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MIHICTEPCTBO IOCTHLII YKPATHA

HAKA3

18.06.2015 Ne 1000/5

3apeecTpoBano B MiHicTepcTBi
CTUHLIT YKpaiHu

22 yepBHs 2015 p.

3a Ne 736/27181

IIpo 3aTBepa:kenns IlpaBui oprauisamii 1iJiIOBOACTBA TA
apXiBHOIO 30epiraHHs JOKYMEHTIB Y JepP:KaBHUX OPraHax,
OpraHax MicueBOro CaMOBPSIAyBaHHS, HA MIANPUEMCTBAX, B
YCTAHOBAX i opranizamisx

{13 3minamu, enecenumu 32iono 3 Haxazamu Minicmepcmea rocmuyii
Ne 1827/5 Bin 12.06.2018

Ne 2277/5 Bin 04.07.2018

Ne 1581/5 Bim 21.04.2022

Ne 1927/5 Bin 19.05.2023;

BinnosigHo no crarti 31 3akony Ykpainu «IIpo HanionaneHuit apxiBHUi (HoHA Ta apXiBHI
yCTaHOBM», MIANYHKTY 2 nyHKkTy 3 IlonoxenHs mnpo MinicrepcTBo focTHii YKpaiHuy,
3arBep/keHoro nocraHoBoro Kabinery MinictpiB Yipainu Big 02 nunusa 2014 poxy Ne 228 (i3
3minamu), HAKA3YIO:

1. 3arBepautu [IpaBuiia opranizaiii I1710BOJICTBA Ta apXiBHOTO 30epiraHHsl JOKYMEHTIB Y
JIep>KaBHUX OpraHax, OpraHax MiCIEBOTO CaMOBPSAyBaHHS, HA MiANPHEMCTBAX, B yCTaHOBAX 1
oprasizariisix, o J0Tar0ThC.

2. Bu3Haru TakuM, 110 BTPAaTUB YMHHICTh, Haka3 J{ep>kaBHOTO KOMITETY apXiBiB YKpaiHu BiJ
16 Gepesnst 2001 poxy Ne 16 «IIpo 3arBepmxenHs IlpaBun poOoTu apXiBHHUX HiApPO3ILTIB
OpraHiB JepaBHOI BJIaJ Iy, MICLIEBOTO CaMOBPSIIyBaHHS, MIIPUEMCTB, YCTAHOB 1 OpraHizamiii»,
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3apeectpoBaHuii 'y Minictepcti roctuiii Ykpainu 08 tpaas 2001 poky 3a Ne 407/5598 (i3
3MiHAMH).

3. JlemapTaMeHTy B3a€MOii 3 OpraHaMu BJIagd Ta iH(POpPMAIiHO-aHATITUYHOI POOOTH
(KoznmoBchka H.A.) momatm e Haka3 Ha JIEp)KaBHY PEECTpAIii0 BIAMOBITHO 10 YKazy
[Ipesunenta VYkpainu Big 03 xoBTHS 1992 poky Ne 493 «IIpo nmepkaBHY peecTpariro
HOpPMaTUBHO-IIPABOBUX AKTIB MIHICTEPCTB Ta 1HIIKMX OpPraHiB BUKOHABUOi BIaAm» (13 3MIHaMN).

4. lleit Haka3 HaOWUpae YUHHOCTI 3 AHA HOTO O0(iiHHOTO OMyOITiKyBaHHSI.

5. KoHTponb 32 BUKOHAHHSM IIbOIO Hakaszy IMOKJIACTH Ha MEPIIOro 3acTymHHKa MiHicTpa
CeBocthsaHoBy H.I.

MinicTp II. IleTpenko

[TIOI'OJKEHO:

lonmosa [lepxaBHOT
apxiBHOI CITy>k0u YKpainu T.I. bapanosa


https://zakon.rada.gov.ua/laws/show/493/92

3ATBEPI’)KEHO
Haxka3 MinictepcTBa
CTHIT YKpainu
18.06.2015 Ne 1000/5

3apeecTpoBano B MiHicTepcTBi
cTulil Ykpainu

22 yepBHs 2015 p.

3a Ne 736/27181

ITPABUJIA
oprasi3auii ALTI0BOACTBA Ta apXiBHOI0 30epiraHHs
JOKYMEHTIB Yy JepKaBHMX OPraHax, OpraHax MicueBoro
CaMOBPSIYBAaHHS, HA MIANPUEMCTBAX, B YCTAHOBAX i
oprasizamisix

{V mexcmi Ilpasun cnosa ma yugpu «ACTY 4163-2003» 3amineno cnoeamu ma yugppamu
«[CTY 4163-2020»; cnosa «iniyianu (iHiyian iMeHi)», «peccmpayitino-KOHMPOIbHA KAPMKA» Y
8CIX GIOMIHKAX 3AMIHEHO BIONOBIOHO CIOBAMU «BIACHE IM 1Y, «PeECmpayiiHo-MOHIMOPUHEO08A
Kapmka» y 8i0N0GIOHUX BIOMIHKAX, C1084 «00 €OHAHHA 2POMAOSIHY» 3AMIHEHO C108AMU
«2pomadcvki 06 ' eOnannsny 32i0no 3 Haxazom Minicmepcmea ocmuyii Ne 1581/5 6io 21.04.2022)

[V mexcmi Ilpasun cnosa «Opykosaui BUOAHHY» 3AMIHEHO CI0BOM «BUOAHHA», ClOBA
«3acobu mMacosoi inghopmayiiy y 6cix IOMIHKAX 3AMIHEHO Cl08oM «mediay,; yuppu «4163-2003»
3amineno yugppamu «4163:2020» 3eciono 3 Haxasom Minicmepcmea rocmuyii Ne 1927/5 6io
19.05.2023}

I. 3arajbHi MoJ10KeHHA

1. 11 [IpaBuna BCTaHOBIIOIOTH €MHI BUMOTH I110JI0 CTBOPEHHS YNPABIIHCHKUX TOKYMEHTIB
1 poboTu 31 CiIy)KOOBUMH JOKYMEHTaMH, a TaKOX MOPSAAOK IX apxiBHOro 30epiraHHs B
Jep>KaBHUX OpraHax, OpraHax MiCIIEBOTO CaMOBPSIyBaHHS, Ha MiANPHEMCTBAX, B yCTaHOBAX 1
OpraHizaisix He3aJeKHO BiJl pOpM BIACHOCTI (J1ajdi - yCTaHOBH).

Ili IIpaBuna € HOPMATUBHO-IPABOBUM aKTOM, OOOB’SI3KOBHUM Ui BUKOHaHHS BCiMa
YCTaHOBaMHU.

2.V oux HpaBI/IHaX TepMiHI/I BXHWBAIOTHCA B TAKMX 3HAYCHHAX !

apXiB YCTAHOBHU - CTPYKTYpPHHH Niapo3ais (BiAMOBiZadbHA 3a BEACHHS apXiBy ocoba
YCTaHOBH), III0 OPraHi3oBye 1 3a0e3Medye NpUiiMaHHs, HArPOMa/KyBaHHS apXiBHUX JIOKYMEHTIB,
ix 00K, 30epiraHHs Ta KOPUCTYBaHHS HUMU,


https://zakon.rada.gov.ua/laws/show/z0446-22#n188
https://zakon.rada.gov.ua/laws/show/z0845-23#n23
https://zakon.rada.gov.ua/laws/show/z0845-23#n23

apxiBHUH Karaior (apxiBHa KapTOTeKa) - apXiBHUH [OBIAHHMK, B SKOMY iH(OpMAIIio
CHCTEMaTHU30BaHO BiAMOBIIHO 0 00paHOi cXxeMU Kiacudikallii;

apxiBHUHA (DOHJ - CYKYNHICTh apXiBHHX JOKYMEHTIB yCTaHOBH, C()OPMOBAHUX Ha MiJCTaBi
3B’SI3Ky MK JJOKyMeHTamH 1 (a00) X yTBOpIOBaYaMu;

OmaHk cmyk0OoBOro JOKyMmMeHTa - YyHiikoBaHa ¢Qopma ciayk00BOT0 HOKyMEHTa 3
HaJPYKOBAaHOI TIOCTIHHOIO 1H(pOpMAIi€l0 1 HagBHUM MicleM Juisi (IKCYBaHHS 3MiHHOL
iHpopMmarii;

BUTAT - SaCBi,Z[‘{CHa KOITisl YaCTUHU TCKCTY CJ'Iy>K6OBOFO AOKYMCHTA,

BIIOKpEMJICHUH  miApo3miax -  Qimis, NPeACTaBHUITBO, BIAAUICGHHS a0o  iHIIWH
BIJJOKpEMJICHUH MiJIPpO3/IiI, IO HE Ma€ CTaTyCy IOPUANYHOI 0COOH 1 3A1MCHIOE CBOIO JiSUTBHICTD
BiJI IMEHI FOPUIMYHOT 0COOM - PE3UICHTA;

rajgy3eBHil MepeiiK JOKYMEHTIB - MEpeNiK BHJIB JOKYMEHTIB, CTBOPIOBAaHHX Yy MpoOIEci
npodiIbHOI AISIIBHOCTI BCIX YCTaHOB IEBHOI Taiy3i 4 cdepu IisUIbHOCTI, 31 CTpPOKaMHu iX
30epiraHHs;

JiepKaBHI apXiBHI YCTaHOBH - LIEHTPAJbHI, TaIy3€eBi epKaBHi apxiBu, JlepkaBHUI apXiB B
AsroHoMmHIN Pecniyomini Kpum, nepsxaBHi apxiBu obnacteit, mict Kuesa 1 CeBacTormosns, apxiBHi
BIJUIUTH pailoHHUX, pailoHHUX y MicTax Kuesi 1 CeBacTomnomni nep:kaBHUX aIMiHICTpaIliii;

JDKepesa KOMIUIEKTYBaHHS - IOpUAMYHI Ta (i3udHi 0COOM, IO € YTBOPIOBaYaMHU YU
BJIacHUKaMH J0KyMeHTiB HarionanpHoro apxiBHoro ¢ouay (mam - HA®), mo miisaraiorhb
NepEeaBaHHIO /10 apXIBHUX YCTAHOB B 000B’SI3KOBOMY MOPSAIKY 200 Ha MiJCTaBl yroau;

okepena gopmyBanHi HA® - ycTtaHOBH, 1110 € CTBOPIOBaYaMU YW BIIACHUKAMU JIOKyMEHTIB
uboro ®onny;

JIIOBOACTBO - CYKYIHICTh MPOLECIB, 110 3a0e3MeuyroTh JOKYMEHTYBAaHHS YIPaBIIHCHKOI
iH(opMalii Ta oprasizaiio podoTH 31 CIIy>KOOBUMHU JJOKYMEHTaMU;

JOKYMEHTAIIHHUN (JOKyMEHTAIbHUN) (OHA - CYKYIHICTh CIYXOOBHX JOKYMEHTIB, IO
HarpoMaJmiIkch abo 310paHi B MpoIIeCi MIsUIBHOCTI YCTAaHOBH, CKIaJ 1 mporec (OpMyBaHHS SIKOT
BU3HAUYAIOTh 1 HOPMATUBHI IOKYMEHTH;

JJOKYMEHTOOOIT B YCTaHOBI - pyX CIy)XKOOBHMX JTOKYMEHTIB 3 MOMEHTY iX CTBOpPEHHs abo
OJIEp>KaHHS JI0 3aBEPIIIECHHS BUKOHAHHS a00 BIAMIPaBICHHS;

eKCIIepTH3a IIHHOCTI JIOKyMEHTIB B YCTaHOBI - BCeOiUHE BHBYCHHS JOKYMEHTIB 3 METOIO
BHeceHHs iX 10 HAD abo BuIydeHHS 3 HHOTO, BIJHECEHHsS iX JO YHIKaJIbHUX 1 BCTAHOBIICHHS
CTPOKIiB 30epiranHs JTOKyMEHTIB, 110 HE MiIATaloTh BHECeHHIO 10 HAD;

30Ha KOMIUIEKTYBaHHs - aJMiHICTPAaTUBHO-TEPUTOpiaibHA OJUHHUL, B sKill mepeOyBaroTh
YCTaHOBM, Ha fKl1 IMOIIMPIOIOTHCS NOBHOBAXXEHHSI BIJIMOBIAHOI JEPXKaBHOI apXiBHOI yCTaHOBH
(apxiBHOTO BiJILTy MICBKOI pajin);

IHCTPYKITIS 3 JIJOBOACTBA - OOOB’SI3KOBUM HOPMATUBHHH aKT, IO PEIrlaMEHTY€E 3MICT Ta
OpraHizallilo BUKOHaHHS MPOIIECIB 3 1IJIOBOJICTBA yCTAaHOBH;



KOIlisi JTOKYMEHTa - JIOKyMEHT, IO MICTUTh TOYHE 3HAKOBE BIJTBOPCHHS 3MICTYy 4YH
JOKYMEHTHOI iH(oOpMaIlii iHIIOro JOKYMEHTa 1 B OKpEMHUX BUMAJKAX - JCSIKUX HOTO 30BHINIHIX
O3HaK;

HOMEHKJIaTypa CTpaB - OOOB’S3KOBHM MJIs KOKHOI YCTAaHOBH CHCTEMAaTH30BaHUN TEpeiK
HA3B CIIpaB, 10 POPMYIOTHCS B ii A1IIOBOJCTBI, 13 3a3HAYCHHSM CTPOKIB 30epiraHHs CIpas;

ODJISIT apXiBHUX JOKYMEHTIB - apXiBHUH JTOBITHHUK, III0 MICTUTh CUCTEMATHU30BaH1 B1JIOMOCTI
PO CKJIAJ 1 3MICT OKPEMHX KOMITJIEKCIB apXiBHUX JOKYMEHTIB 3 1X JPKEPEI03HABUNM aHaJI30M;

OIIUC CIIPaB - apXIBHUM JOBIIHUK, MPU3HAYCHUN 17151 OOMIKY Ta PO3KPUTTS 3MICTY OIMHUIIb
30epiraHHs, OAMHULB OOMIKY, 3aKPIMJICHHS IX CUCTeMaTu3allli B Mexax apXiBHOTO (OHIY;

OpraH BUIIOTO PIiBHS - YCTaHOBA, IO 3/iHCHIOE (DYHKIIIT YIIPaBIiHHS MIOA0 OE3M0CePETHBO
MiAMOPSIKOBAHUX TH YCTaHOB,;

Oprasi3alifHO-po3nopsiAuya JOKyMEHTalisl - YHI(piKoBaHA MiJCHCTEMA YINPaBIIHCHKOT
JOKyMEHTAIll1, 10 3a0e3Medye opraHi3allito MpoLeciB YIpaBIiHHs Ta YIIPaBIiHCHKOI Mpalli;

opraHizaifiss poOOTH 31 CIY)KOOBUMH JIOKYMEHTaMH - Oprasizamis 3JiiCHEHHS
JOKYMEHTOO00Iry, GopmyBaHHs crpaB, 30epiraHHsi CIyXOOBUX JOKYMEHTIB Ta KOPHUCTYBaHHS
HUMH Y TIOTOYHIH JTISTTBHOCTI YCTAHOBH;

OpUTiHAJI CIIy’)k00BOTO JOKyMEHTa - MPUMIPHHUK CIIy>)KOOBOIO JOKyMEHTa, IO Mae
OpUTIHAIBHUHN MIAMHC MOCaA0BOI (CIyKO00BOT) 0COOU yCTaHOBU;

MEpeTiK THUMOBUX JOKYMEHTIB - TeEpeiK BHJIB JOKYMEHTIB, CTBOPIOBAHUX I 4Yac
BUKOHAHHSI 3arajibHUX JUIA BCIX yCTaHOB (PyHKIIIH ympaBiliHHS, 31 CTPOKaMU iX 30epiranHs;

MNOKXYUK - apXiBHUM MOBIAHUK, IIO0 MICTHTh CHCTEMAaTH30BaHUI mHepenik 00’€KTIB 4M
SIBHIII, 3TA/TyBaHUX B apXiBHUX JJOKYMEHTaX, i3 3a3HaUCHHSM iX IMOIIYKOBUX JTaHUX;

PEKBI3UT CITyKO0BOTO JTOKYMEHTA - 000B’SI3KOBUH €JIeMEHT, 3a(hiKCOBaHUH B JOKYMEHTI JUISI
roro igeHTHdiKalii, opranizaiii 00Ky Ta HaJaHHS HOMY FOPHINYHOT CHIIH;

cay0a JIJTOBOACTBA - CTPYKTYPHHM MAPO3AUL, 0 3abe3medye peecTpariro, OOIIiK,
OpraHizaiilo JOKyMEHTOOOIry clyKOOBUX JOKYMEHTIB, 30epiraHHs JOKyMEHTaliiiHoro (onmy
abo Moro yacTMHM 1O NepeJaBaHHS Ha 30epiraHHs /0 apxiBy yCTaHOBH, ab0O BIANOBIJajbHA
0co00a ycTaHOBH, Ha SIKy MOKJIa/IeHO BUKOHAHHS 3aBJaHb 1 QYHKLIHN I1i€T Ciyx0u;

{Ab3ay 0eadyams Oes'smuii nynkmy 2 po3oiny I 6 peoakyii Hakasy Minicmepcmea rocmuyii
Ne 1581/5 6io 21.04.2022)

CITy’k00BUI TOKYMEHT - 0QiIliifHO 3apeecTpOBaHU cITy>K00k0 T1I0BO/ICTBA 200 BIAMOBITHUM
YUHOM 3acCBIJYEHHUH JOKYMEHT, IO OJEpXaHUl YU CTBOPEHMH YCTAaHOBOKWO Y Ipoueci ii
JiSUTBHOCTI Ta Ma€ BiJIMOBIAHI PEKBI3UTH;

CTPOK 30epiraHHs JTOKyMEHTa - Mepiosl 000B’I3KOBOTO 30€piraHHs CIy»KOOBOTO JTOKYMEHTA,
BH3HAUEHHI 3aKOHOIABCTBOM YHACIIOK MIPOBEIEHHS €KCIIEPTU3U HOT0 LIHHOCTI;

YHIKaJIbHUM TOKyMeHT - nokyMeHT HA®D, 10 cTaHOBUTH BUHSTKOBY KyJIBTYpHY LIIHHICTD,
Ma€ BaKJIMBE 3HAYCHHS /IS (DOpMYBaHHS HALlIOHAIBFHOI CAMOCBIIOMOCTI YKpaiHCHKOTO Hapomdy i
BH3HAUYa€ HOro BKJIA/ y BCECBITHIO KYJIBTYPHY CHAIIUHY;


https://zakon.rada.gov.ua/laws/show/z0446-22#n16

YIPaBIIHCHKUAN TOKYMEHT - CIIy>)KOOBUH JIOKYMEHT, CIIPSIMOBaHUIN Ha BUKOHAHHSI YCTAHOBOIO
¢byukuiid, mo 3abe3meuyroTh ii AiIATBHICTE. J[0 yNpaBNiHCHKHX JIOKYMEHTIB HajeXaTb
opraHizariifHO-po3MopsI4i, MEePBUHHO-00TIKOBI, OaHKIBCHKi, (PiHAHCOBI, 3BITHO-CTATUCTHUYHI,
TJTAHOBI, PECYPCHI TOIIIO;

(GOHIOYTBOPIOBAY - YCTAHOBA, Y PE3YJBTATI MISTIBHOCTI SKOI YTBOPUIIHCS JOKYMEHTAI[iHHUI
Ta BIAMOBITHO apXiBHUH (HOHIM;

dopMyBaHHS CHpaB - TPyNyBaHHS BHKOHAHUX JOKYMEHTIB y CIpaBH BiJIMOBIIHO [0
HOMEHKJIATYPH CIIPaB.

3. OcobmuBoCTI oOpraHizailli IiTOBOJACTBA 31 CIYXKOOBHMH JOKYMEHTAMH, IO MICTATH
iH(pOpMaIito 3 0OMEKEHUM JTOCTYIIOM, JTOBOJICTBA 32 3BE€PHEHHIMH IPOMAJISIH LI0JI0 3alUTIB Ha
iH(opMaIlilo B OKpeMHX Traiy3sx Ta cdepax CyCHUIbHUX BIJHOCHH BH3HAYAIOTHCS 1HITUMU
HOPMaTUBHO-TIPABOBUMH aKTaMHU.

Oco0OnmuBOCTI  opraHizaiii ~ €JIeKTPOHHOTO  JOKYMEHTOOOIry i3  3acTOCYBaHHSIM
KBaJIi(hiKOBAaHUX EJIEKTPOHHHX JOBIPYMX IMOCIYT, pOOOTH 3 €JIEKTPOHHUMH JOKYMEHTaMH Ta ix
MiATOTOBKH JI0 TIepe/IaBaHHs Ha apXiBHE 30epiraHHs BU3HAYAIOTHCS 3aKOHOJIABCTBOM.

{Ab63ay opyeuti nynkmy 3 po3oiny I i3 sminamu, énecenumu 32iono 3 Haxazom Minicmepcmea
tocmuyii Ne 1827/5 6io 12.06.2018}

4. Bumoru nux [IpaBui moao po6oTH 3 MEpBUHHO-00IIKOBOO, OaHKIBCHKOIO, (JiHAHCOBOIO,
3BITHO-CTAaTUCTHUYHOI0, HAyKOBO-TEXHIYHOI Ta IHIIOK CHEUIaJbHOI JOKYMEHTAIIIEI0
MOIIMPIOIOTECS JIMIIE B YaCTHHI 3arajlbHUX NPUHIMIIB pOOOTH 3 JOKYMEHTaMH, a TaKOX 3
MiATOTOBKH JOKYMEHTIB /IO TIepeJaBaHHs Ha apXiBHE 30epiraHusl.

5. Bumorn mux IIpaBun mono 3abe3neyeHHs 30€pekKeHOCTi, OOJIKY 1 KOPUCTYBaHHS
JOKYMEHTaMH MOUIMPIOIOTHCSI HAa apXiBH, L0 30€piraroTh JOKYMEHTH 3 MalepoBHUMH HOCIIMU
iHpopMarii.

ApxiBu, 10 30epiraroTb HAyKOBO-TEXHIYHI, aymdiOBI3yasibHI, €JICKTPOHHI JOKYMEHTH Ta
iH(pOpMaIlito, M0 BiIHECEHA /IO JEPKABHOI TAEMHHIII, KEPYIOThCs MU [IpaBuiaMu B 4acTHHI
3arallbHUX JUIS apXiBiB HOPM MIOJ0 Opradizaiii iX poOOTH, MPOBEACHHS €KCIEPTU3H I[IHHOCTI
JOKYMEHTIB Ta O(OPMIICHHS ii pe3yJIbTaTiB.

YMoBH poOOTH apxiBiB, IO 30epiraroTb HAyKOBO-TEXHIYHI, ay[IiOBi3yaslbHi, €JIEKTPOHHI
JOKYMEHTH Ta 1H(pOpMaIlil0, BIAHECEHY 0 JACp>KaBHOI TA€MHHIN, BU3HAYAIOTHCS IHIIUMHU
HOPMAaTUBHO-TIIPAaBOBUMH aKTaMH.

6. BignmoBimanpHICTH 3a OpraHizalfilo JUIOBOICTBA Ta apXiBHOI CIpaBH HECe KEPIBHUK
YCTaHOBH.

KonTponb 3a oQopMIIEHHSM Ha HaJeKHOMY pIiBHI JIOKYMEHTIB, a TaKO)X OpraHi3alliro
JIIIOBOJICTBA Ta 30€piraHHs JOKYMEHTIB Y CTPYKTYpPHUX MIJPO31iiax 3A1HCHIOIOTh 1X KEPIBHUKH.

{IIynxm 6 po3oiny I 6 pedaxyii Haxazy Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022)
7. Opranizaiis JiJI0BOJICTBA B YCTaHOBI MOKJIAAEThCS HA CIIYKOY A1I0BOJICTBA.

{Ab3ay nepwuii nynkmy 7 posoiny I 6 pedaxyii Hakasy Minicmepcmea rocmuyii Ne 1581/5
6i0 21.04.2022}
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Opranizaiisi AUIOBOACTBA B CTPYKTYPHHX MiAPO3JiaX YCTaHOB TOKJIAJAEThCsl Ha
CHCIIIbHO TPU3HAYCHY IS [BOTO O0CO0Y, y TOCaJOBIi IHCTPYKINI SKOi 3a3HAYAOTHCS 1T
000B’SI3KH.

Crnyx0a miIOBOJICTBA PO3POOIISIE 1HCTPYKINIIO 3 JIIOBOACTBA YCTAHOBH, SIKOKO OJHOYACHO
peraMeHTYyIOThCSl TMTaHHS OpraHi3allii 1iJI0BOJCTBA y MANepoBiii Ta eNeKTPOHHIN popmax.

{Ab3ay mpemiii nynkmy 7 pozoiny I 6 peoaxyii Haxazy Minicmepcmea ocmuyii Ne 1581/5
6i0 21.04.2022}

IHCprKI_IiH 3 I[iJ'IOBO,[[CTBa 3aTBCPIKYETHCA PO3NOPAAINM JOKYMCHTOM YCTAHOBH.

{Ab3ay nynxkmy 7 po3oiny I 6 pedaxyii Haxazy Minicmepcmea rwocmuyii Ne 1581/5 6io
21.04.2022}

8. ApxiB € CcaMOCTIHHMM CTPYKTYPHMM MiJpO3ALJIOM a00 BXOOUTH 0 CKIAJy CIyxkOu
TJIOBOZACTBA YCTAHOBH.

VY MajodMcenbHUX YCTAHOBaX MPU3HAYAETHCA 0C00a, BINMOBiNAlIbHA 32 BEIACHHS apXiBY
YCTaHOBH.

9. Cnyx0a A1I0BOJCTBA Ta apXiB, SKILO BOHU € CTPYKTYPHUMH MiAPO3AUIaMH, IPALIOIOTh Ha
icTaBi NOJOKEHb PO HUX, 10 MOTOMXKYIOTHCS 1 3aTBEPKYIOTHCS 3T1AHO 13 3aKOHOAABCTBOM.

{Ab3ay nepwuti nynkmy 9 poszoiny I i3 3minamu, 6Hecenumu 32i0H0 3 Hakazom
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018)

Sxmo ¢yHKuii oprasizamii AUJIOBOJICTBA B YCTaHOBI a00 BeAEHHS apXiBy YCTaHOBU
MOKJIAZICHO Ha BIAMOBITAIBHY 0CO0Y, y MOCAN0BINM IHCTPYKIIIi MOCAT0BOI 0COOM 3a3HAYAOTHCS 111
000B’s13KH, ii IpaBa Ta BiNOBIAATBHICTb.

10. KepiBHUIITBO YCTaHOBH 3000B’sS3aHO 3a0€3MEUUTH apXiB HEOOXITHUM MPUMIIICHHSIM,
o0JIaIHaHHAM 1 KaJpaMH.

11. MarepianbHuil HOCIM 1H(pOpMAILii YIPaBIiHCHKOTO JOKYMEHTA, CIIOCOOM Ta 3aco0M ii
¢ikcyBaHHS MOBHHHI 3a0e3MeuyBaTH 30€peKeHICTh JOKYMEHTA MPOTSArOM BU3HAYEHOTO CTPOKY
fioro 30epiraHHsi.

12. BnacHuKOM yIIpaBIiHCHKOTO JOKYMEHTa € yCTaHOBa, sSIka CTBOpWJIA a00 oTpuMasia Ieh
JOKYMEHT 1 BHECIIa HOro 710 CKIIaay JOKYMEHTAIIHHOTO OHTY.

13. CrnipHi nUTaHHS IIO/I0 MpaBa BIACHOCTI HA YNPaBIIHCHKI JOKYMEHTH BUPILIYIOTHCS Y
CYZIOBOMY TOPSIKY.

14. BuiydenHs (BHiMKa) OpUTiHAJIB CIIy)KOOBUX JIOKYMEHTIB i3 JOKyMEHTAII{HOro Ta
apxiBHOro (POHIIB yCTaHOBHM Ma€ OyTH TUMYACOBUM(OF0) 1 JIMINIE y BHUIIAJKaX, MependadeHux
3aKOHOM.

TumuyacoBuil JOCTyn 10 JOKYMEHTIB 3MIMCHIOETHCS HA MIACTaBl YXBalH CIIAYOTO CYZJL,
Cyly B MOpSAKY, BU3HaueHOMY KpuMiHaJIbHUM MpolecyalbHUM KOAEKCOM YKpaiHu. Y pasi
BUITy4YeHHS (BUIMKH) OpUTiHATIB JOKYMEHTIB B YCTaHOBI 00OB’SI3KOBO 3aJIMIIAIOTHCS KOMii IIUX
JOKYMEHTIB, 3aCB1IU€H1 BIANOBIAHO 10 MyHKTIB 8, 9 masu 10 po3ainy II nux IIpasui, Ta onuc


https://zakon.rada.gov.ua/laws/show/z0446-22#n21
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BUJTyYEHUX JIOKYMEHTIB. BuilyueHi JOKyMEHTH Ha/al0Thcs Oe3mocepeHho 0co0i, BUSHAYCHIH B
YXBaJli CJIITY0TO CYII, CYIY.

JlokyMeHTH, BHIydY€HI Ha TMIACTaBl YXBalM CHIAY4OTO CYIIi, Cydy, MiJUIsraiTh
000B’SI3KOBOMY IOBEPHEHHIO YCTAHOBI, ajié HE MI3HIIIE HIX Yepe3 OIUH PIK MICNA 3aKpPUTTS
MIPOBAKEHHS a00 BUHECEHHS CY/IOM PIIIEHHS Y CIpaBi.

{Ilynkm 14 po3oiny I 6 pedaxyii Haxazy Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}
I1. loxymMeHTYyBaHHS yIIPaBIiHCbKOI iHGopMaIrii
1. 3arajbHi BUMOTH 10 CTBOPEHHSI YIIPABJIIHCHbKUX JOKYMEHTIB

1. CrBoproBaHi yNpaBIiHCbKi JOKYMEHTH NOBHMHHI BIJIOBIJaTH IPABOBOMY CTaTyCy
YCTaHOBH.

[IpaBo Ha CTBOpEHHs, MiAMUCAHHS, MTOTOKEHHS, 3aTBEPIXKEHHS JOKYMEHTIB BU3HAYA€ThCS
aKTaMU 3aKOHOJIAaBCTBA, IMOJIOKEHHSMHU (CTaTyTaMH) YCTaHOB, MOJOKEHHAMU PO CTPYKTYpHI
M1IPO3AUIN 1 TOCATOBUMHU IHCTPYKITISIMH.

2. YmpaBiiHCBKI JOKYMEHTH YCTaHOBM 3a iX Ha3BOIO, (OPMOIO Ta CKJIAJOM DPEKBI3UTIB
MOBHMHHI  BiAMOBiath  yHipikoBaHUM (QopmaM, SKi BCTAHOBIIOIOTHCS HAIllOHATBHUMU
CTaHJapTaMH, HOPMAaTUBHO-NPAaBOBMMM akTaMu. llepenik KiaciB ymnpaBlIiHCBKUX JOKYMEHTIB
Bu3HadaeTbess HamionaneauM  knacudikaropom HK  010:2021, 3arBepmxeHUM Haka3oM
MinicTepcTBa pPO3BUTKY €KOHOMIKH, TOPTiBIII Ta CUIBCHKOTO TOCHOAApPCTBa YKpaiHu Bim 12
oepesns 2021 poky Ne 526.

{Ilynkm 2 enasu 1 pozoiny Il i3 sminamu, eénecenumu 32iono 3 Haxazom Minicmepcmea
rocmuyii Ne 1581/5 6io 21.04.2022}

3. OpranizaiiiHo-po3nopsiaya JOKYMEHTAIlisl, M0 € OJHUM 3 KJaciB YIPaBIiHCHKOT
JOKYMEHTAIIi1, MOAUISETHCS Ha:

OpraHizaiiiHy, MmO MICTHTh TNpaBWUia, HOPMH, IO BH3HAYAIOTH CTATYC, KOMIICTEHIIIIO,
CTPYKTYpY, IITaTHy YHCENBHICTh 1 TOCAJOBUH CKIIQ] yCTaHOBU, (PYHKIIOHAIBHUN 3MICT
TISUTBHOCTI YCTAHOBHM Ta 11 MiAPO3AUTIB (MOJMIOKEHHS a00 CTaTyT YCTaHOBM, TOJOXKEHHS PO
CTPYKTYpHI MiIPO3/IiIN YCTAaHOBH, MOCAA0BI IHCTPYKIIii, INTATHI PO3MUCH, JOTOBOPH TOIIO);

po3nopsauy, 110 dikcye pileHHs HOPMaTUBHO-IIPaBOBOTO abo
OpraHizamiifHO-pO3MOPSAUOTO  XapakTepPy 3 OCHOBHUX MHTaHb JISUTBHOCTI  YCTaHOBH,
aJIMiHICTPAaTHBHO-TOCMIOAAPChKUX a00 KaapoBuX (0COOOBOTO CKIady) MHTaHb (TIOCTAHOBH,
pIlIEeHHS, HAKa3H, PO3MOPSIHKCHHS ),

iHpOpMaLitHO-aHATITHYHY, 10 MICTUTH 1H(OpPMAIIifo, Ha MMiICTaBi SIKOT MPUIMAaIOTHCS TTEBHI
yOPaBIiHCHKI pilIeHHs (aKTH, MOBIIKH, JOMOBITHI 3alKMCKH, 3asBH, MOSCHIOBAJIbHI 3aIllUCKH,
MIPOTOKOJIH, CITYKOOB1 JIUCTH TOIIO).

4. TlpaBo Ha BHWJAHHS IMEBHOTO BHJY PO3MOPSAYOrO AOKyMEHTa (IIOCTAaHOBH, PIlICHHS,
Haka3zy, PO3MOPSIIHKCHHs) 3aKPITUTIOETHCS Yy TOJOXKEHHI (CTaTyTi) YCTAaHOBH 1 3YMOBIIOETHCS
MPABOBHM CTaTyCOM yCTaHOBU Ta TOPSAKOM MPUNHSATTS YIPaBIIHCHKUX pillleHb (Ha IiJIcTaBi
€TMHOHAYATBPHOCT1 200 KOJIET1aIbHOCTI).


https://zakon.rada.gov.ua/laws/show/z0791-18#n17
https://zakon.rada.gov.ua/laws/show/v0526915-21
https://zakon.rada.gov.ua/laws/show/z0446-22#n28

B ycranoBax, 1o [il0Th Ha OCHOBI KOJIET1aJIbHOCTI, iX KEPIBHUKH MAIOTh MPABO MPHIMATH
€TMHOHAYAJIbHI PINICHHS 3 BY3bKHX IMHUTaHb 1 BUJIABATH B MEKaX CBO€I KOMIETCHIIIT 1HII BHIN
PO3MOPSTINX TOKYMEHTIB.

5. CrisibHI po3mopsIul JOKYMEHTH YCTaHOB, IO BUJAIOTH OJTHAKOBI 32 (OPMOIO TOKYMEHTH
(mocTaHOBH, pillIeHHS, HAKa31, PO3MOPSIKEHHS ), BUIAIOTHCS Y BIMOBIIHIN (opmi.

CrisibHI po3MOpsAIYl TOKYMEHTH YCTaHOB, YIOBHOBAXCHUX BHJIaBaTH Pi3HI 3a (hopmoro
JTOKYMEHTH, BUJAIOThCA y (hopMi pillleHHs, sIKe Ma€ MPaBOBY CHIIy PO3MOPSIYOrO JTOKYMEHTa
KOKHOT YCTaHOBH, 110 IPUHAMAE e TOKYMEHT.

6. Posmopsmunii 1OKyMeHT Moxe OyTH BIAMIHEHO (3MIHEHO, TOTOBHEHO) JIMILIE HOBUM
PO3NOPSAAYNUM JOKYMEHTOM.

7. IlpoekT po3MOpSAUMX JOKYMEHTIB, IIO 3a4illal0Th IHTEPECH 1HIIMX YCTAHOB, MTOBHHHI
MOTIEPETHBO MTOTO/KYBATUCS 3 HUMHU. Y pa3i po30DKHOCTEH 0 MPOEKTY JOAAOTHCS 3ayBaKCHHS
a00 cyTh pO30DKHOCTEH 3a3HAYAETHCS Y CYMPOBITHOMY JIUCTI.

8. Xim oOroBopeHHs MHUTaHbL 1 pIlIEHb, 110 NMPUUMAIOTHCA HA 3aCiIaHHAX KOJETiaTbHUX
oprasiB (KoJerisix, pajax, 30opax, Hapaaax), GiKCyeTbcs B mpoToKouIi. [IpoTokon ckiiagaeTses Ha
MiJCTaBl 3amuciB, 3poOJNEHMX MiA yac 3acijaHHs (cTeHorpaMm, (oHorpam), Ta JIOKYMEHTIB,
MiTOTOBJICHUX JI0 3acilaHHs (TEKCTiB Ta T€3 JOMOBIEH 1 BUCTYIIB, JOBIIOK, POCKTIB TOCTAHOB
a0o pilleHb, MOPSIKY AEHHOTO, CIIUCKY 3alpPOIIEHUX TOIIO).

9. V Mexax KOMIETEHIIli yCTAaHOBU MOXYTh HAJCHIATH JTUCTH ITPH BUKOHAHHI OTIEPAaTUBHUX
3B’SI3KIB 3 OpraHaMHu BHWIIOTO pPiBHS, (PYHKIIIOHAIBHHUMH OpPTaHAMH, IMIJJICIIIMMH Ta I1HIIUMH
YCTaHOBaMH, a TAKOXK TPOMAJITHAMHU.

JluctyBaHHS MK CTPYKTYpPHUMH MiJpO3/AiJIaMM HEOOXiTHO YHMKATH 1 3aCTOCOBYBAaTH YCHI
PO3’SICHEHHS, BUPILIEHHS TUTaHb 10 Tese(pOHY TOILO.

10. [loBeneHHs A0 BifioMa MiUIEIIMX YCTAHOB Ta CTPYKTYPHUX MiIPO3IUIIB PO3MOPSIIIUX
JIOKYMEHTIB OpTaHiB BHIIOTO PiBHS a00 1HIIMX YCTAHOB 3MIHCHIOETHCS y (OpMi, BCTAaHOBJIEHIN
aBTOPOM JOKyMEHTa. SIKIIIo croci® He 3a3Ha4eHO0, yCTaHOBA BUPIIIYE 1€ MUTAaHHS CAMOCTIHHO.

Oprasxi3ariiifHi Ta po3nopsa4i JOKYMEHTH YCTAHOBM JTOBOJSATHCS 10 BUKOHABLIB Y BUIVISAIL
KOIIiif a00 BUTHTIB.

[TpoToKosbHI pillIeHHS KOJETiaIbHUX OpraHiB JOBOAATHCA [0 BHKOHABLIB Yy ¢opmi,
BCTAHOBJICHIH MOJIOKEHHSIM TIPO 11 OpTaHHu.

JlokymenTHn 6€3 aapecHOi 4acTUHU (IUTaHM, 3BITH, TOBIAKH, aKTH TOIIO) Ta JOKYMEHTH, 110
HiAJATal0Th TOBEPHEHHIO, €JIEKTPOHHI HOCIT 1H(OopMallii HaJICUIIal0THCS 13 CYIPOBIIHUM JIUCTOM.

11. OdopmiileHHS PEKBI3UTIB OpraHi3aIlifHO-PO3MOPSIAU0l JTOKyMEHTAIlll Ta MOPSAOK ix
pO3TalTyBaHHs 3OIHCHIOIOTBCA 3 ypaxyBaHHAM BHUMOr HallioHanbHOTO cTaHAapTy YKpaiHu
«JlepxaBHa yHi(pikoBaHa cucreMa JIOKyMEHTaITii. VYuidikoBana cucremMa
opranizaiiitHo-posmopsimuoi  gokymerrtamii. JCTY 4163:2020», npuifHITOr0 HaKa30M
Jlep>kaBHOTO MIAMPUEMCTBA « YKpaiHCHKUN HAYKOBO-JOCIITHUN 1 HaBYAJIBHUN LIEHTP MpoOIeM
cranmapru3anii, ceprudikamii ta sxocti» Big 01 mumas 2020 poxy Ne 144 (mami - JCTY
4163:2020).


https://zakon.rada.gov.ua/laws/show/v0144774-20

{Ihynkm 11 enasu 1 posoiny Il 6 pedaxyii Hakasy Minicmepcmea rocmuyii Ne 1581/5 6io
21.04.2022}

12. Ilix yac miaroToBKH, OPOpMIICHHS Ta/abo OIpallOBaHHS JTOKYMEHTIB 3aCTOCOBYIOThH
PEKBI3HUTH, IO BIATOBIAAIOTH TPU3HAYCHHIO JOKYMEHTA a00 cioco0y HOTO OIpaIftoBaHHSI.

Ha moxymeHnTax, 10 HiAJsAraloTh NOBEPHEHHIO, BIIMITKH MO iX ONpPAIIOBAHHS B yCTAHOBI
HE MPOCTABISIOTH.

13. 3 wMeroro miABUIIEHHS €(QEKTUBHOCTI Ta OMNEPATUBHOCTI opraHizauii podoTH 3
JOKyMEHTaMH OJIHAKOBI 3a 3MICTOM JIOKyMEHTH MOXYTh OyTH YHi(p1KOBaHI IUISIXOM pO3po0IeHHs
TpadapeTHUX TEKCTIB, SIKI BKIIOUAIOTHCA 10 30ipHUKA (anb00My) yHI(iKOBaHUX (THUIOBUX) (opM
JOKYMEHTIB YCTaHOBH.

14. YcraHOBHM 3MIMCHIOIOTH TiJOBOACTBO JEP)KAaBHOK MOBOK. J[OKyMEHTH O(QOpPMIIIOIOTH
JIep>KaBHOIO0 MOBOIO, KPiM BHIIAJIKiB, IIEpe10aYCHNX 3aKOHOIABCTBOM IPO MOBH B YKpaiHi.

JlokyMeHTH, SIKi HaJICUIIal0ThCS IHO3EMHUM ajipecaTtam, 0(OPMITIOIOTh YKPaiHCHKOI MOBOIO,
a00 MOBOIO JiepKaBU-aipecara, ado OHIEI0 3 MOB MI>KHAPOTHOTO CIIUIKYBaHHS.

15. OO6MexxeHHsT OCTYIy A0 iH(OpMAIIii, IO MICTATh YIIPABIIHCHKI TOKYMEHTH, 1 HaJIaHHS
im BignmoBimHuUX TpudiB («Ins cmoyxO6oBoro kopuctyBaHHs», «KoHbineHmiHo», «TaeMHO»
TOIIIO) 3IACHIOIOTHCS BiJIMTOBIHO 10 3aKOHO/IaBCTBA.

2. BJIaHKH TIOKYMEHTIB

1.  OpranizamifHO-po3mopsI4i  JTOKYMEHTH  O(QOpPMIIOIOThCS ~ Ha  ONaHKax, IO
BHUTOTOBJISIOTHCS 3TiJTHO 3 BUMOTaMH THIIOBOT IHCTPYKIIi 3 IJTOBOJICTBA B MIHICTEPCTBAX, 1HITUX
[EHTPAILHUX Ta MICIIEBUX OpraHaX BHUKOHABYOI BIAW, 3aTBEPKEHOI mocTaHoBOoro KabiHety
MinictpiB Ykpaiau Big 17 ciuas 2018 poxy Ne 55 (mami - TumoBa iHCTPYKITisl 3 T1JIOBOJICTBA).
Po3mimenns pekBi3uTiB Ha 61anKy noBuHHO Biamosigatu JJCTY 4163:2020.

{A63ay nepwui nynkmy 1 enasu 2 posoiny Il 6 pedaxyii Haxazy Minicmepcmea tocmuyii Ne
1581/5 6io 21.04.2022}

3pa3ku OMaHKIB 3aTBEPIKYIOTHCS PO3TOPSAUYNM JOKYMEHTOM YCTAaHOBH.

2. YcTaHOBH po3pOOISIIOTh OIAaHKK JOKYMEHTIB CTPYKTYPHHUX HiZPO3/UTIB, BIIOKPEMIICHUX
MIIPO3AUTIB Ta OJAHKH TOKYMEHTIB IM0CaI0BOT 0COOM B TOMY pa3i, SKIIO KePIBHUK CTPYKTYPHOTO
MiPO3iTY, BIIOKPEMIIGHOTO MIAPO3IUTYy 4YM TocazoBa 0coba MaioTh MPaBO IMiMUCYBATH
JOKYMEHTH B MEXKaX iX TTOBHOBaXCHb.

Ha 6nankax mocanoBux oci0 Ta OJaHKax CTPYKTYPHHX MiAPO3ILUTIB, IO HE € IOPUAUIHUMU
oco0aMH, HE BIITBOPIOIOTHCH 300pakeHHS TepOiB, eMOieM abo TOBapHOro 3HaKa (3HaKa
00CITyTOBYBaHHS).

3. YcraHoBH, 10 3iMCHIOIOTH JUCTYBAaHHS 3 NOCTIHHUMM 1HO3€MHUMH KOPECIIOH/IEHTaMH,
MOXYTh BHTOTOBJIATH OJIaHKH, PEKBI3UTH SKHX 3a3HAYAalOTHCS JIBOMAa MOBAMH: JIBOPYY -
YKpPaiHChKOIO, MPaBOpYY - 1HO3EMHOIO. bliaHKu, 110 MICTATh PEKBI3UTH, BUKJIAJCHI 1HO3EMHOIO
MOBOIO, BUKOPHUCTOBYBATH B Me&XaxX YKpaiHH HE PEKOMEHY€ThCS.

4. ITaniepoBi OaHKM IPYyKYIOTHCS HA Marepi BUCOKOI SKOCTI papOaMy HACHYEHUX KOJIBOPIB.
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{Ab63ay nepwuii nynkmy 4 enaeu 2 posoiny Il 6 peoakyii Hakasy Minicmepcmea rocmuyii Ne

1581/5 6i0 21.04.2022}

Jlis BUTOTOBNCHHS ONlaHKa po3polisieThes Horo makeT y macmrTali 1:1, Ha sIkoMy MaroTh
OyTH HaHECEH1 TMOCTIMHI PEKBI3UTH OJIaHKa, HEOOX1AHI BIIMITKHU JJIs IEPEMIHHUX PEKBI3HTIB, a
TaKOX 3a3Ha4Y€HI PO3MipH 30H PO3TAlTyBaHHS PEKBI3UTIB.

5. PimenHs mpo cmoci® BHUTOTOBIEHHs ONaHKIB Ta HEOOXITHICTH iX OOMIKy mpuiimMae
KEPiBHUK 3aJIe)KHO BiJl XapaKTepy MisIbHOCTI YCTAaHOBH.

Buau OnaHkiB, 110 3aCTOCOBYIOTBCS B YCTaHOBI, Ta MOPSAOK ix oOMiKy 1 30epiraHHs
BH3HAYAIOTHCS IHCTPYKITIEIO 3 NUJTOBOJICTBA YCTAHOBH.

6. OOOB’s3k0BOMYy OOJIKY MiUIATalOTh NpOHyMepoBaHi Onanku. I[lopsakoBi HoMepH
HPOCTABISIIOTH  HYMEPaTopoM, JAPYyKapChbKUM a00 iHIIMM CIIOCOOOM Ha HIDKHBOMY TIOJi
3BOPOTHOTO TOJIs OJ1aHKa ab0 JIIBOMY MO JIMIIBOBOTO OOKY ONaHKa.

KoxkeH BHJI NpOHYyMepOBaHOrO OJiaHKa OOJIKOBYETHCS B JKypHasll peecTparii OnaHKiB
JOKYMEHTIB, ¢opMy SKOTro HaBelneHO B nojarky | no mux [IpaBui, abo 1HIIIN peecTpauiiHii
¢dopwmi, a Onanku 30epiraroTecs B madax, cerdax, 1o HaaiiiHO 3aUUHIIOTHCS 1 ONEYaTyOThCS.

3HUIICHHS 3IMICOBaHUX OJAHKIB 3MIMCHIOETHCS B YCTAHOBJICHOMY MOPSAKY 3a aKTOM 3
BiJIMITKOO B OOJIIKOBO-peeCTpatiiHii Gopmi.

7. OcoOu, sIKi BIAMOBIAAIOTH 32 00K, 30epiraHHs Ta BUKOPUCTAHHS OJlIaHKIB, BU3HAYAIOTHCA
KEPiBHUKOM YCTAaHOBH, TIPO IO BUAAETHCS POMOPSTINN TOKYMEHT.

8. He mna Omankax oGhOpMIIIOIOTBCS JEsIKi BHYTPIIIHI JOKYMEHTH (3asBU NpAlliBHUKIB,
JIOTIOBITHI 3aIMCKH, JIOBIIKM TOIIO) Ta JOKYMEHTH, IO CTBOPIOIOTHCSA BiJ IMEHI KUIBKOX
YCTaHOB.

CrinbHI po3nopsaa4i TOKYMEHTH Ta JMCTH O(QOPMIIIOIOThCA Ha YMCTUX apKyllax marepy i3
3a3Ha4YeHHSIM HaliMEHYBaHb YCTaHOB Ha OIHOMY PiBHI, a Ha3BH BUAY IOKYMEHTa - TIOCEPEIHHI.
JliBopyu 3a3Ha4yaeTbCsl Jara, OpaBoOpydY - peecTpauidHuil iHgekc (Homep). Ilpu npomy
300paxxeHHsI repOiB, eMOsIeM, TOBapHUX 3HAKIB (3HAKIB 00CIyTOBYBaHHS) HE B1ITBOPIOIOTHCSI.

3. [leuarku

1. IlpaBo Ha 3acTocyBaHHS TepOOBHX TI€UaTOK (ISl YCTAHOB, SIKI MalOTh IPaBO
BUKOPHCTOBYBATH JIEPXKAaBHY CUMBOJIIKY) a00 MEYaTOK YCTAHOBH 13 3a3HAYCHHSAM HaliMEHYBaHHS
YCTaHOBH Ta 1AeHTU(IKALIIHOrO Koy (Iami - meyarka yCTaHOBH) 3aKPIIUTIOETHCS Y MOJIOKEHHI
(cTaTyTi) yCcTaHOBHM 1 3yMOBITIOETHCS ii IPABOBUM CTaTyCOM.

Ha nokymeHTax, 1o 3acBiI4yrOTh MMpaBa TPOMAIsH 1 OPUIUIHUX OCI0, Ha SIKUX (IKCYEThCS
(hakT BUTPATH KOIITIB 1 MPOBEICHHS OIEPAIlii 3 MaTePiaIbHUMU I[IHHOCTSMH, TIAMKIC MOCAT0BOT
(BiAMIOBITATBHOT) 0COOM CKPITUTFOETHCS MEYAaTKOIO YCTAaHOBH (32 HASBHOCTI).

2. B ycraHoBax J03BOJSETHCS TAaKOX 3aCTOCOBYBAaTH I€YAaTKU CTPYKTYPHHUX MiApPO3ALIIB
(cmyxOu ainoBoxcTBa, Oyxranrepii, KaapoBoi CIyOH TOIIO), MMEYaTKH JJIs1 OKPEMHUX KaTeropin
JOKYMEHTIB (11 KOMiM, MepenmycToK, KOHBEpPTIB TOILO), a TaKOX METaJeBl MEeYaTku - s
oreyaTyBaHHS PUMILIEHb, mad, ceidib.


https://zakon.rada.gov.ua/laws/show/z0446-22#n32
https://zakon.rada.gov.ua/laws/show/z0446-22#n32

3. YcTaHOBH MOXYTh 32 HEOOXIJHOCTI 3aCTOCOBYBAaTH INTaMIIM 3 MIOBHUM HaiMEHYBaHHSM
YCTaHOBH Ta IHIIUMH PEKBi3UTaMU OlaHKa.

4. B iHCTpYKIIii 3 ALTOBOACTBA YCTAHOBU BU3HAYAIOTHCS BUIM 1 KUTBKICTh MEYATOK, IITAMIIIB,
0 3aCTOCOBYIOTBCS, TMEPETiK JOKYMEHTIB, MIIMUACH Ha SKHUX BIAMOBITHO /10 3aKOHOJABCTBA
HEoOXiTHO CKPIIJIIOBATH MEYATKOK YCTAHOBH, Ta MOPSAIOK 3aCTOCYBAHHSI IIEYATOK.

5. Po3mopsiiuuM TOKYMEHTOM KepiBHHKA YCTAHOBH BHU3HAYAIOTHCS TOPSA0K BUKOPHUCTAHHS,
Miciie 30epiranHs Me4aTKyd yCTaHOBH 1 IMOCAI0BI 0cOOH, BIAMOBIIabHI 3a ii 30epiranHs, a TaKOX
MePEITiK MOCaTOBUX 0CI0, MIAMUCH IKUX CKPITUTIOIOTHCS MEYaTKOK YCTaHOBH.

6. IIpaBo 3acBig4eHHS JOKYMEHTIB Ta IX KOMIA MOXXE€ HA/IaBaTHUCS MOCAJOBUM Ta 1HIIAM
0cobaM Ha MiJICTaBl JOBIPEHOCTI.

7. Y mocamoBUX 1HCTPYKIIISX BH3HAYAIOTHCS MTOBHOBAKCHHS 1100 3aCBITYCHHS JOKYMEHTIB
Ta 1X KOIIH.

8. BigOWTOK mMedaTku, IO 3acBigdye MiAMHUC MOCAAOBOI OCOOM, CTABUTHCS TAaKUM YHUHOM,
o0 BIH OXOIUIIOBAaB OCTaHHI KiJdbKa JiTep HalMEHyBaHHsS IOCAaJAU OCOOM, siKa Mifmucaa

JOKYMEHT, ajie He MiANUC MOCaaoBoi 0cOOH. Y TOKYMEHTax, CTBOPEHUX Ha OCHOBI YH1()iKOBaHUX
dhopm, reyaTka CTaBUTHCS Ha OKPEMO BUIIJICHOMY JJIS IIBOTO MicIli 3 BIAMITKOIO «M. TLy.

9. O6nik yciX me4yaTok Ta IITaMIIiB, 1[0 3aCTOCOBYIOTHCS B YCTAHOBI, BEIETHCS Y JKypHAII 32
(bopMor0, HaBeICHOIO B J10AaTKy 2 10 nux IIpaBui.

Bumaga medarok, mrTamIiiB MocagoBUM 0co0aM 3MIMCHIOETHCS MM MIAMKC Y BIANOBIIHOMY
KypHaJi.

10. ITeuarku 30epiratoTbes y madax (ceidax), o HaaiiiHO 3aMUKAIOTHCS 1 ONIEYaTyOThCS.

11. TIlepeBipka HasBHOCTI ME€YaTOK 1 IUTAMIIB 3A1MCHIOETbCA IIOPOKY KOMICI€ERO,
MPU3HAYEHOIO PO3NOPATIUM JTOKYMEHTOM KEPIBHUKA YCTAaHOBH, Ta O(OPMITIOETHCS AKTOM.

4. HaiiMeHyBaHHSI YCTAHOBH

1. HalilmeHyBaHHSI YCTaHOBM - aBTOpa JIOKyMEHTa, Y TOMY YMCI CKOpOUYEHE (3a HAasIBHOCTI),
Mae BIJAIMOBIIaTH HaiMEHYBaHHIO, K€ MICTUTbCSA B €IMHOMY JIep>KaBHOMY PEECTPl IOPUAUIHUX
oci0, ¢pizuyHuX 0ci0 - MANPUEMIIIB Ta rpoMaACbkuX (popmyBaHb. CkopoueHe HalilMeHyBaHHS (3a
HAsSIBHOCTI) po3MilIyeThes (y AyXKax abo 0e3 HUX) HW)KYE NMOBHOTO HAaMEHYBAHHS OKPEMHUM
PSIKOM TIO TIEHTPY JOKYMEHTA.

2. HaiiMeHyBaHHSI YCTQHOBM BHIIOTO PIiBHS 3a3HAYAETHCS Y CKOPOYCHOMY BUINIAMI, SKIIO
HeMae o(iIiifHO BUBHAYEHOTO CKOPOUYEHHS - MOBHICTIO. Ha OGiiaHkax ycTaHOBH, sika Ma€ TOJIBIHE
a0o moTpiitHe MiAMOPSIKYyBaHHS, 3a3HAYAIOTHCS HAIMEHYBAaHHS YCIX YCTaHOB BHILOTO PiBHS.

3. Ha Omanky ycraHoBU, sKa OJHOYACHO MIAMOPSAIKOBaHA MICIEBI JepKaBHI
aaMiHIicTpalii 1 MiHICTepCTBY (IHIIOMY LIEHTPaJbHOMY OpraHy BHKOHABYOi BIaJaH),
PO3MIIIYETHCS TITHKA HAMEHYBaHHS JepKaAMiHICTpaIlii.

4. HaitmenyBaHHs (iii, TEpUTOPIATILHOTO BiJJIUICHHS, CTPYKTYPHOTO IMiIPO3ALTY YCTAaHOBH
3a3HAYAETHCA Y pasi, SKIIO BOHU € aBTOPAMH JOKYMEHTA, 1 pO3MILIy€ThCSI HUKUEe HaliMEHyBaHHS
YCTaHOBH.



{Po30in I oonosneno nogow enasoio 4 3eiono 3 Haxazom Minicmepcmea ocmuyii Ne 1581/5

6i0 21.04.2022}

5. laTryBaHHSI yIPABJIIHCbKUX TOKYMEHTIB

1. JlaToro moKyMeHTa € BIAMOBITHO Jara HOTO TMiANMHUCAHHS, 3aTBEPIPKCHHS, MPUHHATTS,
peectpartii abo ckiaseHHs (A7 aKTiB), 3aCiTaHHA KOJIET1aIbHOTO OpraHy (AJs MPOTOKOIIiB).

Haty obopMIIsitoTh BiANMOBIAHO 10 MyHKTY 32 po3airy Il TunoBoi iHCTpyKIii 3 A1IOBOACTRA.

{Ab3ay opyeuu nynkmy 1 enasu 5 po3oiny Il 6 peoaxyii Haxasy Minicmepcmea rocmuyii Ne
1581/5 6i0 21.04.2022)

OO0OB’SI3KOBOMY  JIaTyBaHHIO 1 TIANUCAHHIO TUISTAlOTh YCl CIy)KOOB1 BIIMITKH Ha
JOKYMEHTaX, TOB’s3aHi 3 iX MPOXOKCHHSIM Ta BUKOHAHHSM (PE30JIOIii, MOTO/PKECHHS, Bi3H,
BIIMITKHY TTPO BUKOHAHHSI JIOKYMEHTA 1 BHECEHHS HOTO JI0 CIIPaBH).

{Ilynkm 1 enasu 5 pozoiny I oonoeneno nosum absayom 32iono 3 Haxaszom Minicmepcmea
rocmuyii Ne 1581/5 6io 21.04.2022}

2. Yci pekBI3UTH Ha JOKYMEHTI, ITOB’s3aH1 3 HOTO IPOXOKEHHSIM 1 BAKOHAHHSIM, JIaTYIOThCS
1 mignucyrotbes. Jlara JOKyMeHTa MPOCTaBISAETHCS IOCAAOBOIO 0CO000, sKa HOro BI3YE,
moroKye abo 3aTrBep/pkye. Jlata 3a3HavaeThCs HIDKYE MIIMKUCY JTIBOPYY.

3. ITlim wac peectparmii ITOKyMEHTa HOTO Jara TMPOCTABISIETHCS TPAIIBHUKOM CITY>KOH
JIIOBOJICTBA B JIiBi1M BEpXHiil YaCTHHI JOKyMEHTa Ha CIIeLiabHO BiIBEICHOMY MiCIIi Ha OJIaHKY.

VY nokyMeHTax, CKJIaJIeHUX He Ha OJaHKy (3asBU MpPalliBHUKIB, JOMOBIAHI 3aMCKH, TOBLAKU
TOII[0), JaTa MPOCTABISAETHCS ABTOPOM JOKYMEHTA HUXKYE ITi/IITHCY.

4. Ha mokyMeHTi, BUIaHOMY JIBOMa a00 OiIbIIe yCTaHOBAMH, 3a3HAYAETHCS OJHA JIaTa, sIKa
BIJIMTOBIA€ JaTi OCTAaHHBOTO i IIHCY.

6. IToromkeHHs1 yNpaBJiHCHKHX JOKYMEHTIB

1. ¥V pa3i BUHHKHEHHsI TOTPeOM y MPOBEICHH] OIIHKH JOIIBHOCTI CTBOPEHHS TOKYMEHTA,
Horo OoOTrpyHTOBAHOCTI Ta BiAMOBIAHOCTI 3aKOHOJIABCTBY 3I1HCHIOETHCS MOTOMKEHHS MPOEKTY
JTOKYMEHTA.

2. IloromkeHHsT MOXKE 31MCHIOBATHCH K B YCTAHOBI MOCAJOBUMH 0COOAMH, SIKi BiATIOBITHO
0 iX KOMIETEHIi BHUPINIYIOTh IHUTAHHS, MOPYIIEHI B TMPOEKTI JAOKYMEHTa (BHYTpIIIHE
MOTO/KEHHA), TakK 1 3a 11 MeXaMu IHIIMMHU 3alHTEPECOBAHMMHU YCTAaHOBaMHU (30BHIILIHE
TTOTO/IPKEHHS ).

30BHIIIHE TOTO/KEHHS TPOCKTIB JOKYMEHTIB, CTBOPEHHX Yy TMamepoBiii Qopwi,
o opMITIOETHCS BIAMOBIAHO 10 MyHKTY 62 po3ainy II TunoBoi iHCTpyKIii 3 i710BO/ICTBA.

{Ilynkm 2 enasu 6 po3oiny Il oonoeneno nosum absayom 32iono 3 Haxaszom Minicmepcmea
tocmuyii Ne 1581/5 6io 21.04.2022}

3. BHyTpiniHe mOromKeHHsT 0POPMIISIOTH IIIJISIXOM HPOCTABIISHHS Bi3H, siKa 0()OPMIIIETHCSI
BignmoBigao 10 JICTY 4163:2020 i BkIO4ae: 0COOMCTHI MiANMUC, BIACHE IM’S 1 MpIi3BUINE


https://zakon.rada.gov.ua/laws/show/z0446-22#n37
https://zakon.rada.gov.ua/laws/show/z0446-22#n37
https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n654
https://zakon.rada.gov.ua/laws/show/z0446-22#n44
https://zakon.rada.gov.ua/laws/show/z0446-22#n44
https://zakon.rada.gov.ua/laws/show/z0446-22#n44
https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n771
https://zakon.rada.gov.ua/laws/show/z0446-22#n49

MoCcazoBoi 0colu, siKa Bi3ye NOKYMEHT, JaTy Bi3yBaHHS. Y pa3i moTpedu Moxke OyTu 3a3Ha4YeHa
nocasia 0codu, sika Bi3y€e JOKYMEHT.

4. Bi3u mpoCTaBIISIOTHCS Ha NPUMIPHUKAX JOKYMEHTIB, L0 3aJHUINAIOTHCS B YCTaHOBI.
[IpoexTu po3nopsAuuX JOKYMEHTIB BI3yIOThCS Ha MEPUIOMY IPUMIPHHUKY.

VY HesKkux BUMAAKAX JOMYCKAEThCS MOAPKYIIHE Bi3yBaHHS JOKYMEHTIB. BUau JOKyMEHTIB,
10 TOTPEOYIOTh MOAPKYLTHOTO Bi3yBaHHS, 3a3HAa4Yal0ThCA B IHCTPYKIIii 3 I1JIOBOACTBA YCTAHOBHU.

5. 3ayBakeHHS 1 MPOMO3MIIII A0 MPOEKTY AOKYMEHTa BUKJIAJAIOTHCSI HA OKPEMOMY apKyIlli,
PO IIO Ha MPOEKTI pOOUTHCS BiAMOBIIHA BiIMITKA.

[Tpo HasiBHICTB 3ayBakeHb 00OB’I3KOBO MOBITOMIISIOTH 0CO0I, KA IMiIMHUCYE TOKYMEHT.

6. Ilepenik mocagoBux 0OcCi0, sIKI TMOBHMHHI 3aBi3yBaTu JIOKyMEHT B YCTaHOBI, BH3Ha4ae
NPAaLiBHUK, SIKUI CTBOPIOE TOKYMEHT, BUXO/STUHU 3 HOTO 3MICTY.

7. BHyTpIlIHE TIOTOMKCHHS MPOEKTY TOKYMEHTa 3aJIe)KHO BijJ MOTO 3MICTy POBOAMTHCS B
TaKid IMOCIHIJJOBHOCTI: TPAI[IBHUKOM, SKHH MiATOTYBaB JOKYMEHT, KEPIBHHKOM CTPYKTYypHOTO
MiIPO3aTy, B SIKOMY HOTO CTBOPEHO, (DyHKIIOHAJLHUMH, TEPUTOPIAILHUMH IMAPO3AiIaMu (3a
HEOOXiHOCTi), TOCaJOBUMHU 0c00aMu, sKi 3a3Hau€Hi B MPOEKTi JOKyMEHTa SK BHKOHABIII,
(hIHAaHCOBHM M IPO3A1IOM ab0 TOJIOBHUM OyXrantepom (OyXraiarepom) (SKIIO MPOEKT JOKYMEHTa
CTOCY€ThCSI (D IHAHCOBUX IUTaHb), KEPIBHUKOM IOPUAMYHOI CiyxOm (topuctoM) (y pasi
MOTO/DKCHHSI TMPOEKTIB HOPMATHBHO-TIPABOBUX aKTiB, OpraHi3allifHUX Ta pPO3MOPSIYMX
JOKYMEHTIB YCTAHOBH), 3aCTYITHUKOM KEpiBHUKA YCTaHOBH, SKHH BIAIOBIJa€ 3a MUTAHHSI, L0
MICTATBCS B IPOCKTI JIOKYMEHTA.

[IpoekT HOpPMAaTHBHO-NPABOBUX aKTIB, HaKa3iB (PO3MOPSAIKEHb) 3 OCHOBHOI AISUIBHOCTI,
aJIMIHICTPAaTUBHO-TOCIIONAPChKUX MHUTaHb Ta JOAATKH J0 HUX BI3YIOTbCS TAaKOX KEPIBHHUKOM
CIIy>)kOM  JIIJIOBOZACTBA, KEPIBHUKOM CTPYKTYPHOIO MiJpO3JALIy (CHemiajictoM) 3 IHUTaHb
3ano0iraHHs Ta BUSABJICHHS KOPYIILIii, @ TAKOX PEAaKTOPOM (3a HasBHOCTI).

{Ilynkm 7 enasu 6 po3oiny Il oonoeneno nosum absayom 32iono 3 Haxaszom Minicmepcmea
rocmuyii Ne 1581/5 6io 21.04.2022}

[TpoexT Haka3iB (pO3MOPSKEHB) 3 KaJPpOBUX MUTaHb (0OCOOOBOrO CKJIaJy) Ta JOAATKU JI0
HUX BI3YIOThCS MPALlIBHUKOM KaJpOBOIi CIY>KOU, IKMIi CTBOPUB JJOKYMEHT, Ta HOTO KEPIBHUKOM, a
TaKOX 3aJIe)KHO BiJl BUJAIB HaKa3iB MOCAJ0BUMH 0CO0aMM CTPYKTYPHOIO HiJPO3/ily 3 MUTaHb
3armo0iraHHsl Ta BHUSBIEHHS KOpYILIi (3a HAsABHOCTI), OyXraJTepchbKoi CIyXOM, I1HIIUMU
M0CaJIOBUMU 0COOAMH, SIKUX CTOCYETHCS JOKYMEHT.

{Ilynkm 7 enasu 6 po3oiny I oonoeneno nosum abzayom 32iono 3 Haxaszom Minicmepcmea
tocmuyii Ne 1581/5 6io 21.04.2022}

8. ITopsimok Bi3yBaHHS MEBHUX BHJIIB JOKYMEHTIB 3a3HAYAETHCS B IHCTPYKLUIi 3 A1IIOBOJCTBA
YCTaHOBH.

9. 3a 3MicT NOKyMEHTa, SKH BI3YEThCS KUIbKOMa OcOo0amMu, Taki 0COOM BiAMOBINAIOTH
3T1IHO 3 KOMIIETEHIIIEIO.

10. Sxmo y mpomeci Bi3yBaHHsS 0 MPOEKTY JOKyMEHTa BHECEHO CYTTEBI 3MiHH, BiH
HiiIsirae JOONpaIfoBaHHIO, EPEIPYKYBAaHHIO 1 IOBTOPHOMY Bi3yBaHHIO.


https://zakon.rada.gov.ua/laws/show/z0446-22#n49
https://zakon.rada.gov.ua/laws/show/z0446-22#n49

11. 30BHIIIHE TOTOMKEHHS MPOEKTIB JTOKYMEHTIB MOXe OyTH O(OpMIIEHO apKyliem
MOTO/PKCHHSI, TPU(OM TOTODKCHHSI, JTOBIJAKOIO MPO IMOTO/PKCHHS, JIMCTOM TOTO/KEHHS a0o
NPEJCTABICHHSAM IMPOTOKOIY OOTOBOPEHHS IMPOEKTY OKYMEHTa Ha 3acilaHHI KOJETiaJbHOTO
oprany.

12. I'pu¢ noromxenns opopmisierses Bianosiano 1o ACTY 4163:2020.

13. Apkym moropkeHHsI CKIaJaeThCcs y pasi, SKIIO 3MICT JOKyMEHTa CTOCYETHCS Oijblie
HK TPbOX YCTaHOB, NP0 HIO0 POOUTHCS BiIMITKa B JOKYMEHTI Ha Miclli TpUda MOTOMKEHHS,
HaINpUKIaI;

ApKy1II TOTOJIKEHHS TOAAETHCA.

14. Apkym moromxeHHsT oQOpPMIISIETBCS BIAMOBiIHO A0 MyHKTY 65 posniny II Tumosoi
THCTPYKIIii 3 TIJTOBOJICTBA.

{Ab3ay nepwuii nynkmy 14 enasu 6 po3oiny Il 6 peoaxyii Haxasy Minicmepcmea rocmuyii Ne
1581/5 6i0 21.04.2022)

[Tinmuc mocamoBoi 0COOM CKPITITIOETHCS IMEYATKOI YCTAaHOBH (32 HasIBHOCTI ).

15. KokHa 3 yCTaHOB, SIKId HAJICITaHO TIPOEKT JOKYMEHTa Ha MOTOKEHHS, MOXE HaJlaBaTh
OKpEeMHMH apKyIl TIOroJUKeHHs, ab0 apKyll TIOTO/DKEHHS TMepeNaeTbesi 3aiHTepeCOBAHUM
yCTaHOBaM Y MOC1I0BHOCTI, BU3HAYEH1H YCTaHOBOIO - aBTOPOM IPOEKTY JOKYMEHTA.

Apkym abo apKymn MOTOMKEHHS 30epiraroTbCs pa3oM 3 JIOKYMEHTOM, SKHH OyIo
MOTO/KEHO.

16. 30BHINTHE TOTOMKEHHS Y pa3i MOTpeOr, BU3HAYECHOI 3aKOHOJABCTBOM, 3IIHCHIOETHCS B
TaKiil MoCiOBHOCTI:

3 YCTaHOBAMH OJTHAKOBOT'O PiBHS Ta iHIIUMH yCTaHOBAMU;
3 rPOMaJICBKUMHU OpraHizalisiMy;
3 OpraHam, siKi 341HCHIOIOTh Jep>KaBHUN KOHTPOJIb Y MEBHIN cdepi;
3 yCTaHOBAMU BHIIOIO PiBHS.
7. 3aTBepa:KeHHS YNPABJIIHCHKHUX IOKYMEHTIB

1. 3arBepKEeHHS YIPaBIIHCHKUX JOKYMEHTIB 3/1IHCHIOETCS 0COOMCTO MOCAT0BOIO 0CO00I0
(mocagoBumMu oco0amMu) BIANOBIAHO A0 11 (iX) MOBHOBa)k€Hb a0 PO3MOPSIIYUM JTOKYMEHTOM
YCTAaHOBM 13 3a3HAUEHHSIM Ha JOKYMEHTI rpuda 3arBep/pkeHHs, o(pOpPMIEHOro BIANOBIAHUM
YHHOM.

2. PosmopsmurM JTOKyMEHTOM YCTaHOBH 3aTBEPIKYIOTHCS IMOJIOKEHHS MPO CTPYKTYpHI
MiPO3AUIN, 1HCTPYKIIii, MpaBWia, MOPSAIKH Ta 1HII JOKYMEHTH HOPMAaTHBHO-TIPABOBOTO a0o
HOPMATHBHOTO XapakTepy.

3. IlocanoBoro 0c000I0 0OCOOMCTO 3aTBEPAXKYIOTbCA JOKYMEHTH, L0 HE MOTPeOylTh
JOJaTKOBUX BKa31BOK, 3aB/JaHb LIOJ0 IX YIMPOBA/PKEHHS a00 BUKOHAHHS (IIOJIOKEHHS (CTaTyTH)
YCTaHOBH, MPOTOKOJIH, aKTH, IJIAHM, 3BITH, KOLITOPUCH, IITATHI PO3MUCH, IOCAIOBI IHCTPYKIIIi,
[IpOrpaMu, HOPMAaTUBHU TOLIO).


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n784
https://zakon.rada.gov.ua/laws/show/z0446-22#n49
https://zakon.rada.gov.ua/laws/show/z0446-22#n49

4. Tlepeniku BHUJIB JOKYMEHTIB, 11O 3aTBEP/KYIOTHCS MOCAJA0BOI0 0CO00I0 (IIOCaJOBUMHU
oco0amu), BU3HAYAOTHCS IHCTPYKITIEO 3 JUTOBOACTBA YCTAHOBH BiJIMTOBIIHO J0 3aKOHO/IABCTBA.

5. SIkmo JOKYMEHT 3aTBEPIXKY€EThCS KOHKPETHOIO TI0CaI0BOIO 0C00010, TpU() 3aTBEPIKCHHS
opopmisieTsest Bianosinuo a0 JACTY 4163:2020.

Y pasi, KoM JIOKYMEHT 3aTBEP/DKYETbCS TMOCTAHOBOIO, DIIICHHSAM, Hakas3oM,
PO3MOPSKEHHSIM, TpH(Q 3aTBEPKEHHS O(POPMIISETHCS BIAMOBIMHO 10 TYHKTY 37 posminy II
TunoBoi iHCTPYKILIi 3 A1TOBO/CTBA.

{Ilynkm 5 enasu 7 po3diny Il donosnerno nosum abzayom 32iono 3 Haxazom Minicmepcmea
tocmuyii Ne 1581/5 6io 21.04.2022}

8. llinmucaHHs ynpaBJdiHCBKUX IOKYMEHTIB

1. TTocamoBi 0coOuM MIAMUCYIOTH TOKYMEHTH B MEXaX CBOIX NMOBHOBaXCHb, BUSHAUYCHUX Y
MOJIOKEHHAX (CTaryTax) YCTAaHOBH, IOJOXKEHHSAX MPO CTPYKTYPHI HiAPO3AUIM, IOCAJT0BUX
THCTPYKIIISAX, PO3MOPSIIUYOMY JOKYMEHTI IPO PO3MOIiT OOOB’SI3KIB MIXK KEPIBHUKOM Ta HOTO
3aCTYITHUKAMH TOIIO. Y 3a3HAYE€HUX JOKYMEHTAaX BH3HAYAETHCS TAKOXK MOPSJIOK IMiMUCAHHS
JIOKYMEHTIB 1HIIUMH 0CO0aMM B pasi BiJICYTHOCTI KEpIBHUKA YCTAHOBH Ta MOCAJOBUX OCI0, AKi
YIOBHOBAXEHI iX MiMHUCYBATH.

[lpaBo migmucaHHS JAOKYMCHTIB MOXKE HAJaBaTUCS MOCAJIOBHM Ta IHIIMM ocobaM Ha
MiJICTaB1 JOBIPEHOCTI.

2. Ilianuc ckiajgaeThes 3 HAa3BU MOCAAU OCOOM, KA MIAMHCY€E TOKYMEHT (IOBHOI - SIKILO
JTOKYMEHT HaJIpyKOBaHWI HE Ha ONaHKY, CKOpOYEHOI - Ha JOKYMEHTI, HaJpyKOBaHOMY Ha
01aHKy), 0COOMCTOro MiANHUCY, BIACHOTO iMeHi 1 mpi3Buia. Jlo3BonseTbes B pekBi3uTi «lliamucy
TICIISE HA3BU TTOCAM OCOOM 3a3HAYyaTH BUCHE 3BAHHS, HAYKOBUW CTYTHb.

VY pasi ohopMIICHHS JOKyMEHTa Ha OJaHKY IMOCaI0BOi 0COOM HA3BY IMOCAIH y MIIUCY HE
3a3HAYal0Th.

