3ACTYITHHUK MICBROTO TOJIOBY -
CEKPETAP KHIBChKOI MICEKO! PAZH

PO3NOPA/AREHHS

A Zoig Mo ¥&

MpozaTeeprEcERA IHcTpy Rl 3
nironoIeTea ¢ KafReLRiA vicLcii payl

Bianoeizae oo movEeTy 7 mectancsn Kabimery Mirictpie Yepaiiw sl
17012018 Ke 55 «llpo 408kl LS raHES IOKYMENTYRAINE YUPEEIIHCEROT A TRIOCT] S
[ smitzase, nnecendn noctanonan Kadigety Minictpie Yupaim sia 07112018
Ne 993 a pix [V.04.2019 No 375) 18 3 MOTOR BOTAHOBISHIA CJHIONG IHOPHUEY
MOEYMCHTYEAHHY Y UPEBIIHCEROT TIRTBHOCTT 3TN0 BHMOIEMH {IIHHEX HOPMaTHRN0:
HPHBOEHY 2K1E 3 JLIOBOUCIEE 1 CTAHJADTIN 3 KEPYBAINA 10Ky MeHTAITHITHMH
TPOISCaMy:

I, 3misepaiy lHorpyeuiee 3 Jigonoiersa s Kuilscesid sicpklf pazt. mo
OEeTLER

2. BUIHATH TAREM, I BTPATHNO YHHHICTE

- POIMOPANMEHET 30CTVITHEKA MiCLKOID Tonosd — corpeTapd Kuinenad micskol
pami Bin 08, 11,2017 Mz 64 «Tlpo saThepmsating Inerpy cuil 5 alioBoIcTha 1 Knisessii
MICEKIA pals.

3. Fogipons 54 BHEOHAHRSM  HLOM POSHOPMIGHSHHS  TOKNAcTH  Hi
KERYTOUOTS SHPABANMI,

FACTVIIHHE MICEEOTC TOIOBY — || =

cerpetap KRIRCREOT Michral pajye B. Tpokouie
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HNICTPYEINA
tolanegaersa 5 KHlpckriH sickicili pai

l. SaraibHl ToTomenny

1.1, lneTpykiia @ aitopogcrsa v Kuiseskill Micrril pani (nani — Inerpysoin)
BOLSHOBIFOE SalAUIEHD (OUIGECHHES [IOA0 YHELIDHYESHHE oTYROH I17080/10 T8,
BHMOTH 0 UOKYMUHIYSHHHA YIpaRTincueol indopsanil 1a opramizanti podory 3
AoRyMERTAME B KHiBCREIE Micrtii puad (panl — Kuiepana) mezatemiio il clocofy
thikcauil Ta elaTeopenEs (HdopMaiii, Axa MICTHTECA B JOKYMSHTAX, MLIOUHHOTH 1X
NULFFTORKY, PECCTREII, b 1K | KOHTPOTE 38 DHKGIALIHW.

[1a IneTpykinia rianoniano ao Jakcoay YEpaimn “TIpo eresmpoHL JOEYMERTH T2
ENERTROTINE AORYMETTToo01r T4 LY ARTIR JAX0N0ANCTRE BHEHEMEE!

- NOPLIOK MPOXOIESHEA STERTPOHHOID TUEYMEHTA 3 MOMEUTY A0 CIBOPEHHA
A0 OFEDICANIR |70 MOMEITTY BLUIDABTEHES a00 nepejanann 10 apxisy Kuinpa;

- 3ACAMN OPTAHIZATIT A0TYMENTYBAHENA VIIPARTIHCRET IHhopMAnil B eneRTROmILi
Ta nameporil fuopm B Keinpaan;

- ZAranbHi 3AcAIH Mepanavwi jokyMeHTIB MIx Knircnrmo MICBEQHRY Paamo rd
OPLHHUMH  CP#EBHOT  BIBIH Yepen cucreMy  eIeKTPoHHO! miaemudll  Oprampin
BMECHAEOT BIANH (] — CHCTEMa REacwomi);

- ouepETUBHUE  imopMaifTril obmin 3 BMEOPHOTAINAM  CLymGOROT
I.EHEKI]:IGHHOI [TOOTEH,

- SHINEHT Npaskig SUlECHENTA MonTIOPHEDY CTAHY BHECHZIUS YUPABTIICHLENX
PUTTIEI .

I TreTpykmia mornupiosteed HE Rel STeRTROHHL 13 LAIepoR] OKY MEHTH, 110
CTROPIHOTLCA, RAMNARTHEIECH 200 DIepuyTses KuiBpalow,

[Topanok 3TIACHEERS 1i10R0ICTEL 3 JOKVMEITAMM, 110 MICTATE IN(opMaliio 3
CHOBIS MR HM ST IO, ,'I,']JIL]HEJ,I{!TEES, 8 IBCPHCHANKME TpoMansan, SardToMIl fld
BTy inhoPMAIo, MOBA0ANEHHAVH TH KOPy U BHIHATAI0TECH CRREMEH
HOPMATHRNO-TIRABORH M 1 AKTHME T8 He MORYTE PCL V. LHOBHATHCA eI THE YR,

Buvorsn miel [metpysnil ao pofors 3 neprunHo-odnikosom, GukisceKom,
GIHAHCOBOK), 3EITHO-CTATHCTHYIGK (OKYMENTAIIEID TIOWMPHIEOTRCA NHILC & YacTHmI
SATATENHY TRHHIEHMTIRE POBoTH 3 JOKYMSITTaMI.

1.2, Buanagenus repmidis:

- apxiena coyada  crpysiypHEE miapoanin coxperaplaTy KWispamgd, oo
KOWIEIeHUIT 3K010 BLIHOCHTBCR dpxiBHe S08pIramia nokyMeH s,

- GuaHE  SUSEIPOHHOTD  MOK¥MEHTA  (Brank] —  yHIQIROBAHA dropniz
CiekI poHHOo qokvieRTs Kufnpuin abo T copyrmypnux mlgpusIiais 3 mLoELIHEMY
DERRISETHME T2 1ong M HocTIHHOT 1 adinuod iRdopsManl;
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- OyxrajrepchKa ciry)xba — CTpYKTypHUH Mipo3aii cekpeTtapiaty Kuipanu, no
KOMITETEHLIT IKOI'0 BiIHOCSTRCS IMTUTAHHSA (DiHAHCOBOrO 3a0e3MeUeHHsI Ta 3BITHOCTI,

- BiAmoBimanbHUN BHKOHABElh — 1€ BUKOHABEllb, SIKHUH OpraHi3oBye poOoTy
CIIBBMKOHABIIIB, 30KpeMa BH3HA4a€ MOPSAOK MOTOKEHHS N IMIJTOTOBKU IPOEKTY
TOKyMeHTa-BiAmoBiai. BignosigaapHull BUKOHABEIh 0 MOMEHTY MOZadi Ha IiANKUC
KEepPIBHUKOBI TPOEKTYy IOKyMEHTa, 3000B’SI3aHHUN MEPEeBIPUTH INPABUIBHICTH HOIO
CKJIaJIaHHS ¥ OOPMIICHHS, YTOYHUTH CTATUCTUYHI JaHi, IOCUJIaHHSA Ha HOPMaTUBHO-
[PaBOBi aKTH, HASABHICTh HEOOXITHUX Bi3 i 1ONATKIB;

- Bi3yarizamisi — TIIpolleC BIATBOPEHHS NaHUX y (opmi, AOCTYMHIA [
CIIpUIMaHHS;

- BI3yBaHHS MpPOEKTY eJIEKTPOHHOIO JOKyMeHTa (#ajni - Bi3yBaHHSA) —
HaKJIaJlaHHs II0Cal0BOI0 0COOOI0 ENEeKTPOHHOIo HHUGPOBOro MiANHCY Ha MPOEKT
eJIKTPOHHOTO JOKyMEHTa Ui 3acBigueHHs (aKTy IOTOKEHHS L€l 0co0oro
3aBi30BaHOTO MPOCKTY JOKYMEHTa;

- BUTAT — 3aCBiJ4eHa KOIIisl YaCTHHH TEKCTYy €JIEKTPOHHOI'O TOKYMEHTa, SIKUH
MICTHTB NTeBHHM 00CsT iHPopMalii abo 3arucy peecTpy;

- BIACHOPYYHHMH IiJIITUC - Y pa3i mifnucanHs (Bi3yBaHHsI) OpUTiHATY JOKYMEHTa
y mnamnepoBidi ¢opmi; kBamiikoBaHUN E€NEKTPOHHUM MiANUC - Yy pa3i HiANKUCAHHA
(Bi3yBaHHS) OpUTIHANY eJEKTPOHHOTO MJOKyMEHTa; KBali(ikoBaHa eJEKTPOHHA
nedartka - y pa3i 3acBif[UeHHs eJIeKTPOHHOI KOIIii OpUTriHaIy JOKYMEHTa,;

- Tocroiapchka ciryx0a — CTpYKTYpHHH HifApo3in cekpetapiaty KuiBpaau, 1o
KOMIIETEHIIII SIKOrO BiAHOCSTHCS MHUTaHHS aAMIHICTPATUBHOTO Ta TOCIOAAPCHKOTO
3a0e3I1eueHH s

- €JICKTPOHHHI ay1ioBi3yalbHUH JOKYMEHT — €JIEKTPOHHHH TOKYMEHT, 3MIiCT
SIKOTO IIPe/ICTaBIICHO Y BUIJISAL BiZieopsiy, 300paxkeHHs 1/abo 3anmucanoro 3ByKy, [UIs
¢ikcyBaHHA i/a00 BiATBOPEHHSI SIKUX 3aCTOCOBYIOTH BiJIOBiJIHY amapatypy, Ha sSKUi
HaKJIaZIeHO KBaJi¢iKoBaHUI eNeKTPOHHUN U(PPOBUM MiITHC;,

- JIeKTPOHHMM BHYTPIIIHINA OMKC TOKYMEHTIB CIIPaBH — OKpPEeMHU OOIiKOBHIA
eNIeKTPOHHUH JOKYMEHT, IO MICTHThH IIE€PEeJIiK 3arojioBKiB J0 TEKCTIB eJIeKTPOHHUX
JOKYMEHTIB COpaBH 13 3a3HAYCHHAM MOPSAKOBHX HOMEpIiB JOKYMEHTIB, iX
peecTpallifHUX IHIOEKCiB, MAaT, KiNBKOCTI CTOPIHOK Ta HalMeHyBaHHS QaiiniB
BIATIOBITHUX €JIEKTPOHHUX IOKYMEHTIB,;

- €JeKTPOHHHUM MOBITHUK — €JIeKTPOHHO-IOBIAKOBHH MepesiK MPHUKIaTHOTO
XapakTepy, B IKOMY 310paHO THIIOBI HAOOPH aHUX;

- €JIEKTPOHHUM JoKyMeHTooOIr KuiBpagu — o6ir (MpoXomKeHHs) CIyKO0OBUX
eJIEKTPOHHUX JOKYMEHTIB 3 MOMEHTY 1X CTBOpPEHHs abo oJiep)KaHHs IO 3aBepIIeHHS
BUKOHaHHSI, BIANPaBIICHHs, 3HUIIIEHHS a00 mepeaadi 0 apXiBHOTO MipO3/Iiy;

- EINeKTPOHHUH JKypHal -— OKpPEeMHH pEeecTp CHCTEMH EJIeKTPOHHOTO
JOKYMEHTOOOIrY, 10 MICTUTh 3allUCU PO 3apeecTpOBaHi JOKyMeHTH, 00’eHaHi 3a
IIEBHOIO 03HaKOI0 ab0 IPyIIO0 O3HAK;

- EJIEKTPOHHA KOIlisl eJEeKTPOHHOrOo JOKyMeHTa — Bi3yajibHe IOIaHHS
eJIEKTPOHHOI'O JIOKYMEHTa B EJeKTPOHHIH ¢opmi 0e3 eJeKTpoHHHX HUGPOBUX
HiANUCIB, SKUMHU Horo GyJio 3aBi3oBaHO Ta/abo miAnucaHo, BiAMOBIAHICTE Ta IPaBOBUit
CTaTYC SIKO1 3aCBiTYCHO €JISKTPOHHOIO TIeUaTKO¥0;



- ©JEKTPOHHA KOsl OpHUTiHANYy IanepoBOro AokyMeHTa (¢orokomis) —
Bi3yaJibHE MOJIaHHS TIallepOBOro IOKYMEHTa B €JIeKTPOHHINA popMi, OTpUMaHe LUISIXOM
ckaHyBaHH: ((oTorpadyBaHHs) ManepoBoro JOKyMeHTa, BiINIOBIIHICTh OPUTIHAILY Ta
[paBOBUH CTATyC SKOr0 3aCBITYEHO €JIEKTPOHHOIO IteyaTkoro KuiBpay;

- eNEeKTPOHHE IMOBIJOMJICHHS — aBTOMaTW4HO abo y pa3i HeoOXiIHOCTI
aBTOMAaTHU30BaHO CTBOpeHa Ta MepelaHa B €JEeKTPOHHIM ¢opMi iHpopmalis Mmpo
JOCTaBKy/ OTpUMaHHS/ BIIMOBY B peecTpallii/ peecTpaliio eJIeKTPOHHOTO JOKYMEHTa
aJipecaToM Ta iHIIIE;

- EJIEeKTPOHHA pE30JIIOIlil — PEKBI3UT, SKAW CTBOPEHWUH Yy CHCTeMI
eJIEKTPOHHOT'0 IOKYMEHTOO0ITY Ta AKHH BHOCUTHCS 10 peeCTpaLliiHO-MOHITOPHHTOBOT
KapTKH eJIEKTPOHHOI0 HOKYMEHTa i HepO3PHBHO IOB’s3aHMM i3 Heto. EnekTpoHHa
Pe30JIIoLlisl MICTHTBh CTHCIUN 3MICT MOpy4YeHHs (BKa3iBKH) MOCaIOBOI 0COOH ILOMO
floro BUKOHAHHS Ta IOB’S3aHUN 3 HEIO KBaTI(iKOBaHUN EIEKTPOHHHUH IMiIIUC i€l
nocazioBoi ocobu. EnexTpoHHA pe3oNouis € €IWHOI AOIYCTHUMOIO EIeKTPOHHOIO
dopmoro peainizailii Hopy4deHb, BUJAHHUX B €JIEKTPOHHIA ¢opMi, Bizyanizamis skoi
BU3HAUYAETHCS LI€I0 IHCTPYKIIIEIO;

- eJIEKTpPOHHA CIIpaBa — CYKYIMHICTh (aillliB €JIeKTPOHHUX INOKYMEHTIB, IO
BXOJSTH 10 Hel, eJeKTPOHHOI'O BHYTPIIIHBOTO ONHUCY Ta 3aCBiIYyBaJbHOTO HAIHCY
CIIpaBH;

- IHAMKATOpHW CTaHy BUKOHAHHS JOKYMEHTIB — BH3HAu€HI KpHUTepil eTaIiB
MPOXOKEHHS MOKyMeHTiB B KriBpaii 3 MeTOI0 iX MOHITOPHHTY;

- KaJapoBa ciyx0a — CTPYKTYpHHH Mifpo3nin cekperapiaty KwuiBpaau, 10
KOMIIETEeHLII SIKOTO BiHOCSTHCS MHUTAaHHSA KaIpoBOi poOOTH Ta CIyx O B opraHax
MICIIEBOTO CaMOBpSITyBaHHS;

- KOHTPOJIb — KOMIIIEKC 3aXO0/iB, 1110 3A1MCHIOIOTHCS ISl TIEPEBIPKU Ta OLIHKH
BUKOHAHHS IIOCTaBJICHUX 3aBJaHb (YIPaBIiHCHKUX PILLIEHB); -

- JIITpeIaKTOp — NpaIiBHUK CTPYKTYPHOTO MiApo3ainy cekperapiaty KuiBpaay,
10 3aBIaHb Ta 00OB’SI3KIB SKOI'O HAJEXUTh MUTAHHS JHTEPATYPHOIrO OIPAIFOBAHHS
TEKCTIB;

- OIHUC CIpaB B €JEKTpOHHIH (opMi — MOBIAHMK B eJeKTpOHHINH dopmi,
MpU3HAYEHUH J1s1 00J1iKY Ta pO3KPUTTS 3MICTY OAMHMII 30€piraHHsi, OJUHHIIb OOJIKY,
3aKpiIlJICHHS X CHCTeMaTH3allil B Mexax apXiBHOro GoHAY;

- ocoba, BiAMoOBiadbHA 3a [iIOBOACTBO, — MpPalliBHUK CTPYKTYPHOIO
mifpo3niny cekperapiaty KwuiBpagm, mo 3abe3meduye peecrpariito, OOJIK Ta
oprasizariro JIOKyMEHTO00Iry CITY>)K00BUX JIOKyMEHTIB, 30epiranHs

JOKYMEHTAliHHOTO (OHIYy B CTPYKTYpHOMY Mipo3diini abo HOro 4YacTWHU [0
nepenaBaHHs Ha 30epiranHs o apxiBy KuiBpanu;

- IIarepoBa KOIlis OpUTiHATY eNeKTPOHHOI'O JOKYMEHTa — Bi3yallbHe IOJaHHS
eJIEKTPOHHOI0 TOKyMEHTa y marepoBiit opMi, 3acCBiUeHe B IMTOPSIKY, BCTAHOBICHOMY
niero [HCTpyKIi€rO;

- MIANUCAaHHS MPOEKTY eJIEKTPOHHOro IOKyMeHTa (maii - MmiamucaHHs) —
HakJalaHHA YIOBHOBaXXEHOIO 0C000I0 (YIIOBHOBOXXEHHMH 0C0O0aMu), 3a3HAYEHOIO
(3a3HaYeHNMH) Y peKBi3WTax MiANMKMCYyBa4a TaKOro JIOKYMEHTA, €JEKTPOHHOIO
udpoBoro mianucy (MiAnuciB) Ha MPOSKT eIEKTPOHHOTO JOKYMEHTA [UIS 3aCBiT4eHHS
¢dakTy foro 3aTBepmKEHHS,
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- TIOrOJDKYyBad — IIOCaZoBa ocoba, IO 3[IHCHIOE Bi3yBaHHS (IIOTOJKECHH)
MIPOEKTY TOKYMEHTA,

- IPaBOBUI CTaTyC — HaOpaHHs eNeKTPOHHUMHU JaHUMH IOPUIAYHOI CHIIH;

- MPUMIPHUK €JICKTPOHHOTO JAOKyMeHTa — (ailsl, skuif MiCTUTh Habip AaHUX,
TOTOXXHUH OpHUTiHATY eIEKTPOHHOTO JOKYMEHTA;

- TMPOEKT eJNEKTPOHHOI0 JOKYMEHTa — JOKYMEHT B €JeKTpOHHiH ¢opMi [0
HaKJIaJCHHS EJIEKTPOHHOrO [HU(POBOrO MIANKHCY YIOBHOB&XEHOI  0OCO0OIO
(YroBHOBaX€HUMH 0C0OaMM);

- penmakiiiHa mpaBKka — Oy[Ab-siKe pefaryBaHHS IPOEKTY EeJIeKTPOHHOIO
JOKyMEHTa, BUKOHYBaHe aBTOPOM, ITOTOKyBadeM abo MiJIucyBayeM;

- peecTpaTop — MpalliBHUK CIY>KO0H AioBoAcTBa abo 0coba, Ha SIKY MOKIaIeHO
GyHKIIT peecTpallii TOKyMeHTIB, YIIOBHOBaXK€HI Ha 3[IMCHEHHs peecTpallii BXiTHUX
Ta/ab0 BHYTpIlIHIX, Ta/a00 BUXiJHUX TIOKYMEHTIB;

- peecTpaliifHO-MOHITOPUHIOBA KapTKa — KapTKa B €JEeKTPOHHIN (opMi, 110
MICTUTh BHYEpHHY iH(OpMALil0 IPO CTBOPEHHS, OJEpPXKaHHS, I[POXOIKEHHS,
BUKOHAHHS, BiAmpasiieHHs, 30epiraHHs Ta 3HUIIEeHHs B KuiBpami mokymeHTa
He3alIeXKHO BiJ popmu HOro cTBOpEHHS (Jalli - KapTKa);

- PEeKBI3UT eJNEeKTPOHHOro IOKyMeHTa — iHQopMmaris, 3adikcoBaHa B
€JIeKTPOHHOMY JOKYMEHTI Ta peecTpaliiHO-MOHITOPUHIOBIN KapTili [Uisi HOTo
inenTudikarlii, opranizaiii o0iry ta HaJaHHs HOMY IOPUAUYHOI CHIIY;

- cHUCTeMa MOHITOPHHTY — KOMIUIEKCHAa aBTOMaTH30BaHa CHCTEMa
6e3nepepBHOro 360py, 00poOKH, cucTeMaTH3alll Ta aHamizy iHdopMalii npo crtaH
BUKOHaHHS YIIPaBIiHCHKUX PillleHb (eJIEKTPOHHUX NOKyMeHTiB) B KuiBpani,

- cucTema enekTpoHHOro nokymeHnroobiry KwuiBpamm (CEI ACKOJ[) —
CYKYIHICTh IPOTpaMHO-TEXHIYHHUX 3aco0iB, NpPU3HAYEHUX Ui aBTOMATH30BAHOI'O
BUKOHAHHS 3aBJaHb IIIOJI0 OpraHizaiii poOOTH 3 EJNEeKTPOHHHUMH IOKYMEHTAMH Y
JIJIOBOJCTBI;

- cinyx6a IUTOBOACTBa — CTPYKTYpPHHUH Mifipo3ain cekpetapiaty KuiBpanu, no
KOMITETEeHIII{ IKOTO BiJIHOCSTHCSI TUTAHHS OpTraHi3amii BeJJeHHs Ta JOTPUMAaHHS €IMHOT
CHCTEMH [IIIIOBOACTBA B ceKpeTapiarti KuiBpamw;

- city0a iHQopMaIitHIX TEeXHOOTIH — CTPYKTYPHHH IMiIpO3ia cekpeTapiaTy
KuiBpanu 3 nuTans iHGopMaliiHoTo 3abe3nedeHHs Ta iHpopMalifHUX TeXHOJIOTIH;

- cinyx0a KOHTPOJIO — CTPYKTYpHUH MiApo3nin cekperapiaty KuiBpamw,
BIANOBIJANbHUN 3a 3iHCHEHHS MOHITOPUHTY CTaHy BHMKOHAHHS YIPaBJIiHCHKUX
pillIeHb Ta KOHTPOJIIO 32 BiIIOBIAHICTIO X BUKOHAHHS MIOCTABJIECHOMY 3aBIaHHIO;

- ci1yx00Ba eJeKTPOHHA ITOIITa — eJIEKTPOHHA ToIITa (IOIITOBA CKPUHBKA)
CTPYKTYPHUX HiApo3IiniB cekperapiaty KwuiBpamu abo mnpariBuukiB KwuiBpamw,
copMOBaHa 3 BUKOPUCTAHHSM JOMEHHOTO iMeHi y moMeHi kmr.gov.ua s oOMiHy
YIPaBIIHCHKOIO 1HGOPMAITi€IO, iKa He Ma€ IOPUIUIHOL CHIIH;

- cly>)kOOBUH eNIeKTPOHHUH [OKyMEHT — OQililiHO 3apeecTpoBaHUll abo
BIAMOBITHNM UYMHOM 3aCBiJUEHUH €JeKTPOHHHUH HOKYMEHT, IO OJEep)KaHWH Yu
ctBopeHuil KuiBpagoro y mpoueci ii AiSUIBHOCTI Ta CKIANAEThCsl 3 O0OB’SI3KOBHUX
PEKBI3UTIB,

- CIIIBBUKOHABEIb — I BUKOHABEIIb, SIKHI HaJa€ BiIMOBIIaJbHOMY BUKOHABIIIO
IHMCBMOBI MPOTIO3ULIT JIsl MiATOTOBKH MIPOEKTY BIAIMOBIZI B YaCTHHI, [0 CTOCYETHCS
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fioro KoMIeTeHIlil, BiAMOBigae 3a AKICTh IIATOTOBKH Ta CBOEYACHICTH IMOJAHHS I[UX
POTO3UILi;

- CTpOK 30epiraHHs €JEeKTPOHHOI0 JOKYMEHTa — IepioJ Yacy 00O0B’sSI3KOBOTO
30epiraHHs CIy)KOOBOr0O eNEeKTPOHHOI'O IOKYMEHTa, BH3HAUE€HUH HOMEHKIIATYPOIO
cripaB KuiBpaau Ha mijicTaBi HOpMaTUBHO-IIPaBOBUX aKTiB;

- CTPYKTYPHHUH Higpo3/1ia — CTPYKTYpHUH MiaApo3in cekperapiary KuiBpanu;

- YIIOBHOBax<eHa 0coba — oco0a, HaliJieHa [MpaBOM BYHMHSATH [l Ta BiAMOBigae
3riHO 13 3aKOHOJaBCTBOM 3a HACJiJIKHM IX BUNHEHHS;

- ympaBiliHCbKa iH(MOpMallis -— CYKyIHICTb HEOOXiIHUX [aHuX, SKi
CIIPUSATUMYTh BUPIILICHHIO YIIPAaBIiHCHKUX PIIIEHB;

- YIIpaBJliHCBHKE pillleHHs: — Oy1b-AKe 3aBJaHHs, BU3HaYHE MT0CaI0BOI0 0CO00I0
abo KoseriaJbHUM OpraHOM B MeXaX NMOBHOBAXXEHb Ta CIPSIMOBAHEe Ha JIOCSTHEHHS
IIOCTaBJICHUX LiJIeH;

- popMyBaHHS €JEKTPOHHHUX CIIPaB — TPYIYBaHHS BUKOHAHUX €JIEKTPOHHHX
JIOKYMEHTIB y CIIpaBH BiJINMOBITHO 10 HOMEHKJIATypu cripaB KuiBpany;

- IOpUIWYHA CIy)0a — CTPYKTYpHHUH miapo3nin cexperapiaty KuiBpamm, mo
KOMIIETEHIII SIKOrO BiTHOCATHCS IUTAaHHS IPaBOBOro 3abe3nedeHHs AisTIBHOCTI
KwuiBpanu.

[HIII TepMiHM BXXHBAIOTHCS y 3HAUCHHI, HaBeIeHOMY B 3aKoHax Ykpainu «IIpo
eJIEKTPOHHI IOKYMEHTH Ta eJeKTPOHHUH JOKYyMeHT000ir», «IIpo enekTpoHHi g0Bipyi
nociyru», «IIpo HauionaneHuit apxiBHu ()OHJ| Ta apXiBHI yCTaHOBHY.

1.3. OcHoBHOIO (hopMOIO TPOBaKEHHS AUIOBOACTBa B KuiBpaji € eeKTpoHHA.

JIOKyMeHTyBaHHsl YIpaBIiHCHKOI iH(opMmallli 3AiHCHIOETECS B EJICKTPOHHIH
Gopmi i3 3aCTOCYBaHHSIM €JIEKTPOHHOTO HHU(POBOTO MiANUCY, €JIEKTPOHHOI MEeYaTKU
Ta €JIEKTPOHHOI MO3HAYKK 4Yacy, KpiM BHIIJKiB HAasBHOCTI OOIPYHTOBaHUX IiJICTaB
VI JOKYMEHTYBaHHS yIpaBiiHChKOI iH(opMmawii y mnamepoBiii ¢dopmi, SKAMH
BU3HAIOTHCS:

- JIOKyMEHTH, ILI0 MICTITh iH(QOpMaIlil0o 3 OOMEXEHUM JOCTYIIOM, BUMOTA 100
3aXHUCTY SIKOI BCTAHOBJICHA 3aKOHOM;

- EIEeKTPOHHi JOKYMEHTH, 110 He MOXXYTh OYTH 3aCTOCOBaHi K OpUTiHAN 3TiJHO 3
BUMOT'aMHU 3aKOHY;

- JOKYMEHTH, BUMOTA IIOJO OINpaLlOBaHHA AKUX Y IanepoBiit popmi BcTaHOBIIEHA
aktamu Ka6inety MinicTpiB Ykpainu;

- JOKYMEHTH, BHUMOTY IIOAO MpPOXO/JKEHHS SKUX Yy TmanepoBid dopmi
BCTaHOBJIEHO HOPMAaTHBHUMH aKkTtamMu KuiBpaau.

He nomyckaerbcsi ofHOYacHE MPOXOJKEHHSI OJHOTO 1 TOro K JTOKyMEHTa B
eJIEKTPOHHIH Ta naneposiit Gpopmi.

Jlo €NeKTpOHHMX JOKYMEHTIB, MIANHCAHUX (IIOrO/KEHHX) i3 3aCTOCYBaHHSIM
eJIEKTPOHHOr0 1LU(ppoBOro mamucy abo 3acBiTYCHHUX eJEKTPOHHOK IIEYaTKOO,
BUMAaraTy BIITBOPEHHS Bi3yaJbHOIO MigNHCYy abo BIIOUTKA MEYATKH HE3AIEKHO Bil
oco0UBOCTeH 0(OpMITEHHS JOKYMEHTIB HE JIOTYCKAETHCS.

1.4. Buxnageni B IHcTpykii ipaBuiia Ta peKOMEH/IAIII1 00 MOPSAIKY BEIESHHS
ainosoacTBa 'y KuiBpani po3poOieHi BiAmoBimHO no mosjiokeHb KoHcTuTymil Ta
3aKOHIB YKpaiHu, akTiB [Ipe3unenra Ykpainu, KabGinery MinictpiB Ykpaiuu, iHImx
HOPMATHMBHO-IIPAaBOBUX aKTiB, THIOBOI IHCTPYKIil 3 AIIOBOACTBAa B MiHICTEPCTBaX,



IHIIUX HEeHTpaJbHUX Ta MICLEBUX OpraHax BUKOHABYOI BlIaau, THUIOBOI IHCTPYKLI 3
JTOKYMEHTYBaHHsI yIpaBIiHCbKOI iH(OpMaIii B eJeKTpoHHIN ¢opmi Ta oprasizaiii
poOOTH 3 eJIeKTPOHHUMHM JTOKYMEHTaMH B JUIOBOJCTBI, €IEKTPOHHOIO Mi’KBIJOMYOIO
oOminy, PernamenTy oprauizaiii B3a€Mo/lii OpraHiB BAKOHaBYO] BJIa/ly B €JI€KTPOHHIH
dbopwmi, 3aTBepKeHNX MocTaHoBoro Kabinery MinictpiB Ykpainu Bix 17.01.2018
Ne 55, JICTY 4163-2003 «VYwuidikoBaHa cucrteMa oOpratizamiiHO-po3Hopsadol
nokymeHTalii. Bumoru 10 opopmittoBanns 1oKyMeHTiB» (fani — JCTY 4163-2003),
a takok Permamenty KwuiBchkoi Mickkoi pamau Ta IlonoxkeHHs mpo cekperapiaT
KuiBcbkoi Micbkoi pazu. Jlorpumanas BUMOT i€l [HCTpyKLii € 000B'sI3KOBUM IS BCIX
NpaliBHUKIB cekpertapiaTy KwuiBpamu, nemyrtariB KuiBpaau, nemyTaTChKuUX IpyIl Ta
dpakiiiii, a TakoX MOMIYHUKIB-KOHCYJIBTAHTIB JenmyTatiB KuiBpaau.

1.5. 3nificHeHHs OIIOBOACTBA, 3a0e3MeUeHHs] CXOPOHHOCTI JIOKYMEHTIB, SIKi
HAJIXOJITh Ha iM's jgemyrtartiB KuiBpamw, ix peecTpallisi, KOHTPOJb 3a CBOE€YaCHUM
HAJXO/DKEHHSAM  BIATOBIJEeHd Ha JENyTarchKi 3BEpHEHHS IOKJIaJaroThCs Ha
MOMiYHUKIB-KOHCYJIBTaHTIB AeryTaTiB KuiBpaau.

1.6. BigmoBimalibHICTh 3a OpraHi3alito IiJI0BOACTBa B cekperapiari KuiBpanu
Hece Kepyrouui crpaBamu cekpetapiaTy KuiBcbkoi MICBKOT pamu (#aji - Kepyrouui
CIipaBamm).

1.7. 3a miAroToBlIeHUH MPOEKT JOKYMEHTa: HOro 3MICT, SIKiCTh MiATOTOBKH Ta
o(opMIIEHHS BIIMOBIIa€ HOTO aBTOP.

1.8. 3a opranizamito IioBOJACTBa Ta 30epiraHHs JOKYMEHTIB y CTPYKTYPHHUX
MiIpo3/1Jiax BiAMOBIAAIOTH IX KEPIBHUKH.

JlioBOICTBO Yy TIaTiepoBiit popmi B CTPYKTYPHUX MAPO3iIaX MOKIAAa€ThCS Ha
CreliaJIbHO MPU3HAYEHY IS I[HOTO 0CO0Y.

1.9. Jlo dyHskmioHanbHuX 00OB‘S3KIB IpalLliBHUKIB, BiJMOBiJAJIbHUX 3a
JiJIOBOJICTBO Y CTPYKTYPHUX ITiIPO3/AiJIaX B YACTHHI 1X KOMIIETEHIIi1, HaJIe)KaTh:

- OJlepXaHHs, peecTpalis, OO0JIK KOPECHOHJEHLIl, [0 HaIXOAUTb [0
CTPYKTYPHOTO ITiIpO3/1JTy, KOHTPOJIb 32 MPOXOHKEHHIM JOKYMEHTIB Y CTPYKTYPHOMY
I1IPO3/iJ1 TOIIO;

- peecTparllis Ta BiANpaBlIeHHS BHUXiJHOI KOPECIOHAEHIil, IiArOTOBIEHOI Ta
0(hOpMIIEHOT Y CTPYKTYPHOMY ITiAPO3.Iii;

- CBO€YacHa IMiAroTOBKa BXiJHOI KOPECHOHJCHIN IUIs JIOIOBII KepiBHUKOBI
CTPYKTYPHOTO MiJPO3/iTy, a Miciisi MUCEMOBOI PE30IIOLiT — 3a0e3MeYeHHs JOBEICHHS
JOpYYEeHHs! 10 Oe3rocepelHbOro BUKOHABIS, a TAaKOX O3HAHOMIJICHHS IpalliBHUKIB
CTPYKTYPHOTO HiAPO3/iTy 3 iHpOpMaIlitHIMH JOKYMEHTaMH,

- cucTeMaruyHe iH(OPMYBaHHS KEpIBHUKA CTPYKTYPHOIO ITiIPO3ALTY LIOAO
TEpMiHiB BUKOHAHHS JOKYMEHTIB i JOpyUeHb;

- HaJaHHs INpaliBHUKAM CTPYKTYPHOTO MiJPO3MATy CIpaB i JOKYMEHTIB IJIs
poOOTH, KOHTPOIIB 3a iX 30epiraHHsIM Ta MOBEPHEHHSIM;

- MiArOTOBKA IIPOEKTy HOMEHKJIATypH CIpaB CTPYKTYPHOrO MiAPO3JILILYy Ha
KOKHUM HAcTYNHHUH pik, BeleHHS Ta (OpMyBaHHS CIIpaB BIQIOBIJHO 0O
HOMEHKJIaTypH CITpaB;

- y4acTb y IIPOBEJIEHHl EKCIEePTH3M LiHHOCTI JHOKYMEHTIB, IiArOTOBKAa M
0()OPMIIEHHS CIIPaB JI0 apXiBHOTo 30epiraHHs;
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- CIIPUSIHHS JOTPUMAHHIO MPAaIliBHUKAaMU CTPYKTYPHOTO MIAPO3ALIY BUMOT Li€l
[HCTpyKIii Ta oO3HAMOMJIEHHS 3 HOPMAaTMBHUMHU [OKYMEHTAMH IIOLO BEIEHH:
IIJIOBOJICTBA,

- 3a0e3IeYeHHs THPaXXyBaHHsI MaTepiaiiB 10 HapaJ, 3acljaHb Ta IHIINUX 3aX0/iB,
1110 3AIUCHIOIOTHCS Y CTPYKTYPHOMY ITiIPO3ALI;

- HaJlaHHsI MpalliBHUKAaM CTPYKTYPHOIO HiApO3[ily METOAUYHOI JOMNOMOTU B
odopmIIeHH] JOKYMEHTIB;

- 3aMOBJIeHHs, 30epiranus, 00K i Bunada 61aHKiB TOKYMEHTIB.

1.10. Y po6ori 3 nokymeHTamMu y cekperapiati KuiBpanu HeoOXiIHO KepyBaTUCs
TaKUMU BUMOT'aMHU:

- Y NpUMHATI ¥ IiAnuMcaHi JOKYMEHTH HE NO3BOJIIETHCS BHOCUTH OyIb-sKi
BUIIPABJICHHS, POOWTH HA HUX IIOMITKY;

- mepenaBaTH IOKYMEHTH ab0 KOIil JOKYMEHTIB MOXKHa JHIIE 3 J[03BOJY
KepiBHHUKA CTPYKTYPHOTIO ITiIPO3iILY; ‘

- mepen BiAIyCTKOK abo BIAPSDKEHHAM Ta MU IepeBeeHHI Ha iHIIy mocary
a0o0 3BUTBHEHHI 3 pOOOTH MpAIiBHUK Ma€ NepefaTu BiANOBIAAIBHOMY 3 ALIOBOJICTBO
y CTPYKTYPHOMY IiAPO3/iJi JOKYMEHTH, SIKI 3HAXOAUIIUCS Y HBOI'O Ha OIpalfOBaHHI;

- mpaliBHUKU cekpeTapiaty KuiBpanu 3abe3neuyroTs 30epiranHs J0KyMEHTIB Ta
KOH(DIIeHUIHHICTD iH(pOpMallii, IKa B HUX MICTUTBCH.

1.11. PoGoTa city:0u 1iJI0BOACTBA PETVIAMEHTYETHCS ITOJO0KEHHSM IIPO Hel, sIKe
PO3pO0IISETHCS Ha OCHOBI 1i€T [HCTPYKIIiT.

1.12. JlisyibHiCTh MpalliBHUKIB, BiJIOBIJAJIbHUX 3a BEACHHS MAUIOBOJICTBA B
CTPYKTYPHHUX MiIpO3/ijaX, perjaMeHTyeThCcsl L€l IHCTpyKLi€o Ta I0CaZoBUMU
IHCTPYKLISIMHU.

1.13. HdinoBoacTBo B cekperapiati KuiBpaau 3aiHCHIOETECS 3 BUKOPHUCTAHHAM
cuctemu enektpoHHoro nokymeHtooOiry ACKOJX (mani - CEI ACKO[),
IHTErpOBaHOI 10 CUCTEMH B3a€EMO/Iil, IKa BUKOPUCTOBYETHCS IS peecTpallii BXiIHOI,
BUXi/IHOT Ta BHYTPIIIHKOI KOPECIOHACHIIII, OAepX aHHS CTATUCTUYHUX JaHUX LI0JI0
IOKYMEHTOO00Iry, OlepaTUBHOIO MOIIYyKY JOKYMEHTIB Ta KOHTPOJIO 3a TePMIHaMU X
BUKOHAHHSI, '

1.14. BuxopuctaHHs eJeKTPOHHOI MO3HA4YKM dYacy TMiJ dYac HakJIaJaHHA
eJIEKTPOHHOI0 HU(POBOTO MiAMUCY a0 eNeKTPOHHOI [IeUaTKu € 000B’ I3KOBUM.

1.15. Ilporpamuo-amapatHe (iHcramoBaHHs kiieHTa CEJl ACKO/,
3abesneueHHs JiiHil 3B’a3ky (Internet) cympoBomxenns CEJI ACKOJl B Kuipami
MOKJIaA€Thesl Ha CIyKO0y iH(pOpMAaIitHIX TEXHOJIOT1H.

2. loxymMeHTyBaHHs ylpaBJiHCbKOI iHpopmauii
2.1. 3araabHi BUMOTH A0 CTBOPEHHS JOKYMEHTIB
2.1.1. JlokyMeHTyBaHHsI yOpaBJIIHCBKOI 1H¢opMalii mossArae y CTBOPEHHI
JNOKYMEHTIB, B SIKMX 3 JOTPHUMAaHHIM YCTaHOBJICHHX IPaBHI (HIKCYEThCS iHGOpMAIis
PO YIpPaBIiHCHKI Iil.
JlokyMeHTyBaHHsI yIpaBiiHChKO1 iHQOpMAIlil B €JIeKTPOHHIH (hopMi HoJArae y
CTBOPEHHI eJISKTPOHHUX JIOKYMEHTIB, B SKUX @QikcyeTbes iH(OpMAIs Mpo
YIIPaBIIIHCEKI PillIeHHS 3 JOTPUMAaHHSIM YCTaHOBJICHUX 1i€0 [HCTPYKI€IO MPaBUIL.
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2.1.2. 'V KuiBpaai BH3HA4Ya€ThCS CYKYNHICTh JOKYMEHTIB, MeperdaueHux
HOMEHKJIATYpOIO CIpaB, HeOOXiAHUX 1 AOCTATHIX U1 JOKyMEHTYBaHHsS iHpopmarii
Tpo 11 AisTBHICTb.

3 IIUTaHb, 1110 CTAHOBIISATH B3AEMHUH iHTEpeC 1 HaJIeXKaTh 10 KOMIIETeHIIi1 Pi3HUX
CTPYKTYPHHUX IMiAPO3/IiIiB, MOXYTh CTBOPIOBATHUCS CIILIbHI JOKYMEHTH.

JlokyMeHT Mae BiamoBimatu mojioxxeHHsM Koncrutyuii YkpaiHu Ta 3akoHiB
Vkpainu, aktiB Ilpesupenta Yxkpainu, Kabinery MinicTpiB VYkpaiHu, 1HIINM
HOPMATHBHO-ITPABOBHUM aKTaM Ta CIpPSIMOBYBaTHUCS Ha BHKOHaHHA KuiBpazoro
TIOKJIaICHUX Ha Hel 3aBIaHb i PyHKITIH.

Krnacu ymnpaBmiHCBKOI MOKYMEHTAllll BHU3HAa4YalOThCsl 3rifiHO 3 JlepxkaBHUM
Kiacudikaropom ympasnincbkoi gokymenTanii JK 010-98 (mani — AKY D).

JIOKyMeHT IOBUHEH MiCTUTH 00O0B’SI3KOBI JUISI IEBHOTO HOTO BHY PEKBI3UTH,
III0 MaIOTh CTaOIILHUMN TOPAIOK TX po3MilieHHs (1oaaTok 1).

3 MeTOro MiJBUIIEHHs e(hEeKTUBHOCTI Ta ONepaTUBHOCTI oprasizaii po6otu 3
JOKYMEHTaMH OJHAKOBI 3a 3MICTOM JOKYMEHTH MOXYTh OyTH yHi()iKOBaHI HUIIXOM
po3pobreHHs TpadapeTHHX TEKCTiB, SKI BKIOYAIOTBCS [0 30ipHHMKaA (aJbOOMYy)
yHi(ikoBaHUX (TUNIOBHX) opm HokyMeHTiB KuiBpagu.

JlimoBOCTBO, MOKyMeHTalis i JucTyBaHHs B KuiBpazi BeneTbcs IepiaBHOIO
MOBOIO, KPiM BHITaJIKiB, Ilepe0adeHUX 3aKOHOIaBCTBOM IIPO MOBH B Y KpaiHi.

JIOKyMeHTH, sIKi HaJCWIAalOThCA 1HO3EMHUM aJpecaraM, O(OpPMIIIOIOTHCS
YKpailHCHKOIO MOBOIO a00 MOBOIO Jiep)kaBU-afpecara, abo OJHIEI0 3 MOB
MIXXHAPOJHOIO CITITKyBaHHSI.

OdopMmIteHHST TOKYMEHTIB, 110 BUTOTOBJISIOTHCS 3@ JOIIOMOTO0 IPYKYBaJIbHUX
3ac00iB, 3MIMCHIOETHCS BiAMOBIAHO 10 AoAaTka 2 mo 1iel IHCTpyKItil.

Oxpemi BHYTpIIIHI TOKyMEHTH (3asBHU, MOSCHIOBAJIbHI Ta JIOMOBIJHI 3allUCKH
TOIO), aBTOpaMHU SKHX € II0CamoBi Ta IHII (i3WYHI~ 0COOH, J03BOJISIETHCH
oopMITIOBATH PYyKOITMCHUAM CIIOCOOOM.

2.2. Bumoru mo/o pagionaJizanii J0kyMeHT000iry

2.2.1. JlokymMeHTOOOIr — 1Ile IPOXOMKEHHS IOKYMEHTIB y CeKperapiaTi
KuiBpaau 3 MoMeHTy iX cTBOpeHHs abo ofepKaHHs /10 3aBEpIICHHsS] BUKOHaHHS a0o
BIJIIIPaBIICHHS.

JlokyMeHTH He3aJe)XHO BiJl crmoco0y ¢ikcamii Ta BiITBOpeHHs iH(opmarlil
IPOXOAATHh 1 ONPalbOBYIOTHCS Ha €IWHUX OpraHi3allifHUX Ta MpaBOBHX 3acajax
oprasizariii JOKyMeHTO00Iry.

2.2.2. EcdextuBHa oprasizalisi JoKyMeHTOOOIr'y ependaqac:

- MIPOXOJDKEHHS JOKYMEHTIB HAWKOPOTIIMM [UISXOM (BCTAHOBJICHHS
OINITUMAJIBHOI MTOCIIIOBHOCTI pyXy 1 00poOKH TOKyMEeHTOBaHOI iH(opMmallii);

- CKOPOYEHHS KiJIBKOCTI iIHCTaHIIIH, 10 SIKUX MAIOTh HAJIXOAUTH JIOKyMEHTH
(HanmpuKiaz, miJ] 4ac MOroKEeHHs);

- YHUKHEHHsI TyOJEeTHUX oTepalliil miJ1 yac poOOTH 3 JOKYMEHTaMH,

- LeHTpai3amiio, 30CepePKeHHs 3IINCHeHHS ONHOTHMIIHMX oOmepariii 3
JNOKYMEHTaMH B OJIHOMY MIiCII{.

2.2.3. Tlopsmoxk nmoxymeHTOo0OIry Bu3HauaeTbess Permamentom KwuiBcbkoi
Micbkoi pamu Ta PerimamenToM cekperapiaty KwuiBchbkoi MichKol paad, i€
[HCTpYKIIi€HO.
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2.2.4. Ocob6nuBOCTI opraHi3allii eJleKTpOHHOI'0 JOKYMEHTO00Iry BU3HAYAIOThCS
BignosimHo go Ilopsaky pobGoT 3  JOKyMeHTamMH B iH(opmamiiHO-
TeJIEKOMYHiKalliiHii cucTeMi «EauHui iHQOpMaLiMHUK mpocTip TepuTopianbHOL
rpomanu Mmicta KueBa» Ha 6a3i cucteMu eneKTpoHHOro nokymeHtoobiry ACKO[
(mami — ITC €IIIK) y cekperapiati KuiBpagu Ta MeToaMUHUX peKOMEHJALN [0
nopsinKy poOOTH 3 JNOKyMeHTaMu B iH(OpMalliiiHO-TeleKOMYyHIKalliifHii cucTtemi
«CnuHnid  1HQoOpMaliiiHui mpocTip TepuTopiasibHOI Tpomamu Micta Kuea» y
cekperapiati KuiBpamu (mani — Metoau4Hi pekoMeHallii).

2.3. O6J1ik 00cATy JOKYMEHTO000Iry

2.3.1. O6csar noKyMeHTOo00Iry — I1e cyMapHa KUIbKICTh OTpPUMaHMX (BX1JHUX) i
CTBOpEHUX Y cekpeTapiati KuiBpaau (BHYTpIlIHIX, BUXIAHUX) TOKYMEHTIB 3a [I€BHUH
nepiof| (miBpivdsi, pik).

2.3.2. HmpaxyHOK KUTBKOCTI JTOKYMEHTIB 3)11HCHIO€TLC;1 3a peecTpaliifHuMu
(dopmamu B MicIsiX IX peecTpariii.

3a ouHUIIO 00Ky GepeThcsl JOKYMEHT.

PosMHOXeHI TpUMIpHHKH, ONpalbOBaHI B CTPYKTYpHUX MiIpo3aijiax,
MiIpaXxOBYIOTHCS OKPEMO Ha OCHOBI BHYTPIIIHBOI CHUCTEMH OONIKYy JOKYMEHTIB Y
CTPYKTYPHHX IiAPO3/iax.

