L

XAPKIBCBbKA OBJIACHA JEPKABHA AIMIHICTPAIIA

PO3BHNOPSIAXKEHHS

Xapkin

24 nunusa 2020 poxy Ne 454

Ilpo 3aTBepaxenus IHcTpyKuii

3 AinoBoAcTBa B XapKiBCHKiH
o0nacHii gep:xaBnil agminicrpauii
(y HOBiHl pepakinii)

Y 38°43Ky 13 3MIHOI CTPYKTypH XapkiBcekoi o6macHoi aepikasHOL
8/IMiHICTpamii, 3 METOK MOAANBLIOrO BAOCKOHAJIEHHS NOPSAKY NOKYMEHTYBAHHA i
oprarizamii po60TH 3 JOKYMEHTAMH, KepylouHncs crarTsamu 6, 39 3akony Vkpainu
«IIpo MicreBi AepxaBHi aaMiHiCTpamii:

1. 3areepautn IncTpyKuio 3 minoBoacTea B XapkiBceKiit oGnacHiit pepikapHii
anMinicTpanii y HoBii penaxmii (qani — IncTpykiis), mo AogaeTbes.

2. KepiBEMKaM CTpYKTYpHHX ninposaims o6racHol gepikaBHOT anMinicTpanii Ta
ii anapary:

2.1. OpraniszysaTty BUBYeHHA [HCTPpyKUiT 3 mpariBHUKaMHU.

2.2. 3abe3neunTH HEyXWNBHE JAOAEpXKaHHS BuMOr (HopMm) IHCTpyKIUi,
3aTBEPHKEHOT IIUM PO3NOPSIKEHHSIM,

3. BusHati TakuMH, IO BTPATHIIH YHHHICTh, PO3NOPSAIKEHHS TOJIOBH 00IacHO1
JAepiKaBHOI aAMiHICTpaIii; '

Bix 07 uepsrs 2018 poky Ne 410 «IIpo 3atgepuxenss IHCTPYKILI 3 AiNOBOACTBA
B XapKiBChKill oOnacHiil nepikaBHiil agMinHicTpamii»;

Bin 04 numms 2018 poxy Ne 443 «Ilpo [BHEceHHA 3MIH [0 pO3NOPSIKEHHA
roJI0BM 061acHOT AeprkaBHol aaMinicTparii Bix 07 uepsua 2018 poxy Ne 410»;

Bin 07 cepmHs 2019 poky Ne 419 «IIpo |BHECEHHS 3MIH HO PO3NOPAKEHHA
roy1oBx o6acHoi JepsxaBHOI aaMminicTpanii Bix (7 yepsusa 2018 poxy Ne 410»;

Bin 18 Gepesus 2020 poxy Ne 138 «IIpo |BHECEHHH 3MiH JO PO3IOPSIKEHHS
ronosy 06aacHoI AepaxaBHOT aaMinicTparii Bix O uepsrs 2018 poxy Ne 410».

4. KoHTponb 32 BHKOHAHHAM PO3HOPAIIKEH
obacHoI AepxaBHOI agMinicTpalii Bomogumupa

MOKJIACTH Ha KepiBHHKA amapary

TI'onoBa o0s1acHOI Aep:kaBHOT

agMinicrpanii Onexkciit KYUYEP



3ATBEP/XEHO

PoznopsgxeHHs roloBH
obnacHol pepxasHOi agMiHicTpanil
Bix 24 mumasa 2020 poky No 454

IHCTPYKIIA

3 JiJIOBOACTBA B XapKiBchKil o0nacHili nep:kaBnii aaminicrpanii
(y HoBil pepaxuii)

I. 3aransii nonroxennn

1.0a IxcTpykiis BCTAaHOBIIOE 3arambHi IIOJIOXKCHHA IHOAO 3HiHCHEHHA
I1TOBOJCTBA, BUMOTH 0 AOKYMEHTYBAaHHS YIIPaBIiHCHKOT iH(popmManii Ta opranizarii
poGoTH 3 HOKyMEHTaMHM, CTBOPEHHMHM y naneposiit ¢opmi Xapkischkow 001acHOI0
ACPKABHOIO aaMiHIcTpauicro 1a ii CTPYKTYPHUMH MiIpo3aiiaMu (mani BiAmOBITHO —
obnacHa pepxaBHa aaMiHIicTpalia abo ycTaHOBa, CTPYKTYPHI mijipo3ainm obGiacHOT
aeprkaBHOI agMiHicTpamii abo yCTaHOBH),

ITonosxenns wiei [HeTpyxmii 3acTOCOBYIOTBCS JHMImE Yy pasi HajgBHOCTI
BHU3HA4YeHNX 3akoHOM abo akxtom KabGimery MinictpiB Vkpainm migcraB, sxi
BH3HAIOThCA OOIpYHTOBAaHUME MJISi CTBOPEHHSA Ta/a00 ONIpAaIfOBAaHHS YCTaHOBAMH
DOKYMEHTIB y naneposit gopmi.

2. Ilopagoxk opraHisauii eIeKTPOHHOIO HJOKYMEHTOODIry i3 3acTOCYBaHHIM
EEKTPOHHOI0 IHM(PpPOBOre MIAMHCY, pobOTH 3 E€NEKTPOHHHMH JOKYMEHTaMH B
arlapaTi Ta CTPYKTYpPHMX 1igposainax obnacHoi aepxaBHOI —aaMIHICTpALi,
3MIACHEHHS J[AUTOBOACTBA CTOCOBHO JOKYMCHTIB, IO MicTATh iHGopMalio 3
0OOMEXEHHM JOCTYIIOM, 32 3BEpHEHHsSMH IpOMajsH, 3a0MTaMH Ha iHdopmManio
BH3HAYAIOTECS OKPEMHMH HOPMATHBHO-IPABOBHMHM adKTaMHU Ta HE MOXKE
perymoBaTHcs Lielo IHcTpyKuiero.

O6nacHa nep)xaBHA aJMIHICTpAaIis OPraHi3OBYE AUIOBOACTBO Ha IAcCTaBi Iiel
IacTpyxuii (mani — IHcTpykLis 3 AinoBonacTBa), mo po3pobnera Ha miacrasl Tanosol
IHCTpyKWil 3 ZOiNOBOACTBA B MiHICTEpPCTBaxX, IHOIMX NEHTPATBHHX Ta MICIEBHX
OpraHax BHKOHABYOI BIajad, 3arBepmkeHoi nocraHoBoio Kabinery MinicTpis
Vikpainu Big 17 ciuas 2018 poxy Ne 55 (31 3mimamu), a Takox PermameHry
XapkiBcokoi o6macHo! AepxaBHOT agMiHiCTpanii, 3aTBEPHAXKEHOTO PO3IOPSIKEHHIM
ronoBu obaacHoI aepskaBHOT aaminicTpanii Bix 17 mumas 2020 poky Ne 436, Ta
HaIllOHANIBHUX CTaHJApTiB Ha OpraHi3alifiHO-po3mopsAAdy MOKYMEHTaNilo (mamli —
PernameHT Ta HalLlOHANBH1 CTAHIAPTH).

OcHOBHI NOBHOBakeHHs 007nacHO! JepyKaBHOI aAMiHICTpalii Ta CTPYKTYPHHX
miapo3nimB obnacHoi AepikaBHOI aAMIHICTpanii 3 JUIOBOJACTBA 3IIHCHIOIOTHCHA B
eIIeKTPOHHIN ¢opMi, 3 ENeKTPOHHUMM HOCIAMH iH(OpMaIii Ta BH3HAYAIOTHCA
Tumoporo iHCTpykIfi€el0 3 HOKYMEHTYBaHHA yHpaBiiHcekoi 1HGopMmamii B
eIeKTpOHHIN QopMi Ta opragizanii poboTH 3 eNEeKTPOHHMMH HAOKyMEHTaMH B
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JIIOBOACTBI, E€IeKTPOHHOTO MDKBiZOMYOro OOMiHY, 3aTBEPIDKEHOIO IOCTAHOBOIO
Ka6Ginery MirictpiB Yxpainu Bix 17 cigas 2018 poxy Ne 55 (mani— Isctpykiiis 3
ILIOBOJICTRBA B €NEeKTPOHHIH dopmi).

3. He momyckaeThcs ONHOYACHE MPOXOIDKEHHS OHOTO i TOrO JK JHOKYMEHTa B
eJIEKTPOHHIH Ta naneposiii gopmi.

4. BigmoBijamsHicTe 33 opramisamilo JicBOACTEA B amapari o6GmacHol
JepxaBHOI aaMiHicTpamil 37ilficHIo€ KepiBHWK amapary oOnacHOi HepiKaBHOI
afMiHicTpallii, B CTPYKTYypHUX Mifipo3aigax obnacHoi jJepxaBHOI agMiHicTpanii — ix
KepiBHUKH.

5.3a 3MicT, 4KicTh WIATOTOBKM Ta OQOPMIECHHS Ha HAIEXHOMY piBHI
JMOKYMEHTIB, 10 po3pobiatoTees, BiAnoBigae #oro po3poOHUK.

3a 3MicT, SKICTh MiATOTOBKH Ta OQOpPMIEHHS HA HAISKHOMY PiBHI JOKYMEHTIB,
Mo po3pobnsMOThcS HA BHUKOHAHHS 3aBJlaHb, BHU3HAUEHHX y 3aKOHaAX YKpaiHw,
nocradosax BepxosHol Paau Ykpainu, akrax ta gopydeHssax lIpesunenra Ykpainy,
aktax Kabimery MinicTpiB VYkpaiuu, nopyuenHsx Ilpem’ep-minictpa VYKpainy,
[EHTPATBHEX i MiCLEBHX OpPraHiB BUKOHABYOI BaIH (Aami — aKTH OpraHiB JepiKaBHOI
BNAAH Ta JOpYYEeHHsS BHIIUX IOCAAOBHX ocif), a Takox Binmosizeit Ha 3anmuTH i
3BEPHEHHS HApOXHMX JemyTariB YkpaiHH Ta [AelyTaTiB MICIEBUX paf,
KopecnonaeHnio Bepxosrol Pagu Yipaiuu, Ogicy [pe3uaenra Vipainu, Kabinery
MinictpiB Ykpainu (namni — 3anuTH, 3BePHEHHS, @ TAKOK KOpecrnoHaeHUis BepXorHoOl
Pamu VYxpaiau, Odicy Ilpesupenta VYxpainu, Kabimery MinicTpiB VYKpaiHm),
IIOTO/PKEHHS IPOEKTIB HOPMATHBHO-TIPABOBHX aKTIB BIANOBIAAIOTh mepImit
3aCTYNHUK, 3aCTYHHKKH TOJIOBM Ta KEpIBHMK amapaty obnacHol JepxaBHO]
aAMIHiCTpalii 3rigHo 3 po3noainoM o00B’ A3KIB.

6. Opranizanis JinoBojcTBa B amapari o0nacHOI Aep)kaBHOI aAMiHicTparii
rnoknapaeTscs  Ha  yrnpasliHHA  AiIOBOACTBA amapary obnacHoi JepixaBHOl
aaMiHicTpamil (1ani — YupaBiiHHs).

YrpasniHHS BiATOBIAHO 10 MMOKIAZIEHUX HA HBOTO 3aBIAHE!

po3pobise IHCTpyKuito 3 AinoBocTBa B XapkKiBCBKiH 0OnacHii mepixaBHii
amMiHICTpalii, TroTye IpPOEKTH pO3MNOPAIKeHbh TOJOBH oOnacHOl jdep:kaBHOL
aJIMiHICTpaLil Ipo 3aTBEPAYKEHHS Ta BHECEHHS 3MiH JI0 Hel;

po3pobiise HOMEHKNATYPY CIIpaB anapaty obiacHOi AepiKaBHOI afiMiHiCTpanii;
3AiHCHIOE peecTpariiro Ta Bee 00K JOKYMEHTIB;

OpraHi3oBye AOKyMEHTOOGIr, (popMyBaHHs CrpaB, iX 30epiraHHs Ta MiATOTOBKY
Io mepenadi ocobi, BiANOBIAANEHI 32 BeleHHS apXiBy;

3abe3nedye BOPOBAIKEHHA Ta KOHTPONIOE JOTPUMAaHHA CTPYKTYPHUMU
migposnitamy obnacHoi amepxapHol aaMiHicTpauii Ta 11 amapary BUMOT Iiel
IHCTpyKIIii 3 minoBoxcTBa, PernaMeHTy Ta HaIlOHANBHUX CTAHJAAPTIB;

TIPOBOJUTE MEePEBIPKY CTaHy AUTIOBOJACTBA y CTPYKTYPHHX HiAgpo3aliax obsacHol
AepxaBHOI aAMiHiCTpalii;



3[IACHIOE KOHTPOJb 32 CBOEYACHHM ITPOXODKEHHSAM AOKYMEHTIB B amapari
o0nacHOI fep)kaBHOI aAMiHICTpaIlii;

3ale3nedye AOTPUMAaHHA €IWHHAX BHMOT TIOAO MATOTOBKH JOKYMEHTIB Ta
oprani3zanii poboTH 3 HUMH B YMOBaX eJIEKTPOHHOT'O JOKyMeHToo0iry;

MPOBOANTH aHai3 iH(opMaLil Mpo KokyMeHTo0DIr, HeoOXigHOT ANA MPHHHATTS
YIIPaBJIiHCEKHUX PillIEHb;

OpraHizoBye 30epeikeHHs JOKyMeHTalliifHoro (GoHIy anapary Ta KOPHCTyBaHHS
HEM;

3acBifgye repOOBOIO TEYATKOK JOKYMEHTH, IMIJMKHCAaHI TOJ0BOK o0b0macHO]
JEPXKaBHOI  anMiHicTpauii, MepmMM  3acTyNHHKOM, 3acTy[NHHMKaMH TOJIOBH,
KepiBHUKOM anapaty 00J1acHOi lep)kaBHOI aAMIHICTpallil;

3acBiuye MeYaTKoI YIIPaBIiHHA KOIii AOKYMEHTIB, CTBOPEHHX Ta THX, IO
36epiratoTsca B 00facHil JepxaBHiit agMiicTparii.

7. Opranizaiis AiOBOACTBA B CTPYKTYPHHX Mipo3jiiax o0nacHoi AepixaBHOL
aAMiHICTpaIlil IOKIAZAETECS Ha CIIEHialbHO NPU3HAYEHY IS IBOT0 0co0y.

I1. NoxymenTyBaHHA ynpasJjiHchbkol iHopmanii
3arannHi BAMOTH 10 CTBOpEHHS JOKYMEHTIB

8. JokyMmeHTyBaHHs  yrpasliHCchkkoi 1H(opManii rmonsrae y CTBOpeHHI
IOKYMEHTIB, Y AKHX (iKCYETHCA 3 JOTPUMAHHAM YCTAHOBICHHX NMpaBHII (JoAaTok 1)
iHdopMaris mpo ynpaBmiHCHKI Jii.

O.Ilig uac MiArOTOBKH OPraHi3aliitHO-po3NopsauuX JOKYMEHTIB y IanepoBii

¢dopMi OpaliBHHKH YCTAHOB OQOPMIMIOTE IX 3  ypaxyBaHHSM  BHMOT
ACTY 4163-2003.

10. IlpaBo Ha CTBOpEHHA, MANHCAHHS, [OI'O/KEHH, 3aTBEPKEHHA JTOKYMEHTIB
BHM3HAYAETHCH aKTaMHM 3aKOHOJABCTBA, Ii€l0 IHCTpyKUi€lo 3  AITOBOJACTRA,
PermamMenToM, TONOXEHHSAMH IIPO BigmoBigHi CTpYKTYypHi migpo3mimu obnacHol
gepxaBHOI anMiHICTpalil Ta 1i arapary.

11. B anapari Ta cTpyKTypHHX Hifpo3finax obnacHol Aep:kaBHOI aaMiHicTparil
BM3HAYAETHCA CYKYIIHICTh [HOKyMEHTIB, nepeabadeHUX HOMEHKIATYpPOX CIIpas,
HeoOXiHUX i JoCTaTHIX IS JOKYMeHTyBaHHS iHdopMallii npo AisIsHICTE 001acHOT
Jep>KaBHOI aaMiHicTparlil.

3 nuTaHk, IO CTAHOBIATE B3aEMHHIT iIHTepec i HanmexaTh A0 KOMIIETEHI] pi3HUX
YCTAHOB, MOXKYTEH YTBOPIOBAaTHCS CIUIbHI JOKYMEHTH.

12.Bubip BHmy  JOOKyMEHTa, [pHU3HAYEHOro NI  JOKYMEHTYBaHHA
yrpaBJHCEKOI iHGOpMamil (po3mnopskeHHs, Haka3, pillleHHS, IIPOTOKON TOLIO),
3YMOBJIIOETECH [PABOBHM CTATYCOM BiJNOBIJHOIO CTPYKTYPHOIrO ITiAPO3AiTy,
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KOHCYJNbTATMBHOIO, [opagdoro abo IHIIOrO JONOMDKHOTO oOpraHy o0nacHOl
JepxaBHOI afMiHicTpariii, KoMIIeTeHLIe0 mocafoBol 0coOH Ta MOPSIKOM NPHHHATTS
YIpPaBIiHCHEKOTO pillleHHs (Ha MiACTaBl eAuHOHAYANBHOCTI a00 KoJerialsHOCTi).

13. JloxyMeHT MOBWHEH BIJIOBIATH IIOJIOXKEHHSM AaKTIB OprafiB AepKaBHOI
BIaA¥ Ta COpPSMOBYBAaTHCH HAa BHKOHAHHS 3aBlaHb 1 GyHKOIH, DOKIaAeHWX Ha
obnacHy fepKaBHY afMiHiCTpaLilo.

14. Kiracn ynpaBniHcbko! JOKyMeHTalii BH3HAYAIOTHCA 3TifiHO 3 JepxaBHUM
knacudixaropom ynparnincekoi gokyMmenratii K 010-98 (gani — KV D).

15. lokyMeHT NOBHHEH MICTHTH OOOB’SM3KOBI NI MEBHOrO HOro BHAIY
PEKBI3UTH, [0 PO3MIIIYIOTECH B YCTAHOBIEHOMY TOPSAKY, 8 caMe: HaMeHyBaHHA
YCTAHOBH — aBTOpa IOOKYMEHTa, Ha3sBy BHAY MAOKyMeHTa (KpiM JHCTIB), Harty,
peecTpatiiHuil IHAeKC JOKyMeHTa, 3ar0JI0BOK JI0 TEKCTY, TEKCT, i IIHC.

ITix gac miArOTOBKH Ta OGOPMIEHHS JOKYMEHTIB MOXKYTh 3aCTOCOBYBATHCH He
TiJIbKM O00OB’S3KOBi, @ TAKOX iHILUI PEKBI3UTH, AKILO L€ BIANOBIAAE HMPH3HAYEHHIO
noxymenTa abo criocoly ioro ompalioBaHH.

16. 3 MeToro miABUIMEHHsS e)eKTHBHOCTI Ta ONMEPAaTHBHOCTI opraHizanii poboTu
3 JIOKYMEHTAMH OHHAKOBI 3a 3MICTOM [OKYMEHTH MOXYTh OyTH YHIQIKOBaHUMH
LHUITXOM po3po0iieHHsA TpadapeTHHX TEKCTIB, fAKI BKIIOYAIOTHECA A0 30ipHuKa
(ans0oMy) yHi(ikoBaHUX (THUIIOBHUX) (HOPM TOKYMEHTIB.

17. dinoBoncTBo B obOnacHifi JepxaBHii aaMimicTpanii  3AificHIOETECA
JepKaBHOK MOBOIO. JIOKYMEHTH CKJIaNaloThes [EP:KaBHOK MOBOIO, KPIM BHINAJKIB,
nepeabadyeHUX 3aKOHOOABCTBOM PO MOBH B YKpaiHi.

JokyMeHTH, #AKi HaACIIAIOTHCS 1HO3EMHHM ajpecaTaM, o¢oOpMISIOTHECH
yKpaiHCBKOIO MOBOI® abo MOBOIO JlepxaBu-aapecara, abo OfHi€l0 3 MOB
MiXKHapOIHOIO CIIiNKyBaHHS.

18. OxpeMi BHYTpilIHI JOKYMEHTH (3asBH, TIOSACHIOBAIBHI Ta JOIOBIIHI 3aMMCKH
TOLIO), aBTOPaMH fAKHX € rocaiosi ocobu Ta iHUI (i3MYHI O0COOH, O3BOIIETHCA
0QOpMITFOBATH PYKOIIHCHUM CIIOCOOOM.

BaankH 10KyMeHTIiB

19. OprasxizauifiHo-po3nops 4l JOKYMeHTH, MI0 MaroTh OOIPYHTOBaHI IiJICTaBH
JUIsl OIpAllOBaHHA B marnepoBiii ¢gopMi BianosigHo Ao IHCTPYKUIT 3 ALIOBOACTBA B
eJIeKTPOHHI# hopMi Ta He € TIpUMipHHKaMH ab0 KOMiAMH JOKYMEHTIB, CTBOPEHHX B
efNeKTpoHHIH (Qopmi, oopMisioTECS Ha OnaHKax, [0 BHTOTOBIAIOTHCS 3TIJHO 3
BUMOramH 1€l [HeTpyKuii 3 HiTOBOACTBA.

Jlns BUroToBIeHHs ONaHKIB BHKOPHCTOBYIOTHCS apKylli nanepy dopmary A4
(210 x 297 minimetpiB) Ta AS (210 x 148 minimerpis). JJo3BoieHO BHKOPHCTOBYBATH
Onanku (gopmaty A3 (297 x 420 minimMerpis) — a8 oQOPMIIEHHA INOKYMEHTIB Y
surisiai Tabmmns i A6 (105 x 148 miniMeTpiB) — s pezomoLtiii (Hopy4eHs).

Brnank# HOKyMEHTIB IOBUHHI MaTH Taki MOJA {MLIIMETPIB):



30 - niBe;
10 — mipasBe;
20 — BepxHE
40 — HIDKHE.

baanky KOXKHOrO BHAY BHTOTOBIMIIOTECS Ha OCHOBI KyroBoro a6o
NO3M0BKHBOTO PO3MIIUEHHS pPEKBI3WTIB. PeKBI3UTH 3arojioBKa poO3MIO(YIOTHCH
IEHTPOBaHMM (IT0YATOK 1 KiHELlb KOKHOTO PsIKA PEKBI3UTY OJHAKOBO BINIANEHI Bix
MEX 30HH PO3TAallyBaHHSA PEKBI3UTIB) abo NpanopoBuM (KOKHHI PSAJOK PEKBIZHTY
[OYMHAETHCSA B1J JIIBOT MEXKi 30HH PO3TALIYBAHHS PEKBI3HTIB) CIIOCOOOM.

20. B amnapati Ta CTpyKTYpHHX IiApo3zainax o0nacHOl Aep:KaBHOI agmiHicTparil
BHKOPHCTOBYIOTECS TaKi OJIaHKHA JOKYMEHTIB:

saraneHui OmaHk (Oe3 3asHaueHHA y OnaHKY Ha3BH BHAY NOKYMEHTA) IS
CTBODEHHS pi3HMX BHIIB AOKYMEHTIB (pillleHHs, IPOTOKON, JOPYYEHHS TOLIO)
(momaTok 2);

Omanky ans MctiB (noaarku 3, 4, 5, 6, 7);

ONMaHK KOHKPETHOTO BHAY AOKYMEHTa, a caMe: PO3MOPSKEHHS, CHiJILHOTO
PO3HOPAMKEHHS, HaKa3y Tomo (i2 3a3HaYeHHsM Ha OIaHKY Ha3BM BHAY JOKYMEHTA)
(momatku 8, 9, 10, 11, 12, 13).

Y Bumangkax, nepeli0ayeHuX NONOKEHHIMM PO KOHCYILTATHBHI, AOpandi Ta
1HIIL JOTTOMIXKHi OpraHy, ciyk6u Ta xoMicii o6macHo1 qepxaBHOl aqMiHicTpanii, Taki
OpTaHM BUKOPHCTOBYIOTh BIACHHH OJIAaHK DOKYMEHTIB, 3pa30K SKOro HABEICHO Yy
Jonarky 14.

Y BUIAAKy, KOJIM BUKOPUCTOBYEThCS CHCTEMA EIEKTPOHHOTO JOKYMEHTOOOIry,
BHIHU OaHKIB BU3HAYAIOTHECA IHCTPYKINi€IO 3 NUTOBOACTRA B €IEKTPOHHIH (hopmi.

21. YeTanoBH MOXyYTh 3aCTOCOBYBAaTH ONaHKM HOKYMEHTIB SIK YCTAHOBHM, TaK i
CTPYKTYPHMX IIiApO3OUIiB, Y pa3i, KONH KepiBHHK MiIpPO3Lily MaE€ Mpaso
MiANHCYBATH JOKYMEHTH B MEXaX H0ro HOBHOBAKEHE,

22. bnankH JOKyMeHTiB, BH3HaueHux y myHkTi 20 Imcrpykuii 3 mimosozcrsa,
BHTOTOBJIAIOTECS 33 TOIIOMOTI'0I0 KOMII' FOTEPHOT TEXHIKK ab0 ApyKapCchKUM criocofom
Ha OlmoMy narepi BHCOKOT AKOCTI GapbaMu HACHYEHHX KOJIBOPIB,

bnanku Ans NIHCTIB, MO HiAMHCYE rojioBa ofacHoi AepxaBHOI amMiHicTpalli,
BHIOTOBIIIIOTECA KONBOPOBHMHM HOpHWIAMH (AOAaToK 3); ONAHKH OIS JHCTIB, IO
MAMUCYIOTh IEpINMHA 3acTyMHMK, 3aCTYIHHKH TOJNOBH O0JacHOi Jiep:kaBHOI
aAMiHicTpalii, KepiBHHK  amapary  oOmacHOi  gepkaBHOI  aamimicTpamii
BUIOTOBIBIIOTECA YOPHUMH YODHIWIAMHU (DOJATOK 4).

23.bnaskn Ang  JHCTIB, IO miAgmMcye TromoBa oOJacHOI  epikaBHOI
aAMiHiCTpallii Ta #oro 3acTymHHMKH, KepiBHMK amapaTy OOJacHoi Jep:KaBHOI
aZMiHICTpaIlii, MalTh OYTH IPOHYMEpPOBaHi Ta MmiIAraioTs 000B’I3KOBOMY OOJIKY
3T1THO 3 i€ IHCTpYKIIieIo 3 AinoBoACTBa.



OOnix BejeTbCs 33 IIOPAJKOBAMH HOMEpaMM, 110 TIPOCTaBISIOTHCS
HyMepaTopoM, ApyKapchkuM abo iHIMMM criocoboM Ha HIDKHBOMY I[OJI JIMIBOBOIO
O6okxy OnaHka.

Ocobu, AKki MepcOHamBHO BIAMOBINAIOTE 3a BepeHHs o0xiky, 36epiramms Ta
BHKOPHUCTaHHS OJaHKIB, BU3HAYAIOTHCS KEPIBHUKOM YCTAHOBH, NpO IO BHAAETHCS
pO3IOPSAIIMi JOKYMEHT. .

ITponyMeporani 671aHKH JUT JTMCTIB, IO TIAMHACYE rojoBa obiiacHoi aepxaBHOT
apgMigicTpanii Ta #foro 3acTymHUKH, KepiBHHK amapaTy ofmacHoi [gep:KkaBHOI
afaMiHIiCTpallii, BHAAIOTHCA TIPAIIBHUKOM YIIPaBiiHHA (iHAaHCOBO-TOCIIONAPCHKOTO
sabesrnieyeHHs amapary oOmacHoi JepkaBHOI aAMiHiCTpamii TNpalliBHHKaM, fKi
BI/ITOB1AAIOTE 33 OTpUMaHHs OJIaHKIB.

JIuctH, mo mignHCcye TojioBa o0JiacHOl JepKaBHOI agMiHicTpamii, JPYKYIOThCS
Ha OnaHkax obnacHOT JepkaBHOI agMiHicTpalii IparliBHUKaMH, SKi BiJIIOBIJAIOTE 32
OTpHUMaHHs OJIaHKiB.

Bbnanku ans AACTIB 3a MIANKACOM roJIoBH 00JIacHOI Aep KaBHOI aaMiHiCcTpalii Ta
Horo 3acTynmHMKiB, KepiBHMKAa amapaTty olyiacHol AepkaBHOT ajgMiHicTparii, ski
OTpUMaB BiANOBIAANBHHUN NPaliBHUK CEKTOPY PEOKHUMHO-ceKpeTHol poboTu anapaty
obnacHol [epikaBHOI aAMiHICTpamii, YTHMI3yIOTBECA HHM CaMOCTIiHHO, NpO IO
pOOHTECS BIAMITKA Y 3BiTi [P0 BHKOPHUCTAHHS OJIaHKIB.

BignosizaneHicTs 32 BHKOPHCTAaHHA OTpPUMaHMX OJIaHKIB [N JIACTIB 32
MiMACOM ToJIOBH 00JacHOI ZepxaBHol auMiHicTpalii Ta #Oro 3acTyTHUKIB,
KepiBHHKa amapary o0iacHoi /[AepikaBHOI aAMiHICTpamii M[OKNaiaeThes Ha
OZlepXKyBayiB, AKi 3000B’13aHi moMicsd g0 06 urcia Micsid, 0 HACTaE 3a 3BITHIM
nepiogoM, HaAaBaTH A0 YINPaBlTiHHA (iHAHCOBO-TOCIONAPCHKOTO 3abe3nevdeHHs
anapaty o0nacHOI AepskaBHOI aaMiHICTpanii 3BIT MPO BUKOPHCTaHHS ONaHKIB s
NHCTIB Ta NOBEPTATH OJIAHKH Ut IUCTIB, IO HENIPHAATHI AJI BHKOPHUCTAHHS.

Jiist nMcTyBaHHSA 3 TOCTIMHMMH 1HO3EMHUMM KOPECHOHAEHTAMH MOXYThH
BUTOTOBJIATHCS OJAHKH, PEKBI3UTH SKHMX 3a3HAYAOThCS ABOMa MOBaMH: JIIBOPYY —
YKpalHCBKOIO, ITpaBopyd — iHo3eMHOK. JlepxaBHuti ['ep6 Vikpainu Ha Takux OnaHkax
IPOCTABAAETECA Y LEHTPI BEPXHBOTO NOJNA. bBnaHku, WO MICTATh PpEKBI3UTH,
BHUKMAJEHI 1HO3EMHOK MOBOIO, BHKOPMCTOBYBaTH B Mexax YKpaiHM He
PEKOMEHIYETHCH.

3HUINEHHS  HENPHIATHHX  (3ifICOBaHUX) JNM  BHKOpDHCTaHHA  ONaHKIB
3MIHCHIOETBCS B IIOPAAKY, BCTAHOBJIEHOMY YHHHHM 3aKOHOAZBCTBOM, PO IO
CKJIAAECTHECS BIAMOBIIHAN aKT.

IMopsanok BUrOTOBNIEHHS, BUKOPUCTAHHS Ta 001Ky 6:1aHKIB (y TOMY 9HCHi KOJIIp
YOPHUJI) Y BIATIOBIAHOMY CTPYKTYPHOMY HiApO3Aill BUBHAYAETHC HOr0 KepiBHUKOM,
3 ypaxysanaaM BuMor JICTY 4163-2003.

24. [lesxi BHYTpIiHIHI MOKYMEHTH (3asBH INpailiBHUKIB, MOMOBIMHI 3aIlHCKH,
AOBIAKH TOIIO) T4 AOKYMEHTH, HIO CTBOPHOIOTRCA Bil iMeHi KINBKOX YCTAHOB,
oopMIIIIOTECS He Ha OJIaHKaX.



3obpadicenna Hepacaenozo I'epba Vrpainu

25. 306paxkerns JepxaBHoro I'epba VYkpainm po3mimyeTscs Ha OnaHKax
JIOKYMEHTIB BiAMOBIHO o rmocTtaHoBH BepxoeHoi Pamy Yxpainm six 19 mortoro
1992 poxy Ne 2137-XII «IIpo HepxaBuuif rep6 Yxpaiuu», ['epba ArTOHOMHOI
PecnyOnixu Kpum — BiANOBIIHO A0 HOPMAaTHBHO-NPaBOBHX akTiB BepxoBHoi Panu
AgroHomsoi Pecrrybmixu Kpum.

26. 3o6paxxenns epxapHoro I'epba Ykpaiuu, ['epba AsToHomHOI Pecrry6nixu
KpuM po3MimyeTscst 1Mo LEHTPY BepXHBOTO mojs. Po3mip 300paxceHHS CTaHOBHTH
17 miniMeTpiB 3aBBUIIKH, 12 MiTiMeTpPiB 3aBIIHPIIKH.

Koou

27. Kox obnacuHol gep:xaBHOI aaMiHicTpanii abo i BiATOBIAHOTO CTPYKTYPHOIO
i APO3/1TY IPOCTABIAETECSA 3TIAHO 3 CAMHAM ACPKaBHUM PEECTPOM [T ATIPHEMCTB Ta
opranizaniit Ykpainu (€JIPIIOVY).

Ha OGnaHkax Jnisd JUCTIB 3a3HAaYeHHE KOJ| PO3MIMIYEThCS ICISA PEKBi3UTY
«JloBigxoBi gaui npo obsacHy AepxkaBHY aaMiricTpalito (BiINOBIIHUN CTPYKTYpPHHUI
TIi IPO3 LI )».

28. Kop yHidikosaHoi GopMi JoKyMeHTa (3a HASBHOCTI) PO3MIITYETHCS 3TLTHO 3
JAKY I Bu1e Ha3BU BHAY LJOKYMEHTA,

Pimrenns 1momo HeoOXximHocTi ¢ikcyBaHHa koay yHidikoBaHoi popmu
OOKyMeHTa TIpHiiMae roiopa obmacHOi JepikaBHOI anmMiHicTpalii afo KepiBHHK
BIATIOBIIHOTO CTPYKTYPHOTO IiJPO3ILTy OKPEMO INOI0 KOXKHOI'O BHIY JOKYMEHTa.

Haitivenysanusa ycmanoeu

29. HalimenyBannst ycraHoBH (oOnmacHa [JepxkaBHa anMiHictpanis abo it
CTPYKTYPHI OiZpo3/inu) — aBTopa J0KyMeHTa IOBHHHE BiJNOBixaTH HaliMeHyBaHHIO,
3azgadeHoMmy B €JIPIIOY, mosokeHHI Opo BiAMOBIAHHWE CTPYKTYPHHH MiApO3.ii.
CxopoueHe HaliMeHyBaHHsS YCTaHOBH BXHBA€ThCA Y pasi, KoJH BOHO ogiliiHO
satikcopano B €JIPIIOY ta/abo y momoxkeHHI Npo BiJIOBIMHHNA CTPYKTYpHUH
nigpo3nin. CxopodeHe HaliMeHyBaHH: po3MiLyeThes (y Ayxkax abo 6e3 HHX) HIKYe
MIOBHOTO HaliMeHyBaHHS OKPEMHM PSIKOM IO IEHTPY HOKyMEeHTa.

HaiiMeHyBaHHS YCTAHOBH BHUIIOTO PiBHA 3a3HAYAETHCA Y CKOPOYEHOMY BHUIJLAL,
a y pasi BiacyTHoCTi odirlifiHo BU3HAYEHOTO CKOpOUeHHA — MOBHiCTIO. Ha Gnadkax
YCTAHOBH, fAKa Mae ToAsiHe alo moTpiliHe WiANOpAIKYBaHHS, 3a3HAYAIOTHCH
HaliMEeHyBaHHA YCiX YCTAHOB BHILIOTO PiBHAL.

Ha 6namkax ycTaHOB, SKI OZHOYACHO MIATIOpSOKOBaHI oOnacHiil nepikaBHii
anMiHicTpauii 1 MiHiCTEpCTRY (IHIIOMY LEHTpaJlbHOMY OpraHy BHKOHABUOI BAAJIH),
PO3MIIIYETECH TIIBKK HaliMeHyBaHHs 001acHOT AepKaBHOT aaMiHicTpallil.

HaiimenyBannus ¢inii, TepUTOpIiaTBHOTO BiJALNIEHHS, CTPYKTYPHOTO MigpO3ALTY
YCTAaHOBH 3a3HA4AETHCA V pa3i, KOJH BOHH € aBTOPAaMH JOKyMEHTa, 1 PO3MIUIYEThCS
HIKYE HaliMeHYBaHHS YCTAaHOBH.



/losiokoei dani npo ycmanosy

30. [loBigxoBi fHaHi IpO YCTAHOBY MICTATh IIOIITOBY ajpecy, HOMeEpH
TenepoHiB, TenedakciB, anpecy eNISKTPOHHOI HOMITH, aapecy odiuiiinoro seGcality
tomo. JIoBiAKOBI naHi po3MimryioThCs HIDKYe HalMeHYBaHHS ycrTaHoBu a6o
CTPYKTYPHOIO HiAPO34iiy.

PexBi3uTH nomToBOi azpecH 3a3HAYAlOTECA B TAKiM MOCHIZIOBHOCTI — Ha3Ba
ByNHLi, HoMep OyAHHKy, Ha3Ba HACENCHOTrO IIYHKTY, paiioHy, o0macTi, mOmToBHi
1HAEKC.

Haszea eudy ooxymenma

31. Hasea BHAy HOKyMeHTa (JOpYYEHHS, NpPOTOKOJN, PIilIEHHS, aKT TOIIO)
3a3HAYAETHCS HA 3araibHOMY OMaHKy ApyKOBaHHM criocoOoM i MOBMHHA BiIOBIAATH
Ha3BaM, nepenbaucanm JKY 1.

Lama doxymenma

32, Haroro noxyMeHTa € gara Horo peecrpaii. JlaTa 3a3Ha4aerses apabCcsKuMy
oudpaMH B OAMH PANOK Y Takii NOCHIJOBHOCTI: uMcno, micams, pik. Jara
odopmieThes HppoBuM abo crnoBecHo-1dpoBuM criocoboM. Y pasi odhopmiaeHHs
AaTH OHPPOBUM cnocobOM YMCIO 1 MICAIs HPOCTABISIOTHCS ABOMA IMapaMu Ludp,
PO3AIICHUMH KpPaIKO0; pik — 4oTHPMa IH(ppaMH, Kpallka HaIPHKIiHI[ He CTABHTHCA.
Hanpuxnan: 02.03.2020.

Y Texcrax HOPMATHBHO-IPABOBHX aKTiB Ta HOCHIAHHAX HA HMX i JOKYMEHTAX,
II0 MICTATH BIJOMOCTI (IHAHCOBOTO XapakTepy, B3aCTOCOBYETHCH CIOBECHO-
uudposuii croci6 3a3HavueHHS AaT 3 NPOCTABIIHHAM HYJ/A B MO3HAYEHHI JHI MiCAL,
AKIIO BiH MicTHTH ofHY 1ubpy, Hanpuxnan: 02 Gepesus 2020 poky. J[03BONSETHCs
BXKHMBATH CJIOBO «PIK» Y CKOPOYEHOMY BapiaHTi «p.», Hanpuknax: 03 Gepesus 2020 p.

Ao HOKyMEHT CKIafeHO He Ha OnaHKy, DaTa 3a3Ha4a€ThCH HIDKYE MiIIMHCY
mBopyd. JlaTa JOKyMEHTa IIPOCTAaBIIETHECA IIOCANOBOKO 0Cc000I0, sika fioro miamucye
abo 3aTBEpIKYE.

O00B’4A3Kk0BOMY JaTyBaHHIO 1 HANMCAHHIO MIIIATAIOTH YCi CIy»K00Bi BiIMITKH
Ha JOKyMEHTaX, IOB’sf3aHi 3 iX IPOXOMKCHHAM Ta BHKOHAHHAM (pe3omomii,
IOTO/KEHHS, BI3H, BIAMITKH MpPO BHUKOHAHHA NOKYMEHTAa 1 HAIpaBlIEHHS HOro Io
CIIpaBH).

