MIHICTEPCTBO IOCTULII YKPAIHU
HAKA3
18.06.2015 Ne 1000/5

3apeectpoBaHo B MiHICTEpCTBI
1ocTuIlli YKpainu

22 ygepsHs 2015 p.

3a Ne 736/27181

IIpo 3aTBepa:xenns IlpaBui opranizamii 1iJi0BOACTBAa Ta apXiBHOIO
30epiraHHsl JOKYMEHTIB Yy JePKABHUX OPraHax, OpraHax MicueBoro
CaMOBPSIIYBAHHS, HA MIINPUEMCTBAX, B YCTAHOBAX I Opraizamisix

Bignosigno no crarri 31 3akony Ykpainu «IIpo HarionaneHuii apxiBHUI
dboHa Ta apxiBHI YCTaHOBW», OIANYHKTY 2 nyHKTY 3 [lonoskeHHs mpo MiHicTepcTBO
focTullii YKpainu, 3aTBep/pkeHoro nmocranoBoro Kabinery MiHicTpiB Ykpainu Bij
02 numas 2014 poky Ne 228 (i3 3minamu), HAKA3VIO:

1. 3aTtBepautu [lpaBuiia oprasizailii JJIOBOJACTBA Ta apXiBHOrO 30€piraHHs
JIOKYMEHTIB V JIEp)KaBHUX OpraHax, oOpraHax MICIIEBOIO CaMOBPSIYBaHHS, Ha
MIIPUEMCTBAX, B YCTAHOBAX 1 Oprayizamnisix, 1o J04ar0ThC.

2. BusHatu TakuM, 110 BTPATUB YWHHICTh, Haka3 JIEp>KaBHOTO KOMITETY
apxiBiB Ykpainu Bi 16 6epe3ns 2001 poky Ne 16 «IIpo 3atBepmxenns Ilpasui
poOOTH  apxiBHUX  MIAPO3AUNIB  OpraHiB  JEpKaBHOI  BJIaJM,  MICIEBOIO
CaMOBPSIyBaHHs, MIANPUEMCTB, YCTAaHOB 1 OpraHi3auiii», 3apeecTpOBaHUUA Yy
Minictepctsi octuiii Ykpainu 08 tpasus 2001 poxy 3a Ne 407/5598 (i3 3minamu).

3. JlemaprameHTy B3aeMojili 3 oOpraHamMu Biaau Ta 1HGOpPMAIIiTHO-
anamtuuHoi pobOotu (KosmoBckka H.A.) momatu 1eli Haka3 Ha Jep)KaBHY
peecTpaiiro BianoBiaHO 10 Ykasy [Ipesuaenta Ykpainu Bix 03 sxoBTHA 1992 poky
Ne 493 «Ilpo nepxaBHY peecTpaliifo HOPMAaTUBHO-TIPABOBUX aKTIB MIHICTEPCTB Ta
IHITUX OpTaHiB BUKOHABYOT Biaam» (13 3MIHAMHU).

4. et Haka3 HaOMpae YUHHOCTI 3 IHA HOro o(iUIHHOTO OMyOIiKyBaHHS.

5. KoHTpons 3a BHMKOHAHHSIM UbBOr0 HaKa3ly IIOKJIACTH Ha IMEpIIOro
3actynHuka Minictpa CeBocTbsiHoBY H.I.

Minictp I1. ITeTrpenko
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3ATBEPJIDKEHO

Haka3 MinictepcTBa 10CTHITIT
Ykpainu

18 wepBHs 2015 poky Ne 1000/5

3apeectpoBaHo B MiHICTEepCTBI
focTullli Ykpainu

22 uepBHs 2015 poky 3a Ne
736/27181

IIpaBuia

oprasisauii ALI0BOACTBA TAa apXiBHOIO 30epiraHHsA JOKYMEHTIB Yy JepKaBHUX
OpraHax, OpraHax MiCIeBOI0 CAMOBPSAYBAHHS, Ha MiANPUEMCTBAX, B
YCTAHOBAX i opraui3amisix

I. 3arajbHi M0JIOKEHHS

1. IIi IlpaBuna BCTAaHOBIIOIOTH €IWHI BHUMOTM IIIOAO CTBOPEHHS
YOPABIIHCHKUX JIOKYMEHTIB 1 pOOOTH 31 CIY>KOOBUMH JOKYMEHTaMH, a TaKOX
NOPSJIOK 1X apXiBHOrO 30€epiraHHs B JEpPXKAaBHUX OPraHax, OpraHax MiCIEBOTO
CaMOBpsIyBaHHS, Ha MIJNPUEMCTBAX, B YCTAHOBAX 1 OpraHi3allisiX HE3aJIeKHO BiJl
dbopM BIACHOCTI (Jjaj1i —yCTaHOBH).

i IlpaBuna € HOPMAaTUBHO-NIPABOBUM aKTOM, OOOB’S3KOBUM IS
BUKOHAHHS BCIMa YCTaHOBaMH.

2.V nuux IIpaBunax TepMiHU BXKUBAIOTHCS B TAKUX 3HAUYCHHSAX:

apXxiB YCTaHOBU — CTPYKTYpPHUH MiApo3aia (BiANOBIJAjdbHA 32 BEACHHS
apxiBy ocoba ycTaHOBM), III0 OpraHi3oBye 1 3a0e3meuye TpUIMaHHS,
HarpoMajpKyBaHHS apXiBHUX JIOKYMEHTIB, iX OOJIK, 30€piraHHsi Ta KOPUCTYyBaHHS
HUMU;

apXiBHMI KaTajor (apxiBHa KapTOTeKa) — apXiBHUU JOBIAHUK, B SKOMY
1H(DOopMaIlio cCUCTEeMAaTU30BaHO BIATIOBIIHO 0 00paHoi cxemu Kiacudikarii;

apxiBHUM (QOHI — CYKYIHICTh apXiBHUX JIOKYMEHTIB YCTaHOBH,
chOpMOBaHMX Ha MIJCTaBI 3B’ 53Ky MK JOKyMeHTaMHu 1 (a00) iX yTBOproBayamu;
OyaHk cimy>xO00Boro JokymeHTa — yHiikoBaHa ¢dopma cayk00BOro

JIOKyMEHTa 3 HaJAPYKOBAHOIO IMOCTIMHOIO 1H(QOpPMALIE€I0 1 HAIBHUM MICLEM Jisi
(bikcyBaHHS 3MIHHOI 1H(pOpMaIIii;

BUTSIT — 3aCBI{Y€HA KOITisl YACTUHU TEKCTY CIIYKOOBOTO JOKYMEHTA,

BIJIOKpEMJICHUH MiAPO3aiT — (imisi, MPeACTaBHUIITBO, BUIAUICHHS a0o
IHIIMI  BIZOKPEMJIGHUHM MIAPO3JAUI, IO HE Mae€ CTarycy IOpUIUYHOI ocoOu 1
3MIICHIOE CBOIO JISUTHHICTH BiJ] IMEHI FOPUIUYHOI 0COOU — PE3UICHTA,

rayiy3eBHil TIEPEITiK TOKYMEHTIB — MEPENTIK BU/IIB IOKYMEHTIB, CTBOPIOBAHHX
y mporeci TpodiIbHOI AISUIBHOCTI BCIX YCTaHOB TMEBHOI ramy3i um chepu
TISUTBHOCTI, 31 CTPOKaMU iX 30epiranHs;

JepKaBHI apXiBHI YCTaHOBM — LEHTpPajbHI, rajly3eBi JAepxkaBHI apXiBH,
JlepxaBuuii apxiB B ABToHOMHIM PecnyOmimi Kpum, nepskaBni apxiBu oOnacTei,
Mmict Kuera 1 CeBacTomnoisi, apXiBH1 BIIUTH pailoHHUX, pailoHHUX y MicTax KueBi 1
CeBacTonouti Iep>KaBHUX aIMIHICTpalliif;



JOKepena KOMIUIEKTYBaHHS — MOpHAWYHI Ta GI3udHl ocobu, M0 €
yTBOPIOBaYaMU YW BJIACHUKAMH JOKyMeHTiB HarioHaipHOro apxiBHOTO (OHIY

(mam — HA®), mo mnigaraoTs IepeJaBaHHIO J0 apXiBHUX YCTaHOB B
000B’SI3KOBOMY MOPSJIKY a00 Ha IMiJICTaBl yTOIH;
mwkepena ¢opmyBanHs HA® — ycTaHOBH, IO € CTBOpIOBAaYaMHu YH

BJIACHUKAMHM JIOKYMEHTIB 11boro DoHAY;

J1IOBOJICTBO — CYKYIHICTh MPOIIECiB, MO 3a0€3Meuy0Th JOKYMEHTYBAHHS
yIpaBIHCHKOI iH(OpMaITii Ta opraHizaiiiro poOoTH 31 CIIy’)kOOBUMH TOKYMEHTaAMHU;

JOKYMEHTAIWHUN (JOKYMEHTalnbHMI) (OHI — CYKYIMHICTH CIIy>XKO0BUX
JOKYMEHTIB, 1[0 HAarpoOMajJiiiuch abo 3i0paHi B MpoIleci AISIIBHOCTI YCTaHOBH,
cKkJa 1 mporiec GopMyBaHHS SIKOT BU3HAYAIOTH 11 HOPMATHUBHI IOKYMEHTH;

JOKYMEHTOOOIT B YCTaHOBI — PyX CIYXOOBHX JOKYMEHTIB 3 MOMEHTY iX
CTBOPEHHSI a00 OJIep>KaHHS /10 3aBEPILICHHS BUKOHAHHS a00 BIJINPABICHHS;

€KCIepTU3a IIHHOCTI JOKYMEHTIB B YCTaHOBI — BCEOIYHE BHUBYCHHS
JIOKYMEHTIB 3 MeTOI0 BHeCeHHs iX 10 HA®D abo BuiIyuyeHHs 3 HbOTO, BIJHECEHHS iX
JI0 YHIKQJIBHHUX 1 BCTAHOBJICHHSI CTPOKIB 30€piraHHs JOKYMEHTIB, 110 HE MJIATaloTh
BHeCeHHIO 10 HAD;

30Ha KOMIUIEKTYBaHHS — aJMIHICTPAaTUBHO-TEPUTOPIaJIbHA OJIMHULIA, B SIKIN
nepe0yBalOTh YCTAHOBH, Ha SIKI MOIIMPIOIOTHCS MOBHOBAXKEHHS BIJNOBIIHOI
JIEp>KaBHOI apX1BHO1 YCTaHOBHU (apX1BHOT'O BIIJILTY MICBKOI paju);

IHCTPYKIIiS 3 JAUIOBOJACTBA — OOOB’SI3KOBMM HOPMAaTHBHUM aKT, IO
periaMeHTy€e 3MICT Ta OpraHi3allil0 BAKOHAHHS MPOIIECIB 3 A1JI0BOJICTBA YCTAHOBU;

KOsl TOKYMEHTa — JOKYMEHT, 110 MICTUTh TOYHE 3HAKOBE BIJITBOPEHHS
3MICTY YM JOKYMEHTHOI 1H(QOpMallli 1HIIOr0 JOKYMEHTa 1 B OKPEMHUX BHIIaJIKaX —
JIESIKUX H0ro 30BHINIHIX O3HAK;

HOMEHKJIaTypa chpaB — OOOB’SI3KOBUM ISl  KOXXHOI  YCTaHOBH
CUCTEMATU30BaHUI TEpeNiK Ha3B CHpaB, MO (HOpMYIOThCA B 1i JTIJIOBOJCTBI, 13
3a3HAYCHHSIM CTPOKIB 30€piraHHs CIpas;

OTJIAJ apXiBHUX JIOKYMEHTIB — apXIBHUH JIOBIJIHMK, IO MICTUTh
CHUCTEMATU30BaHI BIJJOMOCTI MPO CKJIaa 1 3MICT OKPEMHUX KOMIUIEKCIB apXiBHUX
JIOKYMEHTIB 3 X JpPKepeso3HaBYUM aHATI30M;

OTHC CIIPaB — apXiBHUU JOBIIHHK, MPU3HAYCHUM JUIsI OOJIIKY Ta PO3KPUTTS
3MICTY OJIMHMIIL 30€piraHHs, OJMHUIIL OOJIIKY, 3aKPIIUICHHS 1X CHUCTEeMaTH3allii B
Mexax apXxiBHOTO (OHAY;

OpraH BHILIOTO PiBHSI — YCTAHOBA, 11O 31HCHIOE (QYHKIIT YIPABIIHHS 010
0e3mocepeIHbO MIANOPSAIKOBAHUX 11 YCTAHOB;

oprasizaiiifHo-po3nopsaya JIOKyMEHTalis — YHI(IKOBaHA TNiJACUCTEMA
YIOPABIIHCHKOI JOKYMEHTaIlll, 1110 3a0e3rneuye OpraHizaiilo IpoLEeciB YIpaBIiHHS
Ta yMpaBJIIHCHKOI Mpalli;

oprasizaiiss poOOoTH 31 CIyXKOOBUMHU JOKYMEHTaMH — OpTaHi3ailis
3MIUCHEHHS] JOKyMEHTO0O0Iry, (OpMyBaHHS cCrpaB, 30epiraHHs CIIy)KOOBHX
JIOKYMEHTIB Ta KOPUCTYBaHHS HUMHU y MOTOYHIHN A1SUIBHOCT] YCTAaHOBH;

OpUTiHAJN CIIy’)KOOBOTO JOKYMEHTa — MPHUMIPHUK CIY>KOOBOTO JOKyMEHTA,
[0 Ma€ OPUTIHATBLHUHN TIUC TI0CaI0BO1 (CITy’k00BO1) 0COOM YCTaHOBH;

nepesik TUMOBUX JOKYMEHTIB — IMEpesiK BU/IB JIOKYMEHTIB, CTBOPIOBAHUX
I1J1 YaC BUKOHAHHS 3arajlbHUX JJIs BCIX YCTaHOB (DYHKIIIHA YIIpaBIIiHHSA, 31 CTPOKaMU
ix 30epiraHHs;



MOKKYMUK — apXiBHUM JOBIJHUK, III0 MICTUTh CUCTEMAaTH30BAaHUM TepesiK
00’€KTIB 4YM SIBUII, 3rajJyBaHMX B apXIBHUX JOKYMEHTaX, 13 3a3HA4€HHSM iX
MOIIYKOBHX JaHUX;

PEKBI3UT CIIYKOOBOTO JOKYMEHTa — 000B’S3KOBHI €JIEMEHT, 3a()iKCOBaHUI
B JIOKYMEHTI JUIg Horo iaeHTudikamii, opraHizaiii oOJIKy Ta HaJaHHA HOMY
IOPUUYHOI CUJIH;

ciyx0a JiT0BOJCTBA — CTPYKTYPHHM MiApo3ai1 abo BiAMOBiZaTbHA 0co0a
YCTaHOBH, IO 3a0e3leduye peecTpariio, OOJiK, OpraHizaimilo JOKyMEHTOOOITY
CITy’k00BUX JOKYMEHTIB, 30epiraHs JOKyMeHTaliiHoro Gouay abo oro 4acTuHu
710 TIepelaBaHHs Ha 30epiraHHs 10 apXiBy yCTaHOBHU;

CITy)K00BHI TOKYMEHT — O(IIIIMHO 3apEECTPOBAHUNA CITYKOOIO MIIOBOJICTBA
ab0 BIAMOBIIHUM YMHOM 3aCBIIYEHUI JOKYMEHT, IO OACpPX aHUM YU CTBOPEHUM
YCTaHOBOIO Yy MPOIIEC ii IsUTbHOCTI Ta Ma€ BIJIMOBIIHI PEKBI3UTH;

CTPOK 30epiraHHs JIOKYMEHTa — IIepioJi OOOB’S3KOBOr0 30epiraHHs
CIIy’k00BOTO JIOKYMEHTa, BU3HAYCHUW 3aKOHOJIABCTBOM YHACIHIJOK MPOBEIACHHS
EKCTIEPTU3U HOT0 IIHHOCTI;

YHIKaJIbHUNA JOKYMEHT — JOKyMeHT HA®D, 110 CTaHOBUTH BHUHSTKOBY
KyJIbTYpHY I[IHHICTb, Ma€ BaXXJMBE 3HAUYCHHsS g (OPMYBaHHsS HalllOHAJIBHOL
CaMOCBIZIOMOCTI YKpaiHCBKOTO Hapoay 1 BH3HAa4ya€e HOro BKJIAJ Y BCECBITHIO
KyJIbTYpPHY CIQJIINHY;

YOPABIIHCBKUM JTOKYMEHT — CIYXOOBHM JOKYMEHT, CIHPSIMOBaHUW Ha
BUKOHAHHS YCTAaHOBOK (YHKUIA, M0 3a0e3neuyroTh 1ii  AisUIbHICTE.  Jlo
VIOPABIIHCHKUX JOKYMEHTIB HaJeXaTh OpraHizaliifHO-po3nopsaadi, NEepPBUHHO-
00J11KOB1, OaHKIBCHKI1, (D1HAHCOBI, 3BITHO-CTATUCTUYHI, IJIAHOB1, pECYPCHI TOIIIO;

(OHIOYTBOPIOBAY — YCTAHOBA, Y PE3YJIbTATI JTISJIBHOCTI SIKOT YTBOPHIIUCS
JOKYMEHTAIIIMHUM Ta BIAMOBIIHO apXiBHUN (POHIH;

dbopMyBaHHS clpaB — TPYIMyBaHHS BUKOHAHUX JIOKYMEHTIB y CIpPaBU
BIJIMOBIHO J10 HOMEHKJIATYPH CIIPaB.

3. OcobnuBoCTi opraxizailii AUIOBOACTBA 31 CIY>KOOBUMH JOKYMEHTAMH,
[0 MICTATH 1H(OpMAIliI0 3 0OMEXEHHM JOCTYIIOM, JIIJIOBOJICTBA 32 3BEPHEHHSIMU
rpOMaJsiH MIOJI0 3alUTiB Ha 1H(GOpMAII0 B OKpeMHX Tramy3sx Ta cdepax
CYCIUJIbHUX BiIHOCUH BU3HAYAIOTHCS 1HITUMU HOPMATUBHO-TIPABOBUMHU aKTaMHU.

Oco0muBoCTI oprasizarii €JIEKTPOHHOTO JIOKYMEHTOO0ITY 13
3aCTOCYBAHHSAM €JIEKTPOHHOTO IM(POBOro MiAMUCY, POOOTH 3 EIECKTPOHHUMHU
JOKyMEHTaMU Ta iX MIATOTOBKA JO TepelaBaHHS Ha apXiBHE 30epiraHHs
BU3HavatoThCA [lopsakomM poOOTH 3 €IEKTPOHHUMHU JOKYMEHTaMU y JI1JIOBOACTBI Ta
iX MArOTOBKM J0 TEpelaBaHHs Ha apxiBHE 30epiraHHs, 3aTBEPXKCHUM HaKa30M
MinicrepctBa toctuuii Ykpainu Bim 11 mmcromaga 2014 poxy Ne 1886/5,
3apeecTpoBaHUM y MiHicTepcTBi roctuliii Ykpainu 11 nucronana 2014 poky 3a No
1421/26198 (mani — [Mopsigok pob6oTH 3 €NEKTPOHHUMU TOKYMEHTAMH).

4. Bumorm mux IlpaBun momo poOOTH 3 TEPBUHHO-OOJIIKOBOIO,
0aHKIBCHKOIO, (DIHAHCOBOIO, 3BITHO-CTATUCTUYHOIO, HAYKOBO-TEXHIYHOIO Ta 1HIIIOIO
CHEIIaTbHOI0 JIOKYMEHTAII€I0 TONIMPIOIOTHCS JIMIIE B YacTHHI  3araJbHHUX
NPUHITUIIB POOOTH 3 JOKYMEHTaMH, a TaK0X 3 MIATOTOBKH JOKYMEHTIB JI0
nepesaBaHHs Ha apXiBHE 30epiraHHsl.



5. Bumoru nux IIpaBun mono 3abe3neueHHs] 30epekeHOCTI, OOMIKY 1
KOPUCTYBaHHS JOKYMEHTaMHM TOLIMPIOIOTBCS HAa apXiBW, 110 30epiratoTh
JIOKYMEHTH 3 TTallepOBUMH HOCISIMH 1H(GOpMaITii.

ApxiBH, 10 30epiraroTh HAYKOBO-TEXHIUHI, ayal0BI3yalibHi, €JIEKTPOHHI
JTOKYMEHTH Ta 1HOpMaIlilo, 10 BiJIHECEHA 10 JEP>KaBHOI TAEMHHUIl, KEPYHOTHCS
po0OTH, TMPOBENEHHS EKCHEePTU3U MLIHHOCTI JOKYMEHTIB Ta odopmieHHs ii
pe3yIbTaTiB.

YMoBH poOOTH apXiBiB, 110 30epiraloTh HAYKOBO-TEXHIUHI, ayAi0Bi3yalbHi,
CJIEKTPOHHI JOKYMEHTH Ta iH(OopMarlio, BiJHECEHY 10 JACp’KaBHOI TAEMHHUIII,
BU3HAYAIOTHCS IHITUMU HOPMATHBHO-TIPABOBUMH aKTaMHU.

6. KepiBHUK ycTaHOBM BIANOBiIae 3a 30€pEKEHICTh CIY>KOOBHX
JOKYMEHTIB Ta 1H(popmalrlii, sIKy BOHH MICTSITh, (YHKIIOHYBaHHSI CUCTEMU 3aXUCTY
JOKyMEHTAIIHHOTO (POHIY BiJ] HE3AaKOHHOTO JOCTYIMY, BTpaTy 1 HECAaHKIIIOHOBaHE
3HUILEHHS JOKYMEHTIB, TOPYIICHHS PABUJI KOPUCTYBAHHS JOKYMEHTaMHU.

3a 3MICT, SKICTh MIATOTOBKM Ta OQOPMJICHHS Ha HAJEKHOMY pIBHI
JIOKYMEHTIB, a TaKO0X OpraHizaiiio JUIOBOJCTBAa Ta 30€piraHHs JOKYMEHTIB Y
CTPYKTYPHHX MiJIPO3/1IaxX BiJIMOBIAIOTH X KEPIBHUKHU.

7. Opranizaiiisi JIiJI0BOJICTBA B yCTaHOBAaX IMOKIAQIa€TbCd Ha CaMOCTIMHI
CTPYKTYpHI TIAPO3AIAM 3 JUJIOBOJACTBA (JIOKYMEHTAIIMHOrO 3a0€3MeUYeHHs),
3arajibHi BIJJIUIM, KaHLEspii Touo abo ocoOy, BIAMOBIIAIBHY 3a JIJIOBOJCTBO B
YCTaHOB1, —CEeKpeTapsl, 11JIoBoja (Hai — ciry»k0a 1JIOBOJICTBA).

Opranizanis AUIOBOACTBA B CTPYKTYPHUX  MIJPO3AUIAX  YCTaHOB
NOKJIAJA€ThCSl HA CIHELIaJIbHO NpU3HAYEHY [JIs I[bOr0 0co0y, y TMOCcagoBii
THCTPYKIIIT SIKOi 3a3HAaYaI0ThCA 111 000B’SI3KH.

VYcTaHOBM OpraHi3oBYIOTh JUIOBOJICTBO BIJAMOBIIHO O 3aTBEPAKEHOL
IHCTPYKIIIi 3 IIJIOBOJICTBA YCTAaHOBH.

8. ApXiB € CaMOCTIMHUM CTPYKTYPHUM IiJIPO3AIOM ab00 BXOIUTH IO
CKJIaAy CITY>KOU J1JIOBOJICTBA YCTAHOBH.

VY MajourcenbHUX YCTaHOBaX IPU3HAYAETHCA 0c00a, BIAMOBIgaIbHA 3a
BEJICHHS apXiBY YCTAaHOBH.

9. Cnyxba aUIOBOACTBA Ta apxiB, SKIIO BOHU € CaMOCTIHHUMH
MiPO3/1JIaMy, MPAIIOTh Ha TIJICTaBl MOJOXKEHb MPO HUX, IO MOTOKYIOTHCS 1
3aTBEPKYIOTHCS 3T1IHO 13 3aKOHOAABCTBOM.

Axmo yHkuii opranizaili A1JIOBOJCTBA B YCTaHOBI a00 BEJEHHS apXiBYy
YCTaHOBM MOKJIAJIEHO HA BIANOBIIabHY 0CO0Y, Y MOCaJ0BIM IHCTPYKIIIi MOCaA0BOI
0coOU 3a3HAYarOThCs 111 000B’A3KH, 11 ITpaBa Ta BiAMOBIIATbHICTb.

10. KepiBHUIITBO yCTaHOBHM 3000B’S13aHO 3a0€3MEYUTH apXiB HEOOX1THUM
MPUMIILICHHSIM, 00JIaIHAHHAM 1 KaJpamHu.

11. MarepianpHui HOCIH 1H(MOpPMAIIiT yIpaBIiHCHKOTO JOKYMEHTA, CIIOCOOH
Ta 3acobu 11 (pikCyBaHHS TOBHHHI 3a0e3nedyBaThd 30€peKEHICTh JIOKyMEHTa
MPOTATOM BU3HAUYEHOTO CTPOKY HOTO 30epiraHHs.

12. BrnacHUKOM ynpaBIiHCHKOTO JOKYMEHTA € YCTaHOBa, sIka CTBOpUJIA abo
oTpuMara 1eil TOKyMEeHT 1 BHecla Horo 10 CKIaAy JOKyMEHTAI[iiHOTO (hOHY.

13. CoipHi nuTaHHs LIIOJ0 MpaBa BJIACHOCTI HA YMPABIIHCHKI JOKYMEHTH
BUPILIYIOTHCS Y CYJIOBOMY MOPSIIKY.



14. BwiydyenHs (BUiMKa) OpWTIIHAQIIB CIYKOOBHUX JIOKYMEHTIB 13
JOKYMEHTAIlIHHOTO Ta  apxiBHOro (OHIIB yCTaHOBU MOBUHHO(a) OyTH
TUMYacOBUM(010) 1 JIMIIIE y BUMAAKaX, Mepea0aueHUX 3aKOHOM. Y pa3l BUIYyUYEHHS
(BUIMKH) OpHUTIHAJTIB JOKYMEHTIB, IO 3J1ACHIOETHCS 3a MHUChMOBOIO BKa31BKOIO
KepIBHHKAa YCTaHOBM, B YyCTaHOBI OOOB’SI3KOBO 3aJIMIIAIOTHCS KOMIi  ITUX
JIOKYMEHTIB, 3aCBIUeHI BIAMOBIAHO 10 NyHKTIB 8, 9 timaBu 10 po3miny II mux
[IpaBui, Ta NPOTOKOJ BUITYUYEHHS (BUIMKH).

Hoxymentn HA®, BumydeHi BIAMOBIMHO 10 3aKOHY 32 BMOTHBOBAaHUM
pIIEHHSAM CJHIAYOTO, CYIJi, CYyAy, HAIATaloTh OOOB’SI3KOBOMY IOBEPHEHHIO
YCTaHOBI, aJie He Mi3HIIIe HIXK Yepe3 OJIMH PIK MICIs MPOBAHKEHHS Y CIIPaBI.

I1. lokyMeHTYyBaHHS yIIPAaBJIHCbKOI iHpopMamii
1. 3arajbHi BUMOI'M 10 CTBOPEHHS YIPABJIHCHKHX I0KYMEHTIB

1. CtBOproBaHi ynpaBiIiHChKI JOKYMEHTH MOBUHHI BIMOBIATH IPABOBOMY
CTaTyCy yCTaHOBHU.

[IpaBo Ha CTBOpEHHS, MIANUCAHHS, MOTOMKEHHS, 3aTBEPKCHHS
JOKYMEHTIB BU3HAYa€TbCAd aKTaMU 3aKOHOJABCTBA, MOJOXKEHHSAMHU (CTaTyTamu)
YCTaHOB, MOJIOKEHHAMH MPO CTPYKTYPHI MIAPO3IIH 1 TOCATOBUMHU THCTPYKITISIMHU.

2. YrpaBiiHCBKI JOKYMEHTH YCTaHOBHU 3a iX Ha3BOIO, OPMOIO Ta CKIJIaJOM
PEKBI3UTIB MOBUHHI BIANOBLAATH YHI(pIKOBaHUM (opmaM, sIKI BCTaHOBIIIOIOTHCS
HalllOHAJTBHUMH CTaHJapTaMu, HOpMaTHBHO-NpaBOoBHUMH akTamu. [lepenik kiacis
VOPABIIHCBKAX  JIOKYMEHTIB  BHU3HauaeTbcs  JlepkaBHUM  Kiacu(pikaTopom
ynpasiiHcbkoi gokymeHTamii JIK 010-98, 3arBepmxeHuM Haka3zoMm Jlep:kaBHOIO
KOMITETY YKpaiHU MO CTaHAapTHU3alli, MeTpoJiorii Ta ceprudikauii Big 31 rpyaHs
1998 poky Ne 1024 (i3 3minamu) (nami — AKYJ1).

3. OpranxizaiiiiHo-po3nopsiiua JOKyMEHTallisl, 10 € OJHUM 3 KJaciB
YIPaBIIHCHKOT JOKYMEHTAIII1, OIIIEThCS Ha:

OprasiszaifiiiHy, 1m0 MICTUTh MpaBWia, HOPMH, L0 BU3HAYAIOTh CTaTycC,
KOMIIETEHIIII0, CTPYKTYpy, IITATHY YHUCEIBHICTh 1 MOCAJOBUN CKIJIAJ YCTaHOBH,
(GYHKIIOHATBHUIM 3MICT JISUIBHOCTI YCTAHOBHU Ta 11 MiAPO3AUTIB (TOJIOKEHHS a0o
CTaTyT YCTaHOBH, TOJIOKEHHS PO CTPYKTYPHI MIAPO3IIN YCTaHOBH, MOCAIOBI
IHCTPYKIIii, IITaTHI PO3IKCH, JOTOBOPH TOIIIO);

po3nopsinyy, 1o  (¢iKCye pIlIEHHS  HOPMAaTUBHO-NIPABOBOTO  abo
OpraHi3aIiitHO-PO3MOPSIIIOTO XapaKTepy 3 OCHOBHUX MHUTAHb iSTILHOCTI YCTAHOBH,
aJIMIHICTPATUBHO-TOCHIOJAPCHKUX a00 KaApoBUX (0COOOBOrO CKJIaay) NUTaHb
(mocTaHOBH, PIICHHS, HAKA3U, PO3NOPSIKEHHS);

iH(opMaIIiHO-aHAIITUYHY, IO MICTUTh 1H(QOpPMAIli0, HAa MIACTaBl SIKOT
NPUIMAIOThCS MEBH1 YHPABIIHCHKI pilIEHHS (aKTH, JOBIAKHW, AOIMOBIJHI 3alUCKH,
3as1BU, MOSCHIOBAJIbHI 3aIMMCKH, POTOKOJIH, CIIYKOOBI JIUCTH TOIIIO).

4. IIpaBo Ha BUJAHHS MIEBHOT'O BUY PO3MOPSAYOro TOKyMEHTa (IOCTaHOBH,
pIillICHHS, HaKa3zy, pPO3MOPSAKEHHS) 3aKpIIUIIOEThCS Yy TIOJOXKEHHI (CTaTyTi)
YCTaHOBU 1 3yMOBIIIOE€THCS MPABOBUM CTAaTyCOM YCTaHOBH Ta MOPSAIKOM MPUUHATTS
YIPaBIiHCHKUX PIIIEHb (HA MACTaBl €JMHOHAYAIBHOCTI a00 KOJIET1aJbHOCT1).

B ycraHoBax, mo nAif0Th Ha OCHOBI KOJIET1aJIbHOCTI, iX KEPIBHUKH MalOTh
paBoO MPHUIMATH €IMHOHAYAJIbHI PIICHHS 3 BYy3bKUX MHUTAHb 1 BUABaTH B MeXax
CBO€T KOMIETEHIIIT 1HIII BUIW PO3MOPSIAUNX TOKYMEHTIB.



5. CnuibHI po3mopsiivi TOKYMEHTH YCTAaHOB, IO BHUAAIOTh OJIHAKOBI 3a
bopMOI0 TOKYMEHTH (ITOCTAHOBH, PIILICHHS, HAKA3U, PO3IMOPSIPKEHHS), BUIAIOTHCS
y BIJIMOBIHIN dopMmi.

CrinpH1 po3mopsadl TOKYMEHTH YCTaHOB, YIIOBHOBAa)KEHUX BHJIaBaTH PI3HI
3a (OpMOIO JIOKYMEHTH, BUAAIOTHCA y (OpMi pIllleHHS, SIKE Ma€ MPaBOBY CHILY
PO3MOPSIAYOTO JOKYMEHTA KOXKHOT YCTaHOBH, IO MPUHMAE 11€il TOKYMEHT.

6. Posmopsaunii TOKyMEHT MOKe OyTH BIIMIHEHO (3MIHEHO, JOMOBHEHO)
JIUIIIe HOBUM PO3MOPSATIUM JOKYMEHTOM.

7. TlpoekTn pO3MOPSATYNX MOKYMEHTIB, IO 3a4iNaloTh 1HTEPECH IHIIUX
YCTaHOB, MTOBUHHI MOMEPEAHBO MOTOMKYBATUCS 3 HUMH. Y pa3i po30DKHOCTEH 10
NPOEKTY JONAIOThCA 3ayBaKeHHs ab0o0 CyTh pO301KHOCTEH 3a3HAYAETHCA Y
CYNPOBITHOMY JIUCTI.

8. X114 oOroBOpEHHsI MHUTaHb 1 PIIEHb, O MNPUWMAIOTHCA Ha 3aciAaHHIX
KOJIETIaJIbHUX oOpraHiB (Kojerisx, panax, 300pax, Hapangax), (ikcyerbcs B
MIPOTOKOJTI.

[IpoTokon ckiIamaeThCs Ha IMIICTaBl 3aMMKCIB, 3pOOJICHUX II1JT Yac 3aciaHHs
(ctenorpam, oHOrpam), Ta JOKYMEHTIB, MIATOTOBICHUX 10 3acigaHHs (TEKCTIB Ta
T€3 JOMOBIJEH 1 BHUCTYIIIB, JTOBIJOK, MPOEKTIB MOCTAHOB a00 pIlIEHb, MOPSJIKY
J€HHOT'0, CIUCKY 3alpOIIEHUX TOIIO).

9. ¥V Mmexax KOMNETEHLIi YCTaHOBM MOXYTb HAJCHJIATH JIUCTU MpHU
BUKOHAHHI ONEPATUBHUX 3B’A3KIB 3 OpraHaMu BHUILIOTO PiBHS, (PYHKIIOHATBHUMHU
opraHamu, iJICTJIMMH Ta IHIIAMHA YCTAaHOBAMH, a TAKOK TPOMAJITHAMH.

JIuctyBaHHS MIXK CTPYKTYPHUMH NIAPO3AUIAMA HEOOXITHO YHHUKATH 1
3aCTOCOBYBATH YCHI pO3’ICHEHHS, BUPILIEHHS MMUTaHb 10 TeJle(OoHy TOLIO.

10. JoBeaeHHs 10 BioMa MiJJIETJIMX YCTAHOB Ta CTPYKTYPHUX MIAPO3IALTIB
pO3MOpAIYUX JOKYMEHTIB OpraHiB BHUIIONO piBHA ab0 I1HIIMX YCTaHOB
3MIACHIOETBCS Y (POpMi, BCTAHOBIIEHIM aBTOPOM JOKyMeHTa. Skmio croci®é He
3a3HAYEHO, YCTAHOBA BUPIIIIYE II€ MUTAHHS CAaMOCTIMHO.

Opranizamiiii Ta po3MOPSAYl JOKYMEHTH YCTAHOBU JIOBOASTBHCS [0
BUKOHABIIIB Y BUTJISAI KOIM a00 BUTATIB.

[TpoTokonbHI pillieHHs KOJEriaTbHUX OPraHiB JOBOASATHCS 10 BUKOHABIIIB Y
¢dbopmi, BCTAHOBJICHIH MOJIOKEHHSAM TIPO IIi OPTaHH.

JloxyMeHTH 0€3 aapecHOi YacTHHM (TUIaHH, 3BITH, JIOBIJIKH, aKTH TOIIO) Ta
JOKYMEHTH, W1I0 NIJUISTaloTh IOBEPHEHHIO, €JEKTPOHHI HOCIli  1H(popMallii
HAJICUJIAIOTHCS 13 CYITPOBLAHUM JIUCTOM.

11. OdopmiieHHs pEeKBI3UTIB OpPraHi3aliifHO-PO3NOPAIYOi TOKYyMEHTAIli Ta
MOPSZOK I1X poO3TallyBaHHS MaroTh BiAnoBigaTd HairioHaabHOMY CTaHIApTy
Vkpainu «JlepxaBHa yHi(iKOBaHa cuUcTeMa JOKyMEHTarlli. YHipikoBaHa cucTtema
OpraHi3alifHO-pO3NOPSAIY0i  JOKyMeHTarii. Bumorn a0  odopmiItoBaHHS
JIOKYMEHTIB.

JNCTY 4163-2003», 3aTBepmkeHOMY Haka3oM JlepKaBHOrO KOMITETY
VYkpainu 3 MuTaHb TEXHIYHOTO PETYJIIOBAHHS Ta CIIOKUBYOI MOJMITUKH BiJ 07 KBITHA
2003 poky Ne 55 (mami — ICTY 4163-2003).

12. Ilix yac miAroToBKH, odopmieHHS Ta/ab0 OmMpalfoBaHHS JOKYMEHTIB
3aCTOCOBYIOTh PEKBI3UTH, WIO BIAMNOBIIAIOTh TMPU3HAUEHHIO JOKyMEHTa abo
croco0y Moro onpalroBaHHs.



Ha pgokymeHnTax, 10 NiUISTaloTh MOBEPHEHHIO, BIAMITKM TIPO  iX
OTpaIIOBaHHS B YCTAHOBI HE MPOCTABIISIOTh.

13. 3 meToro miaBHUICHHS €(GEKTUBHOCTI Ta OMNEPATHBHOCTI OpraHizarii
poboTH 3 JIOKYMEHTaMHU OJIHaKOBI 3a 3MICTOM JIOKYMEHTH MOXYTh OYyTH
yHI(piKOBaH1 IUIIXOM PO3pOOJICHHS TpadapeTHUX TEKCTIB, SIKI BKIIOYAKOTHCS 10
30ipHHKa (a1p00MYy) yHIpIKOBaHUX (THIOBUX) (POPM JTOKYMEHTIB YCTAaHOBH.

14. YcraHoBu 371HCHIOIOTH JIIJIOBOJCTBO JEP>KaBHOIO MOBOIO. JloKymMeHTH
0 OpPMITIOIOTH JIEPIKABHOIO MOBOIO, KPIM BHITAJIKIB, IepeI0adeHUX 3aKOHOaBCTBOM
PO MOBH B Y KpaiHi.

JIOKyMEHTH, SKI HaJCHUJIAIOThCS 1HO3EMHHUM ajapecaTaMm, O(OPMIIIOIOThH
YKpailHCHKOI0 MOBOIO, ab0 MOBOIO Jep)KaBH-ajpecara, ab0 OJHIEI0 3 MOB
M1XHAPOJHOTO CIIKYBaHHS.

15. OOmexeHHs poctyny A0 1HGOpMaIlii, IO MICTATh YIPaBIIHCHKI
JIOKYMEHTH, 1 HaJlaHHs M BIAMOBITHUX TpUDIB (« /s c1y’>KOOBOTr0 KOPUCTYBaHHSY,
«Kondinenmitino», «TaeMHO»  TOIIO)  3MIMCHIOIOTHCS  BIAMOBIIHO  JO
3aKOHOJIaBCTBA.

2. BJIaHKM 10OKYMEHTIB

1. OpranizamiiHo-po3nopsiaui  TOKyMEHTH O(OpMIISIIOTh Ha OJlaHKax.
Posmimennst pekBi3uTiB Ha O61aHky moBuHHO BignosigaTu JJCTY 4163-2003.

3pa3ku OJaHKIB 3aTBEPKYIOTHCS PO3MOPATINM JOKYMEHTOM YCTAaHOBH.

2. YcraHoBH po3po0isitoTh OJaHKU JOKYMEHTIB CTPYKTYPHUX HIAPO3.LIIB,
BIJIOKpEMJIEHUX MIIPO3ALUTIB Ta OJAaHKK JOKYMEHTIB OCaJ0BOi 0cOOM B TOMY pa3sl,
SKIIO KEPIBHUK CTPYKTYPHOIO MIAPO3JLTY, BIJOKPEMJIEHOTO MIJPO3AULY UM
nocajoBa oco0a MarOTh IPABO MIAMKUCYBATH JOKYMEHTH B MEXKaX iX TOBHOBAXEHb.

Ha 6mankax mocanoBux oci® Ta OJaHKaX CTPYKTYpPHHUX MIAPO3JALIIB, IO HE
€ IOPUIUYHUMU Oco0aMu, HE BIATBOPIOIOTHCA 300paskeHHsI repbOiB, emOieM abo
TOBApHOTO 3HAKa (3HaKa 0OCITYyTrOBYBaHHS).

3. YcraHoBH, 1O 3A1MCHIOIOTH JHCTYBaHHS 3 TOCTIMHUMHU 1HO3EMHUMH
KOPECIIOHAEHTaMH1, MOXYTbh BUTOTOBJISATH OJIAHKH, PEKBI3UTH SKHX 3a3HAYalOThCS
JIBOMa MOBaMH: JIIBOpYY — YKpaiHChKOIO, MpaBopyd — iHO3eMHOW. biaHku, mio
MICTATh PEKBI3UTH, BHUKJIQJCHI 1HO3EMHOIO MOBOIO, BHKOPHCTOBYBATH B MeEXax
YKpaiHu HE PEKOMEHIYETHCS.

4. bnaHKU BUTOTOBJISIOTHCS APYKAPCHKUM CIOCOOOM abo 3a JI0MOMOTOK0
KOMIT FOT€PHOT TEXHIKM Ha Manepi BUCOKOI SIKOCTI (hapOdamMu HACUUYEHHUX KOJIbOPIB.

Jjist BUTOTOBJIEHHS OJIaHKa po3po0sieThesl oro MakeT y MacmTabi 1:1, Ha
SAKOMY MaloTh OyTH HaHECEHI MOCTIMHI PeKBI3UTU OJlaHKA, HEOOX1AHI BIAMITKH JJIsI
NEePEMIHHUX PEKBI3UTIB, @ TAKOXK 3a3HAYEH1 PO3MIPH 30H PO3TALTYBAHHS PEKBI3UTIB.

5. PimieHHs npo cnociO BUTOTOBJIEHHS OJIaHKIB Ta HEOOXIAHICTH iX OOJMIKY
pUiiMae KePIBHUK 3aJIEKHO BiJl XapaKTepy AISUTbHOCTI YCTAaHOBH.

Bunu GnankiB, 10 3aCTOCOBYIOTHCSI B YCTaHOBI, Ta MOPSAOK iX OOMIKY 1
30epiraHHsi BU3HAYAIOTHCS IHCTPYKLIEIO 3 T1IJIOBOACTBA YCTAHOBH.

6. OG0B’ A3K0BOMY OOJIIKY MiJJISITal0Th MPOHYMepoBaHi OnaHku. [lopsakosi
HOMEpHU TMPOCTABISAIOTh HYMEpPAaTOpoM, IPYKApChKUM ab0 IHIIUM CIIOCOOOM Ha
HIOKHBOMY TI0JII 3BOPOTHOTO MOl OnaHka abo JiBOMY IOJi JIMIBOBOTO OOKY
OJlaHKa.



Koxen Bum mnpoHyMepoBaHOro OjaHKa OOJIIKOBYETbCS B IKypHai
peectpariii OJIaHKIB JOKYMEHTIB, ()OpMY SIKOTO HaBEIEHO B JAOJATKy 1 10 Iux
[IpaBwi, abo iHIIN peecTpamiitHii (opMmi, a OmaHku 30epiraloThes B Mmiadax,
ceipax, 110 HAAIHHO 3aUUHSIOTHCS 1 OTICYATYHOTHCS.

3HUINEHHS 31MCOBAaHUX OJIAHKIB 3/1MCHIOETHCS B YCTAHOBJICHOMY MOPSAKY
3a aKTOM 3 BIJIMITKOIO B OOJIIKOBO-peecTpalliiiHiil ¢hopmi.

7. Ocobwu, siki BIANOBINAIOTH 3a OOMIK, 30epiraHHs Ta BUKOPHCTAHHS
OJIaHKIB, BU3HAYAIOTHCSI KEPIBHHUKOM YCTAHOBH, TIPO IO BHIAETHCS PO3MOPSTUNN
JTIOKyMEHT.

8. He na Gmankax oQopMIIOIOTHCS JesiKi BHYTPIIIHI JOKYMEHTH (3asBU
MpaliBHUKIB, JOTIOBIHI 3aMKUCKH, TOBIAKU TOIIO) Ta JOKYMEHTH, III0 CTBOPIOIOTHCS
BiJl IMEHI KIJTbKOX YCTaHOB.

CrinpHl po3MOpSAYl TOKYMEHTH Ta JUCTU O(OPMIIOIOTHCS Ha YHCTHX
apKyllax Iarnepy 13 3a3Ha4eHHSIM HailMeHyBaHb YCTAaHOB Ha OJIHOMY DPiBHI, a Ha3BU
BUJly JOKYMEHTa — rmocepeauHi. JliBopyd 3a3HauyaeTbCs Jara, MOpaBOpyd —
peectpaniiauii  iHAeKC (HOoMmep). Ilpm 1boMy 300pakeHHS TrepOiB, eMmOeM,
TOBAapHUX 3HAKIB (3HAKIB OOCIYrOBYBaHHs) HE BIJITBOPIOIOTHCS.

3. lleyaTku

1. IlpaBo Ha 3acTtocyBaHHsI TepOOBHX MeYaTOK (IJIsI YCTAaHOB, SIKI MArOTh
paBO BHUKOPHUCTOBYBATH JEpP>KaBHY CHUMBOJIKY) a0O I€4aTOK YCTaHOBU 13
3a3HAYEHHSIM HallMEHYBaHHS YCTAaHOBM Ta 1AeHTH(QIKaliiiHoro komay (mam —
rneyaTtka yCTaHOBU) 3aKpIIUIIOETBCA Yy TMOJOXKEHHI (CTaryTi) YCTaHOBHU 1
3YMOBJIIOETBCS 11 IPABOBUM CTAaTYCOM.

Ha noxymeHTax, 110 3aCBiIUyIOTh MTpaBa rpOMaJIsiH 1 IOPUIAYHUX OCIO, Ha
AKUX (PIKCY€eThCS (DAKT BUTpPATH KOLITIB 1 MPOBENCHHS Olepaliid 3 MaTepiaibHUMU
I[IHHOCTSIMU, TMIAMKUC TOCAA0BO1 (BIAMOBIIATBEHOT) 0COOU CKPIMITIOETHCS MEYaTKOIO
YCTaHOBH (32 HasIBHOCTI).

2. B ycTanoBax J03BOJIIETHCS TAKOK 3aCTOCOBYBATH MEYATKU CTPYKTYPHUX
M1pO3aUTiB (CIIyKOH A1IIOBOJACTBA, OyXrantepii, KaJpoBOi CIIyKOH TOIIIO0), IEYATKH
JUTSL OKPEMHX KaTeropiil TOKYMEHTIB (IUIsl KOMii, MepernycToK, KOHBEPTIB TOIIO), a
TaKOX METaJeBl EYaTKH — JIJIsl OTeYaTyBaHHs MIPUMIIIEHb, mad, cerdis.

3. YcraHOBH MOXYTh 32 HEOOXIAHOCTI 3aCTOCOBYBATHU IITAMIIM 3 TTOBHUM
HallMEHYBaHHSM YCTaHOBH Ta IHIIMMH PEKBI3UTaMH OJIaHKA.

4. B iHCTpYKIIi 3 A1JIOBOJICTBA YCTAHOBH BU3HAYAOTHCS BUAM 1 KUIBKICTh
NeYaToK, IITAMITIB, IO 3aCTOCOBYIOTHCS, MEPEeNiK JTOKYMEHTIB, MIAMUCH Ha SKUX
BIJIMOBIJHO JI0 3aKOHOAABCTBAa HEOOXITHO CKPITUTIOBATH IEYATKOI YCTAaHOBH, Ta
MOPSIJIOK 3aCTOCYBAHHS MEYATOK.

5. Po3nopsigunM 1OKYMEHTOM KEepiBHMKA YCTAHOBU BU3HAYAIOTHCS MOPSAOK
BUKOPUCTaHHSA, Micile 30epiraHHs TeYaTKu YCTaHOBH 1 TI0CAIOBI 0coOH,
BIIMOBIAANBHI 3a 11 30epiraHHs, a TaKoXX IEpeiiK MOCaaoBUX 0Ci0, MiAMUCH SKHX
CKPIIUTIOIOTHCS MEYATKOIO YCTaHOBHU.

6. IlpaBo 3acBigueHHs MOKYMEHTIB Ta iX KOIM MOXE HaJIaBaTHCA
M0CaJ0BUM Ta IHIIMM 0co0aM Ha MiJICTaBl JOBIPEHOCTI.

7. Y mocamoBUX IHCTPYKISIX BH3HAYAIOTHCSI TIOBHOBAXEHHS IOJAO
3aCBITUEHHS JIOKYMEHTIB Ta iX KOIiil.



8. BiOUTOK TeuyaTku, 10 3acBIAYYE MIAMKUC MOCAT0BOI OCOOU, CTAaBUTHCS
TaKUM YMHOM, 100 BiH OXOIUTIOBAB OCTaHHI KiJbKa JIITep HallMEHYBaHHS MOCaaH
oco0wu, sKa MmiJinucana JOKyMEHT, ajlieé He MIIUC MOcagoBoi 0coOU. Y JOKYMEHTaX,
CTBOPEHHUX Ha OCHOB1 yHI(ikoBaHUX (opM, TIeyaTKa CTaBUTHCSI Ha OKPEMO
BUJIUICHOMY JUIS ITHOTO MICIT 3 BIAMITKOIO «M. T1.».

9. OOk yciX MeYaToK Ta IITaMIIiB, L0 3aCTOCOBYIOTHCS B YCTAHOBI,
BEJIETHCA Y JKypHaITi 3a (OPMOI0, HABEICHOIO B TOAATKY 2 10 1ux [IpaBwu.

Bumaua medatok, mtaMIiiB MOCaJ0oBHM 0co0aM 3IHCHIOEThCS i MIAIUC Y
BIJIIIOBITHOMY KYypHAJI.

10. ITeuatku 30epiraroThes y madax (cetihax), mo HaAIHO 3aMUKAIOTHCS 1
OTIEYaTyIOThHCA.

11. TlepeBipka HasBHOCTI MEYATOK 1 INTAMMIB 3IIHCHIOETHCS HIOPOKY
KOMICI€I0, TMPU3HAYEHOK PO3NOPAIYMM JOKYMEHTOM KEpIBHHKA YCTaHOBH, Ta
0(OPMITFOETHCS AKTOM.

4. laTyBaHHA yNPaBJIiHCbKUX JOKYMEHTIB

1. JlaToro TOKyMEHTa € BIJIMOBIIHO JlaTa MOro MiAMUCaHHSA, 3aTBEPIKEHHS,
OPUMHATTS, peectpaiii abo ckiafieHHs (s akTiB), 3aciiaHHs KOJET1aIbHOTO
oprasy ([Jist IPOTOKOJIIB).

Haty odopmistors BiamosigHo g0 JCTY 4163-2003 uudpoBum abo
CJIOBECHO-ITU(POBUM CIIOCOOOM.

2. VYci pekBI3UTH Ha JOKYMEHTI, MOB’si3aHI 3 HOro MPOXOIKEHHAM 1
BUKOHAHHAM, JaTyIOThCA 1 MANKHCYIOThCA. JlaTa mOKyMEHTa TpPOCTaBISETHCS
MOCaJ0BOI0 0CcO00I0, fAKa MOro BI3ye, MOroaxye aodbo 3arBepaxkye. Jlara
3a3HAYAETHCS HIXKUYE MIIUCY JT1BOPYY.

3. ITig yac peecTparlii TOKyMEHTa MO0 JaTa MPOCTABIISIETHCS MPAI[iBHUKOM
CIIy’)kOM JJIOBOJCTBA B JIIBIM BEpXHIM YaCTHHI JOKYMEHTa Ha CHEIaJbHO
BIJIBE€ZICHOMY MICIIl Ha OJIaHKY.

VY nokymeHTax, CKJIaJeHUX HE Ha OJaHKy (3asBU IpalliBHUKIB, JOIOBIIHI
3alKMCKU, JOBIAKK TOIIO), JaTa MPOCTaBISETHCA aBTOPOM JOKYMEHTa HIDKYE
TIJIITHCY.

4. Ha nmoxymeHT1, BUIaHOMY JIBOMa ab0 OuIbIe yCTAaHOBAMH, 3a3HAYA€ThCA
OJIHA J1aTa, sIKa BIAMOBIAA€ AaTi OCTAHHLOTO MIJIMHCY.

5. lTorom:xeHHs1 ynpaBJ/JiHCbKHUX JOKYMEHTIB

1. V¥V pa3i BUHUKHEHHS TIOTPeOM Yy TMPOBEICHHI OI[IHKH JOILJIBHOCTI
CTBOPEHHS JIOKYMEHTa, MOro OOIpyHTOBAHOCTI Ta BIAMOBIJHOCTI 3aKOHOJABCTBY
3IIHCHIOETHCS TIOTOKCHHS MPOCSKTY TOKYMCHTA.

2. TloromkeHHS MOXe 3/IHCHIOBATUCH SIK B YCTAHOBI ITOCAJOBUMHU 0CO0aMH,
SK1 BIAMOBIIHO JIO 1X KOMIIETEHI(i BUPINIYIOTh MHUTAHHS, TMOPYIICHI B TMPOEKTI
JOKyMEHTa (BHYTpPIITHE TOTO/DKEHHS), Tak 1 3a il MeXaMH IHIIAMU
3alHTEPECOBAHUMH YCTAaHOBAMU (30BHIIIHE TTOTOIKCHHS).

3. BuyTpiiHe noropkeHHs: 0pOPMIISIIOTh HUIIXOM MPOCTABJISHHS Bi3H, KA
opopmisieTsest BiamoBimuo a0 JICTY 4163-2003 1 BkiIrO4ae: 0COOMCTHIA ITiATHNC,
iHimiany (iHirmiaax iMeHi) 1 Mpi3BHUINE MOCaa0BOi 0co0M, sSKa Bi3y€ JOKYMEHT, JaTy
Bi3yBaHHS. Y pa3i moTpeOu Moke OyTH 3a3HadyeHa Iocajga ocoOM, sika BI3Ye€
JIOKYMEHT.



4. Bi3u pOCTaBIIAIOTHCS HAa MMPUMIPHUKAX TOKYMEHTIB, 110 3aJMIIAIOTHCS B
yctaHoBl. [IpoekTu po3mopsauux JOKYMEHTIB BI3YyIOTbCA Ha  MEpIIOMY
MIPUMIPHHUKY.

VY neskux BUMAAKaX JOMYCKAEThCS TMOAPKYIIHE Bi3yBaHHS JOKYMEHTIB.
Bunu nokyMeHTIB, 110 NOTPEOYIOTh MOAPKYIIHOTO BI3yBaHHS, 3a3HAYAIOTHCS B
THCTPYKIIIi 3 J1JIOBOJICTBA YCTAHOBHU.

5. 3ayBakeHHsI 1 MPOMO3UIIT 0 MPOEKTY JOKYMEHTa BHUKJIAQIalOThCA Ha
OKpEMOMY apKyIili, Mo 10 Ha MPOEKTI pOOUTHCS BIAMOBITHA BIAMITKA.

[Ipo HasBHICTP 3ayBaxeHb OOOB’SI3KOBO TMOBIIOMIISIIOTE 0C001, fKa
HiAMUCYE TOKYMEHT.

6. [lepenik mocamoBux 0ci0, SKi MOBUHHI 3aBI3yBaTH TJOKYMEHT B YCTaHOBI,
BHU3HAYAE MPAIIBHUK, SIKHUA CTBOPIOE JOKYMEHT, BUXOSYH 3 OTO 3MICTY.

7. BHYTpIIIHE MOTOJKEHHS MPOEKTY JTOKYMEHTa 3aJIEXHO Bl MOro 3MICTY
MPOBOJIUTHCA B TaKiil MOCIIJOBHOCTI: MPAIiIBHUKOM, SIKHM MiATOTYBaB JOKYMEHT,
KEpIBHUKOM  CTPYKTYpHOTO  TIAPO3AUTYy, B  SKOMY  MOro  CTBOPEHO,
GyHKIIOHATPHUMHU,  TEPUTOpIAIbHUMHU  MiApo3aiiamMu (32 HEOOX1JAHOCTI),
MOCaJIOBUMH 0cOo0aMHM, SIKI 3a3HAa4eHl B TMPOEKTI JOKYMEHTAa $K BHUKOHABIII,
(GIHAHCOBUM IMMAPO3JLIOM abo0 TOJOBHUM OyxrantepoMm (OyxrairepoMm) (SKIIO
MPOEKT JOKYMEHTa CTOCYEThCA (DIHAHCOBUX TMHTAaHb), KEPIBHUKOM IOPUIUYHOI
ciy0u (ropuctoMm) (y pasi MOroJKEHHSI MPOEKTIB HOPMATUBHO-TIPABOBUX AaKTIB,
OpraHi3allifHUX Ta pO3MOPSAYMX AOKYMEHTIB YCTAHOBH), 3aCTYIIHUKOM KEpIBHHMKA
YCTaHOBH, SIKUW BIAMOBIJA€ 32 MUTAHHS, IO MICTATHCS B MIPOEKTI IOKYMEHTA.

8. Ilopsimox Bi3yBaHHSI TMEBHUX BHUJIIB JOKYMEHTIB 3a3HAYA€ThCA B
THCTPYKIIi1 3 J1IJIOBOJCTBA YCTAHOBH.

9. 3a 3MICT JOKyMEHTa, SIKMH BI3Y€TbCS KIJTbKOMa 0CO0aMU, Taki ocoOu
BIJIMOBIAAIOTE 3T1AHO 3 KOMIIETEHIIIEIO.

10. Sxmio y mporieci Bi3yBaHHS 10 MPOEKTY JTOKYMEHTa BHECEHO CYTTEBI
3MIHH, BIH TJISITa€ JOOMPAIIOBAHHIO, MEPEIPYKYBAHHIO 1 TOBTOPHOMY Bi3YBaHHIO.

11. 30BHIIIHE MMOTOHKCHHS MPOEKTIB JOKYMEHTIB MOXe OyTH 0(OpMIICHO
apKyIlieM TOTO/KeHHS, TPU(OM MOTOJKEHHS, TOBIIKOIO PO MOTOKEHHS, JTUCTOM
MOTOXKEHHsSI a00 TPEICTaBICHHSIM MPOTOKOJIY OOTOBOPEHHS MPOEKTY JOKYMEHTa
Ha 3aciJjaHHI KOJICT1aJbHOI'O OpTaHy.

12. I'pud noromxenHs opopmisieTses BianosiaHo 10 ACTY 4163-2003.

13. Apkym MOTOJKEHHS CKJIAAa€TbCad y pasl, SKIIO 3MICT JOKyMEHTa
CTOCYEThCS OUIbIIIE HI’K TPHOX YCTAHOB, MPO 1110 POOUTHCS BIAMITKA B TOKYMEHTI Ha
Micii Tpuda noroKEHHs, HaMpUKIaA: ApPKyII MOTOKEHHS 10Ja€ThCS.

14. Apky1 noroxeHHs: 0POPMIISETHCS 32 TaKOIO (OPMOIO:

APKVYII ITOTI'O/PKEHHA

Ha3zBa npoekty nokymenra

Hazga mocanu [lignuc Inimiany (iHimian iMeH1), Ipi3BHUIIE

JlaTa

[linmuc mocamoBOoi 0COOM  CKPITUTIOETHCS  MEUYATKOK yCTaHOBH (32
HasiBHOCTI).

15. KoxHa 3 ycTaHOB, AKiil HaJICIaHO MPOEKT JOKYMEHTa Ha MOTOKSHHS,
MOX€ HaJIaBaTH OKPEMUW apKyll T[OTO/DKEHHS, a00 apKyIl IOTOJKEHHS
MepeslacThCs  3alHTEPECOBAaHMM  YCTAHOBAM Y  TOCIIJIOBHOCTI, BH3HA4YCHIM
YCTaHOBOIO — aBTOPOM MPOEKTY TOKYMEHTA.



Apkyi abo apKylili MOroMKeHHs 30€piraroTbCsi pa3oM 3 JOKYMEHTOM, SIKH
OyJ10 TTOTOIKEHO.

16. 3oBHIIIHE MOTOHKEHHS Yy pa3i NOTpeOH, BUSHAYEHOI 3aKOHOJABCTBOM,
3I1ACHIOETHCS B TaKiil TOCJI1JOBHOCTI:

3 YCTaHOBaMH OJTHAKOBOTO PiBHS Ta iHIIMMHU yCTaHOBAMU;

3 rPOMaJICBKUMHU OpTaHi3allisiMu;

3 OpraHam#, siKi 3A1MCHIOIOTH JAepKaBHUI KOHTPOJIb Y TIEBHIHN cdepi;

3 YCTaHOBAaMH BHUIIIOTO PIiBHSI.

6. 3aTBepIiKeHHA YNPABJIIHCHKHUX JOKYMEHTIB

1. 3aTBepmKeHHS YHPABIIHCHKHX JIOKYMEHTIB 3J1ACHIOETHCS OCOOUCTO
M0CaI0BOI0 0c00010 (TTOCaIOBUMH 0CcO0aMHM) BIAMOBIMHO 10 ii (1X) MOBHOBaXXEHB
ab0 po3MOpSAYMM JIOKYMEHTOM YCTAHOBM 13 3a3HAUEHHSM Ha JOKYMEHTI rpuda
3aTBEPKEHHS, OPOPMIICHOTO BiJMOBIAHIUM YHHOM.

2. Po3nopsagunM JOKYMEHTOM YCTaHOBU 3aTBEPAKYIOTHCS MOJIOXKEHHS MPO
CTPYKTYpH1 MiAPO3JUIM, IHCTPYKIli, MpaBWia, TOPAAKH Ta IHIN JOKYMEHTH
HOPMAaTUBHO-TIPAaBOBOr0 200 HOPMATUBHOT'O XapaKTepy.

3. IlocamoBoro 0co00I0 OCOOMCTO 3aTBEPKYIOTHCS JOKYMEHTH, L0 HE
noTpeOyIOTh JOJAaTKOBUX BKa3iBOK, 3aBJaHb I0A0 IX YINPOBAKEHHSA abo
BUKOHAHHS (MOJIOKEHHSI (CTaTyTH) YCTaHOBHM, MPOTOKOJHW, aKTH, IUJIaHWU, 3BITH,
KOLITOPHUCH, IITATHI PO3MHUCH, IOCAIOBI IHCTPYKI1i, TPOrpamMu, HOPMATUBHU TOILIO).

4. Ilepeniku BUIIB TOKYMEHTIB, 110 3aTBEPKYIOTHCS MMOCATOBOIO 0COOO0I0
(mocagoBuMU 0c00aMM), BU3HAYAIOTHCS 1HCTPYKIIIED 3 AUIOBOJCTBA YCTAaHOBHU
BIJINIOBIJIHO 0 3aKOHOaBCTBA.

5. S0 JOKYMEHT 3aTBEPKYEThCS KOHKPETHOH TOCAaJ0BOI0 0CO00I0,
rpu¢ 3aTtBepmkeHHs opopmiserses Bignosiaao a0 JCTY 4163-2003.

7. IlinnucaHHs ynpaBJiHCHKUX JOKYMEHTIB

1. ITocamoBi 0coOM MIAMUCYIOTh JOKYMEHTH B MEXKaX CBOIX MOBHOBaXXEHb,
BU3HAYCHUX Yy TIOJIOKEHHSX (CTaTyTax) YCTaHOBH, IMOJIOKEHHSX IMPO CTPYKTYPHI
MIIPO3AUIN, TOCAJAOBUX IHCTPYKIIAX, PO3MOPSIIOMY JOKYMEHTI MPO PO3MOJILIT
O0OB’SI3KIB MIDXK KEPIBHUKOM Ta HWOT0 3acTylMHUKaMH TOIIO. Y 3a3HAYCHHMX
JIOKyMEHTaX BHU3HAYAETHCSA TAKOXK IMOPSJAOK TIAMMCAHHS JOKYMCHTIB IHIIUMHU
oco0aMM B pa3l BIJACYTHOCTI KEpiBHMKAa YCTaHOBM Ta IOCaJOBHX OCI0, Kl
YIOBHOBXEH] 1X IMiJIMHUCYBATH.

[IpaBo migmucaHHS JOKYMEHTIB MOXE HaJlaBaTUCSA MOCAJOBUM Ta I1HIIUM
oco0aM Ha MiACTaBi JIOBIPEHOCTI.

2. Ilignuc ckmamgaeThCsi 3 HA3BU TMOCAAU OCOOM, sIKa MIAMHUCYE JTOKYMEHT
(MOBHOI — SKIIO JOKYMEHT HAJIpyKOBaHUM He Ha OJIaHKy, CKOpPOYEHOi — Ha
JIOKyMEHTI, HAAPYKOBAHOMY Ha OJIaHKY), 0COOMCTOTO MiJINHUCY, 1HIIIamiB (iHimiana
iMeH1) 1 ipizBuma. Jlo3BossieTbest B pekBi3uUTI «Ilimmucey micis Ha3BU mocagau 0coou

3a3Ha4YaTH BUCHE 3BAHHS, HAYKOBUM CTYITIHb.

