOMEHKIIATYPOIO CIIPAB 3
JI0/1aBaHHSM [10YaTKOBOT JIITEPU HAa3BH KAaTEropii JTOKYMEHTIB, 1110 BKIIOYAIOTHCS 10
OITUCY, T2 YOTHPHOX HU(P POKY, B IKOMY PO3I0YATO CIPABH, BKJIIOUYEHI 0 OIHUCY.
Hanpuknan, onvcu cnpaB noctiiiHoro, Tpusajoro (nmonan 10 pokis) 36epirans Ta 3
KaJIpOBUX MHUTaHb (0COOOBOTO CKJIa/ly) CTPYKTYpHOTO Tiapo3aury Ne 5, mo
00JIIKOBYIOTHCSI 32 HOMEHKJIATYpOIO cIipaB 1 po3nouari y 2014 poui, OyayTh MaTH Taki
Homepu: 5 I[1—2014; 5T —2014; 5 K— 2014 a6o 5 OC — 2014.

5. Ilix yac ckiagaHHs OMKCIB CIPAB CIIiJ] TOTPHUMYBATUCS TAKHX BUMOT:

CIPaBU KOXKHOTO POKY CKJIaJIal0Th PIYHUI PO3/ILT OMKCY CIPAB;

MOPSIOK HyMepallii CripaB B OIKCY — BaJIOBUH 3a KiJIbKa POKIB;

3aroJIOBKU CIIPaB BHOCSATH IO OMKCY BiIMOBIIHO 10 MPUIHATOI CXEMH CHCTEMATH3AIlii, SIK
MPaBWJIO, HA OCHOBI HOMEHKJIATYPH CTIpaB (3a HEOOXITHOCTI 3aroJIOBKH CIIPaB
pearyroThCs Ta yTOYHIOIOTHCS);

KOKHY CIpaBy BHOCSITH JIO ONHUCY ITiJ] CAMOCTIHHUM MOPSAAKOBUM HOMEPOM (SIKIIIO CIpaBa
CKJIAJIA€THCS 3 KIJIBKOX TOMIB, KOYKEH TOM OTPUMYE OKPEMHUI HOMED, SIKIIIO CIIpaBa
CKJIQJIAETHCS 3 KUIBKOX YaCTHH OJTHOTO JOKYMEHTA, TO KOYKHA YaCTHHA OTPUMYE OKPEMHUit

HOMED);

y pa3i BHECEHHS J0 OMUCY MiJIPsi KIJBKOX CIpaB 3 OIHAKOBUM 3ar0JIOBKOM MOBHICTIO
HABOJISATH JIMILE 3ar0JIOBOK MEPIIOi CIIPAaBH, a BC1 1HIII OJHOPIIHI CIpaBU MO3HAYAIOTh



CIIOBaMH «T€ CaMey, OJTHAK PEIITy BiJOMOCTEH MO CIpaBH 3a3HAYAIOTh MIOBHICTIO (Ha
KO)KHOMY HOBOMY apKyIIli OIKCY 3aroj0BOK BiATBOPIOIOTH TIOBHICTIO);

rpadu omrcy 3alOBHIOIOTH BIATIOBITHO /IO BIIOMOCTEN, BUHECEHUX HA OOKIIAIMHKY
(TUTYJIBHHI apKyIIl) CTIPaBH;

rpada omucy «IIpumiTKay BUKOPUCTOBYETHCS ISl BIIMITOK ITPO 0COOIUBOCTI (PI3UIHOTO
CTaHy CIpaB, PO Mepeaady Crpas iHIIKUM CTPYKTYPHUM MHiAPO3/iJiaM, PO HASBHICTh
KOTI JOKYMEHTIB Y CITpaBi.

6. Jl71s po3MoALTy CIipaB BiJOBIIHO IO CXeMH CHCTEMATH3aIli] mepeadadyeHo Taki
npaBuiia;

CIIPaBH BITHOCATHCS 10 TOTO POKY, B IKOMY X 3alpOBAMIH B IUTOBOJICTBI 200 B SIKOMY
BOHM HAJAIUIIIN 10 CTPYKTYPHOTO MiAPO3ILTY s IPOAOBKEHHS;

TUTaHU, 3BITH, KOIITOPUCH i JOKYMEHTH JI0 HUX BITHOCSITHCS IO TOTO POKY, Ha KMl a00
3a AKHH IX CKJIaZCHO, He3aJIEKHO BijJ JaTH iX CKJIaJaHHS,

NEPCIEKTHBHI IUTAHU BIAHOCATH JI0 MOYATKOBOTO POKY iX JIii, a 3BiTH 3a IIi pOKH — /10
OCTaHHBOTO POKY 3BITHOTO IEpiony;

CIIpaBH, SIK1 PO3IOYATO B OAHOMY CTPYKTYPHOMY MIAPO3/LII Ta IEpeIaHo s
MIPOJIOBKEHHS J0 1HILIOTO MiIPO3/iTy, HaJleXaTh TOMY MiJIpO3LTy, A€ iX 3aBepIueHo (pu
[[bOMY Ha3Ba MEPIIOTo MiAPO3ALUTy OepeThcs B Ty>KKH 1 MUIIEThCS Ha3Ba OCTAaHHBOTO).

7. Onucu cripaB BEAYThCS MPOTITOM KUTBKOX POKIB 3 BUKOPUCTAHHSAM €IMHOT HACKP13HOT
HyMepauii. CrpaBu KOXXHOTO POKY CTAHOBJISITh PIYHUM PO3/ILT ONHUCY.

8. Y KiHIIl OnuCy 3aMOBHIOETHCS MiACYMKOBUI 3aIKC 13 3a3HAYEHHSAM KiJIbKOCT1
(unpamu 1 croBaMu) cripaB, IO OOJTIKOBYIOTECS 3@ OIHCOM, IEPIIOTO i OCTAHHBOTO
HOMEDIB CIIPAB 3a OITMCOM, a TAaKOXK 00YMOBITIOIOTHCSI OCOOIMBOCTI HyMepallii ClipaB B
oruci (JiTepHi Ta MPOIYIICHI HOMEPH CIpPaB).

9.V piunuii po31i1 onMcy CIpaB BHOCITHCSA TAKOXK CIPABH, HE 3aBEPIICHI IPOTATOM
KaJIEHJApHOTO POKY. Y TaKUX BUMAJAKAX y KIHIIl PIYHUX PO3IUIIB OMUCY KOXKHOTO
HACTYIHOTO POKY, IPOTATOM SIKOTO CIPaBU MPOJOBXKYBAINCS B 11JIOBOJICTBI,
3a3HayaeThes: «JlOKyMEHTH 3a el piK AMB. TAKOXK Y PO3.LIl 3a pik, Ne ».
I'padu 4, 5 popmu onucy He 3aMOBHIOIOTHCS.

10. Omuc crpaB CTPYKTYPHOTO MiAPO3/1TY YCTAaHOBU HiANUCYETHCS YKIaJadeM 13
3a3Ha4EeHHSIM HOTO MOCa !, MOTOMKYETHCS 3 KEPIBHUKOM CITY)KOH JTIIIOBOJICTBA 1
3aTBEP/KYETHCSI KEPIBHUKOM CTPYKTYPHOTO ITiIPO3ILITY.



11. Onwuc cnpaB CTPYKTYPHOTO MiIPO3/IUTy YCTAHOBH CKIIQJIAETHCS Y IBOX MPUMIpHHUKAX,
OJIVIH 3 SIKUX MEPEaeThCs pa30M 31 CIIpaBaMH JI0 apXiBy YCTAHOBH, a IHIINN 3aJTMIIAE€THCS
SIK KOHTPOJIbHUH TPUMIPHHK Y CTPYKTYPHOMY ITiIPO3LTI.

12. Ha ocHOBI OMKCIB CIIpaB CTPYKTYPHUX ITAPO3LUTIB apXiB YCTAHOBU TOTY€ 3BEACHI
OIMCH CIIPaB MOCTIHHOTO Ta TpuBaoro (moHax 10 pokiB) 30epiranHs, 3 KaJApOBUX MUTaHb
(ocoboBoro CKIamy) y MOPSAKY, BU3HAUCHOMY B po3aiii V mux [IpaBwui.

4. NepepaBaHHA cnpaB [0 apXiBy yCTaHOBMU

1. CipaBu nocriiiHorO Ta TpHuBajoro (monas 10 pokiB) 30epiranus, 3 KaApOBUX MUTAHb
(oco0oBOTO CKTaMy) Yepe3 JIBa POKH ITICTsS 3aBEPIICHHS iX BEJCHHS B J1JIOBOACTBI
NEPEAAIOTHCS /10 apXiBY YCTAHOBH B YIOPAIKOBAHOMY CTaHi JUIs MOAAJBIIOTO 30epiranHs
Ta KOPUCTYBaHHSI.

CrpaBu noctiiiHOrO Ta TprBasioro (moHaxa 10 pokis) 30epiranHsi NepeaatoThCs 10 apXiBy
YCTaHOBH 32 ONKCaMHU, CKJIaJICHUMH 32 BUMOTaMM, BU3HAYEHUMH Y T1aBi 3 LbOTO PO3ALTY.

2. CpaBu TumyacoBoro (10 10 pokiB BKIIIOYHO) 30epiraHHsl MOXKYTh TIEpe1aBaTUCS 110
apxiBy YCTaHOBH 3a PIIICHHSM ii KepIBHUKA 32 YMOBHU HAABHOCTI B HbOMY BUTBHHX IUIOLLI.

CrpaBu TuMuacoBoro (10 10 pokiB BKIIIOUHO) 30epiraHHs NepealoThes 10 apXiBy
YCTaHOBH 32 HOMEHKJIATYPOO CIpaB abo, Ha po3Cy/] YCTAaHOBH, 3a 3JaBAJIbHUMH ONMCAMU
JOBIJIbHOT ()OPMHU, HOMEPH SIKUX MArOTh MO3HAUYKY « TM».

3. IlepenaBaHHs cripaB 0 apXiBy yCTAaHOBH 3iHCHIOETHCS 3a IpadikoM, ITOTOKEHUM 3
KepiBHUKAMHU CTPYKTYPHHX TiIPO3/ILIIB 1 3aTBEP/IKCHUM KEPIBHUKOM YCTaHOBH.

4. SIkuio oxpeMi cripaBU HEOOXiTHO 3aIHMIIUTH y CTPYKTYPHOMY ITiIPO3ALI IS TIOTOYHOT
po60TH, apxiB yCTaHOBU 0(OPMIISiE€ BUAUy CIIPAB Y THMUYACOBE KOPHUCTYBaHHS.

5. [ligroroBka cripaB CTPYKTYPHOTO MiAPO3ALTY ISl IEpEAaHHs 10 apXiBy YCTaHOBU
BKJIIOYAE MEPEBIPSHHS NMPaBUILHOCTI (POPMYBAHHS JOKYMEHTIB y CIIPaBH, BIANOBIIHICTh
3aroJI0BKiB CIIPaB 3MICTY BMIIIEHUX JI0 CIIPaB JOKYMEHTIB, 0)OpPMIIECHHS TIOKyMEHTIB
KOKHOT cIIpaBH, O(pOPMIICHHS CIpaB Ta BiJIOBIHICTH CIIPaB HOMEHKJIATYPI,
3aTBEPKEHI KEPIBHUKOM yCTaHOBH.

V pasi BUSIBICHHS HEJOMIKIB Y (hopMyBaHHI Ta 0)OPMIICHH] CIIpaB MpaliBHUKH
CTPYKTYPHHUX MiIPO3/iIiB 3000B’s13aH1 1X YCYHYTH.

CrnpaBu 10 apxiBy YCTaHOBH JIOCTABIISIOTHCS MPAIIBHUKAMH 11 CTPYKTYPHHX TT1IPO3ILTIB
3B’s13aHUMHU (YIIAKOBAaHUMU ) HAJICKHUM YHMHOM.

6. Y pasi BiAICYyTHOCTI CIIpaB CTPYKTYPHHUX HiAPO3/LTIB, 110 3HAYATHCS B OIHCAX,
Y>KUBAIOTbCS 3aX0AM, epeadoadeHi myHKkToM 9 masu 2 posauty V nux [Ipasui.



7. IlpuiimaHHS-TIepeaBaHHS KOKHOI CTIPaBH 31HCHIOETHCS IPAL[iIBHUKOM apXiBY
YCTaHOBH B IIPHUCYTHOCTI MpalliBHUKA CTPYKTYPHOTO ITiIPO3ILTY, SIKUH Tepenae
ymopsAKoBaHi Ta oopmIIeHi cripaBd. [Ipy 1IbOMY B KOXXHOMY MTPUMIpHHUKY OIHUCY CIpaB
POOIATHCS MO3HAYKH MPO MPUHHATTS Tiel a00 1HIIOT cripaBU. Y KiHIII KO)KHOTO
NPUMIPHHKA OITUCY CIIpaB poOIAThCS I(paMu Ta CIIOBaMH MO3HAYKHU NP0 (PaKTUUHY
KUTBKICTB CIIPaB, IIO MepeaHi 10 apXiBy yCTaHOBH, HOMEPH CIIpaB, IO BiJCYTHI, 1aTy
MpUiMaHHs-TIepeIaBaHHs CIIPaB 1 CTABIATHCS IMIIMUCH OCI0, SKi 31aBaIk Ta MPUHMAITH
CTIpaBH.

OnuH NpUMIPHUK OMUCY TOBEPTAETHCS CTPYKTYPHOMY IiIPO3ALTY, YCi 1HIII
3QJIMIIAIOTHCS B apXiBl YCTAHOBH.

5. paHUYHi CTPOKM TUMYACOBOro 36epiraHHA AOKYMEHTIB B apXiBi
yCTaHOBM

1. YcTaHOBIIOIOTHCS TaKi TPAaHUYHI CTPOKHA TUMYACOBOTO 30epiraHHs JOKYMEHTIB B
apxiBi yCTaHOBHU:

Ut nokyMeHTiB BepxoBHoi Pagu Ykpainu, Aaminictparii [Ipesunenra Ykpainu,
KaGinety MinictpiB Ykpainu, Koncrutyuiinoro Cyny Ykpainu, BepxoBaoro Cyny,
Buroro cyny 3 nmuTaHb iHTEIEKTyalIbHOI BIACHOCTI, BUIIOTO aHTHKOPYIIIIIHOTO Cyxy,
I'enepanbHOi Ipokyparypu Yipainu, [lenTpansHoi BuOop4oi komicii Ykpainu,
PaxynkoBoi nanaru Ykpainu, HamionansHoro 6anky YKpaiHu, MiHICTEPCTB, 1HIITHX
LEHTPAJIbHUX OPTraHiB BUKOHABYOI BJIa/IM Ta JEPKABHUX OPraHiB i 6e3mocepeHbo
ITIITOPSIIKOBAHUX M opraHizariii — 15 pokis;

i nokyMeHTiB BepxoBHoi Pagu ABronomHuo1 Pecniy6niku Kpum 1 Pagu minicTpis
ABroHoMHOi Pecniy6niku Kpum, o6nacuux, KuiBcbkoi Ta CeBacTonosibChKOi MiCBKUX Paj
1 Aep’KaBHUX aMIHICTpaIlii Ta 6€3MoCcepeTHbO MANOPAIKOBAHUX TM

oprasizalii, aneysifHIX Cy/iB, SKi yTBOPIOIOTbCS B alleALIHUX OKpYyTrax,
aneysUiiHUX aIMIHICTPaTUBHUX CY/IB, alesUIHHUX FOCIONAPChKUX CY/IB, OKPY>KHUX
aJIMIHICTPAaTUBHUX CY/IB, OKPY>KHUX TOCIONAPCHKUX CY/IB, PETIOHAJIBbHUX MPOKYPATYD,
BIMCHKOBUX MPOKYpATyp PETIOHIB, TEPUTOPIAIbHUX OPraHiB LHEHTPAJIbHUX OpPraHiB
BHUKOHaBYOi Biagn — 10 pokiB;

ISl IOKYMEHTIB pailoHHMX, pailoHHNX y MicTax Kuei Ta CeBacTomnomi aepKaBHUX
aJIMiHICTpAIliii, OpraHiB MiCIIEBOTO CAMOBPSAYBaHHs Ta 0€3M0CEePETHBO
MMOPSIIKOBAHUX M OpraHi3arliii, OKpy>KHHUX CYy/iB, Kl YTBOPIOIOTHCS B OJTHOMY a00
JEKUIbKOX paifoHax 4M pailoHax y micrax, abo y micti, abo y paiioHi (paiioHax) i MicTi
(MmicTax), TepUTOpiaJIbHUX OPraHiB IEHTPAIbHUX OPTaHiB BUKOHABYOI BJIAH, a TAKOXK
CUIBCHKOTOCIIOAAPCHKUX MAPHEMCTB - 5 POKIB;

JUIS 3alKCIB aKTiB IUBUILHOTO CTaHy, 3aMKCIB HOTapiaJbHUX Jiil 1 CyJOBHUX CIpaB,
JOKYMEHTIB 3 KaJJpOBUX MUTaHb (0COOOBOr0 CKJIay), TOCMOAAPCHKUX KHUT, TOKYMEHTIB 3
npUBaTH3alii KHUTIOBOTO (POHTY — 75 POKIB.



2. Ctpoku 30epiraHssi o0 KOHKPETHUX JIOKyMEHTIB MOXKYTh OyTH 3MiHEHI1 3a
MOTO/KEHHSIM 3 BIATOBIIHOIO IEP’KaBHOIO apXiBHOKO YCTAHOBOIO, apXiBHUM BiJIIJIOM
MicbKoi paau. [IpomoBxkeHHs CTPOKiB 30epiraHHs JOKYMEHTIB B apXiBl YCTaHOBH
JIOTYCKAETHCS 32 TOTPEOU KOPUCTYBAHHS JJOKYMEHTaMHU 31 CIIy’KOOBOIO METOI0, Y pasi
HEMOXKITUBOCTI IPUHHSATH JOKYMEHTH Ha 30epiraHHs JI0 Jep>KaBHOI apXiBHOI YCTaHOBH,
apXiBHOTO BIIIITY MiCBKOT pad.

3. Ilicns 3aKiHYEHHS TPAaHUYHUX CTPOKIB 30epiraHHs JOKyMEHTH, BigHeceHi 1o HAD,
MePEeIA0ThCS HA TTOCTIHHE 30epiraHHs BiAMOBITHO JI0 TIOPSIKY, BU3HAYEHOTO Y TaBi |
pozainy XIV mux IIpasui.

VIl. CknagaHHA apxiBHMX onuciB cnpas

1. NopAapok cknagaHHA pivYHUX po3AiniB 3BeAeHMX onuciB cnpas
yCTaHOBM

1. [TigroroBka piuHUX PO3/ALIIB 3BE/IEHUX OMKCIB CIpPaB MOCTIIHOIrO 30epiraHHs,
TpuBajoro (nmonan 10 pokis) 36epiranHs Ta 3 KaJpoOBUX NUTaHb (0COOOBOro CKIIAAY)
MOKJIAJIA€THCS HA apXiB YCTAHOBH.

2. SIk11o B ycTaHOBI CTBOPIOETHCSA 32 ik 110 20 cripaB, 3BeICHHIA OMHUC T03BOSETHCS
CKJIQJIaTH 3a KUJIbKA POKIB, ajie He OUIbIIE HIXK 3a 1T’ SITh POKIB.

Ha crienndivni 1711 KOHKPETHOT YCTaHOBH CIIpaBu (CyAOBi, CII141, HAYKOB1 3BITH TOIIIO)
CKJIaJJal0Th OKPEMI OIUCH.

3. 3BeZIeHI ONHUCH CIIPaB CKJIAAA0Th HA OCHOBI PIYHUX PO3/ALUIIB OMKUCIB CIIpaB
CTPYKTYPHHUX MIPO3/LIIB, y TOMY YHMCI1 BIJOKPEMIIEHUX CTPYKTYPHUX MIAPO3ALTIB 0e3
CTaTyCy IOpUINYHOT 0co0H, a B 6€3CTPYKTYPHHUX YCTaHOBaX — Ha OCHOBI 3BEE€HO1
HOMEHKJIaTYpH CIIpaB 3a TOM caMuil piK.

B ycranoBax, 1o He MalOTh CTPYKTYPHOTO MOJITY, apXiBHI OIMCH CKIaJal0ThCA 32
HarpsMaMH JisSJIbHOCTI yCTaHOBH.

4. Ilopsi1oK YHECEHHS 3aroJIOBKIB CIIPaB Y PIUHUM PO3/LIT 3BEIEHOTO OMHCY —
aHAJIOTIYHUH MOPAIKY, 3a3HaU€HOMY B IIyHKTax 5 Ta 6 masu 3 posainy VI nux [Ipasui.

3aroIoBKH CHpaB, 10 MICTATh JOKYMEHTH 3a JIeK1IbKa POKIB, BKIIOUAIOTHCS Yy PIUHUI
PO3ILT 3BEJICHOTO OTHCY BiJIMOBITHO 0 BUMOT, BUKJIAICHUX Y IYHKTI 9 Ti1aBu 3 pozminy
VI nux [Ipasun.

5. Ilepur HiXk BKITFOYATH 3aroJIOBKH CIPaB JI0 PIYHOTO PO3ALTY 3BEJCHOTO OIUCY
HEOOX1THO 3BIPUTH 3aroJ0BKH CIPAB 3 OMUCAMU CIIPAB CTPYKTYPHUX MiTPO3AUTIB (I
0€3CTPYKTYPHUX YCTaHOB — 31 3BEJICHOI0 HOMEHKJIATYPOIO CIIPaB 3a TOW caMuil pik),
NEPEeBIPUTH NPABWIBHICTH (OPMYBaHHS Ta O()OPMIICHHS CIIPAB.



6. 3aronoBKu cnpas, chOPMOBAHUX MICIIS 3aTBEPAKESHHS PIYHOTO PO3ILTY 3BEIEHOTO
OIUCY CTIpaB YCTAaHOBH, BKJIIOYAIOTh J0 PIYHOTO PO3ILUTY IIiJl JIITSPHUMH HOMEpaMHU
(manpuxman, 10-a, 284-6 Tomio) a6o BMIITYIOTh y KiHIII PIYHOTO PO3AUTY OMHKCY 3a iX
BAJIOBOIO HyMepali€ro. Bubip Toro 4u Toro BapiaHTy 3aJ€XUTh Bil KUTBKOCTI TaKHX
CTIpasB.

7. PidHi po3inu 3B€JICHUX OIKCIB CTIPaB HYMEPYIOThCS Y BAJIOBOMY MOPSAKY 3a
BUMOT'aMH, BCTAHOBIIEHUMHU Y TJ1aBi 7 I[LOTO PO3JILITY, 10 HUX CKIAJAAI0ThCS IMiICYMKOBUI
3aIiC Ta 3aCBiAYyBaILHIIA HAITKMC 3T1IHO 3 BUMOTaMH, BU3HAYEHUMH Y IJIaBl 5 IIOTO
PO3ILTy, @ TAKOXK MEPEIMOBA, IO CKIAAAE€THCS BIAMOBIIHO 10 MYHKTY 2 TJIaBU 6 IbOTO

po3ainy.

PiuHi po3ainm 3BeIcHUX OMKUCIB CIIPaB HE MMiAMIMBAIOTH 1 HE ONPABJISAIOTh, BOHU ITOBUHHI
30epiraTucs B TeKax 3 KjamaHaMmu abo 3aB’s3KaMHu.

8. PiuHnii 3BeICHUI OIKC CIIPaB CKIIAJIAE€THCS HE TMI3HIIIE HI)K Yepe3 J1Ba POKH T
3aBEpIICHHSI CIIPaB y JI1IIOBOJICTBI.

2. CknapaHHA Ta ohopMIIeHHSA piYHOro po3finy onucy cnpas
nocTinHoro 36epiraHHA

1. PiuHuii po3/i 3B€1€HOTO OIUCY CIpaB MOCTIHHOro 30epiraHHs CKJIalaloTh 3a
BCTAHOBJIEHOIO (hopMOr0, HaBeneHO B goaarky 20 mo mux [IpaBum. Jlo HOrO
BKJIIOYAIOTh YC1 3ar0JIOBKH CIPaB, 110 (pOpMyBaUCs B CTPYKTYPHHUX MiPO3/aiIax
YCTaHOBH BIIPOJIOBXK POKY, & TAKOXK 3aroJIOBKH CIPaB 13 TOKYMEHTaMH, BUIYYEHUMH 31
CIpaB TUMYAcOBOTO 30epiranus, ki Maiau no3Hauky «EITK». Cuctemarusaiiist 3aroioBKiB
CIpaB B OIMCY IIOBUHHA B1JIIOBIAATH NOPAAKY, BU3HAYEHOMY y 3B€/I€HIM HOMEHKIIATypl
CIpaB YCTaHOBH 3a LIei caMuil piK.

2. PiuHMit 3BeieHNiA OMUC CTIPaB MOCTIHHOTO 30€epiraHHs CKJIAIA€ThCS Y YOTHPHOX
NpUMIpHHKaX, sKi micis cxBajenHs EIIK BiamoBigHOTo Aep>kaBHOTO apXiBy
3aTBEPAKYIOThCSl KEPIBHUKOM YCTaHOBU. OJMH MPUMIPHUK HAIPABIISETHCS JIEPKABHOMY
apxiBy (apXiBHOMY BiJUIiTy MiCBKOI pajJHl), Y 30HI KOMIUIEKTYBaHHS SIKOTO repedyBae
ycTaHoBa. J[pyruii — 30epiraeThCs K HEIOTOPKAHHUN B apXiBi ycTaHOBH. TpeTiit Ta
YEeTBEPTUH MPUMIPHUKHU PO3LTY OMUCY BUKOPHCTOBYIOTHCS apXiBOM 1 CITyk0010
JIOBOZICTBA JUIsl TOTOYHOTIO MOIIYKY CIpaB 1y pa3i iX MepeaaBaHHsA Ha MOCTIHHE
30epiranHs HaIXOIATh 0 AEP>KaBHOTO apXiBy (apXiBHOTO BiJILITYy MICHKOT paan).

3. YcraHoBw, 110 36epiraroth jokyMeHTd HA® mocrtiiiHo B ce0e, CKIIaqatoTh piuHi
PO3A1TH 3BEJICHOTO OIUCY CIPaB MOCTIHHOTO 30epiraHHs y IBOX MPUMIPHUKAX.
[Moromxkeni EIIK BiAnoBiAHOTO JepKaBHOTO apXiBYy ONKCH 3aTBEPIKYE KEPIBHUK
yctaHoBH. [lepunii npuMipHUK onucy 30epiraeTbes B apXiBl yCTaHOBH, a APYTUl — y
CITy>k01 JIIIIOBOAICTBA.

4. 3aronoBKH CHpaB, BKIIOYEHHUX J0 PIYHOTO PO3JLITY 3BEIEHOTO OMHKCY CIPaB MOCTIHHOTO
30epiraHHs, HyMEpYyIOTh Yy BAJIOBOMY MOPSAKY 10 urciia 9999. B ycraHoBax 3 piyHUM



JIOKyMeHTo00iroM 10 600 1OKyMEHTIB AOLIIBHO 3aKIHUYBaTH 3BEICHUIN OMHUC 3 KUIBKICTIO
crpas 999.

3. CknagaHHA Ta ocpopMneHHA 3BeAeHOro onncy cnpas TpuBasnoro
(noHapn 10 pokiB) 36epiraHHA

1. Piunuii po3/ii 3B€1€HOTO OIUCY crpaB TpuBasioro (moxaxa 10 pokiB) 30epiraHHs
CKJIa/aeThes 3a GopMoto, HaBeeHoo B oaarky 21 o mux [Ipasuin. Jlo onucy
BKJIIOYAIOTh 3ar0JI0BKH CIPaB, 1110 YTBOPHUIIUCS B JiSUTBHOCTI CTPYKTYPHUX MiAPO3ALTIB
YCTaHOBH 1 MalOTh BIJIIOBIIHO /10 3B€J€HOI HOMEHKJIATypH CIIpaB CTPOKHU 30epiraHHs
noHaz 10 pokiB, a Takox 31 cTpOKOM 30epiranus «Jlo JikBigarii ycTaHoBU» (OKpiM
JIOKYMEHTIB 3 KaJJpOBUX NMUTaHb (0cO00BOrO cKiany)). Cucremarnsailisi 3arojioBKiB CIipaB
y LIbOMY ONKCY ITOBUHHA BiJMOBIIATH MOPSAIKY, BU3HAYCHOMY Yy 3BEJIeHI HOMEHKIIATypi
CIIpaB yCTaHOBH 3a IIei CaMUi PiK.

2. Onucu cripaB TpuBasioro (moraa 10 pokis) 30epiraHHs CKIaIal0ThCS y IBOX
npuMipHUKax Ta cxBamoroThes EK yctanosu. Omnucu crpaB TpuBasioro (monas 10 pokiB)
30epiraHHsi yCTaHOB, Y AISUTBHOCTI SIKUX HE YTBOPIOIOTHCS JOKyMeHTH HA®D, momaroTees
Ha cxBajieHHs EK oprany Buiioro piBHs (3a HasiBHOCTI).

Omucu cripaB TpuBajoro (moHaz 10 pokiB) 30epiranHs moaarThes Ha moromkeHHs EITK
nep:kaBHOTO apxiBy abo cxaneHHs EK apxiBHoro Bifiny pailoHHOI, pallOHHUX y MicTax
Kueri 1 CeBacTormnomni nepkaBHUX aJMIHICTpaIliid, MiCbKOT paJid 3a PIIEHHSM IIHX
KOMICIH.

3.V pasi nikBizanii yCTaHOBH, Y JIISJIbHOCTI SIKOT HE YTBOPIOIOTHCS T0KyMeHTH HAD,
onuc Tpusasioro (monax 10 pokis) 30epiraHHs JOKyMEHTIB IEPEPOOIIETHCS 3 METOIO
BUOKPEMJICHHS IOKYMEHTIB, [TOB’A3aHUX 13 3a0€3ME€UEHHSIM COL1aJIbHOTO 3aXUCTY
rpomajisit, Ta nicis cxsajgeHHs EK ycrtanosu ta EK oprany Bumioro piBHs (3a HassBHOCT1)
000B’s13k0BO TIoaeThest Ha noropkeHHs EINK nep:xaBHoro apxiBy abo cxBaneHHs EK
apxiBHOTO BTy pailoHHO1, pailoHHuX y MicTax Kuesi 1 CeBacTononi aep:kaBHUX
aZIMIHICTpAaLliil, MICBKOI pajIy.

4. CxBaJieHi Ta IOTO/KEHI OIKCH CIIPaB 3aTBEP/DKYE KEPIBHHUK yCTaHOBH. [lepimii
MPUMIPHHUK PIYHOTO PO3ALTY OMHCY 30epira€ThCsi B apXiBi yCTAaHOBH SIK HEJOTOPKAHHUI, a
JIPYTHUil € poOOYHMM 1 BUKOPUCTOBYETHCS B MPAKTHYHIN pOOOTI.

5. 3aronoBKH cpas, BKIIOUYECHHUX JJO PIYHOTO PO3/ILTY 3BEJCHOTO OMKCY CIpPaB TPHBAJIOTO
(monan 10 pokiB) 30epiraHHs, HyMepyIOTh y BaJIOBOMY MOPSAAKY A0 uncia 999.

4. CknapaHHA Ta opopMIIeHHs1 3Be4eHOro onucy cnpae 3 KaapoBuXx
nuTaHb (0co6oBOro cknaay)

1. 3BenieHMI OITUC CIIPaB 3 KaJpOBUX MUTaHb (0COOOBOTO CKIIAIy) CKIAIAEThCS 32
(dhopMoro, HaBeIeHOO B 1ofatky 22 a0 mux [Ipaswit. Onuc MiCTUTh JOKYMEHTH, 10
CTBOPIOIOTHCS B ISUTBHOCTI KaJAPOBOi, OyXTaaTepChKOi CIYKO Ta CIIy>kOM OXOPOHHM Tpalii



YCTaHOBH, Ta 32 HOMEHKJIATYPOIO CIIPaB YCTAaHOBH MAlOTh CTPOK 30epiranHs nonaz 10
POKIB.

2. 3arojoBKH CIpaB OMKCY 3 0COOOBOTO CKJIay CHCTEMAaTH3YIOTh 32 HOMIHAJILHOIO
03HAKOIO B Takiil HOCIITOBHOCTI:

HaKa3M 3 KaJIpOBUX MUTaHb (0COOOBOTO CKIIAAy), IO MiJIATaloTh TPUBAJIOMY 30€pIraHHIO
(75 poxkiB);

00JTIKOB1 JIOKYMEHTH (CITUCKH TPAIliBHUKIB YCTAHOBH);
KHUTH (KypHaJin) OOIKY HaKa3iB 3 KaJpOBUX MUTaHb (0COOOBOTO CKIIATY);
KapTKH 3 00Ky 0COOOBOTO CKIIay;

0c000Bi cripaBu (y TOMY YHUCII OCi0, TPEICTABICHNUX JI0 TIPUCBOEHHSI IOYECHUX 3BaHb),
aTecTalliliHi CIIpaBH, IEPCOHAIbHI CTIPABH;

KOHTPAKTH, TPYJOB1 JOTOBOPH, 1110 3aMiHIOIOTh HAKA3H 3 KaJAPOBUX MUTaHb (0COOOBOTO
CKJIANy);

OyXranaTepchbKi JOKyMeHTH (0c000Bi paXyHKH 13 3apo0iTHOT IJ1aTy, a B pasi ix
BIJICYTHOCTI — pO3paxyHKOBI BIJOMOCTI 13 3apIUIaTH);

JOKYMEHTH TIPO aTrecTalito 1 Tapudikamiro (TapugikaiiiiHi BiToMOCTi (CIIHCKH));
JOKYMEHTH TIPO MPOBEICHHS arecTallii Ta BCTAHOBJIECHHS KBami(ikaiiii;
HaropojiHa JOKyMEHTallis;

JOKYMEHTH PO HEIIACHI BUMIAIK Ha BUPOOHHITBI (aKTH, IIPOTOKOJIN, BUCHOBKH,
KypHAIN);

He3aTpeOyBaHi 0COOMCTI TOKYMEHTH MPALliBHUKIB (TPYI0BI KHMKKH, BIHCHKOBI KBUTKH,
JTUTIJIOMH, aT€CTaTH TOIIO).

3. Oco6oBi cipaBu (0COOOBI KAPTKU) BHOCATH JIO OMKCY 32 POKOM 3BUIBHEHHS MTOCAJ0OBUX
oci0 B andaBiTHOMY MOPSAKY iX MPI3BUILL.

4. 3anexHo Bijg 00CATY 0COOOBI CIPpaBH BHOCSTHCS JI0 OIUCY SIK OKPEMI OJIMHUIII
30epiranHs abo rpymyloThCs 3a aa(aBiTOM B OKpeMi CIpaBU-HAPSIIU, KOXKHY 3 SKUX
BKJTIOYAIOTh JIO OTHCY ITiJ] CAMOCTIHHUM HOMEPOM, HAIIPUKIIAJL:

21. Oco6oBi cripaBy 3BUIBHEHUX MPAL[IBHUKIB 3 MPI3BUILIAMH 3 JITEPU «A» 1O JITEPY
«K».



22. Te came, 3 npi3BHUILaMu 3 JiTepu «JI» mo mitepy «51».

5. Y cripaBu-HapsAu BMIIIYIOTh BHYTPIIIHIN OMKC YCiX 0COOOBUX CIIPaB 13 3a3HAYEHHSIM
HOMEPIB CTOPIHOK KOXKHOT 0c000BOi cripaBu. CPopMoBaHi y cripaBU-Haps I 0COOO0BI
CIIpaBH BiJIOKPEMIIIOIOTH OJTHA BiJl OJJHOT YNCTHMH apKyIlIaMH Iarepy, A€ 3a3Ha4aloTh
Mpi3BHUIIE, iM 51, IO OAaTHKOBI 0COOM, Ha SIKY 3aBEICHO CIIPABY.

6. Oco60B1 KapTKU TakoK GOPMYIOTh y CIIpaBH-HapsAIH B ad(aBiTHOMY MOPSIKY,
HaIpUKIIaI;

Oco00Bi KapTKH 3BIIbHEHUX MpaiBHUKIB (¢. T-2) 3 mpi3BUIIAMH 3 JTiTEPH «A» TI0 JITEPY
«H».