Ha poxymenTi, BugaHoMy gBoMa abo OUIbIIE yCTaHOBAaMH, 3a3HAYAETHCH OJHA
faTa, sika BIANOBIAA€E OaTi OCTaHHBOTO ITiJHIHCY.

Peccmpayitinuii inoexc 0OKymenmia

33. Inpekcaniss AOKYMEHTIB NOJSIra€ y NMPHCBOEHHI IM YMOBHHX MO3HAYEHB —
iHIIEKCiB, AKi HAOAIOThCA JOKYMEHTaM Iij Yac TX peectpanii.

IlpucBoenns peecTpaniitHoro iHmekcy 3AIfICHIOETBCS B aBTOMATHYHOMY abo
aBTOMAaTH30BaHOMY PeXUMi 3a JOIIOMOT'0K0 IPOrpaMHO-TEXHIYHHUX 3aC00iB.
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PeccTpanifiuuii iHAexkc CKIagaeThCsi 3 IOPARKOBOTO HOMepa AOKYMEHTa Y
MeXax I'pyNH JOKYMEHTIB, MO PEECTPYIOTHCS, AKHIl JOMOBHIOETHCH 1HIEKCAaMH, IO
3aCTOCOBYETHCSI B amnapari Ta CIPYKTYPHHX MiApo3finax ofnacHoi JepixaBHOL
aAMiHiCTpanii, 30KpeMa 1HAeKcaMH 33 HOMEHKIIATYpOIO CIpaB anapaTy {CTPYKTYpPHHX
nigpo3niniB  obmacHOl AepikaBHOI amMiHicTparii), KOpecHOHHEHTIB (HANpHKIaX,
ingexc 3a xopecrioHaeHTOM: 1 — Odic Ilpesunenrta Ykpainu, 2 — Kabiner MinicTpiB
Vkpainu, 3 — Bepxopua Pama VYkpaium i1 Take iHIme), mocafioBux ocif, sKi
pO3MIANATs af0 MiANHCYIOTh JOKYMEHT, BHKOHABIIB, HMHTAHb MiANBHOCTI SKHX
CTOCYETBCS JIOKYMEHT.

Cx1afoBi YacTHHY PEECTPALIIHOTO iHAEKCY BiJOKPEMIIOIOTECSA OJHA BiJl OJHOL
IpaBOOITHOI0 IIOXHJIOK PHCKOI0. ITOCTiZOBHICTE HANHCaHHSA CKIAJOBUX YAaCTHH
peecTpaniffHoOro iHAZEeKCY MOXe 3MIHIOBATHCH 3aNleXHO BiJl TOro, SKHil JOKyMeHT
pPeECTPYEThCs, — BXiAHWI UM Takui, 110 CTBOPEHMH B amapaTi Ta CIPYKTYPHHX
nigpo3iax obJIacHOl AepiKaBHOI agMiHiCTpaLlii.

Jns BXiTHUX DOKYMEHTIB peecTpaliiiHuii iHAeKC CKIAaJaeThesl 3 MOPSIKOBOrO
HOMEpa Ta IHAEKCY 3a KOPECIIOHAEHTOM, L0 3aCTOCOBYETHCA B anaparti Ta
CTPYKTYPHHX Hifpo3ninax obnacHoi mepxaBHOl aaMiHicTpanii (Hanpukiam: 845/10,
ne 845 — nopsaakosuit HoMep, 10 — iHAEKC 33 KOPECTIOHIEHTOM).

Y BUXIIHOTO JOKyMEHTa peecTpauifiHuii iHmexc po3MillyeTbes y Takii
IIOCIIIOBHOCTI — 1HAEKC 3a HOMEHKJIATYPOIO cnipas (v pasi notpedu Moxe 3a3Ha4aTHCh
TAaKOX IHIOMH 1HJEKC, I[0 3aCTOCOBYETBCH B CTIPYKTYPHOMY MiApo3mim) Ta
nopsankoeuit Homep (Hanpuknax: 01-28/258, ne 01-28 — impexc cmpaBu 3a
HOMEHKIIATYpoIo, 258 — NOpAAKOBHI HOMEp JOKyMEHTa).

SIKIo AOKYMEHT IIITOTOBJIEHO JBOMA 4Yd ONble YyCTaHOBaMHM, PeeCTpaLiiiHUN
[HOeKC BKIIOYAE iHAEKCH KOXHOI 3 ILMX YCTaHOB, SIKi IMPOCTaBJISIOTHCA Hepes
IpaBoGiUHy MOXMIYy PHCKY B MOCHiZOBHOCTI, B fKiH IOKYMEHT WiANHCaHO HOro
aBropamu, Hanpukiaax: 41/68 — mna cnineHEX posnopsamxens abo 01-26/450/01-
37/208 — mns cIiILHHX JIHUCTIB.

Miclie po3TallyBaHHs peecTpaliitHOro iHIeKCY BU3HAUaeThesd dopmoro GaaHKa.

JIns HaHeCeHHsS peecTpaliiiiHOTO IHAEKCY 3aCTOCOBYETBCS IITPHX-Kox Ta/abo
QR-xox y mopsnky, nepeadadeHoMy IHCTpyKIli€lo 3 JIIOBOACTBA B eNEKTPOHHIM
thopmi.

Hocunanna Ha OoKymeHm

34. [TocHnaHHs y TEKCTi JOKYMEHTA Ha JTOKYMEHT, HA AKUH JacThCA BiAMOBiTE
abo Ha BHUKOHAaHHSA SKOFO IIIATOTOBAEHO Iell JOKYMEHT, HaBOAMTHCS Yy TaKiit
MOCNiIIOBHOCTI: Ha3Ba BHAY MAOKYMEHTa, HaiiMeHyBaHHsS YCTaHOBH — aBTOpa
OOKYMEHTa, Aara Ta peecTpallifHuil 1HAeKC, KOPOTKHH 3MICT AOKyMeHTa. Y pasi
MOCHIIAHHA HA  3aPEeECTpOBAHMH  HOPMATHBHO-TPABOBHH  akT  JOAATKOBO
3a3HAYAIOTBCH TaKi peecTpaliifiHi Aadi: naTa JAepKaBHOI peecTpalii, HOMEp akTa
3rigHo 3 [lep)kaBHHUM peecTpoM HOPMaTHBHO-IPABOBHX AKTiB MiHICTEPCTB Ta iHIIMX
OpraHiB BUKOHABYOI BIaJH.
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IMocunaHHs Y TEKCTI AOKYMEHTa Ha MOPAIKOBI HOMEPH PO3ZifiB, HiPO3LiiB,
rfaB, craTedf, OYHKTIB Ta MiAYyHKTIB HOPMATHBHO-TIPABOBOTO akTa pobGuThCA
nudpamMu; MOPAAKOBI HOMEpPH 4YacTHH crareid, abs3aliB i pedyeHbp — CIOBaMH.
ITocunaHHs Yy TEKCTI HOPMATHBHO-TIPABOBOTO aKkTa Ha Ieil mokymeHT abo iforo
CTPYKTYpPHI OAMHUI pOOUTHCA 3 BUKOPHCTAHHAM BKa3iBHOTO 3aiMeHHHKA «IIeH».

Micye cxradenns abo suoanns

35. BizoMocTi mpo Miclle ckiageHHss abo BHIAHHS 3a3HAYAIOTECA HA BCIX
TOKyMEHTaX, KpiM JHCTiB. 3a3HaueHi BIiJOMOCTI OGOPMIMIOTECS BiANOBIIHO A0
aJIMiHICTpaTHBHO-TEpUTOpiambHOTO roainy VYkpainum. Skumo BigoMmMocTi mpo
reorpadiuHe Miclle3Hax0/DKEHHA BXOAATH 10 HaliMeHYyBaHHA YCTAHOBH, IIed PeKBi3HT
He 333HAYa€ThCS.

Adpecam ma ocobucme 38epmanrn

36. [JokyMeHTHM alpecyiOThCH YCTaHOBl, i1 CTPYKTYpHHM migposainaMm abo
KOHKpeTHill mocafoBiii ocobi. Y pa3zi aapecyBanHA HOKyMeHTa ycTaHOBi abo ii
CTPYKTYPHHM Himpo3fdinam Oe3 3a3HadeHHs MocagoBoi ocobm iX HaiiMeHyBaHHA
HABOJATHCH Y HA3UBHOMY BiIMiHKY, HATIPHKIAX;

HauionasnepHe areHTcTBO 3 INHTaHb
NepKaBHOL CTy:K0H

SIKIIo HOKyMEHT HaACHIIAETHCA OCaA0Bii ocobi, HaliMeHyBaHHS YCTAHOBH Ta 1l
CTPYKTYPHOTO TJIPO3ALLY HABOJATRCH Y HA3UBHOMY BIIMIHKY, a Iocaja i mpi3BHIme
azpecara — y JaBaIbHOMY, HAIPHKIIAA:

HepxaBHa apxiBHa cinyx0a

Haganeanky ($iHaHCOBO-€KOHOMIYHOTO
yIpaBiiHAsL
Bnacue iM’ s 1 [IPI3BUILIE

Y pa3i Konu [JOKYMEHT aJpecyeTbcs KepiBHUKOBI ycTaHoBH abo itoro
3aCTYITHHKOBIi, HAfMEHYBaHHS YCTaHOBH BXOJUTH A0 CKIaay HaliMeHyBaHHS [10CaIH
azpecara, K€ HaBOAMTHCA Y JAaBATBHOMY BIAMIHKY, HAMPUKIAL:

I'onosi lepxxaBHOT MUTHOT CiTy K01

Bnacue iM’s i [IPI3BUILIE

S0 HOKyMEHT afpecyeThest KUTBKOM OJHOPIZHHM 33 XapaKTepoM AisIbHOCTI
yCTaHOBaM, 3a3Ha4aEThCsl y3araibHeHe HaiiMeHyBaHHA apecaTiB, HAIpHKIAT:

LleHTpaIBHAM JIepKaBHHM apXxiBam

JlokymeHT He moBuMHeH MaTH Oinblle 4oTupsox agpecaTiB. CIOBO «KOIifg»
nepel HalfMeHyBaHHSM JpyToro — HeTBEPTOTO ajpecaTiB He CTaBUThed. Y pasi
HaJCUNaHHA DOKyMeHTa Gifbllie HiXK YOTHPBOM apecaraM CKIaJaeThCcs CIMCOK Ha
PO3CHUAKY 13 3a3HAYEHHAM Ha KOXXHOMY JOKyMEHTi TilIbKH OJJHOTO aJipecara.
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PexBisuT «Afpecar» Moxe BKmiodatH aapecy. Ilopsgox i dopma 3amucy
BiloMOCTEH PO afpecy yCTAHOBH IOBHMHHI BifnoBifaTi IIpasuiam HalaHHA MOCTYT
IIOIITOBOTO 3B’A3KY, 3aTBep/KEeHUM NocTaHoBoio KabGinery Minictpis Ykpainu Bift
05 6epesna 2009 poxy Ne 270. IlosHa ajgpeca 3a3HadacThest Y pasi HAJCHIIAHHA
OOKYMEHTA Pa30BHUM KOPECIOHAEHTaM, HAIPHKJIIa:

MinictepcTBo rocTHLIl YKpaiHn

Bya. lopogenskoro, oym. 13, m. Kuis,
01001

VY pasi HagcunaHHA AOKyMeHTa OGi3wuHilt ocofi CroYaTKy 3a3HAYAETHCH Y
AaBaTbHOMY BIIMIHKY BlacHe iM’s Ta IIpi3BHILE, MOTIM [IOMITOBA apeca, HAMPHKIaL:

Onexcanzpy ['oruapyky

Byn. Cypukosa, 6yn. 3a, kB. 1, m. Kuis,
03178

Y pa3i HajculaHHA [JOKYMEHTa OpraHaM 3aKOHOJaBY0i i BUKOHABHOI BIajH,
HOCTIHHUM KOpecloHAeHTaM IX NIOIITOBA afpeca Ha JJOKyMEeHTaX He 3a3HadacThCs.

V pasi Ko JOKyMeHT afipecyeThes KOHKpeTHil ocobi, y TUCTi HinKde aTprbyTa
«afpecaT» MOXe HaBOJAWTHCH 0COOHCTe 3BepTAHHA Y KIMYHOMY BiAMIHKY:

ITane (mani) Baache iM’a

abo

ITane (maxi) [Tpizeume

abo

Ilane (mmani) rocana abo 3BaHHA
abo

Ilanose

Hanpuknan:

ITane Onekcito
ITanui IBanenko
INani gupexTop
ITase nomKOBHUKY

VYV pasi HeobximHocTi mepex cnoeoM «[laHe», «Ilani» abo «[laHoBe» MmoOXe
BHKOPHCTOBYBaTHC clioBo «lllanoBuuii», «lilanosua» abo «lllanosHi» BiamoBizHO,
HaNpUKIaL;

[TlanoeHa nani Kosanbcrka.
I'pugh 3ameepooicennn ooxymenma

37. JlokyMeHT Moke OYTH 3aTBEp/PKEHUH PO3MOPAAIMM JOKYMEHTOM YCTaHOBH
abo y BHmajgkax, BU3HAYeHUX Y Hojatky 15, mocamoBoro ocoGoro (IocagoBHMH
ocobaMi), 10 TIOBHOBaXEHB SIKOI (SIKMX) Halle)Karh IMTAHHS, 3a3HAYEHl y TaKOMYy
noxymenti. HopmaTuBHO-TIpaBoBi aKkTH (II0NOXKEHHS, iHCTPYKIil, IpaBuia, MOPSIKHA
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TOMIO) 3aTBEPIDKYIOTBCS PpO3NOPSNIHM JOKYMEHTOM YCT2HOBH, IO BHAN2
BifITOBIIHMI aKT.

HOKYMEHT, sKuil He € NPMMIPHHKOM a0 KOI€K JOKYMEHTa, CTBOPEHOTO B
eNleKTpoHHI# dopMi, Moxe OyTr 3aTBEP/DKCHHH KOHKPETHOIO [10CAI0BOI0 ocoborw. Y
TaKOMY BHIAIKY r'pmb 38TBEP/DKEHHS CKIIA/IACTRCA i3 cnoBa «3ATBEPIDKYIO»,
HaliMEHYBaHHA [TOCajH, MiAICY, BIACHOTO iMeHi i mpizBuma ocobwu, fKa 3aTBepAna
JOKYMEHT, AaTH 3arBepmkenss. Hanpuknaz;

3ATBEPDKVIO

I'onora obnackHoi aepxaBHOl
aamMigicTparii

migmuc Broacue iM’s i TIPISBHIIE
12 6epesna 2018 p.

Y pasi Ko JOKYMEHT 3aTBEP/KYETHCS PO3IOPAIKEHHAM, PIIICHHAM, HAKA30M,
rpud 3aTBeppKeHHS CcKiIamaersci i3 cinosa «3ATBEPIXKEHO», Hassu Bumy
INOKYMEHTa, IKHM 3aTBEPIPKYEThCS CTBOPEHHUI TOKYMEHT, Y Ha3HBHOMY BiMIHKY i3
3a3HaYEHHAM Horo natu i Homepa., Hanpuxian;

3ATBEP/DKEHO

PoznopsamkeHHs roioBy
o0nacHOT nepxaBHOT aaMiHicTpauii
Bix 02 Gepesns 2018 poxy Ne 298

I'pud 3aTBepmKeHHsS PO3MINIYETHCH Y MPABOMY BEPXHLOMY KYTKY NEPIIOTO
apKyIa JOKyMEHTa,

VY pasi 3aTBep[pKeHHs JOKYMEHTa KiJlbKOMa IIOCaf0BUMHM ocobamu rpHbH
3aTBEPJOKEHHS PO3TANIOBYIOTECS Ha OIHOMY DPiBHI.

Pezomoyia

38. Pesomonia € ocHOBHOIO (OpMOIO peamizanii yHparJiHCBKMX AOPYYEHL Y
IIMCBMOBIH (hopMi, o nepeadayae NOCTAHOBKY KOHKPETHOTO 3aBIAHHS, BU3HAYECHHS]
Horo mnpeaMmeTa, METH, CTPOKY Ta BIANMOBIZAJbHOI 32 BHKOHAHHA 0COOH, 110
BUKJIAZICHA y BUIVIA/I1 HAMCY HA JOKYMEHTI.

Peszomronis Mae Taki 000B’A3KOBI CKIAJOBI: MPIi3BUIIE, BIACHE IM’S BHKOHABIIA
(BHKOHABLIB) y [NAaBAILHOMY BIIMIHKY, 3MICT JOPYYEHHS, CTPOK BHKOHAHHS,
ocobHcTHH TiAMHC KepiBHUKA, AaTa.
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SIKIo AOpYy4EHHs HaAaHO KUIBKOM HOCam0BUM oco0aM, FOJIOBHUM BHKOHABLEM
AOKYMEHTA € 3a3HauyeHa NEpIIcI0 ocola, AKill HaNaeThCs NpaBO CKIMKATH IHIIHX
BHKOHABITIB.

CTBOpEHHESI HEKOHKPETHHX (IIPHCKODHTHY, IONIIIIHTHY, «aKTHBI3yBaT#H»,
«3BEPHYTH yBary» TOIO) 3a 3MICTOM PE3OJIIOLI He MOMYyCKAETRCH.

Ha moxymeHTax 13 CTPOKAMH BHKOHAHHS, sKi He mOTPeOyIOTh AOJATKOBHX
BKa31BOK, y PE30MIOL] 3a3Ha4ai0ThCs1 BUKOHABEIh, IHAMKC ABTOPA PE30IIOL], JaTa.

Pesomonis npocTaBnAeTecs Oeslocepeanso Ha JOKYMEHTI HIDKYE DPEKBI3HTY
«Anpecar» mapanenkHO A0 OCHOBHOTO TeKCTy. SIKmo Micusg [ pesomouii
HEZOCTATHLO, ii MOXH& IPOCTABIATH HAa BITBHOMY BiJ TEKCTY MICIIi y BepxHIiil
YACTHHI MIEPIIOTo apKymia JOKYMEHTA 3 IHIBLOBOro GOKY, e HE Ha oIl JOKYMEHTa,
HPH3HAYEHOMY ISl IiAIIHUBAHHA.

Pezomomniero BH3HAdaeThCA AETallbHHI NOPALOK BHUKOHAHHH JOKyMeHTa abo
YTOYHAIOTBCA BHKOHABIi. Pe3omonis Moxke oopMIATHCA Ha OKpEMHX apKymax abo
cremanbHuX OaAkax i3 3a3HaueHHAM PEECTPAliMHOTO IHAEKCY 1 JaTH JOKYMEHTA,
SIKOTO BOHA CTOCYETHCH.

Kopomucuy smicm dokymenma

39. 3aronoBok 10 TeKCcTy (KOPOTKMH 3MICT) MOKYMEHTa IIOBHHEH MIiCTHTH
CTHCIMH BHMKIaA CYTI JOKYMEHTAa. 3arolloBOK IO TEKCTy NOKyMeHTa (KOPOTKHil
sMicT), obcar sxoro mnepeBuinye 150 3HakiB (I’ATh PARKIB), HO3BOJAETHCS
IPOJOBXKYBATH A0 MEXKI IIpaBoro roys. Kparnka B KiHIll 3arofIOBKa HE CTABHTECS.

3aronoBoK (KODOTKHH 3MICT) BIONOBia€ Ha MHTaHHA «Ipo mo?», «koro?»,
«uoro?». Hanpuknan: raxas (mpo mo?) rpo HagaHHs BiNOyCTKH; MHUCT (ipo mo?) npo
opraHizauiio HapajaH, NpoTokos (4oro?) sacimaHus aTecTaniiinol xKomicii; mocamosa
IHCTPYKIIA (KOro?) roI0BHOrO CIEIAIiCcTa.

CyripoBigHi JTHCTH, NONMOBiAHI Ta cimyxk00BI 3allMCKH JO3BOIAETLCA CKAAJATH
6e3 3aronoBKa.

Biomimra npo xoumponw

40. BinmiTKa IIpo KOHTPOJb O3HA4ae€, MO XOKYMEHT B3ATO HA KOHTPONIb I
3abe3meyeHHs H10ro BUKOHAHHS B YCTAHOBJICHHIH CTPOK.

BigmiTka 1po KOHTPOJNb €NEKTPOHHMX JOKYMEHTIB 3IIiHCHIOETBCA Y
BIAIIOBIZHOCTI 10 BUMOT IHCTpYyKuii 3 AiMOBOACTEA B €IeKTPOHHIH (opmi.

- BiaMiTka npo KOHTPONE XOKYMEHTIB, NPOXOMMKEHHS SKHUX 3AIMCHIOETCH y
naneposiff QopmMi, pobutbcs NHULIXOM mnpocTaBineHHs JiTepH «K» uM crosa
«Kontponp» (Bix pykH abo 3 BHKOPHUCTAHHSM IUTAMIIA) Ha JIBOMY IO MEPIIO]
CTOPIHKH JJOKyMEHTA Ha PiBHI 3ar0J0BKa /[0 TEKCTY.
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Texcm doxymenma

41. Texcr nokyMeHTa MICTHTH iH(opMarito, 1a dikcyBaHHs sKoi Horo Gymo
creopeHo. IHdopmanis B TeKcTi JNOKyMEHTA BHKIAQNAEThCi CTHCHIO, I'PAMOTHO,
3po3yMisic Ta 00’ exTHBHO. JIOKYMEHT He HOBHHEH MICTHTH MOBTOPIB, a TAKOX CIiB 1
3BOPOTIB, AKi HE HECYTh 3MICTOBOr0 HaBaHTa)KeHHA. ITif yac CKIIafeHHs JOKYMEHTIB
BXXMBAETLCA AUIOBHH CTHNE, AN AKOTO XapakTepHUH HeHTpalsHHI TOH BUKJIAICHH,
no30aBnennii 06pa3sHoOCTI Ta eMOLIHHOCTI.

TexcT moKyMeHTa O(hOpPMIAETHECS Y BHIVAI CYHUIBHOTO 3B’Si3HOTO TEKCTY,
aHKeTH 4u TabyHIli, a00 HIITXOM IMOETHAHHA ITHX (GopMm.

CyuinbHuil 3B A3HHHA TeKCT MOKYMEHTA MICTHTh IPAMAaTHYHO 1 JIOTIYHO
y3rofpkeHy iHgopmManiro npo ynpasmiHceki aii. Taka ¢gopma BHKIaJEHHS TEKCTY
NOKYMEHTa BHKOPHCTOBYETHCA IIiJ[ 4ac CKJIaZeHHS IT0JI0XKEeHBb, MOPAAKIB, MpaBHI,
PO3TTOPAAIHX TOKYMEHTIB i TUCTIB.

TekcT, AK MpaBWIO, CKIAHAETHCA 3 BCTYIHOI, MOTHBYBAJIBHOI Ta 3aKNIOYHOI
gacTHH. BeTynHa 9acTHHA MICTHTH ITiJICTABY, OOIpyHTYBaHHA 260 MeTy CKJIaJeHHs
NOKYMEHTa, MOTHMBYBAJIbHA — OOIPYHTYBaHHS HO3HIlI YCTAaHOBH, B 3aKJIIOUHIN ~—
BHCHOBKH, ITPOIO3HULIi], piIlEHHS, IPOXaHHS.

TekcTH cKIagHMX i BeMMKHX 32 00cSAroM HOKyMEHTIB (IIOJOXEHHs, IIPaBuia,
iHCTpyKIil, Oy, 3BiTH TOINO) HOAUISIOTECS HA PO3IUTH, MiAPO3ALIH, ITyHKTH,
MATYHKTH, SIKi HyMepYIOThCA 33 HOMIOMOTOI0 pUMCEKHX abo apabcpkux mudp 6es/3
Kpankow abo myxxor. A63al MyHKTY Ta IMiJINYyHKTY IMOUHHAETBCS 3 BIACTYIY BiX
JiBOoro mons cTopiHkd Oe3 Oynp-sikoi mosnaduku (medic, kpanka tomo). KoxkHa
CTPYKTYPHA OJUHHII HOPMATHBHO-TIPABOBOTO aKkTa (KpiM ad3ally) BiIOKPeMIIIOETHCS
BiJl TomepeAHbol TPOMYCKOM psaka. Bu3HaueHHS TepMiHIB Yy HOPMAaTHBHO-
[PaBOBOMY aKTi HABOIATHCA B ajipaBiTHOMY TOPSAKY i B HA3UBHOMY BIIMIHKY.

42. ®opMa aHKETH BHKOPHCTOBYETECS y pasi BHKNaleHHs y LuppoBoMy abo
cioBecHOMy BUIIAAi iHbopMarii mpo oZWH 00°€KT 3a TIEBHHM O00CATOM O3HaK.
IMocriiiHow indopMaliero B aHKeTi € y3arajlbHeH! HafMeHYBaHHS O3HAK, 32 SKHUMH
TIPOBOAUTECS OMUC 00’ €KTA, @ 3MiHHOIO ~ KOHKPETHI XapaKTepHUCTHKY.

43, Tabnuuna ¢opMa IOKYMEHTa BUKOPDHCTOBYEThCA Yy pas3i BHKIAJEHHA Yy
iudposoMy abo cnosecHoMy BHIIAAL iH(opmauii mpo kijlbka o0’€KTIB 3a psaoM
03HAK. 3aroyioBkH rpad TaOMUI[i MUIMYTHECA 3 BENMKOI JiTEpH, I3arOJIOBKH — 3
Majioi sitepu. Kpanku B KiHIi 3aroJIoBKiB i Mif3arofoBKiB Ipad He CTaBIATHCS.
3aroioBKH i mig3arofoBkd rpad Ta pAAKiB Tabnumi NOBHHHI OyTH BHKIaAeHi
iMEHHHKOM Y Ha3WBHOMY BiAMIHKY OJHHUHM. Y 3aroJIOBKax i MiZ3arolIoBKaxX PAIKIB i
rpad TabnMMIi BXKHUBAIOTRCH JUIIE 3arajJlbHONPHUHAHATI YMOBHI [IO3HA4eHHSA |
ckopoueHHd. ['padhm Tabnwri, ski pO3MIMYIOThCS HAa KiJIbBKOX CTOpIHKaX,
HyMepywooTbesa. Ha apyrift Ta HACTymHHX CTOPiIHKax Tabnuii 3a3HaYarOTECI HOMEpPH
rpad, a TAKOX y BEpXHBOMY IIPaBOMY KYTKY — ciioBa «[IpozoBxeHHS JoqaTKa».
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Biomimru npo nasaenicme dodamkie

44. Monatkn [0 MHOKYMEHTiB, KpiM JOJATKiB 10 CYNPOBIIHUX JHCTIB,
CKJIAZAIOTRCA 3 METOH0 JOMOBHEHHS, MOSCHEHHS OKPEMHX ITHTAHb MOKYMeHTa 260
IOKYMEHTA B LILJIOMY.

45. TonaTky K0 TOKYMEHTIB MOXYTE OyTH TakHX BHIIB:

JOJATKHA, IO 3aTBEpPIKYIOTHCH PO3NOPSAYHMH JOKyMEHTaMH (II0JI0kKeHHS,
iHCTpyKuli, npaBuia, MOPAAKH TOILO);

JTOATKH, IO JOIOBHIOIOTE Ta/ab0 MOACHIOIOTE 3MiCT OCHOBHOI'C JOKYMEHTA,
JOJATKH, IO HAACHIAIOTHCS i3 CYTIPOBIIHUM JIUCTOM.

Y TekcTi OCHOBHOIO JOKyMeHTa poOWTBCA TaKa BiIMITKA IIPO0 HagBHICTE
IONATKIB: «II0 JOJAEThCA», «3TiTHO 3 JOJATKOM», «(momaTok 1)», «BiamosinHo mo
nojarka 2» abo «(IMB. Jo#aTOK 3)».

46. Nonatku oopMIIAIOTECS, K NPaBHIO, HAa CTAaHJApTHHX apKyllax Mamepy.
Ha mpyriii i HacTynHii cTopiHKax nozaTrka poOuThCs Taka BiaMiTka: «IIpogoBixkeHHA
gopatka», «[IpomoBxenns noaarka 1».

Ha pnomatkax J§g0 MONOXKEHB, NpPaBW, IHCTPYKUIH TOINO MPOCTABISIETECS
BiMITKa Y BEpXHBOMY IIpaBOMY KyTI II€pLIOl CTOPiHKH A0JaTKa, SKa BKIIOYAE HOMED
JOJAaTKa, 3aroJIOBOK HOPMAaTHBHO-IPABOBOTO akTa Ta IOCHIAHHA HA BiJMOBigHY
CTPYKTYPHY OJWHHMIID. Y pa3i JOMOBHEHHSA HOPMATHBHO-TIPABOBOTO aKTa, SMKH
mianarae gepxaBHill peecTpauii, HOBOK CTPYKTYPHO OJHHUIICIO 3 MOCHJIAHHAM Ha
nojaTok abo BHKIIOYWEHHS 3 TEKCTY HOPMaTHBHO-IIPABOBOTO &KTa CTPYKTYPHOI
ONMHMI, AKA MICTHTh TMOCHJIAHHS HA AOAATOK, HyMepallis JOoIaTKiB Ta BIANOBiAHI
MOCHJIAHHS HA HHX Y TEKCTI HOPMAaTHBHO-TIPABOBOTO AKTa 3MiHIOKOTECS.

CTopiHKH KOXHOrO A0OAaTKa MaloTh CBOIO HyMepaliro. Y KiHUI MiJl TEKCTOM
IOAATKa IIPOCTABNSETHCS PUCKA, 1O CBIUUTE PO HOro 3aKiHYeHHS.

VY pa3i HasBHOCTI KiJIbKOX JIOAATKIB HA HUX 3a3HAYAIOTHCS NOPSLKOBI HOMEpH,
HarpuKiIan: gogarox 1, moxarok 2. 3Hak «No» mepen nudpoBHM MO3HAYEHHIM He
CTABHTHCH.

VYci oOaTKy 10 TOKYMEHTIB Bi3yIOThCS IIPariBHUKOM, SIKHH CTBOPHB JOKYMEHT,
Ta HAa4aJIbHHKOM BiJ{UTy, B IKOMY HOTO CTBOpPEHO.

JlomaTku [0 pO3NOpSAIKeHb TIojoBu o0NacHOl JepikaBHOI aAMIHICTpaIlil
MiAMKHCYHOTECS TOTOBHMM pPO3pOOHHKOM Ha JIHIIBOBOMY OOIl OCTAaHHBOTO apKylla
Jo4arka.

Jonatku 10 Haka3iB KEPiBHHUKA CTPYKTYPHOI'O HiApO3AiTy obiacHOl AepKaBHOI
agMiHicTpallil HiMHCYIOTHCS KepiBHUKOM BiJIIOBIIHOIO CTPYKTYPHOI'O MiAPO3AiNY, B
SAKOMY CTBOPEHO JOKYMEHT, Ha JIMIBOBOMY OOLIl OCTARHHBOTO apKylla JOJaTKA.
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Ha popmatkax g0 [JOKYMEHTIiB, IO 3aTBEPIIKYIOTHCH  POSHOPSHYHME
JAOKyMEHTaM¥, POOUTECA BiIMITKA y BEpPXHBOMY IPaBOMY KyTi HEpHOIOrO apKymid
NOaTKa, HAPUKIIAK:

HonmaTtok 5
no Iactpykuii
(ryHkr 8)
HonaTtku KoBiaxoporo abo aHamiTHYHOTO Xapakrepy (rpadiku, cxemH, TabmuI,

CITICKH TOILIO) A0 OCHOBHOIO HOKYMEHTA HMOBHHHI MATH BIIMITKY 3 MOCHJIAHHAM HA
el JOKyMEHT, HOro Aary i HOMEp, HallpHKIIaz;

Jomatok

JI0 PO3IIOPSAIKEHHS TOJIOBH
obnacHoI KepaBHOI aaMiHicTpamii
20.04.2017 Ne 295

VY pa3l KoIM A0JATKH HAACHJIAIOTHCH 13 CYIPOBIAHHM JIHCTOM, BIAMITKA TIpO
HasIBHICTH AOJATKIB PO3MIIIYETHCS TICIA TEKCTY JIMCTA EPER MAMHCOM.

SIKmo TOKyMEHT Mae JoJaToK, TOBHE HaHMEHYBaHH: SKOI'0 HABOAUTHECA B HOro
TEKCT1, BIAMITKA PO HAsABHICTH A0AATKA 0(hOPMILETLCS 3a TaKo0 (HOPMOI0;
Hoxnartok: Ha 7 apk. y 2 IIpuM.

SKImo IOKYMEHT Mae€ AOAAaTKH, IOBHE HAHMEHYBaHHA SKHX Y TEKCTI He
HABOJAWTHCH, IX HEOOXITHO NepeNiuMTH MicaA TeKCTy i3 3a3HaYeHHSIM KiIbKOCTI
CTOPIiHOK Y KO)KHOMY JOJATKY Ta KiIBKOCTI TX MPUMIPHHKIB, HATPHKIIAL;

Honatxu: 1. JloBigka npo BUKOHAaHHS IJIAHY PO3BaHTaXyBalIbHUX pobit 3a I kBapran
2017 p. na § apk. y 1 npum.
2. I'padix pemonTHmx pobir Ha I keapranm 2010 p. Ha 3 apk. y
1 mpum.

JIKIO M0 HOKyMEHTa AOAAETHCS 1HIIMIT JOKYMEHT, SKHil Mae TOXATKH, BiMITKY
IIpO HAsABHICTH J0JATKa O(OPMIIIIOTH 3a TaKow GhopMoIo:

Hopatok: muct YkpaepxapxiBy Bif 20 sepecus 2018 p. Ne 595/04-12 i pomatok 1o
HBOTO, BChOro Ha 20 apk. y | npum.

47. Y pasi KoJIt JOKYMEHT MIiCTHTE OIIbINE HECATH JOLATKIB, CKI4IAETRC OIHC
13 3a3HAYEHHSM Y TOKYMEHTI TaKoi BIAMITKH:

HoxaTok: 3rifHO 3 OIKCOM Ha 3 apk.

SIKII0 JOAATOK HAACHIIAETHCA HE 3a BCIMa 3a3HAaUeHUMH B TOKYMEHTI aapecamu,
BiJIMITKa ITPO HASBHICTh AOKyMEHTa 0(hOpMISETRCS 32 TAKOIO (hOpMOIO:
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Honmatox: Ha 5 apK. y 2 1IpuM. Ha epIry agpecy.
Ilionuc

48. TTocagosi ocobu obiacHol mep:xaBHOI aaMiHiCTpauii Ta 11 CTPYKTYpHHX
DiAPO3ALNE NIAMHCYIOTE JOKYMEHTH B MEXaX CBOIX MMOBHOBAXKE€Hb, BU3HAUEHHX
aKTaMd 3aKOHOHABCTBA, IHCTpyKmi€r0 3 AUIOBOJCTBA B ENEKTPOHHIH Qopmi,
PermamenToM, posnoginoM o60B’A3KiB MiK TOJNOBOK OONacHOi  Jep:KapHOI
anMigicTpamii Ta HOro 3acTYIIHHKaMH, 3aTBEPMKCHHM pO3IIOPSIKEHHSM TOJIOBH
obmacHOI JepkaBHOT afAMIHICTpAIlii, TOJIOKEHHSMM PO BiIOBIAHI CTPYKTYpHI
niapo3aum obnacHol aep)xaBHOT aAMiHICTpanii, 3aTBEpIPKCHHMH B YCTaHOBJISHOMY
3aKOHO/IaBCTBOM IIOPSZIKY, pO3MOAinaMu 000B’A3KIB MK KEPiBHHKAMM BiITIOBIIHIX
CTPYKTYPHHMX INiIpO3ALMNB Ta HOro 3acTylNHHKAaMH, 3aTBEPIPKEHHMMH Haka3aMH
KEpiBHUKIB BIANOBIAHUX CTPYKTYPHHX IiApPO3LUIB, HOCAHOBHMH iHCTPYKLISIMH
TOO[O. Y 3a3Ha4deHHX JOKYMEHTaX BH3HAYAETHCH TAKOXK MOPAOOK MiJIHCAHHS
JTOKYMEHTIB iHIUMMH oco0amHu y pasi BiICYTHOCTI KepiBHHKA YCTAHOBH Ta IIOCAT0BHX
0cib, Akl yIOBHOBaXKEHI 1X MiAIHCYBaTH.

Ha nixrmuc ronosi obnacHol fep:kaBHOI agMIHICTpaIllii, IEPHIOMY 3aCTYIHHKY,
3aCTYIIHHKaM TOIIOBH, KepPIBHHMKy amnapaty oO0macHOI JepxaBHOI aaMiHICTparii,
KEpIBHMKAaM CTPYKTYpHMX migpo3nminie obnacHoi agepxkaBHOI  aaMiHicTpauii
BHKOHABLEM IOAAETHCS [JBa INPHMIPHUKAa JOKyMEHTa, OOuH 13 sKuX — Oe3
BIATBOpEHHS OnaHKa.

JlOKyMeHTH, 10 HAACHIIAIOTHCA A0 OPTaHiB AEpPKABHOI BIajy, IIAMHCYHOTHCS
TOJIOBOK 00MacHOi AepxaBHOI aaMiHicTpauii abo 3a Horo MOpy4eHHAM — HEpIIHM
3aCTYITHHKOM, 3aCTYIHHKOM TOJIOBHM, KEpDIBHMKOM arapaTry obnacHoi Zep:xkaBHOI
anMiHicTpamii. ¥ pa3l HaAXOMKEHHS JOKYMEHTIB BiJl OpraHiB JepiaBHO! BIAAH
GesnocepeHEO A0 CTPYKTYPHHX Hifpo3Ainis oOsacHO! Aep:xkaBHOI amMiHicTpallil,
BIJTIOBiJI HA HHUX HAaJACHJIAOTRCS 3@ MiJMUCOM X KepiBHMKIB 200 3aCTYIHHUKIB 3rigHO
3 po3noAinoM 0008’ A3KIB.

JIOKyMeHTH, 0 HaACHJIAIOTHCH MIAMPHEMCTBAM, YCTaHOBaM, OpraHisaiisiM,
rpoMajsHaM oOONNacHOK JEepKaBHOK AaAMIHICTpall€lo, IMAMHCYIOTECS TIOJIOBOIO
obitacHOI mep:kaBHOT aaMiHicTpalii abo #oro 3acTYMHHKaMH 3TiIHO 3 PO3MOALUIOM
000B’5I3KiB, 4 ZJOKYMEHTH, II10 HAACUIAIOTECA CTPYKTYPHUMHU Nigpo3AiiaMu 0bmacHol
Jiep KaBHOI aAMIHICTpaIli — X KepiBHHKaMH abo 3aCTyITHMKAMHM 3TiAHO 3 PO3IIOALIOM
000B’ A3KIB.

40. Tlignuc ckiuajaeTsea 3 HAAMEHYBaHHA Iocamgd ocobu, ska migmucye
JOKYMEHT (IIOBHOTO — KO0 JOKYMEHT HAAPYKOBaHMI He Ha OmaHKy, CKOpOUYEHOTo —
Ha JIOKyMEHTI, HaJpyKOBaHOMY Ha 0naHKy), 0COOHCTOro mimucy, BIACHOIO iMeHI 1
I1Pi3BULIA, HAIPUKIA;

3acTyIlHUK ToJ0BM  XapkiBCbKOi miAMUC Bnacue im’s 1 [IPI3BUIIE
obnacHOi Aep:kaBHOI aaMiHicTparii

abo
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3acTyNnHHK T'OJIOBH obnacHOl migmuc Bnacae im’s 1 I[TPI3BHILIE
Iep KaBHO1 aaMiHiCcTpartii

HavaneHuk YnopapmiHes T IITHC Bnacue iM’s 1 [TPI3BUIIIE
KaniTansHoro OyiBHUITRA

XapkiBceKol 00nacHOT gepxaBHOT

agMiHIcTpanif

abo

HavansHuk YnpasiinHs HiIIIC Bnacre iM’s i [TPI3BUILE

50.Y pasi HagcwIaHHA NOKYMEHTa y HamepoBiif (opMi OJHOYACHO KiTBKOM
YCTaHOBAM MIANTHCYETHCS TiNBKU OPHTIHAN, SKUH 3aMUIIacThECS Y CIpasi anapary abo
CTPYKTYpPHOTO Mijpo3ainy obiacHol nepkaBHOi aaMiHicTpamii BiXMORiAHO, a Ha
MiCLs PO3CHIIAIOTHCS HOTO KOIIil.