VY pasi opopmiIeHHA TOKyMEHTa Ha OJIaHKY MOCaoBOi 0cOOU Ha3By MOCAAU Y
HiANKCY HE 3a3HAYAI0Th.

3. Ilpu cTBOpeHHI JOKYMEHTIB MIAMHUCYETHCS OJAWH MPUMIPHUK JOKYMEHTA,
AKUU € OpPUTIHAJIOM. BUHSATOK CTaHOBJIATH JAESIKI BUJIM JOKYMEHTIB (HAmpUKIIa



aKTH, JIOTOBOPH, SIKI CTBOPIOIOTHCA B KUIBKOX MPUMIPHUKAX, KOXKEH 3 SIKUX Mae
CUJIy OpHUTIHATY).

4. YV pa3l HajacuiIaHHS JIOKYMEHTa OJHOYAaCHO KUIBKOM YCTaHOBaM
OJIHAKOBOT'0 a00 BUIIIOTO PIBHS KEPIBHUK MIAMUCYE BCl HOTO MPUMIPHUKH.

KO OKYMEHT HaACWIAEThCS OJHOYACHO KIIBKOM MiANOPSIKOBAHUM
yCTaHOBaM, MiJIMUCYEThCS MPUMIPHUK, SKUN 3aIMINAETHCA y CIpaBl YCTAaHOBU —
aBTOPA, a Ha MICITSI PO3CUIIAIOTHCS 3aCBIUYCHI CITYy>KOO0I0 1JIOBOJICTBA MOTO KOITii.

5. JIBa abo OimpIe MiANUCIB MPOCTABISAIOTH, SIKIIO 32 3MICT JOKyMEHTa
BIMOBIAAaIOTH Kinbka oci6. [Ipu 1poMy miAnucu mocagoBHX 0CiO PO3MIIIYIOTHCS
OJIVMH TIiJ] OJTHAM BIJTOBITHO JO MiAMOPSIKOBAHOCTI OCi0.

6. ChoiibHI JOKYMEHTHM KUIBKOX YCTaHOB MIANUCYIOTHCS KEpiBHUKAMU
OJIHAKOBMX T10CAJ IMX yCTaHOB. IXHi MiAMUCH PO3MILIYIOTHCS HAa OJHOMY PiBHI i
CKPIIUTIOIOTHCS MIEYaTKaMU YCTAHOB (3a HAsIBHOCTI).

7. JlokyMeHTH KoJlerialbHUX OpraHiB (pillleHHs, MOCTAHOBH) MiANMKUCYE
roJI0OBa KOJIET1aJbHOTO OpraHy.

[IpoToKO MANMUCYIOTH TOJIOBYIOUMH Ha 3aciflaHHI KOJETi1aJIbHOTO Opray 1
CEeKpeTap.

8. JIOKyMeHTH, CKJIaJIeHI KOMICI€l0, MIAMUCYIOTh TOJI0Ba KOMICIT 1 BC1 YJICHH
KOMICIi.

9. JIOKyMeHTH, IO MiIATAIOTh 3aTBEPJKEHHIO (IHCTPYKIIli, MOJOKEHHS,
MpaBuJia TOIIO), MIJIMKUCYE MOCaa0Ba 0c00a, BIAMOBIIalIbHA 32 iX MIATOTOBKY.

10. V pa3si BiACyTHOCTI OCaJ0BOi 0COOM, Ha3Ba MOCAH, MPI3BUIIIE, 1HIIIATH
(iH1Iia) iMeH1) K0T 3a3HaY€HO Ha MPOEKT1 JOKyMEHTa, Moro mifmucye ocoda, sika
BUKOHYE 1i 000B’A3KH, 200 1 3aCTyMHUK. Y TakoMy pa3i 000B’3KOBO 3a3HAYAOTHCS
dakTuyHa mocana, iHimianu (iHiiaa i1MeHi), Ipi3BUIE OocoOM, sKa Mijnucana
ToKyMeHT. [Ipu mboMy BHUIIpaBIE€HHS BHOCATH PYKOMHUCHUM a00 MAIIMHOMUCHUM
Croco0oM, SIKIIO JOKYMEHT HEMOXKIIUBO mepeapykyBaTtu. He momyckaeThes il yac
MIMUCAHHS JOKYMEHTA CTaBUTH MPUUMEHHUK «3a» 4 MPABOOIYHY MOXUIY PUCKY
nepeJ Ha3BOIo M0CaIu.

JlonaBaHHs 710 Ha3BU MOCaaU KepiBHUKA cliB « Bukonyrounit 000B’s13ku» abo
«B. 0.» 3mIMCHIOETBCS y pa3l 3aMillleHHS KEepIBHUKA Ha MIJACTaBl PO3MOPSIAYOTO
JIOKyMEHTA.

11. 3acBigueHHS €JIEKTPOHHOIO JOKYMEHTa 3HIHCHIOETHCA 32 JIOMOMOTOIO
€JICKTPOHHOTO ITU(PPOBOTO MIAMUCY 3T1IHO 13 3aKOHOIABCTBOM.

12. dakcuminbHEe BIATBOPEHHS MIAMKCY MOCAI0BOI 0COOM Ha OpraHi3aliitHO-
posnopsaauux, (pIHAHCOBUX, OyXTaJTepChKUX JOKYMEHTax 3a JOMOMOTOIO
MEXaHIYHOT0 200 1HIIOTO KOIMIIOBaHHS HE JIOMYCKAEThCS.

8. 3arajibHi BUMOI'M 10 TEKCTY YNPABJiHCHKHUX JOKYMEHTIB

1. TekcT ynmpaBiiHCHKOTO JOKYMEHTA MOBUHEH OYTH UITKUM, KOHKPETHHUM,
JaKOHIYHUM, 1HGOPMATHBHUM Ta BiAmoBigatu opdorpadiyHuM, JIEKCUIHHUM,
MOP(OJIOTIYHUM, CHHTAKCHYHUM, CTUITICTUYHHUM, MMyHKTYaI[liHUM HOpMaM.

2. TekcT [OOKyMEHTa TIOBUHEH CTOCYBAaTHCS TOTO MHUTaHHS, fKe
copMylbOBaHE B 3arojIOBKY 10 TEKCTY, YITKO B1IOOpa)xaTH NPUUYMHY M METy
CTBOPEHHS JIOKyMEHTa, PO3KPUBAaTH CyTb KOHKPETHOI CIIpaBH, MICTUTH
apryMEHTOBAHI1 JI0Ka3H, BUCHOBKH, ITPOIO3UILIII.



3. Ilix yac ckiagaHHs JOKYMEHTIB BXKMBA€THCS NUIOBUN CTUIIb, JJIS SIKOTO
XapakTepHUM HEUTpaJIbHUH TOH  BUKJIQJACHHS, I1030aBJICHUNA  OOpPa3HOCTI,
EMOIIMHOCTI Ta 1HAUBIYyaTbHUX aBTOPCHKHUX PHC.

4. TexkcT noKyMeHTa OQOPMIISIOTh Y BUTJISIII CYIUIBHOTO 3B’ I3HOTO TEKCTY,
a00 aHKeTH 4u Ta0IuIll, a00 MIIIXOM MOETHAHHS ITUX (HOpM.

CyuinpHuil 3B’ S3HUM TEKCT JOKYMEHTa MICTUTh T'pPaMaTUYHO 1 JIOT1YHO
y3TOKEHY 1H(1)0pMau1}o PO YIPaBMHCHKI Mii 1 BHUKOPHUCTOBYETHCA IIiJ| Yac
CKJIaJIaHHsI OpTaHi3aIlitHO-PO3MOPSIIYUX JOKYMEHTIB.

CyminbHui 3B’S3HUN TEKCT, K MPABUJIO, CKIAJAETHCS 3 JABOX YaCTUH. Y
nepiri (BCTyMHIN) YacTHHI 3a3HA4YaIOThCs TACTaBa, OOTpyHTyBaHHS ab0o MeTa
CKJIaJaHHs JOKYMEHTa, Y JPYTid (3aKIOYHINA) YacCTHHI — BHUCHOBKH, TPOIO3HIIIT,
pilleHHs, mpoxaHHSA. B okpeMHX BHMaaKax TOKYMEHT MOXE IICIs BCTYITHOI
YaCTUHU MICTUTH MOTHUBYBAJIbHY YAacCTUHY, B SKI OOIPYHTOBYETHCS MO3ULIIS
YCTaHOBH.

5.V TekcTi TOKyMeHTa, MiATOTOBJICHOTO BIJIMOBITHO A0 JOKYMEHTIB 1HIITUX
yCcTaHOB a00 paHillie BUJIaHUX JOKYMEHTIB, 3a3Ha4alOThCSl IOTO PEKBI3UTH Y TaKid
MOCJIIJIOBHOCTI: Ha3Ba BUIY JOKyMEHTa, HalMEHYBaHHS YCTaHOBU — aBTOpa
JIOKYMEHTA, J1aTa, peecTpaliiHuil HOMEp, 3aroJIOBOK J10 TEKCTY.

6. TexcTh CKIQTHUX 1 BEIMKUX 3a OOCSTOM JOKYMEHTIB (TIOJIOKEHHS,
npaBuia, IHCTPYKIIi, OIISIAM, 3BITH TOIIO) MOAUISIOTECS HA PO3JLIH, MIIPO3ALIH,
NYHKTH, TIAOYHKTH. IIyHKTH B TEKCTI HYMEpPYIOTbCS apaOChKHUMHU LUppamMu 3
KpAaIlKOI0, a MIMYHKTH — apaOCbKUMU U(pamMu 3 TyKKOIO.

Po3minn  HymepyroTbcs puUMChKMMH LH(]paMu, a TakoX B OKPEMHUX
BUTAJKaX BOHU MOXYTh MOAUIATUCS Ha TJIaBH.

7. ®opma aHKETH BUKOPHCTOBYETHCA Y pa3i BUKIAACHHA Y nudpoBoMy abo
CJIOBECHOMY BUIJISA1 1H(OpMAIIii TPO OAUH 00’ €KT 3a MEBHUM 00CATOM O3HAK.

[TocriitHOIO 1H(OpMAIIIEI0 B aHKETI € y3arajJbHEHI O3HaKH, 3a SKHMH
MIPOBOJIUTHCSA OMUC 00’ €KTA, @ 3MIHHOIO — KOHKPETHI XapaKTEPUCTHUKH.

8. Tabnuyna GopMa JOKyMEHTa BUKOPHCTOBYETHCS y pa3i BUKIAACHHS Y
1uppoBoMy ab0 CIOBECHOMY BUTIISAAI 1H(OpMAIli PO KiJIbka 00’€KTIB 3a PsaoM
O3HaK.

3arosnioBku Tpad TaOIUIN MUITYTHCS 3 BEIUKOI JITEPH, MIJ3aroJIOBKH — 3
MaJIoi JiTepH, SIKIIO0 BOHU CTAHOBJIATH OJTHE IiJIE 13 3aTOJIOBKOM, 1 3 BEJTUKO1 — SKIIO
MiJ3aroJOoBOK Ma€ caMocTiiHe 3HaueHHs. Kpamkum B KiHIII 3aroiioBKiB 1
Mi3arojoBKiB Tpad HE CTAaBIATHCA. 3arojOBKH 1 MiA3arojoBkH rpad Ta psaakiB
Ta0JMIll MMOBUHHI OYTH BUKJIQJE€HI IMEHHUKOM Y Ha3WBHOMY BIAMIHKY OJHUHU. Y
3aroJioBKax 1 MIJA3aroJioBKax psakiB 1 rpad Tabmuil BXXUBAIOTHCS JIMILE
3arajJbHOMPUMHATI YMOBHI MO3HAYEHHS 1 CKOPOUEHHS.

I'padpu Tabmuii, gKi po3MILIYIOTHCS HA KIIBKOX CTOpPIHKAaX, HyMEpYIOThCS.
Ha npyriif Ta HaCTYmTHUX CTOPIHKAX TAOJHIIN 3a3HAYAIOTHCS HOMEpPH Tpad, a TakokK
y BEPXHbOMY MpaBoMY KyTi — ciioBa «IIpogoBkeHHs 101aTKaY.

9. B ycranoBax, 10 MiI0Thb 32 MNPUHIMIIOM €IMHOHAYAJIBHOCTI, TEKCT
pPO3MOPSAUOr0 JOKYMEHTa BHKIanaeThcsi Bin mepuioi ocoou (HAKA3VIO — y
Hakazax, 30bOB’A3VIO — y po3nopsiiKeHHsIX ).

Y  po3nopsauux JAOKyMEHTax YCTaHOB, MIO MIIOTh 3a MPUHIUIIOM
KOJIET1aJIbHOCTI, 3aCTOCOBYETHCS (hopMa BUKJIAAY TEKCTY Bl TPEThOT 0COOU OJHUHU

(ITOCTAHOBJIAE, BUPIILIYE, 30bOB’A3VE).



VY cHibHUX PO3MOPSTINX TOKYMEHTaX BUKOPHUCTOBYETHCS (popma BUKIIATY
TekcTy Big mnepmoi ocoou wmHOkuHHM (HAKA3YEMO, 30BOB’A3VEMO,
I[TOCTAHOBJISIEMO, BUPIITYEMO).

Y mpoToKoax 3acTOCOBYEThCS (hOpMa BHKJIATy TEKCTY BiJl TPEThOI 0COOH
MHO>KHHH 32 CXEMOIO:

CIVXAJIIM - BUCTYIIMJIIM - BHUPIIWIIMA (YXBAJIWIN,
[TOCTAHOBUIJIN).

VY nucTyBaHHI 3aCTOCOBYETHCS (popMa BHKIATy TEKCTY BiJ MEPIIOi 0COOH
MHOXHHH (BBa)Ka€MO, HaJCHIIAEMO, TTPOCUMO, TIPOIIOHYEMO) a00 BiJl TPETHOT 0COOH
OJHUHM («IHCTHTYT HE 3amepeuye», «MiHICTepCTBO BBaXKAE 3a HEOOXITHEY).

VY nokyMeHTax, CKJIaJCHHUX MOCaT0BOI0 0CO00I0 1 aJpecOBAaHUX KEPIBHUKY
YCTAaHOBH a00 CTPYKTYPHOTO MiAPO3IITY (IOMOBIJHA 3amUCKa, MOSICHIOBAJbHA
3alncKa, 3asBa), 3aCTOCOBYEThCS (opmMa BHKIALy TEKCTy BiJ MepIIoi ocodu
OJIHUHU (TIPOIIOHYI0, BBAXKALO, MPOIILY).

9. Oco0sMBOCTI MIATOTOBKH Ta 0(pOPMIICHHS PO3NOPSATYNX TOKYMEHTIB

1. TIiArOTOBKY pO3MOPSIUOTO JOKYMEHTA MOJKE IHIIIIOBAaTH KEPIBHUK
YCTaHOBH a00 OY/Ib-SKUI CTPYKTYPHHM MMiIPO3IiI.

SIKIo 1HIIATOPOM MIATOTOBKH PO3IMOPSIYOTO JIOKYMEHTA € CTPYKTYPHUUH
MIPO3/1J, TO HEOOXIIHICTh HOro BHUJAHHS MOBUHHA OYyTH OOIPpYHTOBaHA B
JIOTIOBITHIM 3anuciii. PilieHHs KepiBHUKA BUPAKAETHCS PE3OTIOLIEIO.

2. bBynp-akuil  po3NOpAIYMI JOKYMEHT, 3a BHHATKOM CIIUIBHOTIO,
odopMITIOIOTh Ha OJIAHKY 13 3a3HAYEHHSM MOT0 KOHKPETHOro BHUAY (MIOCTaHOBA,
pilIeHHSs], HaKa3, PO3MOPSIIKEHHS ).

Posnopsiaui okymMeHTH (Haka3W, pO3MOPSIKEHHS) 3 KaApOBUX NUTaHb
(0co00BOTO CKJIAay) TaKOX MOXKYTh OyTH CKJIaJ€Hl Ha MIiACTaBl MIXKTraidy3eBHX
TUTIOBUX YHI1(IKOBaHUX (HOPM, 3aTBEP/IPKEHUX B YCTAHOBICHOMY MOPSIKY.

3. 3MICT pO3MOPSAIYOrO JTOKYMEHTAa KOPOTKO BHKJIAJAETHCS B 3aroJIOBKY,
SAKUW TOYMHAEThCS 3 TmpuiiMeHHuka «lIpo» 1 ckiamaerbest 3a  JAOMOMOTORO
BimiecniBHoro imeHHuka («IIpo 3atBepmxkenHs...», «lIpo BBenmeHHs...», «lIpo
MIPUMHATTS Ha

po0oTy...») abo imenHuka («IIpo miacymku...», «IIpo KagpoBi MUTaHHS...»).

4. CTpyKTypa TEKCTY pO3MOPSAIUOTrO JTOKYMEHTA, SIK MPABUIIO, CKIIATAETHCA
3 IBOX YAaCTUH — KOHCTaTy0uoi (TIpeamMOyIin) 1 po3nopsiyoi.

Y KOHCTaTyr4id 4YacTHHI 3a3HA4arOThCs MiJCTaBa, OOIPYHTYBaHHS a0o
MeTa BHJIAHHS PO3MOPSTIOro JOKYMEHTA. 3a3Ha4CHA YaCTHHA MOKE TIOYMHATHUCS 31
ciiB «Ha BukoHaHHs», «3 METOI0» TOIIO. SKIIO JOKYMEHT BUAAETHCS Ha MiJACTaBl
1HIIOTO PO3MOPSAIYOro AOKYMEHTA, Y KOHCTATYIOUiil YaCTHHI 3a3HA4alOThCsl Ha3Ba
BHJIy IIBOTO JOKYMEHTa, HOro aBTOp, JaTa, HOMEpP Ta 3arojoBok. Kpamka B KiHIT
KOHCTaTyH40i YaCTUHU HE CTABUTHCA.

KoHncrarytoua yactuna Moxe OyTH OIyIICHA, SKIIO PO3MOPSI4a YaCTHHA
He TIoTpedy€e OOTPYHTYBAHHS, HAMPUKIIAJL Y PO3MOPSIUUX TOKYMEHTAX 3 KaIpOBHUX
nuTaHb (0COOOBOTO CKITANY).

5. Posmopsigua yacTWHA TIOYMHAETHCS [IECTOBOM (3QJIEKHO BIJl BHIY
PO3MOPSTIOTO JOKYMEHTA), SIKE APYKYETHCS 3 HOBOTO PSIKA BETUKUMH JITEPAMH
0€3 BIICTYITy BiJI JIIBOTO TOJIS 1 JIAMOK, MIiCJs YOTO CTABUTHCS JBOKPAIIKA.



6. Posmopsgya yacTMHa MONUIAETHCS HAa TMYHKTU 1 TMIAMNYHKTH, K1
HYMEPYIOTbCSI apaOCbKuMHU IppamMu. Y KOKHOMY MyHKTI MOBUHHI OyTH 3a3HayeH1
BUKOHABII (CTPYKTYpHI HiApO3A1IM a00 KOHKPETHI MOocaaoBi (CIy»KO00Bi) ocodm),
KOHKPETH1 3aBJaHH (JIOPYUCHHs) 1 CTPOKH X BUKOHaHHs. BUKOHABIT MOXYTh OyTH
Ha3BaHl TAKOX y3araJlbHEHO, HAMPUKIAL: «JIUPEKTOpPaM LEHTPATbHUX JEp>KaBHUX
apXiBiB», «Ha4YaJbHUKAM CTPYKTYpHUX  miapo3autiB». Ilpm 1mpomy  He
3aCTOCOBYETHCSI HAMUCAaHHS HEKOHKPETHHX JOPY4YeHb, SKI MICTATh CJIOBA:
«IPUCKOPUTHY, IOJIIMIINATHY», «aKTHBI3YBATHY, «3BEPHYTH yBary» TOIIIO.

7. Y po3nopsamuux MOKyMEHTax 3 KaJpOBUX MHUTaHb (0COOOBOTO CKIIANY)
pO3Mopsiiua YacTUHA MOYMHAETHCS, SIK IPABUIIO, 3 A1€cIoBa y Gopmi iHGIHITHBA!

«IPUUHATN», «[IPUBHAUUTU», «IIEPEBECTW», «3BIJIBHUTWy,
«BIAPAIANTNY», «HAIODATH», «OI'OJIOCUTH» Tomro. J[lami 3a3HadYarOThCS
BEJIMKMMH JIITEpaMH TMPI3BUIIE MpaliBHUKA, HAa SKOrO MOIIMPIOETHCS s
PO3IMOPSATIOTO JOKYMEHTA, 1 MAJIMMH — HOTO 1M’ Ta 110 OATHKOBI.

@opMyINIOBaHHS MYHKTIB TOBUHHI OyTH YITKUMH, KOHKPETHHMH,
BiznoBizati HopMaMm Konekcy 3akoHiB mpo mpaio Ykpainu (K3nll) a6o inmum
MPaBOBUM aKTaM.

VY pasi npusHaueHHs a0o0 3BUIbHEHHS MpalliBHUKA 3a3HAYAIOTHCS TMOBHA
nata (4ucio, Micsllb, PiK) (QaAKTUYHOTO BHUXOJYy TpalliBHUKAa Ha poOOTy
(MpUNHUHEHHS TPYAOBHUX BIJHOCHH), PO3MIPU MOro MOCaZ0BOr0 OKJIAAY BiAMOBIIHO
710 MITAaTHOTO PO3IHUCY, HaJ0AaBOK Ta JOIUIAT.

Y KOXHOMY TYHKTI PO3MOPSAIYOTO JAOKYMEHTa 3 KaJApOBUX TUTaHb
(ocoboBoro ckiady) 3a3HAuvae€ThCcs TIJACTaBa MO0 MOro BHUAAaHHS (3asiBa
IpalliBHUKa, KOHTPAKT, JOMOBIAHA 3alIUCKA, PIIIEHHS aTeCTalliitHOI KOMICIi TOILO).

Po3nopsigui  JOKyMEHTHM 3 KaJpOBUX TMUTaHb (0COOOBOrO  CKJIAIy)
oOpMITIOIOTh Yy BUIJISAl 1HIUBIAYAIbHUX (CTOCYIOTBCS OJHOTO TMpalliBHUKA) 1
3BEJICHHUX (CTOCYIOTHCS KIJTBKOX MPAIIBHUKIB).

VY 3BefeHUX PpO3NOPSATYMX JIOKYMEHTax [0 pO3MOPSAY0i YacTUHU
BKJIFOYAIOTHCS MMYHKTH, W0 MICTATh 1HGOpMAaIlilo, y Takid MOCHIiIOBHOCTI:
OPUIHATTS Ha poOoTy (CIyk0y), MepeBEeNCHHS, 3BUIbHEHHS. Y MEXKax IMX ITyHKTIB
MIJMTYHKTaMU 3a3HA4aloTh MpI3BUINA MpalliBHUKIB 3a andasiTom. [Ipu 1mmpomy no
OJIHOTO 3BEJEHOTO PO3MOPSATIOr0 JOKYMEHTA HE MOXKYTh BKJIIOYATHCS MYyHKTH 3
iH(opMairi€to, sika 3riJTHO 13 3aKOHOJJABCTBOM Ma€ Pi3H1 CTPOKHU 30epiraHHs.

8. Skuo  po3nopsaYUM  JOKYMEHTOM  BIIMIHSETBCS — TOMEpEaHiit
pO3MOPSATUUN  JTOKYMEHT, Y PpO3MOPSAIUIA YacTHHI 3a3HAYA€TbCSl TYHKT, SKUN
MMOBUHEH TTOYMHATHCS 31 CITiB: «BU3HATH TaKUM, 1110 BTPATUB YHHHICTD, . ..)».

9. OcTaHHI} TYHKT PO3MOPSIAYOl YACTUHU Yy pa3l MOTPEOU MOXKE MICTUTH
pIIIEHHS TPO TMOKJIAJCHHS Ha CTPYKTYPHUU MiAPO3aUT abo MOCagoBy 0cCo0y
GyHKILIHA 3 KOHTPOJIIO 32 BUKOHAHHSM PO3MOPSAIIOTO TOKYMEHTA.

10. Posnopsmuuii 1OKyMEHT HaOWpae YHWHHOCTI 3 MOMEHTY MOro
MIMTUCAHHS 1 PEECTpaIlii, K10 B TEKCTI HE BCTAHOBIICHO 1HIII CTPOKH.

11. 3 po3nopsgunM TOKYMEHTOM 3 KaJpOBHUX MHUTAaHb (0OCOOOBOTO CKIAdy)
O0OOB’SI3KOBO  O3HAMOMJIIOIOTH 3rafJjaHuX y HbOMY o0Ci0, $KI Ha MEpuoMy
OPUMIPHUKY JOKYMEHTA UM Ha CHEIlaIbHOMY OJJaHKY MPOCTaBJISAIOTH CBOI MiAMKUCH
13 3a3HAYEHHSAM JaTh 03HAHOMJICHHSI.



10. 3acBigueHHs KOMiil TA BUTATIB CIY’KOOBHX JOKYMEHTIB

1. IlopsimoK BUTOTOBJICHHS, 3aCBIAUYEHHS Ta BUJIABAHHS KOIIM JTOKYMEHTIB
BU3HAYAETHCS IHCTPYKIIEIO 3 JIJIOBOJCTBA YCTAHOBH.

2. YcTaHoBa Mae MpaBo 3aCBIAYYBATH KOMIl JOKYMEHTIB, 1110 CTBOPIOIOTHCS
B HIH, 3a BHUHATKOM KOMIH JOKYMEHTIB, SIKI BIJIIMOBIIHO JO 3aKOHOJIaBCTBa
noTpeOyIOTh 3aCBIAYEHHS B HOTApiaIbHOMY MOPSIJIKY.

3. Komii AOKyMeHTIB IHIIMX YCTaHOB MOXYTh BHUTOTOBIISATUCS 1
3aCBIYYyBAaTHUCS YCTAHOBOIO B TAKMX BHITAJIKAX:

Ha BUMOTY CY/IOBHX Ta 1HIIMX MTPaBOOXOPOHHUX OPTaHIB,;

I BHYTPIIIHBOTO BUKOPUCTAHHS B YCTaHOBI (IiJ Yac BUPILICHHS MUTAaHb
MOJI0 MPUHAHATTS TPOMAJsSH Ha poOOOTY, HAaBYAHHS, 3aCBITYCHHS iX TPYIOBUX,
KUTJIOBUX Ta IHIIMX MpaB y B3a€EMOBITHOCHHAX 3 YcCTaHOBOI0). Hampukmnan,
YCTAaHOBA MO>K€ BUTOTOBHUTH 1 3aCBITYUTH KOIIIIO JUILJIOMA TpaI[IBHUKA, SIKAa MOTIM
Oyze miamura 10 Horo 0co00BO1 CIIpaBH.

4. J103BOJIAETHCS BUTOTOBIIATH KOIIIO 13 3aCBIAYEHOI KOIMii JIOKYMEHTA,
SKIIO OpUTIHAJ BIJICYTHIN a00 Oro OTpuMaTH HEMOKITUBO.

5. Komii J0KyMEHTIB BUTOTOBJISIIOTBCS 1 BHJIAIOTHCS HAa BHUMOTY IHIIHMX
yCTaHOB a00 TpOMaJisiH 3 J03BOJY KEpIBHHKA YCTaHOBM, HOTO 3aCTYNMHHKIB a0o
KEepIBHUKA CTPYKTYPHOTO MiAPO3/IITY YCTAaHOBH.

6. Komig noxkymMeHTa MOBHHHA BIANOBIAATH OPHUTiHAILY, TOOTO IMOBHICTIO
BIJITBOPIOBATH 1H(OPMALIIIO OPUTIHAITY 1 BC1 HOTO 30BHIIIHI O3HAKH a00 1X YaCTUHY.

7. He pomyckaerbcsi BUTOTOBJISITH KOIII JTOKYMEHTIB 3 HEpPO301pJIMBUM
TEKCTOM, T TYMCTKAMH, TIPUITFCAMH Ta IHIIUMHA HEOOYMOBJIEHUMHU BHUITPABIICHHSIMH.

8. Komiss HaOyBae mOpUAMYHOI CHJIM JMIIE B pasi i 3aCBITYEHHS B
YCTaHOBJICHOMY MOPSIIKY.

Hamnuc npo 3acBiiueHHsI KOl CKJIAJA€ThCs 31 CIIB «3T1IHO 3 OPUTIHATIOMY,
Ha3BU MOCAJHM, OCOOMCTOrO MIAMUCY OCOOM, fKa 3acBIAYYE KOIiIO, ii 1HII[ATIB
(iHimiary iMeHi) Ta Mpi3BHINA, JaTH 3aCBITYCHHS KOITii.

Hamuc mpo 3acBigueHHS KOMil CKPIIUTFOETHCS  BIIOUTKOM  T€YATKH
BIJIMOBITHOTO CTPYKTYPHOTO MiAPO3/1TY YCTAaHOBHU a00 mevatku « s komiiny.

Y  Bumagkax, BHU3HAYEHHUX  3aKOHOJABCTBOM, KOINi  JOKYMEHTIB
3aCBIAUYIOTHCS BIJOMTKOM MEYATKH YCTAaHOBH.

Ha nuupoBoMy 0oLl y BEpXHbOMY MpaBOMYy KyTl MEpIIOro apKylia
JIOKyMEHTa MpocTaBisieThes BiaMiTKa «Komisy.

9. CropiHKM KOMii JOKYMEHTIB (32 BUHSATKOM THX, IO MAlOTh OJIUH apKyIII)
HYMEPYIOThCS 1 BIIMITKA MPO 3aCBITUEHHS KOIIi MOX€E JTOMOBHIOBATHUCS B1AMITKOIO

«Bcworo B kormii apk.». 3a pIIIEHHAM yCTaHOBH a00 Ha BUMOTY YCTaHOBH,
K1 HAZAETHhCS KOMisl JOKYMEHTa, JOMYCKAEThCs 3aCB1IUYBaTH KOIi JOKYMEHTIB
MOAPKYLIHO.

10. ApxiBHi KOTii Ta BUTATH 3aCBIIUYIOTHCS BIATOBIIHO 70 a03aily ChOMOTO
nyHKTy 5 riaBu 4 po3ainy XII mux [pasu.

11. 3anexHo BiJ crioco0y BUTOTOBJICHHS KOMIl MOAUIAIOTh Ha (DaKCUMUIbHI
1 BUTBHI:

1) dakcuMinbHI KOmii BUTOTOBISIIOTBCS 32  JOTMIOMOTOIO  3ac00iB
KOMIIOBAJIbHO-PO3MHOXKYBAJIbHOT TEXHIKM, Y TOMY YHCII 0OaratoyHKIIOHAJIbHUX
MPUCTPOIB, 10 TOYHO BIATBOPIOIOTH YC1 30BHIIIHI O3HAKH, XYJ0XKHI OCOOJIMBOCTI



oOpMIICHHSI PEKBI3UTIB, iX pO3TallyBaHHS (BKJIIOYAKOYHU IMAMKUC Ta Ne4YaTky) abo
YacTUHY 1X;

2) ocoOuCTHM TIANUC TOCaJA0BOI OCOOHM, sIKa MiAmucaga OpHUTiHaI
JIOKYMEHTa, MOKe OYTH BIJICYTHIM Yy pa3i HaJCUJIaHHS KOIIIM 1HIITUM yCTaHOBaM abo
SKIIO KOIisS BUX1IHOTO JJOKYMEHTA 3aJIUIIA€ThCA Y I1JIOBOACTBI YCTAaHOBH;

3) Ha KomisX BHUXITHOTO JOKYMEHTa, IO 3aJUIIAlOThCA B JIJIOBOACTBI
YCTaHOBH, TEKCTH OJIAHKIB MOXKYTh HE BIATBOPIOBATHCS, a 3a3HAYATHUCS MAalOTh
JUIIE JaTa MAMUCAHHS TOKYMEHTa Ta HOTO peecTpalrliiHuil 1HAEKC, mocaaa 0coou,
sgKa 3acBiIYMIa KOMmiIo, 11 OCOOMCTHMHM MiAIKC, JaTa 3acBiIUEHHS Ta BiJOMTOK
MEYaTKH CITY>KOM JIIJIOBOJCTBA, HATPUKIAI:

Jlata, iHACKC

TekcT nokyMeHTa

PexBizut «Iliamucy (6€3 0coOUCTOrO MiIMUCY)

3riJTHO 3 OPUTIHATIOM

[TpoBigHMIA crieriaaicT BILTY A1JIOBOJICTBA

[Tipmuc, iHimiany (1Himiaz iMeHi), IPpi3BUIIE

BigbuTok meyaTku BiAILTY JLJIOBOJCTBA

Jlara

Ha xomisx BHXIIHMX JOKYMEHTIB, IO 3aJUIIAOTBCA B JIIJIOBOJICTBI
YCTaHOBH, MOBUHHI OyTH Bi3U MOCAAOBUX 0Ci0, 3 SKUMU BOHHM MOTOJXKEHI, Ta BI3H
BHUKOHABIIIB;

4) QakcuMUIbHI KOMii JOKYMEHTIB, 10 BUAAIOTHCA IHIIMM YCTaHOBaM 1
rpoMajsiHaM, a TaKOX KOMil BHUXIJIHMX JIOKYMEHTIB, 10 3aJIUIIAlOThCS B
JIJIOBOJACTBI YCTAHOBH, MiJISITAIOTh 3aCBIIUCHHIO BIAMOBIAHO /10 MYHKTIB 8, 9 miei
TJIaBH.

@akcUMUIbHI KOIMIi, IO MICTATh (HAKCUMIJIBHE BIATBOPEHHS MIJNUCY
M0CaI0BOi 0COOU 1 MPU3HAYEHI JIUIIE ISl BHYTPIIIHHOTO KOPUCTYBAHHS B YCTAHOBI
(HampuKiIam KOmii PO3MOPSIIYUX JIOKYMEHTIB, IIJIaHIB, TMOJIOKEHb TOIIO), HE
noTpeOyIOTh J0IATKOBOTO 3aCBITUCHHS;

5) BUMOTrM WIOAO 3acCBIMUEHHS KOMIM JOKYMEHTIB Ta (haKCUMUIBHOTO
BIITBOPCHHS Ha HUX IMAMUCY MMOCAJ0BOI 0COOM Yy pasi po3CHIaHHS B ITiABIAOMYI
YCTAaHOBHM, a TaKOXX BIJITBOPEHHS OJaHKa JOKYMEHTAa Ha KOMISAX BHUXIJIHHUX
JIOKYMEHTIB, 10 3aJUIIAIOTECS B YCTAHOBI, BU3HAYAIOTHCS B IHCTPYKLII 3
JJIOBOJICTBA YCTAHOBU 3 BPAaXyBaHHAM CHEUU(DIKU ISJIBHOCTI YCTaHOBH, 3MICTY
JIOKYMEHTIB, 3 SKUX BOHH BUTOTOBJISIFOTHCS, Ta TIOIATBIIIOT0 BUKOPUCTAHHS KOTIIH;

6) BUIBHI KOMii BUTOTOBJSIOTHCA IUISIXOM MEpeapyKyBaHHS  abo
NepenucyBaHHsl OpUTiHATY JOKYMEHTa, IO TOBHICTIO BIATBOPIOIOTH HOrO
iH(popMmarlito, aine He alOCOJIOTHO TOYHO BIJTBOPIOIOTH MOTO 30BHIIIHI O3HAKU
(mpudT, peKBi3UTH OJIAHKA, MINKC, TEYATKy TOLIO).

BinbHa komis moTpebye 3acBiYEHHS BIAMOBIIHO A0 MYHKTIB 8, 9 1miel
TJIaBH.

12. Butsar 31 ciay00BOro JOKYMEHTa BUTOTOBIISETHCS, SIKIO HEMae
HEOOX1THOCTI BUTOTOBJISITH KOMit0. BUTAT 0opMITIOETHCS Ha 3araibHOMY OJIaHKY
YCTaHOBH 13 JOTPUMAHHSM TaKUX BHMOT':

y Ha3Bl BUAY JOKYMEHTa 3a3HAYA€ThCS: «BUTSAT 3 HaKa3zy», «BHUTST 3
POTOKOITY»;



BIJITBOPIOETHCS TIOBHICTIO BCTYIIHA YacTUHA (SKIIO BOHA €) CIIY>KOOBOTO
JIOKYMEHTA;

3 OCHOBHOI YaCTHHU TEKCTY JOKyMEHTa BHUIIUCYEThCS TOW MYHKT,
iH(opMalris SKoro HeoOXiJ1Ha;

BIITBOPIOETHCA pekBI3UT «Ilianmucy» (6€3 ocobucToro mianucy);

IPOCTABJISAIOTHCSA BiAMITKA MPO 3aCBIUEHHSI KOIMIi Ta BIAOMTOK IEYaTKH
CITy’XOH ITIJTOBOJICTBA.

Butaru 3 mpoTOKOdiB 3acBiIuye ceKperap, SIKUH CKIaJae MPOTOKONU 1
3MIHCHIOE 1X 30epiraHHs, 3 HakKa3iB — KEpPIBHHUK CIYXOW ALIOBOJACTBA (KaapoOBOi
ciry:k0m) abo mocasoBa ocoba, sika BIAMOBIAAE 3a iX 30epiraHHsl.

13. OcoOnuBuUM BHJIOM KOMii JOKyMEHTa € JyOJikaT — TOBTOPHO
odopMieHU# CIIy>)kOOBHIA JOKYMEHT 11 BUKOPUCTaHHS 3aMiCThb BTPAYCHOTO YU
MOIIKOKEHOTO OpUTiHANY (IUILJIOMA, CBIIOLTBA, TPY/I0BOI KHUKKH TOIIIO), III0 Ma€e
TaKy caMy IOpUJIUYHY CHITY.

JlyOmikaT BUTOTOBIISIETHCS HA TAKOMY caMoMy OJIaHKY, IO M OpHUTiHAJ, Ta
MICTUTh 1HQOpMalil0, aHaloriuny iHQopmamii B opuriHam. Ha ©Hbomy
MPOCTABIIAIOTHCS BIJOMTOK IME€YATKH YCTAaHOBH 1 MIAMUCH TOCATOBUX OCI0, sKi
MaloTh MPABO MIJIMUACY IIUX JOKYMEHTIB Ha MOMEHT odopmieHHs ayoOuikata. Ha
TyOJiKaTi MPOCTABISETHCS Y IPABOMY BEPXHBOMY KyT1 BiMITKa «JlyOmikary.

II1. Opraxizauisi 10KyMeHTO000iry Ta BUKOHAHHA I0KYMEHTIB

1. Bumoru oo oprasizauii J0KyMeHT000iry Ta BUSHAYCHHHA HOro o0cary

1. Cnyx06a nimoBoJACTBA 3[1MCHIOE NEPBUHHE ONPALIOBAHHS JOKYMEHTIB,
0 HAAIMIUIM 10 YCTaHOBH, iX MOMNEPEAHIN pO3IIIAl, PEeecTpallito, nepeaady
KEpIBHUIITBY Ha PO3TJSA, TMepeaady BUKOHABISM. [licis BUKOHAHHS JOKYMEHTH
JIOJTy4alOThCs 0 CIpaB.

2. JIOKyMEHTH He3aJIe)KHO Bia crnoco0y ikcaiii Ta BiATBOPEHHS
iHdopmallli MarTh TPOXOJUTH Ta OMNPAIBOBYBATHCS B YCTAaHOBI Ha €IMHUX
OpraHizaniifHiX Ta MPaBOBUX 3acajax OpraHizailii J0KyMEeHTOOOIry.

3. s 3a6e3neyeHHs: eeKTUBHOI OpraHi3allli JOKyMEHTOOO0ITY B yCTaHOBI
nepen0ayaroThes:

POXOPKEHHS JOKYMEHTIB B YCTAHOBI HAHKOPOTIIINM IIIIXOM;

CKOPOYEHHS KIJIBKOCT1 IHCTAHI[IN, 10 SIKUX MOBUHHI HAIXOJIUTU JOKYMEHTHU
(HampuKIIaa MijJ 4ac MOroKEHH);

OJIHOPA30BICTh OMepaliid 3 ONpalloBaHHA JOKYMEHTIB, YHUKHEHHS
JyOJIFOBaHHS T11]] 4ac poOOTH 3 HUMU;

[EHTpasi3allis, 30Cepe/UKEHHS 3JIMCHEHHS OJHOTUIIHUX omeparii 3
JIOKYMEHTaMH1 B OJTHOMY MiCIIi;

parioHaJIbHE PO3TAIllyBaHHA B YCTAaHOBI CTPYKTYpHUX TMIAPO3AUIB 1
POOOYUX MICIIb.

4. TlopsaoK TOKYMEHTOOOIry B YCTaHOBI PErJIAMEHTYEThCS 1HCTPYKIIEIO 3
JIOBOJICTBA, pErjJaMeHTaMd pOOOTH 3 JOKYMEHTaMH, TMOJOXEHHIMH TPO
CTPYKTYpPHI HiAPO3A1IN, TOCAJOBUMH 1IHCTPYKIIISIMH.

5. Ocob6auBOCTI Oprasizaiii eJIeKTPOHHOTO JOKYMEHTO00Iry BU3HAYAIOThCS
THCTPYKIIIE€IO 3 AUJIOBOACTBA YCTAHOBH, 110 PO3POOIIOETHCS 3 YpaXyBaHHSIM BHUMOT



[Topsinky poOOTH 3 E€NEeKTPOHHUMH JOKYMEHTAaMH, a TaKO0X XapaKTepUCTHUK
TEXHIYHUX 1 TPOTPAMHMX 3ac001B, 1110 PYHKIIIOHYIOTh B YCTAHOBI.

6. Y pa3i BOpOBaDKECHHS B YCTAHOBI CHUCTEMH aBTOMATH3aIlil J1JIOBOJICTBA
a00 CHCTEMM €JIEKTPOHHOTO JIOKYMEHTOOOIry Ciy)k0a iJIOBOJCTBA pa3oM 31
CTPYKTYpPHHM TIApO3/iJ0M (TIpalliBHUKOM), IO BIJIOBIJA€ 3a aBTOMATH3AIIIIo,
pO3po0JIsiE periaMeHTH poOOTH 3 JOKYMEHTAMH B €ICKTPOHHIN (opmMi.

7. Opranizamisgs JOKyMEHTOOOITY y pa3i 3acTOCyBaHHA 3aco0iB
aBTOMATHU3aIlli JUJIOBOJCTBA MOBHHHA 3a0€3MEYUTH CYMICHICTh TPATUIIIHHOTO Ta
aBTOMAaTH30BaHOTO CIIOCOO1IB OIMpPAIIOBAHHS JTOKYMEHTIB 13 MOXKJIMBOCTSIMH 3aC001B
aBTOMAaTH3aIlii IIJTOBOJICTBA.

8. O0caT TOKYyMEHTOOOITY YCTAaHOBU BU3HAYAETHCS CITY>KOO0O0 J1TOBOJICTBA 3
ypaxyBaHHSAM yCiX JOKYMEHTOMOTOKIB 3a BiJIMOBIAHMI TIepio]] yacy (pik, KBapTan).

[limpaxyHOK KIJIBKOCTI JOKYMEHTIB 3IMCHIOETBCS 3a peecTpariiHuMu
dbopmamu BX1THUX, BHYTPIIIHIX, BUXITHUX JOKYMEHTIB y MICIISIX iX peecTparti.

3a oauHMIO OOJIKy OepeThCs JOKYMEHT. PO3MHOXEHI NpPUMIPHUKH,
OTpallbOBaHi CIyKO00K0 JIJIOBOJICTBA, IMIJIPaXOBYIOTbCSI OKPEMO Ha OCHOBI
MPUIHATOI B YCTAHOBI CUCTEMH OOJIIKY IOKYMEHTIB.

9. IlincymkoBi JaHi mpo oOOCAT JIOKYMEHTOOOITY — aHaji3ylThCs,
y3arajJbHIOIOTHCS CITY»KOOI0 J1IOBOJCTBA 3a (OPMOIO, HABEACHOIO B JIOJIATKY 3 70
X [IpaBwt, 1 TOMAOTHCS KEPIBHUKY YCTAHOBH B YCTAHOBJIICHOMY HHM TIOPSIIKY.

2. IlpuiiMaHHsl, NEepPBHHHE OINPALIOBAHHA [IOKYMEHTIiB Ta iX IONepeIHii
po3rJasijy

1. JloctaBka OOKYMEHTIB J0 YCTAHOBU 3IIHCHIOETHCS, SIK MPABUIO, 3
BUKOPUCTAHHSAM 3acO0IB TMOIITOBOIO 3B’A3Ky Ta €JEeKTPO3B’s3KYy, a TaKOX
Kyp’ €PCHKOIO Ta (PeJibJl’erepChKoI0 CIIy>KO0aMH.

2. VYci J0KyMEHTH, 110 HaAXOIATh JO YCTAHOBHU, MPHUIMAIOTHCS
[EHTPaII30BaHO B CIIY>KO1 JIIJTOBOJICTBA (€KCTIEIUIIIT).

3. JIokyMeHTH, 10 HAJIWIUIM B HEPOOOUHil Yac, MPUINMAIOTHCS Y€PTrOBUM
MPaIiBHUKOM YCTAHOBH (32 HAsIBHOCTI), SIKAW, HE PO3KPUBAIOYM KOPECIIOHCHITIIO,
nepenaac ii B ciyx0y IUIOBOJICTBA HACTYITHOTO POOOYOTO JHS 1] PO3MHCKY.

4. YV pa3l Hagxo/DKEHHS JOKYMEHTIB B €JEKTpoHHINM Qopmi 06e3
eJIEKTPOHHOTO MppoBoro mianucy (y ckaHoBaHid (opmi) iX pO3APYKOBYIOTH Ha
namnepi 13 IpOCTaBJIEHHAM HAJAMKMCY Ha BEPXHbOMY MOJII TOKyMeHTa «OTpUMaHO B
CJIEKTPOHHINA (popMi».

5. @aKkT HAAXOJKEHHS JIOKYMEHTa JI0 YCTaHOBU OOOB’SI3KOBO (DIKCYETHCS
IUIIXOM MPOCTABJIEHHS Ha BXIJIHUX JIOKYMEHTaX BIAMITKU MPO HOT0 HAaIXOIKEHHS
JI0 YCTaHOBM, fKa TMPOCTABISETHCS BIJ pPyKH aboO 3a JAOMOMOrol0 IITama,
aBTOMaTUYHOIO0 HyMepaTopa Ha JMIIbOBOMY IOJI1 Y MPaBOMY KyTi HMXKHBOTO MOJIS
NEPIIOro apKylla OpUTiHANY JOKyMeHTa. EjlemMeHTamMu 3a3HAa4eHOrO PEKBI3UTY €
CKOpOYEHE HaliMEHyBaHHS yCTAaHOBH — OJIEpXKyBada JOKYMEHTA, peecTparliiHuit
1HaeKe, nara (y pasi motpeOu — roauHa 1 XBUJIMHHM) HAIXODKCHHS TOKyMEHTa. Y
pa3i 3acTOCyBaHHsS aBTOMATH30BAHOI CHCTEMHU peecTpallii 3a3HaueHa iH(opmaris
HAaHOCHUTBCS 32 JOIMIOMOTI'O0 IITPUX-KOJY.

6. [lepBuHHE OmpalfoBaHHS JOKYMEHTIB y CITy>K01 A1II0BO/ICTBA Nependavae
NepeBipKy MPaBUIBLHOCTI JOCTABKU KOPECIIOHEHIIIT Ta 11 I[IJ1ICHOCTI.



JlokyMeHTH, HaJIClaHl He 3a aIpecor0, MOBEPTAOTHCSA BIINMPABHUKOBI 0€3
X pOo3Isay.

Po3kpuBaroTbcsi BCl KOHBEPTHU, 3a BHUHSATKOM THX, IO MAalOTh HAaIlUC
«Ocobucroy.

7. Y pa3i BUSABJIEHHS BIJICYTHOCTI JOJATKIB, 3a3HAYCHUX Y JTOKYMEHTI, a00
OKpEeMHUX apKyllliB, a TaKoX TI[OMHUJIOK B OQOpPMJIEHHI JOKYMEHTa, IO
YHEMOXJIMBIIIOE€ 1OTO BUKOHAHHS (BIACYTHICTH MiANMUCY, BIAOUTKA MeYaTku, rpuda
3aTBEP/KEHHS TOIIO), JOKYMEHT HE PEECTPYETHCS 1 BIAMPABHUKOBI HAJICHUIIAETHCA
MUCBMOBHI 3ammuT a00 HOMy MOBiAOMIIAEThCSA Tpo 1e Tenedonom. [lpu oMy Ha
JIOKYMEHTI pOOUTHCS BIAMOBIAHA BIAMITKA 13 3a3HAYCHHSAM JIaTH 3allUTy (PO3MOBH
TeneoHOM), TOcaaud Ta TNpi3BUIIA OCOOHM, fAKii 3poOJIeHO 3amuT, MIiANUCY,
po3mmdpyBaHHS TIAMUCY 0COOH, sSKa 31HCHUIA 3aITUT.

VY pasi BIACYTHOCTI a00 HELUIICHOCTI BKJIaJ€Hb, MOUIKOKEHHS KOHBEPTA,
yIaKyBaHHs, 110 MPHU3BEJIO J0 HEMOXKJIUBOCTI NPOYUTAHHSA TEKCTY JIOKYMEHTa,
CKJIQ/Ia€ThCSl aKT Yy JABOX HpuMipHHKax. OAMH NPUMIPHUK aKTa HaJCHIAETHCS
BIJIMIPABHUKOBI, 1HIINIA — 30€pIiraeTbcs y CIyx01 A1JIOBOICTBA.

8. AJIlpecH1 ApJIMKHA PEKOMEHJIOBAaHUX KOHBEPTIB 1 MAKETIB 30€piratoThCs 1
JOJJAIOThCS 10 TOKYMEHTIB, a TaKOX KOHBEPTH, KOJH JIMIIE 32 KOHBEPTOM MOXKHA
BCTAHOBUTH aJIpeCy BIANpPaBHUKA, YaC BIANPABICHHS Ta OJIEpP)KaHHS JTIOKyMEHTa,
ad0 KOJIM B KOHBEPTI BIACYTHI OKpeMl JOKYMEHTH, a00 BCTaHOBJIEHO
HEBIJINOBIJIHICTb HOMEPIB JOKYMEHTIB HOMEpPAM, 3a3HaYE€HUM Ha KOHBEPTI.

9. JIokyMeHTH MiJIsAratoTh MOMEPEAHOMY PO3IIISIAY B CIIYKO01 AIIOBOJCTBA
y JIeHb iX HaJAXO/JKeHHS a00 B MepUIMid HACTYNMHUA poOoYMid JeHb y pasi
HAJXOJDKEHHS X Miclid 3aKiHYEHHSI poO0YOoro JAHs, Y BUXIJIHI Ta CBITKOBI HEPOOOUl
JTHI.

JlopydeHHS yCTaHOB BHINOTO piBHs, TeJerpamu, TeneoHorpamu
PO3IIIS A0 THCS HETAWHO.

10. MeToro nonepeiHporo po3risiay JOKYMEHTIB €:

BUOKPEMJICHHSI TakWX, 10 TMOTpeOyIOTh O0O0OB’SA3KOBOTO  PO3TIISALY
KEpIBHUKOM YCTaHOBH, HOTO 3aCTYITHUKAMH a00 CTPYKTYPHUMHU TiAPO3LIaMU;

BiJI01p IOKYMEHTIB, III0 HE MIJISTAI0Th PeecTpallii ciry>k0010 JIiJI0BOJICTBA, a
TaKOX TaKUX, 1110 IEPEIAI0THCS I PEECTPAIlli CTPYKTYPHHUM ITiAPO3/iIaMm.

11. OGoB’sI3KOBOMY PO3IJIAy KEPIBHUKOM YCTAHOBU MIJUJISTAIOTh 3aKOHU
VYkpainu, noctaHoBu BepxoBHol Panu Ykpainu, aktu ta nopydenHs lIpesunenra
Vkpainu, axktu KaOinery MinictpiB VYkpainu, gopydenss Ilpem’ep-miHicTpa
VYkpainu, aktu Bepxosnoi Pagu ABronomHoi Pecniy6niku Kpum ta Pagu miHicTpis
ABtoHOMHOT PecryOmiku Kpum, meHTpambHUX 1 MICHEBHUX OpraHiB BHKOHABYOI
BJIaaAM (Jami — aKkTH OpraHiB Jep>KaBHOI BIAAHW, OpraHiB BiIagd ABTOHOMHOI
PecnyOniku KpuMm Ta jgopydeHHsS BHUIIUX MOCAJAO0OBUX OCI0), a TaKOX 3aluTH 1
3BEpPHEHHSI HApOJHUX JIEMyTaTiB YKpaiHM Ta JEmyTaTiB MICHEBUX pal,
kopecnonneHiss Bepxosuoi Pagu Ykpainu, Anminictparii [Ipesuaenta Ykpainu,
Kabinery MiHicTpiB Ykpainu (maji — 3anmuTu, 3BEpHEHHS, @ TAKOK KOPECTIOHICHITIS
BepxoBuoi Panu VYkpainm, Anminictpauii I[Ipesmmenta Vipainu, KaGinety
MinictpiB Ykpaiau), KOPECIOHICHIIIS, IO HAIXOIUTh BiJl YCTAHOB BHUIIOTO PIBHA,
pIIIEHHS OPraHiB MiCIIEBOIO CAMOBPSIYBaHHs, a TAKOX HAMBAXKIIMBIII JOKYMEHTH,
K1 MICTATh 1H(OpPMAIIiI0 3 OCHOBHUX MUTaHb AISTILHOCTI YCTAHOBH 1 MOTPEOYIOThH
BUPIIICHHS O€3M0CepeTHhO KEPIBHUKOM.



[HIIII JOKYMEHTH TIepealoThCsl 3aCTyITHUKAM KepiBHUKA a00 CTPYKTYpHUM
Mipo3/17aM (BUKOHABIISIM) BIJIMOBIHO JI0 X (YHKIIIOHAIBHUX 000B’SI3KIB.

12. Tlix dYac mWOMEPEmIHBOTO PO3TISIAY JOKYMEHTIB BpPaxOBYIOTHCS
MMOBHOB&)XEHHS Cy0’ €KTIB PO3IISAAY KOPECIOH/IEHIIlI, mepeadaueHi B MOJIOKECHHIX
(ctaTtyrax) MOpO YCTAaHOBY Ta B TOJIOKEHHSIX TIPO CTPYKTYpHI MiAPO3a1IH,
PO3MOPSATINX JTOKYMEHTaX PO PO3MOIIT 000B’SI3KIB MK KEPIBHUKOM YCTaHOBH Ta
HOro 3acTyMHUKAaMH, MOCAJOBUX IHCTPYKISIX, a TaKoX KiacudikaTop MNHUTaHb
JISUTBHOCT] YCTaHOBH, HOMEHKJIATYpa CIIpaB, CXEMU MPOXOXKEHHS JOKYMEHTIB.

3. PeecTpauisi JOKyMeHTIB

1. Cnyx00BUll TOKYMEHT, OTPUMAHHI YCTAaHOBOI ab0 CTBOPEHUH HEIO, Y
TOMY YHCIl JJis BHYTPIIIHBOTO KOPUCTYBAaHHS, BBAXKAETHCSI BHECEHHM [0
JOKyMEHTAIIHHOTO ()OHAY YCTAHOBH 3 MOMEHTY MOTO peecTparii.

Peectpariiss 10KyMEHTIB MPOBOJUTHCA 3 METOIO 3a0€3MEUEHHs iX OOJIKY,
KOHTPOJIIO 32 BUKOHAHHSM 1 ONEpaTUBHUM BUKOPUCTAHHSAM HAsBHOI B JOKYMEHTaX
iH(dopmarllli 1 mojsrae y BEICHHI 3amucy OOJIKOBHX JaHMX MpPO JOKYMEHT 3a
BCTAHOBJICHOIO YCTaHOBOIO PEECTpaliifHOI0 (OpMOI0, SKUM (PIKCyeThCs (akT
CTBOPEHHSI, BIJIPABICHHS a00 OJIEp>KaHHS JOKYMEHTA, IUISTXOM MPOCTAaBJICHHS Ha
HBOMY PEECTPALIIHOrO 1HAEKCY 3 MOJAJbLIMM 3allUCOM Yy 3a3HaueHux (opmax
HEOOXI1THUX BIAOMOCTEN PO JOKYMEHT.

2. ITix yac peecTparii JOKYMEHTIB B YCTaHOBI HEOOXIAHO JOTPUMYBATHUCS
TaKUX BHMOT:

JIOKYMEHTH PEECTPYIOThCS HE3aJIEKHO BiJl COCOOY iX JOCTaBKH, Nepeaadi
YU CTBOPCHHS,

JOKYMEHTH PEECTPYIOTBhCS 3a JOKYMEHTOINOTOKaMH (BXiJHI, BUXIOHI,
BHYTPIIIIHI);

JOKYMEHTH PEECTPYIOTHCS JIMIIIE OJUH pa3 (BXiAHI — Y JIEHb HAJIXOJKEHHS
ab0 He TMI3HIIIe HACTYMHOTO pPo0oYoro AHS (SKIIO JOKYMEHT HAaJIWIIOB Yy
HepoOOoUMii yac), CTBOPIOBAHI — y JICHb MIAMKUCAHHS a00 3aTBEPHKCHHS);

y pas3l mepenadi 3apeecTpOBAHOTO JOKYMEHTa 3 OJIHOTO CTPYKTYPHOIO
MIIPO3AUTY 10 1HIIOTO HOBUW pEECTpaliiHUNA 1HJAEKC Ha JOKYMEHTI He
IPOCTaBIISIETHCS;

JTOKYMEHTH PEECTPYIOTHCS 3a TPYIMaMH 3aJIeKHO BiJ HAa3BU BUIY, aBTOpA i
3MICTY JJOKYMEHTIB;

OKPEMO PEECTPYIOTHCS:

aKTU OpraHiB JIEP>KaBHOI BJIaJIM, OpraHiB Biajau ABTOHOMHOI PecryOiiku
Kpum Tta popydeHHs BHIIUX MOCAIOBUX OCi0, 3amuTH, 3BEpHEHHS, a TaKOX
KopecroH/ieHiis BepxoBHoi Paqu Ykpainu, 1110 Haaidnum 10 yCTaHOBU;

PO3MOPSAIYl JOKYMEHTH 3 OCHOBHUX MUTaHb JisJIbHOCTI YCTAHOBH;

pO3MOpsIIUl JOKYMEHTH 3 aJIMIHICTPATUBHO-TOCTIOIAPCHKUX MTUTAHB;

po3mopsiui  IOKYMEHTH 3 KaJpOBUX TMUTaHb (0COOOBOTO CKIIAIY)
(BiAMOBIAHO 710 TX BUIIB Ta CTPOKIB 30€piraHHs);

pIIIEHHS KOJeTiaJbHUX OpPTaHiB;

aKTH peBi3iil (1HAHCOBO-TOCMOIAPCHKOI NISIBHOCTI;

OyXTanTepCchKi TOKYMEHTH;

3as1BKM HAa MaTeplajbHO-TEXHIYHE TTOCTAYaHHS;

CITy>KOO0B1 JIUCTH;



3BEpPHEHHS TPOMA/JISIH;

3alUTH HAa OTPUMaHHSA myO01iyHo1 iHQopMallii;

dakcorpamMu (mamepoBi KoImii JOKYMEHTIB, IepelaHi 3 BUKOPHUCTAHHIM
3ac001B (haKCUMIJIBHOTO 3B’SI3KY);

JOKYMEHTH, 110 MEPEeIat0ThCsl €JIEKTPOHHOIO MOIITOK Y CKaHOBaHi (hopmi
0e3 eIeKTpoHHOTO IM(ppoBoro manucy (i3 3a3Ha4EHHAM Y peecTpaliiiHux ¢opmax
€JICKTPOHHOI a/IpeCH BIANPABHUKA Ta aJipecara).

3. Cnyx6a [IiI0OBOACTBA LIEHTPAI30BAHO 3MAIMCHIOE PEECTPAIliI0 aKTIB
OpraHiB J€p>KaBHOI BJaau, OpraHiB Biaaun ABTOHOMHOI PecmyOmiku Kpum Ta
JOpY4YEHb BHIMUX IOCAJAOBUX OCi0, 3aMUTIB, 3BEPHEHb, & TAKOX KOPECIIOHACHIII]
BepxoBnoi Panu VYkpainm, Apaminictpamii Ilpesunenta VYkpainu, Kabinery
MinicTpiB Ykpainu, JOKYMEHTIB, 10 HAAIWIIUIA HA PO3TJIsLL KEPIBHUKA YCTAHOBH Ta
HOro 3aCTyNHUKIB, PO3NOPSAAUYMX JOKYMEHTIB, JHCTIB 3a MIANKUCOM KEpIBHUKA Ta
HOT0 3aCTYITHUKIB, MPOTOKOJIIB 1 PIllIEHb KOJET1aJIbHUX OpPTraHiB.

[HIIT JMOKYMEHTH, MO CTOCYIOTHCS HANpPSIMIB MISUIBHOCTI CTPYKTYPHHUX
M1JPO3/IUIIB YCTAHOBHU, MOXKYTh PEECTPYBATHUCS B IIUX CTPYKTYPHUX MIAPO3/I1IaX.

He miansaratots peectpariii ciry:k0010 JA1IOBOJCTBA IOKYMEHTH, 3a3Ha4YEH1 Y
nonatky 4 no mux IIpaBui.

4. Micue peecTpallii OKpeMHUX Tpyl TOKYMEHTIB (Haka3u (PO3MOPSIKEHH)
3 KaJpOBUX MHUTaHb (0COOOBOTO CKJIaay), AOTOBOPH, 3BITH, MPEHUCKYpPaHTH TOUIO)
BU3HAYAETHCS B IHCTPYKIIi 3 J1JIOBOJICTBA YCTAHOBHU.

5. Ilix yac peecTpallii JOKyMEHTY HAJa€ThCd YMOBHE IudpoBe (IiTEpHO-
nu(ppoBe) MO3HAUYECHHS — peecTpauliHuil 1HJIeKc. EnemeHTamum peectpaniiHoro
1HACKCY € TIOPSAKOBUI HOMEp [OKyMEHTa Yy MeKax TpyHu JOKYMEHTIB, IO
peECTPYIOThCS, SIKUW JOMOBHIOETHCS 1HIEKCAMH, IO 3aCTOCOBYIOTHCS B YCTaHOBI,
30KpeMa 1HJEKCaMH 3a HOMEHKJIATypOl CIIpaB, CTPYKTYPHOrO MIAPO3JLITY,
KOPECIOHJICHTIB, TOCAI0BUX O0Ci0, SKI PO3MIIANa0Th a00 MIAMHUCYIOTh JOKYMEHT,
BUKOHABIIIB, MUTaHb JISTILHOCTI SIKUX CTOCYETHCS IOKYMEHT, TOIIIO.

Jist  BXIAHMX JIOKYMEHTIB PEECTpAIlIMHUNM 1HACKC CKJIAA€ThCA 3
MOPSIIKOBOTO HOMEPA Ta 1HJEKCY 3a HOMEHKJIATYypOIO CrpaB abo 1HIIOTO 1HAEKCY,
0 3aCTOCOBYETHCS B yCTaHOBI, Hampukman: 123/01-12, ne 123 — mopsiakoBuii
Homep, 01-12 — inaexc crpaBu 3a HOMEHKIIATYPOIO.

VY BHUXIZTHOTO JOKYMEHTa pEeECTpaliiHUN 1HJIEKC MOXKE pPO3MIILYBAaTUCh Y
3BOPOTHIN MOCHIJOBHOCTI — 1HAEKC 3a HOMEHKJIaTyporo crpaB (y pasi norpedu
MOKE 3a3HAYaTUCS TaKOX I1HIIMA 1HJIEKC, L0 3aCTOCOBYEThCS B YCTAHOBI) Ta
nopsiikoBuil Homep, Hampukian: 02-10/457, ne 02-10 — iHgekc chopaBu 3a
HOMEHKJIATyporo, 457 — MOPSAKOBHI HOMED.

3 METO PO3pI3HEHHS TPYIN JOKYMEHTIB 10 PEECTPALINHOTO I1HIEKCY
JIOMAEThCS BIIMITKA, KA CKIanaeTbest 3 Jjitep, Hampukian: 820/03-15 JCK, ne
JICK 3actocoByeTbcs Jisi TTO3HAYEHHS JOKYMEHTIB 3 rpudom «[ns ciyxb0oBoro
KOPUCTYBaHHS.

SKkmo JOKyMEHT MIATOTOBJICHO JIBOMAa YW OUIbIle  YCTaHOBaMH,
peECTpalifHM  1HAEKC BKIIOYA€ 1HACKCH KOXHOI 3 IUX YCTaHOB, SKi
IPOCTABJISIIOTECS Uepe3 MPaBOOIUHY MOXWUIY PHUCKY B TOCHIOBHOCTI, B SIKIH
JOKYMEHT WIANKCAaHO HOro aBTopamH, Hampukiax: 51/82 — mng  choimbHUX
posnopsaaunx gokymeHTtiB abo 03-11/750/02-04/248 — st criiIbHUX JIMCTIB.



Peectpamiitnuii 1HAEKC PO3MOPSAYMX JOKYMEHTIB Ta JESIKUX BHYTPIIIHIX
JIOKYMEHTIB (aKTH, MPOTOKOJIM, JIOTOBOPH TOILO) CKIAAAETHCS 3 TMOPSIKOBOIO
HOMEpA y MeXax POKy. 3 METOI0 PO3pI3HEHHS IpyIl HakasiB (pO3MOPSIKEHb) 3
KaJIpOBUX MHUTaHb (0COOOBOrO CKJIATy) KOXHOTO BHAY JI0 MOPSAIKOBOIO HOMEpA
MOXe JI0JaBaTHCS JITepHUM 1HJAeKC. CucTeMa TaKuX 1HJEKCIB pPO3pOOISETHCS
YCTaHOBOIO.