3. Ilpu cTBOpEHHI [OKYMEHTIB MIJIUCYEThCS OAWH NPUMIPHUK JOKYMEHTa, SKHH €
OpHUriHaioM. BUHATOK CTaHOBIATH AESKl BUIM JOKYMEHTIB (HANpHUKIaJd aKTH, JOTOBOPH, SIKi
CTBOPIOIOTHCA B KUIBKOX MPUMIPHUKAX, KOXKEH 3 SIKUX MA€ CUITy OpUTIHATY).

4. YV pa3i HajcWIaHHS JOKyMEHTA y TarepoBiii opmi 3 OJHAKOBUM 3MICTOM OJHOYACHO
KiJTbBKOM YCTaHOBaM IIiIHCY€ThCS TUIBKH OpPHUTIHAJ, SKHH 3aJIMINAETHCS Y CIPaBi YCTaHOBH -
aBTOpa TAaKOTO JOKYMEHTA, a Ha MiCILs PO3CHIIAIOTHCS 3aCBIUEHI CIIYy>KOOI0 TIOBOACTBA HOTO
KoTTii.

[Topsnox mianucaHHd Ta OQOPMIIEHHS JOKYMEHTIB y MamepoBii Gopmi, sIKi aapecyroThes
yCTaHOBaM, IX CTPYKTYPHHUM MiApo3aigaM abo KOHKpPETHiM mocanoBiif 0co0i, a TakoX THX, IO
MICTATh KUThbKa KOHKPETHHX apecariB, 3AIMCHIOETHCS BIAMOBIAHO A0 TyHKTY 36 posmury Il
TunoBoi iHCTPYKLIi 3 A1IOBOACTBA Ta IHCTPYKIIIi 3 JIOBOACTBA YCTAHOBH.

{Ihynkm 4 enasu 8 pozoiny Il 6 peoaxyii Haxazy Minicmepcmea rocmuyii No 1581/5 6io
21.04.2022}

5.V pa3si, KoM 3a 3MICT JIOKyMEHTa HECYTh BIANOBIAAIBHICTD KiJIbKa 0Ci0 (aKTH, (hiHAHCOBI
JOKYMEHTH TOIIO),- TOKYMEHTH MIIMUCYIOThCA ABOMa ab0 OuibIne mocagoBumMu ocobamu. [lpu


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n693
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bOMY TIJIMUCH TOCAJAOBHX OCI0 PpO3MIIIYIOTBCS OAWH MiJ OJHUM BIJAMOBIAHO 10
MiAOPSAIKOBAHOCTI 0Ci0, HAaPUKJIAL:

Jupexrop [Mignuc Bnacne im’s [IPI3BUIIE

lonoBHwmit Oyxranrep [Tigmmc Bnacue im’st TIPI3BUIIIE.

{Ihynkm 5 enasu 8 pozoiny Il 6 peoaxyii Haxazy Minicmepcmea tocmuyii No 1581/5 6io
21.04.2022}

6. Y pasi mianucaHHs CHIIBHOTO JOKYMEHTa KiJTbKOMa 0co0aMu, sIKi 3aiiMaloTh OJHAKOBI
1ocajy, iX MiAMUCH PO3MINIYIOTHCSI Ha OJJHOMY DiBHI 1 CKPITUTIOIOTHCS MeYaTKaMH yCTaHOB (3a iX
HasIBHOCTI), HAITPUKJIA;

HupexTop JlepKaBHOTO apXiBy HauanbHuk YnpaBiiHHS KYJIbTypU

Cymcbkoi obnacTi CyMcbkoi 0051acHOi Iep:kaBHOT aIMiHICTparii
[Tligmuc Bmacae im’s [TPI3BUIE ITignuc Bnacue im’s ITPI3BUILIE
BITOUTOK MEUATKH YCTaHOBU B1JIOMTOK T€YaTKHU yCTAHOBU

{Ihynkm 6 enasu 8 pozoiny Il 6 peoaxyii Haxazy Minicmepcmea tocmuyii No 1581/5 6io
21.04.2022}

7. JIOKyMEHTH KOJETiaJlbHUX OpraHiB (pilleHHS, IIOCTAaHOBHM) MHIAMUCYE TOJIOBA
KOJIET1aJIbHOTO OpTaHy.

[TpoTokon MiAMHUCYIOTH TOJOBYIOUMH Ha 3aciJaHHI KOJICTIaThbHOTO OpraHy 1 Cekperap,
HAIPUKIAT;

T'onoBa xomicii ITigmuc Bnacue im’s ITPI3BUILIE

Cekperap komicii [Migmuc Brnacue im’s [TPI3BULLLE.

{A63ay Opyeuu nymkmy 7 enasu 8 posoiny Il i3 sminamu, énecenumu 32ioHo 3 Haxazom
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022}

8. JlIokyMeHTH, CKJIaIeHI KOMICi€l0, MiANUCYIOTh TOJI0BA KOMICI{ 1 BC1 UJIEHH KOMICII.

9. JlokyMeHTH, 110 Mi/UIATaloTh 3aTBEPIKEHHIO (IHCTPYKIIii, MOJIOXKEHHS, IpaBUia TOIIO),
MIIMTKMCY€E TTOCaa0Ba 0c00a, BIAMOBIIaIbHA 3a 1X IMiITOTOBKY.

10. ¥V pa3i BificyTHOCTI MOCagoBOi 0coOW, Ha3Ba MOCA]H, MPI3BUINE, BIACHE IM’S SKOL
3a3HAYCHO Ha TPOEKTI JOKyMEHTa, MOTro MiAmUCye ocoba, sika BHKOHYE ii 000B’s3KH, abo ii
3aCTyMHHK. Y TakoMy pa3i 000B’SI3KOBO 3a3HAYAIOTHCS (paKTUYHA MOCA/Ia, BIACHE iM s, MPI3BUIIE
ocobM, sKa Tmignucana JAOKyMeHT. lIpu 1bOMy BUIpABICHHS BHOCSTH PYKOIIMCHUM a0o
MAIIMHOIIMCHUM CIIOCO0OM, SKIIO JOKYMEHT HEMOXKIIUBO MepenpyKyBati. He nomyckaeTbes min
Yac MiANUACaHHS JOKYMEHTa CTaBHTH NPUHMEHHUK «3a» YW MPAaBOOIYHY MOXHIY PUCKY Iepen
Ha3BOIO MMOCA/IH.
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JlomaBaHHS 1O Ha3BU I1OCAJW KEPIBHUKA YCTaHOBH a00 CaMOCTIHHOTO CTPYKTYPHOTO
migpo3aury  cmiB  «BukoHyrounii  000B’si3km» 200  «B.o.» 31ilCHIOETBCS Ha  MIJACTaBl
PO3IOPSAAUOTO JOKYMEHTA.

{Ab63ay opyeuu nynkmy 10 enasu posoiny Il 6 peoaxyii Haxasy Minicmepcmea rocmuyii Ne
2277/5 6io 04.07.2018}

11. Ha nmokymeHTH B €JeKTpOHHIN (opmi HakiIamgaeTbcs KBadi(hiKOBaHWHA €IECKTPOHHHUI
IMAMMC UM T€YaTKa 3TiTHO 13 3aKOHOIaBCTBOM.

{Ilynkm 11 enaeu po3oiny Il 6 pedaxyii Haxazy Minicmepcmea tocmuyii Ne 1827/5 6io
12.06.2018;}

12. dakcuMinbHE BiITBOPEHHS MIAMUCY MOCAA0BOI 0COOM HA OpraHi3aliiiHO-pO3NOPSIIUHX,
(hiHaHCOBHX, OyXTaNTEPChKUX JOKYMEHTAX 3a IOMOMOTOI0 MEXaHIYHOTO a00 1HIIIOTO KOTiFOBaHHS
HE JIOITYCKA€THCS.

9. 3araJibHi BUMOTH 10 TEKCTY YIPABJIIiHCHbKHX JIOKYMEHTIB

1. Tekct ympaBIiHCBKOTO JOKYMEHTa MOBHHEH OyTH YiTKMM, KOHKPETHHM, JIAKOHIYHUM,
iHhopMaTuBHUM Ta BignoBigatu opdorpadiuHuM, IEKCUIHUM, MOP(OIOTIYHUM, CHHTAKCUYHUM,
CTHJIICTUYHHM, IyHKTYaI[iHHAIM HOpMaM.

2. TekcT 1OKyMEHTa MOBUHEH CTOCYBATHCS TOTO IMUTAHHS, iK€ CPOPMYIbOBAHE B 3arOJIOBKY
70 TEKCTY, YITKO BiJOOpa)kaT NPUYMHY W METy CTBOPEHHS JOKYMEHTa, PO3KpHUBAaTH CYTb
KOHKPETHOT CIIpaBH, MICTUTH apryMEHTOBaH1 J10Ka3u, BUCHOBKH, ITPOMO3HIIii.

3. Ilix wac ckiIagaHHS JTOKYMEHTIB BXXHMBAETHCS UIOBHHA CTWIIb, JUIS SKOTO XapaKTEpHUH
HEHTpaNnbHUN TOH BHKIAJCHHS, M030aBIEHUIl OOpPa3HOCTI, €MOIIMHOCTI Ta I1HIUBIAyaJbHUX
aBTOPCHKHX PHC.

4. TekcT JOKyMeHTa O(QOPMIISIOTh Y BUIVISAL CYIIJIBHOTO 3B’SI3HOTO TEKCTY, 400 aHKETH 4u
Tabnuili, abo MIJITXOM MOETHAHHS X (HOpM.

CyuinpHHH 3B’SI3HMH TEKCT JOKYMEHTa MICTUTh TPaAaMAaTUYHO 1 JIOTIYHO Y3TOIKEHY
iHpopMaLit0o Mpo  yNpaBIiHCBKI  Aii 1 BUKOPUCTOBYETHCS  MiJ  Yac  CKIIaJaHHS
OpraHizarifHO-po3MoPsAYUX JOKYMEHTIB.

Tekct, gK TNpaBWwIO, CKIAAAETHCA 3 BCTYNMHOI, MOTHUBYBAJbHOI Ta 3aKJIIOYHOI YACTHH.
BcerynHa uacTuHa MICTHTH MiJCTaBy, OOTpYHTyBaHHS a00 METy CKIaJeHHS TOKYMEHTa,
MOTHBYBaJIbHA - OOTPYHTYBAaHHS TO3WINI yCTAaHOBH, B 3aKJIIOYHIM - BHCHOBKH, MPOMO3UIIII,
pIIIEHHS, TPOXaHHSI.

{Ab3ay mpemiu nynkmy 4 enasu 9 poszoiny Il 6 pedaxyii Haxazy Minicmepcmea rocmuyii’ No
1581/5 6i0 21.04.2022)

TekcT TOKyMEeHTa MICTUTh iHpOpMaLito, 17 GikcyBaHHS SKOi Horo cTBopeHo. [Hdopmariis B
TEKCT1 JTOKYMEHTa BHKJIQJAE€ThCS CTHCIIO, TPAMOTHO, 3pO3yMiJ0 Ta 00’€KTUBHO. J[OKyMEHT He
MOBUHEH MICTUTH MOBTOPIB, & TAKOXK CIIIiB 1 3BOPOTIB, sIKi HE HECYTh 3MICTOBOTO HABAHTA)KCHHSI.
[Tix gac cknagaHHs JOKYMEHTIB BXKMBAETHCS TUIOBUM CTUJTD.

{Ilynxm 4 enasu 9 po3oiny Il donosueno nosum adzayom 32iono 3 Haxazom Minicmepcmasa
tocmuyii Ne 1581/5 6io 21.04.2022}
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5. IlocunaHHg y TeKCTI JIOKYMEHTa Ha JIOKYMEHT, Ha SIKMH JaeThCcs BIANOBIAb a00 Ha
BUKOHAHHSI SIKOTO TIATOTOBIICHO I[eH TOKYMEHT, HABOJUTHLCS Y TaKiil MOCIIOBHOCTI: Ha3Ba BUILY
JOKyMEHTa, HaliMEHYBaHHS YCTAHOBM - aBTOpa JOKYMEHTA, Jara Ta peecTpaliiHui 1HJIEKC,
KOPOTKUH 3MICT JOKyMEHTa. Y pa3i MOCWJIaHHS Ha 3apeecTpOBaHU HOPMATHBHO-TIPABOBUI aKT
JI0/IaTKOBO 3a3HAa4yaroThCs TaKl peecTpaliiHl JaHi: JaTa Jep’KaBHOI peecTpallii, HOMep aKTa
3rigHo 3 Jlep)kaBHUM peecTpoM HOPMAaTHBHO-TIPABOBUX AaKTIB MIHICTEPCTB Ta IHIIMX OpraHiB
BHUKOHABYO] BJIa/IU.

[TocunanHs y TEKCTI JOKYMEHTA Ha MOPSIKOBI HOMEPH PO3IUTIB, MAPO3ILUTIB, TJIaB, CTaTEH,
MYHKTIB Ta MiJIyHKTIB HOPMaTHBHO-IIPABOBOIO akTa poOUTHCS LU(ppaMu; MOPSIKOBI HOMEPH
YaCTUH cTaTel, ab3aiiB 1 peueHsb - ciaoBamu. [locuiaHHg y TEKCTI HOPMAaTHBHO-ITPABOBOTO aKTa
Ha 1ed JOKyMEHT abo HOro CTPYKTypHI OJUHMII POOUTHCA 3 BUKOPUCTAHHSIM BKa3iBHOTO
3alIMEHHUKA «LE».

{Ilynkm 5 enasu 9 pozdiny Il 6 peoaxyii Haxazy Minicmepcmea iocmuyii Ne 1581/5 6io
21.04.2022}

6. TekcTH CKIaIHUX 1 BETUKUX 3a 00CATOM JIOKYMEHTIB (TOJ0KEHHS, MpaBuia, IHCTPYKLUIi,
OIVISIAM, 3BITH TOLIO) HOAUISIOTHCS HAa PO3IUIM, MIAPO3ALIH, MyHKTH, MiANyHKTU. [lyHKTH B
TEKCTI HyMEpPYIOThCSl apaOChbKUMU LM(paMu 3 Kpankoro, a MiMYHKTH - apaOCbKUMU [IUPpaMHu 3
TYKKOIO.

Po3niin HyMepyrOThCsl pUMCBKHMHE ITU(GPAMH, a TAKOXK B OKPEMHX BHIIQJIKaAX BOHH MOXYTh
MOIUIATUCS HA TVIABU.

7. ®opma aHKETH BUKOPUCTOBYETbCA y pa3l BUKIAACHHA y LU(POBOMY ab0 CIOBECHOMY
BUIVISAL 1HpoOpMalii npo oguH 00’€KT 3a NMeBHUM o0csiroM o3Hak. [locTiiiHoIO iH(OpMalie B
aHKeTI € y3arajibHeHi O3HAaKH, 32 SKMMHU IPOBOAUTHCS OMHUC 00’€KTa, a 3MIHHOIO - KOHKPETHI
XapaKTePUCTUKH.

8. Tabnuyna opma TOKyMEHTa BUKOPHCTOBYETHCS y pa3l BUKIAACHHS Y mudpoBoMy adbo
CJIOBECHOMY BUIJIsA/II iH(pOpMaIlii po KibKa 00’ €KTIB 3a PsIZIOM O3HAK.

3arosioBku rpad TabIUIll TUITYTHCS 3 BETUKOI JIITEPH, M1A3ar0JI0BKHU - 3 MAJIO1 JIITEPH, SKIIO
BOHM CTAHOBJIATH OJIHE I[JIE 13 3ar0JIOBKOM, 1 3 BEJIMKOI - SKIIO MiA3arojJOBOK Ma€ CaMOCTiHE
3HaueHHd. Kpanky B KIHII 3arojoBKiB 1 Mi/J3arojioBKiB Ipad HE CTaBIATHCSA. 3arojoBKHU 1
MiA3arojJoBKU rpad Ta psAAKiB TabnMil MOBUHHI OyTH BUKJIAJEHI IMEHHUKOM Yy Ha3UBHOMY
BIZIMIHKY OJHHHH. Y 3arojioBKax 1 MiJ3arojoBKax psKiB 1 rpad TaOMWIll BKUBAIOTHCS JIUIIIE
3araJlbHONIPUMHATI YMOBHI ITO3HAYEHHS 1 CKOPOUYECHHS.

I'padu Tabmuiri, ski pO3MINIYIOTHCS Ha KUIBKOX CTOpiHKax, HyMepyroThcs. Ha mpyriit Ta
HACTYIHUX CTOPIHKax TaOJIMIII 3a3HAYAIOThC HOMEpH rpad, a TakoxkK y BEpXHbOMY IPaBOMY KyTi
- ciioBa «IIpomoBXKEeHHS JOIaTKay.

9. B ycraHoBax, IO [iOTh 3a MNPUHLIMIIOM €JIWHOHAYAJIBHOCTI, TEKCT PO3MOPSAUOTO
JOKyMeHTa BHKIanaeTbes Bij mnepmoi ocoou (HAKA3VIO - y nakazax, 30BOB’A3VYIO -y
PO3HOPSIKEHHSX ).

Y posmopsimuux JOKyMEHTaX YCTaHOB, MIO [iIOTh 3a TPUHIIUIIOM KOJETiaJIbHOCTI,
3aCTOCOBYEThCS (popMa BHUKIALy TeKCTy Bix Tpethoi ocodu omuuuu (ITOCTAHOBIJISE,
BUPILIYE, 30bOB’A3YE).
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Y CHITBHHX PO3MOPSAYUX JTOKYMEHTaX BUKOPHUCTOBYETHCS ()OpMa BHKIAIAY TEKCTY Bij
nepmoi  ocobu wmHOXkHHH (HAKA3YEMO, 30BOB’A3YEMO, ITIOCTAHOBJISIEMO,
BUPIIIYEMO).

Y mpoTokoiax 3acTOCOBYETHCS (popMa BUKIAMY TEKCTY BiJl TPEThOI OCOOM MHOXHHH 3a
CXEMOIO:

CIIYXAJIN - BUCTVYIIWJIN - BUPIHINIIN (Y XBAJIUJIU, IIOCTAHOBUJIN).

Y JucTyBaHHI 3aCTOCOBYEThCA (hopmMa BHKIAMy TEKCTy BIJ TEPIIOi 0COOM MHOXHUHH
(BBayKaEMO, HaJICUIIAEMO, TIPOCUMO, TMPOIIOHYEMO) ab0 BiJl TPEThOT 0COOM OAHUHU («IHCTUTYT HE
3anepeuye», « MiHICTEpCTBO BBaXKa€ 32 HEOOX1THE).

VY HOKyMeHTaX, CKJIQJICHUX MOCaTOBOI0 OCOOO0I0 1 aapecoBaHUX KEPIBHUKY YCTAaHOBH abo
CTPYKTYPHOTO MiJpO3/ALTy (IOTOBIIHA 3alKCKa, MOSCHIOBAIbHA 3aICKa, 3a5Ba), 3aCTOCOBYETHCS
¢dopma BUKIIay TEKCTY Bij MEpIIoi 0coOM OJHUHU (TIPOIIOHYIO, BBAXKAl0, MPOIILY).

10. Oco0auBOCTI MIArOTOBKHM Ta 0(pOPMIICHHS PO3MOPATUNX
JOKYMEHTIB

1. TligrotoBKy po3MOpSIIYOrO JOKYMEHTAa MOXKE IHIIIIOBaTH KEPIBHUK YCTAaHOBH abo
Oy/b-sIKUN CTPYKTYpPHHUM MiAPO3ALI.

Ko 1HIIATOPOM TMIATOTOBKUA PO3MOPSAIYOTO JOKYMEHTA € CTPYKTYPHHH MiAPO3MIia, TO
HEOOXiIHICTh HOro BUIAHHS IMOBHHHA OyTH OOIpyHTOBaHa B JOMOBiAHIN 3amucui. PimeHHs
KEepIBHUKA BUPAKAETHCS PE3OITIOIIIETO.

2. Bynp-sIKuil po3nopsauuil JOKYMEHT, 32 BUHITKOM CITUTBHOTO, 0(pOpMITIOIOTH Ha ONaHKYy i3
3a3HAYCHHSM HOTO KOHKPETHOTO BHY (IOCTaHOBA, PIlLICHHS, HAKa3, PO3MOPSHKECHHS).

Posnopsiaui qokyMeHTH (Haka3u, pO3MOPSKEHHS) 3 KaApOBUX MUTaHb (0COOOBOTO CKJIady)
TaKO)X MOXYTh OyTH CKJaJeHI Ha MiJCTaBl MDKrajay3eBUX THUIOBUX YHI(QIKOBaHHX (HOpM,
3aTBEPKCHUX B YCTAHOBICHOMY MOPSIKY.

OcobmuBocTi  OpOpMIIEHHS TIPOEKTIB HOPMATHBHO-TIPABOBUX aKTiB yCTAHOBH, SIKi
MiJUIAraloTh Jep>KaBHIA peecTpallii, BU3HAYAIOThCsl THMOBOIO 1HCTPYKIIIEIO 3 JALTOBOACTBA Ta
THCTPYKIII€IO 3 A1JIOBOJICTBA YCTAHOBH.

{Tlynkm 2 2naeu 10 po3diny Il donoeneno nogum abzayom 32iono 3 Haxazom Minicmepcmea
rocmuyii Ne 1581/5 6io 21.04.2022}

3. 3MicCT pO3MOPSTIOrO TOKYMEHTa KOPOTKO BUKJIAJIAETHCS B 3ar0JIOBKY, SIKHH MTOYMHAETHCS
3 mpuiiMmenHuka «lIIpo» 1 ckiamaeTbcs 3a JOMOMOror BimmiecniBHoro imeHHuka («IIpo
3aTBepKeHHS...», «lIpo BBemeHHs...», «[Ipo mpuitHATTS Ha poOOTY...») abo imeHHuka («IIpo
MiJACYMKH...», «IIpo KapoBi MUTaHHS...»).

4. CTpyKTypa TEKCTY PO3MOPAIUOTO HOKYMEHTA, SIK MPAaBUIIO, CKJIAAETHCS 3 JBOX YACTHH -

KOHCTaTyro4oi (mpeamOynn) i po3nopsayoi.

VY KoHCTaTyro4ili YaCTHHI 3a3HAYarOThCS ITiJICTaBa, OOIPYHTYBaHHS abo0 MeTa BUIAAHHS
PO3MOPSAYOTO JOKYMEHTA. 3a3HAa4eHa YaCTHHA MOXKE TOYMHATHUCS 31 cliB «Ha BUKOHAHH», «3
METOI0» TOHIO. SIKIO JOKYMEHT BHIAETHCSA HA IMIJCTaBi IHIIOTO PO3MOPSIYOrO TOKYMEHTA, Y


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n593
https://zakon.rada.gov.ua/laws/show/z0446-22#n79

KOHCTaTYIOYill 4aCTHHI 3a3HAaYar0ThCS Ha3Ba BHUJY I[bOTO JOKYMEHTa, HOTO aBTOp, JAaTa, HOMEp Ta
3aroyioBok. Kparika B KiHIli KOHCTaTyI0401 YaCTHUHU HE CTaBUThHCH.

KoHcTaryroua uyacTHa MoOXKe OyTH OIyIlEHA, SIKIIO pPO3Mopsijaya YacTHHA HEe MoTpelye
OOIPYHTYBaHHS, HAMPHUKIAL y PO3MOPSIYMX JOKyMEHTaX 3 KaJpOBHX MHTaHb (0COOOBOIO
CKJIany).

5. Po3mopsimya yacTMHA TOYHHAETHCS JIIECIOBOM (3aJI©KHO BiJl BUAY PO3MOPSIIOTO
JOKYMEHTA), SIKe IPYKYEThCS 3 HOBOTO PsKa BEITUKUMU JIiTepaMu 03 BiJICTYITy BiJ JIBOTO ITOJIS
1 JIaTIOK, TICJISt YOTO CTaBUTHCS JABOKPAIIKA.

6. Posmopsaua dacTMHA NOAUISETHCS HAa MYHKTH 1 TWIANYHKTH, SIKI HYMEpPYHOThCS
apabcbkuMu 1Mppamu. Y KOKHOMY ITyHKTI MOBHUHHI OyTHM 3a3Hau€Hi BUKOHABII (CTPYKTYpHI
miApo3auIn abo KOHKPETHI MocaoBi (ci1y:k00B1) 0coOu), KOHKPETHI 3aBAaHHA (AOPYYEHHs) 1
CTPOKM iX BUKOHaHHA. BUKOHaBII MOXyTb OyTHM Ha3BaHI TaKoXX y3arajbHEHO, HAIPUKIAI:
«JIUPEKTOpaM LEHTPAJbHUX JEP)KAaBHUX apXiBiBY», «Ha4YaJbHUKAM CTPYKTYPHHX HiAPO3ALIIBY.
[Ipy 1BOMY HE 3aCTOCOBYETbCS HAIMCAaHHS HEKOHKPETHHMX JOpPY4YeHb, SIKI MICTATH CJIOBa:
IIPUCKOPUTHY, CTIOJIIIIATHY, «aKTUBI3yBaTH», «3BEPHYTH YBary» TOIIO.

7. Y po3nopsauux ITOKYMEHTaxX 3 KaJpOBHX MHUTaHb (0COOOBOTrO CKiIaay) po3mopsiaya
4acTMHA [OYMHAETHCA, K MPABHIO, 3 jiecnoBa y dopmi indinituea: «[TPUMHITy,
«TPU3HAUNTH», «IIEPEBECTU», <«3BUIbHUTWY», «BIAPAAUTHNY», «HAJIATN»,
«OI'OJIOCUTH» Ttomio. Jlami 3a3HA4arOThCS BEIMKHMH JIITEpaMH TPI3BUIINE MpalliBHUKA, Ha
SIKOTO TIOUIMPIOETHCA isl PO3MOPSTIOTO JOKYMEHTA, 1 MAJTMMU - HOTO iM’s Ta 110 OaTHKOBI.

@®opMyinroBaHHS MYHKTIB MOBMHHI OyTH UITKMMH, KOHKPETHHUMHM, BIIMOBIZaTH HOpPMaM
Konexkcy 3axoniB npo npaio Ykpainu (K3mll) abo iHmuM npaBoBUM akTam.

VY pasi npusHaYeHHs a00 3BUIBHEHHS MPAIliBHUKA 3a3HAYAI0THCS [TOBHA JIaTa (YUCIIO, MiCSIIIb,
piK) (akTHYHOrO BUXOMY MpaIliBHHKA HA pOOOTYy (MPUITMHEHHS TPYAOBHX BiJHOCHH), PO3MIpH
HOT0 MOCa0BOT0 OKJIAAY BiMOBIIHO /IO IITaTHOTO PO3MHUCY, HAA0ABOK Ta JOIUIAT.

VY KOXHOMY IyHKTI PO3MOPSAAYOro JOKYMEHTa 3 KaJpOBHUX HHUTaHb (0COOOBOIO CKIIaay)
3a3HayaeThCs MiJCTaBa 1I0J0 MOro BUJAHHS (3asBa MpalliBHUKA, KOHTPAKT, JOMOBIHA 3alMCKa,
pillleHHs aTecTauiiHOi KOMICIT TOIIO).

Poszmopsiaui TOKyMEHTH 3 KaapoBHX MHUTaHb (0COO0BOTO CKIIamy) oGOpPMITIOIOTh y BUTVISII
1HAMBIOyalbHUX (CTOCYIOTBCS OJHOTO TMpalliBHUKA) 1 3BEACHMX (CTOCYIOThCS KIJIBKOX
MIPaIliBHUKIB).

VY 3BeAeHUX PO3NOPSATUUX JOKYMEHTAX /10 PO3MOPSA U0l YACTUHU BKIIIOYAIOTHCS ITYHKTH, 1110
MICTATh iH(pOpMaLio, Yy Takiii MOCHIIOBHOCTI: NPUHHATTA Ha poOoTy (ciayxO0y), nmepeBeqeHHs,
3BUIBHEHHA. Y MeXaxX IUX MYHKTIB HIAMYHKTaM{ 3a3HayaloTh MPI3BUINA MPAI[iBHUKIB 3a
asndasitoM. [Ipu 11bOMY 10 OZTHOTO 3BEIEHOTO PO3MOPSIUOr0 JOKYMEHTA HE MOXKYTh BKJIFOUATUCS
MYHKTH 3 iHPOpMAITi€T0, SKa 3T1THO 13 3aKOHOIaBCTBOM Ma€ Pi3HI CTPOKHU 30epiraHHs.

8. SIKII0 pO3MOPSAIYUM JOKYMEHTOM BiIMIHSETHCS MOMEPEIHIN pO3MOPSI YA TOKYMEHT, Y
PO3MOPSI Ui YaCTHHI 3a3HAYAETHCS IMYHKT, SKUW TOBUHEH MMOYMHATHUCS 31 ClTiB: « BU3HATH TakuM,
I110 BTPaTUB YHHHICTD, ...».


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

9. OcTaHHIM MYHKT PO3MOPSAYOI YACTHHHM Yy pasi MOTpedM MOXKe MICTUTH PillIeHHS PO
MOKJIAZICHHSI HA CTPYKTYpPHUH Migpo3ain abo mocafoBy ocoly (GYHKLIH 3 KOHTPOIIO 32
BUKOHAHHSM PO3IOPSTIOTO JOKYMEHTA.

10. Po3nopsaunii TOKyMEHT HaOHpae YMHHOCTI 3 MOMEHTY HOro MiANuCaHHsA 1 peecTpari,
SKILO B TEKCT1 HE BCTAHOBJICHO 1HIII CTPOKH.

11. 3 po3nopsauuM AOKYMEHTOM 3 KaJpOBHX IMUTaHb (0COOOBOTO CKiaxy) 0OOB’SI3KOBO
O3HAWOMJIIOIOTH 3TraJlaHUX y HBbOMY OCi0, fKi Ha TMepIIoMy NPUMIPHHUKY JOKyMEHTa 4Yd Ha
crieriaibHOMY OJIaHKY TPOCTABIISIOTH CBOI IMiIMHCH 13 3a3HaUYEHHSAM J1aTH O3HAHOMIICHHSI.

11. 3acBigueHHs KOIii Ta BUTATIB CJ1yKOOBHX JOKYMEHTIB

1. Iopsimok BUTOTOBJIEHHS, 3aCBiTUYEHHS Ta BHIABaHHS KOMiH JTOKYMEHTIB BH3HAYa€ThCS
THCTPYKIII€IO 3 A1JIOBOJICTBA YCTAHOBH.

2. VYcraHoBa Mae€ IpaBO 3acBiIYyBaTH KOMii JTOKYMEHTIB, IO CTBOPIOIOTHCS B HiH, 3a
BHHITKOM KOIIM JIOKYMEHTIB, SIKi BIATOBIAHO JO 3aKOHOJABCTBAa IMOTPEOYIOTH 3aCBITYCHHS B
HOTapiaJIbHOMY HOPSIKY.

3. Komnii 10KyMEHTIB IHIIMX YCTaHOB MOXKYTb BUTOTOBIIATHUCS 1 3aCB1IUyBaTUCS YCTAHOBOIO B
TaKUX BUIAJKaX:

Ha BUMOTY CyJOBHUX Ta 1HIIMX IMPAaBOOXOPOHHHUX OPraHiB;

JUISl BHYTPIIIHBOTO BUKOPHCTAHHS B YCTaHOBI (1111 Yac BUPILICHHS MUTaHb II0A0 MPUHHATTS
rpoMaasiH Ha poOOTy, HaBYaHHSA, 3aCBIAUEHHS X TPYIOBUX, >KATIOBHX Ta IHIIMX MpPaB y
B3a€EMOBIIHOCHHAX 3 YCTaHOBOIO). Hanmpukiaz, ycTaHoBa MOYKe BUTOTOBHUTH 1 3aCBITYUTH KOO
IWIIIIOMA MPAIiBHUKA, sIKa MOTiM Oyze miaAmuTa 10 Horo ocoboBoi cripaBy.

4. Jlo3BOJS€THCS BUTOTOBIISATH KOMIIO 13 3aCBiAYEHOI KOMIii JOKYMEHTA, SKIO OpHTiHal
BIJICYTHIH a00 HOro OTpUMaT HEMOXKIIHBO.

5. Komii AOKyMEHTIB BUTOTOBJISIOTHCS 1 BUIAIOTHCS HA BUMOTY IHINUX YCTaHOB a0o
TPOMAJISIH 3 J03BOJIy KEpIiBHHUKA YCTAHOBH, MOTO 3aCTYIHHKIB a00 KEpiBHUKA CTPYKTYPHOTO
MiPO3IUTY YCTaHOBH.

6. Komis ngokymMeHTa NOBHMHHA BINOBIZaTH OpHUTiHANLY, TOOTO IOBHICTIO BiATBOPIOBATH
1H(DOopMarrito opuriHaiy 1 Bl HOTo 30BHINIHI 03HAKH a00 X YaCTHHY.

7. He nomyckaeTbCsi BHUTOTOBISATH KOMil JOKYMEHTIB 3 HEpO30ipIMBHUM TEKCTOM,
MiTYMCTKaMH, IPUITUCAMU Ta IHITUMH HEOOYMOBIIEHUMH BUIIPABICHHSIMH.

8. Komis HaOyBae 1OpuIMYHOT CHIIM JIMIIE Y pa3l 11 3aCBITYEHHS B YCTAaHOBJICHOMY MOPSIJIKY.

Hanuc mpo 3acBimdeHHsI KOMii JOKYMEHTAa CKIIAAEThCS 31 CIiB «3TiHO 3 OpUTIHAIOMY,
HallMEHYBaHHsI 1T0CaJId, OCOOUCTOTO MIAMUCY 0COOM, sSIKa 3aCBIUY€ KOIIifO, il BIACHOTO iMEHI Ta
MPi3BHUIIA, JaTH 3aCBITYCHHS KOIIi Ta MPOCTABISETHCS HIDKYEC PEKBI3UTY JokyMeHTa «Ilimgmucy,
HAIPUKIIAT;

3T1IHO 3 OPHUTIHAIOM

[TpoBigHuii cieniaiict



BIIJIITYy OpraHi3anii JiJI0BOJCTBA
ITignuc Bnacue im’s TIPI3BUILE

[ara

Hamuc mpo 3acBigueHHs KOTii CKPIMITIOETHCS MTEYaTKOI yCTaHOBH (0e3 300paskeHHs repOa)
ab0 MeyaTKo CTPYKTYPHOTO MiApo3ainy (ciiy>kOM AITOBOACTBA, CIYXOM KaapiB, Oyxrantepii
TOIII0) YCTAaHOBH (32 HasIBHOCTI).

Ha xomisix DOKyMEHTIB, IIOAO SIKUX 3/IMCHIOETHCS BHIMKA, 3a3HAYAIOTHCSI HaMEHYBaHHS
Iocagd 0coOH, sIKa 3acBigymia KoOImiio, Ii 0COOMCTHMH IiANMC, JaTa 3acBigYeHHS Ta BiIOUTOK
MEYaTKH yCTaHOBH a00 CITy»KOW J1JTOBOJICTBA, HAPUKIIA;

3riZiHO 3 OpUTiHAIOM
[TpoBigHuii criemianmict

BIJIIUTY OpraHi3ailii 11JI0BO/ICTBA
ITignmc Bmacue im’s TIPI3BUIIE

B1JIOMTOK I€YaTKN YCTaHOBU abo0 CITy>KOM JI1JI0BO/ICTBA (3a 11 HAsIBHOCTI)
Hara

VY BUMaaKax HaJCHIIAHHS KOMid TOKyMEHTIB 4epe3 CUCTEMY EJIeKTPOHHOI B3aEMOJII OpraHiB
BHUKOHABYOi BJIaJy, Ha/JCUJIAHHS KOMIA TOKYMEHTIB KUIBKOM ajpecaraM (pO3CHiIKa) Ta B 1HIIMX
BUIIAJKaX, epea0aueHnx IHCTPYKINEIO 3 AUIOBOJCTBA YCTAHOBH, 3aCBITUCHHS MANepOBUX KON
JIOKYMEHTA 3A1MCHIOIOTH 3T1IHO 3 BAMOTAMH 1HCTPYKIIIi 3 T1JIOBOJICTBA YCTAHOBHU.

{Ilynkm 8 enasu 11 posoiny Il 6 pedaxyii Haxa3y Minicmepcmea rocmuyii Ne 1581/5 6io
21.04.2022}

9. CTopiHKM KOMil JOKYMEHTIB (32 BUHATKOM THX, 1110 MalOTh OAMH apKyll) HyMEpYIOTbCA 1
BiJIMITKa MPO 3aCBIAYEHHS KOMii MOX€e JOTIOBHIOBATUCS BIAMITKOIO «Bchoro B komii apK.».
3a pileHHSM yCTaHOBU a00 Ha BHMMOIY YCTAaHOBM, SKIM HaJaeTbCsl KOMisl JOKyMEHTAa,
JIOIYCKA€THCSI 3aCB1TUyBaTH KOl JOKYMEHTIB OAPKYILIHO.

10. ApxiBHi Komii Ta BUTATH 3aCBiA9YIOTHCS BIJIOBIIHO /10 a03aIly ChOMOTO ITYHKTY 5 TJIaBH
4 pozainy XII uux [Ipaswui.

11. 3anexxHo BiJ cioco0y BUTOTOBJIEHHS KOIii MOAUIAIOTh HAa (PaKCUMIJIbHI 1 BIJIbHI:

1) (hakcuMiIbHI Komii BHUTOTOBJISTIOTHCS 3a JIOTIOMOT OO 3aco0iB
KOITiF0BaJIbHO-PO3MHOXKYBAJIbHOI TEXHIKH, Y TOMY YHCIi 0araTroyHKIIOHaJIbHUX MPHUCTPOIB, 110
TOYHO BIJITBOPIOIOTH YCI 30BHIIIHI O3HAKH, XYIOXKHI 0COOJMBOCTI O(OPMIICHHS PEKBI3UTIB, 1X
po3TanryBaHHs (BKIIIOUAIOUH MiAMUC Ta IeYaTKy) ab0o YacTHHY iX;

2) ocobucTuii MigMUC MOCaA0BOI 0COOH, sIKa MigNUcana OpHUriHajl JOKyMEeHTa, MOxe OyTh
BIJICYTHIM Y pa3l HaJCWJIaHHS KOMNIM 1HIIMM YCTaHOBaM a0o SKIIO KOIis BUXIAHOTO JOKYMEHTa
3alIUIIAE€THCS Y IJIOBOJICTBI YCTAHOBH;


https://zakon.rada.gov.ua/laws/show/z0446-22#n79
https://zakon.rada.gov.ua/laws/show/z0446-22#n79

3) Ha KOMisIX BUXIJIHOTO JOKYMEHTA, IO 3aJUIIAIOTHCA B JUIOBOJICTBI YCTAaHOBH, TEKCTH
ONaHKIB MOXXYTh HE BIJITBOPIOBATHUCS, a 3a3HAYATUCS MAIOTh JIMIIC JaTa MiAMUCAHHS JOKYMCHTA
Ta WOTO peeCTpaliiiHuil iHIEKC, Tocaga ocoOu, sKa 3acBiunia KOIo, il OCOOMCTUH IMiAIHC,
JlaTa 3acBiTYEHHS Ta BIJIOUTOK MMEYATKH CITYKOU J1IIOBOJCTBA, HATTPHUKIIA;

Jara, iHIEKC

TekcT nokymeHTa

Pexgizut «Ilinmucy» (63 ocoOuCTOrO MiANnmcy)
3riJHO 3 OpUTIHATIOM

[TpoBinHuU# cemianicT BTy IiJIOBOACTBA
[Tignuc, Bnacue im’s [TPI3BUILE

BinOurtok mevyarku BiaaiTy Ji70BOACTBA

Jara

Ha xomisix BUXiIHUX JOKYMEHTIB, IO 3aJIUIIAIOTHCS B IIJIOBOJICTBI YCTAHOBU, TOBHHHI OyTH
Bi3H ITOCAJOBHX OCI0, 3 IKUMH BOHH IIOTOKEHI, Ta Bi3W BUKOHABIIIB;

{Iionynkm 3 nynxkmy 11 enasu 11 pozdiny Il i3 3minamu, enecenumu 32iono 3 Hakaszom
Minicmepcmea tocmuyii No 1581/5 6io 21.04.2022}

4) dakcuMuIbHI KOMii JOKYMEHTIB, 110 BHMJAIOTHCS IHIIMM YCTaHOBaM 1 IpoMajsHaMm, a
TaKOXK KOMii BUXIIHUX JOKYMEHTIB, IO 3aJMIIAIOTHCS B JUIOBOJACTBI YCTAHOBH, MiJUJISTalOTh
3aCBITYCHHIO BIJIMOBIIHO A0 MyHKTIB &, 9 1€l maBw.

dakcuMiNbHI KOMil, MO MICTATh (haKCHUMIJIbHE BIATBOPEHHS MiIMUCY MOCAZA0BOI 0COOH i
NpU3HAYCH] JIMIIE 711 BHYTPIIIHFOTO KOPHCTYBAHHS B YCTAHOBI (HAIPHKJIIAI KOl pO3MOPSIINX
JOKYMEHTIB, TJIaH1B, TIOJIOKEHb TOIIO), HE MOTPEOYIOTh JOAATKOBOTO 3aCBiTUCHHS,

5) BUMOTHU HIOAO 3aCBIMYEHHS KOMil JOKYMEHTIB Ta (paKCUMUIBHOTO BiATBOPEHHS HA HUX
MIJMKACY TOCAA0BOI 0COOM Yy pasi pO3CWIAHHA B MiABIOMYI YCTAHOBH, & TAaKOXXK BIATBOPEHHS
OnmaHKa JOKyMEHTa Ha KOMiSX BHXIJHUX JOKYMEHTIB, IO 3aJIMIIAIOTHCS B YCTaHOBI,
BHU3HAYAIOThCSl B IHCTPYKLII 3 JUIOBOJACTBA YCTAaHOBM 3 BpaxXyBaHHSAM CHEHU(IKU IISUIBHOCTI
YCTaHOBHU, 3MICTy JOKYMEHTIB, 3 SIKUX BOHH BHUTOTOBIISIOTHCS, T MOJANBIIOTO BHUKOPHUCTAHHS
KOITiii;

6) BUTBHI KOTMIii BUTOTOBISIOTHCS IUIIXOM TMEPEeApyKyBaHHS a00 MEepernucyBaHHS OPUTIHATY
JIOKyMEHTa, IO TIOBHICTIO BIiATBOPIOIOTH #oro iHdopmarliito, ame He aOCONMIOTHO TOYHO
BIITBOPIOIOTH HOTO 30BHIIIHI O3HAKHU (MIPU(T, peKBi3UTH OJIaHKa, MiAMKC, IEYATKy TOILO).

BinbHa kormis nmotpedye 3acBiueHHS BIAMOBIIHO 10 MyHKTIB 8, 9 1€ maBu.

12. Butar 31 ciayx00BOTO JOKYMEHTa BHUTOTOBIISIETBCS, SIKIIO HEMae HEOOXiTHOCTI
BUTOTOBIISAITH KOMit0. BUTAT 0pOpMITIOEThCS Ha 3arajibHOMY OJIaHKy YCTaHOBH 13 JOTPUMAaHHAM
TaKUX BUMOT:

y Ha3Bl BUAY JOKYMCHTA 3a3HAYA€CTHCA: KBUTAT 3 HAKA3Y», KBUTAT 3 IIPOTOKOIIY»,

BIJITBOPIOETHCS TIOBHICTIO BCTYIIHA YAaCTHHA (SIKIIO BOHA €) CIYK00BOT0 JTOKYMEHTA;


https://zakon.rada.gov.ua/laws/show/z0446-22#n79

3 OCHOBHOi YaCTHHHM TEKCTy JOKyMEHTa BHIUCYETHCSA TOW MYHKT, iH(pOpMAIls SKOro
HeOOX1IHa;

BIITBOPIOETHCS pekB3UT «Ilixmuc» (6e3 0coducToro mianucy);

MPOCTABJIAIOTHCS  BIIMITKA TIPO 3acBITYCHHS KOMii Ta BIJOMTOK TICUATKHU CIY>KOU
JIJIOBOACTBA.

Butarun 3 mpoTOKOMIB 3acBiAuye CeKpeTap, SKHM CKJIaJae MPOTOKOIHM 1 3MAiIMCHIOE iX
30epiraHHs, 3 HaKa3iB - KEPIBHUK CIY>KOM JIIJTOBOJCTBA (KaapoBOi CIy»KO0M) abo mocaaoBa 0coda,
sKa BIAMOBITAcE 3a 1x 30epiraHHsl.

13. OcoGmuBUM BHJIOM KOTii TOKyMEHTa € IyOJikaT - MOBTOPHO O(OPMIICHHH CITY>KOOBHI
JOKYMEHT JJIi BUKOPHCTAHHS 3aMICTh BTPAUYE€HOTO YH MOIIKOKCHOTO OpHTIHATY (IUIUIOMA,
CBIJIOITBA, TPYIOBOI KHUKKH TOIIO), III0 MA€E TAKy CaMy IOPHIUYHY CHITY.

JlyGnikar BUTOTOBISIETbCS HA TaKOMYy camMoMy OJlaHKy, LI0 # OpHriHaj, Ta MICTHTb
iHpopMalito, aHanoriyHy iHdopmanii B opuriHaii. Ha HboMy HpoCTaBisIOTbCS BiJOUTOK
MeYaTKW yCTAaHOBU 1 MIJIUCH MOCAJ0BUX 0Ci0, Kl MalOTh MPaBO MIAMUCY LIUX JOKYMEHTIB Ha
MOMEHT odopmieHHs nyOmikata. Ha myOmikari mpocTaBiseThCs y MPaBOMY BEPXHBOMY KYTi
BimMiTKa «/[yOmikary.

I11. Oprani3zanisi J0KyMeHT000II'y TA BUKOHAHHS JIOKYMEHTIB

1. Bumoru moao oprasisauii J0KyMeHT000iry Ta BU3SHA4eHHS MOI0
oocsry

1. Cnyx0a AiI0OBOACTBA 3/1MCHIOE TIEPBUHHE OMpPAIIOBAaHHS JOKYMEHTIB, 1[0 HAMIMILIN 10

YCTaHOBH, iX MOMNEPEIHIN PO3MIsAl, peecTpalliio, nepeaady KepiBHULTBY Ha pO3IVIsLi, Mepenady
BUKOHABIAM. [1ici1si BUKOHAHHS IOKYMEHTH J0JIy4alOThCsl 1O CIPaB.

2. JIOKyMeHTH, CTBOpEH1 y manepoBiid (opmi, MPOXOASITh 1 ONPAIbOBYIOTHCS B YCTAHOBI HA
€IMHUX OpraHi3allifHUX Ta MPaBOBUX 3acajgax OpraHizauii JOKyMEHTOOOIry i3 JOKyMEHTaMH,
CTBOPECHHMH B €JICKTPOHHIN Popmi.

He npomyckaeTbcs ONHOYACHOTO TPOXO/PKEHHS OMHOTO 1 TOTO CaMoOro JOKyMEHTa B
eJIEKTPOHHIH 1 manepoBiit popmi.

{Ilynkm 2 enasu 1 pozoiny Il ¢ peoaxyii Haxazy Minicmepcmea rocmuyii No 1581/5 6io
21.04.2022}

3. Hna 3a0esmedeHHs e(EKTUBHOI oOpraHizamii  JTOKyMEHTOOOIry B  yCTaHOBI
nepeadadaroThCs:

MPOXO/KEHHS JJOKYMEHTIB B YCTAHOBI HAWKOPOTIINM IIIJISIXOM;

CKOPOYEHHSI KIJIbKOCTI 1HCTaHIII{, 10 SKUX MOBUHHI HAJIXOIUTHU JOKYMEHTHU (HAMPUKIAI i
qac MOTOKEHHS);

OJTHOPA30BICTh OINEpaliifi 3 OMpaloBaHHS JIOKYMEHTIB, YHHUKHEHHs yOJIFOBaHHS IIiJl 4ac
po0OOTH 3 HUMHU;


https://zakon.rada.gov.ua/laws/show/z0446-22#n79
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LEHTpaJi3alis, 30CePeIKSHHS 3IICHEHHS OAHOTUITHUX OTEpaliif 3 JOKYMEHTaMH B OJTHOMY
Micr;
palioHaJIbHE pO3TAlllyBaHHS B YCTAHOBI CTPYKTYPHHX MiIPO3/UTIB 1 POOOUUX MICIIb.

4. Tlopsaok MOKyMEHTOOOITY B yCTaHOBI pPETIaMEHTYEThCS 1HCTPYKIIIEIO 3 JIOBOJICTBA,
pernmaMeHTaMu  poOOTH 3 JOKyMEHTaMH, TMOJOKEHHSAMH TPO CTPYKTYpHI MiApO3ILIH,
MOCaIOBUMHU IHCTPYKITISIMH.

5. Oco0nmuBOCTI OpraHi3allli eJIeKTPOHHOTO JOKYMEHTOO0ITY BH3HAYAIOTHCS IHCTPYKIIEIO 3
TJIOBO/ICTBA YCTAHOBH, IO PO3POOIIOETHCS 3 ypaxyBaHHSIM BHMOT 3aKOHO/ABCTBA, a TaKOX
XapaKTEePUCTUK TEXHIUYHUX 1 MPOTrPaMHUX 3ac001B, 10 (YHKIIOHYIOTh B YCTAHOBI.

{Ilynkm 5 enasu 1 pozoiny Il i3 3minamu, énecenumu 32iono 3 Haxazom Minicmepcmea
rocmuyii Ne 1827/5 6i0 12.06.2018}

6. Y pa3i BOpOBaPKEHHS B yCTAaHOBI CHCTEMH aBTOMATH3allli JIJOBOJACTBA a00 CHCTEMH
€JIEKTPOHHOTO JJOKYMEHTOOOIry CIlly>k0a iJIOBOJICTBA Pa3oM 31 CTPYKTYpHUM MiJIPO3A1TIOM
(mpamiBHUKOM), IO BIAMOBIZA€ 3a aBTOMATH3AIlIO, PO3POOJIAE pErmamMeHTd podotu 3
JOKyMEHTaMH B €JIEKTPOHHIN GopMi.

7. Opranizamisi JOKYMEHTOOOIry y pa3i 3aCTOCYBaHHsI 3ac00iB aBTOMaTH3allii J1JIOBOICTBA
MOBUHHA 3a0€3MEUYUTH CyMICHICTh TPAIUIIIHHOTO Ta aBTOMAaTH30BAHOTO CITOCO0IB OIMpAaItOBaHHS
JIOKYMEHTIB 13 MOJIMBOCTSIMH 3aC001B aBTOMAaTH3aIli1 A1JIOBO/ICTBA.

8. O0car NOKyMEHTOOO0ITY YyCTaHOBU BH3HAYAETHCS CIIY>KO0O0I0 AUIOBOJCTBA 3 YpaXyBaHHSIM
yCiX IOKYMEHTOIOTOKIB 32 BiJIIOBIHUN Nepiof yacy (pik, KBapTai).

[TimpaxyHOK KUJIBKOCTI JIOKYMEHTIB 3MIIMCHIOETHCS 3a PEECTpAiiHUMU (opMaMu BXiTHHX,
BHYTPIIIHIX, BUX1THUX JOKYMEHTIB Y MiCISX iX peecTparii.

3a oguHUIO 00Ky OepeThesi JOKyMEHT. PO3MHOMEHI MPUMIPHHUKH, ONpalboBaHi c1yk0010
JUIOBOJICTBA, I1JIPaXOBYIOTHCSI OKPEMO Ha OCHOBI MPHUHHATOI B YCTaHOBI CHUCTEMHU OOJIKY
JOKYMEHTIB.

9. IlincyMKoBi AaHi Mpo 0OCAT JOKYMEHTOOOITY aHAII3YIOThCS, Y3arajJbHIOIOTHCS CITY)O0010
TUTOBONCTBA 32 (DOpPMOIO, HABENEHOIO B JIOJAATKy 3 10 mux [IpaBmil, i MOAAIOTHCS KEPIBHHUKY
YCTaHOBH B YCTAHOBIICHOMY HUM IOPSIKY.

2. IlpuitMaHHs, NePBUHHE ONPALIOBAHHSA I0KYMEHTIB Ta iX
nonepexHii po3risa

1. JlocraBka IOKyMEHTIB 1O YCTaHOBH 3[iMCHIOETHCS, SIK TPABHJIO, 3 BUKOPUCTAHHIM
3ac00iB TOIITOBOTO 3B’SI3KYy Ta EJEKTPO3B’SI3KYy, a TaKOXK Kyp €pPChKOIO Ta (heib1’erepchkoro
ciyx0amu.

2. Yci TOKyMEHTH, 10 HaIXOASTh J0 YCTAaHOBH, MPUMMAIOTHCS IIEHTPAI30BaHO B CITY>KO1
JJIOBOACTBA (SKCIICIUIIIT).

3. JlokymMeHTH, IO HaJifuuM B HepoOOuUMi yac, NpUHMArOThCS YEProBUM HPalliBHUKOM
YCTaHOBHM (32 HAsBHOCTI), SIKUI, HE PO3KPUBAIOYM KOPECIOHACHIIIIO, Tepenae ii B ciyxOy
J1JI0OBO/ICTBA HACTYITHOTO poOOYOro JIHS MiJl PO3IHCKY.


https://zakon.rada.gov.ua/laws/show/z0721-18#n52

4.V pa3i HaAXOMKEHHS IOKyMEHTIB y CKaHOBaHii (GopMi ix iHPOpMAIIiI0 pO3APyKOBYIOTh Ha
narepi i3 MpOCTaBJICHHSM Ha BEPXHbOMY IOJIi TOKyMeHTa Haanucy «OTpHUMaHO B €JIeKTPOHHIN
hopmi».

{Ilynkm 4 enasu 2 pozoiny Il 6 peoaxyii Haxazy Minicmepcmea rocmuyii Ne 1827/5 6io
12.06.2018}

5. ®akT HaAXOMKEHHS JOKYMEHTa 0 YCTaHOBH OOOB’S3KOBO (IKCY€ThCS IUISTXOM
MPOCTABIICHHS HAa BXIJHUX JOKyMEHTaX BiJIMITKH TPO HOTO HAIXOMKEHHS 10 YCTaHOBH, sKa
NPOCTaBIAETbCA BiJl pyKH abo 3a JONOMOIO INTamIla, aBTOMaTMYHOTO HyMeparopa Ha
JUIBOBOMY TOJI y MPaBOMY KyTi HM)KHBOTO TIOJIS TIEPIIOTO apKyllla OPUTIHATY JOKYMEHTA.
EnemeHnTamMy 3a3Ha4eHOTO PEKBI3UTYy € CKOpOYEHE HalMEHYBaHHS YCTaHOBH - OfIep)KyBada
JIOKYMEHTa, peecTpauiiHuil iHaeKc, aara (y pasi motpeOu - TOJMHA 1 XBUJIMHHU) HAIXOIKEHHS
IOKyMeHTa. Y pasi 3aCTOCYyBaHHsS aBTOMAaTH30BaHOI CHCTEMM peeCTpallii 3a3HadeHa iH(popMarlis
HAHOCHUTHCS 3a JIOTIOMOTOIO IITPUX-KOJTY.

6. IlepBuHHE ompalOBaHHS JOKYMEHTIB y CIIy>KOl1 IIJOBOJACTBa Iependadae MepeBipKy
MIPaBWJIBHOCTI 10CTaBKU KOPECTIOHACHIIIT Ta ii HITICHOCTI.

JlokyMeHTH, HaJIiCJIaHi He 3a aIpeCOr0, IIOBEPTAOTHCS BIANPABHUKOBI 0€3 iX po3IIsiy.
Po3kpuBaroThCsi BCi KOHBEPTH, 32 BUHATKOM THUX, 10 MalOTh Hamuc «OcoOUCTOY.

7. Y pa3i BiACYTHOCTI JOAATKIB, 3a3HAYEHUX Y IOKYMEHTI, 800 OKpEMHX apKYIIiB, a TAKOX
32 HasgBHOCTI MOMWJIOK B O(GOpPMIIEHHI JOKYMEHTAa, LI0 YHEMOXIIMBIIOE HOTO BUKOHAHHA
(BIACYTHICTh TIAMHMCY, BIIOWTKAa TIe4aTku, Tpudy 3aTBEPHKEHHS TOIIO), JOKYMEHT He
PEECTPYETHCS 1 TOBEPTAETHCS BIJNPABHUKOBI 13 3a3HAUCHHSM MPUYMHHA TIOBEPHEHHS Ta
MIOBIIOMJISIETBCSL TIPO TIOBEPHEHHS JOKyMeHTa TenedoHoM. [Ipu 1ibOMy BiANPaBHHKOBI MOXE
HA/ICWJIATHCS MMChMOBHI 3aIlUT, Y TaKOMY pa3i Ha JOKYMEHTI pOOMTHCS BiAMOBiJHA BiAMITKA 13
3a3HAYCHHIM JaTH 3arnuTy (PO3MOBH TenedOHOM), IMOCaaU Ta MPI3BHINA 0COOH, AKiH 3p00IeHO
3aIuT, TAMHUCY, Po3MU(PYBaHHS MTiIUCY 0COOH, sIKa 3/11MCHUIA 3aITHT.

3a3HaueHi B a03alli MepuioMy I[bOT0 MYHKTY JOKYMEHTH PEECTPYIOThCS, SIKIIO OCOOIUBOCTI
iX po3mIsiTy BU3HAUECHI CIICHIAJIBHUMH aKTaMU 3aKOHO/IaBCTBA Y BIAMOBIIHKUX cepax.

VY pasi NOUIKOKEHHSI KOHBEpTa pOOUTHCS BiNIOBITHA BiIMITKa Y TOIITOBOMY PEECTPI.

VY pa3i BIACYTHOCTI, HELUTICHOCTI BKJIaJ€Hb BHACIIJOK IIOMIKO/UKEHHS KOHBEpTa,
yIaKyBaHHsI, IO MPHU3BENIO J0 HEMOXIIMBOCTI IPOYUTAHHS TEKCTY TOKYMEHTA, CKIIQJA€ThCS aKT
y JABOX NPHUMIPHUKAX, OAWH 3 SKUX HAJCUIAETHCS KOPECIOHJAEHTY, a IHIIMHM 30epiraerbcs y
CITyx01 JIIJTOBOJICTBA.

{Ilynkm 7 enasu 2 pozdiny Il ¢ peoaxyii Haxazy Minicmepcmesa tocmuyii Ne 1581/5 6io
21.04.2022}

8. AIpecHi SPIMKH PEKOMEHJIOBAHUX KOHBEPTIB 1 MaKeTiB 30epiraroThCs 1 JONAIOTHCS JI0
JOKYMEHTIB, a TaKO)X KOHBEPTH, KOJIM JIMIIE 3a KOHBEPTOM MO)KHAa BCTAHOBHUTHU aJipecy
BIJIIPAaBHUKA, Yac BIANPABICHHS Ta OJEp)KaHHS JOKyMeHTa, ab0o KOIM B KOHBEPTI BIJCYTHI
OKpeMi JOKYMEHTH, a00 BCTAaHOBJIICHO HEBIAMOBIIHICT HOMEPIB JOKYMEHTIB HOMeEpawm,
3a3HaYE€HUM Ha KOHBEPTI.
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9. JIoKyMeHTH MiUISIraloTh MONEPEeIHHOMY pPO3MISAY B CIyXkOl JIJOBOACTBA y JIE€Hb iX
HA/JIXO/UKEHHST a00 B MepIIMil HACTymHMH poOOYMiA JEHb Yy pa3i HAaIXOMKEHHS iX Mmicis
3aKiHYEHHs poOOYOro JHS, Y BUXITHI Ta CBATKOBI HEpoOOUi JTHI.

JlopyueHHs yCTaHOB BHILIOTO PiBHS, TEJIErpaMu, Tele(oHOrpaMH po3IIIAIal0ThCS HETalHoO.
10. MeToro momnepeHLOro POy JOKYMEHTIB €:

BUOKPEMJIEHHSI TaKHX, IO MOTPeOyIOTh OOOB’SI3KOBOTO PO3MNIALY KEPIBHUKOM YCTaHOBH,
Horo 3acTynmHUKamM# a00 CTPYKTYpPHUMH HiAPO3A1IaMu;

BiJI0OIp TOKYMEHTIB, 10 HE MIJISATAIOTh PEECTpaIlii CIIy>KOOI0 JTIOBOJCTBA, & TAKOXK TAKUX,
110 TIEPEIAOTHCS IS PEECTPAILliil CTPYKTYPHUM HiAPO3IiIaM.

11. OOGOB’A3KOBOMY pO3IISALY KEpPIBHUKOM YCTaHOBU IMIJUISTalOTh 3aKOHU YKpaiHW,
noctanoBu BepxoBHoi Paau Ykpainu, aktu Ta gopydenus Ilpesunenta Ykpainu, aktu Kabinery
MinictpiB Ykpainu, nopyudenns Ilpem’ep-minictpa Ykpainu, aktu BepxoBHoi Pagu ABTOHOMHOT
Pecny6niku Kpum ta Pagu minictpiB ABroHomHO1 PecryOniku KpuMm, neHTpaibHUX 1 MiCLIEBUX
OpraHiB BUKOHABYOI BJIaJH (J1aji - aKTH OpraHiB Jep>KaBHOI BJIAJH, OPraHiB BIaJau ABTOHOMHOT
PecnyOniku Kpum Ta nopydyeHHs BHMIIMX MOCAJOBHUX 0Ci0), a TaKoX 3alHUTU 1 3BEPHEHHS
HapOJHUX JENyTariB YKpaiHU Ta AEMyTaTiB MICLEBUX paj, KopecnoHnaeHuis BepxoBnoi Panu
Vkpainu, Anaminictpauii [Ipesunenta Ykpainu, Kabinery MinictpiB Ykpainu (nami - 3amnuT,
3BEpHEHHS, a TakoX KopecnoHnaeHuis BepxoBHoi Paau VYkpainu, Anminictpanii Ilpesunenra
Vkpainu, Kabinery MinHicTpiB YkpaiHu), KOPECIOHAEHIS, 1110 HAJXOIUTh BiJl yCTAaHOB BHUILIOTO
piBHS, DILLIEHHS OpraHiB MICIIEBOIO CaMOBPSIyBaHHS, a TAaKOX HANBaKJIUBILI JOKYMEHTH, SIK1
MICTATh 1H(GOpPMALiI0 3 OCHOBHUX NHTaHb AISUIBHOCTI YCTaHOBU 1 HOTPEOYIOTh BUPILICHHS
0e3nocepeHbO KEPIBHUKOM.

[HIII MOKyMEHTH TMepenarThes 3acTYITHHKaM KEepIBHHKA a00 CTPYKTYPHHM IMigpO3/iiaM
(BUKOHABIISIM) BIIMOBIIHO A0 iX ()YHKI[IOHATBHUX 00OB’SI3KiB.

12. I1ig yac monepeaHbOro po3misily AOKYMEHTIB BPaXxOBYIOTbCS ITOBHOBaXXEHHsI Cy0’€KTIB
pO3MIsAY KOPECTOHJIEHIIi, nependadyeHi B TMOJIOKEHHAX (cTaTyTax) HOpO YCTAaHOBY Ta B
MOJIOKCHHSIX PO CTPYKTYPHI MIAPO3IUTH, PO3MOPSTINX JOKYMEHTAX MPO PO3MOLT 00O0B’SI3KIB
MDK KEpIBHUKOM YCTaHOBM Ta HOro 3acTyNHHMKaMM, IOCAJOBHUX IHCTPYKILISX, a TaKOX
KjacuikaTop MUTaHb [iSJIBHOCTI YCTaHOBM, HOMEHKJIATypa CIpaB, CXEMHU IPOXOIKEHHS
JOKYMEHTIB.

3. PeecTpauisi 10OKyMeHTIB

1. CnyxO0BHI TOKYMEHT, OTPUMAHUN yCTaHOBOIO a00 CTBOPEHUU HEIO, Y TOMY YHMCIi JUIs
BHYTPILIHBOTO KOPUCTYBaHHS, BBAXKAETHCSI BHECEHUM JI0 IOKYMEHTALIHHOTO (JOHIY YCTaHOBHU 3
MOMEHTY Horo peecrpatii.

Peectpartis TOKyMEHTIB TPOBOAMTHCS 3 METOIO 3a0e3meueHHs iX OOiKy, KOHTPOJIIO 3a
BUKOHAHHSM 1 ONEPaTUBHUM BHKOPUCTAHHSM HAsBHOI B JIOKyMEHTax iHQopmarii i momsrae y
BEJICHHI 3amucy OOMIKOBUX JTaHHUX PO JTOKYMEHT 33 BCTAHOBJICHOIO YCTaHOBOKO PEECTPAIIIHOIO
dhopmoro, sikuM (iKkCyeThes (haKT CTBOPEHHS, BIAMPABICHHS a00 Olep KaHHS JOKYMEHTA, IUISIXOM
MPOCTABJICHHSI HA HhOMY PEECTPAIITHOTO 1HAEKCY 3 TIOAAIBIINM 3aIHCOM y 3a3Ha4eHUX (hopmax
HEOOX1THUX B1IOMOCTEN PO JOKYMEHT.



2. ITix yac peecrtpaliii TOKyMEHTIB B YCTaHOBI HEOOX1THO IOTPUMYBATHUCS TAKUX BUMOT:
JIOKyMEHTH PEECTPYIOTHCS HE3AJIEKHO BiJl CITOCO0Y 1X TOCTABKH, Mepeaadl Yu CTBOPCHHSI;
JIOKYMEHTH PEECTPYIOTHCS 38 JOKYMEHTOIIOTOKaMH (BXiJHI, BUXi/HI, BHYTPIIIHI);

JIOKYMEHTHU PEECTPYIOThCS JUIIE OAWH pa3 (BXiAHI - y ACHb HAAXOMKEHHS a00 He Mmi3HilIe
HACTYITHOTO pOOOYOro JHS (SKIIO JOKYMEHT HaJIIHIIOB y HEpOOOUMii Yac), CTBOPIOBAHI - y IEHb
mianucaHHs abo 3aTBEpKEHHS);

y pasi mepenadi 3apeecTpoBaHOTO JOKYMEHTA 3 OAHOTO CTPYKTYPHOTO IiJPO3ILTy JI0 1HIIIOTO
HOBHI peecTpaliiiHuii iHAeKC Ha JOKYMEHTI HE MIPOCTAaBIISETHCS,

JOKYMEHTH pPEECTPYIOThCS 3a TpylmaMu 3alie’kHO BiJ Ha3BU BUAY, aBTOpa 1 3MICTy
JIOKYMEHTIB;

OKPEMO PEECTPYIOTHCSL:

aKTU OpraHiB Jep>KaBHOI BIaaW, OpraHiB Biuagun ABToHOMHOi PecmyOmiku Kpum Ta
TOPYYEHHSI BUIIUX MOCAJAOBHX OCIO, 3aMTH, 3B€pPHEHHS, a TAKOXK KOpecrmoHaeHIis BepxoBHoi
Panu Ykpainu, mo Haailnum 10 yCTaHOBY;

pO3MOpPSAAUl JOKYMEHTH 3 OCHOBHUX MUTAHb AISUIBHOCTI YCTaHOBH;
PO3MOPsIIUl JOKYMEHTH 3 aJIMIHICTPAaTUBHO-TOCTIONAPCHKUX TTUTAHB;

pO3MOpPSAYl JOKYMEHTH 3 KaJIpOBHX MUTAaHb (0COOOBOTO CKJIaay) (BiIMOBIAHO A0 iX BHIIB Ta
CTPOKIiB 30epiraHHs:);

PIIICHHS KOJIET1aJIbHUX OPraHiB;

aKTH peBi3iil PiHAHCOBO-TOCTIONAPCHKOI AISITBHOCTI;
OyXranaTepchbKi TOKyMEHTH;

3asBKM Ha MaTepiajlbHO-TEXHIYHE TOCTAYaHHS;
CITy>KOOBI JINCTH;

3BEPHEHHS TPOMA/ISH;

3anUTH Ha 1H(opMmallito;

{Ab3ay sicimnaoyamuii nynkmy 2 enasu 3 pozoiny Il ¢ pedakyii Haxazy Minicmepcmea
tocmuyii Ne 1581/5 6io 21.04.2022}

¢dakcorpamu (mamepoBi KOMii JOKYMEHTIB, TMepelaHi 3 BHUKOPHCTAHHSIM 3aco0iB
(akCUMIIBHOTO 3B S3KY);

JIOKYMEHTH, 1110 TIepe/IaloThCs €IEKTPOHHOIO MOIITOI0 Y CKAHOBaHIN (opMi.

{Ab63ay osadysmuii nynkmy 2 enaeu 3 poszoiny Il 6 peoaxyii Haxasy Minicmepcmea
rocmuyii Ne 1827/5 6io 12.06.2018}

3. Peectpariito JOKyMEHTIB IPOBOIUTH IIEHTPATI30BAHO CIIyK0a iTIOBOJCTBA.


https://zakon.rada.gov.ua/laws/show/z0446-22#n109
https://zakon.rada.gov.ua/laws/show/z0721-18#n55

{Ab63ay nepwuii nynkmy 3 enasu 3 pozoiny Il 6 pedaxyii Haxazy Minicmepcmea ocmuyii’ No
1581/5 6i0 21.04.2022)

CTpyKTypHI MiPO3ALTIM YCTAaHOBU PEECTPYIOTh CTBOPEHI HUMM JIOMOBIJHI Ta CIyX0OBi
3aIHCKU.

{Ab63ay opyeuti nynkmy 3 enasu 3 po3oiny 11l 6 pedaxyii Haxazy Minicmepcmea tocmuyii’ No
1581/5 6i0 21.04.2022)

[HImII  JOKyMEHTH, WO CTOCYIOThCS HAmpsMIB JISJIBHOCTI CTPYKTYPHHMX MiJAPO3ZILTIB
YCTaHOBH, MOXXYTh PEECTPYBATUCS B LIUX CTPYKTYPHUX ITiIPO3AiIax.

He mimnsraroTe peectpaiii ciry)x0010 IUJIOBOICTBA JTOKYMEHTH, 3a3Ha4€H1 y J07aTKy 4 10
uux [IpaBui.

4. Micue peectpamii OKpeMHUX Tpyl JOKYMEHTIB (Haka3u (pO3MOPSKEHHS) 3 KaJpOBUX
nuTaHb (0co0OBOro CKjaay), JOTOBOPH, 3BITH, NPENUCKYypaHTH, 3asBU MpPAI[IBHUKIB TOIIO)
BU3HAUAETHCS B IHCTPYKIIII 3 JIIOBOACTBA YCTAHOBH.

{Ihynkm 4 enasu 3 pozoiny Il i3 sminamu, énecenumu 3eiono 3 Haxazom Minicmepcmea
rocmuyii Ne 1581/5 6io 21.04.2022}

5. Ilin 4ac peectpauii JOKYMEHTY HaJae€TbCs yMOBHE IMppoBe (JiTepHO-IH(PPOBE)
MO3HAYEHHS - peecTpaliiiHuil iHaekc. EnemeHTamu peecTpauiifHOro 1HAEKCY € MOPSAKOBUM
HOMEp JOKyMEHTa y MeXax TIpyNu JOKYMEHTIB, L0 PEECTPYIOTbCS, SKUH JIOMOBHIOETHCS
1HJEKCaMH, IO 3aCTOCOBYIOTHCS B YCTaHOBI, 30KpeMa I1HJAEKCAMU 3a HOMEHKJIATYypOIO CIIpPaB,
CTPYKTYPHOTO MiAPO3iTy, KOPECTIOHACHTIB, MOCAA0BUX OCI0, SKI PO3MIAAAIOTh a00 MiANUCYIOTh
JOKYMEHT, BUKOHABIIIB, TUTAHb AISUTBHOCTI SIKUX CTOCYETHCS IOKYMEHT, TOMIO.

Jlis BXiTHUX JAOKYMEHTIB PEECTpAIlifHUN 1HIEKC CKJIAA€ThCs 3 MOPSIKOBOTO HOMEpA Ta
IHIEKCY 3a HOMEHKJIATYypOlO cIpaB a0 I1HIIOTO I1HAEKCY, IO 3aCTOCOBYETHCS B YCTAHOBI,
Hanpukian: 123/01-12, ne 123 - nopsakosuit Homep, 01-12 - iHACKC cripaBu 32 HOMEHKIIATYPOIO.

Y BUXIJHOTO JOKyMEHTa pEeCTpAlliiHMi I1HIEKC MOXKEe pPO3MIIIYBaTUCh Y 3BOPOTHIH
MOCIAOBHOCTI - 1HAEKC 32 HOMEHKJIATYporo crpaB (y pa3l moTpedu MOXKe 3a3HAYaTUCS TaKOXK
IHIIMHI 1HAEKC, 1110 3aCTOCOBYETHCS B YCTAHOBI) Ta MOPAAKOBUN HOMep, Hampukiaa: 02-10/457,
ne 02-10 - iHAeKC cpaByu 32 HOMEHKJIATYPOIo, 457 - TOPSIKOBUN HOMED.

3 METOI0 PO3pi3HEHHS TPyl JOKYMEHTIB JIO PEECTPAlliiHOTO 1HAEKCY JOMA€ETHCS BiIMITKA,
siKa ckiamaeTbes 3 aitep, Hanpukiaad: 820/03-15 ICK, ne ICK 3actocoByeTbes 715l TO3HAYCHHS
JTOKYMEHTIB 3 TprQoM «l11s1 ciry»KO0BOTO KOPUCTYBAHHSD.

SIKII0 JOKYMEHT MiJrOTOBJIEHO JBOMA 4M OLIbllle yYCTAaHOBAMH, pPEECTpallifHUN iHAEKC
BKJTFOYAE THACKCH KOXHOI 3 IIMX YCTaHOB, SIKi MPOCTABIIIOTHCS Yepe3 MPaBOOIUHY IMOXUITY PHCKY
B MTOCJIIIOBHOCTI, B sIKiii IOKyMEHT MiAMKUCAHO HOTO aBTOpaMu, Hanmpukna: 51/82 - mis crniabHUX
po3nopsauanx 1oKyMeHTiB abo 03-11/750/02-04/248 - myist CIUTBHUX JTUCTIB.

Peectpauiiinuii iHAEKC pO3NOPSIIYMX JOKYMEHTIB Ta ACIKHX BHYTPILIHIX JOKYMEHTIB (aKTH,
MIPOTOKOJIM, JOTOBOPU TOWIO) CKIIAJAETHCS 3 MOPSIKOBOIO HOMEpA Y MEXax POKY. 3 METOIo
PO3pi3HEHHS TPYI HakasiB (PO3MOPSKEHB) 3 KaJIPOBHX MUTaHb (0OCOOOBOTO CKIIAAY) KOXKHOTO
BHJIy /10 TIOPSIKOBOTO HOMEpPA MOXE JOAABATHCS JITEpHUM iHAEKC. CucTeMa TaKuX 1HJIEKCIB
PO3POOISETHCS YCTAHOBOIO.


https://zakon.rada.gov.ua/laws/show/z0446-22#n109
https://zakon.rada.gov.ua/laws/show/z0446-22#n109
https://zakon.rada.gov.ua/laws/show/z0446-22#n109
https://zakon.rada.gov.ua/laws/show/z0446-22#n109
https://zakon.rada.gov.ua/laws/show/z0446-22#n109

Micue po3TairyBaHHS peeCTpPAIifHOTO 1HJEKCY Ha JIOKYMEHTI 3aJIe)KHUTh Bijl BUYy OllaHKa Ta
BUJy TOKYMEHTA.

6. Y pasi 3acTOCyBaHHS AaBTOMAaTHW30BaHOI CHCTEMH peecTpaiii JOKYMEHTIB MOXe
BUKOPUCTOBYBaTucs  IITpuX-koA. Jlms  BHUXIAHMX  JOKYMEHTIB  IITPUX-KOJ  BKJIIOYAE
peecTpauiiHUi 1HIEKC 1 JAaTy AOKyMEHTa Ta PO3TaIIOBYETbCS y Mexax, 3a3HaueHux y JICTY
4163:2020 st pekBi3UTIB OJIaHKA.

{Ilynkm 6 enasu 3 pozoiny Il i3 3minamu, énecenumu 32iono 3 Haxazom Minicmepcmea
rocmuyii No 1581/5 6io 21.04.2022}

7. B ycraHoBax MOXe 3aCTOCOBYBATHUCh OJIHA 3 TpbOX (OpM peecTpaiii JOKYMEHTIB -
KypHaJbHa, KapTKOBa Ta AaBTOMATH30BaHA (3 BHUKOPUCTAHHAM CHELIaJbHUX KOMIT IOTEPHUX

mporpam).

Kypuanbsay popMy peecTparii JOKYMEHTIB JOLIIIFHO BUKOPUCTOBYBATH JIMIIE B YCTAaHOBAaX
3 00csaToM JOKyMeHTooOIiry m0 600 HOKYMEHTIB Ha piK, BUKOPHCTOBYIOUHM (OPMHU KypHAIIB,
HaBeJleHi B ojatkax 5 - 7 go mux IIpaBu.