OO6nik TOKYMEHTIB MOXe 3[1MCHIOBaTHCs SIK 3a cekperapiarom KwuiBpamu B
[UJIOMY, TaK i 3a KOXKHUM CTPYKTYpHUM IIAPO3JALJIOM Ta 3a IPYNOI0 IOKYMEHTIB.
OxpeMo MiapaxoBYKOTHCSA 3BEpHEHHs IPOMajsiH 1 3allUTH Ha iH(OpMaliio, MicleBi
HI[IaTUBU Ta €JIEKTPOHHI METHUIIi].

Pesynbratu 00Ky JOKYMEHTIB Y3arajibHIOIOTBCS B CIIyXO0i J1JI0BOJCTBa 1
MOJIal0ThCSl 3aCTYIMTHUKOBI MICBKOTO TOJOBH — cekperapto KuiBcbkoi MiChKOI paiu
(ani - 3aCTyIHHK MiChKOTO rojioBH — cekpetap KuiBpann) Ta kepyrouoMy cripaBaMu
IUIsL BXKUTTS 3aXOJIiB OO0 BAOCKOHANIEHHS POOOTH 3 TOKYMEHTaMH.

2.3.3. IlimcymkoBi pnmaHi o00niky o0cAry HOKYMEHTOOOIry MONaloThCs B
tabnuuHiil popmi (momarok 3).

3. llpuiimanus, po3rjsj i peecTpauisi JOKYMEHTIB
3.1. lIpuiimanus }IOKyMeHTiB Ta iX IepBHHHE ONpPaUIOBaHHSA

3.1.1. JloctraBKka NIOKYMEHTIB /0 KHpra,zm 3MIMCHIOETBCS, SK MpaBWio, 3
BUKOPHUCTAHHSAM 3ac00iB MOIITOBOTO 3B'SA3KYy 1 €JIEKTPO3B'A3KY, Kyp'€PChKOIO Ta
(enpa’erepchKor0 CIIy’K0010, a TaKOX Moxe 3licHIoBaTHCS 3 BuKopucTtaHHsm CEJ]
ACKO/] Ta cucteMu B3a€MO/III.

[lomroro Ta dYepe3 Kyp'epchbKy CIyXO0y JIOCTaBJSIETBCS  ITHCHMOBA
KOPECIIOHJIEHIlis Yy pa3i HasBHOCTI MiJCTaB, SKi BU3HAIOTHCS OOIPYHTOBAaHUMU IS
crBopeHHs! KuiBpagoro JOKyMeHTIB y maneposiit ¢popmi, momToBi KapTkKu, GaHmepoi,
NpiOHI MAaKeTH, a TAKOX MEPiOAMYHI IPYKOBaHI BHIAHHSI.

KanamamMy  eeKTpO3B'SI3Ky  JOCTaBIAIOTBCS  (pakcorpamu, eJIeKTPOHHI
JOKYMEHTH 13 3aCTOCYBaHHSIM E€JIEKTPOHHOTO IH(POBOro MIAIKHCY Ta JOKYMEHTH B
eJIeKTPOHHIN popmi 6e3 enekTpoHHOr0 LU POBOTO miaNUCY (Y CKaHOBaHiH hopmi).

VY pa3i HaAXOIDKeHHsI JOKYMEHTIB B €JEeKTPOHHIH (GopMmi 0e3 eleKTpOHHOIro
mudpoBoro mignmucy (y ckaHoBaHiM ¢opMi) IX pO3IPYKOBYIOTH Ha Imarepi Ta
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MPOCTABISIIOTh IITaMIT Ha BEPXHBOMY IMOJII JOKyMeHTa «OTpHMaHO eNeKTPOHHOIO
TIOIIITOIO».

EnextpoHHi oKyMeHTH, 10 HaaxonsTh no KuiBpanu uepez CEJl ACKO/I a6o
CHCTEMY B3a€MOIii, IPUUMAIOTHCS CIIY>KOO0I0 A1JI0BOJCTBA.

EnexTpoHHUH NOKYMEHT, IO 3aBaHTaXWBcs i3 cucteMu B3aemonii o CEJ]
ACKO/I, BBaXKa€ThCs JOCTABICHUM ajjpecary.

[IpairoBatu 3 He3apeecTPOBAaHUMU JOKYMEHTaMH 3a00pOHSIETHCA.

3.1.2. Tlpuitom MOKyMeHTIB 31 CHIOETbCS CiTyk0010 A1IOBO/ICTBA 3 MOHEAIIKA
no yetBep 3 9-1 no 18-i ronunu, a B 1’ ATHULIO 3 9-1 10 16-45.

PexomennoBaHa, crerianbHa Ta KOPECHOHAEHIlSI 3 OTOJIOIIEHOIO I[iHHICTIO
HpUAMAaETHCS i PO3MUCKY B XKypHAai, peecTpl abo MOBiJOMIICHHI PO BPyYEHHS.

3.1.3. IlepBuHHE OMNpaIfOBaHHS IOKyMEHTIB BKITIOUYA€E TIEPEBIPKY MPaBHIIbHOCTI
IOCTaBKH, aJpecyBaHHs, O(GOpPMIIEHHS Ta LUIICHOCTI YIAaKOBKH, il pPO3KPHTTS,
IepeBIpKY HasIBHOCTI BKJIAJCHB Ta iX BiAIOBIIHOCTI OIUCY.

VY cimyx61 AinoBoACTBa PO3KPUBAIOTHCS BCl KOHBEPTH (makeT, OaHzepoll), 3a
BHUHSATKOM THX, IO MalOTh Hamuc «ocobucto». KonBeptu (maketw, OGaHmeponi) 3
BiJITIOBIIHOIO TO3HAYKOIO PEECTPYIOTHCS BIAMOBIIHO 0 3a3HAYEHUX Ha KOHBEPTI
JaHUX 1 TepelaroThCsl 3a MPU3HAYCHHSIM. SIKIIO0 KOPECHOHACHIIS BHSIBHUTHCS
ci1y>k00BOIO0, BOHA 000B‘SI3KOBO ITOBEPTAETHCS A0 CIY>XOM HiNOBOACTBA 1 MOaIbIIa
poboTa 3 HEero MPOBOAUTHLCS Y BCTAHOBJICHOMY HOPSIKY.

ITpu HanxomKeHHI KopecrnoHAeHLIl 3 BiIMITKOIO0 «TepmiHOBO» (ikcyeThCs He
JUILE 1aTa, a ¥ roAnHa Ta XBHJINHA JOCTaBKU.

ITpu nomxomKeHHI KOHBEPTa Y IOLITOBOMY PEECTPi pOOUTHCS BiIMITKA TIPO LE.

VY pa3i BiACYTHOCTI ab0 HEWiIICHOCTI BKJIaJ€Hb, MOILIKO/KEHHS KOHBEPTA,
yIaKyBaHHS, IIO0 TPHU3BEJIO O HEMOXXJIUBOCTI MPOYUTAHHS TEKCTy IOKYMEHTA,
CKIQa€TbCsl aKT Yy [HBOX MpuMipHukax (momatok 4). OmuH TpPHUMIPHUK aKTa
HaJICUJIA€ThCsl BIATPaBHUKOBI, IHIINHN 30epiraeTbest y ciry»k0i IiJIOBOACTBA.

KonBepTH, a Takox aJpecHi SpIUKH PEeKOMEHAOBAaHWX KOHBEPTIB i MaKeTiB
36epiraloThCsl Ta JOJAIOTHCS 110 JOKYMEHTIB y pa3i sSKIIO JIMIIE 332 KOHBEPTOM MOXHA
BCTAaHOBHUTH aJIpeCy BiAIpPaBHUKA, Yac BIANPABICHHS Ta OJlep>KaHHS JOKYMeHTa, a0o
KONM Yy KOHBEPTI HeMa€ OKpPeMHUX JOKYMEHTIB UM BCTAHOBJIEHO HEBIAIOBIIHICTBH
HOMEPIB JIOKYMEHTIiB HOMEpaM Ha KOHBEPTi.

3.1.4. Y pasi BUSIBIIEHHs BiJICYyTHOCTI OJATKiB, 3a3HAYCHUX Y JOKYMEHTIi, 200
OKpEMHX apKyllIiB, a TAKOXX NOMUJIOK B OOPMIICHH] TOKYMEHTa, 10 YHEMOXKIIUBIIIOE
J0ro BUKOHaHHs (BIACYTHICTH a0 3a3HaYeHHsI HETIPaBUIILHOTO aJjpecara, BiICyTHICTh
mianucy, rpudy 3aTBepIXKEHHS TOLIO) JOKYMEHT HE PEECTPYIOTh, @ MOBEPTAOTh
BIAIIPAaBHUKOBI 3 OpHUTriHAJIOM BIAMOBITHO IO CKIANEHOIrO akTa. AKT CKJIQJa€Thes y
ABOX INpPHMIpHUKaX, OAWH - HaICHIA€ThCS BIAMPaBHUKOBI, iHINKIM 30epiracrocs y
ciry>0i1 gioBozacTBa (10AaTOK 4).

3.1.5. Ha nDoBiZOMJIEHHSX I@PO OTPUMaHHS pPEKOMEHJOBAaHUX JIKCTIB
BIANOBIJaIbHA oco0a Cciy)XO0M [iNOBOACTBA PO3MUCYETHCS, IIPOCTABIIAE ATy
OJIEpXKaHHs, IICJISI YOT0 TIOBEPTAE 1X Ha MOIITOBE BiIAIIEHH.

3.1.6. Ilpy npuiHATTI CyJOBUX MOBICTOK, afpecoBanux KuiBpai, BiAMiTKa IIpo
OJIep>KaHHs MOBICTKU MPOCTABIAETHCS Ha 3BOPOTHIN PO3MHKCIIL.
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3.1.7. OpuriHajiu JOKyMEHTIB MK CTPYKTYPHUMH IAPO3/iIaMu NEPENAIOTHCSA
yepes ciIyk0y JiJI0BOICTBA.

3.1.8. EnexrponHi Hocil iHpopmaliii 060B’s13k0Bo nepenatoThest 1o KuiBpanu i3
cynpoBigHuM juctoMm. ITig yac mpuiioMy TaKUX JOKYMEHTIB OHpPAlbOBYETHCS TIIBKH
CYIIPOBIIHUH JIUCT.

3.1.9. JIOKyMEHT IIOBEPTAETHCS BiANPaBHUKOBI 0e3 po3riany y pasl Horo
HaIXO/DKEHHS He 3a aJpecoro, HaIXOMIKEHHs MarepoBOro MpUMIpHHKA HOKYMEHTa,
KUl BXe HamiimoB y enekrponHid ¢opmi depes CEJ] ACKO/, vepe3 cucremy
B3aeMoO/Iii, ab0 HaIxXOKEHHS JOKYMeHTa y mamepoBiii gopmi 6e3 HasBHUX Ha Te
HiJCTaB, SKi BU3HAIOTHLCS OOIPYHTOBAHUMHU UL CTBOPEHHS JOKYMEHTIB y IarepoBii
dbopmi.

EneKTpOHHHﬁ JOKYMEHT BB@XXA€ThCS OAEPKAHUM aJpecaToM 3 MOMEHTY
HaJIXOJUKEHHS BIAMPAaBHUKY €JIeKTPOHHOTO TIOBIIOMJICHHSI 13 3a3HAYEHUM 4acoM IIpo
JIOCTaBKY LbOTO JIOKyMEHTa aJpecaToBl.

V pasi HeHaIxO/DKEHHs BiAMPaBHUKY MPOTArOM MHIECTH TOJUH 3 MOMEHTY
BiJIIIpaBKK €JIEKTPOHHOIO IOKYMEHTa, eNIEKTPOHHOI'O MOBIAOMIIEHHS IIPO IOCTaBKY
IO JIOKYMEHTa aJpecaToBl BBAXKAETHCS, IO TAKUN JOKYMEHT apecaT He OJIepKaB.

Y TakoMy BHIIAAKY BiJMPaBHUK BXXMBA€ BCIX MOXIIUBUX 3axXOIiB Ui
3abe3IeyeHHs OIep KaHHs aJpeECcaToM BiIMOBITHOTO JOKYMEHTA B €JIeKTPOHHIH popMmi.

V pasi ozepkaHHs Bij ajpecara eJIeKTPOHHOIO ITOBIIOMIICHHS IIPO BIAMOBY Y
peecTpallii eJeKTPOHHOTO IOKYMEHTa BiANIpaBHUK BXXHUBA€ 3aXOJiB Ul YCyHEHH
MiJCTaB BIJIMOBH 1 3a0e3ledYeHHs] MOBTOPHOIO HANCUIIAHHSA TaKoro NOKyMEHTa B
eJIEKTPOHHIN popMi.

3.1.10. YV pasi oxmepxaHHS (aKCHUMIIBHOTO IOBIZIOMIICHHSI JIOKYMEHT He
peecTpyeEThCsL.

3.2. llonepeaHiii po3riasa A0OKYMeHTIB

3.2.1. Yc¢i pokyMeHTH, 1o Hagidunuin Ha azapecy KuiBpamu, nignsraroTsb
000B 3KOBOMY IOIEPEIHHOMY PO3IIISALY.

[TonepenHiii po3risn MOKYMEHTIB y TMalepoBid Ta eNneKTpoHHIH ¢opMi
3MIIHCHIOIOTH MPALliBHUKHK CIy»OU IiJIOBO/ICTBA BiAMOBIAHO 10 PO3IOALTY 000B'sA3KIB
MiX Ipal[iBHUKaMHU.

3.2.2. MeToro MomepeaHbOro po3risaay IOKYMEHTIB B TarepoBiit ¢opmi €
po3MoniseH st iX Ha Ti, M0 MOTPeOYIOTh PO3TIAAY 3aCTyITHHKOM MiCHKOTO I'OJIOBU —
cexperapeM KuiBpamm, kepyrounm crpaBamu abo nocrtiitHuMu komicisimu KuiBcbkoi
Micbkoi pamu (majgi — TOCTIMHUMH KOMICISIMH), NEIyTATChKUMU TpYyIMaMH YHd
dpaxuisimu KuiBpanu, nenyratamu Kuispanu.

3.2.3. Ha cranii mornepeHp0ro po3risiay 311HCHIOETHCS BiTOip JOKYMEHTIB, 110
He IIISAraTh peectpalii B ciayx0i AijloBocTBa (HOAATOK 5), a TaKOXK TaKUX, HIO0
NepefaloTeCsl B CTPYKTYPHI MiPO3/iiH, NeMyTaTchKi ¢pakuii, mocTiiHi KoMicii IIs
oInpaloBaHHA 0e3 peecTparlii.

3a pe3yJbTaTaMH IOIMEPEeIHBOTO PO3TIBIAY CIIy»0a JiNOBOACTBA BiAMOBIISE Y
peecTpalii €JleKTPOHHOTO JOKyMEHTa, OTPUMAHOr0 dYepe3 CHUCTEMY B3aeMomil i3
3a3HaYeHHAM OJ(HI€] 3 HaBeIEeHUX IT1iJICTaB:

- IOPYIIEHO BUMOTH 100 (GopMu MiAroToBkH (IyHKT 1.3 wiel [HcTpykimii) abo
o(opMIIEHO 3 MOPYIIEHHSM BUMOT IyHKTY 4.14.1 miel [HcTpyKitii;



14

- eJIESKTPOHHUH TOKYMEHT HaJiHIIIOB HE 3a aJpECOI0;

- eNIEKTPOHHUM JOKYMEHT HaJ(iHII0B TOBTOPHO;

- 3asIBJIEHUI CKJIajl €JIEKTPOHHOTO JOKYMEHTa He BiANOBiae GakTUIHOMY;

- PEKBI3UTH BXiJHOTO €JIEKTPOHHOTO JOKYMEHTa He 30iraroThCsl 3 peKBi3UTaMH,
3a3HAYCHUMHU B €JICKTPOHHOMY JOKYMEHTI;

-HeMa€ IIOB’S3aHOr0 3  €JIEKTPOHHUM  JIOKYMEHTOM  KBalli(hiKkoBaHOIO
eIEKTPOHHOIO IMIANUCY IMiANMCyBaya 4YH IIOB’A3aHOI 3 HHMM KBali(pikoBaHOI
eNIeKTPOHHOI IIeYaTKW YCTAaHOBU, HasBHICTh fKOI Ha HBOMY IependaueHa LI€r0
[HCTpYyKLi€t;

-TIOB’s3aHi 3 eJEKTPOHHHM JOKYMEHTOM KBasli(hikoBaHi €NeKTPOHHI MiINUCH
ta/ab0 TMeYaTKd HEMOXKJIMBO IEPEBIpUTH 3 JOTPUMAHHSIM BUMOTI YaCTUHU
npyroi crarti 18 3akony Ykpainu «IIpo enexTpoHHI J0BipYi NOCIyTH»;

-Ha MOKyMEHT HaKJaJeHO KBali(iKOBaHUHU eNeKTpOHHUN HuGpOBUN MIAMUC
oco0u, siKa He € MiaMUcyBadeM JoKyMeHTa abo 0co00I0, 1110 BUKOHY€E HOro 000B’ SI3KH;

- HEMae eJIeKTPOHHOI TTO3HAUKH Yacy;

- Bi3yasibHa opMa eJIeKTPOHHOTO JOKYMEHTa He IMpHIaTHA [UId CpuiMaHHs il
3MICTY.

3.2.4. Ilix yac momepeIHBOr0 PO3TIIAY €JIEKTPOHHOIO JOKYMEHTA BU3HAYAETHC:

- Y4 MOX€ eJIeKTPOHHUN JOKYMEHT OyTH NOIyIIeHUM 10 peecTpallii;

- 4y notpedye po3TIsALy 3aCTYIIHUKOM MICBKOT'O F0JIoBU — cekpeTapeM KuiBpaau,
KEPYIOUUM CIpaBaMH a00 MOCTIHHUME KOMICISIMU UM HaJCWUJIAHHS 3a HAJIEXKHICTIO
micis peecTpalii A0 CTPYKTYPHOIO MiAPO3JALTY BiAMOBIIHO 1O ()YHKI[IOHAJIBHOTO
po3noiTy 000B’3KiB;

- UM HAJISKUTD J0 €JIEKTPOHHUX TOKYMEHTIB TEPMiHOBOT'O OIPAILFOBAHHS.

3.3. PeecTpauist AJOKyMeHTiB

3.3.1. Peectparmiss HOKyMEHTIB yCiX KaTeropid mossirae y BeIeHHI 3alucy
00JIIKOBHUX JaHUX MPO JOKYMEHT Ta OOPMIIEHHS KapTKu B enekTpoHHii ¢popmi B CE/]
ACKO/I i3 3a3HadyeHHsM OOOB’SI3KOBHX, IOJATKOBHX Ta y pa3i morpeOu iHIIKX
PEKBI3HTIB, 32 JIOMOMOTOI0 SKHX (DIKCYeThCS (PakT CTBOpPEHHS, BimIpaBlieHHS a0o
oJlepXKaHHS JTOKYMEHTa IIJITXOM MTPOCTAaBIICHHSI HA HOMY PEECTPALiIfHOrO iHAEKCY 3
NOJIaJIbIINM BHECEHHSIM 10 KapTKU HEOOXiJHUX BiIOMOCTEH PO JIOKYMEHT.

VY Be6-MoayIti cucTeMH B3a€MOZIT T0JATKOBO PEECTPYIOTHCS JIUIIE TIOKYMEHTH,
K1 HaJiAnum abo Oy Iy Th BiAIpaBlieH] yepe3 CUCTeMY B3a€MOJIIl.

VYV pa3i norpebu mepenik 0OOB’A3KOBUX pEKBI3UTIB KapTKu Moxe OyTu
pornosHeHUN. I1opsiiok po3MilieHHs peKBi3UTIB y KapTiii BUBHAYAETHCS BiIMTOBIAHO 110
¢opmatiB ganux CEJ] ACKO/I.

Peectpamisi JokyMeHTIB TNpoBoOUThCS Ui 3abe3medeHHsA iX  OOIiKY,
MOHITOPHHIY CTaHy BUKOHAHHSI 1 OIlepaTHBHOIO BUKOPUCTAHHS HAasiBHOI B JOKYMEHTaX
iH(popMarii.

3.3.2. JIokyMeHTH, 10 MOTPeOyIOTh OO0NiKy, BUKOHAHHS T4 BUKOPHUCTAHHS 3
JOBIJIKOBOIO ~ MeTOI0  (pO3MOpsmdi, IUIAaHOBI, 3BiTHI, OOJIKOBO-CTATHCTHUYHI,
Oyxranrepchbki, (hiHaHCOBI TOIIO), K Ti, IO CTBOPIOIOTHCS Ta BUKOPUCTOBYIOTHCS B
cekperapiati KuiBpagu, Tak i Ti, 110 HagXOAATH BiJ IHIIMX YCTAHOB i I'POMAJH,
PEECTPYIOTHCS B YCTAHOBJICHOMY MOPSAKY.
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Peectpamii mimararoTh SK TpaAWLidHI PYKOIMCHI JOKYMEHTHU, CTBOPEHI 3a
noromororo ITK, Tak i Hamic/iaHi 3a JOIIOMOTOO 1HIIMX 3ac00iB 3B'SI3KY: €JIEKTPOHHOI
nomrtu Ta uepe3z CEJI ACKO/I.

3.3.3. ¥V cekperapiati KuiBpaau s peectpallii ciyx060Boi KOpecloHIEHL]
BIIPOBA/KEHO aBToMatu3oBaHy (opmy peectpauii noxkymentis B ITC €IIIK Ha 6a3i
CEl ACKOM.

OCHOBHHUM TPHUHITUIIOM peecTpalii JOKyMEHTIB € OJHOKpaTHicTh. KoxHui
JIOKYMEHT PEECTPYEThCS B CIIyXkO01 JUIOBOJCTBA JIMIEe OAMH pa3. Y pasi mepenadi
3apeecTpOBAHOIO JOKYMEHTa 3 OIHOrO CTPYKTYPHOTO IMiAPO3Midy B iHIIUN BiH
TIOBTOPHO HE PEECTPYETHCS Ta HOBUM peecTpalliiHIi 1HAEKC He POCTaBISEThCS.

PeecTpyeThcsi TOKyMEHT IUISIXOM NPHUCBOEHHS HOMY peecTpaliiHOro HoMepa
(TOpsIAKOBOT'O HOMEPA HAIIXOHKSHHSI MPOTATOM KaJIEHIAPHOIO POKY).

Ha mamepoBuii opuriHal JOKYMEHTa HaHOCHUTBCSA peecTpalliiiHa cTpiuka 3
IITPUX-KOAOM, SIKMH MIiCTHTh MOBHY Ha3By KuiBpanu, maty peectpallii Ta BXiTHHH
peectpauiitauiit Homep, npucBoernit CEJl ACKO/I (nonatok 6).

3a 3aMOBUYYBaHHSM JlaTa peecTpallii JOKYMEHTa JJil HOBOI KapTKH BiANOBLIAE
HOTOYHIM Aati. PeecTpaniiinuii HomMep MOXe HONOBHIOBAaTHUCS HIIMMU HEOOXITHUMHU
Juist KuiBpajiy iHIeKcamu.

SIK110 TeXHIYHO HEMOXKJIMBO HAHECTH IITPUX-KOJ, peecTpalifHuil HoMep, f1aTa
peecTpaiii BXiHOrO JOKYMEHTa IMPOCTABJSIIOTECS Yy peecTpalifHOMy MITamIi
(momatox 6 «a»), SK MPaBWIO, Y HIKHBOMY MPaBOMYy BUJIBHOMY BiJl TEKCTYy KYTi
JOKYMEHTA, & BUXITHOTO JIOKYMEHTa — B CIIELIaJIbHO BiABECHOMY MicCIIi.

JlonaTky 10 TOKYMEHTIB OKpPEMO HE PEECTPYIOThCS. Y BUIAAKY KOJIM AOAATOK
MOXe OyTHM BHKOPUCTAaHHH SK CaMOCTIMHMM JTOKYMEHT, peecTpaliiHui ITamil 3
HOMEPOM OCHOBHOI'O JOKYMEHTa IYOIIIOETHCS 1 Ha TOATKY.

Ha mnepmomy apkymi komil BXiZHOro HOKyMeHTa (3a MOTpeOu) CTaBHTHCS
mwtamn KuiBpagay i3 3a3HaueHHSM JaTd HaJIXOJDKeHHs. Taka KOImis MOBepTaeThes
YIIOBHOBXEHOMY  TPENCTaBHHKY  MiANPUEMCTBA,  YCTAHOBH,  Oprasizarlii
(momatok 6 «6»).

Bxinuuii gokyMeHT moctifiHOro Ta TpuBanoro (moxax 10 pokis) 36epiraHHs, 110
HaJlMIIOB y mamepoBiil (opwmi, micis peecTpauii nepegaeTbcs Oe3MmocepeHbO B
CTPYKTYPHHUH MipO31iJ, BU3HAUYECHUIN B yCTAaHOBJICHOMY IOPS/IKY BiJlITOBiTAIEHUM 32
BUKOHAHHS I[bOTO TOKYMEHTa, JUIsl 30epiraHHs 3 MoAalbIIuM (HOpMYyBaHHAM Y CIIPABH
BIATIOBITHO [10 3aTBEPPKEHOT HOMEHKIIATypH CIpaB.

3.3.4. JIoKyMEHTH peecTPYIOThCs 3a IpyllaMU 3aJIe)KHO BiJl HA3BH, BUY, aBTOpa
Ta 3MiCTy TOKYMeHTiB. Hampukiia, OKpeMo peecTpyrOThCS:

- KOPECIIOHACHIlisI OpraHiB JAepXaBHOI BIajW, IOO0 HaJidlIUIa M0
cekperapiaty KuiBpaay;

- PO3MOpsAKEHHS 3 OCHOBHUX NUTaHb AisiibHOCTI KuiBpay;

- PO3MOPSIIKEHHS 3 aAMiHICTPATUBHO-TOCIIOAAPCHKUX [TUTAHb,

- PO3NOpSAKEHHS 3 KapOBUX MUTaHb (0COO0BOT0 CKiIary) (BiaMIOBIIHO /10
iX BUJIB Ta CTPOKIB 30epiranHs);

- IpoekTH piens KuiBpany;

- pimenss KuiBpany;,

- aKTH peBi3ii (piHaHCOBO-TrOCTIONAPCHKOI AisNIBHOCTI;
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- OyxranTepchbKi JOKYMEHTH;

- 3asiBKM Ha MaTepiabHO-TeXHIYHE II0CTa4YaHHS;

- CIIyk00BI JTUCTH;

- 3BEPHEHHsI TPOMaJIsiH;

- 3aMuTH Ha iH(popMallito.

3.3.5. Jlns peectpariii MoXKke 3aCTOCOBYBAaTHCs OJHA 3 ABOX (opMm peecTpallil
JOKYMEHTIB — aBTOMaTH30BaHa (3 BHUKOPUCTAHHSIM CHELlialbHUX KOMIT FOTePHHUX
porpam) 4 *KypHajibHa.

Y CEJ ACKO/J] dbopmyeThecsi 6aHK peecTpaliiHUX NaHUX B €JIeKTPOHHOMY
Burysial. s peectparii Beix JTOKYMEHTIB 3aCTOCOBYETHCS €IMHA KapTKa, MpHaaTHa
il 0OpoOJICHHsT KOMIT'FOTEpOM (IOAaTOK 7), 3a JOIOMOIrOI0 SKOi KOpPUCTYBaui
3a0e3neuyloThes iHGOpMalliero Mmpo Bci JOKYMEHTH Ta Miclie iX po3TallyBaHHS
IUIIXOM BHUBeAeHHs iHGopMmanii Ha nucmieidl. Sk mpasuio, momyk iHpopMmaril
MPOBOJUTHCS EHTPAJII30BaHO Ha aBTOMATH30BaHUX MICIIIX peecTpatii Ta o0poOKu
inpopmarnii. KopuctyBau Mae MOXIUBICTH ofepxaTH iHdopmaiio 3a BciMa abo
KiJThKOMa peKBI3UTaMU peecTpallii, Ai3HATHUCS [IPO MiCLIE3HAXOKEHHS JOKYMEHTA.

3anuc 3MiHCHIOETHCS IIISIXOM IIPSMOTO BBEIEHHS 3 TOKYMEHTa BCTAHOBIIEHOTO
oboB's3koBoro cknany peksizutiB B CEJl ACKO/I: Ha3Ba BUAYy AOKyMEHTa; aBTOP
(KOpecnoH/IeHT); JlaTa JOKYMEeHTa; iHJAeKC JOKYMEeHTa (JaTa Ta iHIeKC HaIXO/KeHHS
JOKyMEHTa - JUIS THX, 10 HAJIHILIN); 3aroJIOBOK JOKYMeHTa a0o HOTro KOPOTKHi
3MICT; Pe30JIFoLlisl (BHKOHABEIb, 3MICT NOPYYEHHs, aBTOp, JaTa); BiANOBiAaIbHUM
BUKOHABEllb; TEPMiH BMKOHAHHS; IO3HA4YKa PO BUKOHAHHS (KOPOTKHU 3aIlUC TPO
BUpIILIEHHS MTUTaHHS, 1aTa (GaKTHIHOrO0 BUKOHAHHS Ta 1HJEKC JOKYMEHTA-BiAMOBIIi)
(momarox 8). Ilim w4ac migroroBkn Ta OQOPMIIEHHS HOKYMEHTIB MOXYTh
3aCTOCOBYBATHCs HE TIIBKH OOOB’SI3KOBI, @ TaKOX IHIII pPEKBI3UTH, SKIIO 1€
Bi/IMIOBi/1a€ TIPU3HAYEHHIO JIOKYMeHTa a00 croco0y HOTo ompallfoBaHHs.

Jlo O0IaTKOBHX PEKBI3UTIB, 110 BHOCATHCS B KapTKy, HajeXkaTh: BHYTPILIHE
nepeagpecyBaHHs EJIEKTPOHHOTO [TOKYMEHTa MiX CTPYKTYPHUMH IIiIpO3JiJIaMH,
HasIBHICTH Ta MEpeTiK TOAaTKiB, MPOMiXXHI CTPOKH BUKOHaHHS, iH(hOopMallis Ipo 3MiHy
Ta IEPEHECeHHs CTPOKiB BHUKOHAHHS, MPHUIMHEHHS MOHITOPHHIY €JIEKTPOHHOTO
JIOKYMEHTa, €JIEKTPOHHI MTOBIJOMJICHHSI CUCTEMHU B3a€MO/II1, KO JJOKyMEHTa 3TiJIHO 3
TeMaTHUYHUM KjacugikaTopoM, CTPOK IepenaBaHHs 10 apxiBy KuiBpamu, mo3Hauka
PO HaJIeXXHICTh JOKYMEHTA J0 JOKYMEHTIB TEPMIHOBOI'O PO3TIISAY, CTPOK 30epiraHHsI
€JIEKTPOHHOI'O JOKyMeHTa (BiAMOBIAHO 1O HOMEHKIIATYpH CIIPaB.

3.3.6. XypHansHa (marnepoBa) abo KapTKkoBa ¢opma peecTpallii JOMyCKaeThCs
JIMIIE B YMOBax Ta IMPOTATOM CTPOKY Jii BIHCPKOBOTO UM HAJ3BUYANHOIO CTaHy Ha
TEpUTOPIi MicTa.

3pa3oK KypHaJIbHOI peecTparllii BXiJHOI KOPECIIOHACHIIIT 3a3Ha4€HO B AOJIATKY
9, a s peecTpalii BUXiTHOI KOpeCOHIeHIiT y nomatky 10.

3.3.7. Peectpariis BxiiHO1 KOpeCIIOHAEHILi1, 110 HaAiinuTa Ha po3risan KuiBpany,
3aCTyIIHUKa MICBKOTO T'OJIOBU - cekperaps KuiBpaau, rojiB mocTiiHUX KoMicii (3a
BHKIIIOUECHHSIM BIJIOBi/Ied Ha 3BEpHEHHS TOJIIB MOCTIHHUX KOMICiil), Kepyrdoro
CIIpaBaMH [IPOBOIUTHCS EHTPATII30BAHO CITYXKOOI0 JTiJIOBOJICTBA.
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3.3.13. JIokyMeHTH, 110 HaJCHJIAIOTHCS €IEeKTPOHHOIO IMOIITOI Y CKaHOBaHiH
(bopmi 3a HassBHOCTI miamucy Ta/abo nedatku 6e3 eNeKTPOHHOro HUGPOBOro MiAMNUCY,
PEECTPYIOTHCS CITY>KOO0K0 A1JIOBOCTBA.

3.4, IlepeBipka e1eKTPOHHOI0 HH(PPOBOro MiANHCY

3.4.1. TlepeBipka KBasli)iKOBAHOTO €JNEKTPOHHOI'O MIiJMUCY YU TeYaTKU
3MIACHIOETBCSA 3 JOTpHMAaHHSM [lopsSaAKy BHUKOPHUCTaHHS eJEeKTPOHHUX JIOBipUUX
MOCIyr B OpraHax Jep)KaBHOI BIAIHW, OpraHax MiCIIEBOIO CaMOBpSIyBaHHS,
MiINPUEMCTBAX, YCTaHOBaX Ta OpraHizallisfix JIep)kaBHOI (opMH BIACHOCTI,
3aTBepPKeHOro mocraHosor KabGinety MinicTpiB Ykpainm Bim 19 Bepecus 2018
Ne 749.

3.4.2. YV cekperapiati KuiBpagu opraHizoBYeThCS LIEHTpalli30oBaHE CXOBHILE
KBaJTi(hiKoBaHMX cepTH(]IKATIB BIIKPUTUX KIIOUYIB a00 3aCTOCOBYETHCS OHJIANH-
nepeBipka cepTudikaTiB Oe3mocepeHbO 3 eNEeKTPOHHOTO IMepeliKy KBajigiKoBaHUX
cepTu¢iKaTiB BIAKPUTHX KIFOYiB KBaTi(iKOBaHUX HaJaBadiB €JEKTPOHHUX JOBIPUYMX
HOCTIYT.

[lepeBipka Ta migTBepPKeHHS KBaJli(hiKOBaHOTO €JIeKTPOHHOTO MiANUCY Ta/abo
MeYaTKu 3AIMCHIOEThCS 3 JOTPUMAHHAM BHUMOT YaCTHHHM Jpyroi ctarti 18 3akoHy
Ykpainu «IIpo enexTpoHHI JOBIpYl IOCIYTH».

3.5. Opramnizanis nepegayi J0KyMeHTIB Ta iX BUKOHAHHSI

3.5.1. 3apeecTpoBaHi AOKYMEHTH IEpEHAIOThC Ha pO3MIIAJ 3acTYIHUKA
MICBKOTI'O rojioBU — cekperapst KuiBpaau, Kkepyrodoro cupaBaMu B JIeHb iX peecTpatlii
abo HacTymHOro poboYoro JHS y pa3i HAIXOMKEHHS JOKYMEHTIB micis 15-1 ronuan
abo y HepoOoui aui. TenedoHorpamMu Ta iHIII TEPMiHOBI JOKYMEHTH IepenaroThCs
HEBIAKIIAIHO.

3.5.2. JloKyMeHTH, pO3TJITHYTI 3aCTyIIHUKOM MICHKOTO T'OJIOBH — CEKpeTapeM
KuiBpagu abo kepyroyuMm cCIipaBamH, MOBEPTAIOTHCS 3 BiAMOBIJHOIO MiANKCAHOO
PE30ITIOLIEI0 IO CITYKOU IiIOBOJCTBA, sIKa Iepeaac iX Ha BUKOHAHHSI.

3.5.3. Opurinan JOKyMEHTa, BHKOHABIIMH SIKOTO € KiJbKa CTPYKTYypPHHX
HipO3JiNiB, MepeaaeTbCsl TIOJIOBHOMY BHKOHABIIO, CIIIBBUKOHABI[i OTPUMYIOThH
JOKYMEHT B €JIEKTPOHHIN (hopmi.

3.5.4. Bunaua KOpecNOHAEHIil y IamepoBOMY BHUIVISAI BUKOHYEThCS Ha
crenianbHO obagHaHOMY poO0OYOMY Miclli BiIIOBIAIbHAM CITiBPOOITHHKOM CITYXOH
ainosoacTBa. Ilpu npoMy poOGHUTHCS 3amlMC BXiZHOrO HOoMepa abo IHUIMX PEKBI3UTIB
JNOKYMEHTa J10 )KypHally oOJIiKy BUJladyi KopecnoHeH il (qomatok 11).

3.5.5. Ilepenaya nokyMmeHTa, sIKuil moTpedye peectpallii B CIy»0i NiTOBOACTBA,
B 000B’I3KOBOMY TOPSIKY 3H1MCHIOETBCS Yepe3 CIIyXO0y JiT0BOICTBA.

3.5.6. O0nik JOKYMEHTIB, IO TIEPEIatOTHCS 3 OAHOTO CTPYKTYPHOTO i IPO3 LTy
710 IHIIOTO, 3/IHCHIOETHCS HUISLXOM IIPOCTABIICHHS BiJIOBiNaIbHUM 3a AUIOBOACTBO
CHiBPOOITHUKOM BiATIOBIZHOTO CTPYKTYPHOTO MiAPO3ILTY MiAMUCY Ta JAaTH OTPUMAaHHS
KOPECHOHICHII y )KypHai 00JiKy BUJadi KOPECTIOHACHII1.

3.5.7. Ilepeaua JOKYMEHTIB Yy MeXaX CTPYKTYPHOTO MiAPO3/IiTY 3iHCHIOETHCS
yepe3 oco0y, BIJIMOBiAaNBHY 3a A1IOBOJCTBO B CTPYKTYPHOMY IIiApO3Iii.

3.5.8. BinnoBiganpHICTh 32 BUKOHAHHS JOKYMEHTa HeCyTh O0COOH, 3a3Ha4eHi y
pO3HOpPIUOMY JOKYMEHTI, pe3osronii KuiBCbKOro MiCBKOro TrOJIOBH, 3acTYITHHKA
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MiCBhKOTO ToJIoBU — cekperaps KuiBpaau abo Kepyrodoro crpaBamH, Ta Ipal[iBHUKHY,
SKUM Oe3IocepeTHO TOPYIeHO BUKOHAHHS.

3.5.9. CniBBukoHaBili 3000B’s3aHi TOJaBaTH MPOIMO3UIII T'OJOBHOMY
BHKOHABITIO IPOTITOM IIEPINOl ITOJOBHHU CTPOKY, BIABEACHOIO [UIsI BHUKOHAHHS
IOpYYeHHs], 3aBJaHHS.

CriBBHKOHABIII BiIITOBIIalOTh 3a MIArOTOBKY Ha HAJIEXKHOMY PiBHi Ta CBOEYACHE
TOJIJaHHS TOJIOBHOMY BHMKOHABI[FO MPOIMO3ULINA. Y pa3i HECBOE€YaCHOIO IOJaHHs
MPOMNO3UIIH CIIBBUKOHABISIMU BiJIOBIaJIbHUI BHKOHaBellb iH(OpMye Ipo Le
KepiBHUKA, IKWW HAJaB JOPYUCHHS.

3.5.10. BukoHaHHS JOKyMeHTa Iependadae 30WUpaHHS Ta OIMPAIFOBAHHSA
HeoOXiaHOI iH(popMallii, MArOTOBKY MPOEKTY BiANOBiAI Ha JOKYMEHT Y CTBOPEHHS
HOBOTO JIOKYME€HTa, HOro OGOpMJICHHs, Y3TODKeHHsS, TOJAaHHS JUIs IiANHCaHHS
(3arBepmxkenHs) KuiBCcbKOMY MiCBKOMY TOJIOBI, 3aCTYNHUKY MiCBKOTO TOJIOBH —
cekperapto KuiBpanu abo kepyrodomy clipaBaMy, y J€sSKHUX BUIAJKaxX — KepIBHUKOBI
CTPYKTYPHOTO MiApO3Iisy, a TAKOXK Yy pa3i noTpedu — MiArOTOBKY ISl IePeCHIaHHS
afipecary.

BukoHaHHS HOKyMEHTa MOYHMHAETHCS 3 MOMEHTY MiANMUCAaHHSA JOPY4YEHHsS Ha
noro BukoHanHs y CEJl ACKO/.

3.5.11. Ilepen momaHHSIM IIPOEKTY TOKYMEHTa Ha Iianuc KuiBcbkoMy MiCbKOMY
roJIOBi, 3aCTyMHHUKY MICBKOTO TrojioBU — cekperapto KwuiBpamu abo kepyrouomy
CIipaBaMH TIpalliBHUK, SKHH IIIArOTYBaB JOKYMEHT, 3000B’S3aHUM IepeBipUTH
NPaBWIBHICTh HOro cKIIaJieHHs Ta 0(OPMIIEHHS, IOCHJIaHH Ha HOPMAaTUBHO-IIPAaBOBI
aKTH, yTOUYHUTHU UGPOBI aHi, HasIBHICTh HEOOX1THUX Bi3 1 JOJATKIB.

JIOKyMEHT MoJa€eThCs Ha MiAMKUC pa3oM 3 JOKYMEHTAaMH, Ha BUKOHAHHS YW Ha
HizicTaBl IKUX Horo 0yJo CKIIageHo.

3.5.12. SIxmo [OOKyMEHT HaACHUJIA€Tbcs [0 KUIBKOX YCTaHOB, SIKIi He €
kopuctyBauamu CEJI ACKOJl abo cucreMu B3aeMofii, Iicias HOro peectparii
BUKOHABELb B pa3i HEOOXIJHOCTI OpraHi3oBy€ BUTOTOBJIEHHS He0OXiqHOI KIJIBKOCTI
IIPUMIipPHHUKIB.

3.5.13. IlpamiBHuk, BiANMOBiNaNbHUN 3a BHKOHAHHS JOKYMEHTa, y pasi
BIATIYCTKH, BIIPSIIKEHHS, 3BIIbHEHHS 30008’ 13aHUI ITepeiaTi iHIIOMY MpalliBHUKOBI
3a OTO/IKEHHSIM 31 CBOIM Oe3Iocepe/IHiM KepiBHUKOM yCi HEBUKOHAHI JOKYMEHTH Ta
noiHpopMyBaTH TIPO L€ CIyKO0y KOHTPONIO Ta o0co0y, BIiAMOBiZadbHY 32
anMinictpyBanHs CEJl ACKO/l y cekpetapiarti KuiBpasu.

4. 3arajabHi BUMoOru 10 opopMJIeHHS ¢JIY:KO00BHUX JOKYMEHTIB
4.1. biaHKH J1OKYMeHTIB

4.1.1. OpranizauifHO-po3Mopsaadi AOKyMEHTH, IO MarTh OOIPYHTOBaHI
MiZICTaBU JUIsl ONpAlfOBaHHs B ManepoBiil Gpopmi BiAMOBiAHO 10 akTiB KuiBpaau Ta He
€ NpUMIDHUKaMU abo KOMisSIMH JIOKYMEHTIB, CTBOPEHHUX B EJIIEKTPOHHIN dopwmi,
oOpMITIOIOTECS Ha OJlaHKaxX, IO BHUTOTOBISIOTHCS BIAMOBIAHO MO BHUMOr i€l
[HCTpyKLIT Ta 3aTBEPIKYIOThCS PO3MOPSIDKCHHSAM 3aCTyITHHKA MiCBKOTO T'OJOBH —
cekpetaps KuiBpanm.
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HHi Granku redepyiotses B CEJl ACKO/l B aBTOMaTHUYHOMY PEXUMI
)pAaHMX ABTOPOM IMPOEKTY KPHUTEPiiB TUIIOBOro OjaHKa AJsl 0OpaHOro
[HOTO TOKyMEHTa.
| GJIaHKKM BHTOTOBJISIFOTBCS Y APYKApHi depe3 rocroiapchbKy Clyk0y 3a
3aMOBJIEHHSAM YIIPaBIiHHS OpraHi3aliiHOro Ta JOKYMEHTAJIbHOIO
nmismeHocTi KuiBpamm cexperapiaty KuiBchkoil micekoi pamu (nami -
)prafHizamifHoro Ta JOKYMEHTAJIbHOro 3al0e3medueHHs! [isIbHOCTI
JIPOBOI CIIY>XOH, CTPYKTYPHOIO MiJpO3IiTdy, A0 KOMIIETEHIl] SKOIo
UTaHHsA 3a0e3leueHHs MIsTBHOCTI JAemyTarchkux ¢(pakuidn KuiBpaaw,
yacTBa (mogatox 12).
HHS Ha BHIa4y HOMEPHUX OJIaHKIB [UISI MiATOTOBKH pimens KuiBpamu
PYKTYPHHMH Tifpo3minamu cekperapiaTy KuiBpanu Ta BHKOHaBYOTO
ann (KuiBcbkoi MichKOi IepikaBHOI aaMiHICTpalii) IO YIpaBiliHHS
ro Ta JIOKyMeHTaJIbHOTo 3a0e3nedeHHs AisnbHOoCcTI KuiBpaau.
HHSI Ha BM/Ja4y HOMEPHHX OJIAHKIB JJISl MiJrOTOBKH pPO3MOPSIKEHb
icbkoro ronoBu — cekperaps KuiBpaau MOHarOTBCS CTPYKTYPHUMH
10 KaJpoBOi CITyKOu.
HHJ Ha BUaa4vy OnaHKiB «/lemytaT KuiBchkoi MichbKOI paau MoAa0ThCs
uiBpagu abo MOMiYHUKaMHU-KOHCYJbTaHTaMH JemyTatiB KuiBpagu mo
M APO3 ALY, 10 KOMITETEHIIii IKOTO BiTHOCATHCS MUTAaHHsI 3a0e3eUeHHs
[yratchkux (pakuit KuiBpagu.
HHJ Ha BUAa4y HoMepHuX OnaHkiB « KuiBchka MicbKa pajay MoAat0ThCs
nigposmizamMu cexperapiaTy KwuiBpaau Ta BHKOHABYOTO OpraHy
BCBKOI MiCBKOI JIep)KaBHOI aIMiHICTpallii) 10 CiTy»>kXOH IiI0BOJCTBA.
a BHJIadya HOMEpPHHUX OJNaHKIB 3[IHCHIOIOTBCS 3 MOTPUMAHHIM BHUMOT
iel [HcTpyxiii. ‘ ‘
3 TMOPSOKOBUMH HOMEpaMH, BUTOTOBIIEHI B [pyKapHi, KOMiIOBaTH

(1 BUTOTOBJICHHsI 0JIaHKIB BUKOPUCTOBYIOThCS apKyli rarnepy gopmary
297 minimetpiB) Ta A5 (210 x 148 wmimimerpiB). [lo3BoseHo
it Omanku dpopmary A3 (297 x 420 miniMeTpiB) — s oPopMIIECHHS
Burisigi tabmuie 1 A6 (105 x 148 minmiMerpiB) — Il pe3oJTioliit
CxilajlaHHs JOKyMEHTIB Ha TMamepi JOBUIbHOTO (opmary He

TOKYMEHTIB ITOBHHHI MaTH Taki nos (MiliMeTpiB):
3e;
aBe;
PXHE Ta HIDKHE.
KOXXHOTO BHJIy BHTOTOBIIIIOTECS HAa OCHOBI KyTOBOro abo
PO3MIIIIeHHs] PEeKBI3WUTIB. PeKBI3UTH 3arojioBKa pPO3MIIIYHOTHCS
(IOYaTOK 1 KiHellb KOXHOTO psAJIKa PEeKBI3UTY OJHAKOBO BiJasieHi Bif
TalllyBaHHS PEKBi3UTIB) ab0 MparopoBUM (KOXHHUH PSIOK PEKBI3HUTY
i1 1iBOT MeXi 30HM PO3TalllyBaHHS PEKBI3UTIB) CITIOCOOOM.
cl cmyx00BI [TOKyYMEHTH IOBUHHI odopmisaTHCcsS Ha OjaHKax, sKi
Csl BIJTOBITHUM DO3MOPSDKEHHSIM 3aCTYITHHKA MICBKOI'O T'OJIOBU —
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cekperapss KuiBpagu Ta BiAmoBifarOTh BHMOIaM, BUKIAACHUM y WiH IHcTpykmil
(mpuKJIaau HaBeNleHI y TOAaTKaX):

- 3araJbpHMI OJaHK IS CTBOPEHHS JUCTIB (0e3 3a3HaueHHs y OaHKy Ha3BH
BUIly NOKyMeHTa) (moxaTok 13);

- crmenianizoBaHui OJaHK JJisi CTBOPEHHS PI3HUX BUJIIB JOKYMEHTIB JJIs
JUCTYBaHHS 3 MMOCTIHHUMY iHO3€MHUMHU KOPECIIOHAEHTaMu (1ogaTok 14);

- OJaHK KOHKPETHOro BHIY IOKyMeHTa (i3 3a3HaueHHSIM Ha ONaHKy Ha3BU
BUJly TOKyMeHTa) (moaaTku 15, 16).

