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MIHICTEPCTBO IOCTHULII YKPAIHA

HAKA3

18.06.2015 Ne 1000/5

3apeecTpoBano B MiHicTepcTBi
cTunii YKpainu

22 yepBH# 2015 p.

3a Ne 736/27181

IIpo 3aTBepakenns IlpaBua oprauisamii a1iJioBoaCTBA TA
apXiBHOIO0 30epiraHHs JOKYMEHTIB Yy Aep:KABHUX OPraHax,
opraHax MicueBoro caMoBpsIIYBaAHHS, HA MIANPUEMCTBAX, B
YCTAHOBAX i opraHizamisix

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

Ne 2277/5 Bin 04.07.2018

Ne 1581/5 Bim 21.04.2022

Ne 1927/5 Bin 19.05.2023

Ne 3117/5 Bin 30.10.2024;

BignosigHo 1o crarti 31 3akony Ykpainu «IIpo Hanionansuuii apxiBHui oHI Ta apXiBHI
YCTAaHOBW», MAMyHKTY 2 myHKTy 3 IlomoxkeHHss mpo MiHicTepcTBO IoCTHINI YKpaiHw,
3aTBepKeHOro nocraHoBoto Kabinery MinictpiB Ykpainu Big 02 munus 2014 poxy Ne 228 (i3
3minamu), HAKA3VYIO:

1. 3atBepautu [IpaBuna oprasizaiii JUIOBOACTBA Ta apXiBHOTO 30€piraHHs TOKYMEHTIB y
JIepKaBHUX OpraHax, opraHax MICIIEBOI'O CaMOBpsIyBaHHs, Ha HIANPUEMCTBAX, B YCTaHOBax 1
OpraHizauisx, o J10JalThCs.

2. BusHaTH TakuM, 110 BTPATUB YMHHICTh, HaKa3 Jlep>kaBHOTO KOMITETY apxiBiB YKpaiHU BiJ
16 6epesnst 2001 poxy Ne 16 «IIpo 3arBepmxenns [IpaBun po6oTr apXiBHUX MiAPO3/ILIiB OpraHiB
JepKaBHOT BJIAaJM, MICLIEBOIO CaMOBPSAYBaHHs, MiJIPUEMCTB, YCTAHOB 1 Oprasizamiii»,
3apeectpoBanuii 'y MinictepcTBi toctuilii Ykpainu 08 tpaBHs 2001 poky 3a Ne 407/5598 (i3
3MiHAMH).
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3. JenaprameHTy B3aemojlii 3 opraHamMH BiIaaud Ta iH(oOpMaliifHO-aHATITUYHOI POOOTH
(Ko3moBchka H.A.) momatu meld Haka3 Ha JIep)KaBHY PEECTPAIIO0 BIAMOBIAHO 10 YKazy
[Ipesunenta Ykpainu Bixg 03 sxoBTHS 1992 poky Ne 493 «I1Ipo neprkaBHY peecTpaiiirto HOpMaTHBHO-
MIPaBOBUX aKTiB MIHICTEPCTB Ta IHIIMX OpPraHiB BUKOHABYOI BiIaau» (i3 3MiHAMH).

4. Ilei#t Haka3 HaOMpae YMHHOCTI 3 AHA HOro OQiIHOro OmyOIiKyBaHHS.

5. KoHTpousib 32 BHKOHAHHSM IIbOTO Haka3y IOKJIACTH Ha MEpIIoro 3acTymHHKa MiHicTpa
CeBocthsiHOBY H.I.

MinicTp II. Ilerpenko

[TIOT'OJKEHO:

I'ososa JlepxxaBHO1
apxiBHOI ciTy>x0u YKpainu T.I. bapanoBa
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3ATBEPJIKEHO
Haxka3 MinicrepcTBa
CcTHIl YKpainu
18.06.2015 Ne 1000/5

3apeecTpoBano B MiHicTepcTBi
CcTHIl YKpaiHu

22 yepBHs 2015 p.

3a Ne 736/27181

ITPABHUJIA
opradizamii ILIOBOACTBA Ta apXIBHOI0 30epiraHHs
JOKYMEHTIB y IeP:KABHUX OPraHax, OpraHax MicueBoro
CAaMOBPSIAYBAHHS, HA MiANPHEMCTBAX, B YCTAHOBAX i
oprasizamisix

{V mexemi Ilpasun cnosa ma yugppu «ACTY 4163-2003» 3amineno croeamu ma yugpamu
«[CTY 4163-2020», cnosa «iniyianu (iniyian imeni)y», «peecmpayiiho-KOHMPOIbHA KAPMKaA» y
8CIX BIOMIHKAX 3AMIHEHO BIONOBIOHO COBAMU «BIACHE IM 51», «PEECmpayiliHoO-MOHIMOPUH208A
Kapmka» y BIONOBIOHUX BIOMIHKAX, ClO8A «00 €OHAHHA 2POMAOAHY 3AMIHEHO CllOBAMU
«2pomaocevki 00 'eonannsay 32iono 3 Hakazom Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022}

{Y mexcmi [Ipasun cnosa «OpyKkosaui GUOAHHA» 3AMIHEHO CLOBOM «BUOAHHAY, CIOBA «3ACOOU
Macosoi inghopmayiiy y 6cix GIOMIHKAX 3aMIHEHO C1080M «mediay, yugpu «4163-2003» 3aminero
yugppamu «4163:2020» 32iono 3 Haxazom Minicmepcmea rocmuyii Ne 1927/5 6io 19.05.2023}

I. 3arajgbHi moJ1okeHHA

1. L1i [IpaBuna BCTaHOBIIOIOTH €/IMHI BUMOTH 11010 CTBOPEHHSI YIPABIIHCHKUX IOKYMEHTIB 1
po6oTH 31 CTyKOOBUMH TOKYMEHTAMH, a TAKOX TOPSIIOK X apXiBHOTO 30€piraHHs B JepKaBHUX
opraHax, opraHax MiCIIEBOTO CaMOBPSIIyBaHHS, Ha MIJANPHEMCTBAX, B YCTAHOBAX 1 OpraHi3aIisx
HE3AJIeKHO BiJ (POpM BIIACHOCTI (1Al - YCTAaHOBH).

I1i IlpaBuna € HOPMAaTHUBHO-IPAaBOBHM aKTOM, OOOB’SI3KOBMM [UIi BHUKOHAHHSA BCIMa
YCTaHOBaMH.

2.V nux [IpaBunax TepMiHH BKUBAIOTHCS B TAKUX 3HAYCHHSX:

apxiB YCTaHOBM - CTPYKTYpHHMM Migpo3ain (BiANOBiajdbHA 3a BEACHHS apXiBy ocola
YCTaHOBH), 1110 OPraHi30BYE 1 3a0e3neuye MpuitMaHHs, HarpoMaKyBaHHS apXiBHUX JOKYMEHTIB,
ix 00miK, 30epiranHs Ta KOPUCTYBAaHHS HUMU;

apXiBHUH Katajor (apxiBHa KapTOTeKa) - apXiBHUH JOBIAHUK, B SKOMY 1H(OpMAIIiIO
CHCTEMaTH30BaHO BiJIIIOBITHO A0 00paHOi cxeMu Kiacu(ikarii;
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apxiBHUH (POHJ - CYKYIHICTh apXiBHHX IOKYMEHTIB yCTaHOBH, CDOPMOBAHUX Ha MiACTaBi
3B’S3KYy MK JJOKyMeHTaMH 1 (a00) iX yTBOproBauamu;

OmaHk cayxk00BOro JoKymMeHTa - YyHipikoBaHa ¢opma ciayxk00BOro JJOKyMEHTa 3
HaJPYKOBAHOIO TIOCTIHHOIO 1H(GOpMAIIEI0 1 HAIBHUM MiciieM s (pikcyBaHHS 3MiHHOL
iHpopMalii;

BUTAT - SaCBiI[‘-IeHa KOITis YaCTHHU TCKCTY CJIy>I(6OBOFO JOKYMCHTA,

B1JIOKpEMJICHUH TIAPO3ALI - (ijTis, IPEeICTaBHUIITBO, BIIIEHHS a00 1HIIMIA B1IOKPEMIICHUHA
MiAPO3IT, M0 HE Ma€ CTaTycy IOpUANYHOI 0coOM 1 3AIMCHIOE CBOKO MisUIBHICTH BiJ 1MEHI
OPUITIHOT 0COOH - PE3UICHTA;

rajy3eBHil NepeliK JTOKYMEHTIB - MepeliK BHIIB JOKYMEHTIB, CTBOPIOBaHHMX Y IpoIeci
npodiabHOI MISUTPHOCTI BCIX YCTaHOB TMEBHOI Tally3i 4d cdepH MisUIBHOCTI, 31 CTpOKaMH ix
30epiranHs;

JiepKaBHI apXiBHI YCTaHOBH - IIEHTPaJIbHI, Tady3eBi JepKaBHi apxiBu, JlepkaBHUI apXiB B
ABtoHoMHIN Pecniy6mini Kpum, nepxasHi apxiBu obnactei, mict Kuesa 1 CeBactonossi, apxiBHi
BIJIIUTH pailoHHUX, pailoHHUX y MicTax Kuesi 1 CeBacTomnosi nep:kaBHUX aJMiHICTpaIliii;

JOKEpesla KOMIUICKTYBaHHS - IOpUAWYHI Ta (i3uyHi 0coOM, IO € yTBOPIOBaYaMH YU
BJIACHUKaMHU JOKyMeHTiB HamioHampHOrOo apxiBHoro ¢onay (mam - HA®), mo mimisraroTs
MepeaaBaHHIO JI0 apXiBHUX YCTAaHOB B 000B’SI3KOBOMY MOPSAAKY a00 Ha MiJACTaBl yroIu;

mxepena ¢popmyBanas HA®D - ycTtaHoBH, 110 € CTBOPIOBaYaMH YH BJIACHUKAMU JIOKYMEHTIB
uporo @onny;

JIJIOBOJICTBO - CYKYITHICTh MPOLECIB, IO 3a0€3MeYyl0Th JOKYMEHTYBAHHS YIPaBIiHCHKOT
iHpopMaii Ta opranizaiiro poOOTH 31 CITy>KOOBUMH TOKYMEHTAMU;

JOKYMEHTALIHHUHI (JOKyMEHTaNbHUN) (OHMI - CYKYIHICTh CIY>KOOBUX TOKYMEHTIB, LIO
HarpomaJuianch abo 310paHi B Mpoleci AISUNIBHOCTI YCTaHOBH, CKJIaJ 1 npoiiec (opMyBaHHS SKOI
BU3HAYAIOTh il HOPMATUBHI IOKYMEHTH;

JIOKYMEHTOOOIT B YCTaHOBI - PyX CIY>KOOBHUX JOKYMEHTIB 3 MOMEHTY iX CTBOpPEHHs abo
OJIep>KaHHs J0 3aBEPIICHHS BUKOHAHHS 200 BiJITPABIICHHS;

eKCIIepTH3a LIHHOCTI JOKYMEHTIB B YCTaHOBI - BCeOiYHE BUBUEHHS JOKYMEHTIB 3 METOIO
BHeceHHs iX 70 HA® abo BuilydeHHs 3 HbOTO, BIJTHECEHHS iX /10 YHIKQJIbHUX 1 BCTAHOBJICHHS
CTpOKiB 30epiraHHs JOKYMEHTIB, [0 HE MiAATal0Th BHECEHHIO 10 HAD;

30Ha KOMIUICKTYBAHHS - aJMIHICTPAaTUBHO-TEPUTOpIaJIbHA OJUHUIIA, B SKIA NepeOyBarOTh
YCTaHOBH, Ha SKi MOIIMPIOIOTHCS NMOBHOBA)KEHHS BIMOBIIHOI JIepKAaBHOI apXiBHOI YCTaHOBHU
(apxiBHOTO BIJIUTY MICBKOI pajn);

IHCTPYKILIiSL 3 JIIJIOBOJACTBA - 0OOB’SI3KOBUH HOPMATUBHUM akT, L0 PErJaMEHTYE 3MICT Ta
Oprasi3ailito BUKOHaHHS MPOIIECiB 3 A1IOBOJICTBA YCTaHOBH;

KOITisl JTOKyMEHTa - JOKYMEHT, II0 MICTHTh TOYHE 3HAKOBE BIITBOPEHHS 3MICTY YH
JOKYMEHTHOI iH(opMaIlii 1HIIOTO JOKYMEHTa 1 B OKPEMHUX BHITAJKaX - JESKUX HOTO 30BHIIIHIX
O3HaK;



HOMEHKJIaTypa CrpaB - 00OB’S3KOBHHU JIJISi KOXKHOI YCTAaHOBU CHCTEMATH30BaHUI IMEPEeIiK
Ha3B CIIpaB, Mo GOPMYIOThCS B 11 IIJTOBOJCTBI, 13 3a3HAYCHHSIM CTPOKIB 30epiraHHs CIpas;

OIJISAJ] apXiBHUX JOKYMEHTIB - apXiBHUM JOBIIHUK, 1110 MICTUTh CHCTEMaTH30BaHi BiZJOMOCTI
PO CKJIaJ] 1 3MICT OKPEMHX KOMIUIEKCIB apXiBHUX TOKYMEHTIB 3 iX JPKEPEJIO3HAaBYUM aHaIi30M;

OIIMC CIIPaB - apXiBHUU JTOBIIHUK, MPU3HAYCHHUN JUTSI OONIKY Ta PO3KPUTTS 3MICTY OJMHHUIb
30epiraHHs, OMHUIIL OOJTIKY, 3aKpIIJICHHS iX CHCTEMaTH3aIlil B MeXax apXiBHOTO (poHIY;

OpraH BHUIIOTO PIBHS - YCTAHOBA, IO 31HCHIOE (PYHKIIT yIpaBIiHHS MIOAO0 OE3MOCEPETHBO
MATOPSAKOBAHUX 1l YCTAHOB;

opraHizariiiHo-po3nopsa4a JAOKYMEHTariss - yHipiKoBaHa IMJACHCTEMa YIPABIIHCHKOI
JOKYMEHTAIlii, 1110 3a0e31edye opraHizailiro MporeciB YIPaBIiHHS Ta YIIPaBIIHCHKOI Mpari;

oprasizauis poOOoTH 31 CiIy)XOOBUMH JIOKyMEHTaMHM - Oprasizamis 3JIiHCHEHHs
TOKyMEHTO00ITYy, (hopMyBaHHSI CrpaB, 30epiraHHs CIY)KOOBHUX ITOKYMEHTIB Ta KOPHUCTYBAaHHS
HUMH y TIOTOYHIN AISTTBHOCTI YCTaHOBH;

OpHIiHANl CIyKOOBOTO JOKYMEHTa - TIPHUMIPHHK CIIy)KOOBOrO JIOKyMEHTa, IO Mae
OpHTiHAIBHUH MiNHIC 0Ca0BO]1 (CIIyk00B0T) 0COOHM YCTaHOBH;

Mepesik THIOBUX JOKYMEHTIB - IepelliK BUIB TOKYMEHTIB, CTBOPIOBAHUX i1 YaC BUKOHAHHS
3arajbHUX JJIsl BCI1X YCTaHOB (DyHKLIN ypaBiIiHHS, 31 CTPOKaMU iX 30epiranHs;

MOKAXUHUK - apXiBHUH JOBITHUK, IO MICTHTh CUCTEMATH30BAHMIA TIEpEIIiK 00’ €KTIB UM SBUIII,
3raJlyBaHHX B apXiBHUX JOKYMEHTaX, i3 3a3HAYCHHSM iX MOIITYKOBHX JTaHHX;

PEKBI3HT CITy>k00BOTO TOKyMEHTA - 000B’I3KOBUI €JIEMEHT, 3a()1KCOBAHHM B JOKYMEHTI JJIS
fioro ineHTudikarii, opratizaiii 00JiKy Ta HaJaHHS HOMY IOPUIMYHOI CHIIN;

ciayk0a AUTOBOJACTBA - CTPYKTYPHUH MIiApO3aAUI, IO 3abe3nmedye peecTparliro, OOJiK,
OpraHizamilo JOKyMEHTOOOIry CITy>KOOBUX IOKYMEHTIB, 30€piraHHs JTOKyMEHTaUiiHOro (OHIY
a00 HOTo YaCTUHHU JI0 TIepeAaBaHHs Ha 30epiranHs 10 apXiBy yCcTaHOBH, a00 BIAIOBITaIbHA 0c00a
YCTaHOBH, Ha AKY MOKJIaJIeHO BUKOHAHHS 3aBJaHb 1 QYHKIIIH 1€l ci1yxO0u;

{A63ay 0saoysame deg'smuii nynkmy 2 po3oiny I 6 peoaxyii Haxkazy Minicmepcmea rocmuyii
Ne 1581/5 6io 21.04.2022}

CITy)00BUI JOKYMEHT - OIIiiTHO 3apeecTpOBaHMIA CITYKOOK0 TUITOBOACTBA 200 BiIMIOBITHUM
YUHOM 3aCBITYCHUI JJOKYMEHT, 10 OJIEP>KaHUI Y1 CTBOPEHUHN YCTAaHOBOIO Y MPOIIECi i1 AISIBbHOCTI
Ta Ma€ BiATOBIAHI PEKBI3UTH;

CTpOK 30epiraHHs JOKyMEHTa - nepio]; 000B’I3KOBOT0 30epiraHHs ci1y>k00BOro JOKYMEHTA,
BHU3HAUEHUH 3aKOHOJIABCTBOM YHAC1/I0K TPOBEJICHHS €KCIIEPTHU3H HOTO IIIHHOCTI;

YHIKQJIbHUHM JTOKYMEHT - TOKyMeHT HA®, 110 cTaHOBUTH BUHSATKOBY KYJIbTYpHY LIHHICTb,
Ma€ BOKJIMBE 3HAYCHHS 111 (OpMyBaHHS HAIIOHAJTIBHOI CAMOCBIIOMOCTI Y KPaiHCHKOTO Hapoy i
BH3HAYa€ HOro BKJIAJ Yy BCECBITHIO KyJIbTYypHY CHAIIINHY;

YIPaBIIHCHKUN TOKYMEHT - CITy’KOOBHUI TOKYMEHT, CIIPSIMOBAHUI Ha BUKOHAHHS YCTaHOBOIO
¢byHKIid, o 3abe3medyroTs i1 misTBHICTE. J[0 YHpaBIiHCHKUX JOKYMEHTIB HaJeXaTh
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oprasizariifHo-po3Mmopsa4i, MEePBUHHO-00JIIKOBI, OaHKIBCHKi, ()iHAHCOBi, 3BITHO-CTAaTHUCTHYHI,
TJTAHOBI, PECYPCHI TOIIIO;

(OHI0yTBOPIOBAY - YCTAHOBA, Y PE3YJbTaTI AISJIBHOCTI SIKOT YTBOPHIIUCS TOKYMEHTaIlIHHUH
Ta BIJIOBIIHO apXiBHUI (OH/H;

dopMyBaHHS CHpaB - TPYNyBaHHS BHKOHAaHUX JOKYMEHTIB Y CIIPaBH BiAMOBIIHO [0
HOMEHKJIATYPH CIIPAB.

3. OcoOnuBocTi oOpraHizamii AUTOBOJACTBA 31 CIYKOOBHUMH JTOKYMEHTaMM, LIO0 MICTATH
iH(pOpMaIlito 3 00MEXKEHUM JOCTYTIOM, JUTOBOJICTBA 332 3BEPHEHHSMHU TPOMA/ISH OO0 3alUTIB Ha
iH(oOpMaIliI0 B OKpeMHX Taly3sx Ta cdepax CyCHUIbHHUX BIJTHOCHH BHW3HAYAIOTHCS IHIIUMH
HOPMAaTUBHO-TIPABOBUMH aKTaMH.

Oco06yMBOCTI OpraHizailii e1eKTPOHHOTO JOKYMEHTOO0O0ITY 13 3aCTOCYBaHHSIM KBaTi(hiKOBaHUX
SJICKTPOHHMX JIOBIPYHUX TOCITYT, POOOTH 3 €ICKTPOHHUMH JOKYMEHTaMU Ta iX MiATOTOBKH IO
niepeiaBaHHs Ha apXiBHE 30epiraHHs BU3HAYAIOTHCS 3aKOHOIABCTBOM.

{A63ay opyauni nynkmy 3 po30iny I i3 sminamu, enecenumu 32iono 3 Haxazom Minicmepcmea
tocmuyii Ne 1827/5 6io 12.06.2018}

4. Bumoru nux [IpaBwi o0 po6oTH 3 MEpBUHHO-00JIIKOBOIO, 0aHKIBCHKOIO, (DIHAHCOBOIO,
3BITHO-CTATHCTUYHOIO, HAyKOBO-TEXHIYHOIO Ta IHIIOK CHEHIaTbHOI JOKYMEHTAIE0
MOMIMPIOIOTHCS JIUIIE B YACTHHI 3arajbHUX MPHHIUIIB POOOTH 3 MOKYMEHTAMH, a TaKOX 3
MiATOTOBKY JIOKYMEHTIB J10 MepeaBaHHs Ha apXiBHE 30epiranHs.

5. Bumorn numx IlpaBun mopo 3abe3nedeHHs 30€pexKeHOCTi, OOMIKY 1 KOPUCTYBaHHS
JOKYMEHTaMHU TOLIMPIOIOTHCS Ha apXiBH, 1[0 30epiraioTb JOKYMEHTH 3 MAnepoOBUMHU HOCISIMH
iHpopMaii.

ApxiBu, 1m0 30epiraloTh HayKOBO-TEXHIYHI, ayaiOBi3yasibHI, €JICKTPOHHI TOKYMEHTH Ta
iH(pOopMaIlito, IO BiHECEHA O JIeP’KaBHOI TAEMHMII, KEPYIOThcs nuMu [IpaBunamu B 4acTuHI

JOKYMEHTIB Ta 0(OpMIIEHHS 11 pe3yIbTaTiB.

YMoBH poOOTH apxiBiB, 110 30epiral0Th HAayKOBO-TE€XHIUHI, ayaiOBi3yalibHi, €JIEKTPOHHI
JOKYMEHTH Ta 1H(QOpMaIlio, BIJHECEHY 10 JEpKaBHOI TAEMHHWII, BU3HAYAIOTHCS I1HIIMMH
HOPMAaTHBHO-IIPABOBUMH aKTaMHU.

6. BinmoBimanpHICTh 3a OpraHi3aifilo AUIOBOJCTBA Ta apXiBHOI CIpaBH HeECe KEPIBHHUK
YCTaHOBH.

Kontpons 3a odopMieHHSIM Ha HaJeKHOMY piBHI JIOKYMEHTIB, a TaKOXX OpraHi3alito
JIUIOBO/ICTBA Ta 30€piraHHs JTOKyMEHTIB Y CTPYKTYPHHUX MiJIPO3/1IaxX 311HCHIOIOTh X KEPIBHUKH.

{IIynxm 6 po3odiny I 6 peoaxyii Haxazy Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022}
7. Oprani3auis AJIOBOJCTBA B YCTAHOBI MOKJIAA€THCS HA CIY>KOY 1JI0BO/ICTBA.

{A63ay nepwuii nynkmy 7 pozoiny I 6 peoakyii Haxazy Minicmepcmea ocmuyii Ne 1581/5
6i0 21.04.2022}
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Opranizailisi A1JI0BOJICTBA B CTPYKTYPHHUX MIAPO3/1IaX YCTAHOB MOKIAAA€ThCS HA CHEIIabHO
MpU3HAYEHY Ul IbOTO 0CO0Y, Y MOCaI0Bii IHCTPYKIIiT SIKOT 3a3HAYAIOTHCS I 00OB’S3KH.

Cnyx0a nijoBOACTBA pO3poOsIsie IHCTPYKIIIO 3 JIIJIOBOJACTBA YCTaHOBH, SKOIO OJHOYACHO
perJaMeHTyI0ThCs MMTAaHHS OpraHi3allii 1iJI0BOJCTBA Y NanepoBiil Ta eNeKTPOHHIN hopmax.

{Ab3ay mpemiti nynkmy 7 po30iny I 6 pedaxyii Haxazy Minicmepcmea ocmuyii Ne 1581/5
6i0 21.04.2022}

[HCTpYKIIIS 3 AIOBOACTBA 3aTBEPKYETHCS PO3NOPSATIUM JOKYMEHTOM YCTaHOBH.

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

8. ApXiB € CaMOCTIiHUM CTPYKTYpHUM MiAPO3AUIOM a00 BXOAWUTH 110 CKJIAxy CIIyXOu
JJIOBOJICTBA YCTAHOBH.

Y ManouyucenbHHX YCTaHOBAaX MPU3HAYAETHhCS 0Oco0a, BIAMOBIAaNbHA 32 BEIEHHS apXiBYy
YCTaHOBH.

9. Ciy>x0a 7I0BOJICTBA Ta apXiB, AKIIO BOHU € CTPYKTYPHUMH MiAPO3J1ITIaMH, PALIOIOTh Ha
MIJICTaB1 MOJOKEHb MPO HUX, IO MOTOKYIOTHCS 1 3aTBEPKYIOTHCS 3T1IHO 13 3aKOHOAABCTBOM.

{Ab3ay nepwuii nynkmy 9 po3oiny I i3 sminamu, enecenumu 32i0no 3 Haxazom Minicmepcmea
rocmuyii Ne 2277/5 6io 04.07.2018}

Sxmo ¢yHKUli oprasizamii AUTOBOJCTBA B YCTaHOBI a00 BEAEHHSA apXiBy YCTaHOBU
MOKJIaJICHO Ha BIAMOBIJANBHY 0cO0Y, y MOCAA0BIM IHCTPYKIIT OCa0BOI 0OCOOM 3a3HAYaIOTHCSA i
000B’s13KH, ii TTpaBa Ta BIAMOBIIATHHICTb.

10. KepiBHUIITBO ycTaHOBH 3000B’s13aHO 3a0€3MEUUTH apXiB HEOOXITHUM MPHUMILICHHSM,
oOJaTHaHHAM 1 KaJpaMH.

11. MarepianpHuii HOCIH 1H(MOpMAIli yIPaBIIHCHKOTO TOKYMEHTa, CIIOCOOM Ta 3acobu ii
(bikcyBaHHS MMOBUHHI 3a0e3MeuyBaT 30€pEeKEeHICTh TOKYMEHTa MPOTATOM BU3HAYEHOTO CTPOKY
Horo 30epira”Hs.

12. BrracHUKOM YIIpaBIiHCHKOTO JOKYMEHTA € YCTaHOBA, SiKa CTBOpHJIA abo oTpuMaia Lei
JOKYMEHT 1 BHECJIa HOro 10 CKJaly JOKYMEHTalIHHOro (GOHTY.

13. CnipHi nuTaHHS LIOJ0 MpaBa BJIACHOCTI Ha YNPABIIHCHKI JOKYMEHTHU BUPIIIYIOTHCS Y
CYJOBOMY IOPSIKY.

14. BunyueHHs (BHUiIMKa) OpUTIHATIB CIYy>XKOOBHX JTOKYMEHTIB 13 JOKYMEHTAI[IHHOTO Ta
apxiBHOTO (POHJIB YCTAaHOBM Ma€ OyTH THUMYAaCOBHM(OIO) 1 JIMIIE y BHUIMAIKaX, nepeadadeHux
3aKOHOM.

TumyacoBuit 1oCTyn 0 TOKYMEHTIB 3/11MCHIOETHCS HA MIACTaB1 yXBaJH CIIIIYOTO CYA1, CY Iy
B MOPSAJIKY, BU3HaUeHOMY KpHMiHaIbHUM MpoLecyanbHUM KOJIEKCOM YKpaiHH. Y pa3i BUITyUEHHS
(BMiIMKH) OpUTIHAJIB JOKYMEHTIB B YCTAaHOBI 000B’S3KOBO 3aJIMIIIAIOTHCS KOMIi IIMX JIOKYMEHTIB,
3aCBiJUEH] BIAMOBIAHO 10 MyHKTIB 8, 9 rmaBu 10 po3ainy II uux IIpaBui, Ta onuc BUITy4eHUX
JOKYMEHTIB. BuiTydeHi MOKYMEHTH HAIalOThCsA Oe3rocepeHho 0co0i, BH3HAUEHIH B yXBaui
CIITYOTO CYHAM, CYAY.


https://zakon.rada.gov.ua/laws/show/z0446-22#n21
https://zakon.rada.gov.ua/laws/show/z0446-22#n21
https://zakon.rada.gov.ua/laws/show/z0446-22#n21
https://zakon.rada.gov.ua/laws/show/z0446-22#n21
https://zakon.rada.gov.ua/laws/show/z0791-18#n16
https://zakon.rada.gov.ua/laws/show/4651-17

JlokyMeHTH, BWIy4YeHI Ha MiJCTaBl yXBaJlu CIIAYOTO CYAMi, CyaAy, MiAJSTalTh
000B’sI3KOBOMY TOBEPHEHHIO YCTAaHOBI, ajie¢ HE MI3HIIIEe HDX 4Yepe3 OAMH PIK MICls 3aKpUTTA
MIPOBAKCHHs 00 BUHECEHHS CYJIOM PIIICHHS Y CIpPaBi.

{Ilynkm 14 po3oiny I 6 peoaxyii Haxazy Minicmepcmea tocmuyii Ne 2277/5 6io 04.07.2018}
I1. lokyMeHTYBaHHS yHpaBJiHCbKOI iH(popmanii
1. 3aranbHi BUMOI'H /10 CTBOPEHHS YIPABJIHCHKHX TOKYMEHTIB

1. CrBoproBaHi YHpaBIIHCHKI JIOKYMEHTH IOBMHHI BIANOBIAATH MPAaBOBOMY CTaTycy
YCTaHOBH.

[TpaBo Ha CTBOPEHHSI, MiAMMCAHHS, TIOTOJKCHHSI, 3aTBEPPKCHHS JOKYMEHTIB BU3HAYAETHCS
aKTaM{ 3aKOHOJABCTBA, MOJOXKEHHSAMH (CTaTyTaMH) YCTaHOB, MOJIOXKCHHIMH TPO CTPYKTYPHI
MPO3/IUTH 1 TOCAIOBUMU THCTPYKITISIMHU.

2. YmpaBiiHCBKI JOKYMEHTH YCTaHOBHM 3a iX Ha3BOIO, ()OPMOIO Ta CKJIAJOM PEKBI3UTIB
MOBUHHI BIANOBIATH YHIQiKOBaHUM Qopmam, sKI BCTAaHOBIIIOIOTHCS HAlllOHATbHUMHU
CTaHJapTaMM, HOPMAaTHUBHO-IPAaBOBUMM akTaMmH. Ilepenik KiaciB ympaBliHCBKUX JOKYMEHTIB
BU3HauaeThesl HamionaneHuMm knacudikatopom HK  010:2021, 3aTBepakKeHUM HaKa3oM
MinicTepcTBa PO3BUTKY €KOHOMIKH, TOPTiBJI Ta CLIBCHKOIO TOCHOAApCTBa YKpaiHu Big 12
oepesns 2021 poky Ne 526.

{Ilynkm 2 enasu 1 po3diny II i3 sminamu, émecenumu 32iono 3 Haxazom Minicmepcmea
rocmuyii Ne 1581/5 6io 21.04.2022}

3. OpranizamitHo-po3nopsigua JTOKyMEHTallis, M0 € OJHMM 3 KJIAaciB yIpPaBIIHCHKOI
JOKYMEHTAIli1, MOIS€ThCS Ha!

opraHizailiiiny, IO MICTUTh TpaBWa, HOPMH, IO BU3HAYAIOTH CTATyC, KOMIETEHIIIIO,
CTPYKTypy, IITaTHY YHCENIBHICTh 1 TMOCAJAOBHN CKIJIAJ] YCTaHOBH, (YHKI[IOHATBHUN 3MiCT
JUSTTBHOCTI YCTaHOBU Ta 11 MiApO31iiaiB (MOJIOKEHHST a00 CTaTyT yCTaHOBH, IOJIOXKEHHS IPO
CTPYKTYpHI HiAPO3J1JIM yCTaHOBH, TIOCAI0B1 IHCTPYKIIi, INTATHI PO3NHUCH, JOTOBOPH TOIIIO);

po3nopsAuy, mo Gikcye pilieHHsS HOPMaTUBHO-TIPABOBOT0 200 OpraHi3alifHO-po3MoPsA40ro
XapakTepy 3 OCHOBHHMX IHTaHb AISTIBHOCTI YCTaHOBH, aIMiHICTPATHBHO-TOCIIONAPCHKHUX abo
KaJIpoBUX (0COOOBOTO CKIIaay) MUTaHb (IOCTAHOBH, PIIIICHHS, HAKa3H, PO3MOPSIKEHH );

1HpopMaIniifHO-aHATITHYHY, 10 MICTUTH 1H(POPMAIIif0, Ha MiICTAB1 SKOi MPUHMAIOTHCS TIEBHI
yOPaBIiHCHKI PIlICHHS (aKTH, JOBIIKU, JOMOBIAHI 3alMCKH, 3asBU, MOSCHIOBAJIBbHI 3alHCKH,
MIPOTOKOJIH, CIIYKOOB1 JINCTH TOIIIO).

4. TlpaBo Ha BHJAHHS IEBHOTO BUAY pPO3MOPSAYOrO IOKyMEHTa (TIOCTAaHOBH, DPIIlICHHS,
HAKa3zy, PO3MOPSKEHHS) 3aKPIIUTIOETHCSA y TMOJIOKEHHI (CTaTyTi) YCTAaHOBH 1 3YMOBIIOETHCA
MIPaBOBUM CTaTyCOM YCTAaHOBH Ta IMOPSAKOM HPUHHATTS YNPaBIIHCHKUX pillleHb (Ha IMigCTaBi
€IMHOHAYaJIbHOCTI 200 KOJIET1aJIbHOCTI).

B ycranoBax, 1o Aif0Th Ha OCHOBI KOJIET1aJbHOCTI, IX KEPIBHUKH MAlOTh IIPABO MPUKUMATH
€IMHOHAYaJbHI PIMICHHS 3 BYy3bKHX IMHUTAHb 1 BUJIABaTH B MEXaX CBOE1 KOMIIETEHIT 1HII BHIU
PO3IOPSAIINX JTOKYMEHTIB.


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

5. CrinibHi po3nopsadl TOKYMEHTH YCTaHOB, 10 BUIAIOTh OJHAKOBI 32 (POPMOIO TOKyMEHTH
(mocTaHOBH, pillICHHS, HAKa3H, PO3MOPSHKEHHS ), BUIAIOTHCS Y BIAMOBIAHINA (hopMmi.

CroinbHI po3mopsiayi JTOKYMEHTH YCTaHOB, YINOBHOBaXCHHMX BMJaBaTH Pi3HiI 3a (HopMoro
JOKYMEHTH, BUJAIOThCS Y QOpMi pIllIEHHS, K€ Ma€ MPaBOBY CHIIy PO3MOPSIYOTO JOKyMEHTa
KOYKHOI YCTaHOBH, 110 NIPUKMAE LIEN JOKYMEHT.

6. Po3mopsimumii TOKYMEHT MOXe OYTH BiJIMIHEHO (3MIHEHO, JOMOBHEHO) JIMIIE HOBUM
PO3MOPSAYUM JOKYMEHTOM.

7. IIpoekTu po3nopsAauuX JOKYMEHTIB, IO 3a4ilaroTh 1HTEPECH IHIIMX YCTaHOB, MOBHUHHI
MOTIEPETHHO MMOTOKYBATUCS 3 HUMH. Y pa3i po301KHOCTEH 10 MMPOCKTY AO0JAI0THCS 3ayBaKCHHS
abo0 cyTb po301KHOCTEN 3a3HAYAETHCS Y CYHNPOBIIHOMY JIUCTI.

8. Xig oOroBopeHHs MUTaHb 1 PIlIEHb, M0 MPUUMAOTHCA HA 3aCiJaHHAX KOJIETIaJbHUX
oprasiB (KOJIETisX, pajax, 300pax, Hapagax), pikcyeTbes B IpOTOKOi. [TpoTOKOI CKiTaiaeThCs Ha
MiJICTaBl 3amuciB, 3pOOJICHMX IIiJI Yac 3acimaHHsa (cTeHorpaM, (oHOTpaMm), Ta JTOKYMEHTIB,
MiTOTOBIICHUX 10 3aCiTaHHs (TEKCTIB Ta T€3 IOTOBIIeH 1 BUCTYIIIB, TOBIIOK, TPOEKTIB IOCTAHOB
a0o pilIeHb, MOPSIKY JEHHOTO, CITUCKY 3allPOIIEHUX TOIIIO).

9.V mexax KOMIETeHIIii yCTaHOBH MOXYTh HaJCUJIATH JINCTU MPYU BUKOHAHHI OTIEpPaTUBHUX
3B’S3KIB 3 OpraHaMM BUIIOTO piBHS, (DYHKI[IOHATbHUMHU OpraHaMu, MiJUIETJIUMH Ta 1HIIUMH
YCTaHOBAMH, a TAKOK TPOMAIsTHAMHU.

JlucTyBaHHS MK CTPYKTYPHHMH TiAPO3/AiIaMHd HEOOXITHO YHHKATH 1 3aCTOCOBYBAaTH YCHI
03’ICHEHHSI, BUPIIICHHS TUTaHb MO TeJIe()OHY TOIIIO.
b

10. loBeneHHs 10 BiJOMa MiJJIETJIMX YCTAHOB Ta CTPYKTYPHUX HIAPO3UTIB PO3MOPSIAUUX
JOKYMEHTIB OpraHiB BHILOTO piBHSA a00 1HIIMX yCTAHOB 3A1MCHIOETHCA Yy (OpPMi, BCTAHOBIICHIH
aBTOPOM JOKyMeHTa. SIKII0 crocid He 3a3Ha4eHO0, YCTaHOBA BUPIIIYE 1€ MUTAHHS CAMOCTIHHO.

Oprani3ariiifHi Ta po3nopsaa4i JOKYMEHTH YCTAaHOBHU JOBOJSATHCS 1O BUKOHABIIB Yy BHUIJISII
KOMii ab0 BUTSITIB.

[IpoToKkosbHI pillIEHHS KOJEriadbHUX OpraHiB JOBOASTHCS JO BHUKOHABIIB Yy (opwmi,
BCTaHOBJICHIN MOJO0KEHHAM MPO 1i OPraHu.

JloxymenTu 6€3 agpecHoi yacTUHU (TUTaHH, 3BITH, IOBIJKH, aKTH TOIIIO) Ta JOKYMEHTH, IO
HiAATal0Th TOBEPHEHHIO, ENEKTPOHHI HOCIT iH(pOopMaIlii HaACUIAIOTHCA 13 CYTTPOBITHUM JHCTOM.

11. OdopmieHHs pPeKBI3UTIB OpraHizaliiiHO-pO3MOPS U0l JOKYMEHTalli Ta MOPSA0K iX
po3TanryBaHHs 3AIMCHIOIOTHCS 3 ypaxyBaHHSM BHMOT HarioHanmbHOro craHmaptry YKpaiHu
«/lepxaBHa yHipikOBaHa cucTeMa JOKyMeHTalii. VYHipikoBaHa cHUCTeMa OprasizamiiHo-
posmopsimuoi  gokymenramii.  JICTY  4163:2020», mnpwuitHaToro HakazoMm J[lepkaBHOTO
MiIIPUEMCTBA « Y KpaTHCHKUH HAyKOBO-TOCIIAHHM 1 HABYAIBHUI IIEHTP MPOOJIeM CTaHJapTHU3allil,
ceprudikarii Ta skocti» Bia 01 aunnst 2020 poxy Ne 144 (mani - ICTY 4163:2020).

{Ilynkm 11 enasu 1 pos3oiny Il ¢ pedaxyii Hakazy Minicmepcmea ocmuyii Ne 1581/5 6io
21.04.2022}

12. Tlix gac miarotoBku, oOpMIICHHS Ta/a00 OIpaIfOBaHHS JIOKYMEHTIB 3aCTOCOBYIOTH
PEKBI3UTH, 11O BiIMOBIAAIOTH MPU3HAYEHHIO JOKYMEHTa a00 croco0y HOTo OInpalfoBaHHs.


https://zakon.rada.gov.ua/laws/show/v0144774-20
https://zakon.rada.gov.ua/laws/show/z0446-22#n28
https://zakon.rada.gov.ua/laws/show/z0446-22#n28

Ha nokymeHTax, 1o miyisiraloTh IOBEPHEHHIO, BIIMITKH PO iX OMpaIfoBaHHs B YCTAHOBI HE
MPOCTABIISIOTh.

13. 3 wmeror0 migBUINEHHS e(EeKTUBHOCTI Ta ONEPaTHUBHOCTI oprasizauii pobotu 3
JOKYMEHTaMU OJHAKOBI 3a 3MICTOM TOKYMEHTH MOXYTb OyTH YHi()1KOBaHI IIJISXOM pO3pOOJICHHS
TpadapeTHUX TEKCTIB, sIKi BKIIOYAIOTHCS /10 30ipHUKA (a1b00My) yHIQIKOBaHUX (TUMOBUX) HOpM
JIOKYMEHTIB YCTaHOBHU.

14. YcraHoBU 3IiHCHIOIOTH JIJIOBOJICTBO JIEPKABHOIO MOBOIO. JIOKyMEHTH O(OPMIIOIOTH
Jep’KaBHOIO MOBOIO, KPiM BHITQ/IKiB, TIepe10a4eHNX 3aKOHOJaBCTBOM PO MOBHU B YKpaiHi.

JIOKyMEeHTH, SIKi HaJCHJIAIOThCS IHO3EMHUM ajipecaTaM, 0(OPMITFOIOTh YKPaiHCHKOI0 MOBOIO,
ab0 MOBOIO Jiep>KaBU-aApecaTa, ado O/IHI€I0 3 MOB MIXKHAPOJAHOTO CIIIKYBaHHS.

15. O6mexxeHHs mocTymy A0 iH(opMartii, o MICTATh YNPaBIIHChKI JOKYMEHTH, 1 HaJaHHS
iM BinnmoBinHUX rpudis (« st ciry:x60Boro KopuctyBaHHs», «KoHbiaeHiitHO», « TaeMHOY» TOIIO)
3I1HACHIOIOTHCA BIAIIOBIAHO OO 3aKOHOIABCTBA.

2. biiaHKH 1OKyMEHTIB

1. OpranizaiiitHo-po3nops a4l JOKYMEHTH 0(OPMITIOIOTHCS Ha OIaHKaX, [0 BUTOTOBIISIOTHCS
3riIHO 3 BUMOTraMu THITOBOI IHCTPYKIi 3 IJIOBOJICTBA B MiHICTEPCTBAX, IHIINX IEHTPATBHUX Ta
MICIIEBUX OpraHax BUKOHABYOI BJIaJu, 3aTBepakeHol moctaHoBoto Kabinery MinicTpiB Ykpainu
Bix 17 ciuns 2018 poxy Ne 55 (mani - TunoBa iHCTpYKIis 3 1UIOBOCTBA). PO3MilIIeHHS peKBi3UTIB
Ha 6nanky nmoBuHHO BianoBigatu JCTY 4163:2020.

{A63ay nepwuti nynkmy 1 enasu 2 po3oiny Il 6 peoaxyii Haxasy Minicmepcmea tocmuyii Ne
1581/5 6io0 21.04.2022)

3pa3ku OJaHKiB 3aTBEPKYIOTHCS POMOPSIAYUM TOKYMEHTOM YCTaHOBH.

2. YcTaHoBU pO3pOoO0JIsSIOTh OJaHKU JTOKYMEHTIB CTPYKTYPHHUX HIAPO3/LIIB, BITOKPEMIIEHUX
MiPO3IUTIB Ta OJTAHKHM TOKYMEHTIB MOCaZ0BOI 0COOH B TOMY pasi, SKII0 KEPIBHUK CTPYKTYPHOTO
MIAPO3aUTY, BIIOKPEMIIEHOTO MIAPO3JLTy 4YM TocajoBa ocoba MaroTh MpPaBO IMiJMUCYBaTH
JOKYMEHTHU B MeXaX X TOBHOBA)XEHb.

Ha Gmankax mocagoBux ocid Ta OjJaHKaX CTPYKTYPHHUX IMIJIPO3ILTIB, IO HE € HOPUINIYHUMHA
ocobamMu, HE BIJITBOPIOIOTHCS 300pakeHHS repOiB, emOiIeM abo TOBapHOro 3HakKa (3HaKa
00CITyTOBYBaHHS ).

3. YcraHoBH, 10 3AIMCHIOIOTH JINCTYBAHHS 3 TIOCTIMHUMHU 1HO3E€MHHMH KOPECTIOHICHTAMH,
MOXYThb BHUIOTOBJISITH OJAHKH, PEKBI3UTH SKHUX 3a3HAYAIOTHCA JBOMAa MOBAMHM: JIBOpYY -
YKpalHChKOIO, IPABOPYY - 1HO3€MHOI0. biaHKu, 110 MICTATh PEKBI3UTH, BUKIIAECHI 1HO3EMHOIO
MOBOIO, BUKOPUCTOBYBATH B M&XaxX YKpaiHU HE PEKOMEHY€ThCS.

4. ITanepoBi OJaHKK IPYKYIOTHCS HA TMarepi BUCOKOI SKOCTI hapObamMu HACHYEHHUX KOJIbOPIB.

{A63ay nepwuti nynkmy 4 enasu 2 po3oiny Il 6 peoaxyii Haxasy Minicmepcmea rocmuyii Ne
1581/5 6i0 21.04.2022)

J5iss BUTOTOBIICHHS OJIaHKa PO3pOOJIEThCS Oro MakeT y MacmTabi 1:1, Ha SsKOMy MaroTh
OyTH HaHeceHi NOCTiiHI peKBi3UTH OJaHKa, HEOOXIIHI BIIMITKHU JUIsl IEPEMIHHUX PEKBI3UTIB, a
TaKOXX 3a3Ha4Y€H1 PO3MIpH 30H pPO3TAlTyBaHHS PEKBI3HUTIB.


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n593
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5. PimenHs npo crmocid BUTOTOBJICHHS OJIaHKIB Ta HEOOX1HICTh 1X 00JIIKY MpUiiMa€e KePiBHUK
3aJIeKHO BiJl XapaKTepy AisTIbHOCTI YCTaHOBH.

Buau OnaHkiB, IO 3aCTOCOBYIOTbCS B YCTAHOBi, Ta MOPAJOK iX OOMIKy 1 30epiraHHs
BH3HAYAIOTHCS IHCTPYKIIEIO 3 J1JIOBOJICTBA YCTAaHOBH.

6. OO0O0B’s13k0BOMY OOJIIKY MiAIsATal0Th NpoHyMepoBaHi Onanku. IlopsakoBi HoMepH
HPOCTABJISAIOTh HYyMEpaTOpOM, JPYKapCbKUM ab0 IHIIUM CHOCOOOM Ha HIDKHBOMY IO
3BOPOTHOTO TOJIs OJ1aHKa abo JIIBOMY TTOJ1 JIUI[LOBOTO OOKY OJIaHKa.

Koxxen Bua mnpoHyMmMepoBaHOro OjaHka OOJIKOBYETbCS B JKypHall peecTpauii OJaHKIB
JOKYMEHTIB, (opMy SIKOro HaBeieHO B aojaTky | mo mux IlpaBun, abo iHIIN peecTpaiiifHiii
¢dopwmi, a 6manku 30epiratoThes B madax, ceidax, 1o HaaiiHO 3aYMHIIOTHCA 1 ONIEYaTyIOThCS.

3HUIICHHS 3IMCOBAaHUX OJIAHKIB 3IMCHIOETHCS B YCTAHOBICHOMY IOPSIKY 3a aKTOM 3
BiJIMITKOIO B 0OJIIKOBO-peecTpaliitHiit popmi.

7. Ocobu, siKi BIANOBIJAIOTH 3a 001K, 30€piraHHs Ta BUKOPUCTaHHS OJIaHKIB, BA3HAYAIOTHCS
KEPIBHIUKOM yCTaHOBH, IPO IO BUIAETHCS POMOPSAINIT TOKYMEHT.

8. He na Omankax o(OpMIIOIOTbCS JA€sAKI BHYTpIIIHI JOKYMEHTH (3asBU TPAIliBHHKIB,
JTOTIOB1/THI 3aITUCKH, JOBIJKU TOIIIO) Ta JJOKYMEHTH, 110 CTBOPIOIOTHLCS BiJl IMEHI KUIBKOX YCTaHOB.

CrinbHI po3nopsIdl JOKYMEHTH Ta JUCTH 0(OPMIIIOIOTHCA HAa YMCTHUX apKyllax Mamepy i3
3a3HaYeHHSM HaliMEHYBaHb YCTaHOB Ha OJHOMY piBHI, a Ha3BU BHUIY JOKYMEHTa - [IOCEPEIUHI.
JliBopyd 3a3HauaeThCA AaTa, MpaBopyd - peecTpaiiiauii inaexe (Homep). [pu ibomy 300paskeHHs
rep6iB, eM0OJIeM, TOBApHUX 3HAKIB (3HAKIB 0OCIYrOBYBaHH) HE BiITBOPIOIOTHCSI.

3. [leuaTku

1. IlpaBo Ha 3acTocyBaHHS TepOOBHX TMe4YaTOK (JUIsI YCTaHOB, SKI MalOTh IPaBO
BUKOPHCTOBYBAaTH JepKaBHY CUMBOJIIKY) a00 IIe4aTOK YCTAHOBU 13 3a3HaYEHHSIM HallMeHYBaHHS
YCTAHOBHU Ta iJIeHTU(IKALIHHOTO KOy (Aaji - meyaTka yCTaHOBH) 3aKPIIUTIOETHCS Y MOJIOKEHHI
(cTaTyTi) yCTaHOBU 1 3yMOBIIIOETHCS 11 IPABOBUM CTaTyCOM.

Ha nmoxymeHTax, 110 3acBi4yIOTh IIpaBa rPOMaJIsSH 1 IOPHINYHUX 0Ci0, Ha AKUX (DIKCYEThCS
(hakT BUTpaATH KOIITIB 1 IPOBEICHHS OIepallii 3 MaTepialbHUMHU IIHHOCTSIMH, TI1ITUC MTOCaI0BO1
(BiAMOBIIATBHOT) 0COOM CKPITUTFOETHCSI MIEYATKOI0 YCTAHOBH (32 HASIBHOCTI ).

2. B ycraHoBax [103BOJISIETbCA TAKOXX 3aCTOCOBYBATH IMEYATKU CTPYKTYPHHX MiAPO3ALTIIB
(cimyx0m imoBOACTBa, OyXraiaTepii, KaapoBOi CIYKOH TOIO), TIEYATKH I OKPEMUX KaTeropii
JOKYMEHTIB (A1 KOMii, MEepemycToK, KOHBEPTIB TOIIO), a TAKOXK MeTalleBl MEeYaTKu - JUIs
oreyaTyBaHHS MPUMIILEHb, mad, ceidis.

3. YcraHOBH MOXYTh 32 HEOOXIJIHOCTI 3aCTOCOBYBATH IUTAMIIA 3 TIOBHUM HaliMEHYBaHHSIM
YCTAHOBH Ta 1HIIIMMU PEKBI3UTaMU OJIaHKa.

4. B iHCTpYKIIii 3 I1JI0BOJICTBA YCTAHOBU BU3HAYAIOTHCS BUJIM 1 KUTBKICTh TIEYATOK, IITAMIIIB,
[0 3aCTOCOBYIOTHCS, MEPENIK JTOKYMEHTIB, MIAMUCH Ha SKHUX BIAMOBITHO JO 3aKOHO/JABCTBA
HEOOX1THO CKPITUIIOBATH M€YaTKOIO YCTAaHOBH, Ta MOPSA0K 3aCTOCYBAHHS I1€YaTOK.



5. Po3nopsiiuuM JOKYMEHTOM KEpiBHHUKA YCTAaHOBH BU3HAYAIOTHCS MOPSIOK BUKOPUCTAHHS,
Micrie 30epiraHHs MeyaTky YCTaHOBH 1 MOCaI0Bi 0c0OH, BiAMOBIAAIBHI 3a 11 30epiranHs, a TaKoX
MepEITiK MOCaA0BUX OCI0, IMIMUCH SIKUX CKPITUTIOIOTHCS NIEYaTKOK YCTAaHOBH.

6. [IpaBo 3acBigUeHHsS JTOKYMEHTIB Ta iX KOI MOK€ HAJaBaTHUCS MOCATOBHUM Ta IHIIUM
oco0aM Ha MiicTaBi J10BIPEHOCTI.

7. Y mocamoBUX iHCTPYKIIiSX BU3HAYAIOTHCS TTOBHOBAKEHHS 1010 3aCB1AYCHHSI JOKYMEHTIB
Ta IX KOMIH.

8. BinOuTOK meyaTku, 10 3aCBiUye MiAMUC TOCAT0BOT 0COOH, CTABUTHCS TAKHM YHHOM, 1100
BiH OXOIUTIOBaB OCTaHHI KiJIbKa JIITep HallMeHyBaHHS MOcaau 0ocoOHu, sika MmiJmucaia JOKyMEHT,

ajile He MIAMUC MMOCagoBOi 0COOM. Y TOKYMEHTax, CTBOPEHHUX Ha OCHOBI YHi()IKOBAaHHX (QOpM,
reyaTka CTaBUThCA HAa OKPEMO BUAUIEHOMY AJIs HOTO Miclli 3 BiAMiTKOIO «M. IL».

9. OO0k ycixX MeYaToK Ta MITAMIIIB, 110 3aCTOCOBYIOTHCS B YCTAHOBI, BEJIETHCS Y KYpHAJI 3a
(bopMoI0, HABEICHOO B J10/1aTKy 2 10 nux [IpaBui.

Bupmaua neuyaTok, mrTammiB mMocagoBUM oco0aM 3IHCHIOETHCS i MIAMKC Y BIATOBIAHOMY
KypHai.

10. ITewaTku 36epiraroTbes y madax (ceidax), 1o HaIIiHO 3aMUKAIOTHCS 1 OTEYaTyIOThCS.

11. TlepeBipka HasBHOCTI MEYaTOK 1 IITaMMIB 3JIHCHIOETbCS LIOPOKY KOMICI€lO,
MPU3HAYEHOIO PO3NOPSIYMM JJOKYMEHTOM KepiBHUKA YCTAHOBH, Ta O(DOPMITIOETHCS aKTOM.

4. HaiiMeHyBaHHSl YCTAHOBH

1. HaiilmeHyBaHHSl YCTaHOBH - aBTOpa JIOKyMEHTa, Y TOMY YHCJI1 CKOpOYeHE (3a HassBHOCTI),
Ma€ BIJMOBIJaTH HaAWMEHYBAHHIO, K€ MICTUThCS B €IUHOMY JEp>KaBHOMY PEECTpPl IOPHIUYHUX
oci0, ¢p13uuHuX 0C10 - MANPUEMIIIB Ta TPOMaJChKUX popMyBaHb. CKOpoueHe HaliMeHyBaHHS (3a
HasBHOCTI) po3MillyeTbes (y Ay’Kkax abo 0e3 HHMX) HM)KYe MOBHOTO HallMEHYBaHHS OKPEMHM
PSAIAKOM I10 IIEHTPY JOKYMEHTA.

2. HaiiMeHyBaHHSI YCTaHOBU BHIIOTO PiBHS 3a3HAYAETHCS y CKOPOUCHOMY BUTJISAL, SIKIIO
HeMae oQilliifHO BU3HAYEHOT'0 CKOPOUYCHHSI - TOBHICTIO. Ha Ol1aHKaX yCcTaHOBH, siKa Ma€ TOJIBiitHE
a0 moTpiitHe MiAMOPAIKYBaHHS, 3a3HAYAI0THCS HAMEHYBAHHS YCIX YCTaHOB BHUIIOTO PiBHS.

3. Ha 6nanky ycTaHOBH, sIKa OJJHOYACHO MiAMOPSAIKOBAaHA MICLIEBIii Aep KaBHIl agMiHIiCTparii
1 MiHICTepPCTBY (IHILIOMY LIEHTPAJIbHOMY OpIraHy BHMKOHABUOI BIIaJM), PO3MIIIYETHCS TIIbKU
HallMeHyBaHHS JiepKaaMiHiCcTparlii.

4. HaiimenyBanHs (isii, TepUTOPIAIBHOTO BiTIJICHHS, CTPYKTYPHOTO IAPO3/1Ty YCTAaHOBH
3a3HAYAETHLCS Y pasi, SKIIO BOHU € aBTOPAMH JIOKYMEHTA, i PO3MIIIYEThCS HIDKUE HaliMEHYBaHHS
YCTaHOBH.

{Po30in I oonosneno nogoro enasoro 4 32iono 3 Haxazom Minicmepcmea rocmuyii Ne 1581/5
6i0 21.04.2022}

5. laryBaHHs yNPaBJiHCBKHX JOKYMEHTIB

1. JlaToro OKyMeHTa € BIANOBIAHO JaTa MOro MiAMHUCAaHHS, 3aTBEpPIPKEHHS, MPUHHATTS,
peectparii abo ckiaieHHs (715 aKTiB), 3aC1AaHHA KOJIET1aJbHOro OpraHy (A1 IpOTOKOJIIB).


https://zakon.rada.gov.ua/laws/show/z0446-22#n37
https://zakon.rada.gov.ua/laws/show/z0446-22#n37

Jaty opopmisitoTh BiAMOBIIHO 10 MyHKTY 32 po3ainy Il TumoBoi iHCTpyKIii 3 ALTOBOJCTBA.

{A63ay Opyeuti nynkmy 1 enasu 5 pozoiny Il 6 peoaxyii Haxasy Minicmepcmea rocmuyii Ne
1581/5 6i0 21.04.2022)

OO0OB’SI3KOBOMY JaTyBaHHIO 1 TIAMUCAHHIO IMJIATAIOTh yCi CIIy’)KOOB1 BIAMITKH Ha
JOKYMEHTaX, MOB’s3aHi 3 iX MPOXO/HKCHHSIM Ta BUKOHAHHSAM (pE30JIollii, MOTO/KEHHS, Bi3H,
BIIMITKH TTPO BUKOHAHHS JJOKYMEHTA 1 BHECEHHS MOTO JI0 CIIPaBH).

{Ilynkm 1 enasu 5 po30iny Il donosneno nosum abzayom 32iono 3 Haxazom Minicmepcmea
tocmuyii Ne 1581/5 6io 21.04.2022}

2. Yc¢i pekBi3UTH Ha TOKYMEHTI, TTOB’s13aH1 3 HOT0 MPOXOHKEHHSIM 1 BUKOHAHHSM, JTaTyHOThCS
1 mianucyroTbes. Jlata JOKyMEHTa MPOCTaBISIETHCS IOCATAOBOID 0CO00I0, fKa HMOTo BI3YE,
MOTOJDKYE 200 3aTBep/pKye. JlaTa 3a3Hava€eThCs HIDKYE MIIHCY JTBOPYY.

3. Ilig wac peectpariii JOKYMEHTa HOro JaTa MPOCTABISIETHCS MPAIIBHUKOM CIYXKOH
JIOBOJ/ICTBA B JIiBiM BEpXHIN YacTHHI JOKYMEHTA Ha CIeliadbHO BiIBEIECHOMY MICIi Ha OJIaHKY.

VY moxymeHTax, CKJIaJeHuX He Ha OJaHKy (3asBU MPaIliBHUKIB, JOMOBIIHI 3aIMCKH, TOBIIKH
TOII[0), IaTa MPOCTABIISAETHCS ABTOPOM JIOKYMEHTA HUXKYE TIAMUCY.

4. Ha noxymeHTi, BUJaHOMY JIBOMa a00 Oulbllle YCTaHOBAMHM, 3a3HAYAETHCS OJIHA JIaTa, sKa
BIJINTOB1/Ia€ JaTi OCTAHHBOTO ITIATTHCY.

6. Ilorom:xeHHs1 ynpaBJiHCbKHX JOKYMEHTIB

1. V pa3i BUHUKHEHHs TOTpeOu Y MPOBEJAEHH] OLIHKU JOLIJIBHOCTI CTBOPEHHS JOKYMEHTA,
{ioro oOIpyHTOBAHOCTI Ta BiJIMOBIIHOCTI 3aKOHOJABCTBY 3/iMCHIOETHCS MOTOKEHHS IMPOEKTY
JOKYMEHTA.

2. TloropkeHHST MOXE 3/IIHCHIOBATHCH SK B YCTAHOBI MOCAJ0BUMH 0CO0aMU, SIKi BiJTIOBITHO
0 iX KOMIICTCHIIil BHUPINIYIOTh IWTaHHS, TOPYIICHI B TIPOEKTI TOKyMeHTa (BHYTPIITHE
MOTO/DKEHHS), Tak 1 3a 11 MexaMH IHIIMMH 3aiHTEPECOBAHMMH YCTAaHOBaMH (30BHIIIHE
MTOTOKCHHS ).

30BHIIIHE TOTO/PKEHHS MPOEKTIB JOKYMEHTIB, CTBOPEHUX Yy Mameposiii Qopwmi,
oopmiIroeThCs BiAMOBIAHO 10 MyHKTY 62 po3nuty 11 Tunosoi iHcTpyKwii 3 A110BOJCTBA.

{Ilynkm 2 enasu 6 po3oiny Il donosneno noeum abzayom 3eiono 3 Haxazom Minicmepcmea

tocmuyii Ne 1581/5 6io 21.04.2022}

3. BHyTpilIHe Moro/keHHs: 0(hOpMIISIOTh HUIIXOM MPOCTABJISIHHSA Bi3H, sIKa O()OPMIISIETHCS
BiamoBimHo 10 JICTY 4163:2020 1 BKiItouYae: OCOOMCTHI TMIANMUC, BIACHE IM’sl 1 MPI3BHUIIE
10cazioBoOi 0coOH, sIKa Bi3ye TOKYMEHT, AaTy Bi3yBaHHS. Y pa3i moTpebu Moxe OyTH 3a3HaueHa
rocajia 0coou, sika Bi3ye JOKYMEHT.

4. Bi3u OpOCTaBISIOTHCA HAa NPUMIPHUKAX JOKYMEHTIB, IO 3aJIMIIAIOTHCS B YCTAHOBI.
[TpoekTn po3mopsAYNX TOKYMEHTIB Bi3yIOTHCS Ha MEPUIOMY NPHUMIPHHUKY.

V neskux BUMaJIKax JAOIMYCKAEThCS MOAPKYIIHE Bi3yBaHHS JOKYMEHTIB. Bumm nokymeHTiB,
1110 MOTPeOYIOTh MOAPKYIIHOTO Bi3yBaHHS, 3a3HAYAIOTHCS B IHCTPYKIIT 3 11JIOBOICTBA YCTAHOBH.


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

5. 3ayBa)KeHHS 1 MPOIO3HUIIIT JIO MPOCKTY JTOKYMEHTA BUKJIAIAIOTHCSI HA OKPEMOMY apKyIili,
PO IO Ha MPOEKTI pOOUTHCS BiIMOBIIHA BiIMITKA.

[Tpo HasBHICTH 3ayBaXkKeHb 000B’A3KOBO MOBIJOMIISIIOTH 0CO01, SIKa MAMUCYE TOKYMEHT.

6. ITlepenik mocamoBux 0cCi0, sSKi TMOBHMHHI 3aBi3yBaTH JOKYMEHT B YCTAaHOBI, BHU3Hauae
MPAIiBHUK, IKUW CTBOPIOE JOKYMEHT, BUXO/ISTUHU 3 HOTO 3MICTY.

7. BHYTpIlIHE MOTOJKEHHSI MPOEKTY JOKYMEHTa 3aJIeXKHO BijJ HOro 3MicTy NMPOBOAUTHCS B
Takiil MOCIIOBHOCTI: NMPAI[iBHUKOM, SKHH MIATOTYBAaB JOKYMEHT, KEpIBHUKOM CTPYKTYpHOTO
HiApO3AiTy, B IKOMY HOr0 CTBOPEHO, (DYyHKIIOHAJIBHUMHM, TEPUTOPIATBHUMH MiAPO3ALIaMH (3a
HEOOXI1THOCTi), MOCAJOBUMHU 0CO0aMH, SKI 3a3HA4€HI B MPOEKTI JOKYMEHTa SK BUKOHABIII,
(biHaHCOBUM MipO3/a1JI0oM 200 roJIOBHUM OyxrantepoM (OyXraaTepom) (SKIO IPOEKT JOKYMEHTa
CTOCY€ThCA (PIHAHCOBUX TUTaHb), KEPIBHUKOM IOPUIWYHOI Ciyx)O0u (topuctom) (y pasi
MOTO/DKEHHSI MPOEKTIB HOPMAaTHUBHO-TIPABOBHX aKTIB, OpraHi3allifHUX Ta pO3NOPAIYUX
JOKYMEHTIB yCTaHOBH), 3aCTyITHUKOM KEpIBHHKA yCTAHOBH, SIKUM BIANOBIJAE 3a MUTAHHS, L0
MICTSTBCS B IPOEKTI JOKYMEHTA.

[IpoekTH HOPMATHUBHO-TIPABOBUX AaKTIB, HaKa3iB (PO3MOPSKEHb) 3 OCHOBHOI MisUTBHOCTI,
aJIMiHICTPATUBHO-TOCIIOIAPCHKUX TMUTAaHb Ta JOAATKH O HUX BI3YIOTHCS TaKOX KEPIBHUKOM
CIY)KOM JIIJIOBOJICTBA, KEPIBHUKOM CTPYKTYPHOTO MiAPO3aiay (CHeriaaictoM) 3 THUTaHb
3aro0iraHHs Ta BUSBJICHHS KOPYIIIIi, @ TAKOXX PEJAKTOPOM (3a HasBHOCTI).

{Ilynkm 7 2naeu 6 po3oiny Il oonogueno Hosum abzayom 32iono 3 Haxazom Minicmepcmesa
tocmuyii Ne 1581/5 6io 21.04.2022}

[TpoexTH HakaziB (PO3MOPSIKEHB) 3 KaJIPOBUX MUTAHb (OCOOOBOTO CKIIaay) Ta AOJATKH 10
HUX Bi3YIOThCS IPAIiBHUKOM Ka/IpOBOi CITy»OH, IKUI CTBOPHUB JTOKYMEHT, Ta HOTO KEPIBHUKOM, a
TAKOXX 3QJIKHO BiJl BHJIB HaKa3iB MOCAJOBUMH 0CO0AMH CTPYKTYPHOTO MiPO3AiTY 3 MHUTAaHb
3amo0iraHHss Ta BHSBJIEHHSA KOPYMIii (3a HAsSBHOCTI), OYyXTraJTepChKoi CIyXOW, I1HIIMMH
M0CaZOBUMHU 0CO0aMH, SIKUX CTOCY€ETHCS IOKYMEHT.

{Ilynkm 7 2naeu 6 po30iny Il donognero nosum abzayom 32iono 3 Haxazom Minicmepcmea
tocmuyii Ne 1581/5 6io 21.04.2022}

8. [Mopsimok Bi3yBaHHS MEBHUX BUIIB JTOKYMEHTIB 3a3HAYAETHCS B IHCTPYKIIiT 3 A1IOBOJICTBA
YCTaHOBH.

9. 3a 3MiCT JOKYMEHTa, IKUH BI3Y€ThCS KUTbKOMa 0CO0aMU, Takl 0COOHM BIMOBIAIOTH 3T1IHO
3 KOMIIETEHLIIEIO.

10. SIxmio y mporieci Bi3yBaHHS 10 TIPOSKTY JOKyMEHTa BHECEHO CYTTEBI 3MiHH, BiH MijIsArae
J0OTIPAIIOBaHHIO, IEPEAPYKYBAHHIO 1 IOBTOPHOMY Bi3yBaHHIO.

11. 3oBHIIIHE TOTOKEHHsS MPOEKTIB ITOKYMEHTIB MOXe OyTH OQOpPMIIEHO apKyIleMm
MOTO/DKEHHS, TPU(OM TOTO/DKEHHS, JOBIJIKOIO TPO TOTOJDKEHHS, JIICTOM IOTOJDKEHHS a0o
MIPEJICTABICHHSIM IMPOTOKOJIY OOTOBOPEHHS MPOEKTy JOKYMEHTa Ha 3aciflaHHI KOJeriaJbHOro
oprany.

12. I'pud noromxkenus opopmisierbes BianosigHo o JICTY 4163:2020.


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

13. ApKyII OTOJKEHHS CKIIAJAeThes Y Pasi, SKILO 3MICT JOKYMEHTA CTOCYEThCS OLIbIle HIX
TPhOX YCTAHOB, MPO IO POOWUTHCS BiAMITKA B JOKYMEHTI Ha Micii rpuda MOroKeHHs,
HaTPUKJIIAI;

ApKyIlI TOTO)KEHHS 10JAEThCSI.

14. Apkym morokeHHs oQOpMIISETbCS BIAMOBIAHO A0 MyHKTY 65 po3aimy II Tumnosoi
THCTPYKIIii 3 JIIJTIOBOJICTBA.

{A63ay nepwuii nynkmy 14 enasu 6 po3oiny 11 6 peoaxyii Haxazy Minicmepcmea rocmuyii Ne
1581/5 6i0 21.04.2022)

[Tixnmuc mocaaoBoi 0coOM CKPITUTIOETHCS TIEYATKOK YCTAHOBH (32 HASBHOCTI).

15. KoxHa 3 ycTaHOB, SIKi Ha/iCJIaHO MPOEKT JOKYMEHTa Ha MOTroKEHHS, MOXe HaJaBaTH
OKpEeMHI apKyll IOroJUKeHHs, ab0 apKyll TIOro/KEeHHs IepelacTbcs 3aiHTepecOBAaHUM
YCTaHOBaM Y TMOCJIIOBHOCTI, BU3HAYEHIN YCTaHOBOIO - aBTOPOM MPOEKTY JOKYMEHTA.

Apkymr abo apKy1ii MOToKEHHs 30€piratoThCs pa3oM 3 JOKyMEHTOM, SIKU OYJ10 TOTO/KEHO.

16. 30BHIIIHE MOTOMKEHHS Y pa3i MOTpeOH, BU3HAUCHOI 3aKOHOJaBCTBOM, 3/1HCHIOETHCS B
TaKiil MOCIIIAOBHOCTI:

3 YCTaHOBAaMU OJTHAKOBOTO PiBHS Ta iHIIMMHU YCTaHOBaMH;
3 TPOMAJICBKUMH OpTaHi3alisiMu;
3 OpraHamH, sKi 3IHCHIOIOThH JIep)KaBHUN KOHTPOJIb y TIEBHIN cdepi;
3 YCTaHOBAaMH BUIIOTO PIBHS.
7. 3aTBepAKeHHs YNPABIIHCbKHX JOKYMEHTIB

1. 3aTBepKeHHS yNPaBIIHCHKUX JOKYMEHTIB 31 CHIOEThCS OCOOUCTO TOCAOBOIO 0COO0I0
(mocamoBuMu ocobamu) BiANOBIAHO 10 ii (iX) MOBHOBa)keHb ab0 PO3MOPSAUYUM JTOKYMEHTOM
YCTaHOBU 13 3a3HAYCHHSIM Ha JIOKyMEHTI rpuda 3aTBep/KEHHs, O0(OPMIIECHOTO BiANOBIIHUM
YHHOM.

2. Po3mopsaunM JOKYMEHTOM YCTaHOBHM 3aTBEPIKYIOTHCS TIOJIOKEHHS PO CTPYKTYpHi
MiAPO3/ALTH, THCTPYKLIi, MpaBuia, MOPSAKH Ta 1HIII JOKYMEHTH HOPMAaTHBHO-IIPABOBOrO abo
HOPMAaTHBHOTO XapaKTepy.

3. TlocamoBoro 0co60I0 0COOHMCTO 3aTBEPKYIOTbCS JOKYMEHTH, IO HE MNOTpeOyIOTh
JOJaTKOBUX BKAa31BOK, 3aBJaHb LIOJO0 iX YIPOBAKEHHS a00 BUKOHAHHS (IIOJIOKEHHS (CTAaTyTH)
YCTaHOBHU, MPOTOKOJH, aKTH, TUIAHU, 3BITH, KOIITOPUCH, IITATHI PO3MHUCH, MOCAT0B] IHCTPYKIIII,
porpamMu, HOPMaTUBH TOILO).

4. Tlepemiku BUAIB JOKYMEHTIB, IO 3aTBEPKYIOTHCS TOCAIOBOIO 0CO00I0 (TOCAaTOBUMHU
0co0aMu), BU3BHAYAIOTHCS ITHCTPYKITIEIO 3 JIOBOJICTBA YCTAHOBH BiJNIOBITHO JI0 3aKOHO/IaBCTBA.

5. SIKIO TOKYMEHT 3aTBEPIXKY€ETHCS KOHKPETHOIO MOCAI0BOI0 0c00010, Tpr( 3aTBEpHKCHHS
opopmisietses Biamosiaao a0 JACTY 4163:2020.


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n784
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Y pa3i, KOIM JOKYMEHT 3aTBEPIKYETbCS IIOCTAHOBOIO, PIIICHHSAM, HAKa3oM,
PO3MOPSAKEHHSM, Tpu(] 3aTBepKeHHS 0(GOPMIIETHCS BIAMOBIAHO A0 MyHKTY 37 po3aimy II
TunoBoi IHCTPYKIIiT 3 A1JTOBOJICTBA.

{Ilynkm 5 enasu 7 po30iny Il donosneno noeum abzayom 32iono 3 Haxazom Minicmepcmea
tocmuyii Ne 1581/5 6io 21.04.2022}

8. IlinnncanHs ynpaBJiHCbKUX JOKYMEHTIB

1. [TocamoBi 0co0M MiANUCYIOTH TOKYMEHTH B MEXaxX CBOiX NMOBHOBa)KE€Hb, BU3HAUCHUX Y
MOJIOKEHHAX (CTaTyTax) YCTAaHOBH, TOJOXKEHHSIX MPO CTPYKTYPHI MIAPO3/IIIH, TMOCATOBUX
THCTPYKIIAX, PO3MOPSAAUYOMY JOKYMEHTI HpO pO3Monia 0OOB’A3KiB MK KEpIBHUKOM Ta HOTO
3aCTYMHUKAaMH TOWIO. Y 3a3HAYCHUX JOKYMEHTAaX BU3HAYAETHCS TAKOX MOPAIOK ITiANUCAHHS
JOKYMEHTIB IHIIMMHU 0co0aMU B pa3i BiJICYTHOCTI KEpIBHUKA yCTAaHOBU Ta MOCATOBHX OCI0, SKi
YIIOBHOBaYKEHI1 iX MiAMUCYBaTH.

[TpaBo miAn#MCcaHHs JOKYMEHTIB MOXE HaJaBaTUCS ITOCAJI0BUM Ta IHIIMM 0cO0aM Ha TIiIcTaBi
JIOBIPEHOCTI.

2. [ligmuc ckimamaeThes 3 HA3BU MOCAIUW OCOOM, sIKa MIAMUCYE JOKYMEHT (ITOBHOI - SKIIO
JOKYMEHT HaJpyKOBaHUI He Ha OJIaHKY, CKOPOYCHOT - Ha IOKYMEHTI, HaJJpyKOBaHOMY Ha OJIaHKY),
0COOHMCTOTO MIAMHKCY, BIACHOTO IMEHI 1 mpi3Buima. J[03BomnseTses B pekBi3uTI «lligmucy» micns
HA3BH [MOCAIM OCOOM 3a3HAYaTH BUCHE 3BaHHS, HAYKOBHIA CTYIIiHb.

VY pasi opopmileHHsT TOKYMEHTa Ha OJIaHKY MOCagoBOi 0COOM Ha3BY MOCAU y MiJMUCY HE
3a3HAYaIOTh.

3. Ilpu cTBOpEHHI JOKYMEHTIB MiJMHMCYETHCS OIMH NPUMIPHHUK JOKYMEHTA, SKHH €
OpUTiHAJIOM. BUHSATOK CTaHOBIATH JE€SKI BUAM JOKYMEHTIB (HAmpuUKIAJ aKkTH, JOTOBOPH, SKI
CTBOPIOIOTHCS B KIJIBKOX MPUMIPHUKAX, KOJKEH 3 SIKUX Ma€ CHIIy OpUTIHATY).