Micre po3TanryBaHHs peeCcTpaIiiiHOrO 1HAEKCY Ha TOKYMEHTI 3aJIeKHUTh Bij
BU/y OJlaHKa Ta BUIY JOKYMEHTA.

6. Y pasi 3acToCyBaHHS aBTOMaTHU30BaHOI CHUCTEMHU peecTparlii JOKYMEHTIB
MOK€ BHUKOPHCTOBYBATHCS IMITPUX-KOA. 7 BUXIAHUX TOKYMEHTIB IITPUX-KOJ
BKJIIOYAE PEECTPAIIHUM 1HACKC 1 AaTy JOKYMEHTa Ta PO3TAIlOBYETHCA y MeEXKax,
3a3HaueHux y JCTY 4163-2003 nis pekBi3uTiB OjaHKa, a caMe: 3 KyTOBUM
pO3TallyBaHHSIM PEKBI3UTIB — 73 MM BiJ [OYaTKy I[EpUIOr0 pEKBIZUTY, 3
IMO310BXHIM — 77 MM.

7. B ycraHoBax MOK€ 3aCTOCOBYBAaTHCh OJIHA 3 TpbOX (hopM peecTparii
JOKYMEHTIB — YpHaJlbHa, KapTKOBa Ta AaBTOMAaTU30BaHa (3 BUKOPHCTAHHAM
CHeLiaJIbHUX KOMIT I0OTEPHHUX IpOrpam).

Kypuaneny dopmy peectpariii TOKyYMEHTIB JOLUIBHO BUKOPHUCTOBYBATH
JUIIe B YCTAHOBaX 3 00CATOM JOKyMeHTooOiry g0 600 JOKyMEHTIB Ha pPiK,
BUKOPUCTOBYIOUYHM (POPMH KYpHAJIIB, HaBEJIEHI B 1oAaTkax 5 — 7 1o uux IIpasu.

8. KaprtkoBa Qopma peecTpalii JOKYMEHTIB Iepeadadae 3amOBHEHHS
PEECTPALIITHO-KOHTPOJBHUX KAPTOK, 3 SKUX (DOPMYIOTHCS TOBIJIKOBI 1 KOHTPOJIbHI
KapTOTEKH.

KinbkicTh NpUMIPHHUKIB KAPTOK BHU3HAYAETHCS YCTAHOBOKO 1 3aJIEKUThH BIJ
pIBHS LEHTpaJIi3allii oprasizaiii JUI0BOICTBA, KUIbKOCTI BUKOHABIIIB IOKYMEHTA Ta
KUJIBKOCT1 KaPTOTEK B YCTAHOBI.

SIk npaBuUO, PO3APYKOBYIOTHCS TpU MPUMIPDHUKM KapTOK: JBa —
PO3MIIIYIOTBCS B JIOBIJKOBIM 1 KOHTPOJIbHIM KapTOTEKax, OJUH — TMEPEeaacThCs
BHUKOHABLIIO Pa30M 13 IOKYMEHTOM.

Kaptku BUTOTOBISIIOTHCS Ha HiIbHOMY mamepi gopmaty AS (210 x 148
MM) a60 A6 (105 x 148 mm).

9. V pasi BOpoBaKEHHS aBTOMAaTH30BaHO1 ()OpMH peecTparlii JOKYMEHTIB
dbopmyeThCcsi OaHK PEECTPAIIMHUX JTaHUX B CJICKTPOHHINA ¢dopmi, a 3a HaIBHOCTI
JIOKaIbHOI Mepexi — LEHTpaIbHUI OaHK peecTpalliiHuX JaHUX JJIs BUKOPUCTAHHS
npaiiBHUKamMu iH(dopmMallii npo BCi JOKYMEHTH 1 MICIE X pO3TallyBaHHS.

10. V pa3i 3actocyBaHHsI KapTKOBOi a00 aBTOMaTHU30BaHOI ¢dopmu
peecTpaiii BCIX KaTeropid JOKYMEHTIB (BXIJHUX, BHXIJHUX, BHYTPILIHIX)
0(OPMITIOETBCA  PEECTPAIIITHO-KOHTPOJIbHA KapTka, (OopMy SKOI HaBEJACHO B
noaatky 8 o mux [IpaBu, 13 3a3Ha4eHHSIM 000B’I3KOBUX PEKBI3UTIB, 110 HABEACHI
B noAaTky 9 no uux I[paBui.

[Tepenik 000B’SI3KOBHX PEKBI3UTIB PEECTPAIIHHO-KOHTPOIBHOI KapTKU
MOKe OyTH JOTIOBHEHHH 1HITUMU peKBizuTaMu. [1opsgok po3MilieHHsS] PEKBI3UTIB Y
peecTpaliitHO-KOHTPOJIbHINA KapTIli MOXKE BU3HAYATHUCS YCTaHOBOIO.

4. Opramnizaunis nepegayvi JOKyMeHTIB Ta iX BUKOHAHHA
1. 3apeecTpoBaHl JOKYMEHTH NEPENAIOTBCA HA PO3IJIAJ KEPIBHUIITBA
YCTaHOBU B JIeHb iX HaJAXO/KEHHs a00 HacTymHoro po0odoro OHsS y pasl



HAJIXO/DKCHHS JIOKYMEHTIB y HepoOouuit yac. Tenmerpamu, TenedoHOTpaMu Ta 1HIII
TEPMIHOBI JJOKYMEHTH MEePEaloThCsl HETalHoO.

2. KepiBHHMKY yCTaHOBM Bifjpa3y IIICJIS peecTpalii IMepesarThCs aKTH
OpraHiB Jep>KaBHOI BJaad, OpraHiB Biaau ABTOoHOMHOiI PecnyOmiku Kpum Ta
JIOPYYEHHS BUIIUX MOCAJ0BUX OC10, 3alUTHU, 3BEPHEHHSI, a TAKOXK KOPECTIOHICHIIS
BepxoBnoi Pamu VYkpainu, Anminictpamii Ilpesupenta VYkpainu, KabGinety
MinictpiB Ykpainu, KOPECIIOHICHITIS, 10 HAJAXOAUTh Bl YCTAHOB BUIIOTO PiBHS.

3. JIOKyMEHTH, pO3TJSHYTI KEpPiBHHIITBOM YCTaHOBH, IOBEPTAIOTHCS 3
PE30ITIOLIIEI0 MIOI0 TX BUKOHAHHS B CIYKOy JIJOBOJCTBA, fKa 3/1MCHIOE Mepenavyy
JIOKyMEHTIB Ha BUKOHAHHS.

JIOKyMEHT, BHUKOHAaHHS  SKOTO JOPYYEHO KITBKOM  CTPYKTYPHHUM
Miapo3aiiaM, MOKe OyTH TepeaHuii BUKOHABISIM Y TIOPSIKY BU3HAYCHHS iX Y
pe3ontonli ado OJJHOYACHO y BUIJIAL KOMIM 3 Mepeaadyero OpUriHalLy TOJOBHOMY
BUKOHABI[IO, BH3HAUYEHOMY B pPE30JdIONII mepmuM. Y pas3i BIOPOBAKEHHS
CJIEKTPOHHOTO  JIOKYMEHTOOOITy  CIIBBUKOHABIIl  OTPUMYIOTH  JIOKYMEHT B
CJIEKTPOHHIN popmi.

4. @akt mepedadi JOKYMEHTIB BUKOHABISIM  (IKCYETHCA IUIIXOM
MPOCTABJICHHS BIJIMOBIIHOT BIAMITKM B peeCTpamiHiil (opmi 13 3a3HaYEHHSIM
1H(}OopMaIrii mpo BUKOHABIIIB, SKUM TMEPEIAHO OPUTIHAJ JIOKYMEHTa Ta HOro KOmii.

5. Ilepenavya AOKyMEHTa 3 OJHOTO CTPYKTYPHOI'O MIAPO3IiAy JO I1HIIOTO
3IMCHIOETHCS Yepe3 CykO0y J1TO0BOACTBA, KA MPOCTABIISAE€ BIAMOBIIHI BIAMITKH Y
peecTpauiiaux ¢opmax. JJOKyMEHTH, BUKOHAHHS SIKMX NepeOyBae Ha KOHTPOI,
NEePEeNA0ThCA A0 IHIIUX CTPYKTYPHUX MIAPO3ALIIB a00 1HIIMM BUKOHABIISIM TUIBKU
3 MOBIAOMJICHHSIM TPO 1I€ CITY>KO01 KOHTPOJIIO.

[lepenaya JOKYMEHTIB y MeXaxX CTPYKTYPHOIO MIJIPO3AUTY 31ACHIOETHCS
yepe3 o0co0y, BIANOBIANbHY 32 JUIOBOJACTBO B CTPYKTYPHOMY MIIPO3ALII
(cexpeTaps).

6. 3a BUKOHAaHHA JOKYMEHTa BIANOBIAAIOTH OCOOM, 3a3HA4YeHI Yy
PO3MOPATYOMY JIOKYMEHTI, PE30JIIOIli KePIBHUKA YCTAHOBH, Ta MPAIIBHUKH, SIKUM
0e31mocepeTHbO JOPYUCHO BUKOHAHHS.

['onoBHUIT BUKOHABEIb OPraHi3OBye pOOOTY CIIBBUKOHABIIIB, 30KpeMa
BU3HAYA€ CTPOKH TMOJAHHS HUMH TPOIO3UIIIM, TOPSAIOK MiATOTOBKHU, TMOTOJKEHHS
MPOEKTY TOKyMEHTA.

CriBBUKOHABII BIANOBIIAIOTh 3a MIATOTOBKY HAa HAJIEKHOMY pIBHI Ta
CBO€YACHE TOJaHHsS TOJOBHOMY BHKOHABIIFO NPOMO3MIN. Y pa3i HECBOEYACHOTO
MOJaHHs MPOTO3UIINA CIIBBUKOHABISIMU T'OJIOBHUN BUKOHABElb 1H(POpMYyeE Mpo 11e
KEepiBHUKA, KW HaJIaB TOPYICHHS.

7. BukoHaHHA JOKyMEHTa Tiependadae 30MpaHHS Ta OIMpaIfOBaHHS
HeoOXx1aHoi 1H(dOopMallii, TIATOTOBKY MPOEKTY BIAMOBIAI Ha JOKYMEHT UM HOBOIO
JIOKyMEHTa, HOT0 O(MOPMIICHHS, Y3TO/DKCHHS, TIOJAHHS JUIsl  TIUCAHHS
(3aTBEpH)KCHHS) KEPIBHUKOBI YCTAaHOBH, Yy JCSKHX BHUIAIKaX — KEPIBHUKOBI
CTPYKTYPHOTO TIAPO3JILTYy, a TAKOXK Y pa3i MOTpedu — MIATOTOBKY IS MEPECUIaHHS
ajpecary.

8. IlpamiBHMK, BIAMOBIJANbHUIA 3a BUKOHAHHS JOKyMEHTa, y pasi
BIIYCTKU,  BIAPS/DKEHHS, 3BUIBHEHHS  3000B’S3aHWM  TepefaTH  IHIIOMY
MpaIiBHUKOBI 3a TMOTO/DKEHHSM 31 CBOIM O€3MOocepe/lHIM KEPIBHUKOM  YCI



HEBUKOHAHI JOKYMEHTH Ta TMOIH(POPMYBATH CIYXOy KOHTPOJIO TMPO Mepenady
JIOKYMEHTIB, BUKOHAHHS SIKUX Tlepe0yBa€e Ha KOHTPOJI1, IHIIIOMY BUKOHABIIEBI.

5. Opranizanisi KOHTPOJIIO 32 BUKOHAHHAM JOKYMEHTIB

1. KoHTponb 3a BHUKOHaHHSM JOKYMEHTIB 3JIHCHIOETBCS 3 METOIO
3a0€3MEeYEHHS CBOEYACHOTO Ta HAJIE)KHOTO X BUKOHAHHSI.

OO60B’13KOBO KOHTPOJIOETHCS BUKOHAHHA 3aB/IaHb, MEpPeI0aueHUX B aKTax
OpraHiB Jep>KaBHOI Biaau, OpraHiB Biaaun ABTOHOMHOI PecmyOmiku Kpum Tta
JTOPYYCHHSIX BUIHMX MMOCATOBUX OCI0, HAaHHS BiAMOBIIEH HA 3aMUTH, 3BEPHEHHS, a
TaKOXX Ha KopecnoHeHIit0 BepxoBuoi Pagu Ykpainu, Anminictpanii [Ipesuaenrta
VYkpainu, Kabinery MinicTpiB Ykpainu, po3nopsadi AOKYMEHTH Ta JOpPY4YEHHS
KEpIBHUIITBA YCTAHOBH, PIIICHHS KOJIETIATbHOTO OpPraHy YCTaHOBM, 3allUTH Ha
nyOiyHy 1HpOpMAILIiLo.

2. Opranizalio KOHTPOJIIO 32 BUKOHAHHSIM 3aB/IaHb, BU3HAUEHUX B aKTax
OpraHiB JIep>KaBHOi Blajau, opra”iB Biaaun ABToHOMHOI Pecry6Omiku Kpum Ta
JOPYUYEHHSIX BUIIMX MOCATOBUX OCI0, 31MCHIOE EPIINIl 3aCTyMHUK a00 3aCTYITHUK
KEepIBHUKA YCTAHOBH BIATOBIHO JI0 PO3MOALTY (PYHKI[IOHATHBHUX 000B’SI3KIB.

be3nocepenHiii KOHTPOJIb 3a BUKOHAHHSM JOKYMEHTIB IMOKJIAJA€ThCS HA
Ciyk0y J110BOJCTBa ab0 CIyKO0y KOHTPOJIO — CHEIadbHUN MiApo3ain ado
10CaIoBy 0c00y, BIIMOBIIAJbHY 32 31HCHEHHS KOHTPOJIIO.

VY CTpyKTypHUX MiApo3AUIax Oe3MocepeHI KOHTPOJIb 3a BUKOHAHHSIM
JIOKYMEHTIB 3]11iICHIOE 0c00a, BIJMOBIIalIbHA 32 A1JIOBOJICTBO.

3. TUMNOB1 CTPOKM BUKOHAHHS JOKYMEHTIB BCTAHOBIIOIOTHCS HOPMATHUBHO-
IPaBOBUMHU aKTaMH, a 1HAMBIAYaJbHI — PO3MOPAIYMM JOKYMEHTOM YCTaHOBH a0o0
PE30JTIOIIEI0 KEPIBHUKA (CTPYKTYPHOTO MIAPO3ALTY).

4. CTpoKM BUKOHAaHHS BHYTPIIIHIX JOKYMEHTIB OOYHMCIIOIOTBCS B
KUICHIAPHUX JHSX, TMOYMHAIOYM 3 JAaTH MiANUCaHHs (peecTpallii), a BXIIHHX — 3
JaTH HAaJIXO/KeHHS (peecTpariii).

Skmo ocTtaHHIM J€Hh CTPOKY BHUKOHAHHA JOKYMEHTAa TIpUIIaJla€ Ha
HEpOOOUYMil /1€Hb, OCTAaHHIM JHEM CTPOKY BHMKOHAHHS JIOKYMEHTAa BBa)XKA€ThCS
nepiuii poOoYHii 1eHb Mmiciis HepoOOYOro JTHS.

5. JIokyMeHT, B SKOMY HE€ 3a3HAU€HO CTPOK BUKOHAHHS, MOBHUHEH OYyTH
BUKOHAHWM HE Mi3Hile HiX 3a 30 KaJeHJapHuX JHIB 3 MOMEHTY MOTro peecTpallii B
YCTaHOBI, JI0 SIKO1 HAIMIIIOB TOKYMEHT.

3aBAgaHHs, BHU3HAYEHE Yy CIYXOOBOMY JIOKYMEHTI, BHUKOHYETHCS y
BCTAHOBJICHUU CTPOK.

Sxmo 3aBmaHHsS TOTpedye TEPMIHOBOIO BHUKOHAHHS, OOOB’A3KOBO
3a3HAYAETHCS] KOHKPETHUH KIHIIEBUN CTPOK BUKOHAHHSI.

6. CniBBUKOHaBII 3000B’s3aHI MOJABaTH MPOMNO3UII TOJOBHOMY
BUKOHABLIIO MPOTATOM MEPIIOi MOJIOBUHU CTPOKY, BiJIBEIEHOTO JJisi BUKOHAHHS
JOpYYEHHS, 3aBJaHHS.

7. IHnuBiqyanbHUN CTPOK BUKOHAHHS JTOKyMEHTa MOKE OYTHM 3MIHEHUH
JIMIIIE 33 BKA31BKOIO MIOCA0BOI 0COOH, sIKa HOro BCTAaHOBUJIA, a Y pasi il BIACYTHOCTI
—I10CaJI0BO1 0cO0H, siKa ii 3aMiIlae.

VY pa3i notpedu CTPOK BUKOHAHHS JOKYMEHTa MOXe OyTH MPOJOBKEHO 3a
OOIDYHTOBAaHMM IPOXAaHHSM BUKOHAaBIS, SIKE MOJAETHCS HE MI3HIIIE HLK 3a TpU
poOoUnX JIHI A0 3aKIHYEHHS BCTAHOBJIEHOTO CTPOKY, a IIOAO JOKYMEHTA, B IKOMY



HE 3a3HAYEHO CTPOK, — JO 3aKIHYEHHS TPUALSNTUACHHOTO CTPOKY BiJl JAaTH MOrO
peecTpariii.

VY pasi 3MiHM CTPOKIB BUKOHAHHS MPOCTaBIAIOTHCS HOBUM CTPOK, JaTa 1
TTJTITHUC.

BianoBigHi 3MiHM BHOCATBCS 10 PEECTPAIIHHO-KOHTPOIBHOT KapTKH abo
O0aHKy peecTpalliiHuX JaHUX.

8. B3aTTs MOKyMEHTa Ha KOHTPOJb 3IIACHIOETHCS HA MMIJICTAaBl PE30JIONI]
KepiBHUKA YCTaHOBU ab0 HOr0 3aCTyIHHUKIB.

KoHTponb 3a BUKOHAaHHSM JOKYMEHTIB BKJIIOUA€ B3STTSA JOKYMEHTIB Ha
KOHTPOJIb, BU3HAYEHHS (OPM 1 METOIIB KOHTPOJIO, MEPEBIPKY XOAY CBOEYACHOTO
JOBEACHHS JOKYMEHTIB /10 BUKOHABIIIB, KOHTPOJb 3a CTAHOM BHKOHAHHS, 3HSATTS
JIOKYMEHTIB 3 KOHTPOJIIO, HAIIPAaBJICHHsI BUKOHAHOTO JOKYMEHTA JI0 CIIpaBH, OOJIIK,
y3araJbHEHHS Ta aHali3 pe3yJbTaTiB BUKOHAHHA JIOKYMEHTIB, 1H()OpPMyBaHHS
KEpIBHUIITBA PO X1/ Ta Pe3yJIbTaTU iX BUKOHAHHS.

9. KoHTpolslb 32 BUKOHAHHSM JOKYMEHTIB 3JIIMCHIOETHCS 3a JOMOMOTOIO
PEeECTPAIITHO-KOHTPOJIbHOT KapTKK a00 aBTOMATU30BaHOI 1H(OPMAIlIHOT cucTeMU
(6a3u naHmx).

PeectpariiiHo-KOHTpOJIbHI KapTKU JIOKYMEHTIB, 110 mepe0yBaloTh Ha
KOHTPOJIl, TPYNYIOThCA B KapTOTEll 3a CTPOKAMH BUKOHAHHS JIOKYMEHTIB
BUKOHABIIMU a00 KOPECHMOHAEHTAMH, I'pylaMu JOKYMEHTIB (HAaKa3H KEpIBHUKA,
JTOPYYEHHS BUIIIUX OPraHiB BJIAJIM, PIILIEHHS KOJIET1i TOIIO).

3 JIpyrux HNPUMIPHUKIB PEECTPALIITHO-KOHTPOJIBHOI KAPTKH (DOPMYIOTHCS
KOHTPOJIbHI KApTOTEKU B CTPYKTYPHUX MIAPO3/1Iax.

Ha onuH KOHTpONbOBaHWMU JOKYMEHT MOXKe OyTH 3aBElICHO KUTbKa
peeECTpalIiHO-KOHTPOJIBHUX KapTOK, KUIBKICTh SIKUX BU3HAYAETHCS 3aJICKHO Bij
KUJIBKOCTI BUKOHABI[IB 200 CTPOKIB BUKOHAHHSI OKPEMHX 3aB/laHb, 3a3HAUYECHUX Y
JIOKYMEHTI.

Y pasi gAKMo BHU3HAYEHO KiJIbKa BHKOHABIIIB, aJlé BIIMOBIIAJIBbHICTh
MOKJIAJA€ThCSI HA OJHOTO 3 HUX, PEECTPAIIHHO-KOHTPOJbHA KapTKa CKJIAJIa€ThCs
TIJIbKY Ha BIAIIOBIAAJILHOIO BUKOHABII.

10. [Jani mpo Xia BUKOHAHHSA JOKYMEHTA, OJEp>KaHl MIJISXOM 3aIUTy MO
TenedoHy abo MiJl Yac MepeBipKu poOOTH CTPYKTYPHOTO MiAPO3/1Ty — BUKOHABIIH,
BHOCSITBCS JIO PEECTPALIITHO-KOHTPOJIbHOI KapTKU y Tpady « KOHTpOIBHI BIAMITKI.

[Tpu poMy TOTIEpEIHI 3aTTUCH HE 3aKPECTIOI0THCA.

11. ABTOMaTM30BaHMl  KOHTPOJb 32 BHUKOHAHHSIM  JOKYMEHTIB
3MIMCHIOETBCS 3@ JIOMOMOTOI0 CIEHIAIbHUX KOMIT IOTEpHUX TporpaMm abo €
CKJIQIOBOI0 CHCTEMH aBTOMAaTH3allii ITOBOACTBA YH CHCTEMH €JIIEKTPOHHOTO
JIOKYMEHTOOOITY.

12. KoHTpoap 3a XOA0M BHUKOHAHHS JOKYMEHTIB 3J1MCHIOETHCS Ha BCIX
eTamax TPOXO/DKEHHS JOKYMEHTa JO 3aKiHYeHHsS CTPOKY MOro BHKOHAHHS
(momepemKyBalbHUNM ~ KOHTPOJIb 33 JOTIOMOTOIO HarajayBaHb) Yy TMOPSKY,
BHU3HAYEHOMY 1HCTPYKIII€IO 3 IIIOBOJICTBA YCTaHOBHU.

13. Ilicns BUKOHAHHS MOKYMEHT 3HIMAEThCS 3 KOHTPOJHO. JIOKyMeHTH
BBAKAIOTHCS BUKOHAHUMH 1 3HIMAIOTHCS 3 KOHTPOJIIO TIC/sI BUKOHAHHS 3aBlIaHb,
3aIlUTIB, MOBIAOMJICHHS PO PE3yIbTAaTH 3a1HTEPECOBAHUM YCTaHOBaM 1 ocobaM abo
TICJIS 1HIIOTO MiATBEPAKEHHS BUKOHAHHSI.



3HATH JOKYMEHT 3 KOHTPOJIO MOXE TUIbKM KEpIBHUK YCTaHOBM, HOro
3aCTYyNIHUKH, $IKI BCTAaHOBMJIM KOHTPOJBHMHM CTPOK Yy pe3omrouii, abo 3a ix
JTIOPYYEHHSIM CIIy»K0a Jij0BOACTBa (Cy’k0a KOHTPOJI0). JIOKyMEHTH 3 THUIIOBUMHU
CTPOKaMHU BUKOHAHHSI 3HIMAIOTHCS 3 KOHTPOJIIO 32 PIIIEHHSM CIIy>KOU J1JI0BOJICTBA
(ciTy)0u KOHTPOJTIO).

JlaHi PO BUKOHAHHS JOKYMEHTA 1 3HATTSA HOTO 3 KOHTPOJIO BHOCSTHCS 10
peecTpaliitHo-KOHTPOJIbHOT KapTKH.

JlHeM BUKOHAHHS 3aB/IaHb, BU3HAUCHUX B aKTaX OpraHiB Jep>KaBHOI BIaJIH,
opraniB Brnagu ABTOHOMHOI PecnyOmiku Kpum 1 q1opydeHHSX BHIIUX MMOCAJTOBUX
oci0, Ta BUKOHAHHS 3allMTIB, 3B€pHEHB, a TAaKOX KopecnoHaeHIi1 BepxoBHoi Pagu
YKpaiHu BBaXae€Tbcs JI€Hb PEECTpallii B YCTAaHOBI BUXIIHHUX JOKYMEHTIB MPO
BUKOHAHHS 3aBJIaHb.

BukoHaH1 TOKyMEHTH MOAAIOTHCA HA MIANUC KEPIBHUITBA HE MEHII 5K 3a
OJIUH JICHb JI0 3aKIHYEHHS CTPOKY iX BUKOHAHHS 3 METOIO 3aJIMILEHHS [IEBHOTO Yacy
Ha 1X JOONpalOBaHHs 3a PIICHHSIM KEPIBHUIITBA.

CTpoku ToJaHHS TOKYMEHTIB, 10 NepeOyBalOTh Ha KOHTPOJIi, HA MIAMHC
KEPIBHULTBY BCTAHOBJIIOIOTHCS B IHCTPYKIII 3 IIJIOBOACTBA YCTAHOBH.

14. Indopmaiis mnpo pe3yiabTaTd BUKOHAHHSA B3ATUX Ha KOHTPOJIb
JIOKYMEHTIB y3arajbHIOE€ThCSI CTAHOM Ha MEpIIe YUCIO KOKHOTO MICSI 1 TOAA€ThCs
KEepIBHUIITBY YCTAaHOBU Yy BUIJISAI 3BEACHb NPO BHUKOHAHHS JOKYMEHTIB 3a
BU3HAUYCHOIO B YCTaHOBI (POPMOIO.

ABTOMATH30BaHHMI KOHTPOJbh 32 BUKOHAHHIM JIOKYMEHTIB mepeadayae
aBTOMaTU4YHE (POPMYBAHHS BiIOMOCTEH MPO X BUKOHAHHS.

6. IngopmaniiHo-10BIAKOBA P000Ta 3 JOKYMEHTAMM

1. InpopmariitHO-10BIAKOBA poOOTa 3 JTOKYMEHTAMHU MOJSATa€ B MOILIYKY
HEOOX1THUX TOKYMEHTIB 3 BUKOPUCTAHHSAM PEECTPAILITHO-KOHTPOJIIBHUX KapTOK 200
aBTOMATHU30BaHUX OAHKIB PEECTPALIMHUX JAHUX.

2. 'V pa3l BUKOPUCTAaHHA KapTKOBOi (GOpMH peecTpallii JOKYMEHTIB
JIPYKYETBCS HEOOXiJIHA KUIBKICTh PEECTPAIIiHO-KOHTPOJIBHUX KapTOK, 3 SAKUX
CKJIaJIAl0ThCS CAaMOCTIHHI KapTOTEKH.

KinbkicTh KapTOTEK B YCTAaHOBI BHU3HAYAETHCA 3 YpaxXyBaHHSAM piBHS
HEHTpali3alli peecTpalifHuX 1 MOUTYKOBUX OIepalliid, a TaKOK KOHKPETHUX YMOB
JUSTTBHOCT] YCTaHOBHU.

Jlist migBUIIeHHsT €EeKTUBHOCTI POOOTH MOUIYKOBOI CHUCTEMH CIY>KOOIO
JIJIOBOACTBA PO3POOJIAIOTHCS  Kiacu(ikaiiiHi JOBIIHUKUA (BHAIB JOKYMEHTIB,
KOPECIOH/IEHTIB, BAKOHABLIIB TOLIO).

3. Y pa3i 3anpoBaJpK€HHS CHUCTEMH aBTOMAaTh3allli AiloBojacTBa abo
CUCTEMH EJICKTPOHHOTO JIOKYMEHTOOOIry TIOIIyK KOHKPETHOTO JOKYMEHTa
3MIACHIOETBCS 3a PpEKBI3UTaMU (3arojloBOK, Ha3Ba BHUAY JOKYMEHTa, JaTa
OPUMHATTSA, HOMEpP JOKYMEHTa, aBTOp JOKyMEHTa TOmio) abo 3a KOHTEKCTOM
(kr090BE CIIOBO a00 ¢pa3za).

[TomrykoBuii 3anUT MOXKe MaTu Oyb-sIKy KOMOIHAILIIIO PEKBI3UTIB.



7. llopsi0K ONPALIOBAHHSA TAa HAJCUJIAHHS BUXITHMX JOKYMEHTIB

1. BuxiagHi JNOKyYMEHTH HAJCUJIAIOTBCS aJpecaTaM 3 BUKOPHUCTAHHIM
3ac00IB  MOIITOBOTO 3B SI3KY, €JIEKTPO3B’SI3Ky, a TaKOX JOCTaBIISIOTHCA
Kyp’ €PCHKOIO, (Pelib/l’€repChKoI0 CIIyKOaMH.

OmnpaiffoBanHsi JOKYMEHTIB I BIANpPaBJICHHS TMOIMITOBUM 3B’SI3KOM
3IMCHIOETHCS CYKO0O00 JIUIOBOJICTBA YCTAaHOBHU BiAMOBIAHO a0 IIpaBui HamaHHS
MOCIYT TOIITOBOTO 3B’SI3KY, 3aTBEp/DKCHHMX MocTaHoBolo KabGinery MiHicTpiB
Yxpainu Bix 05 6epesns 2009 poky Ne 270 (i3 3minamn).

3 BUKOpPHUCTaHHIM 3ac00iB €NEKTPO3B’SI3Ky ClIy>k0a IIIOBOACTBA 3/1HCHIOE
nepenavdy tejerpam, dakcorpam, TeneoHorpaMm, EJIEKTPOHHHX JTOKYMEHTIB 13
3aCTOCYBaHHSAM EJIECKTPOHHOTO IMU(PPOBOTO MIANMUCY Ta JOKYMEHTIB y CKaHOBaHIN
dbopmi 6e3 eNeKTPOHHOTO ITUGPOBOTO MiAMHCY.

VY pa3i HaacuinaHHs QakcorpaMm 1 JOKYMEHTIB y CKaHOBaHId (opmi 0e3
CJICKTPOHHOTO MHUGPOBOTO MIAMUCY HEOOXIHO HaJICIaTH TaKOXX OpHUTIHAT
JIOKyMEHTa B ManepoBiit popmi.

Bugun  ngoxkymeHriB, iHdopmalis 3 SKHMX TEPEIAEThCA  KaHaJaMH
CJIEKTPO3B’SI3Ky, a TaK0X HEOOXIMHICTh 1 MOPSAOK HAJICUJIAHHS aJpecaroBi ix
OpUTIHATY B TanepoBid (opMi BHU3HAYAIOTHCS 1HCTPYKIIEIO 3 JAUIOBOJICTBA
YCTaHOBH 3 ypaxyBaHHSM HassBHUX B YCTAHOBI TEXHIYHHX 1 IPOTrPaAMHUX 3aCO0IB.

2. [ndopmariiini, TEJIEKOMYHIKalliiH1 Ta 1H(popmarliitHo-
TeJIEKOMYHIKaIl1iH1 CUCTEMH IMOBUHHI 3a0e3neuyBaTu 3aXUCT BIJI
HECAHKIIIOHOBAHMX JI1i, SIKI MOXKYThb MPU3BECTH A0 BUIIAJKOBUX a00 YMUCHHUX 3MIH
YU 3HUIICHHS 1HPOpMAaIIii.

3. BuxiiHi JOKYMEHTH OINpPalbOBYIOTHCS 1 HAJCHJIAIOTHCS LUEHTPAII30BaHO
B J€Hb X HAAXOMKEHHS BIJ CTPYKTYPHUX MiAPO3JUIIB — BUKOHABLIB a00 He
Mi3HIIIE HACTYITHOT'O pOOOYOTO JTHS.

He nonyckaetnscst HancunanHs abo repeaada T0KyYMEHTIB 0e3 iX peecTparlii
y CITy>K01 JIIJTIOBOACTBA.

4. Tlix yac mpuitMaHHS BiJl BUKOHABIIB BUXIJHUX JOKYMEHTIB IIpaIliBHUKH
CIIy’KOH IIJTIOBO/ICTBA 3000B’s13aH1 IEPEBIPUTH:

PaBUWIBHICTH ODOPMIICHHS JOKyMEHTa (CKJIaJ] 1 pO3MIIIEHHS B HhOMY BCIX
PEKBI3UTIB);

HasIBHICTh 1 MPAaBUJIbHICTh 3a3HAYEHHS aJIpECH;

HasBHICTh HA JIOKYMEHTI BIAMITKH MPO JOJATKU;

HaAsSBHICTh YCIX HEOOX1THUX MIAMKUCIB HA IOKYMEHTI Ta J0J1aTKax /10 HbOTO;

HAsBHICTh Bi3 Ha KOIIi BUXIJHOTO JOKYMEHTA, IO 3aJIMIIAETHCS Y CIpaBax
YCTaHOBH;

HasSBHICTH 1 MIOBHOTY JIOJATKIB,;

BIJIMOBITHICTh KUIBKOCTI MPUMIPHHUKIB KIJIBKOCTI aJIpecaTiB.

5. JlokymeHTH, 10 HAACWIAIOTHCS OAHOYACHO OJHOMY 1 TOMY CaMOMY
aJpecaroBi, BKIAJAlOThCA B OAWH KOHBepT (ymakyBaHHs). Ha xouBepTi
3a3HAYAETHCS aapeca, 3a He0OX1THOCTI MPOCTABISIOTHCS PEECTPAIlIHI 1HASKCH BCIX
JIOKYMEHTIB, SIK1 MICTATBCS Y KOHBEPTI.

JIOKyMEHTH, IO  JOCTaBISIOTBCA  (Denba’€repCchKol0  CIyk0010,
MIePEIAOTRLCS aJpecaTaM ITiJT MiMUC y BIAMOBIIHIN KHU31.



6. locunanus abo 3aMiHa po31CIaHOTO paHillle JOKYMEHTA 3/IIMCHIOEThCS 32
BKa31BKOIO MOCaJ0BOi OCOOM, sKa MiAmucaga JIOKYMEHT, a0 KepiBHHMKA CIy>KOu
TIJIOBOJCTBA.

7. CTpyKTypHI MAPO3JLJIA Ta OKPEMI BHKOHABIII 3000B’s3aHI MepeaaBaTh
BUX1JIHI IOKYMEHTH Ta IHII IOIITOBI BIAMPABICHHS J0 CIY>KOU IIJOBOJACTBA Y
TOJIMHU, BCTAHOBJICHI JIJIS IIbOTO IHCTPYKITIEIO 3 JIIJIOBOJICTBA YCTAaHOBH.

IV. Cucremaru3anis Ta 30epiranHs JOKyMeEHTIB y 1lJIOBOACTBI

1. Cxy1agaHHA HOMEHKJIATYPH CIPaB

1. Homenknatypa cmnpaB mpu3HAu€Ha [JIs BCTAaHOBJIEHHS B YCTAaHOBI
€IMHOTO TOPSAKY (OpMyBaHHS CIpaB HeE3aJdeXHO Bi (opMu Hocis iHpopMarlii,
3a0e3nedyeHHst ix 0OJiKy, OMEepaTUBHOTO IMOIIYKY JOKYMEHTIB 3a iX 3MICTOM 1
BUJIOM, BU3HAUECHHS CTPOKIB 30€piraHHs CIIpaB 1 € OCHOBOIO ISl CKJIa/IaHHS OIHUCIB
CIIpaB MOCTitHOTO Ta TpuBajoro (monan 10 pokiB) 30epiraHHs, a TaKOX JUIsi OOJIKY
crpaB TUM4acoBOro (10 10 pokiB BKIIOYHO) 30epiraHHsl.

3akpituieHa B~ HOMEHKJIATypl  CXema  CHCTeMaTu3aiii  cipaB
BUKOPHCTOBYETHCA MTPU PO3POOIJIEHHI CXEMU KAPTOTEKH HAa BUKOHAHI JOKYMEHTH.

2. lIchyroTh Taki BHAM HOMEHKJATyp CHpaB: THUIIOBA, MPUMIPHA,
HOMEHKJIaTypa CIpaB YCTAaHOBU, HOMEHKJIATypa CIpaB CTPYKTYPHOTO MiAPO3ALITY.

Tunosi abo npUMipHI HOMEHKIIATYPH CIIPaB PO3POOJISIIOTH OPraHu BUILIOTO
pIBHS IJIs MIJIBIIOMYMX YCTAHOB 3 METOIO yHi(IKalii CKJIaay cropaB Ta CTPOKIB iX
30epiraHHsl.

TummoBa HOMEHKJIATYpa BCTAHOBIIOE THUIIOBUM CKJIaJ CIpaB Uil YCTaHOB,
OHOPITHUX 32 XapaKTEepOM isUIBHOCTI, OJHAKOBOIO CTPYKTYpOIO, 3 €IUHOIO
CUCTEMOIO 1HJEKCallli KOKHOI CITPaBU 1 € HOPMAaTUBHUM AKTOM.

[IpumipHa HOMEHKIJIATypa CIpaB yCTAHOBIIIOE IPUMIPHHUI CKJIaJl CIIpaB st
YCTaHOB, OJTHOPITHMX 32 XapaKTEPOM JISLITLHOCTI, aje Pi3HUX 3a CTPYKTYpPOIO, 1 Mae
pEKOMEHIAIIHHUN XapaKTep.

Ctpoku 30epiraHHs cmpaB, TmepeAdadeHi TUMOBOK ab0 MPUMIPHOIO
HOMEKJIATYpPOIO CIPaB, MEPEHOCATHCS 10 HOMEHKIIATypH CIIpaB yCTaHOBU 0€3 3MiH.

3. IlpumipHi Ta TUMOBI HOMEHKJIATYpU CIPAB, PO3POOJICHI IEHTPATHHUMHU
OpraHaMu BJIaJ¥, iHIIMMH [ICHTPATBHUMHU YCTaHOBAMH, CXBAIOIOTHCS €KCIIEPTHOIO
komiciero (mami — EK) BiAMOBIAHOTO oOpraHy BHUILOTO PIiBHS, PO3TIISIAIOTHCS
BIIMOBIHO JI0 3aKOHOJABCTBa [[eHTpaibHOIO EKCHEepPTHO-TIEPEBIPHOIO KOMICIEIO
(mam — LFEIIK) Jlep>kaBHOi apXxiBHOI ciyxOu (mami — VYkpraepxkapxiB) Ta
3aTBEPKYIOTHCS X KEpIBHUKAMH.

[IpumipHi Ta THNOBI HOMEHKJIATypU CIIpaB, pPO3pOOJIEHI MICLIEBUMHU
OopraHamM¥ BJIaJ{, IHIIMMH YCTaHOBaMHU OOJIACHOTO PIBHS JJIi OJHOPIAHUX 3a
XapakTEepPOM JISJIBHOCTI TMIABIJOMYMUX YCTAHOB, TMOTOKYIOTHCS EKCIIEPTHO-
nepeBipHoro kowmicieto (mami — EIIK) BigmoBigHOTO mep)kaBHOTO apxiBy Ta
3aTBEPKYIOTHCS iX KEPIBHHUKAMHU.

4. He3anexxHO BiJ HasIBHOCTI TUMOBOI YU MPUMIPHOI HOMEHKJIATYpU CIIPaB
KO’KHA YCTaHOBA MOBHMHHA MaTH BJIACHY HOMEHKJIATYpy CIIpaB.

5. HoMenknaTypa crnpaB yCTaHOBH (3Bel€HAa HOMEHKJIATypa) CKIada€eThCs
CiIy’0010 A1I0BOACTBA. MeToANYHA I0MOMOra y CKJIaJlaHHI HOMEHKJIATypHu CIIpaB
HAJIA€ThCS ApX1BOM YCTaHOBH (TI0CAI0BOI0 0CO000, BIAMOBIATLHOIO 32 apXiB).



6. Ilix yac ckinagaHHs HOMEHKJIATYpU CHpPaB YCTAHOBH BUKOPUCTOBYETHCS
CTPYKTYpHHI 200 PyHKIIIOHATIBHUM TPUHITUII i1 MO0y T0BH.

CTpyKTypHUI NPUHLUI BUKOPUCTOBYETHCS B pa3l YITKO BCTAHOBJIEHOI
CTPYKTYpH ycTaHOBH. Po3ainamu B Takiii HOMEHKJATypl CIpaB € HallMeHyBaHHS
CTPYKTYPHHX TIIPO3AiTIB (KaHIENsIpisl, OpTraHi3alliiHui BIAILI, TIJIAHOBUM BN,
BIIJIUT MAapKETUHTY Ta 30yTy Hpoaykiii Toimio). Ilpu 1mpomMy mepmmm po3aijioM
HOMEHKJIATypU 3a3HA4Ya€TbCsA CIyk0a [IJOBOJCTBA, HACTYNMHUMHU pO3AUIAMH —
CTPYKTYpHI MIAPO3AUIH, Y TOMY YHCII BIJOKPEMIIEHI CTPYKTYPHI MiIpO3ILIH
YCTaHOBH, 110 HE MAIOTh CTaTycCy IOPUAMYHOI OCOOH, Y MOCIHIZOBHOCTI 3TiAHO 31
MITATHAM PO3MHCOM YH KJIacH(PIKaTOPOM CTPYKTYPHHUX MiJPO3JALIIB, a HAPUKIHII
3a3HAYAlOThCA CIOPAaBH MOCTIMHO 1 THUMYAacoBO MIIOYMX KOJIETIaIbHUX OpTaHiB
yCTaHOBU (KOJIET1H, paj, KOMICii, TBOPUUX TPYII TOILIO).

Y pa3i po3noaity OCHOBHUX (YHKIIN (HampsMiB JisJIBHOCTI) Yy
OE3CTPYKTYpHIA  yCTaHOBI ~ MDK i  MpaliBHUKaMH  BHKOPUCTOBYETHCS
GbyHKI1OHATPHUN TPUHIINI TOOYIOBM HOMEHKJIATYPH cripaB. Po3aunu 1 miapo3aiim
HOMEHKJIATYypU  COpaB  YCTaHOBHM, MOOYJOBaHOI 3a TaKUM MPUHIUIIOM,
B1JI00paXkatoTh 11 QyHKIIIT Ta HAMPSAMH isUTBHOCTI 1 pO3MILTYIOTHCS Y HOMEHKIIATYPi
3a CTYINEHSMH iX BaXXJMBOCTI (oprasizaiisi poOOTH, MJIaHyBaHHS, (piHAHCYBaHHS,
IPOrHO3YBaHHS TOLLO).

VY past BUpPOOHMYOI MNOTPEOM MOKIMBE MOEAHAHHS CTPYKTYpHOTO Ta
(yHKL10HAJIBHOTO MPUHLIMITIB TOOY0BH HOMEHKIIATYPH CIPAB.

7. Ilix 4ac po3poOsieHHs] HOMEHKIJIATYpH CIIPaB yCTAHOBH, KPIM 3BEACHHS
HOMEHKJIATyp CIpaB CTPYKTYPHUX MIAPO3ALIIB, 3 METOK OUIbII IOBHOTO
OXOIUICHHSI IOKYMEHTOOOITY BHUBYAETHCS Ta AHAII3YEThCA MISUIbHICTh YCTAaHOBU B
uiomy. Ilpu 1boMy BUKOPHCTOBYIOTHCS MOJOKEHHS (CTaTyTH) MPO YCTAHOBY Ta il
CTPYKTYPHI HIAPO3JAUIM; WITaTHI PO3MKMCH; TUMOBI ab0 MPUMIPHI HOMEHKJIATypH
CIpaB; HOMEHKJIATypu Ta ONUCH CIOpaB 3a MHUHYJl POKH; KiacudikaTopu
JIOKyMEHTIB 1 KOPECTIOHJICHTIB; PEECTPAIlIiHO-00IIKOBI Ta KOHTPOJIbHI KapTOTEKU;
TUTIOBUM Ta Taldy3eBl NEPENiKH BHIB JTOKYMEHTIB 13 3a3HAYEHHSIM CTPOKIB iX
30epira”Hs, a TAKOK ypaxOBYIOTHCS 3aBJAaHHS yCTAHOBHM HAa HACTYIHUH PIK.

8. Homenkmarypa cmpaB CTPYKTypPHOTO TMIAPO3JAUTY PO3POOSSIETHCS HE
ni3Hime 15 nucronaza MOTOYHOTO POKY MOCAJA0BOI0 0COOOI0, BIAMOBIIANBLHOIO 32
JJIOBOJICTBO Y CTPYKTYPHOMY M1IPO3/1JIi, Ha MMiJICTaBl BUBYEHHS TOKYMEHTIB 3 yCIX
NUTaHb HOro AISUIBHOCTI 13 3aJlydeHHSIM (PaxiBIiB, sIKI MPALIOIOTH y MIIPO3JLIL,
HIJIUCYEThCSI KEPIBHUKOM CTPYKTYPHOTO MIJIPO3/ALTY Ta BI3y€TbCS KEPIBHUKOM
apXiBy YCTaHOBH (TI0CaI0BOIO 0COO0I0, BIATIOBIAIBLHOIO 32 apXiB).

9. YV HOMeEHKIaTypi chpaB mepeadadaroThCs 3arojOBKH COpaB IS
rpynyBaHHSl JTOKYMEHTIB, IO BIIOMBAIOTh yC1 JOKYMEHTOBAH! JUJISIHKU 1 MUTaHHS
JUSTIBHOCT] YCTaHOBH, @ TAKOX:

HE 3aKiH4YeHI B [IJIOBOJICTBI CHpaBU, IO HAMIWILIKA BiJ] YCTAaHOB-
MOTIEPETHUKIB JUIsl 1X TMPOJOBXKEHHS, Y TOMY YHCII PEECTPAIliitHO-TOBIIKOBI Ta
KOHTPOJIbHI KapTOTEKH, HOMEHKJIATypH CIIPaB;

CIpaBH 3 MUTaHb, BUPIIICHHS SKUX TPUBAE OLIBIIE OJHOTO POKY abo sKi
BEIYThCA BIPOAOBXK ACKIIBKOX POKIB (NEpeXifHl COpaBH), IO BHOCSITHCS A0
HOMEHKJIATypU CIPaB KOXKHOTO POKY BIPOAOBK BCHOTO CTPOKY iX BHUpIiIIEHHS a0o0
BEJICHHS;



CIIpaBU TIOCTIHHO IIOYMX KOJErialbHUX OpraHiB (KOJIETiH, paj, KOMICIH,
TBOPYMX T'PYH TOLIO);

CIpaBM TUMYAacOBO [IIIOUMX OPraHiB, JOKYMEHTH SKHX € IPaBOBOIO
MIJCTABOIO ISl MIATBEP/KEHHS TMOBHOBAXKEHb YCTAHOBM a00 MPUIHUHEHHS 11
JISTTBHOCT1 (HaIpUKJIa ] CIIpaBy JiKBIJALIMHOT KOMICIT).

10. Jlo HOMEHKJATypu CHpaB BKIIOYAIOTHCS, SK MPaBUIIO, OPUTIHAIHU
nokyMmeHTiB. 3a pimeHHsM EK ycraHoBum 1m0 HOMEHKJIATypW CIHpaB MOXKYTh
BKJTFOYATHCS KOTIi TUPAKOBAHUX JTOKYMEHTIB, [0 HAKOTIMYYIOTHCS B CTPYKTYPHHX
niapo3aiax (po3nopsaadi AOKYMEHTH, TMOJOXKEHHS MpOo CTPYKTYpHI MiAPO3ALIH,
MOCaI0B1 IHCTPYKIIi TOIIO).

11. Jlo HOMEHKIATypH CIpaB HE BKIIOYAIOThCS JPYKOBAaHI BUIAHHS,
JOBIAHUKH (Y TOMY 4HCTi TelaeoHH1), OroneTeHi, pedepaTuBHi )KypHaIHU, eKCIpec-
1H(popMmaris.

12. Homenkmarypa cmpaB yCTaHOBM (3BeleHA) CKJIAJAEThCS  3a
yHi(pikoBaHOIO (hopMoro, HaBeAeHOO B jmomaTky 10 mo mux IlpaBui, Ha mijcraBi
HOMEHKJIATyp CIpaB CTPYKTYPHHX MiAPO3IUIIB, PO3POOJICHUX 3a aHaJOTIYHOIO
dbopmoto, HaBeaeHOO B 1oaaTKy 11 mo mux IIpasui.

13. HomeHknaTypu chpaB YCTaHOBH Ta 1ii CTPYKTYPHUX IiJIPO3LIIB
0o(OPMITIOIOTH TaK, K BU3HAYEHO JaTi.

Y rpadi 1 mpocTtaBisieTbesl 1HACKC KOXKHOI crpaBu. [HAEKC chpaBu
CTPYKTYPHOTO MIPO3JAUTY CKIAJAEThCS 3 1HAEKCY CTPYKTYPHOrO MiJIPO3ALLY
YCTaHOBH (3a IITATHUM PO3MUCOM a00 KJIACHU(PIKATOPOM CTPYKTYPHHUX M1IPO3ILIIB)
Ta MOPSIAKOBOIO0 HOMEpa CipaBu B Mexax miapo3aury. Hampuknan: 05-10, ne 05 —
iHAeKC camocTiiHoro Bigminy, 10 — mopsakoBuii HOMep crpaBu, abo 04.1-08, me
04.1 — ingekc BiaATy y ckiaai ynpasiinas, 08 — mopsakoBUii HOMEp CIIpaBy.

VY rpady 2 BKIIOUYAIOTHCS 3arojOBKU CIpaB (TOMIB, YaCTHH), Kl MAarOTh
YiTKO, Y CTHUCHIN y3arajbHeHii (opmi BioOpa)kaTu CKJIAJ 1 3MICT JOKYMEHTIB
CIIpaBH.

He no3BomsieThcsi BXXKHBaHHS B 3arojioBKax CIpaB HEKOHKPETHHUX
dbopmytoBaHb («MaTepiaimy, «3arajibHe JUCTYBAHH, «BX1IHA KOPECIOHICHIIIS,
«BUXI1JHA KOPECIIOHICHITIs», «(piHAHCOBA JOKYMEHTAIIIs» TOIIO), @ TAKOK BCTAaBHUX
CIIB 1 CKJIQJIHUX CHHTAaKCHYHHUX 3BOPOTIB.

[lin yac QopmyntoBaHHS 3arojIOBKIB CIIpaB BPAaXOBYIOTHCS TaKl O3HAKHU
dbopMyBaHHS CHpaB, K HOMiHaJIbHA, aBTOPCHbKa, KOPECIIOHACHTChKA, MPEAMETHO-
MUTalIbHA, XpOHOJIOTiyHa, reorpadiyHa. JlokymeHTH (OpPMYIOTHCS y CIpaBU Ha
OCHOBI1 OKpEMOi 03HaKH a00 CMOJYyUYEHHS O3HAK.

3aroyioBOK CIpaBH CKIIAJAETHCSA 3 €IEMEHTIB, [0 PO3MILIYIOThCA y TaKid
MOCJIIIOBHOCTI: Ha3Ba BUAY CHpaBH (JIMCTYBaHHS, KypHaJ, KHUATA TOIIO) YU BHUIY
JOKYMEHTIB Yy cIHpaBl (HaKa3u, MPOTOKOJIM, aKTH TOIO); aBTOP JOKYMEHTIB
(HaliMeHyBaHHSI YCTAaHOBH, CTPYKTYPHOTO MiAPO3/IIY); KOPECHOHACHT abo aapecar
(HailMeHyBaHHS YCTAHOBH, IO SKOI ajpecoBaHi abo Bix KO HaAIWIILIN
JIOKyMEHTH); CTHCJIUNA 3MICT JOKYMEHTIB CHpaBH (IMUTAHHS, 3 SIKOTO (HOPMYETHCS
CIpaBa); Ha3Ba perioHy (TEpPUTOPii), 3 SIKUM MOB’A3aHHUI 3MICT JOKyMEHTa; Jara
(mepion), o sIKOi HajeXaTh JOKYMEHTH CIpaBU; BKa3iBKM Ha HASBHICTh KOMiN
JIOKYMEHTIB y cripasi (y pa3i motpedn).

Skmo cmpaBa CKIANAEThCA 3 PI3HUX 32 BUAAMH JIOKYMEHTIB, MOB’SI3aHUX
OJIHUM KOHKPETHUM IHUTAHHSM Ta TOCIIIOBHICTIO BEJACHHS JLJIOBOJCTBA (CYIOBI,



ciia4i, 0cOOOBI TOIIO), BXKUBAIOTh TEPMIH «CIIpaBay, Hanpukiaa: «OcoboBa crpaBa
IBanuenka Bonogumupa Mukosaitopruday.

VY 3arosoBkax crmpas, IO MICTSTh JOKYMEHTH 3 OJIHOTO THUTaHHS, HE
OB’ s13aH1 TIOCJIJIOBHICTIO BEJICHHSI TPOICAYp MIJIOBOACTBA, BKUBAETHCS TEPMIH
«JIOKYMEHTH», a MICJs HbOTO B JAYXKaX 3a3HAYAIOTHCS OCHOBHI BUIM JOKYMEHTIB
crpaBu, Hampukiaa: «JlokymeHTu (ruaHu-rpadikyd, aHKETH, JOBIJIKH TOIIO) TPO
IPOBEJCHHS OTJIALY CTaHy JUIOBOJCTBA Ta apXiBHOI CIIPAaBH y BHUIIUX HAaBUAJIHHHUX
3aKJIazaxy.

TepMiH «TJOKYMEHTH» BKHBAETHCS TAKOXK Y 3ar0JIOBKAx CIIpaB, IO MICTATH
JOKYMEHTHU-IOAATKH 10  OyAb-sIKOTO  HOPMATHUBHO-TIPABOBOTO  akTta  abo
PO3MOPSIIOTO JOKYMEHTA YCTAaHOBHU. Y TaKOMY pasi BUAOBHM CKJIaa TOKYMEHTIB HE
3a3Haual0Th, HAMpPUKIAA: «J{OKyMEHTH 10 TPOTOKOJIB 3acijaHb BUYEHOI paau
THCTUTYTY.

VY 3arosioBkax crpaB, MpU3HAYEHUX JJIsI TPYMYBAHHS JOKYMEHTIB OJIHOTO
BU/TY, 3a3HAYAIOTHCS BUJI JIOKYMEHTA Y MHOXHUHI Ta aBTOP JOKYMEHTIB, HalPUKJIIA]:
«Haxkasu 3 OCHOBHOI JiS7TbHOCT1 TOBAPUCTBAY.

Y 3aromoBkax ~crmpaB, 10 MICTATh JIMCTYBaHHS, 3a3HAYaIOThCS
KOPECIIOHJIGHT 1 CTHCIHUNA 3MICT JOKYMEHTIB, Hamnpukian: «JluctyBanHs 3
MiHiCTEpCTBOM OXOPOHHU 3/10pOB’Sl YKpaiHU MPO CTaH 30POB’sl IITEH AOMIKIIBHOTO
BIKY».

VY 3arojoBkax cIpaB, IO MICTATh JHCTYBaHHS 3 KOPECIOHIEHTaMH,
OJTHOPITHUMH 32 XapaKTepPOM JISUIbHOCTI, TaKl KOPECTIOHJEHTH HE MEepPEeTIuyIOThCs,
a 3a3HAYAETBHCS 1X y3araJlbHEHE HAWMMEHYBaHHs, Hampukiana: «JIuctyBaHHA 3
OpraHaMy MICIICBOTO CaMOBPSIyBaHHS 3 THUTaHb 3a0€3MEYEHHS COIIAIBHOTO
3aXUCTY HACEICHHSD.

Y  3arojoBkax cmpaB, IO MICTATh JIMCTYBaHHA 3  pI3HUMH
KOPECTIOHJICHTaMH, TaKli KOPECMOHACHTH HE  3a3HA4YaloThCsi, HANPUKIA:
«JIuctyBaHHs IO OpraHizailiio ceMiHapy 3 MiABUIICHHS KBasi(dikallli mpamiBHUKIB
JIUJIOBOJTHUX CITY>KO».

VY 3aronoBkax cmopaB, IO MICTSITh IIJIAHOBO-3BITHY JOKYMEHTAIIiO,
3a3HAYAEThCS TMepioa (Micsllb, KBapTaji, MiBpIYYsl, PIiK), B SKOMY IUIAHYETHCS
CTBOPEHHSI IOKYMEHTIB, a00 mepiof iX (HpakTUYHOTO BUKOHAHHS, HATIPUKIIAI:

1. IInaH OCHOBHMX OpraHizaliiHuX 3axojiB JlepkaBHOro MHiANpPUEMCTBA
«A301» Ha 2014 pik;

2. 3BIT Ipo BUKOPUCTAHHS OrokeTHUX KomTiB 3a IV kBapran 2014 poky.

[lin yac po3MilIEHHsI 3aroJIOBKIB CIpaB Yy HOMEHKJIATYpPl BPaXOBYIOThCS
BaXUIUBICTh JIOKyMEHTIB, BKIIOYCHHX JO CIPaBH, iX B3a€MO3B’s30K. Ha mouartky
PO3MIIIYIOTBCS 3arojIOBKM CHpaB IIOJ0 JOKYMEHTIB, Kl HAJIWIILIM BiJ OpraHiB
BUIIIOTO PiBHSA, J1aJli — IIOJ0 OpraHi3aliifHO-pO3MOPSAI40i JOKYMEHTAllll, TIIaHOBO-
3BITHOI JTOKyMEHTAIlli, JMCTYBaHHS, OOJIIKOBO-JOBIIKOBHUX BHIIB JIOKYMEHTIB. Y
KOXKHIM 3 HUX TPyl JOKYMEHTH TaKOK PO3MILIYIOThCS 3 YPaxXyBaHHSM BaXKIMBOCTI
Ta CTPOKIB 30epiraHHs.

Bka3ziBky Ha HasBHICTh KOMIM JOKYMEHTIB y CIpaBl PO3TAIIOBYIOTh MIiCIIS
3aroyioBka, Hanpukia: «Hakas3u 3 ocHOBHOI fismbHOCTI 3a 2014 pik (kormii)».

I'pacda 3 HOMEHKNATypU 3aNMOBHIOETHCS HANPUKIHII KaJE€HAAPHOTO POKY,
KOJIY B1JIOMa KIJIbKICTh C(POPMOBAHUX TOMIB, HACTHUH CITPABH.



VY rpadi 4 HOMEHKIATypH 3a3HAYAIOTHCSI CTPOKU 30€piraHHs CIpaB, HOMEPH
cTaTeld 3a THUIOBMMH (TaJIy3€BHMH) TMEpeliKaMH JOKYMEHTIB 13 3a3Ha4eHHSIM
CTPOKIB X 30€epiraHHs, TAIOBUMH 1 MPUMIPHUMH HOMEHKJIATypaMH CIIPaB.

JlomyckaeTbcsl TMOCWJIAHHS Ha psii CTaTed Mepesiky JOKYMEHTIB 13
3a3HAYCHHSIM CTPOKIB iX 30epiraHHg (y TOMY YHCI PI3HHX THEPETiKiB, SKIIO
3aCTOCOBYIOTBCS THUMOBUM 1 Tamy3eBui). Ilpm 1boMy CTpokK 30epiraHHs
3a3HAYAETHCS BIANOBIAHO JO CTaTTi, IO BCTAHOBIIOE HAWOUIBIIUKA CTPOK
30epiraHHsl.

Jlis  JOKYMEHTIB, HE mepeadauyeHuX MII0YUMH TepeliKaMHu, CTPOKH
30epiranHsi BU3HAYalOThCS Ha mijcTasi ix BuBueHHA EK ycranosu.

YcTaHoBH, y JISUIBHOCTI SIKMX  YTBOPIOIOTBhCS  J0OKyMeHTH HAO,
noro/KyIoTh i cTpoku 3 EIIK BigmoBimHOTO AepaBHOTO apXiBy. YCTaHOBH, Y
JUSTIBHOCTI IKUX HE YTBOPIOIOThCS JoKymMeHTH HA®D, noromxytots mi ctpoku 3 EK
opraHy BHUIIIOTO piBHS (3a HasiBHOCTI). [Ipu 11bOMY B HOMEHKJIATypi CIIpaB pOOUTHCS
npumitka «CTpok 30epiranHsi BctaHoBieHO» (HazBa EIIK nepskaBHoro apxiny,
poToKoJT No BiJl ); «CTpok 30epiranHsi BcraHoBieHO» (Ha3Ba EK oprany
BUIIIOTO PiBHS, TPOTOKOI No_ BIZT_ ».

Hist  copaB, cPOpMOBaHUX 13 THPAKOBAHUX KOMIA  JJOKYMEHTIB,
BCTAHOBIIIOEThCS CTPOK 30epiraHHs «Jloku He MuHEe noTpebay HEe3aJekKHO BiJ
CTpOKY 30epiraHHsi OpUTiHaNIB JOKYMEHTIB (y TOMY 4YHMCII 1 Il JOKYMEHTIB
MOCTIMHOTO CTPOKY 30epiraHHs) 0€3 MOCWIAHHS Ha CTATTIO BIJIMOBIAHOTO MEPEIIKY
JIOKYMEHTIB 13 3a3HAYEHHAM CTPOKIB iX 30epiraHHsl.

Crpox 30epiranHsa chopaBu «Jljig  ciiy’)kOOBOTO  KOPUCTYBAHHS» HeE
BCTAHOBJIIOETHCA, @ y BIANOBIAHINA Tpadi HOMEHKIATYypU CHpPaB MPOCTABISETHCS
no3Hauka «EK» (excnepTHa KoMmicis).

VY rpadi 5 «Ilpumitkay poOIATHCA MO3HAYKK MPO MEPEXiJHI CIpaBu; Mpo
CIIPaBH, IO BEAYTHCS B €IEKTPOHHIN (opMi; PO MOCATOBUX 0Ci0, BIAMOBIAIBHUX
3a (opmyBaHHS cCIpaB; MpO TMepeaady COpaB JI0 apxiBy YCTaHOBU UM IHIIHMX
YCTaHOB JIsl iX MPOJIOBAKEHHSI TOLIO.

14. HomeHkiatypa cmpaB yCTaHOBH MIJAMUCYETHCS KEPIBHUKOM CIYKOU
JIJIOBOJICTBA YCTAHOBH, BI3YE€THCS KEPIBHHUKOM apXiBy YCTaHOBU (ITOCAJI0BOIO
0c00010, BIJMOBIAAIBHOIO 32 apxiB) Ta cxBamoeThesi EK ycTaHoBH.

HoBocTBOpeHi yCcTaHOBH HE3alekHO BiJl (OPMHU BIACHOCTI MOBHHHI HE
MI3HINIE OJHOTO POKY 3 MOYATKy JIsIbHOCTI monatu cxBaieHy EK ycranoBu
HoMeHknaTypy cnpaB Ha posrisan EIIK (EK) BiamoBimHOi aep:kaBHOT apXiBHOI
YCTaHOBH, apXiBHOT'O BIJJUTY MICBKOI pajy, Y 30HI KOMIUIEKTYBaHHS SIKUX BOHU
nepedyBaloTh, JJIi MPOBEJACHHS EKCIEPTU3W IIHHOCTI JOKYMEHTIB 3 METOH iX
MO>KJIUBOTO BigHeceHHsa 10 HAD.

YcraHoBH, Yy JIAJBHOCTI SIKUX YTBOPIOIOThCS JOKyMeHTH HA®, vy
NoAaNbIIOMY TOAAIOTh CBOK HOMeHKinaTypy copaB Ha posrian EIK (EK)
BIJIMOBITHOT JIep>KaBHOI apXiBHOT YCTAHOBH, apXiBHOTO BIJUIUTY MICBKOI paju, y
30H1 KOMIUIEKTYBaHHS SIKUX BOHU MepeOyBarOTh.

YcTaHoBH, y [IANBHOCTI SKHMX HE YTBOPIOIOTHCA JOoKyMeHTH HAO,
noJat0Th HOMeHKJIaTypy crnpaB EK oprany Bumioro piBHs (3a HasiBHOCTI). Y pasi
BIJICYTHOCTI YCTaHOBU BUIIOTO PIBHS HOMEHKJIATypa CIPaB CXBAIOETHCS BIACHOIO
EK.




15. HomenkmnaTtypa cnpaB YCTaHOBU MJISITa€ MOTOIKEHHIO 3 BIANOBIAHUM
JIEep’)KaBHUM apXxiBOM a00 CXBaJICHHIO OPraHOM BHUIIOrO PIBHA OJHUH pa3 Ha I STh
pOKiB a00 HEBIAKJIAJAHO B pa3l ICTOTHHX 3MiH y BJIACHOCTI MaifHa, CTPYKTYpI,
GYHKITISAX Ta XapakTepl poOOTH YCTaHOBH, BTPATH YMHHOCTI TUIIOBUM (TaJTy3€BUM)
MepeTikoM IOKYMEHTIB 13 3a3HaY€HHSIM CTPOKIB iX 30epiraHHs.

16. Tloromxkena EITK BiAMOBIAHOrO AEp»KAaBHOTO apXiBy HOMEHKIJIATypa
CIIPaB 3aTBEPKYETHCA KEPIBHUKOM YCTAHOBH.

17. Homenkiatypa cHopaB yCTaHOBH CKIQJAETBCSI Yy  YOTHPHOX
npumipHukax. llepmuii (HeIOTOpKaHHUI) NPUMIPHUK 3BEICHOT HOMEHKJIATYypHU
CIpaB 30epiraeThCsl y CIyXO01 TiJTOBOJCTBA, NIPYTU — BUKOPHUCTOBYETHCS CITYKOO0I0

JIOBOACTBA SIK poOOuYMid, TpETi — mMepedaeTbcs [0 apxiBy YCTaHOBU IS
3MIACHEHHS KOHTPOJIO 3a (OPMYBAHHSIM CIOpPaB y CTPYKTYPHHUX MiJPO3JLTax,
YETBEPTUI — HAJCUIAETHCS JIO BIAMOBIIHOI JEpPKABHOI apXIBHOI YCTaHOBH,

apX1BHOTO BLJILTY MICBKOI pajixi a00 OpraHy BHUILIOTO PiBHS.

