3ATBEP/’KEHO

Po3nopspkeHHst MiCBKOTO TOJIOBH
«_» 2025 poky Ne

IHCTPYKULIA
3 alitoBoacTBa B KponuBHMUBKIN MicbKill pazi
Ta 1l BAKOHABYHUX OPraHax

I'JIABA 1

IHCTPYKUIA
3 IOKYMEHTYBaHHA YNIPABJIiHCHKOI iHpopMalii B e1eKTpoHHIi ¢opmi
Ta Oprasizauii po00oTH 3 eJIeKTPOHHUMH JOKYMEHTAMH B [IiJI0BOACTBI
KponuBHMIbKOI MicbKOI paiu Ta 1l BUKOHABYHUX OPraHiB, eJIEKTPOHHOI0
MIKBiZIOMY0r0 00MiHY

1. 3arajbHi M0J0XKEeHHS

1. Us [HcTpyKIis 3 JOKyMEHTYBaHHS YIPaBIIHCHKOI 1HGOpMaIlii B €IEKTPOHHIH
dopmi Ta opraHizamii poOOTH 3 EJIECKTPOHHUMH JOKyMEHTaMU B JiJTOBOJCTBI
KponuBHuIbKOT MICBKOI pagu Ta 1l BUKOHABYMX OpPraHiB, E€JIEKTPOHHOIO
MDKBiZOMYOro oOMiHy (mami — IHcTpykiis) BianoBiaHO a0 3akoHy Ykpainu "IIpo
€JIEKTPOHHI JOKYMEHTH Ta €JEeKTPOHHHUHM JOKYMEHTOOOIr" Ta I1HIIMX aKTIB
3aKOHO/IaBCTBA BU3HAYAE:

NOPAJIOK MPOXOJHKEHHS €JeKTPOHHOIO JTIOKYMEHTa 3 MOMEHTY HOro CTBOPEHHS
ab0 ojepkaHHA 1 JO MOMEHTY BIANpaBieHHS a0o0 TMepeJaBaHHS JI0 apXiBY
BUKOHABYOI'0 KOMITETY MICBHKOI pajiu (J1aji — apXiB);

3aranpHl 3acaau (yHKIIOHYBAaHHS Ta BUKOPUCTaHHS CHUCTEMHU EJIEKTPOHHOI
B3a€MO/I1i OpraHiB MICIIEBOTO CaMOBPSIyBaHHS (J1ajli — CHCTEMa B3a€MO/Ii);

omepaTtuBHUM 1HGOPMAIIIITHII OOMIH 3 BUKOPUCTAHHSIM CITY>KOOBOT €IEKTPOHHO1
TOTIITH.

[l [HCTpyYKIIiS BCTAHOBIIIOE 3arajbHi MpaBuiIa 3/1MCHEHHS MOHITOPHHTY CTaHy
BUKOHAHHS YIPABIIHCHKUX PIIICHb.

[ [HCTpyKIIis MOIMPIOETHCS HA BC1 €IEKTPOHHI IOKYMEHTH, 110 CTBOPIOIOTHCH,
BIJIIPABJISIOTECS 200 OAEpKYyIOThCs KpONMMBHUIBKOIO MICHKOIO pajior0 Ta i
BUKOHABUYMMM OpraHaMu (J1aji — MiCbKa pajia).

Oco0yMBOCTI  opraHizailii JIUJTIOBOJACTBA 3 JIOKYMEHTaMM, 110 MICTATh
iHpopMarito 3 0OMEKEHHM JIOCTYIIOM, JUIOBOJICTBA 3a 3BEPHEHHSMH TI'POMAJsH,
3amuTaMu  Ha TyOniuHy 1HGOpMalil0 BHU3HAYAIOTHCS OKPEMUMU HOPMAaTHUBHO-
IPAaBOBUMU aKTaMH, MPU IbOMY BUMOTH 1€l [HCTPyKIIii MOMIUPIOIOTHCS Ha 3a3HAYEHI
BUJIA J1JIOBOJICTBA B YAaCTHHI 3araJlbHUX MPUHIIMIIB POOOTH 3 JOKYMEHTAMHM Ta B Tii
YaCTHHI, sIKa MPSMO HE BU3HAYE€HA OKPEMUMHU HOPMATUBHO-TTPABOBUMHU aKTaMH.

K OI'II/IBHMleKa MicbKa pa,qa
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Bumoru uiei Iacrpykuii 10 poOOTH 3 NEPBUHHO-O0IIKOBOIO, OAaHKIBCHKOIO,
(G1HAaHCOBOIO,  3BITHO-CTaTUCTUYHOIO, HAyKOBO-TEXHIYHOIO  JOKYMEHTAI[IEI0
MOIIHUPIOIOTHCS JIUILE B YACTUHI 3arajbHUX MPUHLUIIB POOOTH 3 TOKYMEHTAMHU.

BignoBimHo 10 HOBOI penakiii "YKpalHCBKOTO MpaBoOMHUCY", CXBAJICHOTO
noctanoBoro KaGinery MinicTpiB Ykpainu Big 22 TpaBus 2019 poky Ne 437, 3
METOI0 TEHJIEpHOro 30ajJaHCyBaHHS Ha3B MEBHUX Mpodeciii Ta mocan B odimiiHii
KOMYHIKaIlli peKOMEH0BAaHO B JIJOBOJICTBI 3aCTOCOBYBaTH (heMiHITHBH, TOOTO Bif
IMEHHUKIB YOJIOBIYOTO POy YTBOPIOBATH IMEHHHMKM Ha O3HA4YeHHS OCi0 >KIHOYOi
crati. TakoX BIANMOBIAHO O BHINE3raJaHOi IIOCTAHOBH PEKOMEHIOBAHO
3aCTOCOBYBAaTM HOPMHU Ta TMpaBWja HOBOI peakiii MpaBoOmucy B ycCiX cdepax
CYCIUIIBHOTO KUTTS, 30KpeMa, B O(iliifHO-A1IOBOMY CTHJII MOBJICHHS.

2. OcHoBHa (hopma IPOBAKEHHS T1JIOBOJICTBA B MICHKIN pajii € eJICKTPOHHA.

JIoKyMeHTyBaHHs yNpaBiIiHChKOI iHGopMallli B MICBKIA paal 3A1HCHIOETHCS B
€JIEKTPOHHIN (hOpMI 13 3aCTOCYBaHHSAM KBaJ1(PIKOBAHOTO €JIEKTPOHHOTO MIAMUCY a0o
YAOCKOHAJIEHOTO EJIEKTPOHHOIO IMIJNUCY, IO 0a3yeTbcsi Ha KBall(PiKOBAHOMY
cepTU(IKaTI EJEKTPOHHOTO IMIJNUCY, KBaJII(PIKOBAHOI EJIEKTPOHHOI MeYaTKu ado
YAOCKOHAJIEHOT €JEeKTPOHHOI TMe4YaTKH, 110 0a3yeTbCs Ha KBalli(piKOBaHOMY
cepTudikaTi €JIEeKTPOHHOI TIEYaTKH, KpIM BHUIIQJIKIB HASBHOCTI OOIPYHTOBAHUX
M1JICTaB IS TOKYMEHTYBaHHsI YIPaBIiHChKOI 1H(OpMaIii y manepoBiid popmi, SKUMHU
BU3HAIOTHCA:

JIOKYMEHTH, 10 MICTATh 1H(OpMAIliI0 3 0OMEXEHUM JOCTYIIOM, BUMOTa II0JI0
3aXUCTY SIKOi BCTAHOBJIEHA 3aKOHOM,;

€JICKTPOHHI IOKYMEHTH, 110 HE MOXYTh OYTH 3aCTOCOBAHI SIK OpUTIHAJ 3T1THO 3
BUMOTaMU 3aKOHY;

JOKYMEHTH, BUMOTA 11100 OMPAIIOBAHHA AKUX y MarnepoBiii ¢opMi BCTaHOBIICHA
akramu KaGinety MinicTpiB YKpaiHu.

3. 3aranpHI 3acajid JOKyYMEHTYBaHHs yIPABIIHCHKOI 1H(OpMaIii Ta 0COOIMBOCTI
BEJICHHS JIIJIOBOJICTBA y ManepoBiil (opMi BU3HAUAIOTHCS [HCTPYKIII€O 3 1JI0BOJICTBA
y KponuBHuIbKIA MICBKIH pail Ta 1i BUKOHABYMX opraHax (mam — I[HcTpykmis 3
JIJIOBOJICTBA).

JlinoBoACTBO 'y mamepoBiii ¢GopMi JOMYCKAeTbCS JIMIIE I JOKYMEHTIB,
BU3HAYEHUX ITYHKTOM 2 11i€i [HCTpyKIIii.

4. JIo eneKTpOHHHUX JOKYMEHTIB, MiAMUCaHuX (ITOTO/KEHHUX) 13 3aCTOCYBaHHSIM
KBaTI()IKOBAHOTO EJICKTPOHHOTO TIANUCY a00 YJOCKOHAJIEHOT'O €JIEKTPOHHOTO
nianucy, mo 0a3yeTbes Ha KBaliiKOBaHOMY cepTH(DIKATI €IeKTPOHHOTO IMIJIHUCY,
a00 3acBITYEHUX KBai(hIKOBAHOI EJEKTPOHHOI0 IEYAaTKOK YU YJOCKOHAJICHOIO
CJICKTPOHHOIO TedYaTKor, Mo 0Oa3yeTbcss Ha KBajidikoBaHOMY cepTudikari
CJICKTPOHHOT MeYaTKW, BUMAaraTtu BIATBOPEHHS Bi3yaJlbHOTO MiAMUCY ab0 BiIOUTKA
MEYaTKH HE3AJICKHO BiJ 0COOIMBOCTEN 0(OPMIICHHS TOKYMEHTIB HE JOMMYCKAETHCS.

5. IlpoxomKkeHHa B IIOBOACTBI MICHKOI pajy OAHOTO 1 TOTO X JOKYMEHTa B
eJIEKTPOHHIN Ta manepoBiii GopMi HE TOMYCKAETHCA.

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
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6. ¥V it [HCTpyK1ii TEpMiIHM BXKUBAIOTHCS Y TAKOMY 3HAYEHHI:

1) enekTpoHHMI ayJ10Bi3yalbHUNU JOKYMEHT — €JIEKTPOHHUU TOKYMEHT, 3MICT
SIKOTO TIPEACTAaBICHO Yy BUIVISIAL BiAeopsay, 300pakeHHs 1/a00 3amucy 3BYyKy, s
¢dikcyBaHHs 1/a00 BIATBOPEHHS SIKUX 3aCTOCOBYIOTH BIAMOBIJHY anaparypy, Ha sIKUn
HaKJIaJICHO KBaTi(hiKOBAaHUM €JIEKTPOHHUM MIANNUC a00 yIOCKOHAICHUHN €JIeKTPOHHUI
mianuc, o 6a3yeThes Ha KBallipikoBaHOMY cepTHdIKaTI €JIEKTPOHHOTO ITiAMKCY;

2) 6maHK ~ €JNeKTPOHHOTO  JIOKyMeHTa  (OnmaHK) — yHiikoBaHna  ¢dopma
€JICKTPOHHOTO JIOKYMEHTa MIChKO1 paju abo ii BAKOHABYOTO OpraHy 3 BiJIMTOBITHUMU
PEKBI3UTAMHM Ta MOJISIMH MOCTIHHOI 1 3MIHHOT 1H(pOpMAITii;

3) Bi3yaui3ailis — mpoIriec BIATBOPEHHS JaHUX y GOpMi, MO € CIPUHHATHOIO
JTIOAUHOIO;

4) BUTAT — KOMISl YaCTUHHU TEKCTY OpUTIHAIY E€JIEKTPOHHOI'O JOKYMEHTa, KU
MICTUTh MEBHHUM 00cCAT 1H(pOpMaIlii, BIANOBIAHICT, OPUTIHATY Ta IMPaBOBUM CTaTyC
SAKOI 3aCBITYEHO E€JEKTPOHHOK IME€YaTKOK, IO 0a3yeThCcsi Ha KBali(piKOBAHOMY
ceptudikari €JIeKTPOHHOI NeYaTKH, a00 €NEeKTPOHHUM MIAMUCOM, 110 0a3yeThCcs Ha
KBaJII(pIKOBAHOMY cepTU(]IKaTI €JIEeKTPOHHOIO IMIJIMUCY, OCOOH, SKOIO 3pOOJIEHO
TaKUU BUTAT;

5) Bi3yBaHHSI TPOEKTY EJEKTPOHHOI'O JOKyMEHTa (Bi3yBaHHsS) — HaKJaJaHHS
MOCaJI0BOI0 0CO0010 KBaII(hiKOBAHOTO EJIICKTPOHHOTO MIAMKCY a00 YJIOCKOHAJICHOTO
CJIEKTPOHHOTO MiAMMCY, 1Mo Oa3yeThcs Ha KBadidikoBaHOMY cepTudikarti
€JIEKTPOHHOI'O TMIANKUCY, HA MPOEKT EJIEKTPOHHOI'O JOKYMEHTa Ul 3acBlIYEHHS
(hakTy OTOKEHHS IIEF0 0COOO0I0 3aBI30BAHOTO MTPOEKTY JTOKYMEHTA;

6) €EKTPOHHUIA  JOKYMEHTOOOIT  MICBhKOi  paaum — o0ir  (IMMPOXOIKECHHS)
CIIy’k00BUX €NIEKTPOHHUX JOKYMEHTIB 3 MOMEHTY iX CTBOpPEHHs a00 oJiep>KaHHS J0
3aBEpIICHHSI BUKOHAHHSI, BIJIIPaBIICHHSI, 3HUILEHHS a00 MepeaBaHHs 10 apXiBY;

7) e1eKTpPOHHA  KOMisl  €JIEKTPOHHOTO  JOKYMEHTA — Bi3yaJlbHE  IOJaHHS
€JIEKTPOHHOTO JOKYMEHTa B €JIEKTPOHHIN (popMmi 0e3 KBali(PiKOBAaHUX EJIEKTPOHHHUX
HOiAnUciB abo  yJAOCKOHAJICHUX EJeKTPOHHMX IIJMNKUCIB, 10 0a3yloThCsd Ha
KBaJII(pIKOBAHOMY CEPTHU(IKATI €JIEKTPOHHOTO MIJNUCY, IKUMH Horo Oyso 3aBi30BaHO
Ta/abo0 MiANMCAaHO, BIAMOBIAHICT, Ta TMPABOBUM CTAaTyCc SKOi 3aCBIIUYEHO
KBaII(PIKOBAHOIO EJEKTPOHHOI0 TEYaTKO ab0 YJOCKOHAJIEHOK EJIEKTPOHHOIO
NeYaTKolo, 1mo 0a3yeTbcs Ha KBali(iKOBAaHOMY cepTHU(DIKATI €JIEKTPOHHOI MEeYaTKH,
yCTaHOBH;

8) eJIeKTpOHHA KOsl OpUTIHATY TMamnepoBOro JokymeHTa (doTokormis) —
Bi3yaJlbHE TMOJaHHS TMallepOBOTO JOKyMEHTa B EJIEKTPOHHINA (opmi, oTpumane
IUIXOM CKaHyBaHHA ((oTorpadyBaHHs) ManepoBOrO JOKYMEHTA, BiIINOBIIHICTH
OpHUTIHAy Ta MPABOBHI CTATYC SKOTO 3aCBIYEHO KBaIi(DIKOBAHOIO EIEKTPOHHOIO
neJaTtkoro abo  yAOCKOHAJICHOI EJIEKTPOHHOIO TMEeYaTKowo, Io 0a3yeTbcs Ha
KBaJI1(PIKOBAHOMY CEpTUPIKATI ETEKTPOHHOI I€YaTKH, YCTAHOBH;

9) eneKTpOHHMI BHYTPIIIHIN ONUC JOKYMEHTIB CIIPaBU — OKpEMHUU OOJIKOBHIA
CJICKTPOHHUN JOKYMEHT, [0 MICTUTh TMEPEiK 3arojoBKIB 10 TEKCTIB €JICKTPOHHUX
JOKYMEHTIB CHpaBM 13 3a3HAYEHHSAM MOPSJKOBUX HOMEPIB JIOKYMEHTIB, IX
peecTpalifHuX 1HJEKCIB, JaT, KIJIbKOCTI CTOPIHOK Ta HaliMeHyBaHHS (aiiB
BIJIMOBIAHUX €JICKTPOHHUX JIOKYMEHTIB;

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
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10) e1eKTPOHHUN  KypHalI — OKPEMHH  PEECTp  CHUCTEMHU  E€JIEKTPOHHOIO
JOKYMEHTOOOITY MICBKOT pajid, 0 MICTUTh 3aIlIMCU PO 3apPEECTPOBAHI JOKYMEHTH,
00’eHaH1 32 IEBHOIO 03HAKOIO 200 IPYIOI0 O3HAK;

11) enekTpoHHa  PE30MdIONIA — PEKBI3UT, SKUM  CTBOPEHHH Yy  CHUCTEMI
€JIEKTPOHHOTO JOKYMEHTOOOITY MICHKOI paju Ta sIKUi BHOCUTBCS JI0 peecTpaliiiHo-
MOHITOPUHIOBOI KapTKU €IEKTPOHHOTO JOKYMEHTA 1 HEPO3PUBHO MOB'sI3aHUM 13 HEIO.
EnexTpoHHa pe3osioiisi MICTUTh CTHUCIHMA 3MICT JOpYy4YeHHs (BKa31BKH) IMOCAJ0BOI
0co0H 11010 Or0 BUKOHAHHS Ta TOB'SI3aHHUM 3 HEIO0 KBaTI(PIKOBAHUM €JIEKTPOHHHIMA
miamue  ado  yAOCKOHAJICHUM — CNEKTPOHHUK — migmuce, 1mo  0a3yeTbes  Ha
KBamipikoBaHOMY cepTU(IKATI €JIEKTPOHHOTO MIAMHUCY, IIi€l MOCaJoBOi OCOOM.
EnekTpoHHa pe3oioNis € €IUHOI0 TOMYCTUMOIO €JIEKTPOHHOIO (popmoro peamizarii
JNOpYyY€Hb, BHJIAHUX B EJIEKTPOHHIA (opmi, Bi3yami3alis $SKOi BHU3HAYAETHCS
[HCTpYKITI€IO 3 M1TTOBOACTBA;

12) enekTpoHHa cIipaBa — CyKYINHICTh (aliiB €JIEKTPOHHUX JOKYMEHTIB, IO
BXOJISITh IO HEl, €JIEKTPOHHOTO BHYTPIIIHHOTO OMHUCY Ta 3aCBiMUyBAJLHOTO HAIHUCY
CIIpaBH,

13) enleKTpOHHUN JOBIJTHUK — €JIEKTPOHHO-IOBIIKOBUI TEpesiK MPUKIaAHOTO
XapakTepy, B AIKOMY 310paHO TUIOB1 HA0OOPH TaHUX;

14) enexTpoHHE TIOBIJIOMJICHHS — aBTOMAaTHYHO abo y pa3l HeoOX1JTHOCTI
aBTOMATU30BaHO CTBOpPEHA Ta TMEpeJaHa B EJIEKTPOHHIM Gopmi iHpopMallis Mpo
JIOCTaBKy/ OTpUMaHHS/ BIIMOBY B PEECTpAIlii/ pEECTpaIli0 eEKTPOHHOTO JOKyMEHTa
aJpecaToM Ta 1HIIE;

15) inmukatopu cTaHy BUKOHAHHS JOKYMEHTIB — BU3HAuU€HI KpUTEpii eTamiB
POXOKEHHS JJOKYMEHTIB B MICBKIiH paji 3 METOIO iX MOHITOPUHTY;

16) KOHTPOJIb — KOMIUIEKC 3aXO0/1B, 1110 3IIHCHIOIOTHCS 111 EPEBIPKU Ta OLIHKH
BUKOHAHHSI IOCTABJICHUX 3aB/IaHb (YIPABIIHCHKUX PILLIEHb);

17) cucrema MOHITOPUHTY — KOMILJIEKCHA aBTOMATU30BaHA cucrema
oesrnepepBHOro 300py, 00OpoOKM, cucTeMarH3allii Ta aHajizy iHdopmallii Ipo CTaH
BUKOHAHHSI YIIPABJIIHCHKUX PIIIEHb (EIEKTPOHHUX IOKYMEHTIB) B YCTaHOBI;

18) omuc cmpaB B eJIEKTPOHHIM (OpMI — IOBIIHUK B EJIEKTPOHHINA (Qopmi,
NpU3HAYCHUN U1 OOJIIKY Ta PO3KPUTTS 3MICTY OJMHHUIL 30€piraHHs, OJWHHIIL
001Ky, 3aKpIMJICHHS 1X CHUCTEMaTH3aIlll B MeXaxX apXiBHOTO (HOHY;

19) manepoBa Koris OpUriHATY €JIEKTPOHHOTO JOKYMEHTa — Bi3yallbHE TIOJIaHHS
CJICKTPOHHOTO JOKyMEHTa Yy TamnepoBiii (opmi, sKe 3acBiAUY€HE B TMOPSIKY,
BCTAHOBJICHOMY [HCTpPYKIII€IO 3 IJIOBOJICTBA;

20) mianucaHHS ~ MPOEKTY  E€JIEKTPOHHOTO  JOKyMeHTa  (MIIMUCAHHS) —
HAKJIaJaHHS YIOBHOBAXEHOIO 0CO0010 (YMOBHOBAXKEHHMH 0CO0aMU), 3a3HAYCHOIO
(3a3HAYEHMMH) y PEKBI3UTaX MIANKHCYBaya TaKOro JIOKYMEHTa, KBall(iKOBAHOIO
€JIEKTPOHHOTO MIANUCY (MiANUCIB) ad0 YJIOCKOHAJIEHOrO EJIEKTPOHHOrO MIiAMUCY
(mianuciB), mo Oa3zyeTbcs (0a3yroTbes) Ha KBaliikoBaHOMY cepTuikarti
CIIEKTPOHHOTO TMIAMKUCY, Ha TPOEKT EJIEKTPOHHOTO TOKYMEHTa JUIS 3acCBiIUeHHS
¢dakTy HOro 3aTBepKEHHS;

21) morojiKyBau — mocajioBa ocoba, 110 3A1MCHIOE Bi3yBaHHS (ITOT'OJIKCHHS)
POEKTY JOKYMEHTA,

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
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22) npaBoBUH CTaTyCc — HAOpaHHS €JIEKTPOHHUMH JAHUMH IOPUIUYHOT CUIIH;

23) NpUMIpHUK €JIEKTPOHHOIO JOKyMEeHTa — (paily, sikuil MICTUTh HAO1p JAaHUX,
TOTOXHHI OpUTIHAITY €IEKTPOHHOTO JTIOKYMEHTA,

24) IpOEKT €NEKTPOHHOTO JIOKYMEHTa — JIOKYMEHT B €JIEKTPOHHIN ¢opmi [0
HaKJIQJICHHS KBaldi()iKOBAHOTO EJIIEKTPOHHOTO TIANMUCY abo0  YJIOCKOHAJIEHOTO
CJIEKTPOHHOTO TIANUCY, 1o ©Oa3yeTbcs Ha KBajiiikoBaHOMY cepTudikari
CJICKTPOHHOTO IIJIMUCY, YIOBHOBAXKEHOIO 0CO000I0 (YIIOBHOBKEHUMU OCO0OAMM),
3a3HAYEHOIO (3a3HAYCHUMHM) y PEKBI3UTAX MIAMUCyBaya TAKOTO JOKYMEHTA,

25) penakiiiiina mpaBKa — OyAb-SIKE pelaryBaHHS TMPOEKTY EIEKTPOHHOTO
JIOKyMEHTa, BAKOHYBaHE aBTOPOM, TIOTO/KyBaueM a0o MiIIMUCyBaYEM;

26) peecTpaTop — MpaIiBHUK CIyXOW AimoBoAcTBAa abo ocoba, HaA  SKYy
nokjageHo (yHkKuii peectpaiii JOKYMEHTIB, YHNOBHOBAXKEHI Ha 3A1HCHEHHS
peecTpallii BXiIHUX Ta/a00 BHYTPIIIHIX, Ta/a00 BUX1IHUX JOKYMEHTIB B MICBKIU paji;

277) peecTpaliiHO-MOHITOPUHIOBA KapTKa — KapTKa B €JIEKTPOHHIN (opmi, 110
MICTUTh BHUYEPNHY I1H(QOpPMALII0 MPO CTBOPEHHS, OJIEPKAHHS, MPOXOIKECHHS,
BUKOHAHHS, BIANpaBieHHs, 30epiraHHs B MICBKIM pajl JOKyYMEHTa HE3aJeXHO Bij
dbopmMu HOrO CTBOPEHHS;

28) peKBI3UT  EJNEeKTPOHHOIO0  JOKyMeHTa — iHpopmarlis, 3adikcoBaHa B
CJICKTPOHHOMY JIOKYMEHTI Ta pPeeCTpaliifHO-MOHITOPUHTOBIM KapTIll ISl HOro
inenTudikarii, opranizaiii o0iry Ta HagaHHS HOMY IOPUIUYHOI CUJIH;

29) cuctema EJIEKTPOHHOTO JOKYMEHTOOOITY MICBKOI pajid — CYKYITHICTb
IPOrPaMHO-TEXHIYHHUX 3ac001B, MPU3HAYCHUX JIJIT aBTOMATHU3AIlll opraHizaiii poooTu
3 eNIEKTPOHHUMU JOKYMEHTAMH Y JA1TOBOJCTBI MICHKOT pajiu;

30) cny>x6a [AUTOBOJACTBA — BUKOHABYMI OpraH MiICbKOi paau (yIpaBiIiHHS
JJI0OBOJICTBA Ta OpraHizaiiitHoi po6otu) abo BiAMOBIAATbHA 0coba, M0 3a0e3neuye
peecTpaiito, OOJIK, OpraHizauilo JOKYMEHTOOOIrYy CcIy:KOOBUX JOKYMEHTIB,
30epiraHHs JIOKyMeHTaliiHoro (onay abo HOro 4YacTMHU 0 IMepelaBaHHS Ha
30epiraHHs 0 apXiBy;

31) cny:)k0a KOHTPOJIO — BIUIIT  JUIOBOJICTBA Ta KOHTPOJIIO  yIPaBJIIHHS
JTIJOBOJACTBA Ta  OpraHizamiiiHoi poOOTH, BIANOBIAAIBHUN 3a  3I1HCHEHHS
MOHITOPUHTY CTaHy BHUKOHAHHS VYIPABIIHCBKUX pIIIEHh Ta KOHTPOJIO 32
BIJIMMOBIAHICTIO TX BUKOHAHHS MTOCTABJICHOMY 3aBaHHIO;

32) ciy:k00Ba €JIEeKTpOHHA MOIITa — aJpeca eIEeKTPOHHOI MOIITH MpalliBHUKA
MICBKOi paau, cpopMOBaHa 3 BHUKOPHCTAHHSIM JIOMEHHOTO IMEHI y JOMEHI
krmr.gov.ua nns oOMiHY YMIpaBIiHCHKOIO 1H(OpPMAIIi€I0, SKa HE Ma€ HOPUIAYHOI
CHIIH,

32') amgpeca enEKTPOHHOI MOINTH YCTAHOBHU — ajapeca CIIEKTPOHHOI IIOIITH,
BHU3HA4Y€HA [HCTPYKIIEIO 3 JIIOBOJACTBAa YCTAHOBH, BIJIOMOCTI HPO SIKY MICTATHCA B
€IMHOMY JEp>KaBHOMY PEECTPl IOPUAUYHHUX OCI0, (DI3UMYHMX OCIO-MIAIPHUEMIIIB Ta
IrpOMaJChKHUX (DOPMYBaHb;

33) ynoBHOBakeHa o0co0a —oco0a, ska HaJlJeHa MpaBOM BYMHATH il Ta
BIJIITOB1AA€ 3T1THO 13 3aKOHOJABCTBOM 3a HACJIJAKHU iX BUMHEHHS;

34) ynpaBiaiHcbka — 1H(pOpMAaIlis — CYKYITHICTh ~ HEOOXIIHMX  JaHuX,  SIKi
CIIPUSATUMYTh BUPIIIIEHHIO YIIPABIIHCHKUX PIIIICHB;

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
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35) ynpaBiiHCbKe pillleHHS — OyJb-IK€ 3aBJaHHS, BH3HAYHE I[1OCAJIOBOIO
0c00010 a00 KOJIeTiaJlbHUM OPraHOM B MeXaxX IOBHOBa)XEHb Ta CIPSMOBAaHE Ha
JOCATHEHHSI TIOCTABJICHUX IIJICH;

36) popmMyBaHHS €IEKTPOHHHX CIpaB — TPYIyBaHHS BHUKOHAHHUX EIEKTPOHHUX
JIOKYMEHTIB y CIPaBH BIAMOBIHO JO HOMEHKIIATypH CIIPaB MiCbKOT pajiu;

37) cTpok 30epiraHHs €JIEKTPOHHOTO JOKYMEHTa — IMepioj 4acy 0OOB’SI3KOBOIO
30epiraHHsi CIy>KOOBOTO €JEKTPOHHOTO JOKYMEHTAa, BU3HAUYCHUM HOMEHKJIATYPOIO
CIIpaB YCTAaHOBHU Ha MiJICTaBl HOPMaTUBHO-TIPABOBHX AKTIB;

38) ) cuctema enexTpoHHOI B3aeMojii opraHiB BukoHaBuoi Biaau (CEB OBB)
(mam — cuctema B3aemo/Iii) — Beb-opieHTOBaHa KOMIT IOTepHA CHUCTEMA, MMPU3HAYCHA
JUIA aBTOMATH3allli MPOLECiB CTBOPEHHS, HAJACWIAHHS, MepelaBaHHs, OJCpKaHHS,
00pOOJICHHSI, BUKOPUCTaHHS, 30€pIraHHs, 3HUIIECHHS EJIEKTPOHHUX JOKYMEHTIB Ta
KOMI{ TManepoBUX JOKYMEHTIB B €JIIEKTPOHHOMY BUIJIAII 3 BHUKOPUCTAHHAM
€JIEKTPOHHOTO IU(POBOro MIJANUCY, AKI HE MICTATh 1H(POpPMALID 3 OOMEKEHUM
JOCTYIIOM, Ta KOHTPOJIO 332 BUKOHAHHSM aKTiB, NMPOTOKOJbHUX pimieHb KaOiHnery
MinictpiB YKpaiHu Ta IHIIUX TOKYMEHTIB.

7. Opranizaiis €JeKTPOHHOIO0 JOKYMEHTOOOITY MOKIAaJa€ThCsl Ha YNPaBIIHHS
JIJIOBOJICTBA Ta OpraHi3aliitHol poOoTH, sike 3a0e3neuye:

1) po3pobsiecHHsT B MICBKIM pajii  €IAHOTO TMOPSAJIKY JIOKYMEHTYBaHHS
yIpaBIiHChKOI 1H(oOpMaIlii Ta poOOTH 3 JTOKYMEHTAaMM HeE3ajexHO Bix (opMu ix
CTBOpPECHHS,;

2) po3po0sIeHHsT HOMEHKJIATYpU CIpaB BUKOHABUMX OPraHiB MIChKoOi pagu 0e3
CTaTyCy IOPUIUIHOI 0COOH;

3) peecTpaltito Ta 00K TOKYMEHTIB;

4) KOHTPOJIb 32 JOTPMMAHHSIM  YCTAaHOBJICHOTO TOPSAKY poOOTH 3
CJICKTPOHHUMH JIOKYMEHTaMU Yy MICBhKIN pajii;

5) opranizaiito JOKYMEHTO00iry, (opMyBaHHsS chpaB, ix 30epiraHHs Ta
HiArOTOBKY IS EpeJaBaHHs 10 apXiBY;

6) BIIPOBAPKCHHS Ta HATJIAM 32 JOTPUMAHHSIM BUKOHABYMMH OpraHAMU BUMOT
[HCTpYKIIIT 3 A1IOBOJICTBA;

7) AOTpUMAHHS BUMOT JI0 MIJATOTOBKHU €JIEKTPOHHUX Ta MANepOBUX TOKYMEHTIB
Ta opraxizailii poOOTH 3 HUMH;

8) opraHizaiiro Harjsay 3a CTaHOM 30EpeXKeHHS TOKYMEHTAIlIHHOTO (OHIY
MICBKO1 pajii B €JIEKTPOHHIM (POopMi Ta KOPUCTYBAHHS HUM;

9) po3pO0IICHHS TUTIOBUX MApIIPYTIB MPOXOKEHHS TOKYMEHTIB B MICHKIH paji;

10) mepeBipKy MPaBUIBLHOCTI BIJJOMOCTEH, BHECEHHUX JI0 PEeECTpaIliiiHo-
MOHITOPUHTOBOI KapTKH EJIEKTPOHHOTO MTOKYMEHTa 3a 3BEJICHOI0 HOMEHKIIATYPOIO
CIIpaB MICBKOI paiu;

11) oOMiH €EeKTPOHHUMHU JOKYMEHTaMHU Ye€pe3 CUCTEMY B3a€MOJli yCTaHOBAMHU
Ta IHIIUMU JEpPKaBHUMHU OpraHaM{, OpraHaM{ MICIICBOTO CaMOBPSAYBaHHS,
oprasizaiisiMy, MIANTPUEMCTBAMU HE3AJIEKHO Bl (POPMH BJIACHOCTI Ta 1HCTUTYTAMH
TPOMAJISTHCHKOTO CYCHIIBCTBA, 110 MIIKIIYEH] 0 3a3HAaYEHOT CUCTEMH.

KponuneHuupKa micbKa paga
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8. Micbka pajga Ta ii BHKOHaBYl OpraHd OPraHi3OBYIOTh JUIOBOJACTBO Ha
nijcraBl BiacHoi [HcTpykmii 3 aimoBoAcTBa y KponmuBHUIIBKIA MICBKIA paai Ta ii
BUKOHABUYUX opraHax (mami — [HCTpyKitis 3 11JI0BOACTBA).

9. YnpapiiHHS I17I0BOACTBA Ta OpraHizaliiiHoi poootu po3poosisie [HCTpyKITio 3
JJIOBOJICTBA, SIKOFO OJHOYACHO PETJIaMEHTYEThCS MUTAHHS OpTraHi3allii JiJI0BOJICTBa
y TanepoBii Ta eeKTPOHHIM dopmax.

10. J[imoBOACTBO MICHKOI paau 3MIACHIOETHCS BUKIIOYHO 3 BHKOPUCTAHHSIM
CUCTEMH EIIEKTPOHHOTO JOKYMEHTOOOITY MiChKOi pajy, iHTETpOBAaHOI O CHCTEMHU
B3a€MO/I1i, BEOMOpTaIy CUCTEMH B3a€MOIT (Z1aji - BeOmopTaun).

11. Cuctema eneKTPOHHOTO JOKYMEHTOOOIry MOBMHHA BIAMOBIJATH BHUMOTaM
3aKOHOJAaBCTBa 10 (hOpMAaTIB JaHUX, CEPBICY IHTErparlii 10 CHUCTEMHU B3a€EMOJIi Ta
BUMOI'aM HOPMAaTHMBHO-IIPABOBUX aKTIB y cepi 3aXUCTy 1HPopMmaIii.

12. TexHiuHe CynPOBOHKEHHSI CUCTEMH €JIEKTPOHHOTO JIOKYMEHTOOOITY Ta HOTO
IIporpaMHoO-arapaTHe 3a0e3eueHHs, BiAMOBIaIbHICTh 32 30€PEKEeHICTh JOKYMEHTIB
Ta cQOpMOBaHMX cCHpaB,  3a0e3nedyeHHs (YHKIIOHYBAHHA €JIMHOTO MAacHUBY
CIEKTPOHHUX JOKYMEHTIB, a TakoX (OPMYBaHHS CTPYKTYpPH EJIEKTPOHHHX
JOBIJHUKIB Y CHCTEMI €JIEKTPOHHOIO JOKYMEHTOOOITY IMOKJIaJal0ThCs HA YIPaBIIIHHS
1H(QOpMaLIHHUX TEXHOJOTrIM MICBKOI paau (Jaii — ynpaBiiHHA 1HGOPMALIITHUX
TEXHOJIOT1H).

13. 3abesneueHHs 3axucty 1HQopMarlii, MO O0OpOOISETECS B CUCTEMI
€JIEKTPOHHOTO JIOKYMEHTOOOIry, TMOKJIAJa€ThbCsl HA YHPABIIHHS 1H(POpMaLIHHUX
TEXHOJIOT1M Ta MpaliBHUKA YOpaBIiHHSA 1H(QOpPMALIAHUX TEXHOJOTIHA 13 3aXUCTy
1H(opMmarii.

I1. MixkBiToMYHii 00MiH €JIEKTPOHHUMH JOKVMEHTAMMU

14. OOMiH  eNeKTPOHHUMHU  JOKYMEHTAaMH  dYepe3 CHCTeMYy  B3a€MOJil
3MIIACHIOETHCSI BUKITIOYHO 3 JIOTPUMAaHHSM BUMOT JI0 BCTAHOBJICHHX (POpPMATiB JTaHUX
CIIEKTPOHHOTO JIOKYMEHTO00ITy B yCTaHOBAX.

OOMIH JOKyMEHTaMH I103a CHCTEMOKO B3a€MOJIIi JOMYCKAEThCS JIUIIE MO0
JIOKYMEHTIB, J0 KX MOXYTbh OyTH 3aCTOCOBaHI OOIPYHTOBAHI MiJCTaBU, BU3HAYCHI
MyHKTOM 2 11i€i [HCTpyKITii.

15. Cucrema B3aemomii 3abe3nedye TapaHTOBAaHY JOCTaBKy €JIEKTPOHHHUX
JIOKYMEHTIB BiJl iX BIJIIPABHUKIB /IO X OJIEPKyBayiB (aJpecariB).

16. KopuctyBaui cucreMu B3a€EMOii  BIAMOBIAAIOTH 3a TOBHOTY Ta
JIOCTOBIpHICTH 1H(OpMaIlii, BHECEHOI HUMHU IO CUCTEMH.

KponuneHuupKa micbKa paga
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IIpuiimaHHs BXIZHUX €JIEKTPOHHHUX IOKYMEHTIB

17. EnNeKTpoHH1 NTOKYMEHTH, L0 HAAXOJATh 0 MICBKOI paaud 4Yepe3 CUCTEMY
B3a€MO/I11, TPUHUMAIOTHCS YIIPABIIHHAM J1IJIOBOACTBA Ta OpraHizaiiitHoi poOoTH.

18. EneKTpOHHUN JOKYMEHT, LIO0 3aBAaHTAXUBCS 13 CHUCTEMHU B3a€EMOJIi 0
CHUCTEMH EJIEKTPOHHOI'0 JOKYMEHTOO00Iry abo HaIWAIIOB J0 BEOMOJIYJISI CHUCTEMHU
B3a€MO/I1i, BBAXKAETHCSI JIOCTABJICHUM ajpecary.

19. [lonepeauiii  po3TJsil  €JIEKTPOHHOTO  JOKYMEHTAa  3IMCHIOETHCS B
CJICKTPOHHIA (opMI YNpaBIIHHSAM JIJOBOJACTBA Ta OpraHizamiiiHoi poOoTH 3
BUKOPHUCTAHHSAM CHUCTEMH €JEKTPOHHOI'O JOKYMEHT00O0Iry ado y pasi ii BiICYyTHOCTI
BEOMO/TYJISI CHCTEMH B3a€MOJIII.

[Tig gac monepeaHbOro PO3IIIS Y BUSHAUAETHCS:

1) 41 Mae eneKTpOHHUHN JOKYMEHT OyTH JIOMYIIEHU IO PeECTpPAIIii;

2) 4 motpedye po3rIIsny KEpiBHUIITBOM MICHKOT paau a00 HaJCHUIIAHHS TICIIS
peecTpairii 3a HAJEXKHICTIO O BHKOHABYOTO OpraHy a00 BUKOHABUYMX OpPTaHiB
BIJIMTOBITHO 10 GYHKIIIOHATHLHOTO PO3MOILTY 000B’3KiB B MICHKIiH pajii;

3) uYuM HaJNeXUThb A0 EJNEKTPOHHUX JOKYMEHTIB TEPMIHOBOTO pPO3IJISAY
(ompariroBaHHs).

20. ITonepenHiid po3riisi €IEKTPOHHUX JTOKYMEHTIB MOBHHEH 31MCHIOBATUCS Y
JIeHb HaJAXOKeHHS (1ocTaBku) abo He mi3Hime 10 ToAuHM HACTYyHmHOTO PoOOYOTro
JIHS y pasl X HaJIXO/KEHHS (JIOCTaBKM) MICIs 3aKIHUCHHS poOOYOro JIHS, Y BUXIIHI,
CBSITKOB1 Ta HEPOOOUI JHI.

Jlopy4yeHHsI YCTaHOB BUIIIOTO PiBHS PO3TJISAIAI0THCS MEPIIOYEPTOBO.

21.3a pesynpTaTaMu MOMNEPEIHBOIO PO3IIIALY OTPUMAHUNA YEpe3 CHUCTEMY
B3a€EMO/II1 €JICKTPOHHUM IOKYMEHT MiJIsIrae peectpaillii, KpiM BUMAAKIB, KOJIH:

1) mopymieHo BumMoru mo10 ¢GopMu maAroToBky (MyHKT 2 i€l [HCTpykIii) abo
o(opMIIEHO 3 TOPYIICHHSIM BUMOT MyHKTIB 117 ta 118 1i€i [HcTpyKIIii;

2) eNEKTPOHHUI TOKYMEHT HAJIHIIIOB HE 3a apecolo;

3) eNeKTPOHHUIA TOKYMEHT HAAIMIIOB TOBTOPHO;

4) 3asBIEHUN CKJIA]] €JICKTPOHHOTO JOKYMEHTA HE BIAMOBiIa€ (haKTUIHOMY;

5) PEKBI3UTH BXIJHOTO E€JIEKTPOHHOTO JOKYMEHTA, 3a3HAU€HI B PEECTpalliitHO-
MOHITOPUHTOBIA  KapTill, HE 30iraloTbCsi 3 PEKBI3UTAMH, 3a3HAYCHUMH B
€JIEKTPOHHOMY JIOKYMEHTI;

6) BIICYTHIA TOB'I3aHUI 3 €JIEKTPOHHUM JIOKYMEHTOM KBasli(piKOBAHMI
CJICKTPOHHUN MIANMUC a00 yAOCKOHAJICHUN €JIEKTPOHHUM MiAMKC, 10 0a3yeThbcsl Ha
KBaTi(hiKOBaHOMY cepTHU(]IKATI €JIEKTPOHHOTO MiANUCY, MiAMHUCyBaya YU MOB'sI3aHa 3
HUM KBali(piKOBaHA €JEKTPOHHA redarka abo yJOCKOHAJeHa eNEeKTpOHHA Medarka,
mo 6a3yeTbcs Ha KBaldi(hiKOBAaHOMY cepTU(dIKaTi eJeKTPOHHOI MEYaTKH, HASBHICTh
KO Ha HbOMY Tiepen0adeHa 1€t [HeTpyKiti€ero;

7) Ha JOKYMEHT HaKJIaJeHO KBali(IKOBAaHUA EJNEKTPOHHUNU MiAMHC abo
YAOCKOHAJICHUH ENEKTPOHHUN TMIANUC, MO Oa3yeTbcsa Ha KBalipikoBaHOMY
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cepTU(IKaTI €IEKTPOHHOIO MIJIUCY, OCOOH, SIKa HE € MIANKCYBauYeM JOKYMEHTa a0o
0c00010, 1110 BUKOHYE HOr0 00O0B'SI3KH;

8) oB's13aH1 3 €JIEKTPOHHUM JOKYMEHTOM KBaji(hiKOBaH1 €JIEKTPOHHI MiJMUCU
Ta/abo medarku abo yYJOCKOHAJEHI EJEKTPOHHI MiAMUCH Ta/abo medaTKu, 10
0a3yr0ThCsl Ha KBaTi(iKOBAaHOMY cepTHU(]IKaTI €IECKTPOHHOTO MIAMUCY YH TEYaTKH,
HEMOJXKJIMBO TMEPEBIPUTHU 3 JTOTPUMAHHIM BUMOT 3akoHy Ykpainu "IIpo enekTpoHHY
171eHTU(IKAIIIO Ta €JIEeKTPOHHI JI0BIpYl mocayru';

9) BizmcyTHs KBallipikoBaHA €JIEKTPOHHA IMO3HAYKA YaCY;

10) mpo€eKT aKkTa Ta CyNmpoOBiAHI JOKYMEHTH J0 HHOTO PO3MIIICHI 3 MOPYIICHHIM
BUMOT, 3a3HaueHuX y yHKTI 150 i€l [HcTpyKIIii;

11) BizyanpHa opma eIeKTPOHHOTO JOKYMEHTa HE MpUAaTHA JJIs CIpUHMaHHS
il 3MICTY JIFOJIMHOIO.

VY nux BUMajgkax ynpaBiliHHS AUIOBOACTBA Ta OpraHi3aliifHoi poOOTH BIIMOBIISE
y peecTpallii TaKoro eJIeKTPOHHOTO TOKYMEHTa i3 3a3HaYeHHSIM OJIHI€T 3 HaBEIECHUX
M1JICTaB.

HaacuiianHsl BUXIAHUX €JICKTPOHHHUX JOKYMEHTIB

22. HaacunaHHs €NeKTPOHHUX JOKYMEHTIB 4epe3 CHUCTeMY B3aeMOJIi iX
azpecaTaM 3J1MCHIOEThCS aBTOMATHYHO, 3a (PAKTOM iX 3aBaHTa)KEHHs 13 CHUCTEMHU
CJICKTPOHHOTO JIOKYMEHTOO0OIry (BeOMOMYJIsSi CHUCTEMH B3a€EMOJIii) YCTaHOBU B
CHUCTEMY B3a€MO/IIT 07ipa3y Micis iX peecTparti.

[Tin yac 3aBaHTa)KEHHS aBTOMATUYHO CTBOPIOIOTHCSA MPUMIPHUKH €IIEKTPOHHUX
JOKYMEHTIB Yy  KUIBKOCTi, IO BIJNOBIZA€ 3asBICHOMY B pPEECTpalliiiHO-
MOHITOPUHTOBIHN KapTIll MEPENiKy aApecariB, AJs iX MOAATBIIOTO IEPCOHATI30BAHOTO
HaJICUJIaHHS BIIIOBITHAM aJipecaTaM.

He wmoxe OyTu BIAOpaBICHW Yepe3 CHUCTEMY B3a€EMOIi E€JICKTPOHHHMA
JOKYMEHT, UUTICHICTh SKOrO HE MIATBEPIKEHO KBali(DIKOBAaHUM EJIEKTPOHHUM
OiAMMCOM YM yIOCKOHAJIEHUM ENEeKTPOHHUM MiAMHCOM, IO Oa3yeThCcsl Ha
KBaJII(PIKOBAHOMY CcepTU(]IKATI EJIEKTPOHHOTO MiANUCY, abo KBallliKOBAHOIO
CIEKTPOHHOI0 TI€YAaTKOI0 YH YAOCKOHAJICHOIO EJIIEKTPOHHOI0 TMEYaTKOK, IO
0asyerbcsi Ha KBaji(ikoBaHOMY cepTHU(IKATI €JIEeKTPOHHOI TMeYaTKd, 3TiAHO 3
BuMoramu 1i€i [HcTpykimii abo skuih  0QOpMIIEHO 3 TMOPYLIIEHHAM BUMOT
nyHKTIiB 117 Ta 118 1iei [HcTpykii.

23.I3 cucremMu €JIEKTPOHHOrO JOKYMEHTOOOIrY MICBKOi paaud J10 CHCTEMH
B32€MO/I1i 3aBAHTAXKYIOTHCSI TPUMIPHUKU 3aPEECTPOBAHUX €JIEKTPOHHUX JIOKYMEHTIB,
BUTOTOBJICHHS T4 BHECEHHS 10 CUCTEMH B3a€MOJII1T SIKUX 3/I1MCHIOE peecTpaTop.

24. EnexTpoHHHM TOKYMEHT BBA)KA€THCS OJIEPKAHHUM AIPECATOM 3 MOMEHTY
HAJXOKEHHS BIIPABHUKY €JIEKTPOHHOI'O MOBIJOMIICHHS 13 3a3HAYEHUM 4acOM IpO
JOCTaBKY IIbOT'O TOKYMEHTa ajpecary.

VY pa3l HEHaAXO[KEHHsI BIANPABHUKY HPOTArOM WIECTH TOJUH 3 MOMEHTY
BIJIIPABKU EJIEKTPOHHOI'O JOKYMEHTA, €IEKTPOHHOTO MOBI1JIOMIJIEHHS IIPO JJOCTABKY
BOT0 JOKYMEHTa aJpecaTy BBAXKAETHCS, IO TaKUW JOKYMEHT aJpecaToM He
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oJiep>kaHo. Y TakOMy BHUIAJKy BIJIMPaBHUK BXXMBA€ BCIX MOMXJIMBHUX 3aXOJIB [0
3a0€3MeUeHHs] OJIEpP>KAHHS aJpecaToM BIANOBIAHOIO JIOKYMEHTa B €JIEKTPOHHIM
dbopmi.

VY pasi onmepykaHHS BiJ ajapecaTa eJICKTPOHHOTO IOBIJOMIICHHS PO BiAMOBY Yy
peecTpallii eJIeKTPOHHOIO JOKYMEHTA BIJIMPAaBHUKOM BXKUBAIOTHCS 3aX0IU IS
YCYHEHHsI MIiJICTaB BIAMOBH 1 3a0e3MeyYeHHs] MOBTOPHOTO HAACHJIAHHS TaKoOro
JIOKyMEHTA B €JIEKTPOHHIN hopmi.

Bigxunenus aapecaTom eJIeKTPOHHOTO JOKYMEHTa 0e3 3a3HauY€HHS MiJCTaB, 110
BU3HAYCHI y TyHKTI 21 1i€i [HCTPyKIIii, BBaKAETHCSA CBIIOMUM MOPYIICHHSIM.

JlomatkoBe TMIATBEPIKCHHS (AKTy OTPUMAHHS EIECKTPOHHOTO JOKyMEHTa
aZpecaToM HE BUMAaraeThCsl.

KypHaJ1 00MiHY eJIeKTPOHHHUX IOKYMEHTIB

25. Kypnan oOMiHYy € OKpEMHUM EJEKTPOHHUM DPEECTPOM Yy CKJIali CHUCTEMHU
eJIEKTPOHHOTO JIOKYMEHTO00Iry (BeOMOIYNISI CUCTEMH B3a€EMO/IIT), SIKUH (POpPMY€EThCS
13 Mepeniky 3amuciB Npo MNPOXOKEHHS NPUMIPHHUKIB €JIEKTPOHHUX JTOKYMEHTIB
4yepe3 CUCTEMY B3a€MOIII.

26. KypHan oOMIHY CKIAJAETHCA 3 TAKUX PO3/LIIB:

1) HagicinaHi — HOMEp 1 JaTa peecTpallii eJIeKTPOHHOrO JOKyMEHTa, ajpecar,
KOPOTKHUI 3MICT, BUJ, JjaTa 1 Yac HaJCWJIAHHA, a TaKOX aTpuOyTH 1HPOpPMaLIMHOIO
ITOB1JIOMJICHHS;

2) oTpuMaHi — BHXIJIHI HOMEp 1 JaTa peecTpallli eJeKTPOHHOI0 JTOKYMEHTAa,
KOPECTIOH/IEHT, JaTa 1 4ac JOCTaBKU;

3) 3apeecTpoBaHi — CKJIAJ0Bi, aHAJOTIUHI JIO CKJIAJIOBUX O3y OTpUMaHi, a
TaKOX HOMEP 1 JaTa peecTpallii eJIeKTPOHHOTO JTOKYMEHTa YCTaHOBOIO-apecaToM Ta
Npi3BHINE, BIACHE 1IM'l  peecTpaTopa, HaWMEHYBaHHS BHKOHABYOTO OpraHy,
BIJIMOBIAJTPHOTO 3a BHKOHAHHS JOKYMEHTa B YCTAaHOBIi, MpI3BUIIE, BIACHE 1M'S,
TeneoH Ta ciyx0OoBa €NEKTpOHA TMOIITa HOro KEpiBHUKA, NPI3BUIIE, BIACHE
1M'sl IpaIliBHUKA, BIJAMOBIIAJILHOTO 3a BUKOHAHHS JOKYMEHTa B YCTAaHOBI, HOrO
TenedoH Ta ciayk00Ba €JIEKTPOHHA TIOIIITA;

4) BIIMOBJICHO B peecTpalii — 10 aTpuOyTIiB PO3JAUTY OTPUMAHUX TOAAIOTHCS
naTta 1 mifcTaBa BIIMOBH, MPI3BHILE, BIAacHE 1M'a Ta TeiaedOH peecTpaTopa, SIKUM
3/11MICHEHO B1JIMOBY.

Enextponni nokymeHTH, 1o Haaxoaath yepe3 CEB OBB, npuiimae ynpaBiaiHHS
JIJOBOJACTBA Ta OpraHizamiiHoi poOoTH, MmO O)IIIAHO MIAKIIOYEHE 0 CHCTEMU
B3a€EMOJIIi, BIJAMOBIIHO JI0 perjJaMeHTy opraHizaiii B3aemMojii OpraHiB BJagud B
eJIEKTpOHHIN (hopmi, 3aTBeppKeHOoro noctaHoBoro Kabinery MinicTpiB Ykpainu Bin
17 ciuns 2018 poxy Ne 55.

VYrpaBiaiHHS AUIOBOACTBA Ta OpraHi3aIliiHol poOOTH YCTaHOBH, /IO SIKOTO 4Yepes
CHUCTEMY B3a€MOJIi1 HAIINIIOB JOKYMEHT, aJJpecoOBaHull Oe3MocepeIHbO YCTAHOBI, 110
HE MJKII0YeHA 0 CUCTEMH B3a€EMO/II, aJie € KOPUCTYBAYEM CHCTEMH €JICKTPOHHOTO
JOKYMEHTOO0ITy, Tepecuiae JOKYMEHT aJpecaTy, BUKOPHUCTOBYIOYH CHUCTEMY
€JIEKTPOHHOTO JJOKYMEHTOO0O0ITy.

K OI'II/IBHMleKa MicbKa pa,qa

I

6 8ig 02.07.2
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27. IndopmaiiitHi MOBIIOMIICHHSI aBTOMAaTUYHO BHOCSATHCS JI0 KypHAIy OOMIHY
Ta JOJAIOTBCS JO BIANOBIAHHUX 3alHUCIB  MPO IPOXOKEHHS IMPUMIPHUKIB
CJICKTPOHHUX  JIOKYMEHTIB 4epe3 CHCTeMy B3aEMOJi Ta  peecTpariiiiHo-
MOHITOPUHTOBUX KapTOK BIAMOBITHUX €IEKTPOHHUX JOKYMEHTIB.

EnexTpoHHEe  MOBIOMJIEHHS  aBTOMATHYHO  TEHEPYETHCA  CHCTEMOIO
CJIEKTPOHHOTO JIOKYMEHTOOO0Iry (BeOMOIyIeM CHCTEMH B3a€MOIii) Ta HAJACHUIIAETHCS
BIINMPAaBHUKY OJipa3y 3a (aKkToM JIOCTaBKH, OTPUMAHHS, PEECTpallii, BIAMOBU Yy
peeECTpallii eTeKTPOHHOTO JOKYMEHTA apecaToM.

EnekTpoHHI MOBIAOMJIEHHS HE TNOTPeOYIOTh OKpeMoi iX peecTpauii Ta
Bi3yasizarii.

28. EnexkTpoHHI MOBIAOMIICHHSI MAalOTh TakKi 000B’SI3KOB1 aTpUOYTH:

1) mpo HajcunaHHA — cTaTyCHE elIeKTpOHHE noBinomieHHs "Hanicnano" ta garta
1 9ac HaJCHJIaHHS;

2) npo I0CTaBKY — CTaTyCHE €JIeKTpOHHE MoBigoMieHHs "JlocTtaBneHo" Ta aara i
Yac JIOCTaBKH;

3) mpo peecTpallito — CTaTyCHE €JICKTPOHHE MOBIOMIICHHS "3apeecTpoBaHo Ta
HOMED 1 J]aTa peecTpallii eIeKTPOHHOTO JTOKYMEHTA;

4) mpo BIAMOBY y peecTpallii — CTaTyCHE €JICKTPOHHE ToBiIoMyIeHHs "Bigmosa y
peectparii', mara, 4yac, TiJcTaBa BIJIMOBH, IpI3BHUIIE, BIacHe 1M's Ta TenedoH
peecTpaTopa, SKUM 31HCHEHO BiJIMOBY.

Takox cucrema B3aeMOJIl Mae€ 3MAIMCHIOBATH ONEpaTUBHE 1H(POPMYBaHHS
YY9aCHHKA CUCTEMHU B3a€EMO/III MPO:

1) wHeratTmBHUN pe3yJbTaT TEXHIYHOI TEPEBIPKA CHUCTEMOIO B3aEMOJIIT
JOKYMEHTA, Ha/TICJIAHOTO KOPUCTYBauyeM CHCTEMH B3a€MOJIT;

2) KUIbKICTh JIOKYMEHTIB, III0 CTOSITh B 4U€p3l HA 3aBAHTAXKEHHS 10 CUCTEMH
CJICKTPOHHOTO JJOKYMEHTOO00ITY (B€OMOIyIsl CUCTEMH B3a€MO/Ii1) KOPUCTyBaya.

Oco0JIMBOCTI €JIEKTPOHHOI B3a€MO/il 0e3 3aCTOCYBAHHSH
CHCTEMH B3a€EMOJIl

29. InpopmaniitHuii 0OMIH MDK MNpaLIBHUKAMH YCTAaHOB 3JIIMCHIOETHCS 3
BUKOPHUCTaHHAM CITy>KO0BOT €JIEKTPOHHOI MOILTH.
[ndopmartiitHuit 0OMiH MiK MpaLIBHUKAMU MICHKOT paJid MOKe 31HCHIOBATUCS
3a JIOTIOMOTOIO0 1HIIUX 3ac001B €JIEKTPOHHUX KOMYHIKAIli 3a PIIICHHSIM MIChKOTO
T'OJIOBH.

30. [ndhopmaniitHuit 0OMiH 311MCHIOETHCS 3 METOIO:

1) momepeaHBOro TOTOKEHHS pEeNakilii MPOEKTIB CIUIBHUX EJIEKTPOHHUX
JIOKYMEHTIB, 30KpeMa CITIBpO3pOOJIEHHS MTPOEKTIB aKTiB;

2) nmoBeneHHs YIpaBIiHCHKOI iHGOpMAaIii 70 BigoMa, 30KpeMa Mpo IUTAHH Ta
poOOTY BIAMOBIAHUX YCTAHOB,;

3) inopmMyBaHHS PO MPUHHSATI MICHKOIO PAJIOI0 YIIPABIIHCHKI PIITICHHS;

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
5
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4) 3’sicyBaHHS CTaHy OIPAIfOBAaHHS yCTaHOBOIO €JICKTPOHHUX JOKYMEHTIB, IIO
HAJIAIILTN Ha iX PO3TIIS.

31. Inpopmariist 3 JTUCTYBaHHS CIIy>)KOOBOIO €JEKTPOHHOKO TOIITOI0 MOXE
BUKOPUCTOBYBATHUCS ISl MIATBEPKEHHS BUKOHAHUX 1.

32. InpopmarniitHuii OOMIH CIIy’KOOBOIO €JEKTPOHHOIO TOILITOK) HE Mae
IOPUANYHOI CHJIH.

Anpecar, sSIKMM BIAMOBIAHO O BUMOT MYHKTY 24 i€l [HCTpyKIii miaATBEpAUB
0JIep)KaHHS €JIEKTPOHHOTO JOKYMEHTA, BBAKAETHCS TAaKHUM, 1110 MOIH(POPMOBaHUH PO
OJIEp’KaHHS TaKOTO €JICKTPOHHOTO JOKYMEHTAa, KPIM BUITQJIKIB, KOJIU BIAMOBIIHO 0
BHUMOT 3aKOHOAaBCTBA 1H(POPMYBaHHS MMOBUHHO OYyTH 3/IIHCHEHO B IHIIUHN CIIOCIO.