4. YV pasi HaJacWIaHHS JIOKYMEHTA y IManepoBiid (Gopmi 3 OJHAKOBUM 3MICTOM OJHOYACHO
KUTBKOM yCTaHOBAaM MiAMUCY€ETHCS TUIBKU OPHTIHAJ, SIKHH 3aJUIIAETHCS y CIpPaBi yCTAaHOBH -
aBTOpa TAaKOTO JOKYMEHTa, a Ha MICIISl pO3CHIIAIOTHCS 3aCBiUEHI CIIy)KOOK0 JIIJIOBOJICTBA HOTO
KOTTii.

[Topsimok mignucanHs Ta OQOPMIICHHS JOKYMEHTIB y MamnepoBiil ¢opmi, siKi apecyroTbes
yCTaHOBaM, iX CTPYKTYpHUM MiJpo3/ijaM ab0 KOHKpEeTHIN mocaaoBiil 0cobi, a TaKOX THX, IO
MICTATh KiTbKa KOHKPETHUX aJpecaTiB, 3AIMCHIOETHCA BIAMOBIIHO 10 TMYHKTY 36 posaimy II
TumoBoi IHCTPYKIIIi 3 IIJTOBOJICTBA Ta IHCTPYKIIIi 3 AUIOBOJCTBA yCTAHOBH.

{Ilynkm 4 enasu 8 posoiny Il 6 pedaxyii Haxasy Minicmepcmea rocmuyii Ne 1581/5 6io
21.04.2022}

5.V pa3i, Koau 3a 3MICT IOKYMEHTa HECYTh BIAMOBIAAIBHICTh KUJIbKA OCi0 (akTH, (piHAHCOBI
JOKYMEHTH TOIIO),- TOKYMEHTH MiJMUCYIOThCS ABOMa abo Ounblie mocamoBumu ocobamu. [Tpu
bOMY TIJIMUACHA TIOCAJOBUX OCI0O pPO3MINIYIOTECSA OJIWH TMiJ OJHHUM BIJMOBIIHO [0
MAIOPSAKOBAHOCTI 0C10, HAPUKIIA/:

Jupektop [Mignuc Bnacue im’s [IPI3BUILE


https://zakon.rada.gov.ua/laws/show/55-2018-%D0%BF#n693
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I'onoBHuii OyxranTep [Tigmic Brnacue im’s [TPI3BUILLE.

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

6. Y pa3i mignucaHHs CHUTBPHOTO JOKYMEHTa KUTbKOMa oco0aMu, sKi 3aiiMar0Th OJIHAKOBI
Mocajy, X MAMUCH PO3MINIYIOTHCS HA OJHOMY PiBHI 1 CKPITUTIOIOTHCS MeYaTKaMH YCTaHOB (3a iX
HasIBHOCTI ), HATIPUKIIA;

Hupekrtop [lep:xaBHOTO apxiBy HavanbHuk YrnpaBniHHS KyJIbTypU

Cymcbkoi obmacTi CyMcbKoi 0051acHOT Aep>kaBHOT agMiHicTpaii
[Tinmuc Buacue im’s TTIPI3BUIIE ITigmuc Bnacue im’s ITPI3BUILIE
BiIOUTOK MEYaTKH YCTAaHOBHU B1IOUTOK MEYaTKH YCTAaHOBHU

{Ilynkm 6 enasu 8 posoiny Il 6 pedakyii Haxazy Minicmepcmea rocmuyii Ne 1581/5 6io
21.04.2022}

7. JOKyMEeHTH KoJeriaJbHUX OpraHiB (pillleHHs, TOCTaHOBH) MiANKUCY€E IOJI0BA KOJIET1adIbHOrO
oprasy.

[TpoToKOJ MIANUCYIOTH TOJIOBYIOUMI Ha 3acilaHHI KOJIETiaJIbHOTO OpraHy 1 Cekperap,
HaINpHUKIa/I:

T'onosa komicii ITigmnuc Bnacue im’sg TIPI3BUIIE

Cekperap koMicii [Tigmmc Brnacue im’s ITPI3BUILLE.

{A63ay Opyeuii nynkmy 7 enasu 8 posoiny Il i3 sminamu, enecenumu 32iono 3 Hakaszom
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022}

8. JlokyMeHTH, CKJIaICHI KOMICi€l0, TAMUCYIOTh TOJI0BA KOMICIi 1 BCI WIEHU KOMICIl.

9. JlokyMeHTH, 10 MiAJIATAIOTh 3aTBEPKCHHIO (1HCTPYKIIi, MOJOXKEHHS, TpaBuUiia TOIIO),
MIMKACYE TI0CcaoBa 0co0a, BIAMOBIAIbHA 32 iX MIATOTOBKY.

10. V pasi BiacyTHOCTI mocagoBoi ocoOuW, Ha3Ba MOCAW, MPI3BUINE, BIACHE IM’S SIKOI
3a3HAYEHO Ha MPOEKTI JOKYMEHTa, Horo miamnucye ocoba, sika BUKOHYyeE ii 000B’s3kH, abo ii
3aCTyIHHK. Y TaKOMY pa3i 000B’SI3KOBO 3a3HAYAIOTHCS (DAKTHYHA TIOCajia, BIACHE iM s, TIPi3BUIIIE
ocoOu, sika miamucana JOKyMEHT. lIpu I1[bOMYy BHWIIpaBIICHHS BHOCSATH PYKOIUCHHM a0o
MAIIHHOITMCHUM CIIOCOOOM, SIKIIIO JOKYMEHT HEMOXKJIMBO TepeApyKyBaTH. He momyckaeTbes mij
Yac IiIIMUCaHHS IOKYMEHTa CTaBUTH MPUUMEHHHK «3a» YW MPaBOOIUHY TOXHIY PUCKY Tepes
Ha3BOIO MOCA/IH.

JlonaBaHHs 110 Ha3BM IOCaJAM KEpIBHUKA YCTAaHOBM a0O CaMOCTIHHOTO CTPYKTYpHOTO
HiApo3aLTy ciliB «BukoHyrounii 000B’s13kn» a00 «B.0.» 311iCHIOETbCS HA M1JICTaBl PO3MOPSTIOr0
JOKyMEHTA.


https://zakon.rada.gov.ua/laws/show/z0446-22#n60
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{A63ay opyeuit nynkmy 10 enaeu pozoiny Il 6 peoakyii Haxazy Minicmepcmea ocmuyii Ne
2277/5 6i0 04.07.2018}

11. Ha noxyMeHTH B €NEeKTpOHHIH (opMi HAKIAAA€ThCS KBasli(h)iKOBAaHUHM €IEKTPOHHUH
MIANNAC Y4 ITeYaTKa 3T1AHO 13 3aKOHOJaBCTBOM.

{Ilynkm 11 enasu po3oiny Il 6 pedaxyii Haxasy Minicmepcmea rocmuyii No 1827/5 6io
12.06.2018}

12. dakcumisibHE BIATBOPEHHS MIJMUCY MOCAI0BOI 0COOM Ha OpraHi3aliiiHO-pO3NOPSIUNX,
(biHaHCOBUX, OyXTalITePChKUX JOKYMEHTAaX 3a JOMOMOTOI0 MEXaHIYHOTO a0 1HIIOTO KOMIFOBaHHS
HE JIOITYCKA€EThCS.

9. 3arajbHI BUMOI'H 10 TEKCTY YIPABJIHCbKHX JOKYMEHTIB

1. Texct ympaBiaiHCBKOTO JOKYMEHTA MOBWHEH OyTH YITKUM, KOHKPETHUM, JIAKOHIYHUM,
iHpOpMAaTUBHUM Ta BiANOBiAATH OpdorpadivyHuM, JIEKCUHIHUM, MOP(HOJIOTIYHUM, CHHTAKCHYHHUM,
CTHJTICTUYHHM, ITyHKTYaIlIHHIM HOpMaM.

2. TekcT JOKyMEHTa IOBUHEH CTOCYBATHCS TOTO MUTAHHS, SIKE C(POPMYIILOBAHE B 3aT0OJIOBKY
70 TEKCTY, YIiTKO BiJOOpa)kaTW NPUYMHY N METy CTBOPEHHS JOKYMEHTa, PO3KpUBATH CYyTb
KOHKPETHOI CIIpaBH, MiCTUTH apTyMEHTOBaHI JI0Ka31, BACHOBKH, ITPOIO3HIIii.

3. Ilix vac ckiagaHHA JOKYMEHTIB BXKHBA€THCS AIJIOBUN CTWUJIb, IS SIKOTO XapaKTEpHUH
HEUTpabHUN TOH BUKJIAJICHHS, 1030aBJIEHUN OOpa3HOCTI, €MOIIIWHOCTI Ta IHIWBIAyaJbHUX
aBTOPCHKHX PUC.

4. TekcT AOKYMEHTa O(OPMIISIOTh Y BUIJISAL CYLITBHOTO 3B’SI3HOTO TEKCTY, 00 aHKETH M
TabIuII, 00 NUISIXOM NOEAHAHHS IHUX (POPM.

CyuinpHMi 3B’SI3HUM TEKCT JOKYMEHTa MICTUTh TpaMaTUYHO 1 JIOTIYHO Y3TOJKEHY
iH(pOpMallil0 MPO YHPABIIHCHKI J1i 1 BUKOPUCTOBYETHCA IIiJ] Yac CKJIaJaHHSA OpraHizaliiHo-
PO3MOPATINX TOKYMEHTIB.

TekcT, sIK MPaBUJI0, CKIIAIAEThCS 3 BCTYIHOT, MOTHBYBAJIBHOI Ta 3aKIIFOYHOI yacTHH. BeTymHa
YaCTHHA MICTHUTH ITiJICTaBy, OOIPYHTYBaHHsS a00 MeTy CKJIAJCHHS JOKyMEHTa, MOTUBYBAJIbHA -
OOTpyHTYBaHHS TO3UIlIi YCTAaHOBH, B 3aKJIFOYHIN - BUCHOBKH, ITPOIIO3HIIii, PIlIEHHS, TPOXaHHS.

{A63ay mpemiu nynkmy 4 enasu 9 pozoiny Il 6 peoaxyii Haxazy Minicmepcmea rocmuyii’' Ne
1581/5 6i0 21.04.2022)

Tekct qokymMeHTa MICTUTh 1HGOpMAaIIito, s GiKCyBaHHS SKOi Horo ctBopeHo. [Hdopmartis B
TEKCTI TOKYMEHTa BUKJIANAEThCA CTHUCIO, TPAMOTHO, 3pO3yMiIO Ta 00’€KTHUBHO. JIoKyMeHT He
MMOBUHEH MICTUTH TMOBTOPIB, @ TAKOX CIIIB 1 3BOPOTIB, IKi HE HECYTh 3MICTOBOTO HaBaHTa)KCHHS.
[Tinx yac cknamaHHs JOKYMEHTIB BXKUBAETHCS JIIJIOBUI CTHITb.

{Ilynkm 4 2nasu 9 po3oiny Il oonogneno Hosum abzayom 32iono 3 Haxazom Minicmepcmesa
tocmuyii Ne 1581/5 6io 21.04.2022}

5. IocunmaHHs y TEKCTI JOKYMEHTa Ha JIOKYMEHT, Ha SIKMH JAa€ThCs BIANOBiAb ab0 Ha
BUKOHAHHS SKOT'O IIATOTOBJIEHO LEH TOKYMEHT, HABOAUTHCS Y TaKii MOCIIIOBHOCTI: Ha3Ba BUILY
JOKyMEHTa, HaiMEHyBaHHs yCTaHOBH - aBTOpa JIOKYMEHTa, JaTa Ta PEeecTpamiiHuil iHJEKC,
KOPOTKHH 3MICT TOKYMEHTa. Y pa3l NOCUJIaHHS Ha 3apeeCTPOBAHUN HOPMATHBHO-NPABOBUH aKT


https://zakon.rada.gov.ua/laws/show/z0791-18#n21
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JI0JIATKOBO 3a3HAYAIOTHCS TaKi peecTpalliiiHi JaHi: 1aTa IepKaBHO1 peecTparlii, HoMep akTa 3TiJHO
3 Jlep>kaBHUM peecTpOM HOPMATHUBHO-TIPABOBUX aKTiB MiHICTEPCTB Ta IHIIIMX OPraHiB BUKOHABUOI
BJIAJIN.

[TocunanHs y TEKCTI JOKYMEHTa Ha MOPSAIKOBI HOMEPU PO3ALIIB, MiIPO3LJIiB, I7IaB, CTaTel,
MYHKTIB Ta MiJIYyHKTIB HOPMAaTUBHO-IIPABOBOI'O aKTa POOHMTHCS IM(pamu; MOPSAKOBI HOMEPH
YaCTHH CTaTeH, ab3alliB 1 pe4eHb - cioBaMH. [locumaHHs y TEKCTI HOPMATHBHO-TIPABOBOTO aKTa
Ha Ieil JOKyMEHT abo MOro CTPYKTYpHI OJMHHII POOUTHCS 3 BHUKOPUCTAaHHSIM BKa31BHOTO
3alIMEHHUKA «LEW».

{Ilynkm 5 enasu 9 posoiny Il 6 pedaxyii Haxasy Minicmepcmea rocmuyii Ne 1581/5 6io
21.04.2022}

6. TekcTH CKIaJHUX 1 BEJIMKUX 332 OOCATOM JIOKYMEHTIB (ITOJIOXKEHHS, MpaBuia, IHCTPYKLIi,
OIJISII, 3BITH TOILO) MOAUIAIOTHCS HA PO3ALIH, TIAPO3ILIH, ITYHKTH, TIAMYHKTH. [lyHKTH B TEKCTI
HYMEpYIOThCS apaOChbKUMHU [IU(PpaMU 3 KPAaNKoOIo, a MIAMYHKTH - apa0ChbKUMU LHU(paMu 3 1yKKOIO.

Po3xinu HyMepyIOThCS pUMCBKUMHU HU(PaMHU, a TAKOXK B OKPEMUX BUMAJKAX BOHH MOXYTh
HOJUIATHCS HA IJIaBH.

7. ®opMa aHKETH BUKOPHCTOBYETHCS y pa3i BHUKIAJCHHSA y IMUPPOBOMY ab0 CIIOBECHOMY
BUTJIAAL 1HpOpMaLii Mpo oAuH 00’€KT 3a MEBHUM 00csaroM o3Hak. IlocTiiiHolo iH(poOpMalli€o B
aHKEeTl € y3arajlbHeHl O3HaKH, 3a SKUMH MPOBOJUTHCS OMUC 00’€KTa, a 3MIHHOIO - KOHKPETHI
XapaKTEPUCTUKH.

8. Tabnuuna ¢opMa TOKYMEHTa BUKOPHUCTOBYETHCS y pa3i BHKJIAJACHHS y IUppoBoMy abo
CJIOBECHOMY BUTJISAI iHGOpMaIlii Tpo Kijbka 00’ €KTIB 32 PSIOM O3HAK.

3aronoBku rpa¢ TaONULI TUIIYTHCS 3 BEJIUKOI JIITEPH, Mi13ar0J0BKHU - 3 MAJIOi JIITEPH, SKIIO
BOHHM CTAHOBJIATL OJHE I[IJI€ 13 3ar0J0BKOM, 1 3 BEJIHKOI - AKIIO I1A3ar0JI0OBOK MAa€ CaMOCTIHHE
3Ha4yeHHsA. Kpamku B KIHLI 3arojioBKiB 1 MiJ3aroyIoBKiB rpad He CTaBJIATHCSA. 3arojOBKU 1
Mi3arojoBku rpad Ta psAKiB TaOMUIl MOBUHHI OyTHM BHUKJIAJECHI IMEHHMKOM Yy Ha3UBHOMY
BIIMIHKY OJHMHM. Y 3arojOBKax 1 MiA3arojioBKax pAAKiB 1 rpad TalOiuii BXKHUBAIOTbCS JIMIIE
3araJbHONPUMHATI YMOBHI IO3HAYEHHS 1 CKOPOUYEHHSI.

I'padu Tabmuii, SKi pO3MILIYIOTHCS Ha KIJIBKOX CTOpPIHKax, HyMmepyloThcs. Ha apyriil ta
HACTYITHUX CTOPIHKAaX TAaOJIMII 3a3HAYAIOTHCS HOMEPH rpad, a TAKOXK Y BEPXHHOMY MTPaBOMY KYTi
- cnoBa «IIpomoBKeHHs 101aTKaY.

9. B ycraHoBax, 10 JilOTh 3a MPHUHIMUIIOM €IMHOHAYAIBHOCTI, TEKCT PO3MOPAIIOrO
noKyMeHTa BuKIamaeTrbest Bin mepioi ocoou (HAKA3VIO - y makazax, 30bOB’A3VIO - y
PO3MOPSIKEHHSX ).

Y  po3mopsauux JOKyMEHTaX yCTaHOB, IO [IIOTh 3a MPHHIIUIIOM KOJET1aJIbHOCTI,
3aCTOCOBYETBhCS (opMa BUKIAAY TEKCTy Bim Tperboi ocobu omuunu (IIOCTAHOBJISE,
BUPIIIYE, 3060B’A3YCE).

VY CcHiTpbHUX PO3MOPSATYUX JTOKYMEHTaX BUKOPHUCTOBYEThCS (opma BUKIAAY TEKCTY Bif
nepmoi  ocobu wmHOXkuMHH (HAKA3YEMO, 30BbOB’A3YEMO, ITOCTAHOBJISIEMO,
BUPIIIYEMO).


https://zakon.rada.gov.ua/laws/show/z0446-22#n70
https://zakon.rada.gov.ua/laws/show/z0446-22#n70

Y mpoTokoiiaX 3aCTOCOBYETbCA (opMa BUKIAAY TEKCTY BiJl TPETbOi OCOOM MHOKHMHHU 3a
CXEMOIO:

CIYXAJIN - BUCTVYIINIIA - BUPILIMJIN (Y XBAJIMJIU, IIOCTAHOBWJIN).

Y nmcTyBaHHI 3acTOCOBYEThCs (opMa BHUKIATY TEKCTY BiJ Teprioi 0coOW MHOXHHHU
(BBaykaEMo, HAJICUIIAEMO, TTPOCHMO, TIPOTIOHY€EMO) ab0 BiJl TPEThOi OCOOHM OJHUHU (KIHCTHTYT HE
3anepeuye», « MiHICTEPCTBO BBaXKae 3a HEOOXITHEY ).

VY noxkymeHTax, CKIIaJeHUX TO0CaT0BOI0 OCO0O0I0 1 aApeCOBaHMX KEPIBHUKY YCTaHOBH a0o
CTPYKTYPHOTO MiPO3/1Ty (IOMOBiIHA 3aMKCKa, MOSICHIOBAJIbHA 3aIIUCKA, 3a5Ba), 3aCTOCOBYETHCS
(dbopMa BUKIIaAy TEKCTY BiJ MepIIoi 0coOu OJHUHU (ITPOMOHYI0, BBA)Kal0, MPOITY).

10. Oco0smBOCTI MiATOTOBKHU Ta 0GOPMJIEHHS PO3MOPSAIYUX
JNOKYMEHTIB

1. ITiArOTOBKY pO3MOPSAIIOTO TOKYMEHTa MOXKE 1HIIIFOBATH KEPIBHUK YCTAaHOBU a00 Oyb-
KU CTPYKTYPHUHN T1IPO3ILI.

Skuro iHIIIATOPOM MIATOTOBKH PO3MOPATYOrO TOKYMEHTA € CTPYKTYPHUHM MiAPO3MIii, TO
HEoOX1HICTh HOTO BUAAHHS IMOBHMHHA OyTH OOIPDYHTOBAaHa B JOMOBIAHIN 3amucui. PimeHHs
KepiBHHKA BUPAKAETHCS PE3OTIOLIELO.

2. Bynb-sikuii po3nopsaunii JOKyMEHT, 32 BUHATKOM CITIJILHOTO, O(OPMITIOIOTH Ha OJIAHKY 13
3a3HaYEHHSM HOT0 KOHKPETHOTO BUY (IIOCTAHOBA, PIllIEHHS, HAKa3, PO3MOPSKCHHS).

Po3nopsinyi foKkyMeHTH (Haka3H, po3MOPSKEHHs) 3 KaJJpOBUX MUTaHb (0COOOBOTO CKIATy)
TAKO’)K MOXYTh OYyTH CKJIQJCHI Ha TIJICTaBli MIKrally3eBHX THIIOBHX YHi(pikoBaHUX (opm,
3aTBEP/KEHUX B YCTAHOBICHOMY MOPSAKY.

Oco0OmmBocTi  OpOpMIIEHHS TIPOEKTIB HOPMATHBHO-TIPABOBUX aKTIB YCTAHOBHU, SIKi
MiJUIATaloTh JEpKaBHIN peecTpallii, BU3HAYAIOThCSI TUMOBOIO 1HCTPYKIIEIO 3 AUIOBOJCTBA Ta
THCTPYKITI€IO 3 TUJTOBOJCTBA YCTAHOBH.

{Ilynkm 2 enasu 10 po3oiny Il 0onosneno nosum abzayom 3eiono 3 Haxazom Minicmepcmea
rocmuyii Ne 1581/5 6io 21.04.2022}

3. 3MicT pO3MOPSAIIOrO TOKYMEHTa KOPOTKO BUKJIAIAETHCS B 3ar0OJIOBKY, SIKHW MMOYNHAETHCS
3 mnpuitmenHuka «IIpo» 1 ckimamaeTscs 3a JomoMororo BimmiecmiBHoro imeHHuka («IIpo
3aTBEpKEHHS...», «[Ipo BBemeHHs...», «[Ipo mpuitHATTS Ha PoOOTY...») abo imeHnHuka («IIpo
HiACYMKH...», «[Ipo KaapoBi MUTaHHA...»).

4. CTpyKTypa TEKCTYy pO3MOPATIOro TOKYMEHTA, SIK MPaBUIIO, CKIAAA€THCSA 3 JTBOX YACTHH -
KOHCTaTy0uoi (mpeaMOyIiH) 1 po3nopsayoi.

VY KOHCTaTyrouidl YacTHMHI 3a3HAYAIOTHCS IiACTaBa, OOIPYHTYBaHHS ab0 MeTa BUIAHHS
PO3MOPSITIOTO JOKyMEHTA. 3a3HaueHa yacTHHA MOXe HMovnHaTucs 3i ciiB «Ha BukoHaHH:Y, «3
METOIO» TOILIO. SIKIIO JTOKYMEHT BHIAE€THCSA HA MiACTaBl 1HIIOIO PO3MOPSAYOrO JOKYMEHTa, Y
KOHCTATyIOUill YaCTHHI 3a3HaYal0ThCs Ha3Ba BUY IIbOTO JIOKYMEHTa, H10ro aBTop, Aata, HOMep Ta
3arojoBoK. Kpamnka B KiHIII KOHCTaTyl0401 YAaCTMHU HE CTABUThHCA.


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

KoHcraTyroua yacTHa MOKe OyTH OIYyIIEHA, SKIIO PO3MOpsAYa YacTHHA HE moTpelye
OOTpYHTYBaHHSI, HANPUKIAA Yy PO3MOPSAUUX JOKYMEHTaX 3 KaJpOBUX TMHTaHb (0OCOOOBOTO
CKIIATy).

5. Posnopsaya yacTHMHA TOYMHAETHCS MAIECTOBOM (3aJ€KHO BiJ BHAY PO3MOPSIIOrO
JIOKYMEHTA), K€ IPYKY€EThCS 3 HOBOTO PsJIKa BEJIMKUMH JiTepamMu 0e3 BiJCTYILy BiJ JIIBOTO MOJIS
1 JIaTOK, MICJIS YOTO CTaBUTHCS JABOKpAIIKA.

6. Posniopsiua yacTrHA MOAUIAETHCSA HA MTyHKTH 1 MIIYHKTH, SIKI HyMEPYIOThCS apaOChKUMHU
nudpamu. Y KO)KHOMY ITyHKTI TTOBHHHI OYTH 3a3Ha4€H1 BUKOHABIII (CTPYKTYpPHI MAPO3/Iiau abo
KOHKpETHI mocanoBi (ciyx00Bi) 0coOu), KOHKpETHI 3aBHaHHS (IOPYYEHHS) 1 CTPOKH iX
BUKOHAHHA. BHKOHABIII MOXYTh OyTH Ha3BaHI TAaKOX y3arallbHEHO, HAPUKIAJ: «IHUPEKTOpaM
HEHTPAIbHUX JEPKABHUX apXiBiB», «HaYAJIIbHUKAM CTPYKTYPHHUX Minpo3aimiB». Ilpu oMy He
3aCTOCOBY€ThCS HANMCAaHHS HEKOHKPETHUX JOPYYEHb, SIKI MICTATH CJIOBA: IPUCKOPHTHY,
TIOJITIIATHY, «aKTUBI3YBaTH», «3BEPHYTH yBary» TOIIO.

7.V po3nopsauux JOKYMEHTax 3 KaJJpOBUX MUTaHb (0COOOBOTO CKJIaay) pO3MOpsI4a YaCTUHA
TIOYMHAETHCS, K PABKIIO, 3 AiecioBa y dopmi indinitusa: «[TPUAHSATUy, «[TIPUSHAUNT W,
«ITEPEBECTW», «3BIJIbHUTWN», « BIAPAANUTN», «<HAODATW», «OI' OJIOCUTWN» Tomo. dai
3a3HAYalOThCS BEJIMKUMH JIITEpaMy MpI3BUILE MpaliBHUKA, Ha SKOrO IOUIMPIOEThCSA Jis
PO3MOPATIOTO TOKYMEHTA, 1 MAJIUMH - HOTO 1M’s1 Ta 1O OaThKOBI.

dopMyTIOBaHHs IYHKTIB TOBHHHI OYTH YITKMMH, KOHKPETHHMH, BIATNOBIAATH HOpMam
Konexkcy 3akoniB npo mpairo Ykpainu (K3nll) abo iHmmM npaBoBUM akTaM.

V pa3i npu3HaueHHs a00 3BUILHEHHS MpalliBHUKA 3a3HAYal0ThCs MOBHA AaTa (YMCII0, MiCALlb,
piK) QakTUYHOTO BHXOJY IpalliBHUKAa Ha poOOTYy (MPUIMHEHHS TPYJOBHUX BIAHOCHUH), pO3MIpH
H0ro mocazoBoro OKJiIaay BiJIOBITHO A0 IITATHOTO PO3MUCY, HA10aBOK Ta JOIJIAT.

VY KOXXHOMY MYHKTI PO3HOPAIYOrO JOKyMEHTa 3 KaJpOBUX NMUTAaHb (OCOOOBOTO CKIALY)
3a3HAaYa€ThCs MiJCTaBa 1010 HOro BUAAHHS (3asBa MpalliBHUKA, KOHTPAKT, JOTOBIHA 3aIlUCKa,
pIIIEHHS aTeCTalllifHOI KOMICiT TOIIO).

Po3nopsaui 10KyMEHTH 3 KaJIpoBHUX NMUTaHb (0cOO0BOro ckiany) oGopMIIIOIOTh Y BUIJISAL
1HAMBIOyadbHUX (CTOCYIOTBCS OJHOIO TpAIliBHUKA) 1 3BEIEHHX (CTOCYIOTbCA KUIBKOX
MPaIliBHUKIB).

VY 3BeZICHUX PO3MOPATINX TOKYMEHTAX JI0 PO3MOPSI40i YACTHHU BKIIOYAIOTHCS IIYHKTH, 110
MICTATh 1H(POpPMAIIiIO, Y TaKid MOCIHIIOBHOCTI: IPUUHATTS Ha poOOTy (Ciyx)0y), MepeBeIeHHs,
3BUIBHEHHA. Y MeXax [MX IYHKTIB MiJIMyHKTAaMH 3a3HA4aloTh MpI3BHUILA MNPAIiBHUKIB 3a
angasitom. [Ipr IbOMY 10 OJTHOTO 3BEAECHOTO PO3IOPSAAIOTO JOKYMEHTA HE MOXKYTh BKIFOUATHCS
MYHKTH 3 iHpOpMalli€lo, sIKa 3TiTHO 13 3aKOHOJABCTBOM Ma€ Pi3Hi CTPOKH 30epiraHHsl.

8. SIkmo po3nopsaIUM JOKYMEHTOM BIAMIHSIETHCA MOMEpPEAHI po3nopsauuil JOKYMEHT, Y
PO3MOPSI Ui YACTHUHI 3a3HAYAETHCS ITYHKT, IKMIM MIOBUHEH MOYMHATHUCS 31 CJliB: « Bu3HatH Takuwm,
10 BTPATUB YUHHICTD, ...».

9. OcTaHHI{ MYyHKT PO3MOPSATYOl YaCTHHH Yy a3l MOTPEOM MOXKE MICTUTH PIIIEHHS TIPO
MOKJIQZICHHSI Ha CTPYKTYpHUH migpo3ain abo mocasoBy ocoly (yHKIIH 3 KOHTpoOIO 3a
BUKOHAHHSIM PO3MOPSIYOT0 JOKYMEHTA.


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

10. Posnopsiqunii TOKyMEHT HaOWpae YMHHOCTI 3 MOMEHTY MOTO IMiAMUCAHHS 1 peecTpartii,
SIKIIIO B TEKCTI HE BCTAHOBJICHO 1HIII CTPOKH.

11. 3 po3nopsiiyuM JTOKYMEHTOM 3 KaJpOBHX MUTaHb (0COOOBOro ckiagy) 0OOB’S3KOBO
O3HAOMJIIOIOTH 3TraJaHUX Yy HbOMY OCi0, SIKI Ha MepIIoOMYy MNPUMIPHHKY JOKyMEHTa 4Yd Ha
crienialbHOMY OJJaHKY MPOCTABIISIOTH CBOT MIJIMUCH 13 3a3HAYCHHAM JaTH O3HAHOMIICHHS.

11. 3acBigyeHHs KoMiii TA BUTATIB CJ1Y’KOOBHX JOKYMEHTIB

1. ITopsimox BUTOTOBIECHHS, 3aCBITYCHHS Ta BHJIABaHHS KO JOKYMEHTIB BHU3HAYAE€THCS
THCTPYKITIEIO 3 TUJTOBOCTBA YCTAHOBH.

2. YcraHOBa Mae TMpPaBO 3acBiAYyBAaTH KOMIl JOKYMEHTIB, IO CTBOPIOIOTHCS B HIH, 3a
BUHATKOM KOIIA JOKYMEHTIB, SIKi BIAMOBIAHO IO 3aKOHOJABCTBA MOTPEOYIOTH 3aCBIAYEHHS B
HOTapialbHOMY MOPSIJIKY.

3. Kormii 10KyMEeHTIB 1HIIMX YCTaHOB MO>KYTh BUTOTOBJISITHCS 1 3aCB1I4yBaTHCS yCTaHOBOIO B
TaKUX BHUIAAKAX:

Ha BIMOTY CY/IOBUX Ta IHIIMX MPAaBOOXOPOHHUX OpPTaHiB;

JUIS BHYTPIIIHBOTO BUKOPUCTAHHA B YCTAHOBI (Il Yac BUPILICHHS MUTaHb MI0OA0 MPUHHSATTS
rpoMajsiH Ha pPoOOTy, HAaBYAaHHS, 3aCBIMYEHHS IX TPYAOBHUX, )KUTJIIOBHX Ta IHIIMX IIpaB y
B3a€MOBIIHOCHHAX 3 yCTaHOBOIO). Hampukiiaa, ycTaHoBa MOXe BUTOTOBUTH 1 3aCBITUUTH KOIIiO
JUTIIIOMA TpaIliBHUKA, SIKa MOTIM Oy/1e MiAIuTa A0 HOro 0COO0BOT CIIPaBH.

4. J103BOJIIETHCSI BUTOTOBISITH KOIMIIO 13 3aCBiMYEHOT KOIii JOKYMEHTa, SKIIO OpHTiHAI
BIJICYTHI/ a00 HOT0 OTpUMaTH HEMOKJIIUBO.

5. Komii 70KyMeHTIB BUTOTOBJISIFOTHCA 1 BUAIOTHCS HA BUMOTY 1HIIMX YCTaHOB a00 rpoMa/isiH
3 JI03BOJy KEpiBHHMKa YCTaHOBH, HOT0 3aCTYNHHUKIB a00 KEpiBHHKA CTPYKTYPHOTO MiPO3ALTY
YCTaHOBH.

6. Komist mokyMeHTa MOBHHHA BIJINOBIJaTH OpUTiHANTY, TOOTO TOBHICTIO BiIATBOPIOBATH
iH(OopMaIrito OpuriHaTy 1 BCi HOTO 30BHIIIIHI O3HAKK a00 1X YacTHHY.

7. He pomyckaeTbcss BHUIOTOBJISATH KOMii JOKYMEHTIB 3 HEpPO30IpIUBUM TEKCTOM,
[iAYUCTKaMH, TPUIMCAMHU Ta IHIIMMU HEOOYMOBICHUMHU BUIIPABJICHHSIMHU.

8. Komist HaOyBae IOpUIUYHOT CHIIM JIMIIE Y pa3i 11 3aCBITYEHHS B YCTAHOBIEHOMY MOPSAKY.

Harmmc mpo 3acBimueHHsT KOMii JTOKYMEHTa CKJIAJAa€Thes 31 CIIB «3TiIHO 3 OPUTIHATIOMY,
HallMeHyBaHHA 1Oca i, 0COOMCTOrO MIAMHUCY 0COOH, SIKa 3aCBiAUy€ KOIMIlo, il BIACHOTO IMEHI Ta
Mpi3BHUIIA, JAaTH 3aCBIIYEHHS KOIMIi Ta MPOCTABISAETHCS HUXKYE PEKBIZUTY HoKyMeHTa «lliamucy,
HapUKIaL;

3T1IHO 3 OPHUTIHATIOM
[IpoBigHuii creriamicT

BIJUIUTY OpraHisaiii AiI0BOJCTBA

ITixmuc Bnacue im’s ITPI3BUILIE



Hara

Harmmc mpo 3acBigueHHsI KOTii CKPIMUTIOETHCS MTEUaTKOK YCTaHOBH (0e3 300pakeHHs repoa)
a00 MeYaTKoI CTPYKTYPHOTO MiApo3AlTy (CIy>kKOM IiIOBOJCTBA, CIY>KOM KajpiB, Oyxranrtepii
TOII0) YCTAaHOBH (32 HasIBHOCTI).

Ha xomisix JOKyMEHTIB, IIOJI0 SKUX 3JIHCHIOETHCS BUIMKA, 3a3HAYAIOThCS HalMEHYBAaHHS
mocagd ocobOM, sKa 3acBigyuia KOINIo, ii OCOOMCTHMH MiAIKC, JaTa 3acBiJYEeHHS Ta BiIOHUTOK
MeYaTKN YCTAaHOBH 200 CITy»OU JIIOBO/ICTBA, HATIPUKIIA:

3rifiHO 3 OpPUTIHAIOM
[TpoBigHuii creriamicTt

BIJIIUTY OpraHi3arlii 11JI0BOJCTBA
ITignmc Bnacue im’s ITPI3BUILIE

B1JIOMTOK ME€YaTKH YCTaHOBH a00 CIIy>KOM JI1JI0OBOJCTBA (3a 11 HassBHOCTI)
Jara

V Bumajkax HaJCUJIAHHS KOMil JOKYMEHTIB 4epe3 CUCTEMY €JIEKTPOHHOI B3a€MO/Ii1 OpraHiB
BUKOHABYOi BJIaJ{, HAJICWJIaHHS KOMiN JOKYMEHTIB KIJIbKOM ajpecaraM (pO3CHUJIKa) Ta B 1HIIUX
BUIIAJKaX, epe0aueHNX 1HCTPYKIEIO 3 AIIOBOICTBA YCTAaHOBH, 3aCBITUECHHS MAePOBUX KO
JOKYMEHTA 31ACHIOIOTH 3T1IHO 3 BUMOTaMH 1HCTPYKIIIi 3 IIJIOBOJICTBA YCTAaHOBH.

{Ilynkm 8 2naeu 11 posodiny Il ¢ pedaxyii Haxazy Minicmepcmea iocmuyii Ne 1581/5 6io
21.04.2022}

9. CTopiHKHU KOMii JOKYMEHTIB (32 BUHATKOM THX, 1110 MalOTh OJUH apKylll) HyMEpYIOThCH 1
BiJIMITKa PO 3aCBiTYCHHSI KOIIii MOKEe JOMOBHIOBATUCS BiAMITKOIO «Bchoro B Kormii apK.».
3a pilleHHSM YCTaHOBM ab0 Ha BHUMOTY YCTAHOBH, SIKIM HaJaeTbCsA KOMisl JOKYMEHTa,
JIOIYCKA€THCS 3aCB1I4yBaTH KOIIii JOKYMEHTIB OAPKYLIHO.

10. ApxiBHi KOIIii Ta BUTATH 3aCBIAYYIOTHCS BIIMOBITHO /10 a03aIly ChOMOTO ITyHKTY 5 IJIaBU
4 pozniny XII nux IIpasu.

11. 3anexxHo B cioco0y BUTOTOBJICHHS KOMIT MOAUISAIOTh Ha ()aKCUMUIBHI 1 BUIBHI:

1) dakcuminpHi KOmii BHUTOTOBJISIOTBCS 3a JOMOMOTOK  3ac0o0iB  KOMIOBaJIbHO-
PO3MHOXXYBAJIbHOI TEXHIKH, Y TOMY 4YHCIi OaraToyHKI[IOHAJIbHUX NPUCTPOIB, IO TOYHO
BIITBOPIOIOTh YC1 30BHINIHI O3HAKW, XYJOXKHI OCOOJMBOCTI O(OPMIIECHHS PEKBI3UTIB, iX
po3TairyBaHHs (BKIIOYAOYH MIMIC Ta IEYaTKy) a00 YacTUHY iX;

2) ocobuctuil mianuc nocaaoBoi ocolu, sika MiANUcaNa OpUriHaji JOKyMEHTa, MOxe OyTu
BIJICYTHIM y pa3l HaJCWJIaHHS KOMil 1HIIMM ycTaHOBaM a0o0 SIKIIO KOMisi BUXIJHOTO JOKyMEHTa
3aJIMIIAETHCS Y AUTOBOJACTBI YCTAaHOBH;

3) Ha KomisiX BUXIIHOTO JOKYMEHTa, IO 3aJMIIAIOTHCSA B JUIOBOJICTBI YCTAaHOBH, TEKCTH
OJlaHKiB MOXKYTh HE BIATBOPIOBATHUCS, a 3a3HAYATHCS MAIOTh JIUIIIE J1aTa MMiAMUCAHHS JOKYMEHTa
Ta HOTO peecTparliiHuid 1HJEKC, Tocaaa 0codu, sika 3aCBiTUMIIa KOITi0, il 0OCOOMCTHH MmiamucC, 1aTa
3aCBITUEHHS Ta BiIOUTOK MMEYATKHU CITY>KOU JUTOBOJICTBA, HATIPUKIIA/:


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

Jlarta, iHIeKc

TekcT nokyMeHTa

Peksizut «Ilixmucy (6e3 0coOMCTOTO MiAMHUCY )
3riZiHO 3 OpUTiHAIOM

[TpoBigHU# criemiaaicT BTy JiJI0BOJICTBA
[Tinmuc, Bnacue im’s [TPI3BULIE

Bi1OuTOK rmeyaTku BiIIUTY TiTOBOACTBA

JlaTa

Ha kormisix BUXiTHUX JOKYMEHTIB, 110 3aJIUIIAIOTHCS B A1JIOBOJICTBI YCTAaHOBH, IOBUHHI OyTH
Bi3H ITOCAIOBHUX 0Ci0, 3 IKMMHU BOHH IIOIOPKEHI, Ta BI3W BUKOHABIIIB;

{lionynkm 3 nynkmy 11 enasu 11 po3oiny Il i3 3minamu, enecenumu 32iono 3 Hakaszom
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022}

4) dpakcuMibHI KOMiT JOKYMEHTIB, 110 BUAAIOTHCS 1HIIMM YCTAaHOBAM 1 TPOMa/ISTHAM, a TAKOX
KOIi BHUXIIHUX JOKYMEHTIB, IO 3aJUIIAIOTGCS B JIJIOBOJCTBI YCTAaHOBH, MiIJIATAIOTh
3aCBIUEHHIO BIAMOBIIHO 10 MyHKTIB 8, 9 1i€l riaBu.

dakcuMiNbHI KOMii, M0 MICTATh (haKCHUMIIbHE BIATBOPEHHS MIANMUCY MOCaa0BOi ocolu i
MIPU3HAYEHI JIUIIE JIsl BHYTPIIIHBOIO KOPUCTYBAHHS B YCTaHOBI (HAIPUKJIA KOMIl PO3MOPSIAUUX
JOKYMEHTIB, TUIaHiB, MOJIOXKEHb TOIIO), HE TOTPEOYIOTh 10AATKOBOTO 3aCBITYEHHS;

5) BUMOTH IIOJI0 3aCBIAYECHHS KOIMK JOKYMEHTIB Ta ()aKCUMIJIBLHOTO BIATBOPEHHS HA HHUX
HiANKACY MOCaoBOI 0COOM y pasi PO3CWIIAHHS B IMiJBIJOMYi YCTaHOBH, a TaKOX BiITBOPEHHS
OmaHKa JOKyMEHTa Ha KOMISIX BHUXIAHUX JOKYMEHTIB, IO 3aJUIIAIOTHCS B YCTaHOBI,
BU3HAYAIOTHCSA B 1HCTPYKLIi 3 JIOBOJACTBA YCTAaHOBU 3 BpPaxyBaHHIM CHEUU(IKHU isUTBHOCTI
YCTAQHOBH, 3MICTy JOKYMEHTIB, 3 SKHX BOHH BHT'OTOBJISIOTHCS, Ta IOAAIBLIOTO BUKOPHCTaHHS
KOIIiii;

6) BUIBHI KOIIli BUTOTOBJISIOTHCS IUISIXOM NEpeApyKyBaHHS a00 MepenucyBaHHsS OPUTIHAILY
JOKYMEHTa, M0 TIOBHICTIO BIATBOPIOIOTH HOro iHgopmMmalito, ajge He aOCOJTHO TOYHO
BIITBOPIOIOTH MOT0 30BHIIIHI 03HAKH (IIPUQT, PEKBI3UTH OJIaHKa, MMiIIUC, IEYaTKy TOLIO).

BinpHa xomist motpelye 3acBiTdeHHS BIIMOBIIHO J0 MyHKTIB &, 9 1€ riasu.

12. Burar 31 ciyk00BOro TOKyMEHTa BHUIOTOBIISETHCS, SKIIO HEMae HEOOXIIHOCTI
BUTOTOBJISITH KOMi0. BUTIAT odopMIrOeThCsl Ha 3arajibHOMY OJaHKY YCTAHOBH 13 JOTPUMAHHSAM
TaKuX BUMOT:

y Ha3Bi BUIY JTOKYMEHTA 3a3HAYAETHCS: «BUTSAT 3 HAKA3Y», «BUTAT 3 MIPOTOKOIIYY;
BiJITBOPIOETHCS MTOBHICTIO BCTYITHA YacTHUHA (SIKIIIO BOHA €) CITy>)KOOBOTO TOKYMEHTA;

3 OCHOBHOI YaCTHHH TEKCTy JOKYMEHTAa BHITUCYEThCS TOW MYHKT, iH(OpMAIlis SKOTrO
HeoOX1mHa;

BIATBOPIOETHCSA pekBi3uT «llinmucy» (6e3 ocodbucToro miamucy);


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

MPOCTABIISIIOTBCS  BIAMITKA TPO 3acBiMUYEHHS KOMii Ta BiAOUTOK I€YaTKH CIyXOH
JIJIOBOJICTBA.

Butaru 3 mpoTOKONIB 3acBiguye CEKpeTap, SKUW CKIIagae MPOTOKONHM 1 3IiHCHIOE 1X
30epiraHHs, 3 HaKa3iB - KEPIBHUK CITYyKOM IUTOBOACTBA (KaapoBoi ciryk0m) abo mocaaoBa ocoda,
sKa BIAMOBIIa€ 3a 1X 30epiranHs.

13. OcobmuBUM BUIOM KOl JOKYMEHTa € ayOJikaT - MOBTOPHO OGOpMIIEHUN CITY>KOOBUI
JOKYMEHT ]IS BUKOPUCTAHHSI 3aMiCTh BTPAY€HOT0 YH MOIIKOKEHOTO OpHTIHANY (IUILIOMA,
CBIJIOITBA, TPYIOBOi KHWKKH TOIIO), III0 MAE TaKy caMy IOPHINYHY CHIY.

JyOmikaT BHUIOTOBJISETbCS Ha TakOMy cCaMOMy OJlaHKY, IIO W OpHTriHaj, Ta MICTHUTb
iHpopMalito, aHanoriuHy iHpopmarii B opurinani. Ha HboMy npocTaBisioTbCs BiIOMTOK EYaTKH
YCTaHOBHU 1 MIJMUCH MOCAT0BUX 0Ci0, SIKI MalOTh MPaBO MIANUCY LUX JOKYMEHTIB HA MOMEHT
oopmienns ay6nikata. Ha nyOmikaTi mpocTaBis€TbCs y MPaBOMY BEPXHbOMY KYTi BiJAMITKa
«Jlyomikary.

II1. Opranizanisi 10KyMeHTO000iry Ta BAKOHAHHS IOKYMEHTIB

1. Bumoru oo oprasizauii J0KyMeHT000iry Ta BUSHAYCHHS HOr0
o0csary

1. Cnyx6a IijOBOACTBA 3/1MCHIOE TIEPBUHHE OMPAIIOBAHHS JOKYMEHTIB, IO HAAIMIIUTA JI0
YCTaHOBH, iX MOMEPEIHIN PO3TIs, peecTpallito, mepenadyy KepiBHUITBY Ha PO3TISI, Nepeaady
BUKOHABLAM. [Ticisi BAKOHAHHS TOKYMEHTH JOTYYarOThCS 0 CIPaB.

2. JIoKkyMEeHTH, CTBOPEHI y TanepoBii ¢Gopmi, IPOXOAITh 1 ONPAIOBYIOTHCS B YCTaHOBI Ha
€IMHUX OpraHi3alliiHUX Ta MPaBOBUX 3acajaxX OpraHizauii JOKyYMEHTOOOIry i3 JOKyMEHTaMH,
CTBOPCHUMHU B €JICKTPOHHIHN opMi.

He nomyckaeTbcsi OAHOYACHOTO TPOXO/HKEHHS OIHOTO 1 TOTO CaMoOro JOKyMEHTa B
eJIEKTPOHHIH 1 maneposiii popmi.

{Ihynkm 2 enasu 1 poszoiny Il 6 peoaxyii Haxazy Minicmepcmea rocmuyii Ne 1581/5 6io
21.04.2022}

3. Jlnsa 3a6e3nedyenHs epeKTUBHOI OpraHizalii J0KyMeHTOOOIr'yY B yCTaHOBI lepe10adaroThCsl:
NPOXO/PKEHHS JIOKYMEHTIB B YCTaHOBI HAWKOPOTIIINM IUIIXOM;

CKOPOYEHHsI KIJIbKOCT1 1HCTAHLIN, 10 SIKUX MOBUHHI HAJXOAUTH JOKYMEHTHU (HalpUKIIaL Mij
4ac MOrOJPKEHHS);

OJIHOPA30BICTh OMEpalliii 3 ONpallOBaHHS JOKYMEHTIB, YHUKHECHHs AyOJIOBaHHS ITiJl 4Yac
po0OTH 3 HUMHU;

HEHTpai3allis, 30cepePKeHHs 3IHCHEHHS OJHOTUITHUX OMepalliif 3 JOKyMEHTaMH B OTHOMY
MicIIi;

palioHaJbHEe PO3TallyBaHHS B YCTAHOBI CTPYKTYPHHUX IIAPO3JILTIB 1 pOOOUYHX MiCIIb.


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

4. Tlopsanok MOKYMEHTOOOITY B YCTaHOBI PErJIaMEHTYETbCSI 1HCTPYKIIE€IO 3 JA1IOBOJICTBA,
permamMeHTamMu poOOTH 3 JOKYMEHTaMH, TIOJIOKEHHSIMU PO CTPYKTYPHI MiPO3ILITH, TTOCATOBUMHU
THCTPYKITISIMH.

5. Oco6nuBOCTI opraHizaiii eJIeKTPOHHOTO JOKYMEHTOOOITY BU3HAYAIOTHCS 1HCTPYKITIEIO 3
TJIOBOJICTBA YCTaHOBH, IO PO3POOJIIOETHCS 3 ypaxyBaHHSIM BHUMOI 3aKOHOJABCTBA, a TaKOX
XapaKTePUCTHK TEXHIYHHUX 1 MPOrpaMHUX 3ac001B, 1110 (PYHKIIIOHYIOTh B YCTAaHOBI.

{Ilynkm 5 enasu 1 posoiny Il i3 3minamu, enecenumu 32iono 3 Hakazom Minicmepcmea
rocmuyii Ne 1827/5 6i0 12.06.2018}

6. Y pa3i BOpOBaKEHHS B yCTAaHOBI CHCTEMH aBTOMATH3allii JUIOBOACTBA a00 CUCTEMU
€JIEKTPOHHOTO JIOKYMEHTO00Iry ciy’k0a IUTOBOJICTBA pPa3oM 31 CTPYKTYPHHM MiJpO3I1IOM
(mpamiBHUKOM), IO BIAMOBIAa€ 3a aBTOMATH3allil0, pO3pOOJIsA€ perjaMeHTH poOoTH 3
JTOKYMEHTaMH B €JIEeKTPOHHIN GopMmi.

7. Opranizariisi TOKyMEHTOOOITy y pa3i 3aCTOCYBaHHs 3ac00iB aBTOMaTH3allli JA1JIOBOJCTBA
MMOBUHHA 3a0€3MEeYUTH CYMICHICTh TPATUIIIHOTO Ta aBTOMATH30BAHOTO CIIOCO0IB OMPAIIOBAHHS
JIOKYMEHTIB 13 MOKJIUBOCTSIMH 3aC001B aBTOMAaTH3allii 1IJIOBO/ICTBA.

8. O0csr JOKYMEHTO00Iry YCTaHOBH BU3HAYA€THCA CIYXKOO0 TIIOBOACTBA 3 ypaXyBaHHSIM
yCiX IOKYMEHTOIIOTOKIB 32 BIANOBIAHUI Mepiof yacy (pik, KBapTai).

[TimpaxyHOK KUTBKOCTI JOKYMEHTIB 3IHCHIOETBCS 32 peeCTpalliiHUMHU (popMaMu BXiTHHX,
BHYTPIIIHIX, BUXITHUX JOKYMEHTIB Y MICIISIX 1X peecTpariii.

3a onuHUILIO 001Ky OepeThesi TOKyMEHT. PO3MHOXKeHI MPUMIPHUKH, ONpalboBaHi CIIyk0010
JIOBO/ICTBA, MIAPAaXOBYIOTbCS OKPEMO Ha OCHOBI MNPUNHATOI B YCTaHOBI CHUCTEMHU OOMIKY
JIOKYMEHTIB.

9. ITincymMKoBi AaHi MPO 00CIT JOKYMEHTOOOITY aHAII3YIOThCS, Y3araJbHIOIOTHCS CITY)KOO0I0
JTOBOJICTBA 32 (JOPMOIO, HABEIIEHOIO B JOJATKy 3 a0 Iux [IpaBui, i MOJAIOTHCS KEPiBHUKY
YCTaHOBH B YCTAHOBJICHOMY HUM IOPSJIKY.

2. IlpuitMaHHs, IEPBUHHE ONPALIOBAHHSA JOKYMEHTIB Ta iX
nonepeaHii po3rasy

1. JIoctaBka TOKyMEHTIB JI0 YCTAaHOBH 3/I1HCHIOETHCS, SIK TPABHJIO, 3 BAKOPUCTAHHSIM 3aC001B
MOIIITOBOTO 3B’SI3KY Ta €IEKTPO3B’SI3KY, a TAKOXK Kyp EPCHKOIO Ta (eIIb]l’ ErepChKOI0 CITyKOaMHu.

2. Yci AOKyMEHTH, 110 HAAXOAATh JI0 YCTaHOBH, NMPUUMAIOTHCS IIEHTPATI30BaHO B CIIyXkO1
JI0BOJICTBA (€KCTICIMIIIT).

3. JlokyMeHTH, 10 HAIHIUIM B HEPOOOYM Yac, MPUUMAIOTHCS YEPrOBHM IPAILliBHUKOM
YCTaHOBU (32 HAsIBHOCTI), KM, HE PO3KPHUBAIOYM KOPECHOHJEHIII0, Mepeaae ii B chnyxkOy
J1IOBOJICTBA HACTYITHOTO pOOOYOTO JHS ITiJ PO3IHCKY .

4.V pa3i HaAXOKEHHS IOKYMEHTIB y CKaHOBaHil GopMi iX iH(pOopMaIliio po3ApyKOBYIOTh Ha
mariepi i3 MpOCTaBJICHHSAM Ha BEPXHBOMY IOJI JIOKYMEHTa Haanucy « OTpUMaHO B €JICKTPOHHIN
bopmi».

{IIynkm 4 enasu 2 posoiny Il é pedaxyii Haxa3zy Minicmepcmea rocmuyii Ne 1827/5 6io
12.06.2018}


https://zakon.rada.gov.ua/laws/show/z0721-18#n52
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5. @®akT HaAXOMKEHHS JIOKyMEHTa [0 YCTAaHOBHM OOOB’SI3KOBO (DIKCY€ThCS IUIIXOM
MPOCTABIICHHS HA BXIJHUX JTOKYMEHTaX BIMITKH MPO HOTO HAIXO/KEHHS 10 YCTAHOBH, SKa
NPOCTAaBIISETBCS Bl PyKH abo 3a JOMOMOrOI0 IITaMIla, aBTOMAaTHYHOTO HyMepaTopa Ha
JUIOBOMY TOJIi y TPaBOMY KyTi HMKHBOTO TOJISI MEPUIOTO apKylla OpHUTiHAIY IOKyMEHTa.
EnemeHnTaMn 3a3Hau€HOro pPEKBI3UTY € CKOpOYEHE HAalMEHYBaHHS YCTaHOBH - OJIepXKyBaua
JOKYMEHTa, peecTpalliiiHuii iHjexc, narta (y pasi moTpeOu - TOAWHA 1 XBHWIMHHU) HAIXOKEHHS
JTOKyMeHTa. Y pasi 3aCTOCYBaHHS aBTOMAaTH30BaHOI CUCTEMH PeecTpallii 3a3HadeHa iHpopmaris
HAHOCHUTHCSA 33 JOIIOMOTOIO ITPUX-KOJY.

6. IlepBuHHE ompaIfOBaHHS IOKYMEHTIB Yy CIIy>k01 IiJOBOJCTBa Imependayae IMepeBipKy
MPaBUIILHOCTI JOCTABKH KOPECTIOH/ICHIIIT Ta 11 IUTICHOCTI.

JlokyMeHTH, HalicTIaHl He 3a apecoro, TOBEPTAIOTHCS BiAIPABHUKOBI 0€3 iX po3rIsLy.
Po3kpuBarThCs BCi KOHBEPTH, 32 BUHITKOM THX, III0 MalOTh Hanmuc «Ocoducroy.

7.Y pa3si BiACYTHOCTI I0JaTKiB, 3a3HaYEHUX Y JIOKYMEHTI1, a00 OKpEeMHUX apKyIIIiB, a TAKOXK 3a
HAsBHOCTI TOMWJIOK B O(OPMIICHHI JOKYMEHTa, IO YHEMOJIMBIIOE HOr0 BHKOHAHHS
(BIACYTHICTh MANMHCY, BIAOWTKA TMeEYaTKH, TPHQYy 3aTBEPIIKEHHS TOIIO), JOKYMEHT HE
PEECTPYETHCS 1 TOBEPTAETHCSA BIAMPABHUKOBI 13 3a3HAYEHHSM TIPUYMHH TOBEPHEHHS Ta
MIOBIIOMJISIETBCSL TIPO TOBEPHEHHSI JOKyMeHTa TeleoHoM. [Ipu 1ibOMy BiANPaBHUKOBI MOXE
HA/ICWJIATUCS MTMCHbMOBHUH 3aIUT, y TAKOMY pa3i Ha JOKYMEHTI pOOMTHCS BiIMOBiIHA BiIMITKA i3
3a3HAYEHHSM JIaTH 3amuTy (PO3MOBH Tele(OHOM), MOCAaAM Ta MPI3BHINA 0COOH, SKi 3p00JIeHO
3aIUT, TAMKACY, pO3MH(pPyBaHHS TiAMUCY 0COOH, sIKa 3/11HCHUIIA 3ATIHT.

3a3HayeHi B a03alli NepuioMy IbOr0 MyHKTY JOKYMEHTU PEECTPYIOTHCS, SIKIIO OCOOIUBOCTI
iX po3MIsly BU3HAUEHI ClIeHlaTbHUMH aKTaMU 3aKOHOABCTBA Y BIANOBIIHUX cepax.

VY pasi nomKoKEHHsI KOHBEpTa POOUTHCS BIAMOBIIHA BIIMITKA Y IMOIITOBOMY PEECTPI.

Y pa3i BIACYTHOCTI, HEIUTICHOCTI BKJIAJ€Hb BHACTIAOK TIOIIKO/)KEHHS KOHBEPTA,
yIaKyBaHHS, IO MIPU3BEJIO /10 HEMOKIIMBOCTI IIPOYUTAHHS TEKCTY JOKYMEHTA, CKIIQIA€ThCS aKT Y
JIBOX NMPUMIPHUKAX, OJUH 3 SIKUX HAJICHIIAE€TbCS KOPECIIOHICHTY, a 1HIINH 30epiraeTbes y ciyxo0i
IIIJIOBOJICTBA.

{Ilynkm 7 enasu 2 posoiny Il 6 pedaxyii Haxazy Minicmepcmea rocmuyii Ne 1581/5 6io
21.04.2022}

8. AJNlpecHi SpJIMKM PEKOMEHJIOBAaHMX KOHBEPTIB 1 MaKEeTiB 30epiraroThCs 1 JOJAIOTHCA /10
JOKYMEHTIB, a TaKOXX KOHBEPTH, KOJM JIMIIE 3a KOHBEPTOM MOXHA BCTAaHOBHUTU aJpecy
BIJIITPaBHUKA, Yac BIIPABIICHHS Ta OJIepKaHHS JOKYMEHTa, ad0 KOJIM B KOHBEPTI B1JICYTHI OKpEMI
JOKYMEHTH, a00 BCTAHOBJICHO HEBIAIMOBIIHICTH HOMEPIB JOKYMEHTIB HOMEpaM, 3a3Ha4eHUM Ha
KOHBEPTI.

9. JIOKyMEHTH MiUIAraloTh IMOMEPEeIHOMY pO3IJsILy B CIykOi IUTOBOACTBA y NEHb iX
HaJIXO/DKEHHS 200 B MEpIINi HACTYITHUN poOOYHil IeHb Y pa3i HAAXOHKEHHS 1X MICH 3aKIHUCHHS
po6OYOro JHA, Y BUXiTHI Ta CBATKOBI HEPOOOUI JHI.

Jlopy4eHHs yCTaHOB BUILIOTO PiBHS, TelerpaMu, Tee(OHOrpaMH pO3TIIIat0ThCs HEraitHo.

10. MeToro monepeTHbOro po3riisily TOKYMEHTIB €:


https://zakon.rada.gov.ua/laws/show/z0446-22#n104
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BUOKPEMJICHHSI TaKHX, II0 MOTPeOyIOTh 00OB’S3KOBOTO PO3IJISNY KEPiBHHKOM YCTaHOBH,
HOro 3aCTYITHUKAaMH a00 CTPYKTYPHUMH ITiIPO3/iIaMHu;

BiI0Ip JOKYMEHTIB, IO HE MiJJISITal0Th peecTparlii ciy>k0010 IJOBOJCTBA, a TAKOXK TaKUX,
10 MEePEeAI0OThCS ISl PeECTpallii CTPYKTYPHHUM ITiIPO3iIaMm.

11. OOOB’S3KOBOMY pO3IJISITy KEPIBHUKOM YCTaHOBM IMiJUIATAIOTh 3aKOHH YKpaiHw,
noctaHoBu BepxoBHoi Panu Ykpainu, aktu Ta nopydeHss [Ipesunenra Ykpainu, aktu KaGinety
MinictpiB Ykpainu, nopydenns [Ipem’ep-minictpa Ykpainu, aktu BepxoBnoi Panu ABTOHOMHOT
Pecniy6miku Kpum Ta Panu minictpiB ABroHOMHOT PecnyOmiku Kpum, 1ieHTpanbHUX 1 MICIIEBUX
OpraHiB BUKOHABYOI BJIQJM (JaJli - aKTH OPTaHiB JIep)KaBHOI BJIAJH, OpPraHiB BIaad ABTOHOMHOI
Pecny6miku Kpum Ta nopydeHHs BUIITUX TTOCAIOBUX OCi0), @ TAKOXK 3aITUTH 1 3B€pHEHHS HAPOTHUX
JeryTariB YKpaiHu Ta JEMyTaTiB MICIEBHX paJ, KopecrnoHueHIis BepxoBnoi Pamu Ykpainu,
Anminictpanii [Ipesunenra Ykpainu, Kadinety MinicTpiB Ykpainu (maii - 3aruTH, 3BEpHEHHS, a
TaKoXX KopecnoHzaeHuiss Bepxouoi Pamm VYkpainu, Anminictpamii Ilpesunmentra VYkpainw,
Kabinety MinicTpiB Ykpainu), KOpeCoOHACHINSA, 110 HAJAXOAWTHh BiJl YCTAHOB BHIIOTO PiBHI,
pillIeHHsS OpraHiB MICIIEBOTO CaMOBPSIyBaHHS, a TAKOX HAWBa)KJIHMBIIII TOKYMEHTH, SIKi MICTSTh
iH(dOopMaIlito 3 OCHOBHUX MTUTaHb JISUTBHOCT] YCTAHOBH 1 TOTPEOYIOTh BUPIIIEHHS OE3M1OCEPETHBO
KEPIBHUKOM.

[HIII TOKYMEHTH MepenaroThes 3acTyIHHKaM KepiBHUKA a00 CTPYKTYPHHUM MiJIpo3inam
(BUKOHABIISIM) BIAMOBIHO 70 iX YHKIIOHATBHUX 000B’SI3KIB.

12. ITig 9ac monepeaHbpOro po3risily JOKYMEHTIB BPaxOBYIOTHCSI TIOBHOBAXXEHHS Cy0 €KTIB
pO3MIISITYy KOPECTOHCHINT, MepeadadyeHi B TOJOXKEHHSIX (CTaTyTax) IpO YCTaHOBY Ta B
MOJIOKEHHAX MPO CTPYKTYPHI MiAPO3ALTH, PO3MOPATINX TOKYMEHTAX PO PO3IMOALT 000B’SI3KiB
MDK KEpiBHUKOM YCTaHOBH Ta MOT0 3acCTylIHUKaMHM, IIOCAJOBHX IHCTPYKLISAX, a TaKOXK
Kinacu(ikatop NUTaHb MAISIBHOCTI YCTaHOBH, HOMEHKJIATypa CIpPaB, CXEMH MPOXO/KCHHS
JIOKYMEHTIB.

3. PeecTpanisi 10KyMeHTIB

1. Cny»x00BHUI TOKYMEHT, OTPUMaHUN yCTAaHOBOIO ab00 CTBOPEHHWH HEIO, y TOMY YHCI JIJIst
BHYTPIITHHLOTO KOPHCTYBAHHS, BBAXKAETHCS BHECEHUM JIO IOKYMEHTAIIHHOTO (DOHIY YCTAaHOBH 3
MOMEHTY oro peectpariii.

Peectpariiss 1OKyMEHTIB TPOBOAUTHCS 3 METOIO 3a0e3medeHHs iX OoOJiKy, KOHTPOJI 3a
BUKOHAHHSIM 1 ONEpPaTHBHUM BHKOPHCTAaHHSIM HasBHOI B JOKyMEHTax iH(popMallii i moisrae y
BEJICHHI 3amuCy OOJIKOBHX JaHUX MPO JOKYMEHT 32 BCTAHOBJICHOIO YCTAaHOBOIO PEECTPALIIMHOIO
dopmoto, IKUM (iKCyeThbCs GakT CTBOPEHHS, BIANIPaBIEHHS a00 OiepKaHHs TOKYMEHTa, IIIISIXOM
MIPOCTABIICHHS Ha HHOMY PEECTPALIHHOTO IHACKCY 3 MOJANBIINM 3aIHCOM Y 3a3Ha4eHuX (popmax
HEOOXITHUX BIJIOMOCTEH PO TOKYMEHT.

2. ITix wac peectpartlii TOKyMEHTIB B YCTaHOBI HEOOX1THO JOTPUMYBATHUCS TAKUX BUMOT:
JIOKYMEHTH PEECTPYIOTHCS HE3aJIEKHO BiJl CITOCOOY 1X IOCTaBKH, Mepeadl Y1 CTBOPEHHS;

JOKYMEHTH PEECTPYIOTHCS 3a JIOKyMEHTOIIOTOKAaMH (BXI1/IHi, BUX1HI, BHYTpIIlIHI);



JIOKYMEHTHU PEECTPYIOThCA JIMILE OJUH pa3 (BXiAHI - y J€Hb HAJIXO/HKEHHS a00 He Mi3HilIe
HACTYIHOTO POO0YOTo JHA (SKIIO TOKYMEHT HAIIHIIOB y HEpOOOUHii Yyac), CTBOPIOBAHI - Y JICHb
MiIMMCaHHs a00 3aTBEPHKCHHS);

y pasi nepeaayi 3apeeCTpOBaHOIO JOKYMEHTA 3 OJHOTO CTPYKTYPHOTO MiAPO3LTY /10 1HILIOTO
HOBMI peecTpalliiiHuii iHIeKC Ha TOKYMEHTI He MPOCTaBIISIETHCS;

JIOKYMEHTHU PEECTPYIOTHCS 3a TPpyIaMu 3aJIe)KHO BiJl HA3BH BUY, aBTOPA 1 3MICTY IOKyMEHTIB;
OKPEMO PEECTPYIOTHCS:

aKTH OpraHiB Jep)KaBHOI Biaau, opraHiB Biaaun ABToHOMHOI PecmyOmikum Kpum Ta
JOPYYEHHs BUIIMX MOCAZOBUX OCI0, 3alMTH, 3BEPHEHHS, a TAKOK KOPECHOHJeHLisd BepxoBHoi
Pamu Ykpaiau, o Haailum 10 yCTaHOBY;

p031'IOp51)1‘-Ii JAOKYMCHTH 3 OCHOBHHX IINUTaHb ,Z[iSI.HBHOCTi YCTaHOBH;,
pO3HOp$II[‘{i JOKYMCHTH 3 aI[MiHiCTpaTI/IBHO—FOCHOHapCBKI/IX IIMTaHb,

pO3MOpsAAUl JOKYMEHTH 3 KaJIpOBUX MUTaHb (0COOOBOIO CKJaay) (BLAMOBIIHO JI0 X BUJIB Ta
CTpOKIB 30epiranss);

pIIIIEHHS KOJIET1aJIbHUX OPTaHiB;

aKTH peBi3ii (HIHAHCOBO-TOCIIOAAPCHKOT AISITHHOCTI;
OyXranTepchKi JOKYMEHTH;

3asBKM Ha MaTepiaIbHO-TEXHIYHE MOCTaYaHHS;
CITY>KOOBI JIUCTH;

3BEpPHECHHS TPOMAJISH;

3alUTH Ha 1HPOPMAILiIO;

{A63ay sicimuadyamuii nynkmy 2 enasu 3 po3oiny Il é pedaxyii Haxa3y Minicmepcmea
tocmuyii Ne 1581/5 6io 21.04.2022}

¢dakcorpamu (mamepoBi Komii JIOKYMEHTIB, TNlepeiaHi 3 BHUKOPUCTaHHSAM 3aco0iB
(haKCUM1JIBHOTO 3B’ S3KY);

JIOKYMEHTH, 1110 MepeAatoThCsl €IEKTPOHHOIO MOLITO0 Y CKaHOBaHiH Gopmi.

{Ab3ay 0sadysmuii nynkmy 2 enasu 3 posoiny 111 6 peoaxyii Hakazy Minicmepcmea ocmuyii
Ne 1827/5 6io 12.06.2018}

3. Peectpariito 10KyMeHTIB MPOBOAUTH IIEHTPAII30BAHO CITy>k0a JIJTI0BOJICTBA.

{Ab3ay nepwuii nynkmy 3 enasu 3 po3oiny Il 6 pedaxyii Haxazy Minicmepcmea rocmuyii’ Ne
1581/5 6i0 21.04.2022)

CTpyKTypHI TiAPO3IIIU yCTAaHOBH PEECTPYIOTH CTBOPEHI HHUMHM JIOTOBIHI Ta CIY>KOOBI
3aIUCKH.

{A63ay opyeuti nynkmy 3 enasu 3 po3oiny Il 6 peoaxyii Haxazy Minicmepcmea rocmuyii Ne
1581/5 6i0 21.04.2022)


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

[HII1 JOKYMEHTH, 1110 CTOCYIOThCS HANPAMIB JiSUTbHOCTI CTPYKTYPHHX MiIPO3/LTIB YCTAaHOBH,
MOXKYTh PEECTPYBATHUCS B IIUX CTPYKTYPHUX IMITPO3/ILTaX.

He migysiratots peectpartii ciay»0010 A1TOBOJCTBA JOKYMEHTH, 3a3HaUeH1 y J01aTKy 4 10 ITUX
[IpaBui.

4. Micue peectpallii OKpeMHX TPy JOKYMEHTIB (Haka3u (pO3MOPS/KEHHS) 3 KaJpOBHX
nuTaHb (0COOOBOTO CKIIamy), JOTOBOPH, 3BITH, TNMPEHCKYpPaHTH, 3asBH IPAIliBHUKIB TOIIIO)
BU3HAYA€THCS B IHCTPYKIIT 3 TIJIOBO/ICTBA YCTAHOBH.

{Ilynkm 4 enasu 3 po3oiny Il i3 3minamu, enecenumu 32i0no 3 Haxaszom Minicmepcmea
tocmuyii Ne 1581/5 6io 21.04.2022}

5. Tlim wac peecrparmii JOKYMEHTYy HAJa€eThCs YMOBHE IMdpoBe (IiTepHO-IIU(POBE)
MO3HAYCHHS - PeECTpallifiHui iHIeKC. EneMeHTamMu peecTpaiiiiHoro iHAEKCY € MOPSAKOBHIA HOMEP
JOKYMEHTa y MeXaX Py JOKYMEHTIB, 1[0 PEECTPYIOThCS, SIKUN JOMOBHIOETHCS 1HISKCAMH, 110
3aCTOCOBYIOTHCS B YCTaHOBI, 30KpeMa iHJIEKCaMHU 3a HOMEHKJIATYpPOIO CIpPaB, CTPYKTYPHOTO
MiPO3/ITy, KOPECIIOHICHTIB, MOCAJ0BUX 0Ci0, SKi pO3MIIAJAI0Th a00 MiIMUCYIOTh JOKYMEHT,
BUKOHABIIIB, MUTaHb AISUTLHOCTI SIKUX CTOCYETHCS IOKYMEHT, TOIIO.

Jnst BXITHUX JOKYMEHTIB peecTpaliiHuN 1HAEKC CKIIAJaeThes 3 MOPAIKOBOTO HOMEpA Ta
1HIEKCY 32 HOMEHKJIATyporo chpaB a0 I1HIIOTrO IHAEKCY, L0 3aCTOCOBYETHCS B YCTaHOBI,
Hanpukian: 123/01-12, ne 123 - mopsiakoBuit Homep, 01-12 - iHAEKC cripaBU 32 HOMEHKJIATYPOIO.

VY BHXIZHOTO JOKYMEHTa pEECTpAIliMHUN 1HIEKC MOKEe pO3MIIIyBaTHCh Yy 3BOPOTHIN
MOCITIIOBHOCTI - 1HJEKC 32 HOMEHKJIATYporo crpap (y pa3i mOoTpeOu MOXe 3a3HAdaTHUCA TaKOXK
HIIMIA 1HAEKC, 0 3aCTOCOBYETHCS B YCTAHOBI) Ta MOPSIKOBUI HOMep, Hanpukia: 02-10/457, ne
02-10 - iraeKc crpaBy 32 HOMEHKJIATYPOIO, 457 - TOPSIKOBUI HOMED.

3 METOI0 pO3pI3HEHHS I'PYII IOKYMEHTIB JI0 PEECTPAIlIHHOTO 1HIEKCY JOJAETHCS BIAMITKA, sIKa
ckiamaeTecs 3 mitep, Hanpukiaa: 820/03-15 JICK, me ACK 3actocoByeThcsi Ansi O3HAUCHHS
JTOKYMEHTIB 3 TpuoM « /7151 CITy’>KOOBOTO KOPUCTYBAHHS.

SKI0 MOKYMEHT MiATOTOBJICHO IBOMAa YH OLTbIIE YCTAaHOBAMH, PEECTPAIIHHUN 1HICKC
BKJIFOYA€E 1HACKCH KOXKHOI 3 IIMX YCTAHOB, SIKI MPOCTABIIAIOTHCS Yepe3 MPAaBOOIYHY MOXUITY PUCKY
B TIOCJTIIOBHOCTI, B SIKil IOKyMEHT ITiINMCAHO HOTO aBTOpaMHu, HanmpuKkiaa: 51/82 - mist crninbHUX
posmnopsiruux J0kyMeHTiB a6o 03-11/750/02-04/248 - niist ciiJIbHUX JTUCTIB.

PeecTpauiiinuil iHAEKC pO3MOPSIUMX JOKYMEHTIB Ta ACSIKUX BHYTPIIIHIX JOKYMEHTIB (aKTH,
IIPOTOKOJIM, JOTOBOPH TOWIO) CKJIAJAETHCSA 3 MOPSJIKOBOIO HOMEpa y MeXaX pPOKy. 3 METOo
PO3pI3HEHHS TPYI HakasiB (PO3MOPSKEHb) 3 KaJAPOBUX MHUTAHb (0OCOOOBOTO CKIIAy) KOXKHOTO
BUJY /0 TOPSIKOBOIO HOMEpa MOKE J10JlaBaTHCs JITepHUH iHAekc. CuctemMa TakuX 1HAEKCIB
PO3pO0ISETHCS YCTAaHOBOIO.

Micue po3rairyBaHHsS peeCTpalifHOTO iHAEKCY Ha JOKYMEHTI 3aJIeKUTh BiJl BUay OJaHKa Ta
BUJIy TOKyMEHTA.

6. Y pa3i 3acTocyBaHHS aBTOMAaTU30BAHOI CHUCTEMHU pEeCTpallii JAOKYMEHTIB MOXe
BUKOPUCTOBYBATHUCS IITPUX-KO/. [l BUXITHUX TOKYMEHTIB IITPUX-KOJI BKIIFOYA€E peecTpaLliitHIMA
IHAEKC 1 JaTy JOKyMEHTa Ta pO3TalllOBY€TbCA y Mexax, 3azHaueHux y JCTY 4163:2020 ans
PEKBI3UTIB OJaHKA.


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

{Ihynkm 6 enasu 3 posoiny Il i3 3minamu, enecenumu 32i0no 3 Hakazom Minicmepcmea
tocmuyii Ne 1581/5 6io 21.04.2022}

7. B ycraHoBax MOX€ 3aCTOCOBYBATHUCH OJHAa 3 TPboX (hopM peecTpallii JOKYMEHTIB -
KypHaJbHa, KapTKOBa Ta aBTOMAaTH30BaHA (3 BUKOPHUCTAHHSM CIICHIATBHAX KOMIT IOTEPHUX
porpam).

KypuanbHy popMy peecTparii JOKYMEHTIB TOLIIBHO BUKOPUCTOBYBATH JIMIIE B yCTAHOBAX
3 00csATOM JTOKyMEeHT000iry n0 600 mOKyMEHTIB Ha PiK, BUKOPHCTOBYIOUH (OPMHU KypHATIB,
HaBeleHi B jjogarkax 5 - 7 no uux [pasm.

8. KaptkoBa Qopma peectparii JOKyMEHTIB mependadae 3alOBHEHHS PEECTPaIifHO-
MOHITOPUHTOBHX KapTOK, 3 IKMX (POPMYIOTHCS JIOBIIKOBI 1 KOHTPOJIbHI KAPTOTEKH.

KinpkicTh NpPUMIPHHUKIB KapTOK BH3HAYAEThCS YCTAHOBOK 1 3aJICKUTHh BiJ PIBHA
HEHTpati3alii opranizaiii 1iJI0BOICTBA, KITBKOCTI BUKOHABIIIB JOKYMEHTA Ta KUTbKOCTI KAPTOTEK
B YCTaHOBI.