VY pasi HajcumaHHA IHOKYMEHTa OJHOYAcHO KiJIBKOM YCTaHOBaM OAHOro abo
BHIIIOTO PiBHA HocazoBa ocoba MgIHCYE BCi HOro npuMipHUKH.

51. JOKyMeHTH MIAMHCYIOTECH, SK [IPABWIO, OJHIEK II0CAA0BOI 0cobomo, a y
pasi, KOMM 3a 3MICT JOKYMEHTa HECYTh BIIIIOBIJATBHICTE KimbKa oci® (akrw,
(QiHAHCOBI JOKYMEHTH TOINO), — ABoMa abo Oinblre nocamoBumu ocobamu. Ilpu
UBOMY MIAIHCH IMOCAZOBHX OCI0 pO3MIILYIOTECS ONHH IIiJi OJHHM BiJNOBIZHO IO
nianopsaroBaHocTi oci6. Hanpukian:

KepiBHUK ycTaHOBH AT Brnacue iM’s 1 ITPI3BULIE
KepiBHux Oyxramrepcbkoi nigmuc Bnacre im’s i IIPI3BHIIE
CIIyKOH

52.Y pasi miAnHcaHHs CIUTEHOTO AOKYMEHTA KiTbKOMa ocobamu, AKi 3aiMaloTh
OJHAKOBl Mocajgy, iX MIANMHCH PO3MILIYIOTHCA HAa OFHOMY PiBHI i CKpIIUTIOIOTHCH
IIe4aTKaMH YCTaHOB, HalPHKIIA;

I'onosa o6nacHoI xepixaBHOT I'onoBa obnacHoi pagu
agMIHICTparlii

nigmac  Bnacue iM's 1 ITIPI3BUILIE mianmuc  Bnacue iM’a i [IPI3BHIIE
BIOHTOK repboBoT IevaTKu BiAOUTOK repboBOT NeyaTku

JOKYyMEHTH KoseriajlbHUX OPraHiB MiJINHCYIOTh FOJ0BA KOJETIANEHOTO OPrany i
CeKpeTap, HallpUKIaL;

T'omosa kowmicil Hianuc Bnacue iM’s 1 ITPI3BUIIE
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Cexperap KoMicii ITiATHC Bnacue iM’s i IIPI3BUILE

53.VY paszi sigcyTHOCTI mOCajgoOBOi ocobu, HaliMeHyBaHHS TMOCaJHd, IPi3BHIIE,
pacHe iM’s gKoi 3a3HAaUeHO HA NPOEKTi HOKyMeHTa, doro migmucye ocoba, o
BHKOHYE 1T 060B’13KH, 260 1i 3acTyrHUK. ¥V TakoMy pasi 060B’I3KOBO 3a3HA4AIOTHCA
dakTH9IHA [10Cafa, BIACHE iM'A i npisBHie ocobu, sika MmigmHcana AOKyMEHT, NpH
I(bOMY BHIpPABIEHHA BHOCHTh PYKOIHCHHM CIIOCOOOM ocofa, sKa MiANHCYE
noxyment. He fomyckaeTses mig yac mifnucaHHS NOKyMEHTa CTABHTH NPHHMEHHUK
«3a» 4 1paBoGiTHy MOXHMIY PUCKY Iepef HaliMeHyBaHHAM Hocajd. JonasaHHs /0
HaliMeHyBaHHS Tocagu KepiBHHMKA CliB «BukoHyiouui 060B’I3KI» abo «B.o.»
3MiHCHIOETECS Y Pasi 3aMillleHHs KepiBHUKA 32 HaKa3oM (pO3TOPALKEHHM).

54. bakcuMiNbHE BiTBOPEHHA IiAMMCY MocafoBoi ocobu Ha JOKYMSHTaX 3a
JOIIOMOTOI0 MeXaHigHoTo a0 HIIOro KOMifOBaHHS He JAOTYCKAETECS.

55.V pasi cTBOpeHHs yCTAHOBOIO HOKYMEHTA y IAlepoBiid dopMi 3a HasBHOCTI
A IBOro  OBIPYHTOBaHMX MNACTaB [jid 1X [OJAIBINOro HAACHIAHHA B
YCTAaHOBJIEHOMY TOPSAKY CTBOPIOETBCS €IEKTPOHHA KOIlif I1alepoOBOT0 OpHTiHaly
BiAIOBITHOTO JIOKYyMEHTA, SIKa HAJICHIAETECA ajIpecaraM 4Yepes CHCTeMy eNeKTPOHHOI
B33€MOJIil OpTaHiB BAKOHABYOI BJIAJH.

Bizu ma zpugh nocodicenna ona OOKYMeHmis,
Uj0 CIMEOPIOIOMbCA Y NANEPOBitl opmi

56. TToroaxeHHs] MOXKe 3/ifiCHIOBaTHCH SK B YCTAHOBi IIOCAJOBHMU ocobamu,
4Ki BIMOBITHO 1O iX KOMIETeHIil BHpIIIYIOTh NMTAHHS, NMOPYIIEHI B NPOEKTI
IOKyMeHTa (BHYTpilHE TOroJDKEHHS), Tak i 3a T MexaMu IHIIUMH
3aiHTEpeCcOBAHMMHE YCTaHOBaMH (30BHIIIHE MTOTOKEHES).

57. BHyTpilHe TOTO/DKeHHS 0(QOPMISETECS IUIAXOM IPOCTABIITHHA Bi3W. Biza
BKIIIOYae: OCOOMCTHI MiAmmic, BiacHe iM’s i npisBuie ocolH, AKa Bi3ye HOKYMEHT,
JaTy Bi3yBaHHA i3 3a3HaYeHHsAM Y pa3i NoTpeOx HaHMeHyBaHHS TTOCaAH el ocoOu.

58. Biza OpoCTaBISETECA HA THIBOBOMY a00 B pasi, Koy MiCLis Ha THLIBEOBOMY
oIl OCTAHHBOO apKyMia HEAOCTATHHO, Ha 3BOPOTHOMY GOIi OCTAHHBOTO apKyma
[POEKTy JOKYMeHTa. Bis NpOCTAaBNfIOTECS HA HPHMIPHMKAX JOKYMEHTIB, MO
3aIMINAIOTECS B Amapari abo CTPYKTYpHMX Mifpo3fiimax ofnacHol JepiaBHOI
anMiHicTpanii BimoBiAHO.

Ha momatkax 10 HakasiB (pO3HOpAAKeHb) Bi3H IPOCTABIIOTECA HA 3BOPOTHOMY
0ol OCTaHHBOTO apKylLlla AOLATKA.

59.3ayBakeHHs 1 MpOMO3HIHi [0 NPOEKTY MOKYMEHTAa BHUKIANAIOTECSH Ha
OKpPEMOMY apKylli, Ipo 10 Ha HPOEKTi AOKyMeHTa abo y cremiampHifi KapTmi
pobuThCs BiAIOBiAHA BiAMITKA:

HavanpHUK yIpaBiiHHA
Jlara Iignuc Bnacue im’st i [TPI3BUILE

3ayBaskeHHs 1 IPOTO3KLIT AOJAIOTECH.
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60. ITopsimok Bi3yBaHHs MEBHHUX BHJIIB JOKYMEHTIB BU3HAYAETEC PernaMeHToM.
BisypaHHS pO3IOPS/UKEHb TONOBH 0GMacHOl JAepxaBHOi afMiHicTpanii Ta Haka3iB
KepiBHMKA ariapaTy obmacHol JfepkaBHOi ajMimicTpauil oQOpPMISETECS HA
crenianbHiit kKapToi (1onaTok 16).

61.3a 3MmicT JOKyMeHTa, SKWil Bi3yeThCs Kilbkoma ocobami, Taki ocobu
BiZIOBiAAFOTE 3TiHO 3 KOMITETEHIIEIO.

62. 30BHIIIHE TOTODKEHHS TPOEKTIB JOKYMEHTIB, CTBOPEHHX Y NarepoBii
dhopMi, OHOPMISETECS LUISXOM IIPOCTABIGHHS HA HHX Tpuda MNOTOMKEHHS, SKUH
pmodac B cebe cmoBo «[TOTOJDKEHO», HaiiMeHyBaHHA mnocaad ocobu Ta
YCTAHOBH, 3 AKOIO TIOTODKYETHCS NPOEKT JOKYMEHTa, 0COGHCTHI Mifnue mocagoBoi
ocobu, cxpinneHuii repboBorO IE4aTKOIO, BracHe iM’#, TIPi3BHIIE i JaTy abo Ha3By
JOKYMEHTa, IO HiATBEpIKYE TOTOKEHHS, ioro AaTy i HoMep (iHAeKc), HaTPUKIa;

IMOroXKEHO

T'onoBa obacHol AepxaBHOL
agMiHicTpauii

migmue  Buacwe iM’a i TTPI3BUILE
Jlara

TIOrOPKEHO

TIpoToKkon 3aciaHHsa eKCIIEPTHOI
KOMicii
amapary obacHol JepxaBHOL
aaMiHicTpanii
Hara Ne
63. Tpud HOTOMKEHHS CTABMTHCA HIDKYEe INAmMcy Ha JmnposoMy Gomi
OCTaHHBOI'0 ApKyIla TIPOEKTY JOKYMEHTA.

64. V pasi Komu 3MiCT JOKyMeHTa CTOCYEThCs GinbIIe Hix TPpOX YCTaHOB, 260
KOJM PO3MOPATUMH JOKYMEHT Ma€ HODMAaTHBHO-TIPaBOBHIl XapakTep Ta noTpeGye
3OBHIIIHBOTCG MOTOMKEHHS, CKIANAEThCA APKYII [OTODKeHHs, Tpo 10 POOHTHCS
BiZIMITKA Y TOKYMEHTi Ha Miclli Irpu(a TTOTOMKEHHs, HAITPUKIIAL:

ApKy1il TOTOJKEHHS T0JA€ThC.

65. ApKym TorojykeHHs oGOpMISIEThCS Ha JHIBOBOMY Ta y pasi rotpedu
3B0pOTHOMY GOlIi OJIHOTO apKyIla 3a TaKoIo (HOpMOIO:

APKVIII TIOT'ODKEHHS

Hazpa npoeKTy JOKyMEHTa

HalimeHnyBaHHA ocaiy TIATHAC Bnacue iM’g 1 TIPI3BHILE

Jlata
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[Mignuc mocazoBol 0colH CKPIILTHOETECA repOOBOI0 NEYATKOIO.

66. 30BHIIMHE MOro/pKeHHS Yy pas3i 1oTpedH, BH3HAYEHOI 3aKOHOIaBCTBOM,
3/11HICHIOETECS B TaKiif IOCIiAOBHOCTI:

3 yCTaHOBAMM OJHAKOBOTO PiBHS T4 IHHIMMH YCTaHOBAMH;

3 IPOMAaJICEKHMH OpraHizaisaMu,

3 OpraHamy, sKi 3JiHCHIOIOTE JiepkaBHHIT KOHTPOJIB Y NeBHiH chepi;
3 YCTaHOBaMH BHIIIOTO PiBHSL.

Biobumox neuamxu

67. Ha moxyMeHTax, o 3acBif4yl0Th NpaBa TPOMajsH i IOPHAWYHUX ocib, Ha
akux Gikcyerbes (akT BUTPATH KOILITIB i IPOBEAEHHS OMNEpallii 3 MaTepianbHAMM
IIHHOCTSIMH, MiANMC 1MOcamoBoi (BiAMOBINAIBHOI) OCOOH CKPINMIOETECA repboBOIO
I1e4aTKOIO YCTaHOBH.

INepenix iHMMX AOKYMEHTiB, NiJANWCH HA SKUX HEOOXiOHO CKpimroBatH
repGOBOIO [IEYATKOI0, HaBe/ieHuH y noxatky 17 mo i€l IncTpykiil 3 AUJIOBOACTRA.

68. BinbuTok mneuaTkd, Ha AKif 3a3HayeHo HalMEHYBAaHHs yCTaHOBH abo i
CIpYKTypHOro miapo3Ainy (6e3 3o6paxeHHs repba) y pasi motpeGu CTaBUTLCHA Ha
KOMIfAX JOKYMEHTIB, IO HAICHIAIOTHCHA B iHII YCTAHOBH, Ta HA PO3MHOMKEHHX
IPUMiPHUKAX PO3NOPATYHX JOKYMEHTIB Y pasi po3CHIaHH.

Bin6HTOK [EYaTKH CTaBUThCA TAKMM YHWHOM, [[06 BiH OXOIUIIOBaB OCTaHHI
Ki/TbKa JTiTep HalfiMeHyBaHHs Hocaxu ocobu, sxa MifinHucana JOKyMEHT, ajle He MiAnKe
nocafoBoi ocobu, a6o Ha OKpEMO BUAITEHOMY AJA UBLOTO Micli 3 BiaMiTKOIO «MII».

69. HakazoM (po3HopsmKeHHAM) KepiBHMKA YCTAaHOBHM BH3HAYA€TBCS TOPANOK
BUKOPHCTaHHs, Micie 30epiraHHs NeYaToK 1 INTaMmIliB, & TaKoX nepenik ocio,
HiAMACH AKMX CKPITLTIOIOTHCS repOoBOI0 MEYATKOIO,

Biomimxa npo 3aceiouenHs konii 00OKyMeHmis

70. O61acHa JiepxaBHA agMiHiCTpamis 3acBiftdye KOIIl NHUIE THX JOKYMEHTIB,
1110 CTBOPIOIOTHCA B Hilf, KpiM BHIIaJKiB CTBOPEHHS MAMEPOBHX KOMi¥ eMeKTPOHHHUX
JIOKYMEHTIB, M0 HagifIuld J0 YCTAHOBHM 4Epe3 CHCTEMY eNEKTPOHHOI B3aeMoil
OprafiB BHKOHABY0{ BiafH (Jali — CHACTEMa B3a€MOJii), a TakoXK y BHIajKax,
nepeR0aueHIX UM MyHKTOM.,

KorIist JOKyMeHTa, CTBOPEHOT0 B aNapari, BATOTOBIETECS 1 BUNAETLCS TUIBKH 3
[03BOIy rofoBHM obnacHoi AeprkaBHOI aaMiHicTpauii, #foro 3acTynHuKiB, KepiBHHKa
anapary abo KepiBHHKa CTPYKTypHOIO Mimpo3zinry amapary o0nacHoi AepikaBHOI
agminicTparii. Konis JoOKyMeHTa, CTBOPEHOTO B CTPYKTYPHOMY migpossini obaacHol
flepKaBHOI afMiHicTpaLiii, BATOTOBISETECS | BUAAETCA TiNBKA 3 I03BONY KepiBHUKa
BIIIOBIIHOTO CTPYKTYPHOTO MiAIpo3Ailry abo #oro 3aCTYIHAKIB.

VY pa3i miZAroTOBKH AOKYMEHTIB [l HaJaHHsA opraHaM CyaoBOi BAaJu mij dac
BUpIIIEHHA MUTAHb OO MPHIHATTA IPOMajsH Ha PoGOTY, HaB4aHHA, 3aCBII4CHHS
iX Tpy[OBHX, JKHTIOBHX Ta iHIIMX MPaB y B3a€EMOBIAHOCHHAX 3 YCTAHOBOIO, d TAKOXK
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mig gac opMyBaHHA 0cOOOBHX CHpaB MNPALIBHHUKIB YCTAHOBA MOJYKE BHIOTOBJIATH
Komii JOKYMEHTIB, BUIAHMX iHIIHMH YCTaHOBaMH (KOmil JUILIOMIB, CBIOOLTB IIpO
OJlep:KaHHA OCBITH TOMID).

Bigmitka «Komis» IIpOCTABASETBCS Y BEPXHBOMY NPaBOMY KYTKY HepIoi
CTOPIHKH [AIIEPOBOrO JOKYMEHTA.

ITopsaox CTBOpPEHH: NanepoBHX KOMil €NeKTPOHHHX JOKYMEHTIB BU3HAYAETHCH
IHCTpYKIII€EIO 3 AiIOBOACTBA B €IEKTPOHHIH (HopMi.

71. Hammme npo 3acBigyeHHA ManepoBoi konii HJOKyMeHTa v manepoBii dopmi
CKJIaJacThCs i3 CHIB «3TiHO 3 OpUriHaIOM», HaliMEeHyBaHHS IOCafM, 0COOHCTOIO
mignHucy ocobn, fKa 3acBiAMye KOIFO, BIACHOIO iMeHI Ta npi3BHIIA, AaTH
3aCBIJJUEHHS KOIII Ta IPOCTaBISETBCS HIDKYE PEKBi3uTy Iokymenrta «lligmucy,
HAIIPHKIAI;

3rigHo 3 opuriHanoM
ITpoBiguuit cienianict Bigainy  miamuc Binacne im’s TIPI3BHIE

Jara

Y BHIaAKax HAACHIAHHA KOIil JOKYMEHTIB 4Yepe3 CHCTEMY EIEeKTPOHHO]
B3a€MOJ1i, HAJCHIAHHA KONiH JOKYMEHTIB KUIBKOM aipecaraM (pO3CHIKA), iHIIAX
BHNagKax, nepenbadeHux wiero IHCTpyKIi€o, 3acBIAYEHHS [MAlIEPOBHX KOIIIi
JOKYMEHTa Y nareposiit ¢opmi 3OHICHIOIOTH 3TiTHO 3 BHMOTaMH [HCTpYKHii 3
I1IOBOJCTBA B €JIEKTPOHHIH GopMi.

72. Hanue npo 3acBiggeHHA KOl CKPIIUTIOETHCS MEYaTKOK i3 3a3HajYeHHAM Ha
Hiff HaftMEeHyBaHHs BignoBiAHOI ycraHoBH (6e3 306paxenHs repfa) afo medaTKOIO
CTPYKTYpPHOro Hifpo3niny (coyx06u ninoBoncTra, cmyx0u kaapir, Oyxranrepii Tomo)
yCTaHOBH.

Y pasi mianucaHHA TOIOBOXO o0NacHOi AepKaBHOI aaMiHICTpauil, HepLiuM
3aCTYIIHHKOM, 3aCTyIIHHKaMH TOJIOBH, KEpIBHHKOM amapaTty oOmacHoi AepiKaBHOI
amMiHicTpalii, KepiBHMKAMH CTPYKTypHHX Mifpo3ZilmiB obmacHoi AepixaBHOI
amMiHicTpauil JuIIe NpHMipHMKAa AOKyMeHTa Ha ONagky y copasi YCTaHOBM
3aJTUIIAETLCS 3aCBiUeHa BIAIOBIIHHUM YHHOM HOI'O KOIIis.

73. Ha xomisix AOKYMEHTIB y mHamepoBiH (opMi, OION0 AKMX 3HiHCHIOETHCA
BHMIMKa, 3a3HAYAcThCSA HalMEHyBaHHA Iocaad oco0u, sfKa 3acBIMYmia KO, ii
ocoOMCTHH IiANKC, aTa 3acBiAYeHHS Ta BIAOWTOK MEYaTKH CIOY:KO0H IiNOBOACTBA,
HalpHKIazg;

3riaHo 3 opurinazoM

IIpoBigauit cnenianict BigaTy nianuc  Bmache iM’s IIPISBUILE
B1AOMTOK NeYaTKH Cayx0H AUTOBOICTRA

ara
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74. Ha xomisX BUXIIHMX NOKYMEHTIB, L0 3aJIHIIAIOTHCA Y CIpaBax yCTaHOBH,
fnoBUHHI OyTH Bi3H NMOCaJOBHX 0Ci0, 3 AKHMH BOHH TIOTOKEH], BiIIOBIIHO A0 BUMOT
niel IncTpyxitil.

75. Korisi JOKyMeHTa IOBHHHA BiIOBiaTH OPHTIHATY.

Biomimku npo cmeopeHHs, 6UKOHAHHA QOKYMeHma

76. BnacHe iM’s Ta Tpi3BHIle IpPalliBHUKA, AKHH CTBOPUB JOKYMEHT, i HOMep
fioro ciyx60oBoro TenedoHy 3a3HAYAIOTECS B HIDKHBOMY JiBOMY KYTKY OCTAHHBOL
CTOpIHKE NAarepoBOro LOKyMeHTa ImpudToM posmipom 11 mpyxapchrux IYHKTIB,
HATIpPUKTAN:

Onena Ierpenko 256 23 29

77. Tlicas 3aBepiieHHs poOOTH 3 AOKYyMEHTOM TPOCTABIAETBCA BIAMITKA IIPO
fioro BHKoHAHHS, BigMiTKa PO BHKOHAHHA AOKYMEHTa CBiIHHUTH IIPO Te, WO poboTy
Hajl JOKYMEHTOM 3aBepIIeHO i Jioro MOXHa JOTYHIHTH AC CIPABH. BigMiTka MoOXKe
MicTiTH crnosa «J{0 cIpasu», HOMep CNpaBH, NOCHIAHHA HA AaTy i peecTpalliiiHuii
IHHAEKC JOKYMEHTa, SKHH 3acBiguye iforo BUKOHAaHHs, HAHMEeHYBaHHS ITOCA/H, TLAITHC
i gary. SIkmo mokymeHT He roTpebye MUCEMOBOI BiANOBiNi, 3a3HAYAOTECSH KOPOTKI
BimomocTi nmpo BukoHauus. [lignuc i naTy BiAMiTKH mpocTaBiie MOpariBHUK, AKHH
CTBODHB JIOKYMEHT, a0 KepiBHMK CTPYKTYPHOTO nifpo3niny. 3asHayeHmi peKBi3uT
AIPOCTABNAETHCA BiA PYKH y JBOMY KYTKY HMXKHBOTO MOJS Ha JIHIBOBOMY oo
[EPIIOTo apKyllia, HAaIpUKIa:

Io crpasu Ne 03-10

Jo crpasu Ne 05-19
abo

[MyTaHHs BUpIIIEHO TO3UTHBHO Iif

Juct-simmosine Bix 20.05.2018 yac TemedoHHOT po3MOBH

Ne 03-10/01/802

04.03.2013
nocafa nigmuc BracHe iMsi nocaga mianuc BiacHe iM’s i
TTPI3BUILIE IMPI3BUILIE
21.05.2018 05.03.2017

78. BigmiTka 1po HagXo/XKEHHA IIAMEpOBOro JOKyMeHTa [0 yCTaHOBH
MpOCTABIAETHCA 32 AOMNOMOTOIO IUTAMNa Ha JIHIIBOBOMY IO y MpaBoMy KyTKY
HIDKHEBOTO TIOJI [EPIIOTO apKyIla OpHUriHamy JOKyMeHTa. EneMeHTaMH 3a3Ha49eHOro
PEKBi3UTY € CKOpoueHe HaliMeHyBaHHs YCTaHOBH — OJEPXKyBada IOKyMEHTa,
peectpaniiiuuil ingexc, nata (y pasi norpeOu — roxHHa 1 XBUMHHH) HaIXOIDKEHHS
TOKYMEHTA.

SIKI0 KOPecHOHJEHIisA He PO3KPHBAETECA BiANOBIAHO JO MYHKTY 148 wiel
THCTPYKLIT 3 AUTOBOACTBA, BiAMITKA MpPO HAJXO/MKEHHS JAOKYMEHTa HPOCTABIACTRCH
Ha KOHBepTax (ynakyBaHHAX).

V pasi HagxomkeHHs 30POIIypOBAHMX NOKYMEHTIB pa3oM i3 cynmpoBiAHUM
JHCTOM BiIMiTKA CTABMTECS Ha CYNPOBiJHOMY JIUCTI.
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3anuc npo depoicasHy peecmpaijiio

79. 3ammc npo NepXKaBHY peecTpariio poOHThCA MOAO0 HOPMATHBHO-IIPABOBHX
aKTiB yYCT2HOB, BKJIIOUEHMX J0 E€OMHOro JAEpXaBHOrO pPeecTpy HOPMAaTHBHO-
npapoBHX akTiB. [Jlo HakasiB (pO3MOpS/KEHB, MOCTAHOB, pillleHb) HOPMAaTHBHO-
MPABOBOTO  XapakTepy He  BKIIOYAIOTBCS  CIPYKTYPHI  OJMHMII,  SKUMH
3aTBEPIKYIOTHCS, 3MIHIOIOTECA a0o BH3HAIOTHCA TAKHMH, IO BTPATHIM YHHHICTB,
JIOKYMEHTH, 5Ki JIep)KaBHil peecTpanii He IijsrarTs, KpiM HakasiB (po3NopAKeHb,
[OCTAaHOB, pillleHp) HpO 3aTBep/pKeHHsA (OpPM 3BITHOCTI Ta iHCTPYKHiH wIoHo iX
3aMOBHEHHS.

V pasi mojaHHs HOPMATHUBHO-NPABOBOrO aKTa Ha JEpXaBHy pEecTpaliio B
eNeKTPOHHil GOopMi 3amKC PO AepXKaBHY PEECTPallilo BHOCHTECA [0 PEECTpaLiiHO-
MOHITODHHIOBOi KapTKH, Ta MOXe Y pas3i moTpebu Oyrtu BisyanmizoBanuii 3acobamu
CHCTEMH eNIeKTPOHHOTO IUTOBOACTBA MiJl 4ac Bizyailizallii JOKyMeHTa.

Cxiagenns JAesiKHX BH/AIB JOKYMEHTIB
Haxazu (posnopadacenns)

80. Haka3u (po3mopsmkeHHs) BHAAIOTBCA fAK pillleHAs oprasizauiiHo-
PO3MOPSAAIOTo YM HOPMATHBHO-MPABOBOIO XapakTepy. 3a 3MiCTOM YNpaBIiHCHKOL Ail
Hakasy (pO3MOpAMKEHHS) BHIAIOTHCA 3 OCHOBHOI MAiANBHOCTI, aqMiHICTpaTUBHO-
rocrofapchbkux abo KagpoBHX MUTaHb.

81. TTpoexTH pO3NOPAIKEHs TOJIOBH 0OnacHO! JepXkaBHOI aaMiHicTpauil 3
OCHOBHOI [isJIBHOCTI, aAMiHICTPaTHBHO-TOCHOJAPCBKUX IMTaHb TOTYIOTECA |
[IOJAI0TRCA 3a JOpYUeHHIM TOJI0BH 00IacHOT JepanHol aaMiHiCTparlii, 3aCTYTTHHKIB
rojoBM, KepiBHHKA amapary o0nacHol JepikaBHO! aiMiHiCTpanii 4 3a BIACHOIO
iHILIaTHBOIO CTPYKTYpHHX migpo3finiB obmacHol AepxaBrOi amMimicTpauii, i
alapary, a TAKOK TEPHTOPIaIbHUX OpraHiB HEHTPATLHHX OPTaHiB BUKOHABYOIL BiaiH
Ta paiflOHHHX AepIKaBHUX aJMiHiCTpaIiii.

IpoexTy po3nopsmxeHsb (Haka3iB) 3 KafipoBuX NUTaHkb (ocoboBoro ckiazy) (Ipo
NpUHHATTS Ha poGOTY, 3BUIBHEHH:, HaJlaHHA BiJILyCTKH, BiApSAMKEHHS TOILLO) IOTYE
ciayxba YOpaBliHHA NEPCOHAJIOM Ha MijcTaBi pimeHb (BKa3iBOK) KepiBHHKa
YCTaHOBY OpTaHi3alifiHO-pO3HOPAIIOT0 YH HOPMATHBHO-TIPABOBOIO XapakTepy,
JOMOBIAHMX 3aIIMCOK KEPIBHUKIB CTPYKTYPHHX MiIpO34iniB, KOHKYPCHHX JOKYMEHTIB
(mpoToKoMiB Ta pileHs aTecTaliifHol 41 iHmol KoMicii), 3218 IpaliBHUKIB, TPYJOBUX
JOTOBOPIB T2 iHIIAX JOKYMEHTIB.

82. ITpoekTH pO3NOpPS/DKEHh 3 OCHOBHOT JisNBHOCTI, a[MiHICTpaTHBHO-
rocHojapchKUX Ta KagpOBHX IMTaHb Ta JOJATKH HO HHUX ONpanbOBYIOTBCH Ta
BI3yIOTECA BimoBinHO 1o Pernamenry.

VYV pasi HeoOXigHOCTI MpOBEEHHA OIHKH 3MICTy Ta NOLLIBHOCTI BHAAHHSN
Hakasy (PO3IOPAKEHHN) 3A1HCHIOETECS 30BHIIIHE [TOTODKEHHS IPOEKTY TOKyMeHTa
3 HITHMH 3aiHTepecOBaHHMH YCTaHOBaMHU.
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83. IlpoekTn Haxa3iB KepiBHUKa anapaTy 00nacHOl jepixasHOl agMinicTparii
TOTYIOTECS Ta IIOOAIOTBECA CTPYKTYPHHMH IiApo3jAiiaMu  anapaty obnacHoi
JepxxaBHOI aamimicTpanii abo cTpykTypHuUME miaposainamu o6macHOT gepxaBHOT
amMinicTpanii 6e3 craTycy OpHAMYHOI 0coOM IMyGniYHOro mpasa 3a JOPYYEHHAM
KepiBHHKA Y 32 BIIACHOIO iHILIaTHBOIO.

ITpoexT HaKa3iB OMPAaIEOBYIOTECS TA MOTOKYIOTHECS IUIAXOM iX BI3yBaHHA ¥
Taxiil NOCIIIOBHOCTI:

KEepPiBHMK  CTPYKTYpHOro Imiposmimy  amapaTy  oOmacHOi  JepxaBHOI
aIMIiHICTpalil, y IKOMy HOro CTBOPEHO;

mmocaioBi oco0Hu, sKi BU3HAYEHi y NPOEKTI HAKa3y SK BHKOHABLI 3aBAAHb, IO
MICTATECS B HROMY, iHIII I0CAAOB1 0COGH, KHX CTOCYETHCS JOKYMEHT;

3aBIJyBau CEKTOpPY IpaBOBOTO 3ale3leueHHS amapaty oOmacHol AepiKaBHOI
aIMIHICTpaLii, a y pa3si Horo BicyTHOCTI — iHmWA ocoba, Ha AKYy B YCTRHOBJICHOMY
NOpAAKY THOKNaJeHO BHMKOHaHHS OOOB’s3KIB 3aBiflyBaua CEKTOpY HpPaBOBOrO
3afe3nedeHHs anapary o6nacHol gepKaBHOI agMiHicTparii.

TIpailiBHUK YHOPAaBIiHHA, HA SKOT'O MOKManeHO (hYHKHIl pearyBaHHS IPOEKTIB
aKTiB, a y pasi iforo BixcyTHOCTI — iHma ocoba, Ha Ky B YCTaHOBJIECHOMY TIOPAAKY
NOKNaAeHO PYHKLII pejaryBaHHsa IPOEKTIB &KTiB;,

Ha xo>xHOMY apKyilli 3BOPOTHOT CTOPOHH IIPOEKTY HAKA3Y IIPOCTABIISIIOTHECA Bi3a
FOJJOBHOI'0 BHKOHABI; INTaMIl Ta IIAOHC 3aBilyBadya CEKTOPY IPaBOBOTO
sabesneueHHs amaparty oOnacHOI [ep)kaBHOI aaMiHicTpamii, a y pasi iioro
BIACYTHOCTI — iHmOI oco0HM, Ha sSKy B YCTaHOBIEHOMY IIOpSAKY IOKJIAQZEHO
BHKOHAHHA OOOB’f3KIB 3aBifyBaua CEKTOPY NpaBOBOTO 3abe3NeueHHs anaparty
obmacHoi pnepxaBHOi apmiHicrpauii; wrramn «BIJIPEJATOBAHO» Ta mignmc
IpauiBHUKA YIIpaBNiHHA, HA SIKOTO MOKIaZeHo (YHKIIT pearyBaHHA IIPOEKTIB aKTiB,
a y pasl Horo BIACYTHOCTI — IHImOI oco0W, Ha AKy B YCTAHOBIEHOMY IOPSAAKY
IOKJaAeHO (YHKIIT pegaryBaHHs IIPOEKTIB aKTiB.

JlogaTky 10 HakasiB MAMHCYIOThCH KEPIBHUKOM CTPYKTYPHOTO Mifpo3miiy, y
SKOMY BOHH CTBOPEHI,

IIpoexT Haka3iB KEpiBHHUKIB CTPYKTYPHHX MiZpo3mimiB obnacHoi aepxaBHOI
aIMIHICTpaii 3 OCHOBHOI NiSLTBHOCTI, agMiHICTPATHRHO-TOCHOAAPCEKAX 1 KaIpPOBHX
nuTaHbk (0co00BOIO CKIIay — PO HaJaHHA BIAMYCTOK) TOTYIOTECH 33 JOPYUYCHHSIM iX
kepiBHUKIB. Ilopsimok Bi3yBaHHS BH3HAYAETHCH KEPIBHHKOM  BiTIOBITHOTO
CTPYKTYPHOTO IIAPO3AUTY 3 ypaxyBaHH:IM BHMOT, nependadeHux wiewo [HCTpykilieo
3 I1JIOBOJCTBA.

84, Slxmo y 1npoueci IMOrO/PKEHHA JO0 INPOEKTY Hakaszy (pO3MOpsmKeHH:)
BHOCSITBCSI 3MIHH, BiH HNiIJIATa€ IIOBTOPHOMY IIOTOJKEHHIO (Bi3yBaHHIO).

85. Po3nopsy/pkeHHs  IMIOQUHCYIOTBCA — TONOBOK — o0macHOi  JepiKaBHOL
aaMiHicTpanii, a y pasi Horo BIACYTHOCTI — TOCAOBOK 0cOO0I0, SIKa BUKOHYE HOTO
000B’ A3KH.
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Haxkasu 3 OCHOBHOI Jif7ILHOCTI, aAMiHICTPaTHBHO-TOCIOMAPCEKHX Ta KaJpPOBHX
murasb (ocoboBoro ckmapy) NiAIHCYE KEPIBHHK amapary oOIacHOl aepixaBHOI
aaMIHICTparii, a y pasi iioro BiacyTHOCTI — 0c06a, sixa BUKOHYE Horo 0008’ s3Ku.

Haxasu kepiBHMKIB CTPYKTYpHHMX IIpo3ainiB  obmacHOI  aepixaBHOI
aZMiHICTpaNii 3 OCHOBHOI IiAILHOCTI, aAMIHICTPATHBHO-TOCTIOAAPCEKMX Ta KAAPOBHX
nuraHb (0cob6OBOro cxyIaAy) MiFNHCYIOTHCS KEPIBHUKOM CTPYKTYPHOIO MIifpo3mimy
oO1acHOI Aep:KaBHOI aIMiHICTparii, a y pa3si Horo BigcyTHOCTI ~ II0CaZ0BOI0 0c000I0,
fKa BUKOHYE Horo 000B’I3KH,

86. Hakasn (posnopsupkeHHs), AKi € HOPMATHBHO-IIPDABOBHMH aKTaMH,
HabMpalOTek YHMHHOCTI 3 AHA iX odimifiHoro omyOmiKyBaHHS, SKIIO iHIOIE He
BCTAHOBJIEHO TAaKMMH Haka3aMH (pO3NIOPS/PKEHHAMH), ajle He paHime JHA IX
odiniiiHoro ony6mKyBaHHS.

87.Haka3z  (posnopsypkenHsi)  odopmiuserscs  Ha  OnamKy — Hakasy
(posnopsmxenHs). 3micr Hakasy (PO3NOPAIDKEHHSA) KOPOTKO BHKIGHAETECA B
3aTOJIOBKY, SIKMH ITO4HMHAEThCA 3 IpHitMeHHNKa «IIpoy i cCKIafaeTscs 3a ZOMOMOTOI0
BiggiecmBHoro imeHHuMKa («IIpo 3aTeepmkenss.», «[Ipo BBemeHnms...», «IIpo
CTBOpEHHA...»,) a00 iMeHHuKa («[Ipo migcymxu...», «IIpo 3axonm...»).

88. Tekct Haka3y (pO3IOPSIPKEHHS) 3 IMTaHb OCHOBHOI HisIBHOCTI Ta 3
aIMIHICTPaTHBHO-TOCIOAAPCEKHX  [HTAHb CKIAJAETECAd 3 JOBOX YacTHH —
KOHCTaTy1040] (TipeaMOyiu) 1 po3mopsaauoi.

89.Y koHcraryrodifi yactuHi (mpeamOymi) 3a3sHadawOThCAd  IIACTABAa,
oOrpyHTyBaHHA a00 Mera BHAAHHA Hakasly (pO3MOpAMKeHHs). 3azHayeHa JacTHHa
MOXKe nouyuHaTHCs 13 ciiB «Ha BHKOHaHHS», «3 METOIO» TOm[O. SIKIO0 JOKYMEHT
BHIAETHCSH HA MICTABl IHIIOTO PO3MOPSIMOro NOKYMEHTa, Y KOHCTaTYIOYiH vacTudi
(mpeamOyni) 3a3HaYaE€THCA IOCIIIAHHS HA BiATIOBiTHHI JOKYMEHT.

Posnopsaua yacrnHa Hakady nmouymHaetecd 13 cioBa «HAKA3ZVYIO», a
PO3IIOpAAYa YacTHHA po3nopsipKeHHS — cioBoM «30BOB’SI3YIO», sike ApyKyeThcs
JKHPHHM MPH(TOM, IIiCAS HOTO CTABUTHCH JBOKPAINKA.

90. Posnopsiiya  4acTHHA IIOAINMETHCH HA IIYHKTH 1 IHANYHKTH, SKi
HYMEPYIOThCH apabcbkuMu nudpamu. Y KOKHOMY ITYHKTI HOBHHHI OyTH 3a3HaueHi
BUKOHABLI (CTPYKTYpHI HmiApo3aumM abo KOHKpeTHI mocafoBi (cmyx0oBi) ocobu),
KOHKDETHI 3aBIaHHs (JOPYUEHHS) i3 CTPOKOM iX BHKOHAHHSI, HAIIPHKIIA;

HenapraMeHTy COlIANBEHOTO 3aXUCTY HaCeIeHHs;
KEpIBHHKAM CTPYKTYPHHX HiAPO3LiJiB;
rojoBaM pafioHHHUX JEPKABHHUX agMiHiCTpalliif.

91. HexouxpeTHi («IpUCKOPHTHY», IIOJIIIMHTHY, «aKTHBI3YBATH», «3BEPHYTH
yBary» TOHIO) Ta HEKOHTPOJBHI («JIOBECTH IO BiLOMA», «O3HAHOMHUTH» TOMIO)
NOpY4YEHHs B Haka3ax (PO3IOPAMHKEHHAX) HE 3aCTOCOBYIOTHCSL.
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92. [Ticns HabpaHHA YMHHOCTI Haka3oM (PO3MOPsIKEHHSM) BHECEHHS 3MiH JO
HEOTO, BH3HAHHA MOre TakMM, IO BTPaTHB YHHHICTG, YHM HOro cKacyBaHHS
3 CHIOETECS IKINE [IIAXOM BHIAHHA HOBOI'0 Haka3y (pO3IOpsAKEeHHS).