8. KaprkoBa dbopma peectpartii JIOKYMEHTIB nependavae 3allOBHEHHS
peecTpaniiHO-MOHITOPUHIOBUX KapTOK, 3 IKUX (POPMYIOTHCSI TOBIAKOBI 1 KOHTPOJIbHI KAPTOTEKH.

KinbpKicTh TPUMIPHUKIB KapTOK BHU3HAYA€THCS YCTAHOBOIO 1 3aJIKHUTh BiA PIBHA
LEHTpaji3aiii opranizaiii 1iJI0BOACTBA, KITLKOCTI BUKOHABIIIB JOKYMEHTA Ta KUIBKOCTI KApPTOTEK
B YCTaHOBI.

SIK paBumII0, PO3APYKOBYIOTHCS TP MPUMIPHUKH KapTOK: JIBA - PO3MIIIYIOTCS B JOBIIKOBIN
1 KOHTPOJIbHIHM KapTOTEKaX, OJIUH - IEPEJAETHCSI BAKOHABLIIO Pa30M 13 TOKYMEHTOM.

KapTku BUTOTOBISIOTHCA HA IMiIbHOMY mamnepi gpopmary AS (210 x 148 mm) abo A6 (105 x
148 mm).

9. V pasi BOpOBaJp)KEHHs aBTOMAaTu30BaHOi (hopMU peecTpalii JOKYMEHTIB (OpMY€eThCS
0aHK peecTpaliiiHUX JaHUX B €JIEKTPOHHIM (opMmi, a 3a HagBHOCTI JOKaJIbHOI MEpexi -
LEHTpaJIbHUN OaHK peecTpaliiiHuX JaHUX JJI BUKOPUCTAHHS MpaliBHUKaMU 1H(opmalii mpo Bcl
JOKYMEHTH 1 MicCIie TX po3TallyBaHHS.

10. V pasi 3acTocyBaHHs KapTKOBOi a00 aBTOMAaTH30BaHO1 (JOPMHU PEECTPAIIii BCiX KaTeropii
JOKYMEHTIB (BXIIHUX, BUXIIHUX, BHYTPILIHIX) O(QOPMIIOETHCS PEECTPAIiiHO-MOHITOPUHIOBA
KapTka, GopMy skoi HaBelmeHO B jomarky 8§ mo 1ux [lpaBui, i3 3a3HaueHHSIM OOOB’SI3KOBUX
PEKBI3UTIB, 10 HaBeeHI B joaaTKy 9 1o mux [Ipasu.

VY pasi norpebu nepenik 000B’SI3KOBUX PEKBI3UTIB PEeECTPaLlifHO-MOHITOPUHIOBOI KapTKU
Moke OyTH nonoBHEHO. I[lopsoK pO3MIIIEHHS PEKBI3UTIB y peecTpaliiiHO-MOHITOPUHIOBIM
KapTIli BU3HAYAETHCS IHCTPYKIIEO 3 AUTOBOJCTBA YCTAHOBH.

{Ab63ay opyeuii nynkmy 10 enasu 3 pozoiny Il 6 pedaxyii Haxazy Minicmepcmea tocmuyii’ No
1581/5 6i0 21.04.2022)

4. Opranizaunis nepeaadi 10KyMeHTIB Ta iX BAKOHAHHSA


https://zakon.rada.gov.ua/laws/show/z0446-22#n109
https://zakon.rada.gov.ua/laws/show/z0446-22#n109
https://zakon.rada.gov.ua/laws/show/z0446-22#n109

1. 3apeecTpoBaHi JOKYMEHTH TEPENAIOThCS HA PO3INISA] KEPIBHUIITBA YCTAHOBH B JCHB iX
HAJXO/PKEHHST a00 HACTYITHOTO PoOOYOro JHS Y pa3i HAJAXOMKEHHS JOKYMEHTIB y HepoOounii
yac. Tenerpamu, TenedoHOrpamMu Ta iHII TEPMIHOBI IOKYMEHTH TIEPEIalOThCS HETAMHO.

2. KepiBHUKY yCTaHOBM BiApa3y Miciis peecTpallii nepeaaloThCsi akTh OpraHiB Jep>KaBHOT
BJIaJU, OpraHiB Biagu ABToHOMHOI Pecny6niku Kpum Ta nopyyeHHsS BHIIUX MTOCAJ0BHX OCiO,
3allUTH, 3BEPHEHHS, a TakoX KopecrnoHaeHuiss BepxoBunoi Pamum VYkpainu, Apaminictparii
[Ipesunenta VYkpainu, KabGinetry MinicTpiB YkpaiHu, KOPECIOHACHIIIA, IO HAIXOIUTHh BiJ
YCTaHOB BHIL[OTO PiBHSI.

3. JIokyMeHTH, pO3DIISIHYTI KEPIBHUIITBOM yYCTAHOBHU, MIOBEPTAIOTHCS 3 PE3OITIOIIEI0 MO0 iX
BUKOHAHHSI B CITY>KOYy JIIJIOBOJICTBA, sIKa 3MIHCHIOE Mepeaavy TOKYMEHTIB Ha BUKOHAHHSI.

JIOKyMEeHT, BUKOHAHHS SKOTO JOPYYEHO KUIBKOM CTPYKTYPHHUM Mipo3[ijaM, MOXe OyTH
NepeaHnii BUKOHABLISIM Y MOPSAAKY BU3HAYECHHS iX y Pe30Jrolii a00 OHOYACHO Y BUIIISAI KO
3 MEepeAavyer0 OpUriHady IOJOBHOMY BHKOHABI[IO, BU3HAYEHOMY B PE3OJIIOLIl mepimum. Y pasi
BIIPOBQ/KCHHS €JIEKTPOHHOTO JOKYMEHTOOOIry CIIBBUKOHABI[I OTPUMYIOTh JIOKYMEHT B
€JIEKTPOHHIN popmi.

4. @akT nepenayi JOKYMEHTIB BUKOHABISIM (DIKCY€THCS IUISIXOM MPOCTABJICHHS BiANOBIAHOT
BIIMITKH B peecTpamiiHiii Gopmi i3 3a3Ha4eHHAM 1H(GOpPMAIIil PO BUKOHABIIIB, SKUM IMEePEAaHO
OpHTIHAJ JOKYMEHTA Ta HOTO KOITii.

5. Ilepenaua TOKyMEHTa 3 OJHOTO CTPYKTYPHOTI'O MiJPO3/ALTY A0 1HIIOTO 3A1HCHIOETHCS Yepes
ciyx0y JUIOBOJCTBA, SIKa MPOCTaBJsS€ BIAMNOBIIHI BIAMITKM Y peecTpalifiHuX Qopmax.
JIOKyMEHTH, BUKOHAHHS SIKUX NepeOyBae Ha KOHTPOJI, MEPearoThCs A0 IHIIUX CTPYKTYPHHUX
MiIpO3a1TIB 200 1HIITUM BUKOHABIISIM TUIBKH 3 TTOBIIOMJICHHSIM TIPO 1€ CITY01 KOHTPOJTIO.

[lepenaua MOKYMEHTIB y MeXax CTPYKTYpHOTO MiApPO3ILTY 3IiHCHIOETBCS depe3 ocoly,
BIJIMOB1IaJIbHY 32 J1JIOBOACTBO B CTPYKTYPHOMY MiAPO3/Iiii (CEKpeTapsi).

6. 3a BUKOHAHHS JIOKyMEHTa BIANOBIJAIOTH 0COOH, 3a3HAYEH1 y pO3NOPAAUOMY JTOKYMEHTI,
Pe30JIIoLIi1 KepiBHUKA YCTAaHOBH, Ta MPAILliBHUKH, SKUM 0€3110CEPEAHbO IOPYUCHO BUKOHAHHS.

lonoBHUIT BUKOHABEIlb OPraHi3oBy€ pOOOTY CITIBBUKOHABIIIB, 30KpeMa BH3HAUa€ CTPOKH
MOJJaHHS HUMH MPOTIO3HUIIIN, TTOPSAOK IMiITOTOBKH, TOTO/KCHHS MTPOEKTY TOKYMEHTA.

CrniBBHKOHABII BiANOBIAAIOTH 3@ MIATOTOBKY Ha HaJe)KHOMY DIBHI Ta CBO€YacHE MOJaHHS
TOJIOBHOMY BHUKOHABI[IO TMPOMO3UIIA. Y pa3l HECBOEYACHOTO TOJMAHHSA MPOMO3UINN
CMIBBUKOHABISIMU T'OJIOBHUI BUKOHaBeIlb 1H(OPMYE Mpo 1€ KepiBHUKA, SKUN HaJIaB 10PyUYCHHS.

7. BukoHaHHsI TOKyMEHTa Tepeadoadae 30MpaHHs Ta OMpaIfoBaHHA HeoOX1aHo1 iH(opmarii,
MiATOTOBKY MPOEKTY BIAMOBIAI Ha JOKYMEHT YM HOBOTO JIOKYMEHTa, HOTO O(OpPMIICHHS,
Y3TO/UKCHHS, TOAAHHS JUIsl TiANUCAaHHSA (3aTBEP/KCHHS) KEPIBHUKOBI YCTAHOBH, Y JIESKHX
BUIMA/IKaX - KEPIBHUKOBI CTPYKTYPHOTO MiJPO3IiIy, a TaKOXK Yy pa3i mOoTpeOH - MiIrOTOBKY JUIS
MIEPECUITaHHS aJipecary.

8. JIOKyMEHT MOJAEThCSl HA MIAMUC Pa3oM 3 JOKYMEHTaMH, Ha BUKOHAHHS Yd Ha M1JCTaBi
SIKUX HOTO CKIJIA[EHO.

{Ihasy 4 pozoiny Il donosneno noeum nymkmom 8 32iono 3 Haxazom Minicmepcmea
rocmuyii Ne 1581/5 6io 21.04.2022}


https://zakon.rada.gov.ua/laws/show/z0446-22#n119

9. SIKIIO MOKYMEHT HAJCHIIAETHCS J0 KUTBKOX YCTaHOB, SIKI HE € KOPUCTYBauaMH CHCTEMH
€JIEKTPOHHOI B3a€MO/Iil OpraHiB BUKOHABYOI BIIAJHM, MiCIsl HOTO peecTparii ciryk0a IijT0BOACTBA
OpraHi30By€ BUTOTOBJICHHS HEOOX1THOT KITLKOCTI IPUMiPHHKIB.

{Inasy 4 pozdiny Il donoeneno nosum nynkmom 9 3ciono 3 Haxazom Minicmepcmea
tocmuyii Ne 1581/5 6io 21.04.2022}

10. IlpamiBHUK, BIAMOBITAIbHAN 32 BUKOHAHHS JOKYMEHTA, Y pa3i BiJIITyCTKH, BIIPSHKCHHS,
3BUTbHEHHS 3000B’S3aHMN TepenaTd IHIIOMY TMIPAIiBHUKOBI 3a TIOTO/KEHHSIM 31 CBOIM
Oe3rmocepeHiM KepiBHUKOM YCi HEBUKOHAHI JIOKyYMEHTH Ta MOIH(GOpPMYyBaTH CIIy)O0y KOHTPOJIIO
Ipo nepenavy JOKyMEHTIB, BAKOHAHHS SIKUX NepeOyBae Ha KOHTPOII, IHIIOMY BUKOHABIIEBI.

5. Opranizaniss KOHTPOJIIO (MOHITOPUHIY) 32 BUKOHAHHSIM JOKYMEHTIB

{3aconosox enasu 5 posoiny Il 6 peoaxyii Haxazy Minicmepcmea ocmuyii Ne 1581/5 6io
21.04.2022}

1. KoHTposib (MOHITOPHHT) 3MIMCHIOETHCS 32 BUKOHAHHIM 3aB/IaHb, BU3HAYEHUX 3aKOHAMH
VYkpainu, nocranoBamu BepxoBHoi Pagu VYkpainu, ykasamu IlpesuneHra Ykpainu, akramu Ta
nopyuennsimu llpesunenta VYkpainm, aktamu KabGinery MiHicTpiB YKpaiHu, TOpYyYCHHIMHU
[Ipem’ep-minicTpa VYKpaiHM, NPOTOKOJIAMH Hapaj IIiJ TroyioByBaHHAM Ilpem’ep-miHicTpa
VYkpaiamn, Ilepmoro Bime-npeM’ep-MmiHicTpa, Bille-ipem’ ep-MmiHicTpiB, MinicTtpa KabGinety
Minictpis, [depxasnoro cexperapst Kabinery Minictpis, muctamu Odicy [Ipesunenta Ykpainu,
T'onoBu BepxoBnoi Paau Ykpainu ta ioro 3acTynHUKIB (1110 TOTpeOyIOTh HaJaHHS BIAMOBIJII IPO
pe3yabTaTy ixX po3misiay), JIMCTaMu YIIOBHOBa)keHOro BepxoBHoi Pagu Ykpainu 3 npas nronuHy,
3BEPHEHHSIMHU KOMITETIB, TAMYACOBUX CIICIIABHUX Ta THMYACOBHX CJIIIUUX KoMiciii BepxoBHO1
Pagu VYkpainu, nemyrtarchkux ¢pakuiii BepxoBHoi Pagu Ykpainu, 3BepHEHHSIMU Ta 3allUTaMH
HApOJHUX JENyTariB YKpaiHu, nuctaMu PaxyHKOBOI manatd, MIKHAPOJHUMH 3000B’I3aHHAMHU
VKkpaiHu B pamKax CHiBpOOITHHITBA 3 MDKHApOAHUM BaTIOTHUM (OHIOM, 3000B’s3aHHAMU
VYkpaian y cdepax €BpOMeHChKOi Ta €BpPOATIAHTHYHOI IHTErparlii, 30KpemMa CHpsIMOBaHUX Ha
BUKOHAHHs YTOJM MO acouialiio MK YKpaiHoto, 3 ofHi€l cTopoHH, Ta €BponeiicbkiuM Coro3oM,
€BpOMNEchbKUM CIIBTOBaPUCTBOM 3 aTOMHOI €HEprii Ta IXHIMH Jep’KaBaMU-4JIeHaMH, 3 1HILIOT
CTOPOHM, IHIIMX MDKHApPOJHMX JOTOBOpIB YKpaiHM 3 NHUTaHb €BPOINEHCHKOI iHTerpaii i
JOMOBIIEHOCTEN MK YkpaiHoto Ta €C, piyHMX HalllOHaJIbHUX MporpaM B pamkax Kowmicii
Vkpaina-HATO, pimens Kowmicii Ykpaina-HATO y pamkax xaprtii Ta [lekmapauii npo ii
JIOTIOBHEHHSI, 1HIINX MIDXKHApOAHMX AOroBopiB Mk YkpaiHoro Ta HATO Ta ynoBHOBa)kxeHUMU
opranamu HATO; wmicismu OOH, OBCE, CairoBum 0OaHkoM, €BpOMEWCHKUM OaHKOM
PEKOHCTPYKINI Ta PO3BUTKY, IHIIUMH MIDKHAPOIHUMH OpTaHi3alisiMd B YacCTHHI ILJIOBOTO
BUKOPHCTAHHS TEXHIYHOI Ta JOHOPCHKOI JIOMOMOTHM, a TaKoXX 3aBAaHb, BHU3HAUYEHUX
pPO3MOPATIMMH  JOKYMEHTAaMH Ta JOPYYEHHSAMH KEpIBHUITBA YCTaHOBH, DIMICHHIMHA
KOJIET1aJIbHOTO OpraHy YCTAaHOBH, LIOAO SKMX BCTAHOBJIEHO CTPOKU 1X BUKOHAHHS, 3alIUTAMU Ha
1H(opMaIiiio.

{Ilynkm [ enasu 5 pozoiny Il 6 peoakyii Haxazy Minicmepcmesa iocmuyii Ne 1581/5 6io
21.04.2022}

2. Opranizainiro KOHTPOJIO 3a BHUKOHAHHSM 3aBJlaHb, BU3HAYEHWX B aKTaxX OpraHiB
JepKaBHOI BIIaau, OpraHiB Biaaun ABTOHOMHOI PecmyOmiku Kpum Ta mopydeHHSX BHUIIHMX


https://zakon.rada.gov.ua/laws/show/z0446-22#n119
https://zakon.rada.gov.ua/laws/show/z0446-22#n123
https://zakon.rada.gov.ua/laws/show/z0446-22#n123
https://zakon.rada.gov.ua/laws/show/z0446-22#n123
https://zakon.rada.gov.ua/laws/show/z0446-22#n123

MOCAJ0BUX 0CI0, 3AIMCHIOE MepIIUi 3aCTYITHUK a00 3aCTYMHUK KEpiBHUKA YCTAHOBH BiAMNOBITHO
710 PO3MOALTY (PyHKIIIOHATEHUX 00OB’SI3KiB.

besnocepenniii KOHTpPONb 3a BHUKOHAHHSAM JOKYMEHTIB TIOKIAJaeTbcs Ha  CIyxkOy
TIOBOACTBA a00 CHy)KOy KOHTPONIO - CHEIadbHUN MiApo3aiT ado mocaaoBy 0co0y,
BiJIMOBIAANIbHY 32 3A1HICHEHHS KOHTPOITIO.

Y  CTpyKTYpHUX Tigpo3aiiax Oe3rnocepeaHiii KOHTPOJIb 3a BUKOHAHHSIM JIOKYMEHTIB
3aiticHIOE 0c00a, BIAIOBIZaIbHA 33 T1IIOBOICTBO.

3. TumoBi CTPOKM BHMKOHAaHHS JOKYMEHTIB BCTAHOBIIOIOTHCS HOPMAaTHBHO-IIPABOBUMHU
aKTaMH, a 1HJIUBIAyallbHI - PO3MOPSAIYUM JOKYMEHTOM YCTaHOBU ab0 PE30JIOLIEI0 KEepIBHUKA
(CTPYKTYPHOTO MiJpO3aLTy).

4. CTpoKH BUKOHAHHS BHYTPIIIHIX JOKYMEHTIB OOYHCIIOIOTHCS B KaJICHOApHHUX JHSX,
MOYMHAIOYH 3 JaTH MiAIMHCAHHS (peecTpallii), a BXiIHUX - 3 JaTH HaJIXO/DKEHHS (peecTparlii).

SIKIo ocCTaHHIM JEHb CTPOKY BHUKOHAaHHS JOKyMEHTa IpHUIIafae Ha HEPOOOUYMid JCHB,
OCTaHHIM JIHEM CTPOKY BHUKOHAaHHS JOKYMEHTa BBa)XXa€TbCs MEpIIMA poOOuMil JeHb MICHs
HEpoOOYOro JHS.

5. JIOKyMEHT, B SIKOMy HE 3a3Hau€HO CTPOK BUKOHAHHS, MOBUHEH OyTH BHKOHAHWUU HE
mi3Hime Hix 3a 30 KaneHaapHUX JHIB 3 MOMEHTY HOTO peecTparlii B YCTaHOBI, /10 SIKOT HATIMIIOB
JTOKYMEHT.

3aBaHHs, BU3HAUYEHE y CIIyKOOBOMY JTOKYMEHTI1, BUKOHYETHCS] Y BCTAHOBIIEHUH CTPOK.

Skmio 3aBaaHHA MOTPeOy€e TEPMiHOBOTO BUKOHAHHS, 000B’I3KOBO 3a3HAYAETHCS KOHKPETHUN
KIHIIEBUI CTPOK BUKOHAHHS.

6. CroiBBUKOHABII 3000B’s3aHl IOJAaBaTHU IPOIO3ULII TOJOBHOMY BHUKOHABIIO INPOTAIOM
NEpUIOi OJIOBUHH CTPOKY, BIABECHOI'O JIsi BUKOHAHHS TOPYUYEHHS, 3aB/IaHHS.

7. InauBinyanbHUN CTPOK BUKOHAHHS JOKyMEHTa MOXe OyTH 3MiHEHUH JIMIIE 32 BKa3iBKOIO
MoCcaZoBoi 0codM, ska WOro BCTAHOBWIA, a y pasi ii BIICYTHOCTI - MOCanoBOi 0coOu, sika ii
3aMIlIac.

VY pa3i noTpebu CTPOK BUKOHAHHS JOKYMEHTa MOXKE OyTH MPOJOBKEHO 32 OOIPYHTOBAaHUM
MPOXaHHSIM BUKOHABIIS, SIKE TMOAAETHCSA HE IMI3HINIE HIK 3a TpU poOOUYUX THI A0 3aKiHUEHHS
BCTAQHOBJICHOTO CTPOKY, a IMOJMO JOKYMEHTAa, B SKOMY HE 3a3Ha4€HO CTPOK, - JIO 3aKiHUCHHS
TPUALSITUIEHHOTO CTPOKY BiJl IaTH HOTO peecTparlii.

VY pasi 3MiHU CTPOKIB BUKOHAHHS MPOCTABIISIIOTHCS HOBUM CTPOK, Aara i mianuc. Biamosiaxi
3MIHU BHOCSTBCS JI0 PEECTPALIIfHO-MOHITOPUHIOBOI KapTKH 200 OaHKy peecTpaliifHIX JTaHuX.

8. B3aTTs AOKyMeHTa Ha KOHTPOJb 3INCHIOETHCS HA MiJCTaBI PE30IIOLIl KepiBHHKA
YCTaHOBM 200 HOT0 3aCTyITHHKIB.

KoHTpons 3a BHKOHaHHSM JOKYMEHTIB BKIIOYA€ B3SATTS JOKYMEHTIB Ha KOHTPOIIb,
BH3HAYCHHs (POPM 1 METOIB KOHTPOJIIO, IEPEBIPKY XOy CBOEYACHOTO JTOBEJCHHS JOKYMEHTIB 0
BHUKOHABI[IB, KOHTPOJIb 32 CTAHOM BHKOHAHHS, 3HSTTS JOKYMEHTIB 3 KOHTPOJIO, HAIMPaBIICHHS
BHKOHAHOTO JIOKyMEHTa JI0 CIpaBH, OOJIK, y3arajdbHEHHS Ta aHaNi3 pe3ylIbTaTiB BUKOHAHHS
JOKYMEHTIB, iH(pOpPMyBaHHS KEPIBHUIITBA PO XiJ] Ta PE3yJAbTAaTH iX BUKOHAHHS.



9. KoHTponb 3a  BHKOHAaHHSIM  JIOKYMCHTIB  3MIMCHIOETbCS 33  JONOMOTOIO
peecTpariiHo-MOHITOPHHTOBOT KapTKW a00 aBTOMaru3oBaHOi iH(popMariiiHoi cucremu (6a3u
JTAHUX ).

PeecTpaliiiHO-MOHITOPUHIOBl  KapTKU JIOKYMEHTIB, M0 mepeOyBaioTh Ha KOHTPOIIL,
IPYNyIOTbCS B  KapTOTell 3a CTPOKAaMU BHKOHAHHS JIOKYMEHTIB BHMKOHAaBLSIMH  a0o
KOpECIIOH/IEHTaMH, IpynamMH JOKYMEHTIB (Haka3u KepiBHUKA, TOPYUYE€HHS BUILIUX OpraHiB BIajy,
pilIeHHs KOJIeTii TOIIO).

3 apyrux MPUMIPHUKIB pEECTpaIliiHO-MOHITOPUHTOBOI KapTKH (OPMYIOTHCS KOHTPOJIBHI
KapTOTEKH B CTPYKTYPHHX ITiIPO3/iIaX.

Ha OJIMH KOHTPOJIbOBaHUI JOKYMEHT  MOXe  OyTH  3aBEI€HO  KUIbKa
peeCTpaIitHO-MOHITOPUHTOBUX KapTOK, KUIBKICTh SIKMX BH3HAYA€THCS 3aJIKHO BiJ KIJTBKOCTI
BHUKOHABI[IB 200 CTPOKiB BUKOHAHHS OKPEMUX 3aB/IaHb, 3a3HAYCHUX Y JOKYMEHTI.

VY pa3i K110 BU3HAYCHO KiTbKa BUKOHABIIIB, aJIe BIAMOBINAIbHICTh IMOKJIAIA€THCS HA OTHOTO
3 HHUX, pPEECTPAliHHO-MOHITOPUHIOBA KapTKa CKJIAA€ThCS TUIBKH Ha BIANOBIIAIBLHOTO
BUKOHABIIS.

10. lani npo XiJ BUKOHAHHS JOKYMEHTA, OJepKaHl LUISIXOM 3aluTy 1o TeiaedoHy ado mif
yac TepeBIpKM  POOOTH  CTPYKTYPHOTO  HiAPO3JIUTYy - BHUKOHABIS, BHOCATBCA  JI0
peecTpaniiHO-MOHITOPUHIOBOI KapTku y rpady «KoHTponbHi BinMiTku». [lpu oMy nomnepenHi
3aIUCU HE 3aKPECIIOIOTHCS.

11. ABTOMaTH30BaHHMI KOHTPOJIb 32 BUKOHAHHAM JIOKYMEHTIB 3/IIHCHIOETHCS 3@ JIOMTOMOTOIO
CHEIIIbHAX KOMIT FOTEPHHX MPOorpam ado € CKIaJ0BOI0 CHCTEMH aBTOMATH3AIlil IUTOBOACTBA Y1
CUCTEMH €JICKTPOHHOTO JJOKYMEHTOOOITY.

12. KoHTposmb 3a XOJOM BHKOHAaHHS JIOKYMEHTIB 3JIACHIOETBCS Ha BCIX eTamax
NPOXO/KEHHs JOKyMEHTa JI0 3aKiHYeHHS CTpPOKYy IOro BUKOHAHHS (IONepeKyBalbHUN
KOHTPOJIb 3a JIONIOMOIOI0 HarajyBaHb) y MOPSAJIKY, BU3HAUEHOMY IHCTPYKIIEIO 3 J1JI0BOJICTBA
YCTaHOBH.

13. Ilicnst BWKOHAaHHS JOKYMEHT 3HIMAEThCS 3 KOHTPOJO. JIOKYMEHTH BBaKarOThCS
BUKOHAHMMH 1 3HIMAIOTHCS 3 KOHTPOJIIO MICJIs BUKOHAHHS 3aBJlaHb, 3aIHUTIB, TIOBIIOMIICHHS PO
pe3yNbTaTH 3alHTePECOBAaHMM YCTaHOBaM 1 oco0aM a0o Ticis 1HIIOTO IMiJTBEPIKCHHS
BUKOHAHHS.

3HATH JOKYMEHT 3 KOHTPOJIIO MOXKE TUIbKM KEpIBHHK YCTaHOBH, HOro 3aCTYIHUKH, SKi
BCTAHOBWJIM KOHTPOJIBHUH CTPOK Yy pe30irowii, ado 3a iX JOopydeHHSM ciyk0a IUI0BOJCTBA
(cmyx0a KOHTpOMIO). JIOKyMEHTH 3 TUIIOBUMH CTPOKaMH BUKOHAHHS 3HIMAIOThCS 3 KOHTPOJIIO 32
PILIEHHSIM CITY>KOU J1JIOBOZICTBA (CITY>KOM KOHTPOJTIO).

Jani mpo BUKOHAHHS JOKYMEHTa 1 3HATTS MOro 3 KOHTPOJK BHOCATHCS JIO
peecTparitHO-MOHITOPHHTOBOT KapTKH.

JlHeM BHKOHAHHS 3aBIaHb, BU3HAUEHUX B aKTaxX OPraHiB JEP>KaBHOI BIIAIH, OpPTaHiB BIaIu
AproHomHoOi Pecniy6niku Kpum 1 JOopydeHHSIX BHUILMX MOCAJ0BUX OCi0, Ta BUKOHAHHS 3alHTiB,
3BEpHEHb, a TAKOX KopecrnoHneHuli BepxoBHoi Panu VkpaiHu BBakaeTbcs J€Hb peecTpallii B
YCTaHOBI BUX1/IHUX JOKYMEHTIB PO BUKOHAHHS 3aB/IaHb.



BukoHaHi JTOKYMEHTH TOJAIOTHCS HA MIJAMKMC KEPIBHUIITBA HE MEHIN SIK 32 OJHMH JICHb JI0
3aKiHYCHHS CTPOKY 1X BHKOHAHHS 3 METOO 3aJIMIICHHS MIEBHOTO Yacy Ha iX JIOOMpAIfOBaHHS 3a
pIIIIEHHSM KEpPIBHUIITBA.

CTpoku mHOAAaHHS JOKYMEHTIB, 110 MepeOyBaioTh HAa KOHTPOIi, Ha MIANHC KEPIBHULTBY
BCTaHOBJIIOIOTHCS B IHCTPYKIII 3 JIIIOBOICTBA YCTAaHOBH.

14. Indopmamis mpo pe3ynbTaTH BUKOHAHHS B3STUX Ha KOHTPOJIb JIOKYMEHTIB
y3arajJbHIOETHCSl CTAHOM Ha TEpIIe YHCIO0 KOKHOTO MICSIIS 1 TOAAETHCS KEPIBHUIITBY YCTAHOBH Y
BUIIISAII 3BEICHB NTPO BUKOHAHHS JOKYMEHTIB 32 BU3HAUSHOIO B yCTAHOBI ()OPMOIO.

ABTOMAaTH30BaHUN KOHTPOJIL 32 BHUKOHAHHSAM JIOKYMEHTIB Tiepen0adae aBTOMATHYHE
(dhopMyBaHHS BIIOMOCTEH MPO iX BUKOHAHHS.

6. IngopmaniiiHo-10BiAKOBA P000Ta 3 JOKYMEHTAMH

1. IndopmaniiiHo-0BiTKOBa poOOTa 3 JOKYMEHTAMH HOJSra€ B IOMIYKY HEOOXiIHUX
JIOKYMEHTIB 3 BHKOPHUCTAaHHSAM PEECTPAIITHO-MOHITOPHHTOBUX KAapTOK a00 aBTOMAaTH30BaHMUX
0aHKIB peecTpaliiHuX JaHUX.

2.V pa3i BUKOPUCTaHHs KapTKOBOi OpMHU peecTparllii JOKYMEHTIB JAPYyKY€TbCsS HEOOX1IHa
KUTBKICTh PEECTPALiHHO-MOHITOPUHTOBHUX KAPTOK, 3 SIKUX CKJIAAIOThCS CAMOCTIHHI KApTOTEKH.

KinbKiCTh KapTOTEK B YCTAHOBI BH3HAYA€ThCS 3 YpaxyBaHHSAM pIiBHSA LEHTpatizamii
peecTpaiiiHuX 1 MOIIYKOBUX OIEpalliif, a TAaKO)k KOHKPETHUX YMOB JTiSTIBHOCT1 YCTAHOBH.

Jns migBumeHHs e(eKTUBHOCTI poOOTH TONIIYKOBOI CHCTEMH CIYXOOK0 MIiIOBOJICTBA
po3po0IsIOTEC KiTacuikaliiHi JTOBITHUKU (BUIIB JTOKYMEHTIB, KOPECIIOH/ICHTIB, BUKOHABIIIB
TOIIIO).

3.V pasi 3anpoBa/pkeHHs] CUCTEMHU aBTOMAaTU3allii JIJI0BOJCTBAa a00 CUCTEMHU €NIEKTPOHHOIO
JOKYMEHTOOOIry MOIIYK KOHKPETHOTO JOKYMEHTa 3/IHCHIOETHCS 3a PEKBI3UTaMU (3arojioBOK,
Ha3Ba BUJY JIOKYMEHTa, JaTa MPUHHATTS, HOMEP JOKyMEHTa, aBTOp JOKYMEHTa TOIO0) abo 3a
KOHTEKCTOM (KJII04OBe clioBO abo (pa3za). [lomrykoBuii 3anuT Moke MaTH Oy/ib-sIKy KOMOIHAIIO
PEKBI3UTIB.

7. Ilopsinok onpanOBaHHA TAa HAJACUJIAHHA BUXITHUX JOKYMEHTIB

1. BuxigHi JOKyMEHTH HAJCHIAIOTHCS ajpecaTaM 3 BUKOPHUCTAHHSAM 3acO0iB MOIITOBOTO
3B’SI3KY, €JIEKTPO3B’S3KY, & TAKOXK JOCTABJISIOTHCS KYp €PCHKOIO, (DeIIbl’€repChKOI0 CITyKOaMHu.

OnparirroBaHHs JOKyMEHTIB JIJIs BiAMIPABICHHS MOLITOBUM 3B’ SI3KOM 3IIIHCHIOETHCS CITYKOO0I0
JIJIOBOJICTBA YCTAaHOBHM BiAmoBigHO 10 [IpaBuin HagaHHS MOCIYr TOMITOBOTO 3B’S3KY,
3aTBepKeHNX nmoctanoBoto Kabinery MinictpiB Yipainu Bin 05 6epesns 2009 poky Ne 270 (i3
3MiHaMHu).

{Ab3ay mpemiii nynxmy 1 eonasu 7 pos3odiny Il euxnoueno na niocmasi Haxazy
Minicmepcmea rocmuyii Ne 1827/5 6io 12.06.2018}

{Ab3ay uemeepmuui nynxmy 1 enasu 7 posodiny IIl euxatoueno na niocmaei Haxazy
Minicmepcmea rocmuyii Ne 1827/5 6io 12.06.2018)


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

Buan nokymenTiB, iHdopmalis 3 SKHX NEpENacThCsl KaHAJAMH EJIEKTPO3B’A3KY, a TaKOX
HEOOXiJHICTh 1 TOPSAAOK HAACWIAHHS aJpecaroBi IX OpHriHalIy B TarnepoBid ¢opmi
BU3HAYAIOTHCS IHCTPYKIIEIO 3 MIJIOBOJCTBA YCTAaHOBH 3 YPaxyBaHHSIM HasBHHX B YCTaHOBI
TEXHIYHUX 1 TPOTPAMHHUX 3aC00iB.

2. IndopmariiiHi, TereKoMyHiKaliiHi Ta iH(OpMaIifHO-TeIeKOMYyHIKalliiHI CHCTEMHU
MOBHMHHI 3a0e3MmeuyBaTH 3aXWCT BiJl HECAHKI[IOHOBAHUX i, SKI MOXYTb TPHU3BECTH JO
BUIA/IKOBUX a00 YMHUCHUX 3MiH YU 3HUILEHHS iH(opMarlii.

3. BuximHi IOKYMEHTH OINpAalbOBYIOTHCS 1 HAJCHJIAIOTHCS LEHTPATi30BaHO B JIEHb iX
HA/IXOJDKEHHS BiJl CTPYKTYPHHX IiAPO3/LTiB - BUKOHABIIIB 200 HE Mi3HiIIe HACTYITHOTO poO04oro
THS.

He nonyckaerscs:

{Ab63ay opyeuti nynkmy 3 enasu 7 po3oiny Il 6 pedaxyii Haxazy Minicmepcmea tocmuyii’ No
1581/5 6i0 21.04.2022)

HaJCUJIaHHS a0o TepeaaBaHHs JOKYMEHTIB 0€3 1X peecTparlii y ciry»k01 JiJT0BOACTBA;

{Ab3ay nynkmy 3 enasu 7 po3oiny Il 6 peoaxyii Haxasy Minicmepcmea ocmuyii Ne 1581/5
6i0 21.04.2022}

MIOBTOPHE HAJICWIAHHS MPUMIPHUKA, Y TOMY YUCI OPUTIHAIBHOIO, JOKYMEHTA y Harneposiil
¢bopmi, K10 HOro NMpUMipHUK ab0 KO0 BXe HaAICIaHO B €JIEKTPOHHIN GopMmi.

{Ab63ay nynkmy 3 enasu 7 po3oiny Il 6 peoaxyii Haxazy Minicmepcmea rocmuyii Ne 1581/5
6i0 21.04.2022}

4. Ilix yac mnpuilMaHHS BiJ BHUKOHABIIB BHXIJHUX JOKYMEHTIB MpAaliBHUKHU CIIy>KOU
JJIOBOACTBA 3000B’sI3aH1 TIEPEBIPUTH:

NpaBUIbHICTH O)OPMIICHHS TOKYMEHTa (CKJIaJ] 1 pO3MIILICHHS B HhOMY BCiX PEKBI3UTIB);
HASIBHICTH 1 IPaBUJIBHICTh 3a3HAYCHHSA aJJPeCH;

HasBHICTh Ha JJIOKYMEHTI BIIMITKHU PO JTOJIaTKH,

HAsBHICTh yCiX HEOOX1HUX IMIAMKCIB HA JOKYMEHTI Ta JIOJIaTKax 10 HOTO;

HasBHICTH Bi3 Ha KOMil BUXIJHOTO JOKYMEHTA, I10 3aJHUIIAETHCS y CIPaBaxX yCTaHOBH;
HasBHICTH 1 TOBHOTY JOAATKIB;

BIJIMOBITHICTH KIJTbKOCTI IPUMIPHHKIB KIJTBKOCTI apecaris.

5. JIOKyMEHTH, IO HAJICHJIAIOTbCS OJHOYACHO OJHOMY 1 TOMYy CaMOMy aJpecaroBl,
BKJIQ/IalOTHCS B O/IMH KOHBEPT (ynakyBaHHs). Ha KoHBepTi 3a3HayaeThCs ajpeca, 3a He0OX1THOCTI
MIPOCTABIISAIOTHCS PEECTPALliiiHI 1HIEKCH BCIX JTOKYMEHTIB, SIKI MICTATHCS Y KOHBEPTI.

JIOKyMeHTH, IO TOCTaBISIIOTHCS (PeIb]’ €repChKor0 CIYX)0010, MepenatoThes aapecaTam i
MIMKC y BIAMOBIAHINA KHH3I.

6. Jlocwianas a0o 3aMiHa PO3ICIAHOTO paHille TOKyMEHTa 3IHCHIOETHCS 32 BKa31BKOIO
0CaZoBO1 0co0H, sIKa MigNmucana JOKYMEHT, a00 KepiBHUKA CITyKOU A1I0BOJICTBA.


https://zakon.rada.gov.ua/laws/show/z0446-22#n128
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https://zakon.rada.gov.ua/laws/show/z0446-22#n128

7. CTpyKTypHi MiIpO3AUIM Ta OKpeMi BHMKOHAaBIIl 3000B’si3aHi TepeaaBaTH BHUXIiJHI
JOKYMEHTH Ta IHIII MOUITOBI BiMIPaBICHHS 10 CIIY>KOH J1IOBO/ICTBA Y TOAMHHU, BCTAHOBIIEHI JIS
IIbOTO 1HCTPYKITIEIO 3 IIJIOBOJICTBA YCTAHOBH.

IV. Cucremarn3auisi Ta 30epiranus J0OKyMEHTIB y AI0OBOACTBI

1. CkiagaHHs HOMEHKJIATYPH CIIPaB

1. Homenknarypa cmpaB Hpu3Hau€Ha JJIsi BCTAHOBJICHHS B YCTAHOBI €IMHOTO TOPSIKY
dbopMyBaHHS cropaB Il JOKYMEHTIB, CTBOPEHHUX B €JCKTPOHHINM 1 mamepoBiii Qopmax,
3abe3neyeHHs X 00JIiKy, ONepaTUBHOTO MOMIYKY JJOKYMEHTIB 32 X 3MICTOM 1 BUJIOM, BU3HAYEHHS
CTPOKIB 30€epiraHHs CIpaB i € OCHOBOIO JIJIsl CKJIQJaHHS OMKCIB CIPaB MOCTIHHOTO Ta TPUBAJIOTO
(monax 10 pokiB) 30epiraHHs, a TaKoX ISl OOMIKY CrpaB TUMYacoBOro (10 10 pokiB BKIIFOYHO)
30epiraHHsl.

{Ab3ay nepwuii nynkmy 1 enasu 1 pos3oiny 1V i3 sminamu, eénecenumu 32iono 3 Haxazom
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022)

3akpirieHa B HOMEHKJIATypli CXeMa CHCTeMaTu3allii CIpaB BUKOPHCTOBYETHCS IPHU
PO3po0IIeHH] CXeMHU KapTOTeKH Ha BUKOHAHI JOKYMEHTH.

2. IcHyoTb Taki BHOM HOMEHKJATyp CIpaB: THUIIOBAa, NMPUMIpHA, HOMEHKJATypa CIpaB
YCTaHOBM, HOMEHKJIaTypa CIIpaB CTPYKTYPHOIO HiAPO3ALTY.

TumoBi abo mpUMIpHI HOMEHKJIATypH CIpaB pPO3POOJSIOTH OpPraHd BHILOTO PIBHS IS
IiJIB1IOMYHMX YCTAHOB 3 METOIO yHi(iKaIlii CKJIaay CrpaB Ta CTPOKIB iX 30epiraHHsl.

TumoBa HOMEHKJAaTypa BCTaHOBJIIOE€ THIOBHUW CKJIaJ CIpaB Jil YCTaHOB, OJHOPIAHMX 3a
XapaKkTepoM JifJIbHOCTI, OIHAKOBOIO CTPYKTYpOIO, 3 €IMHOIO CHUCTEMOIO IHJEKcalii KOXKHOi
CTIpaBH 1 € HOPMAaTHBHUM aKTOM.

[IpumipHa HOMEHKJIATypa CIIpaB YCTAHOBIIOE MPHUMIPHHNA CKJaJl CHpaB s YCTaHOB,
OJTHOPITHUX 3a XapakTEPOM MIsIILHOCTI, aje PI3HUX 3a CTPYKTYpOIO, 1 Ma€ PEKOMEHIAIIMHII
Xapakrep.

Ctpoku 30epiraHHs crpas, rnependadeHi TUMIOBOIO a00 MPUMIPHOIO HOMEHKIIATYPOIO CIIPasB,
MIEPEHOCATHCS 0 HOMEHKIIATYPH CIIPaB YCTaHOBU 03 3MiH.

3. IIpumipHi Ta TUIIOBI HOMEHKJIATYPHU CIIpaB, pO3pOOJIeHI HEHTPAIbHUMHI OpraHaMu BIIAJIH,
IHITUMU  TICHTPAJIBHUMH YCTAHOBAaMH, CXBaJIIOIOTBCSA EKCIEpPTHOW Kowmiciero (mami - EK)
PO3MISIAIOTHCS BIAMOBITHO 10 3aKOHOAABCTBA LIeHTpambHOIO EKCIEPTHO-TIEPEBIPHOI0 KOMICIEIO
(mam - IEIIK) Jlep>xaBHOi apXiBHOI ciry:xOu (mami - YKpuaep:kapxiB) Ta 3aTBEPIKYIOThCS iX
PO3MOPSAUYNMU JOKYMEHTAMH.

{A63ay nepwuii nynkmy 3 enaeu 1 posoiny IV i3 sminamu, enecenumu 32iono 3 Haxazom
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022)

[TpuMmipHi Ta THUIIOBI HOMEHKJIATypu CIpaB, po3poOieHi MICIEBMMH OpraHamMH BJaju,
IHIIMMH yCTaHOBaMH 00JaCHOTO PiBHA AJISl OJHOPIAHMX 32 XapaKTepOM JISIIbHOCTI MiBITOMYUX
ycTaHoB, cxBanoloThesi EK, moromkyrorbcs ekcrepTHo-nepeBipHO0 koMiciero (mani - EINIK)
BIJIMOBIAHOTO JIEP’KaBHOTO apXiBy Ta 3aTBEPKYIOTHCS PO3MOPAIUUMHU JOKYMEHTaMU OpraHiB Ta
YCTaHOB, 110 PO3pOOMIM 3a3Ha4€H1 HOMEHKJIATypH CIIpaB.


https://zakon.rada.gov.ua/laws/show/z0446-22#n133
https://zakon.rada.gov.ua/laws/show/z0446-22#n133

{Ab3ay Opyeuti nynkmy 3 enaeu 1 posoiny 1V i3 sminamu, énecenumu 32iono 3 Hakazom
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022)

4. He3zanexHOo BiJl HASBHOCTI THUIMOBOI YM MPUMIpPHOT HOMEHKJIATYpH CIpaB KO)KHA YCTaHOBA
MMOBHMHHA MaTH BJIACHY HOMEHKJIATYpy CIIPAB.

5. HomeHnkmarypa cmpaB ycTaHOBH (3BeI€Ha HOMEHKJIATypa) CKIIAJA€ThCs CIYXKOO0I0
Ai0BOACTBAa. MeTonuuHa J0moMora y CKJIaJaHHi HOMEHKJIATypH CIpaB HAJAEThCS apXiBOM
YCTaHOBH (II0CAI0BOIO 0CO00I0, BiIMOBIIATBHOIO 32 apXiB).

6. Ilix yac ckinagaHHd HOMEHKJIATypH CIIpaB YCTAaHOBU BUKOPUCTOBYETHCS CTPYKTYPHHUH a00
(GYHKIIOHATbHUIN NPUHIUT 11 TOOYJOBH.

CTpyKTypHUH MPUHIUI BUKOPUCTOBYETHCS B Pa3i YITKO BCTAHOBIIECHOI CTPYKTYpH YCTaHOBH.
Po3minamum B Takii HOMEHKJIATypi CHpaB € HaWMEHYBaHHS CTPYKTYPHUX TiAPO3/IiIiB
(kaHLIeNSApis, OpraHi3aliftHuid B, TUTAHOBUH BIIALI, BT MApKETHHTY Ta 30yTy MPOMYKIIT
tomo). [Ipy mpoMy mepmMM pO3ALSIOM HOMEHKJIATYPU 3a3HAYa€ThCs CIIy)k0a [IIOBOJICTBA,
HACTYMIHUMHU DPO3JUIaMH - CTPYKTYpHI MiAPO3AUIM, y TOMY YHCI BiJOKpEMIIEHI CTPYKTYpHI
MiIPO3AUIM YCTAaHOBH, IO HE MAIOTh CTaTyCy IOPUAMYHOI O0COOH, Y TMOCTIJOBHOCTI 3TiTHO 31
IITaTHUM PO3MHCOM YH KJIacu(iKaTOPOM CTPYKTYPHHUX IiIPO3/1IiB, @ HANPUKIHII 3a3HAYAIOTHCS
CIIpaBH IMOCTIMHO 1 THMYACOBO JIHOYUX KOJICTiaJbHUX OPTaHiB YCTAHOBHU (KOJETiH, paja, KOMICiH,
TBOPYMX I'PyM TOILO).

VY pasi po3nojily OCHOBHMX (YHKLIN (HampsiMiB AisSIBHOCTI) Y O€3CTPYKTYpHIH yCTaHOBI
MDK 11 IpaliBHUKaMH BUKOPUCTOBYETHCSA (PYHKIIOHAJIBHUN MPUHIMI MOOYIOBHM HOMEHKJIATypH
cnpaB. Po3ainu 1 migpo3Aiin HOMEHKJIATypu CIpaB YCTAHOBM, MOOYAOBAaHOI 3a TaKUM
MIPUHIIMIIOM, BiTOOpaXkatoTh ii (PyHKIIT Ta HAIIPSIMU ISTIBHOCTI 1 pO3MIILYIOTECSl Y HOMEHKJIATY Pl
3a CTYNEHSMH iX BaXJIMBOCTI (OpraHizaiisi poOOTH, IIaHyBaHHs, (iHAHCYBaHHS, IPOTHO3YBAHHS
TOIIIO).

VY pa3i BupoOHHMYOI MOTPeOM MOXKIMBE MOEAHAHHS CTPYKTYPHOTO Ta (DYHKIIOHAJIBHOTO
NPUHINIIB TOOYI0BH HOMEHKIJIATypH CITPaB.

7. Ilix yac po3poOieHHS HOMEHKJIATYypH CIIpaB YCTaHOBM, KpIM 3BEJCHHS HOMEHKIIATYpP
CIpaB CTPYKTYPHUX MiAPO3MITiB, 3 METOIK OUIbII TMOBHOTO OXOIUIEHHS JOKYMEHTOOOIry
BHBUYAETHCSA Ta aHANI3YETHhCS MISUIBHICTH YCTAaHOBU B IiioMmy. [Ipyu 1IbOMY BHUKOPUCTOBYIOTHCS
MOJIOKEHHS (CTAaTyTH) MPO YCTAHOBY Ta ii CTPYKTYPHI MiAPO3UIN; IITAaTHI PO3MKUCH; TUIIOBI 260
NpPUMIpPHI HOMEHKJIATYpu CIpaB; HOMEHKJIATypu Ta ONKMCH CIOpaB 3a MHHYIlI POKU;
KJIacu(ikaTopu JOKYMEHTIB 1 KOPECHOHJIEHTIB; pPEeCTPallifHO-00MIKOBI Ta KOHTPOJbHI
KapTOTEKU; TUIOBMM Ta Tajly3eBl MEpeNiKd BUAIB JOKYMEHTIB 13 3a3HAYEHHSIM CTPOKIB iX
30epiraHHs, a TAKOXK ypaxoBYIOTbCS 3aBJaHHS YCTAaHOBU HAa HACTYIHUH PIK.

8. Homenkiarypa cmnpaB CTPYKTypHOTO MiJPO3AUTY pO3pOOISIEThCS HE mi3Hime 15
JUCTONAaJa MOTOYHOTO POKY IOCAJ0BOI0 0C000I0, BIANOBIJAJIBHOI 33 JAUIOBOJICTBO Y
CTPYKTYPHOMY MiAPO3/ii, Ha TiJACTaBl BUBYEHHS JOKYMEHTIB 3 YCIX MHUTaHb HOTO AISUTBHOCTI 13
3amy4eHHsAM (axiBILiB, SKI MPALIOIOTH Y MiAPO3IUTI, MiAMUCYETHCS KEPIBHUKOM CTPYKTYPHOTO
MIIPO3AUTY Ta Bi3y€ThCSI KEPIBHUKOM apXiBY YCTaHOBHU (ITOCAOBOIO 0CO00I0, BiJIMOBIIATHLHOIO 32
apxiB).

9. YV HOMEHKIaTypi CIpaB nependayaroThCs 3ar0JIOBKU CIIPaB AJSl TPYIyBaHHS JOKYMEHTIB,
10 BiJOMBAIOTH YCi JOKYMCHTOBAHI JUISHKH 1 TUTAHHS JisUTbHOCTI YCTAHOBH, & TAKOXK:


https://zakon.rada.gov.ua/laws/show/z0446-22#n133

HE 3aKiHYeHI B JUIOBOJICTBI CIpaBW, IO HAAIWIUIM BiJi yCTaHOB-MOMEPEAHUKIB M iX
MIPOJIOBKEHHS, Y TOMY YHCII PEECTpaIliifHO-TOBIAKOBI Ta KOHTPOJIbHI KapTOTEKH, HOMEHKJIATYPH
CIIpaB;

COpaBH 3 IMHWTaHb, BUPIMIEHHS SKUX TpHUBAa€ OUIbIIE OJHOTO POKY abo 5Kl BEIyThCS
BIIPOJIOBXX JIEKIJIBKOX POKIB (MEpexifHi CHpaBu), IO BHOCATHCSA J0 HOMEHKIATypu CIpaB
KOYKHOTO POKY BIIPO/IOBX BCHOT'O CTPOKY iX BUpIilLIEHHS a00 BEIECHHS;

CIpaBU TOCTIHHO ilOYMX KOJIETiaNbHUX OpraHiB (KOJeTid, pal, KOMICii, TBOPUUX Tpynl
TOIIIO);

CIOpaBM THUMYAacCOBO JIIOYUX OpraHiB, TOKYMEHTH SKHUX € TIPaBOBOIO IiJICTaBOIO st
HiATBEP/UKEHHS! TTOBHOBAXXEHb YCTAaHOBU a00O NMPUMMHEHHS ii AISIBHOCTI (HAampuUKiaX CIpaBU
JKBITAIIAHOT KOMICIT).

10. /lo HOMEHKJIATypH CIpaB BKIIOYAIOTHCS, SK IPAaBHJIO, OPUTIHAIA JOKYMEHTIB. 3a
pimieHHssM EK ycTaHOBM 1O HOMEHKJIATypu CIIpaB MOXYTh BKJIIOYATHCS KOIi THPa’KOBaHUX
JOKYMEHTIB, III0 HAKOMUYYIOThCS B CTPYKTYPHHX MiIpo3ainax (po3mopsiadi JOKyMEHTH,
MOJIOKEHHSI TIPO CTPYKTYPHI MAPO3/IiIH, IOCAI0B1 IHCTPYKIIii TOIIO).

11. Jlo HOMEHKJaTypu CHpaB HE BKJIIOYAIOTHCA BUJAHHS, NOBIAHUKU (Y TOMY YHCHI
tenedonHi), OronereHi, pedepaTuBHi KypHaJH, eKcrpec-iHpopmartis.

12. HomeHkmarypa crpaB yCTaHOBHM (3BEACHA) CKIIAA€ThCsA 3a yHi(iKoBaHOIO (hopmoro,
HaBeneHoo B joxatky 10 mo mux IlpaBun, Ha miACTaBi HOMEHKJIATYpP CIpPaB CTPYKTYPHHUX
IiIPO3/I1JIIB, pO3pO0ICHUX 3a aHAIOTTYHOI (hOpMOI0, HaBeIeHOO B onaTky 11 mo mux [IpaBwmi.

13. HoMmeHKIIaTypH CHpaB YCTAHOBM Ta ii CTPYKTYpHHUX HIAPO3AUIB O()OPMITIOIOTH TaK, SIK
BU3HAUEHO JaJIi.

Y rpadi 1 mpocraBiseThCs IHIACKC KOXKHOI cCHpaBH. I[HAEKC CIpaBH CTPYKTYPHOTO
HiAPO3JUTY CKIAAEThCS 3 IHICKCY CTPYKTYPHOTO MiJIPO3/iTy YCTAaHOBH (32 IITaTHUM PO3IMHCOM
a00 kiacu@ikaTopoM CTPYKTYpPHHX MIAPO3IIIB) Ta TOPSAIKOBOTO HOMEpA CIPaBH B MEKax
nigposainy. Hanpuknan: 05-10, ne 05 - inaexc camoctiitHoro Bimainy, 10 - mopsakoBuii HoMep
cipasu, abo 04.1-08, ne 04.1 - ingekc Biaauly y ckiaai yrpasiiHHs, 08 - mOpsaKoBUl HOMEp
CTIpaBH.

VY rpady 2 BKIIOUAIOTHCS 3arojOBKH CHpaB (TOMIB, YACTHH), SIKI MAlOTh YIiTKO, y CTHCIIN
y3arajbHeH1l (opMi Bi1oOpakaTu CKJIAJ 1 3MICT TIOKyMEHTIB CIIpaBH.

He 1o3BomsieTbcsi BXKMBaHHS B 3arojIOBKax CIpaB HEKOHKPETHUX  (OPMYITIOBAHBb
(«marepianmy, «3araJibHe JUCTYBAHHS, «BX1HA KOPECIIOHCHITIS», «BUX1THA KOPECIIOH/ICHITISN,
«(piHaHCOBA JOKYMEHTAIIis» TOIIO), & TAKOXK BCTABHUX CIIiB 1 CKJIQJIHUX CHHTAaKCUYHUX 3BOPOTIB.

ITix yac GpopMysroBaHHS 3arojIOBKIB CIIPaB BPAXOBYIOThHCS TakKi O3HAKKU (OpPMYyBaHHS CIpaB,
SK HOMIHaJIbHA, aBTOPChKA, KOPECIOHAEHTCHbKA, NPEAMETHO-IUTAIbHA, XPOHOJOTIYHA,
reorpadiuna. JIokyMeHTH (OPMYIOThCSl Y CIIPaBH HAa OCHOBI OKpPEMOI O3HAKH a00 CIIONyYECHHS
O3HaK.

3aroIoBOK CIIPaBHU CKJIAJAETHCS 3 €JIEMEHTIB, IO PO3MIIIYIOTHCS Y TaKiid MOCIHiZOBHOCTI:
Ha3Ba BUAY CIpaBH (JUCTYBaHHS, )KypHAJI, KHATA TOIO) UM BUY JIOKYMEHTIB y CIIpaBi (HaKasH,
IPOTOKOJIM, AKTH TOIIO); AaBTOp JIOKYMEHTIB (HalilMEHYBaHHS YCTaHOBH, CTPYKTypHOTO



MipO3/iy); KOpecrnoHAeHT abo aapecar (HaliMeHyBaHHs YCTaHOBH, JI0 SIKO1 aipecoBaHi ado Bij
K01 HAIWIITN JJOKYMEHTH); CTHCIIHIA 3MICT JIOKYMEHTIB CIpaBu (ITUTAHHSA, 3 IKOTO (hOPMYETHCS
CrpaBa); Ha3Ba perioHy (TEepUTOpii), 3 AKUM IOB’SA3aHUN 3MICT JTOKyMEHTA; narta (mepion), A0
SIKOT HAJIe)KaTh JOKYMEHTH CIPaBH; BKA3iBKM Ha HAsSBHICTH KOMiH JOKYMEHTIB y crpasi (y pasi
noTpedn).

SIKmo cmpaBa CKJIANA€ThCsl 3 PI3HUX 32 BUJAMH JOKYMEHTIB, IOB’S3aHHUX OJIHUM
KOHKPETHUM MHUTAHHSAM Ta MOCIIJOBHICTIO BeIEHHS A1IOBOJCTBA (CYIOBI, ClIia4i, 0COOOBI TOIIO),
BXKHUBAIOTh TEpMIH «crlpaBa», Hamnpukiaa: «OcoboBa cmnpaBa IBanuenka Bonoaummpa
MuxkonaiioBUYay.

VY 3arojoBkax cmpas, MO MICTATh IOKYMEHTH 3 OJIHOTO IIUTAaHHS, HE IIOB’s3aHi
MOCITITOBHICTIO BEJEHHS TMPOIEAYp IJOBOACTBA, BKUBAETHCS TEPMIH <«JIOKYMEHTH», a IICIIs
HBOTO B JY)KKaxX 3a3HA4alOTHCS OCHOBHI BUJAM JIOKYMEHTIB CIIPaBH, HampuKiIaa: «JlokymeHTH
(mnanu-rpadiky, aHKETH, IOBIAKH TOLIO) MPO MPOBEAEHHS ONIALY CTaHy MAUTOBOJICTBA Ta
apXiBHOI CIIPaBM y BUIIMX HAaBYAJIBHHX 3aKiafax». TepMiH «IOKYMEHTH» BXKHUBA€THCS TaKOXK Y
3aroJIOBKax CHpaB, IO MICTATh JOKYMEHTH - JOAATKH 10 Oy[Ib-SIKOTO HOPMAaTHBHO-TIPABOBOTO
akTa ab0 PO3MOPSIIYOTO JOKYMEHTA YCTaHOBH. Y TaKOMy pasi BUIOBHH CKJIaJ JOKYMEHTIB He
3a3Ha4al0Th, HAPUKIAL: «/IOKyMEHTH 10 MPOTOKOIIB 3aciJaHb BYCHOT pajid IHCTUTYTY».

VY  3arojgoBkax ClipaB, IIPU3HAYCHUX [JIA TI'PYIIyBaHHA I[OI(YMGHTiB OJHOI'0 BHUAY,
3a3Ha4Yar0ThCA BUA IOOKYMCHTA Yy MHOXXMHI Ta aBTOp I[OKYMCHTiB, HaIrpuKkiag: «Haxkasu 3
OCHOBHOI1 ,Z[iHJ'ILHOCTi TOBApUCTBA».

VY 3arojoBkax cCIpaB, IO MICTATh JIMCTYBAaHHS, 3a3HA4YalOThCSI KOPECHOHAEHT 1 CTHUCIHH
3MICT JJOKYMEHTIB, Hanpukiaa: «JluctyBanHs 3 MiHICTEpCTBOM OXOPOHH 30pOB’sl YKpaiHH Mpo
CTaH 37I0pOB’S JITEH JOUIKUIBHOTO BIKY.

VY 3aronoBkax copaB, L0 MICTATh JMCTYBaHHS 3 KOPECIOHIEHTaMM, OJHOPIIHUMHU 3a
XapaKTepoM JisIIbHOCTI, TaKi KOPECIIOHIEHTH HE Mepeliuy0ThCs, @ 3a3HAYAEThCS 1X y3arajibHEeHe
HallMEHYBaHHS, Hanpukiaa: «JIMcTyBaHHS 3 OpraHaMM MICLIEBOTO CaMOBpPSAYBaHHS 3 NHUTaHb
3a0e3MeYeHHs COLIaIbHOIO 3aXUCTY HACEIECHHS.

VY 3aronoBkax CIpaB, IO MICTITh JUCTYBaHHS 3 PI3HUMH KOPECIOHACHTAMH, TaKi
KOPECIIOH/ICHTH HE 3a3HaYaloThCs, Hanmpukian: «JIMCTyBaHHS TpO Opradizaiio ceMmiHapy 3
TIIBUINIEHHS KBaJTi(hiKaIlii mpariBHUKIB JIJTOBOIHUX CITYKO».

VY 3aronoBkax crpaB, L0 MICTSATh IJIAHOBO-3BITHY JOKYMEHTAIlil0, 3a3HAYA€ThCS MEPIOJ
(MicsLb, KBapTal, HiBpiy4s, PIK), B SKOMY IJIAHYETbCS CTBOPEHHS JTOKYMEHTIB, a00 mepion ix
(aKTHYHOTO BUKOHAHHS, HATIPHKIIA;:

1. Ilnan ocHOBHMX oOpraHizamiiiHux 3axoaiB [lepxaBHoro mignpuemctsa «A3ot» Ha 2014
piK;
2. 3BiT po BUKOpUCTaHHS OrOKeTHUX KOmTiB 3a IV kBaptan 2014 poky.

[Tin uyac po3MileHHs 3arojioBKiB CIIpaB y HOMEHKJIATypi BPaxXOBYIOTHCS Ba)IIUBICTb
JOKYMEHTIB, BKJIIOUECHHX 0 CIpPaBH, iX B3a€EMO3B’s30K. Ha mouarky po3MIIIyIOThCS 3ar0J0BKH
CIpaB WIOAO MJOKYMEHTIB, SIKI HAAIWIUIM Bil OPraHiB BHINOTO PIiBHA, JAali - O[O0
OpraHizamiifHO-po3MopsAu0i  JOKYMEHTAIlli, IUTAaHOBO-3BITHOI JOKYMEHTAIlli, JUCTYBaHHS,



OOJIIKOBO-JTOBITKOBUX BHJIIB JIOKYMEHTIB. Y KOXHIH 3 [HMX Tpyn JOKYMEHTH TaKOX
PO3MINIYIOTECS 3 ypaXyBaHHIM BKIMBOCTI Ta CTPOKIB 30€piraHHs.

Bka3iBKy Ha HasBHICTh KOMNiil JIOKYMEHTIB Yy CIIpaBi pO3TAIlOBYIOTh IICIS 3aroJioBKa,
Harnpukiaz: «Hakazu 3 ocHOBHOI fisibHOCTI 32 2014 pik (Kormii)y.

['pada 3 HOMEHKIATypH 3alOBHIOETHCS HAMPUKIHII KaJCHIAPHOTO POKY, KOJIH Bijoma
KUTBKICTh C()OPMOBAHUX TOMIB, YACTHH CIIPABH.

VYV rpadi 4 HOMEHKIATypu 3a3HA4arOThCsl CTPOKHM 30epiraHHsl crpaB, HOMEpHU CTaTed 3a
TUIIOBUMH, BIIOMYMMH (Tajdy3eBHMH) IEpesikaMH JOKYMEHTIB 13 3a3Ha4eHHSM CTPOKIB iX
30epiraHHs, TUIIOBUMH 1 IPUMIPHUMHU HOMEHKJIATypaMu CIIPaB.

{Ab3ay Oes'amnaoysamuii nynkmy 13 enasu 1 po3oiny IV i3 3minamu, éHecenumu 32i0HO 3
Haxazom Minicmepcmea tocmuyii No 1581/5 6io 21.04.2022}

JlomyckaeThcsl TOCUJIAHHS Ha Psijl CTaTed MepeiiKy JOKYMEHTIB 13 3a3HaU€HHSIM CTPOKIB iX
30epiranHs (y TOMY YMCII Pi3HUX MEPENiKiB, SKIO 3aCTOCOBYIOThCS TUMOBUH 1 rairy3esuil). [lpu
IbOMY CTPOK 30€piraHfs 3a3HAYa€ThCsl BIAMOBITHO IO CTATTI, IO BCTAHOBIIOE HANOUIBIINA
CTPOK 30epiraHss.

s JOKyMEHTiB, HE TependauyeHux [JIIOYMMH  TIEepellikaMu, CTPOKH 30epiraHHs
BHU3HAYAIOTHCS HA MiACcTaBi iX BuBdeHHS EK ycTaHOBH.

YeraHOBH, Y AISUIBHOCTI SIKUX YTBOPIOIOThCA JOKyMeHTH HA®D, moromkyroTh 1i CTPOKH 3
EIIK BianmoBIAHOIO JE€p’KaBHOTO apXiBy. YCTaHOBU, Y JISUIBHOCTI SKHUX HE YTBOPIOIOTHCS
nokymeHnTd HA®, noromxyrors 1i ctpoku 3 EK oprany Bumoro piBas (3a HasiBHOCTI). [lpu
LbOMY B HOMEHKJIATypl crpaB poOuThcs npuMitka «CTpok 30epiraHHs BCTaHOBIIEHO» (Ha3Ba
EIIK nep>xaBHOro apxiBy, mpotokosn Ne  Bix  ); «CTpok 30epiraHHsi BCTAaHOBJIECHO» (Ha3Ba
EK oprany Bumioro piBHs, nportokos Ne  Big_ ».

Jns copa, chopMOBaHUX 13 THPAKOBAHUX KOMiM JOKYMEHTIB, BCTAHOBIIIOETHCS CTPOK
30epiranHs  «Jloku He MHMHE TOTpebay HE3aJeKHO BIJI CTPOKY 30epiraHHsS OpUTIHAIIB
JOKYMEHTIB (y TOMY YHMCII 1 JJIsl TOKYMEHTIB MMOCTIHHOTO CTPOKY 30epiranHs) 6e3 MoCuIaHHs Ha
CTaTTIO BIJIMOBITHOTO MEPEIIKY TOKYMEHTIB 13 3a3HaYCHHSIM CTPOKIB iX 30epiranHs.

Crpok 30epiranHs cupaBu «/[ist ciy’)k00BOro KOpHCTyBaHHs» HE BCTAHOBIIOETHCS, a Y
BIJINOBIIHIH rpadi HOMEHKJIATYpH CIpaB NpOCTaBiseThes no3Hauka «EK» (ekcnepTHa komicis).

VY rpadi 5 «IIpumiTka» poOIAThCS MO3HAYKH MPO MEePEXiTHI CpaBH; Mpo GOpMy CTBOPECHHS
JOKYMEHTIB CIIpaBH (eJIEKTPOHHA, TAlepoBa, 3MilllaHa); PO MOCaA0BHUX 0Ci0, BIMOBIIaTbHUX 32
dbopMyBaHHs ClpaB; MpO Tepenady CrpaB A0 apXiBy YCTAHOBH YW IHIIMX YCTAHOB JUIs 1X
MIPOJOBKEHHS TOIIO.

{A63ay osaoysme n'amuil nynkmy 13 enaeu 1 po3oiny 1V i3 sminamu, @HeceHumu 32i0HO 3
Haxazom Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022)

14. HomenkiaTypa CHOpaB YCTaHOBU IMiJIHCY€THCS KEPIBHUKOM CIIYy>KOM J1iJIOBOJICTBA
YCTaHOBH, BI3YEThCS KEPIBHMKOM apXiBy yCTaHOBH (TIOCAJ0BOIO OCOOOI0, BIIMOBIJAILHOIO 3a
apxiB) Ta cxBanmoeTbcst EK ycraHoBu.


https://zakon.rada.gov.ua/laws/show/z0446-22#n142
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HoBocTBOpeHi ycTaHOBH HE3aJeKHO BiJl ()OpMH BJIACHOCTI NMOBHHHI HE II3HIIIE OIHOTO
POKY 3 TMOYaTKy isUIbHOCTI mojatu cxBasieHy EK ycTaHOBH HOMEHKIATypy CIpaB Ha PO3IVIS
EIIK (EK) BianmoBigHOT AepskaBHOI apXiBHOT YCTaHOBH, apXiBHOTO BiJITLTy MICBKOI paJiv, Y 30H1
KOMITJICKTYBaHHS IKUX BOHU IMepeOyBarOTh, /ISl MIPOBEICHHS SKCIICPTU3H IIIHHOCTI JOKYMEHTIB 3
METOIO IX MOXJIMBOIO BiHeceHHs 10 HAD.

VYcTaHoBH, y JISJIBHOCTI SIKUX YTBOPIOIOThCA JokyMeHTH HA®, y mojanblioMy HOAarOTh
cBOl0 HOMeHKJarypy cipas Ha po3rsa EINK (EK) BinmoinHoi aep>kaBHOI apXiBHOI yCTaHOBH,
apXxiBHOTO BTy MICBKOI pajiy, y 30H1 KOMIUIEKTYBaHHS SIKUX BOHU NepeOyBatOTh.

YcraHoBH, Y NISUTBHOCTI SIKMX HE YTBOPIOIOTHCA TOKyMeHTH HA®D, monatoTh HOMEHKIATYpY
cupaB EK oprany Buimoro piBHs (3a HasBHOCTi). Y pa3i BIICYTHOCTI YCTaHOBH BHIIOTO PiBHS
HOMEHKJIaTypa CIPAB CXBAIIOETHCS BIacHOO EK.

15. HomenkiaTypa cHpaB YCTaHOBHU IMiJUIATa€ MOTODKEHHIO 3 BiJNOBITHUM JAEp>KaBHUM
apxiBoM a00 CXBaJIEHHIO OpPraHOM BHILOTO PIBHS OJMH pa3 Ha II'SIThb POKIB a00 HEBIAKIAIHO B
pa3i iICTOTHUX 3MIH y BJIACHOCTI MailHa, CTPYKTYpi, (QYHKLISAX Ta Xapakrepi poOOTH yCTaHOBH,
BTpPAaTl YUHHOCTI THUIOBUM (TaJly3€BUM) IEPENIIKOM JOKYMEHTIB 13 3a3Ha4€HHSIM CTPOKIB iX
30epiraHHs.

16. Tloromxena EIIK BiamoBimHOTO JAEp>KaBHOTO apxiBy HOMEHKJATypa CIpaB
3aTBEPIKY€ETHCS KEPIBHUKOM YCTaHOBH.

17. HomeHnknarypa crpaB YCTaHOBH CKJIQJA€ThCS Y YOTHPHOX NpuMipHukax. I[lepurmii
(HEIOTOpKAHHMN) NPUMIPHUK 3BEACHOI HOMEHKJIATYypH CHpaB 30epiraerbcsi y CiryxO1
IIOBO/ICTBA, JPYIMHA - BUKOPHUCTOBYETBHCS CIYXO0OI0 MAIIOBOJACTBA SIK pPOOOUMHM, TpeTid -
MEPEeJaETbCsl O apXiBy YCTAaHOBM Ui 3JIMCHEHHS KOHTPOJK 3a (OpMyBaHHSM CIpaB Yy
CTPYKTYpHUX MiJpO3/iJIaX, YeTBEPTUH - HAJICHIAETHCA 1O BIAMOBIIHOI JEp)KaBHOI apXiBHOI
YCTaHOBH, apX1BHOT'O BLAJILITY MICBKOI paau abo opraHy BUIIOTO PiBHS.

YcraHoBH, y [ISUIBHOCTI SIKHX HE YTBOPIOIOThCS JoKyMeHTH HA®D, ckianaioTh
HOMEHKJIATypy CIIpaB YCTAHOBH y TPbOX IPUMIPHUKAX, SKIO BOHU HE MAIOTh OPraHy BUILOIO
piBHSL.

18. HomenkiaTypa cHpaB CTPYKTYpHOTO HiApO3JUTy YCTAaHOBHM CKJIAJA€TbCA Y JIBOX
npuMipHuKax. OJUH NPUMIPHUK HOMEHKJIATypU NEPEIaeThCsl CIy»x 01 I17I0BOJICTBA.

CTpyKTypHI MiJIpO3/iM YCTaHOBH OTPUMYIOTH 3aCBiU€HI B YCTAaHOBJICHOMY IOPSIKY
BUTATH 3 BIATNOBIAHUX PO3ALIIB  3aTBEPMKEHOT HOMEHKJIATYpH CIpaB yCTaHOBH IS
BUKOPHCTaHHS B pOOOTI.

{Ilynkm 18 enaeu 1 posodiny IV Oonosneno nosum abzayom Opyzum 32i0no 3 Haxaszom
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022)

Jliss BUKOpHCTaHHS B pOOOTI CTPYKTYpHI MiJPO3AITH YCTAaHOBHM OTPUMYIOTH 3aCBiqUeHi B
YCTAHOBJICHOMY TIOPSIIKY BUTSTH 3 BIAMOBITHUX PO3MIIIB 3aTBEPIKEHOT HOMEHKIIATYPH CIIPaB
YCTaHOBH.

19. IlpotsiroM poKy CTPYKTypHi MiAPO3/IiIN 3a0e3MeUyIOTh BEICHHS HOMEHKJIATYp CIpaB,
30KpeMa 3a HEOOXiTHOCTI BHOCSTh IO HUX 3a TIOTOJKEHHSM 31 CITy»KOO0F0 JTIJIOBOJICTBA Ta apXiBOM


https://zakon.rada.gov.ua/laws/show/z0446-22#n142

(mocamgoBo 0C0000, BIANMOBIZANBHOK 3a apXiB) HOBI CHpaBH, HE MepeadadeHi YUHHOKO
HOMEHKJIATYPOIO CIPaB, 3aCTOCOBYIOUH IMIPH I[bOMY PE3EPBHI HOMEPU HANPHUKIHIII HOMEHKJIATypH.

20. HanpukiHii poKy HOMEHKJIATypH CHpaB CTPYKTYPHOTO MiAPO3IiTYy Ta HOMEHKJIATYpH
CTpaB yCTaHOBH 3aKPHUBAIOTHCS MiJICYMKOBHMH 3allMCaMH MPO (PAaKTUYHY HAsIBHICTH 3aBEICHHX
3a PiK CIIpaB.

[TimcymMKoBI  3amMcH  HOMEHKJIATypH CHpPaB CTPYKTYPHUX MIAPO3AUIIB  MiIIMUCYIOTh
BIJNOBiJaJIbHI O0COOM 3TiTHO 3 IHCTPYKIIE€IO 3 JIJIOBOJICTBA YCTAHOBH, a IMiJCYMKOBHUIl 3ammuc
HOMEHKJIATYPH CIIPaB YCTaHOBH - KEPIBHUK CIIY)KOM JIJIOBOJCTBA Ta IMOBIJIOMIISIOTh KEpiBHUKA
apxiBy yCTaHOBH (TIOCaIOBY 0COOY, BIAMOBIJATBHY 32 apXiB).

{Ilynkm 20 enasu 1 posoiny 1V 6 pedaxyii Haxasy Minicmepcmea tocmuyii Ne 1581/5 6io
21.04.2022}

21. Tloromxkena 3 EIIK (EK) BiamoBigHOT 1ep:kaBHOT apXiBHOT YCTaHOBH, apXiBHOTO BiIJILITY
Micbkoi paau (EK oprany Bumoro piBHSI) HOMEHKJIATypa CIpaB yCTAaHOBH HE IMi3HIIIE TPYIHS
MMOTOYHOTO POKY YTOYHIOETHCS, MEPEAPYKOBYETHCS, 3aTBEPIKYETHCS KEPIBHUKOM YCTAaHOBH Ta
BBOJIUTHCS B Jif0 3 1 CIUHS HACTYITHOTO KaJICHAAPHOTO POKY.

{Ilynkm 21 enasu 1 posoiny 1V 6 pedakyii Haxazy Minicmepcmea rocmuyii Ne 1581/5 6io
21.04.2022}

2. @opmMyBaHHSA CIPpaB

1. CnpaBu popMyrOThCSl B yCTAHOBI, SIK MPABHUJIIO, JIELIEHTPAII30BaHO, TOOTO B CTPYKTYPHHUX
nigposauiax. B ycraHoBax 3 o0csroM qokyMeHToo0iry o 10 THC. TOKYMEHTIB Ha pPiK MOXKIIMBE
(bopMyBaHHS CIIpaB y CIyk01 11JI0BOJCTBA.