BuroroBiieHHs 0JIaHKIB KOHKPETHUX BUJIB JTOKYMEHTIB JIOITyCKA€THCS, SKILO
KiJIBKICTh 3apeECTPOBAHUX JOKYMEHTIB y IaniepoBiil (hopMi Takoro BUAY NEpEBULIyE 2
THC. OJWHHUL Ha piK. SIKIIO KINBKICTH 3apeecTpOBaHUX IOKYMEHTIB Yy IanepoBii
dopmi MeHIle 2 THC. OMHUIb, JOKYMEHT IPYKYEThCS 3 TEKCTOBOIO peAaKkTopa, B
SKOMYy HOTO CTBOpeHO, Oe3 3acToCyBaHHs OJIaHKIB, BHI'OTOBIIEHUX APyKapChKUM
criocoboM. ’

4.1.4. BraHKu JOKYMEHTIB CTPYKTYPHUX HiAPO3ALIIB PO3POOISIOTECS Y TOMY
pa3i, KOJIM KepiBHHK MiJPO3IiTy Mae MpaBO MiANUCYBaTH JOKYMEHTH B MexXax
MIOBHOB&)XEHb, 3a3HaUeHUX Yy MyHKTI 4.14.1 uiel IncTpykiiii.

4.1.5. bnaHKH TOKYMEHTIB MalOTh BUT'OTOBIISITHCS APYKAPChKUM CIIOCOOOM Ha
OisoMy mamnepi BUCOKOI SKOCTi (hapbaMu HACHUEHUX KOJIbOPIB.

4.1.6. BuroroBneHi HoMmepHi OylaHKM  OOJIIKOBYIOTBCS  YIIPaBIIHHAM
opraHizaliifHoro Ta JOKyMeHTalbHOTro 3ale3meueHHs AisuibHOCTI KuiBpamy,
KaJpOBOIO CITYy>k0010, CTPYKTYPHHM ITi IPO3J1LJIOM, IO KOMIIETEHIIi1 IKOT0 BiTHOCSTHCS
nuTaHHs 3a0e3ledyeHHs MisTBHOCTI AemyTarchbkux ¢pakuii KuiBpamu, ciyx60ro
JIIOBOJICTBA, sIKa 3MAIMCHIOE BHAa4dy OJIaHKIB IEBHOIO BHUIY, 3a MOPAIKOBUMHU
HOMEpaMH, IO MPOCTABISIOTECS HyMEepaTOpOM, APYKapChbKUM abo iHIIUM CIIOCOOOM
Ha HIDKHBOMY TOJTI 3BOPOTHOTO 00Ky ab0 Ha JIiBOMY IOJIi JTHIIOBOTO OOKY OJiaHKa B
KypHaii 00Ky Buzmadi 6naHkiB (mogarok 17), Ta 36epiratroTecs B madax, ceidax, 1mo
3aYHHSIOTHCS 1 OTIeYaTYIOThCS.

bilaHKM 10KyMEHTIB, CTBOPEHHUX Y €JIeKTPOHHIN (Hopmi, HE HyMEpYIOThCS Ta He
noTpeOyroTh OOJIiKY.

JIoKyMeHT y pa3i HeoOXiTHOCTI APYKY€eTbCs pa3oM i3 OJIaHKOM, 3reHepOBaHUM
CEJl ACKO/] 6e3 3acTocyBaHHsI OJ1aHKIB, BATOTOBJIEHUX JIPYKAPCHKUM CIIOCOOOM.

4.1.7. lesiki BHYTpilIHI JOKyYMEHTHU (3asBU NpPAIliBHUKIB, JTOIOBIIHI 3aIMCKH,
JOBIJIKH TOIL0) Ta JOKYMEHTH, II[0 TOTYIOTHCS KIIbKOMa CTPYKTYPHHUMH ITi IpO3/IiJIaMH,
0(hOpMITIOIOTECS He Ha OJIaHKaXx.

KopecnonzeHniiss B Mmexax cekperapiary KuiBpagu Ta #Horo cTpyKTypHHUX
MiIPO3ALIIB 0hOPMIIOEThCS Ha OTaHKaX CTPYKTYPHHUX ITiPO3IiIiB.

Kopecnonaenuis, agpecoBaHa opranaM BUKOHaBYOI BJIaJid, OpraHaM MiCIIEBOTO
CaMOBpsAIyBaHHs, CyllaM, OpraHaMm IpOKypaTypH, NpPaBOOXOPOHHUM OpraHam,
GI3MYHUM Ta IOPUIUYHUM 0cobam, odopMItoeThCsi Ha Oiankax «KuiBchka MichbKa
pana» (momatok 13), 3a BUHATKOM KOPECHOHACHLIII, Ky FOTy€e IOpUANYHa ClIyx0a, Ta
KOpEeCIOHACHNII, $Ky TroTye OyxraiaTepchka ciyx0a, Ha BUKOHaHHSI Ilopsaky
BUKOPHMCTaHHA KOLITIB Ha BUPIilLIeHHS JenyTaTaMu KuiBpaan couiaabHO-eKOHOMIYHUX
npo6yeM, BUKOHAHHS ITepeIBUOOPUMX POTrpaM Ta JopydeHsb Bubopiiis Ha 2016-2020
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poku, 3arBepipkeHoro pimeHusM KuiBpagu Bim 17.12.2015 Ne 16/16 (y pemaxuii
pimensst KuiBpanu Bix 28.02.2019 Ne 169/6825).

4.1.8. 3HuIEeHHs 3iNICOBaHUX, OpakOBaHMX Ta HEBUKOPUCTAHUX OJAHKIB
3MIACHIOETHCS TTicisl oOpMIIEHHS BiAIOBIIHOIO aKkTa CTPYKTYPHHM IIiIpO3[iloM, B
SKOMY OOJIIKOBYETBCS Ta BUAAETHCS MMeBHUM BUJ OJaHKIB (JonaTok 18).

4.2. Obopm/ieHHS peKBI3UTIB

4.2.1. Tligm vac mMATOTOBKH OpraHi3alliiHO-pO3MOPSIINX JTOKYMEHTIB
MpaliBHUKHU cekperapiaty KuiBpaau oGpopMIIsSIOTh PEKBI3UTH 3 YpaxyBaHHSAM BHMOT
JACTY 4163-2003.

4.3. 306paskenns [dep:kaBHoro ['epba Ykpainu

4.3.1. 3o0paxenns [epkaBHoro repba YKpaiHu po3MillyeTbcs Ha OnaHKax
JNoKyMeHTiB BifmoBigHo 1o [ToctanoBu BepxoBHoi Panu Ykpainu Bin 19 mrotoro 1992
poky Ne 2137-XI11I «IIpo JepxaBuuii rep6d Ykpainm», I'epdba ABroHOMHOI Pecmy0Oumiku
Kpum — BiamoBigHO 10 HOPMATHBHO-IIPaBOBUX akTiB BepxoBHoi Pagu ABTOHOMHOL
PecnyGriku Kpum.

3o06paxenHs [epxaBHoro ['epba YkpaiHu po3MIILy€eThCS Ha BEPXHHOMY IIOJI
OnmaHKa 3 KYyTOBMM pO3TalllyBaHHSM DEKBI3UTIB Hall CEpeIUHOI0 HaWMeHYBaHHS
yCTaHOBH, a Ha OJlaHKaxX i3 MO3OBXHIM pPO3TallyBaHHSIM pPEKBI3HTIB — Y LEHTPI

BEpPXHBOro moss. Po3mip 300pakeHHs: Bucota — 17 Mimimerpis, mupuHa — 12
MiNiMEeTPIB, KOJip 300pakeHHs] — TeMHO-CHHIH.
4.4. Koan

4.4.1. Kon KuiBpaau mpocTaBiseTbes 3TiJHO 3 €AUHUM JEpXKaBHUM PEECTPOM
HIANPUEMCTB Ta opradizamiit Ykpaiau (€IPIIOY).

Ha Omankax mis JHCTIB 3a3HAYeHHH KOJA PO3MIIIYETHCS IIICIS PEKBI3UTY
«JloBiIKOBI 1aHi TPO YCTAHOBY».

4.4.2. Kon ynidikoBanoi GopMu HOKyMEHTa (3a HANBHOCTI) PO3MILIYyETHCS
srigHo 3 JIKY /] Buiie Ha3BU BUY JOKYMEHTA.

Pimrenns momo HeoOXimHOCTI (hiKCyBaHHS KOOy (GOpPMH JOKYMEHTa MpHiMae
3aCTYIHMK MICBKOTO TroJIOBU — cekperap KuiBpamy okpemMo HIO0 KOXXHOTO BHIY
JOKyMEHTa. 3

4.5. HaiiMmeHyBaHHS YCTAHOBH

4.5.1. HalimenyBanHs yctaHoBM — KwuiBchbka MichKa paja, IIO BIANOBIJIAE
HallMEeHyBaHHIO, 3a3HaueHOMY B 3akoHi Ykpainu «Ilpo cromuito Ykpainu - micto-
repoi KuiB», Craryti TeputopianbHOi rpoManu Micta Kuea, 3aTBepIKeHOMY
pimenHsM KuiBpanum Bix 28.03.2002 Ne 371/1805 (31 3MiHaM¥ Ta JOTIOBHEHHSIMH ).

HaliMeHnyBaHHS «cekpeTapiaTy» 3a3Ha4aeThcs HIKYe HaiimeHyBaHHs «KuiBcbka
MiChKa pajan.

HalimenyBaHHS  CTPyKTypHOro  MHiApo3niny  cekperapiary  KuiBpamm
3a3HAYaCTBCSA TOMAI, KOJM BIH € aBTOPOM JOKYMEHTa, i PO3MIILYEThCS HIDKYE
HatiMeHyBaHHA «KuiBchbka MichbKa paliay Ta HIDKUe HaliMEHYBaHHS «CeKpeTapiaTy.

HaliMeHyBaHHS mNOCTIHHOI KOMICiT pPO3MIIIYEThCSI HHXK4Ye HaWMEHYBaHHS
«KuiBcpka MichbKa pajia» Ta HHXKYe HoMepa CKIMKaHHS.

Ha 6nanky pimens KuiBpaau 3a3HadaeThCcs Ha3Ba ycTaHoBH — KuiBebka MichbKa
pajia, HHK4e pO3MIlly€e€ThCSI pPUMCBEKUME LU(paMu HOMep cecil Ta HOMED CKIMKAHHSI.
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4.6. loBigKoBi 1aHi PO YCTaAHOBY

4.6.1. JloBigxkoBi maHi MICTSITh: IIOLITOBY aJpecy, HOMEpH TellehOoHiB,
TenedaxciB, paxyHKiB y 0aHKY, apecy eJIeKTPOHHOI IOIITH, ajipecy ogiLiiHOro Beod-
caiity Tomo. JIOBiAKOBI JaHi pO3MIILIYIOThCA HWXK4e HaiitmMeHyBaHHS KuiBpamu a6o
CTPYKTYPHOTO HiZpO3IiTy.

PekBisuTH mOImITOBOI ajpecH 3a3HA4YarOThCS B TaKiil MOCIHITOBHOCTI: Ha3Ba
BYJIUIIi, HOMep OYIWHKY, Ha3Ba MicTa, MOMITOBUH 1HAEKC.

4.7. Ha3zpa BUAY JOKyMeEHTA

4.7.1. Ha3Ba Buay noxkyMeHTa (pillieHHsI, pO3MOPSIKEHHS, JOMOBiIHA 3alluCKa
TOILIO) 3a3HAYAEThCS Ha OJIaHKY IPYKOBaHMM CIIOCOOOM 1 TOBHHHA BiAMOBIJATH
Ha3BaMm, nependadenum JIKVY /1.

4.8. Jlata nokymeHTa, NiANMCaHHA, 3aCBilYeHHsI Ta peecTpauii

4.8.1. JlaToro mOKyMeHTa € BIANOBIAHO JaTa Horo minucaHHs, 3aTBEPIKEHHS,
NpUKWHATTS, peecTpalil abo BumaHHs. Jlara 3a3HavaeTbess apaOCHKUMU LUPpaMu B
ONMH PSNOK Yy TakKifi IOCHiZOBHOCTI: YHCIIO, Micslpb, pik. [ata odopmiserses
QPOBUM ab0 CIIOBECHO-IIUPPOBUM criocoboM. Y pa3i opopmIleHHS JaTH HUPPOBUM
criocobOM YHUCIIO 1 MICALp MPOCTaBIAIOTBCS JABOMA MapaMd LUQpP, PO3ALTICHUMHU
KParkoro; pik — 4oTHpMa HudpaMu, Kparka HapUKIHI He CTAaBUTHCS, HAITPUKIIAA:

02.03.2018

4.8.2. YV TekcraX HOPMaTHBHO-IIPAaBOBHX aKTiB Ta IOCHJIAHHSIX Ha HUX |
JIOKyMEHTaX, IO MICTATh BIIOMOCTI ()IHAHCOBOTO XapaKTepy, 3aCTOCOBYETHCS
cloBecHO-IIU(PoBUH CrOCiO 3a3HAYCHHS AT 3 MPOCTABIISIHHIM HYJIS B [MO3HAYCHHI
THSI MICSILISI, IKIIO BiH MICTUTD OJHY LUHU(pPY, HAIPUKIIaI:

02 xBiTHs 2018 poky.
Jl03BOMSETBCA BXKWUBATH CJOBO «PIK» Y CKOPOYEHOMY BapiaHTI — «p.»,
HalpuKJIag: ' :

03 gyepBHs 2018 p.

4.8.3. SIkuio JOKyMEHT CKIIaZIeHO He Ha OnaHKy (3asBH IpalliBHUKIB, HOMOBIIHI
3allUCKH, JOBIJIKM TOILIO), JaTa 3a3HA4yaeThCsl HIDKYE Miamucy JiBopyd. JlaTta
JOKyMEHTa IPOCTaBIISETHCS MOCAT0BOI0 0C000I0, sIKa HOro ImiAmucye abo 3aTBEPIKYE.

OO60B’s13k0BOMY JaTyBaHHIO Ta IiIHCAHHIO IiJUISTAlOTh YCi CIYy>XOOBi
BiZIMITKM Ha JOKyMEHTaX, [I0B’A3aHi 3 iX MPOXOPKEHHAM Ta BUKOHAHHIM (Pe30JIiOLLil,
IIOTOJPKEHHSI, Bi3W, BIAMITKH NPO BUKOHAHHS OKYMEHTa i HamlpaBJICHHs HOTO [0
CIpaBH).

IIpu cTBOpeHHI [OOKYMEHTa B €JIEKTPOHHOMY BHIIISAAI 000B’SI3KOBOMY
natyBaHHIO y kapTui B CEJI ACKO/I miguiaratoTs yci cinyk00Bi BiAMITKH, ITOB’s13aHi 3
IIPOXOJPKEHHAM Ta BHUKOHAHHSIM JOKyMEHTa (pe30JIfolii, BiIMITKH MPO BUKOHAHHS
JNOKYMEHTa, HaICWJIaHHs HOTo JI0 CIIPaBH TOLIO).

Hara peectpanii BuXifHOrO AOKyMeHTa aBToMatndHO GopmyeTrbes CEJI
ACKO/l y xapTi micis #oro migmacaHHs.

4.8.4. Ha noxymeHTi, BUJaHOMY ABOMa abo Oibllie yCTaHOBAMH, 3a3HAUAETHCS
OJlHa JiaTa, sIKa BIAMOBiAa€ 1aTi OCTAHHBOTO MiIITHUCY.

4.8.5. Jlata nignucaHHS BU3HAYA€ThCS EIEKTPOHHOIO MO3HAYKOI Yacy, IO
HEBi’€MHO OB’ sA3aHa 3 eJIEKTPOHHUM IHU(POBHM ITiATHCOM.



24

4.8.6. Jlata 3acBilueHHs] BU3HAYAETHCS EJIIEKTPOHHOIO IMO3HAUYKOK 4Yacy, L0
HEBiI’€MHO I10B’si3aHa 3 €IEKTPOHHOIO [1€YaTKOIO.

4.9. PeecTpaunilinnii iHaeKkc AOKyMEHTIB

4.9.1. Ingexcallis JOKYMEHTIB IOJISITa€ y IPUCBOEHHI IM YMOBHUX ITO3HAYeHb —
iHIeKCiB, sIKi HATAIOThCA JOKYMEHTaM IIif] yac iX peecTparii.

[TprcBo€EHHS peecTpallifHOTO iHAEKCY 3iHCHIOETHCSI B ABTOMATUYHOMY PEXUMI
3a gonomoroto CEJI ACKO/.

4.9.2. Peectpamiitnuii iHIEKC CKJIaa€ThCs 3 MOPSAKOBOrO HOMepa IOKyMeHTa Y
MeXax IPyIu JOKYMEHTIB, 0 PEECTPYIOThCS, SAKHM OTIOBHIOETHCS iHACKCAMH, IO
3aCTOCOBYIOThCS B cekpeTapiati KuiBpaau, 30kpeMa iHAeKcaMu 3a HOMEHKJIATYpPOIO
CIIpaB, CTPYKTYPHOTO ITiIPO3/1iTy, KOPECIOHIEHTIB, TI0Cal0BUX 0Ci0, sIKi pO3IIIAJat0Th
a00 MiONMUCYIOTh [TOKYMEHT, BHKOHABILIB, MUTaHb [isSTIBHOCTI SIKUX CTOCYETHCS
IOKYMEHT TOLIO.

CkJ1aI0Bi YaCTHHU PEECTPAIIITHOTO IHIEKCY BiTOKPEMITFOIOTHCS OJJHA BiJl OAHOT
MpaBoOIUHOIO IMOXHJIOK PHUCKOIO. [lociZOBHICTh HalKMCaHHS CKJIAJOBHUX YacTUH
peecTpalifHOro IHAEKCY MOJXKE 3MIHIOBATHMCS 3aJIe)KHO BiJl TOTO, SKUH JTOKYMEHT
peecTpyeThCs, — BXIIHWH YU CTBOPEHUH B YCTaHOBI.

4.9.3. Innexcu pimenp KuiBpaau cki1alaroThCs 3 ABOX MOPSIKOBUX HOMEPIB, SIK1
BIJTOKPEMJICH1 OJIMH BiJ] OJTHOTO KOCO PUCKOKO, HAITPUKJIIAI!

21/1518,

ne 21 — nmopsaKoBUK HOMEp, IO BKa3ye Ha KUIBKICTh pPillleHb, MPUUHATAX Ha
cecii KuiBpaau, a 1518 — KiJbKiCTh pillleHb, IPUHHATHX 38 CKIMKaHHS.

4.9.4. THEEKCH pO3MOPSDKEHb 3aCTYIIHHKA MiCHKOTO TOJOBU — CeKpeTaps
KwuiBpanu cknanarotrbes:

- 3 IOPSIAKOBUX HOMEPIB JJIsl PO3NOPSIKEHB 3 OCHOBHO]1 AisUIBHOCTI,

- 3 IOPAIKOBHX HOMEPIB i JITEPHU «K» IS PO3MOPSIKEHD 3 0COO0BOTO CKJIanay,
HaTpUKIaI;

37-K;

- 3 TIOPSIKOBHX HOMEpIB 1 JITEpU «B» IS PO3IMOPSKEHL PO HaJaHHS
BINIIyCTOK, TMPO CTATHEHHS, BIAPSKEHHS IPaliBHUKIB, 3 aJMiHICTPaTHBHO-
roCIoAapChKUX MUTaHb, HAPUKIIAT;

100-B.

4.9.5. Y cTpyKTypHHX MiAPO3ALIax TOKYMEHTH OOIKOBYIOTECS | PEECTPYIOTHCS
3a peecTpauiHUMH HOMepaMH BianoBiHO 1o Ileperniky iHOEKCIB CIOBHHUKIB IS
BEJIEHHSI aBTOMATHM30BaHOI CUCTEMHU EJIEKTPOHHOTO IOKYMEHTOO0ITY Ta KOHTPOJIIO 32
BUKOHAHHSM JOKyMeHTiB KuiBpaau, 3aTBEpIKEHOTO PO3MOPSHKEHHSIM 3aCTyITHHUKA
MIiCBKOTO TOJIOBH — ceKpeTaps KuiBpamy.

CxJtaJ1oBi YaCTMHHM 1HIEKCY BiJJOKPEMIIIOIOTHCS OJHA Bifl OJTHOT KOCOK PHCKOIO,
HaNpUKJIa:

08/279/08/521-01,

ne 08 — innexkc KuiBpanu, 279 — 3aranpHuit ingexc nemyrariB KuiBpamu, 08 —
HOMep CKJIIMKaHHsA, 52 1— ingekc nemyrata KuiBpaaw, 3a miaIMcoM sIKOTO i ArOTOBIEHO
mucT, 01 — mopsiikoBuit HOMeEp;

08/230-01,
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ne 08 — immexc KwuiBpamu, 230 — iHmexkc cTpyKTypHOro migposaity, 01 —
NOPSIAKOBUM HOMED;

08/250-01,

ne 08 — inmexc KuiBpanu, 250 — ingekc nemyrarcbkoi ¢pakiii Kuipanu, 01 —
MIOPSAIKOBUKA HOMED.

4.9.6. [l po3pi3HeHHS Ipyn JOKYMEHTIB 0 PEECTpalliifHOTO iHIEKCY MOXKe
JI0JIaBaTUCS BiIMIiTKa, sTka CKJIaIae€Thes 3 JiTep, HAapUKIaI:

08/50321-JICK,

ne JICK 3acTocoByerbcs [UIsl TO3HA4YeHHS NOKYMEHTIB 3 rpudom «Jlms
Ci1y>k00BOI'0 KOPUCTYBaHHS.

4.9.7. SIKu1o JOKYMEHT ITiJTOTOBJICHO ABOMA YU O1JIbIIIE TOCTiHHIME KOMiCisIMH,
CTPYKTYPHUMHU MiIPO3JIIJIaMH, PEeECTpaIlifHUi 1HEKC BKIIOYAE iHIEKCH KOXHOTO 3
OUX CyO’€KTiB, SKi TIPOCTaBISAIOTBCS Yepe3 IMpPaBOOIYHY IMOXUIY pPHUCKY B
TIOCTIIIOBHOCTI, B SIKi JOKYMEHT MiJIHCaHO HOro aBTOpaMHu, HaIllpuKIal:

225-KP-01/001-235 — mist COiIBHUX JUCTIB.

4.9.8. Micue po3TalllyBaHHsI peECTPaLiiiHOTO iHAEKCY Ha JOKYMEHTI 3aJIe)KHUTh
BiJ By OJlaHKa Ta BUIY MOKYMEHTA.

4.9.9. Ilix gac Bizyamizauii fokymenta CEJl ACKO/I BigTBopro€ Ta Bi3yaii3ye
pasoM 13 JOKymMeHTOM oOpa3 mTpux-kony (mns aktiB nume QR-kom), saxuid
000B’SI3KOBO MiCTHUTB:

- JIaTy peecTpallii Ta peecTpallifiHiH IHIEKC TOKYMEHTa;

- pekBi3uT migmucyBada (IANKHCYBaviB) Ta JaTy IANUACAHHS 3
eJIeKTPOHHOT Mo3Hauku dacy (uuie 111 QR-xoxy);

- JlaHi Mpo MOTOPKEHHs (JIUIe ISl aKTiB).

4.9.10. Ilix 4ac peectpanii Bxigaux mokymentiB y CEJ[ ACKO/
BUKOPUCTOBYETBCS IITPUX-KOM, a Mif 4ac peectparii aktiB — nume QR-xox. s
BUXIJHUX JOKYMEHTIB HOMEp BKIJIIOYAE peecTpalifHuil iHAeKC 1 JaTy JOKyMEeHTa Ta
po3TaloBY€eThCs Yy Mexax, 3azHaueHux y JACTY 4163-2003 nns pexsi3uTiB OsaHka, a
caMme: 3 KyTOBUM pPO3TalllyBaHHSIM PEKBI3UTIB — 73 MiliMeTpH BiJi MOYATKY IEPIIOro
PEKBI3UTY, 3 IIO3I0BXKHIM — 77 MIUJTIMETpIB.

4.10. ITocunanusa Ha peecTpaniiinuii iHAeKe i HaTy

4.10.1. lns BUXiTHUX TOKYMEHTIB [IOCUJIAHHS Ha peecTpalliiHui iHAeKC 1 AaTy
JOKYMEHTa BKJIO4Yae B cebe peecTpallifHuil iHAEKC 1 JaTy TOro AJOKyMeHTa, Ha KU
JaeThesl BIANOBiAb. Llell pekBi3uT € 00OB’SI3KOBUM 1 pO3TAIIOBYETHCS HUXKYE 200 Ha
PiBHI peecTpaliifHOro iHAEKCY Yy CHeliadbHO BiBeIeHOMY MicCIli Ha OJIaHKY.

ITocumnaHHs y TEKCTi TOKyMEHTa Ha IOKyMEHT, Ha KWW Ja€ThCs BiAMOBiAL a00
Ha BHMKOHAHHS SIKOTO IIATOTOBIEHO Ilell JOKYMEHT, HaBOAWTBCA Yy TaKii
IIOCITIIOBHOCTI: Ha3Ba BHIY JHOKYMEHTa, HaliMEeHYBaHHS YCTAaHOBU —— aBTOpA
JNOKYMEHTa, 1aTa Ta peecTpalliiiHuil iHAeKC, KOPOTKHUM 3MICT JOKyMEHTA.

4.11. I'pud oOmexeHHS TOCTyNy

4.11.1. I'pud obmexenHs npocTymy Jmo0 pokymeHrta («Jis ciyx6oBoro
KopuctyBaHHs», «TaemHO», «LlinkoM TaemMHO», «OCOOIHUBOI  BaXIMBOCTI»)
0(OpMIISETHCS 3TiAHO 3 BIAMOBIIHUMH HOPMATHBHAMH aKTaMHU 1 pO3TAIIOBYETHCS Y
IpaBiil 4YaCTUHI BEpXHBOTO IOJISI IOKYMEHTa BHUIIE PEKBI3UTY «Axpecat» abo «I'pud
3aTBEPKEHHS.
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4.12. Agpecat Ta ocobHCTe 3BepPTAHHS
4.12.1. JIOKyMEHTH aIpecyIOThCs YCTaHOBI, il CTPYKTYpHUM Mipo3inaM abo
KOHKpETHIM mocanosii ocobi. Ilpu anmpecyBaHHI JOKyMeHTa YycTaHOBI abo ii
CTPYKTYpPHUM Tifjpo3inam Oe3 3a3Ha4deHHs I0CaZoBOl OCOOM IX HalMeHyBaHHs
HABOJATHCS Y HA3UBHOMY BiJIMIHKY, HAaIIpUKIA:
HartionaneHe areHTCTBO YKpaiHu 3
MUTaHb JEP>KaBHOT CIIyXOu
abo
JenapTaMeHT 0XOpOHH 30POB’ S
BUKOHaBUOro oprany KuiBcbkoi Michkoi
pagu (KuiBchKoi MiCbKOT IepKaBHOT
aZMiHICTpaLii)
4.12.2. SIkmo MOKYMEHT HaJICUIA€ThCs IOcaloBilt ocobi, HaliMeHyBaHHS
YCTAQHOBU Ta 11 CTPYKTYPHOIO IiJPO3[ily HAaBOAATHCA y Ha3MBHOMY BIAMIHKY, a
nocaja i Ipi3BHILe agpecara y JaBaJbHOMY, HAIIPUKIA:

Jep>xaBHa apxiBHa cllyx0a
HavaneH1KOBI (piHaHCOBO-
€KOHOMIYHOT'O YIpaBJliHHS
Bnacue iM’s TTPI3BUILE

abo
YnpaBiiHHS MI>KHAPOTHUX 3B'SI3KiB
ariapaTy BUKOHABYOI'O OpraHy
KuiBcrkoi micekoi panu (KuiBcekoi
MICBKOI1 Iep)KaBHOI aaMiHiCTpaIllii)
3acTymHUKOBI HaYaJlbHUKA
yIpaBJliHHSA— HAYaJbHUKY BiILTy
ITPOTOKOITY
Bnacue im’st TIPI3BUILIE

4.12.3. Sxmo IOKYMEHT aJpecyeThCcsi KEpiIBHHKOBI ycCTaHOBU abo ioro
3aCTYIHUKOBI, HAIMEHYBaHHsI YCTAaHOBU BXOJUTH 10 CKJIaIy HalMEeHyBaHHS IOCaIH
azpecara, sike HaBOJHUTHCS y IaBAJIHOMY BiIMiHKY, HAITPUKJIA;

I"onosi JepxaBHol ickanbHOI ClTyK0H
Ykpainu
Brnacue im’s ITPI3BUILIE

abo
Hupekroposi JlemapramenTty
€KOHOMIKH Ta 1HBECTHUI[IY BUKOHABYOI'O
oprany KuiBcpkoi MicbKO1 pajau
(KuiBcpkoi MiCBKOT JiepikaBHOL
aaAMiHicTpaIlii)
Bnacue im’s ITPI3BUILE
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3a moTpeOu B peKBI3UTI «AzpecaT» MOXYTh 3a3HAYaTUCS MMOYECHE 3BaHHS Ta
BUEHHH CTYIIiHb.

4.12.4. SIkmo AOKYMEHT aApecyeThesl KiJIbKOM OJHOPITHUM 3a XapaKTepoM
JiSUIBHOCTI  yCTaHOBaM, 3a3Ha4yaeTbCsl Yy3arajlbHEHe HalMeHyBaHHS aJipecaris,
HaIpUKIa:

LeHTpanbHUM JepKaBHUM apXiBaM

4.12.5. JlokyMeHT He ITOBHHEH MaTd Oijbllle HOTHPHOX aapecariB. CloOBO
«KOITIisI» Tepe HaltMeHyBaHHSIM JIPYToro - 4eTBEPTOro aJipecaTiB He CTaBUThCs. Y pasi
HaJICWJIaHHS JIOKyYMEeHTa OijbIlle HDXXK YOTUPBOM ajpecaTaM CKIaJa€TbCsl CIIMCOK Ha
PO3CUJIKY 13 3a3HAYEHHSIM Ha KOXXHOMY JAOKYMEHTI TUIBKH OJJHOTO aJpecara.

4.12.6. PexBizuT «Anpecar» MoXke BKIItouaTH anpecy. [lopsimok i popma 3anucy
BiZIOMOCTEH Mpo azpecy yCTaHOBH MMOBUHHI Bianosifatu [lpaBunaM HalaHHS HOCITYT
TIOIITOBOTO 3B’53KY, 3aTBepkeHUM mocTaHoBoio KabineTy MinicTpiB Ykpainu Bif
05.03.2009 Ne 270 (Odiuitiuuit Bicauk Yxkpaiau, 2009 p., Ne 23, ct. 750). IloBHa
aZipeca 3a3HAYa€ThCA Yy pa3i HaJICHIaHHA JOKYMEHTa pa3oBHUM KOPECIIOHJEHTaM,
HAIPUKIIA;

MinictepcTBo tocTHLIT YKpaiHu
ByJ. ["'opogenskoro, 6ya. 13,
M. Kuis, 01001

[Ipn HangcumanHi nokyMeHTa (isuuHiE 0cobi cmodaTky 3a3HAYa€ThCS Yy
IaBaJbHOMY BIJIMIHKY BJIacHe iM’sI Ta Mpi3BHILE, IOTIM IIOIITOBA a/ipeca, HaIPUKIIAL:

OJieKcaHz[py ["onuapyky
Byn. CypikoBa, Oyn. 3-a, kB. 1,
m. Kuis, 03178

4.12.7. Tlpy HaAcWiaHHI NOKYMEHTa OpraHaM 3aKOHONABYOi i BUKOHABYOI
BIAaI{, IOCTIMHUM KOpPECIOHJEHTaM IX IIOIITOBA aJpeca Ha JOKYMEHTax He
3a3HAYa€EThCS.

4.12.8. Y pa3si KoM JOKYMEHT aipeCy€ThCsl KOHKPETHIN 0c001, y JIUCTI HUXKYE
aTpulyTa «aJpecar» MOXe HaBOJUTUCH OCOOUCTE 3BEPTaHHs Y KIMYHOMY BiJMIHKY:

ITane (nani) Bnacue im’s

abo

ITane (mani) IpizBuiie

abo

[Tane (mani) rocagaa abo 3BaHHSA

abo
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IlaHoBE
Hanpuknan:

Ilane Onexciro
ITani IBaneHKO
[Tani nupekTop
ITane nonkoBHUKY

VY pa3i HeoOximHocTi mepen cioBoMm «llane», «llani» abo «IlaHoBe» Moxe
BUKOPHUCTOBYBaTHUCA ¢J10BO «lllanoBHUY, «l1laHoBHa» abo «lllaHOBHI» BiANOBIJIHO,
HaPUKIIAL:

lanoBHa mani KoBaibcpka.

4.13. I'pud 3aTBepaKeHHA JOKYMEHTa

4.13.1. JIoKyMeHT 3aTBEpIKY€EThCS IOCAJOBUMHU OCOO0AMH, A0 KOMIIETEHIIiI
SKAX HaJeXWUTh BHUPIIMICHHS MHTaHb, HaBelIEHUX Yy TaKoMy [OKyMeHTI, abo
pO3IOpsAIYMM JTOKyMEeHTOM cekperapiaty KuiBpamu. HopmaruBHO-1paBOBi akTH
(monoxeHHs,  IHCTPYKIii,  mpaBuWjia, MOPSAAKH  TOLIO)  3aTBEPIPKYIOTHCH
PO3MOPSIIKEHHSIM 3aCTyITHHKa MiCBKOT'O TOJIOBH — cekpeTtapsi KuiBpau.

3aTBepKCHHS [TEBHUX BU/IIiB JOKYMEHTIB 31IHCHIOETHCS MIPOCTABICHHAM rpuda
3aTBepIKEHHs (HomaTok 19).

4.13.2. JlokyMeHT, SKAM He € MPUMIPHHUKOM abo KOIi€ HTOKyMEHTa,
CTBOPEHOTO B eJEeKTpPOHHiN ¢opMi, Moxe OyTH 3aTBEpIKCHHH KOHKPETHOIO
110CaI0BOI0 0c00010. Y TakoMy BUIAJAKY IpU(] 3aTBEpIKEHHS CKIANAEThCA i3 ClIOBa
«3ATBEP/XVYIO», nalimeHyBaHHSI MOCaay, MiANHKCY, BIACHOr'O iMeHi i mpi3BHINa
oco0u, sika 3aTBepJuia JOKYMEHT, JaTu 3aTBeppkeHHsA. Hanpukman:

3ATBEPJIXVYIO

3aCTYIHUK MiCBKOTO TOJIOBH —
cekperap KuiBchkoi MichKOl panu
miammc Binacre iM’s TTPI3BUILE
[ara

4.13.3. Konu JOKyMEHT 3aTBEPIKYEThCS PILLIEHHSIM, PO3MOPSHKEHHAM, TPUQ
3aTBEepIKEHHs ckiafaerbest 13 cinoBa «3ATBEPJ/DKEHO», HazBu (y Ha3WBHOMY
BIAMIHKY) BHUIY IOKYMEHTa, SIKUM 3aTBEPIKYEThCS CTBOPEHHM [TOKYMEHT, Y
Ha3UBHOMY BIIMiHKY i3 3a3HaueHHSIM Horo natu i Homepa. Hanpuknan:

3ATBEPJDKEHO

PO3IOPSIKEHHS 3aCTYIIHUKA MICBKOTO
rojoBu — cekpetapsi KuiBcpkoi Micbkoi
panu

[laTa Ne
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4.13.4. Y pa3i KoIu €JIEKTPOHHHM JOKYMEHT 3aTBEpIKYETHCS PILLCHHSM,
PO3TOpSIIDKEHHSIM, Tpr(d 3aTBeppKeHHs ckiIanaeTbes i3 cnoBa «3ATBEPJKEHOV,
Ha3BU (y POJOBOMY BiIMiHKY) BHJY JOKYMEHTA, SKHUM 3aTBEPIXKY€ETHCS CTBOPEHHM
JOKYMEHT, 13 3a3Ha4YeHHSM WOTo AaTy 1 HOMepa, HallpuKiad;

3ATBEPJDKEHO
Pimennsam KuiBcpkoi MickKko1 paau
Bix 23.06.2018 p. Ne 242/5629

4.13.5. I'puc 3aTBepIKEHHS Bi3yalli3y€eThCsl Y BEpXHBOMY MPAaBOMY KyTi MEepLIOl
CTOPIHKM JOKYMEHTA.

Konu 3arBepmkyeTbcs TOKYMEHT KUIBKOMa IOCAIOBHUMH oco0amu, rpudu
3aTBEP/KEHHS PO3TAIIOBYIOTHCSI HA OJJHOMY PiBHI.

4.14. Ilinnuc _

4.14.1. TlocamoBi 0cOOH MiIMMCYIOTH MANepOBi Ta €IEKTPOHHI JOKYMEHTH B
MeXKax CBOIX ITOBHOBaXK€Hb T4 HOPMATHBHHX aKTiB, B SIKMX BHU3HAYAE€THCS TMOPSAOK
MiAMMCaHHS JOKYMEHTIB IHIMTUMH oco0aMu y pasi BIIACYTHOCTI KepiBHHKA,
YIIOBHOBaXKEHOro iX migmucyBaTu Towlo. KepiBHHKM CTPYyKTYpHHX MipO3/1TiB
MiAMUACYIOTh JOKYMEHTH B MEXKaxX ITOBHOBaX€Hb, BU3HAUEHHUX Y IOJOXKEHHSIX IPO
CTPYKTYPHIi IiAPO3/IiTH, TOCAAOBHUX iHCTPYKIIISX.

JlokyMeHTH, 110 HaJCHJIAIOTHCS O OpraHiB AepXKaBHOI BIIaIH, ITiIIPUEMCTB,
YCTAHOB, OpraHi3ailiid, rpomMaisH, MiANUCYIOTbcsl KUIBCBKUM MICBKHM T0JIOBOIO,
3aCTYIIHUKOM MICBKOTO TOJIOBH — cekperapeM KuiBpaau, 3a iX MOpydYeHHSIM —
KEPYIOUHUM CITpaBaMH, I'OJIOBOIO TIOCTIHHOI KOMICIi, y pa3i HOro BiZICYTHOCTI- MepLINM
3aCTYIIHUKOM IOJIOBH, 3aCTYIIHUKOM TOJIOBH YU CEKpeTapeM MOcCTiiHOI KoMmicii abo
KEpIBHUKOM IOPUAMYHOI CIyk0H, Oyxrantepcbkoi ciayk0H Ta HadalbHUKOM
YIOpaBIiHHS 3 NUTaHb 3amoGiraHHs KOPYIIil Ta KOHTPOJBHO-aHATITHIHOI pOGOTH
BIZIMOBIIHO J10 iX ITOBHOBAKEHb.

4.14.2. Tlignuc ckiamaeThcsi 3 HaMEHyBaHHS MOCaAW OCOOH, sKa IIiIUCYE
JOKYMEHT (ITIOBHOTO — SKIIO JOKYMEHT HaJpyKOBaHUI He Ha OJIaHKy, CKOPOUEHOTO —
Ha JOKYMEHTI, HaJpyKOBaHOMY Ha OJIaHKy), OCOOMCTOro MiAMHKCy, BIACHOTO iMeHi i
TIpi3BUILA, HATTPUKJIIAL;

HavanbHuk yripaBiiHHS
[IpaBOBOTO 3abe3neueHHs

AisnbHOCTI KHiBCHKOT MiChKOT paiu  mijmuc Bnacue im’s TIPISBUILE
abo
HavanbHUK ynpaBimiHHS mianue Biacue im’s [IPI3BUILE

4.14.3. I'lpu HagcunaHHI JOKyMEHTa y HanepoBiil ¢hopmi OJHOYACHO KUIBKOM
YCTaHOBAaM OJHOT'O PiBHS yIOBHOBa)XK€Ha Ha HOro MiAMHCaHHS ocoda MiAnucye BCi
HOro MpyUMIpHUKH JJTs1 KOXKHOI YCTaHOBH.

IIpu HaxcHiIaHHI JOKYMEHTA OJJHOYACHO KUJIBKOM ITiAMOPSIAIKOBAaHUM YCTaHOBaM
HiAUCYEThCS TUIBKM OpPHUTiHAN, SKHH 3anuiaeTbes y crpasi KuiBpanu, a Ha micus
PO3CHIIAtOTHCS 3aCBiTUEHI HAJIEKHUM YMHOM HOTO KOTIii.
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4.14.4. JlokyMEeHTH MiAMUCYIOTHCS, SIK IPaBUIIO, OJHIEIO MTOCal0BOIO 000010, a
KOJIM 3a 3MICT JAOKYMEHTa HeCyTh BIANOBIJaNbHICTH KilbKa oci® (akTu, (iHAHCOBI
JTOKYMEHTH TOII0), — ABOMa abo OiibIne mocagoBumu ocobamu. [Tpu npoMy migmucu
MOCaZOBHUX OCI0 PO3MIITYIOTHCS OIMH MiJ] OAHUM BIAIOBIAHO JIO IMiATIOPSIKOBAHOCTI
oci6. Hampukma:

Kepyrouwnii cpaBamu Bracue im’s TTPI3BULE
I'onoBHuit 6yxranrep Bnacue im’s TIPI3BUIE
abo

lomoBa  mocTifiHoi  KoMicil Bunacue im’s TTPISBUILIE

KuiBcbkoi  Micbkoi pagu 3

IIATaHb BIIACHOCTI

Cekperap mocrtifiHOi — KoMicii Brnacne im’s TTPI3BUILE
KuiBcpkoi michkoi pagu 3

IIUTaHb BIACHOCTI

Ilpu mignmucaHHi CHUIBHOTO IANepOBOro JOKyMEHTa KiJIbKoMa ocobamu, SKi

3aliMalOTh OJHAKOBI TOCaTU B Pi3HUX YCTAHOBAaX, iX MIAMHUCH PO3MIIIYIOTHCS Ha
OJTHOMY PiBHI 1 CKPIIUTIOFOTECS TIeYaTKaMH YCTaHOB, HAIIPHUKJIAI;

Kepytouuii cripaBamu KepiBHUK anapaTy BUKOHaBUOTO

cekperapiaty KuiBcpkoi MichKoi panu oprany KuiBcbkoi MiCbKOI paau
(KuiBchkoi MichKoT iepxKaBHOT
aaMiHicTpariii)

ninnue  Buracue im’st TIPI3BUIIE migmae  Biache iM’s  TIPI3BUIIE

BiIOMTOK repOoOBOT eYaTKu BIiIOUTOK repOOBOT IIeYaTKu

VY pasi nignmucaHHS MPOEKTY CHINBHOTO eNEeKTPOHHOTO JOKYMEHTa KijJbKoma
ocobamy, siKi 3aliMalOTh OJJHAKOBI MMOCAMH, X PEKBI3UTH PO3MIIIYIOTHCS HA OJHOMY
piBHIi, HAIPUKIIAL!

["onoBa mocTitiHOI KOMicii IN'onosa nocrifinoi komicii KuiBcekol
KuiBcbKoi MicbKO1 panu 3 MICBKOI pajiy 3 MUTaHb €KOJIOTIYHO]
IIUTaHb BJIACHOCTI MOJTITUKH

Bunacue im’s ITPI3BUILE Bnacue im’s ITPI3BUILIE

4.14.5. JIokyMeHTH KoJeriaJlbHUX OpraHiB MiAMUCYIOTh 0JIOBa KOJIETiabHOTO
OpraHy i cexperap, HaIlpUuKIaz:

["ooBa komicii miznuc  Brache iM’s TTPI3BUIIIE

Cexpetap xomicii migmic  Bracue im’s TIPI3BUILE

4.14.6. 3a BiICcyTHOCTI IOCaJ0BOi 0cOOM, HaliMEHyBaHHsS I0OCATH, MPI3BHUIIIE,
BIacHe 1M’ sIKOi 3a3HAYEHO Ha MPOEKTI AOKyMeHTa, Horo miamucye ocoba, 1o
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BHKOHY€E 11 000B’s13kH, a00 ii 3aCTyMHHUK. Y TakoMmy pa3i 000B’sI3KOBO 3a3HAYAIOTHCS
dakTH4YHA TOCaaa, BjAacHe iM’s, TpPI3BUINE OCOOW, sKa MmiANUcana AOKYMEHT
(BUIpaBJIeHHS BHOCATH PyKOTIUCHUM 200 MAIlIMHOIIMCHHUM CIIOCOOO0M, SIKIIO JOKYMEHT
HeMOXXITUBO TepeapyKyBatu). He nomyckaeTbcs Mif 4Yac MiAMHCaHHS JHOKYMEHTa
CTaBUTH NPUUMEHHHK «3a» 49U MpaBoOiYHY CKICHY PUCKY Tepell HaliMeHyBaHHSIM
nocanu. [lomaBaHHS 10 HallMeHyBaHHsS IOcagu KepiBHUKa CliB «BuKoHyrouni
000oB’s3kM» abo «B.o.» 3aildCHIOETBCS y pa3l 3aMilleHHs KepiBHUKa 3a
POBTIOPSIIKEHHSIM.

4.14.7. 3acBimueHHS €JCKTPOHHOTO JIOKYMEHTa 3iHCHIOETbCS 3a JOTIOMOTOIO
€JIEKTPOHHOTO IU(POBOTO MiAMKUCY BiAMOBIIHO 10 3aKOHOIaBCTBA.

4.14.8. ®akcumisibHe BiITBOPEHHS ITiIIKCY 1OCA0BOI 0cOOM Ha JOKYMEHTaX 3a
JIOTIOMOT0I0 MEXaHIYHOT0 a00 iHIIIOr0 KOMIFOBAaHHS HE J0IYCKA€EThCS.

4.14.9. V pa3i koau mignmucyBadyeM €JEKTPOHHOro JOoKyMeHTa € KHiBChKHI
MICBKHY I'0JIOBa, 3aCTYITHUK MiCBhKOrO rojoBu — cexperap KuiBpaau abo xepyrouuit
CIpaBaMM, TMOTO/PKEHHWH ITPOGKT eJNeKTPOHHOrO JOKyMEeHTa HaJXOIUTh [0
YIIOBHOB)KEHOI 0CO0H, III0 OPTaHi3oBye Ta 3ade3neduye poboTy mianucyBava (Ian —
ciyx0a KepiBHUKA).

4.14.10. YoBHOBaxkeHa oco0a Ciry»kOu KepiBHHUKa:

- IepeBipsie  MPOEKT eJNeKTPOHHOro JOKyMEHTa Ha IIpeJIMeT KOoro
BiZIMIOBIIHOCTI BUMOTaM II[OJI0 ITiATOTOBKHY BiIITOBIAHUX ITPOEKTIB;

- nepeBipsie JIHCHICTD YCIX HaKJIaJeHUX Ha IPOEKT €JIeKTPOHHOTO JOKYMEHTa
EJIEKTPOHHUX HUDPOBUX MiIMUCIB;

- BH3HAYa€ MPOEKT eJIEKTPOHHOIO TOKYMEHTA BiAMOBITHUM ISl IIepelaBaHHs
floro Ha miANKCaHHS Ta y pa3i BU3HAUSHHs HOT0 TaKUM Tiepeiae Horo Ha MiIuC;

- y pasi Konu TOKyMEHT BiAMOBITHO 10 HOMEHKJIATYpHU CIIpaB Ma€ MOCTIHHMHA
abo TpuBanuii (nmonax 10 pokiB) cTpok 30epiraHHs, JOJATKOBO BUTOTOBJISE TTalepOBUH
IPUMIPHUK TOTOJDKEHOI'O0 EJIEKTPOHHOTO JOKYMEHTa, [0 MICTUTh PEKBI3UT
nianucyBava (6e3 momaTkiB, IO He MOTPeOYyIOTh MiAIHCAHH:]), Ta I0Ja€ Horo Ha
mianuc.

4.14.11.V pa3i koiu KuiBcbkuii MiCEKHI T0JI0Ba, 3aCTYITHUK MiCBKOTO I'OJIOBH—
cekperap KuiBpanu, kepyrouuit ciipaBamMH ab0 yHOBHOBa)XKeHa o0co0a CIIyKOu
KepIBHUKA BHOCUTB JI0 IIPOCKTY EIEKTPOHHOTO JOKyMeHTa peaakiiiitui mpasku, 8 CEJ]
ACKO/I aBTOMaTHYHO CTBOPIOETHCS] HOBA BEPCisl MPOCKTY €JIEKTPOHHOTO JOKYMEHTA,
sKa MoXke OyTu miznrcana 6e3 TOBTOPHOTO TIOTOKEHHS.