03, Hakas (po3NOpSIKEHHA), SKAM BHOCATBCA 3MiHH, OQOPMISETECA 3
ypaxyBaHHAM TaKHX BYMOT:

1) 3aronoBok Haxasy (pO3MOpSMKEHHS) MOYHHAEThCs i3 chiB «IIpo BHEceHHS
3MiH [0 Hakaszy (pO3HOpS/KeHHs)...» i3 3a3HAYEHHAM HaTH, HoMepa (HasBM BHIY
PO3IOPSIMOTO AOKYMEHTA, 10 SKOTO BHOCSTECS 3MIHH);

.~ 2) postiopsua YacTHHA Hakasy (pO3NOPSIKEHH) IOYHHAETHCH 3 TYHKTY:

«1. BHecTH mo Haka3y {pO3MOPSIKEHHS) ... Taki 3MiHM!» y pasi BUKIaJEHHS
3MiH y TEKCTi HaKa3y (pO3NOpsHKEHHA);

«1. Brectd mo Hakasy (pPO3HOPSIUKEHHS) ... 3MiHH, LI0 JOJAIOTECA.» Yy pasi
BHKJIAJAEHHS 3MiH ¥ BHTTISAI OKPEMOTo JOKYMEHTA,

3) opMymOOTECA 3MiHH y BHIVIAALI IYHKTIB Ta MiAMYHKTIB PO3TIOPARYOro
XapakTepy, HallpUKIaz:

«1. TTyHKT 2 BAKJIACTH B TaKill pefaKuii:...»;
«2. TIyHKT 3 BUKIIOUUTH»;
«1) ab3an Apyruii NyHKTY 4 NOMOBHUTH CIIOBAMH...»,

«2)y mignynxti 2 myHKTy 7 ciioBa «y pasi morpebuM» 3aMiHHTH CIIOBOM
«BHMAaracTsca»;

Y pa3i JONOBHEHHS HOPMATMBHO-TIPABOBOTO aKTa, AKMH Mimisrae AepKaBHIA
peecTparlii, HOBUMH CTPYKTYPHHMH OJMHHISMH a0 BHKIIOYEHHS 3 TaKoro axTa
CTPYKTYPHMX OJWMHHLEL HyMepalLis BifNOBiIHO 3MiHIOEThCA. 3asHayeHa BHMOTA
3aCTOCOBYETHCS TAKOX Y pa3i BHECEHHS 3MiH IO CTPYKTYPHOI OFHHHII HOPMATHBHO-
MPaBOBOTO AKTa IUIAXOM 3aMiHM ii KinbkoMa CTPYKTypHuMM omuHuusMu. Iliz dac
BHECEHHS 3MiH 70 TyHKTY (MiAMYHKTY), SKHil Hajliuye fAeKinbka a63aiis (peyeHs),
BKA3ye€ThCS MicIe3HaxoxeHHs KUK 3MiH. OJHOMaHITHI 3MiHM 32 TEKCTOM
HOpPMATHBHO-TIPABOBOTO aKTa 06 €AHYIOTECS B OJHY CTPYKTYPHY OJMHHUIO |
PO3MIIYIOTHCS HATIPHUKIHIN TEKCTY,

4) 3MiHH BHOCSATECS JI0 OCHOBHOTO HOPMATHBHO-IIPABOBOTO aKTa, AKKMH Miiirae
AepXKaBHill peecTpaliil, a He 10 aKTa Ipo BHECEHHA 3MiH IO HBOI'O;

5)3MiHH 70 pO3MOPSAYOro MTOKyMEHTAa HOPMAaTHBHO-IPABOBOTO aKTa, AKHi
MigmArae AepiKaBHil peecTparlii, BUKJIAAAOTECS ¥ PO3NOPSAYOMY JOKyMEHTi; 3MiHH
y JOJATOK JI0 PO3NOPSAAYOro JOKyMEHTa 0OPMITIOIOTECA if IPA(OM 3aTBEP/KEHHA
4K JOZATOK IO PO3MOPSAIYOTrO AOKYMEHTa, 33 BHHATKOM 3MiH [0 HOPMAaTHBHO-
IPaBOBOTO AKTA, AKi MAIOTh HE3HAYHHH 06Csr (K ITPABUIIO, 0 IBOX CTOPIHOK);
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6)y pasi BHeceHHS 3MiH A0 KIIBKOX HOPMATHBHO-IIPaBOBHX aKTiB, sIKi
IIULATrai0Ts  AEpsKaBHIH peecTparii, TEKCT 3MiH HABOAMTECS B XPOHOJOTIYHOMY
MOPSIIKY OPUHHATTS aKTiB;

7)y pasi BHECEHHA 3MiH JI0 HODMATMBHO-IIPABOBOI0 aKT4, AKWI Mijmsarae
Aep)KaBHIH peecTpamii, mIsXoM BHKIAJCHHS B HOBIH pemakmii y rpudi
3aTBEPIKEHHS POOUTLCS TIOCHIAHHA HA ATy i peecTpaniinmii iHAeKc po3mopsa doro
HOKYMEHTa, AKHM OyJo 3aTBep/DKEHO OCHOBHMH 4aKT, TA 3a3HaYal0Thcs Aarta i
peecTpaiiinuil iHJEKC PpO3MOPANYOr0 AOKYMEHTa, SIKHM 3aTBEPKYETHCS HOBA
PEAaKilis HOPMATHBHO-NPABOBOTO aKTa, AHANOTIYHI BHMOTH 3aCTOCOBYIOTBCS 0
0GOpMIIEHHA BiAMITKH 0 JOJATKa X0 PO3NOPAAYOro NOKyMeHTA. Y pasi AONOBHEHHS
PO3NOPAAUOro TOKYMEHTa HOPMATHBHO-IPABOBOTO aKTa, AKUH Iimsarac aepasHiil
peecTparii, HOBOIO CTPYKTYPHOIO OJMHHIE0 MIOA0 3aTBEPIDKEHH J0JaTKa O IBOTO
PO3NOPAAIOro NOKYMEHTA Y TpPH(l 3aTBEpKEHHS POOHTHCA IIOCHIAHHA HA JaTy i
PEECTpAIlifHMH IHAEKC pPO3NOPAAYOre MAOKYMEHTa, SKHM BHOCATECA 3MIiHH O
OCHOBHOTO PO3IOPSIAYOro JOKYMEHTA;

8)y pasi KomM 3MiHH BHOCATBCS OO HOPMATHUBHO-IPABOBOTO aKTa, SKHI
nijuiirac AepxaBHid peectpanii Ta sKuif BHKIAJEHO B HOBill pemaxuii, TeKcT
CTPYKTYPHO! OFHMHMIL PO3IOPSIIOTO AOKYMEHTa BUKIIAHAETHCS 3 YPaXyBaHHAM TOTO,
IO 3MiHM BHOCATECA IO TEKCTY HOro HOBOI pefaxiiii 3 [IOCH/IAHHAM Ha PO3NOPSIIHii
JOKYMEHT, SIKHM 3aTBEP/KEHO IIepily peakliio, i3 3a3HaueHHAM HOro
PEECTPaliMHNX [aHHX; Yy HAYKKaX 3a3HAYaCTBCS PO3NOPSAYHM JOKYMEHT, SKHM
3aTBEP/DKEHO HOBY PEJAKNiIo, IOCHJIAHHA Ha HOro peecTpauiiiHi mani Ta monepenyi
peflakiii HOBOro HOpMaTHBHO-IIPABOBOI'O AKTA HE POGIATHCA.

94.V pasi BumaHHA Hakady (pO3NOPAIPKEHHs;) NPO BH3HAHHA TakKUM, IO
BTPAaTHB YHHHICTh, a00 cCKacyBaHHA IHIIOrO Haka3ly, y pO3IOPAAYill wacTHHI
3a3HAYAECTHCA IIYHKT, SKUH TOBUHEH MOYUHATHCS i3 CHiB «BH3HATH TAKuM, IOO
BTPaTHB YHHHICTS,...» a00 «CKacyBarH ...» BIAIOBIAHO.

He mimararoTe BH3HAHHIO TaKMMH, INO BTPATWIH YHMHHICTB, CTPYKTYpHi
OMHHIli HOPMaTHBHO-IIPABOBOTO aKTa, 3aTBEPUKEHOr0 PO3MOPAIYHM AOKYMEHTOM,
Ta AOIOATKIB IO HLOTO.

Y 38’43Ky 3 NpHUHATTAM HOPMATHBHO-IIPABOBOTO aKTa, SKHH mifisarac
AepKaBHI peecTpalii, BH3HAIOTBCA TAKMMH, WIO BTPATHIH YHMHHICTB, paHilIe
NPHIHATI HOPMATHBHO-NIPaBOBI aKTH, SKIO BOHHM HE Y3TO/UKYIOTECH 3 HOPMaMH
HBOIO aKTa, BHSBWINCA TAaKHMH, II0 NOTIMHYTI HEM a0 BTPaTUNH CBOIO
aKTYaNbHICTh; NEPENIK TAKMX HOPMATHBHO-IIPABOBUX aKTiB HABOJMTHECA B OKPEMOMY
IyHKTI (OIADYHKTI) pO3MOPAYOrO JOKYMEHTa, SIKHM 3aTBEpP/PKEHO HOBHH
HOPDMAaTHBHO-IIPABOBHH aKkT, abo O(OPMIIOIOTECH NOAATKOM [0 DO3MOPSIAYOrO
AOKyMeHTa. Y IIepelikaXx HOPMAaTHBHO-IIPaBOBHX aKTiB, SKi MifUIATAI0Th BH3HAHHIO
TaKHMH, IO BTPATHIIM YHHHICTS, AKTH PO3MINIYIOTECS B XPOHOJIOITYHOMY HOPSAKY iX
NpukHATTS. Pa3oM 3 HOPMAaTHBHO-IIPABOBYM AaKTOM, KM BH3HAETHCA TAaKUM, IO
BTPATHB YWHHICTb, BH3HAIOTHCS TaKMMH, L0 BTPATHIH YHHHICTH, HOPMAaTHBHO-
MIPABOBI aKTH, AKUMH JO LILOI'0 AKT4 BHECEHO 3MIHH,
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He BH3HAKOTECA TAKUMH, UI0 BTPATHAM YHHHICTH, HODMAaTHBHO-TIPABOB] akTH 3
o0MeKeHHM CTPOKOM Iil, CTPOK il AKHX MUHYB. BU3HaHHS HOPMAaTHBHO-TIpaBOBOI0
aKTa TakKuM, WO BIPaTUB YWHHICTB, HE IIOHOBIIOE IO aKTiB, AKi BH3IHaHi HHUM
TaKHMH, 10 BTPATHJIM YHHHICTE. J[i OKPEMHX CTPYKTYPHHX OJMHHIb HOPMATHBHO-
TIPaBOBOrO aKTa, BUKIIIOYEHUX HOPMATHBHO-NIPABOBUM aKTOM, SIKHH Ma€ oGMexKeHHi
CTPOK 11, BITHOBIIOETEC MIC/A 3aKIHYCHHA CTPOKY #oro aii.

95. KonTpone 32 BUKOH2HHSAM  3aBllaHb  (OOpYy4YeHB), 3a3HAYeHHX Y
po3nopaKeHHi (Hakasi) KepiBHUKA YCTAHOBH 3IHCHIOE MiIpo3/iT abo 0coba, Ha Ky
noKnazeHi BiAIIOBIAHI TOBHOBAYKEHHH.

96. [t o3HaOMIEHHS 3 HaKa3oM (pO3MOPsIKEHHAM) PO3pPOOHHK roTye Ta
[I0J]a€ HA PEECTPAllil0 pa3oM 3 IIJNHCAHHM DPO3NOPANYHM JOKYMEHTOM MHepesik
YCTAaHOB, CTPYKTYPHHX HiJpO3AiiiB, nocanosux (cmyx0oBux) ocib, sfixux Tpeba
03HAWOMHUTH i3 UM TOKyMEHTOM (po3paxyHOK HaJCHIIAHE).

Hakasn kepiBHMKIB  CTPYKTYPHMX MigPO3AiNiB  oOmacHOI  JiepxaBHOl
anMiHicTparii moBomAThECA AC BigoMma mocagoBux (ciayxk60BHX) ocif mumixoM ix
Bi3yBaHHsl Ha 3BOPOTHOMY 0OIIl pPO3IOPAIIOro JOKYMEHTA.

97. Haxasu (po3nopsA/KeHHs) 3 KaJpOBMX IMTaHb (3 0COBOBOro cKiaimy)
0)OpMIISIOTECA Y BUIJLANI IHAMBINYalNbHUX i 3BefleHHX. B iHIUBiAyalbHMX Haka3ax
(pO3MOPSIDKEHHIX) MICTHTBCS 1H(OPMAILS PO 0JIHOrO MpaliBHUKA (CHiBpO6iTHHKA),
y 3BeJleHHX — NP0 KUIBKOX, HE3aNEeXHO BiJl TOTO, AKi YIPABIIHCEKI PilIEHHA LIOAO
HHUX npAAMarThes (IpUHHATTSA Ha poOOTY, NpU3HAYEHHS Ha IOCAAY, NMepeBeAeHHs Ha
inury nocaxmy (po6oTy), 3BiTBHEHHS TOIIO).

98. 3MmicT iHAWBIMyaNbHOro Hakasy (pO3NOPSIDKEHHS) 3 KagPOBMX IIHTAHb
(oco0oBoro CKNamy) CTHCIO BHKIANAETHCS B 3arONIOBKY, SKHHM NOYHHAETHCT 3
npuiiMmeHHUKa «[Ipo» 1 cxiagaeTbes 3a JOMOMOI'OK BIITIECTIBHOIO IMEHHHKA,
Haripuknan: «lIpo npusnadenss...», «lIpo npuitHaTTs...». V 3BefeHHMX Hakazax
(pO3MOPSLIHKEHHAX) MOJKE 3aCTOCOBYBATHCH Y3araibHEHHI! 3aroNOBOK, HATIPHKIA:
«ITpo xampoBi mataHHsa», «IIpo ocoboBwit cxIag».

99. V Texcti Haka3iB (po3NOpALKEHb) 3 KAAPOBUX MUTAaHE (0COOOBOTO CcKiamy),
AK TIpaBHIO, KOHCTaTyloua udacTHHA (mpeamOyna) He 3a3HAYAETHCS, KpIiM BHIIAAKIB
MpU3HA4YEeHHA Ha 1Mocafy a0o 3BUTBHEHHS 3 MMOCaAH KepiBHMX MpaiiBHUKIB OpraHom
BHILOTO PiBHA ab0 3a iHIIOIO mpoLeAyporo. ¥ TakoMy pasi B KOHCTATYIOUilt yacTuHi
HaBOJIHTHCS TTOCHTIAHHS Ha BiANOBIIHUN HOPMATHBHO-TPABOBHE aKT OpraHy BHIIOIO
PiBHA y Takiii MOC/iIOBHOCTI: B aKTa, yCTAHOBa — MOr0 aBTOp, aTa, HOMEp, MOBHE
HailMeHyBaHHS.

100. Poznopsigua yacTHHa Haka3dy (pO3IIOpAIHKEHHS) IOYHHAETHCA, K MPABHIIO,
3 giecmoBa y  ¢dopmi  indinituy: «[IPUMHSATWU», «[IPU3HAUHUTH»
«[TEPEBECTH», «3BIJIbHUTH», «BIAPAAWTH», «HAJIATH»,
«OI'OJIOCUTU», «BUITNTIAUYBATU», «[IPEMIIOBATHU», «YCTAHOBHUTH»,
«HPHCBOTTH»,_ «[TOKJTACTH» Tomo. Jlam 3a3Ha4aioThCS BENHKAMH JTEPaMH
Npi3BUIIE NpaliBHHKA, HA AKOTO IOMIMPIOETBCA Misl Hakazy (pO3MOPSHKEHHS), i
MaJIMMH — BIIaCHE iM’s IIpalliBHAKA Ta TeKCT Hakasy (POo3HOpsIKeHH).
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V KoKHOMY MYHKTI Hakasy (pO3HOpseHH:A) 3 KaIpPOBUX [THTaHb 323HayaeThCA
ITincTaBa s Horo BHAAHHS.

Ilix gac o3HalloMJIEHHS 3 HaKa3oM (pO3NOpPAHKEHHAM) NP0 NPU3HAYSHHA, PO
HaJaHHS BiAITyCTKH 3raflaHMMH Yy HBOMY ocobaMM Ha 3BOPOTHiHM CTOPOHI mepmoro
IIPUMIpHHKA JOKYMEHTA 9H Ha CHEIiAIbHOMY ONaHKy MPOCTaBIOTRCS IX MifmHCH i3
3a3Ha4YEeHHAM JaTH 03HAHOMIIEHH.

V Hakasi (po3snopsypkeHHI) Npo IpH3HadeHHs abo 3BIIBHEHHS IpaliBHUKA
3a3HAYAETHCA TOBHA 1aTa (YMCio, Micilb, pik) GaKTHIHOTO BUXOMY IIpailiBHHKA Ha
poboTy (TpUIMHEHHA TPYJAOBHX BiHOCHH), PO3MIpH HOro IOCAAOBOTO OKIaLy
BiMOBiIHO 10 ITATHOIr'0 PO3MUCY, HAADABOK Ta JOILIAT.

101. V 3BexeHHX Hakazax (pO3MOPAIHKEHHIX) 3 KaIpoBHUX NMHUTaHE (0coGosoro
CKIaZy) IO pO3MOpAA4oi YaCTHHM BKNIOUAETHCA iH(OpMALis, IO PO3MILTYETBCA Y
TaKkifi HOCHiZOBHOCTI: MpUAHATTA Ha poboTy (ciyxOy), mepeBeneHHs], 3BiJIbHEHHS.
IIpy upOMy IO OJHOTO 3BElEHOT0 HaKaly He MOXE BKIIOYaTHCH inhopmariis, Axa
3rifHO i3 3aKOHOJABCTBOM MA€ Pi3Hi CTPOKH 36epiraHHs.

V 3BefieHHX Haka3ax (pO3MOpsAMKEeHHSX) INpi3BULIa ocib y Mexax IyHKTIB
pO3MiLIyIOTECS 32 andasiToM.

102. CrinbHuit Haka3 (PO3NOPSAINKEHHS) YCTAHOB OLHOTO PiBHA OQOPMISETHCH
Ha YHCTHX apKymax manepy gopmaty A4 (210 x 297 minmimerpis). Hdepxasumuii ['epd
Vkpainy mig 4ac odopMiIeHHS TaKMX HakasiB He Bigreoproerscs. HalimenyBanus
YCTAHOB PO3MIIIYIOTECS Ha OJHOMY DiBHi, a Ha3Ba BHAY NOKYMEHTA — IOCEDPE/MHI.
Hara crinsHOro Hakasy (PO3NOPSIKEHHN) NOBHHHA OyTH €IHHOI, BifIOBIOATH HAaTi
OCTaHHROTO IMIJNHCY, a peecTpauliliHMii iHZEKC JOKyMeHTa cKlajarucs 3
peecTpaliiiHuX iHIEKCiB, AKi MPOCTAB/AIOTECA Yepe3 MpaBoOiMHy NOXHIY DHCKY B
[IOCTiTOBHOCT]I MiAIMCaHHA Haka3ly KepiBHMKaMu ycTaHoB. Posmopsguya dYacTHHa
mounHaeTbea 13 cimoBa  «HAKA3ZVEMO» («30BOB’A3YEMO»). THigmucu
KepiBHMKIB yCTAHOB PpO3TAIIOBYIOTECA HEDKIE TEKCTY Ha OJHOMY piBHI i
CKPIIUIIOIOTECS TepOOBHMH NIEYaTKAMM [IUX YCTAHOB.

KinbKicTh NpUMIpHMKIB CHITBHHX HakasiB  (pO3NOpAIXeHb) TIOBHHHA
BUIIOBIAATH KiMBKOCTI YCTAHOB, IO 1X BUAAKOTE.

V pasi xonM CHilbHHI HOPMATVBHO-TIPABOBMI aKT, AKMH Miassrae JepxaBHil
peecTpalii, TpuAMaeTbesi CyG €KTaMH HOPMOTBODEHHS, SKi BHIQIOTb Di3HI BHIH
PO3MOPATIMX HOKYMEHTIB, KillbKiCTh pO3NMOPAMYMX NOKYMEHTIB Ma€ BiAIOBIfAaTH
KiIBKOCTI CyG'€KTIB HOPMOTBOpPEHHS, NMPH I[OMY TaKi PpO3NOpAAdl NOKYMEHTH
TOBHHHI MaTH OJHYy Oary, OJHAKOBUH 3aroJ0BOK T4 OAHAKOBY CTPYKTYPHY OJHHHINO
I0A0 3aTBEP/KEHHA CHLIBHOTO HOPMAaTHBHO-TIPABOBOIO aKTa, BHECEHHS [0 HBOTO
3MiH UM BH3HAHHS TAKOIO aKTa TaKHM, II0 BTPATHB YHHHICTh, a TAKOXK OJHAKOBHII
3MiCT HOPMATHBHO-IIPABOBOTO AaKTa, SKUH LMM pO3INOPAAYMM JOKYMEHTOM
3aTBEPKEHO.
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103. MexaHisM MOJaHHS PpO3NOPS/DKEHb (HaKasiB) HOPMATHBHO-ITPaBOBOTO
XapaKTepy, fKi MiIAraoTh AepKasHill peectpalii B ['o/ioBHOMY: TepuUTOpianpHOMY
yIpasiiHHi I0CTHILT B XapKiBChKil 00acTi, BU3HaYae€ThCd YHHHHM 3aKOHO [JABCTBOM.

104. Hakasu (po3nopsi/KeHHs) HyMEpYIOTbCS y TOPSAKY iX BHAAHHS y Mexax
KaJIeHJapHOTro pPOKy; Hakasu (pO3IOpsSJXeHHsA) 3 OCHOBHOI  JismpHOCTI,
aIMiHiCTPaTHBHO-TOCIIOAAaPCHKUX ITMTAHE T4 3 KaJpoBUX NHMTaHb (0cob0BOIo ckiamy)
MaKTh OKpeMY NMOPAAKOBY HyMEPalIio.

JInst  peectpamii HakaziB (pO3NOPSAKEHb) BHKOPUCTOBYIOTBCA OLATKOBi
OyKBeHi iHIeKCH, 1Mo BiJ uGp BIAJLIMIOTECA TOPH30HTAIHEHOIO PHCKOIO, 2 CcaMe:

PO3MOPSIKEHHS FOJIOBH 00JIacHOI JepXaBHOI anqMiHicTparlil 3 MMTaHb OCHOBHOL
IiAABHOCTI — BHKOPHCTOBYIOTHCS TLIBKH U(pH, Hanpuknan: Ne 127,

POMOPSMKEHHT 3  aAMIHICTPaTUBHO-TOCIONAPCHKUX  ITHTAHB —  «ar»,
Haripukiaag: Ne 35-ar;

PO3IOPSHKEHHS PO IpH3HAYEHHs, IepeBe/IeHHs, 3a0X0UeHHs!, 3BIIEHEHH, 1P
MaTepiayibHy HOINOMOTY, CTATHEHHA (3 0Cco00BOr0 CKIANy) — «K», HAIpHKIA;
Neo 150-k;

PO3MNOPSIHKEHHS PO BiAPAIMKEHHI — «B[I», Hanmpukian: Ne 65-Bp.

Jinsa Hymepallil Haka3iB KepiBHHKa anapaty ofiacHol aep)xkaBHOI agMiHicTpanii
BHKOPHCTOBYIOThCS OyKBeHI IHAEKCH, IO BiA NUQP BiAAUIAIOTECH TOPH30HTANBHOIO
PHCKOIO, a came:

HAKa3M 3 [THTAaHb OCHOBHOI HiANBHOCTI — «0», Hanmpukiam: Ne 15-o0;
HAKa3¥ 3 KaApOBHX ITHTaHb (3 0c000BOro CKIaRy) — «K», Harnpukiaan: Ne 30-x;

HaKasH 3 aAMIiHICTPaTHUBHO-TOCIOAApPChKHX MHHTaHb — «ar», HaIpHKIal;
Ne 5-ar;

Hakasd [pOo HANAHHA I[OPIYHHX OIUIaYYBaHHMX BIANYCTOK Ta BiAIYCTOK Y
3B’g3Ky 3 HaBYAHHAM IpalliBHUKaM amapary obiacHol Aep)kaBHOI aaMiHicTpauii —
«8/a», Hanpukian: Ne 5-s/a;

HAKA3H [P0 HAJaHHA ILIOPIYHHUX OIUIAYYBAaHHX BIJMYCTOK Ta BIAMYCTOK Y
383Ky 3 HABUaHHAM IpalliBHUKaM CTPYKTYpPHHX MiZpo3finis obnacHo! HepiaBHOI
anMinicTpamii Ge3 crarycy IopuaMdHOi ocobu myOmigHOro mnpaBa — «B/CI»,
Hanpukiag: Ne 10-s/cm;

Haka3d Hpo HajaHHA BiamycTok O6e3 30epexenHs 3apobiTHOI mnaTH Ta
BiAmMycTOK 10 OISy 3a AHTHHOIO IpalliBHMKaM amapary o0yacHol JepkaBHOI
aaMiHicTpallii — «B/63/a», Hanpuxnan: Ne 15-/63/a;

HaKa3d Mpo HagaHHSA BiAmycTok 60e3 30epexenHHs 3apo0iTHOI MiaTH Ta
BIANYCTOK IO JOTISIAY 32 AUTHHOIO IPalliBHHKaM CTPYKTYPHHUX TiHpPO3JiTiB
ofnacHol aAepxaBHOl anMiHicTpanii ©e3 craTycy MOpUAMYHOI ocoOM mmyOaiduHOro
npasa — «B/63/cni», Hanpukiaa: Ne 20-s/63/crr;

HaKa3H Ipo BiApAKeHHS — «BI», Hanpuiiaa: Ne 5-gx.
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Hakasy KepiBHMKIB CTPYKTYPHMX IiApo3aimB  of6macHoi  JepikaBHOL
agMinicTpauii HyMmepyroTeCs clyxOO0I0 JUIOBOACTBA CTPYKTYpHOTO MifpO3Himy Y
NIOpAMKY 1X BHAAHHA y MEXaX KaleHAapHOTO poky. Jlogarkosi GykBeHi iHAEKCH s
peecTpanii HakasiB BHM3HAYAIOTECS KEPIBHMKAMH BiINOBIAHHMX CTPYKTYpHMX
HipO3LIIB.

105. Komii Hakasis (po3HopsaKeHs) 3acBii4yoTbcs YIIpaBIiHHAM AiIOBOACTBA
9H KaJPOBOIO CIYX0010 1 HAJCHIAIOTECS 3aiHTEPECOBAHMM YCTaHOBAM, IIOCAJOBHM
ocobaM, IpaniBHMKAM Yy eJIeKTpoHHil (opmi. V pasi HeobXixHOCTI HamCHIAHHS KO
Hakasy (PO3NOPSMIKEHHA) 10 YCTAHOBH, 5KA HE € YIACHHKOM CHCTEMH EIEKTPOHHOI
B3a€MOJIi, i HaaCHIaeThCs Komis y mnamepoBiii Qopmi. ¥ TakoMy BHIajxy
CKNIAJAEThCA PO3PaxXyHOK HAICHIaHb (IMOIE I[MOAO THX YCTaHOB, J0 SKHX
HAa[CHIIAETECA Y MalepoBil QopMi), Mo MINUCYETHCA NPamiBHUKOM, AKMH Horo
CKJIaB.

Ilpomoxonu

106. Y nporoxonax cikcyerscs indopMamis mpo Xin BeAeHHS 3acinaHsb,
NPpHAHATTS B anapaTi Ta CIPYKTYPHHX DiJpo3Zinax ofmacHOi JepxaBHOI
aiMiHiCTpamii pimleHh KOMICLAMH, KONETiSMH, AOPaAYHMH OpraHaMH, POOOYHMH
rpymamMu  toulo. IlpoToxom ckmagaeTbcs Ha migcrasl  3ammcis, 3po6reHHX
Ge3nocepenHbO MiJ 9ac 3acifiaHb, NOJAHMX TEKCTIB Ta Te3 AOMOBilel i BHCTYMIB,
JOBLIOK, IIPOEKTIB PilleHk TOLIO.

107. IIporoxonmu MOXYTh CKJIauarucs B NoBHIM abo crucmii dopmi. V
HNPOTOKOJIAX, CKIANeHUX y CTHCIIHA (hopMi, GikCyIOThCS JIHILE IpHHHAT] pimeHss 6e3
X041y 0OrOBOpEHHS ITHTaHb.

108. TIporokon odopmmoeThes Ha odiniliHoMy GnaHKy xonerialsHOro opramy
abo Ha yncroMy apkymi nanepy ¢opmary A4 (210 x 297 miniMeTpiB) 3 TO3TOBKHIM
PO3TallyBaHHAM PEKBI3HTIB.

109. latoro mpoTokolly € pJara MpOBEASHHS 3acimaHHs. SIKWIO 3acimaHHs
TPUBAJIO KIIbKA JHIB, YEPE3 TUPE 3a3HAYAI0THCA MEPUIHIT i ocTanHil NeHs 3acinaHus.

110. Homep (imaexc) IpoToKody NOBMHEH BINHOBINATH MOPAAKOBOMY HOMEDPY
sacinanns. Hymepanis npoTokoliB BEETECs B MeXkKax KaJeHIAPHOTO POKY OKPEMO 32
KOJKHOIO I'PYIIOI0 OPOTOKOMIB 3aCiiaHHi BIOMOBIXHOI KoMicii, konerii, mopamdoro
oprany, pofo4oi rpymmu Tomo.

111,V peKBi3uTi «Micle 3aCiJaHHs» 3a3HAYAETHCA HA3BA HACENIEHOrO MyHKTY, B
AKOMY B1IOYyIIOCS 3acCiqaHHs.

112. KopoTkuif 3MICT A0 TEKCTy HPOTOKONY IIOBMHEH BimoOpaKaTH BHI
3acimaHHs (Hapana, 300pH, KomdepeHmis Tomo) abo KomeriameHOI AiSABHOCTI
(komicis, pana, KONeris, Jopagumit opra, po6o4a rpymna TOWO) i BKIIOYATH HA3BY
BUIY JIOKYMEHTA.

113. TekcT IPOTOKOILY CKIIaNAETECA 3 BCTYIIHOI T4 OCHOBHOI YacCTHH.



33

Y chnMcKy NpPHCYTHIX 3a3HA4al0OTHCA B anaBiTHOMY MOPAIKY — croyaTKy
IPI3BHINA Ta BAACHI iM% IPUCYTHIX MOCTIHUX YIeHIB KOJIETialbHOT0 opragy, noTim
— 3anpolleHUX ocib 13 3a3HauyeHHsAM Hocal Ta y pasi- norpebu HallMeRyBaHHA
YCTaHOB. SIKIIO KiNBKICTh IPHCYTHIX MepeBUIye 15 ocib, 3a3HagacThes X 3aransHa
KIIBKICTB 3 TOCHJIAHHAM Ha CHHCOK, 10 AOJAETHCA IO IPOTOKOIMY.

BerymnHa yacTHHA BKIIOHAE HOPSIOK AEHHHUE — NepeNiK THTaHb, 3aIlJIaH0BaHNX
ZI0 PO3MIISAY Ha 3acillaHHi, 1o PO3MIilleH] y mopAaKy iX 3HAYYLIOCTI i3 3a3HadeHHAM
JIOTIOBIAaYa 3 KOXHOTO muTaHHA. Ilopsfox menHMil NaeThCA HANPHKIHIN BeTymHOL
YACTHHH.

CnoBa «[lopsmok neHHWI» IPYKYIOTBCSA Bif[ MeXI JIBOTO MONS, TIiC/IS HUX
CTaBUTBCS MABOKpanka, KoxHe mNUTaHHsA HymepyeTbes apabebkumu Iedpamu i
ApyKyeTbcsa 3 absaiy. @opMmyBaHHS NHTaHb Yy TIOPSAKY HEHHOMY I[I0YHHAETHCA 3
rpuiiMeHHNKa «[Ipo».

115. OcroBHa YacTHHA NPOTOKOJIY CKJIQNA€ThCS 3 PpO3ALIB, AKi MOBHHHI
BIATIOBIJaTH IyHKTaM IIOpsAKY JeHHoro. Posninu HyMepyroTecs apabchbkumu
udpamMu i OYIYIOTECS 32 TAKOIO CXEMOIO;

CIIVXAJIF - BUCTYIIWJIHN — BUPIIIMIIN (YXBAJIWIN, TIOCTAHOBHWIIN).

3a3HauyeHl CoBa JAPYKYIOTBCS BEJIMKHUMH JiTepaMu 0Oe3 BiACTYmy Bix mexi
Jrisoro nouis. Ilicis ciiB CTaBUTHECA ABOKpAIIKa.

116. ITicna cnoBa «CJIVXAJIM» 3a3HauacTeCs TEKCT BHCTYILYy OCHOBHOIO
nonosigava. Ilpi3sHile Ta BIACHE M’ KOKHOIO JOMIOBiZa¥a APYKYIOTECS 3 HOBOIO
psaxa. TeKCT BUCTYIy BUKNIAAAETECA ¥ TPETii 0co6i OHMHH.

117. Texeru abo Te3u A0MOBIAI TA BUCTYILB, 0OPMIIEH] SIK OKPeMi JOKYMEHTH,
710 TEKCTy MpPOTOKODy He BKmoualoTeea. [licns BigomocTedt npo pomosigada
CTaBUThCSA THpe 1 3a3HaudaeTrbesd «TekcT ormoBimi (BHCTYmy) HOAAETHCS MO
IIPOTOKOIY».

118. Ilicna cnosa «BUCTYIIMJIM» dikcyloThest BUCTYNH THX 0cif, siki 6pamu
y4acTb B 0OrosopeHHi gomosifi. BucTymu odopmistorecs y npotokomi i3
3a3HAYEHHAM HaWMEHYBaHHs I10Cal, MNpI3BHIIA Ta BIACHE iM'S IIPOMOBILIB Y
HA3HBHOMY BiJIMIHKY, & TakoX 3 BHKJIAJEHHSM 3MICTy NHWTAHHSA Ta BigmoBijell Ha
HBOT'0. 3MICT BUCTYTIIB BUKIIAZAETHCA BiJ TPETHOI 0COOM OJHHHH.

119. ITicma  cmosa «BUPIHIMIIM» («YXBAJIMJIM», «[IOCTAHOBWJIIM»)
dikcyeTbes MpUHHATE PIIEHHS 3 PO3TIBIHYTOIO NHTAHHS TOPAAKY JeHHoro. Pimenns
OBHHHE OYTH KOHKPETHMM 1 BKJIIOYATH CKJIAMOBI, [0 BiANOBiAAOTE Ha Taki
IHATAHHS: KOMY, IO 3p0OWTH i B AKHI CTPOK.

PimeHHs, M0 MICTATE KiNbKa NHTaHb, MOALIMOTH HA MYHKTH 1 MHANYHKTH, fKi
HYMEPYIOTbCA apabcekuMu  [u¢ppamu. [lianmyHKTH HymepyroThes nubpaMu 3
IYIKKOIO.

120.V pasi xomu Ha 3acilaHHi NpuiMaeThesl pillleHHs NpO 3aTBEPIKEHH:
JOKyMeHTa, SKuil OOroBOpIOBaBCA Ha 3acCiaHHi, el MOKYMEHT JIOHA€ThCA M0
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NIPOTOKONTY 1 B HBOMY POOHMTBCSA [OCHIAHHS Ha HOMEp i JaTy TpoTokomy. 3a
HAABHOCT] IHIINX AOKYMEHTIB, 110 PO3INsAAAIICS Ha 3acigaHHi Ta (akT oOropopenns
SIKAX 3a(IKCOBAHO y TEKCTi MPOTOKONY, BOHA HyMEPYIOThCS apabChKUMH ppdpamu
(Hoparok 1, omatox 2). V BiANOBIIHUX MyHKTaX IIPOTOKOIY POOHTECS ITOCHIIZHHS
Ha Il JOOATKH.

PekBisuT «BinmiTka Npo HasABHICTH JOAATKIB» HANPHKIHIN TEKCTY IIPOTOKONIY
He 3a3HaYacThC.

12]. ITpoTroxost miAANMUCyeThest FOTOBYIOYMM Ha 3acCilaHHI KOJIEriaibHOTO Opragy
Ta CeKpeTapeM.

122. ITanepoBi xomii NpOTOKOJiB a0 BUTATH 3 HHUX 3aCBIA4YIOTECS ITEUATKOO
Vnpasninaa abo cmyx0oio IiMOBOACTBA CTPYKTYPHOTO MiApo3finy o6nacuol
Jiep)KaBHOI aAMiHICTpallii 1 HAACHAAIOTECH y pasi moTpebu 3aiHTepecoBaHHM
ycTaHOBaM, IOCaJOBUM ocobaM, npagiBHMKaM. CIHCOK pO3CHIKH CKIAzac |
ITaHUcye cexpetap ad0 BUKOHAREIb.

Cnyorcbosi nucmu

123. Cayx60Bi JHCTH CKIaJAlOTECA 3 MeETOW OoOMiHy iH(popMalliero Mix
YCTaHOBaMH fK BiANOBifl Ha BHKOHAHHA 3aBJaHb, BH3HAUEHUX B aKTaxX OpraHiB
Ilep KaBHOI BIajd, JOPYYEHHSIX BHIIMX IOCAJOBUX OCI0, HA 3alHTH, 3BEPHEHHS, a
TaKoXK KopecmoHfeHIi0 BepxosHoi Pamm VkpaiHu, Ha BHKOHaHHS JOpYYeHb
YCTaHOB BHIIIOTO piBHS, Ha 3allUTH iHIINX YCTAHOB, 3BEPHEHHS IPOMAaIH, 3aHTH Ha
indopmarriio, a TaKoXK SK iHILIATUBHI Ta CYNPOBIAHI JICTH.

124. Y pa3i HasfBHOCTI MIACTaB, sKi BH3HAIOTECA OOIPYHTOBAHWUMH A
CTBOpEHHS JOKYMEHTIB y nameposiii ¢opmi, cmyx6oBuit mucT 0QOPMISLETECA Y
manepoBifi Qopmi Ha cHemianbHOMy MU JIHCTiB  Omasky dopmary A4
(210 x 297 wminmimerpiB). SIKIDO TEKCT JMCTA HE MEpeBHIIyE CeMH PAJKIB,
BHKOPHUCTOBY€ETECS GnaHk opmarty AS (210 x 148 minimerpis).

125. JIuct Mae Taki peKkBI3UTH: [NaTa, peecTpalliiHuii iHOeKc, IOCHIIaHHS Ha
IOKYMEHT, Ha fAKWH JaeTbCcs BIATIOBIAb, aIpecaT, 3arojiOBOK 0 TEKCTY, TEKCT
(ocHOBHUI PEKBI3HT ciy’KO0BOTo JIMCTa) Ta ocobrcTe 3BepTaHHs (y pasi motpedwu),
BifIMiTKa TIpo HasgBHICTe AofarTkiB (y pasi norpeOu), miamuc, BigMITKa mpo
BHKOHABIISL.

126. latoro 1ucTa € JaTa peecTpallil BUXiJHOT KOpecmoHAeHNII ciyx60r0
MiJIOBOJICTBA.

127. Sk npaBmio, y JTUCTI TIOPYIIYETHCS OJHE THTAHHS.

128. TexcT nucTa BUKIAAA€ThCA Bif NIepIroi oco0K MHOKHHM 3 BHKOPHCTAHHAM
CIIiB: «MPOCHMO TIOBIAOMMTH...» «p03’fCHIOEMO, IIO...» abo Bixg Tpersoi ocobu
ogauHU — «ObnacHa fepxaBHa aAMIHICTpalLid iHhOpMYE. ..», «yIIpaBIiHHsA BBaXae 3a
IOLLJIBHE Y.