33. Inpopmarniitauii  0OMiH  CIIy’KOOBOIO  €JIEKTPOHHOIO  TOIITOK  HE
JIOITYCKA€EThCS 040 1H(GOopMaIlii 3 00MEKEHUM JOCTYTIOM.

II1. Opranizaiisi eJIeKTPOHHOT0 TOKYMEHT000iry

34. Opranizariisi TOKyMEHTOOOITY MICBKOI pajy 3IMCHIOETHCS 3a JOMOMOTOIO
CHCTEMH CJICKTPOHHOTO JOKYMEHTOOOITY, 110 IHTETPYETHCS 13 CHCTEMOIO B3a€MOIIi.

35.CucremMa  €NEKTPOHHOTO JOKYMEHTOOOITY TOBHHHA  3a0e3medyBaTH
MIPOXO/DKEHHS EJIEKTPOHHUX JOKYMEHTIB Ta EJICKTPOHHMX KOMii MamnepoBUX
JIOKyMEHTIB.

O0.1iK 00CSATyY €JIEKTPOHHOI0 JOKYMEHTO000iry

36. O0mik  00csry  €JIeKTPOHHOTO  JOKYMEHTOOOIry  3IIACHIOETBCA B
aBTOMATH30BAHOMY PEXHMIi CUCTEMOIO €IEKTPOHHOTO JJOKYMEHTOO0ITY.

37. IlincymkoB1 AaH1 001Ky 00CAry JOKYMEHTOOOIry MOJIal0ThCs B €J1EKTPOHHIM
dbopwmi (mogatox 1).

PeecTpauisi 10KyMeHTIB

38. BxigHi, BHYTpIIIHI, BUXIJHI, 1HII JOKYMEHTH HE3QJIECKHO BII (HOpMH iX
CTBOPEHHSI, MIATOTOBJIEHI B YCTaHOBI, PEECTPYIOTHCS B CHUCTEMI E€JIEKTPOHHOIO
JOKYMEHTO00Iry, a y pa3l 1l BIACYTHOCTI BXiJIHI Ta BHXIJHI JOKYMEHTH
PEECTPYIOTHCS HAa BeOIOPTai CUCTEMHU B3a€EMO/III.

39. JIns 3abe3medeHHs1 peecTparii HOKyMEHTIB Yy €JIEKTPOHHIN Ta MamepoBiii
dopmax  (madi — JOKyMEHTH) B  aBTOMATH30BAaHOMY PEXKHMI  3allOBHIOETHCS
peecTpaliiHO-MOHITOPUHIOBA KapTKa, J0 SIKOi BHOCSTHCS BC1 000B’SI3KOBI, J0JIaTKOBI
Ta y pasl nmoTpeOu IHIII PEKBI3UTU JAOKYMEHTA BIAMNOBIAHO A0 BUMOr [HCTpykuii 3
IJIOBOJCTBA.

40. PeectpariiitHO-MOHITOPHHTOBA KapTKa CIIEKTPOHHOTO JOKYMEHTa
CTBOPIOETHCSI CUCTEMOIO EJIEKTPOHHOTO JOKYMEHTOOOITY B €IEKTPOHHIM hopmi.

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
5
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41. 1o o0OOB’SA3KOBUX PEKBI3UTIB, IO BHOCIATbCA B  PEECTPALIHO-
MOHITOPHUHTOBY KapTKy, HaJeKaTh:

1) BUJI JOKYMEHTa;

2) IHJIEKC Ta 3aroJIOBOK €JIEKTPOHHOI CIIPaBH;

3) KopecnoHIeHT (yCTaHOBa-BIANPABHUK);

4) mianucyBad JOKyMEHTa Ta KBaji(pikoBaHUN €JIEKTPOHHHUHN MiaAmuc abo
YAOCKOHAJICHUN €JICKTPOHHUN MiAMUC, 110 0a3yeTbcs Ha KBamiiKOBAHOMY
cepTudikari eIeKTPOHHOTO MIANMUCY, MiANUCcyBaya a0o0 KBaji(ikoBaHA E€JIEKTPOHHA
nevyaTKa 4Yd YJOCKOHAJICHA €JIEKTPOHHA MedaTka, 1o 06a3yeTbesi Ha KBajli(hikoBaHOMY
cepTudikari eNeKTPOHHOI MMeUaTKH, YCTAHOBU-BIIIIPABHUKA,

5) aagpecar (nmeperik yCTaHOB, SIKMM aIpeCOBAaHO JIOKYMEHT);

6) BUXiTHI HOMED Ta JaTa (PeeCTpalliifHi aTpuOyTH KOPECTIOHICHTA);

7) BXigHI HOMED Ta AaTa (peecTpalliiHi aTpulyTH aapecaTa);

8) BUXIIHMII HOMEp Ta JaTa peecTpaiii (peecTpauiiiHi aTpuOyTH yCTaHOBH),
KOPOTKHI 3MICT JOKyMEHTA;

9) BUKOHABYMI1 OpraH;

10) BiamOBiIaJbHUI 3a BUKOHAHHS 3aBAaHHS Ta/a00 MiATOTOBKY JOKYMEHTa B
YCTaHOB1 13 3a3HAY€HHSM HOro 1HJEKCY, Mpi3BHINA, IMEHi, MO0 OaThKOBI, HOMEpa
TenedoHy Ta CIIy»KOOBOI €IEKTPOHHOT MOIITH HOro KEPIBHUKA,

11) enexTpoHHI PE30JIIOIIii;

12) BinmoBifadbHUN BUKOHABEIH (3T1THO 3 PE3OJIOLIEI0) 13 3a3HAYEHHSIM HOTO
Npi3BHINA, IMEHI, HOMepa TenedoHy Ta CIy>KO0BOT €IEeKTPOHHOT MOIITH;

13) cTpok Ta mo3HayKa Mpo BUKOHAHHS €JIEKTPOHHOTO JOKYMEHTA;

14) KiTBKICTh CTOPIHOK CYMPOBITHOTO JICTA Ta KUTBKICTh CTOPIHOK JIOJATKIB;

15) mocunaHHs Ha BXKE 3apeECTPOBaHi JOKYMEHTH (1CTOPisi MUTaHHS);

16) imgumkaTopw CTaHy BHUKOHAaHHS JOKyMEHTa Ta CTPOKHM BUKOHAHHS
1HJTUKATOPIB.

42. Jlo [0JAaTKOBUX PEKBI3UTIB, 110 BHOCSATHCS JO PEECTpAIiiHO-
MOHITOPHUHTOBOI KapTKH, HAJICKATh:

1) BHYTpIllIHE MepeagpecyBaHHs €IEKTPOHHOTO JOKYMEHTa MK BUKOHABUUMH
opraHaMu MiCbKO1 paju;

2) HasIBHICTh 1 TIEpEIiK I0JaTKIB;

3) NPOMIXKHI CTPOKH BUKOHAHHS;

4) iHdopmMmariis mpo 3MiHY Ta NEPEHECEHHsI CTPOKIB BUKOHAHHS, NMPUITHHCHHS
MOHITOPUHTY €JIEKTPOHHOTO IOKYMEHTA;

5) eneKTpOHHI MOBIJOMIICHHSI CHCTEMH B3a€EMO/IIT;

6) KOJl IOKYMEHTA 3TiJTHO 3 TEMAaTUYHUM KJIacu(piKaTOpOM MICHKOI paju;

7) CTPOK TepeIaBaHHs 10 apXiBY;

8) mo3Hauka TPO HAJEKHICTh JOKYMEHTa [0 JOKYMEHTIB TEpPMiHOBOTO
PO3TIIAY;

9) cTpok 30epiraHHsi €JIEKTPOHHOTO JOKYMEHTA (BIAMOBIIHO /10 HOMEHKJIATYpH
CIIpaB).

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
5
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43. JlomycKaeTbcsl BBEICHHSI MICHKOIO POl 1HIIMX PEKBIZUTIB €IEKTPOHHOIO
JIOKYMEHTa, SIKI HE 3BYXXYIOTh Ta HE 3MIHIOIOTh 3aCTOCYBaHHS OOOB’S3KOBHX Ta
JIOJIATKOBUX MOTO PEKBI3UTIB.

44. Peectpaliis BX1IHOT 1 BUX1JTHOT KOPECTIOHACHIIIT MICHKO1 pajid 3IIMCHIOETHCS
YIOPABIIHHAM JUIOBOJCTBA Ta OpraHizamiiiHoi poOOTH LEHTPaTi30BaHO B €IMHIN
CUCTEMI.

[Topsinok peectpaiii OKpeMux BUAIB JOKYMEHTIB BU3HA4aeThecsl [HCTpyKIi€ErO 3
JIIJIOBOJICTBA.

45. ENexTpoHHI JOKYMEHTH, 10 HAIXOJATh HAa aJpecy €JIEKTPOHHOI MOLUTH
MICBKOI  pamu  0e3/3  kBamidikoBaHOro  (KBajdi(hiKOBaHMM)  €JIEKTPOHHOIO
(enexkTpoHHUM) mignucy (mianucom) abo  yJIOCKOHAIEHOro (yI0CKOHAJECHUM
CJIEKTPOHHOTO  (€JIEeKTPOHHMUM) mignucy  (miamucoM), 10  0Oa3yeTbCsd  Ha
KBamipikoBaHOMY  cepTU(dikaTi  E€JIEKTPOHHOTO  MAMHUCY,  KBali(iKOBaHOI
(kBaTipiKOBAHOIO)  €JICKTPOHHOI  (EJIGKTPOHHOIO) TMedaTku  (TedyaTkow) abo
yIOCKOHaJIEHOT  (YAOCKOHAJIEHOIO)  €JIEKTPOHHOI  (€JIEKTPOHHOKO)  MEYaTKU
(meuaTkor0), 1Mo 6a3yeTbest Ha KBallipikoBaHOMY cepTU(hIKATI €IEKTPOHHOI MEYaTKH,
Bil OyIb-IKMX KOPECMOHJCHTIB, pEECTpallii Ta TOMAIBIIOMY pO3TIALy HE
I UISATar0Th.

EnexktponHuii NOKyMeHT, KpiM ¢akcorpamu, Moxe OyTH OMyIICHHWH [0
peecTpallii, SKIIO0 1€ BU3HAYEHO [HCTPYKIII€IO 3 A1IOBOJICTBA MICHKOI paju.

46.Y cuctemi  €IEKTPOHHOIO  JOKYMEHTO00Iry  (OopMyeTbCi  €AUHA
LHEeHTpasli30BaHa 0a3a peecTpalliHuX JaHUX B E€JIEKTPOHHIA (popmi, 32 AOMOMOTOIO
SKOI MpaliBHUKU 3a0€3Meuy0ThCs 1HPOPMAILIIE€I0 PO BCl JOKYMEHTH MICHKOT paju 1
1X MICII€3HAXOKEHHS.

47. TlopsiioOK BHECEHHS PEKBI3UTIB 10 PEECTPALIIITHO-MOHITOPUHTOBOT KAPTKH Ta
iX po3MilIeHHs BU3HAYA€ThCs [HCTPYKIIEIO 3 IIJIOBOJICTBA.

PeecTpanis BXiTHMX JOKYMEHTIB

48. Peectpariiss BXIJHOT KOPECHOHJEHLII 3HIHCHIOETHCA PEECTPATOPOM JIMIIE
ICJISL TPOBEJIEHHS NONIEPEAHBOI0 PO3IIISIY TOKYMEHTA.

49. He pomyckaeTbcsi TPOBEJASHHS TOABIMHOI peecTparlii  eJIeKTPOHHOTO
JIOKyMEHTa Y CUCTEMI €JIEKTPOHHOTO JIOKYMEHTOOOITY.

50. Ha nokymeHT, 110 HaAiiIoB y nanepoBii ¢hopmi, micis peecTparii muisixom
IpYKy HAHOCHThCA Woro mTpux-kox abo QR-kon, mpHCBOEHUWI CHUCTEMOIO
CJIEKTPOHHOTO JOKYMEHTOOOITY, Ta CTBOPIOETHCS (HOTOKOMIS, SIKYy PEECTPATOP
BHOCHTb JI0 PEECTPALIITHO-MOHITOPUHTOBOI KapTKH.

51. Bxigauit JOKyMeHT ToCTiitHOTO Ta TpuBaioro (moHasn 10 pokiB) 30epiransHs,
0 HAJIWINOB y TamepoBiil ¢opmi, micas peectpaiii Ta CTBOpeHHsS (POTOKOIIT
PEECTPATOPOM 3AMIINAETHCS B YIPABIIHHI JTOBOJCTBA Ta OpTaHi3alliiHOi poOOTH

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
5

i

Ne76 sia 02.07.202.
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auiie Juist 30epiraHHs 3 MOJAidbIIMM (OPMYBaHHAM Yy CIpPaBH BIJAMOBIIHO [0
3aTBEPIXKEHOT HOMEHKJIATYpH CIIPaB.

IlepeBipka KBaJIi(PiKOBAHOI0 €JIEKTPOHHOIO MIANKCY 200 YI0CKOHAJICHOT0
€JICKTPOHHOTI'0 MIANKCY, 10 0a3yeThCcs HA KBaJdidikoBaHOMYy cepTHdikaTi
€JICKTPOHHOI0 MiAMUCY

52. IlepeBipka KBaJIipIKOBAHOTO €JIEKTPOHHOIO IMIJMNUCY YMU TMe4YaTKu abo
YAOCKOHAJICHOTO  €JeKTPOHHOI0 MIANMHMCY YW TMe4yaTkd, 1o Oa3yerbcs Ha
KBaTi(hiKOBaHOMY CepTH(IKATI €JIEKTPOHHOTO MIANUCY YM TE€YaTKH, MPOBOIUTHCS 3
notpuMaHHsM [lopsiiky BUKOpPUCTaHHSI €JIEKTPOHHHUX JIOBIPYMX MOCIYT B OpraHax
JIep>KaBHOI BIAJM, OpraHax MICIIEBOTO CaMOBPSyBaHHS, MMANPUEMCTBAX, YCTAHOBAX
Ta OpraHizaiisix JAep>KaBHOi (OpPMU BIIACHOCTI, 3aTBEP/KEHOTO MOCTAHOBOIO
Kab6inery MinictpiB Ykpainu Big 01 ceprus 2023 poky Ne 798 (OdimiitHuit BiCHUK
VYxpainu, 2023 p., Ne 76, ct. 4297).

53. IlixTBEepKEHHS TIMCHOCTI KBaTi(hiKOBAHOTO €JIEKTPOHHOIO MIiAMHUCY Ta/abo
neyaTky a00 yJ0CKOHAJIEHOT'O €JIEKTPOHHOTO MIANKCY Ta/abo meyaTkH, 1Mo 0a3yeTbes
Ha KBaT(piKOBAHOMY CepTH(IKATI €IEKTPOHHOTO MIAMUCY UM MEYATKH, 31HCHIOEThCS
3 IOTPUMaHHSIM BHUMOT YacTHHU ApyToi cTtarTi 18 3akony Ykpainu "[Ipo enekTpoHHy
171eHTU(IKAIIIIO Ta €IEKTPOHHI TOBIPYl MOCTYTH".

PeecTpanis BUXiTHUX JOKYMEHTIB

54. Peecrtpartis BUXITHUX €JIEKTPOHHUX JOKYMEHTIB 3IIHCHIOETHCS B
ABTOMATU30BAHOMY PEKUMI IMICIIS iX MiAMHCaHHS.

55. HamcunmanHs  JTOKYMEHTIB  HE3aJIeKHO B (GOpMH 1X  CTBOpEHHS,
3IMCHIOETHCS Yepe3 CUCTEMY B3a€EMO/III.

56. Y pasi CTBOpEHHs JOKYMEHTA Yy MamnepoBiid ¢popMi aapecaTy HaJCHIAEThCS
JUIIe Woro (OTOKOIMISA Yepe3 CHUCTEeMYy B3a€EMOJIIi, KpIM BUMNAAKY HaJACHIIAHHS
JIOKYMEHTIB YCTaHOBI 4M 0C00i, SIKi HE € KOPUCTyBa4aMH CHUCTEMH B3a€EMOJIi, Ta
JTOKYMEHTIB, BU3HAYCHHUX MTyHKTOM 2 i€l [HCTpyKITii.

57. Slkmio agpecat He € KOPUCTyBa4eM CUCTEMHU B3aEMO/IIi, PEECTPATOP CTBOPIOE
[anepoBy KO €JIEKTPOHHOIO JTOKYMEHTA, 3aCBiAUyeE ii MeYaTKOK Ta HAJICHUIIAE 32
HAJIEKHICTIO 3T1JHO 3 BUMOTaMHM [HCTpyYKIIi 3 1IJIOBOJICTBA.

58.Y pa3i HajacunaHHs (QOTOKOMIi JOKYMEHTa 4Yepe3 CHUCTEMY B3aeMOJIli
OpUriHaJ BHUXIJHOTO JOKyMEHTa B mamnepoBii ¢opmi (uiie s JOKYMEHTIB
noctiitHoro ta tpuBaioro (moHaa 10 pokiB) 30epiraHHs) 3aJIMIIAETHCSA B YIPABIIIHHI
JIJOBOJACTBA Ta OpraHi3aliiHOi poOOTH TUIBKK ISl 30€epiraHHs 3 MOJAIbIITUM
dbopMyBaHHSIM Yy CIIpaBU BIJIMOBIJHO /0 3aTBEPHKEHOI HOMEHKIATypH crpaB 0e3
nepenayl ix aapecary.
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59. IlepeBipKy BHECEHUX Y pEeeCTpalliHO-MOHITOPUHIOBY KapTKy 00OB’SI3KOBUX
Ta JI0JaTKOBUX PEKBI3UTIB BUXIAHOTO JOKYMEHTA 3/IIMCHIOE CUCTEMA E€JIEKTPOHHOTO
JIOKYMEHTOOOITY B aBTOMAaTUYHOMY PEXHUMI.

KBauidikoBana enekTpoHHa neyaTka 200 yI0CKOHAJIEHA €JIEKTPOHHA MeYaTKa,
o 0a3yerbcs HA KBAJMiIQIKOBAaHOMY cepTH(PIKATI €JIEKTPOHHOI MEYATKH

60. Ilepemnik EIEKTPOHHUX JOKYMEHTIB, AK1 noTpeOyIoTh
3aCBIJUEHHS KBaI(PIKOBAHOIO  €JIEKTPOHHOIO TEYaTKOK a00  YJIOCKOHAJIEHOIO
€JIEKTPOHHOIO MeyYaTKolo, W0 Oa3yerbcss Ha KBaii(iKoBaHOMY cepTu(ikarti
CJICKTPOHHOI MeYaTKH, BU3HAYAEThCS [HCTPYKIIIEIO 3 AUIOBOJICTBA HA IMIJICTaBl aKTiB
3aKOHO/1aBCTBA.

61. Po3nopsiipkeHHAM MICHKOTO TOJIOBM BU3HAYAIOTHCS MOPSAOK BUKOPUCTAHHS
YIOCKOHAJICHUX EJIEKTPOHHUX TME€YaToK, M0 0a3yloThcsi Ha KBali(hiKOBAaHUX
ceprudikarax eJIeKTPOHHOI TeYaTKW, Ta YIOBHOBAXKEHI IMOCAJ0BI  0cooOw,
BIJIMTOBIATBHI 32 ii 3aCTOCYBaHHHI.

Opranizanis nepegaBaHHs JOKyYMEHTIB
Ta BU3HAYECHHS IX BUKOHABUIB

62. 3apeecTpoBaHMil JOKYMEHT 3a (aKTOM BHECEHHS pEeCcTpaTopoM B
PEECTPALIIITHO-MOHITOPUHTOBY KapTKy BIANOBIIAJBHOTO 32 PO3MJS  JTOKYMEHTa
(3riIHO 3 PO3MOJIIIOM (PYHKI[IOHAIBHUX MOBHOBAXXEHb) MICHKOTO TOJIOBH, CEKpeTaps
MICBKOI pajy, 3acTylmHHKa MICHKOTO TOJOBHM 3 IHUTAaHb MISJIBHOCTI BHUKOHABYHX
OpraHiB paju, KEpyl4yoro CIpaBaMH BUKOHABUOTO KOMITETY MICHKOI pajd, SKHMA
po3riiAiac JOKyMEHT B MICBKIM pail mepmuM (Jani — TEepBUHHUNA PO3IIISI),
ABTOMATUYHO  TEPEJAEThCS HAa  PO3TJSLA  4epe3  CHUCTEMY  eJIEKTPOHHOTO
JIOKYMEHTOOOITY.

JIOKyMEHT aBTOMAaTHYHO Ta OJHOYACHO HAAXOJWTHh HA PO3TJISLA OJHIN YU
JNEKUIBKOM MO0CaJoBUM 0co0aM (MICBKOMY TOJIOBI, CEKPETapl0 MIChKOi paju,
3aCTyHUKAM MIChKOI'O TOJIOBM 3 MUTaHb JISJIBHOCTI BUKOHABUYMX OpPraHiB paj,
KEpyIOUOMYy CIipaBaMW BHKOHABYOIO KOMITETY MICBKOI paau), SKI BHU3HAYCHI
BUKOHABISIMU (CIIBBUKOHABLISIMH ) 3a3HAYEHOT0 JIOKYMEHTA.

63. JlokyMeHTH ojpa3y micis iX peecTpalii mHepeaaroTbcsl Ha TMEPBUHHUM
PO3TIISI.

MicekoMy TOJI0OBI ab0 0co0i, III0 BHKOHYE HOro OOOB’S3KM, HA TEPBUHHHUI
pO3IIIAl TEepeAaroThCs JTOKyMeHTH, mo Hamiiuum Bin Cekperapiatry KaOinery
MinictpiB Ykpainu, BepxoBuoi Panu Ykpainu, Anminictpanii [Ipesuaenra Ykpainu,
3aMUTH/3BEPHEHHS. HApOJHUX JEMyTaTiB Ta JOPYYEHHS (JIMCTH) yCTaHOB BHUIIOTO
PiBHSL.

CekpeTapio MiCbKOI paji, 3aCTYIIHMKAM MICHKOTO TOJIOBH 3 MUTaHb JISTIBHOCTI
BUKOHABUUX OPraHiB pajy, KEPyHUOMY CIpaBaMU BUKOHABYOTO KOMITETY MICHKO1
paay 3rigHO 3 PO3MOALIOM (PYHKIIOHATBHUX MOBHOBAXKEHL HA MEPBUHHUN PO3TIIS
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NepeNarThCs JOKYMEHTH, 10 HAIIWIIUIN B1J TEPUTOPIAIbHUX OpraHiB MIHICTEPCTB Ta
BIJIOMCTB YKpaiHu B 00J1acTi, MIAMPUEMCTB, YCTAHOB Ta OpraHizailiil.

[lepBUHHUNA pO3TIs] TMPOEKTIB AKTIB, BHECEHUMX MICBKIA pajJii Ha CIHUIbHE
pO3pOOJIEHHS, 1HIIUX JOKYMEHTIB 3/I1IMCHIOETHCS KEPIBHUKAMHM BUKOHABYMX OPraHiB
MICBKOI pagu abo ocobamu, 10 BUKOHYIOTh X 000B’S3KH, B MEXaX X KOMIIETCHIII1.

EnexTponHa pe3oJonist

64. IlocamoBa ocoba, sika 3AIHCHIOE TEPBUHHUNA PO3IIIAN E€JIEKTPOHHOIO
JOKyMEHTAa, HaKJIaJa€ Ha HbOTO €JIEKTPOHHY PE30JIIOIIIIO0, B sIKI BU3HAYAE€ TOJIOBHOTO
BUKOHABIIS, BIAMIOBIAILHOTO 32 OpraHi3allil0 BAKOHAHHS JIOKYMEHTa B MICBKIH paji,
Ta y pa3i HEOOX1THOCTI CIIBBUKOHABIIIB 1 CTPOK HOTO BUKOHAHHSI.

B enekrponHiii pe3omromnii 000B’SI3KOBO 3a3HAYAIOTHCS BCl BUKOHABYI OpraHw,
SIK1 OEpyTh y4acTh B OMPAIFOBAHHI JIOKYMEHTA Ta TOTO/KEHHI MMPOEKTY BIAMOBIII.

[TocamoBi o0coOuW, $KiI OJHOYACHO PO3MVISNAIOTH EIEKTPOHHUN JOKYMEHT,
HaKJIaJal0Th HA HHOTO €JIEKTPOHHI PE30JIIoLii, B SIKMX BHU3HAYAIOTh BIJAMOBIAAILHUX
BUKOHABI[IB Ta Yy pa3l HEOOXIJHOCTI CIIBBUKOHABIIIB Yy MeEXax BIJMOBIIHOTO
BUKOHABYOT'O OpTaHy.

65. EnexTpoHHa pe30toLlisi CKJIAIA€ThCs 3 TAKUX PEKBI3UTIB:

1) mpi3BuiLe, BIacHe iM'a BUKOHAaBLS (BUKOHABIIB) y 1aBAJIbHOMY BIJMIHKY;

2) 3MICT IOpPYYEHHS;

3) CTPOK BUKOHAHHS;

4) xBami(hiKOBaHUHN EJIEKTPOHHHUM MIANMUC a00 YJIOCKOHAJICHUN €JIeKTPOHHUI
nianuc, 1o 0a3yeThcs Ha KBadi(ikoBaHOMY cepTHU(]IKATI €JIEKTPOHHOTO IiJIHUCY,
10CaJI0BOi 0COOM.

B enexkTpoHHiil pe3ondronii JO €IeKTPOHHOTO JOKYMEHTA, II0 HE Ma€ CTPOKY
BUKOHAHHSI, 3a3HAYEHHS 3MICTY JIOPYUYEHHS Ta CTPOKY BUKOHAHHSI HE BUMAraeThCsl.

EnexrponHa pe3oioIis MOXKE JIOIMOBHIOBATHUCS IHIMMMH PEKBI3UTaMH, SKi
BU3HAYAIOTHCS [HCTPYKITi€TO 3 A1TIOBOJICTBA.

HekonkpetHi ("npuckoputn", "nominmuru", "akrusizyBaru", "3BepHyTH yBary"
TOIIO0) €JEKTPOHHI PE30JIIOIli HE IOMYCKAIOThCS.

66. Yci enexkTpoHHI pe30NoNli, HAKIaJeHI Ha EJIEeKTPOHHUN JOKYMEHT,
BHOCSITBCA IO MOTO PEECTPALIITHO-MOHITOPUHTOBO1 KAPTKHU 1 HEPO3PHUBHO OB’ sA3aHI 13
HEIO.

67. EnekTpoHHa pe3OJIOLis, sIKa € HaCHIiJIKOM BHKOHAHHS €JIEeKTPOHHOI
Pe30JIoIii BUIOTO PiBHSA, JOJATKOBO MICTUThH JIOT1YHE IMOCUJIAHHS Ha BIJMOBIAHY
CJICKTPOHHY PE30JIIOIIIIO (IEPEBO €IEKTPOHHUX PE30JIIOIIH).

68. Jlo HakiamaHHS  CJEKTPOHHOI  PE30JIIOIi  BCTAHOBIIOIOTHCSA — Taki
0COOJIMBOCTI:

BUKOHABIISIMU CIIEKTPOHHOT pe3outorii MiCBKOTO TOJIOBH
BU3HAYAIOTHCS KEPIBHUKKM BUKOHABUMX OPTraHiB MICBKOI paau (y pa3i HEOOX1THOCTI
MOXXYTh OyTHM BH3HAY€HI MPAI[iBHUKU YCTAHOBHU, JO0 KOMIIETEHIIi SKUX HAJICKHUTh
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3a3HaueHEe B PE30JIONIi MUTaHHS), PO 10 CHCTEMa EJIEKTPOHHOTO TOKyMEHTOOOIry
ABTOMATHUYHO 1H(GOPMYE 3aCTYMHHUKIB MICBKOIO TOJIOBM 3 MHUTaHb IsUTbHOCTI
BUKOHABUYUX OPTaHIB pajiv, K1 KOOPJIUHYIOTh JisJIbHICTh BIAMOBITHOTO BUKOHABYOTO
opraHy Ta y pas3l norpeOu MarTh NpPaBO JIONOBHUTH 3a3HAUYEHY PE3OJIONII0, HE
3MIHIOIOYH CYTl1 AOPYUYEHHS MICHKOTO TOJIOBU Ta MOr0 rOJIOBHOI'O BUKOHABIIS;

BUKOHABI[IMU PE30JIIOLII CeKpeTapsi MICbKOI paau, 3acTyMHHUKIB MICHKOTO
TOJIOBM 3 TUTaHb JiSJIbHOCTI BUKOHABYMX OPTaHiB pajid, KEPYHYOro CIpaBaMH
BUKOHABYOT'O KOMITETY MIChKOI paJii BU3HAYAIOTHCSI KEPIBHUKYA BUKOHABUYMX OpPTaHIB
MICBKO1 pajJid, YHIO AISUTBHICTh KOOPJIUHYE BIJIMOBITHUN 3aCTYIMHHK, PO 110 CUCTEMA
CJICKTPOHHOTO JTIOKYMEHTOOOITY aBTOMAaTHYHO 1H(OPMYE KEPIBHUKIB BiIMOBIIHUX
BUKOHABYMX OpPTaHiB;

BUKOHABI[IMU PE30JIIOIlIi KEpPIBHMKAa BWKOHABUOTO OpraHy BH3HAYAIOTHCS
CHEUIaTICTH BIANOBIJHOTO BUKOHABYOTO OpraHy, Ipo HI0 CHUCTEMa E€JIEKTPOHHOIO
JOKYMEHTOOOITY aBTOMAaTHYHO 1H(OpPMYy€E€ KEpIBHUKIB BIAMOBIAHUX BUKOHABUUX
OpraHis;

CJICKTPOHHOIO PE3OJIOIIEI0 MOXE OYTH BHU3HAYEHO TOJIOBHOTO BUKOHABIIS,
CIIBBMKOHABIIIB, CTPOKH BUKOHAHHS, OTPUMYBayiB JOKYMEHTa "0 Bijmoma".

69. EnekTpoHHI JOKYMEHTH HAIXOIATh JIO iX BHUKOHABIIB BUKIIIOYHO Yepe3
CUCTEMYy CJIEKTPOHHOTO JIOKYMEHTOOOITY Ha TiJCTaBl HaKJIaJACHUX Ha HUX
CIICKTPOHHUX PE30JIOIIIH.

JIOKyMEHT, BUKOHABI[IMU SIKOTO € KUIbKa BHUKOHABYMX OpraHiB (TI0CAJIOBUX
0ci0), HaIXOIUTh OJHOYACHO JIO BCIX MOT0 BHKOHABIIIB, BU3HAYCHUX €JIEKTPOHHOIO
PE30JIIOIIEI0 YU TICPEIIKOM PO3CHJIKH, CTBOPEHHM PEECTPATOpPOM abdo0 aBTOPOM
JIOKyMEHTA.

70. KepiBHUKM BHKOHABYMX OPTaHiB OMPAIlbOBYIOTh EJIEKTPOHHI JOKYMEHTH,
OTpYMaHI BHACTIJOK iX MepeaaBaHHs Yepe3 CUCTEMY €JIIEKTPOHHOTO JTOKYMEHTOOOITY
3a HAJIEXKHICTIO, Ha M1JICTaBl HAKJIaICHUX HA HUX €JIEKTPOHHHUX PE30JIIOIIH.

VY pa3i HEOOX1AHOCTI KEPIBHUK BMKOHABUOI'O OpraHy Mae MpaBoO JAEJIeryBaTH
CBOEMY 3aCTyIHHUKY PO3TJISA YaCTHHHU €ICKTPOHHHUX TOKYMEHTIB, SIKi HAIXOATh Ha
OTIPAIFOBAHHS JI0 BAKOHABYOTO OpraHy.

71. CucreMa €NeKTPOHHOTO JOKYMEHTOOOIry aBTOMaTU4YHO (ikcye ¢dakTu
nepeqaBaHHs  C€NEeKTPOHHUX  JOKYMEHTIB  BHUKOHABISIM B PEECTpaliiHO-
MOHITOPUHTOBIA KapTii 13 3a3Ha4eHHsAM 1HQopMaIllii Ipo BHUKOHABIIB, SKUM
nepesaHo JOKYMEHT.

72.3MiHa TOJIOBHOTO BHKOHABIS 3IHCHIOETBCS B CHUCTEMi EIEKTPOHHOTO
JOKYMEHTOOOITY Ha IMJICTaBl pe30JIrollli KepiBHUKA, KWW 371HCHIOBAB TNEPBUHHUMN
PO3IIIST €JIEKTPOHHOTO IOKYMEHTA.

73. SIKu1o 1l €EKTPOHHOTO TOKYMEHTa HE BCTAaHOBJICHO CTPOKIB BUKOHAHHS, a
Horo ormpamrpoBaHHS HE NOTpeOye IMMATrOTOBKH IIPOEKTY JTOKYMEHTa Ha KOro
BUKOHAHHS, BIJMOBIMAJIbHUI BHKOHABEI[b MAa€ IIPaBO INCISI O3HAWOMIICHHS 3
JOKyMEHTOM BHECTH B PEECTPAIliiHO-MOHITOPUHTOBY KapTKy I1H(opmaliio mpo
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cnocid BUKOHAHHS LBOTO JOKYMEHTa (IIMTAaHHA BHUPILIEHO B pOOOYOMY MOPSAKY,
B35TO y4acThb Y Hapa/i TOIIO), 3aKpUTH HOTO "110 cripaBu’”.

SKIO eNEeKTPOHHUW JOKYMEHT pO3ICIaHO TMpAllIBHUKAM MICBKOI paau IS
O3HAMOMJICHHSI 4e€pe3 CHUCTEMY EJIEKTPOHHOTO JIOKYMEHTOOOIry, TpalliBHUKH
3M1MCHIOIOTh O3HAMOMIICHHS, a Y pa3l PO3CWIAHHS JJI1 O3HAMOMIIEHHS MiJ MiJINUC —
MIATBEP/KYIOTh HAKJIaJIaHHAM  KBallipiKOBAaHOTO E€JIEKTPOHHOIO MiAmucy abo
YJIOCKOHAJICHOTO EJIEKTPOHHOTO IIJNUCY, IO 0a3yeTbcsi Ha KBallipiKOBaHOMY
cepTudikari eJIeKTPOHHOTO MIANUCY. Y TaKOMY BHUIIAJKy B CHCTEMI €JIEKTPOHHOIO
JOKYMEHTOOOITY aBTOMaTU4YHO T'€HEPYETHCS JIUCT O3HAMOMIIEHHS 3 JOKYMEHTOM, Y
SIKOMY 3a3HAYa€ThCs TMEPEeNiK MOCaIOBUX OCI0 MICHKOI paju, SSKUM OyJIo TepeaHo
BIMOBIIHUN JTOKYMEHT 3 TMO3HAYKOI NP0 O3HAHOMIICHHS, y TakoMy (opmari:
Opi3BUIIE Ta BJIACHE IM'A, JaTra HAJAXOKEHHS EJNEeKTPOHHOTO JOKyMEHTa, Jara
o3HaloMIIeHHs (KBasTi(iKOBaHA €EKTPOHHA MO3HAYKA Yacy).

IV. lokyMeHTYBaHHSA VIOIPABJIHCHKOI iH(hopMalii B eJIeKTPOHHIN popmi.
3arajnbHi BUMOTH 10 CTBOPEHHS JTOKYMEHTIB

74. JlokyMeHTyBaHHs YIIPaBIIHCHKOI 1H(OpMaIlli B €JIEKTPOHHIA (POopMI MOJATrae
y CTBOPEHHI €JIEKTPOHHUX JIOKYMEHTIB, B SKUX (DIKCyeTbcs 1HQOpMaLis Mpo
YIPABIIHCHKI PIIEHHS 3 JOTPUMAHHSIM YCTaHOBJIEHUX 1I1€10 [HCTPYKIII€I0 MPaBUIL.

75. PexBi3uTH, BHU3HA4Ye€HI Li€l0 [HCTPYKIi€I0, BHOCATHCA B peeCTpaliiiHo-
MOHITOPUHIOBY KapTKYy.

Bianku 1o0KymMeHTiB

76. OpranizaiiiiHo-po3nopsiA4l TOKYMEHTH MIChKOI pajgu opOpMIIOIOTECS Ha
OJIaHKax, 110 CTBOPIOIOTHCS B €JIEKTPOHHIN (hOpMI 3T1IHO 3 BUMOTaMH 1€l [HCTpyKIii
Ta 3 ypaxyBaHHaM Bumor JICTY 4163:2020.

77. biaHKH TEHEPYIOThCS CHCTEMOIO EJIEKTPOHHOTO JOKYMEHTOOO0Iry B
ABTOMATHYHOMY PEKHMI Ha IM1ICTaBl 0OpaHUX aBTOPOM IIPOEKTY KPUTEPIiB TUIIOBOTO
OnaHka 211 00paHOTo BUIY €JIEKTPOHHOTO IOKYMEHTA.

Jlnst  reHepaiii TUMOBOTO OJIaHKAa 3aCTOCOBYIOTHCS KpUTEpii: BUJ, THI
JIOKyMEHTa, MiAMUCYyBay TOIIIO.

78. biiaHKH1 KO>XKHOTO BHUJLy TE€HEPYIOThCSI HA OCHOBI MO3/I0OBXHBHOT'O PO3MIIIICHHS
PEKBI3UTIB. PEKBI3UTH 3ar010BKa PO3MIMIYIOTHCS IIEHTPOBAHIUM CIIOCOOOM (ITOYATOK 1
KIHEIb KO’KHOTO psAJIKa PEKBI3UTY OJHAKOBO BIJJAJIE€H] BiJ MEX 30HH PO3TAllyBaHHS
PEKBI3HTIB).

79. Jlns miAroTOBKM TOKYMEHTIB B €JIEKTPOHHIA (POpMI cucTEMa €JIEKTPOHHOIO
JOKYMEHTOOOITY TeHepye Takl BUIU OJIaHKIB JJOKYMEHTIB:

3arajibHUM OJIaHK I CTBOPEHHS JOKYMEHTIB (0€3 3a3HaueHHs y OJJaHKy Ha3BU
BUJly JOKyMEHTA) (10/1aTOK 2);

CHeniagi3oBaHuil ONaHK JJii CTBOPEHHS pPI3HUX BHJIIB JOKYMEHTIB IS
JUCTYBaHHS 1HO36MHUMHU MOBaMu (101aTOK 3);
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0JIaHK KOHKPETHOrO BHJYy JIOKYMEHTa (13 3a3HAUYCHHSIM Ha OJaHKy Ha3BU BUIY
JTOKyMEHTa) (10AaToK 4).

80. JloxyMeHT y pa3l HEOOXIOHOCTI JPYKYe€TbCS pa3oM 13 OIaHKOM,
3r€HEpOBAaHUM CHUCTEMOIO EJIEKTPOHHOTO JOKYMEHTO00Iry ©0e3 3acTOCyBaHHS
OJIaHKIB, BUTOTOBJIEHUX JIPYKAPCHKUM CIIOCOOOM.

81. briaHKu JOKYMEHTIB, CTBOPEHUX Yy €JIEKTPOHHIN (HopMi, HE HyMEPYIOThCS Ta
HE TTOTPEOYIOTh 00JIIKY.

Jarta 3acBifueHHs Ta peecTpauii

82. Jlatra peecTpamii BHUXIJHOTO JOKYMEHTa aBTOMAaTUYHO (OPMYETHCA
CUCTEMOIO E€JIEKTPOHHOTO JIOKYMEHTOOOIIY YCTaHOBH (BEOMOIYJIEM CHCTEMH
B3a€EMO/II1) Y peecTpaliifHO-MOHITOPUHTOBIM KapTIl M1/ Yac HOTO MiAMUCAHHS.

83. O00B'SI3KOBOMY  JIaTYBAaHHIO Yy PEECTPAIIIHO-MOHITOPUHTOBIA  KapTIli
MUISITal0Th YC1 CIY>KOOB1 BIIMITKH, TOB'SI3aHI 3 MPOXOHKCHHSIM Ta BUKOHAHHSAM
JOKYMeHTa (pe30Jrolii, BIAMITKM MPO BUKOHAHHS JOKYMEHTa, HaJCHUJIaHHS HOro 10
CIIpaBH TOIIIO).

Odopmiienns 10aaTKIB

84. Ha nmonatkax, 10 3aTBEPKYIOTHCS BIAMOBIIHUMH aKTaMu (MOJIOKEHHS,
IHCTPYKILii, MpaBuja, NOPAIKH TOILO), MPOCTABIAETbCA TpUd 3aTBEPAKECHHS
BIJIMOBIAHO A0 NYHKTY 92 miei [HCTpykiii. ¥V BIANOBIAHMX MYHKTaX PO3MOPSIUOi
YaCTHUHHU JIOKYMEHTa pOOUTHCS MOCWIaHHs: "o nojaeThea" abo "(momaernes)".

85. Ha nmomatkax mpocTaBis€ThCS BIAMITKA Y BEPXHHOMY MPABOMY KYTi HEpIIOq
CTOPIHKHU JI0JIaTKa, sKa BKIIOYA€E HOMEP J0JaTKa, 3aroJIOBOK HOPMATUBHO-IIPABOBOTO
aKTa Ta MOCWJIaHHS Ha BIAMOBIIHY CTPYKTYPHY OJIMHUITIO, HATIPUKIIA:

JlomaTok 5

1o IIpaBun BupoOHUIITBA
(BUTOTOBJICHHS) Ta KOHTPOJIIO SIKOCTI
JKAapChKHUX 3aCO0IB B anTeKax
(myHkT 17)

86. CympoBiiHI MaTepiaau JOBIIKOBOr0 a00 aHAITUHYHOTO XapakTepy (rpadiku,
CXEMH, TaOJHIll, CHUCKH TOIIO) 10 OCHOBHOTO JOKYMEHTA IMOBUHHI MaTHU BIAMITKY 3
MMOCWJIAHHSM Ha [IEH IOKYMEHT, KOT0 Ha3BY, HAIPUKJIA/L;

Jlogatok
JI0 PO3TOPSJIPKEHHSI MICHKOTO TOJIOBU
« _» 2025 poky
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PeecTpaniiinuii iHIeKC JOKYMEHTIB

87. Slkimio  JOKyMEHT TMIArOTOBJIEHO JBOMAa YW OUIbIIE YCTaHOBAaMH,
3aCTOCOBYETHCS pEeECTpALINHUIN 1HIEKC FOJIOBHOTO BUKOHABIIS.

88.Ilix wac Bi3yamizalii JOKyMEHTa MiCI€ PO3TAllyBaHHS PEECTPALIIHOIO
1HJIEKCY BU3HAYAETHCS 3T1JTHO 3 POPMOIO 3reHepOBaHOIO OJIaHKa.

89. Ilix vac Bi3yamizalii JOKyMEHTa CHUCTEMa €JIEKTPOHHOTO JOKYMEHTOOOITY
YCTaHOBM BIATBOPIOE Ta Bi3yali3y€e pa3oM 13 JOKYMEHTOM o0pa3 WITpHUX-KOAy abo
QR-xony (mys aktiB aume QR-kox), skuii 000B’I3KOBO MICTHUTh:

1) peecTpaliiiHuii 1HAEKC TOKYMEHTA;

2) cKkopoueHe HalMEHYBaHHS YCTaHOBH, PEKBI3HUT MiANUCyBava (IIiMHACYyBayiB)
Ta JarTy MiANHCAaHHS 3 KBaJli()iKOBAHO! €JIEKTPOHHOI MO3HAYKU 4Yacy EJIEeKTPOHHOI
no3Hauku yacy (auie s QR-kony);

3) naHi mpo MOTOKEHHS (JTUIIIE JIJIS aKTiB).

90. ITig wac peectpallii manepoBUX TOKYMEHTIB BUKOPUCTOBYETHCS IITPUX-KOJ
a60 QR-xog.

I'pud 3aTBepaKeHHS JOKYMEHTA

91.V pa3l Koau €NeKTPOHHHM JOKYMEHT 3aTBEPIKYETHCS PO3MOPSIKEHHAM
MICBKOTO TOJIOBHM, PIIIEHHAM MICBKOi pagud ab0 BHKOHABYOIO KOMITETY Tpud
3arBep/keHHs1 ckinanaerbesa 31 cnoBa "3ATBEPJPKEHO", Ha3Bu (y Ha3suBHOMY
BIIMIHKY) BHJY JOKYMEHTa, SIKUM 3aTBEPIXKYETbCS CTBOPEHHMH JIOKYMEHT, 13
3a3HAYEHHSAM JaTH MOro 3aTBEP/KEHHS 1 HOMepa, HAPUKIIAL:

3ATBEP/’KEHO

Po3nopsiykeHHST MiCBKOTO TOJIOBH
22 6epesnst 2025 poxy Ne 230

92. I'pu¢ 3aTBEepKEHHS Bi3yalli3yeThCsl y BEPXHbOMY IMPABOMY KyTl MEPIIOi
CTOPIHKH JIOKYMEHTA.

/laHi Npo BUKOHAHHSA IOKYMEHTIB

93. BiaMmiTka mNpo 3aKiHYEHHA BHUKOHAHHS JIOKYMEHTa BHOCUTHCA 1O
PEECTPALITHO-MOHITOPUHIOBOT ~ KapTKU Ta MICTUTh ~aBTOMAaTHMYHO 3TE€HEpOBaH1
CUCTEMOIO €JIEKTPOHHOI'O JIOKyMEHTOooOIry cinosa "Jlo cnpaBu", HOMep crpaBu, a
TaK0>X KOPOTKI B1IOMOCTI ITPO HOro BUKOHAHHS, HAIIPUKJIA;

o cripaBu Ne 01-10
Jluct-BianoBiae Big 15.03.2024 Ne 01-10/98/0.1
abo

K OI'II/IBHMleKa MicbKa pa,qa

I

6 8ig 02.07.2
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o copasu Ne 01-10
[TuTanHs BUPIIIEHO MO3UTUBHO 1] yac TenedonHoi po3mou 07.03.2024

Oco0smBoOCTI 0OopMIICHHS TeIKUX BU/IIB JIOKYMEHTIB

IIpoToko.iu

94. TIpoToKonM CKIAAAIOTHCA B €JIEKTPOHHIN (hopmi BiamoBiaHO 10 [HCTpyKIii 3
JIIOBOJICTBa 200 PIMICHHS KOJIETIaJbHOTO OpPraHy.

95. V pa3i BeaeHHs ayaioBi3yaibHOI (pikcarlii 3acimaHHs BIAMOBIIHUNA 3aruc
MIMUCYEThCsT  KBaTI(IKOBAaHUM  €IEKTPOHHUM MAMUCOM ab0  YIOCKOHAJICHUM
CJICKTPOHHUM TIAMUCOM, IO 0Oa3yeTbcs Ha KBamidikoBaHOMY cepTudikari
eJIEKTPOHHOT'O MIJINKCY, CEKpeTaps KOJIETiallbHOTO opraHy (maimi — cekperap) ado
YIOBHOBAXXEHOI 0COOM Ta JOJAETHCS IO TPOTOKOITY.

96. Ilporokomu Ta BUTSITM 3 HHX HAJACWIAIOTBCI Yy pa3l  moTpedm
3alHTEPECOBAHUM YCTaHOBAaM, IMOCAJTOBUM ocoOam, mpaiiBHUKaM. [lepenik po3cunku
CKJIQJIa€ CEKpeTap.

Cay:x00Bi JucTH
97. Cny>x00BuUH THUCT B €NEKTPOHHIN (HopMi 0POPMITIOETHCS HE HA OJIaHKY.

98. Jlaroro nucta € gara Horo peecTtpailii B yMOpaBliHHI JIJIOBOJICTBA Ta
oprasizairiitHoi po6oTu.

ITiAroTroBKAa NMPOEKTIB €JIEKTPOHHUX JOKYMEHTIB

99. 3a MATOTOBJICHHI MPOEKT EIEKTPOHHOTO JOKYMEHTA BIANOBIIAIBHUM €
aBTOP IOKYMEHTA.

100. 3a opraHizaiil0 BHKOHAaHHS €JICKTPOHHOTO JOKYMEHTa BiJIOBIAAIOThH
ocoOu, 3a3HayeHl B CEIEKTPOHHIM pE30JIONii, HAKIAJACHIA 3a pe3yJbTaTaMu
MIEPBUHHOTO PO3TIISAY TOKYMEHTA.

101. [TigroToBKa MPOEKTY EJIEKTPOHHOTO JOKYMEHTa 3MA1MCHIOETHCA 3
ypaxyBaHHSM TaKUX BUMOT:

1) IPOEKT €NEKTPOHHOTO TOKYMEHTa TOTYEThCS aBTOPOM JIOKYMEHTa B CHUCTEMI
€JIEKTPOHHOTO JJOKYMEHTOO0O0ITYy;

2) y pa3l HagBHOCTI CYIOpPOBIIHMX MaTepiaiB JI0 MPOEKTY EIEKTPOHHOIO
JOKYMEHTa BOHHU JIOJAIOTHCS JIO TPOEKTY EIEKTPOHHOTO JOKYMEHTa BHKIIIOUHO B
CIeKTpOHHIA Qopmi (30kpemMa TabmuuHi Ta rpadiyHi wMarepiand, (HOTOKOIIT
JIOKYMEHTIB, 3aBaHTa)X€HI y cucrteMy y ¢ainax ¢opmarTiB, BH3HAUCHHX aKTaMU
3aKOHOJIaBCTBA);

3) BHECEHHSI 10 TIPOEKTY EJIEKTPOHHOTO IOKYMEHTA MOCWJIAHHS Ha TOKYMEHT(1),
Ha BUKOHAHHS SIKOTO(MX) CTBOPEHO BiAMOBITHUIA MPOEKT;
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4) BHECEHHsI O PeeCTPaLIHO-MOHITOPUHIOBOI KAPTKH B aBTOMAaTH30BAaHOMY
peXuMi IHJIEKCY CIpaBH 3a HOMEHKIATypOK CHpaB, J0 SKOi BIJHOCHUTHCS
eIEKTPOHHUN JOKYMEHT, 110 CTBOPIOETHCS,

5) 3a3HaueHHA OOOB’S3KOBOTO CTATyCy MpPHU3HAYEHHS MPOEKTY (1HILIATUBHUM,
iHpopMariiiHuii, MPOMIDKHA BIAMOBIAL, MOAAHHSA MPO 3MiIHY CTPOKY, 3aluT Ha
JOIaTKOBY 1H(OpMaIlito, OCTATOYHE BUKOHAHHS);

6) GopMyIIIOBaHHS TPOEKTY MOPYUYECHHS O JOKYMEHTA 3IIACHIOETHCS y TEKCTI
JOKyMEHTa, JI0 SIKOTO TUTAHY€ThCS BHJIAHHS BIAMOBIIHOTO JOpPYYEHHs, y ¢opmi
KOHKPETHOTO 3aBJIaHHS 13 3a3HAUEHHSAM CTPOKY MOro BUKOHAHHS Ta BHUKOHABLIB,
HATIPUKJIA; YIIPABIIHHIO IEPCOHAITY; KEPIBHIKAM BUKOHABYHX OPTaHIB TOIIIO;

7) opmyBaHHS TeEpemiKy MOTOMKYBadiB Ta MIAMNUCYBAadiB y peeECTpaliiftHO-
MOHITOPUHIOBII KapTIl.

102. Im’st (baitny BUXITHOTO MPOEKTY €IEKTPOHHOTO JTOKYMEHTA, CYHpOBIAHUX
Ta 1HIIKUX MaTepiaiiB 10 HOrO MOBUHHO MAaTH CTUCIY YHI(IKOBaHY Ha3By, IKa YITKO
BUXOJIUTH 13 IPUHATIEKHOCTI BMICTY (ailily, HanpHuKIaI:

Jlucr ...

Cmyx00Ba 3amucka ...

Haxka3 npo ...

3MiHU 10 HaKa3y Bix ... No ...

Hosa penakiiis Hakasy Bifg ... Ne ...

{1 Tlopsnok (ImoaokeHHs, IHCTPYKIIiS TOIIO) ...

12 Tab6nuus (rpadik, miaH TOIo) ...

CkaHoBaHa KOs JIUCTA ...

BizyBaHHS Ta OTOAKEeHHS NMPOEKTIB €JIEKTPOHHUX JOKYMEHTIB

103. IToromkeHHs MPOEKTY €IEKTPOHHOTO TOKYMEHTA TMOJISITae y Moro Bi3yBaHHI
YIOBHOBXCHUMH 0CO0aMHM, 3a3HAUYCHUMH B PEECTPAIITHO-MOHITOPUHTOBINA KapTIi,
Mo 3a0e3MeUyeThC CHUCTEMOIO EJIIEKTPOHHOTO JOKYMEHTOOOIry Ha IiJICTaBi
chopMOBaHOrO  TEpeiiKy  MOro/KyBauiB,  3a3HAYEHUX Y  PEECTpaAIliiHO-
MOHITOPUHIOBIN KapTIl.

104. Indopmartis npo MOTOKEHHS, BIAXUICHHS a00 MOBEPHEHHS aBTOMATUYHO
BHOCHUTBCS JIO PEECTPALIIMHO-MOHITOPUHIOBOI KapPTKHU.

105. [ToromkenHss Ta MIANUACAHHA TMPOEKTY  EIEKTPOHHOTO JTOKYMEHTa
3MIUCHIOETHCS Y TAKOMY TTOPSIZIKY

1) MPOEKT ENEKTPOHHOTO JOKYMEHTa CIIOYAaTKy BI3YEThCS HMOTO aBTOPOM,
KEPIBHUKOM ITiIOPSIKOBAHOTO BUKOHABUOTO OpPTraHy Ta YIIOBHOBRXEHUMHU 0COOaMuU
IHIIMX BUKOHABYMX OpPraHiB MIChKOI paad, 3a3HAYCHHUMH B PEECTpaliiHO-
MOHITOPUHTOBIN KapTIIi;

2) MPOEKT €JIEKTPOHHOTO JOKYMEHTA BI3Y€EThCS 3aCTYITHUKOM MiCHKOTO T'OJIOBH 3
NUTaHb JISUTBHOCTI BHKOHABYMX OpPraHiB paju, SKUH KOOPAUHYE pPOOOTY
BUKOHABYOTO OpraHy, BIAMOBIIAJBHOTO 3a IIJATOTOBKY TPOEKTY €JIEKTPOHHOTO
JOKyMEHTa (CeKpeTapeM MIChKOI pajH, 1HITUMHU 3aCTyITHUKAMH MiCHKOTO TOJIOBH 3
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NUTaHb JISJBHOCTI BHUKOHABYMX OpraHiB pajad, SKI KOOPJAUHYIOTH pPOOOTY
3aiHTEPECOBAHNX BUKOHABYMX OPraHiB, KEPYIOUHM CIPaBaMU BUKOHABYOTO KOMITETY
MICBKO1 pajin);

3) y pa3l MNOroJKeHHS pIIIEHHS BHUKOHABYOIO KOMITETY MICBKOI paju,
PO3MOPSAIKEHHSI MICBKOTO TOJIOBU 3 OCHOBHOI JISUIBHOCTI B €JIEKTPOHHIN (opMi
BUIIE3a3HAYCHUI MPOEKT PO3MOPSHKEHHS UM PIIICHHS TEPEBIPSIETHCS HAYAIbHUKOM
YOPaBJIIHHS JUJIOBOJICTBA Ta OpraHi3aiiiiHoi poOOTH, MOTOKYETHCS KEPIBHUKOM
BUKOHABYOT'O OPTaHy, HAYaJIbHUKOM IOPUIUYHOTO YMPABIIHHSI, CEKPETApeM MIChKOi
paay, 3aCTyIMHUKOM MICBKOTO TOJIOBH 3 IMUTaHb JISUIBHOCTI BUKOHABYMX OPTaHiB
paay, KEpyrouuM CIpaBaMH BHKOHABYOTO KOMITETY MICHKOI pajad BiAMOBITHO [0
¢GyHKI[IOHaTBbHUX O00O0B’SI3KIB, KEPIBHUKOM 3alHTEPECOBAHOIO BUKOHABUOTO OpPraHy,
CEeKpeTapeM MIChKOi paju, 3aCTyMHUKOM MICHKOTO TOJIOBH 3 MUTAaHb ISUIbHOCTI
BUKOHABYMX OpraHiB pajH, KEpylOUUM CIpaBaMU BHUKOHABYOI'O KOMITETY MICHKOI
paau — 3a HEOOX1AHOCTI, IUBJISIYMCH MO CYTI MUTaHHS, HAYAJIbHUKOM YIPaBIIHHS 3
NUTaHb  3amoOiraHHs 1 BHUABJICHHS  KOPYMIii, HA4YaJbHUKOM  YMPaBIIHHS
iHpopMaIIfHUX  TEXHOJOTId, HAYaJbHUKOM  YINpaBIIHHA  JUIOBOACTBA  Ta
opraizaiiiHoi poOOTH, KEPYIOUHUM CIIpaBaMy BUKOHABUOT'O KOMITETY MICHKOI paju;

y pa3l MOTO/PKEHHS PIIIEHHS MIChKOI paju B €JIEKTPOHHIM (OopMi MPOEKT
pIIIEHHS! TIOTO/IKYETHCSI KEPIBHUKOM BHUKOHABUYOTO OPraHy, 3aCTYITHHUKOM MICBHKOTO
TOJIOBH 3 TMHTaHb JISUTBHOCTI BHUKOHABYMX OPraHiB pajd BIAMOBIIHO JI0
byHKIIOHATHFHUX 000B’S3K1B, HAYATLHUKOM IOPUIUYHOTO YIPABIIIHHS, HAYaIbHUKOM
YIOPABIIHHS 3 TUTaHb 3an00IraHHs 1 BUSIBJICHHS KOPYMIIii, CEKpeTapeM MiChbKO1 paj,
HAYAJIbHUKOM YTIPABJIiHHS 1HGOPMAIITHIX TEXHOJIOT1H, MepeBipSI€ThCSI HAYATbHUKOM
yIpaBJIiHHS anapaTy MiCbKOi pajiu;

y pa3i MOTOJKEHHS PO3MOPSIXKEHHSI MICBKOTO T'OJOBU 3 OCHOBHOI MiSUIBHOCTI
MICBKOI paJl B €JIEKTPOHHIA (QOpMI NPOEKT PONOPSIHKEHHS IMOTOJKY€EThCS
CeKpeTapeM MIChKOi paJn, HadyaIbHUKOM IOPHIMYHOTO YIPABIIHHS Ta HAYaIbHUKOM
YIOPABIIHHS 3 TUTaHb 3aM00IraHHs 1 BUABJICHHS KOPYIIIIIi;

y pasi MOTOMKEHHS MPOEKTY PO3MOPSAIKCHHS MICHKOTO TOJIOBH 3 KaJIpOBHX
NIMTaHb B €JEKTPOHHIN (POpPMI MPOEKT BIZYETHCS KEPIBHUKOM BHKOHABUOI'O OpPraHy,
HAYaJIbHUKOM YTPAaBIIHHS TIEPCOHATY, HA4YaJIbHUKOM HOPUIUYHOTO YIPABIIHHS,
KEPIBHHUKOM 3alHTEPECOBAHOTO BHUKOHABYOI'O OpraHy, CEKpeTapeM MIChKOi paiu,
3aCTYITHUKOM MICHKOTO T'OJIOBH 3 MUTaHb JISUTBHOCTI BUKOHABYMX OPraHiB paju — 3a
HEOOX1THOCT1, MUBIAYUCH MO CYTI NMHUTAHHS, HAYAJLHUKOM YIPABIIHHS 3 MHUTaHb
3aro0OiraHHsl 1 BUSBIEHHS KOPYIIi, KEPYIOUUM CIIpaBaMHd BHKOHABUOTO KOMITETY
MICBKOI pajiu;

4) MPOEKT EJIIEKTPOHHOTO JOKYMEHTa BI3YETHCS BCIMa IMOCAJOBUMH 0COOaMU
(moromkyBayamMu), HasBHICTb BI3M SKUX TepeAdadeHO B  PEECTpaIliiiHO-
MOHITOPUHTOBIN KapTili, MPU 1IbOMY Bi13yBaHHS MPOEKTY €JIEKTPOHHOTO JOKYMEHTa
HE 3aTBEPKY€ 3a3HAUCHUIN TOKYMEHT;

5) MNPOEKT MAMUCYEThCS KEPIBHUKOM (MIAMUCYBaueM), SKAHA 3aTBEPIKYE
CJICKTPOHHUMN JJOKYMEHT.