7. Oco00B1 paxyHKH IPAIiBHUKIB (DOPMYIOTH Y XPOHOJIOTTYHOMY MOPSIKY 32 ajihaBiToM
NPi3BUIL NPAL[iBHUKIB 200 CTPYKTYPHUM HPUHIUIIOM, HAIPUKIA;

Oco060Bi paxyHKH MpaliBHUKIB 3 MPI3BUIIAMH 3 JITEPU «A» 110 JiTepy «M».
Oco00Bi1 paxyHKH MpaIliBHUKIB BiIiTY TOCTa4aHHS Ta 30yTy.

8. 3ayIe’)KHO BiJl KUIBKOCTI 0COOOBHX CITpaB Ta 0COOOBHUX KapTOK Ha 0OCOOOBI CIIpaBH Ta
KapTKU 3BUTPHEHUX MPAalliBHUKIB MOXKE CKJIAZATUCS OKPEMHUH OITHC.

9. Onucu crpaB 3 KaJpoBUX MUTaHb (0COO0OBOTO CKJIAJY) YCTAHOB, Y IiSIIbHOCTI SIKMX
yTBOpPIOIOThCA JokyMeHTH HA®D, ckianatots y Tpbox npumipHukax. [Toromxeni EITK
BI/JITIOBITHOTO JIEP>KaBHOTO apXiBy OMMCH 3aTBEPAXKY€ KepIBHUK ycTaHOBHU. [leprmit
MPUMIPHUK PIYHOTO PO3/ALTY ONUCY 30epiraeThCs B apXiBl yCTAHOBU SIK HEAOTOPKAaHHUIA, a
IpyTuii € poOOUNM 1 BUKOPUCTOBYETHCS B IPAKTHUHINA poOOTi. Tpetiii HaacumaeTbest I
KOHTPOJTIO JIEPKaBHOMY apXiBy (apXiBHOMY BiJUIUTy MICBKOI pajiu), y 30Hi
KOMIUIEKTYBaHHS SIKOTO Iepe0yBa€e yCTaHOBA.

10. Onucu cripaB 3 KaJApOBUX MUTaHb (0COO0OBOTO CKJIaay) YCTAHOB, Y AISUTBHOCTI SIKUX
HE CTBOPIOIOTHCS ToOKyMeHTH HA®D, cknanaioTh y 1BOX npuMipHuKax. [licns moromkeHHs
onuciB EINK nepxaBHoro apxiBy abo EK apxiBHOTO Bigainy pailoHHOI, pallOHHHX y
micrax Kuesi i CeBacTormoni AepaBHUX aMIHICTpaIliid, MICbKOT pajiH iX 3aTBEPIKY€E
KEepIBHHUK yCTaHOBH. [lepmnii mpuMipHUK PIYHOTO PO3LTY OMHUCY 30epiracThCs B apXiBi
YCTaHOBHM K HEOTOPKAHHUM, a IPYruil € pOOOYNM 1 BAKOPUCTOBYETHCS B MTPAKTUYHIN
poOOTI.

11. 3arojoBKH cIipaB, BKJIFOUEHUX J0 PIYHOTO PO3ALITY 3BEIEHOTO OMHKCY CIIPaB 3
KaJpOBUX MUTaHb (0COOOBOTO CKIIAy), HyMEPYIOTh y BaJIOBOMY MOPSIAKY A0 uncia 999.



5. MipcymkoBMM 3anuc Ta 3acBigyyBanbHUA HaNnuc Jo
apxiBHuxonuciB cnpas

1. CymapHuii 00K CIipaB 3aKpIiIUTFOETHCS Y MJICYMKOBOMY 3aITHCI, SKUH CKIIAIAI0Th ISl
BCIX apXiBHUX OMHUCIB crpaB. [lics 0CTaHHBOT CTATTI KOXKHOTO OMKCY 3a3HAYar0Th
(mudpamu Ta cioBaMu) (pakTUIHY KUTBKICTH CIIPaB, YHECEHUX J0 PIYHOTO PO3ALIY OIHCY,
a TaKOX BKa3yIOTh 0COOIMBOCTI HyMepalii crpaB (HasiBHICTB JIITEPHUX Ta MPOITYIIEHUX
HoMmepiB). Hanpukiman:

V 1eit onuc BriroueHo 250 (nBicti m’sitaecst) copas 3 Ne 1 mo Ne 250, y Tomy umcii:
mitepHi Homepu: 50a, 145a, 1456;
nponyuieHi Homepu: 170, 205.

2. Koxkny 3MiHY 3arajibHOI KIJTBKOCTI CIIPaB B OIKCY, TIOB’sI3aHY 3 HAJXOKCHHSM,
BUOYTTSIM, 00’ € JHAHHSIM, PO3()OPMYBaHHSAM CIIPAB TOILO, (PIKCYIOTh y MiICYMKOBOMY
3aIuci 3 MOCWJIAHHSAM Ha BiJMOBiIHI JOKYMEHTH, IO € MiICTABOIO JJI1 BHECCHHS 3aITUCY.
[Tpukmagu:

Jlo omucy BiiroueHo crpaBy Ne 78-a. [lincTaBa: akT mpo mepeBipsHHS HAIBHOCTI 1 CTaHy
copas Bix 17.01.2015 Ne 3;

Crpasu 3 Ne 112 o Ne 115 Bukirouero 3 onucy. [ligcraBa: akT mpo HecTady apXiBHUX
cipaB (mokymeHTiB) Big 12.06.2014 Ne 2;

Crpasu NeNe 50, 58, 70 Bunyueno. IlincraBa: akt npo BuiyuyeHHs cipas 3 HAD Bin
12.01.2014 Ne 1;

Crpagy Ne 200 pozdopmosano. Jlokymentu cripaBu Ne 200 4acTKOBO BKITIOYEHO B CIIPaBY
No 180. CripaBu 134 Ta 136 06’ennano. Iligcrasa: akt Big 20.01.2015 No 1.

3. [Ticns BHECEHHS B OIKC JOJATKOBHX 3aMKCIB CKJIAAI0Th HOBUM ITiICYMKOBHI 3aIuC 10
omnucy. Y pasi BUOyTTA crpaB 3 onucy B rpadi «IIpumiTka» npoTu KOKHOI CIIpaBH, 1110
BHOYya, poOsaTh mo3HaUKy «Bulymay.

4. J1ns 0611Ky KUIBKOCTI apKyLIiB pIYHOTO PO3JLIY 3BEJIEHOrO OMKCY Crpas, (ikcarlii
0C00IMBOCTEH HyMepallii OHUCy Ha OKPEMOMY apKyIlli CKJIaJa€ThCs 3aCBiAUyBaIbHUN
HaIKC JI0 pO3/ALTY OIUCY, SIKUH pO3MILIYIOTh HAIPUKIHI PIYHOTO PO3JLTY 3BEIEHOTO
ornucy. @opma 3acBiT4yBaJILHOTO HAMHUCY J0 PO3/LTY ONUCY HaBeJeHa y noAarky 17 1o
uux [IpaBui.

6. NMepeamoBa A0 3BeAeHUX apXiBHMX ONUCIB cnpas

1. JTo KOKHOTO piYHOTO PO3LITY 3BEIEHOTO OMKCY CIPaB MOCTIMHOTO 30epiraHHs,
TpuBaioro (mouasn 10 pokiB) 30epiraHHs Ta OMKCIB CIPaB 3 KaAPOBHUX MUTaHb (0COOOBOTO



CKJIa/ly) CKJIaJJal0Th MEPEAMOBY, 1110 € €IEMEHTOM JIOBIKOBOTO anapary 10 piYHOTro
PO3ILTY 3BEIEHOTO OIHUCY CIIPaB.

2. [lepenmoBa 10 ONUCY CKIAJAETHCS 3 ABOX YACTHH:
nepiia — iCTopisi ycTaHOBU-(OHJ0YTBOPIOBAYA;
npyra — ictopist GoHTy.

VY mepuriit yacTHHI MepeAMOBH HABOATH Y XPOHOJIOTIYHIN MOCTIAOBHOCTI BIJOMOCTI MPO
3MiHHM 32 BiMOBIIHUM MEPiof], U0 BiIOYIUCS Y HAPSMAaX AisUTbHOCTI YCTAHOBH, ii Ha3BI,
MIAMOPSIAKYBaHH1, CTPYKTYP1, Y APYTiId — CTHUCIIO XapaKTePU3YIOTh 3MICT 1 IIOBHOTY
JOKYMEHTIB Yy CIpaBax, BUCBITIIOIOTh OCOOMUBOCTI ()OPMYBaHHS Ta ONMUCAHHS CIIPaB, iX
cucremMaTu3ailii B ornucy. [lepeaMoBy minmucyoTh yKiIagad OMKUCY Ta KEPIBHUK apXiBy
ycTraHoBH (0co0a, BiANOBIAaIbHA 32 apXiB).

3. IHII1 eeMeHTH JIOB1IKOBOTO anapary JI0 piuHOTO pO3/LTy 3BEJEHOTO ONUCY CIpPaB
(TUTYABHUI apKy1ll, 3MICT, CIIUCOK CKOPOYEHb, MOKAKYUK) CKIa1al0Th 332 OTPEOH.

HeoOxiaHicTh CKIIaAaHHS J0BIAKOBOTO anapary J0 3BEIEHUX OIHUCIB CIpaB MOCTIIHOTO
30epiraHHs y3roKYEThCS 3 IEP’)KaBHOIO apXiBHOKO YCTAHOBOIO (apXIBHUM BiJIJIIJIOM
MICBKOI pajii), y 30HI KOMIUIEKTYBaHHS sIKOT epe0yBae yCTaHOBA.

7. Hymepauis 3BeaeHUx apxiBHUX ONUCIB
1. ¥ Mexkax apxiBHOTO (DOHIY MEPIIOMY PIYHOMY PO3/LITY 3BEACHOTO OMUCY CIPaB
KO’KHOTO BUJTy HaJlaeTbcs HOMEp. [{o omnucy 3 KaJpoBUX NMUTaHb (0COOOBOTO CKIIAJTY)
JOJIAOTh JITEPHI THACKCH «K» ab0 «o/c», onrcam crpas Tpubasioro (monan 10 pokis)
30epiranHs — JITepHUH 1HIEKC «T», HapUKIal:
oruc Ne 1 cripaB nocriitHOro 30epiraHss,
oruc Ne 2-K 3 KaJJpOBUX MUTaHb (0COOOBOTO CKIAY),
omuc Ne 3-1 TpuBanoro (monas 10) pokiB 30epiraHHs.
2. Yci HacTymHI pivHI PO3AUTH 3BEICHOTO OMUCY CTpaB OyayTh MaTH 1€l caMUid HOMED 10
CKJIaJICHHS 3aKIHUEHOT'0 OIKCY, IPU I[bOMY MICJIsI HOMEpa KOXKHOTO HACTYITHOTO PIYHOTO
PO3ILTY OIHCY CIIPaB Y Iy’KKaX 3a3HAYAETHCS CIIOBO IIPOAOBKEHHS, HATPHUKIIAT:
«Omuc Ne 1 (mpopoBxeHHsT) CrpaB NOCTIHHOTO 30epiraHHs».
3. He no3BonsieTbes HaZiaBaTy OMKUcaM OJTHAKOB1 OOJIIKOB1 HOMEPHU, HAPUKIIAI, 1BA OMUCH
Ne 1 mocTiitHOTO CTPOKY 30€piraHHs, a TAKOXK HAJAABATH 1M JIITEPHI 1HIEKCH «a», «0»

TOLIIO.

4. Homep BUOYJIOTO OMHKCY 1HITUM OTHCaM HE TIPUCBOIOETHCH.



5. O6nik onKCiB CrIpaB B apXiBl YCTAaHOBH 3/IIHCHIOETHCS BIMOBIIHO /10 MMyHKTY 5 raBu 4
po3niny X mux [Ipasu.

8. 3akiH4eHUM apXxiBHUW onuc cnpas

1. JlexinbpKka pigHUX PO3JLUIIB 3BEACHOTO OIMUCY CIpaB ab0 OJWH PIYHUMA PO3ALI, KUIBKICTh
3aroJIOBKiB CIIpaB y sSKUX nocsmia gucia 9999 (abo 999), BBakarOThCS 3aKIHIYCHUM
ormucoM. CripaBu, CTBOPEHI B HACTYIHI POKH, BKIIOYAIOTHCS J0 1HIIOTO OIMUCY, 1110 Ma€e
HACTYIHUHN TOPSIIKOBUI HOMEp, HaNpUKIIaa 2, ab0 1HIINI BaJOBUN HOMEP.

3aKkiHUEHHI OMKC CKIIAJal0Th 1 B pasi JiKBijamii ycTaHOBH-()OHI0yTBOPIOBaYA
He3aJIeXKHO BiJl KIJIbKOCTI 3arojI0BKiB CIIPAaB y PIYHUX PO3Jiiax.

2. CucremaTH3allisi 3arojoBKiB CIpaB y 3aKIHUEHOMY OIUCY MOKE YTOUHIOBATHCS 3T'1]THO
3 XpPOHOJIOTIYHO-CTPYKTYPHOIO CXeMOIO MOoOYI0BH apXiBHOTO (DOHAY, po3AiiaMu SKOT €
POKH, a MIAPO3AUIaMU — Ha3BU CTPYKTYpPHUX MIIPO3ALUTIB YCTaHOBH. Y pasi
¢byHKIIIOHaTBHOT MOOYI0BU PIUHUX PO3ALIIB OMKICY YTOYHEHHS CXeMH CUCTeMAaTH3allii
3aKiHYEHOTO OTHCY HE TIPOBOIUTHCS.

3. 3akiHYeHHH OIHUC, IO CKIAJAETHCS 3 PIYHUX OMHUCIB CIIPaB, TOBUHEH MATH 3arajlbHUN
ITiJICYMKOBHH 3amuc, CKIaJACHUHN BIAMOBIIHO /10 MYHKTIB 1—3 T1aBU 5 bOTO PO3ALITY.
SIKII0 omHC CKIAAETHCS 3 KUTBKOX TOMIB, TO MiICYMKOBHIA 3aIUC CKIAIA€THCS 10
KOYKHOTO TOMY, & JIO OCTAHHBOT'O TOMY CKJIQJA€ThCs 3araJlbHHUM ITiJICYMKOBHH 3aITHC JI0
OIUCY B I[IJIOMY.

4. J1o 3aKiHYE€HOTO OIUCY CHPaB MOCTIHHOTO 30epiraHHs CKIaIa€ThCs 3aCBiUyBaIbHUII
HaIMC BIMOBIIHO 10 Aoxarka 17 go nux [IpaBui Ta aHAIOTIYHO 3rajlaHOMy PEKBI3UTY,
HaBeJIeHOMY B IyHKTI 7 maBu 2 posainy VI nux [Ipasuin. ¥V 3aransHomMy
3aCBIYYBAJIbBHOMY HAMKC1 Bi0Opax)aroThCs BC1 3MIHU B 00Cs31 CTIpaB, BHECEHUX JI0
OIIUCY, MOB’sI3aHi1 3 BUOYTTAM, HaJIXO/DKEHHIM, 00’ €THAHHAM 1 po3()OpMyBaHHIM CIIPaB
(Ha miacTaBl BIANOBIIHUX TOKYMEHTIB). BinTak 3acBiiuyBajibH1 HAMCH, CKJIaA€HI 10
PIYHUX PO3/UIIB 3BEJICHOTO OMKCY, BUITYYaIOTh.

5. O00B’SI3KOBUMH €JIEMEHTaMH O(OPMIICHHS 3aKIHUEHOTO OIKCY CIIPaB MOCTIHHOTO
30epiraHHs € TUTYTBHHI apKyIII, M0 CKJIATAEThCS 32 POPMOI0, HABEACHOIO B JOAATKY 23
1o 1ux [IpaBui, 3MicT, iepeIMOBa Ta CITMCOK CKOPOUYCHb, SIKi BMIIIYIOThHCS B OIUC TIEPE
OIMMCOBUMHU CTATTSIMHU B HaBEJICHIN MOCIIITOBHOCTI 1 CKJIQ/Iat0Th JOBIIKOBUH arapar J0
OITHUCY.

6. J1o ckiay TUTYJIBHOTO apKyllla BXOASTh AaHi AJIs TIONIYKY OTHCY B apXiBi: OCTaHHS
o(iniiina Ha3Ba ycTaHOBH-()OHI0YTBOPIOBaYa (13 3a3HAYCHHAM Ha OKPEMOMY apKyIii
B1JIOMOCTEH TIPO TIepeiiMeHyBaHHs Ta 3MIHHU B TiANOPSIKYBaHHI, IO BiAOYIUCS IPOTATOM
nepiony, 3a sIKUil TOKYMEHTH BKJIIOYEHO /10 OIUCY), HoMep (OHTY, HOMEp OITUCY, Ha3Ba
OTIHCY, KpaiiHl JaTH CIIpaB.



7. Y 3MICTI 10 3aKIHUYEHOTO OMHKCY CIPaB MEPeNiuytoTh (13 3a3HaYCHHIM HOMEPIB
BiJITIOBITHUX apKYIIIiB) TaKi €JIEMEHTH: IIePEeMOBa (3araibHa); TOTOBHEHHS 10
MePEIMOBH, IO BMIIITyBUIHCS B KOXKHOMY PIYHOMY PO3/IijIi OMKCY; HA3BH PO3LIIB 1
MiAPO3ILUTIB ONKCY; HA3BH IHIINX IPYT JOKYMEHTIB, BKIIFOYEHUX JI0 ONHUCY (1X MOAaI0Th
BIJIMOBI/THO JI0 CXEMH CHCTeMAaTH3allii OTUCY); CIIUCOK CKOPOYCHB (Y pa3i HassBHOCTI Yy
piUHUX po3iax). 3MICT PO3TAIOBYIOTH Ha MOYATKY 3aKiHYEHOTO OIUCY CIIpaB.

8. IlepenMoBy CKJ1a/1al0Th BIAMOBIIHO O MYHKTY 2 IaBH 6 1boro po3ainy. Jus ii
HaIMCaHHS MMOCITYTOBYIOThCS HOPMAaTHBHO-TIPABOBHMH aKTaMH, JIOBIKOBOIO JITEPATyPOIO
(eHIMKIIONENISIMH, JOB1THUKAMHU TOIIO), CIIPaBOIO (GOHITY, TOKYMEHTaMH (OHTY,
0OJIIKOBUMH JOKYMEHTAaMH, JIOBIIKOBUM arapaTroM apxiBy OopraHizailii, a TaKox
ICTOPUYHOIO JIOBIAKOIO 10 KOHKpeTHOro (ouay. Kpim 1poro, B €1uHMIA JOKYMEHT 3BOJATh
B1JIOMOCTI, 1110 MICTATBCS B TIEPEIMOBAX /10 PIYHUX PO3ILIIB.

9. CiuCcoK CKOpOYEHb CKIIAAAI0Th, SIKIIO B 3aKIHIEHOMY OIHCY CIIPaB BXKUTO CKOPOUYEHi
Ha3BHU, a0peBiaTypH, XapaKTepHi s cepu AisIbHOCTI ycTaHoBH. [1icTaBoio ciyryoTh
CIIMCKHU CKOPOYEHb JI0 PIYHUX PO3/ALIIB 3BEI€HUX ONMUCIB. PO3TallIOBYIOTH CKOPOUYEHHS 3a
abeTkoro. Po3nmdpyBaHHs HaBOIATH Uepes THUpeE Micis CKopodeHb. J[o crucKy He
BKJIIOYAIOTh 3araJIbHONPUIHSATI CKOPOUEHHS CIB (p. — piK, M. — MICTO, apK. — apKylIl
TOIIIO), @ TAKOXK CKIJIAJHOCKOPOUEH1 Ha3BU opraHizaiii (mpodcrminka,
o0JIepKaMIHICTpAIlis, CLITbPajia TOIIIO).

Crucku CKOpOYEHb J0 PIYHUX PO3MALTIB 3BEICHUX OIHUCIB CIIPaB BHIIyYalOTh.

10. 3akiHueHU# OMUC pa3oM 3 JOBIIKOBUM arapaTroM JI0 HHOTO OMPABISIOTHECSA Yy TBEPAY
0OKJTaIMHKY, yC1 apKyIIli OTTMCY HYMEPYIOTHCS BAJIOBOIO HYMEpaITI€Io.

VIil. 3abe3neyeHHs 36epexeHOCTi apXiBHUX AOKYMEHTIB
1. Bumoru oo npumilleHb apxiBy

1. ApxiB pO3MINIYIOTh Yy CIIEIAIIBHO MTOOY0BaHUX, 200 MPUCTOCOBAHUX JIJIsl 30epiraHHs
JOKYMEHTIB OyaiBIsiX, a00 OKpeMux npuMinieHHax. CrenianbHe IpUMIIIEeHHS IS apXiBy
YCTaHOBHU MTOBMHHO Tiepen0adaTucs i 9ac OymaiBHUIITBA a00 repeodaagHaHHs
aJIMiHICTpATHBHUX OYy/IiBEIb.

2.V pa3i BIICYTHOCTI CIIeIiaJIbHOTO MPUMIIIEHHS JUIs apXiBY BUAUIAETHCS IPUCTOCOBAHE
MPUMIILIEHHS B aAMIHICTpaTUBHIM Oy/iBIIl yCTaHOBU. PO3MIIIIEHHS Y PUCTOCOBAHUX
INPUMIIIEHHAX TPOBOJUTHCS B YCTAHOBICHOMY MOPSIKY IMICHS iX €KCIEPTU3H, SKa
BHU3HAYa€ MPHUAATHICTh NMPUMIIIEHHS (BOTHECTIMKICTD, JOBrOBIYHICTb, MIITHICTh
KOHCTPYKIIiil), CTaH mpuMileHHs (Ha ToBepXax, MiJBajibHe, TOPHILE), HAIBHICTD 1 CTaH
OTIATFOBAJIFHUX T4 BEHTHIISAIIHHIX CHCTEM.

J1Jis TpOBEICHHS €KCTIEPTH3H 3aTy4aroTh MPEJACTABHUKIB apXiBHUX, MTOKEHKHUX,
OyIiBeITbHUX, OXOPOHHUX, CAHITAPHO-TITIEHIYHUX Ta IHIIUX TPO(UIBHUX CITYkKO.
Pesynbraru excniepTusu 0pOpMIISIOTh aKTOM.



3. 3a00poHSETHCS IPUIIOM B EKCIUTyaTallil0 CTaApUX, HEOMATOBaHUX Oy/iBelnb 1 Oy/aiBenb,
0 HE MAIOTh MPUPOIHOT BEHTHIIALIIT MTOBITPSI Ta HAMINHOI TETUIO130JIA1I11, HE
BIJIMOBIIAIOTh CaHITAPHO-TITIEHIYHUM BUMOTaM.

4. 3a IOXKeKHOIO OE3IMEKOI0 MPUMIIIEHHS apXiBY BIIIHOCATHCS 10 KaTeropii «B» i
MOBHMHHI PO3MIIIlyBaTUCs B OyJMHKAX HE HIKYE APYTOTO CTYIEHS BOTHECTIHKOCTI.

5. ApXiB CKIIaa€ThCs 3 KOMIUIEKCY MPUMIIICHD, Y KU BXOISTh:
CXOBHIIIA ISl IOKyMEHTIB;
po6oui KabiHETH 15 CIIIBPOOITHUKIB,;

YUTaJIbHUMN 3211 (KaOiHeT) J1sl poOOTH JOCIIIIHUKIB, CIIIBPOOITHUKIB YCTAHOBH M 1HIINX
KOPHCTYBayiB.

Po6oui kiMHaTH CITIBPOOITHUKIB Ta YMTAIBHHM 371 (KaO1HET) MOBUHHI OyTH 130J50BaH1
BiJ apxiBocxoBuil. CXOBHIIIA apXiBy MOBUHHI MaTH 3allaCHUNA BUXI/I.

6. Y cxoBHIIax apxiBy 3a00pOHSETHCS MPOKIIAAECHHS Ta30BUX, BOJAOIPOBIIHUX,
KaHATI3aIIHHAX Ta THITUX MaricTpajibHUX TpyoorpoBoaiB. [IpoBenenns Tpyo
HEMariCTpajabHOTO XapaKTepy AOIMYCKAETCS 32 YMOBH iX 130JIs11i1, 110 YHEMOXKIHBIIOE
MIPOHUKHEHHS BUKUIB 3 HAX Y CXOBHIIA.

7. 3a00pOHSETHCS PO3MIIILYBATH apXIBOCXOBHIIA MOPYY 13 Xapu0OI0KOM, a TAKOXK
CKJIaJICbKUMH, BUPOOHUYMMH, TAOOPATOPHUMH NPUMILLIEHHSIMH, /1€ 30epiratoThCst
BOTHEHEOE3IeuH1, XIMIYHI PEYOBUHH.

8. 30BHIIIHI IBepi apXiBOCXOBHIII 130JIFOFOTHCSI METAJIOM. Y HEpoOOUHnii 4ac BOHH
OTeUYaTyrThCs 200 OTIOMOOBYIOThCS. Kitrodi 30epiraroTbes B orsioMO0BaHOMY Py TIsipi y
YEeproBOTO M0 YCTAaHOBI (HA IOCTY OXOPOHH).

3a 30epiranHs neyatku abo miaoMOiparopa BiANOBiIae KepiBHUK apxiBy (0coba,
BIJINMOB1TaJIbHA 32 apXiB).

9. Ha BikHax MpUMIIIEHHs apXiBy, pO3TAIIOBAHOTO HA MEPIIOMY ITOBEPCi,
BCTAHOBIIIOIOTHCS BIIKUIHI HA30BHI METAJICB1 IpaTH Ta OXOPOHHA CUTHAJII3aIlis.

10. B apxiBocxoBuIIax 3a00pOHSIOTHCS MAJIIHHS, 3ACTOCYBAaHHS €JICKTPOHATPIBATBHUX
NpUjIaiiB, pO3MillleHHs KIMHATHHUX KBITiB, a TAKOX 30epiraHHs JISTKO3aHMHCTUX PEYOBHH,
BHOYXOHEOE3MEUHNUX TPEIMETIB, MPOIYKTIB XapuyBaHHS.

11. CtopoHH1 0COOM JOMYCKAIOTHCS O apX1BOCXOBUIIL JIUIIIE 3 IO3BOTY 3aBiayBadya
apxiBy 1 B MPUCYTHOCTI CHIBPOOITHUKA apXiBY.



2. 3abe3ne4yeHHs NOXeXHOI 6e3nekn apxiBy

1. Y cxoBumax apxiBy IpOKJIaa€THCS CXOBAaHA EIEKTPOIPOBOAKA. 3aCTOCOBYETHCS
HamiBrepMeTHYHa OCBITJIIOBaJIbHA apMarypa. CBITHIbHUKH, €IEKTPOLIUTH Ta
PO3MOAUIBbHI IPUCTPOI MOBUHHI OyTH 3aKPUTOTO BUKOHAHHS. PO3MONIIBHI €1eKTPOILIUTH,
3ano01KHI IPUCTPOT Ta pyOUIBbHUKH BCTAHOBIIOIOTHCS TUIBKH 1032 CXOBHILIAMH. Yce
eNIEeKTPOYCTaTKyBaHHS 3a0€311euy€eThCs 3a3EMIICHHSM.

2. OCHOBHUM TPOTHITOKEKHUM YCTATKYBaHHSIM apXiBy € aBTOMAaTU4YHI CHCTEMU
MOXKEKOTACIHHS Ta IEPEHOCHI BOTHETACHUKH HOBITHIX KOHCTPYKIIii, 1110 HE CIIPABIISIOTh
no0iuHOT pyHHIBHOI il Ha JOKYMEHTH. BOHU BCTAaHOBIIOIOTHCS 3 PO3PAXYHKY OAMH Ha 50
KB. M ILIOIIIi, ajJi¢ HE MEHIIIE JBOX HA KOXKHE MPUMIIICHHS.

3. ApXiBOCXOBHUIIA Ta IPUMIILIEHHS A7 pOOOTH 3 TOKyMEHTaMU MTOBUHHI OyTH
o0JIaIHaH] TTOXKEKHOIO CUTHAITI3AIICIO.

4. B apxiBi NOBUHHI OyTH:

THCTPYKIIiS TTPO 3aXO0/IN TTOXKEKHOT O€3MEKH Ta CIIMCOK 0Ci0, BIAMOBIIAILHUX 32 110
pobory;

TUTaH eBaKyallil JOKyMEHTIB 1 MaliHa, sSIKW TIOTOKYEThCS 3 BIAMOBITHUMHE CITY>KOaMH
(MOXKEXKHOI0, OXOPOHHOIO, TEXHIYHOT'O HAMNISY) YCTAHOBH 1 3aTBEPAKYETHCS il
KEPiBHUKOM.

5. 3aHATTA 13 3aXO0/IiB MOKEKHOI OE3MEKH Ta MPAKTUIHUX [N ITi]T 9ac MOXKExKi
MIPOBOSATHCS OJMH Pa3 Ha pik ad0 MpH 3MiHI CIIIBPOOITHUKIB apXiBy.

3. TemnepaTypHO-BOSIOriCHUM i CBITIIOBMU PeXUMU B apXiBi

1. Pexxum 30epiranHs manepoBuX JTOKYMEHTIB B apXiBi IOBUHEH BiIMOBIIaTH TaKUM
napamerpam: Temreparypa nositps — +17-19 °C, BigHocHa Bosoricte — 50-55%.

VY npuMilIeHHSIX 3 HEPETyIbOBAaHUM KIIIMaToM PEKOMEHIYEThCS BXKUBATU 3aX0/H 3
ONMTHMI3aIlii KJIIMAaTHYHUX YMOB Ha OCHOBI pallioHAJIBLHOTO OTAJICHHS 1 TPOBITPIOBAHHS
NPUMIIIEHb, BAKOPUCTaHHA 3ac00iB OCYIIEHHS a00 3BOJIOKEHHS MOBITPSI.

2. TemnepaTypHO-BOJIOTICHUNA PeXUM 30epiraHHs apXiBHUX JOKYMEHTIB KOHTPOJIOEThCS
LUIIXOM BUMIPIOBaHHS KIIMAaTUYHUX HapaMeTpiB MOBITPS, SIKI HOTHXKHS (PIKCYIOTbCS Y
creliaJbHUX peecTpalifHuX KypHajax 3a GOopMOI0, HaBEACHOIO B I0AATKy 24 10 IUX
[TpaBun. Y npumimeHHsX 3 HepeTryIb0BaHNUM KJIIMaTOM MOKa3HUKH KOHTPOJIOIOTHCS JIBa
pa3u Ha THXICHb, a y pa3i NOPYIIEHHS peXUMY 30epiraHHs — IIOJHS.

3. KoHTpobHO-BUMIPIOBANIbHI MPUJIAAN (TEPMOMETPH, TICUXPOMETPH, TIrPOMETPH)
BCTaHOBIIIOIOTHCS B TOJIOBHHX TPOXOAaX Ha CTeIakax MOAalli BiJ ONMaTOBaIbHUX 1



BEHTWIALIIHHUX cucTeM. [lepeBipssHHS poOOTH BUMIPIOBAIBLHUX MPUIIAIIB 3IIHCHIOETHCS
IIOPOKY.

4. OCBITICHHS B CXOBUIIAX MOXKE OyTH MPUPOTHUM 1 IITydyHUM. He nomyckaerscs
OCBITJICHHS JOKYMEHTIB MPSIMUM COHSIYHHM CBITJIOM.

3axucT crpaB Bij i cBiTIaA 3a0e3MeuyeThCs: 30epiraHHsIM JOKYMEHTIB Y KOpOOKax,
narnkax 3 KjlarnaHaMi, a TakoX y madax 1 Ha cTejakax 3aKpUTOr0 TUILY; 3aCTOCYBaHHSIM
Ha BIKHAX CBITJIO3aXMCHOI'O YCTaTKyBaHHs (>KaJlt031, LIUIbHI IITOPH, 3aXUCH1 (LIBTPH,
¢bapOyBaHHA CKJIa TOLIO).

SIKk pKeperna ITYYHOTO CBIT/Ia 3aCTOCOBYIOTHCS JIAMITH PO3KAPIOBAHHS Ta
JIOMIHECLIEHTHI JIAMITH B 3aKPUTHUX I1a(oHAX 3 TIIAJKOI0 30BHIITHHOIO TOBEPXHEIO.

PiBeHb OCBITJICHHS B Jlialia30H1 BHJIMMOTO CIIEKTpa HE MMOBUHEH MEPEBUIIYBATH: HA

BEpPTUKAJIbHIN IMOBEPXHI cTeslaka Ha BUCOTI 1 M Bix miamoru — 20-50 5k, Ha pobounx
cronax — 100 nxk.

4. CaHiTapHO-TiriEHiYHMN peXxum B apxiBi

1. IIpumimieHHs apXiBy MOBUHHI YTPUMYBATUCH Y YHCTOTI, B YMOBaXx, 1110 BUKJIIOYAIOTh
MOXJIUBICTH MOSIBH LIB1JIi, KOMaX, TPU3YHIB 1 HaKOMM4YeHHs ity Oinbiie 0,15 mMr/m-2.

2. 114 3aXUCTy JOKYMEHTIB BiJ] MUy HEOOX1IHO:
320€3MEeYNTH MAaKCUMATBHO MOYIIMBY T'€PMETHYHICTh CXOBHIIL,

PEryISIpHO TTPOBOAUTH 3HEMUITIOBAHHS KOPOOOK 3 JOKYMEHTAMH, CTETIAXKIB 1 TPUMIIIECHb
€JIEKTPONHIIOCOCOM;

IMPOBOJAUTH CUCTEMATUYHEC BOJIOI'C HpI/I6I/IpaHHH CXOBHIII,

MePIOIMYHO MPOBITPIOBATH CXOBUINA (JIONIJIEHICTD MPOBITPIOBAHHS BUPIIITYETHCS 3
ypaxyBaHHSM BOJIOTOCTi 30BHIIIHBOTO i BHYTPIITHLOTO TTOBITPS).

3.V pas3i BUsBICHHS B CXOBHII[AX IUTICHSIBHU, KOMaXx 1 TPU3YHIB HETaifHO BXKUBAIOTh
3ax0/iB 1010 iX ycyHeHHsI. CaHITapHO-TIT€HIYHI 3aX0/I1 IPOBOIUTH CITyK0a
CaHITapHO-€MiIeMIOIOTr1YHOTO HAITIsIAYy. YpaXeHi JOKYMEHTH 130JII0I0ThCS Ta MiIat0ThCs
ne31HCeKIii, ne3indeKiii, Aeparu3arii.

4. JInst MpOBEICHHS CaHITapHO-TITEHIYHUX 3aXO0/AIB B apXiBi MIOMIiCALS Iepe10adaeThes
CaHITapHUU JeHb. Y pa3i MpoBeJeHHs MPUOUPAHb 1 CaHITapHUX 00pOOOK BojA 1
AHTHUCENTHYHI PO3UYMHH HE TIOBUHHI MOTPAIUISTH HA JTOKYMEHTH.



5. ObnagHaHHsA apxiBy

1. ApxiBocxoBuIlla MOBUHHI OyTH 001a/IHaH1 CTalllOHAPHUMHU 200 MepecyBHUMHU
METaJIeBUMH CTeJIaXKaMHU 3 JOTPUMaHHSM yCTAHOBJICHOTO MOPAIKY X PO3MIIICHHS:

BIJICTaHb MK psJIaMH cTeaxiB 1 mad (TOJIOBHMIA MPoXia) — He MeHIe 1,2 M;

MPOXOAM MK CTEJIaKaMH, a TAaKOX BIJICTaHb MK 30BHIIIHHOIO CTIHOIO Oy/IiBJIl Ta
cTenaxami (1madamu), napajgeTbHUMHU CTiH1, — He MeHIe 0,8 M (1715 cTenaxiB, Ha SKHX
30epiratoTbes kKaprorpadiyHi marepianu, — He MeHuie 1,1 m);

BiJICTaHb M)XK CTIHOIO Ta TOPIIIMH CTeNaxiB abo mad (mpoxin) — He mente 0,5 M;

BiJICTAHBb M1X ITiJJIOTOIO Ta HIDKHBOIO MOJUIICIO cTeNaxa uu madu — He merme 0,2 M, y
IIOKOJIBHUX TOBepXxax — He MeHie 0,3 m;

BiI{CTaHL MIX CTeJIa)KaMHM Ta OITAJIIOBAILHUMH CHCTEMAaMH — HE MEHIIE 1,1 M.