Sk mpaBuIIO0, pO3APYKOBYIOTHCS TPU MPUMIPHUKH KapTOK: JIBA - PO3MIILYIOTECS B TOBLAKOBII
1 KOHTPOJIbHIN KapTOTEKAaX, OJIUH - IEPEAA€THCSI BUKOHABIIIO PAa30M 13 TOKYMEHTOM.

KapTku BUTOTOBIISIFOTECS Ha HIUTbHOMY mamnepi ¢popmary AS (210 x 148 mm) a6o A6 (105 x
148 mm).

9.V pasi BupoBa)KeHHS aBTOMaTH30BaHOi ()OpMU peecTpallii TOKyMEHTIB (popMyeThCcs OaHK
peecTpaiiHuX AaHUX B €JIEKTPOHHIN QopMi, a 32 HAsIBHOCTI JIOKAJbHOI MEPEXI - LEHTPaTbHUI
0aHK peecTpaliiHUX JAaHUX Ui BUKOPUCTaHHS MpaliBHUKaMM iH(opMalii mpo BCi JOKYMEHTH 1
MiCLE X pO3TallyBaHHS.

10. ¥ pasi 3acTocyBaHHS KapTKOBOT a00 aBTOMaTH30BaHOT (JOPMHU peecTpariii BCix KaTeropii
JOKYMEHTIB (BXIJHUX, BUXIJHHMX, BHYTPIIIHIX) O(QOPMITIOETHCS peeCTparliiHO-MOHITOPUHTOBA
KapTka, (GopMy sIKOi HaBeIeHO B J0JaTKy 8 mo 1mux I[lpaBui, i3 3a3HaA4YCHHSM OOOB’SI3KOBUX
PEKBI3HTIB, 110 HaBeeHI B 101aTKy 9 1o nux IIpaBum.

VY pasi notpedbu mepernik 000B’A3KOBUX PEKBI3UTIB PeeECTPalliiiHO-MOHITOPUHIOBOI KapTKU
MoOke OyTH J0moBHEHO. lIOpsiioK pO3MIIIEHHS PEKBI3UTIB y peecTpalifHO-MOHITOPUHIOBIH
KapTLl BU3HAYAETHCS IHCTPYKLIEIO 3 IIJIOBOJCTBA YCTAHOBH.

{Ab3ay opyeuii nynkmy 10 enasu 3 po3zoiny Il ¢ peoaxyii Haxasy Minicmepcmea rocmuyii No
1581/5 6i0 21.04.2022)

4. Opraxizauis nepeaavi JOKyMEHTIB Ta iX BUKOHAHHS

1. 3apeecTpoBaHi TOKYMEHTH TEpPEIalOThCS HA PO3IIISA] KEPIBHUIITBA YCTAHOBU B JICHB iX
HA/IXO/PKEHHS a00 HACTYITHOT'O poO0YOro JHS y pa3i HaIXOPKEHHS JOKYMEHTIB Y HEpOOOUHiA yac.
Tenerpamu, TeneoHOrpaMu Ta iHIII TEPMIHOBI JOKYMEHTH TIEPEIAIOTHCS HETaitHO.

2. KepiBHUKY yCTaHOBM BIJpa3y HICJs peecTpallii MmepenarTbcs akTh OpraHiB AepiaBHOL
BJIaJlM, OpraHiB Biaau ABTOHOMHOI PecnyOmiku Kpum Ta nopydeHHs BHIIMX [TOCAJOBHUX 0Ci0,
3alUTH, 3BEPHEHHS, a TakoXX KopecrnoHaeHulis BepxoBHoi Paau VYkpainu, AnaminicTpaiii
[Ipesunenta Ykpainu, KaGinety MiHicTpiB YKpaiHu, KOPECHOHACHINS, IO HAAXOIUThH Bij
YCTaHOB BUIIOTO PiBHS.


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

3. IoKyMeHTH, PO3TJISIHYTI KEPIBHUIITBOM YCTaHOBH, OBEPTAIOTHCS 3 PE3OJIOLIEI0 MO0 1X
BHUKOHAHHS B CJIyOy JIJIOBOJICTBA, sIKa 3/1HCHIOE Mepeaady TOKyMEHTIB HA BUKOHAHHS.

JIOKyMEHT, BUKOHAHHS SKOT'O JOPYYEHO KUIBKOM CTPYKTYPHUM Migpo3iiiaM, Moxke OyTu
nepeaaHuii BUKOHABIIM Y TIOPSIIKY BU3HAYCHHS 1X Y Pe30JItolii a00 0JHOYACHO Y BUTJIAII KO
3 IepeAayero OpUriHajdy TOJIOBHOMY BHKOHABIIO, BU3HAUEHOMY B pe3ouoii mepmmM. Y pasi
BIIPOBA/KEHHSI €JIEKTPOHHOTO JJOKYMEHTOOOITY CIIBBUKOHABILI OTPUMYIOTH JIOKYMEHT B
eJIEKTPOHHIH (opmi.

4. @akT nepeaadi TOKYMEHTIB BUKOHABIISM (DIKCYETHCS IIIIXOM IIPOCTABICHHS BiAMOBIIHOT
BIIMITKH B peecTpaliiiHiii ¢popmi i3 3a3HaueHHSIM iH(pOpMaIlii MPO BUKOHABIIB, KM MEPEaaHO
OpHUTiHaJ JOKYMEHTAa Ta HOTO KOITii.

5. [lepenada qOKyMeHTa 3 OJJHOTO CTPYKTYPHOTO MMiIPO3ALTY A0 1HIIOTO 3A1MCHIOETHCS Yepe3
ciIy’)k0y JIJIOBOACTBA, sIKa IMPOCTABIISE BIAMOBIAHI BIAMITKM Yy peecTpaliiHux Qopmax.
JIOKyMEHTH, BUKOHAHHS SKHX TepeOyBa€ Ha KOHTPOJI, MEPEIAIOThCSA J0 1HIIMX CTPYKTYPHUX
Miapo3aiTiB 200 1HIIMM BUKOHABISIM TUTHKH 3 TIOBIIOMJICHHSIM IIPO 1€ CITY>K01 KOHTPOJTIO.

ITepenavya MOKYMEHTIB Yy MeEXax CTPYKTYPHOTO MiApO3JAUTy 3IIHCHIOETHCS 4Yepe3 0coly,
BiJIMOBIAANIbHY 32 JIIJIOBOJICTBO B CTPYKTYPHOMY MiIPO3.Iiii (CeKpeTaps).

6. 3a BUKOHAHHS JOKYMEHTa BIANOBIAAIOTh 0COOH, 3a3HaUCHI y pO3MOPSIUOMY JOKYMEHTI,
pe30JIIo1Iii KepiBHUKA YCTAaHOBH, Ta MPAI[IBHUKH, SIKUM 0€3MOCepeHBO T0PYUEHO BUKOHAHHS.

["oyioBHMIA BHKOHABEIb OpPraHi30Bye poOOTY CHIBBUKOHABINB, 30KpeMa BH3HA4Ya€ CTPOKU
MOJIaHHS HUMH MPOTIO3UIIIH, MOPSIOK MiJATOTOBKH, TIOTOJKEHHS ITPOCKTY TOKYMEHTA.

CriBBMKOHABIIl BIJNOBIAAIOTH 3@ MiJrOTOBKY Ha HAJEKHOMY PIBHI Ta CBO€YACHE IMOJAHHSA
TOJIOBHOMY BHUKOHABLIO TMpPOMO3MULIA. VY pa3li HECBOEYACHOrO MOJAHHS MPOIO3UIIIH
CIIBBUKOHABLISIMU I'OJIOBHHMI BUKOHaBelb 1H()OPMYE Mpo 11€ KEpIBHUKA, IKUI HaJlaB JOPYUECHHS.

7. BukoHaHHs JOKyMEHTa Iependayae 30MpaHHs Ta ONpaLOBaHHSA HE0OXiTHOI 1H(OopMaIlii,
MiATOTOBKY MPOEKTY BIJAIMOBiI HA JOKYMEHT 4YHM HOBOTO JIOKYMEHTa, HOro oQOpMIICHHS,
Y3TOJUKCHHSI, TOJAHHS JUIS MiJNUCaHHS (3aTBEP/DKCHHS) KEPIBHUKOBI YCTAHOBU, Yy JESKUX
BHIAJIKaX - KEPIBHUKOBI CTPYKTYPHOTO MiAPO3ATY, @ TAKOXK y paszi moTpedu - MiATOTOBKY IS
NepecUJIaHHs apecary.

8. JIOKyMEHT MoIa€ThCs Ha MIAMKC Pa3oM 3 JOKYMEHTaMH, HA BAKOHAHHS UM Ha MiJICTaB1 IKHX
MOro CKIIaJIEHO.

{Tnasy 4 po3diny 11l 0onosneno nHosum nynkmom 8 32iono 3 Haxkazom Minicmepcmea rocmuyii
Ne 1581/5 6io 21.04.2022)

9. SIKmoO JOKYMEHT HaJCHUJIAEThCS /10 KIJIbKOX YCTaHOB, K1 HE € KOPUCTYBayaMu CHUCTEMHU
€JIEKTPOHHOI B3a€MO/1ii OpraHiB BUKOHABYOI BJaJ, Micls HOro peectparlii ciyx0ba Ai10BOACTBA
OpraHi30BY€ BUTOTOBJIEHHSI HEOOX1IHO1 KIJIbKOCT1 MPUMIPHHUKIB.

{Tnasy 4 po3diny 11l donosneno Hosum nynkmom 9 32iono 3 Haxkazom Minicmepcmea rocmuyii
Ne 1581/5 6io 21.04.2022}

10. IlpaniBHUK, BiANOBIJAJILHUN 32 BUKOHAHHS JOKYMEHTA, Y pa3l BIAMYCTKHU, BIAPSKEHHS,
3BUIBHEHHS 3000B’si3aHUIl TepeqaTH 1HIIOMY TMPAIiBHUKOBI 3a TOTOMKEHHSIM 31 CBOIM


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

6e3nocepeiHiM KEpIBHUKOM yCi HEBUKOHAHI JOKYMEHTH Ta MOiH(GOPMYBaTU CIIyKOy KOHTPOIIO
PO Tepenavy TOKyMEHTIB, BAKOHAHHS SKHUX repe0yBae Ha KOHTPOJIi, IHIIOMY BUKOHABIIEBI.

5. Opranizanist KOHTPOJIIO (MOHITOPUHIY) 32 BUKOHAHHSIM JOKYMEHTIB

{3aconosok enasu 5 poszoiny Il ¢ peoaxyii Haxazy Minicmepcmea rocmuyii Ne 1581/5 6io
21.04.2022}

1. KoHTpoih (MOHITOPHHT) 3/IIMCHIOETHCS 332 BUKOHAHHSM 3aBJaHb, BU3HAYCHUX 3aKOHAMU
VYkpainu, nocranoBamu BepxoBHoi Pagu Ykpainu, ykasamu lIpesunenrta Ykpainu, aktamu Ta
nopyueHasmu [lpesunenta Ykpainu, akramm KaGinery MinicTpiB YKpaiHu, JOpYyYCHHSIMH
ITpem’ep-miHicTpa YKpaiHu, IpOTOKOIAMHU Hapa i rojJoByBaHHIM [Ipem’ep-miHicTpa Ykpainuy,
[Tepmoro Bime-mpeM’ep-MiHICTpa, Bile-mpeM’ep-MiHicTpiB, Minictpa KabGinety MiHicTpiB,
HepxxaBHoro cekperapsi Kabinery MinictpiB, nmuctamu Odicy Ilpe3unenra Ykpainu, I'omosu
BepxoBnoi Pagm VYkpainm Ta Horo 3acTynHUKIB (1o MOTpeOyIOTh HaJaHHS BIAMOBIAL IMPO
pe3yJIbTaTH 1X PO3IIIsAAY), IMCTaMHU Y IOBHOBakeHOTro BepxoBHoi Panu Ykpainu 3 npas j0uHH,
3BEPHEHHSIMHU KOMITETIB, TAMYACOBHUX CHEIlialbHUX Ta TUMYACOBUX CIITYNX KoMiciid BepxoBHoi
Pagu Ykpainu, nenyratchkux (pakuiii BepxoBHoi Pagu Ykpainu, 3BepHEeHHAMHU Ta 3aluTaMH
HapOJHUX JIeNyTaTiB YKpaiHu, JuctaMu PaxyHKoBOi manaTtu, MKHApOJHUMHU 3000B’I3aHHAMU
VYkpainu B pamkax cHiBpoOITHHITBA 3 MDKHApOIHUM BaJIOTHUM (OHIOM, 3000B’SI3aHHIMHU
VYkpaian y cdepax €BpOINEUCchKOI Ta €BpOATIAHTHUYHOI 1HTETpallli, 30KpemMa CIPSIMOBAHHX Ha
BUKOHaHHS YTOJIU MPO acolliallito Mk YKpaiHoto, 3 OfHi€l cTOpoHH, Ta €Bporneiicbkum Coro30M,
€BpOMNENChKUM CIIBTOBAPUCTBOM 3 aTOMHOI €Heprii Ta iXHIMHU JAep:KaBaMHU-4IEHAMHU, 3 1HIIOI
CTOPOHM, IHIIMX MDKHApOJHUX JOTOBOpiB YKpaiHM 3 MUTaHb €BPOINEHCHKOI iHTerpamii i
JIoMOBJIeHOcTel MK YkpaiHoio Ta €C, piyHMX HallOHAJIBHUX mHporpaM B pamkax Kowmicii
Vkpaina-HATO, pimens Kowmicii Vkpaina-HATO y pamkax xaprii Ta Hexmapauii npo ii
JIOTIOBHEHHSI, IHIIMX MIKHAPOJIHUX JoroBopiB MK YkpaiHoio Ta HATO Ta ynoBHOBa)XeHUMH
opranamu HATO; wicismu OOH, OBCE, CpitoBuM 0aHKOM, E€BpOneHChHKUM OaHKOM
PEKOHCTPYKIIi Ta PO3BUTKY, IHIIMMH MDKHApOAHMMM OpraHi3alisiMd B YacTHHI L1JIOBOTO
BUKOPUCTaHHA TEXHIYHOI Ta JOHOPCHKOi JIONIOMOTH, a TaKOX 3aBJlaHb, BU3HAYECHUX
pPO3MOPATIMMH  TOKYMEHTaMH Ta JOPYYCHHSMH KEpIBHHIITBA YCTAHOBH, PIIICHHSIMHU
KOJIET1aJIbHOT'O OpraHy YCTaHOBH, IIOJI0 SKUX BCTAHOBJIECHO CTPOKH iX BUKOHAHHS, 3allUTAaMH Ha
1H(OopMallito.

{Ilynkm 1 enasu 5 posoiny Il 6 peoaxyii Haxazy Minicmepcmea rocmuyii Ne 1581/5 6io
21.04.2022}

2. OpraHnizalito KOHTPOJIIO 32 BUKOHAHHSM 3aBJaHb, BU3HAYEHUX B aKTaX OPTaHiB AepkKaBHOI
BJIaJu, opraHiB Biaau ABToHOMHOI PecnyOuiku Kpum Ta 1opydyeHHSX BHIIUX MOCAJA0BUX 0OCi0,
3MIACHIOE MEPIIUI 3aCTYNMHUK a00 3aCTyNHHUK KEpIBHHMKA YCTAHOBU BIJIOBIJIHO /10 PO3MOALTY
(byHKIIOHATBHUX 000B’S3KIB.

be3nocepenHiii KOHTPOJb 3a BHKOHAHHSAM JIOKYMCHTIB ITOKJIQJAa€ThCA Ha CIyXOy
nimoBoacTBa ab0 CiyxkO0y KOHTPOJIO - CHEMialbHHA TiApo3ail abo mocagoBy ocoOy,
BIJIMOBIIAJIbHY 32 3IIMCHEHHS KOHTPOJIIO.

Y CTpYKTYypHUX MmiApo3aigax Oe3mocepenHiii KOHTPOIb 3a BUKOHAHHSIM JIOKYMEHTIB
3I1HCHIOE 0c00a, BIANMOBIZaIbHA 3a J1JIOBOACTBO.


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

3. TumoBi CTPOKM BHKOHAaHHS JOKYMEHTIB BCTaHOBIIIOIOTHCS HOPMAaTHBHO-IIPAaBOBUMH
aKTaMH, a IHIAMBIAyalbHI - PO3NOPSAYMM JOKYMEHTOM YCTaHOBH a00 PE30IIIOLIEI0 KEpiBHUKA

(CTpYKTYpHOTO MiAPO3/ILTY).

4. CTpoku BHKOHAHHS BHYTPILIHIX JOKYMEHTIB OOYMCIIOIOTHCS B KaJeHAApHUX MIHSX,
MOYMHAIOYH 3 IaTH MiJIMHCaHHs (peecTpallii), a BXIJHHUX - 3 JaTH HaJIXOIKEHHs (peecTpariii).

SIKIo OCTaHHIM AEHB CTPOKY BHKOHAHHS JIOKYMEHTa MNpUNazae Ha HEpoOOYMil [eHb,
OCTaHHIM JHEM CTPOKY BHKOHAHHS JOKYMEHTa BBA)XKA€ThCS MNEPUIMA pOOOYMi JIeHb IMiCis
HepoOOYOro JTHS.

5. JIokyMeHT, B SIKOMY HE 3a3HAQ4€HO CTPOK BHMKOHAHHS, NMOBHHEH OyTH BUKOHAaHUN HE
mi3Hine Hix 3a 30 KaJleHAapHUX JHIB 3 MOMEHTY HOro peecTpailii B yCTaHOBI, 10 SIKO1 HaiiIIOB
JTOKYMEHT.

3aBraHHs, BU3HAUYEHE Y CIIy’)KOOBOMY JIOKYMEHTI, BAKOHY€ETHCS Y BCTAHOBIICHUH CTPOK.

Skuro 3aBnanHs moTpedye TEpPMIHOBOTO BUKOHAHHS, 000B’SI3KOBO 3a3HAYAETHCS KOHKPETHUN
KIHIIEBUM CTPOK BUKOHAHHS.

6. CniBBUKOHABII 3000B’s3aHi IMOJABATH IMPOMO3HIIi TOJOBHOMY BHKOHABIIO IMPOTSATOM
nepIoi MOJOBUHU CTPOKY, BiABEJICHOTO JJIsl BUKOHAHHS JJOPYYCHHS, 3aBIaHHS.

7. InauBiAyanbHUM CTPOK BUKOHAHHS JOKYMEHTA MOKe OyTH 3MIHEHUH JIMILE 3a BKa31BKOIO
1ocazioBoi ocoOu, sika HOro BCTaHOBMJIA, a y Pas3i i1 BIZICYTHOCTI - TOCa10BOi 0COOH, sKa i1 3amillae.

VY pasi noTpedu CTPOK BUKOHAHHS JOKYMEHTa MOXKE OYTH MPOJIOBKEHO 332 OOIPYHTOBAHHM
MIPOXAHHIM BUKOHABIIS, SKE TMOJAETHCS HE MI3HINIE HIK 3a Tpu poOOYMX IHI JO 3aKiHYCHHS
BCTAQHOBJICHOTO CTPOKY, a IMOJO JOKYMEHTa, B SIKOMY HE 3a3HAYCHO CTPOK, - J0 3aKIHYCHHS
TPUALATHIECHHOTO CTPOKY BiJ] IaTH HOTO peecTparlii.

VY pasi 3MiHH CTPOKIB BUKOHAHHS MPOCTABJISAIOTHCS HOBUI CTPOK, Aarta i mianuc. BignosiaHi
3MIHHM BHOCSITHCS 10 PEECTPALIIHO-MOHITOPUHIOBOT KapTKH a00 0aHKY peecTpaliiHuX JTaHUX.

8. B3ATTS JOKyMEHTa Ha KOHTPOJIb 3IIHCHIOETHCS Ha MIJACTaBI PE30JIONil KepiBHHKA
YCTaHOBHU a00 WOT0 3aCTYITHHKIB.

KoHTponb 3a BUKOHaHHSIM JOKYMEHTIB BKJIIOYA€ B3SATTS JOKYMEHTIB Ha KOHTpOJb,
BU3HA4YEHHS (OPM 1 METOJIiB KOHTPOJIIO, IEPEBIPKY XO/1y CBOEYACHOTO JJOBEJCHHS JOKYMEHTIB J10
BHUKOHABIIIB, KOHTPOJIb 3a CTAHOM BHUKOHAHHS, 3HATTS JOKYMEHTIB 3 KOHTpPOJIIO, HaIllpaBJICHHS
BUKOHAHOTO JOKyMEHTa JI0 CIIpaBH, OOJIIK, y3arajJbHEHHs Ta aHali3 pe3y/ibTaTiB BUKOHAHHS
JIOKYMEHTIB, 1H()OpMYyBaHHS KEPIBHULTBA PO X1/] Ta PE3yJIbTaTH IX BUKOHAHHSI.

9. KoHTponb 32 BUKOHaHHAM JOKYMEHTIB 3IHCHIOETHCS 3a JIOTIOMOTOI0 PEeCTpariiiHo-
MOHITOPHHTOBO1 KapTKH a00 aBTOMAaTHU30BaHOi iH(popMaIliifHoi cucteMu (0a3u JaHUX).

PeecTpaliiiHO-MOHITOPUHTOBI KapTKU JOKYMEHTIB, 10 MepedyBaloTb Ha KOHTpOII,
IpYNyIOThCSI B KapTOTell 3a CTPOKaMH BHUKOHAHHA JIOKYMEHTIB BHMKOHaBIsIMH a0o
KOPECIOHACHTaMH, TpylaMH TIOKyMEHTIB (Haka3u KepiBHUKA, TOPYUYEHHS BUILUX OpPraHiB BJIaJy,
PIIIEHHS KOJIETii TOIIO).

3 apyrux MPUMIPHUKIB peeCTpaIliiHO-MOHITOPUHTOBOI KapTKH (HOPMYIOTHCS KOHTPOJIBHI
KapTOTEKH B CTPYKTYPHHX IiIPO3/IiIax.



Ha oauH KOHTpONBOBAaHMH JIOKYMEHT MOXKE OyTH 3aBeleHO KiJIbKa peecTpamiiHo-
MOHITOPUHTOBHX KapTOK, KIJTBKICTh SKUX BU3HAYAETHCS 3aJI€KHO BiJl KUTBKOCTI BUKOHABIIIB a00
CTPOKiB BUKOHAHHSI OKPEMHUX 3aBIaHb, 3a3HAYECHUX Y JIOKYMEHTI.

V pasi K110 BU3HAYEHO KiJTbKa BUKOHABIIIB, aJI€ BIAMOBIIAJIbHICTh MOKJIAIA€THCSA HA OJHOTO
3 HHUX, PEECTPAIlifHO-MOHITOPHHIOBa KapTKa CKJIATAEThCsl TIMBKA HAa  BIAMOBIIAIBHOTO
BUKOHABIIA.

10. HaHi po Xix BUKOHAHHS TOKYMEHTA, OJIepKaHi IIJISIXOM 3aluTy 1o TenaedoHy abo mif
9ac TepeBipKM pOOOTH CTPYKTYPHOTO IiAPO3MALTY - BUKOHABI, BHOCATHCSA JO PEECTpAIiifHO-
MOHITOPUHTOBOI KapTku y Trpady «KoHTponbHi BimmiTku». IIpy npoMmy momepenHi 3amucu He
3aKPECITIOIOTHCSL.

11. ABTOMaTH30BaHUN KOHTPOJb 32 BUKOHAHHSIM JOKYMEHTIB 31HCHIOETHCS 32 JIOMTOMOTOIO0
CHeIiaIbHAX KOMIT IOTePHHX Iporpam abo € CKIaJ0BOI0 CUCTEMH aBTOMATH3AIlil I1TI0OBOJCTBA YU
CHUCTEMU €JICKTPOHHOTO JIOKYMEHTOOOIry.

12. KoHTpOJIb 32 X0JJOM BUKOHAHHS JOKYMEHTIB 3/11iCHIOETHCS Ha BCiX eTanax MpoOX0KEHHS
JIOKyMEHTa JI0 3aKiHYE€HHS CTPOKYy HOTro BHMKOHAaHHS (TIONEpeDKyBaJbHUH KOHTPOJIb 32
JIOTIOMOT 00 HaralyBaHb) Y HOPSIIKY, BA3SHAYCHOMY 1HCTPYKIII€IO 3 JIIIIOBOJCTBA YCTAHOBH.

13. Ilicns BUKOHAHHS [OKYMEHT 3HIMAE€ThCs 3 KOHTPONMIO. [IOKYMEHTH BBa)KalOThCA
BUKOHAHUMHU 1 3HIMAIOTHCS 3 KOHTPOJIIO ITICJISI BUKOHAHHS 3aBJIaHb, 3aIUTIB, TOBITOMJICHHS PO
pE3yNIbTATH 3aIHTEPECOBAHUM YCTaHOBAM 1 0co0aM a0o MiCIis 1HIIOTO MiATBEPKEHHS BUKOHAHHS.

3HATH JOKYMEHT 3 KOHTPOJIO MOXE TUIBKM KEPIBHHUK yCTAHOBH, MOTO 3aCTYITHUKH, SKi
BCTAaHOBWJIM KOHTPOJIBHUH CTPOK Y pe30iionii, abo 3a iX JAOpydeHHSM ciyx0a IiIoBOJACTBA
(cmyx0a KOHTpOIIO). JIOKYMEHTH 3 THIIOBUMH CTPOKAMHU BUKOHAHHS 3HIMAIOTHCS 3 KOHTPOJIIO 32
PIIIICHHSM CITY>KOH I7IOBOACTBA (CITYKOHM KOHTPOJIO).

JlaHi Mpo BUKOHAHHS JOKYMEHTA 1 3HATTS HOro 3 KOHTPOJIO BHOCATHCS /0 PEECTpalliifHoO-
MOHITOPHUHIOBOi KapTKH.

JlHeM BUKOHAHHS 3aBJIaHb, BUBHAYCHUX B aKTaxX OpraHiB JEp:KaBHOI BIaJH, OPTaHIB BIIAN
ABtoHOMHO1 PecryOmiku Kpum 1 1OpydeHHSX BHINIMX MOCAJAO0BHX OCi0, Ta BUKOHAHHS 3allUTIB,
3BEpHEHb, a TaKOX KopecnonjeHuii BepxoBHoi Pagn Ykpainu BBa)kaeTbes JI€Hb peecTparii B
YCTaHOBI BUXIJTHUX JIOKYMEHTIB IIPO BUKOHAHHS 3aBJ/IaHb.

BukoHaHI JOKyMEHTH IO/JAIOThCSl Ha MIANUC KEPIBHUITBA HE MEHII SIK 32 OJUH J€Hb JI0
3aKIHYEHHS CTPOKY IX BUKOHAHHS 3 METOIO 3aJIMIICHHS MEBHOTO Yacy Ha iX JIOOMpALOBaHHS 3a
pIIICHHSM KEpIBHUIITBA.

CTpoku MOmaHHS JOKYMEHTIB, 110 NepeOyBalOTh HAa KOHTPOJi, Ha MiANHC KEPIBHHUIITBY
BCTAHOBITIOIOTHCA B IHCTPYKIIIi 3 A1IOBOJICTBA YCTAHOBH.

14. Tudopmamis mnpo pe3yibTaTh BUKOHAHHS B3SITUX HAa KOHTPOJb JOKYMEHTIB
y3arajJbHIOETHCS CTAHOM Ha TMEpIIe YUCIO KOKHOTO MICSIIS 1 MOAA€THCS KePIBHUIITBY YCTAHOBU Y
BUTJISIZII 3B€/ICHD PO BUKOHAHHSI JIOKYMEHTIB 33 BU3HAYEHOIO B YCTAHOB1 (POPMOIO.

ABTOMATHU30BaHUK KOHTPOJIb 32 BHKOHAHHSIM JOKYMEHTIB Iiepeadadyae aBTOMATHYHE
(dhopmyBaHHS BiIOMOCTEH MPO X BUKOHAHHS.



6. InpopmaniitHo-10BiAKOBA PO0OTA 3 JOKYMEHTAMMU

1. IadopmarniitHo-10BiAKOBa poOOTa 3 JOKYMEHTaMH IOJIATa€ B TMOLIYKY HEOOXITHHUX
JIOKYMEHTIB 3 BUKOPHUCTAHHSM PEECTPAIIHO-MOHITOPHHTOBUX KapTOK a00 aBTOMAaTH30BaHUX
0aHKIB peecTpaliifHIX JaHUX.

2.V pa3si BUKOPUCTaHHS KapTKOBOI (OpMH peecTpallii JOKyMEHTIB JPyKYy€eThCsl HEOOXinHa
KUTBKICTh PEECTPALIHHO-MOHITOPUHTOBHX KapTOK, 3 IKHX CKJIAAAIOThCS CAMOCTIHI KapTOTEKH.

KinbpKicTh KapTOTEK B YCTAHOBI BH3HAYAETHCA 3 YpaxyBaHHSAM pIBHS IEHTpaji3amii
peeECTpaIiitHUX 1 MONTYKOBUX OIEpallii, a TaK0X KOHKPETHUX YMOB JisSJIbHOCTI YCTaHOBH.

Jns minBumieHHsT e(eKTHBHOCTI pOOOTH TONIYKOBOI CHCTEMH CIIy>KOOI0 MiJIOBOZICTBA
PO3poOIIAIOThCs KiacuiKaliiiHi TOBIAHUKU (BHUIIB JOKYMEHTIB, KOPECIIOHACHTIB, BUKOHABIIIB
TOIIO).

3. Y pa3i 3anpoBa/PKEHHSI CUCTEMH aBTOMATH3AIli] AUTOBOJICTBA a00 CUCTEMU EIEKTPOHHOTO
JOKYMEHTOOOITY TOIIYK KOHKPETHOTO JAOKYMEHTa 3IMCHIOETHCS 32 PEKBI3UTaAMHU (3aroJioBOK,
Ha3Ba BUJIY JOKYMEHTA, JaTa NMPUUHATTSA, HOMEpP JOKYMEHTa, aBTOp JOKyMeHTa Toio) abo 3a
KOHTEKCTOM (KJII0YOBE CJI0BO ab0 (paza). [lomrykoBuii 3amut Moxke MaTH Oy/Ib-IKy KOMOIHAIIIO
PEKBI3UTIB.

7. llopsiiok ONPAIOBAHHSA TA HAACUJIAHHS BUXiTHUX IOKYMEHTIB

1. BuxigHi JOKYMEHTH HAACHIAIOTHCS agpecaraM 3 BHKOPUCTAHHSM 3aCO0IB TMOIITOBOTO
3B’SI3KY, €JIEKTPO3B A3KY, a TAKOXK JIOCTABJISIOTHCS Kyp €PChKOI0, (DENbI’erepChKO0 CITyKOamHu.

OmnpaitoBaHHs TOKyMEHTIB JUIsl BIATIPaBJICHHS MOILITOBUM 3B’ SI3KOM 31HCHIOETHCS CITYK0010
IUIOBOJICTBA YCTAaHOBU BiAnMoBiAHO 10 IlpaBun HajaHHS MOCIYr MOIITOBOTO 3B’SI3KY,
3aTBepakeHnX nocranoBoro KaOinery MinictpiB Ykpainu Big 05 Oepesns 2009 poky Ne 270 (i3
3MiHAMH).

{A63ay mpemiti nynkmy 1 enasu 7 pozoiny Il euxntoueno na niocmasi Haxazy Minicmepcmea
tocmuyii Ne 1827/5 6io 12.06.2018}

{Ab3ay uemeepmuii nynxmy 1 enasu 7 pozoiny Il euxnmoueno na niocmasi Haxa3zy
Minicmepcmea rocmuyii Ne 1827/5 6io 12.06.2018}

Bunu nokymeHriB, iHpopMallist 3 SKHX MEepelacThbCs KaHATAMU EJIEKTPO3B 3Ky, a TaKOX
HEOOXI1THICTh 1 TOPSAIOK HAJCHIIAHHS aJIPECaTOB] IX OpUTIHATY B MarepoBiii (opMi BU3HAYAIOTHCS
IHCTPYKIIi€l0 3 JIJIOBOJACTBA YCTAaHOBHU 3 YpaxyBaHHSAM HasBHUX B YCTAHOBI TEXHIUYHHUX 1
MporpamMHUX 3aco0iB.

2. Iudopmaniiini, TeneKoMyHiKamiiHI Ta iH(QOPMAIiHO-TETEKOMYHIKAIIifHI CHUCTEMHU
MOBUHHI 3a0e3MevyyBaTd 3axXUCT BiJ] HECAHKI[IOHOBAHUX [il, SKI MOXYTb MPU3BECTU IO
BUIA/IKOBUX 200 YMUCHHX 3MiH Y 3HHUILIEHHS iH(pOpMaIIii.

3. BuxigHi JIOKYMEHTH ONpalbOBYIOTbCS 1 HAJCHJIAIOTHCS ILIEHTPAIi30BaHO B JCHb iX
HAJIXOJKEHHS B1Jl CTPYKTYPHHUX MIAPO3/ILJIIB - BUKOHABIIIB a00 HE Mi3HIIIE HACTYITHOTO poO0Y0oro
TTHSL.

He AOITYCKA€ThCA:


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

{A63ay opyeuti nynkmy 3 enaeu 7 po3oiny Il 6 peoaxyii Haxazy Minicmepcmea rocmuyii Ne
1581/5 6i0 21.04.2022)

HajzicuiaHHS abo mepeaaBaHHs TOKyMEHTIB 0e3 ix peecTpallii y cimy>k0i 1iJI0BOJCTBA;

{A63ay nynkmy 3 enaeu 7 po3oiny Il 6 peoaxyii Haxazy Minicmepcmea rocmuyii Ne 1581/5
6i0 21.04.2022}

MOBTOPHE HAJICUJIAHHS MPUMIPHUKA, Y TOMY YHUCII OPUTiHAJIBHOTO, IOKYMEHTA Y ManepoBii
dhopwmi, K0 HOTo MPUMIPHUK a00 KOTII0 BXKE HA/TICIAHO B €JICKTPOHHIHN (opMi.

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

4. Ilin yac mnpuilMaHHS BiJ BUKOHABLIB BHUXIJIHHUX JOKYMEHTIB MpPALIBHUKU CIy>KOU
JIOBO/ICTBA 3000B’s13aH1 MEPEBIPUTH:

MPaBUJILHICT 0()OPMIICHHSI IOKYMEHTa (CKJIaJ] 1 pO3MIIIEHHS B HhOMY BCiX PEKBI3HTIB);
HasIBHICTH 1 IPaBUJIbHICTh 3a3HAYEHHS aJIpecH;

HAsBHICTh Ha JIOKYMEHTI BIJIMITKH MPO JOJIATKU;

HasIBHICTb yCiX HEOOX1IHUX MIAMUCIB HA JOKYMEHTI Ta 10/1aTKax /10 HbOT'O;

HAsIBHICTH Bi3 Ha KOIii BUX1THOTO JOKYMEHTA, 110 3aJIUIIAE€THCS Y CIIpaBaxX yCTaHOBU;
HasIBHICTb 1 IOBHOTY JIOJIaTKIB;

BiJIMOBIIHICTH KIIBKOCTI IPUMIPHUKIB KUTBKOCTI apecaTiB.

5. JlokymMeHTH, IO HAACHUJIAIOThCS OJHOYACHO OJHOMY 1 TOMY CaMOMYy aJpecaToBi,
BKJIQIAIOTHCS B OJIMH KOHBEPT (yrnakyBaHHs). Ha KOHBepTi 3a3Ha4a€eThCs aapeca, 3a HeoOX1JHOCTI
MIPOCTABIISAIOTHCS PeECTPaLliifiHi 1HAEKCH BCIX TOKYMEHTIB, SIK1 MICTATBHCS Y KOHBEPTI.

JIOKYMEHTH, 110 JIOCTABJIIOTHCS (eI’ €repchKOI0 CIY)KO0K0, MepeaaroThCs ajpecaTam i
MIIUC Y BIANOBIIHINA KHH3I.

6. HocwianHs abo 3aMiHa PO3ICIAHOrO paHille JOKYMEHTa 3A1MCHIOETbCS 3a BKa31BKOIO
mocazoBoi 0cobu, siKa miAmucaia JOKyMeHT, a00 KepIBHUKA CITY>KOU A1IIOBOJICTBA.

7. CTpyKTypHI MipO3 /1171 Ta OKpEeMi BUKOHABII 3000B’s13aHi IIepejaBaTH BUX1/IHI JOKYMEHTH
Ta 1HII TIOIITOBI BIANPaBJICHHS 10 CIY>KOW IJIOBOJACTBA y TOJIWHHW, BCTAHOBJICHI JJIS I[LOTO
THCTPYKIII€I0 3 J1IOBOJICTBA YCTAHOBH.

IV. CucremaTusanisi Ta 30epiraHHsl JIOKYMEHTIB y JiJIOBOJACTBI

1. Cxy1ajaHHA HOMEHKJIATYPH CNIPaB

1. HomeHnknarypa crpaB Npu3Hau€Ha Ui BCTAHOBJICHHS B YCTaHOBI €IMHOTO TOPSIIKY
¢dopmyBaHHS copaB JUIsl JOKYMEHTIB, CTBOPEHHMX B €JEKTPOHHIA 1 mamepoBiii Qopmax,
3a0e3nedYeHHs X 00Ky, ONEePaTUBHOTO MOIIYKY JOKYMEHTIB 3a iX 3MICTOM 1 BHJIOM, BUSHAYCHHS
CTPOKiB 30epiraHHs CIpaB 1 € OCHOBOIO ISl CKJIaJIaHHs OIKCIB CIPaB MOCTIHHOTO Ta TPUBAJIOTO
(monan 10 pokiB) 30epiranHs, a TaKOX JUIsl OOJIIKY CrpaB TUMYAcOBOTO (710 10 pOKiB BKIIOYHO)
30epiraHHs.


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

{A63ay nepwuii nynkmy 1 enasu 1 po3oiny 1V i3 sminamu, enecenumu 32iono 3 Haxazom
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022}

3akpimieHa B HOMEHKIATypl cXemMa CHCTeMaTH3allii CIpaB BHUKOPUCTOBYETHCS MPH
pO3po0JIeHHI CXeMHU KapTOTEKH HAa BUKOHAHI JIOKYMEHTH.

2. IcHyrOTh Taki BHUIM HOMEHKJIATYp CIIpaB: THIIOBA, MPHUMIpHA, HOMEHKIJATypa CIpaB
YCTaHOBU, HOMEHKJIaTypa CHpaB CTPYKTYPHOTO MiAPO3LIY.

Tunosi ab0 mpuMipHI HOMEHKJIATypU CIpaB pPO3pOOJISIIOTH OpraHU BUIIOTO PIBHS IS
MiB1IOMYMX YCTAHOB 3 METOIO YHi(ikamii Ckamy crpaB Ta CTPOKIB ix 30epiraHHs.

TunoBa HOMEHKJIATypa BCTAHOBJIOE THIIOBUN CKJIaJ CIpaB AJi YCTaHOB, OJHOPITHUX 3a
XapaKkTepoM [iSUTBHOCTI, OJHAKOBOIO CTPYKTYPOIO, 3 €JMHOI0 CHUCTEMOIO iHJEKcallii KOKHOI
CIPaBH 1 € HOPMATHUBHUM aKTOM.

[IpumipHa HOMEHKJATypa CIIpaB YCTAHOBIIOE TPHMIPHUHA CKIAJ CIpaB JJjs YCTaHOB,
OJHOPIIHUX 32 XapaKTepoM isJIBLHOCTI, ajleé PI3HUX 3a CTPYKTYPOIO, 1 Ma€ peKOMEeHAalliiHMA
XapakKTep.

Crpoku 30epiranHs crpas, epeadoadeHi TUIOBO a00 MPUMIPHOI0 HOMEHKIIATYPOIO CIIPaB,
MIEPEHOCATRLCS 10 HOMECHKIIATYPH CIPaB YCTAaHOBU 0€3 3MiH.

3. [IpumipHi Ta TUIOBI HOMEHKJIATYpH CIPaB, pO3pO0JICHI LIEHTPAIbHUMU OpraHaMu BIIaJH,
IHIIMMHU IIEHTPAJbHUMU YCTAaHOBAMHU, CXBAaJIOIOThCS €KCIEepTHOI Komicieo (manmi - EK)
PO3MIISIIAIOTHCS BIAMOBITHO IO 3aKOHOIaBCTBA LIeHTpambHOIO eKCIIepTHO-TIEPEBIPHOI0 KOMICIEIO
(mam - LIEIIK) Jep:kaBHOI1 apXiBHOI CIIy:kOM (mani - YKpAep)KapXiB) Ta 3aTBEPIXKYIOThCS iX
PO3MOPATINMHU TOKYMEHTAMH.

{Ab3ay nepwuii nynkmy 3 enasu 1 posoiny IV i3 3minamu, enecenumu 32iono 3 Haxazom
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022)

[TpumipHi Ta THUIOBI HOMEHKJIATypH CIIpaB, pO3pOOJIEHI MICLEBUMU OpraHamH BIIaJH,
IHIIMMH YCTAaHOBAMU OOJIACHOTO PIBHS JIJISl OJHOPITHUX 32 XapaKTEpOM AiSUIBHOCTI MiABIAOMYHX
yCcTaHOB, cxBaitoloTbesd EK, moromxyrorscsi ekcrnepTHo-nepeBipHoo kowmiciero (mani - EIIK)
BIJITIOBITHOTO JIEPKaBHOTO apXiBY Ta 3aTBEPKYIOTbCS PO3NOPITUUMHU JOKYMEHTAMH OpPraHiB Ta
YCTaHOB, 1110 PO3pOOMIIM 3a3HAYE€HI HOMEHKJIATYPU CIIPaB.

{Ab3ay opyeuit nynkmy 3 enasu 1 posoiny IV i3 3minamu, enecenumu 32i0no 3 Haxazom
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022)

4. He3zanexHo BiJ HasBHOCTI TUIOBOI YU MPUMIPHOT HOMEHKJIATypH CIIpaB KOXHa yCTaHOBA
IIOBUHHA MATHU BJIaCHY HOMEHKJIATypy CIIpaB.

5. Homenknatypa cmnpaB ycTaHOBH (3BeJI€HAa HOMEHKJIATypa) CKIQJA€ThCS CITY)KOOI0
IiToBOCTBa. MeETOMUYHA JOTOMOTra y CKJIaJaHHI HOMEHKIATYypU CIPaB HATAEThCS apXiBOM
yCTaHOBH (TI0CaI0BOIO0 0CO00I0, BIJIMOBIIATLHOIO 32 apXiB).

6. I1ix gac ckamaHHs HOMEHKIIATYPH CIIPaB yCTaHOBH BUKOPHUCTOBYETHCS CTPYKTYPHHUH a00
(byHKUIIOHATBHUM PUHLMUT 11 OOy IO0BH.

CTpyKTypHHIA IPUHIUIT BUKOPHCTOBYETHCS B pas3i YiTKO BCTAHOBIICHOT CTPYKTYPH YCTAHOBH.
Po3pinamu B Takiii HOMEHKJIATYpi CIIpaB € HAMEHYBaHHS CTPYKTYPHHX MiPO3A1TiB (KaHUEIAPis,
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OprasizaiiiiHuil BiAid, MIAHOBUM BIALN, BIAJII MapKeTUHTY Ta 30yTy mpoAykii Tomio). [lpu
[[OMY TIEPIIUM PO3LIOM HOMEHKIATYpPH 3a3HAYAETHCSA CIIy)k0a JUTOBOJICTBA, HACTYITHHMH
po3aiaMu - CTPYKTYpPHI MAPO3IiAM, Y TOMY YHCI BIJOKPEMJICHI CTPYKTYpPHI ITAPO3IiIH
YCTaHOBH, IO HE MAIOTh CTATyCy IOPUAMYHOI OCOOM, y TOCHITOBHOCTI 3TiTHO 31 INTATHUM
PO3IMHCOM YU KJIACH(IKATOPOM CTPYKTYPHHUX MiAPO3JUIIB, a HAPHUKIHIN 3a3HAYAIOTHCS CIPAaBH
MOCTIHO 1 THMYACOBO JII0YMX KOJIETIaIbHUX OPTraHiB yCTaHOBH (KOJETiH, paj, KOMICii, TBOPUUX
TPYII TOIIIO).

V pa3i po3noiiny oCHOBHUX (DyHKLIN (HAPsIMIB A1SUTBHOCTI) Y 0€3CTPYKTYPHIM yCTaHOBI M1k
il mpariBHUKaMH1 BUKOPHCTOBYETHCS (PYHKILIOHATIbHUNA MPUHLIUII TO0YTOBH HOMEHKJIATYpH CIPaB.
Po3ninu 1 migpo3aiii HOMEHKJIATypH CIpaB yCTaHOBH, MOOYJAOBAHOI 3a TaKUM MPHHITUIIOM,
BiJ0OpaxaroTh ii GyHKLIT Ta HAPSMHU TiSUTBHOCTI 1 pO3MIIILYIOTHCSl Y HOMEHKIIATYPI 32 CTYIIEHSAMHU
iX BaXJIMBOCTI (opraHizauis poOOTH, IUIaHyBaHHS, (IHAHCYBAaHHS, IPOrHO3YBaHHS TOLIO).

VY pasi BUpOOHMYOI MOTPEOM MOXKIMBE IMOETHAHHA CTPYKTYPHOTO Ta ()YyHKIIIOHAJIEHOTO
NPUHIXIIB 100y 10BH HOMEHKJIATYpH CIPaB.

7. I1ix yac po3poOIeHHsI HOMEHKJIATypH CIIPaB yCTaHOBH, KPIM 3BEJIEHHSI HOMEHKJIATyp CIpaB
CTPYKTYpPHUX HiAPO3/LTIB, 3 METOIO OLTBII TOBHOTO OXOIJIEHHS JJOKYMEHTOOOITY BHBYA€ETHCS Ta
aHaII3Y€EThCS MISUIBHICT YCTAHOBH B L1IOMYy. [IpM 1IbOMY BHKOPUCTOBYIOTHCS IOJIOKEHHS
(ctaTyTH) Mpo YCTaHOBY Ta ii CTPYKTYpHI MiAPO3ALTH; MITATHI PO3MUCH; TUIIOBI a00 MPUMIpHI
HOMEHKJIATypU CIpaB; HOMEHKJIATypuh Ta OINWUCHU CHpaB 3a MHHYJIl POKH; Kiacugikatopu
JIOKYMEHTIB 1 KOPECIIOH/IEHTIB; PEeeCTpaliiiHO-001KOBI Ta KOHTPOJIbHI KapTOTEKU; TUIOBUH Ta
rajy3eBl IEpesliki BHUAIB JOKYMEHTIB 13 3a3HAUY€HHSAM CTPOKIB IX 30epiraHHs, a TaKOX
YPaxoBYIOTbCS 3aBJaHHS YCTAaHOBU Ha HACTYIHHM PiK.

8. HoMmeHkmatypa cripaB CTPYKTYPHOTO HiAPO3 iy po3po0sieThes He Mi3Hime 15 aucromnana
MMOTOYHOTO POKY IOCATI0OBOK OCO0O0, BIINOBIIATBLHOK 3a MAUIOBOJICTBO Y CTPYKTYPHOMY
MiIPO3A1Ti, Ha IMICTaBl BUBYEHHS JTOKYMEHTIB 3 YCIX NMHUTaHb HOTO MISUIBHOCTI 13 3aJy4eHHSIM
¢axiBLiB, SKi MPALIOIOTH y MiAPO3ALTi, HIAMUCYETHCS KEPIBHUKOM CTPYKTYPHOTO HiAPO3JLITY Ta
BI3y€ETHCSI KEPIBHUKOM apXiBYy YCTAaHOBH (IIOCATOBOIO 0COO0I0, BiIMOBITATHLHOIO 32 apXiB).

9. ¥V HomeHKIaTypi cipaB nepeadayaroThCs 3aroJIOBKU CIIpaB JUlsl TPYIyBaHHS JOKYMEHTIB,
1110 BiIOMBAIOTh YC1 IOKYMEHTOBAaH1 IJSTHKY 1 MUTaHHS AISUIBHOCTI YCTaHOBH, a TAKOXK:

HE 3aKiHYEHI B JUIOBOJICTBI CIpPaBH, IO HAIIWIUIA BiJ] yCTAaHOB-TIONEPEAHUKIB I 1X
MIPO/IOBXKEHHS, Y TOMY YHMCIII PEECTPALifHO-T0BIAKOBI Ta KOHTPOJIbHI KAPTOTEKH, HOMEHKIIATYpH
CIpaB;

CIIPaBH 3 IUTaHb, BUPIIIEHHS IKUX TPUBA€ OLIbIIE OJTHOTO POKY 200 SIKi BEYThCs BIIPOJIOBXK
JEeKITbKOX POKIB (MEpexigHi crpaBu), M0 BHOCATHCS 10 HOMEHKJIATYPH CIIPaB KOXKHOTO POKY
BIIPOJIOBK BChOI'O CTPOKY iX BUPIIIEHHS 200 BEJICHHS;

CIpaBU IMOCTIHHO MiIOYUX KOJETiaTbHUX OpraHiB (KOJIETii, paja, KOMICiH, TBOPUUX TPyIl
TOIIO);

CIOpaBM THMYAacOBO JIIOYMX OpPraHiB, JOKYMEHTH SIKUX € IIPaBOBOIO IMIJCTAaBOIO JUIs
HiATBEP/KEHHS MOBHOBAXKEHb YCTAaHOBU a00O NMPHUMMHEHHS ii MiSVIBHOCTI (HANpUKIIaa CIpPaBH
JKBITAIIAHOT KOMICIT).



10. JIo HOMEHKIAaTypH CHpaB BKIIOYAIOTHCS, SK ITPABHIO, OPHUTiHATM JOKYMEHTIB. 3a
pimenHsiM EK ycraHOBH 10 HOMEHKJIATYypH CHpaB MOXXYTh BKJIFOUATHCS KO THPa’kKOBaHHUX
JTOKYMEHTIB, IO HAKONMUYYIOTbCS B CTPYKTYPHUX MiApo3Aiiax (po3mopsadi JOKyMEHTH,
MOJIOKEHHS MIPO CTPYKTYPHI MiIPO3/IiIH, TTOCAI0B] IHCTPYKIIii TOIIO).

11. /o HOMEHKIAaTypu CHpaB HE BKJIIOYAIOTHCS BHUJAHHS, TOBIIHUKU (y TOMY YHCIi
TenedoHH1), OroeTeHi, pedepaTuBHi KXypHaIH, eKcrpec-iHpopmariis.

12. HomeHkiatypa cIipaB yCTaHOBH (3BelleHa) CKJIAAA€ThCS 3a YHi(IKOBaHOK (GOpPMOIO,
HaBeleHOI B jonatky 10 no nux IlpaBui, Ha miACTaBi HOMEHKIATYP CIPaB CTPYKTYPHHX
MPO3/IUTIB, pO3POOJICHUX 32 aHAJIOTIYHO0 (hopMOoto, HaBeAeHO!O B noaaTKy 11 mo mux IIpaBui.

13. HoMeHKIIaTypy CIpaB YCTAHOBH Ta il CTPYKTYPHHUX MiAPO3ILTiB OPOPMIIOIOTH TaK, SK
BHU3HAYEHO JAJI.

VY rpadi 1 mpocTaBiseThCs 1HAEKC KOXKHOI CTIpaBH. [HAEKC CIIpaByU CTPYKTYPHOTO MiAPO3ALTY
CKJIAJIA€ThCSl 3 IHICKCY CTPYKTYPHOTO MIAPO3MTY YCTAaHOBH (3a IITAaTHHM PO3IHCOM a0o
KJIAcU(IKATOPOM CTPYKTYPHUX MIAPO3ILTIB) Ta TOPSIKOBOTO HOMEpa CHOPaBH B MeXax
migpo3ainy. Hanpukmnan: 05-10, ae 05 - inaexc camoctiitHoro Bigainy, 10 - mopsakoBuii HOMEp
cupaBu, abo 04.1-08, me 04.1 - iHmekc Bimuiny y ckiami ynpasmiaHas, 08 - MOpSIKOBUN HOMED
CTIpaBH.

VY rpady 2 BKIIOYAIOTHCS 3ar0JIOBKU CIIpaB (TOMIB, YaCTHH), SIKI MAalOTh YITKO, Y CTUCHIHI
y3arajbHeHil Gpopmi BigoOpaxaTu CKIaj i 3MIiCT JOKYMEHTIB CIIpaBH.

He 103BONsEThCS BXKMBAHHS B 3arojoBKax CIpaB HEKOHKPETHUX (OPMYJIIOBAHb
(«MaTepianmy, «3arajibHe JIUCTYBaHHS, «BX1/IHA KOPECIIOH/ICHIIIS», «BUX1IHA KOPECTIOHICHITISN,
«(piHaHCOBA JOKYMEHTAIisD» TOIO), & TAKOXK BCTABHHUX CJIIB 1 CKJIATHUX CHHTAKCUYHUX 3BOPOTIB.

ITin yac popmysrOBaHHS 3ar0J0BKIiB CIIpaB BPaXOBYIOTHCS TaKi O3HAKU (POPMYBaHHS CIIPaB,
K HOMIH&JIbHA, AaBTOPCbKA, KOPECIOHJEHTChKA, IPEIMETHO-NUTAIbHA, XPOHOJOTIYHa,
reorpadiuna. JlokymeHTH (GOpMyIOThCS y CIpaBU Ha OCHOBI OKPEMOi O3HAKH a00 CIOIYyYECHHS
O3HaK.

3aroj0BOK CHpPaBH CKJIAJAETHCS 3 €JIEMEHTIB, IO PO3MIIIYIOTHCS Yy TaKii MOCIIJIOBHOCTI:
Ha3Ba BUAY ClIpaBU (JIMCTYBaHHS, KYpPHAI, KHUTa TOIIO) YA BUAY JOKYMEHTIB Yy cripaBi (Hakasw,
NPOTOKOJIM, aKTH TOIIO);, aBTOP JOKYMEHTIiB (HaliMEHYBaHHS YCTaHOBH, CTPYKTYPHOTO
MiPO3/TY); KOPECTIOHACHT a00 ajpecar (HaiMeHyBaHHs YCTaHOBH, JIO SKOi aapecoBaHi ado Bij
SIKOT HAJIWIIUIA JTOKYMEHTH ); CTUCIIMIA 3MICT JIOKYMEHTIB CIIpaBu (ITUTaHHS, 3 SKOTO (hOPMYETHCS
CrpaBa); Ha3Ba PETioHy (TepUTOopii), 3 IKUM OB’ I3aHUN 3MICT JOKYMEHTa; 1aTa (Tiepion), 10 SKoi
HaJeXaTh JOKYMEHTH CIPaBH; BKa3iBKM Ha HAsSBHICTh KOIMIW JTOKYMEHTIB y cmpaBi (y pasi
notpedn).

S0 cpaBa CKJIa/Ia€ThCs 3 PI3HUX 32 BUAAMHU JJOKYMEHTIB, ITOB’ I3aHUX OJTHUM KOHKPETHUM
MATAHHSM Ta MOCJIOBHICTIO BEICHHS IUTOBOJCTBA (CYOBI, CJIiI4l, 0COOOBI TOIIO), BXKHUBAIOTh
TEepPMiH «crmpaBay, Hanpukiaa: «OcoboBa cripaBa IBaHueHka Bonogumupa MukonaiioBugay.

Y 3arojioBkax cmpaB, IO MICTATh JOKYMEHTH 3 OJHOTO IIMTaHHSA, HE TIOB’s3aHi
MOCIIJIOBHICTIO BEJIEHHS MPOILEIYpP MITOBOJCTBA, BKUBAETHCS TEPMIH <« JIOKYMEHTH», a TICIHA
HBOTO B JYXKax 3a3HA4YarOThCS OCHOBHI BHIU JOKYMEHTIB CIPaBH, HANPHKIAI: «J{OKyMeHTH
(mmaHu-rpadiku, aHKETH, TOBIKH TOIIO) IIPO MPOBEICHHS OISy CTaHy IiJIOBOJCTBA Ta apXiBHOI



CIIPaBH Y BUIIMX HABYAJIBHUX 3aKjagax». TepMiH «JOKYMEHTH» BXXKMBAEThCS TAKOXK y 3ar0JIOBKAaxX
CTpaB, IO MICTATh AOKYMEHTH - JOJATKH J0 OYyIb-SIKOTO HOPMAaTHBHO-TIPABOBOTO akTa abo
PO3MOPSITIOTO JOKYMEHTA YCTAaHOBH. Y TAKOMY pasi BUIOBHH CKJIAJl JOKYMEHTIB HE 3a3HAYAIOTh,
Hanpukian: «loKyMeHTH 10 MPOTOKOJIB 3aCilaHb BUEHOI Payl iIHCTUTYTY».

Y 3aronoBkax CmopaB, NPU3HAYEHUX [UIsI TPYMyBaHHS JOKYMEHTIB OJHOTO BUJY,
3a3HAYar0ThCS BUJ JOKYMEHTA Y MHOXKHHI Ta aBTOP JIOKYMEHTIB, Hanpukiia: «Haka3u 3 ocHOBHOT
TiSUTBHOCTI TOBAPUCTBAY.

V 3aroyoBKax Crpas, IO MiCTSTb JIUCTYBaHHS, 3a3HAYAIOTHCS] KOPECTIOHICHT 1 CTHUCIIHIA 3MiCT
JIOKYMEHTIB, Hanpukiaa: «JlucryBanus 3 MiHICTEpCTBOM OXOPOHH 370pOB’sl YKpaiHH NpO CTaH
3I0POB’SI IT€H MOMIKITLHOTO BIKY».

VYV 3aroioBkax copas, IO MICTSTh JHCTYBaHHS 3 KOPECHOHJIEHTaMH, OJHOPIIHUMHU 3a
XapaKTepoM JisUIbHOCTI, TaKi KOPECHIOHCHTH HE MEePeTiuyloThCs, a 3a3HaYa€ThCS 1X y3arajlbHEHe
HallMEHYBaHHsI, HAPUKIAJ: «JIMCTyBaHHS 3 OpraHaMu MICLEBOTO CaMOBpPSAYBAaHHS 3 MHUTaHb
3a0e3MeueHHs! COLIaIbHOTO 3aXUCTY HACEJICHHS».

Y 3arooBkax Copae, IO MICTATh JIMCTYBaHHSA 3 PI3HUMH KOPECIOHACHTAMH, TakKi
KOPECTIOHACHTH HE 3a3HAYaIOThCs, HANMpHUKIAA: «JIMCTyBaHHS MpO OpraHizaiio cemiHapy 3
MiIBUINCHHS KBaJTi(iKallii MpariBHUKIB TIJTIOBOJTHHUX CITYIKO».

VY 3aromoBkax cmpaB, IO MICTATH IUTAHOBO-3BITHY JOKYMEHTAIlII0, 3a3HAYAETHCS TMEPIOJ
(MicsaLb, KBapTal, MiBpivYs, pik), B AKOMY IUIAaHYETbCS CTBOPEHHS JOKYMEHTIB, a00 mepiof ix
(aKTHYHOTO BUKOHAHHS, HATIPHKJIA]:

1. IInan ocHOBHUX opraHizaliiHuX 3ax0/iB [lepxkaBHoro mianpueMctBa «A3ot» Ha 2014 pik;
2. 3BiT PO BUKOPHCTaHHs Or0/pKeTHUX KowTiB 3a [V kBapran 2014 poky.

ITim vac po3MilieHHs 3aroJIOBKiB CIpaB Yy HOMEHKIATYypl BpPaxOBYIOTHCS BaXKIUBICTb
JOKYMEHTIB, BKIIFOUEHUX IO CIPaBH, X B3a€EMO3B’s130K. Ha mo4yaTky po3MilIylOThCs 3aroJIOBKH
CIIpaB 1010 JOKYMEHTIB, SIK1 HaJ(IWIIUTK BiJl OpPTraHiB BUIIOTO PiBHSA, Jaji - I0JI0 OpraHi3ariifHo-
pO3MOPSAYOT JOKYMEHTAIlii, JIAHOBO-3BITHOT JOKYMEHTAIlli, TUCTYBaHHS, 00JIIKOBO-I0BIIKOBUX
BUJIB JIOKyMEHTIB. ¥ KOXXHIH 3 IUX TPYI JOKYMEHTH TaKOX PO3MIIILYIOTHCS 3 ypaxyBaHHIM
BaXJIMBOCTI Ta CTPOKiB 30epiranHs.

BkasiBky Ha HasgBHICTb KOMIM JOKYMEHTIB y CIpaBl pO3TAallOBYIOTh IIICJIs 3arojioBKa,
Hanpukia: «Haka3u 3 ocHOBHOI nistimbHOCTI 32 2014 pik (komii)».

I'pada 3 HOMEHKIATypH 3alOBHIOETHCS HAIMPHKIHI KaJEHAAPHOTO POKY, KOJIH BioMa
KUTBKICTh C(DOPMOBAHUX TOMIB, YACTHUH CITPaBHU.

VY rpadi 4 HOMEHKIATypH 3a3HAYAIOThCS CTPOKHM 30epiraHHs CIIpaB, HOMEPHU CTaTed 3a
TUIIOBUMH, BIIOMUMMH (Taly3€BMMH) IEpeslikaMd JIOKYMEHTIB 13 3a3HA4Y€HHSIM CTPOKIB iX
30epiranHs, TUIIOBUMH 1 IPUMIPHUMHU HOMEHKJIATypaMu CIpaB.

{Ab3ay Oes'smuadysamuii nynkmy 13 enasu 1 po3odiny IV i3 3minamu, eHeceHuMU 32I0HO 3
Haxazom Minicmepcmea tocmuyii Ne 1581/5 6io 21.04.2022}

JlonyckaeThCsl MOCUIIAHHA Ha pAJ] cTaTel MepeniKy JOKYMEHTIB 13 3a3HAUY€HHSM CTPOKIB iX
30epiranHs (y TOMY YHCI1 PI3HUX HEpeiKiB, SIKIIO 3aCTOCOBYIOTHCS THIIOBHH 1 ramy3eBuit). [Ipu


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

IIbOMY CTPOK 30epiraHHs 3a3Ha4a€ThCsl BIAMOBITHO JIO CTATTI, 1110 BCTAHOBIIIOE HAHOIBIIHKI CTPOK
30epiraHHs.

JUis  OKyMeHTIB, He TmependadeHux JII0YMMH IepelikaMH, CTPOKH 30epiraHHs
BH3HAYAIOTHCS HA MmijicTaBl iX BuBYeHHs EK ycTaHoBwm.

VYcTaHOBH, y AiSUTBHOCTI SIKMX YTBOPIOIOTHCSA JOKyMeHTH HA®D, moromKyroTh i CTPOKH 3
EIIK BiamoBiHOTO JEp)KaBHOTO apXiBy. YCTaHOBH, Yy MISUIBHOCTI SIKHX HE YTBOPIOIOTHCS
nokymenTn HA®, moromkyrots 1i crpoku 3 EK oprany Bumioro piBHs (3a HasiBHOCTI). [Ipu 1ibomy
B HOMEHKJIATypi crHpaB poOuThCs mpumiTka «CTpok 30epiraHHs BcTtaHoBieHO» (Ha3Ba EIIK
JepKaBHOTO apxiBy, mpotokos Ne  Bim  ); «Ctpok 30epiranas BcraHOBIeHO» (Ha3Ba EK
OpraHy BHUIIIOTO PiBHS, MPOTOKOA Ne  Bim_ ».

Jns cnpaB, chopMOBaHUX 13 THPaKOBAHMX KOIMINH JOKYMEHTIB, BCTAHOBIIOETHCS CTPOK
30epiranHs «/loku He MUHE TOTpeda» He3aJIeKHO BiJl CTPOKY 30epiraHHs OpUTiHANIB JOKYMEHTIB
(y ToMy umciai 1 UIsl TOKyMEHTIB MOCTIHHOTO CTPOKY 30epiraHHsi) 0e3 MOCHJIaHHS Ha CTaTTIO
BIJITIOBITHOTO TIEPEITiKY TOKYMEHTIB 13 3a3HAUEHHSAM CTPOKIB iX 30epiraHHs.

Ctpok 30epiranas cmnpaBu «lisi ciry’)kO0BOTO KOPHCTYBAaHHS» HE BCTAHOBIIOETHCS, a y
BIJIMOBITHIH rpadi HOMEHKIIATYpH CIIpaB MPOCTaBIIsAeThCs Mo3Hauka « EK» (excnepTHa KoMicis).

VY rpadi 5 «IIpumitka» poOaATHCS MO3HAUKU PO MEPeXiJiHi CpaBy; Npo GOpMy CTBOPEHHS
JIOKYMEHTIB CIIpaBH (€JIEKTPOHHA, MarnepoBa, 3MillIaHa); Mpo M0CaI0BUX 0Ci0, BIAMOBITAIBHUX 32
¢dbopMyBaHHS crpaB; Hpo Mepelrady ClpaB A0 apXiBy YCTAaHOBHM UM IHIIMX YCTaHOB IS iX
MIPOIOBKEHHS TOIIO.

{Ab3ay 0saoysmo n'smuil nynkmy 13 enaeu 1 po3odiny 1V i3 3minamu, énecenumu 32i0HO 3
Haxazom Minicmepcmea tocmuyii Ne 1581/5 6io 21.04.2022}

14. HomenknaTypa crpaB YCTAaHOBHM MIJIUCY€EThCS KEPIBHUKOM CIY>KOM 1JI0BOACTBA
YCTQHOBH, BI3YETbCS KEPIBHUKOM apxiBy yCTaHOBM (IIOCAJOBOIO OCO0OI0, BiJNOBIJAIBHOIO 3a
apxiB) Ta cxBamoerbest EK ycranosu.

HoBocTBOpeHi ycTaHOBU HE3aJIEKHO Bifl (HOpPMU BIACHOCTI MOBHHHI HE Mi3HIIIE OAHOTO POKY
3 IOYaTKY JisIbHOCTI moaaT cxBaieHy EK yctanoBu Homenkiatypy crpas Ha po3risig ETTK (EK)
BIJNIOBITHOI JIepKaBHOT apXiBHOI yCTAHOBM, AapXiBHOI'O BIJJUTYy MIChKOI pagd, y 30HI
KOMIUIEKTYBAHHS SIKUX BOHU NepeOyBarOTh, JIsl MPOBECHHS €KCIEPTHU3H LIIHHOCTI JOKYMEHTIB 3
METOI0 TX MOXJIMBOTO BigHeceHHs 10 HAD.

VYcTaHoBH, Y ISIIBHOCTI SIKUX YTBOPIOIOTHCA JOKyMeHTH HA®D, y mopanbiioMy MojaaroTh
cBoro HoMeHKJaTypy crpas Ha po3risa EINK (EK) BiamoBinHOi nep:kaBHOI apXiBHOI yCTaHOBH,
apXxiBHOTO BIAJIUTY MICbKOI PaJiy, y 30HI KOMIUIEKTYBaHHsI SKMX BOHU IepeOyBarOTh.

YcTaHoBH, y JiSTTBHOCTI SIKMX HE YTBOPIOIOTHCSA TOKyMeHTH HA D, mo1aroTh HOMEHKIIATYPY
cupaB EK oprany BUIIOro piBHS (3a HasBHOCTI). Y pa3i BiICYTHOCTI yCTAHOBU BHILOTO PiBHS
HOMEHKJIaTypa CIpaB CXBaIIO€ThCs BiIacHOw EK.

15. Homenknatypa crpaB yCTaHOBH MiJIATA€ TOTO/KEHHIO 3 BIJIMOBIIHUM JEP>KaBHUM
apxiBoM a00 CXBaJIEHHIO OPraHOM BHIIIOTO PiBHS OJIMH pa3 Ha I1’SITh POKiB a00 HEBIAKIJIAIHO B pasi
ICTOTHHX 3MiH y BIIAaCHOCTi MaiiHa, CTPYKTYpi, PYHKIIAX Ta XapakTepi pOOOTH YCTAaHOBH, BTPATH
YUHHOCTI THIIOBUM (Tay3eBUM) MEPENIiKoM JOKYMEHTIB 13 3a3HAYeHHSM CTPOKIB iX 30epiraHHs.


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

16. Tloromxena EIIK BignmoBigHOTO JepXaBHOTO apxiBy HOMEHKJIATypa CIpaB
3aTBEPKYETHCSI KEPIBHUKOM YCTAHOBH.

17. HoMeHkinarypa clpaB yCTaHOBM CKJIAJIA€ThCS y YOTHUPHOX MNpuMipHUKaX. I[lepmmit
(HEeOTOpKaHHUI) NPUMIPHUK 3BEIEHOI HOMEHKJIATypH cIpaB 30epiraetbcsi y CiyxOi
TIOBOJICTBA, JPYTMH - BHKOPHCTOBYETHCS CIY>KOOI JIJIOBOJACTBA SIK pobOounii, TpeTiil -
MepelaeThCcsl A0 apXiBy YCTaHOBU JUIsl 3IIHCHEHHS KOHTPOJIIO 3a (OpMyBaHHSM CIIpaB Yy
CTPYKTYPHHUX MiIpO3/iaX, YeTBEPTUH - HAJCHIAETHCA IO BIINOBITHOI JepXaBHOI apXiBHOI
YCTaHOBHU, apX1BHOTO BTy MICBKOI pajii ab0 OpraHy BUIIIOTO PiBHS.

YcTaHOBH, y AiSUTBHOCTI SIKUX HE YTBOPIOIOTHCS TOKyMeHTH HA®D, cKi1aatoTh HOMEHKIIATYPY
CIpaB YCTaHOBHU Y TPhOX MPUMIPHUKAX, SKIIO BOHU HE MAIOTh OpPraHy BUILOTO PiBHS.

18. HomeHnkmatrypa cmpaB CTPYKTYPHOTO TIAPO3AUTY YCTAaHOBH CKJIAIAEThCS y JBOX
npuMipHukax. OJUH NPUMIPHUK HOMEHKIIATYPH NEpeaaeThCs CIykO01 A1I0OBOJCTBA.

CTpyKTypHi MiIpO3/1iJH yCTaHOBU OTPUMYIOTh 3aCBiT4€HI B yCTAHOBICHOMY MOPS/IKY BUTATH
3 BIAMOBIIHUX PO3AUIIB 3aTBEPKEHOT HOMEHKJIATYpU CIIPaB YCTAaHOBHU JJISi BUKOPHUCTAaHHS B
poOOTI.

{Ihynkm 18 enasu 1 pozoiny IV donosneno nosum abzayom opyeum 3eiono 3 Haxazom
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022}

Jlns BUKOpUCTaHHSA B pOOOTI CTPYKTYPHI MiAPO3JLTH YCTAaHOBU OTPUMYIOTh 3aCBiUCHI B
YCTaHOBIICHOMY TOPSIZIKY BUTATH 3 BiJIMOBIIHUX PO3JALTIB 3aTBEPKEHOI HOMEHKJIATYPU CIIPaB
YCTaHOBH.

19. IIpotarom poky CTPYKTYpHI MiIpO3JiaH 3a0e3MeuyioTh BEI€HHS HOMEHKJIATyp CIIpasB,
30KpeMa 3a HeOoOX1THOCTI BHOCSITh JI0 HUX 32 MOTOKEHHSM 31 CIIyk0010 A1IOBOJICTBA Ta apXiBOM
(mocamoBor0 0c00010, BIAMOBIAAJIBHOIO 3a apxXiB) HOBI CHpaBH, HE MepeadavyeHl YHWHHOIO
HOMEHKJIATYypPOIO CIPaB, 3aCTOCOBYIOYH MIPH I[bOMY pe3epBHI HOMEPH HAMIPHUKIHI[I HOMEHKIATYPH.

20. HanpukiHili pOKy HOMEHKJIATYpH CIpaB CTPYKTYPHOTO MiAPO3MAiTY Ta HOMEHKJIATYpU
CIIPaB yCTaHOBU 3aKPUBAIOTHCS M1ACYMKOBUMU 3aMMcaMu Mpo (haKTHUHY HASBHICTh 3aBEJICHUX 32
pIK crpas.

[TincyMKOB1 3amMcH HOMEHKJIATypH CIpaB CTPYKTYpPHUX MiJPO3AUIIB  MIJIUCYIOTh
BIJIMOBiAaNIbHI OCOOM 3TiHO 3 1HCTPYKIIE 3 AUIOBOJICTBA YCTAaHOBM, a MiJICYMKOBHUH 3ammc
HOMEHKJIATypH CIPAaB YCTAaHOBH - KEPIBHHUK CIYKOW MIJIOBOJICTBA Ta MOBIJOMIISIFOTH KEPIBHUKA
apxiBy ycTaHOBH (10caioBy 0co0y, BINOBIJAJIbHY 32 apXiB).

{Ihynkm 20 enasu 1 posoiny IV 6 pedakyii Haxazy Minicmepcmea rocmuyii No 1581/5 6io
21.04.2022}

21. IToromxkena 3 EINK (EK) BinmoBigHOI qep>kaBHOT apXiBHOT YCTaHOBH, apXiBHOTO BiAJALTY
Micbkoi pagu (EK oprany BuIIOro piBHsS) HOMEHKJIaTypa CIIpaB yCTaHOBU HE MI3HILIE TPyaHS
MOTOYHOTO POKY YTOYHIOETHCS, MEPEIPYKOBYETHCS, 3aTBEPIAKYEThCS KEPIBHUKOM YCTAaHOBU Ta
BBOJIUTHCS B 1110 3 1 CIYHSI HACTYITHOTO KAJICHIAPHOTO POKY.

{IIynkm 21 2nasu 1 pos3oiny 1V 6 pedaxyii Haxazy Minicmepcmea rocmuyii Ne 1581/5 6io
21.04.2022}


https://zakon.rada.gov.ua/laws/show/z0446-22#n142
https://zakon.rada.gov.ua/laws/show/z0446-22#n148
https://zakon.rada.gov.ua/laws/show/z0446-22#n148
https://zakon.rada.gov.ua/laws/show/z0446-22#n148
https://zakon.rada.gov.ua/laws/show/z0446-22#n148

2. @opMyBaHHS CIIPaB

1. CripaBu (opMyIOTECSI B YCTaHOBI, SIK MIPABHUJIO, JEIIEHTPATI30BaHO, TOOTO B CTPYKTYPHHUX
migpo3aiiax. B ycranoBax 3 o0carom mokyMeHTooOiry mo 10 THc. TOKYMEHTIB Ha PiK MOXKIJIUBE
(bopMyBaHHS CIIpaB y ciy»O0i JI1I0BOJICTBA.

2. ITix yac popMyBaHHS CrIpaB CIiA JOTPUMYBATUCS TAKHX 3arajbHUX MPaBHIL:

BMIIIyBaTH y CHpPaBU TUIPKA BHUKOHAHI JOKYMEHTH BIATOBIAHO JIO 3arojIOBKIB CHpaB y
HOMEHKJIATYpi;

IpyNyBaTH y CIPaBH JOKYMEHTH, BHKOHAHI MPOTATOM OJHOTO KaJCHIApHOTO POKY, 3a
BUHATKOM TEPEXITHUX CIpPaB Ta CYIOBUX CIpaB (BEIYyThCS MPOTITOM KITBKOX POKIB JIO iX
3aBeplIeHHs), 0COOOBHX CIpaB (POPMYIOTHCS MPOTITOM Mepioay poOOTH 0COOH B IIil yCTaHOBI),
JOKYMEHTIB BHOOPYHMX OpPraHiB Ta IX MOCTIMHHUX KOMICIH, MemyTarchkux rpyn ((hopMmyroTbes 3a
nepiof X CKIMKAaHHS), JTOKYMEHTIB HAaBYAJIBHHX 3aKJIaJiB, IO XapPaKTEPU3YIOTh HABYAIHHO-
BUXOBHHI mporiec (popMyroThes 3a HaBYAIBHUHN PiK), JOKYMEHTIB TEaTPIB, IO XapaKTEPU3YIOTh
CIICHIYHY JisUIbHICTH ((DOPMYIOThCS 3a TeaTpalbHUIl ce30H), crpaB (iIbMiB, pyKOMHCIB, iICTOPIN
XBOPOO;

BMIIIIYBaTH Y CIIPABH JIMILE OPUTiHAIN a00 y pa3i iX BiACYTHOCTI 3aCBiIYECHI B yCTAaHOBJICHOMY
MOPSIIKY KOTIi1 JOKYMEHTIB;

HE JIOIYCKATH BKJIFOYCHHS JI0 CIIPAaB YOPHOBUX, OCOOMCTUX JOKYMEHTIB, PO3MHOKEHHUX KOITii
Ta JOKYMEHTIB, 1110 MiAJSTal0Th TOBEPHEHHIO;

JIO CTIPaBH BKJIFOYATH IOKYMEHTH TUTHKHU 3 OJTHOTO TUTAHHS a00 TPy CIIOPITHEHUX MMUTAHb,
110 CTAHOBIISATH €JUHUN TEMATHYHHUN KOMIIJIEKC;

OKpeMO TpYyIyBaTH y CIpaBU JOKYMEHTH TOCTiiHOTO, TpuBaioro (moHax 10 pokiB),
TUMYacCOBOT0 30epiranus;

3a 00csrom cmpaBa MOCTiHOTro Ta TpuBasoro (moHax 10 pokiB) 30epiraHHs He MOBHHHA
nepeBunryBatu 250 apkymiiB (He Oiabine 40 MM 3aBTOBIIIKH).