[licnst mignucaHHs MOKYMEHT B~ aBTOMATUYHOMY PEXHMI HAIXOIUTh Ha
peectpauito. I[TanepoBuif TpUMIpHUK, SIKHHA BiJIIOBITHO JO HOMEHKIIATYPH CIIpaB Mae
nocTiiHMi  abo TpuBamuii (moHaxm 10 pokiB) cTpok 30epiraHHs, pasoM 3
PO3APYKOBaHMM IE€PEIKOM ITOCATOBUX OCi0, IKUMH IOTO/KEHO MPOEKT JOKYMEHTA
(Ha/iIMEeHYBaHHS [TOCaIH, BIIACHE 1M’ sl Ta MPi3BUILE, 1aTa IIOrOKEHHS ), YIIOBHOBAYXKEHA
ocoba ciy:kOM KepiBHUKa IIepeia€ 10 BiANOBIAHOTO CTPYKTYPHOTO MiApO3Ainy JuIe
1715 30epiraHas Ta (GOpMyBaHHS Y CIIPaBy 3TiHO 3 HOMEHKJIATYPOIO CIIPAB.

4.14.12. YV pa3i Koiau NOropKyBaueM IOKyMEHTa € KEPIBHHUK CTPYKTYpPHOI'O
HIAPO3ALTY, BIONOBIMHHM  €JEKTPOHHHMH JOKYMEHT IIiclIs MOTOMKEHHS B
ycTaHOBJIeHOMY Topsiiky Hauxomuth udepe3 CEJl ACKOJl GesmocepenHbo 10
BIANOBIHOTO MiAMKUCYyBaYa.
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Bigxunenuit mignucyBadeM mpoekT nosepraerbes yepes CEJl ACKO/J] iioro
aBTOPY 13 3a3HAaYEHHSIM BMOTHBOBAHOI PUYMHYU BiAXUJICHHS.

4.14.13. TIlpouenypa NOTOIKEHHsS IIPOEKTY €JIEKTPOHHOIO JOKYMEHTa
KOHTPOJTFOETHCSL HOTrO aBTOPOM, a y pasi Horo BiJICYyTHOCTI 0cO00I0, siIka BUKOHY€E HOTO
000B’SI3KH.

VY pasi HagXOMKEeHHs ITPOEKTY eJNEeKTPOHHOIO IOKYMEHTa Ha IOTOKEeHHS
MOrO/DKYBad TIOBHHEH O3HAHOMHUTHCS i3 3MICTOM IIPOEKTY, 3aBi3yBaTh IPOEKT
eJIEKTPOHHOT'O OKYMeHTa (y pasi 3roH 3 IPOIIOHOBAHOIO PEIAKIIi€I0 TEKCTY MIPOCKTY
eJIEKTPOHHOTO JOKyMeHTa) abo MOBEpHYTH i3 BMOTHBOBAaHHUMH 3ayBaXEHHSIMHU Ta
TIPOTIO3HLIISIMH.

3ayBa)kKeHHS 1 MPOMO3HIIT 0 MPOEKTY €IeKTPOHHOI'O JOKYMEHTa, L0 MaloTh
y3arajJpHeHuR (KOHIENTYaJIbHUMN) XapaKTep, MOXYTh BUKIANATHCA B OKPEMOMY
KOMeHTapl 10 BHOCHTBCS 10 KapTKH, Ta MiAMUCYIOTHCS CIIeKTPOHHHM UPpPOBUM
nianucoM ocobu, sika CTBOPHIIa KOMEHTap.

3ayBaXXeHHs i MPOMO3HIIT O MPOEKTY €IeKTPOHHOIO0 JOKYMEHTa BHOCATHCS B
PeXKMI pelaKUiiHUX IMPaBOK OE3MOCepeHBO [0 TEKCTY MPOEKTY eJIeKTPOHHOTO
JOKyMeHTa a00 BHUIUISIOTECS IMPHU(TOM UM KOJBOPOM, BIAMIHHHM Bifl WIPUQPTY UH
KOJIbOPY OCHOBHOT'O TEKCTY IPOEKTY €IEKTPOHHOI'O JOKyMeHTa, Ta i3 3a3HA4YeHHAM
aBTOpa BIJIIOBIJHUX IPaBOK (PEXHUM BHUIIPABICHHS).

3ayBa)kKeHHs 1 Mpomo3uLii M0J0 BIANOBIAHOCTI HOPMaTUBHO-IIPaBOBUM aKTam
MaroTh BHOCHUTHCS i3 3a3HAYEHHSM KOHKPETHHX HEBIAMOBIIHOCTEH, cTaTeid, MyHKTIB
tomo abo Mae HamaBaTHCS BIANOBIAHUI BapiaHT pemakilii TEKCTy, N0 SIKOTO €
3ayBa)KCHHS.

4.14.14. TloromxyBay Bi3y€e IPOEKT €NEKTPOHHOI'O NOKYMEHTa JIMIIEe Yy pasi
BIICYTHOCTI B HBOTO 3ayBakeHb. [IOTO/)KEHUH MPOEKT eNIEKTPOHHOIO JOKyMEHTa
AaBTOMAaTUYHO [IepelaeTbcss HACTyMHOMY IIOrOJDKyBaudy ~3TiOHO 3  IepeslikoM
IIOTOJIKYBayiB Ta I AMMCYBaYiB, 3a3HAUEHUX Y KapTLi.

IloromxeHHst i3 3ayBa)KEHHSIMU HE JOITyCKAETHCSI, KPIM BUIIAKIB MTOTOKEHHS
IPOEKTiB aKTiB, MMOPSIOK ITOTO/KEHHS KX BU3HAYEHO 3aKOHOJABCTBOM.

4.14.15. Y pa3i BHeceHHS OyIb-SKUX pEeNAKLIHHAX IIPaBOK JO IPOEKTY
enextpoHHoro gokymeHta CEJI ACKOJ BukoHyIOTbCS [ii, BH3HAuUeHI Y
TEXHOJIOTIYHUX KapTKax MO0 IOTOMKEHHS IPOEKTIB TOKYMEHTIB, 3aTBEPIKEHUX
PO3MOPSIIKEHHSIM 3aCTyITHUKa MICHKOT'O TOJIOBH — cekperapst KuiBpaau.

ABTOp IPOEKTY €JIeKTPOHHOIO0 JOKyMEHTa IICJiI IIOBEPHEHHS HOMY
BIAXUJIEHOTO IPOEKTY MOKYMEHTa 3[ifICHIOE HOT0 TOOIpaIFOBaHHs, 3a Pe3yJIbTaTaMH
SKOTO:

- npuiiMae (moBHICTIO ab0 YacTKOBO) HaaHi 3ayBa)KeHHs, MPOMO3HUIi,
penaKuiiHi NMpaBKU Ta HAJICWIAE HA ITOBTOPHE MOTOKEHHsS HOBY BEPCIIO IIPOEKTY
€JIEKTPOHHOI'O JJOKYMEHTA;

- BMOTHBOBAHO BIIXWIs€ HaJaHl 3ayBa)KCHHS Ta IPOIMO3UII i3 3a3HAYEHHAM
MiACTaB Yy BiANOBITHOMY KOMEHTapi, II0 BHOCHUTBHCS JO KAapTKH, 3 HaAKJIaJaHHIM
eJIEKTPOHHOI0 LU(POBOro MiAMKCY aBTOpa MPOEKTY, IICJIs YOro IOBEPTAE IPOEKT
€JIEKTPOHHOIO [OKYMEHTa Ha IIOTO/DKEHHS Yy TIomNepenHid Horo pemakuii 0e3
HEeoOX1IHOCTI HOTro repeBi3yBaHH [TOr0DKyBa4aMu, SKUMHE IIPOEKT OYII0 MO0 KEHO.
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4.14.16. SIxmmio y mo3uIlisfX aBTOpa IMPOEKTy Ta MOropKyBauiB € pO301KHOCTI,
AKI He MOXYThb OyTH BperyjbOBaHI Ha piBHI (paxiBLiB BIANOBIJHUX CTPYKTYPHHX
I IPO3/ILTIB, KEPIBHUK I'OJIOBHOTO BHKOHABIL iHILIIOE MPOBENEHHS y3roDKyBaIbHUX
HapaJ Ta KOHCYJbTAIlili 3 Y3ro[KeHHS po30DKHOCTEH Ha piBHI KepiBHULITBA
BIATIOBIAHUX CTPYKTYPHHX IMigpO3ZiNiB. Pe3ynbTaTH y3romxyBajbHOI Hapaiu
0 OPMITIOIOTECS IPOTOKOJIOM, sikui rotye Ta BHOCUTH B CEJI ACKO/I aBTOp IIPOEKTY.

3azHauenuii mpotoko Bizyerscsi B CEJl ACKO/I Bcima yuacHUKaMH Hapalu Ta
MIiAMUCYETHCS KEPIBHUKAMHM CTPYKTYPHHUX MIAPO3LIIB, Y IKUX OYJIM po301>KHOCTI.

KapTka 3apeecTpoBaHOro MPOTOKOIY MICTUTH I[OCWJIAHHS Ha eJIeKTPOHHMMN
IOKYMEHT, LI0JI0 SIKOTO Horo Oyyo CTBOPEHO.

JloMOBJIEHOCTI, MOCATHYTI Mij Yac y3roJKyBaJlbHOI Hapaau Ta BUKIAACHI y il
MPOTOKOJNi, € OOOB’SI3KOBUMH [UIsI BUKOHAHHS BCIMa YYacHUKaMH IIPOLIECY
MIOTOJIPKEHHS PO301’KHOCTEH. '

4.14.17. IIpoeKT eNeKTPOHHOTO JOKYMEHTa BBAXKACThCs [TONOHDKEHUM Ta MOXKE
OyTH MiANMCaHUH JIMIIE ITiC/Isl TOTO, SIK Horo 0yie 3aBi30BaHO BCiMa IMOro/KyBadaMH,
3a3HauYE€HUMH B KapTIli.

4.14.18. Y pazi norpedbu CEJl ACKOJl renepye nucT 30BHIIIHBOTO abo
BHYTPIUIHBOI'O MTOTO/KEHHS.

4.15. Bi3u Ta rpu¢ noroa:KeHHs

4.15.1. IToromkeHHs ManepoBUX JOKYMEHTIB O(OPMITIOETHCS MPOCTABISHHAM
Bi3u. Bi3a Britodae: ocoOMCTHH TifAMKC, BIacHe iM’s, MPi3BHINE OCOOH, siKa Bi3ye
JNOKYMEHT, 1aTy Bi3yBaHHJ i3 3a3HAUYEHHIM Y pa3i oTpeOu HallMeHyBaHHsI IIOCaI1 Li€l
0co0M. ' ‘

Bisu mpocraBisiOTECS Ha ManepoBUX MPUMIpPHHKAX JOKYMEHTIB, ILO
CTBOPIOIOTHCSI y pa3i HAsSBHOCTI MiACTaB, SIKI BU3HAIOTHCS OOIPYHTOBAaHHUMH IS
CTBOPEHHS IOKYMEHTIB y manepoBiii ¢opMi Ta 3anuiuarotbes B Kuipani.

4.15.2. Biza mpocTaBiseTsCsl SK Ha JIMLBOBOMY, TaK i Ha 3BOPOTHOMY OO
OCTaHHBOT'O apKyllla MPOEKTY JOKYMEHTa, SKILO MICI U1 Bi3yBaHHS Ha JIUI[LOBOMY
6oLl 0OCTaHHBOTO apKylla JOKYMeHTa HeI0CTaTHBO.

4.15.3. IlopsiioK BHYTPIIIHBOTO HOTOJPKEHHS POEKTY JOKYMEHTa Ta IMepeiK
IocasioBUX oci0, siki MMOBHUHHI 3aBi3yBaTW JOKYMEHT, BU3HAY€HO B PO3NOPSIKEHHI
3aCTYIIHUKA MICBKOTO rojioBu — cekperapst KuiBpaau Big 28.12.2015 Ne 185 «Ilpo
MOPSIOK IOTOKEHHS Ta M1 ITUCAaHHS CITY)O0BUX JOKYMEHTIB 3aCTYITHUKOM MiCBKOTO
rojIoBH — cekperapeM KHiBChKOI MiCBKOT pagm.

4.15.4. 3a 3micT JOKYMEHTa, SIKUH Bi3yeThCs KiJIbBKOMa 0CO0aMu, BiAMOBIAAIOTE
BCi 0cobu, siKi Bi3yBajiu JOKYMEHT BiJIIOBIIHO O KOMIIETEHLI].

4.15.5. TlpoekTH HOPMATHBHO-IIPABOBHUX aKTiB MEPEBIPSIOTHCS IMpalliBHUKAMU
OPUAMYHOI CITy)KOM Ha BIAMOBIIHICTH IX 3aKOHONABCTBY Ta BI3YIOTbCS HMMHU Ha
IEepIIOMY NPUMIPHHKY Ha 3BOPOTHOMY OOLli OCTAaHHBOTO apKylllia MPOEKTy aKTa.

4.15.6. SIxmo min 4vac Bi3yBaHHsS 3°SICOBYETBCS, L0 Yy IIATOTOBJIEHUM 10
NiMKMCaHHs JOKyMEHT HeOoOXiJHO BHECTHU ICTOTHI 3MiHH, BiH mOTpeGye MOBTOPHOIO
Bi3yBaHHS.
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4.15.7. lTloromxeHHs] TMPOEKTY €JEKTPOHHOIO JOKYMEHTa IIoJsrae y Horo
Bi3yBaHHI YIMOBHOBa)X€eHMMHU ocobamu, 3a3HadeHuMMH B KapTui B CEJl ACKO/] Ha
IMiJICTaBi CPOPMOBAHOIO TIEPEITiKy ITOr0JXKyBauiB.

4.15.8. Iudopmarmis mpo TOTOMKEHHS, BIAXWICHHS a00 IOBEPHEHHs
aBromMaTu4yHO BHOcHUThes no KapTku B CEJL ACKO/.

4.15.9. IloromxeHHs Ta IMAIMUCAHHS IPOEKTY eNeKTpoHHOro aokymenTa B CEJ]
ACKO/] 3a1icHIOETBCS Y TAKOMY MOPSAIKY:

- TIPOEKT eJIEKTPOHHOI'O JTOKyMEHTa CIIOYaTKy BI3YEThCS HOro aBTOPOM,
KEPIBHUKOM ITiIMTOPSAKOBAHOTO MiAPO3/iTy, KEPIBHUKOM CTPYKTYPHOTO IiJIpO3JiIy
(BiAMOBiJANBHOTO MiIPO3/IiJTy) Ta YIIOBHOBa)XEHHUMH OCOOaMH IHIIMX CTPYKTYpPHHUX
IiApO3ALIB, 3a3HAYECHUMH B KapTIli;

- TIOroJIXKyBad, 3a3Hau€HUH B KapTIli, MPOTIrOM CTPOKY, BU3HAUEHOTO 3TiIHO
3 [HCTpyKIi€ero 3anexxHo Bix obcary Ta/abo BHIy NOKyMEHTa, Mae O3HAHOMUTHUCS 3
MIPOEKTOM EJIEKTPOHHOIr'0 JIOKyMEeHTa Ta y pa3l HasBHOCTI 3ayBa)K€Hb BHOCHUTH iX 10
[IPOEKTY €JEKTPOHHOIO JOKYMEHTa;

- SKIIO MOTO/KYBay MPOTATOM 3a3HAYEHOI0 B KapTIli CTPOKY He IOTO/IUB Ta
HE BHIC 3ayBaXeHb [0 MpoeKkTy enekTpoHHoro jpokymenta, CEJl ACKO[
aBTOMATHYHO BHOCHUTH JO KapTKH iH(pOpMaIlilo PO MOTOPKEeHHsS LOTO MPOEKTY 3a
3aMOBYYBaHHsIM. [ToromkyBad Hece BilMOBIAATBHICTD 38 BiAMOBITHE TOT'OKSHHS;

- aBTOMAaTH4YHE TIOTrOJDKEHHS eJEeKTPOHHUX JOKYMEHTIB (MOTO/KEHHS 3a
3aMOBYYBaHHSIM) HE CTOCYETHCS IPOXOPKEHHS X IOPUINYHOT eKCIIePTU3H;

- IIPOEKT eJIeKTPOHHOTO NOKYMEHTa Bi3yeThCs BCiMa ITOCAIOBHMHU OCOOAMH
(moromxyBayamu), HasiBHICTh Bi3U SIKUX Ilepe0aueHo B KapTL|i, IPU [IbOMY Bi3yBaHHs
IIPOEKTY eJEeKTPOHHOI0 JOKYMEHTa He 3aTBEPKY€ 3a3HAUCHUN JJOKYMEHT;

- Yy pa3i MOTroXKeHHs POEKTIB PO3IOPSA/UKEHb B €JIEKTPOHHIN (hopMi MPOEKT
PO3NOPSIIKEHHS Bi3y€TbCsS YIOBHOBOXEHUM IPECTABHUKOM IOPHAWYHOL CITYKOM 3a
pesyibTaTaMu IIPOBEIEHHS IOPUAMYHOI €KCIIEPTU3U Ta KEPIBHUKOM CTPYKTYPHOI'O
MiApo3ALTY (cIienianicToM) 3 MUTaHb 3aN00IraHHs Ta BUSBJIEHHSA KOPYIIIII,

- micis Bi3yBaHHS BciMa 3a3Ha4eHUMH B KapTIli MMOTrOKYBa4aMH ITPOEKT
€JIEKTPOHHOI0 JOKYMEHTa HaJCUJIA€ThCs Ha IMIANKCAHHS 3a3HAYeHOMY B KapTIi
MiAIUCyBavy, sSIKUHM 3aTBEPIKYE eJeKTPOHHUN JOKYMEHT,

4.15.10. He norojpkeHu# y BIAMOBITHOMY MOPSAKY IPOEKT €JIEKTPOHHOIO
JOKYMEHTA He HaICHUJIAEThCs Ha i MUCAHH (3aTBePIKEHHS).

4.15.11. YnoBHOBa)keHi 0cOOM IHIIMX CTPYKTYPHHUX IiIPO3MILIiB 3a (axToM
HaxopkeHHs 1o Hux yepe3 CEJ[ ACKO/] mpoekTy eneKTpoHHOTO TOKyMeHTa OepyTh
Y4acTh y HOTO ONpaloBaHHI B YaCTHHI, IO CTOCYETHCS X KOMIIETEHLII].

4.15.12. Cporo TNO3UIiI0 MIOAO OIPAIbOBAHOTO IMPOEKTY EJIEKTPOHHOIO
JOKyMEHTa YIIOBHOBa)K€HA 0c00a 3aiHTEPECOBAHOTO IMiIPO3/ily JOBOAMUTE IO BiZoMa
BianosinaneHoro migposainy depes CEJ ACKO/I. BinnmoBinHa MO3WIUS Mae OyTtu
4iTKO OOIPYHTOBAaHOI, a y pa3i HEOOXiMHOCTI BUKIaNEHA y TEKCTi IIPOEKTY
€JIeKTPOHHOI'0 JOKYMEHTa B PEXUMIi BHUIIPABJIeHb (y BUIVISAI HOBOI pemakiii Horo
OKPEMHUX IOJIOKEHB ).

Y pasi BHeCeHHS peJaKIifHUX IPaBOK [0 IPOEKTY eJIEeKTPOHHOIO HOKyMEHTa
CEJ ACKO/:
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- 30epirae MOTOYHY BEpCil0 MPOEKTY EJIEeKTPOHHOIO [JOKyMeHTa (0e3
pelaKkiifHiuX IMpaBOK) 3 yciMa HaKIaJeHUMH Ha Hel eJeKTPOHHHUMHU LH(QPOBHMHU
mignucamu (1[0 MATBEPIKYIOTBCA) B apXiBl Bepcil IMPOEKTy eJeKTPOHHOIO
JOKYMEHTa,;

- CTBOPIOE HOBY BEpCil0 TIPOEKTYy €JeKTPOHHOTO [okyMmMeHTa (0e3
eNIEKTPOHHUX I[HM(PPOBHUX IMIANHUCIB), fKa CTa€ IOTOYHOIO BEPCIEI0 MMPOEKTY
eJIEKTPOHHOTO JOKyMEHTa 1 /10 K0T 30epiraloThCs BCi BHECEHI pellakiliiiHi IpaBKu.

4.15.13. ¥Yci Bepcii mpoekty 30epiraroTbCsi B apxiBi Bepciii B KapTIi.
Penarysanus Bepciii, 30epexeHHMX B apxiBl KapTku, OJIOKyeTbcs. PenaryBaHHA
IIOTOYHOI Bepcii OJIOKY€eThCS ITiciisl 3aTBEPAKEHHS JOKYMEHTA.

4.15.14. Bumoru oo Bi3yBaHHs Ta IOrOJPKEHb IPOEKTIB pieHb KuiBpaau
BukiazeHi B Perinamenti KuiBcbkoi MicbKOl pajn.

4.16. KopoTkuii 3MicT IanepoBoro J10KyMeHTa

4.16.1. 3arosoBoK 10 TEKCTY (KOPOTKUN 3MICT) NOKyMEHTa MOBHHEH MICTUTH
CTHUCITUH BUKJIAJ CYTi JOKYMEHTA. 3aroJIOBOK JI0 TEKCTY JOKyMeHTa (KOPOTKUH 3MICT),
o0csr sikoro riepeBuiiye 150 3HaKiB (11'Th PAAKIB), JO3BONSETHCS IPOAOBXKYBATH 10
MeXi rpaBoro moJjsi. Kparka B KiHIIl 3ar0JIOBKa HE CTaBUTHCS.

4.16.2. 3aronoBok (KOpPOTKHH 3MICT) BIAIIOBiZa€ Ha 3alMTaHHS «IPO IHO7»,
«KOT0?», «4oro?». Hampuknan: Hakas (mpo 1mo?) Npo HaJaHHS BiAIIyCTKH; JUCT (TIPO
m10?) Mpo opraizaiiio Hapaiu, MPOTOKOI (Y0oro?) 3acifaHHs aTecTallifHOi KoMicii,
rocazoBa IHCTPYKIis (KOTro?) roJIOBHOTO clieliasicTa.

CynpoBiJiHI JIUCTH, JOMOBIHI Ta Ciyk0O0BI 3allUCKH JO3BOJISETHCS CKIIaJaTH
0e3 3arojioBKa. ‘

4.17. TekeT JOKyMeEHTA

4.17.1. Texct qoKyMeHTa MiCTHTB iHpOpMaIlito, 1uist hikCyBaHHS sKO1 Horo 0yio
crBopeHo. [Hdopmaliss B TeKCTi MOKyMEHTa BHKIAQNa€ThCS CTUCIO, T'PaMOTHO,
3po3yMisio Ta 06’ €KTUBHO. JIOKyMEHT He TIOBUHEH MICTHTH IOBTOPIB, a TAKOX CIIIB i
3BOPOTIB, 5IKI HE HECYTh 3MICTOBOTr0 HaBaHTaxeHH. [li yac ckilagaHHs TOKYMEHTIB
BXKUBAETbCs AUIOBUH CTUIIb, JUIsl SIKOTO XapaKTepHUN HEHTpaIbHUM TOH BHUKIIAJICHHS,
no36aBiieHui 00pa3HOCTi, eMOIIITHOCTI Ta IHIUBIAyaIbHUX aBTOPCHKUX PHUC.

TexcT NOKyMeHTa Ma€ CTOCYBaTHUCS TOTO IUTaHHS, sike CPOpPMyJIbOBaHE B
3arojIOBKy 1O TEKCTY, YiTKO BifjoOpa)kaTu MPUYMHY W METYy CTBOPEHHS JOKYMEHTa,
PO3KPUBATH CYTh KOHKPETHOI CIIpaBU, MICTUTH apIyMEHTOBaHI BUCHOBKH, ITPOTIO3HUIIiI.

Texer noxymenTa oopMiseTbes Y BUMTIAL CYLIIBHOTO 3B SI3HOTO TEKCTY abo
aHKeTH 44 TabiauLi, abo LUIIXOM MOEAHAHHS UX QOPM.

CyuiapHUH 3B’S3HMHM TEKCT JOKYMEHTa MICTHTb TIpPaMaTH4YHO 1 JIONYHO
y3rofpKeHy iHdopmanito npo ymnpasiiHceKi nil. Taka ¢opma BUKIAIEHHS TEKCTY
DOKYyMEHTa BUKOPHUCTOBYETBCS Iifl 4ac CKIAaJaHHS IOJOXEHb, MOPSIKIB, MPaBUIL,
PO3IOPAAYUX JOKYMEHTIB 1 JIMCTIB.
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TexkcT, siK MPaBUITO, CKIIANAETHCS 3 TPHOX YaCTHH. Y MHepiill (BCTYHIN) 4acTUHI
3a3HAYAETLCS IMi[CTaBa, OOIPyHTYBaHHS ab0 MeTa CKIIaJeHHs [OKYMEHTa, Y IpYTiH
(3aKJIFOYHIM) YacTHHI — BHMCHOBKH, MPOIO3WIIii, pIIIEHHs, MMpoXaHHs. B okpeMux
BHUITaJIKaX JJOKYMEHT MOJKe IMicyIsl BCTYITHOI YaCTHHU MICTUTH MOTHBYBaJIbHY YacTHHY,
B SIKifi OOIPYHTOBYETHCS TIO3ULi YCTAHOBH.

VY TeKkCTi JOKYyMEHTa, IiJrOTOBICHOrO BIJNOBIAHO 1O IOKYMEHTIB IHIIMX
ycTaHoB ab0 paHillle BUOAHMX JOKYMEHTIB, 3a3HA4YalOTBCS IX PEKBI3UTH Yy Takii
MOCIIIOBHOCTI: Ha3Ba BHJY [OKyMEHTa, HallMEHyBaHHs YCTaHOBHM —— aBTOpa
JTOKyMEHTa, JlaTa, peecTpaliifHuil Homep, 3aroJ0BOK 0 JOKYMEHTA.

TexcTu CKIaIHUX 1 BEJTUKUX 32 OOCAIOM JOKYMEHTIB (IIOJIOKEHHS, ITpaBHIIa,
IHCTPYKIIi, OIJIsIAM, 3BITH TOLIO) MOAUISIOTBCS Ha PO3AUIH, MiIPO3JiNH, ITyHKTH,
OiATYHKTH.

B okpemMux BUMaakKax pO3AUIM MOXYTh MOAUIATHCA Ha TJaBH, a TaKOX
HyMepyBaTHCsl 3a J[OTIOMOTrOK0 PHUMCBKUX abo apaOchkux Ludp 6e3/3 kpankoro ado
IYXKKOIO.

4.17.2. Dopma aHKETH BUKOPUCTOBYETHCS y pa3i BUKIAJEHHS y LuppoBoMy abo
clioBecHOMY BUIJIiAl iHMopmaiii mpo oguH 00’€KT 3a IEeBHUM 00CAroM O3HaK.
[TocriliHOrO iH(OpPMalli€l0 B aHKETI € y3aralbHEeHI HalilMEeHYBaHHS O3HaK, 3a SAKUMHU
POBOJUTHCS OMKC 00’ €KTA, a 3SMIHHOK — KOHKPETHI XapaKTePUCTUKH.

4.17.3. TabmuaHa ¢popMa TOKYMEHTa BUKOPUCTOBYETHCS Y pa3i BUKIALCHHS Y
mudgpoBoMy abo CIIOBECHOMY BUIVIAII iH(OpMaLil Mpo KiJibka 00’€KTiB 32 HU3KOIO
O3HaK. 3aroJIoBKH rpad TabauIl MHUIITYTHCS 3 BEJIUKOI JiTepH, Mi3aroJI0BKU — 3 MaJIOL
TiTepH, SIKIIO BOHU CTAHOBJLITH OJHE LJIE i3 3aroJIOBKOM, 1 3 BEJIMKOI — SIKIIO
Mi3arojIOBOK Ma€e caMocCTiiiHe 3HaueHHs. Kpanku B KiHII 3aroI0BKiB 1 MiA3arojoBKiB
rpad He CTaBIATHCA. Y 3arojioBKax 1 MiJ3arojioBKax psakiB 1 rpad Tabmuii
BXKMBAIOTHCS JIMIIE 3arajJbHONMPHUUHSATI YMOBHI MO3HAUEHHS Ta CKOpoueHHs. | padu
TabauLi, SKi po3MIIYIOThCS Ha KiJTBKOX CTOpiHKaX, HyMepyroThcs. Ha mpyriit Ta
HACTYIIHUX CTOPIHKaxX TaOJHII 3a3Ha4aloTbCsd HOMEPU Ipad, a TakoXX Yy BEPXHbOMY
paBoMy KyTKY — cjioBa «[Ipo/oBXXeHHS JoJIaTKay.

4.18. BukopucTaHHA MeYATOK i IITAMIIIB

4.18.1. IleyaTkn BUKOPUCTOBYIOTHCS Uil 3aCBiUEHHs JIMCHOCTI IMiJITUCY Ha
JOKyMEHTaX Ta BIJMOBIIHOCTI KOMiN JOKYMEHTIB OpUTiHAIAM.

[IItaMny¥ BUKOPHUCTOBYIOTHCS AJISA IIPOCTABJICHHS BIiIMITOK PO OTPUMAHHS,
peecTpallito, BUKOPHCTaHHS TOKYMEHTIB, a TaKOX IHINAX BiAMITOK IOBIIKOBOI'O
XapakTepy.

4.18.2. Ha nokymeHTax, 110 3aCBiUyIOTh MTpaBa rPOMAJISH 1 FOPHANIHUX OCiO,
Ha sAKuX (QikcyeTbes (HaKT BUTPATH KOLITIB 1 MPOBeeHHs orepalliil 3 MaTepiaabHUMK
LIHHOCTAMH, IIAMHUC IOCanoBoi (BiANOBIAanbHOI) 0COOM CKPIIUIFOETHCS repOOBOO
neyatkoro KuiBpanu.

Ilepenix IHIMX HOKYMEHTIB, HiANUCH Ha SKHX HEOOXIIHO CKpIMIIOBAaTH
repboBoro meudatkoro KuiBpaju, BU3HAYAETHCS Ha IMiACTaBi HOPMATUBHO-IPABOBHX
aKTiB Ta NPUMIPHOTO IIEpeNiKy MOKYMEHTIB, IIIMKCH Ha SKUX CKPiILIIOOTHCS
repboBoro nevyatkoro (noxarok 20).
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4.18.3. BigbuTok mevarku, Ha sKil 3a3Ha4YeHO HaliMeHyBaHHs KuiBpanu abo ii
CTPYKTYypHOTO miapo3aiay (0e3 300paxeHHs repba), CTaBUTHCS TaKOX Ha KOIIisX
JOKYMEHTIB, II[0 HaCUJIalOThCS B 1HINI YCTaHOBH, Ta Ha PO3MHOXEHUX IPUMIpHUKAX
PO3MOPSIAYUX TIOKYMEHTIB y pa3i po3CHJIaHHS.

4.18.4. BinOUTOK I€YaTKW CTAaBUTHCA TAKHM YWHOM, II[O0 BiH OXOILIIOBaB
OCTaHHI KiJIbKa JIiTep HaiMeHyBaHHs TOcaan 0colu, sKa Mmigmucana JOKyMeHT, alie He
MiHC TocaToBol ocobu, abo Ha OKpeMO BHAUIEHOMY AJISl IIbOTO MiCLli 3 BiAMITKOIO
“MIT”.

4.18.5. Po3mopspKeHHSAM 3aCTYITHUKA MICBKOT0 TOJIOBH - cekperapsi KuiBpaau
BH3HAYAIOTHCS MIOPSAOK BUKOPUCTAHHS, Miclie 30epiraHHs repOoBoi MeuaTKy Ta iHIIUX
nevatok KuiBpaau, mocaioBi ocoOu, BiAMOBiAabHI 3a 1X 30epiranHs, a TaKoX Mepestik
0ci0, miAMUCH TKUX CKPIIUTIOI0ThCs repOoBoro nevaTkoro KuiBpaau.

4.19. [IpocTaBJjieHHN BiAMITOK
4.19.1. BigmiTka Npo KOHTPOJIb

4.19.1.1. BiamiTka mpo KOHTPOJIb O3HAYAE, IO JOKYMEHT B3STO Ha KOHTPOJIb
1151 3a0e3eYeHHs] Horo BUKOHAHHS B YCTAHOBJIEHUN CTPOK.

4.19.1.2. BigmiTka mpo KOHTPOJb POOUTHCS LUIIXOM IIPOCTABICHHS CJIOBa
«KoHTpone» (Big pyku ab0 3 BUKOPUCTAHHSAM IITaMIla) Ha JIiBOMY MOJI MEpPLIO]
CTOPIHKM JIOKYMEHTa Ha piBHI 3aroJI0BKa 10 TEKCTY.

4.19.1.3. 3a HeoOXiJIHOCTI TMOBEPHEHHS JIOKYMEHTa YCTaHOBI-aBTOPOBI abo
¢13u4HIi 0co0i BiAMITKA PO B3SITTS HOT0 Ha KOHTPOJIb MPOCTABISAETHCA HA OKPEMOMY
apKyUIi 7S Pe30JTIOLIii.

4.19.2. OdopmiieHHs J0AATKIB

4.19.2.1. JlomaTku o0 DOKYMEHTiB, KpiM JOJATKIB JO CYHPOBIJHUX JIUCTIB,
CKIANAIOTBCA  JUIs  JOTIOBHEHHS, TOSACHEHHA OKPEMHX ITHTaHb JOKYMEHTa abo
JOKYMEHTA B IIiJIOMY.

4.19.2.2. lojaTku 10 TOKYMEHTIB MOXYTh OYTH TaKUX Bn,uiB:

- JONNAaTKH, 10  3aTBEPDKYIOThCS  PO3MOPSAYMMU  JOKYMEHTaMH
(1mostoKeHHs, IHCTPYKIii, paBuiia, MOPSAKH TOLLIO);

- JOJIaTKW, 110 JOIMOBHIOIOTH Ta/ab0 TOSCHIOIOTH 3MICT OCHOBHOTO
JIOKYMEHTa,;

- IOJIaTKH, [0 HAJCUIIAIOTHCS 13 CYTIPOBITHAM JIICTOM.

4.19.2.3. Ha nmomaTkax, IO 3aTBEPIKYIOTHCA PO3MOPSTINMHU JOKYMEHTaMU
(oJIOKeHHsI, 1HCTPYKIil, NpaBWia, TOPSIKU TOILIO), MPOCTABISETHCS TpUd
3aTBEP/DKEHHsT BiANOBiAHO 1o miapo3faury 4.13 miel IacTtpykiili. Y BiamoiIHUX
IIYHKTaX PO3IMOPSAU0l YACTHHH JOKYMEHTa POOUTHCS TOCHIIAHHS: IO JOMA€ETHCS»
abo «(momaerncs)». Hampuxman:

«1. CtBopuTH KOMICit0 3 opraizauii Ta IpOBeIeHHs POOIT OO I'POIIOBOL
OLIIHKM 3eMenib M. KreBa y ckiai, [0 0Aa€ThCI.

Ha nomarkax [0 JOKYMEHTIB, WO 3aTBEPIXKYIOTBCS  PO3MOPSIINMH
JOKYMEHTaMH, poOUTHCS BIAMITKA y BEpXHBOMY IPaBOMY KYTKY IEpIIOro apKyIla
JoJaTKa, sika BKIIFOUae HOMep JofaTKa, HallpUKIa:

Honartox 4
no laetpykuii
(myskr 8.1.1)
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4.19.2.4. JlomaTkoBi BHMOTH IIOJO0 O(GOPMIICHHS [OJAATKiB IO pIIIeHHS
KuiBpanu Bukiazaeni B Pernamenti KuiBcbkoi MicbKkoi paju.

4.19.2.5. logaTKu JOBiAKOBOTO ab0 aHATITHYHOTO XapakTepy (rpadiku, CXeMH,
TaOJINIl, CIKMCKH TOIIO) OO OCHOBHOIO JOKYMEHTa IIOBHHHI MaTH BIAMITKY 3
MOCUJIAHHSIM Ha [IeH JOKyMEHT, HOTo JaTy Ta HOMep, HalpuKJIa;

HonaTtoxk

JIO PO3MOPSIIHKEHHS 3aCTYITHUKA
MiCBKOTO I'OJIOBH — CEKpeTaps
KwuiBcbkoi Micbkoi pagu

BiT No

Y TeKCTi OCHOBHOrO JOKyMEHTa poOUThCS BiAMITKA MPO HAsBHICTH OJATKIB:
«II0 MOHAETHCA», «3TiAHO 3 JomaTKoM», «(momaTok l1)», «BIAMOBIMHO A0 Mo1aTKa 2%
abo «(auB. MomaToOK 3)».

4.19.2.6. Jlonatku oQopMIISIOTBCS, K IIPaBUIIO, Ha CTAaHJAPTHUX apKyllaX
narlepy. Ha gpyroMy 1 HacTymHHX apKyllax [JoJaTka poOUTbCs BiAMITKA:
«IIpomoBxeHHs gonatka», «lIpogoBxeHHs nonatka 1».

Ha pomatkax mo0 MOJIOXeHb, MPaBW, IHCTPYKI[iA TOIIO MPOCTaBISETHCS
BiZIMITKa y BEpXHHOMY TPaBOMY KYTi IIepIIO] CTOPIHKM TOJIaTKa, SKa BKIIFOYaE HOMED
IoJaTKa, 3arojloBOK HOPMAaTHBHO-TIPAaBOBOTO aKTa Ta IMOCHUJIAHHS Ha BIIIOBIIHY
CTPYKTYPHY OJHHHUIIFO.

CTopiHKM KOXXKHOTO JTOAaTKa MaloTh CBOKO Hymepallifo. Y KIHII IMiJ TeKCTOM
IoJaTKa MPOCTAaBISETHCS PUCKA, IO CBITYUTH PO HOTo 3aKiHYEHHS.

3a HasBHOCTI KiJIBKOX JOAAQTKIB Ha HUX 3a3HAYAIOTHCS MOPSIKOBI HOMEPH,
HaIpUKJIaI;

Honartok 1, lomarok 2 Tomo. 3HaK «Ne» mepen nudpoBUM MO3HAYEHHSIM HE
CTaBUTHCSI.

Vci gomaTku M0 HOKyMEHTIB Bi3ye MpaliBHUK, SKHM CTBOPHUB JOKYMEHT, Ta
KEPIBHUK CTPYKTYPHOIO ITiIpO3JLTY, B IKOMY HOIr0 CTBOPEHO.

JlopaTky HOpPMAaTHBHO-IIPABOBOTO  XapakTepy (IIOJNIOKEHHS, 1HCTPYKIIII,
IpaBUiIa, MOPSAKA TOIIO), LIO0 3aTBEPIKYIOTBCS PO3MOPSIYMMH JOKYMEHTaMH,
IANUCY€E KePYIYHM CIpaBaMH Ta Bi3yIOTh KEPIBHUKH BiJIOBIAHUX CTPYKTYPHHUX
HiAPO3/1IiB Ha 3BOPOTI OCTAHHBOT'O apKyIlla JO1aTKa.

4.19.2.7. SIxuio momaTKu HaACWIAIOTHCS i3 CYIPOBIAHUM JIUCTOM, BiMITKa PO
HasIBHICTB NOJATKiB PO3MIIY€ETHCS IICHS TEKCTY JIUCTA Mepe/T MiAMHCOM.

SIKII0 OKYMEHT Ma€ JTOJIaTKH, TIOBHE HAMEHYBaHHSI SIKUX HaBOIMUTHLCS B HOTo
TEKCTI, BIIMITKa PO HASIBHICTH JOAATKIB 0(OPMIISIETECS 3a TaKOI (HOPMOIO:

Honatok: Ha 7 apK. y 2 IpUM.
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SIKIO MOKyMEHT Mae AOHaToK, IIOBHE HallMEHyBaHHS SKOIO Yy TEKCTI He
HABOAUTHCS, 1X HEOOXiJHO MepeNiYuTH IMiCNs TEKCTYy i3 3a3HaueHHSAM KiJIbKOCTI
apKyIIiB Y KOXHOMY JTOJATKy Ta KiJIbKOCTI 1X IPUMIPHHKIB, HAIIPUKIIa:

Honatku: 1. JoBizgka mpo BUKOHAHHS IJIaHY PO3BaHTaXyBaJIbHUX poOIT 3a
I xBaptan 2016 poky Ha 5 apk. B 1 mpum.
2. I'padik mpoBefieHHs aTecTallil MpalliBHUKIB Ha 2 apk. B 1 mpum.

SIKIIO 0 TOKYMEHTA IOJAEThCS IHIINUH TOKYMEHT, IKUI Ma€e TOJaTKU, BIAMITKY
PO HAsBHICTH 0J1aTKa 0(GOPMIISIOTH 3a TaKOIO (POPMOIO:

Jlomarok: nuct YkpaepkapxiBy Bif 20.09.2016 Ne 595/04-12 i momatok mo
HBOI'0, BCHOT0 Ha 20 apk. B 1 npum.

V pasi Ko JOKyMEHT MICTUTH OLIblie JECATH JOAATKIB, CKIIANAETHCS OITHC 13
3a3HAYCHHSAM y IOKYMEHTI Takoi BiAMITKH:
HomaTox: 3rigHO 3 ONMKUCOM Ha 3 apkK.

SIKI1I0 101aTOK HA[CHIAETHCS He 32 BCiMa 3a3HaU€HUMU B IOKYMEHTI aJjpecaMy,
BiZIMiTKa MPO HAasIBHICTH JOKyMEHTa 0(OpMIISETHCA 33 TAKOI0 (HOPMOIO:

Jlonatok: Ha 5 apk. y 2 mpuM. Ha IIepIly aapecy.

4.19.3. BigmiTka npo 3acBiq4eHHsI KoNii JOKyMeHTIB

4.19.3.1. Y cekperapiati KuiBpagnm MoXyTh 3acBiJuyBaTHCs KOl JHILEe THX
IOKYMEHTIB, IO CTBOPIOIOTHCS B HHOMY, KPiM BUIIa/IKiB CTBOPEHHS IalepoBUX KOMiH
eJIEKTPOHHMX TOKYMEHTIB, 1110 Haiinm 1o KuiBpanu uepes cucremy Baemonii, CEJ]
ACKO/I, a Takox y BHIamkax, nependoadeHux B ad3alli ApyroMy LbOTO MiAIYHKTY.
Komiss JOKyMeHTa BHTOTOBISEThCS i BHAAETHCA TiNBKHM 3 JO3BOJNY 3acTyIHHKA
MICBKOTO TOJIOBU — cekperaps KwuiBpaau, Kepyrodoro crpaBaMH Ta KepiBHUKa
CTPYKTYpPHOT'O HipO3aiily.

VY pasi mAroToBKHM JOKYMEHTIB Uil HaJaHHS CYIOBUM OpraHaM, IIiJ] 4ac
BUpiIlleHHs TUTaHb OO0 NPUHHATTA MPOMAJSIH Ha po6OTY, 3aCBiA4eHHs X TPYAOBHX,
KUTJIOBUX Ta IHINUX MpaB y B3aeMmoBigHocuHax 3 KuiBpanmoro, a Takox Imif 4ac
¢dopmyBaHHS 0COOOBUX CIpaB MpaliBHUKIB Yy cekperapiati KuiBpagum MOXyTb
BUTOTOBJIITUCS KOMIl JOKYMEHTIB, BUIaHUX 1HIIUMH yCTaHOBaMH (KOIIii JUILIOMIB,
CBIIOUTB PO OJIepKaHHS OCBITH TOIIO). JlO3BOJISIETHCS BHUTOTOBIISITH KOO 13
3acBIJYEHOI Komil JOKYMEeHTa, SKIIO OpHUriHaly Hemae abo Horo oTpuMaTu
HeMoxnuBo. Kormisi JoKyMmMeHTa Mae BIANOBiZAaTH OpHWriHamy, TOOTO TIOBHICTIO
BiATBOpIOBaTH iH(OpPMALIit0 OPUTIHATY i BCi HOT0 30BHIIIHI O3HAKH a00 X YaCTHHY.

He nmomyckaeTbcsi BUTOTOBIIATH KOIIil JOKYMEHTIB 3 HEpO3OipJIIMBUM TEKCTOM,
MIIYMCTKAMHU, IPUITMCAaMU Ta iHIIMMU He0OOyMOBJICHUMU BUIIPABICHHIMH.

4.19.3.2. Komis nabyBae rOpUAMYHOI CHJIHM JHINE B pa3i i 3acBigUeHHs B
YCTaHOBJICHOMY TOPSIKY.

Binmitka «Komis» mpocTaBiseTsCsl Ha IMUBOBOMY OOIli Y BEpXHBOMY IIPaBOMY
KyTKY IIepIIOro apKylia JOKyMeHTa.

Hanue npo 3acBigueHHs mnamnepoBoi KOIil JOKyMeHTa y mnamepoBiil dopwmi
CKJIaa€Thesl 13 CMiB «3rigHO 3 OpPUTIHAIOM», HallMEHYBaHHS ITOCAAH, 0COOHCTOrO
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MiAMUCy 0coOH, siKa 3aCBi4ye KOIIif0, BIACHOIO iMeHi Ta Ipi3BHullla, JaTH 3aCBiTUeHHS
KOIIiI Ta MPOCTaBIIAETLCSA HUKYE PEKBI3UTY HoKyMeHTa «[lifmucy, HalpuKiIa;:

3riJHO 3 OpPHUTIHAIOM

HavanpHUK BiIiTy 3 MTATaHb CITY>KOU

B OpraHax MiCLIeBOT'O CaMOBPSIyBaHH: nigmuc Buacue im’s [TPI3BUILE
Jlata

Hamuc 1mpo 3acBigueHHs TmamepoBOi KOMil CKPIIUTIOETBCS — IIEYATKOIO
cekperapiaty KwuiBpagu (0e3 300paxenHs repba) abo medaTkol0 CTPYKTYPHOIO
migpo3 ATy (HapUKIIa, yIpaBIiHAs (piHaHCOBOTO 3a0e3eUeHHs Ta 3BITHOCTI).

4.19.3.3. CropiHKH KOITii JOKYMEHTIB (3a BHHATKOM THX, IO MaloOThb OIUH
apKyIl) HyMepyroTbhcs. BimMiTka mHpo 3acBigueHHs KOoIii MOXe OMOBHIOBATHUCA
BiMiTKOIO «BChoOro B Kol apk.». Ha BUMoOry ycTaHOBH, SIKili HAIa€ThCSI KOIIis
JIOKYMEHTA, TOITyCKAETHCS 3aCBITUSHH KOl JOKYMEHTIB MOapKyIIHO.

4.19.3.4. Ha xomisiX BHXIIHHX JOKYMEHTIB, IO 3aJUIIAIOTBCS Y CIpaBax
KuiBpanu, TekcT GiaHKIB MOXKe He BiTBOPIOBATHCH, a 3a3HAYAETHCS JIMILE J1aTa
MiAMUCaHHs JOKYMEHTa Ta HOro peecTpalliiHui iHIeKc.

Ha xomisx BUXiIHWX MOKYMEHTIB y MarepoBill ¢opmi 3a3HavaeThCs [aTa
MiAMUCaHHS JOKYMEHTa Ta HOTO peecTpaliiiHuii iHaekc, mocama ocolu, sKa
3aCBIUMIIA KOIIiIO, II OCOOMCTHI MiANuUC, JaTa 3acBiUEHHS Ta BIIOHWTOK I€YaTKH
CITy>OM [II7I0BOJICTBA, HATIPUKJIIA/:

Jara, iHmexc

HupexTop Bnacue im’st TTPI3SBULLE

3riiHO 3 OpPHUTiHAIOM

[IpoBiaHuUii criemiamicT Biaairy nignuc  Bmacue im’s ITPISBUILE
BiIOMTOK ITeUaTKH CIIY>KOH JIiIOBOACTBA

Hata

Ha komisix BUXiTHMX JOKYMEHTIB, 110 3aJIMIIAIOTECS y OiToBoAcTBI KuiBpamwy,
MaloThb OyTH Bi3H II0CAI0BHX OCI0, 3 IKUMH BOHH ITOT'OJ[’KEHI, Ta Bi3 BUKOHABIIiB.