[IMPUHA TIPOXO/IIB MiXK CTEJIaKaMH 3 BUCYBHUMHU SIIITUKAMH, CeiipaMy BCTAHOBITIOETHCS 3
ypaxyBaHHSM 0COOJIMBOCTEN IIbOT0 00JIaHAHHS.

2. KoHcTpykKitis Ta po3mipH cTenaxiB 1 mad s JOKYMEHTIB HECTaHIapTHOTO (hopmary
BU3HAYAIOTHCS PO3MipaMH ITUX JOKYMEHTIB.

3.V pasi ob6nasHaHHSI CXOBHII] JIEpPEB’ THUMH CTeNla)kaMu HeoOxi/1Ha X oOpoOka
BOTHE3aXHCHUMH PEYOBHHAMH.

4. Crenaxi BCTAHOBIIOIOTHCS MEPIIEHANKYIISIPHO 10 CTiH 3 BIKOHHUMHU TpOpi3amu, a B
MPUMIILIEHHAX 0€3 BIKOH — 3 YpaXyBaHHSM OCOOIMBOCTEN MPUMIIIIEHHS Ta 00JaHAHHS.

5. st po6OTH Ha cTenakax BUKOPUCTOBYIOTHCS CXOAHU-IPAOWHM, TEPEMIIIAIOThCS
JOKYMEHTH Ha NIepEeCYBHHUX Bi3Kax.

6. SIk nonmoMiXxHi 3aco0u 30epiraHHs TOKYMEHTIB B apXiBi MOXYTb 3aCTOCOBYBATHCS
MeTaneBi madwu, ceidu, madu-xkyrme.

7. B apxiBax ycTaHoOB, 1ie 30epiraetbes menme 100 cripaB, JOITycKa€eThCs X pO3MIIICHHS
y madax, Io 3a4MHSIOTHCS, PO3TAIIOBAaHUX y poOouux mpumimenHsax. Kitoui Big mad
MOBHHHI OyTH TUTPKU B KepiBHUKA apXiBy (0coOH, BiAMOBIAAIBHOI 32 apXiB).

6. PoamiweHHs cnpaB B apxiBocxoBuwax. TonorpacyBaHHs
1. Po3mitieHHsI cripaB B apXiBOCXOBHINAX TTOBUHHE TIPOBOJAUTHCS 3 YpaxXyBaHHIM

CTBOPEHHS ONTHUMAJIBHUX YMOB 30€epiranHs, IOPIYHOTO PyXy CIpaB, ONEPATHBHOTO
BUKOPUCTAHHS JOKyMEHTIB.



2. JIOKyMEHTH, 1110 HaJXOASTh J0 apXiBy, PO3TAIOBYIOTh Ha cTenaxax (y madax) Tax,
00 CrpaBU KOXKHOTO CTPYKTYPHOTO MiAPO3ALTY 30epiraaucs B OJHOMY MicIIi i Oyiu
PO3MilleH] B MOPSIAKY MOPIYHUX HATXOKCHb.

3. IoKkyMEeHTH MOCTIiHOTO 30epiraHHs PO3MIIIYIOTHCS OKPEMO Bij IOKyMEHTIB
TPHUBAJIOTO 30€piraHHs Ta 3 KaApOBHUX MUTaHb (0COOOBOTO CKIIa/1y) 3aJI€KHO BiJ
MOXIIMBOCTEH — B OKPEMHUX apXiBOCXOBHUIIIAX a00 HA OKPEMHUX CTeNaxax. TakoK OKpeMo
PO3MILIYIOTHCS TOKYMEHTH: JIIKBIIOBAaHUX MiJBIJOMYUX YCTAHOB Ta
YCTaHOB-TIOTIEPETHUKIB; Ti, IO HATIAIIUIH 10 apXiBy B CTaHI PO3CHUITY; THUMYaCOBOTO
30epiraHHs.

VHiKaJIbH1 JOKYMEHTH Ta JIOKYMEHTH, 1110 MAIOTh Y 30BHIIIHBOMY O(OPMIICHHI YX
J0JaTKax /10 HUX MarepiaibHi LIHHOCTI, 30€epiratoTh B apXiBOCXOBUIIAX y CIIELIaJIbHUX
madax (ceiidax), 1o HaIIHHO 3aMUKAIOThCA.

JIOKyMEHTH 3 pi3HUMH MaTepialbHUMHU HOCIIMH 1H(pOpMaIIii 30epiratoTbcsi OKpeMo
3TiHO 3 peKUMaMu 30epiraHas JOKYMEHTIB IS IIUX BHUIIB HOCIiB iH(opmarii. ¥ pasi
BHMYIIIEHOTO 30€piraHHs pi3HUX JOKYMEHTIB B OTHOMY CXOBHIIII CJI1J] JOTPUMYBATHCS
HAHIKIUX 3HAUE€Hb TEMIEPATypH 1 BiZIHOCHOI BOJIOTH.

TumyacoBoMy BiZJOKpeMIIEHOMY 30€piraHHIO MiAJISATal0Th TIOKYMEHTH, YpaXKeHi
010JI0TYHUMH HIKITHUKaMH (Ha MICIe BIJIYYE€HOI CIPAaBU 3aKJIaJal0Th KapTKy-3aMiHHUK
crpaBH 3a (pOpMOI0, HaBEIEHOIO y oAaTKy 12).

4. JlokyMEHTH PO3MIIIYIOThCS Ha CTeakKaX, y madax 3 BAKOPUCTAHHSAM TIEPBUHHHUX
3ac00iB 30epiranHs (KOpoOOK, MAIOK, CHEIiaTbHAX (Y TISIPIB TOIIO).

5. JIokyMeHTH 3 marnepoBUM HOcieM iH(opMaIlii mocTiifHOTro 30epiranHs BMIILYIOTh y
KapTOHHI KOpoOkH, pyTsipu. JlokymeHTr TpuBasioro (monas 10 pokiB) 30epirans
MOXYTh 30epiratucs y B’si3kax 3 KApTOHHUMU Tpokiagkamu. CripaBu THMYACOBOTO
30epiraHHs JO3BOJIIETHCS PO3MIIIyBaTH 0€3 KapTOHaXiB a00 B’ SI30K.

6. 3a30p MK BEpXHBOIO KPHIIIKOIO KOPOOKH 1 CTEIaXKEM, IO 3a0e3Meuy€e MUPKYIISAII0
HOBITPS, — 5 €M, MIXK KOpoOKaMu Ha mosuii — 01m3bko 2 cM. ToBuiuHa B 5130k — 20-25
CM.

7. Ha KopoOKM HaKJIEIOIOTHCS, a 10 B’ SI30K MPUKPIIUIIOIOTHCS SPIAUKHU, HAa AKUX
3a3HayaloThCs Ha3Ba (POHIOYTBOPIOBAYA 1 CTPYKTYPHOTO MiAPO3iny, Homep HoHay Ta
OIUCY, KpaiiHi 1aTh Ta HOMEPH CIIPaB, YMIIIEHUX y KOPOOKY (B’SI3KY).

8. KopoOku 1 B’sI3k1 HyMEpYIOThCSl BAJIOBOIO HYMEPALIIEI0 B MeXaxX KOKHOTO (hoHIY 2060
OTIHCY.

9. He nonyckaerbcs 30epiraHHs JOKyMEHTIB Ha 11031, TIABIKOHHAX, Y HEPO310paHUuX
mrabensx, TPaHCIOPTYBaJIbHIM Tapi.



10. Yei apxiBocxoBHIIa, cTenaxi, madu Ta iX TOJUIl HyMEpYIOThCS apaOChKUMU
mudpamu. Crenaxi Ta madu HyMepyrOThCs 371iBa HAIPaBO BiJl BXOAY /10 apXiBOCXOBHIIIA,
MOJIHIII Ha cTenaxax (y madax) — 3BepXy BHH3, 3711Ba HaIlpaBo.

11. 3 MeTor0 3aKpituIeHHS MicIls 30epiraHHs Ta HaHOUIBII ONIEPATUBHOTO TMOIITYKY
JOKYMEHTIB B apXiBi CKJIQIal0THCS KAPTKH MOCTENAKHOTO TONOrpadiyHOro MOKaKYMKa 32
(dhopmoro, HaBeleHO!o B 1oaatky 25 o nux [IpaBun. KapTku mokakunka CKJIa1aloThCs Ha
KOXXHUH cTenax (1ady) i po3TaioBYIOTECS B MOPSIKY 3pOCTaHHS HOMEPIB CTEIaXiB
(mad) y Mexax KO)KHOTO OKPEMOTO MPUMIIIICHHSI. 3MIHH, 10 Bi10yBaIOTHCS B
PO3MIIIIEHHI JOKYMEHTIB, IOBUHHI BYaCHO BiTOMBATHCA B TONOTPadiYHOMY OKKUIHUKY.

V pa3si 30epiranHs B apXiBi KUJIBKOX (DOHJIIB PEKOMEHIYETHCSI CTBOPEHHS KapTOK
1mo(OHA0BOTO TOMOrPadhiIHOTO MOKAKIHMKA 32 (POPMOIO, HABEACHOIO B IOAATKY 26 0 X
IIpaBuir.

Benenns TonorpadiyHuX MOKaKYMKIB MOXKE 3I1HCHIOBATHCS TAKOX B aBTOMaTHYHOMY
pexuMi.

7. Nopsaok BMaaBaHHA cnpaB 3 apXiBocxoBULL. TpaHCNOPTYBaHHA Ta
ynakyBaHHSl cnpas

1. CipaBu BUIAIOTHCS 3 apXiBOCXOBHIIL AJI1 KOPUCTYBAHHS HUMH 1 JIJISl POBEICHHS
apXiBHUX pOOIT 3 TOKyMeHTaMH (ne31H(eKIIis, pecTaBpallis, CKJIaJaHHs JOB1IKOBOTO
armapary, CTpaxoBOTO KOIiIOBaHHSI, CTBOPEHHS (DOHIY KOPUCTYBaHHS TOIIIO).

2. CnpaBu MoCTiHHOTO 30epiraHHs B THMYacOBE KOPUCTYBaHHS BUIAIOTHCS Ha CTPOK, IO
HE MEPEBHIIY€ OHOTO MiCSIIS.

Jnist CTBOpEHHS CTPaxoBUX KoMK Ta (pOHITY KOPUCTYBaHHS CIPaBU BUIAIOTHCS HA CTPOK,
BH3HAUYCHHUH y JOTOBOP1 HA IPOBEJICHHS TAKUX POOIT CTOPOHHIMH YCTaHOBAMH.

3. [IponoBKeHHs CTPOKIB NepedyBaHHS TOKyMEHTIB ITOCTIHHOTO 30epiraHHs B
KOPHCTYBaHHI 32 ME€KaMH apXiBY JOIMYCKAETbCA B OCOOIMBHUX BUMAIKAX 3 JO3BOITY
KEepIBHUIITBA YCTAHOBH HA IT1/ICTaBl MUCHMOBOTO 3BEPHEHHS KOPUCTyBa4a Mpo
HEOOX1/IHICTh MPOJAOBKEHHS CTPOKY KOPUCTYBaHHS JJOKYMEHTAaMH Ta MiATBEPHKEHHS 1X
HAsIBHOCTI 1 IOTPUMaHHS YMOB 30epiraHHs IOKyMEHTIB.

4. ApXiB YCTaHOBH Mae€ TIPaBO B Oy/Ib-sIKHil yac 0e3 MonepeHhOro OB IOMIICHHS
MePEBIPUTH HASBHICTH 1 YMOBH 30epiraHHs JOKYMEHTIB, BUJAHUX Y KOPUCTYBaHHS 32
foro Mexi.

5. BuaBanHs cripaB y UnTaJIbHUH 3aJ1 Ta po0oYi KiIMHATH OOPMIISETHCS Ha MiJCTaBi
3aMOBIJICHHSI, CKJIaJICHOTO 32 (hOpMOr0, HaBeACHOO B goAarKy 27 mo nux [IpaBui.



6. JlocnigHuKaMm 1 mpaiiBHUKaM iHIIMX YCTaHOB BUJAABaHHA CIIPaB A7 pOOOTH y
YUTAILHOMY 31l 31CHIOETHCS Ha TiCTaB1 3asBU, (hopMa SKOi HaBEACHA B JOJATKy 28
no nux [IpaBui, macnopra abo JUCTa BiMOBIIHOT YCTAHOBH 1 pE30JIIOLIT KEPIBHUKA.

7. BunaBaHHS cripaB y THMYacOBE KOPUCTYBAHHS 1HIINM YCTaHOBaM O(GOPMIISIIOTh
akTamu 3a GopMOI0, HaBeJIEHOO B 1oaaTtKy 29 no mux [IpaBmi. AKT npo BUIaBaHHS
CIpaB y TUMYacOBE KOPUCTYBAHHS CKJIAJA€ThCA y IBOX MpuMipHUKax. OIUH NPUMIpPHUK
3aJIMIIAETHCS B apXiBi Ta 30epiraeThbes B crpasi (OHY, IHIIUI pa3oM 31 cipaBaMu
MepPEeIAEThCS OACPKyBaueBl. AKTH MiANUCYIOTh KEPIBHUKH YCTAHOB, iX MiAMUCH
CKPIILTIOIOTHCS [TeUaTKaMU YCTAaHOB (3a HassBHOCTI). I1ics moBepHEHHS CIIpaB B aKTi
pOOUTHCS BIAMOBITHA BiIMITKA.

8. BuiyueHHs (BUiMKa) OpUriHaIIB IOKYMEHTIB (CIpaB) 3 apXiBYy JIOMYCKA€THCS 3
JI03BOJTy KEpIBHHKA YCTAHOBH 3 JOTPUMAHHIM BUMOT, 3a3Ha4€HUX Y MyHKTI1 14 po3ainy [
uux [IpaBun. Ha micie BuiIy4eHOro T0KyMeHTa MiAIMBalOTh 3aCB1IYEHY KOO IIbOTO
nokymeHTa. Komist yXBanu cinif4oro cyasi, Cyay Ta OlUC BHITyUYEHHX

JIOKYMEHTIB BMIIIY€EThCS /10 cripaBu (GoHay. PakT BUITYyUEHHS TIOKYMEHTIB 3 apXiBHUX
crpaB (QIiKCYIOTh 1 B 00IIKOBHX JTIOKYMEHTAaX, MPOCTABIISIFOYM BIIMITKY PO BHIIyYeHHS. Y
KOXKHIM Takii BIAMITII 3a3Ha4al0Th HOMEP, J1aTy 1 Ha3BY JOKYMEHTA - MIACTaBH JUIs
BUJTYYEHHS.

9. BunaBanHs cripaB 11 MPOBEACHHS apXiBHUX POOIT 3 TOKyMeHTaMH (1e31H(eKIis,
pecTaBpailisi, CKJIaJlaHHs JIOB1IKOBOTO anapary, CTPaxoBOr0 KOMIIOBaHHS TOMLIO) 1HIITHM
YCTaHOBAM 3/IIHICHIOEThCS 32 (POPMOFO aKTa BUIaBaHHS CIIPaB y THMYACOBE
KOPHCTYBaHHSI.

10. Ilepen BuaBaHHSM CIpaB NEePEBIpPSIETHCS BIAMOBIAHICTh MHUQPIB 1 3ar0JI0OBKA CIIPABU
Ha OOKJIJMHIII 3aTOJIOBKY CIpaBH B onucy. [lepen BugaBaHHIM CcripaB Ta MiCIs iX
MOBEPHEHHS IIPOBOAUTHCS MOAPKYILIHE NEPEBIPSHHS CIIPaB.

CraH crpa, 110 TOBEPTAIOTh B apXiB MICJISI KOPUCTYBAHHS, IEPEBIPAETHCS Y IPUCYTHOCTI
ocobwu, sika ix moBeprae. [Ipu BusiBIEHH] HEOCTaul OKPEMHX JIOKYMEHTIB 200
MOIIKO/KEHHI apKYIIIiB CKIAAA€ThCA aKT Y JBOX MpUMipHUKaxX. OIMH MPUMIPHUK

pe’ IBISIEThCS KOPUCTYBady ab0 KePIBHUKY YCTAHOBH, 10 BUKOPHCTOBYBAJIa
JOKYMEHTH, JUIsl IPUTSTHEHHS! BUHHUX OCi0 10 BIAMOBIAANBHOCTI, APYTUN —
3aJIMIIAETHCS B apXiBi.

11. Yci cnpaBu, 110 BUAAIOTHCS 3 apXiBY, TOBHHHI OyTH HaJIE)KHUM YHHOM O(OpMIIEHI:
MaTH apXiBHI mMU(pH, apKyIT KOPUCTYBAHHS ApXiBHUMH TOKYMEHTaMHU 3a (OpMOIO0,
HaBenieHoto B gonatky 30 no uux [IpaBui, 3acBiquyBabHUI HalMC CIIpaBU 3a (GOPMOIO,
HaBeAeHO10 B noAarky 17 no mux [IpaBui.

12. BugaBaHHs JOKyMEHTIB 3 apXiBy (IKCY€ThCS B OKPEMHX PEECTPALIMHUX KHUTAX:

BUJIABAHHS CTIpaB y poOoUi MpUMIIIEHHS CIIiBPOOITHUKAM yCTaHOBH;



BUJIaBaHHS CMPaB y TUMYACOBE KOPUCTYBAHHS 1HIINM YCTaHOBAM;
BUJIaBaHHS CIPaB y YUTAIbHUM 3all.

Kuuru BuaBanHs cripaB 3 apXiBOCXOBHILA BEAYThCS 3a (HOPMOIO, HABEIEHOIO B JI0JIaTKY
31.

13. Y pasi BuzaBaHHs CrpaB 3i CXOBHIIIA HA MiCIIE CIIPABH, IO BUIAETHCS, IiIKIATA€ThCS
KapTKa-3aMiHHHK CIIpaBH 3a (OPMOI0, HABEICHOIO B 1oAaTKy 12 mo mux [Ipaswui. Ilpu
MMOBEPHEHHI CIIPaBH y CXOBHIIE KapTKa-3aMiHHUK BHITYYA€EThCS 1 30epiraeTbes 10
YeproBoi NepeBipKH HABHOCTI Ta CTaHy CIIPaB.

14. 3 apxiBOCXOBHII[A HE BUJIAIOTh:
OpHTiHAIN JOKYMEHTIB 3a HassBHOCTI KoMl ()OHy KOPHCTYBaHHS;

OpHUTIHAJHU YHIKAJIbHUX TOKYMEHTIB (MOXKYTh OyTH BUJaHI JIUIIIE MpaIliBHUKAM
Jiep>KaBHOT apXiBHOT YCTaHOBH (apXiBHOTO BiAILTY MICBbKOI paan) abo mpeAcTaBHUKAM
CrieIiajli30BaHMX 3aKJIaiB JJIs MPOBEACHHS pecTaBpaIliiHuX pooiT abo crieriaJTbHuX
JOCHIKeHb HOCITB iH(opMarlii Ta 30BHIIIHIX 03HAK IOKYMEHTIB);

JOKYMEHTH, 110 TIepeOyBatoTh Y HE3a10BUIbHOMY (Pi3UYHOMY CTaHi (32 BUHATKOM
BUJIABaHHS JJIsl IPOBEICHHS HEBIIKIAAHUX pPeCTaBpallliHO-PEMOHTHUX pOOIT);

AOKYMCHTH, 11O HE HpOfIHIJ'IH Ha}’KOBO-TeXHi‘IHOFO OIIpanrOBaHHA,

JOKYMEHTH I1iJ] 4ac MPOBEACHHS MEPEBIPSHHS X HASBHOCTI Ta CTaHY, IPOBEICHHS
pecTaBpaliitHuX Ta IHIIUX BUIIB POOIT 3 HUMHU, MiJ YaC PEMOHTY IPHUMIIICHb CXOBHIII,
NepeMilIeHHs TOKYMEHTIB, y pa3i HaCTaHHs HAA3BUYalHOI CUTYyallii MPUPOAHOTO 200
TEXHOT'€HHOTO XapakKTepy.

15. Bunyyaru okpemi JOKYMEHTH 31 CIIpaB 3a00pOHSAETHCS, KPIM BUIAIKIB, 3a3HAYEHUX Y
nyHKTi 14 po3niny I nux ITpaBui.

16. IlepeMimieHHs! TOKYMEHTIB 32 MEXi apXiBy MOTpeOy€e BKUTTS 3aXOA1B, 110
3a0e3neuyroTh X HailiHy 30epekeHicTsh. [1ig yac TpaHCOPTYBaHHS JOKYMEHTIB 11032
MeXaMH apXiBy HEOOX1JHO 3a0e3MeuyBaTH X OXOpOHY Ta 3aXHCT BiJ BIUIUBY IIKiATUBUX
(akTOpiB HABKOJHMIITHHOTO CEPEIOBHINA — ITHITY, BOJIOTH, CBITIIA, MEXaHIYHUX
MOLIKO/KEHb. 32 ME1 YCTAaHOBU JIOKYMEHTH BUBO3ATh TIJIbKU B YIIAKOBAHOMY BUIJISAI Ta
B 3aKpHUTOMY TpaHCIopTi. [Ipn 6araroneHHUX MMepeBE3CHHAX HA BEIUKI BiJICTaH1
JTOKYMEHTH YIaKOBYIOTh Y BOIO3aXHCHHUI Marepia i BMILIYIOTb y SIIUKH.

8. MNepeBipAHHA HasABHOCTI Ta CTaHy cnpas

1. IlepeBipsiHHA HasIBHOCTI Ta CTAaHY CIPaB MPOBOAUTHCS 3 METOIO BCTAHOBJICHHS
(bakTHYHOI HAasIBHOCTI CIpaB, 1110 3HAYaThCs 3a ONMCAMHU, BUSBJIECHHS BIICYTHIX



JOKYMEHTIB Ta 1X PO3IIYKY, OLIHKH (PI3UKO-XIMIYHOTO Ta TEXHIYHOTO CTaHYy TJOKYMEHTIB,
BUSIBJICHHS Ta OOJIIKY JIOKyMEHTIB, 1[0 TOTPEOYIOTh peCcTaBpaIliifHOro Ta iHIIOTO
CHEIiaJTbHOTO OOPOOICHHS.

2. IlepeBipsiHHS CIIpaB MOCTIHHOTO 30€piraHHs MPOBOIUTHCS pa3 Ha 5 POKIB 1 Tepet
nepeaBaHHAM X Ha 30epiraHHs 10 Jep>KaBHUX apXiBHUX YCTaHOB, apXiBHUX BiJUIUIIB
MiCBhKUX pajl. [lepeBipsHHSA cripaB 3 KaApOBUX MUTaHb (0COOOBOMY CKJIaJly) Ta CIIpaB
TpuBaioro (nmonan 10 pokis) 36epiranHs NpoBoaAUThCs pa3 Ha 10 pokiB.

3. lllopoky nepeBipsOTHCS CIIPABH, 1110 BIPOAOBX POKY OyJIM BUJaHi 3 apXiBOCXOBHUIIIA
JUISL KOPUCTYBAHHS.

4. OnHOpa30Bi MO3aIIaHOBI MIEPEBIPSHHS HASIBHOCTI CIPAB MPOBOAATHCS Y pasi:
NEPEMIIIIEHHS CIIPaB B 1HIIE CXOBUIIIE;

TKBialii HACTIIKIB HAA3BUYANHOIT CUTYyaIlil MPUPOAHOTO 200 TEXHOTEHHOTO XapakTepy;
3MiHM 3aBiJyBava apxiBoM (0coOH, BiIOBIJaIBHOI 3a apXiB);

MPUINMHEHHS YCTAHOBHU.

5. IlepeBipsiHHS MPOBOAUTHCS MpalliBHUKaMU apXiBy a00 KOMICI€I0 B CKIaal 3-5 ocio,
MPU3HAYEHOIO KePIBHUKOM YCTaHOBHU. [lepeBipsHHS HAIBHOCTI Ta CTaHy JIOKYMEHTIB
MIPOBOJIUTHCS IIISTXOM 3BIPSIHHS OIMTMCOBHUX CTaTeH 3 €JICMCHTAMH OTIMCYBaHHS,
3a3HaYeHUMH Ha OOKIJIaJUHKAX OMHUIL 30epiraHHs, a TAKoXK (PaKTUUIHOT HAsIBHOCTI
JIOKYMEHTIB 3 IM1JICYMKOBUMHU 3aricaMu B onucax. [1i gac mepeBipssHHS CpaBH, 110

MaloTh BHYTPIIIHINA ONHUC, 3BIPAIOTHCS MOAOKYMEHTHO 3 JaHUMH BHYTPIIIHBOTO OIHUCY.

6. Di3n4HUI CTaH CIpaB OLIHIOETHCS MUIIXOM X Bi3yalbHO Ieperisiny. Y npoueci
nepeBipsHHS (DI3MYHOTO CTaHy MiJIATaI0Th BUSBICHHIO!

JOKYMEHTH, YpaXKeH1 [BILTI0, KOMaXaMU;

JOKYMEHTH 3 TIOUIKO>KEHHSIM OCHOBU;

JOKYMEHTH 3 TIOUIKO>)KEHHSIM TEKCTY;

BOJIOT1 JOKYMEHTH.

7. CripaB, 110 BHIABATTUCS B CTPYKTYPHI I IPO3ILIH, YATAITBHHAN 3aJ1 1 B TAMYACOBE
KOPUCTYBaHHs, IEPEBIPAIOTHCA 32 KHUTAaMU BUIaBaHHS CIIPaB 13 apXiBOCXOBHIIA Ta

AKTaMU BUJaBaHHA CIIpaB Y THMYaCOBC KOPUCTYBaHHA.

8. Ilix yac mepeBipkH HAsBHOCTI Ta CTaHy CIpaB HEOOX1THO JOTPUMYBATHUCS TAaKUX
MPaBUIL:



30epiraty MmopsI0K po3TallyBaHHs CIIPaB Ha CTENaXaX, y KOpOoOKax, ramkax;
TIIKJIaaTH Ha BiAMOBIAHI MICIIS BHSBJICHI HEMPABUIIHHO ITiJIKJIAJICH]I CIIPABH;
BHJTyYaTH HE BHECCHI B OIHCH CIIPABH;

BIJTYYaTH Ta 130JI0BATH MOUIKO/KEHI O10JIOTTYHIMH IIKiTHUKAMH CIIPABH.

9. Ilix yac mepeBipsiHHS HAsIBHOCTI Ta CTaHy JOKYMEHTIB 3a00pOHS€ETHCS:
poOuTH Oynb-sKi MO3HAYKH, BUIPABICHHS, 3alIMCH B OOJIIKOBUX JOKYMEHTAX;
BHOCHTH JIO ONHCY HEOOIIKOBaH1 OJUHUII 30epiraHHs.

10. Cran cripaB (pikCy€eThbCs B apKyIili IEPEBIPSHHS HAsIBHOCTI Ta CTaHY JTOKYMEHTIB
donmy 3a GopMor0, HaBeJACHOI B qoAarky 32 mo mux [IpaBui, motiMm — B akTi mpo
MePEBIPSHHS HAsIBHOCTI Ta CTaHy CTpaB (TOKyMEHTIB) 3a (hOPMOIO, HABEICHOIO B JIOAATKY
33 o uux IIpaBun. ¥ nux 10KyMEeHTax MiCTUThCA 1H(pOpMaLlis IPo 3arajibHy KUIbKICTh
CIIPaB 3a OIIMCaMH, KUIbKICTh HasIBHUX CIIPAaB, IIPO HEBUSBJIEHI CIIpaBH, PO CIIPaBH,
BUJIaHI B TAMYACOBE KOPUCTYBAaHHSI, OLIKO/XKEHI CIIPaBH, CIIPaBH, 1110 MOTPEOYIOTh
ne3iHdekIii, 1e31HCeKIi, pecTaBpalili, maJiTypHUX poOiT ab0 MiIIMBKH, BITHOBICHHS
3racarovmx TEKCTiB.

11. Apky1 nepeBipsiHHS CKJIaIaeThes O€3M0CepeIHbO B X071 NEPEBIPSHHS HAIBHOCTI
cipaB y OH[1 Ha KOKHUHN onuc okpemo. [1in yac nepeBipsiHHS HEBEUKUX 32 00CATOM
(OHIIB TOMYCKAETHCS CKIIAJJCHHS OJJHOTO apKyllla Ha BC1 OIHCH.

VY pa3i BUSIBJIICHHS B XOJIi IEPEBIPSHHS HEIOMIKIB, HE TTepe0aueHuX rpadaMu apKyIia
NEPEBIPSHHSA, 10 HHOTO BBOISATHCS TOJATKOBI rpadu; y pasi MoapKyIIHOTO MepeBipsHHS
JIOKYMEHTIB BiJITOBITHO 3MIHIOIOTHCS Ha3BU rpad.

[Ticns 3akiHUeHHS poOOTH apKyIlli NEPEBIPSIHHA HYMEPYIOThCS 3a IMOPSIIKOM HOMEPIB Y
Me)Kax KOXKHOTO MepeBipsSHHS 1 MIAMUCYIOThCS MPALliBHUKOM, SIKUH TPOBO/INB
NepeBIPSHHS HAABHOCTI. AKT 1 apKyIll IEPEeBIPSHHS BMIILIYIOTh J10 clipaBu (GoHTy abo
(bopMYIOTH SIK OKpeMHIA TOM 1 30epiratoTb pa3oM 3i cripaBoio (GOHIY SK AONATOK 10 HET.

12. Ha mificTaBi miJICYMKOBHX 3aIlMCIB B apKyIlIaX MEPeBipsIHHS CKIIATAEThCS aKT
NepeBipsIHAS HASBHOCTI Ta CTaHy CIpaB apXiBHOTO (POHIY B LIJIOMY, SIKHI1
3aTBEPKY€ETHCS KEPIBHUKOM YCTAHOBH Ta BMIIIY€ETHCS Y CIIpaBy (OHY.

3riIHO 3 aKTaMU TIEPEBIPSHHS HAIBHOCTI Ta CTaHy CIPaB MPOBOIUTHCA poOOTa 3
YCYHEHHS BUSBIICHUX HEIOJIKIB.

13. ITicast 3akiHUEHHS NEPEBIPKU HAsIBHOCTI Ta CTaHy CIpaB B OMUCY MiCIsA
3aCB1IYYBAJIbHOTO HAIIMCY BHOCUTHCS 3amUC a00 npocTaBiseThes mrami «llepeBipeHo» 1



3a3HaYa€ThCs JaTa MepeBipKu. 3amuc 3acBiAuyeThes 0c00010, BIAMOBIIAIBHOIO 32
BEJICHHS OOJIIKOBUX JJOKYMEHTIB B apXiBi.

SIKII0 mijJ yac nepeBipsHHS B OMKCY BUABJICHI JITEPHI, BIJIbHI, OBTOPHI 1 MPOMYIIEHI
HOMEPH CIIPaB, HE 3a3HAYCHI Y T1JICYMKOBOMY 3aIUCY, TO BiH MEPECKIATAETHCS 3
MOCUJIAHHSAM Ha B1JINOBITHUH apKyll NEepeBipsSHHS HABHOCTI Ta CTaHy CIPaB.

14. BusiBneni HeoO1iKOBaH1 JOKYMEHTH ME€PEatoThCs 3aBiayBaueBi apxiBoM (0co0i,
BIJIOBIAAJIbHIN 32 apXiB) Pa30M 3 apKyIIEM 1 aKTOM NepeBipsiHHS HasiBHOCTL. [Ticis
I[LOTO CIIpaBa(1) OMUCYETHCA(IOTHCS), a B OOTIKOBUX TOKyMEHTaxX (piKCYIHOThCS BiAMOBIIHI
3MIHH.

15. SIxmo B Xoni nepeBipsiHHS BUSBICHO HEBUIIPABHO MOIIKOKEHI CITPAaBH, TIPO 1e
CKJIQIA€ThCS BIAMOBITHMH aKT 3a (popMOI0, HaBeIeHOIO B oaTKy 34 o mux [Ipasui.
Akt cxBamoethesi EK ycTanoBu Ta 3aTBepIKy€eThCs KEpIBHUKOM ycTaHoBH. Ha mifcrasi
aKTa HEBUIIPABHO TOIIKOKEHI CTIPaBH BIITYYarOTHCS JUISl 3HUIICHHS.

k110 B X011 IEPEBIPSHHS BUSABICHO HEBUITPABHO MOIITKOKEHI JOKYMEHTH, BHECEHI 10
HA®, cknanaeTbcs BUCHOBOK PEeCTaBPaTOPIB BIAMOBIIHOTO AEP>KaBHOTO apxiBy abo
IHIITUX YCTAHOB, 10 3/IHCHIOIOTh PECTaBpalliifHi MOCIYTH, I0JI0 HEMOMXIHBOCTI
BiJTHOBJICHHSI OCHOBH JJOKYMEHTa Ta BUKOPUCTAHHS TEKCTOBOI 1 300pakyBabHOT
iHpopMarii.

AKT IpO HEBUIIPABHI MOMIKO/KEHHS CTIpaB (JIOKyMEHTIB) Pa30M 3 BUCHOBKOM Ta aKTOM
po BUIIyueHHs JoKyMeHTiB 3 HAD 3a popmoro, HaBeneHoo B fonatky 14 1o nux
IIpaBui, cxBamoeTsest EK ycranosu ta nonaetsest Ha posniian EIIK (EK) nepxxaBhoi
apxiBHO1 yctaHoBH, EK apxiBHOTO BiJALTy MiCbKOT pajii, Y 30HI KOMIUIEKTYBaHHS SIKOT
nepeOyBa€e yCTaHOBA.

Ocraroune pinieHHs npo BUIy4YeHHs JOKyMeHTiB 3 HAD mpuiimae LIETIK
YKpaepkapxisy.

VY pasi noromxennst LEIIK YkpaepxapxiBy akra nmpo Buiy4deHHs 10KyMeHTiB 3 HAD ta
H0r0 3aTBEpIKECHHS KEPIBHUKOM YCTAaHOBHU apXiB YCTAHOBH BHOCUTH 3MIHHU B OOJIIKOBI

JOKYMEHTH apXiBy.

16. SIxmio B Xoi epeBipsIHHS BCTAHOBJICHO HECTauyy CIpaB, TO OPraHi30BY€ETHCS 1X
po31IyK. 3 LI€I0 METOIO BXUBAIOTHCS TaKi 3aXOAU:

BHBYAIOThH yC1 OOJTIKOBI JOKYMEHTH, Ha TIJICTaB1 SIKUX BUIABAJIUCS CIIPaBH 13
apXiBOCXOBHIIIA;

OpraHi30BYIOTh PO3IIYK HEBUSBJICHUX CIIPAB y CTPYKTYPHHUX MiAPO3/iiax, MONepeIHbO
BHUBYMBIIIM OMKCH, Ha MiICTaB1 IKUX CIIPABH ME€PEIABATIUCS 10 apXiBy;

NEePEeBIPSIOTH CrpaBu (OHIIB, IO 3HAXOIATHCS IOPYY;



neperirsigar0Tb HpaBI/IJ'IbHiCTB Hi,Z[KJ'IaI[aHHH CIIpaB, HOMCPHU SAKUX CXOXK1 3 HOMCpaMH
HCBUABJIICHUX CIIPAaB;

BUBYAIOTh CIIPaBy (POHAY — aKTH MPO BUIIYUEHHS CIIPaB JUIsl 3HULICHHS, aKTH BUAABaHHS
CIIpaB y TUMYAcOBE KOPUCTYBAaHHS, aKTH NEPEBIPSHHS HAsIBHOCTI Ta CTaHy CIIaB,
CKJIaJICHI paHilie.