VYcTaHoBH, y [IAJIBHOCTI SKMX HE YTBOPIOIOTbCA JOKyMeHTH HAO®,
CKJIaJal0Th HOMEHKJIATypy CIIpaB YCTAaHOBH Y TPHOX MPUMIPHUKAX, SKIIO BOHU HE
MalOTh OpraHy BUIIOTO PiBHS.

18. HomeHkI1aTypa cipaB CTPYKTYPHOIO MiAPO3J1LITY YCTAHOBU CKIIAJA€ThCA
y IBOX mpuMipHukax. OIUH TPUMIPHUK HOMEHKJIATYPU TIEPETAEThCS CIIyXO0i
JI1IJIOBOJICTBA.

JIJ1st BUKOpUCTaHHA B pOOOTI CTPYKTYPHI HMIAPO3AUTA YCTAHOBU OTPUMYIOTh
3aCBIYEHI B YCTAaHOBJIEHOMY TMOPSAKY BHUTATH 3  BIANOBIIHUX  PO3IUTIB
3aTBEPKEHOT HOMEHKJIATYPH CTIPaB yCTaHOBH.

19. IlpotsiroM pOKy CTPYKTYypHI MiAPO3JLIM 3a0€3MeuyloTh BEACHHS
HOMEKJIATyp CIIpaB, 30KpeMa 3a HEOOX1JHOCTI BHOCATH JI0 HUX 3a MOTOJKEHHSIM 31
CITY>K0010 JIJTOBOJICTBA Ta apX1BOM (I10CaI0BOIO 0CO00I0, BIAMOBIIAILHOIO 32 apXiB)
HOBI CIpaBH, HE MepedaueHi YUHHOK HOMEHKIIATypOIO CIIPaB, 3aCTOCOBYIOUH MPHU
IbOMY PE3€pBHI HOMEPHU HAIPHUKIHIII HOMEHKIIATYPH.

20. HampukiHili pOKYy HOMEHKJIATypa CIIpaB YCTaHOBH OOOB’S3KOBO
3aKPHUBAETHCS MM1JICYMKOBHUM 3aIMCOM, IO MIAMUCY€E KEPIBHUK CITYKOH J1IIOBOJCTBA
yctaHoBH. [Ipo QakThuHy HasSBHICTh 3aBEICHHUX 3a PIK CIPaB MOBIIOMIISETHCS
KEpIBHUK apXiBy YCTaHOBH (MOCaoBa 0coda, BIAMOBIIaIbHA 3a apXiB).

21. Tloromxkena 3 EIIK BiamosimHoro nep:kaBHoro apxiBy (EK oprany
BUILOTO PpiBHSI) HOMEHKJATypa CIpaB YCTaHOBH HANPUKIHII KOXHOTO POKY
YTOYHIOETHCSI, TEPEAPYKOBYETHCS, 3aTBEPIKYETHCS KEPIBHUKOM YCTAaHOBH Ta
BBOJIUTHCS B 1110 3 01 Ci4HS HOBOTO POKY.

2. @opmyBaHHS CIPpaB

1. CrpaBu (popMyIOTECS B YCTAHOBI, SIK MPABUJIIO, ACLIEHTPATI30BaHO, TOOTO
B CTPYKTYpHHUX Tifpo3naiiax. B ycranoBax 3 o0csirom nokymeHTooOiry mo 10 Tuc.
JIOKyMEHTIB Ha PiK MOKJIUBE (JOPMYBAHHS CIIPaB y CIIY>KO01 JIIJTIOBOJICTBA.

2. Tlix gac ¢opmyBaHHS crpaB CiiJg JOTPUMYBATUCS TaKUX 3arajbHUX
OpaBWI: BMIIIYBaTH y CHOpPaBU TUIbKM BHUKOHAaHI JOKYMEHTH BIAIOBIIHO [0
3aroJIOBKIB CIIpaB Y HOMEHKJIATYp1;

rpymyBaTd Yy CHOpaBU JOKYMEHTH, BHUKOHAaHI MPOTATOM  OJHOTO
KaJIGHJAPHOTO POKY, 32 BUHITKOM IMEPEXiAHUX CIIPaB Ta CYAOBHUX CIpaB (BEAyThCA
MPOTATOM KUIBKOX POKIB JI0 iX 3aBeplIeHHs), 0COO0OBUX cIpaB ((hOpMyHOThCS



MPOTATOM Mepioly poOOTH 0COOM B Il YCTAHOBI1), TOKYMEHTIB BUOOPUYUX OpraHiB
Ta 1X TMOCTIMHUX KOMICIH, AenmyTaTchKuxX TIpymn (dhopMyrOTbCs 3a mepioj iX
CKJIMKAHHS), JOKYMEHTIB HaBYAJIbHHUX 3aKJIAJIB, 1[0 XapaKTEPU3yIOTh HaBYAIbHO-
BUXOBHHMI Tiporiec ((pOpMYIOThCS 3a HaBUAJIBbHHM PIK), JOKYMEHTIB TeaTpiB, IO
XapaKTepU3YyIOTh CLICHIYHY JIIsUTHHICTD ((POPMYIOTHCS 3a TeaTpaJIbHUIN CE30H), CIIpaB
(b1IbMIB, PYKOTIUCIB, 1ICTOPIM XBOPOO;

BMIIIYBaTH y CIIPABH JIUIIIE OpUTIHAIN 200 y pasi iX BIICYTHOCTI 3aCBiTYeHI
B YCTAHOBJICHOMY TMOPSJIKY KOl TOKYMEHTIB;

HE JOMYyCKaTH BKJIIOYEHHS /O CIpPaB YOPHOBHUX, OCOOMCTHX JIOKYMEHTIB,
PO3MHOXKEHHX KOITH Ta JOKYMEHTIB, 110 MiISITal0Th TOBEPHEHHIO;

70 CHpaBHU BKIIOYATH JOKYMEHTH TUIBKH 3 OJHOTO MUTaHHS a00 Tpymnu
CHIOPITHEHUX TUTaHb, 1[0 CTAHOBIIATh €UHUN TEMATUIHUIN KOMILICKC;

OKpEMO TPYITyBaTH Y CPAaBU JOKYMEHTH MOCTIMHOTO, TpuBaioro (moxaz 10
POKiB), TAMYACOBOTO 30€piraHHs;

3a 00cAroM cIipaBa MOCTIHHOTO Ta TpuBaioro (moHayn 10 pokiB) 30epiranHs
He oBUHHA niepeBuIyBatu 250 apkyriB (He Outbiie 40 MM 3aBTOBIIIKH).

3. Sk BUHATOK, KOJM IOTO BHMarae crnenudika podOTH YCTaHOBH,
JIOKYMEHTH TOCTIHHOTO Ta THUMYAacoBOro 30epiraHHs, IMOB’S3aHI 3 BHUPIIICHHSIM
OJIHOTO MUTaHH, MOXKYTh TUMYaCOBO TPYIYBATHCS BIIPOJIOBXK POKY B OJTHY CIIPABY.
[Ticns 3akiHYeHHs pOKYy ab0 BUPIIMICHHS NUTaHHS 3rajaHi JOKYMEHTH NOBUHHI
BMIIIIYBAaTUCA B OKpPEMI CIpPaBH 3TIJHO 3 HOMEHKIATYpOI CIpaB 3a TaKuUM
NPUHIUIOM: JO OJHIET CHpaBUd BMILIYIOTbCS JTOKYMEHTH TIIbKH MOCTIMHOIO
30epiraHHsi, a 10 1HIIO0T — TUMYAaCOBOTO.

4. JIOKyMEHTH TPYIYIOThCSl Y CIIPABU B XPOHOJOTIYHOMY Ta/ab0 JIOT1YHOMY
MOPSIKY.

5. TonoxeHHs, MpaBuiia, THCTPYKIII TOUIO, 3aTBEPKEH] PO3MOPSAUUMHU
JIOKyMEHTaMH, TPYNYyIOThCA Pa3oM 13 3a3HAYEHUMHU JIOKYMEHTaMU. SIKIO BOHU
3aTBEPJIKEH1 SIK CAMOCTIHHI JOKYMEHTH, X ()OPMYIOTh B OKpEMi CIIPaBU 3a BUJIAMHU
1 XpOHOJIOTI€EIO.

6. Haka3u (po3mopspKeHHsI) 3 MUTaHb OCHOBHOI JiSUILHOCTI YCTaHOBH, 3
aJIMIHICTPATUBHO-TOCTIOJIAPCHKUX MHUTaHb, 3 KaPOBUX NMUTaHb (0COOOBOTO CKJIAdy)
TPYNYIOThCS y P13HI CIPABH.

Haka3u 3 xagpoBux nuTaHb (0COOOBOTO CKJaAy) IPYMyIOThCS BiAMOBIIHO
70 1X BUJIIB Ta CTPOKIB 30epiranHs. He no3Bons€ThCS IpymyBaTH pa3oM Hakasu
TpuBajoro (75 pokiB) Ta TUM4acoBoro (5 pokiB) 30epiranss. JouiabHO mnpu
BEJIMKUX 00CsArax JTOKYMEHTIB Haka3u 3 KaJJpOBUX MUTaHb (0OCOOOBOTO CKJIAY), IO
CTOCYIOTBCSI PI3HUX HANpsMIB JiSUIBHOCTI YCTaHOBHM (NpUHMaHHA Ha pPOOOTY,
3BUILHEHHS, MMPEMIIOBAHHSA, BIIPSAIKEHHS, BIAMYCTKHU TOILO), TPYIyBaTH B OKpEMI
crpaBd. SIKIIO pI3HUX BHUIIB Haka3iB 3 KaJPOBUX MHUTaHb (OCOOOBOTO CKIIamy)
CTBOPIOETHCSI HE3HAYHA KUIBKICTh, iX JO3BOJISIETHCS TPYIMyBaTH 3a CTPOKAMH iX
30epiradHs: B OJHY CIpaBy — HaKa3u TPUBAJIOTO CTPOKY 30epiraHHs, B 1HIIY —
TUMYACOBOTO CTPOKY 30€piraHHs.

7. JlIokyMEeHTH 3aciiaHb KOJeTriaJbHUX OPraHiB IPYMyIOThCS Y JAB1 CIIPABU:

MPOTOKOJIM 1 JOKYMEHTH 10 HHMX (IOTOBiAl, JOBIJAKH, MPOEKTH PIIlICHb
TOIIO);

JOKYMEHTH 3 opraHizaii 3aciianb (IOpsIIOK JEHHUM, MaKeT PO3MIILICHHS,
CIIUCOK 3aMpOIIEHUX TOIIIO).



8. Ilporokonu 3acijaHb KOJIETIaJbHUX OpraHiB IPYNYIOThCS y CIIpaBU B
XPOHOJIOTIYHOMY TOpSAAKY 1 3a HoMepamu. J[OKyMEHTH A0 3aciiaHb 3a3HaYEHUX
OpraHiB CUCTEMATU3YIOThCA 3a JaTaMU Ta HOMEPAMHU MPOTOKOJIIB, a B MEXaX Ipynu
JOKYMEHTIB, IO CTOCYIOTBCSI OJHOIO IIPOTOKONY, — 3a MOPSAKOM JEHHUM
3acigaHHs.

9. Jlopy4yeHHsI yCTaHOB BHUIIOIO pIBHS 1 JOKYMEHTH, MOB’s3aHI 3 iX
BUKOHAHHSM, TPYIYIOTHCS Y CIPaBH 3a HalpsiMaMH JISJIBHOCTI yCTaHOBHU abo 3a
aBTOpaMHU  IHILIATUBHUX JOKYMEHTIB. JIOKYMEHTH y HEBENMKIll KUIBKOCTI
TPYNYIOThCS B OJHY CHpaBy. Y CIpaBl JOKYMEHTH CHCTEMAaTU3YIOThCS 3a JaTaMH
JOPYYEHb.

10. 3aTBepKeHi MIaHH, 3BITH, KOIITOPUCH, TUTYJIbHI CIIUCKUA TPYIMYIOThCA
y CTIpaBW OKPEMO BiJl TPOCKTIB IIUX TOKYMEHTIB.

11. JIuctyBaHHS Tpyny€eThCs 3a 3MICTOM Ta KOPECHOHIEHTCHKOIO O3HAKOIO 1
CUCTEMAaTHU3YEThCSI B XPOHOJIOTIYHOMY  MOPSAJKY:  JOKYMEHT-BIAIOBiJIb
PO3MILLYETHCS 3@ TOKYMEHTOM-3aIIUTOM.

12. B ocoboBux cnpaBax, 0 GOPMYIOTbCS BIIPOJOBK YChOT0 4acy podoTu
110CaJI0BOi 0COOU B YCTAHOBI, JOKYMEHTHU IPYNYIOTHCSI B XPOHOJIOTTYHOMY MOPSJIKY
B MIpy iX TOINOBHEHHS B Takiid MOCTIJOBHOCTI: BHYTPIIIHIM OMHC JOKYMEHTIB
CIpaBH;

3as1Ba MPO NPUUHATTSA Ha poOOTY (KOHTPAKT); HAIpaBieHHS a00 MOJAHHS;
0CO0OBUH JIMCTOK 3 OOJIKY KaJpiB; aBToO10rpadis; JOKYMEHTH PO OCBITY (KOMii);
Kommii a00 BUTATH 3 PO3MOPSIAUYMUX JOKYMEHTIB (HakasiB, PO3MOPSIKEHb) PO
NpU3HAYCHHS, TEpPEBEJCHHS Ha TOCaAy, 3BUIBHEHHS MpaliBHUKA TOIIO;
JIOTIOBHEHHS 10 0COOOBOT0 JIMCTKA 3 00JIIKY KaJIpiB; TOBIIKH Ta 1HIL JOKYMEHTH.

Komii Haka3iB, po3NOpSIKEHb MpPO CTATHEHHS, 3a0XOYEHHSA, 3MIHY
Mpi3BHUIIA MpaliBHUKA TOIIO 10 0COOOBOI cripaBu He BKItOUYaroThes. L1 BimoMocTi
BHOCSITCS B JIOTIOBHEHHS JI0 OCOOOBOTO JIUCTKA 3 00JIIKY KajapiB abo 70 TPYy/IOBOT
KHUKKH.

13. Oco60oBi cripaBu AEp>KAaBHUX CIY>KOOBIIIB (JOPMYIOTHCS BIJIIOBITHO /10
[Topsinky BegeHHS 0COOOBUX CIIpaB JIEP>KaBHUX CIIYKOOBI[IB B OpraHaXx BUKOHABUOT
BJIAJM, 3aTBEP/KEHOTO noctaHoBoro Kabinety MiuicTpiB Ykpainu Bif 25 TpaBHS
1998 poxy Ne 731 (i3 3miHamu).

14. Po3paxyHKOBO-TUIATI>KHI B1IOMOCTI (OCOOOBI pPaxXyHKH) MpaliBHUKIB
YCTAaHOBU CHUCTEMATHU3YIOThCS B MeXaxX pPOKY 3a Mpi3BUIIAMU B an(aBITHOMY
MOPSZIKY, a BIJIOMOCTI Ha BUIUIATy rpolleld (BiZOMOCTI HapaxyBaHHS 3apOOITHOI
1aTh) GOPMYIOTHCS HIOMICSIS B MEKaX POKY.

15. 3BepHEHHS TPOMA/ISH 3 MUTaHb POOOTH YCTAHOBH Ta BCl IOKYMEHTH 3 1X
pO3MJISiy 1 BUKOHAHHS TPYMYIOThCSI OKPEMO BiJl 3BEPHEHBb I'POMAJISIH 3 OCOOMCTHUX
NUTaHb. 3BEPHEHHS TPOMAJSAH 3 OCOOMCTHX MHUTAaHb 3AJIEKHO BIJ iX KIJIBKOCTI
JOLUIBHO TPYIyBaTH 3a MUTAHHSAMU, HAPUKIIAJ: 3 MUTaHb POOOTH TPOMAJICEKOTO
TPAHCIIOPTY, 3 MUTaHb MEAMYHOrO 00cHyroByBaHHs Tomio. KokHe 3BepHEHHS 1
JOKYMEHTH 3 MOro pO3rysily CKJIaJaloTh Yy CHpaBl camocTiiiHy rpymy. IloBTopHi
3BEpHEHHS 1 JOKYMEHTH 3 iX pO3IJISILy CUCTEeMAaTH3ylOTh Y CIIpaBU pa3oM 3
MOTIEPETHIMH.

16. MeroanuHe KEpiBHULTBO 1 KOHTPOJb 3a (OpPMyBaHHSIM CIpaB B
YCTAHOBI Ta ii CTPYKTYPHUX MiAPO3AUIaX 3M1MCHIOIOTHCS CIIYKOOI0 J1IOBOJICTBA Ta
apX1BOM YCTaHOBH.



3. 30epiranHsi J0KyMeHTIB y JiJ1I0BOACTBI

1. JIokyMeHTH 3 MOMEHTY CTBOPEHHSI UM HAJXO/KEHHS 1 IO Mepe/laBaHHs
Ha 30epiraHHs B apxXiB YCTaHOBH 30epiraroThbcs 3a MiciieM (GopMyBaHHS CIIPaB y
CITy>k01 JUTOBOJICTBA UM 1HIIMX CTPYKTYPHHUX MIAPO3/ijaX yCTAaHOBU BIJIIIOBIIHO JI0
HOMEHKJIATypH CITPaB.

2. KepiBHUKM CTPYKTYpHHUX MiApO3AUTIB YCTaHOBH 1 IIpalliBHUKH,
BIJIMIOBIIa7IbHI 32 OpTraHi3allilo JUIOBOACTBA B IHX MIAPO3ALIaX, 3000B’s3aHi
3a0e3neynTH 30epiranHsa JOKYMEHTIB 1 CIIPaB.

3. st 36epiranHs crpas y I1JI0BOJCTBI BUKOPUCTOBYIOTh KAPTOHHI TEKH 13
KIanaHamMu a0o 3aB’si3KamMH, KapTOHHI a00 TMJIacTMAcoBl MIBHJKO3IIUBaYi. Y
pobounx KiMHaTax CIpaBd MOBHHHI 30€piraTuch y BEPTHKAIbHOMY IOJIOKEHHI B
mradax, 1o 3aKpyuBalOThes. J{JIs MiIBUILIEHHS! ONEPAaTUBHOCTI PO3IIYKY JOKYMEHTIB
CIOpPaBU PO3MIIIYIOTHCS BIANOBIZHO 10 HOMEHKJIATypu chpaB. Ha KopiHIsux
OOKJIaJIMHOK CITpaB 3a3HAYAIOTHCA 1HJIEKCH Ta 3ar0JIOBKH 32 HOMEHKJIATYpOIO CIIPaB.

4. MaruitHi cTpiukd Ta uudposi Hocli i1HopMmamii 3 ¢doHOrpamamu
3acijlaHb KOJIET1aIbHOTO OpraHy 30epiraroThCs B Horo cekperaps. Ha crpiumi i1
KOpoOILll poOuThCA BIIMITKA MpPO JAary 3acigaHHa 1 4vac 3amucy. Cekperap
KOJIET1aJIbHOTO OpraHy BIAMOBIAA€E 3a X 30epiraHHs.

5. Bugaya cripaB y TUMYacoBe KOPUCTYBaHHS MpalliBHUKaM CTPYKTYPHUX
MIJPO3JIIIB  YCTAHOBU 3MIMCHIOETBCS 3 JIO3BOJY KEpPIBHUKA CTPYKTYPHOIO
H1APO31TYy, B IKOMY OyJ10 c)OPMOBAHO CIPABY, IHIIUM YCTAaHOBAM — 3 MUCbMOBOIO
JI03BOJTy KE€piBHUKA yCTaHOBU. Ha BuaHy cIlipaBy CKIIaJaeThCsl KapTKa-3aMiHHUK 3a
dbopmoto, HaBeneHowo B goAatky 12 go mux IlpaBwi. YV kapTii 3a3HadarOThCS
HallMEHYBaHHS CTPYKTYPHOTO MIJIPO3/1lly, IHAEKC CIIpaBH, 3aroJ0BOK CIIpaBH, JaTa
il Buaadi, ocoba, sIKii crnpaBy BUAAHO, JaTa ii MOBEPHEHHS, MiANUCH OCIO, sKi
BUJIAJIN Ta TIPUAHSIIN CIIPaBY.

[TocagoBa oco0a, sika BUIana Ta NMPUHHSIA CIIpaBy, 3000B’s13aHa 3/IIHCHUTH
nepeBipKy HAsIBHOCTI JOKYMEHTIB Yy CITPaBi.

He no3BonsieThcss BUAaBaTH y TUMYAcOBE KOPHUCTYBAHHS IMpalliBHUKaM
CTPYKTYPHHX IiJIPO3ALTIB YCTAHOBU OKPEM1 JOKYMEHTH 31 CIIPaB.

6. Haganus cnpaB y TUMYacoBe KOPUCTYBaHHS 3IHCHIOETHCSI HE OUTBII SIK
Ha OJIMH MICSIIb.

7. BunydeHHsI OpuTiHaIiB JOKYMEHTIB (CIpaB) JOMYCKAETHCS 3 JO3BOIY
KEpIBHHUKA yCTAaHOBU 3 JIOTPUMAHHSIM BHUMOT, 3a3HAUYC€HUX y MYHKTI 14 po3ainy |
uux [Ipasui.

8. Y pasi BTpaTH JOKYMEHTIB 1 CIIpaB, L0 YUCIATHCI 32 HOMEHKIIATypOIO, Y
CTPYKTYPHHX T1IpO3/i7aX BXKUBAIOTHCS 3aXOAW BIAMOBIIHO 10 MYHKTY 2.9 riiaBu 2
poznuty V mux I[paBui.

V. Excniepru3a HiHHOCTi JOKYMEHTIB

1. HopMaTHBHO-MeTOAMYHI 3aCaH €KCNIEPTHU3HM HIHHOCTI JOKYMEHTIB

1. ExcnepTusa IIHHOCTI JTOKYMEHTIB MPOBOAMUTHCS Ha MIJCTaBl YUHHOTO
3aKOHOJIaBCTBAa y c(epi apXiBHOI CrpaBH Ta IUIOBOJCTBA, TUMIOBUX Ta TaTy3€BHX
NEepeNiKiB BUJIIB JOKYMEHTIB 13 3a3HAUEHHSM CTPOKIB iX 30epiraHHs, THIIOBUX Ta
rajy3eBUX NEpetiKiB BUIIB JOKYMEHTIB, IO NiJJIsAraloTh BHeceHHO 10 HAD,



TUIIOBUX 1 IPUMIPHUX HOMEHKJIATYp CIIpaB, 1HIIUX HOPMATUBHO-TIPABOBUX AKTIB 3
MUTaHb €KCIIEPTU3H IIIHHOCT1, METOJIMYHUX PEKOMEH LN YKpaepKapXiBy.

BuiiydeHHst JOKyMEHTIB [Jisi 3HUIIEHHS O€3 MPOBEICHHS MOMNepeIHbOT
EKCTIEPTHU3H iX IIHHOCT1 3a00POHSIETHCH.

2. Jlns opranizamii Ta MpOBEICHHS EKCHEPTHU3M IIIHHOCTI JOKYMEHTIB B
YCTaHOBaX YTBOPIOIOTHCS MOCTiHHO Mirodi EK, 110 AiroTh BiJIMOBIAHO J0 MOJOKEHb
po HUX.

VY Mmysesx 1 6106mi0oTeKkax, 1Mo NepedyBaloTh y P KaBHIM UM KOMYHaIbHIH
BJIACHOCTI, TPOBEACHHS €KCHEPTU3U IIHHOCTI JIOKYMEHTIB TMOKJIAJAa€ThCs
BIJIMTOBITHO J0 3aKOHOJAaBCTBA Ha (hOHAOBO-3aKymiBenbHI KoMmicii (mam — ®3K) Ta
excriepTHO-o1iHHI KoMmicii (mani — EOK). V nmonoxennsx nmpo ®3K myseiB ta EOK
010710TEeK 3a3HAYAIOTHCS 3aBIAHHS, MOB’SI3aH1 3 EKCMEPTU300 LIHHOCTI apXiBHHUX
JIOKYMEHTIB.

Jlep>kaBH1 oOpraHu, OpraHd MICIIEBOIO CAaMOBPSyBaHHA, JEp>KaBHI Ta
KOMYHaJIbHI TIANPUEMCTBA, YCTAHOBU Ta OpraHizailii po3po0JsioTh MOJIOKEHHS PO
EK Ha migctaBi TUNOBOrO MOJNOXKEHHS MNP0 EKCIEPTHY KOMICIIO JIEp>KaBHOTO
OpraHy, OpraHy MICIIEBOIO CaMOBpSIYBAaHHS, JEPKABHOIO 1 KOMYHAJIBHOTO
MiIPUEMCTBA, YCTAHOBU Ta OpraHizallii, 3aTBEp/HPKEHOro HakazoMm MiHiCTepcTBa
foctuiii Ykpainu Big 19 uepBus 2013 poky Ne 1227/5, 3apeectpoBaHoro y
MiHicTepCTBI FOCTHIIIT

VYkpainu 25 uepBHs 2013 poky 3a Ne 1062/23594 (i3 3miHamu).

O0’eHaHHA TpOMaJsiH, pENiriiiHi oprasi3auii, NJIpUEMCTBA, YCTAHOBU Ta
oprasizaiiii, 3aCHOBaH1 Ha MPUBATHIN (JOPMI BIIACHOCTI, & TAKOXK JIEpkKaBHI HAYKOBI
YCTAaHOBM MiJ 4ac MIArOTOBKM MojoxkeHb npo EK kepyroThcs pexomeHaamisMu
VYkpaepxapxiBy.

3. V¥ cBoiit misuibHOCTI EK, @3K, EOK ycTaHOB KepylOThCsl MPUHLUINIAMH 1
KpUTEPISIMA ~ €KCTHEPTHU3M I[IHHOCTI JIOKYMEHTIB, ycTaHOBJIeHUMH [lopsakom
YTBOPEHHS Ta JISTILHOCTI KOMICIH 3 MPOBEJACHHS €KCIIEPTU3U HIHHOCTI JOKYMEHTIB,
3aTBep/KeHUM TocTaHoBolo Kabinety MinictpiB Ykpainu Bim 08 cepmusi 2007
poky Ne 1004 (i3 3MiHaM#).

4. EK ycrtaHOBHM, y JisUIBHOCTI SKOi YTBOPIOIOThCS NOoKymeHTH HAD,
npuiimae pimeHHsa npo: cxBaneHHs 1 nomanHa 1o EIIK nepskaBHoro apxiBy (EK
apXx1BHOTO BIJUTY paiiloHHOI, pailoHHuX y micTax Kuesi i CeBacTomnoJi aepxKaBHUX
aZMIHICTpalliii, MIChKOI paJau) TMPOEKTIB TaKUX JOKYMEHTIB: OIHUCIB CIIpaB
MOCTIHHOTO 30epiraHHsi, OMUCIB CIpaB 3 KaJApPOBUX MHUTaHb (0COOOBOTO CKIIATY),
HOMEHKJIATyp CIIpaB, I1HCTPYKIIH 3 [AIJIOBOJICTBA, TMOJOXEHb TIPO CIYXOU
JJIOBOJCTBA, apXiBHI migpo3auin Ta EK, aHOTOBaHMX mepenikiB YHIKaJIbHUX
nokymMeHTiB HA®, akTiB mpo BYITYYCHHS JJIs 3HUIIECHHS JTOKYMCHTIB, HE BHECEHUX
no HA®, aktiB mpo BuiiydeHHS AOKyMeHTiB 3 HA®D, akTiB mpo HEBUIIpaBHI
MIOIKOPKEHHS cripaB (1okyMeHTiB) HA®;

CXBAJICHHS: OMHKCIB cripaB Tpubayioro (monasn 10 pokiB) 30epiraHHs;

aKTiB TMPO HEBUNPABHI TMONIKO/PKCHHS CMpaB (JOKYMEHTIB) TPHUBAJIOTO
(monag 10 pokiB) 30epiranHs Ta 3 KaAPOBUX MUTaHb (0COOOBOTO CKIIANY);

HOMEHKJIATyp CIIpaB, OMHKCIB cripaB TpuBayioro (moran 10 pokiB) 30epiraHHs
YCTaHOB, IO HaJeXaTb A0 cepu YOpaBlIiHHSA OpraHy BHILOTO pIBHSI Ta Y
JUSTTBHOCT] SIKUX HE YTBOPIOIOThHCS JOKYMeHTH HAD.



5. EK ycraHoBH, y OisUTBHOCTI SKO1 HE YTBOPIOIOTHCS JoKymMeHTH HAD,
npuiiMae pimieHHs mpo: cxBajeHHsa 1 nmoganHs g0 EIIK nepskaBHoro apxiBy (EK
apX1BHOTO BIJIUTY paiiloHHOI, pailonHux y micTax Kuesi i CeBacTomnodi aepxKaBHUX
aJMIHICTpaIliii, MICBKOI paju) IPOEKTIB TaKHX JOKYMEHTIB: OIMCIB CIpaB 3
KaJIpOBUX MHUTaHb (0COOOBOrO CKJIaay), aKTIB MPO BUIYYEHHS ISl 3HUILEHHS
JTIOKYMEHTIB, He BHeceHuX a0 HA®D; cxBajeHHs: I1HCTPYKIi 3 J1JIOBOJICTBA,;
HOMEHKJIATYpHU CIIPaB; MOJOKEHHS MPO CIYXOU MIJIOBOJCTBA, apXiBHI MiAPO3ALIN
ta EK; omumciB cnpaB TtpuBasoro (monam 10 pokiB) 30epiraHHs; akTiB Mpo
HEBUIIPABHI TOMIKO/KEHHS CIpaB (IOKyMeHTIB) TpuBaimoro (moHam 10 poxiB)
30epiraHHsi Ta 3 KaJpOBHX MHTaHb (0COOOBOTO CKIJIaay); HOMEHKJIATYp CIpaB,
omuciB crpaB TpuBajoro (moHas 10 pokiB) 30epiraHHsl YCTAaHOB, IO HAJEKaTh JI0
chepu ynpaBiaiHHS YCTAaHOBU Ta y JISTIBHOCTI SKUX HE YTBOPIOIOTHCS JTOKYMEHTHU
HA®.

6. EK oxHouacHO poO3risijae OMUCH CIIpaB Ta aKTW MPO BUIYUYEHHS IS
3HMINEHHS JTOKYMEHTIB, He BHeceHuX J0 HA®D, a TakoX akTu NMpo BUIYUYCHHS
nokymeHTiB 3 HA® pa3zom 3 akramMu Tpo HEBUIIPABHI TMOIIKOHKEHHS CIIpaB
(moxymenTiB) HA® (3a iX HasBHOCTI).

7. BHeceHHs OKyMEHTIB ycTaHOB 10 HA® 31iiiCHIOEThCS Ha IiJICTaBi
pimennst EINK nep)kaBHOTO apxiBy HpO CXBajeHHS OIKCIB CIpPaB MOCTIMHOIO
30epiraHHs Ta MOro 3aTBEPAKEHHS KEPIBHUKOM YCTAHOBH.

2. ITopsAAOK NpoOBeeHHS eKCIePTU3U HiHHOCTI JOKYMEHTIB

1. EkcriepTr3a iHHOCTI IOKYMEHTIB B YCTAHOBI TPOBOJIUTHCA:

y MOTOYHOMY JAUIOBOACTBI — IMiJ 4Yac CKJIaJaHHS HOMEHKJATYyp CIIpaB,
(GbopMyBaHHS JOKYMEHTIB Yy CHpPaBH 1 MEPEBIPSIHHSA MPABUIBLHOCTI BIJIHECEHHS
JIOKYMEHTIB /10 BIATNOBIIHUX CHpaB, MIATOTOBKU CHPAB J0 MEpEIaBaHHs HA apXiBHE
30epiraHHs;

B apXiBl YCTaHOBU — Y MPOIIEC] MPUHAMaHHS CIIPaB J0 apXiBYy Ta IiJATOTOBKU
CIIpaB Ha MOCTIHE 30epiraHHsl.

2. ExcniepTH3a MIHHOCTI JOKYMEHTIB Y J1JIOBOJICTBI MPOBOJAUTHCS IIOPOKY B
CTPYKTYPHHX ITIPO3/I1JIaX YCTaHOBU 0€3MOCEPETHBO 0CO0aMHU, BiATOBIJaILHUMHU 32
opraHizailiro JIJTOBOACTBA B IHX MiaApo3aiiax, pazoMm 3 EK mig merogumdHum
KEPIBHUIITBOM CIIy>KOU JIIJIOBOJICTBA Ta apXIBY YCTAHOBH.

Opranizaniiny Ta METOAMYHY JOMOMOTY Y TMPOBEACHHI EKCHepTU3H
uinHocti Hanae EIIK nepxaBuHoro apxiBy (EK apxiBHoro Bigaily panloOHHOI,
paiionHux y wmicrtax Kwuesi 1 CeBactomnoni Aep>KaBHUX aJMIHICTpalliii, MICBKOI
paan).

3. Ilig yac mpoBeneHHS €KCHEPTU3H I[IHHOCTI JOKYMEHTIB y IiJOBOJCTBI
BUPI3HSAIOTh YOTUPH TPYITH CTIPAB:

MOCTINHOTO 30epiranHs;

TpuBasoro (moHaza 10 pokiB) 30epiranHs;

TUMYACOBOT0 30epiranus (10 10 pokiB BKIIIOYHO);

Ti, IO MOJIATAIOTh 3HUIIEHHIO y 3B 3Ky 13 3aKiHYEHHSM CTPOKIB iX
30epiraHHsl.

Bin6ip 3a3HaueHHMX Tpyn JOKYMEHTIB 3IMCHIOETbCS Ha TiACTaBi
HOMEHKJIATypU CIpPaB YCTaHOBHM, a TaKOX THUIIOBUX Ta Taly3€BUX IEPEINIKIB
JIOKYMEHTIB 31 CTPOKaMH 30€piraHHs IIISIXOM NEPErIsily KO)KHOTO apKyIlla CIIPaBH.



OpHoyacHO TEpeBIPSAIOTHCS SKICTh 1 MOBHOTA YWHHOI HOMEHKJIATYypU CIIpaB,
NPaBWIbHICT,  BHU3HAYEHHsS  CTPOKIB  30epiraHHs  chpaB, IepeadadeHux
HOMEHKJIATypOIO, JOTPUMAHHSI BCTAHOBJICHUX MpaBUi 0(QOPMIICHHS IOKYMEHTIB Ta
dbopMyBaHHS CIIpaB.

4. Ctpok 30epiranHs JOKyMEeHTIB oOuuciioetrbes 3 01 ciuHs poky,
HACTYITHOTO 32 POKOM 3aKiH4YeHHs crpaBu. Hampukmnan, oOUYMCIEHHS CTPOKY
30epiranHs cnpas, 3aBepiieHux y 2014 porui, nounHaetbes 3 01 ciuns 2015 poky.

5. 3abopoHsEThCS BimOIp JAOKYMEHTIB JJIA MOJANBIIOTO 30epiraHHs abo
3HMINCHHS Ha ITiJICTaB1 3aT0JIOBKIB CIIPaB B ONTUCY a00 HOMEHKJIATYP1 CIIpaB.

6. CopaBu 3 mo3Haukoro «EIIK», y SKHX eKcHnepTu30i I[IHHOCTI
BCTAHOBJICHA HAsABHICTh JIOKYMEHTIB TMOCTIHHOTO 30epiraHHs, MiUISAraioTh
nepedOpMyBaHHIO.

JIOKyMEHTH TOCTIHHOTO 30€epiraHHs, BHJIyYEHI 13 3a3HAYEHUX CIIPAB,
00’€IHYIOTbCSI B CaMOCTIWHI CIpaBu a00 MPUETHYIOTHCS 10 1HIIMX OJHOPITHUX
cupaB. OnpaBiieHHS 3HOBY C(OPMOBAHUX CIpaB 3AIMCHIOETHCS TUIBKH MICIS
3aBEPILICHHS €KCIEPTU3U IIIHHOCTI JIOKYMEHTIB.

7. Ilin yac TpOBENIEHHS €KCHEPTH3U I[IHHOCTI JOKYMEHTIB y J1JIOBOJACTBI
BUSIBIISIIOTHCA yOJI€THI JJOKYMEHTH, IOKYMEHTH, 10 HE CTOCYIOThCS CIIPaBH,

YepHETKH, HeodOpMIICHI KOIlii, MeTajieBl CKpPIIJICHHS, IO IiIAraloTh
BUJTYYEHHIO 31 CIIPaB NOCTIMHOrO Ta TpuBajioro (moHaz 10 pokiB) 30epiraHHs.

8. 3a pe3ynbTarTaMM €KCIEPTU3M IIHHOCTI JOKYMEHTIB CTPYKTYpHI
N1APO3A1IM TOTYIOTh CIIPAaBU MOCTIMHOTO 1 TpuBajoro (moHan 10 pokiB) 30epiranHs
710 TIepelaBaHHsA J0 apXiBy YCTaHOBH, 30KpeMa:

31MCHIOETHCS O(POPMIIEHHSI CHpPaB BIANOBIIHO /10 BUMOT, BU3HAYEHUX Y
rnasi 2 po3ainy VI uux [pasun;

3M1MCHIOETHCS CKIIQJJaHHSI OMUCIB CIIPaB CTPYKTYPHOTO MiAPO3ALTY 3TTHO 3
BUMOTaMU, BUBHAUYEHUMH Yy TJaBi 3 po3auty VI nux [paswn;

Ha MIACTaBl HOMEHKJIATYp CrpaB (OPMYIOThCSA TMEperiku (CIUCKU) CIpaB,
IO MIAJISATAI0Th 3HUIIECHHIO Y 3B’SI3KY 13 3aKIHUEHHSM CTPOKIB iX 30€piraHHs, s
BKJIFOUEHHS JI0 aKTa MPO BWJIYYEHHS ISl 3HUIICHHS JIOKYMEHTIB, HE BHECEHUX /0
HAO®.

9. ¥V pa3i BCTaHOBJIEHHS B MPOIIECI €KCMEPTU3U IIHHOCTI (haKTiB HecTadi
JIOKYMEHTIB 1 CIIpaB, 10 BHECEHI 0 HOMEHKJIATypH, BIAMOBIAHUMH CTPYKTYPHUMU
MIPO3/1JIaMUA YCTAaHOBH 3A1MCHIOETHCS 1X PO3IIYK. Y pa3l HEraTUBHOTO PE3yJIbTaTy
pPO3IIYKY KEpiBHUK YCTAaHOBH 3a TOJAHHSAM CIY>KOU N1JIOBOJCTBA a00 KEpiBHUKA
apxiBy (ocoOu, BIANOBIAJIBHOI 3a apxiB) CTBOPIOE KOMICIIO 31 CIy>KO0BOTO
pO3CIIIyBaHHs, MpU3HAYA€ CIY)KOOBE PO3CIIAyBaHHS 1 BHJAE HaKa3 Ipo
MPUTATHEHHS 10 BIAMOBIATLHOCTI OCi0, BUHHHUX Y BTpaTl JOKYMEHTIB 200 CTpaB.

JloBika Mpo MNPUYMHHU BiJCYTHOCTI JTOKYMEHTIB ab0 cropas, MiANUcaHa
YICHAMH KOMICii Ta KEpIBHUKOM BIJIMOBITHOTO CTPYKTYPHOTO MIAPO3JILITY,
NEePEAEThCS 10 apXiBY YCTaHOBHU.

Ha mizicraBi m0BiIKYM apXiB CKJIaJa€ akT PO HECTayy CTpaB (JIOKYMEHTIB) Y
CTPYKTYpPHHUX MiApo3aiiax 3a (opMolo, HaBeneHowo B noaarky 13 mo mux Ilpaswui,
KU MANUCY€e KepIBHUK apxiBy (ocola, BIAMOBiajIbHA 32 apxXiB), Bi3y€ KEPIBHUK
CITy>KOU J1JIOBOJICTBA Ta 3aTBEPKYE KEPIBHUK YCTAHOBHU.

10. B apxiBi ycTaHOBH €KCHIEPTU3Y IIIHHOCTI JIOKYMEHTIB MPOBOISTH:

MiJ] 4ac CKJIaJIaHHA 3BEJICHUX OMUCIB CIIPaB;



y pa3i HAIXO/’)KEHHS JOKYMEHTIB Y HEYIIOPSIIKOBAHOMY CTaHI;

y pa3i 3aKiHYCHHSI CTPOKIB TUMYACOBOTO 30€piraHHs apXiBHUX JOKYMEHTIB;

nepesl MNepelaBaHHAM COpaB Ha TOCTiHHE 30epiraHHs 10 BIJAMOBIAHOL
Jep KaBHOI apXiBHOI YCTaHOBH, apX1BHOTO BIJIJILTY MICBKOT pajiu;

3 METOIO BUSIBJICHHS YHIKaJIbHUX TOKYyMeHTiB HAD.

11. ExcriepTu3a MiHHOCTI IOKYMEHTIB B apXiBl YCTAaHOBH 3JIIMCHIOETHCS ITi]T
METOJMYHAM KEPIBHUIITBOM BIJIITOBITHUX JEP’KaBHUX apXiBHUX yCTAHOB, apXiBHHUX
BIJIIUTIB MICHKUX paji, y 30HI KOMIUIEKTYBaHHS SIKHX Nepe0yBa€e yCTaHOBA.

12. ExcriepTu3sa IIHHOCTI JOKYMEHTIB B apXiBl YCTAHOBH IIiJ] Yac CKJIaJaHHs
3BEJICHUX ONKCIB CIpaB Nependadae aHami3 CKIaay JOKyMEHTalli yCTaHOBH,
30KpeMa OpraHi3amifHuX 1 po3NOPSATINX JOKYMEHTIB, @ TAKOXK IUIAHOBOI Ta 3BITHO1
JIOKyMEHTAITI:

1) yTO4HIOETBCA, B SKHUX CTPYKTYPHHMX HIAPO3JLIaX BlJKIAIaI0ThCS
nyOJIeTHI JOKYMEHTH, IO MiUISTral0Th 3HMINEHHIO. 3a HEOoOXITHOCTI B apXiBi
YCTAaHOBHU MOKYTh 3allUIIATUCS Ha 30epiranHs 1yO0JIeTHI MPUMIPHUKH JTOKYMEHTIB,
0 MIATaloTh TOCTIMHOMY 30€piraHHio B JIep)KaBHIA apXiBHIA YCTaHOBI,
apXiBHOMY BIJJIIJII MICHKOT paju. AHaM3yeThCs TaKOX XapaKTep MOBTOPEHHS
1H(dopMaIlii B IHIIUX IOKYMEHTaX: BUJ, (opMa 1 MOBHOTA MOBTOPIOBAHOCTI.

Bunydyennss nyOneTHHX JOKYMEHTIB Ta JOKYMEHTIB 3 MOBTOPIOBAHOIO
1H(poOpMaIlI€El0 3AIMCHIOETBCA JMIIE TICAS 3BIPAHHA 3 JOKYMEHTaMmH, IO
3aJIMIIAI0THCS HA MOCTIHHE 30epiraHHs;

2) 3OIMCHIOETBCS TEpeBipKa MpaBUIBLHOCTI (OPMYBAaHHS CHOpaB Ta ix
o OpMJIEHHS BIAMOBIIHO A0 apXiBHUX BUMOT. Y pasi BUSIBJICHHS MOPYLIEHb apXiB
Ma€ IPaBO BUMAratu rnepeopMyBaHHs CIPAB CTPYKTYPHUMH MiIPO3IiTaMHu;

3) Ha miJcTaBl OMKUCIB CIPaB CTPYKTYPHUX MIAPO3LIIB MPAL[IBHUKHU apXiBY
YCTaHOBHM CKJIAQ/Ial0Th 3BEJEHI OMMCH CIpPaB YCTAHOBHM IMOCTIHHOTO 30epiraHHs,
TpuBasuoro (moHas 10 pokiB) 30epiranss, 3 KaJpoBUX MUTaHb (0COOOBOTO CKIIAY)
BIJIMOBIHO J10 BUMOT, BUu3HaueHux y po3aun VII nux [IpaBwui.

13. YV pa3l HagXomKeHHS JO apXiBy YCTAaHOBU JOKYMEHTIB Yy
HEYIOPSIAKOBAHOMY CTaHi, 0 OyJIO CIPUYMHEHO HAA3BHYAMHUMHU OOCTaBHHAMHU,
eKCIIepTU3a I[IHHOCTI JIOKYMEHTIB 3IIHCHIOETbCS 3 JIOTPUMAHHSM BHMOT,
BU3HAYCHHX y MyHKTax 3 — 9 rmaBu 2 po3ainy V nux [pasun.

14. ExcnepTu3a LIHHOCTI JOKYMEHTIB B apXiBl YCTAHOBU MPOBOAMUTHCS
HIOPOKY 3 METOI0 BUSBJICHHS JOKYMEHTIB, CTPOK TUMYAacOBOTO 30€piraHHs SKHX
3aKIHUYMBCHI.

[Ipu 1bOMy MeperisiatoThCs OMKUCH CIIPaB 3 KaJpOBUX MUTaHb (0COOOBOTO
ckJany), TpuBasioro (monaa 10 pokiB) 30epiranss, y TOMY YHMCJIi BIAMOBIHI OTTUCH
CIIPaB YCTAHOB-TIONEPETHMKIB Ta JIIKB1JIOBAHUX YCTAHOB.

15. Excnieptu3sa winHocti nokyMeHTiB HA® nepen nepegaBaHHsAM ClpaB Ha
nocTiiiHe 30epiranHs mepeadavae IiITbOBE BHUBYCHHS JOKYMEHTIB 3 METOIO
BUSIBJICHHS AYOJCTHHX JOKYMEHTIB (TOTOKHHUX 3a 3MICTOM THPaKOBAHHUX
MPUMIPHUKIB OJIHOTO JOKYMEHTa), TOKYMEHTIB THMYAacOBOTO 30epiraHHs, sKi
BHeceH1 10 HA®D noMusikoBo, a TakoX TOKYMEHTIB, TOKYMEHTHA 1H(pOpMAIls IKHX
BTpaueHa 1 HE MIUIATa€e BIJHOBJIEHHIO B MEPBICHOMY a00 HAOMMKEHOMY JO HbOTO
BUTJISII.

HeoOxigHicTh TpOBEJEHHS E€KCHEPTHU3U IHIIIIOEThCS, SIK  MPaBUIIO,
JeP’KaBHOIO apXIBHOK YCTaHOBOIO, apXiBHUM BIJIIOM MICBKOI paau y pasi



BUSIBJICHHSI B 3aTBEP/KEHUX paHille onucax AyOJIeTHUX JOKYMEHTIB, TOKYMEHTIB
THUMYaCOBOTO CTPOKY 30epiranHs, siki BHeceHl 70 HA®D moMunkoBo, mopyiieHb y
dbopMyBaHHI CIIpaB, a TaKOX HE3aJO0BLILHOTO (hI3UYHOTO CTAHY JIOKYMEHTIB, IO
CIIPUYMHUIIO BTpATy JTOKYMEHTHOT 1H(opMaIlii.

3a pe3ysabpTaTaMu LIJTLOBOTO BUBUEHHS JJOKYMEHTIB apXiB CKJIQJIa€: MPOCKTH
aKTIB MpO BUIy4eHHs ToKyMeHTIB 3 HA® 3a popmoto, HaBeeHO1O B 10AaTKy 14 1o
uux [IpaBun. Akt cxBamtoerbest EK ycranoBu ta nogaethesa Ha posrisin EINK (EK)
JepKaBHOI apxiBHOT ycTtaHoBM, EK apXiBHOrO BIiAITy MICbKOI pajau, y 30HI
KOMIUIEKTYBaHHS KOi Iepe0yBae yCTaHOBA.

OcTtaroune pimeHHs npo BuiydeHHs JokyMeHTiB 3 HA® mpuitmae LEITK
YxpaepxkapxiBy.

[oromxkenuit UEIIK YxkpnepxkapxiBy akT MmpoO BHIIYYEHHS JOKYMEHTIB 3
HA® 3arBep/Ky€eThCsl KEPIBHUKOM YCTaHOBH.

Ha mincraBi 3aTBEepIKEHOTO aKkTa apxiB YCTAaHOBM BHOCUTh 3MIHU B
OOJIIKOB1 JIOKYMEHTH, 30KpeMa B MIJCYMKOBUM 3alKC Ta 3aCBIAYyBaJbHUN HAIUC
OTIUCY.

16. Excneptusa miHHOCTI nokyMeHTIB HA®, cripsiMoBaHa Ha BUSBIICHHS
yHIKaIbHUX JOKyMeHTiB HA®, mpoBoIUThCS apXiBaMH yCTaHOB, K1 BIATIOBITHO 10
3aKOHOJIAaBCTBA MAIOTh MPaBO MOCTIMHO 30epiratu JoKkymeHTH HA®.

Bignecennst nokymentiB HA® 1o yHiKanbHHMX 3A1MCHIOETHCS Ha TMiCTaBi
KPUTEPIiB MOXOKEHHS, 3MICTY, 30BHIIIHIX O3HAK a00 3a CYKYIHICTIO KPUTEPIiB Ta
XapaKTEPHUCTHK.

3a pesyiapbraTaMu BUsBIEHHA J0KyMeHTIB HA®, mo Moxyte OyTu
BIJIHECEHI JI0 YHIKQJIbHUX, B apXiBl YCTAHOBH CKJIAJAIOThCSI MPOEKTH aHOTOBAHMUX
nepenikiB yHIKaIbHUX 10KyMeHTIiB HA®.

BusBnennss yHikanbHux A0KyMeHTIB HA® B apxiBi ycTaHOBM Ta iX
ONMKMCYBAaHHS B AaHOTOBAHOMY TEpEIIKy 3AINCHIOIOThCS Ha MmiacTaBl MeTomauku
BIJIHECEHHS JOKyMeHTIB HaioHanpHOro apxiBHOTO (OHAY 1O YHIKAJIBHUX,
3aTBEp/KEHOT Haka3oM Jlep)kaBHOrO KOMITETy apxiBiB YkpaiHu Big 19 miororo
2008 poxy Ne 34, 3apeectpoBanoi y MiHicTepcTBi rOCTHINT YKpainu 12 Oepesus
2008 poxy 3a Ne 202/14893(i3 3miHamMm).

3. Cxi1alaHH aKTiB PO BUJIYYEeHHS JIA 3HMILEHHS JOKYMEHTIB, He BHECEHHX
10 HA®, Ta 3HMIIIEHHS IOKYMEHTIB

1. Ha miacTaBi NoJlaHuX CTPYKTYPHUMHM MIJPO3ALIAMH MEPENiKiB (CITUCKIB)
COpaB, IO MIJJISATAIOTh 3HUILEHHIO Yy 3B’SA3KYy 13 3aKIHYEHHSIM CTpPOKIB iX
30epiraHHs, Ta MPOBEIEHOI €KCIEePTU3U LIHHOCTI JOKYMEHTIB B apXiBl YCTaHOBU
CKJIAJAEThCSl aKT MPO BWIYYEHHS AJiS 3HUUICHHS JOKYMEHTIB, HE BHECEHHUX JI0
HA®, 3a dhopmoto, HaBeaeHOO B 1oAaTky 15 mo mux [Ipasui.

2. AXT npo BUIYYEHHs JJi 3HUIICHHS JOKYMEHTIB, He BHeceHUX 10 HAD,
CKJIQ/Ia€ThCS y IBOX MPUMIpPHHUKAX, K MPaBUIIO, HA CIIPaBU BCi€i yCTaHOBU. SIKIIO B
aKTi 3a3HAYEHO CMPaBH KUIBKOX CTPYKTYpPHHX MIAPO3ILIIB, iX HallMEeHyBaHHS
3a3HAuYalOThCA Tepel] TPYMOI0 3arojoBKIB CHpaB I[bOro miapo3ainry. Haszsu
OJTHOPITHUX CHpaB, BiMIOpaHUX 10 3HUIICHHS, BHOCATHCS B aKT IiJl 3arajibHUM
3aroJIOBKOM 13 3a3HAUYEHHSM KIJIBKOCTI CIPaB, YKIIOUEHUX J0 KOXKHOI rpymnu. AKTH
OpO BWIYYEHHsS JOKYMEHTIB JUIsl 3HHUINEHHS MAaroTh BajoOBy HyMepallllo,
nouynHarouu 3 Ne 1.



CrnpaBu BKJIIOYAIOTHCSA B aKT MPO BUIYYEHHS JUIsSl 3HUILEHHS JOKYMEHTIB,
He BHeceHuX 10 HAD, skiio nependaueHuit 1jisi HUX CTPOK 30epiraHHs 3aKiHUYUBCS
no 01 ciuHa poky, B sIKOMYy CKJajeHO akT. Hampukian, crnpaBu 3 TpUpPIYHUM
CTpPOKOM 30epiranus, 3akiHueHi y 2014 poiii, MOXyTh BKJIFOYATHCS B aKT, 110 Oyje
ckianennii He panimie 01 ciung 2018 poky, 3 M’ ATUPIYHUM CTPOKOM 30epiraHHs —
He panime 01 ciuas 2020 poky, 3 ypaxXyBaHHSM MPHUMITOK, 3a3HAYCHHUX Y
BIJIMOBITHUX TIEpeJlikax JOKYMEHTIB 31 CTpoKaMu 30epiraHHs.

3. YcraHoBH, y AISUTBHOCTI SIKUX yTBOPIOIOThCA NoKymMeHTH HA®D, monatoth
cxpaieni EK ycraHoBM akTw Tpo BWIYYCHHS MJIsS 3HHINCHHS JOKYMEHTIB, HE
BHeceHux 10 HA®, pazom 3 onucamu crpaB MOCTIHHOTO 30€piraHHs Ta 3 KaJpOBHUX
nuTadb (ocoboBoro ckiany) Ha po3risan EINK (EK) gepxaBHOi apxiBHOT yCTaHOBH,
EK apxiBHOro Bifjily MICBKOI pajau, Y 30HI KOMIUICKTYBaHHS SIKOi mepeOyBae
yCTaHOBA.

4. YcraHoOBH, y JHIsUIBHOCTI SKMX HE YTBOPIOIOTHhCS JokyMeHTu HAD,
noaaroTh cxBasieHl EK ycTaHOBU akTu Mpo BWIIYYEHHS JIJISl 3HUIIICHHS IOKYMEHTIB,
He BHeceHux 10 HA®, pazoM 3 ommcamu crpaB 3 KaJpoBUX MUTaHb (0COOOBOTO
ckaany) Ha posrsig EIK (EK) nmepxkaBHoi apxiBHOi yctaHoBu, EK apxiBHOTO
BIJITITY MICBKOT paJiv, Y 30HI KOMIUIEKTYBaHHS SIKOi IepeOyBae ycTaHOBA.

5. Y pa3i BHECEHHS /10 aKTa MpO BWIYYCHHS JJI 3HUIICHHS TOKYyMEHTIB, HE
BHeceHUX 10 HA®, mepBuHHOI (hiHAHCOBOI Ta OyXraaTepchbKoi JOKYMEHTallli 10
HBOTO JIOJAETHCS JOBIKAa TPO TIPOBEICHHS TMepeBipku opraHamu JleprkaBHOT
(dicKalbHOI CIYKOM 3 NUTaHb AOTPUMAHHS MOJATKOBOIO 3aKOHOJABCTBA, a IS
OpraHiB BHMKOHABUOi BJIaJM, JACpKaBHUX (OHIIB, OIOPKETHHX OpraHizaiii,
CyO0’€KTIB TOCIOJAPIOBAaHHS JEP>KABHOTO CEKTOPY E€KOHOMIKH, MIAIPHEMCTB 1
oprasizaiiif, sIKi OTpUMYyBajJd KOIITH 3 OIOJKETIB YCIX PIBHIB Ta JAEp>KaBHHUX
¢doHAiB ad0 BUKOPHCTOBYBAJIM JEp’KaBHE YW KOMYHaJbHE MaWHO, — pEBi3li,
MIPOBENICHOI OpraHaMU JIEPKABHOI KOHTPOJIBHO-PEBI3IMHOI CIIYKOM 32 CYKYITHUMU
MoKa3HUKaMu (P 1HAHCOBO-TOCIONAPCHKOI  MisUIbHOCTI.  JloBiKa MiAMHUCYETHCS
KEPIBHHUKOM YCTaHOBU Ta OYXTaJITEPOM.

6. IToromkeni (cxBajeH1) akTH MPO BUIIYYCHHS ISl 3HUIIIEHHS JTOKYMEHTIB,
He BHeceHUX 10 HA®D, 3aTBEep/KYIOTHCS KEPIBHUKOM YCTAHOBH, TICIS YOTO
yCTaHOBA Ma€ MPABO 3HUIIUTU JOKYMEHTH.

7. CnopaBu, BigiOpaHi Mg 3HUINCHHS, TEPENAIOThCS OpraHizaiisMm 13
3aroTiBji BTOPWMHHOI CHUPOBHHHM 3a HAKJIQJHUMH, Yy SIKAX 3a3HA4Ya€ThCS Bara
MakyJaTypu, 110 INepeaana s nepepoOku. [lata 37adl TOKyMEHTIB, iX Bara Ta
HOMED HAKJIaJIHOT BKa3yIOThCS B aKTaX MPO BUIIYYCHHS JOKYMEHTIB [Tl 3HUIIICHHS.

8. SIKII0 B aKT NP0 BWUTYYCHHS IS 3HUIICHHS JOKYMCHTIB, HE BHECCHHX JI0
HA®, BximtoueHO AOKYMEHTH 3 Tpudom «Jlns ciaykO0oBOro KOPUCTYBaHHS» Ta
IHIIMMHU TpudamMu OOMEXKEHOr0 JOCTYIy, IO 3aCTOCOBYIOTHCS B YCTaHOBI, Il
JIOKYMEHTH 3HHUIMYIOTHCA MUISXOM TMOAPIOHEHHS N0 CTaHy, IO BHUKIIOYAE
MOJKJIMBICTh 1X MPOYUTAHHS Ta BiMHOBIEHHS. [Ipu 11bOMy B KiHIII aKTa JOJIaTKOBO
pOOUTHCS 3aMuC MPO 3HUIIECHHS BIAMOBIIHUX JOKYMEHTIB 13 3a3HAYCHHSIM IPI3BUIIL,
inimianiB wieHiB EK ycTranoBu, Hanmpukia;

CopaBu Ne 25 JICK, Ne 30 JCK, Ne 80 JICK 3HuUIIEHO HUISIXOM
OIP1OHEHHS.

Unenn EK:

(mianuc, iHimiamy (1Hiian iMeHi), Mpi3BHIIIE)



(mianuc, iHimany (Hiian iMeHi), Mpi3BUILE)
(mianuc, 1Himany (Hiian iMeHi), Mpi3BUILE)
Jlara

VI. KomijiekTyBaHHA apXiBy

1. Jlzkepe/ia KOMILIEKTYBAaHHS TAa CKJIAJ JOKYMEHTIB apXiBy

1. OcHOBHMMHM [DKepenaMHu KOMIUIEKTYBaHHS apxiBy €: CTPYKTYpHI
HiAPO3/UTH YyCTaHOBH, MIANOPSAIKOBaHI yCTaHOBH, (PI3UYHI 0COOU.

2. JlokyMeHTH 3 pI3HUMH BHJaMH MaTepialbHUX HOCIiB 1H(OopMaIii
MOBHHHI 30epiraTucs B apXiBi yCTAHOBU OKPEMO.

3. ApxiB ynpaBIiHCHKOT JOKyMeHTallii 30epirae:

3aKIHYEH1 B OTOYHOMY JIJIOBOJICTBI JJOKYMEHTH MOCTIMHOTO Ta TPUBAJIOTO
(monan 10 pokiB) 30epiranHs, CTBOPEH1 CTPYKTYPHUMH HiAPO3/I1IaMu;

JOKYMEHTH 3 KaJ[pOBUX IMHUTaHb (OCOOOBOTO CKJaAy) MIpalliBHUKIB
YCTaHOBU;

JOKYMEHTH YCTaHOB-TIONIEPETHUKIB;

JOKYMEHTH MiANOPSIKOBAHUX YCTAHOB, 110 JIIKB1IOBaHi;

JOKYMEHTH 0COOOBOTO MOXOJ>KEHHS TMPaIlIBHUKIB YCTAHOBH, SIK1 BIIITPau
MIEBHY POJIb B 1CTOPIi PO3BUTKY TI€I UM 1HIIOI CEpH KUTTEAISIIBHOCTI KpaiHu ado 1i
OKPEMOT0 PErioHy, 110 HAAIWIIUIM Ha MiJCTaBl 3asBU 1X BIACHUKA;

JIPYKOBaH1 BUJAHHS, 1110 JOMOBHIOIOTH apXiBHI JOKYMEHTH, HEOOXIJIHI JJIs
HAyKOBO-METOJMYHOI Ta 1HPOpMaLIiHO-10B1IKOBOI pOOOTH apXIBYy;

JOBIAKOBUI Ta OOJIKOBMIA arapart 10 apXiBHUX JOKYMEHTIB.

2. Bumoru 10 oopMJIeHHS CIIPaB, 110 MIVIATAI0Th APXIBHOMY 30€epiraHHIO

1. CrpaBu yCTaHOBU MIIATAIOTh OPOPMIICHHIO MiJ Yac iX 3aBEACHHS y
JIJIOBOJICTBI Ta 1] Yac MiATOTOBKH 1X HA apXiBHE 30epiraHHsl.

2. OdopmiieHHS cOpaB 3IIACHIOETHCS TMPAIliBHUKAMU  CTPYKTYpPHUX
MIIPO3IIIB MM METOJAMYHHMM KEPIBHUIITBOM CIIY>)KOM JIUIOBOJICTBA Ta apXiBY
yCTaHOBH (0COOM, BIAMOBIAILHOT 32 apXiB).

3. 3anexHo BiJ CTPOKIB 30epiraHHsl JOKYMEHTIB 31MCHIOEThCSA MOBHE ab0
4acTKOBe (crpolieHe) ohopMIICHHS CIIpaB.

JlokyMeHTH TUM4YacOoBOTo 30epiraHHs, chOpMOBaHi y CIIpaBH, 30€piratoThCs
y Tekax (mamkax) 13 3aB’si3KaMM, IIBUJKO3IIMBAayYax, HE IMIAIMIUBAIOTHCS 1 HE
HYMEpPYIOTbCSl (32 BHUHSATKOM NEPBUHHOI OyXraiaTepchbKoi JOKYMEHTalli Ta
JOKYMEHTIB 3 Tpudom «Jlms ciyk00BOro KOPUCTYBaHHS» Ta 1HIIMMH TrpudaMu
0OMEXEHOTO JOCTYIy), YTOUYHEHHS eJeMEHTIB OQOpMIICHHS OOKJIAIWHKU HEe
MIPOBOIUTHCA.

Odopmitennst cipaB mocTiitHOTO 1 TpuBajoro (monan 10 pokiB) 30epiranHs,
y TOMY YHCII CHOpaB 3 KaJApOBUX NHTaHb (0COOOBOrO CKiIamy), mepeadadae
CUCTEMAaTH3allil0 JOKYMEHTIB y CIpaBi, HyMEpallilo apKylIliB y CHpaBi, CKJIaJaHHS
(y pa3i morpebu) BHYTPINIHBOTO OINKCY JTOKYMEHTIB CIpPaBH, HAaSBHICTh
3aCBIIYYBAJILHOTO HAIKCY CHpPaBH MPO KUIBKICTh apKyIIiB 1 MPO OCOOIMBOCTI
¢i3uuHOrO cTaHy Ta (GOpMyBaHHS CIpaBH, MIAIIMBAHHS a00 OMpPABIIEHHS CIPaBH,
odopMIICHHST OOKJIAIUHKH (TUTYJIBHOTO apKyIlla) CIIPaBH.



4. Cucrtemaruzallisi JOKYMEHTIB Yy CIpaBl Tmepeadadyae po3MIIICHHS
JIOKYMEHTIB 32 XpOHOJIOT1€I0 HAIXOHKEHHS a00 CTBOPEHHS (Bi/ C14HS 10 TPY/ICHB).

5. Hywmeparis apkymriB cropaB 3JIMCHIOETBCS 3 METOI 3a0e3MeueHHs
30epeKEHOCTI Ta 3aKPIIUICHHS MOPSIKY PO3TAIlyBaHHS JOKYMEHTIB, YKIIOUECHUX Y
crpaBy. YcCl apKylll CHOpaBd HYMEPYIOTh apaOCbKUMH HUGpaMH BaJOBOIO
HyMepalllel0 B IMPaBOMY BEPXHbOMY KYyTi HPOCTHM M’SKHUM OJIBIEM abo
MEXaHIYHUM HYMEpaTopoM. ApKYII 3aCBIIYyBAJbHOTO HAIMKCY Ta BHYTPIIIHHOTO
ONKCY HYMEPYIOThCS OKPEMO. 3acTOCYBaHHS YOpPHWIA, MAacTH a00 KOJIbOPOBHUX
OJIBLIB JAJIi HyMepalii apKylIiB CIpaBH, apKyIiB 3acBi4yBajJbHOTO HAMHCY Ta
BHYTPIIIHBOTO OMHICY 3a00POHSIETHCA.

Apkymii crpaB, [0 CKIAAalOThCS 3 JEKUTBKOX TOMIB a00 YaCTHH,
HYMEPYIOThCSI B KO)KHOMY TOMI (4aCTHH1) OKPEMO.