106. He moromkeHuii y BIAMOBITHOMY TOPSIAKY TPOEKT EJIEKTPOHHOTO
JIOKyMEHTAa HE MePeacThCsl Ha MiAMUCaHHS (3aTBEPHKCHHS).
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107. YnoBHOBa>keHI 0OCOOM IHIIMX BHUKOHAaBYMX OpraHiB 3a (HhakTom
HAJXOJDKEHHS 10 HHUX 4Yepe3 CHCTEMY E€JIEKTPOHHOIO JIOKYMEHTOOOIry MPOEKTY
€JIEKTPOHHOTO JOKYMEHTa OepyTh ydacTb y HOro OIpaloBaHHI B YacCTHHI, IO
CTOCYETBCS iX KOMIETEHII].

108. CBO1O MO3MIIIIO MO0 OMPAILOBAHOTO MPOEKTY €IEKTPOHHOTO JOKYMEHTA
YIOBHOBaXX€Ha 0c00a 3aiHTEPEeCOBAHOTO BUKOHABYOTO OPraHy JOBOAWUTH JI0 BigoMa
BIIMMOBIJAIBHOTO ~ BHKOHABUOIO  OpraHy  d4epe3  CHCTEMY  CJIICKTPOHHOTO
JOKyMEHTOo00ITy. BinnoBigHa mo3uiliss Mae OyTH YITKO OOIPYHTOBAHOIO, a y pasi
HEOOXI1JTHOCTI BUKIIQJIEHA Yy TEKCTI MPOEKTY E€JIEKTPOHHOIO JIOKYMEHTa B PEXKUMI
BUTIPABJICHb.

109. IToromkeHHsI TPOEKTY €IEKTPOHHOTO JOKYMEHTA 3IHCHIOETHCS Y TAKOMY
HOPSAKY:

1) TpPOEKT eNEeKTPOHHOTO TOKYMEHTa BI3YEThCSI HOTO aBTOPOM, MICIS YOTO
CHUCTEMa EJIEKTPOHHOTO JOKYMEHTOOOITY aBTOMAaTUYHO HAJICWUJIA€ MOro Ha
O3HAMOMJICHHSI KEpiBHUKY MiAMOPSAKOBAHOTO BHKOHABUOTO OpraHy, 3aCTyIHHKY
MICBKOT'O TOJIOBU 3 MUTAHb JIsUIbHOCTI BUKOHABUMX OPTaHIB pajiv, AKUWA KOOPJIUHYE
poOOTy BIJIMOBIIaJTLHOTO BUKOHABYOTO OPraHy, Ta KEPIBHUKAM I1HIIMX BUKOHABUUX
OprasiB, 3a3HAYEHUM Y PEECTPALIITHO-MOHITOPUHTOBIN KapTIIL;

2) moroa)KyBau, 3a3Ha4€HUIN B peeCTPaLlIiHO-MOHITOPUHTOBINA KapTIIl, TPOTITOM
CTPOKY, BH3HA4YEHOrO 3TiHO 3 [HCTPYKIl€I0 3 AUIOBOACTBA 3aJieKHO Bia 0O0CATY
Ta/abo BUIY NOKYMEHTa, Ma€ 03HAMOMUTHUCA 3 MPOEKTOM EJIEKTPOHHOTO JOKyMEHTa
Ta y pa3i HAsIBHOCTI 3ayBa)X€Hb BHOCUTB 1X JI0 MPOEKTY €IEKTPOHHOTO JOKYMEHTA.

110. Y pa3i moromkeHHS MPOEKTY EJIEKTPOHHOTO JTOKyMEHTa YIMOBHOBA)KECHA
oco0a 1HIIIOTO0 BUKOHABUOI'O OpPraHy, 3a3HAYEHOTO B PEECTPAIITHO-MOHITOPUHTOBIM
KapTL1, BI3y€ MPOEKT €IEKTPOHHOIO TOKYMEHTA.

111. ITicns Bi3yBaHHS BciMa 3a3HAYEHUMHU B PEECTPAIliiHO-MOHITOPUHTOBIM
KapTIli TOro/DKyBadyaMH CHCTEMa CJICKTPOHHOTO JIOKYMEHTOOOIr'y aBTOMAaTHYHO
HAJCWJIA€ TIPOEKT EIIGKTPOHHOTO JOKyMEHTa Ha TiANUCaHHSA 3a3HAYCHOMY B
PEECTPAIITHO-MOHITOPUHTOBIN KapTIll MiMUCYBadYy.

IOpuanyna excneprusa

112. Opunnuna  ekcmepTh3a MPOXOAWTH Yy  CNEKTPOHHIM  dopmi 3
BUKOPHUCTAaHHSAM CUCTEMHU €JIEKTPOHHOT'O JIOKYMEHTOOOIry.

113. 3a pe3ynbraTamMu IOPUIUYHOI €KCIIEPTU3H Y pa3l HAsBHOCTI 3ayBaKeHb 0
IPOEKTY EIEKTPOHHOTO JOKYMEHTa HAyaldbHHUK IOPUAWYHOTO YIPABIIHHSA MiCHKOT
paay (majai — pUIUYHE YIPABIIHHSA) TOTY€E B €JIEKTPOHHIN (DOpMI BUCHOBOK Ta Bi3y€
IPOEKT €JIEKTPOHHOTO IOKYMEHTA B CUCTEMI €JIEKTPOHHOTO JIOKYMEHTOOOITY.

114. BUCHOBOK BHOCHUTBCSI IO CHUCTEMHU EJIEKTPOHHOTO JOKYMEHTOOOIry sk
BHYTPIIIHIA JIOKYMEHT, HEB1I'€MHHH, JIOTIYHO TOB’S3aHUN 13 MPOEKTOM, JO SKOTO
BiH MIATOTOBJIECHUM, 3a MIMMCOM HavyaJbHUKA FOPUIUYHOTO YIIPABIIIHHS.
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IigznncaHHs NPOEKTIB eJIEKTPOHHUX JTOKYMEHTIB
HignucyBau

115. IlocanoBi ocoOu € mianuMcyBadyaMu MPOEKTIB €IEKTPOHHUX JIOKYMEHTIB B
MeEKaX CBOIX IOBHOBaXEHb.

116. I[TinmucyBaueM MPOEKTIB EJIEKTPOHHUX JOKYMEHTIB, IO HAaJICUIIAIOTHCS
MICBHKOIO PaJI0r0 JI0 OpTaHiB JIEPYKABHOI BJIaJIM BUIIOTO PIBHS, € MICHKUM T'0JIOBa a0
ocoba, IO BUKOHYE HOTO TMOBHOBAXKEHHS, CEKpeTap MIChKOI pajau, 3aCTyIHUK
MICBKOTO TOJIOBU 3 MHUTaHb JISJILHOCTI BUKOHABUMX OPTaHIB pajd, KEPYHOUHMA
crpaBaMd BHUKOHABUOTO KOMITETy MICBKOI paaud 3TiAHO 3 PO3MOILIOM
(GyHKIIOHATFHUX TTIOBHOBAXKEHb.

[TigmucyBadyeM TPOEKTIB EIEKTPOHHUX JTOKYMEHTIB, IO HAJICUIAIOTHCS
yCTaHOBaM TOro > ab0 HIKYOrO PiBHSA, OpraHizalisiM Ta MiANPUEMCTBAM, IO
HajlexaTth A0 c(epu yIpaBiIiHHSA MICBKOI pajd, € KEpIBHUK BHUKOHABUOI'O OpraHy
3T1JIHO 3 BUBHAYEHOI KOMIETEHIII€0 a00 0c00a, 1110 BUKOHYE MOT0 000B’SA3KH.

117. IlinnucyBayul TPOEKTIB €JIEKTPOHHUX JOKYMEHTIB, IO HAaJICUIIAIOTHCS
HiJIpUEMCTBAM, YCTAaHOBAM Ta OpraHi3aiisiM, Skl HE HaJlexaTb 10 JAep>KaBHOIO
CEKTOPY €KOHOMIKH, IpOMaJisiHaM, BU3HAYAOThCA MyHKTaMu 263-270 Inctpykuii 3
JIJIOBOJCTBA.

118. He nmomyckaeTbcs MiANMHUCAHHS B MICBKIM pajil MPOEKTIB EJIEKTPOHHUX
JOKYMEHTIB 31 3BEpHEHHsSMH Oe3nocepeanbo A0 BepxoBHoi Pamu VYkpainw,
[Ipesunenta VYxkpainu, Anaminictpamii Ilpesugenta VYkpainu, IIpem’ep-minicTpa
VYkpainu, Bime-npeM’ep-MiHiCTpiB Ykpainu, KabGinety MinictpiB VYkpainu,
Cekperapiatry KabGinetry MinicTtpiB YkpaiHu, MIHICTPIB, OMHWHAIOUYU KEPIBHHUIITBO
MICBKOI paju.

119. PexBi3uT minucyBaya CKIAJAa€ThCs 3 HaMEHYBaHHS MOCaau ocoOu, sika
HiMUCY€E eEKTPOHHUI TOKYMEHT, BIACHOTO IMEH1 1 Mpi3BUINA, HATIPUKIA:

Micbkuii rosioBa Baacne im’a ITPI3BUIIE

120. [Tpo€exTH €IeKTPOHHUX JTOKYMEHTIB HIAMHCYIOTHCA, K MPaBUIIO, OIHIEIO
MI0Ca0BOI0 0CO00I0, a y pa3i, KOJU 32 3MICT IPOEKTY EJIEKTPOHHOTO JTOKyMEHTa
BI/IMOBIAQJIbHI KiIbKa 0C10 — 1BOMa ab0 Ouiblie mocaaoBumMu ocodamu. [Ipu npomy
PEKBI3UTH TIOCAIOBUX OCI0 — MIANUCYBayiB PO3MIIIYIOTHCS OAMH MiJ OJHUM
BIJIMOBIAHO J10 MIANOPsAKOBaHOCTI 0ci0. Hanpuknan:

Jdupextop Baacue im'a IIPI3BULIE
I'osioBHMIT OyxraaTep Baacue im'a ITPI3BUIIE
abo

I'osroBa Komicii Baacue im'a IIPI3BUIIE

Cexperap komicii Baacue im'a ITPI3BUIIE

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
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121. YV pa3l nianucaHHs MNOPOEKTY CHUIBHOTO €JIEKTPOHHOIO JIOKYMEHTa
KUIbKOMa oco0aMu, siKi 3aiiMar0Th OJTHAKOBI MOCA/H, 1X PEKBI3UTH PO3MIIIYIOTHCA Ha
OJIHOMY pIBHI, HAPUKIIA:

Micbkuii rosioBa Cexkperap MicbK0i paau

Baacue im'a ITPI3BUIIE Baacue im'a ITPI3BUIIE

122.V pa3i BIACYTHOCTI TOCAJ0BOI OCOOM, PEKBI3UTH MiAMKCYBaya SKOi
3a3HAYCHO Y TMPOEKTI EJIEKTPOHHOIO JOKYMEHTa, aBTOPOM IIPOEKTY CTBOPIOETHCS
HOBUM TPUMIPHUK TMPOEKTY, B SKOMY 3MIHIOIOTHCS JIMIIE PEKBI3UTH IMiAMUCYBaya,
MiCs YOTo BIAMOBIIHUN TPHUMIPHUK 0€3 TMOBTOPHOTO IMOTOMKEHHS BHOCHUTHCS Ha
HiAMHUC 0c001, 0 BUKOHYE 11 000B’SI3KH.

KepiBHuK ycTaHOBH

123. V pasi Koiu MiNUCcyBayeM eJIEeKTPOHHOTO JOKYMEHTa € MICHKHIl TOJIOBa,
MPOEKT PIMICHHS] BUKOHABYOTO KOMITETY MICHKOI pajii, PO3MOPAKEHHS MICHKOTO
T'OJIOBH 3 OCHOBHOI JIISUTPHOCTI HAIXOJIUTh JIO HadaJlbHWKA YIIPABIIHHS JiJIOBOJICTBA
Ta OpraHi3ariitHol poOOTH, MPOEKT PIICHHS MICHKOI pajiu, pO3MOPSIHKEHHSI MICHKOTO
TOJIOBU 3 OCHOBHOI MisUTBHOCTI MICHKOT pajii — 10 HAYaJIbHUKA YTPABIIIHHS amapaTry
MICBKOI pajii, a MPOEKT PO3MOPSIKEHHS MICHBKOTO TOJOBH 3 KaJIpOBUX IMHUTAHb — JO
HavyaJIbHUKA YTPABIIIHHA [IEPCOHAIY.

124. HavuanpHuK ympaBiiHHS —JUIOBOACTBA Ta  OpradizauiiHoi  poOoTH,
HAaYaJIbHUK YIPABIIHHS amapary MICbKOI paad a0o HavyaJbHUK YMPaBIIHHS
epcoHany:

1) mepeBipsie MPOEKT EIEKTPOHHOTO JOKYMEHTA Ha MPEeAMET HOoro BIAMOBIIHOCTI
BHUMOTI'aM I10J0 MiJITOTOBKH MPOEKTIB;

2) BU3HAYa€ MPOEKT €JIEKTPOHHOIO JIOKYMEHTa BIAMOBIIHUM JIs MepeJaBaHHs
HOTO Ha MiAMMCaHHs MICbKOMY T'OJIOBI;

3) y pa3i Koiu JOKYMEHT BIAMOBIIHO O HOMEHKJIATYPH CHpPaB Ma€ MOCTIMHHIMA
a6o TpuBanmuii (monam 10 pokiB) CTpok 30epiraHHs, J0JAaTKOBO BHUTOTOBIISIE
nanepoBUd NPUMIPHUK MOTOJKEHOTO0 €JNEeKTPOHHOTO JOKYMEHTa, IO MICTUTh
PEKBI3UT MIAMKCyBava, Ta MOAA€ WOTO Ha MIMUC MICBKOMY TOJIOBI.

125. V pa3i Komu MICBKHHA TOJIOBA BHOCHUTH JO TIPOEKTY EJIEKTPOHHOTO
JOKyMEHTa pPENaKIliiHI TMpaBKH, CHUCTEMa EJIEKTPOHHOTO  JIOKYMEHTOOOIry
ABTOMATUYHO CTBOPIOE HOBY BEPCIIO TMPOEKTY EJIEKTPOHHOTO JOKYMEHTa, sIKa 3a
pIIIEHHSM MICBKOT'O TOJIOBH MOK€ OYyTH MIJANUCaHa 0€3 MOBTOPHOIO MOTOKEHHS.

126. Ilicnsa mignucaHHsA JOKYMEHTa MICBKHM TOJIOBOIO B €JIEKTPOHHIN (opmi
BIH pEECTPYEThCA Ta HAJCUIAEThCA Yepe3 cucremy B3aemojii. [lamepoBuit
IPUMIPHUK, SIKHH BIJNOBIAHO 0 HOMEHKJIATYPH CIPAaB Ma€ MOCTIMHMI a00 TpUBanuii
(monag 10 pokiB) cTpok 30epiranHs, pa3oM 3 PO3APYKOBAHUM MEPENTIKOM MOCATOBHUX

KponuneHuupKa micbKa paga
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0ci0, SKMMH TIOTOJDKEHO TMPOEKT JTOKyMeHTa (Iocaja, 1Hiliald, Mpi3BUINE, JaTa
NOTO/PKEHHSI), HayaJbHUK YOPABIIHHS AUIOBOACTBA Ta OpraHi3auiifHoi poOoTH,
HAaYaJIbHUK YMPABIIHHS amapary MICbKOI paad abo HavaJbHUK YMPaBIIHHS
NepcoHaly IMepelae YIMOBHOBAXEHIM 0C001 ympaBiIiHHS JIMIIE JJIsi 30€epiraHHs Ta
(opMyBaHHS y CIpaBy 3riAHO 3 HOMEHKJIATYPOIO CIIPAB.

HignucaHHs NPOEKTY JOKYMEHTA CeKpeTapeM MICHKOI pajau, 3aCTYITHUKOM
MiCbKOT'0 F'0JIOBH 3 MUTAHD AIVIbHOCTI BAKOHABYMX OPraHiB paa, KePyHYUM
CIIPaBaMM BUKOHABYOIr0 KOMITETY MiCbKOI Pa/ii, KePiBHUKOM BUKOHABY0I0
Oprany

127. V pa3i komu MANHCYyBadye€M JIOKYMEHTa € CEKpeTap MIChKOi paju,
3aCTYITHUK MICHKOTO TOJOBH 3 MHTAaHb [ISJILHOCTI BUKOHABYMX OpPTaHiB pajw,
KEepYyIOUHUil CclipaBaMH BUKOHABYOI'O KOMITETY MICBKOI pajiy, KEPIBHUK BUKOHABYOIO
Oprasy, BIATOBITHUYN €NEKTPOHHUN JOKYMEHT MICJI MOTOKEHHS B YCTaHOBJICHOMY
HNOPSAKY HAAXOAWTH UYepe3 CHCTEMYy EJEKTPOHHOTO JOKYMEHTO0O0Iiry 1o
BIJIMOBIJHOTO MiANKCyBaya a0o0 yHNOBHOB&XEHOI OCOOHM, IO OpraHi3oBye Ta
3abesrneuye ioro poOOTy, a y pa3i KOJU MiAMUCYyBauyeM JOKYMEHTa € KEPiBHUK
BUKOHABYOI'O Oprany — 0e3rnocepeHbo 0 BIAMOBIAHOIO MiINMKUCYyBayva.

128. Bigxunennit  mignmucyBauyeM — MPOEKT  TOBEPTAETbCS  CUCTEMOIO
€JIEKTPOHHOTO JOKYMEHTOOOIrY HOro aBTOpY 13 3a3HAYEHHSM BMOTHBOBAHOI
OPUYHUHU BIIXUIICHHS.

Oc00,IMBOCTI MOTO7KEHHS MPOEKTIB €JIEKTPOHHMX JOKYMEHTIB y MICHKIH paai

129. Ilpouemypa  TOrOMXKEHHSI  MNPOEKTY  E€JIEKTPOHHOTO  JIOKYMEHTA
KOHTPOJIFOETHCSI MOr0 aBTOPOM, a y pa3l Moro BIJACYTHOCTI 0CO0O0I0, sika BUKOHYE
Horo 000B’SI3KHU.

130. V pa3i HagXxoKeHHS MPOEKTY €IEKTPOHHOTO AOKYMEHTA Ha MOTO/KEHHS
NOTO/)KyBay TMOBUHEH O3HAWOMUTHUCA 13 3MICTOM TMPOEKTY, 3aBI3yBaTH IPOEKT
€JIEKTPOHHOTO JIOKyMeHTa (y pa3l 3rogud 3 MPONOHOBAHOKI PEAAKIIEID TEKCTY
IPOEKTY EJEKTPOHHOIO JOKYMEHTa) a00 BHECTH 3ayBaXCHHS Ta MPOMO3MILII 10
HBOTO.

131. 3ayBakeHHsI 1 MPOMO3ULII O TPOEKTY EIEKTPOHHOTO TOKYMEHTA, IO
MaloTh Yy3arajlbHeHUN (KOHIIEITyaJlbHUN) XapakTep, MOXKYTh BHUKIAJaTUCS B
OKpPEMOMY KOMEHTap1, III0 BHOCUTHCSA JI0 PEECTPAIIITHO-MOHITOPUHTOBOT KapTKHU.

132. 3ayBaxkeHHST 1 TIPOMO3HINT JO TMPOEKTY EIEKTPOHHOTO JOKYMEHTa
BHOCSITECA B PEXKHUMI PENAKIIHHUX TPABOK OE3MOCEPEaHhO JI0 TEKCTY MPOEKTY
CJICKTPOHHOTO IOKyMEHTa a00 BUILISIOTHCS MIPUPTOM YK KOJTHOPOM, BIJIMIHHUM BiJl
mpudTy YU KOJIBOPY OCHOBHOTO TEKCTY MPOEKTY ENEKTPOHHOTO JOKYMEHTa, Ta 13
3a3HAYCHHSIM aBTOPA BIAMNOBIIHUX NMPABOK (PEKMUM BHUIIPABIICHHS).
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133. 3ayBakeHHs 1 MPONO3MULII IIOAO0 BiANOBIIHOCTI HOPMATHUBHO-IIPABOBUM
aKTaM MalOTh BHOCHUTHCS 13 3a3HAQUYEHHSIM KOHKPETHUX HEBIJANOBIJHOCTEH, CTaTeH,
MyHKTIB TOIIO a00 Ma€e HaJaBaTUCS BIAMOBIAHUN BapiaHT pelaKilii TEKCTY, 10 SIKOTO €
3ayBaKEHHS.

134. TToromxyBau Bi3y€e TPOEKT EIEKTPOHHOIO JOKYMEHTa JuIe Yy pasi
BIJICYTHOCTI B HBOTO JKOJHHUX 3ayBakeHb. [lOro/keHUN NPOEKT EIEKTPOHHOIO
JOKyMEHTa AaBTOMATHYHO TIEPENAEThCd HACTYIMHOMY IMOTOJUKYBady 3TiJHO 3
MEepeNikoM TOTO/KyBauiB Ta MIANUCYBayiB, 3a3HAYEHUX Yy peecTpaliiiiHo-
MOHITOPUHTOBIHN KapTIIi.

[ToromkeHHs 13 3ayBaKCHHSIMHU HE JIOMYCKAETHCA, KPIM BHUIMAJKIB TOTO/KCHHS
MIPOEKTIB aKTiB, MOPSIAOK MOTOKEHHS SKUX BU3HAYEHO 3aKOHOIABCTBOM.

135. ¥V pa3i BHeceHHs OyIb-SKMX pPENAKIIHHUX TPABOK JO MPOEKTY
CJIEKTPOHHOTO JTOKYMEHTa B CHCTEM1 EJIEKTPOHHOTO JOKYMEHTOOOIry IMOTOYHUN
KOPHUCTYBa4 HaIpaBJsie MOro aBTOPY Ha JOOIpPAIOBaHHS a00 BIIXUIISE.

136. ABTOp TPOEKTY €JIEKTPOHHOIO JIOKYMEHTa TIICIS TOBEPHEHHS HOMY
BIJIXHJICHOTO TIPOEKTY JTOKYMEHTA 3/IIMCHIOE HOTO TOOTMpPAIIOBAHHS, 32 PE3yJIbTaTaMH
SAKOTO:

npuiimMae (TTOBHICTIO a00 4YacTKOBO) HaJlaHI 3ayBa)KCHHS, IPOIIO3HIIII,
penaKiiifHi MpaBKU Ta HAJACWJIA€ HA MOBTOPHE IMOTO/KEHHS HOBY BEPCIIO MPOEKTY
€JIEKTPOHHOTO JJOKYMEHTA;

BMOTMBOBAaHO BIIXWJI€ HaJaHI 3ayBaKCHHs Ta MPOIO3HIII 13 3a3HAYECHHAM
OiCTaB  y  BIANOBIJHOMY KOMEHTapi, II0 BHOCUTBCA [0 peecTpaliiHo-
MOHITOPUHIOBOI KapTKH, MICJIA YOTO MOBEPTAE MPOEKT EIEKTPOHHOIO JOKYMEHTa Ha
MOTOJ/KEHHSI y TOMNepeHIi Horo penakiiii 0e3 HeoOXiHOCTI WOro mepeBi3yBaHHS
MOTO/KyBauyaMu, SIKUMH MPOEKT OYJI0 MOTOJIKEHO.

137. IloromkyBad, sSIKUM OTPUMAHO TPOEKT EICKTPOHHOTO TOKYMEHTa, TOBUHECH
fioro moroauTH a0 MOBEPHYTH i3 BMOTHBOBAHUMH 3ayBaKEHHSIMH Ta MPOIIO3UITISIMA
MPOTSITOM CTPOKIB, BU3HAYEHUX [HCTPYKIIIEO 3 I1JIOBOACTBA.

138. SIkm10 y mo3uIlisiX TOJIOBHOTO BUKOHABIIS Ta CIIBBUKOHABIIA € pO301>KHOCTI,
Kl HE MOXYTb OyTH BpEryJbOBaHI Ha piBHI ()axiBIIB BiJMOBITHUX BUKOHABUHX
OpraHiB, KEpIBHHK TOJOBHOTO BHWKOHABIA IHIIIIOE TPOBEICHHS Y3T0JKyBaIbHUX
Hapaa Ta KOHCYJbTallli 3 Y3rOJDKEHHS pPO30ODKHOCTEH Ha pIBHI KEPIBHUIITBA
BIJIMOBITHUX  BUKOHABUMX Opra”iB. Pe3ynabTaTw  y3TO/KYBAJIBHOI  Hapaau
0 OPMITIOIOTECSI TIPOTOKOJIOM, SIKH TOTY€ Ta BHOCHUTh B CHUCTEMY EJIEKTPOHHOTO
JIOKYMEHTOOOITY aBTOp MPOEKTY, AK JIOTIYHO MOB’SI3aHUN 13 JIOKYMEHTOM, MI0JI0
SIKOTO CKJIMKANach y3ro/KyBaJlbHa Hapasa.

3a3HayeHUl MPOTOKOJ BIZYETHCA B CHUCTEMI EJIEKTPOHHOTO JIOKYMEHTOOOIry
BCIMAa y4YaCHUKaMM Hapaju Ta MIANHCYEThCA KEpPIBHUKAMH BUKOHABUMX OPraHiB, Y
SAKUX OyJId pO301>KHOCTI.

KponuneHuupKa micbKa paga
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PeectpaniiiHo-MOHITOPUHIOBA KapTKa 3apeecTpOBAHOTO MPOTOKONY MICTUTh
MOCUJIaHHS HA €JIEKTPOHHUI TOKYMEHT, 1010 SIKOTO HOro O0yio CTBOPEHO.

JIOMOBIIEHOCTI, TOCSATHYTI MiJ Yac Y3TO/PKyBaJIbHOI HapaJay Ta BUKJIAQACHI y i
IPOTOKOMI, € OOOB’A3KOBUMM JJii BUKOHAHHS BCIMAa Y4YaCHUKaMHU TMPOIIECY
MOTOJIKEHHSI pO301KHOCTEH.

139. IIpo€eKT eICKTPOHHOTO IOKYMEHTA BBAXKAETHCS TTOTOPKCHUM Ta MOXKE OyTH
MIIMUCAHUHN JIMIIIE MCJISI TOro, SIK Horo OyJlie 3aBi30BaHO BCIMa IMOTOKyBadyamw,
3a3HAYECHUMU B PEECTPALIMHO-MOHITOPUHTOBIN KapTIll.

140. Y pasi notpebu cuctema eJIeKTPOHHOTO IOKYMEHTOOOIry TeHepye JIMCT
30BHIIIHHOTO 200 BHYTPIITHBOTO TTOTOKEHHSI.

Oc00.,1MBOCTI MIATOTOBKHU AeSIKUX BUAIB €JIEKTPOHHHUX JIOKYMEHTIB
IIpoexkTH aKTiB MichKOI paau

141. I[linroTOBKa  MPOEKTYy  akTa  BKIOYae B  cebe  po3poOJIeHHS
(cTIiBpO3pOOIICHHS), TIOTO/KEHHSI Ta MPABOBY EKCHEPTHU3Y MPOEKTY B EIEKTPOHHIN
dbopmi.

[Tpo€eKT HOPMATHUBHO-TIPABOBOI'O AKTa MOTOKYETHCA KEPIBHUKOM IOPUIANYHOTO
yOpaBIiHHSA B ENEKTPOHHIA (OpMI NUIAXOM WOTrO TMOTOMKEHHS Yy CHCTEeMI
CJICKTPOHHOTO JJOKYMEHTOOOITY.

[linroTOBKa MPOEKTY aKTa 3AIMCHIOEThCS 3 BUKOPHUCTAHHSM BeOMoOpTamy
CUCTEMHU B3a€EMOJIi, KpIM BHUIAJKIB, KOJU € OOIpyHTOBaHI MIACTaBU IS
JOKYMEHTYBaHHS YIPaBJIIHCHKOI 1H(hopMaIlii B maneposiil popmi.

142. 'V pa3i Koiu CTPOK MIArOTOBKH IPOEKTY akTa MpPsSMO HE BU3HAYEHO
3aBJIaHHSAM Ha WOTO MiJArOTOBKY, TAKUH CTPOK CTAHOBWTH JIO TPHOX MICSIIB BiJ JaTH
HaOpaHHs YMHHOCTI BIITMOBITHUM 3aBJaHHSIM.

KoHTponk 3a J0TpUMaHHSIM BH3HAYCHUX I1€10 [HCTPYKIIIE CTPOKIB IMiATOTOBKH
IIPOEKTIB aKTIB 3MIACHIOETHCS 3 BUKOPHCTAHHSM BUIMOBITHOTO MOJIYJI CHUCTEMHU
B3a€MOIII.

143. PO3poOHMKOM TIPOEKTY aKTa BU3HAYAETHCS BUKOHABUMW OpraH, o0
KOMIIETEHIIIT SIKOTO HaJeXHUTh (OpMyBaHHs Ta/abo peamizallis 1ep>KaBHOT MOJITUKH Y
BIMOBIAHIN cepi.

Po3pobOnuKk:

CaMOCTIHHO BM3HAua€e 3aiHTEpecOBaHI OpraH, MmO OyayTh OpaTh y4yacTb y
PO3p00JICHH] TPOEKTY aKTa abo HOro MOTO/KEHHI;

3a0e3neuye BHECEHHSI MPOEKTY akTa Ta CYNPOBIAHMX MaTepiaiiB 0 HbOTO JI0
BIJIMOBIHOTO MOAYJISI CHCTEMU B3a€MOJIIT;

€ BIIMOBIAATFHUM 3a JOCTOBIPHICTh PO3MIIIEHUX Yy CHCTEMi B3a€MOJil
JOKYMEHTIB (KpiM THX, fKi TOTYIOTh 1 po3MillyroTh MIiH’IOCT 1 3aiHTepecoBaHi
OpraHu) Ta CBOE€YACHY MiITOTOBKY MPOEKTY aKTa;

K OI'II/IBHMleKa MicbKa pa,qa
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y pa3i HeoOXIJHOCTI MOXeE 1HII[IIOBaTH YTBOPEHHsI poO0UYO0i Tpymnu Ha 0a3l CBO€EI
YCTAHOBU 13 3allydeHHsSM (axiBIIB 3alHTEPECOBAHUX OPTraHiB Ta HE3AJIECKHUX
eKCIIepPTIB 3 BIJMOBIIHUX IHUTaHb, MISUIBHICTh SIKOI PETYNIOETbCS I[HCTpYKII€O 3
JIJTOBOJCTBA.

144.Y  pa3l [OpuUHHATTA  PO3POOHMKOM  PIIIEHHS  MpPO  3alyYyeHHS
3alHTEPECOBAHOTO OpraHy sSK CHIIBpo3poOHHMKa (j1ayli — OpraH-CIiBpO3pOOHHK)
PO3pOOHUK HE Mi3HIIIE HIXK MPOTIATOM JBOX POOOYWX JIHIB 3 JIHS HaOpaHHS YMHHOCTI
3aBAaHHSIM Ha PO3POOJICHHS MPOEKTY CTBOPIOE PEECTPALIIMTHO-MOHITOPUHTOBY KapTKy
MIPOEKTY y CHUCTEMI B3a€EMO/IIi Ta TOBIJJOMIISIE OPTaHy-CIIBPO3POOHUKY Yepe3 CUCTEMY
B32€MO/IIT PO TTOYATOK PO3POOICHHS MPOEKTY 13 3a3HAYCHHSIM METH, chepH Horo i,
CTPOKIB pO3pOOJICHHS Ta KOHTAKTHHUX JaHMX BHUKOHABYOTO OpraHy, BHU3HAYEHOTO
BIANOBIIAIbHUM 3a TMIATOTOBKY NPOEKTY BiA 1MEHI po3poOHUKA, Ta #oro
IpaLiBHUKIB, BIANOBIJAIBHUX 3a MIATOTOBKY BIANOBIAHOTO MPOEKTY AKTA.

145. Opran-cniBpo3poOHUK y I'SITHACHHHA CTPOK 3 MOMEHTY OTpPUMAaHHS
NOBIJOMJIEHHS TPO IMOYAaTOK PO3POOJIEHHS MPOEKTY aKTa MOBIAOMIIAE PO3POOHHUKY
yepe3 CHUCTeMY B3a€EMOIi TpO 3roJy Ha CHIBpO3pOOJIEHHS, KOHTAaKTHI JaHl
BUKOHABYOI'O0 OpPraHy-CHiBpO3pOOHMKA Ta MOro MpaliBHHUKIB, BIAMOBIAAIBHUX 32
CHiBpO3pOOJIEHHS BiJIMOBITHOTO MPOEKTY aKTa.

146. Y pa3i HEHaIXOKEHHS Y BU3HAUYEHHUM CTPOK BiJI OpraHy-CcliBpO3pOOHUKA
BIIMOBIAI PO3pOOHMK 3a 3aMOBYYBAaHHSIM BH3HA€ BIJIMOBY TaKOro OpraHy-
CITIBPO3pOOHHUKA BiJl y4acTl y CIIBPO3POOJICHHI.

147. Ha erami croiBpo3poOJIeHHSI TPOEKTY akTa OOMIH 1H(MOpPMAIIE MIiX
BUKOHABI[IMU PO3pPOOHMKAa Ta OpraHy-CHiBpO3pOOHHMKA 3IACHIOETHCS  4epes
Cy’)kO0BY €JIEKTpPOHHY TIOIWITY, iHIIII HE 3a00pOHEHI 3aKOHOJAABCTBOM 3aco0H
CJICKTPOHHUX KOMYHIKamii (Mpu 1bOMY KEpIBHUKM BHUKOHABUMX OpraHiB
3a3HA4YalOThCS B KOMII JINCTA), TPOBEICHHS pOOOYMX Hapaj Ta 3yCTpiuel TOIIO.

[IpamiBHUKN OpraHy-CHiBPO3pPOOHUKA MAIOTh JOCTYH JO TEKCTYy TOKyMEHTAa,
PO3MIIIEHOTO Y BiIMOBIAHOMY MOAYJIl CHCTEMHU B3a€MOII.

CriBpo3p0o0JICHHS] TIPOEKTY aKTa 3/A1MCHIOE BIIMOBIAAIBHUN MIAPO3JLUT OpraHy-
cniBpo3poOHKKa 0€3 3a1y4eHHs Ha L1i cTajll KepIBHUIITBA OPTraHy.

BignoBigansHuil migpo3aii opraHy-criiBpo3poOHUKa:

MO€ y pa3l HeOOX1AHOCTI 3ajyyaT /10 ONpPAIIOBAHHS MPOEKTY aKTa BU3HAYECHI
HUM CTPYKTYPHI MiIPO3JIUIH LBOTO K OpPraHy;

Mag€ MPOTSITroM JECATH poOOUYMX JIHIB 3 MOMEHTY HAJIXOJKEHHS MPOEKTY aKTa Ha
OTMpALIOBAaHHS BU3HAYUTHUCS 3 MO3MIEIO MI0JI0 MPOEKTY aKTa Ta MOJATH TOJOBHOMY
PO3pOOHUKY CBOI 3ayBa)KEHHS 1 IPOIO3HIIIT 10 HBOTO.

Sxio Ha cTaaii criBpo3poOJIeHHS B MO3UINSAX PO3POOHHUKA Ta CIIBPO3POOHHKA
BUHUKJIM PO301KHOCTI, PO3POOHUK OpraHi3oBy€e poOOUYy Hapaay Ha PiBHI KEPIBHHKIB
BUKOHABYMX OpPraHiB Ta O€3MOocepeHiX BUKOHABINB, BIJMOBINAIbHUX 3a CIUIbHE
po3poOJIeHHS, 3a pe3yJbTaTaMH SKOi BIAMOBIJAIBHUM MIAPO3AIIOM OpTaHy-
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CIIIBPO3POOHUKA PO3POOHUKA TOTYETHCS aKT PO3ODKHOCTEM 3a MiJNMMCOM KEpiBHUKA
OpraHy-CriBpO3pOOHHUKa.

Jlo akTa po30DKHOCTEM HE BHOCATHCS PO3ODKHOCTI, 5Kl OyJI0 BperyJiboBaHO a0o
3HATO MiJ] 9ac poOOYO0i HapaIu.

VYci akTu po30iKHOCTEH 00O0B’S3KOBO PO3MIIIYIOTHCS BIAMOBIIHUM OpPraHOM-
CHIBPO3POOHUKOM Y BIJIOBITHOMY MOJYJII CUCTEMI B3aeMoii. Y pa3i KOJIM OpraH He
PO3MICTUB aKT PO301KHOCTEN Yy BUSHAYCHHI CTPOK, BBAKAETHCS, 110 3ayBKCHHS 10
MIPOEKTY aKTa B OPTraHy-CHiBPO3POOHUKA BIJACYTHI.

Pimenns mpo BpaxyBanHs a00 HeBpaxyBaHHS pPO30DKHOCTEH, BUKIAJICHUX B
aKTax po30DKHOCTEH, MpUiiMae KEPIBHUK YCTAHOBU — PO3POOHUKA.

148. Po3poOHuKk mpoTaroMm m’ATH poOOYMX JHIB MICIA  3aBEpLICHHS
po3poOJieHHsT  (CIIBpO3pOOJIEHHS) MPOEKTY aKTa HAACUIAE TPOEKT aKTa 13
CYIpPOBIJHUMH MaTepiajiaMH 10 HbOT'O Ha IMOTOJKEHHS 10 3aiHTEPECOBAHUX OpPraHiB
yepes cucTemMy B3aemo/iii. Pa3oM 3 MpOEKTOM aKTa HaJICUIIA€ThCS aKT PO30OIKHOCTEH.

149. TlpoekT akTta Ta CynpoOBiJHI Marepiaiu A0 HBOTO HAJCUJIAIOTHCA 32
MIJMUCOM KEPIBHUKA YCTAaHOBU — TOJOBHOT'O PO3poOHMKAa ab0 0CcOOH, II0 BUKOHYE
1oro 00OB’SA3KH, 3TIJHO 3 HPOLEAYPOI0, BU3HAUEHOI [HCTPYKII€ 3 JUIOBOACTBA
TOJIOBHOTO pO3pOOHUKA.

150. ITpoexT akTa, CynpoBiiHI MaTepiaiu A0 HbOTO PO3MIIIYIOTHCSl yCTAaHOBAMM,
AKI € PO3pOOHMKAMHM BIAMOBITHUX JIOKYMEHTIB, Yy TIJCUCTEM] TOTOMKCHHS
HOPMAaTHUBHO-TIPABOBUX aKTIB.

OpuriHany eJeKTPOHHUX JOKYMEHTIB PO3MIIIYIOThCS:

y popmari DOCX, XLSX (dopmar Office Open XML cnenudikarii ISO/IEC
29500-1:2016 a6o omuowacHo y ¢opmati PDF/A (dbopmar cnenudikamii PDF 1.4
ISO 19005-1:2005) 1 RTF i3 3actocyBaHHSIM KBaji()iKOBAHOTO EJIEKTPOHHOTO
nianucy abo  yJOCKOHAJEHOIo E€JIEKTPOHHOrO MIAMHCY, 10 Oa3yeThcsi Ha
KBaTi(hikoBaHOMY cepTUdIKaTI eIEKTPOHHOr0 MiAnUcy (kBaai(hikoBaHOI €1EKTPOHHOT
nedatku a00  yIOCKOHANEHOi EJIEKTPOHHOI MeYaTKu, 1m0 0a3yeTbcs Ha
KBaJII(IKOBAHOMY CepTUPIKATI EIEeKTPOHHOI TMEYaTKH, SKII0 JOKYMEHT OyJjo
po3MileHo y hopmi ¢poTokormii);

OJIHOpa30BO 0e3 mpaBa BUMAaratu ix JAyOJIETHOTO PO3MIIICHHS 1HITUMHU
yCTaHOBaMH.

151. Tlopsmok ompalfoBaHHS IMPOEKTY aKTa, BHECEHOTO Ha PO3TJIAI MIChKOi
paay, BHKOHABUOI'O KOMITETY, BH3HA4yaeThbCsl PerimamMeHTOM BHKOHABYHMX OpPraHiB
MICBKOI paju.

IpoexkTH PO3NOPATKEHL, HAKA3IB

152. Micbkuid T0JIOBa BHUJAE PO3MOPSHKCHHS, KEPIBHUKKA 31 CTAaTyCOM
IOPUNYHOI  OCOOM —Haka3d 3  OCHOBHOI  JISUTBHOCTi,  aJAMIiHICTPaTHUBHO-
TOCTIOAPCHKUX, KAAPOBUX MUTAHb (1aJll — aKTH).
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[IpoexTu po3nopskKeHb (Hakas3iB) 3 KaJAPOBUX MUTAaHb FOTYHOTHCS BiAMOBIIHO
0 BUMOT, BU3HAYEHUX L1€10 [HCTPYyKLI€I, Ta 3 ypaxyBaHHSIM OCOOJIMBOCTEH, SKi
BHU3HAYAIOTHCS 3aKOHAMU Ta 1HIIUMH HOPMATUBHO-TIPABOBUMH aKTaAMHU.

153. IIpo€eKkTH akTiB TOTYIOTbCS Ta MOTOKYIOTbCS B €JIEKTPOHHIA (dopmi
BIJIMOBIJTHO JI0 3araJIbHUX BUMOT MIATOTOBKU Ta MOTOXKEHHS MTPOEKTIB €IEKTPOHHUX
JOKYMEHTIB, BHU3HAU€HMX Ii€l0 IHCTpyKui€o, Ha OJaHKy, L0 aBTOMAaTUYHO
TEHEPYEThCS CUCTEMOIO €JIEKTPOHHOTO IOKYMEHTOOOITY.

154. [lepen momaHHSIM Ha MIMUAC PO3MOPSAIHKEHHS MICBKOTO TOJIOBH BiH
JIPYKY€ETbCA 13 CHUCTEMHU EJIEKTPOHHOTO JIOKYMEHTOOOITy pa3oM 13 3reHepOBaHUM
CHUCTEMOIO E€JIEKTPOHHOTO JIOKYMEHTOOOIry OJIaHKOM, Ha SKOMY BI3yalli3y€ThCs
aBTomMaTu4HO chopmoBanuit QR-ko.

155. IlignucaHHs pPO3MOPSKEHHS MICBKOTO TOJIOBH 3MIMCHIOETBCS B
CJICKTPOHHIN Ta y marnepoBiii popmax. Hakasu 3 aamiHICTpaTUBHO-TOCIIOIAPCHKUX
MUTaHb TOTYIOTHCS Ta MIAMUCYIOTHCS JUIIE B €IICKTPOHHINA Hopmi.

156. Po3nopsiokeHHsT  (Haka3u) pPEECTPYIOTBCS B CHCTEMi  €IEKTPOHHOTO
JOKYMEHTOOOITY 13  3aCTOCYyBaHHSM  BIAMOBITHOTO TIPOEKTY  EJICKTPOHHOTO
nokymeHnrta. [lpm 1mbpOMy Ha TIalepOBUN MPUMIPHHK  BIiAMOBITHOTO  aKTa
MIPOCTABIAETHCA HOMEP Ta Jara peecTparii, siki OyJ0 aBTOMAaTUYHO MPUCBOEHO B
CUCTEMI EJICKTPOHHOTO JOKYMEHTOOOITY.

157. Akt HyMepyIOThCS y MOPAJIKY iX BHAAHHS y MeXaX KaJeHAapHOTO POKY;
PO3MOPSKEHHS (HaKa3W) 3 OCHOBHOT AISUTHHOCTI, 3 aJIMIHICTPATHBHO-TOCTIOIAPCHKHAX
MUTaHb, KaJPOBUX MUTaHb MAIOTh OKPEMY MOPSIIKOBY HyMmeparlito. PirmeHHs: MichbKoi
pagy HyMepyIOThCS MPOTITOM BiJIITOBITHOTO CKJIMKAHHS.

158. O3nHailomyieHHS NpaliBHUKIB MICBKOI paJd 3 aKTOM 3J1HCHIOETHCS B
CJIEKTPOHHINA dopmi. 3 PO3NOPATIUM JIOKYMEHTOM 3 KaJAPOBUX MUTAHb Mpal[iBHUKU
03HAHOMIIIOIOTBCSI LUISIXOM MPOCTABIISIHHS CBOIX IMIJNUCIB HA ManepoBld KOIii
JOKYMEHTA 13 3a3HAaYEHHSAM JAaTH O3HAMOMIICHHS.

159. ®dakt noBeAeHHS akTa 10 BioMa IMOCaI0BOi OCOOM MICHKOI paau
3MIMCHIOETHCS 3aC00aMU CUCTEMU €JIIEKTPOHHOTO JOKYMEHTOO0O0ITY.

160. O3nHaiiomyIeHHS IOCaI0BOi OCOOM MICHKOI paj 3 aKTOM 3IiHCHIOETHCS
3aco0aMu CUCTEMU €JIEKTPOHHOTO JJOKyMEHTOOOITY.

ChijibHi po3nopsikeHHs (HAKA3H)

161. ITopsimok MATOTOBKM CHUIBHOTO aKTa KIUIBKOX YCTaHOB BH3HAYAETHCS
[HCTpYXKITi€TO 3 A1TOBOCTBA.
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V. MOHITOPHUHT 32 CTAHOM BUKOHAHHS YIIPABJIHCHLKHX pPilllIeHb

162. MOHITOpUHI BUKOHAHHS YNPABIIHCHKUX PINIEHb € CKJIaJ0BOI0 CHCTEMH
KOHTPOJIIO B MICBKIM pajii Ta MPOBOJUTHCA 3 METOK HArjsay 3a BHUKOHABCHKOIO
TUCIHUILIIHOIO.

163. MoHITOpUHT BKJIIOUaE B ceOe Oe3lepepBHE CIIOCTEPEIKEHHS 3a MPOLIECOM
BUKOHAHHS yIPABIIHCHKUX PIIIEHb Ta BUSBJICHHS BIJIXWICHb Bl CTPOKIB BUKOHAHHS
1HIUKATOPIB.

164. MOHITOpUHT BUKOHAHHS YIPABIIHCHKUX PIMICHb 3J1HMCHIOETHCS BIIAIIOM
JIJOBOJICTBA Ta KOHTPOJIIO YIPABIIHHSA JAUIOBOJICTBA Ta OpraHi3alliiHoi podoTu (mani
— CcITy’k0a KOHTPOJTI0) 33 JOTIOMOTOI0 CHCTEMH MOHITOPHHTY, IHTETPOBAaHOI B CHCTEMY
€JIEKTPOHHOTO JOKYMEHTOOOITY Ha OCHOBI JJaHUX 3 PEECTPaIliiiHO-MOHITOPUHTOBOI
KapTku. BiamoinHa cucreMa 3abe3nedye onepaTUBHUN JOCTYI A0 Beiel iHopmartii
IpO CTaH BHKOHAHHS OyJb-IKOTO JOKYMEHTa, MI0JI0 SKOTO 3IIHCHIOETHCS
MOHITOPHMHT Ta METOAUYHUI aHAaJ13 BIAMOBIAHUX JAHUX.

165. MOHITOpUHT TPOBOJIUTHCS MIISTXOM 300py, OOpOOKHM Ta cHcTeMaTH3allii
iH(opMmanli Mpo CTaH BHUKOHAHHS YOPABIIHCHKUX PIIIEHb 3a BU3HAYECHUMH
1HIUKATOPAMHU.

166. InqukaropamMu CTaHy BUKOHAaHHS YIPABIIHCBKUX pIINIEHb € MOMEHT
3aKIHYEHHS BU3HAUYEHMX /1M, HaNpUKIaJ: HaKIAJACHHS EJIEKTPOHHOI pPEe30JItollii,
CTBOPEHHSI  JTOKyMEHTa, [OTO/UKEHHS JIOKYMEHTa, MIANHUCAHHSI JOKYMEHTAa,
peecTpallisi Ta BiIPaBIeHHs TOKYMEHTA TOIIIO.

167. Inaukatopu, CTPOKM BUKOHAHHS 1HJMKATOPIB Ta 1HIII JaHi, HEOOX1AH1 JJIs
MOHITOPUHTY B MICBKIH pajii, BHOCATbCS B aBTOMAaTUYHOMY PEXHUMI 3aJIEKHO Bij
0o0paHOro cTarycy NMpU3HAYEHHS JOKYMEHTa Ta/ab0 aBTOMAaTH30BaHOMY PEKHMI 0
peecTpalifHO-MOHITOPUHIOBOT KapTKU CIY>KO000 JIJIOBOJCTBA T 4Yac peecTparrli
BXIJTHOTO JOKYMEHTa, KEPIBHMKOM IIiJl 4ac TEPBHHHOTO pO3risiay abo aBTOPOM
JIOKyMEHTA i Yac HOTro CTBOPEHHSI.

168. Ao AOKYMEHT MICTHTh KiUJTbKa OKPEMHX YIPaBIIHCHKUX 3aBJaHb,
MOHITOPHMHT BHWKOHAaHHS IMX 3aBJaHb 3JIMCHIOETBCS B OJHIA peEECTpaAIliiHO-
MOHITOPUHTOBIHN KapTIIi.

169. Ilicns  3aBeprieHHss poOOTHM HAA JOKYMEHTOM [0 PEeCTpaliiiiHo-
MOHITOPUHTOBOI KapTKA aBTOMATHYHO BHOCHUTHCS BIAMITKA MPO 3aBEPIIEHHS HOTO
BUKOHAHHS (1HAMKATOp 3aBEPIICHHS BUKOHAHHS) HA MiACTaBl CTATyCy NMPU3HAYCHHS
3apPEECTPOBAHOTO MPOEKTY EIEKTPOHHOTO JOKyMeHTa. BiaMiTka mpo 3aBepIIeHHS
BUKOHAHHS JIOKYMEHTA CBITYUTH PO TE, 110 pOOOTY HaJ TOKYMEHTOM 3aKiHYCHO.

170. MoHITOpUHT  3IIMCHIOETHCS 32 BHKOHAHHSM 3aBJaHb, BHU3HAUYCHHX
3aKOHaMU YKpaiHu, rnocranoBamMu BepxoBHol Pagu Ykpainu, ykazamu Ilpesunenra
VYkpainu, aktamu Ta popydyeHHsimu Ilpesunenta VYkpainu, akramu KaOiHnery
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MinictpiB Ykpainu, nopyueHasmu [Ipem’ep-minicTpa Ykpainu, IpoTOKOIaMHU Hapaj
nig ronoByBaHHsIM Ilpem’ep-minicTpa Ykpainu, Ilepmioro Biue-mpem’ep-miHICTpa,
Bille-TipeM’ep-MiHicTpiB, Minictpa KaOinery MinicTpiB, Jlep»aBHOro cekperaps
Kabinery MinictpiB, nucrtamu ApamiHictpamii Ilpesumaenta VYkpainu, ['onoBu
BepxoBnoi Panu Ykpainu Ta #ioro 3acTynHukiB (1110 moTpeOyoTh HaJaHHs BiAMOBIII
PO PE3yabTaTH 1X PO3MIISAY), IUCTaMu YTOBHOBaxkeHOro BepxoBHoi Panu Ykpainu
3 MpaB JIIOJIMHU, 3BEPHEHHAMU KOMITETIB, THMYACOBUX CHEI[IaJIbHUX Ta TUMYACOBUX
cmimaunx koMicii BepxoBuoi Paau Ykpainu, nenyrarcekux ¢pakiiii BepxoBaoi Paau
VYkpainu, 3BEpHEHHSMH Ta 3allUTaMH HAPOJHUX JEMyTaTiB YKpaiHu, JCmyTaTiB
oOnacHOi paau, juctamMu PaxyHKoBOi manaTé, MDKHapOAHMMH 3000B’S3aHHSAMU
VYkpainu B paMkax cHiBpoOITHHUITBA 3 MUDKHApPOAHUM BalIOTHUM (OHIOM,
3000B’s3aHHSIMU YKpaiHu y cepax €BpONeichKoi Ta €BpOaTIaHTUYHOI 1HTErparlii,
30KpeMa CIPSIMOBAHUX HAa BUKOHAHHS YTOAM MPO acollialfiio Mk YKpaiHO0, 3 OJIHI€]
cTopoHH, Ta €BponelicbkuM Coro30oM, €BpONEHCHKUM CIIBTOBAPUCTBOM 3 aTOMHOI
eHeprii Ta iXHIMHM JAepXKaBaMU-WICHAMH, 3 IHIIOI CTOPOHH, 1HIIMX MIXKHAPOJAHHUX
JOTOBOPIB YKpaiHM 3 MHTaHb €BPONEHCHKOI 1HTErpaiii 1 JOMOBJIEHOCTEH MiX
VYkpainoto ta €C, piyHUX HalllOHAJbLHUX MporpaMm B pamkax Kowmicii Ykpaina —
HATO, pimens Kowmicii VYkpaina— HATO y pamkax Xaptii npo ocoOnuBe
napTHEPCTBO MK YKpaiHoto ta Opranizaiiero [[iBHIYHOATIAHTUYHOTO JIOTOBOPY Ta
Jexnapariii mpo i JOMOBHEHHS, 1HIIUX MIXHAPOJHUX JOTOBOPIB MK YKpaiHOWO Ta
HATO Tta ynoBHoBaxkenumu opranamu HATO; wmicismu OOH, OBCE, CaitoBum
O0ankoMm, €BpomelHchKMM  0aHKOM  PEKOHCTPYKINI Ta  PO3BUTKY, IHITUMU
MDKHAPOJHAMHU OpTaHi3amlisiMid B YaCTHHI IUIhOBOTO BUKOPHUCTAHHS TEXHIYHOI Ta
JOHOPCBKOi JIOMOMOTH, a TaK0X 3aBJaHb, BHU3HAYCHUX PO3MOPSIKEHHSMU Ta
JOPYUYEHHSIMU  TOJIOBM  OOJJepKagMiHICTpallii, MPOTOKOJIaMH  Hapaa Iif
rOJIOBYBaHHSIM 3aCTYNHHKIB TOJIOBU OOJIAEpKaJIMIHICTpallli, KEpiBHUKA amapaTry
oOnepkaaMIHICTpallii, PIIEHHIMH KoJIeTli oOJAepKaAMIHICTpallii, MO0 SKUX
BCTaHOBJIEHO CTPOKH iX BUKOHAHHSI.

171. CTpokr  BUKOHAHHS  BHYTPIIIHIX JOKYMEHTIB  OOYHMCIIOIOTBCS B
KaJICHIApPHKUX JTHAX, IOYMHAIOYH 3 JaTH PEeECTpallii, a BXiTHUX — 3 JaTH HaJIXO/KCHHS
(ocTaBKM Yepe3 CUCTeMY B3aeMOjii) abo 3 JaTW HACTYMHOTO poOOoUYoro JHS y pasi
HAJXO/DKCHHS (JIOCTaBKM) JOKYMEHTA TICS 3aKIHUYCHHS PoO0Yoro AHS, y BUXIIHI,
CBSITKOB1 Ta HEPOOOUI JIHI.

Sxio ocTaHHIN JAeHb CTPOKY BUKOHAHHS JOKYMEHTA MPUIIAJIa€ Ha HEPOOOUUit
JIEHb, CTPOKOM BHUKOHAHHS JOKYMEHTAa BBAKAETHCS MEPIIMA pOOOYMI JEHB MICIs
HACTaHHS CTPOKY BUKOHAHHS.

172.Y pa3i 3MiHM CTpPOKIB BUKOHAaHHS IHIAMKATOpa Yy peecTpaliiiiHo-
MOHITOPUHTOBIN KapTIli MPOCTABISIETHCS HOBUM CTPOK BH3HAYEHOTO IHIWKATOpa Ta
3a3HAYa€THCS MPUUMHA HOTO 3MiHH, SIKI BHOCATHCS YIOBHOBaXXEHOIO 0COOO0I0 CITYKOH
KOHTPOJTIO.

173. IlepeBipka CTPOKIB BHKOHAHHS JOKYMEHTIB TIPOBOAUTHCS 3a BCIMa
1HJIMKATOpaMH MPOXOXKEHHSI JJOKYMEHTA JI0 3aKIHYEHHS CTPOKY MOTro BUKOHAHHS (y
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pa3i BIAXWJIEHb BUKOHABIIO HAJCUJIAIOTHCA MOMEPEHKEHHS CUCTEMOIO MOHITOPUHTY
3a JOMOMOTOI0 €JIEKTPOHHUX HaraJyBaHb, [0 aBTOMAaTUYHO F'€HEPYIOTHCS CUCTEMOIO
€JIEKTPOHHOTO JIOKYMEHTOO00Iry) y TOpsAIKy, BHU3HaueHOMY IHCTpykmi€o 3
JIIJIOBOJCTBA .

174. Cinyx06a KOHTPOJIIO MiCJii BUKOHAHHS IOKYMEHTa MEePEeBIpsi€ BiAMOBIIHICTD
KIHLIEBOTO PE3YyJIbTaTy IOCTABJIECHOMY 3aBJAaHHIO, 3a PE3yJbTaTOM 4YOIO IpHUiiMae
pIIIEHHS PO NPUINMHEHHS MOHITOPHUHTY.

[IpunuHEeHHsST MOHITOPUHTY 3AIMCHIOETHCA JIMINE Ha MiJACTaBl 3a3HAYEHOI
MEPEBIPKHU.

175. Jani mpo BUKOHAHHS JTOKYMEHTA Ta MPUIUHEHHS MOHITOPUHTY BHOCSATBHCS
70 PEeCTPaliHO-MOHITOPUHIOBOI KapTKH YIOBHOBAXXEHOIO 0CO00I0  CIY»KOU
KOHTPOJIIO.

JlokymeHT Moxe Oytu 3akputuii "/lo cnpaBu" numie micis BHECEHOI A0
peecTpanifHO-MOHITOPUHIOBOI KAPTKU BIAMITKH PO IPUIHUHEHHS MOHITOPUHTY.

176. Jlnem BUKOHAHHS 3aBJaHb, BA3BHAYECHUX B aKTax OpraHiB JEp>KaBHOI BJIaJu
1 JIOPYYEHHSX BHINMX ITOCAIOBHX OCIO, Ta BHUKOHAHHS 3allMTIB, 3BEPHEHb, 1HIIIOI
KopecnionieHiii BepxoBHoi Pagu VYkpaiHu BBaxaeTbcsl J€Hb  HAJICWJIAHHS
eIEKTPOHHOTO JTIOKyMEHTa YCTAaHOBOIO HYepe3 CHCTEMYy B3a€MOJil, a y BHUMAAKaX,
BU3HAUYEHUX MYyHKTOM 2 mi€i [HCTpyKIii, — IeHb peecTpalii JTOKyMEHTa OpraHoM,
KU BU3HAUMB BIATIOBIHE 3aBJAaHHS.

[Hpopmaiito nmpo  AOKYMEHTH, TEpMIH BHUKOHAaHHS SKHX TIOPYIIEHO,
BIJIMOB1AQJIBHI 0COOM y3arajbHIOIOThH 1 TI0JIAI0Th KEPYIOUOMY CIIpaBaMU BUKOHABYOTO
KOMITETY MICBKOI pajau IS BXHUTTS 3aXOJlIB IIOAO YCYHEHHS NPHYUH, IO
MEPEIIKOKAIOTh BUKOHAHHIO 3aBJjaHb, BUBHAUCHUX Y IOKYMEHTAX.