Ha xomisix 1okyMeHTiB y marmepoBiit ¢popMi, 010 AKUX 3MIHCHIOETHCS BHIMKA,
3a3Ha4aeThCcsl HaMEeHYBaHHsS Mocagud ocoOM, sika 3acBiIuuiia KOITifo, 1i 0cOOMCTHH
MiJIUC, JaTa 3aCBiTYeHHS Ta BiAOUTOK MMEYaTKH CIIyXOU HiTOBOJICTBA, HAIIPUKJIAI:

3rifiHO 3 OpUTiHAIOM
ITpoBigHu# criemiaicT By — IAHUC Bnacue im’a ITPI3BUILE
BIAOUTOK NEYATKU CITYKOH

1JIOBOJICTBA

JlaTta
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4.19.3.5. Butar 3i ciayx00BOro JOKyMEHTa BUTOTOBIISIETHCS, SIKIIO HEMae
HEeOOXiTHOCTI BHI'OTOBIATH KOMito. BuTir odopmimoerscs Ha Onanky «KuiBcbka
MiChKa pagay» i3 JOTPHMaHHIM TaKUX BUMOT':

-y Ha3Bi BUY AOKYMEHTA 3a3HAYAEThCS: «BUTHAT 3 »;
- BIATBOPIOETHCS MOBHICTIO BCTYNIHA YacTUHa (SKILIO BOHA €) CIy>KOOBOIO
IOKYMEHTa,

- 3 OCHOBHOI 4YaCTMHH TEKCTy JOKyMEHTa BHUIIUCYEThCS TOW IIyHKT,

iH(dopMalrist TKoro HeoOXi/IHa;

- BiaTBOproeThes pekBi3UT «lligmucy (0e3 ocobucroro miamnwucy);

- MPOCTAaBJIAFOTHCS BigMiTKa PO 3aCBIIUEHHS KOl Ta BiAOUTOK TEUaTKH.

4.19.3.6. OcoOuBHM BHJIOM KOIMii JOKyMEHTa € IyOJIiKaT - IIOBTOPHO
odopmieHut Ciry)kO00BHH TOKYMEHT [JIs1 BHUKOPUCTAHHS 3aMiCTb BTPau€HOro YU
MOUIKO/UKEHOTO ~ OpHriHamy  (OuIuioMa,  CBiOLTBAa,  TPYAOBOI  KHHXKKH,
MIOCBITYEHHS TOIIO), 1[0 Ma€ TaKy camy IOPUAUYHY CUTY.

JlyOikaT BHUIOTOBISETHCS HAa TaKOMy camMoMy OJaHKy, IO # OpuriHal, Ta
MICTHTH iHpoOpMalito, aHajoriyHy iH¢opmauii B opuriHami. Ha Hpomy
MPOCTaBIISIOTHCS BIIOMTOK MEYATKH 1 IMiJMHACH 0Ci0, SKi MarOTh MPaBO MiJIHCY IUX
JOKYMEHTIB Ha MOMEHT odopMieHHs nyOiikata. Ha myOiikaTi mpocTaBiIsSeThCS y
[paBOMY BEpXHBOMY KyTi BiaMmiTka «JlyOmikar».

4.19.3.7. Ilepenik eJIeKTPOHHUX NTOKYMEHTIB, SIKi MOTPeOYIOTh 3acBiM4eHHS
eJIEKTPOHHOIO TIeYaTKOl0, BHU3HAYAETHCS Ili€r0 [HCTpyKii€o Ha IMiACTaBi akTiB
3aKOHOJIaBCTBA.

PosnopsiiykeHHAM 3acTyllHMKa MICBKOrO ToJIoBU — cekperaps KuiBpanu
BU3HAYAIOTECS IMOPSJAOK BUKOPHCTAHHS EJEKTPOHHOI IE€YaTKH Ta YIIOBHOBa)XKEHI
nocaioBi ocoOwu, BiANOBIgaNbHI 3a ii 3aCTOCYBaHHSI.

KinbKicTh eIeKTpOHHUX MMeYaTOK, [0 BUKOPHUCTOBYIOTECS, HE 0OMEXYETHCS.

KuiBpazna mae npaBo 3acBiguyBaTH €JIEKTPOHHI KOmii JOKyMEHTiB, 30KpemMa Ha
BHUMOT'Y OpPI'aHiB CyJOBOI B Ta IPABOOXOPOHHUX OPraHiB.

4.19.4. BiamiTkHn npo cTBOpeHHsI, BAKOHAHHA JOKYMEHTA, HASBHICTH HOro

B eJieKTpoHHiH ¢opmi Ta HagxomkeHHs 1o KuiBpagu

4.19.4.1. Ilix 4ac MPOXOIKEHHS TOKyMEHTa OOOB'SI3KOBO POOJATHCS Taki
BIIMITKH:

1) BigMmiTKa IpO HAIXO/PKCHHS IIallepoBOro JOKYMEHTa JO ceKpeTapiary
KuiBpagu HaHOCHUTBCS 3a JAOMOMOIOI0 IITPUX-KOAY Ha JIMIIBOBOMY IIOJIi y IIPaBOMY
KyTKYy HW)XHBOTO IIOJii MEpILIOro apKyllla OpUriHaly JOKyMeHTa (IomaTok ©).
EneMeHTaMu 3a3Ha4eHOro pPeKBi3UTy € HaiiMeHyBaHHS KwuiBpamu — onepKyBada
JOKyMEHTa, peecTpallifHuil iHnnekc, nata (y pasi morpebu — roaWHa 1 XBHJIHHH,
IPOCTABIISIIOTHCSA BiJl PYKH).

Sxmmo kopecnioHAeHLis (KOHBEPTH, ITAKeTH, OaHIEPOIIi TOIIO) HE PO3KPUBAETHCS]
BiANOBIAHO 70 myHKTY 3.1.3 miel [HcTpykumii, BiAMITKA PO HAIXOMKEHHS JOKYMEHTA
IIPOCTABJISETHCS HA KOHBepTax (yIaKyBaHHSX).

[Tpu HagxoKEeHH] 30pOLIypOBaHUX JOKYMEHTIB pa3oM i3 CyIpPOBiJHAM JIUCTOM
BIIMITKa CTaBUTHCS Ha CYNPOBIIHOMY JIHICTI.

Konu ycranosa - aBTOp HOKyMeHTa IOJa€ TOKYMEHT pa3oM 3 MOro KoImiero, Ha
Komii JOKyMEeHTa, IO IIOBEPTAETbCS  YCTAHOBI-aBTOPOBi, INTPUX-KOA  He
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[POCTABISIETbCS, ajlé Ha BUMOIY YCTaHOBH-aBTOpa, sKa Ilofalia 3BEPHEHHS [0
KuiBpaam, Ha mepiioMy apKyii Komii mMoxe OyTH IMpocTaBlieHHH peecTpalliiiHuil
wtamn KuiBpasiy i3 3a3Ha4eHHAM JIaTH HAAXOIDKEHHS Ta BXiJHOTO HOMepa 3BEpHEHHS
(momatok 6 «6»);

2) BiAMITKa MpPO BHUKOHAHHS [TOKYMEHTa NPOCTaBIISETHCS IICIS 3aBEpPLICHHS
po6oTH 3 HUM. BigmiTka 1po BUKOHAHHS TOKYMEHTa CB1IYUTH PO Te, IO POOOTY Hall
JOKYMEHTOM 3aBEpIIEHO i HOro MOXKHA TOYYUTH 10 CIIpaBU. BigMmiTka Moxe MiCTUTH
cioBa «Jlo cripaBu», HOMep CIIpaBH, MOCHJIAHHS Ha JIaTy Ta PEECTpallifHUi iHIeKC
JNOKYMEHTa, SIKUH 3acBiiuye HOro BUKOHAHHS, HAWMEHYBAaHHS [TOCAIH, ITiIIHC 1 IaTy.
Skio nokymeHT He nmotpedye NUChbMOBOI BIIOBI/I, 3a3HAYAIOTHCS KOPOTKI BiZIOMOCTI
npo BUKOHaHHs. [ligmuc i maty BiOMITKHM IPOCTaBIISIE MPAIliBHUK, SKWH CTBOPWB
JOKYMEHT, a00 KEepiBHHUK CTPYKTypHOTO miApo3airy. BigmiTka mnpo 3akiHYeHHS
BUKOHAHHS €JIEKTPOHHOTO JOKyMEHTa MICTUTh aBToMaTth4yHo 3reHepoBaHi CEJl
ACKO/] cnosa «/lo cipaBu», HOMEp CHpaBH, a TAKOXK KOPOTKI BIAOMOCTI Ipo HOro
BUKOHAHHs. 3a3HAUE€HUU pPEKBI3UT IPOCTABISETHCS Bill PYKH Y JIIBOMY KyTKy
HIDKHBOTO TIOJISL Ha JTMI[LOBOMY OOIIi MEPIIOTro apKyllla, HalpuKIaI:

o cripaBu Ne 08/236-12
Juct-Bignosias Bix 20.05.2011
Ne 225-KP-2047
nmocaga mianuc Biache iM’a [TPI3BUILE
21.05.2011

abo
Mo cnpasu No 08/236-17

IIuTaHHs BUPILIEHO MTO3UTHUBHO IIiJ] Yac
Tese(POHHOT pO3MOBHU

04.05.2018

nmocaga mianuc Buacue im’s [TPI3BUILE
05.05.2019

4.19.4.2. HasiBHa eneKTpOHHA KOMisl JOKYMEHTa NPUETHYETHCS IO KAPTKH I[HOTO
noxymenta y CEJI ACKO/] i 36epiraeTbes B Hil.

4.19.4.3. BnacHe iM’s Ta Mpi3BUILE MpaliBHUKA, SIKUH CTBOPUB JOKYMEHT, i
HOMeEp Horo city>k00Boro teneoHy 3a3Ha4ar0THCSl Ha JTHUI[BOBOMY OOIli B HHKHBOMY
NiBOMY KYTKY OCT@HHBOTO apKyllla TIOKyMEHTa, HallpUKIIa;

Onena Iletpenko 256 23 29
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4.20. Pe3omronist

4.20.1. Pe3omol1isi € 0CHOBHOIO (JOPMOIO peaiizallii yrpaBaiHCbKUX JOPYUYEHb Y
UCHbMOBIH dopmi, 1110 nepesidavae NOCTaHOBKY KOHKPETHOIO 3aBAaHHs, BU3HAYECHHS
fioro mpeaMeTa, METH, CTPOKY Ta BiAIOBIaTbHOI 32 BUKOHAHHS 0COOH, 1110 BUKJIaeHa
y BUIJISA/II HAMTUCY HA JJOKYMEHTI.

KwuiBchkmii MiChKHH T'0JI0Ba, 3aCTYITHUK MICBKOTO T'OJIOBH — cekperap KuiBpanu
abo Kepyroouuil crpaBaMd HaKJIQTalOTh Ha EJNEeKTPOHHHH TOKYMEHT eJIeKTPOHHY
pe30NIOLif0, B sKiA BH3HAYAIOTh TOJIOBHOIO BHUKOHABIL, BIJIMOBIJAJIBHOIO 3a
OpraHi3allil0 BUKOHaHHs JOKyMeHTa, Ta Y pa3i HeoOXiIHOCTI — CITiBBUKOHABIIIB i
CTPOK HOT0 BUKOHAHHSI.

VY pasi BiicyTHOCTI 3acTymHHKa MICBKOTO ToJIoBH - cekperapsi KuiBcbkoi
MiChKOl paau (THM4YacoBa HeMpale3JaTHICTh, BIAMYCTKA, BiAPSKEHHS TOLIO)
eNIEeKTPOHHY pe3oJifomifo Hakimanae KuiBcbkuil Micbkuit ronoBa abo Kepyroduii
CIipaBaMHM BiJIIOBIAHO A0 IIOBHOBaXXEHb. ’

B enexTpoHHIM pe3onrolii OOOB’SI3KOBO 3a3HA4YalOThCS BCI CTPYKTYpPHI
nigpo3auiy, siki OepyTh ydacTb B ONpallfOBaHHI JOKyMEHTa Ta IOrOKEeHHI IIPOEKTY
BiIITOBI .

[TocanoBi ocobu, sKi OAHOYACHO PO3IJISAAIOTH EJIEKTPOHHUNA [OKYMEHT,
HaKJIa/laloTh Ha HBHOTO €JIEKTPOHHI Pe30JIOIlil, B SKUX BH3HAYAIOTH BiATIOBiJAIbHUX
BUKOHABLiB Ta y pa3i HeoOXiMHOCTI CIIBBUKOHABI[iB Yy MeXaX BiJIIOBITHOTO
CTPYKTYPHOTO HiApO3Iiy.

4.20.2. Pesogmrolisi CKIafaeThCsl 3 TaKUX €JIEMEHTIB: Mpi3BHUIIE, BJIAcHE M’
BUKOHaBL (BUKOHABIIIB) Y [JaBaJbHOMY BIAMIHKY, 3MICT IOpPYYeHHsS, CTPOK
BUKOHAHHs, OCOOMCTHH MignmucC KepiBHUKA, JaTa. Ha eneKTpoHHY pe30JIIoLio
110caZi0BOi 0coOM HaKIanaeThes KBaulihikoBaHMIM eeKTPOHHUH U(POBUit miAHC 1€l
K I10CaoBOI 0cOOM. - '

B enexTpoHHIN pe3onomil 10 €1eKTPOHHOro AOKYMEHTa, IO He Ma€ CTPOKY
BUKOHAHHSI, 3a3HaYeHHs 3MICTy JIOPYUYCHHS Ta CTPOKY BUKOHAHHS HE BUMAra€ThCsl.

ENeKTpOHHOIO pe30JIoIliel0 MOoXe OyTH BHM3HAYCHO TIOJIOBHOTO BHMKOHABIIS,
CNiBBUKOHABIIIB, CTPOKH BUKOHAHHS, OTPAMYBAaUiB JIOKyMEHTaA «JI0 BiJloMay.

Vci enekTpoHHI pe3oittollii, HaKJIaZeHi Ha eJeKTPOHHUM HOKYMEHT, BHOCSITHCS
70 HOro KapTK{ 1 HEpO3pHUBHO IOB’s3aHi i3 Heto. EnexTpoHHa pe3osrolis, sKa €
HACJIIKOM BUKOHAaHHS €JICKTPOHHOI pe30JIIoLii BHUIIOrO PiBHS, JOJATKOBO MICTHUTh
JIOTIYHE TIOCUJIAaHHS Ha BIANOBIAHY €JIEKTPOHHY PE30JIIOLiI0 (JepeBO eEKTPOHHUX
pe30JIIoLIl).

4.20.3. Sxuo AopydueHHS HaJaHO KiJTBKOM IIOCAZOBHM 0CO0aMm, TOJIOBHUM
BHUKOHABLIEM JOKyMEHTa € 0co0a, 3a3HayeHa Meplloo, il HaaeThes MPaBo OpraHizaril
BUKOHAHHS JOPYYEHHs: CKIMKATH IHIINX BUKOHABIIB Ta KOOPJHMHYBATH iX poOOTY.
Ilepiuoro, sik npaBuio, 3a3HaYa€THCSA 0c00a, sKa 3aliMae BUIIY ab0 piBHY OCamy.

Jis koHkpeTu3anii crioco0y BUKOHAHHS JOKYMEHTa B €JIEKTPOHHIN pe3otoLii
HaBIPOTH IPi3BHUINA FOJOBHOTO BUKOHABI[SI BHKOPHCTOBYIOTHCS CJIOBA: y3aralbHEeHHs
(«ysar.»), BLANOBIAAIbHUMN («BIAIL.»), KOOPAUHALIS (KKOOP.»), KOHTPOJb. Binmosiani
BIZIMITKH NOCTaBIsIIOTHCS Takoxk y kaptii CEJl ACKO/I.
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SIKIIO pe3oJIIOLi€r0  BCTAHOBJICHO HAAaTH 1H(GOpMALilo BiJNOBIIHO [0
KOMITETEHIIII YH IOBHOB&)KEHb, BIAMOBIIS HANAETHCS KOXKHHMM CITiBBUKOHABIIEM
OKpeMO.

4.20.4. CrBOpeHHsS  HEKOHKPETHUX  ((IIPUCKOPUTHY»,  IOJIMIIATHY,
«aKTHUBI3yBaTH», 3BEPHYTH yBary» TOIIO) 32 3MiCTOM PE30JIIOLii He TOIMYyCKAEThCS.

Ha pgokyMeHTax i3 cTpokamMH BHKOHaHHA, fKi He MOTPEOYIOTH JTOAaTKOBHUX
BKa3iBOK, Y Pe30JIIOLIil 3a3Ha4al0ThCsl BAKOHABEIIb, ITiAITUC aBTOpa Pe30JIrollii, 1aTa.

4.20.5. EnexTpoHHI JOKYMEHTH HaIXOJATh 10 IX BUKOHABI[iB BUKIIIOYHO Yepes
CEJl ACKO/] na mictaBi HakJIaJleHUX Ha HUX €JIEKTPOHHUX PE30JIIOLIH.

JIOKyMeHT, BUKOHABIISIMH SIKOTO € KiJIbKa CTPYKTYPHHX ITiAPO3iTiB (IT0CATOBUX
0ci0), HaIXOIUTh OJHOYACHO J0 BCiX MOTr0 BHKOHABIIB, BU3HAUYCHUX CICKTPOHHOIO
pE30JIIOLIEI0 Ta TIEPeNiKOM PO3CHIIKH, CTBOPEHHM pEECTPATOpoM abo aBTOPOM
JOKYMEHTA.

CEl ACKO/l aBromatu4HO (hikCye (akTH TiepelaBaHHsS eJIeKTPOHHUX
ITOKYMEHTIB BUKOHABIIM B KapTIli i3 3a3HaUE€HHAM 1H(OpMallii Ipo BUKOHABIIIB, SIKUM
nepesaHo JOKYMEHT.

SIKIO IS eJIGKTPOHHOTO JOKyMEHTa He BCTaHOBJIEHO CTPOKIB BUKOHAHHS, a
fioro onpatroBaHHS He MOTpeOye MiArOTOBKY IPOEKTY JOKYMEHTa Ha HOT0 BUKOHAHHS,
BiZITIOBi1aJIbHUH BHKOHABEIb MA€ MMPABO MICJIsI O3HAHOMIIEHHS 3 JOKYMEHTOM BHECTH
B KapTKy 1H(OopMallifo Mpo crocid BUKOHAHHS I[bOTO JOKYMEHTa ([TUTaHHS BHPIIICHO
B poOOYOMY MOPSIKY, B3ATO Y4acTh Y Hapaji TOILIO), 3aKPUTH HOTO «JI0 CIIPaBH».

SKII0 eNeKTpPOHHWM JOKYMEHT po3iciaHo mpaimiBHHKaM KwuiBpanu s
o3HariomnienHst yepe3 CEJ] ACKO/I, BiamoBigansHUiI BHKOHABEIb, CITIBBUKOHABIII
BHOCATH BIIMITKY TIPO iX 03HAHOMIICHHS, a y pa3i PO3CHIIaHHS JUIsl O3HAHOMIIEHHS i/
HiANKC - NiATBEPHKYIOTH HaKJIaJaHHsIM KBajli(hiKOBaHOTO €JIEKTPOHHOTO ITi IITUCY.

4.20.6. Slkmio MOKYMEHT Wijjsrae MOBEPHEHHIO, BH3HAYAETHCS JeTaIbHUM
NOPSIIOK BUKOHAHHS JOKyMeHTa ab0 YTOUHIOIOTBHCS BHKOHABIl, PE3OJIOIS MOXe
odopMIIATHCS Ha OKpPeMHX apKyliax abo crhemialbHAX OlaHKaxX i3 3a3HA4YeHHIM
peecTpalifHOro iHJeKCy Ta aTH JOKYMEHTa, SIKOI0 BOHA CTOCYEThes (noaTok 21).

4.21. Tupa:xxyBanHsi (KONIIOBAHHS) JOKYMEHTIB

4.21.1. HeoOximHicTh THpaxxyBaHHS (KOIIIIOBAHHS) OKPEMHX JOKYMEHTIB
BHA3HAYA€ThCS KePiBHUKAMH CTPYKTYPHHUX TTiAPO3ILTIB.

4.21.2. 'V CTpyKTYypHHX MiIpo3[ijiax BiOyBA€ThCS KOITIIOBAHHS JIUIIE
CIy>kOOBHUX JOKYMEHTIB 1 MaTepiaiiB, Oe3locepelHbO IMOB‘SI3aHUX 3 iSUTBHICTIO
KuiBpaamu.

TupaxyBanHs (KoImifoBaHHS) O1aHKIB 3a00POHSIETHCA.

421.3. TupaxyBaHHs (KOIIIOBAaHHS) BENMKHX 3a 00CATOM JOKYMEHTIB
3[1ACHIOETBCA 0cO00I0, BIAMIOBIAANBHOIO 3a THpaXxyBaHHs (y Bifiii opraisamiiHo-
JOKYMEHTAJIBHOrO 3a0e3nedeHHs AisuibHOCTI KuiBChKOi MichKOi pamul ympaBiTiHHS
OpraHi3allifHOrO Ta JOKyMEHTalIbHOTo 3abe3meueHHs isuibHOCTI KuiBpamu), 3a
TaKUMH TIPaBUIIaMH:

- JUIsl BUKOHaHHS POOIT HE B KOJIbOPI BUKOHABEIb 3aIllOBHIOE CIIELliabHUN
KypHaJ 001Ky KOTIIOBAJILHUX pOOiT;

- JUI1l BHUKOHAHHS KOIIOBAbHUX pOOIT B KOJNBOpPI BHKOHABEIb 3aITOBHIOE
3aMOBJIEHHS, K€ IMIAIUCY€ KePIBHUK CTPYKTYPHOTO HiApo3 iy (HoaaTok 22);
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- IOKYMEHTH Ha THpPaXyBaHHsS (KOIIOBAaHHS) IEpeNaloThCs [0 BiAMUTY
opraHizariifHo-qoKyMeHTalIbHOTO 3abe3mneueHHs AisibHOCTI KuiBCchKOi MicChKO1 paau
YIpPaBIiHHA OpraHizalifHOro Ta JOKyMEHTAJbHOro 3abe3ledyeHHs isIbHOCTI
KuiBpamu, nmpu 1[bOMY 3aMOBJICHHIO IPUCBOIOETHCSI HOMEP, 3a3HAYA€ThCs J1aTa Horo
repeiadi, BCTAHOBIIIOETHCSI TEPMiH BUKOHAHHS 3aMOBJICHHS,

- 3aMOBJICHHS PEECTPYETHCS Y CHEIlalIbHOMY >KypHaJli 0OJIiKy KOIilOBaJbHUX
poOiT (momatok 23).

ITig yac ofep)kaHHS BiATHPa)KOBAHOTO HOKYMEHTa 0coba, sika HOro OfEepiKye,
pPO3MUCYETHhCST B OKypHalli OOJIKY KOIIIOBaJBbHUX pOOIT 13 3a3HaUEHHSAM JaTH
OJIep>KaHHs; OPUTIHAIN JOKYMEHTIB ITiCJIsl BUTOTOBJIGHHS 3 HUX KOIIIN TOBEPTAIOTHCS
32 HAJIeXKHICTIO.

4.22. CkanyBaHHSI IOKYMEHTIB

4.22.1. CkaHyBaHHIO IMiJUISITAIOTh BCl BXiJHI Ta BHYTpIIIHI TOKYMEHTH, SIKI
CKJIalaloTh JOKyMeHTooOir y KuiBpani, a TakoXX BHXiJHI ZOKYMEHTH 3a IiJIUCOM
KuiBcbKOro MichbKOro TOJIOBH, 3aCTyIIHHKA MICBKOTO rojioBU — cekperaps KuiBpanwy,
KEPYIOUOro CIpaBaMH Ta roJIiB MOCTIHHIX KOMiCiH.

5. HigroroBka, ckjagaHHs Ta opopMJIeHHS IeIKMX BHAIB I0OKYMEHTIB
5.1. IlinroToBKa, cKAaJaHHsA Ta 0OPMJICHHS NPOTOKOJIB MOCTIHHNX
KoMicili Ta po6ounx rpyn, CTBOPEeHHX NOCTIHHUMH KOMicCisiIMH

5.1.1. 3a pesyapTaTamMu OIPAIIOBaHHs IMUTaHb IMMOCTIHHI KOMICil OiIbIIICTIO
rOJIOCIB BiJl 3arajpbHOTO CKJIaJy IIOCTiHHOI KOMicCii NpuUiiMarOTh BUCHOBKHU 1
peKOMEeH/Iallil, [0 BUKJIAJAIOThCS y MPOTOKOJII 3aCiIaHHs MOCTIHHOT KoMicii.

OdopMneHHs NPOTOKOJIB 3aciiaHb IOCTIMHUX KOMICIH 3AiMCHIOETHCS
BigmoBimHO mo BuMOr Permamenty KwuiBcbkoi michkoi pamu Ta IlomoskeHHs mpo
nocTiiHi komicii KuiBcekoi Michkoi panu i miel [HcTpyxkiii.

YcHa 3asBa mpo KOHGUIKT iHTepeciB aemyrata KwuiBpaau 3aHOCHUTBCS [0
IIPOTOKOJIy 3acCiflaHHs TOCTIMHOI KOMicii, a MUCbMOBa — NOAAETHCS IO TPOTOKOIY
3acijaHHs SIK JOJIATOK.

Jlo IpOTOKOIYy HOJAEThCsl OKpeMa IyMKa 4jieHa MOCTiMHOI KoMicii, sSIKui He
HOTOJKYETHCS 3 pe3yJbTaTaMU I'OJIOCYBaHHS, SKIIO BOHA OyJia HajaHa y ITMCHMOBIMH
dopmi.

5.1.2. Y npotokodi 3acifaHHsl HOCTiHHOI KoMicii ¢ikcyeTses iHMOpMaLis mpo
X1l TpOBEJIeHHS 3aciaHHs, e 3a3HAYAI0ThCS:

1) HOMep mpoToKoITy, AaTa, Yac i Micle MPOBeIeHHS 3aciJaHH;

2) mpi3BHIEe Ta BJIACHE iM’S TOJIOBYIOUOTO Ha 3acifaHHi, CIIMCOK YJICHIB
IIOCTIMHOT KOMICil, MPUCYTHIX Ha 3aciJJaHHi, CIUCOK MPHUCYTHIX Ha 3aCilaHHi;

3) nopsloK AeHHUH 3aciTaHHS;

4) pO3rNISIHYTI MUTAHHA MOPSAAKY ASHHOTO i3 CIMCcKoM JemnyTatiB KuiBpanu, a
TaKOX IPUCYTHIX OCi0, sIKi BUCTYNHJIIU MiJ 4yac 0OroBOpEeHHS ITUTaHb,

5) pe3yabpTaTH rOJIOCYBaHHS 3 ITUTAHb MOPSIKY ASHHOIO;

6) NpUHHSITI peKOMeH/allil, BACHOBKH Ta iHIII pillleHHS IOCTIHHOT KOMicil.

5.1.3. IIpoTOKOMM HYMEpPYIOTHCA y XPOHOJIOTIYHOMY NOPSJKY apaOChKUMHU
b pamu.
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Hywmepariiss mpoTOKoIiB MOCTiIHHOI KOMICil IOYMHAETHCS 3 MOYATKYy KOXKHOI'O
KaJIeHJIapHOTO0 POKY Ta B HOBOMY CKJIMKaHHI. IlepmmmM 3a3HavaeThCsi MOPSIKOBUIA
HOMEp MPOTOKONY Yy KaJeHIapHOMY pOIli, a yepe3 Ipi0 3a3HAYaeThCS MOPSIKOBHIM
HOMEp MPOTOKOIY y CKJIMKAHHI.

JlaToro MpoTOKONIy € JaTa MpOBEACHHS 3acifmaHHs. SIKIO 3acifaHHs TPUBAJO
KiJIbKa JIHIB, TO Yepe3 THpe 3a3HaYalOThCs NEepIINH 1 OCTaHHIM NeHb 3aciaHHs.

5.1.4. TeKkCT NpOTOKOILY CKJIAJAETHCS 3 BCTYIIHOI Ta OCHOBHOI YaCTHH.

VY BCTynHIN YacTHHI MPOTOKOITY 3a3HAYAIOTHCS:

- HOMep MPOTOKOITY, [aTa, 4ac i Miclle IPOBeICHHS 3acCiaHHs;

- YUCEILHUN CKJIa ITOCTINHOI KOMICIT;

- y TaOJIMYHOMY BHUIJISANI - MPI3BUINE Ta BJacHE iM’sl TOJOBYIOYOro Ha
3acijaHHi, Mpi3BHINA Ta BJAcHI iMEHa 3acTYMHHUKIB TOJIOBM IOCTiHHOI KoMicii,
CeKpeTapsi, CIIMCOK YJIEHIB IIOCTIHHOT KOMicCil, MPUCYTHIX Ha 3acifaHHi,

- KUJIBKICTDh 4JIEHIB ITOCTIMHOI KOMICii, BIICyTHIX Ha 3acifiaHHi MOCTiiHOI
KOMICii, 13 3a3HaUEHHSIM IPi3BUII T BIACHUX IMEH;

- y TaOJIMIHOMY BHUIJISJIL - 3aIIPOLICH] Ta IPUCYTHI Ha 3acilaHHi MOCTIHHOT
KOMicil i3 3a3HaYeHHSIM I10Caj] Ta y pa3i MoTpedu HaliMeHyBaHb yCTAHOB;

- NOPSAZOK JEHHUH — IepeliK MNUTaHb, PO3MIIIEHUX Y MOpAAKYy IX
3HAYyI[ocTi a0o 3a HampsMaMHu BiAMOBIAHO A0 (QYHKIIOHATBHOI CIPSIMOBAHOCTI
mocTiiiHoI KoMmicil 13 3a3HaYeHHSIM JOIOBiJlaya 3 KOYKHOTO MUTAHHS;

- MUTAHHA, BUHECEH] Ha PO3TIISAL 3 TOJIOCY, 3 pe3yJbTaTaMH Ir'oJIOCYBaHHS
1010 BKIIFOUEHHS JI0 MOPSIIKY JEHHOTO.

5.1.5. CnoBa «Ilopsinok meHHUI» APYKYIOThCs 6e3 BiCTYIy Bil MeXi JIiBOro
T0JIs1, ITICJISL HUX CTaBUTHCS JIBOKpAIKa.

CnoBa «IlutaHHs, BUHECEHI Ha PO3IJISLA 3 IOJIOCY» APYKYIOThCS 0e3 BiACTYILy
BiJl MEXI1 JTIBOTO IIOJIsI, ITiCJISI HUX CTaBUTHCS JBOKpAIIKA.

CroBa «CIIYXAJIAY, «BUCTVYITAJIN», «BUPILIMNJIN»,
«[TPOI'OJIOCYBAJIN» npyKyloTbCs BENMKHMH JIITE€paMH 3 HOBOTO psfka 0e3
BIZICTYITy Bill MeXIi JIIBOTO IOJISI, & IICJs HUX CTaBUTHCSA ABOKpamka. BiamoBimHwid
TEKCT MUILIETHCS 3 HOBOT'O PsI/iKa 3 BEJIUKOI OYKBH.

VY poznimi «llutaHHs, BUHECEHI Ha po3risif 3 Trojocy» cioBo «CIIYXAJIN»
IUILIETHCS B OJHOMY PSIKY 3 HU(POIO, 10 M03HAYAE MOPSIOK IMUTaHHS (HACTYITHE 32
OCTaHHIM HOMEpOM Yy TOpSAKY AeHHOMYy a0 HacTymHe Y BIANOBIAHIA YacTHHI,
PO3.ii, MiAPO3MAL, sIKi BU3HAYAIOTECS NUdpaMu depe3 Kpanky (Hampukiaam: 209.1),
IiCJIsl HBOTO CTaBUTHCS ABOKparnka. [Ipi3Buine Ta BaacHe iM’s JoMoBiaya HeoOXiqHO
IUCaTH 3 HOBOTO PsAKa B HA3MBHOMY BiAMIHKY. Jlaii BUKIIaa€ThCsl TEKCT BUCTYITY Y
TpeTiit 0cobi OTHUHHU.

Ilicnst cnoBa «BUCTVYITMJIM» 3 HOBoro psjika B HA3WBHOMY BIIMIiHKY
3a3HAa4YalOThCs] IPI3BUIIA Ta BIACHI IME@HA TPETiX 0cib, sIKi B3SJTH y4acTh B 00rOBOpEHH
TUTAHHS.

ITicnst cnoa « BUPIIIINIINY dikcyeThest MPUHHATE PIillIEHHS IIO0J0 BKIIOYEHHS
110 TIPOEKTY MOPSAKY JIEHHOT'O O3BYYEHOTO JIOTIOBifauyeM MUTaHHS.

ITicns cnoBa «['OJIOCYBAJIM» 3a3HayaroTbCs CIIOBa «3a», «IPOTH»,
«YTPUMAJIUChY», «HE TOJIOCYBAJIM» Ta 4epe3 THpe MU(DPOI0 3a3HAYAETHCA KIJIbKICTD
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YJIeHIB MOCTIHHOI KoMicii, MPUCYTHIX Ha 3acifjaHHi, BIANOBIAHO OO pe3yJbTATiB
rOJIOCYBaHHSI.

[Ticns ciosa «I"OJIOCYBAJIN» 3a pe3ynbraTaMu rojioCyBaHHS HarliBXKUPHUM
KypPCHUBOM 3a3HAYa€ThCs: « PiutenHs nputinamoy ado « Piulenns ne npuiiHamo».

ITicns BU3HA4YeHHsI MMHUTaHb, BHECEHUX 3 TOJIOCY, B IPOTOKOJI 3aciaHHS
nocrifinol xowmicii cinoBamu «CJIIYXAJIN», «BUPIIIWIIN», «["OJIOCYBAJIN»
(ikcyeTbcs MPOIMO3HULlis TOJOBYIOUOTO IIOJO 3aTBEPKEHHS MOPSAAKY AEHHOTO B
IioMYy.

OcHOBHa 4YacTHHA MPOTOKOJY MOYMHAEThCS 31 clliB «Po3rian (06roBopeHHs)
MUTaHb TTOPSIIKY IEHHOTO» Ta CKJIAJAa€ThCs 3 TUTaHb, Ki MAIOTh BiJIIOBIIaTH ITyHKTaM
HOPSIAKY JCHHOTO 1 HYMEpPYIOThCSA apaOChKuMu Iudpamu. Y pasi HeoOXiZHOCTI
GOPMYIOTBCS PO3IIAM Ta MigPO3IiIH, SKi BU3HAYAIOTHCS HUPpPaMU depe3 Kparky
(manpuxman «12.1.», «12.1.1.»).

[luTaHHS y IPOTOKOJI MOYMHAIOTHCS 3 MIOPSAKOBOrO HOMepa, KU BiATIOBIIA€
MYHKTY TOPSAKY JeHHoro, 3 mpuiMeHHuKa «IIpo» (Hampukmnam: 2. Ilpo posrmsia
POEKTY pillieHHs.... 3. [Ipo po3ryisg MiceBol iHiI[iaTUBH. .. TOILIO).

[Ticns BUKIaAeHHS TMTaHHS 3 HOBOTO pssika nuieTbes ciioBo « CJIY XAJIN» ta
3 HOBOT'O psITKa B HAa3WBHOMY BiJIMiHKY HEOOXiJHO MHUCATH Ipi3BHUIIE, BIacCHE iMs
JIOTIOBITava.

[Ticns cnoBa «BUCTYIINJIM» B Ha3UBHOMY BiAMIHKY 3a3Ha4YarOTELCS MPI3BHILA
Ta BJIaCHE IM’ 5 TPEeTiX 0cib, sIKi B3sUIM y4acTh B OOTOBOPEHHI IIUTaHHS.

[Ticns cnoBa « BUPILLINIIN» dikcyeTbes npuitHaTe (a00 He MPUITHATE ) PillIeHHS
3 0OroBOpPEHOr0 MHTAHHS IMOPSJKY IEHHOTO. Y pasi po3msny MNPOEKTY PpillleHHS
KuiBpanu abo mpoekTy po3nopsipkeHHsT BUKoHaBuoro oprany KuiBpamum (KuiBcbkoil
MICBKOI JepXaBHOI aaMiHicTpalii) ¢ikcyeTbecss OfHEe 3 pillleHb, IepeadadeHux
crartaMud 16 Ta 30 Permamenty KwuiBcbkoi Mmichkoi pamu. Pimenus mae OyTH
KOHKPETHHM 1 BKJIFOUATH CKJIJ[OBi, 1110 BIANOBIAAIOTH HA TaKi 3allUTaHHS: KOMY, IO
3poOUTH 1 B IKMM CTpOK. PilieHHs, 1110 MICTATh KiJlbKa MUTaHb, OAUIIOTh HA ITyHKTH
Ta MiJIMYHKTH, SKi HyMepylOTbcs apaOChkuMu mudpamu. [TiAMyHKTH HYMEpYIOThCS
U paMu 3 Iy>KKO¥O.

PesynpraTu romocyBaHHS QikcyroThesi micis crnoBa  «['OJIOCYBAIJIN»
CIIOBaMH «3a», KIIPOTHY», KYTPUMAIIUCHY Ta «He royocyBain». [licias HuX depes THpe
U POIO 3a3HAYAETHCS KIIBKICTh WISHIB IMOCTiHHOI KOMicii, IPpUCYTHIX Ha 3acigaHHi,
BiZINIOBITHO O pe3yJIbTaTiB rojOCyBaHHS.

ITicns cinoBa «I"OJIOCYBAJIN» 3a pe3yipTaTaMH TOJIOCYBaHHS 3 KOXKHOTO
IIUTAHHS [OPAJKY JIEHHOTO Ta MUTaHb, BHECEHUX 3 I'OJIOCY, HAIiBXXHPHUM KYpPCHBOM
3a3HAvaEThCs: « Piutenns nputinamoy abo « Piuiennsa ne nputinamo».

Skmo pimeHHs He HaOpajgo HeoOXiMHOI KiJBKOCTI rOJIOCIB, 3aMiCTh CIIOBa
«BHUPIIINJIM» BxuBatu cnoBa «I'OJIOCYBAJIM 3a» (BkazyeThcs, fKa came
IPONO3MIls CTaBWUJach Ha ToJIoCyBaHHs), nam micng ciniB «PE3YJIbTATHU
I'OJIOCYBAHHA» a6o <«ITPOI'OJIOCYBAJIM» cnoBaMu  «3a», «IIPOTHY,
«yTPUMAIIUCh) Ta «HE IOJIOCYBaN» QiKCYIOThCS Pe3yIbTaTH IOJIOCYBaHHS.

5.1.6. Sk1no 3acimaHHs TpUBANO KilbKa HIiB, TO MIC/IS MATaHb, PO3IIISIHYTHX 3a
OJIUH JIeHb Ta 3a3Ha4YeHUX Y IPOTOKOJI, POOUTECS BiIMITKa IIPO MEPEPBY B 3acigaHHi
Ta J1aTy, Ha SIKy 3allJTAaHOBAHO MPOJIOBXKEHHS 3aCiJaHHS.
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[TutanHs, SKi PO3IVIANAIOTHCS INCHS IIEpepBH B 3acifiaHHi, Y IIPOTOKOJI
(GIKCYOTBCS TOUMHAIOYN 3 BCTYITHOI YACTHHH Ta MPOJOBXKYIOTHCS OCHOBHOIO.

5.1.7. IlpoTokoiu 3aciiaHb MOCTIHHOT KOMICIi Ta BUTSATH 3 MPOTOKOJIIB 3aCiIaHb
HocCTiHOT KoMicii OOPMITIOIOTECS MPOTATrOM I'ATU poOOYHMX IHIB 3 ITHS 3acCiTaHHs
MOCTIHHOT KOMicii Ta MiAIMKUCYIOTHCS TOJIOBOIO BiAMOBIAHOI KOMICIT i cexpeTapem. Y
pasi BiICyTHOCTI TOJIOBH ITOCTiHHOT KOoMicii 200 HEMOXXJIMBOCTI BUKOHAHHS HUM CBOIX
00O0B'SI3KiB IMIPOTOKOJI IMiAMUCYETHCS MEPIIUM 3aCTYITHUKOM, 3aCTYITHUKOM I'OJIOBH, a Y
pasi iX BIICYTHOCTI - WIEHOM ITOCTIHHOI KOMicii, III0 TOJIOBYBaB Ha 3acifaHHi. Y pasi
BIZICYTHOCTI ceKpeTapsi oCTiHHOI KoMicil a00 HEMOXIIMBOCTI BUKOHAHHS HUM CBOIX
000B'sI3KIB [TPOTOKOJI MiAMUCY€ETHCS MEPIIUM 3aCTYIIHUKOM, 3aCTYITHUKOM TOJIOBH, @ B
pasi iX BIJICYTHOCTI - BA3HAYEHHUM ITOCTIHHOIO KOMICIEO YWIEHOM MOCTIHHOIT KOMicil.

Butsara 3 mpoToKoJy 3aciiaHHs MOCTIMHOI KOMICil TOTYIOThCS MpalliBHUKOM
CTPYKTYPHOrO MiApo3finy, Imo 3abe3nedye MisUIbHICTH IMOCTIHHOI KoMicii, miciis
O(POpPMIICHHST B YCTAHOBJICHOMY IIOPSAJKY BIiANOBIJHOIO IIPOTOKOJY 3acilaHHS.
[lignucaHi BUTSTH peeCTPYIOTHCS Ta HAPABISIOTHCS afpecaTaM.

[Iporokon cmiibHOrO 3acifaHHs TOCTIMHMX KOMICIH Ta BHUTSITH 3 IBOTO
IIPOTOKOJIy, SIKi TOTye 3a JOPYYCHHSM KEpiBHUKA CTPYKTYPHOTO IIiIPO3ILTY
MpaliBHUK, 10 3a0e3nevye MisIbHICTh MOCTIHHOT KOMICIT, MiAMUCYIOTHCS B MOPSIIKY,
Bu3HaueHoMy [lomoxeHHsiM Tipo TmocTiiHI Kowmicii KwuiBcekoi Mickkoi paju.
OdopmileHHS TIPOTOKOJIIB CIUIBHMX 3acilaHb MOCTIHHHX KOMICIH 3IifiCHIOETHCS
BIANOBIIHO 0 BUMoOr Periamenty KwuiBcbkoi Michkoi pamu Ta IlosokeHHs Ipo
nocTiiHi koMicii KuiBcbkoi Micbkol pajiu.

Ha xoHIi#t cTOpiHLI TPOTOKONY MPOCTABISETHCA MiANUC TOJOBH IOCTIHHOT
KoMicii, a B pasi Horo Biz[cyTHOCTi - MEpIIOro 3acTYIHHUKA, 3aCTyITHHUKa TOJIOBH,
IHIIIOr0 wWiIeHa IMOCTIHHOI KOMicii, 1[0 TOJIOBYBaB Ha Bl,[[HOBl}:[HOMy 3acifaHHi, abo
ceKpeTaps MOCTIHHOT KOMicil.

3aMiCTh IIPOCTaBJICHHS 3a3HAUEHUX MIAMNHUCIB Ha KOXHINA CTOPIHIN MPOTOKOJY
JIOITyCKAEThCSl MPOIIUTTS MPOTOKOJIy 3acilaHHs IOCTIMHOI Kowmicii y cmoci6, Imo
YHEMOXJIMBIIIOE PO3'€THAHHS MOTO CTOPiHOK 0e3 mopymieHHs IijgicHocTi. B Takomy
pasi Ha IPOIIUTOMY MTPOTOKOJII POOUTHCS HAIKC OO KiTBKOCTI MPOIIUTHX CTOPIHOK
Ta MPOCTABJIAETHCS MiMUC T'OJOBU MOCTIHHOI KOMICii, a B pa3i Horo BiCYTHOCTI -
IIEPLIOro 3acTyIHMKA, 3aCTyIHHKA TOJIOBH, IHIIOIO WieHa MOCTiIHHOI KoMicii, o
roJIOBYBaB Ha BiJIIOBIHOMY 3acifiaHHi, a00 ceKpeTapsl MOCTIHHOT KOMicii.

Komii mporokoiiB mocTifHUX Kowiciii abo Kormii BHUTATIB 3 HUX 3acBimuye
nevaTkoro cekperapiaty KuiBpaau (HerepboBoro) rojgoBa abo cekperap MOCTiHHOL
KOMIcil YU B pa3i HeoOXITHOCTI KOMii MPOTOKOJY 3acigaHHs MOCTiiHOI KoMicil (Kol
BUTATY 3 HBOT'0) TOTIEPEIHBOTO CKIMKAHHS 3aCBiUy€ 3aCTYIMHUK MiCHKOI'O TOJIOBH -
cekperap KuiBpagu abo kepyrouuit cripaBamu.

Ilporokonu 3aciiaHb MOCTIMHOI KoMicii OQOPMITIOIOTECS 3a 3pa3KoM
nonartka 24.

IIporoxon poGouoi rpymu abo JOMOBiAL MiATOTOBYOI TPYIH, YTBOPEHHX
MOCTIHHOIO KOMICi€l0, TOTYy€ 3a JOPYyYeHHSIM KepiBHHKa po6odvoi rpynu, miAroToBYOl
IpYINH YX KEPIBHUKA CTPYKTYPHOIO MiAPO3ALTY MpalliBHUK, [0 3a0e3euye MisIbHICTh
IOCTIHHOI KOMIcCii, SKOIO YTBOPEHO WIATOTOBYY TIpymy ud pobody rpyily.
OdopMIAIOTECS TPOTOKOMM POoOOYMX TPYH BIiJMOBIAHO [0 BUMOI Periamenty
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KuiBcbkoi Micbkoi pazau Ta ITosioxkeHHs mpo nocTiitHi komicii KuiBcbkoi MicbKoi paiu.

BucHoBOoK poGouoi rpyrnu, CTBOPEHOI IOCTIMHOIO  KOMici€ero — Juis
JOOTIPAIFOBaHHS MPOEKTY pillleHHs a00 IHIIMX NMUTaHb, BUKIANAETHCS Y MPOTOKOJI
3acijaHHs POOOYOI IPYIIH, AKHH CKIaa€ThCs BIMOBIAHO O BUMOT, BUSHAYEHUX IS
CKJIaJlaHHs TIPOTOKOJIIB ITOCTIHHUX KOMICiH, Ta JOIY4Ya€eThCS 10 MaTepialliB IIPOEKTIiB
pimeHs. ITpoTokox po6o4oi rpymy, CTBOPEHOI OCTIHHOI KOMICi€l0, MiITHCYE TOJI0Ba
Ta BCl 4WieHH poO0OYoi rpyIy.

[Ipono3uitii miAroToBUOl TpyNH, CTBOPEHOI TMOCTIHHOI KOMICi€w s
JeTaIbHOTO BUBYEHHS ITUTAHHS, [TOJIAI0THCS Ha PO3TJISLA IOCTIMHOT KOMICil y MOBUTBHI
dbopMi Ta MiAMUCYIOTHCS T'OJIOBOIO ITiIMOTOBYOI TPYIIH.

5.2. Cny:x60Bi JucTH

5.2.1. Cnyx060Bi JuCTH CKIamaloTbcsd s oOMiHy iHbopMamiero Mix
yCTaHOBaMU SIK:

- BITIOBIZi IMPO BUKOHAHHS 3aBlaHb, BH3HAYEHWX B aKTaX OpraHiB
JepKaBHOI BIIaJU, TOPYUYSHHIX BHIIUX [TOCaIOBUX OCi0;

- BIJIMTOBI/Ii Ha 3BepHEHHS FOPUIUIHUX 0Ci0, rPOMaICHKIX OpraHizamii 6e3
CTaTyCy IOPUIUYHUX OCiO;

- BIJIMOBIJIi Ha 3allMTH, 3BEpPHEHHS, a TaKOXK KOpecHOHeHIir0 BepxoBHOi
Pamu Yxpainu;

- BIJIMTOBI/Ii HA 3aIIUTH iHIIUX YCTaHOB,

- BIJIMIOBi/Ii HA 3BEPHEHHSI TPOMAJISIH;

- BIIMOBIiI Ha 3amUTH Ha iHQOpMaIlito;

- 1HII[IaTUBHI JIUCTH;

- CYNPOBiJIHI JHUCTH.

5.2.2. Y pa3i HasgBHOCTI IiJACTaB, SKi BU3HAIOTHCS OOIPYHTOBAHUMH IS
crBopeHHs: KwuiBpamoro MOKyMeHTIB y mamepoBi ¢dopwmi, cCiry>x00BUE JIHCT
odopMisieTbess Ha creriasbHOMYy OnaHKy nAns JuctiB ¢opmary A4 (210 x 297
MminiMerpiB) (momatok 13). SIKIIO TEKCT JUCTa HE IIEPEBUINYE CEMH PSIKIB,
BUKOPHUCTOBYIOTH O1aHK opmary AS (210 x 148 misimeTpiB).

Cnyx6oBuif nucT B eJeKTpoHHIH dopmi odopmiroeTscss Ha OJaHKY,
aBromMaTU4HO 3reHepoanomy B CEJ[ ACKO/I.