3. SIk BHHATOK, KOJIM I[bOT'O BHMAarae crierudika poOOoTH yCTaHOBH, TOKYMEHTH TOCTIHHOTO
Ta THUMYAcOBOTO 30epiraHHs, MOB’s3aHi 3 BHUPILICHHSAM OJHOTO NMHUTAaHHSA, MOXYTh THMYacOBO
TpyIyBaTHCS BIPOJIOBXK POKY B OJHY crpaBy. Ilicis 3akiHUeHHS poKy a00 BHUPIIICHHS MATaHHS
3rajiadi JJOKyMEHTH TIOBHHHI BMIIIlyBaTHCSI B OKpEMi CIIpaBH 3TiHO 3 HOMEHKJIATYpOIO CIpaB 3a
TaKUM MPUHIMIIOM: IO OJIHIET CIIPaBH BMIILIYIOTHCS JOKYMEHTH TiJIbKH IMTOCTIHHOTO 30epiraHHs, a
70 1HIIOT - THMYaCOBOTO.

4. JIoKkyMeHTHU TPYMyIOThCS y CIIPAaBU B XPOHOJIOTTYHOMY Ta/a00 JOTTYHOMY MOPSIIIKY.

5. TlonoxkeHHs, MpaBWia, IHCTPYKII TOIIO, 3aTBEPIKECHI PO3MOPAIUYUMH JTOKYMEHTAMHU,
TPYIYIOTBCSI Pa3oM i3 3a3HAYEHMMH JOKyMEHTaMH. SIKIIO BOHM 3aTBEp/PKEHI SIK CaMOCTiHHI
JIOKYMEHTH, 1X (OPMYIOTh B OKpEMi CIIPAaBU 32 BUIAMH 1 XPOHOJIOTIEIO.

6. Hakazu (po3nopsiKeHHs) 3 MUTaHb OCHOBHOI JAiSNTBHOCTI YCTaHOBH, 3 aAMIHICTPATUBHO-
rOCIO/IapChKUX MUTaHb, 3 KaJJPOBUX MUTaHb (0COOOBOT0 CKIIAy) IPYIYIOThCS Y Pi3HI CIIPaBH.

Haxkasu 3 kagpoBux mutaHb (0COOOBOTO CKJIaay) TPYMYIOTHCS BIAMOBIAHO A0 iX BHUIIB Ta
CTpOKiB 30epiranns. He mo3BosiseTbes TpymyBaTH pa3oM Haka3u TpuBaioro (75 pokiB) Ta



TUMYacoBOro (5 pokiB) 30epiranHs. J{OIIbHO mpu BeMMKUX o0OcArax IOKYMEHTIB Haka3H 3
KaJpOBHUX MHUTaHb (0COOOBOTO CKIIAY), IO CTOCYIOTHCS PI3HUX HANPSAMIB MiSJIBHOCTI YCTaHOBH
(npuiiMaHHs Ha poOOTY, 3BITLHEHHS, MPEMIFOBAHHS, BIAPSJKEHHS, BIIMYCTKH TOIIO), TPYITYBAaTH
B OKpeMi cmpaBu. SIKmIO pi3HMX BHIIB Haka3iB 3 KaJpOBUX NHUTaHb (0COOOBOTO CKIIAMY)
CTBOPIOETHCS HE3HAYHA KUTBKICTh, 1X TO3BOJISETHCS IPYIyBaTH 32 CTPOKAMH 1X 30€piraHHs: B OJTHY
CIIPaBY - HaKa3u TPUBAJIOTO CTPOKY 30epiraHHs, B HIIY - TAMYAaCOBOTO CTPOKY 30epiraHHs.

7. JIOKyMEeHTH 3acilaHb KOJIeTiaJlbHUX OpTaHiB TPYMYIOThCS y JIBi CIIPAaBH:
MPOTOKOJIH 1 JOKYMEHTH JI0 HUX (JOMOBI/I1, TOBIJKH, TPOCKTH PIIlIEHH TOIIO);

JIOKYMEHTH 3 OpraHizaimii 3aciianp (MOPSIOK J€HHUM, MaKeT PO3MIIIEHHS, CIHCOK
3aIpOIIEHUX TOLIO).

8. IIporokonu 3acigaHp KOJETiaJbHUX OPraHiB TPYMYIOTHCA Yy CHPaBH B XPOHOJIOTTYHOMY
NnopsAKY 1 3a HOMepaMu. JIOKyMEeHTH 110 3acijaHb 3a3HA4eHHUX OPraHiB CHCTEMAaTH3YIOTHCS 3a
JaTaMH Ta HOMEpaMHd IPOTOKOJIIB, @ B MEXaX TPYyNH JOKYMEHTIB, IO CTOCYIOTHCS OJHOTO
MIPOTOKOITY, - 32 MOPSAIKOM JICHHUM 3aCiIaHHS.

9. lopy4eHHs1 yCTaHOB BUIIOTO PiBHS 1 TOKYMEHTH, MOB’sI3aHi 3 IX BUKOHAHHSAM, IPYIYIOTHCS
y clpaBu 3a HampsMaMy ASUIBHOCTI YCTaHOBU ab0 3a aBTOpaMH 1HILIATUBHHUX JOKYMEHTIB.
JIOKyMEHTH Yy HEBEJHUKId KUIBKOCTI TpyMHyIOThCS B OJHY CHOpaBy. Y cCHpaBi JOKYMEHTH
CUCTEMATU3YIOThCS 3a JaTaMH JI0PYYEHb.

10. 3aTBepmKeHi IUIaHu, 3BiTH, KOIITOPUCH, TUTYJIbHI CIIUCKH TPYMYIOTHCS y CIIPABU OKPEMO
BiJI TPOEKTIB X JOKYMEHTIB.

11. JluctyBaHHS TIpyHyeThCS 3a 3MICTOM Ta KOPECHOHJEHTCHKOI O3HAKOW 1
CHUCTEMAaTU3YETbCI B XPOHOJIOTIYHOMY HOPSJAKY: JOKYMEHT-BIAMOBIAb PO3MILIYEThCA 32
AOKYMCHTOM-3AaIIUTOM.

12. B oco0oBux cmpaBax, o (OPMYIOTECS BIPOJOBXK YChOrO 4acy poOOTH HpalliBHUKA B
YCTaHOB1, JIOKyMEHTH TPYNYIOTHCA B XPOHOJOTIYHOMY HOPSAKY B Mipy iX HaAXOJKEHHS
(momoBHEHHS) (3as1Ba PO MPUUHATTS HA pOOOTY, MUCEMOBHIA TPYAOBUH JOTOBIp (KOHTPAKT), KOTIii
a00 BUTATH 3 PO3MOPSAYMUX TOKYMEHTIB (Haka3iB, PO3MOPSAIKEHB) MPO MPUUHATTA Ha poOOTY,
0co0OBHMI JHCTOK 3 OOJIKY KajpiB, JOMOBHEHHS 1O OCOOOBOTO JIUCTKA 3 OOJIKY Kajapis,
aBToOlorpadis, KOIis macrnopra, Komis o0JiKOBOi KapTKH IJIaATHUKA MOAATKIB (KpiM (i3UIHHUX
0ci0, sKi yepe3 CBOi pemiriiiHi MepeKOHAaHHs BiIMOBISIOTHCS B MPUUHATTS pPEECTPALIHHOTO
HOMEpa OOJIKOBOi KapTKM IUIATHWKA IMOAATKIB Ta TMOBIIOMUIM TIPO 1€ BIATIOBIAHHI
KOHTPOJIIOIOYMI OpraH 1 MaloTh BIIMITKY y MaclopTi), KOIis BiCBKOBOro KBHUTKa (y pasi
HassBHOCT1), KOINi JOKYMEHTIB MPO OCBITY, HAyKOBHWH CTYITiHb, BYCHE 3BaHHS, 3asBU PO
NepeBeICHHs] Ha 1HIIY poOoTy (TMocaay), CyMICHHUTBO, 3MiHY OiorpadiyHux gaHuX, Komii abo
BHUTSITH 3 PO3MOPSATINX TOKYMEHTIB (HaKa3iB, PO3MOPSIKEHB) TIPO MEPEBEICHHS Ha 1HITY poOOTy
(mocany), CYMiCHHUIITBO, KOTIi1 JOKYMEHTIB, IO € MiJCTaBaMH JJisl HaJaHHs MUIBT (32 HASBHOCTI),
KOIi JTOKYMEHTIB MPO BHECEHHS 3MiH JI0 OOJIKOBHX JOKYMEHTIB y 3B’SI3Ky 31 3MIHOIO
Oiorpadiunux naHux (Mpi3BHIIA, IMEHI, MO OATHKOBI), XapaKTEPUCTUKH, KOIIii JOKYMEHTIB IPO
TiIBUINICHHS KBaTi(piKkaIlii, CTa)KyBaHHS, 3a0X0UEHHS (HaropoHKeHHS, TPEeMitOBaHH ), JOKYMEHTH
3 arecTauii, 3asgBa MpO 3BUIbHEHHS 3 POOOTH, KOIMii a00 BUTATH 3 PO3MOPSAYUX TOKYMEHTIB
(HakaziB, PO3MOPSIKEHB) TIPO 3BUTHHEHHS 3 pOOOTH).



o oco0oBoi cripaBu 000B’SI3KOBO CKIIQAA€THCS BHYTPILIHINA OMUC, KU PO3MIIIYETHCS HA
MOYATKYy CIPAaBH.

BigoMocTi mpo CTATHEHHS, 3a0XOYEHHs, BUKOHAHHS OOOB’SI3KIB THMYAcOBO BiJICYTHHOT'O
MpaliBHUKA, 3aMilllEeHHs] BAaKaHTHOI ITOCAIi BHOCSATHCS /IO JIOTIOBHEHHS O OCOOOBOTO JIUCTKA 3
00Ky KaJpiB.

Oco00Bi cripaBu KepiBHOTO CKJIaAy Ta MpalliBHUKIB MiANPHEMCTB, YCTAHOB Ta OpTaHi3allii
30epiraroThcs 32 OCHOBHUM MiCIIeM POOOTH.

{Ilynkm 12 2naeu 2 po3diny IV 0onosneno nosum abzayom 32iono 3 Hakasom Minicmepcmea
tocmuyii Ne 1581/5 6io 21.04.2022}

{Ilynkm 12 2nasu 2 pos3oiny 1V 6 pedaxyii Haxazy Minicmepcmea rocmuyii Ne 2277/5 6io
04.07.2018}

13. Oco6oBi cripaBHu AepKaBHUX CITy>KOOBIIB (OpMYIOThCS B1AMOBIAHO 10 [lopsiniky BeaeHHs
Ta 30epiraHHs OCOOOBUX CIpaB JEPKaBHUX CIYyXOOBIIIB, 3aTBEPIKEHOIO  HAKa30M
HamionaneHoro arenrctBa YKpaiHu 3 IUTaHb AepkKaBHOI ciyxkOu Big 22 Oepe3ns 2016 poky Ne
64, 3apeectpoBaHoro y MinictepcTsi roctuiii Ykpainu 15 kBiTHs 2016 poky 3a Ne 567/28697 (i3
3MiHAMH).

{Ilynkm 13 2nasu 2 pos3oiny IV 6 pedaxyii Haxazy Minicmepcmea rocmuyii Ne 2277/5 6io
04.07.2018}

14. Po3paxyHKOBO-IJIaTKHI  BIJOMOCTI (0COOOBI paxyHKH) TpaliBHUKIB YCTaHOBH
CHCTEMAaTU3YIOThCS B MEXaxX pOKY 3a IMpi3BUINAMU B andaBiTHOMY MHOPSIKY, a BIJIOMOCTI Ha
BUILJIATY Tpolueil (B1IOMOCTI HapaxyBaHHS 3apoOiTHOI M1aTH) (GOPMYIOTHCS LIOMICSIS B MEXax

POKYy.

15. 3BepHEHHS TPOMAJISH 3 MUTaHb POOOTH YCTAHOBU Ta BCi JOKYMEHTH 3 1X pO3IISIY i
BUKOHAHHSI TPYMYIOTHCS OKPEMO BiJl 3BEPHEHb TI'POMAJSH 3 OCOOMCTHUX IUTAaHb. 3BEPHEHHS
IPOMAJISIH 3 OCOOMCTHUX IMHUTAHb 3AJICKHO BiJ 1X KUIBKOCTI JOLUIBLHO IPYITyBaTH 3a MUTaHHSIMH,
HANPUKIAJI: 3 TUTaHb POOOTH IPOMAJICEKOTO TPAHCIIOPTY, 3 MUTaHb MEIUYHOTO 0OCITYTOBYBaHHS
toio. KojkHe 3BEpHEHHS 1 IOKYMEHTH 3 HOro po3MIIsly CKJIaIaloTh Y CIIPaBi CaMOCTIHHY TPYITy.
[ToBTOpHI 3BEpHEHHS 1 MOKYMEHTH 3 iX pO3IJIALY CHCTEMAaTH3YIOTh Yy CIpaBU pazoM 3
MOTIEPETHIMHU.

16. MeTtoauuHe KEepiBHULTBO 1 KOHTPOJb 3a (OpPMYBaHHSIM CIpaB B YCTaHOBI Ta ii
CTPYKTYPHUX MipO3/1iJaxX 3IHCHIOIOTHCS CIY>KOO0 M1ITOBOACTBA T4 apXiBOM YCTAHOBH.

3. 30epiranHsi JIOKyMeHTIB y IiJ10BOACTBI

1. JIoKyMEHTH 3 MOMEHTY CTBOPEHHS UM HaJXOJKEHHA 1 J10 NepeaaBaHHs Ha 30epiraHHs B
apxiB yCTaHOBHU 30epirarTbcs 3a MicleM (OopMyBaHHS CIIpaB Yy CIy»Oi IIJIOBOJCTBA YW 1HIIMX
CTPYKTYPHHUX MiAPO3/iJaX YCTAaHOBHU BiANOBIAHO 10 HOMEHKJIATYPHU CIIpaB.

OpuriHaam HOpMaTHBHO-TIPABOBHX aKTiB 30€pIiratoThCs 3a MiCLIEM 1X BUIAHHS, a JOKYMEHTH
I0J10 iX pO3pPOOJICHHS, TIOTOKEHHSI TOIIIO - 32 MIiCIIEM CTBOPEHHS.

{Ilynkm 1 enasu 3 po3zoiny IV donosneno nosum abzayom 3eiono 3 Haxazom Minicmepcmea
tocmuyii Ne 1581/5 6io 21.04.2022}


https://zakon.rada.gov.ua/laws/show/z0446-22#n152
https://zakon.rada.gov.ua/laws/show/z0791-18#n25
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2. KepiBHUKM CTPYKTYpPHHX MiJpO3JIJiB YCTAaHOBU 1 NpAalIBHUKHU, BIINOBIAAIbHI 3a
OpraHizallio TUTOBOJCTBA B ITUX MigpO3AiiaxX, 3000B’s13aHi 3a0e3neunTr 30epiranHs JOKyMEHTIB
i cipas.

3. s 30epiranHs cupaB y JI1JI0BOACTBI BUKOPUCTOBYIOTh KAPTOHHI TEKH 13 KJIarlaHaMu abo
3aB’s13KaMHM, KapTOHHI a00 MJIaCTMACOBI MIBUIKO3IIKMBaYi. Y poOOYMX KIMHATaX CIPaBU IMOBUHHI
30epiraTuch y BEPTUKAIBHOMY IOJIOKEHHI B Imadax, mo 3aKkpuBarOTbCs. s TiABHICHHS
OINEPATUBHOCTI PO3LIYKY JOKYMEHTIB CIpPaBU PO3MIIIYIOTHCS BIAMOBIIHO 10 HOMEHKJIATYpH
crpaB. Ha kopiHIIX 0OKIIQAMHOK CIIPaB 3a3HAYAIOTHCS 1HICKCH Ta 3aT0JI0BKH 32 HOMEHKJIATYPOIO
CIpas.

4. MarsiTHi cTpiuku Ta nudposi Hocli iHdopMartii 3 oHOrpamMaMu 3acijaHb KOJIET1aIbHOTO
oprany 30epiratoTbcs B Horo cekperaps. Ha crpiumi i kopoOui poOHUThCS BiAMITKA MpPO HaTy
3acimaHHs 1 yac 3anucy. CekpeTap KoJieriaJbHOTO OpraHy BiAMoBigae 3a ix 30epiraHHsl.

5. Bupaua crpaB y THMYacoBe KOPUCTYBAHHsI MpaliBHUKAM CTPYKTYPHHX II1JIPO3JLTiB
YCTQHOBU 3/IMCHIOETbCA 3 J03BOJIY KEpiBHHKA CTPYKTYPHOTO HiApO31i1y, B sSKOMYy OyIo
chopmoBaHo cmpaBy (3 1HQOPMYBaHHSIM CIyXOW MAUTIOBOACTBA), IHIIUM YyCTaHOBaM - 3
IIUCbMOBOTO JI03BOJIY KepiBHHKA ycTaHOBU. Ha BuJjaHy cripaBy CKIaJlaeThCsl KapTKa-3aMiHHUK 3a
¢dbopMmoto, HaBeneHOwO B JonaTky 12 mo uux [lpaBun. V kapTii 3a3HayaroThCs HalMEHYyBaHHS
CTPYKTYPHOTO MiAPO3ALTY, IHAEKC CIIPaBH, 3ar0JIOBOK CIIPaBH, JaTa ii BU1aui, ocola, sKiii cripaBy
BUJIAHO, JaTa ii MOBEpHEHHs, MANKUCH 0ci0, SIK1 BUJAIN Ta IPUNHHSIIN CIIPaBy.

{Ab3ay nepwuii nynkmy 5 enasu 3 posoiny IV i3 3minamu, enecenumu 32iono 3 Haxazom
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022)

[TocamoBa ocoba, sika BUJana Ta NpUMHSANA CHpaBy, 3000B’si3aHa 3AIMCHUTH IEPEBIPKY
HASIBHOCTI1 JIOKyMEHTIB Yy CIpaBi.

He no3BonsieTbcsi BHIaBaTH y THUMYAcOBE KOPUCTYBaHHS IpaliBHUKAM CTPYKTYPHHX
HiAPO3/ALTIB YCTAHOBU OKpPEMi JOKYMEHTH 31 CIIPaB.

6. HanaHHs cripaB y THMYacOBe KOPUCTYBAHHS 3A1MCHIOETHCS HE O1IbII SIK HA OJIUH MiCS1LIb.

7. BunmydeHHs OpHUriHajliB JOKYMEHTIB (CIpaB) JOMYCKAETHCS 3 JJO3BOJTY KEPIBHUKA YCTAaHOBHU
3 IOTPUMaHHIM BUMOT, 3a3HaueHUX y MyHKTI 14 po3ainy I uux [Ipasui.

8. V pa3i BTpaTu JOKYMEHTIB 1 CIIpaB, 110 YUCIATHCS 32 HOMEHKJIATYPOIO, Y CTPYKTYPHHX
MIIPO3A1IaX BXKUBAKOTHCS 3aX0H BIAMOBIIHO /10 MYHKTY 9 TiaBu 2 po3aury V nux [IpaBwui.

{Ilynkm 8 enaeu 3 po3oiny 1V i3 sminamu, enecenumu 32iono 3 Haxaszom Minicmepcmea
tocmuyii Ne 2277/5 6io 04.07.2018}

V. Excneprusa WiHHOCTI JOKYMEHTIiB

1. HopMaTMBHO-METOAMYHI 3aCaAH €KCIEPTU3HM HIHHOCTI JOKYMEHTIB

1. ExcniepTu3a IiHHOCTI JTIOKYMEHTIB IPOBOJUTHCS BIJIIMOBIIHO JI0 3aKOHOAABCTBA y cdepi
apXiBHOi CMpaBW Ta JUJIOBOJCTBA, THIOBHX Ta TaJy3eBUX IEpENiKiB BHJIIB JIOKYMEHTIB 13
HOPMATHBHO BCTAHOBJIICHUMM CTpPOKaMH iX 30epiraHHs, 3aTBEp/UKCHHUX BIAMOBIAHO 10
3aKOHOJIaBCTBA, TUMIOBUX 1 MPUMIPHUX HOMEHKJIATYp CIIPaB, IHITUX HOPMATHBHO-ITPABOBUX aKTIB
3 MUTaHb €KCHEPTU3H IIHHOCTI.


https://zakon.rada.gov.ua/laws/show/z0446-22#n154
https://zakon.rada.gov.ua/laws/show/z0791-18#n30

{Ihynkm 1 enasu 1 pozoiny V 6 peoaxyii Haxasy Minicmepcmea rocmuyii Ne 2277/5 6io
04.07.2018}

2. lns oprauizaiii Ta MpOBEICHHS €KCIIEPTU3H LIHHOCTI JOKYMEHTIB B IOPHIMYHUX 0CO0aX,
iX BIIOKpeMJICHUX Miapo3aiiax, siki 3a pimeHHsM EIIK nepskaBHOro apxiBy BHECEHI J0 JKepen
¢dopmyBanns HA®D, yrBoproroTbes moctiitHo Aitodi EK, 110 Aif0Th BiINOBITHO 10 MOJIOKEHB MPO
HUX.

{Ab3ay nepwuit nynkmy 2 enasu 1 po3odiny V i3 3minamu, enecenumu 32iono 3 Haxazom
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022)

VYV Mmyzesx 1 0i0niorekax, IO nepedyBalOTh Yy JEp)KaBHIM 4M KOMYHaJbHIN BIacHOCTI,
MIPOBE/ICHHS €KCIEPTU3H LIIHHOCTI JOKYMEHTIB MMOKJIAJa€ThCs BIAMOBIIHO IO 3aKOHOJABCTBA HA
¢donnoBo-3aKkymiBesnbHl Komicii (mami - ®3K) ta excneprHo-ominHI koMicii (nami - EOK). ¥V
nonoxeHHax npo P3K wmyseiB Ta EOK 06i06mioTek 3a3Ha4aroTbcs 3aBAaHHS, OB s3aHI 3
€KCIIEPTU3010 LIIHHOCTI apX1BHUX JJOKYMEHTIB.

JlepkaBHI OpraHd, OpraHH MICIIEBOIO CaMOBpSAyBaHHs, JEp)KaBHI Ta KOMYHaJIbHI
MiMPUEMCTBA, YCTAHOBHU Ta OpraHizaliii po3poossiroTs nojoxkeHHs npo EK Ha miacrasi Tunosoro
MIOJIOKEHHS NP0 €KCIIEPTHY KOMICIIO JIep>KaBHOT'O OpraHy, OpraHy MICIIEBOTO CaMOBpsIyBaHHS,
JIep>KaBHOTO 1 KOMYHAJIBHOTO MiANPHEMCTBA, YCTAHOBU Ta OpraHi3allii, 3aTBEPHKCHOTO HAKa30M
MinicrepcrBa roctumii Yipaiau Big 19 wepBHs 2013 poky Ne 1227/5, 3apeecTpoBaHOTO Yy
Minictepctsi roctutii Ykpaiau 25 gepBast 2013 poky 3a Ne 1062/23594 (i3 3minamn).

I'pomanceki 00’€qHaHHS, peniriiHi oprasizanii, HiANPUEMCTBA, YCTAHOBU Ta OpraHizarlii,
3aCHOBaHI Ha MpUBATHIM (opMi BIACHOCTI, a TaKOX JEp>KaBHI HAyKOBI YCTaHOBU i yac
MiAroToBKY NojoxeHb npo EK kepyroTbes pekoMeHnanisiMu Y KpaepKapxiBy.

{Ilynkm 2 enaeu 1 pozoiny V i3 3minamu, énecenumu 32i0Ho 3 Haxaszom Minicmepcmea
tocmuyii Ne 2277/5 6io 04.07.2018}

3. ¥V ceoiii gismpHOCTi EK, ®3K, EOK ycTaHOB KepylOTbCs NPUHLUIAMH 1 KPUTEPIIMU
eKCIEepPTH3H LIHHOCTI JOKYMEHTIB, YCTaHOBJICHUMH [1opsIKoM yTBOpPEHHS Ta JisSIBHOCTI KOMICIH
3 MpPOBEIEHHS EKCIEepPTU3U I[IHHOCTI JIOKYMEHTIB, 3aTBep/PKeHHMM moctaHoBoio Kalinery
MinictpiB Ykpainu Bix 08 ceprnusa 2007 poky Ne 1004 (i3 3MiHaMn).

4. EK ycTraHoBH, y IISTTBHOCTI SIKO1 yTBOPIOIOTHCS IOKyMeHTH HA®D, puiimae pilneHHs mpo:

cxBasieHHs1 1 noaanHa 1o EIIK pepxasHoro apxiBy (EK apxiBHoro Bimauty pailoHHOI,
paifonHux y mictax Kuesi 1 CeBacTomosni JepaBHUX aJMiHICTpalild, MIiCbKOI pajau) MPOEKTIB
TaKMX JOKYMEHTIB: ONKCIB CIpPaB MOCTIHHOrO 30epiraHHs, ONUCIB CIpaB 3 KaJpOBUX NUTaHb
(ocoboBoro CKjany), HOMEHKIATYp CHpaB, IHCTPYKIIH 3 JIIJIOBOJACTBA, MOJOKEHb MPO CIYKOU
JI0BO/ICTBA, apxiBHI mifpo3auin Ta EK, aHOTOBaHMX nepenikiB YHIKaJIbHUX JOKyMeHTiB HA®,
aKTIB MPO BUJIIYUYEHHS JUISl 3HUILEHHS JOKYMEHTIB, He BHeceHUX 10 HA®D, akTiB Npo BUIyYCHHS
nokyMeHTiB 3 HA®, akTiB mpo HEBUIIPABHI MOMIKOKEHHS cripaB (IoKkymMeHTiB) HA®D;

CXBaJICHHS:
OMNuciB crpaB TpuBanoro (moxnaz 10 poki) 30epiranus;

aKTIB TIPO HEBHUIIPABHI TOIIKOKEHHS CMpaB (IOKyMEHTIB) TpuBanoro (monan 10 pokis)
30epiraHHs Ta 3 KaJpoBUX MUTaHb (0COOOBOTO CKIIAMY);


https://zakon.rada.gov.ua/laws/show/z0791-18#n32
https://zakon.rada.gov.ua/laws/show/z0791-18#n32
https://zakon.rada.gov.ua/laws/show/z0446-22#n159
https://zakon.rada.gov.ua/laws/show/z1062-13#n13
https://zakon.rada.gov.ua/laws/show/z1062-13#n13
https://zakon.rada.gov.ua/laws/show/z1062-13#n13
https://zakon.rada.gov.ua/laws/show/z0791-18#n35
https://zakon.rada.gov.ua/laws/show/1004-2007-%D0%BF
https://zakon.rada.gov.ua/laws/show/1004-2007-%D0%BF

HOMEHKJIATyp CIpaB, OMHCIB cripaB TpuBajioro (moHaa 10 pokiB) 30epiraHHs yCTaHOB, IO
HaJIeXKATh 10 chepH yNpaBlliHHSA OpraHy BHILOTO PIBHSA Ta y TISUIBHOCTI SIKUX HE YTBOPIOIOTHCS
nokyMeHTH HA®.

5. EK ycTtaHoBH, Yy AiSUIBHOCTI SIKOi HE YyTBOPIOIOThCS JokyMeHTH HA®D, npuiimae pirieHHs
po:

cxBajeHHs 1 mojganHsa no EIIK nepxaBnoro apxiBy (EK apxiBHOro Bimmiy pailoHHOI,
paifonnux y mictax Kuesi i CeBacTomoni JepKaBHHX aJMiHICTpaiiid, MICbKOI paju) MPOEKTIB
TaKuX JIOKYMEHTIB: OIKMCIB CIPaB 3 KaJAPOBUX MUTaHb (0COOOBOTO CKJIAAY), aKTIB PO BUITYYCHHS
JUTSL 3HUIIEHHS JIOKYMEHTIB, He BHeceHuX 10 HAD;

CXBaJICHHS:

IHCTPYKIIIi 3 TIJIOBOJICTBA;

HOMEHKJIATYpH CIIPaB;

MIOJIOKEHHS PO CIIY»OU A1TOBOACTBA, apXiBHI miapo3aiau ta EK;
OMnuciB crpaB TpuBaioro (moxnaza 10 poki) 30epiranus;

aKTIB TIPO HEBHUIIPABHI TOIIKOKEHHS CMpaB (JIOKYMEHTIB) TpuBanoro (monam 10 pokis)
30epiraHHs Ta 3 KaJpoBUX MUTaHb (0COOOBOTO CKIIAMY);

HOMEHKJIaTyp CIpaB, OMUCIB cIpaB TpuBasoro (moHaza 10 pokiB) 30epiraHHsl yCTaHOB, IO
HaJiekaTh A0 chepH yIpaBlliHHSA YCTAHOBU Ta Yy AISUIBHOCTI SIKUX HE YTBOPIOIOTHCS TOKYMEHTH
HA®.

6. EK omgHouacHO po3risijgae ONUCH CHOpaB Ta akTU MPO BHIYYEHHS JUIs 3HUIICHHS
JIOKYMEHTiB, He BHeceHuX 10 HA®D, a Takox akTu Mpo BHIY4YeHHS JOKyMeHTiB 3 HAD pasom 3
aKTaMHM MPO HEBUITPABHI MONIKOKEHHS cpaB (okyMeHTiB) HA®D (3a iX HasBHOCTI).

7. BuecenHs nokyMmeHTiB yctaHoB 10 HA® 3niiicHioeTbes Ha mifctasi pimeHHs EIK
JIep>KaBHOTO apXiBy IPO CXBAJIEHHS OMKCIB CIIPAB MOCTIHHOIO 30epiraHHs Ta HOoro 3aTBepAXKEeHHS
KEpPIBHUKOM yCTaHOBH.

2. ITopsiiOK NpOBeIeHHS eKCIIEPTH3U WIHHOCTI IOKYMEHTIB
1. ExcriepTu3a HiHHOCTI IOKYMEHTIB B YCTaHOBI POBOIUTHCS:

y TOTOYHOMY JiJIOBOJACTBI - TiJ 4Yac CKJIAJaHHA HOMEHKJIATyp crpaB, (HOpMyBaHHS
JIOKYMEHTIB Yy CIpaBH 1 MEPEBIPSHHS MPABUIBHOCTI BiTHECEHHS JOKYMEHTIB 1O BIIMOBITHUX
CTIpaB, MiArOTOBKHU CIPaB JIO IepelaBaHHs Ha apXiBHE 30epiraHHs;

B apXiBl YCTaHOBH - Y MIPOLEC] IPUHMaHHS CIIPaB /10 apXiBy Ta MiArOTOBKHU CIIPaB Ha MOCTiiHe
30epiraHHs.

2. Excnieptu3a IiHHOCTI JIOKYMEHTIB y JiJIOBOJCTBI MPOBOJUTHCS IIOPOKY B CTPYKTYpPHHUX
MiIPO3AiIax YCTaHOBU Oe3mocepeHh0 0CO0aMH, BIAMOBITAIbBHUMH 33 OPTraHi3alliio JiJ0BOJICTBA
B IUX MiApo3ainax, pazoM 3 EK mig MeTonnyHIM KEepiBHUIITBOM CIIY>KOU TIITOBOACTBA Ta apXiBY
YCTaHOBH.



OpranizaniifHy Ta METOAUYHY JIONIOMOTY Y MPOBEJAEHHI eKcrepTu3n IiHHOCTI Hamae EIIK
nepxasHoro apxiBy (EK apxiBHoro Bimuiny pailoHHOI, pailonHux y mictax Kuesi i CeBacTormoti
JIep’KaBHUX aIMIHICTpAIlii, MiCHKOT paJin).

3. Ilix yac mpoBeeHHsI eKCTIEPTU3U LIIHHOCTI JOKYMEHTIB y JII0BO/ICTBI BUPI3HAIOTH YOTUPH
IpyIH CIIpaB:

MOCTIHHOTO 30epiraHHs;

TpuBasioro (nmoxaxa 10 pokiB) 30epiranHs;

TUMYacoBOTO 30epiranus (10 10 pokiB BKIIFOYHO);

Ti, 10 MAJNSATAIOTH 3HUIIEHHIO y 3B’ S3KY 13 3aKIHYEHHSIM CTPOKIB 1X 30epiranHs.

BunydeHHsT DOKYMEHTIB IS 3HHIICHHS O€3 MPOBEACHHS IMOMNEPEAHbOI EKCIIePTH3U IX
I[IHHOCTI 3a00pOHSIETHCS.

{Ilynkm 3 enasu 2 po3diny V Odonosneno nosum abzayom wocmum 32iono 3 Hakaszom
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022}

Binbip 3a3HadeHHMX Tpyn JOKYMEHTIB 3IIHCHIOETHCS Ha TiJCTaBi HOMEHKJIATYpH CIpaB
YCTAHOBH, a TAKOX THUIOBUX Ta BIIOMYHMX (Tay3eBHX) IMEpETiKiB JOKYMEHTIB 31 CTpOKaMH
30epiraHHs NUIIXOM TEPeryisiLy KOXHOTO apkyma crpaBu. OJHOYACHO MEPEBIPSAIOTHCS SIKICTD 1
MOBHOTa YMHHOI HOMEHKJIATYpH CIIPaB, NMPAaBUIBHICTh BH3HAYEHHS CTPOKIB 30epiraHHs CIIpas,
nepea0ayeHnx HOMEHKIIATYPOIO, JOTPUMAaHHS BCTAHOBJICHUX MPaBHJI OQOPMIICHHS JOKYMEHTIB
Ta opMyBaHHS CHIpaB.

{A63ay cvomuii nynkmy 3 enaeu 2 pozoiny V i3 3minamu, enecenumu 32iono 3 Haxazom
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022}

4. Ctpok 30epiranHsi TOKYMEHTIB 00UHCIIOEThCs 3 01 CIUHS pOKY, HACTYITHOTO 32 POKOM
3aKkiHYeHHs crnpaBu. Hampukian, oOuuciieHHs CTpoKy 30epiraHHs crpas, 3aBepiieHux y 2014
porti, mounHaetses 3 01 ciunst 2015 poky.

5. 3a0opoHseTbesl BiOIp MTOKYMEHTIB JUIsl MOAAQIBIIOTO 30epiraHHs abo 3HHINCHHS Ha
MiJICTaB1 3ar0JIOBKIB CIpaB B OMKUCY a00 HOMEHKIIATypl CIIPaB.

6. Cnpasu 3 no3Haukor «EIIK», y SKMX €KCIepTH3010 IIHHOCTI BCTAHOBJICHA HAsSBHICTh
JOKYMEHTIB TOCTIMHOTO 30epiranHs, MiAIsAraiTh nepeopmyBaHHIO. JJOKYMEHTH MOCTIHHOTO
30epiraHHsi, BWJIYYEHI 13 3a3HAuCHUX CIpaB, 00 €IHYIOThCA B CaMOCTIHHI crmpaBud abo
NPUEAHYIOTBCS JI0 IHIIMX OJXHOPiAHMX cmpaB. OmnpaBieHHsS 3HOBY C(OPMOBAHUX CIIPaB
3MIMCHIOETHCS TITBKH ITICIIS 3aBEPIICHHS €KCIIEPTU3H IIIHHOCTI IOKYMEHTIB.

7. Ilig yac NMpoOBENEHHS EKCIEPTH3U LIHHOCTI JIOKYMEHTIB Y JAUIOBOJICTBI BUSBISIOTHCA
TyOJIeTHI TOKYMEHTH, TOKYMEHTH, III0 HE CTOCYIOThCSI CIpaBH, YEPHETKU, HeO(OpMIIeHI KOmii,
MeTaJIeB1 CKPIMJIEHHS, 110 MiJUISITal0Th BUITYUYEHHIO 31 CIIpaB MOCTIHHOTO Ta TpuBasioro (moxaza 10
POKIB) 30epiraHHs.

8. 3a pesynbTaTaMu €KCIEPTH3U I[IHHOCTI JOKYMEHTIB CTPYKTYPHI MIAPO3IIIH TOTYIOTh
CrpaBu TMOCTiHOrO 1 TpuBajoro (moHax 10 pokiB) 30epiraHHs 10 NepegaBaHHS O apXiBy
YCTaHOBH, 30KpeMa:


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

3MIACHIOETHCS. 0(OPMIICHHSI CTIPaB BIAMOBIIHO 0 BUMOT, BU3HAYEHUX Yy TJaBi 2 po3ainy VI
uux [Ipasun;

3MIIACHIOETHCS CKJIQJIaHHSA OMNHCIB CIpPaB CTPYKTYPHOTO MiAPO3AiTY 3TiTHO 3 BUMOTaMH,
BH3HAYeHUMU y ri1aBi 3 po3ainy VI nux [paswn;

Ha Ti/IcTaBi HOMEHKJIATyp crpaB (OPMYIOTHCS MEPETiKH (CIUCKU) CTpaB, IO MiAISATA0Th
3HMIICHHIO Y 3B’S3KY 13 3aKIHYEHHSM CTPOKIB iX 30epiraHHs, JIJIs BKIIOYCHHS 0 aKTa Ipo
BIJTYYEHHS JIJIs 3HUILCHHS JOKYMEHTIB, He BHeceHHX 10 HAD.

9.V pasi BCTaHOBJIEHHS B IPOIIECI €KCIIEPTHU3H LIIHHOCTI ()aKTiB HECTaui JOKYMEHTIB 1 CIIpas,
0 BHECEHI 1O HOMEHKIATypH, BIAMOBIAHUMH CTPYKTYpPHHMH MiIPO3AUIaMH YCTaHOBH
3MIACHIOETBCS iX PO3LIyK. Y pa3i HEraTMBHOTO DPE3yJbTaTy PO3IIYKY KEpIBHHK YCTaHOBU 3a
MOJIaHHSM CITy>K0H J1I10BO/ICTBA a00 KepIBHUKA apXiBY (0c00HU, BIANOBIJAIBHOI 3a apXiB) CTBOPIOE
KOMICIIO 31 CJIy>k00BOTO pO3CIIiTyBaHHS, PU3HAYAE CIY>KOOBE PO3CIIiyBaHHS 1 BUAA€E HaKa3 Mpo
MPUTSTHEHHS 10 BIAMOBIAAIBHOCTI 0C10, BUHHUX Y BTpaTi JOKYMEHTIB abo crpas. [loBiaka mpo
NPUYMHU BIJICYTHOCTI JOKYMEHTIB a0o0 crpaB, MiANMMCaHa 4iI€HAMH KOMicii Ta KepiBHUKOM
BIJIMOBIAHOTO CTPYKTYPHOTO MiAPO3A1ITY, IEPEIAETHCS 10 apX1BY YCTAaHOBH.

Ha mincTaBi MOBiAKM apXiB CKJIaNa€e akT Mpo HecTady CrpaB (JOKYMEHTIB) y CTPYKTYypHHUX
migpo3aiiax 3a (opmMoro, HaBeIeHO B j10aaTky 13 mo mux IlpaBwn, Skl miAnUCye KEPiBHUK
apxiBy (oco0a, BIONOBiJadbHA 3a apxiB), Bi3ye KEPIBHUK CIIy>KOW JIJIOBOJCTBA Ta 3aTBEPIKYE
KEpIBHHUK YCTaHOBH.

10. B apxiBi ycTaHOBU €KCNEPTU3Y LIHHOCTI JJOKYMEHTIB MTPOBOSTh:

i/ 9ac CKJIaJlaHHs 3BeIEHUX OIUCIB CIIPaB;

y pa3i HaJIXO)KEHHsI TOKYMEHTIB Y HEYIOPSIKOBAaHOMY CTaHi;

y pa3i 3aKiHYEHHS CTPOKIB THMYACOBOTO 30€piraHHs apXiBHUX JOKYMEHTIB;

nepe]l rnepelaBaHHAM CIIpaB Ha IMOCTIHE 30epiraHHs 0 BIAMOBIIHOI JAep:KaBHOI apXiBHOI
YCTAHOBH, apXiBHOT'O BiAJITy MiCBKOI pajiy;

3 METOIO BUSIBJICHHS YHIKAJIbHUX JOKyMeHTIB HAD.

11. ExcriepTu3a IIHHOCTI JOKYMEHTIB B apXiBl YCTaHOBH 3JIMCHIOETHCA 1] METOIUYHUM
KEpIBHULITBOM BIJIMOBIAHUX JEP>KaBHUX apXIBHUX YCTAHOB, apXiBHHUX BIAJIIIB MICBKUX paf, y
30HI KOMIUICKTYBaHHS SKHX TIepe0yBa€e yCTaHOBA.

12. ExcriepTH3a iHHOCTI IOKYMEHTIB B apXiBl YCTAHOBH /1 4ac CKJIaJIaHHs 3BEJCHUX OIUCIB
crpaB Trepefdadae aHali3 CKIaay JOKyMEHTAllli YCTaHOBH, 30KpeMa OpraHi3alliiHux 1
PO3MOPSAUUX TOKYMEHTIB, a TAKOXK IJIAHOBOI Ta 3BITHOI IOKYMEHTAIIIi:

1) yTOUHIOETHCS, B IKUX CTPYKTYPHUX MiJIPO3/1Iax BIAKIAJat0Thes {yOIeTHI JOKYMEHTH, 110
M1JUIATal0Th 3HULIEHHIO. 32 HEOOX1IHOCTI B apXiBl YCTAHOBU MOXYTh 3aJIMIIATHCS HA 30€epiraHHs
OyOJIeTHI TPUMIPHUKHA JOKYMEHTIB, L0 MiJUIAraroTh MOCTIHOMY 30epiraHHiO B JepKaBHii
apxiBHI{ yCTaHOBI, apXIBHOMY BIJILJII MICBKOI pajid. AHaJII3y€ThCS TAKOXK XapaKTep MOBTOPEHHS
iHpopMaii B IHIIKUX JOKYMEHTax: BUJ, (popMa i MOBHOTA OBTOPIOBAHOCTI.

Bwirydyennss myOieTHUX JOKYMEHTIB Ta JOKYMEHTIB 3 ITOBTOPIOBAHOIO iH(OpMAIli€o
3IIACHIOETHCS JIMIIIE TICIIs 3BIPSHHS 3 JOKYMEHTaMHU, 110 3aJIMIIAI0ThCS Ha MOCTiiHe 30epiranHs;



2) 3A1iiCHIOEThCS TIepeBipKa MPaBUIBLHOCTI (pOpMyBaHHS cripaB Ta iX 0(OpMIICHHS BiAMIOBIIHO
710 apXiBHUX BUMOT. Y pa3i BUSBJICHHS MOPYIIEHb apXiB Ma€ MPaBO BUMAaraTH nepeGopMyBaHHS
CTpaB CTPYKTYPHUMH MiPO3iJIaMH;

3) Ha miAcTaBl OMMCIB CIpaB CTPYKTYPHHUX IMIJPO3JALTIB MPALIBHUKH apXiBy YCTaHOBH
CKJIaJal0Th 3BeJIeH] OMMCH CIPaB yCTAaHOBHU MOCTiHOTO 30epiranus, Tpusajoro (nmoHan 10 pokis)
30epiranHs, 3 KaJJpOBUX MUTaHb (0COOOBOIO CKJIATy) BIAMOBIIHO A0 BUMOT, BU3HAUYEHUX Y PO3/ILIi
VII nux IIpasui.

13. ¥V pasi HaIXOKEHHSI A0 apXiBy YCTAaHOBH JOKYMEHTIB Y HEYHNOPSAIKOBAHOMY CTaHi, L0
OyJlo CHPUYMHEHO HaJ3BHYAiiHUMU OOCTaBHMHAMH, €KCIIEPTH3a ILIHHOCTI JOKYMEHTIB
3MIMCHIOETHCS 3 OTPUMAHHSAM BHMOT, BU3HAUEHUX Yy MyHKTax 3 - 9 rmaBu 2 po3giny V 1mux
IIpaBui.

14. ExcniepTu3a LIHHOCTI JTOKYMEHTIB B apXiBl YCTaHOBH IMPOBOJIUTHCS IIOPOKY 3 METOIO
BUSBIIEHHSI JIOKYMEHTIB, CTPOK THMYacoBOro 30epiraHHs skux 3akiHuuBcs. [Ipu npomy
NEPEersAaoThCs OMMUCU CHpaB 3 KaJPOBUX MHUTaHb (0COOOBOTO CKiajy), TpuBayoro (moxnaz 10
pPOKiIB) 30epiraHHs, y TOMY 4YHCJII BIATOBIAHI OMHCH CIHpaB yCTAaHOB-TIONEPEAHUKIB Ta
TKBIIOBaHUX YCTaHOB.

15. Excnepru3a miHHOCTI JokyMmeHTiB HA® mepen mepenaBaHHSAM ClpaB Ha MOCTiHHE
30epiranHa miependavyae IIbOBE BHBUCHHS JOKYMEHTIB 3 METOI0 BUSBICHHS JyOJeTHUX
JIOKYMEHTIB (TOTOXHUX 32 3MICTOM THPAKOBAHUX MPHUMIPHHUKIB OJHOTO IOKYMEHTA), TOKYMEHTIB
TUMYacoBOTO 30epiranHs, ski BHeceHi 10 HA®D moMmiKoBo, a TaK0X JOKYMEHTIB, JOKYMEHTHA
iHdopMarllis AKX BTpadyeHa 1 HE MiJUIsIrae BITHOBJICHHIO B MEPBICHOMY a00 HAaOIMKEHOMY 0
HBOTO BUTJISIII.

{A63ay opyeuii nynkmy 15 enaeu 2 po3oiny V euknroueno na niocmasi Haxazy Minicmepcmesa
tocmuyii Ne 2277/5 eio 04.07.2018}

Y pazi HeoOXiTHOCTI MPOBOAUTHCS YAOCKOHAICHHS 200 mepepoOICHHS OMUCIB.

{Ilynkm 15 enasu 2 po3diny V Oonoeumeno nosum abzayom opyeum 3eiono 3 Haxazom
Minicmepcmea rocmuyii Ne 2277/5 gio 04.07.2018}

Y 10CKOHAJICHHSI OTHUCY TTPOBOAMTHCS Y pasi, SIKIIO 3aT0JIOBKH HE PO3KPHUBAIOTH 3MICT CIIPABH,
BIJICYTHI/ JOBIJIKOBUI arapat ommucy ado OKpeMi HOTro eJIeMEHTH.

{Ihynkm 15 enasu 2 pozoiny V oonosneno Hosum abzayom mpemim 32i0Ho 3 Haxazom
Minicmepcmea rtocmuyii Ne 2277/5 6io 04.07.2018}

[TepepoOeHHs OMUCIB 3MIMCHIOETHCS Y TAKUX BUTAIKAX:

{Ilynkm 15 enasu 2 po3oiny V oonosneno noeum abzayom uyemeepmum 32i0Ho 3 Haxazom
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}

3HaYHA YaCTHHA 3aroJIOBKiB OMUCY HE BigoOpa)kae 3MICTy CTIPaBH;

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

OTMKCH MICTSITh CYyMapHe OMUCAHHS CIpaB, TPYNOBY HyMEPALIilO CIIPaB;
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{Ihynkm 15 enasu 2 pozoiny V O0onosneno Hosum abzayom wiocmum 3eiono 3 Haxazom
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}

3HAYHy YaCTHHY JOKYMEHTIB (POHIY BHIIy4E€HO, BTpau€HO, MEpEeAaHo 0 iHIIOI apXiBHOT
YCTaHOBHU, IPUETHAHO A0 1HIIOTO (HOHY;

{Ilynkm 15 enasu 2 po3zoiny V O0onoeuweno Hogum abzayom cvomum 32i0Ho 3 Haxazom
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}

MOpPYIIEHO OCHOBHI MPHUHIMIM CUCTEMAaTH3allii 3arojoBKiB CHOpaB B OMNHCY, MIO
YHEMOJKJIMBITIOE TOIIYK 1H(pOpMAILlii;

{Ihynkm 15 enaséu 2 pos3diny V oonoeneno Hosum abzayom eocomum 32iono 3 Haxazom
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}

3HAYHO 30UIBIINBCS 00CST (POHIY 32 paXyHOK HOBHX HAJIXO/KEHb.

{Ihyukm 15 enasu 2 pos3oiny V Odonosneno nosum abzayom oeg'smum 32iono 3 Haxazom
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}

ExcriepTrsa mMiHHOCTI TOKYMEHTIB YCTAHOBH Ta yJIOCKOHAJIEHHS ab0 mepepoOieHHs OMHCiB
3MIIACHIOIOTHCS 3a PILIECHHSIM JIep’KaBHO1 apXiBHOI YCTaHOBH, apXIBHOT'O BIJILTY MICHKOI pajH.

{Ilynkm 15 enasu 2 pozoiny V donoeuweno nosum abzayom Oecsmum 32i0Ho 3 Haxazom
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}

3a pesynbTaTaMu IUIbOBOIO BUBYEHHS JOKYMEHTIB apXiB CKJIAJa€: MPOEKTH aKTIB PO
BUIy4YeHHs TokyMeHTiB 3 HA® 3a ¢opmoro, HaBeaeHoto B poaatky 14 no uux IlpaBum. Akt
cxBamoeTbesl EK ycranoBu Ta nonaetscst Ha posrisg EIIK (EK) nepxaBHOT apXiBHOI yCTaHOBH,
EK apxiBHOro Bifily MiCbKOI pajii, y 30HI KOMIUIEKTYBaHHS K01 IlepeOyBa€e yCTaHOBA.

OcraroyHe pimeHHs Mpo BurydeHHs 1oKyMeHTiB 3 HA® npuiimae LIEITK Ykpaepsxapxisy.

[Toromxkenuit ILIEIIK VkpaepxapxiBy axkT npo BHIyYeHHS JAOKyMeHTIB 3 HAO®
3aTBEPKYEThCS KEPIBHUKOM YCTaHOBH.

Ha miacraBi 3aTBEpI)KEHOT0 aKTa apXiB YCTAHOBH BHOCHTBH 3MIHHM B OOJIIKOBI JIOKYMEHTH,
30KpeMa B MiJICYMKOBHUH 3aIKC Ta 3aCBiAUyBAIILHUN HATUC OIHUCY.

16. Excneptusza miHHOCTI JokyMeHTiB HA®D, cmpsiMoBaHa Ha BHSBJICHHS YHIKaJIbHUX
nokymeHTiB HA®, mpoBoIUTECS apXiBaMu yCTaHOB, SIK1 BIAMOBIIHO IO 3aKOHOJABCTBA MAalOTh
IpaBo MOCTiiHO 30epiratu nokymeHTH HAD.

Binnecennss nokymentiB HA® 10 yHIKaIbHHUX 3/IHCHIOETHCS Ha TMIACTaBI KPUTEPIiB
MOXO/KEHHS, 3MICTY, 30BHIIIHIX 03HAK a00 3a CyKYITHICTIO KPUTEPIiB Ta XapaKTEPUCTHK.

3a pe3ynbTaTaMy BUSBIECHHS T0KyMeHTiB HA®, 1110 MOXXyTh OyTH BiJHECEH1 /10 YHIKAJIbHUX,
B apXiBl YCTAaHOBHU CKJIQJAAIOTHCS MPOEKTH AaHOTOBAHUX MEPENiKIB YHIKaIbHUX JOKYMeHTiB HA®.

BusinenHns yHikaapbHUX JokyMeHTiB HA® B apxiBi ycTaHOBM Ta iX ONHCYBaHHA B
AHOTOBAHOMY TI€pPEJIKY 3JIMCHIOIOTHCS BIAMOBIAHO 10 METONWKH BiJIHECEHHS JIOKYMEHTIB
HamionansHoro apxiBHOTO (OHAY /10 YHIKAJIBHHUX, 3aTBEPIXKEHOT HaKka30M MiHICTepCTBa FOCTHIIIT
VYkpaiau Big 16 ceprmas 2016 poky Ne 2505/5, 3apeectpoBanoi y MiHICTEpPCTBI FOCTHINT YKpaiHU
18 ceprast 2016 poxy 3a Ne 1148/29278.
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{A63ay uemeepmutil nynkmy 16 enasu 2 pozoiny V e pedaxyii Haxazy Minicmepcmea tocmuyii

Ne 2277/5 6io 04.07.2018}

3. CkiajaHHA aKTIB PO BUJIYYeHHS /JI51 3HUIICHHS JOKYMEHTIB, He
BHeceHnXx 10 HA®, Ta 3HMIIEHHS JOKYMEHTIB

1. Ha mijcraBi mogaHux CTPYKTYPHUMU MIAPO3AUIaMH aKTIiB IIPO BUIIYUEHHS JUIsl 3HUIICHHS
JOKYMEHTIB, He BHeCeHUX 710 HAD, 1110 MiAsAraloTh 3HULICHHIO Y 3B’ A3KY 13 3aKIHUEHHSIM CTPOKIB
ix 30epiranHs, Ta MPOBEIECHOI EKCIIEPTU3HU LIHHOCTI JOKYMEHTIB B apXiBl YCTAaHOBU CKJIQJIA€THCS
aKT MO BWIYUYCHHS JUIA 3HUIICHHS JOKYMEHTIB, He BHeceHux 10 HAD, 3a ¢popmoro, HaBe1eHOO
B 101aTKy 15 go nux IIpaBui.

AKT CTPYKTYpHOTO MiApO31i1y O(OPMIIIOETHCS y BUIIIAAI TAaONUIN, IO MICTHTH Tpadu,
nepenoayeHi 3BeICHUM aKTOM PO BHIIYYESHHS JJIsl 3HUIICHHS JJOKYMEHTIB, He BHeceHuX 10 HAD.
AKT miAnucye KepiBHUK CTPYKTYPHOTO MiIPO3ILTY.

{Ilynkm 1 enasu 3 posoiny V 6 peoakyii Haxazy Minicmepcmea tocmuyii Ne 2277/5 6io
04.07.2018;

2. AKT mpo BWIIyYEHHS JUIsl 3HUIICHHS JOKYMEHTIiB, He BHeceHuXx 10 HAD, ckiagaerses y
JIBOX MPUMIPHUKAX, SK MPABWJIO, HA CIPaBHU BCi€l yCTaHOBU. SIKIIO B aKTi 3a3HAYEHO CIPaBH
KUTBKOX CTPYKTYPHHUX MiJPO3ALIIB, IX HaliMEHYBaHHS 3a3HA4YalOThCS MEpPe] IPYMOI0 3aroJOBKiB
crIpaB 1pOro Tiapo3aury. Ha3Bu ogHOpiIHUX cripaB, BiMIOpaHUX 0 3HUIIEHHS, BHOCSTHCS B aKT
M1 3aTaJIbHUM 3ar0JIOBKOM 13 3a3HAYEHHSM KUTBKOCTI CIIPaB, YKIIOUEHHUX 10 KOXKHOI Tpynu. AKTH
PO BHJIYYCHHsI JOKYMEHTIB JUI 3HUILIEHHS MalOTh BaJIOBY HyMepallito, mounHarouu 3 Ne 1.

CrnpaBu BKITIOYAIOTHCS B aKT MPO BWIIYYEHHS JUIsl 3HHUICHHS JOKYMEHTIB, HE BHECEHHX JI0
HA®, sxmio nependaueHuil s HUX CTPOK 30epiraHHs 3akiHuuBcs A0 01 ciuHA poKy, B SIKOMY
CKJa/leHO akT. Hampukian, cpaBu 3 TpUPIYHUM CTPOKOM 30epiraHHs, 3akiHueHi y 2014 poui,
MOXKYTh BKIIFOUATHUCS B aKT, 110 Oyjae ckianenuit He panime 01 ciuns 2018 poky, 3 I’ ATUPIYHUM
cTpokoM 30epiranss - He panime 01 ciuns 2020 poky, 3 ypaxyBaHHSM MPUMITOK, 3a3HAYECHUX Y
BIJIMOBIAHMX TIepesTiKkax TOKyMEHTIB 31 CTpOKaMu 30epiraHHsl.

3. YcTaHOBH, y JISTIBHOCTI SKUX yTBOPIOIOTHCS HokymMeHTH HA®D, monmaroth cxBaneni EK
YCTAaHOBU aKTW TPO BWIYYCHHs IS 3HUIICHHS JOKYMEHTIB, He BHeceHHX 10 HAD, pazom 3
OMKCaMU CTPaB MOCTIHHOTO 30€piraHHs Ta 3 KaJAPOBUX MHUTAaHb (0OCOOOBOTO CKJIAAy) Ha PO3IJISI
EIIK (EK) nepxaBHoi apxiBHOi ycrtaHoBu, EK apxiBHOro Bigaily MiIChKOI paj, y 30HI
KOMIUIEKTYBaHHS SIKO1 Iepe0yBae yCTaHOBA.

4. YcTaHOBH, y JISTIBHOCTI SIKUX HE YTBOPIOIOTHCS NOKyMeHTH HA®, moxatots cxBaneni EK
YCTQHOBU aKTH NPO BUWIYYEHHS JJs 3HHUILEHHS JOKYMEHTIB, He BHeceHUX a0 HAD, pazom 3
OlucaMu cIipaB 3 KaJIpoBUX NuTaHb (ocoboBoro ckiany) Ha posrisan EIK (EK) nepxxaBnoi
apxiBHO1 yctanoBU, EK apxiBHOro Bif1iiy MiCBKOT paaiu, y 30HI KOMIUIEKTYBaHHS SIKOi mepedyBae
yCTaHOBA.

5.V pasi BHECEHHs [0 aKTa MpO BWIyYEHHs JJIs 3HUILEHHS JOKYMEHTIB, HE BHECEHUX JI0
HA®, nepBunHOi (piHaHCOBOi Ta OyXraaTepchKoi MTOKyMEHTallli yCTaHOBa J0Ja€ IO HHOTO
JIOBIJIKY MPO MPOBEJICHHS NEPEBIPKH KOHTPOJIOIOYMMH OpraHamMH abo peBi3ii 4 JeprKaBHOTO
(hiHAHCOBOTO ayIUTy 3 MHUTaHb JOTPUMAHHS IMTOJATKOBOTO, MUTHOTO Ta IHIIOTO 3aKOHOIAaBCTBA
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(kpiM nepkaBHOTO (DIHAHCOBOTO AayJUTy OKPEMHX TOCIHOJAPChKUX Olepalliii) opraHaMu
Jep>KaBHOTO (PIHAHCOBOTO KOHTPOIIIO.

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

VY noBijLi TakoXK 3a3HAYAIOTHCS BiJIOMOCTI PO HAsIBHICTH 200 BiJICYTHICTH:

¢biHaHCOBUX omeparliii, 10 BiAMOBIIHO 1O BUMOI 3aKOHOAABCTBA MiUIATalOTh (PIHAHCOBOMY
MOHITOPHHTY, 3a 3a3HA4Y€HI B aKT1 POKHU;

CHOpiB (CyHepedoK), MOpymeHHs] KPUMIHAIBHUX CIIPaB, BIIKPUTTS CyJaMHU HPOBAKECHb Y
CIIpaBax.

JloBifka MIANKMCYETHCS KEPIBHUKOM YCTAHOBU Ta CKPIIIIIOETHCS MEYATKOIO YCTAaHOBH (3a
HAasIBHOCTI).

{Ilynkm 5 enasu 3 pozoiny V 6 peoaxyii Haxasy Minicmepcmea rocmuyii Ne 2277/5 6io
04.07.2018}

6. ITorompkeni (cxBasieH1) aKTH PO BUITYYEHHS JJIs1 3HUILEHHS TOKYMEHTIB, HE BHECEHHUX J10
HA®, 3arBepmXyroThCsi KEPIBHUKOM YCTaHOBH, MICIS YOrO YCTaHOBA Ma€ MPaBO 3HULIUTH
JTOKYMEHTH.

7. Cnpaswu, BimiOpaHi /UIsl 3HUIICHHS, MEPEIAlOThCS OpPraHi3alisiM 13 3aroTiBjii BTOPUHHOI
CUPOBWHHU 32 HAKIJIATHUMH, y SIKHX 3a3HAYAE€ThCS Bara MaKkyJIaTypH, IO Iepeaana 1t IepepoOKH.
Jlata 371a4i JOKYMEHTIB, 1X Bara Ta HOMEp HAKJIQTHOI BKa3yHOThCS B aKkTax MPO BUIYYCHHS
JOKYMEHTIB TSI 3HUIIICHHSI.

8. SIKIO 10 aKTy MpO BUJIYYEHHs MJIs 3HUIICHHS JTOKYMEHTIB, He BHeceHux a0 HAOD,
BKitoueHo 100 crmpaB, a TakoX JOKYMEHTHU «J1jig city>k00BOro KOPUCTYBaHHS», TaKl TOKyMEHTH
3HUIIYIOTh LUIAXOM HEBIJHOBIIIOBAHOTO MOJPIOHEHHS YU CHAJIIOBAHHS a00 1HIIUM CIIOCOOOM.
[Ipu 1boMy B KiHIII aKTa JOJATKOBO pOOUTHCS 3alKC MPO 3HUIIECHHS BIANOBIIHUX JIOKYMEHTIB 13
3a3Ha4YeHHsM Npi3BHLL, iHiNianiB wieHiB EK ycTaHnoBu, Hanpukiaz:

{A63ay nepwuii nynkmy 8 enasu 3 pozoiny V iz sminamu, énecenumu 3eiono 3 Haxazom
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022}

CmpaBu Ne 25 JICK, Ne 30 JCK, Ne 80 JICK 3HHMIIEHO NUISXOM HEBITHOBIIOBAHOTO
MO/IpiOHEHHS.

{Ab3ay Opyeuii nynkmy 8 enasu 3 po3odiny V i3 sminamu, eneceHumu 32iono 3 Haxazom
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022)

Unenu EK:

(miamuc, BIacHe iM’s, MPi3BHIIE)
(miamuc, BIacHe iM’s, MPi3BHILE)
(miamuc, BIacHe iM’sl, PI3BHUIIIE)
Jata

VI. KoMmuieKTyBaHHS apXiBy
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1. /l’kepesia KOMIVIEKTYBAHHSA Ta CKJIA/l JOKYMEHTIB apXiBy

1. OcHOBHUMU JpKepenaMH KOMIUJIEKTYBAaHHS apXiBy €: CTPYKTYpHI MipO3AUIH yCTaHOBH,
MMTOPSIIKOBAH1 yCTaHOBH, (Pi3UUHI OCOOH.

2. JIokyMeHTH 3 pi3HUMHU BHJaMH MaTepialibHUX HOCIiB iH(opMmarlii moBHHHI 30epiraTucs B
apxiBi yCTAaHOBU OKPEMO.

3. ApXiB ynpaBJIiHCHKO1 JOKYMEHTAaIlil 30epirae:

3aKiHYeHi B TOTOYHOMY A1JIOBOJICTBI JOKYMEHTH ITOCTIHHOTO Ta TpuBajoro (mouan 10 pokis)
30epiranHs, CTBOPEH1 CTPYKTYPHUMHU MiAPO3ALIAMU;

JIOKYMEHTH 3 KaJIPOBUX MUTaHb (0COOOBOTO CKJIay) MPAIiBHUKIB yCTAHOBH;
JIOKYMEHTH yCTaHOB-TIONIEPETHUKIB;
JIOKYMEHTH MiAMOPSIKOBAHUX YCTAHOB, 110 JIKB1/I0OBaHi;

JIOKYMEHTH 0COOOBOTO MOXOJPKEHHS MpPAlliBHUKIB YCTaHOBH, SKi BiAIrpaid MEBHY POJb B
icTopii po3BUTKY Ti€i uM iHIIO! cepr KUTTEASUILHOCTI KpaiHu abo ii OKpeMoro perioHy, mo
HaOINIIINA Ha IiICTaBl 3asBH iX BIIACHUKA;

BHJIaHHS, 1110 JIONMOBHIOIOThH apXiBHI JOKYMEHTH, HEOOXIAHI JUIsl HayKOBO-METOJUYHOI Ta
1HpOpMaLiiHO-0BIIKOBOI POOOTH apXiBy;

JOBIAKOBHI Ta 0OJIIKOBUH amapaT 10 apXiBHUX JOKYMEHTIB.

2. Bumoru 10 opopMIIeHH CIIpaB, IO NIVIATAI0TH APXiIBHOMY
30epiraHHio

1. CripaBHu yCTaHOBU MiAJATAaIOTh OPOPMIICHHIO MiJ] Yac iX 3aBeICHHS Y ALTOBOJCTBI Ta i
yac MiJIrOTOBKH iX Ha apXiBHE 30epiraHHs.

2. OdopmieHHS cHpaB 3AIMCHIOETbCS NPALiBHUKAMHU CTPYKTYPHHX MiAPO3AUIIB  MiJ
METOAMYHUM KEPIBHUIITBOM CITY>KOH JIIJIOBOJICTBA Ta apXiBY YCTaHOBH (0COOH, BIMOBIAIBHOT 32
apxiB).

3. 3anexxHO BiJ CTPOKIB 30epiraHHs JOKYMEHTIB 3JIHCHIOETbCS IOBHE ab0 YacTKOBE
(cporiene) opopmiIeHHS CIIpaB.

JIoOKyMEeHTH THMYacoBOrO 30epiraHfs, cPOpMOBaHI y CHpaBH, 30€pIrarOThCS y TEKax
(mamkax) i3 3aB’s3KaMH, IIBUAKO3IINBAaYaX, HE MIAMIMBAIOTHCS 1 HE HYMEPYIOThCS (32 BUHATKOM
NEPBUHHOI OyXraaTepchbkol MOKyMEHTalli Ta JOKyMeHTIB 3 rpudom «/lnga ciyx60Boro
KOPUCTYBaHHs» Ta IHITUMU rprudaMu 0OMEKEHOT0 JIOCTYITY), YTOUYHEHHS €JIEMEHTIB 0(hOPMIICHHS
OOKJIQIMHKYU HE TPOBOIUTHCS.

OdopmitenHs cnpaB nocTiiiHoro i TpuBanoro (moHaj 10 pokiB) 30epiraHHs, y TOMy YHUCIi
crpaB 3 KaJpoBHX MHUTaHb (0COOOBOTO CKIATy), Mependadae CUCTEMAaTHU3allil0 JOKYMEHTIB y
CrpaBi, HyMepalilo apKylIiB y chpaBi, ckiafgaHHsi (y pa3i nmoTpeOu) BHYTPILIHBOI'O OIHUCY
JOKYMEHTIB CIPaBH, HAasBHICTh 3aCB1IUYBaJIbHOTO HAMUCY CIPaBU MPO KUIBKICTh apKYIIiB 1 PO
0c00IMBOCTI (i3UYHOr0 cTaHy Ta (OPMYBAHHS CIpPABH, MiJIIMBAHHSA a00 ONpPAaBIEHHS CIPABH,
oopMIIeHHST OOKITaIMHKH (TUTYJIBHOTO apKyIlia) CIPaBy.



4. Cucremaruzailisi JOKYMEHTIB Yy CHpaBi mependadae po3MIlEHHS JIOKyMEHTIB 3a
XPOHOJIOTIEI0 HAIXOKEHHS 200 CTBOPESHHSI (BiJl CIYHSI 110 TPY/ICHB ).

Jeski BUOM TOKYMEHTIB (3BITH, BIJJOMOCTI TOINIO) JO3BOJISIETHCS CHCTEMAaTU3yBaTH B
andaBiTHOMY MOPSJIKY HAHMEHYBaHb YCTAaHOB Y MEKaX POKY.

{Ilynkm 4 enaeu 2 po30iny VI oonoeneno nosum abzayom 32iono 3 Haxazom Minicmepcmea
tocmuyii Ne 2277/5 6io 04.07.2018}

5. Hywmepaiiisi apkymriB cripaB 3IIMCHIOETBCS 3 METOI 3a0e3nedeHHs 30€peKeHOCTI Ta
3aKpIIUIEHHS MOPSAAKY pO3TalllyBaHHS JOKYMEHTIB, YKIIOUEHHUX Yy CIpaBy. YCi apKylli CIIpaBH
HYMEpYIOTh apaOCbKUMH LH(paMu BaJIOBOIO HYMEPALII€I0 B IIPaBOMY BEPXHBOMY KYTI MPOCTUM
M’SIKUM OJiBIeM ab0 MeXaHIYHHUM HyMepaTopoM. ApKYIIl 3acBil4yBaJbHOTO HAaIUCYy Ta
BHYTPIIIHBOTO ONMHUCY HYMEPYIOTHCS OKpPEeMO. 3aCTOCYBaHHS YOpPHWIIA, MACTH a00 KOJIHOPOBUX
OJIBIIB JJIs1 HyMepallii apKyIlliB CIpaBH, apKyIlliB 3aCBiUyBaJIbHOTO HAMKCY Ta BHYTPIIIHBOTO
onucy 3a00pOHSAETHCS.

ApKky1ri cripas, 0 CKJIAAIOTHCS 3 ACKUTPKOX TOMIB a00 YaCTHUH, HYMEPYIOThCS B KOXKHOMY
TOMI (4aCTHHI) OKpEMO.

®dororpadii, KpeciaeHHs, aiarpaMu Ta 1HOI UTIOCTPATHBHI JIOKYMEHTH, 110 € OKPEMHMH
apKyllaMH B CIIpaBi, HyMEPYIOTHCS Ha 3BOPOTHOMY OOI1i B JIIBOMY BEpXHbOMY KYTI.

Apkym popmarty, 6ibmIoro, Hixk popmar A4, MiAMMUBAETHCS 3 OHOTO OOKY 1 HyMEPYEThCS
SK OJIMH apKyIll y IPaBOMY BEPXHbOMY KYTi, a OTIM (pambIroeTbest Ha opmat A4.

ApKylI 3 Hariyxo HakJIeeHMMH JIOoKyMeHTamu ((ororpadisimu, BUpI3KaMH, BUIHCKaAMHU
TOIIO) HYMEPYETHCS SK OJMH apKyml. SKIo A0 JOKyMEHTa MIAKICEHI OXHMUM OOKOM 1HIII
JOKYMEHTH (BHUPI3KH, BCTABKH JIO TEKCTY, MEPEKIaqy TOIIO), TO KOKEH JOKYMEHT HyMepy€eThbCs
OKpEMO.

[TigmuTi y crpaBu KOHBEPTH 3 YKJIAZCHHIMH HYMEPYIOTHCS BAJIOBOIO HyMEPAIi€l0 apKyIIiB
CIIPaBH, MIPH [[bOMY CIIOYATKy HYMEPYETHCSI KOHBEPT, a MOTIM KOYKHE BKJIaJICHHS B KOHBEPTI.

[limmuTi y chnpaBu MOKYMEHTH 3 BJIACHOIO HYMEPAIEI0 apKylIiB 30epiraloTh TakKy
HyMepallilo, K0 BOHA BIANOBIAA€ MOCHIIJOBHOCTI PO3TAIIyBaHHs apKyIIiB Yy CIpaBi.

Y pa3i HasgBHOCTI OaraThOX IOMHWJIOK Y HyMepallii apKylInB CHpaBd B IiJIOBOJICTBI
3IIUCHIOETHCS 1X TepeHyMepallis, IMiJl 9ac sIKoi cTapi HOMEPH 3aKPECIIOIOTHCS OJIHIEI0 CKICHOIO
PHCKOIO 1 TIOPSIJT CTABUTHLCSI HOBUI HOMEP apKyIia.

VY pasi HasgBHOCTI OKpEMHUX IOMMJIOK Yy HyMmepalli apKylIlB CIpaBH JOMYCKAETHCS
3aCTOCYBaHHS JITEpHUX HOMepiB apkyiB (135-a, 135-6 Tomo).

6. BHyTpimHINA ONMUC JOKYMEHTIB CKJIQJA€ThCS O JEAKUX KaTeropid crpas, IO MICTATh
YHIKaJIbHI JIOKyMEHTAJIbHI 1TaM’SITKH, JOKYMEHTH 3 rpudom « s ciayx00BOro KOpuCTyBaHHS,
0CO0OBI, CyJOBO-CIIA4Yl CHpaBH, CIOPaBH, HA3BU SKUX HE TOBHICTIO PO3KPUBAIOTH iX 3MICT.
HeoOXigHicTh CKJIaJaHHS BHYTPIIIHBOTO OMHCY JOKYMEHTIB JESKHUX CIHpaB BU3HAYAETHCS
THCTPYKITI€IO 3 TUJTOBOJICTBA YCTAHOBH.


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

BuyTpimHiit onuc (1oaatok 16) ckiiagaeTbesi HA OKPEMOMY apKyiili 3a (hOpPMOIO, 1110 MICTHTh
BiJJOMOCTI TPO TOPSIKOBI HOMEPH JOKYMEHTIB CIIPaBH, iX 1HIEKCH, IaTH, 3arOJIOBKH Ta HOMEPH
apKYIIIiB CIIPaBH, HA IKUX PO3TAIIOBAHUI KOXEH JOKYMECHT.

J10 BHYTPIITHBOTO OMHCY CKJIAAETHCS TMiICYMKOBUH 3aIUC, y TKOMY HaBOAATHCS NU(ppaMu
Ta CJIOBAMU KUIBKICTh JOKYMEHTIB, 1110 BKJIIOYEHI JI0 OMHUCY, Ta KIIbKICTh apKYIIiB BHYTPIIIIHHOTO
onucy. BHyTpilHi# onuc mignucy€eThes HOro ykiagadeM. SKIo crpaBy onpaBiieHO ad0 MiAIIUTO
nornepeaHbo 0e3 BHYTPILIHBOIO OMHCY, TO HOro OJIaHK MiJKJICIOETHCS 10 BHYTPIIIHBOIO OOKY
JUIHOBOI OOKJIAJIMHKHU CIPABH.

3MiHM CKJIay TOKYMEHTIB CIpaBH (BKIIFOUEHHS JHOJATKOBUX JOKYMEHTIB, iX BUKIIOUYCHHS,
3aMiHa OpPHUTIHAJIIB KOISIMU TOIIO) BigoOpaxkaroTbes B rpadi «I[IpumiTkm» 13 MOCHIAHHAM Ha
BIJIMOBIAHI JOKYMEHTH (HaKa3W, aKTH TOIIO) i 0 BHYTPINITHBOTO OIMHCY CKIIAIAETHCS HOBHIA
MiICYMKOBHI 3aITUC.

7. 3acBiquyBaJbHUI HAITUC CIIPaBU CKIIAAAE€THCS 3 METOIO O0JIIKY KIJIbKOCTI apKYIIiB Yy CIIpaBi
Ta ¢ikcaiii ocoOMMBoOCTeH X HyMeparlii.

3acBiguyBaIbHUI HaMKC (7101aTOK 17) CKIIAMA€ETHCS HA OKPEMOMY apKYIili, 1[0 BMIIIY€ETHCS B
KiHIII CIpaBH, y JAPYKOBAaHUX TNPUMIpHUKAX crpaB (OOJIKOBI XypHajdH, 3BITH TOINO) - Ha
3BOPOTHOMY OOIli OCTAHHBOTO YHCTOTO apKyIIIa.

V 3acBiguyBajbHOMY HalKCl 3a3HaYaI0ThCA U(PPaMU 1 J1iTepaMH KUTbKICTh apKYIIiB y CIIPaBi
Ta OKPEMO Yepe3 3HaK «+» (IUII0C) KUTbKICTh apKyIIiB BHYTPIIIHBOTO OMHKCY, SKIIO BiH €.

VY 3acBimuyBajJbHOMY HAIMCI 3acTEpIrarOThCs Taki OCOOJMBOCTI HyMepallii JOKYMEHTIB
CTIpaBU:

HasIBHICTb JIITEPHUX Ta MPOIYILEHNX HOMEPIB apKYIIiB;

HOMEPH apKYIIIiB 3 HaKJIeeHUMHU (hoTorpadisiMu, KPECICHHSIMH, BUPI3KaMu TOIIIO;
HOMEpH BEIMKO(POPMATHUX apKyLIiB;

HOMEpPH KOHBEPTIB 3 YKJIAJACHHSIMH 1 KUTbKICTh apKYIIiB YKIIaICHb.