®dororpadii, KpeciaeHHs, JlarpaMy Ta 1HII UTIOCTPATUBHI JOKYMEHTH, 110 €
OKpPEeMHMH apKyIlaMH B CIpaBi, HyMEPYIOTbCS Ha 3BOPOTHOMY OOIll B JIiBOMY
BEPXHBOMY KYTI.

Apxkymn ¢popmary, OUTbIIOr0, HiK (popmaT A4, MiAIUBAETHCS 3 OJJHOTO OOKY
1 HyMEpYETHCS SIK OJIMH apKyIll Y IPaBOMY BEPXHBOMY KYTi, a TIOTIM (PaJIBIIFOETHCS
Ha ¢opmart A4.

ApKyII 3 HarJayXxo HAKJICEHUMH JIOKyMeHTaMu (doTorpadisiMu, BUpi3KaMH,
BUITMCKAMHU TOIIO) HYMEPYETHCS SIK OJWH apKyll. SIKIIO 10 AOKyMEHTa MiAKJIE€EH]
OJIHUM OOKOM 1HIII JOKYMEHTHU (BUPI3KH, BCTABKHU JI0 TEKCTY, MEPEKIAIN TOIIO), TO
KOKEH JOKYMEHT HyMEPY€ETHCS OKPEMO.

[TigmuTi y cnpaBu KOHBEPTH 3 YKJIQJACHHIMH HYMEPYIOTHCS BaJIOBOIO
HYMEPAILIIE€I0 apKYIIIB CIPaBH, IPU L[bOMY CIIOYATKy HYyMEpPYEThCSI KOHBEPT, a MOTIM
KOXKHE BKJIQJICHHS B KOHBEPTI.

[linmmTi y cnpaBu JOKYMEHTHM 3 BIACHOIO HYMEpalI€l0 apKyIliB
30epiraroTh TaKy HyMepallito, SKIIO BOHA BIJIIOBIIA€ TIOCIIIOBHOCTI PO3TalTyBaHHS
apKyIIIiB Yy CIIpaBi.

VY pa3i HasgBHOCTI OaraThbOX MOMMJIOK y HyMepallii apKylliB CIpaBd B
JIJTOBOACTBI 3IIMCHIOETBCSA 1X TIIepeHyMepallis, IiJ dYac SKoi cTapli HOMEpH
3aKpECIIOIOTHCSA OJIHIEI0 CKICHOIO PHUCKOIO 1 TOpSA CTAaBUTHCS HOBHM HOMEp
apKy1a.

VY pa3i HagBHOCTI OKpEMHUX IOMWIOK Yy HyMepalii apKylliB CIpaBu
JIONYCKA€EThCS 3aCTOCYBAaHHS JTITEpHUX HOMePiB apkyIiB (135-a, 135-6 To1io).

6. BHyTpilH1# ONMKUC JOKYMEHTIB CKIAJAAEThCS A0 JICSIKUX KaTeropiil cripas,
0 MICTSATh YHIKaJIbHI JOKYMEHTaJbHI TaM’ SITKU, JOKyMEHTU 3 rpudoMm «Jlis
CITY’)KOOBOT'O KOPHUCTYBaHHS», 0COOOBI, CYJIOBO-CJII41 CIIPaBH, CIPaBH, HA3BU SKUX
HE TOBHICTIO PO3KpUBAaIOTh ix 3MicT. HeoOXinHICTh CKIalaHHS BHYTPILIHBOTO
OMHUCY JOKYMEHTIB JCSKUX CIpaB BHU3HAYAETHCS IHCTPYKIE 3 JILJIOBOJICTBA
ycTaHoBU. BHyTpimHil onuc (momatok 16) ckiamaeTscs HA OKPEMOMY apKyIili 3a
dbopmMor0, 10 MICTHTH BIAOMOCTI TIPO MOPSIKOBI HOMEpPU JOKYMEHTIB CIPaBH, iX
IHJIEKCH, J1aTH, 3aroJOBKA Ta HOMEPU apKYIIiB CIpaBH, Ha SKUX PO3TAIIOBAHUN
KOKEH JJOKYMEHT.

JIo BHYTPIIIHBOTO OINHUCY CKIAJAEThCS MIJCYMKOBHH 3alUC, Yy SKOMY
HABOJAATHCA IUpaMH Ta CIOBaMH KUIBKICTh JOKYMEHTIB, IO BKIIOYEHI 10 OMHCY,
Ta KUIbKICTh apKYIIIB BHYTPIIIHBOTO ONMUCY. BHYTPINIHIN ONMKC MIAMUCYETHCS HOTO
yKJIagadem. SKIio cnpaBy onpasieHo ado MAMIKUTO MONepeHbO 0€3 BHYTPIIIHBOTO



OMUCy, TO HOro OJIAHK MIAKICIETbCA JO BHYTPIIIHBOIO OOKY JIHUIIbOBOI
OOKJIaJIMHKH CIPABH.

3MiHU CKJIaAy JOKYMEHTIB CIipaBy (BKJIIOUEHHSI IOAATKOBUX JIOKYMEHTIB, iX
BUKJIIOUCHHS, 3aMiHa OpPWTiHATIB KOMISIMU TOIIO) BIIOOpakaroTbesi B rpadi
«IIpumiTKW» 13 TTOCHUJIAHHSM Ha BIJIOBIIHI JOKYMEHTH (Haka3W, aKTHU TOIIO) 1 JI0
BHYTPIIIHBOT'O OMUCY CKJIAIA€ThCSI HOBUM MM1JICYMKOBHI 3a1TuC.

7. 3acBimuyBajIbHUIN HAMKC CIIPaBU CKJIANAETHCS 3 METOIO OOJIKY KUTBKOCTI
apKyuIiB y crpasi Ta (pikcariii ocodmuBocTei ix Hymeparii.

3acBinuyBalbHUN Hamuc (HoAaToK 17) cKiIagaeTbcs Ha OKPEMOMY apKyIi,
IO BMIIIY€ETHCS B KIHII CHOpPaBH, y JAPYKOBAaHUX MPHUMIPHUKAX cropaB (0OJIIKOBI
YKypHaJIH, 3BITH TOII0) — Ha 3BOPOTHOMY OOIli OCTaHHBOT'O YUCTOTO apKYyIIIa.

VY 3acBiguyBaJIbHOMY HamKCi 3a3HAYAIOTHCA [U(PPaMHU 1 JTITE€paMu KUIbKICTb
apKylIiB y CIpaBl Ta OKpPeMO dYepe3 3HaK «+» (TUII0C) KUIBKICTh apKyIIiB
BHYTPILIHBOTO OIHKCY, SIKIIO BiH €.

VY 3acBiguyBaJIbHOMY HAIMCl 3aCTEPIraroThCs Taki 0COOIUBOCTI Hymeparlii
JIOKYMEHTIB CIIpaBH:

HAsIBHICTh JIITEPHUX Ta MPOITYIICHUX HOMEPIB apKYIIIiB;

HOMEpPHU apKyYIIiB 3 HakieeHUMH (GoTorpadisiMu, KpeCICHHIMH, BUPI3KaMU
TOILIO;

HOMEPH BEIMKO(POPMATHUX apKYIIIB;

HOMEPH KOHBEPTIB 3 YKJIAJICHHIMU 1 KUIbKICTh apKYIIIB YKJIaJIE€Hb.

3acBiIUyBaJIbHUI HAMUC MIANUCYETHCS 0C00010, sika Moro ckiana. Yci
HACTyNHI 3MIHM B CKJaJl Ta CTaHl chnpaBu (MOLIKOUKEHHS apKylIiB, 3aMiHa
JIOKYMEHTIB KOIISIMHM, TMPUETHAHHS HOBUX JOKYMEHTIB TOILO) 3a3HAYAIOTHCS Y
3acB1AYy BaJbHOMY HANUCl 13 NOCHJIAHHAMM Ha BIJIMOBIIHUN BUMNPABAOBYBAJIbHUN
JIOKYMEHT (HaKa3, aKT).

VY pa3i 3HauHOro OOCATY MepeHyMmepallii apKylliB y copaBl B KiHII 11
CKJIQJAEThCSl HOBUM 3acBiAuyBalbHUN Hamuc. CTtapuil 3acBiIuyBaJbHUN HaAIUC
3aKPECIIIOETHCS 1 30epiraeThes y Crpani MOCTIHHO.

8. OmpaBiieHHS CHpaB 3IIHCHIOETHCS 3 METOIO 30€pEKEHHS iX (HI3UYHOTO
ctany. JIOKyMeHTH, IO MICTATbCA y CIpaBl, MiAIIMBAIOTh HA YOTUPU MPOKOIHU
CHeIiaJbHUMU CYpOBUMH HUTKaMu a0o0 apaTBoro. CrpaBu MOCTIMHOTO, TPUBAJIOTO
(monax 10 poxkiB) 30epiraHHs Ta 3 KaJpOBUX NUTaHb (0COOOBOro CKJIady)
OMPAaBJIAIOTHCS Y TBEpY OOKIAIUHKY 3 KapToHy. [Ipu iboMy MeTasneBi CKpiIIeHHS
(CKpINKH, IMUIBKY) BUITYHYaAIOThCS 3 JOKYMEHTIB.

[lin yac omnpaBneHHs ab0 MIJIIKMBAHHS JOKYMEHTIB CIOpaBU He
JI03BOJIIETHCSI TOPKATUCS X TEKCTY. SIKIIO TEKCT JOKYMEHTIB HaJpyKOBAaHO HAJTO
OJIM3BKO JI0 iX JIBOTO Kparo, TO MOTPIOHO HAPOCTUTU KOPIHII JOKYMEHTIB Marnepom
TI€T caMo1 SIKOCTI, 10 ¥ HOCIT TEKCTY IOKYMEHTIB.

VY pa3i HagBHOCTI y cmpaBl He3aTpeOyBaHMX OCOOMCTHX JOKYMEHTIB
(TpymOBHX KHUXOK, IIOCBITYeHb, IUIUIOMIB, AaTECTaTiB, CBIJOITB TOIIO) I
JIOKYMEHTH BKJIAJIaI0ThCSl B KOHBEPT, SIKUW MiAIIMBAETHCS 10 CIIpaBu. KO Takux
JIOKYMEHTIB 3HAa4HA KIJIbKICTh, BOHU BHJIyYalOThCA 31 CIIPaBU 1 HA HUX YKJIAJA€ThCs
OKpPEMUU OIIHC.

9. OdopmnenHs OOKIAAMHOK (TUTYJIBHUX apKyIliB) CIpaB MOCTIHHOTO,
TpuBasioro (rmoxas 10 pokiB) 30epiraHHs Ta 3 KaJIpOBUX MUTaHb (0COOOBOTO CKIIATY)
BUKOHYIOTH 32 (OpMOI0, HaBeneHow B noaarky 18 nmo mux [IpaBun. TurynbHi



apKylIlll PEeKOMEHAYEThCS BUTOTOBISITU JIPYKaApChbKUM CHOCOOOM 1 3alOBHIOBATH
3MiHHY 1H(OpMaIIito BiJ pYKH.

[lepen mnepemaBaHHSIM COpaB 10 apXiBy YCTaHOBM B TEKCT Ha ix
oOknmaauHKaX  (TUTYJIBHUX  apKylllax) BHOCATBCA  HEOOXigHI  YTOYHEHHS,
MepeBIpsSIEThCSA  BIAMOBIIHICTh 3aroJIOBKIB CIpaB Ha OOKIAJUHKAX (TUTYJIBHHUX
JIUCTAx) 3MICTY HITIIUTHX JIOKYMEHTIB (3MICT JIOKYMEHTIB CIIpaBH B1J0OpaKaeThCs
y 3aroJIOBKY YITKO, CTHCIIO, y3arajibHEHO, 0€3 BTpaTu KOHKPETHUX XapaKTEPUCTUK
00’exTa omuMCcyBaHH:). Y pasi mOTpedH 0 3arooBKa CIpPaBH BHOCATHCS JTOAATKOBI
BITOMOCTI (IIPOCTaBISIOTHCS HOMEPH HakKasziB, MPOTOKONIB, BUAU 1 (GopMu
3BITHOCTI, BKa31BKM Ha HasBHICTb KOIN JOKYMEHTIB y CIpaBi). 3arojioBOK CIpaBU
Ha OOKJAJMHII Ma€ BIANOBIIATH 3arojlOBKy B OIKCI COpPaB CTPYKTYPHOTO
HiAPO3ALTY.

Ha oOkmanuHkax copaB (TUTYJIBHMX AapKyllax) MPOCTaBISIOTECS JaTH
JIOKYMEHTIB, YMIIIEHUX y KOXHY CIpaBy. SIKIIO crlpaBa CKIAJAEThCS 3 KUIBKOX
TOMIB (4YaCTHH), TO Ha KOKHOMY 3 HUX IPOCTABJIAIOTHCS KpaifHiI 1aTU JTOKYMEHTIB
(moyaTKy Ta 3aKiHYE€HHSI CTIPaB).

VY pasi 3a3HaueHHs TOYHUX KAJICHJAPHUX JaT 3a3HAYAIOThCA YHCIIO, MICSIlh
1 piK.

Yuciio 1 pik mo3Ha4YaroThea apaOChbKUMU 1M paMu, Ha3Ba MICSIS MUIIETHCS
CIIOBOM.

Akmio y copaBy BKIIOYEHO JOKYMEHTH (JOJATKHA TOUIO), JATH SKUX
BUXOJISITh 32 KpalHi JaTu CIIpaBH, TO HIDKYE IaTH CIIPABH 3 HOBOTO Psiika poOUTHCS
npo 1me 3amuc «Y chmpaBi € JOKYMEHTH 3a _ pokm». JlaTh MOXyTh He
3a3Ha4yaTHCs HA OOKIaAMHII (TUTYJIBHOMY apKyIill) CIpaB, IO MICTATh PIYHI IJIAHU
Ta 3BITHU, OCKIJIbKA BOHM BIIOOPAKEH1 Y 3ar0JIOBKaxX CIpaB.

Ha oOximanuakax crpaB (TUTYJIBHUX apKylllax) 3a3Ha4yaloTh KUIBKICTh
apKylIlliB y CIMpaBl BIAMOBIAHO /O 3aCBIIYyBAJIBHOTO Hamucy (0e3 BpaxyBaHHS
apKyIIliB BHYTPIITHBOTO OMHKCY Ta 3aCB1AUYyBaJILHOTO HAMHCY).

Ha oOxnaauHIl cripaBu B MPaBOMY BEPXHBOMY KYTI Ta HUKHBOMY JIIBOMY
KyTl 3a3HA4Ya€ThCs apXiBHUN MU CrpaBu (3a MOTOKEHHSIM 3 apXiBOM YCTaHOBHU
HOMEPHU 3BEJICHOTO OIMHKCY 1 apXiBHOTO (POHTY, HOMED CIIPABH 3a 3BEJCHUM OIHMCOM
MPOCTABIIAIOTHCS B apXiBl MICHIS 3aTBEP/KEHHS 3BEICHOTO omucy cmpas). s
MIPOCTABJICHHS apXiBHOTO MIM(PY MOXKE 3aCTOCOBYBATUCS IIITAMII.

VY pasi 3MiHM HailMeHyBaHHS ycCTaHOBHU (ii CTPYKTYpHOIO MiJIpO3ALIY)
NPOTATOM Mepiofy, KUl OXOIUTIOIOTh JOKYMEHTH CIipaBd, abo mij yac nepenayi
CIOpaBU 10 1HINOI YCTaHOBU (CTPYKTYpPHOIO MIAPO3J1y) Ha OOKIIAJUHII CIOpaBU
(TUTYJIBHOMY JIMCTI1) 3a3HA4a€ThCsl HOBE HAaWMEHYBaHHS YCTAHOBH (CTPYKTYPHOTO
N1IPO31TY), 8 MONIEPEIHE OEPEThCS B IYKKU.

Hanucu Ha oOknaanHKax crpas MOCTIMHHOTO Ta TpuBasioro (monas 10 pokis)
30epiraHHs poOJISATHCS YITKO YOPHUM CBITJIOCTIHKHM YOPHHIIIOM 200 MacTOIo.

VY pasi BMIIIEHHS Y CIpaBy HAJICKHUM YUHOM O(OPMIICHOTO THUTYJIHLHOTO
apKyIia, BUTOTOBJIEHOTO JIPYKapChKUM CIOCOOOM, Ha OOKJIAIWHIN CIpaBU
3a3HAuYal0ThCA JIMIIE HOMEPHU apXiBHOro (hoHAY, OMUCy 1 crpaBu. 3a00POHSAETHCS
HAKJICIOBaHHS TUTYJIHHOTO apKyllla Ha OOKIaIMHKY CIPaBH.



3. CkiaaganHs Ta 0oopMJIeHHS OMUCIB CIPaB CTPYKTYPHOTO MiPO3aiay

1. CtpykTypHI HiApO3AUTM yCTaHOBU 3000B’SI3aHI OMUCYBAaTH JOKYMEHTHU
nmocTiiHOro Ta TpuBajoro (moHax 10 pokiB) 30epiraHHs, 3 KaJapoOBUX MHUTaHb
(ocoboBorO CKIIaay) Yepe3 pik MiCis 3aBEPIICHHS CIIpaB y J1JI0BOJICTRI.

2. Ha cmpaBu tumMuacoBoro (10 10 pokiB) 30epiraHHs ONHCH HE
CKJIaJlaloThCA. Y pasl JKBiAaIii 4Yd peopraHizamiii yCTaHOBM TakKi OIMCH
CKJIaJat0ThCs 000B’A3KOBO.

3. Omucu cnpaB CTPYKTYPHOTO MiIPO3ALTY YCTAHOBH CKJIAAIOTHCS HIOPOKY
3a ¢opmMoro, HaBe[eHOW B aomatky 19 go mux IlpaBwmm, mocamoBoro ocoboro,
BIJIMOBITAJTFHOIO 33 JUJIOBOJICTBO Y CTPYKTYPHOMY MiIPO3AiMi, 3a METOJAMYHOT
JIOTIOMOTH apXiBY YCTaHOBH.

4. Homep omucy cmpaB CTPYKTypHOTO HiAPO3ALTY YCTaHOBH IOBHHEH
cCKiamatucs 3  OU(pPOBOro  MO3HAYEHHS  CTPYKTYPHOTO  MIAPO3ALTY 32
HOMEHKJIATypOIO CIpaB 3 JOJaBaHHSAM IIOYATKOBOI JITEpU HA3BU KaTeropii
JIOKYMEHTIB, 110 BKJIIOYAIOTHCS 1O OIMKCY, Ta YOTUPHOX LHU(PP POKY, B SKOMY
pO3IoYaTo CIpaBu, BKIIOYEHI 0 omucy. Hampukiaa, onucu crnpaB MOCTIHHOTO,
TpuBasuoro (nmonaj 10 pokiB) 30epiranHs Ta 3 KaApOBUX MUTaHb (0COOOBOIO CKIIAJTY)
CTPYKTypHOTO TiApo3ainy No 5, mo 0OJIKOBYIOTHCS 32 HOMEHKJIATYpOIO CIpaB i1
posmouari y 2014 poi, 6yayts Mmatu Taki Homepu: 5 [T —2014; 5 T —2014; 5 K —
2014 a6o 5 OC — 2014.

5. I1ix yac ckinaiaHHs ONUCIB CIIPaB CI1J TOTPUMYBATHUCS TAKUX BUMOT:

CIIPaBU KOKHOTO POKY CKJIaJat0Th PIYHUIA PO3/1I OMUCY CIIPaB;

MOPSIIOK HyMepallii CpaB B ONMKCY — BaJOBHIl 32 KUIbKa POKIB;

3aroJIOBKH CIPaB BHOCATH JO OIMHKCY BIAMOBIAHO A0 TPHHHATOI CXEMHU
CUCTEMaTHu3allli, K IpaBWJO, HA OCHOBI HOMEHKJATypu cClpaB (3a HEOOX1AHOCTI
3aroJIOBKY CIPaB PEAarylOThCs Ta yTOYHIOIOTHCS);

KOXHY CIIpaBy BHOCSTbH JIO OMHUCY 1]l CAMOCTIMHUM MOPSIAKOBUM HOMEPOM
(SIKIIT0 cIpaBa CKIIAJIAETHCS 3 KUTBKOX TOMIB, KOXKEH TOM OTPUMYE OKpEMHUIl HOMED,
SKIIO CIIpaBa CKIAJAETHCS 3 KUTBKOX YACTHUH OJTHOTO JOKYMEHTA, TO KOXKHA YaCTHHA
OTPUMY€E OKPEMUI1 HOMED);

y pa3i BHECEHHS JI0 OMUCY MiJPsij] KUIBKOX CIIPaB 3 OJIHAKOBUM 3ar0JIOBKOM
MOBHICTIO HABOJSITH JIMIIIE 3aT0JIOBOK MEPINOi CIIpaBU, a BC1 1HII OAHOPIIHI CIIpaBU
MO3HAYAIOTh CJIOBAMU «T€ CaMe», OJIHAaK pEeIITy BiJOMOCTEH TMpo CHpaBu
3a3HAYalOTh TMOBHICTIO (HAa KOXXHOMY HOBOMY apKyllll OINKCY 3arojoBOK
BIJITBOPIOIOTH MOBHICTIO);

rpady OMUCY 3aMOBHIOKOTH BIAMOBIIHO JO BIAOMOCTEH, BHHECEHHX Ha
OOKJIaIMHKY (TUTYJIBHUN apKyIll) CIIPaBU;

rpada omnucy «llpumiTka» BUKOPUCTOBYETHCA IS BIIMITOK IPO
0Cco0MBOCTI (PI3UYHOrO CTaHY CHpaB, MPO MEpeAaydy CIpaB IHIIUM CTPYKTYPHUM
1pO3/1JIaM, TIPO HASIBHICTh KOMiH JOKYMEHTIB Yy CIIPaBi.

6. Jlms posmominy copaB  BIAMOBIAHO JIO CXEMHU CHCTEMaTH3aIlii
nependayeHo Taki MpaBuiia:

CIpaBH BIJHOCATHCS 10 TOTO POKY, B SIKOMY X 3alpOBaJMIN B A1JIOBOJICTBI
a0o0 B IKOMY BOHHU HAJIWIUINA 0 CTPYKTYPHOTO MiAPO3ALTY JJIsl POIOBKECHHS,

TJIaHU, 3BITH, KOIITOPUCH W TOKYMEHTH JI0 HUX BIIHOCSATHCS JI0 TOTO POKY,
Ha sAKui a00 3a AKHUH 1X CKJIaJeHO0, He3aJeKHO BIJI JATH 1X CKIIaJaHHS;



MEPCIEeKTUBHI IUIAHU BIJTHOCATH JI0 TTOYATKOBOI'O POKY iX Aii, a 3BITH 3a IIi
POKH — JI0 OCTaHHBOT'O POKY 3BITHOIO MEPIOY;

CIIpaBH, SKI PO3MOYATO B OJHOMY CTPYKTYPHOMY MiJPO3/UTI Ta MEpesaHo
JUIS. TIPOJIOBXKEHHS J0 1HIIOrO MiApO3AUTy, HajekaTh TOMY MiAPO3AUTY, A€ iX
3aBepIIeHO (IIPU [IbOMY Ha3Ba MEPIIOro MiApO3aAUTy 0epeThCs B YKKH 1 MUIIEThCS
Ha3Ba OCTaHHbBOTO).

7. Onucu crpaB BEAYyThCS MPOTATOM KUTBKOX POKIB 3 BHUKOPHCTAHHSIM
€IMHOI HAacKpi3HO1 Hymepalii. CpaBu KOXKHOTO POKY CTAHOBISATH PIYHUM PO3ILT
OTIHCY.

8. VY KiHIIl OMHUCY 3allOBHIOETHCS MIJACYMKOBUHM 3amuC 13 3a3HAYCHHSIM
KUTBKOCTI (1npaMu 1 CJIOBaMH) CIIPaB, MO OOJIKOBYIOTHCS 32 OTIMCOM, TIEPIIOTO i
OCTaHHBOTO HOMEPIB CIpPaB 3a OIMKUCOM, a TAKOX OOYMOBIIIOIOTHCS OCOOJIMUBOCTI
HyMepallii cipaB B ONHUCI (JITEPHI Ta MPOITYLIEHI HOMEPH CIIPaB).

9.V piuHHil po3Als ONKCY CHpPaB BHOCSATHCS TAKOXK CIPAaBH, HE 3aBEpIICHI
MPOTATOM KaJEHAAPHOTO POKY. Y TaKUX BUMAAKAX Yy KIHIIl PIYHUX PO3ALTIIB OMUCY
KOXXHOTO HACTYIMHOTO POKY, MPOTATOM SIKOTO CIOpPaBU MPOJOBKYBAIHUCS B
JIJIOBOJCTBI, 3a3HA4YaeThCs: «J{OKyMEHTH 3a el piK JAMB. TaKOX Yy pO3AiUT 3a

pik, Ne ». 'padu 4, 5 popmMu onmcy He 3aMOBHIOIOTHCS.

10. Omnuc cmpaB CTPYKTYpHOTO MIAPO3JAUTY YCTaHOBHU MiANUCYETHCA
yKJIaJa4eM 13 3a3HAYeHHSIM MOro Mmocajau, MOTOJIKYEThCS 3 KEPIBHUKOM CIy:KOU
JIIJTIOBOJICTBA 1 3aTBEP/IKYETHCS KEPIBHUKOM CTPYKTYPHOTO MiAPO3ILTY.

11. Onuc cnpaB CTPYKTYPHOTO MIAPO3AUTY YCTAaHOBU CKJIAIA€ThCA Y JIBOX
NPUMIPHUKAX, OJUH 3 SKUX MEPEAAEThCS Pa3oM 3i ClipaBaMu 70 apXiBy YCTaHOBH, a
THIIMH 3aIMIIAE€THCS K KOHTPOJIBHUN MPUMIPHUK Yy CTPYKTYPHOMY HIAPO3.ILIIL.

12. Ha OcHOBI OMMUCIB CIpaB CTPYKTYPHUX MIJPO3AUIIB apXiB yCTaHOBH
rOoTy€e 3BEJIEHI OIKMCU CIpaB MOCTIHHOrO Ta TpuBaioro (moHagy 10 pokis)
30epira”Hs, 3 KaJpOBUX MHUTAaHb (OCOOOBOTO CKIaay) y MOPSAKY, BU3HAYCHOMY B
po3aini V nux [IpaBwi.

4. IlepenaBanHs crpas 10 apXiBy YCTAHOBH

1. CnopaBu mocTiitHoro Ta TpuBaioro (moHan 10 pokiB) 30epiraHfs, 3
KaJpOBUX MUTaHb (OCOOOBOro CKJaay) 4epe3 JBa POKM MICs 3aBEpIIECHHS iX
BEJICHHS B JIUTOBOJICTBI MEPEAAIOTHCS 10 apXiBYy YCTAaHOBU B YIOPSJIKOBAHOMY CTaHI1
JUTSl TIOJJANIBIIOTO 30€epiraHHs Ta KOPUCTYBAHHS.

CnpaBu mnoctiiHoro Tta TpuBajoro (moHaa 10 pokiB) 30epiraHHs
NEepealoThCs 10 apXiBy YCTAaHOBM 3a OINHMCAMH, CKJIQJCHHUMH 32 BUMOTAMH,
BU3HAYCHUMH Y IJ1aBi 3 IbOTO PO3LITY.

2. CopaBu TumyacoBoro (10 10 pokiB BKJIIOYHO) 30€piraHHs MOXKYTh
nepeaBaTUCs 0 apXiBy YCTAaHOBHU 3a PIIICHHSM i1 KepIBHUKA 32 YMOBHU HasIBHOCTI B
HbOMY BUTHHHUX TLJIOTII.

CnpaBu TumyacoBoro (10 10 pokiB BKJIIOYHO) 30€epiraHHs NepeatoThCs 10
apxiBy YCTaHOBM 3a HOMEHKJIATypolO crmpaB abo, Ha po3Cyl YCTaHOBH, 3a
3[1aBaJIbHUMH OMUCaMH JTOBLIBHOI (DOPMHU.

3. IlepenaBanHsi cpaB 10 apxiBy YCTaHOBHU 3IIMCHIOETHCS 3a Tpadikom,
NOTO/DKEHUM 3  KEpIBHUKAMU CTPYKTYPHUX MIAPO3AUNB 1 3aTBEpIKEHUM
KEpPIBHUKOM YCTaHOBH.



4. SIx11o okpemi cripaBu HEOOXI1THO 3aTUIIUTH Y CTPYKTYPHOMY MiApO3AiT
JUIsL IOTOYHOiI poOOTH, apXiB YCTaHOBU O(OpMIIsiE BUAAUy CHOpaB y THUMYACOBE
KOPUCTYBaHHSI.

5. [linroroBka cnpaB CTPYKTYPHOTO HIAPO3AUTY JJIsi IepeAaHHs A0 apXiBy
YCTaHOBH BKJIIOYAE MEPEBIPSHHS MPABWILHOCTI (HOPMYBaHHS JOKYMEHTIB y CIIPaBH,
BIIMOBIJHICTh 3arojIOBKIB CIIpaB 3MICTy BMIIIEHUX JO CHpaB JOKYMEHTIB,
oopmIleHHSI TOKYMEHTIB KOXXHO1 CIIpaBH, OQOPMIICHHSI CIpaB Ta BiAMOBIIHICTH
CHpaB HOMEHKJIATYP1, 3aTBEP’KEHIN KEPIBHUKOM YCTAaHOBH.

VY pa3i BUABICHHA HENONIKIB y (opMyBaHHI Ta OGOpMIIEHHI CHpaB
MPAaLiBHUKU CTPYKTYPHUX MIAPO3/1TiB 30008’ s13aH1 IX YCYHYTH.

ChnpaBu 10 apxXiBy YCTaHOBH JOCTaBISIOTBCS — MpAIliBHUKAMU 11
CTPYKTYPHHX IiIPO3ALTIB 3B’ 13aHUMU (YITAKOBAHWMH ) HAJIC)KHUM YHHOM.

6. Y pasi BIACYTHOCTI CIIpaB CTPYKTYPHUX HIAPO3ILIIB, IO 3HAYAThCS B
OIHKCaX, YXKHUBAIOThCSA 3aX0/AM, NependadeHi MyHKTOM 9 riaBu 2 posauty V nux
IIpaBui.

7. llpuiiMaHHs-TIepeJJaBaHHsI KOXKHOI CIPaBU 3A1MCHIOETHCSA TMPaIliBHUKOM
apxiBy YCTaHOBH B MPHUCYTHOCTI TMpalliBHUKA CTPYKTYPHOTO MIiAPO3ILITY, SKUN
nepeae ynopsajakoBadi Ta opopmiieHi cripaBu. [lpu boMy B KO)KHOMY MPUMIPHUKY
OIMKCY CHpaB PoOATHCA MO3HAYKU MIPO MPUUHATTS Ti€i a0o 1HIIOI cripaBu. Y KIHII
KOXXHOT'O IPUMIPHHKA OMKCY CIIpaB POOIATHCSA HU(ppaMu Ta CIOBAMHU NMO3HAYKHU MIPO
(aKTHUYHY KUIBKICTh CIpaB, IO MepeJaHl A0 apXiBy YCTaHOBH, HOMEpHU CIIpaB, 1110
BIJICYTHI, JlaTy NpUiIMaHHs-TIEpeaBaHHs COpaB 1 CTaBIATHCS MIANUCU OCIO, sKi
31aBAJIM Ta IPUKMMAaJH CITPABH.

OnuH NpUMIpPHHUK OMKCY MOBEPTAETHCS CTPYKTYPHOMY MiJIPO3ALTY, YC1 1HII
3aJIMIIAIOTHCS B apXiB1 YCTAaHOBH.

5. I'paHMYHi CTPOKM TUM4YACOBOI0 30epiraHHsi JOKYMEHTIB B apXiBi YCTAHOBH

1. YCTaHOBMIOIOTBCA Takli TPaHUYHI CTPOKHM THMYACOBOTO 30epiraHHs
JIOKyMEHTIB B apXiBl YCTaHOBU: Il JTOKyMeHTiB BepxoBuoi Pagum VYkpainw,
Anminictpamii  Ilpesmpgenta  Vkpainu, Kabinery  MinictpiB  Ykpainuy,
Koncrurymivtnoro Cyny VYkpainu, BepxosHoro Cyny VYkpainu, Bumioro
CHEIaTi30BaHOTO CYQy YKpaiHW 3 PO3MIANYy HIMBUIBHUX 1 KPUMIHAJIBHHUX CIIPaB,
Buiioro aaMiHicTpaTUBHOTO cyAy YKpaiHu, Buimoro rocmnogapcbkoro cymy
Vkpainu, ['enepanbHoi mpokypatypu Ykpainu, lleHTpanpHoi BHOOpYOi KOMicii
Vkpainu, PaxynkoBoi mnanatu VYkpainu, HamionansHoro ©OaHkKy VYKpainu,
MIHICTEPCTB, I1HIIMX UEHTPAJIbHUX OpraHiB BHUKOHABYOI BIaAM Ta JAEp>KaBHHUX
OpratiB 1 6e3mocepeIHbO MIAMOPSIAKOBAHUX M opraHi3aiiii — 15 pokiB;

st jokymeHTiB BepxoBHoi Pagu ABroHoMHOi Pecnybmiku Kpum 1 Paau
MiHICTpiB ~ ABTOHOMHOI  PecnyOmiku  Kpum, obnacuux, KwuiBcbkoi Ta
CeBacTOmNoONbCHKOI MICBKUX pajl 1 JepKaBHUX aJIMIHICTpalii Ta Oe3rmocepenHbo
MAMOPAIKOBAHUX iM OpraHi3alliid, ToCoAapChbKuX CyniB ABTOHOMHOI PecmyOumiku
Kpum, obnacreit, mict Kuea Ta CeBacTomnosis, OKpy>KHUX aMiHICTPAaTUBHUX CY/IIB,
a TaKOX IHIIUX CYy[iB, Meper0adyeHuX IMPOLECyaIbHUM 3aKOHOM, aNeNsIiiHUX
CYZiB, ameNALiiHUX TOCTIOAAPCHKUX CY/IB, aneNAliiHuX aaMIHICTPATUBHUX CY/IIB,
K1 YTBOPIOIOTBHCSI BINMOBILAHO 10 yKaszy llpesunmenta Ykpainu B anensiiiHUX
OKpyrax, perioHaJIbHUX IPOKypaTyp, BIMCBKOBUX TMPOKYpaTyp pETIOHIB,
TEPUTOPIATILHUX OPTraHiB UEHTPAIBHUX OpraHiB BUKOHABYOI Bliagu — 10 pokiB;



JUIs JOKYMEHTIB palloHHUX, paloHHMX y Mictax KueBi Ta CeBacrtomnosi
JepKaBHUX aJIMIHICTpallii, OpraHiB MICIIEBOTO CaMOBPSIyBaHHs Ta 0€3MOCEPETHBO
MIMOPSAAKOBAaHUX iM OpraHizalliid, palOHHUX, MIKpalOHHUX, PaHOHHUX y MICTaX,
MICBKHUX, MICBKPAaOHHUX CY/iB, TEPUTOPIAIbHUX OPraHiB LEHTPAJIbHUX OpPraHiB
BUKOHABYOI BJIaJIU, & TAKOXK CLUTLCHKOTOCTIOAPCHKUX MIAIPUEMCTB — 5 POKIB;

JUIS 3aIIMCIB aKTIB IIMBIJILHOTO CTaHy, 3alIMCIB HOTaplaJbHUX MiH 1 CyI0BUX
CIpaB, JOKYMEHTIB 3 KaJpOBHUX MHUTAaHb (0COOOBOTO CKIIATY), TOCMIOAAPCHKUX KHHT,
JIOKYMEHTIB 3 MPUBATH3aIlii )KUTI0BOrO (POHIY — 75 POKIB.

2. Ctpoku 30epiraHHsi MO0 KOHKPETHHX JOKYMEHTIB MOXYTh OyTH
3MiHEHI 3a TIOTO/DKEHHSM 3 BIAMOBIIHOIO JCP)KAaBHOIO apXiBHOK YCTaHOBOIO,
apxiBHUM BIJIIIOM MiChKO1 paau. [IpogoBxeHHs CTpOKiB 30€piraHHsa JOKYMEHTIB B
apxiBl YCTAaHOBH JOMYCKA€ThCS 3a MOTPEOM KOPUCTYBaHHS JOKYMEHTaMH 31
CIIy’KO0BOIO METOI0, Y pa3l HEMOXKJIMBOCTI IPUUHATH JOKYMEHTH Ha 30€piraHHs /10
JIep>KaBHOI apXiBHO1 YCTaHOBH, apXIBHOTO BIJILTY MICBKOI paju.

3. Ilicnst 3aKiHYEHHSI TPAHUYHUX CTPOKIB 30€piraHHs JOKYMEHTHU, BIJIHECEHI
no HA®, mnepenmaroTbecss Ha TIOCTIHHE 30epiraHHsS BIANOBIAHO JI0 TOPSIKY,
BU3HA4YeHoro y riasi 1 pozaury XIV nux [pasui.

VII. CkiagaHHs apXiBHHUX ONKCIB CIIpaB
1. Iopsanok cKIaJaHHSA PIYHUX PO3JALTIB 3BEACHUX OMMCIB CIIPAB YCTAHOBH

1. IligroToBKa pIYHUX PO3AUIIB 3BEICHHUX OMNHUCIB CHpPaB MOCTIHHOTO
30epiranHs, TpuBanoro (moHaa 10 pokiB) 30epiraHHs Ta 3 KaJpOBHUX IUTaHb
(0ocoboBOTO CKIIaay) MOKIIAIAE€ThCS HA apXiB YCTAHOBHU.

2. SIkuio B yCTaHOBI CTBOPHOETHCS 3a pik 10 20 copaB, 3BEACHUN OIUC
JO3BOJISIETHCS CKIIAJATH 32 KUIbKA POKIB, ajie He OUIbILIE HIXK 32 I’ SITh POKIB.

Ha cnenudiyuHi 115 KOHKPETHOI yCTaHOBM CIIpaBu (CyAOBI, CIiA4l, HAYKOBI
3BITH TOIIO) CKJIAJIaI0Th OKPEMI OTTUCH.

3. 3BeeHl ONMUCH COpaB CKJIAJIal0Th HA OCHOBI PIYHUX PO3ALTIB OIKCIB
CIpaB CTPYKTYPHUX MIAPO3JAUIIB, Y TOMY YHCII BIJOKPEMIICHHX CTPYKTYpPHHUX
Miapo3aUIiB 06€3 cTaTyCcy IOPUAMYHOI 0cOOU, a B OE3CTPYKTYpHUX yCTaHOBaxX — Ha
OCHOBI 3B€JICHOT HOMEHKJIATYpH CIPaB 3a TOW CaMHi1 PiK.

B ycranoBax, mo He MawTh CTPYKTYpHOTO TOJITYy, apXiBHI OIHUCH
CKJIQJA0ThCA 3a HAMPSAMAaMM I1sUIbHOCTI YCTAHOBH.

4. ITopsatoK YHECEHHS 3aroJIOBKIB CIIpaB y pIYHUN PO3/id 3BE€AEHOTO OMUCY
—aHaJIOTIYHUHN MOPSIIKY, 3a3HAYEHOMY B MyHKTaX 5 Ta 6 riaBu 3 po3auty VI mux
ITpasui.

3aroyioBKM  crpaB, IO MICTIATh JOKYMEHTH 3a JEKUIbKa POKIB,
BKJIIOYAIOTBCA Yy PIYHUN PO3ILT  3BEACHOTO OMKMCY BIAMOBIIHO JO BHUMOT,
BUKJIAJICHUX Y MYHKT1 9 TJIaBU 3 po3auTy VI nux IIpasu.

5. Tlepin HiK BKJIFOYATH 3aroJIOBKU CIPAB JO PIYHOTO PO3JLITY 3BEICHOTO
OMHCY HEOOXITHO 3BIPUTH 3aroJIOBKH CIPaB 3 OMUCAMHU CIPaB CTPYKTYPHUX
MiIPO3AUTIB (711 OE3CTPYKTYPHUX YCTAaHOB — 31 3BEJICHOI0 HOMEHKIIATYPOIO CIIPaB
3a TOM caMui piK), MEPEBIPUTH PABUIBHICTH (POPMYBaHHS Ta OOPMIICHHS CIIPaB.

6. 3arosioBKu crpaB, c(hOPMOBAHUX MICIIS 3aTBEPKEHHSI PIYHOTO PO3ILTY
3BEJIEHOTO OIMKCY CIPAB YCTAaHOBH, BKIIOYAIOTH IO PIYHOTO PO3ALTY Ml JITEPHUMHU
HoMepamu (Hanpukiana, 10-a, 284-6 Toiio) abo BMIIIYIOTh Y KiHIIl PIYHOTO PO3JILITY



OMHCY 3a iX BaJIOBOIO HyMepailiero. Bubip Toro um Toro BapiaHTy 3aJIeKUTh BiJ
KUTBKOCTI TaKUX CIIPaB.

7. PiuHl po3niiv 3BEACHUX OIUCIB CIpaB HYMEPYIOTHCA y BaJIOBOMY
MOPSIKY 3a BUMOTaMH, BCTAaHOBICHHUMH Y TJaBi 7 IBOTO PO3IITY, JO HHUX
CKJIQIal0ThCS IMiJICYMKOBHUH 3alUC Ta 3aCBIAYyBAIILHUN HAIUC 3TiHO 3 BUMOTaMH,
BU3HAUECHUMH Y TJaBi 5 IBOTO PO3MITYy, a TaKOXK MEPEeaMOBa, IO CKIATAETHCS
BIJIMIOBITHO /10 IYHKTY 2 TJIaBU 6 IbOTO PO3/ILTY.

PiuHi po3ninu 3BeJCHUX OMHCIB CIpaB HE MIAIIMBAIOTH 1 HE ONMPaBISAIOTH;
BOHH MOBUHHI 30epiraTucs B TeKax 3 KJaraHaMu abo 3aB’sI3KaMH.

8. PiuHuii 3BeieHUI OMHC CIpaB CKIAA€ThCA HE Mi3HIIIE HDK Yepe3 JBa
POKH MiCIisl 3aBEPIICHHS CIIPAB Y ALTOBOJICTBI.

2. Criaaganasa 1a oGoOpMJICHHS PIiYHOr0 PO3AiJy ONMUCY CIPAB MOCTIHHOIO
30epiranHs

1. PiyHuiéi po3mim 3BEJEHOTO OIKCY CHpaB TMOCTIMHOrO 30epiraHHs
CKJIa/Ial0Th 32 BCTAHOBJIEHOIO (popMoOro, HaBeaeHOoIo B foaatky 20 no nux Ilpasui.
Jlo HBOrO BKIJIIOYAIOTH yCl1 3aroJIOBKM CHpaB, M0 (OPMYBAIUCA B CTPYKTYPHHX
HiAPO3/Iax YCTaHOBH BIPOJOBXK POKY, a TAKOXK 3ar0J0BKH CIIPaB 13 TIOKyMEHTaMH,
BUJIYYEHUMH 31 CIpaB TUMYAcOBOIo 30epiraHHs, ski Manu mno3Hauky «EITK».
Cucremarnsanis 3arojoBKIB CIpaB B OMNUCY IOBHHHA BIANOBIAATH MOPSIKY,
BU3HAYCHOMY Y 3BEJ€HI HOMEHKJIATYyp1 CIIpaB YyCTAHOBH 3a L€l caMuil piK.

2. Piunuii 3BeeHUI OMUC CIpaB MOCTIMHOrO 30€piraHHsl CKIAJAETHCS Y
YOTUPHOX NpUMIpHUKaX, sKi micig cxBaieHHs EIIK BianmoBigHOro aep:kaBHOTO
apxiBy 3aTBEP/KYIOTbCSI KEPIBHUKOM yCTaHOBH. OJMH MPUMIPHUK HAINpPaBIISETHCS
Jep’KaBHOMY apXiBy (apXiBHOMY BTy MICBKOI pajin), Y 30HI KOMIUIEKTYBaHHS
akoro mnepeOyBae ycraHoBa. Jpyruil — 30epiraeTbcsi Ik HEAOTOPKAHHUM B apXiBi
yctaHoBU. TpeTiii Ta 4eTBepTUH MPUMIPHUKU PO3/UTY ONUCY BHUKOPUCTOBYIOTHCS
apxiBOM 1 CiIy>k00l0 JIJIOBOJACTBA JUIsl MOTOYHOI'O TOLIYKY CHpaB 1 y pasi ix
nepeJaBaHHs Ha TMOCTiHE 30epiraHHs HaIXOASATh JO JEpPKaBHOIO apXiBY
(apx1BHOTO BTy MICHKOT pajin).

3. VYcranoBu, mo 30epiratoth gokymeHTH HA® mocTtiitHo B ceOe,
CKJIQJA0Th PIYHI PO3MALIN 3BEJCHOTO OMUCY CIpaB MOCTIHHOTO 30epiraHHs y JIBOX
MPUMIpHUKAX.

IToromxkeni EITK BiAMOBIAHOTO JEpKAaBHOTO apXiBYy OIKMCH 3aTBEPKYE
KEepIBHUK ycTaHOBU. [lepmmii mpuMipHUK onucy 30epiraeTbCcsi B apXiBl yCTaHOBH, a
JIpYTuil — y ciiy>k01 1IJI0BO/ICTBA.

4. 3arojoBKM CHpaB, BKIOYEHUX IO PIYHOrO PO3AULY 3BEIECHOTO OIHUCY
CIpaB MOCTIHHOTO 30epiraHHs, HyMEepyIOTh Yy BAJIOBOMY MOPSIIKY /10 yucia 9999. B
YCTAHOBAX 3 PIYHUM JOKYMEHT00O0Irom 10 600 JOKYMEHTIB JOLLUIBHO 3aKIHUyBaTH
3BEJICHUH OIHKC 3 KUIBKICTIO cripaB 999.

3. CxaananHa Ta 0(pOpMIICHHS 3BEJEHOT0 ONMUCY cnpaB TpuBajaoro (monan 10
POKiB) 30epiranns

1. Piunuii po3ain 3BeaeHOro omucy cmpas TpuBasioro (monan 10 pokiB)
30epiradHs CKIagaeThes 3a popMoro, HaBeneHoto B nofaTky 21 go mux [Ipasun. Jlo
OIKCY BKJIIOYAIOTh 3ar0JOBKH CIPAaB, IO YTBOPHJIUCS B JISJIBHOCTI CTPYKTYPHHUX
MIJPO3/I1TIIB YCTAHOBU 1 MAarTh BIANOBIIHO JI0 3BEICHOI HOMEHKJIATypu CIIpaB



cTpoku 30epiranHs moHas 10 pokiB, a Takox 31 CTpOKOM 30epiranHs «/lo mikBigarii
yCTaHOBW» (OKPIM JIOKYMEHTIB 3 KaJJpOBUX MUTaHb (0COOOBOTO CKJIAY)).

Cucremarusallis 3aroJioBKiB CIpaB Yy I[bOMY OMHCY NMOBHMHHA BIIIOBIIATH
MOPSJIKY, BUBHAYEHOMY Yy 3BEJICHIM HOMEHKJIATypl CIpaB yCTaHOBU 3a Il caMuit
pIK.

2. Onucu cnpas TpuBanoro (moHaa 10 pokiB) 30epiraHHsl CKJIAIalOThCS Y
JBOX TpuUMIpHUKax Ta cxBamoloTeess EK ycranoBu. Ommcu chpaB TpUBajoro
(monax 10 pokiB) 30epiraHHA YCTaHOB, y JMiSUIBHOCTI SIKHX HE YTBOPIOIOTHCS
nokymeHTd HA®, momatotees Ha cxBaieHHss EK oprany Bumoro piBHa (3a
HasIBHOCTI).

Onucu cnpa TpuBajoro (moHaa 10 pokiB) 30epiraHHs TOMAOTHCS Ha
noromkeHHs: EIIK nepxaBuoro apxiBy abo cxBaienns EK apxiBHoro Biamiity
palionHoi, palioHHux y micrtax Kueni 1 CeBacromosi Aep)KaBHUX aJMIHICTpalliif,
MICBKOI pajii 3a PIICHHSIM IIUX KOMICIi.

3. Y pa3i mikBigamii yCTaHOBH, Y JISUIBHOCTI SIKOI HE YTBOPIOIOTHCS
nokymeHTH HA®, omuc tpuBamoro (monas 10 pokiB) 30epiraHHs JOKYMEHTIB
nepepooIsiETbCsl 3 METOK  BHUOKPEMJICHHS  JTOKYMEHTIB, TIIOB’A3aHUX 13
3a0€3MEeUYEeHHSIM COIIIAIbHOTO 3aXUCTy TpoMajisiH, Ta miciig cxBasienHss EK ycranoBu
ta EK oprany Bumoro piBHA (32 HasgBHOCTI) OOOB’SI3KOBO TIOJIA€THCA Ha
norojpkeHHst EIIK nepskaBHoro apxiBy abo cxBaieHHs EK apxiBHoro Bimaimy
palioHHOi, palioHHuX y mictax Kuei 1 CeBacTomnoii JepaBHUX aMIHICTpaIlil,
MICBKOI paju.

4. CxBaJjieHi Ta MOTrOJKEH1 OMKCH CIPaB 3aTBEP/KYE KEPIBHUK YCTAHOBHU.

[lepmmii NpPUMIPHUK PIYHOTO PO3JLTY ONUCY 30epiraeTbCsi B apXiBi
YCTAaHOBH SK HEIOTOPKAHHHWM, a JpPYyrud € poOOYMM 1 BHKOPHCTOBYETHCS B
MpPaKTUYHIN pOOOTI.

5. 3aroyioBKM crpaB, BKIIOYEHHUX JIO PIYHOTO PO3JLTY 3BEACHOTO OIMHUCY
cnpaB TpuBayoro (moHaa 10 pokiB) 30epiraHHs, HyMEPYIOTh Y BAJIOBOMY MOPSIKY
110 yncia 999.

4. CkaananHs Ta o(pOpMJIeHHS 3BEIE€HOr0 ONMUCY CIPaB 3 KAAPOBUX NUTAHb
(ocobGoBoOrO CKRIIATY)

1. 3BemeHuil omnuc chnpaB 3 KaapoBUX MUTaHb (0COOOBOro CKJamy)
CKJIaJIa€ThCs 3a (HOPMOIO, HABEICHOK B A0aaTKy 22 a0 1ux [IpaBui. Onuc MiCTUTH
JIOKYMEHTH, 1110 CTBOPIOIOTHCA B JISUIBHOCTI KaJIpOBOi, OyXTalTepChKOl CIyk0 Ta
CITy’)kOM OXOpPOHHM TpaIli yCTaHOBH, Ta 32 HOMEHKJIATYPOIO CIIPaB YCTAaHOBU MAarOTh
cTpok 30epiranns nonana 10 pokis.

2. 3aroyioBKu CIpaB ONHUCY 3 OCOOOBOrO CKJIaAy CHCTEMaTH3yIOTh 3a
HOMIHAJILHOIO 03HAKOIO B TaK1i MTOCJI1JOBHOCTI:

Haka3d 3 KaapoBHX MHUTaHb (0COOOBOTO CKIamy), MIO MiJISATAI0Th
TpuBajgomy 30epiransio (75 pokiB);

0OJIIKOB1 IOKYMEHTH (CIIUCKHU MPAIliBHUKIB YCTAHOBH);

KHUTH (KypHaIM) 00JIIKY HaKa3iB 3 KQAPOBUX MUTAHb (0COOOBOTO CKIIATY);

KapTKH 3 00J1iKy 0COOOBOTO CKIIAIY;

0co0oBi cmpaBu (y TOMY 4YHCHI 0OCiO, MPEACTaBICHUX O MPUCBOEHHS
MOYECHUX 3BaHb), aTECTallliH1 CIIpaBHU, IEPCOHAIbHI CIIPABH;



KOHTPaKTH, TPYIOB1 JOTOBOPH, 1110 3aMIHIOIOTh HaKa3u 3 KaJpPOBUX MHUTAHb
(ocoboBoro ckiany);

OyxraiaTepchki JOKYMEHTH (0C000B1 paxyHKH 13 3apOoOITHOI IIJIaTH, a B pasi
iX BIJICYTHOCTI — PO3pPaxyHKOBI BIJIOMOCTI 13 3apIlJIaTH);

JOKYMEHTH TIpo aTecTaiiro 1 Tapudikaiio (Ttapudikaiiifdi BiJIOMOCTI
(ciuckm));

JOKYMEHTH TIPO TIPOBEICHHS aTecTallli Ta BCTAHOBJICHHS KBaTi(iKarlii;

HAropojHa JIOKyMEHTallis;

JOKYMEHTH TMpO HEIACHI BHIAJKU HAa BUPOOHHUITBI (aKTH, MPOTOKOIH,
BHCHOBKH, )KypPHAJIH);

He3zaTpeOyBaHI OCOOMCTI JOKYMEHTH TNpAIIBHHUKIB (TPYJOBI KHUXKH,
BIMCHKOBI KBUTKH, TUIVIOMH, aT€CTATH TOIIIO).

3. Oco6oBi cmpaBu (0coOOBI KapTKH) BHOCSTh 1O OIKMCY 3a POKOM
3BUIBHEHHS TI0CAI0BUX 0Ci0 B anaBITHOMY MOPSAIKY iX MPI3BUIII.

4. 3anexHO B 00CATYy O0COOOBI CHpaBU BHOCSATHCA JI0 OMHCY K OKpeMi
OJIMHUILIl 30epiranHs abo TpyMmyloTbcs 3a andaBiTOM B OKpeMi CIpaBU-HApSIHU,
KOXKHY 3 SIKMX BKJIIOYAIOTh /10 ONHUCY 1]l CAMOCTIHHUM HOMEPOM, HAlIPUKJIA;

21. Oco6oBi cripaBu 3BUIBHEHUX MPAIIBHUKIB 3 MPI3BUIIAMH 3 JITEPU «A»
o Jitepy «K».

22. Te came, 3 Ipi3BUILAMH 3 JiTepH «JI» 1o mitepy «SI».

5.V cnpaBu-HapsAau BMILIYIOTh BHYTPIIIHIA OMUC YCIX OCOOOBHUX CIpaB 13
3a3HAYEHHSIM HOMEPIB CTOPIHOK KOKHOI 0c000BOi cripaBu. CPopMoBaH1 y clipaBu-
Hapsad OCOOOBI CHpPaBH BIJOKPEMIIIOIOTH OJHA BiJ OJHOI YHCTUMHU apKyllaMu
narnepy, /€ 3a3HayaloTh Mpi3BUINE, 1M’s, O OaThbKOBI OCOOHM, Ha SIKy 3aBEJICHO
CTIpaBy.

6. Oco0o0BI KapTKH TakoX (POPMYIOTh y CHpaBU-HapsiAu B an@aBITHOMY
MOPSJIKY, HATTPUKJIIA:

Oco00Bi1 KapTKH 3BUTbHEHUX MpaiiBHUKIB (. T-2) 3 mpi3Bumamu 3 JiTepu
«A» 1o mitepy «Hy».

7. Oco00B1 paxyHKU MPaIiBHUKIB (POPMYIOTh Y XPOHOJIOTIYHOMY TOPSIIKY
3a angaBiTOM MPI3BUII MPAIIBHUKIB 00 CTPYKTYPHUM MPUHIIUIIOM, HAITPUKJIIAI:

Oco00B1 paxyHKH MpaliBHUKIB 3 MPI3BUIIAMU 3 JITEPH «A» MO JITEpy
«M».

Oco00B1 paxyHKH MpalliBHUKIB BIJILTY IOCTa4YaHHS Ta 30yTYy.

8. 3aneHo BiJ KUJIBKOCTI 0COOOBHUX CITpaB Ta 0COOOBUX KapTOK HAa 0COOOBI1
CIIPABU Ta KapTKU 3BUIbHEHUX MPAI[iBHUKIB MOYKE CKIIAJaTHCS OKPEMUII OIKC.

9. Onucu cmpaB 3 KaJpoBUX MHUTaHb (OCOOOBOTO CKJIAJy) YCTAHOB, Yy
TiSUTBHOCTI  SIKHX ~ yTBOPIOIOTBCA  AokyMeHTH HA®D, ckimagailoTh y TphOX
npuMipaukax. Iloromxeni EIIK BignmoBigHOrO JepKaBHOTO apXiBy OIUCH
3aTBEPAKY€E KEPIBHUK YCTAHOBH.

[lepmmii NpPUMIPHUK PIYHOTO PO3IITY OMUCY 30epiraeThCs B apXiBi
YCTaHOBU SIK HEJOTOPKAaHHWM, a JApPYyruil € poOouMM 1 BUKOPHUCTOBYETHCS B
IPaKTHYHIA POOOTI.

Tperiii HaacumaeTbCsl AJIE KOHTPOJIIO JEPKABHOMY apXiBy (apXiBHOMY
BIJIUTY MICBKOI pajifi), y 30H1 KOMIUIEKTYBaHHS SIKOTO Iiepe0yBae yCTaHOBA.

10. Onucu cnpaB 3 KaJpoBUX MUTaHb (OCOOOBOTO CKIIaay) YCTaHOB, y
JUSTBHOCTI SKUX HE CTBOpIOIOThea JokymeHTH HA®D, cknagatoth y ABOX



npuMipaukax. Ilicns moromkenuss omwuciB EIIK pepkaBHoro apxiBy abo EK
apXiBHOTO BIJILTY palloHHOI, palioHHUX Yy MicTax Kueni 1 CeBacTomnosi epKaBHUX
aAMIHICTpaIliii, MICBKOI paaud IX 3aTBEp/Ky€ KEpiBHUK ycTaHoBW. [leprmit
MPUMIPHUK PIYHOTO PO3ILIYy OINHUCY 30epiracThCsd B apXiBl YCTaHOBU SIK
HEJIOTOPKAaHHUM, a IPYTUi € pOOOYNUM 1 BAKOPHUCTOBYETHCS B IPAKTUYHIN pOOOTI.

11. 3aronoBku cropas, BKIIOUYEHUX JO PIYHOTO PO3IUTY 3BEACHOTO OIMUCY
CIpaB 3 KaJpOBUX NUTaHb (0COOOBOro CKIaAy), HyMEPYIOTh Y BAJIOBOMY HOPSIKY
1o yncna 999.

5. IlincymkoBuMii 3anKC Ta 3acBiAYyBaJbLHUI HANMC 0 APXiBHUX OMHUCIB CIPaB

1. CymapHuii 00K crpaB 3aKpITUTIOETHCS Y MIJCYMKOBOMY 3aIUCl, KU
CKJIa/IaloTh JJIsl BCIX apXiBHUX OMHUCIB crpaB. [licis oCcTaHHBOI CTATTI KOKHOTO
ONHKCY 3a3HauYalTh (UppamMu Ta clIOBaMH) (PAKTUYHY KUIBKICTh CIIPaB, YHECEHHX
JI0 PIYHOTO PO3/LITY OIKCY, & TAaKOX BKa3yHOTh OCOOJIMBOCTI HyMepallii crpas
(HasIBHICTD JITEPHUX Ta MPOIYyIIeHUX HOMepiB). Hanpukia:

VY ue#t onuc BrimoveHo 250 (asicti m’staecsat) copa 3 Ne 1 mo Ne 250, y
TOMY 4uCl: JiTepHi HomepH: 50a, 145a, 1456; npomnymieni Homepu: 170, 205.

2. KoxHy 3MiHy 3arajpHOi KIJIBKOCTI CHpaB B OIUCY, IOB’SI3aHY 3
HAJXOJKEHHSM, BHOYTTAM, OO ’€lIHaHHSAM, po3(OpMyBaHHSAM CIpaB TOILIO,
(GIKCYIOTh Y TIJCYMKOBOMY 3alKCl 3 TOCHJIAHHAM Ha BIJITOBIIHI JOKYMEHTH, IO €
M1JICTaBOIO ISl BHECEHHSs 3anucy. [Ipuknaau:

o omnucy BkimoueHo copaBy Ne 78-a. IlimcraBa: akT mpo mepeBIpSHHS
HasIBHOCTI 1 cTany cnpas Big 17.01.2015 Ne 3;

Copau 3 Ne 112 mo Ne 115 BukmroueHo 3 omucy. IlimcraBa: akT mpo
HEecTauy

apxiBHHX crpaB (10kyMeHTiB) Big 12.06.2014 Ne 2;

CnpaBu NeNe 50, 58, 70 Bunmyueno. [lizcraBa: akT nmpo BWIYYEHHS CIpPaB 3
HA® Bix 12.01.2014 Ne 1;

CnpaBy Ne 200 posdopmoBano. Hoxymentu crnpaBu Ne 200 yacTKOBO
BKitoueHo B crupaBy Ne 180. Cropasu 134 ta 136 06’e¢mnano. IligcraBa: akT Bin
20.01.2015 Ne 1.

3. Ilicns BHECeHHs B OINUC JOJATKOBUX 3allMCIB CKJIaJal0Th HOBHM
M1JICYMKOBHUH 3aluc A0 onmucy. Y pasi BUOYTTs cipaB 3 onucy B rpadi «IIpumitkan
MPOTU KOXKHOT CIIPaBH, 110 BUOYJIa, poOJIATh MO3HAUKy «Bulynay.

4. Inst o0niKy KUIBKOCTI apKyLIiB PIYHOTO PO3/ILITY 3BE€JEHOTO OMKCY CIIpasB,
dikcanii ocoONMMBOCTEH HyMmepalli ONMUCy Ha OKPEeMOMY apKyIlll CKJIaJda€eThCs
3aCBIAYYBaJbHUI HAIMKC JI0 PO3JALTY OMKCY, SKUH PO3MILIYIOTh HAIIPUKIHILI PIYHOTO
po3nuty 3BeneHoro omnucy. dopma 3acBIIUYBaIBLHOTO HAMUCY 10 PO3ILIY OMHUCY
HaBeJeHa y noaatky 17 mo uux [Ipasui.

6. IlepenmoBa 10 3BeleHUX APXiBHUX ONMCIB CIIpaB

1. JIo KOXXHOTO PIYHOTO PO3JLTY 3BEIECHOTO OMUCY CIpPaB MOCTIHHOTO
30epiranus, TpuBajoro (monan 10 pokiB) 30epiraHHs Ta OMKUCIB CHpPaB 3 KaJpOBHUX
nuTaHb (0COOOBOTO CKIIANy) CKIAAI0Th MEPEIMOBY, 110 € €IEMEHTOM JOBIKOBOTO
amapary J0 pi4YHOTO PO3iTYy 3BEJICHOTO OMHUCY CIIPaB.

2. [lepenMoBa 10 ONHUCY CKIIAAETHCS 3 IBOX YACTHH:

nepia — iICTopis yCTaHOBH-(OHI0YTBOPIOBAYa;



npyra — ictopist GoHTY.

VY mepiriii yacTUHI MEepeIMOBU HABOJSTH Y XPOHOJIOTIYHINA MOCIII0BHOCTI
BIJIOMOCTI TpPO 3MIHM 3a BIAMOBIIHMM TMEpioJ, IO BIAOYJHMCS Yy HampsMmax
JISJIBHOCT1 YCTaHOBH, i1 Ha3Bl, MAMNOPSAIKYBaHHI, CTPYKTYpl, Y JAPYrid — CTHUCIIO
XapaKkTepu3ylTh 3MICT 1 TIOBHOTY JOKYMEHTIB Yy CIpaBax, BHCBITIIOIOThH
0coOMMBOCTI (POpPMYBaHHS Ta ONKCAHHA CIIpaB, iX CHCTEMAaTH3alii B OIHUCY.
[lepenMoBy miANKCYIOTH YKJIagad OMHCY Ta KEPIBHUK apxiBy ycTaHOBH (0co0a,
BIJIMTOBIIaTbHA 32 APXiB).

3. IHmi eneMeHTH IOBIAKOBOTO amapary 10 PIiYHOTO PO3ILTY 3BEICHOTO
OMHUCY cTpaB (TUTYIBHUM apKyIll, 3MICT, CIIUCOK CKOPOYEHb, MOKAKUMK) CKIIATAI0Th
3a MOTpeoOH.

HeoOxiaHicTh CKIaiaHHs TOBIIKOBOTO amapary A0 3BEJCHUX OIKUCIB CIpaB
MOCTITHOrO 30€piraHHsl Y3TrOJKYEThCS 3 JEpP’KABHOKO apXIBHOK YCTAaHOBOKO
(apxiBHUM BIJJIUJIOM MICBKOI pajau), y 30HI KOMIUIEKTYBaHHSI AKoi mepelOyBae
yCTaHOBA.

7. Hymepauisi 3BeIeHUX apXiBHUX ONHUCIB

1. Y Mexax apxiBHOTO (POHJy MEepPIIOMY PIYHOMY PO3LTY 3BEICHOTO OIMUCY
CHpaB KO>KHOTO BHUJly HaJaeTbcsa HoMmep. Jlo onucy 3 KaapoBUX MUTaHb (0COOOBOTO
CKJIaJly) AOJIal0Th JIITEPHI 1HACKCH «K» a00 «0/C», omucaM CpaB TPUBAJIOTO (IMOHAT
10 pokiB) 30epiranHs — JTEPHUIA 1HIEKC «T», HAIPUKIIA;

onuc Ne 1 cripaB mocTiiHOTO 30€piraHHs,

ornuc Ne 2-k 3 KaApOBUX MUTaHb (0COOOBOTO CKIAAY),

onuc Ne 3-1 tpuBasnoro (moxaz 10) pokiB 30epiranHsi.