5.2.3. Jluct Mae Taki pekBi3UTH: AaTa, peecTpalliiHui iHJeKC, MOCUIaHHI Ha
peecTpauiiHUM iHOEKC i JaTy MOKyMEHTa, Ha SKHU JaeThCs BiAMOBiAb, agpecar,
3aroJIoBOK 10 TEKCTY, TeKCT, ocoOucTe 3BepHEHHs (y pa3i motpedu), BigMiTKa Ipo
HasBHICTb JOAATKIB (y pa3i moTpeOu), minuc, BiIMiTKa PO BUKOHABI.

Haroro nrcra € nqata #oro miANKUCaHH:, sika Mae 30iraTucs i3 1aTor peecTparril
BUX1/IHOT KOPeCIIOHeHIIil Y ci1yk0i iJ0BOACTBA.

5.2.4. Jluct, opopmienuii Ha Omanky ¢opmary A4 (210 x 297 miniMeTpiB),
IIOBUHEH MAaTH 3arojIOBOK 0 TEKCTY, 1110 BiAMOBiae Ha 3alMUTaHHS «IIPOo H07». SIKII0
y JOKYMEHTI HJIEThCS PO KiJIbKA MUTAHb, 3ar0JIOBOK MOXKe OYTH y3aralbHEHHM.

Y pasi ckiiaiaHHs JOKyMeHTa Ha OCHOBI yHi(ikoBaHOT hopMHU 1ocTiliHa YacTHHA
3aroJIoBKa, 10 BXOAUTH Y Ha3By (OPMH, JOMOBHIOETHCS 3MIHHOIO iH(OpMaIi€ero, sKa
KOHKPETH3Yy€ HOTO 3MICT.
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5.2.5. TekcT nmokymMeHTa, HagpyKOBaHUI Ha mamepi ¢opmary AS, a Takox
BHYTPILUHI TOKyMeHTH (ciy»O0Bi Ta JOMOBI/IHI 3allMCKU TOLIO) Ta JIUCTH (Hi3MYHUM
ocobam 06csTroM 10 ABOX apKyIIiB JO3BOJISETHCS MOJaBaTH Oe3 3arojioBKa.

5.2.6. Sk nmpaBuio, y JTUCTI HOPYLIY€ETHCSA OJHE TUTAHHS.

Texcr mucTa BUKIIaAAa€ThCS BiJl TEPIIOi 0COOU MHOXXWUHY 3 BUKOPUCTAHHSIM CITiB!
«IIPOCUMO TOBIIOMHUTH. . .», «PO3’ICHIOEMO, LI0...» ad0 BiJl TPEThOI 0COOH OIHUHU —
«KuiBpana iHdopmye...», «ypaBIiHHA BBaXa€ 3a JOLIBHE).

Sximo nucr ckiameHo Ha OJaHKY MOCafoBOi 0COOH, TEKCT BHKJIANAETHCS Bij
nepuIol 0coOu OJHUHU — IIPOILY...», KIIPOMOHYIO...».

Cny»00BIi JTUCTH I AMMUCYIOTHCS BIAMOBIAHO 10 TiApo3 ity 4.14 miel [HcTpykiii.
I'ep6oBOIO MEeYaTKOIO 3aCBiAUYIOTECS JIHIIE TaPAHTIHHI JIUCTH.

5.2.7. Cnyxx0oBuii JUCT y TanepoBiit GpopMi Bidye MpalliBHUK, SKHH CTBOPHB
JIOKYMEHT, KepIBHHK CTPYKTYpPHOTO MiApO3Iily, y pa3i morpebu (SKIIO B JIUCTI
HOPYIIYIOTHCS BaXCUIMBI Ta IPUHIMIIOBI MUTAHHS) - KEPIBHUKHU 3aiHTEPeCOBaHUX
CTPYKTYPHHX IiIPO3/ILITIB.

5.3.8. 3a MiAroTOBIIEHHUH MPOEKT eJIEKTPOHHOTO JOKYMEHTa BiAMOBiTaIbHUM €
aBTOp JOKYMEHTA.

3a opranizallifo BUKOHaHHS €JIEKTPOHHOI'O JOKYMEHTa BiAMOBiZalOTh 0COOH,
3a3Ha4ueHl B €JIeKTPOHHIN Pe30IIIOLIii.

IlinroToBKa MPOEKTy eNeKTPOHHOTO NOKYMEHTa 3MiHCHIOETECS 3 YpaxXyBaHHIM
TaKUX BUMOT:

- IPOEKT eJIEKTPOHHOTO IOKyMeHTa roTyerhes oro apropom B CEJI ACKO/I;

-y pa3i HasBHOCTI CYNpPOBITHMX MaTepiayiB 0 MPOEKTY eJIEKTPOHHOTI'O
IOKYMEHTa BOHHU JIOJAIOTHCS O MPOEKTY ENeKTPOHHOro JOKYMEHTa BHKIIIOYHO B
eJIEKTpOHHIM QopMmi (30kpema TabnuyHi Ta rpadiudHi wMatepiamy, QoTokormii
JOKyMEHTIB, 3aBaHTaXeHi y cHcTeMy y ¢aitiax ¢opMaTiB, BU3HAYEHHX aKTaMU
3aKOHO/IaBCTBA);

- BHECEHHS JI0 [TPOEKTY eJIeKTPOHHOI'0 JOKYMEHTa MMOCHIIaHHs Ha JOKYMEHT(H),
Ha BUKOHAHHS SIKOTO(MX) CTBOPEHO BiAMOBIIHUI POCKT;

- BHECEHHS] [0 KapTKA B aBTOMAaTH30BaHOMY pEXHMi iHIEKCY CIIpaBU 3a
HOMEHKJIATypOIO CIpaB, A0 SKOI BiTHOCUTHCS €JNEKTPOHHHUK JOKYMEHT, IO
CTBOPIOETHCS;

-3a3Ha4eHHs1 O0OB’SI3KOBOTO CTaTyCy IpH3Ha4YeHHs NpoekTy (iHilliaTWBHHI,
iHpopMaliifHuH, MpoMiXKHA BiAIOBiAb, MONAHHS PO 3MiHY CTPOKY, 3allUT Ha
IOAATKOBY iH(OpPMaIlit0, OCTaATOUYHE BUKOHAHHS);

- GopMyTIOBaHHS MPOEKTY MOPYYEHHS A0 NOKYMEHTa 3IIHCHIOETBCS Y TEKCTi
JIOKYMEHTa, [0 SIKOTO IUIaHY€TbCS BUJAHHS BIANOBITHOTO JOpPYYeHHS, y Gopmi
KOHKPETHOI'O 3aBJaHHS i3 3a3HA4YeHHSIM CTPOKY HOro BHKOHAHHS T4 BHKOHABIIIB,
HaNpHKIaL: ToJIoBaM IOCTIMHHUX KOMICil; KepiBHMKaM CTPYKTYpHHX IIiJpO3/iTiB
TOILIO;

- hopMyBaHH$ IepelliKy IOro/DKyBadiB Ta MiAMUCYBaviB y KapTiii.

5.3. {onoBigHa Ta cayx00Ba 3aNUCKH

5.3.1. lonoBi/iHa 3am1cKa 3aCTYITHUKY MiCBKOTO TOJIOBH - ceKkpeTtapio KuiBpay,
KEpyr4oMy cIpaBaMd a00 KepiBHHKY CaMOCTIHHOTO CTPYKTYPHOIO MigpO3IiTy
TOTY€TBCS JJI IIOJaHHS BHCHOBKIB Ta MPOMO3UIIH OO BHUpIIIEHHS ITHTAHHSI,
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iHpOpMyBaHHSI MPO pe3yJIbTaTH BUKOHAHHS PoOOTHM abo cuTyallilo, IO CKianacs.
®opma IOIMOBIAHOI 3alMCKU HaBeJleHa Y OOATKy 25.

5.3.2. JlonoBigHy 3anucKy KePiBHUKY CaMOCTIHHOTO CTPYKTYPHOTO IiIpO3/IiTy
mianucye i aBTOp, a 3acTyIHHKY MICBKOrO ToOJIoBH - cekperapro KuiBpamw,
KepYIOUOMY CITpaBaMH — KEPiBHUK CAMOCTIHHOTO CTPYKTYPHOTO IiAPO3IiTY.

JlaToro moroBigHOT 3aIMUCKH € fAaTa il CKIaJaHHs Ta ITiIITHCAHHS.

5.3.3. Ciayx6oBa 3amucka — JOKyMEHT BHYTPILIHBOTO JIICTYBaHHS 3 NHUTaHb
MaTepialbHO-TeXHIYHOTO, IH(GOpPMaIiHHOrO, OpraHi3amiifHoro, TIOCIIOAapCHKOTO
3a0e3IeYeHHs TOIIO.

5.4. Indopmauniiini Ta J0BiAKOBI MaTepiain

5.4.1. Indopmariitini, TOBiAKOBI Ta iHIII MaTepianu, B TOMY YHCII 3asBU Ta
3BEpHEHHS, NpU3HAuUeHI IJig MOIIMPEHHS Ha IUIeHapHUX 3acimaHHsx KuiBpagu 3a
iHiniatuBoro gmemytara KwuiBpamm, pemytaTchkuxX ¢pakuii KwuiBpamu Toimo,
TUPAXYIOTbCSI Y BCTAHOBJICHOMY IIOPAOKY Ta IOLIMPIOIOTECS Cepell JAeIyTaTiB
KuiBpanu ympaBiiHHSIM oOpraHizalifHOro Ta JOKYMEHTAJIBHOTO 3a0e3INedeHHs
nisuteHOCTI KuiBpanm.

5.5. lokymMeHTH PO cayx00Bi BiapsaaKeHHSA

5.5.1. BigpsmkeHHsS mpaliBHUKIB cekperapiaty KwuiBpamm 3milCHIOIOTHCS
BIAMOBIAHO 10 IUTaHy poOGotu. PimeHHs npo ciayx00Bi BigpsIDKeHHs IpuiiMae
3aCTYITHUK MICBKOTI'O rOJIOBH - cekperap KuiBpaau.

Y pa3i BUHUKHEHHs TOTpeOM Yy HaIlpaBlleHHI NpaliBHHKAa ceKpeTapiaTy
KuiBpagu y BiAps/pkeHHs, He mependaueHe IUIaHOM pPOOOTH, KEPiBHHUKOM
CTPYKTYPHOTO MiAPO3AiNy, y SKOMY Ipalfo€ MpalliBHUK, T[OTYETHCS JOIOBIIHA
3allUCKa Ha IM’sl 3acTy[IHHKa MiICBKOTO ToOJIOBH - cekperaps KwuiBpamw, B sKiif
3a3Ha4a€eThCs PO Te, Ky/IH, Ha SIKUH CTPOK, 3 IKOIO METOO BiAPSIKAETHCS IPAIliBHUK.

5.5.2. BiapsimxeHHs 32 KOpIOH 0(pOpMIISIIOTCS PO3IOpsIKeHHIMU KuiBChKOTO
MiCBKOTO I'OJIOBH 3a MIOAaHHIM 3aCTYITHHKa MiCBKOTO FOJIOBH - cekpeTaps KuiBpasu, a
B MeXaxX YKpaiHH — PO3MOPSKEHHSIMH 3aCTyITHUKA MiCBKOTO TOJIOBH - CEKpeTapsi
KuiBpaay 3a IoJlaHHAM KepyK4oro clipaBaMH.

5.5.3. IliAroToBKY MpOEKTy pO3MOPSIKeHHS MpPO BIAPSDKEHHS B MeXax
VkpaiHu 31iHcHIOE KaJpoBa Cily»0a, a Mpo BiPSIKEHHS 32 KOPAOH — YIIPaBIiHHS
MIDKHapOJHUX 3B’s13KiB BUKOHaBYOT0 oprany KuiBpamu (KuiBcekol MickKol iepxaBHOT
aZMiHicTparii).

5.5.4. Sxmo npaniBHUKY cexperapiaTy KuiBpaau Bif 1KIDKAIOTh Y BiAPSIKEHHS
0e3 odopmieHHs y cekperapiari KwiBpagm Ta BukoHaBuomy oprani KwuiBpamu
(KuiBcpkill MichbKil neprkaBHIHN aqMiHicTpallii), BOHH MarOTh 00OB'I3KOBO MOBIOMUTH
IpO 1€ 3aCTYNHUKY MICBKOTO TOJIOBU - cekperapio KwuiBpaau Ta oTpuUMaTH HOro
IMCBMOBY 3r0Jly Ha BUI3]l y BiJIPsIIKCHHSI.

5.5.5. Ilicns moBepHEHHs 3 BiAPSDKEHHS MpalliBHUK cekperapiaty KuiBpamu
roTy€ y TPMACHHHUH TepMiH IIMCHBMOBHIA 3BIT PO BIAPSKEHHS (BUKOHAHHS 3aBIaHHS),
a TaKOXK IoJae 10 OyXraiaTepchKoi CIyKOH 3BIiT IIPO BUKOPUCTAHHS KOIITIB, HAJaHHX
Ha BIIPSIHKESHHS.

5.5.6. KepiBHUKH HiANpUEMCTB, YCTAaHOB Ta OpraHizalliif, 110 3HAXOIATECS Y
nignopsnkyBaHHi KuiBpamay, oQpopMISIOTh BIIpSAIKEHHS 3a MicieM poGoTu. Bonu
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MaloTh 00OB'I3KOBO IOBIJIOMUTH PO i€ 3aCTYIIHUKY MICBKOI'O T'OJIOBU - CEKPETapIo
KuiBpaay ta oTpuMary #0ro MUCbMOBY 3roJly Ha BHi3[l Y BiAPSIKEHHS.
5.6. IlIpoexkTH pimieHb

5.6.1. IligroToBKa MPOEKTIB pPillleHb 10 PO3IIAAY Ha IUIGHAPHHUX 3aciJaHHIX

KuiBpaau 3aiticHIOeThCs BifoBinHO 10 Pernamenty KuiBchkoi MicbKoi paju.
5.7. Pimenns KuiBpaau

5.7.1. Pimenns KuiBpamu oQopMIIsSIOTECS BIANOBIAHO A0 BUMOr PeriaMeHTy
Kuiscpkoi micbkoi pamu. [limmucaHe pilIeHHS peecTPYEThbCs — YNpPaBIiHHAM
opraHizaliiHOro Ta JOKyMEHTaJbHOro 3abe3nedueHHs aAisuibHOocTi KuiBpamm 3
MPUCBOEHHSAM HOMEpa B MeXaxX KaJleHJapHOro pOKy, L0 CKJIAfaeTbcs 3 LU,
BIIOKpEMJIEHMX PHUCKOIO, Hampukian: 554/1558, ne 554 - mnopsakoBuil HoMmep
MUTaHHA, MPUHHATOrO B Mexax cecil KuiBpanu, 1558 - nmopsaakoBuil HoMep MUTAHHS
B MeXax CKJIuKaHHsa KuiBpanu.

5.7.2. Komii pimrens KuiBpaau BUIatOThCS BIANOBIAHO 10 BUMOr Pernamenty
KHuiBCHKOI MiCBKOT pajiv Ta 3aCBiAUYIOTHCS KPYTIJIOK BEJIMKOIO [IeUaTKOIO CeKpeTapiaTy
KuiBpaau yrpaBiiHHAM OpraHizalliiHOrO Ta JOKYMEHTAJbHOIO 3a0e3IeyeHHs
nisutbHOCTi KuiBpaay.

5.8. IlpoToKo0/IbHI J0pYyUYEHHSI

5.8.1. IIpoTokoJibHI TOpYUEHHS 3 IUTaHb, IOPYILIEHUX AenyTraramu KuiBpaau
Ha IUIeHapHUX 3aciganasx KuiBpanu, opopMIIsioThCs B YIIpaBiliHHI OpraHi3aliiHoro
Ta JOKyMEHTaJIbHOTO 3a0e3nedyeHHs aisuibHocTi KniBpaau.

5.8.2. Y mpoTOKOJIBHOMY JOPYYEHHI BKa3yIOTHCS JaTa IUICHAPHOIO 3acilaHHs
KuiBpaay Ta BUKOHABIII.

5.8.3. ITicns HanexxHOro 0(hOpMIICHHS IIPOTOKOJIBHI TOPYyUEHHS NepeaatoThCs Ha
mianuc KuiBcbkkoMy MicbKOMY rojioBi 200 3aCTyIHHKY MICBKOI'O I'OJIOBH - CEKPETapIO
KuiBpaau.

5.8.4. Tlicmst mignucaHHs MPOTOKOJBHI JOPYYEHHs MepenaroTbes JJis
peectpauii, THpa)KyBaHHS Ta BIJNPABIEHHS BHKOHABISIM [0 YIpaBJiHHA
oprasizaliifHoro Ta JoKyMeHTalbHOTro 3a0e3neueHHs AisnbHOoCcTI KuiBpaay.

5.8.5. Ilpo craH BWKOHaHHS [OPYyYeHb Clly’)k0a KOHTPOJIO y pa3i MmoTpedu
1HpOpMyE 3acTyITHUKaA MiCBKOTO IoJIoBH — cekpeTapsi Kuipanu.

5.9. llopsaok miAroTOBKH | BUNYCKY PO3NOPSAXKEHD 3aCTYNIHUKA
MiCbKOI'0 roJioBu — cekperaps KuiBpaaun

5.9.1.1. PosmopsimkeHHs 3acTylIHUKa MICBKOTO TOJIOBH - cekperaps KuiBpaau
(Iani — po3MOPsIKEHHS) BUAAIOTHCS K PIllICHHs] OpraHi3aliiiHO-pO3MOpsadoro 4u
HOPMATHUBHO-IIPABOBOI'0 XapakTepy. 3a 3MICTOM YIIPaBIiHCHKOI il pO3MOPSIHKeHHS
BUJAIOTBCSI 3 OCHOBHOI [iSUTBHOCTI, 3 0COOOBOro CKJIamy, 3 aIMiHICTPaTUBHO—
rOCIONAPCHhKUX MTUTaHb.

5.9.1.2. TlpoexTu po3MOpSKEHb 3 OCHOBHOI [isJIBHOCTI, aIMiHiCTPaTHBHO-
rOCIOJAPChKUX IMTaHb TOTYIOTH 1 BHOCSTH CTPYKTYPHI MiApO3MiNM Ha IiJCTaBi
JOpYYeHb 3aCTYITHHKA MICHKOT0 TOJIOBHU — cekpeTapst KuiBpaju, kepyrodoro cripaBamu
a0o0 3a BJIaCHO] 1HILIaTHUBH.
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[TpoekTy po3MOpPSHKEHD 3 KaJpOBUX IMUTaHb (0COO0BOro CKJIaly) FOTy€E BT
KaJpoBOi po0OTH Ta 3 MUTAHb CIY)XOM B OpraHax MICLIEBOIO CaMOBpsIyBaHHS Ha
HifCTaBl JOPYyYeHb 3aCTYITHHKA MICBKOr0 rojloBH — cekperapsi Kuispanu, ciryx00BuX
3aIMCOK KEPIBHHMKIB CTPYKTYPHHX TiJIpO3ALIIB, 3asiB IPALiBHUKIB, TPYNOBHX
JIOTOBOPIB Ta HIIMX JOKYMEHTIB.

5.9.1.3. Tlepenik po3MOpsKEHb 3aCTYNHHKA MICBKOIO T'OJIOBU — CEeKpeTaps
KuiBpaau, siKi roTylOTbCS Ta IMOTOUKYIOTbCS B €JIEKTPOHHIM 4M maneposidt opwmi
BU3HAYAIOTHCSA OKPEMUM PO3TIOPSDKEHHSIM 3aCTYITHIKA MiCHKOT'0 I'OJIOBU — CEKpeTaps]
Kuispagu.

[ToromkeHHsT MPOEKTIB PO3MOPSKEHb 3aCTy[IHHMKA MICBKOTO TOJIOBH —
cekpetapss KuiBpaau B eneKTpoHHIH GopMi 3[iHCHIOETbCS BIMOBIIHO 10 3aralbHUX
BUMOT ITIIFOTOBKK Ta MOTOIKEHHS IMPOEKTIB €IEKTPOHHUX TOKYMEHTIB, BU3HAUYEHUX
y mpoMy posnini IHcTpykiii, Ha OnaHKy, II0 aBTOMaTH4YHO reHepyerbcsi B CEJL
ACKO/I.

5.9.1.4. IlpoekTr pO3MOPSKEHb 3 OCHOBHOI AISUIBHOCTI, 3 aAMIHICTPATUBHO-
rOCMOJapPChbKUX MHUTaHb Ta JOJATKU IO HUX Y pasi MiATOTOBKU y Haneposid ¢opmi
Bi3yIOTb MPALliBHUK, IKHI CTBOPUB JOKYMEHT, KEPIBHUK CTPYKTYPHOI'O MiJpO3ALIY, B
SIKOMY HOT'0 CTBOPEHO, IT0CaI0BI 0COOH, BU3HAUEHI Y MPOEKTI JOKYMEHTA SIK BUKOHABLI
3aBJaHb, II0 MICTATBCS B HBOMY, KEpyIOUMH CIpaBaMH, KepiBHHK CIyXx0un
IITOBOACTBA, KEPIBHUK CTPYKTYPHOI'O MIAPO3AULy 3 MHUTaHb 3aloOIraHHs Ta
BUSIBJICHHSI KOPYIILIi, 1HIII TI0CaI0BI 0COOH, IKMX CTOCY€ETHCS PO3IOPSIKEHHS.

5.9.1.5. [IpoekTH po3MOpPSIKEHD 3 KaJPOBUX MUTaHb (0COOOBOTO CKIIany) Bizye
NpalliBHUK, SIKAHA CTBOPHB JIOKyMEHT, Ta KEpIBHMK KaJpOBOi CIyXOH, Kepyro4dui
CIpaBaMH, a TaKOX 3aJIe)XHO BiJl BUIIB PO3MOPSINKEHb KEePiBHUK OyXrajaTepcbKol
Cily>k0H, 1HILI TOCa0Bi 0COOH, SIKUX CTOCY€ETHCS PO3NOPSAKEHHS.

[TpoekTu po3mopsimKeHs 000B’I3KOBO Bi3ye IOpUAMYHA CIIyX0a 332 HasBHOCTI
ycix HEOOX1IHUX Bi3.

5.9.1.6. Slxmio B mporieci OroAKeHHS A0 IPOEKTY PO3MOPSIKEHHS BHOCSITHCS
ICTOTHI 3MiHH, BiH ITiJUIsTa€ MTOBTOPHOMY IOTO/KEHHIO (Bi3yBaHHIO).

5.9.1.7. TlinroroBneHuii Ta MOroPKEHUN B YCTAHOBJIICHOMY TOPSAKY MPOEKT
PO3MOPSIDKEHHS pa30oM 3 iHITMMH HEOOXIIHUMHU JOKYMEHTaMH MOAAEThCs Ha MiJIHUC
3aCTYITHUKY MICBKOTO r'0JIOBH — cekpeTapto KuiBpasu.

5.9.1.8. Po3nopsmkeHnst HaOUParOTh YMHHOCTI 3 MOMEHTY X peecTparlii, SKIIOo
CaMMMH PO3IOPSAKEHHIMU He BCTAHOBJICHO iHIIIOIO TEPMIiHY BBEJEHHS iX Y IO,

5.9.1.9. Po3nopsixeHHs 0(OpMIISIFOTHCSI HA HOMEPHUX OJIaHKaX BCTAHOBJICHOTO
3paska (zomatok 16). 3MicT po3MOpsIKEeHHS KOPOTKO BHKIIAIAETHCS B 3ar0JIOBKY,
KUK TOYMHAeTbcsl 3 npuiiMeHHuka «lIpo» 1 ckiagaerbes 3a  JOIMTOMOIORO
BingiecniBHoro imennmka («IIpo 3arBepmkeHHS...», «IIpo BBemeHHs...», «IIpo
CTBOPEHHS. ..») abo iMeHHuKa («IIpo migcymku...», «Ilpo 3axomnu...»).

5.9.1.10. TekcT po3nopsiKEHHS 3 OCHOBHOI AisTTBHOCTI Ta 3 aIMiHICTPaTHBHO-
FOCIIOAPCHKUX IUTaHb, K IPAaBMUJIO, CKIANA€EThCS 3 IpeamOysu i po3mnopsauol
YaCTHHU.

59.1.11. ¥V npeamOyni 3a3HavaroTbCs MiJCTaBa, OOIPYHTYBaHHsA abo MeTa
BUJIAHHS PO3IIOPSAKEHHS. 3a3HaueHa YaCTHUHA TOYHHAETHCS 31 ClliB «BianoBiaHo 10,
«Ha BHKOHaHHA», «3 METOIO» TOILIO. SIKIIO PO3MOPSHKEHHS BUIAETHCS HA ITiACTaBi
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iHIIOrO  pPO3MOpPSIUOro JOKyMEHTa, Y KOHCTaTyrouill uyacTuli (mpeamOyiil)
3a3HAYAETHCS TIOCHIAHHS Ha BiTIOBIAHUNA JOKYMEHT.

5.9.1.12. Posmopsigya vacThHA MOAUIAETbCS HA IYHKTH 1 MiJIIyHKTH, AKI
HYMepPYIOThCsl apabchbkuMu nudpamu. B K0)XHOMY IyHKTI NOBMHHI OyTH 3a3HavyeHi
oprasizaniiHo-posnopsiiua fist (3aTBep/pkeHHs abo BBEAEHHS B [il0 IHCTPYKLII,
TIOJIOXKEHHS TOIIO ) a00 KOHKpETHE 3aBJaHHs (AOPYUYEeHHs) 31 CTPOKOM HOro BUKOHAHHS
Ta CTPYKTYpPHI MiAPO3ALIN — HOro BUKOHABII1, HAIIPUKIIAA:

- YIIPaBIiHHIO (iHaHCOBOTrO 3a0e3MeyueHHs Ta 3BITHOCTI;

- KepiBHUKaM CTPYKTYpPHUX MiAPO3ALIiB.

5.9.1.13. He 3acTOCOBY€ETHCS HAITMCAHHS HEKOHKPETHUX TOPYUYeHb, AKi MICTAThH
CJIOBA «IIPUCKOPUTHY, KITONIMIITUTI», «AKTUBI3yBaTU», «3BEPHYTHU YBary» TOLLO.

5.9.1.14. Tlicns HaOpaHHs YMHHOCTI PO3MOPSIKEHHSIM BHECEHHSI 3MiH 10 HBOTO,
BU3HAHHS HOro TakuM, 10 BTPATHIIO YHHHICTH, YM HOTO CKAacyBaHHS 3MiHCHIOETHCH
JIMILIE HUJISIXOM BUJIaHHS HOBOT'O PO3MOPSKEHHS.

5.9.1.15. PosmopsukeHHs, SKAM BHOCSATBCS 3MiHH, OGOPMIIIOETECS 3
ypaxyBaHHSIM TaKUX BUMOT:

1) 3aroyioBoK po3MOpsIKeHHs MouuHaeThes 31 ciiB «IIpo BHeceHHs 3MiH 10
PO3TOPSKEHHS...» 13 3a3HaueHHSM JaTd, HOMepa, Ha3BU BUIY pPO3NOPSAYOTO
JOKYMEHTA, J10 SIKOT'O BHOCSITHCS 3MIHU;

2) po3nopsigya YacTHHA PO3IOPSIKEHHSI [IOYMHAETHCA 3 IIYHKTY:

«1. BHeCTH 3MIiHH O PO3IMOPSKEHHS...:» Y pa3l BUKJIAACHHS 3MiH Yy TEKCTI
PO3TIOPSIIKEHHS;

«1. BHecTH 3MiHH JI0 PO3MOPSDKEHHS. .., LII0 JOAAIOTHCS» Y pa3i BUKJIAAECHHS
3MIH y BUIJISIZII OKPEMOTO JOKYMEHTa;

3) dopMyIOIOTECA 3MiHM y BUIJIAJI IIYHKTIB Ta MIiAMYHKTIB PO3HOPSAYOTO
XapakTepy, HallpuKyaj: o '

«1. IlyHKT 2 BUKJIaCTH B TaKii pefaxiii:...»;

«2. ITyHKT 3 BUKJTIOUUTHY;

«1) ab3a1 npyruii myHKTY 4 IOTIOBHUTHU CJIIOBAMHU. ..»;

«2) y mianyHKTi 2 MOyHKTY 7 clioBa «y pasi moTpeOu» 3aMiHUTH CIIOBOM
«BUMAaraeTbCsi».

5.9.1.16. Y pa3i BumaHHs po3MOpsAHKEHHS PO BU3HAHHS TAKUM, II0 BTPATUIIO
YUHHICTh, a00 CKacyBaHHS IHIIOIO pO3MOPSIKEHHS, B PO3MOPSIAYiA YacTHHI
3a3HAYAETHCSl IIYHKT, SIKHM IMOBHMHEH IOYMHATUCS 31 CiliB «BuW3HaTH TakuM, IO
BTPATUJIO YUHHICTE,» a00 «CKacyBaTu...» BIAMOBIIHO.

5.9.1.17. OcTanHi# MyHKT PO3MOPSAUO0] YACTHHH Y pa3i HOoTpeOrn MOXKE MiCTUTH
pIILIEHHs PO MOKIaJeHHs Ha CTPYKTYPHUH Migpo3ain abo mocamoBy ocoby GyHKIiH
KOHTPOJIO 3@ BUKOHAHHSAM PO3MOPSIKEHHS.

5.9.1.18. Jlo po3mopsimkeHb HE MOXe BKIIOYATHCSA MYHKT «Po3mopsipkeHHs
JOBECTH 10 BifoMma...». CTpyKTypHi MiIpo3[inu, MocamoBi 0cobH, 0 Bimoma SKHX
JOBOAUTHCS PO3IOPSIIYKEHHS, 3a3HAYAIOTHCS Y MOKAXIHUKY (CITUCKY) PO3CHIIKH.

5.9.1.19. PosnopsyokeHHs 3 KaJpOBUX IHTaHb (0COGOBOTO  CKIIaiy)
ohopMIIAIOTECS K IHAWBigyallbHI i 3BefieHi. B iHOUBIMyaNbHUX PO3MOPSIKEHHAX
MICTUTECS 1H(pOpMAIisT NpPO OJHOTO MpAIiBHUKA, Yy 3BEJEHHX — MPO KIIBKOX,
HE3aJIEXKHO BiJI TOTO, SIK1 yIPaBIiHCHKI PIIIEHHS OO0 HUX MPUHMAIOTHCS (IPUAHSITTS
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Ha po0OTy, NpU3HAYEHHS Ha Mocaxy, [EpPeBeleHHs Ha iHIy nocaxy (poborty),
3BIJIbHEHHSI TOIIIO).

5.9.1.20. 3micT iHIUBIIyaJdbHOrO PpO3NOPSIKEHHS 3 KaJpOBHX [UTaHb
(0co6oBOrO CKJIany) CTHUCIIO BHKIIAJA€ThCS B 3aroJIOBKY, SIKUH IIOYMHAETHCS 3
npuiiMenarka «[Ipo» 1 ckiIamaeTbes 3a JTONOMOIOO BIJIECIIBHOIO IMEHHHKA,
Hanpukiaan: «[lpo mpusnayenHs...», «llpo DOpUMHATTA...». Y  3BeleHHX
PO3MOPSIKEHHIX MOXE 3aCTOCOBYBATUCh Y3arajlbHEHUH 3aroJIOBOK, HAIPUKJIAL:
«[Ipo xanpoBi nutanus», «Ilpo ocoboBuit ckaam».

5.9.1.21. V TekcTi po3mOpsIKEHb 3 KaJPOBUX MUTaHb (0COO0BOTO CKIIALY), SIK
MPABUIIO0, KOHCTAaTyI04a yacTiHa (TpeamOyiia) He 3a3Ha4aeThes.

5.9.1.22. Po3nopsiaua 4acTUHA PO3MOPSKEHb 3 KaAPOBUX NMUTaHb (0c0O0BOIr0O
CKJIaJy) MOYMHAETRCS, K MPaBUWIIO, 3 IieciaoBa y ¢opmi iHPiHITUBY: «[IpuitHsaTuy,
«[Tpusnauuty, «[lepeBectn», «3BITBHUTIY, «Bigpsaautuy», «Hanatu», «Oronocurn»
towo. Jlam 3a3HavarOTHCS BENMKHMH JIITEpaMH IPi3BUIIE MMpaliBHUKA, Ha SIKOTO
HOIIMPIOETHCS ISl PO3MOPSMKEHHS, 1 MaIUMU — BJIacHe IM’S IpalliBHUKA Ta TEKCT
PO3IOPSIPKEHHS. Y 3BEIEHHX PO3IMOPSPKEHHAX Mpi3BUINA OCi® y Mexax ITyHKTIB
PO3MIIIYIOTHCS 32 aJIPaBiTOM.

Y KOXHOMY ITYHKTI PO3MOPS/DKEHHS 3 OCOOOBOTO CKJIaAy 3a3HAYaEThCS
mijicTaBa IMOJO WOro BHJAHHs (3asBa MpalliBHUKA, KOHTPAKT, JOIOBiHA 3allMCKa,
pillleHHs aTecTaliiHo1 KoMicii TOILO).

[lig yac o3HaliOMJICHHS 3 PO3MOPSIKEHHSIM 3raJlaHUMU B HBOMY oco0amM Ha
TIEPIIOMY MPUMIPHUKY PO3IOPSKEHHS YH Ha CIIeLiaIbHOMY OJIaHKY IIPOCTABIISIOTHCS
[IAIKACH 13 3a3Ha4YeHHIM JaTH O3HAHOMIICHHS.

Y posnopsmKeHHi po Mpru3HauYeHHs a0o0 3BUIbHEHHS MpalliBHUKA 3a3HA4Ya€ThCS
MOBHA Jara (YKCiI0, Micsipb, pik) (AKTHUHOTO BHUXOJYy TpalliBHUKAa Ha poOOTY
(MpHUIUHEHHS TPYIOBUX BITHOCHH ), PO3MipH HOro M0CaaoBOro OKJIaAy BiAMOBIAHO 110
IITATHOTO PO3MHUCY, HaT0aBOK, IOTLIAT.

5.9.1.23. ¥V 3BeieHUX PO3MOPSAKEHHAX 3 KaAPOBUX ITUTaHb (0COOOBOr0 CKIIALY)
J0 pO3MOPsAIYOi YACTHHM BKIIOYAETHCS iH(pOpMALisl, IO PO3MIIILYEThCA y Takii
MOCJTJOBHOCTI: IPUIHATTS Ha poOOoTYy (cityx0y), mepeBeicHHs, 3BUIbHEHHS. Y MeXax
LUX [yHKTIB MiJMyHKTaMU 3a3HA4Yal0Th MPi3BUILA MpaliBHUKIB 3a andasitom. [Tpu
IbOMY 10 OJTHOTO 3BEJICHOI'O PO3MOPSKEHHS HE MOXE BKIIOUATHCS iH(QOpMaLlisl, sKa
3TiZIHO i3 3aKOHOJIJaBCTBOM Mae pi3Hi CTPOKH 30epiraHHs.

5.9.1.24. Tlignucani 3acTyITHHKOM MICBKOTO TOJIOBH — cekpetapeM KuiBpamm
PO3NOPSIKEHHST PEECTPYIOTHCS Y BIIAUIL KagpoBoi poOOTH Ta 3 NMUTaHb CIYXOHU B
OpraHax MICLIEBOTO CaMOBPSIlyBaHHSI.

5.9.1.25. Po3nops/pkeHHsT HYMEpYIOThCS y TOPSAKY iX BHJIAHHS Yy MeXKax
KaJIeHJapHOr0 POKY; PO3MOPSDKEHHs 3 OCHOBHOI [isNTBHOCTI, aJMiHiCTPaTHBHO-
rOCIOJAPChbKUX IUTaHb Ta 3 KaJPOBUX NUTaHb (0COOOBOTO CKIIany) MalTh OKpeMY
HOPSAAKOBY HyMepallifo.

5.9.1.26. Komii po3nopsakeHb 3acBiUyIOTBCS KaIpoOBOKO CIYKOOK0 3
IPOCTABJIEHHAM KpyTIJlol Maylol nevyaTku cekperapiaty KuiBpamu i HagcunaroTbes
3alHTEPECOBAHMM YCTaHOBaM, IOCAJOBMM ocobaM, MpaliBHAKaM B €JEeKTPOHHIM

bopmi.
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5.9.1.27. 3acTymHUK Micbkoro ronoBuH — cekperap KuiBpamm mniamucye
PO3MOPS/HKEHHS 3 OCHOBHOT HiSTBHOCTI, aMiHICTPaTUBHO-TOCIIOAAPCHKUX [TUTAHB.

[laTaHHs MmIATOTOBKM IIPOEKTIB  PO3MOPSKEHb 3 KaJpOBUX NUTaHb
BM3HAYAIOThCS IHILIMMHU HOPMATHUBHO-IIPABOBUMHU aKTaMHU.

5.9.1.28. Ilepen momaHHSIM IIPOEKTY PO3MOPSIKEHHS 3acCTyIHHKA MICBKOIO
rogoBu — cekperaps KwuiBpaaum Ha MIANUC aBTOp [HPYKye HOro i3 CUCTEMH
eNIEKTPOHHOI0 JIOKYMEHTOOOITY pa3oM 13 3reHepOBaHMM CHUCTEMOKO €JEKTPOHHOIO
JOKYMEHTOO0Iry OJlaHKOM, Ha SKOMY BI3yali3ye€TbCcs aBTOMAaTUYHO C(OPMOBaHUM
QR-xog.

Ha po3npykoBaHOMY MPOEKTI PO3MOPSIKEHHS 3aCTyITHUKA MiCBKOI'O TOJIOBH —
cekperaps KwuiBpaau BuUMAaraeTbcs JHIIe MPOCTABICHHS BIACHOPYYHOI BIi3H
YIIOBHOB&)XEHOTO IIPEJCTABHUKA IOPUAWYHOI CIyXOH, SKUH IPOBIB IOPUAUYHY
eKCIIePTU3Y 3a3HAYEHOT'O MTPOEKTY.

5.9.1.29. TligmucaHHs pPO3MOPSHKEHHS 3acTylIHUKAa MICBKOIO TOJIOBH —
cekpetapst KuiBpaau 31iHCHIOETHCS OJTHOYACHO B NAIlEpOBil Ta €IeKTPOHHIN (opmax.

5.9.1.30. Po3smnopsipkeHHs 3aCTYITHHKA MiCBKOTO I'OJIOBU — cekpeTapst Kuispaau
peectpytotbess B CEJ[ ACKOJl i3 3acToCyBaHHSIM BiJIOBIIHOIO IIPOEKTY
eJIEKTPOHHOT0 IOKyMeHTa. Ha mamepoBuil mpuMipHHUK BIANOBIIHOTO PO3NIOPSKEHHS
IPOCTABIIIOTHCSA HOMEP Ta JaTa peecTpallii, siki 0yso apromaTH4HO mpucBoeHo CEJI
ACKO/L.

5.9.1.31. Po3mnopsipkeHHs 3aCTYMHUKA MiCBKOIO I'oJIOBU — cekpeTapst Kuispaau
HYMEpYIOThCSI y TTOPSJIKY TX BUIAHHS Y MeXaxX KaJIEHAapHOTO POKY, PO3IOPSAKEHHS 3
OCHOBHOI JisIBHOCTI Ta 3 aaMiHICTPaTUBHO-TOCIOJAPChKUX MUTaHb MalOTh OKpPEMY
TIOPSIAKOBY HyMepallifo.

5.9.1.32. OsunaifiomsieHHs  TpaliBHUKIB  cekperapiaty KuiBpamm 3
PO3IOPSKEHHSIMUA ~ 3aCTylIHHKa MICBKOTO TOJOBM — ~ cekperaps KuiBpanu
3MIIACHIOETHCS B €JIEKTPOHHIN QopMmi.

®axT noBefeHHS PO3MOPSHKEHHS 3aCTYITHHKAa MiCBKOTO TOJOBH — CEeKpeTaps
KuiBpagu mo Bimoma mocamoBoi ocobu cekperapiatry KuiBpamu 3miHCHIOETHCS
3acobamu CEJI ACKO/I.

@axT o3HallomsieHHsT T0camoBoi ocobu  cekperapiaty KwuiBpagm 3
PO3MOPSIKEHHAM 3aCTyITHHKA MiCBKOT'0 F0JIOBH — cekperaps KuiBpaau 3/1iliCHIOEThCS
3acobamu CEJl ACKOJl 3 BUKOPUCTaHHSM €JNEKTPOHHOIO HHU(POBOro Miucy
BIZMIOBIIHOI ITOCA0BOI 0COOH.

5.9.1.33. BuMorun 1moAo CKIaJE€HHS DPO3MOPSIKEHb 3aCTyITHHKA MiCBKOTO
rojoBu — cekperaps KuiBpaau BuzHadeHo posaiaom 5.9.1 miel [HcTpykmii.

6. PoGora 3 kopecnionaenuiero aenyrartiB KuiBpaau

6.1. Kopecrnonnenuis 3a mniamucom pemyrtaTiB  KuiBpanu, anpecoBaHa
3aCTyIIHMKOBI MICBKOI'O T'OJIOBU — cekperapio KuiBpamu Ta KepylouoMy CIpaBaMH,
IIPUIAMAETHCS 1 PEECTPYETHCA B CIIyK0i AIJIOBOACTBA.

6.2. 3BepHeHHs IenyTatiB KuiBpaau, 10 HaaXoaaTh 0 3aCTYIHHKA MiCEKOTO
royioBu — cekperaps KniBpanu mig yac ocoOUCTHX 3ycTpiueil, pasoM 3 pe3ooLisMu
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(mopy4eHHSMH) NepeNaloThCs 0 CIyXKOH IiIOBOACTBA A peecTpallii Ta mepenadi
BUKOHABIISIM B YCTAHOBJICHOMY MOPSIKY.

6.3. Bci memyrarchki 3amuti, oopMIIeH]I BIAIOBITHO 10 BUMOr Permamenty
KuiBcpkol MicbKOI pajM, T[OAAIOTECS JIO YIpaBIiHHA OpraHizallifHOro Ta
IOKyMEHTaJIbHOro 3abesmeveHHs HismpHocTi KwuiBpamgum 1t popMyBaHHA
indopmariifHol TOBIIKM Ta PO3TIISAY Ha INIEHapHOMY 3acifganHi KuiBpanu.

[Ticist orojomeHHs IXHBOrO 3MIiCTy Ha IUIGHapHOMY 3acimanHi KuiBpamu i
migrpumke  KuiBpamoro ympaBiiHHS — OpraHizamiifHoro Ta JOKyMEHTalbHOIO
3abesneueHns aisibHOCTI KuiBpanu peectpye menyrtarceki 3anutd B CEJl ACKO/I,
roTye MpPOeKTHU pe3oioliii KuiBchbkoro MiCBKOro TOJIOBH, 3aCTyIHHKAa MiCBKOIO
roioBu — cekperapss KuiBpaam Ta CyHmpoBiAHI JUCTU 3a MIANHUCOM 3aCTyNHUKA
MiCBKOI'O rOJIOBH — cekpeTaps Kuispaau.

OpwuriHany HermyTaTcChbKUX 3aluTiB MEePefaloThCsl BUKOHABISIM 4epe3 CIyxkOy
JI1IJIOBOJICTBA. ‘

6.4. Komii memyTarchKuUX 3alWTiB, OTOJOIIEHHX Ha IUIEHAPHOMY 3acifaHHi
Kuispanu, 30epiraroTbCsi B YyMpaBIiHHI OpraHi3allifHOro Ta JOKYMEHTAJIBHOIO
3abe3nedeHds JisiibHOCTI KuWiBpagu 3 IMO3HAYKOIO IpO [aTy OrOJIOLIEHHsS Ta
pe3yJIbTaTH 1X I'OJI0CYBaHHS.

6.5. KopecnonieHiito Ta Tenerpamu nemyTartiB KuiBpaau sk 1opuiuyHUM, TaK 1
¢iznyHMM ocobGaM BiAMPaBIAIOTH MMOMIYHUKH-KOHCYNIBTAaHTH AemnyTariB KuiBpanu
CaMOCTIHHO.

6.6. SIk nmemyTaTChKWE 3alMT, TaK 1 JEMyTaTChbKe 3BEPHEHHs Ta 3allMTaHHA
oopMITIOIOTECS Ha OaHKy germyTtata KuiBpaau BCTaHOBIEHO! (hOPMH.

7. llopsaaok onpanoBaHHA Ta HAACHUJIAHHA BUXIHHX JOKYMEHTIB

7.1. Buximaumu mokymeHTamu KuiBpaau € TOKyYMEHTH, IO CTBOPIOIOTBECS B
CTPYKTYPHHX IiApO3/ijax, IMOCTIHHUX KOMICisIX W agpecyroThCsi K 30BHIIIHIM
(opranizarisiM, mocagoBuM oco0aM i rpoMajiiHaM), Tak 1 BHYTPIlIHIM aJpecaTaMm.

7.2. BuxifHi JOKYMEHTH HaJCHUIAIOTHCA ajipecaTaM 3 BUKOPUCTaHHSAM 3aco0iB
TMOIITOBOTO 3B’513Ky, ejekTponHoro 3B’s13Ky, CEJl ACKO/], cucremoro B3aemonii, a
TaKOXX OCTABJISIOTHCS Kyp’ €PCHKOI0, (Pelibl’ erepChKoI0 CIlyKO00¥0.

7.3. BuxiaHi JOKYMEHTH OIPaIlbOBYIOTHCS Ta HaJCHIIAIOTHCS [ICHTPai30BaHO B
JeHb iX OflepXaHHs BiJ CTPYKTYPHMX IIiIpO3/(iTiB-BUKOHABIIB a00 He Ii3Hille
HACTYITHOI'0 poO0OYOro JHs.

He nomyckaerbcs:

- HajacwuiaHHS abo mepemadya MOKYMEHTIB 0e3 ix peectpauii B ciryx0i

JIIJIOBOJICTBA;

- nyOneTHe HaAJCWIAHHS TMPUMIpPHUKA, y TOMY 4YHCIi OpHUIiHAJIBHOTO,
JOKyMEHTa y TarepoBili ¢opmi, SKIIO HOro MPUMIPHUK a0 KOMIK BXKe
HaJICIaHO B eJIeKTPOoHHIN (opMi uepes cuctemy B3aemonii, CEJ] ACKO/I.

7.4. Tlig yac mpuiiMaHHS BiJi BUKOHABIIiB BUXiJHUX JOKYMEHTIB MpalliBHUKU
ci1y>kO1 NiJI0BOACTBA 3000B’ s13aH1 MEPEeBIPUTH:

- TIPaBWJIBHICTH OQOPMIICHHS JOKyMEHTa (CKJIaJ i po3MillleHHS B HHOMY BCIX
PEKBI3UTIB);

- HasiBHICTb IIPi3BUILla BUKOHABLS Ta HOro HoMmepa Tenedony;

- HasIBHICTH aJIpECH TSI BiIIpaBIICHHSI,
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- HasABHICTB YCiX HEOOXIIHUX MiANUCIB (1€9aTOK) Ha IOKYMEHTI Ta JI01aTKax 10
HBOTO;

- HasSBHICTH Bi3 Ha IANlEPOBOMY MNPUMIPHHUKY BHXIJHOTO JOKYMEHTa, IO
3aJIMIIAETHCS Y CIIY>K0i I1JIOBOJICTBA;

- HasgBHICTh HA JOKYMEHTI BIOMITKM NpO HONATKH Ta IX BiJIIMOBIIHICT
3asIBJICHOMY CKJIAY;

- BIAMOBIJHICTH KIJIBKOCTI MIPUMIPHHKIB KIJIBKOCTI aipecaTis.

7.5. Peecrparisi BHUXIJHUX €JNEKTPOHHUX JOKYMEHTIB 3JiHCHIOETBCS B
aBTOMAaTHU30BaHOMY PEXHUMI TTiCIs TX MiANUCAaHHS.

Buxiguuii peectpaniinuii HOMep (QOpPMYeTbCS 3 1HAEKCIB BiAMOBITHO [0
[lepeniky iHAEKCIB CJIOBHUKIB JIsI BEIEHHS aBTOMAaTU30BaHOI CHCTEMH €JIEKTPOHHOTO
JOKYMEHTOO0ITY Ta KOHTPOJTIO 32 BUKOHaHHAM JT0KyMeHTiB KuiBpau Ta mopsaKoBoro
HOMeEpa B MeXax KaJeHAapHOTo POKY, HAITPHKIAI:

225-KP-14 B8ig 10.04.2017
abo
225-CK-15 Big 11.04.2017,

pe 225 - KP — imgexc [Uis JMCTIB 3a MIANKCOM 3acTYMHHKA MiCBKOTO
royioBH - cekpetaps KuiBpanu, 225 - CK — iHeKc [yis JIUCTIB 3a MiITICOM KePYIOUYOoro
cnpaBamy, 14 Ta 15 — mopsAaKoBi peecTpalliiiHi HOMEpH TOKyMEHTIB.