3acBiquyBaJIbHUN HANKMC MIANUCYEThCS 0c00010, KA Horo ckiana. Yci HacTyIHI 3MiHM B
CKJaJl Ta CTaHl crpaBu (HOLIKOJKEHHS apKyllliB, 3aMiHa JOKYMEHTIB KOIISIMM, MPHUEIHAHHS
HOBHMX JIOKYMEHTIB TOIIO) 3a3HAaYalOThCsA Y 3acBiIUyBaJbHOMY HAaIUCl 13 TOCWJIAHHSAMH Ha
BIJIOBIAHUI BUIIPABIOBYBaJIbHUI IOKYMEHT (HaKa3, aKT).

VY pasi 3Ha4HOTO O0CATY MepeHyMeparlii apKyIliB y CrpaBi B KiHIN ii CKIaa€ThCsl HOBUI
3acBiquyBaJIbHHM Hanuc. CTapuii 3aCBiIUyBaIbHUN HAIKMC 3aKPECIIOETHCS 1 30€pIirae€Thes y Crpani
MOCTIHHO.

8. OmpaBieHHs CIpaB 3/1MCHIOETHCS 3 METOIO 30epekeHHs iX Pi3uuHoro crany. JlokyMeHTH,
10 MICTSITBCS y CIIpaBi, MIIIMBAIOTh HA YOTHUPYU MPOKOJIU CIELI1aIbBHUMU CYPOBUMHU HUTKaMH a0o
npatBoto. CrpaBu nocTtiitHoro, Tpusaioro (monan 10 pokiB) 30epiranHs Ta 3 KaJpOBHUX NMUTaHb
(0coboBOTO CKIIaay) OMPAaBIAIOTHCSA Y TBEPAY OOKIAAMHKY 3 KapToHy. IIpu 1mpomy meranesi
CKpIMJIeHH (CKPIIMKHU, IIMUWIBKH) BUITyYalOThCs 3 TOKYMEHTIB.



[Tix yac ompasieHHs1 a00 IMiIIMBAaHHS JTOKYMEHTIB CIIPaBU HE J03BOJISIETHCS TOPKATUCS 1X
TEKCTY. SIKIIO TEKCT AOKYMEHTIB HaJpyKOBaHO HAATO OJU3BKO 1O iX JIIBOTO Kparo, TO MOTPiOHO
HapOCTHUTH KOPIHII JIOKYMEHTIB MarepoM Ti€i caMoi SKOCTI, 1[0 W HOCIi TEKCTY JOKYMEHTIB.

V pasi HasBHOCTI y crpaBl He3aTpeOyBaHMX OCOOMCTHUX JOKYMEHTIB (TPYJIOBUX KHHKOK,
MOCBIIU€HbB, JUIJIOMIB, aT€CTaTiB, CBIIONTB TOIIO) I1i JOKYMEHTH BKJIQJal0OThCSI B KOHBEPT, SAKHIA
MIITUBAETHCA IO CTpaBH. SKIIO TakWX JOKYMEHTIB 3HauyHa KUIBKICTh, BOHH BUJyYarOThCS 31
CIPaBH 1 HA HUX YKJIAJIA€THCS OKPEMUH OIKC.

9. OdopmiteHHsI 0OKITaIMHOK (TUTYJIBHUX apKYIIIiB) CIIpaB MOCTiHHOTO, TpuBaioro (monam 10
pokiB) 30epiraHHs Ta 3 KaJpPOBUX MHTaHb (OCOOOBOTO CKJIaay) BUKOHYIOTH 3a (OPMOIO,
HaBeleHOW B joaatky 18 mo mux [IpaBun. TuTysibHI apKyili peKOMEHIYEThCS BUTOTOBISTH
IpyKapChKUM CIIOCOOOM 1 3aIIOBHIOBATH 3MiHHY 1H()OPMAILIiO BiJ] pyKH.

I[Ticnsa 3akiH4EHHS AUTOBOJHOIO POKY JO HANKMCIB Ha OOKIagUHKaX (THUTYJIBHUX apKyIlax)
CIpaB BHOCATHCS HEOOXIJHI YTOYHEHHSI, MEPeBIps€TbCS BIAMOBIIHICTH 3aroJIOBKIB CIpaB Ha
OOKJIaJuHKaX (TUTYJBHUX apKyllax) 3MICTY MiJIIMTHX JOKYMEHTIB (3MICT JOKYMEHTIB CIIpaBH
BIIOOpaXXaeTbCs Yy 3arojlOBKy YITKO, CTHCIIO, Yy3arajbHeHO, ©0€3 BTpaTH KOHKPETHUX
XapaKTepUCTHUK 00’ €KTa ONMUCYBaHHs). Y pa3i moTpeOu 10 3aroj0BKa CIIPaBU BHOCITHCS JOJATKOBI
B1JIOMOCTI (IIPOCTaBIISIOTHCSI HOMEPH Haka3iB, IPOTOKOJIIB, BUIU 1 HOPMHU 3BITHOCTI, BKa31BKH Ha
HAsBHICTh KON JOKYMEHTIB y CIpaBi). 3aroJIoBOK CIpaBU Ha OOKJIAJAMHIII Ma€ BiIMOBIAATH
3aroJjIOBKY B OIKCI CIPaB CTPYKTYPHOTO MiAPO3/ILIY.

{Ab3ay opyeuit nynkmy 9 enasu 2 posoiny VI i3 3minamu, enecenumu 32iono 3 Haxazom
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022)

Ha oOknmaguHkax crpaB (TUTYJbHUX apKyllax) TMPOCTaBISAIOTbCS JaTH JIOKYMEHTIB,
YMILIIEHHUX Y KOKHY CIIpaBy. SIKIO CIIpaBa CKJIAJa€Thes 3 KUIBKOX TOMIB (4aCTHH), TO Ha KOXKHOMY
3 HUX MPOCTAaBIISAIOTHCS KpaiiH1 AT JOKYMEHTIB (II0YaTKy Ta 3aKIHUEHHS CIIPaB).

VY pasi 3a3Ha4eHHS TOUHUX KaJCHJApHUX JaT 3a3HA4al0THCs YUCIO, Mics1pb 1 pik. Yucmo 1 pik
MO3HAYAIOThCA apaOChKUMH LU(paMH, Ha3Ba MICSIS MUIIETHCS CIOBOM. SIKIIO Yy crpaBy
BKJIIOYEHO JOKYMEHTH (JI0/1aTKU TOIIO), AaTH SKUX BUXOAATH 3a KpalHi JaTH CIIPaBH, TO HIDKYE
JaTH CIIPaBU 3 HOBOTO psijIKa POOUTHCS MPO Ie 3amuc «Y CIpaBi € JOKYMEHTH 32 POKI.
Jlati MOXYTh HE 3a3HAYaTUCS HAa OOKJIAAMHII (TUTYJIBHOMY apKyllli) CIpaB, IO MICTATh PivHi
TIJIaHU Ta 3BITH, OCKUIBKH BOHH BiJJOOpa)XeH1 y 3arojOBKax CIpaB.

Ha oOxyaguHkax crnpaB (TUTYJIbHUX apKyllax) 3a3HAaYalOTh KUIBKICTh apKyUIIB y CHpaBi
BIJIMIOBIJTHO /IO 3aCBiTUyBaJIbHOIO Hamucy (6e3 BpaXyBaHHS apKylliB BHYTPIIIHBOTO OMHUCY Ta
3aCB1IYYBaAJIbHOTO HAIIUCY).

Ha o6xyiaauHIIl cripaBy B IPaBOMY BEPXHHOMY KyTi Ta HIKHBOMY JTIBOMY KyTi 3a3Ha4a€ThCs
apxiBHUH mu@p crnpaBu (3a MOTOHKEHHSM 3 apXiBOM YCTaHOBH HOMEpH 3BEJIECHOTO OIUCY 1
apxiBHOTO (HOHIY, HOMEp CIpaBH 3a 3BEJACHUM OIKMCOM IPOCTABISIOTHCS B apXiBi MicIs
3aTBEP/KEHHS 3BEJCHOrO0 Omucy cmpaB). Jlis TpocTaBlieHHS apXiBHOTO MHUMPYy MOXKeE
3aCTOCOBYBATHUCS IITAMIIL.

VY pa3i 3MiHU HaillMeHyBaHHS YCTaHOBH (il CTPYKTYPHOTO HiAPO3JiTy) HPOTATrOM Iepiofy,
SIKAA OXOIUTIOIOTH JOKYMEHTH CIpaBu, ab0 MiJ dYac mnepejadi CrpaBu A0 1HIIOI yCTaHOBH
(CTpYKTYpHOTO MiAPO3IiTy) Ha OOKJIATUHII CrpaBu (TUTYJIBHOMY JIMCTi) 3a3HAYAETHCS HOBE
HallMEHYBaHHS yCTAaHOBHU (CTPYKTYpPHOTO MiAPO3IiTY), a TIONEpeaHe OepPEeThCs B IyKKH.


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

Hammcu Ha oOKkIaguMHKax crpaB MOCTiHOro Ta TpuBasoro (monaa 10 pokiB) 30epiraHHs
POOJIATHCS YITKO YOPHUM CBITJIOCTIHKMM YOPHUIIOM 200 MacToro.

VY pasi BMIIIEHHSA Yy CHpaBy HAIEKHUM YHHOM O(GOPMIIEHOTO THUTYJIBHOTO apKylia,
BUTOTOBJICHOTO JPYKapChKAM CITIOCOOOM, Ha OOKJIQIMHII CIIPaBH 3a3HAYAIOTHCS JIMIIE HOMEPH
apxiBHOro (onay, omucy i crnpaBu. 3a00pOHSETbCS HAKIJICIOBAHHS THUTYJIBHOTO apKylla Ha
OOKJIQJIMHKY CIIPaBH.

3. Cknanannda Ta 0()OpMIIEHHS ONNUCIB CIIPaB CTPYKTYPHOIO
niapo3ainy

1. CTpykTypHI TiApO3AUIM YCTAaHOBH 3000B’S3aHI ONMHUCYBAaTH JOKYMEHTH MOCTIHHOTO Ta
TpuBasoro (rmonaz 10 pokiB) 30epiranus, 3 KaJpOBUX NUTAaHb (0COOOBOTO CKIIAJY) Yepe3 piK Mmicist
3aBEPIICHHS CTIPaB Y J1JI0BOJICTBI.

2. Ha cnpaBu tumuacoBoro (o 10 pokiB) 30epiraHHsi ONKUCU HE CKJIAAAOThCs. Y pasi
JIKBIJAMii YM peopraHizalii yCTaHOBH TaKi OIUCHU CKJIAZal0Thcsl 000B’A3KOBO.

3. Onmcu crnpaB CTPYKTYPHOTO MiPO3iTY YCTAaHOBH CKJIAJAIOTHCS MIOPOKY 3a (GopMoro,
HaBeJICHO B o1aTKy 19 mo nux IIpaBun, mocagoBor 0co000, BiAMOBIIaTBHOO 32 JIIJIOBOJCTBO
Yy CTPYKTYPHOMY ITiIPO3IiiTi, 32 METOIMYHOT JIOTTOMOTH apXiBy YCTaHOBH.

4. Homep omucy crpaB CTPYKTYpPHOTO IMiJIPO3JUTY YCTaHOBM TIOBHHEH CKJIQJAaTHCS 3
U(PPOBOro MO3HAYEHHS CTPYKTYPHOTO MiAPO3JLTY 32 HOMEHKJIATYpPOIO CIIpaB 3 JI0JIaBaHHIM
[IOYaTKOBO] JIITEPU HA3BH KaTeropli JOKYMEHTIB, 1110 BKIOYAIOThCS 10 OIUCY, Ta YOTUPHOX LUPP
POKY, B IKOMY PO3II0YaTO CIpaBH, BKIIOYEHI A0 onucy. Hampukiaza, onucu crpas MOCTIHHOTO,
TpuBanoro (monay 10 pokiB) 30epiraHHs Ta 3 KaIpoBUX NHTaHb (0COOOBOTO CKIIAMY)
CTPYKTYpHOTO mifpo3aiay Ne 5, 1110 00:1iKOBYIOThCS 332 HOMEHKJIATYPOIO cIipaB i po3noyvari y 2014
pori, OymyTs matu Taki Homepu: 5 I1-2014; 5 T - 2014; 5 K -2014 a6o 5 OC - 2014.

5. ITig yac ckiaaHHs OMKCIB CIIPaB CIIiJl JOTPUMYBATHUCS TAKUX BHMOT:
CIPaBU KOKHOTO POKY CKJIQIal0Th PIYHHIA PO3/ILT ONUCY CIPaB;
MOPSIZIOK HyMepallii CIipaB B OMUCY - BAJIOBUM 3a KIJIbKa POKIB;

3aroJIOBKH CIIPaB BHOCSTH IO OMHUCY BiJIOBITHO JIO0 MPHUUHATOI CXEMH CHCTEMaTH3allil, sIK
IIPaBUJIO, HA OCHOBI HOMEHKJIATypHU CHpaB (3a HEOOXIAHOCTI 3arojIOBKHM CIIpaB PeAaryroThCs Ta
YTOUYHIOIOTHCA);

KOXKHY CIIpaBy BHOCSITH IO OMHCY i CAMOCTIHHMM IMOPSAAKOBUM HOMEPOM (SIKIIO CIpaBa
CKJIaIa€ThCS 3 KUTBKOX TOMIB, KO)KEH TOM OTPUMY€E OKpEMUI HOMED, AKILO CIpaBa CKIAAA€THCS 3
KUTbKOX YaCTHH OJTHOTO JOKYMEHTA, TO KOXHA YaCTUHA OTPUMY€E OKPEeMUN HOMED);

y pasi BHECEHHS [0 ONMHWCY MiJpsAA KUIBKOX CIpaB 3 OJHAKOBHM 3arojOBKOM ITOBHICTIO
HaBOJISITh JIMIIE 3ar0JOBOK IEPIIOi CIIpaBH, a BCI 1HII OJHOPIAHI CIIPaBH MO3HAYAIOTH CIOBAMH
«T€ caMme», OJIHAK PEIITY BiJOMOCTEH MPO CIIPaBU 3a3HAYAIOTh MOBHICTIO (Ha KOXKHOMY HOBOMY
apKYyIIIi OMHCY 3arojI0BOK BiATBOPIOIOTH MTOBHICTIO);

rpadgu oOmuCy 3amOBHIOIOTH BIANOBIAHO 70 BiIOMOCTEH, BHHECEHMX Ha OOKIIATUHKY
(TUTYIBHUN apKyII) CIIPaBH,



rpada onucy «IIpumiTka» BUKOPHUCTOBYETHCA JUIS BIAMITOK MPO OCOOJMBOCTI (hi3MYHOTO
CTaHy CIIpaB, MPO Tepenavy CHpaB IHIIMM CTPYKTYPHHM IiIpO37IiJiaM, PO HAsBHICTh KOMIH
JIOKYMEHTIB y CTIpaBi.

6. Jly1st po3mo ity cripaB BIAMOBIIHO A0 CXEMHU CHCTEMaTH3aIlll epeadadeHo Taki mpaBuia;

CIPaBU BiTHOCATHCS JI0 TOTO POKY, B IKOMY X 3aIllpOBAJIWIIN B AUTOBOACTBI 200 B SIKOMY BOHU
HAJIMILIN 10 CTPYKTYPHOTO MiAPO3ALTY AJIs IPOJOBKEHHS;

TJIaHU, 3BITH, KOIITOPUCH ¥ IOKYMEHTH JI0 HUX BiTHOCSITHCS JI0 TOTO POKY, Ha sSIKMiA a0o 3a
SIKMH 1X CKJIaJCHO, HE3aJIEXKHO BiJ] JaTH 1X CKIIaJaHHS;

MEePCNEKTUBHI TUIAaHW BIJHOCATH JO TOYATKOBOTO POKY iX Jii, a 3BITH 3a IIi POKH - 1O
OCTaHHBOTO POKY 3BITHOTO MEPIONy;

CIpaBy, sIKi pO3M0YaTO B OAHOMY CTPYKTYPHOMY HiAPO311ii Ta IepeaaHo I MPOAOBKEHHS
710 1HIIIOTO MAPO3/ILTY, HAaJeXaTh TOMY MAPO3/LTY, A€ iX 3aBepiieHo (TP IIbOMY Ha3Ba MEPIIIOro
niaApo3aiay 6epeTbes B Ay>KKH 1 MUIIETHCSI HA3Ba OCTAHHBOT'0).

7. Onucyu crpaB BEAYTHCS MPOTATOM KITBKOX POKIB 3 BUKOPHUCTAHHAM €IMHOI HACKPi3HOI
HyMepanii. CripaBu KOKHOTO POKY CTAaHOBJISATH PIYHUE PO3/LT OIHCY.

8. Y KiHIIl OITUCY 3aMIOBHIOETHCS MIACYMKOBHI 3alUC 13 3a3HAUYEHHAM KUTBKOCTI (nudpamu i
CIIOBaMH) CIIpaB, II0 OOJIIKOBYIOTHCS 3a OINKCOM, MEPIIOr0 1 OCTAaHHHOTO HOMEpPIB CIpaB 3a
OIHUCOM, a TAaKOX 00YMOBIIIOIOTHCS OCOOIMBOCTI HyMepallii CripaB B OMMCI (JITEpHI Ta MPOMyIIeH]
HOMEPH CTIPaB).

9. YV piuHMI PO3AIT OMHCY CIIPaB BHOCITHCS TAKOXK CIIPaBH, HE 3aBEPIICHI MPOTATOM
KaJICHIAPHOTO POKY. Y TaKMX BUMAJKaX Yy KiHII PIYHUX PO3JLTIB OMUCY KOXHOTO HACTYITHOTO
POKY, TIPOTSITOM SIKOTO CIPaBH MPOJOBKYBAIKCS B JIIJIOBOJCTBI, 3a3HAYA€ThCA: «JlOKyMeHTH 3a
el piKk JWB. TaKOXK Yy PO3ILIl 3a pik, Ne ». I'padu 4, 5 dopmu omucy He
3aITOBHIOIOTHCS.

10. Omuc cmpaB CTPYKTYpHOI'O MiAPO3JLTY YCTAaHOBM MIAMUCYETbCS YyKIagaueM 13
3a3Ha4YEHHSM HOro 1Mocaju, OTO/KY€EThCS 3 KEPIBHUKOM CIIyKOU J1II0BOJICTBA 1 3aTBEPAXKYETHCA
KEPIBHUKOM CTPYKTYPHOTO MiIPO3ILTY.

11. Onuc crpaB CTPYKTYPHOTO MiIPO3/iTy YCTAHOBH CKJIQIAETHCS y JBOX NMPHUMipHHKAX,
OJIMH 3 SKHX IMEPEeJacThCsl Pa3oM 31 CIpaBaMU 0 apXiBy YCTAHOBHM, a IHIIMH 3aJIMIIAETHCS SIK
KOHTPOJIbHUM MPUMIPHHUK Y CTPYKTYPHOMY ITiAPO3ILII.

12. Ha ocHOBI1 OIIKCIB CHpaB CTPYKTYPHUX MiAPO3/1IIB apXiB YCTAHOBU I'OTY€E 3BE/I€HI OMKUCH
CrpaB MOCTiiHOro Ta TpuBajoro (moHax 10 pokiB) 30epiranHs, 3 KaJpoBUX MUTaHb (0COOOBOTO
CKJIaJy) y OPSIKY, BU3HAUeHOMY B po3aun V nux [IpaBui.

4. IlepenaBaHHs crpas 10 apXiBy YCTAHOBH

1. CnpaBu mocriifHoro ta Tpuajoro (rmoHax 10 pokiB) 30epiraHHs, 3 KaJpOBUX MHTaHb
(ocoboBOrO CKJIa/y) Yepes3 JIBa POKH MiCTs 3aBEpIUICHHs X BEACHHS B IUIOBOACTBI MEPEIalOTHCS
710 apXiBY YCTaHOBH B YIIOPSIZIKOBAHOMY CTaHI JIJIsl TOJAJBIIIOTO 30€piraHHs Ta KOPUCTYBaHHS.

CnpaBu mocTiifHOro Ta TpuBajioro (monazn 10 pokiB) 30epiraHHsi mepenarThCs A0 apXiBY
YCTAQHOBH 3a ONMCAMH, CKJIaJCHUMH 32 BAMOTaMH, BU3HAYCHUMH Yy TJIaBi 3 IIOTO PO3ALTY.



2. Copasu TumMuacoBoro (70 10 pokiB BKIIIOYHO) 30epiranHs MOXKYTh Iepe1aBaTUCS 10 apXiBY
YCTaHOBH 3a PilICHHSIM ii KepiBHUKA 32 YMOBU HAIBHOCTI B HbOMY BUTBHHUX TUIOIII.

CnpaBu TuMuyacoBoro (10 10 pokiB BKIIIOYHO) 30epiraHHs NepeaaroThes 10 apXiBy YCTAHOBU
32 HOMEHKJIaTypoIo CIipaB abo, Ha pO3Cy/l YCTaHOBH, 3a 3[jaBaJIbHUMHU OIKMCaMU TOBUIBHOI pOpMH,
HOMEpH SKUX MaloTh O3HAUKY « TM».

{A63ay opyeutt nynkmy 2 enasu 4 pozoiny VI i3 sminamu, eénecenumu 3eiono 3 Haxazom
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}

3. IlepenaBanHsl cnpaB 70 apxiBy YCTaHOBM 3AIMCHIOETbCA 3a rpadikoM, MOTOKEHHM 3
KEepIBHUKAMH CTPYKTYPHHX MIAPO3ALIIB 1 3aTBEPPKEHUM KEPIBHUKOM yCTaHOBH.

4. SIko okpemi crpaBy Tpeda 3aTUIINUTH Yy CTPYKTYPHOMY ITiIPO3/IiTL IJIsl TIOTOYHOT POOOTH,
3a MHCBMOBHMM 3BEPHEHHSM KEpiBHHMKA CTPYKTYPHOTO IiAPO3ALTY apXiB YCTaHOBH Odopmiise
BUJauy CIIPaB y THMYACOBE KOPUCTYBAaHHS HA CTPOK JI0 TPHOX MICSIIIB.

{Ilynkm 4 enaeu 4 posoiny VI 6 peoaxyii Hakasy Minicmepcmea rocmuyii Ne 1581/5 6io
21.04.2022}

5. IligroroBka crpaB CTPYKTYPHOTO MiAPO3ALTY JUIS IIEpEeIaHHsl 10 apXiBY YCTAHOBH BKJIIOUAE
MepPEBIPSHHS NMPABWIBHOCTI (hOPMYyBaHHS JOKYMEHTIB y CIIPABH, BiIMTOBIIHICTh 3ar0JIOBKIB CTIPaB
3MICTy BMIIIEHUX JI0 CIIPaB JIOKyMEHTIB, 0()OPMIICHHS TOKYMEHTIB KOXHOI CTIpaBH, OPOPMIICHHS
CIIpaB Ta BIAMOBITHICTH CIIPaB HOMEHKJIATYPI, 3aTBEP/KCHIN KEPIBHUKOM YCTaHOBH.

V pasi BUsBIIEHHS HEIOJIKIB Y (GopMyBaHHI Ta 0)OpPMIIEHH] CTIpaB MPALiBHUKH CTPYKTYPHUX
Miapo3aiTiB 30008’ 13aH1 iX YCYHYTH.

CropaBu 10 apXiBy YCTaHOBU JIOCTaBISIOTHCS IMPALIBHUKAMU I CTPYKTYpHHUX MIAPO3LTIB
3B’s13aHUMHU (yIIaKOBAaHUMM) HAJIEKHUM YHHOM.

6. Y pasi BIZICYTHOCTI CIIpaB CTPYKTYPHUX HiAPO3ILTIB, 1110 3HAYATHCS B ONUCAX, Y)KUBAIOTHCS
3axo/u, nepeadayeHi nmyHkrom 9 rinasu 2 po3auty V nux IlpaBui.

7. llpuiiMaHHs-TIepe1aBaHHS KOKHOI CIIPaBH 3/[1HCHIOETHCS MPALliBHUKOM apXiBy YCTaHOBU B
MIPUCYTHOCTI MpaliBHUKA CTPYKTYPHOTO MiAPO3/LTY, SKUH Mepeaae yInopsaKoBaHi Ta ohopmiieHi
crpasu. [Ipy 1bOMy B KOXXHOMY NMPUMIPHHUKY OMHCY CIIpaB POOIATHCS MO3HAYKH PO MPUHHATTS
Tiel abo iHMmOI cipaBu. Y KiHII KOXKHOT'O NMPUMIPHUKA OIMKCY CIpaB poOJsAThbes mudpamMu Ta
CJIOBaMH TIO3HAYKH MPO (PaKTHYHY KiIBKICTH CHpaB, IO MepelaHi 0 apXiBy YCTaHOBU, HOMEPH
crpaB, IO BiJCYTHI, JaTy NpUUMaHHS-TIEpEIaBaHHS CIpaB 1 CTaBIATHCS MIAMUCU OCIO, sIKi
3/1aBaJIA Ta IPUIMAJIH CIIPABHU.

OpuH NpUMIPHUK OMHCY MOBEPTAETHCS CTPYKTYPHOMY HiPO3/ILTY, YCI 1HII 3aJIMIIAI0THCS B
apxiBl yCTaHOBHU.

5. I'paHMYHi CTPOKM TUMYACOBOI0 30epiraHHs JOKYMEHTIB B apXiBi
YCTAaHOBH

1. YCTaHOBIIOIOTECSA TaKi TPaHUYHI CTPOKH TUMYACOBOTO 30€piraHHs JOKYMEHTIB B apXiBi
YCTaHOBHU:

1utst nokyMeHTiB BepxoBnoi Panu Ykpainu, Aaminictpanii [Ipesunenta Yipainu, Kabinery
MinictpiB Ykpainu, Koncruryuniiinoro Cyay VYkpainu, Bepxosnoro Cyny, Bumoro cyny 3
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MUTaHb IHTEJCKTYalbHOI BIIACHOCTI, Bwummoro aHtukopymmidHOoro cyny, [ eHepanbHOT
npokypatypu Ykpainu, LlenTpansHoi BuOopuoi komicii Ykpainu, PaxyHkoBoi manatu Ykpainu,
HamionansHoro 6aHKy YKpaiHu, MiHICTEPCTB, IHITUX IIEHTPAIBHUX OpraHiB BUKOHABYOI BIIAH Ta
Jep>KaBHUX OpTaHiB i 0€3MOCepeHbO MiANOPSIIKOBAaHUX 1M OpraHizariii - 15 pokis;

{A63ay opyeuii nynkmy 1 enasu 5 poszoiny VI i3 sminamu, enecenumu 32iono 3 Haxazom
Minicmepcmea rocmuyii Ne 2277/5 gio 04.07.2018}

s nokymeHTiB BepxoBHoi Pamum ABtonomuoi PecnyOmiku Kpum i Pamm MiHicTpiB
ABtoHoMHO1 PecrryOmikn Kpum, obmacHux, KuiBchkoi Ta CeBacTOMONBCHKOT MICBKHX paj i
JepXKaBHUX aJMIHICTpaIliii Ta 6e3mocepeHbO MiAMOPSAIKOBAHUX M OpraHizaiiid, amensiiiHux
CyHiB, SIKI YTBOPIOIOTHCS B amNeIBSIIIHHUX OKpyrax, amnelsmidiHuX aJMIHICTPaTHBHUX CY/IIB,
ameNAIifHUX ~ TOCMONAPCHKUX  CYIB, OKPYXXHHMX aJIMIHICTpAaTHBHHUX CY/iB, OKpPYKHHUX
TOCIIOJAPCHKUX  CYJiB, pPETiOHAIbHUX TMPOKYpaTyp, BIMCHKOBUX NPOKYpaTyp pETiOHIB,
TEPUTOPiAIbHUX OPTaHiB NEHTPAIbHUX OPTraHiB BUKOHABYOI Biaau - 10 pokiB;

{A63ay mpemii nynkmy 1 enasu 5 pozoiny VI i3 sminamu, enecenumu 32iono 3 Hakaszom
Minicmepcmea rocmuyii Ne 2277/5 gio 04.07.2018}

JUIs JTIOKYMEHTIB pailoHHHMX, paiioHHHMX y wmictax Kwuesi Ta CeBacromoisi aep:kaBHHX
aZMiHICTpaIliii, OpraHiB MICIICBOTO CAaMOBPSIyBaHHS Ta 0O€3MOCEPEIHBO IMiAMOPSAKOBAHUX iM
oprasizarliii, OKpy>KHHUX CY/IiB, SIKi yTBOPIOIOTHCS B OJJHOMY a00 JIEKITbKOX pallOHAX 4M paiioHaX
y Mmicrax, abo y MicTti, abo y paifoHi (paiioHax) 1 MicTi (MicTax), TEpPUTOpiaIbHUX OPTaHiB
[EHTPAJIbHUX OpPraHiB BUKOHABYOI BJIAH, & TAKOX CUIBCHKOTOCIONAPCHKHUX MIiANPHUEMCTB - 5
POKIB;

{A63ay uemeepmuui nynkmy 1 enasu 5 posoiny VI i3 sminamu, énecenumu 32i0Ho 3 Hakazom
Minicmepcmea rocmuyii Ne 2277/5 gio 04.07.2018}

JUIS 3aIUCIB aKTIB IHMBIIBHOTO CTaHY, 3allMCIB HOTapiaJIbHUX il 1 CyJOBHX CIIpaB,
JOKYMEHTIB 3 KaJpOBUX IMHUTaHb (OCOOOBOTO CKIay), TOCIOAAPCHKUX KHHT, JOKYMEHTIB 3
MpUBaTH3aIlii KUTIOBOTO (POHIY - 75 POKIB.

2. Crpoku 30epiraHHsi 0[O0 KOHKPETHMX JOKYMEHTIB MOXYTb OYTH 3MiHEHI 3a
MIOTO/DKEHHSM 3 BIJMOBIHOIO JIEP’KaBHOIO apXiBHOIO YCTaHOBOIO, apXiBHUM BIIJIUIOM MICBKOI
paau. IlponoBxkeHHs CTpOKIB 30epiraHHs JOKYMEHTIB B apxXiBl YCTAHOBHM JONYCKa€ThCS 3a
noTpeOu KOPUCTYBAHHS JIOKyMEHTaMHM 31 CIIy>)KOOBOIO METOI0, Y pa3i HEMOXKIUBOCTI MPUHHATH
JIOKYMEHTH Ha 30epiraHss 10 Jep>KaBHOI apX1BHOI yCTaHOBHU, apXiBHOT'O BIAJILITy MICBKOI pajiu.

3. Ilicna 3akiHUEHHS TPAaHWYHUX CTPOKIB 30epiraHHs IOKyMEHTH, BigHeceHi 1o HAD,
MepearoThCs Ha TIOCTIHE 30epiraHHs BiJIITOBIIHO JI0 MOPSIKY, BA3HAYEHOTO Yy T1aBi | po3maimy
XTIV nux IpaBui.

VII. CkiaagaHHs apXiBHHUX ONKCIB CIIpaB

1. Ilopsaaok ckIaJaHHS PIYHUX PO3ALTIB 3BeIeHNX OMUCIB CIPaB
YCTaHOBH

1. ITigroToBKa PIYHUX PO3/LIIB 3BEICHUX OIMHUCIB CIIPaB MOCTIHHOTO 30€piraHHs, TPUBAJIOTO
(monax 10 pokiB) 30epiranHs Ta 3 KaJApOBUX MUTaHb (0COOOBOTO CKJIAy) MOKIAAAETHCS HA apXiB
YCTaHOBH.
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2. SIk0 B yCTaHOBI CTBOPIOETHCS 3a pik 10 20 cripaB, 3BeJICHUI OIHC TO3BOJISETHCS CKIIAaTH
3a KiJIbKa POKiB, ajie He OiJIbIle HiX 3a IT’Th POKiB.

Ha crenudiuni a7 KOHKPETHOT YCTaHOBH cIIpaBH (CyZOBI, CIiJ4i, HAYKOBI 3BITH TOIIO)
CKJIAJIAal0Th OKPEMI OITHCH.

3. 3BeneHi omMCH CIpaB CKJIAAAIOTh Ha OCHOBI PIYHUX PO3ALIIB OMKCIB CIIPaB CTPYKTYPHHUX
MiIPO3AUTIB, Y TOMY YHCII BIIOKpEMJIEHUX CTPYKTYPHHX IMAPO3IiUIIB 0€3 cTaTyCcy FOpUIUIHOL
ocobw, a B 0€3CTPYKTYpPHHUX YCTAaHOBAX - HA OCHOBI 3BEJICHOI HOMEHKJIATYPH CIIPaB 3a TOW caMuii
pIK.

B ycraHoBax, 1m0 He MawTh CTPYKTYpPHOIO MOAUTY, apXiBHI OMNHMCH CKJIaJAlOThCSA 3a
HanpsMaMH JTisSUIbHOCTI yCTaHOBH.

4. ITopsimoK yHECEeHHs 3aroJIOBKIB CIpaB y pIYHUNA PO3ALT 3BEAECHOTO ONHUCY - aHAJIOTIYHUN
MOPS/IKY, 3a3HAYEHOMY B ITyHKTax 5 Ta 6 rnasu 3 po3ainy VI nux [Ipaswui.

3arooBKH CIpaB, 110 MICTATh JOKYMEHTH 3 JAEKLIbKa POKiB, BKIIOYAIOTHCS y PIYHUN PO3ILT
3BEJICHOTO OMHUCY BIAMOBIIHO 10 BUMOT, BUKJIQeHUX y MyHKT1 9 rinasu 3 po3nury VI nux [pasu.

5. Ilepr HiIX BKJIFOYATH 3aT0JIOBKU CIPaB A0 PIYHOTO PO3/LTY 3BEACHOTO OMHUCY, HEOOXiTHO
3BIPUTH 3aroJIOBKH CIIPaB 3 OMUCAMU CHPaB CTPYKTYPHUX MIAPO3AUTIB (711 O€3CTPYKTYPHUX
YCTaHOB - 31 3BEJICHOI0 HOMEHKJIATYPOIO CIIpaB 3a TOM caMHid piK), MEPEBIPUTH MPABUIIbHICTh
dhopmyBaHHS Ta OPOPMIICHHS CITPaB.

6. 3aroyioBkH cripaB, cOpPMOBAHUX MICIS 3aTBEPAKEHHS PIYHOTO PO3JLTY 3BE€IEHOIO OIUCY
CIpaB YCTaHOBH, BKIIIOYAIOTh /10 PIYHOTO PO3UTY Mif JITEPHUMU HOMepamu (Hanpuknan, 10-a,
284-6 Tomro) abo BMIIIYIOTh Y KIHIIl PIYHOTO PO3JUTY OMHUCY 3a iX BaJOBOIO HyMmepalli€e. Bubip
TOT'O YM TOTO BapiaHTy 3aJICKUTh B/l KIJIBKOCTI TAKUX CIIPaB.

7. Piuni po3/iiu 3BE€JICHUX OIMHUCIB CIPAaB HyMEPYIOTHCS Yy BaJIOBOMY IOPSIKY 32 BUMOTaMH,
BCTQHOBJICHUMHU Yy TJaBi 7 I[bOTO PO3IUTYy, JO HUX CKJIAJAIOTHCSA IMIJCYMKOBHM 3amuc Ta
3aCBiqUyBaJIbHUI HAIMKC 3TiJHO 3 BUMOTaMH, BU3HAYECHUMH Y TJIaBi 5 IIbOTO PO3JUTY, a TaKOX
MepeIMOBa, IO CKIIATAETHCS BIAMOBIIHO 0 MyHKTY 2 TJIaBH 6 I[bOTO PO3ALTY.

PiyHi po3ainu 3BeeHUX OMKCIB CIpaB HE MiAIIMBAIOTH 1 HE ONPABISIOTh; BOHU MOBHHHI
30epiraTucs B TeKax 3 KjianaHamu abo 3aB’sI3KaMHU.

8. Piunmii 3BeseHMII OMHUC CIpaB CKIAJA€ThCS HE Ti3HIIIE HDK 4epe3 JBa POKH IICHA
3aBEPIICHHS CTIPaB Y JiJ0BOJICTBI.

2. CxiagaHus Ta 0popMJICHHS PIYHOIO PO3Iily OIMCY CIIPaB
NOCTIMHOIO 30epiranus

1. Piynuii po3min 3BEACHOTO ONUCY CHpaB MOCTIMHOTO 30epiraHHs CKJIaJaloTh 3a
BCTaHOBJICHOIO (hOpMOIO, HaBeJeHOI B j01aTKy 20 mo nmx [IpaBui. [[o HBOTO BKIIOYAIOTH YCi
3aroJIOBKH CIIPaB, 10 (JOpPMYyBaIUCS B CTPYKTYPHHUX MiIPO3/iJiaX YCTAHOBH BIPOJOBXK POKY, a
TaKOK 3aroJIOBKH CIIPaB i3 JIOKyMEHTaMH, BUIYYEHUMH 31 CIpaB THMYACOBOTO 30epiraHus, sKi
manm no3Haduky «EITK». Cucremaru3zaliis 3aroJioBKiB CHpaB B OIUCY IOBHHHA BiJIOBiJIATH
MOPS/IKY, BU3HAUEHOMY Y 3BE/ICHI i HOMEHKIIATYPi CIIpaB yCTaHOBH 3 IS CaMUii PiK.



2. PiyHmii 3BeleHMII OMHUC CIpPaB TOCTIHHOTO 30€piraHHs CKIAJAEThCS Y YOTHUPHOX
MpUMIpHUKAX, sKi micis cxBayieHHss EITK BiAMOBIMHOTO NEp:KaBHOTO apXiBy 3aTBEPKYIOTHCS
KepiBHUKOM ycTaHOBH. OJIMH TPUMIPHHUK HAaINpPaBISETCS JCPKABHOMY apxiBy (apXiBHOMY
BIUIUTy MICBKOI pajau), y 30HI KOMIUIEKTYBaHHS SKOro mnepedyBae ycraHoBa. Jlpyrwii -
30epiraeThCs sIK HETOTOPKAHHUN B apXiBi YCTaHOBH. TpeTiil Ta 4eTBepTUH MPUMIPHUKH PO3JILITY
OIUCY BUKOPUCTOBYIOTHCS apXiBOM 1 CIIy»00I0 IiJTOBOJACTBA I TOTOYHOTO TIOUIYKY CIIpaB 1y
pasi iX mepemaBaHHS Ha IMOCTiHHE 30epiraHHs HAAXOIATh 0 JCP)KABHOTO apxiBY (apXiBHOTO
BIJUILTY MICBKOI pann).

3. YcranoBw, 1o 36epiratots qokymeHT HA® nocriitHo B ce0e, CKIIaaoTh pidHi po3AiIN
3BEICHOTO OMKCY CIpaB IMOCTiiHOro 30epiranHs y naBox npumipHukax. [loromxeni EIIK
BIJITIOBITHOTO JIEP>KaBHOT'O apXiBy OMMCH 3aTBEPIKY€ KEPIBHUK ycTaHOBHU. [lepuiuil mpuMipHUK
ornucy 30epiraeTbcs B apXiBl YCTaHOBH, a APYTUH - y ciIy:k01 A1JIOBOJICTBA.

4. 3aroyoBKH CIIpaB, BKIOYEHUX 10 PIYHOTO PO3MLTY 3BEIEHOTO OIMHUCY CIIPaB MOCTIHHOTO
30epiraHHs, HYMEpYIOTh y BaJOBOMY NOpAIKY a0 yucia 9999. B ycraHoBax 3 piYHHM
TOKyMeHT000irom 10 600 TOKyMEHTIB AOIBHO 3aKiHUYBAaTH 3BEICHUI OMKC 3 KUTBKICTIO CIIpaB
999.

3. CkuagaHHs Ta 0pOpMJICHHS 3BEICHOI0 OIMCY CIIPaB TPHMBAJIOI0
(monan 10 pokis) 30epiranus

1. Piyamii posnin 3BeneHOro omMcy chpaB TpuBasioro (moHan 10 pokiB) 30epiraHHs
CKJIAAEThCs 3a (popMoro, HaBeAeHO B aoaatky 21 mo mux IlpaBun. Jlo ommcy BKIIIOYAIOTh
3arojIOBKU CHpaB, 110 YTBOPWIIKCS B AISUIBHOCTI CTPYKTYPHHX MiAPO3ALUIIB YCTAaHOBU 1 MaloTh
BIJITIOBITHO J0 3BEJICHOT HOMEHKJIATYypH CIIpaB CTPOKH 30epiranHHs moHan 10 pokiB, a Takox 3i
cTpokoM 30epiranHsa «J/lo mikBijmamii ycTtaHOBW» (OKpiM [IOKYMEHTIB 3 KaJpOBHUX IHUTaHb
(ocoboBoro ckiany)). Cucremaruzallisi 3arojIOBKiB CIIpaB y I[bOMY OIHCY MOBHHHA BiJIIIOBiIATH
MOPSIKY, BU3HAUEHOMY Y 3BE/I€HI HOMEHKJIATYpi CIIpaB yCTaHOBH 3a LIEH caMuii pik.

2. Onmcu cripaB TpuBaioro (moHas 10 pokiB) 30epiraHHs CKJIaIal0ThCS y IBOX MPUMIpHUKAX
ta cxBamoioThest EK ycranoBu. Onucu cipaB Tpusasoro (moxaa 10 pokiB) 30epiraHHsi yCTaHOB,
y HIISUTBHOCTI SIKMX HE YTBOPIOIOTHCS MoKyMeHTH HA®, mopatorbes Ha cxBasieHHs EK oprany
BUIIOTO PiBHS (32 HASBHOCT1).

Ornucu crpaB tpuBaioro (monan 10 pokiB) 30epiranHst mogaroThesi Ha moromxeHHs EITK
JepkaBHOTO apXiBy abo cxBanenHs EK apxiBHOTro Biainy pailonHOi, pailoHHuX y MicTax Kuesi i
CeBacTormoJi Aep)KaBHUX aaMiHICTpalliid, MICbKOI pajay 3a PillICHHSAM ITUX KOMICIH.

3. V pa3si nikBijanii yCTaHOBH, Y MSUTBHOCTI SIKOi HE YTBOPIOIOTHCA ToKyMeHTH HA D, omnuc
TpuBajoro (moHax 10 pokiB) 30epiraHHs TOKYMEHTIB MepepoOIse€ThCS 3 METOI0 BUOKPEMIICHHS
JIOKYMEHTIB, TTOB’ I3aHUX 13 3a0€3MEUCHHSIM COILIIAJIBHOTO 3aXUCTY TPOMAJISH, Ta MICIIs CXBAJICHHS
EK ycranosu ta EK oprany Buioro piBHs (3a HasBHOCT1) 000B’I3KOBO MOAA€THCS Ha MOTO/KEHHS
EIIK nepxaBHoro apxiBy abo cxBasmeHHs EK apxiBHOro Bimniy pailoHHOI, palOHHUX Yy MiCTax
Kuegi 1 CeBacronomni aepKaBHUX aaMiHICTpaliid, MiICbKOI paju.

4. CxBaseHi Ta TOTOJUKEHI ONWCH CIpaB 3aTBEPIKYE KEPIBHUK ycTaHOBH. [lepmii
MPUMIPHHUK PIYHOTO PO3/LTY OMHUCY 30€piraeTbesi B apXiBi YCTAHOBH SIK HEJOTOPKAHHUM, a APYTHMA
€ poO0YMM 1 BUKOPUCTOBYETHCS B MIPAKTUUHIN POOOTI.



5. 3aroyioBKM cripaB, BKIIOUEHHX JIO PIYHOTO PO3JLUTY 3BEIEHOTO OIMKCY CIIPaB TPHBAJIOTO
(monan 10 pokiB) 30epiranHs, HyMEpYIOTh Y BAJIOBOMY MOPSAKY A0 uncia 999.

4. Ckaaganna ta opopmIIeHHS 3BeIeHOr0 OIUCY CNPAB 3 KaJPOBUX
NUTaHb (0COO0BOTO CKJIATY)

1. 3BeieHMi omKC CIpaB 3 KaJApOBUX MUTaHb (0COOOBOTO CKJIAAY) CKJIAIa€Thes 32 POPMOIO,
HaBelEHOI B Jo1aTky 22 no uux IlpaBwi. Omuc MICTUTh JTOKYMEHTH, IO CTBOPIOIOTHCS B
JISUTBHOCTI  KaJpoBOi, OyXraiarepchbkoi ciyk0 Ta ciy>)kOM OXOpPOHHM Mpall YCTaHOBHM, Ta 3a
HOMEHKJIATypOIO CIIpaB YCTAHOBH MalOTh CTPOK 30epiranHs nonas 10 pokis.

2. 3aroJI0BKH CIPaB OIMMHUCY 3 0COOOBOr0 CKJIaay CHCTEMATU3YIOTh 38 HOMiIHAJIBHOK 03HAKOI0
B TaKi# IOCIIJOBHOCTI:

HaKa3| 3 KaJpoBUX MUTaHb (0COO0BOTO CKIIay), IO MiAIATAIOTh TPUBAIOMY 30epiranHio (75
POKIB);

00JTIKOB1 IOKYMEHTH (CIUCKH MPAIiBHUKIB YCTAHOBH);
KHUTH (KypHaJI) 00J1iKy HaKa3iB 3 KaJIpOBUX MUTaHb (0COOOBOI0 CKIALY);
KapTKH 3 00J1iKy 0COO0BOTO CKIIaJy;

0co00BI crpaBu (y TOMY 4YMCIl OCi0O, MPEJACTaBICHUX 1O MPUCBOECHHS MOYECHUX 3BaHb),
aTecTalliifHi CripaBu, IEPCOHAIBHI CIIPaBH;

KOHTPAKTH, TPYJOBI JIOTOBOPH, IO 3aMIHIOIOTh HaKa3W 3 KaJpOBHX MHUTaHb (0COOOBOTO
CKJIAMy);

OyXxraiatepcrki TOKyMeHTH (0COOOBI paxyHKH 13 3apOOITHOI MIaTH, a B pasi iX BIACYTHOCTI -
PO3paxyHKOBI BIJOMOCTI 13 3apIUIiaTH);

JOKYMEHTH IO aTecTalito 1 Tapudikaiito (tTapudikaniiHi BiToMOCTi (CITUCKH));
JIOKYMEHTH TIPO TPOBEICHHSI aTecTallil Ta BCTAHOBJICHHS KBami]ikarrii;

HaropojHa JIOKyMEHTaIIis;

JIOKYMEHTH TIPO HENIACHI BUTIAJKN Ha BUPOOHUITBI (aKTH, POTOKOJIA, BACHOBKH, )KYPHAIIH );

He3aTpeOyBaHI OCOOHMCTI JOKYMEHTH NpAIliBHUKIB (TPYJOBI KHHMXKH, BIMCHKOBI KBHTKH,
JUTIJIOMH, aT€CTaTH TOIIIO).

3. Oco06oBi cripaBu (0COOOBI KapTKH) BHOCSTH JIO OIMKCY 32 POKOM 3BUIBHEHHS MTOCAIOBUX
oci0 B andaBiTHOMY MOPSAKY iX MPi3BUILL.

4. 3anexHo Bij 00cATy 0COOOBI CIIPaBH BHOCSITHCS JIO OMUCY SIK OKPEMi OJIMHUIII 30epiranHs
a0o rpynyroThes 3a andaBiTOM B OKpeMi CIIpaBU-HAPSAIH, KOXKHY 3 SKMX BKIIIOYAIOTh /10 OMHCY Mij
CaMOCTIHAM HOMEPOM, HaPUKJIIAI:

21. Oco0oBi cripaBu 3BUILHEHHX MPAIIBHHUKIB 3 TPI3BHIIAMH 3 JITEPH «A» 110 JiTepy «K».

22. Te came, 3 npi3BUIIaMu 3 Jitepu «JI» no mitepy «5I».



5.V cmpaBu-Hapsau BMIIIYIOTh BHYTPIIIHIM OMUC yCiX OCOOOBHX CHpaB i3 3a3HAUYCHHSAM
HOMEpIB CTOPIHOK KOXKHOi 0co0oBoi cripaBu. ChopMoBaHi y crpaBH-HapsIud O0COOOBI CIIpaBH
BiJJOKPEMITIOIOTB OJTHA BiJl OJJHOT YUCTHMH apKyIlIaMH Tarepy, ¢ 3a3Ha4ar0Th MPi3BUILE, M5, 110
0aTbKOBI 0COOU, Ha SKY 3aBEJICHO CIIPaBY.

6. Oco00Bi1 KapTKU TaKOK (POPMYIOTH Y CIIpaBU-HAPSAIM B aJIhaBITHOMY HOPSIIKY, HAIPUKIIA:

Oco00B1 KapTKH 3BIIbHEHUX TpaiBHUKIB (¢. T-2) 3 mpizBuIamMu 3 Jitepu «A» 1o JiTepy
«H».

7. OcoboBi paxyHKH NpaliBHUKIB (OPMYIOTh Y XPOHOJOTIYHOMY MOPSAIKY 3a aidaBiToM
MPI3BULI MPALIBHUKIB 200 CTPYKTYPHUM MPUHIIUIIOM, HAIIPUKIIA:

Oco00Bi paxyHKH IPALliBHUKIB 3 MPI3BUILAMH 3 JIITEPU «A» 10 JiTepy «M».
Oco00Bi paxyHKH IPaLiBHUKIB BiJITy TOCTa4aHHS Ta 30yTy.

8. 3anexHO BiJ KITBKOCTI 0COOOBHX CIPaB Ta 0COOOBHX KaPTOK Ha 0COOOBI CIIPaBH Ta KAPTKH
3BUTFHEHHX TMPAIiBHUKIB MOKE CKJIaJaTHCS OKPEMUIl OTIHC.

9. Omnucu cmpaB 3 KaApoBHX MUTaHb (0COOOBOrO CKIAAy) YCTAHOB, Y MISTIBHOCTI SIKMX
yTBOpIOIOThCST AokyMeHTH HA®, ckiagatote y Tpbox mnpumipHukax. [loromxeni EIIK
BIJITIOBITHOTO JIEP>KaBHOT'O apXiBy OMKMCH 3aTBEPIKY€ KEPIBHUK ycTaHOBHU. [lepuiuil mpuMipHUK
PIYHOTO PO3ILTY ONHUCY 30€pIiraeThes B apXiBl YCTAaHOBH SIK HEIOTOPKAaHHUI, a Ipyruil € po6ounm
1 BUKOPUCTOBYETbCS B MPAKTU4HIA poOoTi. TpeTiit HaJACKUIA€ThCS A KOHTPOIIO JEPKABHOMY
apxiBy (apXiBHOMY BIAJILITYy MICBKOI pajin), y 30H1 KOMILIEKTYBaHHS SIKOTO nepedyBa€e yCTaHOBA.

10. Onucu cnpaB 3 KagpoOBUX IMHUTaHb (OCOOOBOTO CKJIa/1y) YCTAHOB, Y TiSUIBHOCTI SIKUX HE
CTBOPIOIOThCS TIOKyMeHTH HA®, ckiiagaroTh y ABOX mpuMipHUKaX. [Ticiis morokeHHs OMHCIB
EIIK nepxxaBHoro apxiBy abo EK apxiBHOro Bimniiny paiioHHOi, pailoHHMX y Mictax Kuesi i
CeBacTomoi JepkKaBHUX aaMIiHICTpalliidf, MICBKOI paaM iX 3aTBEP/KYyE KEPIBHUK YCTAHOBH.
[Nepmii mpUMipHUK PIYHOTO PO3ALTY OMUCY 30€epiraeThCs B apXiBi yCTAHOBH SIK HEIOTOPKaHHUH,
a IpyTruil € poOOYMM 1 BUKOPUCTOBYETHCS B IPAKTUYHIN POOOTI.

11. 3arosioBkH cripaB, BKIOYEHHUX O PIYHOTO PO3JLIY 3BEJEHOIO ONKUCY CIPaB 3 KaAPOBUX
nUTaHb (0COOOBOTO CKIIAY), HyMEPYIOTh Y BaJIOBOMY MOPSAIKY 10 yncia 999.

5. IlizcyMKoOBM 3a11MC TAa 3aCBiAYYBAJIbLHUI HANMKUC 10 APXiBHUX
OmMCiB cnipaB

1. CymapHuii 00I1iK CIpaB 3aKpiIUTIOETHCS Y T1ICYMKOBOMY 3aIlUCi, SKAN CKIIaIaI0Th IS BCIX
apxiBHUX omuCiB cupaB. [licis ocTaHHBOI CTATTI KOKHOTO ONMHUCY 3a3HayaroTh (mudpamu Ta
ciioBaMH) (paKTUYHY KUIBKICTH CIpaB, YHECEHUX JI0 PIYHOTO PO3IUTY OMHUCY, a TAKOXK BKa3ylOTh
0COOIMBOCTI HyMepallii cripaB (HassBHICTH JITEPHUX Ta MPOIyIICHUX HOMepiB). Hanpuknan:

V 1neii onmc BriroueHo 250 (aBicti m’araecar) crpas 3 Ne 1 mo Ne 250, y Tomy ywmcii:
nitepHi Homepu: 50a, 145a, 1456;
nponymieHi Homepu: 170, 205.



2. KoxxHy 3MiHY 3arajbHO{ KUIBKOCTI CIIPaB B OMHKCY, TTOB’A3aHy 3 HAIXO/DKCHHSIM, BUOYTTSIM,
00’€THaHHAM, PO3()OPMYBAaHHSM CIIPaB TOIIO, (PIKCYIOTh y MiICYMKOBOMY 3aIMCi 3 TIOCHJIAHHIM
Ha BiJIIIOBI/IHI IOKYMEHTH, 11O € TiICTaBOO JUIsl BHECCHHS 3anucy. [Ipuxaan:

o omnucy BkitoueHo crpaBy Ne 78-a. IlincraBa: akT mpo nepeBipsSHHSA HASBHOCTI 1 CTaHy
crpas Big 17.01.2015 Ne 3;

Cnpasu 3 Ne 112 o Ne 115 Bukmrodeno 3 onucy. IlincraBa: akT mpo HecTady apXiBHUX CIIpaB
(moxymenTiB) Bix 12.06.2014 Ne 2;

CopaBu NeNe 50, 58, 70 Buiyueno. IlincraBa: akt mpo BuitydeHHs crpaB 3 HAD Big
12.01.2014 Ne 1;

Cmpay Ne 200 pozdopmoBano. JlokymenTu cripaBu Ne 200 4acTKOBO BKJIFOUEHO B cripaBy No
180. CripaBu 134 ta 136 06’ennano. ITigcrasa: akt Big 20.01.2015 Ne 1.

3. [licns BHECEHHS B ONMUC JOJATKOBHUX 3aIKCIB CKJIAIal0Th HOBUH MIACYMKOBHH 3aIuC 10
onucy. Y pasi BUOYTTs crpaB 3 onucy B rpadi «IIpumiTka» MpoTH KOXKHOI CHpaBy, 110 BUOYyIa,
poOIIATH M03HauKy «Bulymay.

4. Jlna oOniky KUTBKOCTI apKyIliB PI4HOTO PO3JALTY 3BEICHOrO OINHUCY CIpaB, (ikcarii
0coOJIMBOCTEH HyMepallii OMCY Ha OKPEMOMY apKyIIi CKJIQJIA€ThCs 3aCBiAUYBaIbHUI HAITUC /10
pPO3/AlTy OINHUCY, SIKHH PO3MINIYIOTh HANPUKIHII PIYHOTO pO3aiuTy 3BemeHoro ommcy. dopma
3aCBiIYyBAJILHOTO HAIKCY 10 PO3ALTY ONKCY HaBeneHa y noaatky 17 mo mux [Ipasu.

6. IlepenmoBa 10 3BeieHUX apXiBHUX ONMCIB CIIpaB

1. JIo KO>)KHOTO PIYHOTO PO3iTy 3BEICHOTO OIKCY CIIPaB MOCTIHHOTO 30epiranHs, TPUBAJIOTO
(monax 10 pokiB) 30epiraHHs Ta OMKCIB CIIPAB 3 KQJAPOBUX MUTAHB (0COOOBOTO CKIIA]Ty ) CKIIAIAI0Th
MIEPEIMOBY, IO € JIEMEHTOM JIOBIIKOBOTO anapaty J0 PiYHOTO PO3JLIy 3BEJICHOTO OMUCY CIIPaB.

2. IlepeaqMoBa 10 ONUCY CKIIAIA€THCS 3 IBOX YACTHH:
nepiia - icropisi ycTaHOBU-(OHIOYTBOPIOBAYa;
apyra - ictopist poHny.

VY mepmriii YaCTUHI TEPEIMOBH HABOJATH y XPOHOJIOTIYHIN TOCIITOBHOCTI BiJOMOCTI TIPO
3MIHM 32 BIIMOBIIHUM Tepion, mo BiAOYJIHCS Yy HampsMax [isUIBHOCTI YCTaHOBH, ii Has3Bli,
MiMOPSIIKYBaHHI, CTPYKTYPI1, Y APYTiH - CTUCIO XapaKTePU3YIOTh 3MICT 1 IOBHOTY JIOKYMEHTIB y
CTpaBax, BHCBITIIOIOTH OCOOMUBOCTI (pOpMyBaHHS Ta ONHWCAHHS CIpaB, iX CHUCTEMaTH3allil B
omucy. IlepenMoBYy MIANMUCYIOTHh YKIJIagad OMHCY Ta KEPIBHHK apXiBy YycTaHOBH (0co0a,
BiJIMOBiTaJIbHA 32 apXiB).

3. Inmi eneMeHTH JOBIIKOBOIO amapaTy OO PIYHOTO PO3JALTY 3BEIEHOr0 OIUCY CIIpaB
(TUTYNIBHUN apKy1ll, 3MICT, CIIUCOK CKOPOYEHb, MOKAXKUMK) CKIIaJAal0Th 3a MOTPeOu.

HeoOXigHicTh CKJIaJaHHS JOBIAKOBOTO amapaTry A0 3BEIEHUX OIHUCIB CIPaB MOCTIHHOTO
30epiraHHsl y3rOJKY€ETbCS 3 JIEP)KaBHOIO apXiBHOK YCTAHOBOIO (apXiBHUM BiIJIIOM MiChKOI
panu), y 30Hi KOMIUIEKTYBaHHS SKOi IepedyBae yCTaHOBA.

7. Hymepauisi 3Be/iecHMX apXiBHUX OIUCIB



1. ¥V mMexax apxiBHOTO (POHJY MEPHIOMY PIYHOMY PO3LTy 3BEJICHOTO OIHCY CIIPaB KOXKHOTO
BHUIy HagaeTbcs Homep. [lo ommcy 3 KaJpoBUX MHUTaHb (0COOOBOTO CKIIANY) JOIAIOTH JIITEPHI
THIEKCH «K» a00 «0/C», omucam cripaB Tpubasioro (moxas 10 pokiB) 30epiraHHs - JIITEPHUN THICKC
«T», HATPUKJIIA]:

oruc Ne 1 cipaB nocTiitHOro 30€piranus,
onuc Ne 2-K 3 KaJpOBHUX MUTaHb (0COOOBOTO CKJIAY),
onuc Ne 3-1 TpuBanoro (nonaz 10 pokiB) 30epiraHHsl.

2. Yci HacTyNHI pivHi PO3/IN 3BEIEHOTO OMUCY CrpaB OyayTh MaTH L€l caMuil HOMep 10
CKJIaJICHHS 3aKIHUEHOTO OITUCY, TP IIbOMY TIiCIIsi HOMEpa KOKHOTO HACTYITHOTO PIYHOTO PO3ILITY
ONMUCY CHpaB y MAyXKKaxX 3a3HAYAETBHCA CIOBO «IPOJIOBXKEHHs», Hampukiaa: «Omuc Ne 1
(TIpoIOBKEHHST) CTIPaB MOCTIMHOTO 30€piraHHs».

3. He no3BoisieThes HAZaBaTH OMKUCAM OJHAKOBI 0OJIIKOB1 HOMEPH, HAIIPUKJIIA, 1BA OTHCH No
1 mocTiifHOTO CTPOKY 30epiraHHs, a TAaKOXK HaJaBaTH iM JIITEPHI 1HAEKCH «a», «0» TOIIO.

4. Homep BHOYJIOTO OMKUCY 1HIIUM ONKCAaM HE MPUCBOIOETHCS.

5. O6nik onMCIB crpaB B apXiBl YCTaHOBU 3A1MCHIOETHCS BIAMOBIAHO A0 MYHKTY 5 riaBu 4
posniny X nux [Ipasui.

8. 3akiHveHuil apxXiBHUI OIKUC CIIPaB

1. Jlexiibka piuHUX PO3JLTIB 3BEIACHOTO OMUCY CHpaB ab0 OIUH PIYHMNA PO3JLI, KUIBKICTh
3aroJIOBKIB CTpaB y SKUX jgocsaria uucia 9999 (abo 999), BBaKaOTHCS 3aKIHYEHUM OIHUCOM.
CropaBu, CTBOpEHI B HACTYNHI POKH, BKJIIOYAIOTHCS JIO0 IHIIOTO OMHUCY, L0 MAa€ HACTYIHHH
MOPSAIKOBUI HOMEp, HaIllpuKiIaa 2, abo 1HIIMM BalOBUIl HOMED.

3aKkiHUEHHI ONHIC CKJIAZAIOTh 1 B pa3i JIiKBijallii ycTaHOBH-()OHIOYTBOPIOBAYA HE3aJIEKHO BiJl
KUTBKOCTI 3ar0JIOBKIB CIIPaB y pIYHUX PO3/iIax.

2. CuctemaTu3aIlisi 3arojIoBKIB CIIPaB y 3aKIHYEHOMY OMHUCY MOXE YTOYHIOBATHCS 3T1IHO 3
XPOHOJIOTIYHO-CTPYKTYPHOIO CXEMOIO MOOYIOBH apXiBHOrO (OHIY, pO3JiIaMU SIKOI € POKH, a
MIAPO3aUIaMH - Ha3BU CTPYKTYPHUX MIAPO3AUIIB YCTAaHOBH. Y pa3i QPyHKIIOHAIBHOI MOOYI0BH
PIYHUX PO3UIIB OMHUCY YTOYHEHHS CXEMH CUCTEMAaTH3allil 3aKiHYEHOTO OIUCY HE MPOBOAUTHCS.

3. 3akiH4eHHUIl OIMUC, IO CKIANAETHCS 3 PIYHUX OMMCIB CIPaB, MOBUHEH MAaTH 3arajbHUH
M1ICYMKOBHIA 3a1IMC, CKJIAJICHUI BIAMOBIAHO 710 TTyHKTIB | - 3 T7aBH 5 11pOT0 po3AiTy. SIKII0 onuc
CKJIQIAETBCS 3 KUIBKOX TOMIB, TO MiJICyMKOBHH 3aIlUC CKJIAIAETHCS 10 KOXXHOTO TOMY, a JIO
OCTaHHBOTO TOMY CKJIAJJA€THCS 3arajlbHUN MiICYMKOBUH 3aMKC 70 OMUCY B ILIIOMY.

4. Jlo 3aKiHUYEHOTO ONKCY CIIpPaB MOCTIHHOro 30epiraHHs CKJIAaJA€ThbCs 3acBiAUYyBaJbHUN
HalWc BIAMOBIAHO A0 noxatka 17 po uwmx IlpaBun Ta aHamoriyHO 3raJlaHOMYy PEKBI3UTY,
HaBeJIEHOMY B NYyHKTI 7 riaBu 2 po3nuty VI mux I[lpaBun. ¥V 3aranbHOMY 3acBiauyBajbHOMY
HaIucl B110OpaxaroThCs BC1 3MIHM B 00Cs31 CIIpaB, BHECEHUX JI0 OIHCY, MOB’sI3aH1 3 BUOYTTSIM,
HA/IXO/DKEHHSIM, 00’ €THAaHHAM 1 po3()OpMyBaHHIM CIpaB (Ha MiJICTaBl BIIMOBIIHUX JTOKYMEHTIB).
Biarak 3acBigdyBaibHI HalMCH, CKIIAJICHI IO PIYHUX PO3/LIIB 3BE€JCHOTO OMKCY, BUIYUYalOTh.

5. OOOB’A3KOBMMHU elleMeHTaMH O(GOpPMIICHHS 3aKiHYE€HOTO OIUCY CHpaB TMOCTIHHOTO
30epiraHHs € TUTYJIBHUI apKyIll, [0 CKIAAa€Thes 3a (POPMOIO, HABEACHOIO B JI0AATKY 23 10 IHX



[IpaBui, 3micT, mepeMoOBa Ta CIHCOK CKOPOYEHbB, SIKi BMIILI[YIOTHCS B OIKC MEPE]l OMMCOBUMH
CTATTSMH B HAaBEJICHIH MOCITIIOBHOCTI 1 CKJIQ/Iaf0Th JOBIKOBHH arapar 710 OIHCY.

6. Jlo ckiagy TUTYJIBHOTO apKyllla BXOJAATH JaHI Ui MOLIYKY ONUCY B apXiBi: OCTAHHS
odiriiiHa Ha3Ba yCTaHOBU-()OHI0YTBOPIOBaya (13 3a3HAYCHHSIM Ha OKPEMOMY apKYIIIi BIJOMOCTEH
Ipo nepeiMeHyBaHHS Ta 3MiHHM B MiANOPSAAKYBaHHI, IO BiAOYIHCS MPOTITrOM Hepiony, 3a KU
JOKYMEHTH BKJIFOUEHO JIO OTIHCY ), HOMep (OHIY, HOMEp OIHCY, Ha3Ba ONKCY, KpaifHi JaTh CIIpaB.

7.Y 3MICTIi 10 3aKiHYEHOTO OIUCY CITPAB MEPeiuyIoTh (13 3a3HaYeHHSIM HOMEPIB BiAIOBIIHUX
apKyIIiB) Taki €JIEMEHTH: IepeaMoBa (3arajbHa); TOMOBHEHHS JI0 MEPEIMOBH, 110 BMIITYBaJIHCS
B KO)KHOMY PIYHOMY PO3[iT ONMHUCY; Ha3BU PO3IUTIB 1 MiIPO3/UIIB OMUCY; HA3BH IHIIMX TPYII
JIOKYMEHTIB, BKJIIFOUEHHUX J10 onmucy (iX MOJarTh BIATOBIAHO IO CXEMH CHCTEMAaTH3allli OMucy);
CIIMCOK CKOpOYeHb (y pa3i HasgBHOCTI y PIYHHMX poO3Aijax). 3MiCT pO3TalIOBYIOTh HA MOYATKY
3aKiHYEHOT'O OITUCY CIIpaB.

8. [lepenMoByY CcKJIaIatOTh BIAMIOBIIHO 10 MyHKTY 2 TJIaBU 6 1I,OTO po3ainy. Jlis 11 HanmcanHs
MOCTYTOBYIOThCS HOPMAaTUBHO-IIPAaBOBUMHM aKTaMH, JJOBIIKOBOIO JIITEPATYPOIO (EHIIUKIIONEIISIMH,
JIOBIIHUKaMH TOILO), CIpPaBol (QOHIY, AOKyMeHTamMH (oHAY, OOJIKOBUMH JOKYMEHTaMH,
JIOBITKOBMM arapaTtoM apxiBy Oprasizaiii, a TakoX ICTOPUYHOIO JTOBIJIKOIO JJO KOHKPETHOTO
¢dbouay. Kpim 11b0r0, B €TMHHI JOKYMEHT 3BOJSTH BIJOMOCTI, IIIO MICTATHCS B MEPEAMOBAX 0
PIYHUX PO3LIIB.

9. CiuCcOK CKOpOYEHb CKIIAJAI0Th, SKIIO B 3aKIHYCHOMY OIMCY CIIPaB BXKUTO CKOpPOYEHI
Ha3BH, a0peBiaTypH, xapakTepHi 1 chepu AisUTBHOCTI ycTaHOBH. [1iICTaBOIO CIIYTYIOTh CIIUCKH
CKOPOYECHb JIO0 PIYHUX PO3MALUIIB 3BEJCHHX OMNKCIB. PO3TamoBylOTh CKOPOYCHHs 3a a0ETKOMO.
PosmmdpyBanHs HaBOASTH dYepe3 THUPE MICHs CKOpoueHb. Jl0 CIUCKYy HE BKIIOYAIOThH
3arajJbHONPHUUHATI CKOPOYEHHS CIiB (p. - PIK, M. - MICTO, apK. - apKyll TOIIO), a TaKOX
CKJIQJIHOCKOPOYCHI Ha3BM opraHizamiii (mpodcminka, o0yaepkaaMiHicTpallis, CUTbpaaa TOIIO).

Cnucku CKOpPOYCHb N0 piLIHI/IX pOSI[iJ'IiB 3BCACHUX OIIUCIB CIIpaB BUJIYYatOThb.

10. 3akiHueHMi OMHMC Pa3oM 3 JIOBIIKOBHM arapaToM 0 HBOTO ONPABIAIOTHCS y TBEPAY
OOKJIaIMHKY, YCi apKyIIi OMHCY HyMEPYIOThCS BAJIOBOIO HyMEpaIli€lo.

VIII. 3a0e3nevyeHHs1 30epesKeHOCTi apXiBHUX IOKYMEHTIB

1. Bumoru 10 npuminieHb apxiBy

1. ApxiB po3MIIIyIOTh y CHEIlaJbHO MOOYJAOBaHHMX, a00 MPUCTOCOBAHUX sl 30epiraHHs
JIOKYMEHTIB OyZiBiAx, a0o okpemMux npumimeHHsx. CreriaqpHe NPUMIMIEHHS UL apXiBy
YCTaHOBH ITOBUHHO Iepe0oadaTucs mij yac OyiBHUITBA a00 mepeo0IiaIHaHHs aJIMIHICTPATUBHUX
OyIiBenb.

2. V pa3i BIICYyTHOCTI CHEI[ialIbHOTO MPUMIIICHHS AJs apXiBy BUAUISETHCS MPUCTOCOBAHE
NPUMIIICHHST B aJaMiHICTpaTHBHIA OyaiBii ycTaHOBU. PO3MIIIEHHS Yy NPUCTOCOBAHUX
NPUMIIICHHSAX TPOBOJHUTHCS B YCTAHOBJICHOMY IOPSIKY MICIs iX EKCIEpTU3H, SKa BH3HAYAE
NPUIATHICT TPHUMILICHHS (BOTHECTIMKICTh, OBTOBIYHICTB, MIIHICTh KOHCTPYKIIii), CTaH
npuMillieHHss (Ha TMoBepxax, IiJBaJibHe, TOPHIINE), HASABHICTH 1 CTaH ONAJIOBAJIbLHUX Ta
BEHTWJISIIIITHUX CUCTEM.



Jns  mpoBeieHHS eKCHEePTH3M 3aydaloTh NPEACTaBHUKIB  apXiBHUX, ITOXKEXKHUX,
OyaiBeNTbHUX, OXOPOHHUX, CAaHITAPHO-TITE€HIYHUX Ta IHIUX NPOodimbHUX ciyx0. PesympraTn
eKCTIePTU3U OPOPMIISIFOTH aKTOM.

3. 3a00pOHSIETHCS MPUHOM B €KCIUTYaTalIlli0 CTAPUX, HEOTIATIOBAaHUX OY/1IBEJIb 1 Oy/IiBEIb, 1110
HE MAalOTh NPUPOJTHOI BEHTWIAIIl MOBITPS Ta HAAINHOI TEIUIOI30MSIil, HE BIiJNOBIIAIOTH
CaHITapHO-TITI€EHIYHUM BUMOTaM.

4. 3a MOXKEKHOIO OE3MEKOI0 MPHUMIILICHHS apXiBy BITHOCATHCS A0 KaTeropii «By» i moBuHHI
po3MinTyBaTucs B OyIMHKaX HE HIKYE IPYTroro CTYIEHs BOTHECTIHKOCTI.

5. ApxiB CKJIaJa€ThCs 3 KOMIUIEKCY NMPUMIIIEHb, Y KU BXOASTh:
CXOBHUIIA JIJIS1 TOKYMEHTIB;
po6oui kabiHeTH /IS CHIBPOOITHUKIB;

YUTAIbHUIN 3an (kaOiHeT) myis poOOTH MOCHTIAHHKIB, CIIBPOOITHUKIB YCTAaHOBH W 1HIIHMX
KOPUCTYBaYiB.

PoOoui kiMHaTH CcriBpOOITHUKIB Ta YUTAIBHUN 31 (KaOiHeT) MOBUHHI OYTH 130J1b0BaHi BiJ
apxiBocxoBuil. CxoBulIlla apXiBy IOBUHHI MaTH 3aMlacHUI BUXII.

6. Y cxoBumax apxiBy 3a0OpOHSIETbCS TPOKIANCHHS Ta30BUX, BOJOMPOBITHUX,
KaHaTI3allIHHUX Ta 1HIIUX MaricTpaJbHUX TpyOorpoBoaiB. IIpoBeneHHs TpyO HeMaricTpajabHOTO
XapakTepy JOIMYyCKAEThCS 32 YMOBH iX 130JIA1111, 0 YHEMOKITUBITIOE IPOHUKHEHHS BUKUIIB 3 HUX
y CXOBHIIIA.

7. 3ab0pOHSETBCA PO3MINIYBATH apXIBOCXOBHUINA TOPYY 13 XapuyoOJIOKOM, a TaKOXK
CKIaJCBKUMH,  BUPOOHMYMMH,  JaOOpaTOPHHMH  MNPHUMILICHHAMH, 1€  30epiraroTbes
BOTHEHEOE3eYH]1, XIMIYH1 pEYOBHUHHU.

8. 30oBHIMHI JABEpi apXiBOCXOBUII I130JIOIOTHCS METaloOM. Y HEpoOOuYMd dYac BOHU
ornedaryroTbhcs abo ormoMOoByrOThes. Kiroui 30epiratoTbess B omtomOoBaHOMY (QyTisipi y
YeproBOro Mo yCTaHOBI (Ha IMOCTY OXOPOHH).

3a 30epiraHHa medaTtku abo miIoMOipaTopa BIANOBiAE KEpIBHUK apxiBy (oco0a,
BIJIMOB1IaJIbHA 32 apXiB).

9. Ha BikHax mpuMilIeHHs apXiBy, pO3TAllIOBAHOTO Ha MEPIIOMY OBEPCi, BCTAHOBIIOIOTHCS
BIIKMIHI HA30BHI METAJICB1 I'PATH Ta OXOPOHHA CUTHATI3allisl.

10. B apxiBocxoBuIlax 3a00pOHSIOTHCS MaJiHHS, 3aCTOCYBAaHHS €JIEKTPOHArpiBaJbHUX
NpUiIaaiB, pO3MIIEHHS KIMHAaTHUX KBITIB, a TakoX 30epiraHHs JErKo3aiiMUCTHUX pPEYOBHUH,
BUOYXOHEOE3NEeYHUX MPEeIMETIB, IPOAYKTIB XapuyBaHHS.

11. CropoHnHi 0co0M AOMYCKAIOTHCS 0 apXiBOCXOBHIII JIUIIIE 3 I03BOJTY 3aBijyBada apxXiBy i
B IMPUCYTHOCTI CITIBPOOITHHKA apXiBy.

2. 3a0e3meyeHH MOKEKHOI Oe3leKH apXiBy

1. ¥ cxoBumax apxiBy NpPOKIATAETECS CXOBaHA EJIEKTPOIPOBOJKA. 3aCTOCOBYETHCS
HaIiBrepMeTH4Ha OCBITIIOBaJIbHA apMmaTypa. CBITWJIBHUKH, ENEKTPOIIUTH Ta PO3IMOALIbHI
MIPUCTPOI MOBUHHI OYTH 3aKPUTOTO BUKOHAHHS. PO3MOIIBHI €1EKTPOIINTH, 3aI001KHI MPUCTPOT



Ta PYOWJIbHUKHA BCTAHOBJIOIOTHCS TIIBKH 11032 CXOBHINAMH. YC€ €JICKTPOyCTaTKyBaHHS
3a0e3Meuy€eThCs 3236 MIICHHSIM.