2. Iig yac hopMyBaHHS cripaB CJiJl AOTPUMYBATHCS TaKHX 3araJIbHUX MPABUI:

BMIILIYBAaTH y CHpPaBH TUIbBKKM BUKOHAHI JIOKyMEHTH BIAMOBIJHO JO 3arojIOBKIB CIpaB Y
HOMEHKJIATYDi;

IpYIyBaTH y CIpaBU JIOKYMEHTH, BUKOHAHI MPOTATOM OJHOTO KaJeHIAPHOTO POKY, 3a
BUHATKOM TIEPEXiIHUX CIpPaB Ta CYIOBUX CHpaB (BEIYThCS TMPOTATOM KUIBKOX POKIB JI0 iX
3aBEPIICHHS), 0COO0OBUX cIpaB ((hOPMYIOTHCS MPOTIATOM IMEPioay poOOTH 0COOM B ITili YCTaHOBI),
JOKYMEHTIB BHOOPYHMX OpPraHiB Ta iX MOCTIMHMX KOMICiH, MemyTarchbKux rpym ((hopMyroThCs 3a
nepion X  CKJIMKaHHS), JOKYMEHTIB HABUAIBHUX 3aKJIaJiB, IO XapaKTepU3YIOTh
HaBYAIBHO-BUXOBHHUM Tmporec ((HhopMyroThCs 3a HaBYAIBHUHM pIK), JOKYMEHTIB TearpiB, IIO
XapaKTepU3yIOTh CICHIYHY isUTbHICTh ((POPMYIOTHCS 3a TeaTpallbHUM CE30H), CrpaB (PiIbMIB,
PYKOITUCIB, icTOpiii XBOpOO;

BMIlllyBaTl Yy CHOpaBU JIMIIE OpUriHaIM abo y pasi iX BIACYTHOCTI 3acBigueHi B
YCTaHOBJICHOMY MOPSIIKY KOIIii JOKYMEHTIB;

HE JIOMYyCKaTH BKIIOYCHHS JIO CIPaB YOPHOBHX, OCOOMCTHUX JTOKYMEHTIB, PO3MHOXKCHHX
KOTIiH Ta JOKYMEHTIB, IO MiJIATal0Th IOBEPHEHHIO;

A0 CIIpaBHM BKIIOYATH JOKYMCHTH TIIBKH 3 OJHOT'O IHWTaHHA abo Irpymnu CHOpi}IHeHI/IX
IIUTaHb, 11O CTAHOBJIATH €,HPIHPII>’I TeMaTHYHUU KOMIIJICKC,


https://zakon.rada.gov.ua/laws/show/z0446-22#n148
https://zakon.rada.gov.ua/laws/show/z0446-22#n148
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OKpeMO TpyIyBaTH y CHpaBH JOKYMEHTH IOCTiHOTO, TpuBajoro (moHan 10 pokiB),
TUMYACOBOTO 30epiraHHs;

3a 0o0csiroM crpaBa MOCTiiHOrO Ta TpuBanoro (moxaa 10 pokiB) 30epiraHHs He MOBUHHA
nepeBuiryBatu 250 apkymriB (He 6isbmre 40 MM 3aBTOBIIIKH).

3. SIk BUHSTOK, KOJM LILOTO BHUMAarae crienudika poOOTH yCTaHOBH, TOKYMEHTH MOCTIIHOTO
Ta TUMYAacOBOTo 30epiraHHs, MOB’S3aHi 3 BHUPIMICHHSM OJHOTO NMUTAHHS, MOXYTh THMYAacOBO
TpYITyBaTUCS BOPOJIOBXK POKY B OfHY crpaBy. Ilicis 3akiH4eHHS! poKy a00 BHPIIICHHS MATAHHS
3rajiafi JJOKyMEHTH TIOBHHHI BMIIIyBaTHCS B OKPEMi CIIPAaBHU 3TiHO 3 HOMEHKJIATypOIO CIIPaB 3a
TaKUM MPUHIIUATIOM: JI0 OJHI€T CIIPaBU BMIIIYIOThCS JOKYMEHTH TiJIbKHU MOCTIHHOTO 30epiranus, a
70 1HIIOT - TUMYacOBOTO.

4. JIoKyMEeHTH TpYIyIOThCS Y CIIPaBHU B XpOHOJIOTTYHOMY Ta/a00 JOTTYHOMY MOPSJIKY.

5. TonoxeHHs, MpaBWia, IHCTPYKIi TOIIO, 3aTBEPKEHI PO3MOPSAYUMH JOKyMEHTaMH,
TPYNYIOTbCS Pa3oM i3 3a3HaYCHHMH JOKyMEHTaMH. SIKIIO BOHM 3aTBEpIUKEHI SK CaMOCTIiiHI
JIOKYMEHTH, iX (OpMYIOTh B OKpeMi CIIpaBH 3a BUJAMH 1 XPOHOJIOTIE0.

6. Hakasu (po3mops/keHHS) 3 NUTaHb OCHOBHOI  JAISJIBHOCTI  YCTaHOBHU, 3
aJIMiHICTPAaTUBHO-TOCIOJAPCHKUX MHUTaHb, 3 KaAPOBUX MUTaHb (0COOOBOIO CKIIay) IPYMyIOTHCS
y pi3Hi cripaBH.

Haka3u 3 kaapoBux muTaHb (0COOOBOTO CKJIaIy) TPYMYIOTHCS BIAMOBIAHO N0 iX BHIIB Ta
CTpoKiB 30epiranHs. He no3BoiseThCsl TPyMyBaTH pa3oM Haka3u TpuBasoro (75 pokiB) Ta
TUMYacoBOTO (5 pokiB) 30epiranHsA. JIOUUIBHO MpHU BETUKHX 00CATax MOKYMEHTIB Hakasu 3
KaJpOBHUX MUTaHb (0OCOOOBOTO CKIIAAY), IO CTOCYIOTHCS PI3HUX HAIPSMIB JiSUIBHOCTI YCTAaHOBU
(npuiimMaHHs Ha poOOTY, 3BUTLHEHHS, IPEMiIOBaHHS, BIAPSKEHHS, BIIIMTYCTKH TOIIO), TPYITyBaTH
B OKpeMi crpaBu. SIKmIo pi3HHMX BHJIB Haka3iB 3 KaJpOBHX NHTaHb (0COOOBOTrO CKIIAdY)
CTBOPIOETHCSI HE3HAYHA KIUJIBKICTh, iX TO3BOJSIETHCS TPYIYBaTH 3a CTPOKaMH ix 30epiraHHs: B
OJIHY CIIPaBY - HAKa3H TPUBAJIOTO CTPOKY 30epiraHHs, B iHIIIY - THMYAaCOBOTO CTPOKY 30epiraHHsl.

7. JIOKyMEeHTH 3aciilaHb KoJeTiaJbHUX OpTaHiB IPYIyIOTHCS Y B CIIPaBU:
MIPOTOKOJIH 1 IOKYMEHTH JI0 HUX (JIOTIOBIII, JOBIAKH, TPOEKTH PillIeHb TOIIIO);

JOKYMEHTH 3 oprasizauii 3acifiab (IOpSAJOK JEHHHWM, MAakKeT pO3MILIEHHS, CIHCOK
3aMpOILIEHUX TOLIO).

8. IIpoTokonu 3acilaHb KOJETIaIbHUX OpPraHiB TPYMYIOTHCS Y CIPaBH B XPOHOJIOTTYHOMY
NopsAKY 1 32 HoMepamu. JIOKyMEHTH 0 3acifiaHb 3a3HAau€HHX OPraHiB CHCTEMaTU3YIOTHCS 32
JataMH Ta HOMEpaMH TIPOTOKOJIB, a B MeXax TPyNU ITOKYMEHTIB, IO CTOCYIOTHCS OIIHOTO
MIPOTOKOILY, - 32 MOPSAIKOM JEHHUM 3aCiTaHHS.

9. JlopydeHHS YCTaHOB BHILOIO piBHSA 1 JOKYMEHTH, IOB’S3aHI 3 IX BHUKOHAHHSM,
TPYIYIOTBCS Yy CHpPaBU 3a HANpsIMaMHU [iSUTBHOCTI yCTaHOBH a00 3a aBTOpaMH iHIIIaTHBHUX
JIOKYMEHTIB. JIOKyMEHTH Yy HEBEJNMKIH KIJIBKOCTI TpYNyHOThcd B OIHY CHpaBy. Y crpasi
JTOKYMEHTH CHCTEMAaTH3YIOThCS 32 JaTaMU JIOPyUYEHb.

10. 3aTBepmkeHi MIaHHU, 3BiTH, KOIITOPUCH, TUTYJIBHI CIIUCKU TPYIYIOTHCS Y CIIPABU OKPEMO
B1JI TPOEKTIB X JOKYMEHTIB.



11. JluctyBaHHS TpYHyeTbCS 3a 3MICTOM Ta KOPECIOHICHTCHKOIO O3HAKOK i
CHCTEMAaTU3y€EThCS B XPOHOJOTIYHOMY TOPSAIKY: JTOKYMEHT-BIJIOBIIb PO3MILIYETHCS 32
JTOKYMEHTOM-3aITUTOM.

12. B ocoboBux cmpasax, M0 (GOpMYyIOTECS BIIPOJOBK YChOIO 4Yacy poOOTH MpalliBHUKA B
YCTaHOBi, JOKYMEHTH TPYIYIOTbCS B XPOHOJIOTIYHOMY MOPSJIKY B Mipy iX HaJIXOIKEHHS
(monoBHeHHsI) (3asBa MpPO MPHUHHATTA Ha poOOTy, MUCHBMOBHI TPYIOBUN AOTOBIp (KOHTPAKT),
Komii abo BHUTATM 3 PO3MOPSTUMX JOKYMEHTIB (HAKaziB, PO3MOPSKEHb) MPO NPUHHATTI Ha
po60Ty, 0COOOBUI JIUCTOK 3 OOJIIKY KaJpiB, JOTIOBHEHHS 10 OCOOOBOTO JMCTKA 3 OOMNIKY KaJpiB,
aBroOiorpadis, Koris macrnopra, Komis OOMIKOBOi KapTKU IUIATHUKA MOAATKIB (KpiM (i3MYHHX
oci0, sIKi 4epe3 CBOi peniridHi MepeKoHaHHs BIAMOBISIOTHCS BIJ MPUHHATTS PEECTPaLIHOTO
HOMepa OOJIKOBOI KapTKM TIUIaTHHKA TMOJATKIiB Ta TMOBIJOMUIM TMPO 1€ BiANOBIAHUN
KOHTPOJIIOIOYMI OpraH 1 MaroTh BIJIMITKY y MAacHopTi), KOmisi BifiCbKOBOro KBHUTKa (y pasi
HasBHOCTI), KOIi JOKYMEHTIB MpPO OCBITY, HAYKOBHH CTYIiHb, BUEHE 3BaHHs], 3asBH IPO
NepeBe/ieHHs] Ha 1HIIY poOoTy (mocanry), CyMICHHUUTBO, 3MiHYy OiorpadiyHuX JaHuX, Komii abo
BUTSTHU 3 PO3NOPSAIUUX JOKYMEHTIB (Haka3iB, pO3MOPSKEHb) PO NEPEBEICHHS Ha 1HIIY poOoTy
(mocamy), CyMICHHUIITBO, KOIIii JJOKYMEHTIB, IO € MIJCTaBaMH JJIsl HAAaHHS TUTHT (32 HasIBHOCTI),
KOIii JOKYMEHTIB MNpO BHECEHHS 3MiH [0 OOJIKOBUX JOKYMEHTIB Yy 3B’S3Ky 31 3MIHOIO
Oiorpadiunux naHux (mpi3BULIA, IMEHI, MO OaTbKOBI), XapaKTEPUCTUKU, KOMIl JOKYMEHTIB PO
MiIBUIICHHS  KBamidikaiii, CcTaXyBaHHS, 3a0XOU€HHS (HArOpO/KCHHS, MPEMIIOBAHHS),
JOKYMEHTH 3 aTecTallli, 3asBa Mpo 3BUIbHEHHS 3 po0OOTH, Komii ab0 BHUTITU 3 PO3MOPSIUUX
JOKYMEHTIB (Haka3iB, pO3MOPsIKEHb) PO 3BUIbHEHHS 3 pOOOTH).

o oco0o0Boi cripaBu 00OB’SI3KOBO CKJIAJIA€THCS BHYTPIIIHIM OMKC, SKUA PO3MIIIY€EThCS Ha
MOYaTKy CIIPaBH.

BigoMocTi npo CTSATHEHHS, 3a0XOYEHHS, BUKOHAHHS OOOB’SI3KIB TMMYAacOBO BiJICyTHbHOI'O
MpaliBHUKA, 3aMillIEHHs] BAKAaHTHOI MOCAJM BHOCATHCS 0 JOMOBHEHHS JO 0COOOBOTO JIMCTKA 3
00Ky KaJpiB.

Oco00Bi cIipaBU KEPIBHOTO CKJIAJy Ta IMPaIliBHUKIB MiANPUEMCTB, YCTAHOB Ta OpraHi3aIlii
30epiraroThesi 32 OCHOBHUM MiCIIEM POOOTH.

{IIynkm 12 enasu 2 po3oiny IV donosneno noeum absayom 32iono 3 Haxkasom Minicmepcmea
tocmuyii Ne 1581/5 6io 21.04.2022}

{Ilynkm 12 2nasu 2 posoiny 1V 6 peoaxyii Haxazy Minicmepcmea rocmuyii Ne 2277/5 6i0
04.07.2018}

13. Oco06oBi cmpaBu JepKaBHUX CIyXO00BIiB (opMyroThcsi BimmoBimHo a0 Ilopsinky
BeIeHHs Ta 30epiraHHs OCOOOBHX CIpaB JAEp)KaBHUX CIYXKOOBIIB, 3aTBEPIKEHOTO HAKa30M
HarionamsHOTO areHTCTBa YKpaiHW 3 MATaHb JEePKaBHOI CITy:kOu Bix 22 6epesns 2016 poky Ne
64, 3apeecTpoBaHoro y MiHicTepcTBi rocTulii Ykpainu 15 kBitHs 2016 poky 3a Ne 567/28697 (i3
3MIiHaMHu).

{Tlynkm 13 enasu 2 pos3oiny IV 6 pedaxyii Haxasy Minicmepcmea rocmuyii Ne 2277/5 6io
04.07.2018}

14. Po3paxyHKOBO-TUTaTiKHI  BiTOMOCTI (0COOOBI paxyHKH) TpAIiBHUKIB yCTaHOBH
CHCTEMaTU3YyIOThCS B MEXKax POKY 3a Npi3BHIIAMHM B ay()aBITHOMY MOPSAAKY, a BIJOMOCTI Ha
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BUILJIATY Tpoiiei (BIJOMOCTI HapaxyBaHHS 3ap0OiTHOT miaatu) GOpPMYIOTHCS IIOMICSIIS B MexXax
POKY.

15. 3BepHeHHsS rpoMaJsiH 3 MUTaHb POOOTH YCTAaHOBU Ta BCi JOKYMEHTH 3 iX po3miiny i
BUKOHAHHS TPYMYIOTHCS OKPEMO BijJ 3BEpHEHb TPOMAJISH 3 OCOOMCTHX MHUTaHb. 3BEPHEHHS
IPOMAJISIH 3 OCOOMCTUX MUTAaHb 3aJIEXKHO BiJ] IX KUIBKOCTI JOLIIBHO TPYIYyBAaTH 32 MUTAHHIMH,
HANPUKIAJ: 3 TUTaHb pOOOTH TPOMAJCHKOTO TPAHCIIOPTY, 3 MUTaHb MEAMYHOTO OOCITYTOBYBaHHS
toio. KoxkHe 3BepHEHHS 1 JOKYMEHTH 3 HOro po3misiy CKIaJaloTh y CIIPaBi CaMOCTIHHY IpyITy.
[ToBTOpHI 3BEepHEHHS 1 MOKYMEHTH 3 IX pO3IISAY CHCTEMaTH3YIOTh Y CIPaBH pa3oM 3
MOTIEPETHIMH.

16. MetonuuHe KepiBHHLTBO 1 KOHTPONb 3a (hOpPMyBaHHSM CIpaB B YCTaHOBI Ta i
CTPYKTYpPHUX HiAPO3/iIax 3IHCHIOIOTHCS CITY>KOOI0 A1TOBOJICTBA TA apXiBOM YCTaHOBH.

3. 30epiranHsi JOKyMEHTIB y ALJ10BOACTBI

1. IOKyMEHTH 3 MOMEHTY CTBOPEHHS YW HAJIXO/DKEHHS 1 10 mepeiaBaHHs Ha 30epiranHs B
apxiB yCTaHOBH 30epiraroThCs 3a MiclieM (OPMYBaHHS CIpaB y CiIykOl JUTOBOACTBA UM 1HIIMX
CTPYKTYpHUX HiIPO3/iIaX YCTAHOBH BiAMOBIIHO O HOMEHKIIATYPH CIPaB.

OpuriHaayn HOPMaTHUBHO-TIPABOBUX aKTiB 30€pIiraroThes 3a MiclleM iX BUIAHHS, a TOKyMEHTH
1010 X PO3pOOIJICHHS, MOTOKEHHS TOIIIO - 32 MICIIEM CTBOPEHHSI.

{Ilynkm 1 enasu 3 po3oiny 1V donosneno nosum abzayom 32iono 3 Haxazom Minicmepcmea
rocmuyii Ne 1581/5 6io 21.04.2022}

2. KepiBHMKHM CTPYKTYpHUX HIAPO3AUIIB YCTaHOBM 1 MpaliBHUKH, BIAMOBIIAJIbHI 3a
OpraHizalliio JIiJI0BOJCTBA B IUX MiIpO3/iiax, 3000B’s13aHi 3a0e3meunT 30epiraHts JOKyMEHTIB
1 cipas.

3. Jlns 30epiranHs cupas y JIOBOJCTBI BUKOPHCTOBYIOTH KapTOHHI TEKH 13 KJIamlaHaMu a0o
3aB’sI3KaMU, KapTOHHI a00 MJIacTMAcOBI MIBUIKO3IIMBaYl. Y poOOYMX KIMHATaX CIpPaBH IMOBHHHI
30epiraTiich y BEPTHKAILHOMY TOJOXKEHHI B madax, Mo 3aKpuBaloThes. s miaBUINEHHS
OIIEPATUBHOCTI PO3IIYKY JOKYMEHTIB CHpPaBU PO3MINIYIOTHCS BIAMOBIAHO 10 HOMEHKIATypH
crpaB. Ha kopiHIAX 0OKJIaJMHOK CTIpaB 3a3HAYAIOTHCS 1HAEKCH Ta 3aroJIOBKU 32 HOMEHKIIATYPOIO
CTIpas.

4. MarHitHi cTpiuku Ta uuposi Hocii iHopmalii 3 poHorpamamu 3aciiaHb KOJET1aJIbHOTO
oprany 30epiraroTecsi B ioro cekperaps. Ha crpiumi i kopoOui poOUThCS BIAMITKA MpO ATy
3aciaHHs 1 yac 3anucy. Cekperap KoJIerialbHOTO OpraHy BIANOBIIAE 3a iX 30epiraHHs.

5. Bupada cnpaB y THMYacoBE KOPUCTYBaHHS MpaliBHUKAM CTPYKTYPHHX MiAPO3/IiNTiB
YCTAHOBU 3IIHCHIOETBCS 3 JI03BOJY KEpIBHUKA CTPYKTYPHOTO IIiJIPO3AUTY, B SIKOMY OyJ10
chopmoBaHo cmpaBy (3 iHQOpPMyBaHHSM CIYXOM JUTOBOACTBA), IHIIMM YyCTaHOBaM - 3
MUCHMOBOTO JTO3BOJIY KepiBHUKA ycTaHOBH. Ha BUIaHy cripaBy CKJIaaeThesl KapTKa-3aMiHHUK 32
¢dopmoro, HaBeneHoo B noaarky 12 mo mux IlpaBun. ¥V kapTmi 3a3Ha4aroThCs HalMEHYBaHHS
CTPYKTYPHOTO TIIPO3LTY, IHIEKC CIIPaBH, 3ar0JIOBOK CIIpaBH, Aara ii Bugadi, ocoda, sKiil cripaBy
BHJIAHO, JaTa ii TOBEPHEHHSI, MAMKUCH 0Ci0, SKi BUIATH Ta IPUHHSIIN CIIPABY.

{Ab3ay nepwuii nynkmy 5 enasu 3 po3diny 1V i3 sminamu, enecenumu 32iono 3 Hakazom
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022}
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[TocamoBa ocoba, sika BWaajda Ta NPUHHSIA CHOpaBy, 3000B’s3aHa 3IIHCHUTH TEPEBIPKY
HAsSIBHOCTI JIOKYMEHTIB Y CIIpaBi.

He no3BonsieTbcs BHIABaTH y THMYAcOBE KOPUCTYBaHHS IpalliBHUKAM CTPYKTYPHHX
M1PO3/UTIB YCTAHOBH OKpEMIi IOKYMEHTH 31 CIIpaB.

6. Haymanss cripaB y THMYacoBe KOPHCTYBAHHS 3/11HCHIOETHCS HE OUTBII SIK HAa OJJH MICSIIb.

7. BunydeHHs OpUTiHAJIB JOKYMEHTIB (CIpaB) JOMYCKAETbCA 3 JO3BONY KEpiBHHKA
YCTaHOBH 3 IOTPUMaHHSIM BUMOT, 3a3HaueHuX y myHKTi 14 po3ainy I uux IlpaBui.

8. V pasi BTpaTé JOKYMEHTIB 1 CIpaB, IO YHCIATHCSA 32 HOMEHKIATYypOIO, Y CTPYKTYPHHX
MiIPO3aiJIax BKUBAIOTHCS 3aX0/IM BIAMOBIIHO A0 MyHKTY 9 taBu 2 po3ainy V nux [Ipasum.

{Ilynkm 8 enasu 3 pozoiny 1V i3 3minamu, enecenumu 32i0Ho 3 Haxazom Minicmepcmea
tocmuyii Ne 2277/5 6io 04.07.2018}

V. EkcniepTu3a WiHHOCTI IOKYMEHTIB

1. HopMaTuBHO-METOAUYHI 3aCa iU eKCNePTU3H WiHHOCTI JOKYMEHTIB

1. Excneptusa LIHHOCTI JOKYMEHTIB MPOBOAUTHCS BIANOBITHO /10 3aKOHOAABCTBA Yy cdepi
apxiBHOI CHpaBU Ta JIOBOJCTBA, TUIOBUX Ta Taldy3€BHX IMEpelNikKiB BUIIB JOKYMEHTIB i3
HOPMAaTHUBHO BCTAaHOBJICHHMMH CTpPOKaMH iX 30epiraHHs, 3aTBEepUKEHUX BIAMOBIAHO [0
3aKOHOJIaBCTBA, TUIIOBHX 1 MPUMIPHUX HOMEHKJIATYp CHpaB, IHIIMX HOPMAaTUBHO-NIPABOBUX aKTiB
3 MUTaHb €KCHEPTU3U LIIHHOCTI.

{Ilynkm 1 enaeu 1 po3diny V 6 pedaxyii Haxazy Minicmepcmea rocmuyii Ne 2277/5 6io
04.07.2018}

2. Jlns opraHizauii Ta IpOBEACHHS €KCIIEPTU3H LIIHHOCTI JOKYMEHTIB B FOPUJIMYHHUX 0CO0aX,
iX BiIOKpeMJIeHUX Miapo3ainax, siki 3a pimenasMm EINK gepxkaBHOro apxiBy BHECEHI 10 JKepen
dbopmyBanass HA®D, yTBoproroThest oCTiitHO miroui EK, 110 Aif0Th BIAMOBITHO O MOJIOKEHB PO
HUX.

{Ab3ay nepwuii nynkmy 2 enasu 1 posdiny V i3 aminamu, enecenumu 32iono 3 Haxazom
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022)

VY Mmy3sesax 1 06i0mioTekax, 110 mHepeOyBalOTh y JAEp’KaBHIM 4M KOMYHaJbHIM BIIaCHOCTI,
MIPOBEIEHHS EKCIIEPTU3H LIHHOCTI JOKYMEHTIB MOKJIAJA€ThCs BiIMOBITHO 10 3aKOHOJABCTBA HA
dbonnoBo-3akymiBensHi Komicii (mami - ®3K) ta excneprHo-omiHHI komicii (mami - EOK). ¥V
nonokeHHsx npo P3K wmysei ta EOK 0i0miorexk 3a3HayaroTbCcs 3aBAaHHS, IIOB’S3aHi 3
€KCITePTU3010 IIHHOCTI apXiBHUX JIOKYMEHTIB.

JepxaBHl oOpraHd, OpraHM MICIIEBOTO CaMOBpSIYyBaHHSA, JEpKaBHI Ta KOMYHaJIbHI
HiANPUEMCTBA, YCTAaHOBM Ta oOprasizamii po3poOnsioTs mnonoxeHHs npo EK wa migcrasi
TumoBoro TmMoOJIOXKEHHST TPO EKCIEPTHY KOMICII0 JEep)KaBHOTO OpraHy, OpraHy MiCIIEBOTO
CaMOBpSIIyBaHHS, JEpPKaBHOTO 1 KOMYHAJIBHOTO MiJIPUEMCTBA, YCTaHOBH Ta Oprasizaiii,
3aTBep/KEHOro Haka3zoM MiHicTeperBa toctuuii Yipainu Big 19 yepBusa 2013 poky Ne 1227/5,
3apeecTpoBaHoro y Minictepctsi roctuuii Ykpainu 25 yepBHs 2013 poky 3a Ne 1062/23594 (i3
3MIHaMHu).
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I'pomajnceki 00’eaHaHHS, peNiriiiHi oprasizailii, miJNpHEMCTBA, YCTAaHOBU Ta OpraHizailii,
3aCHOBaHI Ha TpPHUBATHIM (oOpMi BIACHOCTI, a TaKOX JAep)KaBHI HAyKOBI YCTaHOBHM TiJ dYac
MirOTOBKH ToJIoxkeHb Mpo EK kepyroThbes pekoMeHaamissMu YKpAepKapXiBy.

{Ihynkm 2 enasu 1 posoiny V i3 3minamu, enecenumu 32i0no 3 Hakxazom Minicmepcmea
rocmuyii Ne 2277/5 6io 04.07.2018}

3. ¥V cgoiit mismbHOCTI EK, ®3K, EOK ycTaHOB KepyroThCcs NMPHHIIMIAMHU 1 KPUTEPIIMH
eKCIIePTU3H I[IHHOCTI JOKYMEHTIB, yCTaHOBIEHUMH [1opsiIKOM yTBOPEHHS Ta TisSUIBHOCTI KOMICii
3 TPOBEJEHHS EKCIEPTH3W IIHHOCTI JOKYMEHTIB, 3aTBEP/DKEHUM TMocTaHOBOW KabiHeTy
MinictpiB Yipaiau Bix 08 cepmas 2007 poky Ne 1004 (i3 3minamu).

4. EK ycTaHOBH, Y AiSIIBHOCTI SIKOT YTBOPIOIOThCS JokyMeHTH HA®D, npuiitmae pileHHs npo:

cxBaneHHs 1 momanHsa g0 EIIK nepxkaBnoro apxiBy (EK apxiBHOTO Bimmiy pailOHHOI,
paifonnnx y micrax Kuesi i CeBacTomomi Aep)kKaBHUX aaMiHICTpalliif, MiCbKOi pajin) MpPOEKTiB
TaKUX JTOKyMEHTIB: ONHCIB CIpaB MOCTIHHOTO 30epiraHHs, OMHCIB CIpaB 3 KaJapOBHX IHUTAHb
(ocoboBoTO CKIIaMy), HOMEHKIATYp CIIpaB, IHCTPYKIH 3 JUIOBOJCTBA, MOJOXKEHb MPO CITYKOU
JI0BOACTBA, apXiBHI migpo3aim Ta EK, aHoToBaHHMX mepenikiB yHIKaaIbHUX T0KyMeHTIiB HAD,
aKTiB TIPO BHJTyYEHHS JIJIS 3HUINECHHS JIOKyMEHTIB, He BHeceHHX 10 HA®D, akTiB mMpo BHITyYeHHS
nokyMeHTiB 3 HAD, akTiB po HEBUIIPABHI MOIIKOKEHHS cIipaB (1okyMeHTiB) HAD;

CXBAJICHHS:
onuciB crpas TpuBanoro (moxasa 10 pokis) 30epiraHus;

aKTIB MPO HEBUIIPABHI IOUIKOJUKEHHS CIpaB (IOKYMEHTIB) TpuBayioro (moHaja 10 pokiB)
30epiraHHs Ta 3 KaIpOBUX MUTaHb (0COOOBOTO CKIIANY);

HOMEHKJIATyp CIIpaB, OMUCIB crpaB Tpuajoro (moHan 10 pokiB) 30epiraHHs yCTaHOB, IO
HaJlexarhb 10 cepu ynpaBiliHHSA OpraHy BHILOTO PiBHS Ta y IISJIBHOCTI SKUX HE YTBOPIOIOTHCA
nokymeHT HA®.

5. EK ycraHoBH, y JIisSUIBHOCTI SIKOi HE YTBOPIOIOThHCS JOoKyMeHTH HA®D, npuiimae pineHHs
po:

cxBaieHHs 1 nmomanHs 1o EIIK nepxkaBnoro apxiBy (EK apxiBHOro Binminy paioHHOI,
parionHux y Mmicrax Kuesi 1 CeBacTomosi aep)kaBHUX aiMiHICTpaIliid, MICbKOI paJii) MPOEKTIB
TaKUX JIOKyMEHTIB: OMHUCIB CIPaB 3 KaIPOBUX MUTaHb (0COOOBOTO CKIIAAy), aKTiB MPO BHITYyUEHHS
JUTS 3HUIIEHHS JOKYMEHTIB, HE BHECeHHX 10 HAD;

CXBaJICHHSI:
IHCTpYKIi 3 IIIOBOACTBA;

HOMEHKJIATypH CIpaB;

TTOJIOXKEHHSI TIPO CITYKOM JIIJIOBOJCTBA, apXiBHI miapo3aiau ta EK;
onuciB crpas Tpusasoro (monasx 10 pokis) 30epiranHs;

aKTiB PO HEBWIIPABHI TOIIKO/KEHHS crpaB (IOKYMEHTIB) TpuBajioro (moHan 10 pokis)
30epiraHHs Ta 3 KaIpOBUX MUTaHb (0COOOBOTO CKIIANY);
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HOMEHKJIATYp CIIpaB, ONMUCIB crpaB TpuBajoro (monan 10 pokiB) 30epiraHHs YCTaHOB, IO
HaJeXarh 70 chepH yHpaBIiHHSA YCTAaHOBH Ta Y JTISUTBHOCTI SKUX HE YTBOPIOIOTHCS JTIOKYMEHTH
HA®.

6. EK omHOWacHO po3misijae OMWCH CIpaB Ta aKTU MPO BWIYYEHHS JUIS 3HULICHHS
JOKYMEHTIB, He BHeceHUX 10 HAD, a Takox akTH Ipo BUIydeHHS JokyMeHTiB 3 HA®D pazom 3
aKTaMu PO HEBUIPABHI MOIIKOKEHHS cIipaB (JokyMeHTiB) HAD (3a X HasBHOCTI).

7. BHecenHs nokyMmeHTiB yctaHoB j0 HA® 3miiicHioeThcs Ha miacrasi pimenHs EINK
JEep’KaBHOTO apXiBy MPO CXBAJECHHS OMMKCIB CIIPAaB MOCTIIHOTO 30epiraHHs Ta HOro 3aTBEPKEHHS
KEPiBHUKOM yCTaHOBH.

2. Ilopsinok npoBeeHHsI €eKCMIEPTU3H WiHHOCTI JOKYMEHTIB
1. ExcriepTu3a IiHHOCTI IOKYMEHTIB B yCTaHOBI MPOBOTUTHCS:

y TOTOYHOMY JIUOBOJACTBI - TiJ 4Yac CKJIAJaHHS HOMEHKIATyp cIpaB, (OpMyBaHHSI
JIOKYMEHTIB y CIIpaBU 1 MEPEBIPSHHS MPABWIBHOCTI BITHECEHHS JOKYMEHTIB JIO BIJIMOBIIHUX
CIIpaB, MiArOTOBKH CIIPaB 0 NEpeAaBaHHs Ha apXiBHE 30epiraHHs;

B apxiBi YCTaHOBU - Yy NpoIleci MpUAMaHHS CIpaB A0 apXiBy Ta MiArOTOBKU CIpaB Ha
nocriliHe 30epiraHHs.

2. ExcnepTtu3a IiHHOCTI JOKYMEHTIB y JAIJIOBOJCTBI HPOBOAUTHCS IIOPOKY B CTPYKTYPHHX
MIPO3/Iax yCTaHOBH Oe3mocepeHhO0 0co0amMHu, BIIMOBIAAIbHUMU 3a OpraHi3allio JiI0BOJICTBA
B IIUX Miapo3ainax, pazom 3 EK mig MeToguuHuM KepiBHUIITBOM CIYXOU AIIOBOJCTBA Ta apXiBy
YCTaHOBH.

OpranizaiiifHy Ta METOIUYHY JOTOMOTY Yy NPOBEACHHI ekcnepTu3u miHHOCTI Hajgae EITK
nepkapHoro apxiBy (EK apxiBHoro Bijgairy paiionHoi, paiioHHuX y Mictax Kuesi 1 CeBactormori
JepKaBHUX aIMIHICTpaIliid, MiCbKOT pajin).

3. Ilin 9ac mpoBeneHHS EKCIEPTU3U LIHHOCTI JOKYMEHTIB y MAIIOBOJICTBI BUPI3HSIOTH
YOTHPH TPYIH CIIPAB:

MOCTIHHOTO 30epiranus;

TpuBajoro (mouan 10 pokis) 30epiranus;

TUMYAcoOBOTO 30epiranus (10 10 pokiB BKIIIOYHO);

T1, 1110 MAJISATAI0Th 3HUILEHHIO y 3B’ 53Ky 13 3aKIHYEHHSM CTPOKIB 1X 30epiraHHs.

BunydeHHss JOKyMEHTIB JJIs 3HHINEHHS O€3 TPOBEACHHS IONEPEIHBOI EKCIEePTH3U 1X
IIHHOCTI 3a00POHSIETHCS.

{Ilynkm 3 enasu 2 pos3diny V oonosneno nosum abzayom wocmum 32iono 3 Hakazom
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022)

Bin0ip 3a3HayeHMX Tpynm AOKYMEHTIB 3IIMCHIOETHCS HA TIJACTAaBl HOMEHKJIATYpH CIIpaB
YCTaHOBH, a TaKOX THIIOBHUX Ta BIJOMYMX (Taly3eBUX) IEPENiKiB JOKYMEHTIB 31 CTpOKaMH
30epiraHHs IUIIXOM IMEpenIsiay KOKHOTO apKymia crpaBd. OJHOYACHO MEpeBipAIOTHCS SKICTh i
MOBHOTA YMHHOI HOMEHKJIATypH CIIpaB, MPAaBUJIBHICTh BU3HAUEHHS CTPOKIB 30epiraHHs CIIpas,


https://zakon.rada.gov.ua/laws/show/z0446-22#n160

nependoaueHNX HOMEHKIJIATypOlO, JOTPHUMAaHHS BCTAHOBJICHHX NPaBHI O(OPMIICHHS JOKYMEHTIB
Ta GOpMyBaHHS CIIPaB.

{A63ay cvomuil nynkmy 3 enasu 2 posdiny V i3 aminamu, eéHeceHumu 32i0Ho 3 Haxazom
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022}

4. Crpok 30epiranHs AOKyMEHTIB oO0uHMciioeTbes 3 01 CiuHS pOKy, HACTYITHOTO 32 POKOM
3aKiHYeHHs crpaBu. Hampukian, oO4HMCIIEHHS CTpOKY 30epiraHHs cripaB, 3aBepiieHux y 2014
potti, mounHaetses 3 01 ciunst 2015 poky.

5. 3abopoHsieThcs BiAOIp MOKYMEHTIB ISl MOJANBIIOTO 30epiraHHs abo 3HUILNEHHS Ha
I1JICTaB1 3ar0JIOBKIB CIIpaB B onKcy a00 HOMEHKJIATypl CIIPaB.

6. Crnpasu 3 no3Haukor0 «EITK», y SKHX eKCHepTH3010 I[IHHOCTI BCTAaHOBJIEHA HASBHICTH
JOKYMEHTIB TIOCTIHHOTO 30epiraHHs, MisramTh nepeopmyBaHHIO. JIOKYMEHTH IMOCTIHHOTO
30epiraHHs, BWJIy4Y€HI 13 3a3HAuUEHHX CIpaB, OO0 €IHYIOTbCI B CaMOCTiWHI cHpaBu abo
NPUEAHYIOTBCS 1O IHIIMX OJHOPIAHMX crpaB. OmpaBieHHsS 3HOBY C(HOPMOBAaHUX CIIPaB
3I1MCHIOETHCS TIJIBKY MiCTIS 3aBEPIICHHS eKCIIEPTU3HU IIIHHOCTI IOKYMEHTIB.

7. Ilig 4yac mpoBeneHHs eKCHEepTH3H IIHHOCTI JOKYMEHTIB Yy JAIJIOBOJICTBI BUSBISIOTHCA
nyOneTHl JOKyMEHTH, JOKYMEHTH, 1[0 HE CTOCYIOThCSI CIpPaBH, YEPHETKH, HEO(OPMIIEHI KOIIii,
MeTaJleBl CKPIMJICHHS, 110 MiJUIAraloTh BUIYUYEHHIO 31 CIIpaB MOCTiiiHOrO Ta TpuBanoro (moxaxa 10
POKiB) 30epiraHHsl.

8. 3a pesynbTaraMu EKCIEPTHU3M I[IHHOCTI JOKYMEHTIB CTPYKTYpHI MiAPO3IIIH TOTYIOTh
crpaBu MocTiiiHOro i TpuBajoro (moHaa 10 pokiB) 30epiraHHs 10 MepeIaBaHHS 0 apXiBy
YCTaHOBH, 30KpeMa:

31 CHIOETHCST OOPMIICHHS CIIpaB BiJIOBITHO 10 BUMOT, BU3HAYCHUX Yy 1aBi 2 po3ainy VI
nux IIpasun;

3IIMCHIOETHCSl CKJIAJJaHHA ONKCIB CIpaB CTPYKTYPHOTO MigPO3AUTY 3TiIHO 3 BHUMOI'aMH,
BH3HAUYCHUMH Y T71aBi 3 posainy VI nux [Ipasu,

Ha T1CTaBl HOMEHKJIATyp cIpaB (OPMYIOThCS MEPENiKU (CIUCKU) CIpaB, 110 MiJIATaloTh
3HUIICHHIO Y 3B’SI3KYy 13 3aKIHYEHHSM CTPOKIB iX 30epiraHHs, Juid BKJIIOYEHHsS A0 aKTa Ipo
BUJTyUYEHHS /ISl 3HUIIEHHS JOKYMEHTIB, He BHeceHUX 10 HAD.

9. V pasi BCTaHOBIEHHsS B TPOLECI €KCIEPTU3U ILIHHOCTI (haKTiB HecTadl JOKYMEHTIB i
CrIpaB, 110 BHECEHI O HOMEHKJIATYypH, BIAMOBIIHUMH CTPYKTYPHUMH IMiAPO3ALIAMH yCTAaHOBH
3MIACHIOETBCS X pO3MIyK. Y pa3i HEraTHBHOTO PEe3yJbTaTy PO3IIYyKy KEpPiBHUK yCTaHOBU 3a
MOJIaHHSIM CITY>)KOM JTIJTOBOJICTBA a00 KepiBHHMKAa apxiBy (0COOHW, BIJAIMOBINANBHOI 3a apXiB)
CTBOPIOE KOMICIIO 31 CITy>KOOBOTO PO3CIiyBaHHS, PU3HAYAE CITY>KOOBE PO3CIiyBaHHS 1 BUIA€
Haka3 Mpo MPUTATHEHHS 10 BiAMOBIAAIBHOCTI 0Ci0, BUHHUX Y BTpaTi JTOKyMEHTIB a0o0 CIpas.
JloBiika TpO TPUYUHHU BIJICYTHOCTI JOKYMEHTIB a00 CIpaB, MiAMHCAHA YIEHAMHU KOMICil Ta
KEepPIBHUKOM BiJIMOBITHOTO CTPYKTYPHOTO MiIPO3ALTY, IEPEAAETHCS A0 apXiBy YCTAaHOBH.

Ha mincraBi JOBIAKM apXiB CKJIaJa€ akT PO HECTady CHpaB (JOKYMEHTIB) y CTPYKTYpPHHUX
migposainax 3a GopMoro, HaBeAeHO B AoAatky 13 mo mux [IpaBuin, skuil mianucye KepiBHUK
apxiBy (oco0a, BiINoOBiTanbHA 3a apXiB), Bi3y€ KEPIBHUK CIYKOHW IITOBOICTBA Ta 3aTBEPIKYE
KEpIBHUK YCTaHOBH.
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10. B apxiBi ycTaHOBU €KCHEPTU3Y LIIHHOCTI JOKYMEHTIB MPOBOSTH:

i1 9ac CKJIaJlaHHsI 3BEJICHUX OMKCIB CIIPaB;

y pa3i HaJIXO/PKEHHS IOKYMEHTIB y HEYIOPSAAKOBAHOMY CTaHI;

y pa3i 3aKiHYeHHs CTPOKiB TUMYAacOBOTO 30epiraHHs apXiBHUX JIOKYMEHTIB;

nepea nepelaBaHHsIM CIIpaB Ha TIOCTiiHE 30epiraHHs 10 BIAIMOBIIHOI JIep>KaBHOT apXiBHOT
YCTaHOBH, apXiBHOTO BiJJILTy MiCBKOI pajiu;

3 METOIO BUSIBIIEHHS YHIKaJIbHUX JOKyMeHTiB HAD.

11. Excnepru3a I[iHHOCTI JOKYMEHTIB B apXiBi YCTAHOBU 3IMCHIOETHCS TiJ] METOIUYHUM
KEpIBHULITBOM BIAMOBIIHUX JI€PKaBHUX apXiBHUX YCTAHOB, apXiBHUX BIAJIUTIB MICBKHX paj, Y
30H1 KOMIUICKTYBaHHS SIKHUX MepeOyBa€e yCTaHOBA.

12. Exkcrepru3a LIHHOCTI OKYMEHTIB B apXiBl YCTAHOBH IiJl YaC CKJIaJaHHS 3BEICHHUX
OIKCIB CHpaB mependavyae aHai3 CKialy JOKyMEHTallil YCTaHOBH, 30KpeMa OpraHizaliiHux i
PO3MOPSTYMX JTOKYMEHTIB, a TAKOX IIJIAHOBOI Ta 3BITHOI JOKYMEHTAITI1:

1) YTOUHIOETBCS, B SKHX CTPYKTYPHHX HiAPO3IUTaX BIAKIATAIOTHCS TYOJETHI TOKYMEHTH,
0 MiAJIATalOTh 3HUIIECHHIO. 3a HEOOXITHOCTI B apXiBi YCTAaHOBH MOXYTh 3aJIMINATUCS HA
30epiranHss QyOJeTHI NMPUMIPHUKU JOKYMEHTIB, IO MiUIATaloTh MOCTIHHOMY 30epiraHHio B
JIep>KaBHIN apXiBHIM YCTaHOBI1, apXiBHOMY BIILTI MICHKOI pagn. AHATI3YETHCS TAKOXK XapakTep
MOBTOpPEeHHS iH(pOopMallii B iIHIINX JOKYMEHTaX: BUJ, (popMa 1 MOBHOTA MOBTOPIOBAHOCTI.

Bunydyenns nayOneTHUX JOKYMEHTIB Ta JOKYMEHTIB 3 IIOBTOPIOBAHOK 1H(OpMAIli€ro
3I1ACHIOETHCS JIMIIE MICHs 3BIPSHHSA 3 JOKYMEHTaMHU, 1110 3aJIMIIAI0THCS Ha MOCTIHE 30epiraHHs;

2) 3AICHIOETBCS TEpeBipKa NPaBWIBHOCTI (QOpMyBaHHA cHpaB Ta iX OG(OpMIICHHS
BI/IMOBIIHO 10 apXiBHUX BHUMOT. Y pa3i BHSBJICHHS IOPYLIEHb apXiB Ma€ MpaBO BUMAararu
nepedopMyBaHHS CIIpaB CTPYKTYPHUMH HiAPO3IiIaMu;

3) Ha miAcTaBl OMMCIB CIpaB CTPYKTYPHHUX MIAPO3ALTIB MpPALiBHUKU apXiBy YCTaHOBH
CKJIa/Ial0Th 3BEJIEH1 ONUCH CIPaB YCTAHOBU MOCTIIHOTO 30epiranHs, TpuBaioro (nmoxaza 10 pokis)
30epiraHHs, 3 KaJpOBUX MHTaHb (0COOOBOTO CKJIaay) BIAMOBIIHO JO BUMOT, BU3HAYCHHX Y
posaini VII nux [IpaBun.

13. ¥V pasi HaaxoKEeHHS 710 apXiBy yCTaHOBH JIOKYMEHTIB y HEYHOPSIKOBAHOMY CTaHi, 1110
OyJl0 CIPUYMHEHO HAA3BUYAWHUMH OOCTaBUHAMH, €KCIIEpTU3a IIIHHOCTI JOKYMEHTIB
3IIMCHIOETHCS 3 JTOTPUMAHHSAM BUMOI, BU3HAUEHHMX Yy NyHKTax 3 - 9 mmaBu 2 posainy V mux
[TpaBu.

14. ExcnepTu3a I[IHHOCTI JOKYMEHTIB B apXiBl YCTAHOBH MPOBOAMTHCS IIOPOKY 3 METOIO
BUSIBJICHHS JOKYMEHTIB, CTPOK THMYacoBOro 30epiraHHsi SKHUX 3akiHuMBcs. [Ipu 1pomy
MEPETIAIAI0OTECS OIMCH CIIPaB 3 KaAPOBUX MHTAaHb (0COOOBOTO CKIaMy), TpuBaioro (monazn 10
pokiB) 30epiraHHs, Yy TOMY 4YHCIi BIJNOBIJHI OMUCH CIpPaB YCTAHOB-TIONIEPEIHUKIB Ta
JIKBIJJOBAaHUX YCTaHOB.

15. Excnepruza uinHocTi JokyMmMeHTiB HA® mepen mepenaBaHHSIM CIpaB Ha TOCTiiHE
30epiraHHs mependOadae IUIbOBE BUBYCHHS JIOKYMEHTIB 3 METOIO BHUSBICHHSA TyOJIeTHHX
JOKYMEHTIB (TOTO)KHUX 32 3MICTOM TUPAXOBaHHUX NMPUMIPHUKIB OJHOTO TOKYMEHTA), TOKYMEHTIB



TUMYacoBOro 30epiranHs, ski BHeceHi 10 HA® momMmikoBo, a TakoX JOKYMEHTIB, JOKyMEHTHA
iHpoOpMallis SKUX BTpadyeHa 1 HE MiAJATrae BIIHOBICHHIO B NMEPBICHOMY a00 HaOMMKEHOMY IO
HBOT'O BUIVIAII.

{Ab3ay Opyeuu nyukmy 15 eonasu 2 po3diny V euxmoueno wua niocmasi Haka3zy
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}

VY pa3i HeoOXiAHOCTI MPOBOAUTHCS YIOCKOHAICHHS a00 IepepoOICHHS OIHCIB.

{Ihynkm 15 enasu 2 po3odiny V Odonosneno Hosum abzayom opyeum 32i0no 3 Haxazom
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}

VIOCKOHANICHHSI OMKCY MPOBOAWTBCA Yy pasi, SIKIIO 3arojlOBKM HE PO3KPUBAIOTH 3MICT
CTIpaBH, BIJICYTHIH OB1IKOBHH amapar onucy abo oKpemi Horo eeMeHTH.

{Ilynkm 15 enasu 2 pos3oiny V Odonosneno nosum abszayom mpemim 32i0Ho 3 Haxasom
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}

[TepepoOneHHS ONUCIB 3AIMCHIOETHCS Y TAKUX BHITAIKAX:

{Ilynkm 15 enasu 2 po3diny V donosneno nosum adzayom yemseepmum 32iono 3 Haxasom
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}

3HauHa YaCTHHA 3aroJIOBKIB OMHUCY HE BiJOOpaxae 3MICTy CIIPaBH;

{Ilynkm 15 enasu 2 pozdiny V Oonosneno Hosum abzayom n'smum 32iono 3 Haxazom
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}

OIKCH MICTSTh CyMapHEe ONUCAHHS CIIPaB, TPYIIOBY HyMEpAIlilo CIIPaB;

{Ilynkm 15 enasu 2 po3diny V Oonosneno nosum abzayom wocmum 32i0Ho 3 Haxazom
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}

3HAUHY YaCTHHY IOKYMEHTIB ()OHIY BHIIYyY€HO, BTPAYE€HO, MEpEeNaHO A0 iHIIOI apXiBHOI
yYCTaHOBH, IIPUETHAHO J0 iHIIOTO (HOHTY;

{Ihynkm 15 enasu 2 po3odiny V odonosneno nosum abzayom cvomum 32iono 3 Haxazom
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018)

MOPYIIICHO OCHOBHI TNPUHIMIKA CHUCTEMaTH3allii 3arojoBKiB CIpaB B OIHCY, IO
YHEMOJJIMBIIIOE MOIIYK 1H(pOpMAIii;

{Ilynkm 15 enasu 2 po3diny V Oonogneno nosum abzayom eocvmum 32i0Ho 3 Hakazom
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}

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

{Ilynkm 15 enasu 2 po3diny V oonoeneno nosum abszayom oes'smum 32iono 3 Haxazom
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}

Excnieptu3a miHHOCTI TOKYMEHTIB YCTaHOBHU Ta YIOCKOHaJIEeHHs abo mepepoOIeHHs OIMUCIB
3MIIHCHIOIOTHCS 32 PIIICHHSM JIepKaBHO1 apXiBHOI YCTaHOBHU, apXiBHOTO BIAJILTY MICHKOT pajiu.

{Ilynkm 15 enaseu 2 po3diny V Ooonosneno nosum abzayom oecamum 32i0no 3 Hakasom
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}
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3a pesynbTaramMH IIJILOBOTO BUBYEHHS JIOKYMEHTIB apXiB CKIJIAJa€: MPOEKTH aKTiB IMpo
BUITyueHHs JokymMeHTiB 3 HA®D 3a dopmoro, HaBeneHoro B gomarky 14 mo mux [IpaBun. Akt
cxBamoeThest EK ycranoBu Ta nogaetwhest Ha po3misaa EINK (EK) nepskaBHOT apxiBHOI yCTaHOBH,
EK apxiBHOTO BiJiIiTy MIiCBKOi pajil, y 30HI KOMIJICKTYBaHHS SIKOi epedyBa€e yCTaHOBA.

OcrarouHe pileHHs npo BuiydeHHs JokyMeHTiB 3 HA® npuiimae LIEIIK Ykpaepxapxisy.

IMoromkenuit IIEIIK VkpaepxapxiBy axkT Tpo BUIyYeHHS JoKyMeHTiB 3 HAD
3aTBEPIKY€ETHCS KEPIBHUKOM YCTAaHOBH.

Ha miacTaBi 3aTBepKEHOTO aKkTa apXiB YCTAaHOBUM BHOCHTBH 3MiHU B OOJIKOBI JOKYMEHTH,
30KpeMa B ITiICYMKOBHH 3aI¥C Ta 3aCBiTUyBaIbHUI HAIKC OIHUCY.

16. Excmeprusza miHHOCTI JOKyMmMeHTiB HA®, cnpsMoBaHa Ha BHSBICHHS YHIKaJIbHUX
nokyMeHTiB HA®, npoBoanuThCS apXiBaMH YCTaHOB, SKi BiIIOBIAHO O 3aKOHOJABCTBA MAalOTh
MpaBo MOCTIiiHO 30epiratu fokymeHTHn HAD.

Binnecenns pokymeHTiB HA® 10 yHIKadpbHUX 3IIHCHIOETHCS Ha TMiACTaBl KpUTEPIiB
MTOXOKEHHSI, 3MICTY, 30BHIIIHIX 03HAK 200 3a CYKYITHICTIO KPUTEPIiB Ta XapaKTEPUCTHUK.

3a pe3ynbratamu BUsBICHHS JOKyMeHTIB HA®D, 1m0 MoKy Th OyTH BiIHECEHI 10 YHIKAIbHUX,
B apXiBi yCTAaHOBH CKJIAJAIOThCS MPOEKTH aHOTOBAHMX TEPEITIKIB YHIKAIBHUX JOKyMEeHTIB HAD.

BusiBnenns yHikanbHuX JokyMeHTIB HA® B apxiBi ycTaHOBM Ta iX ONMCYBaHHS B
aHOTOBAaHOMY TEpelliKy 3AIHCHIOIOTBCS BIANOBIAHO 10 METOIMKH BIJHECEHHS JOKYMEHTIB
HamionansHoro apxiBHOTO (DOHIY 10 YHIKAIBHUX, 3aTBEPKEHOT HaKa30M MiHICTEpCTBA FOCTHUIIIT
Vkpainu Bix 16 ceprns 2016 poxy Ne 2505/5, 3apeectpoBanoi y MiHicTepcTBi rocTuLlli YKpaiHu
18 cepnias 2016 poky 3a Ne 1148/29278.

{Ab3ay uemsepmuii nynxmy 16 enasu 2 posdiny V 6 pedaxyii Haxasy Minicmepcmea
rocmuyii Ne 2277/5 6io 04.07.2018}

3. CxyajaHHA aKTIB PO BUJIYYEHHS /15l 3SHUIIEHHS JOKYMEHTIB, He
BHeceHuX 10 HA®, Ta 3HUIIIEHHA JOKYMEHTIB

1. Ha mizxcraBi mogaHux CTPYKTYPHUMHU MiAPO3/AiJaMH aKTiB PO BUIYYCHHS ISl 3HUILICHHSI
JIOKYMEHTIB, He BHeceHHX N0 HA®D, mo miansaraioTh 3HHUIICHHIO Yy 3B 53Ky 13 3aKiHUYCHHAM
CTPOKiB iX 30epiraHHs, Ta MPOBEACHOI €KCHEPTU3M I[IHHOCTI JOKYMEHTIB B apXiBi yCTaHOBU
CKJIAJJAE€ThCSl aKT IMPO BWJIYYEHHS ISl 3HMINCHHA JOKYMEHTIB, He BHeceHuX no HAD, 3a
(dbopmMoto, HaBeJCHOO B 1oaTKy 15 10 mux [IpaBu.

AKT CTPYKTYPHOTO MIAPO3AUTY OGOPMITIOETHCS Yy BUIVISAAI TAOMMIN, IO MICTUTH Tpadu,
nepeadayeHi 3BEJICHUM aKTOM NP0 BWIIYYEHHS Ul 3HUILEHHS JOKYMEHTIB, HE BHECEHHUX J0
HA®. Akt nignucye KepiBHUK CTPYKTYPHOTO ITiIPO3ALITY.

{Ilynkm [ enaseu 3 pozdiny V 6 pedaxyii Haxazy Minicmepcmea ocmuyii Ne 2277/5 6io
04.07.2018}

2. AKT 1po BUJIyYEHHS Ui 3HUIIEHHS JOKYMEHTIB, He BHeceHuX 10 HAD, cknanaeTses y
JIBOX MPUMIPHMKAX, SK MPAaBHJIO, HA CIPaBU BCI€l YCTaHOBHU. SIKIIO B aKTi 3a3HAYCHO CIPaBU
KUTBKOX CTPYKTYPHHUX MIAPO3iIIB, X HAMEHYBaHHS 3a3HAYAIOTHCS MEpe]] TPYIOI0 3aroJIOBKIB
CIpaB IOT0 TiApo3ainy. HazBu ogHOpiAHKMX cripaB, BiIiOpaHUX 10 3HUIIEHHS, BHOCATHCS B aKT
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i 3arajJbHUM 3aroJIOBKOM 13 3a3HAUEHHSIM KIJBKOCTI CIpPaB, YKIIOUEHUX 10 KOXKHOI I'PYIIH.
AKTH TIpO BUJIYYEHHS JJOKYMEHTIB JUIsl 3HUIIICHHSI MAOTh BAJIOBY HyMepaIlito, mounHarouu 3 Ne 1.

CropaBH BKJIIOYAIOTHCS B KT MPO BMIIYYEHHS JJIS 3HUIICHHS TOKYMEHTIB, HE BHECEHHX 10
HA®, saxmo nependadeHuii s HUX CTPOK 30epiranHs 3akiHuuBCs 10 01 CiuHA pOKy, B sIKOMY
CKJIaJeHO akT. Hampukian, cnpaBu 3 TPUPIYHUM CTPOKOM 30epiranus, 3akiHueHi y 2014 poui,
MOXKYTh BKJIFOYATHCS B aKT, 110 Oyne ckinaneHuil He pauime 01 ciung 2018 poky, 3 I’ ATUPIYHUM
cTpokoM 30epiranus - He panime 01 ciuns 2020 poky, 3 ypaXyBaHHSIM INPUMITOK, 3a3HAYCHUX Y
BIJIMOBITHHUX TIEPENTIKaX TOKYMEHTIB 31 CTPOKaMH 30€piraHHs.

3. YcTaHOBH, y AISIBHOCTI SIKMX YTBOPIOIOTHCSA AoKymMeHTH HA®D, momarote cxBaneni EK
YCTaHOBHM aKTH PO BWJIYYEHHS ISl 3HHUIICHHS JIOKYMEHTIB, He BHeceHHX g0 HAD, pazom 3
OIMMCAaMHU CIIPaB MOCTIHHOTO 30epiraHHs Ta 3 KaJAPOBUX MUTAHb (0COOOBOTO CKIIATY) HA PO3TIIS
EIIK (EK) nepxaBHoi apxiBHOi ycTaHoBu, EK apxiBHOro Bimminy MichKOi paau, y 30HI
KOMIUIEKTYBaHHS SIKOT epeOyBae yCTaHOBA.

4. YcTaHOBH, y JISUIBHOCTI SIKUX HE YTBOPIOIOTHCS NokyMeHTH HAD, nogarots cxBaneni EK
YCTaHOBHM aKTH PO BWIIYYEHHS ISl 3HHUIICHHS JIOKYMEHTIB, He BHeceHHX a0 HAD, pazom 3
OMHCaMU CHpaB 3 KagpoBUX MuTaHb (ocoboBoro ckiamy) Ha posrisn EITK (EK) nepxaBhoi
apxiBHO1 yctaHoBH, EK apxiBHOro BiIJly MICBKOi pPajau, y 30HI KOMILJICKTYBaHHS SIKOI
nepebyBa€e ycTaHOBA.

5. Y pa3i BHECEHHsI IO aKTa MPO BWIIYYCHHS I 3HUIICHHS IOKYMEHTIB, HE BHECCHHX JIO
HA®, nepBunHOi (iHaHCOBOI Ta OyXraJrepchbkoi TOKYMEHTallli yCTaHOBa JOJA€ IO HBHOTO
JOBIZIKY TIPO TPOBEICHHS TMEPEBIPKHA KOHTPOIIOIOYUMHU OpraHaMu abo peBi3ii UM JepKaBHOTO
(biHAaHCOBOTO ayAWTy 3 MUTaHb JOTPUMAHHS IMOJATKOBOIO, MUTHOI'O Ta iHIIOTO 3aKOHOJABCTBA
(kpiM gepkaBHOTO (PiHAHCOBOTO ayauTy OKPEMHX TOCHOJAPChKHUX OIeparliii) opraHaMu
JepKaBHOTO (DIHAHCOBOTO KOHTPOITIO.

{A63ay nepwiuii nynkmy 5 enasu 3 po3oiny V i3 3minamu, eénecenumu 32iono 3 Haxazom
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022}

VY 10BiAL TaKOXX 3a3HAYAIOTHCS BIIOMOCTI PO HAsIBHICTH 200 BiJICYTHICTb:

(biHaHCOBUX oOmepalliif, 110 BIAMNOBIAHO O BUMOI 3aKOHOJABCTBA IMiUIATal0Th (IHAHCOBOMY
MOHITOPUHTY, 32 3a3Ha4Y€H1 B aKT1 POKHU;

CHOpiB (CyNepevyoK), MOPYyIICHHS KPUMIHAJIBHUX CIIPaB, BIIKPUTTS CylaMHU NPOBAKEHb y
cripaBax.

JloBika MIANUCYETHCS KEPIBHUKOM YCTAHOBU Ta CKPIIUIIOETHCS MEYAaTKOIO YCTaHOBU (3a
HAsIBHOCTI).

{Ihynkm 5 enasu 3 pozoiny V 6 pedaxyii Haxazy Minicmepcmea rocmuyii Ne 2277/5 6io
04.07.2018}

6. [ToromxkeHi (cxBasieH1) akTU MPO BIIIYYECHHS JUIS 3HUILEHHS JOKYMEHTIB, HE BHECEHUX JI0
HA®, 3arBepIKyloTbCcs KEpIBHUKOM YCTAHOBH, IICJIS 4YOTO YCTaHOBAa Ma€ MpPaBO 3HUILUTHU
JOKYMEHTH.

7. CnpaBwu, BigiOpaHi JJis 3HUIICHHS, MEPEIAlOThCsl OpraHi3aiisiM 13 3aroTiBili BTOPUHHOL
CI/IpOBI/IHI/I 3a HaKJIaAHHUMH, y AKHWX 3a3HAa4Ya€ThbCdAd Bara MaKynaTypH, 1o Hepe,uaHa JJIA
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nepepoOku. Jlara 3ma4i JOKYMEHTIB, iX Bara Ta HOMEp HAKJIAaJHOI BKa3ylOTbCA B aKTax Mpo
BUJTyYEHHS JIOKYMEHTIB ISl 3HUIIICHHS.

8. SIKmo 10 aKkTy Npo BMJIYYEHHs JUIs 3HUIIEHHS JOKYMEHTIB, He BHeceHMX 10 HAD,
BKitoueHo 100 crpaB, a TakoX JOKYMEHTH «/Jl1s ¢y O0BOTro KOPUCTYBaHHS», TaKi JOKYMEHTH
3HUIIYIOTh IUIIXOM HEBIJHOBIIIOBAHOTO MOJPIOHEHHS YK CHAJIOBAaHHS a00 IHIIMM CHOCOOOM.
[Ipu npoMy B KiHIIl aKTa J0aTKOBO POOUTHCS 3alKC PO 3HUIIEHHS BIAMOBIIHUX JOKYMEHTIB 13
3a3HauYeHHM Mpi3Bull, iHimianiB uieHiB EK ycranosu, Hanpukiaz:

{Ab3ay nepwuii nynkmy 8 enasu 3 posdiny V i3 aminamu, enecenumu 32iono 3 Haxazom
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022)

CmpaBu Ne 25 JICK, Ne 30 JACK, Ne 80 JICK 3HHIIEHO NIISXOM HEBiTHOBIOBAHOTO
noapiOHEHHSI.

{Ab3ay Opyeuti nynkmy 8 enasu 3 po3oiny V i3 aminamu, enecenumu 32i0Ho 3 Haxazom
Minicmepcmea ocmuyii No 1581/5 6io 21.04.2022}

Unenu EK:

(miamuc, BIacHe iM’s, MPi3BHIIE)
(miamnuc, BIacHe iM’s, MPi3BHILE)
(miamuc, BIacHe iM s, TIPI3BUIIIC)
Jara

VI. KoMIuiekTyBaHHS apXiBy

1. /I'xepesia KOMILICKTYBAHHS TA CKJIAJ JOKYMEHTIB apXiBy

1. OCHOBHUMHM JpKepeIaMHM KOMIUIEKTYBAaHHS apXiBy €: CTPYKTYpPHI MiJpO3AUIH YCTaHOBH,
MiAOPSIKOBaHI YCTaHOBH, (Di3myuHi 0coOu.

2. JIOKyMEHTH 3 PI3HMMHU BHJIaMH MaTepialibHUX HOCIIB iH(opMmallii moBuHHI 30epiratucs B
apXiBl YCTaHOBH OKPEMO.

3. ApxiB ynpaBiiHCBKOI JOKyMEHTAIli1 30epirae:

3aKiHYeHI B TNOTOYHOMY MIIOBOJCTBI JOKYMEHTH NOCTiIHHOrO Ta TpuBajioro (monan 10
POKIB) 30epiraHHs, CTBOPEHI CTPYKTYPHUMH ITiIPO3/1IaMHU;

JOKYMEHTH 3 KaJIpOBUX MUTaHb (0COOOBOTO CKIIAJy) MPAIiBHUKIB YCTAHOBH;
JIOKYMEHTH YCTaHOB-TIONIEPETHUKIB,
JIOKYMEHTH MiANOPSIKOBAHUX YCTAHOB, 110 JIIKB1IOBaHI;

JIOKyMEHTH OCOOOBOTO TOXO/KEHHS TMpalliBHUKIB YCTAaHOBH, SIKI BIAIrpaju NEBHY POJb B
icTopii po3BUTKY Ti€l 4M iHIIOI chepH KUTTEAISUIBHOCTI KpaiHu abo 1i OKpEeMOro perioHy, LI0
HaIIMIIINA Ha [MiACTaBl 3asiBU X BIACHHUKA;

BUJIaHHS, IO JOMOBHIOIOTH apXiBHI JIOKYMEHTH, HEOOXiJHI Ui HAyKOBO-METOIWYHOI Ta
iH(DOopMaIliitHO-T0BIIKOBOI pOOOTH apXiBy;
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JTIOBIJTKOBUH Ta OOJIKOBHH amapar J0 apXiBHUX JIOKYMEHTIB.

2. Bumoru 10 opopMiIeHHS ClIpaB, IO MiAJATAI0TH APXiBHOMY
30epiraHHio

1. CripaBu yCTaHOBU HIAIATAIOTh OOPMIICHHIO Mij] Yac iX 3aBe/IeHHS Y JIJIOBOACTBI Ta IiJl
yac MiJIrOTOBKH 1X Ha apXiBHE 30€piraHHs.

2. OdopmiieHHs crpaB 3IIHCHIOETBCS NPALiBHUKAMH CTPYKTYPHHX MiAPO3ILTIB Tij
METOJIMYHUM KEPIBHUIITBOM CJIY>KOM J1JIOBOACTBA Ta apXiBy YCTaHOBH (0COOH, BiAMOBITAJIbHOI
3a apxiB).

3. 3anexHO BiA CTpPOKIB 30epiraHHs [OKYMEHTIB 3JIHCHIOETbCS IHOBHE ab0 YacTKOBE
(cporiene) ohopmIIeHHS CTIpaB.

JIoOKyMEeHTH TUMYacoBOro 30epiraHHs, c(OpMOBaHI y CcCHpaBH, 30epiraloTbCsi y TeKax
(mamkax) 13 3aB’s3KaMH, IIBHJIKO3IIMBa4YaX, HE IMAMIMBAIOTHCS 1 HE HyMEPYIOThCA (32 BUHATKOM
NEPBUHHOI OyXraJTepchkoi JOKyMEHTAIil Ta JOKyMeHTiB 3 rpupom «lins ciyx60Boro
KOPHUCTYBaHHS» Ta IHIIMMH TpudaMud OOMEKEHOTO JOCTYIy), YTOYHEHHS EJIEMEHTIB
odopmIieHHs] OOKIIAAMHKU HE TPOBOAUTHCS.

Odopmiiennst crpaB noctiifHoro 1 Tpusajoro (moHax 10 pokiB) 30epiraHHs, y TOMY YHCIi
CIpaB 3 KaJpoOBUX MUTaHb (0COOOBOTO CKJIaay), Mependadae CHUCTeMAaTH3allilo JOKYMEHTIB Y
CIpaBi, HyMepalil apKylIliB y cCIpaBi, CkiajaHHsa (y pa3l MOTpedH) BHYTPIIIHHOTO OMHCY
JOKYMEHTIB CIIPaBH, HasBHICTh 3aCBITYyBAIILHOTO HAIUCY CIIPABH MPO KiJIBKICTh apKYIIiB i PO
0co0mMBOCTI (Di3UYHOTO CTaHy Ta (OpPMYBaHHS CIIpaBH, MIAIIMBAHHS a00 OMpPAaBIIECHHS CIPaBH,
oopmiteHHsT OOKITaTUHKH (TUTYJIBHOTO apKyIlla) CIIpaBH.

4. Cucremaru3zamisi JOKYMEHTIB Yy cCHpaBi mependayae pO3MIIICHHS JOKYMEHTIB 3a
XPOHOJIOTIEI0 HAJXOKEHHST a00 CTBOPEHHS (BiJ] CIYHS IO TPY/ICHB ).

Jlesixki BUOM JOKYMEHTIB (3BITH, BIiZIOMOCTI TOIIO) JO3BOJIIETHCS CHUCTEMATH3yBaTh B
angaBiTHOMY MOPSIIKY HaliMEHYBaHb YCTAaHOB Y MEXKaxX POKY.

{Ilynkm 4 enasu 2 po3oiny VI donosneno nosum abzayom 32iono 3 Hakazom Minicmepcmea
rocmuyii Ne 2277/5 6io 04.07.2018}

5. Hymeparis apkyurB crpaB 3IiHCHIOETBCS 3 METOIO 3abe3medeHHs 30epeKeHOCTi Ta
3aKpIIUICHHS TOPSIKY PO3TAlIyBaHHS OKYMEHTIB, YKIIIOYEHHX y CIIpaBy. YCi apKylli CIpaBu
HYMEpYIOTh apaOChbKHMHU IH(paMu BaJOBOIO HyMEpPAL€l0 B IPAaBOMY BEPXHBOMY KyTi IIPOCTUM
M’SIKUM OJIBIEeM a00 MEXaHIYHHMM HyMeparopoM. ApKyIIi 3acBiAUyBaJbHOTO HANKCy Ta
BHYTPILIHBOTO OMKCY HYMEPYIOTHCS OKpEMO. 3aCTOCYBaHHS YOpPHHJIA, MAcTH a00 KOJIbOPOBUX
OJIBIIB JJIsi HyMepallii apKyIlIiB CIpaBH, apKyIIiB 3aCBiI4yBaJIbHOTO HAIKCYy Ta BHYTPIIIHBOTO
OIUCY 3a00POHSIETHCA.

Apky1ii cripaB, IO CKJIAAIOTHCS 3 JEKUIBKOX TOMIB a00 YaCTHH, HYMEPYIOTHCSI B KOXKHOMY
TOMi (4aCTHHI) OKPEMO.

dororpadii, KpecleHHs, aiarpaMu Ta iHIII JTFOCTPATUBHI JOKYMEHTH, IO € OKPEeMHMH
apKyIlaMH B CIIPaBi, HYMEPYIOTbCS Ha 3BOPOTHOMY OOIIi B JTIBOMY BEPXHBOMY KYTi.
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Apkym popmary, Oinbiioro, Hix Gopmar A4, MiIIIMBAETHCSA 3 OMHOTO OOKY 1 HyMEpYy€eThCs
SIK OJTMH apKyIl y PaBOMY BEPXHBOMY KyTi, a MMOTIM (habloeThes Ha popmar A4.

ApKyll 3 HamIyx0 HaKJICEHMMH JOKyMeHTamMu (QoTorpadisimu, BHpi3KaMu, BUIHCKAMU
TOIIO) HYMEPYEThCA SK OMWH apKyml. SIKIO A0 JOKyMEHTa MiAKJICEH] OIHUM OOKOM IHIII
JOKYMEHTH (BHPI3KH, BCTaBKU IO TEKCTY, MEPEKIATN TOIIO), TO KOKEH JOKYMEHT HyMepY€EThCS
OKpeMO.

[TigmuTi y cipaBu KOHBEPTH 3 YKJIAJCHHAMH HyMEPYIOThCS BaJOBOIO HyMEpAIli€lo apKyIIIiB
CTIpaBH, TIPH [IbOMY CIIOYAaTKy HYMEPYETHCSI KOHBEPT, a TIOTIM KO)KHE BKJIa/ICHHS B KOHBEPTI.

[limmuTi y copaBu TOKyMEHTH 3 BIACHOIO HYMEpaIi€l0 apKylIiB 30epiraroTh TakKy
HYMepallilo, SIKIII0 BOHA BiAMOBIIA€ MOCTIIOBHOCTI pO3TAlllyBaHHS apKyIlliB y CIpaBi.

Y pa3i HasgBHOCTI 0ararbOX IOMIJIOK Yy HyMepalii apKyIliB CIpaBd B IiJOBOACTBI
3IIMCHIOETBCS 1X MEepeHyMepallis, IMij 9ac SKoi cTapi HOMEpPH 3aKpeCIIOI0ThCS OJHIEI0 CKICHOIO
PHICKOIO 1 TTOPSI] CTABUTHCSI HOBHIT HOMEP apKylIlia.

VY pasi HasgBHOCTI OKpPEMHX IOMMHJIOK Yy HyMmepauii apKylliB CIOpaBH JOMYCKAa€TbCA
3aCTOCYBaHHS JIITEPHUX HOMepiB apKyuIiB (135-a, 135-0 To1mo).

6. BHyTpimHIA omuMcC TOKYMEHTIB CKJIQJA€ThCs N0 JCIKMX KaTeropid crpas, IO MICTITh
YHIKaJIbHI JOKYMEHTAJbHI IaM’sITKH, JOKYMEeHTH 3 rpudom «/jis cimy’00BOro KOpUCTYBaHHS,
0Cco0O0Bi, CYIOBO-CIIiIYi CIpPaBH, CIpPAaBH, Ha3BU SIKUX HE TOBHICTIO PO3KPUBAIOTH iX 3MICT.
HeoOxinHicTh CKJIaJaHHS BHYTPIIMIHBOTO OMHCY JOKYMEHTIB JESKHX CIIPaB BH3HAYAETHCS
THCTPYKITI€IO 3 IIJIOBOJICTBA YCTAHOBH.

BuyTpimHii onuc (Jonatok 16) ckiaiaeThcs HA OKPEMOMY apKyIili 3a (pOpMOIo, 1110 MICTUTh
BIJIOMOCTI PO MOPSAIKOBI HOMEPHU JOKYMEHTIB CIIPaBH, iX 1HJIEKCH, JaTH, 3ar0JIOBKH Ta HOMEpPHU
apKylIiB CIPaBU, Ha SIKUX PO3TAIIOBAHUIN KOXKEH JOKYMEHT.

J1o BHYTPIIIHBOTO ONKCY CKJIAJA€THCS MiJCYMKOBHUI 3aIUC, Y SIKOMY HaBOJATHCA IH(pamu
Ta CJIOBaMH KIJTBKICTh JJOKYMEHTIB, 110 BKJIIFOUYEHI O OMHUCY, Ta KUIBKICTh apKYIIIiB BHYTPIIIHHOTO
ornucy. BHyTpimHIi omuc MiANHCYeThCS WOro YyKiIaaadeM. SIKIo crpaBy oIpaBieHO abo
MIIITUTO TIOTIEPEIHBO 0€3 BHYTPIITHBOTO OIUCY, TO HOTO OJIAHK MiAKICIOETHCS 10 BHYTPIIIHBOTO
00Ky JHMIIbOBOI OOKJIaIMHKHU CIIPaBH.

3MiHHM CKJIaay JOKYMEHTIB CHpaBU (BKJIIOYEHHS JOAATKOBHX TOKYMEHTIB, iX BUKIIOYCHHS,
3aMiHa OpUTiHAMIB KOMISIMU TOLIO0) BigoOpakaioTbes B rpadi «IIpumiTku» 13 mOcHUIaHHSIM Ha
BIJIMOBIAHI JOKYMEHTH (HaKa3H, akTH TOIIO) 1 0 BHYTPIIIHBOTO OMHCY CKIAJA€THCS HOBUU
I1JICYMKOBHH 3amuc.

7. 3acBiquyBaJbHUN HAMKC CIPAaBH CKIAJAETHCS 3 METOI0 OOJIKY KIJIBKOCTI apKyIIiB y
crmpasi Ta ¢ikcariii 0coOIMBOCTEH X HyMeparlii.

3acBiauyBaJIbHUN Hanuc (10AaTok 17) ckilagaeTbesa Ha OKPEMOMY apKyli, 1[0 BMILILYE€TbCS B
KIHIIl CTpaBd, y JOPYKOBaHUX TNpPUMIpHUKAX crpaB (OONMIKOBI KypHaJId, 3BITH TOIIO) - Ha
3BOPOTHOMY 0OI1l OCTaHHBOTO YUCTOTO apKyIIia.

V' 3acBiguyBaJIbHOMY HAaIMCl 3a3HAuYalOThcs HUppamMu 1 JiTepaMu KUTbKICTh apKyIlIiB Yy
CIIpaBl Ta OKPEMO Uepe3 3HaK «+» (TUIIOC) KUTBKICTh apKYIIIiB BHYTPIIITHEOTO OIUCY, SIKIO BiH €.



VY 3acBi4yBaJbHOMY HAlMCi 3aCTEpPIralOThCS TaKi OCOOMMBOCTI Hymepalii JTOKYMEHTIB
CTIPaBH:

HasIBHICTb JIITEPHUX Ta MPOIMYIIEHUX HOMEPIB apKYIIIiB;

HOMEPH apKyIIiB 3 HaKIeEHUMH (GoTorpadisiMu, KpeCcaeHHIMH, BUPI3KaMH TOIIIO;
HOMEpPH BEJIMKOPOPMATHUX apKYIIIiB;

HOMEpPHY KOHBEPTIB 3 YKJIAJACHHSIMH 1 KUTBKICTh apKYIIiB YKIIa/ICHb.