JlokyMeHTY, sSIKM{ HaJICHIIA€ThCS 3a KiIbKOMa aJlpecaMu, IPUCBOIOETHCS OIMH
peecTparifinuii Homep.

IM’s daiina BUXITHOrO MPOEKTY eNEKTPOHHOIO JIOKYMEHTa, CYNPOBIAHUX Ta
IHIIMX MaTepialiB 0 HHOTO IOBUHHO MaTH CTHUCIY YHi(iKOBaHy Has3By, SIKa YiTKO
BUXOIUTH 13 IPUHAJICKHOCTI BMICTY (aiia, HalmpuKiam:

Jucr ...

Cnyx60Ba 3anucka ...

Hakas opo ...

3MiHHM J10 HaKa3y BiJ ... No ..

Hosa penakuiis Haka3zy Bif ... Ne .

J1 Tlopsmok (MOM0XeHHs, IHCTPYKIIis TOIIO) ...
J2 Tabmuus (rpadik, miad ToOIo) ...
CxaHoBaHa KOIIis JUCTA ...

3pa30K elNeKTPOHHOI KapTKU BHUXiIHOI KOPECTIOHIEHIIIT HAaBEIEHO Y JOAaTKYy 26.

7.6. Ha opurinanax HOKyMEHTIB, sIKi IJUIATal0Th MOBEPHEHHIO, HA BEPXHBOMY
IpaBOMY I10JIi NIEePIIO] CTOPIHKM CTaBUThCA Iutamn «lliisrae moBepHEeHHION.

7.7. HancunaHHs JOKYMEHTIB HE3aJeXHO Bim ¢GopMHu iX CTBOpEHHs
saificHioeTbes uepes CEJl ACKO/I abo cucteMy B3aeMoil.

V pasi cTBOpeHHS JOKyMEeHTa Y MarepoBiii hopMmi aapecary HaICHIAETCS JIKILE
fioro doroxomis uwepes CEJl ACKO/] abo cucremy B3aemopmii, KpiM BHUIIIKY
HAJCUIaHHA IOKYMEHTIB YCTaHOBI 4M 0c00i, SKi HE € KOPHCTyBayaMH CHCTEMH
B3a€MOJIi, Ta JOKYMEHTIB, BU3HaYeHUX MyHKTOM 1.3 miel IHcTpyKIii.
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Hancunanns enextponHux pokymeHTiB depe3 CEJl ACKOJl Tta cucremy
B3a€MOJIi1 iX ajjpecaTaM 3[iMCHIOETHCS ABTOMAaTHYHO i B aBTOMATH30BaHOMY PEXHUMI,
3a (hakToM iX 3aBaHTaKeHHs B aBToMaTH3oBaHoMy pexxumi i3 CEJ] ACKO/] B cuctemy
B3aEMOJIIT OfIpasy Iicis IX peecTpariii.

V pasi Hapcunanus ¢otokomnii gokymeHTa dyepes CEJl ACKO/I a6o cucremy
B3a€MO/I1i OpUTiHAJ BUX1THOTO JOKYMEHTa B IAnepoBiit popmi (JIuIire ajist JOKYMEHTIB
nocTiifHoro ta TpuBanoro (moHan 10 pokiB) cTpokiB 30epiraHHs) mepeaaeTbcs B
CTPYKTYPHHUH MiApo3aisl (aBTOPY JOKYMEHTA) TIIBKU ISl 30epiraHHs 3 MMOAaJIbIIAM
(dopMyBaHHSIM y CIpaBH BIAIOBIIHO 10 3aTBEPIKEHOI HOMEHKJIATYpH crpaB 0e3
nepezadi ix aapecary.

I1lin yac 3aBaHTaKeHHS] aBTOMATUYHO CTBOPIOIOTHCS MPUMIPHUKH €JTEKTPOHHUX
JIOKYMEHTIB Y KUJIBKOCTI, 1110 BiJIIIOBiJIa€ 3asBIEHOMY B KapTIli IEPEJIiKy aipecaTiB, I
iX OJaNbIIOro MePCOHATI30BaHOTO HAJICHIAHHS BiIIOBITHAM ajipecaram.

He w™moxe OyTu BiampaBieHHII Yepe3 CHCTEMY B3a€MOJi eIeKTPOHHUM
JNOKYMEHT, LUIICHICTh SIKOTO HE MiJTBEPIXXEHO eIeKTPOHHUM IU(PPOBUM IIiAMHCOM
a00 eJeKTPOHHOI0 IIeYaTKOK 3rifHO 3 BUMoramu uiei IHCTpykuii, abo skwuit
0(OpMJICHO 3 TOPYIICHHSIM BUMOT IIyHKTY 4.14.1.

I3 CE ACKOJ nmo cumcreMu B3aeMOJil 3aBaHTaXYIOTBCS 3apeECTPOBaHi
eJIEKTPOHHI TOKyMeHTH a00 3acBil4eHi eJIeKTPOHHI KOIIii JOKYMEHTIB.

EneKTpoHHHUI JOKYMEHT BBXKAETHCA OJIEPXKAHUM aJ[pecaToM 3 MOMEHTY
HaIXOJ/DKEHHS BIANPABHUKY €JIEKTPOHHOTO MOBIAOMIICHHS i3 3a3HaYE€HUM YacOM IIpO
JIOCTaBKY LIbOT'O TOKYMEHTa ajipecaTy.

VY pa3i HeHaAXOMKEHHS BIANPaBHUKY IIPOTSAIOM INECTH TOJWH 3 MOMEHTY
BIAPaBKU EJIEKTPOHHOIO JOKYMEHTa, eJIEKTPOHHOI'O TMOBIJOMIJIEHHS IIPO JOCTABKY
ObOr0 JIOKyMEHTa ajpecaTy BBaXae€TbCs, IO TaKUM [OKyMEHT aJpecaToM He
OJlep)KaHo. Y TaKoMy BHWIIQJIKy BiJIIPaBHUK BXXHUBA€ BCIX ‘MOXIIMBHX 3aXOJiB [0
3a0e3eYeHHs O/IepKaHHs afpecaToM BiJIIOBITHOTO JOKYMEHTA B €JIEKTPOHHI i hopMi.

VY pasi oxepkaHHS Bif afpecara e€IeKTPOHHOT'O MOBIJIOMIICHHS PO BiJIMOBY Y
peecTpalii eJeKTPOHHOIo JOKyMEHTa BiJIPABHUKOM B)XXUBAIOTHCS 3aXOAU UL
YCYHEHHS MiJcCTaB BIiAMOBH 1 3a0e3ledeHHs ITOBTOPHOTO HAJCHUIAHHS TaKOTO
JIOKyMEHTa B €JIEKTPOHHIH dopMi.

BinxuneHHs ajgpecaToM eNeKTPOHHOTO JOKyMeHTa 0e3 3a3HaueHHs IIiCTaB,
BU3HAYEHUX y MyHKTI 3.2.3 miel [HCTpyKIii, BBAXKA€ETHCS CBIIOMHM MOPYIIEHHSIM.

JlonatkoBe miATBep/KeHHS (aKTy OTPUMAHHS eJIEKTPOHHOrO [JOKYMEHTA
azipecaToM He BUMAra€ThbCsl.

Sxmo anpecar He € kopuctyBaueM CEJ[ ACKOJl abo cucremu B3aemomil,
PEECTPaTop CTBOPIOE IAlepoBY KOIIIO €JeKTPOHHOTO JIOKyMEHTa, 3acBigdye il
nevyaTkoro 6e3 300paxenHs JlepxasHoro I'epba Vikpainn «KHMIBCbKA MICBKA
PAJIA. YKPATHA CEKPETAPIAT» Ta HajcHunae afpecary.

IlepeBipky BHeceHHX Yy KapTKy OOOB’SI3KOBHX Ta JIOJATKOBHX PEKBI3UTIB
BuxigHoro nokymenra 3ziiicHioe CEJl ACKO/I B aBTOMaTHYHOMY PEXMMI.

7.8. 3 BUKOpPHUCTaHHSM 3ac00iB eNIeKTPO3B’SI3Ky CiIyk0a JIiJIOBOACTBA 3AiHCHIOE
nepenady TeiaeoHorpaM, eJeKTPOHHUX JOKYMEHTIB i3 3aCTOCYBaHHAM €JIEKTPOHHOTO
IU(pPOBOro IMIAMKCY Ta JOKYMEHTIB y CKaHOBaHid (opMi 0e3 eIeKTpOHHOro
UQPOBOTO MIAMHKCY.



/MEHTIB y CKaHOBaHiii ¢opmi 0e3
1aJIiB IOKyMEHTIB, sIKi 0e310cepeTHbO
00XiTHO HAIICIIaTH TaKOX OpHIiHAT

OKYMEHTIB TIOLITOI 3JiHCHIOETHCS
BimHO 1o IlpaBun HamaHHS TOCITYT

CHO OJHOMY 1 TOMY X aJpecaToBi,
0Jib). Ha KOoHBepTi MpoCTaBIsSIOTHCS
[SITBCS Y KOHBEPTI.

IIHUX JIACTIB 3a3HAYarOThCS JaTra
a, OJIepXyBad, BapTICTh MOCIYTH

' 10 {HIIMX MICT, KpiM HallMEeHyBaHHS
3a3HavaTd TOYHY ajipecy (IOIITOBUH
OyIuHKY).

)OTOKOJIIB TOII[O 3aJIUIIAIOTECS B
IMX JOKYMEHTIB, B IHIII YCTaHOBHU

3’€MHUX HaKolNHW4yyBayax JaHHX,
IAKOBIi, IO BIAIOBigac TEXHIYHUM
x iHpopmanii. Komist cympoBigHOro
MOBax.

paHilie JOKyMeHTa 3IiHCHIOEThCS 38
JNOKYMEHT, a00 KepiBHHKa CITy>XOu
3a3HAYAETHCS, 1[0 BiH € JOCHUIaHHAM
Vy.

XiTHI JOKYMEHTH Ta IHIII [OIITOBI
M Ta OKPEMUMH BHKOHABLSIMU
1Ka 110 ueTBep 3 9-1 no 18-i roguum, a
BUXIJIHHAX IHIB.

yx0u minoBonctea Ao 13-1 roguuu 1i
YPECTIOHJEHIIIs], TpUiHATa Mmicas 13-
IHSL.

IbCA JUIe y poboui AHi.

MOHJIEHUIT 3a MiJIMACOM 3aCTyITHHKA
\IOH 3[IHCHIOE YIIPaBJIiHHS 3 MTUTAHb
VIOBPSIIyBaHHS, pETiOHAJBHUX Ta
(aHaJIaMH €JIEKTPOHHOI ITOIITH.

yHnpaBJdiHCbKHUX pilieHb
KX pIIIeHb € CKJIaJOBOI0 CHCTEMH
METOIO HAaIVISIAy 3a BUKOHABCHKOIO
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8.2. MoHiTopuHT BKJIOUaEe B cebe Oe3lepepBHE CHOCTEPEKEHHS 3a MIPOLIECOM
BUKOHAHHS yIPABIIHCHKUX PIllIEHb Ta BUSABJICHHS BIIXWICHb BiJl CTPOKIB BUKOHAHHS
1HAMKATOPIB.

8.3. MOHITOpUHI BUKOHAHHS YIPaBIiHCHKUX PIIIEHb 3MIMCHIOETBCS CITYKOOH0
koHTpoto 3a momomoroio CEJl ACKO/I, Ha ocHoBi ganux 3 kaptku. CEJl ACKO/]
3a0e3redye OonepaTUBHUN JOCTYI A0 Bciel iHoOpMallil mpo craH BUKOHAHHS Oy[b-
SKOTO JOKYMEHTa, IOJ0 SIKOTO 3JiHCHIOETHCSI MOHITOPHHI Ta METOJUYHUN aHai3
BIJUTOBIIHUX JaHUX.

Y CTpyKTypHHX IMigpo3aiiax Oe3mocepelHid KOHTPOJb 3a BUKOHAHHSIM
TOKYMEHTIB 31iMcHIOE 0co0a, BiAMOBIIadbHa 32 IiJTOBOJICTBO.

8.4. MOHITOPHUHT MPOBOIUTHCS IUIAXOM 300py, 00poOKM Ta cucteMaTtu3aiii
iHpopmanii Mpo craH BHUKOHAHHS YNPABIIHCHKUX pillleHb 3a BHU3HAYCHUMH
iHAMKaTOpaMH.

8.5. InmukaropamMu cTaHy BUKOHAHHS YIPaBIIHCBKUX pIIIEHb € MOMEHT
3aKiHUYEHHs BU3HAUEHUX [il, HANpPUKIAJA: HaKJIaJIeHHS eJeKTPOHHOI pPe30JIroLlil,
CTBOPEHHS TOKYMEHTA, IIOTODKEHHS TOKyMEHTa, MiAIHUCaHH TOKyMEHTa, peecTpallis
Ta BiAIPaBJIEHHS JOKYMEHTa TOILO.

8.6. [nqukaropu, CTPOKH BUKOHAHHS 1HAWKATOPIB Ta 1HII AaHi, HEOOXIAHI 1Jis
MoHiTOpHHTY B KwuiBpani, BHOCSATBCS B aBTOMATHUYHOMY PEXKHMI 3aJIeKHO BiJ
00paHoro crarycy NMpU3HA4YeHHs JAOKyMEHTa Ta/abo aBTOMATH30BaHOMY PEXUMI 10
KapTKH CIIy»k0010 MIJIOBOJCTBA ITiJl Yac BXiIHOI peecTpalii AOKYMEHTa, KepiBHUKOM
TiJ 9ac MepBUHHOTO PO3TJIs Ay a00 aBTOPOM JOKYMEHTA ITiJ 4ac HOTO CTBOPEHHS.

8.7. SIKImO0 AOKYMEHT MICTHTh KiJIbKa OKpPEeMHX YINPaBIiHCBKHUX 3aBAaHb,
MOHITOPHUHT BUKOHAHHS WX 3aBJaHb 3iACHIOETHCS B OJTHIN KapTIIi.

8.8. Ilicis 3aBepiieHHss poOOTH HaJ AOKYMEHTOM JI0 KapTKH aBTOMATHUYHO
BHOCUTBCSI BIMITKa MO 3aBeplleHHs HOro BUKOHAHHA (IHIUKATOp 3aBEpIICHHS
BUKOHAHHS) Ha IIJACTaBl CTaTycy IPHU3HAUYEHHS 3apeeCTPOBAHOTO MPOEKTY
€JIEKTPOHHOI'O JOKyMeHTa. BinMiTka Ipo 3aBepIIeHHs BHKOHAHHS JOKyMeEHTa
CBLAYUTH PO Te, 110 POOOTY HaJ TOKYMEHTOM 3aKiHUEeHO.

8.9. MOHITOpUHT 3IiHCHIOEThCS 32 BHUKOHAHHSAM 3aBJaHb, BU3HAUYECHUX
3aKOHaMu YKpaiHW, nocraHoBamMu BepxoBHoi Panu Vkpainu, ykazamu Ilpesunenta
VYkpainu, aktamu Ta JopydeHHsMu [Ipe3unenrta Ykpainu, akramu Kabinety MinicTpiB
Ykpainu, nopydeHHsMu Ilpem’ep-miHicTpa VYkpaiHH, OpOTOKONaMH Hapaja MiA
rosnoByBaHHsAM IIpem’ep-minictpa Ykpainu, [lepioro Bine-mpem’ep-minicTpa, Bile-
npem’ep-MiHicTpiB, Minicrpa Kabinety MiHicTpis, [epxaBnoro cekperaps KaGinery
Minictpis, nuctamu Aaminictpanii IIpesunenta Ykpainu, I'omosu Bepxosuoi Paau
YKpaiHu Ta oro 3aCTyNHUKIB (110 NOTPeOyIOTh HalaHHSI BiAIOBI/I PO pe3yJbTaTH
X po3risify), TuctaMu Y oBHOBakeHOro BepxoBHoi Pagu Ykpainu 3 mpaB JIFOIUHY,
3BEPHEHHSIMH KOMITETIB, TAMYACOBUX CIIELIaIbHUX Ta TUMYACOBUX CIiIUYMX KOMici
Bepxosnoi Pamu VYkpainu, nemyrtarcbkux ¢pakuii BepxoBHoi Pamu VYkpainwu,
3BEPHEHHSAMHU Ta 3alUTaMU HAPOJHUX JENyTaTiB YKpaiHH, JUCTaMH PaXyHKOBOI
najgaTtv, MDKHapOAHMMH 3000B’s3aHHAMHM YKpaiHH B paMmKax CIiBpOOITHHMITBA 3
MiXHapOIHUM BaFOTHUM  (GOHAOM, 3000B’s3aHHAMH YKpainu y  cdepax
€BPOIIENCHKOI Ta €BpOATIaHTHIHOI IHTErpallii, 30KpeMa CIpSIMOBAHMMH Ha BUKOHAHHS
Yroau mpo acolianito Mix YKpaiHoto, 3 ofHiel cTopoH#u, Ta €Bponeichkum Cor30M,
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€BpOMENCHKUM CITIBTOBAPUCTBOM 3 aTOMHOI €Hepril Ta IXHIMH Jep)KaBaMU-4IeHaMH,
3 iHIIOT CTOPOHH, IHIIUX MDKHAPOJHUX JOTOBOPIB YKpaiHU 3 NUTaHb €BPOIEUCHKOI
inTerparii i oMoBaeHOCTEH MK YKpaiHowo Ta €C, piYHUX HalllOHAJIBHUX [IpOrpaM y
pamkax Kowmicii Yipaina - HATO, pimens Kowmicii Ykpaina - HATO y pamkax Xaptii
po ocobJIMBe MapTHEPCTBO MK YKpaiHoto Ta Oprasizaiieto IliBHIYHOATIIAaHTUYHOTO
noroopy Ta Jlekiapamii mpo ii JOMOBHEHHS, IHIIMX MDXHAPOTHUX JOTOBOPIB MIX
Ykpainoto Ta HATO ta ynoBaosaxkenumu opraamu HATO; micismu OOH, OBCE,
CeiToBUM 0aHKOM, €BpONEWCHKUM OaHKOM pPEKOHCTPYKIIl Ta pPO3BUTKY, IHIUMMHU
MiXXKHAPOJHUMH OpraHi3allisIMd B YacTHHI LIJIOBOTO BHUKOPHUCTAaHHS TEXHIYHOI Ta
JOHOPCHKOI JIOMTIOMOTH, & TaKOXX 3aB/laHb, BU3HAYEHUX PO3MOPSAIUUMHI JOKYMEHTaMU
Ta AOpy4eHHSMH KHUIBCBKOTO MICHKOTO TOJIOBH, 3aCTYIIHHKa MICHKOI'O T'OJIOBH —
cekperapsi KuiBpanu, pimeHHAMH KojerianbHoro opra"y KwuiBpamu, mozno skux
BCTAHOBJICHO CTPOKH X BUKOHAHHS.

8.10. Crpokud BHUKOHaHHS BHYTPIIIHIX JOKYMEHTIB OOUYHCIIOIOTBCS B
KaJICHIApHUX JHSX [MOYMHAIOYH 3 JIATH PEECTpallii, a BXITHUX - 3 JaTH HAAXOJKEHHS
(mocTaBKM uepe3 CHUCTeMy B3aeMojlii) abo 3 IaTH HAaCTYIHOro pobovoro JHs y pasi
HaIXOJDKEHHS (0CTaBKH) AOKYMEHTa IIiC/s 3aKiHYeHHs poOo4Yoro IHs, y BUXIiJHI,
CBSITKOBI Ta HepoOoUi JTHI.

8.11. Mxmio ocraHHId AeHH CTPOKY BHKOHAHHS JOKYMEHTa MpUIafac Ha
HepoOouMii IeHb, CTPOKOM BHKOHAHHS IOKyMEHTa BBAXKAETHCS MEPIINN poOOUnii IEHb
TiCJIs HACTAaHHS CTPOKY BUKOHAHHS.

8.12. YV pasi 3MiHH CTPOKiB BUKOHAHHS 1HJIMKATOpa Y KapTLi MPOCTaBIISETHC
HOBMI CTPOK BH3HAYCHOTO iHAMKATOpa Ta 3a3HAYa€ThCs MPUYMHA HOTO 3MiHHM, SIKI
BHOCSITBCSI YIIOBHOBa)XEHOIO 0CO00I0 CIIy>kOU KOHTPOJIIO.

8.13. IlepeBipka CTpOKiB BHUKOHaHHS [OKYMEHTIB IPOBOJHUTHECS 3a BcCiMa
1HAMKaTOpaMy MPOXOKCHHs JOKYMEHTa /10 3aKIHYEHHS! CTPOKY MOro BUKOHAHHS (Y
pasi BIAXWIEHb BUKOHABIIIO HAACWIAIOTHCS TONEPeKEHHS CHCTEMOIO MOHITOPHHTY 32
JIOTIOMOT 010 €JIEKTPOHHUX HarajayBaHb, 1110 aBToMaTtuyHo redepyrotses CEJ] ACKO/I)
y NOPSIIKY, BUSHAYEHOMY IIi€r0 [HCTpyKIi€to.

8.14. JlaH1 Ipo BUKOHAHHS JOKyMEHTA Ta IPUIIUHEHHS MOHITOPUHTY BHOCATHCSA
J10 KapTKU YIIOBHOB)XEHOIO 0CO0O0I0 CIIY>KOHM KOHTPOJTIO.

8.15. JlokyMeHT Moxe OyTH 3aKpUTHUU «IO CIIpaBHy JIMIIIE ITiCJIA BHECEHOI H0
KapTKH BIAMITKHU PO MPUITMHEHHS MOHITOPUHTY.

8.16. JlHeM BUKOHAHHS 3aB/laHb, BU3BHAUEHUX B aKTaX OpraHiB JIep>KaBHOI BJIaH
1 JOpyYeHHSX BUIIMX IOCAJOBUX OCi0, Ta BHKOHAHHS 3aIlUTiB, 3BEpPHEHbB, IHIIOL
KOpecIoHJeH11i cekperapiary KuiBpaau BBaXxaeThCsl IeHb HAJICUIIAHHS €JIEKTPOHHOTO
JoxkyMeHTa KuiBpanoro uyepe3 cHCTeMy B3aeMOJil, a y BHITaJKax HasIBHOCTI
OOIpyHTOBaHMX IMifCTaB /ISl [JOKYMEHTYBaHHS YIPaBIiHCBKOI iH(popMaIii y
nanepoBiii (popMi - IeHb peecTpalii JOKYMeHTa OpraHOM, SIKUH BU3HAUMB Bi/IIIOBIIHE
3aBlIaHH;.

8.17. Crpok BUKOHaHHs AOKYMEHTa MOX€ BCTAHOBIIIOBATHCS Y HOPMATHBHO-
IIPaBOBOMY aKTi, PO3MOPSIIOMY JOKyMeHTI abo pesosouii KuiBcbKOro MichbKoro
TOJIOBH, 3acCTyIIHMKa MICBKOIO TOJIOBM — cekperapss KuiBpaau Ta Kepyrodoro
CIIpaBaMHU.

8.18. CTpoxu MOXYyTh OyTH TUIIOBUMH a00 iHIWBIAyaIbHUMH.
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TuroBi CTPOKM BHKOHAHHS JOKYMEHTIB YCTAHOBIIOIOTHCS 3aKOHOAABCTBOM
(momatok 27).

[HMUBiAyanbHi CTPOKM BCTAHOBIIOIOTHCA KHIBCBKMM MICBKMM  TOJIOBOIO,
3aCTYITHUKOM MiCBKOI'O rojioBH — cekpetapeM KuiBpanu abo kepyrouuM cripaBaMu.

8.19. JlokymMeHTH, B SIKHX CTPOK BHUKOHAHHS HE 3a3HA4YeHO, SKi He €
JTOKyMeHTaMH iHdopMmallifiHoro xapaktepy abo He MICTATh KOHTPOJBHHX 3aBJIaHb,
HOBHMHHI OyTH BHKOHaHI He mi3Hime Hixk 32 30 JHIB 3 MOMEHTY peecTpallii JOKyMeHTa
B cekperapiati KuiBpaau.

8.20. SIkmmo 3aBmaHHs MOTpeOye TEPMiHOBOIO BUKOHAHHS, Y TEKCTI 3aBAAaHHS
000B’SI3KOBO 3a3HAYAETHCSI KOHKPETHHUH KiHIEBUI CTPOK BUKOHAHHH.

8.21. CmiBBHKOHaBIlI 3000B’s3aHl [OJABaTH IIPOIO3HINI T'OJOBHOMY
BUKOHABIIIO MPOTIArOM TMEPIIOl MOJOBUHU CTPOKY, BiJBEIEHOrO IJIsi BUKOHAHHS
JIOpYYeHHS, 3aB/IaHH.

8.22. VY pasi norpebu iHAMBIIyalbHUI CTPOK BUKOHAHHS JOKyMEHTa MOXe OyTH
MPOJOBXXEHO 3a OOIPYHTOBAHMM IIPOXaHHSIM BHUKOHABLSI, sIK€ IIOJA€TbCcA 0e3
TOTO/DKEHHST 3 IHIIMMH CTPYKTYPHUMH IHifipo3iijamMu Oe3nocepelHbo I0caloBil
oco0i, sika BCTAHOBHIIA CTPOK. BiAmoBiiHe mpoxaHHs MOJAeThCs HE Mi3HILIe HIXK 3a TPH
poboUrX AHI A0 3aKiHUSHHS BCTAHOBJIEHOTO CTPOKY.

8.23. CTpyKTypHMM MiApO3AJIOM, BIANOBIHAIBHUM 3@  IPOBEJCHHS
MOHITOPUHTY BHKOHAaHHS JIOKyMEHTIB B cekperapiati KwuiBpagw, IIOTH)XXHEBO
MPOBOJUTHLCS TATOTOBKA Ta HaJaHHS BIAMOBIAAJBHMM BHUKOHABISIM CEKpeTapiatry
KuiBpagu Tta BuKOHaB4Yoro oprany KuiBpamu (KuiBcbkoi wmicpkoi aep)kaBHOL
aZIMiHICTpaIlil) MUCHbMOBUX HarajJyBaHb — IOINEPEHKEHb IMPO 3aKiHYEHHsS] CTPOKIB
BUKOHAHHS KOHTPOJIBHUX JOKYMEHTIB.

8.24. besmocepenHiii MOHITOPUMHI BHUKOHAHHS JOKyMEHTa MPOBOJIUTHECS Ha
migcrasi pe3onollii KHTBCBKOTO MICBKOTO TOJIOBH, 3aCTYITHUKA MiCHKOTO TOJIOBH —
cexkpetapsi KuiBpanu, Kkepyrodoro crnpaBaMi Ta KEPiBHUKA CTPYKTYPHOTO ITiJIPO3ILLY
ceKpeTapiaTy, BiIITOBIIaJIbHOrO 3a MPOBEJICHHS MOHITOPHHTY.

8.25. Ha ogue mokyMeHT Moke OyTH 3aBe/ieHa JIMILEe OJHa KapTKa He3aJekKHO
BiJl KUIBKOCTI BUKOHABI[iB a00 CTPOKIB BUKOHAHHS OKPEMHUX 3aBIaHb, 3a3HAUYCHUX Y
JIOKYMEHTI.

8.26. IlloTrxkHEBO KepyroUoMy clpaBaMu abo 3aCTYNMHUKY MICHKOT'O TOJIOBU —
cekperapto KuiBpanau roryerbcsi Ta IOJAEThCs iHGOpPMALis IOAO TOPYLICHb
KOHTPOJIBHUX TE€PMiHIB BiJINOBiJalbHUMH BUKOHaBISIMU cekpeTapiaty KuiBpamu Ta
BUKOHaB4oro oprany KwuiBpanu (KuiBchkoi MichKOi Jep)kaBHOI aaMiHICTparlii),
JIOaToK 28.

9. CucremaTu3auist Ta 30epiraHHsi JOKYMeHTIB y TiJIOBOACTBI
9.1. CxknaeHHs HOMEHKJIATYPH cipaB

9.1.1. ApxiBHa ciyx0a:

- po3po0iisie HOMeHKIaTypy cripas KuiBpaay;

- OpraHizoBye (OpMyBaHHS CIpaB, iX 30epiraHHs Ta IMiArOTOBKY [0 mepeaadi i
nepenady no JepxaBHoro apxiBy micta KueBa cripaB, JOKYMEHTIB, 1110 HajeXaTh 10
HanionansHoro apxiBHoro QoHIy, micisi 3aKiHYeHHS BCTAHOBJIEHHX T'PaHHYHUX
CTPOKIB ix 30epiraHHs B apxiBi cekperapiaTy KuiBpaau 11 moctiHoro 36epiratss;
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- 3abe3medye HarjsA[ 3a CTaHOM 30epeXeHHs [JOKyMeHTAIiHOTo (GOHIY
KuiBpanu y naneposiit popMi Ta KOpUCTYBAHHS HUAM;

- 3[iACHIOE TepeBipKy MPaBUIBHOCTI  BIJOMOCTEH 3a  3BEJCHOIO
HOMEHKJIATYpOIO CIIpaB, BHECEHUX [0 KapTKU eJEeKTPOHHOIO JOKyMEHTa, Ta
YTOUHEHHSI IIUX BiZIOMOCTEH 3a eKCIEePTH30I0 LIHHOCTI €JIEKTPOHHOTO TOKYMEHTA.

9.1.2. HomeHkiarypa cmpaB — 1€ OOOB’S3KOBHU JII KOXXHOI yCTaHOBHU
CHCTEMaTU30BaHUN TepeNniK Ha3B (3arojlioBKIB) cIHpaB, L0 (GOpMYyIOThCS B il
IIOBOJICTBI, 13 3a3HAYEHHSIM CTPOKiB 30epiraHHs CIpas.

Homenkinatypa cnpaB npu3HaueHa [Jis BCTAHOBJEHHS Yy CceKpeTapiarti
KuiBpagu enwmHOro mopsaky (QopMyBaHHS CIOpaB JJi JOKYMEHTIB, CTBOPEHHX Y
€JIEKTPOHHIH Ta namneposiil popmax, 3abe3reueHHs X 00Ky, OTIepaTUBHOTO MOILIYKY
JOKYMEHTIB 3a IX 3MICTOM i1 BHJIOM, BU3HA4Y€HHsI CTPOKIB 30epiraHHs CIpaB i €
OCHOBOIO JIJISl CKJIAZICHHS OIMCIB CIIpaB MOCTIHHOTO Ta TpuBajioro (moHan 10 pokiB)
30epiraHHs, a TaKoX g OONIKy crpaB THUM4acoBoro (1o 10 pokiB BKIIIOYHO)
30epiraHHs.

Jlo HOMEHKJIaTypH CIIpaB BKJIFOYAIOTHCS HA3BU CIPaB, 110 (HOPMYIOTHCS Ta
BiZI0OpaxatoTh yci etanu poOoTH, sika TOKyMeHTyeThcsi B KuiBpani, 30kpema cripaBu
IOCTIHUX KOMIiCiii, yrpaBiHb, BiJIUIIB.

Crpoku 30epiraHHs JOKYMEHTIB (HaJEXHICTh JO CIIPaBH) BH3HAYAIOTHCS ITif
Jyac peecTpamil (s BXiAHUX TOKYMEHTiB) ab0 CTBOpEHHs MPOEKTY HIOKyMEHTa
aBTOPOM 3TiJIHO 13 3aTBEpKeHUM MiH’IOCTOM MepeikoM THIIOBHX HOKYMEHTIB, IO
CTBOPIOIOTBCSL MiJl 4Yac MiSNIBHOCTI JEepXKaBHUX OpraHiB Ta OpraHiB MiCLEBOTO
CaMOBPSIAYBaHHS, IHIIMX YCTAaHOB, HIANPUEMCTB Ta OpraHizalliid, i3 3a3Ha4YeHHSM
CTPOKIiB 30epiraHHs TOKYMEHTIB.

9.13. VYV cekperapiati KwuiBpaau cknagaloTbcsi HOMEHKIATYpU CIIpaB
CTPYKTYPHHX MigpO3AUIiB (momatok 29) i 3BeneHa HOMeHKJIaTypa crpaB KuiBpaau
(momatok 30).

9.1.4. Homenxsatypa copaB CTIPYKTypHOrO IIiJpPO3MATy CTBOPIOETHCS B
eNeKTpOHHIN dopmi (momarok 31), Ha mificTaBi JOKYMEHTIB 3 yCiX IIMTaHb MisTEHOCTI
MiAPO3ALTY i3 3aXydeHHsAM (axiBIliB, ki y HbOMY IIpaIforoTh. IlocamoBa 0coba,
BIANOBIJa/IbHA 32 AUIOBOJCTBO B MiAPO3ALT, He mmi3Hime 15 gucTomana MoTOYHOTO
POKY IIOTOJLKYE 13 apXiBHOIO CIIY)KOO0I0 CTBOPEHY B €NIEKTPOHHIH (hopMi HOMEHKIIATYPY
CIIPaB CTPYKTYPHOTO ITiAPO3MIiIY.

9.1.5. 3Benena HomeHkatypa crpaB KuiBpaau ais A0KyMEHTIB, CTBOPEHHX Y
eNIEKTPOHHIN Ta mHamnepoBiil ¢opmax, CKIamacTbess B apxiBHiM ciryx0i Ha OCHOBI
HOMEHKIJIATYp CIIpaB CTPYKTYPHUX MIJPO3AUIIB y elNeKTpOHHIN opmi Ta hopMyeTbes
CE ACKO/] B aBToMaTH30BaHOMY pexXuMi (1omatok 32).

Ha migcraBi 3BeneHOi HOMEHKIIATYpu crpaB cekperapiary KuiBpamu B
enektponHiii ¢opmi CEJl ACKOJl aBTomarmuHO 3milicHroe ii Bisyamizauiro 3a
(GOopMOI0, BH3HAYCHOK LHUM pO3AUTOM IHCTPYKII, sIKa CXBalIOEThCS KOMICIEO
cekperapiaTy KuiBpany 3 mpoBeieHHS €KCIePTU3HU LiHHOCTI JJOKYMEHTIB, APYKY€ThCS
Ta IOJAETHCA HA IOTOIPKEHHS €KCIIEpPTHO-IepeBipHOI koMicii Jlep)kaBHOro apxiBy
micta Kuea Buxonaswyoro oprany KuiBpagm (KuiBcbkoi MichKOl HepXaBHOL
aaMiHicTpalii) OXUH pa3 Ha II'STh POKiB abo HEBiAKIagHO B pasi 3Minu (Gopmu
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BJIACHOCTI, CTPYKTYPH, QYHKIIIH Ta XapakTepy pobotu cekperapiaty KuiBpamu, micis

YOT0 3aTBEPIPKYETHCS 3aCTYTHUKOM MiCBKOTO T'OJIOBH - cekperapeM KuiBpaaw.
3BelleHA HOMEHKJIaTypa crmpaB 30epiraeTscsi Ta BHKOpUCTOBYeThcsi CEJ]

ACKOJI ans aBromMaTu3anii mpoiieciB (opMyBaHHS JOKYMEHTIB y cripaBu B KuiBpai.

9.1.6. 3Benena HoMeHKiaTypa chpaB KuiBpanu CKIafaeThCs y YOTHPHOX
IPUMipHUKaX, Ha KOXXHOMY 3 SIKUX Mae OyTH 3allOBHEHWH TPH(} MOrOMKEHHS 3
BIJIIOBIIHAM Jiep>kaBHUM apxiBoM. Ilepmuii (HeroTOpkaHHUN) MPUMIPHUK 3BeIEeHOL
HOMEHKJIaTypH cIIpaB 30epiracThCs y BiAAiN KaApoBoi poOOTH Ta 3 IMUTaHb CIIYXKOU B
opraHax MiCLIEBOT'O CaMOBPSITyBaHHS, IPYTUH — BHKOPUCTOBYETHCS SIK POOOYHM Ta
3HAaXOJUTHCSl Y BIANLIL peecTparii JHOKYMEHTIB, IIJIOBOJCTBA Ta apXiBHOI CIIpaBH
YIpaBJIiHHS Oprafi3alifHoro Ta JOKyMEHTaJbHOIo 3a0e3ledeHHs isJIBHOCTI
KuiBpanu. OnuH pa3 Ha I'STh POKIB MPUMIPHUK 3BEICHOI HOMEHKJIATYPH CIIpaB
nepenaeTbest IS 3aTBeppKeHHs 0 [epxaBHoro apxiBy micta Kuega.

CTpyKTypHi MiApPO3IUTA OTPUMYIOTh BHTSITM 3 BIANOBIIHUX PO3MILTIB
3aTBEPAYKEHOI PO3MOPSIKEHHSIM 3aCTyITHIKa MiCBKOTO TOJIOBH - ceKpeTapst KuiBpaau
3Be/IEHO] HOMEHKJIATYPH CITpaB Il BUKOPUCTAHHS y pOoOOTi.

9.1.7. 3BeneHa HOMeHKJaTypa cmpaB cekperapiaTy KuiBpamu ckiamaeTscs
HaIPUKIHII KOXKHOTO pOKY (He Mi3Hille rpyIHs), YTOYHIOETBCS Ta BBOIUTHCS B IO 3
01 ci4Hs HACTYITHOTO KaJICHAAPHOTO POKY.

9.1.8. [Io HOMEHKJIaTypH CIipaB BKIIIOYAIOTHCS Ha3BU CIIPaB, IO (HOPMYIOTHCS
Ta BIIOOpaXKaloTh yCi OUISIHKH poOOTH, sKa HOKyMeHTyeThcss B KuiBpasi, 30kpema
CHpaBH IIOCTIMHUX KOMICIH, CTPYKTYpHUX Miipo3ainiB. Jlo HOMEHKIATypu CIIpaB
BHOCSITBCS] TAKOXK Ha3BU CIIPaB, 1110 BEIYThCS JIUIIIE B €IEKTPOHHIH (HopMi.

9.1.9. I'papu HOMEHKIIATYpH CIIPAB 3alIOBHIOIOTHCS TAKUM YHHOM.

VYV rpagi 1 mpocraBnseTbcs iHAEKC KOXHOI CHpaBd. [HAEKC CchpaBu
CTPYKTYPHOTO HiAPO3ALTY CKiIafaeThes 3 inaexcy KuiBpamau, iHOEKCY CTPYKTYPHOTO
nigpo3 Aty (3a Kinacu(pikaTopoM CTPYKTYPHHUX MiAPO3AUIIB) Ta MOPSIKOBOIO HOMEPa
CIIPaBH B MexXax miapo3airy. Hampuknan:

08-236-01,

ne 08 - ingexc KwuiBpamm, 236 - iHOeKc CTpyKTypHOro miaposminy, 01 -
IIOPSIIKOBUI HOMEp CIIpaBH.

3a HasgBHOCTI y crpaBi TOMiB (4aCTHH) IHIEKC CTABUTHCS HA KOXKHOMY TOMi,
Hampukiam: T. 1, T. 2 ToIo.

V rpady 2 BKIIIOYAIOTHCS 3ar0JIOBKH CIIpaB (TOMiB, YACTHH).

3aroJI0BOK CIpaBH Ma€ YiTKO, y CTHCIiH, y3araibHeHid dhopmi BigoOpaxaTu
CKJIaJ 1 3MICT JOKYMEHTIB CIIPaBH.

9.1.10. ¥V CEJl ACKO]] cexperapiaty KuiBpagu HOMEHKIATypa CIIpaB
npexacTasieHa y GopMi exekTpoHHoi Tabmuii. ['padu Tabnuili 3am0BHIOIOTECS TAKUM
JHHOM:

y rpadi O (nuire ams 3BeJieHOT HOMEHKJIATYPH CIIpaB) IPOCTABIIIEThCS Ha3Ba
CTPYKTYPHOTO MiAPO3/1ILY, 10 SIKOTO BITHOCATHCS 3aIlMCH PO BiTIOBIIHI CIIpaBH;

y rpa¢i 1 opocTaBisieTbes iHIEKC KOXKHOI CIIPaBH;

y rpady 2 BKIIIOYAIOTHCS 3aTOJIOBKH CIIpaB (TOMY, YaCTHHH);

y Tpadi 3, sika 3aII0BHIOETHCS HANPHUKIHII KaJICHIapHOTO POKY, 3a3HaAYA€ThHCS
KIJIBKICTB CIIpaB (TOMiB, YACTHH);
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y rpadi 4 3a3HaA4alOThCs CTPOKM 30epiraHHs cIpaB, HOMEpH cTaredl 3a
NepelikoM JOKYMEHTIB i3 CTpokaMy 30epiraHHs;

y rpadgi 5 poOisAThCS MO3HAUKHU IPO MEpeXifHi CHpaBH;, MPO CIpPaBH, IO
BEAyThCs B MaNepoBiil GopMi; Mpo MocaroBUX 0cid, BIAMOBIAANBHUX 32 (OPMYBaHHS
CIIpaB; PO Nepe/iaBaHHs CIpaB 10 apXiBy cekperapiaty KuiBpanu.

9.1.11. HampukiHii poKy 0 HOMEHKJIATypHu CIpaB CTPYKTYPHOTO IMiApO3IiTy
Ta 3BEICHOI HOMEHKJIATypH CIipaB cekperapiaTy KuiBpaau ckiiagaroThCs IMiICyMKOBI
3allUCH B €JEeKTPOHHIA (opmi mpo KiNnbKiCTh (PaKTUYHO 3aBEACHHWX CIIpaB Ta
HiANKUCYIOTHCS BiAMOBIATBHUMH 0CO0aMH 3TiAHO 3 IHCTPYKIIEO 3 A1IOBOICTBA.

9.1.12. He no3BouisieThbCs BXKUBAaHHS B 3arojioBKax CIIPaB HEKOHKPETHHX
dopmymoBaHb  («pi3Hi  MaTepianm»,  «3arajbHe  JUCTYBaHHSI»,  «BXiIHa
KOPECIIOHACHLIS, «BUXIJHA KOPECHOHJEHILs» TOLIO0), & TaKOX BCTAaBHUX CIIB 1
CKJIaJHUX CUHTAaKCUYHHX 3BOPOTIB.

9.1.13. Ilix yac hopmyroBaHHS 3aroJ0BKIB CIIpaB BPaXOBYIOThCS TaKi O3HAKH
(dopMyBaHHS cIIpaB SIK HOMiHaJbHa, aBTOPCHKA, KOPECIIOHIEHTCHKA, IPEIMETHO-
[IUTAJIbHA, XPOHOJIOT14Ha, reorpagiysa. JIokyMeHTH (OpMYIOThCS y CITpaBM Ha OCHOBI
OKpeMoi 03HaKH abo0 CIIOyUeHHS O3HaK.

3aroJIoBOK CIIpaBH CKJIAAAa€ThC 3 €JEMEHTIB, IO PO3MIIIYIOThCS Y TaKii
IIOCHITOBHOCTI: Ha3Ba BHJIy CHpaBU (JIMCTYBaHHS, XXypHaJI, KHUrA TOIIO) YU BHLY
IOOKYMEHTIB y CIpaBi (pO3MOpPSIKEHHS, IPOTOKOJH, aKTH TOII0); aBTOP JOKYMEHTIB
(HalfiMeHyBaHHS  CTPYKTYpHOTO  IJpO3[iNy); KOpecmoHaeHT abo  ampecar
(HaliMEeHYBaHHS YCTaHOBH, JI0 SIKOI aapecoBaHi abo BiJ K01 HAMINILIM JOKYMEHTH);
narta (1epion1), 0 SIKOi HaJeXaTh TOKYMEHTH CIIPaBH;, BKa3iBKH Ha HAsSBHICTH KOIIii
JIOKyMEHTIB y cripasi (y pasi motpeoun).

V' 3aronoBkax 0co00oBuX (IEPCOHANBHUX) Ta IHIIUX CIpPaB, IO MICTATH
JOKYMEHTH 3 OJHOTO WHTaHHS, IOB’s3aHI ITOCHIZOBHICTIO BEIEHHS IIPOLELYP
JUJIOBOJICTBA, BXKHBAETHCS TEPMiH «crpaBay, Hampukian: «OcoGoBa crpasay,
«IlepconanpHa cripaBay.

VY 3arosnoBkax crpas, 110 MICTSITh JOKYMEHTH 3 OJTHOTO IHUTAaHHS, He [TOB’ s13aHi
TIOCJIiIOBHICTIO BEIGHHSI IIPOLIeypP AIJIOBOJICTBA, BYXUBAETHCS TEPMIH «IOKYMEHTHY, &
icjsg HOTO B IyXKKaX 3a3HA4aroThCsl OCHOBHI BU/IM JOKYMEHTIB CIPABH, HAIIPUKIIAL;
«JloxyMeHTH (TIaHH, aHKETH, JOBIIKK) [IPO MPOBENEHHS OISy CTaHy HiJIOBOJCTBA
Ta apXiBHOI CIIPaBH y CTPYKTYPHHX ITiApo3aiiax cekpetapiary Kuispamu».

TepmiH «1OKYMEHTH» BXKHMBAETHCSI TAaKOX Yy 3arojiOBKax CIpaB, IO MICTATH
JNOKYMEHTH-IOHATKH 10 OyAb-1KOr0 HOPMaTUBHO-IIPABOBOr0 aKTa abo po3IOpsIuoro
IOKyMEHTa.,

Y 3aroyioBKax CIpaB, IpU3HAUYEHUX AJIs TPYILyBaHHs JOKYMEHTIB OJJHOTO BHLY,
3a3HAYAETLC BHUJ [OOKyMEHTAa y MHOXHHI Ta aBTOp [OKYMEHTa, HAalpHKIaf;
«IIporokonu 3acigane noctiHoi komicii KuiBpaau 3 muTans GIOIKETY Ta COL[iaIbHO-
€KOHOMIYHOT'O PO3BUTKYY.

Y 3aroyioBKax CHpas, IO MICTATh JUCTYBaHHsI, 3a3HAYAIOTHCS KOPECTIOH/IEHT 1
KOPOTKHH 3MICT NOKYMEHTIB, Hanpuknajl: «JluctyBanns 3 MinicTepcTBOM (iHaHCIB
PO 3aTBEPIKEHHS Ta 3MiHY IITATHOTO PO3IHCYY.

Y 3arojoBkax cIpas, WO MICTATh JHCTYBaHHS 3 KOPECIOHIEHTaMHU,
OJIHOPIZIHMMHU 3a XapaKTepOM [isUIBHOCTI, KOPECHOHAEHTH HEe IMepelliuyloThCs, a
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3a3HavYa€ThCH X y3araibHeHe HallMeHYBaHHs, HapuKial: «JIuctyBanHs 3 palOHHUMU
B M. KueBi nepkaBHMMM aIMiHICTpalUisiMU 3 IUTaHb 3a0e3MedeHHs COLiaJbHOIro
3aXUCTY HACEJICHHS.

VY 3arosoBkax CIIpaB, IO MICTAThH JIUCTYBaHHS 3 PI3HUMH KOPECIIOHJCHTAMH,
KOPECIIOHIEHTH He 3a3HaualoThCsl, HAIpUKIaL: «JIMCTyBaHHS mpo opranizarito
ceMiHapy 3 MiABUINEHHS KBaJi(ikallil MpaliBHUKIB KaJIPOBUX CITYIKO».

Y 3aromoBKax cmopaB, IO MICTSTh IUIAHOBO-3BITHY JOKyMEHTAIlifo,
3a3Hava€Thesl IMepion (Micsib, KBapTal, MiBpiY4Ys, piK), B SKOMY IUIaHYETHCS
CTBOPEHHSI IOKYMEHTIB, a0o mepiof] iX (paKTUIHOTr0 BUKOHAHHSI, HAPUKIIA/I;

«ITnan ocHOBHUX opraHizaiitnux 3axonis Kuipanu Ha 2017 piky;

«3BIT PO BUKOpHCcTaHHs OromkeTHUX KomTiB KuiBpamoro 3a 2018 pik».

Skmio cmpaBa CKIIagaeThesl 3 KUIBKOX TOMIB a00 YacTWH, (HOPMYIIOETHCS
3araJlbHAN 3arojioBOK CIIPaBH, a MOTIM y pa3i moTpeOu — 3arojoBOK KOXKHOT'O TOMY
abo JacTuHHU. ' ,

ITin uac po3MillleHHs 3arojoBKIB CIpaB Y HOMEHKJIATYpi BPaXOBYETHCS
BaXKJIUBICTb JTOKYMEHTIB, BKIIIOYEHHX O CIIpaBH, iX B3a€MO3B’s30K. Ha modatky
PO3MIIIYIOTECS 3arojIOBKHM CIIPaB IIOJO0 JOKYMEHTIB, SKi HaOIWIUIM Bifi OpraHiB
BUIIIOIO piBHS, Aalli — IIOJ0 OpraHi3aliifHo-po3nopsauol JOKyMEHTaIlil, IJIaHOBO-
3BITHOI JOKYMEHTallii, JIUCTYBaHHS, OOJIIKOBO-JOBITKOBUX BH[IB JOKYMEHTIB. Y
KOXHIH 3 IUX rPyH JOKYMEHTH TaKOXX PO3MILIYIOTECS 3 YpaxyBaHHSIM BaXKJIMBOCTI Ta
CTpOKiB 30epiraHHs.