2. OCHOBHMM MpPOTHIIOKEXKHMM YCTaTKyBaHHSIM apXiBy € aBTOMAaTU4YHI CHUCTEMHU
MOKEXKOTACiHHS Ta IEPEHOCH1 BOTHETAaCHUKY HOBITHIX KOHCTPYKIIIH, III0 HE CIIPaBISIIOThH MOOIYHOT
pyHHIBHOI A1 HAa TOKYMEHTH. BOHU BCTaHOBIIOIOTHCS 3 pO3paxyHKY OJuH Ha 50 KB. M IUTOII], ae
HE MEHIIIE JBOX Ha KOKHE MPUMIILIEHHS.

3. ApxiBOCXOBHIIA Ta MPUMIIIEHHS Ui POOOTH 3 JTOKyMEHTaMM MOBHHHI OyTH 00ianHaHi
MOYKEKHOI CUTHATI3ALIERO.

4. B apxiBi HOBHHHI OyTH:
THCTPYKIIiSA PO 3aX0/IU TOXKEKHOI OE3MEKH Ta CIIMCOK OCi0, BIAMOBIAAIBHUX 3a 110 POOOTY;

IUTaH eBakyallii JOKYMEHTIB 1 MaifHa, SKH TOTOJKYEThCS 3 BIAMOBIIHUMHU CIyXOaMH
(MOXEKHOI0, OXOPOHHOIO, TEXHIYHOIO HATJISy) YCTAHOBH 1 3aTBEPIKYETHCS 11 KEPIBHUKOM.

5. 3aHATTA 13 3aX0/1iB MOXKEKHOT OE3MEKH Ta MPAKTUUHUX i i Yac MOXKeXi MPOBOAATHCS
OJIMH pa3 Ha pik a00 Mpu 3MiH1 CIIBPOOITHUKIB apXiBy.

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

1. Pexxum 30epiraHHs mMamnepoBHX JOKYMEHTIB B apxiBi MOBHMHEH BIANOBIAATH TaKUM
napameTpam: Temreparypa nositps - +17-19 °C, BigaocHa Bosoricts - 50-55 %.

VY nOpuMilIeHHSX 3 HEperyjJbOBaHUM KJIIIMAaTOM PEKOMEHIYEThCS B)KMBAaTH 3aX0IU 3
ONTHMI3alil KJIIMaTUYHUX YMOB Ha OCHOBI palllOHAJIbHOIO OMNaJeHHs 1 MPOBITPIOBAHHS
MPUMIIIEHb, BAKOPUCTAHHS 3aC001B OCYIIEHHS 400 3BOJIOKEHHS MOBITPSI.

2. TemmnepaTypHO-BOJIOTICHHI DPEXUM 30€piraHHs apXiBHUX JOKYMEHTIB KOHTPOJIOETHCS
[UITXOM BUMIPIOBaHHS KIIMaTHYHUX MapaMeTpiB TOBITPs, SKI MIOTHXKHA (PIKCYIOTBCS Yy
CTeHiaIbHUX PEECTPaIlifHIX KypHalaX 3a GOpMOI0, HAaBEICHOKO B 10aTKy 24 1o nux [paBun. Y
MPUMIIIEHHSX 3 HEPETYJIbOBAHUM KJIIMaTOM TOKa3HUKH KOHTPOIIOIOTHCS JABA Pa3H Ha THXKICHb, &
y pa3i MOpyIIeHHS PEXKUMY 30epiraHHs - IO THS.

3. KoHTponapHO-BUMIpIOBANIbHI ~MpHIagud (TEPMOMETpPH, ICUXPOMETPH, TIrPOMETPH)
BCTaHOBJIIOIOTbCS B TOJOBHUX IMPOXOAAaX Ha CTeNaXax TMOAadi BiJ OMNATIOBAIBHUX 1
BEHTWISALIIHUX cucTeM. [lepeBipsHHS poOOTH BUMIPIOBAIBHUX NMPUIIAJIIB 31HCHIOETHCS IIOPOKY.

4. OcBiTIeHHA B CXOBHMIIAX MOXXe OyTH NpHPOJHUM 1 mTyuyHUM. He nomyckaerbcs
OCBITJICHHS IOKYMEHTIB IIPSIMUM COHSIYUHUM CBITJIOM.

3axucT cnpas BiA Jii cBiTia 3a0e3neuyeThesi: 30epiraHHaIM TOKYMEHTIB Y KOpOoOKax, mamnkax
3 KJIallaHaMH, a TakoXX y madax 1 Ha CTelakaX 3aKpUTOrO THUILY; 3aCTOCYBaHHSM Ha BIKHAX
CBITJIO3aXMCHOTO yCTAaTKyBaHHA (3Kajto31, HIUIbHI IITOPH, 3aXMCHI (QiIbTpU, dapOyBaHHS CKIla
TOIIO).

SIk pkepena ITY4YHOTO CBITJIAa 3aCTOCOBYIOTBCS JIAaMIIM PO3KAPIOBaHHS Ta JIIOMIHECLEHTHI
JIAMITH B 3aKPUTHX I1a(oHaX 3 TIaKOI0 30BHIIIHBOIO TOBEPXHEIO.



PiBeHp OCBITIICHHS B Jiama3oHi BUAMMOIO CIEKTpa HE IOBHHEH IIEPEBHIIYBaTH: Ha
BEPTUKAJIbHIN MOBEPXHI cTea)ka Ha BUCOTI 1 M Bix mijutoru - 20-50 5k, Ha po6ounx cronax - 100
JIK.

4. CaniTapHO-TiricHiYHUI Pe:KUM B apXiBi

1. [MpumimeHHss apxiBy NOBHHHI YTPUMYBATHUCh Y YHCTOTi, B YMOBaX, IIO BHKIIIOYAIOTh
MO’KJTMBICTD TIOSIBH IIBLJTi, KOMAaX, TPU3YHIB 1 HAKOTMYeHHs Tty Oinmbiie 0,15 mr/m2.

2. JIns 3aXUCTY IOKYMEHTIB BiJl MUy HEOOX1IHO:
3a0€3MeYNTH MaKCUMAJIbHO MOYKJIMBY T€PMETUYHICTh CXOBHIII,

PETYJSPHO TPOBOJIUTH 3HETIIIOBAHHS KOPOOOK 3 JOKYMEHTaMH, CTEJIaXiB 1 MPUMIIICHb
€JIEKTPOITUIIOCOCOM;

MMPOBOANTHU CUCTCMATUYHC BOJIOI'C HpI/I6I/IpaHHH CXOBHIII,

MepiOMYHO TPOBITPIOBATH CXOBHUINA (JOIUIBHICTH TPOBITPIOBAHHS BHUPINIYETHCS 3
ypaxyBaHHSM BOJIOTOCTI 30BHIIIHBOTO i BHYTPILIHHOTO MOBITPS).

3. YV pa3i BUSBJICHHS B CXOBUIIAX IUTICHSBU, KOMaX 1 TPU3YHIB HErailHO BXKMBAIOTh 3aXO/IiB
moao ix ycyHeHHA. CaHITapHO-TITi€HIYHI 3aXOAM MNPOBOIUTH CIyXk0a caHITapHO-
€MiIeMIOJIOTIYHOTO HArIALy. YpakeHi JOKYMEHTH 130JII0IOThCS Ta MiJAArOThCS AEe31HCEKIIl,
ne3indekii, qeparusaiii.

4. Jlns mpoBeIeHHs CaHITApHO-TITIEHIYHUX 3aXO/IB B apXiBi HIOMICAL NepeadadacThCs
caHITapHUU JieHb. Y pa3i MpOBEJCHHS MPUOUpaHb 1 CaHITAPHUX OOPOOOK BOJA 1 aHTUCENTUYHI
PO3YMHU HE TIOBUHHI MOTPAIUISATHA HA TOKYMEHTH.

5. O6snagHaHHsA apXiBy

1. ApxiBocXoBHIIIa TOBUHHI OyTH 001a{HaHI CTAalllOHAPHUMU 200 MEePEeCyBHUMHU METAIIEBUMHU
CTeTaXaMH 3 JTOTPUMAHHSIM YCTAHOBJIEHOTO MOPSAAKY IX PO3MILICHHS:

BIZICTaHb MK PSJIaMH CTeNaxiB 1 mad (ToyoBHUIA poXin) - He MeHme 1,2 M;

MIPOXOIU MIXK CTETaKaMH, & TAKOXK BiJICTAHb Mi>K 30BHIIIHBOIO CTIHOIO Oy IiBIIi Ta CTENAKaMH
(mapamu), mapanenpbHUMHU CTiHI, - He MeHie 0,8 M (I cTenaxiB, Ha SKUX 30epiraroThCs
KapTorpadiuni marepiany, - He meHe 1,1 m);

B1JICTaHb MK CTIHOIO Ta TOPIISIMU CTeNaxiB abo mad (mpoxin) - He meHte 0,5 M;

BIJICTAaHb MDK TIUIOTOI0 Ta HWKHBOIO TOJIUIICIO cTenaxka uu Imadu - He meHme 0,2 M, y
LIOKOJIbHUX MOBepxax - He MeHuie 0,3 m;

Bi,Z[CTaHB MIX CTelIaKaMM Ta OIAJIOBAJILHUMHU CUCTEMAMH - HE MEHIIIE 1,1 M,

MIMpHUHA TPOXOJIB MK CTEIaXaMH 3 BUCYBHUMH SIIMKaMH, ceiipaMu BCTAHOBIIOETHCS 3
ypaxyBaHHSM OCOOJIMBOCTEH LbOTO 001 THAHHS.

2. KoHcTpykuist Ta po3Mipu CTenaxiB 1 mad a1 AOKYMEHTIB HeCTaHIapTHOTO ¢dopMaTy
BU3HAYAIOTHCS PO3MipaMU IMX JTOKYMEHTIB.



3. V pa3i oOnagHaHHS CXOBHII JCPEB’STHUMHU CTelaxaMd HeoOXigHa ix o00poOka
BOTHE3aXHUCHUMU PEUYOBHHAMH.

4. Crenaxi BCTAHOBIIOIOTHCS MEPHEHIUKYISPHO IO CTiH 3 BIKOHHHUMM MpOpi3aMH, a B
MpUMIILIEHHAX 0€3 BIKOH - 3 ypaXyBaHHSAM OCOOJIMBOCTEH MPUMIIIEHHS Ta 00JIaHaHHS.

5. Hns poOOTHM Ha CcTelakaXx BHKOPUCTOBYIOTHCS CXOIU-APAOWHH, TEPEMIIIA0ThCS
JIOKYMEHTH Ha MEePECYBHUX Bi3KaxX.

6. Sk nonomixkH1 3aco0u 30epiraHHs TOKyMEHTIB B apXiBl MOXKYTh 3aCTOCOBYBATHCS METaJIEBI
madu, ceidu, madpu-xyrme.

7. B apxiBax ycraHoB, ae 30epiraetbcst meHmie 100 crpaB, TOMyCKaeTbes iX pO3MIMICHHS Y
madax, Mo 3aunHAITHCS, PO3TAIOBAaHUX y pobounx mpumimeHHsx. Kirodi Bin mad moBuHHI
OyTH TIJTbKH B K€pPiBHHMKA apXiBy (0COOH, BIMOBIIATBHOI 3a apXiB).

6. Po3mimenns cupas B apxiBocxoBuiax. TonorpadyBanus

1. Po3miieHHs cripaB B apXiBOCXOBHIIAX TTOBUHHE MPOBOJUTHUCS 3 YPAXyBaHHSIM CTBOPEHHS
ONTHMAJBHUX YMOB 30€piraHHs, MOPIYHOTO pyXy CIpaB, OMNEPATUBHOTO BUKOPHCTAHHS
JIOKYMEHTIB.

2. JIoKkyMeHTH, 1110 HaJIXOATh 10 apXiBy, pO3TAIIOBYIOTh Ha cTenaxkax (y madax) Tak, mob
CIpaBU KOKHOTO CTPYKTYPHOTO HiApO31iay 30epiranucs B OJHOMY Micui 1 Oynu po3MmilleHi B
MOPSIKY MIOPIYHUX HAXO/KEHb.

3. JIokyMEHTH TOCTIHHOTO 30epiraHHs po3MIlIyIOTHCSI OKPEMO Bifl TOKYMEHTIB TPHUBAJIOTO
30epiranHs Ta 3 KaJpoBUX MHUTaHb (OCOOOBOIO CKJIANy) 3aJ€KHO BiJl MOXKIUBOCTEH - B OKpEMUX
apxiBOCXOBHUIIIAX a00 HAa OKPEMHUX CTellaxaX. TakoX OKPEeMO pPO3MIIIYIOThCS JTOKYMEHTH:
JKBIIOBaHUX MIBIIOMYHMX YCTAaHOB Ta YCTaHOB-TOMEPETHUKIB; Ti, 10 HAAIMILIN A0 apXiBy B
CTaHi PO3CUITY; THMYACOBOTO 30epiraHHsl.

VHiKanbHI JOKYMEHTH Ta JOKYMEHTH, 1110 MalOTh y 30BHIIIHbOMY O(OPMIICHHI UM JOJaTKaxX
70 HUX MaTepialibHi IIHHOCTI, 30epiraloTh B apXiBOCXOBHILAX y clieliadbHuX madax (ceidax),
1110 HaJ(IHO 3aMHUKAIOThCS.

JIoKyMeHTH 3 pi3HUMH MaTepialbHUMHU HOCIAMH iH(DOpMaIlii 30epiratoThCsi OKPEMO 3T1JIHO 3
pexxumMamMu 30epiraHHsi TOKYMEHTIB Ui IIMX BUIIB HOCIiB iH(popmamii. Y pa3i BUMYIIEHOTO
30epiraHHsl pi3HUX JOKYMEHTIB B OJTHOMY CXOBHII CJIiJl TOTPUMYBATHCS HAWHIKYUX 3HAYCHD
TeMIepaTypH i BiTHOCHOI BOJIOTH.

TuMuyacoBOMy  BIIOKpeMJIEHOMY  30€piraHHio  MiUIAraloTb  JOKYMEHTH, ypakeHi
010JI0TYHUMH IIKITHUKaMH (Ha MICIE BUIYyY€HOI CIpaBH 3aKJIaJal0Th KApTKy-3aMIHHUK CIIpaBU
3a (hopmoto, HaBEJCHOI Y 10AaTKy 12).

4. JIokyMEHTH pO3MIIIYIOTBCS Ha CTeNaxax, y madax 3 BAKOPUCTAHHSIM HEPBUHHUX 3aC00IB
30epiranHs (KOpoOOK, MaMoK, CreniaTbHuX QyTIApiB TOIIO).

5. JlokyMeHTH 3 mamepoBUM HocieM iHQopmalii mocTiiHOro 30epiraHHs BMILIYIOTh Yy
KapTOHHI KOpoOku, (pymmsipu. Joxkymentu tpuBanoro (monan 10 pokiB) 30epiraHHsi MOXKYTb
30epiratucss y B’sA3Kax 3 KapTOHHMMHU mpokiaakamu. CrpaBud THUMYAcOBOro 30epiraHHs
JT03BOJISIETHCST PO3MINIyBaTH 0€3 KapTOHAXKIB 200 B’S30K.



6. 3a30p MK BEpPXHBOIO KPHUIIKOI KOPOOKHM 1 cTenaxkem, IO 3a0e3nedyye IMUPKYISIIo
MOBITPS, - 5 cM, MK KOpOOKaMH Ha MouIi - 61u3pKko 2 cM. ToBmmHa B’s130K - 20-25 cMm.

7. Ha xopoOKH HAaKIICIOIOTHCS, a JI0 B’ 130K MPHUKPIILIIOIOTHCS SAPIUKH, HA SKUX 3a3HAYAIOTHCS
Ha3Ba (OHAOYTBOPIOBAYA 1 CTPYKTYPHOTO MiApO3LTy, HOMEp (OHAY Ta OMHUCY, KpaiHl JaTH Ta
HOMEpH CIPaB, YMIIIEHUX Y KOPOOKY (B’SI3KY).

8. KopoOku 1 B’SI3KM HYMEpPYIOTHCSI BJIOBOIO HyMEpAIli€l0 B MeXaxX KOXHOTO (GoHay abo
OITUCY.

9. He nomyckaerbcs 30epiraHHsi JOKYMEHTIB Ha MiJUI03i, MiJABIKOHHAX, Yy Hepo3iOpaHHMX
mTalensX, TpPaHCIOPTYBaJIbHIN Tapi.

10. Yci apxiBocxoBuIIa, cTenaxi, madu ta iX MoJull HyMepyrThcs apadChKUMH U(pamH.
Crenaxi Ta madu HyMEpPYIOThCS 3J1iBa HalpaBO BiJl BXOAY JI0 apXiBOCXOBHIIA, TOJHUIIl Ha
crenaxax (y madax) - 3Bepxy BHH3, 3J1iBa HaIpago.

11. 3 MeTor 3akpiluleHHS Miclsl 30epiraHHs Ta HaWOUIBII ONEPaTHBHOIO IOLIYKY
JOKYMEHTIB B apXiBl CKJIAJAlOThCA KAPTKU MOCTEIaKHOTO TOMOrpaiyHOro MOKaKUMKa 3a
¢dopmoto, HaBeIeHOIO B 101aTKy 25 1o 1ux [IpaBun. KapTku nmokaxunka CKiIaJatoThCs Ha KOKHHUM
crenax (mady) 1 po3TalloBYIOTHCS B MOPSAKY 3pOCTaHHS HOMEpIB cTenaxiB (mad) y mexax
KO>KHOTO OKPEMOT'0 IpUMIIleHHs. 3MiHH, 110 BiZIOYyBalOThCS B PO3MIILIEHHI JOKYMEHTIB, IOBUHHI
BYACHO B1JIOMBATHCS B TONOrpapiuyHOMY MMOKaXKYUKY.

VY pasi 30epiraHHs B apxiBli KUIBKOX (OHAIB PEKOMEHIYETbCS CTBOPEHHS KapTOK
1o(oH10BOr0 TOMOrpaiuHOro MOKaKYMKa 3a (OPMOIO, HABEJAEHOK B J0AaTKy 26 10 LUX
IIpaBui.

Benenns tonorpaiyHUX MOKaXKYMKIB MOXKE 3I1MCHIOBATUCS TaKOXX B aBTOMATUYHOMY
PEXKUMI.

7. llopsiiok BUAABAHHS CNIPaB 3 apXiBOCXOBHUII. TpaHCIOPTYBAHHSA Ta
YIIAKYBaHHA CIIPAaB

1. CripaBu BHIAIOTHCS 3 apXiBOCXOBUII [Tl KOPUCTYBAHHS HUMH 1 IU1S TPOBEICHHS apXiBHUX
poOIT 3 ToKyMeHTamMH (Ae31H(EeKIIis], pecTaBpailis, CKJIaJaHHs JIOBIIKOBOTO anapary, CTpaxoBOTo
KOITIFOBaHHsI, CTBOPEHHS (DOHTY KOPUCTYBaHHSI TOIIIO).

2. CripaBu MOCTiHHOTO 30€piraHHs B THMYAacOBE KOPUCTYBAHHS BHIIAIOTHCS HAa CTPOK, IO HE
MEPEBUIILYE OJHOTO MICSALI.

Jlns CTBOpEHHsI CTPaxOBUX KOMiil Ta (OHIY KOPHCTYBAaHHS CIIPaBH BHIAIOTHCS Ha CTPOK,
BU3HAYECHUH Y JTOTOBOP1 Ha MPOBEACHHS TaKUX POOIT CTOPOHHIMHU YCTAaHOBAMH.

3. IlponoBskeHHs CTPOKiB epeOyBaHHs JOKYMEHTIB MOCTIMHOTO 30epiraHHs B KOPUCTYBaHHI
3a MEXaMH apXiBY JIOIMYCKA€EThCS B OCOOJMBHUX BHUIIAJIKAX 3 JIO3BOJY KEPIBHHUIITBA YCTAaHOBU Ha
MmiJIcTaBi THMCBMOBOIO 3BEPHEHHS KOPHCTyBaua IPO HEOOXIJAHICTh TPOJOBKEHHS CTPOKY
KOPUCTYBaHHS JOKYMEHTAaMH Ta IiATBEPPKEHHS iX HAsSBHOCTI 1 TOTPUMAaHHS yMOB 30epiraHHs
JIOKYMEHTIB.

4. ApxiB yCTaHOBH Ma€ MpaBo B Oy Ib-sKHii 4ac 06€3 MonepeTHbOT0 MOB1IOMIICHHS IIEPEBIPUTH
HasIBHICTH 1 YMOBH 30€piraHHs JOKYMEHTIB, BUJJAHUX Y KOPUCTYBaHHA 32 HOTO MEXI.



5. BupgaBanHsl cnpaB y UYMTaNbHHUNA 3al Ta poOoul KIMHATH OQOPMIISIETHCA Ha MiACTaBi
3aMOBJICHHSI, CKJIaIEHOTO 3a (POPMOI0, HaBeIEHOO B 10AaTKy 27 1o mux IpaBu.

6. JlociiiHuKkam i mpariBHUKaM iHIIUX YCTAaHOB BUIaBaHHS CIPaB JUIsl pOOOTH Y YHTAILHOMY
3ail 3A1MCHIOETHCS Ha MiJCTaBl 3asBH, (popma skoi HaBeneHa B jaofartky 28 mo uux I[lpaBui,
nacropra ado JHcTa BiANOBIAHOT YCTAHOBH 1 PE30JIIOLI] KepiBHUKA.

7. BunaBaHHs cripaB y THMYacOBE KOPUCTYBAHHS 1HITUM yCTaHOBaM 0()OPMIISIFOTh aKTaMH 32
dbopMoto, HaBeZeHO B J01aTKy 29 n0 nux IIpaBmi. AKT mpo BUIABaHHS CIPaB y TUMYACOBE
KOPUCTYBaHHS CKJIQIA€EThCS Y MBOX NMpuMipHHKax. OJWH MPUMIPHHUK 3aJIMIIAETHCS B apXiBl Ta
30epiraeTbcsi B crpaBi (GoHAy, IHIIMA pa3oM 31 CIpaBaMH MEPEAETHCS OACPKYBaueBi. AKTH
MIMACYIOTh KEPIBHUKHM YCTAHOB, iX MIIMUCH CKPITUTIOIOTHCS ITeYaTKaMH YCTaHOB (32 HasSIBHOCTI).
[Ticns moBepHEHHS CTIpaB B aKTi pOOUTHCS BIAMOBIAHA BiMITKA.

8. Bunyuenns (BUIMKa) OpUTiHANIB JOKYMEHTIB (CHpaB) 3 apXiBYy JOMYCKAETHCS 3 JI03BOIY
KEepiBHUKA YCTAaHOBHU 3 IOTPUMaHHSAM BUMOT, 3a3HaueHuX y nyHKTi 14 po3ainy I nux IlpaBun. Ha
MiCIle BHJIyYEHOT0 JOKYMEHTa MiAIIMBAIOTh 3aCBIIUEHY KO0 IIbOro AJoKkymeHTa. Kormis yxBanu
CHITYOr0 CYAl, CyQy Ta ONUC BUIYYEHUX JOKYMEHTIB BMIILYe€Tbcs 10 crpaBu ¢GoHxy. Dakt
BIWJIYYEHHS JOKYMEHTIB 3 apXiBHHUX CHpaB (DIKCYIOTh 1 B O0JIKOBHX JOKYMEHTaX, IPOCTABISIOUH
BIIMITKY TIPO BWJIYYEHHs. Y KOXKHIN Takii BIAMITII 3a3HAYal0Th HOMEP, JaTy 1 Ha3BYy JOKYMEHTA
- MZICTAaBU JIJIs1 BUJTyYCHHS.

{Ihynkm 8 enaeu 7 po3oiny VIII i3 3sminamu, eénecenumu 32iono 3 Haxazom Minicmepcmea
tocmuyii Ne 2277/5 6io 04.07.2018}

9. BunaBanHs copaB s MPOBEACHHS AapXiBHUX pPOOIT 3 JOKyMEHTaMM (Je3iH¢exiis,
pecTaBpallis, CKJIaJaHHS JOBIJIKOBOTO amapary, CTPaxOBOIO KOIIIOBaHHS TOLIO) IHIINM
yCTaHOBaM 3/I1IICHIOETHCS 32 (POPMOIO aKTa BUIABAHHS CIPAB Y TAMYACOBE KOPUCTYBAHHS.

10. ITepen BumaBaHHIM CITpaB MEPEBIPSETHCS BIAMOBIHICTH MU(PIB 1 3ar0JIOBKa CIIpaBH Ha
OOKJIQJMHII 3arOJIOBKY CIIpaBW B omucy. llepen BUAaBaHHSIM CIpaB Ta MIiCHsS iX MOBEPHEHHS
MIPOBOIUTHCS MTOAPKYIITHE MEPEBIPSHHSI CIIPAB.

CraH cropas, 110 OBEPTAIOTh B apXiB HICJIsSI KOPUCTYBAHHSI, NEPEBIPSIETHCS Y MPUCYTHOCTI
ocoOu, sika ix moBeprtae. [Ipu BUSABICHHI HEAOCTa4yl OKPEMMX JIOKYMEHTIB a00 MOIIKO/IKEHHI
apKyIIiB CKJIAJA€ThCA aKT y IBOX NMpuMipHHUKaX. OAUH NPUMIPHUK NpPe] SIBISE€THCS KOPUCTYyBady
a00 KepiBHUKY YCTaHOBH, III0 BUKOPHCTOBYBaJa JOKYMEHTH, JJIsl IPUTATHEHHS BUHHUX 0Ci0 110
BI/IMOB1IAJTLHOCTI, APYTHH - 3aJIUIIAETHCS B apXiBl.

11. Yci cripaBu, 1110 BUJAIOTHCA 3 apXiBY, TOBUHHI OyTH HaJISKHUM YHHOM O(OPMIICHI: MaTH
apxiBHi mudpu, apKym KOPUCTYBaHHS apXiBHUMH JOKyMEHTaMHU 3a (OpMOIO, HAaBEJICHOK B
nonatky 30 mo uux [IpaBui, 3acBidyBaibHUN HAMKC CTIpaBH 3a (OPMOIO, HABEJCHOIO B 10JIaTKy
17 no uux IpaBu.

12. BugaBaHHs TOKyMEHTIB 3 apXiBy (PIKCYe€TbCA B OKPEMHX PEECTPALIMHUX KHUTAX:
BUJIABaHHS CIIpaB y poO0Ui MPUMIIIEHHS CIiBpOOITHUKAM yCTaHOBH;
BUJIABAaHHS CIpaB Y TUMYACOBE KOPUCTYBAHHS IHIIIMM yCTaHOBAM;

BUJIaBaHHS CMpPaB y YNTAIBHUMN 3aJ1.


https://zakon.rada.gov.ua/laws/show/z0791-18#n72

Kuauru BumaBaHHs cripaB 3 apXiBOCXOBHIIA BETyThCS 32 POPMOIO, HABEICHOIO B J10AaTKYy 3 1.

13. ¥V pasi BumaBaHHs CIpaB 31 CXOBUIIA HA MICIIEC CIIPaBH, IO BUIAETHCS, MIIKIATAETHCS
KapTKa-3aMiHHUK CIIPaBHU 3a (POpMOI0, HaBeACHOIO B 1o1aTKy 12 1o rux [Ipasui. [1pu noBepHeHH1
CIpaBH y CXOBMILE KapTKa-3aMIHHUK BUJIYYa€ThCsl 1 30€piraeTbcsi /0 4YEProBOi IMEpEeBIPKU
HasIBHOCTI Ta CTaHy CIIPaB.

14. 3 apxiBOCXOBHIIIA HE BUIAIOTh:
OpUTIHAJIM JOKYMEHTIB 32 HasSBHOCTI Komii (OHAY KOPUCTYBaHHS;

OpHUTIHAIN YHIKQJIBHUX TOKYMEHTIB (MOXYTh OyTH BHJaHi JIMIIE MpaliBHUKaM JepKaBHOT
apXiBHOI yCTaHOBH (apXiBHOTO BIIIITy MIChKOI paau) abo MpencTaBHUKAM CIIeIiali30BaHUX
3aKJIaiB I TPOBEACHHS pecTaBpalliiHUX poOIT abo cremiadpbHUX JJOCHTIDKEHh HOCIIB
iH(opmarrii Ta 30BHIIIHIX 03HAK JTOKYMEHTIB);

JIOKYMEHTH, 110 Iepe0yBatoTh Y HE3aJ0BUIbHOMY (PI3UYHOMY CTaH1 (3a BUHATKOM BUaBaHHS
U1l IPOBEIEHHsI HEBIJKIaJHUX pPeCcTaBpalliiiHO-pEMOHTHHUX poOiT);

JOKYMCHTH, IO HEC HpOﬁMHH HaYKOBO—TCXHi‘lHOl"O OIIpaltfOBaHH:A,

JOKYMEHTH TiJ dYac TpPOBEACHHS TIEPEeBIPSAHHS I1X HASIBHOCTI Ta CTaHy, IMPOBEICHHS
pecTaBpalifHUX Ta IHIIMX BHUAIB POOIT 3 HUMH, IiJ] YaCc PEMOHTY NPUMIIIEHb CXOBHIL,
MEepeMIlIeHHsI JIOKyMEHTIB, y pa3l HacTaHHS HaJ3BHUYailHOI CHUTyaulii OpUpPOIHOro abo
TEXHOTE€HHOT'O XapaKTepy.

15. Bunyuatu okpemi JOKYMEHTH 31 CIIpaB 3a00pOHSETHCS, KPIM BHIMAJKIB, 3a3HAYCHHUX Y
nyHKTI 14 po3ainy I nux [Ipaswui.

16. IlepeMilieHHs JOKYMEHTIB 3a MEXI1 apXiBy MOTpeOye BKUTTS 3aXO0/1B, 1110 3a0€3Meuy0Th
ix Haniliny 30epekeHicTh. Ilin 4Yac TpaHCHOpPTYBaHHS JOKYMEHTIB I[103a MEKaMU apXiBYy
HEOOXigHO 3abe3meuyyBaTd IX OXOpPOHY Ta 3aXWUCT BiA BIUIMBY IIKIUIMBUX (aKTOPIB
HABKOJIMIIIHBOTO CEPENIOBUINA - THIIY, BOJOTH, CBITJIAa, MEXaHIYHMX IOMIKO/KEHb. 3a MEXi
YCTQHOBHU JIOKYMEHTH BUBO3STh TIJIbKU B YIIAKOBAHOMY BUTJISAL Ta B 3aKpUTOMY TpaHcnopTi. [Ipu
0araToJleHHUX IE€PEBE3CHHSAX Ha BEJMKI BIJCTaHI JOKYMEHTH YNAKOBYIOTh y BOJ03aXUCHUMN
MaTepiall i BMIILYIOTb Y SIIUKH.

8. IlepeBipsiHHSI HAABHOCTI Ta CTAHY CIIPAB

1. ITepeBipsiHHA HAsSBHOCTI Ta CTaHy CIpPaB MPOBOIUTHCA 3 METOIO BCTAHOBJICHHS (DaKTHYHOT
HasIBHOCTI CITpaB, 10 3HAYAThCS 3a ONMCAaMU, BUSBIICHHS BIJCYTHIX JOKYMEHTIB Ta iX PO3IIYKY,
OLIIHKU (PI3UKO-XIMIYHOTO Ta TEXHIYHOI'O CTaHy JIOKyMEHTIB, BUSBJICHHS Ta 00JIIKY JJOKYMEHTIB,
10 MOTPEOYIOTh PECTaBPaIlIfHOTO Ta IHIIIOTO CIEIIaTbHOTO 00pOOICHHS.

2. TlepeBipsiHHS cHpaB IOCTIMHOTO 30epiraHHs MPOBOAWTHCS pa3 Ha S5 POKIB 1 mepen
nepeaBaHHsAM iX Ha 30epiraHHs 10 Jep)KaBHUX apXiBHUX yCTaHOB, apXiBHUX BIJUIiIIB MICBKHX
pan. IlepeBipsiHHS CTIpaB 3 KaJpoOBUX MUTaHb (0COOOBOMY CKIIaJy) Ta crpaB Tpusasoro (monas 10
POKiB) 30epiranHs MPOBOAUTHCS pa3 Ha 10 pokiB.

3. lllopoky mepeBipsrOTHCS CIIPaBH, IO BIPOJOBXK POKY OYJIM BHIaHI 3 apXIBOCXOBHINA IS
KOPHUCTYBaHHS.

4. OnHOpa30Bi MMO3aIUIAHOBI MEPEBIPSTHHS HAsSBHOCTI CITpaB MPOBOATHCS Y pasi:



MEPEeMIIIEHHS CTPaB B 1HIIE CXOBUIIIE;

JKBIAIT HACTIAKIB HAA3BUYAHHOT CUTYaIlll IPUPOTHOTO a00 TEXHOTCHHOTO XapaKTepy;
3MiHU 3aBigyBada apxiBoM (0coOu, BiIMOBIIANBHOI 3a apXiB);

NPUITUHEHHS YCTaHOBH.

5. TlepeBipstHHS TIPOBOJUTHCS TpAIliBHUKAMHU apXxiBy ab0 KoMiciero B ckmami 3-5 oci0,
MIPU3HAYEHOIO KePIBHUKOM ycTaHOBH. [IepeBipssHHS HAsIBHOCTI Ta CTaHy JIOKYMEHTIB TPOBOIUTHCS
HIJSIXOM 3BIpSHHS ONMCOBHX CTaTeH 3 e€JIeMEHTaMM ONHCYBaHHS, 3a3HAYCHUMH Ha OOKJIaIMHKaX
OJIMHMIIb 30€epiraHHs, a TaKoX (PaKTUYHOI HAIBHOCTI JOKYMEHTIB 3 IMiJCYMKOBHUMH 3aITUCAaMH B
ormucax. [1ix gac mepeBipsHHS CHpaBH, 10 MAIOTh BHYTPIIIHIA OMHKC, 3BIPAIOTHCS MOJOKYMEHTHO
3 JAHUMU BHYTPILITHHOTO OIHCY.

6. @i3u4HUN CTaH CIOpaB OIIHIOETHCA WUIAXOM IX Bi3yaJbHO Heperisay. Y mporueci
nepeBipsHHS (PI3UYHOTO CTaHy MiAJIAralOTh BUSBICHHIO!

JIOKYMEHTH, Ypa)keHi [BULITIO, KOMaxaMH;
JOKYMEHTH 3 TIOUIKO/KEHHSM OCHOBH;
JIOKYMEHTH 3 MOIIKO/HPKEHHSM TEKCTY;
BOJIOT'1 TOKyMEHTH.

7. CrpaBu, IO BUAABAIKMCS B CTPYKTYpHI MHiAPO3IUIH, YHTAIBHUN 3al1 1 B THUMYacOBE
KOPHUCTYBaHHS, TEPEBIPSAIOTHCSA 3a KHUTAMHM BHJABaHHS CIIPaB i3 apXiBOCXOBHINA Ta aKTaMHU
BUJIABAHHS CIPaB y TAMYACOBE KOPUCTYBAHHS.

8. Ilix yac mepeBipKy HAsIBHOCTI Ta CTaHy CIpPaB HEOOX1AHO JOTPUMYBATHUCS TaKUX MPABUIL:
30epiraTu NOpSAOK PO3TAllyBaHHS CIPaB Ha CTeNaxax, y KOpoOKax, Mankax;

MIIKJIaTH Ha BIAMOBITHI MICIISI BUSIBJICHI HETIPABUIILHO MIAKIAACH] CIIPABH;

BUJTyYaTH HE BHECEHI B OIHMCHU CIIPABH,

BUJTy4YaTH Ta 130JTFOBATH MOIIKOKEH] 010I0TTYHUMU HIKiTHUKAMU CTIPABU.

9. ITix yac nmepeBipsiHHS HASABHOCTI Ta CTAHY JIOKYMEHTIB 3a00pOHSIETHCS:

poOuTH Oyab-AK1 MO3HAYKH, BUIIPABIICHHS, 3alIUCU B OOJIIKOBUX JOKYMEHTAX;

BHOCHTH JI0 OTHCY HEOOIIKOBaHI OJTUHHMIII 30€piraHHs.

10. Cran cnpaB (ikCyeTbcs B apKylll NEpeBIpsIHHA HAIBHOCTI Ta CTaHy JOKYMEHTIB (oHIy
3a (OpMOI0, HaBEJICHOIO B 10AaTKy 32 no 1ux [IpaBui, moTiM - B aKkTi po NepeBipsHHS HasIBHOCTI
Ta CTaHy CIpaB (JOKYMEHTIB) 3a (OpMOI0, HaBeJEHOIO B j0aaTky 33 no nux IlpaBmin. Y nux
JOKYMEHTaX MICTUTbCSI 1H(pOpMallid MpO 3arajbHy KUIBKICTH CIpPaB 3a ONUCaMH, KUIBKICTb
HasBHUX CIIpaB, NP0 HEBUSBIEHI CIPaBH, MPO CHpPaBH, BUIAHI B TUMYAacOBE KOPUCTYBaHHS,
MOIIKO/DKEHI  CIPaBH, CHOpaBH, W0 NOTpeOyoTh Ae3iHdexiii, Ae3lHCeKlli, pecTaBparlii,
NaJITypHUX poOiIT a00 MiJIIMBKY, BiTHOBJIEHHS 3racal0unX TEKCTIB.



11. ApkyII nepeBipsHHS CKJIQIAETHCS 0€3M0CEPEHBO B XO/Ii MIePEBIPSIHHS HAsIBHOCTI CIIpaB
y ¢oHAl Ha KOXHHMHA omuc okpemo. Ilin yac mepeBipsHHS HEBENMKUX 3a 00CSIroM (OHIB
JOIYCKA€ETHCSI CKIJCHHS OHOTO apKyIlla Ha BCi OITUCH.

VYV pa3i BUSBJIEHHS B XOJ1 NEpEBIPSHHS HENOJIKIB, He mependadeHux rpadaMu apkyiia
NEPEeBIPSIHHSA, 10 HBOTO BBOIATHCA JOJATKOBI Tpadu; y pas3i MOApKYLIHOTO MEpeBIpsSHHA
JIOKYMEHTIB BIIMIOBITHO 3MIHIOIOTHCS Ha3BU Tpad.

[Ticnsa 3akiH4eHHS pOOOTH apKyIli NMEpeBipSHHS HYMEPYIOTHCS 3a TOPSIKOM HOMEpPIB y
MeKaX KOXKHOTO TIEPEBIPSHHS 1 MiAMHCYIOTHCS MPAIiBHUKOM, SKHUH TNPOBOJHMB IEPEBipSIHHS
HasBHOCTI. AKT 1 apKyIll IepeBipsHHS BMIIIYIOTh 70 cripaBu (GoHay a0 GOpMYIOTH K OKpEMHA
TOM 1 30epiraroTh pa3oM 3i crpaBoro GPOHTY SK JOJATOK 110 HEl.

12. Ha miacTaBi miJICYMKOBHX 3aIMCIB B apKyIlIaX NEPeBIPSHHS CKIIAJAEThCS aKT NEPEBIPSIHHS
HasBHOCTI Ta CTaHy CIIpaB apXiBHOro (OHIY B LIOMY, SIKUI 3aTBEPAXKYETHCS KEPiBHUKOM
YCTaHOBHU Ta BMILIYETHCS Y CIIPaBy (HOHY.

3rigHo 3 aKTaMH MEPEBIPSHHS HAsIBHOCTI Ta CTaHY CIIPaB MPOBOAUTHCS POOOTA 3 YCYHEHHS
BUSIBJICHUX HEIOJIKIB.

13. [Ticns 3aKkiHYEeHHSI IEPEBIPKH HAsIBHOCTI Ta CTaHy CIpaB B OMUCY MiCIIs 3aCB1I4yBaIbHOIO
HalMCy BHOCHUTBCS 3amuc abo mpocTaBiseThes mramn «llepeBipeHo» 1 3a3HayvaeTbes JaTa
MePEBIPKH. 3aIMC 3aCBITIYETHCS 0COO0I0, BIAMOBIJAIBHOIO 32 BEICHHS OOJIIKOBUX JOKYMEHTIB B
apxiBi.

Sx110 i yac nmepeBipsHHS B ONMUCY BUSIBJICHI JITEPHI, BUIbHI, IOBTOPHI 1 MPONYIIIEHI HOMEPH
CIpaB, HE 3a3HAYCHI Yy MiJICYMKOBOMY 3allHCy, TO BiH MEPECKIATAEThCS 3 IMOCHIIAHHSAM Ha
BIJIMOBITHUI apKyIIl IEPEBIPSHHS HABHOCTI Ta CTaHy CIPAB.

14. BusBieHi HEOOJIKOBaHI JIOKyYMEHTH IE€pelaroThCsl 3aBiayBadeBi apxiBoM (0co0i,
BIJNOBIJAJIbHIM 3a apxiB) pa3oM 3 apKylleM 1 aKkTOM IMepeBipsHHSA HasBHOCTI. Ilicims mporo
crpaBa(¥) ONMUCYETHCA(FOTHCS ), @ B 00JIIKOBUX IOKYMEHTax (hIKCYOTHCS BIJIMOBIIHI 3MIHHU.

15. SIkmo B XOAi MepeBipsHHS BUSIBJICHO HEBUIPABHO IMOLIKO/KEHI CHpPaBH, MPO e
CKJIQJIA€EThCSl BIATOBIAHUI akT 3a (OpMoOro, HaBeneHow B noaaTky 34 no mux IlpaBui. Akt
cxBaimoeTbesi EK ycTaHoBu Ta 3aTBepIKYyeTbCcs KEpiBHUKOM ycTaHoBH. Ha mincraBi akra
HEBUIPABHO MOILIKOKEHI CIIPABU BUIIyYAIOThCS JUIsl 3HULICHHS.

SIKImo B X0/l MEpeBIPSHHS BUSBIEHO HEBUIPABHO MOILIKOPKEHI JTOKYMEHTH, BHECEHI JI0
HA®, cknanaerbcs BHCHOBOK PECTaBpPAaTOPIB BiJNOBIIHOIO JIEPKABHOTO apXiBy ab0 I1HIIUX
YCTaHOB, IO 3/IIMCHIOIOTH PECTAaBpPAIliifHI MOCIYTH, 100 HEMOXJIUBOCTI BIJIHOBIICHHS OCHOBH
JOKyMEHTa Ta BUKOPUCTaHHS TEKCTOBOI 1 300pakyBasibHOI iH(opMarlii.

AKT TIp0 HEBUNIPABHI MOIIKO/KEHHSI CIIPaB (JIOKYMEHTIB) Pa3oM 3 BUCHOBKOM Ta aKTOM TIPO
BUIyueHHs NOokymeHTiB 3 HA® 3a ¢dopmoro, HaBeneHoro B nonatky 14 mo mmx [lpaBumn,
cxBamoeThest EK ycranoBu ta momaetbes Ha po3risia EIIK (EK) nepsxaBHOi apXiBHOT yCTaHOBH,
EK apxiBHOTO BifiTy MiCbKOI pajii, y 30HI KOMIUIEKTYBaHHS K01 IlepeOyBae yCTaHOBA.

OctarouHe pimleHHs npo BuiydeHHs 1oKkyMeHTiB 3 HA® npuiimae LIETIK YkpaepkapxiBy.



VY pasi noromxkenns LHEIK YkpuaepxkapxiBy akTa npo BUuigy4deHHs JokyMeHTiB 3 HA® Ta iforo
3aTBEP/KCHHSI KEPIBHUKOM YCTAaHOBU apXiB YCTAaHOBM BHOCUTH 3MIiHHM B OOJIKOBI JTOKYMEHTH
apxiBy.

16. Skuio B X0/l MepeBipsSHHS BCTAHOBIIEHO HECTAUy CIIPaB, TO OPTaHi30BY€ETHCS iX PO3LIYK.
3 i€ METOIO BXKUBAIOTHCS TaKl 3aXO0HU:

BHBYAIOTh YC1 O0TIKOBI JOKYMEHTH, Ha ITiJICTaB1 SKMX BUABAIIUCS CIIPABH 13 apXiBOCXOBHIIIA;

OpraHi3oBYIOTh PO3IIYK HEBUSBIEHUX CIpPaB Yy CTPYKTYPHHUX MiJpO3/ilJIaX, MOMNEPEIHBO
BHBYMBILIM OITUCH, Ha IMIJICTaB1 IKUX CIIPaBH MEpeJaBaucs J10 apXiBy;

NEePEBIPAIOTH crIpaBu (OHIIB, IO 3HAXOAATHCS MOPYY;

Nneperigaaar0Tb HpaBI/IJ'H)HiCTI) Hi)IKJ'Ia}IaHHSI CIIpaB, HOMCpH SAKHUX CXOXI 3 HOMEpaMu
HCBUABJICHUX CIIPAB;

BUBYAIOTH CHpaBy (OHIY - aKTH NMPO BHIYYEHHS CIpaB Ul 3HUIICHHS, aKTH BHIABaHHS
CTpaB y TUMYACOBE KOPHUCTYBaHHS, aKTH TEPEBIpSAHHS HASBHOCTI Ta CTaHy CIIpaB, CKIJIAJCHI
paHire.

17. 3naiineni B pe3yabTaTl PO3IIYKY CIpaBU MOBEPTAIOTHCA Ha Miciie 30epiranus. Crpasu,
NPUYMHA BIJICYTHOCTI SIKMX MIATBEP/KEHA JOKYMEHTAIBHO (AKTaMH PO BHIIyYEHHS CIIpaB JUIs
3HUIICHHS, aKTAMU TIPO HEBHIIPABHI MMOIIKO/DKEHHS CIIPaB, aKTaMH IepelaBaHHs CIIPaB 1HIINM
YCTQHOBaM Ta Ha MOCTiiHe 30epiranHs), BUKIOYAIOTHCS 3 OMUCIB 1 00JIKOBUX JTOKYMEHTIB.

[Tincymkn po3myky dikcyrorbes B rpadi «IIpumiTkay apkyina nepeBipsHHS HAsSBHOCTI Ta
CTaHy CIIpaB.

18. Po3uryk HEBUSBICHUX CIPaB IPOBOAUTHCS BIPOJAOBK POKY MICHS 3aKiHYEHHS
NepeBipsIHHS HASIBHOCTI Ta cTaHy crpaB. [Ipu npoMy ckianaeTbcsi KapTka 00JiKYy HEBUSBIECHOL
crpaBu 3a (OpMOI0, HaBEACHOIO B 10/1aTKy 35 1o uux [Ipasui.

19. Skmo cmnpaBu He Oyim 3HAiijieHi, apxiB CKIaJa€e akT NP0 HEBHSBICHHS CIIpaB
(TOKYMEHTIB), IUIAXH PO3LIYKY SIKUX BHUYEPIIAHO, 32 (POPMOIO, HABEIEHOIO B J0AATKY 36 70 IuX
[IpaBui, Ta MOBi1IKY IIPO MPOBEICHI 3aX0IM OO0 iX PO3IIYKY AOBUIHHOI (hOPMHU. AKT MIiJMUACYE
KepiBHUK apxiBy (0co0a, BiANOBIJaJIbHA 32 apXiB) Ta 3aTBEP/PKY€E KEPIBHUK yCcTaHOBH. Ha mincrasi
aKTa CIPaBU 3HIMAIOTHCS 3 OOJIIKY.

SIK1110 BUSIBJIIEHO HECTauy CIpaB (IOKyMEHTIB), BHeceHUX 10 HA®D, akT nogaeTbes Ha po3risy
Kowmicii 3 KOHTpOJIIO 32 HasIBHICTIO, CTAHOM Ta PO3IIYKOM JOKYMEHTIB JEpP>KaBHOTO apXiBy pa3oM
3 IOBIJIKOIO PO TPOBEJICHI 3aX0H 100 iX PO3IIYKY.

Ha miacraBi akra, moromkeHoro Komiciero 3 KOHTPOITIO 332 HASBHICTIO, CTAHOM Ta PO3ITYKOM
JIOKYMEHTIB JIEP’)KaBHOTO apxiBy, NOKyMeHTH HA® 3HIMAarOThCA 3 OOIIKY.

20. [lepeBipsiHHS HAsIBHOCTI Ta CTaHy CIIpaB BBa)KA€ThCS 3aBEPLICHUM IIICJISI BHECEHHS 3MIH
B 00JIIKOBI JOKYMEHTH 1 MOJIaHHsI BIAMOBIIHUX BIJOMOCTEH MPO CIIpaBH MOCTIHHOTO 30epiraHHs
710 BIJMOBIAHOI J€p>KaBHOI apXiBHOI YCTaHOBH, apX1BHOI'O BIJJLTY MICBKOI pajau JUisi BHECEHHS
3MiH Yy KOHTPOJIbHI MPUMIPHUKH OMHKCIB cpas, cxBaieHi EIIK nepxkaBHoro apxisy.

9. CtBOpeHHs cTPaxoBoro ¢pouay ta poHay KOPUCTYBAHHA



1. Ha yHikanbHi TOKyMEHTH yCTaHOBH, 1110 BHECEHI /10 AHOTOBAHMX MEPENiKiB YHIKaJIbHUX
JTOKYMEHTIB, HUIIXOM MIiKpO(DiIbMyBaHHS CTBOPIOIOTH CTPaxoBi Komii (HEraTHBH TEPIIOTO
MTOKOJIIHHS Ha PYJIOHHIH TUTiBIl 200 Mikpodimax).

CyKynHICTh CTpaxOBUX KOIMIN JTOKYMEHTIB, 110 30€piraloThcsi B apXiBi, CKIIaJa€ CTPAXOBHM
¢donz. CTpaxoBuil GOH CTBOPIOETHCS 3 METOIO 30€peKEeHHS IOKYMEHTHOT iH(opMallii Ha BUIaJ0K
BTpaTH a0 MOIIKO/HKEHHS OpUTIHAIIB.

2. OpHauacHO 31 CTBOPEHHSIM CTPAaxoBOTO (DOHIY CTBOPIOETHCS (HOHI KOPHCTYBAHHS
(mo3uTHBHI MIKpO(1IEMHU Ta MIKpOQIIIH).

3. ®oH/1 KOPUCTYBAHHS MO€E CTBOPIOBATUCS TAaKOXK Y LIJTLOBOMY MOPSAIKY Ha JOKYMEHTAJIbHI
KOMIUIEKCH, $IKi HaHOIbIl BUKOPUCTOBYIOTHCS, LUIAXOM KCEPOKOIIIOBaHHS a00 CTBOPEHHS
JOKYMEHTIB Ha €JEeKTPOHHUX HOCIAX (UM@pOoBi Kormii), M0 3a0e3MedyloTh 1IeHTUYHICTh KOMIii
OpHriHaJIaM.

4. CrpaxoBuit (ona 1 (oHI KOpPHUCTYBaHHS CTBOPIOIOTHCS B MOPSAIKY, BU3HAYECHOMY
3aKOHOJABCTBOM.

IX. Opranizanis J1OKyMeHTIB B apXiBi
1. loxkymeHTauiiinuii Ta apxiBHuid GOHAH YCTAHOBH
1. JoxymenTariiauii pOHJT yCTAaHOBH CKJIQIal0Th:

JIOKYMEHTH TIOCTIMHOTO (JOBIYHOT0) 30epiraHHs, ki € ckiianoBoro yactuHor HAD (y pasi
CTBOPEHHS TaKHX JIOKyMEHTIB B YCTaHOBI);

JTIOKyMeHTH TpuBasioro (moHaz 10 pokiB) 30epiranHs;
JIOKYMEHTH TUMYAcOBOTO 30epiranss (10 10 pokiB BKJIIOYHO).

Crpoku 30epiraHHsi JTOKyMEHTIB BCTAHOBIIIOIOTHCS Ha IMiJICTABI €KCHEPTU3M IX I[IHHOCTI;
MOPSIIOK €KCIIEPTU3HU IIHHOCTI JJOKYMEHTIB BU3HAYAETHCS y po3/aiai V mux [IpaBwui.

2. ApxiBuawmii GoHI, chopMoBaHMIA B apXiBi YCTAHOBH, OIUISIETHCS HA TaKi BHIIU:

apxiBHMHA (OHA YCTaHOBH, IO CKJIAJAE€THCS 3 JIOKYMEHTIB, CTBOPEHUX Y Iporeci Iii
TISIIBHOCTI;

00’eqHaHM apXiBHUNA (DOH], IO € CYKYITHICTIO HIJTICHUX KOMIUIEKCIB apXiBHUX JOKYMEHTIB,
YTBOPEHUX Yy MPOILIECi JiSUTBHOCTI ABOX a00 Oijibllle yCTaHOB - (POHIOYTBOPIOBAUIB;

apxiBHUH (OHA 0COOOBOr0 MOXO/KEHHS, (POHIOYTBOpIOBaYeM(aMH) SIKOTO € OJIHA YU
AeKinbka (Gi3uYHUX 0Ci0, MPUHHATHIA 10 apXiBy YCTaHOBHU.

3. B apxiBi ycTaHOBU MOKe 30epiraTich apXiBHa KOJEKIis (KOJEKIIii) - CYKYIMHICTh OKPEMUX
JOKYMEHTIB, 1[0 YTBOPHJIMCS B MPOLEC] AISUTBHOCTI Pi3HUX (POHIOYTBOPIOBAYIB 1 00’ €THAHUX 3a
OJHI€I0 a00 NEeKUIbKOMa O3HaKaMM, HANPHUKIAA: TEMaTHYHOIO, HOMIHAJIBHOIO, aBTOPCHKOIO,
XPOHOJIOTIYHOIO, 00’ €KTHOIO TOIIO. ApXiBHA KOJIEKIIisl, yTBOPEHA apXiBOM, HA3UBAETHCS apXiBHUM
310paHHsM.



4. YcranoBa-(hoHI0YTBOPIOBAY € FOPHUIUYHOK 0COOOF0, IO MiATBEPKYETHCS BiJIITOBITHUM
aKTOM (3aKOH, IIOCTaHOBA, HaKa3, PO3MOPSDKEHHS, CTaTYT, IOJOXEHHS) PO YTBOPCHHS,
peECTpaIlito, TOPSIOK TiSITLHOCTI, QYHKITIT TOIIO.

{Ihynkm 4 enasu 1 pozoiny IX 6 peoaxyii Haka3zy Minicmepcmea rocmuyii Ne 2277/5 6io
04.07.2018}

2. BuzHayeHHs1 (POHI0BOI HAJIEXKHOCTI aPXiBHUX JJOKYMEHTIB i
CTBOPEHHSI APXiBHOT0 (POHIY

1. BusHaueHHs GoHIOBOT HAJIEKHOCTI JTOKYMEHTIB YCTAaHOBH IIOJIATA€ Yy BiTHECEHHI iX 10
apxiBHOTO (hOHTY BiJIMOBITHOT yCTaHOBU-(OHIOYTBOPIOBaYa 3 ypaxXyBaHHIM XPOHOJIOTTYHUX MEX
11 IisIBHOCTI.

2. Ha Bu3HaueHHs (GOHIOBOT HAJIEKHOCTI IOKYMEHTIB YCTAaHOBH BILTUBAIOTH TaKi YNHHHUKU:
3MiHa KOHCTUTYIIHOTO JIaly JIeP>KaBH;

3MiHa aJIMIHICTPATUBHO-TEPUTOPIAIBHOTO MTOLTY;

3MiHa (hopmu BIacHOCTI (hOHIOYTBOPIOBAYA;

MPUIMMHEHHS (POHI0YTBOPIOBAYA.

3. Buznauenns GpoHI0BOT HAJIE)KHOCTI JJOKYMEHTIB YCTAaHOBH B Pa3i 3MiHU KOHCTUTYIIHHOTO
Jaxy JepiKaBH, 3MiHM aIMiHICTPaTUBHO-TEPUTOPIAIbHOTO TMOALTY, 3MiHH (DOpPMHU BIIACHOCTI
($hoHI0yTBOPIOBaUa BU3HAYAOTHCS HA IMiJICTaBl PEKOMEH/IAIIIN IepKaBHOT apXiBHOI YCTaHOBH.

4. TTix wac Bu3Ha4YeHHs (POHIOBOT HAJIS)KHOCTI JIOKYMEHTIB YCTAHOBH BPaXOBYIOTh TaKe:
BXI1/IHI IOKyMEHTH BiTHOCATHCS 10 (POHIY YCTaHOBH, sIKA iX OTpUMaa;

KOMii BUXITHUX TOKYMEHTIB BITHOCATHCA A0 (DOHIY YCTAHOBH, KA € iX aBTOPOM;
BHYTPIIIIHI TOKYMEHTH BITHOCATHCS 10 (DOHAY YCTAaHOBH, B SIKiii BOHH OyJIM CKJIQJICHI.

5. IMig yac Bu3HA4YeHHS POHIOBOI HAEIKHOCTI HEOOXITHO JOTPUMYBATHUCS TAKUX MTPABHUII:

JOKYMEHTH YCTaHOBH Ta I'POMAJCHKUX Oprasizamii (mpoQCrHiKoBUX TOIIO), IO iCHYBaJIX
MpU HIN 10 TPUAHATTSA 3aKOHOJABCTBA YKpaiHW TPO TPOMAJIChKI 00’€THAaHHS, (OHIYIOTHCS
pazoM;

JIOKYMEHTHU YCTaHOBH Ta MPO(CIIIKOBOI OpraHizaiiii, 0 iCHy€ B3ke 3 MOMEHTY 1i Jierami3arii,
MOXKYTh OpTaHi3oByBaTucsi abo camocTiiiHo (okpemumu (hoHmamu), abo pasoM - miadoHTaAMH
00’eTHaHOTO apXiBHOTO (HOHY;

CIIpaBH, IO BEJUCS TOCIITOBHO y ABOX ab0 OLibIle yCTaHOBaX, HaJIeKaTh 10 (POHIY Ti€l
yCTaHOBH, Jie BOHU OyJIM 3aBEpIIICHI B IIJIOBOJCTBI;

po3IUpeHHs a00 3BY>KEHHSI TTOBHOBAXEHb, KOMITIETEHIIi1, 00CIry abo TEPUTOpPIiabHUX MEX
TiSUTBHOCTI, 3MiHA MiAIOPSIKOBAHOCTI, CTPYKTYpH, NepeiMeHyBaHHs a00 4YacTKOBA 3MiHA HA3BH
YCTaHOBH, IO HE CYIPOBOJDKYBAJIOCS JOKOPIHHOK 3MiHOKW TI OCHOBHHMX (yHKIiH, HE €
MiJICTaBaM¥ JIJIsl PO3MEXKYBaHHS ii JOKYMEHTIB Ha JiBa apXiBHUX (HOH/IH;


https://zakon.rada.gov.ua/laws/show/z0791-18#n73
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BU/JIUICHHS 3 YCTAaHOBHU OZIHI€T 200 AeK1IbKOX HOBUX 3 HAJJaHHAM iM OKpeMuX (yHKIIi nepiioi
€ MIiJCTaBOIO IS BIAOKPEMJICHHS apXiBHUX (DOHIIB HOBOCTBOPEHHMX YCTaHOB. JOKyMeHTH
YCTaHOB, 1110 PEOPTaHI3yIOThCs, /10 1 MICHIsI peopraHizallii GOHIYITECS pa3oM;

y pasi JIKBiaIil yCTAaHOBH 3 HAJaHHSAM ycCix a00 yacTuHU i1 QyHKIIH 0JHIN a00 AEKITEKOM
0co0aM JTOKyMEHTH KOXHOI 3 HUX YTBOPIOIOTh HOBI apXiBHi (poHIH;

JIOKYMEHTH YCTaHOB, [0 THMYacOBO NPUIMHWIM CBOK JISUTBHICTH Yepe3 3JIUTTA,
NIpUEHAHHS, TIO/LJ, TEPETBOPEHHS a00 B pe3yNbTaTi BiMH 1 CTHXIHHHX JIMX, a 3rOJ0M OyiH
BIIHOBJICHI 3 THMHM CaMUMU (YHKIIISIMU, CKJIaJat0Th €AMHI apXiBHI (GOH/IH;

0CcO0OB1 CHpaBH, SKIIO BOHU NeEpenaBajlucs 3 OAHIE]T YCTAaHOBH A0 IHIIOL Yy 3B’SI3KY 3
NIEPEBEICHHSM MPAI[iBHUKIB, 10Jy4atOThCs 1O (POHYy OCTaHHBOI YCTAaHOBH.

3. XpoHoJI0riyHi Mexi apXiBHOT0 (pOHIY
1. XpoHONOTIYHUMH MEXaMU (OHTY €:

apxiBHOoro QoHay ycrtaHoBU - oQimiiiHi JaTH CTBOpeHHs (peecTparii) 1 JiKBizamii
(hOHI0OYyTBOPIOBAYA,

0c000BOro apxiBHOTrO (POHIY - JaTa HAPOKEHHA 1 CMepTi (POHI0YTBOpIOBaYA;

00’enHaHoro apxiBHoro ¢oHIy - JaTa yTBOpeHHs (peectpauii) (OHAOYTBOpIOBaYa,
CTBOPEHOT'O y 4Yaci MepIinM, Ta JaTa MPUIHHEHHS (POHIOYTBOpIOBaYa y dYaci IMi3HIIIE 3a BCiX
yTBOPIOBAYiB I[LOTO (POHTY;

apxiBHOI KOJEKIIi - J1aTW MEpIIOro Ta OCTaHHBOI'O 332 XPOHOJIOTIE€I0 JOKYMEHTIB y CKiajl
KOJIEKII].

2. KpaitHiMu naTamMy JOKYMEHTIB apXiBHOTO (OHIY € JaTH MEPIIOro Ta OCTAHHBOTO 3a
XPOHOJIOTIEI0 JTOKYMEHTIB y ckiani (GoHay (BOHM MOXYTh HE 30iratucs 3 KpaWHIMU JaTamu
TisTbHOCTI  (DOHIOYTBOpIOBaYa, SKIO Yy GOHAI BiICYTHI JOKYMEHTH II0YaTKOBOTO Ta
3aBEpIIAIBHOTO ETaliB isUIbHOCTI YCTaHOBU a00 y (OHJ yCTaHOBH OyIM TepenaHi CIpaBH
YCTaHOBU-TIOTIEPETHHUKA, HE 3aKiHUCHI B JIIJIOBOJICTBI.

4. Opranizauisi JOKyMEHTIB y Me:KaX apXiBHOT0 (poHay

1. CtpykrypHOIO Ta Kjiacu]ikaliiHOIO OCHOBOI apxiBHOTO (oHay € cmpaBa. Cmpasa
BKJIOYAE TOKYMEHTH, 00’ €JJHaHI 32 BiJMOBIHOIO 03HAKOIO (TEMATHYHOIO, KOPECTIOHICHTCHKOIO,
HOMIHAJIbHOIO, XPOHOJIOTIYHOI0) a00 CYKYMHICTIO O3HAaK Ta €IWHUM CTPOKOM 30epiraHHs i
BMIII[EHI B OKpEeMy OOKJIaJIMHKY.

VYcepeauni apxiBHUX (OHMAIB CHIpaBU TPYIMYIOThCS BIAMOBIAHO 10 TMONEPEIHHO BUOpPAHOI
CXEMH CHCTeMaTH3alli1, 110 3aKPIILTIOETHCS OMMMCOM CITpaB (HOH.TY.

2. Po3mnofin JOKyMEHTIB ycepeuHi apXiBHOTO POHTY 3A1HCHIOETHCS Ha TTiJCTaB1 MTOTOHKEHOT
3 Iep>KaBHOIO apXiBHOIO YCTaHOBOIO, apXiBHUM BiJJILJIOM MICBKOI pajid CXEMOI0, 3aKpIIJICHOIO
OIMUCOM cripaB (GOHITY:

CTPYKTYPHOIO (32 CTPYKTYpOIO (hOHIOYTBOPIOBAYa, BA3HAUEHOIO B IITATHOMY PO3IIUCY);

XPOHOJIOTTYHOIO (32 POKaMU CTBOPEHHS JOKYMEHTIB);



TEMaTHYHOIO (32 TEMATHKOIO JOKYMEHTIB);

HOMIHAJIbHOIO (32 BUIaMHU 1 3HAYUMICTIO JJOKYMEHTIB);

(byHKIIOHATBHOIO (32 QYHKIISMU, HAPSIMaMH JTisUTbHOCTI (DOHIOYTBOPIOBAYA);
reorpadiuHoo (3a aIMiHICTPATUBHO-TEPUTOPIATBHUMHU OAMHUISIMHU);

KOPECTIOHCHTCHKOIO (32 HallMEHyBaHHSIMH aJpecaTiB, Y pe3yibTaTi JIUCTYBaHHS 3 SKUMHU
YTBOPHWINCS IOKYMEHTH);

aBTOPCHKOIO (32 HalMEHyBaHHSAMM YCTaHOB a0 IMpi3BUINAMU OCi0, sKi € aBTOpaMu
JOKYMEHTIB).

3. CrpaBu CHCTEMaTH3YIOThCS 3a JIEKUIbKOMa O3HAKaMH, 3aCTOCYBAHHS SIKMX HAWOITBII
parioHanbHe I 30epexeHHsT Yy (OHII JIOTIYHUX Ta ICTOPHYHUX 3B’S3KIB MIXK JTOKYMEHTaMH 1
CTBOPEHHS HAM3PYYHIIIOT ISl BAKOPUCTAHHS JOKYMEHTIB CUCTEMH iX OpraHizaiii.

4. HaitmommpeHui TUI CXeMH CHCTeMaTH3allii B OMHUCaX € XPOHOIOTTYHO-CTPYKTYPHHH, 110
BUKOPHUCTOBYETHCS JUIsl CHCTEMaTH3allii CIpaB AiF0uuX (OHIO0YTBOPIOBAUIB, CTPYKTypa SIKUX
MOCTIHO 3MIHIOETHCS; CHpaBu (HOHIY TPYMYIOTHCS 32 pOKaMHM, a B MEXaX KOXXKHOTO POKY - 3a
CTPYKTYpHUMHU MiAPO3/A1IaMHU, HAIPUKIIA:

2009 pik

Kannenspist

[ImasoBMiA BiIIiT

BupoOuunumii Binain

Bimnin npami ta 3aprutatu
DiHaHCOBO-EKOHOMIYHUNA BIAI1I

Bignin xanpis
AIMIHICTPAaTUBHO-TOCTIOIAPCHKUMA BT
2010 pik

Kannenspist

[11aHOBO-eKOHOMIYHUI BiI1I
BupoOHU4O-TeXHIYHMIA BiALT
Byxranrepis

Binnain kaapis
AIMIHICTPAaTUBHO-TOCTIONAPCHKUMA BT

Ha cnopaBu QoHay, cuCTEMaTH30BaHOIO 3a XPOHOJIOITYHO-CTPYKTYPHOIO —CXEMOIO,
CKJIQJIA€EThCS €AMHUI OIIHC.



5. CTpyKTYpHO-XPOHOJIOTIYHMH THII CXEMH 3aCTOCOBYETBbCS JUIs CHUCTEMaTH3alii Crpas
YCTaHOB, 110 MaJIM CTaOUIbHY CTPYKTYpYy Ta NPUIUHHIN CBOIO JisUTbHICTH. [Ipy oMy cripaBu
TPYIYIOTBCS 33 CTPYKTYPHUMH TiIpO3AiJaMu, a B MeKax IIUX MiIPO3IiiB - 3a pokamu. [Ipukman:

Bigmin gimoBoacrsea
2010 pik

2011 pik

TOIIIO.

Bignin xanpis

2010 pik

2011 pix

TOIILIO.

6. OYHKIIOHATHFHO-XPOHOJIOTIYHA Ta XPOHOJOT1YHO-(YHKIIIOHATbHA CXeMH CHCTEMaTH3aIli
3aCTOCOBYIOTHCS MPH KJIaCU(iKaIii TOKyMEHTIB 0€3CTPYKTYPHHUX YCTaHOB.

[Tpu pyHKITIOHATBHO-XPOHOJIOTTYHIN CXEMi 3ar0JIOBKU CIIPaB PO3MIIIYIOTHCS 3a (PYHKITISIMH
Ta pPOKaMH:

KepiBHuLITBO

2007 pix

2008 pik

2009 pik

TOLIO.

HapuanpHO-BHXOBHa poboTa
2007 pik

2008 pik

2009 pik

TOIO.

[Ipu xpoHONOriYHO-(PYHKIIIOHAIBHIN CXEMl1 3arojOBKH CIpPaB CIIOYATKy TPYNYIOThCA 3a
POKaMU JIOKYMEHTIB, J1aJi - 3a pyHKIiAMHU (POHI0YTBOpIOBAaYa, HAIPUKIA;

2010 pix
KepiBHuurso
IInanyBaHHA
diHaHCYBaHHS

KamnitanpHe OyiBHUIITBO



TOLIO.

7. Ilpu HeBenukoMy 00cs31 (POHIAY MOXIIMBE BUKOPUCTAHHS HOMIHAJIbHO-XPOHOJIOT1YHOT 200
XPOHOJIOTIYHO-HOMIHaNBHOI cxeMu. [IpHKiiaj HOMiHAIBHO-XPOHOJIOTTYHOT CXEMHU:

Hakazu
2010 pix
2011 pik
[1manu
2010 pix
2011 pix
TOILIO.
[Tpukan XpOHONIOTTYHO-HOMIHATBHOI CXEMH:
2011 pix
Hakazn
[Tnann
3BiTH
TOIILIO.

8. JlokymMeHTH, 110 BBIMILIN A0 00’ €AHAHOTO apXiBHOTO ()OHIY, PO3TAIIOBYIOTHCS 3T1THO 3
(GYHKI[IOHATBHO-LIITFOBUM TPU3HAYEHHSAM (DOHIOYTBOPIOBAYA, 32 XPOHOJIOTI€I0 TX CTBOPEHHS, 3a
angaBiTOM Ha3B TOIIO. Y MeXaxX KOKHOTO (POH/TY, III0 BBIMIIIOB 10 00’ € THAHOTO apXiBHOTO (POHTY,
3aCTOCOBYIOTHCS Pi3HI CXEMH CHCTeMaTH3allii, BUOIp SIKUX BU3HAYAETHCS XapaKTepOM JisITbHOCTI
KOHKPETHOI YCTaHOBM, CKJIAaJOM 1 00csirom AoKyMeHTIB. [l (OHIIB OJHOPIAHMX YCTaHOB
BUKOPHUCTOBYETHCS 3arajbHa cXeMa CHCTeMaTH3allii.

9. CucremaTn3amisi JOKyMEHTIB y KOJEKIii BH3HAYA€TbCA TEMATUKOI Ta CKJIAJOM
nokyMmeHTiB. Konekiii apxiBHUX JOKyMEHTIB CUCTEMATH3YIOThCS, SIK IIPABUIIO, 32 XPOHOJIOTIYHO-
HOMIHAJIbHOIO O3HAKOIO (32 pOKaMHM Ta BHJaMU copaB) abo 3a XPOHOJOTIYHO-aBTOPCHKOIO
03HAKOIO (32 pOKaMH, HAWMEHYBAaHHSIMH YCTaHOB, IPI3BHUIAMH OCi0 - aBTOPIB JOKYMEHTIB). Y
NESKUX BHIAJKaX MOXYTh 3aCTOCOBYBAaTHCS reorpadiuna, (yHKIIOHANbHA, TEMaTUYHA O3HAKU
cucTeMaTH3alii crpaB apXiBHOI KOJISKIIi.

10. JlokyMeHTH 3 KaJipOBUX MHUTaHb (0COOOBOI0 CKJIaay) CUCTEMATU3YIOThCS BiOCOOJIEHO 1
BKJIIOYAIOTHCSA B OKPEMUH OIKC 3a XPOHOJIOTTUHO-HOMIHAIBHOIO 03HAKOIO (32 pOKaMU Ta BUAAMHU
crpaB). Ha oco06oBi cripaBy 3BUTbHEHUX MPALliBHUKIB MOXKE CKJIaJaTUCs OKPEMUIl OMHC.

11. Koxxnauit apxiBHuid ¢GoHI Mae CBii HOMEp 1 Ha3By, IO BIAMOBigae OQimiiHINA Ha3Bi
donmoyTBOprOBaya. SIKIo ycraHoBa-QpOHI0YTBOPIOBAY Mepeiae CIpaBU Ha MOCTiliHE 30epiranHs
JI0 JIepKaBHOI apXiBHOT yCTaHOBH (apXiBHOTO BIALTY MICHKOI paau), HOMep (HOHIY MPHUCBOIOE
BiNOBITHMI apXiB. Lleil HOMep MPUCBOIOETHCS i Yac MEPIIOro HAIXOKEHHS TOKYMEHTIB 1 He
3MIHIOETHCS.



SIkmo ycraHoBa HE Iepefae JOKYMEHTHM Ha IOCTiiiHe 30epiraHHs, BOHa CaMOCTiIHHO
MIPUCBOIOE HOMEPH (hoHIaM, 110 30epiraroThes B apXiBi YCTAaHOBH.

X. O0J1iK TOKyMEeHTIB B apXiBi

1. 3arajgbHi BUMOTH 10 00J1iKy JOKYMEHTIB

1. OOGmik 3AIHCHIOETBCS 3 METOI 30€PEeKEHOCTI Ta KOHTPOJIIO 3a HAsSBHICTIO 1 PyXoM
JOKYMEHTIB [IUIIXOM BU3HAYEHHS KUIBKOCTI 1 CKJIay B YCTAHOBJIEHUX OJMHUILIX OOMIKY 1 (pikcarii
(peectparrii) MpUHAIEKHOCTI KOXKHOT OJUHUII OOJIKY /10 IMEBHOTO KOMIUICKCY Ta iX 3arajabHOi
KUTBKOCTI B OOJTIKOBUX JOKYMEHTAX.

2. Ilix 007IKOBUM JTOKYMEHTOM PO3YMIEThCS JTOKYMEHT YCTaHOBJIEHOI (opmu, 10 (ikcye
HAJXO/PKEHHS, BUOYTTS, KUIbKICTh, CKJIAJ] 1 CTaH apX1BHUX JIOKYMEHTIB B OJMHUIISIX OOJIIKY.

OO6mnikoBl JOKYMEHTH MOBUHHI 30epiraTuch y poOouiii KiMHATi KepiBHUKa apXiBy (ocodwu,
BIJIMOB1IANIbHOT 32 apXiB) y ceri(pi abo meTanesii madi, o ONeYaTy€eThCs.

KopuctyBanHs OOMIKOBUMH JIOKyMEHTaMM 3JIHCHIOETBCS Yy MPHUMIIIEHH] apxiBy B
MPUCYTHOCTI KepiBHUKA apxXiBy (0coOu, BiIMOBIaNbHOI 3a apxiB). OOIIKOBI TOKYMEHTH apXiBy
(KpiM ONUCIB) KOPUCTYBauaM HE BUAAIOTHCS.

3. O6miKy miUIsraloTh yci JOKYMEHTH, 110 30€epiraloThCsi B apXiBl YCTAHOBH, y TOMY YHCII
HeomucaHl 1 HenmpodiIbHI, CTpaxoBi KOMIl JOKyMEHTIB, Komii (oHIy KOpHCTyBaHHS (3a
HASIBHOCTI), OTIMCH CITPAB.

4. ApxiB ycTaHOBHU 3[iICHIOE LIEHTpai30BaHUM 0OMIK (OHMIIB 1 JTOKYMEHTIB. 3a HasBHOCTI
KUTBKOX apXiBOCXOBHII[ OOJIIK TaKOK BEJIETHCS B KOXKHOMY apXiBOCXOBHIII.

5. OOnik 3AIMCHIOIOTh NUIIXOM HAJaHHA AapXiBHUM JIOKYMEHTaM (OAMHUILIM OOJIKY,
OJIMHHUIISIM 30€epiraHHs) 00JIKOBUX HOMEPIB, IO € CKJIAI0BOIO apXiBHUX MU (PIB.

ApxiBHUH mUQp - MO3HAYEHHS, 0 HAHOCUTHCSA Ha KOXHY OJUHHMIIO 30€piraHHs 3 METOIO
3abe3neueHHs i1 00miKy ¥ imeHTHU]ikalii. ApXiBHHM MHUQpP CKIAAAETHCS 3 HOMEPIB apXiBHOTO
¢doHIy ab0 apXiBHOT KOJIEKIIil, OIMCY, OMWHHUIII 30epiraHHs.

Howmep apxiBHOTO (hOHIY MPHUCBOIOETHCS BIMOBIAHO JI0 MOPSIKY, BU3HAYEHOTO B MyHKTI 11
rnaBu 4 po3ainy IX mux [IpaBwui.