17. 3naiineHi B pe3ysbTari po3IIyKy CIpaBU MOBEPTAIOTHCS Ha Miclie 30epiraHHs.
CripaBu, npu4MHA BIJICYTHOCTI SIKUX M1ITBEPIKEHA JTOKYMEHTAIbHO (aKTaMH Ipo
BIJTYYEHHS CIpaB JUIsl 3HULIEHHS, aKTaMU PO HEBUIIPABHI MOLIKOJKEHHS CIIPaB, aKTaMHt
nepeJaBaHHs CIpaB IHUIMM YCTAaHOBAM Ta Ha MOCTIHE 30epiraHHs), BUKJIIOYAIOThCS 3
OIHUCIB 1 0OJIKOBUX JOKYMEHTIB.

[Tincymku po3myky dikcyroThes B rpadi «[IpumiTkay apkyina nepeBipsHHS HaSBHOCTI Ta
CTaHy CIIpaB.

18. Po311yk HEBUSIBICHHUX CIIPaB MPOBOIUTHCS BIPOAOBK POKY IMICIIS 3aKIHUCHHS
TIepPEBIPSHHS HASIBHOCTI Ta cTaHy crpas. [Ipu 11bomMy cKi1amaeTbest KapTka 00Ky
HEBUSBIICHOI CIIPaBU 3a (OPMOIO, HaBEACHOIO B 10AaTKy 35 10 uux [Ipasui.

19. SIxmo cripaBu He Oynu 3HaiIeH1, apXiB CKJIaJa€ akT PO HEBUABIICHHS CIIPaB
(TOKYMEHTIB), IUTSIXU PO3IIYKY SIKUX BUYEPIAHO, 32 (HOPMOI0, HABEIEHOIO B JIOATKY 36
1o 1ux IIpaBui, Ta JOBIKY PO MPOBEACHI 3aX0HU IOJ0 iX PO3LIYKY I0BUIbHOI (hopMmu.
AKT nianucye KepiBHUK apXiBy (0co0a, BIAMOBIAaIbHA 32 apXiB) Ta 3aTBEPAKY€E KEPIBHUK
ycTaHoBU. Ha mijicTaBi akTa cripaBy 3HIMAIOTHCS 3 OOIIKY.

SIKII0 BUSIBIICHO HECTady CIIpaB (JOKyMEHTiB), BHeceHHX 10 HAD, akT mogaeThcs Ha
po3msia KoMicii 3 KOHTPOIO 3a HasBHICTIO, CTAHOM Ta PO3LIYKOM JIOKYMEHTIB
JEp’KaBHOTO apXiBy Pa3oM 3 AOBiJKOIO PO MPOBECHI 3aX0/N IIOAO 1X PO3ILIYKY.

Ha mincraBi akra, moromkeHoro Komiciero 3 KOHTPOIO 3a HasiBHICTIO, CTAaHOM Ta
PO3IIYKOM JOKYMEHTIB I€p’KaBHOTO apXiBy, JoOkyMeHTH HA®D 3HiIMal0ThCS 3 OOIMIKY.

20. [epeBipsiHHS HAsIBHOCTI Ta CTaHy CIIPaB BBAKAETHCS 3aBEPLICHUM ITiCIISl BHECEHHS
3MiH B OOJIIKOBI JOKyMEHTH 1 TTOJaHHS BIAOBIIHUX BIJIOMOCTEH PO CIIpaBH MOCTIHHOTO
30epiraHHs A0 BiAIOBIAHOT e KaBHOI apXiBHOI YCTaHOBH, ApXIBHOTO BiJILTY MIiCHKOi
panu 175l BHECEHHS 3MiH Y KOHTPOJIbHI MPUMIPHUKH OMHKCIB crpaB, cxBaieHi EITK
JEp’KaBHOTO apXiBy.

9. CTBOpeHHA cTpaxoBoro ¢oHAy Ta ¢hoHAY KOPUCTYBaAHHA
1. Ha yHikaJIbHI JJOKYMEHTH YCTaHOBH, III0 BHECEHI JJO aHOTOBAHKX MEPETiKiB

YVHIKaJbHUX JOKYMEHTIB, IUISIXOM MIKpO(1IbMYyBaHHS CTBOPIOIOTH CTPaXoOBi KOMil
(HeraTHBH MEPIIOTO MOKOJIHHS Ha PYJIOHHIH MUIiBI a00 Mikpodiriax).



CyKyIHICTh CTPaXOBUX KOMil JOKYMEHTIB, 110 30epiraloThCs B apXiBi, CKJIa1a€e
ctpaxoBuii pora. CTpaxoBuii (HOHT CTBOPIOETHCS 3 METOKO 30€PEKEHHS JOKYMEHTHO1
iH(dopMarlii Ha BUTIAI0K BTpaTH a00 MOMIKOKEHHS OPUTIHAIIB.

2. OnHa4acHO 31 CTBOPEHHSIM CTPAaxOBOTO (DOHY CTBOPIOETHCS (POH]T KOPUCTYBAHHS
(mo3uTHBHI MIKpO(1TEMH Ta MIKpO(IIIHN).

3. ®oHx KOPUCTYBAaHHS MOXKE CTBOPIOBATHUCS TAKOX Y LIJILOBOMY MOPSAIKY Ha
JOKYMEHTaJIbH1 KOMILUIEKCH, SIK1 HAllOLIbII BUKOPUCTOBYIOTHCS, IIIJISIXOM
KCEPOKOIIIIOBaHHs a00 CTBOPEHHS JJOKYMEHTIB Ha €JIEKTPOHHUX HOCIAX (HU(POBI KOMiT),

1110 3a0e3MeuyI0Th 1AeHTUYHICTb KOM1i OpUT1HAJIaM.

4. CtpaxoBuil poHx i GOHI KOPUCTYBAHHS CTBOPIOIOTHCS B IOPSI/IKY, BU3SHAYEHOMY
3aKOHO/IaBCTBOM.

IX. OpraHisauis 4OKYMeHTIB B apXiBi
1. JOKyMeHTaLuinHui Ta apXxiBHUM POHAU YCTAaHOBU
1. JokymeHTaniitHuit poH yCTaHOBH CKIIAJAI0Th:

JOKYMEHTH MOCTIHHOTO (JOBIYHOTO) 30epiraHHs, siKi € CKJIaJ0BOI0 YacTuHO HAD (y
pa3i CTBOPEHHS TaKUX IOKyMEHTIB B YCTaHOBI);

JOKyMEHTH TpHuBasoro (moHasz 10 pokiB) 30epiranHs;
JOKYMEHTH TUMYacoBoro 36epiranss (10 10 pokiB BKIIOUHO).

Crpoxu 30epiraHHst JOKYMEHTIB BCTAHOBITIOIOTHCS Ha IMICTaBl €KCIIEPTU3H iX I[IHHOCTI;
MOPSI0K EKCIIEPTU3H LIIHHOCTI IOKYMEHTIB BU3HAYA€ThCsl y po3aini V mux [Ipasu.

2. ApxiBHuii poHI, chopMoBaHUI B apXiBl YCTAHOBH, NOAUIAETHCS HA TaKi BUIU:

apxiBHUH ()OHJT YCTAHOBH, IO CKJIAJIAETHCS 3 JIOKYMEHTIB, CTBOPEHHUX Y Mporieci 11
ISUIBHOCTI,

00’eHaHUH apXiBHUK (POH]I, IO € CYKYIHICTIO LIUTICHUX KOMIUIEKCIB apXiBHUX
JIOKYMEHTIB, YTBOPEHUX Y MIPOIIEC] AISUTBHOCTI IBOX a00 O1yIbIlIe yCTaHOB —
(OHIOyTBOPIOBAYIB;

apxiBHUH (POH]T 0cOOOBOr0O MOXOMKEHHS, (POHIOYTBOPIOBAaUEM(aMH) SIKOTO € OJIHA YU
JeKiabKa (pI3UYHUX 0C10, MPUMHITHUIA 1O apXIBy YCTaHOBH.

3. B apxiBi ycTaHOBU MOKe 30epiraTuch apxiBHa KOJEKIIisl (KOJIEKIii) — CyKyIHICTb
OKpPEMUX TIOKYMEHTIB, III0 YTBOPHJINCS B MPOIECI TISITLHOCTI Pi3HUX (DOHI0yTBOPIOBAUiB
1 00’eTHAHUX 32 ONIHIEI0 A00 ACKITPKOMa O3HAKAMH, HAPUKIIAM: TEMAaTHYHOIO,



HOMIHAJIBHOIO, aBTOPCHKOIO, XPOHOJIOTIYHOI0, 00’ €KTHOIO TOIO. ApXiBHA KOJIEKITif,
YTBOpEHA apXiBOM, HA3UBAETHCS ApXIBHUM 310paHHSIM.

4. YcranoBa-(hOHIOyTBOPIOBAY € IOPUAUYHOIO 0CO00I0, IO MIATBEPIKYEThCS
BIJIMOBITHUM aKTOM (3aKOH, TIOCTaHOBA, HAKa3, PO3MOPSKEHHS, CTATYT, TTOJIOKEHHS ) TTPO

YTBOPEHHS, PEECTPALit0, TOPSIIOK AiSIIBHOCTI, (PyHKIIIT TOLIO.

2. BusHa4yeHHA (poHAOBOI HaNEeXHOCTi apXiBHUX AOKYMEHTIBI
CTBOpPEHHS apxiBHoro dooHay

1. BusnayenHst pOHIOBOT HAJNIEKHOCTI TOKYMEHTIB YCTAHOBHU MOJISTA€ y BIIHECEHHI iX 10
apxiBHOTO (POHY BiJIMOBIAHOT yCTAHOBU — (DOHIOYTBOPIOBAYA 3 YPAXyBaHHIM

XPOHOJIOTTYHMX MEX ii JiSIbHOCTI.

2. Ha Bu3HavyeHHs (OHIOBOI HAJICKHOCTI JOKYMEHTIB YCTAHOBH BIUTMBAIOThH TaKi
YUHHUKU:

3MiHa KOHCTUTYLIMHOTO Jaay AepKaBH;

3MiHa aJMIHICTPAaTUBHO-TEPUTOPIATHLHOTO MOLTY;

3MiHa OpMH BIACHOCTI (DOHOYTBOPIOBAYA;

MPUNHMHEHHS (DOHA0YTBOpPIOBayYa.

3. BuznaueHHs ()OHIOBOI HAJIC)KHOCTI TJOKYMEHTIB yCTaHOBH B Pa3i 3MiHU
KOHCTUTYLIMHOTO JIaAy AepKaBu, 3MIHH aIMIHICTPATUBHO-TEPUTOPIAIBHOTO MOALTY,
3MiHH (DOPMHU BIACHOCTI (hOHIOYTBOPIOBaYa BH3HAYAIOTHCS HA ITiJICTABI PEKOMEH IAIlil
JepKaBHOI apXiBHOI yCTaHOBHU.

4. Tlix yac Bu3HaUYeHHS (POHIOBOT HAIEIKHOCTI IOKYMEHTIB YCTAaHOBU BPaXOBYIOTh TaKe:
BXIJIHI JJOKYMEHTH BIAHOCSTHLCS 10 (POHY YCTaHOBH, sIKa X OTpUMAIa;

KOIIii BUXITHUX JIOKyMEHTIB BITHOCATHCA 70 (POHIY YCTAHOBH, SIKa € IX aBTOPOM;
BHYTPIIIHI JOKYMEHTH BITHOCATBHCS 10 (POHAY YCTaHOBH, B AKiif BOHH OyJIH CKJIa/ICHi.
5. Ilix yac Bu3HaueHHs (HPOHIOBOI HAJICKHOCTI HEOOX1JHO TOTPUMYBATHUCS TaKUX MPABUIL:
JIOKYMEHTH YCTaHOBH Ta TPOMAJICLKHX OpraHizalliii (mpodCmiaKoBUX TOIIO), 10

ICHYBaJIM TIpY Hill 1O IPUHHATTS 3aKOHOJABCTBA YKPaiHU MPO IPOMAICHKi 00’ €THaHHS,
(bOoHIYIOTBCS pa3om;



JOKYMEHTH YCTaHOBH Ta MPO(CIIIKOBOT OpraHizailiii, 1o iCHy€e BXe 3 MOMEHTY i
Jeraizailii, MOXKyTh OpraHi3oByBaTHCs a00 camocTiiiHO (okpemumu hoHgamm), a0
pazom — miadoHIaMu 00’ € JTHAHOTO apXiBHOTO (QOHY;

CIIpaBH, 1110 BEJUCS MOCIIOBHO y IBOX a00 OUIbIIIEe yCTaHOBAX, HaJekaTh 10 GOHIY Ti€l
YCTaHOBH, JIe BOHU OyJIH 3aBEpIIICHI B IIJIOBOJICTBI,

po3LIUpeHHs a00 3BYKEHHS TOBHOBa)KE€Hb, KOMIIETEHLLIi, 00CITy a00 TEpUTOpiaIbHUX
MEX JISJIbHOCTI, 3MiHA MIJIOPSAIKOBAHOCTI, CTPYKTYpH, IepeiMeHyBaHHs a00 YacTKOBa
3MiHa Ha3BHM YCTAHOBH, 10 HE CYIIPOBOKYBAJIOCS IOKOPIHHOO 3MIHOIO i1 OCHOBHUX
(GYHKIIIH, He € MiJIcTaBaMu JJIsl PO3MEXYBaHH4 ii JOKYMEHTIB Ha JIBa apXiBHUX (OH/U;

BUJIIICHHS 3 YCTAHOBH OJIHI€T 200 JIEKUITBKOX HOBHX 3 HAJAAHHIM iM OKpeMHX (QYHKITii
MIEPIIOi € MiCTABOIO JUIS BIOKPEMIICHHS apX1BHUX (DOH/IIB HOBOCTBOPEHUX YCTAHOB.
JIOKyMEHTH yCTaHOB, [0 PEOPTaHi3yIOThCS, JI0 1 Micis peopraHizaiii GOHIYIOThCS
pasowm;

y pas3i JIKBijaIii yCTAaHOBH 3 HAJaHHAM yCiX a00 yacTuHH ii PyHKI# ogHIN a0
JEKUIBKOM 0c00aM JTOKyMEHTH KOXHOI 3 HUX YTBOPIOIOTh HOBI apXiBHi (hOHIH;

JOKYMEHTH YCTaHOB, 1IJ0 TAMYACOBO MPUITUHWIN CBOIO JiSUTBHICTD Yepe3 3IUTTH,
MIpUETHAHHS, TTO/11J1, IEPETBOPEHHS a00 B pe3y/bTari BIMH 1 CTUXIHHUX JIUX, @ 3Tr0JI0M

OyJH BIIHOBJIEHI 3 TUMU CaMUMU (YHKIIISIMH, CKIIQJAI0Th €UHI apXiBHI (HOHIH;

0c000Bi CrpaBH, SKIIO BOHU IEPEIaBAINCS 3 OJHI€T yCTAaHOBH JI0 1HIIO1 Y 3B’ S3KY 3
NIEPEBEICHHSM TPAIliBHHUKIB, JOTYYaOThCs 10 POHAY OCTaHHBOI YCTAaHOBH.

3. XpoHonoriyHi mexi apxiBHoro ooHay
1. XpoHOJOTIYHUMH MEKaMH (POHITY €:

apxiBHOTO (pOHIY yCTaHOBU — O(iLiiHI 1aTh CTBOPEHHS (peecTpalii) 1 KBl
(b oHI0yTBOpIOBAYA,

0co00BOro apxiBHOTO (hOHAY — JaTa HAPOIKEHHS 1 CMepTi (DOHAOYTBOPIOBaYa;

00’eaHaHOTO apXiBHOTO (OHIAY — JaTa YTBOpeHHs (peectpailii) hoHI0yTBOpIOBaUa,
CTBOPEHOTO Yy Yaci MepUINM, Ta JaTa IpUIUHEHHs (OHI0YTBOPIOBaYa y Yaci mi3Hile 3a
BCIX yTBOPIOBauiB IOT0 (POHIY;

apXiBHOT KOJIEKIIIT — JIaTH MEPIIOro Ta OCTAHHBOTO 32 XPOHOJIOTIEI0 JOKYMEHTIB Y
CKJIaJIi KOJIEKIIii.

2. KpaiiniMu 1ataMu JJOKYMEHTIB apXiBHOTO (DOHJIY € JJaTH MEPIIOro Ta OCTAaHHBOTO 32
XPOHOJIOTIEI0 IOKYMEHTIB y CKJaji (GOHTy (BOHM MOXKYTh HE 30iraTucs 3 KpaiiHIMu
JaTamMu JisUTbHOCTI (OHIOYTBOPIOBaYa, SIKIO Y (DOHAI BIICYTHI IOKYMEHTH TIOYaTKOBOTO



Ta 3aBEpIIAILHOTO €TaliB JisSUIbHOCTI yCTaHOBU ab0 y oHA ycTaHOBU Oynu nepeaaHi
CIPaBH yCTAaHOBH-TIOTIEPETHNUKA, HE 3aKiHUEH] B JIUTOBOJICTBI.

4. OpraHi3auisi AOKYMEeHTIB y Mexax apxiBHoro cooHay
1. CTpykTypHOIO Ta Ki1acu}iKaiitHOI OCHOBOIO apxiBHOTO (hoHMY € crpaBa. CripaBa
BKJTIOYA€ JIOKYMEHTH, 00’ €/IHaHi 32 BiAMOBIIHOIO 03HAKOIO (TEMaTUYHOIO,
KOPECTIOH/ICHTCHKOI0, HOMIHAJIbHOIO, XPOHOJIOT1YHO0) 200 CYKYITHICTIO 03HAK Ta €JIMHUM

CTPOKOM 30epiraHHs 1 BMilIeHI B OKpeMy OOKJIaHHKY.

VYeepenuni apxiBHUX (DOHJIIB CIIPaBU TPYMYIOTHCS BIANOBIAHO JI0 MONEPETHHO BUOPAHOT
CXEMH CHCTEeMAaTH3aIlil, 0 3aKPITUTFOETHCST OTIICOM CITpaB (DOHTY.

2. Po3momin TOKYMEHTIB ycepeirHI apXiBHOTO (OH]TY 3MIHCHIOETHCS Ha TT1/ICTaBi
MOTOJKEHOT 3 IepKaBHOIO apXiBHOIO YCTaHOBOIO, apXiBHUM BiJA1IOM MiChKOT paau
CXEMOI0, 3aKPITICHOIO OIUCOM CITpaB POHITY:

CTPYKTYPHOIO (32 CTPYKTYpOIO (hOHIOyTBOPIOBAaYA, BUSHAYCHOIO B IITATHOMY PO3ITUCY);
XPOHOJIOTIYHOIO (32 POKaMU CTBOPEHHSI JOKYMEHTIB);

TEMaTHYHOIO (32 TEMaTHKOIO JOKYMEHTIB);

HOMIHAJIBHOIO (32 BUJIaMH 1 3HAYMMICTIO JIOKYMEHTIB);

(GYHKIIIOHAJIBHOO (32 PyHKIISIMHU, HApsIMaMU AisUTIbHOCTI (JOHI0YTBOPIOBaya);

reorpaivyHOO (32 aMIHICTPATUBHO-TEPUTOPIATTEHUMU OIMHHIISIMH );

KOPECTOHICHTCHKOIO (32 HAHMEHYBaHHSIMH a/IpEcariB, y pe3yJabTaTi TUCTYBaHHSA 3 SKUMHU
YTBOPHIIUCS JOKYMEHTH);

aBTOPCHKOIO (32 HallMEHYBaHHSIMHU YCTaHOB a00 MPI3BUIIAMHU OC10, K1 € aBTOpaMU
JOKYMEHTIB).

3. CpaBu CHCTEMATU3YIOTHCS 32 JICKUTbKOMA 0O3HAKAMHM, 3aCTOCYBaHHS SIKUX HAHO1IbII
partioHanpHe 715 30epeKeHHS Y POH/II JIOTTYHUX Ta ICTOPUYHUX 3B’ SI3KIB MikK
JOKYMEHTaMH 1 CTBOPCHHSI HA3PyYHIIIOT JIUIsl BAKOPUCTAHHS JIOKYMEHTIB CUCTEMH iX
oprasxizariii.

4. HalimomupeHuit TUIT CXeMH CUCTEMaTH3allii B OMUCaX € XPOHOJIOT1YHO-CTPYKTYpPHHIH,
10 BUKOPUCTOBYETHLCS JUIsl CUCTEMaTH3allli CripaB Jit09uX (POHI0yTBOPIOBAYIB,
CTPYKTypa SIKUX HOCTIHHO 3MIHIOEThCS; CIIPaBU (POHIY TPYIYIOTHCS 3a POKaMH, a B
MeXax KOXKHOTO pOKY — 3a CTPYKTYPHUMHU MIIPO3A1IaMH, HAPUKIA[;

2009 pix



Kannenspis

[TmanoBuii Bigall

BupoO6uuumii Bigmin

Binmin npami ta 3apriatu
DiHaHCOBO-EKOHOMIYHUHA BiIiiI

Binain kanpis
AJIMIHICTPaTUBHO-TOCIIONAPCHKUH BiILT
2010 pix

Kannenspis

[TnaHOBO-€KOHOMIYHMI BT
BupoOHu4O-TeXHIYHUHN BT
Bbyxrantepis

Binnin kanpis
AJIMIHICTPAaTUBHO-TOCIIONAPCHKUH BIILT

Ha cnipaBu onzay, cucTeMaTH30BaHOTO 32 XPOHOJIOTTYHO-CTPYKTYPHOIO CXEMOIO,
CKJIa/Ia€ThCS €IMHUHN OTIHC.

5. CTpyKTYpHO-XPOHOJIOTIYHHI THIT CXEMH 3aCTOCOBYEThCS ISl CHCTEMATH3allii CripaB
YCTaHOB, 10 MaJId CTA0UIbHY CTPYKTYpPY Ta IPUITUHHIIN CBOIO AisIbHICTD. [Ipu mpomy
CIIPaBH TPYMYIOTHCS 32 CTPYKTYPHUMHU ITiIPO3A1JIaMH, & B MEKaXx ITUX IMiAPO3ALUTIB — 32
poxamu. [Tpukian:

Bigain ginmoBoacTsa

2010 pix

2011 pik

TOWIO.

Bimmin kanpis



2010 pix

2011 pik

TOIIO.

6. OyHKIIOHATBHO-XPOHOJIOTIYHA Ta XPOHOJIOTTYHO-(DYHKIIIOHAJIEHA CXEMHU
CHUCTEMaTH3allii 3aCTOCOBYIOTHCS MPHU KiIacu]ikallii TOKyMEHTIB 0€3CTPyKTypHUX

YCTaHOB.

[Tpu GyHKIIOHATBHO-XPOHOJIOTTUHIN CXeMi 3ar0JIOBKH CIIPaB PO3MIILIYIOTHCS 32
(YHKIISIMU Ta pOKaMH:

KepiBHunrso

2007 pix

2008 pix

2009 pik

TOIIIO

HapuansHo-BHXOBHA poOOTa
2007 pik

2008 pix

2009 pix

TOIILIO.

[Ipu xpoHoJIOT1YHO-PYHKITIOHATBHIN CXEeMI 3aT0JIOBKH CIIPAB CIIOYATKY IPYITYIOTHCS 3a
pOKaMu JTOKYMEHTIB, faiii — 3a (QyHKIisiMHA (POHI0yTBOPIOBAYA, HAITPUKIIAT:

2010 pik
KepiBHUIITBO
[InanyBanHs
dinaHCcyBaHHS

KanitaneHe Oy1iBHUIITBO



TOLLIO.

7. I1Ipn HeBenukoMy 00Cs131 (POHTY MOXKITHMBE BUKOPUCTAHHS HOMIHAJIBHO-XPOHOJIOT1YHO1
a00 XpOHOJIOTIYHO-HOMIHANIBHOI cxemH. [Iprkiaa HOMiHAIBHO-XPOHOJIOTIYHOT CXEMHU:

Haxasu

2010 pix

2011 pix

[Inann

2010 pik

2011 pix

TOLIO.

[Ipuknan XpOHOIOTTYHO-HOMIHANBHOI CXEMHU:

2011 pix

Hakasn

[Tnann

3BiTH

TOIIIO.

8. JIokyMeHTH, 1110 BBIAIIUTH J10 00’ €THAHOTO apXiBHOTO ()OH/TY, PO3TAIIOBYIOTHCS 3T1THO
3 (hyHKI1OHAJIEHO-IIIBOBUM MPU3HAYEHHSAM (OHIOYTBOPIOBAYa, 32 XPOHOJIOTIEO 1X
CTBOPEHHS, 3a aj(aBiTOM Ha3B TOIIO. Y MekKaX KOKHOTO (hOH/TY, [0 BBIHIIIOB J10
00’€THAaHOTO apXiBHOTO (POH/TY, 3aCTOCOBYIOTHCS Pi3HI CXEMH CHCTeMaTH3allii, BUOip
SKUX BU3HAYAE€THCSA XapaKTEePOM JAisNIbHOCTI KOHKPETHOI yCTAHOBH, CKJIaJIOM 1 006CSIroMm
JTOKyMeHTIB. [t GoHIIB OJHOPITHUX YCTAaHOB BUKOPUCTOBYETHCS 3arajibHa cxema
CUCTeMaTHu3allii.

9. Cucremaru3aliisi TOKyMEHTIB y KOJIEKII1 BUBHAYAETHCS TEMATHKOIO Ta CKJIAJIOM
nokyMmeHTiB. Konekilii apXiBHUX JOKYMEHTIB CUCTEMATU3YIOThCsI, K MPaBUJIO, 32
XPOHOJIOTTYHO-HOMIHAIHFHOIO 03HAKOIO (32 POKaMH Ta BUAaMU CIpaB) abo 3a
XPOHOJIOT1YHO-aBTOPCHKOIO 03HAKOIO (32 pOKaMU, HAWMEHYBaHHSIMH yCTaHOB,
Mpi3BULIAMU 0C10 — aBTOPIB TIOKYMEHTIB). Y JIEIKHX BUMAAKaX MOXKYTb

3aCTOCOBYBaTUCs reorpadiyna, GyHKIIOHAIbHA, TEMaTHYHA 03HAKU CHCTEMaTU3alil
CIpaB apXiBHOI KOJIEKIIIi.



10. JIokyMeHTH 3 KaJIpOBUX MUTaHb (0COOOBOTO CKJIATy) CUCTEMATHU3YIOThCS
BiZTOCOOJICHO 1 BKIIOYAIOTHCS B OKPEMHUH OITUC 32 XPOHOJIOTIYHO-HOMIHAJIFHOIO 03HAKOIO
(3a pokamu Ta Bugamu crpan). Ha 0co0oBi cripaBu 3BUTBHEHUX MPAIliBHUKIB MOXE
CKJIAZIaTHCs] OKPEMUH OIIHC.

11. Koxxuuit apxiBHuA (POHJ] Mae CBiif HOMep 1 Ha3BY, 110 BiANOBiga€ OQiliiiHINA Ha3B1
dhongoyTBOpIOBaya. SKmo yctaHoBa — (OHAOYTBOPIOBAY NIEpeiae CIIpaBy Ha MOCTIHE
30epiraHHs 0 Jep>KaBHOI apXiBHOI yCTaHOBHU (apXiBHOTO BiJIUTY MICBKOI pajii), HOMEp
(dhoHIY MPUCBOIOE BIAMOBIIHMM apXiB. L{eif HoMep MPUCBOIOETHCS IMi1 Yac TEPIIOTO
HAJXOKEHHS JOKYMEHTIB 1 HE 3MIHIOETHCSI.

SIK11o ycTaHoBa He Tepesiae JOKYMEHTH Ha MOCTilHe 30epiraHHs, BOHa CaMOCTIHHO
IIPUCBOIOE HOMEPH (OHaM, 110 30epiraloThcs B apXiBl yCTAaHOBH.

X. O6nik OKYyMeHTiB B apxiBi
1. 3aranbHi BUMOrn Ao o6siky AOKYMEHTIB

1. O6niK 311HCHIOETHCS 3 METOIO 30€pEKEHOCT] Ta KOHTPOJIIO 33 HASBHICTIO 1 PyXOM
JOKYMEHTIB IIJISXOM BH3HAYEHHS KIJIBKOCTI 1 CKJIaJy B YCTAHOBJICHUX OJMHULIAX OOJIKY 1
¢ikcauii (peecTpariii) IPUHAIEKHOCTI KOXKHOI OMHULI OOJIIKY A0 IEBHOTO KOMILJIEKCY Ta
X 3araJibHOT KiJIbKOCTI B OOJIKOBUX JIOKyMEHTAX.

2. Ilix 06niKOBUM JIOKYMEHTOM PO3YMIETHCS TOKYMEHT YCTaHOBJIECHOI (hopMHu, 110 PiKcye
HAJXOKEHHS, BUOYTTS, KUTbKICTh, CKJIQJI 1 CTAH apXIBHUX JOKYMEHTIB B OJUHUIISIX
OO0IKY.

OO6iKOBI TOKyMEHTH TIOBHHHI 30epiratuch y poOouiii KiMHaTi KepiBHUKA apXiBy (0coOu,
BIJNOBIAJIbHOT 32 apxiB) y ceiidi abo merasesiii madi, 1110 oneyaryeThes.

KopuctyBanHs 00JIKOBUMH TOKYMEHTAMU 3A1HCHIOETHCS y IPUMILLEHHI apXiBy B
MIPUCYTHOCTI KEPIBHUKA apXiBy (0co0H, BIANOBIIANBHOI 32 apXiB). OOIIKOBI JOKYMEHTH
apxiBy (KpiM OIHUCIB) KOPUCTyBa4aM HE BUJAIOThCH.

3. OO0miKy miIArarTh yCi JOKYMEHTH, 1110 30epiraloThCs B apXiBl YCTaHOBH, Y TOMY
YHCIIl HeOMHCcaHi 1 HempodiIbHI, CTPaxoBi KOIii JOKyMEHTIB, Komii (hOHTy KOPUCTYBaHHS
(3a HAsSIBHOCTI), OTIUCH CIIPAB.

4. ApxiB yCTaHOBH 3/IIACHIOE IICHTPaJI30BaHMi 00K (OHAIB 1 JOKYMEHTIB. 3a
HASIBHOCTI KIJTbKOX apXiBOCXOBHII] OOJIIK TAKOXK BEIETHCS B KOXKHOMY apXiBOCXOBHIIII.

5. O6mik 301HCHIOIOTD IIUIIXOM HaJIaHHS apXiBHUM JOKYMEHTaM (OIUHUIISIM OOIIKY,
OIMHUIAM 30epirants) o0JIIKOBUX HOMEPIB, IO € CKIIAJ0BOO apXiBHUX MIHADPIB.



ApxiBHUI (P — MO3HAYCHHS, 110 HAHOCUTHCS Ha KOYKHY OJIMHUIIIO 30epiraHHs 3
MeToI0 3a0e3medeHHs i1 00Ky i inenTudikamii. ApxiBHUIA mHdp CKIIagaeThCs 3 HOMEPIB
apxiBHoro (oHy a0 apXiBHOI KOJIEKIIii, OTTUCY, OMUHUIII 30epiraHHsI.

Howmep apxiBHOTO (hoHAY MPUCBOIOETHCS BIATIOBIAHO JI0 MOPSIKY, BA3HAYEHOTO B IyHKTI
11 raBu 4 posainy IX mux IIpasui.

2. OguHnui obniky

1. OCHOBHUMU OOJIIKOBUMH OJUHUIISIMH JIJIs1 JOKYMEHTIB HE3aJICKHO BiJ] MaTepiabHOTO
Hocis iH(popmaii € apxiBHUNA (OHJ (apXiBHA KOJIEKIIs), OAUHULS 30epiranHs (ox. 30.).

2. OnuHutiero 30epiraHHs JOKYMEHTIB 3 alepOBUMH HOCISIMU € cripaBa (IMB. MYHKT 1
masu 4 posainy 1X).

3. Heommcani qokyMeHTH (po3cuil) OOTIKOBYIOTh Y HEONMTUCAHUX (YMOBHUX) OJUHUIISIX
30epiranns (i3 po3paxyHky 250 apKyIriB B OJ{HI YMOBHIN ouHUIII 30epiraHHs).

4. IokyMeHTH 0COO0BOT0 MOXOKEHHS, 1110 MPOUIIUIH JIUIIIEe IEPBUHHE OMMCYBaHHS,
00JIIKOBYIOTh OZIOKYMEHTHO, B OKPEMUX BHIAJKaX — Yy HEOMMCAHUX CIpaBax Ta
apKymiax.

3. Cuctema ob6nikoBUX AOKYMEHTIB apXiBy
1. Cuctemy 00IIKOBUX JOKYMEHTIB apXiBy CKJIaJa€ KOMIUIEKC B3a€EMOIOB’ I3aHUX
0OJTIKOBUX TOKYMEHTIB Ta 0OJIIKOBUX 0a3 IaHUX, CTBOPEHUX HA €MHUX METOIOJIOTTYHHIX

Ta MCTOAWYHUX 3acCaaax.

2. O06mniK TOKYMEHTIB B apXiBi BeJIETHCSl 32 OCHOBHUMU Ta JOMOMDKHUMH OOJIIKOBUMHU
JOKYMEHTaMH.

3. Cxuag 1 popMHu OCHOBHUX OOJIKOBHX JTOKYMEHTIB € 000B’ I3KOBUMHU JIJISI KOXKHOTO
apxiBy ycTaHoOBH. /[0 OCHOBHMX OOJIIKOBUX JIOKYMEHTIB HAJICKATh:

KHHUTA HAJIXOPKEHHS Ta BUOYTTSI JIOKYMEHTIB;
CTIHCOK (OH/IIB;

cnpaa GoHY;

OINCH CIIPaB;

PEECTPH OIHCIB;

AHOTOBaHI MEPETiKN YHIKaJIbHUX JOKYMeHTIB HarioHansHOTO apxiBHOTO (hOHY.



4. HeoOXiIHICTh BEJICHHS 1 BUAM JTOIOMIKHHX OOJIKOBUX JIOKYMEHTIB BU3HAYAOTHCS
YCTaHOBOIO CaMOCTiitHO. @OopMHu WX OOJIIKOBUX JOKYMEHTIB BCTAHOBIIOIOTHCS
YCTaHOBOIO.

J1o monoMi>KHHX OOJTIKOBUX JIOKYMEHTIB HaJIeXkKaTh: JINCTH (POHTY, KAPTKH 1 KHUTH OOIKY
pyxy oHniB, KHUTH OOJIIKY TOKYMEHTIB 3 KaJpOBHX MHUTaHb (0COOOBOT0 CKIIaay), KHUTa
001Ky TOKYMEHTIB, BIUTYYCHUX JIJIs1 3HUILEHHS, KHUTH O0JIIKY JOKYMEHTIB, IIEpeIaHuX
710 1HIIMX apXiBiB, TOIIO.

5. J1as neHTpaai30BaHOrO Aep>kaBHOrO 00Ky 1okyMeHTiB HAD ckiagaeThes macnopt
apxiBy.

6. OOMIKOBIM JJOKYMEHTOM JIJIS CTIPaB TUMYAcOBOTo 30epiranus (10 10 pokiB BKIIIOYHO),
10 HANIWILTK 17151 30epiraHHs A0 apXiBy, € HOMEHKJIaTypa CIIpaB.

4. NMopanok BeAeHHA OCHOBHUX OONiKOBUX AOKYMEHTIB

1.V xHM31 001Ky Ha/IXO/DKEHHS Ta BUOYTTS IOKYMEHTIB apXiBy, popMa SIKOi HaBe/eHa B
nonatky 37 mo mux [IpaBwit, BeneThest 00K yCiX CpaB, MPUUHATHX apXiBOM BiJl
CTPYKTYpHUX HiPO3iTIB OpraHi3amii, BUIy4eHUX JJIsl 3HUILEHHS, IEPEeAaHuX J10
JIEP’KaBHOTO apXiBy (apXiBHOTO BTy MICBKOT paJik) Ta OTPUMAHUX BiJl IHIITUX YCTAHOB.
KoxxHe HaIXOKSHHS Ta BUOYTTSI IO3HAYAIOTHCS CAMOCTIHHIUM HOMEPOM. SIKIII0
JOKYMEHTH (OHY HAIXOISATh /10 apXiBy BIEpIe, TO HOMEDP (POHAY 3a3HAYAE€THCA B KHH31
micJis Ha/laHHS oMYy HOMepa 3a CITUCKOM (poHIB. SIKIO JOKYMEHTH, 10 HAJIHIILIH, €
4acCTUHOIO (DOH/IY, IO BXKE 30epiraeThCs B apXiBi, TO Yy BIMOBIIHIN rpadi KHUTH
HABOJIUTKLCS HOMED, 0 OyB HalaHU ITbOMY (POHTY paHilie.