2. Yci HacTynH1 piyHi PO3AUIH 3BEIEHOTO OINHUCY CIpaB OyAyTh MaTH LEel
caMUi HOMEp 10 CKIAJIEHHA 3aKIHYEHOrO0 OMNHUCYy, MpH LbOMY TICIs HOMEpa
KOXXHOTO HACTYITHOTO PIYHOTO PO3/LITY OIMHUCY CIpaB y Ay’KKaX 3a3HAYAE€THCS CIOBO
«TpOAOBXKEHHS», Hanpukian: «Omuc No 1 (mpomoBKeHHsI) CIpaB MOCTIHHOTO
30epiraHHs.

3. He no3BonsieThcsi HajaBaTH oOMHMCAM OJIHAKOBI OOJIKOBI HOMEpH,
HaInpuKiIaa, 18a onucu No 1 MOCTITHOTO CTPOKY 30epiraHHs, a TaKOXK HaJaBaTd iM
JITEPHI 1HACKCH «a», «O» TOIIIO.

4. Homep BUOYJIOTO OMUCY IHIIIUM OMKCaM HE MPUCBOIOETHCS.

5. OOk OmMHUCIB CMpaB B apXiBl YCTAHOBU 3IACHIOETHCS BIJMOBIAHO 10
nyHKTY 5 rnaBu 4 po3auty X uux [Ipasui.

8. 3akiHveHui1 apXiBHUH ONUC CIIPaB

1. Jlekiapka piyHUX PO3AUIIB 3BEACHOrO OMMCY CIpaB ab0 OAUH PIYHMIA
pPO3III, KUIBKICTh 3arojOBKIB CIIpaB y SKUX jgocsria uuciaa 9999 (abo 999),
BBAXKAIOThCSA 3akiHueHWM onucoM. CmpaBu, CTBOpEHI B HACTYIHI POKH,
BKJIIOYAIOTHCSA /0 1IHIIOTO ONHUCY, I[I0 Ma€ HACTYMHUM MOPSAIKOBUN HOMED,
HaTpukiazg 2, abo 1HITUI BaJOBUI HOMeED.

3akiHUeHUH OmMC CKIaJalTh 1 B pa3l JIKBiJalii  yCTaHOBH-
dboHIOYyTBOPIOBaYa HE3AJIEKHO BiJI KUTHKOCTI 3ar0JIOBKIB CIIPAB Y PIYHUX PO3ALIAX.

2. Cucrtemaru3ailisi 3arojioBKiB CIpaB y 3aKIHUEHOMY OIHUCY MOXKe
YTOYHIOBATHUCS 3T1THO 3 XPOHOJIOTTYHO-CTPYKTYPHOIO CXEMOIO TOOYA0BH apX1BHOT'O
dboHy, po3aiIaMu SKOI € pOKH, a MiAPO3AlIaMU — Ha3BU CTPYKTYPHHUX IIIPO3/ILIIIB



yCTaHOBH. Y pa3i (PyHKIIOHAJIBHOI MOOYAOBU PIYHUX PO3ALIIB OMUCY YTOYHEHHS
CXEMH CHCTeMaTH3allli 3aKIHYEHOTO OMUCY HE MPOBOAUTHCSI.

3. 3akiH4eHH#l OomuC, MO CKJIAJA€ThCS 3 PIYHUX OMUCIB CHpaB, MOBUHEH
MaTH 3arajlbHUM IiJICYMKOBUN 3alKC, CKJIAJCHWH BIAMOBIIHO 10 MYyHKTIB 1 — 3
IJIaBH 5 IOTO PO3JALTY. SIKIIIO OMUC CKIIAJAETHCS 3 KUTBKOX TOMIB, TO MIJCYMKOBUN
3alKiC CKJIAJA€ThCA JO0 KOXHOTO TOMY, a JO OCTaHHBOTO TOMY CKJIQJIa€ThCs
3araJlbHAN M1JCYMKOBHIA 3aMKC J0 OMKCY B IIOMY.

4. Jlo 3aKkiHUYEHOTO ONHUCY CHpPaB MOCTIHHOTO 30epiraHHS CKIIAA€THCS
3aCB1IYYBaJIbHUHM HAIMUC BIAMOBIAHO 10 nojatka 17 go mux [IpaBui Ta aHanorivHo
3raJlaHOMy PEKBI3UTY, HaBEACHOMY B MyHKTI 7 raBu 2 po3airy VI nux I[pasuin. ¥V
3araJlbHOMY 3aCBiT4yBaJbHOMY HAIlMCl BiIOOpaXaroThCs BC1 3MIHHM B 00Cs31 CIIpas,
BHECCHHX JI0 ONHUCYy, TOB’S3aHI 3 BUOYTTSIM, HAIXOKCHHSIM, 00 €THAHHAM 1
po3popMmyBaHHsIM chpaB (Ha TIJACTaBl BIANOBIIHUX JOKYMEHTIB). Binrak
3aCBIUYBaJbHI HAMHWCH, CKJIAJCHI JO PIYHUX PO3AUIB 3BEJACHOTO OIIHCY,
BUJTYyYaIOTh.

5. O0OOB’SI3KOBUMHU €JIEMEHTaMU O(OPMIIEHHSI 3aKIHUEHOTO OMNHCY CIpaB
MOCTIfHOTrO 30epiraHHs € TUTYJIbHUM apKyll, [0 CKJIaJaeTbcs 3a (OpMOIo,
HaBEECHOIO B 10aTKy 23 g0 uux IIpaBui, 3MICT, mepeaAMOBa Ta CHUCOK CKOPOUEHbD,
SIK1 BMIIIIYIOTBCSl B OTIMC TI€pPE]T ONMCOBUMU CTATTSAMHU B HaBEACHIN MOCIIIOBHOCTI i
CKJIa/Ial0Th JTOBIIKOBHIA amapar 0 OMHCY.

6. Jlo ckimagy TUTYJIBHOTO apKylla BXOJATh JaHl JJIsl MOUIYKY OIHUCY B
apxiBi: ocTaHHs o(illiifHa Ha3Ba yCTaHOBU-(POHAOYTBOpIOBaYa (i3 3a3HAYCHHSIM Ha
OKpPEMOMY apKyllll BIJIOMOCTEN Mpo nepeiiMeHyBaHHs Ta 3MIHU B MIANOPSIKYBaHHI,
0 BIAOYJUCS MPOTATOM NEPioy, 3a SKUM JOKYMEHTH BKJIIOYEHO /0 OIUCY),
HOMep (OHITy, HOMED OTHCY, Ha3Ba OINHUCY, KpaiHi AaTH CIPaB.

7. Y 3MICTI 10 3aKIHYEHOr'O OIUCY CIpaB NepeniuyroTh (13 3a3HAUYECHHSM
HOMEpIB  BUIMOBIIHUX apKyIIiB) Takl €JIEeMEHTU: TepeIMoBa (3arajibHa);
JIOTIOBHEHHS JI0 TIEPEAMOBH, 1110 BMIIIYBAJIUCS B KOKHOMY PIYHOMY O3/l OMUCY;
HA3BU PO3IUTIB 1 MIAPO3ILIIB ONMKCY; HA3BU IHIIUX TPYI JTOKYMEHTIB, BKIFOUEHUX
no omucy (iX MOAarOTh BIAMOBIAHO O CXEMH CHCTEMAaTH3allli OIKCY); CIHCOK
CKOpoueHb (y pa3i HasBHOCTI Yy pIYHUX pO3AUIax). 3MICT PO3TAlIOBYIOTh Ha
MOYaTKy 3aKIHUEHOTO OIHCY CIPaB.

8. IlepenMoOBYy CKJIaat0Th BIAMOBIIHO JO MyHKTY 2 IJ1aBU 6 I[bOTO PO3ALTY.
JIns i HanmKMCaHHS MOCIYTOBYIOThCS HOPMATUBHO-TIPABOBUMHM aKTaMU, TOBIJIKOBOIO
JiTepaTyporo  (SHIUKIIONENIsIMUA, JOBIJIHUKAMH  TOIO), CIpaBol  (OHIY,
JTOKyMeHTaMu (POHIy, OOJIKOBUMM JOKYMEHTAMH, JOBIJIKOBHUM arapaToM apXiBy
oprasizaiiii, a Tak0X 1CTOPUYHOIO JOBIJKOIO 0 KOHKpeTHoro ¢ouay. KpiMm mporo,
B €JIMHUM TOKYMEHT 3BOJIATH BIIOMOCTI, III0 MICTSATBCS B MEPEAMOBAX JI0 PIUHUX

O3B,

9. Crmucok CKOpOYEHb CKIIAJaioTh, SIKIIO B 3aKIHYEHOMY OINUCY CIpaB
BXKUTO CKOpOYEHI Ha3BU, abOpeBiaTypu, XapakTepHi i cdhepu AisUTbHOCTI
YCTaHOBH.

[lincTaBol0 CAYryIOTh CIUCKH CKOPOYEHb IO PIYHUX PO3JAUIIB 3BEIEHUX
OTIHCIB.

Po3ramoByroTs ckopodeHHSs 3a abeTkor. PosmudpyBanHs HABOASTH Yepe3
TUpE MICHS CKOpOYeHb. [0 CIUCKY HE BKIIOYAIOTh 3araJIbHOMPHUIHATI CKOPOUYEHHS



ciiB (p. — piK, M. — MICTO, apK. — apKyIIl TOIIO), & TAKOXX CKJIaJHOCKOPOUYEHI Ha3BU
oprasizaiii (mpodecrniyika, o0aaepkaaMiHICTpallis, ClIbpaaa TOIO).

Cnucky CKOpPOUYEHb JIO PIYHUX PO3AUTIB  3BEJEHHUX OIMCIB  CIIpaB
BUJTYYaIOTh.

10. 3akiHueHMii omMC pa3oM 3 JOBIJKOBUM amapaTtoM JO HBOTO
OTIPaBJISIIOTHCSL Y TBEPAY OOKIAJAMHKY, YCi apKyIli OMHCY HYMEPYIOTHCS BaJIOBOIO
HyMeEpali€ro.

VIII. 3a6e3nevyenHs 30epe:keHOCTi ApXiBHMX JOKYMEHTIB

1. Bumoru 10 npuMilieHb apxiBy

1. ApxiB pO3MINIYIOTh y CIEMIAJIbHO MOOYIOBaHUX, a00 MPHCTOCOBAHUX
Juist 30epiraHHs JOKYMEHTIB OyIIBIISIX, a00 OKpeMHX npuMilieHHsAx. CreniaibHe
MPUMIIICHHS ISl apXiBy YCTaHOBHU MOBHUHHO IepeadadaTucs Imija yac OyiBHUIITBA
a00 mepeoOIaiHAHHS aJIMIHICTPATUBHUX OYy11BEb.

2.V pasi BiICYTHOCTI CHEIIaIbHOTO MPUMIIIEHHS JIsl apXiBY BUIUISETHCS
MPUCTOCOBAHE MPUMIIICHHS B aJIMIHICTPAaTUBHIN OyniBii ycTaHOBU. Po3mimieHHs y
MPUCTOCOBAHUX MPUMIIICHHIX MPOBOJIUTHCA B YCTAHOBJICHOMY MOPSIKY MICHS iX
CKCIIepTU3H, sKa BHU3HAYA€ TPUIATHICTb MPUMINIEHHS  (BOTHECTIMKICTD,
JIOBrOBIYHICTb, MILHICTh KOHCTPYKIIi), CTaH NpUMIINIEHHS (Ha MOBepxax,
MiJIBaJIbHE, TOPUIIIE), HASIBHICTH 1 CTaH OMATIOBAILHUX Ta BEHTWIALIIHHUX CUCTEM.

JUisi mpoBeAeHHS EKCIEPTH3U 3alydyaloTh MPEJCTABHUKIB apXIBHUX,
MOXKEKHUX, OyAIBEIbHUX, OXOPOHHHMX, CaAHITAPHO-TITIEHIYHMX Ta  I1HIIMX
npo(UIBHUX CITYXKO.

Pesynbratu excriepTrsu 0popMIIIIOTH aKTOM.

3. 3a00poHSETbCS NPUIAOM B EKCIUIyaTalll0 CTApUX, HEOMATIOBAHUX
OyniBenb 1 OyniBeNb, 10 HE MAIOTh MPUPOJHOT BEHTUJIALII MOBITPS Ta HAIIAHOT
TEIJI0130JISI1I11, HE BIAMOBIIAI0Th CaHITAPHO-TIT1IEHIYHUM BUMOTaM.

4. 3a MOKEeKHOI0 OE3MEeKOI0 MPUMIIIIEHHS apXiBY BITHOCITHCS 10 KaTeropii
«B» 1 TOBUHHI pO3MINIyBaTUCS B OyJAMHKAX HE HUXKYE JPYroro CTYMEHS
BOTHECTIMKOCTI.

5. ApXiB CKJIQ1a€ThCS 3 KOMIUIEKCY MPUMIILEHD, Y SIKUH BXOATS:

CXOBHIIA JJIsI IOKYMEHTIB;

poOoui KabiHEeTH AJis CHIBPOOITHUKIB,;

yuTaNbHUM 3an (kaOiHeT) nans poOOTHM JIOCHIIHMKIB, CIIBPOOITHUKIB
YCTaHOBH ¥ 1HIIMX KOPUCTYBAayiB.

Po6oui kiMHaTH CHiBpOOITHUKIB Ta YUTAIbHUI 3ai1 (KaOlHET) MOBUHHI OyTH
130J1bOBaHI BiJ] apXiBOCXOBUII. CXOBHIIA apXiBYy MOBHHHI MaTH 3allaCHUN BUXIJ.

6. VY cxoBum@ax apxiBy 3a00pOHSETHCS MPOKIAJACHHS  Ta30BHUX,
BOJIOTIPOBITHUX, KaHAMI3AI[IWHUX Ta IHIIMX MAariCTpaJbHUX TPyOOIPOBO/IIB.
[TpoBeneHHss Tpy® HEMariCTpajJbHOTO XapakTepy JMAOIMYCKAETbCSl 3a YMOBH iX
130JI511111, [0 YHEMOXJIUBIIIOE€ IPOHUKHEHHS BUKU/IIB 3 HUX Y CXOBHUIIIA.

7. 3a00pOHSETHCS] PO3MIIITYBATH apXiBOCXOBUIIA MOPYY 13 XapuoOJIOKOM, a
TaKOXX CKJIAJICbKUMH, BUPOOHMYMMH, JAOOPATOPHUMH MPHUMIILIEHHSAMHU, JI€
30epiratoTbcs BOrHeHe0e3MeyHi, XIMIUHI PEUOBUHHU.



8. 30BHIIIIHI JBEP1 apXiBOCXOBUII] 130JIFOIOTHCSI METAJIOM. Y HEpoOOUMii yac
BOHM  OIEYaTyloThcs abo  omiaomOoBYyrOThca.  Kimroui  30epiraroThcsi B
oruIOMOOBaHOMY (DYTJISApI y 4YEPTrOBOIO MO YCTaHOBI (HA IMMOCTY OXOPOHM).

3a 30epiranHs mneyaTku abo IIoMOipatopa BIANOBIAAE KEPIBHUK apXiBY
(oco0a, BiMOBiTaIbHA 32 apXiB).

9. Ha BikHax NpUMIIICHHS apXiBYy, PO3TAIllOBAaHOI'O Ha IEPIIOMY IOBEPC,
BCTaHOBIIIOIOTHCS BIAKUAHI HA30BHI METAJIEB1 IPATH Ta OXOPOHHA CUTHATI3aIlisl.

10. B apxiBocxoBuWIax 3a00pOHSIOTHCS TATIHHS, 3aCTOCYBaHHS
CJIEKTPOHATPIBAIBHUX TMPUIAAIB, PO3MIIIEHHS KIMHATHUX KBITIB, a TaKOX
30epiraHHs JIETKO3aMUCTHX PEYOBHH, BUOYXOHEOE3MEUHUX MPEIMETIB, MPOTYKTIB
Xap4yyBaHHS.

11. CtopoHHI 0coOM AOMYCKAIOTHCS 10 apXiBOCXOBHII[ JIUIIE 3 JI03BOIY
3aBlAyBaya apXiBy 1 B IPUCYTHOCTI CIBPOOITHUKA APXIBY.

2. 3a0e3meveHHs MOKEKHOI Oe3NeKn apXiBy

1.V cxoBumax apxiBy NpOKJIaJa€EThCS CXOBaHa €JEKTPOIIPOBOIKA.

3aCTOCOBYETHCS HaliBrepMeTU4Ha OCBITJIIOBaJIbHA apmarypa.
CBITWIBHUKY, €JIEKTPOIIUTH Ta PO3MOJAUIbHI MPUCTPOI MOBUHHI OYTH 3aKpUTOTO
BUKOHAHHS.

Po3noainpHl  €IEKTPOIIMTH, 3amo0IXKHI — MPUCTPOi  Ta  pyOMJIBHUKH
BCTAHOBJIIOIOTBCS ~ TUIBKM 1032 CXOBHUIIAMH. YC€  €JIEeKTPOYCTaTKyBaHHS
3a0€3MeUyEThCS 3a36MIICHHSIM.

2. OCHOBHUM TPOTHIIOKEKHUM YyCTaTKyBaHHSM apXiBy € aBTOMAaTHYHI
CUCTEMU IOXKEKOTACIHHA Ta MEPEHOCHI BOIHETaCHUKU HOBITHIX KOHCTPYKLIH, 1110
HE CIPaBISAIOTH MOOIYHOI PYHHIBHOI [1i HA JOKYMEHTH. BOHM BCTaHOBIIIOIOTHCA 3
PO3paxyHKy oJIuH Ha 50 KB. M IUIOIIII, ajJi¢ HE MEHIIIE IBOX Ha KOXKHE MPUMIIICHHS.

3. ApXiBOCXOBHIIA Ta MPUMIIICHHS JUIsl POOOTH 3 JOKyMEHTaMHU MOBHHHI
OyTu 00JaHAH] TTOKEKHOIO CUTHATIZAITIETO.

4. B apxiBi moBUHHI OyTH:

IHCTPYKIliE TPO  3aXOAu TOXKEXKHOI OEe3MeKu Ta CHUCOK  0ci0,
BIJIMOBIIAJIHUX 32

1110 poOOTY;

IJIaH eBakyallli JOKYMEHTIB 1 MaifHa, SIKUM MOTO/KYEThCS 3 BIAMOBIIHUMU
ciayx0amMu  (MOXKEKHOIO, OXOPOHHOK, TEXHIYHOrO Harjisiay) YCTAaHOBU 1
3aTBEPJIKYETHCS 11 KEPIBHUKOM.

5. 3aHATTS 13 3aXO/IB MOXKEKHOI O€3MeKu Ta MPaKTUYHUX did M 4ac
MOKEK1 MPOBOJATHCS OJIMH pa3 Ha pik a00 MPH 3MiHI CIIBPOOITHUKIB apXiBy.

3. TemnepaTypHO-BOJIOTICHUH i CBITJIOBHII pe:KMMHU B apXiBi

1. Pexum 30epiraHHs TnanepoBHX JOKYMEHTIB B apXiBli TMOBHHEH
BiZIMOBIZATH TaKUM MapaMeTpaM: Temmeparypa mositps — +17-19 ° C, BimnocHa
Bosioricts — 50-55 %.

VY OpuMILIEHHSIX 3 HEPEryJIbOBAaHUM KIIMATOM PEKOMEHAYETHCS BKHBATH
3aX0JM 3 ONTHUMI3allli KIIMAaTUYHUX YMOB HAa OCHOBI PalliOHAJIBHOTO OMAaJieHHS 1
MPOBITPIOBAHHS TPUMIIIEHb, BUKOPUCTAHHS 3ac00IB OCYIIEHHS a00 3BOJIOKEHHS
HOBITPAL.



2. TemmnepaTypHO-BOJOTICHHIM peXUM 30epiraHHs apXiBHUX JOKYMEHTIB
KOHTPOJIIOETHCSI IIUISIXOM BUMIPIOBAHHS KJIIMAaTHYHMX IMapaMeTpiB TOBITPS, SIKI
HIOTHOKHS  (PIKCYIOTBCA Y CHEIIAIbHUX PEeeECTpalifHuX >KypHajax 3a (HopMoro,
HaBeJIEHOIO0 B AojaTky 24 no uux [lpaBui. YV mpumilieHHSIX 3 HEpEryJIbOBaHUM
KJIIMAaTOM TOKa3HUKU KOHTPOJIOIOTHCS JIBAa pa3u Ha THXKICHB, a y pa3i MOPYIICHHS
pexXumMy 30epiraHHs — IO HS.

3. KoHTposbHO-BUMIpIOBAJIBHI TpWIATU (TEPMOMETPH, TICHXPOMETPH,
TITPOMETPH) BCTAHOBIIOIOTHCS B TOJIOBHUX IPOXOJAaX Ha CTela)xax TMoJaji Bij
OTMATIOBAIPHUX 1 BEHTWIIIHHUX cucTeM. [lepeBipsHHS poOOTH BHUMIPIOBAIBHHUX
MIPIJIAJIIB 3A1MCHIOETHCS IIIOPOKY.

4. OcCBITIIGHHSI B CXOBHILAX MOXE OyTH UpUpPOIHUM 1 MmTy4HHM. He
JIOTYCKAETHCS OCBITJICHHS TOKYMEHTIB MPSMUM COHSYHUM CBITIIOM.

3axucT copaB Bif [1i CBITJIAa 3a0e€3MeuyeThesi: 30€piraHHsIM JIOKYMEHTIB Y
KOpoOKax, Marnkax 3 KjanaHaMu, a Tako y madax 1 Ha cTejakaxX 3aKpUTOTO THUILY;
3aCTOCYBaHHSAM Ha BIKHAX CBITJIO3aXMCHOTO YCTAaTKyBaHHS (3Kalt031, IIUIbHI IITOPH,
3axucHI puIbTpH, hapOyBaHHS CKIIA TOIIO).

Sk mxepena MTYYHOTO CBITJIAa 3aCTOCOBYIOTHCS JIAMIIM PO3KAPIOBAHHS Ta
JIIOMIHECIICHTHI JIAMITH B 3aKPUTHUX TUIa(OHAX 3 TJIAJIKOIO 30BHINTHHOIO TTOBEPXHEIO.

PiBenb oOCBITIIEHHS B Jiama3oHl BHUJMMOIO CIIEKTpa HE TOBUHEH
MEPEBUIIYBATH: Ha BEPTUKAJbHIN MOBEPXHI CTEIaxa Ha BUCOTI 1 M BIJ MIIJIOTH —
20-50 5k, Ha pobounx ctonax — 100 nk.

4. CaniTapHO-Tiri€HiYHUN PeKUM B apXiBi

1. ITpumimieHHs: apXiBy NOBMHHI YTPUMYBATUCh Y YUCTOTI, B YMOBAaX, IIO
BUKJIIOYAIOTh MOXJIMBICTH TOSIBH I[BLJIl, KOMax, I'PU3YHIB 1 HAaKONMHMYEHHS MUY
oimpme 0,15 mr/m2.

2. JIns 3aXuCTy TOKYMEHTIB BiJl MUITy HEOOX1THO:

3a0€e3MeYNTH MAaKCUMaJIbHO MOXJINBY T€PMETHYHICTh CXOBUIII;

PEryJIIpHO MPOBOAUTH 3HEIUIIOBAHHS KOPOOOK 3 TOKYMEHTaMHU, CTEIIaXIB 1
MPUMIIIEHB EIEKTPOIUIOCOCOM;

IPOBOJUTH CUCTEMATUYHE BOJIOTE MPUOUPAHHS CXOBUIII;

NEePIOIMYHO  TMPOBITPIOBATH  CXOBUINA  (JOIUIBHICTH MPOBITPIOBAHHS
BUPILIYETHCS 3 YpaXyBaHHSIM BOJIOIOCTI 30BHIIIHBOTO ¥ BHYTPIIITHBOT'O TOBITPS).

3. YV pa3i BUABIECHHS B CXOBHIIAX IUTICHSBH, KOMax 1 T'PU3YHIB HEraitHO
BXKMBAIOTh 3aXOJIB 010 iX ycyHeHHs. CaHITapHO-TITi€EHIYHI 3aXO0JUd MPOBOJUTH
CiIy’k0a CaHITapHO-EMiJEMIONIOTTYHOIO HAMISIAY. Y PaKeHl TOKYMEHTH 130JII0I0ThCA
Ta MiIJIAI0ThCA Ie31HCEKII, ne31HdeKIli, JepaTru3arii.

4. Jlns mpoBEACHHS CaHITApHO-TITEHIYHUX 3aXOJIB B apXiBl IIOMICSIIS
nepea0ayaeThCsl CaHITApHUM JeHb. Y pa3l MpPOBEACHHS MPUOMpaHb 1 CaHITApHHUX
00po0OOK BOJa 1 aHTUCENTHYHI PO3YMHU HE MIOBUHHI MOTPAIUISTH HAa TOKYMEHTH.

5. O0n1agHaHHsA apXxiBy

1. ApxiBocxoBuIlla TOBHHHI OyTH oOOJaJHaHI CTalllOHApHUMH abo
NEPECYBHUMHU METAJIEBUMHU CTEJaXaMHU 3 JOTPUMAHHAM YCTAaHOBJIEHOTO MOPSAKY 1X
PO3MITIIEHHS:

BIJICTaHb MDXK PsIITaMU CTeJIaxiB 1 mad (TroJIOBHUM Mpoxia) — He MeHIe 1,2 M;



MPOXOJM MK CTelakaMH, a TaKOX BIJICTaHb MK 30BHIIIHBOIO CTIHOIO
OyaiBm Ta cTenaxamu (1madamu), mapajieabHUMH CTiHI, — He MeHie 0,8 M (s
CTeNaX1B, Ha

SAKUX 30epiraroThcs KapTorpadiuHi MaTepiaiu, — He MeHIe 1,1 m);

BIJICTAaHb MK CTIHOIO Ta TOPIIIMU CTeNaXiB abo mad (Tpoxia) — He MEHIIe
0,5 m;

BiJICTAaHb MDK TIiJJIOTOI0 Ta HWIKHBOIO TIOJMIICIO CTellaxka 4d Imadu — He
MeHuie 0,2 M, y HOKOJIBHUX MOBeEpXax — He MeHie 0,3 M;

BiJICTaHb MIXK CTEJIa)KaMH Ta ONMATIOBAILHUMHU CHUCTeMaMu — He MeHte 1,1 m;

IIMpUHA TPOXOAIB MK CTelaxaMH 3 BHUCYBHUMH SIIMKaMH, ceidamu
BCTAHOBIIIOETHCS 3 YPaxXyBaHHSIM OCOOIMBOCTEH IIbOTO 00J1aTHAHHS.

2. KoHcrpykuiss Ta po3Mmipu CcTenaxiB 1 1mad Ans  JOKYMEHTIB
HECTaHJApTHOTO (hopMaTy BU3HAYAIOTHCS PO3MIpAMHU LIUX IOKYMEHTIB.

3. V pa3i oOnagHaHHS CXOBHII JIEPEB’SHUMHU CTelakKaMH HEOOXiJHa iX
00poOKa BOTHE3aXHUCHUMH PEYOBUHAMU.

4. Crenaxi BCTAHOBIIOIOTHCS NEPHEHAUKYJISIPHO JIO0 CTIH 3 BIKOHHUMU
mpopizamMu, a B MPUMINIEHHSAX 0€3 BIKOH — 3 ypaxyBaHHSM OCOOJIMBOCTEH
MPUMIIICHHS Ta 00J1aIHAHHS.

5. Hnsa pobotu Ha cTenaxax BUKOPUCTOBYIOTHCS CXOJU-IpaOUHU,
NepeMIIIAlOThCA JOKYMEHTH Ha MEPECYBHUX BI3KaX.

6. Sk pomomixkHI 3acoOu 30epiraHHs JOKYMEHTIB B apXiBl MOXKYTh
3aCTOCOBYBAaTHUCS MeTajeBl madu, ceiipu, mapu-kKyne.

7. B apxiBax ycTaHOB, Je 30epiraetbcs MeHie 100 cipaB, JOMyCKaeThCs 1X
po3MiLIEHHs y madax, M0 3a4MHAIOTHCS, PO3TAIIOBAHUX Y POOOUHMX MPUMILIECHHSX.

Kimtoui Bim mad mnoBuHHI OyTHM TUIBKM B KepiBHHMKa apxiBy (ocoOu,
BI/IMOBIJAIBLHOT 32 apXiB).

6. Po3milenHs cnpas B apxiBocxoBumax. TonorpadyBanns

1. Po3MileHHss crnpaB B apXiBOCXOBMILIAX IIOBUHHE MPOBOJUTHUCS 3
ypaxyBaHHSAM CTBOPEHHS ONTUMAJIIBHUX YMOB 30€piranHs, IMOPIYHOTO PyXy CHpaB,
OINEepPaTUBHOIO BUKOPUCTAHHS JOKYMEHTIB.

2. JlokyMeHTH, 110 HAIXOJATh A0 apXiBy, PO3TAIIOBYIOTh Ha cTenaxax (y
madax) Tak, 00 CHIpaBU KOXKHOTO CTPYKTYpHOIO MiJipo3Ainy 30epiranucs B
OJIHOMY MicCIIi 1 OyJIM pO3MIILIEHI B MOPSJKY MIOPIYHUX HATXOKEHb.

3. JoxymeHTH mOCTIHHOTO 30€piraHHsi PO3MILIYIOTBCS OKPEMO Bij
JIOKYMEHTIB TPUBAJIOr0 30€piraHHs Ta 3 KaJpOBUX MUTaHb (OCOOOBOTO CKJIAIY)
3aJIEKHO BIJI MOXJIMBOCTEM — B OKpPEMHX apXiBOCXOBHMIIAX a00 Ha OKpEeMHX
cTenaxax. Takox OKpeMO PO3MIIIYIOThCS JTOKYMEHTH: JIKBIJOBAHUX IM1ABIOMYHNX
YCTaHOB Ta YCTAHOB-TIOMEPEIHUKIB; Ti, U0 HAIIAIUIM 0 apXiBy B CTaHI PO3CHUILY;
THUMYacOBOTO 30epiraHHs.

VHiKanpHI JOKYyMEHTH Ta JOKYMEHTH, LI0 MAlOTh Y 30BHIIIHbOMY
opopMIIeHHI YK JOJaTKax JI0 HHUX MarepialibHI I[IHHOCTI, 30epiraloTh B
apX1BOCXOBHINAX y cremianbHuX madax (ceiidax), Mo HagiitHO 3aMUKAIOTHCA.

JIOKYMEHTH 3 Pi3HUMHU MaTepiaJbHUMH HOCIIMU 1H(OpMalii 30epiratoTbes
OKpEMO 3TiTHO 3 pEeXUMaMu 30epiraHHs JOKYMEHTIB Ui IUX BUIIB HOCIIB
iHpopMmartii. Y pasi BUMYIIEHOTO 30€piraHHs PI3HUX JTOKYMEHTIB B OJHOMY



CXOBHMILI CJiJl JAOTPUMYBATHCS HAWHWKYMX 3HAUYEHb TEMIIEpAaTypu 1 BIAHOCHOI
BOJIOTH.

TuMuacoBOMy BIJIOKpEMJICHOMY 30€piraHHIO IJIATal0Th JOKYMEHTH,
ypakeH1 O10JOTIYHUMM IIKIJIHUKaMH (Ha MiCIle BHJIYYEHOI CIIpaBH 3aKjIafaloTh
KapTKy-3aMIHHUK CIIpaBU 32 (OPMOIO, HABEJICHOIO Y T0AaTKy 12).

4. JIokyMEHTH PO3MILIYIOThCS Ha cTelaxax, y madax 3 BUKOPUCTAHHIM
MEPBUHHUX 3aCc001B 30epiranns (KOpoOOK, MarokK, CreniaabHuX QYyTIIpiB TOIIO).

5. JlokymMeHTH 3 mamnepoBUM HocieM iHdopMallii mocTiiHOro 30epiranHs
BMIIIYIOTh Yy KapTOHHI KopoOku, ¢ytisapu. [dokymentu TtpuBajoro (monazg 10
pOKIB) 30epiraHHsi MOXKYTh 30epiraTHcs y B’A3Kax 3 KapTOHHUMH MPOKJIaJKAMH.
CnpaBu TUMYacoOBOTO 30epiraHHs TO3BOJSETHCS PO3MIINTYBaTH 06€3 KapTOHAXIB 200
B SI30K.

6. 3a30p MIXK BEpXHBOIO KPHUIIIKOIO KOPOOKM 1 CTEllakeM, 10 3ale3rneuye
[UPKYJIALIIO TTOBITPS, — 5 CM, MIDK KOpOOKaMH Ha IMOIHIl — Om3bKo 2 cM. ToBmMHA
B 5130k — 20-25 cm.

7. Ha KOpoOKM HaKJEHOIOTHCSA, a A0 B’SI30K MPUKPIIUIIOIOTHCS SIPIUKH, HA
SKMX 3a3HA4YaroThCsl Ha3Ba (POHIOYTBOPIOBAYa 1 CTPYKTYPHOIO MiJIPO3JALTY, HOMED
dbonay Ta onucy, KpaiHi JaTH Ta HOMEPH CIPaB, YMIIMIEHUX Y KOPOOKY (B’SI3KY).

8. KopoOku 1 B’A3KM HYMEpYIOTbCSl BAJOBOI0 HYMEpAIlEl0 B MEXax
KOKHOTO

dbony abo omnucy.

9. He nomyckaerbcsa 30epiraHHd JTOKYMEHTIB Ha MIJU1031, MIABIKOHHAX, Y
HEepo310paHux mTaldensax, TPaHCIOPTYBaJIbHIN Tapi.

10. VYeci apxiBocxoBuIA, CTenaxi, madu Ta iX MOJHII HYMEpPYIOThCS
apadcbkumu muppamu. Crenaxi Ta madu HyMEpYyOThCS 3J11Ba HAMpPaBO BiJl BXOAY
710 apX1BOCXOBHILIA, IOJIMLI Ha cTenaxax (y madax) — 3BepXy BHU3, 3J11Ba HAMNPaBO.

11. 3 MeTor0 3aKpiruieHHs] MICIlsl 30epiraHHs Ta HaWOLIBII ONEePaTUBHOTO
MOIIYKY JOKYMEHTIB B apXiBl CKJIAJIaI0ThCS KAPTKU MOCTEIKHOTO TOMOTrpadiuHOTO
nokakynka 3a (opmoro, HaBeAaeHOw B noaaTtky 25 nmo mux IlpaBun. Kaptku
NOKa)XUMKa CKIJIAQJAlOThCS Ha KOXHUK crenax (mady) 1 po3TamoBYHOThCS B
MOPSIZIKY 3pOCTaHHS HOMEpIB crenaxiB (mad) y Mexax KOXHOTO OKPEeMOTo
MPUMIIIICHHS.

3MiHH, 10 BIAOYBAIOThCS B PO3MIIICHHI JOKYMEHTIB, IMOBHUHHI BYaCHO
B1JIOMBATHCA B TONOTPa(iuHOMY MOKAKUHUKY.

VY pa3i 30epiraHHsi B apxiBi KUIbKOX (POHJIIB PEKOMEHIYETHCS CTBOPEHHS
KapTOK MOGOHAOBOrO TONOrpagiyHOro MOKa)X4Yuka 3a (OpMOIO, HABEIEHOIO B
nonatky 26 no uux [Ipasui.

Benenns TtomorpadgiyHUX TOKKYMKIB MOXKE 3A1MCHIOBATHCS TaKOX B
aBTOMaTUYHOMY PEKUMI.

7. Ilopsaaok BuAaBaHHA cHpaB 3 apxiBocxoBunl. TpaHcnmopTyBaHHsA Ta
yHaKyBaHHS CIIPaB

1. CrpaBu BHAAIOTHCS 3 apXIBOCXOBHUII ISl KOPUCTYBAHHS HUMH 1 IS
NPOBEJCHHS AapXiBHUX poOIT 3 JOKyMeHTaMu (He3iH(eKiis, pecTaBpallis,
CKJaJlaHHsl JOBIJIKOBOTO amapary, CTPaxOBOTO KOIIIOBAHHSA, CTBOpPEHHs (oHIy
KOPUCTYBaHHS TOIIIO).



2. CnpaBu nOCTIMHOTO 30€piraHHsl B THMYacOBE KOPUCTYBAaHHS BUAAIOTHCS
Ha CTPOK, 1110 HE NIEPEBUIILYE OJHOTO MICSLI.

JUis CTBOpEHHS CTPaxoBMX Komid Ta (OHAY KOPHUCTYBaHHS CIpPaBU
BUJAIOTBCS HA CTPOK, BHM3HAUYEHUN Y JIOTOBOpPI HAa MPOBENEHHS TaKUX pOOIT
CTOPOHHIMHU yCTaHOBaMH.

3. IlponoBxkeHHS CTPOKIB TiepeOyBaHHA JOKYMEHTIB  IOCTIHHOIO
30epiraHHsi B KOPHUCTYBaHHI 3a MEXaMH apXiBy JOMYCKA€TbCd B OCOOIMBHX
BUMAJKaX 3 JI03BOJIy KEPIBHUIITBA YCTAaHOBHM Ha TMiJCTaBl MHCHMOBOTO 3BEPHEHHS
KOpHCTYBaya MMpo HEOOX1AHICTh MPOJOBKEHHS CTPOKY KOPUCTYBAHHS IOKyMEHTaMU
Ta MIATBEPKEHHS iX HasIBHOCTI 1 IOTPUMAaHHS yYMOB 30€piraHHs TOKyMEHTIB.

4. ApxiB yCcTaHOBM Ma€ MpaBO B Oyap-iKHil Yac 0e3 MOmeperHbOro
MOB1JIOMJICHHS TIEPEBIPUTH HAsIBHICTH 1 YMOBH 30€piraHHs JOKYMEHTIB, BUAAHUX Y
KOPUCTYBaHHS 3a HOTO MEXI.

5. BunaBanHs cipaB y YMTaIbHUH 3aJ1 Ta poO0Y1 KIMHATH 0(DOPMIISIETHCS HA
HiJCTaBl 3aMOBJIEHHS, CKJIaJIEHOTO 3a (DOPMOIO, HaBEJIEHOIO B JI0JATKY 27 10 IUX
[IpaBui.

6. HocmimHukam 1 mpaiiBHUKaM IHIIUX yCTAaHOB BUJABAaHHS CIpPaB IS
po0OOTH y UMTAILHOMY 3aJll 3/1MCHIOETHCA Ha MiACTaB1 3asBH, (hopma SKOi HaBeJeHa
B nojatky 28 go mux I[lpaBun, macmopra abo nucTa BIANOBIAHOI YCTaHOBH 1
PE30JTI0II1T KEp1BHUKA.

7. BupaBanHs crnpaB y THMYacoBe KOPHUCTYBaHHS IHIIMM YCTaHOBaM
ohopMIISITOTh akTaMu 3a (OpPMOI0, HaBeleHOIO B noAaTky 29 no mux IlpaBun. Akt
Opo BHUIABaHHS CIOpaB y THMYACOBE KOPUCTYBaHHS CKIAJAEThCI Yy JBOX
npumipHukax. OJIMH TPUMIPHUK 3aJUIIAETHCS B apXiBl Ta 30€piraeTbcs B CIpaBl
dboHAay, ITHIIMI pa3oM 31 ClipaBaMu MEPEAAEThCs OJIEPKyBaueBl. AKTH MIAIUCYIOTh
KEpPIBHUKHU YCTAHOB, iX MIAMUCH CKPIIUIIOIOTHCS MeYaTKaMi YCTaHOB (32 HassBHOCT!).

[Ticiist moBepHEHHS CIIpaB B aKTi pOOUTHCS BiAMOBIIHA BiMITKA.

8. BuiydyenHs (BuiMKa) OpUTIHAQJIIB JOKYMEHTIB (CHpaB) 3 apXiBy
JIOTTYCKAETHCS 3 J1I03BOJTY KE€PIBHUKA YCTAHOBU 3 JIOTPUMAHHSM BUMOT, 3a3HaYCHUX
y nyHKTi 14 po3auny I nux [pasun. Ha miciie BuimydeHOTo JOKyMEeHTa MiAIUBaOTh
3aCBIYEHY KOIIIIO I[bOTO JOKYMEHTa. [IpoTokos BUIIydeHHS (BUIMKH) BMIIIY€ETHCA
1o cnpaBu pouay. DakT BUIIYyYEHHS JOKYMEHTIB 3 apXiBHUX cIpaB (DIKCYIOTh 1 B
OOJIIKOBHUX JTIOKYMEHTaX, IPOCTABIIAIOYM BIIMITKY PO BUIIYYEHHS. Y KOXKHIN Takii
BIJIMITIII 3a3Ha4al0Th HOMEP, J1aTy 1 Ha3BYy JOKYMEHTA — M1JCTaBHU ISl BUIYYEHHSI.

9. BupaBanHsa crnpaB AJig NPOBEJIEHHS apXiBHUX POOIT 3 JOKYMEHTaMH
(me3indexirisi, pecTaBpallis, CKIaJaHHS JOBIJKOBOIO amapary, CTPaxoBOTO
KOIIIOBAHHS TOWIO) 1HIIUM yCTaHOBaM 3J1MCHIOETHCS 3a (POPMOIO aKTa BUAABAHHS
CTpaB y TUMYacCOBE KOPUCTYBaHHSI.

10. Ilepen BumaBaHHSIM CIHpaB NEPEBIPSETHCS BIANOBIAHICTH MHMPPIB 1
3aroJjioBKa CIpaBy Ha OOKJIAJMHII 3aroJIoBKYy cripaBu B onucy. Ilepea BugaBaHHSIM
CHpaB Ta MicJiA iX MOBEPHEHHsI MPOBOUTHCS MOAPKYIIIHE TIEPEBIPSHHS CIPaB.

CraH crmpas, 1110 TOBEPTAIOTh B apXiB MICIS KOPUCTYBAHHSI, IEPEBIPSAETHCS Y
OpUCYTHOCTI ocoOu, ska ix moBeprae. [lpu BuUsABIEHHI HeQOCTa4yl OKPEMHX
JIOKYMEHTIB a00 MOIIKOKEHHI apKYIIiB CKIAAA€ThCA aKT y TBOX MPUMIPHUKAX.

OpuH NPUMIPHUK Tpe] sIBISIEThCS KOPUCTYBady a00 KEPIBHUKY YCTaHOBH,
10 BHUKOPUCTOBYBajla JOKYMEHTH, JUId MNPUTATHEHHS BUHHUX 0CI0 10
BIIMOBIAAIBHOCTI, APYTHI — 3aJTUIIAETHCS B apXIBi.



11. Yci cripaBu, 1110 BUAAIOTHCS 3 apXiBY, MOBUHHI OYTH HaJIGKHUM YHHOM
odopMIIeHI: MaTH apXiBHI MUPH, apKYIl KOPUCTYBAHHS apXiBHUMH JOKYMEHTaMHU
3a (popmoro, HaBeaeHOw B noaatky 30 mo mmx [IpaBui, 3acBiuyBaJbHUI HAmMc
cipaBu 3a (opMoI0, HaBeICHOIO B foAaTKy 17 npo nux Ilpasu.

12. BugaBaHHs JOKYMEHTIB 3 apXiBY (PIKCYEThCSI B OKPEMHX peeCTpaIliiHuX
KHHTax:

BUJIaBaHHS CMpaB y poOoUi MPUMIIIEHHS CHIBPOOITHUKAM YCTaHOBH;

BUJIaBaHHS CMPaB y TUMYACOBE KOPUCTYBAHHS 1HIINM YCTaHOBAM;

BUJIaBaHHS CMPaB y YNTAIBHUN 3aJl.

Kauru BumaBaHHs chmpaB 3 apXiBOCXOBHUIA BEAYThCA 3a (opmoro,
HaBEJICHOIO B 10AaTKy 31.

13. V pa3i BumaBaHHs CIIpaB 31 CXOBHIIA HAa MICIIC CIIPaBH, 110 BUIAETHCS,
MIJIKJIAIA€ThCSl KapTKa-3aMiHHUK CTpaBH 3a (OpPMOIO, HABEJICHOIO B 10JaTKy 12 10
ux IIpasui. [Ipu noBepHEHH1 clipaBU y CXOBHILE KapTKa-3aMIHHUK BHITyYa€ThCH 1
30€epiraeThCs 10 YEProBOi MEPEBIPKU HASIBHOCTI Ta CTaHY CIIPaB.

14. 3 apxiBOCXOBHIIA HE BUJAIOTh:

OpUTIHAJIM IOKYMEHTIB 32 HasBHOCTI KON (DOHY KOPUCTYBaHHS;

OpUTIHAIM YHIKQJIbHUX JOKYMEHTIB (MOXYyTh OyTH BHUAAHI JIMIIE
IpalfiBHUKaM JIep>KaBHOI apXiBHOI YCTaHOBH (apXiBHOTO BIJJILTY MICHKOI pajau) abo
IpeICTaBHUKAM CHEL[lali30BaHUX 3aKjIadiB JJIisl IPOBEACHHS pecTaBpaliiHux pooiT
a00 crieniaJbHUX JTOCHIIKeHb HOCIIiB 1H(OpMAIIii Ta 30BHIIIHIX O3HAK JOKYMEHTIB);

JOKYMEHTH, 10 NepeOyBaloTh y HE3aJ0BUIbHOMY (I3UYHOMY CTaHl (3a
BUHSATKOM BHUaBaHHS N7 TPOBEACHHS HEBIIKIAIHUX pPECTaBpaIliifHO-PEMOHTHUX
poOiT);

JOKYMEHTH, 110 HE MPOUIIIA HAYKOBO-TEXHIYHOTO OMPAIIOBaHHS;

JOKYMEHTH MiJ 4ac MPOBEICHHS MEPEBIPSHHS iX HAsABHOCTI Ta CTaHy,
MPOBENICHHSI peCTaBpaIliiHUX Ta IHIIUX BUIIB POOIT 3 HUMHU, MiJ Yac PEMOHTY
MPUMIIICHh CXOBHII, MEPEMIIIEHHS JOKYMEHTIB, Y pa3l HacTaHHS HaJ3BUYaWHOI
CUTYaIlil MPUPOTHOTO 00 TEXHOTEHHOTO XapaKTepy.

15. BunyuyaTu okpemi JOKYMEHTH 31 CrpaB 3a00pPOHSIETHCS, KPIM BUMA/IKIB,
3a3HayeHUX y MyHKT1 14 po3niny I ux [Ipaswu.

16. [TepemimeHHsi TOKYMEHTIB 32 MEXI apXiBy MOTpeOye BKUTTS 3aXO/iB,
mo 3a0e3medyroTh iX HaallHy 30epexeHicTb. [lin dYac TpaHCHOpPTYyBaHHS
JIOKYMEHTIB 11032 MEKaMH apXiBy HEOOX1AHO 3a0e3MeuyBaTu iX OXOpPOHY Ta 3aXHUCT
BiJl BIUIMBY HIKIJJIMBUX (PAKTOPIB HABKOJIMIIHBOTO CEPENOBUILNA — MUY, BOJIOTH,
CBITJIa, MEXAHIYHUX MOIIKO/KEHb. 32 MEX1 YCTAHOBU JOKYMEHTH BUBO3SITh TUIBKU
B YNAKOBAaHOMY BHUIJISIAI Ta B 3akpuToMy TpaHcnopTi. Ilpum OaratomeHHMX
MEPEBE3CHHIX Ha BEJIMKI BIJICTAHI JOKYMEHTH YIAKOBYIOTh y BOJIO3aXWUCHUUN
Matepiai i BMIIIYIOTh Y SIUUKH.

8. IlepeBipAiHHS HAsIBHOCTI Ta CTaHYy CNIPaB

1. TlepeBipsiHHS HAasSBHOCTI Ta CTaHy CIpaB MPOBOJAUTHCS 3 METOIO
BCTAHOBJICHHSI (PAKTUYHOT HAssBHOCTI CIIPaB, 1110 3HAYATHCS 3a ONMHUCAMU, BUSIBICHHS
BIJICYTHIX JOKYMEHTIB Ta iX PO3IIYKY, OLIHKH (DI3UKO-XIMIYHOTO Ta TEXHIYHOTO
CTaHy JOKYMEHTIB, BHUSBJIEHHS Ta OOJIKYy JOKyMEHTIB, IO MOTPEeOYyIOTh
pecTaBpalliiHOro Ta 1HIIOro CHEI1aIbHOI0 00POOJIEHHS.



2. IlepeBipsiHHS CcrIpaB MOCTIHHOTO 30epiraHHs IPOBOJIUTHCS pa3 Ha 5 POKIB
1 mepen nepeAaBaHHSAM iX Ha 30epiraHHs 10 JEpKaBHUX AapXIBHUX YCTaHOB,
apXiBHUX BIJJIUIIB MICBKUX paj. IlepeBipsHHS copaB 3 KaJpoBUX MHUTaHb
(ocoboBoMy ckiamy) Ta cmpaB TpuBaioro (moHan 10 pokiB) 30epiraHHs
MPOBOAUTHCSA pa3 Ha 10 pokiB..

3. Hlopoky mepeBipsSIOThCS CIpaBH, L0 BIPOJOBXK POKY Oyid BUIAHI 3
apX1BOCXOBHIIA ISl KOPUCTYBAHHSI.

4. OgHOpa30Bi MO3aIIaHOBI MEPEBIPSHHS HAsIBHOCTI CIIPAB MPOBOISATHCS Y
pasi:

MEePEeMIIIEHHS CIpPaB B 1HIIE CXOBHIIIE;

JMKBiAaii  HACMIAKIB  HAA3BHYAWHOI  CHUTyalii mpupogHoro  abo
TEXHOT€HHOTO XapaKkTepy;

3MIHM 3aBijyBaya apXiBoM (0COOH, BIANOBIAAIBHOI 3a apXiB);

NPUNMHEHHS YCTaHOBHU.

5. [lepeBipsiHHS POBOAUTHCS MPAIIBHUKAMH apXiBYy a00 KOMICIEIO B CKIIall
3-5 0ci0, MpU3HAYEHOIO KEPIBHUKOM YCTaHOBU. [lepeBipsiHHS HAasIBHOCTI Ta CTaHy
JIOKYMEHTIB TPOBOJUTHCS IUIAXOM 3BIPSHHS OMUCOBUX CTaTel 3 eJleMEeHTaMu
ONMKMCYBAaHHS, 3a3HAaYCHUMU Ha OOKIAJUHKAX OJIMHUIL 30epiraHHs, a TaKoX
(hakTHYHOT HAsBHOCTI JOKYMEHTIB 3 IMIJICYMKOBUMH 3amvcaMu B omucax. [Iig ygac
NEPEBIPSHHS CIPABH, U0 MAIOTh BHYTPIIIHIM OMHUC, 3BIPSIOTHCS MOJAOKYMEHTHO 3
JAHUMHU BHYTPIITHHOTO OIHUCY.

6. ®i3UYHUNA CTaH CIpaB OIIHIOETHCA MUIAXOM iX BI3yalbHO MEpersany. Y
npolieci nepeBipsaHHs (PI3UYHOTO CTaHy MIJUISATal0Th BUSBJICHHIO!

JIOKYMEHTH, Ypa)KeH1 BULIIO, KOMaXaMH;

JOKYMEHTH 3 TIOIIIKO/KEHHSIM OCHOBH;

JTOKYMEHTH 3 TIOIIKOKEHHSIM TEKCTY;

BOJIOT1 IOKYMEHTH.

7. CrpaBu, 10 BUJIABATUCS B CTPYKTYPHI MIAPO3IIN, YUTAIBHHUM 327 1 B
THUMYacOBE KOPUCTYBaHHS, TEPEBIPAIOTHCA 3a KHUTAMHU BHJAaBaHHS CIpaB 13
apX1BOCXOBHIIIA Ta aKTaMH BUJaBaHHS CIIPaB y TUMYACOBE KOPUCTYBAHHS.

8. I1i yac mepeBipku HasIBHOCTI Ta CTaHy CIIpaB HEOOX1HO JOTPUMYBATUCS
TaKUX MPaBUII:

30epiraTi MOPSAJIOK pO3TalllyBaHHS CIpaB Ha CTelaXkax, y KOpoOKax,
narnkax;

MIIKJIaJaTd Ha BIAMOBIAHI MICHSI BHUSBICHI HENPABUJIBHO MiAKIIAIEHI
CIIPaBH;

BUJTy4aTH HE BHECCHI B OIMCH CIIPABH;

BWJTyYaTH Ta 130JIF0BATH MOIIKOKEH1 010JI0TTYHUMH IIKITHUKAMU CIIPABH.

9. Iix yac nepeBipsiHHS HASBHOCTI Ta CTaHy JOKYMEHTIB 3a00pOHSA€EThCS:

pobutu Oyab-siKi TO3HAYKH, BUIPABICHHS, 3alUCH B  OOJIKOBHX
JIOKyMEHTAX;

BHOCHUTH JI0 ONTUCY HEOOTIKOBAH1 OJIMHMUII 30€piraHHs.

10. Cran cmnpaB (iKCyeTbCS B apKyllli MEpEeBIPSHHS HAsABHOCTI Ta CTaHY
TOKyMeHTIB oHIy 3a popMOI0, HaBeIeHOIO B AoaTKy 32 mo nux [IpaBumi, motim —
B aKTl IPO TMEpEeBIPSHHS HAsBHOCTI Ta CTaHy CIpaB (JOKYMEHTIB) 3a (HhOpMOIO,
HaBeleHO0 B jonatky 33 go uwux IlpaBun. Y 1mux [IOKyMEHTax MICTUThCS
iH(opMallis mpo 3arajibHy KUIBKICTh CIIPaB 3a OMMCaMU, KUIbKICTh HasIBHUX CIIPaB,



PO HEBUSBIICHI CIpPaBH, MPO CHpPaBH, BUJAHI B THUMYacOBE KOPUCTYBaHHS,
MOIIKO/KEH]  CMpaBH, CIpaBH, 10 NOTpeOyoTh Ae3iH(EeKIli, e31HCeKIIl,
pecTtaBpalilii, HaJiTypHUX poOIT a00 MiAMIUBKH, BIAHOBJICHHS 3racalounX TEKCTIB.

11. Apkym nepeBipsiHHS CKIAIAEThCsl O€3MOCEPEIHbO B X011 MEPEBIPSIHHS
HasgBHOCTI cmpaB y (oHII Ha KOXHMM omuc okpeMo. Il 4dac mnepeBipsHHS
HEBEJIMKHUX 3a 00csSroM (DOHIIB JOMYCKAEThCS CKJIQJICHHS OJHOTO apKylla Ha BCl
OTIKCH.

VY pa3i BUSBICHHS B XOJlI TMEPEBIPSHHS HEIOJIKIB, HE MependadeHux
rpadpamMu apkyiia nepeBipsiHHS, 10 HHOTO BBOAATHCA JOJATKOBI rpadu; y pasi
MOAPKYIITHOTO HepeBipﬂHHﬂ JOKYMEHTIB BiJIITOBIHO 3MIHIOIOTHCSI Ha3BU Tpad.

[Ticns 3akiHUeHHS pOOOTH apKyIm HepeBlpﬂHHH HYMEpYIOTECA 32 MOPSIIKOM
HOMEpIB Y MeXaxX KOXHOIO TMEpEeBIPSHHS 1 MIANUCYIOTHCS MPAIiBHUKOM, SKHUN
MIPOBOJIMB TICPEBIPSIHHS HASBHOCTI. AKT 1 apKyll IEpeBIPSHHS BMIIIYIOTH JI0
ciupaBu GoHy a00 (POpMYIOTH SIK OKpEMHUN TOM 1 30€piraroTh pa3oM 31 CIPaBOIO
(GoHIy SIK 10AATOK 10 Hel.

12. Ha miacrtaBi miJICYMKOBUX 3alMCIB B apKyllax MepeBIpsHHS
CKJIQJIAEThCSl aKT MEPEBIPSHHS HASBHOCTI Ta CTaHy CIHpaB apXiBHOro (oHIy B
[IJIOMY, SIKHUM 3aTBEP/KYEThCS KEPIBHUKOM YCTAaHOBU Ta BMINIYETHCA y CIPaBY
boumy.

3riIHO 3 aKTamMu NEPEeBIPSHHS HAsSBHOCTI Ta CTaHy CIpPaB MPOBOAMTHCS
po0o0Ta 3 YCYHEHHS BUSIBJICHUX HEIOJIIKIB.

13. Ilicns 3aKkiHYEHHS NEPEBIPKU HASBHOCTI Ta CTaHy CIPaB B OMKCY MICII
3aCBIIUYBAJILHOTO HAMKHCY BHOCUTBHCS 3almuc abo TMPOCTaBISETHCS —IITAMII
«IlepeBipeHO» 1 3a3HAayYa€ThCs JaTa MEPEBIPKU. 3amuc 3acBIAUYETHCA 0CO00I0,
BI/IMOBIJAILHOIO 3a BEJICHHS O0JIKOBUX IOKYMEHTIB B apXIiBi.

Sxmo mig yac nepeBIpsHHS B ONMKCY BHSIBJIEHI JITEpPHI, BUIbHI, TOBTOPHI 1
MPOIYIIEHI HOMEPH CIpaB, HE 3a3HA4YeHl Y IMIJICYMKOBOMY 3amluCy, TO BIH
MEePECKIAAAETHCS 3 TIOCUJIAHHSAM Ha BIJIMOBIIHUN apKyIl MEPEBIPSHHS HAsBHOCTI Ta
CTaHy CIpaB.

14. BusBneHi HeOONIKOBaHI JOKYMEHTH TMepeAaloThCsi 3aBiyBadeBi
apxiBoM (0co0i, BIAMOBIJANBHIN 32 apXiB) pa3oM 3 apKyIlIeM 1 aKTOM TEepeBIpSIHHS
HAsSIBHOCTI.

[Ticns uporo cmpaBa(u) ONMUCYETHCA(IOTHCS), @ B OOJIKOBHX JTOKYMEHTax
(bIKCYIOTHCS BIAMOBIIHI 3MIHH.

15. SIxuio B X041 epeBIpsHHS BUSBICHO HEBUITPABHO MOIIKOKEH] CIIPaBH,
PO 1€ CKJIAAEThCS BIAMOBIIHUM aKT 3a (OPMOIO, HABEICHOI B JOAATKY 34 110 1TUX
[TpaBmin. Akt cxBamoeThesi EK  ycraHoBM Ta 3aTBEpIKYETHCS KEPIBHHUKOM
YCTaHOBH.

Ha mijgcraBi akta HEBUIIPABHO TOIIKOHKEHI CIpPaBU BWJIYYAIOThCS IS
3HULICHHS.

Sxio B X0A1 epeBipsTHHS BUSBICHO HEBUITPABHO TOIKOHKEH] TOKYMEHTH,
BHeceHl 10 HA®, ckinanaeTbest BACHOBOK PECTaBpaTOPIB BIAMOBITHOTO JEPKABHOTO
apxiBy a00 IHIIMX YCTAaHOB, IIO 3AIMCHIOIOTH pPECTaBpalllifiHl IMOCIYTH, MO0
HEMO>KJIMBOCTI BIJHOBJICHHS OCHOBHM JOKYMEHTa Ta BUKOPHUCTAaHHS TEKCTOBOI 1
300paxyBasibHOI 1HPOpMAITI.

AKT TpO HEBHUIIPaBHI IIOIIKO/DKEHHS cCHOpaB (JIOKYMEHTIB) pa3oM 3
BHCHOBKOM Ta aKTOM MpO BUIy4deHHsS TokyMeHTiB 3 HA® 3a ¢opmoro, HaBeIeHOIO



B gojatky 14 no uux Ilpasui, cxBamoerscst EK ycTaHOBU Ta OAa€Thes HA PO3IIISL
EIIK (EK) nepxaBHoi apxiBHOi ycTtaHoBU, EK apxiBHOTO Bii1y MICBKOI paau, y
30H1 KOMIUIEKTYBaHHS SIKO1 Iepe0yBa€ yCTaHOBA.

Ocraroune pilieHHs Npo BuiIydeHHs JHoKyMeHTIB 3 HA® npuitmae [{EIIK
YkpaepkapxiBy.

Y pa3i noromxenns IEIIK VYkpaepxkapxiBy akTa MNOpo BHIYYEHHS
nokyMeHTiB 3 HA® Ta #oro 3aTBepaKeHHsS] KEPIBHUKOM yYCTaHOBH apXiB YCTaHOBU
BHOCHUTB 3MIiHH B OOJIIKOBI JOKYMEHTH apXiBy.

16. Sxmo B XoXi TMepeBIpsSHHS BCTAaHOBIEHO HeCTayy CIpaB, ToO
OPraHi30BYETHCS IX PO3LIYK. 3 II€I0 METOIO BXKUBAIOTHCS TaKi 3aXO0/IHU:

BHBYAIOTh yCi OOJIKOBI JTOKYMEHTH, Ha MiACTaBl SIKUX BUAABAIUCS CIPaBU
13 apX1BOCXOBUIIIA,

OpraHi3OBYIOTh PO3IIYK HEBUSABJICHHMX CIpPaB y CTPYKTYPHHUX MIIPO3ALIIAX,
HOTIEpPEIHBO BUBYMBIIIN OMKMCH, HA Mi/ICTaB1 IKMX CIPABU ME€peIaBaIUCs 10 apXiBY;

HEePEBIPAIOTH CIIpaBH (POHIB, 1110 3HAXOAATHCS MOPYY;

NEeperIsIaloTh MPAaBUIBHICTh MIAKIAJAHHS CIpPaB, HOMEPH SIKUX CXOXI1 3
HOMEpaMU HEBUSBJICHUX CIIPAB;

BUBYAIOTh CIIpaBy (OHAY — aKTH NP0 BWIYYEHHs CHpaB JJIsl 3HUIICHHS,
aKTU BUJABaHHS CIpPaB y TUMYACOBE KOPUCTYBaHHS, aKTU NEPEBIPSHHSA HasABHOCTI
Ta CTaHy CIIpaB, CKJIaJICH1 paHillIe.

17. 3nHaiineHi B pe3yJbTaTl PO3UIYKY CIpPaBHU IMOBEPTAIOTHCS HA MiCIE
30epiranHs. CropaBu, MpUYMHA BIJICYTHOCTI SKUX MIATBEPIKEHA JOKYMEHTAIBHO
(akTamMu TIPO BWIYYECHHS COpaB JUid 3HUIICHHS, aKTaMd TMpO HEBUIIPaBHI
MOIIKO/)KEHHSI CIpaB, aKkTaMU TIepelaBaHHS CIpaB IHIIMM YCTaHOBaM Ta Ha
NOCTIiTHE 30€epiraHHsl), BUKIIOYAIOTHCA 3 OMHUCIB 1 O0IIKOBUX TOKYMEHTIB.

[Tincymku po3uyky Qikcyrorbes B rpadi «[IpumiTkay apkyuia nepeBipsitHHSI
HAsSIBHOCTI Ta CTaHy CIIPaB.

18. Po3uiyk HEBUSBIEHHX CIIpaB MPOBOAMUTHCS BIPOAOBXK POKY MiCIs
3aKIHYEHHS TEPEBIPSIHHS HAABHOCTI Ta CTaHy crmpaB. [Ipu oMy CKIaTa€eThCs
KapTKa 00JIIKYy HEBUSBJICHOI CIIPaBH 3a (OPMOIO, HABEJACHOIO B JOJATKY 35 10 1HX
IIpaBui.

19. Axio cripaBu He OyiM 3HAlICH], apXIB CKIAJA€ aKT PO HE BHUSIBICHHS
cipaB (JOKYMEHTIB), IUISIXH PO3LIYKY SIKMX BUYEPHaHO, 32 (OPMOIO, HABEJIEHOIO B
nonatky 36 go mux I[IpaBui, Ta AOBiIKY Mpo MPOBEAEHI 3aX0IH MO0 iX PO3IIYKY
JOBUIBHOI (hopMH. AKT MiANKUCY€E KEPIBHUK apxiBY (0co0a, BIANOBIIaJIbHA 32 apXiB)
Ta 3aTBEPJIKYy€ KEePIBHUK ycTaHOBHU. Ha mijicTaBi akTa CripaBu 3HIMAIOTHCS 3 OOJIKY.

Skmo BUSBIEHO HecTauyy crpaB (JOKYMEHTIB), BHeceHuX A0 HAD, akr
nojaaerbest Ha po3risg Komicii 3 KOHTPOIO 3a HasBHICTIO, CTAHOM Ta PO3IIYKOM
JIOKYMEHTIB JIEpKABHOT'O apXiBY pa3oM 3 JOBIJIKOIO MPO MPOBEACHI 3aX0IU MO0 iX
PO3LIYKY.

Ha miacraBi akrta, moromkeHoro Komici€ero 3 KOHTpOIO 3a HasBHICTIO,
CTAaHOM Ta PO3IIYKOM JOKYMEHTIB JEp>KaBHOro apxiBy, AokymeHTH HA®
3HIMAIOTHCA 3 OOJIKY.

20. IlepeBipsiHHS HAsSBHOCTI Ta CTaHy CIIPaB BBAYKAETHCS 3aBEPILICHUM TiCIIS
BHECEHHS 3MiH B OOJIIKOBI JOKYMEHTH 1 MOJAHHS BIAMOBIIHUX BIJOMOCTEH MpO
CIIpaBU TOCTIHHOTO 30epiraHHs /10 BIAMOBITHOI JEpKaBHOI apXiBHOI yCTaHOBH,



apXiBHOTO BIJAUTY MICBKOI paju JJisi BHECEHHS 3MIH Y KOHTPOJIbHI TMPUMIPHUKHU
onuciB cnpas, cxBaneHi EIIK nepkaBHOro apxiny.

9. CrBopeHHs cTpaxoBoro ¢ponay ra GoHAy KOPHCTYBaHHSA

1. Ha yHikaibHI JOKYMEHTH YCTaHOBM, III0 BHECEHI JO AaHOTOBAaHUX
MepeikiB  YHIKaJbHUX JIOKYMEHTIB, IIUIIXOM MIKpO(IIbMyBaHHS CTBOPIOIOTH
CTpaxoBl Komii (HETaTWBH TMEPIIOTO TIOKOJIHHS Ha PYJOHHIA IUIiBII abo
MiKpodiIax).