2. Oqunnui 001Ky

1. OCHOBHUMH OOJIIKOBUMH OJUHUIISIMH JJI JIOKYMEHTIB HE3QJICKHO BiJI MaTepiaIbHOTO
Hocis iHpopMarii € apxiBHUAN (OHT (apXiBHA KOJEKIIis), OAMHHULS 30epiranHs (0. 30.).

2. OnuHunero 30epiraHis JOKYMEHTIB 3 TAallepOBUMH HOCISIMM € CIIpaBa (IMB. MyHKT | ri1aBu
4 pozniny 1X).

3. Heonmcani gokyMeHTH (pO3CHI) OONIKOBYIOTh Yy HEOMUCAHWX (YMOBHHX) OJUHUIISIX
30epiranus (i3 po3paxyHky 250 apKyIriB B OJIHIM YMOBHIM OuHUII 30epiraHHs).

4. JlokyMeHTH OCOOOBOrO MOXO/PKEHHS, L0 MNPOMIIM JMIIE IMEePBUHHE ONMCYBaHHS,
00JIIKOBYIOTH ITOJIOKYMEHTHO, B OKPEMHUX BUIAJKaX - y HEONHUCAHUX CIIpaBax Ta apKyllax.

3. Cucrema 00JIiKOBHX JOKYMEHTIB apXiBy



1. Cuctemy 00IIKOBUX JOKYMEHTIB apXiBy CKJIaJa€ KOMIUIEKC B3a€EMOIIOB’ sI3aHUX O0JTIKOBUX
JOKYMEHTIB Ta OOJIIKOBHX 0a3 JaHWX, CTBOPCHUX Ha €JIMHUX METOJOJIOTIYHUX T4 METOJAHYHUX
3acajax.

2. OOmik MOKYMEHTIB B apXiBl BEIETbCS 3a OCHOBHHUMH Ta JOMOMDKHHUMH OOJIKOBUMH
JIOKyMEHTaMHU.

3. Cxuaz i popMu OCHOBHUX OOJIIKOBHX JIOKYMEHTIB € 000B’I3KOBUMH JJISI KOYKHOTO apXiBY
ycTaHoBU. J[0 OCHOBHUX OOJIIKOBUX JIOKYMEHTIB HAJIC)KATh:

KHHTA HAaJIXO/KCHHSI Ta BUOYTTS JOKYMEHTIB;

CIUCcoK (hoH/IIB;

cripaBa (oHmy;

OTIFICH CITPAB;

PEECTPH OIHUCIB;

AHOTOBAaHI MEPeJiKM YHIKATBHUX TOKyMEHTIB HarioHaibHOTO apXiBHOTO (hOH/TY.

4. HeoOXigHICTh BEIEHHS 1 BUAM JOMOMIXHUX OOJIKOBUX JOKYMEHTIB BHU3HAYAIOTHCS
YCTaHOBOIO caMOCTiHHO. PopMU ITX OOTIKOBUX TOKYMEHTIB BCTAHOBIIOIOTHCS YCTAaHOBOIO.

Jlo momoMi>KHUX OOJIIKOBHX OKYMEHTIB HAJIEKATbh: JIUCTU (POHY, KAPTKH 1 KHUTH OOJIIKY
pyxy (oHniB, KHUTH OO0JIIKY JOKYMEHTIB 3 KaAPOBHX MUTaHb (0COOOBOTO CKIIaay), KHUTA OOJIKY
JIOKYMEHTIB, BITYYEHUX JIJIS 3HUIICHHS, KHUTH O0JIIKY IOKYMEHTIB, IEpeIaHuX J0 1HIINX apXiBiB,
TOIIIO.

5. JIng meHTpai3oBaHOTrO Jep>KaBHOIO 00Ky TokyMeHTiB HA® ckianaeTbcs macrnopr
apxiBy.

6. O06iKOBUM JOKYMEHTOM JUISI CITPaB TUMYACOBOTO 30epiranus (10 10 pokiB BKIIOYHO), IO
HaIAIUH 17151 30epiraHHs 10 apXiBy, € HOMEHKJIATypa CIIpaB.

4. IlopsioK BeAeHHSI OCHOBHHMX 00JIIKOBHX JOKYMEHTIB

1. V xHU31 00Ky HaJIXOJKEHHS Ta BUOYTTS IOKYMEHTIB apxiBy, (hopma skoi HaBeJcHa B
nonatky 37 mo uux IlpaBui, BeneTbcst OOMIK yCiX CIpaB, MPUHHATUX apXiBOM BiJ CTPYKTYPHHUX
MiZPO3AUTIB  OpraHizallii, BHJIYYCHHX MJIs 3HUIICHHS, MEpeAaHuX 0 JIepPKaBHOTO apXiBy
(apxiBHOTO BiJIiTy MICBKOT pajii) Ta OTPUMaHUX BiJ] IHIIMX ycTaHOB. KoXXHe HaJXO/DKEHHS Ta
BUOYTTSI TIO3HAYAIOTHCSI CAMOCTIHHIM HOMEpOM. SIKIIO JOKyMEHTH (OHIY HAIXOIATh J0 apXiBy
BIIEpIIIe, TO HOMEP (POHY 3a3HAYAETHCS B KHU31 IMICIs HAJAaHHS HOMY HOMEpa 3a CITIMCKOM (OH/IIB.
Ko AOKYMEHTH, IO HAIIWIUIM, € YacTHMHOW (GOHIY, IO BXKe 30epiracrbcs B apxiBi, TO y
BIJINOBIIHIH rpadi KHUTH HABOJUTHCS HOMED, 1110 OyB HaJAaHUH IbOMY (DOHIY paHimIe.

Ha mepiie ciuHs KO)KHOTO POKY B KHU31 HAIXO/KCHHSI Ta BUOYTTS IOKyMEHTIB YKIIaJaeThCs
MIJICYMKOBHI 3alliC MPO KUIBKICTh CIpaB, MO0 HAMIWNUIA, Ta THUX, 1[0 BUOYJH, a TaKOX IPO
KUTBKICTh (PAKTUYHO HAasIBHUX Ha 30epiraHHi Crpas.

Knura 061Ky HaxoKeHHS Ta BUOYTTS TOKYMEHTIB € MiICTaBOIO /IS CKJIaJaHHs acnopTra
apxiBy.



2. Cnucok (onaiB apxiBy, opMa SKOro HaBeAeHa B 101aTKy 38 1o nux [IpaBui, BeneThes B
apxiBi, mo 30epirac JOKyMeHTH IBOX 1 Oinbmie ¢onmiB (konekmiit). KoxxHomy ¢onmy, mo
HAJXOAUTh Ha 30epiraHHs, TPUCBOIOETHCS TOPSAKOBHII HOMEp 3a CHUCKOM (OHAIB Yy
XPOHOJIOTIYHIN MOCIIOBHOCTI HOTO HAIXOWKeHHS. SKImIo ¢oH miansrae nepeaadi Ha MOCTiiHe
30epiraHHs, TO Yepe3 KOCYy PUCKY BKa3y€ThCsl HOMED IIbOT0 (DOHTY B Iep KaBHIN apXiBHIN yCTaHOB1
(apxiBHOMY BiJUIiJTi MiCbKOI paan) (Y BUIIAAKY, SKIIO JOKYMEHTH (GOHIy paHillIe mepe1aBaInucs 10
[IUX apXiBHUX YCTaHOB). Y cmucKy (GoHAIB (PIKCYIOThCS TOBHA Ha3Ba Ta CKOPOYECHA Ha3Ba
(boHIOyTBOpIOBaYa HA MOMEHT HaIX0/KeHHS (HOoHTy B apxiBocxoBuiie. Homep Bubysoro ¢pony
HE TIPUCBOIOETHCA (DOHTY, 110 HAMINWIIOB Ha 30epiranns. [Ipu HaaxomKkeHH] Ha 30epiranHs HoHIy
JKBiJOBaHOI yCTaHOBH (DOHTy HaJa€ThCSl HA3Ba Ha naTy JikBiganii. O0’eqHaHuit (OH BHOCUTHCS
MiJ y3arajJibHeHO Ha3Boro. O0’eqHaHOMYy (POHIY, CTBOPEHOMY B apXiBi yCTaHOBH, HAJa€ThCA
OIVH 3 HOMEpiB apxiBHOro (HOHIY, BKJIIOUEHOTO MO0 CKIaay o0’ €IHAHOTO, SIK IPaBHIIO,
HaWOLIBIIIOro 32 00csTOoM cripaB. JIjist apXiBHOT KOJIEKITil, CTBOPEHOT B apXiBl YCTAHOBH, HATAETHCS
y3arajJbHeHa Ha3Ba BKIIOUYEHHX 1O Hei JOKyMeHTIB, a s Kosekuii, chopmoBaHoOl
KOJIEKITIOHEPOM, - ii Ha3Ba.

Ha 01 ciuHg KOXHOTO POKY J0 CIUCKY (POH[IB CKIAAA€ThCA MiJCYMKOBUM 3aluc, B IKOMY
3a3Ha4yaroThcsd KUIBKICTh (DOHIIB, IO BHOYJIM, L0 HAMIMIUIM MPOTSATOM POKY, Ta 3arajbHa
KUTBKICTH (DOHIIB, IO 3HAXOAATHCSA Ha 30epiraHHi.

3. CmpaBa ¢Qonmy BemeTbcsi Ha KOXHHHA (oHA apxiBy. BoHa MicTHTH JOKyMeHTH, IO
B1IOOpaKaIOTh ICTOPII0 YCTaHOBU-(DOHIOYTBOPIOBaYa Ta ICTOPiF0 #Oro apxiBHOro (oHIy:
ICTOpUYHY MOBiKY a00 TEpeaIMOBH 0 OMKCIB, CXeMy cucTemaru3amii (GoHmy, MeToamdHi
MOCIOHUKH 3 HAyKOBO-TEXHIYHOTO OMPAIIOBAHHS JOKYMEHTIB (DOHIY, CTBOPECHHS OOJIIKOBOTO Ta
JIOBIIKOBOTO amapary, pecTaBpaiii i KOHcepBallii, CTBOpPEHHs CTpaxoBoro (oHay Ta (GOHIY
KOPUCTYBaHHSI, aKTH TIEPEBIPOK HASIBHOCTI Ta CTaHy CIpPaB, aKTH PO HEBUIIPABHI MOIIKOKEHHS,
aKTH mepenadi (oHIY Ha MOCTiHE 30epiraHHs 10 IepKaBHUX apXiBHUX yCTAHOB (apXiBHUX
BIJIJIIJTIB MICBKHX pajl), aKTH BUJIYyYEHHS JIJIs 3HUIIEHHS JIOKYMEHTIB, HE BHeceHUX 10 HAD, Tomno.

JlokymeHTH, 110 QIKCYIOTh 3MIHM Y CKJIaJl Ta 00cs31 (POHAY, BKIIOYAIOTH /10 CIIpaBu (HOHIY
TIBKH 3 BIIMITKOIO IIPO BHECEHHS 3MiH B yC1 00JIIKOBI IOKyMEHTH apXiBy yCTaHOBH. JJOKyMEHTH
B cripaBi (POHy PO3MIIILYIOTh Y XPOHOJIOTTYHIN MOCTIJOBHOCTI. Y ¢l apKyIIi IOKYMEHTIB, BMIIICH1
10 cipaBu GOHIY, MatoTh OyTH npoHyMepoBaHi. CKI1aJal0ThCsl BHYTPILIHIM ONKC 1 M1JCYMKOBHMA
3amuc. Jlo HUX BHOCSTHCS 3MiHM B Mipy TONOBHEHHS CIPaBW HOBHUMH JOKyMeHTamH. KoxHii
crpaBi (POHY IPUCBOIOETHCS HOMEP BiAMOBIAHOTO GoHay. CrpaBa hoHy 30epiraeTbes B apXisi
YCTaHOBHU y MOPSIIKY 3011bIIEHHSI HOMEPIB (HOH/IB.

4. Onucw cripaB € IEPBUHHUMHU OOTIKOBUMHU JOKYMEHTAMH JUISl TOOJMHUYHOTO 1 CyMapHOTO
00JIiKy cIIpaB MOCTIHHOTO 30epiranHs, THM4YacoBoro (monas 10 pokiB) 30epiraHHs Ta 3 KaJpOBUX
MUTaHb (3 0COOOBOrO CKIIAMY), IO CKJIAMAIOTHCS BIAMOBITHO IO BUMOT, BUSHAUEHUX Y TJIaBi 3
po3ainy VI ta po3nini VII mux [IpaBwui.

[ToonuanuHMA 00K 3MIMCHIOETHCS MIITXOM 3aKPIMJICHHS 32 KOXKHOIO CIIPABOIO (OAMHUIIEIO
30epiraHHs) caMOCTIHHOIO HOMepa, a CyMapHHMH OOJIIK - CKJIAaJeHHS MiJICyMKOBOTO 3aIUCY 10
OTHCY, SIKUH € IM1ICTaBOIO JIsl BEIEHHS 1HIINUX OOJIKOBUX JOKYMEHTIB.

VYci3minu B 00cs131 CrIpaB B OIUCY, OB’ A3aHi 3 BUOYTTSAM, HAJAXO/DKEHHSIM, 00’ € JTHAaHHSAM a00
po3dopmMyBaHHSAM CIIpaB, BIIOOPAKAIOTHCA B TMIJICYMKOBOMY 3alucy A0 3BeAeHoro abo
3aKiHYEHOT'O OIMUCY 3 IOCHJIAHHAM Ha JIOKYMEHT, 110 MiATBEPIKYE 111 3MiHU.



Ornucu crpaB CTPYKTYPHUX MIJIPO3ALTIB € 00JIIKOBUMH JJOKYMEHTAMU /10 CKJIaJIEHHS PIYHOTO
pO3ITy BIAMOBIZHOTO 3BeAEHOro omucy. Onucu CTPYKTYPHHX MiAPO3IUTIB TOCTIHHOTO
30epiraHHs, 10 MEePEAAIOTh CBOI JOKYMEHTH JI0 ACP>KaBHUX apXiBHUX YCTaHOB (apXiBHUX BiJITIB
MICBKUX pan), 30epiraioTecsi y cmpaBi (OHAY 10 TepedaBaHHS JOKYMEHTIB 3a Ili POKM Ha
30epiraHHsl 0 BIAMOBITHUX apXiBHUX YCTaHOB. SKIIO ycTaHOBAa HE TMepeaac JIOKYMEHTH
MOCTIHHOTO CTPOKY 30epiranHsi 0 JIep)KaBHUX apXiBHUX YCTaHOB (apXiBHHUX BiJJIIIIB MICBKUX
pam), TO OMHCH CIPaB CTPYKTYPHUX MIIPO3/UIIB BMIITYIOTECSA Yy CIIpaBy (PoHITY.

Onucu copaB CTPYKTYpHHUX MIAPO3AUNB 3 KaJApoBUX NHUTaHb (0COO0OBOro CKJaay)
30epiratoTbcs O MOTOJHKEHHS PIYHOI'O PO3JLTY 3BEICHOTO OMHUCY CIpPaB YCTAaHOBU 3 KaJlpOBUX
nutanb (ocoboBoro ckinany) 3 EIIK (EK) nepxaBnoro apxiBy adbo EK apxiBHOro Biaairy MicbKoi
panu.

5. Peectp ommciB, popMma sikoro HaBeaeHa B goaatky 39 mo nux [IpaBwii, BeaeThCcsl B apXiBi
YCTaHOBH 32 HasIBHOCTI JIBOX 1 O1JIbIlIE OMHCIB.

Onucu BHOCATH JIO PEECTPY B XPOHOJOTIUHIA MOCTIOBHOCTI X HAAXOKEHHS MiJ
BIJITOBIAHUM MOPSAKOBUM HOMEPOM. Y pEeCTpl OMUCIB (PIKCYIOTHCSI OCHOBHI BIIOMOCTI PO CKJIa/
KO>KHOT'O OMMHCY, 10 HAIIHIIOB 0 apxXiBy: HOMep (poHIY, HOMEp OMHCY, KUIBKICTh OMHCAHUX Y
HbOMY CIIPaB, KUIbKICTh apKYIIIB B OMHUCY 1 KUIBKICTh HOTO IPUMIPHUKIB.

6. O6nik yHikanpbHUX AOKyMeHTIB HA® Benerbcs B apxiBi yCTaHOBHM 3a aHOTOBAaHUM
nepenikom, noromkenum LIETIK Ykpaepxapxisy.

7. IlacmopT apxiBHOTO MHiAPO3AUTY CKJIalal0Th YCTaHOBHU, SIKI € JpKepenamu (popMyBaHHS
HA®, 3a popmoto, HaBeaeHoto B 1o1aTky 40 1o mux [IpaBui, mopoky y JBOX IPUMIpHUKAX, OJJUH
3 SKMX HaJICWIA€ThbCs BIANOBIAHIN JepiaBHIN apXiBHIM yCTaHOB1 (apXiBHOMY BIJAUTY MiCbKOI
panu) He mizHiwe 01 rpyaHs poKy, 3a SKUM BiH CKJIaJICHUH, a IPYTHid 3aIMIIA€ThCS B apXiBi.

[Tacmiopt apxiBy HpU3HAYCHUH [ISI CyMapHOTO OOJIIKY CIIPaB MOCTIHHOTO, TPUBAJIOTO (TIOHAT
10 pokiB) 30epiranHs Ta 3 KaJpOBUX MUTaHb (0COOOBOTO CKIIaY), IO MICTATHCS B apXiBi. Y HOMY
TaKOX HaBOJSATHCS BIJOMOCTI PO MPUMIIIIEHHS apXiBy Ta MOTO MpalliBHUKIB.

VY pa3i HEOOXigHOCTI 7O TAaCMoOpTa apXiBy BIJIMOBIIHO 10 MOTO PO3AUIB CKJIAIA€THCA
NOSCHIOBAJIbHA 3amllMcKa, Yy sKill BigoOpaxaroTbcs BIAOMOCTI Mpo 3MIHM Yy Ha3Bi,
MAIOPSAKOBAHOCTI, OpraHi3aliifHO-IPaBOBOMY CTaTyCl YCTAaHOBHU, 3a3HAYAIOTHCS] IPUYUHHU 3MIH
MOKa3HUKIB MOPIBHSAHO 3 MONEPEAHIM MACIOPTOM Y Ha3Bax Ta KUIBKOCTI ()OH[IIB, KUTBKOCTI CIIpaB,
KpaiiHIX JaTtax chpaB, yMOB 30epiranns. [losicHoBaibHA 3amucKa MiAMUACYETHCS KEPIBHUKOM
apxiBy (0co0010, BIJMOBIJATIBHOIO 32 apXiB).

Ctpoxku 30epiranHs TOKYMEHTIB TTOCTIHHOTO 30epiraHHs B apXiBl yCTAaHOBH 00PaXOBYIOThCS
3 01 ciuHs pOKy, HACTYITHOTO 32 POKOM 3aKiHUYEHHS JOKYMEHTIB y JIIJIOBOJCTBI (32 BUKITIOUCHHSIM
POKY TOTOYHOTO JiJOBOJICTBA Ta JBOX POKIB, MPOTATOM SKUX BOHM TMOBWHHI 30epiraTucsi B
CTPYKTYpPHUX MiApO3/iiIax ycTaHOBH). Hampukiaza, ycraHoBa 00J1aCHOTO MaciTaly AisUTbHOCTI (B
apxiBi AKOI JOKYMEHTH IOCTIHHOTO 30epiranHs TuM4acoBo 30epiratotbess 10 pokiB) momae
NacropT J0 AepKaBHOTo apxiBy obsacti cranoM Ha 01 rpynus 2012 poky, npH 1IbOMY BOHA Ma€e
BHKJIFOYUTH pPIK IMOTOYHOTO mAinmoBojcTBa (2012) Ta nBa poku 30epiraHHs JOKYMEHTIB Yy
cTpyKkTypHuX miapo3ainax (2010-2011) i 3a3nauutu 10 pokiB 30epiraHHs JOKYMEHTIB B apXiBi
(2000-2009). fkmo B apxiBi 30epiraloTbCsi TOKYMEHTH IIOCTIHHOTO 30epiraHHs TOHAJ
BCTaHOBJEHI pokH, ToOTO 70 2000 poky, y rpadi 3a3HadaroThCS iX KUIBKICTH 1 KpailHI JaTH



(manpuknaa, 100 crpaB moctiiiHoro 30epirands 3a 1998-1999 poku 30epiraroThCs B apxiBi
YCTaHOBHU TTOHA]T BCTAHOBIICHI CTPOKH).

8. HomenkmaTypa copaB YCTaHOBU 3aCTOCOBYETbCS JJIsi OOJIKY CIpaB THMYacOBOTO
30epiranHs (10 10 pokiB BKJIIOYHO), 110 HamiMmuiM ans 30epiraHHs 10 apxiBy 3a pIIICHHAM
KepiBHHKa. J[1s1 cyMapHOro o0IiKy CIipaB ycix KaTeropiii 1o HOMEHKJIATYpH CHpPaB CKIIAJA€ThCA
nigcyMkoBui 3amuc. [lpy 1pboMy MONIYKOBUM I1HAEKCOM JJsi HUX Oyne ckopoueHHs «H»
(HOMeHKJIaTypa), 4epe3 TUpE - YOTUPH HU(PH TITOBOJIHOTO POKY Ta MOPSAIKOBHIA HOMEp CIIPaBH,
HaIPUKIAL;

H - 2014, cup. Ne 21.
9. Onucu 1 HOMEHKJIATYPH CHPaB, 110 X 3aMIHSIOTh, B apXiBi 30€piratoThCs:
3a MOPSAIKOM HOMEPIB (OH/IIB;

ycepeauHi (QOHIIB - 3a TrpylnaMu CHpaB IMOCTiiHOro, TpuBajoro (moHan 10 pokis),
tuM4acoBoro (1o 10 pokiB) 30epiranHs, 3 KaAPOBUX MUTaHb (OCOOOBOTO CKIIALY).

YcepenuHi 3a3Hau€HUX TPyH OMNKMCH 1 HOMEHKJIATypU CIHpaB, WIO iX 3aMiHSIOTH,
PO3MIIIYIOTBCSL 371iBa HANpaBO B MOPSIKY 3pOCTaHHS iX BajoBoi Hymepamii. Onmucu KOXXHOTO
dbouay (y pasi moTpedu - 1 KOKHOI T'PYIH CIPaB) BIAMIIAIOTHCS OJWH BijJl OJTHOTO KapTOHHUMH
PO3NOIUTHPHUKAMY 3 BiNOBITHUMHU TTO3HAYKAMH.

10. Y pa3si cTBOpeHHs cTpaxoBoro ¢GoHay Ta GOHAY KOPUCTYBAaHHS iX 00IIK B apXiBi BEIE€THCS
Ha MiJCTaBl KHUTU OOJIIKY HaJAXOJDKEHHs 1 BUOYTTS cTpaxoBoro ¢poHay i GoHIy KOPUCTYBAHHS
(monmatok 41) Ta onucy crpaxoBoro GoHay (10aaTok 42) i MOOJUHUYHOTO O0JIIKY CTPaXxOBUX
KOIIIH.

XI. JloBinkoBuii anmapat 10 10KYMEeHTIB apXiBy
1. Cucrema 10BiAKOBOIO anapary apxiBy

1. Cuctema IOBIAKOBOTO amapary - 11e KOMIUIEKC B3a€MO3aJIeKHUX 1 B3a€EMOJIOMOBHIOIOUUX
apXxiBHUX JIOBIIHHKIB, 023 TaHUX PO CKJIJI, 3MICT 1 MICIIe3HAXOPKCHHS apXiBHUX (QOHIIB 1 (a00)
apxiBHUX JOKYMEHTIB, IO CTBOPIOETHCS Ha €IWHIA HAYKOBO-METOAMYHIA OCHOBI st
OTNIEPAaTUBHOTO TIONIYKY TOKYMEHTIB Ta HaWe(QEeKTHBHIIIOTO BUKOPUCTAHHS I1HQOpMAIii, 110
MICTHTBCS B HUX.

2. O00B’I3KOBUMU TUIIAMH apXiBHUX JOBIIHHUKIB € OTTUCH, HOMEHKJIATYpH, apXiBHI KaTaJlOTH,
0a3u JaHMX, M0 BUKOHYIOTh (DYHKIIIi IIMX JOBIMHUKIB, @ TAKOXK MOKKYHKHU, OTJISIIA apXiBHUX
JIOKYMEHTIB, 1CTOPHYHI JIOBIJKH 10 apXiBHUX (DOHIIB YCTAaHOBH.

3. Ckiag apXiBHUX JTOBIIHUKIB 1 0a3 JaHUX B apXiBi yCTAHOBU BU3HAYAETHCS BUIOM apXiBy,
KUIBKICTIO (POH/IIB, CKJIAJIOM 1 3MICTOM apXiBHUX JOKYMEHTIB, XapaKTepOM 1 3aBJAaHHAMHU MOLIYKY
JTOKYMEHTIB, IHTEHCUBHICTIO BUKOPHCTAaHHS JJOKYMEHTIB.

2. Onucu Ta HOMEHKJIATYPH CIIPaB

1. ApxiBHI omnucu cripaB € 6a30BUMH JOB1IHUKAMH JJIs1 CTBOPEHHSI IHIINX BUA1B JOBIAKOBOTO
armapary apxiBy, HOCIYTOBYIOTbCS MTOLITYKOBUMH JIaHUMHU, 3aKPIIJICHUMH OIUCOM CIPaB: HOMEPH
¢boHy, OnUCY, CIIpaBH, apKYIIIiB y CIIPABIi.



Onwuc CKIaaeThesl 3 OMMCOBUX CTATEH, MiJICYMKOBOTO 3alKCy, 3aCBiUyBAILHOTO HAIHKCY 1
JIOB1IKOBOTO amapary Jio OIHUCY.

[Topsinok ckinagaHHsa apXiBHUX ONMUCIB BU3HaUeHo B po3/aini VII mux [pasun.

2. HomeHkmaTypy cnpaB BUKOPHCTOBYIOTBCS B apXiBi YCTAHOBH JJIsi BU3HAUCHHS CKJIALy,
3MICTY Ta MiCLI€3HAXO/KEHHS JOKYMEHTIB TUMUYAcoBOTO (110 10 pokiB) cTpoKy 30epiraHHs.

Jlyis cTBOpeHHs apXiBHUX JIOBIIHUKIB 1 (a00) 0a3 JaHMX JOKYMEHTIB TUMuacoBoro (1o 10
POKiB) 30epiraHHs TOCIYTOBYIOTHCSI CHOPMOBAHUMHU B TIIOBOJCTBI KAPTOTEKAMH, TTOB’ I3AaHUMHU 3
MOLITYKOBUMH JJaHUMH, HOMEHKJIaTypaMH CIIPaB, 1110 3aMiHAIOTh B apXiBl YCTAHOBH OIHCH.

3. ApxiBHi KaTaJI0ru Ta apxiBHi KAPTOTEeKH

1. ApxiBHi Katanoru (apxiBHi KapTOTEKH) CTBOPIOIOTH Ha Ti AOKyMEHTH (OHIIB abo ix
YaCTHH, SKI BUKOPHUCTOBYIOTHCSI HaWdacTimie (MOCTaHOBU, PINICHHS, HAaKa3W, PO3MOPSIKCHHS,
0c000BI cripaBH, HAYKOBI 3BITH TOILO).

2. O0’ekTaMH ONHUCYBaHHS B KaTajlo3l YU KapTOTELl MOXYThb OyTH: JOKYMEHTH (Tpyma
JOKYMEHTIB, YaCTUHU JJOKYMEHTIB), OMHHUIII 30epiranHs (OJUHUII 00JIIKY), ONTUCH, POHIH.

3. ApxiBHI KapTOTEKH MOXYTb BiJl OYATKy CTBOPIOBATHCA B apXiBl YCTAHOBH, a TaKOXK
MOXYTh 0a3yBaTHCS Ha JIOBIJIKOBHX KapTOTEKax, sKi C)OPMOBAHO B JIIJIOBOJICTBI YCTAaHOBU Ta
NepeaHo 10 apXiBy pa3oM 3 JIOKyMEHTaMH, HalpUKiIaJl, )KypHalu (KapTK1) peecTpalii HakaziB 3
OCHOBHOI JIISUIBHOCTI.

4. 3ane)XHO Bi METH BHKOPHCTaHHS JOKYMEHTIB 1 3MICTy JIOKYMEHTIB apXiBy yCTaHOBHU
CTBOPIOIOTH Pi3HI BUIU KAPTOTEK - MPEAMETHI, TEMATHYHI TOIIIO.

5.V mpenMeTHii KapTOTell KapTKU IPyHyIOTh 3a aln(aBiTOM MpeIMETHUX MOHATH ((pakTiB,
noii, reorpadivyHnx HasB) 1 oci0. [loganpmia cucremaru3ailisi 3A1MCHIOETECSA B JIOTI4HIM a0o
XPOHOJIOTIYHOI MOCIIIOBHOCTI. Pi3HOBHIaMHU NpeAMETHOT KapTOTEKH € IMEHHa Ta reorpadidHa
KapTOTEKH.

6. Y TemaTWYHIN KapTOTell KapTKU TPYNYHTh Yy MeXax TeMm (BIAMOBIHO /O 3MICTy
JTOKYMEHTIB, HAmlpsMIB TisSUIbHOCTI). Pi3HOBHIM TeMaTHYHOI KapTOTEKH - KapTOTeKa 3 iCTOpii
YCTAaHOBH 1 KapTOTEeKa Ha3B (OHIIB.

7. Kinbka apXiBHUX KapTOTEK OJHOIO BUAY YTBOPIOIOTh apXiBHMIM KaTanor. J{ius popmyBaHHs
apXxiBHUX KaTaJoOriB BHKOPHCTOBYIOTH KaTaJOKHI KapTKU. 3alie)KHO BiJ MOOYJOBU KaTajorH
MOJUISAIOTh HA CUCTEMAaTHUYHI, TEMaTU4Hi, IPEeIMETHI 1 X pi3HOBUIM (IMEHHUH, reorpadiuyHuii,
00’ eKTHUIN).

4. IlokaxKYuKu

1. ITokaxxuuku po3poOJISAIOTh SIK CAMOCTIHHI apXiBHI JOBITHUKHU (apXiBHUHM MOKaKYHK) 200
BOHU MOXXYTh OyTH €JIEMEHTOM JIOBIJIKOBOTO amapaTy apXiBy YCTaHOBU (ITOKaXYMKU JIO OIMHUCIB
CIpaB, KaTajoriB, OIJISIIIB apXiBHUX JTOKYMEHTIB).

2. ITokax4uKH CKJIaJaloTh 0 CIpaB ad0 JOKYMEHTIB OJIHOTO OIUCY, KIIBKOX OMUCIB (hOoHY,
ycboro GoHay (mopoHA0BUH MOKAKIUK), KITEKOX (DOHMIB (MIXK(POHOBUN TTOKAXKYIUK).



3. 3a hopMOIO MOKAKYUKU MOXKYTh OyTH y BUIJISAL apKYIIiB, KAPTOK 200 B €IEKTPOHHOMY
BUTJISIAL. 32 CTPYKTYpPOIO PYOpHK MOKKYMKHM TOJUIAIOTH HA TAyXi (MpeIMETHI MOHATTA Ta iX
MTOITYKOBI JIaH1) Ta aHOTOBaH1 (MPEIMETHI MOHSATTS MAaIOTh MOSICHEHHS Ta 1X IMOITYKOBI JaHi).

4. OCHOBHMMH BU/IaMHU MOKAKYHKIB € TPeAMETHUHN (HOT0 pi3HOBU/IU - TEMAaTUYHUHN, IMEHHUH,
reorpadiuHuii) Ta XpOHOJOrIYHMH. 3a TpyHmyBaHHSAM TMOHATH BCEPEIUHI MOKaKYMKA
PO3PI3HAIOTHCSA andaBiTHI, CHCTEMaTUYHI1, XPOHOJIOTTYHI.

5. IlpenMeTHHI TOKAKYUK MOKe OyTH 3arajbHUM 1 ClielialbHUM. 3araqbHUA MpeIMEeTHUH
MOKKYUK MICTUTh Pi3HOPIJIHI MMPEAMETHI MOHATTS PIZHOTO XapaKTepy, CHelialbHUN - OTHOPIIHI
NpeIMETHI MOHATTA (BUAM JOKYMEHTIB, INpi3BUINA aBTOPIB, HaiMEHYBaHHS yCTAHOBHU Ta ii
CTPYKTYPHHUX MiAPO3/IIIiB, HA3BHU TalTy3el TOIIIO).

3aranbHUM NpPEeIMETHUN MOKaKYUK 32 CTPYKTYpOIO pyOpUK MOXe OYTH TUIBKU TIyXHUM,
crieliabHUHN - TTyXUM a00 aHOTOBAHUM.

6. Y TeMaTH4HOMY MTOKaK4YMKY TPEIMETHI HOHATTS HABOAATH B aJI(haBITHOMY MOPSIKY, Ha3BH
pPYOpUK 3a3HaYaIOTh y HA3UBHOMY BiJMIHKY.

7. IMeHHUIl TOKaXYMK CTBOPIOIOTH 3a al(aBiTHOW O3HaKOw. Jl0 HBOTO BKIIOYAIOTH
Mpi3BUINA, IMEHA, MO 0AaThKOBI (PI3HOYMTAHHS, TICEBOHIMH, TPI3BUCHKA, OlorpadiuHi JOBIAKN).
IMeHHMI MOKaXXYUK MOXKe OyTH MTyXUM a00 aHOTOBAHUM.

8. EnemenTH reorpadiyHOro NokaxunKa BIOPSIKOBYIOTH 3a ai(haBiTHOIO 03HAKOI0. Y HBOMY
HaBOJATh Ha3BU JACP)KaBU, aJAMiHICTPATUBHO-TEPUTOPIAIBbHUX OJIMHHIIb, MOPIB, PIK Ta 1HIIUX
reorpadiyHUX 00’ EKTIB.

HazBu y3aranpHiorounx reorpadiuHux a0o aaMiHICTPATUBHO-TEPUTOPIAIBHUX OJMHUIIb
BKJIIOYAIOTh J0 MOKa)XunKa 06e3 KOHKpeTu3allii, y TOMY BUIJII, B SKOMY iX [TOJIaHO B 3ar0JIOBKaX
crpaB abo B apXiBHUX JIOKyYMEHTaX.

9. XpOHOJOTIYHUI MOKAXYUK CKIANAEThCA 3 PyOpHK, IO BKIIOYAIOTH JATH ICTOPUYHHX
nmoAiH, siBU 1 pakTiB a00 JaTH TOKYMEHTIB. Takui MOKaXYHUK € TITyXHUM.

10. ¥V nokax4uKy 3aCTOCOBYETbCS CHCTEMA 3arajibHUX 1 OKPEMHX BIJICHUJIOK, 32 JIOIOMOI'OIO
SIKMX BCTAHOBIIIOETHCS 3B’ 130K MIXK TOTO)KHUMH MOHATTSAMHU.

5. Orasau apXiBHMX JOKYMEHTIB

1. PizHOBHIaMU OTJIsi/iiB €: oruisi GoHay (Mmojae BiJOMOCTI MPO CKJIAM 1 3MICT JIOKYMEHTIB
onHOro (oHAy) Ta TeMaTHYHUU (IIOAA€ BIAOMOCTI IPO CKIIAJ 1 3MICT JOKYMEHTIB OJIHOTO abo
KUTbKOX (DOH/IIB 3 MIEBHOI TEMH).

2. OOOB’S3KOBUMH €JIEMEHTAMH XapaKTEPUCTUKH JTOKYMEHTIB € I1HIuBiIyanbHa 1/a00
rpynoBa aHOTaLlisl JOKYMEHTIB, IX TONIYKOBI J1aHi.

VY rpynoBHX aHOTALisIX HABOASATH CTUCIMHA 3MICT TpyIl CIpaB, BKa3ylOTh OCHOBHI BHUJIU
BKJIIOUEHUX [0 HHUX JIOKyMEHTIB, IOJal0Th BI1JIOMOCTI PO aBTOPiB, XPOHOJIOTIYHI MeEXi,
OPUTIHAIBHICTH 1 MOIIYKOBI AaHi. YacoMm IpyIoBi aHOTAIil JONOBHIOIOTH 1HAWBIAYaJbHUMH, B
SKUX MOBHIIIE PO3KPUBAIOTH 3MICT HAMBaXKJIUBILINX JOKYMEHTIB.

3. B ormsmi GpoHAy Ta TEMAaTHUYHOMY OTJISL, IO MICTHUTH BIJOMOCTI MPO CKIAJ 1 3MICT
JIOKYMEHTIB OAHOTO (OH]Y, TMOIIYKOBI JIaHI CKJIQJAl0ThCsl 3 HOMEPIB OMKCIB, CIPaB, apKyIIiB



cipaB. Y TEeMaTHYHOMY OTJISA[1, 0 MICTUTh BIJOMOCTI MPO CKJIaJ 1 3MICT apXiBHUX JOKYMEHTIB
KUTBKOX (DOHJIIB, MOIIYKOBI JIaHi JOMOBHIOIOTHCS HOMEpPAaMH IIMX (OH/IIB.

4. Jlo ckiaxy JOBIAKOBOTO anmapaTy OIJISAY BXOIATh THUTYJIBHUH apKyll, 3MICT, IEpeIMOBa,
CIIHCOK CKOpPOYEHb, MOKAKYUKHU. J[0 TEMaTHYHOTO OISy TMOBHHEH OyTH CKJIAJIEHHHA CITUCOK
¢bouxiB, iHpopMarlis Mpo AKi MICTUTHCS B OIS, Ta 0i0miorpadist 3a TemMoro.

Y nmepeamMoBi 10 OTJSAAy HABOAATH BIIOMOCTI Tpo  icTopiro  (OHAOYTBOpIOBaua
(ponmoyTBOproBauiB) Ta pouAy (POHAIB), CTPYKTYpY OISy, CKIA JOBIAKOBOTO anapary.

5. Cxemamu moOyJI0BH OIJIAIB € CTPYKTypHa, ramyseBa ((yHKIiOHaJIbHA), MPEIMETHO-
TeMaTU4Ha, reorpagiyHa, XpoOHOJIOT1YHa.

6. Icropuuna noBiaka 1o ¢pounay

1. ApxiB yCTaHOBH CKJIaJa€ ICTOPUIHY JOBIJIKY - IOKYMEHT, III0 MICTUTh BIZJOMOCTI 3 iCTOPIi
yCTaHOBH Ta ii POHAY, XapaKTEepUCTUKY ONHUCIB, IH(OPMAIIIO PO CKIA[ 1 MOBHOTY JIOKYMEHTIB,
0co0MBOCTI (hopMyBaHHS CHpaB, iX CTaH, CKJIaJ JOBIJIKOBOTO amapaty A0 GOHAY Ta MOPSIOK
KOPHUCTYBaHHS HUM.

Icropruny noBinKYy 10 (OHIY CKIIQAAIOTH MiJ Yac MEPIIOro HAJXO/KCHHS JIOKYMEHTIB JI0
apxiBy. Y pasi momoBHeHHS (OHAY JOKyMEHTaMH 3a IIE€BHHH Nepiol dYacy CKIAIaroTh
MPOJIOBXKEHHS 10 iICTOPUYHOI JOBIIKM 32 IIeH Mepiox Jacy.

[Tin gac cknamgaHHs ICTOPUYHOI JOBIJIKM BUKOPHUCTOBYIOTH 1H(MOpMAIliIO, IO MICTHUTHCS B
NEePeMOBI 10 PIYHUX PO3JLTIB OIHCY.

2. IcropyuyHa JOBIJIKA CKJIANA€ThCS 13 TPbOX YaCTUH: icTopii (OHIO0YTBOpIOBada, iCTOPIi
(boHy, XapaKTePUCTUKU JOKYMEHTIB (DOHTY.

3. V mepiii yacTUHI iICTOPUYHOI JOBIJKM B XPOHOJIOTIYHIHM MOCIiOBHOCTI HABOJAThH TaKi
B1JIOMOCTI:

JlaTa CTBOPEHHSI YCTAaHOBH (3 OCUJIAaHHSM Ha aKTH);

MiAIOPSAKOBAHICTh, 3aBAaHHs, (YHKII1, HAIPSMU NisJIHOCTI YCTAHOBU BIAMOBIIHO 1O il
ycTaBy (IIOJIOKEHHS PO YCTAHOBY), IX 3MiHH;

CTPYKTypa yCTAaHOBH Ta MEperka IMiUICTIINX YCTAaHOB (32 HASIBHOCTI);
cucTtema abo raiysb, A0 CKJIaay SIKOT HaJIe)KUTh YCTAHOBA HA MOMEHT CTBOPEHHS JIOBIIKH;

3MIHH B CTPYKTYpi YCTaHOBH (CTBOPEHHS, pEOpTraHi3allis, NeperMeHyBaHHs, JIIKBITAIlis
CTPYKTYPHUX IiIPO3JAUIIB, y MisUTHOCTI SIKUX YTBOPWJIHMCS JTOKYMEHTH IMOCTIHOTO 30epiraHHs,
BKJIIOUEHI B OIMUC 13 3a3HAYCHHSIM JaT 1 MOCUJIAHHSIMH Ha aKTH; peopranizallis yCTaHOBH, 3MIHU
Mepexi MiIeriux (10 BXOIATH 10 CKJIaJy, CACTEMH) YCTaHOB i3 3a3HAYEHHSIM JIaT 1 TOCHJIAHHSIMH
Ha HOPMATHBHO-TIPABOB1 aKTH);

MIPUYKHA, [1JICTaBa Ta JaTa IPUIUHEHHS YCTAaHOBH 3 MOCWJIAHHSAM Ha BIAMOBIIHUHN aKT.

4. Y npyriii yacTHHI iICTOPUYHOI JTOBIIKH BHCBITIIOIOTH ICTOPi0 (POHIY Ta MOJAIOTH TAaKy
iH(hopMmartito:



JaTa MepIIoro HaaXOMKEHHS TOKYMEHTIB (JOHAY 10 apXiBy YCTaHOBH, iX 0OCITU Ta KpaiiHi
IaTH;

BIZIOMOCTI Mpo (GOpMyBaHHs Ta 30epiraHHs JTOKYMEHTIB 0 MOMEHTY iX HaJIXOKEHHS 10
apxiBy ycTaHOBH (IIe€pioj] Ta yMOBH (POPMYBaHHS, 3MIHU IIpaBa BIACHOCTI Ha JOKYMEHTH TOIIO);

3MIHH y CKJIali Ta 00cs31 GoHIY Ta X MpUYMHU (TIPOBEICHHS €KCIIEPTU3U IIIHHOCTI, BTPATH,
HE3a/IOKYMEHTOBaHI MEePiojn);

0co0uBOCTI (hOpMYBaHHS, OMMMCYBAHHS 1 CUCTEMAaTH3aIll1 TOKYMEHTIB;

BIJOMOCTI TMPO JOKYMEHTH 3 KaJpOBHX NHUTaHb (0COOOBOrO CKIaay), iHII KaTeropii
JIOKYMEHTIB, a TaKOX PO Micle ix 30epiranHs;

CTYIIHb 30€pEeKEHOCT1 IOKyMEHTIB (OHY;
BiJJOMOCTI IIPO CKJIaJ JIOBIKOBOTO anapary 10 GpoHay;

BIJJOMOCTI I0JI0 BHUKOPUCTAHHS JTOKYMEHTIB (oHIy (myOmikarii, B SIKHX BHUKOpPHCTaHA
JOKYMEHTHa iH(popMarllisi abo ormy0J1KOBaHI caMi JOKYMEHTH);

YMOBH, SIKi PEryJrolTh IOCTYI 10 JOKYMEHTIB Ta BUKOPHCTAHHS BiJOMOCTEH, III0 B HUX
MICTSATBCS (SKIIO JOCTYI OOMEKEHHI Ha BU3HAUYCHHUN CTPOK, 3a3HAYAIOTh JIaTH, KOJIH OY/e 3HATO
11l OOMEXEeHHS);

JlaTa Mepuoro rnepegaBaHHs ClpaB Ha MOCTiiHe 30epiraHHs 10 Aep’KaBHOI apXiBHOT yCTaHOBU
(apxiBHOTO BTy MICBKOI paju).
5.V Tpertiit yaCTHHI OJAIOTH BiJOMOCTI MPO:

CKJIaJl Ta 3MICT CIPaB, YKJIIOYEHHUX /0 OMUCY (XapaKTepUCTUKA TUIOBUX TPy CIpaB 3a iX
3MICTOM, BHJIaMHU Ta PI3HOBUJAMU JTIOKYMEHTIB), IPO BUIU HOCIiB 1H(OpMmallii;

0CcOo0JIMBOCTI pOpMyBaHHS Ta CUCTEMATH3AIlIl HETUIIOBUX CIIPaB (B1IOMOCTI PO JOKYMEHTH,
10 BUXO/IATh 32 XPOHOJIOT14HI MeXi1 (oHTy, CripaBH, chOpMOBaHi 3 IOKYMEHTIB 3a JIBa POKH 200
OlJIBIIIC TOIIIO);

MOBHOTY CKJIaJy CHpaB, YKIIOYEHUX 0 3BEJCHOTr0 OMHUCY, NMPUYMHHU BIICYTHOCTI THX YU
IHIIMX JIOKYMEHTIB 1 CIIpaB;

0c00IMBOCTI (PI3MUHOTO CTaHy OKPEMHUX JIOKYMEHTIB 1 CIIpaB (3a10BUIbHUI, HE3a10BUIBHUH).

6. B icTopuuniii 10Biai 000B’S3KOBI MOCUIAHHS HAa apXiBHI JOKYMEHTH (i3 3a3HAYCHHAM
HOMepiB (OHJly, OINHUCYy, CHpaBH, apKyluiB). [locuiaHHs po3TalIOBYIOTH Yy HUXKHINM YacTHHI
BiJIMOBIAHUX apKYIIIiB MiJ] OCHOBHIUM TEKCTOM.

7. Ictopuuny noBinky 10 GoHIy (MPOAOBXKEHHS 10 ICTOPUYHOT IOBIJIKH) IMIAMKUCY€E KEPIBHUK
apxiBy abo oco0a, BiNOBiJaJIbHA 32 apXiB B yCTAHOBI.

8. KunbKicTh MPUMIPHUKIB ICTOPUYHOI AOBIAKU 10 (GOHAY (MPOJOBKEHHS 1O 1CTOPUYHOL
JIOB1JIKHM ) TOBMHHA BIANOBIJATH KUIBKOCTI MPUMIPHHUKIB PIYHUX PO3JLIIB 3BEIEHOTO OIUCY.

Sxmo ycranoBa € jukepeniom (popmyBanHs HA®, icropuuHy TOBiIKY (TPOJOBXKEHHS 10
iICTOpUYHOT TOBIKK) Mojar0Th Ha po3rsia EITK BiamoBigHOTO Aep:kaBHOTO apXiBy OJHOYACHO 3
PIYHUM PO3LJIOM 3BEJICHOTO OMHUCY CIpaB IMOCTIHHOTO 30epiraHHs.



XII. KopucTyBaHHSI JIOKYMEHTAMH aPXiBY YCTAHOBU
1. ocTyn 10 JOKYMEHTIB

1. ApxiB ycTaHOBU 3000B’sI3aHMI HaJaBaTU JOKYMEHTH Ta JOBIAKOBUU amapar J0 HUX IS
3aCTOCYBaHHA JOKYMEHTHOT iH(opMallii KopucTyBauaMu B EKOHOMIYHUX, HAYKOBHX, KyJIbTYPHHUX,
MOJIITUYHUX LIAX, JUIsl 3a0€e3Me4YeHHs 3aKOHHUX IpaB 1 IHTEPECIB I'POMAJsH 3 ypaxyBaHHAM
o0OMeKeHb, BU3HAYEHHUX 3aKOHOJIABCTBOM, a TAKOX YMOB, BU3HA4eHUX (DOHIOYTBOpIOBAYEM IIij
yac repeiaBaHHs JOKYMEHTIB JI0 apXiBy.

2. Iopsiiok 1ocTyIy 10 JOKYMEHTIB, 1110 30€piraroThes B apXiBl YCTaHOBH, @ TAKOXK MOPSIIOK
KOPUCTYBAaHHS LUMH JOKyMEHTaMH BH3HA4a€ KEPIBHMK YCTAaHOBH BiJIIOBiIHO J0 BHMOT
3aKOHO/IaBCTBA.

3. ApxiB yCTaHOBM HE Ma€ IpaBa OOMeEXyBaTW abO BHM3HAYaTH YMOBHM BHKOPHCTAHHS
OTpUMaHOi KOpHCTyBadeM 1HQopMallii, 3a BAHATKOM BHIIAJIKIB, Tepe10aueHNX 3aKOHOIaBCTBOM.

JlocTyn KOpUCTYyBadiB 10 JTOKYMEHTIB, Ha SIKI MOLIUPIOETHCS it 3akoHy Ykpainu «IIpo
aBTOPCHKE MPaABO 1 CYMIXKHI MpaBay, 3/IIMCHIOETHCS BIIMOBIIHO 10 BUMOT 3a3HAYEHOTO 3aKOHY.

2. @opMH BUKOPMCTAHHA BiIOMOCTEH, 10 MICTATHCHA B apXiBHUX
AOKYMEHTAaX

OCHOBHUMH q)OpMaMI/I BHUKOPUCTAHHA BiﬂOMOCTeﬁ, 1o MICTATLCS B apXiBHI/IX HAOKYMCHTAX, €:

iHQOpMyBaHHA KOPHCTYBadiB (KEpPIBHHITBA Ta CTPYKTYPHHX MIiAPO3/IIiB YCTaHOBH,
JIep>KaBHUX OpraHiB, IHIIMX 3allIKaBICHUX YCTaHOB, TI'POMAaJsfH) IpPO HASBHICTh B apXiBi
JIOKYMEHTIB Ta iX 3MICT;

BUKOHAHHS 3aITUTIB IPOMAJISH Ta yCTAHOB;
Ha/IaHHS TOKYMEHTIB KOpHCTyBauaM JUIsl pOOOTH B YUTAJILHOMY 3aJli apXiBy YCTaHOBH;
BUJIABAHHS JIOKYMEHTIB Y THMYacOBE KOPUCTYBAHHsI 11032 apXiBOM;

BUKOPHUCTAHHSA JIOKYMEHTIB apXiBy MpHU MIArOTOBILI 1HQOpMAIIHUX 3axojiB, y MeAdia i
nyOmiKamisx.

3. Indopmaniiine 3a0e3neYeHHsI KOPUCTYBaviB

1. Indopmaniiine 3abe3neueHHsI KOPUCTYBaUiB Iepe10auae BUSBICHHS apXiBOM 3alIUTyBaHUX
B1JIOMOCTEH Ta MATOTOBKY 1 HAJaHHS BIIMOBITHUX JIOKYMEHTIB.

2. ApxiB iH(pOopMy€ KepiBHUKA yCTaHOBH, HAUYAIBHUKIB CTPYKTYPHUX ITiAPO3/1JTiB, KEPIBHUKIB
IHIIIMX YCTaHOB MPO HASBHICTh MOTPIOHMX JOKYMEHTIB Ha MiJICTaBl 3aMUTIB 200 B iHII[IATUBHOMY
nopsiAKY - y hopmi iHopmariiinux auctiB ado goBiAoK. [Hhopmariro HanawoTe y hopMi epemiky
3arojIOBKIB crpaB (AOKyMEHTIB) ab0 BUIIB JOKYMEHTIB 13 3a3HAY€HHSM iX JaT 1 MOIIYKOBUX
naHuX. 3a MOTpeOu MpaIliBHUKH apXiBy CKIIAJIAl0Th 1 HAJJAIOTh aHOTAITI.

3. 3arosoBku crpaB (JOKYMEHTIB) pO3TalllOBYIOTh Y MEpEliKy He3aleXHO BiJ X (OHIOBOT
HaJIS)KHOCTI: 32 XPOHOJIOTIEI0 TIOJIN, 3a MUTAaHHSAMHM, 33 BHJIaMH JOKYMEHTIB, 32 3HAYUMICTIO
JOKYMEHTIB.


https://zakon.rada.gov.ua/laws/show/3792-12

4. TndopMyBaHHSI KEPIBHUKIB YCTAaHOBH MOXKE 3/1MCHIOBATHCS TaKOX Yy (OpMi TeMaTHUHOT
n00ipku Komii JokyMmeHTiB. Komii po3TamoByoTh y JOTi4HIN mociigoBHOCTI. J{o 100ipKu Komii
JOJTA0Th TUTYJIBHUHN apKylll, a TAKOXK 332 HEOOX1THOCTI ICTOPUYHY JOBIAKY, MEPEITIK TOKYMEHTIB
TOIIIO.

5. Tlepenik, NOBiAKYy, TeMaTH4yHy JMOOIpKy KOMii, 110 BHUKOPUCTOBYIOTHCSI B YCTaHOBI,
MIJNMKACYE KEpIBHUK apXiBy (ocoba, BiAMOBimambHAa 3a apxiB). Y pa3i BUKOHAHHS 3aIlUTy
CTOPOHHBOI YCTaHOBH 1li JJOKYMEHTH, MiANKCaHI KEPIBHUKOM apxiBy (0c00010, BIAMOBIAAIBHOIO
3a apxiB), HAJICWJIAIOTHCS aJpecary 13 CYMPOBIIHUM JIICTOM 3 MIAMHCOM KEPIBHUKA YCTAaHOBH.

4. BUKOHAHHA 3aNNUTIB I'POMA/ISIH TA YCTAHOB

1. 3anuTH, M0 HAIXOIATH 10 apXiBY, MOAUISIOTH HA TEMATUYHI 3alIUTH ¥ 3aMUTH COIiaIbHO-
MIPABOBOT'O XapakKTepy.

2. Indopmariito conianbHO-IPAaBOBOTO XapaKTepy 3a 3alUTaMu IPOMAJISH 1 yCTaHOB HAJAal0Th
y popmi apxiBHOI JOBiIKH, apXiBHOI KOTIii 200 apXiBHOTO BUTATY.

3. BuxkoHaHHS 3alUTIB COLIAIbHO-TIPABOBOTO XapaKTepy 3/1MCHIOETHCS 3 JaTH peecTparii
3BEPHEHHS:

3a JOKYMEHTaMU apxiBy - 10 30 AHIB BKIIOYHO;
3 BUKOPUCTAHHSAM TUIBKU JOBIJKOBOI'O arnapary apXiBy - 10 15 qHIB BKIIOUHO.

SIKI110 3aMUT CKIIAIHHIM, CTPOK MOKe OYTH ITPOOBKEHO, TIPO 110 000B’SI3KOBO MOBIAOMIISIOTH
3asIBHUKA.

[TepecunanHs HempodUIbHUX 3aMUTIB 32 1X HAJEKHICTIO B 1HII YCTaHOBHM abo apxiBH, a
TakoX 1H(OPMYBaHHS PO II€ 3asBHHKA TOBUHHO 3/IMCHIOBATHUCS TPOTITOM S5 AHIB i3 JaTH
peectpanii 3BepHeHHs. [Ipy 1IbOMY 3arajgbHHil CTPOK BHPIIICHHS MUTaHHSA, MOPYIICHOTO Y
3BEpHEHHI, HE MOK€ IePEBUIILYBAaTH COPOKa I’ ATH JHIB.

4. ApxXiBHi JOBIJIKH CKJIQ/Iaf0OTh 32 BCTAHOBJICHOIO (DOPMOIO, HABEICHOIO B JI0JIaTKY 43 10 UX
[TpaBun, Ha cierianpbHUX OaHKax a0o 3araJpbHUX OJJaHKaX yCTaHOBH.

JoBigku mpo 3apoOiTHY IUIaTy CKJIANar0Th 3a (OpMamH, BCTAHOBIECHHUMHU JI€PKaBHUMHU
OpraHaMH COIIaIbHOTO 3aXHUCTy HACEJICHHS.

[TimcraBoro ISl CKIIaaHHS apXiBHUX JIOBIJIOK € OPUTIHAIM 1 3aCBiT4YEHI KOIMIi JJOKYMEHTIB,
110 30€piraroThCs B apXiBi.

SIKIIO0 BHUKOHAHHS 3BEPHEHHS MOTPeOyBaJl0 BUKOPUCTAHHSA HE3AaCBIMYEHHUX KOMIH
JOKYMEHTIB, Yy TEKCTI1 JJOBIIKH pOOJISATh BIAMITKY: «HE3aCBITUeHA KOIIIS».

VY noBiali HABOAATH Ha3BH, JaTH i HOMEPH BUKOPHCTAHHUX TOKYMEHTIB Ta MOAAIOTh HasIBHI B
X JOKYMEHTaxX BIZJOMOCTI IIOAO THTaHHSA 3BEpHEHHSA. I[H(pOpMalilo BHUKIANAOTH Y
XPOHOJIOTIYHIH MOCIiAOBHOCTI NOiH. 3a MOTpedu NO3BOISAETHCS HABOJUTH BUTATH 3 TOKYMEHTIB
(y nankax). HaiiMmeHyBaHHS yCTaHOB y TEKCTI apXiBHUX JIOBIJIOK TPH TMEPIIOMY 3TalyBaHHI
MUINYTH MMOBHICTIO, 3a3HAYAIOUN y Ty>KKaxX OQIIiiiHI CKOPOYECHHS, PU HACTYIHUX - BXKUBAIOThH
JIMIIE CKOPOYEHHS.


https://zakon.rada.gov.ua/laws/show/z0736-15/paran1529#n1529

VY pasi pi3HOYMTAHHS iIMEH, MPI3BHII TOIIO HABOJATH T€ HANMCAHHS, IO BXKUBAETHCS B
JTOKYMEHTI, 3 TO3Ha4KOI0 «Tak y moKyMeHTI».

Y HOBiJIKYy BKIIOYAIOThH TUIBKH Ti BiJIOMOCTI, 11O MICTSITHCS B IOKyMECHTAX.

[Ticns TexcTy B apXiBHIM JOBIAL MOJAIOTH apXiBHI MU(PpHU JOKYMEHTIB (MIOLTYKOBI JAaHi), 10
CITyTyBaJIU M1ICTABOIO JIJIs CKIIaJaHHS apXiBHOT JOBIKM (HOMepH (HOHIIIB, OTIHCIB 1 CTIPaB, a TAKOXK
HOMEPH apKYIIIiB Yy CIIpaBi).

ApXiBHY JOBIAKY MIANKUCYIOTh KEPIBHUK YCTaHOBH a00 MIAPO3/LTY, A0 CKIIATY SIKOTO BXOJUTh
apxiB, 1 KEpIBHUK apXiBy (0co0a, BIANOBIAAIbHA 32 apXiB).

ApXiBHY JOBIIKY Mpo 3apoOiTHY IIATy MiMUACYE TAKOX OyXraiaTep.

[IpaBo mignmucy apXiBHHX JOB1JIOK BCTAHOBIIOIOTH Yy IMOJIOKEHHI NMPO CIyKO0Y I17I0BOACTBA
a0o B MMOJIO’KEHHI PO apXiBHUM MiAPO3/1ia (apXiB) YCTAHOBH.

3acBiTUyIOTh apXiBHY MOBIJKY TEYAaTKOK YCTAaHOBU (3a HasBHOCTI). Jpyrwil mpuMipHUK
apxiBHOT JOBIJIKM 3acBiIUy€e KEPiBHUK apXiBy (0ocoba, BiAMOBigabHA 3a apXiB). Lleit mpuMipHUK
JOJTY4ar0Th JI0 CIIPaB apXiBY 3TiTHO 3 HOMEHKJIATYPOIO CIIPAB.

5. ApxiBHi Komii Ta BUTATH BUAAIOTH BIAMOBIAHO J0 3aIUTIB. [I€HTHUUHICTH KOIIIN 1 BUTSTIB
OpHriHaJaM 3acBiAYYy€ThCsS MIAMUCOM KepiBHHKA apXiBy (0coOu, BIANMOBINAIbHOI 3a apxiB) 1
MEeYaTKOIO YCTAaHOBH (32 HASBHOCTI).

BuTSAru CTBOPIOIOTH, SIKIIO apXiBHI JOKYMEHTH MICTSITh BIJOMOCTI 3 KUTBKOX HE MOB’sI3aHUX
MiX c00010 muTaHb. KO)KeH BUTAT Ma€ TOYHO Ta IMTOBHO BIATBOPIOBATH Ty YaCTHHY JOKYMEHTA, KA
CTOCYETHCS 3aIHTY.

SIKIIO OKpeMi YacTHMHM OpMriHally JOKyMEHTa (CJIOBa, BUCIIOBHM, BHUIIPABJIECHHS) Ba)XKO
po3ibpaTu abo K BOHU BHMKJIMKAIOTh CYMHIB Yy CHpPaBXKHOCTI, Y BIAMOBIIHUX MICLUSAX BHUTATY
po0OuIATE NPUMITKH: «Tak y TOKyMeHT», «Y TeKCTi Hepo30ipIUBO».

ApxiBHI KOmii Ta BHTATH, IO BHUTOTOBJSIOTHCS 3acO00aMU KOMIT FOTEPHOI TEXHIKH,
oOpMITIOIOTh Ha 3arajbHUX OJIAHKAX YCTAaHOBH, 3a3HAYAOYH BiJAIMOBIIHY HA3BYy JAOKYMEHTA -
«ApxiBHa KoMy, « ApXiBHUN BUTAT» (101aTKH 44, 45).

Ha3By, maty Ta HOMEp OpuUTiHaJIy JOKYMEHTAa BIATBOPIOIOTH TOBHICTIO. [licimsa Tekcty
apxiBHOI Korii (BUTATY) MOJAIOTh apXiBHUM mmdp (MOUIyKOBI JaHi) AOKyMeHTa. SIKumo olcsr
apxiBHOI Komii (BUTATY) MEPEBUIIY€E OJUH apKyIll, apXiBHUM MK}p (MONIYKOBI AaH1) BKa3ylOTh Ha
3BOPOTI KOXHOT'O apKyIla.

[Tpu BUTOTOBNIEHHI KCEpO- Ta (DOTOKOMIHN OJIaHK YCTAHOBU HE BUKOPHUCTOBYIOTh, a B TIPABOMY
BEPXHBOMY KyTi Komiii mpocrtaBisitoTh mTamn «Komis». ApxiBHuid mmdp (MOMIyKoBi aaHi)
JIOKyMEHTa BKa3ylOTh Ha 3BOPOTI KOXKHOTO apKyIa Komii. 3acBiquyBaJIbHI HAMMCH Ta BiJOUTOK
MI€YaTKH (32 HASBHOCTI) MPOCTABJISAIOTH Ha 3BOPOTI OCTAHHBOTO apKyIlla KOTii.

VYci apky1i apxiBHOT KOmii a00 apXiBHOT'O BUTATY OBUHHI OyTH POHYMEPOBaHi Ta MPOLINTI,
a Miclie 3’ €JHaHHS apKyIliB 3aCB1IYYIOTH MiJIMMCOM KEepiBHUKA apXiBy (0coOu, BIAMOBIIaNbHOI 32
apxiB) Ta BIIOUTKOM MEYaTKH YCTAHOBH (32 HAsIBHOCTI).



ApXiBHI JOBIJIKH, KOTIi 1 BUTATH 3 apXiBHUX JOKYMEHTIB Ha/ICHJIAOTh 3assBHHUKAM IOIITOXO 13
CYNPOBITHUMH JTHCTAMH, TIAMHUCAHUMHU KEPIBHUKOM YCTAaHOBU 200 CTPYKTYPHOTO ITiIPO3ALTY, JI0
CKJIa/Ty SIKOTO BXOJMTH apXiB.

6. ApXiBHI JOBIJIKH, KOIIIi Ta BUTSATH MOKHA BHJIaBaTU Ha PYKH 3asBHUKAM IIi/1 pO3MUCKY 3a
YMOBH TIpej sIBJICHHS Macropra abo 1HIIOro JOKYMEHTa, IO MocBiauye ocoly. Ponuuam abo
JIOBIpEHUM 0co0aM 3a3HaueHl JOKyMEHTH BUAAIOTh Y pasi Mpe/’ sIBICHHS HOTapiajlbHO 3aBIpEHOL
JOBIPEHOCTI.

OnepxyBau apXiBHOI JTOBIJIKH, KOIii a00 BUTATY PO3MHUCYETHCS HA JIPYroMy MPUMIPHUKY
OJICPKYBAaHOTO JOKYMEHTa, a TaKOX 3a3Hada€ TaM JaHi macnopTa (iHIIOro IOKyMEHTa, IO
nocBiguye ocoOy). llei mpuMipHUK 3aIUIIAETHCS Y CIIpaBax apxiBy.

7. JlomycKaeThCcsl BUIIYYSHHS 3 apXiBHUX CHpaB 1 BUIAaBaHHS BIIACHHKAM abo iX poamyam
OpUTiHAJIIB 0COOOBUX IOKYMEHTIB (TPYAOBUX KHIKOK, CBIIOITB, TUIIIIOMIB, aT€CTATIB TOIIO), SIK1
BJIACHUK HE OTpUMaB CBOro yacy. OpuriHaium ocoOOBHX JOKYMEHTIB MOBEPTAIOTh HA IMiJICTaBi
MUCbMOBUX 3asB BJIACHHUKIB, 3 J03BOJIy KepPIBHHKA yCTaHOBU. BuilydeHuit JOKyMEHT 3aMiHIOIOTh
Kormi€ero. B 0011KOB1 JOKYMEHTH BHOCSTh HEOOX1H1 BIIMITKH. OpUTiHaIu 0COOOBHUX JOKYMEHTIB
HA/ICWIAIOTh 3asgBHUKY IIHHUM JMCTOM a00 BHJAIOTh Ha PYKH - MiJl PO3MUCKY Ha KOMisAX
JOKYMEHTIB Ta 32 YMOBH NpeJ’ ABJICHHS JOKYMEHTA, 1110 OCB1IUy€e 0co0y. YTIOBHOBaXXEH1 0cOOU
JOJATKOBO IpeJl’ sIBJIAIOTh HOTapialbHO 3aCBIIUEHY JIOBIPEHICTD.

8. V pasi BiICyTHOCTI B apXiBi 3alIUTYBaHUX BIJOMOCTEH CKJIa[Ial0Th HETATUBHY BiIIOBIIb,
Ky 0(hOpMITIOIOTH Ha OJaHKY JIMCTAa yCTAaHOBU. Y Takiil BiZIMOBI BKa3yrOTh Ha (PAaKT BiJICYTHOCTI B
JOKYMEHTaX apxiBy BiJIOMOCTEH, IO IIKaBJIATh 3asBHHMKA, Ta JAIOTh PEKOMEHJAIlli, KyIu CIi
3BEpHYTHCS 32 HEOOX1THOIO iH(OpMaIIi€l0.

SIKI10 BiCYTHICTh JIOKYMEHTIB B apXiBl yCTAaHOBM 3yMOBJIEHA iX BTPaTOI0 ab0 3HUILEHHSM,
TEKCT JINCTAa 3acBIMYYIOTh II€YaTKOK (32 HAsSBHOCTI) YCTaHOBH-(DOHIOyTBOproBadua abo
IIPaBOHACTYIHHUKA.

{A63ay opyeuit nynkmy 8 enaeu 4 po3oiny XII i3 sminamu, eénecenumu 32iono 3 Haxkazom
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018}

5. HapanHs apXiBHMX JOKYMEHTIB JJI1 pOOOTH B YHTAJIbHOMY 3aJ1i Ta
Yy THMYACOBe KOPUCTYBAHHS 1032 apXiBOM

1. CrpaBu BHJAIOTHCS 3 apXiBy YCTAaHOBHM B THMYACOBE KOPUCTYBAHHS CTPYKTYPHHM
MipO3/iIaM YCTAaHOBHU Ta 1HIIUM yCTaHOBAM.

2. st pobOTH 3 JOKyMEHTaMHU KOPHUCTYBadiB 0€3M0CepeIHRO B apXiBl YCTAHOBU CTBOPIOIOTH
YUTANBHUN 31, KU OONAAHYETHCS HAJCKHUMH TEXHIYHUMHU 3aco0aMu IJii BUKOPHUCTAHHS
MIKPOKOITiH, eIEKTPOHHUX, ayA10BI3yaJbHUX JTOKYMEHTIB TOIIO.

Po3mopsiiok  poOOTH  YHWTANBHOTO 3aly apxiBy CKJIaJae KepiBHUK apXxiBy (ocoba,
BIJINMOB1IaJIbHA 32 apXiB).

BiaBigyBaHHST YHMTAIBHOTO 3ally KOPHUCTyBauyaMu OOJIIKOBYIOTh Y KypHajl peecTparii
BiJIBilyBaHb KOPHCTYBa4aMH YHTAJIHHOTO 3ajly 3a (pOpMOI0, HABEACHOIO B J0JaTKy 46 0 1uX
[IpaBui.


https://zakon.rada.gov.ua/laws/show/z0791-18#n75

3. Slkuio B apxiBi HEMae creniaJbHOr0 MPUMILIEHHS JJs O00JIalTYBaHHS YMTaJIbHOTO 3aiy,
poboTa KOPUCTYBAYiB 3 JOKyMEHTaMH 3/1HCHIOETHCS O€3MOCepeIHbO B pOOOUNX KIMHATAX apXiBy,
JUTSI 9OTO 00JIaTHYOTHCS POOOYi MICIIS.

4. KopucryBaui 10MyCKarOThCS B UNTAIBHUI 3a]1 apX1BY Ha MiJCTaBl JOKYMEHTIB, 3a3HAaYEHUX
y nyHkTax 5, 6 rmasu 7 posainy VIII nux [Tpasui.

5. Jlo3Bin Ha poOOTYy B YHTAIBHOMY 3aJli KOPUCTYBadaM IHIIUX YCTaHOB Ta TrPOMasiHaM
MPOTATOM HEOOXITHOTO CTPOKY JIa€ KEPIBHHUK YCTAaHOBH. SIK MpaBUIIO, Il CTPOK CTAHOBUTH HE
OuBIIIe OJHOTO POKY. 3a MOTpeOU MPOJOBXKUTH CTPOK POOOTH B apxXiBi KOpHCTYBad 0hOpPMIISIE
HOBHI1 TUCT 200 3asBYy.

6. ApXiB YCTaHOBU HaJa€ KOpPHUCTyBayaM JJIsi BUKOPHCTaHHS B YUTAJIBHOMY 3ali (Y TOMY
YUCIl JUIsl BUTOTOBJIEHHS KON, BUTATIB) BIIKPUTI JOKYMEHTH, IIO OOJIIKOBaHI Ta MPOWILIH
HAYKOBO-TEXHIYHE OINpAalfOBaHHs, MalOTh JJOBITHUKH Ta 1HIII MONIYKOBI JaHi.

7. BimMoBa a0o0 BiICTPOYCHHs y BHUIA4l JOKYMEHTIB KOPHUCTyBauaM JIOIyCKA€ThCSA Y
BUIIAJIKAX, 3a3HAYCHUX Y TyHKTI 14 rmasu 7 po3ainy VIII mux [Tpasw.

8. BigMoBY 0oQOpMITIOIOTE y HMHCBMOBIH (opMi 13 3a3HAUEHHSAM ii MPUYUHH, CTPOKY il
OOMEeXKeHHsI, MIJCTaB OOMEKEHHS, a TAKOXK MOPSAAKY OCKap>KEHHS B1IMOBH.

9. Ha KOXXHOr0 KOpHUCTyBaya B YHMTAJIbHOMY 3aJli apXiBy, KpiM MpaliBHUKIB yCTaHOBH,
3aBOJITH OCOOOBY CIpaBy, B SIKy BMIIIyIOTH 3asiBy, JIUCT YCT@HOBH, IO HOTO HAalpaBHIa,
3aMOBJICHHS Ha BU/IaHHS CIIPaB Ta X KOMIIOBAaHHS.

10. BunaBaHHs cripaB y TAMYacOBE KOPUCTYBAaHHS 1HILIH yCTaHOB1 0OPMIIIOIOTH Y MOPSAKY,
3a3HaueHOMY y nyHkTax 7, 8 rnaBu 7 poszauny VI nux [IpaBu.

6. BukopucTaHHA TOKYMEHTIB apXiBy NPH MiAroToBui iHpopmaniitnnx
3axo01iB, y Media i myOJikaniiHii qigabHOCTI

1. ApxiB opraHi3oBye BUKOPHUCTAaHHS JOKYMEHTIB Y Meia, IPH MiAroTOBI 1H(GOpMaIliiHuX
3ax0/liB (BUCTABOK, €KCKYpCIiH, 3yCTpiueit 3 rpOMajIChKICTIO, IPE3EHTAIlil, JIEKIIii, TomoBiIei), a
TaKOX MyOJIiKaIlilo JOKyMEHTIB. BimoBiHe pilieHHs MpuiiMae KepIBHUK yCTAaHOBH. 3a3HAUYCHY
poOOTY apXiB BUKOHYE CaMOCTIHHO a00 CIUIBHO 13 3alliKaBJICHUMHU YCTaHOBAMH, Y TOMY YHCII 3
Nep’)KaBHUMU apXiBHUMHU YCTAaHOBAMH (apXiBHUMH BiJIlJIaMH MICBKHX Paj).

2. JIns ohopMIIeHHS! BUCTABKOBHX CTEH/IIB apXiB YCTAHOBH Ha MMiICTaBi apXiBHUX JIOKYMEHTIB
CTBOPIOE JILOOMH, IUTAKaTH, JliarpaMu TOIIO. JJOKyMEHTH Ha BHCTaBKaX €KCIOHYIOTh y BUIIIAI
KOTIIH.

3. ns mponaryBaHHS JOKYMEHTIB apxiBy B Mellia TOTYIOTh JOKYMEHTaJbHI MyOsikarii,
CTBOPIOIOTHh MPOTPaMH ayJ10BI3yalIbHUX Mefia. ApXiB CIIJIBHO 13 Me/ia BU3HAYa€ TEMAaTUKYy Ta
o0csr marepiaiiB, a TAaKOXX CTPOKM IX MiArOTOBKH. TEKCTH MiArOTOBJICHUX apXiBOM CTaTeM,
n001pOK JOKYMEHTIB, TIepeaay 3aTBEP/KYE KEPIBHUK YCTAHOBH.

VY npuMipHHKax cTaTei Ta IHIIUX MaTepiaiiB, sIKi CTBOPEHO I Meia Ta sKi 3aJIMIIAI0ThCS
B apxiBl YCTaHOBM, 3a3Ha4yalOTh I[OIIYKOBI JlaHI ONPWIIOJHEHUX JOKYMEHTIB (Ha3BH
BUKOPUCTAHUX JIOKYMEHTIB, JJaTy, MiCIle ITyOiKarii).



{Ihynkm 3 enasu 6 poszoiny XII i3 sminamu, enecenumu 32i0no 3 Haxazom Minicmepcmea

tocmuyii Ne 1927/5 6io 19.05.2023}

4. Exckypcii, nexiii, JOMmoBii Mpo 3MICT JOKYMEHTIB apXiBy MpPOBOJAATH BIAMOBITHO [0
wiaHy Woro po6otu. Il yac MiAroTOBKM 3aX0/1y BU3HAUaIOTh: TEMATUKY, CKJIAJ CIyXauiB, yac 1
MicCIle TPOBEACHHS, TPUBAIICTb.

XIII. Oprani3anist po6oTH apxiBy
1. IlnanyBanHsa podoTH apxiBy

1. PiuHe muiaHyBaHHSI IIPOBOAMTHCS Ha MIJCTaBl BU3HAUEHHS TOJIOBHUX 3aBJaHb POOOTH
apxiBy Ha piK 3 ypaxyBaHHsIM O0JpKeTy pobodoro yacy. Piunuil mian ckinanaerbes 3a Gopmoro,
HaBEJEHOO B 710/1aTKy 47 no nux [IpaBui.

Hopwmu yacy i BUpOOITKY Ha BUKOHAHHS KO)KHOTO BHJLy pOOIT BU3HAYAIOTHCS BIAMOBIIHO 10
peKoOMeHalii YKpaepkapxiBy.

[Tnanu mianucye 3aBigyBau apXiBy (ocoba, BIANOBIJANbHA 3a apXiB) 1 3aTBEP/KYE KEPIBHUK
YCTaHOBU a00 KEPIBHUK CTPYKTYPHOT'O MiPO3/LTY, 10 CKIaTy SKOTO BXOJIUTH apXiB.