Ha nepiie ciuHs KO)KHOTO pOKY B KHU31 HAJIXO/DKEHHS Ta BUOYTTS TOKYMEHTIB
YKJIa1a€ThCS M1ACYMKOBUI 3aMKC PO KIABKICTh CHPaB, 10 HAAIMIILIN, Ta THX, 1110
BUOYJIH, @ TAKOX MPO KIJIBKICTh (PAKTUYHO HAIBHUX Ha 30€piraHHi cripas.

Kuura o6niky HaaXomKeHHs Ta BUOYTTS IOKyMEHTIB € MiJCTaBOIO JUIsI CKJIAJaHHs
macrmopTa apxisy.

2. Criucok (onniB apxiBy, popma sikoro HaBeseHa B qoAatky 38 no uux [Ipaswui,
BEJIETHCA B apXiBi, 10 30epirae TOKyMeHTH ABOX 1 Outbiie GoumiB (komekiiit). Koxxaomy
¢doHTY, 1110 HAAXOIUTH Ha 30epiranHs, MPUCBOIOETHCS OPSIIKOBUI HOMED 33 CIIMCKOM
($hOHIIB y XPOHOJIOTIYHIN TMOCTIIOBHOCTI HOTO HAIXOMKEHHS. K0 hoH miisrae
nepeaadi Ha MocTiiiHe 30epiranHs, To Yyepes Kocy pUCKY BKa3y€eThCsl HOMEpP bOTO (hOHITY
B JIep>KaBHIM apXiBHIN yCTaHOBI (apXiBHOMY BiJIUII MiChKOT paau) (y BUTIAIKY, SIKIIO
JOKYMEHTH (POHIY paHillle IepelaBaIncs 10 LIUX apXiBHUX YCTAHOB). Y CHHUCKY (OHIIB
(hIKCYIOThCS TIOBHA Ha3Ba Ta CKOpPOYCHA Ha3Ba (DOHIO0yTBOPIOBAaUYa HA MOMEHT
HaIXOJUKEeHHS oHIY B apxiBocxoswuie. Homep BUOynoro poHay HE MPUCBOIOETHCS
dbonmy, mo HaaidmIoB Ha 30epiranns. [Ipu HagxomKeHH] HA 30epiranHas GoHIY
JKBiIOBaHOI ycTaHOBH (DOHTy HAJAa€ThCs Ha3Ba Ha Jary JikBigauii. O6’exnanuit poun
BHOCHTHCS TI1]] y3arajibHeHOI0 Ha3Bo10. O0’etHaHOMY (POH]TY, CTBOPEHOMY B apXiBi



YCTaHOBH, HaJIA€THCS OJIH 3 HOMEPIB apXiBHOTO (DOHIY, BKIFOUSHOTO JI0 CKIIa1y
00’€JTHaHOTO, SIK TPABUIIO, HAHOUTBIIOTO 32 00CcsTOM cripaB. J[is apxiBHOT KOJEKIIii,
CTBOPEHOI B apXiBl YCTaHOBH, HA/IA€THCS y3arajlbHEHa Ha3Ba BKIIOYCHUX 10 HEl
JTOKYMEHTIB, a JUTsl KOJIeKIIii, copMoBaHOi KOJIEKIiOHEpOM, — ii Ha3Ba.

Ha 01 ci4Hsg KOXHOTO POKY 10 CITUCKY (DOH[IIB CKJIAJA€THCS MiICYMKOBUH 3aIHC, B IKOMY
3a3HAYAIOTHCS KUIBKICTh (DOH/IIB, 110 BUOYIH, 110 HAMIMIILIKA TPOTATOM POKY, Ta 3arajibHa
KUTBKICTh (DOHIIB, 110 3HAXOAATHCS Ha 30epiraHHi.

3. CnpaBa ¢oHIy BeneThCsl Ha KOOKHUHM (GoHA apxiBy. BoHa MICTUTH TOKYMEHTH, 1110
B1J100pakaroTh 1CTOPIIO0 YCTaHOBU-()OHI0YTBOpIOBaya Ta iICTOP1t0 HOTo apXiBHOTO (OHIY:
ICTOpHUYHY J10B1IKY a00 MepeMOBH /10 OIHCIB, CXeMy cucTeMaru3alii (oHy, METOIUYHI
MOCIOHMKY 3 HAYKOBO-TEXHIYHOTO OIPALIIOBaHHS JOKYMEHTIB (DOHIY, CTBOPEHHS
00JIIKOBOTO Ta JIOBIAKOBOT'O arapary, pecTaBpallii 1 KoHcepBallii, CTBOPEHHs! CTPaXOBOT'O
¢donny Ta PoHAY KOPUCTYBAHHS, aKTH NEPEBIPOK HAIBHOCTI Ta CTaHy CIpPaB, aKTU PO
HEBUIPABHI MOIIKO/PKEHHS, aKTH repeaayi poHay Ha nocTiiiHe 30epiraHHs 10
JIep’KaBHUX apXIBHUX YCTAHOB (apXiBHUX BIIJUIIB MICBKUX paj), aKTH BHIIYYECHHS JUIS
3HUIIEHHS JIOKYMEHTIB, He BHeceHux 10 HAD, Tomo.

JlokyMeHTH, 110 (PiKCYIOTh 3MIHH Y CKJIaJi Ta 00cs31 (hOHIY, BKIIFOUAIOTh JI0 CTIPaBH
(GOHIY TUIBKH 3 BIIMITKOIO PO BHECEHHS 3MiH B yci 00JIIKOBI JOKYMEHTHU apXiBy
ycTaHOBHU. JIOKyMEHTH B cripaBi (OHIY PO3MIIIYIOTh Y XPOHOJIOT14HIM IMTOCIITOBHOCTI.
VYei apKy1ni JOKyMEHTIB, BMILLIEH] 10 crpaBu (OHIY, MalOTh OyTH MPOHYMEPOBaHi.
CkaiaroThCsl BHYTPIIIHIN OMHKC 1 MiICyMKOBHH 3anuc. Jlo HUX BHOCATHCS 3MiHU B Mipy
MIOTIOBHEHHSI CIIPaBM HOBUMH JJOKyMeHTaMu. KoxHiii cripaBi (hOHTy TPUCBOIOETHCS
HoMmep BianoBigHOTO (hoHy. CripaBa GoH Ty 30epiraeThes B apXiBi YCTAHOBHU y MOPSAIKY
301IbIICHHS HOMEPIB (HOHIB.

4. Onucu cnpaB € NEPBUHHUMH OOTIKOBUMH JJOKYMEHTAMH [T TOOJIMHUYHOTO 1
CyMapHOro o0JIiKy CrpaB MOCTIITHOTO 30epiraHHs, TuM4yacoBoro (rmoHaxa 10 pokiB)
30epiraHHs Ta 3 KaAPOBUX MUTAHB (3 0COOOBOTO CKIIATy), 110 CKJIAAI0THCS BIMOBIIHO
710 BUMOT, BU3HaueHux y miasi 3 po3auty VI ta pozaim VII nux IpaBui.

[TooguaMYHUH 00K 3MIHCHIOETHCS IIUITXOM 3aKPITUICHHS 32 KOYKHOKO CIIPABOIO
(omuHuILIEIO 30€piraHHs) CaMOCTIHOTO HOMEPA, a CyMapHUN 00K — CKJIaJeHHS
IiJICYMKOBOTO 3aITUCY 0 OITHCY, SIKHH € MiACTaBOO JUIsl BEICHHS 1HIIUX O0JIIKOBUX
JOKYMEHTIB.

VYci 3MiHM B 00Cs131 CTIpaB B OIHKCY, OB’ s13aH1 3 BUOYTTSIM, HAIXOHKCHHIM, 00’ € THAHHIM
a00 po3(popMyBaHHAM CIPaB, Bi10OPaKAIOTHCS B IMiJCYMKOBOMY 3aITUCY /10 3BEIEHOTO
a00 3aKIHYEHOTO OIKCY 3 MOCUJIAHHSAM Ha JJOKYMEHT, 10 MIATBEPKYE 111 3MiHH.

Ormucu cripaB CTPYKTYPHHUX MIAPO3ALUTIB € OO0IIKOBUMH IOKYMEHTAMU JI0 CKJIAICHHS
PIYHOTO PO3ALTY BiIOBITHOTO 3B€1€HOr0 onucy. OMUCH CTPYKTYPHHUX MiPO3ALTIIB
MOCTIIHOTO 30epiraHHsl, 10 MepelaloTh CBOI TOKYMEHTH /10 I€PKaBHUX apXiBHUX
yCTaHOB (apXiBHHUX BIAJIUTIB MICBKHX paj), 30epiratoTbes y crpasi GpoHIy 10



nepeaaBaHHs JOKYMEHTIB 3a 111 POKU Ha 30epiraHHs 10 BiJMOBITHUX apXiBHUX yCTaHOB.
SIKmIo ycTaHoBa He Tiepenia€ JOKYMEHTH TOCTIHHOTO CTPOKY 30epiraHHst 10 Aep>KaBHUX
apXiBHUX YCTaHOB (apXiBHUX BB MICBKHX PaJ), TO OITUCH CIIPAB CTPYKTYPHHUX
MiAPO3LTIB BMILITYIOTECS Y CTIpaBy (OHY.

Omnucu cripaB CTPYKTYpPHHX MiIPO3/UTIB 3 KaPOBUX MUTAaHb (0COOOBOTO CKIIa1y)
30epiraroThCs 10 MOTOMKEHHS PIYHOTO PO3/iTY 3BEACHOTO OMUCY CIPaB YCTAHOBU 3
KagpoBux mutanb (ocobosoro cknany) 3 EINIK (EK) nepxaBHoro apxiBy abo EK
apXiBHOTO BLAJIUTY MICBKOT pajiu.

5. Peectp onmcis, hopma sxoro HaBezeHa B 1oAaarky 39 no mux [IpaBwi, BegeThes B
apxiBl YCTaHOBU 3a HAassBHOCTI JIBOX 1 O1JIbIIIE€ ONHUCIB.

Ornrcu BHOCSTB JI0 PEECTPY B XPOHOJIOTIUHIN MOCTIAOBHOCTI X HAIXOMKEHHS ITi]T
BiJITIOBITHIM MOPSAKOBUM HOMEPOM. Y peecTpi onuciB (PiKCyroThCss OCHOBHI BiIOMOCTI
PO CKJIaJ KOXKHOTO OTIKCY, IO HAIHIIOB 10 apXiBy: HOMep (OHIY, HOMEp OIIHCY,
KUTBKICTh ONMCAHUX Y HBOMY CIIPaB, KUTBKICTh apKYIIiB B OIMUCY 1 KUIBbKICTh HOTO
MIPUMIPHUKIB.

6. OOk yHiKanpHUX JoKyMeHTiB HA®D BeneThcs B apXiBi yCTAaHOBHU 32 aHOTOBAHUM
nepenikom, noromkenuM LIETTK Yikpnep:xapxisy.

7. ITacniopT apXiBHOTO MiAPO3LTY CKJIaJal0Th YCTAHOBH, SIK1 € JpKepeaaMu (hopMyBaHHS
HA®, 3a ¢hopmoro, HaBeneHOO B oaatky 40 1o mux [IpaBwi, moOpoky y 1BOX
MPUMIPHUKAX, OJIMH 3 SKUX HA/ICUTIA€ThCS BIAMOBIAHIN ep:kaBHii apXiBHIM yCTaHOBI
(apxiBHOMY Bimmimy mMicbkoi panu) He mizHime 01 rpyaHs poky, 3a SIKUi BiH CKJIaICHUH, a
JPYTUN 3aITUIIAE€THCS B apXiBi.

[Tacmopt apxiBy nmpU3HAYCHUH JIJIsI CyMapHOTO OOMIKY CIpaB MOCTIHHOTO, TPHBAJIOTO
(monax 10 pokiB) 30epiranHs Ta 3 Ka[pOBUX MUTAHb (0COOOBOTO CKJIaay), IO MICTSATHCS B
apxiBi. Y HbOMY TaKOX HaBOJATHCS BIJOMOCTI IMPO MPUMIIICHHS apXiBy Ta HOTO
MpaIliBHUKIB.

VY pa3i HeoOX1IHOCTI JI0 acmopTa apXiBy BiJMOBITHO J0 HOro po3aiTiB CKIAAA€THCS
MOSICHIOBAJIbHA 3aIMCKa, Y K1l B1100paxaroThCs BIIOMOCTI PO 3MIHH y Ha3Bl,
HiANOPAIKOBAHOCTI, OpraHi3aliifHO-IPaBOBOMY CTaTyCl YCTaHOBH, 3a3Ha4YaIOThCS
MPUYMHYU 3M1H IOKa3HUKIB MMOPIBHIHO 3 MOMEPEAHIM MMaclOpTOM y Ha3BaxX Ta KIJIbKOCTI
(boHAIB, KUIBKOCTI CpaB, KpailHiX JAaTax crpas, yMoB 30epiranHs. [losicHioBanbpHa
3aMMcKa MiJAMUCYEThCSI KEPIBHUKOM apXiBy (000010, BIAMIOBIIaIbHOIO 32 apXiB).

Ctpoxu 30epirans TOKYMEHTIB MTOCTIHHOTO 30epiraHHs B apXiBi yCTaHOBH
00paxoByt0Thcs 3 01 CiUHS pOKY, HACTYITHOTO 33 POKOM 3aKiHUCHHSI JOKYMEHTIB Yy
TTOBOZICTBI (32 BUKITIOYEHHSIM POKY IIOTOYHOTO JIIJIOBOJICTBA Ta IBOX POKIiB, MPOTITOM
SKUX BOHH MOBUHHI 30epiraTucs B CTPYKTYpHUX MiJIpo3/ijax ycraHoBu). Hampukmian,
ycTaHoBa 00acHOro MacmTaly AisIIBHOCTI (B apXiBi SKOi JOKYMEHTH MOCTIHHOTO
30epiranHsi TAM4YacoBO 30epirarotbes 10 pokiB) mojae macmopt A0 ASPHKABHOTO apXiBy



obnacrti ctanoM Ha 01 rpyaas 2012 poky, mpH IbOMY BOHA Ma€ BUKITIOUUTH PiK
MOTOYHOTO JioBozcTBa (2012) Ta 1Ba poKu 30epiraHHs TOKYMEHTIB y CTPYKTYPHUX
migpo3ainax (2010-2011) i1 3a3HaunTn 10 pokiB 30epiraHHs JOKYMEHTIB B apXiBi
(2000-2009). Skmro B apxiBi 30epiratoThCst JOKYMEHTH TMOCTIHHOTO 30epiraHHs MoHa|
BCTaHOBJIEHI pokH, TOOTO 710 2000 poKy, y rpadi 3a3Ha4arOTHCS X KIJIBKICTh 1 KpaiHi
naru (Hanpukiaa, 100 cripaB nocriitHOTO 30epiranas 3a 1998-1999 poku 30epiraroThes B
apXiBi YCTaHOBH IMOHA]T BCTAHOBJIEHI CTPOKH ).

8. Homenkiatypa crpaB yCTaHOBH 3aCTOCOBYETBCS JUIs OOJIIKY CIIpaB THUMYacOBOTO
30epiranns (10 10 pokiB BKIIIOUHO), 110 HAAIWIUIN 711 30epiraHHs 0 apxXiBy 3a
pimeHHsM KepiBHUKA. J[J11 cymapHOro 00Ky CIpaB yCixX KaTeropiii 10 HOMEHKJIATypH
CIpaB CKJIAJIAE€THCS MiJICYMKOBUH 3anuc. [Ipu boMy MOIIYKOBUM 1HIEKCOM JJIsl HUX Oy/e
ckopoueHHs «H» (HOMeHKI1aTypa), uepe3 Tupe — 4OTUpH ITU(PH AUIOBOTHOTO POKY Ta
MOPSAKOBUM HOMEp CIPaBH, HAIIPUKIIAJL:

H — 2014, cip. Ne 21.
9. OnmcH 1 HOMEHKJIaTypH CITpaB, 110 iX 3aMiHsIOTh, B apXiBi 30€piraroThCs:
3a MOPSIKOM HOMEPIB (OH/IIB;

ycepenuHi GOHIIB — 3a TPyIaMH CIIPaB MOCTIHHOTO, TpuBaIOTO (TToHAM 10 poKiB),
TMYacoBoro (1o 10 pokiB) 30epiranHs, 3 KaApOBUX MUTAaHb (0COOOBOTO CKIALY).

YcepenuHi 3a3Ha4CHUX TPYII OTIMCH 1 HOMEHKJIATYPH CIIPaB, IIO 1X 3aMiHSIOTh,
PO3MILIYIOTECS 3J1iBa HAIIPaBO B MOPSIKY 3pOCTaHHS 1X BanoBoi Hymepauii. Onucu
Ko’)kHOTO (hoHAY (Y pa3i moTpedr — 1 KOXKHOI IPYIH CIIPaB) BITIISIOTHCS OJWH Bif
OJTHOTO KaPTOHHUMH PO3MOAUTEHUKAMH 3 BIATOBITHUMH ITO3HAYKAMH.

10. ¥V pasi cTBOpeHHs cTpaxoBoro GpoHay Ta (oHIy KOPUCTYBaHHS iX OOJIIK B apXiBi
BEJIEThCSI Ha MiJCTaBl KHUTH OOJIIKY HaJIXO/KEHHS 1 BUOYTTsI cTpaxoBoro ¢GoHay 1 poHIy
KOpUCTYyBaHHs (1onaTok 41) Ta onucy crpaxoBoro GpoHay (Hoaarok 42) mis
MOOAMHUYHOTO OOMIKY CTPaxXOBHX KOIIH.

Xl. JoBiakoBMM anapaTt A0 AOKYMEHTIB apXiBy
1. Cuctema noBiaKkoBOro anapary apxiBy

1. Cuctema AOBIIKOBOTO amapary — ¢ KOMIUIEKC B3aEMO3JICKHHX 1
B3a€MOJIONIOBHIOIOYMX apXiBHUX JIOBIIHUKIB, 023 JaHUX MPO CKIA[, 3MICT 1
MICII€3HAXOKeHHS apXiBHUX (OHAIB 1 (a00) apXIBHUX JOKYMEHTIB, III0 CTBOPIOETHCS Ha
€IMHIIl HAyKOBO-METOANYHIM OCHOBI JJIsl ONIEPATUBHOTO MOIIYKY TOKYMEHTIB Ta
Halle()eKTHBHIILIOT0 BUKOPUCTAHHS 1H(pOpMaIlii, 110 MICTUTBCS B HUX.



2. O00B’A3KOBUMH THUIIAMHU apXiBHUX JIOBIIHUKIB € OIMKMCH, HOMEHKJIATypH, apXiBH1
KaTaJoru, 0a3u aHMX, [0 BUKOHYIOTH (DYHKIIIT ITUX JOBIIHUKIB, 8 TAKOXK TTOKAKIHKH,
OTJISIIA apXiBHUX JIOKYMEHTIB, ICTOPHYHI JIOBIJKH JI0 apXiBHUX (DOH/IIB YCTAHOBH.

3. Cxnaj apxiBHHMX JOBIAHUKIB 1 0a3 TaHUX B apXiBl yCTAHOBU BU3HAYAETHCS BUIOM
apxiBY, KUTBKICTIO ()OH/IIB, CKJIA/IOM 1 3MICTOM apXiBHUX JJOKYMEHTIB, XapaKTEPOM 1
3aBIaHHIMU TOIIYKY JOKYMEHTIB, IHTCHCUBHICTIO BUKOPHUCTAHHS IOKYMEHTIB.

2. Onucu Ta HOMEHKNnaTypu cnpas

1. ApxiBHi onycu cpaB € 6a30BUMH JOBIAHUKAMU /7151 CTBOPEHHSI 1HIIIMX BHIIB
JIOBiJTKOBOTO aIrapary apxiBy, IOCIYTOBYIOThCS TONTYKOBHMH JTaHUMH, 3aKPITUICHUMH
OIMCOM CIIpaB: HOMEpH (POH/TY, OTUCY, CIIPaBH, APKYIIIIB y CIIPaBi.

Omnuc ckIagaeThest 3 OMMCOBUX CTATEH, MiCYMKOBOTO 3aMHCY, 3aCBIA4yBaTbHOTO HAMMUCY
1 IOBIIKOBOTO amapary /10 OIHCY.

[Topsimok ckinagaHHs apXiBHUX ONUCiB Bu3HaueHO B po3aii VII uux [Ipaswui.

2. HomeHknaTypu cripaB BUKOPHCTOBYIOThCS B apXiBl YCTAaHOBH JUUIsl BU3HAYEHHS CKIIAY,
3MICTYy Ta MICLE3HAXOKEHHS TOKYMEHTIB TUM4YacoBOro (10 10 pokiB) cTpoky
30epiraHHs.

Jl11s cTBOpEHHS apXiBHUX JTOBIAHUKIB 1 (a00) 0a3 JaHMX JOKYMEHTiB TUM4YacoBoro (1o 10
POKIB) 30epiraHHsI MOCIYTOBYOThCS CPOPMOBAHUMU B TUTOBOJCTBI KAPTOTEKAMH,

OB’ SI3aHUMHU 3 TIOLTYKOBUMU JTaHUMHU, HOMEHKJIATypaMHU CIIPaB, 10 3aMiHSIOTh B apXiBi
YCTaHOBH OTIHICH.

3. ApxiBHi KaTanoru tTa apxiBHi KapTOTeKU

1. ApxiBHi Karayioru (apXiBHI KApTOTEKH) CTBOPIOIOTH Ha Ti TOKyMeHTH (OHIIB abo ix
YJaCTHH, SKi BAKOPHUCTOBYIOThCS HaifdacTimie (MOCTaHOBH, PIllIEHHS, HAKA3H,
PO3MOPSIIKEHHS, 0COOO0B1 CIpaBH, HAYKOB1 3BITH TOIIIO).

2. O6’eKkTaMu ONMUCYBaHHA B KaTaJio31 UM KapTOTelll MOXKYTh OyTH: TOKyMEHTH (rpyIia
JOKYMEHTIB, YaCTUHU JIOKyMEHTIB), OMHHMIII 30epiranHs (OQUHHUII 00Ky ), OTIHCH,
dhonn.

3. ApxiBHI KapTOTEKH MOXYTb BiJl IOYaTKy CTBOPIOBATHUCS B apXiBl YCTaHOBH, a TAKOXK
MOXYTh 0a3yBaTHCs Ha JIOBIAKOBUX KapTOTEeKaX, sIKi COPMOBAHO B JIIJIOBOJCTBI
YCTaHOBHM Ta NEPeaHo J0 apXiBy pa3oM 3 JTOKyMEHTaMH, HalpUKJIad, KypHaIH (KapTKH)
peecTparrii Haka3iB 3 OCHOBHOI JISTTbHOCTI.

4. 3aneXHO Bl METH BUKOPUCTAHHS TOKYMEHTIB 1 3MICTY JOKYMEHTIB apXiBy YCTaHOBH
CTBOPIOIOTH Pi3HI BUIU KAPTOTEK — MPEAMETHI, TEMaTU4Hi TOLIO.



5. Y npeaMeTHIM KapTOTell KapTKU IPYMyIOTh 32 aji(aBiTOM IPEIMETHUX OHSITh
(daxris, momiii, reorpadivaux Ha3B) i 0cib. [Tomanpina cucTemaru3aiis 3IHCHIOETHCS B
JIOT1YHIM a00 XPOHOJIOTIYHOI MOCIIIOBHOCTI. Pi3HOBHAaMU IPEIMETHOT KAPTOTEKH €
iMeHHa Ta reorpagiyHa KapTOTEeKH.

6. Y TemMaTH4HIl KapTOTell KapTKH IPYIYIOTh y MeXax TeM (BIAMOBIIHO 0 3MICTY
JIOKYMEHTIB, HAMPSIMIB JTisSTIbHOCTI). PI3HOBHIM TeMaTHYHOI KAPTOTEKH — KapToTeKa 3
icTopii ycTaHOBHM 1 KapTOTeKa Ha3B (HOHIIB.

7. Kinbka apXiBHUX KapTOTEK OJIHOTO BHJy YTBOPIOIOTH apXiBHUII karasor. [lis
(hopMyBaHHS apX1BHHX KaTaJOT1B BUKOPUCTOBYIOTh KaTaJI0XKH1 KapTKU. 3aJICKHO BIJT
moOy/I0BY KaTaJIOTH MOAUISIIOTh HA CUCTEMAaTUYH1, TEMaTHUH1, IPEAMETHI 1 iX pI3HOBUIU
(imeHHMIA, reorpad1yHmii, 00’ €KTHUIN).

4. NMokaXXunkm

1. ITokaxxumku po3poOIISIFOTE K CAaMOCTIHHI apXiBHI JOBIIHUKHU (apXiBHUI MOKaKYHUK)
ab0 BOHM MOXKYTb OyTH €JIEMEHTOM JIOB1JIKOBOTO arapaTy apXiBy yCTaHOBU (IOKaKUMKHU
710 OTIHCIB CIpaB, KaTaJIOTiB, OINIS/IIB apXiBHUX JOKYMEHTIB).

2. IToka)K4uKH CKJIaJIat0Th 10 CIIpaB 200 JOKYMEHTIB OJTHOTO OIHUCY, KiJIbKOX OIHUCIB
¢doHnxy, ycroro Gpouay (mopoHA0BUIN MOKAKIHK ), KITHKOX (OHAIB (MIK(POHIOBUI
MTOKaYKYHK).

3. 3a popmMor0 MOKAXKIMKU MOXKYTh OyTH y BUIISIII apKYIiB, KApTOK abo B
€JIEKTPOHHOMY BUITIAI. 3a CTPYKTYPOIO PyOPHK MOKaXKYMKH MOUISIOTH HA TITyX1
(mpeAMEeTHI MOHSTTA Ta iX MOIIYKOB1 J1aH1) Ta aHOTOBaHI (IIPeIMETH1 OHATTS MalOTh
MOSICHEHHS Ta IX MOUIYKOBI JjaHi).

4. OCHOBHUMH BHIaMHU MTOKKYHKIB € MPEeAMETHUN (10T0 pi3HOBUIN — TEMATUYHHIA,
iMeHHHUH, reorpadiqHnii) Ta XpOHOJIOTIYHUH. 3a TPYyITyBaHHSAM HOHSATH BCEpEeIUH1
MMOKaKYHMKA PO3PI3HAIOTHCS alipaBiTHI, CHCTEMATHYHI, XPOHOJIOTIYHi.

5. [IpeameTHUI OKAXIHUK MOXKe OyTH 3araJIbHUM 1 CTieIlialbHUM. 3araabHui
MPEIMETHUH MOKaKYMK MICTUTh PI3HOPIIHI IPEAMETHI MOHATTS Pi3HOTO XapakTepy,
crieliaJbHU — OHOPIAHI IPEIMETHI MOHATTS (BUIU JOKYMEHTIB, MPi3BUIIA aBTOPIB,
HallMEeHyBaHHS YCTAHOBHU Ta i CTPYKTYPHHUX MiAPO3/ALTIiB, HA3BU Tally3ei TOIIO).

3araibHUl IpeIMETHUN MOKAXYKK 32 CTPYKTYPOIO PyOpHUK MOKe OYTH TiJIbKH IIIyXHM,
crHeliaJIbHui — DIIyXUM a00 aHOTOBaHHM.

6. Y TeMaTUIHOMY MOKKIUKY MTPEIMETHI TIOHATTS HABOJATH B ali(paBiTHOMY MTOPSIIKY,
Ha3BH pyOpUK 3a3HAYAIOTh Y HA3UBHOMY BiJMIHKY.



7. IMEHHMI MOKAKYMK CTBOPIOIOTH 32 aI(aBiTHOI 03HAKOK. J[0 HBOTO BKITIOYAIOTh
Npi3BUINA, IMEHA, 110 0aThKOBI (Pi3HOUYMTAHHS, ICEBIOHIMH, TPi3BUCHKA, OiorpadiuHi
TOBiKK). IMEHHUH TTOKaXYHK MOXKe OyTH ITyXUM a00 aHOTOBAaHUM.

8. EnemenTu reorpadiqHoro mokaxunka BIOPSIKOBYIOTH 3a aji(aBITHOIO 03HAKOK. Y
HBOMY HABOJSITh HA3BHU JIEP)KaBHU, aAMIHICTPAaTHBHO-TEPUTOPIAIbHUX OAMHUIb, MOPIB, PIK
Ta IHIUX TeorpadiuHuX 00’ €KTIB.

Ha3Bu y3aranbHiorounx reorpadiuHux ado aJMiHICTPaTUBHO-TEPUTOPIAIbHUX OAUHUIIb
BKJIIOYAIOTh JI0 MTOKaKUYMKa 0€3 KOHKpeTH3allii, y ToMy BUIVISII, B IKOMY iX MO/IaHO B
3arojoBKax cupas abo B apXiBHUX JOKyMEHTaX.

9. XpOHONIOTIYHUN TTOKAKYUK CKJIAJAE€THCS 3 pyOpUK, 10 BKIIOYAIOTH JaTH ICTOPHYHUX
MOJTi, siBUII 1 (PaKTiB a00 1aTH JOKYMEHTIB. TaKHil MOKKIUK € TITYXUM.

10. ¥V moka)x4uKy 3aCTOCOBYEThCS CHCTEMA 3arajbHUX 1 OKPEMHUX BiJICUIIOK, 32
JIOTIOMOTOIO SIKHX BCTAHOBIIOETHCS 3B’ 30K MI’K TOTOXKHUMH MOHATTSIMH.

5. Ornaau apxiBHUX AOKYMEHTIB

1. Pi3HOBHUaMu omyisiztiB €: omisa GoHAY (TO1a€e BIIOMOCTI MPO CKIIAL 1 3MICT JOKYMEHTIB
ofHOTO (POHY) Ta TEMATUYHUH (ITOJIA€ BIIOMOCTI MPO CKIIAJ 1 3MICT JOKYMEHTIB OJTHOTO
a00 KiJIbKOX (DOHIB 3 IEBHOI TEMU).

2. O00B’SI3KOBUMH €JIEMEHTaMH XapaKTEPUCTHKH IOKYMEHTIB € 1HIUBIAyanbHa 1/a00
rpymnoBa aHOTallis JOKYMEHTIB, X MOIIYKOBI JaHi.

V rpynoBHX aHOTaNiAX HABOAATH CTHCIHI 3MICT TPYI CHpaB, BKa3ylIOTh OCHOBHI BHIH
BKJTIOUEHUX JI0 HUX JIOKYMEHTIB, TIOal0Th BiJIOMOCTI PO aBTOPiB, XPOHOJOTI4HI MEXI,
OpHUTIHAJBHICTD 1 MONTYKOBI aHi. YacoMm IpymnoBi aHOTAaIlli TOMOBHIOIOTh
1H/IMBITyalbHUMHU, B AKHX TOBHIIIE PO3KPUBAIOTH 3MICT HABAXKIIMBIIINX JJOKYMEHTIB.

3. B omsai ¢poHay TAa TEMAaTUYHOMY OIS, 1110 MICTHTbH BIJOMOCTI IIPO CKJIAJ 1 3MICT
JIOKYMEHTIB OJJHOTO (hOH]TY, MOLTYKOBI1 JIaH1 CKJIaIal0ThCSl 3 HOMEPIB OIMHKCIB, CIIPAB,
apKyuIiB cupaB. Y TEMaTUYHOMY OTJISA[, 1110 MICTUThH BiIOMOCTI IIPO CKJIaJ 1 3MICT
apXiBHUX JIOKyMEHTIB KUIbKOX (DOH/JIIB, MOIIYKOBI JJaH1 IONOBHIOIOTHCS HOMEPAMHU LIUX
¢boHmiB.

4. Jlo ckJIaay JOBIJAKOBOTO anapaTy OIVISIY BXOASATh THUTYJIBHUH apKyIIl, 3MICT,
MepeIMOBa, CITUCOK CKOPOYCHb, TOKAKIHUKH. /[0 TEeMAaTHYHOTO OTIISATy TOBUHEH OyTH
CKJIaJIeHu# criucok (HhoHiB, iH(GOpMaIlis po SKi MICTUTBCS B OIS, Ta O10miorpadis 3a
TEMOIO.

VY nepeaMoBi 710 OISy HAaBOJAATH BIIOMOCTI PO iCTOPit0 (hOHI0yTBOPIOBaYa
(bonmoyTBOproBauiB) Ta hoHAY (HOHAIB), CTPYKTYpPY OIJISALY, CKJIAT JOBIIKOBOTO
arapary.



5. Cxemamu 11oOyI0BY OTIISAIIB € CTPYKTYpPHA, Taiy3eBa (PyHKIIOHAIbHA),
NpeIMETHO-TeMaTHYHa, reorpadivyHa, XpOHOJIOTIYHA.

6. IctopnyHa poBiaka no ¢oHay

1. ApxiB yCTaHOBH CKJIQJa€ ICTOPUYHY JOBIIKY — JOKYMEHT, III0 MiCTHTh BiZJOMOCTI 3
icTopii ycraHoBH Ta ii poHIY, XapaKTePUCTUKY OMHCIB, iHPOPMALIiIO PO CKIIAL 1
MMOBHOTY JOKYMEHTIB, 0COOIMBOCTI ()OpMYBaHHS CIIpPaB, iX CTaH, CKJIaJ I0BiIKOBOTO
amaparty 10 GOHJy Ta MOPSIOK KOPUCTYBAHHS HHM.

IcTopruny noBiAKY 10 GOHAY CKIANAIOTh i Yac MEePIIOro HAAXOMKEHHS TOKYMEHTIB JI0
apxiBy. Y pasi MOMOBHEHHs (OHTY JOKYMEHTAMH 3a TIEBHUI MEP10]T Yacy CKIIaIal0Th

MIPOJIOBKEHHS JI0 ICTOPUYHOT TOBIIKM 32 IIeH mepioz vacy.

ITig yac ckiamaHHs ICTOPUYHOT I0BIIKA BUKOPUCTOBYIOThH 1H(OPMAIIiTO, 1110 MICTUTHCS B
MEepPEeIMOBI /10 PIYHUX PO3JLIIB OIMHUCY.

2. IcropuyHa 10BiIKa CKIAAETHCA 13 TPHOX YACTHH: iCTOPii (poHIOyTBOpIOBaYa, icTOpii
(hoHTY, XapaKTepUCTUKH JIOKYMEHTIB (DOH]TY.

3. Y mepuriii 4acTHUHI ICTOPUYHOI JOBIAKKA B XPOHOJIOTTYHIHM TOCIIIIOBHOCTI HABOASATH TaKi
BiJIOMOCTI:

Aara CTBOPCHHS YCTaHOBU (3 IIOCHUJIaHHAM Ha aKTI/I);

M ITOPSIIKOBaHICTh, 3aBAaHHSA, QYHKINT, HAPSIMU JISUTBHOCT1 YCTAaHOBH BIATIOBIAHO 0 11
ycTaBy (IOJOKEHHS ITPO YCTAHOBY), 1X 3MiHH;

CTPYKTypa YCTAaHOBHU Ta Mepexa IiJJIeNNIUX YCTaHOB (32 HasIBHOCTI);

crcremMa abo raiys3b, 0 CKJIaJy SKOi HAJIC)KUTh YCTAHOBA HA MOMEHT CTBOPEHHSI JTOBIJIKH;
3MIHU B CTPYKTYP1 YCTaHOBH (CTBOPEHHS, peopraHi3allis, nepeiMeHyBaHHs, JTIKBiAaIlis
CTPYKTYPHUX HiAPO3/iNIIB, Y JISUIBHOCTI SKUX YTBOPHIUCS TOKYMEHTHU MOCTIHOTO
30epiraHHs, BKJIIOYEH] B OTIUC 13 3a3HAYCHHSM JIaT 1 MOCUJIaHHSIMHU Ha aKTH;
peoprasizaiiisi yCTaHOBH, 3MIHH MEPEXi MiIerTuX (10 BXOAATh 0 CKIaay, CHCTEMH)
YCTaHOB 13 3a3HAYEHHSM JaT 1 MOCHJIAHHSIMH Ha HOPMaTHBHO-TIPABOB1 aKTH);

MPUYKHA, [1/ICTaBa Ta JlaTa MPUIUHEHHS YCTaHOBH 3 MOCUJIAHHIM Ha B1MOBIHHUM aKT.