Bukonasiii, ki JOMyCTHJIM TOPYUIEHHS TEPMIiHIB BHKOHAHHS KOHTPOJIBHUX
JOKYMEHTIB, HE MI3HIIIE HI)K Y TPUACHHUNA CTPOK MOAAIOTH MMCbMOBE MOSICHEHHS MPO
HOro MPUYMHU Ha 1M’ KEPYIOYOTo CIIpaBaMH BUKOHABUOTO KOMITETY MICHKOT paju.

Indopmaniiino-goBigKoBa podoTa 3 €JIeKTPOHHUMH JOKYMEHTAMH

177. Tndopmartiiino-noBinkoBa poboTa 3 €ICKTPOHHUMH JOKYMEHTaAMU TOJISTAE
B TIONIYKY HEOOXITHUX JTOKYMEHTIB 3 BUKOPUCTAaHHSM CHCTEMHU EJICKTPOHHOTO
JOKYMEHTOOOITY.

178. lns  migBuiieHHsT  €(PEKTUBHOCTI  POOOTH  MOIIYKOBOI  CUCTEMH
CJICKTPOHHOTO JJOKYMEHTOO0OITY pO3pO0JISIFOThCS Taki KiacuikaiiiiHi JOBITHUKU:

KJ1acu(iKaToOp MUTaHb JISTIBHOCT] YCTaHOBU;

KJ1acu(dikaTop BUJIIB IOKYMEHTIB;

KJ1acu(iKaTop KOPECTIOHICHTIB;

KJ1acugikaTop Pe30IOIii;

KJacugikaTop BUKOHABIIIB;

KJacugikaTop pe3yJbTaTiB BUKOHAHHS JIOKYMEHTIB;

HOMEHKJIaTypa CIIpaB.
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179. IlomykoBa cucTeMa €JIEKTPOHHOTO JOKYMEHTOOOIry Mae 3I1MCHIOBATH
MONIYK 32 KOHTEKCTOM (KJIFOUOBUM CJIOBOM a00 (h)pa3or0) €IeKTPOHHOTO JOKYMEHTA,
BUJIOM €JICKTPOHHOTO JIOKYMEHTa, HOTO 3aroJIOBKOM, JJaTOI0 MPUIHATTS, HOMEPOM Ta
JaTOI0 MOT0 peecTpallii, HOro aBTOPOM TOIIO.

VI. Cucremaru3anig Ta 30epiranusg 10KYMEHTIB V JiJIOBOJACTBI

CkiaieHHSI HOMEHKJIATYPH CIIPaB

180. Homenkmatypa crnpaB Mpu3HadeHa i BCTAHOBJICHHS B MICBKIA paji
€JIMHOTO TMOPAAKY (hOpMYyBaHHS CIIpaB JUIsl JOKYMEHTIB, CTBOPCHHX y CJICKTPOHHIN Ta
narepoBiii popmax, 3ade3nedeHHs ix o0JiKy, OEPaTUBHOIO IMOIIYKY JOKYMEHTIB 3a
iX 3MICTOM 1 BHJOM, BU3HAQYECHHS CTPOKIB 30€piraHHs CHpaB 1 € OCHOBOI s
CKJIaJICHHS OTHUCIB CIIpaB IMOCTIHHOTO Ta TpuBasioro (rmouHana 10 pokiB) 30epiranHs, a
TaKOX JJI 00JIIKYy CIpaB TUMYAcoBOTO (110 10 poKiB BKIIFOUHO) 30€piraHHs.

Jlo HOMEHKJATypu CHpaB BKJIIOYAIOTHCA HA3BH CIIpaB, MO (DOpPMYyIOThCA Ta
BiJI0OpaaroTh ycCi eTanu poOOTH, sIka JOKYMEHTYEThCS B YCTAHOBI, 30KpEMa CIIPaBH
MOCTIMHHUX Ta TUMYACOBO JIIOYHX pajl, KOMIiCiii, KOMITETIB.

Ctpoxku 30epiraHHsi JOKYMEHTIB (HaJIEKHICTb JI0 CIIPaBU) BU3HAUAIOTHCSA M1 Yac
peecTpamii (I BXIAHUX JOKYMEHTIB) a00 CTBOPEHHS MPOEKTY JOKYMEHTa aBTOPOM
3riHO 13 3aTBEpIKEHUM MIH’IOCTOM TMEpEeIiKOM THUIOBUX JIOKYMEHTIB, IO
CTBOPIOIOTHCSI TIJ Yac MIsUIBHOCTI JIEp>KaBHUX OpraHiB Ta OpPraHiB MiICIEBOTO
CaMOBPSAYBaHHS, 1HIIMX YCTAaHOB, MIJIPUEMCTB Ta OpraHizailiii, 13 3a3HAYEHHAM
CTPOKIB 30€epiraHHs JOKYMEHTIB.

181. B MichKiii pajl CKIagaloThCsd Ta BEAyThCA HOMEHKJIATypu CIIpaB
BUKOHABYMX OpPTraHiB 1 3B€JilcHa HOMEHKJIaTypa CIpaB MIChKOI pajH.

182. HomeHkmatypa crpaB BUKOHABYOTO OpPTraHy CTBOPIOETHCS B EICKTPOHHIN
dbopmi (momaTok 6) IMOCaTOBOIO OCOOOI0, BIAMOBINAIBHOI 3a JUIOBOJCTBO Yy
BUKOHABYOMY OpraHi, He mi3Hime 15 nucronaaa NOTOYHOTO POKY Ta MOTOIKYETHCS 3
apXiBHUM BIIAUIOM. Bi3yamizailis HOMEHKJIATypH CIpaB BUKOHABYOTO OpraHy
3MIMCHIOETHCS 32 AaBTOMATHYHO T€HEPOBaHOIO (POpMOIO, BU3HAUEHOIO [HCTpYKITi€kO 3
TIIJIOBOJICTBA.

183. Metoauuna pomomora y CKIaJeHHI HOMEHKIATypHU CIpPaB HAJAE€ThCS
apXiBHHUM BiJIiIOM.

184. 3BesieHa HOMEHKJIATypa CHpaB MICBKOI paau (OPMYETHCS CHCTEMOIO
€JIEKTPOHHOTO JOKYMEHTOOOITY B aBTOMaTU30BAHOMY PEXHMI (107aTOK 6) Ha OCHOBI
HOMEHKJIATyp CIIpaB BUKOHABUMX OPTraHiB y €NEKTPOHHIN (hopmi.

185. Ha mincraBi 3Be/IeHOT HOMEHKIJIATYPH CIIPaB MICHKOI pajy B €JIEKTPOHHIM
dbopmi cucTteMa EIEKTPOHHOTO JIOKYMEHTOOOITy aBTOMAaTUYHO 3IWCHIOE i
Bi3yasizallito 3a (opMOI0, BUBHAUEHOIO [HCTPYKIIi€IO 3 AIOBOJCTBA, KA IPYKYEThCS
Ta MOJAETHCSA Ha CXBAJICHHS €KCIIEPTHOT KOMICii.
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186. 3BeneHa HOMEHKJIAaTypa cCIHpaB 30€pIiraeTbCsi Ta BUKOPUCTOBYETHCS
CUCTEMOIO  €JEKTPOHHOIO  JOKYMEHTOOOIry i  aBTOMaTu3alii  MNpoLEcCiB
(opMyBaHHS TOKYMEHTIB Yy CIIpaBU B MICBKI{ paji.

187. 3BeieHa HOMEHKJIATypa CIIpaB MICHKOT paJii HAIIPUKIHII KO)KHOTO POKY (HE
Mi3HIIIE TPYJHS) YTOYHIOETHCS Ta BBOAMTHCA B Ait0 3 01 cClyHS HACTYNMHOIO
KaJICHIapHOTO POKY.

188. B cucremi €JNEKTPOHHOTO JIOKYMEHTOOOIr'y HOMEHKJIAaTypa CIIpaB
npejAcTaBieHay ¢opmi enekTpoHHoi Tabnuii (momatku 6, 7). I'padu  Tabnwmi
3aMOBHIOIOTHCS] TAKUM YMHOM:

y rpadi O (yumie s 3Be€HOI HOMEHKJIATypH CIIpaB) MPOCTaBISETHCS Ha3Ba
BUKOHABUYOT'O OPTaHy, J0 SIKOT'0 BITHOCSATHCS 3alMCH PO BIAMOBIIHI CIIPaBH;

y rpadi 1 mpocTaBisS€eThCS 1HAEKC KOKHOT CIIPABH;

y rpady 2 BKIIOYAIOTHCS 3aT0JIOBKH CIIpaB (TOMY, YaCTUHH);

y rpadi 3, sika 3alOBHIOETHCA HAIPHUKIHI KaJEHAApHOTO POKY, 3a3HAYAETHCS
KUIBKICTh CIIPaB (TOMIB, YACTHH);

y rpadi 4 3a3HayaroTbCAd CTPOKHM 30€piraHHs cIpaB, HOMEpPH CTaTed 3a
NEPENIIKOM JIOKYMEHTIB 13 CTPOKaMH 30€epiraHHs;

y rpadi 5 poOnsThCA MO3HAYKM MPO NEPEXIJHI CHpaBW; MPO CHPABH, LIO
BEyThCS B AnepoBiil (hopmi; Mpo mocagoBUx 0ciO, BIAMOBIIATBHUX 32 (POPMYBaHHS
CIpaB; MPO MEpeaBaHHA 0 apXIBy UM IHIIMX YCTAHOB JUIS X MPOJOBKEHHS TOLIO.

189. Hampukiniii pokKy J0 HOMEHKJIATypH CIIpaB BHKOHABYOTO OpraHy Ta
3BEICHOT HOMEHKJIATYpH CIPaB MiICBhKOi paau CKJIAMAlOThCS IMiJCYMKOBI 3aIUCH B
CIEKTPOHHIA (OpMI MPO KIUIBKICTh (DaKTUYHO 3aBEJICHUX CIPaB Ta IiAMHCYHOTHCS
BIJIMOBIAATBHUMH 0CO0aMU 3T1IHO 3 [HCTPYKITi€I0 3 A1IOBOJICTBA.

@opmyBaHHS eJIEKTPOHHUX CIIPaB

190. I'pyniyBaHHS BUKOHAHUX JOKYMEHTIB Y €JIEKTPOHHI CIPaBU 3I1HCHIOETHCS
[EHTPAII30BAaHO B CHCTEMI EJIEKTPOHHOTO JOKYMEHTOOOIry  BIAMOBIAHO O
HOMEHKJIATypH CITPaB.

191. ®opmyBaHHS €IEKTPOHHUX CIPAB 3IHCHIOETHCS Y CUCTEMI €JIEKTPOHHOTO
JOKyMEHTOOOITY B aBTOMAaTH30BaHOMY PEXHMI Ha MiJICTaBl 1HAEKCY EJIEeKTPOHHOI
CIPaBH.

192. EnexTpoHHI AOKYMEHTH, IO BiAHECEHI JO OJHIEI E€IeKTPOHHOI CIpaBH,
MaloTh OyTH JIOTIYHO TOB’sA3aHI MiX cO0O0I0 3a JOMOMOTOI0 BiJOMOCTEH MPO HUX B
CHUCTEMI €JICKTPOHHOTO JOKYMEHTOOOITY.

193. [Tix yac popMyBaHHS €IEKTPOHHUX CIIPaB CHIJ JOTPUMYBATHUCS 3arajlbHUX
MpaBUJI 3 YpaxyBaHHSM TaKUX BUMOT:
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1) rpynyBaTH B €JEKTPOHHI CIpaBU JOKYMEHTH, BUKOHAHI MPOTATOM OJHOIO
KaJICHJAPHOTO POKY, KpPIM NEPEeXiJHUX EJIEKTPOHHHUX CIpaB (BEAYTbCA MPOTATOM
KUIBKOX POKIB);

2) TOKYMEHT-BIANOBIAb TPYMYETHCA 32 1HIIIATUBHUM JIOKYMEHTOM;

3) BKIIOYATH B €IEKTPOHHI CIIPABH JIMIIE OPUTIHAIN €IEKTPOHHUX JOKYMEHTIB;

4) oOcsr  €NEKTPOHHOI CHpaBU HE OOMEKYETbCS KUIBKICTIO €JIEKTPOHHUX
JIOKYMEHTIB;

5) oOcsr enexkTpOHHOI cipaBu (KUIbKICTh JOKYMEHTIB), 10 MICTUTh JOKYMEHTH
nocrtiitHoro ta TpuBanoro (moHan 10 pokiB) 30epiraHHs, MOBUHEH BIANOBIAATH
o0csry cupasu, ¢(hOPMOBAHOI 3 MANEPOBUX IPUMIPHHUKIB €IEKTPOHHOTO TIOKYMEHTA.

Jlns TOKyMEHTIB TOCTIMHOro Ta TpuBajoro (monan 10 pokiB) 30epira”ss,
CTBOPEHUX B €JEKTPOHHIN (opmi, YyNOBHOBaXKEHHH 3acBiuyBady BUTOTOBIISE
marepoBi Komii TaKuX JIOKYMEHTIB, sKI BiH 3acBigdye. 3acBijueHi Komii MOBHHHI
MICTUTH TIEPEITiK BU3HAYEHUX [HCTPYKITIEIO 3 AUIOBOACTBA PEKBI3UTIB, HAHECEHUX 32
nomoMororo  QR-kxomy. 3a3HaueHi 3acBiueHl mMamepoBi KOMIi EIEKTPOHHUX
JOKYMEHTIB (DOPMYIOTBCSI y CIPaBU BIAMOBIIHO O 3aTBEPHKEHOI HOMEHKIIATYPH
cnpaB ans 30epiraHHs, sIKI TMEpPEAaroThCcsl A0 apXiBHOTO BIIAUTY y TMOPSAKY,
BU3HAYECHOMY [HCTpyKIIi€r0 3 AIIOBOJACTBA, JUIsl MOCTIMHOTO 30epiranHs. CTBOpEHHS
IHIIMX ManepoBUX NPUMIPHUKIB €JIEKTPOHHUX JOKYMEHTIB HE BUMAra€ThCA.

194. Metoanyne KepIBHUIITBO Ta HATJIS 32 (POPMYBaHHSIM €JIEKTPOHHUX CIIPAB
B MICBKIN paji Ta 1l BUKOHABYHMX OpraHax 3/IACHIOIOTHCS CITy>KO0O0I0 IJIOBOJICTBA Ta
apXiBHUM BiJIiIOM.

30epiraHHs eJ1eKTPOHHUX JIOKYMEHTIB B YCTAHOBAX

195. B Michkili paji 3A1HCHIOETBCS IIEHTpai3oBaHe 30epiraHHs €JIEeKTPOHHHUX
JTOKYMEHTIB. JIOKyMeHTH 30€piraroThCs B MICIISIX iX CTBOPEHHSI.

196. JlokyMeHTH 3 yacy CTBOpEHHS (HAIXOKEHHS), a TAKOX YC1 BIIOMOCTI PO
HUX JI0 TMepelaBaHHs IX Ha MOCTidHe 30epiraHHs abo A0 iX 3HHUIIEHHSA B
YCTAHOBJICHOMY TOPSIIKY 30€epiraloTbCsi B CUCTEM1 €JIIEKTPOHHOTO JOKYMEHTOOOIry,
JIOT1YHO 3TPYyNOBaH1 y CIIpaBH 3riJTHO 3 HOMEHKJIATYPOIO CIIPaB.

197. 3a 1OCTYNHICTh, LIJTICHICTD Ta BIATBOPIOBAHICTH €JIEKTPOHHUX TOKYMEHTIB
1 €JIeKTPOHHMX CIIpaB, 10 30€epiraloThCsi B CUCTEMI €JIEKTPOHHOTO JOKYMEHTOOOIry,
BIJIMOBIJIA€ YNPABIIHHA 1HPOPMALIMHUX TEXHOJOTIH.

198. IlpamiBHUKH MICBKOT pagu MarTh JOCTYHN JO €JIEKTPOHHUX CIIpaB yepes
CHUCTEMY €JIGKTPOHHOTO JOKYMEHTOOOITY BIAMOBITHO JO TMpaB, BHU3HAYECHUX
PO3MOPSAIKEHHSIM MICHKOTO T'OJIOBH.

199. BunaBanHsi OKpeMHX €JIEKTPOHHUX JOKYMEHTIB IHIIUM YCTaHOBaM
3MIIHCHIOETHCS 3 JIO3BOJTY KEPYIYOro cripaBaMid BUKOHABUOTO KOMITETY MiCBhKOI paju
[JIIXOM CTBOPEHHS MPUMIPHUKIB 200 KOIIi X JOKYMEHTIB (€JIEKTPOHHUX CIIPaB).
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200. Y pa3i 3BepHEHHS J0 MICHKOi pajy YMOBHOBaXEHOI OCOOM Ha MifCTaBi
OpUTiHANY yXBaJld CIIIYOrO CyJji, CyAy IIOAO HaJaHHS THMMYAacOBOIO AOCTYNY 0
JIOKYMEHTIB MICBKHMM TOJIOBAa HEBIJKJIAIHO Ja€ JOPYYEHHsS CIykO01 A1IOBOJICTBA Ta
BUKOHABYOMY OpraHy 3a0c3leYyuTH BHKOHAHHS YyXBald. B Mexkax peamizartii
JIOPYYEHHsI YIIOBHOBaXK€Ha 0co0a CIIy»OH JI1JI0BOJICTBA:

1) cTBOplOE Ta pEECTPYE KOMiI0 yXBald CHIAYOT0 CYIJl, CyAy IICIs
pe/1’ IBIICHHS OPUT1HAIY TaKO1 YXBaJju;

2) Hagae ocoOi, 3a3HAYeHIH B yXBaJll, TAMYACOBHUU JIOCTYI JO JOKYMEHTIB,
30KpeMa MOXKJIMBICTh O3HAWOMJICHHS 3 HHMH, BUTOTOBJICHHS IANepOBUX KOIIM
BIJIMOBITHUX €JICKTPOHHUX JOKYMEHTIB a00 y pasi, KOJHM B yXBajll mepeadavdeHo ix
BWIY4YeHHS  (3A1MCHEHHS  BHUIMKH), — CTBOPEHHSI  €JIEKTPOHHUX  MPUMIPHHUKIB
BIINIOBIIHUX €JIEKTPOHHUX JOKYMEHTIB;

3) Hamae JOMOMOTY Yy CKJIQJEHHI OIUCY EJEKTPOHHUX JOKYMEHTIB, IO
BWJIYYAIOThCS (BUIMKA SKUX 3JIIMCHIOETHCS ), SIKUM 3aTUIIAETHLCSA B MICBKIN pajl.

[Tpo BuyYEHHS €IEKTPOHHUX JIOKYMEHTIB CKJIAJJA€EThCS aKT (IPOTOKOJ) y JBOX
OPUMIPHUKAX, NEPIIUN 3 SKUX 3aJIMIIAETHCSA B MICBKIM pajil, a Ipyruil nepeaaerbes
BIIMOBIAQIBHIN 0c001, 3a3HaYEHIN B yXBall.

VII. IHopsaaok miAroToBKM €JJEKTPOHHUX CIIPAB
10 MepeIaBaHHs LIS APXIiBHOT0 30epiranus

Excneprusa niHHOCTI JOKYMEHTIB

201. ExcriepT3a IIHHOCTI JOKYMEHTIB B €JIEKTPOHHIM (Popmi MPOBOIUTHCS
BIJIMOBIHO /10 3aKOHOJABCTBA y c(epi apXiBHOI CIpaBU Ta AUIOBOJICTBA 32 TUMU K
paBUJIaMH, IPUHLIUIIAMH Ta KPUTEPISIMHU, 11O 1 JOKYMEHTIB y HanepoBiil Gpopmi.

PosnopsxeHHsIM MICbKOT0 r0JIOBU BU3HAYAIOTHCS YIIOBHOBA)KEHI 3aCB1IUyBaul.

YToBHOBaXEHUM 3aCBIUyBayaM HAJAETHCS IPABO 3aCBIIUYBAaTH ManepoBi KOMii
eJIEKTPOHHUX JTIOKYMEHTIB, MIPU3HAUCHI JJIs X MOJajbIIo] mepeaayl Ha 30epiraHHs B
apxiB..

Jlo Takoro po3nopsKeHHs OOOB’SI3KOBO  JIOAAIOTHCS  3pa3Ku  IIJIHUCIB
BJIACHOPYY YyCIX YIMOBHOBA)XXCHUX 3aCBIIUyBauiB Ta BiJIOUTKIB MEUYATOK, CIEIIaTbHO
MpU3HAYCHUX JIJIS 3/[IHCHEHHS 3aCBITYCHHS JOKYMEHTIB.

PekoMeHy€eThCSl BU3HAYATH YIIOBHOBAKEHUX 3aCBIUYBayiB 13 CKJIay MOCTIHHO
JUIOYUX EKCIIEPTHUX KOMICi yCTaHOB.

202. Excnieptr3a IIHHOCTI JOKYMEHTIB TMPOBOAMUTHCS B EJIEKTPOHHIN (opwmi,
KpIM JJOKyMEHTIB, BU3HAYCHHUX a03aliaMu JIPYTUM-TI° ITUM IyHKTY 2 11i€l [HCTpyKiii.

203.Ilix yac mpoBeAeHHS EKCIEePTU3HM IIHHOCTI EJIEKTPOHHUX JIOKYMEHTIB
3MIMCHIOETHCS BiAOIp MOKYMEHTIB TOCTIHHOrO Ta TpuBaioro (moHan 10 pokis)
30epiranHsl I HaZaHHsS JOCTYIy MpPAIiBHUKY apXiBy, OJIOKyBaHHS IMpaBa IHIIUX
IpaliBHUKIB MICBKOI paJd Ha peAaryBaHHs peecTpaliiiHO-MOHITOPHUHIOBOI KApTKH
JOKYMEHTIB, Kl MEpPEAaroThCA Ha apXiBHE 30€piraHHs, BUIYYEHHS ISl 3HMILECHHS
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JOKYMEHTIB 1 €JIEKTPOHHUX CIIpaB 33 MHUHYJI POKH, CTPOKU 30€piraHHs SKUX
3aKIHYUIIHCSL.

204.3a pe3ynbTaTaMu €KCIEPTU3U LIHHOCTI €JIEKTPOHHHUX JOKYMEHTIB Yy
BUKOHABUOMY OpraHi 0c00010, BIAMOBIJAIBHOIO 3a AUIOBOJACTBO, 10 31 rpyaHs
HACTYITHOTO POKY B €JIGKTPOHHIN (OpMi CKJIQTAOThCSA: OMHCH CIICKTPOHHUX CIIPaB
noctiiHoro, TpuBajoro (monax 10 pokiB) 30epiraHHs, a TaKOX TOTYIOTbCS
MPOIO3HUIIIT 0 aKTa MPO BUIYYEHHS JUIsl 3HULIECHHS JOKYMEHTIB, HE BHECEHHX 0
HamionansHoro apxiBHOro oHmy.

Onucu eneKTpOHHUX CIIpaB BHKOHABUOTO OPTaHy 1 MPOIMO3HINI 10 aKTa IMpo
BUJTyYCHHS ISl 3HHINCHHS JTIOKYMEHTIB, HE BHECEHUX 10 HarioHanpHOro apxiBHOTO
dboHmy, BI3yIOTBCA YKJIaJadeM OMNHUCY, BIAMOBIJAIBPHUM 3a JUIOBOACTBO Y
BUKOHABYOMY OpTaHi, Ta MiAMUCYIOTHCS KEPIBHUKOM BUKOHABUOTO OPTaHYy.

205. Ha mincraBl €NEKTPOHHUX OIMKCIB EJIEKTPOHHHMX CIIPaB BHKOHABUOTO
Oprany Ta TPOIMO3WIINA O aKTa MpPO BUIYYEHHS A 3HUIICHHS JTOKyMEHTIB, HE
BHeceHUX 10 HarioHanbHOro apxiBHOro ()oHAy, apXiBHUM BIAJIJIOM B €JIEKTPOHHIM
dopmi micas OPUUHATTS 10 apXiBy JOKYMEHTIB BUKOHABUMX OPraHiB CKJIAJArOThCA
€JICKTPOHHI OINUCHU EJIEKTPOHHUX CIpaB MOCTIHHOrO, TpuBajoro (rmoHaa 10 poxiB)
30epiraHHs (JO0JaTOK 7) Ta aKT B €JEKTPOHHIA (GOpMi PO BUIIYUEHHS ISl 3HUILICHHS
JIOKYMEHTIB, HE BHeceHUX /10 HaiioHanpHOTO apxiBHOTrO (poHay (H0/1aTOK &).

206. [Ipouienypa 3HHINEHHS €IEKTPOHHUX JOKYMEHTIB 3MIMCHIOETHCS JIHUIIE Yy
pa3l NPUUHATTS MICBKUM TOJOBOK  BIJMOBIAHOTO PIMIEHHS Ta BU3HAYAETHCS
[HCTpYKITI€O 3 17TOBOACTBA.

AKT mpo BWIYYEHHS JUIsl 3HUIIEHHS JOKYMEHTIB MICBKOI paju, 1o
30epiratoThcs B €EKTPOHHIN (hOPMIi, CTBOPIOETHCS JIUIIIE B €IEKTPOHHIN (PopMmi.

Homep Ta nmara akta mpo BUIy4YEHHS U1l 3HUINEHHS TOKYMEHTIB MICHKOI paau
MPUCBOIOIOTHCSI  CHCTEMOIO  €JIEKTPOHHOTO  JIOKYMEHTOOOIry — TICHsi  HOro
3aTBEPKEHHS B E€JIEKTPOHHIN popMmi.

207. V pa3i Koiam Ajsd TOKyMEHTa 3a pe3ysbTaTaMu IMPOBENCHOI eKCIePTH3U
I[IHHOCTI BHU3HAYE€HO MOCTIWHUN CTPOK 30epiraHHs, YIIOBHOBaKEHUM 3aCBlAUyBadyeM
MO>K€ BUTOTOBJISITHCS TANlepOBa KOIIisl TAKOTO JJOKYMEHTA, SIKY BiH 3aCBIIUYE.

3acBijlueHa KOIiS TOBHMHHA MICTUTH TIepeiik BU3HAYeHUX [HCTpyKIiiero 3
JJIOBOJICTBA PEKBI3UTIB, HAHECEHUX 3a JonomMorow QR-kony.

3a3HaveHi 3acBiTUeH] ManepoBi KOIii eJIeKTPOHHUX JOKYMEHTIB (JOPMYIOTHCS Y
CIpaBH, SKI TMEpeNaloThcsl 0 apXiBy y MOPANKY, BU3HaueHOMY [HCTpykiiero 3
JJIOBOJICTBA, JUIsl TOCTIHHOTO 30€epiranHs.

CTBOpeHHSl IHINIWUX TANEPOBHX MPUMIPHUKIB EJICKTPOHHUX JOKYMEHTIB HE
BUMAara€eThCsl.

208. MetoauvHa q0mOMOra y CKJIaJIEHHI OMKCIB €IEKTPOHHUX CIIPaB HATA€ThCS
apXiBHUM BIJIOM.

KponuneHuupKa micbKa paga
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O¢opMiieHHS €TEeKTPOHHUX CIIPAB

209. 3a pe3ynbpTaTaMu MPOBEACHOI €KCIEPTU3U IIIHHOCTI BIIOpaHi €1eKTPOHHI
crpaBu NocTiitHOro 1 TpuBasioro (moHaxa 10 pokiB) cTpOKiB 30€piraHHs MOTPEOYIOThH
CTBOPEHHSI TMAaNepoBOTr0 MPUMIPHUKA €JIEKTPOHHOI CIpaBH, 3aCBIAYEHOTO 3TiAHO 3
[HCTpYKITI€IO 3 M17TOBOACTBA.

[TarepoBi MPUMIPHUKU €JIEKTPOHHOI CIIpaBU MOCTIHHOTO Ta TPUBAJIOTO (MTOHAA
10 pokiB) CTpOKIB 30epiraHHs CTBOPIOIOTH MPAIIBHUKU CIY>KOU IiJTOBOJCTBA, SKi
dbopMyBa BIANOBIAHI €JIEKTPOHHI CIpaBU. Y pa3l peopraHizailii 4d JIKBigaIii
CITy’>KOM J1JIOBOJICTBA 3a3HAY€HI MPUMIPHUKHA CTBOPIOIOTH BIAMOBITANIBHI 0CcOOM iX
IPaBOHACTYITHUKIB.

VY pa3i mikBimamii ympaBiiHHS JUTOBOJCTBA Ta OpradizamiiHoi poOoTu 0e3
BU3HAYEHHS TMPABOHACTYNHHKA EKCHEpTH3a I[IHHOCTI Ta CTBOPEHHS 3a3HAYEHUX
OPUMIPHUKIB 3J1MCHIOETBCA y MpoILec] JIKBIAAlli BUKOHABUOIO OpraHy IiJl 4ac
HiATOTOBKHU CHpaB JUIsl MEpeAaBaHHs A0 apxiBy. Y TaKOMy BUMNAQAKY IOKYMEHTHU
TUMYACOBOTO 30€epiraHHsl 3HUIYIOTHCS JOCTPOKOBO, OApa3zy IMICHS EKCHEPTU3H
IIHHOCTI.

210. ITizroToBKa A0 TiepenaBaHHS Ha apXiBHE 30epiraHHs ManepoBUX
OPUMIPHUKIB ~ €JEKTPOHHUX CHOpaB BUKOHABYMMHU OpraHaMu  3I1HCHIOETHCS
BIIMOBIAHO /10 [HCTpyKIIii 3 A1JIOBOICTRA.

211. Jlns miAroTOBKM €JEKTPOHHOI CHpaBU HJisi TepefaBaHHA Ha apXiBHE
30epiraHHs B aBTOMaTU30BaHOMY PEKUM1 0(pOPMITFOETHCS €JIEKTPOHHA 1H(DOpMaIliitHa
KapTKa apXiBHOI cIipaBH (OOKJIaIMHKA CIIPABH ), IKa MICTUTh TaKi BIJOMOCTI:

HallMEHYBaHHS BUKOHABYOTO OpPraHy;

1HIEKC eJIEKTPOHHOI CIPaBH;

HOMEp TOMY €JIEKTPOHHOI CIIPaBU;

3aroJI0BOK €JIEKTPOHHOI CIIpaBy (TOMY, YACTUHU);

KUTBKICTD €JIeKTPOHHUX JOKYMEHTIB;

nepion (hopMyBaHHS CIIPABH;

CTpOK 30epiraHHs CIpaBy;

€JIEKTPOHHUI OMUC JTOKYMEHTIB CIPaBH (BHYTPILIHIN);

BIIMITKY PO MpUMaHHS-TIEpEaBaHHsI €IEKTPOHHOI CTIPaBH /10 apXiBy.

212. CTBOpeHHS OOKJIAJAMHKN CIIPAaBH 3aBEPINYETHCS Bi3yBaHHSM IPaIliBHUKOM
JIJIOBOHOT CITY»KOH Ta MMHMCAHHAM KEPIBHUKOM J1IOBOJIHOI CITY>KOH.

213. ®opma OOKIAAMHKUA CIPAaBU Ta Bizyaulizallis ii BIJOMOCTEH BHU3HAYAETHCS
[HCTpYKITi€IO 3 ATOBOJCTBA 3 YPaXyBaHHAM apXiBHUX MPABUIL

IlepenaBaHHsI eJIEKTPOHHMX CIIPAB 10 APXiBHOT0 Bial1y

214. TlepenaBanHsi €IEKTPOHHUX CIpaB Ha apxiBHE 30epiraHHS TMOJATAE Yy
HaJaHHI JOCTYIy J0 HUX TpAaIiBHUKAM YyMPaBIiHHS JUIOBOJICTBA Ta OpraHi3amiiHol

KponuneHuupKa micbKa paga
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po0OOTH Ta OOMEXKEHHS AOCTYNy (JUIIEe MPAaBOM MEPErIsiay) A0 €IEKTPOHHUX CIpPAaB
IHIIMM IpalliBHUKAaM MICBKOI pajH.

215. IlepenaBanHs €JIEKTPOHHUX CIIpaB Ha apXiBHE 30epiraHHs 3/1MCHIOETHCS 3a
rpadikoM, MOTOJKEHUM 3 KEpIBHUKAMHM BHKOHABYMX OpPraHiB 1 3aTBEPIKEHUM
KEePYIOUMM CIIpaBaMU BUKOHABUOTO KOMETY MiCBKOI pajiy, ajie He paHillie TBOX POKiB
3 JIaTH 3aBEPILIEHHS €JIEKTPOHHUX CIIpaB B J1JI0BOJICTBI.

Hanmanns nocTynmy mpalliBHUKY, BIJANOBIIAJIbHOMY 3a apXiBHE 30epiraHss,
3MIMCHIOETBCS 3TIHO 13 3a3HAUYCHUM TpadikoM y aBTOMATH30BAHOMY PEXKUMI
CITy»0010 1HGOPMAIIITHUX TEXHOJIOT1H.

216. EnexktpoHHi cmpaBu mMOCTiIHHOTO Ta TpuBaioro (moHany 10 pokiB)
30epiraHHsl TEPENarOThCsl Ha apxiBHE 30epiraHHs 3a EJIECKTPOHHUMHU OINHMCAMH B
CJICKTPOHHIN hopmi.

217. Ilix yac mpuiiMaHHs €JIEKTPOHHUX CIIPaB Ha apXiBHE 30epiraHHs apXiBHUM
BIJIVIOM TIPOBOJUTHCS TEPEBIPKA EIEKTPOHHUX JIOKYMEHTIB KOXKHOI CIIpaBU Ha
HAsBHICTh  KBaTI(IKOBAaHUX  CJIIEKTPOHHMX  MIAOUCIB  a00  yIOCKOHAJIEHUX
€JIEKTPOHHUX TMIANUCIB, IO 0a3yloTbCid Ha KBall(iKOBaHOMY cepTu(ikarti
€JIEKTPOHHOTO MiANUCY, KBAII(PIKOBAHUX €JIEKTPOHHUX MO3HAYOK Yacy Ta IUTICHICTh
nanux. llepeBipka 3a1MCHIOETBCS B aBTOMATHM30BAHOMY pPEXHMI 3a BHYTPILIHIM
OTIMCOM €JIEKTPOHHOI cripaBu. [licis BHECEHHS MpaliBHUKOM apXiBHOTO BIIJILTY 0
PEECTPALIITHO-MOHITOPUHIOBOI ~ KapTKU ~ €JIEKTPOHHOI  CMpaBH  BIAMITKH  TPO
NPUMHATTS €JEKTPOHHOI CIpaBH Ha apXiBHE 30epiraHHs CHUCTEMOIO E€JIEKTPOHHOIO
JOKYMEHTOOOITY ~ aBTOMaTHUYHO OOMEXYEThCS 1HIIMM IIpalliBHUKaAM MIChKOI paju
IPaBO JIOCTYIY JO IUX €IEKTPOHHUX CIIPaB.

Axmo mig yac npuiiMaHHS-TIEpeaBaHHS EJIEKTPOHHUX CIpaB MpalliBHUK,
BIJIMOBIAQIBHUI 32 apXiBHE 30epiraHHs, BUSBUB HEJOJIKH, IPAIliBHUK BUKOHABYOTO
opraHy IMOBUHEH BXKHUTH 3aXOJIB JUIsl yCyHEHHS TAaKUX HEHOJIKIB.

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
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Honatok 1

10 [HCTpyYKIT 3 TOKyMEHTYBaHHS
YIpaBIHCHKOI 1H(OpMaIlii B
eJIEKTPOHHIN (popmi Ta opranizairii
poOOTHU 3 €JIEKTPOHHUMHU TOKYMEHTAMH
B J1710BOJACTBI KpONMBHUIIBKOT MICBKO1
paau, eJIEKTPOHHOTO MI>KB1JOMYOTO

0OMiHY
(myHkT 37)
HIACYMKOBI JAHI
00J1iKy 00CATY T0KYMEHTO000iry
3a mepion3 __ . . p.mo__. . p.
JlokymeHTH KiIbKICTh JOKYMEHTIB
yChOTO 3 HAX
B CJICKTPOHHIM y nanepoBii Gpopmi
dbopmi JTIOKYMEHTIB CTOPIHOK
Bxigni
Buxigai
BayTtpimHi
Yceboro
HavaabHUK ynpaBJliHHA Baacue im'sa ITPI3BUIIE
ALTOBOACTBA Ta OpraHi3amiiHol
podoTu

JlaTa reneparii: . . p.

KponuneHuupKa micbKa paga
YnpasniHHA AinosoacTsa Ta TraHiaauiMHoi pobo’
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Honatok 2

10 [HCTpyYKIT 3 TOKyMEHTYBaHHS
YIpaBIHCHKOI 1H(OpMaIlii B
eJIEKTPOHHIN (popmi Ta opranizairii
pOOOTH 3 EIEKTPOHHUMH JIOKYMEHTAMHU
B JI1710BOACTBI KponuBHUIIBKIN MIChKiH
paji, eJEKTPOHHOTO MIXKB1JJOMYOTO
0OMiHY

(myHKT 79)

I

KPOIIMBHUIIBKA MICHKA PAJIA
BUKOHABYN KOMITET

ByJ. Benuka [lepcnektuBHa, 41, M. KpormuBautekuii, 25006, ten. (0522) 35 83 01, (0522) 35 61 58
E-mail: kmvk@krmr.gov.ua, caiit: www.kr-rada.gov.ua, xon 3rinno 3 €/IPIIOY 04055251

BIJI 20 p.Ne Ha Ne BiJ 20 p.

KponuneHuupKa micbKa paga
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KPOIIUBHUIIBKA MICBKA PAJTA

ByJ. Benuka [lepcnektuBHa, 41, m. KpommmBaunskuii, 25006, ten. (0522) 35 83 01, (0522) 35 61 58
E-mail: kmvk@krmr.gov.ua, caiit: www.kr-rada.gov.ua, xon 3rinno 3 €/IPTIOY 26241020

BIJ 20 p. Ne Ha Ne BiJl 20 p.
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KPOIIUBHUIIBKA MICBKA PAJTA
HA3BA BUKOHABYOI'O OPI'AHY

ByI. Benuka Ilepcnekrusna, 41, m. Kponusuuiskuit, 25006, Tenedon,
eJIeKTPOHHA aapeca, cailt, kox 3rigHo 3 €[PIIOY

BiJ

20 p.Ne Ha Ne BIJT
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Honatok 3

10 [HCTpyYKIT 3 TOKyMEHTYBaHHS
YIpaBIHCHKOI 1H(OpMaIlii B
eJIEKTPOHHIN (popmi Ta opranizairii
pOOOTH 3 EIEKTPOHHUMH JIOKYMEHTAMHU
B JI1710BOACTBI KponuBHUIIBKIN MIChKiH
paji, eJEKTPOHHOTO MIXKB1JJOMYOTO
0oOMiHY

(myHKT 79)

I

KPOIIUBHUILIBKA MICBKA PAJIA KROPYVNYTSKYI CITY COUNCIL

BUKOHABUYNHN KOMITET EXECUTIVE COMMITTEE
Byn. Benuka IlepcnektuBHa, 41, 41, Velyka Perspektyvna St,
M. KponuBHunekuii, 25006, Kropyvnytskyi City, 25006,
ten. (0522) 35 83 01, (0522) 35 61 58 tel. (0522) 35 83 01, (0522) 35 61 58
E-mail: kmvk@krmr.gov.ua, E-mail: kmvk@krmr.gov.ua,
cait: www.kr-rada.gov.ua, Website: www .kr-rada.gov.ua,
koJ 3rigHo 3 €JIPTIOY 04055251 code in EDRPOU 04055251

Ne BiJl 20 p.

KponuneHuupKa micbKa paga
YnpasniHHA A4in0BOACTBA Ta OpraHisauiiHoi pobotu
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Honatok 4

10 [HCTPYKIIIi 3 TOKYMEHTYBaHHS
yIpaBIiHCHKOI 1HPOpMAIlii B €IEeKTPOHHIN
dbopmi Ta opranizaiii poOOTH 3
CJICKTPOHHUMH JIOKYMEHTaMH B JIIJIOBOJICTBI
KponuBHuiibKiii MicbKil paji, €IEKTPOHHOTO
MDKB1JOMYOr0 OOMiHY

(myHKT 79)

PO3INOPA T’ KEHHA
KPOINIUBHUIIbKOT' O MICBKOT'O I'OJIOBH

Big " " 20 POKY Ne
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PIIMEHHA

BUKOHABYOI'O KOMITETY
KPOIIUBHUIIBKOI MICBKOI PAIU

20 poky Ne

Kp!
YnpasniHHa 4i

u .
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KPOIIMBHUIIBKA MICBKA PAJIA
PIIMEHHA

CECIi BOCbMOI'O CKJIMKAHHS

202 poky

Kp!
YnpasniHHAa ai
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Buximrouenuin

Jlogatok 5

10 [HCTPYKIIIi 3 TOKYMEHTYBaHHS
yIpaBIiHCHKOI 1HPOpMAIlii B €IEeKTPOHHIN
dbopmi Ta opranizaiii poOOTH 3
CJICKTPOHHUMH JIOKYMEHTaMH B JIIJIOBOJICTBI
KponuBHuiibKiii MicbKil paji, €IEKTPOHHOTO
MDKB1JOMYOr0 OOMiHY
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Jlonatok 6

10 [HCTpyYKIT 3 TOKyMEHTYBaHHS
yIpaBIiHCHKOI 1HPOpMaIlii B
€JIEKTPOHHIN (popMi Ta opranizaiii
pOOOTH 3 EIEKTPOHHUMH IOKYMEHTAMU
B JI17I0BOACTBI KpOonmMBHUIIBKOT MICHKOT
paau, eJIeKTPOHHOTO MIXKBIJIOMYOTO

0OMiHY
(myHkT 184)
INPUMIPHA ®OPMA
eJIeKTPOHHOI Tald/ M| 3Be/IeHOI HOMEHKJIATYPH CIIPaB MiCbKOI pajn
VYcraHoBa: KponuBHHIIbKa MiChKa pajaa
Pik: 20
[Tpotokon EK: Bim . 20 Ne
[Iporokon EK
apXiBHOT'O BIJILTY Bixm . 20 N
[IpoTokon EIIK: Bim . 20 Ne
Poznin: YrpaBiaiHHS I1JI0BOJICTBA Ta OpraHi3aliiHoi podoTu™
Po3znain Innexc cripaBu 3arosoBoK Kinekicts Crtpok Po0Ooui
CIIpaBu crpaB (TOMIB) 30epiraHHs MTO3HAYKH
[TimcymKkoBwHii 3ammc
Pazom [Tepexinni EIIK

VYceboro cripas

3 HUX

KUTBKICTB CITPaB MOCTiHHOTO 30epiranHs
KUIBKICTB CITpaB TPUBAJIOTO 30epiraHHs
KUIBKICTB CITPaB THMYACOBOTO 30€piraHHs

KBamiikoBaHi eeKTpOHHI MiMUCH a00 YAOCKOHAICHI €JICKTPOHHI MAMKUCH, 1110 6a3yI0ThCs Ha
KBaJIi(piKOBaHOMY CepTU(IKATI EASKTPOHHOTO MiJIHCY *

(keanighixosana
(nocaoa) eN1eKMpPOHHA NO3HAYKA (cmamyc)
yacy)
I'onoBHUM crieniamict 13:47 06.01.202 IATBEPIHKCHO
["onoBHMIA cHiemiasicT ynpaBiliHHS AiJI0BO/ICTBA 13:47 06.01.202_ MiATBEPIKEHO
Ta oprasizaiiitHoi poOoTH , BIAMOBIIaTbHUIA 32
apxiBHe 30epiraHHs
HauanpHuk ympaBiaiHHS J17I0BOJICTBA Ta 11:21 09.01.202 MiITBEPIHKCHO
oprasizariiHoi podotu
Kepyrounii cipaBaMyl BAKOHABYOTO KOMITETY 17:36 22.01.202_ MiTBEPHKEHO

MICBKOI pajiu

* Bumararotscs KBalTi(ikOBaHI €JIEKTPOHHI MIiAMUCH a00 YJOCKOHAJICHI eJIeKTPOHHI Miamucw, mo Oa3yroThcs Ha
kBaniikoBaHOMYy cepTU(IKaTi eIeKTPOHHOrO IMIANKCY, OCOOHM, BIANOBINANbHOI 3a JMAUIOBOJCTBO Y MiAPO3ALII
YKJIaJaHHs, sKO chopMoBaHO TaONMIO (CKIaICHO HOMEHKIATYpYy), KEpIBHHUKA MIAPO3ALTY VKIaJaHHS Ta
BiJIMOBIAIbHOTO (YIIOBHOBaXXCHOT'0) TpAIliBHAKA CIY»XKOU IUTOBOACTBA. I[linTBep/KEHHS Ta PEKBI3UTH IOCATOBOT
oco0H — miAnmucyBaya Bi3yalli3ylOTbCsS CHCTEMOIO IiJl Yac MEepeBIpKM BiAIOBIIHOTO KBaJi(iKOBAHOTO EIEKTPOHHOTO
mianucy abo yI0CKOHAJIEHOTO eIEKTPOHHOIO MiAKCY, Mo 0a3yeThest Ha KBadidikoBaHOMY cepThdiKaTi eJIeKTPOHHOTO
MITHCY

KponuneHuupKa micbKa paga
aB/iHHA LiN0BOACTBA Ta OpraHisauiiiHoi po6oTn
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JJISi BHECEHHS IaHMX OINHUCY CNPAB B €JIEKTPOHHY TA0JIHMII0
CHCTEMH eJIEKTPOHHOI'0 JOKYMEHTO00iry

Jonatok 7
70 [THCTPYKIIii 3 TOKYMEHTYBaHHS

YIpaBIHCHKOI 1H(OpMaIlii B

eJIEKTPOHHIN (popmi Ta opranizairii
pOOOTH 3 EIEKTPOHHUMH JIOKYMEHTAMHU
B JI1710BOACTBI KponuBHUIIBKIN MIChKiH
paji, eJEKTPOHHOTO MIXKB1JJOMYOTO
0OMiHY
(myHkT 205)
INPUMIPHA ®OPMA

VYcranosa: KponuBHuiibka Micbka paja
[Tigpo3zmi: VYrpaBniHHS IEpCOHATY
Pixk: 202
[TpoTtokon EK: Bim . 20 Ne %
[Ipotokon EK
apXiBHOTO
BIJUTLUTY Bim . 20 No k¥
[Tporokon EIIK: Bim . .20 No = k¥

Innexc 3arojioBoK [ara Hara Kinpkicts Crpok PobGoui

CIIpaBH CITpaBH MTOYaTKy 3aKiHYEHHS CTOPIHOK 30epiranHs MTO3HAYKH

(Tomy)
VY nent onuc BKIIFOYEHO  crpas 3 Ne 1o Ne
[IponymieHo cnpasu Ne 1
[Iepenano 3a onucom CITpaB
KsanidikoBaHi e1eKTpOHHI MiamUCH ***
(nocaoa) (Kgami;’:jif;iﬂ;;’?p orna (cmamyc)

["onoBHUIM cemiamicT .20 MIATBEPIKEHO
KepiBHUK Niapo3aUTy YKIaJaHHS ™ .20 H1ATBEPAKEHO
HpaHIBHI./IK YNPaB/iHHS XUI0BOACTBA 20 HiATBEpIBKEHO
Ta oprasizaiiiitHoi po6oTu
HauvansHuk ynpaBiiHHS IUIOBOJICTBA .20 i ATBEpILKEHO

Ta oprasizamiitHoi poboTu **

* JIJIs OIIMCY CIPAB ITiIPO3ILTY.

*%* ]y 3BeJICHOTO OIIKCY CIIPaB YCTAHOBHU.

*%% JIns 3BEIGHOTO OMHUCY CIpPaB MICHKOI pagyl BUMAararThCs KBali()iKOBaHI €IICKTPOHHI MiJMHCH BiAMOBIIaIHHOTO

TIOBHOBA)KCHOTO) TPAIliBHUKA YIPABIiHHS JUTIOBOJCTBA Ta OPraHi3alliliHOi poOOTH, SKMM C(HOPMOBAHO TAOJHITIO
ooTH, 0

(cximageHo ormmc),

HayaJIbHUKA YIpPaBJiHHSA JJIOBOJCTBA Ta OpraHizauiiiHoi poOoTH,

KEpyI4oro CHpaBaMu

BHKOHABYOTO KOMITETY MiCBKOi paau. [ onucy crpas migpo3/ily BUMararoThcs KBami(ikoBaHi eICKTPOHHI ITiIHCH
ocoOu, BIATIOBIaNbHOI 32 MITOBOJICTBO y MigPO3AUTI YKIAJaHHS, KOO C(HOPMOBAaHO TaONHIIO (CKIAICHO OITUC),
TIpaliBHAUKA YIPaBIiHHS AITOBOACTBA Ta OpraHi3amiifHol poOOTH Ta KepiBHUKA MiApo3AUTy yKiIaganas. [linTBepmkeHHS
Ta PEKBI3UTH MOCAZOBOI 0OCOOM — MigNHCyBada Bi3yalli3yIOThCS CHCTEMOIO IIJI Yac MEpeBipKH BiIMOBiTHOTO
KBaJIi(hiKOBAHOTO €JIEKTPOHHOTO MiAHUCY.

KponuneHuupKa micbKa paga
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Honatok 8

1o [HeTpyKii 3 TOKyMEHTYBaHHS
yIpaBiIiHCHKOT 1H(OpMaIlli B €IEKTPOHHIM
dbopmi Ta opranizaiii poOoTH 3
€JICKTPOHHUMU JOKYMEHTAMU B
ni10BoACTBI KponmuBHUITBKOT MiCBKOT
paau, eJIEeKTPOHHOTO M1KB1IOMYOTO
0OMIHy

(mynkT 205)

INPUMIPHA ®OPMA
1J151 BHECEHHS JaHUX aKTa NMPO BUJIyYeHHSsI /JJIs1 SHUIIEHHSI IOKYMEHTIiB
B €JIEKTPOHHY TA0JMII0 CHCTEMH €JIEKTPOHHOT0 JOKYMEHTO000Iry

AKT
NMPO BUJIYUYEHHS JJI1 3HUIEHHS JOKYMEHTIB

Howmep axra:
Jlara akra: .20
VYcraHoBa: KponusHuipka Mickka paaa
[Tizpo3min: YrpaBiiHHS TEpCOHATY
IlincraBa:
npotokon EK: Bim . .20 No
[Ipotokon EK apxiBHOTO
BIJUTLTY Bim . .20 No
[Tpotokon ETTK Bim . .20 Ne

Iagexc 3aroJioBoK Jara Jara KinpkicTb Crpok Po6oui

CIpaBu CIpaBu MIOYATKY 3aKIHYECHHS crpas 30epiraHHs | MO3HAYKU

(Tomy) (TOMiB)

Pazom 1o 3HMIIIEHHS ~_cnpaB3a20 -20  poku
KinbKicTh TOKyMEHTIB (C.IIOBaMI/I)
[IpuiimanpHO-3/1aBajbHA HAKIIAHA: Ne  Bimp . 20 *
MeTto/ 3HUIIICHHS BUJAJICHHS 3 0a3u JaHUX

KgamigikoBaHi eneKTpoHHI MignucH a00 yJOCKOHAJICHI €NEKTPOHHI IiINHCH, MO0 0a3yloThCs Ha
kBaJTi(hikoBaHOMY cepTU(IKATI EIEKTPOHHOTO MimUCy ™ **

(keanighixosana enekmpoHHa

(nocada) NO3HAYKA Yacy) (cmamyc)
INonmoBHui criemiamict™ * .20 0 MiATBEPIHKCHO
TNonmoBHui cremmiamicT*** .20 0 MIATBEPIHKCHO
KepiBHHK miIpo3aUTy YKIIa aHHS 20 0 MiITBEPHKEHO
KepiBHuK ci1y>x0H J1I7I0BOJICTBA L2000 MiATBEPIHKCHO
Kepyrounii cripaBaMy BUKOHABYOTO . .
KOMITETY MICBKOI pajiy™**** 20 THATBEPIDIEHO
lonoBHMIA crieriamicT™ **** 20 0 MiATBEPHKEHO

* Jlnist OTHCY CTIPaB MiAPO3iLy.

** J1nst 3BE/ICHOTO OMKCY CTPAB YCTAHOBH.

#%% Jlnst 3BEACHOTO ONMKCY CIPaB MIiChKOI pajy BUMArarThcsl KBami(hiKoBaHI €NEKTPOHHI minmucu abo yHAOCKOHAJICHI eNeKTPOHHI MiAmucH, mo 0a3yroThest Ha KBamidikoBaHoMy cepTH(IkaTi
€JIEKTPOHHOTrO MiJMNCY, BIANOBIAAIbHOrO (YMOBHOBAaXKCHOI0) MpALiBHUKA CIYXOHM IiIOBOACTBA, SKMM C(HOPMOBAHO TAaONHIO (CKIAACHO OINC), HA4YalbHHKA CIYKOH ALIOBOACTBA, KEPyIOUOro
CIIpaBaMd BHKOHABYOIO KOMITeTy Michkoi paau. Jlis ommcy crnpas migposzily BEMaraioThesi KBamiikoBaHi eIeKTPOHHI MiAnucu abo yZOCKOHAICHI eNeKTPOHHI MiAIKCH, 10 0asyloThes Ha
KBaJtipikoBaHoMy cepTudikaTi eIeKTPOHHOrO MiAlHCy, 0COOH, BiANOBIZAIBHOI 3a JIIOBOJACTBO y MiPO3AiTi yKIaJaHH, 5K chOpPMOBAHO TAbIHIIO (CKIALEHO OINC), Ta KepiBHHKA MiIpo3iity
ykinaganns. ITiATBep/UKeHHs Ta PeKBi3HTH I10CafoBOi OCOOM - MiIlMCyBaya Bi3yalli3yloThCS CHCTEMOIO IIiJl 4ac NepeBipKH BiloOBinHOro KpajiidikoBaHi eNeKTPOHHI mimuch abo ynocKOHaueHi
€NeKTPOHHI TiJITHCH, mo 6a3y0ThCst Ha KBasiikoBaHOMY ceprudikari €IIeKTPOHHOTO Timmey.

K OI'II/IBHMleKa MicbKa pa,qa

I
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I'JIABA 11

IHCTPYKUIA
3 alioBoacTBa y KponuBHULBbKIH MICHKIN paji
Ta 1l BAKOHABYUX OpPraHax

1. 3arajabHi 10JI0KEeHHS

1. g Inmcrpykmiss 3 mginoBojactBa y KponmwBHUIIBKIM MICBKIH paml Ta ii
BUKOHABYMX opraHax (mani — [HCTpyKIIisi 3 AIOBOACTBA) BCTAHOBIIIOE BUMOTH 11100
JIOKyMEHTYBaHHS YIIPaBIIHCHKOI 1H(MOpMaIlii Ta oprasizaiiii poOOTH 3 JOKyMEHTaMH,
CTBOPCHMMH Yy TanepoBii ¢opmi KpONMBHUIIBKOIO MICBKOIO pajmol0 Ta i
BUKOHABYMMH OpraHaMu (Jajii— Micbka paja), HIANPUEMCTBAMH, YCTaHOBAMH,
OprasizaiisiMy, 1110 HaJeXaTh 10 cepu ynpaBiaiHHSA MICBKOI paju (J1ajal — yCTAHOBH).

[TonoxenHss 1iei I[HCTPYyKIIi 3acTOCOBYIOTBCS JIMIIE Yy pa3l HasgBHOCTI
BU3HAUYEHUX 3aKOHOM abo akrtom Kabinery MiHicTpiB VYKpaiHM MiACTaB, sKi
BU3HAIOTHCS OOTPYHTOBAHUMM JIJIsl CTBOPEHHS Ta/ab0 OIpalloBaHHS MICBKOIO Pasiolo
JOKYMEHTIB y manepoBiid popmi.

2. Tlopsimok 3miMiCHEHHS AUJIOBOJICTBA CTOCOBHO JOKYMEHTIB, IO MICTSATh
iH(popMaIio 3 OOMEKEHUM JOCTYIIOM, 3a 3BEPHEHHSIMHU TPOMAJsH, 3allUTaMHU Ha
1H(OpMAIlII0 BU3HAYAETHCS OKPEMUMHU HOPMATHBHO-ITPABOBUMHU aKTaAMH Ta HE MOXKE
peryJroBaTucs i€ [HCTpyKITi€eTo.

OcCHOBHI MMOBHOBa)X€HHS BHUKOHABYHMX OpPraHiB 3 JUIOBOJICTBA B MICBKIH pasi
3MICHIOIOTBCST B E€JIEKTPOHHIN (opmi, 3 €IEeKTPOHHUMH HOciaMH iH(opmalii Ta
BU3HAYAIOTHCSA [HCTPYKIIEI0O 3 JOKYMEHTYBaHHS YIPaBIIHCHKOI 1HGoOpMarii B
eJICKTpOHHIM (opMmi Ta opranizamii poOOTH 3 EJIEKTPOHHUMH JOKyYMEHTAMU B
ninoBoacTBl KponmuBHUIIBKOI MICHKOI pajii, €IEKTPOHHOTO MIXKBIJOMYOTO OOMIHY,
3aTBEPXKCHOI0 MM PO3MOPSIHKEHHSAM MICBKOrOo roioBu (mami — [HeTpykiis 3
JIIJIOBOJICTBA B €JIEKTPOHHIN (hopMi).

3. He pomyckaeTbcsi OJHOYACHE MPOXOJKEHHS OJTHOTO 1 TOTO K JOKYMEHTa B
€JICKTPOHHIN Ta maneposiil popmi.

4. BianoBiganbHICTh 3a OpraHi3allilo JIJIOBOJCTBA B MICBKIM pajl HECYTh ii
KEpIBHUKHU.

5. 3a miArOTOBIIEHUM MPOEKT JOKYMEHTA BIANOBIIAIbHUM € HOTO aBTOpP.

6. Opranizanis AUIOBOJACTBA B MICBKIM pajal MOKIAAAETbCS HA YNPABIIHHS
JIJIOBOJICTBA Ta OpraHi3aliitHol poOOTH MICBKOT paau  (maji — ciryx0a J1I0BOJICTBA).

7. Oprasi3zatis IUIOBOJCTBA y ManepoBiid popMi y BUKOHABUUX OpraHax MiChKOi
paznu MOKJIaIaeThCs Ha CIIELiaNbHO MPU3HAUYEHY IS IIbOTO 0C00Yy.

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
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I1. lokyMeHTYBAaHHSA VIIPABJIHCLKOI iHpopMaIil

3arajibHi BUMOT'H 1010 CTBOPEHHS JOKYMEHTIB

8. JIokyMeHTyBaHHsI  YNpaBIIHChKOI 1H(OpMaIi ToNsrae y CTBOPEHHI
JIOKYMEHTIB, B SIKMX (PIKCY€ETBCS 3 JOTPUMAHHSM YCTAHOBJICHHMX IpaBwJI (101aTOK 1)
1H(MOopMaIis PO YIpaBIIHCHKI .

9.1linm  4Wac MIATOTOBKM  OPraHi3amiifHO-pO3MOPAIYUX  JOKYMEHTIB Y
nanepoBiii ¢popMi MpaIiBHUKKA MICBKOI pagu opOpMIISIIOTh 1X 3 ypaXyBaHHSIM BHUMOT

JACTY 4163:2020.

10. IIpaBo Ha CTBOPEHHS, MiAMUCAHHS, TIOTOJKEHHS, 3aTBEPIPKEHHS IOKYMEHTIB
BHU3HAYAETHCS aKTaMU 3aKOHOJIaBCTBA Ta [HCTPYKITIEIO 3 1JIOBOJICTBA.

11. B MichKiii paji BHU3HAYAETHCS CYKYMHICTh JOKYMEHTIB, Nepen0adeHux
HOMEHKJIaTypOIO CIIpaB, HEOOXIHUX 1 JOCTAaTHIX JUIsl JOKYMEHTYBaHHs 1H(popMarii
PO iX JTISUIBHICTb.