2. ApxiB ckimanae rpadik NMpuUMaHHS CIpaB Bij JUKEpell KOMIUIEKTYBaHHS apxiBy 1/a0o
CTPYKTYPHHUX MiJPO3JUTIB, SIKMH MiAMUCY€E 3aBigyBad apxiBy (0coba, BiIMOBiNanbHA 3a apxiB),
Y3TOKYETHCS 3 KEPIBHUKAMH YCTAHOB - JPKEpel KOMIUIEKTYBaHHS apXiBy (3a HasIBHOCTI TaKHX),
KepiBHUKaMH CTPYKTYPHHX IiIPO3/IIB Ta 3aTBEPAKY€ETHCSI KEPIBHUKOM yCTAHOBH.

I'padik BiItOUaE HaliMEHYBAaHHS YCTaHOB 1/a00 CTPYKTYpPHHUX MiJPO3IUIIB, Y JiSUIBHOCTI SIKUX
CTBOPIOIOTHCS apXiBHI IOKYMEHTH, CTPOK 1X MpUiMaHHs, Ha3BH 11OCA/]] Ta iHIIiaIu, Tpi3BHIIA 0Ci0,
BIJIMOBIAAILHUX 32 TIepeaBaHHs JOKYMEHTIB 10 apXiBy ycTaHOBH. [ padik nmpuiiMaHHs CTpaB Mae
MMOKBapTAJIbHY 200 IMOMICSYHY PO3OUBKY.

B ycranoBax, 110 HE MaloTh CTPYKTypHOTO MOJuTy, rpadik NpuilMaHHS CIpaB B apxiB
YCTAQHOBH HE CKJIQJIA€THCSL.

2. 3BiTyBaHHs Ta 00J1ik po0oTH apXiBy

1. 3a migcymkamMu poOOTH apXiB CKJIaJa€ 3BIT NMPO BUKOHAHHS PIYHOTO IUTaHy. 3BIT
CKJIQ/IA€ThCS 33 aHAIOTTYHOIO (DOPMOIO IIJIaHy, a TAKOXK 3 JI0JIaBaHHSM BHJIIB pOOIT, 110 BUKOHAHI
1mo3a IJIaHOM, Ta BIJOMOCTEHW Mpo BUKOHAaHHS Tpadika. OcTaHHI BKIIOYAIOTHCS B KIiHI 3BITY
OKPEMHUMH PO3/I1IaMHU.

OauH TpPUMIPHUK 3BITY 32 HEOOXiJHOCTI MOKE HAMpaBIATHCS 10 BiANOBIAHOI apXiBHOI
YCTaHOBH.

3BiTH TiANUCYIOTHCS KEPIBHUKOM apXiBy (0C0000, BIAMOBIAATBHOIO 32 apXiB).

2. O6nik mpari B apXiBi BeieThesl B Tabesi 001Ky poOoyoro yacy 3a ¢opMor0, BCTAHOBJIEHOIO
JUIg yCTaHOBU B LJIoMY. B apxiBax, Je MmpaltoloTh J€KUIbKa MpaliBHUKIB, JOJATKOBO BEIYThCS
1H/IMBITyasbHI IIOIEHHUKH OOJIKY Ipalli, y SKHX 3a3Ha4aroThcs 00CATH poOiT, BUKOHAHI KOKHOTO
po6oYoro JHS.

3. 3nilicHeHHSsI KOHTPOJIIO 32 CTAHOM apPXiBHOI ClIpaBH


https://zakon.rada.gov.ua/laws/show/z0845-23#n22

1. ApxiB CIiJIBHO 31 CIY>K0010 JIIJIOBOJCTBA 3A1MCHIOIOTH KOHTPOJIb:
3a CTAaHOM apXiBiB 1 OPraHi3aIli€l0 JOKYMEHTIB Y AUIOBOJCTBI B IiJIBIIOMYUX YCTaHOBAX;

3a craHoM (opMyBaHHS, O(GOPMIICHHS CIpPaB Yy CTPYKTYPHHX IiPO3JiTax yCTaHOBH,
MiITOTOBKY JIOKYMEHTIB Ta CIpaB JI0 TIepeiaBaHHs Ha apXiBHE 30epiraHHs.

2. PoOoty apxiBy 3 MIJBIJOMYMMHU YCTaHOBaMU (IKCYIOTh y BIJNOBIAHMX KapTKax 3a
dbopMoto, HaBeIeHOO B 10aaTKy 48 1o nux [IpaBum.

3. IlepeBipsHHA B MiJBIIOMYUX yCTAaHOBaX MPOBOASTHCS HE PijlIe OJHOTO pa3y Ha I 'STh
POKiB, a B CTPYKTypHUX HipO3Jijdax caMoi YCTaHOBH - HE piJalIe OJHOTO pa3y Ha pik.
JlomycKaeThCs MPOBECHHS MTO3aIJIAHOBHX MEPEBIPOK Ta KOHTPOJIBHUX MEPEBIPOK.

4. 3a miicyMKaM¥ TIEPEBIPSHHS T1B1IOMYMX YCTAHOB CKJIAJAETHCS OBiIKa a00 JOMOBIIHA
3aIlMCKa Ha 1M sl KepiBHUKA YCTaHOBH, Y SIKI aHaANII3y€eThcs cTaH poOOTH apxiBiB 1 JUIOBOJCTBA B
MiJBIIOMYUX yCTaHOBaX, MPOMOHYIOTHCSA 3aXOIM IMOJAO0 YCYHEHHSI BHSIBICHUX HEHOJIKIB 1
MOIaJIBIIIOTO TOJIMIIEHHS POOOTH. 3a MiJCYMKaMH MEePEBIPSHHSI MOXKE BUIaBaTHCS HAKa3.

3 BHCHOBKAMH TIEPEBIpSIHHS O3HAHOMIIIOIOTH KEpPIBHUKIB MiABIJOMYMX YCTaHOB Ta
Oe3mocepeIHIX BUKOHABIIIB 1 KEPIBHUKIB BiNOBITHUX CTPYKTYPHUX MiAPO3ALTIB.

5. 3a migcyMKaMH NEpeBIpsHHA CTPYKTYPHUX MiIPO3JUTIB CKJIAaJa€eTbes JOBifKa abo
JIOTIOBIJIHA 3amlKcKa Ha 1M’ KEpIBHHKA YCTAaHOBM, y SIKIM aHami3ylOThCS CTaH 30€pe’KeHOCTI
JOKYMEHTIB y CTPYKTYpPHHMX MiJpO37ilaX, BIANOBIAHICTE (OpPMYBaHHS CIpaB 3BEICHIH
HOMEHKJIATypi CIPaB, AKICTb (JOPMYBaHHS CIIpaB, CTaH MIATOTOBKH CIIpaB Ha apXiBHE 30epiraHHs,
3a3HAYalOThCS BUSIBJICHI HEJOMIKY 1 IPOMO3MIIIT 1010 X YCYHEHHS.

3 BHUCHOBKaMHU IIEPEBIPSIHHSI O3HAWOMIIIOIOTH OE3IOCEPE/IHIX BUKOHABINB 1 KEPIBHUKIB
BIJIMIOBITHUX CTPYKTYPHHUX MiIPO3ALTIB. Y pa3i BUSBICHHS CYyTTEBHX HEIOJIKIB IHIIIIOETHCS TIEpe
KEPIBHHUIITBOM YCTaHOBH BHJAQHHS HAKa3y MPO BXKHUTTS 3aXO0/IiB MO0 IX YCYHCHHSI.

4. HaganHs MUIATHUX MOCJIYT

1. ApxiBM MOXXYThb HaJaBaTH IJIATHI MOCIYTH BIATOBIAHO JO YAaCTHHHW TEPIIOi cTaTTi 35
3akony Ykpainu «IIpo HamionansHuit apxiBHuil pOHI Ta apXiBHI yCTAaHOBM.

2. HamaHHs apXiBHUX JOBIiJIOK, KOIii a00 BUTATIB HA 3aMUTH (DI3UYHUX 1 IOPUIUIHHUX OCIO,
HEOOXITHUX I COI[AJIbHOTO 3aXHWCTy TPOMASH, 3IHCHIOIOTHCA apXiBOM O€30IIaTHO
BIMOBIAHO 10 3aKOHOJABCTBA.

XIV. IlepenaBanHs cipaB HA NMOCTIiiiHe 30epiranHs

1. Ilopsinok nmepegaBaHHs JOKYMEHTIB HA MOCTiliHe 30epiranHs

1. BianoBigHO 10 3aKOHOJABCTBA JEPKaBHI 1 KOMYHaJIbHI YCTaHOBH, y NISJIBHOCTI SIKUX
yTBOpIOIOThCA JoKymMmeHTH HA®D, 3000B’s3aHi mepemaBatu iX Ha TOCTiHHE 30epiraHHs 0
JIepKaBHUX apXIBHUX YCTAHOB, apXiBHUX BIJIUIIB MICBKUX paj MICHIs 3aKIHYEHHS TPaHUYHUX
CTPOKIB 30epiraHHs B apXiBl yCTaHOBH, 3a3HaueHUX y riasi 5 poszaiuny VI mux IIpasu.

2. FOpuanuni ocoOu, 3acHOBaHI Ha TPUBATHIA (GOpMi BIACHOCTI, a TaKOXX TPOMAJICHKI
00’€JHaHHS, pENiriiiHi opranizaiii, JOKyMeHTH SIKUX BiHeceHo 10 HA®D, MoxyTh nepenaBaTu ix
710 Iep KaBHUX Ta 1HIIUX apXiBHUX YCTAHOB Ha MiJCTaBl JOTOBODPY.


https://zakon.rada.gov.ua/laws/show/3814-12

3. IlepenaBannsa noxkymentiB HA® Ha noctiiiHe 30epiraHHst 341HCHIOETCS IIOPOKY 3T1AHO 3
rpadikaMu, 3aTBEPPKCHHMH KEPIBHUKAMH YCTaHOBM Ta BIJIOBITHOI Jep:KaBHOI apXiBHOI
YCTaHOBH (apXiBHOTO BIAJILTY MICBKOI paju).

4. B yctaHOBax 3 HEBEJIMKUM 00CITOM CIIpaB MOCTiIHHOTO 30epiranHs (10 20 cripaB Ha piK), a
TaKOX y TPOMAJICBKUX OpraHizaiisx, 0 3A1HCHIOITH TISIBHICTh Y MEKaxX CTPOKIB CKIMKAHHS,
nepeaaBaHHs JOKYMEHTIB Ha TIOCTiifHE 30epiraHHs 3a MOTO/KEHHSM 3 BiJIIMOBITHUM JCPKaBHUM
apxiBoM (apXiBHHM BiJJIIJIOM MICBKOI paji) 3[IACHIOEThCS OJUH pa3 Ha 3-5 pokiB abo micis
3aKIHYEHHS CTPOKIB CKIMKaHHS.

5. Ilepen mepenaBaHHIM CIIpaB Ha MOCTilHE 30epiraHHs apXiBOM CITUIBHO 3 MPEICTABHUKOM
Jep’KaBHOI apXiBHOI yCTaHOBHU (apXiBHOTO BiJJIUTY MICBKOI pajy) MPOBOJMTHCS IEPEBIPSHHSI
HasBHOCTI, (pI3MYHOTO Ta CAHITAPHO-TITIEHIYHOTO CTaHy JOKYMEHTIB. BusBIeHI MmopymieHHS
YCYBAIOTHCS apXiBOM YCTaHOBH.

6. JIokyMeHTH yCTaHOB MEPEAAIOTHCS Ha MOCTIiiHE 30epiraHHs B YIOPSIKOBAaHOMY CTaHI 3a
pPaxyHOK YCTaHOBU 32 OIUCAMH, 3aTBEPPKEHUMHU B OPSIKY, BU3HAUCHOMY Yy 1u1aBi 2 posainy VII
uux [IpaBuin.

Pa3om 3i cipaBaMu Ha TIOCTiiiHE 30epiraHHs MepeIacThCs ICTOPUYHA JIOBIKA PO YCTAaHOBY
Ta ii TOKyMEHTH a00 MPOJTOBKECHHS ICTOPUIHOT TOBIIKH.

7. JIOKyMEeHTH 10 Jep>KaBHOI apXiBHOI yCTaHOBH (apXiBHOTO BIJIUTY MICBKOI paju)
JOCTABJISIIOTHCS. TPAHCIIOPTOM 33 PAXYHOK YCTaHOBHU-3/1aBAJIbHUKA.

2. OdopmJiieHHSI NTPUITMAHHS-TIEPEIABAHHS CIIPAB HA MOCTiliHE
30epiranHs

1. HaaxomkeHHS NOKyMEHTIB Ha TOCTiiiHe 30epiraHHsi O(OPMIIIOETHCS aKTOM IPO
NpuiiMaHHs-TIepeaBaHHs 32 GOPMOI0, HaBEJICHOTO B 10/1aTKY 49 o 1ux [IpaBui, mo ckiagaeTbest
y IBOX MNPHUMIpHHUKAX, MEPIIUH 3 SKUX pa3oM 3 JOKYMEHTaMH MNEepPeAaeThCcsl O BiAMOBIAHOT
JIep’KaBHOI apXiBHO1 YCTaHOBH, apXIBHOTO BiIUTY MICBKOI pajiy, a APYTHH 3AJIMIIAETHCS y CIIPaBi
¢doHIy apxXiBy yCTaHOBH.

2. TlepemaBaHHs cmpaB 3AIMCHIOETBCS 3a ONMUCAMU y TPhOX NpuMipHHKax. Ha Bcix
NPUMIPHUKAX OMHCIB POOIATHCA TO3HAYKH MPO MpHWMaHHS CHpaB Ha TOCTiHE 30epiraHHs.
YerBepTHii MNPHUMIPHUK ONHCY pa3oM 3 MPUMIPHUKOM akTa NpUiiMaHHsS-TIepeiaBaHHs
3aJIMIIAETHCS B apXiBl YCTAHOBH.

3. Skmo npu mnpuiiMaHHI-IepeJaBaHHI BHUIBJIEHO HEBIIMOBIIHICT MDK MiJCYMKOBUM
3aIMCOM B ONMUCY Ta ()aKTHYHOIO HASBHICTIO CIPaB, y KOXKHOMY IIPUMIPHHUKY OITUCY CKJIQJA€THCS
HOBMI MiJCYMKOBUI 3aliC, Y SIKOMY HAaBOAATHCS (DaKTUYHA KUIBKICTh CIIPaB, L0 € Y HasiBHOCTI,
Ta HOMEPH BIJICYTHIX CITpaB.

YcraHoBa 3000B’s3aHa BXXKHTH 3aXO/iB HIOJ0 pPO3LIYKY BIJCYTHIX CIpaB y CTPOKH,
BCTaHOBJICHI JIEP>KaBHOIO apXiBHOIO YCTAHOBOIO (apXiBHUM BIJILIOM MichKOi paau). Ha BincyTHi
CTIpaBU CKJIQJAETHCS AKT IPO HEBHSBICHHS CHpPaB (IOKYMEHTIB), IUISIXM PO3IIYKY SKUX
BUYEPIAHO, 32 (HOPMOIO, HABEICHOK B J0AaTKy 36 mo mux IlpaBui, Ta HagaeThCsl JOBIKA TPO
MPOBEICH] 3aX0/IM MIO/O0 1X PO3MIYKY.



4. Homepu BiICYyTHIX CIIpaB 3aCTEpIiraroThCs B aKTi NpUiIMaHHs-NIepelaBaHHs IOKYMEHTIB Ha
nocrtiiiHe 30epiraHHs.

XV. Ilopsinok npuitMaHHA-NepeIaBaHHA JOKYMEHTIB (CIpPaB) mig yac
3MiHM KepPiBHUKA YCTAHOBH, KEPiBHUKA apXiBy, IPUIINHEHHS
YCTAaHOBH

1. IlpuiiMmaHHs-IepeaBAHHSA JOKYMEHTIB I Yac 3MiHM KepiBHUKA
YCTAHOBH

1. ITig yac 3MiHU KepiBHUKA YCTAaHOBU HAsIBHICTD 1 CTaH JJOKYMEHTIB (CIpPaB), 1110 3HAXOAATHCS
B JUIOBOJICTBI CTPYKTYpHUX MIJPO3JAUIIB Ta B apXiBl, a TakoX OOJIKOBUX JOKYMEHTIB Ta
JIOBIJTKOBOT'O arapary J10 HUX BiJIOMBAIOTHCS OKPEMUM PO3/ALIOM B aKTi NpUIMaHHs-TIepe1aBaHHs
YCTaHOBH.

2. BinmoBinHO 10 OOJIIKOBUX J@HMX CIIY>KOM JIJIOBOACTBA Ta apXiBy B aKTi HABOAATHCS
OKpPEMO KUIBKICTh JTOKYMEHTIB, IO 3HAXOJATHCS B JIJIOBOJICTBI, Ta KUIBKICTH CIpaB, IO
30epiraroTbes B apXiBi, Y TOMY YHCIII KUTBKICTh CIIpaB, 110 BHeceHi 10 HAD.

2. llpuiimaHHsI-IepeIaBaHHS CIPAaB MiJ Yac 3MiHM KePiBHUKA apXiBy
(oco0m, BiAMOBiAJIBbHOI 32 apXiB)

1. Ilig 4wac 3MiHM KepiBHHKa apXiBy (0coOu, BiANOBIAaIbHOI 3a apxiB) NpUHMaHHS-
nepefiaBaHHs crpaB, OOJIIKOBUX JOKYMEHTIB Ta JIOBIAKOBOTO amapaTy [0 HHX, a TakKoxX
MPUMIIIECHb, 00J1aIHAHHS Ta IHBEHTAPIO apXiBY 3/IIHCHIOETHCS 32 aKTOM, HABEJICHUM Y J10/1aTKy 50
1o uux [Ipasun.

2. Jlns npuiiMaHHS-TIEpeaBaHHs apXiBy HAKa30M KEpIBHHKA YCTAaHOBU IPU3HAYAETHCA
KOMICisl B CKJIa/ll HE MEHIIIE TPbOX 0Ci0, y TOMY YMCIII MIPEJCTaBHUKA CIIY>KOH JIIIOBOJICTBA.

3. [lix yac npuiiMaHHSA-TIEpeIaBaHHS apXiBY MEPEBIPAIOTHCS HASBHICTH 1 CTaH:

CIpaB MOCTiHHOTO, TpuBasoro (monan 10 pokiB), THMYacoBOro 30epiraHHs, 3 KaJpOBUX
MUTaHb (0COOOBOTO CKIAAY);

00JIIKOBUX JTOKYMEHTIB Ta JIOBIJIKOBOT'O arapary JIo CIpas (macmopTa apXiBy, OIHUCIB CIIPaB i
HOMEHKJIATYp CITPaB, IO 3aMIiHIOIOTh OMKCH, KHUT HAJIXO/DKCHHS 1 BUOYTTS CIIpaB, JTOBIJKOBUX
KapTOTEK, KaTaJIoTiB TOIIIO);

MEYaTOK 1 IITaMIIiB, SKUMH KOPUCTYETHCS apXiB;
CTEJIAKHOTO, TTPOTUTIOKEKHOTO, THIIOTO 00JIaIHAHHS Ta OXOPOHHOT CHUTHATI3AIlIT;
YMOB 30epiraHHsi JOKyMEHTIB.

4. AxT npuiimMaHHSA-TIEpEIaBaHHS CIOpaB IiJ Yac 3MIHM KepiBHHKa apxiBy (ocoow,
BIJINIOBIJAJIbHOI 32 apXiB) MIAMUCYETHCS 0co0aMU, SIKi 31AIOTh 1 MPUIMAIOTh CIIPABH, YICHAMH
KOMICii Ta 3aTBEPKY€EThCS KEPIBHUKOM YCTaHORBH.

5.V Bumajky BUSIBJICHHs HeCTadl CIipaB, 00JaJHAHHS Ta IHBEHTAPIO apXiBYy KOMICisl HETaitHO
1HpOpMYy€E KepiBHUKA YCTAHOBH ISl BXKUTTS 3aX0/IiB 111010 MOLITYKY IOKYMEHTIB Ta MaifHa apXiBy.



3. IlepenaBaHHsl JOKYMEHTIB y pa3i NpUIUHEHHS] YCTAHOBHU

1. [Mopsnok mepenaBaHHs Ta MOAATBIIOTO0 KOPUCTYBAHHS JOKYMEHTAMHU y pa3i MPUMHHEHHS
YCTaHOBH TIepe0ava€eThCs B PO3MOPSAUOMY TIOKYMEHTI PO 11 MpUITMHEHHS.

[lepenaBaHHsS JOKYMEHTIB YCTaHOBH, IO MPHITHHIETHCSA, BXOAUTH 1O 00OB’SI3KIB KOMICII,
CTBOPEHOI JJIsl IepeIaBaHHsI CIIpaB 1 MaifHa.

2. YV pa3si npuUNuHEHHS YCTAHOBM KOIUTH Ha YIOPSAAKYBAaHHSA, ITOCTPOKOBE NMPUHMAaHHS Ta
nojaplie 30epiraHHs JTOKYMEHTIB INepe0adaroTbcss B KOIITOPUCI KOMICIi, CTBOpeHOoi s ii
NPUITMHEHHSL.

MepenalThCs B YHOPSIKOBAHOMY CTaHi BIAMOBIIHIN AepaBHIN apXiBHIA yCTaHOBI, apXiBHOMY
BiJUILTY MICBKOI pajii, a apXiBHI CIIPaBU 3 OCHOBHOI JiSUTBHOCTI, CTPOKH THUMYACOBOTO 30epiraHHs
AKUX IlI€ HE 3aKIHUYWIHCS, JHOKYMEHTH, HE 3aBEpIIeHI B JIJOBOJICTBI, a TaKOX JOKYMEHTH 3
KaJpOBHUX MHUTaHb (0COOOBOTO CKIIAIY) MEPEIArOThCA i1 OpraHy BHILOTO PiBHSA, SIKIIO BiH iCHY€E, HA
teputopii ABToHoMHOI PecriyOmniku Kpuwm, BianoBigHoi obnacTti, mict Kuepa, CeBactonons.

{A63ay nepwuii nynkmy 3 2nasu 3 pozoiny XV i3 sminamu, enecenumu 32i0Ho 3 Hakazamu
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018, Ne 1581/5 6io 21.04.2022}

SIk110 OprasiB BUIIIOTO PiBHS HA TEPUTOPI 3a3HAUYCHUX PETIOHIB HE ICHYE, BC1 apXiBHI CIIpaBU
1 tokymenTH (kpim nokymentiB HA®) ycraHoBU-(pOHIOYTBOpIOBaYa MepenaloThCs 1O apXiBHOI
YCTaHOBU CUIbCHKOI, CEJMIIHOI, MICBKOI paju, paad o0’€IHAHOI TEepPUTOPIalbHOT TpoMajH,
CTBOPEHOI Il  LEHTPAi30BAaHOTO THMYAacOBOrO 30epiraHHs apXiBHUX JOKYMEHTIB,
HArpoMa/PKEHUX Yy MPOIleci JOKYMEHTYBAaHHS CIIyKO0BUX, TPYJIOBUX a00 1HIIUX MPAaBOBITHOCHH
IOpUIMYHUX 1 (i3nyHEX 0ci0, mo He Hamexarb 10 HA®D (mami - TpymoBi apxiBu), abo iHIINX
apXiBHUX YCTaHOB, 3aCHOBaHMX (Pi3MYHUMHU 0coOaMu Ta/ab0 IOPUIUIHUMHU 0COOAMHU MTPUBATHOTO
npaBa, AKi BIJMOBITHO 10 3aKOHOAABCTBA MOXKYTh 3[IHCHIOBATH 30€piraHHs JOKYMEHTIB, 110 HE
HaJeXaTh JIEpXKaBi Ta TEPUTOPIaTLHUM I'poMajiaM (JIalli - IpUBATHI apXiBH).

{A63ay opyeuii nynkmy 3 enasu 3 pozoiny XV e peoakyii Haxazy Minicmepcmea tocmuyii Ne
2277/5 6io 04.07.2018}

V pasi NpUNuHEHHS TEPUTOPIANBHOTO OpraHy MiHICTEpPCTBA, IHIIOTO EHTPAIBLHOTO OpPraHy
BUKOHABUOi BIIQJM MNUIAXOM JIKBiJamii, peopraHizamii Ta CTBOPEHHS MIiKPETIOHATBHOTO
(Mi007aCHOTO) TEPUTOPIATLHOTO OpraHy, apxXiBHI cripaBu, BHeceHl 10 HAD, mepenaroTbes B
YIOPSIIKOBAaHOMY CTaHi BIATOBIIHIN Aep)kaBHINA apXiBHIM YCTaHOBI, apXiBHOMY BTy MiChKOT
paau, JOKYMEHTH 3 KaJpOBHUX IMUTaHb (0COOOBOTO CKIIAY) - TPYAOBOMY apXiBy, a JOKYMEHTH, HE
3aBepILeHi y MiJIOBOJICTBI, MePeIalOTHCsl HOBOCTBOPEHOMY OpraHy.

{Ilynkm 3 2nasu 3 po3oiny XV oonosneno nosum abzayom s2iono 3 Haxazom Minicmepcmea
tocmuyii Ne 2277/5 6io 04.07.2018, 6 peoakyii Haxazy Minicmepcmea rocmuyii Ne 1581/5 6io
21.04.2022}

4.V pa3i NpUIIMHEHHS YCTAHOBY [UISIXOM 3JIMTTS, IPUEHAHHS, TTOJILTY, IIEPETBOPESHHS (Iai
- peopranizailis) 3 iepenavero ii PyHKIH iHIIi yCTaHOBI OCTaHHS IPUHMAE 32 aKTOM JIOKYMEHTH,
HE 3aBEPIICHI B IJTOBOJICTBI YCTAHOBH, IO PEOPTaHi3y€eThCsl, Ta il apXiB.
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[lepenaBanHsi cripaB Bij OJHi€] ycTaHOBU 110 1HIIOT O(OPMITFOETHCS aKTOM HpUHAMAaHHS-
nepeaaBaHHs 3a Gopmoro, HaBeneHoIo B f07aTky 51 mo mux [IpaBui, mo ckiamaeTbes y ABOX
MIPUMIpHUKAX.

{Ilynkm 4 enasu 3 po3oiny XV donosneno nosum abzayom 3eiono 3 Haxazom Minicmepcmea
tocmuyii Ne 2277/5 6io 04.07.2018}

5. SIKmo ycTaHOBa MPUIHUHSE MISUTBHICTh MIJISXOM MOAUTY, i apXiBHI CIpaBH, BHECEHI JI0
HA®, nepenatoTeCsi B YHMOPSAKOBAHOMY CTaHi BIJMOBIAHIM Jep)kaBHI apXiBHIH YCTaHOBI,
apXiBHOMY BIJIJILTY MICBKOi pajifi, a apXiBHI CIIPaBH 3 OCHOBHOI JISTTLHOCTI, CTPOKH THMYaCOBOTO
30epiraHHsa SKUX M€ HE 3aKiHYWINCA, JOKYMEHTH, HE 3aBepIIeHi Yy IUIOBOJCTBI, a TaKOX
JOKYMEHTH 3 KaIpOBUX MUTaHb (0COOOBOTO CKIIay) MepeAaroThes il Oprany BUILIOTO PiBHS, SIKIIO
BiH iCHye, Ha TepuTopii ABTOHOMHOI PecmyOmiku Kpuwm, BigmosigHoi obGnacti, mict Kuesa,
CeBacTonosi.

{A63ay nynkmy 5 enasu 3 posdiny XV i3 3minamu, emecenumu 3ciono 3 Hakazamu
Minicmepcmea rocmuyii Ne 2277/5 6io 04.07.2018, Ne 1581/5 6io 21.04.2022}

{Ab63ay Opyeuii nynkmy 5 enasu 3 po3oiny XV euxnoueno na niocmasi Haxazy Minicmepcmea
tocmuyii Ne 1581/5 6io 21.04.2022}

SIKI10 OpraHiB BUILOrO PiBHS Ha TEPUTOPIi 3a3HAUEHHUX PEriOHIB HE ICHY€, YCli CIpaBH 1
JTOKYMEHTH YCTaHOBHU-(OHAOYTBOPIOBaUa MEPENAIOTHCS IO TPYAOBHX apxXiBiB a00 MPUBATHUX
apxiBiB.

{A63ay mpemiti nynkmy 5 enasu 3 posoiny XV euxnmoueno Hna niocmasi Haxasy
Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022}

6. Y pa3i NpUNMHEHHS YCTaHOBH IIJISIXOM 3JIUTTS, IPUEHAHHSA, TOJILTY, IEPETBOPEHHS, KON
3 11 CKJIaly BUIUIAETHCS CTPYKTYPHUH MiAPO3/ILT, SIKOMY HaIal0THCS TIPaBa yCTaHOBH, OCTAHHBOMY
NepeaaoThCs JOKYMEHTH, HE 3aKiHYeH1 B AUTOBOACTBI, IO BITHOCATHCS 0 NPOQUII0 TisIbHOCTI
HOBOCTBOPEHOI YCTaHOBH.

{IIynkm 6 enasu 3 pozdiny XV i3 sminamu, enecenumu 32iono 3 Hakazamu Minicmepcmea
rocmuyii Ne 2277/5 6i0 04.07.2018, Ne 1581/5 6io 21.04.2022}

7. YV Bumanky OaHKpPYTCTBa yCTaHOBH IepelaBaHHA 1i JIOKYMEHTIB JUIsl TOJAJIbIIOTO
30epiraHHsa 3A1MCHIOETbCS B MOPAAKY, BcTaHoBiIeHOMY Konekcom VYkpaiHu 3 mnpouenyp
OaHKpyTCTBa.

{Ilynkm 7 enasu 3 po3oiny XV i3 aminamu, enecenumu 32iono 3 Haxazom Minicmepcmea
rocmuyii Ne 1581/5 6io 21.04.2022}

8. ¥V pasi mikBigauii AepKaBHOTO MiANPUEMCTBA 3a pilieHHsIM DOHIY Jep>KaBHOIO MaiiHa
VkpaiHu mnepenaBaHHS WOro JOKYMEHTIB I TOAAJBIIOr0 30epiraHHs 3/1HCHIOETBCS 3
ypaxyBaHHSIM 0COOJIMBOCTEH, BCTAHOBIEHUX 3akoHOM Ykpainu «IIpo ocoOauBoCTI mpunuHEHHs
Jiep KaBHUX MIJIPUEMCTB 3a pilleHHAM DOHAY JIep’KaBHOTO MaifHa YKpaiHu.

{Inasy 3 poszoiny XV Odonosneno nosum nymkmom 8 3eiono 3 Hakazom Minicmepcmea
tocmuyii Ne 3117/5 6io 30.10.2024}
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9. lns neprkaBHOI peecTpallii MPUITMHEHHS! FOPUAMYHOI 0COOM apXiBHA ycTaHOBA (JIepikaBHA
apxiBHa YCTaHOBAa, AapXiBHUW BT MICBKOI pajgd, TPYIOBHUH apxiB, NpPUBAaTHHUHA apXiB,
MPaBOHACTYIHUK, OpraH BUIIOTO PiBHS), SKa MPUHHsJIA HA 30epiraHHs apXiBHI JOKYMEHTH, IO
HiAATaloTh MOCTIHHOMY, TpuBajioMmy (moHan 10 pokiB) 30epiraHHio, 3 KaJpOBUX IHTaHb
(ocoboBoro ckiamy), BUIAE AOBIAKY MPO MPUHHATTS JOKYMEHTIB. Y JOBIAIN 3a3HAYAIOTHCS
HallMEHYBaHHS yCTAHOBH, KIJIBKICTBH CIIPaB 3a OIKCOM CIIPaB IMOCTIHHOTO 30epiraHHs, KpaiiHi
JIaTH; KUTBKICTh CTIIPaB 3a OMMcoM TpuBaiioro (moHaz 10 pokiB) 30epiranHs, KpaiHi 1aTH; KITbKICTh
CIIpaB 3a OMHUCOM 3 KaJpPOBUX MUTaHb (0COOOBOTO CKIAMy), KpaiiHI JaTv; Aata i HOMEp akTa
npuliMaHHs-TIepeaBaHHs JOKYMEHTIB.

{Inasy 3 po3oiny XV donosneno nogum nynkmom 3eiono 3 Haxazom Minicmepcmea rocmuyii
Ne 2277/5 6io 04.07.2018}

Jupexrop lemaprameHnTy
B3a€MOJii 3 opraHamMu BJIaH
Ta iHdopManiiiHO-aHAJITHYHOL
podoTu H.A. Ko31oBcbka


https://zakon.rada.gov.ua/laws/show/z0791-18#n92

Honartoxk 1

no [paBwi opranizaitii A1JIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, opraHax MiCIIEBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx

(myHKT 6 Ti1aBu 2 po3zainy II)

KYPHAJI
peecTpauii OJIaHKIB JOKYMEHTIB*

HanxonxenHus Bunasanns

Jara Jara, | 3BIAKM [KUIBKICTB|cepis| nara |HaiiMeHyBa|Npi3BUIN |KiTBKICTB |cepis |pO3MUCK|TpUMITKa
HAJXOJDKe|peecTpartii|Haaiim| npuMipa | 1 | BHaaBa HHS eTa |mpumipH| i ampo |(BimMmiTKa

HHS  |HWH iHACGKC| TN WKiB |(HOMe| HHS |migpo3miny|iHimiamm| WKiB |HOME|OoTpuMa| TIpO
CYTIPOBIIH pu TIpamiBH pu HHS | IIOBepHE

Oro JINCTA OaH HKa, OnaH HHSL,
KiB SAKHN KiB 3HUILEHH

OTpHMaB )
OmaHK

1 2 3 4 5 6 7 8 9 10 11 12

®opmar A4 (210 x 297).

*V pasi moTpedn )KypHAI MOXKE TOTIOBHIOBATHCS JTOJIaTKOBHMH Tpadamu.



Honatok 2

no [paBwi opranizaitii A1JIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JepKaBHHUX OpraHax, OpraHax MiCLIEBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx

(myHkT 9 raBu 3 po3mainy II)

KYPHAJ
00JIiKy MeYaToK Ta ITAMIIIB, [0 32CTOCOBYIOTHCSI B YCTAHOBI*

Nes/m| Binburok Komy Bumano Jlara noBepHeHHS i [Mpumitka
MICYATOK i pO3MucKa mpo (BiMiTKa TIPO
LITAMIIiB . . . pUitMaHHs SHHIICHHS)

HallMEeHyBaHHS Mpi3BUIIE Ta nara i
MiAPO3AiTY, B iHITTiIaTH] pO3MHCKa PO
SAKOMY BIJIOBIAIEHOI | OTpPHMaHHS
30epiraroThes ocobn
MEYaTKH 1
LITaMIIH
1 2 3 4 5 6 7
®opmar A4 (210 x 297).

*V pasi moTpedu )KypHAIT MOXKE TOTIOBHIOBATHCS JIOJaTKOBHMH Tpadamu.




Homatok 3

no [paBwi opranizaitii A1JIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, opraHax MiCIIEBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx

(myskT 9 rmaBu 1 po3miny III)

3BIT*
PO 00CAT TOKYMEHTO00iry
3a 20 poky
JlokymeHTH KinbKicTh TOKYMEHTIB

OpuriHaIn Korii YCBOTO
Bxigui
Buximgni
Buytpimni
Yceporo
[Tocana kepiBHHKA CITy)OU : :
I[iJ'IOBOI[CTBa (i rmmc) Bracue iM’st HPI3BI/I]_HE

20 poky

®dopmar A4 (210 x 297).

*V pasi moTpedu 3BiT MOXe JOITOBHIOBATHCS TOIaTKOBUMU Tpadamu.

{Hooamox 3 i3 3minamu, enecenumu 32i0no 3 Haxkazom Minicmepcmea rocmuyii Ne 1581/5 6io
21.04.2022}


https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

Honarok 4

no [paBwi opranizaitii A1JIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, opraHax MiCIIEBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx

(myskT 3 rmaBu 3 po3ainy III)

IMPUMIPHUM NTEPEJIK
JOKYMEHTIB, 1110 He MiIJIAralTh peecTpaii cJ1y:k0010 al10BOACTBA™

[S—

. I'padiku, Hapsiu, 3asiBKH, PO3HAPSIIKH.

. 3BefieHH Ta iHdopMallis, HaaicTIaHi 10 BiAoMa.

. HaBuanbHi manu, mporpamu (korii).

. Pexnamu1 moBiIOMIICHHSI, TUTAKaTH, POTPaMU Hapa, KOH(PEPEHIi# TOoIIO.
. [IpetickypanTn (Kormif).

. Hopmu BuTpatu marepiasis.

. BiTanpHi mucTH 1 3anpoIeHHs.

. Bunanns (kHury, )xypHaiu, OroJeTeHi).

O 00 3 N W KA~ W

. Haykogi 3BiTH 3a TeMamu.
10. MicsiuHi, KBapTalbHi, MIBPiYHI 3BITH.
11. ®opMu cTaTUCTUYHOT 3BITHOCTI.
12. lorosopu.
®opmart A4 (210 x 297).
* JlokyMeHTH, 3a3Ha4eHi y myHKTax 1, 3, 8-12, miamsararoTs crienialbHOMY O0JIIKY YV BiAMTOBIIHUX CTPYKTYPHUX
MiApO3aiiax YCTaHOBH (OyXranrepii, Biaaim kaapis, 0i0mioTeni, BiAaiI HayKOBO-TeXHIYHOI iH(opMaIIii).

{Hooamox 4 i3 sminamu, eHecenumu 32i0no 3 Hakazom Minicmepcmea rocmuyii Ne 1927/5 6io

19.05.2023}


https://zakon.rada.gov.ua/laws/show/z0845-23#n27
https://zakon.rada.gov.ua/laws/show/z0845-23#n27

JlomaTok 5

no [paBwi opranizaitii A1JIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, opraHax MiCIIEBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx

(myskT 7 rnaBu 3 po3ainy III)

KYPHAJI
peecTpauii BXiTHUX JOKYMEHTIB*
[Mata Kopecnonnenr, | Koporkuii Pezomomnis, [Mignuc BinmiTka
HAIXOHKEHHS | Jara Ta 1HIEKC 3MICT BIITOBiJAIbHUN | 0COOH, KA po
Ta iHACKC 0JICp>)KaHOTO BUKOHABEIIb oTpuMasa | BHKOHAHHS
JOKyMEHTa JOKyMEHTa JOKYMEHT | JOKyMEHTa
1 2 3 4 5 6
®opmar A4 (210 x 297).

*VY pasi noTpedu KypHaI MOXKE TOMOBHIOBATHCS J0AATKOBUMH Ipadhamu.




Homatok 6

no [paBwi opranizaitii A1JIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, opraHax MiCIIEBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx

(myskT 7 rnaBu 3 po3ainy III)

KYPHAJI
peecTpanii BUXiTHUX TOKYMEHTIB*

[ara ta Kopecnonaenr Kopotkwuii 3mict | [Ipi3Buina, iHiniaau [Tpumitka
1HIEKC oco0wu, sgKa
JIOKyMEHTA mignucana

JOKyMEHT, Ta
BUKOHABIIS
JTOKyMEHTa
1 2 3 4 5
®opmar A4 (210 x 297).

*VY pasi noTpedu KypHaI MOXKE TOTOBHIOBATHCS J0AATKOBUMH Ipadamu.




JomaTtok 7

no [paBwi opranizaitii A1JIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, opraHax MiCIIEBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx

(myskT 7 rnaBu 3 po3ainy III)

KYPHAJ
peecTpanii BHyTPilIHiX TOKYMEHTIiB*
Hara ta ingekc | Kopotkuii 3MicT Pe3omronis abo [Migmuc ocobu, | BimmiTka npo
JTOKyMEHTa BIATIOBITAJTEHUH SKa OTpUMaja | BHKOHAHHSI
BUKOHABEIb JTOKYMEHT, 1aTa| JIOKyMEeHTa
OTPUMAaHHS
1 2 3 4 5
®opmar A4 (210 x 297).

*VY pasi noTpedu KypHaI MOXKE TOMOBHIOBATHCS J0AATKOBUMH Ipadhamu.




Jonatok 8

no [paBwi opranizaitii A1JIOBOICTBA

Ta apXiBHOTO 30epiraHHs TOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, opraHax MiCIIEBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx

(myskT 10 riaBu 3 posainy 1)

PEECTPAIIMHO-MOHITOPUHIOBA KAPTKA

{Hooamox 8 i3 sminamu, enecenumu 32i0no 3 Haxkazom Minicmepcmea rocmuyii Ne 1581/5 6io
21.04.2022}


https://zakon.rada.gov.ua/laws/file/text/98/f444653n1997.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

Homatok 9

no [paBwi opranizaitii A1JIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, opraHax MiCIIEBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx

(myskT 10 riaBu 3 posainy 1)

MOPSIIOK

3alI0BHEHHSI PEKBI3UTIB peecTpaliiiHO-KOHTPOJIbHOI KAPTKH

Peksizutu [TosicHEHHS 10 3alIOBHEHHS
Ha3sa Buny 3anoBHIOETHCS BIJIOBIAHO /10 Ha3BU JOKYMEHTA, 110 peecTpyeThes. [1in
JIOKyMEHTa qac peecTpariii JIMCTiB rpada He 3aMOBHIOETHCS
ABTOp [Tin gac peectparii JOKyMEHTa, 110 HAIIAIIOB, 3a3HAYAETHCS
(KOpEeCTIOHIEHT) HalilMEHYBaHHS YCTaHOBHU (0coOM) - aBTOpa AokymeHTa. [1ix uac

peecTparii JOKyMeHTa, [0 HaJICUIIAEThCS, 3a3HAYAETHCS HAalIMEHYBaHHS
yCTaHOBHU (0c00M) - KopecroHeHTa. Jl0MyCKaeThCs 3aCTOCYBaHHS
CKOPOYEHOI'0 HallMEHYBaHHS yCTAaHOBU

Jara nokymeHnTa

[laTa, 110 mpocTaBIs€ETbCS HAa JOKYMEHTI YCTaHOBOIO-aBTOPOM,
MEPEHOCUTHCS HA PEECTPALiiHO-MOHITOPUHTOBY KapTKy (Jai - KapTKa) 3
BUKOPHUCTAHHAM LU(P Yy Takii MOCIIJOBHOCTI: YHUCIIO, MICALb, PIK (YUCIIO
1 MiCsI1Ib 3a3Ha4YalOThCA ABOMA MapaMu apadChbKUX LUPP, piK - HOTUPMA
apaOcbkuMH Ludpamn)

Innexc nokymenTa

[Hnexc, MpUCBOEHUH TOKYMEHTY YCTaHOBOIO-aBTOPOM, IEPEHOCUTHCS Ha
KapTKy 3 JIOKYMEHTa, [0 HAAIMIIOB 200 HAJICUITAETHCS

JlaTa HaIXOKEHHS

JIaTa HaaAXO/PKCHHA JOKYMEHTA 10 YCTAHOBHU IIEPEHOCUTHCA HA KaApTKY 3
peecTpariitHoro mramrma

Ianexc

[HIeKC, TPUCBOEHUH BX1THOMY JJOKYMEHTY YCTaHOBOIO-0JICPIKyBadeM,
MEPEHOCUTHCSI TTiJ] Yac peecTpallii HaIXOKEHHSI Ha KapTKYy 3
peectpariitHoro mramma. [Ticis BAKOHAHHS TOKyMEHTa 1HICKC
JIOTTIOBHIOETHCSI HOMEPOM CITPAaBH 32 HOMEHKJIATYPOIO CIIPaB a00 1HIIUMHU
1HIeKCaMU




3aronoBok [TepeHocuThCs 3aro10BOK, CHOPMYIIbOBAHUHN Ha TOKYMEHTI. Y pasi

JIOKyMeHTa abo BiJICYTHOCTI 3ar0JIOBKa Ha JJOKYMEHTI BiH ()OPMYJIFOETHCS BiIITOBIAHO 0
KOPOTKHI 3MiCT PaBUIT
Pezomtorris [TepeHocuThCS Ha KAPTKY 3 JOKYMEHTA OCHOBHUI 3MICT IOPYYEHHS,

MIPI3BHIIE aBTOpPA 1 AaTa pe30ronii

Biamnosigansauin [Ipi3Buie, iHiIiaIKM BiAMOBIAAIBHOTO BUKOHABIIS IEPEHOCATHCS 3
BHUKOHABCIIb pe30ITIoIIii, y pasi moTpedu 3a3Ha4aeThess HoMep Tenedony

Crtpoku BukoHaHHS  ([IpOCTaBIAIOTHCS YUCIIO, MICALb, PIK (YMCIIO 1 MICAIh 3a3HAYAIOTHCS
BOMa Iapamu apaOChKux HUdp, pik - YOTUPMA apaOCHKUMH LUPPAMN).
[Tix gac peectpariii iHIIATUBHOTO JOKYMEHTA, 110 HAJICUJIAETHCS,
MIPOCTABIISIETHCS OUiIKYBaHA JaTa HAIXOHKCHHS BiIMOBIIL

ITo3nauka npo KopoTkuii 3anuc Toro, ik BUPILIEHO NUTaHHS 110 CyTI, a0 /1aTa Ta 1HJIeKC
BUKOHAHHS TOKYMEHTa-BiIOB1/i

{Hooamox 9 i3 sminamu, enecenumu 32i0no 3 Haxkazom Minicmepcmea rocmuyii Ne 1581/5 6io
21.04.2022}


https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

Homarok 10

no [paBwi opranizaitii A1JIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, opraHax MiCIIEBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx

(myskT 12 rnaBu 1 pozainy IV)

HOMEHKJIATYPA CIIPAB

{looamox 10 i3 3minamu, enecenumu 32iono 3 Haxazamu Minicmepcmea ocmuyii Ne 2277/5

6i0 04.07.2018, Ne 1581/5 6io 21.04.2022}

Honarok 11

no [IpaBun opranizaiiii AiJI0BOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y Iep’)KaBHHUX OpTaHax, opraHax MiCIIEBOTO
CaMOBPSITyBaHHS, HA MIANPHUEMCTBAX,

B YCTAQHOBAX 1 OpraHizauisax

(myskT 12 rnaBu 1 pozainy IV)

HOMEHKJIATYPA CIIPAB

{Hooamox 11 i3 3minamu, énecenumu 32i0no 3 Haxazom Minicmepcmea rocmuyii Ne 1581/5

6i0 21.04.2022}

HonaTtox 12

no [IpaBun opranizaiiii AiJI0BOICTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JIep’)KaBHUX OpTraHax, opraHax MiCIEBOTO
CaMOBpSITyBaHHsI, HA TIAMPUEMCTBAX,

B YCTaHOBAX 1 OpraHi3aisax

(myHKT 5 TaBu 3 posniny IV,

MyHKT 3 r71aBu 6, myHKT 13 rnaBu 7
po3ainy VIII)

KAPTKA-3AMIHHUK CIITPABHU

{Hooamox 12 i3 3minamu, enecenumu 32iono 3 Haxazom Minicmepcmea ocmuyii Ne 1581/5

6i0 21.04.2022;

Honatoxk 13

1o IIpaBwt opranizariii 1ij10BOICTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y Iep>KaBHUX OpraHax, OpraHax MiCIIeBOTO


https://zakon.rada.gov.ua/laws/file/text/98/f444653n1998.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/99/f444653n1999.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/99/f444653n2000.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

CaMOBPsIIyBaHHS, Ha MiANPUEMCTBAX,
B YCTaHOBAX 1 OpraHizalisx
(myHKT 9 Ti1aBu 2 po3zainy V)

AKT
MPO HeCTavyy CNpaB (JOKYMEHTIB) Y CTPYKTYPHHUX MiApo3aij1ax

{Hooamox 13 i3 sminamu, enecenumu 32iono 3 Haxazamu Minicmepcmea ocmuyii Ne 2277/5
6i0 04.07.2018, Ne 1581/5 6io 21.04.2022}

Honarok 14

no [paBwun opranizaiiii AiJIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, opraHax MiCIIEBOTO
CaMOBPSITyBaHHS, HA MiANPUEMCTBAX,

B YCTAHOBAX 1 OpraHi3amisax

(myHKT 15 TnaBu 2 posainy V)

AKT
PO BUJIy4YeHHsI JOKYMeHTIB 3 HanioHaibHOro apxiBHOro (pouay

{looamox 14 i3 3minamu, enecenumu 32iono 3 Haxazamu Minicmepcmea ocmuyii Ne 2277/5
6i0 04.07.2018, Ne 1581/5 6io 21.04.2022}

Honartok 15

no [paBun opranizaiiii AiJI0BOICTBA

Ta apX1BHOr0 30€epiraHHs JOKyMEHTIB

y JIep’)KaBHHUX OpTaHax, opraHax MiCIIEBOTO
CaMOBpSITyBaHHsI, HA MAMPUEMCTBAX,

B YCTaHOBAX 1 OpraHizaiisx

(myskT 1 rmaBu 3 po3ainy V)

AKT
PO BIJIYYEHHS 1JIA 3HUILCHHA JOKYMEHTIB, He BHECEHHX 10
HaunioHaiabHOro apxiBHOro (poHay

{Jooamox 15 i3 3sminamu, enecenumu 32iono 3 Haxazamu Minicmepcmea ocmuyii Ne 2277/5
610 04.07.2018, Ne 1581/5 6io 21.04.2022}

Honarok 16

no [IpaBun opranizaiiii AiJI0BOICTBA

Ta apX1BHOTO 30epiraHHs TOKYMEHTIB

y Iep’)KaBHUX OpTaHax, opraHax MiCIIEBOTO
CaMOBpSITyBaHHsI, HA MANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizamisix

(myHKT 6 rnaBu 2 po3ainy VI)


https://zakon.rada.gov.ua/laws/file/text/100/f444653n2001.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2002.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2003.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

BHYTPIIIHIN OIMUC
JOKYMEHTIB CIIPABH

{Hooamox 16 i3 3minamu, enecenumu 32i0no 3 Haxazom Minicmepcmea ocmuyii Ne 1581/5
6i0 21.04.2022}

Honatoxk 17

no [paswun opranizaiii AiJIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JepKaBHHUX OpraHax, OpraHax MiCLIeBOTO
CaMOBPSITyBaHHs, HA MiANPUEMCTBAX,

B YCTAHOBAX 1 OpraHi3amisax

(myHkT 7 rnaBu 2 po3ainy VI,

NyHKT 4 rnasu 5 po3ainy VII,

yHKT 4 tnaBu 8§ posaury VII)

3ACBIJJYYBAJIbHUI HAIIUC CIIPABU

{/looamox 17 i3 3minamu, enecenumu 32i0no 3 Haxazom Minicmepcmea rocmuyii Ne 1581/5
6i0 21.04.2022)

Honatok 18

no [paBun opranizaiiii AiJI0BOICTBA

Ta apX1BHOTO 30epiraHHs JOKYMEHTIB

y JIep’)KaBHUX OpTraHax, opraHax MiCIEBOTO
CaMOBpSITyBaHHsI, HA TIAMPUEMCTBAX,

B YCTaHOBAX 1 OpraHizamisx

(myskT 9 rnaBu 2 po3ainy VI)

CIIPABA

Honatox 19

1o IIpaBwt opranizariii 1i710BOICTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JepKaBHHUX OpraHax, OpraHax MiCIIeBOTO
CaMOBPsIIyBaHHS, Ha MiANPHUEMCTBAX,

B YCTaHOBAX 1 OpraHizauisx

(mynkT 3 riasu 3 posainy VI)

OIumcC

{Hooamox 19 i3 3minamu, enecenumu 32i0no 3 Haxazom Minicmepcmea ocmuyii Ne 1581/5
6i0 21.04.2022}

Homaroxk 20
no [paBwi opranizarii AJIOBOICTBA


https://zakon.rada.gov.ua/laws/file/text/100/f444653n2006.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2009.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/35/f444653n1614.doc
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2012.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

Ta apXiBHOTO 30€piraHHs TOKYMEHTIB

y JepKaBHHUX OpraHax, OpraHax MiCIIeBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizalisx

(myskT 1 rmaBu 2 po3ainy VII)

OInucC
CIIPaB MOCTIHHOTO 30epiranHs

{Hooamox 20 i3 sminamu, enecenumu 32iono 3 Haxazamu Minicmepcmea ocmuyii Ne 2277/5
6i0 04.07.2018, Ne 1581/5 6io 21.04.2022}

Honatok 21

no [paBwun opranizaiiii AiJIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpTaHax, opraHax MiCI[EBOTO
CaMOBPSITyBaHHS, HA MiANPHUEMCTBAX,

B YCTAHOBAX 1 OpraHi3amisax

(myskT 1 rmaBu 3 po3ainy VII)

OI1cC
cnpas TpuBaJoro (mouax 10 pokis) 30epiranus

{looamox 21 i3 3minamu, enecenumu 32iono 3 Haxazamu Minicmepcmea rocmuyii Ne 2277/5
6i0 04.07.2018, Ne 1581/5 6io 21.04.2022}

Jonarok 22

no IpaBun opranizaiiii AiJI0BOICTBA

Ta apX1BHOTO 30€epiraHHs TOKYMEHTIB

y JIep’)KaBHHUX OpTaHax, opraHax MiCIIEBOTO
CaMOBpSITyBaHHsI, HA MAMPUEMCTBAX,

B YCTaHOBAX 1 OpraHizaiisx

(mynkt 1 rnasu 4 pozauty VII)

Oonuc
CIIPaB 3 KaJAPOBUX NMTaHb (0CO00BOr0 CKJIAAY)

{/looamox 22 ¢ peoaxyii Haxazy Minicmepcmea rocmuyii Ne 2277/5 eio 04.07.2018, i3
3minamu, enecenumu 32iono 3 Haxasom Minicmepcmea rocmuyii Ne 1581/5 6io 21.04.2022}

Honatox 23

no [IpaBun opranizaiiii AiJI0BOICTBA

Ta apX1BHOTO 30epiraHHs JOKyMEHTIB

y JIep’)KaBHHUX OpTaHax, opraHax MiCIIEBOTO
CaMOBpSITyBaHHSI, HA MIAMPUEMCTBAX,


https://zakon.rada.gov.ua/laws/file/text/100/f444653n2013.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2014.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2015.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n98
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

B yCTaHOBAX 1 OpraHi3alisax
(myHKT 5 raBu 8 posniny VII)

OII1C


https://zakon.rada.gov.ua/laws/file/text/41/f444653n1654.doc

Honmarok 24
no [paBwi opranizaitii A1JIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, opraHax MiCIIEBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx
(myskT 2 rmau 3 po3ainy VIII)

HaitmeHnyBaHHs1 ycTaHOBH

KYPHAJI

peecTpaii crnocTepekeHb 3a CTAHOM TeMIIEPATYPHO-BOJIOTICHOTO
pexuMy 30epiraHHs apXiBHUX JOKYMEHTIB

MHara 3anucy KnimaTuyni napaMeTpy noBiTpst [Mixmmc [Mpumitkn
KepiBHUKA
. . . . apxiBy (ocobu,
30BHIIITHE MOBITPS HOBITPS Y CXOBHIII -
3a apxiB)
TeMIieparypa, BiIHOCHA TeMIieparypa, BiIHOCHA
°C BOJIOTICTB, % °C BOJIOTICTB, %
1 2 3 4 5 6 7

®opmar A4 (210 x 297).




Honatok 25

no [paBwi opranizaitii A1JIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JepKaBHHUX OpraHax, OpraHax MiCLIEBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx

(myskT 11 rnaBu 6 poszairy VIII)

HaitmeHnyBaHHs1 ycTaHOBH

KAPTKA

MOCTEJIAKHOT0 TONOrpa(ivHOr0 MOKAKINKA

Kimuara

ApXiBOCXOBHIIE

Crenax (mada) No
Ne monui Ne pongay | Ne omucy | CrpaBu (0. 36.) 3 Ne [Tpumitku
1o Ne
1 2 3 4 5
(7mMpoBUi OIK)
1 2 3 4 5

(3BOpOTHMI OIK)

®opmar A6 (148 x 105).




Jomatok 26
no [paBwi opranizaitii A1JIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, opraHax MiCIIEBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx

(myskT 11 rnaBu 6 poszairy VIII)

HaitmeHnyBaHHs1 ycTaHOBH

KAPTKA
1no¢GoHIA0BOr0 TONOrpadiyHOro NOKaKIYMKa
ApPXiBOCXOBHIIIE
Kimnuara
®onn Ne Ha3Ba
No omucy Crnpasu (ox. 36.) 3 Ne | Ne crenmaxa Ne monui [TpumiTku
o No (madun)
1 2 3 4 5
(mupoBUiL OIK)
1 2 3 4 5

(3BOpOTHMII OIK)

®opmar A5 (148 x 210).




Honatok 27

no [paBwi opranizaitii A1JIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, opraHax MiCIIEBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx

(myskT 5 rmaBu 7 po3ainy VIII)

3AMOBJIEHHS
HAa BUABAHHSA CNIPAB Y YNTAJbHMH 32J1 (P000Yi KiMHATH)

JonaTtoxk 28

no [IpaBun opranizaiiii AiJI0BOICTBA

Ta apX1BHOTO 30epiraHHs JOKYMEHTIB

y JIep’)KaBHUX OpTaHax, opraHax MiCIEBOTO
CaMOBpSITyBaHHSI, HA TAMPUEMCTBAX,

B YCTaHOBAX 1 OpraHi3alisax

(myHkT 6 rnaBu 7 po3auty VIII)

3ASBA

{Hooamox 28 i3 sminamu, enecenumu 32iono 3 Haxazom Minicmepcmea rocmuyii Ne 1581/5
6i0 21.04.2022}

Honatox 29

1o IIpaBwit opranizariii 1ij0BOICTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y IepXKaBHHUX OpraHax, OpraHax MiClleBOTO
CaMOBpsITyBaHHsI, HA MAMPUEMCTBAX,

B yCTaHOBAX 1 OpraHi3allisax

(mynkT 7 rnasu 7 posniny VIII)

AKT
PO BHAABaHHA CIPAB Y THMYAaCOB€ KOPHUCTYBAaHHA

{Hooamox 29 i3 sminamu, enecenumu 32i0no 3 Haxazamu Minicmepcmea tocmuyii Ne 2277/5
6i0 04.07.2018, Ne 1581/5 6io 21.04.2022}


https://zakon.rada.gov.ua/laws/file/text/41/f444653n1655.doc
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2018.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2019.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

Homaroxk 30

no [paBwi opranizaitii A1JIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, opraHax MiCIIEBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx

(myskT 11 rnaBu 7 poszainy VIII)

HaitmeHnyBaHHs1 ycTaHOBH

APKYII

KOPHCTYBAHHS apXiBHUMH I0KYMEHTAMHU
donm Ne Ormuc Ne Cnpasa Ne
3aroJioBOK CIpaBu

[Hara [Ipi3Buie, Xapakrep Howmepu apkymis, [ignuc
KOpPHUCTYBaHHS | iHiIianu (iHiIian | KOpPHCTYyBaHHS | 3 SIKUX 3pOOJIEHO | KOpPHUCTyBaua

CITPaBOIO iMeHi) (KoTirOBaHHS, KOITii, BUTSITU

KOpUCTYBaya | Meperyisij, BUTATU TOILO

TOIIO)
1 2 3 4 5

®opmat A4 (210 x 297).




Homatok 31

no [paBwi opranizaitii A1JIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, opraHax MiCIIEBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx

(myskT 12 rnaBu 7 posainy VIII)

KHUT' A
BU/IABAHHSI CIIPAaB 3 apXiBOCXOBHIIA

{Hooamox 31 i3 3minamu, enecenumu 32i0no 3 Haxazom Minicmepcmea ocmuyii Ne 1581/5
6i0 21.04.2022}

Honatok 32

no [paBwun opranizaiiii AiJIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpTaHax, opraHax MiCI[EBOTO
CaMOBPSITyBaHHS, HA MiANPUEMCTBAX,

B YCTAHOBAX 1 OpraHi3amisax

(mynkT 10 rnaBu 8 pozairy VIII)

APKYUI NEPEBIPSAHHA
HASIBHOCTi Ta CTaHy JOKYMEHTIB

{Jlooamox 32 i3 sminamu, éHecenumu 32i0Ho 3 Hakaszom Minicmepcmea rocmuyii Ne 1581/5
6i0 21.04.2022}

Honartok 33

no [IpaBun opranizaiiii AiJI0BOICTBA

Ta apX1BHOTO 30epiraHHs TOKyMEHTIB

y JIep’)KaBHHUX OpTaHax, opraHax MiCIIEBOTO
CaMOBpSITyBaHHsI, HA TAMPUEMCTBAX,

B YCTaHOBAX 1 OpraHizamisx

(mynkt 10 rnaBu 8 po3airy VIII)

AKT
MPO NepeBipAHHA HASIBHOCTI Ta CTaHY CIPaB (IOKYMEHTIB)

{Jlooamox 33 i3 3minamu, enecenumu 32iono 3 Haxazamu Minicmepcmea rocmuyii Ne 2277/5

6i0 04.07.2018, Ne 1581/5 6io 21.04.2022}

Honatox 34
1o IIpaBwt opraHizartii 1ij0BOJICTBA


https://zakon.rada.gov.ua/laws/file/text/100/f444653n2022.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2025.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2026.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

Ta apXiBHOTO 30€piraHHs TOKYMEHTIB

y JepKaBHHUX OpraHax, OpraHax MiCIIeBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizalisx

(myskT 15 rnaBu 8 pozainy VIII)

AKT
MPO HEBUIIPABHI MOIIKOIKEHHS CNIPaB (I0KYMEHTIB)

{Hooamox 34 i3 sminamu, enecenumu 32iono 3 Haxazamu Minicmepcmea ocmuyii Ne 2277/5
6i0 04.07.2018, Ne 1581/5 6io 21.04.2022}

Honartok 35

no [paBwun opranizaiiii AiJIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpTaHax, opraHax MiCI[EBOTO
CaMOBPSITyBaHHS, HA MiANPHUEMCTBAX,

B YCTAHOBAX 1 OpraHi3amisax

(myskT 18 rnaBu 8 pozainy VIII)

KAPTKA
00J1iKy HEBUAIBJICHOI CIIPABH

Honatox 36

1o IIpaBwit opraHizariii 1ij10BOJICTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y IepXKaBHHUX OpraHax, OpraHax MiCIleBOTO
CaMOBpsITyBaHHsI, HA TAMPUEMCTBAX,

B yCTaHOBAX 1 OpraHi3allisax

(mynxkT 19 rnaBu 8 po3ainy VII)

AKT
NP0 HEeBUSIBJICHHS CIIPaB (IOKYMEHTIB), IVIAXH PO3IIYKY SIKHX
BHYEPIIAHO

{Hooamox 36 i3 sminamu, enecenumu 32i0no 3 Haxazamu Minicmepcmea tocmuyii Ne 2277/5

6i0 04.07.2018, Ne 1581/5 6io 21.04.2022}

Honatox 37

1o IIpaBwt opraHizartii aij10BOICTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y IepXKaBHHUX OpraHax, OpraHax MiCIeBOTO
CaMOBpSITyBaHHSI, HA TAMPUEMCTBAX,

B yCTaHOBAX 1 OpraHi3alisax

(mynkT 1 rnaBu 4 posniny X)


https://zakon.rada.gov.ua/laws/file/text/100/f444653n2027.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/35/f444653n1627.doc
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2028.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

KHUT A
00J1iKy HAIXOXKeHHSI Ta BUOYTTH JOKYMEHTIB apXiBy

{Hooamox 37 i3 3minamu, enecenumu 32i0no 3 Haxazom Minicmepcmea ocmuyii Ne 1581/5
6i0 21.04.2022}

Honatok 38

no [paswun opranizaiii AiJIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, opraHax MiCIIEBOTO
CaMOBPSITyBaHHs, HA MiANPUEMCTBAX,

B YCTAHOBAX 1 OpraHi3amisax

(myHKT 2 r1aBu 4 po3ainy X)

CIIUCOK
¢onais apxiBy

{looamox 37 i3 sminamu, éHecenumu 32i0no 3 Haxazom Minicmepcmea rocmuyii Ne 1581/5
6i0 21.04.2022}


https://zakon.rada.gov.ua/laws/file/text/100/f444653n2031.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2034.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

Jomarok 39

no [paBwi opranizaitii A1JIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, opraHax MiCIIEBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx

(myHKT 5 Ti1aBu 4 po3ainy X)

HaitmeHnyBaHHs1 ycTaHOBH

PEECTP OIIUCIB
Pos3nouarto
3aKiH4YeHO
Ne Hanxomxenns Bubyrts
3/l
aTa ¢doHn |ommc | ToM | Ha3Ba |KpaiiHi gaTH KIJIBKICTH JaTa |mijcraBa| Kyau
3aIUCy Ne | Ne | omucy | mOKyMeHTIB 3anucy BHOYB
(Tomy) . . .
Ne | Ha3Ba CIIpaB | apKYIIIiB | IpUMipHUKIB
B OIIHCY |OTHCY (TOMY)
1 2 3 4 5 6 7 8 9 10 11 12 13 14

®opmat A4 (210 x 297).




Homaroxk 40

no [paBwi opranizaitii A1JIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, opraHax MiCIIEBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx

(myHKT 7 T1aBu 4 po3ainy X)

ITACITIOPT
apXiBHOIO MiIPO3iJy AePKABHOT0 OPraHy Ta OpPraHy MicueBoro
CaAaMOBPSIyBaHHS, IHIIOI YCTAHOBH, MiINPUEMCTBA Ta OpraHizamii

{Hooamox 40 i3 3minamu, enecenumu 32i0no 3 Haxazom Minicmepcmea rocmuyii Ne 1581/5
6i0 21.04.2022}

Honatok 41

no [paBw opranizaiiii AiJIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y Iep’)KaBHHUX OpPTaHax, opraHax MiCI[EBOTO
CaMOBPSITyBaHHS, HA MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx

(myskT 10 rnaBu 4 po3ainy X)

KHUT A
00JIiIKy HAIXOMXKEeHHS | BUOYTTS cTpaxoBoro pouay i pounay
KOPHUCTYBAHHA

{Hooamox 41 i3 3minamu, enecenumu 32i0no 3 Haxazom Minicmepcmea ocmuyii Ne 1581/5
6i0 21.04.2022}

Honatok 42

no [paBwun opranizaiiii AiJIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, opraHax MiCI[EBOTO
CaMOBpsIyBaHHs, Ha MANPUEMCTBAX,

B YCTAHOBAaX 1 OpraHi3amisax

(myskT 10 rnaBu 4 posainy X)

OIInC
CTPaxoBoro pouay

{looamox 42 i3 sminamu, enecenumu 32i0no 3 Haxazom Minicmepcmea rocmuyii Ne 1581/5
6i0 21.04.2022}


https://zakon.rada.gov.ua/laws/file/text/100/f444653n2037.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2040.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2043.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

Honatok 43

no [paBwi opranizaitii A1JIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, opraHax MiCIIEBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx

(myHKT 4 rnaBu 4 po3ainy XII)

3PA30K
[epxxaBHe NiANPHEMCTBO
«YKpHocraunpom»

APXIBHA JOBIAKA
04.04.2013 Ne 45
Ha Ne 3 Bix 28.03.2013

VY nokyMeHTax apxiBHOro (OHAY JEep>KaBHOTO MIANPUEMCTBA «YKPHIOCTAUIPOM» Yy
BIJOMOCTSIX Ha BHJauy 3apoOiTHOI IJIaTH POOITHUKAM 1 CIykOO0BIISIM 3a ciueHb - rpyaeHs 2000
poky uncnuthes BojieM [Iponin Oner [BanoBuY.

[TincraBa: ¢. 4444, om. 2, crip. 83, apk. 6-14.
Jlupexrop (Tmiamuc) JI.M. XKexepa

M.II. (3a HassBHOCT1)

®opmat A4 (210 x 297)
{Ilooamox 43 6 pedaxyii Haxazy Minicmepcmaa rocmuyii Ne 2277/5 6io 04.07.2018}


https://zakon.rada.gov.ua/laws/show/z0791-18#n99

Honmarok 44

no [paBwi opranizaitii A1JIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, opraHax MiCIIEBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx

(mysKT 5 rnaBu 4 po3ainy XII)

3PA30OK

Binkpure akuionepHe TOBAapuCTBO
«IIpomOyamann»

APXIBHA KOIIIA
08.04.2015 Ne 45

Binkpute akuionepne ToBapuctso «IIpomoyamanny

HAKA3

14.11.2010 Kuis 148-oc

3 0co00BOTO CKIIATy
[TPU3HAUYUTU:

AJIEKCE€HKO Banentnny CrenaniBHy Ha 1Mocaay HadajJbHHKA IUIAHOBOTO Biamiry 3 15
mucronana 2010 poky 3 mocagoBUM OKJIQZOM 3T1IHO 31 ITATHUM PO3IHCOM.

[TincraBu: 3asiBa Anekceenko B.C. Bix 10 nucronaga 2010 poky, pe3omtoris ['eHepanbHOTO
nupexTopa Makpinosa B.M.

I'enepanbHU JUPEKTOP B.M. MakpinoB
ITincraBa: ¢. 3333, om. 2-oc, crp. 53, apk. 45.

3T1IHO 3 OPUTIHATIOM
3aBiyBay apxiBy (Tmiammc) 10.B. Ocnau

ML.II. (3a HasiBHOCT!I)

08.04.2015
®opmat A4 (210 x 297).



{Hooamox 44 i3 sminamu, énecenumu 32iono 3 Haxazom Minicmepcmea ocmuyii Ne 2277/5

6i0 04.07.2018}


https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94

Honatok 45

no [paBwi opranizaitii A1JIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, opraHax MiCIIEBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx

(mysKT 5 rnaBu 4 po3ainy XII)

3PA30OK

IIy0JsiyHe aknioHepHe TOBAPUCTBO
«IlonTaBamBeHnmocTaY»

APXIBHUM BUTST
17.04.2015 Ne 5

IIy6aiune akuionepne ToBapuctBo «IlonTaBamBeiinocray»

HAKA3

16 xBiTHs 1993 poky M. [TonTaBa No 56- oc

3 0co60BOTO CKITATy

4. Ipuitastu Ha poOoTy KacupoM-inkacatopoM Jloponiny C.I. (Tak y tokymenTi) 3 18 KBiTHS
1993 poky 3 MiCSYHUM BHIPOOYBAJIBHHM CTPOKOM Ta 3 OIUIATOIO BIAMOBITHO JO MITATHOTO
pO3Mucy.

[TincraBu: 3asBa oponinoi C.I. Big 12 kBitHs 1993 poky, pe3omoris aupektopa CeMkiHa
B.M.

Jupektop B.M. Cewmkin
[TincraBa: ¢. 1111, om. 1-oc, coip. 13, apk. 21.

3riJIHO 3 OpUTiHAIOM

3aBigyBay apxiBy (miamnuc) C.A. Pyb6an

ML.II. (3a HasiBHOCT!)

16.04.2015
®opmat A4 (210 x 297).



{Hooamox 45 i3 sminamu, énecenumu 32iono 3 Haxazom Minicmepcmea ocmuyii Ne 2277/5

6i0 04.07.2018}


https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94

Jonmarok 46

no [paBwi opranizaitii A1JIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, opraHax MiCIIEBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx

(myHKT 2 rnaBu S po3ainy XII)

HaitmeHnyBaHHs1 ycTaHOBH

KYPHAJI
peecTpauii BIABiIyBaHb KOPUCTYBAa4YaMM YMTAJIbHOI0 3aJIy

Po3zmnouaro
3aKiHuYeHO
Ne Hara [IpizBuine, iM’4, o 6atbkoBi|  KinbkicTh [Tignuc kopucTtyBaua
3/ | BiJIBilyBaHHS BUIAHUX OZ. 30.
Ta OIIUCIB
1 2 3 4 5

®opmat A4 (210 x 297).




Honatok 47

no [paBwi opranizaitii A1JIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpPTaHax, opraHax MiCIIEBOTO
CaMOBPSITyBaHHS, Ha MiANPUEMCTBAX,

B YCTaHOBAX 1 OpraHizarisx

(myskT 1 rmaBu 1 po3ainy XIII)

IIJIAH

podoTHu apxiBy

{Hooamox 47 i3 3minamu, enecenumu 32i0no 3 Haxazom Minicmepcmea ocmuyii Ne 1581/5

6i0 21.04.2022}

Honatok 48

no [paBwun opranizaiiii AiJIOBOICTBA

Ta apXiBHOTO 30€piraHHs JOKYMEHTIB

y JIep’)KaBHHUX OpTaHax, opraHax MiCI[EBOTO
CaMOBPSITyBaHHS, HA MiANPUEMCTBAX,

B YCTAHOBAX 1 OpraHi3amisax

(myskT 2 rnaBu 3 po3ainy XIII)

KAPTKA

00.1iKky po00TH apXiBy 3 HiABIIOM4Y010 YCTAHOBOI)

Honatox 49

1o IIpaBwt opraHizariii 1ij10BOJICTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y IepKaBHHUX OpraHax, OpraHax MiCIIeBOTO
CaMOBpSITyBaHHsI, HA TAMPUEMCTBAX,

B yCTaHOBAX 1 OpraHi3aIlisax

(mynkT 1 rnaBu 2 posniny XIV)

AKT

Npo NpuiiMaHHA-NIepeIaBAHHSA JOKYMEHTIB YCTAHOBH HA MOCTiiiHe
30epiraHHs

{Hooamox 49 i3 sminamu, enecenumu 32i0no 3 Haxazamu Minicmepcmea tocmuyii Ne 2277/5

6i0 04.07.2018, Ne 1581/5 6io 21.04.2022}

Honatox 50

1o IIpaBwt opraHizariii 1ij10BOICTBA

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB

y JIep>)KaBHHUX OpPraHax, opraHax MiCIIEBOTO


https://zakon.rada.gov.ua/laws/file/text/100/f444653n2046.doc
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/show/z0446-22#n192
https://zakon.rada.gov.ua/laws/file/text/41/f444653n1669.doc
https://zakon.rada.gov.ua/laws/file/text/100/f444653n2047.doc
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0791-18#n94
https://zakon.rada.gov.ua/laws/show/z0446-22#n192

CaMOBPsIIyBaHHS, Ha MiANPUEMCTBAX,
B YCTaHOBAX 1 OpraHizalisx
(myskT 1 rmaBu 2 po3ainy XIV)

AKT
NPo NPUMaHHS-TIEPeIaBaHHS CIPAaB M Yac 3MiHM KePiBHUKA apXiBy
(ocoOm, BinmMoBiAJIbHOI 32 apXiB)

{Hooamox 50 i3 sminamu, enecenumu 32iono 3 Haxazamu Minicmepcmea ocmuyii Ne 2277/5
6i0 04.07.2018, Ne 1581/5 6io 21.04.2022}

Honatok 51

no [paswi opranizaiiii AiJIOBOICTBA
Ta apXiBHOTO 30€piraHHs JOKYMEHTIB
y Iep’)KaBHHUX OpPTraHax, OpraHax
MICIIEBOTO CAMOBPSITyBaHHS,

Ha MANPUEMCTBAX,

B yCTaHOBAX 1 OpraHi3aIlisax

(myHKT 4 r1aBu 3 posniry XV)

AKT
PO NPUIIMAHHS-TIEPeIaBAHHS CIIPaB (IOKYMEHTIB) BiJ oaHi€l
YCTAHOBH 110 iHIIOT

{Hooamox 51 6 peoaxyii Haxazy Minicmepcmea ocmuyii No 2277/5 6io 04.07.2018, i3
3miHamu, enecenumu 32i0no 3 Haxkazom Minicmepcmea ocmuyii Ne 1581/5 6io 21.04.2022)

[Tpo 3arBepmkenns [IpaBui opraHizariii 1iJI0BOJCTBA  3aKOHOAABCTBO YKPAiHH

Ta apXiBHOTO 30epiraHHs JOKYMEHTIB Y JIepKaBHUX cramom #a 15.10.2025
YUHHUHU

opraHax, OpraHax MiCII€BOIO CaMOBPsITyBaHHS, Ha
MiIPUEMCTBAX, B yCTAHOBAX 1 OpraHizamisax I” |I||IIIII||I|I”|I|I"I|II” |||
Haxkaz Minicrepcersa roctutii Ykpainu; [Ipasuna, XKyprain, 20736-15

®dopma THIIOBOTO JOKyMeHTa, 3BiT, [lepenik, Kaptka, Ilopsmoxk,

Axt, Onuc, CnpaBa, 3amoBneHHs, 3asBa, Criucok, Peectp,

[Macmoprt, JloBiaka, 3pa3ok, Butsr, ITnan Bix 18.06.2015 Ne

1000/5

Pemakuis Big 30.11.2024, migcraBa — z1643-24

Hocmiina adpeca:

https://zakon.rada.gov.ua/go/z0736-15
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