4.V npyriii 4acTHHI ICTOPHYHOI JOBIJIKM BHCBITIIOIOTH ICTOPifO (POHIY Ta MOAAIOTH TaKy
iH(dopmartito:

JaTa Mepiioro HaIXoMKEeHHsI TIOKyMEHTIB (DOHTY 10 apXiBy YCTaHOBH, iX 00CSTH Ta
KpaiiHi j1aty;



BiJIoMOCTI Tpo opMyBaHHS Ta 30epiraHHs JOKYMEHTIB 10 MOMEHTY 1X HaJXOKEHHS 10
apxiBy yCTaHOBH (IIepiosl Ta yMOBU (OPMYBaHHS, 3MiHH ITpaBa BIACHOCTI Ha IOKYMEHTH
TOIIIO);

3MIHM Yy CKJIaJll Ta 00cs31 poHTy Ta X MpUUrHM (MMPOBEACHHS SKCIIEPTH3H I[IHHOCTI,
BTpPAaTH, HE33J0KyMEHTOBAaHI1 Mepioan);

0c00IMBOCTI POPMYyBaHHS, ONTUCYBAHHSI 1 CUCTEMaTH3allli JOKyMEHTIB;

B1JIOMOCTI TIPO JJOKYMEHTH 3 KaJpOBHX MUTaHb (0COOOBOTO CKJIAy), iHIII KaTeropii
JIOKYMEHTIB, a TAaKOX MPO Miclie iX 30epiranHs;

CTYMiHb 30€pekKEHOCTI JOKYMEHTIB (DOHIY;
BIJJOMOCTI IIPO CKJIaJ JJOBIJIKOBOTO amnapary 10 GOoHLY;

B1JIOMOCTI IIOZI0 BUKOPUCTAHHS JOKYMEHTIB (hoHy (ImyOsmikaliii, B SIKHX BUKOPUCTaHA
JIOKyMeHTHa iH(dopmarlist abo ormyOnikoBaHi cami JOKYMEHTH);

YMOBH, SIKi PETYIIOI0Th JOCTYT JI0 TOKYMEHTIB Ta BUKOPUCTAHHS BiJIOMOCTEI, 110 B HUX
MICTATBCS (SIKIIO TOCTYT OOMEKECHHI Ha BUSHAYCHUH CTPOK, 3a3HAYAI0OTh AaTH, KOJIU
Oyze 3HSTO 11l OOMEKEHHS);

JlaTa MepIoro nepeaaBaHHs ClpaB Ha MOCTiiHe 30epiraHHs J0 JAep:KaBHOI apXiBHOL
YCTaHOBH (apX1BHOTO BTy MICBKOI paan).

5. Y Tperiii 4acTUHI OJAIOTH BIIOMOCTI MPO:

CKJIaJ] Ta 3MICT CIIPaB, YKJIIOUEHUX JI0 ONHUCY (XapaKTEepUCTHKA TUIIOBUX I'PYII CIPaB 3a iX
3MICTOM, BUJJaMH Ta PI3HOBUAAMH JOKYMEHTIB), PO BUJIM HOCIIB 1H(OpMAIIi;

0co0IMBOCTI POPMYBaHHS Ta CHCTEMAaTH3AIlil HETUIIOBUX CIpaB (BiIOMOCTI PO
JOKYMEHTH, 10 BUXOAATH 32 XpOHOJOTIYHI MeXi (hOHY, ClipaBu, cOPMOBaHi 3
JOKYMEHTIB 3a JiBa pOoKHU a00 OiIbIIIe TOIIO);

MOBHOTY CKJIQJy CIPaB, YKIIOUEHUX JI0 3BEICHOTO OMUCY, MPUYNHH BiJICYyTHOCTI THX YH
THIITUX TOKYMEHTIB 1 CIIpaB;

0CcO0IMBOCTI (P13UYHOTO CTaHY OKPEMUX JOKYMEHTIB 1 cripaB (3a0BUIbHUH,
HE3aJI0BUIHHH).

6. B icropuusiii 1oBiaii 060B’3K0BI MOCUIIAHHS Ha apXiBHI JOKYMEHTH (i3 3a3HAYCHHIM
HOMeEpiB (hOH/TY, OITUCY, CTIpaBH, apKylriB). [locIaHHS PO3TAIIOBYIOTh Y HWXKHIN YacTUHI
BiJIMOBIAHUX aPKYIIiB MiJ OCHOBHHM TEKCTOM.



7. Ictopuuny noBiaKy 10 GoHAY (MPOJOBKEHHS 10 ICTOPUYHOT TOBIAKM) MiIMUCYE
KepiBHUK apxiBy abo ocoba, BiMOBiajIbHA 32 apXiB B YCTAHOBI.

8. KinpkicTh IpUMipHHUKIB 1CTOPHYHOT JOBIAKHU 10 GOHAY (IPOIOBKEHHS 70 ICTOPUYHOT
JTOB1JIKW) TTIOBMHHA BIJIMOBI/IaTH KUTHKOCTI TPUMIPHUKIB PIYHUX PO3JILIIIB 3BEACHOTO
OITHUCY.

Sxmo ycranoBa € mxepenom GpopmyBanHs HAD, ictopuuny I0BiAKY (IPOIOBKEHHS 10
1ICTOpUYHOT 10B1IKK) noAaroTh Ha po3rsa EIIK BiamoBigHOrO nep:kaBHOTO apXiBy
OJTHOYACHO 3 PIYHUM PO3/LIOM 3BEACHOTO OIUCY CIIPaB MOCTIHHOTO 30epiraHHs.

Xll. KopuctyBaHHA AOKYMeHTaMN apXiBy yCTaHOBU
1. JocTyn A0 OOKYMEHTIB

1. ApxiB ycTaHOBU 3000B’s13aHUI HaJJaBaTH JOKYMEHTH Ta JOBIIKOBUH amapar 10 HUX
JUIS 3aCTOCYBaHHA JJOKYMEHTHOI 1H(opMallli KOpUCTyBauaMy B €KOHOMIYHHX, HAYKOBHX,
KyJBTYPHHX, MOJITHYHUX LUISAX, /U1 3a0€3MeUeHHs] 3aKOHHUX PaB 1 IHTepeciB rpoMasiH
3 ypaxyBaHHSM OOMEXEHb, BA3HAYCHUX 3aKOHOIaBCTBOM, a TAKOK YMOB, BU3HAYEHUX
(OH0yTBOPIOBAUEM I1iJ] Yac MepeJaBaHHs JOKYMEHTIB /10 apXiBy.

2. [Mopsaok gocTymy A0 JOKYMEHTIB, 110 30epiratloTbCs B apXiBi YCTAHOBH, a TAKOX
MOPSITOK KOPUCTYBaHHS [IMMH JJOKYMEHTAMH BU3HAUA€ KEPIBHUK YCTAHOBH BiAIMOBITHO
710 BUMOT 3aKOHOJ/IaBCTBA.

3. ApxiB yCTaHOBH HE Ma€ MpaBa 00MeXyBaTH a00 BU3HAYaTH YMOBH BUKOPHUCTAHHSI
OTpHUMaHOI KOPHCTyBaYeM iH(pOpMallii, 32 BAHATKOM BHUIIAIKIB, TIepe10adeHnX
3aKOHOJITAaBCTBOM.

JlocTyn KopucTyBadiB 10 JOKYMEHTIB, Ha SIK1 IOMIUPIOETHCS Aist 3akoHy Ykpainu «lIpo
aBTOPCHKE MPaBO 1 CyMIXKHI MpaBay, 311HCHIOETHCS BIMOBIHO 10 BUMOT 3a3HaUY€HOI0

3aKOHY.

2. DopMu BUKOPUCTaHHSA BiJOMOCTEN, LLO MICTATLCA B apXiBHUX
AOKYMeHTax

OcHoBHUMH (hOpMaMH BUKOPUCTAHHS BIJIOMOCTEH, 10 MiCTATHCS B apXiBHUX
TOKYMEHTaX, €:

1H(hOpMyBaHHS KOPUCTYBadiB (KEPIBHULITBA Ta CTPYKTYPHHUX MIAPO3/ALIIB yCTAaHOBH,
Jiep>KaBHUX OpPTaHiB, IHIIMX 3alliKaBJICHUX YCTAaHOB, IPOMAJIsH) PO HASBHICTh B apXiBi
JIOKYMEHTIB Ta 1X 3MICT;

BUKOHAHHS 3aIINTIB rpoMazisiH Ta YCTAHOB,

Ha/IaHHS TOKYMEHTIB KOPUCTYBadaM il poOOTH B UUTAIBHOMY 3aJli apXiBy YCTaHOBH;



BHUaBaHHA ,Z[OKYMGHTiB Y TUMYAaCOBE KOPHUCTYBAHHS I103a apXiBOM;

BHKOPHUCTAHHS JOKYMEHTIB apXiBy IIPH MiATOTOBIII 1HPOPMAIIHHUX 3aX01B, y 3aco0ax
MacoBoi iH(popMarlii 1 myOiKarisax.

3. IHcbopmauinHe 3abe3nevyeHHA KOpUCTyBadiB

1. Inopmarriiine 3abe3neueHHs KOPUCTYBaviB niependadac BUSBICHHS apXiBOM
3alUTYBaHMUX BIJIOMOCTEH Ta MiJIrOTOBKY 1 HA/laHHS B1IMOBIIHUX JOKYMEHTIB.

2. ApxiB iHQOpMY€E KepiBHUKA yCTAaHOBH, HAYAJIbHUKIB CTPYKTYpPHHUX MiIPO3/LIIB,
KEpiBHUKIB 1HIIMX YCTAHOB PO HASBHICTH MOTPIOHUX JOKYMEHTIB Ha ITiJICTaBi 3alUTIiB
a0o B 1HILIaTUBHOMY NMOPAAKY — Y (opMi iHpopMaIiiiHUX JTUCTIB 200 TOBIAOK.
IHdopmarito HamaOTh y GOpMi EperTiKy 3arojIOBKiB CIIpaB (JOKYMEHTIB) a00 BHIIB
JIOKYMEHTIB 13 3a3HaU€HHSM iX J1aT 1 HOUTYKOBUX JaHHUX. 3a MOTpeOU NpalliBHUKU apXiBy
CKJIQIAOTh 1 HAJAI0Th aHOTAIli].

3. 3arosioBKH cripaB (JOKyMEHTIB) PO3TALIOBYIOTh y MEPETIKY HE3aIEKHO Bif iX
(hOoHI0BOT HAJIEKHOCTI: 32 XPOHOJIOTIEIO MO/IIH, 32 MUTAHHSIMH, 32 BUJIAMH JIOKYMEHTIB, 32
3HAUYUMICTIO TOKYMEHTIB.

4. InpopMyBaHHS KEPIBHUKIB YCTAHOBH MOJKE 3/1IHCHIOBATUCS TaKOXK Yy opmi
TeMaTH4HOI 1001pkH Komii JokyMeHTiB. Korii po3TamoBytoTh y JOT14HIH MOCTIT0BHOCTI.
Jlo 10o0ipKu KoMii J0Aat0Th TUTYIBHUN apKyIll, a TAKOXK 32 HEOOX1THOCTI iICTOPUYHY
JIOB1JIKY, MIEpeTiK JOKYMEHTIB TOIIIO.

5. Ilepenik, AOBiKY, TEMAaTHYHY JA00IpKY KOIIiH, 110 BUKOPHCTOBYIOTHCS B yCTAHOBI,
MiJIICY€ KePIBHUK apXiBy (0coba, BiAMOBiAaNbHA 32 apXiB). Y pa3i BUKOHAHHS 3aIlUTY
CTOPOHHBOT YCTAaHOBH IIi JOKYMEHTH, ITiIHCaHI KEPIBHUKOM apXiBy (0C000I0,
BiJIMOBIAAJILHOIO 32 apXiB), HAJICUIIAIOTHCS apecary i3 CyImpoBiTHUM JIUCTOM 32

I IITCOM KEPiBHUKA YCTAHOBH.

4. BUKOHaHHA 3anuTiB rpoMaasiH Ta yCTaHOB

1. 3anuTH, 110 HAAXOATH 0 APXiBY, MOMIISAIOTh HA TEMAaTUYHI 3alUTH 1 3aIUTH
COILIIAJTLHO-TIPABOBOTO XaPaAKTEPYy.

2. Indopmariito corianbHO-IIPABOBOTO XapaKTEpy 3a 3alUTaMH IPOMAJISIH 1 yCTaHOB
HaJaTh y GopMi apXiBHOI JOBIAKH, apXiBHOI KOIii a00 apXiBHOTO BUTATY.

3. BuxkoHaHHs 3aMTIB COLIaIbHO-IIPABOBOTO XapaKTepy 31HCHIOETHCS 3 1aTH peecTpartii
3BEPHEHHS:

3a TOKyMeHTaMu apXiBy — 110 30 JHIB BKIIFOYHO;

3 BUKOPHUCTAHHSM TUIbKH JIOBIJIKOBOI'O arapary apxiBy — /10 15 HIB BKJIIOYHO.



SIKIO 3aImUT CKJIaHUM, CTPOK MOXe OyTH MPOIOBKEHO, PO 1110 000B’ I3KOBO
MOBIIOMJISIOTH 3aBHUKA.

[epecunanns HeNnpOo(iIBLHUX 3aMUTIB 32 IX HAJIEKHICTIO B iHII YyCTaHOBU ab0 apXiBH, a
TaKoX 1H(GOPMYBAHHS PO 1€ 3asBHUKA TOBUHHO 3A1MCHIOBATUCS MPOTITOM 5 AHIB 13
natu peectpauii 3BepHeHHs. [Ipu 1boMy 3arajJbHHA CTPOK BUPIIICHHS MTUTAHHS,
MOPYLIEHOI0 y 3BEpHEHHI, HE MOXKE IIEPEBUIIYBAaTH COPOKA I1’SITU JIHIB.

4. ApxiBHI JIOBIJIKH CKJIQJal0Th 32 BCTAHOBJIEHOIO (DOPMOIO, HABEICHOIO B 10AaTKY 43 110
nux [IpaBun, Ha cniemianbHUX OnMaHkax abo 3arajJbHUX ONaHKAX YCTaHOBH.

JloBizk# 1po 3apoOiTHY IJIaTy CKJIaIaloTh 3a (OpMaMu, BCTAHOBICHUMHU JEP>KaBHUMU
OpraHaMH COILIaJIbHOTO 3aXUCTY HACEICHHS.

[TincTaBoro s CKIIaaHHs apXiBHUX JIOBIJOK € OPUTIHAIY 1 3aCBITYEHI KOMii
JIOKYMEHTIB, 1110 30epiratoTbCsi B apXiBi.

SIK110 BUKOHAHHS 3B€pPHEHHS OTPeOyBaio BUKOPUCTAHHS HE3aCBIAUEHUX KOMII
JOKYMEHTIB, Y TEKCTI IOBIAKH POOJISATH BIIMITKY: «HE3aCBITUEHA KOMIs.

VY noBialli HABOAATH HAa3BH, JJaTH i HOMEPH BUKOPUCTAHUX JOKYMEHTIB Ta MOJAI0Th
HasBHI B WX JIOKyMEHTAaX BiJIOMOCTI II0JI0 TUTAaHHS 3BepHEHHs. [HpopMarrito
BHKJIQ/IAI0Th Y XPOHOJIOTTYHIN MOCIIIIOBHOCTI MOAIN. 3a MOTPeOH H03BOJISIETHCS
HABOJIUTH BUTSTH 3 JOKYMEHTIB (Y Jiankax). HaliMeHyBaHHS yCTaHOB y TEKCTI apXiBHUX
JOBIJIOK TIPH TEPIIOMY 3rajyBaHHI MUIIYTh IMOBHICTIO, 3a3HAYAI0UH Y AY)KKaxX OoQiIiiHi
CKOPOYCHHSI, TTPH HACTYITHUX — BKUBAIOTH JIUIIE CKOPOYCHHSI.

VY pa3i pi3HOUHUTaHHS iIMEH, MPI3BHIIl TOLIO HABOJSATH T€ HAMMCAHHS, 1110 B)KUBAETHCS B
JIOKYMEHTI, 3 TO3HAUKOI0 «Tak y TOKyMEeHTI».

VY 10BiAKY BKITIOYAIOTH TIIBKU T1 BIZIOMOCTI, 1110 MICTSATHCS B JIOKYMEHTaX.
[Ticnsa TexcTy B apxiBHiHM TOBiALI MOAAIOTH apXiBHI MIM(PHU TOKYMEHTIB (IIOUIYKOBI JaHi),
110 CIYTYBaJIHU MiJCTaBOIO JUTs CKJIaaHHs apXiBHOI TOBIIKH (HOMepH (POH/IIB, OMHUCIB i

CTIpaB, a TAKO)K HOMEPU apKyIlIiB y CIpaBi).

ApXiBHY JOBIJIKY MiJIMHCYIOTh KEPIBHUK YCTAaHOBH a00 MiAPO3/LIY, 10 CKIaTy SKOTO
BXOJIUTh apXiB, 1 KEPIBHUK apxiBy (0coba, B1AMOBIJaIbHA 32 apXiB).

ApXiBHY JTOBIJIKY ITPO 3apOOiTHY IUIATy MiAMKCYE TAKOXK OyXranrep.

[TpaBo mignucy apXiBHUX JOBIJIOK BCTAHOBIIOIOTH Y TIOJIOKEHHI PO CIy* Oy A1T0BOICTBA
a00 B MOJIOKEHHI TIPO apXiBHUH MIAPO3/iT (apXiB) yCTAaHOBH.



3acBiAuyOTh apXiBHY JIOBIIKY IIEUATKOIO YCTAHOBH (3a HasiBHOCTI). J{pyruit mpuMipHHUK
apXxiBHOI JIOBIJKH 3aCBiUy€ KepiBHUK apXiBy (0co0a, BiAMOBiganpHa 3a apxiB). Llei
NPUMIPHHK JTOJTYYarOTh JI0 CIIPaB apXiBy 3TiHO 3 HOMEHKIIATYPOO CIIPAB.

5. ApxiBHI KOmii Ta BUTATH BUJAIOTH BIAMOBIIHO 710 3aMUTIB. [M€HTHUYHICTH KOMIH 1
BUTSTIB OPUTIHATAM 3aCBIUY€ETHCS MIAMUCOM KepiBHUKA apXiBy (0coOH, BiANOBIAAIBHOT
3a apxiB) 1 IEYATKOI YCTAaHOBH (3a HASBHOCTI).

Butdaru cTBOproioTh, SIKIIO apXiBHI JOKYMEHTH MICTATbH B1JIOMOCTI 3 KUJIBKOX HE
OB’ 13aHUX MK c00010 MUTaHb. KOXEH BUTSAT Mae TOUHO Ta MOBHO BITBOPIOBATH Ty
YaCTUHY JIOKyMEHTA, IKa CTOCYETbCS 3aIIUTY.

SIKII0 OKpeMi YaCTHHH OpUTiHATY JOKyMEHTa (CJIOBa, BUCIOBH, BUIIPABIICHHS) BAXKKO
po3iOparu a00 X BOHU BUKJIMKAIOTh CyMHIB Y CIIPABKHOCTI, Y BIJMOBITHUX MICITIX
BUTATY POOJIATH MPUMITKH: «Tak y JOKyMeHTi», «Y TEeKCTi HepO30ipIuBO».

ApXiBHI KOIii Ta BUTSATH, 1110 BUTOTOBJIAIOTHCS 3aC00aMU KOMII FOTEPHOT TEXHIKH,
0(OPMITIOIOTH Ha 3araJIbHUX OJIaHKaX yCTAaHOBH, 3a3HAYal0YH BIMOBITHY HAa3BY
JTOKyMeHTa — «ApXiBHA KOs, « ApXiBHUH BUTATY (Hoxatku 44, 45).

Ha3By, naty Ta HOMep opuriHaixy JOKyMEHTa BiATBOPIOIOTH MMOBHICTIO. [Tichs TekeTy
apXxiBHOI KOMii (BUTATY) MOJAIOTH apXiBHUH mHQp (TMOIIYyKOBi 1aHi) JOKyMeHTa. SIKIo
o0csr apxiBHOI KOMii (BUTATY) EPEBUIIYy€E OJUH apKyIIl, apXiBHUNA MHQp (TOUTYyKOBI
JlaH1) BKa3ylOTh HA 3BOPOTI KOXKHOT'O apKyIlia.

[Tpu BuroTOBNIEHHI KCEpO- Ta (POTOKOMIN OJaHK YCTAHOBH HE BUKOPUCTOBYIOTH, a B
MPaBOMY BEpXHBOMY KYTI KOMiH pocTaBisitoTh mramn «Komis». ApxiBHU# mmdp
(TomIyKoBi 1aH1) TOKYMEHTa BKa3yIOTh Ha 3BOPOTI KOXKHOTO apKyIia KOMii.
3acBiuyBaIbHI HAMMKCH Ta BIJJOMTOK IMEYATKH (32 HASBHOCTI) MPOCTABIIAIOTH Ha 3BOPOTI
OCTaHHBOTO apKyIIa KOMii.

VYei apky1i apxiBHOT Korii @00 apXiBHOTO BUTSTY MOBHHHI OyTH IPOHYMEPOBaHi Ta
MIPOLINTI, @ MiCIE 3’ €THAHHS apKyIIiB 3aCBIIYYIOTh MIAMKCOM KEpiBHHUKA apXiBy (0cooOu,
BiJIMOBIAAILHOT 32 apXiB) Ta BIIOMTKOM MEYaTKH YCTAHOBH (32 HASBHOCTI).

ApXiBHI TOBIJKH, KOTIii 1 BUTSATH 3 apXiBHUX JOKYMEHTIB HaJICUJIAIOTh 3asBHUKAM
MOIITOIO 13 CYNPOBIAHUMU JIMCTAMH, TTIMTUCAHUMHU KEPIBHUKOM YCTaHOBHU a00
CTPYKTYPHOTO TiJIPO3/LTY, 0 CKJIAY SIKOTO BXOAUTH apXiB.

6. ApXiBHI JOBIJIKH, KOTIi Ta BUTSATH MOYKHA BHJIaBaTH HA PYKH 3asBHUKAM II1]] PO3THCKY
3a YMOBH TIpe]1’ IBJICHHS MacrnopTa abo 1HIIOTO TOKYMEHTA, IO MMOCBiIYy€e 0CO0Y.
Ponruam abo moBipeHUM 0cobamM 3a3Ha4eH1 JOKYMEHTH BHIAIOTh Y pa3i Mpea’ SBICHHS
HOTapiaJbHO 3aBIPEHOT TOBIPEHOCTI.



OpneprxyBad apXiBHOI JOBIJIKH, KOIIii 200 BUTATY PO3MUCYETHCS HA APYTOMY MPUMIPHHUKY
OZIEP>)KyBaHOTO TOKYMEHTA, a TAKOK 3a3Ha4ae TaM JaHi nacrnopra (IHIIOTO JOKYMEHTa,
10 MocBiguye ocoly). Llel mpuMipHHUK 3aJIUIIAETHCS y CTIPpaBax apXiBy.

7. JlomycKaeTbcs BUITyUEHHS 3 apXiBHUX CIIPaB 1 BUJaBaHHs BIaCHUKaM abo iX poauyam
OpHriHaNiB 0COOOBUX JIOKYMEHTIB (TPYIOBUX KHUKOK, CBIJIOLITB, IUTUIOMIB, aT€CTaTIB
TOIIIO), SIKI BIACHUK HE OTPUMAaB CBOTO 4yacy. OpuriHaim 0coO0BUX JOKYMECHTIB
MOBEPTAIOTh Ha IMiJICTaBl MUCHMOBUX 3asB BJIACHHUKIB, 3 03BOJIy KEPIBHHKA YCTAHOBH.
Buirydenuit JOKyMeHT 3aMiHIOIOTH KOITi€r0. B 0011KOB1 JOKYMEHTH BHOCSITH HEOOX1/1HI
BiaMiTKH. OpuriHaau 0coO00BHX JOKYMEHTIB HAJCUIAIOTh 3asBHUKY LIIHHUM JIUCTOM ab0
BUJIAIOTh Ha PYKH — 111 PO3MUCKY Ha KOMISX TOKYMEHTIB Ta 32 YMOBU P’ IBICHHS
JOKYMEHTA, 110 MOCBiIIy€e 0co0y. YITOBHOBaXKEHI 0COOM TOJATKOBO Mpe IBISIOTh
HOTapiaJIbHO 3aCBIYCHY JOBIPEHICTb.

8. Y pasi BiJIcyTHOCTI B apXiBi 3alTUTyBaHUX BIJJOMOCTEH CKJIaJIal0Th HETaTUBHY
BI/JINIOBI/Ib, AKY O()OPMIIIOIOTH Ha OJIAaHKY JINCTA YCTAaHOBHU. Y Takiil BiIMOB1 BKa3ylOTh Ha
(akT BIICYTHOCTI B IOKyMEHTax apXiBy BIJOMOCTEH, 110 LIKABIATh 3asBHUKA, TA AAIOTh
peKoMeHalii, Kyau CliiJ] 3BepHYTUCS 3a HEOOX1JHOIO 1H(HOPMALIIETO.

SKI10 BICYTHICTH TIOKYMEHTIB B apXiBl YCTaHOBU 3yMOBJICHA iX BTpaToro abo
3HHIIEHHSIM, TEKCT JINCTA 3aCBIIUYIOTh IIEYaTKOK YCTaHOBH-(POHI0YyTBOPIOBaya abo
MIPaBOHACTYITHHUKA (32 HAsSBHOCTI).

5. HapaHHA apXiBHUX JOKYMEHTIB AnsA po60oTn B YnTanbHOMY 3arli Ta
y TUM4YacoBe KOPUCTYBaHHS No3a apXiBom

1. CripaBu BUAAIOTHCS 3 apXiBYy YCTAHOBU B THMYACOBE KOPUCTYBAHHS CTPYKTYPHUM
HiApO3/i7aM yCTaHOBH Ta 1HIIUM YCTaHOBAM.

2. JIns poOoTH 3 TOKYMEHTaMH KOPHCTYBaviB 0€3MOCEPEIHBO B apXiBi YCTAHOBHU
CTBOPIOIOTH YUTAILHUN 371, IKUH 00JIaHY€ThCS HAICKHUMH TEXHIYHUMHU 3aC00aMHU IS
BHKOPHUCTAHHS MIKPOKOIIiH, €JIEKTPOHHUX, ayi0BI3yaIbHUX JIOKYMEHTIB TOIIIO.

Poznopsaok po6oTH YMTanBHOTO 3aTy apXiBy CKIIagae KEPIBHUK apxiBy (0coba,
BiJIMOBiIaNIbHA 32 apXiB).

BinBigyBaHHS YUTAIBHOTO 3a]ly KOPUCTYBayaMH OOMIKOBYIOTh Y JKypHaJll peecTpariii
B1/IBIlyBaHb KOPUCTYBaYaMHU YUTAIHHOTO 31Ty 32 OPMOIO, HABEJCHOIO B JOJATKy 46 110
uux [Ipasui.

3. S0 B apxiBi HEMA€ CIEMIaTIbHOTO MPUMIIIEHHS SIS OOAIITYBaHHS YUTATIBLHOTO
3airy, poOoTa KOPUCTYBauiB 3 IOKyMEHTaMH 3IHCHIOETHCS O€31M0cepeIHbO B pOOOUNX
KiIMHaTax apxiBy, U1l 4OTO OOJIaTHYIOThCSI pOOOY1 MICIIS.

4. KopucTyBadi JOIMyCKalOThCS B YUTAJIbHUHN 3aJ1 apXiBy Ha I1/ICTaBi JOKYMEHTIB,
3a3Ha4eHUX y MyHKTax 5, 6 masu 7 po3ainy VIII nux [Ipasui.



5. J1o3Bi1 Ha poOOTY B YMTAIBLHOMY 3aJ1i KOPUCTYBaYaM IHIIMX YCTAHOB Ta IPOMaIsTHAM
MIPOTATOM HEOOXiTHOTO CTPOKY JIa€ KEPIBHUK YCTaHOBH. SIK MpaBuMIIo, IIEH CTPOK
CTAHOBHUTH HE OLIBIIIE OTHOTO POKY. 3a MOTPEOH MPOIOBKHUTH CTPOK pOOOTH B apXiBi
KOpPHUCTYBa4 0(opMIIsie HOBUI JIUCT abo0 3asBYy.

6. ApxiB yCTaHOBH HaJja€ KOPHCTYBa4aM JIJIsl BAKOPUCTAHHS B YATAIBHOMY 3aii (Y TOMY
YUCITI 1711 BUTOTOBJICHHS KOITiM, BUTSTIB) BIAKPUTI JOKYMEHTH, 10 OOJIIKOBaHI Ta
NPOMIUIM HAyKOBO-TEXHIUHE OIMPALIOBAHHS, MAIOTh TOBIIHUKY Ta 1HII MOIITYKOBI JaHi.

7. BigmoBa a0o BiACTpOYEHHS y BUJa4l JOKYMEHTIB KOPHCTYBa4aM JOIYCKAETbCA y
BUIIAJIKaX, 3a3Ha4eHUX y MyHKTI 14 maBu 7 po3nuny VIII nux [IpaBu.

8. BinmMoBy 0(hopMITIOIOTH Y MTUCHMOBIH (OpMI 13 3a3HAYECHHSAM 11 IPHUUUHH, CTPOKY il
0OMeXeHHsI, Ti/ICTaB OOMEKEHHS, a TAKOXK HOPSIKY OCKAap>KeHHS BiIIMOBH.

9. Ha xo)xHOro KOpHcTyBaya B UWTaJIbHOMY 3aJli apXiBY, KpIM MPalliBHUKIB YCTAHOBH,
3aBOJISITH 0COOOBY CIIPaBY, B SIKY BMIIIYIOTh 3asBY, JUCT yCTAHOBH, 1110 HOT0 HalpaBuiIa,
3aMOBJICHHSI HA BUJIaHH CIIPAB Ta IX KOIIIOBAaHHS.

10. BugaBanHs cripaB y TUMYacOBE KOPUCTYBaHHS 1HINIH yCTaHOBI 0(OPMITIOIOTH Y
MOPS/IKY, 3a3HaYeHOMY y IyHKTax 7, 8 masu 7 posainy VIII mux Ilpasun.

6. BukopuctaHHA OOKYMeHTIB apXxiBy npwu nigrotosui iHphopmauinHux
3axopfiB, y 3acobax macoBoi iHthopmauii i nyGnikauinHin AisanbHOCTI

1. ApxiB opraHi3oBy€ BUKOPUCTaHHS JOKYMEHTIB Y 3aco0ax MacoBoi iH(opmMarlii, mpu
MiATOTOBLI iH(pOPMAaLIHUX 3aX0/iB (BUCTABOK, EKCKYPCiii, 3ycTpiueil 3 TpOMaIChKICTIO,
MIpEe3eHTAIli}, JICKI[iH, TOTOBIIeH ), a TAKOXK IMyOJTiKaIlilo JOKyMEeHTIB. BinmosinHe
pilieHHs MpHiiMae KepiBHUK YCTAaHOBU. 3a3HayeHy poOOTy apXiB BUKOHY€E CAMOCTIITHO
a00 CIUTBHO 13 3aIliKaBICHUMH YCTAaHOBAMH, Y TOMY YHCJI1 3 JEP’)KaBHUMHU apXiBHUMHU
yCTaHOBaMU (apXiBHUMHU BiAJIIITaMU MICBKUX paj).

2. {ns ohopMIIeHHS] BUCTAaBKOBHMX CTEH/IB apXiB YCTAaHOBM Ha ITiJICTaBl apXiBHUX
JIOKYMEHTIB CTBOPIOE aJIbOOMHU, TUTAKaTH, JiarpaMu TOIIo. JIOKyMEeHTH Ha BUCTaBKax
eKCIIOHYIOTh Y BUIJISA/I KOMIiM.

3. Jlns mpomnaryBaHHs JOKYMEHTIB apxiBy B 3ac00ax MacoBoi iH(opmarlii ToTyIOTh
JIOKyMEHTaJIbHI MyOJiKallii, CTBOPIOIOTh pajiio- Ta Tejenepenadi. ApXiB CHUIBHO i3
3aco0aMu MacoBoi iH(popMaIlii BU3HaYa€ TEMATHKY Ta 0OCAT MaTepiaiiB, a TAKOX CTPOKH
iX miaAroToBKU. TEKCTH MiITOTOBJICHUX apXiBOM CTaTei, TOOIPOK TOKYMEHTIB, Tiepeaad
3aTBEPIKY€ KEPIBHUK YCTAHOBH.

VY npuMipHUKax cTaTei Ta IHIIMX MaTepiaiiB, siKi CTBOPEHO i 3ac001B MacoBO1
iHpOpMaLii Ta AKi 3aJMIIAIOTHCS B apXiBl yCTAaHOBH, 3a3HAYAIOTh MTOIIYKOBI JIaH1
OTIPUITIOTHEHUX JOKYMEHTIB (Ha3BU BUKOPUCTAHMX JOKYMEHTIB, JaTy, Miclie ImyOuikartii).



4. Exckypcii, 1eKIii, J0noBiji Mpo 3MiCT JOKYMEHTIB apXiBy MPOBOJAATH BiMOBIAHO 10
ady foro po6otu. [l 9ac miaroToBKY 3aX0Ay BUSHAYAIOTh: TEMATHKY, CKJIaJI CIIyXadiB,
4ac 1 MicIie TPOBEICHHS, TPUBAJIICTb.

XIlil. OpraHisauis po6oTu apxiBy
1. NMnaHyBaHHA pob6oTH apxiBy

1. PiuHe ruraHyBaHHS IPOBOIUTHCS HA ITiICTaBi BU3HAYECHHS TOJIOBHUX 3aBIaHb POOOTH
apxiBy Ha PIK 3 ypaxyBaHHAM OIOIDKETy poOodoro vacy. Piunuii mian ckiagaeTbes 3a
dopmoro, HaBeneHo B noaarky 47 no mux [Ipasu.

Hopwmu vacy 1 BupoOiTKy Ha BUKOHAHHS KOKHOTO BUJTy pOOIT BUSHAYAIOTHCS BiAMOBIIHO
710 peKOMEH 1Al YKpaep KapXiBy.

[Tnanum minnucye 3aBinyBad apxiBy (0co0a, BiAMOBiIaIbHA 32 apXiB) 1 3aTBEPAKYE
KEpIBHUK YCTAaHOBU 200 KEPIBHUK CTPYKTYPHOTO MIAPO3ALTY, O CKIAAY SKOTO BXOAUTH
apxiB.

2. ApxiB ckiagae rpadik npuiiMaHHs CIIpaB BiJ JpPKepesl KOMITJIEKTYBaHHS apXiBy 1/a00
CTPYKTYpHUX HiAPO3ILTIB, SKAN MIAMUCYE 3aBiayBad apxiBy (0coba, BiAMOBIIaIbHA 32
apxiB), Y3TOIKYEThCS 3 KEPIBHUKAMH YCTaHOB — JDKEpeJl KOMILJICKTYBaHHS apXiBy (3a
HAsIBHOCTI TaKMX), KEPIBHUKAMHU CTPYKTYPHUX HiAPO3ILTIB Ta 3aTBEPIKYETHCS
KEPIBHUKOM YCTaHOBH.

I'padik BrIrOYaE HAIMEHYBaHHS YCTAHOB 1/a00 CTPYKTYPHUX MIAPO3ILTIB, Y TISIILHOCTI
SKHX CTBOPIOIOTHCS apXiBHI JOKYMEHTH, CTPOK iX MpUHMaHHs, Ha3BU 1OCAJ Ta iHIIiamu,
Mpi3BHIIA 0¢i0, BIMOBIIATLHUX 3 TIEpeIaBaHHs JOKYMEHTIB JI0 apXiBy YCTaHOBH.
I'padik npuiiMaHHs CIIpaB Ma€ MOKBapTaJIbHY a00 MOMICSIUHY PO3OHUBKY.