3acBiquyBaJIbHUM HamUC MIAIHCYETHCS 0Cc0000, sKa HOro ckianga. Yci HACTYIHI 3MiHM B
CKJaJl Ta CTaHl CHpaBH (TIOLIKOMKEHHS apKyIliB, 3aMiHA JOKYMEHTIB KOIISIMH, MPHEIHAHHS
HOBHMX JIOKYMEHTIB TOIIO) 3a3HAYalOThCs y 3acBiAUyBaJbHOMY HamHCi 13 MOCHJIAHHAMU Ha
BIJIMOB1THUI BUTIIPABIOBYBaIBHUHN JOKYMEHT (HaKas3, aKT).

VY pasi 3HauHOTO OOCSATY MEepeHyMmeparllii apKymiB y crpaBi B KiHIi ii CKJIagaeThCsl HOBUH
3acBimuyBanbHUI Hamuc. Crapuil 3acBiAYyBaJIbHHN HAIWC 3aKPECTIOEThCS 1 30epiraerbes y
CTpaBi MOCTIHHO.

8. OnpaBieHHs CpaB 3A1MCHIOETHCS 3 METOIO 30epekeHHs iX Qi3udHOoro crany. JlJokyMeHTH,
10 MICTSATHCS y CIpaBl, MiAUIMBAIOTh Ha YOTHPHU MPOKOJHU CHEIialbHUMHU CYpPOBUMHU HUTKaMU
abo nparBoro. CrpaBu moctiiiHoro, TpuBaigoro (monas 10 pokiB) 30epiraHHs Ta 3 KaJIpOBHX
nuTaHb (0COOOBOIO CKJIAAy) OMNPABISIOTHCS y TBEpLy OOKIAAMHKY 3 KapToHy. lIpum npomy
MeTaJIeBl CKPIMJICHHS (CKPINKHU, IIMUWIBKH) BIITyYalOThCS 3 TOKYMEHTIB.

[Tix wac ompapieHHs a0O IMiIIIMBAHHS JOKYMEHTIB CIPAaBU HE J03BOJIIETHCS TOPKATHUCS iX
TEKCTY. SIKIIO TEKCT TOKYMEHTIB HaJpyKOBaHO HAJATO OJM3BKO 0 iX JIBOTO Kparo, TO MOTPiOHO
HapOCTUTH KOPiHIII JOKYMEHTIB MAaNiepoM Ti€i caMoi SKOCTI, 10 i HOCIi TEKCTy TOKYMEHTIB.

VY pa3i HasgBHOCTI y cHpaBl He3aTpeOyBaHMX OCOOMCTUX JOKYMEHTIB (TPYHOBHUX KHUKOK,
MOCBIYEHb, TUIJIOMIB, aT€CTaTiB, CBIIOITB TOIIO) Ili TOKYMEHTH BKJIAJAaI0ThCS B KOHBEPT, SIKUN
MIITUBAETHCA IO CHpaBH. SIKIIO TaKMX JOKYMEHTIB 3HaYyHA KUIBKICTh, BOHHM BHJIyYarOThCS 31
CIPaBH 1 HA HUX YKJIAJIA€THCS OKPEMUH OIKC.

9. OdopmiieHHs OOKJIATUHOK (TUTYJABHUX apKyIIiB) CIIpaB MOCTIMHOTO, TPUBAJIOTO (ITOHA
10 pokiB) 30epiraHHs Ta 3 KaapoBUX MUTaHb (0COOOBOTO CKJIaJy) BHKOHYIOTH 3a (hOPMOIO,
HaBelleHOI B joxarky 18 mo nwmx IlpaBun. TuTynbHI apKylli peKOMEHAYETbCS BUTOTOBIISTH
IPYKapChbKUM CITIOCOOOM 1 3aITOBHIOBATH 3MIHHY 1H()OpPMAIIIO BiJ PyKH.

[Ticna 3akiHYEHHS JUIOBOAHOTO POKY JI0 HAIHUCIB Ha OOKJIAJMHKAX (TUTYJIBHUX apKyllax)
CIpaB BHOCSTHCS HEOOXIJHI YTOUYHEHHS, IMEPEeBIPSIETbCA BIANOBIIHICTD 3aroJIOBKIB CIpaB Ha
oOKJIaJuHKaX (TUTYJIBHUX apKyllax) 3MICTy MiJIIUTHX JOKYMEHTIB (3MICT JIOKYMEHTIB CIpaBH
BiJOOpaXXaeTbCsl 'y 3aroJIOBKy YIiTKO, CTHCIIO, Yy3arajJbHEHO, O€3 BTpaTh KOHKPETHHX
XapaKTepUCTUK O0’€KTa ONHCYyBaHHA). Y pa3l MOTpedM [0 3aroloBKa CIpPaBH BHOCSTHCA
JI0JaTKOB1 BITOMOCTI (IIPOCTaBISIOTHCS HOMEpPHU HaKa3iB, IPOTOKOJIB, BUIU 1 (POPMH 3BITHOCTI,
BKa31BKM Ha HAsBHICTh KOMIH JIOKYMEHTIB y cIIpaBi). 3aroJIOBOK CIpaBHM Ha OOKJIQAMHII Mae
BIJITMOB1/1aTH 3ar0JIOBKY B OMHKCI CIPaB CTPYKTYPHOTO TAPO3ILITY.

{A63ay Opyeuu nynkmy 9 enasu 2 posoiny VI i3 aminamu, enecenumu 32i0no 3 Haxazom
Minicmepcmea tocmuyii Ne 1581/5 6io 21.04.2022}


https://zakon.rada.gov.ua/laws/show/z0446-22#n171

Ha oOkmaguHkax cropaB (THTYIBHUX apKyllax) HPOCTaBISIOTbCA JaTH JOKYMEHTIB,
YMIMIEHUX Y KOXHY CIHpaBy. SIKIIO crpaBa CKJIAIA€ThCsl 3 KUIBKOX TOMIB (YacTWH), TO Ha
KO)KHOMY 3 HHX ITPOCTABIISIFOTHCS KpaiHi 1aTH JTOKYMEHTIB (ITOYaTKy Ta 3aKiHYECHHS CIIpaB).

VY pa3i 3a3HaueHHS TOYHMX KaJlEHAAPHUX JaT 3a3Ha4aroThCs YHMCIO, Micslb 1 pik. Yucio i
piK Mo3HayaroThcsd apabCbKUMU IM(pamu, Ha3zBa MicsAls MUILETHCS CIOBOM. SIKIO y CIpaBy
BKJTIOUYEHO JTOKYMEHTH (IOaTKH TOIIO), AaTH SKUX BUXOIATH 3a KpalHi JaTh CIIPaBH, TO HIDKYE
JIaTU CIPABU 3 HOBOTO PsJIKa POOMUTHCS MPO Iie 3amuc «Y CIpaBi € JOKYMEHTH 32 POKK».
Jlath MOXyTh He 3a3HauyaTHCsl Ha OOKJIaJAMHII (TUTYJIBHOMY apKyllll) CIIpaB, 10 MICTATh PidHI
IUTaHU Ta 3BITH, OCKUJIBKY BOHU Bi10Opa)keH1 y 3arojIOBKax CIIPaB.

Ha oOxmamuHKax crpaB (THTYJbHHX apKyIllax) 3a3HA4ar0Th KUIBKICTh apKyIIiB y CHpaBi
BIJITIOBITHO /10 3aCBiAYyBaJbHOrO Hamucy (0e3 BpaxyBaHHS apKylliB BHYTPIIIHBOTO OINHUCY Ta
3aCBIYYBaJILHOTO HAIHUCY).

Ha o6knanuHIi cpaBy B IpaBOMY BEPXHHOMY KYTI Ta HH’KHbOMY JIIBOMY KYTI 3a3Ha4a€ThCs
apxiBHUH 1mMGp cOpaBu (3a MOrOKEHHSIM 3 apXiBOM YCTaHOBHM HOMEPH 3BEJCHOTO ONHCY 1
apxiBHOro (oHIy, HOMEp CHpaBH 3a 3BEICHHUM OIMCOM MPOCTABISIOTHCS B apXiBl TMICTS
3aTBEp/PKCHHS 3BEJCHOTO ONUCY cmpaB). Jlias NpocTaBieHHs apxiBHOro Imuppy MOoxe
3aCTOCOBYBATHUCS LITAMII.

VY pasi 3MiHM HaliMEeHYBaHHS YCTaHOBH (ii CTPYKTYpHOTO MigpO3ALTYy) MPOTATOM TEpiomy,
SKUH OXOIUTIOIOTh JOKYMEHTH CIIpaBH, ab0 Mix Yac mepenadi CrpaBu A0 iHIIOI yCTaHOBH
(CTPYKTYpHOTO MiZpO3ily) Ha OOKIAQAMHII CHpaBU (TUTYABHOMY JIMCTi) 3a3HAYAETHCS HOBE
HallMEHYBaHHsI YCTaHOBH (CTPYKTYPHOTO IIPO3ALTY), a MOMIEPEIHE OEPEThCS B TYKKH.

Hanucu Ha oOxiaguHKax crpaB HOCTiIMHOro Tta TpuBajioro (moHazn 10 poxi) 30epiraHHs
POOIATHCS YITKO YOPHUM CBITJIOCTIMKMM YOPHUIIOM 200 MacToo.

Y pa3i BMIlEHHS Yy CIOpaBy HaJEKHAM YHHOM O(OPMIICHOTO THTYJIBHOTO apKylla,
BUTOTOBJICHOTO JIPYKapCHKHM CHOCOOOM, Ha OOKJIQ[MHIII CHpPABU 3a3HAYAIOTHCS JIMIIE HOMEPH
apxiBHOro (oOHIY, OMHCY 1 CHpaBH. 3a00POHSETHCS HAKJICIOBAHHS TUTYJIBHOTO apKylla Ha
OOKJIaIMHKY CIPaBH.

3. CkaaganHs Ta 0)OpMJICHHS ONMCIB CNIPAB CTPYKTYPHOT'O
miapo3ainy

1. CrpykTypHi Migpo3ail ycTaHOBH 3000B’s3aHi ONMUCYBAaTH JOKYMEHTH MOCTIHHOTO Ta
TpuBanoro (monax 10 pokiB) 30epiraHHs, 3 KaJpOBUX MUTaHb (0COOOBOTO CKIaLy) 4epe3 pik
ITICJIS 3aBEPILICHHS CIIPaB y JIJIOBOICTBI.

2. Ha cmpaBu TumuacoBoro (1o 10 pokiB) 30epiraHHs OMMCH HE CKJIAAAalOThes. Y pasi
JKB1aLii YM peopranizalii yCTaHOBH TaKl OMUCH CKJIa1al0Thcs 000B’ I3KOBO.

3. Onucu crpaB CTPYKTYPHOTO MiAPO3IUTY YCTAHOBU CKJIQJAIOTHCS MIOPOKY 3a (hopmoro,
HaBEJICHOIO B 1o1atky 19 mo mux [IpaBmi, mocamoBoo 0co00k0, BiIMOBIAAIBHOO 3a A1T0OBOJCTBO
y CTPYKTYPHOMY HiPO3/iii, 32 METOJMYHOI JJOTTOMOTH apXiBy YCTaHOBH.

4. Homep omucy crpaB CTPYKTYpPHOTO MiJpPO3Jily YCTaHOBH IOBHHEH CKJIaJaTHUCS 3
1M(ppPOBOro MO3HAYEHHS CTPYKTYPHOIO MIIPO3AUTY 32 HOMEHKJIATypOIO CIpaB 3 JI0/aBaHHSIM
MI0YATKOBOI JIITEPH Ha3BU KaTeropii JOKYMEHTIB, 110 BKIIOUAIOTHCS JIO OMHUCY, Ta YOTUPHOX LUD



POKY, B SIKOMY PO3IIOYaro CIpaBH, BKJIKOYEHI 0 onucy. Hanpukiaa, omucu crpas MOCTIHHOTO,
TpuBanoro (moHan 10 pokiB) 30epiraHHs Ta 3 KaIpoBUX MNHUTaHb (0COOOBOTO CKIATy)
CTPYKTypHOTO Tiapo3airy Ne 5, mo oOJIKOBYIOTBCS 3a HOMEHKIJIATYpPOIO CIpaB 1 po3Modari y
2014 poui, 6ynyTs Matu Taki Homepu: 5 I1-2014; 5 T - 2014; 5 K- 2014 a6o 5 OC - 2014.

5. Ilix yac ckiajaHHs OMHUCIB CHPaB CIIiJ] JOTPUMYBATUCS TAKUX BUMOT:
CIPaBU KOXKHOTO POKY CKJIaJal0Th PIYHUIN PO3/1J] OMKCY CIIPAB;
MOPSAIOK HyMepallii CripaB B OINKCY - BAJIOBUHN 3a KUJIbKA POKIB;

3aroJIOBKM CIIPaB BHOCSATBH IO OMKCY BiATIOBIAHO J0 MPUHHATOI CXEMH CHCTEMAaTH3allil, sIK
IIPaBUJIO, HA OCHOBI HOMEHKJIATypH CIpaB (32 HEOOX1JHOCTI 3arojIOBKU CIpaB pearyroThes Ta
YTOYHIOKOTHCS);

KOXKHY CIIpaBy BHOCSATBH JI0 OIHUCY TiJ CAMOCTIMHUM MOPSIKOBUM HOMEPOM (SIKILIO CIpaBa
CKJIAJIAETHCS 3 KITBKOX TOMIB, KOXKEH TOM OTPUMYE OKPEMUI HOMEp, SKIIO CIpaBa CKIAAAETHCS 3
KIUJIBKOX YaCTUH OJHOTO JIOKyMEHTa, TO KOXKHA YaCTHHA OTPUMYE OKPEMUIT HOMED);

y pa3i BHECEHHS 10 OMWCY MiJpSAA KUTBKOX CIIPaB 3 OJHAKOBUM 3arojIOBKOM ITOBHICTIO
HABOZSATH JIMILIE 3ar0JIOBOK TEPIIO] CIpaBH, a BCl iHIII OJHOPIAHI CIpaBH MO3HAYAIOTH CIOBAMU
«Te camMe», OfHAK PELITY BiOMOCTEH MpO CIPaBU 3a3HAYAIOThH MOBHICTIO (Ha KOXXHOMY HOBOMY
apKyIlli OMHUCY 3aroJIOBOK BiITBOPIOIOTH MOBHICTIO);

rpadu OMUCY 3amOBHIOIOTH BIAMOBIAHO JO BIJIOMOCTEW, BUHECEHUX HA OOKIAJAMHKY
(TUTYABHUI apKyIll) CIIPaBU;

rpada omucy «lIpuMiTka» BUKOPUCTOBYETHCS IS BIIMITOK TPO OCOOIUBOCTI (hi3MYHOTO
CTaHy CIpaB, MpO Tepeaady CIpaB iHIIMM CTPYKTYPHHM MiApO3/ijgaM, MpO HAsSBHICTh KOMIi
JOKYMEHTIB y CIpaBi.

6. J11s1 po3noniny crpaB BiANOBIAHO 10 CX€MH CUCTeMaTH3allii nepeadaueHo Taki npaBuia:

CIpaBH BIJHOCSTHCS JI0 TOIO POKY, B SKOMY iX 3aIpOBaJMJIM B JIUTOBOACTBI a00 B SKOMY
BOHM HAJAIUIIIN 10 CTPYKTYPHOTO MiAPO3ILTY s TPOAOBKEHHS;

TUTaHU, 3BITH, KOIITOPUCH W JOKYMEHTH J0 HHX BIIHOCATHCA JO TOTO POKY, Ha SIKUH abo 3a
SIKUH 1X CKJIaJeHO, HE3aJIE)KHO BiJ JATH 1X CKIaJaHHs;

NEPCHEeKTHBHI IUIAHU BITHOCATH JI0 MOYATKOBOTO POKY iX [ii, a 3BITH 3a Ii POKU - JI0
OCTaHHBOTO POKY 3BITHOTO IEPIONY;

CIPaBH, SIKI PO3NOYATO B OJTHOMY CTPYKTYPHOMY P03/l Ta NEPENAHO JJIs IPOAOBKEHHS
710 1HIIOTO MiJPO3/LTy, HaJeXKaTh TOMY MiAPO3LTY, JIe IX 3aBeplIeHO (IIPH bOMY Ha3Ba MEpIIOro
M1APO3UTy OepeThCsl B Ty’KKH 1 MUIIEThCSI Ha3Ba OCTAHHBOTO).

7. Onucu crpaB BeIyThCs MPOTATOM KUTBKOX POKIB 3 BUKOPHCTAHHSAM €IMHOI HACKPi3HOI
Hymeparii. CripaBu KO)KHOTO POKY CTAHOBJISTH PIYHUMA PO3ALT OIHUCY.

8. YV KIHLI ONHUCY 3allOBHIOETHCS MIJICYMKOBUH 3aluc 13 3a3HaY€HHAM KUIBKOCTI (Ludpamu 1
CIIOBaMH) CIpaB, IO OOJIKOBYIOTHCS 33 OIKMCOM, HEPIIOro i OCTAaHHBROTO HOMEpPIB CHpaB 3a
OMHCOM, a TakoX OOYMOBIIOIOTBCS OCOOIMBOCTI HyMepalii chpaB B omuci (JiTepHI Ta
MPOITyIIIeHI HOMEPH CTIpaB).



9. V piuHMil pO3MiT OMUCY CIpaB BHOCSTHCS TAaKOXK CIPAaBH, HE 3aBEPILICHI MPOTATOM
KaJCHJapHOTO POKY. Y TaKWX BHUIMAJKaX y KiHII PIYHUX PO3ILUTIB OMUCY KOKHOTO HACTYITHOTO
POKY, TPOTSITOM SIKOTO CIIPaBH IPOIOBXKYBAJIUCS B JIIIIOBOJCTBI, 3a3HaUaeThCs: «J{OKyMEeHTH 3a
el piK JIWB. TaKOXK y PO3ILTi 3a pik, Ne ». Ipadpu 4, 5 bopmu ommcy He
3aIIOBHIOIOTHCSI.

10. Onmc cnpaB CTPYKTYpHOTO MiAPO3AUTY YCTAHOBH MIANUCYEThCA YKIaJadeM 13
3a3Ha4EHHSAM HOTO MOCAAH, MOTOIKYETHCS 3 KEPIBHUKOM CITY>KOH JIUIIOBOZACTBA 1 3aTBEPKYETHCS
KEPIBHUKOM CTPYKTYPHOTO MiJPO3ILIY.

11. Onuc cmnpaB CTPYKTYpHOTO MiJIPO3IITy YCTAHOBH CKIQJAETHCS y JIBOX NPHUMipHHUKAX,
OMH 3 SKHUX IEPENacThCsl pa3oM 3i CrpaBaMH JI0 apXiBy YCTAHOBH, a IHIIHMH 3aJHINA€ThCS SK
KOHTPOJIbHUH MPUMIPHUK Y CTPYKTYPHOMY ITiPO3/ILIi.

12. Ha ocHOBI ONUCIB CIIpaB CTPYKTYPHUX MIJPO3AUIIB apXiB YCTAHOBH IOTYE 3BE/I€H] OMTUCH
CpaB MOCTIHHOTO Ta Tpusajoro (moHaa 10 pokiB) 30epiraHHs, 3 KaAPOBUX NUTaHb (0COOOBOTrO
CKJIaJy) Y HOPSIKY, BU3HaueHOMY B po3ziiai V nux [Ipasui.

4. IlepenaBanus cupas 10 apXiBy YCTAHOBH

1. CnopaBu nocriitHoro ta Tpuajioro (rmonag 10 pokiB) 30epiranHs, 3 KaJpOBUX MUTaHb
(oco0oBOTO CKIIay) Yepe3 JBa POKH IICIsI 3aBEPIICHHS 1X BEACHHS B AUTIOBOACTBI MEPEIAIOTHCS
710 apXiBy YCTaHOBH B YHOPSIKOBAHOMY CTaHi JUIsl MOJAJIBIIOTO 30epiraHHs Ta KOPUCTYBaHHS.

CnpaBu mocriiiHOro ta TpuBanoro (monan 10 pokiB) 30epiraHHs NEpPeNarOThCsS 0 apXiBy
YCTaHOBH 32 ONTUCaMHU, CKJIAJICHIMH 32 BUMOTaMH, BU3HAYCHUMH Y TJIaBi 3 I[bOTO PO3IILTY.

2. CopaBu tumuacoBoro (mo 10 pokiB BKIIFOYHO) 30€piraHHS MOXYTh TMEpeaaBaTHCS [0
apxiBy yCTaHOBH 3a PIIICHHAM ii KEpIBHUKA 32 YMOBU HasiBHOCTI B HhbOMY BUIbHUX ILIOIIL.

CnpaBu TumMyacoBoro (10 10 pokiB BKIFOYHO) 30epiraHHs MepeaaroThes 10 apXiBy YCTaHOBH
3a HOMEHKJIaTyporw crpaB abo, Ha po3Cyl YCTAaHOBH, 3a 3/aBAJIbHUMH ONHUCAMHU JOBUIBHOI
(dbopMu, HOMEPH SIKUX MAIOTh TO3HAYKY « TM».

{A63ay Opyeuii nynkmy 2 enasu 4 posoiny VI i3 3minamu, enecenumu 32iono 3 Hakxazom
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}

3. TlepenaBaHHsl CIipaB 10 apXiBy YCTaHOBH 3IIHCHIOETHCS 3a TpadikoM, MOTOMKEHUM 3
KEepIBHUKAMU CTPYKTYPHUX ITIAPO3LTIB 1 3aTBEPIPKEHUM KEPIBHUKOM YCTAaHOBH.

4. Sxmo okpemi cmpaBu TpeOa 3aJIULIMTH Y CTPYKTYPHOMY MiAPO3AUI JUIsl TOTOYHOI
poOOTH, 32 MUCHMOBUM 3BEPHEHHSIM KEpiBHHUKA CTPYKTYPHOTO MiAPO3AUTYy apxiB yCTaHOBH
odopmiise Buaady CpaB y TUMYACOBE KOPUCTYBAHHS Ha CTPOK JIO TPHOX MICSIIIIB.

{Ilynkm 4 enasu 4 pozoiny VI 6 peoaxyii Haxazy Minicmepcmea ocmuyii Ne 1581/5 6i0
21.04.2022}

5. IligroroBka cmpaB CTPYKTYpPHOIO MiAPO3AUTY JUIsl MEpeAaHHs N0 apXiBy YyCTaHOBU
BKJIIOYA€ TEPEBIPSIHHSA MPaBHIBHOCTI (POPMyBaHHS JOKYMEHTIB Yy CIpaBH, BIIMOBIIHICT
3arojOBKIB CHpaB 3MICTy BMIIIEHUX JI0 CIpPaB JOKYMEHTIB, O(OpPMIICHHS JOKYMEHTIB KOXKHOT
cripaBu, O()OpPMIIEHHS CIpPaB Ta BIJAMOBIJHICTb CIIPaB HOMEHKIIATYPI, 3aTBEPKEHIN KePIBHHUKOM
YCTaHOBH.


https://zakon.rada.gov.ua/laws/show/z0791-18#n66
https://zakon.rada.gov.ua/laws/show/z0446-22#n174
https://zakon.rada.gov.ua/laws/show/z0446-22#n174

Y pa3i BusBIEHHS HEAONMIKIB y GopMyBaHHI Ta O(OpMIIEHHI CHpaB MpaIiBHUKH
CTPYKTYpPHUX HiIPO3/iIiB 3000B’513aHi iX YCYHYTH.

CropaBu 70 apXiBy YCTaHOBHU JIOCTABISIOTHCS IMpalliBHUKAMU ii CTPYKTYPHMX IIiJIPO3/ILIiB
3B’sI3aHUMHU (YIAaKOBAaHUMU) HAJICKHUM YHHOM.

6. Y pa3i BiICYTHOCTI CIpaB CTPYKTypHUX TWiAPO3ALUIIB, IO 3HAYATHCA B OIHUCAX,
YKUBAIOThCS 3aX0[H, TepeadadeHi myHKkToM 9 masu 2 po3ainy V nux [Ipaswi.

7. IlpuitmaHHs-TIepeiaBaHHs KOKHOT CIIPAaBH 31HCHIOETHCS MPAI[IBHUKOM apXiBY YCTaHOBH
B TPUCYTHOCTI TMpalliBHUKA CTPYKTYpHOTO TMIiAPO3IiTy, SKHHA TMepeaae yMopsJIKoBaHI Ta
odopmiieHi crpasu. [Ipu oMy B KOXKHOMY MPUMIPHUKY OIUCY CIPaB poOJIAThCS MO3HAUKH PO
OpUNAHATTA Ti€l ab0 1HIIOT chpaBH. Y KiHII KOXXHOTO HPUMIpPHHMKA OIHUCY CIpPaB POOIATHCA
uudpamMu Ta CIOBaMU IO3HAUYKM Npo (PaKTHUYHY KIIBKICTH CIpaB, IO MEpelaHi 10 apXiBy
YCTaHOBM, HOMEpM CIIpaB, IO BIACYTHI, JaTy NpUAMaHHS-TIEPEAaBaHHS CIPaB 1 CTaBIATHCA
MIJIUCH 0C10, SIK1 3AaBaJid Ta MpUHMaH CIIpaBH.

OnvH NPUMIPHHUK OMHCY MOBEPTAETHCS CTPYKTYPHOMY MiJPO3/ALTY, YCi 1HIII 3aIHUIIAI0THCS B
apXiBl YCTaHOBH.

5. 'paHM4YHI CTPOKH TUMYACOBOI0 30epiraHHsA J0KYMEHTIB B apXiBi
YCTAHOBH

1. YcTaHOBIIOIOTHCS Taki T'PaHUYHI CTPOKM THUMYAacOBOrO 30epiraHHs JOKYMEHTIB B apXiBi
YCTaHOBH:

Ui 1okyMeHTiB BepxoBnoi Pagu Ykpainu, Aaminictpauii [Ipesuaenra Ykpainu, KabGinety
Minictpie Ykpainu, KonctutymiitHoro Cymy VYkpaiam, Bepxosunoro Cymy, Bumoro cymy 3
NUTaHb I1HTEJEKTyaJbHOI BIACHOCTI, Bwumoro antukopynimiiiHoro cyny, IenepanpHOi
npokypatypu Ykpainm, LleHTpanbHoi BuOOpUoi komicii Ykpainu, PaxyHkoBoi manatu Ykpainw,
HamionansHoro 6aHky YKpaiHu, MiHICTEPCTB, IHIIMX IEHTPAJbHUX OpPraHiB BUKOHABYOI BJIaJIu
Ta JIep>KaBHUX OPTaHiB 1 0€3M0CcepeHBO MAMOPSIAKOBAHUX iM OpraHizailii - 15 pokis;

{Ab3ay Opyeuti nynkmy 1 enaeu 5 posoiny VI i3 3minamu, enecenumu 32iono 3 Hakaszom
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}

s pokyMeHTiB BepxoBuoi Paam ABtonomHoi PecnyOmiku Kpum 1 Pagm wminicTpiB
ABtoHoMHoi PecnybOmiku Kpum, oGnacuux, KuiBcekoi Ta CeBacTONOIbCHKOT MICBKHX paj i
Jep’KaBHUX aJMIHICTpaIiil Ta 0e3rmocepeHbO MIAMOPSAIKOBAHUX 1M OpraHi3allii, anessiiiHuX
CYIiB, fKi yTBODIOIOTBbCS B aleJALIMHUX OKpYyrax, amnesalifHuX aaMiHICTpaTUBHUX CYIIB,
aneJSIIIHHUX ~ TOCHOJAPCHKUX  CYAIB, OKPY)KHHX aJMIHICTPaTUBHUX CYIIB, OKPYKHHX
TOCHOAAPCHKUX  Cy/AiB, pErioHaJbHUX TPOKYpaTyp, BIHCHKOBUX MPOKYpaTryp peETioHiB,
TEPUTOPIAJILHUX OPraHiB HEHTPAJIbHUX OpPraHiB BUKOHABYOI Blaau - 10 pokis;

{Ab3ay mpemiti nynkmy 1 enasu 5 posoiny VI i3 3minamu, enecenumu 32i0Ho 3 Hakazom
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}

JUIsl TOKYMEHTIB paloHHMX, paioHHMX Yy wMictax KueBi Ta Ceacromoini Jep>KaBHHUX
aJIMIHICTpaIlil, OpraHiB MICIIEBOTO CaMOBPSIyBaHHS Ta O€3MOCEPEAHbO IiMOPSIAKOBAHUX iM
oprasizarliii, OKpy>KHUX CY/IiB, 5IKi YTBOPIOIOTBCSI B OTHOMY a00 JEKUIBKOX pailoHaX 4 pailoHax
y Mmictax, abo y wmicTi, abo y paiioHi (pailoHax) i1 MicTi (MicTax), TEpUTOpiaIbHUX OpraHiB
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[EHTPAJbHUX OpraHiB BHUKOHABUOI BIIA/JM, a TaKOXK CIIbCHKOTOCIONAPCHKUX IiIIPUEMCTB - 5
POKIB;

{Ab3ay vemeepmuii nynkmy 1 enasu 5 posoiny VI i3 sminamu, enecenumu 32iono 3 Haxasom
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018)}

JUIA 3alKCIB aKTiB LMBUIBHOTO CTaHy, 3allMCiB HOTapiaJibHUX i 1 CyIOBUX CIpaB,
TOKYMEHTIB 3 KaJpOBHX INHUTaHb (0COOOBOTO CKIJIAAy), TOCIOJAPCHKUX KHHI, TOKYMEHTIB 3
MIPUBATH3AIIIT JKUTIOBOTO (DOHY - 75 POKIB.

2. Crpoku 30epiraHHs 100 KOHKPETHHX JIOKYMEHTIB MOXYTb OyTH 3MiHEHI 3a
MOTO/KEHHSIM 3 BIJIMOBITHOIO JEP’KABHOIO apXiBHOK yCTaHOBOKO, apXiBHUM BIJJLIOM MICBKOI
panu. IIpomoBkeHHS CTpPOKIB 30epiraHHs JOKYMEHTIB B apxiBl YCTaHOBH JIOIYCKAa€ThCS 32
oTpedu KOPUCTYBAHHS JTOKYMEHTAMH 31 CIyKOOBOIO METO0, Y pa3l HEMOXKJIMBOCTI NPUUHATH
JOKYMEHTH Ha 30epiranHs /10 Jep»KaBHOI apXiBHOI YCTaHOBHU, apXiBHOTO BiJILTYy MICBKOI pajiy.

3. Tlicns 3akiHUYGHHS TPaHUYHUX CTPOKIB 30epiraHHs JTOKyMEHTH, BimHeceHi n0 HAD,
MEePealOThCsl Ha MOCTiiHE 30epiraHHs BiJNOBIIHO 1O TOPSAKY, BA3HAYEHOTO y TiaBi | po3mimy
X1V nux IIpaBui.

VII. CkiajaHHsa apXiBHUX ONHUCIB CIIpaB

1. IlopsiioK CKJIAAAHHSA PIYHUX PO3IiJIiB 3BeJeHUX ONMHUCIB CIIPaB
YCTAaHOBH

1. ITlizroroBka piuHUX PO3ALTIB 3BEICHUX OMKCIB CIPaB MOCTIMHOTO 30epiraHHs, TPUBAJIOTO
(monan 10 pokiB) 30epiranHs Ta 3 KQJAPOBUX MUTaHb (0COOOBOTO CKJIaay) MOKIAIAE€ThCS HA apXiB
YCTaHOBH.

2. Slkmo B ycTaHOBiI CTBOPIOETHCS 3a pik n0 20 cmpaB, 3BEACHUI OMHC J03BOJSIETHCS
CKJIAJIaTH 3a KUTbKA POKIB, ajie He OUTBIIE HIXK 3a I’ SITh POKIB.

Ha cnemmdiuni 1yis KOHKpETHOI yCTaHOBM CIIpaBM (CyIOBi, CIiJ4i, HAYKOBi 3BITH TOIIO)
CKJIQIAl0Th OKPEMi OIHCH.

3. 3BeneH] OMKMCH CIpPaB CKIAJAal0Th HA OCHOBI PIYHUX PO3ZUIIB OMKCIB CIIPaB CTPYKTYPHUX
HiAPO3JLTIB, Yy TOMY YHUCII BIAOKPEMJICHUX CTPYKTYPHHUX MiJPO3AUIIB 0€3 cTaTycy FOpUAMYHOI
oco0u, a B 0€3CTPYKTYpHHUX YCTAaHOBAX - HA OCHOBI 3BE€JIEHOT HOMEHKJIATYPH CIIPaB 3a TOW CaMUid
pikK.

B ycraHoBax, mo HE MarOTh CTPYKTYPHOTO IIOAUTY, apXiBHI ONHCH CKJIAAlOThCA 3a
HanpsiMaMH JisUTbHOCTI YCTaHOBH.

4. TlopsoK yHECEHHsI 3arojiOBKiB CIIPaB y pIYHMNA pO3.ia 3BEJAECHOTO OIUCY - aHAJOTTUHUM
MOPSAIKY, 3a3HAY€HOMY B IyHKTax 5 Ta 6 masu 3 po3auty VI nux [Ipasu.

3aroioBKM CHpaB, MIO0 MICTATh JOKYMEHTH 3a JEKUIbKAa POKiB, BKIIIOYAIOTHCS y PIUHUM
O3 3BEICHOTO OIMKCY BIAMOBITHO O BUMOT, BUKJIQJACHUX Y TTyHKTI 9 maBu 3 posainy VI nux
IIpaBuir.

5. Ilepr HiX BKJIIOYATH 3arOJIOBKH CIIPAB JIO PIYHOTO PO3ILTY 3BEACHOTO OIMUCY, HEOOX1THO
3BIPUTH 3aroJIOBKH CIPaB 3 OMHCAMH CIPaB CTPYKTYPHUX HiAPO3AUTIB (11 O€3CTPYKTYPHHX
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YCTaHOB - 3i 3BEIICHOI0 HOMEHKIJIATypOIO CIpaB 3a TOW CaMHi PiK), IEPEBIPUTH MPABUIBHICTh
¢dopmyBaHHs Ta 0hOpPMIICHHS CTIpaB.

6. 3aroj0BKH cripaB, c(hOPMOBAHUX MICIS 3aTBEPPKEHHS PIYHOTO PO3/LTY 3BEACHOTO OMHUCY
CIpaB YCTAHOBH, BKJIIOYAIOTH JI0 PIYHOTO PO3ALTY Mif JITEpHUMHU HOMepaMu (Hampukian, 10-a,
284-6 Tomo) a6o BMIIIYIOTh y KiHII pIYHOTO PO3/LTY OIMHUCY 3a iX BaJOBOIO HyMmepauieo. Bubip
TOTO Y TOTO BAapiaHTY 3aJIeKUTh BiJl KUTBKOCT1 TAaKHX CIIPaB.

7. PiunHi po3ainu 3BeIeHUX OMUCIB CIPaB HYMEPYIOTHCS Y BaJIOBOMY TOPSIJIKY 38 BUMOTaMH,
BCTAaHOBJICHUMH Yy TJaBl 7 MBOTO PO3MTY, JO HHUX CKJIAaJarOThCS IMiJACYMKOBHI 3amuc Ta
3aCBiqUyBAJIbHUI HamKC 3TiAHO 3 BUMOTAMH{, BU3HAYEHWMH Yy TJIaBi 5 IBOTO PO3JLTY, a TaKOXK
IepeMoBa, IO CKIIAJAETHCS BIIOBIIHO 10 IMyHKTY 2 TaBU 6 IbOTO PO3JILTY.

Piuni po3minu 3BeneHUX OMMCIB CIpaB HE MIAIIMBAIOTH 1 HE OMPABISAIOTh;, BOHU IMOBHHHI
30epiraTucs B TeKax 3 KjamaHaMmu abo 3aB’s3KaMHu.

8. PiuHMii 3BeneHWI OMHUC CIpaB CKIAJAETHCS HE TI3HINIE HDK Yepe3 JIBa POKHU TIICIs
3aBEpIICHHSI CIIPaB y JI1IIOBOJICTBI.

2. CxiaganHs Ta 0OpMJIEHHS PIYHOIO PO3ALLY ONKMCY CIIPaB
NMOCTIHHOIO 30epiraHHs

1. PiuHu#i po3ain 3BEAEHOTO ONHCY CHpaB IOCTIHHOrNO 30€piraHHsd CKJIalalTh 3a
BCTaHOBJIEHOIO (OpMOIO, HaBeleHO B 1oatky 20 mo mux IlpaBui. J[o HbOro BKIIOYAIOTH YCi
3aroJIOBKM CIIpaB, 10 ()OPMYBAIHCS B CTPYKTYPHHX MiJPO3IiIaXx YCTAaHOBU BIIPOJOBXK POKY, a
TaKOXX 3arojIOBKM CIIpaB 13 JOKYMEHTaMH, BUJIYYEHUMH 31 CIIpaB TUMYAacoBOro 30epiraHHs, sKi
manu no3Hauky «EIIK». Cucremarusanisi 3arojoBKiB CHpaB B ONKCY MOBUHHA BIAMOBLAATH
MOPS/IKY, BU3HAYEHOMY Y 3BE/IeHI!l HOMEHKJIaTypi ClIpaB YCTaHOBH 3a L€l caMUi piK.

2. PiuHwmii 3BeneHMI OMHUC CHpaB TOCTIHHOTO 30€piraHHs CKJIAIA€ThCA Y YOTHUPHOX
npuMipHUKax, ki micas cxpajeHHs EIIK BiAmoBigHOTO JepKaBHOTO apXiBy 3aTBEPIXKYIOTHCS
KepiBHUKOM ycTaHOBH. OIMH TPUMIPHUK HAMpPaBISETHCA JIEP)KABHOMY apxiBy (apXiBHOMY
BIIUTy MiCbKOi paaM), y 30HI KOMIUIEKTYBaHHS sIKOro rnepeOyBae ycraHoBa. [lpyruit -
30epiraeThCs sIK HEIOTOPKAHHHUM B apXiBl YCTaHOBH. TpeTiii Ta 4eTBEPTUI MPUMIPHUKH PO3ILTY
OIUCY BUKOPHCTOBYIOTBHCSI apXiBOM 1 CIIy>K00I0 A1IOBOACTBA JJIsi OTOYHOTO IOIIYKY CIIpaB 1y
pasi ix mepemaBaHHs Ha TOCTIWHE 30epiraHHsS HAAXOMATH 10 JEPKABHOTO apXiBy (apXiBHOTO
BIJUTUTY MICBKOI pajn).

3. Ycranosw, 1o 36epiratorh JokymeHTH HA® mocriiiHo B cebe, CKIaaloTh piuHi PO3aian
3BEJICHOTO OIHKCY CIpaB IMOCTiiHHOTO 30epiranHs y naBox mnpuMmipaukax. [loromkeni EITK
BiJITIOBITHOTO JIEP’KaBHOTO apXiBy OIMUCH 3aTBEP/KY€ KEPIBHUK yCTaHOBH. lleprimii mpuMipHUK
OIuCy 30epiraeThCst B apXiBi yCTAaHOBH, a JPYTHH - Y CIIyKO1 TITOBOACTBA.

4. 3aroJoBKH CIpaB, BKIIOYEHUX JI0 PIYHOTO PO3ALUTY 3BEIEHOIO OIMHUCY CIpaB MOCTIHHOTO
30epiraHHsi, HYMEpPYIOTh Yy BaJlOBOMY MOpSAKy 1m0 uucia 9999. B ycraHoBax 3 piuHHM
JTOKyMeHT000iroM 0 600 TOKyMEHTIB JOLIJIBHO 3aKIHUYyBaTH 3BE€ACHUHN OMUC 3 KUIBKICTIO CIIpaB
999.

3. CkiaananHs Ta 0(popMJIEHHS 3BEICHOI0 OIMCY CIPaB TPUBAJIOI0
(monapn 10 pokiB) 30epiranus



1. Piunmii po3min 3BeaeHOro omucy crnpa TpuBaioro (moHag 10 pokiB) 30epiraHHs
CKJIagaeThesl 3a (opMoOro, HaBeAeHOIO B joxatky 21 mo mmx IlpaBumi. [lo ommcy BKIIIOYAIOTh
3aroJIOBKHM CHpPaB, IO YTBOPWUJIUCS B ISNIBHOCTI CTPYKTYPHHUX IiJIPO3AUIB YCTAaHOBHU 1 MarOTh
BIJITIOBIJTHO JI0 3BEJICHOI HOMEHKJIATYPH CIIpaB CTPOKH 30epiranHs moHaja 10 pokiB, a Takox 3i
CTpokoM 30epiranHs «Jlo mikBigarii ycraHoBu» (OKpiM JOKYMEHTIB 3 KaJpOBUX IHTaHb
(ocoboBoro ckmazy)). Cucremaru3aliisi 3arojJoBKiB CIpaB y bOMY OIKCY TTOBUHHA BiJOBIIaTH
MOPSI/IKY, BU3HAYEHOMY Y 3BE/ICHI!l HOMEHKJIATypi CIIpaB YCTAHOBH 3a IIel CaMHH PiK.

2. Omnucu cnopaB tpuBajoro (moHan 10 pokiB) 30epiraHHs CKJIaJalOThCi y JABOX
npuMipHukax Ta cxBanoloTeesi EK ycranoBu. Omucu crpaB TpuBanoro (monan 10 pokis)
30epiraHHsl YCTaHOB, y IISUIBHOCTI SIKUX HE YTBOPIOIOThCS NOKyMeHTH HA®, monmaroTbes Ha
cxBasnieHHs1 EK oprany Buimoro piBHs (3a HassBHOCTI).

Onucu cnpaB TpuBanoro (monan 10 pokiB) 30epiraHHs MmomaroThcsi Ha moromkeHHs EITK
nep:kaBHOTO apxiBy abo cxBajenHs EK apxiBHOTO Bigainy paiioHHOI, paifoHHHX Y MicTax Kuesi i
CeacToromni epKaBHUX aJMIHICTpaIliid, MiCbKOT paJiy 3a PIICHHSAM IIUX KOMICIH.

3.V pasi nikBigauii yCcTaHOBH, y JIISJIBHOCTI SIKO1 HE yTBOPIOIOThe AokymMeHTH HAD, omuc
TpuBajnoro (nmoHaxa 10 pokiB) 30epiraHHsi TOKYMEHTIB MepepoOIse€ThCS 3 METOI0 BUOKPEMIICHHS
JOKYMEHTIB, OB’ s13aHUX 13 3a0€3MEYEHHSIM COLI1aIbHOIO 3aXUCTy TPOMAJIsH, Ta MICHS CXBaJIEHHS
EK ycranoBu Ta EK oprany Bumoro piBHS (3a HasBHOCTI) OOOB’SI3KOBO IOJA€THCS Ha
noropkeHHss EIIK nepkaBHoro apxiBy abo cxBaneHHss EK apxiBHoro Biaauly paiOHHOI,
paifonnux y mictax Kuesi i CeBacTononi aepxKaBHUX aaMiHICTpallii, MiCbKOT pajaH.

4. CxBalieHl Ta TIOTO/DKEHI ONHCH CIIPaB 3aTBEPIKYE KEPIBHUK YycTaHOBU. [lepmimii
IOPUMIPHUK PIYHOTO PO3AUTY ONKCY 30€piraeTbcsi B apxXiBli yCTAaHOBHM SIK HEJIOTOPKAHHHM, a
JIPYTUil € poOOYMM 1 BUKOPUCTOBYETHCS B MPAKTHYHIN pOOOTI.

5. 3arojoBKM cHpaB, BKIIOYEHHUX J0 PIYHOIO PO3JUTY 3BEIEHOTO OIKUCY CIpaB TPUBAJIOIO
(monan 10 pokiB) 30epiraHHs, HyMepylOTh y BaJIOBOMY MOPAAKY A0 uncia 999.

4. CxiaananHs Ta 0(pOpMJIEHHS 3BeIEeHOT0 OIUCY CIPaB 3 KAAPOBUX
NUTaHb (0C000BOI0 CKJIALY)

1. 3BeneHuii onuc crnpas 3 KaJpoBUX MUTaHb (0COOOBOTO CKIIAAY) CKIAAETHCS 32 POPMOIO,
HaBeJIeHOI0 B Jo01aTtky 22 mo mmx [IpaBun. Ommc MICTHTh JOKYMEHTH, IO CTBOPIOIOTHCS B
TISUTBHOCTI  KaZpoBOi, Oyxraiarepcbkoi ciayk0 Ta Ciay)kOM OXOpPOHH Hpalli yCTaHOBH, Ta 3a
HOMEHKJIaTYPOIO CIIPaB YCTAHOBH MarOTh CTPOK 30epiranHs moHas 10 pokis.

2. 3aroJoBKH CIpaB OMHUCY 3 0COOOBOTO CKIIAAy CHCTEMATU3YIOTh 32 HOMIHAJIFHOIO O3HAKOIO
B TaKl# IIOCIIIJOBHOCTI:

HaKa3W 3 KaJpOBUX NMUTaHb (0COOOBOTO CKJIaay), IO MiJIATAIOTh TPUBAJIOMY 30epiraHHIO
(75 poxkiB);

00JTiKOB1 JOKYMEHTH (CITUCKH MPAIiBHUKIB YCTAHOBH ),
KHUTH (KypHasH) oOliKy Haka3iB 3 KapOBUX MMUTaHb (0COOOBOTO CKIIATY);

KapTKH 3 00JIiIKy 0COOOBOTO CKJIaY;



0co00Bi crpaBu (y TOMY 4YHCII OCIO, IIPEICTABICHUX 10 NMPUCBOEHHS IMOYCCHUX 3BaHBb),
arecTalliifHi crpaBH, MEPCOHANBHI CIIPaBH;

KOHTPAKTH, TPYAOBI JOTOBOPH, IO 3aMiHIOIOTh HaKa3W 3 KaJAPOBUX MUTaHb (0COOOBOTO
CKJIATy);

OyXraJITepchKi TOKyMEeHTH (0COOO0BI paxXyHKH 13 3apOOITHOI IUIaTH, a B pasi ix BiACYTHOCTI -
pO3paxyHKOBI BITOMOCTI 13 3apIljIaTH);

JIOKYMEHTH Tpo aTecTalito 1 Tapudikaiiro (TapudikaiiifHi Bi1oMoCTi (CIIUCKN));
JIOKYMEHTH TIPO MPOBEICHHS aTecTaIlii Ta BCTAHOBJICHHS KBasTi(ikarii;
HaropojHa JOKyMEeHTallis;

JOKyMEHTH TIpO HEUIACHI BWIIQJAKM Ha BUPOOHHMITBI (AKTH, MPOTOKOJH, BHUCHOBKH,
KYpHAIN);

He3aTpeOyBaHI OCOOHMCTI JIOKYMEHTH IpaliBHUKIB (TPYIOBI KHIKKH, BIHCBKOBI KBUTKH,
JTUTIJIOMH, aTE€CTaTH TOIIO).

3. Oco6oBi crpaBu (0COOOBI KapTKH) BHOCSTH JIO OMKCY 32 POKOM 3BUTLHEHHS MOCAOBHX
0ci0 B andaBiTHOMY MOPSAIKY IX MPI3BHUIIL.

4. 3anexHo BiJ1 00cATY 0COOOBI CIIpaBU BHOCSTHCS /10 OINUCY K OKpeMi OJMHHUIII 30epiraHHs
a0o TpymyroThCcs 3a ajagaBiTOM B OKpeMi CIpaBU-HAPsAU, KOKHY 3 SKHUX BKIIIOYAIOTh IO OMHUCY
I1J]] CAMOCTIHHUM HOMEPOM, HaIIpUKJIaI:

21. Oco0oBi cripaBH 3BUILHEHHX MPAIIBHUKIB 3 MPI3BUIIAMH 3 JITEPH «A» 110 JiTepy «K».
22. Te came, 3 mpi3BUILAaMu 3 JiTepu «JD» mo sitepy «5».

5. Y chpaBu-Hapsau BMIIIYIOTh BHYTPIIIHIA OMHC YCiX OCOOOBHX CHpaB 13 3a3HAYCHHSIM
HOMEpIB CTOPIHOK KOXKHOi 0co00Boi crpaBu. ChopMoBaHi y crpaBU-HapsiAid 0COOOBI CIpaBU
BiJJOKPEMITIOIOTH OJIHA BiJl OJIHOT YUCTHMH apKyIlIaMH Tarepy, /I 3a3Ha4ar0Th MPi3BUIILE, iM s, 10
0aThKOB1 0COOH, HA SIKY 3aBE/ICHO CIIPABY.

6. Oco0oBi KapTKU TakoK (OPMYIOTh Yy CHpaBU-HApsAAM B ai(aBiTHOMY TMOPSIKY,
HaINpUKIIaI;:

Oco00Bi KapTKH 3BIIbHEHUX mpaiiBHUKIB (¢. T-2) 3 mpizBuiamu 3 Jitepu «A» 1o Jitepy
«H».

7. OcoboB1 paxyHKH HpaliBHUKIB (OPMYIOTh Yy XPOHOJOTIYHOMY IMOPSJIKY 3a andaBiTOM
MPi3BUIL NPAL[iBHUKIB 200 CTPYKTYPHUM HPUHIUIIOM, HAPUKIA;

Oco000B1 paxyHKH MPAIIBHUKIB 3 MPI3BUIIIAME 3 JITEPH «A» TI0 JITEpY «M».
Oco00B1 paxyHKH IpalliBHUKIB BIAUTY IOCTa4aHHs Ta 30yTy.

8. 3ameXHO BiJ KUIBKOCTI 0COOOBHX CIpaB Ta OCOOOBHMX KapTOK Ha OCOOOBi CIIpaBH Ta
KapTKH 3BUILHEHUX MPAIIBHUKIB MOXKE CKJIAJIaTUCSI OKPEMUH OTIHC.

9. Onucu copaB 3 KaIpOBHUX NMUTaHb (0COOOBOTO CKJIAAy) YCTAaHOB, y IISUIBHOCTI SIKUX
yTBOpIotoThesl  AokymMeHTH HA®D, cknamaote y Tphox mnpumipHukax. [loromkeni EIIK



BIZIMIOBITHOTO JIEPYKABHOTO apXiBy OIMCH 3aTBEPXKY€ KEPIBHUK yCcTaHOBH. llepmmii mpuMipHUK
piuHOTO pO3MiNy ommcy 30epiraeTbcsi B apXiBli YCTaHOBM SIK HEJIOTOPKAaHHHMA, a Jpyruil €
poOOYMM 1 BHKOPHCTOBYETHCS B TMPAKTHYHIA poOoTi. TpeTii HaJCHIA€ThCS IS KOHTPOIIIO
Jep>KaBHOMY apxiBy (apxiBHOMY BiIJIly MICBKOI pajau), y 30HI KOMIUIEKTYBAaHHS SIKOTO
nepeOyBae ycTaHOBA.

10. Onucu copas 3 KaJIpoBHUX MUTaHb (0COOOBOTO CKIIAy) YCTAHOB, Y JISUIBHOCTI SIKUX HE
CTBOPIOIOThCS AOKyMeHTH HA®D, ckiafaroTh y ABOX MpUMipHHMKax. Ilicis MOTOIKEHHS ONMHCIB
EIIK nepxaBHoro apxiBy abo EK apxiBHOro Bigauly pailoHHOI, pailoHHMX y MicTax Kuesi 1
CeBacTononi JepXaBHMX aJIMiHICTpalliif, Micbkoi paauM iX 3aTBepAKye KEpIBHHK YCTAaHOBH.
[lepmnii nOpUMIPHUK PIYHOTO PO3AUTY oOmHMCy 30epiraeTbcsi B apXiBl YCTAHOBH  SIK
HEIOTOPKAHHUM, a IpyTuil € poOOUNM 1 BUKOPUCTOBYETHCS B IPAKTUUHIN pOOOTI.

11. 3aronoBku cripaB, BKIFOUEHHUX JI0 PIYHOTO PO3JLUTY 3BEJCHOTO OIHUCY CIPaB 3 KaJAPOBHX
MUTaHb (0COO0BOTO CKIIAIY), HYMEPYIOTh Y BaJJOBOMY MOPSIKY 110 uncia 999.

5. IlincymkoBHii 3amuc TA 3aCBiTYYBAJbHUI HANTKC 10 APXiBHUX
ONHKCIB cIpaB

1. CymapHuii oOJiK crpaB 3aKpIIUIIOETHCS Y MIJCYMKOBOMY 3allUCl, SIKMW CKJIAJAOTh IS
BCIX apxiBHHUX omnuciB cripab. [licist ocTaHHBOI CTATTI KOXKHOTO OIMUCY 3a3HAyYaroTh (UdppaMu Ta
cioBaMu) (haKTHUHY KUTBKICTH CIIPaB, YHECEHHX JIO PIYHOTO PO3IUTY OIHCY, a TAKOXK BKa3ylOTh
0COOMMBOCTI HyMepallii cripaB (HassBHICTh JITEPHUX Ta MPOIYIIEHUX HOMepiB). Hanpuknan:

VY neit onmc BrirodeHo 250 (agicti m’staecsat) cipas 3 Ne 1 mo Ne 250, y Tomy yuci:
nitepHi Homepu: 50a, 145a, 1456;
npomnyiieHi Homepu: 170, 205.

2. KoxHy 3MiHy 3araabHOI KIJIBKOCTI CIIpaB B OIUCY, TOB’S3aHY 3 HAaJIXOIKECHHSIM,
BUOYTTSIM, 00’ €IHAHHIM, PO3()OpMYyBaHHSIM CIIpaB TOMIO, (IKCYIOTh y IiJICYMKOBOMY 3alHcCi 3
MOCWJIaHHSM Ha BiATIOBIIHI TOKYMEHTH, IO € MiICTaBOIO U BHeCeHHs 3anucy. [Tpukianm:

Mo ommcy BriroueHo crpaBy Ne 78-a. [ligcraBa: akT mpo mepeBipsHHS HAsSBHOCTI 1 CTaHy
crpas Big 17.01.2015 Ne 3;

Crmpasu 3 Ne 112 mo Ne 115 Bukmroueno 3 omucy. IlincTaBa: akT mpo HecTady apXiBHUX
cipaB (nokymeHTiB) Big 12.06.2014 Ne 2;

CopaBu NeNe 50, 58, 70 Bumyueno. IligcraBa: akt mpo BuiydeHHs cnpaB 3 HA®D Bix
12.01.2014 Ne 1;

Cmpasy Ne 200 poszdopmosano. Jfokymentu crpaBu Ne 200 9acTKOBO BKJIIFOUYCHO B CIIPaBy
No 180. CripaBu 134 Ta 136 06’ennano. Iligcrasa: akt Big 20.01.2015 Ne 1.

3. Ilicnst BHECEHHSI B OMHUC JOJATKOBHMX 3alUCIB CKJIAJal0Th HOBHM IMiJICYMKOBHH 3amuC 110
onucy. Y pasi BUOyTTA cripaB 3 onucy B rpadi «lIpumiTka» npoTH KOXKHOI CIipaBH, 110 BHOYyIa,
po6sTh MO3HAUKY «BuOymay.

4. Jlns oOmiKy KUTBKOCTI apKyIIiB PiYHOTO PO3JUTYy 3BEACHOTO OMKCY CrpaB, Qikcarii
oco0nmBOCTeH HyMepallii OIHCy Ha OKPEMOMY apKyIlli CKJIaJA€ThCs 3aCBiAUyBaIIbHUN HAIHC J10



pO3ALTy ONHUCY, KUK PO3MINIYIOTh HAMPUKIHII PIYHOTO pO3AlTy 3BeneHoro omucy. dopma
3aCBITUYBAJILHOTO HAMUCY JI0 PO3/ILUTY OIKCY HaBeaeHa Yy aoaatky 17 mo nux IIpaBui.

6. IlepenmoBa 10 3BeIeHUX AaPXiBHUX ONMKCIB CIIpaB

1. 1o KO>KHOTO PIYHOTO PO3ALITY 3BEIEHOTO OIMKCY CIIPaB MOCTIHHOTO 30€piraHHs, TPUBAJIOTO
(monag 10 pokiB) 30epiraHHss Ta OMWCIB CIpaB 3 KaJpPOBUX MUTaHb (0COOOBOTO CKJIaay)
CKJIQJIAfOTh TIEPEIMOBY, IO € EJICMEHTOM JIOBITKOBOTO arapary 0 PivHOTO PO3JAUTY 3BEICHOTO
OIUCY CTIpaB.

2. IlepeamoBa 10 ONMKUCY CKIATAETHCS 3 JBOX YACTHH:
nepuia - icTopisi ycTaHOBU-(OHI0YTBOPIOBaYa;
apyra - ictopis GoHTY.

VY mepuriii yacTUHI MEpeAMOBH HABOJAATH y XPOHOJOTIUHINA MOCHIZOBHOCTI BIJOMOCTI MPO
3MIHM 3a BIJMOBITHWNA Iepiox, MmO BigOynmucs y HampsMax AisTbHOCTI YCTaHOBH, ii Has3Bi,
MiANOPSAKYBaHHI, CTPYKTYPl, Y APYTil - CTUCIIO XapaKTepU3yIOTh 3MICT 1 IOBHOTY IOKYMEHTIB Y
CrpaBax, BUCBITIIOIOTH OCOONMBOCTI ()OPMYBaHHsS Ta ONMMCAaHHS CIPaB, iX CHCTEMaTH3allil B
ormucy. llepeamMoBy miANKMCYIOTH YKJIaJa4 OMNUCY Ta KEPIBHUK apxiBy YycTaHOBH (0co0a,
BIJIMTOBITaJIbHA 32 apXiB).

3. IHmi enemMeHTH MOBITKOBOTO amapaTry N0 PIYHOTO PO3IUTY 3BEIEHOTO OIKCY CIpaB
(TUTYJIBHHI apKyIIl, 3MICT, CTUCOK CKOPOYEHb, MOKAKIHMK) CKIAIAI0Th 32 MTOTPEOH.

HeoOximHicTh CKJIaJaHHS JOBIJKOBOTO amapary J0 3BeISHHX OIKCIB CIpaB IMOCTIHHOTO
30epiraHHsl y3ro/KyeTbCs 3 JACpPKABHOKI apXiBHOIO YCTAHOBOKO (ApXiBHUM BiJUIUIOM MiCBKOT
panm), y 30Hi KOMITJICKTYBaHHS SIKOi IepedyBae yCTaHOBA.

7. Hymepauisi 3BeieHNX apXiBHUX ONMCIB

1. YV Mexax apxiBHOTO ()OHIY MEPIIOMY PIYHOMY PO3ILTY 3BEICHOTO OIUCY CIIPaB KOXKHOTO
BUJ/Iy HAJaeTbesi HOMep. Jo omucy 3 KagpoBHX NMUTaHb (0COOOBOTO CKIIAIy) IOAAIOTH JIITEPHI
iHmekcn «k» abo «o/cy, omucam cmnpaB TpuBanoro (monax 10 pokiB) 30epiraHHs - JiTEpHUN
THIIEKC «T», HAITPUKJIIaI;:

onuc Ne 1 cipaB mocTiitHOTO 30€epiranHs,
onuc Ne 2-K 3 KaJIpOBUX MUTaHb (0COO0OBOTO CKJIAdY),
omic Ne 3-1 puBanoro (monazg 10 pokiB) 30epiranHsi.

2. Yci HacTyIHI piYHI PO3IIM 3BEACHOTO OMHCY CIIpaB OyIyTh MaTH 1€l caMuil HOMEP 10
CKJIQJICHHS 3aKiHUEHOTO OIHCY, TIPU IIHOMY IICJIsI HOMEpa KOXKHOTO HACTYITHOTO PIYHOTO PO3ALTY
ONUCY CIpaB y MAYXKax 3a3HAYA€ThCS CIIOBO «IPOAOBKEHHs», Hampukiam: «Omnumc Ne 1
(IpomOBXEHHS) CIpaB MOCTIHHOTO 30epiraHHs».

3. He nmo3BonsieThCcsl HagaBaTU OMUCaM OJHAKOBI OOJIIKOBI HOMEpH, HANPUKIIAMI, ABA OMHCH
Ne 1 mocrTiitHOTO CTpOKY 30€piraHHs, a TAKOK HaJaBaTH M JIITEPHI 1HAEKCH «a», «0» TOIIO.

4. Homep BHOYIOTO OMUCY 1HITUM OMHCAaM HE MTPHCBOIOETHCS.



5. O6nik ommCiB crpaB B apXiBl YCTAHOBH 3IIMCHIOETHCS BIJIMOBIIHO /IO IMYHKTY 5 TJIaBu 4
po3niny X ux [Ipasu.

8. 3akiHyeHni apxXiBHMH ONUC CIIpaB

1. Jlexinpka piYHMX PO3ALIIB 3BEACHOIO OMUCY CIpaB abo OJUH PIUHUN PO3.LI, KIIbKICTh
3arojOBKiB crpaB y AKuX focsria yuciaa 9999 (abo 999), BBakarOThCsl 3aKIHYCHHUM OIMHUCOM.
CrpaBu, CTBOpPEHI B HACTYIHI POKH, BKJIIOYAIOTHCSA IO 1HIIOTO OIHKCY, IO Ma€ HACTYITHUH
MTOPSIIKOBHI HOMED, HANPUKJIIA[ 2, a00 1HIIHWIA BAJIOBUA HOMED.

3aKiHUCHUN OMHUC CKJIAMAI0Th 1 B pa3i JIKBiJalii ycTaHOBU-(POHIOYTBOPIOBaYa HE3AICKHO
BiJl KUUIBKOCTI 3ar0JIOBKIB CIIPaB y PiUHUX PO3AiIax.

2. Cucremaru3alisi 3arojIoBKiB CIIPaB y 3aKIHUCHOMY OIHUCY MOXKE€ YTOYHIOBATUCS 3TiAHO 3
XPOHOJIOTIYHO-CTPYKTYPHOIO CXEMOIO MOOYI0BH apXiBHOTO (POHAY, PO3IiIAMHU SIKOI € POKH, a
MiAPO3AIaMU - HA3BH CTPYKTYPHHX MiAPO3ALUTIB yCTaHOBU. Y pa3i (PpyHKIIOHAIBHOT MOoOYyn0BU
PIYHUX O3B ONMUCY YTOYHEHHS CXEMH CUCTEMaTH3allii 3aKiHYEHOTO OTHCY HE TPOBOAUTHCS.

3. 3akiH4YeHMI OMKC, IO CKIAMAEThCA 3 PIYHUX OMHUCIB CIIPaB, TOBHHEH MAaTH 3arajibHHIA
MiJICYMKOBHH 3aIUC, CKIaACHUI BIMOBITHO /10 MYHKTIB | - 3 miaBu 5 11boro po3ainy. SKio onuc
CKJIQIA€ThCSL 3 KUTBKOX TOMIB, TO MiJICYMKOBUH 3alHC CKJIQJA€ThCS 10 KOXKHOTO TOMY, a [0
OCTaHHBOTO TOMY CKJIQJA€ThCS 3arabHHUM ITiJICYMKOBHH 3aITHC JIO OTIHCY B IILIIOMY.

4. Jlo 3aKiHUEHOTO OMHCY CHpaB IMOCTIHHOTO 30epiraHHs CKIAJAETHCS 3aCBiIUyBaTIbHUMA
Hamuc BIiAMOBiMHO 10 aoxatka 17 go uux [lpaBun Ta aHanmoriyHO 3rajjaHOMy pEKBI3HTY,
HaBeleHOMY B MyHKTI 7 miaBu 2 posairy VI mux IlpaBun. V 3aranbHOMY 3aCBigdyBalbHOMY
Hamuci BioOpaxkaroThCs BCl 3MiHU B 00Cs31 CIIpaB, BHECEHUX JI0 OMHCY, OB’ sI3aHi 3 BUOYTTSM,
HA/IXOJDKEHHSM, 00’ €THaHHM 1 po3(hopMyBaHHSM cIipaB (Ha IMiJCTaBi BiIMOBIIHUX JOKYMEHTIB).
Biarak 3acBiguyBaiibHI HAlUCH, CKIIAJIEH] IO PIYHUX PO3LTIB 3BEICHOTO OIHKCY, BUITYUYalOTh.

5. OOOB’SI3KOBUMH €JeMEHTaMU O(OPMIIEHHS 3aKIHYEHOrO OIKCY CIpaB IOCTIHHOTO
30epiraHHs € TUTYJIBHUHN apKylll, [0 CKJIaJaeThes 3a (POPMOIO, HAaBEICHOO B J0/1aTKy 23 10 IUX
[IpaBui, 3MicT, mepeaMOBa Ta CIHUCOK CKOPOYEHb, SIKI BMIIIYIOTHCSI B OIUC NEpPE] OMMCOBUMU
CTaTTSIMU B HaBeJCHIM MOCIIOBHOCTI i CKJIaJatoTh JOBIJKOBUH amapar 10 OIHUCY.

6. Jlo cxiagy THTYJIBHOTO apKylla BXOMISAThH JaHi JJIs MOIIYKY ONMHCY B apXiBi: OCTaHHS
odimiiiHa Ha3Ba ycTaHOBU-(OHIOYTBOpIOBa4a (i3 3a3HAUEHHSM HA OKPEMOMY apKyIi
BIJIOMOCTEH TIpO TMepeMEHYBaHHS Ta 3MIHHM B MIANOPSAIKYBaHHI, IO BiAOYJIUCS MPOTITOM
nepioay, 3a SKUM JOKYMEHTH BKJIIOYEHO J0 ONHCY), HOMEp (OHIY, HOMEp OIMCY, Ha3Ba OIHCY,
KpaifHi jaTu Cripas.

7. Y 3MIiCTI 10 3aKiHUEHOIO OIKMCY CIpaB IMepeniuyiloTh (13 3a3HaueHHSM HOMEpIB
BIJIMIOBITHUX apKyIliB) Taki €JIE€MEHTH: MepeaMoBa (3arajbHa); JOMOBHEHHS 10 MEPEIMOBH, 10
BMILIYBAJIUCS B KOKHOMY PIYHOMY PO3JLUII OMKMCY; HA3BH PO3AUIB 1 MiAPO3IUIIB ONUCY; Ha3BU
IHIIMX TPYN MAOKYMEHTIB, BKIIOYEHUX J0 omnucy (iX TMomalTh BIAMNOBITHO [0 CXEMH
CUCTeMaTHu3alli OMHCY); CHHCOK CKOpoueHb (y pa3l HasgBHOCTI Yy PIYHHMX po3AlIax). 3MICT
PO3TAIOBYIOTh Ha MOYATKY 3aKiHUEHOTO OIUCY CIIPaB.

8. IlepeamoBy cCKJIamalTh BIAMOBIAHO JO IYHKTY 2 TIaBH 6 1mporo posmairy. s ii
HAIMCAHHS TOCIYTOBYIOThCSI HOPMATHBHO-IIPABOBHMH aKTaMH, JOBIJIKOBOIO JIITEPATypOIO
(eHIMKIIOTIENISIMU, JTOBITHUKAMH TOIIO), CHpaBo (QOHIY, JTOKyMeHTaMu (OHAY, OOTIKOBUMU



JOKYMEHTaMH, JIOBIJIKOBUM amapaToM apxiBy Oprasizaiii, a TakoX ICTOPUYHOIO JTOBIAKOIO IO
koHKpeTHOTo (hoHay. KpiM 1pOro, B €IUHHI JOKYMEHT 3BOJSATH BIJIOMOCTI, IO MICTSATHCS B
MepeIMOBax 10 PIYHUX PO3ILTIB.

9. Crucok CKOpOuYeHb CKIaJaloTh, SIKIIO B 3aKIHUEHOMY OIKCY CIIpaB BXXHUTO CKOPOYEHI
Ha3BH, abpeBiaTypu, XapakTepHi Ui chepu AisUTBHOCTI ycTaHOBHU. [1i/1CTaBOIO CIIyTYyIOTh CITUCKH
CKOpPOYEHb J0 PIYHMX PO3JLIIB 3BEACHUX OMMCIB. PO3TallIOBYIOTH CKOpOUEHHS 3a abeTKOIO.
PosmmmdpyBanHs HaBOAATH uepe3 THpE Micias CKopoyeHb. Jlo CHHMCKy He BKIIOYAIOTh
3araJbHONPUMHSTI CKOPOYEHHS CIiB (p. - PIK, M. - MICTO, apK. - apKyll TOIO), a TaKOX
CKJIaJHOCKOPOYEHI Ha3BU OpraHizaiiil (mpodcmninka, odnnepxaaMiHicTpalis, cibpaa TOIIO).

Criucku CKOpOYEeHb 10 PIYHUX PO3LTIB 3BEICHUX OMKCIB CTIPaB BUIYYalOTh.

10. 3akiHueHu# omuc pa3oM 3 JOBIAKOBUM amapaToM A0 HHOTO OMNPABISIOTHCSA y TBEPAY
OOKJIaIMHKY, YC1 apKyIlli OIUCY HYMEPYIOThCSl BAJIOBOIO HyMEPALIIETO.

VIII. 3a0e3neuyeHHs 30epeKeHOCTi apXiBHUX JOKYMEHTIB

1. Bumoru 10 npumMinieHb apxiBy

1. ApxiB pO3MIIIYIOTh y CIeEliaJibHO MOOYIOBaHUX, a00 MPUCTOCOBAHUX MJisi 30epiraHHs
JOKYMEHTIB OyniBiIsiX, ab0 okpeMux mnpuMimieHHsAX. CrerniajbHe MNPUMIIIEHHS Ul apXiBY
YCTaHOBM MOBMHHO  mepexbadatucs mia 4ac OyaiBHUITBA abo  mepeobiajHaHHS
aJIMiHICTpAaTUBHUX OYy/IiBEJb.

2. YV pa3i BiICYyTHOCTI CIELIaJIbHOTO MPUMIIIEHHS IS apXiBy BUIIISETHCS MPUCTOCOBAHE
OPUMIIICHHS B  aAMIHICTpPaTHBHIM OyxiBmi ycraHoBH. Po3MillleHHS Yy NPUCTOCOBAHUX
MPUMIIICHHSAX TPOBOAMTHCS B YCTAHOBJICHOMY IOPSIKY MICHs 1X €KCIEpTH3H, sSKa BH3HAYa€
MPHUIATHICTh TPUMINICHHS (BOTHECTIMKICTh, JOBTOBIYHICTh, MIIHICTh KOHCTpPYKIIiK), CTaH
npuMilieHHss (Ha TMoBepxax, MiJBajbHE, TOPHIINE), HASABHICTh 1 CTaH ONAJTIOBAIBHUX Ta
BEHTUJISIIIITHIX CUCTEM.

Jns  TpoBeAeHHS eKCHEePTH3M 3ajJydaloTh IPEJCTABHHUKIB  apXiBHUX, IOXEKHHX,
Oy/iBEeTTbHUX, OXOPOHHUX, CAHITAPHO-TITIEHIYHMX Ta IHMHMX NpodimbHUX ciayx0. Pesymbrarn
eKCIIEPTH3H O(POPMIISIOTH AaKTOM.

3. 3a00pOHSETHCS MPUIOM B €KCIUTyaTaIlilo CTapuX, HEOMATIOBaHUX Oy/1iBeJIb 1 Oy/iBeIb, 110
HE MAalTh NPUPOAHOI BEHTHWIALII TOBITPS Ta HAMIWHOI TEIUIOI30JAIIl, HE BIANOBINAIOTH
CaHITapHO-TIT€EHIYHUM BUMOTaM.

4. 3a mOXKEeXKHOI0 0E3MEeKOI MPUMIIICHHS apXiBy BITHOCATHCS M0 Kareropii «By» i moBuHHI
po3minryBaTHcs B OyAMHKaX HE HIDKYE IPYTOro CTYIEHS BOTHECTIHKOCTI.

5. ApXiB CKIIQA€THCS 3 KOMIUIEKCY MPUMIIIEHD, Y SKUW BXOASTH:
CXOBHIIA ISl JOKYMEHTIB;
poboui KabiHeTH I CIiBPOOITHHKIB;

YUTaIbHUN 3an (KaOiHeT) /uisi poOOTH MOCIITHUKIB, CHIBPOOITHHUKIB yCTAHOBH M 1HIIHMX
KOPHCTYBadiB.



PoGoui kiMHaTH criBpoOITHUKIB Ta YATaIbHUI 3ai (kaOiHeT) MOBUHHI OyTH 130J1b0BaHI BiJ
apxiBocxoBuIl. CXOBHIIa apXiBy NOBUHHI MaTH 3aracHUM BUXIJI.

6. Y cxoBHIIaxX apXiBy 3a0OpOHSETbCS TNPOKIAJCHHS Ta30BHUX, BOJONPOBITHUX,
KaHaJi3alliHUX Ta 1HIIUX MaricTpajibHUX TpyOompoBoiB. [IpoBeneHHs TpyO HeMaricTpaibHOTO
XapakTepy JOMyCKAE€ThCS 32 YMOBH iX 130JIA1111, 10 YHEMOKITUBIIIOE TIPOHUKHEHHS BUKH/IIB 3 HUX
Y CXOBHILA.

7. 3a00pOHSETHCS PO3MINIYBATH apXiBOCXOBUIA TIOPYY 13 XapyoOJIOKOM, a TaKOXK
CKJIQJICBKUMH,  BUPOOHWYMMH, JIAOOPATOPHHUMHM  TPUMIMICHHAMH, J€  30epiraroThCs
BOTHEHeOe3IeuHi, XiMi4HI PEYOBUHH.

8. 30BHIIHI ABEpi apXiBOCXOBHUI I130JIOIOTBCS MeTajoM. Y HepoOOuuil Yac BOHH
orneyaryroThcst abo omioMOoByroThes. Kiroui 30epiraioTbess B OIUIOMOOBaHOMY QyTIsIpl y
YeproBoro 1o yCTaHOBi (Ha MOCTY OXOPOHH).

3a 30epiraHHs TiedaTku abo r1IoMmOipaTopa BIANOBIZAaE KepiBHUK apXiBy (oco0a,
BiJIMOBiTaJIbHA 32 apXiB).

9. Ha BikHax mpuMilIeHHs apXiBy, pO3TAIIOBAaHOTIO Ha MEPLIOMY MOBEPCi, BCTAHOBIIOIOTHCS
BIJIKM/IHI HA30BH1 METaJIeB1 I'paTy Ta OXOPOHHA CUTHAJII3allisl.

10. B apxiBocxoBHIax 3a00pOHSIOTHCA MATIHHS, 3aCTOCYBAaHHS EJEKTPOHArpiBaJIbHUX
MPUIAIB, PO3MIIICHHS KIMHAaTHMX KBITIB, a TakKoX 30€piraHHs JIETKO3aWMHCTHX PEYOBHH,
BUOYXOHEOE3IEUHUX MTPEIMETIB, IPOAYKTIB XapuyBaHHS.

11. CTopoHHI 0cOOM TOMYCKalOThCs 0 apXiBOCXOBUIIL JIMIIE 3 JI03BOJY 3aBiJyBaya apXiBy i
B [IPUCYTHOCTI CIIBPOOITHUKA apXIiBY.

2. 3a0e3meueHHS MOMKEKHOI Oe3MeKHn apXiBy

1. V cxoBumax apxiBy MpOKIAJAETbCSI CXOBaHA EJIEKTPOIPOBOIKA. 3aCTOCOBYETHCS
HaliBrepMeTHyHa OCBITJIIOBaJibHA apmarypa. CBITWIBHUKH, €JIEKTPOIIMTH Ta PO3MOALIbHI
MPUCTPOi MOBUHHI OyTH 3aKPUTOTO BUKOHAHHS. PO3MOALIBHI €1EKTPOIINUTH, 3aI001KHI PUCTPOT
Ta pYOWJIBHHUKH BCTAQHOBJIIOIOTHCS TUIBKM I103a CXOBHMIAMH. YC€ eJEeKTPOYCTaTKyBaHHS
3a0€3MeuyeThCs 3a3EMIICHHSIM.

2. OCHOBHUM TMPOTUIIOKEIKHUM YCTaTKyBaHHSM apXiBy € aBTOMATUYHI CHCTEMH
MOXKEKOTACIHHS Ta TIEPEHOCHI BOTHETAaCHUKM HOBITHIX KOHCTPYKIH, IO HE CIPAaBISIOTH
noOivyHOl pyHHIBHOT i1 HA JOKYMEHTH. BOHHM BCTaHOBIIOIOTHCS 3 PO3paXyHKY ofuH Ha 50 KB. M
TUTOIII, aJIe He MEHIIIE IBOX Ha KOYKHE TPUMIIICHHS.