Sxmio mHCT ckianeHo Ha OnaHKy mocaoBoi ocoOH, TEKCT BUKIAAAETHCH Bif
nepiioi 0Co0H OJJHUHA — «IIPOIILY...», <IIPOTIOHYIO...».
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129. Ciyx60Bi JHCTH MiAIMHCYIOTBCA BIAMOBINHO gm0 1€l IneTpyxnii 3
nirosozcTea. ['epOOBOIO TEHATKOIO 3aCBITUYIOTHCS JIKIE FapaHTIHHI THCTH,

130. Cryx6oBuit nuct y naneposifi gopMi Bisye aBTOp MOKYMEHTA, KepiBHHK
CIPYKTYpHOr0 HiApo3finy obnacHol aepxaBHOI amMmiHicTpanil, B AKOMy iforo
CTBOPEHO, Yy pasi morpebn (KO B IMCTi NOPYLIYIOThCS BaXKIMBI T8 HPHHIIUIIOBE
TIUTaHHS) KEepiBHUKM 3alHTEPECOBAHMX CIPYKTYPHHX MiAPO3OUIB  ofnacHol
JlepXaBHOi afMIHiCTpanil, & TAKOX 3aCTylHHK TIONOBH a00 KepiBHUK amapaty
obnacHoT AepkaBHOT aAMiHICTpaLii BifHOBINHO JO po3noaiay o6oB’ 13KiB.

JoxkyMeHTH A0 3acifaHb KOJIeriaJIbHHX OPraHiB

131. IligroToBka Ta OQOpPMIIEHHA MNOKYMEHTIB HO 3aciJiaHb KoJerianpHmx
OprafiB 3MIHCHIOIOTECS 3 METOIO OpraHizaimiifHoro 3abesmedeHHA BiJITOBiTHOrO

Oprasy.

132. 3acimanss KoyerianbHHX opraHiB obnacHol fepkaBHOl aaMiHicTpanil abo ii
CTPYKTYPHHX IiAPO3iNiB NMPOBOAATECS BiAMOBIAHO 10 3aTBEPIKEHHMX IUIAHIB IX
poboTH Ta ¥ pasi noTpedu.

VY nnadi poGOTH KOJIETiaTbHOrO OpraHy 3a3HadvaloThCHA MHTAHHA, O[O OBHHHI
po3risAAaTHcs, AaTa po3ryLidy, IPI3BUILE, BlIacHe iM'g JIONOoBigava Ta HaliMeHyBaHHS
CTPYKTYPHOI'0 MiJpO3JiTy amnapaTy KoJeriajJbHOro OpraHy, SKHil IOTYe JOKyMEHTH
IUTsL pO3TIANY IHTAHHS KOJNETialbHUM OpraHOM.

ITpoexT muaHy poOOTH KOJIEriajbHOrO OpraHy CKIIaZAeTBCS CEKPETAPEM I[LOTO
opraHy 3 YypaxyBaHHAM IPOMO3HIIH CTPYKTypHHX MiJpO3AiJIiB anapary LsOTo
opragy.

KepiBHHKM CTPYKTYpHHX MHiZpO3/iNiB anapary KONerialsHOIro OpraHy MOJaroTh
IUTsL BKIIIOYEHHA 0 IIaHy poOOTH KOJerialbHOrO OpraHy nepeiik MHUTaHb, SKi BOHH

BBKAIOTE 33 HeOOXiJHe pO3rNIsIHYTH Ha ioro sacimanni. [[o mepelniky mogacthes
IoBifKa 3 oOIPYHTYBaHHSAM IACTAB BHECCHHS MUTAHHSA HA PO3MIAA KOJErianbHOro

oprasy.

3aTBepKeHHIA KoneriallbHMUM OpraHoM IUIaH po0OTH HOBOIWTHECH MO Bifoma
YIIeHiB KOJETialbHOI0 OpraHy 1 KepiBHHKIB CTPYKTYPHHX Mipo3Aiiis fioro amapary.
HozaTkoBi NHTaHHA [0 3aTBEPKEHOTO ILTaHY poOOTH KOJNerianbHOTO Oprady
MOXKYTh OYTH BKJIIOHUEH1 3a pilleHHAM foro ronosu. Cekperap KoJerialsHOTO Oprany
indopMye Bcix UIeHIB KojerialbHOro OpraHy Ta BiIHOBiAaibHHX BHKOHABLIB IIPO
BHECEHI JI0 MIIaHy 3MiHH.

133. JlokyMeHTH 3 NHTaHb, IO BHOCATHCSA HA PO3IVis KOJMETialbHOTO Oprasy,
MOBUHHI MOJABAaTHCA HE IMI3HIINE HDK 3a I'ATh JHIB OO 3acijaHHsA, a y pasi
MpoBeAeHHS N03a4eproBOro 3acifaHHs — He II3HIINe HiX 32 OZUH JIeHb. 3a3sHadeHi

JOKYMEHTH MICTSATB!

JOTIOBIHY 3alUCKy, afpecoBaHy KoleriambHOMY opra"y (y pasi motpeGH), B
AKIA IPYHTOBHO BHUKJIAJEH] ITWTAHHS 3 BUCHOBKAMH 1 TIPOMIO3HITIAMH;
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NPOEKT pillleHHs (pO3NopsDKEeHHs, HaKka3y) KOJerialsHOro Oprany, 3arizosanmit
KepiBHUKaM{ 3aiHTEPeCOBAHMX CTPYKTYPHHX IiAPO3ALTE Horo amapary, Ta
JIOKYMEHTH 10 HBOTO (aHaNITHYHI JOBLIKH, TaONHL, AiarpaMH TOIIO), 3aBi30BaHi 1X
KepiBHHKAMH, & y pa3i IoTpedy — IPOEKT PO3NOPSHKEeHHS (HaKazy);

AOBIKY PO TOrOJKEHHS TIPOEKTY PilleHHA (pO3MOPSIKEHHS, Hakazy) i3
3aiHTEPECOBAHUMH CTPYKTYPHHUMH MiApO3JiNaMH YCTAHOBM Ta y pasi notTpebu
1HIIMME yCTaHOBaMU;

CIIHCOK 0cif, fKi 3apoIIyIOThCs HA 3acilaHHA KONETiaNbHOro Oprauy;
iHUI JOKyMeHTH, HEOOXiHI I po3riigy IUTaHb.

134, JlokyMeHTH, MATOTOBIEHI AN PO3TISiAY KOJETialbHUM OPraHOM, a TaKoX
OJMH NPHMIPHHEK IX KOMIiMH, 30epiraloThca y cekpeTaps KONeTianbHOro oprany.

135. YV pasi mpoBeieHHA 3aKPHTOTO 3acCiflaHHA KOJeETiaJbHOrO oprady a6o
3aKpHUTOro OOrOBOPEHHA OKPEMHX IHTaHb MIJTOTOBKA JOKYMEHTIB 3 BinrioBimHux
MIMTaHb 3M1MCHIOETECS 3 JOTPUMAHHAM NOPAIKY poOOTH 3 IOKYMEHTaMH, IO MiCTITh
indopmMario 3 06MexeHHUM JOCTYIIOM.

136. 3a cBoeuacHy Ta HaleXHy IIAFOTOBKY AOKYMEHTIB U MPOBEAEHHA
3aciJlaHb KOJeriaJpHOro opraHy obnacHoi AepikaBHol agMiHicTpamii BigmosimaroTsk
3aCTYIHHUKH FOMOBH 00JacHOi JAep:kaBHOI aAMIHICTpaLlil BiJIIOBIZHO [0 PO3NOALTY
000B’ A3KIB.

[opsiiok MHiArOTOBKM JOKYMEHTIB [0 3acifaHb KONErialbHOIO OpraHy
CTPYKTYPHUX niapo3zinie obnacHoi Aep:xkaBHOI ajaMiHicTpamil BHM3HAYaeThbCs iX
KepiBHUKaMH.

ITopsaok MiAroTOBKM AOKYMEHTIB A0 3aciJaHb Kouierii obGnacHOi AepiaBHOI
anMiHicTpanil Bu3HayaeTbes PerymamentoM Ta IlonoxeHHsM mpo Kojeriio obmacHol
Ilep>XaBHOI agMiHicTpanii.

137. Cexperap koJyieriansHOro oprady abo imma mocagosa ocoba, sxa
BiJTIOBIIHO IO CBOiX NOBHOBa)KEHb 3abe3Nedye opraHizamio pofoTH TAKOro oprasy,
3/1i{CHIOE KOHTPOJIb 332 CBOEYaCHHUM ITOJAHHAM JOKYMEHTIB Ha PO3IIII Ta IepeBipse
X Ha HAsABHICTh ¥ MOBHOMY 00CH31 Ta NPAaBHIIBLHICTE O(OpPMIIEHHS.

JIOKyMeHTH, TOJaHi 3 MOPYIIEHHSIM YCTAHOBIEHOrO MOPSAKY i CTPOKIB, 0
po3mIAny He NPUIAMAaloThCA.

138. PesynsTaTH 3aciiaHHs KOJETriaqbHOTO OPraHy oGopMISIOTECS TPOTOKOIOM
3TiIHO 3 BHUMoramy, 3asHadyeHumu y nyHkrax 104 —120 miei Iwcrpyxkmii 3
JIFOBOICTBA.

139. Pimennsa xoxerii obmacHoi Jep:xaBHOI axMiHicTpamii MoOXyTe OyTH
_peasi3oBaHi IUISIXOM BHAAHHS PO3NOPSADKEHb (HAKa3iB), IKHMH BOHH BBOAATHCS B
niro. Y pasi norpebH BUKOHABLIM Ta YCTAHOBAM MOMYTh HAACHIATHCA KOIIi
[pOTOKONIB a00 BUTHTIB 3 HUX.



37

Jiro. Y pasi noTpebu BHKOHABIAM Ta YCTaHOBAaM MOXYTh HAACHIATHCH KOIil
IpPOTOKOIIB 200 BUTSTIB 3 HHX.

140. Buraru 3 mpoToxonmiB ohOPMISIIOTECS HA 3aradbHOMY OIaHKy ofmacHoi
JepKaBHOI aJMiHiCTPaNii 1 3aCBiMMYIOTHCS MEYaTKO YIpaBTiHHs.

HoxymenTH npo ciay:x00Bi Bixpsxenns

141. Bigpsuxena TNpanmiBHEKIB ofnacHoi jep:xaBHOl ammimicTpanmii Ta il
CTPYKTYPHHMX INAPO3NLTIB 3AiHCHIOIOTECS y BIigmOBIXHOCTI 3 IUIaHAMH pOGOTH

JAOKYMCHTGMH IEHTPAIBHHX T4 MICIICBUX OPTaHiB BHKOHABYOI BIAJH.
142. Y pa3i BUHHKHEHHA IOTpe0H Y HALIPABIIEHHI:

TIEpIIOro 3acTYIHMKA, 3aCTyNHHKIB TOJIOBHM, KepiBHHKa amapary oOmacHol
AepykaBHOI agMiHICTpamii — HHMH TOTYETHCH AOMOBIAHA 3aIMCcKa HA iM’S TOJIOBH
obyacHoi AepixaBHOI anMiHicTpartii, B sKilf 3a3HAYAETBCA NP0 Te, KyAM 1 Ha sKHil
CTPOK BIAPSKAETHLCA ITOCaN0Ba 0c00a;

KEPIBHUKIB  CTPYKTYPHHX IIAPO3AUTIB  amapatry o6nacHOi  JepaBHOI
apMIHICTpallii — KepiBHHKOM arapaTy o6nacHOi AepyKaBHOI aaMiHICTpallii TOTYeThCS
AOIOBiAHA 3alMCKa HA iM’s ronoBu ofnacHol mepikaBHOi ammimicTpauii abo jioro
3ACTYIHHKA, B AKiH 3a3HAa4acThC IIPO Te, KYAHM i Ha KM CTPOK BifpAIKacThes
nocazosa ocoda;

IPAIIBHUKIB  CTPYKTYPHHX IiJpO3AimiB amapary o6macHoi Jep:xaBHO]
aJMIHICTpaNii — KepiBHUKOM CTPYKTYPHOTO IIiJpO3ainy amapaTy, B SKOMY TpALIOE
NpaliBHHK, I'OTYETHCA JONOBiAHA 3alMCKa Ha iM’S TOJOBH OO6NIacHOI JepKaBHOI
apminicTpamii abo #oro 3acTynmHHKa, B SKiif 333HAYA€TRECA HPO Te, KyAM 1 Ha SKHMit
CTPOK, 3 IKOKO METOX0 BIAPAMIKAETHCS [I0CAA0BA 0c00a.

Iopsnok BiApsMMNEHHA KePiBHUKIB CTPYKTYPHHX MiApo3iiiriB  obmacHol
AepiKaBHOI aAMiHICTpamii Ta IX NpaliBHHKIB BHM3HAYAETHCS IX KepiBHHKAMHU
BIAIIOBITHO A0 YHHHOIO 3aKOHO/ABCTEA,

HonosifHa 3armmcka pa3oM 3 IIPOEKTOM PO3MOPSIDKEHHS (Hakasy) IIpo
BIAAPAIKEHHS, MiITOTOBNEHUM CiIy)00K0 YIPaBIiHHSA I1€PCOHAJNIOM, MNEPEXAETHCS
KepiBHMKY YCTaHOBH, K IIpaBHJIO, He Mi3Himle HDK 3a Tpu H06M JO TOYATKY
BIAPSDKEHHS,

143. insa peectpanii BiApspKkeHs BeAeTsCs )KypHai (donatok 18).

144, Tlicna moBepHEHHA 3 BiAPSIKEHHS NPANiBHEK BIATIOBIOHO A0 MOPAAKY,
BH3HAYCHOT'0 HAKa3oM, TOTYE Y TPHIAECHHUH CTPOK MUCHMOBHH 3BiT a00 IOBImOMIIsSE
KepiBHHKA PO pE3yNbTATH BHUKOHAHHS 3aBJAHHSA, a TAKOXK TMOAE€ 3BiT HpO
BIAPSDKEHHs (BUKOHAHHA 3aBJaHHM), & TAKOXK [I0Ja€ 3BIiT PO BUKOPHCTAHHS KOILTIB
Y CTPOKH, BU3HAY€HI 3aKOHOJABCTBOM.

3BiT 1po BIAPS/DKEHHS (BHKOHAHHS 3aBJAaHHS) Ta 3BIT NPO BHKODHCTAHHS
KOWITIB IMACYIOTbCA MPALiBHAKOM, AKHH nepebysaB y BifpAmKeHHi, Ta
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NepesaloThCs [0 CIyKOW yNpasiliHHA HEepcoHANOM Ta OyXraluTepchbKoj cITyx6H
BIATIOBIIHO.

ITI. Opranizauisi 10KYMeHT000IIY Ta BHKOHAHHS AOKYMEHTIB
Bumoru moao paunionafnizaiii fokymeHnToobiry

145. loxymeHTH, CTBOpEHi y HanepoBiit popMi, Mpoxomars i ONPallbOBYIOTECS B
YCTAHOBI HAa €NMHUX OpraHi3alliHMX Ta NpPaBOBHX 3acalaX Opraxisanmii
JIOKYMEHTOO0O0Iry i3 JOKyMEHTaMH, CTBOPEHHMH B €NEeKTPOHHIH (GopMi, BH3HaueHux
IHCTpyKIli€lo 3 [iNOBOACTBA B €IEKTPOHHIM dopmMi. V pasi massHOCTI mincras, sxi
BU3HAIOTHCA OOIPYHTOBAHHMMH JULT CTBOPEHHS YCTaHOBOIO JOKYMEHTIB y T1aneposiii
¢opmi, 3acTOCOBYIOTECS 3acamyl OpraHizamii JOKyMeHTOOOIry, BH3HAweHi Iiero
IaCTpyKIIi€io 3 AiNOBOACTBA.

IMopsnox mokyMeHToOGiry pernameHryeTscs wHielo IHCTpyKIiiew 3 mimosomersa,
PermaMeHTOM, MONOXKEHHSMU MPO CTPYKTYpHI Migposainm obnacHol amepixasHOT
agMiHicTpail.

146. EdexriBHa opraHizailis Jo0KyMeHTOOOITY nependaqae:

[IPOXO/PKEHHA JOKYMEHTIB B YCTAHOBI HAMKOPOTIIMM ILULTXOM;

CKOPOYEHHS KiNbKOCTI 1IHCTaHIIH NPOXOMKEHHS JOKYMEHTIB (30KpeMa, ITif Jac
TIOIOKEHHA ),

YHHKHEHHS JyONeTHUX ornepalliit g gac poboTu 3 JOKyMeHTaMH;

LeHTpami3auito (3AiCHEeHHs ONHOTUITHHX ONepaiiif 3 HOKyMEHTaMH B OJHOMY
Miciii);

YCYHEHHs PyYHHX PyTHHHHUX Ollepariif, ki MOXHa aBTOMATH3yBaTH.

IIpniiMaHHS Ta NepBHHHE ONPANIOBAHHS
AOKYMEHTIB, 1IN0 HAAXOAATL A0 YCTAHOBH

147. JloctaBka [I0KyMEHTiB m0 oOmacHoi pepxkaBHOi a;minicTpamii Ta il
CTPYKTYPHHX HIAPO3Ji/IiB 3AiHCHIOETECA Uepe3 CHCTEMY eNEeKTPOHHOI B3aeMouil, a
TAKOXK MOXe 3[IHCHIOBATHCA 3 BUKODHUCTaHHAM 3ac00iB HOLITOBOTO 3B’ S3KY,
KYpP’ €pCBKOIO Ta (helibl’ eErepchKoio CITyk0010.

Ilomrroro  Ta yepe3 Kyp'epcbKy ciuyx0y  JOCTaBiseTbCs  MHUCHMOBA
KOPECTIOHEHIi ¥ pa3l HasBHOCTI IiZICTaB, SIKi BH3HAKOTHCA OBIDYHTOBAHHMMH JUIA
CTBOPEHHS YCTAHOBOI AOKYMEHTIB Yy NanepoBii Gopmi, momrtosi kaptku, 6anjepor,
IpiGHI aKeTH, a TAKOX NepioanyHi APyKoBaHi BUJaHHS.

@enpa’€repehbKOI0 CITyK00K0 I0CTABIIETECS CIEHiallbHA KOPECTIOHICHLIIA.

148. Yci JOKyMEHTH, 110 HaAXOAATh O YCTAHOBHU, IPHHMAIOTECS Y IIpaBITiHHAM
200 ciyx0010 JUIOBOACTBA CTPYKTYypHOrO Mifpo3Ainy ofiacHoi jAepikaBHOL
afgMiHicTpanii.

PO3KpHTTS KOHBEPTIB 3A1HCHIOETECS 33 TAKUM MTOPAIKOM:
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Ho POSKPHTTH KDHBepTlB (T1aKeTiB) nepeBipAeTECS MPABWIBHICTE focTaBKH
KOpEeCTIOHZEHIiI Ta IiTCHICTE YTaKyBaHHA. [ToriM mepeBipseTbes  1finicHicTs
BKJIGJIeHH: (HaABHICTb yCiX apKyIMiB, JOAATKIB 10 OCHOBHOIO JOKYMEHTa),

Sk MpaBuII0, KOHBEPTH MICHISI PO3KPHBAHHS 3HHINYIOTH. 1X CIif 30epirarty mume
B TAKHX BHIIAJKaX:

AKIIO JlaTa Ha TOINTOBOMY IUTeMIeNi HeobXifHa sK migTBepIKewHS naTH
BIINPaBIeHHs 9¥ OJEPXaHHA AOKyMEHTa (HAIpHKNal, JOKYMEHTIB, Mo TOaHHX HAa
KOHKYpC, MO30BHHX 3aiB, CYZOBHX IOBICTOK, aKTiB, & TaKOX NOKYMEHTIB, INO
Ha/liHIUIH 13 3aMi3HEHHSM, TOOTO CTPOK IX BHKOHAHHS BIKE MHHYB);

SKIO L€ — 3BEPHEHHS [POMAJLIH, i Jumme 3a KOHBEPTOM MOXKHA BH3HAYHTH
aapecy anpaBHHKa #ioro Npi3BuIlE, Yac BiANpPaBIeHHs i ofep)KaHHA JOKYMEHTA;

y pa31 HEBI/IOBITHOCTI MiJk aJpecaToM Ha KOHBEPTI i aJipecaToM, 3a3HaAUYCHIM y
JOKYMEHTI;

AKIIO HA KOHBepTi MpPHCYTHI cmyx6oi Bigmitku («Jlns  cxyxGosoro
KOPHCTyBaHHA», «L{iHHe», «TepMiHOBO», a Takok 3 HOBiZOMICHHIM IIPC BPYUeHHA
TOIIO).

JIOKyMEHTH 3 eICKTPOHHMMH HOCISMHM TepeNaroTses 6e3  POsKpHTTH
YIaKyBaHHs, ONPALbOBY€ETHCS TUIBKHA CYNPOBIAHHAM JTHCT.

PexomennoBaHa, creliasbHa Ta KOPECTIOHMASHHIS 3 OrOJOMICHOIO LHHICTIO
IPUIAMAETECS Miff PO3MKCKY B JKypHalli, peectpi aGo NOBiAOMIIEHH] NPo BpyUeHHS.

149.Y pa3si HagxomXKeHHS KOPECIOHAEHUII 3 BiaMiTiOMO «TepminoBo»
(ikcyeThCA He NUIIe Jarta, a i TOOUHH Ta XBUIHHY JOCTABKH.

Yy pa31 BIICYTHOCTI B yCTaHOBi CHCTEMH eJIEKTPOHHOTO Ji/I0BOACTBA JOKyMEHTH,
IO HaJIHIUK depe3 CHCTeMY B3aeMOJIl, APYKYIOTECH Ta o@opmnm}omc:ﬂ ciyx0boro
JIUIOBOJICTBA fK TlanepoBa KOIIis €JIeKTPOHHOTO OPHTIHANY, 3 IPOCTABISHHIM
mTaMma obracHol I(ep}I{aBHOI anmMiHicTpanii abo ImTtamia cTpyKTypHOTO migpozainy
obnacHoT epxkaBHOI aAMiHICTpaLLi.

HoxkyMeHTH, 110 HamiHILIH y HepoOounil uac, npuiiMaloTCs BiAMOBI AaNpHIMK
YEPrOBUMH.

150. Konsepru 30epiratotbea i JOAArOTBCS 10 AOKYMEHTIB Y pasi, KOMH JUIIe 32
KOHBEPTOM MOXXHA BCTAHOBMTHM ajpecy BifiNIpaBHHKA, 4Yac BiATPaBICHHA Ta
OJiepyKaHHs JOKyMeHTa a0 y KOHBEPTI BiJICYTHI OKpeMi JOKYMEHTH 4H BCTAHOBIEHO
HEBIAOBIHICTE HOMEpiB HOKyMEHTIB HOMEpaM, 3a3HadeHHM Ha KOHBEPTI, a TaKOK
aZpecHi ApNUKY PEKOMEHAOBAHUX KOHBEPTIB i NaKeTis.

Y pasi BIICYTHOCTI JOZATKiB, 3a3Ha9€HUX Y NOKYMEHTI, 260 OKpPEMHX apKyIIiB,
a TaKOX 32 HASBHOCTI MOMMIOK B 0OPMIIEHH] JOKYMEHTA, II[0 YHEMOIKIIHUBITIOE J0r0
BHKOHAHHA (BiACYTHICTh minmmcy, BiXOMTKa medaTk, rpud)a 3aTBepKEHHs TOWIO),
JIOKyMEHT HE PEECTPYETHCSI 1 OBEPTAETECS BiANIPABHAKOBI i3 3a3HAYCHHAM IIPUYHHE
TTOBEPHEHHA 300 HOMy MOBIOMJISETBCA NP0 MOBEPHEHHS JOKYMEHTA Tele(OHOM Ta
CKJIAZAETBC aKT Y JBOX HpHMlpHHKaX OJIMH 3 SIKMX HaJCHJIAETECS KOPECIIOHAEHTY, a
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iHIHA 30epiraeTecs B YmpaeaiHHi abo y cayx6i AinosomcTsa CTPYKTYPHOTO
migpo3ainy obnacHoT fepxaBHOT aAMIHICTpallii.

Y pasi moLIKOMKEHHs KOHBEpTa poOMTbCA BifmOBiAHA BimgMiTka y HOOIITOBOMY
peecTpi.

Y pa3i BigCyTHOCTi, HEHINICHOCTI BKI3ZeHb BHACIIOK IOITKOKEeHHS
KOHBEpTa, YNAaKyBaHHs, IO IPU3BENO [0 HEMOMNUIMBOCTI NPOYHTAHHS TeKcTy
JIOKyMEHTa, CKIAJa€Thcsl aKkT y OBOX NPUMIPHHMKAX, OJUH 3 SKHMX HAJCHIIAcThCS
KOPECHOHJIEHTY, a IHmHH 30epiraeTecs B Ynpasfiuui abo y cnyx6i ninosonmcTea
CTPYKTYPHOI0 Miipo3ainy obmacHoT feprkaBHOI aaminicTparii.

151. JlokymeHT MOBepTA€TLCA BiANpPaBHUKOBL 0e3 po3riady y pasi itoro
HaAXO[DKEHHs He 32 a[pecolo, HaAXOKEHHs MalepoBOro HNPUMIPHUKA HOKYMEHTa,
AKHH BXK€ HAAIMIIOB B eNEeKTPOHHIH QopMmi dWepes cucTeMy B3aeMonii, abo
HAOXOMXKEHHS JOKyMeHTa y mnanepoBii ¢opMi Ge3 HasBHHX Ha Te mixcras, axi
BU3HAIOTHCS 0OIPYHTOBAHUMHM [JIsl CTBOPEHHS YCTAHOBOIO JOKYMEHTIB y Iareposii
topmi.

152.V pasi ogmepxaHHs (DAKCHMINEHOTO MOBIZOMJIEHHS [OKYMEHT He
PeECTPYETECAL

Ilonepeaniii po3rasg nokymMenTin

153. Vci BXiziHi [OKYMEHTH MiIATAI0Th TOIIepeJHEOMY PO3IIISAY Y IpaBIiHHAM
abo cioyx060K© AiMOBOACTBA CTPYKTYPHOTO Mifpo3finy o6jacHoi IepiaBHOI
aJMIHicTpaii.

154. MeToro nonepeAHsOre PO3risay JOKYMEHTIB € BUOKDEMIEHHS TAaKUX, IO
roTpedyIoTh 000B’13KOBOT0 PO3ITANY KepPiBHMKOM YCTAHOBU, HOTO 3aCTYTIHMKAMH
ab0 CTPYKTYPHHUMH HiIPO3ALIAMH YCTAHOBH.,

OG0B’ A3K0BOMY pO3NIAAy KEpiBHUKOM YCTAHOBH Ni[JIATAI0Th AKTH OPTAHiB
JePKaBHOI BIaJAH, JOPYYEHHS BHINUX IIOCAJOBHX Ocib, 3amuTy, 3BepHEHHS, 4 TaKOX
Kopecnionzernis Bepxosuoi Pagn Ykpainy, Odicy Ipesugenta Vpainu, KaGinery
MinicTpiB YxpaiHu, KpiM TOro, KOPECHOHAEHNIs, IO HAAXONUTE Bif YCTaHOB
BHILOTO piBHY; pilleHHA OpraHiB MiCLEBOrO CaMOBpSOYBaHHA, a TaKOK
HalBayUIKBIII JOKYMEHTH, SIKi MICTSITH IHGOPMAIiI0 3 OCHOBHHX IMHUTAaHb MisJIEHOCTI
YCTaHOBH i TOTpeByIOTh BUpileHHS Oe310cepeIHb0 KEPIBHAKOM.

Inmn  QOKyMEHTH NepefaloThCs 3acTYIIHMKAM KEpiBHHKAa YCTAHOBH abo
CTPYKTYPHHM  TiApO3AiJlaM YCTaHOBH (BHKOHA4BIAM) BiANmoBigHo 10  ix
dyHKIIOHATEHUX 000B’ A3KiB.

[HomepenHiii  po3ryisAiA  MOKYMEHTIB MOBHHEH 3AilicHIoBaTHCA Y I€HB
HaIXOMKeHHA abo B mepmmi HacTymHMiIT pobotuuit meHbs y pasi HaAXOmKeHHS iX
micyist 3aKiHYeHHs pofoYoro AHA, Y BHXiZHI Ta cBATKOBI HepoGoui aHi. JlopyueHHs
yCTaHOB BHLIOrO piBHA, TeNle(OHOTPaMH PO3IIANAI0OTECS HeraifHo.

[Tlig 9ac momepenHbLOro PO3INALY NOKYMEHTIB YPaXOBYIOTHCH MOBHOBAIKEHHS
cy6’€KTIiB pO3IALy KOPECIIOHEHIIIT, HOMEHKIATYpa CIpaB TOIIO.
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155. Ha cranii nonepefHEOro posrisaay 3mifCHIOETECA Bigbip HOKYMeHTIB, 1m0
HE IiJIATaloTs peecTpallil B Yrpapninai aGo ciyx60r0 minoroacTsa CTPYKTYpHOTO
nifpo3ziny obnacHoi AepkaBHOI agMiHICTpalii, a TAKOX TaKHX, WIO epeaoTLcs
Jyid cHewjalbHOre ofNiKy CTPYKTYPHHM MiIpO3JilaM, INO BU3HAYeHO Y IONATKY
(nomartok 19).

Peectpanis fokymMenTin

156. Peectpania moKyMeHTIB yciX kateropiit monsrae y CTBOPEHHI 3ammcy
OOIIKOBUX aHHX IPO JOKYMEHT Ta O(pOPMIIEHHS PeecTpalliifHO-KOHTPOIbHO] KapTKH
B €JEKTPOHHIH QopMi y cHCTeMi eNeKTPOHHOro AiTOBOACTBA i3 3a3HAYEHHSIM
ODOB’3KOBUX PDEKBI3UTIiB, 3a JONOMOIOI0 SIKMX (iKCyeTbes (aKT CTBOPEHH,
BiAnpaBieHHs abo ofiepiaHHA JOKYMEHTa MLUAXOM NPOCTaBIEHHA Ha HBOMY
PEECTPAIIHHOTO 1HIEKCY 3 HMONAIBIIAM BHECEHHAM [0 PEeCTPalifiHO-KOHTPOILHOL
KapTKH HEOOXiTHHX BiOMOCTEI.

VY BebMoayni cucTeMH B3aeMOJIii JOJATKOBO PEECTPYIOTHCH JHILE JTOKYMEHTH,
sAKi HagiAnun abo 6ynyTh BiJnpaBsiieHi Yepes CHCTeMy B3aeMOIT.

Y pasi notpebu nepenik 0608’ A3KOBUX PEKBi3UTIB peecTpaliiiHO - KOHTPOIBHOL
KapTKH MOe OyTH AOMOBHEHHI.

Peectparis AOKYMEHTIB NpPOBOAMTECA 3 MeTOIO 3afesnedeHHs iX OGIKy,
MOHITODHHTY CTaHy BHKOHAHHS 1 OIIGPATUBHOTO BHKODHCTAHHS HAABHOI B
JOKyMeHTax iHdopmMarii.

157. Peectpariis AOKYMEHTiB IPOBOAXTECS LIEHTPATI30BaHO Y IIpaBIiHHAM.

Crpykrypui nifipossinu obnacnoi aepxaBHoi aamiHicTpauii Ta i amapary
PEECTPYIOTE CTBOPEHI HUMM ACIIOBIIHI Ta CITy:K00BI 3aITMCKH,

Peectpanis Ta posrnsax 3amuTiB Ha iH(poOpMalliio, PO3MOPSIIHUKOM SKOi €
obnacHa JepxaBHAa aJMIHICTpaUisA, 3AIACHIOETHCS BIONOBiAHO 11O Iopsanky
CKIIaJaHHs, MOJaHHS Ta PO3IJIAAY 3alUTiB Ha iHGopMauiio, po3NOpATHUKOM SKOI €
XapkiBcbka 0GnacHa JepikaBHA afIMIHICTpallisl, 3aTBEPKEHOTO PO3TOPSKEHHIM
rosnosy obiacHoi AepxaBHOI agMiHicTpallii.

158. JlokymeHTH peecTpyIOThCS IUIIE OAUH pa3: BXifHl — Y JeHb HaIXOMKEHHS,
CTBOPIOBaHI — y JAeHb MiAIMACAHHS ab0 3aTBepIKEeHHs.

PosmopsimxeHns roiosu obaacHoi fep:kaBHOI anMiHicTpanii, Hakasu KEpiBHHKA
amapaty  ofnacHoi  AepxaBHoi  anMidicTpamii 3  OCHOBHOI  AiANBHOCTI,
aAMiHICTPAaTHBHO-TOCHOAAPCEKUX Ta KalpoBHX IHTaHb (0cob0BOTO CcKiafy)
PEECTPYIOTECA Y IPABIiHHAM.

PosnopsimieHHs ronosy o6nacHoi nepxaBHOI anMiHiCTpanii, HaKa3W KepiBHHKa
anapatry o0nacHoi IepkaBHOI aaMiHIiCTpamil Tpo BiAPAIKEHHS Ta BiANYCTKH
PEECTPYIOTECA YNPABIIHHAM POGOTH 3 MEPCOHANIOM arapary o6macHoi JepiKaBHO!
aaMiHicTpanii.
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Ilopsinok peectpallil HakasiB KepiBHUKIB CTPYKTYPHHX MiAPO3NINB ofpacHoi
JepkaBHOI aaMiHICTpanii BU3HAYAETHCA X KEPIBHUKAMU.

Peec*rpaun MiJISAraloTh TAKOX JOKYMEHTH, CTBOPEHI B YCTaHOBi {(moBigKH,
JIOTIOBiTHI 3aMMHCKH, 3a9BKH TOLIO).

159. ¥V pasi Hepe,uatn 3apeECTPOBAHOTO NOKYMEHTA 3 OJHOTO CTPYKTypHOTO
MiAPO3ALTY J0 iHWOro HOBMH peecTpauiMHuif iHAeKC Ha HOKYMenTi He
TIPOCTABISIETHCS.

160. [ToxyMeHTH peeCTpYyIOTECS 32 TPYIaMHU 3aI€XKHO Bijl HA3BH BHIY, aBTOpa i
3MicTy AOKyMeHTiB. Hampuxiian, okpeMo peecTpyroThes:

aKTH OpraHiB /iep>kaBHOI BIAJTH, OpPTaHiB Biag¥ ABTOHOMHOT PecnyOnixnu Kpmm
Ta AOPY4CHHS BUIIUX MOCAJ0BHX 0Ci0, 3aNKUTH, 3BEPHEHHS, a TAKOXK KOPEeCHOHeHIiA
Bepxosuoi Pagu Yxpainu, wo Hagifinua go ycTaHoBH;

posnopsamxeHHs (HaKa3u) 3 OCHOBHOI AISIBHOCTI

PO3NOPAKEHHs (HaKa3H) 3 aAMiHICTPaTHBHO-TOCIIOJAPCHKHX MIHTAHE,

posnopsKkeHHs (HAKa3u) 3 KaApOBHX MHTaHE (0co60Boro cxmany) (BiamosigHo
710 1X BHJIB Ta CTPOKIB 30epiranus);

PO3MOpAIKEHHS (HaKa3Hd) 1PO BiAPADKEHHS, BIAMYCTKH,

piIITeHHS KoJIeTil;

aKTH peBi3ilf PiHAHCOBO-rOCIOAAPCHKOT JisIBHOCTI,

Byxranrepchki IOKYMEHTH;

3aABKH Ha MaTepianbHO-TeXHIYHE MOCTAYaHHI;;

ciy»60Bi1 ucTH;

3BepHEHHA I'POMaJIsH;

3amUTH Ha iHdbopMaltito.

HOKYMeHTH, IO MepefaloThCs ENEKTPOHHOIO MOLITOK Y CKaHOBaHil dopmi Ge3
eIeKTPOHHOTO UH(pPOBOTO MANKCY, PEECTPYIOTECS Pa3oM 3 iHLIMMH JOKYMEHTAMH i3
3a3HAYEHHAM €IEKTPOHHOI aipecH BINPaBHUKA Ta ajlpecara.

Opurinan HOKymeHTa, sSKWH HamiMImoB Bigpasy micns dgakcorpamu  abo
eJIeKTPOHHOIO IOINTO0 B CKaHOBaHii (opMi, peecTpyeThes 3a THM CaMuM HOMepOM,
ue i Horo paHille HafdicmaHa KoOTMiA y BianosigHmx peecTpauiiiHux dopmax
BIATIOBIHO 10 MyHKTY 156 nief [ncTpyxuii 3 minoBojcTaa.

Ilin 4ac peecTparii JHOKyYMeHTZ HAZA€TbCA YMOBHE [O3HAYEHHS —
peecTpallifiHui iHAexkc, skl oQopMIsETRCA BiAMOBiAHO MO OyHKTy 33 1miel
Imctpyknii 3 ninosoxcTsa. Iumekc BXigHOro JokymeHTa TpH Horo peectparii
ciyx0010 AITOBOACTBA CKIANAETBCA 3 TIOPSAKOBOrO HOMEpa peecTpawuii BXimHux
JDOKYMEHTIB 3 [I04aTKy pOKYy i HOMepa KODECTOHAeHTa. ITicis HaIXoKeHHS
HOKyMEHTa 10 CTPYKTYPHHX MiPO3JiNIB HeH iHOeKC AOHOBHIOETBCA iHIEKCOM
CIIPaBH 32 HOMEHKJIATYPOIO.
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Ingexc BMXIOHOTO [OKYMEHTZ CKIAJA€TbCd 3  iHAEKCY CripaBm 32
HOMEHKIATYypOI0 1 MOPSAKOBOTO HOMEpa peecTpamii BHXIOHUX MAOKYMeHTIB i3
OYaTKy POKY.

161. Peectpamis HOKYMEHT4 3HIHCHIOETBCE 3 BHKOPHCTaHHSM  CcHCTEMH
eIeKTPOHHOTO JUI0BOACTBA ycTaHOBH (fonarku 20,21) abo y pasi i BiacyTaocri:

LIEHTPAalIi30BaHO i3 3aCTOCYBAHHIM BeOMOAY/IA CHCTEMH B3acMOJIii;

HONOBiAHI Ta COyxOOBI 3amMCKy, ClenianizoBadi JOKYMEHTH - i3
34CTOCYBaHHAM NPHKIAaTHOTO OIPOTPaMHOro 3abe3nedyeHHs.

Kypuanena (naneposa) abo kapTkoBa (popma peecTpanii AONMYCKAEThCA JTUIIE B
YMOBaX Ta I[IPOTArOM CTPOKY Aii BifiCEKOBOIo 41 HaA3BIYANHOrO CTAHY Ha TepuTOpii,
Jie pO3TalloBaHa yCTaHOBA,

162. Tlpu 3acTOCYyBaHHi CHMCTEMH ENEKTPOHHOIO MiIOBOJCTBA YCTAHOBH
(bOpMyETBCA €IMHA LEHTpami3oBaHa 0a3a peecTpamiffHMX [OAaHHMX YCTAHOBH, ILO
3abesneyye IpamiBHHKIB iH(OpMamiero Ipo Bci HOKYMEHTH YCTaHOBH Ta ix
MICHE3HAXOKEHHS,

Ilpn sacTocyBanni aBToMaTu3oBaHoi GopMM peectpauii Beix —Kareropiit
MOKYMEHTIB (BXiZHHMX, BUXIZHUX, BHYTPIITHIX) OGOPMILIIOTECS peecTpalii i KapTKH
(momatox 22) 13 3a3HAYECHHAM 000B’I3KOBHX PEKBI3HTIB
(momatox 23).