B ycranoBax, 10 He MalOTh CTPYKTYPHOTO MOy, Tpadik NpuiiMaHHs CIpaB B apXiB
YCTaHOBH HE CKJIAJA€ThCSL.

2. 3BiTyBaHHSA Ta 06nik poboTu apxiBy
1. 3a mipcymMkaMu poOOTH apXiB CKJIQAA€ 3BIT PO BUKOHAHHS PIYHOTO IUIaHYy. 3BIT
CKJIQ/IA€THCS 33 aHAJIOTTYHOIO (POPMOIO TIAHY, @ TAKOXK 3 TOJJaBAaHHSAM BUJIIB pOOIT, 10
BUKOHAHI 11032 IJIaHOM, Ta BiIOMOCTEH po BUKOHaHHA rpadika. OcTaHHI BKIIIOYAIOTHCS

B KiHII 3BITY OKPEMHUMH PO3/IiIaMHU.

OnuH PUMIPHUK 3BITY 32 HEOOXiTHOCTI MOXKE HAPABIISATHUCS 10 BIAMOBITHOT apXiBHOI
YCTaHOBH.

3BITH MiANUCYIOTHCSI KEPIBHUKOM apXiBy (0c00010, BIANOBIIaIHHOIO 32 apXiB).



2. O6mnik mpartii B apxiBi BeieTbes B Tabesni 00Ky po6odoro vacy 3a Gopmoro,
BCTaHOBJICHOIO JUIsl yCTAHOBH B LIIOMY. B apxiBax, 7ie mMpaior0Th JAEKiIbKa MpalliBHUKIB,
JOJTATKOBO BEIYThCS 1HAMBITyaJIbHI IIOJACHHUKH OOJIIKY Tpalli, Y SKHX 3a3HAYal0ThCS
o0csru poOiT, BUKOHAHI KOYKHOTO POOOYOTO JTHS.

3. 3AIMCHEHHA KOHTPOIO 3a CTaHOM apXiBHOI cnpaBu
1. ApxiB CIIIJIBHO 31 CTY>KOOFO T1JIOBOJICTBA 3/IIMCHIOIOTH KOHTPOJIb!
3a CTAaHOM apXiBiB 1 OPraHi3aIli€lo JOKyMEHTIB y AUTOBOJICTBI B MiABIJOMYNX YCTAHOBAX;

3a cTaHoM (hopMyBaHHS, 0(OPMIICHHS CIIPaB y CTPYKTYPHHUX MiJPO3/iJax YCTaHOBH,
MiATOTOBKM JJOKYMEHTIB Ta CIIPaB JI0 Iiepe/laBaHHs Ha apXiBHE 30epiraHHs.

2. PoGoty apxiBy 3 IiBIIOMYMMH YCTaHOBaMH (PIKCYIOTh Y BIAMOBITHUX KapTKax 3a
¢dopmoro, HaBeZeHOIO B 10oAaTKy 48 1o mux [IpaBu.

3. IlepeBipsiHHS B Mi/IBIIOMYHX YCTaHOBaX MPOBOAATHCS HE Pijlle OJHOIO pa3y Ha I STh
POKIB, a B CTPYKTYPHHUX MiIpO3/1ijIaX caMoi YCTaHOBH — HE PiJILIEe OJHOTO pasy Ha pik.
JlonycKaeThbes MPOBEIEHHS M03aINIAHOBUX MEPEBIPOK Ta KOHTPOJIBHUX HEPEBIPOK.

4. 3a miicyMKaMH¥ MepeBipsIHHS Mi/IB1IOMUHX YCTAHOB CKIIAJAEThCS OBiAKa a00
ZIOTIOBI/THA 3aMKCKa Ha iM’s1 KEpiBHUKA YCTAHOBH, y AKii aHANI3YETbCS CTaH POOOTH
apxiBiB 1 J1JIOBOJICTBA B MiABIIOMYHX YCTaHOBAX, MPOMOHYIOTHCS 3aX0/IU 11010 YCYHEHHS
BUSIBJICHUX HEIOJIIKIB 1 MOAAIBIIOTO MOJIMIIEHHS pOOOTH. 3a MiACYyMKaMHU TIepEBipSTHHS
MOYKE BHIaBaTHCS HaKas.

3 BUCHOBKAMH MEPEBIPSIHHS 03HAHOMITIOIOTh KEPIBHHKIB IT1/IBIIOMYUX YCTAaHOB Ta
6e3mocepeHiX BUKOHABIIIB 1 KEPIBHUKIB BIAMOBIAHUX CTPYKTYPHHUX MiJPO3ALIIB.

5. 3a mizicyMKaMu NepeBipsHHS CTPYKTYpPHHX MiIPO3/UTIB CKIAIA€ThCs AOBiIKa a00
JIOTIOBIJIHA 3aMKcKa Ha IM’Sl KepIBHUKA YCTAHOBH, y SIKIM aHANII3YIOThCS CTaH
30epeKeHOCTI JJOKYMEHTIB Y CTPYKTYPHUX MiAPO3/11ax, BIINOBIIHICTh (hOpMYyBaHHS
CIpaB 3Be/IeHI HOMEHKJIATypi CIIpaB, SIKICTh (OpPMYBaHHS CIIpaB, CTaH MiATOTOBKU CIIPAB
Ha apxiBHE 30epiraHHs, 3a3HaYaI0THCS BUSBJICHI HEOMIKU 1 IPOMO3UIIIT 010 1X
YCYHCHHSI.

3 BUCHOBKaMH NEPEBIpsIHHS 03HAMOMITIOIOTH O€31T0Cepe/IHIX BUKOHABIIIB 1 KEPiBHUKIB
BIIMOBITHUX CTPYKTYPHUX IMAPO3ALTIB. Y pa3i BUSABICHHS CyTTEBUX HEOJIKIB
HIIIIOETBCS TIepel KEPIBHUIITBOM YCTAaHOBU BUJIAHHS HaKa3y MPO BXUTTS 3aXO0JIiB MO0
iX YCYHEHHS.

4. HapaHHA nnaTtHUX nocnyr

1. ApxiBU MOXYTb Ha/IaBaTH IUIATHI MOCIYTH BiAMOBIIHO YaCTUHU Mepioi cTarti 35
3akony Ykpainu «IIpo HamionansHuii apxiBHUN (HOHJ Ta apXiBHI YCTAaHOBW) .



2. Hamanus apxiBHHMX JOBIJIOK, KOl a00 BUTATIB Ha 3alUTH (DI3UYHUX 1 FOPUIUYHUX
0ci0, HeOOXiTHHUX JIJIsl COIIaIbHOTO 3aXUCTY TPOMAJISH, 3/1IHCHIOIOTHCS apXiBOM
0€e30IIaTHO BIAIIOBIAHO A0 3aKOHOIABCTBA.

XIV. NMepepaBaHHA cnpaB Ha NOCTiMHe 30epiraHHA
1. Mopsapok nepeaaBaHHA AOKYMEHTIB Ha NOCTiNHe 36epiraHHA

1. BinmoBigHO 10 3aKOHOAABCTBA JIep>KaBHI 1 KOMyHAllbHI YCTAHOBH, Y JISUTBHOCTI SIKHX
YTBOPIOIOTHCS AoKyMeHTH HA®D, 3000B’s13aH1 TiepeiaBaT iX Ha MOCTiifHE 30epiranHs 10
JepKaBHUX apXiBHUX YCTAHOB, apXiBHUX BIAIUTIB MICBKUX paj Micis 3aKiHUEHHS
IpaHUYHUX CTPOKIB 30epiraHHs B apXiBi yCTaHOBH, 3a3HaUEHUX y TIaBi 5 po3ainy VI mux
IIpaBun.

2. FOpuan4ani ocobu, 3acHOBaH1 Ha TPUBATHIN (OpMi BIACHOCTI, a TAKOXK 00’ € THAHHS
IPOMAJISIH, PeNiriiiHi oprasizaii, JOKyMEeHTH KX BigHeceHo 10 HAD, MoxyTh
MepeIaBary ix 70 JepKaBHUX Ta 1HIIUX apXiBHUX YCTAHOB Ha IJCTaBl IOTOBODY.

3. [lepenaBanns nokymentiB HA® Ha nocTiitHe 30epiranHs 311HCHIOETHCS IOPOKY
3rifiHO 3 rpadikaMu, 3aTBEPKEHUMH KepIBHUKAMU YCTAHOBHU Ta BIAMOBIIHOI JepkKaBHOT
apXxiBHOI YCTaHOBH (apX1BHOTO BIJJLTY MICHKOT paju).

4. B ycraHOBax 3 HEBEJIMKUM OOCSTOM CIpaB MocTiifHOTO 30epiranus (10 20 crpaB Ha
piK), a TaKOXK Y TPOMAJICBKUX OpraHi3allisiX, M0 3A1CHIOIOTh AiSUIbHICTh Y MeXaX CTPOKIB
CKJIMKaHHS, IepeJaBaHHs JOKYMEHTIB Ha OCTilHE 30epiraHHs 3a MOTOKEHHSM 3
BIJIMOBITHAM JIepKaBHUM apXiBOM (apXiBHUM B1JIJIIJIOM MICBKOI pajiv) 3A1HCHIOEThCS
OIIVH pa3 Ha 3-5 pokiB a00 MiCIIsl 3aKIHYCHHSI CTPOKIB CKIIMKAHHSI.

5. Ilepen nepenaBaHHsM CIIPaB Ha MOCTiiiHE 30epiraHHs apXiBOM CIIJIBHO 3
MIPEICTAaBHUKOM JIeP KaBHOT apXiBHOI YCTaHOBH (apXiBHOTO BIIJILITY MICBKOI pajiu)
MIPOBOAMTHLCS MEPEBIPSHHS HAsIBHOCTI, (PI3MYHOTO Ta CaHITapHO-TIr€HIYHOTO CTaHy
JIOKYMEHTIB. BUsIBIICHI MOPYIIIEHHS yCYBAaIOTHCS apXiBOM YCTAaHOBH.

6. JIOKyMEHTH yCTaHOB ME€PEIal0ThCS Ha MOCTIHHE 30epiraHHs B YIOPSAIKOBAHOMY CTaH1
3a pPaxyHOK YCTaHOBH 3a ONKCAMHU, 3aTBEPPKEHUMHU B NIOPSIJIKY, BU3HAUEHOMY Y IJIaBi 2
po3niny VII uux IlpaBui.

Pazom 3i cipaBamu Ha nocTiiiHe 30epiraHHs NEPeAaeThCs ICTOPHUYHA JTOBIIKA TIPO
YCTaHOBY Ta ii TOKyMEHTH ab0 TPOJOBKEHHS ICTOPUYHOI JOBIIKH.

7. JJOKyMEHTH 10 JIep>KaBHOI apXiBHOI YCTaHOBH (apXiBHOTO BiIUTY MICBKO1 paJin)
AOCTABJIAOTHCA TPAHCIIOPTOM 34 PAXYHOK YCTAHOBH-31aBaJIbHUKA.



2. OchopMneHHs NpUuMMaHHA-NepeaaBaHHsA cnpaB Ha NOCTiNHe
30epiraHHA

1. HapgxomkeHHs TOKyMEHTIB Ha MOCTilHE 30epiraHHs 0(OPMITIOETHCS aKTOM TTPO
npuiiMaHHS-TIepeaaBaHHs 3a POopMOI0, HaBeIeHOO B 0AaTKy 49 no uux [Ipasui, mo
CKJIAJIA€THCS Y JIBOX MPUMIPHUKAX, IEPIIHN 3 TKAX Pa30M 3 JJOKYMEHTAMHU NIEPEIaeThCS
710 BIATIOBIAHOT Iep>KaBHOI apXiBHOI yCTaHOBH, apXiBHOTO BTy MiCbKOi panu, a
JPYTHUI 3aJTUIIAETHCS Y CIpaBi (JOHTYy apXiBy YCTAHOBH.

2. [lepenaBanHs crpaB 3/1HCHIOETHCS 3a ONMMCAMHU Y TPHOX MpuUMipHUKax. Ha Bcix
NPUMIPHHUKAX OMKCIB POOISATHCS MO3HAYKH PO MPUHMAaHHS CIpaB Ha MOCTilHE
30epiranHs. YeTBepTuil NPUMIPHUK OMUCY Pa30M 3 IPUMIPHUKOM aKTa
npuiiMaHHS-TIepeaBaHHs 3aJIMIIA€THCS B apXiBl YCTAaHOBH.

3. SIxmo npu npuiiMaHHi-NIepeJaBaHH] BUSBICHO HEBIAMOBITHICTh MIXK IMiJICYMKOBUM
3aIIMCOM B ONHKCY Ta (PaKTHYHOIO HASBHICTIO CIIPAB, y KOXKHOMY IPUMIPHUKY OIIHCY
CKJIaJIA€THCSl HOBUH ITiICYMKOBUH 3aITHC, Y IKOMY HaBOAATHCS (paKTHYHA KUTBKICTh CIIPaB,
10 € y HAasSBHOCTI, Ta HOMEPH BiJICYTHIX CIIpaB.

VYcranoBa 3000B’s13aHa BXKUTH 3aX0/11B 1010 PO3IIYKY BIZICYTHIX CIIPaB y CTPOKH,
BCTAHOBJICHI JIEP’)KaBHOIO apXiBHOKO YCTAHOBOIO (apXiBHUM BiIJIIJIOM MichKoi paau). Ha
BIJICYTHI CIIPaBU CKJIAJAETHCS aKT PO HEBHUSBICHHS CIPaB (JIOKYMEHTIB), IUISIXU
PO3IIYKY SIKUX BUYEPITaHO, 332 (POpMOI0, HaBEACHOO B AoAaTKy 36 mo mux [IpaBmi, Ta
HAJA€ThCS JOBIJIKA PO MPOBEACHI 3aX0IH MO0 iX PO3IIYKY.

4. Homepu BIZICYTHIX CIIpaB 3aCTEPIiraloTbCs B aKTi NPUMMaHH-IIepeJaBaHHs JOKYMEHTIB
Ha TMOCTiiHe 30epiraHHs.

XV. NMopsaok npunmaHHA-NnepeaaBaHHA AOKYMEHTIB (cnpas) nig yac
3MiHM KepiBHMKa YCTaHOBU, KepiBHMKa apXxiBy, NPUNUHEHHS YCTaHOBU

1. MpunmaHHA-NnepeaaBaHHA AOKYMEHTIB Nifg Yac 3MiHM KepiBHUKa
yCTaHOBM

1. ITix yac 3MiHU KepiBHUKA YCTAHOBH HASIBHICTH 1 CTaH JOKYMEHTIB (CIIpaB), 1110
3HAXOJATHCS B IUTOBOJICTBI CTPYKTYPHHUX MiAPO3/LIIB Ta B apXiBi, a TAKOXK OOITIKOBHX
JOKYMEHTIB Ta JJOBIJIKOBOTO amapary 10 HUX BiZOMBAIOTHCS OKPEMUM PO31JIOM B aKTi
npuiiMaHHs-IIepelaBaHHs YCTaHOBH.

2. BianoBigHO 10 00IIKOBUX JIaHUX CITY>KOM JIIJIOBOJICTBA Ta apXiBy B aKT1 HABOASATHCS
OKpPEMO KIJIbKICTh JOKYMEHTIB, 1[0 3HAXOASATHCS B JIIJIOBOACTBI, Ta KiJIbKICTh CIIPaB, 110
30epiraroThCs B apXiBi, y TOMY YKCI1 KUTBKICTh CIIpaB, 1m0 BHeceHi 10 HAD.



2. NpunmaHHsA-NepeaaBaHHsA cnpas nig Yyac 3MiHU KepiBHMUKa apxiBy

1. ITig yac 3MiHK KepiBHUKA apXxiBy (0cOOM, BIIMOBIJAIBHOT 32 apXiB)
npuiiMaHHS-NIepeaBaHHs crpaB, 00IIKOBHX JTIOKYMEHTIB Ta J0BIKOBOIO anapary A0 HHX,
a TaKOXX MPHUMIILIEHb, O0JIaJHAHHS Ta IHBEHTAPIO apXiBY 3[1HCHIOETHCS 3a aKTOM,
HaBesleHUM y jofarky 50 no mux [Ipasui.

2. Jlns mpuiiMaHHs-TIepeIaBaHHs apXiBy HAKa30M KepIBHUKA YCTAHOBHU NMPU3HAYAETHCS
KOMICisl B CKJIaJli HE MEHIIIE TPHOX 0Ci0, y TOMY YHCIII MPEJACTAaBHUKA CITYKOU
JI1IJIOBOZCTBA.

3. i yac npuliMaHHsA-TIepeaBaHHs apXiBy NePEBIPAIOTHCS HASBHICTD 1 CTaH:

CIpaB MOCTINHOTO, TpuBajoro (moxHay 10 pokiB), TUMYacOBOIo 30epiraHHsl, 3 KaJpoBUX
nUTaHb (0COO0BOTO CKIIAMdY);

0OJIIKOBUX JIOKYMEHTIB Ta JOBIKOBOTO amapary Jio cipas (macropTa apXiBy, OIUCIB
CTpaB 1 HOMEHKJIATyp CIIpaB, 10 3aMiHIOIOTh OMMCH, KHUT HaJIXO/PKEHHS 1 BUOYTTS
CIIpaB, JIOBIIKOBUX KapTOTEK, KaTaJIOTiB TOIIO);

M€YaTOK 1 ITaMIIIB, IKUMU KOPUCTYETHCS apXiB;

CTEJIaXKHOTO, TIPOTHUITOKEKHOTO, 1HIIIOTO 00JIaIHAHHS Ta OXOPOHHOI CUTHAJTI3AIIIT;
YMOB 30€piranHsi JOKyMEHTIB.

4. AT npuiiMaHHS-TIepeJaBaHHs CIPaB IiJ 4ac 3MiHU KepiBHHUKa apXiBy (ocolwu,
BIJIMOBIAAJIBHOT 32 apXiB) MIANUCY€ETHCS 0cO0aMHU, SIK1 37at0Th 1 MPUIIMAIOTh CIIPaBH,
YJIeHaMH KOMICIi1 Ta 3aTBepAXKY€ThCSI KEPIBHUKOM YCTaHOBH.

5.V Bunajaky BUSBIEHHS HECTayl crpaB, oOJaJHAHHS Ta IHBEHTAPIO apXiBY KOMicCis
HEeTaiHO iH(pOpPMY€E KepIBHUKA YCTAHOBH IS BXKHUTTS 3aXO/IiB LIO/I0 MOIIYKY JOKYMEHTIB
Ta MaifHa apXiBy.

3. MNepepaBaHHA AOKYMEHTIB Y pa3i NPUNUHEHHS1 YCTaHOBU

1. [Topsmok mepeaaBaHHs Ta MOJABIIOTO0 KOPUCTYBAHHS JOKYMEHTaMH Y pasi
MPUINMHEHHS YCTAaHOBU NEpe0ayaeThCs B PO3MOPSIAUYOMY TOKYMEHTI PO ii MPUITUHEHHS.

[lepenaBanHs JOKYMEHTIB YCTAaHOBH, IO MPUITHHIETHCS, BXOAUTH 10 00OB’SI3KIB KOMICI1,
CTBOPEHOI JUI NIEpeAaBaHHs CIIpaB 1 MaiiHa.

2.V pa3i NpUIMHEHHS YCTaHOBU KOIITH HA YIOPSAIKYBaHHS, TOCTPOKOBE MMPUHMaHHS Ta
nojasbliie 30epiraHHs T0KyMEHTIB Iepe10ayatoThCsl B KOLITOPHUC] KOMICii, CTBOPEHOT 7151
11 IpUITMHEHHS.



3. SIxmo ycraHoBa (3a BUHATKOM MiHICTEPCTBA, 1HIIIOTO IIEHTPAJIbLHOTO OpraHy
BHUKOHABUOI BIAIM (JaJTi - IICHTPATBHII OpraH BUKOHABYOI BJIAJIN)) MPUITHHIETHCS
IIUISIXOM JIIKBiAaIlii, ii apxiBHi cripaBu, BHeceHi 10 HAD, nepenatoTses B
YIOPSIIKOBAHOMY CTaHi BIAMOBIIHIN Iep>KaBHIN apXiBHIN yCTaHOBI, apXiBHOMY BiJILTY
MICBKOI pajiii, a apXiBHI CITPaBU 3 OCHOBHOI JiSJILHOCTI, CTPOKH TUMYAacOBOTO 30epiraHHs
SIKUX II¢ He 3aKIHYUITUCS, TOKYMEHTH, HE 3aBEPIIICHI B IIJIOBOJICTBI, a TAKOX JOKYMEHTH
3 KJIpOBUX MUTaHb (0COO0OBOTO CKJIaay) MEPENatOThCs 1 OpraHy BHIIOTO PiBHS, SKIIIO BiH
icHye, Ha TepuTopii ABToHOMHOI PecmyOmiku Kpuwm, BinnosinHoi o6nacTi, Mict Kuega,
Ceacrormnons.

Sx11o opraiB BUIIIOTO PiBHS HA TEPUTOPIT 3a3HAUYEHUX PETIOHIB HE ICHYE, BC1 apXiBHI
CIpaBH 1 JOKyMeHTH (kpiM 1oKkyMeHTiB HA®D) ycTanoBU-(QOHA0yTBOpIOBaYa
MepeatoThCs 10 apXiBHOT YCTaHOBH CUIBCHKOT, CEIHUILHOT, MICHKOT pajii, paau
00'eTHAHOT TEPUTOPIaTBHOT TPOMAJIU, CTBOPEHOI /AJIs LIEHTPAIi30BaHOTO TUMYACOBOTO
30epiraHHs apXiBHUX JJOKyMEHTIB, HArPOMaPKCHHUX y MPOIIEC] JOKYMEHTYBaHHSI
CITy>KO0BUX, TPYIOBUX a00 1HIIMX MPABOBIIHOCHH IOPUINYHUX 1 (PI3UYHUX OCI0, 1110 HE
Hanexarb 10 HA® (mam — TpyaoBi apxiBu), a00 1HIIUX apXiBHUX YCTAHOB, 3aCHOBAaHHUX
¢bi3nyHIMEU 0cobaMu Ta/abo IOPUIUYHUMHE 0CO0aAMH ITPUBATHOTO MPaBa, SKi BiAMOBIIHO
710 3aKOHOZABCTBA MOXKYTh 3/11MCHIOBAaTH 30€piraHHs JOKYMEHTIB, 1110 HE HaJIeXKaTh
Jiep>KaBi Ta TEPUTOPIaTbHUM TpoMaiaM (Jajli — MPUBATHI apXiBH).

V pa3i NpUNUHEHHS LIEHTPaJIbHOTO OPraHy BUKOHABUOI BJIa/IM IIJISIXOM JIIKBiaLil Horo
apxiBHi cripaBu, BHeceHi 10 HAD, apxiBHiI JOKyMEHTH 3 OCHOBHOI JisUTbHOCTI, CTPOKH
TUMYaCcOBOT0 30epiraHHs SKUX IIe He 3aKiHYMINCS, TOKYMEHTH, HE 3aBEpIICHI B
JJTOBOZCTBI, @ TAKOX JOKYMEHTH 3 KaJIpOBUX MUTaHb (0COO0OBOTO CKJIaay) MEPENatoThCs
B YIIOPSIIKOBAaHOMY cTaHi 70 L{eHTpanbHOro nep)>kaBHOTO apXiBy BHIIMX OPTaHiB BIaJu
Ta ynpasiiHas Ykpaiau (nani — LIJTABO).

4.V pa3i NpUIUHEHHS YCTAaHOBU IIUISIXOM 3JIUTTS, IPUETHAHHS, TIO1TY, IEPETBOPEHHS
(mami — peopranizariisi) 3 mepeaavero ii GyHKINHN 1HIIH YyCTaHOBI OCTaHHS MPUUMAE 3a
aKTOM JIOKYMEHTH, HE 3aBEpIICHI B JIOBOACTBI YCTAHOBH, 1110 PEOPraHi3y€eThCs, Ta ii
apxi..

[lepenaBanHs cripaB BiJl OJIHI€T YCTAHOBH 0 1HIIIOT OPOPMITIOETHCS aKTOM
npuiiMaHHA-TIepeaBaHHs 3a (OpMOI0, HaBeeHO B noaatky 51 go rux [Ipasuim, mo
CKJIa/Ia€ThCS Y JBOX MPUMIpPHHUKAX.

5. SIkuio ycraHoBa (32 BUHATKOM LIEHTPAJIbHOTO OpraHy BUKOHABUOI BJIaJ1) IPUITHHSIE
JiSTTBHICTD MUTSIXOM TOALTY, 11 apXiBHI cripaBH, BHeceHi 10 HAD, nepenaroThcs B
YIOPSIIKOBAHOMY CTaHi BIAMOBIIHIN ep>KaBHIN apXiBHIN yCTaHOBI, apXiBHOMY BiJILTY
MICBKOI pajivi, a apXiBHI CIIpaBU 3 OCHOBHOI JisSJILHOCTI, CTPOKH TUMYAacOBOTO 30epiraHHs
SKUX MI¢ HE 3aKIHYUITUCS, TOKYMEHTH, HE 3aBEPIIICHI Y JIUTOBOJCTBI, a TAKOXK JIOKyMEHTH
3 KaJIpOBUX MHUTaHb (0COOOBOTO CKJIaay) MEePeNatoThes ii OpraHy BUIIOTO PiBHS, SIKIIO BiH
icHye, Ha TepuTopii ABToHOMHOI PecmyOmiku Kpuwm, BinnosinHoi oGmacTi, mict Kuega,
Cesacromnons.



VY pa3i npunuHEeHHs LEHTPATbHOTO OPTaHy BUKOHABYOI BJIA/IM IIJISXOM MOLTY HOTO
apxiBHi cripaBH, BHeceHi 10 HA®D, Ta JOKyMeHTH, IO HE HAJIEXKATh 0 PODLITIO
HOBOCTBOPEHOTO OpTraHy, MepeaaroThes B yropsakoBanomy crasi g0 [[JIABO.

Sk110 opraiB BUIIIOTO PiBHS HA TEPUTOPIT 3a3HAUYEHUX PETIOHIB HE ICHYE, YCI CIIPaBH 1
JTOKYMEHTH YCTaHOBHU-(DOHI0YTBOPIOBaYa MEPEAAIOTHCS 10 TPYIOBHUX apXiBiB a0o
MIPUBATHUX apXiBIB.

JIOKyMEeHTH, He 3aBEpILIEHI B JUIOBOJICTBI, @ TAKOXK JOKYMEHTH 3 KaJIpOBUX TUTaHb
(oco0oBoro ckiaay) MpaiBHUKIB, K1 NEPEHIIIN HAa poOOTy 10
YCTaHOB-TIPABOHACTYITHUKIB, IEPEAAIOTHCS IIMM YCTAaHOBAM 32 HAJISKHICTIO.

6. Y pa3i npunuHEHHS YCTAaHOBH IUISIXOM 3JIUTTA, IPUETHAHHS, TTOALTY, IEPETBOPECHHS,
KOJH 3 11 CKJIay BUIUIAETHCS CTPYKTYPHUH MiAPO3ALI, SKOMY HaJalOThCS IIpaBa
YCTaHOBH, OCTAHHBOMY INE€PEJA0ThCS JOKYMEHTH, HE 3aKiHUEH1 B 1IJIOBOJCTBI, 110
BITHOCSITBCS 10 TPOPLITIO AiSTBHOCTI HOBOCTBOPEHO1 YCTAHOBH, a TAKOXK IOKYMEHTH 3
KaJpOBHX MHUTaHb (0COOOBOTO CKJIa/ly) MPALliBHUKIB, SIKI Iepeinum Ha poOoTy B
HOBOCTBOPEHY YCTaHOBY.

7.Y Bunaaky OaHKpPYTCTBA yCTaHOBM NEPEAABaHHA i JOKYMEHTIB I IOAAJIBILIOTO
30epiraHHs 3A1MCHIOETHCS B IOPS/IKY, BCTAHOBJICHOMY 3akoHOM Ykpainu «IIpo
B1JIHOBJICHHSI TUIATOCIIPOMOXKHOCTI OOp’KHUKA a00 BU3HAHHA HOTO OaHKPYTOMY.

8. Iyt meprkaBHOT peecTpallii MPUMMHEHHS IOPUIUYHOT 0COOM apXiBHA YCTaHOBA
(mep>kaBHA apXiBHA YCTaHOBA, apXiBHUH BIJLT MICBKOI paau, TPyJOBHI apXiB,
NIPUBAaTHUAHN apXiB, MPABOHACTYIHUK, OPTaH BHUIIOTO PIBHS), IKa NPUIHsIIA Ha 30epiranHs
apxiBHI JOKYMEHTH, 10 MiUIATal0Th MOCTIHHOMY, TpuBajgoMy (rmoHana 10 pokiB)
30epiraHHIo, 3 KaJJpOBUX MUTaHb (0COOOBOTO CKJIAy), BUJAE JOBIAKY PO IPUUHATTS
JOKYMEHTIB. Y JOBI/lLIl 3a3HAYAIOTHCSl HAilMEHYyBaHHS yCTaHOBH, KiIBKICTh CIPaB 3a
OITMCOM CIIpaB MOCTIIHOTO 30epiraHHs, KpaiHi JaTH; KUIbKICTh CIIPaB 32 OIHCOM
TpuBainoro (moHay 10 pokiB) 30epiraHHs, KpaiHi JaTv; KUTBKICTh CIIPaB 3a OMKUCOM 3
KaJpOBHX MHUTaHb (0COOOBOTO CKIIaay), KpaiiHi AaTH; faTta i HOMep aKTa
npuiiMaHHs-NIepeAaBaHHs TOKYMEHTIB.

HupexTop JlenapramMeHTy B3aEMO/IIi 3 OpraHaMu BiIaJiv Ta iH(GopMaIiiHO-aHATI THIHOT
pobotu
H. A. Ko3noscbka

Honatok 1

1o ITpaBui opranizauii 1iI0BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX
opraHax,

OpraHax MiCII€BOrO CaMOBPSIyBaHHs, Ha MiIIPUEMCTBAX, B YCTAHOBAX 1 OpraHi3aliiax
(myHKT 6 maBu 2 posauty 1)



XYPHAN
peecTpauii 6naHkiB 4OKYMeHTIB*

HanxomxeHus Bupasanns
nata nara, 3BIIKM  KUIBKICTH ~ cepisii jJara HalMEHYBaHHSI TIP13BUIIE Ta K1l
HAJXOMKEHHSI peeCTpaliifHui HaliUIIUTA IPUMIPHUKIB HOMEPU BUJABaHHS MiIPO3ILTY 1H1IiaIn pu
1HIEKC OJIaHKIB MpaIliBHHKA,
CYIIPOB1JIHOTO SAKUN
JIACTa OTpUMaB
OnaHk
1 2 3 4 5 6 7 8 9

*V pasi moTpedu KypHaI MOXKE JJOTIOBHIOBATHUCS JIOIaTKOBUMH TpadaMu.

Dopmam A4 (210%297)

Homnarok 2

1o [IpaBun opranizarii JUIOBOJICTBA Ta apX1BHOTO 30epiraHHs TI0KyMEHTIB y JIep>KaBHUX
opraHax,

opraHax MICII€BOTO CaMOBPsIIyBaHHS, Ha MIJIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3amisiax
(myskt 9 rasu 3 posnuty 1)

XYPHAN
obniky ne4yaTok Ta WTamMniB, WO 3aCTOCOBYHOTLCA B yCTaHOBI*

No Bin6utok meuatok Komy Bumano Jlara

3/l 1 Wrammis HallMEHYBaHHS M1PO3/lly, B IKOMY IPI3BUILE Ta 1HILIAIK Jara i po3mucka OBEPHE
30epiraroThcs MeYaTKy i ITaMIU  BiJANOBiAalbHOT 0COOH PO OTPUMAHHS 1 PO3IHC
po
npumar
1 2 3 4 5 6

*V pasi noTpedu KypHai MOXKe TOIIOBHIOBATHUCS JOIaTKOBUMHU IpadaMH.

Dopmam A4 (210%297)

Honatox 3

1o IlpaBun opranizauii 1iI0BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX
opraHax,

OopraHax MiCIIeBOrO CaMOBpSyBaHH:, Ha MiAIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3aliiax
(myHkT 9 maBu 1 pozauty I1I)



3BIT*
Npo o6cAr AOKYMeHToobiry

3a 20__ poky
JlokymeHTH KinbKicTh TOKYMEHTIB
OpUTiHAIN KoTi{ yCBOTO
Bxigui
Buxigui
BuyTpimHi
Yeworo

[Tocana kepiBHHKA CITyKOH JTIJTOBOJICTBA (imimiamy (1HIIIATK IMEH1),

miamuc .
(i rsc) MPI3BUIIIEC)

20 poky

*V pasi moTpedu KypHaI MOXKE JJOTIOBHIOBATHUCS JIOIaTKOBUMH TpadaMu.

Dopmam A4 (210%297)

Honarox 4

1o [IpaBun opranizarii JUIOBOJICTBA Ta apX1BHOTO 30epiraHHs T0KyMEHTIB y JIep>KaBHUX
opraHax,

opraHax MICII€BOTO CaMOBPSIIyBaHHS, Ha MIIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3amisiax
(mynkt 3 masu 3 po3niny 1)

MpumipHUIA Nepenik QOKYMEHTIB, WO He NignAaraloTb peecTpauii
cnyxo6oto ginosoacrea*

—

. I'padixku, HapsAu, 3asIBKH, POZHAPSIKU.

[\

. 3BefeHHs Ta iHdOpMaIlis, HaAICIaHl 10 BiOMA.
3. HaByanpHi miiaHu, nporpaMu (Korii).

4. PexiaMH1 IOBIJOMJICHHSI, IIJIaKaTH, IPOrpaMH HapaJ, KoH(EepeHLii ToIo.

9]

. IlpefickypanTu (xormif).

®)

. Hopmu BuTparu marepiaimis.

~

. BiTanpHi mucTH 1 3anpoIeHHsl.

o0

. JlpyxoBaHi BuAaHHs (KHUTH, )KypHaJIH, OI0IeTeH1).



9. HaykoBi 3BiTH 32 TEMaMH.
10. MicsuHi, KBapTallbHi, MIBPIYHI 3BITH.
11. ®opmMu CTaTUCTUYHOT 3BITHOCTI.

12. loroBopu.

* JlTokyMeHTH, 3a3HaueH1 y myHkTax 1, 3, 8-12, miansaraioors crneniaibHOMy 00Ky y
BIJIOBIAHUX CTPYKTYPHHUX HIAPO3ALIaX yCTaHOBH (OyXxranrepii, BIAALI KaapiB,
6i0mioTerti, BIAILI HAYKOBO-TEXHIYHOT iH(OpMaIlii).

Dopmam A4 (210%297)

Honatox 5

1o IlpaBun opranizauii 1iI0BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX
opraHax,

OpraHax MiCIIeBOrO CaMOBPSIyBaHH:, Ha MiIIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3aliiax
(myskT 7 naBu 3 pozainy III)

XYPHAN
peecTpauii BXiGgHUX AOKYMEHTIB*
Hara Kopecnonnent, Kopotkuit Pe3zomtorris, [Migmuc BiamiTka
HAIXOKEHHS [ara Ta IHIEKC  3MICT BIJIMOBIAANILHUN  0COOH, sIKa PO
Ta 1HAEKC OJICPIKAHOTO BUKOHABEIlb OTpUMaJia BUKOHAHHS
JTOKyMEHTa JOKYMEHTa JOKYMEHT JIOKyMEHTa
1 2 3 4 5 6

*V pasi moTpedu KypHaI MOXKE JOTIOBHIOBATUCS JI0OIaTKOBUMH TpadaMu.
Dopmam A4 (210%297)

Honatox 6

1o [IpaBun opranizamii 1iI0BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX
opraHax,

OpraHax MiCIIeBOTO CAaMOBPSIyBaHHS, Ha MiIIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3amisax
(myskT 7 aBu 3 posainy III)



XYPHAI
peecTpaudii BUXigHUX AOKYMEHTIB*

Hara ta innekc Kopecnonaent Koporkuii  Ilpi3Buina, iHimiamm ocoou, ska [IpumiTtka

JIOKyMEHTa 3MiCT mijmnucana JOKyMEHT,Ta
BUKOHABIIS IOKYMECHTA
1 2 3 4 5

*V pasi noTpedu KypHaI MOXKE JOTIOBHIOBATUCS 10IaTKOBUMH TpadaMu.