3. ApXIBOCXOBHINA Ta MPUMIIICHHS 11 poOOTH 3 JOKYMEHTaMH MMOBHWHHI OyTH O0JiagHaH1
MMOKEXKHOIO CUTHAIIZALICIO.

4. B apxiBi noBUHHI OyTH:
IHCTPYKIIIS PO 3aXO0/IU MOXKEKHOT O€3IMEeKH Ta CIUCOK 0C10, BIAMOBIIATBHUX 32 110 pOOOTY;

IUIaH eBakyallil JOKYMEHTIB i MaiiHa, SKMH TMOTOMKYEThCS 3 BIIMOBIIHUMH CIyXOaMu
(TIOXEKHOI0, OXOPOHHOIO, TEXHIYHOTO HAIVISAAY) YCTAaHOBH 1 3aTBEP/IKYETHCS 11 KEPIBHUKOM.



5. 3aHATTA 13 3aXO0/IiB MMOXKEKHOT OC3MEKH Ta MPAKTUYHUX T 1M1 9ac MOXKEK1 MPOBOIATHCS
OJIMH pa3 Ha pik a0 MpH 3MiHi CIIBPOOITHUKIB apXiBy.

3. TemnepaTypHO-BOJIOTiCHUIA i CBITJIOBHII pe:KUMH B apXiBi

1. Pexxum 30epiraHHs TanepoBUX IOKYMEHTIB B apxXiBi TOBHHEH BiJIOBIATH TaKUM
mapaMeTpaM: TeMIeparypa nositps - +17-19 °C, sigaocHa Bosoricts - 50-55 %.

VY mpuMilIeHHAX 3 HEPeryJbOBaHMM KJIIMAaTOM pPEKOMEHIYEThCS BXKHMBAaTH 3aXOAU 3
ONTUMI3AIll KJIIMaTUYHUX YMOB Ha OCHOBI pAIliOHAJIBHOTO OMNAJEHHS 1 MPOBITPIOBAHHS
MIPUMIIIEHb, BUKOPUCTAHHS 3aC001B OCYIICHHs a00 3BOJIOKEHHS MTOBITPSI.

2. TemrmepaTypHO-BOJIOTICHUI peXHM 30epiraHHs apXiBHUX JOKYMEHTIB KOHTPOJIOETHCS
[UIAXOM BUMIPIOBAHHS KJIIMAaTUYHHUX T[apaMeTpiB TOBITPA, SKI IMIOTHXKHS (DIKCYIOThCA Yy
CTeniaJbHUX PEECTPAIHNX KypHajax 3a (JOpMOI0, HABEACHOIO B 01aTKy 24 1o 1ux [IpaBu.
VY [OpuUMILIEHHAX 3 HEpPeryJbOBaHUM KIIMaroM IIOKa3HUKHU KOHTPOJIIOIOTHCS JBa pa3d Ha
THKJICHB, a Y Pa3i MOPYLICHHS PEKUMY 30€piranHs - MIOIHS.

3. KoHTpOJbHO-BUMIpIOBANbHI OpWIagd (TEPMOMETPH, IICHUXPOMETPH, TirpOMETpH)
BCTAQHOBIIIOIOTHCSI B TOJIOBHMX MPOXOAAaX Ha CTeJaXax I[ojajl BiJ ONAJTIOBAIBHUX 1
BEHTWISALIIHUX cucTeM. [lepeBipsiHHA poOOTH BUMIPIOBAJIbHUX NPUIAJIiB 3A1MCHIOETHCS LIOPOKY.

4. OcBiTneHHS B CXOBHIIaX Moxe OyTH NpHpoaHuM 1 mrTydyHuM. He nomyckaerscs
OCBITJICHHS JIOKyMEHTIB MPSIMUM COHSYHHM CBITIIOM.

3axucT crpaB BiJ Iii cBiTIa 3a0e3nedyeThesi: 30epiraHHsIM JOKYMEHTIB Y KOpoOKax, Mmamkax
3 KJallaHaMH, a TakoK y madax i Ha cTelakax 3aKpUTOrO THITY; 3aCTOCYBaHHSM Ha BiKHAX
CBITJIO3aXUCHOTO YCTAaTKyBaHHS (Kaslto3i, LIUIbHI IUTOPH, 3aXHMCHI (QUIBTpH, papOyBaHHS CKia
TOIIIO).

Sk pKeperna MTYYHOTO CBITJIAa 3aCTOCOBYIOTHCS JIAMITM PO3KAPIOBAHHS Ta JIOMIHECIIEHTHI
JIAMITM B 3aKPUTHX IIa(oHaX 3 KO0 30BHIIIHBOIO OBEPXHEIO.

PiBeHr oOCBITIICHHS B JAlama3oHi BUIWMOTO CIEKTpa HE TOBHHEH TEPEBUINYBaTH: Ha
BEPTUKAJIbHINA MOBEPXHI cTesaxa Ha BUcoTi 1 M Big mijptoru - 20-50 5k, Ha poOOYMX CTONAX -
100 nx.

4. CaniTapHo-TiricHiYHUIl pe:KUM B apXiBi

1. IlpuminieHHs apXiBy HMOBHUHHI YTPUMYBAaTHUCh y YHUCTOTI, B YMOBaxX, IO BHKJIIOYAIOTh
MOYJIMBICTb MOSBU 1L(BiJIi, KOMaX, TPU3YHIB i HakonMueHHs nuity Outbie 0,15 mr/m?,

2. 1514 3aXUCTy JOKYMEHTIB BiJ] Iy HEOOX1IHO:
3a0€3MeYNTH MAaKCUMATBbHO MOYKJIMBY T€PMETUIHICTh CXOBHIII,

PETYISPHO TPOBOJUTH 3HEMUIIOBAHHS KOPOOOK 3 JOKYMEHTaMH, CTEJIaXiB 1 MPUMIIICHb
EJICKTPOITHIIOCOCOM;

MMPOBOJAUTHU CUCTEMATUYHE BOJIOIC HpI/I6I/IpaHH$I CXOBHIII,

NEepIOAUYHO TIPOBITPIOBATH CXOBHINA (JOIUIBHICTH TPOBITPIOBAHHS BHPIIIYETHCS 3
ypaxyBaHHSIM BOJIOTOCTI 30BHIITHHOTO i BHYTPIIIHHOTO TOBITPS).



3. V pa3i BUSBJICHHS B CXOBHINAX IUTICHSIBHU, KOMaX 1 TPU3YHIB HEraifHO BXXWUBAIOTh 3aXO/IiB
10710 ix YCYHEHHS. CaniTapHo-TirieHiuHi 3axo0au IIPOBOJIUTH ciryx0a
CaHITapHO-CMiAEMIONIOTIYHOTO HaIIAAYy. YpPaKeHI JIOKYMEHTH 130JIFOIOTBCS Ta ITIIAI0ThCS
Ne31HCeKIII1, Ne3iH(eKIii, reparu3aiii.

4. Jlns mpoBENEHHS CaHITapHO-TITIEHIYHUX 3aXOAIB B apXiBl HIOMIcAL TependayacThes
CaHITapHUU NIeHb. Y pa3l MPOBEACHHS MPUOUPAHH 1 CaHITAPHUX OOPOOOK BOJA 1 AHTUCENITUYHI
PO3UMHU HE MOBUHHI MOTPAIUISATH Ha TOKYMEHTH.

5. O0nagHaHHs apXiBy

1. ApxiBocxoBuila NOBHMHHI OyTH o0ONagHaHI CTAaLiOHAPHUMU ab0 TEepPeCyBHUMHU
METaJIeBUMH CTeNIaKaMH 3 JOTPHUMAHHSIM YCTAaHOBICHOTO HOPAJKY X PO3MILIICHHS:

BIJICTaHb MK psiIaMH CTeNaxiB 1 mad (roJoBHUN Mpoxin) - He MeHIIe 1,2 M;

MPOXOAU MIDK CTelaKaMH, a TaKOoXK BIJACTaHb MDK 30BHIIIHBOIO CTIHOIWO OymiBii Ta
crenaxamu (madamu), mapaneabHUMU CTiHI, - He MeHme 0,8 M (I cTenaxiB, Ha SKHX
30epiraroTbcs Kaprorpadiyti Marepiany, - He MeHe 1,1 m);

B1JICTaHb MK CTIHOIO Ta TOPISIMU CTeNaxiB abo mad (mpoxin) - He meHie 0,5 M;

BIJICTaHh MK MIJJIOTOI0 Ta HIDKHBOIO TOJHUICI0 cTenaka 4y madu - He menme 0,2 M, y
LIOKOJILHUX TOoBepxax - He MeH1e 0,3 M;

Bi,Z[CTaHB MIX cTeJIakKaMH Ta OIAIIOBAILHUMH CHCTEMAMH - HE MEHIIIE 1,1 M,

[MIMPUHA TIPOXOIB MK CTENaXaMH 3 BUCYBHHUMH SIIUKAaMH, ceiiaMu BCTAHOBIIOETHCS 3
ypaxyBaHHSM 0COOJIMBOCTEN IIbOTO 00JIaIHAHHS.

2. KoHcTpykiiiss Ta po3mipu crenaxiB i mad aas JOKYMEHTIB HECTaHAapTHOTO (opMaTy
BH3HAYAIOTHCS PO3MipaMH ITUX JOKYMEHTIB.

3. 'V pasi oOnagHaHHS CXOBHILI JIepeB’SIHUMHU CTeJakaMd HeoOxigHa ix oOpoOka
BOTHE3aXMCHUMH PEYOBHHAMH.

4. Crenaxi BCTAaHOBJIOIOTHCS TEPIEHIUKYISPHO IO CTiH 3 BIKOHHUMH NpOpi3aMH, a B
MIPUMIIIEHHAX 0€3 BIKOH - 3 YpaxyBaHHSM OCOOJMBOCTEH MPUMIIIEHHS Ta 00J1aJHAHHSI.

5. Jlna poboTM Ha cTenakax BUKOPUCTOBYIOTHCS CXOAM-APAaOWHU, MEepeMIIIatoThCs
JOKYMEHTH Ha NIepeCyBHHUX Bi3Kax.

6. SIx momoMixkHI 3acoOm 30epiraHHs JOKYMEHTIB B apXiBi MOXYTh 3aCTOCOBYBaTHCS
MetaneBi madu, ceiidu, madu-kyme.

7. B apxiBax ycTaHOB, Jie 30epiraetbcsi MeHIie 100 crpaB, 10MyCKaeTbes X pO3MILICHHS Y
madax, M0 3a4UHII0THCS, PO3TAIOBAaHUX y pobounx mpumimieHHsX. Kuroui Bin mad moBUHHI
OyTH TUIBKU B KEpIBHUKA apXiBy (0COOH, BIJMOBIJAIBHOT 32 apXiB).

6. Posmimenns: cnpas B apxiBocxopuuax. Tonorpadysanus

1. Po3mimieHHs cnpaB B apXiBOCXOBHII[aX MOBUHHE ITPOBOJUTUCS 3 YpaxXyBaHHIM CTBOPEHHS
ONTUMAIILHUX YMOB 30epiraHHsi, MIOPIYHOTO pPyXy CIHpaB, OIEPATHBHOTO BHKOPHUCTAHHS
JOKYMEHTIB.



2. JIokyMeHTH, 110 HAJXOASATh IO apXiBy, pO3TAIOBYIOTh Ha cTeiaxkax (y madax) Tak, mob
CIPaBH KOXXHOTO CTPYKTYPHOTO IiJIpO31iay 30epiraiaucs B OJHOMY Micii i Oy po3MillIeHi B
MOPSIKY IOPIYHUX HAJXOIKEHb.

3. JlokyMeHTH NOCTIMHOrO 30epiraHHsl PO3MIILYIOTHCS OKPEMO BiJl TOKYMEHTIB TPUBAJIOrO
30epiraHHs Ta 3 KaAPOBUX MUTaHb (0COOOBOTO CKIIATy) 3aJ€KHO BiJl MOXKIUBOCTEH - B OKPEMHX
apXiBOCXOBMINAX a00 Ha OKPEMHUX CTelakaxX. TaKoK OKpEeMO pO3MINIYIOThCS JTOKYMEHTH:
TKBIZIOBAaHUX MiJBITOMYUX YCTAHOB Ta yCTAHOB-TIONEPEIHUKIB; Ti, 110 HAMINIIIN A0 apXiBy B
CTaHl PO3CHUITY; TAMYACOBOTO 30epiraHHs.

VHiKanbHI TOKYMEHTH Ta JOKYMEHTH, 1[0 MAalOTh Y 30BHIIIHBOMY O(QOPMIICHHI UM A0/aTKaxX
70 HUX MaTepialibHi I[IHHOCTI, 30€epiraloTh B apXiBOCXOBHIIIAX Yy creliadbHux madax (ceidax),
10 HAIHO 3aMUKAFOTHCS.

JIOKyMEHTH 3 pi3HMMHU MaTepialbHUMHU HOCISIMH 1H(OpMAILlii 30epiratoTbcst OKPEMO 3TiHO 3
pexxuMaMu 30epiraHHsl JTOKYMEHTIB JJI1 IIMX BUAIB HOCIiB iH(opmauii. Y pa3i BUMYIIEHOTO
30epiraHHsl pi3HUX JOKYMEHTIB B OJHOMY CXOBHMIII CIiJ JOTPUMYBATHUCS HANHHMKYUX 3HAYECHb
TEeMIIepaTypu 1 BITHOCHOT BOJIOTH.

TuMyacoBOMy  BIIOKpEMJICHOMY  30€piraHHIO  HiAIATalOTh  JOKYMEHTH, ypakeHi
010JIOTIYHUMH TIKITHUKaMH (Ha MiCIle BUJIYYEHOI CTIpaBH 3aKJIadal0Th KapTKy-3aMiHHUK CIIPaBH
3a (hOpMOI0, HABEJICHOIO Y A0NATKy 12).

4. JIokyMeHTH pO3MIIIYIOThCS Ha CTeNaXkax, y madax 3 BUKOPUCTAHHAM IEPBUHHUX 3aC001B
30epiranHs (KOpoOOK, Manok, creniaabHuX QyTaspiB TOILIO).

5. JIokyMeHTH 3 mamepoBHM HOcCieM iH(opMmarii mocrtiiHoro 30epiraHHs BMIIIYIOTh Y
KapTOHHI KOpoOku, ¢ymusipu. Jlokymentu TpuBanoro (monam 10 pokiB) 30epiraHHsS MOXYThb
30epiratucst y B’s3KaX 3 KApTOHHUMHU Tnpoknagakamu. CrnpaBd THMYacoBOro 30epiraHHs
JT03BOJISIETHCS PO3MIIITYBaTH 0€3 KapTOHaXKIB a00 B’S30K.

6. 3a30p MK BEpPXHBOIO KPHIIKOI KOPOOKHM 1 CTeNakeM, IO 3a0e3rneuye HUPKYISII0
HOBITPS, - 5 CM, MK KOpOOKaMH Ha MOJNHULI - 6;u3bKo 2 cM. ToBIMHA B 30K - 20-25 cM.

7. Ha KopoOKHM HAaKJCIOIOTHCSI, a 10 B’S30K NPHUKPIIUTIOIOTHCS SPIUKH, Ha SIKUX
3a3HAYaIOThCS Ha3Ba (OHOYTBOPIOBaYa i CTPYKTYPHOTO MiApO3/iny, HOMEp (DOHAY Ta OIHUCY,
KpaiiHi IaTH Ta HOMEPH CIIPaB, YMIMIEHUX y KOPOOKY (B’ SI3KY).

8. KopoOku 1 B’S13KM HYMEpYIOThCS BaJOBOIO HyMEpall€l0 B MexaxX KOKHOro ¢oHzy ado
OITHUCY.

9. He nomyckaeThcsi 30epiraHHs JOKYMEHTIB Ha MiI031, MIABIKOHHAX, Y HEPO310paHux
mrabensx, TPaHCIOPTYBaJIbHIH Tapi.

10. VYci apxiBocxoBHIIa, CTeIaxi, adu Ta iX MOJUL HyMEPYIOThCs apaOChKUMU LU(paMHU.
Cremaxi Ta madu HyMEpyIOThCS 3J1iBa HAIPaBO BiJ BXOMY A0 apXiBOCXOBHWINA, ITOJUI HA
ctenaxax (y madax) - 3Bepxy BHU3, 371iBa HANPaBo.

11. 3 Meroro 3akpiluieHHS Micls 30epiraHHs Ta HaWOUIBII ONMEPaTHBHOTO TOIIYKY
JOKYMEHTIB B apXiBl CKJIQJalOThCS KAPTKU IOCTENAKHOTO TOMOTpadiyHOrO MOKaXKYMKa 3a
dbopmoro, HaBeneHOI B JojaTKy 25 mo mux [lpaBun. KapTkum mokakumka CKIagaloThCs Ha
KOXXHUN cTenax (mady) 1 po3TalioBYIOTECS B MOPSAAKY 3pOCTaHHS HOMEpIB cTenaxiB (mad) y



MeXaxX KOKHOTO OKPEeMOTo MpUMILIEHHS. 3MiHU, 10 BiAOYBalOThCS B PO3MIILLIEHH] TOKYMEHTIB,
MOBMHHI BUACHO BiIOMBATUCS B TOMOTPAPiuHOMY MOKAKIHUKY.

VYV pa3i 30epiraHHs B apXiBi KUIbKOX (DOHMIIB PEKOMEHIYEThCS CTBOPEHHS KapTOK
mo¢OHAOBOTO TOMOTpadigHOrO MOKKYIMKa 3a (GOpMOIO, HABEACHOI B JIOAATKY 26 10 IHX
IIpaBuir.

Benenns TtomorpadiyHMX MOKaKYMKIB MOXKE 3IiHCHIOBATUCS TaKOK B aBTOMAaTHYHOMY
pexuMi.

7. llopsiiok BUAABAHHS CIPAB 3 apXiBocxoBHMII. TpaHCOPTYBaHHSA Ta
YIIAKYBAHHA CIIPAB

1. CnopaBu BUAAIOTBCS 3 apXiBOCXOBWIN JJIsi KOPUCTYBAaHHS HUMH 1 JUIS TIPOBEICHHS
apxiBHUX poOIT 3 JOKyMeHTaMHM (Ze3iH]eKuis, pecTaBpallis, CKJIaJaHHs JOBIIKOBOIO amapary,
CTPaxoBOTO KOMIOBaHHS, CTBOPEHHSI (POH/TY KOPUCTYBAHHS TOIIIO).

2. CnpaBu MoCTiHOTO 30€piraHHsl B THMYACOBE KOPHCTYBAaHHS BUIAIOTHCS HAa CTPOK, 110 HE
MIEPEBUIIYE OHOTO MICSIIS.

Jlisi CTBOpEHHSI CTPaXOBHX KOMiM Ta (OHIY KOPHCTYBAaHHS CIIPaBH BHIAIOTHCS HA CTPOK,
BU3HAUEHUH y TOTOBOP1 HAa MPOBEIEHHS TaKUX POOIT CTOPOHHIMH YCTaHOBaMH.

3. IIponoBkeHHs CTPOKiIB MepeOyBaHHS JOKYMEHTIB IMOCTIHHOTO 30epiraHHs B KOPUCTYBaHHI
3a MEXaMHU apXiBy JIOMYCKA€THCS B OCOONMBHUX BHIIAJKAX 3 J03BONY KEpIBHUITBA YCTAaHOBU HA
MiJICTaBl THCHMOBOTO 3BEPHEHHS KOPHUCTyBaua MPO HEOOXIAHICTh TMPOJOBKEHHS CTPOKY
KOPHCTYBAaHHS JOKyMEHTaMH Ta MiATBEP/KEHHS iX HAABHOCTI 1 JOTpPUMaHHSA YMOB 30epiraHHs
JIOKYMEHTIB.

4. ApxiB yCTaHOBM Ma€ TpaBO B Oyab-IKWi Yac 0Oe3 MOMEpPEIHBOTO ITOBITOMIICHHS
MePEeBIPUTH HASIBHICT 1 YMOBH 30€piraHHs JOKyMEHTIB, BUJJaHUX y KOPUCTYBAaHHSA 32 HOTO MEXKI.

5. BupgaBaHHs cmpaB y YHMTQJIBHHE 3a1 Ta poOodi KiMHATH O(OPMIIIETHCS Ha TiJCTaBi
3aMOBJICHHSI, CKJIQZCHOTO 3a (OPMOI0, HaBEJICHO B o1aTky 27 a0 1ux [IpaBu.

6. JlocmimgHukaM 1 mpaliBHUKaM I1HIIMX YCTAHOB BHJABaHHS CIpaB g pPoOOTH Yy
YUTAIBHOMY 3aJTi 31HCHIOETHCS HA IMiJICTaBi 3asBH, opMa K0T HaBeJCHA B JIONATKy 28 10 IUX
[TpaBui, naciopra abo JUCTa BIANOBITHOT YCTAHOBH 1 PE30IIOLIIT KepiBHUKA.

7. BunaBaHHs cripaB y TUMYacOBE KOPUCTYBaHHS 1HIIUM yCTaHOBaM O(OPMIISIOTH aKTaMu
3a opMOI0, HaBeIeHO B 1oaatky 29 no mux [IpaBui. AKT mpo BHAaBaHHS CIIPaB y TUMYACOBE
KOPHUCTYBaHHS CKJIQIA€ThCS Y JIBOX NMpUMIpHUKaX. OIUH NMPUMIPHUK 3aJIMIIAETHCSA B apXiBi Ta
30epiraeTbcsi B crpaBi (oHay, iHIIMH pa3oM 31 cIpaBaMH INEpeJaeThcsi OAEp)KyBadeBi. AKTH
MIMUACYIOTh KEPIBHUKHM YCTAHOB, 1X MMAMKUCH CKPITUTIOIOTHCS MeYaTKaMy yCTaHOB (3a HasIBHOCTI).
[Ticns moBepHEHHS CIIpaB B aKTi pOOUTHCS BiAMOBIHA BiAMITKA.

8. BunyuenHs (BUiMKa) OpUTIHAIB JOKYMEHTIB (CIpaB) 3 apXiBy JOMYCKAETHCS 3 JTIO3BOTY
KepiBHMKA YCTAaHOBH 3 JOTPUMAHHSIM BUMOT, 3a3Ha4eHUX y MyHKTI 14 po3ainy I mux IIpasuin. Ha
MiCIle BIUIYY€HOTO JOKYMEHTA MiIIMBAIOTh 3aCBIAUEHY KOIIil0 1[bOTo AoKyMeHTa. Komis yxBanu
CIIITYOTO CY[JIi, CyAy Ta ONUC BHJIYYEHHMX JTOKYMEHTIB BMIIIY€ThCA A0 crpaBu (Gouay. Dakr
BHJIYYCHHS JIOKYMEHTIB 3 apXiBHUX CITpaB ()iKCYIOTh 1 B OOJIIKOBUX JOKYMEHTAX, IPOCTABIISIIOYH



BIIMITKY MPO BUJIYYEHHs. Y KOXKHIM Takiii BIAMITIII 3a3HaYalOTh HOMED, AaTy 1 Ha3By JTOKyMEHTa
- MiJICTABU JJIsI BUITYUYSHHS.

{Ilynkm 8 enasu 7 po3oiny VIII i3 sminamu, énecenumu 32iono 3 Haxazom Minicmepcmea
tocmuyii Ne 2277/5 6io 04.07.2018}

9. BupmaBanHs crpaB sl TPOBEACHHS apXiBHUX pPOOIT 3 JAOKyMeHTamu (ne3iH(exIis,
pecraBpallisi, CKJIAJaHHS JOBIJIKOBOTO amapary, CTPaxOBOTO KOMiIOBaHHS TOIIO) 1HIINM
YCTaHOBaM 3/I1IICHIOETHCS 32 (POPMOIO aKTa BUIaBaHHS CIIPAB Y TUMYACOBE KOPUCTYBAHHSI.

10. Ilepen BumaBaHHAM CHpaB MePEBIPSETHCS BiANOBIIHICTD MIM(PIB 1 3aroJ0BKa CIIpPaBU HA
OOKJIaIUHII 3aroJIOBKY CrpaBH B omucy. [lepen BHmaBaHHSIM CIpaB Ta IICSA iX TMOBEPHEHHS
MIPOBOAMTHCS MOAPKYIIHE IEPEBiPSIHHS CIpaB.

CraH cnpas, 10 MOBEPTAIOTh B apXiB MiCIs KOPUCTYBAaHHS, NMEPEBIPAETHCS Y MPUCYTHOCTI
ocobu, ska ix mosepTae. IIpu BHUSBICHHI HEAOCTa4yl OKPEMHX JOKYMEHTIB 200 MOLIKOKECHHI
apKyIIiB CKIAIA€ThCS aKT y ABOX MpUMipHUKaX. OMH NPUMIPHHUK NP IBISETHCS KOPUCTYBauy
a00 KepiBHUKY YCTaHOBH, III0 BUKOPUCTOBYBaJIA JOKYMEHTH, JUIsl IPUTATHEHHS BUHHHUX OCi0 10
BIJIMOBITAJILHOCTI, APYTHH - 3JIMIIAETHCS B apXiBi.

11. VYei cnpaBu, 1110 BUIAIOTHCS 3 apXiBY, TOBUHHI OyTH HaJIEKHUM YMHOM O(OpMIIEHI: MaTh
apxiBHI mM(pH, apKyll KOPUCTYBAaHHS apXiBHUMH JOKyMEHTaMH 3a (OpPMOIO, HaBEIEHOI B
noxarky 30 go nux IlpaBun, 3acBiguyBanbHUI HAUC CIIpaBu 3a (OPMOIO, HABEJIEHOIO B JI0JIaTKY
17 no nux Ipasui.

12. BuaBaHHs TOKYMEHTIB 3 apXiBy (DIKCYETHCS B OKPEMHUX PEECTPAIlIMHUX KHUTAX:
BUJIaBaHHS CIIpaB y poOoYi IPUMILIEHHS CIIBPOOITHUKAM YCTaHOBH;

BUJIABAaHHS CIIPaB Y THMYACOBE KOPUCTYBAHHS 1HIIIMM yCTaHOBAM;

BUJIaBaHHS CIIPAB y YUTAIBHUMN 3aIl.

Kuuru BuaBanHs cripaB 3 apXiBOCXOBHILA BEAYThCS 3a (OPMOIO, HABEICHOIO B J10aTKy 31.

13. ¥V pa3i BumaBaHHs CIIpaB 31 CXOBHINA HA MICIIE CIPABH, IO BUAETHCS, MIAKIAAAETHCS
KapTKa-3aMiHHMK copaBu 3a (opmoro, HaBeneHoro B joaatky 12 no uux Ilpasun. Ilpu
MOBEPHEHHI CIIPpaBU y CXOBMILE KapTKa-3aMIHHUK BWJIY4a€TbCs 1 30epiraerbcs /10 4eproBoi
NEPEeBIPKU HAABHOCTI Ta CTaHy CIIPaB.

14. 3 apxiBOCXOBHIIA HE BUIAIOTH:
OpUTIHAJIN JOKYMEHTIB 32 HasIBHOCT1 KON ()OHTy KOPHUCTYBAHHS;

OpUTIHAIM YHIKaJbHUX JOKYMEHTIB (MOXYTh OyTH BHIAHI JIMILIE MpPalliBHUKAM Jep:KaBHOL
apXiBHOI yCTaHOBHM (apXiBHOTO BIJAUTY MIChKOI pajau) abo MpeacTaBHUKAM CIEIiai30BaHUX
3aKJIaiB JUIsl TIPOBEACHHS pecTaBpaliiHuX podiT abo crhemiadbHUX MOCTIKEHh HOCIIB
iH(dOopMarlii Ta 30BHINIHIX 03HAK IOKYMEHTIB);

JOKYMEHTH, 110 TMepedyBaloTh Yy HE3aJ0BUIbHOMY (I3MYHOMY CTaHl (3a BHUHATKOM
BUJIABAaHHS JIJIs1 IPOBEACHHS HEBIIKIAAHUX peCcTaBpalliiHO-PEMOHTHUX POOIT);

JIOKYMEHTH, 1110 HE IPOMIILIN HAyKOBO-TEXHIUHOTO OMPAaLIOBAHHS,


https://zakon.rada.gov.ua/laws/show/z0791-18#n72

JOKYMEHTH TiJi 4Yac NPOBEICHHS TEPEBIPSHHSA iX HAsABHOCTI Ta CTaHy, HPOBEICHHS
pecTaBpalifHUX Ta IHIIMX BHIIB POOIT 3 HUMH, MiJ YaC PEMOHTY NPHUMIIIEHb CXOBHIII,
MepeMillieHHsT JOKYMEHTIB, Yy pa3l HacTaHHSA HaJI3BUYAWHOI cHTyalii mpupogHoro ado
TEXHOTEHHOTO XapaKTepy.

15. Bunyuyatu okpemi JOKyMEHTH 31 cIpaB 3a00pOHSETHCS, KpIM BUIAJKIB, 3a3HAYCHUX Y
nyHkTi 14 po3ainy I nux [Tpasu.

16. IlepemimieHHs: TOKYMEHTIB 32 MEXi apXiBy MOTpeOy€e BXKUTTS 3aX0/iB, IO 3a0€3Meuy0Th
ix HamiiiHy 30epexeHicTh. [lig yac TpaHCHOpPTyBaHHS JOKYMEHTIB I03a MEXaMH apxiBy
HEOoOXiZHO 3a0e3medyBaTH iX OXOpPOHY Ta 3axHCT BiJ BIUIMBY IIKIIJIUBHX (PaKTOpiB
HaBKOJIMITHHOTO CEPEOBHINA - Iy, BOJOTH, CBIiTJa, MEXaHIYHHUX ITOIIKO/UKEHb. 3a Mexi
YCTaHOBHM JOKYMEHTH BHBO3ATH TUIBKM B YIaKOBAaHOMY BHIVISII Ta B 3aKPUTOMY TPAHCIIOPTI.
[Tpn GararopeHHMX NMEPEBE3CHHAX HA BEJIHKI BiJICTaHI JOKYMEHTH YIAaKOBYIOTH Y BOIO3aXHCHUI
Marepiaj i BMILIYIOTh Y SIIIUKH.

8. IlepeBipsiHHSI HASIBHOCTI Ta CTaHYy CIIPaB

1. ITepeBipsiHHST HAsSBHOCTI Ta CTaHy CIPaB MPOBOAMTHCS 3 METOIO BCTAHOBIICHHS (DaKTUIHOT
HAsBHOCTI CIIPaB, IO 3HAYATHCS 33 ONMUCAMHM, BUSIBJICHHS BIJCYTHIX JOKYMEHTIB Ta iX PO3IIyKY,
OLIHKA (DI3MKO-XIMIYHOTO Ta TEXHIYHOTO CTaHy JOKYMEHTIB, BUSBICHHS Ta OONIKY TOKYMEHTIB,
10 MOTPEOYIOTh PECTaBPaIliiHOTO Ta 1HIIIOTO CIIEIAIbBHOTO 00pOOICHHS.

2. IlepeBipsiHHS crnpaB MOCTIHHOTO 30epiraHHs MPOBOJUTHCS pa3 Ha S5 POKIB 1 mepesn
nepeaaBaHHAM iX Ha 30epiraHHs [0 JEp’KaBHUX apXiBHUX yYCTAHOB, apXiBHMX BiJUIUIIB MiCBKHX
pan. IlepeBipsHHS cnpaB 3 KaJpOBHX MHUTaHb (0COOOBOMY CKIaly) Ta CIpaB TPUBAIOro (ITOHAJ
10 pokiB) 30epiraHHs MpoOBOAUTHCA pa3 Ha 10 pokiB.

3. lllopoky nepeBipsit0ThCS CHpPaBH, 110 BIPOJOBK POKY OyiIH BHUIAHI 3 apXiBOCXOBHILA IS
KOPUCTYBaHHS.

4. OnHOpa30B1 MO3AIUIAHOBI MEPEBIPSHHS HAIBHOCTI CIIPAB MPOBOAATHCA y pasi:
NEepeMIIIEHHs CIIpaB B 1HIIE CXOBUIIIE;

JKBIAAIT HACTIAKIB HAA3BUYAWHO1 CUTYaIlli MPUPOTHOTO a00 TEXHOTCHHOTO XapaKTepy;
3MiHHM 3aBiJyBaua apxiBoM (0COOH, BIAMOBITAIBHOI 32 apXiB);

NPUITUHEHHS YCTAHOBH.

5. TlepeBipssHHS TPOBOAMUTHCS TMpaIliBHUKAMHU apxiBy ab0 KoMiciero B ckimani 3-5 ocio,
NPU3HAYCHOIO KEPIBHUKOM YCTaHOBHU. llepeBipsHHS HAasgBHOCTI Ta CTaHy JIOKYMEHTIB
MIPOBOJMTHCS NUISXOM 3BIPSHHS ONMCOBHX CTaTed 3 eJIeMEHTaMH ONUCYBaHHS, 3a3HAYCHUMHU Ha
OOKJIaMHKaX ONMHUIIL 30epiranHs, a TakoX (PaKTUUIHOI HAsIBHOCTI JJOKYMEHTIB 3 ITiJICYMKOBUMHU
3anmrcamMu B omucax. [lig Jac mepeBipsHHS CIpaBH, 110 MAIOTh BHYTPIIIHINA OMUC, 3BIPSIOTHCS
MOJOKYMEHTHO 3 JAHUMHU BHYTPILIHBOTO OIHCY.

6. Di3UyHMI CTaH CHOpaB OILIHIOETHCS MLUIAXOM IX Bi3yaJlbHO Meperiiny. Y mpoieci
nepeBipsHHS (PI3UYHOTO CTaHy MIAJISATAI0Th BUSIBIICHHIO:

JIOKYMEHTH, YPaKeH1 IBILTIO0, KOMaXaMU;



JIOKyMEHTH 3 TOIIKOKEHHSIM OCHOBH;
JOKYMEHTH 3 TIOIIKO/PKEHHSIM TEKCTY;
BOJIOT1 IOKYMEHTH.

7. CrpaBu, 110 BHJABAJIUCS B CTPYKTYPHI MiAPO3AUTH, YMTAJIBHUN 3a71 1 B TUMYacoBe
KOPUCTYBaHHS, IMEPEBIPSIOTHCS 3a KHUTAMU BUABaHHs CIIpaB 13 apXiBOCXOBHUIIA Ta aKTaMU
BHUJIaBaHHS CIPaB y TUMYacOBE KOPUCTYBaHHS.

8. Ilix yac mepeBipKy HAsIBHOCTI Ta CTaHy CIpaB HEOOX1AHO AOTPUMYBATHCS TaKUX MPABHIIL:
30epiratu MopsA0K pO3TANTyBaHHS CIIPaB Ha CTeNaXax, y KOpoOKax, markax;

MiAKJIaAaTH Ha BIAOBIIHI MICI BUSIBIICHI HEMTPABUIIBHO MiIKIIA/I€H] CTIPaBH;

BIJIy4aTH HE BHECEHI B ONKCH CIIPABH;

BUJTy4YaTH Ta 130JIF0BATH MOIIKOKEH1 O10J0TYHUMHU IIKITHUKAMU CIIPaBU.

9. ITix yac nepeBipsSHHS HAsIBHOCTI Ta CTaHy IOKYMEHTIB 3a00pOHSIETHCS:

poOuTH Oy/b-sKi TO3HAYKY, BUIIPABJICHHS, 3aITMCH B OOJIIKOBUX JTOKYMEHTAX;

BHOCHTH JI0 OIIMCY HEOOMIKOBaHI OJMHMLII 30epiraHHs.

10. Ctan cnpaB (ikCcyeThCcsl B apKylIlli MEPEBIpSHHS HAsIBHOCTI Ta CTaHY JOKYMEHTIB (JOHIY
3a (opmoro, HaBeAeHOIO B 1o0aaTKy 32 no mmx [IpaBumi, moTiM - B akTi MpO TMepeBipsHHS
HAsBHOCTI Ta CTaHy CHpaB (JOKYMEHTIB) 3a ()OpMOI0, HaBEICHO B jioaTky 33 mo nux [IpaBui.
VY mux JOKyMEHTaX MICTHTBCS 1H(POpMAIIis PO 3arajibHy KUTBKICTh CIIPaB 3a OMHCAMU, KUIbKICTh
HasBHUX CIpaB, MPO HEBHSBICHI CIpPaBH, MPO CIPaBH, BHIAHI B THMYacOBE KOPUCTYBaHHS,
MOIIKO/DKEHI CTpaBH, CHpPaBH, LI0 TOTPeOyrOTh Ae3iH(eKIii, Ae3iHCeKIii, pecraBparii,
MaJiTypHUX POOIT 20O MiAITMBKY, BITHOBJICHHS 3racalOuuX TEKCTIB.

11. Apkyur nepeBipsiHHS CKIIaAaeThesl Oe3M0cepeIHbO B XOA1 EPEBIPSIHHS HASIBHOCTI CIIpaB
y (onai Ha koxHMHA omuc okpemo. Ilin yac mepeBipsHHS HEBEJMKHUX 3a 00csroM (OHIB
TOIYCKA€ThCS CKITAZICHHS OTHOTO apKyIlla Ha BC1 ONHUCH.

VY pa3i BuSBIEGHHS B XOJI NEPEBIpSHHS HEAOINIKIB, He mepeadadyeHux rpadamu apkKylia
MIePEBIPSHHS, J0 HBOTO BBOMATHCS JOAATKOBI Tpadu; y pasi MOAPKYIIHOTO TEPEBIPSHHS
JOKYMEHTIB BIJIOBITHO 3MIHIOIOTHCS HA3BH rpad.

[Ticna 3akiHueHHS poOOTH apKylli NMEpeBIpSHHS HYMEPYIOTbCS 3a MOPSJKOM HOMEPIB Y
MeXaX KOXXHOTO MEpeBIPSIHHS 1 MIJNUCYIOThCS TMPALiBHUKOM, SKUI HPOBOJIMB IEPEBIPSHHS
HasBHOCTI. AKT 1 apKyIll IIepeBipsSHHS BMILIYIOTh 10 clipaBu (HOHIY a00 GOPMYIOTh K OKpeMUN
TOM 1 30€piraroTh pa3oM 31 CrpaBoro POHTY SK TOIATOK IO Hel.

12. Ha miacraBi MiACYMKOBHX 3allMCiB B apKyllaX NEpeBIPSHHA CKIAA€ThCS aKT
MEePEBIPSHHS HASBHOCTI Ta CTaHy CHpaB apxiBHOTO (GOHAY B IIOMY, SKUH 3aTBEPIKYETHCS
KEepIBHUKOM YCTaHOBH Ta BMIIIYETHCS Y CTIpaBy (HOHY.

3rigHO 3 aKTaMH MEPEeBIPSAHHS HAsBHOCTI Ta CTaHy CIpaB MPOBOAMTHCS POOOTA 3 YCYHEHHS
BUSBJIIEHUX HEIOJIIKIB.



13. Tlicnms 3akiHYeHHS TMEPEeBIpKM HASBHOCTI Ta CTaHy CHOpaB B OIHKCY ICIA
3aCBiUyBAJILHOTO HAMUCy BHOCUTHCS 3amuc abo mpocraBiserses mramn «llepeBipeno» i
3a3HAYA€ThCS JlaTa TEePEBIPKH. 3aluc 3acBiIUyeEThCS OCO0OI0, BiIINOBITAILHOK 3a BEICHHS
OO0JIIKOBHUX JTOKYMEHTIB B apXiBi.

SIkmo mig Yac mepeBipsHHS B ONHUCY BUSBIIEHI JITEpHi, BUIbHI, MOBTOPHI 1 MPOMYyIIEHI
HOMEpH CIIpaB, HEe 3a3HaueHi y MiICYMKOBOMY 3aIlHCy, TO BiH IMEPECKIATAETHCS 3 TIOCHIIAHHIM Ha
BIJIMIOBITHU apKyIll EpeBIpsSHHS HAIBHOCTI Ta CTaHy CIpaB.

14. BusBneni HeoOmiKOBaHI JTOKYMEHTH IIepeAarOThCA 3aBiayBadeBi apxiBoM (0co0i,
BIJNOBIJAJIbHIN 3a apXiB) pa3oM 3 apKylleM 1 akToM MepeBipsHHS HasBHOCTI. [licas mporo
crpaBa(¥) OMUCY€EThCA(FOTHCS), @ B OOIKOBUX JOKYMEHTaX (PIKCYOTHCS BiJITOBIIHI 3MiHHU.

15. SIkmo B XOi TEpEeBIpSHHS BHUSABICHO HEBHIPABHO IONIKOHKEHI CIpaBH, PO II€
CKJIaJa€ThCsl BIAMOBINHUI akT 3a (OpMOIO, HaBeAEHOIO B jaonarky 34 no mux IlpaBun. Akt
cxBamoeTbesi EK ycTaHOBM Ta 3aTBepaKyeTbcs KepiBHUKOM ycTaHoBU. Ha miacraBi akra
HEBUIPABHO MOIIKOKEHI CIIPAaBU BHITYYAIOThCS I 3HUIICHHS.

SIKmo B XoAmi TMEpEeBipsHHS BHSBICHO HEBUIPABHO IOLIKO/DKEHI JOKYMEHTH, BHECEHI 0
HA®, cxiagaeTbcsi BUCHOBOK DPECTaBpaTOpiB BiANOBITHOTO AEP)KaBHOTO apXiBy abo I1HIIMX
YCTaHOB, III0 3[iHCHIOIOTh PECTaBpaliifHi MOCIYTH, 100 HEMOKIMBOCTI BiJTHOBICHHS OCHOBH
TOKyMEHTA Ta BUKOPHCTAaHHS TEKCTOBOI 1 300paKyBasibHOI iH(popMalii.

AKT Npo HEBUITPABHI MOLIKO/KEHHS CIIPaB (IOKYMEHTIB) pa30M 3 BUCHOBKOM Ta aKTOM IIPO
BUinyueHHs AokymeHTiB 3 HA® 3a ¢opmoro, HaBeaeHowo B goxatky 14 no mux Ilpasui,
cxBamoersesl EK ycTanoBu ta nonaerscs Ha po3nisig EINK (EK) nepxaBHOi apXiBHOI yCTaHOBH,
EK apxiBHOro Biiiy MIiCbKOI pajiil, y 30H1 KOMILIEKTYBaHHS K01 epedyBae yCTaHOBA.

Ocraroune pimeHHs npo BuiydeHHs JoKyMeHTiB 3 HA® npuiimae LIEIIK YipaepxapxiBy.

V pasi noromxenns LIEIIK YkpuaepkapxiBy akTa npo BuilydeHHs AOKyMmeHTiB 3 HA®D Ta
HOro 3aTBep[KEHHS KEpPIBHUKOM YCTAHOBH apXiB YCTaHOBM BHOCHUTh 3MIHM B OOJIIKOBI
JOKYMEHTH apXiBy.

16. Sxmio B X011 epeBipsHHS BCTAHOBJIICHO HECTA4Yy CIIPaB, TO OPraHi30BYETHCS X PO3IIYK.
3 [i€10 METOK BXKUBAKOTHCS TaKl 3aXO/U:

BUBYAIOTh yCl OOJIIKOBI JIOKYMEHTH, Ha TMIiJACTaBl SKUX BHMJABAJIUCS CHpPaBU 13
apXiBOCXOBMILA;

OpraHi3OBYIOTh PO3IIYK HEBHSBICHHX CIHpPaB y CTPYKTYpHUX MiJpO3/ijax, MOMEPEIHbO
BHBUMBIIIYA OITMCH, HA TIICTaBI KUX CIPABH MepeaaBaIncs 10 apXiBy;

NepeBipsIIOTh CripaBu (POHIIB, IO 3HAXOIATHCS MOPYY;

NeperIaJaloTh MPABWIBHICTh MIAKIAJAaHHS CHpaB, HOMEPU SKUX CXOXKI 3 HOMEpamH
HEBHSBJICHUX CIIPaB;

BUBYAIOTh CIpaBy (OHAY - aKTH MPO BWIIYYEHHS CIpaB JUIsl 3HUIICHHS, aKTH BUJIaBaHHS
CIpaB y TUMYacOBE KOPHUCTYBaHHS, aKTH MNEPEBIPSHHA HAsBHOCTI Ta CTaHy CIpaB, CKIAJCHI
paHiie.



17. 3naiineHi B pe3ynapTari po3lIyKy CIpaBH MOBEPTAIOTHCSA HA Micie 30epirannsa. Crpasu,
MPUYMHA BiJICYTHOCTI SKMX IiITBEP/KCHA JIOKyMEHTAIBHO (aKTaMH MPO BWIIYYCHHS CIpPaB JJIs
3HUIICHHS, aKTAMH PO HEBUTIPABHI IMOIIKOKCHHS CIIPaB, aKTaMU TIepe/laBaHHs CIIpaB iHIIMM
yCTaHOBaM Ta Ha MOCTiiHe 30epiraHHs), BUKIIOYAIOTHCS 3 OMUCIB 1 O0JIIKOBUX JOKYMEHTIB.

[Tincymxu po3myky ¢ikcyrorsest B rpagi «[IpumiTka» apkyIia nepeBipsHHS HAasBHOCTI Ta
CTaHy CIIpaB.

18. Po3myk HEBUSBICHHUX CIIpaB IPOBOAUTHCS BIPOAOBK POKY IMICHS 3aKiHYEHHS
MepeBIpSIHHA HAsIBHOCTI Ta CTaHy crpaB. [Ipu npomMy ckiIagaeThesi KapTka 00Ky HEBHSIBIECHOT
cripaBy 3a (opMOr0, HaBEIEHOIO B 701aTKy 35 1o uux [Ipaswui.

19. Sxmo cnpaBu He Oynu 3HaIeHI, apxiB CKIaJa€e aKT MpPO HEBHUIBICHHS CIIPaB
(TOKyMEHTIB), IIUIAXU PO3IIYKY SKHUX BHUEPIIAHO, 32 (POPMOIO, HABEIEHOIO B J0JaTKy 36 10 IMHUX
[TpaBui, Ta AOBIAKY MPO MPOBEIEHI 3aX0IU LIOA0 iX PO3LIYKY JOBUIBHOI GOpPMHU. AKT MiJIHCY€E
KepiBHUK apxiBy (oco0a, BIANOBiAalbHA 3a apxiB) Ta 3aTBEPAXKye KEpIBHUK ycTaHoBU. Ha
MIJICTaBl aKTa CIPaBU 3HIMAIOTHCA 3 OOMIKY.

SIKIo BUSIBIEHO HecTauy copaB (IOKyMeHTIB), BHeceHMX M0 HA®D, akT momaeThcs Ha
po3msin Komicii 3 KOHTPOJIO 32 HAsBHICTIO, CTAHOM Ta PO3LIYKOM JIOKYMEHTIB JEpKaBHOTO
apxiBy pa3oM 3 JOBIAKOIO PO MPOBEACHI 3aXOAH LIOJ0 iX PO3LIYKY.

Ha mincrasi akra, moromxkeHoro Komiciero 3 KOHTPOJIIO 32 HAsIBHICTIO, CTAHOM Ta PO3IIYKOM
JOKYMEHTIB JIep>KaBHOTO apXiBy, JokyMeHTH HA®D 3HIMal0ThCs 3 OOIMIKY.

20. IlepeBipsiHHSI HASBHOCTI Ta CTaHy CIIPaB BBAYKAE€THCS 3aBEPIICHUM ITiCIISl BHECEHHS 3MiH
B OOJIKOBI JOKYMEHTH 1 TIOIaHHS BiJINOBITHUX B1JIOMOCTEH MO CHpaBU MOCTIHHOTO 30epiranHs
JI0 BIJTIOBITHOT JEp’KaBHOI apXiBHOI yCTaHOBH, apXiBHOTO BIJIUTY MICHKOI paau Jyisli BHECEHHS
3MiH Y KOHTPOJIbHI IPUMIPHUKHU ONUCIB cripaB, cxBajeHi EIIK nep:xaBHOTO apXiBy.

9. CTBOpeHHs cTPaxoBOro GpoHay Tta poHAYy KOPUCTYBAHHS

1. Ha yHikanpHi JOKYMEHTH yCTaHOBH, IO BHECEHI JI0 aHOTOBAHMUX TEPENIKIB YHIKAIbHUX
JIOKYMEHTIB, IIIAXOM MIKpO(MIIbMYBaHHS CTBOPIOIOTH CTPaxoBi Kommii (HEraTHMBU IEPIIOTro
TIOKOJIIHHS Ha PYJIOHHIH 1Bl ab0 Mikpodimax).

CyKynHICTh CTPaxOBUX KOMIN JOKYMEHTIB, IO 30epiraioTbCsi B apxXiBi, CKIAa€ CTPAXOBHUM
¢onn. CrpaxoBuil (QOHJ CTBOPIOETHCS 3 METOIO 30€peKeHHS NOKYMEHTHOi iHdopmarii Ha
BUIMA/I0K BTpaTy ab0 MOIIKOIKEHHS OPUT1HAIB.

2. OpHayacHO 3i CTBOPEHHSM CTPaxoBOrO (DOHIY CTBOPIOETHCS (OHI KOPUCTYBAaHHS
(mo3uTHBHI MiKpO(]TEMH Ta MiKpO(IIH).

3. ®oHJ KOpPHUCTYBaHHS MOXE CTBOPIOBATHCS TAaKOX Yy IJIbOBOMY TMOPSAIKY Ha
JOKYMEHTaJIbHI KOMIUIEKCH, SIKI HAaHOUIbII BUKOPUCTOBYIOTHCS, IIJISIXOM KCEPOKOIIIOBaHHS abo
CTBOPEHHS JIOKYMEHTIB Ha €JEeKTPOHHUX HOcCifX (uu¢poBi Komii), 1m0 3a0e3neuyroTh
1ICHTUYHICTH KOITi1 OpUTIHATIaM.

4. CrpaxoBuii ¢oHI 1 (OHI KOPUCTYBaHHS CTBOPIOIOTBCS B MOPSAIKY, BH3HAYEHOMY
3aKOHO/IaBCTBOM.

IX. Opranizaunis 10KyMeHTIiB B apXiBi



1. JoxkyMeHTANIiHUI Ta apXiBHMH (POHIM YCTAHOBH
1. loxymeHTauiiHui GOHA yCTaHOBH CKIIAIA0Th:

JIOKYMEHTH TOCTIMHOTO (ZOBIYHOTO) 30€piraHHs, siki € CklaaoBoio yactuHoro HAD (y pasi
CTBOPEHHS TAKUX JJOKYMEHTIB B YCTAHOBI);

JOKyMeHTH TpuBasioro (moxan 10 pokiB) 30epiraHss;
JIOKYMEHTH TUMYacoBoro 30epiranss (10 10 pokiB BKIIOYHO).

Crpoku 30epiraHHs JTIOKyMEHTIB BCTAHOBJIIOIOTHCS Ha MIACTaBl €KCIEPTH3U iX IIHHOCTI;
MOPSI0K €KCIIEPTU3H LIIHHOCTI IOKYMEHTIB BU3HAYA€ThCsl y po3aini V mux [paBu.

2. ApxiBuauii pouA, chopMoBaHUil B apXiBi yCTaHOBH, MOAUISETHCS HA TaKl BUJIU:

apxiBHUH (OHI YCTAHOBH, IO CKIATAETHCS 3 JOKYMEHTIB, CTBOPEHUX Y TMporieci ii
TISUIBHOCTI,

00’enHaHuit apxiBHUIM (OHA, 10 € CYKYMHICTIO IITICHUX KOMILIEKCIB apXiBHUX JOKYMEHTIB,
YTBOPEHHUX Yy MPOLEC] AISTTBHOCTI IBOX a00 Olblie yCcTaHOB - (POHI0YTBOPIOBAUiB;

apxiBHMIA (OHI 0COOOBOTO MOXOKEHHS, (DOHIOYTBOpIOBaYeM(aMM) SIKOTO € OJHA YH
JeKiabKa pi3UYHUX 0C10, MPUIHITHIA 10 apXiBy YCTAHOBH.

3. B apxiBi ycTaHOBU MOXKe 30epiraTuch apxiBHa KOJEKIis (KOJEKIIiT) - CyKYITHICTh OKPEMHUX
JIOKYMEHTIB, 110 YTBOPHJIUCS B TIPOIIECi MISUTBHOCTI Pi3HUX (POHAOYTBOPIOBAYiB 1 00’ €THAHKX 32
OnHi€r0 abo0 JEKUIbKOMa O3HaKaMH, HANPUKIAJ: TEMATUYHOK, HOMIHAJIBHOIO, aBTOPCHKOIO,
XPOHOJIOTIYHOI, OO0 ’€KTHOIO TOINO. ApXiBHAa KOJEKIlis, YTBOPEHA apXiBOM, Ha3MBAETHCS
apXxiBHUM 310paHHsIM.

4. YcranoBa-(hoHIOyTBOPIOBAY € IOPUANYHOIO 0C00010, 110 MiATBEPIKYETHCS BIAMOBIIHUM
aKTOM (3aKOH, IIOCTaHOBA, HaKa3, PO3IMOPSKEHHS, CTaTyT, IMOJOXEHHS) NP0 YTBOPEHHS,
peecTpallito, HOPSIOK AiSIIBHOCTI, (PyHKIIIT TOLIO.

{Ilhynkm 4 enasu 1 pozoiny IX 6 pedaxyii Haxazy Minicmepcmea rocmuyii Ne 2277/5 6io
04.07.2018}

2. BusHauyeHHs (GOHI0OBOI HAJIEKHOCTI APXiBHUX JOKYMEHTIB i
CTBOPEHHSI apXiBHOTO0 GoHIY

1. BusHaueHHs (OHIO0BOI HAJIEKHOCTI JOKYMEHTIB YCTAaHOBH IOJISATA€ y BITHECEHHI iX 0
apxiBHOro (OHJY BIJIMOBIHOI YCTaHOBU-(OHAOYTBOPIOBaYa 3 ypaxyBaHHSIM XPOHOJIOTTYHHX
MeX 11 ISAJIBHOCTI.

2. Ha Bu3Ha4eHHs OHAOBOI HAJEKHOCTI JOKYMEHTIB YCTAHOBH BILTUBAIOTH TaKi YAHHUKU:
3MiHa KOHCTUTYIIIHOTO JIaly Aep KaBH;

3MiHa aJIMiHICTPAaTUBHO-TEPUTOPIATILHOTO TOJLTY;

3MiHa (hOpPMHU BIACHOCTI (hOHIOYTBOPIOBAYA,

NpUNTUHEHHS (POHI0yTBOPIOBAYA.


https://zakon.rada.gov.ua/laws/show/z0791-18#n73
https://zakon.rada.gov.ua/laws/show/z0791-18#n73

3. BusHaueHHs (GHOHI0BOT HaJIEKHOCTI JOKYMEHTIB YCTAaHOBH B pa3i 3MiHH KOHCTUTYIIITHOTO
Jaxy JepXKaBH, 3MiHH aJMiHICTPAaTMBHO-TEPUTOPIAIILHOTO MOALTY, 3MiHM (OPMH BIIACHOCTI
(oHTIOyTBOpIOBaYa BU3HAYAIOTHCS Ha IMiJICTAaBI PEKOMEH IAIlIN JepKaBHOT apXiBHOI yCTAHOBH.

4. Tlix yac BU3Ha4YeHHs POHOBOI HAIEKHOCTI IOKYMEHTIB YCTAaHOBU BPaXOBYIOTh TaKe:
BXI1/IHI IOKyMEHTH BiTHOCATHCS 10 (POHTY YCTaHOBH, sIKa IX OTpHMAaJa;

KOIIii BUXITHUX JIOKYMEHTIB BIIHOCATHCS A0 QOHAY YCTAHOBH, sIKa € X aBTOPOM;
BHYTPIIITHI JOKYMEHTH BITHOCATHCS 10 (DOH/Yy YCTAHOBH, B SIKiii BOHM OYyJIH CKJIaJCHI.

5. Ilix gac Bu3HaYeHHs (HOHIOBOT HAJIEIKHOCTI HEOOX1AHO JOTPUMYBATHUCS TaKUX MPABUII:

JIOKYMEHTH YCTaHOBH Ta T'POMAJICBKHX OpraHizamiid (mpoCHiJKOBUX TOIIO), IO iCHYBAIH
NpU HIA JO NPUHHATTS 3aKOHOAABCTBA YKpaiHM MPO TPOMAJACHKI 00’€qHaHHS, (POHIYIOTHCS
pasowm;

JOKYMEHTH YCTAHOBM Ta Mpo(CIHIKOBOi oOprasizamii, M0 iCHye BXe 3 MOMEHTY Il
jerajizauii, MOXYTb OpraHi3oByBaTtucs abo camocTiiHO (okpemuMu (oHIaMu), abo pazoMm -
niadgoHaaMu 00’ €JHAHOTO apXiBHOTO (OHY;

CIIpaBH, IO BEJIKCS MOCTIIOBHO Y JBOX a00 OuIbIe yCTaHOBaxX, Hajexarb 10 (GoHIy Ti€l
YCTaHOBH, Ji¢ BOHU OyJTH 3aBEepIICHI B IIJIOBOJICTBI,

po3uupeHHst a00 3BYXKEHHS MOBHOBa)KE€Hb, KOMIIETEHIII{, 00ciry abo TepUTOpIabHUX MEX
JISUTbHOCTI, 3MIHA TIANOPSAKOBAHOCTI, CTPYKTYPH, IepeiMeHyBaHHs a00 4acTKOBa 3MiHA Ha3BU
YCTaHOBM, IO HE CYIPOBODKYBAJIOCS JOKOPIHHOIO 3MIiHOKO II OCHOBHUX (YHKLIH, He €
MiJCTaBaMM JUIsl pO3MEXKyBaHHS 11 JOKYMEHTIB Ha J[Ba apXiBHUX (HoHIM;

BUJIUUICHHS 3 YCTAaHOBU OAHI€T a00 JEKUIBKOX HOBHX 3 HaJaHHAM iM OKpeMHX (YHKIIii
mepmoi € TIiACTaBOK I BIJIOKPEMJIGHHS apXiBHUX (OHMIB HOBOCTBOPEHHMX YCTaHOB.
JIOKyMEHTH YCTaHOB, LII0 PEOPTaHi3yIOThCA, 0 1 MiCs peopraHizalii GoHay0ThCS pa3om;

y pas3i JikBifauii yCTaHOBU 3 HAJAaHHAM ycCiX a00 4yacTHHU i1 (QyHKUIN OAHINA a00 IEeKIIbKOM
ocobam JIOKyMEHTH KOXHOI 3 HUX YTBOPIOIOTh HOBI apXiBHI (hOH/IM;

JIOKYMEHTH YCTaHOB, M0 THUMYAacOBO TPUIMHWIA CBOK [ISJBHICTH Yepe3 3JIUTTH,
MIPUETHAHHS, TOAUI, TIEPETBOPEHHS a00 B pe3yibTaTi BIWH 1 CTUXIMHUX JIUX, a 3roJoM OyiIu
BiJTHOBJICHI 3 THMU CaMUMH (PYHKIISIMH, CKJIQIal0Th €MHI apXiBHI (OH/IH;

0CO0OBI CIIPaBM, SKIIO BOHHU I€pelaBaIMCA 3 OJHIET YCTaHOBM N0 1HIIOI Yy 3B’A3KY 3
NepeBe/IEHHAM PaLlIBHUKIB, T0JIy4al0ThCs 10 (POHAY OCTaHHBOI yCTAHOBH.

3. XpoHoJioriyHi Me:xi apxiBHOro ¢ponay
1. XpoHOIOTriYyHUMH MekaMu (QOHLTY €:

apxiBHOTO (QoOHIY ycTaHOBH - OQimiifHI JaTé CTBOpeHHs (peecTpariii) 1 JikBimamii
(bOHI0YTBOpIOBaYA;

0c000BOr0 apXxiBHOTO (POHITY - TaTa HAPOIKEHHS 1 cMepTi (DOHI0yTBOPIOBAYA;



00’enHanoro apxiBHoro (oHAy - Jgata YTBOpeHHs (peectpaiii) ¢HOHIOyTBOpIOBaya,
CTBOPEHOTO y dYaci MeplIuM, Ta Jara NpUIUHEHHs (OHIO0YTBOPIOBaYa y yaci Mi3HIIIE 3a BCIX
YTBOPIOBaviB I[bOTO (POHIY;

apxiBHOI KOJIEKI[IT - JaTW MEpIIOr0 Ta OCTAHHBOTO 332 XPOHOJIOTIEI0 TOKYMEHTIB Yy CKJIaIl
KOJIEKIIIi.

2. KpaiiHiMH JatamMu JOKYMEHTIB apXiBHOTO ()OHIY € JaTh TEpIIOr0 Ta OCTAaHHBOTO 3a
XPOHOJIOTIEI0 JIOKYMEHTIB y ckiaai (GoHAy (BOHM MOXYTh HE 30iratucs 3 KpailHIMHU naTamMu
TisTbHOCTI  (OHAOYTBOpIOBaYa, SKIO y (OHII BiICyTHI JOKYMEHTH TOYaTKOBOTO Ta
3aBEpIIAIBHOTO €TamiB JisUIBHOCTI YCTaHOBU a0o y (OHJ ycTaHOBH OynM TepenaHi CIpaBu
YCTaHOBHU-TIONIEPETHUKA, HE 3aKIHUEHI B JIIJIOBOJICTBI.

4. Opranizaunisi JOKyMEHTIiB y MesKax apxiBHOro ¢ponay

1. CrpykrypHoro Ta kiacudikaliiiHOIO OCHOBOIO apxiBHOTo ¢oHmy € cmpasa. Cropaa
BKJIFOYA€E JIOKyMEHTH, 00’ €IHAHI 3a BIAMOBITHOIO 03HAKOK (TEMATHYHOIO, KOPECTIOHICHTCHKOIO,
HOMIHAJILHOIO, XPOHOIIOTIYHOI0) a00 CYKyNHICTIO O3HaK Ta €IWHUM CTPOKOM 30epiraHHs i
BMIIICHI B OKpEMY OOKJIaIHHKY.

VYcepenuHi apxiBHUX (DOHIIB CIPaBH TPYMYIOTHCS BIIMOBIIHO A0 MONEPEAHBO BHOPaHOI
CXEMH CHCTEeMAaTH3aIlil, 0 3aKPITUTFOETHCST OTIMCOM CITpaB (DOH.TY.

2. Po3momin JOKyMEHTIB ycepenuHi apxiBHOTO (OHIY 3IIWCHIOETBCA Ha TiACTaBl
MOTO/KEHOT 3 JeP)KaBHOIO apXiBHOK YCTAaHOBOKO, apXiBHUM BIIIIIIOM MICBKOi Paayl CXEMOIO,
3aKpITUICHOO OIMCOM CIpaB (QOHIY:

CTPYKTYPHOIO (32 CTPYKTYpOIO (pOHI0YTBOPIOBaYa, BU3HAUYEHOIO B IITATHOMY PO3IHCY);
XPOHOJIOTIYHOIO (32 pOKaMH CTBOPEHHS JOKYMEHTIB);

TEMaTHUYHOIO (32 TEMaTHKOIO JJOKYMEHTIB);

HOMIHAJTLHOKO (32 BUJIAMU 1 3HAYUMICTIO JOKYMEHTIB);

(byHKIIOHATIBHOIO (32 (QyHKIISIMH, HAIPsIMaMU AisTTbHOCTI (POHI0YTBOPIOBAYA);
reorpadigHoO (3a aAMIHICTPATUBHO-TEPUTOPIAIBHUMH OJUHHUIIMH);

KOPECIIOH/IEHTChKOIO (32 HaliMEHYBaHHSIMHU aJIpecaTiB, Y Pe3yibTaTl JIMCTYBAaHHA 3 SKUMH
YTBOPUJIMCS JOKYMEHTH);

aBTOPCHKOIO (32 HaMMEHYBaHHSMH YCTaHOB a00 Tpi3BHIIAMH 0Ci0, sKI € aBTOpamMu
JIOKYMEHTIB).

3. CrnpaBu CHCTEMAaTH3YIOThCS 3a JIEKUJIbKOMa O3HAKAMH, 3aCTOCYBaHHS SIKUX HalO1IbII
paiioHanbHe A7 30epekeHHs y (OH/I JIOTIYHUX Ta ICTOPUYHUX 3B’SA3KIB MK JOKYMEHTaMHU 1
CTBOPEHHS HaW3pYUHIIIOi /11 BUKOPUCTAHHS IOKYMEHTIB CUCTEMH IX Oprasizarii.

4. HaiimommpeHuit THIT CXeMH CHCTEMAaTHU3aIlll B OMUCAX € XPOHOJIOTTYHO-CTPYKTYPHUH, 1110
BUKOPHCTOBYETHCS Ul CHUCTEMaTH3alii crpaB Air04uX (HOHIOYTBOPIOBAYIB, CTPYKTypa SIKUX
MOCTIIHO 3MIHIOEThCA; CIpaBu (OHIY TPYMYIOTHCS 32 POKaMH, a B MEXKaxX KOKHOTO POKY - 3a
CTPYKTYpHUMH MiAPO3/AiJIaMH, HATPUKIIAL;



2009 pix

Kanuemnspis

[TnanoBuii BiaIiI

BupoOuuuwmii Bimain

Bignin mparii Ta 3aprutatu
dDiHaHCOBO-EKOHOMIYHUH BiAALI

Bimnin kanpis
AMIHICTPaTUBHO-TOCTIONAPCHKUN BIILT
2010 pix

Kanuenspis

[T1aHOBO-€KOHOMIYHMI BiIiT
BupoOHUYO-TeXHIYHUI BIAIIT
Byxranrepis

Bignin kampis
AIMIHICTPAaTUBHO-TOCTIONAPCHKUN BIIILT

Ha cnopaBu ¢onay, cHCTeMaTH30BaHOTO 3a XPOHOJOTIYHO-CTPYKTYPHOIO CXEMOIO,
CKJIaIA€THCS €QUHUHN OITHC.

5. CTpYKTypHO-XpPOHOJIOTIYHUN THII CXEMH 3aCTOCOBYETBHCS IS CHCTEMaTH3allii cripaB
YCTaHOB, 10 MaJld CTa0UIbHY CTPYKTYpYy Ta HMPUIIMHUIM CBOIO AisUIbHICTh. [Ipu npomy cnpaBu
TPYIYIOThCA 33 CTPYKTYPHUMH MiAPO3AUIAMH, a B MeXaxX LUX MiAPO3IUTIB - 33 POKaMH.
[Tpuxnan:

Bigain aijtoBoacTsa
2010 pik

2011 pik

TOILIO.

Bignin kanpis

2010 pik

2011 pik

TOIIIO.

6. OyHKIIIOHAIBHO-XPOHOJIOTTYHA Ta XPOHOJOTIYHO-(PYHKI[IOHATIbHA CXEeMH CHCTeMaThu3aIli
3aCTOCOBYIOTBCS ITPH KJ1acupikallii JOKyMEHTIB 0€3CTPYKTYPHHUX YCTaHOB.



[Tpu yHKIIIOHATEHO-XPOHOJIOTIYHIM CXeM1 3ar0JIOBKU CHpPaB PO3MIILIYIOThCS 33 QyHKIISIMU
Ta pOKaMH:

KepiBHUIITBO

2007 pix

2008 pik

2009 pik

TOIIO.

HapuanbHO-BHXOBHA po0OoTa
2007 pik

2008 pik

2009 pik

TOIIIO.

[Ipu XxpoHOIOTIYHO-(QDYHKIIOHANBHIA CXEMl1 3arojlOBKM CIIpaB CIIOYaTKy TPYIYIOThCS 3a
pPOKaMu JTIOKYMEHTIB, Aali - 32 (yHKUIIMU (OHI0YTBOPIOBaYa, HapUKIaL:

2010 pix

KepiBHu1ITBO
[InanyBanHs
dinaHCyBaHHS
Kamiranbpae OymiBHUIITBO
TOWIO.

7. Ilpu HeBenukoMy 00cs31 (POHTy MOXKIIMBE BUKOPUCTAHHS HOMIHAIBHO-XPOHOJIOTIYHOI a00
XPOHOJIOTIYHO-HOMIHAJIBHOT cxeMH. [IpuKiia HOMIHAIBbHO-XPOHOJIOTTYHOT CXEMH:

Hakasu

2010 pik

2011 pik

[1nann

2010 pix

2011 pix

TOLIO.

[Tpukian XpoHOIOTIYHO-HOMIHAJIBHOT CXEMH:

2011 pik



Haxka3zu
IInanm
3BiTH
TOIIIO.

8. JloxymeHTH, 110 BBIMILIM 10 00’ €THAHOTO apXiBHOTO (POHITY, PO3TAIIOBYIOTHCS 3T1IHO 3
(bYyHKIIOHATBHO-IIITFOBUM TPU3HAYEHHSIM (POHI0YTBOPIOBAUYa, 32 XPOHOJIOTI€IO IX CTBOPEHHS, 32
andaBiTOM Ha3B TOIIO. Y MEXKax KOKHOTo (OHTY, IO BBIMIIOB 10 00’€HAHOTO apXiBHOTO
(GOH]Ty, 3aCTOCOBYIOTBCSI Pi3HI CXEMHU CHCTEMaTH3allii, BHOIp SKUX BH3HAYAETHCS XapaKTePOM
TUSTTBHOCTI KOHKPETHOI yCTaHOBH, CKJIQJ0M 1 00cCsSroM JokyMeHTiB. J[ns (oHIIB omHOPIAHMX
YCTaHOB BHKOPHCTOBYETHCS 3arajibHa CXeMa CHCTeMaTH3aIlii.

9. Cucrtemaru3aiiss JOKYMEHTIB Yy KOJIEKIIi BH3HAYA€TbCAd TEMATHKOIO Ta CKJIAJA0M
nokymeHTiB. Komekuii apXiBHMX JIOKYMEHTIB CHCTEMAaTH3YyIOTbCs, SIK MpaBWIoO, 3a
XPOHOJIOTIYHO-HOMIHAJIBHOIO ~ O3HAaKOK (32 pokaMM Ta BHAaMH copaB) abo  3a
XPOHOJIOTTYHO-aBTOPCHKOIO 03HAKOIO (32 pOKaMH, HaMEHYBaHHSIMHM yCTAHOB, MPI3BHUILAMHU 0C10
- aBTOpIB JOKYMEHTIB). Y JAEAKMX BHIIaJKaX MOXYTb 3aCTOCOByBaTucsi reorpadgivsa,
(GyHKIIIOHaJIbHA, TEMAaTHYHA O3HAKU CHCTEMaTH3allii CIIpaB apXiBHOI KOJEKIIIi.

10. JIokyMeHTH 3 KaIpOBUX MUTaHb (0COOOBOTO CKJIMy) CUCTEMATU3YIOTHCS B1IOCOOICHO 1
BKJTIOYAIOTHCSI B OKPEMHIA OITUC 32 XPOHOJIOTTYHO-HOMIHAJIBHOK) 03HAKOIO (32 POKAMU Ta BUJAMH
cnpaB). Ha 0co0o0Bi cripaBu 3BIIbHEHUX MPAIIBHUKIB MOXKE CKJIAJIATHCS OKPEMUI OITHC.

11. Koxuuil apxiBHuil (oHJ Mae CBiif HOMep 1 Ha3By, 11O BianoBijzae odiuiiHiA Ha3Bi
dbongoyTBOproBaya. Skiio ycraHoBa-(hOHIOyTBOPIOBAY MEpPEIae CIpaBH HA MOCTIMHE 30epiraHHs
710 JiepKaBHOT apXiBHOI YCTaHOBH (apXiBHOTO BIJUIUTY MICBKOI paju), HoMep (oHIy MPHUCBOIOE
BiAMOBIIHMM apXiB. Lleit HoMep MPUCBOIOETHCS 1] Yac MEPIIOTO HAJIXOHKCHHS TOKYMEHTIB 1 HE
3MIHIOETHCS.

Sxmo ycraHoBa He Tiepenae JAOKYMEHTH Ha TOCTiiiHe 30epiraHHs, BOHa CaMOCTIHHO
MIPUCBOIOE HOMEpH (OHIAM, 110 30€piraloThCsl B apXiBi yCTaHOBH.

X. O0J1ik JOKYMEHTIB B apXiBi

1. 3arajgbHi BUMOrH 10 00JIiKy IOKYMEHTIB

1. OO6nik 3mIMCHIOETBCS 3 METOI 30€pEeKEHOCTI Ta KOHTPOJIO 3a HASBHICTIO 1 PyXOM
JOKYMEHTIB NUISXOM BHU3HAYECHHS KIJTBKOCTI 1 CKJIaJy B YCTAHOBIICGHUX OJMHHIIIX OOMNIKYy 1
¢ikcarii (peectpallii) IPUHAIECKHOCTI KOXKHOT OAMHUIN OONIKY /J0 MEBHOTO KOMIUIEKCY Ta ix
3arajabHOI KUTBKOCTI B OOJIIKOBHX JOKYMEHTAX.

2. Ilix oOniKOBUM JOKYMEHTOM PO3YMI€ThCS AOKYMEHT YCTaHOBIEHOI (opMmu, 1O (ikcye
HA/IXOJUKEHHS, BUOYTTS, KIJIBKICTh, CKJIaJl 1 CTaH apXiBHUX JOKYMEHTIB B OJMHHUIIIX OOIIKY.

OO6miKOBI JTOKyMEHTH MOBHMHHI 30epiratiuch y poOodiil KiMHaTi KepiBHHMKa apxiBy (ocoOwu,
BIJIMOB1IAJILHOI 32 apXiB) y ceidi abo MeTanesii madi, o orneyaryeThCesl.

KopuctyBanHsi OONIKOBUMH JIOKYMEHTaMH 3IIHCHIOETBCS y TPHUMILICHHI apxiBy B
MPUCYTHOCTI KepiBHUKA apXiBy (0coOwu, BiAmoBiganbHOI 3a apxiB). OOIIKOBI JOKYMEHTH apXiBy
(KpiM OIHUCiB) KOPUCTYBayaM HE BHIAIOTHCS.



3. OOGniKy miJUIsIraloTh yci JTIOKyMEHTH, 110 30epiraloThCsl B apXiBl yCTAHOBHU, Y TOMY UYHUCII
HeomnmucaHi 1 Hempo(inpHI, CTpaxoBi KOMii JOKyMEHTIB, Komii (OHIYy KOpUCTyBaHHS (3a
HAasIBHOCTI), OITUCH CITPaB.

4. ApxiB yCTaHOBHM 3/1MCHIOE IIEHTpaTi30BaHUM 00K (OHJIIB 1 TOKYMEHTIB. 32 HasIBHOCTI
KUJTBKOX apX1BOCXOBHII[ OOJIIK TAKOXK BEJAETHCS B KO)KHOMY apXiBOCXOBHIII.

5. OOmik B3HIMCHIOIOTH NUISIXOM HAJaHHS apXiBHUM JTOKyMEHTaM (OZUHUIIM OOJIiKY,
OJMHUIAM 30epirants) 00JIIKOBUX HOMEPIB, IO € CKIIAJ0BOO apXiBHUX MHDPIB.

ApxiBHUH KD - MO3HAYEHHS, 110 HAHOCUTHCS HA KOXKHY OJUHMIIIO 30€piraHHs 3 METOIO
3a0e3nedyeHHs ii 00miky ¥ imeHTudikauii. ApXiBHHM mIUQpP CKIAJAETHCS 3 HOMEPIB apXiBHOTO
¢donay abo apXiBHOT KOJIEKIIii, ONUCY, OAUHMIII 30epiraHHs.

Howmep apxiBHOTO (hOHIY MPUCBOIOETHCS BIAMOBIIHO 0 MOPSAIKY, BH3HAYEHOTO B ITyHKTI 11
m1aBu 4 posainy X mux I[Ipasu.

2. OnuHuui o0JiKy

1. OcHOBHMMH OOJIKOBUMH OJUHHISIMU JUISI JOKYMEHTIB HE3QJICXKHO BiJ MarepialibHOTO
Hocis iHopMallii € apxiBHUH (HoHA (apXiBHA KOJIEKIIis), OAMHUILI 30epiranas (o. 30.).

2. Opunuuero 30epiraHHsl JTOKyMEHTIB 3 MalepOBUMHU HOCISIMM € crpaBa (IMB. MYHKT |
m1aBu 4 posainy 1X).

3. Heomwmcani mpokymeHTH (PO3CHI) OOJIKOBYIOTH y HEOMHUCAHUX (YMOBHHUX) OJMHHUIIAX
30epiranus (i3 po3paxyHKy 250 apKkyIiB B O/IHI YMOBHiW OJUHUII 30€piraHHs).

4. JlokyMeHTH OCOOOBOTO TOXOMKEHHS, [0 HPOMIUIM JIMIIEe NEpBUHHE ONHCYBaHHA,
0OJIIKOBYIOTh MTOJJOKYMEHTHO, B OKPEMHX BUII/IKaX - Y HEOMMCAHUX CIIpaBax Ta apKyIlax.

3. Cucrema 00/1iKOBHX IOKYMEHTIB apXiBy

1. Cuctemy 00IKOBUX TOKYMEHTIB apXiBy CKJIaJla€ KOMIUIEKC B3a€MOTIOB’ I3aHUX OOIKOBUX
JOKYMEHTIB Ta OOJIIKOBUX 0a3 JaHUX, CTBOPEHUX Ha €UHUX METOMOJOTIYHHX T4 METOIUYHHX
3acazax.