CyKynHICTh CTPaxOBHX KOIMIA JOKYMEHTIB, IO 30epiraroThCsi B apXiBli,
cknagae crpaxouii ¢ora. CtpaxoBuii GOHA CTBOPIOETHCS 3 METOIO 30epeKCHHS
JOKYMEHTHO] 1H(opMaIlil Ha BUMA 0K BTpaTH a0 MOLIKOIKEHHS OPUTIHATIIB.

2. OpHayacHO 31 CTBOPEHHSM CTPaxoBOTO (OHIY CTBOPIOETHCS (HOHA
KOPUCTYBaHHS (MO3UTUBHI MIKPO(DUIEMH Ta MIKPO(DIIIHN).

3. ®oHA KOPUCTYBAaHHS MOYKE CTBOPIOBATUCS TAKOXK Y LIJIbOBOMY MOPSAKY
Ha JIOKYMEHTaJdbHI KOMIUIEKCH, SIKI HAWOUIbII BUKOPUCTOBYIOTHCS, HUISIXOM
KCEpOKOIIOBaHHSI a00 CTBOPEHHS JIOKYMEHTIB Ha €JIEKTPOHHUX HOCisIX (1udpoBi
KOITii), 110 3a0€3MeUyI0Th 1IECHTUYHICTh KOIIli OpUT1HAJIaM.

4. CrpaxoBuii ¢oHA 1 (OHI KOPUCTYBaHHS CTBOPIOIOTHCS B MOPAIKY,
BHU3HAUYEHOMY 3aKOHOJIaBCTBOM.

IX. Opranizaunis J10KyMeHTIiB B apXiBi

1. JlokyMeHTauiiiHuil Ta apXiBHU# GOHAH YCTAHOBH

1. JoxymeHnTauiiHuii (hOHJ yCTAHOBU CKJIaJAI0Th:

JOKYMEHTH TIOCTIfHOro (OBIYHOrO) 30epiraHHs, fAKI € CKJIaJI0BOIO
yactuHO0 HA® (y pa3i CTBOpEHHS TaKUX JOKYMEHTIB B YCTaHOBI);

JTOKyMEeHTH TpuBasioro (rmonasn 10 pokiB) 30epiraHHs;

JOKYMEHTH THM4YacoBOro 30epirants (10 10 pokiB BKIIOYHO).

Ctpoxu 30epiraHHsi JOKyMEHTIB BCTAHOBJIIOIOTHCS HA MIJICTaBl €KCIIEPTU3U
iX IIHHOCTI; MOPSIOK €KCIEPTU3H IIHHOCTI JOKYMEHTIB BU3HAYAETHCA Y po3aim V
uux [Ipasui.

2. ApxiBuuit ¢ona, chopMOBaHHI B apXiBl YCTaHOBHU, MOJIISETHCSA HA TaKi
BU/IH:

apxiBHUI (DOHJ yCTaHOBH, IO CKIAHAEThCS 3 JOKYMEHTIB, CTBOPEHUX Yy
npotect ii JIsIIbHOCTI;

00’eqHaHni apXiBHUM (OHJ, M0 € CYKYMHICTIO IIJIICHUX KOMILJIEKCIB
apX1BHUX JIOKYMEHTIB, yTBOPEHHUX Y MPOIIEC] JISTIBHOCTI JBOX a00 OUIbIIE YCTaHOB
— (hOHIOYTBOPIOBAYIB;

apxiBHUM (oHA 0COOOBOr0 MOXOKEHHS, (POHAOYTBOPIOBaYEM(aMHU) SIKOTO
€ OJTHA Y1 JIeKUJIbKa (Q13UIHUX 0C10, MPUUHATHI 10 apXiBy YCTAaHOBH.

3. B apxiBi ycTaHOBUM MOXe 30€piraTHch apxiBHa KOJEKIliS (KOJIEKIil) —
CYKYITHICTh OKPEMHX TOKYMEHTIB, IO YTBOPWJIHUCS B TPOLECI MISITBHOCTI PI3HUX
dboHIOyTBOpIOBAYIB 1 00’€¢qHAHUX 3a OJHIEIO ab0 JEeKUIbKOMa O3HAKaMH,
HaOpUKIAJg: TEMAaTUYHOIO, HOMIHAJIBHOIO, aBTOPCHKOIO,  XPOHOJOTIYHOIO,
00’ €KTHOIO TOIIIO.

ApxiBHa KOJIEKIIisl, YTBOPEHA apX1BOM, HA3UBAEThCS apX1BHUM 310paHHSIM.



4. O3HaKoW yCTaHOBM — (OHIOYTBOpIOBaua € 1ii MOpUAMYHA Ta
oprasizalliifHa CaMOCTIHHICTb, 1110 MIATBEPIKYETHCS HASBHICTIO:

akTa (3aKOHY, IOCTAaHOBU, HAKa3y, PO3MOPSKEHHS, CBIIOITBa, CTAaTyTy,
MOJIOKECHHS) TIPO YTBOPEHHS, PEECTpaIlilo, KOMIICTEHIII0, TMOPSI0K IisSIIbHOCTI,
GyHKIIT TOIIO; caMOCTIHHOTO OanaHcy (KOMITOPUCY); PO3PaAXyYHKOBOTO PaXyHKY B
0aHKax; MTaTHOTO PO3IUCY; MMeYaTOK; aTpUOYTIB BJIACHOTO J1JIOBOJICTBA.

2. BusHayeHHs1 (POHIOBOI HAJIEKHOCTI ApPXiBHUX [IOKYMEHTIB i CTBOpPEHHS
apxiBHOro GoHay

1. BuzHaueHnHsi GOHIOBOI HAJEKHOCTI JOKYMEHTIB YCTaHOBHU TOJSTAE Y
BIJIHECEHHI 1X 0 apXiBHOTO (DOHIY BIAMOBIAHOI ycTaHOBH — (hOHIOYTBOpIOBAYA 3
ypaxyBaHHSM XPOHOJIOTTYHUX MEX ii JiSIIbHOCTI.

2. Ha Bu3HaueHHs (pOHI0BOI HAJIEIKHOCTI TOKYMEHTIB YCTAaHOBHU BIUIMBAIOTh
TaKl YAHHUKHU:

3MiHAa KOHCTUTYLIHHOTO JIady AepiKaBu;

3MiHa aJIMIHICTPATUBHO-TEPUTOPIATHLHOTO TOJILTY;

3MiHa ¢GOpMH BIIACHOCTI (hOHAOYTBOPIOBAYA;

HOpUNMHEHHS (OHI0YTBOPIOBaYa.

3. BusHaueHHs (OHIOBOI HaJEKHOCTI IOKYMEHTIB YCTAaHOBU B pa3i 3MIHU
KOHCTUTYI[IMHOTO JIaJy Jep>KaBd, 3MIHA aJMIHICTPAaTUBHO-TEPUTOPIATBHOIO
oAy, 3MiHM (OPMH BJIACHOCTI (POHIOYTBOpIOBaYa BH3HAYAIOTHCS Ha MIJCTaBl
pEKOMEHJalii AepKaBHOI apX1BHOI YCTaHOBH.

4. Tlin yac BU3HA4YeHHS (POHIOBOI HAJEKHOCTI JOKYMEHTIB YCTAaHOBHU
BPaxoOBYIOTh TaKe:

BX1JIHI JOKYMEHTH BIAHOCATHCS 10 (POHAY YCTAHOBH, AKa IX OTpUMAIa;

KOIIi BHUXITHUX JOKYMEHTIB BIJHOCSTBHCS 1O (POHIY YCTAaHOBH, SKa € iX
aBTOPOM;

BHYTPIIIIHI TOKYMEHTHU BIAHOCITHCS 0 (POHY YCTAHOBH, B SIKiii BOHH OYJIH
CKJIaJIEHI.

5. Ilix yac Bu3HaueHHs (POHIOBOT HAJIEKHOCTI HEOOXITHO TOTPUMYBATUCS
TaKUX MPaBUIL:

JOKYyMEHTH YCTaHOBHM Ta TPOMAJACHKUX OpraHizamii (mpodcCriakoBUx
TOIIO), IO ICHYBAJM MNpPU HIM A0 NPUUHATTS 3aKOHOAABCTBA YKpaiHU IMPO
IPOMAJICHK1 00’ eTHaHHS, (DOHIYIOTHCS Pa30M;

JOKYMEHTH YCTAaHOBM Ta MpOQCIIIKOBOI OpraHizaiii, 1m0 ICHy€ BXe 3
MOMEHTY ii Jerainizaiii, MOXyTb OpraHi3oByBaTucs a0O CaMOCTIHHO (OKpeMUMHU
dbongamu), abo pazom — miadoHAaMU 00’ €THAHOTO apXIBHOTO (HOHTY;

CIIpaBH, 1110 BEJMCS MOCIIJIOBHO y ABOX a00 OIbIlIe YCTaHOBaX, HAJICKATh
10 GOHY Ti€l YCTaHOBH, JIe BOHU OYJIM 3aBepIIeH] B IJIOBOJCTBI;

po3IIMpeHHsT ab0 3BYXKEHHS IMOBHOBa)XE€Hb, KOMIIETEHIIi, o0csAry abo
TEPUTOPIATBHUX MEX JISUIBHOCTI, 3MIHA MAMOPSAKOBAHOCTI, CTPYKTYpH,
nepeiMeHyBaHHS a00 YacTKOBa 3MiHAa Ha3BM YCTaHOBH, 1110 HE CYIIPOBOKYBAIOCS
JIOKOPIHHOIO 3MIHOIO 11 OCHOBHUX (DYHKIIIH, HE € MiJICTaBaMH ISl PO3MEKyBaHHS ii
JIOKYMEHTIB Ha JIBa apXiBHUX (HOHIU;

BUJIJICHHS 3 YCTAHOBU OJIHI€I a00 MEKUTHbKOX HOBUX 3 HAJaHHSAM IM
OKpeMHUX (YHKIIN Teprioi € MiJICTaBO JJis BIJOKPEMJICHHS apxiBHUX (HOH/IIB



HOBOCTBOPEHHUX YCTaHOB. JIOKYMEHTH YCTaHOB, IO PEOPraHi3yIOTHCS, JO 1 Micis
peoprasizaiiii GOHIYIOThCS pa3oM;

y pasi JIKBiallii yCTaHOBH 3 Ha/IaHHSAM YCiX a00 4YaCcTUHH 11 PYHKIIIH OJIHIMI
a00 JIeK1JIbKOM 0c00aM JOKYMEHTH KOXKHOI 3 HUX YTBOPIOIOTH HOB1 apXiBHI (hOHIM;

JOKYMEHTH YCTaHOB, I[0 THMYACOBO MPHUIMHWIN CBOIO MisUTbHICTH Yepes
3IIATTSI, IPUETHAHHS, TIOLI, IEPETBOPEHHS a00 B Pe3yiIbTaTi BiH 1 CTUXIMHUX JIHX,
a 3roZiloM OyJM BIHOBJECHI 3 TUMH CaMUMHU (YHKIISIMHU, CKIQJal0Th €QUHI apXiBHI
bonaM;

0C00O0BI CIIpaBH, SIKIIO BOHU MepeJaBalucs 3 OJHIET YCTAHOBH JI0 1HIIOT Y
3B’A3Ky 3 IMIEPEBEACHHAM TMPAIliBHUKIB, JOIYy4arOThCs A0 (OHAY OCTaHHBOI
YCTaHOBH.

3. XpoHoJI0riyHi Mexi apXiBHOT0 (pOHIY

1. XpoHOJOT1YHUMHU MeKaMu (DOoHTY €:

apxiBHoro (oHay ycTaHOBM — O(IiIiiiHI JaTH CTBOPEHHs (peecTparllii) i
JikBijamii GoHI0YTBOPIOBAYA;

ocoboBoro apxiBHoro (QoHAy — Jara HapO/DKEHHS 1  CMeEpTi
(bOoHI0YTBOPIOBAYA;
o0’eaHaHoro apxiBHoro (QoHay — Jgara yTBOpeHHsA (peecTtpairii)

(GoHAOYyTBOpIOBAaYa, CTBOPEHOTO Yy 4Yacl MepHiuM, Ta JaTa [PUIHHEHHS
(dboHA0yTBOpPIOBaYa y Yyaci Mi3HIIIE 3a BCIX YTBOPIOBaYiB LbOTO (DOHIY;

apXiBHOI KOJIEKII — JaTh NEepIIOro Ta OCTaHHBOTO 3a XPOHOJIOTIEID
JIOKYMEHTIB y CKJa/i KOJIEKIIIi.

2. KpaiiHiMU natamMM JTOKYMEHTIB apXiBHOro ()OHAY € JaTh Mepuioro Ta
OCTAaHHBOI'O 32 XPOHOJIOTIEI0 JOKYMEHTIB y cKiaal (QoHay (BOHM MOXYTh HE
30iraTucsi 3 KpaillHIMH JaTaMu JisUIbHOCTI (DOHAOYTBOpIOBava, SIKIO Yy (oHmIl
BIJICYTHI IOKYMEHTH MOYATKOBOTO Ta 3aBEPIIAILHOTO €TaliB JiSIIbHOCTI YCTaHOBU
a60 y ¢oHa ycTaHOBH OYJM MepeiaHi ClipaBU yCTaHOBU-TIOTIEPETHUKA, HE 3aKIHUCH1
B I1JIOBOJCTBI.

4. Opranizaunis JOKyMEHTIB y Me:KaX apXiBHOT0 (pOHIY

1. CrpykrypHOIO Ta KJiacu(ikaliiHOIO OCHOBOIO apXiBHOTO GOHIY €
CTIpaBa.

CnpaBa BKJIIOYAaE JOKYMEHTH, OO ’€qHAHI 3a BIAMOBIJHOK O3HAKOIO
(TeMaTU4HOI, KOPECMOHAEHTChKOI, HOMIHAJIBHOIO, XPOHOJIOTIYHOW)  abo
CYKYNHICTIO O3HAaK Ta €IUHUM CTPOKOM 30€epiraHHs 1 BMIIIEHI B OKpEMY
OOKJIaINHKY.

VYcepeauni apxiBHUX (OHMIB CHOpaBU TPYNYIOTbCA  BIAMOBIIHO /10
NonepeIHb0 BUOPAHOI CXEMU CHUCTEeMAaTu3allii, M0 3aKPIIUIIOETHCS OMUCOM CIIPaB
donmy.

2. Po3monin MOKyMEHTIB ycepeauHl apxiBHOTO (DOHIY 3MIMCHIOETHCS Ha
MiJICTaBl TOTO/KEHOT 3 JIEP)KABHOIO apXIBHOK YCTAHOBOIO, apXiBHUM BIJILIIOM
MICBKOI pajii CXeMOI0, 3aKPITIJICHOI0 OMHUCOM CIipaB (GOHY:

CTPYKTYpHOIO (32 CTPYKTypolO0 (OHIOYTBOpIOBaua, BHU3HAYCHOIO B
HITATHOMY PO3IUCY);

XPOHOJIOTIYHOIO (32 POKaMU CTBOPEHHS JOKYMEHTIB);

TEMAaTUYHOIO (32 TEMAaTHKOIO JIOKYMEHTIB);



HOMIHAJILHOIO (32 BUJIaMH 1 3HAUUMICTIO IOKYMEHTIB);

(byHKIIOHATBHOIO (3a byHKIIIMH, HarpsiMamMu TUSITBHOCTI
(GhoHI0yTBOpIOBaYa);

reorpadiyHoro (3a aMiHICTPATUBHO-TEPUTOPIATLHUMH OJIUHUIISIMU);

KOPECTHOHJICHTChKOIO (32 HallMEeHYBaHHSIMU aJipecaTiB, y pe3yibTaTi
JUCTYBaHHS 3 SKUMHU YTBOPUIIUCS JOKYMEHTH);

aBTOPCHKOIO (32 HallMEHYyBaHHSMHU YCTaHOB a00 Mpi3BUIAMH 0Ci0, SIKI €
aBTOpaMU JIOKYMEHTIB).

3. CopaBu CHUCTEMAaTH3YyIOThCS 3a JEKUIBKOMAa O3HAKaMH, 3aCTOCYBaHHS
SKUX HaOUIBIN palfioHajbHe Il 30epekeHHs y (OHMAl JOTIYHMX Ta 1CTOPUYHUX
3B’A3KIB MDK JOKYMEHTaMH 1 CTBOPEHHS HAW3pYy4HINIOl A BUKOPHUCTaHHS
JIOKYMEHTIB CHCTEMH iX OpraHizaiii.

4. HaiinompeHui TUIl CXE€MHU CHCTEMAaTH3allli B OMHUCAX € XPOHOJIOTTYHO-
CTPYKTYpPHHH, III0 BUKOPUCTOBYETbCA A CHUCTEMAaTH3allli CHOpaB IIOYUX
GbOoHIOYTBOPIOBAYIB, CTPYKTypa SKHX TIIOCTIHHO 3MIHIOETHCS; CHpaBu (POHIY
IPYNYyIOThCS 3a pPOKAMH, a B MeXaxX KOXXHOTO POKYy — 3a CTPYKTYPHUMHU
M1IPO3/17IaM1, HAIPUKITIAT;

2009 pik

Kannenspis

[TnanoBuit BiaI1T

BupoOuuuuii Bigain

Bignin npami ta 3apriata

D1HaHCOBO-C€KOHOMIYHUHN BiIJILIT

Bigain xaapis

AJIMIHICTPAaTUBHO-TOCTIOAAPCHKUM BIIALT

2010 pik

Kannenspis

[11aHOBO-€KOHOMIYHUN B1I11

BupoOHUUO-TeXHIYHUHN BiIILT

Byxrantepis

Bigain kagpis

AJIMIHICTPAaTUBHO-TOCTIOAAPCHKUM BIIILT

Ha cnpaBu ¢oHIy, cHCTEeMaTH30BaHOTO 3a XPOHOJOTIYHO-CTPYKTYPHOIO
CXEMOI0, CKJIaJIa€ThCS €UHUN OITKC.

5.  CTpyKTYpHO-XpOHOJIOTIYHMM THII CXEMH 3aCTOCOBYETBHCS  JUIS
CHUCTEMaTH3aIlll CIpaB YCTaHOB, IO MalM CTa0LIbHY CTPYKTYpY Ta TMPUITAHUIA
CBOIO misutbHICTH. [lpm 1bOMY CIpaBH TPYNYHOTBCA 3a CTPYKTYPHUMH
MIIPO3/1JIaMHy, a B MeXKaxX X MAPO3AUTIB — 3a pokamu. [Ipukian:

Bigmoin gitoBoacrea

2010 pix

2011 pik Too.

Bignin xanpis

2010 pix

2011 pix Tomro.



6. OyHKIIIOHATHLHO-XPOHOJIOTIYHA Ta XPOHOJOTTYHO-(PYHKIIIOHAJIbHA CXEMHU
CHUCTEeMAaTH3allll 3aCTOCOBYIOTHCS NMpU Kiacudikaiii JOKYMEHTIB 0e3CTPYKTYpHHUX
YCTaHOB.

I[Ipy  QyHKIIOHAIBHO-XPOHOJIOTIYHIM  CXeM1  3aroJIoBKM  CIIpaB
PO3MIIIYIOTECA 32 (DYHKITISIMH Ta pOKaMHU:

KepiBHU1ITBO

2007 pix

2008 pik

2009 pik To110

HaBuansHO-BUXOBHA poboTa

2007 pix

2008 pik

2009 pik TowIO.

[Ipu XpoHOJIOTTYHO-(YHKIIIOHATBHIA CXEMI 3arojIOBKU CIpPaB CHOYATKY
IPYNYIOTHCS 32 POKaMU JJOKYMEHTIB, Jalli — 3a QyHKIsIMU (OHI0YTBOpIOBayYa,

HaATIPUKJIIA;

2010 pik

KepiBHUIITBO

[LnanyBaHHs

diHaHCYyBaHHS

Kanitanbae Oy1iBHULTBO TOILLIO.

7. Ilpn HeBenukoMy o0csA31 POHIY MOMKJIMBE BUKOPUCTAHHS HOMIHAJIBHO-
XPOHOJIOTTYHOI a00 XPOHOJOTIYHO-HOMIHAJIBHOI cxeMu. [Ipukiianm HOMiIHabHO-
XPOHOJIOTTYHOI CXEMHU:

Hakasu

2010 pix

2011 pik

[Lnanum

2010 pik

2011 pik

TOLLO.

[Tpukiag XpoHOIOTIYHO-HOMIHAJIBHOT CXEMHU:

2011 pik

Haxkasu

[Lnann

3BITH TOIIIO.

8. JlokyMeHTH, 10 BBIHIUIM OO0 00’€IHAaHOTO apXiBHOTO (oHIY,
pO3TalIOBYIOTBCS ~ 3CIAHO 3 (DYHKIIOHAJIBHO-IIIBOBUM  MNPU3HAYECHHSIM
boHI0yTBOpIOBaYA, 32 XPOHOJIOTIEID iX CTBOPEHHs, 32 aigaBiTOM Ha3B TOIIO. Y
MeXax KOXHOro ¢oHIy, IO BBIAIMIOB A0 00’€IHAHOTO apXiBHOTO (OHY,
3aCTOCOBYIOTBCS PI3HI CXEMH CHCTeMaTHu3ailii, BHOIp SKUX BU3HAYAETHCA
XapaKTEPOM MiSUTHHOCTI KOHKPETHOI YCTAaHOBH, CKJIAJIOM 1 00CSTOM JTOKYMEHTIB.
Jns  GoHNIB  ONHOPIAHUX  YCTAaHOB BHUKOPUCTOBYETHCS  3arajbHa CXema
cHUCTeMaTH3allii.

9. Cucremartuzailisi JOKyYMEHTIB y KOJIEKIlI BU3HAYA€ThCS TEMATHUKOIO Ta
ckiIagoM AokyMmeHTiB. Koiekiii apxiBHHUX JIOKYMEHTIB CHUCTEMATHU3YIOThCS, SIK
MpaBUiIo, 3a XPOHOJOTTYHO-HOMIHAJIBHOIO O3HAKOIO (32 POKaMU Ta BHJIAMH CIIPAaB)



ab0 3a XPOHOJOTIYHO-ABTOPCHKOIO O3HAaKOIO (32 pOKaMHu, HalMEHYBaHHSIMU
YCTaHOB, TMPI3BUIIIAMU OCI0O — aBTOPIB JOKYMEHTIB). Y JESKUX BHUIAIKAX MOXKYTh
3aCTOCOBYBaTHCA reorpadiyna, GyHKIIOHATbHA, TEMAaTHYHA O3HAKM CUCTEMAaTH3allii
CITpaB apXiBHOI KOJICKITIi.

10.  JoxyMeHTH 3  KaApoBUX MHUTaHb  (0COOOBOro  CKJaJy)
CUCTEMATU3YIOThCSI  BIAOCOOJIGHO 1 BKJIIOYAIOThCSI B OKPEMHH ONHUC 3a
XPOHOJIOTTYHO-HOMIHAIPHOIO 03HAKOIO (32 poKaMH Ta BUAaMmu crpaB). Ha oco0oBi
CTpaBU 3BUIBHEHUX MPAIiBHUKIB MOXE CKJIaIaTUCS OKPEMUH OIKC.

11. Koxnuii apxiBHuii (QOHJ Mae CBIi HOMEp 1 Ha3By, IO BiANOBiAA€
odimiiiHili Ha3Bi GOHAOYTBOpIOBaya. Ko yctaHOBa — (POHIOYTBOPIOBAY TMEpeaae
CIpaBU Ha TMOCTiiHE 30epiraHHs 1O JEp’KaBHOI apXiBHOI YCTaHOBU (apXiBHOTO
BIUTY MiCbKOi paau), Homep (GOHIY MPHUCBOIOE BiAMoBiAHMNA apxiB. Lleit Homep
MPUCBOIOETHCS 1] Yac MEPUIOr0 HAIXOIKEHHS JOKYMEHTIB 1 HE 3MIHIOETHCS.

SIkmo ycraHoBa HE NeEpelae JTOKYMEHTH Ha IMOCTiHE 30epiraHHs, BOHa
CaMOCTIIHO MPUCBOIOE HOMEPU (POHaM, 1110 30€piratoThCs B apXiBl YCTAaHOBH.

X. O0J1iK JOKYMEHTIB B apXiBi

1. 3aranbHi BUMOTH 10 00J1iKy TOKYMEHTIiB

1. OOIK 3M1HCHIOETHCS 3 METOIO 30€PEKEHOCT] Ta KOHTPOJIIO 32 HASIBHICTIO
1 pyXOM JOKYMEHTIB IIJISXOM BH3HAYEHHS KUIBKOCTI 1 CKJIAAy B YCTAHOBJIEHHUX
OIMHULIAX 00Ky 1 (hikcauli (peecTparii) TPUHAIECKHOCTI KOXKHOI OAUHUII OOJIKY
710 TIEBHOT'O KOMIUIEKCY Ta iX 3arajibHOi KUIBKOCTI B 00JIIKOBHX JOKYMEHTAX.

2. Ilin oOnMKOBMM JOKYMEHTOM PO3YMIETHCS JOKYMEHT YCTAHOBIIEHOT
dbopmu, 1o ¢Gikcye HAIXOJPKEHHs, BUOYTTS, KUIBKICTh, CKJIQJ 1 CTaH apXIBHHUX
JIOKYMEHTIB B OJJMHULISIX OOJTIKY.

OO0iKOBI JOKYMEHTH MOBHHHI 30€piraTUCh y poOouiii KiMHATI KEpiBHUKA
apxiBy (ocoOu, BIIMOBIJATBHOI 3a apxiB) y ceidi abo meraneBiil madi, 10
ormeuaryetbcsi. KopucTtyBaHHS OOJIKOBUMH — JIOKYMEHTAMU  3JIACHIOETHCS Y
MPUMIIICHH]I apXiBy B MPHUCYTHOCTI KepiBHHUKA apxiBy (0CcOOM, BIAMOBIAIBHOI 3a
apxiB). O0IKOBI JOKYMEHTH apXiBY (KpiM OIMKCIB) KOPUCTyBayaM HE BUJAIOTHCS.

3. OOGmiky mnipIsIraloTb ycl JOKYMEHTH, IO 30epiratoThCsi B apXiBi
YCTaHOBH, y TOMY YHUCJ1 HEONHCaHl 1 HempoQiIbHI, CTPaxoBi KOIMIi JOKYMEHTIB,
Korii (pOHy KOpUCTYBaHHS (32 HASIBHOCTI), OIIMCH CIPAB.

4. ApxiB yCTaHOBM 3JIMCHIOE ULEHTpali30BaHUM O0O0MK QOHIIB 1
JOKYMEHTIB. 3a HasBHOCTI KUIBKOX apXiBOCXOBHII OOJIK TaKOX BEIEThCS B
KOXXHOMY apXiBOCXOBHIIII.

5. OO0JiK 31MCHIOIOTH NUIIXOM HaJaHHS apXIBHUM JIOKYMEHTaM (OJUHUISM
00JIIKy, OIMHUIIM 30epiraHHs) OOJIKOBHUX HOMEpIB, 10 € CKJIaJI0BOI apXiBHUX
mudpis.

ApxiBHMIA MHM@pP — MO3HAYEHHS, 110 HAHOCUTHCS HA KOXKHY OJMHMIIIO
30epiraHHs 3 MeTor0 3abe3medeHHs ii oOmiky ¥ imeHTudikaiii. ApxiBHUNA mudp
CKJIQ/Ia€ThCS 3 HOMEPIB apXiBHOTO (POHIY ab0 apXiBHOI KOJEKIli, OMHUCY, OJUHHII
30epiraHHsl.

Homep apxiBHOro (hoHAy TMPUCBOIOETHCS BIANOBIAHO [0 TMOPSIKY,
BU3HaueHOTo B MyHKTI 11 rmaBu 4 pozainy IX mux [Ipasui.



2. OquHuni 00J1iKy

1. OcHOBHMMH OOJIIKOBUMHU OAWHUIISAMH JUIsl JTOKYMEHTIB HE3aJIe)KHO Bij
MaTtepialbHOro Hocig iH(opMarii € apxiBHUN ¢GoHJ (apXiBHA KOJEKIIS), OTUHULIS
30epiranss (o1. 30.).

2. Opgununero 30epiraHHs JOKYMEHTIB 3 TMalepoBUMHU HOCIAMH € CIIpaBa
(muB.myHKT 1 Ti1aBu 4 posnainy 1X).

3. Heonmcani g1okyMeHTH (pO3CHUI) OOMIKOBYIOTh Y HEONTMCAHUX (YMOBHUX )
oauHUIIX 30epiranHs (i3 po3paxyHKy 250 apkymriB B OJHIN YMOBHIN OJUHHII
30epiraHus).

4. JIOKyMEHTH O0COOOBOr0 MOXOJ/KEHHS, IO MPOWIIM JUIIE NEPBUHHE
OMHMCYBaHHS, O0TIKOBYIOTh MTOJOKYMEHTHO, B OKPEMHUX BHUIAJKAX — y HEOMHUCAHUX
CHpaBax Ta apKyllax.

3. Cucrema 00,1iKOBUX JOKYMEHTIB apXiBy

1. Cucremy O0OJIKOBUX JOKYMEHTIB apXiBy CKJIAJa€ KOMILIEKC
B32€MOIIOB ’I3aHUX OOJIIKOBUX JOKYMEHTIB Ta 0OJIIKOBUX 0a3 JIaHUX, CTBOPEHUX Ha
€IMHUX METOIO0JIOTIYHUX Ta METOJAMYHUX 3aCajaX.

2. O6niK TOKYMEHTIB B apXiBl BEJEThCS 32 OCHOBHMMH Ta JIOMOMIXHUMHU
OOJIIKOBUMH JIOKYMEHTaMHU.

3. Cxnazn 1 popMu OCHOBHHMX OOJIIKOBUX JIOKYMEHTIB € 00OB’SI3KOBUMHU JIJIS
KOKHOT'O apX1BYy yCTaHOBHU. /[0 OCHOBHUX OOJIIKOBUX JIOKYMEHTIB HAJICKATh:

KHHUI'a HaJXO/KEHHS Ta BUOYTTS JOKYMEHTIB;

CIUCOK (DOHIB;

cripaBa QoHy;

OTIHICH CTIPAB;

PEECTpH OTHCIB;

AHOTOBAHI TEPEeNiKh YHIKAIbHUX JOKyMEHTIB HailioHaapHOTO apXiBHOTO
dboumy.

4. HeoOXiIHICT, BEICHHS 1 BUIW JOTOMIXHUX OOJIIKOBHUX JOKYMEHTIB
BU3HAYAIOTHCA YCTAaHOBOIO camocTiiiHO. PopMu 1UX OOJIKOBHX JOKYMEHTIB
BCTAHOBITIOIOTHCSI YCTAHOBOIO.

Jlo nomomixkHUX OOJIKOBUX JTOKYMEHTIB HAJICKATh: JINCTU (POHIY, KAPTKH 1
KHUTU OOJIKY pyXy (OHIIB, KHUIM OOJIKY JOKYMEHTIB 3 KaJIpOBUX IUTaHb
(ocoboBoOTrO CKJIaMy), KHUTA 00Ky JTOKYMEHTIB, BUWIYYCHUX JIJISl 3HUILICHHS, KHUTH
00JIIKy JOKYMEHTIB, MepelaHuX /10 THIINX apXiBiB, TOUIO.

5. Jlnsg 1ueHTpadi3oBaHOTO JIepKaBHOrO OOJIKY J0KyMeHTiB HA®
CKJIQJAETHCS ACIOPT apXiBy.

6. OOGJIKOBUM JOKYMEHTOM JJIs CIIpaB TUMYacoBoro 36epiranas (mo 10
POKiB BKJIFOYHO), 1110 HAJIWIILIN J1s1 30epiraHHs 0 apXiBy, € HOMEHKJIaTypa CIpaB.

4. IlopsAOK BeIeHHSA OCHOBHUX 00JIiKOBUX IOKYMEHTIB

1. ¥V kHU31 O0MIKY HAIXOJKEHHS Ta BUOYTTSA JOKYMEHTIB apxiBy, (opma
sKkoi HaBeneHa B noaatky 37 nmo mux [IpaBun, BemeTbcs 00K YCIX CHpas,
OPUMHATAX apXiBOM BiJ CTPYKTYpHUX MiPO3AUIIB OpraHizamii, BUIYYCHHUX IS
3HUIIEHHS, IEPEAAHUX 0 ACPKABHOTO apXiBy (apXiBHOTO BIJILUTY MICHKOT paju) Ta
OTPUMaHUX BiJ iHIMX ycTaHOB. Ko)kHe HaIXOmkeHHs Ta BHOYTTS MMO3HAYAIOTHCS
CaMOCTIMHUM HOMepOM. SIKIIO TOKYMEHTH (DOHIY HAaIXOAATh 10 apXiBY BIEpIIIE, TO



HOMEp (poHIY 3a3HAyYa€ThCS B KHU31 MICHS HaJlaHHA HOMY HOMEpa 3a CIIMCKOM
dboumiB. KO AOKYMEHTH, IO HAAIMIUIM, € YacTUHOKW (OHIY, IO BXKE
30epiraeTbcsl B apxiBi, TO y BIAMOBIAHIN rpadi KHUTH HABOJUTHCS HOMEp, 110 OyB
HaJlaHUM [IboMY (POHTY paHiIlIe.

Ha mepmie ciuHS KOXXHOTO pPOKY B KHHU31 HAAXOIKEHHS Ta BHOYTTS
JIOKYMEHTIB YKJIQJa€ThCA MIJICYMKOBUN 3aIKC MPO KIIBKICTh CIIpaB, 10 HAINAIILIH,
Ta TUX, 10 BUOYJNH, a TaKOXX MPO KUIBKICTh ()aKTMYHO HAsBHUX Ha 30epiraHHi
CTIpaB.

Kuura oO0miky HagXxO/pKeHHS Ta BUOYTTS JOKYMEHTIB € MiJCTaBOIO IS
CKJIaJIaHHs MTacIopTa apXiBy.

2. Cnucok (oHaiB apxiBy, (popma SKOro HaBeJCHA B JOAATKY 38 10 IMX
[IpaBmi, BedeTbcs B apXiBi, 1[0 30epirae JOKyMEHTH JBOX 1 Ouiblie (QOHIIB
(xonexkiit). KoxkHomy ¢GoHIy, M0 HAIXOIUTh Ha 30epiraHHs, ITPUCBOIOETHCS
MOPSIIKOBUIT HOMEpP 3a CHUCKOM (OHIIIB Yy XPOHOJOTIYHIN MOCHIIOBHOCTI HOTO
HaJaxo/DKeHHA. Skmo GoHa mijusrae nepeaadi Ha MOCTiiiHE 30epiraHHs, TO yepes
KOCYy PHUCKY BKa3yeTbCi HOMEp IIhOro (DOHIY B JEprKaBHIM apXiBHIM yCTaHOBI
(apxiBHOMY BiJIlJIl MIChKO1 panu) (Y BUIAJIKY, SIKIIO JOKYMEHTH (POHIY paHille
nepeaBaincs 10 [UX apXiBHUX YCTaHOB). Y cnucKy (OHIIB (PIKCYIOTbCS MOBHA
Ha3Ba Ta CKOpouYeHa Ha3Ba (DOHOYTBOpIOBaUYa Ha MOMEHT HAJIXOJKEHHS (POHIY B
apxiBocxosuiiie. Homep BuOynoro ¢poHay He MPUCBOIOETHCA (HOHIY, 110 HAAIHIIIOB
Ha 30epiranHs. Ilpu HanxomxeHH! Ha 30epiraHHs (HOHAY JIKBIJOBAaHOI YCTaHOBU
dboHIy HamaeThbCsd Ha3Ba Ha Jary JikBigamii. O0’egHaHuid (DOHII BHOCHUTBCS IiJl
y3arajibHeHowo Ha3Borwo. OO0’enHaHoMy (OHIY, CTBOPEHOMY B apXiBl YCTaHOBH,
HAJIA€ThCsI OJIUH 3 HOMEPIB apXxiBHOTO (JOHAY, BKIIOUEHOTO 10 CKJIaay 00’ €THaHOTO,
SK MPaBUIIO, HAUOLIBIIOTO 3a 00CsATOM crpaB. st apXiBHOI KOJNEKIIii, CTBOPEHOI B
apXiBl YCTAaHOBH, HAJIAE€ThCSl y3arajibHEHa Ha3Ba BKJIIOUECHHX JI0 HEi IOKYMEHTIB, a
JUTSL KOJIEKITiT, ChOpPMOBAHOI KOJIEKIIIOHEPOM, — 1i Ha3Ba.

Ha 01 ciuHst KO)XKHOTO POKY A0 CIHUCKY (POHJIB CKIAAAETHCS MiJACYMKOBUHN
3auc, B SKOMY 3a3HA4YalOThCs KUIBKICTH (DOHMIB, IO BHOYJIH, IO HATINIUIH
MPOTATOM POKY, Ta 3arajibHa KUTbKICTh (DOH/IIB, IO 3HAXOASATHCS Ha 30€piraHHi.

3. CmpaBa ¢doHay BeaeThcsi Ha KOXHUK (oHn apxiBy. Bona wmicTuth
JIOKYMEHTH, 110 B1JOOpakaroTh 1CTOPII0 YCTaHOBU-(DOHOYTBOPIOBaUa Ta 1CTOPIIO
Horo apxiBHOro ¢oHay: ICTOPUYHY JOBIJIKY a00 TMepeaIMOBU JI0 OMHUCIB, CXEMY
cucremaruzaiii  QOHIY, METOAWYHI  TOCIOHMKH 3  HAyKOBO-TEXHIYHOIO
OTpaIlfOBaHHs TOKYMEHTIB (DOH]Iy, CTBOPEHHS O0JIIKOBOTO Ta JOBIAKOBOIrO amapary,
pecTaBpallii 1 KOHCepBallii, CTBOPEHHsI CTpaxoBoro (GoHAy Ta (POHIY KOPUCTYBAHHS,
aKTU TEpPEeBIPOK HASIBHOCTI Ta CTaHy CIpaB, aKTH MPO HEBHUIPABHI MOIIKOJKEHHS,
aKTu mepenayi QoHIY Ha MOCTIMHE 30epiraHHs J0 JAECPXKABHUX APXIBHUX YCTaHOB
(apxiBHUX BIJIIIB MICBKUX Paj), aKTH BUIYUYCHHS JJIs1 3HUIIECHHS JIOKYMEHTIB, HE
BHeceHux 10 HA®, Tomro.

JoxkymeHTH, 110 (hiKCYIOTh 3MIHH Y CKJIai Ta 00cs31 GOHTY, BKIIOYAIOTH 10
cipaBu (HOHAY TUIBKH 3 BIIMITKOIO IPO BHECEHHS 3MIH B YC1 OOJIIKOBI JOKYMEHTH
apxiBy yctaHoBU. JlokyMeHTH B cmpaBi (OHAY PO3MIIIYIOTH Y XPOHOJOTIYHIM
MOCIIOBHOCTI. Y ¢l apKylIlli JOKYMEHTIB, BMIIIEH] A0 crpaBu (OHIY, MalOTh OyTH
nponymepoBaHi. CKJIagaroThCsl BHYTPIIIHIN OMUC 1 MIACYMKOBHM 3amuc. Jlo HHX
BHOCSITbCSI 3MIHM B MIpy TOMNOBHEHHSI CIpaBM HOBUMH JOKyMeHTamu. KoxHii



crpaBi (OHIY TPUCBOIOETHCA HOMEp BianoBigHoro ¢oumy. CropaBa ¢oHIy
30epiraeTbcsi B apXiBl yCTAaHOBU Y TIOPSAKY 30UIbIICHHS HOMEPIB (DOH/IIB.

4. Onucu cmopaB € TMEPBUHHUMH OOJIKOBUMU JIOKYMEHTaMU IS
MMOOJIMHUYHOTO 1 CyMapHOTO OOJIIKY CHpaB MOCTIHHOTO 30epiraHHs, TUMYACOBOIO
(monax 10 pokiB) 30epiraHHs Ta 3 KaapOBUX IUTaHb (3 0COOOBOro CKJIay), IO
CKJIaJIAfOTHCS BIJTOBIIHO IO BUMOT, BU3HAYE€HUX y TUIaBl 3 po3ainy VI Ta pos3aimi
VII uux [IpaBwu.

[ToomuanuHUN OOMIK 3HIACHIOETHCS IUIIXOM 3aKPIIUICHHS 3a KOXXHOO
CpaBoi0 (OIMHUICIO 30epiraHHs) CaMOCTIMHOTO HOMEpa, a CyMapHHUU OOJiK —
CKJIaJICHHS MiJICYMKOBOTO 3aMKCy J0 OMHCY, SIKUH € MiICTaBOIO AJIs BEICHHS 1HIITNX
0OIKOBUX JJOKYMEHTIB.

¥Yci 3MiHM B 00CS31 CIIpaB B OMHKCY, TTOB’s3aH1 3 BUOYTTSIM, HAIXOHKCHHSM,
o0’enHaHHAM ab0 po3(opMyBaHHSIM CHpaB, BIAOOpaXarOTbCAd B IMiJICYMKOBOMY
3alycy /0 3BEACHOTr0 ab0 3aKIHYEHOI'0 OMUCY 3 MOCHJIAHHSM Ha JOKYMEHT, LIO
MIITBEPJIKYE 11 3MIHHU.

Onucu crpaB CTPYKTYpPHHUX MiIPO3AUTIB € OOJIIKOBUMHU JOKYMEHTaMHU IO
CKJIaJIEHHSl PIYHOTO PO3/ULy BIAMOBIIHOTO 3BeAeHOro onucy. Onucu CTpyKTypHUX
HIPO3AUIIB TMOCTIHHOTO 30epiraHHs, II0 TMEpeJaloTh CBOI JIOKYMEHTH JI0
JIep’)KaBHUX apXiBHUX YCTaHOB (apXiBHUX BIIJIUIIB MICBKUX paj), 30epiraroTbcsa y
cupaBi (oHAY [0 nepenaBaHHS JOKYMEHTIB 3a III POKM Ha 30epiraHHs 10
BIJIMOBITHUX AapXIBHUX YCTAaHOB. SIKIIO yCTaHOBAa HE IMepeAae JIOKYMEHTHU
MOCTITHOrO CTPOKY 30€epiraHHs 10 JEp’KaBHUX apXiBHUX YCTaHOB (apXIBHHX
BIJIIUUTIB MICBKHUX Paj), TO OMHUCHU CIPaB CTPYKTYPHUX MIAPO3IUIIB BMILIYIOTHCSA Y
cripaBy GOHITY.

Onucu cnpaB CTPYKTYpPHUX HIAPO3JUIIB 3 KaApPOBHUX MUTAaHb (0COOOBOIO
CKJaay) 30epiratoTbCsi A0 MOTOHKEHHS PIYHOTO PO3JUTY 3BEIECHOTO OMKCY CIpaB
YCTaHOBHM 3 KaJpoBux nutanb (ocoboBoro ckiany) 3 EINK (EK) nepxaBHoro apxiBy
a6o EK apxiBHOTO BiJ/IiTy MICbKOI paju.

5. Peectp omuciB, popma sikoro HaBeaeHa B pomatky 39 mo mux IlpaBwmi,
BEJIETHCA B apXiBl YCTAHOBH 32 HASIBHOCTI JIBOX 1 O1JIBIIIE OIKUCIB.

Onucu  BHOCATH JO PEECTPY B  XPOHOJIOTIYHIM TOCIITOBHOCTI  iX
HAJIXO/DKCHHS TIiJ] BIAMOBIIHMM TOPSJIKOBUM HOMEpPOM. Y PEECTpl OIHCIB
(bIKCYIOTBCSI OCHOBHI BIJIOMOCTI TPO CKJIAJ KOXXHOTO OINHUCY, IO HAIINAIIOB 10
apxiBy: HoMep (QOHIy, HOMEp OMNHCY, KUIbKICTb ONHCAaHUX Yy HBOMY CIIpaB,
KUIBKICTh apKYILIB B OMKCY 1 KUIbKICTh HOTO TPUMIPHHKIB.

6. OOnik yHikanbHUX AOKyMeHTIB HA® BenmeTbcs B apXiBl yCTAaHOBHU 3a
aHOTOBaHMM nepenikoM, noromxkenum LIETIK YkpaepxapxiBy.

7. IlactopT apxiBHOT'O MiAPO3ALTY CKJIaJIal0Th YCTAHOBH, 5K € JKepelaMu
dbopmyBanns HA®, 3a ¢opmoro, HaBeneHow B aonatky 40 no uwux IlpaBuin,
IIOPOKY Y JIBOX MPUMIPHHUKAX, OJIUH 3 SAKUX HAJCUIAETHCS BIAMOBIAHIN IepiKaBHIN
apxiBHIM yCTaHOBI (apXiBHOMY BTy MiCbKOi paau) He mi3Himie 01 rpyaHs poky,
3a AKUH BiH CKJIAJICHUH, a IPYTUN 3JIUIIAETHCS B apXiBi.

[TacnopT apxiBy mpu3HAYEHHUH AJII CYMapHOIrO OOJIKY CIpaB MOCTIHHOTO,
TpuBasnioro (moHag 10 pokiB) 30epiraHHs Ta 3 KagpOBUX MHTaHb (OCOOOBOTO
CKJaay), IO MICTAThCS B apXiBl. Y HBOMY TaKOX HABOAATHCA BIAOMOCTI TPO
MIPUMIILICHHS apXiBYy Ta MOT0 IpaIliBHUKIB.



VY pa3i HEoOXIHOCTI JO MacropTa apxiBy BIAMOBIIHO 10 HOTO PO3AUTIB
CKJIaJIa€ThCsI TOSICHIOBAJIbHA 3aITMCKa, Y AKIH B1iJ0OpaKarOThCS BIJOMOCTI PO 3MIHU
y Ha3Bl, MANOPSJKOBAHOCTI, OpraHi3alifHO-IPaBOBOMY CTaTyCl YCTaHOBH,
3a3HAYAIOThCA MPUYUHU 3MIH MOKA3HUKIB MOPIBHAHO 3 TOMEPEIHIM MaclopToM y
Ha3Bax Ta KUIBKOCTI (DOHJIB, KUIBKOCTI CIIpaB, KpalHIX Jarax CIpaB, YMOB
30epiranns. [losicHIOBajbHA 3amucKa MIAMUCYETHCS KEPIBHUKOM apxiBy (0co0o0r0,
BiJIMTOBITAJTLHOTO 32 APXIB).

Crtpoku 30epiranHsi TOKyMEHTIB MOCTIMHOTO 30€piraHHs B apXiBl YCTaHOBU
oOpaxoBytoThcs 3 01 CiuHSI POKYy, HACTYITHOTO 32 POKOM 3aKIHYEHHS JOKYMEHTIB Y
JJIOBOJICTBI (32 BUKIIIOYEHHSIM POKY IOTOYHOTO [IJIOBOJICTBA Ta JBOX POKIB,
IPOTATOM SIKMX BOHM MTOBUHHI 30€piraTucs B CTPYKTYPHHX MiAPO3/AiJIaX YCTAaHOBH).

Hampuknan, ycranoBa obiacHOTO Macmtaly AisuTbHOCTI (B apXiBi sIKOT
JIOKYMEHTH TOCTIMHOTO 30epiraHHd TuMYacoBo 30epiratotecsi 10 pokiB) monae
nacropT 10 JAepXKaBHOTO apxiBy obOmacti craHoMm Ha 01 rpynns 2012 poky, npu
[bOMY BOHA MAa€ BHUKJIIOYUTH PIK NMOTOYHOro nautoBojactBa (2012) ta nBa poku
30epiraHHsl IOKYMEHTIB y CTPYKTYpHUX migpo3aiiax (2010-2011) 1 3aznauut 10
pOKiB 30epiranHsa 1okyMeHTiB B apxiBi (2000-2009). Skuio B apxiBi 30epiratoTbCst
JIOKYMEHTH TMOCTIHOTO 30epiraHHs MoHa  BCTaHOBJIECHI poku, ToOTO 10 2000 poky,
y rpadi 3a3Ha4arOThCA 1X KUIBKICTh 1 KpaiHi gatu (Hampukiaa, 100 cmpas
nocTiiHoro 30epiranHs 3a 1998-1999 poku 30epiratoThesi B apxiBl yCTaHOBU MOHAJ
BCTAHOBJICH1 CTPOKH).

8. HomeHkiaTypa cmpaB YCTaHOBH 3aCTOCOBYETHCS i OOJIIKY CIIpaB
TUMYaAcOBOTro 30epiranss (10 10 pokiB BKIOYHO), IO HAIIALIUIM AJ1s1 30epiraHHs 10
apxiBy 3a pIIIEHHSIM KepiBHMKA. J[Jisi cyMapHOTo OOJIIKY CIpaB YCIX KaTeropii 1o
HOMEHKJIATypH CIIPaB CKJIAMAETHCS IMJACYMKOBHH 3amuc. [Ipw 1mboMy monryKoBUM
1HAEKCOM JIsl HUX Oyne ckopoueHHs «H» (HOMeHKkiatypa), yepe3 TUpe — YOTHpHU
1udpu AUIOBOJHOTO POKY Ta MOPSIKOBUI HOMED CIIPABH, HAPUKJIIA:

H - 2014, cnip. Ne 21.

9. Onucu 1 HOMEHKJIaTypH CIIPaB, IO iX 3aMiHSIOTh, B apXiBi 30€piraroThCs:

3a MOPSAKOM HOMEpIB (POH/IIB;

ycepenuHi (poHIIB — 3a TpylaMu CIpaB MOCTIHHOTO, TpuBaioro (moxasn 10
pokiB), TumyacoBoro (0 10 pokiB) 30epiranHs, 3 KaJpoBUX MUTaHb (0COOOBOTO
CKJIAJy).

Ycepenuni 3a3HayeHUX TPyN OMMCH 1 HOMEHKJIATYpH CIIpaB, MO iX
3aMIHSIIOTh, PO3MINIYIOTHCS 3J1iBa HANpaBO B TOPSAIKY 3POCTaHHS iX BaJOBOI
HyMmepaiii. Onucu KoxkHOTo (QoHay (y pasi moTpeOu — 1 KOXKHOI I'pylu CHpaB)
BUIIUVISIIOTHCST OJWH BiJ OAHOTO KapTOHHUMHU PO3MOJAUIBHUKAMHU 3 BIAMOBIIHUMHU
MTO3HAYKAMH.

10. ¥V pasi cTBopeHHs cTpaxoBoro (GoHAy Ta GOHIY KOPUCTYBAHHS iX 00JIIK
B apXiBl BeIEThCS HA IMIJCTaBl KHUTU OOJIIKY HAIXOKEHHS 1 BHOYTTS CTPaxoBOTO
donnay i poumy KopuctyBanHs (nogatok 41) Ta omucy crpaxoBoro ¢hoHIy (A01aTOK
42) st TOOAMHUYHOTO O0JIIKY CTPaXOBHX KOITIH.



XI. loBiaKkoBHMid anmapar 10 JOKyYMEHTIB apXiBy

1. Cucrema 10BiIKOBOIO anapary apxiBy

1. Cucrema JOBIIKOBOIO amapary — II€ KOMIUIEKC B3a€MO3AJICKHUX 1
B3a€MOJIOTIOBHIOIOYMX apXiBHUX JIOBIJIHMKIB, 0a3 JaHMX NPO CKJIajd, 3MICT 1
MICIIC3HAXO/KEHHs apxiBHUX ¢oHAIB 1 (a00) apXiBHUX JOKYMEHTIB, IO
CTBOPIOETHCS HA €MHIN HAYKOBO-METOJUYHIM OCHOBI JUISI ONEPATHBHOIO MOIIYKY
JIOKYMEHTIB Ta Hale()eKTHBHIIIOTO BUKOPUCTaHHS iH(OpMaIlii, M0 MICTUTHCS B
HUX.

2. O60B’A3KOBUMH TUIIAMHU apXiBHUX JOBIHUKIB € OMHUCH, HOMEHKJIATYPH,
apxiBHI KaTajord, 0a3u JaHUX, 10 BUKOHYIOTh (DYHKIIIT IIMX JOBIIHHUKIB, a TAKOXK
MOKa)XUYMKHU, OTJISIIN apXiIBHUX JOKYMEHTIB, ICTOPHYHI JOBIAKH 10 apXiBHUX (POHIIB
YCTaHOBH.

3. Ckrnag apxiBHUX JOBIIHMKIB 1 0a3 [JaHMX B apXiBl yCTaHOBH
BU3HAYAETHCS BUJIOM apXiBy, KIIBKICTIO (DOHIIB, CKJIAJOM 1 3MICTOM apXiBHHX
JIOKYMEHTIB, XapaKTepoM 1 3aBJaHHSIMH TMOIIYKY JTOKYMEHTIB, IHTEHCHUBHICTIO
BUKOPHUCTAHHS JJOKYMEHTIB.

2. Onucu Ta HOMEHKJIATYPH CIIPaB

1. ApxiBHI onmucH CIipaB € 0aA30BUMH JOBIJHUKAMU JJII CTBOPEHHS 1HIINX
BUJIIB JIOBIIKOBOTO amapary apxiBy, MOCIYrOBYIOTbCA MOIIYKOBUMHU JITaHUMH,
3aKpIIUICHUMH OMMCOM CIpaB: HOMepHU (HOHAY, OMHUCY, CIPaBH, ApKYILIB Yy CIpPAaBI.

Onuc cKiIamaeTbcsi 3  OMUCOBUX  CTaTed, MIJICYMKOBOIO  3aIuCy,
3aCBIAYYBaJbHOTO HAIUCY 1 IOBIJKOBOIO arapaTy J0 OIHUCY.

[Topsimox ckJagaHHs apxiBHMX OMHUCIB BU3HAueHO B pozaium VII mux
[IpaBu.

2. HowmenknaTypu copaB BHUKOPHUCTOBYIOTHCS B apXiBl YCTaHOBH JIJIs
BU3HAYCHHS CKJIaNly, 3MICTY Ta MICI€3HAXO/KEHHS JOKYMEHTIB THMYacOBOTO (/10
10 pokiB) cTpoKy 30epiraHHs.

JIist cTBOpeHHsI apXiBHUX JOBIAHHMKIB 1 (a0o) 0a3 JgaHuUX JOKYMEHTIB
tumMuyacoBoro (1m0 10 pokiB) 30epiraHHs TMOCIYTOBYIOThCS CGHOPMOBAHMMH B
JIJIOBOJICTBI KapTOTEKaMH, MOB’SI3aHUMHU 3 TOIIYKOBUMHU JTaHWMHU, HOMEHKJIATypa
MU CIIpaB, 1110 3aMIHSIOTh B apXiBl YCTAHOBH OIHUCH.

3. ApXiBHi KaTaJI0r4 Ta apXiBHi KAPTOTEKH

1. ApxiBHi KaTajoru (apxiBHI KapTOTEKH) CTBOPIOIOTh HA Ti JOKYMEHTH
¢dbonAiB ab0 iX YaCTHH, Kl BUKOPUCTOBYIOThCSl HalyacTilie (MOCTaHOBH, PILICHHS,
HaKa3u, pO3NOPsIHKEHHs, 0COOOBI1 CIIpaBH, HAYKOBI 3BITH TOILIO).

2. O0’ekTamMM ONKMCYBAaHHS B KaTajao3l YW KapTOTEel MOXYThb OyTH:
JOKyMEHTH (Tpyra JOKYMEHTIB, YAaCTHHH JIOKYMEHTIB), OJWHHUIN 30epiraHHs
(omuHUIll 00J1IKY), orHcH, (POHTH.

3. ApxiBHI KapTOTEKH MOXKYThb BiJ TOYAaTKy CTBOPIOBATHUCS B apXiBi
YCTaHOBH, a TaKOX MOXYTh Oa3yBaTHUCS Ha JOBIIKOBUX KapTOTeKaX, sKi
copMOBaHO B [IIOBOACTBI YCTAaHOBM Ta TMEpPEeJaHO 10 apXiBy pa3oM 3
JOKYMEHTaMH, HamnpuKiIaja, XypHanu (KapTKu) peecTpalii Haka3iB 3 OCHOBHOI
TISIIBHOCTI.



4. 3anexHO BiJi METH BUKOPHUCTAHHS JOKYMEHTIB 1 3MICTY JOKYMEHTIB
apXiBy YCTaHOBH CTBOPIOIOTH Pi3HI BUIU KAPTOTEK — MPEIMETHI, TEMATUUYHI TOIIO.

5.V npeameTHIN KapTOTelll KapTKU TPYIyIOTh 3a andaBiToM MPeaIMETHUX
noHATh ((akTiB, Mojid, reorpadiunux Ha3B) 1 oci0. [lomanpima cucTemaTuzariis
3MIMCHIOETBCS B JIOTIYHIA a00 XPOHOJOTIYHOI TMOCTIAOBHOCTI. Pi3HOBUIaMuU
MPEIMETHOI KapTOTEKU € IMEHHA Ta reorpadiyHa KapTOTEKH.

6. Y TeMaTuyHii KapTOTEIl KapTKU TPYMYIOTh y MEKax TeM (BiAMOBIAHO 10
3MICTY JOKYMEHTIB, HalpsMiB TisTILHOCTI). Pi3HOBUAM TEeMaTHYHOI KapTOTEKHA —
KapTOTEKa 3 1CTOPii YCTAaHOBHU 1 KapTOTEKa Ha3B (hOHIIB.

7. Kinbka apXiBHHX KapTOTEK OJHOTO BUAY YTBOPIOIOTH apXiBHUU KaTaJIOT.
Jlnst  opMyBaHHST apXiBHHUX KaTajoriB BUKOPHCTOBYIOTh KaTaJIOXHI KapTKH.
3aJie)kHO BiA TOOYJOBM KaTaJlOTH TMOAULIIOTh HA CHCTEMAaTW4HI, TEMaTH4HI,
IPEAMETHI 1 X p13HOBUIU (IMEHHUM, TeorpadiuHmii, 00’ €KTHHII).

4. Iloka:xxunku

1. IMokaxxuuku po3poOJsitOTh SIK CAMOCTIMHI apXiBHI JOBIAHUKHU (apX1BHUIM
MOKaXXYMK) a00 BOHUM MOXYTh OYTH €JIE€MEHTOM JIOBIJIKOBOI'O amapary apxiBy
yCTaHOBH  (MOKWKYUKH IO OIHKCIB CHOpaB, KaTaJloOriB, OB apXiBHHUX
JIOKYMEHTIB).

2. llokaX4MKM CKJIaJalTh J0 chpaB ad0 JOKYMEHTIB OJHOTO OIUCY,
KUIBKOX ONUCIB POHY, ychoro GoHay (Mo(OoHIOBUI MOKAXKYMK), KITBKOX (HOHAIB
(MIK(POHIOBHIA MOKAKYUK).

3. 3a popMOI0 MOKA)KUYUKU MOXKYTh OYTH Y BUTJISAJII apKyIiB, KapTOK abo B
€JIEKTPOHHOMY BUIJISIII. 32 CTPYKTYPOIO PYOPHK MOKKYMKH MOAUISAIOTH HA TIyXi
(mpeaMeTHI MOHSTTS Ta iX MOIIYKOBI J1aHi) Ta aHOTOBaH1 (IpeAMETHI MOHSTTS
MarOTh MOSICHEHHS Ta 1X MOIIYKOBI JaHi).

4. OCHOBHUMHU BHJIaMU TOKKYUKIB € TPEIMETHHMA (MOro pi3HOBHIU —
TeMaTUYHUH, IMEHHUH, TeorpadidHii) Ta XPOHOJIOTIYHUI. 3a TPpyyBaHHSAM IOHATH
BCEpEANHI OKAKUMKA PO3PI3HAIOTHCS ali(paBiTHI, CUCTEMATHUYH1, XPOHOJIOTTYHI.

5. TlpeaMeTHHMI TMOKXYMK MOXKe OyTH 3araJbHUM 1 CICIIaTbHUM.
3aranbHU IPEAMETHUHN MOKAXKYUK MICTUTh PI3HOPI/IHI MPEMETHI TOHSATTS PI3HOTO
XapaKkTepy, CHeIlaJbHUNA — OJHOPIJIHI MPEAMETHI TOHATTS (BUAM JTOKYMEHTIB,
Npi3BUILA aBTOPIB, HAWMEHYBAaHHS YCTAHOBHU Ta ii CTPYKTYPHHUX HiAPO3/1IiB, HA3BU
rajy3ei Toiio).

3aranpHUN TPEAMETHUN TMOKaXUYUK 32 CTPYKTYpPOIO pPyOpuK Moke OyTu
TUIBKH TIIYXUM, CHEIialbHUN — MTyXUM a00 aHOTOBaHHUM.

6. Y TeMaTuyHOMY TOKKYUKY TPEAMETHI TMOHATTS HABOAATH B
andaBiTHOMY MOPSAKY, HA3BU PyOPUK 3a3HAYAIOTh Y HA3UBHOMY BIJIMIHKY.

7. IMeHHUI TOKaXYHMK CTBOPIOIOTH 3a aj(aBiTHOI O3HaKOI0. Jlo HBOro
BKJIIOYAIOTh TPI3BHUINA, IMEHa, 10 OaThbKOBI (PI3HOYMTAHHS, IICEBIOHIMHU,
npi3BUCHKa, Oiorpadiuni JOBIAKH). IMECHHHI MOKaXYWK MOXE OyTH TIyXHM a0o
aHOTOBaHHM.

8. EnemenTH reorpaiuHOro mokaK4vka BHOPSIAKOBYIOTH 3a ai(aBITHOIO
O3HAaKOI0. Y HbOMY HaBOJSTH HAa3BU JAEPKAaBH, aIMIHICTPATUBHO-TEPUTOPIaTIbHUX
OJIMHUIIb, MOPIB, PIK Ta IHIIKUX reorpapiuyHUX 00’ €KTIB.



Ha3Bu  y3arajmpHiorounx  reorpadiyHux  abo  aAMIHICTPATHUBHO-
TEPUTOPIATLHUX OJMHUIH BKIIOYAIOTH J0 MOKKYHKA 0€3 KOHKPETH3allii, Y TOMY
BUTJIAI, B SIKOMY iX MOJaHO B 3aroJIOBKax cIipaB ab0 B apXiBHUX JOKYMEHTaX.

9. XpOHOJIOTIYHNN MOKAKIHUK CKIATAETHCS 3 PyOPHK, 0 BKIFOYAOTH JaTH
ICTOPUYHUX TOMAIM, sBUI 1 (akTiB ab0 JaTh JOKyMEHTIB. Takui MOKaXYHK €
TITyXUM.

10. Y mokaX4nKy 3aCTOCOBYEThCS CHCTEMa 3arajlbHUX 1 OKPEMHX BiJICHUIIOK,
3a TOTIOMOTOO0 SIKUX BCTAHOBJIOETHCS 3B’ 130K MK TOTOKHUMH TTOHSTTSIMH.

5. Orasiau apXiBHUX JOKYMEHTIB

1. Pi3HoBHmamu ormisaiB €: orsin GouAy (mogae BIZOMOCTI MpO CKJIaf i
3MICT JOKYMEHTIB OJHOTO (POHIY) Ta TeMaTWYHUH (ITOAAE BIIOMOCTI MPO CKIaf 1
3MICT IOKYMEHTIB OJHOr0 a00 KUIbKOX (POH/IIB 3 IEBHOI TEMU).

2. OOOB’SI3KOBUMH  €JIEMEHTAMU  XapaKTEPUCTHKH JIOKYMEHTIB €
1HUBITyaJibHA 1/a00 TpyNoBa aHOTAallisl IOKYMEHTIB, iX MOIIYKOBI JIaHI.

VY rpynoBHX aHOTaLisIX HABOJATH CTUCIHUNA 3MICT Ipyl CIpaB, BKa3ylOTb
OCHOBHI BHUJIM BKJIIOYEHHMX JI0 HUX JOKYMEHTIB, [IOJal0Th BIJOMOCTI IIPO aBTOPIB,
XPOHOJIOTIYHI MEXI1, OpUTIHAJIBHICTh 1 MOIIYKOBI JaHl. YacoM rpymnoBi aHOTarlii
JIOTIOBHIOIOTh ~ IHAMBIAYaldbHUMH, B SKHX [IOBHIIIE PO3KPUBAIOTh  3MICT
HalBAKJIUBIIIUX IOKYMEHTIB.

3. B ormsaal poHay Ta TEMAaTUYHOMY OIJISIL, IO MICTUTH BIJOMOCTI PO
CKJIaJ 1 3MICT JOKYMEHTIB OJJHOTO (pOHIY, MOLIYKOBI JAaH1 CKIaJat0ThCs 3 HOMEPIB
OIKCIB, CIIPaB, apKYIIIiB CIpaB. ¥ TEMaTUYHOMY OTJISAII, IO MICTUTh BiJOMOCTI TIPO
CKJaa 1 3MICT apxXiBHUX JOKYMEHTIB KUIbKOX (DOHAIB, TOMIyKOBI JaHi
JIOTIOBHIOIOTHCSI HOMEpaMu 1TuX (POHIB.

4. Jlo ckiany AOBIAKOBOTO amapaTry OISy BXOASATh TUTYJbHHUNA apKylll,
3MICT, TE€PEAMOBA, CIHMCOK CKOPOYEHb, MOKAXKUYUKHU. Jl0 TEMaTHUHOTO OTJISAIY
MOBUHEH OYTU CKJIaJICHUI CTIMCOK (POHIIB, 1HGOPMAIIiS TIPO K1 MICTUTHCS B OTJISI]IL,
Ta 616iorpadis 3a TeMoro.

Y  mepemMoBi A0  OTJsAy  HABOASATH  BIJOMOCTI  TMPO  ICTOPIrO
donnoyTBOoproBaya (ponmoyrBoproBauiB) Ta GoHAy (HOHAIB), CTPYKTYpPY OIJISIIY,
CKJIaJ] JIOBIJIKOBOTO arapary.