ITepernix 060B’I3K0BUX PEKBI3UTIB PeECTPaLiiiHOT KapTKK y pa3i MOTpeOH Moxe
OyTd nomoBHeHMH IHOIMMH pekBi3uTamu. IIopsaoK pPO3MIINEHHS pPEKBi3UTIB y
peecTpaniiHoi KapTii MoXXe BH3HAYATHCH YCTaHOBOIO.

Opranizanis nepegaui noKyMeHTiB Ta X BUKOHAHHSA

163. lna 3abe3nedeHHs CBOEYACHOrO BHKOHAHHS NOKYMEHTiB YIIpaBIiHHS
BXKHBAE 3aXOAIB 1I0OJ0 ONEPATHBHOI Ilepejadi KOPECIOHAEHUII KEepiBHHITBY
obyacHO1 JepKaBHOI aaMiHICTpaIii.

IMopsimox opraizanii nepepadi JOKYMEHTIB Ta IX BHKOHAHHS B CTPYKTYPHHX
nigpo3ainax obnacHoi aepikaBHOT agMiHICTpalil BU3HAYaeThCS IX KEp1BHHKAMH.

164. B anapari obnacHoi nepxaBHO! agMiHicTpamii 3apeecTpoBani AOKyMEHTH
IepelaloTeCA Ha Po3rifax rojiosi obmacHoi nepxkasHOl aaMimicTpamii Ta Horo
3aCTYIHHMKaM, KepiBHHKY amapary obmacHol nepxaBHOi anmimicTpamii (uepes
BIANOBiAaNbHEX 0¢i0) y neHs X HagxomkeHHS abo HacTymHOro pofodoro mHs y pasi
HaJXODKEHHS JOKYMEHTIB micis 17 roauny.

Y CIpYKTYpHMX nigpo3zaizax oOnacHOi JepikaBHOI agMinictpanii gac mepemaui
HOKYMEHTIB H4 pO3IVIAZ KEPiBHMITBA BH3HAYACTHCS KEepiBHHKAMH BifIIOBiTHHX
CTPYKTYPHHX IApO3AUTiB 06/1aCHOT IepxaBHOI agMiuicTpartii,

AKTH Opramis NepKaBHOI BlaJM, OpraHiB BiIajud ABTOHOMHOI PecrmyGimixu
Kpsm, fopy4eHHs BHUIMX TIOCAaJ0BUX OCi6, 3aNHTH i 3BepHEHHS HApOJHMUX JCIYTATIB,
a TaKkox KopecnoHzeHuis Bepxosuoi Pamm Vkpaium, Odicy Ilpesuuenta Yxpainn,
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Kabinety MinicTpiB YKpainH, KOPECHOHACHIIIA, N0 HAAXOAMTE BiJf YCTAHOR BHIIOTO
PIBHS, TEPEfalOThCA HA PO3IIIAN HEBIAKIAHO.,

165. HoxyMeHTH, HPOXOMKEHHS SKHUX 3TIHCHIOETHCA BIAMOBIAHO IO YHEHOIO
3aKOHOAABCTBA B IaniepoBiif ¢opMi, PO3MILHYTI TrOJOBOK 06GIACHOL ZiepaaBHOl
agMiHicTpanii Ta HOro 3acTyHHKaMH, KepiBHHKOM arapaty obiacHoi IepxaBHol
aamiHicTpalii, MOBepTAIOTECA 3 BiANOBIAHOW pe3omIOUiel0 10 YIpPaBimus, sxe
3A1HCHIOE MepeAavy JOKYMEHTIB HA BUKOHAHHS.

166. HoxymeHTH, TIPOXOMKEHHA SKHX 3ifICHIOETHCS BiANOBIAHO 0 YHHHOTO
3aKOHOJ@BCTBA B ManepoBili GOpMi Ta BUKOHABLAMH SKOTO € KiJIbKa CTPYKTYpHHX
MZpO3AiNiB, MOXKyTh OyTH mepefaHi BHUKOHABIAM y MOPAAKY BH3HAUEHHA X Y
PE30JIIOLII] 3 IepeAadelo OPHUTiHATY TOJIOBHOMY BHKOHABIIO.

167. MakT nepenadi AOKYyMEHTIB, IPOXOJPKEHHS AKHX 3AIACHIOETHECH BiAMOBIAHO
JI0 YMHHOIO 3aKOHOJABCTBA B ManepoBilf (opmi, BUKOHABIAM (GIKCYETHCS NUISXOM
IIPOCTaBJIEHHA BifIIOBIAHOI BiIMiTKY B )KypHali 061Ky Bpy4eHOi KOpeCIoH AeHIil.

168. Ilepenaua moxyMeHTa 3 OJHOIO CTPYKTYPHOIO IIIPO3AiNY 0 iHIIOro B
06OB’s3KOBOMY TOPAAKY 3iHCHIOETHCH depe3 ciyxOy AiMOBOACTBA, sAKka poGHTH
BiIIOBiZIHY BiIMITKY B peecTpauiilHo-KOHTPONBHIH KapTii. J(OKyMeHTH, BUKOHAHHS
SKKX nepebyBae Ha KOHTPOJI, MepelaloThes 10 iHIINX CTPYKTYPHHX HiApo3ainis abo
iHOIMM BMKOHABLSM TiNIBKM 3 IIOBiJOMIEHHSM PO Ife miapozzain a6o ocoby, Ha SIKY
IOKJIaieHi IIOBHOBaXKEHHSI IIO/0 3iHCHEHHA KOHTPOJIIO.

169. Ilepenaya JOKyMeHTIB y MeXax CTPYKTYPHOIO IipO3ALTY 3/iliCHIOETHCS
uepes ocoly, BIANOBiAaNBHY 3a JiTOBOJACTBO B CIPYKTYPHOMY Mifpo3fini
(cexperaps).

Obmix ROKyMEHTIB, IO IEPEeJaloThCS 3 OJHOTO CTPYKTYPHOTO MiApO3ALILY
obmacHOi  mep:xaBHOT amMiHicTpauii mo  iHmoOro, 3AifCHIOETBCS — HUIAXOM
TIPOCTABEHHS BiANOBIAHUX BIAMITOK Yy XKypHallaX Mepejadi MOKYMEHTIB, fKi Beje
ciy06a 1110BOJCTBA CTPYKTYPHOIO MiIPO3LITY.

170. BinmoBigansHicTs 32 BUKOHAHHS JOKYMEHTa HeCyTh 0coOHM, 3a3HadeHi y
PO3NOPAAYOMY HOKYMEHTI, pe3o/romii ronosu obnacHol AepikaBHOI aamiHicTparii
abo Horo 3acTyNHHKIB, KepiBHHKa amapaTy oOJIacHOI Jep:kaBHOi aiMinicTpalii, Ta
TIpaniBHUKH, KM 0e3MmocepeiHbO JOPYyYEeHO BUKOHAHHS.

I"omosHMI BHKOHABELb OPraHi30BY€e poOOTY CIiBBUKOHABIIB, 30KpeMa BH3HAYAE
CTPOKH TIONAHHA HHMH MPOMO3MLIH, NOPSIOK IOTOPKEHHS 1 MIATOTOBKU IPOEKTY

JIOKyMEHTA.

CnisprKOHABL] BiATIOBIJAIOTH 32 IIiATOTOBKY HA HANEXHOMY DiBHI Ta CBO€YACHE
[IOAaHHs TONOBHOMY BHKOHABLK NPONO3ULiHA. Y pa3i HecBOEYacHOro ITOJaHHA
MPOTNO3MIIH CMiBBUKOHABLAMM TI'OJOBHHH BHKOHaBellb iH(OPMYE MpO i€ TOJIOBY
obnacHol nepkaBHOI azamiHicTpamii abo foro 3acTymHHKIB, KepiBHHKA amapary
obracHOY mepxxaBHOI aaqMiHICTpaLlll, SKi Hagall JOpYYeHH!.



45

171. BuxonanHa JokyMeHTa Tiepenbagae 30upaHHs Ta  ONpallOBaHHA
HeoOxizHo! iHdopmanii, MATOTOBKY NPOEKTY BIAIOBIMI Ha JOKYMEHT TH HOBOTO
NOKYMEHTa, #Horo oQOpMIIeHHS, TIOTOMKEeHHH, MOJaHHA M IiAIHCAHHS
(zaTBepmKeHHA) rojoBl obnmacHOI JAep)kaBHOI amMiHicTpamii (3&CTYITHHMKAaM T'OJIOBH
o0macHOI Jep)kaBHOi anMidicTpamii, KepiBHHKY amapara obnacHol gepikaBHOI
anMiHicTpanii), a y JesKuX BHIajKax — HadallbHUKY CTPYKTYPHOIO IiJIpo3aimy.

172. Ilepeq momaHHAM TPOEKTY HOKyMEHTa HA IIAMHC ToJioBi oOmacHOi
Jlep>KaBHOI aJMiHICTpaIlil, MepmoMy 3acTYIHHKY, 3aCTYIHUKAM T[OJIOBH, KepiBHUKY
anapaty obmacHoi JAepxaBHOI ajMiHicTpallii aBTOp JMOKyMeHTa 3000B’A3aHHiH
TIEpPeBIPUTH NPaBWIBHICTE HOro CKIafgeHHd Ta O(QOpPMIEHHS, IIOCHJIIaHHA Ha
HOPMAaTHBHO-TIPABOBi aKTH, YTOYHHTH LUGPOBI HaHi, HASBHICTH HEOOXIAHHMX Bi3 1
JIOATKIB.

173. JlokyMeHT NOJAEThCs HA MJMHUC pa3oM 3 JOKyMEHTaMHM, HA BUKOHAHHS YU
Ha IICTaBl SKHX HOro CKIaneHo.

174. SIxmo  HOKyMEHT HAICHIAETHCA JIO0 KUIBKOX YCTAaHOB, SIKi He €
KOPHCTYBayaMH CUCTEMH B3a€MOJI1, Iicid #oro peectpaliii, BAKOHABEIlb OPraHi30BYye
BUTOTOBJICHHS HeoOXimHOI KiJBKOCTI NMPHMIPHHKIB Ta IAIMMCYE KOXHHI 3 HHX
HeoOXiAHOMY afipecarTy.

175. ABTOp [pdokymeHTa Yy pasi BIOOYCTKH, BIOPSDKEHHS, 3BUIBHEHHS
3000B’s3aHUi TIepefaTy iHIOMY MpPAliBHUKOBI 3TiTHO 3 YHHHUM PO3MOJLIOM YCi
HEeBHKOHAHI IOKYMEHTH Ta MNoiHGopMyBaTH ciyx0y KOHTpOIO TIpo Tiepenady
JAOKYMEHTIB, BAKOHAHHS SKHX epe0yBae Ha KOHTPOI.

Opranizania MOHITOpHHIY BHKOHAHHA JOKYMEHTIB

176. KouTposns 3a BUKOHAHHAM JOKYMEHTIB 3AIHCHIOETBCS 3  METOIO
3abe3reyeHHs CBOCYACHOI0 Ta HAJIEIKHOTO TX BHKOHAHHSL.

VY pa3si BIpOBaIKeHHS CHCTEMH eJIeKTPOHHOTO JOKYMEeHT000Iry OCHOBHI 3acaau
MPOBEJCHHS MOHITOPUHTY BHKOHAHHSA NOKYMEHTIB BH3HA4YAIOThCS [HCTpyKIieo 3
AiJIOBOJCTBA B €ICKTPOHHIM (hopMi.

177. YV cTpykTypHUX migposfinax GesmocepenHiii KOHTpodb 3a BHKOHAHHAM
NOKYMEeHTIB 3filicHioe mimposzin abo ocoba, Ha #AKy IOKNajeHi BiANOBiIHI
TOBHOBAYKEHHS.

178. CTpox BHKOHAHHA JOKyMEHTAa MOXE BCTAHOBJIOBATUCH Y HOPMATHBHO-
OpPaBOBOMY aKTi, pO3IOpPSAYOMY HOKyMeHTi abo pe3omomnii KepiBHMKa yCTaHOBH
(iforo 3acTymHHKIB abo KepiBHHKA anaparty).

179. Crpoku MOXyTh 6YTH THITOBHMU a00 1HIWUBITYANEHHIMH.

TumoBi cTpoXM BHKOHAHHS JOKYMEHTIB YCTAHOBIIOIOTHCS 3aKOHOIABCTBOM.
CTpoxd BUKOHAHHS OCHOBHHX JOKYMEHTIB HaBOAATHCHA Y 10JaTKy 24.

[HauBiTyanbHI CTPOKH BCTAHOBIIOKOTHCSA KEPIBHUKOM YCTAHOBH.



46

180. loxymeHnT#, B AKHX CTPOK BHKOHAHHSN He 3a3Ha4YeHo, fAKi He €
fAoKyMeHTaMH iHGopMariifiHoro xapakrepy abo He MICTATh KOHTPOJIGHHX 3aBAaHb,
noBuHHI OyTH BuKoHaHI He misHime HiX 3a 30 KaneHmapHHX AHIB 3 MOMEHTY
peecTpariii JOKyMeHTa B YCTaHOBI, /10 sikol HaiAIIOB JOKYMEHT.

181. Sxwo 3aBpanHs notpeGye TepMiHOBOTO BHKOHAHHS, Y TEKCTI 3aBJaHHS
0G0B’ I3K0BO 3a3HAYAETHCS KOHKPETHAH KiHI[EBHH CTPOK BUKOHAHHS.

182. CnisukoHaBIli 3000B’A3aH] [10/1aBaTH NPOIMO3MIIil TOJOBHOMY BHKOHABIIIO
MPOTArOM MEpIIOi IIONOBHHHU CTPOKY, BiZIBe/IEHOTO JUIS BUKOHAHHA [OPYYEHH,
3aBIaHH.

183. V pasi notpebu iHAMBIAyalbHUN CTPOK BUKOHAHHA JOKYMEHTa Moyke OyTH
NPOAOBKEHO 3a OOIPYHTOBAaHMM IIPOXAaHHAM BHKOHAaBIA, 5Ke MOJacThca Oe3
MOTOKEHHS 3 IHIIMMH CTPYKTYPHHUMH Mifjpo3finamMu Ge3nocepefHBO MOCANoBiil
ocobi, sika BCTAHOBWIIA CTPOK. BiAnoBijHe NMpoXaHHs IOJacThCS He TH3HIMIE HiK 38
TpH poOOUYHX [HI 10 3aKIHYEHHS BCTAHOBJIEHOTO CTPOKY.

184. ITpomo3umis o0 IPoOBKEHHSA CTPOKY BHKOHAHHSA 3aBJaHb, BU3HAUEHHX
BepxoBHow Pajoro Vkpainu abo [Ipesunenrom Yipainu, mo Hagicnadi Kabinerom
Minictpip Ykpaiuu, nmomaerbesi o Cexperapiaty KaGinery MinicTpis Ykpainu
BiITIOBiOaJIbHOIO 32 BUKOHAHHS YCTAHOBOIO Pa3oM 3 MPOEKTOM JIHCTA, aApeCOBAHOI0
BiAmoBigHO KepiBHHKOBI Amnapatry Bepxosmoi Pagu VYkpainu uu I'maBi Odicy
[IpesnnenTa YkpaiHu, 3a ciM JHIB JO 3aKiHU€HHS BCTAHOBJIEHOTO CTPOKY.

185. besnocepennili MOHITOPHMHI BHMKOHAHHS [JOKyMEHTa HPOBOAMUTRECH Ha
migcTaBi pe3oNMIONii ToJOBH 0ONAacHOI [epXaBHOI aAMiHicTpamii, mnepiuoro
3aCTYITHHKA, 3aCTYITHHKIB TOJI0BH 00NacHOl JepkaBHOI amMiHicTparil abo KepiBHHKA
arapaTy 00nacHol aepkaBHOI aaMiHicTpallii.

186. PeectpailiifHO-KOHTPOJIEHI KapTKH AOKYMEHTIB, IOJC BHKOHAHHSA SKUX
IIPOBOJUTHCA MOHITOPHHT, IJS 3pYYHOCTI MOXYTH TpYIyBaTHCS 3a CTpOKaMHu
(HaOGMMKEHHSIM  CTPOKIB) BMKOHAHHA  JOKYMEHTIB, 3a BHKOHAaBISMH, 3a
KOpeCcTIOHAeHTaMH abo rIpymaMH (Hakasd 3 OCHOBHOI JAUBUIBHOCTI, HAKa3H 3
afMIHICTPATHBHO-TOCIIO/IAPCEKUX IMHTaHb, MOPYYEHHS BHIIMX OpPTaHiB BIAMH,
NOpY4YeHHs KepiBHHKA yCTAHOBH TOLIO).

187. Ha omur pmoxymeHT MoOxe OyTH 3aBefleHa ITHINE OJHA peECTpalliifHo-
KOHTPOJIBHA KapTKa HE3alleKHO Bifl KUTBKOCTI BHKOHABIHB ab0 CTPOKIB BHKOHAHHSA
OKpPEeMUX 3aBAaHb, 3a3HaYEHUX y JOKYMEHTI.

188. [aHi 1npo Xix BUKOHAHHSA JOKYMEHTA MOXYTh BHOCHUTHCS JIO peecTpamiifHo-
MOHITOPHHIOBOI KapTKH Ha MiACTaBi IX 3anmuTy TededonoM abo mia wac mepeBipKH
po0OTH CTPYKTYPHOTrO HiApo3ily — BUKOHABIIA,

189.3a 3amuToM CTpYKTypHHH migposnin abo ocoba, Ha sKy MOKIafeHi
[OBHOBa)XXEHHs WIOAO 3ALHCHEHHS KOHTPOJIO Hajgae iHopManilo npo AOKYMEHTH,
BHUKOHABIEM SIKHX € BiAMMOBIIHHUI MiAPO3/ALI, HIOJI0 AKX HPOBOJUTHCS MOHITOPHHT.
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190. Indopmanis mpo CBOEYACHICTH BHKOHAHHA B3jATHX HA KOHTpPOJb
JOKYMEHTIB (3aBllaHb) y3arajbHIOETECA CTAHOM HA I’ ATe YHCIO KOXHOTO Micsrd i
HONAcThCA KEpiBHHKY amapary obnacHol JepxaBHOi agMmiHicTpanii (KepiBHHKY
CTPYKTYpHOTIO miipo3ainy) (moaatok 25).

Indopmaniiino-goBigkosa podora 3 J0KYMeHTAMH

191. Indopmanifino-foBiikoBa pobora 3 NOKYMEHTAMH IIOJATaE B TOIIYKY
HeoOX1JHMX JOKYMEHTIB 3 BUKOPDHCTAHHAM PeE€CTpalliiHO-KOHTPOIBHHX KapTok abo
AaBTOMATH30BaHOro OaHKy peecTpaliiiHuX JaHuX.

Y pasi 3anpoBaJDKEHHA CHCTEMH €JIEKTPOHHOTO AOKyMeHTooOiry 3acanu
npoBefieHHs iH(opMariliHo-goBiIKOBOI pobOTH 3 JOKYMEHTAMH BH3HAYAIOTHCS
IncTpyKIIi€ro 3 KiNOBOACTBA B €NeKTPOHHIH GopMi.

IMopaaok onpanioBaHHA TA HAACHJIAHHA BHXIAHHUX JOKYMEHTIB

192. Buxigni moxymMeHTH y manepoBiif ¢opmi, cTBopeHi B yCTAaHOBI y pa3i
HasSBHOCTI IACTAB, AKi BU3HAIOTHECH OOIPYHTOBAHMMH JUIA CTBOPEHHS JOKYMEHTIB y
nanepoBid GopMi, HAICHIAIOTECA aipecaTtaM 3 BHKOPHCTAHHAM 3acCO0iB ITOIIITOBOrO
3B’SI3Ky, €JIEKTPO3B SI3Ky, & TAKOX IOCTaBIAIOTLCA Kyp €PChKOIO, (Dellbl’ eErepChKoio
ciyx0oto.

193. OnpaoBadis  JOKYMEHTIB IS BigmpasieHHS 3acobaMH MOIITOBOIC
3B’ S3KY 3AlMCHIOETbCA YhpaBmiHHAM abo ciyx00i0 IiNOBOACTBA CTPYKTYpPHOTO
nigpo3ainmy obmacHol ZepxaBHol amMidicTpaunii Bigmosimmo mo I[IpaBun HagaHHS
MIOCITYT TOIMITOBOTO 3B’ S3KY.

194, BuxijHi JOKYMEHTH ONpalbOBYIOTECA 1 HAACHIIAIOTHCA LEHTPATi30BAaHO B
IeHb 1X HaAXO/DKeHHs BiJl CTPYKTYPHHX IiZpO3AijdiB — BUKOHABIIB a0o He mi3Hime
HACTYITHOTO po6oYoro faHs.

Y cBaTkoBi aHI Ta Hepobo4uii wac mepegada JOKYMEHTIB 3[iHCHIOETHCH
BiAMIOBIJAIEHUM 4eproBuM abo CHeliallbHO BU3HAYEHOK BiANOBIAATEHOK 0CO000 Y
pasi moTpedu.

195. He gomyckaeTbca:

HaJlcunaHHA abo rrepeaada NOKYMeHTIB 0e3 iX peecrpauii B YrpasniHHI abo
ciyx06i1 I1MOBOACTBa CTPYKTYPHOTO Mipo3alty obnacHol gepxaBHOi aqMiHicTpanii;

ny6neTHe HAACUNIAHHS NPUMIPHUKA, Y TOMY YHCIIi OPUriHANBHOr0, JOKYMEHTa Y
nanepogiii dopMi, Ko Horo mpUMipHHEK abo KO0 BXKe HAaAiCIIaHO B eJIeKTPOHHI
(opmi gepes cucteMy B3aeMOJIil.

196. Ilix wac mpuiiMaHHS BiJ BHKOHABIIB BHUXITHHX IOKYMEHTIB MpalliBHUKH
VYopapninas abo cioyx0u  IINOBOACTBA CTPYKTYpPHOro mifpo3aury obnacHol
IepxaBHOI agMiHicTpanii 30608’ s13aHi TepeBipUTH:

MPaBUIBHICTE O(QOpMIIEHHS AOKYMeHTa (CKJah 1 pO3MIIIeHHS B HBOMY BCIiX
PEKBI3UTIB);

HasABHICTB | IPaBUIIBHICTE 3a3HAUCHHS afApECH;
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HAasBHICTh Ha JOKYMEHTI BIIMITKH IIPO AOAATKH,

HAasSBHICTB yCiX HeoOXiHMX HiAIMCIB (eYaToK) Ha JOKYMEHTI Ta JoZaTKax JIo
HEBEOTO;

HAsSBHICTh JOJATKIB Ta IX BiJIIOBIAHICTE 3aABIEHOMY CKIIAJY;
B1ATIOBiAHICTE KUTBKOCTI IPUMIPHHKIB KLTFKOCTI a/Ipecaris;

HafgBHICTEL Bi3 Ha TanepoBOMy IPHMIpPHUKY BHXiZHOTO JokyMeHTa (y pasi
HeobxigHoCT! Horo CTBOPEHH:), U0 3a/IMIIAETECS Y CIPaBaX YCTAHOBH.

197. Ha opwurinanax KOKYMEHTIB, SKi HiJJIAral0Th IOBEPHEHHIO, Ha BEPXHHOMY
TIPABOMY IIOJI MEPIIO] CTOPIHKH CTaBUThCA IITAMI «IliZIArae moBepHEHHION.

198. lokymeHTH, IHO HAACHJIAIOTHCS OJHOYACHO OZHOMY 1 TOMY 3K aJpecaToBi,
BKIQIAIOTECS B OJWH KOHBepT (ymakyBaHHA). Ha XOHBepTi NIpoCTaBISIOTHCH
peectpailiiiHi iHAEKCH BCiX JOKYMEHTIB, SIKi MiCTATBCS Y KOHBEPTI.

199. Anpecu MOXKyTh HAHOCHTHCS HA KOHBEPT APYKAPCHEKNM CIOCOOOM.

200. NokyMeHTH, IO  J[JOCTaBIAIOTECH  (enbfd €repchkord  ciryx0boio,
MEPeAOTHECSA aapecaTaM i PO3NKCKY Y BIAMOBIAHIA KHH3I.

201. Jocunanug abo 3aMiHa Po3icIaHOTO paHille AOKyMEHTa 3AiHCHIOETBCA 3a
BKa3iBKOIO Toca/ioBoi 0cobH, sika Tigmucana JOKyMeHT, a60o KepiBHHKa YIIpaBIiHHS
abo cmyxbr [IUIOBOACTBA CTPYKTYpPHOro miaposziny oOnacHol HgepixaBHO!
agMiHicTpallii. ¥ TakoMy BHIAIKY B JOKYMEHTI 3a3HA49acThCA, 110 BIH € JOCHIAHHAM
abo HancWIAETHCA HA 3aMiHy paHille HalicIaHOMYy.

202. I BignpaBiaeHHs JACKyMeHTIB  YopaBimiHHAM (Y TOMY  HHCIIl
thenpa’ erepchbKUM 3B’ A3KOM) BUKOHABIII 3000B’s3aHi IepeaBaTiH JOKYMEHTH Ta iHIII
TONITORI BIATIPABNEHHS A0 YpaBIiHHA A0 16 roauHH.

Toguuu npuiioMy ciry;k0010 AUIOBOJACTBA CTPYKTYPHOro Mmifpo3niny obmacHoi
IepKaBHOI agMiHICTpamii BUXIOHUX ZOKYMEHTIB, iHIONX MOIITOBHX BiANpaBieHb Bij
BHKOHABI[IB BH3HAYAIOTHECA KEpiBHHUKOM CTPYKTYPHOTO MiApo3nimy obiacHol
Iep)KaBHOI aAMIHICTpaLIil.

IV. CucremaTnzanis Ta 30epiranust AOKyMeHTIB y ainoBoacTBi
CkiiaieHHSl HOMEHKJIATYPH CIIpaB

203. VY pa3i BOpoBamXeHHS CHCTEMH eJeKTPOHHOTO JOKyMeHTooOiry OCHOBHI
3acagd CKIaJaHHi HOMEHKIaTypd cmpas, (¢opMyBaHHs cnpaB Ta 30epiraHHs
JIOKYMEHTIB B YCTAaHOBaxX BA3HAYAIOTHCH [HCTPYKIIEIO 3 AiNOBOACTBA B €IEKTPOHHIH

dhopmi.
Ifiero IHCTpyKIliero 3 [ITOBOACTBA BH3HAYAIOTHCH OKpeMi OCcOOIHBOCTI
cucTeMarH3alii Ta 30epiraHHs JOKYMEHTIB y nanepoBiii ¢opmi, AKi 3aCTOCOBYOThCS

y pasi HasBHOCTI MIACTaB, AKi BHU3HAOTHCH OOIPYHTOBAaHWUME ISl CTBOPEHHS
YCTAaHOBOIO JOKYMEHTIB Yy mamneposiii dopmi
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204. Homenkiatypa cmnpaB — 1ie OOOB’S3KOBHIl U1 KOXKHOI YCTAHOBH
CHCTEMAaTH30BaHHUI Mepenik Ha3B (3arojlioBKiB) cIIpaB, LI (QOPMYIOTBCS B 1I
HiNOBOJICTBI, 13 3a3HaYeHHAM CTPOKiB 30epiranus cnpas (noxatku 26 i 27).

HomenxnaTypa cnpaB npu3HadeHa I BCTAHOBIEHHS B YCTaHOBI €IMHOTO
HopsAZKy (opMyBaHHs crpaB, 3abe3medeHHs iX 0OJKY, ONEPATHBHOIO MOIIYKY
goxynaemis 3a IX 3MICTOM i BUIOM, BH3HAYEHHA CTPOKIB 30epiragHsA cmpaB i €
OCHOBOIO Ul CKJIAJIGHHS OIMCIB cIpaB nocTilHoro 30epiranus (monay 10 pokis), a
TaKoxK JUIt 061iKy crpas THMHacoBoro (7o 10 pokiB BKIToYHO) 36epiraHHs.

205. B obnacHil pepkashiit agMiHicTpauii Ta T CTPYKTYpPHHMX HiApo3minax
CKJIaIal0TECA TaKi HOMEHKJIATYPH CITpaB:

HOMEHKJIATypH  CIpaB  CTPYKTYpPHHX  HiJpPO3OUIB  amapaTy, 3BeleHa
HOMEHKJIaTypa cIpaB anapaty obJacHol AepxaBHOI agMinicTpauii (zomaTtok 26, 27);

3Be/leHa HOMEHKJIATYpa CIpaB CTPYKTYPHHX MiIpo3JiniB obnacHol AepikaBHOL
agMiHicTpaii (nogaTok 28).

Homenxiatypa cnpaB CTpyKTYpHHUX MiAPO3JiIiB amapaty objacHOl JeprKaBHOI
anMiHicTpauil po3pobnseThes He TH3HIINe 15 MTHCcTONaNa MOTOYHOTIC POKY IOCAN0BOIO
0co0010, BiANOBIAANEHOO 32 MITOBOJACTBO Y CTPYKTYPHOMY [ifpo3aiii, Ha migcTasi
JAOKYMEHTIB 3 YCIX NMHTaHb foro AUUILHOCTI i3 3aMydyeHHAM (axiBIiB, SKi NPaLOIOTh
y B,

3BefeHa HOMEHKIIATypa cIpaB amapaTy oOnmacHol Aep:aBHOI angMiHicTpanii
CKIafacTbCid YUpaBliHHAM HA OCHOBI HOMEHKNATYpH CHOpaB CTPYKTYPHHX
IiAPO3AiMNiB anapaty o61acHol AepxKaBHOI aaMiHIcTpaLii.

3BeneHi HOMEHKIATYpH CIpaB CTPYKTYPHHX MiIpo3AiUTiB obiacHO! JepikaBHOT
amMiHicTpalii CKNafaloThCA Ciyx0amMu HiMOBOJACTBA BIATIOBIAHHX CTPYKTYPHHX
THAPO3Z1IiB.

MeTonudaHa moroMora y CKIaJeHHI HOMEHKIATYPH CIpaB HAJAeThes 0co0oro,
BiJIIIOBi ATHHOIO 34 apXiB.

3BefieHi HOMEHKIATYpPH CHpPaB CXBAIOKOTHCH BINMOBIIHAMH €KCIIEPTHUMH
KOMICiIMH 3 TpOBEJeHHS eKCMEpPTH3M I[IHHOCTI JAOKYMEHTIB (fajil — excIepTHa
KOMICisl) Ta HNOro/DKyIOThCS €KCIIepTHO-IIEPEeBIpPHOI0 KoMicieo JlepiaBHOrO apxiBy
XapxiBcbkoi o0nacTi oIHMH pa3 Ha I ATh POKIB ab0 HEBIAKIAMHO ¥ pa3i 3MiHKH QOpMHI
BIIaCHOCTi, CTPYKTYypH, (yHKUili Ta Xapaktepy pofotu obnacHol jepixaBHOI
agMiHicTpamii, IIiCIA YOro 3aTBEp/DKYIOTHCS T[OJOBOIO 00JacHOl JepikaBHOL
anMinicTpamii (KepiBHMKOM CTpPYKTYpHOIO IApPO3ALTY o0nacHOi Adep:KaBHOT
agMiHicTpauii).

3BefeHa HOMEHKJIATYpPA COpaB YCTAHOBH  CKIQAAEThCS Y  YOTHPHOX
IPUMipHHKAX, HA KOKHOMY 3 SIKMX TIOBUHEH OYTH 3alOBHEHHH TpH() MOTOMKEHHS 3
HepxapHum apxiBoM Xapkiscekoi obunacri. [lepumii (HenotopraHHHil) NpUMIpHUK
3Be/leHol HOMEHKJIAaTypu cmpaB 30epiraeTbcsi B YOpaBNiHHI, JApYyTHA —
BUKOPHUCTOBYETRCS YIPaBIiHHAM K poGouuid, TpeTii — nepenaerses A0 apXiBHOIO
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HiipO3Ainy YCTaHOBH AN 3MiMCHEHHA KOHTPOMIC 3a (OPMYBaHHAM cCOpaB Y
CTPYKTYPHHX TIiApO3AiNax, uHeTBepTHH — HagcwiaeTecs H0 JlepXaBHOro apxiBy
XapkiBcbkoi obnacri.

206. CtpyxtypHi migpo3fink obiacHol mepkaBHOI amMiHicTpalil OTPUMYIOTh
BHUTSATH 3 BIONOBIAHHX PO3JINIB 3aTBEPXeHO! 3BEAEeHOI HOMEHKIATYpPH CIpaB s
BAKOPHUCTAaHHA Y poboTi. '

207. I'pacput HOMEHKIIATYpH CIIPAB 3aMOBHICIOTECA TAKUM THHOM:

y rpadi 1 npocrapiserses iHAeKe KOXHOI cripaBu. [HeKe cupaBH CTPYKTYpPHOTO
NiApO3ALTy CKIAAaeThes 3 iHAEKCY CTPYKTYPHOTO MiAPO3AIIY YCTAHOBH (38 LITATHHM
po3nucoM abo kiacudikaTopoM CTPYKTYPHHX MifpO3[LUTiB) Ta MOPSAKOBOrO HOMepa
crpaBH B Mexax miaposginy. Hampuknag: 06 — 12, ge 06 — imgekc caMmocTiitHOTO
Bigaimy, 12 — mopsiaxoBuit Homep cpasy, abo 04.1- 07, ne 04.1 — inzmekc Bigminy y
cknani ynpasnings, 07 — mopsaKosuii HOMEpP CIIPaBH;

y pa3i HasgBHOCTI Yy crmpaBi TOMIB iHIEKC CTaBUTHCA Ha KOXKHOMY TOMI,
Hanpuknag: 1. 1, T. 2;

y rpady 2 BKIIFOYAIOTECS 3aroj0BKHU CIpaB (TOMIB);

3aroJIOBOK CIIpaBH MOBHHEH YITKO y CTHUCHi# y3aransHeHilt ¢opmi Bigobpaxatu
CKJIAJ i 3MICT JOKYMEHTIB CIIpaBH;

HE A03BOJAETHCH BIKMBAHHA B 3arOJIOBKEX CIPaB HEKOHKPETHHX (HOPMYJIIOBAHE
(«pi3Hi MaTepiamu», «3arajbHe THCTYBAHHA», «BXiJHA KOPECIOHACHIIIA», «BUXiIHA
KOPECTIOHEHIIisI» TOMIO), & TAKOX BCTABHUX CHIB 1 CKIagHHX CHHTaKCHYHHX
3BOPOTIB;

mpa vac (opMyJIIOBaHHSA 3arojOBKIB CHOpaB YpPaxoBYIOTECA Taki O3HAKH
(opMyBaHHA COpaB, K HOMiHAJbHA, ABTOPCHKA, KOPECIIOHJEHTCHKA, IpPeAMETHO-
MYATaIbHA, XPOHOJIOTIYHA, reorpadiina,

IOKyMEHTH (QOPMYIOTECA Y CIIPABH Ha OCHOBI OKpeMoi 03Hak# abo CIriorydeHHs
03HAaK;

3aroJIOBOK CIIPaBH CKIAJA€ThCS 3 €JEMEHTIB, L0 PO3MINIYIOTECA Y Takiit
HOCTIAOBHOCTI: Ha3Ba BHAY CIpaBH (JIMCTYBaHHS, JKypHAN, KHHTA TOILIO) YH BUAY
JOKYMEHTIB y cmpaBi (Haka3d, OPOTOKONH, aKTH TOILO); aBTOP JOKYMEHTIB
(HaliMeHyBaHHSI YCTaHOBH, CTPYKTYpPHOrO Mifpo3Jiny); KopecmoHzeHT abo aapecar
(HaliMeHyBaHHS YCTARHOBH, JI0 KOl afpecopaHi abo BiA skoi HaAiMMIIM JOKyMEHTH),
KOPOTKHif 3MiCT JOKYMEHTIB CHpaBHU ([MUTaHHY, 3 SIKOro GOpMYETBCS CIIpaBa); Ha3Ba
perioHy (TepuTOpii), 3 AKOIO IIOB’S3aHUH 3MICT AOKYMEHTa; mara (mepion), xo sikol
HaNeKaTs JOKYMEHTH CIIpaBH; BKa3iBKU Ha HASBHICTh KOIH JOKYMEHTIB y crpasi (y
pasi moTpebn);

Yy 3arojioBkax o0co0oBHX (IepCcOHaNBHMX) Ta IHIIMX CHOpaB, IO MICTATh
JOKYMEHTH 3 OJHOTO MHTAHHS, ITOB’SA3aHi ITOCHIIOBHICTIO BEHEHHA MPOLEAYD
OiJIOBOJICTBa, BXHBAETBCS TepPMIH «cmpaBa», Hanpuknam «0OcoboBa crpaBa»,
«[lepcoHansHa cripaBa»;
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y 3arolloBKax CIpaB, 0 MICTATH JOKYMEHTH 3 OJHOTO ITUTAHHSA, He IOB’s3aHi
HOCIIAOBHICTIO BeeHH: NPOILERyp ALIOBOACTEA, BIKUBAETHC TEPMIH «JOKYMEHTH»,
a TicAA HBOTO B JYKKAaX 3a3HAYAIOTLCA OCHOBHI BMIM JIOKYMEHTIB CIIPaBH,
Hanpuknag: «JlokyMeHTH (I1asdu, aHKeTH, JOBIAKH) PO HNpOBENEHHs OISRy CTaHy
AiIOBOZCTBA Ta apXiBHOI CHpPaBH y BHIHAX HABYAJIBHUX 3aKIadax»,

TEPMiH «JIOKYMEHTH» BIKHBA€THCS TaKO)K Y 3aroJioBKax CIpaB, L0 MICTITEH
OOKyMEHTH-AOOATKH J0 OyAb-IKOro HOpMaTHBHO-IIPABOBOIO axTa abo po3nmopsaioro
NOKYMEHTa YCTaHOBH;

Y 3aroJOBKax CIpaB, NPU3HAYCHUX ISl IPYIYBaHHA JOKYMEHTIB ONHOI'O BHIY,
3a3HAYAE€THCS BHJ [NOKYMEHTa Y MHOXHHI T4 aBTOp JOKYMEHTIB, HAMPHUKAAL:
«IIpoToxomu 3acifans konerii obnacHoi JepxaBHOT afMiHiCTpalii»;

y 3aroJoBKax cIpaB, IO MICTSATh JHCTYBaHHS, 3a3HAYAIOTHCH KOPECHOHJAEHT i
KOPOTKHH 3MICT HOKYMEHTIB, Hanpukian: «Jluctysanns 3 MinmicrepcTBoM diHaHCiB
PO 3aTBEP/PKEHHA 1 3MiHY IITATHOTO PO3IHCY»;

y 3arofoBKax CHopaB, IM0 MICTATh JHCTYBaHHA 3 KOPeCIOHISHTAMH,
OJTHOPIZTHUMH 33 XapaKTEpOM [isIBHOCTI, TaKi KOPECIIOHAEHTH He IepepaxoBYIOThCH,
a 3a3HayaeThCs IX Yys3aranbHeHe HaliMeHyBaHHS, HanpHknax «JIucryBaHHA 3
OpraHaMH{ MiCI{EBOI'0 CaMOBPSYBaHHS 3 MUTAHb 3a0e3MeYeHHs COLiaIBHOTO 3aXUCTY
HaceICHHM»;

y 3aroloBKax CIpaB, IO MICTATH NHCTYBaHHS 3 Pi3HHMH KOpPECHOHIEHTAMH,
Taxi KOpeClOHAEHTH He 3a3HAYarOThCH, HANPUKIAA: «JIMCTYBaHHS Mpo opraHizauio
ceMiHapy 3 NiABUILEHHS KBanidikauil npaliBHUKIB KaApoBUX CiyxG»;

y 3arojloBKax CIpas, IO MICTATh IJIAHOBO-3BITHY JIOKyMEHTAITIO, 3a3HAYAETHCS
nepiox (Micaub, KBapTad, IiBpiuust, pik), B SAKOMY TUIAHYETHCS CTBOpPEHHS
JIOKYMEHTIB, abo nepioj iX GpakTHYHOro BUKOHAHHS, HAIIPUKIA;

1. ITnan ocHOBHMX OpraHizanifHuX 3axoxiB ycraroBH Ha 2012 pik.
2. 3BiT npo BUKOpHCcTaHHA OI0DKEeTHUX KOIUTIB yeTaHoBoio 3a 2011 pik.;

SIKIO CIIpaBa CKJIAJA€ThCA 3 KIUIBKOX TOMIB, (OPMYINIOEThCA 3arambHUi
3aroJIOBOK CIIPABH 13 3a3Ha4YEHHAM HOMEpA TOMY;

IiJi 4Yac po3MileHHd 3aroloBKiB CIOpaB y HOMEHKIATYpPi BpaXOBYEThCS
BRK/IMBICTh [OKYMEHTIB, BKIIOYEHHX /0 CIpaBH, 1X B3AEMO3B’S30K Ta CTPOKH
30epiranns. Ha movaTky po3MIIIYIOTBCS 3arOJIOBKH CHpaB IIOJ0 AOKYMEHTIB, fKi
HAmIHIIM Bifl OpPraHiB BULIOTO PiBHSA, Jalli — MO0 OpraHizalliiHO-po3mopaxdor
AOKyMEHTalii, MIaHOBO-3BITHOI AOKyMEHTalli, JUCTYBaHHA, OOJiKOBO-IOBIAKOBHX
BH/IB JIOKYMEHTIR;

rpada 3 HOMEeHKIIaTypH 3alIOBHIOETECS HAIPHKIHI KaleHAapHOTO POKY;

y rpadi 4 HOMEHKIATypu 3a3HavalOThCA CTPOKHM 30epiraHHs CIpaB, HOMEpH
CTaTel 3a repesiiKoM JOKYMEHTIB i3 CTpOKaMH 30epiraHHs;
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y rpadi 5 pobnAThcs 03HAYKY IO MepexifHi Crpasu; mpo GopMy CTBOPEHHS
IOKyMEHTiB crnpaBH (eneKTpOHHA, IanepoBa, 3MillaHa); Mpo MOocafoBHX ocib,
BIMOBiAANBHEX 32 (OPMYBaHHA CHpaB;, NpPo MepeAadyy CopaB Jo apXiBHOIO
MiZPO3ALTY YCTAHOBH YHM iHIIMX YCTAHOB IJIA TX IPOAOBIKEHHS TOLIO.