3 NHUTaHb, 10 CTAHOBJISITh B3AEMHHM 1HTEPEC 1 HAJIEkKaTh A0 KOMIIETEHIII] PI3HUX
YCTaHOB, MOXYTb CTBOPIOBATHCS CIUIbHI JOKYMEHTH.

12. Bubip  BuAy  JAOKYMEHTa, NPU3HAYEHOrO Il  JIOKYMEHTYBaHHS
YOPABIIHCHKOT 1HGOpMaLil (pO3NOPSAKEHHS, PIIIEHHS, JHCT, MTPOTOKOJ TOIIO),
3YMOBJIFOETHCSI TTPABOBUM CTAaTyCOM MICBKOI pajJikd, KOMIIETEHIIIEI0 MOCaI0BOi 0CO0U
Ta MOPSAKOM MPUIHATTS YIPABIIHCHKOIO pilIEHHs (Ha MiJCTaBl €AMHOHAYaIbHOCTI
a00 KOJICT1aJIbHOCTI).

13. I[OKYMCHT IMOBUHCH CIIPAMOBYBATUCA HAa BUKOHAHHA ITOBHOBAKCHb MICBKOI
paiu Ta 11 BUKOHABYHUX OpFaHiB, BHU3HAYCHHUX 3aKOHOJAaBCTBOM.

14. Kmacu  ympaBmiHCHKOI ~ JOKYMEHTaIlli ~ BHU3HAYalOThCSA  3TiAHO 3
Knacudikaropom ynpasmiacekoi gokymenraii HK 010:2021 (mani — KV T).

15. JIokyMEHT TOBUHEH MICTUTH OOOB’SI3KOBI JjIi HOTO TIIEBHOTO BHIY
PEKBI3UTH, IO PO3MIIIYIOTHCSA B YCTAHOBJIECHOMY TOPSJKY, a caMe: HallMEHYyBaHHS
YCTAaHOBH — aBTOpa JIOKYMEHTa, Ha3By BHIY JOKyMeHTa (KpiM JIMCTIB), Jary,
PEECTpAIIHIN 1HAEKC JOKYMEHTA, 3ar0JIOBOK /IO TEKCTY, TEKCT, IiJIIHC.

[Tig yac miArOTOBKH Ta OOPMIICHHS TOKYMEHTIB MOXYTh 3aCTOCOBYBATHCS HE
TUIbKU OOOB’SI3KOBI, a TAKOX 1HIII PEKBI3UTH, SIKIIO 1€ BIJAMOBIIA€ MPU3HAYCHHIO
JOKyMeHTa abo croco0y Moro onparroBaHHS.

16. 3 MeToro miABUIIEHHS €()EKTUBHOCTI Ta ONEPATUBHOCTI OpraHizauii poooTu
3 JIOKYMEHTaMH OJHAaKOBl1 3a 3MICTOM JOKYMEHTH MOXYThb OyTH YHI(IKOBaHUMH
HUIAXOM po3poOJieHHsT TpadapeTHUX TEKCTIB, fAKI BKIIOYAIOThCA A0 301pHUKA
(anpOoMmy) yHipiKOBaHUX (TUIIOBUX) POPM JOKYMEHTIB MICHKOI pajiu.

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
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17. Micbka pajna 3I1HCHIOE IJIOBOACTBO JIEPKABHOK MOBOW. JloKyMeHTH
CKJIaJIAlOThCS JICPKABHOK MOBOIO, KPIM BHMAJAKIB, Mepea0aueHnX 3aKOHOJABCTBOM
PO MOBU B YKpaiHi.

JIokyMeHTH, $KI HaJCUJIAIOThCA 1HO3EMHHUM ajpecartaMm, O(QOPMITIOIOTHCS
JIep)KaBHOIO MOBOIO a00 MOBOIO JiepKaBH-ajipecara, ab00 OJHIEI0 3 MOB
MIKHAPOTHOTO CIITKYBaHHS.

18. OxpeMi BHYTpIIIHI JOKYMEHTH (3asiBH, TIOSICHIOBAJIbHI Ta JOTIOB1/THI 3aITUCKH
TOIO), aBTOpPaMU SKUX € TMOCaA0BI Ta I1HOI (I3UYHI OCOOH, JO03BOJSETHCS
0(OpMITIOBATH PYKOITUCHUM CITOCOOOM.

bianku 10KyMeHTIB

19. OpranizaniiiHo-po3nopsiadl JOKYMEHTH, 1[0 MAalOTh OOIPYHTOBAHI I1JICTaBH
JUISL ONPAIlOBAHHS B ManepoBiid (opmi BIANOBIAHO A0 [HCTpyKwii 3 AUTOBOACTBA B
€JIEKTPOHHINA (POpMI Ta HE € MPUMIPHUKAMU a00 KOMisIMU JOKYMEHTIB, CTBOPEHHX B
CJIEKTPOHHINA (opMi, 0HOPMITIOIOTHCS Ha OJIaHKaxX, 110 BUTOTOBJSIOTHCSA 3T1AHO 3
BUMOTaMH Ii€l [HCTpyKITii.

JInst BUTOTOBJIEHHST OJIaHKIB BUKOPUCTOBYIOThCA apKylli mamnepy dopmary A4
(210 x 297 minmimetpiB) Ta AS (210 x 148 minimeTpiB). J103BOJIEHO BUKOPUCTOBYBATH
omanku dopmary A3 (297 x 420 mimiMeTpiB) misg OoQOpPMIICHHS JTOKYMEHTIB Yy
BUTJISLI1 TaOIUILb.

brnanku TOKyMEHTIB MOBUHHI MaTH TaKi MoJist (MUTIMETPIB):

30 — miBe;

10 — npasge;

20 — BEpXHE Ta HUKHE.

20. Buan OnaHKiB JOKYMEHTIB BHU3HAYAIOTHCS [HCTPYKITE€IO 3 AUTIOBOACTBA B
€JIEKTPOHHIU (hopmi.

21. Micbka paja MOKE 3aCTOCOBYBAaTH OJIAHKM JOKYMEHTIB MICBKOI paju,
BUKOHABYOI'0 KOMITETY Ta BUKOHABYMX OPraHiB MICbKO1 paju, y pa3i, KOJU KEpIBHUK
BUKOHABYOI'O OpraHy Ma€ NpaBO MIANUCYBaTH JOKYMEHTH B MeXaxX HOro
MOBHOBAXEHb.

22. bnaHKH TOKYMEHTIB MOXYTh BUTOTOBIISITUCS B APyKapHI Ha OLIOMy mamnepi
BHCOKOI IKOCTI (papOaMu HACHYEHUX KOJIbOPIB (ManepoBi OJIaHKH).

23. Bunu OnaHkiB y mnanepoBiii ¢opMi, IO BUTOTOBJIEHI APYyKAPCHKUM
CrocoOOM, TIJIATA0Th OO0JiKYy Ta OOJIKOBYIOThCS 3TigHO 3 IHCTpyKIi€w 3
JIIJIOBOJCTBA.

OO6mik BemeTbcsl 3a TMOPSAKOBUMU  HOMEpaMH, 10 TPOCTaBISIOTHCS
HYMEpPAaTOPOM, JIPYKAPChKUM a00 1HIIMM CIOCOOOM Ha HIKHBOMY IPABOBOMY IO
JUIOBOTO OOKY OJ1aHKa.

OO6mnik OnaHKIB JUIsl PO3MOPSAKEHb MICBKOTO TOJOBH, DIIIEHh BUKOHABYOTO
KOMITETY BeJle¢ HAaYAJIbHHUK yTPABIIHHS JUIOBOACTBA Ta OpraHizamiitHoi poOOoTH, s

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
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JUCTIB — BUIIUT ~ JIUTOBOJCTBA Ta  KOHTPOJIKO  yIpaBIiHHS  JUIOBOJICTBA  Ta
opraizamiiHoi poOOTH, I PpilIeHh MICHKOI pajd, MPOTOKOJIB 3acifiaHb ceciit
MICBKOI paJii, TIPOTOKOJIIB 3acijlaHb MOCTIMHUX KOMICiM MIChKOi paau Ta OJIaHKIB
JIUCTIB MICBKOI pajy BeJie YNpaBIiHHA anapaTy MicbKoi pamu. OOk ONaHKIB IS
IHIITMX BUJIIB OPTaHi3aI[ifHO-PO3MOPSIIYNX JOKYMEHTIB BUKOHABYMX OPraHiB MiChKOI
paau 31HCHIOETHCS] Y BUKOHABYHMX OPTaHaX.

BuroroBnenns OnaHKIB KOHKPETHUX BHJIIB JOKYMEHTIB JIOMYCKA€THCS, SKIIO
KUIBKICTh 3apEECTPOBAHUX JOKYMEHTIB y HanepoBiil (opMi Takoro BUAY B MICBHKIH
paal mepeBMINye 2 THUC. OJUHULB HA PIK. SKIIO KUIBKICTh 3apEeECTPOBAHUX
JOKYMEHTIB y manepoBiii gopMi MeHIe 2 THC. OAWHUIb, TOKYMEHT JIPYKY€EThCA 3
TEKCTOBOTO pEJlaKTopa, B SKOMY HOro CTBOpPEHO, ©0€3 3acToCyBaHHsS OJaHKIB,
BUTOTOBJICHUX JIPYKAPCHKUM CITIOCOOOM.

24. Jlesiki BHYTpIIIHI JOKYMEHTH (3asBU MpalIBHHUKIB, JOIMOBIIHI 3aIlUCKH,
JOBIJIKM TOIIO) Ta JOKYMEHTH, III0O CTBOPIOIOTHCA BIJI 1IMEHI KUIBKOX YCTaHOB,
0hOpPMITIOIOTECS HE Ha OJlaHKaX.

3o0paxkenns [depkaBnoro I'epda Ykpainu

25. 300paxxenns [lepxkaBHoro ['epba VYkpainu po3MmillyeTbcss Ha OJaHKax
JIOKYMEHTIB BIANOBIIHO A0 moctaHoBu BepxoBHoi Pamu Ykpainu Big 19 mrortoro
1992 p. Ne 2137-X11 "TIpo HepxaBuuii repd Ykpainu".

26. 3o0paxenns [epxxaBHoro ['epba VYkpaiHu pO3MINIYETHCS IO ILEHTPY
BEPXHBHOTO TONs. Po3mip 300pa’keHHS CTaHOBUTH 17 MUTIMETPIB 3aBBHIIKH,
12 MiniMeTpiB 3aBITUPIIKH.

Koan

27. Koa MicbKoi paay MPOCTABISAETHCS 3T1IHO 3 €IUHUM JIEPKaBHUM PEECTPOM
mianpueMcTB Ta oprasizamiii Ykpainu (€APIIOY). 3a3Hauenuii Koa po3MIITy€eThCS
micist pekBi3uTy "J{0BiAKOBI 1aHI PO yCTaHOBY".

28. Kon yHidikoBaHoi popMH TOKyMeHTa (32 HASBHOCTI1) PO3MIIIYETHCS 3T1THO 3
KV /1 Bumie Ha3Bu BUAY JOKYMEHTA.

HaiiMenyBaHHs1 MicbKOI paau

29. HaiiMeHyBaHHSI YCTaHOBM — aBTOpa JIOKYMEHTa MOBUHHE BIJANOBIAATH
HallMEHYBaHHIO, 3a3HA4YE€HOMY B TOJOXEHHI  (cTatyTi) mnpo Hei. CkopoueHe
HallMEHYBaHHS MICBKOI pajii B)XMBAETHCA Y pasl, KOJIKU BOHO OPilIiHO 3a(iKCOBAHO
B 3a3Ha4YCHUX JoKyMeHTax. CkopoueHe HaliMeHyBaHHS PO3MIIIYEThCA (Y TyXKKax a0bo
0€3 HUX) HUXKY€ MOBHOTO HAaMEHYBAaHHSI OKPEMHUM PSJIKOM IO LIEHTPY JOKYMEHTa.
HaiiMeHyBaHHS yCTaHOBU BHILIOTO PiBHS 3a3HAYAETHCS Y CKOPOUCHOMY BUIJISIIL, a Y
pasi BijcyTHOCTI O(IiIiiHO BH3HAYEHOTO CKOPOUYCHHS — MOBHICTIO. Ha Omankax
YCTaHOBM, SKa Ma€ TMojBIAHE ab0 TMOTpiiiHE MiAMOPSAKYBaHHS, 3a3HAYAIOTHCS
HallMEHYBaHHS BCiX YCTAHOB BHIIOro piBHs. HaiiMeHyBaHHS BHKOHABYOTO OpraHy

KponuneHuupKa micbKa paga
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MICBHKOT pajiil 3a3HAYAEThCS B Pasi, KOJIM BIH € aBTOPOM JIOKYMEHTA, 1 PO3MIIIY€EThCS
HIDKYE HAIMEHYBaHHS yCTaHOBH.

JloBigKoOBi 1aHi PO YCTAHOBY

30. JloBinKOBI AaH1 MICTAThH MOIITOBY aApecy, HOMepHU TenaeoHiB, Tenedakcis,
aZpecy eJEKTPOHHOI TOIITH, ajapecy O(IMIHHOrO calWTy MICBKOI pajaud TOIIO.
JIOBIIKOBl JaHI pO3MINIYIOTBCS HIKYE HaWMEHYBaHHS MiIChbKOi paau abo
BUKOHABYOI'0 OpPraHy MIiChKOi pajH.

PexBi3uTH MOIITOBOI aJpecu 3a3HAyaloThbCsl B Takid MOCTIAOBHOCTI: Ha3Ba
BYJIMIIl, HOMEp OyJIMHKY, Ha3Ba HACEJIEHOTO MyHKTY, 00JIaCTi, MOIITOBUM 1HJIEKC.

Ha3Ba Buay q1okymeHra

31. HazBa Bumay gokymeHTa (pO3MOPSHKEHHS, HaKa3, PINICHHS, CIIy»)O0oBa
3amucKa, JOIMOBIJIHA 3alKCcKa TOINO) 3a3HadyaeThcd Ha OJaHKy Ta TOBHHHA
BIIMMOBiAaTH Ha3BaM, nepeadoadenum KY /1.

JlaTta nokymeHTa

32. JlaToro mOKyMeHTa € jara Horo peectpaiii. Jlata 3a3Ha4aeThCcsi apaOChKUMHU
mippaMu B OOWH PSJOK Y TakKid ITOCIIAOBHOCTI: YHCIO, Micsamb, pik. Jlata
oopMITIOEThCS TTUGPOBUM 200 CIIOBECHO-IIMGPOBUM Crtoco00oM. Y paszi 0hopMIICHHS
aaTv UGPOBUM CIIOCOOOM YHCIIO 1 MICSIb MPOCTABISIOTHCA JBOMA mapamu nudp,
PO3AUIEHMMH KPAIKOO; PIK — YOTUpMaA LU(ppaMu, Kparka HAaIpHUKIHLI HE CTABUTHCS.
Hanpuxnazn: 07.03.2018.

VY TekcTax HOPMATHUBHO-IIPABOBHUX aKTiB Ta MOCHUJIAHHIX HA HHUX 1 JOKYMEHTaX,
0 MICTATh BIAOMOCTI (PIHAHCOBOTO XapaKTEPy, 3aCTOCOBYETHCS CIOBECHO-
uppoBuUl crocid 3a3Ha4eHHs JaT 3 MPOCTABJISHHSAM HYJISl B TO3HAYEHH1 JHS MICSIIH,
SKIIO BIH MICTUTHh OJHY Hudpy, Hanpukiaa: 07 oepe3ns 2018 poky. Jlo3BossieThes
BXKHUBATH CJI0BO "pik" y ckopodueHomy BapianTi "p.", Hanpukian: 07 6epe3ns 2018 p.

S0 TOKYMEHT CKJIaJICHO He Ha OJIaHKY, JaTa 3a3HA4a€ThbCsl HIDKYE MIANUCY
aiBopyd. Jlata JOKyMeHTa MpOCTaBISETHCS MOCAIOBOIO 0CO00M0, IKa HOTr0o MIANUCYE
a00 3aTBEPJIKYE.

OO60B’SI3KOBOMY JaTYBAaHHIO 1 MIJMUCAHHIO MIJISATAIOTh yCi CIYKOOB1 BIMITKH
Ha JOKYMEHTaX, MOB’S3aHI 3 iX MPOXO/KEHHSIM Ta BHUKOHAHHSAM (Pe30JItolii,
MOTOJKEHHS, BI3H, BIAMITKM NMPO BUKOHAHHS JOKYMEHTa 1 HampaBleHHS HOTO 10
CIIPaBH).

Ha nokymeHTi, BU1laHOMYy ABOMa a0 OlJbllle YCTaHOBAaMH, 3a3HAYAETHCS OAHA
JaTa, sika BIJIMOBIAA€ 1aTi OCTAHHBOTO MIJIIUCY.

PeecTpaniiinuii iHIeKC JOKYMEHTIB

33. Inpexcanis DOKYMEHTIB NOJIATA€ y MPUCBOEHHI IM YMOBHUX MO3HAYEHb —
1HJIEKCIB, SIK1 HAJAIOThCS JOKYMEHTaM IIiJ] 4ac iX peecTpariii.
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[TpucBOEHHS peeCTpalitHOTO 1HJAEKCY 3IIHCHIOETHCS B aBTOMAaTHYHOMY a0o
ABTOMATU30BAHOMY PEKHMI 32 JIOMTOMOTOI0 ITPOTrPaMHO-TEXHIYHUX 3aCO01B.
Peectpamiiinuii 1HAEKC CKIaAa€ThCs 3 TOPAIKOBOIO HOMEpPA JOKYMEHTa Yy
MeXax TPyHH JOKYMEHTIB, II0 PEECTPYIOThCS, KWW JTOTOBHIOETHCS 1HAEKCAMHU, IO
3aCTOCOBYIOTHCS B MICBKIM pajii, 30KpeMa I1HJEKCaMU 3a HOMEHKJIATYpOIO CIIPaB,
BUKOHABYOTO OpraHy, KOPECIOHJIEHTIB, TOCATOBUX OCI0, SKI pO3TIAmaloTh ado
MiMUCYIOTh JOKYMEHT, BUKOHABIIIB, MUTAHb JTISTILHOCTI IKUX CTOCYETHCS JOKYMEHT.
CkI1a10B1 YACTHHM PEECTPALIIMHOIO 1HAEKCY BIJOKPEMIIIOIOTHCS OAHA B OAHOI
NpaBOOIYHOIO MOXUJIO PUCKOI0. [lOCHIIIOBHICT, HANMUCaHHS CKJIAJIOBUX YaCTUH
peeCTpalifHoOro 1HAEKCY MOKE 3MIHIOBATHCS 3aJIEKHO BijJ] TOTO, SIKUH JOKYMEHT
PEECTPYETHCS, — BXIJTHUW YW TaKUM, 110 CTBOPEHUWA B MICHKIA paji, HalpUKIALI:
145/01-10, ne 145 — nopsiakoBuit Homep, 01-10 — iHAEKC CpaBU 32 HOMEHKJIATYPOIO.
Miciie po3TalryBaHHs peeCTpaIifHOTO 1HAEKCY BU3HAUYa€ThCs (hOpMOIO OaHKa.
Jlnsi HaHEeCeHHSI PeeCTPalIiHOTO 1HJEKCY 3aCTOCOBYETHCS IITPUX-KOM Ta/abo
QR-kon y mopsiaky, mependadeHoMy [HCTpyKIi€ro 3 AUIOBOACTBA B E€JIEKTPOHHIM

dbopmi.
ITocuyiaHHA HA TOKYMEHT

34. [locunaHHs y TEKCTI IOKYMEHTa Ha JIOKYMEHT, Ha SKUH JA€ThCS BIIMOBIIb
a00 Ha BHUKOHAHHS SKOTO IIJATOTOBJICHO II€M JOKYMEHT, HABOJUTHCS Y TaKii
MOCIIITOBHOCTI: Ha3Ba BUIY JOKyMEHTa, HalMEHYBaHHS YCTAaHOBH — aBTOpa
JIOKyMEHTa, JlaTa Ta PEECTpaIliiHu{ 1HIAEKC, KOPOTKUH 3MICT JOKyMeHTa. Y pasi
NMOCWJIAHHS  HA  3apEECTPOBAHW  HOPMATHBHO-TIPABOBUM  aKT  JTOJAaTKOBO
3a3HAYAOTBCA TaKl pPEeCTpalliiiHl JlaHl: Jara JAEp)KaBHOI peecTpallli, HOMEp akKTa
3rigHo 3 JlepaBHUM PEECTPOM HOPMATHBHO-TIPABOBUX aKTIB.

[TocunanHs y TEKCTI JOKyMEHTa Ha MOPSAJIKOBI HOMEPH PO3ALTIB, MIIPO3ALIIB,
rJIaB, CTaTed, MyHKTIB Ta MIAMNYHKTIB HOPMAaTHBHO-IIPABOBOIO aKTa pPOOUTHCS
nudpamMu; MOPSAKOBI HOMEpPUM 4YacTUH CTaTed, ab3aliB 1 peYeHb — CJIOBAMH.
[TocunanHs y TEKCTI HOPMATUBHO-IPABOBOIO aKTa Ha 1€l JTOKyMeHT abo ioro
CTPYKTYPH1 OJIMHUILII pOOUTHCS 3 BUKOPUCTAHHSAM BKa31BHOTO 3aiiMeHHMKA "11eil".

Micue CKJIaJAeHHs 200 BUIAHHA

35. BigomocTti mpo Micue ckiajeHHs a0o BHUJIaHHS 3a3HA4YalOThCsA Ha BCIX
JOKYMEHTaX, KpIM JIMCTIB. 3a3HaueHl BIJIOMOCTI O(GOPMIISIOTHCS BIJMOBIAHO JI0
aJMIHICTPAaTUBHO-TEPUTOPIAILHOTO TONAUTY YKpainu. SIKmo  BIiOMOCTI  TPO
reorpadiyHe MiCIIe3HaXOHKEHHS BXOIATh 10 HAfMEHYBaHHS YCTAaHOBH, 1€ pEKBI3UT
HE 3a3HAYA€ThCA.

Aapecat Ta 0cO0MCTE 3BEPTAHHS

36. JIOKyMEHTH aapecylOThCsl YCTaHOBI, il CTPYKTYpHUM MiApo3aiiaM abo
KOHKPETHIA TO0CamoBiii ocoli. Y pasi agpecyBaHHS JTOKYMEHTa YCTaHOBI abo ii
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CTPYKTYPHUM TMiapo3jaiiaM 0e3 3a3HaueHHs I0caZoBoi ocoOu iX HalMeHyBaHHS
HABOJSTHCS Y HA3UBHOMY BIJIMIHKY, HAITPUKJIIA:

HamionajbHe areHTCTBO 3 INHUTAHL
AEPKABHOI CJIYKOU

SKIIO TOKYMEHT HaJCHUIAEThCS TTOCaA0Bii 0c001, HaMEHYBaHHS YCTaHOBH Ta il
CTPYKTYPHOTO MiAPO3/1Ty HABOJSTHCSA y HA3UBHOMY BIAMIHKY, a MOcaja i Mpi3BHUIIE
azpecaTa — y JaBaJIbHOMY, HaIIPHUKJIa/I;

HepxkaBHa apxiBHa ciyx0a

HavanbHuky pinancoBo-
€KOHOMIYHOI'0 YIIPaBJIiHHS

Baacue im's IIPI3BUIIE

Y pa3dl KoOAM JIOKYMEHT aJpecyeTbcsl KEPIBHUKOBI YCTaHOBM abo0 Horo
3aCTYIHUKOBI, HAIMEHYBaHHSI YCTAHOBU BXOJAMTH JI0 CKJIaay HaMEHyBaHHS MOCAAU
azpecara, iK€ HABOJIUTbCA Y 1aBAIbHOMY BIJIMIHKY, HallpUKJIA/;:

Micbkomy roJioBi
Baache im'a ITIPI3BUIIE

SKIIIO TOKYMEHT aJIpecyeThCs KIJTbKOM OJTHOPIAHUM 3a XapaKTEepPOM JisIIbHOCTI
yCTaHOBaM, 3a3HAYAEThCS y3arajJbHeHE HAHMEHYBaHHS aJIpecaTiB, HAITPUKJIIA/;

PaiioHHuM aepxaBHUM
aaAMiHicTpaniaM

JIOKyMeHT He TOBMHEH MaTH OlIble YOTUPbOX aapecaTiB. CiaoBo "komis" mepen
HallMEHYBaHHSAM JPYroro-u€TBEpTOrO aJpecaTiB HE CTABUThCA. Y pa3l HaJACHIIaHHS
JOKyMEHTa OLIbIIe HI)K YOTUPHOM aJpecaTaM CKIIAJA€ThCs CIUCOK HAa PO3CHIKY 13
3a3HAYEHHSM Ha KO’)KHOMY JJOKYMEHTI TUIbKH OJJTHOTO aJpecara.

Pexsizur "Agnpecar" wmoxe Bkiodatu azapecy. Ilopsmox 1 ¢opma 3amucy
BIJIOMOCTEH MPO aJpecy yCTaHOBM MOBHHHI Bianosigatu [IpaBunam HagaHHS OCITyT
NOILITOBOTO 3B'SI3KY, 3aTBEp/UKEHUM MocTaHoBo0 Kabinery MinicTpiB YkpaiHu BiA
05 6epesnst 2009 poky Ne 270 (Odiuiiinuii Bichuk Ykpainu, 2009 p., Ne 23, ct. 750).
[loBHa agpeca 3a3HayaeTbCsi y pasl  HAJCUJIAHHSA  JOKYMEHTa  Pa3OBUM
KOPECIIOH/IEHTaM, HalpUKJIaa:

TOB "Arpoxosaaunr"

ByJ1. ['oponenpkoro, Oy. 2,
M. 3Ham'sinka, KipoBorpasceka
o0OJacte, 27453
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VY pas3i HajgcunaHHs JOoKyMmMeHTa (GI3MYHIM 0c001 CHouYaTKy 3a3HAYa€eThCS Yy
JaBAJIbHOMY BIJMIHKY BJIacHE iM'sl Ta MPi3BHIIIE, IOTIM TOIITOBA a/ipeca, HaPUKIaI;

Oaekcanapy TOHYAPEHKY

Byn. CypukoBa, Oyn. 3, kB. 1,
M. Onekcanppis, KipoBorpaacbka
oOiactn, 27344

VY pa3i HajacuilaHHS JTOKYMEHTa OpraHaM 3aKOHOJABYOi 1 BHKOHABYOi BJIAJIH,
MOCTIMHUM KOPECIIOHASHTaM iX ITOIITOBA ajpeca Ha JOKYMEHTax He 3a3Ha4aeThCsl.

VY pasi KoM JOKYMEHT aJpecy€eThCs KOHKPETHIM 0c001, y JIMCTI HUXKYE aTpulyTa
"agpecar" MOXke HABOJIUTUCH OCOOMCTE 3BEPTAHHS Y KIIMYHOMY BIIMIHKY:

[Tane (mani) Biacue iM's, HampuKIIa;

a0o

[Tane (mani) Ilpi3Buiie

abo

[Tane (mani) mocana abo 3BaHHS

abo

ITanose

Hanpuxian:

ITane Onekciro

ITani IBanenko

[Tan1 qupexTop

ITane OIKOBHUKY

VYV pasi HeoOximHocTi mepen cioBoM 'Ilane", "Ilani" abGo "Ilanome" Moxe
BukopucToByBatucs cioBo "lllanopuuii", "lllanoBHa" abo "lllaHOoBHI" BiJNOBIIHO,
HaIPUKIIAI;

[ITanoBHa nani KoBanbcbka

I'pu¢ 3aTBepaKEeHHSA JOKYMEHTA

37. JloxkymMeHT Moke OyTW 3aTBEpDKEHHMIl pIIIEHHSAM MICBKOI paau abo
BUKOHABYOI'O KOMITETY, PO3MOPSAIHKEHHSIM MICBKOrO TroOJIOBM abo0 y BHUIAAKaXx,
BU3HAYEHUX Y JOAATKy 2, IMOCaT0BOI0 0C000I0 (MOCaJOBUMHU 0OcCO0aMu), [0
MOBHOBAXXEHb SIKOI (SIKMX) HAJIEKaTh MUTAHHA, 3a3HAYEH] Y TAKOMY JOKYMEHTI.

JIOKyMeHT, SKUi HE € MPUMIPHUKOM a00 KOII€I0 JOKyMEHTa, CTBOPEHOTO B
eJIEKTPOHHINA GopMi, MOXKe OyTH 3aTBEPHKEHUI KOHKPETHOIO MOCaI0BOI0 0C00010. Y
TaKOMy BHMaAKy Tpud 3aTBep/KEeHHs ckianaeThcs 13 cioBa "3ATBEPJDKVYIO",
HaliMEHYBaHHS TIOCaJH, IIIKCY, BIACHOTO IMEHI Mpi3BHINAa 0COOHU, SKa 3aTBEpuia
JIOKYMEHT, J1aTy 3aTBep KeHHs. Hampuknan:
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3ATBEPIKYIO

Micbkui rojioBa
mianuc Baacue im'a ITIPI3BUIIE
10 6epesnst 2025 poky

VY pasi kou JOKYMEHT 3aTBEPKYETHCS PIIIEHHAM MICHKOI pajii, BAKOHABYOTO
KOMITETY, PO3MOPSAKEHHSIM MICBKOTO TOJOBH, TpU( 3aTBEp/KEHHS CKIANA€ThCA 13
cioa "3ATBEPJDDKEHO", Ha3Bu BUIly JOKYMEHTa, SKHUM 3aTBEPIXKY€ETbCS
CTBOPEHHI IOKYMEHT, 13 3a3HaYeHHSIM HOTO AaTH 1 HoMepa. Hanpuknan:

3ATBEP/I’KEHO

Po3nopsikeHHsT MiCBKOTO TOJIOBH
(Ha3Ba PO3MOPSIHKEHHS)
17 6epesns 2025 poxy Ne 214

['pud 3arBepmKEHHS PO3MIIIYETHCS Yy MPABOMY BEPXHBOMY KYTKY MEpIIOi
CTOPIHKH JIOKYMEHTA.

VY pa3i 3aTBep/KEHHS JOKyMEHTa KUIbKOMa IOCaJOBUMHU 0co0amMu rpudu
3aTBEPKEHHS PO3TAIIOBYIOTHCS HA OJTHOMY PIBHI.

Pe3oaronist

38. Pesomrorisi € ocHOBHOIO (hOpMOIO peaiizallii yrnpaBIiHCHKUX JOPYYEHb Y
MUCHEMOBIN (opMmi, 10 TIepeidayac MOCTAHOBKY KOHKPETHOTO 3aB/IaHHS, BUSHAUCHHS
fioro mpeameTa, METH, CTPOKY Ta BIAMOBIAAJbHOI 32 BHUKOHAHHS OCOOM, IO
BUKJIAJICHA y BUIJIA/Il HAIIMCY HA JIOKYMEHTI.

Pesomroriss Mae Taki 000B’SI3KOB1 CKJIQ[OBI: MPI3BUILE, BJIacCHE IM's BUKOHABIIS
(BUKOHABIIIB) Yy JaBajJbHOMY BIAMIHKY, 3MICT JOPYYE€HHS, CTPOK BUKOHAHHS,
0COOMCTHH MINUC KEPIBHUKA, JaTa.

SIKII0 MOpyYeHHS HAAAHO KiUTBKOM MOCaJ0BUM 0CO0aM, TOJJOBHIUM BUKOHABIIEM
JOKYMEHTa € 3a3HadyeHa MepIIor 0coba, SKi HaJaeThCsS MPABO CKIWMKATH 1HIIUX
BUKOHABIIIB.

CrBopennst HekoHKpeTHUX ("mpuckoputu", "momimmwuru", "akTuBizyBaTu'",
"3BepHYTH yBary" TOII0) 32 3MICTOM PE30JIFOIIIA HE JIOMYCKAEThCS.

Ha nmokyMmeHTax 13 CTpOKaMH BHKOHAaHHS, sIKI HE MOTPEOYIOTH TOJATKOBUX
BKa31BOK, Y PE30JIIOIIIT 3a3HAYAIOTHCS BUKOHABEIh, TIMUC aBTOPa PE30JIIOITIT, AaTa.

Pe3omroniss mpocTaBisieTbess 0e3MocepeIHb0 Ha JOKYMEHTI HUXKYE PEKBIZUTY
"Anpecar" mapaielbHO 10 OCHOBHOTO TEKCTy. SKmo wicisg Ui pe30JIrorlii
HEJOCTAaTHbO, il MOYKHa MPOCTABJISATH HAa BUIBHOMY BiJ TEKCTy MICLI Yy BEpXHIH
YaCTHHI MEPIIOi CTOPIHKU TOKYMEHTA 3 JIMIIbOBOTO OOKY, ajieé HE Ha MOJi JOKYMEHTAa,
pU3HAYCHOMY JJIS TTiIIIMBAHHS.
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KopoTkuii 3MicT 10KyMeHTa

39. 3arosioBOK 10 TEKCTy (KOPOTKHW 3MICT) JOKYMEHTa IOBHUHEH MICTUTH
CTUCIHMIM BHUKJIAJ CyTl JAOKYMEHTA. 3arojoBOK JIO0 TEKCTy JIOKyMEHTa (KOPOTKHIA
3MICT), 00csar saxoro mnepesuinye 150 3HakiB (M'SATh PSAKIB), JO3BOJISETHCS
IIPOJIOBKYBATH J10 MEXI1 MpaBoro mojsi. Kpamka B KiHIII 3aroJioBKa HE CTABUTHCH.

3aronoBok (KOpPOTKHI 3MICT) BiAMOBiae Ha muTaHHs "mpo mo?", "koro?",
"goro?". Hampukian: Haka3 (mpo mo?) mpo HaJaHHS BIAMYCTKH; JIUCT (IIPO 1m10?7) TIpo
Oprasizalfiio Hapagu, IpOTOKOJ (4oro?) 3aciaHHsl aTecTaliifHoi KOMICii; mocagoBa
IHCTPYKIIis (KOro?) roJIOBHOTO CHElIalliCTa.

CynpoBiiHiI JHUCTH, JOIMOBIJHI Ta CIYXOOB1 3alUCKU J103BOJISIETHCA CKJIAAATH
0e3 3aroJioBKa.

BigmiTka npo KOHTpPOJIbL

40. BimMiTka MpO KOHTPOJH O3HAYAE, MIO JOKYMEHT B3STO Ha KOHTPOJIb IJIs
3a0e3ne4eHHs 1oro BUKOHAHHS B YCTAHOBJIEHUI CTPOK.

BiamiTka npo KOHTPOJIb pOOUTHCS HUISIXOM MpocTaBieHHs Jitepu "K" uum cioBa
"Kontpons" (Bim pyku ab0 3 BHKOPHUCTAHHSIM IITaMIia) Ha JIBOMY IOJI TEPIIOi
CTOpIHKH JIOKYMEHTa Ha PiBHI 3aroJIOBKa J0 TEKCTY.

TekeT JOKyMeHTa

41. Tekcr mokymeHTa MICTUTh iHGOpMalio, s (ikcyBaHHS SIKOi MHOro
cTtBopeHo. [Hdopmarlliss B TEKCTI TOKYMEHTa BHKJIAJA€TbCS CTHUCIO, T'PaMOTHO,
3p0O3yMiio Ta 00’ €KTHBHO. /[JOKyMEHT HEe TOBUHEH MICTUTH MOBTOPIB, a TAKOX CJIB 1
3BOPOTIB, K1 HE HECYTh 3MICTOBOr0 HaBaHTakeHHs. [lin yac ckimamaHHS JOKYMEHTIB
B)KUBAETHCS JUIOBUN CTHIIB, IS IKOTO XapaKTEePHUN HEHUTpAIbHUN TOH BUKIIQJICHHS,
1o30aBJeHUI 0OpPa3HOCTI Ta €MOIIMHOCTI.

TexcT nmoxkymeHTa OQOPMISIETbCA y BHUIVISIAL CYIUIBHOTO 3B’SI3HOTO TEKCTY,
AHKETH 4M TabJuLl a00 HUISTXOM MOEAHAHHS IIUX (POopM.

CyuuibHu  3B’SI3HMM  TEKCT JOKYMEHTAa MICTUTh TIpaMaTU4HO 1 JIOTIYHO
y3rojikeHy iHopmallito mpo ympaBiiHChKI nii. Taka ¢gopMa BHUKJIaJCHHS TEKCTY
JOKyMEHTa BUKOPHUCTOBYETHCS ITiJT Yac CKJIQJaHHS TIOJOKEHb, MOPSAKIB, MpaBuUII,
PO3MOPSATINX TOKYMEHTIB 1 JIUCTIB.

Tekcr, Ik MpaBUIO, CKJIAAE€THCA 3 BCTYMHOI, MOTHUBYBAJIbHOI Ta 3aKIIOYHOI
yacTUH. BcTymHa yacThHa MICTUTH MiACTaBy, OOIPYHTYBAaHHS a00 METY CKIJIaJICHHS
JIOKyMEHTa, MOTHBYBaJbHAa — OOTPYHTYBaHHSI TMO3MIII YCTAaHOBH, B 3aKIIOUYHINA —
BHUCHOBKH, MPOTIO3UIIii, PIIIICHHS], POXaHHS.

TexkcTu CKIaIHMUX 1 BEIMKUX 32 00CATOM JOKYMEHTIB (IIOJIOKEHHS, MpaBuJa,
IHCTPYKIi, OTJSAN, 3BITH TOIIO) MOAUISIIOTECS HA PO3IUIH, MiAPO3MIIN, MYHKTH,
MITYHKTH, SKI HYMEpPYIOThCS 3a JOMOMOTOI0 PUMCHKUX a00 apabcbkux mudp 6e3/3
Kpamkow abo myxkKoro. A03all MyHKTY Ta MiAMyHKTY TOYHWHAETHCSA 3 BIICTYIY BiA
JIBOTO TMOJsi CTOPIHKM 0Oe3 Oynb-akoi mo3Hauku (nedic, kpamka Toiio). KoxHa
CTPYKTypHa OJWHULISI HOPMATUBHO-TIPABOBOTO aKTa (KpiM ab3ally) BIAOKPEMITIOETHCS

KponuneHuupKa micbKa paga
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BiJl TOMNEPEIHBOI TMPOIYCKOM psiaka. Bu3HaueHHS TEpMiHIB y HOPMATHUBHO-
IIPaBOBOMY aKTi HABOJATHCS B aj(haBITHOMY MOPSIAKY 1 B HA3UBHOMY BiJMIHKY.

42. ®opma aHKETH BUKOPHUCTOBYETHCSA y pasi BHKIAJIEHHS y mudpoBomy adbo
CJIOBECHOMY BUTIIAMI 1H(OpMaIi mpo oauH 00 €KT 3a TMEBHHUM OOCSTOM O3HaK.
[TocTitinoto 1HGOpMAIIi€I0 B aHKETI € y3arajbHEHI HallMEHyBaHHS O3HAK, 32 SKUMH
MIPOBOJUTHLCS OMHUC 00’ €KTA, @ 3MIHHOIO — KOHKPETHI XapaKTEePUCTUKH.

43. Tabmuyna ¢opMa JOKYMEHTa BHKOPHUCTOBYETHCS Yy pa3l BUKIAJECHHA Yy
mudpoBoMy ab0 CIIOBECHOMY BHIJISAl iHpopMalii mpo Kibka 00’€KTIB 3a PSAIOM
O3HaK. 3arojoBKU rpad TaOnWIll MUIIYTHCS 3 BEJIMKOI JITEpPH, MiJ3arojIOBKU — 3
Mmanoi mitepu. Kpamnku B KiHII 3arojioBKIB 1 MIJ3aroJIOBKIB Ipad HE CTaBIATHCS.
3aroyioBKM 1 MIA3arojloBKM Tpad Ta psAAKIB TaOJMLl NOBUHHI OyTH BHKJIAJEHI
IMEHHUKOM y Ha3UBHOMY BIJIMIHKY OJHUHH. Y 3arojloBKax 1 MiJ3arojoBKax psIKiB 1
rpad TaOMUIl BXMUBAIOTHCA JIMIIE 3araJbHONPUNHATI YMOBHI IIO3HAYEHHA 1
ckopoueHHs. ['padm Tabmuui, SKi PO3MILIYIOTCA HA KUIBKOX CTOpPIHKAX,
HyMepyroTbes. Ha apyriii Ta HACTyIHHMX CTOpIHKax TaONMIll 3a3HAaYalOThCs HOMEPHU
rpag, a TaKOX Y BEpXHbOMY ITpaBoMy KyTKY — cjioBa "IIpogoBxeHHs qoaaTka'.

BiagMiTkn npo HASIBHICTHL 101aTKIB

44. onmatku 10 JTOKYMEHTIB, KpIM JOAAaTKIB JO CYIPOBIJHUX JIUCTIB,
CKJIAJalOThCS 3 METOIO JIOTIOBHCHHS, MOSICHCHHSI OKPEMUX IUTaHb a00 JIOKYMEHTa B
IJIOMY .

45. lonaTku 10 TOKYMEHTIB MOKYTh OyTH TaKUX BU/IIB:

JOJIaTKH, IO 3aTBEPDKYIOTHCS PO3MOPSIUMMH JTOKYMEHTaMH (TTOJIOKEHHS,
THCTPYKIIii, IpaBUIIa, MOPSIAKU TOIIIO);

JIOJIaTKH, IO IOMOBHIOIOTH Ta/a00 MOSICHIOIOTH 3MICT OCHOBHOTO JIOKYMEHTA;

JOJIaTKH, 1110 HAJICUJIAIOTHCS 13 CYTIPOBIIHUM JHCTOM.

VY TEeKCTI OCHOBHOIO JOKYMEHTa PpOOMTBHCS Taka BIIMITKAa MpPO HAsBHICTb
noAaTkiB: "mo gomaerncs”, "3rimHo 3 noxatkoM", "(momarok 1)", "BiAMOBIIHO 110
noxatka 2" abo "(auB. mogatok 3)".

46. Jonatku opOpMITIOIOTHCS, K NMPABUIIO, HA CTAHJAPTHUX apKyllax marmepy.
Ha npyriii 1 HacTynHi# cTopiHKax goaaTtka pooutbes Taka BiaMiTka: "[IpoaoBkeHHs
nonatka", "IIponosxenns nomarka 1".

Ha pgomaTtkax [0 TMIONOXEHb, MPaBWI, IHCTPYKIIH TOIIO IPOCTABIISETHCS
BiJIMiTKa Y BEpXHbOMY IIPABOMY KYTi IEPIIOi CTOPIHKH JIOAATKaA, KA BKIIOYAE HOMED
J0J1aTKa, 3aroJIOBOK HOPMATHUBHO-IIPABOBOI'O aKTa Ta IIOCHJIAHHS Ha BiJIITOBIIHY
CTPYKTYpPHY OJWHHUIO. Y pa3l JIONIOBHEHHS HOPMAaTUBHO-TIPABOBOTO aKTa, KU
mijyuisirae JAep>kaBHiM peecTparlii, HOBOIO CTPYKTYPHOIO OJUHUIICIO 3 TIOCUJIAHHSAM Ha
T0MaTOK a00 BHUKIIOYEHHS 3 TEKCTY HOPMATHUBHO-IIPABOBOIO aKTa CTPYKTYPHOI
OJIMHUII, SKa MICTHTh TOCHIJIAHHS Ha JOJATOK, Hymepallis J0AaTKIB Ta BiJIIOBiIHI
MOCHWJIAHHS Ha HUX Y TEKCTI HOPMATUBHO-TIPABOBOTO aKTa 3MIHIOIOTHCS.

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
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Hanpuxian:

Jonmatok 1

1o PexoMenpaartiii mo/1o 3a0e3nedeHHs
y 2023 porii 3akJ1a/iiB 3arajabHO1
CepeHbO1 OCBITH HIKITLHUMHU
aBTOOycamMu

(myskt 1 Pozaimy I1)

CTOpiHKM KOXHOTO JI0JjaTKa MalOTh CBOIO HyMEPAIIifo.

VY pa3si HasBHOCTI KUIBKOX JOJATKIB Ha HUX 3a3HAYalOThCs MOPSAIKOBI HOMEpH,
HanpukiIaa: aogatok 1, momarok 2. 3nak "Ne" mepen uuM@poBUM MO3HAYEHHSAM HE
CTaBUTHCS.

VYc¢i 101aTKu 10 TOKYMEHTIB BI3YIOThCS MPAIliBHUKOM, SIKH CTBOPUB JIOKYMEHT,
Ta KEPIBHUKOM BUKOHABUOT'O OpraHy, B SKOMY MO0 CTBOPEHO.

Jlonatku 10 pilieHb MICBKOi pajy, BHUKOHABYOTO KOMITETY, PO3MOPSIKEHBb
MICBKOTO TOJIOBH IIAMUCYIOTHCS KEPIBHUKOM BIAMOBIAHOTO BUKOHABYOTO OpraHy, 10
€ pO3pOOHUKOM IIHOTO MPOEKTY, Ha JUIILOBOMY OOIll OCTAHHBOTO apKyIia T0AaTKa.

VY pasi konu A0JaTKH HAACWIAIOTHCS 13 CYNpPOBIIHUM JIMCTOM, BIJMITKA IPO
HASBHICTH JIOJATKIB PO3MIIIYETHCS MICISI TEKCTY JIUCTA TIEPE]T MiIMHUCOM.

SIKIIO0 TOKYMEHT Mae€ I0AaTOK, TTOBHE HAMEHYBaHHS SIKOTO HAaBOJUTHCS B MOTO
TEKCTI1, BIIMITKa PO HASBHICTh IIOT'O J10JIaTKa OPOPMITIOETHCS 32 TaKOK (POPMOIO:

Honatok: Ha 7 apk. y 2 IpUM.

Km0 JTOKyMEHT Ma€ JOoJaTK{, IOBHE HaWMEHYBaHHS SKHX y TEKCTI HE
HABOJIUTHCS, 1X HEOOXITHO TEPEYUTH MICHA TEKCTY 13 3a3HAYEHHSM KIUJIBKOCTI
CTOPIHOK Y KO)KHOMY JOJIaTKY Ta KUTBKOCTI iX IPUMIPHHKIB, HAITPUKJIIA];:

Honatku: 1. JloBiaka mpo CTaH COIIaJbHO-€KOHOMIYHOTO PO3BUTKY 3a | kBapTai
2025 poky Ha 8 apk. y | mpum.

2. JloBigka mpo BHKOHAHHS MicieBUX OroxkeTiB 3a | xBaprtam 2025
pOKy Ha 5 apk. y 1 mpum.

K110 10 TOKyMEHTa JOA€ThCS 1HIINK JOKYMEHT, SIKU Ma€ I0JaTKH, BIIMITKY
PO HASBHICTH J0J1aTKa 0(OPMIISIIOTH 3a TaKOK (hOPMOIO:

Honatok: nuct Minconmonituku Binx 20 tpaBHa 2025 poky Ne 536/12/1.27 i
JOATOK J0 HBOTO, BChOro Ha 20 apk. y 1 mpum.

47.V pa3i KoJau JOKYMEHT MICTUTh OUIbIIE JECATH JAO0JATKIB, CKIAJAETHCS OIHKC
13 3a3HaYEHHSIM Y IOKYMEHTI TaKOi BIAMITKHU:

JlomaTok: 3rifiHO 3 ONMMCOM Ha 3 apK.

KponueHuubKa micbKa paga
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SIKII0 101aTOK HAJICHUIIAETHCS HE 3@ BCIMa 3a3HAYCHUMU B IOKYMEHTI aJipecamu,
BIJIMITKA IMPO HASBHICTb J0AaTKa 0(DOPMITIOETHCS 32 TaKOIO (POPMOIO:

JlomaTok: Ha 5 apk. y 2 IPUM. Ha IepIry ajapecy.
Mignuc

48. TlocamoBi ocoOM MIANMUCYIOTH JOKYMEHTH B MEXKax CBOIX ITOBHOBa)KCHb,
BU3HAYEHUX aKTaMW 3aKOHOJABCTBA, I1HIIMMH HOPMATHBHO-TIPABOBUMH aKTaMH
BiamoBigHO a0 IHCTpykKIii. [lopsmok mignmucaHHsS JOKYMEHTIB IHIIMMH OCO0aMu y
pasi BIJICYTHOCTI MICBKOTO TOJIOBM, WOTO 3aCTylHHUKIB, $KI YHOBHOBaXEHI ix
MIMTUCYBATH, BABHAYAETHCS PO3TOPSIKEHHSIM MiCHKOTO TOJIOBH.

49. Tlinmuc cknamaeTbess 3 HaWMEHYBaHHS TOCAAM OCOOM, sIKa MiAMHUCYE
JOKyMEHT (TIOBHOTO — y pa3i, KOJIW JIOKYMEHT HAJPyKOBaHWW HE Ha ONaHKYy,
CKOPOYEHOT0 — Yy pa3l, KOJM JOKYMEHT HaJ[pyKOBaHUM Ha OJaHKy), 0COOMCTOrO
HIJMKCY, BIACHOTO 1MEHI 1 MPI3BUILA, HAPUKIIA:

MicbKuii rojiopa MIINUC Baacue im'a ITIPI3BUIIE
abo
JdupexTop H1IMC Baacue im'sa IIPI3BUIIE

50. V pa3i HaacuiaaHHS JIOKYMEHTa y mamnepoBid (opMi OJHOYACHO KUIBKOM
yCTaHOBaM MIJANUCY€ETHCS TUIBKM OpPUTIHAJ, SIKHWA 3aJIMIIAETHCA y CHOpPaBl MICHKOI
paayd — aBTOpa TaKoro JOKYMEHTa, a Ha MICISl PO3CHIIAIOTHCS 3aCBIIUEHI CITY>KO000
IJIOBOJICTBA MOr0 KOMI.

51. JIOKyMeHTH MTiANUCYIOThCS, SIK TPaBUIIO, OJHIEIO MOCATOBOI0 0CO00I0, a Y
pasi, KOJIM 3a 3MICT JIOKYMEHTa HECyTh BIAMOBIJAIBHICTh KUJIbKa 0OCIO (aKTu,
(Gb1HaHCOBl JOKYMEHTH TOIIO), — IBOMa abo Ouiablie mocagoBuMu ocobamu. [lpu
IIbOMY IIJMUCH TOCAAOBUX OCIO PO3MINIYIOTHCS OJWH IIiJI OJHUM BIIMOBIIHO J0
nianopsaKoBaHocTi oci6. Hanmpuknan:

JlnpexTo T1ITHC Baacue im'sa ITPI3BUIIE
P P

T'os10BHHI OyXraaTep I Buacue im'sa IIPI3BUIIE

52. VY pa3i mianucanHs COiILHOTO JOKYMEHTA KIJTbKOMa 0c00aMH, siKi 3aiiMaroTh
OJIHAKOBI TIOCAJH, iX MIAMUCH PO3MIIIYIOTHCS HAa OJHOMY PiBHI 1 CKPITUTFOIOTHCS
neYaTKaMy yCTaHOB, HAIPUKITA]T;

Micbkuii rosioBa Cexperap MicbKol paan

T ITHC Baache im'a IIPIBBUIIE  mignuc Baacue im'a IIPI3BBUIIE
BIIONTOK repOOBOI ITeYaTKH B1IONTOK TepOOBOI ITeYaTKH
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JIoKyMeHTH KoJieriadbHUX OPTaHiB MiAMUCYIOTh TOJI0OBA KOJIET1aJIbHOTO OPTaHy i
CeKpeTap, HapPUKIAI:

I'os10Ba KoMicii IITHC Baacue im'a IIPI3BHUIIE
Cexperap komicii T1ITHC Baacue im'a ITPI3BUIIE

53. ¥V pa3i BIACYTHOCTI MOCaJ0BOi 0cOOM, HaliMEHYBaHHS TMOCA/IH, MPI3BUIIIE,
BJIACHE IM'sl KO 3a3HAYEHO Ha MPOEKTI JOKYMEHTa, HOro miamucye ocoba, Mo
BUKOHYE 11 000B’513KH, a00 i 3aCTYyMHHUK. Y TaKOMy pa3i 000B’SI3KOBO 3a3HAYAIOTHCS
dakTHUHA TMOCaja, BIACHE IM'S 1 MPI3BUINE OCOOM, SKa MiANUcalia JOKYMEHT, MpU
IIbOMY BHWIIPABJICHHS BHOCUTh PYKOIMCHUM CIOCOOOM 0co00a, sKa TMIAIUCYE
TOKyMeHT. He momyckaeThes Ti 9ac MmiAMUCaHHs TOKYMEHTA CTAaBUTH MPUHMEHHUK
"3a" uM mnpaBoOIYHY NOXWJY PHUCKY Iepel HaWMEHyBaHHAM Iocaau. Y pasl
3aMIIIEHHS] KEPIBHUKA 3a PO3MOPSIKEHHSIM (HaKa3oM) 10 HallMEHyBaHHsS IOCau
nomarThest cumBoan 'B. o.".

54. ®akcuMisIbHE BIATBOPEHHS MIANKUCY MOCAA0BOi OCOOM Ha JOKYMEHTax He
JOITyCKAETHCS.

55. V pa3i CcTBOpeHHs MICBKOIO pajiol0 JOKYMEHTa Yy TarnepoBii dopmi 3a
HAsBHOCTI i1 I[bOTO OOTPYHTOBaHMX TIACTaB A iX TOJANBIIOTO HAJICHIAHHS
yCTaHOBaM CJIy’)k00I0 [iJIOBOJICTBA CTBOPIOETHCS B YCTAHOBJICHOMY TOPSAKY
CIICKTPOHHA KOSl TAaNepoBOTO OpPWUTIHAIY BIAMOBIAHOTO JOKyMEHTa, sKa
HAJICWJIAE€ThCS aJpecaTaM 4epe3 CUCTEMY €JIEKTPOHHOI B3aEMO/III.

Bizu Ta rpu¢ noromkeHHs 11l JOKYMEHTIB,
110 CTBOPIOKTHLCHA Yy naneposiii popmi

56. [loromkeHHs JOKYMEHTa y pa3i moTpedu MoKe 31HCHIOBATUCS K B MICHKIH
pani (BHYTpIIIHE), Tak 1 3a I MeXaMu IHIIMMH 3alHTEPECOBAHMMH YyCTaHOBaAMU
(3OBHIIITHE).

57. BHyTpimiHe IOT'OJKEHHS JIOKYMEHTa 0pOPMITIOETHCSA LUJIAXOM
IIPOCTaBIISIHHS Bi3W. Biza Bkiro4ae 0OCOOMCTHH MiAMKMC, BIACHE IM'S 1 MPI3BUIIE
oco0u, siKa BI3y€ JIOKYMEHT, JaTy BI3yBaHHS 13 3a3HAUYEHHSIM Yy pa3l MOTpedu
HallMEHYBaHHS [MOCAAH LIi€1 0OCOOH.

58. Bi3a mpocTaBis€TbCsl Ha JIMIOBOMY a00 B pasl, KOJU MICI HA JUILOBOMY
OOLll OCTaHHBOTO apKyllla HEIOCTAaTHHO, Ha 3BOPOTHOMY OOIll OCTAaHHBOTO apKylla
NPOEKTY JOKyMeHTa. Bi3W TPOCTaBISIIOTBCS HA MAaNepoBHX MPUMipPHHKAX
JIOKYMEHTIB, 110 CTBOPIOIOTHCS y pa3l HAABHOCTI MIiJCTaB, $KI BHU3HAIOTHCS
OOTpYHTOBAaHMMHU JIJII CTBOPEHHSI YCTAHOBOIO JOKYMEHTIB Yy TamepoBiii (opmi, Ta
3QJIMIIAIOTHCS B YCTAHOBI.

59. 3ayBakeHHsT 1 TIPOMO3MINI 1O TPOEKTY JTOKyMEHTAa BUKJIAJAIOTHCS Ha
OKpPEMOMY apKyIili, PO 110 Ha IPOEKTI pOOUTHCS BIAMOBIIHA BIIMITKA:

KponuneHuupKa micbKa paga
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Hauanbauk piHaHCOBOTO YIIpaBIiHHS
Hara T ITHC Baacue im'a ITPI3BUIIE
3ayBa)KeHHSI 1 MPOTIO3UIIIi JJOTAI0THCS.

60. ITopsimox  Bi3yBaHHS BH3HA4YaeTbcs B [HCTpyKuii 3 IIOBOACTBA B
€JIEKTPOHHIN popMi.

61.3a 3MICT OOKyMEHTa, SKUW BI3Y€TbCS KUIBKOMA 0C00amMH, Takl 0coOu
BIJIMTOBIJIAIOTH 3T1/IHO 3 KOMIIETEHIII€LO.

62. 30BHIIIHE MOrOJKEHHS MPOEKTIB JTOKYMEHTIB, CTBOPEHHX Y MHarepoBiii
dbopmi, 0POPMIIIETHCA NUIIXOM TPOCTABISHHSA HAa HUX Tpuda MOTOKEHHS, SIKUN
Bioyae B cebde cinoo "IIOI'OJPKEHO", naliMmeHyBaHHA MoOcagud ocoOH Ta
YCTaHOBH, 3 KOO ITOTOJKYETHCS MPOEKT JTOKYMEHTA, OCOOMCTHIA IiIUC, TTOCAT0BOT
ocoOH, CKpIruIeHUH TepOOBOIO0 IMEYaTKOIO, BIIACHE 1M'sl, TPI3BHIIE 1 JaTy a00 Ha3BYy
JIOKYMEHTA, 110 TiATBEPIXKY€E MOTOKEHHS, HOTO 1aTy 1 Homep (1HAEKC), HalIPUKIIAI:

I[TOI'OJI’KEHO

HavanbHuk ¢giHaHCcOBOro ynpasJiiHHSA

TT1JITTIC Baacue im'sa IIPI3BUILE
Jara

ITOT'OJI’)KEHO
[IpoTokomn 3acimanHas
ara No

63. 'pud mOro/KEHHS CTaBUTHCA HIDKUYE IMMANMKUCY HA OCTAHHIM CTOpIHII
MPOEKTY JOKYMEHTA.

64.Y pa3i KOAM 3MICT JOKYMEHTa CTOCYETbCS OLIbIIE€ HI)K TPHOX YCTaHOB,
CKJIQZJAEThCS APKYIUI MOTOJIKEHHS, PO 110 POOUTHCS BIAMITKA y JOKYMEHTI HAa MICII
rpuda noroKeHHs, HalPUKIaI;:

ApKyII MMOTOJI)KEHHS J01a€ThCS.

65. Apkyu norojkeHHs: opOPMITIOEThCS Ha JIMIIBOBOMY Ta Yy pasl MoTpeou
3BOPOTHOMY OOIIl OJTHOTO apKyIlia 3a TaKow (HOPMOIO:

APKYHI NIOT'OJIZKEHHS
HazBa npoekTy 1oKymMeHTa
HaiimeHyBaHHA mOcaau | MiJINKC Baacue im'sa ITPI3BUIIE [ara
HaiiMeHyBaHHA mocaau | MiJIHKC Baacue im'a IIPI3BUIIE Jlata
HaijiMmeHyBaHHA mocaju | MiJIIHC Baacue im'a IIPI3BUIIE JlaTta
HaiiMmeHyBaHHA mocaau | IMiJIIHC Baacue im'a IIPI3BUIIE JlaTa

KponuneHuupKa micbKa paga
YnpasniHHA AinosoacTsa Ta TraHiaauiMHoi pobo’
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66. 30BHIIIHE TIOTO/DKCHHS y pa3i moTpeOH, BHU3HAYCHOI 3aKOHOJIABCTBOM,
3MIMCHIOETBCS B Takid IOCTIOBHOCTI: YCTAaHOBM OJIHAKOBOTO PIBHSA Ta 1HIII
YCTaHOBH; TPOMAJICHK1 OpraHi3aiiii; opraHu, siki 3/[1HCHIOIOTh JIep>KaBHUN KOHTPOJIb B
NIeBHIN cepi; yCTaHOBU BUIIOTO PiBHSI.