5. Cxemamu noOy0BU OTJISA/IIB € CTPYKTYpHA, rany3eBa ((PyHKIIOHAJIbHA),
peIMETHO-TEMAaTUYHa, reorpadidyHa, XpoHOJIOT14Ha.

6. Ictopuuna noBigka 10 gonay

1. ApxiB yCTaHOBM CKJAJa€ ICTOPUYHY AOBIAKY — JOKYMEHT, IO MICTHUTh
BIJIOMOCTI 3 1CTOpii YyCTaHOBM Ta ii (OHAY, XapaKTEPUCTUKY OMUCIB, 1H(HOpMAIiIO
PO CKJIAJ 1 TOBHOTY JOKYMEHTIB, 0COOJMBOCTI ()OPMYBaHHS CIIpaB, X CTaH, CKJIaja
JIOBIIKOBOT'O anapary 10 pOHIY Ta MOPsI0K KOPUCTYBAHHS HUM.

[cropuuny n0BiAKY 10 (OHIY CKIANAOTh MiA Yac MEepUIOr0 HaIXOMKEHHS
JOKYMEHTIB JI0 apXiBy. ¥Y pa3i NOmnoBHEHHS (HOHIY TOKyMEHTaMHU 3a MEBHUH 1mepio
qacy CKJIa/al0Th MPOJOBXKEHHS JJO ICTOPUYHOI JOBIJIKH 3a L€l epiof yacy.

[Tix gac ckmagaHHs 1ICTOPUYHOT JOBIAKHA BUKOPUCTOBYIOTH 1H(POPMAIIIFO, 1110
MICTUTBCS B IEPEAMOBI IO PIYHUX PO3/LTIB OIHUCY.

2. IcropuyHa [OBigKa CKJIQJa€ThCs 13 TPhOX YACTUH: 1CTOpIi
dboHI0yTBOpIOBaUa, iIcTOPii (HOHTY, XapaKTEPUCTUKH TOKYMEHTIB (POHTY.



3. ¥V mepuriii 4aCTUHI 1ICTOPUYHOI JIOBIIKM B XPOHOJIOTIUHIM MOCIIIOBHOCTI
HABOIATH TaKl BIIOMOCTI:

JlaTa CTBOPEHHS YCTaHOBH (3 OCUJIAHHSIM Ha aKTH);

H1AMOPSAAKOBAHICTh, 3aBAaHHS, (PYHKINi, HampsMU iSJIBHOCTI YCTaHOBU
BIJIMOBIHO 110 ii ycTaBy (IOJIOKEHHS PO YCTAHOBY), 1X 3MIHH;

CTPYKTypa YCTaHOBU Ta MEpeKa IMiJIJIETJIUX YCTaHOB (32 HassBHOCT1);

cuctema abo ramysb, 10 CKIaAy SIKOI HAJEKUTh YCTaHOBA HAa MOMEHT
CTBOPCHHSI JIOBIJIKH;

3MIHU B CTPYKTYpi YCTaHOBH (CTBOPEHHSI, peopraHizarlisi, meperiMeHyBaHHS,
JIKBiJAIis CTPYKTYPHUX MIAPO3IUNIB, y AISUIBHOCTI SKUX YTBOPHIIUCS TOKYMEHTU
MOCTIMHOTO 30epiraHHs, BKJIIOUCHI B OMKC 13 3a3HAYCHHSIM JaT 1 MOCHIAHHSIMHU Ha
aKTH; peopraHizallis yCTaHOBU, 3MIHU MEPEXi MIJUIeTINX (10 BXOASTH O CKIALdy,
CUCTEMH) YCTAHOB 13 3a3HAYEHHSIM JaT 1 MOCWJIAaHHSAMU HAa HOPMATHUBHO-IIPABOBI
aKTH),

NpUYMHA, MIJACTaBa Ta JaTa NPUIUHEHHS YCTAaHOBH 3 TOCHJIAHHSM Ha
BIJIOBITHUM aKT.

4.V npyriii 4aCTHH1 ICTOPUYHOI JIOBIJIKM BUCBITIIIOIOTH 1CTOPi0 (HOHIY Ta
MOJIAI0Th TaKy 1HGOpMAIIiIO:

JaTa Mepuioro HaJIXOJKEHHs JOKYMEHTIB ()OHAY 10 apXiBy YCTaHOBH, iX
oOcsiru Ta KpaiHi JaTu;

BIIOMOCTI mpo (OpMyBaHHsS Ta 30epiraHHs JOKYMEHTIB J0 MOMEHTY iX
HAJXO/DKEHHS /10 apXiBYy YCTaHOBHU (Mepioj Ta yMOBH (POPMYyBaHHsS, 3MIHU MpaBa
BJIACHOCT1 Ha JIOKYMEHTH TOIIIO);

3MIHM y CKJIaJl Ta 00cs31 POHIY Ta iX MPUYMHU (TPOBEIEHHS €KCIEPTU3U
LIHHOCTI, BTPAaTH, HE3aI0KYMEHTOBAaHI MEPI0/IN);

0CcOOJIMBOCTI (pOpMYBaHHS, ONTMCYBAHHS 1 CUCTEMaTHU3aIlll JJOKYMEHTIB,;

BIJIOMOCT1 PO JOKYMEHTH 3 KaJIpOBHX MUTaHb (0COOOBOTO CKJamy), 1HIII
KaTeropii IOKyMEHTIB, a TAKOX MO MiCIIe iX 30epiraHHs;

CTYIIHb 30€PEKEHOCTI JOKYMEHTIB (QOH/Y;

BIJIOMOCTI MPO CKJIaJ JOBIJKOBOTO anapary 10 QoH1y;

BIJIOMOCTI IIOJ0 BHKOPHCTaHHS TOKYMEHTIB (oHAy (IMyOmikamii, B SKHX
BUKOpHCTaHa JOKyMEeHTHa iHpopmailis abo omyO1ikoBaHI caMi TOKYMEHTH);

YMOBH, SKi PpETyJIOIOTh JOCTYIl JO JOKYMEHTIB Ta BHUKOPHUCTaHHS
B1JIOMOCTEH, 1110 B HUX MICTATHCS (SIKIIO AOCTYIT OOMEXEHUM Ha BUSHAYEHUN CTPOK,
3a3HavYalOTh JaTH, KOJIU Oy/1e 3HATO 11l OOMEKEHHS);

JaTa Mepuioro nepeaBaHHs ClpaB Ha MOCTIHHE 30epiraHHs 10 Jep>KaBHOI
apX1BHOI YCTaHOBH (apX1BHOTO BIJIILTY MICHKOT pajin).

5.V Tpertiii yacTUHI OIaI0OTh BIJJOMOCTI MPO:

CKJIaJ Ta 3MICT CHpaB, YKIIOYCHHUX 0 OMUCY (XapaKTEpUCTHKA THUITOBHX
Ipyn CrpaB 3a iX 3MICTOM, BUJIaMH Ta PI3HOBUIAMH JOKYMEHTIB), PO BUAHM HOCIIB
1H(popmarrii;

oco0mMBOCTI (hOpMYyBaHHS Ta CUCTeMaTH3allli HETUTIOBUX CIpaB (B1IOMOCTI
PO TOKYMEHTH, 110 BUXOJATH 3a XPOHOJOTIYHI Mexi PoHy, cripaBu, chOpMOBaHi
3 JOKYMEHTIB 3a JIBa pOKU a00 O1iIblie TOMIO);

MOBHOTY CKJIaAy CHpaB, YKIIOYEHWX JI0 3BEICHOTO OMNHUCY, NPUYMHU
BIJICYTHOCTI THX YH 1HIIUX JOKYMEHTIB 1 CIIpaB;



0COOJUBOCTI (HI3UYHOTO CTAaHY OKPEMHUX JOKYMEHTIB 1 CIipaB (3a0BIJIbHUMN,
HEe3a10BUILHUN).

6. B icTopuuHiif OBiAII 000B’SI3KOB1 OCUJIaHHS Ha apXiBHI JOKYMEHTH (i3
3a3HaYCHHSIM HOMepiB  (oHay, omnucy, copaBd, apkymnB). [locumanHs
PO3TAIIOBYIOTh y HM)KHIN YaCTHHI BIAMOBITHUX apKYIIIiB IT11 OCHOBHHM TEKCTOM.

7. Icropuyny n0BiAKY /10 (GOHIY (TIPOIOBKEHHS JO ICTOPUYHOI JOBIIKH)
HiANKICYE KEPIBHUK apxiBy abo oco0a, BIAMOBIJaIbHA 33 apXiB B YCTAHOBI.

8. KiibpKicTh IpUMIpHUKIB 1CTOPUYHOI JOBIAKH 10 POHIY (TIPOJAOBKEHHS 110
ICTOPUYHOT [JOBIJIKM) TOBHMHHA BIAMNOBIAATA KIJIBKOCTI MPUMIPHUKIB PIYHUX
PO3ALTIB 3BEICHOTO OTIHCY.

SIxkmo ycrtaHoBa € mxepernoM QopmyBanHs HA®, icropuuHy IOBIIKY
(MpOAOBXKEHHS IO iICTOPUYHOI MOBiNKKM) ToaaroTh Ha po3rsia EINK BimmosimHoro
JIEP’KAaBHOTO apXiBy OAHOYACHO 3 PIYHUM PO3IUIOM 3BEACHOTO OIMHUCY CIpaB
MOCTIIHOTO 30€epiraHHs.

XII. KopucTyBaHHS JOKYMEHTAMM apXiBy YCTAHOBH

1. locTyn 10 TOKyMEHTIB

1. ApxiB ycTaHOBM 3000B’si3aHUN HaJaBaTH JTOKYMEHTH Ta JOBIJIKOBUM
amapar 0 HHUX JUJIsl 3aCTOCYBaHHS JIOKYMEHTHOI 1H(QoOpMalii KOpPHUCTyBauaMH B
€KOHOMIYHHMX, HAyKOBUX, KYJbTYpPHHX, MNOJITUYHUX LUIIX, A 3a0e3nmedeHHs
3aKOHHUX TpaB 1 IHTEPECIB IPOMAJsfH 3 ypaxyBaHHSIM OOMEXEHb, BHU3HAUECHHX
3aKOHO/JABCTBOM, a TaKOX YMOB, BH3Haue€HUX (DOHAOYTBOpIOBaueM TMia dac
nepeaaBaHHs JOKYMEHTIB /10 apXiBYy.

2. Ilopsanok qocTymy A0 JOKYMEHTIB, 1110 30€piraloThCsl B apXiBl YCTaHOBH,
a TAKOX MOPAIOK KOPUCTYBAaHHS IUMH JOKYMEHTaMH BU3HAYa€ KEPIBHUK yCTAaHOBU
BIJIITOBITHO 0 BUMOT 3aKOHO/IAaBCTBA.

3. ApxiB ycTaHOBM HE Ma€ mpaBa OoOMexyBaTh a00 BH3HAYaTH YMOBH
BUKOPUCTAHHA OTPUMAHOI KOpUCTyBaueMm I1H(opmallii, 3a BHHSITKOM BHIAJKIB,
nependadyeHux 3aKOHOJaBCTBOM.

JlocTyn KOpUCTyBadiB JO JOKYMEHTIB, Ha SIKI TIOIIUPIOETHCS i 3aKOHY
VYkpainu «IIpo aBTOpChKE MpPaBO 1 CyMIXKHI TIpaBay, 31HCHIOETHCS BIAMOBIIHO JI0
BHMOT 3a3HAYEHOTO 3aKOHY.

2. @opMy BUKOPHCTAHHA BiIOMOCTEH, 110 MICTATHCH B apXiBHMX JOKYMEHTaX

OcHoBHUMH (opMaMH BUKOPHUCTAHHS BIJJOMOCTEH, IO MICTATBCS B
apX1BHUX JOKyMEHTaX, €:

iH(QOpMYyBaHHSI KOPUCTYBayiB (KEpIBHMIITBA Ta CTPYKTYPHUX MIIPO3A1JIIB
YCTaHOBH, JEP’KaBHUX OpraHiB, 1HIIMX 3allIKaBJICHUX YCTAHOB, T'POMASH) MpPO
HAsSIBHICTH B apXiB1 JIOKYMEHTIB Ta iX 3MICT;

BUKOHAHHS 3aIlUTIB TPOMAJISH Ta YCTaHOB;

HaJaHHS TOKyMEHTIB KOPUCTyBauaM Ui poOOTH B UNTATBHOMY 3aJli apXiBy
YCTaHOBH;

BUJIaBaHHS JOKYMEHTIB Y THMYAacOBE KOPUCTYBaHHS 11032 apXiBOM;

BUKOPUCTaHHA JOKYMEHTIB apxXiBy NpH MIATOTOBLI 1HGOpMaIIHHUX
3aX0/1iB, y 3aco0ax MacoBoi 1H(popMaIlii 1 myoaiKarisax.



3. IH(])opMauiﬁHe 3a0e3ne4YeHHs1 KOPUCTYBaviB

[ndopmariiitne 3a0e3neueHHss KOPUCTYBadiB Tmependayae BUSBICHHS
apXiBOM 3alMTYBaHMX BIJIOMOCTEM Ta MIATOTOBKY 1 HaJlaHHS BIJANOBIIHUX
JIOKYMEHTIB.

2. ApxiB 1HpOpMY€E KepiBHHKA YCTAaHOBM, HA4YaJIbHUKIB CTPYKTYpPHHX
MIIPO3/1IiB, KEPIBHUKIB 1HIIMX YCTAHOB PO HASBHICTh MOTPIOHMX TOKYMEHTIB Ha
Mi7CTaBl 3aMMTIB a00 B 1HIIIATUBHOMY HOPSAKY — Y Gopmi iHPOpMAIITHUX JHCTIB
abo goBimok. IHdopmarito HamaroTh y (opmi meperiKy 3arojoBKiB CIIpaB
(moxyMeHTiB) a00 BUIIB JOKYMEHTIB 13 3a3HAYCHHSM iX JIaT 1 OMIYKOBUX JaHUX. 3a
noTpedu MpaliBHUKY apXiBy CKJIAJAI0Th 1 HAIal0Th aHOTAIlii.

3. 3arosoBku crpaB (JOKYMEHTIB) PO3TAIIOBYIOTh y TMEPEIiKy HE3aJIeHKHO
BiJ iX (DOHIOBOI HAJIEKHOCTI: 3a XPOHOJIOTIEI0 TO/iH, 3a MUTAHHSIMH, 32 BHJIAMHU
JIOKYMEHTIB, 32 3HAYUMICTIO JOKYMEHTIB.

4. TnpopMyBaHHSA KEPIBHUKIB YCTAHOBU MOXKE 3IMCHIOBATUCS TaKOXK Yy
dbopmi TematuuHOi HOOIPKK KOMiM JOKyMeHTIB. Komii po3TamoByOTh y JOTIYHIN
nociiIoBHOCTI. Jlo m00ipKM KOMiM [M0Aa0Th TUTYJIBHHM apKyll, a TaKoX 3a
HEOOX1THOCT1 ICTOPUYHY JOBIAKY, MEPETIK JOKYMEHTIB TOIIIO.

5. Ilepemnik, MOBiJIKY, TEMATUYHY JOOIPKY KOIH, 110 BUKOPUCTOBYIOTHCS B
YCTaHOBI, MIJAMUCY€ KEPIBHUK apxiBy (ocoOa, BiJMOBiJajdbHA 3a apxiB). Y pasi
BUKOHAHHS 3allUTy CTOPOHHBOI YCTAHOBU LI JOKYMEHTH, MIAMNHCAHI KEPIBHUKOM
apxiBy (0co0or0, BIJMOBIIAJIBHOI 3a apxiB), HAJCUJIAIOTHCS ajpecaTy 13
CYNPOBIJTHUM JIMCTOM 3a MIANKCOM KEPIBHUKA YCTAHOBH.

4. BUKOHAHHA 3aNUTIB IPOMA/ISIH TA YCTAHOB

1. 3anuTH, MO HAAXOAATH A0 apXIiBY, MOAUISIOTH HA TEMATUYHI 3allUTU U
3aIATH COITIaJbHO-TIPABOBOTO XapaKTepy.

2. Indopmariiro comiagbHO-TIPABOBOTO XapaKTepy 3a 3almuTaMu TPOMAJIsH 1
YCTaHOB HA/Ial0Th Y (hopMi apXiBHOI JOBIAKH, apXiBHOI KoIi1 200 apXiBHOT'O BUTSTY.

3. BukoHaHHS 3amUTIB COIIAJIBHO-TIPABOBOTO XapaKTepy 3I1MCHIOETHCS 3
JIaTU peecTpallii 3BepHEHHS:

3a JIOKyMeHTaMHu apxiBy — 710 30 IHIB BKJIIOYHO;

3 BUKOPHUCTaHHSIM TIJIBKHA JOBIJKOBOTO arapaTry apxiBy — no 15 guiB
BKJTFOYHO.

Ao 3anuT CKIaAHUN, CTPOK MOXKE OYTH MPOJOBKEHO, IMPO IO
000B’I3KOBO MOBIIOMJISIOTH 3aABHHUKA.

[lepecunanns HenmpodUIHLHUX 3aMUTIB 3a X HAJIEKHICTIO B 1HIIN YCTaHOBU
abo apxiBu, a TakoX 1HGOPMYBaHHS PO I 3asBHUKA MOBUHHO 3/1HCHIOBATHUCS
IpOTAroM 5 AHIB 13 JaTu peecTpailii 3BepHeHHA. [Ipu 1poMy 3aranbHUN CTpPOK
BUPIIICHHS TUTaHHS, MMOPYIICHOTO Yy 3BEpHEHHI, HE MOXE IEPEBUIIYBAaTH COPOKa
II’SITH THIB.

4. ApxiBHI JOBIJKHM CKJIQJIafOTh 32 BCTAHOBJIICHOIO (DOPMOIO, HABEJICHOKO B
nonatky 43 mo mux IlpaBui, Ha cremianpHUX OnaHKax a0o 3arajdbHUX OJlaHKax
YCTaHOBH.

JloBiaky Tipo 3apoO0iTHY TUIATY CKIAMAl0Th 3a (opmMamMu, BCTAHOBICHUMU
Jep’)KaBHUMU OpraHaMU COIAIBHOTO 3aXUCTY HACEIICHHSI.

[lincraBoro s CKIajaHHsA apXiBHUX JOBIJOK € OpPUTIHAIM 1 3aCBiAYEHI
KOITi1 JOKYMEHTIB, 1110 30€piraloThCs B apXiBi.



SIKo BUKOHAHHSI 3BEpHEHHS MOTPeOyBalo BUKOPUCTAHHS HE3ACBIIYEHHMX
KOITI IOKYMEHTIB, Y TEKCT1 JOBIJIKH pOOJISITh BIIMITKY: «HE3aCBITU€HA KOTIis.

VY noBiali HaBOASTH Ha3BH, JATU W HOMEPU BUKOPUCTAHHMX JOKYMEHTIB Ta
MO/Ial0Th HAasIBHI B IIMX JOKYMEHTaX B1JIOMOCTI IIOJ0 MUTAHHS 3BEPHEHHSI.

[Hdopmaliiro BUKIAIAIOTh Yy XPOHOJOTIYHINA IMOCHITOBHOCTI MOMik. 3a
nOoTpeOu JO3BOSIETHCS HABOJAUTH BUTATH 3 IOKYMEHTIB (y Jjankax). HalimenyBanHs
YCTaHOB y TEKCTI apXiBHUX JOBIJAOK MPH MEPIIOMY 3TraJyBaHHI MUIIYTh MOBHICTIO,
3a3HAualouu y AyXKKax O(]iliiiHI CKOPOUYEHHS, MPU HACTYIHUX — BKHUBAIOTH JIUIIIE
CKOPOYEHHS.

VY pasi pi3HOUMTAHHS IMEH, MPI3BUI TOIIO HABOIATH T€ HAIHUCAHHS, IO
B)KMBAETHCS B IOKYMEHTI, 3 MO3HAYKOKO «Tak y JOKYMEHTI».

VY HOBiAKY BKITIOYAIOTh TUTBKH Ti BIJOMOCTI, IO MICTATHCS B IOKYMEHTAX.

[licns TexcTy B apXiBHIM JOBIJALI NOJAIOTh apXiBHI MHU(PPU JOKYMEHTIB
(momrykoBi J1aHi), IO CAYTyBajdd MiACTAaBOI I CKJIaJaHHS apXiBHOI JIOBIJKH
(HoMepu (OH/IB, OMUCIB 1 CIPaB, a TAKOK HOMEPHU aPKYIIIIB y CIIPaBi).

ApXiBHY JOBIJKY MiJIMKACYIOTh KEPIBHUK YCTAaHOBU ab0 MiAPO3ILIY, 10
CKJIaJy SIKOTO BXOJUTh apXiB, 1 KEPIBHUK apXiBy (0c00a, BIIMOBIIajbHA 32 apXiB).

ApXiBHY JIOBIJIKY ITPO 3apO0ITHY IJIATy MiJIMUCYE TAKOXK OyXranrep.

[IpaBo mianucy apXiBHUX [OBIJOK BCTAHOBIIOIOTH Y TOJIOKEHHI TIPO
CIIy’k0y A1710BOJCTBA 200 B MOJIOKEHHI PO apX1BHUM MIAPO3ALUI (apXiB) YCTAHOBH.

3acBiIUyIOTh apXIBHY JIOBIAKY NEYaTKOIO YCTAaHOBU (3a HasiBHOCTI). [pyruii
NPUMIPHUK apX1BHOI JOBIJKU 3aCBIIUY€ KEPIBHUK apXiBy (0co0a, BIAMOBIAAIbHA 32
apxiB). Llel mpuMipHHMK HOJy4YarOTh JO CIpaB apXiBy 3TiJIHO 3 HOMEHKJIATYPOIO
CTIpaB.

5. ApXiBHI KOIii Ta BUTSITU BUJAOTh BIJIMOBIAHO J0 3aMUTIB. [A€HTUYHICTD
KO 1 BUTATIB OpUTiHAJIaM 3aCBIIYYEThCS IMIAMNUCOM KEpiBHUKAa apXxiBy (ocolu,
BIJIMOBIJIAJILHOT 32 apXiB) 1 MEYATKOIO YCTAHOBH (32 HAsIBHOCTI).

Butsaru cTBOpIOIOTH, SAKIIO apxiBHI JOKYMEHTH MICTSATh BIJOMOCTI 3
KUJIBKOX HE TOB’S3aHUX MDK C00010 muTaHb. KOXeH BUTAT Ma€e TOYHO Ta MOBHO
BIJITBOPIOBATH Ty YaCTUHY JOKYMEHTA, SIKa CTOCYEThCS 3aIUTY.

Sxmo okpemi YacCTUHU OpWTiHANY JOKYMEHTa (CJIOBa, BHCIIOBH,
BUTIPABIICHHS) BXKKO po310paTtu a00 X BOHU BUKIMKAIOTh CYMHIB Y CITPaBXHOCTI, Y
BIJIMOBIJTHUX MICUSX BHUTATY POOJATh MPpUMITKH: «Tak y HOKyMEHT», «Y TEKCTI
HEPO30ipIUBOY.

ApXiBHI KOMii Ta BUTATH, 10 BUTOTOBJISIIOTHCA 3ac00aMU KOMIT FOTEPHOI
TEeXHIKH, 0OPMITIOIOTh Ha 3arajbHUX OJaHKaxX YCTaHOBH, 3a3HAYAIOYM BIIMNOBIAHY
Ha3BYy JOKYMEHTa — « ApXiBHA KOs, «ApXiBHUN BUTS (Hoxarku 44, 45).

Ha3By, mary Ta HOMep OpuTriHaly IOKyMEHTa BIATBOPIOIOTH IOBHICTIO.
[Ticnst TekcTy apxiBHOI Komii (BUTATY) MOJAIOTh apXiBHUN 1mM@p (MOLIYKOBI J1aH1)
JTOKyMeHTa. SIkmo oOcar apxiBHOiI Komii (BUTATY) TMEPEBUINYE OJWH apKYIII,
apxiBHHUM mudp (TONIyKOBI JaH1) BKa3yIOTh HA 3BOPOTI KOKHOTO apKyIIia.

[Ipu BuroroBieHHi Kcepo- Ta (GOTOKOMIM ONaHK YCTaHOBU HE
BUKOPUCTOBYIOTh, @ B TMPABOMY BEPXHbOMY KYTI KOINA MPOCTABISIOTH IIITAMII
«Komis». ApxiBHuii mmdp (MOIIYKOBI JaHi) JOKYMEHTa BKa3ylOTh Ha 3BOPOTI
KOKHOT'O apKyIla KOTii.

3acBiluyBajbHI HANMCH Ta BAOUTOK TMEYaTKH (32  HASBHOCTI)
MPOCTABJISIOTH HA 3BOPOTI OCTAHHBOTO apKyIlla KOIIii.



VYeci apkymn  apxiBHOi Komii @00 apXiBHOIO BUTATY IIOBHUHHI OYyTH
MPOHYMEPOBaH1 Ta MPOIIUTI, a MiICIe 3’€HAHHS APKYIIIB 3aCBIIUYIOTH IIIMUCOM
KepiBHHUKA apXiBy (ocoOu, BIAMOBITAIBLHOI 3a apXiB) Ta BIIOUTKOM TI€YATKH
YCTaHOBH (32 HAsSBHOCT).

ApXiBHI JIOBIJIKM, KOMIi 1 BUTATH 3 apXIBHUX JOKYMCHTIB HaJCHJIAIOTh
3asiBHUKAM TMOMITOI0 13 CYNPOBIAHUMH JIUCTAMH, MIANMUCAHUMHU KEPIBHUKOM
YCTaHOBH 200 CTPYKTYPHOTO MiAPO3IiTY, A0 CKIIATy SIKOTO BXOJIUTH apXiB.

6. ApxiBHI IOBIJKH, KOIIIi Ta BUTATH MO>KHa BUJABaTH HA PYKH 3asiBHUKAM
miJ PO3MUCKY 3a YMOBM MpeAd ABIICHHS Macrmopra abo I1HIIOTO JOKYMEHTa, IO
nocBigaye oco0y. Pommuam abo goBipeHNM ocobam 3a3Ha4yeHl JOKYMEHTH BUIAIOTh
y pasi mpen’ IBIICHHS HOTapiaJIbHO 3aBIPEHOI TOBIPEHOCTI.

OpepxyBau apXiBHOI JOBIIKH, KOMii a00 BUTATY PO3MHUCYETHCS HA APYTOMY
MPUMIPHUKY OJICP)KYBaHOTO JOKYMEHTa, a TaKOXX 3a3Hadya€ TaM JaHi macropTa
(1HIIOTO JOKYMEHTa, IO MOCBig4ye o0co0y). Lleli npuUMIpHUK 3aJIMIIAETBCS Y
CIpaBax apxiBy.

7. JomyckaeThcsl BUTyUEHHS 3 apX1BHHUX CIIpaB 1 BUJIaBaHHS BJIaCHUKaM a0o
iX poadyaM OpHUTiHAIIB OCOOOBUX JOKYMEHTIB (TPYJOBUX KHUXKOK, CBIJIOITB,
JUTUUIOMIB, aTECTaTiB TOIO), SKI BJIACHUK HE OTpUMaB cBoro 4acy. OpuriHaiu
0COOOBHUX JIOKYMEHTIB IMOBEPTAlOTh Ha TMIJCTaBl MHUCHMOBHUX 3asiB BIIACHUKIB, 3
JI0O3BOJIy KEpIBHHUKA YCTaHOBH. BuiydeHMil JOKYMEHT 3aMiHIOIOTH Komieo. B
OOJIIKOBI JIOKYMEHTH BHOCSATb HEOOXiAHI BiAMITKH. OpuriHaid 0coOO0BHUX
JIOKYMEHTIB HAJICUJIAIOTh 3aABHUKY LIHHUM JMCTOM ab0 BHAAIOTh HAa PYKU — TiJ
PO3MUCKY Ha KOMISX JOKYMEHTIB Ta 3a YMOBU TpEX SBIICHHS ITOKyMEHTa, IO
MoCBiIuye 0co0y.

Y1noBHOBaX€H1 0COOM IOAATKOBO NP SIBISIOTh HOTapiaJlbHO 3aCBIAYEHY
JIOBIPEHICTb.

8. Y pasi BiICyTHOCTI B apxiBl 3alUTyBaHUX BIJIOMOCTEH CKJIaJalOTh
HETaTUBHY BIANOBIbL, Ky OGOPMIIIOIOTh Ha OJIAHKY JIMCTa YCTAaHOBHU. Y Takid
BIJIMOB1 BKa3yloTb Ha (haKT BIJICYTHOCTI B JOKYMEHTaX apXiBy BIJOMOCTEH, IO
[IKaBJISATh 3asBHUKA, Ta JalOTh pEKOMEHJallii, KyId CJiJ 3BEpHYTHCS 3a
HEO0OX1THOIO 1H(OpMaITi€TO.

S0 BiJICYTHICTh JOKYMEHTIB B apXiBl YCTAaHOBH 3YMOBJIEHA iX BTPATOIO
a00  3HUINCHHSAM, TEKCT JINCTa  3aCBIMUYIOTh  II€YAaTKOIK  YCTAHOBH-
dbonaoyTBOprOBaya ab0 MPaBOHACTYITHUKA.

5. HaganHsa apxiBHMX [JOKYMEHTIB Il PO0OTHM B YMTAJBHOMY 3aji Ta Yy
TUMYaCOBe KOPUCTYBaHHS 11032 apXiBoM

1. CnpaBu BUAAIOTHCS 3 apXiBy YCTAaHOBH B THUMYAacOBE KOPHUCTYBaHHS
CTPYKTYPHHUM HIiAPO3/1JIaM YCTAHOBH Ta 1HILIUM yCTaHOBaM.

2. Jlna poboTH 3 JOKyMEHTaMH KOPHUCTYBadiB OE3MOCEPENHbO B apXiBi
YCTaHOBU CTBOPIOIOTh UMTAJbHUI 3ad, SKUH OOJaJHye€TbCAd HAJICKHUMU
TeXHIYHUMHU  3aco00aMu 111  BUKOPUCTaHHS  MIKPOKOIMIH,  €JIIEKTPOHHUX,
ayJ10BI3yaJIbHUX TOKYMEHTIB TOIIIO.

Poznopsanok poOOTH YUTANBHOTO 3aly apxiBy CKIIAJa€ KEPIBHUK apXiBy
(oco0a, BiAMOBIJaTbHA 32 apXiB).



BiaBinyBaHHS 4MTAIBHOTO 3ally KOPUCTyBauyaMH OOJIIKOBYIOTh Yy KypHaTi
peecTpallii BiABIAyBaHb KOPUCTYBaYaMU YUTAIBLHOTO 3ajy 3a (hOPMOIO, HaBEICHOIO
B 1o1atky 46 no uux [Ipasui.

3. Skmo B apxiBi HEMae CIEMIaIbHOTO MPUMIIICHHS JJIs 00JaIITyBaHHS
YUTAIBHOTO 3ally, po0OTa KOPUCTYBayiB 3 JIOKYMEHTaMH 3J1MCHIOETHCS
OesrnocepeHbO0 B poOOYMX KIMHATax apXiBy, JUI 4Oro OOJIAJHYIOThCA pPoOodUi
MICIIS.

4. KopuctyBaul [OMYyCKalOTbCSI B UUTAIbHUN 3aJl apXiBy Ha TiACTaBi
JIOKYMEHTIB, 3a3HaU€HUX y MyHKTax 5, 6 rnasu 7 po3autry VIII nux [IpaBu.

5. J1o3Bin Ha poOOTY B UMTAJIHLHOMY 3alli KOPUCTYBayaM IHIINX YCTAaHOB Ta
rpoOMaJIsTHaM MPOTATOM HEOOXITHOTO CTPOKY A€ KepIBHUK YCTaHOBHU. Sk mpaBuIo,
el CTPOK CTAaHOBHUTH HE OUIbIIE OAHOTO POKY. 3a MOTPEeOM MPOAOBKUTH CTPOK
poOOTH B apXiBi KOpUCTYBay 0POpMIIsie HOBHIL JIUCT a0O 3asiBY.

6. ApxiB YCTaHOBU HaJIa€ KOPUCTyBayaM JIJisi BAKOPUCTAHHS B YUTAIILHOMY
3ami (y TOMY YHCHi JijIsi BATOTOBJICHHS KON, BUTSATIB) BIAKPUTI JTOKYMEHTH, IIIO
OOJIIKOBaHI Ta MPOWIIUIM HAYKOBO-TEXHIYHE OIpAaIfOBaHHS, MAlOTh JOBIIHUKHU Ta
1HIII TTOIITYKOBI JIaHi.

7. BinmoBa abo BIJICTpOYEHHS Yy BHJIaul JOKYMEHTIB KOpHCTyBadam
JIOTYCKA€EThCSl Y BUIAJIKaX, 3a3HaueHUX y NyHKTI 14 rnaBu 7 posniny VI mux
[IpaBu.

8. BimMoBYy oopMITIOIOTH Y TUCHMOBIM (hOpPMI 13 3a3HAUCHHSM 11 IPUYUHU,
CTpPOKY [ii OOMEXKEHHs, MiJCTaB OOMEXKEHHS, a TaKOX IMOPSAKY OCKap KEHHS
BIJIMOBH.

9. Ha KOHOro KopHucTyBaya B YUTAIBHOMY 3aJ1i apXiBy, KpiM MpalliBHUKIB
YCTaHOBH, 3aBOJISITh OCOOOBY CIIPaBy, B SIKy BMIIIYIOTh 3asBY, JIUCT YCTAaHOBH, IO
fioro HarpaBuWIIa, 3aMOBJICHHS Ha BUJJaHHS CTIPaB Ta iX KOMIIOBaHHS.

10. BupmaBanHs cnpaB y THUMYacoOBE KOPUCTYBaHHS IHININA YyCTaHOBI
o OpPMITIOIOTH Y TIOPAJIKY, 3a3HAYEHOMY Yy MyHKTax 7, 8 riaBu 7 po3aury VIII mux
IIpaBui.

6. BukopucTaHHsfi [OKYMEHTIiB apxiBy mnpu miarorosui indgopmaniiHux
3axo0/iB, y 3aco0ax MacoBoi iHpopmauii i myOsikaniiHii KissIbHOCTI

1. ApxiB Oprasi3oBy€ BUKOPUCTaHHS JOKYMEHTIB Yy 3ac00ax MacoBOi
iHdopmarlli, npu MAroToBUI 1HGOPMALITHUX 3aXOAiB (BUCTaBOK, EKCKYpPCIH,
3ycTpiueid 3 TpOMAJCBHKICTIO, TMpEe3eHTalllid, JeKI[il, MOomoBiAei), a TaKoX
nyOJiKalio JOKyMEHTIB. BiAmoBinHe pilieHHS OpUiiMae KEpPiBHUK YCTAHOBH.
3a3HaueHy poOOTy apxiB BHUKOHYE CaMOCTIMHO a0o0 CHUIBHO 13 3alliKaBJIEHUMHU
yCTaHOBaMH, y TOMY YHUCJl 3 JIep)KaBHUMHU apXiBHUMH YCTaHOBaMHU (apXiBHUMU
BIJIJIVIAaMH MICBKHUX pa).

2. Ins odopmieHHS BUCTAaBKOBUX CTEHIIB apXiB YCTaHOBM Ha TMiCTaBi
apXiBHHUX JIOKYMEHTIB CTBOPIOE aTh0OMHU, IJIAKaTH, iarpamMu Toio. JJIokyMeHTH Ha
BHCTaBKaX €KCIOHYIOTh y BUTJISIII KOIIIH.

3. Jlns mpomaryBaHHsS JOKYMEHTIB apxiBy B 3aco0ax MacoBoi iH(popmarii
TOTYIOTh JOKYMEHTaNIbHI IMyOJiKallli, CTBOPIOIOTH pajio- Ta Tejenepenadi. ApXis
CHUIBHO 13 3aco0amMu MacoBoi 1H(pOpMallii BU3HaYa€ TEMATUKY Ta 00CAT MaTepiaiB,
a TaKOXX CTPOKHU iX MIATOTOBKH. TEKCTH MiATOTOBJICHUX apXiBOM CTaTei, JT00IpOK
JIOKYMEHTIB, NIepe/iay 3aTBEPIKY€E KEPIBHUK YCTAaHOBH.



VY npumMipHHMKax cTareid Ta 1HIIMX MaTepiaiiB, sKi CTBOPEHO sl 3ac0o0iB
MacoBoi iHdopmMmalii Ta SKI 3aJUIIAIOTBCS B apXiBl YCTAHOBM, 3a3HAYaloTh
MOIITYKOBI JIaH1 OMNPUJIIOJHEHUX JOKYMEHTIB (Ha3BM BUKOPHUCTAHUX JIOKYMEHTIB,
JaTy, Miclie myosikarii).

4. Exckypcii, JeKIii, JOMOoBIal MPO 3MICT JTOKYMEHTIB apXiBy MPOBOJSATH
BIJIMOBIHO J10 TIaHy Moro poOoTu. I1ix gac miaAroToBKY 3aX01y BU3HAYAIOTh:

TEMaTHUKY, CKJIaJ] CITyXadiB, 4yac 1 MiCIle MPOBEICHHS, TPUBATICTb.

XIII. Opranizauisi podoTu apxiBy

1. IlnanyBanus podoTH apxiBy

1. Piune muiaHyBaHHS TPOBOAMTHCS HAa TMIJACTaBl BU3HAYEHHS TOJIOBHUX
3aBlaHb POoOOTH apXiBy Ha PIK 3 ypaxyBaHHSIM OroJKeTy poOoudoro uacy. Piunuii
IUTaH CKJIQAAa€Thes 3a (POPMOIO, HaBEACHOIO B A0aTKy 47 1o uux [IpaBui.

Hopmu wacy 1 BupOOITKY Ha BHUKOHAaHHS KOXHOTO BHUIY PpOOIT
BU3HAYAIOTHCS BIAMOBIIHO A0 peKOMEHAAIIN YKpaepKapXiBy.

[lnanu mignucye 3aBigyBad apxiBy (ocoOa, BIAMOBialbHA 3a apxiB) 1
3aTBEP/IKYE KEPIBHUK YCTAaHOBU ab0 KEPIBHUK CTPYKTYPHOTO MIAPO3ILTY, IO
CKJIa/ly SIKOTO BXOJUTH apXiB.

2. ApxiB cknazaae rpadik OIpuiiMaHHS CIpaB BiJ JKEPEN KOMIUIEKTYBaHHS
apxiBy 1/a00 CTPYKTYpHHUX MIIPO3JALIIB, KM MIANUACYE 3aBlayBad apxiBy (oco0a,
BIIMOBIJaIbHA 3@ apXiB), Y3TOJKYEThCA 3 KEPIBHUKAMH YCTAHOB — JIXKEpE
KOMILJIEKTYBAaHHsSI apXiBy (3a HasBHOCTI TaKUX), KEpIBHUKaAMHU CTPYKTYpPHHX
M1IPO31IIB Ta 3aTBEPAKYETHCS KEPIBHUKOM YCTAHOBHU.

I'padik BKiItOYaEe HaliMEHYBAaHHS YCTAHOB 1/a00 CTPYKTYPHHX MIJAPO3ALIIB, Y
JUSTIBHOCT] SIKUX CTBOPIOIOTHCS apXiBHI JOKYMEHTH, CTPOK iX NMpPUKUMAaHHS, Ha3BU
mocaJ| Ta 1HiIiaau, Ipi3BUIa 0Ci0, BIAMOBIAIBHUX 3a MEpelaBaHHs JTOKYMEHTIB JI0
apxiBy ycraHoBu. ['padik mpuilMaHHS ClpaB Ma€ MOKBAapTajibHy ab0 MOMICSYHY
PO30HUBKY.

B ycranoBax, mo He MawTh CTPYKTYpPHOrO MOALTY, rpadik MpUiMaHHS
CIpaB B apXiB YCTAHOBU HE CKJIA/1a€ThCS.

2. 3BiTyBaHHs Ta 00J1iKk po00TH apXiBY

1. 3a migcymMkaMu poOOTH apxiB CKJIada€ 3BIT MPO BUKOHAHHS PIYHOTO
TIaHy.

3BIT CKJIAJIA€ThCS 3a aHAJOTIYHOI (POPMOIO IUIaHY, a TAKOXK 3 J0JIaBaHHAM
BUJIIB POOIT, 10 BUKOHAHI 1032 IJIAHOM, Ta BIIOMOCTEH MPO BUKOHAHHS Tpadika.
OcTaHHI BKJIFOYAIOTHCS B KiHIII 3BITY OKPEMHUMHU PO3iTaMHu.

OauH TnpuMIpHUK 3BITY 3a HEOOXIAHOCTI MOXKE HAmpaBiIATHUCS 10
BIJIMTOBITHOT apX1BHOI YCTAHOBH.

3BITH MIANHCYIOTHCS KEPIBHUKOM apXiBy (0C00010, BIAMOBIAAIBHOIO 3a
apxiB).

2. O6mik mpami B apxiBi BemeTbcs B Tabem oO0MiKy poOodoro yacy 3a
¢bopMoOIO, BCTAaHOBIEHOIO [JIsi YCTAaHOBH B LJIoMy. B apxiBax, A€ Mpaiio0Th
JIeKiJIbKa MpPAaIiBHUKIB, JI0JAATKOBO BEAYTHCS I1HAMBIAYaJIbHI IIOJAEHHUKH OOJIKY
mparll, y sSIKuX 3a3Ha4arThCsl 00CAru poOiT, BUKOHAH1 KOYKHOT'O POOOYOTO JTHS.



3. 3nilicHeHHSs KOHTPOJIIO 32 CTAHOM apxiBHO'l' cnpaBu

1. ApxiB CHIBHO 31 CIIY0010 IUTOBO/ICTBA 3A1MCHIOIOTH KOHTPOJIb:

3a CTaHOM apXiBiB 1 OpraHizaii€lo JIOKyYMEHTIB Yy JUIOBOJCTBI B
M1JIBIIOMYHUX YCTAaHOBAX;

3a ctaHOM (popMyBaHHs, ODOPMIICHHS CIpaB y CTPYKTYPHUX MIAPO3AiIax
YCTaHOBH, MIATOTOBKMA JIOKYMEHTIB Ta CHOpaB JO I[epeAaBaHHsS Ha apXiBHE
30epiraHHsl.

2. Poboty apxiBy 3 HiABIAOMYHUMH YCTaHOBaMHU (PIKCYIOTh Y BIATOBITHUX
KapTKax 3a ¢opMoI0, HaBeJIeHOO B 10AaTKy 48 1o 1mux [Ipasu.

3. [lepeBipsHHS B MiJBIIOMYUX YCTAHOBAaX MPOBOAATHCS HE PIAIIE OJHOTO
pa3y Ha II’SITh POKIB, @ B CTPYKTYpHHUX MIAPO3/iTax caMmoi YCTAaHOBH — HE piJIie
OJHOTO pa3y Ha pik. JlomyckaeTbcs TpPOBEICHHS IO3aIJIAHOBUX IEPEBIPOK Ta
KOHTPOJIBHUX TIEPEBIPOK.

4. 3a niJicyMKaMH TIEPEBIPSIHHS T1BIIOMYHUX YCTAHOB CKIIAAAEThCS JOBIIKA
ab0 JIOMOBI/IHA 3alMCKa Ha 1M’ KEpIBHUKA YCTAHOBH, y AKIA aHAI3y€ThCS CTaH
poOOTH apxiBiB 1 JIJIOBOJCTBA B MIJBIJOMYUX YCTAHOBAX, MPOMOHYIOTHCA 3aXOAU
II0JI0 YCYHEHHSI BUSBIICHMX HEMOJIKIB 1 MOJAJBIIOTO TMOJIMIIEHHS poboTu. 3a
HiCYMKaMHM NEPEBIPSIHHS MOXKE BU/IaBATUCS HAKa3.

3 BHCHOBKaMHU IMEPEBIPSHHS O3HAHOMIIIOIOTH KEPIBHHUKIB MIABIJOMYUX
YCTaHOB Ta Oe3MocepeHiX BHUKOHABI(IB 1 KEPIBHUKIB BIAMOBIAHUX CTPYKTYPHHUX
M1PO3/I1JIIB.

5. 3a miacymMKaMH MEpEBIPSHHSA CTPYKTYPHUX MIJIPO3AUIIB CKIAJAA€ThCA
JOBIJKa a00 JOMOBIIHA 3aMKMCKa Ha 1M’ KEPIBHUKA YCTAHOBH, y SIKIM aHAII3yIOThCS
CTaH 30€peKeHOCTI JOKYMEHTIB y CTPYKTYPHHMX MIJPO3AUIaxX, BIANOBIIHICTD
dbopMyBaHHS CHpaB 3BENICHIM HOMEHKIATYpl CHpaB, SKICTh (OpMyBaHHS CIIpaB,
CTaH MIArOTOBKH CIPaB Ha apXiBHE 30epiraHHs, 3a3HAYaI0ThCS BUSABJIEHI HEJOJIKH 1
MIPOTIO3UIIIT MO0 X YCYHEHHS.

3 BUCHOBKaMU TMEPEBIPSIHHS 03HAWOMIIIOIOTH O€3MOCepeHIX BUKOHABIIIB 1
KEpPIBHHUKIB BIJIMOBIIHUX CTPYKTYPHUX MIAPO3AUIIB. Y pa3i BUSBICHHS CYTTEBHUX
HEJIOJIIKIB 1HIIIIOEThCS TIepe] KEPIBHUIITBOM YCTAaHOBU BHUIAHHS Haka3zy Ipo
BXKUTTSI 3aXO/1B 11010 X YCYHEHHS.

4. HagaHHs mIaTHUX MOCJYT

1. ApxiBM MOXYTh HaJaBaTH IUIATHI MOCIYTHU BiAMOBIHO YaCTHUHHU MEPIIOL
crarti 35 3akony VYkpainu «IIpo HamionansHuil apxiBHUil (OHA Ta apXiBHI
YCTaHOBW.

2. Hamannst apXxiBHUX JIOB1JIOK, KOmMiil a00 BUTATIB Ha 3anmuTu (I3UYHUX 1
IOPUIMYHUX 0C10, HEOOXITHUX JIJISi COLIAIBHOTO 3aXUCTYy TPOMAJISH, 31HCHIOIOTHCS
apXiBOM O€30IJIaTHO BIJIMOBIAHO JI0 3aKOHO/IaBCTBA.

XIV. IlepenaBaHHsi cipaB HA MOCTiliHe 30epiranHs

1. Ilopsinok mepepaBaHHs JOKYMEHTIB Ha NOCTiiiHe 30epiranus

1. BiamoBigHO 10 3aKOHOJABCTBA JEpXaBHI 1 KOMYHallbHI yCTaHOBH, Y
JISUTBHOCTI SIKUX yTBOPIOIOThCS JokyMeHTH HA®D, 3000B’s13aH1 mepenaBaTi ix Ha
MOCTIMHE 30epiraHHs /10 JepKaBHUX apX1BHUX YCTAaHOB, apXiBHUX BIIJI1IIB MiCBKHX



pan Ticis 3aKiHYeHHS TpaHUYHUX CTPOKIB 30epiraHHss B apxiBl YCTAaHOBH,
3a3HaueHuX y raasi S posaury VI mux [pasui.

2. FOpuanyni ocoOu, 3aCHOBaHI Ha MPHUBATHIA (OpMI BIACHOCTI, a TAKOXK
0o0’€THAHHS TPOMAJIIH, PEJIriiHI opraHi3ailii, JOKYMEHTH SKHX BIJHECEHO 10
HA®, MoxyTh mnepefaBaTu ix A0 JEp:KaBHUX Ta IHIIMX apXiBHUX YCTAaHOB Ha
M1JICTaB1 JOTOBODPY.

3. [lepenaBanus nmoxymenTiB HA® Ha mocTiiine 30epiranHs 3/1HCHIOETHCS
MOPOKY 3TigHO 3 TpadikaMu, 3aTBEPHKCHUMH KEPIBHUKAMH YCTaHOBH Ta
BIJIMIOBITHOT Iep>KaBHOI apXiBHOT YCTAaHOBH (apX1BHOTO BIJALTY MICbKOI pajan).

4. B ycTaHOBax 3 HEBEJIMKUM OOCSITOM CIpaB MOCTiHOTO 30epiranus (1o 20
CIIpaB Ha PiK), @ TAKOXK Y TPOMAJICHKUX OpTaHi3aIlisax, mo 3MiHCHIOIOTh JiSIbHICT Y
MeXax CTPOKIB CKIIMKAHHA, MepeAaBaHHs JOKYMEHTIB Ha MOCTiiHEe 30epiraHHs 3a
MOTOXKEHHSIM 3 BIJIIOBIIHUM JI€pKaBHUM apXiBOM (apXiBHUM BIAJALIOM MiCHKOT
paau) 3OIACHIOEThCS OJMH pa3 Ha 3-5 poKiB abo TMiCis 3aKIHYEHHS CTPOKIB
CKJIUKAHHS.

5. Ilepen nepenaBaHHAM CIIpaB HA MOCTIMHE 30epiraHHs apXiBOM CIIUIBHO 3
MPEICTaBHUKOM JIEpP>KaBHOI apXiBHOI YCTaHOBU (apXiBHOTO BIJJLTY MICBKOI paju)
MIPOBOJUTHCA TIEPEBIPSHHS HASIBHOCTI, (DI3UYHOTO Ta CaHITAPHO-TITIEHIYHOTO CTaHy
JOKYMEHTIB. BUsiBIIeH1 NOpyYIIEHHS yCyBalOThCSA apX1BOM YCTaHOBH.

6. JlokyMeHTH yCTaHOB TMeEpEeAaroThCsl Ha TOCTiHE 30epiraHHs B
YIOPSAKOBAHOMY CTaHI 3a PaxyHOK yCTaHOBH 3a OMNHCAMH, 3aTBEPIKEHUMH B
NOpsJIKY, BU3HaUeHoMy y riasi 2 po3auny VII mux [Ipasui.

Pasom 31 cmpaBamMu Ha TOCTiiiHE 30€epiraHHs MEpeJaeThCsl 1CTOpPUYHA
JIOBIJIKA PO YCTAHOBY Ta ii JOKyMEHTH a0 MPOJOBKEHHS 1ICTOPUYHOT TOBIJIKH.

7. JIOKyMEHTH JI0 Jep>KaBHOI apXiBHOI YCTaHOBHM (apXiBHOTO BIAJALTY
MICBKOI pajin) TOCTABISAIOTHCS TPAHCTIOPTOM 32 PaXyHOK YCTaHOBHU-3/1aBaJIbHUKA.

2. OdopwiieHHS IPUIIMAHHS-TIEPEIABAHHS CIIPAB HA NMOCTIiiHe 30epiraHHs

1. HagxomkeHHs HDOKYMEHTIB Ha IIOCTIMHE 30epiraHHsS O(QOPMIIIOETHCS
aKTOM Mpo NpuHMaHHA-TIepeaaBaHHs 3a (JOPMOIO, HABEACHOIO B 104aTKy 49 10 nux
[TpaBwii, 1O cKIagaeTbcs y JABOX MPHUMIPHUKAX, MHEPUIMM 3 SKUX pa3oM 3
JIOKyMEHTaMU TIEpEla€ThCsi JO0 BIJMOBIIHOT JEpKABHOI apXiBHOI yCTaHOBH,
apX1BHOT'O BIJUIUTY MICBKOI paau, a JPYrHil 3aJIMIIAEThCA Y COpaBl (POHIY apXiBy
YCTaHOBH.

2. IlepenaBaHHsl crpaB 3M1MCHIOETHCS 3a OMUCAMU Y TPbOX MPUMIPHUKAX.
Ha BciXx npuMipHUKax ONUCIB pOOJIATHCS MO3HAYKK MPO MNPUWMAHHS CHOpaB Ha
nocTiitHe 30epiranHs. YeTBepTHil MPUMIPHUK OINKCY pa3oM 3 MPUMIPHUKOM aKTa
npUiiMaHHsA-TIepeIaBaHHs 3aJIUIIAEThCS B apX1Bl YCTAaHOBH.

3. Sxmo npu npuiiMaHHI-TIepeaBaHHI BUSABJICHO HEBIJIMOBIAHICTD MIXK
MiJICYMKOBAM 3allICOM B OMUCY Ta (haKTHYHOIO HASBHICTIO CIPaB, y KOXXHOMY
OPUMIPHUKY OIKCY CKJIAJA€ThCSl HOBUM MIJCYMKOBHI 3aMKC, y SIKOMY HaBOJAATHCA
(dbakTHYHA KUTBKICTB CITPaB, 1110 € Y HASBHOCTI, Ta HOMEPHU BIICYTHIX CTIPaB.

YcranoBa 3000B’s13aHa BXKUTH 3aXOJlIB IOAO PO3IIYKY BIJCYTHIX CIIpaB y
CTPOKHM, BCTAHOBJICHI JEpKaBHOIO apXiBHOIO YCTaHOBOIO (apXiBHUM BIJI1JIOM
MicbKOi panu). Ha BiACYTHI CHpaBHM CKIQJA€TbCsl aKT MPO HEBUSBJICHHS CIIpaB
(IOKYMEHTIB), NUISIXM PO3IIYKY SKUX BHUYEPIaHO, 3a (OPMOI0, HABEJCHOIO B



nonatky 36 mo mux [IpaBui, Ta HamaeThCs AOBiIKA PO MPOBEACHI 3aX0IU MO0 iX
PO3IIYKY.

4. Homepu BIJICYTHIX CIIpaB 3acTepIraloThCsd B aKTI IPUAMaHHS-
nepeaBaHHs JOKYMEHTIB Ha MOCTiHHEe 30epiranHs.

XV. Ilopsaaok npuiiMaHHA-TIEPeIABAHHA JOKYMEHTIB (CIpaB) miJ 4ac 3MiHU
KePiBHUKA YyCTAHOBM, KEPiBHUKA apXiBy, IPUNIMHEHHS YCTAHOBH

1. IlpuiiMmanHsi-nepeIaBaHHs JOKYMEHTIB il 4ac 3MiHU KepiBHUKA YCTAHOBH

1. Ilig yac 3MiHM KepiBHMKA YCTAaHOBM HAsBHICTh 1 CTaH JOKYMEHTIB
(cmipaB), 110 3HAXOASATHCS B JUIOBOJACTBI CTPYKTYpHHUX MIAPO3IALTIB Ta B apXiBi, a
TaKOX OOJIKOBHX JIOKYMEHTIB Ta JOBIJIKOBOTO amapary A0 HHUX BiJOMBAIOTHCA
OKPEMHUM PO3JIIJIOM B aKTi MPUIMaHHSI-TIepeIaBaHHs yCTaHOBH.

2. BianoigHo 10 00JMIKOBUX AaHUX CIY>KOHW J1JIOBOJICTBA Ta apXiBy B aKTi
HABOJSTHCS OKPEMO KIIBKICTh JIOKYMEHTIB, IO 3HAXOMASTHhCS B JIJIOBOJCTBI, Ta
KUIBKICTh CIpaB, 1110 30€piraroThCsi B apXiBi, y TOMY YHCII KUIBKICTH CIIpaB, IO
BHeceHi 10 HA®.

2. llpuiiMmaHHS-TIEpeJaBAHHS CIPaB IiJ 4ac 3MiHM KepiBHMKa apxiBy (oco0wu,
BiNOBIIAJILHOI 32 apXiB)

1. Ilig wyac 3MiHM KepiBHHMKa apXxiBy (0coOM, BIJNOBIAAJIBHOI 3a apXiB)
NpUiIMaHHSA-TIEpeIaBaHHs CIpaB, OOJIIKOBUX JTOKYMEHTIB Ta JIOBIJKOBOIO amapary
JI0 HUX, a TaKOXX MPUMIIIEHb, 00JaJIHAHHS Ta 1THBEHTAPIO apXiBY 3MIIMCHIOETHCS 3a
aKTOM, HaBeZieHUM y goaarky 50 no uux [IpaBuin.

2. Jns npuiimMaHHS-TIEpelaBaHHs apXiBy HAKa30M KEpiBHUKA YCTaHOBHU
NPU3HAYAETHCA KOMICII B CKJIaJl HE MEHIIe TphoX o0cid, y TOMy YHCII
MpeICTaBHUKA CITY>KOU JT1JIOBOJICTBA.

3. Ilig yac mpuiiMaHHSA-TIEpeaBaHHs apXiBY MEPEBIPSIOTHCS HASBHICTH 1
CTaH:

CIpaB MOCTIHHOTO, TpuBajoro (moHaa 10 pokiB), TAMYACOBOTO 30epiraHHs,
3 KaJIpOBUX MUTaHb (0COOOBOTO CKIIATY);

OOJIIKOBHX JIOKYMEHTIB Ta JIOBIJKOBOT'O amapary 0 cIpaB (macmopTa
apxiBy, OINHUCIB CHpaB 1 HOMEHKIATyp CHpaB, IO 3aMIiHIOOTh OMNUCH, KHUT
HAJXO/DKEHHS 1 BUOYTTS CIIpaB, JOBIAKOBUX KaPTOTEK, KATAJIOIB TOILO);

NEeYaToK 1 IITAMIIIB, IKUMU KOPUCTYETHCS apXiB;

CTEJaXKHOTO, TMPOTUIIOKEKHOTO, IHIIOTO OOJIaIHAHHS Ta OXOPOHHOI
CHUTHAaJII3alIll;

YMOB 30€piraHHs JOKyMEHTIB.

4. AKT mpuiiMaHHS-TIEpeaBaHHs CIpaB MijJ 4Yac 3MIHM KEpiBHUKA apXiBY
(ocobwm, BIAMOBITAIIBHOI 32 apXiB) MIAMUCYETHCS 0CO0AMHU, SIK1 37AI0Th 1 MPUNMAIOTh
CHpaBH, WICHAMH KOMICIii Ta 3aTBEPAKYEThCS KEPIBHUKOM YCTaHOBHU.

5.V Bunaaxky BUSBJICHHS HECTadl CIIpaB, 00JIaJHAHHS Ta IHBEHTAPIO apXiBYy
KOMiCisi HeraiHO 1H(GOpPMye KepiBHMKAa YCTAaHOBH [UIS BXKHUTTS 3aXOJIB IIOAO
MOIIYKY TOKYMEHTIB Ta MaifHa apXiBy.



3. IlepenaBaHHsl JOKYMEHTIB Y pa3i NpUIIUHEHHS] YCTAHOBU

1. Iopsinok mepenaBaHHs Ta MOAAIBUIOTO KOPUCTYBaHHS JOKYMEHTAMH Y
pa3i IpUNUHEHHS YCTAaHOBHM MEpen0adaeThCcsi B PO3MOPSAYOMY AOKYMEHTI Mpo ii
MPUITUHEHHS.

[lepenaBanHs [TOKYMEHTIB YCTAHOBU, IO NPUNHUHSIETHCSA, BXOAUTH JI0
000B’s13K1B KOMICIi, CTBOPEHOI JJIsl IepeaBaHHs CIIpaB 1 MaifHa.

2. VY pa3si npUNMHEHHS YCTAaHOBH KOIITH HAa YHOPSAJIKYBaHHS, TOCTPOKOBE
npuiiMaHHA Ta TMOAaJbIle 30epiraHHsd AOKYMEHTIB NependadaroThCs B KOIITOPUCI
KOMICI1i, CTBOPEHOI JJ14 il MPUIMHEHHS.

3. SIkmo ycTaHOBa MPUIMHSAETHCS IIISXOM JIIKBiAAIii, il apXiBHI CIpaBH,
BHeceH1 10 HA®D, nepenaioTbes B yIOPsAKOBAaHOMY CTaH1 BIANOBIAHIN Jiep:KaBHIN
apxiBHIN yCTaHOBI1, apXiBHOMY BIJJALTY MICBKOI pajiy, a apXiBHI CIIPaBH 3 OCHOBHOI
JUSJBHOCTI, CTPOKA THMYAcoOBOTO 30epiraHHs SKUX 1I€ HE 3aKIHYWINCA,
JIOKYMEHTH, HE 3aBEpIICHI B JAUTOBOJICTBI, a TAKOX JOKYMEHTH 3 KaJIpOBUX MHUTAHb
(oco0oBOro ckianay) mepenaroTbes ii OpraHy BHILOIO PIBHS, SIKIIO BiH ICHYE, Ha
teputopii ABTOoHOMHOI PecmyOmiku Kpum, BigmoBimHoi o6racti, mict Kuera,
Cesacroross.

SIxio oprasiB BUIIOTO PIBHS HA TEPUTOPIi 3a3HAYEHUX PETIOHIB HE ICHYE,
yCl apxXiBHI CHpaBU 1 JOKYMEHTH YCTaHOBHU-(OHIOYTBOPIOBaYa IMEPEIAIOTHCS 0
apXiBHUX YCTaHOB, CTBOPEHHUX JUIsl LIEHTPAJIi30BAaHOTO THUMYAcCOBOTO 30epiraHHs
apX1BHUX JOKYMEHTIB, HarpOMa/UKEHUX y IpPOLECl JTOKYMEHTYBaHHS CIy:KOOBUX,
TPyJOBUX a00 IHIIMX NPABOBIAHOCHH IOPUAWYHUX 1 (PI3UYHUX OCIO, 10 HE
Hanexarb 10 HA® (mami — TpyaoBi apxiBu), ab0 IHIIMX apXiBHUX YCTaHOB,
3aCHOBAaHMX (PI3MYHUMHU ocob0aMu Ta/ab0 IOPUIWYHUMU OCOOaMU MPUBATHOTO
mpaBa, SIKi BIJMOBIIHO JIO0 3aKOHOJABCTBA MOXYTh 3/1MCHIOBATH 30epiraHHS
JOKYMEHTIB, 10 HE HajeXaTh JEep’KaBl Ta TEPUTOpialbHUM TpoMajaMm (Jam —
MPUBATHI apXiBH).

4. Y pa3i OpUIMHEHHS YCTAaHOBU ILUISIXOM 3JUTTS, MPUEIHAHHSA, MOALTY,
MEePETBOPEHHS (Jalil — peopraHizailis) 3 nepenavero il (QyHKIN 1HIINA yCTaHOBI
OCTaHHSI MPUIMaE 3a aKTOM JJOKYMEHTH, HE 3aBEPIIICH] B J1JIOBOJICTBI YCTAaHOBH, 1110
peoprasizyeThes, Ta ii apxiB.

5. Skmo ¢QyHKIIT yCTaHOBH, IO PEOPTaHI3y€eThCA, MEPEIAIOTHCS JEKUTHKOM
IHIIMM yCTaHOBaM, ii apXxiBHI crpaBu, BHeceHi 10 HA®, nepenatotbes B
YHOPSAIKOBAHOMY CTaH1 BIANOBIIHIA Jep>KaBHIN apXiBHIA YCTaHOBI, apXiBHOMY
BIIITy MICBKOI paju, a apXiBHI CHOpaBU 3 OCHOBHOI MJISIBHOCTI, CTPOKHU
TUMYacCOBOTO 30€epiraHHs SKuX 1€ HE 3aKIHYMIUCA, JOKYMEHTH, HE 3aBEepIICHI y
JIJTOBOJACTBI, a TaKOX JOKYMEHTH 3 KaJpOBHX NUTaHb (0COOOBOIO CKIIanay)
NepeIatoThes 1i OpraHy BHILOTO PiBHS, SKILIO BIH ICHY€E, HA TEPUTOPii ABTOHOMHOI
Pecny6uniku Kpum, BignosigHoi o6nacti, mict Kuesa, CeBactomnons.

S0 oprasiB BUIIOTO PIBHS HA TEPUTOPIi 3a3HAYCHUX PETIOHIB HE ICHYE,
yC1 CIIpaBH 1 IOKYMEHTH YCTaHOBHU-(OHI0YTBOPIOBaYA MEPEIAIOTHCS 10 TPYAOBUX

apxiBiB a00 MPUBATHUX apXiBiB.

JIOKyMEHTH, HE 3aBEepIICH] B AUTOBOJICTBI, a TAKOXK JOKYMEHTH 3 KaJpOBUX
nuTaHb (0COO0BOTO CKJIaAy) MPAIliBHHUKIB, SKI MEepPEeHIud Ha poOOTYy O YCTaHOB-
IIPABOHACTYITHUKIB, MIEPEAAIOTHCS LIUM YCTAHOBAM 32 HAJIEKHICTIO.

6. Y pasi peopranizamii yCTaHOBH, KOJM 3 1i CKJIaay BHIUISIETHCS
CTPYKTYPHUI MiAPO3ALN, SKOMY HaJalOThCsl IMpaBa YCTAHOBH, OCTAHHBOMY



nepealoThCsl JIOKYMEHTH, HE 3aKiHYeHl B JUJIOBOACTBI, IO BITHOCSATHCS 0
npoduIi0 AiSUIBHOCTI HOBOCTBOPEHOI YCTAHOBHU, a TaKOX JOKYMEHTH 3 KaJpOBHX
nuTaHb (0COOOBOTO CKJIaay) TMpaIiBHUKIB, SKI Tepednum Ha poOoTy B
HOBOCTBOPEHY YCTaHOBY.

7. Y Bumagky OaHKpyTCTBa YCTaHOBHU IepeAaBaHHs ii JOKYMEHTIB IS
NOJANBIIOTO 30epiraHHs 3IIMCHIOETbCS B TOPSIKY, BCTAHOBIEHOMY 3aKOHOM
Yxpainu «IIpo BiAHOBIEHHS MIATOCIIPOMOXKHOCTI OOp)HHKa a00 BHU3HAHHS HOTO
OAHKPYTOMY.

Jupexrop denapramenry
B3a€MOJII 3 OpraHaMu BJIaH
Ta iIHpopMaLiiiHO-AHATITHYHOI pO0OTH H. A. Kozs10BcbKka