2. OOmiK TOKYMEHTIB B apxXiBi BENEThCA 32 OCHOBHUMH Ta JOMOMIKHUMHU OOJIIKOBUMHU
JOKYMEHTaMHU.

3. Cknan 1 popMu OCHOBHUX OOJIIKOBUX JJOKYMEHTIB € 000B’SI3KOBUMU JIJII KOXKHOTO apXiBY
ycTaHoBH. /[0 OCHOBHUX OOMIKOBUX JOKYMEHTIB HAJIC)KATh:

KHHUTA HA/IXOJKCHHS Ta BUOYTTS JIOKyMECHTIB;
CrcoK (hoH/I1B;

cnpasa (hoHy;

OIIKCH CIIPaB;

PCECTPH OIHUCIB;

aHOTOBAHI MEPEeJiKKU YHIKaJIbHUX JOKyMeHTIB HalioHaabHOTo apXiBHOTO (POHLTY.



4. HeoOXximHIiCTh BEACHHS 1 BHJAM JONMOMDKHHMX OOJIIKOBUX JOKYMEHTIB BH3HAYaIOThCS
YCTaHOBOIO caMOCTiiHO. DopMU IUX 0OTIKOBUX JOKYMEHTIB BCTAHOBIIOIOTHCS] YCTAHOBOIO.

Jlo 1onOMiKHUX OOJIKOBUX JOKYMEHTIB HajeKaTb: JTUCTU (POHIY, KAPTKH 1 KHUTU OOMIKY
pyxy (GOHIB, KHUTH OOJIIKY JOKYMEHTIB 3 KaJPOBUX MHUTaHb (0COOOBOTO CKIIaTy), KHUTA OOJIKY
JOKYMEHTIB, BWIYYEHHMX MJis1 3HUIICHHS, KHUTU OOJIKYy JOKYMEHTIB, MEpEJaHuX [0 1HIINX
apxiBiB, TOLIO.

5. Jnst mieHTpanmizoBaHOTO JIep:KaBHOTO 00Ky nokyMeHTiB HAD ckiamaeTbess macmopT
apxiBy.

6. O0IIKOBUM JOKYMEHTOM JJIsl CIIpaB TUMYAcOBOTO 30epiranus (10 10 pokiB BKJIIOYHO), 1110
HaAIAIUTM 111 30epiraHHs 710 apXiBy, € HOMEHKJIaTypa CIpas.

4. ITopsa1oK BeleHHSI OCHOBHUX 00JIiKOBUX TOKYMEHTIB

1. V xHM31 007Ky HaJXOMKeHHs Ta BUOYTTS JOKYMEHTIB apXiBy, (hopMma sIKOi HaBelIeHa B
nonatky 37 mo nux IlpaBwi, BegeThCst OOMIK YCIX CHpaB, MPUHHATHUX apXiBOM BiJ CTPYKTYPHHUX
MiAPO3IUTIB  OpraHi3ailii, BHIyYEHUX s 3HUINCHHS, IepelaHuX A0 JAEepPKaBHOTO apXiBy
(apxiBHOTO BTy MICHKOI pajid) Ta OTPUMAHUX BiJl 1HIIMX yCTaHOB. KoXXHE HAaJIXOMKECHHS Ta
BUOYTTS NMO3HAYAIOTHCSA CAMOCTIHUM HOMEpOM. SIKIIO AJOKyMEHTH (OHIY HAJIXOISATh J0 apXiBY
BIIepIlIe, TO HOMEp (OHIY 3a3HA4a€TbCAd B KHU31 MICHIS HaJaHHS HOMY HOMEpa 3a CIHCKOM
¢doHziB. SIKIIO JOKYMEHTH, 10 HATIHIUIM, € YaCTUHOIO (HOHITY, 1110 BXKe 30epiraeThCs B apXiBi, TO
y BIAMOBiIHIN Tpadi KHUTH HABOAUTHCS HOMEP, 1110 OyB HaJaHUH LIboMy (OHIY paHilIe.

Ha mepie ciuHs KO)KHOTO POKY B KHU31 HaJXOKEHHS Ta BUOYTTS TOKYMEHTIB YKJIaa€ThCS
MiJICYMKOBHM 3amuC MPO KITBKICTh CMpaB, IO HAMIWNUIM, Ta THX, IO BHOYJIH, a TaKOX IPO
KUTBKICTh (PAKTUYHO HAIBHUX Ha 30epiraHHi cripas.

KHura o6miky HaJxo[)keHHs Ta BUOYTTS JOKYMEHTIB € MiJCTaBOO JUIsl CKJIalaHHs MacopTa
apxiBy.

2. Cnucok ¢oHIiB apxiBy, popma skoro HaBeneHa B 1o1aTky 38 o mux [IpaBui, BegeThes B
apxiBi, 1o 30epirae MOKyMEHTH 1BOX 1 Oinbine (oumiB (konekmii). Koxaomy ¢onmy, 1m0
HA/JIXOIUTh Ha 30epiraHHs, NPUCBOIOETHCS TMOPSAAKOBHI HOMEp 3a CHHUCKOM (OHIIB Y
XPOHOJIOTTYHIH MOCTIJOBHOCTI HOT0 HaaXo/ukeHHs. ko GoH miaarae nmepeaadi Ha MOCTIHHE
30epiraHHsi, TO 4Yepe3 KOCYy PHUCKY BKa3yeThCs HOMEp LBOTO (OHAY B JACpKaBHIN apXiBHIH
YCTaHOBI (apxiBHOMY BiAiai Michkoi paam) (y BHNAAKY, SKIIO TOKYMEHTH (DOHIY paHilie
nepeAaBagics 10 IMX apXiBHUX yCTaHOB). Y cHHCKy (oHIB (IKCYIOTHCS MOBHA Ha3Ba Ta
CKOpoueHa Ha3Ba (DOHIIOYTBOPIOBa4Ya HA MOMEHT HaIXO/KeHHs (GoHIy B apxiBocxoBuiie. Homep
BUOYs0r0 (hOHIY HE MPUCBOIOETHCS (HOHIY, IO HAIIHIIOB Ha 30epiranHs. [Ipu HaAXOMKEHH] HaA
30epiranHs (QOHIY JIKBiIOBaHOI yCTaHOBM (DOHAY HAJIAETHCA Ha3Ba Ha JaTy JKBiAarlii.
O06’ennanuii poHA BHOCUTHCA MiJ y3aralbHEHOIO Ha3Bow. O0’eqHaHOMY (DOHIY, CTBOPEHOMY B
apxiBl YCTaHOBH, HAJA€ThCA OJIWH 3 HOMEPIB apXiBHOTO (OHAY, BKJIIOYEHOTO 10 CKJIady
00’€JHaHOTO, SIK MPABHUJIO, HAWOUIBIIOTO 3a 00cATOM crpaB. J{jist apXiBHOT KOJIEKIIil, CTBOPEHOI B
apxiBl yCTaHOBH, HAJIA€ThCS y3arajibHEHA Ha3Ba BKIIOUEHHUX JI0 Hel JOKYMEHTIB, a JJIsl KOJICKIIii,
c(hopMOBaHOI KOJIEKIIIOHEPOM, - 11 Ha3Ba.



Ha 01 ciuHs KO)XKHOTO POKY J0 CIHUCKY (DOHIIB CKIJIQJAETHCS MiJICYMKOBHH 3aIHC, B SIKOMY
3a3HAYAIOTHCS KUTBKICTh (DOHIIB, IO BHOYIH, IO HAMINIILIM MPOTATOM pPOKY, Ta 3arajibHa
KUTBKICTh (DOH/IIB, IITO 3HAXOAATHCS Ha 30epiraHHi.

3. CnpaBa ¢onHny BeneTbcsi Ha KOoXHHM (oHI apxiBy. BoHa MICTUTH JOKYMEHTH, IO
BiJOOpaXxaroTh 1CTOPil0 yCTaHOBH-()OHJIOYTBOPIOBaYa Ta ICTOPiI0 HOro apXiBHOro (OHIY:
ICTOpHYHY JOBIAKYy a00 MepeAMOBH [0 ONKUCIB, CXeMy cucremMarusaiii (oHIy, METOIWYHI
NOCIOHUKHM 3 HAyKOBO-TEXHIYHOTO OMpALIOBAHHS JOKYMEHTIB ()OHIY, CTBOPEHHS OOJIIKOBOTO Ta
JIOBIJIKOBOTO amapary, pecraBparlii 1 KOHCepBallii, CTBOPEHHSI CTpaxoBoro (GoHmy Ta GOHAY
KOPHCTYBaHHS, aKTH MEPEBIPOK HAIBHOCTI Ta CTaHy CIIPaB, aKTH ITPO HEBHUIIPABHI MOIIKOIKEHHS,
aKkTu rnepenadi (GOHAY Ha MOCTIMHE 30epiraHHs 10 JEp)KaBHUX apXIBHHUX YCTAaHOB (apXiBHHUX
BIJUIUTIB MICBKUX DPaj), aKTH BHIIyYEHHsS Ui 3HHILIEHHS JIOKYMEHTIB, HE BHeceHHX a0 HAD,
TOLIO.

JlokymeHTH, 0 (IKCYIOTh 3MiHH Y CKJIaJi Ta 00cs31 (GOHIY, BKIIOYAIOTh IO CIpaBU (POHIY
TUTBKH 3 BIAMITKOIO TIPO BHECEHHS 3MiH B YCi OOJIIKOBI JOKYMEHTH apXiBy YCTaHOBH. JlIOKyMEHTH
B CIIpaBi GOHIY PO3MIIIYIOTh Y XPOHOJIOTIYHIN MOCIIOBHOCTI. YCi apKyIili JJOKYMEHTIB, BMIIICHI
1o cripaBu GoHAY, MatOTh OyTH TTpoHyMepoBaHi. CKIIaIal0ThCs BHYTPINTHINA OTHUC 1 TTACYMKOBUI
3anuc. JIo HUX BHOCSATHCS 3MiHM B Mipy TIONMOBHEHHS CIIPaBH HOBHMH JOKyMeHTaMu. KoxkHii
crpaBi GOHIY IPHUCBOIOETHCSA HOMEp BianoBigHoro (oHay. CripaBa GoHIy 30€epiraeThcs B apXiBi
YCTaHOBH y MOPAIKY 301IbIICHHS HOMEPIB (POHIB.

4. Onucu crpaB € MePBUHHUMU OOIKOBUMU JOKYMEHTAMH IS TIOOAMHUYHOTO 1 CyMapHOTO
o0IiKy crpaB NOCTIMHOro 30epiranHs, TuMuacoBoro (nmoxaz 10 pokiB) 30epiranHHs Ta 3 KaJpoBUX
MUTaHb (3 0COOOBOTO CKJIANy), IO CKJIAJAIOTHCS BIAMOBIAHO O BUMOT, BUSHAYCHUX Y TJaBi 3
po3ainy VI ta posaini VII nux [pasui.

[TooguaMYHUI 00K 3MIMCHIOETHCS MUISIXOM 3aKPIIUICHHS 32 KOXKHOKO CIPABOIO (OAUHHUIICIO
30epiraHHs) CaMOCTIHHOTO HOMEpa, a CyMapHUM OOJIIK - CKJIQJCHHS IiJCYMKOBOTO 3aIHCy JI0
OIIHCY, SIKWH € TICTaBOIO JUISI BEJICHHS 1HIINX OOIKOBUX JOKYMEHTIB.

VYei 3MiHU B 00¢31 CIIPaB B ONMHUCY, OB’ s13aH1 3 BUOYTTSM, HAIXOUKEHHIM, 00’ €THAaHHAM a00
po3dopMyBaHHSIM CIpaB, BIAOOpaXarOThCA B IMIJCYMKOBOMY 3allMCy JO 3BEIEHOrO abo
3aKIHYEHOT'0 OMKCY 3 MOCUJIAHHIM Ha JIOKYMEHT, L0 MiATBEP/DKYE 111 3MIHH.

Ornucu cripaB CTPYKTYPHHUX IMiIPO3AUTIB € O0JIKOBUMH TOKYMEHTAMU JI0 CKJIAJICHHS PIYHOTO
pO3aiTy BiAMOBIIHOTO 3BeAE€HOrO omucy. OnucH CTPYKTypHUX MiAPO3ALTIB TMOCTIHHOTO
30epiraHHs, IO TMepefaroTh CBOi JIOKYMEHTH 0 JEpP)KaBHHX apXiBHUX YCTAaHOB (apXiBHHX
BIJUILTIB MICBKHX paj), 30epiraroThcs y crpasi pOHAY 10 epeJaBaHHs JOKYMEHTIB 3a 11i pOKU Ha
30epiraHHsl A0 BIAMOBIIHUX AapXiBHUX YCTaHOB. SIKIIO ycTaHOBAa HE IMepeaac IOKyMEHTH
MOCTIHHOTO CTPOKY 30epiraHHs 10 JEpXKaBHUX apXiBHUX YCTAHOB (apXiBHUX BIAJUIIB MiCHKHX
pam), TO OMUCH CIIPaB CTPYKTYPHUX MIAPO3IIIIB BMIIIYIOTHCS Y CIIpaBy (HOHITY.

Onucu cmnpaB CTPYKTYPHHX MiJPO3AUTIB 3 KaApOBHX NHTaHb (0COOOBOTO CKIIALY)
30epiratoTbCsi 0 MOTOMKEHHS PIYHOTO PO3JUTYy 3BEIECHOTO ONKCY CIpaB YCTAaHOBM 3 KaJpPOBHUX
nutanb (ocobosoro ckinany) 3 EIIK (EK) nepxaBnoro apxiBy abo EK apxiBHOro Bigaily MiCbKOi
panu.

5. Peectp onucis, ¢opma sikoro HaBeneHa B joaarky 39 mo mux [lpaBun, BemeTbes B apXiBi
YCTAHOBH 32 HasIBHOCTI JIBOX 1 OLJIbIIIE OMHKCIB.



Onucu BHOCATh JO PEECTPY B XPOHOJIOTIYHIN IMOCHITOBHOCTI 1X HAJIXOMKCHHS ITiJI
BIJIMIOBITHIM TIOPSIIKOBUM HOMEpPOM. Y peecTpi OomuciB (iKCYIOTHCSI OCHOBHI BiZIOMOCTI IpO
CKJIaJ] KOXKHOTO OIHKCY, IO HAJIIWIIOB 10 apxiBy: HOMep (OHIY, HOMEp OIHCY, KUJIbKICTh
OINMMCAHMX Y HbOMY CIPaB, KUIbKICTh apKyIIIiB B OMHUCY 1 KIIBKICTh HOTO PUMipHHUKIB.

6. OO6mik yHikanbHUX JokyMeHTIB HA®D BemeThcsi B apxiBi YCTaHOBM 3a AHOTOBAaHUM
nepenikoM, noromxenuM LIETIK Yikpnep:kapxiBy.

7. TlacmopT apxiBHOTO MiIPO3AUTY CKJIaJalOTh YCTaHOBH, AKi € JpKepenaMu (OopMyBaHHS
HA®, 3a dopmoro, HaBeneHow B gonatky 40 mo nux [IpaBwii, mopoky y JBOX MPUMIpHUKAX,
OVH 3 SIKUX HAJCUJIAETHCS BIIMOBIIHIA JepaBHIH apXiBHIH ycTaHOBI (apXiBHOMY BiIILTY
MicbKoi paau) He misHime 01 TpyaHs pOKy, 3a SKWW BiH CKJIAJICHUM, a APYTUHA 3aJUIIAETHCS B
apxiBi.

[Taciopt apxiBy NpU3HAYEHHI JI11 CyMapHOTO OOJIiKYy CIpaB MOCTIHHOTO, TPUBAJIOTO (TIOHA
10 pokiB) 30epiraHHs Ta 3 KaJpOBHUX NHUTaHb (0COOOBOrO CKJIaAy), IO MICTATHCS B apXiBl. Y
HbOMY TaKOX HABOZATHCS BIZJOMOCTI PO MPHUMIILLEHHS apXiBy Ta HOTo MparliBHUKIB.

Y pa3i HEOOXiTHOCTI 0 TACIopTa apXiBy BIATMOBIAHO JO MOTO PO3IiTIB CKJIATAETHCS
MOSICHIOBAJIbHA ~ 3alMCKa, Yy sKii BimoOpakaroTbcs BIJOMOCTI TPO 3MiHM Yy HasBi,
I ITOPSIIKOBAHOCTI, OpraHi3aiiifHO-IPaBOBOMY CTaTyCl yCTaHOBH, 3a3HAYAIOTHCS IPUYUHHA 3MIiH
MOKAa3HMUKIB TOPIBHAHO 3 TONEpPEIHIM IMacmopTOM Yy Has3BaxX Ta KUIBKOCTI (DOHIIB, KUIBKOCTI
crpaB, KpaWHIX Jarax crpaB, yMoB 30epiraHss. [losicHIOBagbHa 3ammcKa IiJITHCY€EThCS
KEpiBHUKOM apXiBy (0C00010, BIAMOBIAAIBHOIO 32 apXiB).

Ctpoxu 30epiraHHs J0KyMEHTIB MOCTIHHOTO 30epiraHHs B apXiBi yCTaHOBU 0OpaXOBYIOThCS
3 01 ciyHs pOKY, HACTYITHOTO 32 POKOM 3aKIHYEHHS JOKYMEHTIB y JIIJIOBOJCTBI (32 BUKITIOYCHHSIM
POKY IOTOYHOIO JITOBOJCTBAa Ta JIBOX POKIB, MPOTATOM SKUX BOHM INOBUHHI 30epiratucs B
CTPYKTYpPHHUX MiApo3AiIax ycraHoBu). Hampukian, yctaHoBa 061acHOTO MaciTady TisiIbHOCTI
(B apxiBi sIKOi JJOKYMEHTH MOCTiiiHOrO 30epiraHHs TUMuacoBo 30epiratoThest 10 pokiB) mopae
MacnopT J0 AepKaBHOTrO apxiBy obsacti cranoM Ha 01 rpyans 2012 poky, npu 1IbOMYy BOHa Ma€e
BUKJIIOUUTH PIK IMOTOYHOro JutoBoactBa (2012) Ta 1gBa poku 30epiraHHs JOKYMEHTIB Y
cTpykrypHux miapo3aitax (2010-2011) 1 3a3naunt 10 pokiB 30epiraHHs JOKYMEHTIB B apXiBi
(2000-2009). Sxmo B apxiBi 30epiraloTbCcsi JOKYMEHTH TIOCTIHHOTO 30epiraHHs IMOHa
BCTaHOBJIEHI poku, ToOTO 10 2000 poky, y rpadi 3a3Ha4aroThCsl iX KUIBKICTH 1 KpalH1 Jatu
(nanpuknaa, 100 cmnpaB mocriiiHoro 306epiranas 3a 1998-1999 poku 306epiraroTecsi B apxiBi
YCTaHOBHM I[TOHAJ1 BCTAHOBJIEHI CTPOKH).

8. Homenkmatypa crpaB YCTAaHOBHU 3aCTOCOBYETHCS Uil OOJIKYy CHpaB THMYacOBOTO
30epiranHs (1o 10 pokiB BKIIIOYHO), IO HAAIMNUIKA JUIsl 30epiraHHs 10 apXiBy 3a PIlIEHHSIM
KepiBHUKA. J711 cymapHOTro OOJiKy CIpaB yCiX KaTeropiil 0 HOMEHKIIATypH CIIPaB CKJIAJa€ThCs
mizicymkoBui 3amuc. IIpy 1bOMy IONIYKOBHUM iHIEKCOM Uit HHUX Oyne ckopodeHHs «H»
(HOMEHKJIaTypa), uepe3 THpe - YOTUPU HU(PH TUITOBOAHOTO POKY Ta MOPSIKOBHI HOMED CIpaBH,
HaINpUKIaI;

H - 2014, cop. Ne 21.
9. Onucu 1 HOMEHKJIATYpH CIIpaB, IO 1X 3aMiHSIOTh, B apXiBi 30epiratoThCs:

3a MOPSAAKOM HOMEPIB (OH/IB;



ycepenuHi (oHAIB - 3a rpynamu crpaB INOCTiHHOTO, TpuBaioro (monan 10 pokis),
tMYacoBoro (10 10 pokiB) 30epiranHs, 3 KaJpOBUX IMUTAHb (0COOOBOTO CKIIALY).

VYcepenuHi 3a3Hau€HUX TPYN OMUCH 1 HOMEHKJIATYpH CHpaB, IO I1X 3aMiHSIOTh,
PO3MIIITYIOTECS 3J11Ba HAIMpaBO B TOPSJIKY 3POCTaHHS iX BasioBOi Hymepainii. OTHCH KOXHOTO
¢donny (y pasi moTpedu - 1 KOXKHOI TPYNHU CIpaB) BIIAUISAIOTECS OAMH BiJl OJHOTO KAPTOHHUMH
PO3MOAUTEHUKAMU 3 BIIMOBITHUMH TO3HAYKAMH.

10. V pasi ctBOopeHHs cTpaxoBoro (GoHay Ta (OHIY KOPUCTYBaHHS ixX OONIK B apXiBi
BEJIETbCS HA TIJACTaBl KHUTHM OONIKY HAIXO/KEHHS 1 BHOYTTA cTpaxoBoro ¢oHay i (oHmzy
KOpHCTyBaHHS (101aToK 41) Ta ommcy crpaxoBoro ¢oHAy (momatok 42) mais MOOAMHUYHOTO
00Ky CTpaXOBHX KOIIIH.

XI. /ToBinkoBuii anapar 10 J10OKYMEHTIiB apXiBy
1. Cucrema 10BiIKOBOIO anapary apxiBy

1. Cuctema OBIJKOBOTO amapary - 1€ KOMIUIEKC B3a€MO3AJICKHUX 1 B3a€MOJIOTIOBHIOIOYNX
apXiBHUX JIOBITHUKIB, 023 JaHUX MPO CKJIAJ, 3MICT 1 MIiCII€3HaXO/KEHHS apXiBHUX (DOHIIB 1 (a00)
apXiBHUX JOKYMEHTIB, IO CTBOPIOEThCS HA €IWHIA HAyKOBO-METOIWYHIN OCHOBI st
OTEPAaTUBHOTO TIOIIYKY TOKyMEHTIB Ta Hale(eKTHBHIIIOT0 BUKOPUCTAHHS iH(MOpMarii, 110
MICTUTECS B HUX.

2. OOOB’SA3KOBMMM THIIAMHM apXiBHMX JOBIJHHMKIB € OIWCH, HOMEHKJIATypH, apXiBHI
KaTtayioru, 0a3y JaHWX, 0 BUKOHYIOTh (YHKIIi IUX TOBIIHUKIB, & TAKOX MOKKYUKH, OTIISIAH
apXiBHUX JIOKyMEHTIB, ICTOPUYHI JOBIAKH 10 apXiBHUX (DOH/IIB YCTAaHOBH.

3. Cknan apXiBHUX JOBIJHHUKIB 1 0a3 JaHUX B apXiBl YCTAHOBH BU3HAYAETHCS BUIOM apXiBy,
KUTBKICTIO ()OH/IB, CKIIAIOM 1 3MICTOM apXiBHUX JOKYMEHTIB, XapaKTEPOM 1 3aBIAHHSAMHU IMOIIYKY
JIOKYMEHTIB, IHTEHCUBHICTIO BUKOPHCTaHHS JOKYMECHTIB.

2. Onucu Ta HOMEHKJIATYPH CIIPaB

1. ApxiBHi omucu crOpaB € 0a30BUMH JIOBIIHUKAMHU [IJII CTBOPEHHS IHIIUX BH/IIB
JIOBIIKOBOTO amapary apXiBy, MOCITYTOBYIOTHCS TONTYKOBUMU JaHUMU, 3aKPIMJICHUMH OMUCOM
crpaB: HoMepH (POHITY, OITUCY, CITPaBU, APKYIIIIB Y CIIPaBi.

Onuc ckiIafaeTbes 3 OMHUCOBUX CTareH, MiJCYMKOBOIO 3aIlUCY, 3aCBIUyBaJIbHOIO HAIUCY 1
JIOBIJTKOBOTO arapary o OIuCY.

[Topsimok ckiamaHHs apXiBHUX ONMUCIB BU3Ha4eHO B po3aum VII mux [Ipaswr.

2. HoMmeHKaTypu cnpaB BUKOPHCTOBYIOTHCS B apXiBi YCTAHOBHU ISl BU3HAUEHHS CKIIALY,
3MICTy Ta MICLIE3HAXOIKEHHS JOKYMEHTIB TUMYacoBoro (110 10 pokiB) cTpoky 30epiraHHs.

Jlnst cTBOpeHHST apXiBHUX JOBIAHUKIB 1 (a00) 6a3 maHWUX JOKYMEHTIB TUMYacoBoro (o 10
POKIB) 30epiranHs MocIyroByrOThCs C(HOPMOBAHUMH B J1IOBOACTBI KAPTOTEKAMH, TIOB’ I3aHUMH 3
MONIYKOBHMH JIaHHMH, HOMEHKJIaTypaMu CIIPaB, 10 3aMiHSIOTh B apXiBi yCTaHOBHU OMHCH.

3. ApxiBHi KaTaJIOT¥ Ta apXiBHI KAPTOTEKH



1. ApxiBHi Karajoru (apxiBHI KapTOTEKH) CTBOPIOIOTh Ha Ti JOKyMEHTH (OHIIB abo ix
YaCTUH, SKI BUKOPHUCTOBYIOTHCS HaidacTilie (MOCTaHOBH, PIIIEHHS, HAKa3W, PO3MOPSIKECHHS,
0Cco00BI CIIpaBH, HAYKOBI 3BITH TOIIIO).

2. OO’exTaMu OMNKCYBaHHS B Karajio3l 4 KapToTell MOXYTb OyTH: JOKYMEHTH (Tpyma
JOKYMEHTIB, YaCTHHU JIOKYMEHTIB), OAMHULI 30epiraHHs (OJUHHULII OOJIKY), OTUCH, (DOH[TH.

3. ApxiBHI KapTOTE€KH MOXXYThb BiJl TOYaTKy CTBOPIOBATHUCS B apXiBl YCTAaHOBH, a TaKOXK
MOXYTh 0a3zyBaTHCs Ha JOBIIKOBHUX KapTOTeKaX, sIKi C()OPMOBAHO B JIIIOBOACTBI YCTaHOBH Ta
MIEpEeIaHo J0 apXiBy pPa3oM 3 JOKYMEHTaMH, HAIPUKIIA, )KypHAIU (KapTKH) peecTpariii HakasiB 3
OCHOBHOI JisUTHOCTI.

4. 3anexHO BiJi METH BUKOPHCTAHHS JOKYMEHTIB 1 3MICTy JAOKYMEHTIB apXiBy YCTaHOBHU
CTBOPIOIOTH Pi3H1 BUIHM KapTOTEK - MPEAMETHI, TEMaTU4HI TOILIO.

5. YV mpeaMeTHiil KapTOTeli KapTKH TPYMyIOTh 3a aj(aBiTOM NpeAMETHUX MOHSATH ((PaKTiB,
nonii, reorpadgiuyaux Ha3B) 1 oci0. [lomanmemia cucteMaTu3allist 3AIHCHIOETBCS B JIOTIYHIN a0o
XPOHOJIOTIYHOI MOCIIIOBHOCTI. Pi3HOBUAaMH TpEeAMETHOT KapTOTEKH € iMEHHa Ta reorpadivHa
KapTOTEKH.

6. YV TemaruyHiil KapToTell KapTKU TPYNyIOTh Y MeXax TeM (BIANOBIZHO N0 3MICTY
JOKYMEHTIB, HampsMIB AiAIbHOCTI). Pi3HOBHIM TeMaTH4HOI KapTOTEKU - KapToTeka 3 icTopii
YCTaHOBH 1 KapTOTEKa Ha3B (DOH/IIB.

7. Kinpka apxXiBHMX KapTOT€K OJHOTO BHJIY YTBOPIOIOTH apxiBHHM Katasor. Jlns
(dhopMyBaHHs apXiBHUX KaTajoriB BUKOPHCTOBYIOTh KaTaJOKHI KapTKW. 3aJeKHO Bij MOOYI0BH
KaTaJloTH TOAUIAIOTh HAa CHCTEMAaTW4Hi, TeMaTH4Hi, MPEeIMETHI 1 iX pi3HOBHIU (IMEHHHIA,
reorpadigyHuii, 00’ €KTHUI).

4. IlokaKYuKH

1. TTokakxuuku pO3pOOJIAIOTH K CaMOCTIMHI apXiBHI JOBITHUKHU (apXiBHUM MOKAXYHK) 200
BOHHM MOXYTh OyTH €JI€MEHTOM JOBIJKOBOTO amapary apXiBy yCTaHOBH (IIOKaXYUKHU JIO0 OIHUCIB
CIIpaB, KaTaJoriB, OTVISIIIB apXiBHUX JOKYMEHTIB).

2. [NokaX4nKy CKIaAar0Th 0 CTpaB ad0 JOKYMEHTIB OTHOTO OIHCY, KIJTLKOX OMHCIB (hOH.TY,
ycboro oy (mooHI0BHHM MOKAKYUK), KUTbKOX (hoHIB (MIK(OHIOBHH MOKAXKIUK).

3. 3a GpopMOIO0 MOKWKIYUKA MOXKYTh OYTH Y BUIVISI apKyIIiB, KAPTOK a00 B €JICKTPOHHOMY
BUDVISAIL. 32 CTPYKTYpOIO PYOPHK MOKXYMKHU MONUISIOTH HA TIyXi (MPeaIMETHI MOHATTS Ta iX
MOIITYKOBI JJaH1) Ta aHOTOBaH1 (TIPEIMETHI IMOHATTS MalOTh IMOSICHEHHS Ta X MOIIYKOBI AaHi).

4. OCHOBHUMH BHJaMU NOKKYMKIB € TpEeIMETHHH (HOro pi3HOBUIM - TEMaTHYHUH,
IMEHHHUH, reorpadiuHuil) Ta XpOHOJOTIYHUNA. 3a TPYMYBaHHSAM IOHATH BCEPEIUHI MOKaKUMKA
PO3PI3HAIOTHCS andaBiTHI, CHCTEMaTUYH1, XPOHOJIOT1YHI.

5. IIpeameTHuil MOKaXYMK MOXe OyTH 3arajJbHHUM 1 CIeIiaJIbHUM. 3arajJbHUA IpeaMeTHHHA
MOKXYMK MICTUTh PI3HOPIIHI IPEIMETHI MOHATTS Pi3HOTO XapaKTepy, CIeIlaabHUN - OJHOPITHI
NpeaMeTHI TOHATTA (BUAM JOKYMEHTIB, TMpi3BUINA aBTOPiB, HaliMEHYBAaHHS yCTAHOBH Ta ii
CTPYKTYPHHX ITiIPO3ALTIB, HA3BH raay3eH TOIIO).



3aranbHUN NPEAMETHUH MOKaXYHK 32 CTPYKTYPOIO PYOpPHK MOXKe OyTH TUIBKH TIIYXHM,
creniaJbHUHN - IITyXUM a00 aHOTOBAHUM.

6. Y TeMaTM4HOMY IMOKa)XKYMKY IMPEIMETHI MOHATTS HaBOIATH B ay()aBITHOMY MOPSJIKY,
Ha3BH pyOpUK 3a3HAYaIOTh y HA3UBHOMY BIJAMIHKY.

7. IMeHHMI TOKaXYHK CTBOPIOIOTH 3a andaBiTHOI O3HaKow0. /[0 HBOrO BKIIOYAIOTH
Mpi3BUINA, iIMEHA, 10 0aThKOBi (PI3HOYMTAHHS, TICEBIOHIMH, MPI3BUCHKa, OiorpadiuHi JOBIAKH).
IMeHHU# MOKaXXYNK MOXKe OyTH IITyXHM 200 aHOTOBaHHM.

8. EnemeHTH reorpaiqHoOro MOKa)kK4MKa BIOPSAKOBYIOTh 3a an(aBiTHOIO O3HaKO0. Y
HbOMY HAaBOJASTH HA3BH JEp>KaBU, aIMIHICTPAaTHBHO-TEPUTOPIANIbHUX OAMHHUIb, MOPIB, PIK Ta
1HIIUX reorpadiuHuX 00’ €KTIB.

Ha3Bu y3arampHioouux reorpadiyHux abo0 aaMIHICTPATHUBHO-TEPUTOPIaIbHUX OIUHUIIb
BKJTIOYAIOTh JI0 TMOKA)XYMKa 0e3 KOHKpPEeTH3allii, y TOMy BHIVISI, B IKOMY iX OJAAHO B 3aroJIOBKaxX
crpaB a00 B apXiBHUX JOKYMEHTaX.

9. XpoOHOJOTYHUI MOKAKYMK CKJIAJAEThCS 3 PYOpPHUK, 10 BKIIOYAIOTH JaTH 1CTOPUYHHX
MO, SBUII 1 (hakTiB a00 JaTH TOKYMEHTIB. Takuii MOKaXUYUK € IITyXHUM.

10. Y MOKaXXYIUKY 3aCTOCOBYETLCS CUCTEMaA 3araJibHUX 1 OKpEMUX Bi,Z[CI/IJ'IOK, 3a JOIIOMOI'OIO
SIKMX BCTAHOBJIIOETHCS 3B’ 30K MIJK TOTOKHMMU MOHSATTSIMHU.

5. Orisian apxXiBHUX JJOKYMEHTIB

1. PiznoBumamu orsimiB €: omisig GoHAy (TIOAAaE BIAOMOCTI MPO CKIIAM i 3MICT JOKYMEHTIB
ofgHoro (oHAY) Ta TeMaTHUYHUH (1Moxae BIAOMOCTI MPO CKJIaja 1 3MICT JOKYMEHTIB OJHOTO abo
KUTBKOX (DOHIIB 3 TIEBHOT TEMH).

2. OOOB’S3KOBUMM €JIEMEHTaMU XapaKTEpPUCTHKH JOKYMEHTIB € iHAWBigyanbHa i/a0o
rpynoBa aHOTallis JOKYMEHTIB, X MOIIYKOBI JaHi.

Y rpynoBHX aHOTAIisIX HABOISATH CTUCIHMHA 3MICT TPYIl CHpaB, BKAa3yIOTh OCHOBHI BUIH
BKJIFOYCHHX JI0O HHUX JOKYMEHTIB, IOJAOTh BIJIOMOCTI MPO aBTOPiB, XPOHOJIOTIYHI MEXi,
OpHTIHANBHICTH 1 MOMIYyKOBi naHi. YacoM TpyroBi aHOTamii TOMOBHIOIOTH 1HAWBITyalbHUMH, B
SIKUX TIOBHIIIIE PO3KPHUBAIOTH 3MICT HAMBAKIIMBIIIMX JOKYMEHTIB.

3. B ommsiai GoHmy Ta TeMaTWYHOMY OIS/, IO MICTHUTH BIJIOMOCTI MPO CKJIAa 1 3MICT
JOKYMEHTIB OHOTO (hOHAY, MOIIYKOBI JaHI CKJIAJar0ThCs 3 HOMEPIB OMMCIB, CIpaB, apKyIIiB
cipaB. Y TEeMaTUyHOMY OIJISA[I, 11O MICTUTh B1IOMOCTI MPO CKJIAJ 1 3MICT apXiBHUX JIOKyMEHTIB
KUTBKOX (DOH[IIB, MOIIYKOBI 1aH1 JTOMOBHIOIOTHCS HOMEpaMH LuX (hOHIIIB.

4. Jlo ckiaay AOBIIKOBOTO amapary OIVISIy BXOISTH THTYIBHUH apKyll, 3MICT, TIEpeIMOBa,
CIIMCOK CKOpPOYEHb, MOKXYMKU. J[0 TeMaTWYHOrO OISy TMOBHHEH OyTH CKIAJCHHMA CIMCOK
dbonmiB, iHdopmarlis mpo AKi MICTUTHCS B OIS, Ta 6101iorpadis 3a TEMOFO.

Y nmepeamoBi 10 ONIALYy HaBOAATH BIIOMOCTI MPO 1CTOpir0  (POHIOyTBOprOBava
(ponnoyTBOproBauiB) Ta pouay (PoHAIB), CTPYKTYPY OIVISLY, CKJIaJ IOBIAKOBOTO anapary.

5. CxemMamu T1OOyIOBM ONIAMIB €  CTPYKTypHa, Taiy3eBa ((yHKIIiOHaIbHA),
NpeaMETHO-TeMaTHYHa, reorpadiuHa, XpOHOJIOTIYHA.



6. Ictopuuna noBiaka 10 ponay

1. ApXiB yCTaHOBHU CKJIaJa€ iCTOPUYHY JAOBIAKY - JOKYMEHT, 1110 MICTHUTh BIJOMOCTI 3 iCTOPii
YCTaHOBH Ta i1 (POHIY, XapaKTEepUCTUKY OMHCIB, 1HGOPMAIIIIO MPO CKJIAa 1 TOBHOTY JTOKYMEHTIB,
0co0aMBOCTI (pOPMYBaHHS CIpaB, IX CTaH, CKJIAJ JOBIJAKOBOTO amapary 10 (GOoHAY Ta MOPSIOK
KOPHUCTYBAaHHS HUM.

Icropuuny noBiAKYy 10 GOHIY CKIIAIArOTh IMiJ Yac MEPUIOro HAaIXOHKEHHS JOKYMEHTIB 10
apxiBy. Y pa3i momoBHEHHS (OHIY [JOKyMEHTaMH 3a IE€BHMI TMepiol Yacy CKIaJaloTh
MIPOJOBKEHHS JI0 ICTOPUYHOI JOBIJIKH 3a IIeH TIepioj Jacy.

ITix yac ckiajaHHs iICTOPUYHOI MOBIIKM BUKOPHCTOBYIOTH iH(OpMAIlil0, IO MICTUTHCS B
MePEMOBI JI0 PIYHHUX PO3JLIIB OIHUCY.

2. IctopuuHa JOBigKa CKIANAEThCA 13 TPHOX YaCTHH: icTOpii (oHmOyTBOprOBava, icTopii
boHIy, XapaKTepUCTUKH TOKYMEHTIB (hOHY.

3. V mepmiid 4acTUHI iICTOPUYHOT JOBIAKKA B XPOHOJIOTTYHIM MOCITITIOBHOCTI HABOAATH TaKi
BiJIOMOCTI:

JAara CTBOPCHHA YCTaHOBU (3 IIOCHUJIaHHAM Ha aKTI/I);

MOPSIIKOBAHICTh, 3aBAaHHs, (QYHKIlI, HAPSMU JiSJILHOCTI YCTAHOBU BIJIMOBIIHO A0 il
ycTaBy (TOJIOKEHHS PO YCTAHOBY), iX 3MiHHU;

CTPYKTypa YCTaHOBH Ta MepekKa IMiUIETTIUX YCTAaHOB (32 HAsSBHOCTI);
cucreMa abo raiaysb, 10 CKIATy SIKOi HaJleXKUTh YCTAaHOBA HA MOMEHT CTBOPEHHS JIOB1JIKH;

3MIHH B CTPYKTYypi YCTaHOBM (CTBOpEHHS, peopraHizaiis, NepeiMeHyBaHHS, JIKBiJgallis
CTPYKTYPHHUX MIAPO3ILIIB, Y TISIILHOCTI SIKUX YTBOPHWIIUCS JOKYMEHTH TOCTIiHOTO 30epiraHHs,
BKJTIOUEHI B OMHC 13 3a3HAYEHHSM JIaT 1 IOCWIAHHSAMH Ha aKTH; peopraHi3allisi yCTaHOBH, 3MiHH
Mepexi mimrermux (10 BXOAATh JO CKIATy, CHUCTEMH) YCTAHOB 13 3a3HAUCHHAM JaT i
MOCWJIAHHSIMU HAa HOPMATUBHO-TIPABOBI aKTH);

[MpuvirHa, HiI[CTaBa Ta JaTa NPUIIMHCHHA YCTAHOBU 3 TIOCHUJIAHHAM Ha BiI[l'[OBiI[HI/Iﬁ aKT.

4. V npyriid 4acTHHI ICTOPUYHOT JOBIJKHA BUCBITIIOIOTH iCTOPiO (DOHIY Ta MOMAIOTH TaKy
iHpOopMarito:

Jlata MepuIoro HaJaXOoMKEeHHs TOKYMEHTIB (JOHIY /10 apXiBy YCTaHOBH, iX 0OCSTH Ta KpaiHi
1aTy;

BiZJOMOCTI TIpo (OpMyBaHHS Ta 30epiraHHs JOKYMEHTIB O MOMEHTY iX HaJIXOIKEHHS 10
apxiBy yCTaHOBH (Iepio Ta yMOBH ()OpMYBaHHS, 3MiHHU paBa BIIACHOCTI Ha JOKYMEHTH TOIIO);

3MIHHU Yy CKJal Ta 00cs31 GoHy Ta iX NPUUMHU (IPOBEACHHS €KCIIEPTU3H LIIHHOCTI, BTPaTH,
HE3aJJ0KyMEHTOBaHI1 Mepioan);

0co0MBOCTI (hOPMYBaHHS, ONMUCYBAaHHS 1 CHCTEMAaTH3aIlii JOKYMEHTIB;

BIIOMOCTI NP0 JOKYMEHTH 3 KaJpOBUX NUTaHb (0COOOBOrO CKJady), 1HIII Kareropii
JOKYMEHTIB, a TAaKOX PO Miclie X 30epiraHHs;

CTYMiHb 30€PEKEHOCTI TIOKYMEHTIB (DOH/TY;



BIJIOMOCTI IIPO CKJIaJl AOBIJIKOBOTO arnapary a0 GpoHIy;

BIIOMOCTI IIOAO BUKOPUCTAHHS JOKYMEHTIB (oHIy (myOmikaili, B SKHX BHKOpPHCTaHa
JOKyMEHTHa 1H(popMaltist abo oryOI1ikoBaHi cami JOKYMEHTH);

YMOBH, SIKi PEryJIIOIOTh JOCTYI J0 JOKYMECHTIB Ta BUKOPHUCTAHHS BIJOMOCTEH, IO B HUX
MICTSITBCS (SIKIIO JOCTYI OOMEKEHUI Ha BU3HAUECHUH CTPOK, 3a3HAYAIOTH JATH, KOJIH OyJIe 3HSATO
111 OOMEKEHHS);

Jara TEepIIoro IepelaBaHHS CIpaB Ha IOCTiHe 30epiraHHs 10 Jep>KaBHOI apXiBHOI
yCTaHOBH (apXiBHOT'O BIJUILTY MICBKOI pajiy).

5. Y TpeTiit YacTHHI MOAAOTH BiIOMOCTI MPO:

CKJIQJI Ta 3MICT CIIPaB, YKIIOUCHHUX JO OMHUCY (XapaKTEPHCTHKA THIIOBUX TPYII CIIPaB 3a ix
3MiCTOM, BUJJaMH Ta PI3HOBUAAMH JOKYMEHTIB), PO BUIU HOCIIB iHGOpMAIIii;

0co0auBOCTI (hOPMYBaHHS Ta CUCTEMaTH3allii HETUITOBHUX CITpaB (BIOMOCTI MPO TOKYMEHTH,
0 BUXOJATH 32 XPOHOJIOTIUHI MeXi (hoHIY, cripaBH, c(hOPMOBaHi 3 TOKYMEHTIB 3a J[Ba pOKH 200
O1IBIIIE TOIIIO);

MOBHOTY CKJIaIy CHpaB, YKIIOYEHHX 10 3BEICHOTO OMKCY, MPUYMHH BiJCYTHOCTI THX YU
HIIUX JJOKYMEHTIB 1 CIIpaB;

0coOMMBOCTI  (PI3UYHOTO  CTaHy OKpPEeMHUX JOKYMEHTIB 1 cmpaB  (3aJ0BUIBHHM,
HEe3a0BLUIbHHIA).

6. B icropuyHniii 10Biai 000B’S3KOBI MOCUIAHHSA HA apXiBHI JOKYMEHTH (i3 3a3HaYEHHSIM
HOMEpiB (oHAay, omucy, cmpaBH, apkyiuiB). [locumaHHs po3TalIoOBYIOTh y HMXKHIM 4YacTHHI
BiJIMOBIAHUX aPKYIIiB MiJ OCHOBHHM TE€KCTOM.

7. IcTopuuHy A0BiAKY 10 (GoHAY (TPOMTOBKEHHS A0 ICTOPUYHOI JOBIAKHN) MiAMUCY€E KEPIBHUK
apxiBy abo oco0a, BiIIOBiJaJIbHA 32 ApXiB B yCTAHOBI.

8. KinmpkicTh MpUMIPHHUKIB 1CTOPUYHOI JOBIAKK 10 (OHAY (IPOAOBKEHHS OO ICTOPUYHOI
JIOB1JIKHM ) TOBUHHA B1ANOBIJATH KUJIBKOCTI MPUMIPHHUKIB PIUHUX PO3LIIB 3BEJIEHOTO OIHCY.

Sxmo ycraHoBa € pxepenoM (opmysanHs HA®D, icropuuHy TOBiIKY (IIPOTOBKEHHS 0
icTOpUYHOT TOBIIKK) TofatoTh Ha po3rian EIIK BiamoBigHOTO MEepKaBHOTO apXiBy OJHOYACHO 3
PIYHUM PO3IJIOM 3BEIEHOTO OMUCY CIPaB MOCTIHHOTO 30epiraHHs.

XII. KopuctyBaHHSI JOKYMEHTAMH apPXiBy YCTAHOBU
1. locTyn 10 1OKYMEHTIB

1. ApxiB ycTaHOBHM 3000B’sI3aHHMI HaJaBaTH JIOKYMEHTH Ta JOBIJKOBUH amapar 10 HUX JJIs
3aCTOCYBaHHS JIOKYMEHTHOI iH(opMmallii KOpUCTyBad4aMy B eKOHOMIYHUX, HAYKOBUX, KYJIBTYPHUX,
MOJIITHYHUX TUISIX, JJIS 3a0€3MeUeHHs] 3aKOHHUX IpaB 1 1HTEPECIB TPOMAJIIH 3 ypaxyBaHHSIM
00OMEeKeHb, BU3HAUEHUX 3aKOHOJIABCTBOM, a TAKOX YMOB, BH3HAYEHUX (POHIAOYTBOPIOBAYEM ITiJ{
yac rnepeiaBaHHs JOKYMEHTIB /10 apXiBy.



2. Tlopsimox noctymy 10 JIOKYMEHTIB, IO 30epiraloThCsi B apXiBl YCTaHOBH, a TaKOX
MOPSITOK KOPUCTYBAHHS ITUMU JIOKYMEHTaMU BU3HAYA€ KEPIBHUK YCTAHOBHU BiJIIOBIIHO JI0 BUMOT
3aKOHOJIaBCTBA.

3. ApXiB yCTaHOBM HE Mae€ IpaBa OOMeXyBaTH ab0 BH3HAUYaTH YMOBU BHUKOPHUCTaHHS
OTpPHUMaHOI KOPHCTyBaYeM iHpOpMallii, 32 BUHATKOM BHUIIAJIKIB, IIepe10adeHNX 3aKOHOIaBCTBOM.

JlocTyn KOpUCTYBa4iB /0 JOKYMEHTIB, Ha SIKi MOIIUPIOETHCS nisi 3akoHy Ykpainu «IIpo
aBTOPCHKE MPaBO 1 CyMIXKHI TIpaBay, 3A1HCHIOETHCS BiIIOBITHO 0 BUMOT 3a3HAYEHOTO 3aKOHY.

2. ®opMH BUKOPUCTAHHSA BiIOMOCTEI, 110 MiCTATHCHA B aPXiBHUX
JOKYMEHTaX

OcHoBHUMH (OpMaMH BUKOPUCTAHHS BIJOMOCTEH, IO MICTSThCS B apXiBHUX JOKyMEHTaX,

iHpopMyBaHHS KOpPUCTyBadiB (KEpIBHUIITBA Ta CTPYKTYPHUX TIIPO3AUIIB YCTaHOBH,
Jep>KaBHUX OpraHiB, IHIIMX 3al[iKaBIEHUX YCTaHOB, I'POMaJSH) NPO HASIBHICTb B apXiBi
JIOKYMEHTIB Ta iX 3MICT;

BUKOHAHHSI 3aITUTIB TPOMAJISH Ta YCTAHOB,
Ha/IaHHS TOKYMEHTIB KOPUCTyBa4aM JJisi poOOTH B UNTAILHOMY 3alli apXiBy YCTaHOBH;
BUJIABaHHS JIOKYMEHTIB Yy TUMYAacOBE KOPUCTYBaHHS 11032 apXiBOM;

BUKOPHUCTAHHS JIOKYMEHTIB apXiBy MpHW MATOTOBI 1H(GOpPMAIIMHUX 3axOfdiB, y Memia 1
myOiKarisax.

3. Indopmaniiine 3a0e3me4eHHsI KOPUCTYBaviB

1. Iudopmamiiine 3alesreueHHs KOPUCTYyBauiB Iepeadadyae BUSBICHHS  apXiBOM
3alMTYBaHUX BiJIOMOCTEH Ta MiATOTOBKY 1 HAJaHHS BiMOBITHUX JOKYMEHTIB.

2. ApxiB 1H(OpMye KepiBHMKA YCTaHOBM, HAYAJIbHUKIB CTPYKTYPHUX HiAPO3/ILIIB,
KEpIBHUKIB IHIIMX YCTAHOB IPO HASABHICTh MOTPIOHMX JOKYMEHTIB Ha MiJCTaBl 3amuTiB abo B
1HILIaTUBHOMY NOPAJKY - ¥ ¢opMi iHpopMalliiiHUX JIHCTIB a00 N0B1AOK. [HpopMmallito HanaTh y
¢dbopMi mepeniKy 3aroJoBKiB crpaB (JOKYMEHTIB) a00 BUIIB IOKyMEHTIB 13 3a3HAYEHHSIM iX JIaT 1
MOIIYKOBUX JIaHUX. 3a MOTpeOu MpalliBHUKH apXiBy CKJIa/al0Th 1 HAJAAI0Th aHOTAllli.

3. 3aronoBku cnpaB (JOKYMEHTIB) pO3TAIlIOBYIOTh Y MEpeiKy He3alexHO Bia iX GpoHIoBOI
HAJIS)KHOCTI: 3a XPOHOJIOTIEI0 TOAIH, 32 MUTAHHIMH, 332 BHJIAMH JIOKYMEHTIB, 32 3HAYUMICTIO
JTOKYMEHTIB.

4. IndopmyBaHHsS KEpIBHUKIB YCTAaHOBU MOXKE 3J1HCHIOBATUCS TaKoX y (opMi TEeMAaTHUHOI
no0ipku Komiit JokymeHTiB. Korii po3TamoByroTs y JOriyHiNi mociinoBHOCTI. o 100ipKu KoM
JI0/1al0Th TUTYJABHUN apKylll, a TAKOXX 3a HEOOX1JHOCTI ICTOPUYHY JOBIJIKY, MEpelliK JOKYMEHTIB
TOMIO.

5. Tlepenik, MOBiAKY, TeMaTW4yHy MAOOIpKy KO, IO BHKOPUCTOBYIOTHCSI B YCTaHOBI,
MIMUCYE KEepIBHUK apXiBy (ocoba, BiAMOBigadbHAa 3a apXiB). Y pa3l BUKOHAHHS 3aluTy
CTOPOHHBOT YCTAHOBHU Ili JOKYMEHTH, HMIANKUCAaHI KEPIBHUKOM apXiBy (0c00010, BiINOBIAIbHOO
3a apxiB), HAJICWJIAIOTHCS aApecary 13 CynpoOBITHUM JIMCTOM 3a MiAMHUCOM KEpIBHUKA yCTAaHOBH.


https://zakon.rada.gov.ua/laws/show/3792-12

4. BUKOHAHHA 3aNIUTIB TPOMA/ISIH TA YCTAHOB

1. 3anuTH, MmO HAAXOAATH [0 apXiBy, MOXUISIOTh HAa TEMaTH4YHI 3aluTH W 3aluTe
COIIaJIbHO-TIPABOBOT'O XapaKTepy.

2. [adopmariiro coriaibHO-ITPABOBOTO XapaKTepy 3a 3allUTaMH IPOMAJISH 1 yCTaHOB HA/Ial0Th
y Gopmi apxiBHOT JOBIAKH, apXiBHOI KOIii a00 apXiBHOTO BUTSITY.

3. BukoHaHHS 3alUTIB COIIAJIBHO-TIPABOBOTO XapaKTepy 3MIMCHIOETHCS 3 JaTH peecTpartii
3BEPHEHHS:

3a JIOKyMEHTaMH apxiBy - 10 30 IHIB BKJIFOYHO;
3 BUKOPHUCTAHHSM TUIBKH JOBIJIKOBOTO amapary apxiBy - 0 15 JHIB BKIFOYHO.

Skmo  3amuT  CKIAAHWA, CTPOK MOXe OyTH TIPOJOBXKEHO, TPO MO0 OOOB’S3KOBO
MOBIAOMIISIFOTH 3asIBHUKA.

[Tepecunanus HenmpodIIPHUX 3alMTIB 32 iX HAJCKHICTIO B 1HINI YCTaHOBU a0O0 apXiBW, a
TakoX 1H(QOPMYBaHHSA MPO 1€ 3asSBHUKA MOBHHHO 3/1MCHIOBATHCS NPOTATOM 5 JAHIB 13 JaTH
peectpamii 3BepHeHHA. [Ipy mbOMy 3araJpHHH CTPOK BHPIIICHHS NUTAHHS, MOPYIIEHOTO Y
3BEpPHEHHI, HE MOXE MIEPEBUIIYBaTH COPOKA I1’ATH JIHIB.

4. ApxiBHI JOBIJIKH CKJIAJa0Th 32 BCTAHOBJICHOIO (POPMOIO, HABEJACHOIO B J0aTKy 43 110
rux [IpaBui, Ha cniemiaibHUX OaHKax abo 3arajibHUX OJIAHKAX YCTaHOBH.

JloBigku mpo 3apo0iTHY IUIaTy CKJIagaroTh 3a (OpMaMu, BCTAaHOBICHUMH JEpKaBHUMHU
OpraHaMH COLIATBHOTO 3aXUCTy HACETICHHS.

[TincTaBoro A CKJIAMaHHS apXiBHUX JOBIJIOK € OPUTIHAIM 1 3aCBiTYEHI KOl JJOKYMEHTIB,
110 30epiraroThCs B apXiBi.

SIKIO  BUKOHAHHS 3BEpHEHHS MOTpeOyBajlo BHUKOPHUCTAHHS HE3aCBIMYEHUX KO
JOKYMEHTIB, Y TEKCTi IOBIAKH POOJISATH BIIMITKY: «HE3aCBITUEHA KOMIs.

V noBifMi HABOIATH Ha3BH, AaTH i HOMEPU BUKOPHCTAHUX JOKYMEHTIB Ta MOJAIOTh HAsIBHI B
X JIOKYMEHTax BIJOMOCTI IIOAO NHUTAaHHA 3BepHEHHS. [H(pOpMalilo BHUKIAJAIOTH Y
XPOHOJIOTIYHIH MOCIJOBHOCTI MOAi. 3a MOTpeOu T03BOISAETHCSA HABOJAUTH BUTSTH 3 JIOKYMEHTIB
(y namkax). HalimMeHyBaHHS yCTaHOB y TEKCTI apXiBHUX JOBIJIOK NPH MEpUIOMY 3raayBaHHi
NUIIYTh MOBHICTIO, 3a3HAYAIOYM y JTyXKKax O(illiiiHi CKOPOUSHHS, PH HACTYIHUX - BKUBAIOTh
JIMIIE CKOPOUYCHHS.

VY pa3i pi3HOUMTAHHS IMEH, TPI3BHUII TOLIO0 HABOMATH T€ HAMHCAHHS, IO BXXHUBAETHCS B
JIOKYMEHTI, 3 TO3HAUKOI0 «Tak y TOKyMEeHTI».

Y [OBiJIKy BKITIOYAIOTh TiIBKH Ti BIZIOMOCTI, IO MICTATHCS B JIOKyMEHTaX.

[Ticna Tekcty B apXiBHIM JOBiJII MOAAIOTH apXiBHI MIM(PU AOKYMEHTIB (TOIIYKOBI JaHi),
110 CJIYTYBaJIM MiACTAaBOIO JJIs CKJIaJaHHS apXiBHOI AOB1IKH (HOMepH (OHJIB, ONMHUCIB 1 CIpaB, a
TaKOX HOMEPH apKyIlliB y CIIpaBi).

ApXiBHY JOBIZIKY MiJNUCYIOTh KEPIBHMK YyCTaHOBU a00 MiAPO3IiTY, O CKJIaay SIKOTO
BXOJIUTH apXiB, 1 KEPIBHUK apXiBy (0co0a, BIAMOBIJaIbHA 32 apXiB).


https://zakon.rada.gov.ua/laws/show/z0736-15/paran1529#n1529

ApXiBHY JOBIJIKY PO 3apOOITHY IUIaTy MiJAIMUCYE TAKOXK OyXrairep.

[IpaBo mianmucy apXiBHUX JOBIJIOK BCTAHOBIIOIOTH y TOJIOKEHHI TPO CITYKOY UJTOBOJICTBA
a0 B MMOJIOXkKEHH1 MPO apXiBHUH MiPO3/1T (apXiB) YCTAaHOBH.

3acBiTUYIOTh apXiBHY JIOBIJIKY TEYAaTKOK YCTaHOBM (3a HAasBHOCTI). Jlpyruii mpumipHUK
apXxiBHOI JTOBIIKM 3aCBiuy€ KepiBHUK apXiBy (ocoba, BiamoBiganpHa 3a apxiB). Lleit mpumipHuk
JOJTy4atoTh JI0 CIIPaB apXiBy 3TiIHO 3 HOMEHKJIATYPOIO CIpPaB.

5. ApxiBHi KoOIii Ta BUTATH BUIAOTH BIAMOBIAHO JO 3aMUTIB. [ACHTUYHICTH KOMIi 1 BUTSTIB
OpHriHalaM 3acBIIUYETbCS MIAMMCOM KEpiBHHMKA apXiBy (0coOu, BiINOBIJANbHOI 3a apXiB) i
MEeYaTKOIO YCTAHOBH (32 HASIBHOCTI).

BuTATH CTBOPIOIOTH, SKIO apXiBHI JOKYMEHTH MICTITh BiIOMOCTI 3 KiJTbKOX HE TIOB’sI3aHUX
MK 00010 NuTaHb. KOXKEH BUTAT Mae TOYHO Ta MOBHO BiJITBOPIOBATH Ty YAaCTHUHY JIOKYMCHTA,
SIKa CTOCY€TBCS 3aITUTY.

SIKIIO OKpemi YacTMHU OpHriHaly JOKyMEHTa (CJIOBa, BHCJIOBHU, BUIIPABICHHS) Ba)KKO
po3ibpatu abo0 X BOHM BHUKJIMKAIOTh CYMHIB y CIPaBXHOCTI, y BIAMOBIIHUX MICISIX BUTSATY
po6nsaTh npuMITKH: «Tak y JTOKyMEHTI», «Y TeKCTi Hepo30ipIuBO».

ApxiBHI Komii Ta BHUTATH, IO BUTOTOBISIOTHCS 3acO0aMHM KOMIT IOTEPHOI TEXHIKH,
oOpMITIOIOTh Ha 3aralibHUX OJIAHKAX YCTAHOBH, 3a3HAYalOYM BIAMOBITHY HAa3By JOKYMCHTA -
«ApxiBHa KOIisD», «ApXiBHHM BUTIT» (J01aTKK 44, 45).

Ha3By, nmary Ta HOMEp OpuTriHaldy JIOKyMEHTa BIATBOPIOIOTH MOBHICTIO. [licist Tekcty
apxiBHOI Komii (BUTATY) MOJAIOTh apXiBHUHM MU(p (MOIIYKOBI AaHi) JTOKyMeHTa. SIKIIo oOcsr
apxiBHOI KOMii (BUTATY) NEPEBUIILLY€E OJIUH apKyIll, apXiBHUI HIU(p (IOLIYKOBI JaHi) BKa3yloTh Ha
3BOPOTI KOXHOI'O apKy1ia.

[Ipu BuroroBieHHi kcepo- Ta GOToKOMiN ONaHK YCTAaHOBH HE BUKOPUCTOBYIOTH, 4 B IIPABOMY
BEPXHBOMY KyTi Komiii mpocrtapisatoTh mrtamn «Komis». ApxiBHudi mmdp (MONIyKOBI JaHi)
JIOKyMEHTa BKa3yITh Ha 3BOPOTI KOXKHOTO apKyla Komii. 3acBiuyBajbHI HallUCHU Ta BiJIOUTOK
MeyaTKy (3a HasIBHOCTI) MPOCTABIISIOTH Ha 3BOPOTI OCTAHHBOTO apKylIlla KOmii.

VYei apkymii apxiBHOT Komii a0o apXiBHOTO BHUTATY IOBHHHI OyTH HpPOHYMEpOBaHI Ta
MPOLINTI, a Miclle 3’€IHaHHS AapKyLIiB 3acBIIYYyIOTh IMIJIUCOM KepiBHUKa apxiBy (ocoOwu,
BiJIMOBIAAILHOT 32 apXiB) Ta BIIOUTKOM MEYaTKH YCTAaHOBH (32 HASBHOCTI).

ApXiBHI JIOBIJIKH, KOITii 1 BUTATH 3 apXiBHUX JIOKYMEHTIB HAJCHJIAIOTh 3asBHUKAM TIOMITOIO
13 CYNpOBITHUMH JIMCTAMH, IiJMHUCAHUMHU KEPIBHUKOM YCTAaHOBU 200 CTPYKTYpPHOTO MiJpO3LTYy,
710 CKJIQy SIKOTO BXOJIUTH apXiB.

6. ApxiBH1 IOBIJKH, KOMIl Ta BUTATU MOXHa BUJABaTH Ha PYKH 3asBHUKAM II1J] pPO3IUCKY 3a
YMOBU TpeJ’sIBICHHSI Macmopra abo IHIIOro AOKyMEHTa, 10 MocBigdye ocoOy. Pomnyam abo
TOBipeHUM 0co0aM 3a3Ha4eHi TOKYMEHTH BUIAIOThH y pasi mpen’ siBIeHHS HOTapialbHO 3aBipeHOi
JOBIPEHOCTI.

OnepxyBad apxiBHOI JOBIJKH, KOTMii a00 BUTATY PO3MUCYETHCS HA JAPYroMYy MPUMIPHUKY
OJICPXKYBAaHOTO JOKYMEHTa, a TaKOX 3a3Hada€ TaM JaHi macnopra (iHIIOro JOKYMEHTa, IO
nocBimuye oco0y). Lleit mpuMipHHK 3aTUIIAETHCS Y CIIpaBax apxiBy.



7. JlomyckaeTbcsi BUIyYEHHS 3 apXiBHHUX CIIPaB i BHAaBaHHS BIacCHUKaM a0o0 1X poauyam
OpHTiHANIB 0COOOBHX JIOKYMEHTIB (TPYAOBUX KHHXKOK, CBIIONTB, JAMILIOMIB, aTe€CTaTiB TOIIO),
SIK1 BJIACHUK HE OTpUMaB CBOTO Yacy. OpuriHaau oCoOOBHX JOKYMEHTIB MOBEPTAIOTh HA ITiICTaB1
MMCHMOBUX 3asB BIACHHKIB, 3 JO3BOJY KEpiBHUKA YCTAaHOBH. BUTydeHUI JOKYMEHT 3aMiHIOIOTh
Komi€ro. B 00MKOBI TOKyMEHTH BHOCSATH HEOOXiTHI BimMITKH. OpHUTiHaIu 0COOOBUX JOKYMEHTIB
HAJCWIAIOTh 3aSBHUKY I[IHHAM JIICTOM a00 BUIAIOTh HA PYKH - MiJ PO3MUCKY Ha KOIISIX
JOKYMEHTIB Ta 3a YMOBH Ipe] sIBIICHHS JOKYMEHTA, 1110 MOCBIAYY€E 0CO0y. YIIOBHOBaXKEHI 0COOH
JI0/IaTKOBO TP ABJISIOTh HOTAPiabHO 3aCBiUEHY JOBIPEHICTb.

8. Y pa3i BIICYTHOCTI B apXiBi 3alIUTYBaHUX B1JIOMOCTEW CKJIa[alOTh HETaTUBHY BiANOBiAb,
Ky 0(hOpMITIOIOTH Ha OJIAHKY JICTa YCTAaHOBH. Y TaKiil BIIMOBI BKa3ylOTh Ha ()aKT BiJICYTHOCTI B
JOKyMEHTaX apxiBy BiZOMOCTEH, LIO I[IKaBJIATh 3asABHUKA, Ta JAAl0Th PEKOMEHMALIl, Kyau CIij
3BEpHYTHCS 32 HEOOX11HOIO 1H(OpMAIIETO.

SIK1I0 BiJICYTHICTH TOKYMEHTIB B apXiBl yCTaHOBH 3yMOBJICHA iX BTPATOI0 a00 3HHUILECHHSM,
TEKCT JIMCTa 3acCBiUyIOTh TICYAaTKOK (3a HAsABHOCTI) YCTaHOBH-(DOHIOyTBOpIOBada abo
MIPaBOHACTYITHUKA.

{A63ay opyeuui nynkmy 8 enasu 4 posoiny XII i3 3minamu, eénecenumu 32iono 3 Haxazom
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}

5. HananHs apXiBHHX JOKYMEHTIB Uil POOOTH B YHTAJBLHOMY 3aJ1i Ta
y TUMYACOBe KOPUCTYBAHHS 11032 apXiBOM

1. CnpaBu BHAAIOThCA 3 apXiBy yCTAHOBHM B THMYAacOBE KOPHCTYBaHHS CTPYKTYPHUM
MiApO3i7aM yCTaHOBH Ta 1HIITUM YCTaHOBAM.

2. Jns poboT 3 JOKyMEHTaMH KOPHCTyBauiB Oe3mocepelHb0 B apXiBl yCTaHOBU
CTBOPIOIOTh YHTAILHUN 3al, SKHA OONATHYEThCS HAJICKHUMHU TEXHIYHHUMH 3aco0amMul IS
BUKOPUCTAHHS MIKPOKOIiH, €EKTPOHHUX, ay10Bi3yalbHUX TOKYMEHTIB TOIIO.

Posmopsimok  poOOTHM uWTamBbHOTO 3aly apXiBy CKJIanae KepiBHMK apxiBy (oco0a,
BiJIMOBiaNIbHA 32 apXiB).

BinBimyBaHHS YHTAJIBHOTO 3ally KOPUCTYBauaMu OONIKOBYIOTH Yy JKypHall peecTparii
BiJIBilyBaHbh KOPHCTyBa4aMH UYHTAIHHOTO 3aly 3a (OpPMOI0, HABEACHOIO B J0/IaTKy 46 M0 mHUX
IIpaBun.

3. Slkmo B apxiBl HEMae CHEIiaIbHOTO MPUMIIIEHHS JJI 00JaIITYBaHHS YUTAIBHOTO 3aUTYy,
poboTa KOpUCTYBa4iB 3 JOKYMEHTAMHU 3IHCHIOETHCS Oe3mocepelHbO0 B POOOYMX KiMHATax
apxiBy, 7151 YOTO 0OJATHYIOTHCS POOOU1 MICIIS.

4. KopucryBaui [OIMyCKAarOTbCS B UWTAJIBHUN 3a] apxXiBy Ha MiACTaBi JOKYMEHTIB,
3a3HaYeHUX y MyHKTax 5, 6 maeu 7 po3ainy VIII nux IIpaBui.

5. Jlo3BU1 Ha poOOTYy B YMTAIBHOMY 3alli KOPUCTYBa4aM IHIIUX YCTAaHOB Ta I'pOMaJiiHaM
IPOTATOM HEOOX1THOTO CTPOKY J1a€ KepiBHUK YCTaHOBH. SIK MmpaBuiio, el CTPOK CTAaHOBUTH HE
OUTBIIIE OMHOTO POKY. 3a MOTPeOU MPOIOBKHUTH CTPOK POOOTH B apxiBl KOpUCTyBad OhOpmIIse
HOBHI JTUCT a00 3a4BY.


https://zakon.rada.gov.ua/laws/show/z0791-18#n75

6. ApXiB YCTaHOBU HaJa€ KOPUCTyBa4aM JJIsi BUKOPUCTAHHS B YUTAIBHOMY 3aji (y TOMY
YHCIl Ui BUTOTOBJICHHS KOMIM, BUTATIB) BIOKPHUTI JOKYMEHTH, IO OOJIKOBaHI Ta MPOHILIH
HayKOBO-TEXHIYHE OMPAIfOBAHHs, MAIOTh JIOBITHUKH Ta 1HIII ITOITYKOBI JIaHi.

7. BigmoBa abo BIACTPOYEHHS Yy BHJAul JOKYMEHTIB KOPUCTyBauaM JOIYCKA€ThCS Y
BUIIA/IKAX, 3a3Ha4eHUX y MyHKTI 14 raBu 7 po3ainy VIII uux [Ipasu.

8. BimMoBy 0o(hOpMITIOIOTH Yy THUCHMOBIN (GopMi 13 3a3HAYeHHSAM 1 MPUYUHU, CTPOKY il
O0OMEKEeHHS, TiICTaB OOMEKEHHS, a TAKOX MOPSAIAKY OCKap>KEHHS BIJIMOBH.

9. Ha KO)XHOTO KOpUCTyBaya B YMTaJbHOMY 3ajli apxiBy, KpiM IpaliBHUKIB yCTAHOBH,
3aBOISITh OCOOOBY CIIpaBy, B SKy BMIIIYIOTh 3asBYy, JIUCT YCTaHOBH, IO HOTrO HarpaBHIa,
3aMOBJICHHSI HA BUJIaHHS CIIPaB Ta IX KOIMIOBAaHHS.

10. BupaBaHHs chpaB y THUMYacoBe KOPHUCTYBaHHsS IHINIM yCTaHOBI O(GOPMIIIOIOTH Y
MOPS/IKY, 3a3HaYeHOMY y TyHKTax 7, 8 maBu 7 posainy VIII mux IIpasu.

6. BukopucTaHHs JOKYMEHTIB apXiBy NpH MiAroToBui inpopmaniiiHux
3axo01iB, y Mejia i myOaikaniiiHid QisiJiIbHOCTI

1. ApxiB opraHi3oBye€ BUKOPHUCTaHHS JOKYMEHTIB y MeJia, Py MiATOTOBII iH(GOpMaIiifHuX
3axojiB (BUCTaBOK, €KCKYpCiii, 3ycTpidueil 3 TpoMaJChKiCTIO, IPE3eHTAlli, JeKIliH, TomoBiIel), a
TaKoXK MyOmiKaIio JOKyMeHTIB. BinnoBigHe pilieHHS npuiiMae KepiBHUK YCTaHOBH. 3a3HAYCHY
po0OTy apXiB BUKOHY€E CAMOCTIHHO a00 CHIIBHO 13 3alliKaBICHUMHU YCTaHOBaMH, Y TOMY YHCII 3
Jep>KaBHUMU apXiBHUMH YCTaHOBaMH (apXiBHUMH BiJIiJIaMH MICBKUX Paf).

2. Jns odopmieHHS BHCTaBKOBUX CTEHIIB apxiB yCTaHOBM Ha IiJCTaBl apXiBHHUX
JIOKyMEHTIB CTBOPIOE albOOMHM, IUIaKaTH, JlarpaMu Tomio. JIOKYMEHTH Ha BHCTaBKax
EKCIIOHYIOTh Y BUIJISAI KOTIIH.

3. Jlns mpomaryBaHHsS JOKYMEHTIB apXiBy B Mellia TOTYIOTh JOKYMEHTaJbHI MyOmikallii,
CTBOPIOIOTH MPOTPAMH aydiOBi3yadbHUX Meia. ApXiB CIUTBHO 13 MeJia BU3HAYA€ TEMAaTHKy Ta
o0car marepiajiB, a TaKOX CTPOKH iX MIATOTOBKU. TEKCTH MiArOTOBIEHUX apXiBOM CTaTCH,
T00IpOK TOKYMEHTIB, TIEpeaay 3aTBEPKY€ KEPIBHUK YCTAHOBH.

VY npuMipHHKax craTed Ta IHIIUX MaTepiaiiB, sSIKI CTBOPEHO JJIs MeAia Ta sIKi 3aIUIIaI0ThCs
B apxiBl YCTAaHOBM, 3a3HAuYalOTh IMIONIYKOBI JaHI ONPWIIONHCHHX JOKYMEHTIB (Ha3BHU
BUKOPHCTAHUX JOKYMEHTIB, JIaTy, MicIie myOikarii).

{IIynkm 3 enasu 6 pozdiny XII i3 3minamu, eénecenumu 32iono 3 Haxazom Minicmepcmea

rocmuyii Ne 1927/5 6io 19.05.2023}

4. Exckypcii, Jekii, JOMOBiAlI MPO 3MiCT JOKYMEHTIB apxiBy MPOBOASTH BIAMOBITHO O
miany foro po6otu. Ilix yac miArOTOBKH 3aX0Jy BH3HAYAIOTh: TEMATHKY, CKJIaJ CIyXadiB, 4ac 1
MiCIie TPOBEICHHS, TPUBAIIICTb.

XIII. Oprani3anisi po6oTu apxiBy

1. IlnanyBanHs po00OTH apXiBy


https://zakon.rada.gov.ua/laws/show/z0845-23#n22

1. Piyne miaHyBaHHS TPOBOJWTHCS Ha MiJCTaBl BU3HAYEHHS TOJOBHHUX 3aBIaHb POOOTH
apxiBy Ha piK 3 ypaxyBaHHsM OIOIKeTy pobouoro yacy. Piunuii miaH ckiagaeTbes 3a GopMoro,
HaBEJICHOIO B j1o1atky 47 mo mux [IpaBm.

Hopmu yacy 1 BUpoOITKy Ha BUKOHAHHS KO)KHOTO BHJly POOIT BU3HAYAIOTHCS BIAMOBIAHO J0
pexoMeHaii YKpaepxKapxiBy.

[Tnanu mianucye 3aBimyBad apXiBy (0coOa, BiAMOBITAIbHA 32 apXiB) 1 3aTBEPIKYE KEPIBHUK
YCTaHOBH 200 KEPIBHUK CTPYKTYPHOTO MiAPO3ILTY, 10 CKIa1y SKOTO BXOJUTH apXiB.

2. ApxiB ckinanae rpadik NpuilMaHHS cIpaB BiJ JDKEpes KOMIUIEKTYBaHHS apxiBy i1/a0o
CTPYKTYPHHUX MIJPO3/UTIB, KU MIANKCY€E 3aBiayBau apxiBy (0coba, BiAMOBIJaJbHA 3a apXiB),
Y3TO/DKYETHCS 3 KEPIBHUKAMHU YCTAHOB - JDKEpeNl KOMIUIEKTYBaHHS apXiBy (3a HassBHOCTI TaKHX),
KEpIBHUKAMU CTPYKTYPHHUX MIAPO3/UTIB Ta 3aTBEPIKY€ETHCS KEPIBHUKOM YCTaHOBH.

['padik BkIrOUaE HaiMEHYBAaHHS YCTaHOB 1/a00 CTPYKTYpHHUX MiIpO3AiIIB, Y iSUIBHOCTI
SIKUX CTBOPIOIOTBCS apXiBHI JOKYMEHTH, CTPOK iX NpUHMaHHS, Ha3BU IOCaa Ta IHIIIaH,
npi3BUINA OCi0, BIiANOBIJANIBHUX 3a TEpelaBaHHS JOKYMEHTIB J0 apxiBy ycTaHoBu. Ipadik
NpuiiMaHHs CIIpaB Ma€ MOKBAPTaIbHY a00 MOMICSYHY PO3OUBKY.

B ycranoBax, 1m0 He MarOTh CTPYKTYpHOTO MOAUTY, rpadik NpuilMaHHsS CIpaB B apXiB
YCTaHOBHU HE CKJIAJA€EThCSL.

2. 3BiTyBaHHs Ta 00J1iK po0OTH apXiBy

1. 3a mizcymkamu poOOTHM apXiB CKJIQAa€ 3BIT NPO BHUKOHAHHS PIYHOTO IUIaHy. 3BIT
CKJIAJIAETHCS 33 aHAJIOTIYHOIO (POPMOIO TUIaHY, a TAKOXK 3 JOAABAHHSIM BHJIB POOIT, 110 BUKOHAHI
1o3a IUIAaHOM, Ta BiOMOCTel Mpo BUKOHAHHS rpadika. OcTaHHI BKJIIOYAIOThCA B KiHI 3BITY
OKPEMHUMH PO3JIIJIaMH.

OnvH TPUMIPHUK 3BiTy 32 HEOOXiTHOCTI MOXKE HAIMPABIATHUCSA JO BIAMOBIIHOI apXiBHOI
YCTaHOBH.