BinouToxk meyarku

67. Ha noxymeHTax, 110 3acCBiIUyIOTh MpaBa rPOMAJISH 1 IOPUIUIHUX 0Ci0, Ha
AKUX QIKCYeThCs (DAKT BUTPAUaHHSI KOIITIB 1 MPOBEICHHS ONEpaIliil 3 MaTepiaTbHUMU
IIHHOCTSIMHU, TIAMKUC MOCa0BOi (BiAMOBIIAaIbHOT) 0COOM CKPIIUTIOETHCS TEPOOBOIO
MIEYaTKOI0 BUKOHABYOTO KOMITETY.

[lepemik 1HIMMX JOKYMEHTIB, MIANKWCH Ha SKUX HEOOXIAHO CKpIIUIIOBATH
repOOBOI0 IME€YATKOK, BU3HAYAETHCS MICHKOIO paJO0 Ha IIJACTaBl HOPMATUBHO-
IPaBOBUX aKTIB Ta MPUMIPHOrO TMEpeNiKy JOKYMEHTIB, MIANUCH Ha AKUX
CKpIIUTIOIOTHCS T€pOOBOIO MEYATKOIO (JI0AATOK 3).

68. BinOuTok mevyaTky, Ha SKif 3a3HAYEHO HaMEHYBaHHS MICBKOI pagu abo ii
BUKOHABYOI0 oprany (0e3 300paxeHHs repOa) y pa3i moTpeOu CTaBUTHCS HA KOMIsX
JIOKYMEHTIB Ta Ha PO3MHOXEHUX MTPUMIPHUKAX PO3MOPSTUUX JOKYMEHTIB.

BigOuUTOK me4YaTKH CTaBUTHCS TAKMM YHHOM, 1100 BIH OXOILJIIOBAB OCTaHHI
KUIbKa JIITep HaiMEHYBaHHS MTOCa 0COOM, KA MIANucaia JOKYMEHT, aje He IMiJIIHIC
10caioBoOi 0coOu, a00 Ha OKPEMO BUIILICHOMY JUJIS IILOTO MICII 3 BiaMiTKor0 "MIT".

69. Micuem 36epiranus repOboBux neyaTok € kadinetu 207 ta 237 npuMiiieHHs
MICBKOI pajy, BIAMOBIMAJLHUMHU 3a iX 30€piraHHs € Ha4daJIbHUK YIPaBIIHHS
JIJIOBOJICTBA Ta OpradizamiiHoi poOoTu (y pas3l HOro BiJCYTHOCTI — 3aCTYITHUK
HaYaJIbHUKA YIPaBJIiHHS JUIOBOACTBA Ta OpraHizamiiHoi poOOTH) Ta HadaIbHUK
yHIpaBJIiHHS anapary MichbKoi paau (y pa3i HOro BiJICYTHOCTI — BUKOHYBa4 00OB’SA3KIB
HayaJlbHUKA YIPaABIIHHSA anapaty Micbkoi paau). Ocobamu, MIINUCH —SKUX
CKPITUTIOIOTBCSI TepOOBOIO MEUYaTKOIO, € MICHKHMI TOJOBa, CEKpeTap MIChKOI pajiH,
3aCTYIHUKU MICBKOTO TOJIOBH 3 IMUTaHb MAISJILHOCTI BUKOHABUYMX OpPTaHiB paju,
KEepyIOUHuil ClipaBaMu BUKOHABYOTI'O KOMITETY MICBKOI pajiu.

BigmiTka npo 3acBiq4eHHs ManepoBUX KOMid JOKYMEHTIB

70. Micbka paja Ta ii BUKOHAaBYl OpraHd MOXYTh 3aCBIAUYyBaTH KOMIT JIUIIE TUX
JOKYMEHTIB, 1110 CTBOPIOIOTHCS B Hil, KpIM BHIMAJKIB CTBOPEHHS IMarepoBUX KOIMIM
€JIEKTPOHHUX JIOKYMEHTIB, W0 HAJIHNUIA A0 MIChKOI pajau 4Yepe3 CHCTEMY
€JICKTPOHHOT B3a€EMO/I11, @ TAKOXK Yy BUIAJKAX, IEpe10aYeHUX UM ITyHKTOM.

VY pasi miaroToBKH JOKYMEHTIB IS HaJlaHHA OopraHaMm CyAOBOi BJiaaM Iij 4ac
BUPIILIEHHS MUTaHb IIOAO0 NPUUHATTS rpoMajsiH Ha poOOTYy, HaBYaHHs, 3aCBIUYEHHS
iX TPyIOBUX, )KHTJIOBUX Ta IHIIUX MPaB y B3a€EMOBIJIHOCHHAX 3 MICHKOIO pajio Ta ii
BUKOHABYMMH OpraHaMHu, a TaKoX Mg d4ac (opMyBaHHA OCOOOBHX CIpaB
MPAIiBHUKIB MiChKa paja MOXE BUTOTOBJISATH KOMIi TOKYMEHTIB, BUJIAHUX 1HIIAMH
yCTaHOBaMHU (KOTIii JUTUIOMIB, CBIJJOLITB MPO OJIEP>KaHHS OCBITH TOIIIO).

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
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Bigmitka "Komig" mnpocTaBise€TbCs y BEPXHHLOMY TMPABOMY KYTKY IEpIIOi
CTOPIHKH ManepoBOro JOKYMEHTA.

71. Hammc mpo 3acBiueHHs] ManepoBoi KOIIii JOKyYMEHTa y mamnepoBiid (opmi
CKJIaJIaeThcs 13 ciiB "3rigHo 3 opuriHajioMm', HaMEHYBaHHS IOCaJH, OCOOHMCTOrO
HIAMUCY OCOoOHM, sKa 3acBiUuye KOITIO, BJIIACHOTO IMEHI Ta TpI3BHINA, AaTH
3aCBIYEHHS KOIMIi Ta TMPOCTABISETHCS HIDKYE peKBi3uTy nokymenta "Ilimmuc",
HATTPUKIIAI;

3r1JIHO 3 OPUTIHATIOM

HavanbHUK ynpaB/iiHHA

ALTOBOACTBA Ta OPraHi3amiiiHol

podoTu MIITNC Baacue im'a IIPI3BUIIE
Jlara

VY Bumagkax HAACWIAHHS KOMIM JIOKYMEHTIB Ye€pe3 CHUCTEMY EJIEKTPOHHOI
B3a€MO/I1i, HAJICUJIAHHS KOIMIM JOKYMEHTIB KUIBKOM ajpecartaMm (pO3CHJIKa), 1HIIUX
BUIQJIKAX, IependadyeHux I[HCTPYKIli€0 3 IIJIOBOJACTBA, 3aCBIAYCHHS IANepPOBUX
KOIIH JOKYMEHTa y mamnepoBiil popMi 3MIHCHIOIOTH 3TiTHO 3 BUMOTaMH [HCTpyKIIii 3
JIJIOBOJICTBA B €IICKTPOHHIN (hopMmi.

72. Hamuc mpo 3acBAYCHHS TIANEPOBOi KOMIii CKPIIUTIOETHCS TEYaTKOKW 13
3a3HaYCHHSM Ha Hi HaWMEHYBaHHS MIChKOI paau abo0 TeYaTKO BHUKOHABYOTO
oprasy.

73. Ha xomisix JOKYMEHTIB y TamnepoBiii (opmi, MO0 SKUX 3IIHCHIOETHCS
BUIMKa, 3a3HAYAE€ThCA HAMMEHYBaHHS ITOCaad OCOOM, SKa 3acBigumiia KOIIO, Ii
O0COOMCTHH MIJIKC, JaTa 3aCBIAYCHHS Ta BIJOMTOK IEYATKHA CIIYKOHW iJOBOJICTBA,
HAITPUKIIA]I;

3T1JIHO 3 OPUTIHAJIOM

HavyaabHUK ynpaBJliHHA

IiJIOBOACTBA

Ta opraHizaniiiHoi podoru TIITHC Baacue im'sa ITPI3BUIIE
BIJIONTOK MEYATKU CITy>KOH JTIJIOBOJICTBA

Jlara

74. Ha xomisix BUXIAHUX JTOKYMEHTIB, II[0 3aJMIIAIOTBCS Yy CIpaBaxX MiChKOi
pajay, MOBUHHI OyTH Bi3M MOCATO0BUX 0Ci0, 3 SIKUMU BOHU MOTOJ[KEHI, BIJIMOBIIHO 10
BUMOT [HCTpYKIIIi 3 A17I0BOJICTRA.

75. Korrist joKyMeHTa IMOBHHHA BIJIMOBIAaTH OPUTIHAITY.

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
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BigMiTkn npo cTBOpeHHs1, BAKOHAHHS JOKYMEHTA

76. BigomocTi mpo TpaliBHUKA, SIKUM CTBOPHB JOKYMEHT, OQOPMIISIOTH Y
HUOKHBOMY JIIBOMY KyTi Ha JIHMIIbOBOMY OOIli OCTaHHBOI'O apKyllla IarepoOBOIrO
JOKYMEHTAa Ta CKJIQJIAl0ThCS 3 TaKWX €JIEMEHTIB: MpI3BHINA 1 BJIACHOTO IMEHI,
cnyk00Boro Homepa TenedoHy Ta/abo aapecH CIIy)KOOBOI €JIEKTPOHHOI IIOIITH,
HaIIPUKIIA]I;

®denopuyk Bacunb 35 45 67, Fedorchuk@e.gov.ua

VY BHYTpIIIHIX JOKYMEHTAX JOMYCTUMO 3a3HAa4yaTH JIUIIE MPi3BUILE MMPALIBHUKA,
SIKUA CTBOPUB JIOKYMEHT, HOMEp HOro ciy»00Boro TeinedoHy Ta/abo aapecy
CIIy»KOO0BO1 €IEKTPOHHOI MOIITH, HAPUKIIAL:

denopuyk 35 45 67, Fedorchuk@e.gov.ua

JlommycTMO Yepe3 KoMy 3a3HayaTH KiJibka HOMEpiB TelaeOHIB, 32 SKUMU MOKHA
3B'SI3aTHCS 3 IPAI[IBHUKOM, SIKUI CTBOPUB JIOKYMEHT, HAITPUKIIA/I:

denopuyk Bacunb 35 45 67, 3543 21, 095 789 66 14

77. Tlicns 3aBepiieHHS poOOTH 3 JOKYMEHTOM IMPOCTABISETHCS BIAMITKA PO
fioro BUKOHaHHS. BigmiTka mpo BUKOHAHHS TOKYMEHTa CBIAYUTH MPO TE, MO POOOTY
HaJ JOKYMEHTOM 3aBEpIICHO 1 HOro MOKHA JIOJIYYUTH O cripaBu. BimMiTka Moxke
MicTUTH ciioBa "Jlo crnpaBu", HOMEp clpaBH, NOCHJIAHHSA Ha ATy 1 peecTpaliiHHiA
IHIEKC TOKYMEHTA, KU 3aCB1IUy€ Oro BUKOHAHHS, HAIMEHYBaHHS MOCaH, MMiAMMHUC
1 JaTy. SIKIIO JOKYMEHT He MOTpedye MUChbMOBOI BIANOBIII, 3a3HAYAIOTHCA KOPOTKI
BIJIOMOCTI Mpo BUKOHaHHS. [liAnuc 1 Aary BIAMITKM MPOCTAaBII€ MPAlLIBHUK, SKHUM
CTBOpPHUB JIOKYMEHT, a00 KEepIBHUK BHUKOHABYOI'O OpraHy. 3a3HAaUeHUH pEKBI3UT
IOPOCTAaBISIETbCA B4 pPyKH y  JIBOMY  KYTKy  HH)KHBOI'O HOJIs
NEepIIOi CTOPIHKY, HAITPUKIIAL:

o cripaBu Ne 03-10 abo o cripaBu Ne 05-19
Jlucr-BignoBigs Bix 20.02.2025 [TutanHs BUpIIEHO TO3UTHUBHO ITi]T Yac
Ne 03-10/01/802 TeneoHHOT pO3MOBHU

04.03.2025

nocaga mianuc Baacue im's IPI3BBUIIE nocana mianuc Baacue im'ss ITIPI3BUILIE
21.02.2025 05.03.2025

78. BimMiTka TpO HAAXOPKCHHS TMArepoBOTO JTOKyMEHTa 10 MICBKOI paau
IIPOCTABIIAETHCA BT PyKH a00 3a IOMOMOTOO IIITaMIia, aBTOMAaTUYHOTO HyMepaTopa
YU MITPUX-KOAY HA JIMIIBOBOMY TOJII Yy MPAaBOMY KYTKY HIDKHBOTO TIOJISI TIEPIIOTO
apKyIlla OpUTIHAIY JOKyMEeHTa. ElleMeHTaMu 3a3Ha4€HOTO PEKBIZUTY € CKOPOYCHE

K OI'II/IBHMleKa MicbKa pa,qa

I

6 8ig 02.07.2
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HaliMEHYBaHHS YCTaHOBH — OJICp)KyBada JOKyMEHTa, PEECTPALliMHMK iHIeKC, aata (Y
pasi moTpeOu roarHa 1 XBUJIMHN) HAJIXOHKCHHS JOKYMEHTA.

79. SIKI0 KOPECTOHJACHINISI HEe PO3KPUBAETHCS BIAMOBIIHO a0 Iri€i [HCTpyKIIii,
BIIMITKAa TIPO  HAAXO/KCHHS JIOKYMEHTa IIPOCTAaBISE€TbCS HAa  KOHBEpPTax
(YrmakyBaHHSIX).

VY pa3i HanxoJKEHHS 30pOIIypOBaHUX JOKYMEHTIB Pa3oM 13 CYIPOBIIHUM
JMCTOM BIJIMITKa CTABUTHCSI HA CYTTPOBIAHOMY JIKICTI.

CxyageHHs1 JeIKNX BUAIB IOKYMEHTIB
Po3nopsigxeHns (Haka3u)

80. PosnopskeHHd (Haka3uW) BHUIAKOTHCS SK PIIEHHS OpraHi3amiiHo-
PO3MOPSIIYOTr0 YU HOPMATUBHO-IIPABOBOIO XapaKTepy. 3a 3MICTOM YNPABIIHCHKOI i1
HaKa3d BHUAAIOTBCA 3 OCHOBHOI JISUIBHOCTI MICBKOI paau, aAMIiHICTPaTUBHO-
TrOCTOIAPCHKUX a00 KaJIPOBUX MUTAHb.

81. IIpoetu po3nopsiaxeHb (Haka3iB) 3 OCHOBHOI MisUIBHOCTI, aJIMIHICTPATUBHO-
TOCIIOJAPChKUX TUTaHb TOTYIOTHCS 1 TMOJAIOThCS BUKOHABYMMH OpraHaMH 3a
JOPYYEHHSIM MICBKOT'O F'0JIOBU M 32 BJIACHOIO 1HII1aTUBOIO.

[TpoexTn po3nopskeHb (Haka3iB) 3 KagpOBUX NHUTaHb TOTYE YNPaBIIHHS
nepcoHany abo BUKOHABUMI OpPraH MIChKOI1 pajau 31 CTaTyCOM IOPUIUYHOI 0coOU Ha
MiJCTaBl pilIeHb (BKa31BOK) MICBKOTO TOJIOBU OPTraHI3aIliiHO-PO3MOPSAUOTO UM
HOPMAaTHUBHO-IIPABOBOTO XapakTepy, MOAaHb, CIy>KOOBUX YU JOMOBIIHUX 3aMHCOK
KEpIBHHUKIB BUKOHABYMX OPTaHiB, MPOTOKOIIB Ta pillleHb KOHKYPCHOI, aTeCTaIiifHol
KOMICii 4 KOMICIi 3 TUTaHb HAarOPOKCHb, 3asB MPAIIBHUKIB, TPYJOBUX JOTOBOPIB
Ta 1HmMMX JoKyMmeHTiB. [lomaHHs, cioy>k00BI 4YM JIOTOBiJHI 3amHCKH TOIIO
0hOpMITIOIOTECS Yy TarnepoBiid (opmi, 3asdBU — BJIACHOPYYHO, 3 MIAMHUCOM OCOOHU 1
3a3HAYCHHSAM JaTH HamucaHHSA. JIOKYMEHT, M0 CIYTy€ IMiJICTaBOI ISl IMiArOTOBKH
IIPOEKTY PO3MOPSKEHHS 3 KaJpOBUX MUTaHb, BI3YETHCS Y MOPSAAKY, BCTAHOBICHOMY
PernamMenToMm BUKOHaBUYMX OpraHiB KpomuBHUIIBKOT MICBKOT pajiyd, Ta 3 PE30IIOLIEI0
MICBKOTO TOJIOBU TEPEAAETHCS B YIPABIIHHS TMEPCOHATY I PEECTpalii B KypHai
BXIJTHUX JOKYMEHTIB (Y manepoBiit hopmi), gaili meperaeTbCsi BUKOHABIIIO.

82. IlpoexTu po3MOpsIKEHb 3 aAMIHICTPATUBHO-TOCIIOIAPCHKUX MUTaHb Yy pasi
iX MAroTOBKM y manepoBii opMi Ta J0JATKH JO0 HUX BI3YHOTHCS MPAI[IBHUKOM, SKUN
CTBOPHUB JOKYMEHT, KE€PIBHUKOM BHKOHAaBUOTO OpraHy, B SKOMY HOro CTBOPEHO,
MOCaJIOBUMH 0CcO0aMu, SIKI BU3HAUEHI Y MPOEKTI TOKYMEHTA K BUKOHABII 3aBJaHb,
0 MICTIThCSI B HBbOMY, KEPIBHHKAMU IOPUIWYHOTO YIPABIIHHSA, YIPABIIHHS 3
NUTaHb 3aMo0iraHHs Ta BUABJICHHS KOPYMINi, YIOpaBIiHHSA JUIOBOJACTBA Ta
oprasizamiitHoi poOOTH, KEPYIOUUM CIIPaBaMH BHKOHABYOTO KOMITETY MICBHKOI paj,
IHIIMMH [TOCaIOBUMHU 0CO0AMHU, IKUX CTOCY€ETHCS JOKYMEHT.

[Tpo€ekTH po3MOPSIKEHDb 3 KaJpOBUX MUTaHb y pa3l iX MIJATOTOBKHU Yy HanepoBiii
(dopMi BI3yIOTbCA KEPIBHMKOM BHKOHABYOIO OPraHy MICbKOi pajy, KU CTBOPHUB
JOKYMEHT, a TaKOX IMOCaJ0OBHUMH 0COOaMH, SKI BU3HAYEH1 Yy MPOEKTI JOKYMEHTA SIK
BUKOHABIII 3aBJaHb, 1[0 MICTATHCS y HOMY, HaUuaTbHUKAMH YIPABIiHHS MEPCOHATY,

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
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IOPUIUYHOIO YIPABIIiHHSA, 3 TUTAaHb 3a1I00IraHHs Ta BUSBIICHHS KOPYIILIi, KEPYIOUUM
cCIpaBaMy BHKOHABYOTO KOMITETY MICBHKOI pajau, IHIIUMH TOCaJOBUMU 0OCOOaMH,
SIKUX CTOCY€EThCSI JOKYMEHT.

83. V pa3i HeoOX1JHOCTI MPOBEJICHHS OIIHKW 3MICTY Ta JOLUIBHOCTI BUIAHHS
Haka3zy (pO3MOPSIKEHHS) 3IIMCHIOETHCS 30BHIIIHE MTOTOKEHHS MMPOEKTY JTOKYMEHTA
3 IHIIIUMH 3a1HTEPECOBAHUMHU YCTAHOBAMH.

84. Sxmo B mporeci MOTOJHKEHHS 10 MPOEKTY PO3MOPSIKEHHS BHOCSTHCS
3MIHH, BIH TJJISITa€ TOBTOPHOMY TTOTOJKEHHIO (Bi3yBaHHIO).

85. PozmopsipkeHHsT MIANUCYIOThCSI MICBKHUM TOJIOBOIO. Y pa3l BIICYTHOCTI
MICBKOTO TOJIOBU PO3MOPSIKEHHS MIAMHUCYIOTHCS MOCaT0BOI0 0CO00010, sIKa BUKOHYE
1oro o0OB’SI3KH.

86. PosnopsmxeHHs (pIIEHHS), SKI € HOPMAaTUBHO-IIPABOBUMHU aKTaMH,
HaOyBalOTh YMHHOCTI 3 JHA iX OQIUIAHOrO OmyONiKyBaHHS, SKIIO IHIIE HE
BCTAHOBJIEHO TAaKUMH PO3MOPSKEHHSIMHU (pIIICHHSIMH), ajle HE paHille JHA IX
oQiIAHOrO OMyOIIKyBaHHS.

87. PosnopsypkeHHs (Haka3) o(QOpPMIIOEThCS Ha OJIAHKY PO3MOPSIKEHHS
(HaKa3y). 3MICT pO3MOPSKEHHS (HaKa3y) KOPOTKO BUKJIAJAETHCS B 3ar0JIOBKY, SIKUMA
NOYMHAEThCS 3 mpuitMeHHuKa "IIpo" 1 ckiagaeTbes 3a JOMOMOTOKO BiII€CTIBHOTO
imennuka ("llpo 3atBepmxkenns...", "llpo BBenenus...", "IIpo cTBOpenHs:...") abo
imennuka ("IIpo mipcymku...", "IIpo 3axomu...").

88. TekcT po3NnopsKEHHSI CKIAIA€ThCs 3 PeaMOyIIH 1 pO3MOPsIY0] YaCTUHH.

89. V npeam0ysi 3a3HavyarOThCA IMiJICTaBa, OOTpyHTYBaHHS abo MeTa BUIAHHS
PO3MOpsKEHH (Haka3y). 3a3HaueHa YacTUHA MOYMHAETHCS 13 ciiB "Ha BukoHaHHS",
"3 meTtoro" TOmO. SIKIIO JOKYMEHT BHUIAETHCS HA IMIJICTaBl 1HIIOTO PO3MOPSAUIOTO
JOKyMEHTa, Y KOHCTaTylo4iid dYacTuHi (mpeamOyii) 3a3HAYa€ThCS TOCWIAHHS Ha
BIJIMOBIAHUMN JOKYMEHT.

90. Po3nopsinya 4acTMHA TMOAUIAETbCS HA MYHKTH 1 MIAMYHKTH, SIKi
HYMEPYIOTbCSI apaObChbKUMHU HUppamMu. Y KOKHOMY IYHKTI MOBHHHI OyTH 3a3HayeHi
opraizaniifHo-po3nopsigya ais (3aTBEp/KEHHs a00 BBEACHHS B IO IHCTPYKIIII,
MOJIOKEHHSI TOIlIO) a00 KOHKpPETHE 3aBJaHHsS (JOpy4YeHHs) 31 CTPOKOM HOro
BUKOHAHHSI Ta BUKOHABY1 OpraHu — HOTO BUKOHABII, HAIPUKIIAL:

YIPaBIIIHHIO IEPCOHAILY;

KEepiBHHKaM BUKOHABUMX OPraHiB MiChKOi paju.

91. Hexonkperni ("mpuckoputu", "momimmutu", "akTuBizyBaTtH'", "3BEpPHYTH
yBary" Tomo) Ta HeKOHTpoibHI ("moBecTu 10 Bigoma", "o3HalOMHUTH" TOIIIO)
JIOPYYEHHS B PO3IMOPSKEHHAX (HaKa3ax) HE 3aCTOCOBYIOTHCS.

KponuneHuupKa micbKa paga
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92. Tlicns HaOpaHHS YMHHOCTI PO3MOPSKCHHSIM (HAaKa30M) BHECEHHS 3MiH J0
HBOTO, BU3HAHHSA MOr0 TaKWUM, IO BTPAaTUB YHWHHICTh, YU WOTO CKAacCyBaHHS
3MIMCHIOETHCS JIMIIE MUISIXOM BUJIAHHS HOBOTO PO3MOPSIKEHHS (HaKasy).

93. PosnopsipkeHHsa  (HaKa3), SKAM BHOCSTBHCS 3MiHH, OQGOPMIIOETHCS 3
ypaxyBaHHSAM TaKUX BUMOT:

1) 3aronoBok po3nopsKeHHs (Haka3y) mounHaeThes 13 ciiB "[Ipo BHeceHHS
3MIH JI0 pO3MOPS/KeHHs (Haka3zy)..." 13 3a3HAYEHHSAM JaTH, HOMEpa, HAa3BU BUIY
PO3MOPSAUOTO TOKYMEHTA, 0 SKOTO BHOCITHCS 3MiHU;

2) po3nops1ya YaCTUHA PO3MOPSIKEHHA (HaKa3y) MOYMHAETHCS 3 yHKTY:

"1. BHecTn 10 po3nOpsKEeHHs (Haka3y) ... Takl 3MIHU:" y pa3l BUKIIAJIEHHS
3MIH Y TE€KCT1 pO3NOPSIKEHHS (HaKa3zy);

"1. BHectn 10 poO3NOpsKEHHS (HAKa3y) ... 3MIHM, IO JOAAIOThCS." y pasi
BUKJIQJICHHS 3MiH Y BUTJISAI OKPEMOTO JIOKYMECHTA;

3) dbopMyNOIOTECS 3MIHM y BUIJISAAI NMYHKTIB Ta MIAMYHKTIB PO3MOPSIUOTO
XapakTepy, HaAMpUKIA/I;

"1. IlyHKT 2 BUKJIACTH B TaKlH pejakiii:...";

"2. ITyHKT 3 BUKITIOUNTH";

"1) abG3ar npyruii MyHKTY 4 JOTIOBHUTH CIIOBaMHU...";

"2) y miamyHkTi 2 myHKTY 7 cnoBa "y pa3i moTpeOu" 3aMiHUTH CJIOBOM
"BumaraeThca'.

94. YV pasi BuUmaHHSA PO3MOPSKCHHsS (HaKa3y) MpPO BHU3HAHHS TaKUM, IO
BTPATHUB YMHHICTh, 800 CKacyBaHHS 1HIIOTO PO3MOPSKEHHS (HaKazy) y po3nopsadii
YACTHHI 3a3HAYA€THCS MYHKT, KU MOBHUHEH MOYMHATHUCS 13 cliB "BHU3HAaTH TakuM,
10 BTPATUB YUHHICTh,..." a00 "CkacyBaTu ..." BIIMOBIAHO.

95. KonTposb 3a BHUKOHAHHSIM 3aBJaHb (JOPYyY€Hb), 3a3HAYCHUX Y
PO3MOPSIIPKEHHI, MTOKJIAAAETHCS HAa CIIYO0Y KOHTPOJIIO, @ TAKOXK HAa CEKpeTaps MiCbKO1
paau, 3aCTYMHUKIB MICbKOTO T'OJIOBH 3 MTUTaHb JIISJIbHOCTI BUKOHABYMX OPraHiB pajiy,
KEpyl4oro crnpaBaMM BHUKOHABUOTO KOMITETY MICBKOI paiu BIAMOBIAHO [0
o301y GyHKIIIOHAIBHUX TOBHOBAYKEHb.

96. PosmopsiokeHHst (Hakasw) 3 KaJpoBUX NMHUTaHb O(GOPMITIOIOTHCS y BUTIISII
IHAMBIAyaThbHUX 1 3BEICHUX pO3MOPAKCHb (Haka3iB). B  iHIUBIZyadbHUX
pPO3MOpPSIKEHHAX (Haka3ax) MICTHThCS iH(OpMaIis Mpo OJHOTO TpalliBHUKA
(criBpoOITHHKA), Y 3BEJIEHUX — MPO KITBKOX.

Jlo oaHOrO 3BEIEHOr0 PO3MNOPSKEHHA (HaKa3zy) HE MOXKE BKIIOYATHUCS
iH(dOopMaIris, sKa 3T1IHO 13 3aKOHO/IaBCTBOM Ma€ Pi3HI CTPOKU 30epiraHHsl.

VY 3BemeHHX PO3MOPSIHKEHHSIX (Haka3ax) Mpi3BUINA OCI0O y MexaxX ITyHKTIB
PO3MINTYIOTHCS 32 al(haBiTOM.

97. 3MiCT 1HAMBIIYAIBLHOTO PO3MNOPSKEHHS (HaKa3y) 3 KaJpOBHX IUTaHb
CTUCJIO BHKJIAQJA€THCS B 3aroJIOBKYy, KWW IMOYMHAETHCS 3 npuiiMeHHuka "lIpo" 1
CKJIQJIA€ThCS 3@ JOMOMOIOK  BIJUIIECTIBHOTO IMEHHHMKA, Hampukiaan: "IIpo
npusHayeHHs... ", "lIpo mpuitHATTA...". Y 3BeAeHHX pPO3NOPAIKEHHSAX (HaKa3ax)
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MOKE 3aCTOCOBYBATHUCS y3arajlbHeHUW 3arojioBok, Hampukiaa: "IIpo kaaposi
nutanHs", "[Ipo ocobGoBuii ckian".

98. Po3nopsiiua 4acTHHA PO3MOPS/KEHHS (Hakasy) 3 KaJApOBUX IHUTaHb
MOYMHAEThCA, SK TpaBWwiIo, 3 JlecioBa y dopmi iHQiHITUBY "[lpuitnaru",
"Ipuznauutn”, "llepeBectn", "3BimpbHUTH", "Bigpsauru", "Hamaru", "Oronocuru"
tomo. Jlami 3a3Ha4yaroThCSA TPI3BHINE, IM’S, MO OaTHKOBI IIpalliBHUKA, Ha SIKOTO
MOIIUAPIOETHCS i PO3MOPSKEHHS (HaKa3y), Ta TEKCT PO3MOPSIKEHHS (HaKasy).

99. V KOXHOMY MYHKTI PO3MOPS/KEHHS 3 KaJpOBUX MUTaHb 3a3HAYA€THCS
mijicTaBa s WOro BUAAHHS.

100. Ilix yac o3HAMOMJICHHS 3 PO3MOPSKCHHSM IpaIliBHUK IPOCTABISE Ha
PO3MOPSIKEHH] IMAMKUC 13 3a3HAYCHHSM JIaTH 03HAHOMIICHHS.

VY posnopsiKeHHI TIPO MpU3HaYeHHS a00 3BUIBHEHHS MpaIliBHUKA 3a3HAYA€THCS
MOBHA JaTta (Yucio, MIcsAlb, PiK) (aKTUYHOTO BUXOMIY TMpalliBHUKAa Ha pPOOOTY
(MpUMIUHEHHS TPYAOBUX BiTHOCHH).

101. CninbHEe po3MOpsKeHHS (HaKa3) YCTaHOB OJIHOTO PIiBHS O(GOPMITIOETHCS
Ha YUCTHUX apKyluax namnepy gopmary A4 (210 x 297 minimetpiB). epxauuii ['epod
VYkpaian mig gac oopmMIICHHS TaKMX Hakas3iB HE BIATBOpIOE€ThCs. HaliMeHyBaHHS
YCTaHOB PO3MILIYIOTHCS HA OJTHOMY DiBHI, a Ha3Ba BUIY JOKYMEHTA — MOCEpPEIUHI.
JlaTa cniabHOTO PO3MOpPSKEHHS (Hakazy) MOBMHHA OyTH €IMHOIO, BIAMOBIIATH JATI
OCTAaHHBOTO TMIJINUCY, a PEECTpAlIiHUA 1HAEKC JOKYyMEeHTa CKJIajatuca 3
PEECTPALIHUX 1HJIEKCIB, SIKI MPOCTABJISIOTHCS Yepe3 MPaBOOIYHY MOXHIY PUCKY B
MOCJIIIOBHOCTI MiANMUCaHHS Haka3dy KepiBHUKaMu ycTaHoB. Po3mnopsgya 4dacTtuHa
nourHaeTheA 13 cioBa "30bOB’A3VEMO" ("HAKA3YEMO"). Ilianucu KepiBHUKIB
YCTAaHOB PO3TAIIOBYIOTHCS HIDKYE TEKCTY HA OJHOMY PIBHI 1 CKPIIUIIOIOTHCS
repOOBUMM MeYaTKaMH LIMX YCTAHOB.

KinbkicTh OpUMIPHHUKIB  CHITBHUX  PO3MOPSKEHb  (HaKa3iB) TMOBHHHA
BIJIMMOBI1AATH KUJIBKOCTI YCTAHOB, IO 1X BUAAIOTh.

102. V pa3i konmu CHOUTbHUN HOPMATHBHO-TIPABOBHUM AaKT, SKUW MiJJISATAE
JIEp>KaBHIN peecTparlii, TpUUMaEeThCsi Cy0 €KTaMH HOPMOTBOPEHHS, SKi BUJAIOTH
Pi3HI BHIM PO3MOPSIIYMX JOKYMEHTIB, KUIBKICTh PO3MOPSAAUYUX JOKYMEHTIB Mae
BIJIOBIJATU KUIBKOCTI CYO’€KTIB HOPMOTBOPEHHS, MPU LOMY TakKl poO3MOpsayl
JOKYMEHTH TIOBMHHI MaTH OJHY JaTy, OJHAaKOBHH 3arojioBOK Ta OJHAKOBY
CTPYKTYpPHY OJMHHIIIO 1100 3aTBEPKEHHS CHIIHBHOTO HOPMAaTUBHO-TIPABOBOTO aKTa,
BHECEHHS JI0 HHOTO 3MiH Y BH3HAHHS TAKOTO aKTa TaKUM, 1[0 BTPATHB YHMHHICTS, a
TaKOX OJIHAKOBUU 3MICT HOPMATHBHO-TIPABOBOTO aKTa, SIKUH LUM PO3MOPITINM
JOKYMEHTOM 3aTBEP/KEHO.

103. Posmopsi/pkeHHST HYMEpPYIOTBCS Yy TOPSAKY iX BHIAHHA Y MekKax
KaJICHIAPHOTO  POKY; PO3MOPS/UKCHHsS (HaKa3W) 3  OCHOBHOI  JIiSUIBHOCTI,
aJIMIHICTPATUBHO-TOCTIOAAPCHKUX TMHUTaHb Ta 3 KaJIpPOBUX IMMHTaHb MAalTh OKpEMY
MOPSAJIKOBY HyMEpAIIilo.
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BukopucToByroThCs 10/1aTKOBI OYKBEHI1 1HJICKCH JIJII HyMepallii po3nopsiKeHb,
K1 B1T UG BIATIISAIOTHCS TOPU3OHTATBLHOIO PHUCKOIO.

104. Po3nopsixeHHs 10 MICBKIH pajil HyMEPYIOThCS Y MEKaxX CKIMKaHb MIChKO1
paau.

105. Komii po3nopskeHb 3acBIIUYIOTbCA YIPABIIHHAM JIJIOBOJCTBA Ta
OprasizaiiiiHoi poOOTHM YW YIpPABIIHHAM MEPCOHATY 1 HaNalOThCs BUKOHABLSMU
3alHTEPECOBAHMM yCTaHOBaM, MOCAJOBUM oco0am, TMpaiiBHUKaM. Y  pasi
HEOOX1THOCT1 HaJCWJIaHHS KOMIl PO3MOPSKEHHS YCTAaHOBI, SIKa HE € YYaCHUKOM
CUCTEMHM B3a€eMOJI1, T HAJACHIAETHCS KOIMisd y manepoBiit Gpopmi. ¥ TakoMmy BUIAAKY
CKJIIA€THCSl CIMHUCOK PO3CWIIKK (JIMIIE MIOJI0 TUX YCTAHOB, SIKUM HAJCHUJIAETHCA Y
naneposiil popMi), IO MIANUCYETHCS MPALIBHUKOM, IKHI OO CKIIaB.

IIporoxkomu

106. ¥V mnpotokonax ¢ikcyeTbcs 1HGOpMAIS TPO XiJ BEACHHS 3acCi/iaHb,
OPUMHATTS pIIIEHb KOMICISIMU, KOJETisIMU, AOpPaAYuMH OpraHamu, poOOYUMH
rpynamu  tomo. [IpoTokon ckiagaeThCcs Ha TIACTaBl  3amuciB, 3poOJIEHHUX
Oe3rocepeIHbO IiJl Yac 3acijaHb, MOJAaHUX TEKCTIB Ta Te3 JOMOBiJEH 1 BUCTYIIIB,
JTOBIJIOK, MMPOEKTIB PIllIEHb TOIIIO.

107. IIpoTokoiaum MOXYTh CKJIagaTHCS B TOBHIM abo crtuchid dopmi. Y
MIPOTOKOJIaX, CKIAJACHUX y CTUCIIN dopmi, (DIKCYIOTHCS JIUIIE MPUHHSATI pillIecHHS 0e3
X0y 0OTOBOpPEHHS MUTAHb.

108. IIpoTokosn opopMiItoeTbess Ha odiliifHOMY OJIaHKY KOJET1albHOTO OpTaHy
a0o Ha yucToMy apkyii manepy popmaty A4 (210 x 297 miniMeTpiB) 3 MO3A0BXKHIM
pO3TalTyBaHHSIM PEKBI3UTIB.

109. Jlatoro mpOTOKOJYy € Jara MPOBEJACHHs 3acilaHHs. SIKIo 3acigaHHS
TPUBAJIO KUIbKA AHIB, Yepe3 TUPE 3a3HAYAIOTHCS MEPIINA 1 OCTAaHHIN JCHb 3aCiTaHH.

110. Homep (iHaekc) mpOTOKOJIy MOBUHEH BIJIMOBIATH TMOPSIKOBOMY HOMEPY
3acimanfs. HyMmepallis mpoTOKOJIiB BEACTHCS B MEKaxX KaJeHIApPHOTO POKY OKPEMO 3a
KOXKHOIO TPYIMOI0 MPOTOKOJIB 3aciaHHs BIAMOBIAHOI KOMICIi, KOJerii, Aopaxdoro
oprany, poOo4oi rpynu TOIIO.

111. ¥V pekBi3uTi "Micue 3acijlaHHA" 3a3HAYA€THCA Ha3Ba HACEJIEHOrO IYHKTY, B
AKOMY B110yJ0CS 3aciAaHHS.

112. KopoTkmii 3MICT 10 TEKCTy HNPOTOKOJY IOBUHEH BIAOOpaXaTu BUA
3acijaHHa (Hapaga, 300pu, KoH(epeHIs Toue) abo KoJeriadbHOi AISIBHOCTI
(kowmicisi, paja, KoJierisi, TopaJluuil oprad, podoya rpymna TOIO) 1 BKJIIOYATH HA3BY
BUJTY IOKYMEHTA.

113. TekcT MpOTOKOIIY CKIAJAETHCS 3 BCTYIMHOI TA OCHOBHOI YaCTHH.
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114. V BcTynHI# 4acTHHI MPOTOKOJIY 3a3HAYAIOThCS MPI3BHUINA Ta BJacHE 1M'S
roJIOBU 200 TOJIOBYIOYOT0, CEKPETapsl, 3alPOIICHHX, a TAKOX MPUCYTHIX OCI0.

VY cmucKky MNpUCYTHIX 3a3Ha4daloThesl B ajidaBITHOMY TOPAJIKY CIIOYATKy
Npi3BHINA Ta BJIACHI IMEHA MPUCYTHIX TMOCTIMHMX WICHIB KOJET1aJIbHOTO OpraHy,
MOTIM — 3aMpOIICHUX OCI0 13 3a3HAYCHHIM T0CaJl Ta Y pa3i MoTpeOu HaiMEeHYyBaHHS
yCTaHOB. SIKIO KUTBKICTh MPUCYTHIX TepeBUIIye 15 ocib, 3a3HavaeThes iX 3aranapbHa
KUTBKICTh 3 TIOCWJIAHHSIM Ha CTHCOK, IO JTOJAAETHCS 10 TPOTOKOIY.

BerynHa yacTrHA BKITIOUYAE TOPSIIOK ACHHUN — MIEPENiK MUTaHb, 3alJTAHOBAHUX
JI0 PO3MJISiAy Ha 3aCiiaHHI, 110 PO3MIIIEHI Y MOPSJAKY X 3HAYYIIOCTI 13 3a3HAUYCHHSIM
JI0TIOB1/1aya 3 KOXKHOro nuTaHHA. [lopsaok AeHHUM Ja€ThCs HANMPHUKIHII BCTYIHOI
YaCTHHH.

CnoBa "llopsimok neHHUR" IPYKYIOTBCS BiJf MEXI JIIBOTO MOJS, MICHAS HUX
CTaBUTbCA JIBOKpamnka. KokHe NHUTaHHS HyMepyeThcsi apaOCbkuMu Ludpamu i
IpyKyeTbcsa 3 ab3aily. PopMyBaHHS MUTaHb Yy TOPSAIKY ACHHOMY IMOYHUHAETHCS 3
npuiimenauka "IIpo".

115. OcHoBHa dYacTHHa MPOTOKOJY CKJIAJA€ThCsl 3 PO3AUNB, 5Kl IMOBHUHHI
BIJIMOBIATH TyHKTaM TMOPSAKY JA€HHOro. Po3aiim HyMepyroThCs apaOChKUMHU
muppamu 1 OyayroTeess 3a Takor cxemor: CIIYXAJIUM - BUCTYIINIIU —
BUPIIINJIN (Y XBAJIWJIN, TIOCTAHOBWJIN).

3a3HavyeHi ciaoBa JPYKYIOThCS BENMMKUMU JiiTepamu. Ilicis CliB CTaBUTHCS
JBOKpAIIKa.

116. ITicnst cnoBa "CIIYXAJIN" 3a3Ha4a€eThCsi TEKCT BHCTYIy OCHOBHOTO
nonoBigaya. [Ipi3Builie Ta BiacHe IM'st KOXKHOTO JIOMOBIJIaya JAPYKYIOThCS 3 HOBOTO
psnaka. TekcT BUCTYITy BUKIJIAJAETHCS Yy TPETIH 0CO01 OJTHUHH.

117. Texctu ab0 Te3u AOIMOBIJII Ta BUCTYMIB, 0()OPMIIEHI SIK OKpPEM1 JOKYMEHTH,
0 TEKCTy IMpOTOKOJIY HE BKIOYaroThed. llicns BimomocTeil mpo jgomoBigaya
CTaBUThCA THUPE 1 3a3HAYAEThCA '"TEKCT JOMOBIAI (BUCTYINY) JOJAETHCS [0
MPOTOKOIY".

118. Iicas cnoa "BUCTYIINIIN" ¢ikcyroThCs BUCTYNH THX 0OCIO, 1O B3SUIH
y4acTb B OOTOBOpeHHi JomoBial. Bucrtymu oQopMioThcs y MNPOTOKOL 13
3a3HAYEHHSIM HallMEHYBaHHs T0Caj, MpI3BUINA Ta BIACHOTO IMEHI MPOMOBIIIB Yy
HAa3MBHOMY BIMIHKY, a TaKOX 3 BUKJIQJCHHSM 3MICTY NMHUTaHHSA Ta BIJAMOBIJICH Ha
HBOTO. 3MICT BUCTYIIIB BUKJIAJAETHCS BiJl TPETHOI 0OCOOU OHUHH.

119. Ilicns cnora "BUPIHIIMJIN" ("YXBAJIWIIA", "TIOCTAHOBWUJIA")
(bIKCY€ETHCS MPUUHATE PIICHHS 3 PO3TIISHYTOI'O MUTAHHS IMOPSAIKY JICHHOTO. PirmeHHs
NMOBUHHE OyTH KOHKPETHHMM 1 BKIIOYATH CKJIAJO0BI, IO BIJAMOBIAAIOTH Ha Taki
MUTAHHS: KOMY, 1110 3pOOUTH 1 B IKUH CTPOK.

PimenHs, mo MicTSTh KiJIbKa MUATaHb, MOIUISIOTH HA MyHKTH 1 MIAMYHKTH, SKi
HyMepyloTbcsl apaOcbkumu  1udpamu. IlignyHkTH HymepyroTbes mudpamu 3
JTYKKO¥O.
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120. V pa3i koau Ha 3acilaHHI MPUHUMAETHCS PIIIEHHS PO 3aTBEPKEHHS
JIOKyMEHTa, SKUH OOroBOpIOBABCS Ha 3acijaHHl, e JOKyMEHT JOAA€ThCS [0
IPOTOKOIY 1 B HHOMY pOOWUTHCS TIOCWJIAHHA HAa HOMEp 1 JaTy MPOTOKOIy. 3a
HAsSIBHOCTI 1HIIMX JIOKYMEHTIB, 1110 PO3TJISAIAIUCS HA 3aciJlaHHi Ta (hakT 0OrOBOPEHHS
SKUX 3a()IKCOBAHO y TEKCTI MPOTOKOIY, BOHH HYMEPYIOThCS apabChbKuMu IudpamMu
(domatox 1, Hoxatok 2). Y BiAMOBIAHUX MyHKTaX MPOTOKOJY POOUTHCS MOCHIIAHHS
Ha Il JOJATKH.

PexBizut "BigMiTka npo HasABHICTH JA0JATKIB" HAMPUKIHII TEKCTY MPOTOKOIY HE
3a3HAYAETHCS.

121. ITpoToKOMI MIANKCYETHCA FOJIOBYIOUMM Ha 3aC1JaHHI1 KOJIET1albHOTO OpraHy
Ta CEKpPETapeM.

122. IlanepoBi Korii MPOTOKOJIB ad0 BUTATH 3 HUX 3aCBIAUYIOTHCS MEYATKOIO
CJIy>kOM A1IOBOJICTBA 1 HAJICUIIAIOTBCS Y pa3l MOTpeOu 3alHTEPECOBAHUM YCTaHOBAM,
ocaJoBUM oco0aM, npaiiBHUKaM. CIIMCOK PO3CHIKH CKIIAJA€ 1 MIAMNCYE CEKpeTap.

Cuay:x00Bi JuCTH

123. Cnyx00Bi JUCTU CKIAAAIOTBCA 3 METOI0 OOMIHY I1HQOpMALIED MIiX
yCTaHOBaMH $IK BIJIMOBIJl Ha BUKOHAHHS 3aBJaHb, BU3HAYEHUX B aKTaX OpPraHiB
JIep>KaBHOI Bllaau, opraHiB Biagu ABToHOMHOI PecnyOmiku Kpum, nopydeHHsX
BUIIMX TIOCAJIOBUX OCI0, Ha 3aluTH, 3BEPHEHHS, a TAaKOX KOPECIOHICHIIIIO
BepxoBuoi Pagum VYkpainu, Ha BHKOHaHHS JOPYYE€Hb YCTaHOB BHIIOIO PIBHS, Ha
3aMUTH 1HIINX YCTAaHOB, 3BEPHEHHSI TPOMAJISH, 3allUTU HA 1H(GOPMAIIIIO, a TAKOXK 5K
1HIIIaTUBHI Ta CYNPOBiIHI JIMCTH.

124. 'V pa3i HagBHOCTI MiJCTaB, $KI BU3HAIOTHCSA OOTPYHTOBAHUMHU IS
CTBOPCHHSI YCTAaHOBOIO JIOKYMEHTIB Yy mamepoBiid Gopmi, CcoyKO00BUW JHCT
oopMITIOETbCA Y TanepoBiid Gpopmi Ha cHerialbHOMY ISl IUCTIB OJaHKy dopMmaTy
A4 (210 x 297 wmimimeTpiB). SKIIO TEKCT JIMCTa HE MEPEBULIYE CEMH PSIKIB,
BUKOPUCTOBYEThCS OnaHk popmaty AS (210 x 148 minimeTpiB).

125. JIuct Mae Takl peKBI3UTH: JlaTa, PEECTpALlliHUN 1HAEKC, MOCUJIAHHS Ha
JOKYMEHT, Ha SKUI JA€ThCS BIANOBIIb, aJpecaT, 3aroJIOBOK JO TEKCTY, TEKCT
(OCHOBHHUI PEKBI3HUT CIIy’KOOBOI'O JIUCTA) Ta 0COOMCTE 3BepTaHHA (y pasi moTpedu),
BIIMITKAa MpPO HasBHICTb J0AaTKiB (y pa3l norpedu), NIANUC, BIAMITKAa PO
BUKOHABLI.

126. Jlatoro nmcTa € jgara peecTparnii BUXITHOT KOPECHMOHAEHII y ciayx0i
JIIJIOBOJCTBA.

127. Sk npaBuio, y JIUCTI MOPYUIY€ETHCS OJHE MTUTAHHSI.

128. Teker nucTa BUKIAAAETHCS BiJl MEPIIOT 0COOM MHOXUHU 3 BUKOPHUCTAHHSIM
ciiB: "mpocuMO TOBIIOMHTH..." "po3’scHIOeMO, Mm0...", abo BiJ TPEeThOI 0COOH
OJIHMHHU — "MiHICTEpCTBO iHPOpMYE...", "yrpaBliHHS BBaXKae€ 3a JAOLLIbHE" .
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Skimo nHMCT CKIageHo Ha OJIaHKy MO0CaioBOi O0COOU, TEKCT BMKIANAETHCA BIJ
nepIoi ocoou oaHUHU — "mipomry...", "mponoxHyo...".

129. Cny00B1 JUCTH MAMUCYIOTHCS BIAMOBIAHO 10 [HCTPYKIIIi 3 I1IJTIOBOACTBA
MicbKoi pasu. ['epboBOIO MeUaTKO0 3aCBIIUYIOThHCS JIUIIE TaPAHTINHI JIUCTH.

130. Cnyx060Buii 1UCT y nanepoBiid ¢opmi Bi3ye aBTOp JOKYMEHTA, KEPIBHUK
BUKOHABYOTO OpraHy, B SIKOMy HOTO CTBOPEHO, Y pa3l MmoTpeOu (SKIIO B JIMCTI
MOPYIIYIOThCS BKJIWBI Ta TMPUHIMIIOBI TUTaHHS) KEPIBHUKUA 3aiHTEPECOBAHMUX
BUKOHABYMX OPraHiB, a TaKOX 3aCTYIMHHUK MICHKOTO TOJOBH 3 MUTaHb JiSIIBHOCTI
BUKOHABYMX OPTaHiB paju, SKUH KOOPAUHYE POOOTY BUKOHABUOTO OpPraHy, B SKOMY
CTBOPEHO BIJIMOBITHUMN JIHCT.

JIOKYMEHTH 0 3aCiIaHb KoJIeriaJLHUX OPraHiB

131. IliagrotoBka Ta oOQoOpMIEHHS IJOKYMEHTIB 0 3aciaHb KOJIETIaJbHUX
OpraHiB 3/IMCHIOIOTHCS 3 METOI OpraHi3aliifHOro 3a0e3MeueHHs BIJMOBIIHOTO
oprasy.

132. 3acimaHHs KoOJerialbHUX OpraHiB MPOBOJSATHCS  BIAMOBIAHO O
3aTBEPIXKEHUX IUIaHIB X poOOTH Ta y pa3i MoTpeou.

VY mnaHi poOOTH KOJETiabHOTO OpraHy 3a3HA4ar0ThCsl MUTAHHS, 110 MOBUHHI
pO3IIIAIaTucA, AaTa po3riisiay, Mpi3BUILE, BiacHe 1M'sl TOTOBiAadya Ta HaMEHYBaHHS
BUKOHABYOI'O OpraHy, AKUH TOTy€e JOKYMEHTH ISl PO3TJISAY MUTAaHHS KOJET1allbHUM
OpraHoM.

[TpoekT maHy poOOTH KOJET1aJIbHOTO OpraHy CKJIAJa€eThCsl CEKpETapeM IhOTro
opraHy 3 ypaxyBaHHSIM IIPOIO3UIIIi BAKOHABYUX OPTaHIB.

KepiBHUKM BHKOHABYMX OPTaHiB MOJAIOTh I BKIIOYEHHS JO TUIAHY POOOTH
KOJICTIAJIbHOTO OpraHy TMepeiKk TMWUTaHb, sIKI BOHU BBAXKAIOTh 3a HEOOXITHE
PO3TISHYTH Ha #oro 3aciganHi. J{o mepeniky J0Ja€eThesl TOBiAKA 3 OOIPYHTYBAHHSIM
MiCTaB JIsl BHECEHHS MUTAaHHS HA PO3TIIS KOJET1albHOTO OpraHy.

3aTBep/KEHUN KOJIeriaJbHUM OPraHOM IUIaH poOOTH JOBOAMUTHCSA 10 Bigoma
YIECHIB KOJIETIAJBHOTO OpraHy 1 KEpIBHHMKIB BHKOHABYMX oOpraHiB. JloJaTKOBi
NUTaHHS 70 3aTBEPIXKEHOTO IUIaHy POOOTH KOJIETIaJbHOTO OpraHy MOXYTb OyTH
BKJIFOUEHI 3a pilieHHsIM Horo ronoBu. Cekperap KojeriaJbHOro oprany iHdopmye
BCIX YJICHIB KOJIET1aJbHOT'O OpraHy Ta BIJMOBIJAJbHUX BHUKOHABIIIB MPO BHECEHI [0
TJIaHy 3MiHH.

133. JIOKyMEHTH 3 MUTaHb, U0 BHOCSATHCA Ha PO3IJIAJl KOJIETIaJbHOTO OpraHy,
MOBUHHI TI0JIaBaTHCS HE IM3HINIE HDK 3a II'STh JHIB J0 3aciiaHHsA, a y pasi
IIPOBEJICHHS 1103a4e€pProBOTO 3aCiIaHHS — HE MI3HIIIe HDK 32 OJWH JICHb. 3a3HA4YeHI
JIOKYMEHTH MICTSTh:

1) momoBigHY 3amHUCKy, aapecoBaHy KojeriabHOMY oprany (y pasi moTpedu), B
SIK1/ TPYHTOBHO BUKJIQJICHI TUTAHHS 3 BUCHOBKAMH 1 IIPOTIO3UITISIMU;

2) TpPOEKT pIMIEHHS KOJETIalbHOIO OpraHy, 3aBI30BaHMM KEpIBHUKAMM
3alHTEPECOBAHUX BUKOHABUMX OpraHiB, Ta JOKYMEHTH JO0 HbOro (aHaJITH4YHI
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JOBIJIKHM, TaOJIMIII, AlarpaMH TOIIO), 3aBi30BaH1 iX KepIBHUKAMH, a y pasi moTpedu —
IIPOEKT PO3MOPSKCHHS (HAKa3y);

4) apKyII MOTO/PKEHHS MPOEKTY PIMICHHS 13 3alHTEPECOBAHMMH BHKOHABUMMH
opraHamu Ta y pasi noTpeOu 1HITUMHU yCTaHOBAMHU;

5) ciucok ocib, AKi 3aMpoIIyIOThCs Ha 3aCiJaHHS KOJIET1aIbHOTO OpraHy;

6) 1HIII JOKYMEHTH, HEOOXI1IH1 AJIsl PO3TJISIAY MUTAHb.

134. JlTokyMeHTH, TIATOTOBJICHI 7Sl PO3TIISAY KOJIETialbHUM OPraHOM, a TaKOX
OJIMH MPUMIPHUK 1X KOIi, 30epiraloThCsl y ceKpeTaps KOoJeriaJbHOro opray.

135. ¥V pa3i mpoBeneHHs1 3aKpUTOTO 3acilaHHs KOJIETialbHOTO Oprany abo
3aKPUTOTO OOTOBOPEHHS OKPEMHX MUTaHb MIATOTOBKA JIOKYMEHTIB 3 BIAMOBITHUX
NUTaHb 31MCHIOETHCA 3 JOTPUMAHHAM NOPAJIKY pOOOTH 3 JOKYMEHTAMH, 1110 MICTATh
1H(pOopMaIio 3 0OMEKEHUM AOCTYIIOM.

136. 3a miATOTOBKY JOKYMEHTIB JJisi TMPOBEICHHS 3aciiaHb KOJIEriaJbHOIO
OpraHy BINOBiIal0Th KEPIBHUKM BUKOHABUYMX OpPTraHiB.

137. CexpeTap KOJIETIQJIBHOTO OpraHy 3J1ACHIOE KOHTPOJIb 32 CBOE€YACHUM
MOJIaHHSIM JIOKYMEHTIB Ha PO3IJISLJ Ta NMEPEBIpsi€ iX HA HASABHICTh Y MOBHOMY 00Cs31
Ta MPaBWIBbHICTh 0()OPMIICHHS.

138. JIoOKyMeHTH, MOJIaH1 3 MOPYIIEHHAM YCTAHOBJIEHOTO MOPSAKY 1 CTPOKIB, 10
PO3IIISly HE IPUNMAIOTHCA.

139. Pegynbratt  3aciilaHHs ~ KOJIET1aIbHOTO  OpraHy  o(OpMIIIOIOTHCS
IIPOTOKOJIOM 3T1/IHO 3 BUMOTaMH, 3a3HaueHUMH y myHKTax 106-122 1iei [HeTpykiii.

140. Butsru 3 mpoTOKOJIIB 3aCBIAYYIOTHCS IMEYATKOIO CITY>KOH JIIJIOBOJICTBA.

JIoKyMeHTH PO ¢JIY:K00Bi BiAPSIKEHHS

141. HanpaBieHHst y BIAPSIDKEHHS KEPIBHUKIB Ta MPAI[iBHUKIB BUKOHABYUX
OpraHiB MICbKOT paju, amapary MIChKOI paad Ta BHKOHABYOTO KOMITETY
3MIACHIOETBCS 3@ PO3MOPSKEHHSM MICBKOTO TOJOBH (HaKa3oM KepiBHUKA
BUKOHABYOI'O OpraHy 31 CTaTyCOM IOPUINYHOI OCOOH).

142. TliactaBoro uisi TIATOTOBKU TPOEKTY PO3MOPSHKCHHS (HaKa3zy) IMpo
BIJIpS/DKCHHST € 3allpoIleHHs CTOPOHM, IO MpUKMAE, OpraHizaTopa 3axoay ado
JIOTIOB1/IHA 3alMCKa KEpIBHMKAa BUKOHABYOI'O OPraHy MICBKOI pajH, MOTO/PKEHa B
YCTaHOBJICHOMY MOPSJIKY, sIKI HAJAIOTHCSL B YIIPaBIiHHS MepcoHay (abo crhemianicty
3 KaJpOBUX NUTaHb BIANOBIAHOTO BHUKOHABYOIO OpraHy 3a HAasBHOCTI CTaTyCy
IOpUJIMYHOI OCOOM) HE Mi3Hilme AK 3a 5 poOoYux [HIB JI0 BIAPSKEHHS IS
H1rOTOBKH BIATOBIAHOTO MPOEKTY PO3MOPSIKEHHS (HaKa3y).

143. 'V po3nopsxeHH1 (Hakasi) Ipo BIAPSIKEHHS 3a3HAYAIOThCA METa BUI3Y,
NYHKT TPU3HAYEHHSA (HAa3Ba HACEJIEHOTO MYHKTY, HaMEHYBaHHS MIAIPUEMCTBA,

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
5

i

Ne76 sia 02.07.202.




28

ycTaHOBH a0o0 opraizaiii, KyJIu BIIPSAJDKAETbCS TNpPAIliBHUK), JaTa BHOYTTA Yy
BIJIPSJKEHHS Ta 1aTa MPUOYTTS 3 BIAPSATKEHHS.

144. Tlicns moBepHEHHS 3 BUIPSJPKCHHS TNPAIliBHUK JOTOBITAE KEPIBHUKY
BIJIMOBITHOTO OPraHy MIChKOI pajgy MpO PE3yIbTaTH BIIPSHKEHHS Ta MPOTATOM
3 0aHKIBCBKHMX JHIB TOJA€ aBAaHCOBHM 3BIT 3a BCTAaHOBJIICHOIO (OPMOIO y BT
OyxrantepchbKoro oOJiKy Michbkoi paau (abo OyXranarepchkid ciryx01 BIATOBIIHOTO
BUKOHABYOT'O OpPraHy 31 CTaTyCOM IOPUIUYHOI OCOOM) ISl BIAIIKOTYBAaHHS BUTpAT,
OB’ 3aHUX 3 MepeOyBaHHAM Y BIAPSAHKEHHI. Y pa3l BIAPSIKEHHS 3 METOIO y4acTi y
HAaBYaHHI MpAaliBHUK MOJA€ B YNPABIIHHI MEPCOHANTY MIATBEPAHUI JTOKYMEHT IpO
M1JBUIICHHS KBaTi(iKarii.