PopmyBaHHA cnipaB

208. QopMyBaHHs cOpaB — Ie I'PYNyBaHHS BHKOHAHHMX JOKYMEHTIB y CIIpaBH
BiZITOBITHO 70 HOMEHKJIATYPH CIIPaB.

209.ITix uyac ¢opMyBaHHS CHpas He IOIIYCKAETHCS BKJIIOYEHHS [0 CIpaB
YHOPHOBUX, OCOOHCTUX [JOKYMEHTIB, PO3MHOXEHHX KOMiH Ta JOKyMEHTIB, IO
HiJJIATAIOTs IoBepHeHHIO. JlokyMeHTH mnocTiitHoro i TUM4YacoBoro 30epiraHss
IPYIYIOTECH ¥ CIIpaBH okpeMo. 3a obcsiroM cripasa y naneposiit ¢opmi He TOBHHHA
niepesrinyBatd 250 cropinok (30 — 40 miniMeTpiB 3aBTOBIIKH)

210. HoxymeHTH TPYILyIOTBCA Y CIIpaBH B XPOHOJIOTIYHOMY Ta/af0 noridHoMy
ITOPAAKY.

211. IlonoxenHs, npaBuia, IHCTPYKIIl TOIIO, 3aTBEPMKEHI PO3MOPSIINMH
IOKYMEHTaMH, TPYIIYIOTECS Pa3oM i3 3a3HaYeHUMH JOKYMEHTAMH,

212. Po3nopsmkerts  (Hakasd) 3 OHTaHb OCHOBHOI  AISAIBHOCTI, 3
afiMiHiCTPaTHBHO-TOCIIOJapChKHX IHMTAHb, 3 KaAPOBHX MHTaHb (0coboBOro cxmamy),
IIp0 HaJaHHA BIAIYCTOK, NP0 BiOpAIKEHHS I'PYNYIOThCS y pi3Hi cipaBu. Hakasu 3
KaJpOBHX MHTaHb (0COGOBOro CKIIamy) TPYIYIOTECA BIiANOBIAHO Mo X BHAIB Ta
CTpOKiB 30epiraHHs.

213. JloxyMeHTH 3aciiaHb KOJeriansHIX OpPraHiB rPyMyIOTHCH Y ABI CIpaBu:
MIPOTOKOMH 1 AOKYMEHTH 10 HHX (ZOMOBi/i, JOBIAKH, IPOEKTH PillleHb TOINO);

JIOKYMEHTH 3 OpraHizamii 3acifanb (IOpsSZOK ASHHHII, MakeT pO3MIITleHH,
CIIMCOK 3aMpOoIlIeHHX TOMHIO).

214. IlpoTokony 3aciiaHb KONeriaJbHUX OpraHiB TI'PYMNYIOTHCH Y CIpPaBH B
XPOHOJNOTIYHOMY MOPAAKY 1 32 HoMepaMd. J{OKyMeHTH A0 3acifiaHb 3a3HAueHHX
OpraHiB CHCTEMAaTH3YIOTECS 3a JaTaMH T2 HOMEpPaMH NPOTOKOIIB, a B MeXKaX rpynu
JNOKYMEHTIB, 1IJ0 CTOCYIOTHCA OAHOIO MPOTOKOIY, — 3a MOPSIKOM JSHHUM 3aCiHaHHs.

215. JopyvyeHHs. YCTaHOB BHIIOFO PIiBHA 1 JOKYMEHTH, NOB's3aHi 3 IX
BUKOHAHHAM, TPYIyIOTBCA y CIpPaBH 3a HanpsMaMH AUUTBHOCTI yCTaHOBH abo 3a
aBTOpaMH IHII[IaTUBHUX [OKyMEHTiB. Y CIpaBi JOKYMEHTH CHCTEMATH3YIOTBCH 3a
JlaTaM¥ JIOPYUEHb.

216. 3aTBep/KeH] TUIaHH, 3BiTH, KOIITOPHCH TPYTIYIOTBCA ¥ CIIPaBH OKPEMO Bif
IPOEKTIB IIUX JOKYMEHTIB.

217. JlucTtyBanHs IPyIMYETHCA 3a 3MICTOM Ta KOPECHOHAEHTCHKOIO O3HAKOH i
CUCTEMATH3YETHCH B XPOHONOTIYHOMY MOPAAKY: HOKYMEHT-BIANOBIAL PO3MIlIYETHCS
3a JIOKyMEHTOM-3aIIHTOM.
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218.OcoboBi copaBH AepxaBHHX CIYXKOOBLIB (OPMYIOTBECA Yy TOPAOKY,
Bu3HaveHomy HAJIC,

219. PospaxyHxoBo-mnaTikal  BigoMocTi (0co0OBi  paxyHKH) NpamiBHHKIB
YCTAHOBH CHCTEMaTH3YIOTBCS B MeXaX POKY 3a Mpi3BHmamMH B anpaBiTHOMY
IOpARKY, a BIJOMOCTI IIOZI0 BHIUIATH TIpolueil (BIZOMOCTI IIOAO HapaxXyBaHHS
3apo0iTHOI IUIaTH) TOBHHHI OyTH chopMOBaHi MOMICALS 3a KaJIeHAAPHUIH PiK.

220. MeToau4yHe KEpiBHMITBC 1 KOHTPONG 3a (JOPMYBAHHAM CHpAaB B YCTAHOBI
Ta T CTPYKTYPHUX IIIpo3JiNax 3mifCHIOETECS CITYy)KOOI0 AiIOBOACTBA TA ApXiBHHM
MZPO3JAI0OM YCTAHOBH.

30epiranns JoxkymenTiB

221. JloxyMeHTH 3 Yacy CTBOpeHHA (HaJXO/DKeHH:) i A0 rnepepadi 10 apXiBHOTO
migpo3ainy ycraHoBd 30epiraioThes 3a Micuem ix ¢QopmysanHs. HopmarusHo-
IpaBoBi axkTH 30epiraloTheA 3a MicmeM iX BHAAHHA, a AOKYMEHTH WIOHO iX
po3pobeHHs, IIOTOKEHHS TOIIO — 32 MICIIEM CTBOPEHHS.

222. 30epiraHHst QOKyMeHTIB 1 cnpaB 3abesmedye Ymuparmiaas abo cimyx6a
IiIOBOJCTBA CTPYKTYPHOIO MiPO3ALTY 00NacHoi JeprkaBHOl agMiHicTparii.

223, CripaBu  30epiraroTeess vy CHEI[iaiibHIM KIMHATI Y BepTHKAIEHOMY
HOJIOKEHH] B madax, Mo 3aKpuBarOTECA. [N HiABHIUEHHS ONEpaTHBHOCTI ITOMIYKY
AOKYMEHTIB CIIpaBH pO3MIIIYIOTECA BiIMOBIMHO A0 HOMEHKIATYpH chpaB. Ha
KOpIHLSX OOKNaAHHOK CIIPaB 3a3HAYAIOTHCSA IHAGKCH 38 HOMEHKIIATYDOIO.

224, QonorpaMH 3acifiaHk KOJETianbHOro oprany 30epiraioTecs y Horo
cekperaps. Ha wHocii ¢onorpamu (ii ynakoBii) poOuThCcsS BifMiTKa IIpo gary
3acilanHf 1 yac 3amucy. Cekperap KOJeriagsHOrO Oprady BifmoBimae 3a ix
30epiraHns.

225. Bupaua cnpas, CKIaieHHX 3 AOKYMEHTIB y Haneposiil gopmi, y THMIAcOBE
KOPUCTYBAHHA MpaniBHUKAM YCTAHOBH 3/iHCHIOETBCE 3 J03BONY KepiBHUKa
CTPYKTYPHOI'O Iipo3AiTy, B AKOMY 0yno ¢hopMOBaHO clipaBy, iHIIMM YCTAHOBAM —
3 IHCBMOBOIO JO03BOJIy KEpiBHMKA YCTaHOBH. Ha BHIaHy cIpaBy CKIaJacThCS
KapTKa-3aMiHHUK. Y KapTIi 3a3HAYal0ThCs iHAEKC CIpPaBH, 3arOJOBOK CIIPaBH, AaTa il
BHa4i, ocoba, sKiH crpaBy BHAAHO, [aTa Ii MOBEPHEHHS, MIANKCH 0Cib, sIKI BHIAIH
Ta IPHHHAIN COPaBy.

226. Hanauna cnpaB y THMYacoBe KOPHUCTYBaHHS 3/1HCHIOETHCS He OLIBII K Ha
OJHH MICALS.

227. Buny4ueHHs] ZOKYMEHTIB i3 CIIpaBH MocTiifHoro 30epiranHs 3a00pOHAETHCA.
Y BHHATKOBMX BHIIAAKAaX BIIYYEHHS JOKYMEHTIB JOITyCKAa€ThCA 3 JO3BOINY
KEPIBHMKA YCTAHOBH 3 00OB’SI3KOBUM 3AMHINCHHAM Y CTIPaBi 3aCBi{4eHHX HAJIEKHHM
YHHOM KO,
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V. llopaok niAr0TOBKH CIIPaB A0 mepeaayi Ajis apxiBHoro 36epiranns
Excneprnsa niHHocTi JoKyMeHTIB

228.Y pasi BOpOBaDKEHHS CHCTEMH EJEKTPOHHOrO JNOKYMEHTOOOIry OCHOBHI
3acaly IPOBEJCHHA €KCIEPTH3H IIHHOCTI, CKJIAaAEHHS ONMCIB Ccrpas, ohopMIIEHHS
CIpaB Ta Iepefadl CIOpaB J0 apXiBHOIO MiIPO3AUTY YCTAHOBH BH3HAYAIOTHCS
IHCTpYyKIUEIO 3 JiIOBOACTRA B €NIEKTPOHHIH (opmi.

[Mieto IncTpykuiero 3 [iIOBOACTBA BH3HAYAIOTECA {)erMi oco0yuBOCTI
IiArOTOBKH crpas, c()OPMOBaHMX Yy IANEpPORii q)opm J0 Tepenavi s apxiBHOTO
306epiranHsa, sKi 3acTOCOBYIOTBCA 3a HasIBHOCTI IIACTAB, SKi BH3HAKIOTHCH
00IPYHTOBAaHHMH JUISI CTBOPEHHS YCTAHOBOKO JJOKYMEHTIB y Haneposii Gopmi.

229. TlpoBeneHHs €KCIEPTH3H LIHHOCTI JOKYMEHTIR TOIrae y ix Bcebiunomy
BHBUYEHHI 3 METOX0 BHeceHHs Jio HanionansHoro apxisnoro ¢oH;y a60o BHIyYEHHS 3
HBEOTO Ta BCTAaHOBIEHHsS CTPOKIB 30epiraHHs AOKYMEHTIB, IIO He IIiJJSATaloTh
BHECEHHIO 10 HanioHansHOro apxiBHoro (oHLIy.

230. [z opranizanii Ta TpOBENEHHA CKCIEPTU3H IIIHHOCTI HOKYMEHTIB B
amapaTi Ta CTPYKTYPHHX HiJpo3finax obmacuoi jepxaBHOi aamimicTparii
YTBOPIOIOTECS MOCTIMHO A0l eKCIePTHI KOMICii.

231. ExciepTH3a IIHHOCTI JOKYMEHTIB HPOBOJHTHCA IIOPOKY B CIPYKTYpPHHX
nifpo3jinax ycraHoBH OesmocepefHb0 ocobamH, BiNIOBIIANBHHME 3a OpraHizanito
A1JIOBOICTBA B IMUX MIAPO3/iNax, pa3oM 3 €KCIEPTHOK KOMICIEIO IiZ METOXHYHNM
KEPIBHHIITBOM CIIyOH JILIOBOACTEA Ta apXiBHOrO ITiAPO3AiNY YCTAHOBH.

232. BunyyeHHss JOKYMEHTIB I 3HHIIEHHS Oe3 NpOBEACHHS MNOMepeIHBOT
EKCIIEPTH3H X I{IHHOCTI 3a00POHAETRCS.

233. Bigbip aoxyMmeHTiB moOCTiiiHOro 30epiraHHs 3ZilfcHIOETBCA HA INiCTaBi
THIIOBUX Ta BiIOMYMX (rayy3¢BHX) NEpENiKiB JOKYMEHTIB i3 CTpoxaMu 30epiranHs,
HOMEHKIATYPH CIIPaB YCTAaHOBH NUIAXOM TNEPErIsNy KOXKHOTO apKylla CIPABH.
Hlopy4deHHs OpraHiB BIaiy BUIIOIO piBHA, IO HAmIHMIUIM A0 YCTAHOBH Y BHIJLAL
nanepopoi komii, He MOXyThb OyTm BimiOpani SK JOKYMEHTH NOCTIHHOTO HH
TpuBajoro (rmoHax 10 pokis) 30epiranss.

234.3a pesynpraTaMH €KCIEPTH3H IIHHOCTI JOKYMEHTIB B YCTAaHOBI
CKJIaJA€cThC akKT IPO BHIYYCHHS ST 3HHINGHHSA NOKYMEHTIB, HE BHECEHHX [0
Harionanssore apxisHoro dhouay (mogarox 29).

235. 3BeneHi onMcH cnpas nocTifHoro, Tpueanoro (roxax 10 pokis) 36epiranns
Ta 3 KaJpOBHX MHTaHb (0cOoOOBOro ckiamy) Ta akT MPO BHIYHEHHS JJIS 3HUIICHHS
JAOKYMEHTIB, HE BiIHECeHHX A0 HanioHamsHOTO apXiBHOTO (OHAY, PO3IIISLUAIOTHCA
EKCIIEPTHOK KOMICI€I0 YCTaHOBH onHo4acHO. Ilicis 3aTBepKeHHS akTa yCTaHOBa
Mae IIpaBo 3HUIMTH BU3HAYECH] HUM JOKYMCHTH.

236. AKT mp0o BHJIYYEHHS JUIA 3HMUINCHHS AOKYMCHTIB, CKJIAJACTHCH INOIO
JAOKYMEHTiB, He BHeceHuX no HaniowamsHoro apxiBHOTO (HOHAY, Ha yci CIOpaBH
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ycranoBe, HaiiMeHyBaHHS CTpYKTYPHOTO HiApO3Ziny 3a3HAYalOThCA IEPE] IPYIIO
3aI'0JI0BKiB CIIPaB LBOrO MiApO3iLy.

Cxaagenns onuciB cnpas

237. Onuc copas — apxiBHH JOBITHUK, IpH3HAYEHHH [ OOMIKY Ta PO3KPUTTS
SMICTY OJMHHMIL 30epiraHss, OAHHMIL OOIKY, 3akpiluieHHEs iX cucTeMaTH3auii y
MeKax apxiBHoro QoHAY.

238. Onucy crpaB yKIagaloThCs OKPEMO Ha CIIPaBHM MOCTIHHOTO T4 TPHBAJIOTO
(monap 10 poxis) 30epiranna Ta 3 KagpoBux mmTass (ocoGosoro cknany). Ha copasu
TEMYacoBOro (10 10 poxiB) 36epiranHs OnKCH He CKAaAAOTECA. Y pasi mikBigamii un
peopranisanii yCTaHOBH TaKi OITHCH CKIAHAIOTHCA 0008’ 43K0BO.

239, Ornucu cOpaB yCTAHOBH CKIAJAIOTHCH MOPOKY 338 BCTAHOBACHOIO (OPMOIO
(monarox 30, 31).

240. Homep ommcy cmpaB CTPYKTYPHOTO HigpO3AUTY YCTAHOBH TIOBHHEH
CKIAfaTHCA 3 I1HAEKCY CTPYKTYPHOI'C Mifpo3nily 3a HOMEHKIATYypOI CIpaB 3
JOJABAHHAM IIOYATKOBOI JITEPH Ha3BY KAaTeropii JOKYMEHTIB, IO BKNIOYAIOTECS N0
OITHCY, Ta YOTHPLOX LU(P POKY, B SKOMY PO3IMOYATO CIPABH, BKIIOUCHI JO OIHCY.
Hanpuknaz, olHCH cnpas nocTifiHoro, TpuBanoro (moHax 10 pokis) 3Gepiranus Ta 3
KaapoBHX NuTaHbk (0co0OBOro CKJIamy) CTPYKTYPHOTO IMMiApo3xiay 3 iHx. 5, mo
posnodaTti y 2011 poni, matumyTts Homepu: 5 I1—2011; 5 T-2011; 5 OC - 2011.

241, Ilix yac cKiaaHHsA OMMCIB CIPaB CIIiJ JOTPHMYBATHCS TAKHX BHMOT

KOKHa CIIpaBa BHOCHTBCSH [0 ONMCY IIiJ CAMOCTIMHHMM MOPSZKOBHM HOMEPOM
(AKImo crpaBa Ma€ KiIbKa TOMiIB ab0 4acTHH, KOXKHHI TOM BHOCHTBCS [0 ONHUCY HiX
OKPEMHM HOMEPOM);

rpadpu omucy oQOpPMIIIOTECS BIAHOBIAHO OO BIiZOMOCTEH, 3a3HAYEHHMX Ha
oOKJIagUHII CIIpaBy;

y pasi BHECEHHS J0 OIICY KUIBKOX CIIpaB MiApAA 3 OAHAKOBHM 3aroJIOBKOM
3a3HA9A€THCA IIOBHICTIO JIHOIE 3aTOJIOBOK Iepinoi CIpaBH, a BCi iHmI OXHOpIiAHI
CIIPaBH MO3HAYAOTHCA CJIOBAMH «TE camey», IPH LbOMY iHII BiOMOCTI [P0 CIIPaBH
BHOCATBCH JAO OIMCY IIOBHICTIO (Ha KOXXHiM HOBiii CTOpIHII OINCY 3aroloBOK
B1ATBOPIOETECS MMOBHICTIO);

rpata omucy «IIpuMmiTka» BHKOPHCTOBYETECS JUIS BIAMITOK IpO 0COOIMBOCTI
(i3U4HOro CTaHy CmIpaB, IPO Iepenady COpaB iHIUMM CTPYKTYPHHM IAPO3IiIaM
ycTaHoBH a6o0 IHIMIH yCTaHOBI, PO HAasBHICTH KOIMiH JOKYMEHTIB y CIIpaBi,

242, Onvcu cnpaB BEAYThCS IPOTATOM KiTBKOX POKIB 3 BUKOPHUCTAHHSM €IUHOI
Hackpi3Hoi HyMeparii. CripaBH KOXKHOTO POKY CTAHOBIIATE PIi4HHE PO3ALI OIHKCY.
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243. Y xiHmi omucy poOHTHCH IMIACYMKOBMM 3aIMC i3 3a3HAYEHHAM KUIBKOCTI
(mudpaMu 1 cCIOBaMH) chpaB, MmO OONKOBYIOTBCS 32 OIHCOM, a4 TaKOX
06YMOBIIOIOTECH OCOONMBOCTI HyMepanii cmpas B omuci (JiTepHI Ta MpoONyIICHI
HOMEPH CIIPaB).

244.V piuHHil PoO3AiN OHHCY CIPAB BHOCATHCS TAKOXK CIPABH, HE 3aBepLieHi
IPOTATOM KaJICHIAPHOro poKy. Y TaKUX BHOAAKaX Yy KiHII PiYHHX PO3HiNiB OmHCY
KOXHOT'O HACTYIIHOIO DOKY, IIPOTATOM $IKOI'O CIpPaBH MpPOJOBXKYBAIHCH Y
A1MOBOACTBI, 3a3HadacTheiA: «J{OKYMEHTH 3 LBOr0 MHTAHHS IWB. TAKOX Y PO3Aiii
3a pix, Ne ».

245. Omuc cnpaB, CKIAJEHHX Yy Haneposiii ¢opmi, CKIagaeTecs y JOBOX
IpUMIDHHKAX, OAWH 3 SKHX Iepelaersci pa3oM i3 cOpaBaMM [0 apXiBHOTO
Higpo3niTy YnpaBiliHH#A, a iHIIMI 3aMMMIAETBCA SK KOHTPOJBHUHA IPHMIPHHK Y
ciryk61 IioBoACTBa CTPYKTYPHOIO MiApO3aAiTy 001acHoi JAepsxaBHOi aaminicTpartii.

246. Ha ocHOBi OIIHCIB CIIPaB CTPYKTYpHHUX HIiAPO3JiNB apXiB yCTAHOBH rOTYE
3BEIEH] ONMHMCH cHpaB mocrifiHoro Ta Tpusamoro (moHax 10 pokie) 30epiramms, 3
KaJpOBHX IIUTaHb (0COOOBOTO CKIIALY).

247. 3efenuii omuc cnpap nocriifHoro 36epiraHHd yCTaHOBH CKIBJAETHCHA Y
JOTHPROX MPUMipHHKax, TpuBamoro (moHam 10 pokiB) 3bepiraHHs — y ABOX
NpUMiIpHHKaX, 3 KaIpOBHX IHTaHb (0COGOBOTO CKIAAy) — V TPBOX NPHMIpPHHKAX.
Oaun NpHMIPHEK 3aTBEPAKEHOTO ONMCY IoNaersca no Jlep:KaBHOrO apxiBy
XapxkiBcbkoi obmacTi.

248. YcranoBu 3000B’A3aHi ONMCYBaTH AOKYMEHTH IOCTIHHOrO Ta TpUBaioOro
(monax 10 pokiB) 30epiranHs, 3 KaApOBHX NHTaHb (0COOOBOTO CKIaay) He Mi3Hime
HDX depe3 JIBa POKH Iicis 3aBepIllieHHs CIIpaB y JiMOBOJCTBI, a TAKOX NEpeNaBaTH
JOKyMEHTH IIOCTiHHOrO 30epiraHHs BiAMOBIAHO A0 3aTBEPIIKEHHMX OIIMCIB CHpaB A0
JepxaBHOro apXiBy XapKiBCbKOi 061acTi B yCT@HOBJIEHI 3aKOHOAABCTBOM CTPOKH.

Odopmienns cnpas

249. OpopmieHrsn cmpaBd noctidHOro 1 TpuBasoro (monax 10 pokis)
30epiranHs nepenbavdae HyMepaniic CTOPIHOK y CTpaBi, CKIaIeHHs y pasi norpebu
BHYTPIIIHBOTO OIHMCY MOKYMEHTIB CIIpaBH, HAsBHICTh 3aCBiYyBAILHOTO HAIMHCy
CIIPaBH IIpO KUIBKICTH CTOPIHOK 1 ITpo ocobnuBocTi hisn4HOro cTany Ta hopMyBaHHS
CIIpaBH, IAMKBaHHA abo onpasieHHs crpaBy, ohopMIeHHA OOKIaJUHKH CTIPaBH.

250. loxymeHTH THM4acosoro 30epiraHHs, c¢opMOBaHI Yy CIpaBH, HE
IAMHBAIOTECA, APKyNli HE HYMEpPYIOTBbCHA, YTOUHEHHS EIeMEHTIB OQOpMIIEHHA
o0KIaMHKH HE TPOBOAHTHECA, 3@ BHHATKOM IEpBHHHOI  Oyxranrepchkoi
AOKYMEHTAI].

251. Ilicna 3akiH4eHHS AUTOBOJHOTO POKY O HAITHCIE HAa OOKJIAWHKAX CIpaB

IOCTIHHOTO 1 TPUBAIOTO 30epiraHHs BHOCATHCS HEOOXiIHI YTOUHEHHS, IIEPEBIPAETHCA
BLAMOBIAHICTh 3arojIOBKIB CHpaB Ha OOKNAMUHII 3MICTY MOIIATHX JIOKYMEHTIB, -
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BHOCATRCA Yy pasi mnoTpebM [0 3arojioBKa CHpaBW JOAATKOBI  BigomocTi
(IPOCTaBIAIOTECA HOMEPH HakasiB, NPOTOKONIB, 3a3HAYAIOTECH BHAH 1 GOpMH
3BiTHOCTI TOHIO).

252. lata Ha OOKIaiMHIN CIpaBd HOBHHHA BiJUOBIZaTH POKY MOYATKY i
3aKIHYEHHs CIpPaBH; y CIpaBi, [0 Mac JOKYMEHTH 3a OiMbll paHHi poKM, Hix piK
YTBODEHHS CIIPaBH, IMiX AATOIO POOUTHCS HAIKC: «€ JOKYMEHTH 34 ... POKHD.

253.Ha ofOxnaguekax cnopas, MO0 CKIAAIOTECS 3 KiNBKOX  TOMIB,
IIPOCTABIIIIOTHCSA JATH IEPHIOTO i OCTAHHBOIO JOKYMEHTIB KOXKHOTO TOMY (9aCTHHH).
V pasi 3a3HavCHHA TOYHOI KaJICHJApHOI JaTH MPOCTABIAETHCA YHMCIIO, MICAUb i pik.
Yucno 1 pik O3HAYAKTHCS apabCEKUMH IhPaMHE, MiCSIbL MHIIETECA CIOBOM.

254, Ha oOxnazmHLI CIpaBH [IPOCTABJAETHCH HOMED CHOpaBH 32 3BEIEHHM
OIIMCOM 1 3a IIOTODKEHHAM 3 apXiBHHM IIJpPO3Zi/IOM YCTAHOBH — HOMEp Omucy i
(ouzy.

255.Y pa3i 3MiHH HaliMeHyBaHHA YCTaHOBH (ii CTPYKTYpHOrO MiApO3ALIY)
NPOTATrOM Iepiofdy, AKHil OXOILIIIOTH AOKYMEHTH CIpasH, abo nix wac mepemaui
CIpaBH [0 iHINOT yCTAHOBH (CTPYKTYPHOTO INApO3NiNly) Ha oGKIAfMHI cHpasu
3a3HaYacThCAd HOBE HalIMEHYBAaHHS YCTAHOBM (CTPYKTYPHOrO Mifpo3Adiny), a
nonepeaHe OepeTbes B AYKKH.

256. Harmmcn Ha oOKIaguHKax CIpaB MOCTIHHOTO Ta ‘TpHBAnoro (moHazx
10 poxkiB) 36epiraHHs pobnATbCA JITKO HOPHHM CBITIOCTIMKHM 4YOpHMIOM a0
nacTor. 3a00pPOHAETECS HAKJICIOBAHHA TUTYIBHOTO apKyIia Ha 00KIIa{HHKY CIIPABH.

Ilepexaua cnpas, cKIageHHX y Naneposiii ¢opmi, 1o apxiBy ycraHoBu

257. CnpaBu mocriifroro Ta TpuBanoro (monay 10 pokis) 30epiranns, 3
KaapoBUX NUTaHb (0co60BOro CKIady) Yepes ABa POKY ITiCIIs 3aBEPIICHHS 1X BeIEHHS
NepeNarThCs 0 apXIBHOTO MiApO3NLTy YCTAHOBM B YIOPSAKOBAHOMY CTaHi i
IOZaNbIIOro 30epiraHHs Ta KOPUCTYBAHHS.

258. Ilepenaya crmpaB JO apXiBHOTO IAPO3AINY YCTAHOBH 3AIHCHIOETHCA 34
rpadikom, 3aTBEPKEHIM KEPIBHMKOM YCTaHOBH.

239. 3a nucHLMOBHM 3BEpHEHHSM CTPYKTYPHOTO IiAPO3AiLy apXiBHMIH Migpo3aia
Yrpagninaa odopMisie BUaady cOpaB, CKIAJEeHHX Y Maneposiit GopMi, Ha CTPOK mo
TPHOX MICSLIB.

260. ITpuiiManHsa-niepeada KOXKHOI CHpaBH  3JIHCHIOETBCS — MPAIliBHHKOM
apX1BHOTO MiZIPO3/iJly YCTAHOBH Y IIPHCYTHOCTI IIPAI[iBHAKA YCTAHOBH, SIKUH IEpelae
YIIOPSAKOBaHI Ta OQOPMIICHI CIIpaBH.

261. Cnpasu moctiiiHoro Ta TpuBatoro (monax 10 poxie) 30epiramus
NepesaThes O ApXiBHOIO miApo3Ainy YIIpaBliHHA 3a OMHCAMHU.

Y KiHIl KOXHOIO IIPHMIpHHKAZ OMNMCY IPAaliBHUK apXiBHOTO IiApO3/imy
YrpaBniHHEA PO3NHUCYETHCA Y MPUIHATTI crpas i mpocTtasisie aary. OAuH OPUMIPHHK



58

OIHCY TOBEPTAETHCA MO CIPYKTYPHOIO IZPO3JALTY, BCL IHIN 3aMMIIAIOTLCH B
apXiBHOMY IiApo3Aini YnpapiiHas,

, CripaBy, mo HepefarOTseA AC apXiBHOTO IHAPO3ALNY YCTaHOBM, HOBHHHI GyTH
3B’s3aH1 HAIE)KHUM YHHOM.

YcranoBu 3060B’sa3aHi 3abesneunt 36epiranns apxmrmx J.xoxymezrrm Ta
nepeaasy JIOKYMEHTIB, IO HaJIEXKATh N0 Hamonanmoro apXxiBHOIO q)OH,uy, T
3aKIHYEHHA BCTAHOBIEHMX TIPaHHYHHX CTPOKiB iX 30epiranss B apxiBHOMY
Nigpo3fdisi  ycTaHOBM Mg HOCTiHHOro 36epiranmst mo JlepyxasHoro apxisy
XapkiBcbkoi obnacTi.
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Honmarox 1
Io IHctpywiii
(mryHKkr 8)

3ATAJIBHI ITIPABHAJIA
oopmiieHHH JOKYMEHTIB

1. Ins odopMneHHsS TEKCTIB CIyxKOOBHX [HOKYMEHTIB BHKOPHCTOBYETHCS
rapHiTypa Times New Roman, mpudrt posmipom 12 — 14 npykapchbKux IyHKTiB
a6o 8 — 12 ppykapchkMX MYHKTIB AN JpYKyBaHHS pekBisuty «lIpizBuiue
BHKOHABIA i HOMep ioro TenedoOHy», BHHOCOK, MOSCHIOBAIBHMX HAMHUCIB 0
OKPEMHX €JIEMEHTIB TEKCTY IOKYMeHTa a00 HOoro pexBi3uTiB.

2. TTpu odopMIieHHi 3aCTOCOBYETHCS HPUDT:
HAIBXHPHUH IIPHQT BENUKUMHE JIiTepaMK — [UTsl HA3BH BUAY JOKYMEHTa;

HATHBKHUPHHK (nipsiMuii a0 KypCHB) — AJS 3arojioBKiB Ta KOPOTKOTO 3MICTY
DOKyMEHTA.

3. I'lpu odopMiIeHH] TEKCTIB MIXKPAAKOBHI iHTEPBaIT TOBUHEH CTARHOBUTH:

1 — mist cKaoBUX TEKCTY HOKYMEHTa, peKkBi3HUTY «JloaTok» Ta TMOCHIaHHS
HAa JOKYMEHT, IO CTaB [MiJCTABOI JUIs MiATOTOBKH (BHIAQHHSA) I[IOTOYHOTO
NOKYMEHTa,

1,5 — pmas cKIagoBHX YacTHH peKBI3UTIB  «Azjpecar» Ta «Ipug
3aTBEPKEHH»;

1,5 - 3 — pns BimOKpeMJIEHHS PeKBi3HTIB JOKYMEHTA OQHH BiJl OAHOIO.

4, BnacHe iM’s 1 mpisBuIle B pekBi3uTi «llixmue» po3MinryeThcs Ha piBHI
OCTAHHLOTO PAJIKa HA3BH IOCAJIH.

5. MakcuMmansHa JIOBXKHHA pAAka 0araTopsakoBHX PeKBI3UTIB  (KpiM
PEKBI3UTY TEKCTY) — 73 MUTiMeTpH (28 ApyKOBaHMX 3HAKIB).

6. SAxmo KOpOTKHil 3MicT o TekcTy mepeBuniye 150 3HakiB (’ATh PAAKIB),
Horo M03BOIAETLCA IPOAOBKYBATH A0 Meki mpasoro mnojst. Kparnka B KiHO
3aroJIOBKa HE CTABATECH.

7. IIpu odopMIeHHI JOKYMEHTIB BIACTYN Bi Meixi JIIBOrO IOJIA ZOKYMEHTa
CTaHOBHUTE:

125 mimiMeTpiB — A1 iM’ s Ta Tpi3BHILA pekBi3uTy «Ilixmuics;
100 mimimerpis — ms pexeisuta «[ pud 3aTBEpIHKEHHS»;
90 MiniMeTpiB — AT peKBI3UTY «Alpecats;

10 minimetpiB — gng ab3aliB y TeKcTi;
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TTpogoskenns qoaatka 1
0 minmimerpiB:

Jini i1 CIHiB «CIIYXAJIW», «BUCTVITHITIA», «BHUPIIIIATIN»,
«YXBAJININ», «<HAKA3VYIO», «x30B0B’ SA3VIO»;

I pekBi3uTiB «JlaTta moxymenTta», « KopoTkuii 3mMicT foKyMeHTa», « TekcT»
(bez abzanis), «BimMiTka Ipo HasBHICTH HoxaTKiB», «[IpizBuIle BUKOHABOSA i
HoMep Horo TtenedoHy», «BigMiTka NMpo BUKOHAHHS NOKYMEHTA 1 HaACHJIAHHA
fioro o copasu», cioBo «Jloaarok», pekBisutu «JJomaTtox» Ta cnoso «llizcrasa»
3aIMHCY TpO IIOCHJAAHHS Ha JOKYMEHT, IIO CTaB IACTABOIO I MiJrOTOBKH
(BHIAHHSA) IOTOYHOTO AOKYMEHTA, HaiMeHyBaHHS Hocagd y pekBizuti «Iligmmac»,
33CBiAYYBaNTBHOTO HamKCy «3riZHO 3 OpUTriHANOM» Ta JUId NEpIIOro peKBi3HTa
«['pud 3aTBEepmKeHH», AKINO IX ¥ AOKYMEHTI ABa.

8. ITix wac odopmneHHs NOKyMeHTIB (JOAATKiB IO HHX) HA JBOX i Oinbme
CTOpIHKaxX Hpyra Ta HaCTyIIHi CTOPIHKM MOBHHHI OyTH NPOHYMEpOBaHi.

0. HoMepu CTOpIHOK CTaBIATHCS IOCEpEAMHI BEPXHLOTO IIONS CTOPIHKH
apabcpxiaMmu UdpaMu Oe3 3a3HadeHHS CIIOBA «CTOPiHKA» Ta PO3JUIOBHX 3HAKiB.
ITepuia cTopiHka He HyMepyeThCs Hi B JJOKYMEHTI, Hi B KOXHOMY 3 AOJATKiB.
JIOKYMEHT 1 KOKeH 3 J0JaTKiB MalOTh OKpeEMY HyMepallilo.

10. TekcTH TOKYMEHTIB JPYKYIOTECH Ha ogHOMY Oori apkyma. JloxymeHTH
He rmocrtiitHoro cTpoky 36epiranss obcsrom 6inpme 20 cTopiHOK HOMycKaeThes
IPYKYBATH Ha JIMOHOBOMY 1 3BOpPOTHOMY OOLi apKymia, MpH LHBOMY pEKBI3UT
«Iligmuc» moBHHEH OyTH PO3MIIEHHA Ha JIMLIHOBOMY, @ HE Ha 3BOPOTHOMY Oori
OCTAHHBOI'O apKyilla JOKyMeHTa.