3BITH MIAMUCYIOThCSI KEPIBHUKOM apXiBy (0c00010, BIAMOBIAIHHOIO 3a apXiB).

2. OO6nmix mpami B apxiBi BemeTbcs B Tabeni oOmiky poOodoro dacy 3a (opmoro,
BCTAHOBJICHOIO [IJI1 yCTAaHOBH B IijIoMy. B apxiBax, jJe NIpaiol0Th JACKUIbKAa IPAIliBHUKIB,
JIOIATKOBO BENYTHCS 1HIMBIAYyalbHI IMOJCHHUKH OOJNIKY Tpall, y SKHX 3a3HAa4aloThCs OOCATH
pOoOIT, BAKOHAHI KO)KHOTO poO0OYOTro JHS.

3. 3ailicHEHHsI KOHTPOJIIO 32 CTAHOM apXiBHOI CIIPAaBH
1. ApxiB CHIJIBHO 31 CIYKO000 A1IOBOJCTBA 3/11MCHIOIOTH KOHTPOJIb:
3a CTAaHOM apXiBiB 1 OpraHizaili€lo JOKYMEHTIB y I1JI0BOJICTBI B MiJBIJOMYMX YCTAaHOBAX;

3a craHoM (OopMyBaHHA, O(OPMIIEHHS CIpPaB y CTPYKTYPHUX IMiJpO3/AiJax YCTaHOBH,
MiJrOTOBKU JJOKYMEHTIB Ta CIIpaB A0 NepeaBaHHs Ha apXiBHE 30epiranHs.

2. PobGoty apxiBy 3 MiJBIJOMYMMH yCTaHOBaMHU (IKCYIOTh y BIJNOBIAHMX KapTKax 3a
bopmoro, HaBeieHOO B 101aTKy 48 1o rux [IpaBum.



3. IlepeBipsiHHS B MiABIIOMYMX yCTaHOBAaX MPOBOIATHCS HE Pijlle OJHOTO pasy Ha I SITh
POKiB, a B CTPYKTypHUX MiJpO3[iTax caMoi YCTaHOBM - HE piJlIe OJHOTO pa3y Ha piK.
JlomyckaeThcs IPOBEACHHS MTO3aIUIAHOBUX MEPEBIPOK Ta KOHTPOJIBHHUX MEPEBIPOK.

4. 3a mijcyMKaM# TIePEBIPSHHS MiJIBIIOMYNX YCTAaHOB CKJIAIA€ThCA JOBIAKA a00 JOTOBIIHA
3amUcKa Ha iM’sl KepiBHUKA YCTaHOBH, y SIKI aHaJi3yeThCs cTaH poOOTH apXiBiB 1 JIOBOACTBA B
MIJBIJOMYMX YCTaHOBAaX, HPONOHYIOTHCS 3aXOAU IIOJI0 YCYHEHHS BUSIBICHHMX HEIOJNIKIB 1
MOJAJBIIOTO MOJINIIEHHS poOOTH. 3a MiZICYMKaMH NEPEBIPSHHS MOXKE BUIABATUCS HAKa3.

3 BHCHOBKAMH TICPEBIPSHHS O3HAWOMIIIOIOTH KEPIBHUKIB TIiJABIOMYHMX YCTaHOB Ta
0e3mocepeHiX BUKOHABIIIB 1 KEPIBHHUKIB BIAMOBIAHUX CTPYKTYPHHUX MiPO3ALIIB.

5. 3a migcyMKamMM NepeBIpsHHS CTPYKTYpHHX MiJPO3AUIIB CKJIAQAA€ThCS JOBiIKa abo
JIOTIOBIJTHA 3allMCKa Ha 1M’sl KepIBHHMKA YCTAHOBH, y SIKI aHaJi3yIOThCS CTaH 30€pexeHOCTI
JOKYMEHTIB Yy CTPYKTYpHUX MiJIpO37ilaX, BiANOBIAHICT, (OpPMYBaHHS cCHpaB 3BelEHii
HOMEHKJIaTypl CHpaB, SKICTb (OPMYBAHHS CIpaB, CTaH IIATOTOBKM CIpaB Ha apXiBHE
30epiraHHs, 3a3Ha4al0ThCS BUSIBIICHI HEOMIKH 1 MPOTO3HULIIT IOAO X YCYHEHHS.

3 BHUCHOBKAMH TIEPEBIPSHHS O3HAWOMIIIOIOTH OE€3MOCEPEIHIX BHKOHABIIB 1 KEPIBHUKIB
BIJMOBITHUX CTPYKTYPHUX MiIPO3AUTIB. Y pa3i BUABICHHS CYTTE€BUX HENOJIKIB IHIIIIOETHCS
nepe KepiBHUIITBOM YCTAHOBH BUIAHHS HakKa3y MPO BXKHTTS 3aXO/AIB MIOAO X YCYHEHHS.

4. HaganHs MJIaTHUX MOCJIYT

1. ApxiBM MOXYTh HaJaBaTH IJIATHI MOCIYTH BIAMOBITHO JO YaCTHUHHU TEPINOi cTarTi 35
3axony Ykpainu «IIpo Hamionansauii apxiBHUIA (HOHI Ta apXiBHI YCTAaHOBW.

2. HamanHs apXiBHUX JIOBI/IOK, KOMii a00 BUTSATIB Ha 3aUTH (Hi3UYHUX 1 FOPUIUIHHX OCI0,
HEOOXITHUX JUIsl COIIIaJIbHOTO 3aXHUCTy TpPOMaJsfH, 3A1MCHIOIOTHCS apXxiBoM 0O€30IIaTHO
BIMOBIAHO 10 3aKOHOJABCTBA.

XIV. IlepenaBaHHsi cipaB HA NMOCTiliHe 30epiranHs

1. Ilopsinok nepegaBaHHs JOKYMEHTIB HA MOCTiiiHe 30epiranus

1. BianoBiAHO 10 3aKOHOJABCTBA JEP)KaBHI 1 KOMYHaJbHI YCTaHOBH, Y AISUIBHOCTI SIKHX
yTBOpIOIOThCS JAoKyMeHTH HA®D, 3000B’s3aHi mepenaBaru ix Ha TMOCTiiiHe 30epiraHHs 10
JIepKaBHUX apXIBHUX YCTAHOB, apXiBHUX BLAJIIIB MICBKMX pajJ MICJS 3aKIHUYEHHS TPaHUYHHUX
CTPOKIB 30epiranHs B apXiBl yCTaHOBH, 3a3Hau€HUX y m1asi 5 po3ainy VI mux IIpasu.

2. KOpuanyni 0coOm, 3acCHOBaHI Ha MpUBATHIA (OpMiI BIACHOCTI, a TAaKOXK TPOMAJCHKI
00’€JHaHHS, peliriiiHi oprasizauii, JOKyMEeHTH KX BigHeceHo 10 HAD, MoxyTh nepenaBaru ix
710 Iep>KaBHUX Ta 1HIIMX apXiBHUX YCTAHOB Ha MJICTaB1 IOTOBOPY.

3. IlepenaBanns nokymeHTiB HA® Ha nocTiiiHe 30epiraHHs 311HCHIOETHCS IOPOKY 3T1IHO 3
rpadikamu, 3aTBEpPKEHUMH KEpIBHUKAMHM YCTAHOBH Ta BIANOBIAHOI Jep)KaBHOI apXiBHOT
YCTaHOBH (apX1BHOTO B1AJLTY MICBKOI paan).

4. B ycTaHoBax 3 HEBEJIMKHUM 00CSTOM CIpaB MocTiitHOTO 30epiranns (1o 20 crpas Ha pik),
a TaKOX y TPOMAJICHKUX OPTaHi3aIlisix, M0 3M1HCHIOIOTh JISUIBHICTh Y MEXaX CTPOKIB CKIIMKAHHS,
nepesaBaHHs TIOKYMEHTIB Ha MOCTiiiHe 30epiranHs 3a MOTOKCHHSIM 3 BiIMOBIIHUM JEPKaBHUM


https://zakon.rada.gov.ua/laws/show/3814-12

apxiBoM (apXiBHUM BIJJIIJIOM MICBKOI pajid) 3MIHCHIOEThCS OJMWUH pa3 Ha 3-5 pokiB abo micis
3aKiHYEHHS CTPOKIB CKIIMKAHHSI.

5. Ilepen nmepenaBaHHsAM CIIPaB Ha MOCTiiHE 30epiraHHs apXiBOM CILJIBHO 3 MPEICTaBHUKOM
JIep’KaBHOI apXiBHOI YCTaHOBHU (apXIBHOTO BIAJLTY MICBKOI Pajiy) MPOBOAUTHCS MEPEBIPSHHS
HasBHOCTI, ()I3MYHOTO Ta CaHITAPHO-TITIEHIYHOTO CTaHy JOKYMEHTIB. BusBieHi mopyiieHHs
YCYBaIOTHCS apXiBOM YCTaHOBH.

6. JIOKyMEHTH YCTaHOB I€peNaloThCsl Ha MOCTiHE 30epiraHHs B yIOPSIKOBAaHOMY CTaHi 3a
pPaxyHOK yCTaHOBHM 3a ONMCAMH, 3aTBEPIKEHUMHU B MOPAJKY, BU3HAYCHOMY Y I1aBi 2 posainy VII
uux [IpaBuin.

Pa3om 3i cripaBaMu Ha MoCTiiiHe 30epiraHHs NepeaaeThesl ICTOPUYHA JJOBIKA PO YCTaHOBY
Ta ii JOKYMEHTH a00 MPOAOBKEHHSI ICTOPUYHOI JJOB1IKH.

7. JlokyMeHTH 10 Jep>KaBHOI apXiBHOI yCTaHOBM (apXiBHOTO BIJJIUTy MICBKOi Daju)
JOCTABISIOTHCS TPAHCIIOPTOM 33 PaXyHOK YCTaHOBH-3/1aBAJIbHHKA.

2. OdpopMiieHHSI TPUIMAHHS-TIEPeIaBAHHS CIIPAB HA MOCTIiliHe
30epiranus

1. HangxomkeHHS [OKYMEHTIB Ha TMOCTidHE 30epiraHHsS OQOPMIIIOETHCS AaKTOM PO
npuiiMaHHdA-niepeaBaHHs 3a (opMoro, HaBeAeHO B jonarky 49 npo umx IlpaBun, mio
CKJIaJa€ThCsl y IBOX NPUMIPHHMKAX, MEpIIMH 3 SKMX pa3oM 3 JOKYMEHTaMH IepenaeThecsl 10
BIJIMIOBITHOI JIEpKaBHOI apXiBHOI YCTaHOBH, apXiBHOTO BIJUIUTy MICBKOI paad, a JApyrui
3aIUIIAETHCA Y cipaBi GOHy apXiBy YCTaHOBH.

2. IlepenaBanHs crpaB 3IIWCHIOETHCS 3a OMHCAaMU y TPbOX MpuMipHUKax. Ha Bcix
NPUMIPHUKAX OMMCIB POOIATHCSA MO3HAYKU MPO NPHUHMAaHHS CIpaB Ha MOCTiHE 30epiraHHs.
UeTrBepTii TPUMIPHUK ONKUCY pa3oM 3 TPUMIPHUKOM aKTa NpUAMaHHSI-TIEpeIaBaHHI
3aJIMIIAETHCS B apXiBl YCTAaHOBH.

3. Slkmo mnpu mnpuitMaHHI-IepeaBaHHI BUSBICHO HEBIAMOBIIHICTE MDK MiJICYMKOBUM
3alMCOM B OIKCY Ta (PAKTHYHOIO HASIBHICTIO CIPaB, y KOXKHOMY PUMIPHUKY OIMUCY CKIIATA€THCS
HOBHIA ITJICYMKOBHUH 3aIUC, y SKOMY HaBOIATHCS (DAKTUYHA KUIBKICTB CIIPaB, 1110 € y HAsBHOCTI,
Ta HOMEpH BIJICYTHIX CIIPaB.

YcranoBa 3000B’s3aHa BXXHUTH 3aXO[iB LIOAO0 PO3LIYKY BIACYTHIX CHpaB y CTPOKH,
BCTAHOBJICHI JICP)KABHOIO apXiBHOIO YCTAaHOBOIO (apXiBHUM BiIJIIJIOM MichKoi paau). Ha BiacyTHi
CIpaBH CKJIQA€ThCS AaKT MPO HEBUSBICHHS CIpaB (JOKYMEHTIB), LUISIXH PO3ILIYKY SKUX
BHUEpIIaHO, 32 (JOPMOIO, HABEICHOI B J1oaTKy 36 g0 1mux [IpaBui, Ta HagaeThCs TOBiJIKA PO
MIPOBEJICHI 3aXO0/IH MO0 TX PO3IIYKY.

4. Homepu BiJICYTHIX CIpaB 3acTEpPIraloThCsl B aKTi NMPUHWMaHHS-TIEpeaBaHHs JIOKYMEHTIB
Ha MOCTiiHe 30epiranHs.

XV. lHopsinok npuiiMaHHs-TIepeJaBAHHS JOKYMEHTIB (CIpaB) mijg yac
3MIHHM KePIBHMKA YCTAHOBH, KePIBHUKA apXiBy, MPUIIMHEHHS YCTAHOBH

1. llpuiimaHHsI-IepeAaBaHHSA JOKYMEHTIB 1T/l 4aC 3MiHU KepiBHUKA
YCTAHOBH



1. Ilix 9yac 3MiHM KepiBHMKA YCTAaHOBH HAasBHICTb 1 CTaH JOKYMEHTIB (CmpaB), IO
3HAXOJAThCS B JUTOBOJACTBI CTPYKTYPHHX TIIPO3IUIB Ta B apxiBi, a TaKkoX OOIIKOBUX
JIOKYMEHTIB Ta JOBIJKOBOTO amapary JO0 HHUX BiJOMBAIOTBCS OKPEMHUM pO3AUIOM B aKTi
MpPUIMaHHS-TIEPEIaBaHHS YCTAaHOBH.

2. BianoBigHO 10 OOJIKOBHUX JAHUX CIYKOM JAIJIOBOJICTBA Ta apXiBy B aKTi HAaBOISATHCA
OKpPeMO KUTBKICTh JTOKYMEHTIB, IO 3HAXOMATHCS B IUIOBOACTBI, Ta KUIBKICTH CHpaB, IO
30epiraioThcs B apXiBi, y TOMY YHCIi KUIBKICTb CIpaB, 1110 BHeceHi 10 HAD.

2. IIpuitMaHHA-TIepeJaBAHHS CIIPAB i/l Yac 3MiHU KepiIBHUKA apXiBy
(ocoOu, BiAMOBiZAJBLHOI 32 apXiB)

1. TIlim wwac 3miHM KepiBHMKa apxiBy (ocoOu, BIiINOBITANBbHOI 3a  apxiB)
NMpuiiMaHHs-TIepeIaBaHHsl CMpaB, OOJIKOBUX TOKYMEHTIB Ta JOBIJIKOBOTO amapary 10 HHX, a
TaKOX NPUMIIIEHb, O0JaJHAHHS Ta 1HBEHTApIO apXiBy 3IIHCHIOETHCS 32 aKTOM, HaBEICHUM Yy
nonarky 50 no umx [Ipasu.

2. Jns npuiiMaHHS-TIEpEaBaHHS apXiBy HaKa3oM KEpIBHMKA YCTAaHOBU IPU3HAYAETHCS
KOMICisl B CKJIaJli HE MEHIIIE TPHOX 0Ci0, y TOMYy UMCII MPeACTaBHUKA CITYKOU T1ITOBOJICTBA.

3. [lix yac npuiiMaHHSA-TIEpeIaBaHHsI ApXiBY MEPEBIPSIOTHCS HASBHICTH 1 CTaH:

CIpaB MOCTIiHOTrO, TpuBajioro (moHasa 10 pokiB), THMYacoBOro 30epiraHHs, 3 KaJpOBHUX
MUTaHb (0COO0BOTO CKIIAMdY);

00JTIKOBUX JOKYMEHTIB Ta JIOBIJKOBOTO amapary JI0 crpaB (ITacropTa apxXiBy, OMKCIB CIIpaB 1
HOMEHKIJIATyp CHpaB, M0 3aMiHIOIOTh OINWCH, KHUT HAJXOMKEHHS 1 BHOYTTS CIIpaB, JOBiIKOBUX
KapTOTEK, KaTaJIoTiB TOIIO);

MIEYaTOK 1 MITAMITIB, TKUMHU KOPUCTYETHCS apXiB;
CTEJIAXKHOTO, TIPOTHUITOKEKHOTO, 1HIIIOTO O0JIaJHAHHS Ta OXOPOHHOI CUTHAITI3AIlT;
yYMOB 30epiranHs JOKyMEHTIB.

4. AT mnpuiiMaHHS-TIEpEaBaHHs CIpaB Il 4Yac 3MIHM KepiBHHKa apxiBy (ocoOwu,
BIJIMOBIAANILHOT 32 apXiB) MIAMHUCYEThCS 0COO0AMH, SIKi 3[IAIOTh 1 MPUHUMAIOTh CIIPABH, YICHAMHU
KOMICIi Ta 3aTBEPIKYETHCS KEPIBHUKOM yCTaHOBH.

5.V BumajaKy BUSBIICHHS HeCTadl CrpaB, 00IaJHAHHS Ta iIHBEHTAPIO apXiBy KOMICisl HETaifHO
iH(pOpMy€e KepiBHUKA YCTAHOBU JAJIsl BXKHUTTS 3aXO/1iB 1010 MOIIYKY TOKYMEHTIB Ta MaiiHa apXiBy.

3. IlepenaBanHsi JOKYMEHTIB y pa3i IPUIIUHEHHA YCTAHOBH

1. TTopsok nmepenaBaHHs Ta MOJAJIBIIONO KOPUCTYBAHHS JOKYMEHTaMH y pa3i MPUMHHEHHS
YCTaHOBH IEpe0ava€cThCs B PO3MOPSAIOMY JOKYMEHTI PO ii MPUITHHEHHSI.

[lepenaBaHHsl JOKYMEHTIB YCTAHOBH, IO MPUIMHHIETHCS, BXOAUTH 10 OOOB’SI3KIB KOMICII,
CTBOPEHOI [UIs TIepeaBaHHs CIIpaB i MaiHa.

2. Y pa3i IpUNUHEHHS YCTAaHOBM KOIITH Ha YHOPSAKYBaHHSA, JOCTPOKOBE TMPUHMAaHHS Ta
nojanbie 30epiraHHs TOKYMEHTIB mepeadadaroTbcs B KOIITOpHUCI KOMicCii, CTBOpeHOi amns il
MIPUTTHHEHHS.



3. Slkio ycraHoBa NMPUIUHAETHCS HUIAXOM JiKBijAalii, 1 apXiBHi cripaBH, BHeceHi 1o HAD,
MIEPEAAIOTHCS. B YIOPSIKOBAHOMY CTaHI BiIOBITHIN JepkaBHIN apXiBHIM ycTaHOBI, apXiBHOMY
BIIZIITy MICBKOI pajau, a apXiBHI CHOpaBH 3 OCHOBHOI isUTBHOCTI, CTPOKH THUMYACOBOTO
30epiraHHsl SKUX IWI€ HE 3aKIHYWINCS, JOKYMEHTH, HE 3aBEpIICHI B JIJIOBOJICTBI, a TaKOX
JOKYMEHTH 3 KaJpOBHUX MUTaHb (0COOOBOTO CKIaay) IMepenaroThes ii opraHy BHIIOTO PiBHS,
SKIIO BiH iCHY€, Ha Teputopii ABroHoMHOI PecrryOmiku Kpum, BignosigHoi o6nacTi, micT Kuesa,
Cesacromnons.

{Ab3ay nepwuii nynkmy 3 enasu 3 pozoiny XV iz sminamu, enecenumu 32iono 3 Haxazamu
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018, Ne 1581/5 6io 21.04.2022)

Sxmo opraHiB BWIIOTO PIiBHSA HA TEPUTOPIi 3a3HAYCHUX PETIOHIB HE ICHYE, BCi apXiBHI
cripaBu 1 JOKyMeHTH (KpiM aokymeHTiB HA®D) ycraHOBH-(pOHIOYTBOpIOBaYa MepenaroThes 10
apXiBHOI YCTAHOBU CIJTBCHKOI, CEJIHMIIHOI, MICHKOI paau, paau 00 €IHAHOI TEPUTOPIaIbHOI
rpOMaJH, CTBOPEHOI I LEHTPAJi30BAHOTO THMYAcOBOTO 30epiraHHs apXiBHUX TOKYMEHTIB,
HArpoMaJDKCHUX y TPOIIeCi JOKYMEHTYBaHHS CITy)KOOBUX, TPYJOBHX a00 1HIIMX MPAaBOBiTHOCHH
opuandHuX 1 Qi3ugHEX 0cid, mo He Hanexarh 10 HA®D (mami - Tpynosi apxiBu), abo iHIIHX
apXiBHUX yCTaHOB, 3aCHOBAaHUX (PI3MIHHUMH 0cO0aMHU Ta/ab0 IOPUANIHUMH 0COOaAMHU TPUBATHOTO
npaBa, SKi BiIMOBIIHO JI0 3aKOHOJABCTBA MOXKYTh 3/1MCHIOBATH 30€piraHHs JOKYMEHTIB, 110 HE
HaJIeXaTh JIepKaBl Ta TEPUTOPiaIbHUM I'poMaaam (Z1aji - MpUBaTHI apXiBH).

{Ab3ay opyeuti nynkmy 3 enasu 3 pozoiny XV 6 peoakyii Haxasy Minicmepcmea rocmuyii Ne
2277/5 6io 04.07.2018}

V pasi npunMHEHHS TEPUTOPIaILHOTO OPraHy MiHICTEpCTBa, IHIIOTO HEHTPAIBHOTO OPraHy
BUKOHABUOI BJaJM LUIAXOM JIKBiAalii, peopraHizamii Ta CTBOPEHHS MIDKpPETiOHAIBHOTO
(M1KO0JIaCHOTO) TEPUTOPIABHOTO OpTaHy, apXiBHI CHpaBH, BHeceHl g0 HAD, mepenaroThcs B
YIOPSIIKOBAHOMY CTaHI BIJIOBITHIN JepkaBHIN apXiBHIM yCTaHOBI, apXiBHOMY BIAILTY MiCHKOi
paay, TOKYMEHTH 3 KaIpOBHX MUTaHb (0COOOBOTO CKIIAIy) - TPYAOBOMY apXiBy, a JOKyMEHTH, HE
3aBepIleH] y IIJIOBOJCTBI, MEPEAAIOTHCS HOBOCTBOPEHOMY OpTraHy.

{IIynkm 3 enasu 3 pos3oiny XV donoguero Hosum abzayom 32iono 3 Haxazom Minicmepcmea
tocmuyii Ne 2277/5 6io 04.07.2018, 6 peoaxyii Haxazy Minicmepcmea rocmuyii Ne 1581/5 6io
21.04.2022}

4.V pa3i npunuHEHHs YCTAaHOBH IIUISIXOM 3JIUTTS, IPUETHAHHS, TTOALTY, IEpeTBOPEHHS (Haui
- peoprasizamig) 3 mneperadero ii (QyHKIiH IHINH yYCTAaHOBI OCTaHHSA NpUHAMAae 3a aKTOM
JIOKYMEHTH, HE 3aBEPIIICHI B IUTOBOJICTBI YCTAHOBH, 1[0 PEOPTaHI3y€eThCs, Ta 1i apXiB.

[lepenaBanHsi cmpaB Big  OAHIET YCTaHOBM J0 1HIIOI  O(GOPMITIOETHCS  AKTOM
npuiiMaHHsA-TiepeJaBaHHs 3a (opMoro, HaBeAeHO B momarky 51 mo mwmx IlpaBun, mio
CKJIQ/Ia€ThCS Y JBOX MPUMIpPHHKAX.

{IIynxm 4 enasu 3 pos3oiny XV donoguneno Hosum abzayom 32iono 3 Haxazom Minicmepcmea
tocmuyii Ne 2277/5 6io 04.07.2018}

5. Slkmio ycraHOBa MPUIHUHSE ASUTBHICTh HUISXOM MOALTY, 1i apXiBHI CIpaBH, BHECEHI 10
HA®, nepenatoThCsi B YyMOPSAKOBAaHOMY CTaHI BIAMOBITHIN Jep)kKaBHIA apXiBHIM yCTaHOBI,
apXxiBHOMY BiTIiTy MiCBKOI pajiv, a apXiBHI CIIpaBH 3 OCHOBHOI JiSUTBHOCTI, CTPOKH THMYacOBOTO
30epiraHHsl SKMX € HE 3aKiHUMJIKMCS, JOKYMEHTH, HE 3aBEpIICHI y IUIOBOJACTBI, a TaKOX
JOKYMEHTH 3 KaJpOBHX IMUTaHb (0COOOBOTO CKIaay) NepenaroThes ii opraHy BHILOTO DPiBHS,


https://zakon.rada.gov.ua/laws/show/z0791-18#n79
https://zakon.rada.gov.ua/laws/show/z0446-22#n177
https://zakon.rada.gov.ua/laws/show/z0791-18#n80
https://zakon.rada.gov.ua/laws/show/z0791-18#n80
https://zakon.rada.gov.ua/laws/show/z0791-18#n82
https://zakon.rada.gov.ua/laws/show/z0446-22#n177
https://zakon.rada.gov.ua/laws/show/z0446-22#n177
https://zakon.rada.gov.ua/laws/show/z0791-18#n84

SKIIO BiH ICHY€, Ha TepuTopii ABToHOMHOT Pecryoniku Kpum, BianoBigHoi obmacti, Mict Kuena,
Cesacromnos.

{A63ay nynkmy 5 onasu 3 posoiny XV i3 sminamu, emecenumu 32iono 3 Haxazamu
Minicmepcmea tocmuyii Ne 2277/5 6io 04.07.2018, Ne 1581/5 6io 21.04.2022}

{Ab3ay Opyeui nymkmy 5 enasu 3 posoiny XV euxmoueno Ha niocmasi Haxazy
Minicmepcmea tocmuyii Ne 1581/5 6io 21.04.2022}

SIKIO opraHiB BHILOTO piBHA Ha TEPUTOpPIi 3a3HAYEHUX PETIOHIB HE ICHYE, YCl CHpPaBH 1
JOKYMEHTH YCTaHOBH-()OHJIOyTBOPIOBaYa MEpeNaloThcsl A0 TPYAOBHX apXiBiB ab0 NMPHUBATHUX
apxiBiB.

{Ab3ay mpemitu nynkmy 5 enasu 3 posoiny XV euknoueno ua niocmasi Haka3zy
Minicmepcmea tocmuyii Ne 1581/5 6io 21.04.2022}

6. Y pa3i npunuHEHHS YCTAHOBH IUISIXOM 3JTUTTS, TIPUETHAHHS, TIOALTY, TIEPETBOPEHHS, KOITH
3 1l ckimamy BHMIUISETBCS CTPYKTYPHMM MiAPO3MALa, SIKOMY HaJalOThCS NpaBa yCTAaHOBH,
OCTaHHbOMY MEPENAIOThCS JIOKYMEHTH, HE 3aKiHYE€HI B JAUIOBOJCTBI, IO BIAHOCATHCS [0
npodiIo IisSUIbHOCTI HOBOCTBOPEHOT YCTaHOBH.

{Ihynkm 6 enaeu 3 po3zoiny XV i3 sminamu, enecenumu 32iono 3 Haxazamu Minicmepcmea
tocmuyii Ne 2277/5 6io 04.07.2018, Ne 1581/5 6io 21.04.2022}

7. Y Bumagky OaHKpYTCTBa YCTaHOBHM NEpeAaBaHHS ii JOKYMEHTIB Ul MOJAJIbIIOTO
30epiraHHsl 3IIMCHIOETBCA B TOPSIKY, BcTaHoBieHOMYy Kogekcom VYkpainu 3 mporenyp
OaHKpYTCTBA.

{Ihynkm 7 enasu 3 pozoiny XV i3 sminamu, enecenumu 3eiono 3 Haxazom Minicmepcmea
tocmuyii Ne 1581/5 6io 21.04.2022}

8. Jlns epkaBHOI peecTpalii NPpUIMHEHHS IPUAUYHOI 0cOOU apXiBHA yCTaHOBA (JepikaBHA
apxiBHa yCTaHOBAa, AapxXiBHUN BIAJAII MICBKOI pajau, TPYIOBUI apxiB, NPUBATHUHA apxis,
NIPaBOHACTYIHUK, OPTaH BUIIOIO PiBHSA), sika MpUilHsIA Ha 30epiraHHs apXiBHI JOKYMEHTH, IO
MIJUIAraloTh MOCTIHHOMY, TpuBaioMmy (moHan 10 pokiB) 30epiraHHio, 3 KaJpOBUX IHUTaHb
(ocobOoBoro ckmany), BUAAE AOBIAKY MPO MPUUHATTS JOKYMEHTIB. Y JOBIJLI 3a3HA4arOThCsA
HallMEHYBAaHHS YCTAHOBH, KIJbKICTh CIpPaB 3a ONKCOM CIIpaB IOCTIMHOro 30epiraHHs, KpaiHi
JaTH; KIUJIBKICTH CHpaB 3a omvcoM TpuBasoro (moHan 10 pokiB) 30epiranHsi, KpaiHi Jartu;
KUIBKICTh CITPaB 3a OMUCOM 3 KaJPOBUX MHUTaHb (0COOOBOTO CKJIAIY), KpalHI JaTH; 1aTa 1 HOMep
aKTa MpuiMaHHs-TIepeIaBaHHs TOKYMEHTIB.

{Ihasy 3 pozoiny XV oonoeueno Hosum nynkmom 8 32iono 3 Haxazom Minicmepcmea
rocmuyii Ne 2277/5 6io 04.07.2018}

Jupexrtop /lemapramenty
B3a€MOJIil 3 OpraHaMu BJIaAH
Ta iHpopmauiiiHo-aHAJTITHYHOL
podotu H.A. Kozs0BCcbKa
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Honatox 1

no [paBw opranizaitii AJIOBOJCTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MiANPHUEMCTBAX,

B YCTAaHOBAaX 1 OpraHi3amisax

(myHKT 6 TaBu 2 posainy II)

KYPHA
peecTpamii OJ1aHKIB JOKYMEHTIiB*
Hangxomxenus BunaBanus

Jara Jmara, | 3BLAOKH [KUIBKICTB|cepisi| mara [HaliMeHyBa|Mmpi3BHUII |KUTBKICTH | cepis |pO3MHCK |IpUMiTKa
HaJXoJDKe |peecTpaniii|Hagiim|npumipan| 1 | BUgaBaH HHS eTa |upumipHH| i anpo |(BigmiTka

HHS  |HMH iHOeKe| nu KiB HOME H  |migpo3ainy |iHimianu KiB HOME | oTpuMa | Tpo
CYNPOBIiIH pH MpalliBHU pH HHS |MOBepHEH

Oro JHCTa OmaHK Ka, IKHH OmaHK HA,
iB OTpHUMaB iB 3HUIIECHH

OnmaHk )

1 2 3 4 5 6 7 8 9 10 11 12
®opmar A4 (210 x 297).

*V pasi moTpedu )KypHAI MOXE JOMOBHIOBATHCS JONATKOBIUMH Tpadamu.




Honatox 2

no [paBw opranizaitii AJIOBOJCTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JepKaBHHUX OpraHax, OpraHax MiCIEBOTO
CaMOBPSITyBaHHs, HA MiANPHUEMCTBAX,

B YCTAHOBAX 1 OpraHizarisx
(myskT 9 mnaBu 3 posainy II)

KYPHA
00JIiKy MeYaTOK Ta IITAMIIIB, [0 32CTOCOBYIOTHCSI B YCTAHOBI*

Nes/m| Bimburox Komy Bumano Jlara moBepHEHHS i IIpumitka
MIeYaTOoK 1 po3mHcKa mpo (BimMiTKa TIpO
LITaAMIIIB . . . MIPUAMaHHS 3HHIIEHHS)

HallMeHyBaHHS Hpi3BULIE TA nara i
MiApO3IiTY, B iHImam PO3MHCKA PO
SKOMY BIJINIOBIAJIbHOT | OTpUMaHHs
30epiraroThes ocobou
MEYaTKH i
LITAMITH
1 2 3 4 5 6 7
®opmar A4 (210 x 297).

*V pasi moTpedu )KypHaI MOXE JOMOBHIOBATHCS JOJATKOBUMHU Ipadamu.




Honatox 3

no [paBw opranizaitii AJIOBOJCTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MiANPHUEMCTBAX,

B YCTAHOBAX 1 OpraHizarisx

(myskT 9 maBu 1 pozminy III)

3BIT*
PO 00CAT JOKYMEHTOO00Iry
3a 20 poky
JlokymeHTH KinbKicTh TOKyMEHTIB

OpUTIHAIH KOTIii yCBhOTO
Bximgui
Brximni
BuyTpinHi
Ycboro
[Tocana kepiBHUKA CTyKOU
IJIOBOACTBA (mianmc) Bunacue im’st TIPI3BUIIE

20 poky

®opmar A4 (210 x 297).

* Y pasi noTpebu 3BiT MOXKE JOTIOBHIOBATHCS JOAATKOBUMHU Tpadamu.

{Jlooamoxk 3 i3 s3minamu, eHecenumu 32i0Ho0 3 Haxaszom Minicmepcmea rocmuyii Ne 1581/5
6i0 21.04.2022}


https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

Honatox 4

no [paBw opranizaitii AJIOBOJCTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MiANPHUEMCTBAX,

B YCTAHOBAX 1 OpraHizarisx

(myskT 3 aBu 3 posainy I1I)

NPUMIPHUU IEPEJIK
JTOKYMEHTIB, 10 HE MiJIAralTh peecTpauii ¢J1y:k0010 AiJioBOACTBA™

[S—

. I'padixu, Hapsau, 3asBKU, pO3HAPSAKH.

. 3BeJieHHA Ta iH(oOpMallis, HaaicaaHi 0 BiJjoMa.

. HapuanwHi mianu, mporpamu (Komii).

. PexiamH1 moBijOMJIEHHS, TIJIAKaTH, MPOTpaMu HapaJl, KoH(EpeHIii TOIIoO.
. [Ipetickypantu (xomii).

. Hopmu BuTparu marepianis.

. BiTanpH1 TUCTH 1 3aTTpOIIIEHHS.

. Bunanns (kHury, )KypHaiu, OlOIeTeHi).

O 00 3 N W KA~ W N

. HaykoBi 3BiTH 3a TeMamH.
10. MicsiuHi, KBapTaJibHi, TBPI4HI 3BITH.
11. ®opmu cTaTUCTUYHOT 3BITHOCTI.
12. loroBopu.
®opmar A4 (210 x 297).
* JlokyMeHTH, 3a3Ha4CHi y MyHKTax 1, 3, 8-12, miuiraroTh CeniaTbHOMY OOTIKY Y BiIIIOBITHUX CTPYKTYPHHUX
MiApO3aiIax yCTaHOBH (OyXranTepii, Bimaiii Kaapis, 6i0mioTerti, Biisi HAyKOBO-TEXHIYHOI iHPOpMAITiT).

{Hooamox 4 i3 3minamu, enecenumu 32i0Ho 3 Haxaszom Minicmepcmea rocmuyii Ne 1927/5

6i0 19.05.2023}


https://zakon.rada.gov.ua/laws/show/z0845-23#n27
https://zakon.rada.gov.ua/laws/show/z0845-23#n27

Honatok 5

no [paBw opranizaitii AJIOBOJCTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JepKaBHHUX OpraHax, OpraHax MiCIEBOTO
CaMOBPSITyBaHHs, HA MiANPHUEMCTBAX,

B YCTAHOBAX 1 OpraHizarisx
(myskT 7 tnaBu 3 posainy I1I)

KYPHAJI
peecTpanii BXiTHUX JOKYMEHTIB*
Jlara Kopecnonenr, KopoTtknii Pe3omrontis, ITignmc Biamitka
HAIXO/DKEHHS | Jara Ta IHIeKC 3MICT BIAIOBIZAIBHUN | 0cO0H, sIKa po
Ta IHIEKC OJICPIKAHOTO BUKOHABEIb oTpUMaJia | BUKOHAHHS
JIOKYMEHTA JIOKYMEHTA JOKYMEHT | IOKyMEHTa
1 2 3 4 5 6
®dopmar A4 (210 x 297).

*VY pasi moTpebu KypHaa MOXKe JOITOBHIOBATHUCS JOAATKOBUMHU I'padami.




Honatox 6

no [paBw opranizaitii AJIOBOJCTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MiANPHUEMCTBAX,

B YCTAHOBAX 1 OpraHizarisx

(myskT 7 tnaBu 3 posainy I1I)

KYPHAJI
peecTpanii BUXiTHUX TOKYMEHTIB*

Jlara ta Kopecnonnent Kopotkwii 3mict | [Ipi3Buinia, iHimiamu [Tpumitka
1HIIEKC ocobu, gKa
JIOKyMEHTA mianucana

JIOKYMEHT, Ta
BUKOHABIIS
IOKYMEHTA
1 2 3 4 5
®dopmar A4 (210 x 297).

*VY pasi moTpebu KypHaaI MOXKe JOITOBHIOBATHUCS JOAATKOBUMHU I'padamm.




Honatox 7

no [paBw opranizaitii AJIOBOJCTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MiANPHUEMCTBAX,

B YCTAHOBAX 1 OpraHizarisx

(myskT 7 tnaBu 3 posainy I1I)

KYPHAJI
peecTpanii BHYTPIIIHIX JOKYMEHTIiB*
Hara ta ingexc | Kopotkwii 3micT Pesomronis abo [Tinmuc ocobwm, | BigmiTka mpo
JIOKYMEHTA BiJINOBiJAJIbHU I sKa OTpUMala BUKOHAHHS
BUKOHABEIlb TOKYMEHT, JlaTa | JIOKyMEHTa
OTPUMaHHS
1 2 3 4 5
®dopmar A4 (210 x 297).

*VY pasi moTpebu KypHaa MOXKe JOITOBHIOBATHUCS JOAATKOBUMHU I'padami.




Honatok 8

no [paBw opranizaitii AJIOBOJCTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MiANPHUEMCTBAX,

B YCTAaHOBAaX 1 OpraHi3amisax

(myskT 10 mmaBu 3 po3ainy 1)

PEECTPAIIIMHO-MOHITOPUHI'OBA KAPTKA

{Hooamox 8 i3 3minamu, enecenumu 32i0Ho 3 Haxazom Minicmepcmea rocmuyii Ne 1581/5
6i0 21.04.2022}


https://zakon.rada.gov.ua/laws/file/text/98/f444653n1997.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

Honatox 9

no [paBw opranizaitii AJIOBOJCTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MiANPHUEMCTBAX,

B YCTAHOBAX 1 OpraHizarisx

(myskT 10 mmaBu 3 po3ainy 1)

MOPSIJIOK

3allOBHEHHSI PEKBI3UTIB peeCcTPANiHHO-KOHTPOJIbHOI KAPTKHU

PexBizutn TlosicHeHHS 10 3alIOBHEHHS
Hazea By 3anoBHIOETHCS BIAMOBIIHO 1O Ha3BU JIOKYMEHTA, 110 peecTpyeTbes. 11in
[TOKyMEHTa yac peecTpallii JTUCTIB rpada He 3aTOBHIOETHCS
ABTOD i yac peecTpallii JOKyMeHTa, 1110 Ha{IHIIOB, 3a3HAYA€THCS
KOPECIIOH/IEHT) HallMEHYBaHHs yCTaHOBU (0cO0M) - aBTOpa JokyMeHTa. [l yac

peecTpallii JOKyMEeHTa, 10 HaJICHIIAEThCS, 3a3HAYAETHCSI HAMEHYBaHHS
yCTaHOBU (0COOM) - KOpEeCIOHACHTA. [[0myCKaeThCs 3aCTOCYBaHHS
CKOPOUEHOTO HaiMEHYBaHHS YCTaHOBU

JlaTa JOKymMeHTa

Jlata, 0 IPOCTABISAETHCA HA IOKYMEHTI yCTaHOBOIO-aBTOPOM,
MMePEHOCUTHLCS Ha PEECTPAIITHO-MOHITOPUHTOBY KapTKy (Z1aji - KapTKa) 3
BUKOPHCTAaHHAM IU(P y TaKii MOCIIAOBHOCTI: YHCIIO, MiCAILlb, PiK (UHUCIO
1 MiCAIIb 3a3HAYAIOTHCS JIBOMA TTapaMH apaOChKuX MUPp, pik - HOTUPMA
apaOCbKUMHU ITUPpamMu)

[H1ekc ToKyMeHTa

[H1eKCe, MPUCBOEHMI JOKYMEHTY YCTAaHOBOIO-aBTOPOM, TIEPEHOCHUTHCS Ha
KapTKy 3 JIOKYMEHTA, 1110 HaJIMII0B a00 Ha/ICUIIAEThCA

/laTa HAIXOKESHHS

}_IaTa HaAXO/PKCHHA JOKYMCHTA JO YCTAHOBU MICPCHOCUTHCA HA KApTKY 3
peecTpaiiiHoro mrammna

[H1eKC

[H1eKC, IPUCBOEHMIA BXITHOMY JIOKYMEHTY YCTaHOBOIO-OJICPIKyBaICM,
MEPEHOCHUTHCS TI1JT 4aC peecTpallii HaJXOKSHHS Ha KapTKy 3
peectpartiiinoro mramma. [Ticas BUKOHAHHS JOKYMEHTA 1HJIEKC
TIOTTOBHIOETHCSI HOMEPOM CIIPaBH 32 HOMEHKJIATYPOIO CIIPaB a0 1HIIUMHU
IHICKCAMU




3aron0BoOK [lepeHocHUTBCS 3aT0JI0BOK, CPOPMYITHOBAHHHA HA TIOKYMEHTI. Y pasi

ToKyMeHTa abo BiJICYTHOCTI 3aroj0BKa Ha JOKYMEHTI BiH ()OpPMYITFOETHCS BIIOBITHO J10
KOPOTKHH 3MiCT [paBuI
Pesomrorist [lepeHOCUTHCS HA KapTKy 3 JOKYMEHTAa OCHOBHHI 3MICT JJOPYYCHHSI,

MPI3BUIIE aBTOPA 1 JaTa P30T

Binnosigansuuii [Ipi3BuIIe, 1HIIIATH BIAMOBIIATFHOTO BUKOHABIIS IEPEHOCATHCS 3
BUKOHABEIb [PEe30ITIOIIIT, ¥ pa3i moTpeOu 3a3Ha4aeThCss HoMep TeaedoHy

Ctpoku BUKOHaHHS  [[IpoCTaBISIFOTBHCS YMCIIO, MICSIb, PIK (UMCIIO 1 MICALD 3a3HAYAIOThCS
BOMa mapaMu apaOchbkux udp, pik - yoTupMa apadbcbkumu nudpamn).
[1ix gac peecTparlii iHIIIIaTUBHOTO TOKYMEHTA, 1110 HAJICUIAE€ThCS,
[IPOCTABISETHCS OUIKYBaHA JaTa HAJAXOIKEHHS BiMOBI1

[To3Hauka npo KopoTkuii 3amuc Toro, Ik BUPIIIEHO MUTAaHHS 10 CyTi, a00 J1aTa Ta iHAeKC
BIKOHAHHS TTOKyMEHTa-BI1ITOBI T

{Hooamoxk 9 i3 aminamu, eénecenumu 32iono 3 Haxazom Minicmepcmea rocmuyii Ne 1581/5
6i0 21.04.2022}


https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

Honatok 10

no [paBw opranizaitii AJIOBOJCTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MiANPHUEMCTBAX,

B YCTAaHOBAaX 1 OpraHi3amisax

(myskT 12 taBu 1 po3giny IV)

HOMEHKJIATYPA CITIPAB

{Hooamox 10 i3 3minamu, enecenumu 32iono 3 Haxazamu Minicmepcmea rocmuyii Ne 2277/5
6i0 04.07.2018, Ne 1581/5 6io 21.04.2022}

Honatox 11

no IIpaBun opranizaiiii AiJIOBOJCTBA

Ta apXiBHOTO 30€piraHHs JOKyMECHTIB

y JIep’)KaBHUX OpTaHax, OpraHax MiCIIEBOTO
CaMOBDSITyBaHHSI, Ha MIAMPUEMCTBAX,

B YCTaHOBAX 1 OpraHizaiisx

(myskT 12 taBu 1 po3giny IV)

HOMEHKJIATYPA CITIPAB

{Hooamox 11 i3 sminamu, enecenumu 32iono 3 Haxazom Minicmepcmea rocmuyii Ne 1581/5

6i0 21.04.2022}

Jomarok 12

1o IIpaBwi opranizartii aiJ10BOACTBa

Ta apXiBHOTO 30epiraHHs JOKyMEHTIB

y JIep’)KaBHUX OpTaHax, opraHax MiCIIEBOTO
CaMOBpSITyBaHHSI, HA MIAMPUEMCTBAX,

B YCTaHOBAaX 1 OpraHizamisx

(myHKT 5 TnaBu 3 po3ainy IV,

NyHKT 3 m1aBu 6, nyHKT 13 maBu 7
po3nairy VIII)

KAPTKA-3AMIHHUK CITPABU

{Hooamoxk 12 i3 sminamu, énecenumu 32i0no 3 Haxazom Minicmepcmea rocmuyii Ne 1581/5
6i0 21.04.2022}

Honatox 13

1o IIpaBwt opranizartii 1iJ10BOACTBa

Ta apXiBHOTO 30epiraHHs JOKyMEHTIB

y IepKaBHUX OpraHax, OpraHax MiCII€BOTO


https://zakon.rada.gov.ua/laws/file/text/98/f444653n1998.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/99/f444653n1999.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/99/f444653n2000.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

CaMOBPSIIyBaHHs, Ha MANPHUEMCTBAX,
B YCTAHOBAX 1 OpraHizarisx
(myHKT 9 TaBu 2 posainy V)

AKT
MPO HeCcTavy CNpaB (IOKYMEHTIB) y CTPYKTYPHHX HiAPO3aijIax

{Hooamox 13 i3 sminamu, enecenumu 32iono 3 Haxazamu Minicmepcmea rocmuyii Ne 2277/5
6i0 04.07.2018, Ne 1581/5 6io 21.04.2022}

Honatok 14

no [paBwun opranizaiiii AiJIOBOJCTBA

Ta apXiBHOTO 30€piraHHs JOKyMCHTIB

y JIep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MiANPHUEMCTBAX,

B YCTAHOBAaX 1 OpraHi3amisax

(myHKT 15 TaBu 2 po3ainy V)

AKT
Npo BUJIy4YeHHsI JOKYMeHTiB 3 HanioHaJbHOro apxiBHoOro ¢pouay

{Jooamox 14 i3 3minamu, enecenumu 32iono 3 Haxazamu Minicmepcmea rocmuyii Ne 2277/5
6i0 04.07.2018, Ne 1581/5 6io 21.04.2022}

Honatox 15

no [paBun opranizaiiii AiJIOBOJCTBA

Ta apX1BHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpTaHax, OpraHax MiCIIEBOTO
CaMOBDSITyBaHHSI, HA MIANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizamisx

(myskT 1 maBu 3 posainy V)

AKT
PO BUJIYYEHHS JJIs1 3HUIICHHS JOKYMEHTIB, H¢ BHECCHUX /10
HauionanbHoro apxiBuoro ¢ponay

{Jooamox 15 i3 3minamu, enecenumu 32iono 3 Haxazamu Minicmepcmea rocmuyii Ne 2277/5
6i0 04.07.2018, Ne 1581/5 6io 21.04.2022}

Honatox 16

no [IpaBun opranizaiiii AiJIOBOJCTBA

Ta apX1BHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpTraHax, OpraHax MiCIIEBOTO
CaMOBDSITyBaHHSI, HA MIANPUEMCTBAX,

B YCTaHOBAaX 1 OpraHizamisx

(myHKT 6 maBu 2 posaity VI)


https://zakon.rada.gov.ua/laws/file/text/100/f444653n2001.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2002.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2003.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

BHYTPIIIHIA OIMUC
JOKYMEHTIB CIIpaBU

{Hooamox 16 i3 sminamu, enecenumu 32iono 3 Haxazom Minicmepcmea ocmuyii Ne 1581/5
6i0 21.04.2022}

Honatox 17

no [paBwun opranizaiiii AiJIOBOJCTBA

Ta apXiBHOTO 30€piraHHs JOKyMECHTIB

y JepKaBHUX OpraHax, OpraHax MiCIE€BOrO
CaMOBPSITyBaHHs, HA MANPHUEMCTBAX,

B YCTA@HOBAaX 1 OpraHi3amisax

(myskT 7 maBu 2 posainy VI,

nyHKT 4 maBu 5 posainy VII,

nyHKT 4 miiaBu 8 pozaury VII)

3ACBIJTUYBAJIbHUI HATIUC CIIPABU

{/looamox 17 i3 sminamu, eHecenumu 32iono 3 Haxazom Minicmepcmea tocmuyii Ne 1581/5
6i0 21.04.2022)

Honatox 18

no [IpaBun opranizaiiii AiJIOBOJCTBA

Ta apX1BHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpTaHax, opraHax MiCIIEBOTO
CaMOBDSITyBaHHSI, HA MIANPUEMCTBAX,

B YCTaHOBAX 1 OpraHi3arisax

(myHkT 9 maBu 2 posaity VI)

CIIPABA

Honarok 19

1o IIpaBw opranizariii ai710BOACTBA

Ta apXiBHOTO 30epiraHHs JOKyMEHTIB

y JIlep’KaBHUX OpraHax, OpraHax MiCIIeBOTO
CaMOBpsIIyBaHHs, HAa MIANPHUEMCTBAX,

B YCTaHOBAX 1 OpraHizamisx

(myHkT 3 masu 3 po3ainy VI)

OInumcC

{Hooamox 19 i3 sminamu, enecenumu 32iono 3 Haxazom Minicmepcmea ocmuyii Ne 1581/5
6i0 21.04.2022}

Honatok 20
no [paBwi opranizaiiii AJIOBOJCTBA


https://zakon.rada.gov.ua/laws/file/text/100/f444653n2006.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2009.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/35/f444653n1614.doc
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2012.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JepKaBHHUX OpraHax, OpraHax MiCIEBOTO
CaMOBPSITyBaHHs, HA MANPHUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx

(myskT 1 maBu 2 posainy VII)

OI1cC
CIPaB MOCTIHHOTO 30epiranus

{Hooamox 20 i3 sminamu, enecenumu 32iono 3 Haxazamu Minicmepcmea rocmuyii Ne 2277/5
6i0 04.07.2018, Ne 1581/5 6io 21.04.2022}

Honatox 21

no [paBwun opranizaiiii AiJIOBOJCTBA

Ta apXiBHOTO 30€piraHHs JOKyMECHTIB

y JIep’)KaBHHUX OpTaHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MANPHUEMCTBAX,

B YCTaHOBAX 1 OpraHizamisx

(myskT 1 maBu 3 posainy VII)

OInuncC
cnpaB TpuBaJjoro (mouax 10 pokis) 30epiranus

{Jooamox 21 i3 3minamu, enecenumu 32iono 3 Haxazamu Minicmepcmea rocmuyii Ne 2277/5
6i0 04.07.2018, Ne 1581/5 6io 21.04.2022}

Honatok 22

no [IpaBun opranizaiiii AiJIOBOJCTBA

Ta apX1BHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpTaHax, OpraHax MiCIIEBOTO
CaMOBDSITyBaHHS, Ha MIAMPUEMCTBAX,

B YCTaHOBAaX 1 OpraHizaiisx

(mynkt 1 masu 4 pozauty VII)

0)11%(6
CIIPAB 3 KaJAPOBHUX MUTAHBb (0CO00BOIO CKJIANY)

{/looamox 22 & pedaxyii Haxa3zy Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018, i3
3minamu, HeceHumu 32i0Ho 3 Haxaszom Minicmepcmea iocmuyii Ne 1581/5 6io 21.04.2022}

Homarok 23

no [IpaBun opranizaiiii AiJI0BOJCTBA

Ta apXiBHOTO 30epiraHHs JOKyMEHTIB

y JIep’)KaBHUX OpTaHax, opraHax MiCIIEBOTO
CaMOBpSITyBaHHSI, HA TIAMPUEMCTBAX,


https://zakon.rada.gov.ua/laws/file/text/100/f444653n2013.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2014.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2015.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n98
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

B yCTAHOBAX 1 OpraHi3allisax
(myHKT 5 mnaBu 8 po3niny VII)

OII1C


https://zakon.rada.gov.ua/laws/file/text/41/f444653n1654.doc

Honatok 24

no [paBw opranizaitii AJIOBOJCTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JepKaBHHUX OpraHax, OpraHax MiCIEBOTO
CaMOBPSITyBaHHs, HA MiANPHUEMCTBAX,

B YCTAHOBAX 1 OpraHizarisx
(myskT 2 maBu 3 posainy VIII)

HaitmeHnyBaHHSs1 yCTaHOBH

KYPHAJI

peecTpauii cnocrepekeHb 3a CTAHOM TeMIIEPATyPHO-BOJIOTICHOTO
pexumMy 30epiraHHsl apXiBHUX JTOKYMEHTIB

[lata 3ammcy Krnimaruaai mapameTpu moBitTps ITigmuc [Mpumitku
KepiBHUKA
. . . . apxiBy (ocobwu,
30BHILIHE MOBITPS NIOBITPS Y CXOBUIII1 . . .
B1AIIOB1JaJIBHO1
3a apXiB)
TeMmeparypa, BiZHOCHA TeMmeparypa, BimHOCHA
°C BOJIOTiCTh, % °C BOJIOTICTB, %
1 2 3 4 5 6 7

dopmar A4 (210 x 297).




Honatox 25

no [paBw opranizaitii AJIOBOJCTBA

Ta apXiBHOTO 30€piraHHs JOKyMECHTIB

y JepKaBHHUX OpraHax, OpraHax MiCIEBOTO
CaMOBPSITyBaHHs, HA MANPHUEMCTBAX,

B YCTAHOBAX 1 OpraHizarisx

(myskT 11 mmaBu 6 posainy VIII)

HaitmeHnyBaHHSs1 yCTaHOBH

KAPTKA

MOCTEJAKHOI0 TONOrpagivHOro MOKaAKYMKA

Kimuara

ApX1BOCXOBHIIIE

Crenax (macga) No

Ne monwi Ne pormy | Ne ormucy | Cropasu (ox. 30.) 3 Ne [MpumiTku
o Ne
1 2 3 4 5
(JtupoBUit OIK)
1 2 3 4 5

(3BOpOTHHIA OiK)

®opmar A6 (148 x 105).




HonaTtok 26
no [paBw opranizaitii AJIOBOJCTBA

Ta apXiBHOTO 30€piraHHs JOKyMECHTIB

y JIep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MANPHUEMCTBAX,

B YCTAHOBAX 1 OpraHizarisx

(myskT 11 mmaBu 6 posainy VIII)

HaitmeHnyBaHHSs1 yCTaHOBH

KAPTKA
10¢oHA0BOr0 TONOrpadiyHOro NOKAKIYMKA
ApPXIBOCXOBUIIIE
Kimnara
®onpy Ne Ha3Ba
No ontucy Crpasu (ox. 36.) 3 Ne [ Ne crenmaxa Ne monwi [MpumiTku
o No (tradm)
1 2 3 4 5
(JiupoBUil OIK)
1 2 3 4 5

(3BOpOTHHIA OiK)

®opmar AS (148 x 210).




Honatok 27

no [paBw opranizaitii AJIOBOJCTBA

Ta apXiBHOTO 30€piraHHs JOKyMECHTIB

y JIep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MANPHUEMCTBAX,

B YCTAHOBAX 1 OpraHizarisx

(myskT 5 maBu 7 posainy VIII)

3AMOBJIEHHSA
HA BUAABAHHSA CNIPAB Y YUTAJbHUI 321 (P0004i KiMHATH)

Jomarok 28

no IIpaBun opranizaiiii AiJI0BOJCTBA

Ta apX1BHOTO 30€piraHHs JOKYMEHTIB

y JepXKaBHUX OpraHax, opraHax MiCLEBOIO
CaMOBPSITyBaHHS, HA MANPHEMCTBAX,

B YCTaHOBAX 1 OpraHi3alisax

(myHKT 6 maBu 7 po3auty VIII)

3ASBA

{Hooamok 28 i3 sminamu, énecenumu 32i0no 3 Haxazom Minicmepcmea rocmuyii Ne 1581/5
6i0 21.04.2022}

Homarok 29

1o IIpaBwt opranizartii 1iJ10BOACTBa

Ta apXiBHOTO 30€epiraHHs JOKyMEHTIB

y JIep’KaBHUX OpraHax, opraHax MiCLIEBOTO
CaMOBPSITyBaHHs, HA MiANPHEMCTBAX,

B YCTaHOBax 1 Oprafizaiisx

(mynxkT 7 tnasu 7 po3ninxy VIII)

AKT
Npo BUAABaHHA CIPAB Yy THMYaCOBe KOPHCTYBAHHS

{Hooamoxk 29 i3 sminamu, enecenumu 32i0no 3 Hakaszamu Minicmepcmea tocmuyii Ne 2277/5
6i0 04.07.2018, Ne 1581/5 6io 21.04.2022}


https://zakon.rada.gov.ua/laws/file/text/41/f444653n1655.doc
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2018.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2019.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

Honarok 30
no [paBw opranizaitii AJIOBOJCTBA

Ta apXiBHOTO 30€piraHHs JOKyMECHTIB

y JIep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MANPHUEMCTBAX,

B YCTAHOBAX 1 OpraHizarisx

(myskT 11 mmaBu 7 posainy VIII)

HaitmeHnyBaHHSs1 yCTaHOBH

APKYII

KOPHCTYBAHHSA apXiBHUMHU JOKYMEHTAMU
donmg Ne Ormmuc Ne Cnpasa Ne
3aroJ0BOK CIpaBU

[Hara [Tpi3BuiLe, Xapaxkrep Howmepu apky1uis, [Mignuc
KOPUCTYBaHHsl | iHILIanu (1HiLiaJd | KOPUCTYBAHHA | 3 SIKUX 3pOOJIEHO KOpHCTyBauda

CIPaBOIO IMEH1) (KorTiroBaHHsI, KOTIi1, BUTATH

KOpHCTYBa4a | meperisi, BUTATH TOUIO

TOIIIO)
1 2 3 4 5

®opmar A4 (210 x 297).




Honatox 31

no [paBw opranizaitii AJIOBOJCTBA

Ta apXiBHOTO 30€piraHHs JOKyMECHTIB

y JIep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MANPHUEMCTBAX,

B YCTAHOBAX 1 OpraHizarisx

(myskT 12 tmaBu 7 po3ainy VIII)

KHUTA
BU/IaBAHHA CIIPAaB 3 apXiBOCXOBHUIIA

{Hooamox 31 i3 sminamu, enecenumu 32iono 3 Haxazom Minicmepcmea ocmuyii Ne 1581/5
6i0 21.04.2022}

Honatok 32

no [IpaBun opranizaitii AiJIOBOJCTBA

Ta apXiBHOTO 30epiraHHs JOKyMCHTIB

y Iep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBDSITyBaHHS, HA MIANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizamisx

(myskT 10 tmaBu 8 po3ainy VIII)

APKYUI NEPEBIPAHHSA
HASIBHOCTi Ta CTaHY IOKYMEHTIB

{/looamoxk 32 i3 sminamu, eHecenumu 32iono 3 Haxazom Minicmepcmea tocmuyii Ne 1581/5
6i0 21.04.2022)

Honatok 33

no [paBun opranizaiiii AiJIOBOJCTBA

Ta apX1BHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpTaHax, OpraHax MiCIIEBOTO
CaMOBDSITyBaHHSI, Ha MIANPUEMCTBAX,

B YCTaHOBAaX 1 OpraHizamisx

(mynkr 10 maBu 8 po3ainy VIII)

AKT
NPO NepeBipsIHHS HAIBHOCTI TA CTAHY CNIPaB (10KYMEHTIB)

{Hooamox 33 i3 3minamu, enecenumu 32iono 3 Haxazamu Minicmepcmea rocmuyii Ne 2277/5

6i0 04.07.2018, Ne 1581/5 6io 21.04.2022}

Homarok 34
1o IIpaBw opraHizartii ai10BOACTBa


https://zakon.rada.gov.ua/laws/file/text/100/f444653n2022.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2025.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2026.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JepKaBHHUX OpraHax, OpraHax MiCIEBOTO
CaMOBPSITyBaHHs, HA MANPHUEMCTBAX,

B YCTAHOBAX 1 OpraHizarisx

(myskT 15 TmaBu 8 po3ainy VIII)

AKT
PO HEBUIIPABHI MOIIKO/IKEHHS CNPAB (IOKYMEHTIB)

{Hooamox 34 i3 sminamu, enecenumu 32iono 3 Haxazamu Minicmepcmea rocmuyii Ne 2277/5
6i0 04.07.2018, Ne 1581/5 6io 21.04.2022}

Honatox 35

no [paBwun opranizaiiii AiJIOBOJCTBA

Ta apXiBHOTO 30€piraHHs JOKyMECHTIB

y Iep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MANPHUEMCTBAX,

B YCTAHOBAaX 1 OpraHi3amisax

(myskT 18 tmaBu 8 po3ainy VIII)

KAPTKA
00J1iKy HEBUSIBJICHOI CIIPABH

Jonarok 36

1o IIpaBwit opranizartii aiJ10BOACTBa

Ta apXiBHOTO 30€epiraHHs JOKyMEHTIB

y IepKaBHHUX OpraHax, OpraHax MiCIIEBOTO
CaMOBpSITyBaHHSI, HA TIAMPUEMCTBAX,

B yCTAHOBAX 1 OpraHi3aIlisax

(mynxT 19 TaBu 8 pozainy VIII)

AKT
NP0 HEeBUSIBJIEHHSI CNIPaB (I0KYMEHTIB), IVIAXH PO3LIYKY SIKMX
BUYEPIAHO

{Hooamoxk 36 i3 sminamu, eHecenumu 32i0Ho 3 Hakazamu Minicmepcmea tocmuyii Ne 2277/5

6i0 04.07.2018, Ne 1581/5 6io 21.04.2022}

Homarok 37

1o IIpaBwi opranizartii 1ij0BOACTBa

Ta apXiBHOTO 30€epiraHHs JOKyMEHTIB

y JepKaBHHUX OpraHax, OpraHax MiCIEBOTO
CaMOBpSITyBaHHSI, Ha TIAMPUEMCTBAX,

B yCTAHOBAX 1 OpraHi3aIlisax

(mynkT 1 masu 4 posniny X)


https://zakon.rada.gov.ua/laws/file/text/100/f444653n2027.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/35/f444653n1627.doc
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2028.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

KHUTA
00J1iKy HA/IXO/I’KeHHSI Ta BUOYTTS JOKYMEHTIB apXiBy

{Hooamox 37 i3 sminamu, enecenumu 32iono 3 Haxazom Minicmepcmea ocmuyii Ne 1581/5
6i0 21.04.2022}

Honatox 38

no [paBwun opranizaiiii AiJIOBOJCTBA

Ta apXiBHOTO 30€piraHHs JOKyMCHTIB

y JIep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MANPHUEMCTBAX,

B YCTA@HOBAaX 1 OpraHi3amisax

(myHKT 2 maBu 4 posainy X)

CIIUCOK
¢onais apxiBy

{Jlooamoxk 37 i3 3minamu, enecenumu 32i0Ho 3 Haxazom Minicmepcmea ocmuyii Ne 1581/5
6i0 21.04.2022}


https://zakon.rada.gov.ua/laws/file/text/100/f444653n2031.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2034.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

Honatok 39

no [paBw opranizaitii AJIOBOJCTBA

Ta apXiBHOTO 30€piraHHs JOKyMECHTIB

y JIep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MANPHUEMCTBAX,

B YCTAaHOBAaX 1 OpraHi3amisax

(myHKT 5 aBu 4 posainy X)

HaitmeHnyBaHHSs1 yCTaHOBH

PEECTP OIIUCIB
Po3zmouaro
3aKiHYEeHO
Hanxomxkenns Bubyrrsa
ara ¢oHn |ommc|ToM | Ha3Ba |KpaifHi HaTH KIJIBKICTH Jara [migcraBa| Kyad
3aIucy Ne | Ne |ommcy |nokymeHTiB 3aImcy BHOYB
Ne [Ha3Ba (Tomy) CHpaB | apKyIIiB | IPUMIpHUKIB
B OTIUCY |omHCy (TOMY)
2 3 4 5 6 7 8 9 10 11 12 13 14

®dopmar A4 (210 x 297).




Honatox 40

no [paBw opranizaitii AJIOBOJCTBA

Ta apXiBHOTO 30€piraHHs JOKyMECHTIB

y JIep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MANPHUEMCTBAX,

B YCTAHOBAX 1 OpraHizarisx

(myHKT 7 T1aBu 4 posainy X)

IMACITIOPT
apXiBHOIO MiAPO3ALY I€Ps;KABHOI0 OPraHy Ta OPraHy MiCleBoro
CaAaMOBPSIIYBAHHS, iHIIOI YCTAHOBH, MiINMPUEMCTBA Ta OpraHizamii

{Hooamox 40 i3 sminamu, enecenumu 32iono 3 Haxazom Minicmepcmea ocmuyii Ne 1581/5
6i0 21.04.2022}

Honatox 41

no IpaBwu opranizaiiii AJIOBOJCTBA

Ta apXiBHOTO 30epiraHHs JOKyMECHTIB

y Iep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MANPHUEMCTBAX,

B YCTAHOBAX 1 OpraHi3amisax

(myskT 10 mmaBu 4 po3ainy X)

KHUTA
00J1IKy HAIXOAKeHHH | BUOYTTH cTPaxoBoro ¢gpouay i ponay
KOPUCTYBaHHS

{Hooamox 41 i3 3minamu, enecenumu 32iono 3 Haxazom Minicmepcmea ocmuyii Ne 1581/5
6i0 21.04.2022}

Honatox 42

no [paBwun opranizaiiii AiJIOBOJCTBA

Ta apXiBHOTO 30€piraHHs JOKyMEHTIB

y JIep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBDSITyBaHHS, HA MIANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizamisx

(myskT 10 tmaBu 4 po3ainy X)

OInumcC
CcTpaxoBoro ¢Gpouay

{Jooamoxk 42 i3 3minamu, enecenumu 32i0Ho 3 Haxazom Minicmepcmea ocmuyii Ne 1581/5
6i0 21.04.2022}


https://zakon.rada.gov.ua/laws/file/text/100/f444653n2037.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2040.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2043.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

Honatok 43

no [paBw opranizaitii AJIOBOJCTBA

Ta apXiBHOTO 30€piraHHs JOKyMECHTIB

y JIep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MANPHUEMCTBAX,

B YCTAHOBAX 1 OpraHizarisx

(myHKT 4 TaBu 4 posainy XII)

3PA30K
Jlep;xaBHe NiANPHEMCTBO
«YKpHocraunpom»

APXIBHA JJOBIJIKA
04.04.2013 Ne 45
Ha Ne 3 Bix 28.03.2013

Y nokymeHTax apXiBHOro (DOHAY JAEpKABHOTO MIJIPUEMCTBA «YKPIIOCTAuIIpOM» Y
BIJOMOCTSIX Ha BHJIauy 3apoOiTHOI IJaTé poOITHUKAM 1 CIy>KOOBLISIM 3a ciueHb - rpyaeHs 2000
poxy uncnauthes BoaieM [Iponin Oner [BanoBuy.

[Tincrara: ¢. 4444, om. 2, crip. 83, apk. 6-14.
JupexTop (mmiamuc) JI.M. Kexepa

M.II. (3a HAsIBHOCTI)

®opmar A4 (210 x 297)
{/[ooamox 43 6 pedaxyii Haxazy Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}


https://zakon.rada.gov.ua/laws/show/z0791-18#n99

Honarok 44

no [paBw opranizaitii AJIOBOJCTBA

Ta apXiBHOTO 30€piraHHs JOKyMECHTIB

y JIep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MANPHUEMCTBAX,

B YCTAHOBAX 1 OpraHizarisx

(myHKT 5 aBu 4 posainy XII)

3PA30OK

Binkpure aknionepHe TOBAapucTBO
«IIpomOyaman»

APXIBHA KOIIIA
08.04.2015 Ne 45

Binkpure akuionepne Topapuctso «IIpomoyamanny

HAKA3

14.11.2010 Kuis 148-oc

3 0coboBOTO CKIIaMy
[MPU3HAUYUTU:

AJIEKCE€HKO Banentuny CrenaHiBHy Ha mocajly HadajbHHMKA IJIAHOBOTO Bigaimy 3 15
nucromnana 2010 poky 3 MocagoBUM OKJIAJOM 3T1THO 31 IITaTHUM PO3TTHCOM.

[Tincrasu: 3asBa Anekceenko B.C. Bix 10 mucronama 2010 poky, pesomroris ['eHepansHOTO
mupekTopa Makpinosa B.M.

['enepanbHMil AUPEKTOP B.M. Makpinos
[Tincraa: ¢. 3333, om. 2-oc, cmp. 53, apk. 45.

3TriJHO 3 OpPUTIHATIOM
3aBigyBad apxiBy (miarmc) 1O.B. Ocnau

M.II. (3a HassBHOCT!)

08.04.2015
®opmar A4 (210 x 297).



{Hooamok 44 i3 sminamu, enecenumu 32i0no 3 Haxazom Minicmepcmea ocmuyii Ne 2277/5

6i0 04.07.2018}


https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94

Honatox 45

no [paBw opranizaitii AJIOBOJCTBA

Ta apXiBHOTO 30€piraHHs JOKyMECHTIB

y JIep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MANPHUEMCTBAX,

B YCTAHOBAX 1 OpraHizarisx

(myHKT 5 aBu 4 posainy XII)

3PA30OK

IIy0niuHe aknioHepHe TOBAPHCTBO
«IHoaraBamiBeinmocray»

APXIBHUM BUTST
17.04.2015 Ne 5

IIyoaiune akuionepHe ToBapuctpo «IlosTaBamBeiinocrayw»

HAKA3

16 xBiTH 1993 poky M. [TonraBa Ne 56- oc

3 0co00BOTO CKIIAy

4. TlpuitasiTn Ha poOoTy Kacupom-inkacatopoMm [loponiny C.I. (Tak y moxkymenti) 3 18
kBiTHA 1993 poky 3 MicsuHUM BUNPOOYBAJIbHUM CTPOKOM Ta 3 OIUIATOIO BIANOBITHO 0
IITaTHOTO PO3IHUCY.

[Tincrasu: 3asBa Jloponinoi C.I. Bixg 12 kBiTHs 1993 poky, pesomtomist aupekropa CeMkiHa
B.M.

JlupexTop B.M. Cemkin
[TincraBa: ¢. 1111, om. 1-oc, cop. 13, apk. 21.

3riJHO 3 OpPUTIHATIOM
3aBimyBad apxiBy (imuc) C.Al. PyGan

M.II. (3a HassBHOCT!I)

16.04.2015
®opmar A4 (210 x 297).



{Hooamoxk 45 i3 sminamu, enecenumu 32i0no 3 Haxazom Minicmepcmea ocmuyii Ne 2277/5

6i0 04.07.2018}


https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94

Honatok 46

no [paBw opranizaitii AJIOBOJCTBA

Ta apXiBHOTO 30€piraHHs JOKyMECHTIB

y JIep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MANPHUEMCTBAX,

B YCTAHOBAX 1 OpraHizarisx

(myHKT 2 aBu 5 posainy XII)

HaitmeHnyBaHHSs1 yCTaHOBH

KYPHAJI
peecTpauii BiaBilyBaHb KOPUCTYBAYAMHU YUTAJBHOIO 32J1y

Posmnouaro
3aKiHYeHO
Ne Hara ITpi3Buie, imM’s, o 6arekoBi |  KinbkicTh [Tignuc xopuctyBaua
3/m | BiABiIyBaHHSA BUIAHUX O1I. 30.
Ta OMHCIB
1 2 3 4 5

®opmar A4 (210 x 297).




Honatox 47

no [paBw opranizaitii AJIOBOJCTBA

Ta apXiBHOTO 30€piraHHs JOKyMECHTIB

y JIep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MANPHUEMCTBAX,

B YCTAHOBAX 1 OpraHizarisx

(myskT 1 maBu 1 posaimy XIII)

IJIAH
podoTH apxiBy

{Hooamox 47 i3 sminamu, enecenumu 32iono 3 Haxazom Minicmepcmea ocmuyii Ne 1581/5
6i0 21.04.2022}

Honatox 48

no [IpaBun opranizaitii AiJIOBOJCTBA

Ta apXiBHOTO 30epiraHHs JOKyMCHTIB

y Iep’)KaBHHUX OpPTaHax, OpraHax MiCIIEBOTO
CaMOBDSITyBaHHS, HA MIANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizamisx

(myskT 2 maBu 3 posainy XIII)

KAPTKA
00J1iKy po0oTH apXxiBy 3 MiIBiIOMY0I0 YCTAHOBOIO

Jomarok 49

1o IIpaBwt opranizartii 1iJ10BOACTBa

Ta apXiBHOTO 30epiraHHs JOKyMEHTIB

y IepKaBHHUX OpraHax, OpraHax MiCIIEBOTO
CaMOBpSITyBaHHSI, HA TIAMPUEMCTBAX,

B yCTAHOBAX 1 OpraHi3aIlisax

(myskT 1 mmasu 2 posniny XIV)

AKT
Npo NpuiiMaAHHA-TIepeIABAHHS JOKYMEHTIB YCTAHOBH HA MOCTiiiHe
30epiranus

{Hooamoxk 49 i3 sminamu, enecenumu 32i0no 3 Hakazamu Minicmepcmea tocmuyii Ne 2277/5
6i0 04.07.2018, Ne 1581/5 6io 21.04.2022}

Homarok 50

1o IIpaBwt opranizariii 1iJ10BOACTBa

Ta apXiBHOTO 30epiraHHs JOKyMEHTIB

y JIep’)KaBHHUX OpPraHax, opraHax MiCIIEBOTO


https://zakon.rada.gov.ua/laws/file/text/100/f444653n2046.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/41/f444653n1669.doc
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2047.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

CaMOBPSIIyBaHHs, Ha MANPHUEMCTBAX,
B YCTAaHOBaX 1 OpraHizarisx
(myskT 1 maBu 2 posainy XIV)

AKT
NPOo NPUMAHHA-TIEPEAABAHHSA CIIPAB I/l Yac 3MiHU KepPiBHUKA apXiBY
(ocoOm, BiAMOBiZAJBLHOI 32 apXiB)

{Hooamox 50 i3 sminamu, enecenumu 32iono 3 Haxazamu Minicmepcmea rocmuyii Ne 2277/5
6i0 04.07.2018, Ne 1581/5 6io 21.04.2022}

Honatox 51

no IpaBwi opranizaitii AIOBOJCTBA
Ta apXiBHOTO 30€piraHHs JOKyMECHTIB
y Iep’)KaBHHUX OpPTraHax, OpraHax
MICIICBOTO CAMOBPSITyBaHHS,

Ha TAMPUEMCTBAX,

B yCTAHOBAX 1 OpraHi3aIlisax

(myukT 4 mnaBu 3 posainy XV)

AKT
NPo NPpUMAHHS-TIEPEJABAHHS CNPAB (I0KYMEHTIB) BiJl OHIi€l
YCTAHOBH 10 iHIIIOL

{Hooamok 51 6 peoaxyii Haxazy Minicmepcmea wocmuyii Ne 2277/5 6io 04.07.2018, i3
3minamu, 6HeceHumu 32i0Ho 3 Haxazom Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022}

I[Tpo 3arBepmxenns [IpaBuit opramizaliii JiJIOBOACTBA  3aKOHOIABCTBO YKpaiHu

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB y JAepPiKaBHUX cTaHoM Ha 18.10.2024

OpraHax, OpraHax MiCI[EBOrO CaMOBPSILyBaHHs, HA HITHITH

HiNPUENCTBAX, B YCTaHOBaX i Opranisauiix I (RN
z0736-15

Haxka3 MinictepcTBa toctumii Ykpaian; [Ipasumna, XKyprain,
®dopma THITOBOTO TOKyMeHTa, 3BiT, [lepenik, Kaptka, Ilopsnoxk,
AxTt, Onuc, CripaBa, 3amoBneHHs, 3asBa, Criucok, Peectp,
IMacnopr, Josinka, 3pa3zok, Bursr, ITnan Bix 18.06.2015 Ne
1000/5
Penaxuin Big 03.06.2023, migcrasa — z0845-23
IHocmiiina adpeca:

Ips://z r V. z0736-1

JoxkymenTH Ta ¢ainiu

o CurHanbHuil TokymeHT — f444653n1997.doc six 15.06.22 10:50, 36 k6
e CurHanbHuil okymMeHT — f444653n1998.doc sin 15.06.22 10:50, 46 k6
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