I11. Opranizaniss JOKYMEHT000Iry Ta BUKOHAHHSA JOKYMEHTIB

Bumoru moxo paunionaJizauii J0KyMeHTOO00Iry

145. JlokyMeHTH, CTBOPEHI y narnepoBii (hopmi, IPOXOIATh 1 ONPAIlbOBYIOTHCS B
MICBKIM paJl Ha €IUHUX OpraHi3aliifHUX Ta MPaBOBUX 3acajax oOpraHizaiii
JOKYMEHTOOOITY 13 IOKYMEHTaMHU, CTBOPEHUMHU B €JIEKTPOHHIN (POpMi, BU3HAYEHUX
[HCcTpyKIi€ro 3  AUTOBOACTBA. Y  pa3l HAsABHOCTI MIACTaB, SIKI BHU3HAIOTHCS
OOTPYHTOBAHMMHU JIJII CTBOPEHHS MICBKOIO PaJIOl0 JOKYMEHTIB Yy mamnepoBii ¢hopmi,
3aCTOCOBYIOTBHCSI 3aCaJid OpraHizailii JOKyMEeHTO000ITy, BU3HauYeH1 i€ [HCTpyKITi€ero.

146. EdbexTuBHa opraHizailis TOKyMEHTOOOITY rnependayac:

1) mpoXoKEeHHsI TOKYMEHTIB B MICBKIH pajil HANKOPOTIIUM HIJISTXOM;

2) CKOpPOUYEHHS KUIBKOCTI 1HCTaHIII MPOXOJKEHHS JOKYMEHTIB (30Kpema, Mij
4ac MOT0/IXKEHHS);

3) yHUKHEHHS TyOJIeTHUX OTeparlii mijg 9ac poOoTH 3 JOKyMEHTaMU;

4) mentpanizamito (3MIMCHEHHS OJHOTUITHUX OTMEpaIiii 3 TOKyMEHTaMU B
OJTHOMY MICII1);

5) YCYHEHHsI py4YHHX PYTUHHHUX OIEpaliii, IKl MO’KHa aBTOMAaTU3yBaTH.

IIpuiimaHHs Ta NePBUHHE ONPALIOBAHHSA JOKYMEHTIB,
10 HAAXOAATH A0 MICHKOI paau

147. JloctaBka JOKYMEHTIB /0 MICBKOI pajd 3A1MCHIOETBCS YEpPE3 CHUCTEMY
B3a€EMOJIIl, @ TAKOXX MOXE€ 3/1MCHIOBATUCS 3 BUKOPUCTAHHSIM 3aCO0IB MOIITOBOTO
3B’SI3KY, Kyp €PChKOIO Ta (eib/l’€repChKOI0 CIIykKOO0K0.

[Tomroro Ta 4epe3 Kyp’€pCbKy  CIy»KOy  JOCTaBISIETbCS  MHUCbMOBA
KOPECIIOHJIEHIIISl y pa3l HAasBHOCTI MiACTaB, Kl BU3HAIOTHCS OOTPYHTOBAHMMU JIS
CTBOPEHHS MICBKOIO PaJol0 JOKYMEHTIB y TarepoBiii ¢opmi, IMOIITOBI KapTKH,
Oanzepodi, ApiOHI MaKeTH, a TAKOXK MEPIoIUYHI APYKOBAHI BUAAHHS.

®enb1’ €repChKOI0 CITY K000 TOCTABISETHCS CIEIliaTbHa KOPECTIOHIEHITIA.

148.  VYci goKyMeHTH, MO0 HAAXOASITh 10 MICBKOT paau, MPUHAMAIOThCS
IIEHTPAII30BaHO CITY>KO0010 JA1IIOBOJICTBA.
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[Topsiiok pO3KPUTTS KOHBEPTIB BUBHAYAETHCS 11€10 [HCTPYKINIEIO 3 IIJIOBOICTBA.

BxigHa KopecHnoHJeHINs PO3KPHBAETHCS TPAIlIBHUKOM BIJIILIY JiJIOBOJICTBA
YIOpaBJIiHHS JIJIOBOJICTBA Ta OpradizamiiHoi po6otu. Ilpu npoMmy mepeBipseTbes
BIJIMOBIHICTD 1X peecTpaIliiHuX 1HJEKCIB 3a3HAYCHUM Ha KOHBEPTI (TTaKOBaHHI) Ta y
CYNPOBITHOMY JIUCTI.

Hanicnani He 3a aapecor TOKyMEHTH 3 TPU(OM MOBEPTAIOTHCS BIIIPABHUKOBI
0e3 iX po3risiay.

VY ciyx01 AUIOBOJICTBA PO3KPUBAIOTHCA BCi KOHBEPTH, KPIM THUX, IO MalOTh
Hanuc "ocobucTo". Y TakoMy BHUMAJAKy PEECTpAIliMHUM 1HAEKC Ta JaTa peecTparlii
HAHOCSTHLCS HAa KOHBEPT.

PexomeHoBaHa, cremiajibHa Ta KOPECHOHACHIlS 3 OTOJOMICHOK IIHHICTIO
IpUIMaETHCS Mi PO3MUCKY B KypHAJIl, peecTpl a00 MOBIIOMIICHH] PO BPYUYEHHS.

149.YV pa3i HagXO/DKEHHS KOpECHOHJEHIT 3 BiaMiTKo "TepmiHOBO"
(bIKCy€eThCS HE JIUIIE JaTa, a 1 TOJWHU Ta XBUJIMHH JTOCTABKH.

Y pasi BIACYTHOCTI CHUCTEMH €JICKTPOHHOTO JIJOBOJICTBA JOKYMEHTH, IO
HATIAILIN Yepe3 CHCTEMY B3a€EMOJIIi, JPYKYIOTBCS Ta OGOPMIIIOIOTHCS CIYKO0H0
JIJIOBOJICTBA SIK TAllepoBa KOSl €JIEKTPOHHOTO OpUTIHANTY, 3aCBilYEHA MEYATKOIO
CITy>kOH JIIJTOBOJCTBA.

150. KonBepTu 30epiraroThCs 1 10AAIOTHCSA 10 JOKYMEHTIB y pasi, KOJIM JIUIIE 32
KOHBEPTOM MOXHa BCTAaHOBUTH aJpecy BIANpPaBHUKA, Yac BIJNpPaBICHHSI Ta
OJIep’KaHHs TOKyMEHTa ab0 Yy KOHBEPTI BICYTHI OKpEMi JOKYMEHTH YH BCTAHOBJICHO
HEBIJMOBIIHICTh HOMEPIB TIOKYMEHTIB HOMEpaM, 3a3Ha4YCHUM Ha KOHBEPTI, a TaKOX
aJpecHi SIPIUKA PEKOMEHJOBAHUX KOHBEPTIB 1 MMAKETIB.

VY pa3i BIACYTHOCTI 10AATKIB, 3a3HAYEHUX Y JOKYMEHTI, 200 OKpEMUX apKyIIiB,
a TaKOX 3a HasBHOCTI MOMUJIOK B O(DOPMIIEHH] JOKYMEHTA, 1110 YHEMOKIIUBIIIOE MOTr0
BUKOHAHHS (BIACYTHICTh MIJIUCY, BIIOUTKA MEYaTKH, TpUdy 3aTBEPIHKEHHS TOIIO),
JOKYMEHT HE PEECTPYETHCS 1 MOBEPTAETHCS BiAMPABHUKOBI 13 3a3HAYCHHAM MPUINHH
IIOBEpHEHHS a00 1OMy MOBIJIOMJIIETHCS PO MOBEPHEHHS TIOKYMEHTA TEIEPOHOM.

VY pa3i NomKkoKeHHS KOHBEpTa pOOUTHCS BIAMOBIAHA BIAMITKA Y MOIITOBOMY
peectpi.

Y pa3i BIICYTHOCTI, HEIUIICHOCTI BKJAJ€Hb BHACIIJOK ITOIIKOJKCHHS
KOHBEpTa, YMAKyBaHHS, IO NPU3BEIO JI0 HEMOXJIUBOCTI MPOYUTAHHA TEKCTY
JOKYMEHTa, CKJIaJaeThCs aKT 3a (QopMOIO 3rigHO 3 JojaTkoM 13y nBox
NPUMIPHUKAX, OUH 3 SKUX HAJCUJIA€TbCA KOPECTIOHICHTY, a 1HIIUN 30epiraeThCs y
CITy01 TUTOBOCTBA.

151. JIoKyMEHT NOBEpPTAETHCS BIAMPABHUKOBI 0€3 pO3risay y pasi Horo
HAJXOKCHHSI HE 3a aJpecor0, HAJIXOJDKEHHS NManepoBOro MPUMIPHUKA JOKYMEHTA,
AKUM BXK€ HAIIMIIOB Yy €JNeKTPOHHIN ¢opmi uepe3 cucTeMy B3aemonii, abdo
HAJXO/KEHHSI JIOKyMEHTa y ManepoBid ¢opmi 0e3 HasBHUX HA Te IMIJICTaB, SKi
BU3HAIOTHCS OOIPYHTOBAHMMM JJIi CTBOPEHHS YCTAHOBOIO JIOKYMEHTIB y MamnepoBiii

dbopmi.
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152. 'V pa3i oxaepxkaHHs (HaKCUMUIBHOTO TIIOBIJIOMJICHHS JIOKYMEHT HeE
PEECTPYETHCH.

IonepenHiii po3rJsig J0KYMEHTIB

153. Bei BXigHI AOKYMEHTH MIJIATAIOTh MOMEPEAHBOMY PO3TISIY B CIYyXO1
JIIJIOBOJCTBA.

154. I1ig yac monepeHLOTO PO3TJISTY BU3HAYAETHCS:

YU Ma€ JOKYMEHT OyTH JOMYIIECHHUH 10 peecTpartii;

9l TOoTpedy€e pO3TIsAy KEpIBHUIITBOM MICBKOI paau abo mepemayl Micis
peecTpallii 10 BHKOHABYOrO OpraHy a00 BHKOHABYMX OpraHiB BIAMOBIAHO 0
(GYHKIIOHATHFHOTO  PO3MOJAUTY TOBHOBAKEHb (O0OB'SI3KIB) MIK BUKOHABUYUMU
OpraHaM# MiCBbKOI pajiu;

Y{ HAJICKHUTH JI0 JOKYMEHTIB TEPMIHOBOT'O PO3TIISIAY (OMpaIfOBaHHS).

155. Ha craaii monepeIHboro po3risiy 3A1HMCHIOETHCS B1IOIP JOKYMEHTIB, IO
HE TUIATaloTh peecTpallii ciayx0010 IITOBOACTBA, a TAKOXK TAKUX, IO TIEPEAAIOTHCS
JUISL CIIeHIaJIbBHOTO 00J1IKy BUKOHABYMM OpraHaM, IO BU3HAYEHO y JIOJATKY 4.

PeecTpanisn 1okyMeHTIiB

156. Peectpartis HOKYMEHTIB BCIX KaTeropiidi TOJSATaE y CTBOPEHHI 3amucy
OOJKOBHX JaHUX MPO JOKYMEHT Ta O(OPMIICHHS PEeECTpaIliiiHO-MOHITOPUHTOBOI
KapTKU B €JEKTPOHHIHN (OpMi y CHCTEMI €IEKTPOHHOTO AIJIOBOJCTBA 13 3a3HAUYECHHSIM
O0OB'I3KOBHX PEKBI3HUTIB, 3a JOMOMOTOI SKHUX (IKCyeTbcs (PAKT CTBOpEHHS,
BianpaBieHHs a00 ojepXKaHHS JOKYMEHTa IUIIXOM TMPOCTABISHHA Ha HBOMY
peecTpalifHOro  1HJAEKCY 3  MOJAJbIIMM  BHECEHHSM JI0  peecTpalliitHo-
MOHITOPUHIOBOI KapTKU HEOOX1THUX B1JIOMOCTEM.

Y pa3si morpebu mepenmik  O0OOB’S3KOBHX  PEKBI3UTIB  peeCTpaliiHO-
MOHITOPUHI'OBOI KAPTKU MOKE€ OYTH TOIIOBHEHUH.

Peectpaniis 1OKyMEHTIB NpPOBOAMTHCA 3 METOI 3a0e3NedyeHHs iX OOJIIKY,
MOHITOPUHTY CTaHy BHMKOHAHHS 1 OIEPAaTUBHOTO BHUKOPUCTaHHS HAasBHOI B
JOKyMeHTax iH(opmMarrii.

157. Peecrtpamiss JOKYMEHTIB TPOBOJAMTHCS IIEHTPATI30BAHO  CIIYXO000
TIIJIOBOJICTBA.

BukonaBui opraHu MICBKOi paji pPEECTPYIOTh CTBOPEHI HHMH JIOTMOBIIHI,
CITy>K0O0BI 3aIMCKH, JIUCTH 32 MiMUCOM KePIBHUKIB BHKOHABYMX OPTaHiB.

Peectpariis axkTiB opraHiB Jep>KaBHOI BIaJW Ta JOPYYEHb BHIIUX MOCATOBHX
oci0, 3amuTiB, 3BEpPHEHb, a TaKOX KopecnoHaeHIli BepxoBHoi Pamu VYkpainw,
Anminictpauii [Ipe3unenra Ykpainu, Kabinery MinicTpiB Ykpainu, TOKyMEHTIB, 110
HaJIMIUIM HAa PO3IJSL] MICHKOTO TOJIOBU Ta MOro0 3aCTYNHHUKIB, PO3NOPAIUUX
JOKYMEHTIB, JIMCTIB 3a MiJMICOM MiCHKOTO TOJIOBH Ta MOTO 3aCTYMHHKIB, TPOTOKOJIIB
1 pillleHb KOJETiaIbHUX OpraHiB MPOBOJUTHCS  IEHTPATi30BaHO CIIyk0010
JIJIOBOJCTBA.

K OI'II/IBHMleKa MicbKa pa,qa

I
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[HI11 TOKYMEHTH, 110 CTOCYIOThCS HANpsIMIB AISJIBHOCTI BUKOHABYMX OpraHiB
MICBKOT1 pajii, peeCTPYIOThCSl Y BUKOHABYMX OpPraHax MIChKOi paju, 30Kpema:

B YIPABJIIHHI anapaty MIiCbKOi pall PEECTPYIOTHCS:

1) pimennass KponuBHUIIEKOT MiCHKOT pajiu;

2) pO3MOPSAKEHHS MICHKOTO TOJIOBH 3 OCHOBHOI JiSTTbHOCTI MICBKOI pajiu;

B YIPABJIIHHI JITOBOJICTBA T4 OPraHi3aIliiHOT pOOOTH PEECTPYIOTHCS:

pimenns BukonaBuoro komitety KponuBHHUIIBKOT MICBKOT pajiu;

PO3MOPSIKEHHS MICHKOTO TOJIOBH:

3 OCHOBHOI JIISITIHOCTI,

3 aJIMIHICTPATUBHO-TOCIIOIAPCHKUX MTUTAHB;

B VIIPaBJIiHHI IEPCOHATY PEECTPYIOThHCS:

PO3MOPSKEHHS MiCHKOTO TOJIOBH:

3 0c000BOTO CKIIANy;

PO BIAMYCTKH, BIAPSKEHHS, CTSITHEHHSI TOLIO;

158. JIokyMEHTH pEECTPYIOTHCS JIMIIE OJWH Pa3: BXiJIHI — y ACHb HAJAXOIKCHHS,
CTBOPIOBaHI — Yy JICHb MiAIMHUCaHHS 200 3aTBEPIKEHHS.

159. ¥V pasi nepenaui 3apeecTpoOBaHOTO JTOKYMEHTa 3 OJHOTO BHUKOHABYOIO
opray 10 1HIIIOTO HOBUW PEECTPALIIMHUM 1HIEKC Ha JIOKYMEHTI HE MTPOCTaBIISE€THCS.

160. JIokyMEHTH pEeCTPYIOThCS 3a TPyMaMu 3aJI€KHO BiJ] HA3BU BUJY, aBTOpa 1
3MICTY JTOKyMeHTIB. Hampukiaza, okpeMo peecTpyroThCs:

aKTW OpPTaHiB JepKaBHOI BJIaJI, OpTraHiB Biaau ABTOHOMHOI Pecry6miku Kpum
Ta JOPYYCHHSI BUIUX MMOCATOBUX 0Ci0, 3aIMUTH, 3BEPHEHHS, 4 TAKOXK KOPECIIOH ICHITIS
BepxoBHoi Paau Ykpainu, 1o Hagiima 10 MiCbKO1 paju;

pO3MOPsSHKEHHS (HaKa3W) 3 OCHOBHUX MUTaHb JISUIbHOCTI;

po3nopsAKEHHs (HaKa3u) 3 aJMIHICTPAaTUBHO-TOCTIOAAPCHKUX UTaHb;

pO3MOpsAKEHHS (HaKa3u) 3 KaJpOoBUX MHUTaHb (BIAMOBIAHO 10 iX BHUJIB Ta
CTpPOKIiB 30€epiranss);

aKTH peBi3iil (PIHAHCOBO-TOCIIOAAPCHKOI MISITBHOCTI;

OyXranaTepchKi IOKYMEHTH;

3asBKHM Ha MaTeplajJbHO-TEXHIYHE TTOCTaYaHHs;

CITy>k00B1 JINCTH;

3BEPHEHHS TPOMA/JISIH;

3aMUTH Ha 1H(POPMAIIIFO.

161. Peectpariiss mOKyMeHTa 3/IACHIOETHCS 3 BHUKOPHUCTAHHSIM CHCTEMH
€JICKTPOHHOTO J1JIOBOJICTBA MICHKOT panu (Homatku 5 1 6) abo y pasi i1 BIACYTHOCTI
[EHTPATI30BaHO 13 3aCTOCYBaHHSAM BeOMOpTany BIAMOBIAHO 10 [HCTpyKuii
ninoBojcTBa. XKypHanibHa (marnepoBa) abo KapTKoBa (popMa peecTparlii AOMyCKAE€ThCS
y pa3l HEMOKJIMBOCTI BECTH €JIEKTPOHHY PEECTPALIIIO Ta JIMILIE B YMOBax Ta MPOTATOM
CTPOKY BOEHHOT'O UM HaJ3BMYAHOIO CTaHy Ha TEPUTOPIi, A€ pO3TAILIOBaHA yCTAaHOBA,
Ta TPOTATOM IIECTH MICAIIB TIC/IA CKaCyBaHHS BOEHHOTO YW HAJA3BUYANHOTO CTaHY
Ha BIAMOBIAHINA TEPUTOPII.

K OI'II/IBHMleKa MicbKa pa,qa
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162. V pasi 3acTOCyBaHHSI CUCTEMH E€JIEKTPOHHOI'O AIIOBOJICTBA MICHKOI paiu
bopMy€eThCSl €MHA IIEHTpalli3oBaHa 0a3a peecTpalliiHUX JaHUX MICBKOI pajid, M0
3a0e3mnedye mpaliBHUKIB iH()OPMAIIIEIO PO BC1 JOKYMEHTH Ta X MICIIE3HAXO/PKCHHS.

Opranizanis nepegayi JOKyMeHTIB Ta iX BUKOHAHHA

163. Jlns 3abe3meyeHHS CBOEYACHOTO BHKOHAHHS JOKYMEHTIB Ciyk0a
JIOBOJICTBAa po3po0isie rpadiku mepenadi KOPECMOHACHINT KepIBHUIITBY MICHKOI
paay 1 BUKOHABYUM OpraHaM.

164. 3apeecTpoBaHi JOKYMEHTH MEPEAAIOTHCSA HA PO3IIIST KEPIBHUIITBA MICHKOI
paay B IeHb iX HAJIXOKEHHS a00 HACTYIMHOTO poO0YOro AHS y pasi iX HAIXOHKCHHS
micias 17 romuHM. AKTH OpraHiB Jep>KaBHOI BJaJW, OpPTaHiB BiIaau ABTOHOMHOI
PecnyOniku Kpum, nopydeHHss BUIIUMX T[OCAJOBUX OCIO, 3amuTH 1 3BEPHEHHS
HapOJHUX JEMyTaTiB, a TakoK KopecnoHaeHIiss BepxoBHoi Pagu VYkpainu, Odicy
[Ipesunenta VYkpainu, Kabinety MiHicTpiB VYKpaiHu, KOPECHOHIEHLIS, IO
HAJXOIUTh BiJ] YCTAHOB BHIIIOTO PiBHS, IEPEIAFOTHCS HA PO3TIISA HEBIIKIAIHO.

165. JlokyMeHTH, PO3TJsSHYTI KEPIBHUITBOM MICBKOI pajy, MOBEPTAIOTHCS 3
BIJIMOBIAHOIO PE3OJIIOIIEIO CITY k01 A1JIOBOJICTBA, sIKa 3/IIMCHIOE Mepeiauy JOKYMEHTIB
Ha BUKOHAHHS.

166. JlokyMEHT, BHUKOHABI[IMH $IKOTO € KUIbKa BHMKOHaBYMX OpraHiB,
NepeaeTbcsl BUKOHABIIM OJIHOYACHO Y BUIVISIL KOMIM 3 TEpenayero OpUriHaity
TOJIOBHOMY BHKOHABIIIO0, BU3HAYEHOMY B PE30JIIOIIT MEPIIHM.

167. ®akt mnepenadi JOKYMEHTIB BHUKOHABISIM (DIKCYETHCS  IUIIXOM
MIPOCTABJISIHHS BIJIMOBIAHOI BIJMITKA B PEECTPAIIHHO-MOHITOPUHTOBINH KapTIi 13
3a3HayeHHsAM 1HQoOpMaIlli Mpo BUKOHABIIB, SKUM TEPElIaHO MaNepOBHIl OpUTIHAT
JOKYMEHTa Ta HOT0 KOIIii.

168. Ilepemaua mokymMeHTa 3 OJHOTO BHKOHABYOTO OpTraHy /O IHIIOTO B
000B’SI3KOBOMY TOPSJIKY 3IHCHIOETBCS 4epe3 CIykO0y ITOBOJCTBA, SIKa POOWTH
BIANOBIIHY BIAMITKY B pEeCTpaliiiHO-MOHITOPUHIOBIM KaptTui. JloKymeHTH,
BUKOHAHHS SKUX TepeOdyBae Ha KOHTPOJI, MEPEAlOThCs A0 IHIIUX BUKOHABUUX
oprasiB a0o 1HIIUM BUKOHABLSAM TUIBKH 3 TOBIJOMIIEHHSM IIPO 1€ CITy>K01 KOHTPOmo.

169. Ilepenaua TOKYMEHTIB y M€Kax BUKOHABYOIO OpraHy 3/A1MCHIOETHCS Yepes
0co0y, BIAMOBIIAJIbHY 32 AUIOBOJCTBO Y BUKOHABYOMY OpraHi (CekpeTaps).

170. BignoBiganbHICTh 32 BUKOHAHHS JAOKYMEHTAa HECYTh OCOOH, 3a3HA4eHl Y
pO3MOPSATIOMY JTIOKYMEHTI, pEe30JIoIii TOJOBM abo0 3acTymHUKa TOJIOBH, Ta
NPaIiBHUKH, SKUM 0€3M0CepeIHbO TOPYICHO HOT0 BUKOHAHHS.

["0710BHMIT BUKOHABEIb OPraHi3o0By€e pOOOTY CITIBBUKOHABIIIB, 30KpEMa BU3HAYAE
CTPOKH TIOJIaHHSI HUMH TPOTO3UIIH, MOPSAOK MOTOKEHHS 1 MiITOTOBKU IMPOEKTY
JIOKyMEHTA.

KponuneHuupKa micbKa paga
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CriBBMKOHABII BIAMOBIAIOTH 3a MIATOTOBKY Ha HAJIGKHOMY PIBHI Ta CBOEYACHE
MOJaHHS TOJOBHOMY BHUKOHABIIO IIPOTO3UIIK. Y pa3i HECBOEYACHOTO TOJIaHHS
MIPOIIO3HUIIIH CIIBBUKOHABIIMUA TOJIOBHUN BHKOHAaBEIllb 1HPOPMYE Mpo 1€ KEePiBHUKA,
SIKUW HaJlaB JOPYYECHHS.

171. BukonanHs JOKyMeHTa Iiepefdadae 30uUpaHHS Ta ONPAIFOBAHHS
HeoOx1HOo1 1H(OpMaIlii, MATOTOBKY MPOEKTY BIAMOBIAI HA JOKYMEHT YM HOBOTO
JOKyMEeHTa, ¥oro OQGOpMIICHHS, TOTO/DKEHHS, TMOJaHHS JUJIS  IIiAIHACAHHS
(3aTBepKEHHS) BIAMOBIIHOMY KEPIBHHUKY.

172. Tlepen nogaHHsAM IPOEKTY AOKYMEHTa Ha MIANUC BiAMOBITHOMY KEPIBHUKY
aBTOp JOKYMEHTa 3000B’A3aHUN MEPEBIPUTU MPABWIBHICTh HOr0 CKIAJEHHS Ta
o(OpMJIEHHS, MMOCUJIaHHS HAa HOPMATUBHO-NPABOB1 aKTH, YTOUHUTH LMUQPPOBI AaHi,
HasBHICTh HEOOX1JHUX BI3 1 JTOJATKIB.

173. JIOKyMEeHT MOAAETHCS HA MIAMUC Pa3oM 3 JOKYMEHTAMH, HA BUKOHAHHS YU
Ha O1JCTaBl IKUX MOTr0 CKJIaaeHO.

174. Slkmo JOKyMEHT HAJCWIAEThCS OO0 KIIbKOX YCTaHOB, SIKIi HE €
KOPUCTYBauaMH CHUCTEMM B3a€MOJIil, MICIs Horo peectparlii ciyxba IiJI0BOJCTBA
OpraHi30By€ BUTOTOBJICHHS HEOOX1HOT KUIBKOCTI TPUMIPHHUKIB.

175. ABTOp JOKyMEHTa Yy pasl BIANMYCTKH, BIIPSAJKECHHs, 3BUILHEHHS
3000B’s3aHUM TIepeaTd 1HIIOMY MPAIiBHUKOBI 3T1HO 3 JIFOYUM PO3MOALIOM YCl
HEBUKOHAHI JIOKYMEHTH Ta TOIHQOPMYBAaTH CIy»)O0y KOHTPOJIIO MPO Iepeaady
JIOKYMEHTIB, BUKOHAHHSI SIKUX TIepeOyBa€e Ha KOHTPOJI.

Opranizaniss MOHITOpUHIY BAKOHAHHS IOKYMEHTIB

176. OcHOBHI 3acaaud TPOBEACHHS MOHITOPUHTY BHUKOHAHHS JIOKYMEHTIB
BU3HAYAIOTHCS [HCTPYKII€ErO 3 T0BOJICTBA B €NEKTPOHHIHN hopMi.

177. Y BuKOHaBUMX opraHax Oe3mocepefHiii KOHTPOJb 3a BUKOHAHHAM
JOKYMEHTIB 3JIIMCHIOE 0c00a, BiIIOBIIaJIbHA 3a JA1JIOBOJICTBO.

178. CTpok BHKOHaHHS JOKyMEHTa MO)X€ BCTAHOBIIIOBAaTHCS Y HOPMAaTHUBHO-
IPaBOBOMY aKTi, PO3MOPSAUYOMY JOKYMEHTI a00 pe30roIii MiCHKOTO TOJOBU  abo
MOro 3aCTyIHUKA.

179. CTpoku MOXKXyTh OyTH TUITOBUMHU 200 1H/IUBIAYaJIbHUMHU.

TumoBi CTPOKM BUKOHAHHS JIOKYMEHTIB YCTAHOBIIOIOTHCS 3aKOHOJIaBCTBOM.
CTpoku BUKOHaHHS OCHOBHHUX JIOKYMEHTIB HABOJSATHCS Y JOJATKY 7.

[HauMBigyanbHI CTPOKM BCTAHOBJIIOIOTHCS MICBKMM TOJOBOIO abo #oro
3aCTYIHUKaMH, KEpPYIOUYUM CIpaBaMUd BHUKOHABYOIO KOMITETY MICbKOI paau ado
MpaIiBHUKOM CIY>KOM KOHTPOJIO 13 3a3HAUEHHSIM YITKOT'O YacCOBOTO MPOMIXKY, B
MEXKax SIKOr0 BU3HAYA€ThCS BIAMOBIAHUM CTPOK BUKOHAHHS JJOKYMEHTIB.

KponuneHuupKa micbKa paga
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180. JlokymeHTH, B SIKUX CTPOK BHKOHAaHHS HE 3a3HAa4eHO, SKI HE €
JTOKyYMEHTaMHu 1HQOpMaIliHHOTO XapakTepy abo HE MICTATh KOHTPOJIbHUX 3aBJaHb,
MOBUHHI OyTH BUKOHAH1 HE Ti3HimIe HiXK 3a 30 THIB 3 MOMEHTY peecTparlii JOKyMeHTa
y MICBKI# paji.

181. Sxmo 3aBmaHHa TOTpedye TEPMIHOBOIO BHUKOHAHHSI, y TEKCTI 3aBJIaHHS
000B’SI3KOBO 3a3HAYAETHCA KOHKPETHUM KIHIIEBUM CTPOK BUKOHAHHS.

182. CrniBBUKOHABII 3000B’A3aH1 MOJaBaTH MPOIIO3HUIIii TOJIOBHOMY BHUKOHABITIO
IPOTATOM TIEPIIOi TOJOBHHHM CTPOKY, BIIBEACHOTO JJIi BHUKOHAHHS JOPYYCHHS,
3aBJIaHHA.

183. YV pa3i notpebu iHANBIAyaIbHUN CTPOK BUKOHAHHS TOKYMEHTa MOXe OyTH
IPOJOBXKEHO 3a OOIPYHTOBAaHMM TPOXAaHHSM BHKOHABIA, fKE TOJAETbC 0e3
NOTO/PKEHHS 3 1HIIMMU BHKOHABYMMH OpraHamMu Oe€3[0CepelHbO IMOCaa0Biil 0co0i,
sKa BCTAHOBMJIa CTPOK. BiAMoBiAHE NMpOXaHHS MOJAETHCS HE MI3HIIIE HIK 3a TPU
po0oui 1HI 10 3aKIHYEHHSI BCTAHOBJIEHOTO CTPOKY.

184. I1pono3uiiist 11040 NPOJOBXKEHHS CTPOKY BUKOHAHHSI 3aBJaHb, BUBHAYCHUX
Bepxonoto Panoro Ykpainu a6o [Ipesunentom Ykpainu, mo Hafgiciaani Kabinerom
MinictpiB  VYkpainu, mnomaerbcsi Cekperapiaty Kabinery MiHicTpiB Ykpainu
obnaepxkaamiHicTpaiieto (y pasi, SKIIO BOHA € BIANOBIJAIBLHOIO 3a BUKOHAHHS
3aBJaHHSI) pa30M 3 TMPOEKTOM JIMCTa, aJPECOBAHOTO BIAMOBIIHO KEPIBHUKOBI
Amnapaty BepxoBnoi Pagu Vkpainu uu Kepisauky Odicy Ilpesunenrta Ykpainu, 3a
CIM JTHIB 10 3aKIHYCHHS BCTAaHOBJICHOTO CTPOKY.

185. besmnocepenHiii MOHITOPUHI BHUKOHAHHS JOKYMEHTa IIPOBOJUTHCS Ha
IIJICTaB1 PE30JIIOLIi MICHKOTO TOJIOBH a00 MOTro 3aCTYITHHKA.

186. PeecTpartiiiiHo-MOHITOPHUHTOBI KAPTKHU JOKYMEHTIB, 11010 BUKOHAHHS SIKHX
OPOBOAUTHCA MOHITOPUHT, JUIsl 3pYYHOCTI MOXYTh TpyIyBaTHCS 3a CTPOKaMHU
(HaOMmKEHHSIM ~ CTPOKIB)  BHUKOHAHHS  JOKYMEHTIB, 32 BHKOHAaBISIMHM, 32
KOpPECHOHJeHTaMl a00 rpynaMu (pO3MOPSIKEHHST 3 OCHOBHOI JISUIBHOCTI, 3
aJAMIHICTPaTUBHO-TOCIIOJIAPCHKUX THTAaHb, JOPYYEHHS BHUIIMX OpPraHiB B,
JOPYYEHHSI KEPIBHUKA YCTaHOBU TOILIO).

187. Ha omuH AoKymMeHT Moxe OyTH 3aBelieHa JIMIIE OJHA pPeecTpaliiiHo-
MOHITOPUHITOBA KapTKa HE3aJeXHO BiJ KUIBKOCTI BHUKOHAaBI[IB a00 CTPOKIB
BUKOHAHHS OKPEMUX 3aBJaHb, 3a3HAYCHUX Y JOKYMEHTI.

188. JlaHi nmpo XiJ1 BAKOHAHHS JJOKyMEHTa MOKYTh BHOCUTHUCS JI0 peeCTpaliiiHO-
MOHITOPHUHTOBOI KapTKMU Ha MiACTaBi ix 3anurty TesnedoHOM abo mij yac NepeBipKU
poOOTH BUKOHABUOT'O OpraHy — BUKOHABIIS.

189. 3a 3anuMTOM BHKOHABYOTO OpraHy ciy0a KOHTPOJIO Hajae iH(opMmarlio
Ipo JIOKYMEHTH, BUKOHABIIEM SKHX € BIAMNOBIAHUM MAPO3AUI, IIOAO0 SKUX
MIPOBOJIUTHCS MOHITOPHHT.

KponuneHuupKa micbKa paga
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190. Iadopmariiss mpo CTaH BHKOHAHHS B3SITHX Ha KOHTPOJIb JOKYMEHTIB
y3araJbHIOETHCS CTAHOM Ha IMEpIIe YUCIO KOKHOTO MICSIIS 1 MOJAETHCSA KEPIBHUIITBY
MICBKOI paau (J101aTOK 8).

Indopmaniiino-noBiTKoBa pod0oTa 3 JOKYMEHTAMHA

191. 3acaau mpoBeneHHs 1HPOpPMAIIHHO-TOBIAKOBOI pOOOTH 3 JTOKYMEHTAMH
BU3HAYAIOTHCS [HCTPYKIIi€ErO 3 1I0BOJICTBA B €IEKTPOHHIN hopMi.

IHopsinok onpanoBaHHs Ta HAACUJIAHHS BUXITHUX TOKYMEHTIB

192. BuxigHi TOKyMEHTH y MarepoBiii GopMi, CTBOPEH1 y MICBHKIN pajl y pasi
HAsSIBHOCTI TIJICTaB, SIKI BUSHAIOTHCS OOTPYHTOBAHUMHU JIJII CTBOPEHHS JOKYMEHTIB Y
nanepoBiil (opmi, HAJACUIAIOTHCS ajJpecaraM 3 BUKOPUCTAHHSM 3aCO01B MOIITOBOTO
3B’SI3KY, €JIEKTPO3B’SI3KY, a TAKOX JOCTaBIAIOTHCSA Kyp €PChKOIO, (Pesibli’erepchKor0
CIIyk0010.

193. OmpamroBaHHS TOKYMEHTIB IJisi BIANpPaBIEHHS 3ac00aMy MOIITOBOTO
3B’SI3KY 31MCHIOETHCA CIYKO00K0 IJI0BOJACTBA BIANOBIAHO a0 IIpaBun HamaHHs
IIOCJIYT ITOIITOBOTO 3B’ SI3KY.

194. BuxigHi JOKyMEHTH ONPalbOBYIOTHCS 1 HAJCUIAIOTHCS LIEHTPAII30BaHO B
JeHb X HAJAXOJPKEHHS BiJ] BUKOHABUMX OpPraHiB — BUKOHABIIB a00 HE IMi3HIIIE
HACTYITHOT'O pOOOYOro JTHS.

195. He nonyckaerncs:

HajJcuiIaHHsg a0o mepegadya JOKYMEHTIB 0Oe3 1iX peectpamii y ciayx0i
JIJIOBOJICTBA;

nyOJeTHe HAJCUIIaHHS MPUMIPHUKA, Y TOMY YHCIi OPUTIHAIIBHOTO, TOKYMEHTA Y
narepoBii popmi, K0 HOro MPUMIPHUK a00 KOTMIiI0 BXKE HATICIAHO B €JIEKTPOHHIN
dbopmi yepe3 cucTemMy B3a€EMOJII.

196. Ilin yac mpuiiMaHHS BiJ] BUKOHABI[IB BUXIAHUX JOKYMEHTIB IpaIlilBHUKH
CITy>KO0M IUTOBO/ICTBA 3000B’s13aH1 IEPEBIPUTH:

1) mpaBWIbHICTH OPOPMIICHHS TOKYMEHTa (CKJIaJ 1 PO3MIIIEHHS B HHOMY BCIX
PEKBI3UTIB);

2) HasBHICTH 1 MPAaBUJIBHICTh 3a3HAYCHHSI aJIPECH;

3) HasIBHICTh Ha JOKYMEHTI BIAMITKHU PO JOAATKH,

4) HaABHICTh yCiX HEOOXIMHHMX MiANMUCIB (IIEYaTOK) HAa JOKYMEHTI Ta JOJaTKax
710 HBOTO;

5) HasIBHICTH JI0JIATKIB Ta iX BIAMOBIAHICTb 3asBJICHOMY CKJIQNY;

6) BIJIMOBIHICTh KUIBKOCTI MPUMIPHHUKIB KIJIBKOCTI aJIpecaTiB;

7) HasBHICTH Bi3 Ha IMarnepoOBOMY MPUMIPHUKY BHUXITHOTO JOKyMeHTa (y pasi
HEOOX1THOCT1 HOT0 CTBOPEHHS), 110 3ATUIIIAETHCS Yy CITpaBax MIChKOi paju.

KponuneHuupKa micbKa paga
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197. Ha opurinanax JOKYMEHTIB, SKI MMJIATalOTh TIOBEPHEHHIO, HA BEPXHHOMY
IIPaBOMY IIOJTi MEPIIOi CTOPIHKK CTaBUThCs mtamn "[lijyisrae moBepHeHHIO".

198. JoxymeHTH, 1110 HAJCHJIAIOTHCS OJTHOYACHO OJHOMY 1 TOMY K aJpecaToBl,
BKJIQJAIOThCS B OJMH KOHBepT (ymakyBaHHs). Ha KOHBepTI mNpoCTaBISIOTHCA
peecTpalliiiii iHIEKCH BCiX JOKYMEHTIB, sIKI MICTATHCS Y KOHBEPTI.

199. Anpecu MOXKyTh HAHOCUTHCS HA KOHBEPT IPYKAPCHKUM CTIOCOOOM.

200. JlokyMeHTH, IO JOCTABISIOTHCS  (PENIbJ €TePCHKOI0  CITY»KOO¥0,
nepenaloThes aJpecaTaMm IiJl PO3NUCKY Y BIAMOBIIHIN KHU3I.

201. MocumanHs abo 3aMiHa HAJICIAHOTO PaHIIIe JOKyMEHTa 3MIMCHIOIOTHCS 3a
BKa31BKOIO MOCAJ0BOi OcoOM, siKka MiAmucana JOKYMEHT, a00 KEepiBHUKA CIIyXKOU
JIOBO/CTBA. Y TaKOMYy BUNAJAKY B JOKYMEHTI 3a3HAYA€ThCS, IO BIH € JOCHUIAHHIM
a00 HAJCUIIAETHCS HA 3aMIHY paHillle HAICIaHOMY.

202. BukoHaBUl OpraHd Ta OKpeMi BUKOHAaBIIl 3000B’s13aH1 MepeaaBaTi BUXIJHI
JIOKYMEHTH Ta 1HIII MOIITOBI BIJMPaBICHHS J0 CIy>K0u nimoBoacTBa 10 13.00 rox., y
BUKJTIOUHUX BUIIAJIKaX y pas3l HAJCWIAHHS JTOKYMEHTIB (DeJib]l’€repChKUM 3B’ SI3KOM —
1o 16.00 ron.

IV. CucremaTusanis Ta 30epiranas J0KYMEHTIB V T1JI0BOJACTBI

Cri1ajieHHsSI HOMEHKJIATYPH CIIpaB

203. OcHOBHI 3acaau CKJIAJICHHS HOMEHKJIATYpH CIpaB, (OpPMyBaHHs CIpaB Ta
30epiraHHs TOKyMEHTIB y MICBKiil pa/ii BU3HAYarOThCs [HCTPYKIIi€lO 3 IJI0OBOJCTBA B
€JIEKTPOHHIU (hopmi.

[lieto THCTpPyKIli€0 BU3HAYAIOTHCS OKpPEeMi OCOOJMBOCTI CHUCTEMAaTH3allii Ta
30epiraHHsl JTOKYMEHTIB y mamnepoBiii (opmi, SIKi 3aCTOCOBYIOThCA Y pa3l HasgBHOCTI
MiJICTaB, K1 BU3HAIOTHCSI OOIPYHTOBAHUMM JJI CTBOPEHHS YCTaHOBOIO IOKYMEHTIB Y
narepoBiit popmi.

204. Homenknatypa copaB — 1II¢ OOOB’SI3KOBUM JJIi  MICBKOI  paau
CHUCTEMaTU30BaHUN TIepeiKk Ha3B (3aroJioBKiB) cmpaB, 10 (QopMyroTbcs B 1i
JTIJTOBOJACTBI, 13  3a3HAYCGHHSIM  CTPOKIB  30epiraHHs  BIAMOBIIHUX  CIIpaB
(monmatku 9 1 10).

205. 3BegeHa HOMEHKJATypa CIpaB MICBKOI paau CKIAJAEThCA Y YOTHPHOX
NPUMIPHUKAX, HA KO)KHOMY 3 SIKMX MOBHUHEH OyTH 3alOBHEHUU Tpu( MOTOKEHHS 3
apXiBHUM BLIAUTIOM MicbKO1 pamu. [lepmmii (HegOoTOpKaHHUN) MPUMIPHUK 3BEACHOT
HOMEHKJIATypu CHpaB 30epiraeTbCs y  CIyXO01 AUIOBOACTBA, JAPYTHA -
BUKOPUCTOBYETHCS CIIY)KOOIO JUIOBOACTBA K POOOUYMIA, TPETIH - TEpPeHaaeThCs
NpaliBHUKY, BIAMOBIAAIBHOMY 3a apXiBHE 30epiraHHs JOKYMEHTIB, Ui 3/1HCHEHHS
KOHTPOJIO 3a (OPMYBAaHHSIM CIpaB y BHKOHABYMX OpraHax, 4YeTBEpTUU -
HAJICUJIAETHCS J10 apXIBHOTO BTy MICHKOI paju.

KponuneHuupKa micbKa paga
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206. BukoHaBui OpraHd OTPUMYIOTh BHTSITH 3 BUITNOBITHUX  PO3JLUIIB
3aTBEPKEHOT 3BEJICHOI HOMEHKIJIATYPH CITPaB JIJIsl BUKOPUCTAHHS y POOOTI.

207. I'padm HOMEHKJIATYpH CIIPaB 3allOBHIOIOTHCA TAKMM YHHOM.

VY rpadi 1 npocraBiseTbes 1HASKC KOXKHOI cripaBu. [HAEKC cripaBU BUKOHABYOTO
OpraHy CKJIaJa€ThbCsl 3 1HACKCY BUKOHABYOrO OpraHy (3a IITAaTHUM PO3MUCOM abo
KJ1acu(iKaTOpOM BHKOHABYMX OpraHiB) Ta MOPSIAKOBOTO HOMEpa CIIpaBU B Mexax
BUKOHaBUOro oprany. Hampukiamg: 06-12, ne 06 — iHJEKC CaMOCTIMHOTO Bijjiy,
12 — mopsiakoBuit HOMep cmpaBu, ado 04.1-07, ne 04.1 — iHmEKC BiAmiIy y CKiami
ynpasiiHHs, 07 — HOPSAKOBHI HOMED CIIPaBH.

VY pa3l HasgBHOCTI y cHpaBl TOMIB IHJAEKC CTaBUTHbCS Ha KOXHOMY TOMI,
Hanpukinan: 1. 1, 1. 2.

VY rpady 2 BKIIIOYAIOTHCS 3ar0JIOBKH CIIPaB (TOMIB).

3aroyioBOK CIpaBu IMOBUHEH YITKO y CTUCHIN y3aranbHeHiH GopMi BigoOpaxaTu
CKJIaJl 1 3MICT JOKYMEHTIB CIIPaBH.

He no3BossieThCs BAKUBAHHS B 3ar0JIOBKAX CHpPaB HEKOHKPETHUX (POPMYITIOBAHD
("pi3Hi Marepianu", "3aranpHe JUCTyBaHHS'", "BXiJHAa KOpeCHOHJEHIisA", "BUXiJTHA
KOpECHOHJIeHIIIsI" TOII0), a TaKOXX BCTaBHUX CJIIB 1 CKIAQAHUX CHHTAKCUYHUX
3BOPOTIB.

[Tim wac ¢dopmymtoBaHHS 3arojOBKIB CIPaB BPaxOBYIOThCS Taki O3HAKH
dbopMmyBaHHS copaB, SK HOMIHAJIbHA, aBTOPChKA, KOPECIIOHIEHTChKA, MPEIMETHO-
IMTaJbHA, XPOHOJIOT1YHa, reorpadivHa.

JlokymeHTH (HOPMYIOTBCS ¥ CIIpaBU Ha OCHOBI OKPEMOi O3HAKU a00 CIOTyYCHHS
O3HaK.

3aroyioBOK CHpaBU CKJIAA€ThCA 3 €JIEMEHTIB, IO PO3MIIIYIOTHCS Yy TaKii
TIOCJTITOBHOCTI: Ha3Ba BHJY CIpaBU (JTMCTYBaHHS, KypHaJ, KHUTA TOIIO) YH BHUIY
JOKYMEHTIB y cmpaBi (Haka3W, NPOTOKOJH, aKTH TOII0); aBTOP JOKYMEHTIB
(HaliMEHYBaHHS MIChKOI pajy, BUKOHABYOIO0 OpraHy); KOPECIIOHJEHT abo ajpecar
(HaliMeHyBaHHSI YCTaHOBH, JIO SIKO1 aJipecoBaHi abo BiJl K01 HAAIMIIUIA JOKYMEHTH);
KOPOTKHUM 3MICT IOKYMEHTIB CIIpaBH (IMMTaHHSA, 3 SKOTO (DOPMYETHCS CIpaBa); Ha3Ba
perioHy (TepuTopii), 3 AKOIO MOB’A3aHUMN 3MICT JIOKYMEHTa; jaara (mepiof), A0 sKOi
HaJIeXKaTh JOKYMEHTH CIIPAaBH; BKa31BKH HA HASBHICThH KOMIiil JJOKYMEHTIB y crpabi (y
pasi motpebn).

VY 3aronoBkax o0co00BHX (NIEPCOHAIBHMX) Ta IHIIMX CHpaB, IO MICTITh
JOKYMEHTH 3 OJHOTO TUTAHHS, IIOB’s3aHI TMOCTIAOBHICTIO BEACHHS MPOIEAYP
JIJIOBOJICTBA, BXKHMBaeTbcsi TepmiH "cmpaBa", Hanpuknaa: "OcoboBa crpasa’,
"[IepconanbHa cripasa’.

VY 3aroyioBkax cIpaB, IO MICTATh TOKYMEHTH 3 OJHOTO IMHUTAHHSI, HE MOB’s3aHi
MOCJTIJOBHICTIO BEJICHHSI MPOLIEYP A1JIOBOJICTBA, BAKUBAETHCS TEPMIH "JOKyMEHTH", a
IICJIS HBOTO B JIY’KKax 3a3HAYAIOTHCS OCHOBHI BUJIM JIOKYMCHTIB CIIPaBH, HAIIPHUKIIAI:
"JlokymMeHTH (IIJIaHU, AaHKETH, JIOBIJIKH) PO MPOBEACHHS OISy CTaHy ALIOBOJCTBA
Ta apXiBHOI CIIPaBU y BUIIUX HaBUYAJIbHUX 3aKiiajax’.
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TepMiH "HOKyMEHTH" B)KHMBA€TbCA TAKOX Yy 3arojioBKax CIpaB, IO MICTSATh
JOKYMEHTHU-I0AATKH 10 OyAb-IKOTO HOPMATUBHO-IIPABOBOT0 aKTa abo po3NopsI4oro
JOKYMEHTa YCTaHOBH.

VY 3aronoBkax crpas, NIPU3HAYEHUX JJIS TPYIyBaHHS JTOKYMEHTIB OJHOIO BUAY,
3a3HAYa€ThCS BUJ JOKYMEHTa Y MHOXHHI Ta aBTOpP JOKYMEHTIB, HamlpUKIaA:
"IIporokomnu 3acinmanb KponuBHUIIBKOT MiCBKOT paau".

VY 3aronoBkax Copas, IO MICTSATh JHMCTYBaHHS, 3a3HAYAIOTHCS KOPECHOHIEHT 1
KOPOTKMI 3MICT JOKYMEHTIB, Hampukian: "JluctyBaHHsa 3 MiHICTEpCTBOM
€KOHOMIYHOI'O PO3BUTKY 1 TOPTiBJIl 3 OCHOBHOT AiSUIBHOCTI".

Y 3aromoBKax CHOpaB, M0 MICTATh JIMCTYBaHHS 3 KOPECIOHACHTAMHU,
OJTHOPIIHMMHU 32 XapaKTEPOM JISJIbHOCTI, TaKl KOPECMIOHJAEHTH HE NMEePEPaxoBYIOThCH,
a 3a3HAYa€ThCsA 1X Yy3arajJbHEHE HallMEHyBaHHs, Hanpukiaa: "JIuctyBaHHS 3
OpraHaMM MICLIEBOI'O CAMOBPSIYBaHHS 3 IUTaHb 3a0€3ME€UYEHHS COLIAIBHOIO 3aXUCTY
HACEJICHHS .

VY 3arosoBkax crpas, IO MICTSATh JIUCTYBaHHS 3 PI3HUMHU KOPECIIOHACHTaMHU,
TaKi KOPECTIOHJIEHTH HE 3a3HA4aroThCsl, Hanpukias: "JIMCTyBaHHS PO OpraHi3alliio
ceMiHapy 3 MiABUIICHHS KBaliikallii mpariBHUKIB KaAPOBUX CITykO0".

VY 3aroioBkax crpas, 10 MICTATh IJIAHOBO-3BITHY JOKYMEHTAIII0, 3a3HAYAETHCS
nepiog (Micsllb, KBapTal, MIBpiuYs, piK), B SKOMY IUIAHYETbCS CTBOPEHHS
JOKYMEHTIB, 200 mepiof iX (akTHIHOTO BUKOHAHHS, HATIPUKIIA:

1. IImaH OCHOBHHX OpraHi3aliiiHuX 3aX0/1B MiCbKOi paau Ha 2023 pik.

2. 3BIT PO BUKOPUCTAHHS OFOIKETHUX KOIITIB 32 2023 pik.

Skmo cmnpaBa CKIAQJA€ThCA 3 KUIBKOX TOMIB, (OPMYIIOEThCSA 3arajibHUN
3aroJIOBOK CIIPAaBH 13 3a3HAYCHHAM HOMEpPa TOMY.

[Tin dYac po3MilllEHHS 3aroJIOBKiB CIOpaB Yy HOMEHKIATYPI BpPaxOBYETHCS
BaXUIMBICTh JIOKYMEHTIB, BKJIIOUEHUX JO CIIpaBH, iX B3a€MO3B’A30K Ta CTPOKHU
30epiranHsa. Ha modaTky po3MIIITyOThCS 3arojIOBKH CIIPaB IIOAO JOKYMEHTIB, SKI
HAJIWILIN BiJ OpraHiB BHINOTO PiBHS, JaJi — IOJO OpPraHi3amiitHO-pO3NOPS U0l
JIOKYMEHTAIIli, TJIAaHOBO-3BITHOI JOKYMEHTAIlli, JUCTyBaHHS, OOJIIKOBO-IOBIIKOBHX
BH/IIB JIOKYMEHTIB.

['pacda 3 HOMEHKIATYpH 3aIMOBHIOETHCS HAIPHUKIHII KAJICHIAPHOTO POKY.

VY rpadi 4 HOMEHKIATYpH 3a3HAYAIOTHCA CTPOKW 30€piraHHs CIpaB, HOMEPHU
cTaTel 3a NepeslikoM JTOKYMEHTIB 13 CTPOKaMu 30€piraHHs.

VY rpadi 5 pobnAThCS MO3HAUKU MPO MEPEXITHI cpaBu; Ipo (OpMy CTBOPEHHS
JOKYMEHTIB CIpaBHu (EJEKTpOHHA, MamepoBa, 3MilllaHa); MpPO MOCAaJ0BHUX OCIO,
BIJIMOBIJATBHUX 32 (DOpMYyBaHHS CIpaB; MpPO Nepenady Ha apXiBHE 30€piraHHs 4u
HIIIUM yCTaHOBAM IS X MPOOBKEHHS TOIIIO.

DopMyBaHHH CIIPpaB

208. ®opmyBaHHS CHpaB — 1€ TPYMYyBAHHS BUKOHAHUX JIOKYMEHTIB y CIpPaBH
BIJIIIOBI/IHO /10 HOMEHKJIATYpH CIIPaB.

209. Ilix yac ¢dopmyBaHHS CHpaB HE JOMYCKAETHCS BKIIOUEHHS JI0 CIpPAaB
YOPHOBUX, OCOOMCTHUX JIOKYMEHTIB, PO3MHOKEHMX KOIIM Ta JOKYMEHTIB, IO

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
5

i

Ne76 sia 02.07.202.




39

HiJJIATal0Th MMOBEPHEHHIO. J[OKYMEHTH MOCTIMHOTO 1 THUMYacoBOro 30epiraHHs
TPYNyIOTHCA y CIIPAaBH OKpeMoO. 3a 00CATOM cIipaBa y marnepoBiii popmi HE MOBHUHHA
nepesuntyBatu 250 cropidok (30-40 mMiniMeTpiB 3aBTOBIIKH).

210. IokyMEeHTH TPYIYIOTbCS y CIpaBUd B XPOHOJOTIYHOMY Ta/ab0 JIOTTUHOMY
MOPSJIKY.

211. TlonoxeHHsi, mpaBuja, IHCTPYKIi TOIIO, 3aTBEP/KEHI PO3MOPSIIUMHU
JIOKyMEHTaMU, TPYMYIOTHCS pa30M 13 3a3HAYCHUMH JIOKYMEHTaMHU.

212. Po3nopsykeHHs (HaKa3u) 3 MUTaHb OCHOBHOI JISUTBHOCTI MICBKOI pajiu, 3
aIMIHICTPAaTUBHO-TOCTIOIAPCHKUX MUTAHb, 3 KaIPOBUX MUTAaHb TPYMYIOTHCSA y Pi3HI
cipaBu. Po3nopspkeHHst (Hakasw) 3 KaJJpOBUX MUTAHb TPYMYIOTHCS BIAMOBIIHO 70 1X
BU/IIB Ta CTPOKIB 30€piraHHs.

213. JIokyMEeHTH 3acilaHb KOJIET1aIbHUX OPraHiB IPyMyIOThCS Y JIB1 CIIPABHU:

IPOTOKOJIH 1 TOKYMEHTH J0 HUX (IONOBI1, TOBIJIKK TOLIO);

JOKYMEHTH 3 opraHizamii 3acifianb (MOpSAOK JEHHHM, MakKeT pPO3MIIICHHS,
CIIMCOK 3aMpOIIEHHUX TOILIO).

214. Tlporokonu 3aciiaHb KOJIETIAJbHUX OPraHiB TPYNYIOThCA y CIpPaBH B
XPOHOJIOTIYHOMY TOPSJKY 1 3a HoMepamu. JIOKyMEHTH 110 3acilaHb 3a3HauCHHUX
OpraHiB CUCTEMATHU3YyIOThCS 3a JlaTaMH Ta HOMEpaMu IMPOTOKOJIB, @ B MeXax Irpynu
JIOKYMEHTIB, 10 CTOCYIOTHCSI OJTHOTO MTPOTOKOY, — 32 TIOPSAIKOM JEHHUM 3aCi/IaHHS.

215. lopyueHHsI yCTaHOB BUIIOTO pIiBHA 1 JOKYMEHTH, IOB’Si3aHI 3 ix
BUKOHAHHSM, TPYIYIOTBCS Y CIPaBH 332 HAPSIMaMH JisSUTBHOCTI MIChKOT paau abo 3a
aBTOpAMH 1HIIIATUBHUX JTOKYMEHTIB. Y CIpaBl JOKYMEHTH CHCTEMATH3YIOThCS 32
JaTaMu JIOpYy4eHb.

216. 3aTBepKEHI TUIaHM, 3BITH, KOIITOPUCH TPYIYIOTHCS Y CIIPaBU OKPEMO Bij
MIPOEKTIB ITUX IOKYMEHTIB.

217. JluctyBaHHS TPYIYETHCSA 32 3MICTOM Ta KOPECHOHJIEHTCHKOI O3HAKOIO 1
CUCTEMATU3YETHCS B XPOHOJOTIYHOMY MOPSAKY: JOKYMEHT-BIAMOBIIb PO3MIIIY€ThCS
3a JOKYMEHTOM-3aIHTOM.

218. Oco0oBi crpaBu mpaiiBHUKIB KponuBHHUIIBKOT MiCbKOT pagu GOPMYIOTHCS
y TOPSIIKY, BUBHAYECHOMY 3aKOHOJIaBCTBOM.

219. Po3paxyHKOBO-IJIATIKHI  BIAOMOCTI (0COOOBI paxyHKH) MpAIiBHUKIB
MICBKOI paJy CHCTEMaTH3yIOTbCS B MEKax POKY 3a MpI3BUINAMHU B alipaBITHOMY
NOPAJIKY, a BIJIOMOCTI LIOJI0 BUIUIATA TpoIIel (BIJOMOCTI IIOJO HapaxXyBaHHS
3ap00OITHOI M1aTH) NOBUHHI OyTH c(hOpPMOBaHI IIOMICALS 32 KaJeHIApHUM piK.
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220. MeToau4He KEpIBHHUIITBO 1 KOHTPOJb 3a (DOPMYBaHHSIM CIIPaB y MIChKIiH
paJl Ta BUKOHABUYMX OpraHax 3IIHCHIOIOTHCS CIIYKOOKO JIJIOBOJICTBA Ta apXiBHUM
B1TIJTOM.

30epirannsi 1I0KyMEHTIiB B YCTAHOBaX

221. JIOKyMeHTH 3 4acy CTBOPEHHs (HaJIXOJKEHHS 10 MICHKO1 paju) 1 nmepeaadi
70 apXiBHOTO BIAUTY 30€piraroThCs 3a MiciieM (OpMyBaHHS CIIpaB y BHUKOHABYHUX
opraHax MiICbKOi paau a0o Ciy»01 [IIJTOBOJICTBA BIAMOBITHO JO HOMEHKIIATYPH
cupaB. OpwuriHaId HOPMATUBHO-TIPABOBUX aKTIB 30€piraroThCs 3a MICHEM iX
BUJIAHHSA, a JOKYMEHTH IIOAO iX PO3pOOJEHHS, MOTOMKEHHS TOIIO —3a MICIIeM
CTBOPCHHSI.

222. 30epiraHHsi JTOKYMEHTIB 1 CIpaB BUKOHKOMY 3a0e€3leuye yNpaBiliHHS
JJIOBOJICTBA Ta OpraHi3aiiitHoi poOoTH.

223. CopaBu 30epiratoTbCs y CHELlaJdbHIA KIMHATI y BEPTUKAIBHOMY
NOJIOKEHH1 B madax, Mo 3aKpUBarOThCA. s MiBUILEHHS ONEPAaTUBHOCTI MOUIYKY
JOKYMEHTIB CIpPaBH PO3MINIYIOTbCS BIANOBIIHO 10 HOMEHKJIaTypu cmpaB. Ha
KOPIHIIAX OOKJIQAMHOK CIIPAaB 3a3HAYaOThCS 1HAEKCH 3a HOMEHKJIATYPOIO.