11. QR-kox po3Mipom 21 Ha 21 MM po3MinTyeTbcs B HHXXHBOMY JIiBOMY KYTi
TEPINO] CTOPIHKY TOKYMEHTA.
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Honarox 2
o IHcTpyxitii
(mysxT 20)

3PA30K
3araJIbHOro OJaHKa JUIsl CTBOPEHHS JesIKNX BUAIB JOKYMeHTIB
(pivieHHs, NPOTOKOJIH, AOPYHEHHS)

XAPKIBCBKA OBJACHA JEPKABHA AIMIHICTPAIIA

(MICHE JUISI HA3BU BUTY JOKYMEHTA)

XapkiB Ne
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Jonarok 3

Jo Irctpykuil
(mymxt 20)

3PA30K
OiaHKa 1 TECTIB 32 MIAMHCOM rojioBH o6aacHoi qep:raBHoi agminicTpanii
(xonbopoBuii)

YKPATHA

XAPKIBCBKA OBJACHA JIEPJKABHA AJIMIHICTPAIIS

Byn, Cymchka, 64, M. Xapkis, 61002, res./daxc (057) 700-21-05
E-mail: obladm{@kharkivoda.gov.ua, xog €IPIIOY 23912956

Ne Ha No Bix
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Hogarox 4

o Incrpyxinii
(mysxr 20)

3PA30K
GJaHKa AJIs JINCTIB 32 [ANNMCOM MepIIOro 3acTyIIHHKA, 3ACTYIIHUKIB C0JIOBH,
KepiBHMKA anapaty obJacHol gepxaBHol agminicTpanii

YKPATHA
XAPKIBCBKA OBJTACHA JEPXXABHA AJJMIHICTPAIIISI

8y, Cymceka, 64, M. Xapkis, 61002, Ten./daxe (057) 700-21-05
E-mail: obladm@kharkivoda.gov.ua, xon €JIPIIOY 23912956

Ne Ha Ne Big
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JonaTok 5
oo IHcTpyxmii
(mynxr 20)

3PA30K
Osianxa AJst CHiNLHOTO JHCTA 32 HiANHCOM roJI0OBH 001aCHOY JepRaBHOT
aaMinicrpanii Ta rojoBu o6aacHoi paan

YKPATHA
XAPKIBCBKA OBJACHA XAPKIBCBKA
JEPKABHA AJIMIHICTPAIILSA OBJIACHA PAJIA
By, Cymobka, 64, M. Xapxin, 61002, ren./daxc (057) 700-21- Byn. Cymceka, 64, M. Xapkis, 61002, ten, 700-40-57
05 E-mail: obladm@kharkivoda.gov.ua, E-mail; info@obirada-kharkiv.gov.ua,
xox €APTIOY 23912956 koa EJPTIOY 24283333

Ne Ha Ne BiI
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Honarox 6
1o Inctpyxnii
(mynxT 20)

3PA30K
Gs1anka g JucTiB
CTPYKTYPHHX nmiapo3aiaiB obyaacHol gep:xaBHol agminicTpanii

YKPAIHA
XAPKIBCBKA OBJIACHA JEPKABHA AIMIHICTPAHILA

HA3BA CTPYKTYPHOLO HIZIPO3/IUIY OBJIACHOT
JIEPXXABHOT AZIMIHICTPALII

Josigkosi gani

Ne Ha Ne Bix
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Honartok 7

Jo ImcTpyxmii
(mynkr 20)

3PA30K
OnaHka Aas IACTIB
CTPYKTYPHHX Migpo3ainis obacnol gepskaBHoi aaminicTpanii Ge3 crarycy
IOpHAHYHOI oco0H nyGaivyHoro mpaBa

VKPATHA
XAPKIBCBKA OBJACHA JEPKABHA AJIMIHICTPAIIA

HA3BA CTPYKTYPHOTO ITIJIPO3JILTY BE3 CTATYCY IOPUIAYHOL
OCOBH ITYBJITYHOTO TIPABA

Hoziaxosi naui

No Ha No Bill
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JlogaTok 8
1o IncTpyxkuii
(mysxT 20)

3PA30K
O1anKa po3NopsAaKeHHA roJIOBH 00/1acHOI JepkaBHoi aaminicTpamii

XAPKIBCbKA OBJIACHA JEPKABHA AJIMIHICTPAIIIS

PO3SIIOPAJXKEHHA

XapxiB
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Honarok 9
o Isctpyxuii
(iynkr 20)

3PA30K
0/1aHKa CHIILHOTO PO3NOPAKEHHS

XAPKIBCHKA OBJACHA XAPKIBCHKA OBJACHA
JEPYKABHA AJIMIHICTPAITLS PAJIA
PO3BNOPAIXKEHHSI

XapkiB
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Honatox 10
o Inctpykmii
(wynkT 20)

3PA30K
Oj1anxa HaKa3sy KepiBHHKa anapaTty 06/1acHoi JepxxaBHol aaMinicTpanii

XAPKIBCBKA OBJIACHA JEPXABHA AJIMIHICTPAIILA

HAKA3

Xapkis




70

Hopnatok 11

o Imctpykmii
(ymxkr 20)

3PA30K
0/1aHKa HAKa3y KepiBHHKA CTPYKTYPHOro Migpo3airy
o0Jiacnoi gep:kapHOi aamiHicTpanii

XAPKIBCBbKA OBJIACHA JEPXXABHA AJIMIHICTPAITISL

HA3BA CTPYKTYPHOTI'O ITIIPO3/IUTY OBJIACHOT
JIEPYKABHOT AZTMIHICTPALII

HAKA3

Xapkis
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Honarok 12
1o TacTpyxuii
(myuxT 20)

3PA30K
0/1aHKa HaKa3y KepiBHUKA CTPYKTYPHOIO Higpo3iTy
obsiacHoi gep:xaBHoI agMiHicTpanii Ge3 craTycy WpHAMYHOT 0cobu myGriuHOrO
npaga

XAPKIBCBKA OBJIACHA JEPKABHA AIMIHICTPAILLA

HA3BA CTPYKTYPHOTO IMIZAPO3ALIY BE3 CTATYCY IOPUJINYHOL
OCOBH ITYBJITYHOI'O ITPABA

HAKA3

XapkiB
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Honarok 13

o Incrpykmii
(nynxT 20)

3PA30K
0J1aHKa CIHIJILHOrO HAKA3Y KePiBHUKIB CTPYKTYPHHX miapo3aiis
o0nacHol nep:xaBuoi agMiHicTpanii

XAPKIBCBKA OBJIACHA JEPJKABHA AJIMIHICTPAIIIS
HA3BA CTPYKTYPHOT'O HA3BA CTPYKTYPHOT'O
IIIPO3/UTY OBJIACHOT TIAPO3/ULY OBJIACHOI

JIEPY)KABHOI A IMIHICTPATII TIEPYKABHOI AIMIHICTPAILTI

HAKA3

XapkiB
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Jonatok 14
1o ImcTpykuii
(ynkT 20)

3PA30OK
0Jlanka N8 AOKYMEHTIB KOHCYJIbTATHBHUX,
ROpajYMX T iHNIMX JONOMIKHHMX opraHiB, ciry:x0 Ta KoMicii o61acHol
Aep:kaBHOI aaMiMicTpanii (y Bunagxax nepeafayeHux moa0KeHHAM HPo
KOHCYJILTATHBHI, fopaayi Ta inmi qomoMi:kHi opramm)

YKPATHA
XAPKIBCbhKA OBJIACHA JIEPKABHA AIMIHICTPAIISA

HA3BA KOHCYJIETATMBHOIO, JOPAZTYOTO TA HIIOTO
JIOTIOMDKHOI'O OPI'AHY, CJIY KB TA KOMICIE OBJIACHOI
JIEPYKABHOI AJIMIHICTPALT(

Josinkosi zani

Ne 1a No BiA
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Honarox 15
no IscTpykuii
(myuxt 37)

MPUMIPHWY HEPEJIK
AOKYMENTIB, MIANNCH HA AKHX CKPIIIIOI0Thesd reploBOI0 HEYATKOKO
y pas3i ix cTBopeHns y naneposiii ¢popmi aGo 3acBiquyoTbes KBagipiKoBaHOO
€J1eKTPOHHOIO MEYATKOI0 YCTAHOBH Yy pa3i iX crBopeHHs B ejlekTporHii dopmi

1. Aktu (roToBHOCTI 06’€KTa JO eKCIUIyaTallil; CIHCAHHS; iHBEHTapH3allil;
eKCIIEPTH3H; BHIYYEHHs CIIpaB JAAs 3HMINEHHS; NepeAadi cipas; JiKeimamil
YCTaHOB TOIIIO).

2.3aBnaHAs (HAa TPOEKTYBaHHA OO0’€KTiB, TEXHIMHUX CHOpYH, KamiTalbHE
OymiBHHIITBO; Ha IPOBEAECHHS HAYKOBO-JOCIIHUX, IPOEKTHO-KOHCTPYKTOPCHKHX 1
TEXHOJIOTIIHUX po0iT; TEXHIYHI TOIIO).

3. Kowrropucu BuTpaT (HAa YTpUMaHHS amapary YIpaBliHHA, OyAMHKIB,
IPUMIIlEHb, CIIOPYA; Ha HMiATOTOBKY Ta OCBOEHHS BAPOOHUITBA HOBHX BHPOOiB; Ha
KanitanbHe OYIiBHULITBO TOIIO).

4, Tlepenixu (mocay NpaliBHUAKIB 3 HEHOPMOBAHUM POOOYMM JHEM; THITOBHX,
BifoM4HX (rajly3eBHX) IOKYMEHTIB i3 cTpokaMu 30epiraHHs TOMIO).

5. Po3uinky Ha BUKOHaHHS POOIT.
6. Crarytu (I0ON0XKEHHS) YyCTaHOB.

7. CTpyKTypa YCTaHOBH.
8. ApKyIII MOroKeHHs MPOSKTiB HOPMAaTHBHO-TIPABOBHX aKTiB.
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Honartox 16
mo Incrpyxii
(myskT 60)

CIIICOK
ocib, Ak 3aBi3yBaJn po3NopsIKeHHA ro0BK 00/1acHol JepiraBHOT
ajgminicTpanii /AaKa3 KepiBHHKA anapaTty o6J1acHol JepkaBHOT aaMiHicTpanii

IIpo
Bin poky Ne
Ne Bnacue iMm’q i IHocana Jara Bizn Oignuc
3/n IMPI3BHUIIE
1.
2.
3.
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Honatox 17

no Incrpyxuii
(myuxt 67)

NPAMIPHUI NEPEJIK
JAOKYMeHTIB, MiINHCH HA AIKHX CKPINI0I0Thes repboBOI0 NEYATKO10
y pasi ix crBopeHHs y naneposiii popmi aGo 3acBiguyoThHCH
eJ1eKTPOHHOIO0 NeYATKOK YCTAHOBH Y pasi IX cTBopeHHs B eleKkTpoHHi dopmi

1. Akt (BHKOHaHHS POOIT, CIIHMCaHHS, €KCIEPTH3H, (PIHAHCOBHX IEPEBRIPOK;
BIUTyYEHHS CIIPaB JUIA 3HUIICHHS; Nepe/iadi CIpas TOLID).

2. BucHOBKH | BIATYKH YCTaHOB Ha JMcepTauii Ta aBropeepaTH, IO
HafCcUiarOThed 10 Bumoi atecraniiiol koMicil YkpaiHu.

3. Josigxu (mimiTHI, Tpo BHUIIATY CTPaXxOBHX CyM; BHKODPHCTaHHSA
GrOKETHHX aCHTHYBaHb Ha 3apIlIaTy; PO HapaxoBaHy 3apIuiaTy TOLLO).

4, Toroopu (po MaTtepialbHy BiATOBIJAJNBHICTE, HayKOBO-TEXHIYHE
cniBpoGiTHULITBO, NiAPAAM, OPeHLY IPUMIIeHE; PO BUKOHAaHHA pobiT TOMmO).

5. JlokyMeHTH (HOBigKH, MOCBiYEHHS TOMIO), HIO 3acBIUYIOTH IIpaBa
rpoMaisiH i IOPUANYHEX 0cib.

6. JlopydeHHs Ha OJepXKaHHsA TOBapHO-MaTepialbHUX LiHHOCTel, O10mKeTHI,
OaHKiBCRKI, MeHCIHHI, ILIATIKHI.

7. 3aBaaHHs (HA TPOEKTYBaHHA OO0 €KTIB, TEXHIYHHX CHOpYZ, KamiTajlbHe
OymiBHHIITBO; TEXHIYH] TOLIO).

8. 3agBu (Ha aKpPeAUTHUB; PO BiIMOBY BiJ aKLENTy TOMIO).

9. 3agBku (Ha 003 HAHHA, BHHAXOMH TOIIO).

10. 3paskn BigOWTKIB HewaToK i MiAMECiB MPAIiBHUKIB, sKi MalOTh NPaBo
3MificHIOBATH ()iHAHCOBO-TOCNONAPCHKI ONeparii.

11. Komropuc BuTpar (Ha yrpMMaHHA anapary yIpaBliHHS; Ha NiArOTOBKY
TA OCBOEHHA BHpPOOHMIITBA HOBHX BHpOOIB; Ha KalbKyIANiI0 3a JOTOBOPOM; Ha
KamiTanbHe OyAiBHHIITBO TOIIO).

12. Jlucty rapanTiiidi (Ha BUKOHAHHS po0iT, HaJaHHs [1OCITYT TOINO).

13. ITopasHa i xnonoTauHs (NMPO HATOPOIKEHHS OpAeHAMH 1 MEAIsiMH; ITPO
IIPEMiIOBaHHA).

14. TIpoTokoiy (nOroHKEHHs INaHiB IOCTAaBOK).

15. Peectpu (dekiB, OroKeTHUX JOPYYEHb).

16. Creudikanii (Bupo6iB, npomyKIii TOILO).

17. CnineHi JOKYMEHTH, HiJIFOTOBAEHI Bijl iMeHI ABOX i OijbLle YCTaHOB.

18. CtaTyTH yCTaHOB.

19. TuTynbHI COUCKHU.

20. TpyZIoBi KHIDKKH.

21. IlTatHi po3nucy.
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Honatok 18

1o Iacrpyxitii
(mynxt 143)

KYPHAI
peecTpauii BiApaaxKeHD

Ne|TIpisBume, | Micue Micue Hara i HOMep Hata Hata
ininiamu |poGoty|BiApsmKenHs | po3nopAKeHHs| BUOyTTSy | mpulyTrs 3
Ta (naxazy) BiJIpsl[DKEHHS | BIAPAIKEHHSA
rnocazaa
1 2 3 4 5 6 7
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Hopatox 19

Ao IHcTpyknii

(riyrxr 155)

INPAMIPHHHA IIEPEJIK

JAOKYMEHTIB, 110 He HiAAsralnTs peecTpanil cayxboro finosoacrsa

Ne Bun noxymenrta

Crenianeuuii obmk*

1. 3pefenns Ta indopMania, HagicnaHi 1o Bigoma

2. Pexnamui moBiZOMIEHH#, IUlaKaTH, IIporpamu
Hapaj, KoH{epeHili# Tomo

IMpeiickypaHTH (Ko11ii)

Hopmu BUTpaTH MaTepiaiiB

BitansHi IUCTH 1 3alIpOLICHHS
Micsiuni, KBapTajlbHi, MiBpivHi 3BITH
I'padixu, HapsaH, 3asBKH, PO3HAPAAKH

@opMH CTATHCTHIHOI 3BITHOCTI

0 o N L W

JIpyxoBani BugaHHsA (KHHTH, KypHaIH, OlojeTeHi)

10.  Hayxosi 3BiTH 3a TEMaMH

11. HapuaneHi mianw, nporpamMu (KOrtii)

12.  HorosopH

HE MITATAI0Th
peectpanii 91 obniky
y Oynmp-sikmii iHmmit
criocid

6ibioTexa
(00KOBYIOTECA
ove  y  pasi il
HasIBHOCTI)

ciyxba HayKOBO-
TexHi4HO1 iHpopMmarlit
(06mikoBYIOTECH
qMme  y pasi il
HasgBHOCTI )

KaJpoBa ciyxda

Oyxranrtepcbka
cmyx0ba

* 'V pasi BiICYTHOCTI B yCTaHOBi BiANOBIJHOIO CHEIiaNi30BaHOIO mizposminy
cnerianpHuil 0o6niKk 3AificHIOETECH cnyxx0o0 JinosopcTBa abo 3a pilleHHAM

KepiBHHKA YCTAHOBH He 3/1HCHIOETHCH.
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Honatok 20
1o Incrpykmii
(nyuxT 161)

IMIPEMIPHUMI CKIIAN
3aMMcy Npo peecTpamiln BXiTHAX JOKYMEHTIB*

1. JlaTa HaZXO/PKEHHS Ta iHJEKC JOKyMeHTA.

2. KopecnoHIeHT Ta iHACKC OJIEPKaHOro JOKYMEHTA.
3. Kopotkuii 3micT.

4. Pezonronisg abo BiAMOBINAIEHEN BUKOHABELb.

5. IMigrmic ocobu, sxa oTprMaia JOKyMEHT.

6. BigmiTka npo BUKOHaHHS JOKYMEHTa.

* YV pasi motpebu ciiiax Moxe SOINOBHIOBATHCH T0JAaTKOBUMHU IpadaMu.




80

Honatok 21
no Iectpykmii
(mynxr 161)

IPUMIPHHUU CKJIAXX

3aMACy NPO PeECTpaNiio BUXIAHUX JOKYMEHTIB, CTBOPEHHX YCTaHOBOIO*

1. Jlata Ta ingexc AOKyMEHTA.
2. KopecrosgeHr.

3. BigMiTKa Mpo BUKOHAHHSA JOKYMEHTA.

* VY pasi noTpeOu ckIag MOXe JOMOBHIOBATHCE 10JATKOBHMH rpagamu.




81

Honarok 22
1o IacTpyxuii
(nyukT 162)
PEECTPAIIIAHI KAPTKH
PeecTpanilino-MoHITOPHHIOBa KapTKa BXiAHOI0 AOKYMEHTA
Kopecnondenm
115

Bxionuii Ne ma dama doxymenma

Buxionuii nomep ma dama xopecnoHOeHma

Apx. | foo.

Kopomuxuil amicm:

Buo: Komy adpecosano:
Hocmasra: Pozanadae:
Cnpasa:

Cmpox sukonans do:

Cmpox npodogacero 00:

3namo 3 KorRmpomno!

Xin BUKOHAHHA

Kaprka peectpanii BUXITTHOI'O TOKYMEHTA PIK
Buxionuii nomep i dama Ilionucas
Cmucnwii smicm
IHiozomysas | ITiopo3din
Adpecamu
Hasea adopecama Bnanx Hama eionpasxu Buo

docmagku
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Honpatok 23
Jo Incrpykmii
(myHKT 162)

HOPAAOK
3aIOBHEHHS peKBi3uTiB
peecrpaniiinol KapTKH

Pexsizut

Iloscuenns A0 3aII0BHCHHA

Hazsa Bugy
IIOKyMEHTa

AsTop
(KOpECIIOHEHT)

Jara nokymeHra

Inpexc noxymeHTa

Jlata
HAOXOKCHHSA

Innexc

3aronoBox
IOKyMeHTa a0o
KOPOTKHH 3MIiCT

3a00BHIOETHECH  BIANOBIZHO [JO Ha3BH JOKYMEHTa, IO
peectpyeTees. ITin wac peectpanmii smcriB rpada He
3aIOBHIOETHCS

i 9ac peecTpaiii AOKYMEHTa, N0 HaHiiIIoB, 3a3HAYaI0THCA
HaliMeHRyBaHHS ycTaHOBH (0coOH) — amTOpa HOKyMmeHTa. ITix
gac peecrpauii AOKYMEHTa, IO HAACHIAETHCH, 3a3HAYaETHCA
HalMEHYBaHHS  yCTaHOBH (0ocoOHM) —  KOpECIOHACHTA.
JIoNycKaeThed 3aCTOCYBAaHHA CKOPOYEHOT'O HaliMEeHyBaHHA
YCTaHOBH

Jara, MO0 TPOCTaBIAETHCS HA JOKYMEHTI YCTaHOBOID —
aBTOPOM, NIEPEHOCHTECH HA PEECTPALIHHO-KOHTPOIBHY KapTKY
(mami — xaprka) 3 BUKOpDHUCTaHHAM UHbp Yy Takii
NOCJHIZOBHOCTI: YHCIIO, Micanb, Ppik (YHCIO 1  MicAlb
3a3Ha4yaloThCH ABOMa rapaMu apabchkux mudp, pik — YOTHpMA
apabcekumu mudpamn)

IHAEKC, TPHCBOEHMI IOKYMEHTY YCTAHOBH — aBTOPOM,
IIEPEHOCUTLCS Ha KapTKy 3 AOKyMEHTa, mo Hafiiimos abo
HaACHUIIAEThCS

IaTa HagXxOKCHHS NOKYMEHTA JI0 YCTAHOBH IIEPEHOCHTHCS Ha
KapTKy 3 peecTpanifHoro mramiia

iHAeKC, NPUCBOEHHH BXIZHOMY JIOKYMEHTY YCT4HOBOK —
OJIEPIKYBAYEM, IEPEHOCUTHCS i Jac peecTpauii HaaX o KeHH ]
Ha KapTKy 3 peecTparjiiiioro mrammna. Ilicis BHKOHaHHS
JIOKYMEHTa  [HOIIOBHIOETBCA  HOMEPOM cmpaBH  3a
HOMEHKJIATYPOIO cripaB abo iHIMKMH IHASKCaMH

[IEPEHOCUTRCS 3aroJIOBOK, CHOPMYNBOBAHUNA Ha AOKyMeHTI. Y

- pasi BIACYTHOCTI 3aroj0oBKa Ha AOKYMEHTI BIH DOPMYIIOETHCA

BIATIOBLIHO JI0 IIPABUII
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PexBi3nTH

IoscHerHa 10 3ar0BHEHHS

Pesomronis

Bignopigansamnii
BHUKOHABETb

Crpoxu
BUKOHAHHS

ITozrauka mpo
BHKOHAHHS

MEpEeHOCHTRCS HA KapTKy 3 MOOKYMEHTa OCHOBHHE 3MicT
AOpYUYEHHs, NIPi3BHINE ABTOPA i laTa pe3oromil

OpisBHINE, BlacHe IM’'S  BiANOBIZANBHOTO  BHKOHABIIA
IEePeHOCATECA 3 pesoouii, y pasi noTpebH 3a3Ha4vacThCA
HOMep TenedoHy

OpPOCTABIIAETCS YHACHO, Micsls, pik (4Hcimo 1 Micsms
3a3HaYaOTHCA ABOMA MapaMu apabceKuX ITHQp, pik — HOTHpMA
apabepkumu mubpamu). [lig wac peectpanii iHiliaTHBHOrO
JIOKyMEHTa, I0 HAJACHAAETLCA, IPOCTABIAETRCA OYiKYBaHA
flaTa HaaxoHKeHHs BIIIOBIi

KOPOTKUH 3amic TOTo, AK BUpIIIeHO MATaHHA 1o cyTi, abo gaTa
Ta IHIEKC JOKyMEHTa-BiAMOBiAl
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Jonatok 24

Jo IacTpyxii
(nyskr 179)

CTPOKHA
BHKOHAHHS OCHOBHHX JOKYMEHTIB

1. Axr IIpe3supenTta Ykpainu — 30 nHiB 3 1ati HabOpaHHA HUM YHHHOCTI, SIKIIO
I[HM aKTOM He NepeabavdeHo CTPOK BUKOHAHHS BU3HAYEHOr0 HUM 3aBIaHHI.

2. 3anut abo 3BepHEHHS:

HaJaHHA BIAMOBIAI Ha 3aIUTH, 3BepHEHHS HAPOAHUX [EIyTaTiB YKpaiHH
3MifiCHIOETECS Y CTPOKHM, BH3HaYeHi 3akoHOM YkpaiHu «lIpo craTyc HapogHOro
nemyTtara Ykpaiau» (31 3Minamu) (ct.15, c1.16);

HaJaHHA BINMOBIAI Ha 3allWTH, 3BepHEHHS JdenytariB BepxosHoi Pagu
AstonomHOi PecmyOnikun Kpum 3zifiCHIOETECS Y CTPOKM, BU3HAUeHi 3aKOHOM
VYkpaiuu «IIpo craryc nemyrara BepxoBuoi Panu ABronomuoi Pecny6uixu Kpum»
(31 aminamu) (ct.14, c1.15);

HafaHHsi BiANOBiAI Ha 3aMHTH, 3BEpPHEHHS JeNyTaTiB MICIEBOi pajH
3MIMCHIOETECA ¥ CTPOKH, BH3Ha4eHi 3akoHoM Yxpainu «[Ipo craryc AemyrtartiB
MicueBuX pazn» (3i 3miHamu) (cT.13, c1.22).

3. Pimennst KaGinery MinicTpiB YxpalHu IIoA0 JOONpaLOBaHHS IIPOEKTIB
HOPMATHBHO-NIPABOBUX akTiB — npotsarom 10 AHIB 3 AHA NMPUIHATTS BiANOBITHOTO
pillleHHs, SKIIO UM pillleHHSM He BCTAHOBJIEHO 1HILUMI CTPOK.

4. lNocranosy Ta BucHoBkY Kouerii PaxyHkoBoi nmanatu — npotsiroM 15 aHiB 3
IIHSI IX peecTpaliil B yCTAaHOBI, AKILO B HUX He BCTAHOBJIECHO iHIIHII CTPOK.

5. TloromeHHS TIPOEKTIB aKTiB 3aiHTEPECOBAHMMH OpraHaMH — y CTPOK,
YCTAHOBJIEHHH TX FOJIOBHUMH po3poOHHKaMM BiANOBIMHO no BUMOr Permamenty
Kab6inery MinictpiB Ykpaixu.

6. 3anur Ha nyoniuHy indopmarnito Bin ¢iswuHOi, OpHAWYHOI oco0H,
00’eaHaHus rpoMafaH Oe3 cTarycy HOpHAMIHOT ocobu, kpiM cy6’eKTiB BIaIHHX
MOBHOBa)KeHb, TAa HAJAHHA BIANOBIAI Ha 3amuT Ha iHQOpPMALil0 — TPOTATOM
CTpoKy, BusHaueHoro crarrero 20 3akoHy Ykpainu «IIpo moctynm mo myGmiynoi
iHbopmartii».
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HonaTox 25
o Iscrpyxuii
(mryrkT 190)
IH®@OPMAILIA
PO CBOCYACHICTE BHKOHAHHA KOHTPOILHUX JOKYMEHTIB (3aBIaHDb)
CTAHOM HA ___ 20
B BssTo Ha
ChOTO
Ne . KOHTPOIIb 3 Buxonaszo 3
- Buau noxymenTis AOKYMCHTIB JNOKYMEHTIB 1T 3 [IOPYIIEHHAM
3/m (3aBnaHB) KOHTPOIIO
. (3aBaaHB) 3 CTPOKY
Ha KOHTpOI
TIOHATKY POKY
HaiimenyBanus rmocagu Brnacne iM’s i ITIPI3BHUIIE

20
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Honaroxk 26

no IrcTpykmil
(mynxru 204, 205)

XapkiBcbka obnacHa fep)aBHa agMiHICTpaLis

HaiiMeHyBaHHS CTPYKTYPHOIO Iifipo3/Iiy anapaTy obJjacHoi Aep:kaBHOI
aamMiHicTparii

HOMEHKIJIATYPA CITPAB
Ne
Ha piK
(1a3Ba posziny)
[Hmexc 3aronoBoK Kinekicts Crpox IIpumiTka
crpaBd | cripaBu (ToMy, | cnpag (ToMiB, | 36epiraHas cpaBH
YACTHHH) YaCTHH) (TOMYy, 4aCTHHH) 1
HOMEpH cTaTeil 3a
repenikom
1 2 3 4 5
HalimMenyBanHsa nocagu
KepiBHUKA
CTPYKTYPHOIO IIpO3Iimy
20 p. (mmigmuc) (Bnacue iM’a i TIPI3BUILIE)
TTOT'OJIXKEHO
Oco0a, BiAnoBigalibHa 32 apXiB
amapary

(rrimmuc) (Bnacue iM’ s i

[TPI3BUIIE)
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TponosxenHs aonarka 26
ITizcyMKoBHIt 3aric TIpo KaTeropii Ta KUIBKICT CIpaB, CKAANeHHX Y potti
y CTPYKTYPHOMY MiApo3Aini
3a cTpokaMH 30epiraHHs Pazom Y ToMy uHcCIi
p P Y
TAKHX, HI0 3 BIAMITKOIO
[1epexosTh «EITK»
Hocritinoro
Tpusanoro (oHay 10 poxis)
Tumuacosoro (1o 10 pokis
BKJTFOYUHO)
Ycworo
HaiiMenyBanHs nocaau ocoOH,
BiIOBIAAIBGHOL 32 JLJIOBOJACTBO B
CTPYKTYPHOMY IiApO3Zini
20 p (migmac)  (Bmacme im’s i ITPI3BUILIE)

ITimcyMKOBI BiIloMOCTi IlepeAano 10 cayx0Hu ALNOBOACTBA

HaiimenyBanss nocagu ocobH,
BiAMOBIJANBHOI 32 epeaady
BigoMocTeii

20__p. (manuc) (Bnache iM’s 1 ITIPI3BUILIE)
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Honatox 27

no THeTpyxmii
(mynxTu 204, 205)

XapkiBcpKa obnacHa JepixaBHa 3ATBEP/DKVYIO

aaMiHiCTpallis
Anapatr
I"onosa obnacHol AepxaBHOI agMiHicTpaLil
HOMEHKJIATYPA CITIPAB (mipmuc) (Bmacue im’s 1 [IPISBUILLE)
MIT
Ne 20__p
Ha pik
Inpexc cnpasy | 3aroloBOK Kingxicth Crpok ITpumiTka
CIpaBl CIpas 30epirasHsa
(Tomy, (ToMmiB, 4acTHH)| cmpaBu (TOMY,
JACTHHH) YaCTHHH) 1
HOMepH cTareit
3a TepenikoM
1 2 3 4 5
("a3Ba po3miny™)
KepiBauk ciy:x0u Hin0BoACTRA
arapaTy o0JIacHOi Jep>kaBHOL
amMiHicTpauil
20___p. - T
(miimmmc) (Baacue iM’a i ITPI3BHUILE)

Bisa ocobn, BiamoBiganpHoi 3a apxis anapary o6nacHol fepKaBHOI aaMiHiCTpawii

CXBAJIEHO IIOI'OPKEHO

IlpoTokon 3aciaHHA ITpoTokon 3acinaHHA
eKCTIepTHOI KoMicil anapaTy €KCIepPTHO-NepeRipHOi KoMicii
obnacHOi JepxKaBHOT HepkaBHOTO apXiBy
aaMiHicTpamii Xapkiscekoi obacTi

Ne No
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IponoesxenHs aomarka 27
IMTincymkoBHii 3amuC PO KaTeropii Ta KibKIiCTh CIpaB, CKIAAEHHX Y poxi
B anapari o6nacHoi fiepxaBHOT agMIHICTpaLil
3a cTpokaMH 30epiraHasn Pazom VY ToMy amci
TaKuXx, 10 3 BiZIMITKOIO
MePeXoasiTh «EITK»

IMocrifinoro
Tpusanoro (noxay 10 pokis)

Tumuacogoro (#o 10 pokis
BKJIIOYHO)

VYerworo

Kepisuuk ciry:6u ainoBojacTBa
amapaty o0nacHOl AepiKaBHOL
amMiHicTpaii

20__p

(migmuc) (Bnacue im’s 1 TTPI3BUIIIE)

ITizcymKoBi BioMocTi miepeniaHo B apXiB anmapaty ob1acHol AepKaBHOL
agMigicTpaliil

HaiiMmenyBauHa nocagu ocobH,
BIIMOBIAANBHOL
3a mepegayy BifloMocTed

(migmuc) (Bnacue iM’s i TTPISBUILIE)
20 p.

* HailiMeHyBaHHS CTPYKTYpHOTO NiApo3fimy (4jd YCTaHOB, B #AKHX HeMae
CTPYKTYPHHX MiAPO3ZiiiB, HANPAMY AiSIBHOCTL).
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Honartok 28

Jo Incrpyxuii

(mryrkt 205)
Hazsa crpykrypaoro migpo3ainy  3ATBEPJDKVYIO
obnacHoi AepxaBHO] agMiHiCcTpamil

KepiBHHK CTPYKTYPHOI'O miApO3AiIy
obsacHol AepxaBHOT agMiHicTpanii

HOMEHKIIATYPA CITPAB (migmuc) (Baacue iM’s 1 TTPI3BUIIIE)
MI1
Ne 20 p.
Ha piK
Iagexc cipaBu | 3aroioBOK Kinekicte Crpox INpumitka
' CIIpaBH cnpas 30epiranas
(TOoMy, (ToMmiB, yacTHH)| cnpaBu (TOMY,
YACTHHH) YACTHHH) 1
HOMepH cTarei
323 TIepenikoM
1 2 3 4 5
(Ha3Ba po3piny*)
KepiBHuk cimy6u ainoBoacTea
CTPYKTYPHOTO IiAPO3IUTY
ofnacHol AepxaBHOL
aaMinicTparii
20 p
(migmuc) (Bnacue iM’st i TTPI3BHUILIE)

Biza ocobu, BiAmoBigaNEHOI 3@ apXiB CTPYKTYPHOTO HiApo3iny obnacHoi
JepkaBHOI agMiHicTpanii

CXBAJIEHO

[TpoTokon 3acigaHus

eKcrepTHOI KoMicii

CTPYKTYPHOT'O HiAPO3ALILY
obmacHoi gepixaBHOi

aaMiHicTpamii
Ne

I[NTOI'OPKEHO
IIpoTokon 3acigaHHs
eKCIIEPTHO-NepeBIpHOL KOMiCi]
HepxaBHOTO apXiBy
XapkiBcbKoi obnacTi

Ne
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TIpogosixeHns nosartka 28

TTincyMKOBHIi 3afiC PO KaTeropii Ta KiNbKicTh CHOpPas, CIAACHIX Y poui
B CTPYKTYPHOMY IiApo3aini obnacHol AepxasHoi aaMiHicTpaii

3a cTpoxamu 30epiraHHsa Pazom Y tomy uuci
TAKUX, 110 3 BiIMITKOIO
NepPeXoasaTh «ETIK»
TlocTitiHOrO

Tpusanoro (moraz 10 pokis)

Tumdacosoro (mo 10 pokis
BKJIFOYHO)

Yewnoro

KepiBauk ciyx0u AiI0BOACTBA
CTPYKTYPHOTO IIiPO3ALILY
obnacHol nepikaBHOL
aaMiHicTparii

20___p. (mignuc) (Bnacue im’s i ITPI3BHILIE)

ITizcymKoBi BioMOCTi lepejaHo B apXiB CTPYKTYPHOT'O nigpo3ziny obnacHoi
nepxcagHoi agMinicTpanii

HaliMeHyBaHHs1 ocany ocobH,
BiADIOBITATEHOL
3a nepejady BiOMOCTEH

(migmuc) (Bnacue iM’s 1 [TPI3BUILIE)
20___p.

* HajiMeHyBaHHS CTPYKTYypHOro Mifpo3Aury (Ui YCTaHOB, B AKMX HEMae
CTPYKTYPHHX HiZIpo34iniB, HANPAMY JiSIBHOCTI).
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Honatox 29

1o Iacrpyxuii
(rryHKT 234)

HaiiMeHyBaHHS yCTAHOBH 3ATBEPJDKVYIO

TTocana xepiBHUKA yCTaHOBH

(mmipmuc) (imimian imeni, IIPI3BHUIIE)
20___ poky

M. I1. (za massuocri)

AKT
No

(MicUe cknajaHHs)
Npo BHJAYYeHHS /51 3HHIIEHHSA JOKYMEHTIB,
He BHeceHHX 10 HamionanbHoro apxisaoro goHay

Ha mincrasi
(#a3By 1 BUXipH] JaHi nepemiKy JOKYMEHTIB i3 3a3HaueHIM CTPOKIB iX

3Bepiranns abo THIIOBOI (IPHMipHOT) HOMEHIUIATYPH CIIPaB)
BUJIyUeH] /IS 3HMIIEHHA SIK Taki, 10 He MaroTh KyJIBTYPHOI IIIHHOCT] Ta BTPaTHIH
HpaKTHYHE 3HAYEHHSI, JOKyMeHTH GoHay No

(Ha3Ba GoHY)
Ne | 3aronopok | [lata Homepu | Impexc copasu | Kims- | Crpok 36epi- | [TpumiTiu
3/ | copaBu CHpaBd | OMHCIB (Tomy, KiCTh | TAHHS CIIpaBH
abo abo (HOMEHK- | YacTHHH) 34 cHpaB (Tomy,
rpynoBuil | Kpailimi | jaryp)3a HOMeH- (Tomis, YACTHHY) 1
3aroliOBOK | JaTH pik Kinarypoo abo | 4acTHH) HOMEPH
CrpaB clIpaB (poxu) | HOMEp clipaBH cTatei 3a
3a OIMHCOM TepetikoM
1 2 3 4 5 6 7 8
Pazom CIIpaB 34 POKH.

(uutpamy i ciropaMu)

ITocana ocobu, sika

HPOBO/IMIIA EKCIIEPTUIY
LiHHOCTI JJOKYMEHTIB (miammnc) (imiian imeni, [TPI3BUIIE)

20 __poky
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IMpoaoexeHHs agonatka 29
CXBAJIEHO IIOI'O/DKEHO
IIpoToxon 3aciiaHHs eKCIepTHOL HPOTQKUH 3aciants eKCiepTHo-
KoMicii ycTaHOBH IIEPEBIPHOL KOMICLH
HepxaBHoro apxiBy XapKiBCbKOi
obnacrti
Ne Ne
Omucu cnpaB mocTiiiHoro 30epiraHHs 3a POKH CXBaleHO, a 3

KaJpOBHX NHTaHb (0coBOBOTO CKIALy) HOTOMKEHO 3 EKCIEepTHO-NEPEBIPHOIO
KOMicielo (EKCIepTHOH KOMiciero)

(HafiMeHyBaHHS AepIKABHOL apXiBHOI yCTaHOBH)

(mporokon Biz 20__pNe_____ )

JloKyMeHTH B KilTBKOCTI " CHpaB
(mudpamu 1 cIOBaMM)

Baroro Kr 344HO B

(1aiiMeHyBaHHS YCTAHOBH)

Ha IepepoOKy 3a NpUiiMalbHO-31aBaBHO0

HaKJIaJIHOIO BiJ Ne ab0 3HUIIEHO IUITXOM CIIaJleHHs.

ITocapa ocobn, sxa 37a1a

(3EMIIHNA) AOKYMEHTH

i THian iMeni I3BUILE
20 p. (migmuc) (1riman imeni, IIPI3BUILE)




HaiimeHyBaHHS yCTaHOBH

@onpg Ne

OITHC Ne

cIpaB mocTiiiHoro 30epiragHs
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Honartox 30
no Imctpyxuii
(mryskT 239)

3ATBEPDKYIO

KepiBHHK yCTaHOBH

[Miamuc (po3umdyposKa MiANHCY)

ara

ITeyarka ycTaHOBH i3 3a3HAYEHHAM

imentadikariifnoro xomy

3a piK
Ne | Inpexc 3aroI0BOK cIIpaBy Ilata copasu | Kinskicts | Ilpumit-
3/m1 | crpaBH (ToMy, YACTHHHU) (ToMmy, apKyIliB y Ka
JaCTHHH) cpasi
(Tomi,
YacTHHI)
1 2 3 4 5 6
Y neii po3ain onucy BHECEHO cpas 3 Ne

1o Ne

(nudpamu i miTepaMu)

, Y TOMY HHCIIi:

JiTepHi HOMEpP

MpOITyIeHi HOMEpH

INocana ocobu

"

b

AKa CKJiana OIuc (migrmic) (po3urndpoBKa OiIIHUCY)
JHara

Kepisuuk apxisy (ocoba,

BiZIMOBigasHA 32 apXiB) (mimmuc) (po3umQpoBKa NLAIHCY)
Harta

CXBAIJIEHO CXBAJIEHO

TTpoTOKOJ 3aCiaHH [TpoToxon 3aciiaHHs
EIIK Jlep:xaBHOrO apxiBy EK ycranoBH
XapkiBcekol obnacti

BI Ne BiA No

@opmat Ad (210x297)




HalimeHyBaHHS yCTaHOBH

®oux Ne

OITHC Ne

crpaB 3 oco00BOTO CKIany
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JlonaTox 31
zo IacTpykuii
(mymxT 239)

3ATBEPJDKVYIO

KepiBauk yctaHOBH
Iigmic (po3mud)poBKa MATHCY)

Jara

ITegarka yCTAHOBY 13 3a3HAUYEHHIM
inenTudixaniitnoro xoxy

3a piK
No | Inpexc | 3aronoBOK CHpaBd Hara Crpok Kims- [Ipu-
3/m | copaBH (TOMYy, HaCTHHH) cnpaBd |30epiraHHs | KiCTh MITKa
(ToMy, CTIpaBu apKyIliB
YACTUHH) (Tomy, y
YACTHHH) CIIpaBi
(ToMmi,
YACTHHI)
1 2 3 4 5 -6 7
Y nel po3gisl OIUcy BHECEHO crpaB 3 Ne

o Ne

JiTepHi HOMEPH

[pOITyIeHl HoMepH

(mudpamu i siTepamu)

, Y TOMY YHCIII:

ITocanma ocobw,
SIKA CKJIaJIa OIHC

Hara

I[TOT"'OIXKEHO
ITpoTokon 3acijaHHs
EITK Jlep:xaBHOro apxiBy
XapxiBcbkol o6nacTi

i Ne

BIX

(riammc)

(po3mmumdpoBKa migrmcy)

CXBAJIEHO

ITpoToxon 3acianHs
EK yctaHoBu

BiJY

Ne