Dopmam A4 (210%297)

Honatox 7

1o IIpaBun opranizamii 1iI0BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX
opraHax,

OpraHax MiCII€BOTO CaMOBPSyBaHHS, Ha MiIMIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3amisax
(myskT 7 naBu 3 pozainy III)

XYPHAI
peecTpauil BHYTpPilUHiIX AOKYMeHTIB*
Jara ta innexc Kopotkuit  Pesomrorist abo [Tinrmuc ocobwm, ska  BigmiTka nmpo
JOKyMEHTa  3MICT BiJIMOBIJAILHUN oTpuMalia JOKYMEHT, BUKOHAHHS
BHKOHABEIh JlaTa OTPUMaHHS JIOKyMEHTA
1 2 3 4 5

*VY pasi moTpedu KypHas MOXKE JOTIOBHIOBATUCS JOJATKOBUMH rpadaMH.

Dopmam A4 (210%297)
Homarok 8
1o [IpaBun opranizaiii JiTOBOJICTBA Ta apXiBHOTO 30epiraHHs TOKyMEHTIB Y Iep>KaBHHUX
Oprasax,

OpraHax MiCIIEBOTO CaMOBPSAyBaHHs, Ha MiIPHEMCTBAX, B yCTAaHOBAX 1 OpraHizalisax
(mynkr 10 raBu 3 pozainy I11)

PeecTpauinHO-KOHTPONbHA KapTKa




@opmam A5 (210 % 148 ) abo A6 (105 *x 148).

Honatoxk 9

1o IlpaBun opranizamnii JiI0BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX

opraHax,

OpraHax MiCIIeBOrO CaMOBPSyBaHH:, Ha MiAIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3alisax

(mynkt 10 riaBu 3 posaury I1I)

Mopsaaok 3anoBHEHHS PEKBI3UTIB peecTpaLiiHO-KOHTPONbLHOI KapTKK

PexBizutn

Hasga Buny
JTIOKyMEHTa

ABTOp
(KOpECTIOHACHT)

Jlata nokymeHTa

Innekc nokymenra

JlaTa HaIXOIKCHHS

Ianexc

3aroJ0BOK
JOKyMeHTa abo
KOPOTKHH 3MICT

Pesosromis

BiamosinansHuii
BUKOHABEIb

CTpOKI/I BUKOHaHHA

ITosicHeHHsI 10 3aTIOBHEHHS

3aMoBHIOETHCS BIANOBIAHO /10 HA3BU JTOKYMEHTA, 10 PEECTPYETHCS.
ITin yac peectpauii TUCTIB rpada He 3al0BHIOETHCS

[Tix gac peecTparlii JOKyMeHTa, 10 HAIHIIOB, 3a3HAYAETHCS
HallMEHYBaHHsI YCTaHOBH (0c00M) — aBTOpa MokymeHTa. [1ig ac
peecTpalii JOKyMeHTa, 10 HaJICUIIAEThCA, 3a3HAYAETHCS
HalilMEHYBaHHsI YCTaHOBHU (0COOM) — KOPECTIOH/ICHTA.
JlomyckaeThCst 3aCTOCYBaHHS CKOPOUEHOTO HaliMEHYBaHHS
YCTaHOBU

[ara, 1o npocTaBiseTbCs Ha JOKYMEHTI YCTaHOBOIO — aBTOPOM,
MIEPEHOCUTHCS Ha PEECTPALIHHO-KOHTPOIIbHY KapTKy (Ham —
KapTKa) 3 BUKOPUCTAHHAM LU(P Yy TakKiid MOCIIJOBHOCTI: YUCIIO,
MICSIIb, PIK (YUCIIO 1 MiCSIIb 3a3HAYAIOTHCS JBOMA TapaMu
apabcbkux mudp, pik — gyotupma apadbcbkuMu mudpammn)

Inaexc, npUCBOEHMN JTOKYMEHTY YCTaHOBOK — aBTOPOM,
MEPEHOCUTHLCS Ha KapTKy 3 JOKYMEHTA, 110 HaIIMIIOB abo
Ha/ICUIIAETHCS

Jlara HagXOMKEeHHs JOKYMEHTA JI0 YCTAaHOBH MEPEHOCUTHCS Ha
KapTKy 3 pEECTPaLiiHOTO ITamMna

[Hnexc, mMpUCBOEHUH BXiTHOMY JOKYMEHTY YCTaHOBOIO —
oJIep>KyBayeM, IEPEHOCUTHCS IT1J] Yac peecTpallii HaIX0IKEeHHs Ha
KapTKy 3 peectpauiiinoro mramna. [Ticyis BUKOHaHHS JOKyMEHTa
1HJIEKC JIOTIOBHIOETHCS HOMEPOM CITPABH 32 HOMEHKJIATypOIO CIpaB
a00 IHIIUMH 1HIEKCAMU

[TepeHocuThCs 3aronoBOK, chOpMyIbOBaHUN Ha TOKYMEHTI. Y pasi
BIJICYTHOCTI 3aroJIOBKa Ha JIOKYMEHTI BiH (DOPMYITIOETHCS
BIJIMTOBIJTHO JI0 TIPaBHUJI

[lepeHocuThbCs HA KapTKY 3 TIOKYMEHTA OCHOBHHM 3MICT JOPYUYEHHS,
MPi3BUIIE aBTOPA 1 1aTa Pe30rOIii

[TpizBuIe, iHIIIATK BiMOBIJaTFHOTO BUKOHABIIS IEPEHOCATHLCS 3
pe3outoltii, y pasi moTpedu 3a3Havya€eThCsi HOMEP TelIePOoHy
[TpocTaBnsOTHCS YHCIO, MICALb, PIK (YUCIIO 1 MiCSIIb
3a3Ha4yaroThCs JIBOMa Mapamu apadbcbkux nudp, pik — 4oTupmMa
apabcbkumu 1dpamu). Ilix yac peectpariii iHiLIaTUBHOTO



JIOKYMEHTA, 1110 HaJICUJIA€ThCS, MPOCTABISIETHCS OYiKyBaHa JlaTa
HAJIXOMKEHHS BIAMOBII

ITo3nauka npo KopoTtkwuii 3anuc Toro, ik BUPIlIEHO MUTaHHS 110 CyTi, a0 aTa Ta
BUKOHAHHS IHJIEKC TOKYMEHTAa-BiMOBI Il
Homarok 10
1o [IpaBwmi opranizariii qiJI0BOACTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB Y Jep>KaBHUX
opraHax,

opraHax MiCI[EBOTO CaMOBPSIyBaHHs, Ha MiMPHEMCTBAX, B YCTAHOBAX 1 OpraHizaIfisx
(myukr 12 maBu 1 po3ainy V)

HomeHknaTtypa cnpaB
Jus. y exnadenux ¢paiinax

Jonaroxk 11

1o ITpaBui opranizamnii JiI0BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX
opraHax,

OpraHax MiCII€BOrO CaMOBPSyBaHHs, Ha MiIIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3alisax
(myHkt 12 maBu 1 po3ainy 1V)

HomeHknaTypa cnpas
Jus. y exnadenux ¢atiinax

Honatox 12

1o [IpaBun opranizamii 1iI0BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX
opraHax,

OpraHax MiCIIeBOTO CAaMOBPSIyBaHHS, Ha MiIIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3alisax
(myHKT 5 aBu 3 posainy 1V, mynkr 3 mimaBu 6, myHkT 13 maBu 7 posainy VIII)

KapTka-3aMiHHUK cnpaBu
Jus. y exnadenux ¢atiinax

Honatok 13

1o [IpaBui opranizaiii JUIOBOJICTBA Ta apXiBHOTO 30epiraHHs TOKyMEHTIB Y JIep>KaBHUX
OpraHax,

opraHax MIiCIEBOIO CaMOBPSIIyBaHHS, Ha MIJNPUEMCTBAX, B yCTAHOBAX 1 OpraHi3amisax
(myHKT 9 maBu 2 po3ainy V)

AKT
npo HecTayy cnpas (AOKYMEHTIB) y CTPYKTYPHUX nigpo3ainax

Jus. y exnadenux ¢gpaiinax



Honatox 14

1o [TpaBun opranizamii 1iI0BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX
opraHax,

OpraHax MiCII€BOTO CAaMOBPSIyBaHHS, Ha MiIIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3alisax
(myHkT 15 mitaBu 2 po3ainy V)

AKT
npo BUsy4YeHHs1 AOKYMeHTiB 3 HauioHanbHoro apxisHoro ooHay

Jus. y exnadenux gpaiinax

Honatok 15

1o [IpaBun opranizaiii JiIOBOJICTBA Ta apXiBHOTO 30epiraHHs TOKyMEHTIB Y Iep>KaBHHUX
Oprasax,

OpraHax MiCIICBOTO CaMOBPSITyBaHHS, Ha MiIMIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3aiisax
(myskr 1 masu 3 posniny V)

AKT
Npo BUNy4YeHHS ANA 3HULWEHHA AOKYMEHTIB, He BHECEHUX A0
HauioHanbHoro apxisHoro ¢poHay

Jus. y exnadenux gpaiinax

Honarok 16

1o IIpaBwmi opranizariii 1iJI0BOACTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB Y Jep>KaBHUX
oprasax

opraHax MiCII€BOTO CaMOBPsIyBaHHS, Ha MIAMPUEMCTBAX, B yCTAHOBAX 1 OpPraHi3aIlisax
(myHKT 6 maBu 2 po3niny VI)

BHYTPILLUHIA OMnMuc
AOKYMeHTiB cnpaBu Ne

Ne Inpexc [Hara 3aroaoBoOK Homepu [Tpumitku
3/m JNOKyMEHTa JIOKyMEHTa JIOKyMEHTA apKyuIiB
1 2 3 4 5 6
Pazom:
JIOKyMEHTIB,

(mudpamu 1 cmoBammu)

apKyIIIiB JOKYMEHTIB,
(ungpamu 1 croBaMn)




apKYIIiB BHYTPIIIHBOTO OIIHCY.
(mudpamu i1 ciroBaMmu)

[Tocana yxnagada

OIUCY
(migmuc)  (iHimiamuy (1HIIa; iMeH1), Tpi3BUIIE)
20 POKY
Dopmam A4 (210x297).
Honartox 17
1o [IpaBwm opranizariii 1iJ10BOACTBA Ta apX1BHOTO 30epiraHHs JOKYMEHTIB Y Jep>KaBHUX
Oprasax,

opraHax MICIIEBOTO CaMOBPSIIyBaHHS, Ha MIJNPUEMCTBAX, B yCTAHOBAX 1 OpraHi3amisax
(myHkT 7 tnasu 2 po3ainy VI, myHkT 4 aBu 5 po3ainy VI nyHkT 4 miaBu 8 po3ainy
VII)

3acBiavyBanbHMU Hanuc cnpasu Ne
(po3ainy onucy, 3aKiH4eHOro onucy)

V crpasi (po3zisii onucy, 3aKiH4eHOMY OTHCI) MIAIIUTO i IPOHYMEPOBAHO
ApKYIIIB;

y TOMY YHCJIII JTITEPHI HOMEPHU

MIPOITyILIEH1 HOMEPH

+ apKyIIiB BHYTPIIIHBOTO OTHCY

Ocob6auBocTi Gi3UYHOTO CTaHy Ta (OpMyBaHHS CIIpaBU Homepu apkymis
1 2

ITocama ocobu, sAKa ckiaja

3aCBiqUyBaJIbHUI

HAImC

(miamuc) (imimianu (iHiiag iMeH1), Mpi3BUILE)

20 poky

Dopyam A4 (210x297).

Honatox 18
1o IlpaBun opranizamnii 1iI0BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX
OpraHax,



OpraHax MiCIIEBOTO CaMOBPSIIyBaHHsI, Ha MiIMPUEMCTBAX, B YCTAHOBAX 1 OpraHi3allisx
(myHKT 9 maBu 2 po3niny VI)

L (BN e

Honatox 19

1o [IpaBui opranizarii JUIOBOJICTBA Ta apXiBHOTO 30epiraHHs TOKyMEHTIB y JIep>KaBHUX
OpraHax,

opraHax MIiCIIEBOTO CaMOBPSIIyBaHHS, Ha MIJAIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3amisax
(myHkT 3 masu 3 po3niny VI)

onuc
Jus. y exnaoenux gpaiinax
Homarok 20
1o [IpaBwm opranizartii 1iJI0BOACTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB Y Jep>KaBHUX
Oprasax,

OpraHax MiCIIEBOTO CaMOBPSAyBaHHS, Ha MiIPHEMCTBAX, B yCTAaHOBAX 1 OpraHizaIiisax
(mynkT 1 mmaBu 2 po3niny VII)

OINUC Ne
crnpasB NOCTiNHOro 36epiraHHA
3a piK
Jus. y exnadenux ¢atiinax
Honatox 21
1o [IpaBwmi opranizariii 1iJI0BOACTBA Ta apX1BHOTO 30epiraHHs JOKYMEHTIB Y Jep>KaBHUX
Oprasax,

opraHax MICIIEBOTO CaMOBPsIyBaHHS, Ha MIAMPUEMCTBAX, B yCTAHOBAX 1 OpraHi3allisax
(mynkT 1 masu 3 po3niny VII)

OlNNUC Ne
cnpaB TpuBanoro (noHaa 10 pokiB) 36epiraHHA
3a piK

Jus. y exnadenux ¢atiinax



Honatox 22

1o [IpaBuin opranizamii 1iI0BOACTBA Ta apXiBHOTO 30€piraHHs JTOKYMEHTIB y JepKaBHUX
opraHax,

OopraHax MiCIIeBOTO CAaMOBPSyBaHHS, Ha MiIIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3alisax
(myskT 1 maBu 4 posainy VII)

OIMUC Ne
crnpaB 3 KagpoBMUX NUTaHb (0CO60BOro cknaay)
3a pik
us. y eknadenux ¢aiinax
Honatok 23
1o IIpaBun opranizamnii 1iI0BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX
OpraHax,

OpraHax MiCII€BOrO CaMOBpSIyBaHHS, Ha MiIIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3aliiax
(myHkT 5 aBu 8 posainy VII)

onuc
Jus. y exnadenux ¢aiinax
Honatox 24
1o [IpaBun opranizarii JUIOBOJICTBA Ta apX1BHOTO 30epiraHHs T0KyMEHTIB Y JIep>KaBHUX
opraHax,

oprasax MICIIEBOTO CaMOBPSIIyBaHHS, Ha MIIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3amisiax
(myHkT 2 maBu 3 posainy VIII)

HaitmeHnyBaHHs1 yCTaHOBH

XYPHAN
peecTpauii cnocTtepexeHb 3a CTaHOM TeMnepaTypHO-BOSIOriCHOro
pexumy 36epiraHHA apXiBHUX AOKYMEHTIB

Jlara  KiimMaTu4Hi mapaMeTpy MOBITPs [Tigrmc [TpumiTku
3aIUCY 30BHIIIHE MOBITPS MOBITPS Y CXOBHIIII KepiBHUKA apXiBy
TEeMIeparypa, BIIHOCHA TeMIleparypa, BiIHOCHA (ocobu,
°C BoJsioricth, °C BOJIOTICTb, Bi/INIOB11aJIbHOT
% % 3a apxiB)
1 2 3 4 5 6 7

Dopmam A4 (210%297)

Honatok 25
1o IlpaBun oprasizanii JiI0BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX
opraHax,



OpraHax MiCIIEBOTO CaMOBPSAyBaHHS, Ha MiJIPHEMCTBAX, B YCTAaHOBAX 1 OpraHizalisax
(mynxT 11 rmaBu 6 po3niny VIII)

HaiimenyBaHHs ycTaHOBHU

KapTka noctenaxHoro tonorpadi4yHoro nokaxudumka

ApXiBOCXOBHIIE
Kimnara
Crenax (madga) No
No monumi  Ne pouny Ne omucy Crpasu (of. 30.) 3 No o Ne [TpumiTku
1 2 3 4 5
(1uyvosuil 6ix)
1 2 3 4 5
(360pommnutl 6iK)
Dopmam A6 (148%105)
Jlomarok 26
1o IlpaBun oprasizauii JiI0BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX
opraHax,

OpraHax MiCII€BOIO CaMOBPSIyBaHH:, Ha MiIIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3aliiax
(mynkr 11 rmaBu 6 po3ainy VIII)

HaiimenyBaHHs ycTaHOBHU

Kaptka nodoHaoBoro tonorpadivHOro nokaxvymka

ApXiBOCXOBHIIE
Kimnara
dong Ne Ha3Ba
Ne omucy Cmpasu (ox. 30.) Ne crenaxa (madu) Ne monumi  [Tpumitku
3 Ne o Ne
1 2 3 4 5

(1uyvosuii 6ix)



1 2 3 4 5
(360pomnuti 6iK)

Dopmam A5 (148%210).

Homnarok 27

1o [IpaBwm opranizariii 1iJI0BOACTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB Y Jep>KaBHUX
opraHax,

opraHax MICII€BOTO CaMOBPSIyBaHHS, Ha MIANMPUEMCTBAX, B yCTAHOBAX 1 OpPraHi3aIlisax
(myskt 5 masu 7 posaity VIII)

3AMOBIJIEHHA
Ha BMAaBaHHS cnpaB y YnTanbHUM 3an (poboyi KiMHaTH)

us. y exnadenux ¢aiinax

Honatox 28

1o [TpaBun opranizamii 1iI0BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX
opraHax,

OpraHax MiCIIeBOTO CaMOBPSyBaHH:, Ha MiIIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3aisax
(myHkT 6 TnaBu 7 posainy VIII)

3anBa
Jus. y exnadenux ¢atiinax
Honatox 29
1o [IpaBui opranizarii JUIOBOJICTBA Ta apXiBHOTO 30epiraHHs TIOKyMEHTIB y JIep>KaBHUX
opraHax,

opraHax MIiCLIEBOTO CaMOBPSIIyBaHHS, Ha MIJIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3amisiax
(myHkt 7 masu 7 po3aity VIII)

AKT
npo BuAaBaHHSA cfnpaB Y TUM4YaCcOBEKOPUCTYBaHHA

Jus. y exnadenux gpaiinax

Honatox 30

1o ITpaBun opranizauii JiI0BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX
opraHax,

OpraHax MiCII€BOrO CaMOBPSyBaHHs, Ha MiIIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3alisax
(mynkt 11 rmaBu 7 posniny VIII)

HaiimenyBaHHs ycTaHOBHU



ApKyLl KOPUCTYBaHHA apXiBHUMU JOKYMEHTaMM

®onpg Ne Ormuc Ne
Cnpasa Ne

3aroao0BoOK CIIpaBH

Jlara [IpizBume,  Xapaxrep Homepu [Tigmuc
KOPUCTYBaHHS 1HIIa]N KOPUCTYBaHH (JIMIIbOBUN apKYIIiB, 3 KOpUCTyBaua
CIIPaBOIO (1Himian OlK)eperisii, BUTITH TOIIO)  (3BOPOTHHUH

iMeHi) 0iK)ii, BUTSTH

KOpPHCTYyBa4a TOIIO
1 2 3 4 5

Dopmam A4 (210%297)

Honatox 31

1o [IpaBun opranizamii qiI0BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX
opraHax,

OpraHax MICIIEBOTO CaMOBPSIIyBaHHS, Ha MIIIPUEMC

3AMOBJIEHHA
Ha BUAaBaHHSA cnpaB y YuTanbHuin 3an (poboyi KimHaTH)

Jus. y exnadenux ¢atiinax

Honatox 32

1o [IpaBun opranizarii JUI0BOJICTBA Ta apX1BHOTO 30epiraHHs TI0KyMEHTIB Y JIEp>KaBHUX
opraHax,

opraHax MICII€BOTO CaMOBPSIIyBaHHS, Ha MIJIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3amisiax
(myskt 10 raBu 8 pozainy VIII)

APKYLWI NEPEBIPAHHSA Ne
HasABHOCTi Ta CTaHYAOKYMEHTIB

Jus. y exnadenux gpaiinax

Homarok 33

1o IlpaBun oprasi3zauii JiI0BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX
opraHax,

OpraHax MiCII€BOrO CaMOBPSIyBaHH:, Ha MiIIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3aliiax
(mynkt 10 miaBu 8 po3ainy VIII)



AKT
npo nepeBipsAHHA HasABHOCTI Ta CTaHy crnpaB (4OKYMEHTIB)

Jus. y exnadenux gpaiinax

Honatox 34

1o ITpaBun opranizamii 1iI0BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX
opraHax,

OpraHax MiCII€BOrO CaMOBPSyBaHH:, Ha MiIIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3aliiax

(myHkT 15 maBu 8 po3zainy VIII)

AKT
NpPo HeBUMNpPaBHi NOLWKOAXEHHSA CNpaB (AOKYMEHTIB)

Jus. y exnadenux ¢atiinax

Honatok 35
1o [IpaBwmi opranizariii 1iJ10BOACTBA Ta apX1BHOTO 30epiraHHs JOKYMEHTIB Y Jep>KaBHUX

Oprasax,
opraHax MICIIEBOTO CaMOBPSIIyBaHHS, Ha MIJNPUEMCTBAX, B yCTAHOBAX 1 OpraHi3amisax

(mynkr 18 raBu 8 pozainy VIII)

HaiimenyBanns ycranosu @DoHJ

(ma3Ba oHmy)

Omuc

(Ne 1 Ha3Ba omucy)

KapTka o6niky HeBMAABNeHOI cnpaBu

Ne 3aronoBok  Kpaiini natu KinbKicTb ITo3nauku mpo PesynbraTtu

CIIpaBH CIIPAaBU JOKyMEHTIB apKylIiB y XiJ{ pO3LIYKYy  PO3IIYKY
CIpaBU crpasi

1 2 3 4 5 6

Dopmam A5 (148 x 210)

Jlomarok 36
1o [IpaBun opranizaiii JiIOBOJICTBA Ta apXiBHOTO 30epiraHHs TOKyMEHTIB Y Iep>KaBHHUX

OpraHax,
OpraHax MiCIIeBOTO CaMOBPSTyBaHHsI, Ha MIAMPUEMCTBAX, YCTAHOBAX 1 OpraHizalisax

(myHkt 19 maBu 8 po3ainy VIII)



AKT
Npo HeBUSABINEHHS cnpas (AOKYMEHTIB), LWASAXN PO3LYKY SKUX

Bu4YepnaHo
Hus. y exnadenux gaiinax
Honatox 37
1o [IpaBun opranizamii 1iI0BOACTBa Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX
OpraHax,

OpraHax MiCII€BOTO CAMOBPSIyBaHHS, Ha MiIIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3amisax
(myskt 1 maBu 4 posainy X)

KHUTA OBJIKY
HaaXo4XXeHHS Ta BUOYTTS JOKYMEHTIB apXxiBy

Jus. y exnadenux gpaiinax

Homarok 38

1o [IpaBun opranizaiii JiIOBOJICTBA Ta apXiBHOTO 30epiraHHs TOKyMEHTIB Y JIep>KaBHHUX
OpraHax,

OpraHax MiCIICBOrO CaMOBPSITyBaHHSI, Ha I IMIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3amisax
(myHKT 2 maBu 4 po3auty X)

Cnucok coHaiB apxiBy
Jus. y exnadenux ¢paiinax
Honatox 39
1o IIpaBun opranizamnii 1iI0BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX
OpraHax,
OpraHax MiCII€BOrO CaMOBPSyBaHHS, Ha MiIIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3aliiax
(myHKT 5 TnaBu 4 po3ainy X)

HalimeHyBaHHS yCTaHOBH

PEECTP OrnuciB

Po3nouaro
3aKiHUeHO
Ne HangxomxeHHA By
3/l nara 3anucy Gonn  omuc Ne Tom Ne HazBa onucy (ToMy) KpaiiHi 1aTh KibKiCTh pit:

Ne nassa JIOKYMEHTIB crpaB apKyLIiB IIPUMipPHHKIB
B OITUCY OMHCY (TOMY)



1 2 3 4 5 6 7 8 9 10
Dopmam A4 (210%297)

JHomarok 40

1o [IpaBun opranizaiii JiIOBOJICTBA Ta apXiBHOTO 30epiraHHs TOKyMEHTIB Y Iep>KaBHHUX
OpraHax,

OpraHax MiCIICBOTO CaMOBPSITyBaHHS, Ha MiIMPUEMCTBAX, B yCTAHOBAX 1 OpraHi3aiisax
(myHKT 7 m1aBu 4 po3auty X)

MACMNOPT
apxiBHoOro niapo3Aainy Aep)xaBHOro opraHy Ta opraHy micueBoro
camMoBpsAyBaHHS, iHLWOI yCTaHOBU, NiANPUEMCTBA Ta opraHisauii*

Jus. y exnadenux gpaiinax

Honarok 41

1o [IpaBwmi opranizariiii 1iJI0BOACTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB Y Jep>KaBHUX
opraHax,

opraHax MiCIIEBOTO CaMOBPSIyBaHHS, Ha MIANPUEMCTBAX, B yCTAHOBAX 1 OpPraHi3allisax
(myskt 10 maBu 4 po3ainy X)

KHura obniky HagxomkeHHsA i BUOYTTA cTpaxoBoro ¢oHAay i poHay

KOPUCTYBaHHA
Jus. y eknadenux ¢aiinax
Honatox 42
1o [IpaBun opranizamii 1iI0BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX
opraHax,

OopraHax MiCII€BOTO CaMOBPSyBaHHs, Ha MiAIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3amisax
(myskT 10 mtaBu 4 posainy X)

ONMUC Ne
cTpaxoBoro coHAay

Jus. y exnadenux gpaiinax

Homnaroxk 43

1o [IpaBun opranizaiii JiIOBOJICTBA Ta apXiBHOTO 30epiraHHs TIOKyMEHTIB y JIep>KaBHHUX
Oprasax,

opraHax MiCIIEBOTO CaMOBPSITyBaHHS, Ha MIIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3aIlisax
(myHKT 4 mnaBu 4 po3niny XII)

3PA30K

11

12



JlepkaBHe NiANPHEMCTBO
«YKpHocTaunpom»

APXIBHA JOBIJIKA
04.04.2013 Ne 45

Ha Ne 3 Bij 28.03.2013

VY nokymeHrax apxiBHOro Gonay Jlep»aBHOTro MiJIpPUEMCTBA « YKPIIOCTAYIIPOM» Y
BIJJOMOCTSIX Ha BU1ady 3apoOiTHOI IIaTH pOOOUNM 1 CITyKOOBIISIM 32 CiU€Hb — I'PyAEHb
2000 poxky 3HaunThes BomieM [Iponin Oner IBanoBHY.

[Tincrasa: ¢. 4444, on. 2, cmp. 83, apk. 6-14.
JHupextop (miamuc) . M. XKexepa
M. I1. (3a HasiBHOCT!)
@opmam A4 (210%297).
Honatox 44
1o IlpaBun opranizauii 7iI0BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX
opraHax,

OpraHax MiCII€BOrO CaMOBpSyBaHH:, Ha MiIIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3aliiax
(myHkT 5 maBu 4 pozauty XII)

3PA30K
Binkpure aknioHepHe TOBApUCTBO
«IIpomOyTMan»
APXIBHA KOIIIsA
08.04.2015 Ne 45
Binkpure akiiioHepHE TOBapPUCTBO
«ITpomOymMmar»
HAKA3
14.11.2010 Kuis
No_148-oc

3 0co00BOTO CKITaMy

[MPU3HAUUTU:



AJIEKCEE€HKO Banentuny CrenaHiBHY Ha MocaJy HayaJlbHHKA IJIAHOBOTO BiALTY 3 15
mucronaga 2010 poxy 3 mocag0BUM OKJIAZOM 3T1THO 31 IITaTHUM PO3MUCOM.

[Tincrasu: 3asBa Anekceenko B. C. Bix 10 nucronana 2010 poky, pe3otorist
I'enepanbrOTO TUpEeKTOpa Makpinosa B. M.

['enepanbuamii nupexrop B. M. Makpinos
[Tincrara: ¢. 3333, om. 2-oc, crp. 53, apk. 45.
3riiHO 3 OpUTiHAIOM
3aBiyBay apxiBy (migmuc) IO. B. OcHau
M. I1. (3a HasIBHOCT1)
08.04.2015
Dopmam A4 (210%297)
Homnaroxk 45
1o [IpaBwmt opranizariiii 1iJI0BOACTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB Y Jep>KaBHUX
opraHax,
opraHax MiCIIEBOTO CaMOBPSIIyBaHHS, Ha MIANPUEMCTBAX, B yCTAHOBAX 1 OpraHi3amisiax
(myHKT 5 mnaBu 4 po3niny XII)
3PA30K

IIy0saiyHe akioHepHe TOBAPHCTBO
«IToaTraBamiBeHmocTaY»

APXIBHUM BUTAT
17.04.2015 Ne 5
[TyGmiune akuioHepHe ToBapuctBo «IlonraBamBeiinocray
HAKA3
16 xBiTHs 1993 poky M.
[Tonrasa Ne 56- oc

3 0co60BOTO CKIIATy



4. lpuitasatu Ha poboTy KacupoM-iHkacatopom Jloponiny C. L. (Tak y nokymenrti) 3 18
KBiTHs 1993 poKy 3 MiCSTYHMM BHITPOOYBAJIFHIM CTPOKOM Ta 3 OIJIATOO BiJIOBITHO A0
IITaTHOTO PO3IIHCY.

[Tincrasu: 3asBa Jloponinoi C. 1. Bixg 12 kBiTHsA 1993 poky, pe3ostolist TupeKTopa
Cewmkina B. M.

Hupextop B. M. Cemkin

[TincraBa: ¢. 1111, om. 1-oc, cop. 13, apk. 21.

3T1IHO 3 OPHUTIHAIOM

3aBigyBau apxiBy (miamnuc) C. 4. PyGan

M. I1. (3a HastBHOCT!I)

16.04.2015

Dopmam A4 (210x297)

Honatox 46

1o [IpaBun opranizamii 1iI0BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX
opraHax,

OpraHax MiCII€BOTO CaMOBPSyBaHHS, Ha MiIIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3alisax
(myHkT 2 aBu 5 posainy XII)

HalimeHyBaHHS yCTaHOBH

XYPHAN
peecTpadil BiaBigyBaHb KOPUCTYyBa4YaMu YMTaribHOro 3any
Po3nouaro
3aKkiHYeHO
Ne Jlara [pizBuie, im’s, o KinbkicTs Bumanux ox. 30. [liamuc
3/1 BiIB1AyBaHHS 0aTbKOBI Ta OIKCIB KOPHUCTyBaya
1 2 3 4 5
Dopmam A4 (210%297)
Honatox 47
1o [TpaBun opranizamii 1iI0BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX
opraHax,

OpraHax MiCIIeBOTO CaMOBPSyBaHHS, Ha MiIIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3alisax
(myskT 1 tnaBu 1 po3miny XIII)



lNMnaH po6oTu apxiBy Ha pik
Jus. y exnadenux gpaiinax

Honarok 48

1o I[IpaBwmit opranizariii qiJJ0BOACTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB Y Jep>KaBHUX
opraHax,

OpraHax MiCIIEBOTO CaMOBPSITyBaHHS, Ha MiIMIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3aIisax
(myskt 2 rasu 3 posairy XIII)

KapTka o6niky po6oTu apxiBy 3 niaBiJOMYOI0 YCTaHOBOH
Jus. y exnadenux ¢paiinax

Honatox 49

1o ITpaBun oprasizaii JiI0BOACTBA Ta apXiBHOTO 30€piraHHs JOKYMEHTIB y JepKaBHUX
opraHax,

OpraHax MiCII€BOrO CaMOBPSyBaHHs, Ha MiIIPUEMCTBAX, B yCTAHOBAX 1 OpraHi3aliiax
(mynkt 1 maBu 2 posauty XIV)

AKT
npo NpuUMaHHA-NepeaaBaHHsA AOKYMEHTIB YCTAHOBM Ha NOCTillHe
36epiraHHA

Jus. y exnadenux gpaiinax

JHomarok 50

1o [IpaBun opranizaiii JiI0BOJICTBA Ta apXiBHOTO 30epiraHHs TIOKyMEHTIB y JIep>KaBHHUX
Oprasax,

opraHax MiCIIEBOTO CaMOBPSITyBaHHS, Ha MIAIPUEMCTBAX, B YCTAHOBAX 1 OpraHi3aIlisax
(mynkr 1 maBu 2 posauty XV)

AKT
npo npunMaHHA-nepeaaBaHHA cripaB Nig Yac 3MiHU KepiBHUKa apXiBy

Jus. y exnadenux ¢aiinax

Honatox 51

1o [IpaBun opranizarii AIOBOJACTBA Ta apXIBHOTO 30€epiraHHs TOKYMEHTIB
y JepXaBHUX OpraHax, opraHax MiCLI€BOTO CaMOBPsIIyBaHHS,

Ha MIANPUEMCTBAX, B YCTAHOBAX 1 OpraHi3alisax

(myHkT 4 maBu 3 posaity XV)

3ATBEP/DKYIO 3ATBEPIIKYIO



(mocaa KepiBHUKA YCTaHOBH, IO Tiepeac (Iocajia KepiBHUKA YCTAaHOBH, IO TIPHITMAae
JOKYMEHTH ) JOKYMEHTH )

(mignuc) (ininianu (iHimian iMeHi), npizsuiie) (mianuc) (iHimianu (iHimianx iMeHi), Tpi3BHIIE)

20 poky 20 poky

M. II. (3a HasBHOCTI) M. I1. (32 HasiBHOCTI)
AKT

BiJ No

(micue ckagaHHs)

Npo NpuMMaHHs-NnepeAaBaHHA cripaB (OOKYMEHTIB) Big ogHi€l
yCTaHOBM A0 iHLWOI

ITigcrasa:

(3MicT pilIeHHs, TOBHA Ha3Ba (DOHTY, IKUH TIEPEIa€ThCS a00 3 IKOTO BHITYYEHO
CIpaBu JJis NepeaBaHHs)

nepcaalia, a

(HaliMeHyBaHHS yCTAaHOBH, SIKa TIepeIac CrpaBu (JOKYMEHTH))

MpUKHIIA
(HaliMEeHyBaHHS YCTaHOBH, sKa MpHUIIMAae CripaBy (JOKYMEHTH))

crpaBy (JJOKYMEHTH) 3a3Ha4€HOTO (hOH[TY, OOJIIKOBI JOKYMEHTH Ta JIOBIAKOBHI anmapar 710
HBOTO:

ITincrasa:




(3MICT pileHHs, MOBHA Ha3Ba (OHILY, IKH MepenaeThes ad0 3 IKOro BUITYYEHO CIPaBH
JUTSI TIEpETaBaHHS )

nepenana,

a (HaliMeHyBaHHsI YCTaHOBH, sIKa [IEPEJIA€ CIIPaBU (JIOKyMEHTH))

npuiiHsia (HakMeHyBaHHs YCTaHOBH, sIKa IIPUIIMAa€e CpaBy (JJOKYMEHTH))

CrpaBy (JOKYMEHTH) 3a3Ha4€HOro (OH[Y, OOJIIKOBI JOKYMEHTH Ta JOBIAKOBUI anmapar 710
HBOTO:

Ne 3/m Homep i1 Ha3Ba onmcy Kinbkicte npumipaukiB onucy KinmbkicTs cripaB [Tpumitku
1 2 3 4 5
Homepu BiacyTHIX cipaB

YCcbOro npuUHATO

CIpaB
udpamMu i cJI0BaMH)
[lepenaBanHs 311iiCHUB [IpuitmanHs 311HCHUB
[Tocaga ocobu, 110 nepeaae JOKyMEHTH [Tocaga ocobu, 1m0 npuitMae TOKyMEHTH
(migmuc) (inimiany (1HImam iMeHi), (migmuc) (inimianm (1HImam iMeHi),
MIPI3BHUIIIEC) TIPi3BHUIIIE)
20 poky 20 poky

Dopmam A4 (210 x 297)