224, ®oHorpaMH 3acijiaHb KOJEriaJbHOTO OpraHy 30epiraroThCsi y Horo
cekperaps. Ha Hocii ¢oHorpamu (11 ymakoBii) poOOHWTBCS BiAMITKa MpPO ATy
3acimanHs 1 wac 3amucy. CekpeTap KOJEriallbHOTO OpraHy BIAMOBiTae 3a iX
30epiraHHs.

225. Bugaua cripaB, CKJIQJIeHUX 3 JOKYMEHTIB Y ManepoBiii ¢gopmi, y THMUYACOBE
KOPUCTYBaHHS TMpalliBHUKaM BHUKOHABYMX OpraHiB 3IHCHIOETHCS 3  JIO3BOJY
KEepIBHHKA CIIY>KOW JUIOBOJCTBA, IHIIUM YCTaHOBAM — 3 MHUCHMOBOIO J03BOJY
KEepyI4oro CIpaBaMyd BHKOHAaBYOTO KOMITETy Michkoi pamau. Ha Bumany cropaBy
CKJIQJIAEThCSl KapTKa-3aMIHHUK. Y KapTIll 3a3HAYAIOTHCS 1HJEKC CIPaBU, 3ar0JIOBOK
cmpaBH, jnarta ii Bugadi, ocola, AKiil cripaBy BUAAHO, JaTa ii MOBEPHEHHS, MIAMHUCU
0ci0, K1 BUJAIH Ta MPUIHSIN CIPABY.

226. HagaHHs cripaB y THMYacOBE KOPUCTYBaHHS 3/11MCHIOETHCS HE OLIbII SIK Ha
OJIUH MICHIIb.

227. Buity4eHHs] JOKYMEHTIB 13 CIPaBH MOCTIHHOro 30epiraHHs 3a00pOHSIETHCS.
Y BHUHATKOBUX BHUIIQJKaX BUJIYYEHHS JIOKYMEHTIB JIONYCKAETHCA 3 JI03BOJY
KEpyIUoro chpaBaMH BHKOHABYOTO KOMITETY MICBKOT paaud 3 OO0OB’SI3KOBUM
3QJIMIIEHHSIM Y CHpPaBi 3aCBIIYEHUX HAJIEKHUM YMHOM KOIIii.

K OI'II/IBHMleKa MicbKa pa,qa
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V. Hopsaaok miAroToBKM cOpas A0 nepeaadi 1 apXiBHOro 30epiranus

Excnepru3sa miHHOCTI JOKYMEHTIB

228. OcHOBHI 3acaau TPOBEJCHHS CKCIEPTHU3HM IIIHHOCTI, CKJIAJCHHS OIHCIB
cripaB, oOpMIICHHSI CIIpaB Ta Iepenadl CrpaB A0 apXiBy Ha apxiBHe 30epiraHfs
BU3HAYAIOTHCS [HCTPYKIIi€rO 3 II0BOJICTBA B €EKTPOHHIHN hopMi.

[lieto [HCTpYKII€I0 BU3HAYAIOTHCS OKpPEeMi OCOOJHMBOCTI MIATOTOBKH CIIPAB,
chopMoBaHUX y mMmamepoBid Qopmi, M0 Tepemayi s apXiBHOTO 30epiraHHs, sKi
3aCTOCOBYIOTHCS 32 HAsBHOCTI MIJACTaB, SIKI BHU3HAIOTHCS OOTPYHTOBAHUMU IS
CTBOPEHHS MICHKOIO PaJIOI0 TOKYMEHTIB Y ManepoBii (Gopmi.

229. TlpoBeaeHHS €KCHEPTU3H I[IHHOCTI JTOKYMEHTIB MOJSATae y iX BCeOIYHOMY
BHUBYEHHI 3 METOI0 BHeCeHHs 70 HaiioHanbHOro apxiBHOTrO oHAY a00 BUIYUYEHHS 3
HbOTO Ta BCTAHOBJIEHHS CTPOKIB 30€piraHHs [TOKYMEHTIB, L0 HE MIAJIATalTh
BHECEHHIO /10 3a3HaueHoro ®ouHpy.

230. Jlma opradizanii Ta MNPOBEAEHHS EKCHEPTHU3M IIHHOCTI JOKYMEHTIB Yy
MICBKIM pai (Y pa3i moTpedu y BUKOHABUMUX OpPTraHax) YTBOPIOKOTHCS MOCTIMHO JIIF0Y1
EKCIIEPTHI KOMICIi.

231. Exkcnepru3a HIHHOCTI JOKYMEHTIB MPOBOJIUTHCS HIOPOKY Y BUKOHABUYUX
opraHax 0e3mnocepeHbO0 0co0aMu, BIAMOBIJATLHUMHU 3a OpPTaHi3alliio IIJI0BOJACTBA B
WX TIIPO3/1IaX, pa3oM 3 €KCIEPTHOK KOMICIEI MM METOAUYHUM KEPIBHUIITBOM
yIpaBJIiHHS I1JIOBOJICTBA Ta OpraHi3aIliifHoi poOOTH Ta apXiBHOTO BIJILITY.

232. BunydeHHs AOKYMEHTIB IS 3HHINEHHS 0€3 TMPOBEACHHS IOMEPEIHbOT
eKCIIEPTHU3H iX I[IHHOCTI 3a00pOHSAETHCA.

233. Bigbip MOKYMEHTIB MOCTIMHOTO 30epiraHHs 31HCHIOETHCS Ha TiCTaBi
TUTIOBUX Ta BIAOMYMUX (Tally3€BHX) MEPETIKIB JOKYMEHTIB 13 CTpOKaMH 30epiraHHs,
HOMEHKJIATypH CIIPaB MICBKOI pajy MUISIXOM TEPEerysiay KOXKHOTO apKylla CIpaBH.
JlopydeHHs opraHiB BJIaJy BHUIIOTO PiBHS, IO HATIWIIUIA A0 MICHKOI pajyd y BUTJISIII
nanepoBoi Komii, HE MOXYTh OyTHM BimiOpaHi SK JOKyMEHTH TIOCTIHHOTO YHU
TpuBaioro (moxaz 10 pokiB) 30epiraHHs.

234.3a pe3yapTaTaMyd €KCIIEPTU3M LIHHOCTI JIOKYMEHTIB y MICBhKIH paji
CKJIQZJAEThCSl aKT NMPO BWIYUYEHHS I 3HUIICHHS JOKYMEHTIB Yy MamnepoBiid ¢opmi
(momatok 11).

235. 3BeneHl ONKCHU CIIpaB MOCTIMHOTO, TpuBaioro (moHaa 10 pokiB) 30epiranHs
Ta 3 KaJpOBHUX MHUTaHb (OCOOOBOTO CKJaay) Ta akT PO BUIIYUYEHHS JIS 3HUILECHHS
JOKYMEHTIB, HE BHeceHMX J10 HalioHanbHOro apxiBHOro (oHAy, PO3TISIal0ThCS
EKCTIEPTHOIO KOMICI€I0 MICHKOI paau oaHodacHO. [licis 3aTBepKeHHST akTa MiChKa
paja Ma€ MpaBo 3HUIIUTH BU3HAYEH] HUM JIOKYMEHTH.
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236. AXT Tmpo BWIYYCHHS IS 3HUIICHHS JOKYMEHTIB CKJIQJA€ThCS IIMOJ0
JIOKYMEHTIB, He BHeceHUX 10 HarioHanpHOTO apxiBHOTO (OHAY, Ha CIpPaBH BCi€l
MIChKOI panu. HaliMeHyBaHHS BHKOHABUYOTO OpraHy 3a3HAuYarOThCS Iepes] T'PYIIO
3aroJIOBKIB CIIPaB IbOTO MIIPO3ILITY.

CkiaeHHs ONKCIB CIIpaB, IO CKJIAJEeHI y maneposii popmi

237. Onuc cripaB — apXiBHUHM JOBITHUK, IPU3HAUYCHUN JIJIST OOJIIKY Ta PO3KPHUTTS
3MICTY OAWHMWIIL 30€piraHHs, OJAWHHIL OONIKY, 3aKpIIJICHHS iX CHCTeMaTHh3allli y
MeXax apXiBHOTO (OHY.

238. Omnucu cmpaB YKIAJAlOTHCS OKPEMO Ha CHpPaBU MOCTIMHOTO Ta TPUBAJIOTO
(monan 10 pokiB) 30epiranHs Ta 3 KaApoBUX NUTaHb (0coOboBoro ckiany). Ha cipaBu
TuMuacoBoro (10 10 pokiB) 30epiraHHsi OMUCH HE CKIIAJIal0ThCA. Y pa3i JIKBiAallli un
peopraxizailii yCTaHOBHU TaKi OMKCH CKJIAaI0ThCs 000B’ I3KOBO.

239. Omnucu copaB BHUKOHAaBYOTO OpPraHy CKJIAJAlOThCA IIOPOKY 3a
BCTaHOBJIEHOIO (hopmoro (momatok 12) mocagoBor 0co0O0r0, BIAMOBIIAIBLHOIO 3a
JIJIOBOJICTBO Y BUKOHABYOMY OPTraHi, 32 METOJUYHOT JOTIOMOTH apXiBHOT'O BIIJILTY.

240. Homep omucy cripaB BUKOHABYOI'O OpraHy MOBUHEH CKJIAATUCS 3 1HACKCY
BUKOHABYOI'O0 OpraHy 3a HOMEHKJIATYpOIO CIpaB 3 JOJIaBaHHSIM IOYATKOBOI JITEPH
HA3BM KaTEropii JOKYMEHTIB, 110 BKJIIOYAIOTHCS 10 OMUCY, Ta YOTUPHOX IUDP POKY,
B SKOMY pO3I0OYaToO CHpaBH, BKJIOYEHl 10 onucy. Hampukian, ommcu crpas
nocriitHoro, TpuBajoro (moHax 10 pokiB) 30epiraHHs Ta 3 KaJApPOBUX IHUTAHb
(ocoboBOro CKiIaay) BUKOHABYOTO OpraHy 3 iHA. 5, mo posmodyari y 2011 pori,
MatumyTh HoMepu: 5 IT1—-2011; 5T —-2011; 5 OC —2011.

241. Ilix gac ckJ1aJlaHHS OMKCIB CIPAB CJIII JOTPUMYBATHCS TaKHX BHMOT':

1) Ko’)kHA cIIpaBa BHOCUTBHCS JO OIHUCY ITiJI CAMOCTIMHHUM MOPSIIKOBUM HOMEPOM
(SIKTIIO0 cTipaBa Ma€ KijbKa TOMIB, KOXXHUH TOM BHOCHUTBHCS JIO OIMHUCY I OKPEMUM
HOMEPOM);

2) rpadu onucy oQOpMIIOIOTHCS BIANOBIIHO A0 BIJOMOCTEH, 3a3HAYEHUX Ha
OOKJIaUHIII CTIPABH;

3) y pa3i BHECEHHS J0 OMUCY KIIbKOX CIpaB MiAPsA 3 OAHAKOBUM 3arojJOBKOM
3a3HAYAETHCS MOBHICTIO JIMIIE 3arojIOBOK MEpIIOi CIpaBH, a BCl 1HII OJHOPIAHI
CIpaBU IMO3HAYAIOTHCS CIOBaMH 'Te came", IpH IbOMY IHIII BiIOMOCTI MPO CIPaBH
BHOCSATBCS JIO OMHUCY IIOBHICTIO (Ha KOXXHIA HOBIA CTOPIHIIl OIKCY 3aroJiOBOK
BIITBOPIOETHCS MTOBHICTIO);

4) rpada onucy "llpumiTka" BUKOPUCTOBYETHCS JIJISl BIAMITOK MPO OCOOIUBOCTI
¢13u4HOTrO CTaHy chpaB, PO Tepenady ChnpaB IHIIUM BUKOHABYMM OpraHaM ado
HIIIH YCTaHOBI, PO HASIBHICTH KOIIN JJOKYMEHTIB y CIIpPaBi.

242. Onucu cripaB BEIyThCS MPOTITOM KIJTBKOX POKIB 3 BUKOPHCTAHHIM €JUHOT
HacKpi3Hoi Hymeparlii. CripaBu KOKHOTO POKY CTAHOBJISATH PIYHUN PO3ILT OMHUCY.
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243. YV xiHIl omuUCy POOUTHCS MIJCYMKOBHH 3amuC 13 3a3HAYEHHSM KIJTBKOCTI
(mudpamMmu 1 crloBaMH) CIHpaB, IO OOJIKOBYIOTBCS 3a OIIMCOM, a TaKOX
00yMOBJIIOIOTHCSI OCOOJMBOCTI HyMmepallii crpaB B omuci (JIITEpHI Ta MPOMYIIEHI
HOMEPHU CIIPaB).

244,V piyHU# pO3JIT OMHUCY CIPaB BHOCSTHCS TAaKOX CIPaBH, HE 3aBEPIICHI
MPOTATOM KAJICHIAPHOTO POKY. Y TaKUX BUIAJIKaX Yy KIHII PIYHUX PO3JAUIIB OMHUCY
KO)KHOTO HACTYIMHOTO POKY, THPOTSITOM SIKOTO CIpaBH MPOJAOBXKYBAJINCA B
TIOBOJICTBI, 3a3HadaeThes "J[OKyMEHTH 3 IIbOTO MHUTAHHS JUB. TAKOX Y PO3MLIi 3a

pik, Ne "

245. Onmuc chopaB, CKJIQJICHHX Yy ManepoBid (opMi, CKIAZAETBCS Yy JBOX
OPUMIPHUKAX, OUH 3 SIKMX NEPENA€ThCs Pa3oM 13 CIIpaBaMHM, a 1HIIUHI 3aIUIIAE€THCS
K KOHTPOJBHUN IPUMIPHUK Yy CITy>KO01 J1JI0BOJICTBA.

246. Ha ocHOB1 ONMCIB CHpaB BHUKOHABYMX OpPraHiB BUKOHKOMY apXiB TOTY€
3BEJICH1 OINKCU CHpaB MOCTIHHOro Ta TpuBajoro (moHan 10 pokiB) 30epiranHs, 3
KaJIpOBUX MUTaHb (0OCOOOBOTO CKIIANY).

247. 3BefeHMI ONMUC CMpaB MOCTIMHOTO 30€piraHHs CKJIAIA€ThCAd Y YOTHPHOX
npuMipHUKax, TpuBajoro (moHaa 10 pokiB) 30epiraHHs — y JABOX MPUMIpPHUKAX, 3
KaJIpOBUX THTaHb (0COOOBOTO CKJIAMy) — y TPhOX NMpuUMipHUKaX. OJUH MPUMIPHUK
3aTBEP/IKEHOTO OMKCY MOAAETHCS ApXIBHOMY BIIILTY.

248. Miceka pama 3000B’s3aHa OINKCYBAaTH JOKYMEHTH TIOCTIHHOTO Ta
TpuBajioro (monas 10 pokiB) 30epiranss, 3 KaApoBUX MUTaHb (0COOOBOTO CKIIATy) HE
Mi3HINIE HDK Yepe3 JBa POKM IMICIs 3aBEPIICHHS CIpaB y JUIOBOACTBI, a TaKOX
nepeaBaTH JOKYMEHTH IIOCTIMHOrO 30epiraHHs BIiATOBITHO 10 3aTBEPKEHUX
OIHCIB CIIPaB JI0 apXiBHOTO BIJILTY B YCTAHOBJIEHI 3aKOHOJABCTBOM CTPOKH.

Od¢opmiieHHs cipaB, CKJIaIeHUX y naneposii ¢gopmi

249. OdopmienHs crmpaBu MOCTIHHOTO 1 TpuBasioro (moHany 10 pokis)
30epiranHs nepeadadae HyMepallilo CTOPIHOK Yy CIpaBi, CKJIAJCHHsS y pa3l moTpedu
BHYTPIIIHBOI'O ONUCY JIOKYMEHTIB CIIPAaBH, HASBHICTh 3aCBIIUyBaJIbHOIO HAIHUCY
CIPaBU PO KIIBKICTh CTOPIHOK 1 PO OCOOIUBOCTI (DI3UYHOTO CTaHy Ta (POPMYBaHHS
CIIpaBH, MiAMIKMBaHHA a00 ONpPaBIIEHHS CIIPaBU, 0(OPMIICHHS OOKIaJUHKHU CIIPABH.

250. JlokyMeHTH THUMYacoBOro 30epiraHss, c(QOpMOBaHI y CIpaBH, HE
HIIMBAIOTHCS, CTOPIHKA HE HYMEpPYIOTbCS, YTOUYHEHHS €JEMEHTIB O(OpPMIICHHS
OOKJIaIMHKHU HE MPOBOAUTHCS.

251. Iicns 3aKiHYEHHS AUTOBOJHOIO POKY 0 HAmMCIB Ha OOKJIAJMHKAaX CIpaB
MOCTIAHOTO 1 TpUBAJIOTO 30epiraHHsl BHOCATHCS HEOOX1IH1 YTOUHEHHS, IEPEBIPSETHCS
BIJIMOBIAHICTh 3arojIOBKiB CIpaB Ha OOKJIAAWHIN 3MICTY MIJIMUTUX JOKYMEHTIB,
BHOCATBCSA y pa3i moTrpeduW 10 3arojioBKa CIpaBU JOJATKOBI  BiJJOMOCTI

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
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(IpOCTaBJISIIOTBCS HOMEPU HakasiB, MPOTOKOJIB, 3a3HA4yaloThCcs BUAM 1 (GopMmu
3BITHOCTI TOIIO).

252. Jlara Ha OOKJAMWHII CIpaBU TOBWHHA BIJAIMOBIIATH POKY IOYATKY 1
3aKIHYEHHS CIIpaBH; y CHpaBi, 10 MAa€ JIOKYMEHTH 3a OLIbII paHHI POKHU, HIK PIK
YTBOPEHHS CTIPaBH, IiJl AATOI0 POOUTHCS HAMKUC "€ JOKYMEHTH 32 POKH'".

253. Ha oOxknaguHkax copaB, IO CKJIQJalOThCs 3  KUIBKOX  TOMIB,
MIPOCTABIISIOTHCS JAaTH TIEPIIIOTO 1 OCTAHHBOTO JOKYMEHTIB KOKHOTO TOMY (YaCTHHHU).
VY pasi 3a3HaYCHHS] TOYHO! KAJICHIAPHOI JaTH MPOCTABISETHCS YMCIIO, MICSIh 1 PIK.
Yucno 1 pik mo3Hava0Thes apabCbKUMH LU(PpaMu, MiCSIb MUIIETHCS CIIOBOM.

254. Ha oOknaauHIl CIpaBH TMPOCTABISETHCS HOMEp CIpaBU 32 3BEJICHUM
OMKCOM 1 3a MOTOJIKEHHSIM 3 ApXIBHUM B1IJILNIOM — HOMED OINUCY 1 POHY.

255. YV pa3i 3MiHM HailMeHyBaHHS MICbKoi paau (ii BHKOHaBYOrO OpraHy)
IPOTATOM TMEpIoAYy, SIKUA OXOIUIIOIOTH JOKYMEHTH CIipaBd, abo mij Yac mnepenadi
CIIpaBM [0 1HIIOI YCTAaHOBU (BUKOHABYOTO OpraHy) Ha OOKJIAIUHII CIpPaBU
3a3HAYAEThCS HOBE HAaMEHYBaHHS MICbKOI paau (BUKOHABUOTO Oprasy), a
nonepeiHe OepeTbes B IYKKU.

256. Hanucu Ha OOKJIaJMHKaX CHOpaB MOCTIMHOTO Ta TpuBaJOro (MoHan
10 pokiB) 30epiranHsi poOJATHCS UYITKO YOPHHUM CBITJIOCTIMKMM YOPHHUIIOM a0o
nactoro. HakieroBaHHS TUTYJBHOIO apKylia Ha OOKJIAJWHKY CIpaBH HE
JIOTTYCKA€ThCS.

Ilepenaua cnpas, CKJIaieHUX y naneposii popmi, Ha apxiBHe 30epiranHs

257. CnpaBu mnoctiiiHoro Ta TpuBaioro (monan 10 pokiB) 30epiraHHs, 3
KaJIpOBUX MUTaHb (0COOOBOTO CKJIAJy) YEpEe3 JBA POKHU IMICIIs 3aBEPIICHHS X BEICHHS
NepenarThcsl Ha apxiBHE 30epiraHHS B YMOPSIKOBAHOMY CTaHi ISl TOJAJIBIIOTO
30epiraHHs Ta KOPUCTYBaHHS.

258. llepemaua cnpaB Ha apxiBHe 30epiraHHs 3AINCHIOETHCA 3a Tpadikom,
3aTBEPHKEHUM KEPYIOUUM CITpaBaMy BUKOHABYOTO KOMITETY MiCHKOT pajiu.

259. 3a MUCHMOBHUM 3BEpPHEHHSM BHKOHABYOTO OPTaHy CIIy»0a IUTOBOJICTBA
oopmiisie BuAady CIpaB, CKJIAJEHUX Yy MNanepoBid ¢opmi, Ha CTPOK A0 TPbOX
MICSIIIIB.

260. IlpuitmaHHs-TIepeaya KOXKHOI CIPaBH 3IMCHIOETHCS B IMPUCYTHOCTI
npaliBHUKA, SKUU NIepeIae ynopsAKOBaHi Ta 0(OPMIIEHI CIIPaBU.

261. CopaBu mnocriitHoro Ta TpuBanioro (moHan 10 pokiB) 30epiraHHs
nepealoThCsl Ha apXiBHE 30€piraHHs 3a ONKucamu.

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
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VY KiHIII KOXXHOTO TNMPUMIPHHKA OMKCY IpaIliIBHUK PO3MUCYETHCA y TPUHHATTI
cinpaB 1 mpocTaBisie AaTy. OIWH NPUMIPHUK OIMKCY TMOBEPTAETHCS BUKOHABUOMY
oprasy, BC1 1HIII 3aJIMIIAIOTHCS B apXIBHOMY B1JIILII.

CrpaBu, 10 TEpeAarOThCA O apXiBHOTO BiAJAUTy, TMOBUHHI OyTH 3B’s3aHi
HAJIC)KHUM YHHOM.

Micbka pana 3000B’si3aHa 3a0e3meunT 30€piraHHsS apXiBHUX JTOKYMEHTIB Ta
nepenavy JOKYMEHTIB, IO HajiexkaTh A0 HamioHanbHOTO apxiBHOTO (OHAY, MiCIs
3aKIHYEHHS! BCTAaHOBJICHMX TPaHUYHHUX CTPOKIB iX 30epiraHHs B MICBKIM paal Iis
MOCTIHHOTO 30€epiraHHs 0 apX1BHOTO BIJJILTY.

KponueHuubKa micbKa paga
aBAiHHA 4i10BOACTBA Ta OPraHisauinHoi po6o
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Honatok 1

10 [HCTpYKIIii 3 11JIOBOJCTBA Y
KponuBHUIIBKIH MiCBKi# pai
(TyHKT 8)

3AT'AJIBHI ITPABUJIA
oopMJICHHS IOKYMEHTIB

1. Hdns odopmieHHS TEKCTIB CHyKOOBUX JOKYMEHTIB BUKOPUCTOBYETHCS
rapHiTypa Times New Roman Ta mpudt po3mipom 12-14 apykapchbkux MyHKTIB a00
8-12 apykapchbKMX MYHKTIB JUIs JPYKyBaHHS pPEKBI3UTy "BiacHe im's, mpi3Buiie
BUKOHABIII 1 HOMEp Moro tenedoHy", BHHOCOK, MOSICHIOBAJILHUX HAIUCIB 0
OKPEMHUX €JIEMEHTIB TEKCTY JOKYMEHTa ab0 Horo peKBi3UTiB TOLIO.

2. IIpu oopMieHH1 3aCTOCOBYETHCS MIPUT:

HAMIBXUPHUN MIPUPT BETUKUMHU JIITEPAMH — 7151 HA3BU BUY JOKYMEHTA;

HaIIBXUPHUK (NpsAMUKA a00 KypCUB) — JJIsl 3aroJjOBKIB Ta KOPOTKOTO 3MICTY
JOKyMEHTA.

3. IIpu odopMieHHI TEKCTIB MIKPSIAKOBHI 1HTEpBaJl TOBUHEH CTAHOBUTU:

1 — 1ns CKIaAoBUX TEKCTY JAOKYMEHTa, pekBi3uTy "JlogaTok" Ta mocuiiaHHs Ha
JIOKYMEHT, 110 CTaB MiJICTABOIO IS MIATOTOBKH (BUIAHHS) IOTOYHOTO JOKYMEHTA;

1,5 — nns cknagoBux yacTuH pekBi3uTiB "Aapecat"” ta "I'pud 3arBepmxeHHs";

1,5-3 — ny1s1 BiIOKpEMIICHHST PEKBI3UTIB JOKYMEHTA OJIMH Bij OJTHOTO.

4. Bnacue iM’s Ta mpizBuiie B pekBizuti "I[ligmuc" po3MimyeThcsi Ha PiBHI
OCTaHHBOTO PSAJIKA HA3BU MOCAH.

5. MakcuMmanbHa TOBXKHHA psAKa OaraTopsSIKOBUX PEKBI3UTIB (KpIM PEKBI3ZUTY
TeKcTy) — 73 muniMeTpu (28 ApyKOBaHHUX 3HAKIB).

6. SIK110 3aroj0BOK (KOPOTKUM 3MICT) A0 TeKcTy nepeBuiye 150 3HaKiB (1’ 4Th
PANKIB), 1OTO J03BOJISIETHCS MPOAOBKYBATH A0 MEXI MpaBoro nojis. Kpanka B KiHII
3aroJioBKa HE CTaBUTHCA.

7. Ilpu odopmiileHHI NTOKYMEHTIB BIJCTYN BiJ MEXi JIIBOTO MOJs JOKyMEHTa
CTaHOBHUTH:

125 miniMeTpiB — /Uit BJIACHOTO IMEHI Ta npi3Buila peksizury "[lianuc";

100 mimimeTpiB — st pekBizuty "['pud 3atBeprxeHHs";

90 mimimeTpiB — 715 pekBi3uTy "Anpecar";

10 MimiMeTpiB JuIs a03alliB y TEKCTI;

K OI'II/IBHMleKa MicbKa pa,qa
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[IponoBkeHHs nonatka I

0 MUTIMETpIB:

s cmis: "CIIYXAJIN", "BUCTYITJIN", "BUPIINWJIN", "YXBAJIMJIN",
"HAKA3VYHO", "30b0B'A3VYI0";

s pekBizuTiB: "Jlata moxkymenrta", "KopoTkmit 3MicT mokymenta", "Tekct"
(0e3 abzamiB), "BigmiTka mpo HasBHICTH JonatkiB", "BimomocTi mpo mpailiBHUKA,
SKUW CTBOPUB MOKyMeHT", "BiaMiTKa mpo BUKOHAHHS JOKYMEHTA 1 HAJCHJIAHHS HOTO
no cmpasu", cioBo "Jlomatok", pexkBizutu "JlomaTox" Ta cioBo "IlimcraBa" 3amucy
PO TOCWIAHHS HA JOKYMEHT, IO CTaB MIACTaBOIO IS IMIATOTOBKH (BHIAHHS)
NOTOYHOIO  JIOKYMEHTa, HaliMeHyBaHHi nocaaun y  pekBizuti "Ilignumc",
3aCB1AYYBaJIBHOTO Hamucy "3riHo 3 opuriHaioM" Ta ams nepuioro peksizuta "['pud
3aTBEPKEHHSA'", SIKIIO iX B JOKYMEHTI JIBa.

8. Ilim yac odopmieHHS TOKYMEHTIB (JOJATKIB J10 HUX) Ha JABOX 1 OLIbIIe
CTOpIHKax JIpyra Ta HaCTYIIHI CTOPIHKY MOBUHHI OyTH MPOHYMEPOBAHI.

9. Homepwm CTOpIHOK CTaBISATBCS TIOCEPEIUHI BEPXHBOI'O TIOJS CTOPIHKH
apabcbkumMu nu@pamu 6e3 3a3HAYCHHS CjIoBa 'CTOpiHKA" Ta PO3AUIOBHX 3HAKIB.
[lepmia cropiHka He HyMEpYeTbCS HI B JIOKYMEHTI, HI B KOXXHOMY 3 JOJIaTKiB.
JIOKyMEHT 1 KO’KEH 3 JJOJATKIB MalOTh OKPEMY HyMepaIlito.

10. TexcTH HOKyMEHTIB APYKYIOThCS Ha OJHOMY Oomi apkymia. JJokyMeHTH He
NOCTITHOrO CTpOKY 30epiraHHss oOcsroM Ouipmie 20 CTOPIHOK JAOIMYCKA€ThCS
OpPYKyBaTH Ha JUUBOBOMY 1 3BOPOTHOMY OOIl apKylla, HpH LbOMY PEKBI3UT
"[lignuc" moBuHEH OyTH PO3MIIICHUN HAa JUIOBOMY, a HE Ha 3BOPOTHOMY OoOIIi
OCTaHHBOI'O APKYIIA IOKYMEHTA.

11. QR-xox posmipom 21 Ha 21 MM PO3MIIIYETHCA B HWKHBOMY JIIBOMY KYTi
NepIIoi CTOPIHKH IOKYMEHTA.

JlJis TIPOEKTIB aKTiB Ta OOOB’S3KOBHX JOJATKIB O HHUX, IO PO3POOISIFOTHCS
opraHaMy BHUKOHABYOi BJIaJu, MOCTaHOB 1 po3nopsmkeHb Kabinery MiHicTpiB
VYkpainu nopsiza i3 QR-ko10M po3MINIyIOThCsl HOTO PEKBI3UTH, HATPUKIIA;:

Minnudpu Ne 003845.0011-I1 Bix 20.07.2020

[Mignucas: Ilerpenko Iletpo IlerpoBuu

Ceptudikar: 341C050E72C685404000000 A6D05009B940D00
Hivicauii: 3 12.12.2022 12:38:06 mo 12.12.2023 12:38:06.

K OI'II/IBHMleKa MicbKa pa,qa
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Honatok 2

10 [HCTpYKIIii 3 11JIOBOJCTBA Y
KponuBHUIIBKIH MiCBKi# pai
(myHkT 37)

MNPUMIPHUM NEPEJIK
AOKYMEHTIB, 110 103BOJISIEThCS 3aTBEPAKYBATH NPOCTABJIAHHAM rpuda
3aTBepIKEeHHSI MI0CaA0BOI 0c00M 32 YMOBH iX IIATOTOBKH y NManeposiu popmi

1. Axtu (rOoTOBHOCTI 00’€KTa 10 €KCIUTyaTallii; CIHUCAaHHS; 1HBEHTapu3allii,
EKCIIePTHU31;, BUIIYUYCHHS CIIpaB /IS 3HUILCHHS; Tepeayl CrpaB; JIKBiaIli yCTaHOB
TOIIO)

2. 3aBmanHs (Ha TPOEKTYBAaHHA OO0’ €KTIB, TEXHIYHUX CIHOPY/A, KariTaJbHE
OyIIBHUIITBO;, Ha TPOBEJCHHS HAYyKOBO-IOCTIIHHUX, MPOEKTHO-KOHCTPYKTOPCHKUX 1
TEXHOJIOTTYHUX POOIT; TEXHIYHI TOLIO)

3. Kowropucu BuTpar (Ha YTpUMaHHSA amnapary yHOpaBliHHS, OyIUHKIB,
IPUMIIIEHb, CIOPYA; Ha MIATOTOBKY Ta OCBOEHHS BUPOOHUITBA HOBUX BHPOOIB; Ha

KamiTajibHe OyIIBHUITBO TOLIO).

4. Tlepemiku (rocaj mpaiiBHUKIB 3 HEHOPMOBAaHUM POOOYMM JIHEM; THUIIOBHUX,
B1JIOMYHX (Tally3€BUX) JOKYMEHTIB 13 CTPOKaMH 30epiraHHs TOIIO)

5. Po31iiHKM Ha BUKOHAHHS pOOIT
6. CtaTyTH (OJIOKEHHS) YCTAHOB

7. CTpyKTypa MiChKOT paau

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
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Honatoxk 3

10 [HCTpYKIIii 3 11JIOBOJCTBA Y
KponuBHUIIBKIH MiCBKi# pai
(TyHKT 67)

MNPUMIPHUI NEPEJIIK
AOKYMEHTIB, MIAMUCH HA IKUX CKPIIIIOIOTHCS repO0BOI0 MEYATKOI0
y pasi ix cTBOpeHHs1 Y naneposiii ¢opmi ad0 kKBaIi(PiKOBAHOIO €JIEKTPOHHOI)
NMeYaTKOK 200 YI0CKOHAJIEHOK0 eJIeKTPOHHOIO NeYaTKOI0, 1[0 0a3Y€ThCS HA
kBaJdipikoBanomy cepTu(dikaTi eJIEeKTPOHHOI EYATKH, MiCbKOI paau y pasi
IX CTBOPEHHS B eJIEKTPOHHI opmi
1. Axktu (BUKOHaHHS POOIT, CIHMCAHHS, €KCIEepPTH3H, (PIHAHCOBUX INEPEBIPOK;
BUJTYUCHHS CIIPaB JIsl 3HUIIEHHS; TIepeaadi CrpaB TOIIIO)
2. BucHoBKkM 1 BIATYyKM YCTAaHOB Ha Jaucepranii Ta aBtopedepaTH, IO
HAJICUJIAIOTHCS 10 BuIoi aTecramiitnol koMicii Ykpainu
3. JloBiaku (JIiMITHI; TIPO BUILIATY CTPAXOBHX CyM; BUKOPUCTAHHS OIOKETHUX
aCUTHYBaHb Ha 3apIuiaTy; Ipo HapaxOBaHy 3apIliaTy TOIIO)
4. JloroBopu (mpo wmaTepiadbHy BIANOBIAANIBHICTb, HAYKOBO-TEXHIYHE
CHIBPOOITHULITBO, MIIPSAAN, OPEHAY MPUMILIEHB; TPO BUKOHAHHS POOIT TOLIO)
5. JoxymeHTH (AOB1IKHM, TOCBIAYEHHS TOLIO), IO 3aCBIAYYIOTh IpaBa rpOMaisiH
1 IOPUAUYHUX OC10
6. [lopyueHHsI Ha OJiep>KaHHsI TOBapHO-MaTepiaibHUX I[IHHOCTEW, OOJKETHI,
OaHKIBCBKI, IICHCIIHI, INIATIKHI
7. 3aBmaHHs (Ha TIPOEKTYBaHHS OO0’ €KTIB, TEXHIYHHUX CIIOPYJ], KamiTajbHEe
OyIIBHUIITBO; TEXHIYHI TOIIO)
8. 3asBu (Ha aKpeAUTHUB; TIPO BIIMOBY BiJ] aKIIETITY TOIIO)
9. 3asBKu (Ha 00JIaIHAHHS, BUHAXOIX TOIIIO)
10. 3pa3ku BIAOUTKIB I€YATOK 1 IMAMKCIB MPAIiBHHUKIB, SKI MarOTh IPaBO
3MIMCHIOBATH (DIHAHCOBO-TOCIIOAAPCHKI OTeparrii
11. Komropuc BUTpaT (Ha yTpUMaHHs anapary ymnpaBiiHHS; Ha MiATOTOBKY Ta
OCBOEHHSI BHpPOOHMIITBA HOBHUX BHUpPOOIB; Ha KaJbKYJSIIIO 3a JOrOBOPOM; Ha
KamiTajbHe OyIIBHUUTBO TOLIO).
12. JIuctu rapanTiiiHi (Ha BAKOHAHHS POOIT, HAJAHHS MOCTYT TOILO).
13. IlomanHs 1 KJIoMOTaHHA (PO HATOPOPKEHHSI OpJEHAMHU 1 MeJalsIMU; PO
peMiIOBaHHS)
14. IIpoTokonu (MOTOKEHHS TIJIaH1B MTOCTABOK)
15. Peectpu (4ekiB, OFOKETHUX JOPYUCHB)
16. Crnenudikaiii (BupoO6iB, IPOIYKIi TOIIIO)
17. CrinbHI JOKYMEHTH, IMATOTOBJIEH] Bl IMEHI JIBOX 1 O1JIbIIIE YCTAaHOB
18. CratyTn ycTaHoB
19. TutynpHI CIUCKH
20. TpynoBi1 KHUKKH
21. Apky1i NOroJKEHHs MPOEKTIB HOPMATUBHO-IIPABOBUX AKTIB.

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
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Honatok 4

10 [HCTpYKIIii 3 11JIOBOJCTBA Y
KponuBHUIIBKIH MiCBKi# pai
(myHkT 155)

MMPUMIPHUI NEPEJIIK
JOKYMEHTIB, 1110 He MiVISIralTh PeecTpalil cayk0010 AJI0BOICTBA

No Bun nokymeHTa CrnenianpHuii 00miK™
1. | 3BenenHs Ta iHoOpMaIlisi, HaIICIaHl 0 BiioMa He nignsrarots peectpartii
2. | PexyiamH1 OB1JIOMJIEHHSI, TJIAKaTH, TPOTpaMu qu OOJIIKY Y Oy Ib-sIKUiA

HapaJ, KoH(epeHI[ii Tomo IHIIHH c11oc10
3. | IlpeiickypanTu (Korii)
4. | Hopmu BuTpaTtn marepiaiis
5. | BitanbpHi TUCTH 1 3alIpONICHHS
0. MicsiuHi, KBapTaJlbH1, NIBPIYHI 3BITH
7. | I'padiku, Hapsiam, 3asiBKU, pO3HAPSAKU
8. | ®opmMu CTAaTUCTUYHOI 3BITHOCTI
9. | ApykoBaHni BumaHHs (KHUTH, )XypHaiu, OtoneTeHi) | bibmioteka

(00TIKOBYIOTHCS JUIIIE Y
pasi ii HasIBHOCTI)

10. | HaykoBi 3BiTH 3a TEMamMu Cny:x0a HayKOBO-
TEXHIYHOI 1HQopMaii
(001IKOBYIOTHCS JUIIE Y
pa3i 1l HassBHOCTI)

11. | HaBuanpHi mianu, nporpamu (Komii) YrpaBiiHHS IepCcOHATY

12. | JloroBopu byxranrepchka ciyx06a

* 'V pa3i BiACYTHOCTI B MICBKIi pajl BIANOBIJHOTO CIELIAI30BaHOrO MiIPO3ALTY
crenlagbHui  OOMIK 3IIMCHIOETBCS CIY»KO0O0I0 JIJIOBOJACTBA ab0 3a pIlIEHHAM
KEpYIUOro cipaBaMi BUKOHABYOTO KOMITETY MIChKOI pajid HE 3I1CHIOEThCS

KponueHuubKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
5

i

Ne76 sia 02.07.202.




Homarok 5

10 [HCTpYKIIii 3 11JIOBOJCTBA Y
KponuBHUIIBKIH MiCBKi# pai
(myskT 161)

INPUMIPHUM CKJIAJ
3alucy PO PeecTPalil BXiTHUX JOKYMEHTIB*

[S—

. Bug nokymeHnra

[\

. I[aTa Ta 4aC HAAXOIKCHHA JOKYMCHTA B MiCBKy pany

W

. laTa peecTpariii 1okyMeHTa

4. PeectpariiftHuii iHIEKC TOKYMEHTa

V)]

. Kopecrnionient

N

. laTa peecTpallii Ta peecTpaiiHuil iHIEKC KOPECTIOHACHTa
7. KopoTkuii 3MicT

8. BianmoBimanbHUI BUKOHABYMN OpraH, SKUW B YCTAHOBJICHOMY IMOPSIKY
BU3HAYEHUN BIMOBIIAJILHUM 32 BUKOHAHHSI JIOKYMEHTA B MICBHKIiH pai

9. BigmoBinanbHHI BHUKOHABEIb - IMPAIIBHUK BIJAMOBIAAIHPHOTO BHKOHABYOI'O
OpraHy MiCbKOi paJik, SIKWi B YCTAaHOBJICHOMY MOPSJIKY BU3HAYCHUN BiJIIOBIIAIbBHIM
3a BUKOHAHHS JJOKyMEHTa B MIChKiHl paji

10. BigmiTka mpo BUKOHAHHS TOKyMEHTa

11. CrpaBa Ne

* [HCTpYKIII€0 3 AUIOBOJICTBA YCTAaHOBH MOXXE OyTH TepeadadyeHo J0JaTKOBI
CKJIQJIOB1 YaCTHHHM XypPHAJTy Ta BU3HAYCHO 1HIINUH MOPSIIOK 1X PO3MIIIICHHS

KponuneHuupKa micbKa paga
aBAiHHA 4i10BOACTBA Ta OPraHisauinHoi po6o
5

i

Ne76 sia 02.07.202.




Honatok 6

10 [HCTpYKIIii 3 11JIOBOJCTBA Y
KponuBHUIIBKIH MiCBKi# pai
(myskT 161)

MPUMIPHUI CKJIAJL
3allUCy PO PeECTPALii0 BUXIAHUX IOKYMEHTIB, CTBOPEHUX YCTAHOBOKO*
1. JaTa peectparliii JoKyMeHTa
2. PeecTpariiinuii iHAEKC TOKYMEHTA
3. Aapecart
4. KopoTkuii 3MiCT

5. BignoBilanbHUiI BUKOHABYMW OpraH MICBKOI paiu, SKUM MIJTOTOBJICHO
JIOKYMEHT

6. BigmoBijanbHUII BUKOHABEIlb — MPAIIBHUK BIJIMOBIAAIPHOTO BUKOHABUOI'O
OopraHy MiCbKO1 paJid, IKMI MiATOTYBaB JOKYMEHT

7. JlaTa Ta yac HaAXOKCHHSI IOKyMEHTa afpecaTy
8. Jlata peecTpaiiii Ta peecTpaiiiiHuil iHACKC aapecara
9. BinmiTKka po BUKOHAHHS JTOKYMEHTA aJpecaToM

10. CpaBa Ne

* [HCTpYKII€O 3 MAUIOBOJICTBA YCTAaHOBUM MOXE OyTH TmepeadadyeHo J0JaTKOBi
CKJIQJIOB1 YACTUHHU KYpPHAIy Ta BU3HAYEHO 1HIIUNA MOPSIIOK 1X PO3MIILIEHHS

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
5

i

Ne76 sia 02.07.202.




Homarox 7

10 [HCTpYKIIii 3 11JIOBOJCTBA Y
KponuBHUIIBKIH MiCBKi# pai
(myskTt 179)

CTPOKHA
BUKOHAHHS OCHOBHMX IOKYMEHTIB

1. Akt Ilpe3unenra Ykpainu — 30 AHIB 3 JaTU HAOpaHHS HUM YUHHOCTI, SIKIIO
IIUM aKTOM He Iepe0auyeHo CTPOK BUKOHAHHS BU3HAUEHOTO HUM 3aBJ/IaHHS

2. 3anuT ab0 3BEpPHEHHS:

HApOJHOTO JemyTara YKpaiHu —3riqHo 3 BuMmoramu 3akoHy Ykpainu "IIpo
CTaTyC HApOJHOIO JenyTara YKpainu';

JienyTara MicIieBO1 pajau — npoTsiroM 10 qHIB 3 THS HOTO HAJXOHKCHHS

3. Sxmo 3anuT (3BepHEHHsS) HAPOAHOTO JemyTara YKpaiHh 3 00’ €KTUBHUX
IPUYHUH HE MOXE OyTH PO3IJISHYTO B YCTAHOBJIEHUH CTPOK, HAJCUIAETHCS MUCbMOBE
NOBIJJOMJICHHS Cy0’€KTaM BHECEHHS 3aluTy (3BEPHEHHS) 13 3a3HAYEHHSAM MPUYMH
IPOJOBKEHHS CTPOKY PO3TIISLY.

Ctpok po3risily JenyTaTChbKOrO 3BEpPHEHHS 3  ypaxyBaHHSM  CTPOKY
IPOJOBKEHHS HE MOXe nepeBullyBatu 30 1HIB 3 MOMEHTY HOT0 HaIXOKEHHSI

4. Pimenna KaOinery MiHicTpiB YKpaiHM 100 TOOMpPAIIOBAHHS MPOEKTIB
HOPMATHUBHO-TIPABOBUX aKTIB — MpOTsroM 10 OHIB 3 JHS TPUHHATTS BIAMOBIAHOTO
pIIIIEHHS, SKIO UM PIIIEHHSM HE BCTAHOBJICHO 1HIIHMI CTPOK

5. TlocranoBu Ta BucHOBKHM Komerii PaxyHkoBoi manatu — npotsrom 15 nmHiB 3
THS X peecTpallii B yCTaHOBI, SIKIIO B HUX HE BCTAHOBJICHO 1HIINIA CTPOK

6. IloromkeHHs MNPOEKTIB AakKTIB 3alHTEPECOBAHUMM OpraHaMu —y CTpOK,
YCTAaHOBJICHUM iX TOJIOBHUMH PO3POOHMKAMH BIJIMOBIAHO 10 BHUMOr PerimameHTy
Kabinery MinicTpiB YkpaiHu.

7. 3anut Ha nyOmiuHy iHGopMmalio Bia (GI3UYHOI, HOPUAUYHOI 0Co0OH,
00’eTHaHHS TpoMaasH 0e3 CTaTycy HOPUAMYHOI 0coOM, KpIM CyO’ €KTIB BIATHUX
MMOBHOBA)KECHB, T4 HAJIAHHS BIAMOBIAI Ha 3aMMUT Ha 1HGOPMAIIIIO — POTATOM CTPOKY,
Bu3HaueHoro crarreto 20 3akony Ykpainu "[Ipo goctyn go my6miunoi iHpopmarii"”

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
5

i

Ne76 sia 02.07.202.



http://search.ligazakon.ua/l_doc2.nsf/link1/KP190375.html
http://search.ligazakon.ua/l_doc2.nsf/link1/T279000.html
http://search.ligazakon.ua/l_doc2.nsf/link1/T279000.html

Honatok 8

10 [HCTpYKIIii 3 11JIOBOJCTBA Y
KponuBHUIIBKIH MiCBKi# pai
(myskt 190)

ITHOOPMAIIA
PO CTAH BUKOHAHHSA 3aBJAaHb CTAHOM HAa . .20
Ne HainmvenyBanns CraH BUKOHAHHS 3aBJIaHb (JOKYMEHTIB)
Ta IHAEKC BUKOHABYOI'O yChOTO 3 HUX
OopraHy BUKOHAHO CTPOK CTPOK
MI0JIOBKEHO | MOPYIIEHO

HavaabHUK ynpaBJliHHA JiJI0BOACTBA
Ta opranizaniiinoi podoru Baacue im’a ITPI3BUIIE

20

MMMMMMMMMMMMMMMM

ubKa Micbka pasa
n|ﬁﬁ|nmﬂ“[iﬂmmﬂ“mrﬂraLUMHOI .
No76 ein, 02.07.2025
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YnpasniHHa 4i




Honatok 9

10 [HCTpYKIIii 3 11JIOBOJCTBA Y
KponuBHUIIBKIH MiCBKi# pai
(myskT 204)

INPUMIPHA ®OPMA
HOMEHKJIATYPH CIIPaB BUKOHABYOI0 Oprany y namneposiii ¢gopmi

KponuBauubka Micbka paaa
YnpasiiHHSI HepCOHATY
HOMEHKIJIATYPA CIIPAB Ne 36-17 3a 202 pik

CXBAJIEHO:
[Iporokon 3acimanns ekcneptHoi koMicii Big 01.11.202  Ne 01-15/126/0.7
[anexc 3aroj0BOK CIpaBu KinbkicTh Crpok PoGoui
cripaBu cripaB (TOMIB) | 30epiraHHsi | MO3HAYKH
Bigain 3 nutaHb HAaropoI>KEeHb
36-01-  JluctyBanHs 3 BepxoBHOIO 4 MOCTIAHO
01 Panoro Ykpainu
ITiicyMKOBHIA 3amnc
CnpaBu 3a CTpOKaMH Pazom Y Tomy umci
30epiranHs . .
nepexigHl | 3 BigmiTkoro “EITK”
Ycporo crpas: 53 33 2
NOCTIMHOTO 30epiraHHs 7 5 2
TpuBajioro (moxaza 10 pokin) 12 7 0
30epiranHs
TUMYacCOBOTr'0 30€piraHHs 34 21 0
CKIIAIEHO
I'osioBHMIA ciemiajicT Baacue im’a ITPI3BUILE
02.11.202
SATBEPJKEHO
HavyajbHUK ynpaBJIiHHA NEPCOHATY Baacue im’s ITPI3BUIIE
05.11.202_
MNOT'OAKEHO
IIpaniBHMK AiJI0BOAHOI CJIY:KOH,
BiAMOBiAJbHUII 32 apXiBHe 30epiranHsi Baacue iM’st ITIPI3BUIIE

03.11.202_

KponueHuubKa micbKa paga
pasAiHHA AiN0BOACTBA Ta OpraHisauiiHoi po6oTu
5

i

Ne76 sia 02.07.202.




Honmatok 10

10 [HCTpYKIIii 3 11JIOBOJCTBA Y
KponuBHUIIBKIH MiCBKi# pai
(myskT 204)

INPUMIPHA ®OPMA
3Be/IeHOI HOMEHKJIATYPH CIIPAB MiCbKOI paau y naneposii ¢popmi
KponuBHHIbKA MicbKa paja
3BEJJEHA HOMEHKJIATYPA CIIPAB 3a 202 pik
CXBAJIEHO:
[TpoTokomn 3acimanns ekcneptHoi komicii Big 08.11.202  No 01-24/139/7

[IpoTokon 3acijlaHHs eKCIEPTHO-NIEPEBIPHOI KOMICIT Aep>KaBHOIO apXiBy 00JacTi
Bix 17.11.202 Ne 22-31/1-19

Innexc 3aroJioBOK CIIpaBU Kinekicts Ctpok Po0Ooui
CIpaBu CIIpaB 30epiraHHsi | IMO3HAYKHU
(TOMIB)

VYrpaBniHHS A1IJI0BOJICTBA Ta OpraHi3aliifHol poOoTH
35-01-01 [TocTanoBu KaGinery 10 MOCTIIHO cT.3a

MinictpiB Ykpainu

VYrpaBiiHHS IEpCOHATY

36-01-01 JluctyBanns 3 BepxoBHOIO 4 MOCTIIHO cT.6a
Panoro Ykpainu

[TicyMKOBUIA 3amuc

VY Tomy umci

CrnpaBu 3a cTpokaMu 30epiraHHs Pazom 3 BUIMITKOFO
nepexiaHi “EIIK

VYcboro cnpas: 1040 2 273
MOCTIIHOTO 30€epiraHHs 86 0 0
tpuBasioro (rmoxas 10 pokis) 432 1 0
30epiraHHs
TUMYacCOBOTO 30epiraHHs 522 | 273
CKIJIAZJEHO
["onoBHUI crieriaiicT Baacue im’s ITPI3BUIIE

06.11.202

KponuneHuupKa micbKa paga
pasAiHHA AiN0BOACTBA Ta OpraHisauiiHoi po6oTu
5

i

Ne76 sia 02.07.202.




[Iponosxkenusa nogarka 10

NIICYMKOBHM 3ATIAC 3ABIPEHO

IIpauiBHMK ynpasJiHHS AI0BOACTBA Ta

oprasizauiiHoi po6ortu,

BiAMOBIAJbHUIA 32 apXiBHe 30epiranHsi Baacue im’s IIPI3BUIIE
06.11.202

HOI'O’KEHO

HavaabHUK ynpaBJliHHA JiJI0BOACTBA
Ta opraHizamniiiHoi podoTu Baacue im’s ITPI3BUILE
09.11.202

3ATBEP/’KEHO

Kepyrouuii cnpaBaMyn BUKOHABYOI0
KOMITETY MiChKOI paau Baacue im’s ITPI3BUILE
22.11.202_

MMMMMMMMMMMMMMMM

U i paga
n|ﬁ|g‘|miﬂ“ﬁmmmﬂ“mrlrmMHOI -
Ne76 sig 02.07.2025
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YnpasniHHa 4i



Honatoxk 11

10 [HCTpYKIIii 3 11JIOBOJCTBA Y
KponuBHUIIBKIH MiCBKi# pai
(myHkT 234)

NPUMIPHA ®OPMA
aKTa NPO0 BUIYYCHHH Ui 3HUILEHHS JOKYMEHTIB y naneposiii popmi

AKT
MPO BUJIYYeHHSsI /1JIs1 3HUIIIEHHSI JOKYMEHTIB
KponuBHunbka Micbka pajaa

YnpasiiHHS mepcoHATY
Bix 15.12.202_ Ne 36-17

INIACTABA:
[Iporokon 3aciJaHHs €KCIIePTHO1 KoMicii B[ 08.11.202_
Ne 01-24/147/7
Inpekc 3aroiJo- JlaTa JlaTa KimpkicThb Crpok Po6oui
crpaBu BOK MOYaTKy | 3aKIHYEH- CIIpaB 30epirad- | MO3HAYKU
CIIpaBH Hs (TOMIB) HS
(Tomy)

Pazom J0 3HUIIICHHA

7 (cim) crpaB 3a 201 -202  poku

KinekicTs qoxkymeHnTiB: 1271 (omHa THCSYa ABICTI CIMICCAT OJMH)
[IpuiimanpHO-31aBalIbHA HakaaaHa: Big 12.12.202  Ne 741*
Merto 1 3HUIICHHS: 3HUIIEHHS [IJITXOM HEB1THOBITIOBAIILHOTO MOAPIOHEHHS

CKIIAIEHO:

T'onoBHMi ceniajicT**

18.12.202

HOTI'O’KEHO

HavanbHUK ynpaBiaiHHa***
19.12.202

HavanbHUK ynpaBaiHHA****
20.12.202

HavanbHUK JiJIOBOAHOI CIIy:KOM ™ ****
21.12.202

3ATBEP/KEHO

Kepyrouuit cnpaBaMu BUKOHABYOI0
KOMITeTy MiCBKOI pag| ******
22.12.202

Baacue im’a ITPI3BUILE

Baacue iMm’st ITPI3BUIIE
Baacue im’s ITPI3BUILE

Baacue im’a ITPI3BUIIE

Baacue im’a ITPI3BUIIE

KponuneHuupKa micbKa paga
pasAiHHA AiN0BOACTBA Ta OpraHisauiiHoi po6oTu
5

i

Ne76 sia 02.07.202.




[Iponosxkenusa nogarka 11

3HUILEHHA ITPOBEJIEHO:

[IpaniBHUK A1IOBOJIHOI CITYXOH,

BIJIMOBIAQIBHUMN 32 apXIBHE 30epIrapsy ™ * # % * Baacue im’s ITPI3BUILIE
25.12.202

* He o000B’sI3KOBE IM0JIE, 3aCTOCOBYETHCS y pa3l mepenadl 1HINNA yCTaHOBI ISt
3HUIIECHHS.

** Oco0a, BIANOBIAaIbHA 3@ AUTOBOJCTBO Y BUKOHABUOMY OpraHi YKJIaJIEHHS, KOO
CKJIQJICHO aKT.

*** [TocamoBa ocoba, sika MPOBOAMIA EKCIIEPTU3Y IIIHHOCTI.

kAadek* KepiBHUK MiAPO3AUTY YKIAACHHS.

oAkt KepiBHUK CITyKOU A1JI0BOJICTBA.

FAdckR* Oco0a, sika mpoBesia 3HUILCHHS.

KponuneHuupKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
5

i

Ne76 sia 02.07.202.




Jonmatok 12

10 [HCTpYKIIii 3 11JIOBOJCTBA Y
KponuBHUIIBKIH MiCBKi# pai
(myHkT 239)

IMPUMIPHA ®OPMA
omnucy cnpas y naneposiii gopmi
KponuBHunbka Micbka pajaa

YnpasiiHHS HepcoOHATY
OITNC Ne 36-17 (202_ pik)

CXBAJIEHO:
[Iporokon 3acimanus ekcnepTHoi komicii™* Bix 23.11.202  Ne 285/11-23
[Iporokon  3acimaHHs  eKcHepTHO-mepeBipHOi  komicii**  Bim  30.11.202
Ne 44-31/1-19
Ingekc | 3aromoBok Jara Jlata KinpkicTh Crtpok Po6oui
CIIpaBU CIIpaBU MOYaTKy | 3aKiHYEH- | CTOPIHOK | 30epiraH- | MO3HAYKU
(Tomy) HS HS
VY ueit onuc BritoueHo: 30 (tpunusth) crpas 3 No 36-27 o Ne 36-59
[Iponymeno cnpaBu: Ne 36-31, 36-44
[Iepenano 3a onmcom: 30 cripas
CKIIAAEHO TA ITEPEJAHO:
[IpamiBHUK CITy>KOH J17I0BOJICTBA,
BIJIMOBIAQNBHUN 32 apXiBHE 30epiranHs ** Baacue im’s ITPI3BUIIE
["onoBHUY cnieriaiicT yrpaBaiHHS IEPCOHATY * Baacue im’s IIPI3BUIIE
04.11.202
ITOT'OIXXEHO
[TpariBHHK CITy»0M IIJIOBOJICTBA,
BIIMOBIIAJIbHUM 3a apXiBHE 30epiranus ** Baache im’a IIPI3BUIIE
06.11.202
3ATBEP/I’)KEHO
Havanbauk ciyx0u aimoBoacTBa ** Baacue iMm’st ITPI3BUILE
HauvanbHuk ynpaBiiHHA nepcoHany™ Baacue im’a ITPI3BUIIE
12.12.202
CIIPABH 3T'IJTHO 3 OIIMCOM ITPUMHSTO
[TpariBHHK CiTy»0U IUJIOBOJICTBA,
BI/IMOBIIAJIbHUM 3a apXiBHE 30epiranHs * Baacue im’s IIPI3BUIIE

15.11.202

* JIJ1st ONHCY CIpaB BUKOHABYOT'O OPraHy.
*% Jlnst 3B€IEHOTO OMUCY CHpaB MICBKO1 pajy.

KponuneHuupKa micbKa paga
pasAiHHA AiN0BOACTBA Ta OpraHisauiiHoi po6oTu
5

i

Ne76 sia 02.07.202.




Honatoxk 13

10 [HCTpyKIIii 3 TIJTOBOACTBA Y
KpornuBHUIIBKINA MICBKiH pai
(myskt 150)

KponuBHuubka MicbKka paga

AKT

MPO BiICYTHICTh BKJIAJAeHb 200 MOpPYylIIeHb HJIiCHOCTI,
MOIIKOIKEHHSI KOHBePTa (MAaKOBAHHS)
BIJ 20 poky Ne

Le#t axT ckiaaeHUl HaYaIbHUKOM BIJIUTY AUTOBOJICTBA Ta KOHTPOJIO YIPaBIIHHS
JIJIOBOJICTBA Ta OpraHizaiiiHoi poboTu

(BmacHe iM'sl, IPI3BUILE)
y IPUCYTHOCTI:

(mocaawu, mpi3BHUIIA, BIACHI IMEHA MOCAI0BUX OCI0)

po Te, 110 i Yac PO3KPUTTS KOHBEpTA (MaKOBaHH:), HAJ1CIIAHOTO

(HaliMeHyBaHHS YCTAaHOBH, 1110 HaJicIalia TJOKYMEHTH )
HE BUSABJICHO TaKHUX BKJIIAACHDb

(Ha3BH 1 peecTpalliiiHi iHIEKCH JOKYMEHTIB, IKi HE BHSBIICHO)

>

BUSIBJICHO TIOPYIIEHHS IIUTICHOCTI Ta MOIIKOKEHHSI KOHBEpTa (TTaKOBaHHS)

(Ha3BH 1 peecTpalliifHi IHAEKCH JOKYMEHTIB, 1110 MICTAThCS Y KOHBEpTaX (IMaKOBAaHHSX)

3 MOPYIICHHSM IUTICHOCTI Ta MOIIKOXKSHHSIMH )

(miammc) (BmacHe iM's1, TIPI3BUIIIC)

(miamuc) (BmacHe iM's1, Pi3BUIIIE)

(miammc) (BmacHe iM's, TIPI3BUIIIEC)

KponueHuubKa micbKa paga
aB/IHHA LiN0BOACTBA Ta OpraHisauiiiHoi pobo’
5

i

Ne76 sia 02.07.202.