I'pada 3 HOMEHKIIATYPH 3aII0BHIOETHCS HAIIPUKIHIII KaJIeHAapHOTO POKY.

V rpadi 4 HOMEHKIATypy 3a3Ha4arOTHCSl CTPOKH 30epiraHHs CIIpaB, HOMEPH
cTaTell 3a IepesikoM JOKYMEHTIB i3 CTpOKaMu 30epiraHHs.

Y rpagi 5 «BigmiTka» poOasSThCS MO3HAYKH IMPO ITEPEXiTHI CIpPaBH; IPO
CIIPaBH, 1110 BEAYThCA B €JEKTPOHHIN (HOpMI; IIPO IOCaIOBUX OCI0, BIIITOBIJAIbHUX 3a
GopMyBaHHs crpaB; po epeady CIpas J0 apXiBy cekperapiaTy KuiBpaauy 4 iHIIIX
YyCTaHOB JJIS1 iX TPOJOBXKEHHS TOIIO.

9.1.14. HanpukiHui poKy HOMEHKJATypa CIIpaB 3aKpHBA€ETHCS IiJCYMKOBHM
3aIMCOM TIPO TX KiJIBKICTb.

9.1.15. MetoauyHa JjoroMora y ckijialaiHi HOMEHKIIATypH CIIpaB HaIa€ThCs B
apXiBHi# ciryx0i.

9.2. ®opMyBaHHS €JIeKTPOHHHX CIIPaB

9.2.1. ®opMmyBaHHs clIpaB — IIe IPYITyBaHHs BUKOHAHUX TOKYMEHTIB y CIIPaBU
BiATIOBITHO O HOMEHKJIATYPH CIIPAB.

9.2.2. TlanepoBi ciipaBu GopMyIOTECS B cekpetapiati KuiBpanu, sk mpaBuiio,
JELeHTPpali30BaHo, TOOTO B CTPYKTYPHHUX ITiAPO3/IiIax.

I'pynyBaHHS BUKOHaHMX AOKYMEHTIB y €JEKTPOHHI CIpaBH 3HiMCHIOETHCS
unentpamizopaio B CEJ ACKOJl cexperapiary KwuiBpagu BignosigHo 10
HOMEHKJIATypu cekperapiaty KuiBpanu.

9.2.3. Ilix yac QopMyBaHHS IANlEpPOBUX CIIPaB CIiJ| JOTPUMYBATUCS TAKHX
3araJlbHUX IPaBHIT:

- BMILIyBaTH y CIIpaBH TiIbKM BUKOHAHI TOKYMEHTH BiJTIOBIHO O 3aroJIOBKiB
CIIpaB Y HOMEHKJIaTypi;
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- TpymyBaTH y IallepoBi CIpaBU JOKYMEHTH, BHUKOHAHI IPOTATOM OIHOTO
KaJeHIapHOr0 POKY, 3a BHHSITKOM JOKYMEHTIB, YMIIIEeHUX y CYIOBi, 0COOOBi Ta
TIepexiziHi crpaBy (BeLyThCs MPOTATOM KiJIBKOX POKIiB);

- BMIILYBaTH y CIIPaBH JIMIIe OpHUTiHANK abo y pasi iX BiICYTHOCTI — 3acBil4eHi
B YCTaHOBJICHOMY IIOPSIKY KOIi JOKYMEHTIB, OQOpMIIEHI BiIMOBITHO IO BHMOT
YMHHUX HOPMATHBHO-IIPABOBUX aKTiB (31 LITaMIIOM, IO HAJEXXHUTHh OPraHy BHILOTO
piBH:);

- He JOIMyCKaTW BKIIOYEHHS JO CIIpaB YOPHOBHUX, OCOOHMCTHX JOKYMEHTIB,
PO3MHOYKEHHUX KOIIii Ta TOKYMEHTIB, 1110 MJIATal0Th TOBEPHEHHIO;

- OKpeMO TIpyIyBaTH Yy CHOpPaBd JOKYMEHTH IIOCTIHHOTO 1 THMYacOBOTO
30epiraHHs; 3a oOcsroM chpaBa He MOBHHHA mepeBuiyBatd 250 apkymiis (30—40
MiTiMeTpPiB 3aBTOBIIIKH );

- JIOKYMEHTH, IO MiJUISIraloTh BHECEHHIO JI0 ckiaxy HarioHanpHOTO apXiBHOTO
¢oHny (mocriiiHoro 30epiraHHs), Ta JMOKYMEHTH THMYacoBOTrO 30epiraHHs
(bopMyIOThCS Yy Pi3Hi cripaBy.

9.2.4. JlokyMeHTHU TpyIYyIOTbCS Y CIIPABH B XPOHOJIOTIYHOMY Ta/ab0 JIOTIYHOMY
TOPSIIIKY .

9.2.5. IlonoxeunHs, npaBuia, IHCTPYKIIl TOIIO, 3aTBEPHKEHI PO3MOPSITIUMHE
JOKyMEHTaMHU, IPYIYIOThCS Pa3oM i3 3a3HaUSeHUMHU JOKYMEHTaMH.

9.2.6. PosmopsympkeHHs 3 MNWTaHb OCHOBHOI misuibHOCTI KwuiBpamm, 3
aIMIHICTPaTUBHO-TOCIIOIaPCHKHUX MMUTaHb, 3 KaJPOBUX MHUTaHb (0COOOBOroO CKIay)
IPYIIYIOTBCS Y Pi3Hi cripaBu. Po3mopsixeHHs 3 KalpOBUX MTUTaHb (0COGOBOTO CKIIAIY)
IPYIYOTBCS BIAMOBIHO IO X BUIIB Ta CTPOKiB 30epiranHsl.

9.2.7. loxymMeHTH 3acigaHp NOCTIHHUX KOMICIH IPYNYIOTBCS Y JIBi CITPaBH:

- INIPOTOKOJIM Ta JJOKYMEHTH J10 HUX (JOMOBIi, TOBIAKH, IPOEKTH PillIeHb TOWIO);

- JIOKYMEHTU 3 oOpraizaiii 3acilaHb (IIOpSOOK JE€HHWH, MakeT pPO3MillleHHS,
CIIMCOK 3allpOIIeHUX TOIIIO).

9.2.8. TlpoTokonu 3acimaHb MOCTIMHHUX KOMICIH TpyNmyIOThCS y CIIpaBd B
XPOHOJIOTIYHOMY IOpANKY Ta 3a HoMepamH. JIOKyMeHTH [0  3acimaHb
CHUCTEMAaTU3YIOTbCA 3a JaTaMd Ta HOMepaMH IMPOTOKONIB, a B MeXaxX IpyIH
JOKYMEHTIB, 0 CTOCYIOThCS OJJHOT'O IIPOTOKOILY, — 3a ITOPSIKOM JEHHUM 3aCiJaHHS.

9.2.9. lopyuenHs, 3anponoHoBaHi KuiBpani /i BUKOHAHHS, Ta JOKYMEHTH,
IIOB’sI3aHi 3 IX BUKOHAHHSM, IPYIYIOTBCS y CIIPaBH 3a HANpsIMaMmH JisIbHOCTI abo 3a
aBTOpPAaMHU IHILIaTUBHUX JOKYMEHTIB. JJOKyMEHTH Y HEBEJIUKii KiJIBKOCTI [PYIYIOTHCH
B OZIHY CHpaBy. ¥ CIIpaBi JOKYMEHTHU CUCTEMATHU3YIOThCS 3a JaTaMy J0pyUeHb.

9.2.10. 3aTBeparKeHi IIaHu, 3BiTH, KOIITOPHCH TPYITYIOTHCS ¥ CIIPABH OKPEMO
BiJl IPOEKTIB IUX JOKYMEHTIB.

9.2.11. JluctyBaHHS TPYIyEThCS 3a 3MICTOM 1 KOPECIIOHAEHTCHKOIO 03HAKOKO
T4 CUCTEMAaTU3ye€ThCd B  XPOHOJOTIYHOMY MOPAAKY: JOKYMEHT-BiAIIOBiIb
PO3MIIIYETHCS 32 TOKYMEHTOM-3aITUTOM.

9.2.12. OcoboBi crnpaBu HpauiBHUKIB cekpeTapiaty KuiBpamu (GpopMyroThCs
BignosigHo 10 Ilopsaxy BemeHHS Ta 30epiraHHs OCOOOBHX CHpPaB AEPMKABHUX
cIyx0O0BILIB, 3aTBepUKEHOT0 Haka3zoM HaiioHansHOro areHTcTBa YKpaiHu 3 NUTaHb
JepxaBHOI ciy>x0u Big 22.03.2016 Ne 64,
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9.2.13. Po3paxyHKOBO-TUIATKHI BiIOMOCTI (0c000BI paXyHKH) MpaliBHUKIB
KuiBpanu cucteMaTH3yIOTBhCS B MEXKaX POKY 3a IIPI3BUIIaMU B aliaBiTHOMY HOPSIIKY,
a BITOMOCTI Ha BUILIATy rpoineii (BiIoMOCTI HapaXyBaHHs 3apo0iTHOI IUIaTH) MalOTh
OyTH cpopMoBaHi mOMicALS 3a piK.

9.2.14. ®opmyBanHs enekTpoHHUX cipaB 3giiicHioetsess CEJl ACKO/JL B
ABTOMATH30BaHOMY pEXHMi Ha TIiACTaBi iHAEKCY eJeKTPOHHOI CIpaBH, SKHHA
BusHauaeTbest CEJ] ACKO/] mix yac BXiHOI peecTpalii abo CTBOPEHHS JOKYMEHTa Y
cekpeTapiati KuiBpamu.

9.2.15. EnexTpoHHI TOKYMEHTH, 10 BIJTHECEHI JI0 OAHIET eJIeKTPOHHO]I CIIPaBH,
MaroTh OyTH JIOTIHHO ITOB’ s13aHi MK COO0IO 3a JOMOMOTOI0 BimoMocTei mpo Hux B CE]]
ACKO[.

9.2.16. Ilim wac ¢opmyBaHHS EJEKTPOHHHUX CIpPaB CIiJl JOTPUMYBATHUCS
3arajibHUX MPaBUJI 3 YpaxXyBaHHIM TaKUX BUMOT:

- TpyIyBaTH B EJEKTPOHHI CIPaBd JOKYMEHTH, BHUKOHAHI MPOTITOM OIHOTO
KaJIeHIapHOTO POKY, KpiM IEpeXiTHUX eNeKTPOHHUX CIpaB (BEAYTHCS MPOTITOM
KUTBKOX POKiB);

- JIOKyMEHT-BiJIIOBib IPYIy€ETHCS 32 iHIIIAaTUBHUM JTOKYMEHTOM;

- BKJIIOYATH B €JIEKTPOHHI CIIPABU JIUIIIE OPUTIHAIH EIEKTPOHHUX TOKYMEHTIB YU
iX mpuMipHUKA a0o, SIKIIO 1X HeMae, - 3aCBiJUeHI B YCTAHOBJICHOMY TOPSIKY KOITil
JIOKYMEHTIB, 30KpeMa eJIEKTPOHHI KOIIil IMarnepoBUX OPUTIHAJIB Ta €JIeKTPOHHI KOl
€JIEKTPOHHUX JOKYMEHTIB;

- 0o0cAr eJeKTPOHHOI CHpaBH HE OOMEXYEThCS KUIBKICTIO eJIeKTPOHHHUX
JIOKYMEHTIB,;

- 0o0csr eNeKTPOHHOI cipaBH (KUIBKICTH JOKYMEHTIB), II0 MIiCTUTh JHOKYMEHTH
NoCTiiHOro Ta TpuBaioro (moHas 10 pokiB) CTPOKiB 30epiraHHs, TOBHHEH BiIIOBIIaTH
o0cAry cripaBy, CPOPMOBAHOI 3 TTAIEPOBHUX MPHMIPHHUKIB €JICKTPOHHOTO JOKYMEHTA.

Jui1  nokyMeHTIB mocTiiHoro Tta TtpuBasioro (monany 10 pokiB) CTpOKiB
36epiraHHs, CTBOPEHHX Ha BUKOHAHHS BX1IHOTO €JICKTPOHHOTO TOKYMEHTA, TOJIOBHUM
BUKOHABLEM BHUTOTOBIISETHCS I1allepoBa KOIis I[HOTO BXIiJHOTO JOKYMEHTa, sKa
30epiracTbesl y CTPYKTYPHOMY Mifpo31iii Ta GOpMyeThCst y CIIpaBy BiAIOBIAHO O
3aTBEPKEHO] HOMEHKJIATYPH CITPaB.

9.2.17. MetoauuHe KepiBHUITBO Ta KOHTPOJIH 3a (OPMYyBaHHSIM CIIpaB y
KuiBpazai Ta i1 cTpyKTYypHHX Migpo3aiiax 3MiHCHIOETBCS Cy»k0010 JiIOBOACTBA Ta
apXiBHOIO CIIyk00¥0.

9.3. 30epiranHs eJeKTPOHHHUX AOKYMeHTIB y cekperapiati KuiBpaan

9.3.1. IlanepoBi Ta eIEKTPOHHI JOKYMEHTH 3 4acy CTBOPEHHs (HAIXOMKEHH)
Ta J10 nepefadi 1o apxiBy KuiBpaau 30epirarotecs B miipo3/igax ix CTBOPEHHI.

Y cekperapiati KuiBpagu 3aificHIOETbCS IeHTpajlizoBaHe 30epiraHHs
€JIEKTPOHHUX JIOKYMEHTIB, 3 4aCy CTBOpPEHHsI (HaJXOKEeHHs), a TAKOX yCi BiIOMOCTi
PO HUX [0 MepelaBaHHs 1X Ha MOcCTiiiHe 30epiraHHsa abo 10 iX 3HHUIIEHHS B
ycraHoBieHoMy nopsiaky 30epiraiotbes B CEJl ACKO/, noriyno 3rpymnoBaHi y
CIIpaBH 3TiJHO 3 HOMEHKJIATYPOIO CIIPaB.

9.3.2. 3a poctynHicts (incramoBanss kiieata CEJl ACKO/I, 3abe3neuenns
miHii 3B’sa3Ky (Internet)) BimmoBimae ciyx0a iHGOpPMAIiMHMX TEXHONOrIH, Ha SKY
MOKJIaIeHO 0060B’3KH 010 MporpaMHo-amapaTHoro cynposomkerns CEI ACKO/I.
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9.3.3. llpauiBauku cekperapiaTy KuiBpaau MaroTh JOCTYI O €JIEKTPOHHUX
cupaB uepe3 CEJl ACKO/J| BiAmoBiJHO A0 MpaB, BU3HAYEHUX PO3MOPAIIUM
JOKyMEHTOM cekpetapiaty Kuispaau.

9.3.4. BunaBaHHs €JEKTPOHHUX CIIpaB, OKPEMUX EJIIEKTPOHHUX JOKYMEHTIB
iHIIIMM yCTaHOBaM 3/IIHCHIOETHCS 3 IO3BOJIY 3aCTyITHUKA MiCHKOTO TOJIOBH — CEKpeTaps
KuiBpaau Ta y pasi #oro BiAcyTHOCTI (TUMYacoBOi HeNpale3JaTHOCTI, BiIIIyCTKH,
BiPSIIDKEHHS TOIO) KEPYIOUOTO CIIpaBaMM, IUISIXOM CTBOPEHHS MPUMipHHKIB abo
KOTIiH LIMX TOKYMEHTIB (€JIeKTPOHHUX CIIPaB).

9.3.5. ¥V pasi 3BepHeHHs no KuiBpaau ynoBHOBa)K€HOI OCOOM Ha IMiACTaBi
OpHTiHAIY yXBaJH CJIIIYOro CYIJi, CyAy LIOJO0 HaJaHHS THUMYAaCOBOIO JIOCTYILY O
JOKYMEHTIB 3aCTyITHHK MiCBKOro rojioBU — cekperap KuiBpamu abo kepyrouuii
CIpaBaM{ HEBIIKJIAJIHO BUAA€E AOPYUYEHHs apXiBHiM ciyx0i 3abe3meunT BUKOHAHHS
yxBasid. B Mexax peaizamii 1opydeHHs:

1) mpauiBHUK ciTy>)kOWM [iJTOBOJICTBA CTBOPIOE Ta PEECTPYE KOIIIIO YXBaJH
CJIITUOTO CYAJi, CyAy IICs Mpe.’ IBICHHS OpUriHaAy TaKoi yXBallH;

2) mpaliBHUK apXiBHOI CITy>k0H HaJjae 0coli, 3a3Ha4eHil B yXBali, TAMYaCOBHH
IOCTYII 10 IOKYMEHTIB, 30KpeMa MOKJIMBICTh O3HAHOMJICHHS 3 HUMU, BUTOTOBJICHHS
HarepoBUX KOIIiM BiJIMOBITHUX €JIEKTPOHHUX HOKYMEHTIB a0 y pasi, KoJr B yXBali
nependaveHo iX BHIyYeHHs (3MIMCHEHHS BHIMKH), - CTBOPEHHS eJIEeKTPOHHUX
MPUMipPHUKIB BiAIIOBITHUX €JIECKTPOHHUX JTOKYMEHTIB,;

HaZla€ JIOTIOMOTY Y CKJIQJICHHI OIKCY eJeKTPOHHHX JOKYMEHTIB, IO
BUIIyYalOThCsl (BHIMKa SIKUX 3HIMCHIOETBCS), SIKMHA 3alMIIAETBCS Yy CeKperapiaTy
KwuiBpasu.

[Ipo BUTydYeHHs eNEKTPOHHHX JOKYMEHTIB CKIIAA€ThCS akT (IPOTOKON) Y
JIBOX IIPUMIPHUKAaX, MEPIIUH 3 SIKUX 3aIMIIAEThCsl B cekperapiati KuiBpaawm, a npyruit
nepelaeThCs BIATIOBINaBHIN 0c00i, 3a3HaUeHi B yXBaJi.

9.3.6. I'lantepoBi 1OKyMEHTH 3 Yacy CTBOPEHHs (HAAXOKEHHS ) Ta JI0 [epeaadi
no apxiBy KuiBpamu 30epiraroTecsi 3a MicleM iX (GOpMyBaHHS B CTPYKTYpPHHUX
nigpo3ainax 2 pokw.

KepiBHUKH CTPYKTYpHHX IMiApO3AUIIB Ta IpaliBHHKH, BIAMOBiZalbHI 3a
OpraHizalilo IiIOBOACTBa B LIUX MiJpo3[inax, 3000B’sa3aHi 3abe3meuntu 30epiraHHs
JOKYMEHTIB 1 CITpaB.

9.3.7. ¥V poboumx kiMHaTaxX cIpaBd MaroTh 30epiraTHcs y BepTUKaILHOMY
MOJNOXKEHHI B madax, 0 3aKpUBarOThes. JJist MiABUINEHHS ONEPaTUBHOCTI PO3IIYKY
NOKYMEHTIB CIpaBU pPO3MIILIYIOTECS BIJMOBIMHO 1O HOMEHKIaTypu cmpaB. Ha
KOPIHILIX OOKJIAAMHOK CIIpaB 3a3HAYarOTHCs 1HACKCH 38 HOMEHKIIATYPOIO.

9.3.8. Lludposi Hocii iHdopmanii 3 ¢oHOTpaMaMu 3acijaHb KOJETialbHOTO
oprasy 30epiratoTecst y oro cekperaps. Ha cTpidnui Ta kopoOiii poGUThCs BimMiTKa
Ipo JaTy 3acifaHHs Ta yac 3anucy. Cexperap KOJlerialbHOTO OpraHy BiImoBigae 3a ix
36epiraHHs.

9.3.9. Bunaua cripaB y TUM4YacoBe KOPUCTYBaHHsI MpaliBHUKAM CTPYKTYPHHUX
MiIPO3ALIB 3IHCHIOETHCS 3 JO3BONTy KEPIBHUKA CTPYKTYPHOTO IAPO3MIiNy, B IKOMY
OyJ0 copMOBaHO crpaBy, IHIIMM YCTaHOBaM — 3 IIUCHMOBOTO J03BOJIY 3aCTYIIHHKA
MICBKOIo rojoBu — cekperaps KuiBpagu. Ha BugaHy crpaBy CKIaJaeThes KapTKa-
3aMIHHUK. Y Hill 3a3Ha4alOThCs HallMEHYBaHHS CTPYKTYPHOIO INJPO3MALILY, iHIEKC
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CIpaBH, 3arojlOBOK CIIpaBH, JaTa ii BUAadi, ocola, skili crpaBy BUAaHO, jHaTa ii
MOBEPHEHHSI, MiAMKCH 0Ci0, SKi BUIATH Ta IPUNHSIN CIIPaBY.

9.3.10. HananHs cripaB y TUMYacOBE KOPHUCTYBaHHS 3iHCHIOETHCS HE OLIbII
K Ha OJIMH MICSIb Yepe3 )KypHal BUadi JJOKYMEHTIB 3 apXiBy.

9.3.11. BuiydeHHs JOKyMEHTIB i3 CIpaBU TIOCTiifHOro 30epiraHHs
3a00pOHSIETHCS. Y BHHSATKOBUX BHUMAAKaX BUJIYYEHHS TOKYMEHTIB JIOMYCKA€THCS 3
JI03BOJIy 3aCTyIIHHKa MICBKOTrO TOJIOBU — cekpeTaps KwuiBpamm 3 000B’S3KOBUM
3aJIMIIEHHSIM y CIIpaBi 3aCBiqUCHUX HAIEXKHUM YUHOM KOIIIH.

9.3.12. V pa3i HampaBieHHs TOKYMEHTIB CIIPaBH J0 YIOBHOB)XEHUX OpPraHiB
(Ha odopmiieHHUNI B YCTAHOBJICHOMY MOPSJKY 3allMT) Y CTPYKTYpPHOMY MiApO3ZIini
000B’I3KOBO 3aTHUIAIOTHCS KOMil BCIX JOKYMEHTIB Ili€l CIIpaBH.

10. ITopsigok miAroToBKM cnpas A0 NepeAayi Ajsi apxiBHoro 36epiranHs
10.1. ExciepTH3a HiHHOCTI JOKYMEHTIB

10.1.1. Tlopsimok miATOTOBKM €JIEKTPOHHUX CIIpaB [0 MepefaBaHHA s
apxiBHOro 30epiraHHs BH3HAYA€THCS LUM po3liioM IHCTpykuii Ta HakazoMm
MinicteperBa roctuilii Ykpainu Bifg 11 nucromama 2014 poxy Ne 1886/5 «Ilpo
3aTtBepmKeHHs [lopsaaky poOOTH 3 eeKTPOHHUMHU TOKyMEHTaMH y J1JIOBOJACTBI Ta iX
MOiATOTOBKM JI0 TiepellaBaHHs Ha apxiBHE 30epiraHHs», 3apeecTpOBaHUM Y
Minicrepersi rocturii Ykpaiau 11 nuctonana 2014 poxy Ne 1421/26198.

ITpoBeneHHs eKCHEpPTHU3M I[IHHOCTI JOKYMEHTIB MOJsirae y BceOiuHOMY iX
BHUBUEHHI 3 METOIO0 BHeCeHHs 10 HarioHambHoro apxiBHoro GoHmy abo BHIIyYEHHS 3
HBOTO Ta BCTAHOBJICHHS CTPOKiB 30epiraHHs JOKYMEHTIB, IO HeE MiJIralTh
BHECEHHIO /10 HarioHaibHOTO apXiBHOTO (QOHIY.

10.1.2. lnsa oprauizaiii Ta DpOBEeJEHHS €KCIIEPTU3U LIHHOCTI JOKYMEHTIB Yy
KuiBpazi yTBOpro€ThbCs TOCTIHHO Iif04ya eKCIepTHa KOMICis, 10 i€ BiAMOBIAHO 10
TIOJIOXKEHHS TIPO Hel.

10.1.3. Exkcneptu3a wiHHOCTI JOKYMEHTIB TIPOBOJUTHCS IIOPOKY B
CTPYKTYpPHUX Iigpo3aiax Oe3nocepefHbO oco0aMu, BiANOBINaIPHUMH 32
OpraHizallio JiJOBOACTBA B IIUX ITiIPO3JiJiaX, pa3oM 3 €KCIIEPTHOIO KOMICI€lo i
METOJUYHUM KEPiBHUIITBOM apXiBHOI CIIyXKOH.

10.1.4. I'lig gac mpoBeieHHS €KCIIePTU3U LIHHOCTI JOKYMEHTIB 3/[iHCHIOETHCS
BiZI0Ip JOKYMEHTIB IMOCTIHHOI'O Ta THMYacOBOro 30epiraHHs I mepeaadi 10 apxiBy
KuiBpanu, BuIydeHHs Ui 3HULUEHHS JOKYMEHTIB 1 CIpaB 3a MHUHYJi POKH, CTPOKH
30epiraHHs AKUX 3aKiHIUIHCA.

BunydeHHs [NOKyMeHTIB M 3HHUIICHHA 03 MPOBEJEHHS IONepeaHbOl
eKCIIEPTH3HU X LIHHOCTI 3a00pOHSIETHCS.

10.1.5. Biabip foKyMeHTIB OCTIHHOTO 30epiraHHs 3MIHCHIOETHCS Ha ITiCTaBI
Ilepeniky THIIOBHX HOKYMEHTIB, IO CTBOPIOIOTHCS MiJi 4Yac MisUIBHOCTI OpraHiB
JIep KaBHOI BJIaJX Ta MICLEBOIO CaMOBPSAYBaHHS, IHIINX YCTAaHOB, MiANPHEMCTB Ta
oprasizaniii, i3 3a3Ha4eHHSM CTpPOKiB 30epiraHHs [JOKYMEHTIB Ta 3BeICHOI
HOMEHKJIAaTypu cipaB KuiBpany LUIIXOM IEperisiiy KOXKHOTO apKylla CIpPaBH.
3a60pOHETBCS BiOIp MOKYMEHTIB Ui MOAATBIIOT0 30epiranus abo 3HHINEHHS Ha
MicTaBl 3aroJIOBKiB CIIpaB B onuci a00 HOMEHKIIATYpi CIIpas.
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10.1.6. 3a pesynpTaTamMm eKCHEepTH3U LiHHOCTI NokyMmeHTiB y KwuiBpani
CKJIAZIAFOThCS OTMCH CIIPaB MOCTIHHOTO 30epiraHHs, 3 KaIpoBHUX MUTaHb (0c0OOBOro
CKJIaJly) Ta aKT PO BWIyYeHHS Ui 3HUILEHHA AOKYMEHTIB, HE BHECEHHX [0
HarmionansHoro apxiBHoro ¢oHay (momaTok 33), siKi pO3IISOAIOTHCS EKCIEePTHOIO
komiciero KuiBpamau ogHodacHo.

10.1.7. Onmcu cnpaB TmoOCTifHOTO 30epiraHHS Ta 3 KaJApPOBHUX IUTAaHb
(ocoGoBoro ckiajy), akT Mpo BAIYYEHHS Ta 3HUIIEHHS JOKYMEHTIB, He BHECEHUX [0
HanionanpHoro apxiBHoro QoHIy, MOAAIOTBCS Ha CXBAJICHHS Ta IOTOHKECHHS
ExcneptHo-niepeBipHOIO  KoMicieto [lepxaBHoro apxiBy wicta KueBa. Ilicns
TIOrO/DKEHHST Ta CXBaJIEHHS CIIpaB MOCTiHHOro 30epiraHHs Ta 3 KaJpOBUX ITUTAaHb
(ocoboBoro ckianmy).

10.1.8. AT mpo BWJIydeHHs JUIsl 3HMINEHHsS JOKYMEHTIB, HE BHECEHUX O
HanionaneHoro apxiBHoro (oHmy, CKIaJaeTbes, AK MpaBHJIO, Ha CIPaBH BCIiX
CTPYKTYPHUX MiApo3/iiiB. SKII0 B akTi 3a3HaY€HO CHIPaBU KiTbKOX CTPYKTYPHHX
HiApo3/1IiB, X HaliMEeHYBaHHS 3a3HAYAIOTHCS Mepe]] TPYIIOI0 3aroJIOBKiB CIIpaB I[LOT0
i PO3 LTy .

10.1.9. ExcriepTr3a HiHHOCTI JOKYMEHTIB B €JIeKTPOHHIN (hopMi IIPOBOJUTHCS
BiATIOBIAHO /10 3aKOHOJIABCTBa Y c(epi apXiBHOI CIIpaBH Ta JIIOBOJCTBA 32 TUMH XK
MpaBWIaMH, MPUHIUIIAMHA Ta KPUTEPIAMH, IO 1 TOKYMEHTIB Yy IanepoBii hopmMi.

10.1.10. Excrnepru3a IiHHOCTI AOKYMEHTIB MPOBOJMUTHECS B EJICKTPOHHIH
¢dopMi, KpiM JTOKYMEHTIB: €JIEKTPOHHA KOIMisl €JIEKTPOHHOro MOKYMEHTa, Bi3yaJlbHE
NOAAHHSA €JIEKTPOHHOI'O JOKYMEHTa B €JIeKTpOHHIM ¢opmi 0e3 exeKTpoHHUX
IUPPOBUX MiANHUCIB, SKUMHU Horo Oyiio 3aBi30oBaHO Ta/a00 MiAMKUCAaHO, BIIIOBIIHICTH
Ta IPaBOBUH CTATyC SIKOT 3aCBiTYEHO eNEKTPOHHOIO MeYaTKOIO.

10.1.11. I'lix 9ac mpoBeAeHHS eKCIEPTU3H LIIHHOCTI eJIEKTPOHHUX JTOKYMEHTIB
3IiICHIOEThCA BiIOip JOKYMEHTIB MOCTIHHOTO Ta TpuBasioro (rmona | 10 pokiB) CTPOKiB
30epiraHHs JUIsl HaJaHHsA JOCTYIy IpalliBHUKaM apXiBy cekpetapiaty KuiBpanw,
OJI0KyBaHHS IpaBa IHIIMX MpaliBHUKIB cekpetapiary KuiBpamu Ha penaryBaHHs
KapTKH JOKYMEHTIB, SKi MepelaroThbcsi Ha apXiBHe 30epiraHHs, BUIyYEHHS IS
3HMILIEHHS [OKyMEHTIB 1 €JeKTPOHHUX CIIPaB 3a MHUHYJI POKH, CTPOKU 30epiraHHsI
SKUX 3aKIHUMITHCS.

10.1.12. 3a pe3yapTaTaMu €KCHEPTU3U LIHHOCTI €NIEKTPOHHUX JOKYMEHTIB Yy
CTPYKTYPHOMY HiAp03.]1ii 0co00F0, BiIIIOBiAAIBHOO 32 AiNOBOJACTBO Y MiAPO3/Iii, 10
31 rpyaHs HaCTYIIHOTO POKY B €JIEKTPOHHIN (POpMi CKIIaIar0THCS: OTUCH EJIEKTPOHHUX
clpaB IOCTiMHOro, TpuBanoro (rmoHan 10 pokiB) CTpokiB 30epiraHHs, a TaKOX
FOTYIOTbCS NPOMO3ULIT 10 aKTa MPO BWIYYEHHS Ui 3HMINEHHS [TOKYMEHTIB, He
BHeCeHMX 10 HanioHanbHOro apxiBHOTO ()OHIY, IO SKUX BKIFOYAIOTHCS €JIeKTPOHHI
CIIpaB¥ 3 JIOKyMEHTaMH y IalepoBiil Ta y pas3i NPHHHSTTS BiAMOBIIHOrO pillleHHS
KEpIBHHUKOM YCTaHOBH B €JIEKTPOHHI# (opmax.

Omnucu eneKTpOHHUX CIIpaB CTPYKTYPHOTO MiIPO3/ily i MpoIo3uiii 10 aKkra
IpO BUIYy4eHHS Uil 3HUMIEHHS JOKYMEHTIB BI3yIOTBCS yKJIamadeM OITUCY
(paliBHUKOM 3a yrojorw), apxiBHOi ciyx0Ou cekperapiary Kwuispagu Ta
HiAMUCYIOTHCS KePIBHUKOM CTPYKTYPHOI'O MiAPO3Iiiy.

10.1.13. Ha mizncTaBi e1eKTPOHHUX OIMCIB eNeKTPOHHUX CIIPAB CTPYKTYPHOT'O
MAPO3iTly Ta NPONO3WIIM [0 aKTa Ipo BWIyYSHHS IJIS 3HMINECHHS IOKYMEHTIB
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apxiBoM cekpetapiary KuiBpaau B elIeKTpoHHIN (opMi ITicist NPUNAHATTS 0 apXiBy
cekperapiaty KwuiBpaam HTOKYMEHTIB CTPYKTYPHHUX MiAPO3[iTiB CKJIaJal0ThCs
eIEKTPOHHI OIMKMCH eJIEKTPOHHHMX CIIpaB MOCTiifHoOro, tpuanoro (moHax 10 pokiB)
CTpoKiB 30epiranHs (nomatok 34) Ta akT B €JIEKTPOHHIN (HopMi Mpo BIITyYeHHS IS
3HUIIEHHS [TOKyMeHTIB, He BHeceHMX 10 HauioHanpHOro apxiBHOTO (GOHIY
(momatok 35).

10.1.14. Ha mincTaBi CKIaIeHUX B €JIEKTPOHHIN (GOpPMI OTIHCIB crpaB Ta aKTa
Ipo BUWJIYyYEHHs IS 3HUINEHHS MOKyMeHTiB cekpetapiaty KuiBpagum CEJl ACKO/I
aBTOMAaTUYHO 3IIMCHIOE TX Bi3yai3ailito 3a ¢opMoIo, BU3HAYEHOIO Ili€ro [HCTpyKITi€to,
sKa y pa3l HeoOXiTHOCTI MOXe OyTH po3pyKOBaHa.

Ilpouenypa 3HUIIEHHS eJNEKTPOHHUX JOKYMEHTIB, HEe BHECEHUX [0
HarionaneHoro apxiBHoro QoHIy, 3AIHCHIOETBCS CIyX00r0 iH(MOpMaIlinHUX
TEXHOJIOTiH JIUIIIe 3 I03BOJTY 3aCTYITHHKA MICBKOT'O FOJIOBH — ceKpeTapst KuiBpaau, a y
pa3i Horo BiACyTHOCTI (THMYacoBOI HENpale3laTHOCTi, BIAMYCTKH, BiIpsKEHHS
TOLIO) 3 103BOJIy KEPYIOUOT'O CIIpaBaMH.

AKT 1ipo BWITy4eHHS IS 3HUIIEHHs JOKyMeHTiB KuiBpasu, 1110 30epiratoThCst
B €JIEKTPOHHIN QOpMi, CTBOPIOETHCS JIHILE B €JIEKTPOHHIN Qopmi.

Homep ta mara akta mpo BWIyYeHHs IS 3HUIIEHHS JNOKyMeHTiB KuiBpamu
npucsorotoThbest CEJ] ACKO/] micis Horo 3aTBepIyKeHHS B eJIEeKTPOHHIN (hopMi.

10.1.15. Y pa3i kosu JiJ1st IOKYMEHTA 3a pe3yJIbTaTaMu [POBEJEHOT eKCIIePTU3U
[[IHHOCTI BHU3HA4YeHO IMIOCTIMHMNA CTPOK 30epiraHHs, BiAMOBIAAIBHOIO 0COOOIO
BUTOTOBJIIETHCS TANlepoBa KOITisl TaKOro IJOKYMEHTa 3 Bidyali3alliel0 pPeKBi3WTIB
HiANUCy 0cobM, M0 IiANKHCyBaja eJeKTPOHHUM OKYMEHT, siKa 3aCBiI4yeThCs
Ie4aTkoro cekperapiary KuiBpamu.

10.1.16. MeronuuHa pomomora y CKIaJeHHI OIMCIB €JIEKTPOHHHX Ta
NanepoBHX CIIpaB HAIAEThCS apXiBHOIO CIIYXK0O0¥0. ' '

10.2. Cknaganns onuciB cnpaB

10.2.1. Onuc cnpaB — apXiBHUM NOBITHHK, NMpH3HAYEHUH JUId OOJIKY Ta
PO3KpUTTS 3MICTy OJWHUIL 30epiraHHs, OJMHUIL OOJiKy, 3akKpilUleHHS IX
cUCcTeMaTu3alii y Mexax apxiBHOro GoHmy.

10.2.2. Onucu cripaB yKiIagaroThCsl OKPEMO Ha CIIPaBU MOCTIHHOTO 30epiraHus,
3 0c000BOIO CKJIaAy Ta CIIPaBH THMYACOBOT'O 30epiraHHs.

10.2.3. Onucu copaB CTPYKTYPHOTO MiJpO3AUTY CKJIQNalOThCs IIOPOKY 3a
BCTAHOBJIEHOIO (hopmoro (onaTok 36) MmocaZoBOr 0OCO0O0K, BiAMOBINANBEHOK 32
JUIOBOJICTBO y CTPYKTYPHOMY I IPO3Iili, 32 METOIUYHOT TOTIOMOT'H apXiBHOI CIIYKOH.

10.2.4. Homep ommcy cnpaB CTPyKTYpHOTO HIiAPO3AUTY Ma€ CKIaIaTHCS 3
iHOEKCY CTPYKTYPHOTO MiIPO3AULY 3a HOMEHKJIATYPOKIO CIpaB 3 J[OJaBaHHIM
NI0YaTKOBOI JITepH Ha3BH KaTeropii MTOKyMEHTIB, IO BKJFOYAIOTHCS O OIHKCY, Ta
YOTUPBOX LUPP POKY, B IKOMY PO3MOYATO CIIPABH, BKIIOUYEHI 0 OIHCY.

Hanpukiaz, onucu cripaB ocTiiHOTO, TUMYacoBoro (1o 10 pokiB) 30epiranHst
Ta 3 KaAPOBUX IMUTaHb (0COOOBOIO CKJIay) CTPYKTYPHOIO HiApO3/IiTy 3 iHIeKcoM 234,
1[0 OOJIIKOBYIOTHCSI 32 HOMEHKJIATYPOIO cIpaB i po3royati y 2011 poui, MaTuMyTh TaKi
Homepu: 234 IT— 2011; 234 T — 2011; 234 OC — 2011.

10.2.5. Ilix yac ckiafgaHHs OMMCIB COpaB CIiJ JOTPHMYBATHUCS TAKUX BHMOT:
KOJKHa CIIpaBa BHOCUTBCS JIO OMHUCY Iif] CAMOCTIHHUM MOPSIKOBUM HOMEPOM (SIKIIIO
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crpaBa Ma€ KiJbKa TOMIB a00 YaCTHH, KOXKHUI TOM a00 YacTHHA BHOCSTHCS JO OIUCY
il OKPEMHUM HOMEPOM); rpadu omucy oopMIIOIOTECS BiANOBIAHO A0 BiAOMOCTEH,
3a3HaYeHUX Ha OOKIaauHIl (TUTYJIPHOMY apKYyIIli) CIIpaBH; y pa3i BHECEHHS 0 OIHUCY
KiTBKOX CIpaB MiAPSA 3 OJHAKOBHM 3arojIOBKOM 3a3HA4ae€TbCs IOBHICTIO JIMIIIE
3aroJI0BOK MepIIoi CTIpaBH, a BCi 1HINI OJHOPIIHI CIIPaBH MO3HAYAIOTHCS CIOBAMHM «Te
caMme», IMPU MBOMY iHIII BiZOMOCTI PO CIIPaBH BHOCATBCS 10 OIMKCY ITOBHICTIO (Ha
KO>XHOMY HOBOMY apKYyIIIi OIHCY 3ar0JIOBOK BiATBOPIOETHCS MOBHICTIO); Tpada onucy
«[TpumMiTKa» BHKOPHUCTOBYETHCSA JUIS BIAMITOK PO OCOOIUBOCTI (DI3UUHOTO CTaHy
CTpaB, Mo Mepefady CpaB iHIIMM CTPYKTYPHHUM Migpo3aiiaM abo iHIIiHd yCcTaHOBI,
TIPO HASIBHICTH KOITi} JOKYMEHTIB Y CIIpaBi.

10.2.6. Onmcu cripaB BeAyThCS MPOTATOM KITBKOX POKIB 3 BHKOPHUCTAHHSIM
ennHoOl HackpizHOi HyMmeparii. CrpaBu KOXHOIO POKY (OpPMYIOTH PidHHN po3mIin
OTIUCY.

10.2.7. Y xiHii onucy poOUThCs MiACYMKOBHUH 3aIIUC 13 3a3HAUYEHHAM KUTBKOCTI
(uu¢ppaMu Ta clIoBaMH) CIpaB, 10 OOJTIKOBYIOTECS 33 OIHMCOM, MEPIINHA Ta OCTAaHHIH
HOMEPH CIIPaB 3a OIKMCOM, a TaKOXK 00yYMOBIIOIOTECS OCOOIHUBOCTI HyMepallii crpas B
oruci (JTEepHI Ta MpPOIMYyIIeHI HOMepU cIpaB). Y pIYHHN po3in ommcy crpaB
BHOCATBCS TaKOXX CIIPaBH, HE 3aBEpILUCHI MPOTArOM KaJeHAapHOTO POKY. Y Takux
BUNAJKaX y KiHI[i piYHUAX PO3/iIiB OMUCY KOKHOTO HACTYIIHOT'O POKY, IPOTSITOM SIKOTO
CIIpaBH NIPOOBXKYBAINCH B IIJIOBOJCTBI, 3a3HAYAETHCS: «IOKYMEHTH 3 [HOTO TUTAHHS
JIMB. TaKOX Yy PO3/ILIII 3a pik, Ne ».

10.2.8. Onuc crnpaB CTPYKTYPHOIO MiAPO3IULY MiAIMUCYEThCA yKJIagadem i3
3a3Ha4YeHHSIM HOTO TOCaay, MOTOJDKYEThCS 3 HAvaIbHUKOM apXiBHOI CIIy)Ou Ta
3aTBEPIKY€ETHCS KEPIBHUKOM BiJIIOBITHOTO CTPYKTYPHOTO ITiIPO3ILITY.

10.2.9. Onmc cmopaB CTPYKTYPHOTO MIAPO3MITY CKJIANAETBCS Y ABOX
IPUMIPHUKAX, OJIMH 3 SKHUX IEepPellacThCs pa3oM i3 crpaBamu 10 apxiBy KuiBpanau, a
IHINMH 3aJIUIIAETHCS SIK KOHTPOJIBHUI NPUMIPHUK Y CTPYKTYPHOMY IMiJPO3.IiTi.

10.3. OdopmiieHHA eJIEKTPOHHUX CIIPaB

10.3.1. OdopmneHHss copaBu IMOCTIMHOIO Ta THUMYAacOBOTO 30epiraHHI
nependadae HyMmepallilo apKyIlliB y CIpaBi, CkiafeHHs (rpu noTpebi) BHYTPIIIHEOTO
OIUCY JOKYMEHTIB CIIpaBH, HAasBHICTb 3aCBiIUyBaJbHOTO HAIKUCY Yy CIpaBi Ipo
KIIBKICTh apKyIIiB 1 Mpo ocoGnuBOCTI ¢i3udHOro crany ta (OpMyBaHHS CIIPaBH,
NiAIMBaHHA a0o oOmpaBiieHHs CrpaBd, OGOPMIIEHHS OOKIAAMHKHM (THTYJIBHOTO
apKyl1a) CIIpaBH.

10.3.2. JlokymMeHTH THMYacoBOro 30epiraHHs, cpOpMOBaHi y CIIpaBH, He
MiJIUBAIOTECS, apKylli HYMepYyIOThCs Ta BKIAMAlOTBCSA y IAIlEpOBi IIalKU 3a
BUHATKOM IIEPBUHHOI OYXTaJITePChKOT JOKyMEHTAIlil.

10.3.3. Cnpasu 3 rpudom «/nst ciayxOoBoro xKopucTyBaHHS», 0CO0OBI Ta
OKpeMi I'pyIIH CIpaB MOCTIHHOro 30epiraHHs, Ha3BH SIKUX He MOBHICTIO PO3KPUBAIOTH
3MICT (CIIpaBH, IO MiCTATH [TOCTAHOBH, PO3MOPSUKEHHS, HAKa3W, PilllEHHS TOLIO),
MOBMHHI MaTH PO3MIIIEHW Ha MOYATKy CIIPaBH BHYTPIIIHIM OIKMC JOKYMEHTIB Y
CTIpaBi.

10.3.4. O6knanuHKa crpaB MMOCTIHHOIO Ta THMYaCOBOI'O CTPOKIB 30epiraHHs
obopmiseTbess 3a  (GOpMOIO, 3a3HaueHorw B goxatky 37. Ilicms 3akiHueHHs
JUTOBOJHOIO POKY JO HAITMCIB Ha OOKJIaIMHKaX CIpaB IOCTIMHOIO Ta TUMYACOBOIO
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30epiraHHs BHOCATHCA HEOOXiMHI YTOYHEHHs, MEpeBipsSEThCS  BiAMOBIIHICT
3aroJIOBKIB CIIpaB Ha OOKIAMWHII 3MICTY MiJIIUTHX [OKYMEHTIB, BHOCATHCS Y pasi
noTpedu JI0 3arojioBKa CHOpaBH JOJATKOBI BIIOMOCTI (IIPOCTaBISIFOTECS HOMEPH
Haka3iB, MPOTOKOJIIB, 3a3HAYAI0THCS BUAM Ta (HOPMHU 3BITHOCTI TOIIIO).

10.3.5. Jlata Ha OOKITaJWHIII CIpaBd Ma€ BIANOBIAATH POKY IOYATKy Ta
3aKiHUYEHHs CIIPaBH; y CIIpaBi, 110 Ma€ JTOKyMEHTH 3a MOMIEpEeIHi pOKH, Mif JaTOIO
pPOOUTECS HAIUC: «€ JOKYMEHTH 32 ... POKK.

10.3.6. Ha oOknaguHKax copas, 10 CKIAAAIOTHCS 3 KiJbKOX TOMIB (YacTHH),
IIPOCTABISIOTHCS JATH TIEPIIOTO Ta OCTAHHBOTO JOKYMEHTIB KOKHOT'O TOMY (4aCTHHH).
VY pasi 3a3HaueHHS TOYHOI KaJICHapHOI aT! IPOCTABISIOTHCS YUCIIO0, MICAIb 1 PiK.
Yuco Ta pik Mo3HAYAIOThCS apabChKUMU HU(PaMHU, MIiCSIb MHIIETHCS CIIOBOM.

10.3.7. ¥V pasi 3miHHM HaliMEHyBaHHS CTPYKTYPHOTO MiApPO3Mily MPOTITOM
nepiony, KM OXOIUTIOIOTH OKYMEHTH CIIpaBH, abo Mif yac mepemadi crpaBH [0
IHIIOTO CTPYKTYpHOI'O MiJIpO3AiJly Ha OOKJIaAWHII CIpaBH 3a3HAYAETHCS HOBE
HaliMEHYBaHHs CTPYKTYPHOTO IiPO3/ily, a IOIepeHE OepeThes B Ly KKHU.

10.3.8. Hammcu Ha oOKIagWHKax CIpaB IIOCTIHHOTO Ta THUMYacOBOTO
(o 10 pokiB) 30epiraHHs poOJIATHCS YITKO YOPHUM CBITJIOCTIHKMM YOpPHUIIOM abo
nacTor0. 3a00pOHSIETHCS HAKJICIOBAaHHS THUTYJIBHOTO apKyllla Ha OOKJIaMHKY CIIPaBH.

10.3.9. 3a pesympraTamMu MpOBelEHOI €KCIepTU3U IIHHOCTI BimiOpaHi
€JIEKTPOHHI CIIPaBH MOCTiitHOrO i TpuBanoro (rmoHax 10 pokiB) cTpokiB 30epiranHs
NoTpeOYIOTh CTBOPEHHS ITallepOBOTO MIPUMipHHKA €JIeKTPOHHOI CIIpaBH, 3aCBiJYEHOTO
3riAHo 3 Hiero [HCTpyKIi€eto.

IlaniepoBi npuMipHUKH €l1eKTPOHHOI CIIPaBU MOCTIMHOIO Ta TPUBAIOro (IIOHA
10 pokiB) cTpokiB 30epiraHHs CTBOPIOIOTH BiJIIOBIAbHI MPAI[iBHUKU CTPYKTYPHHUX
M1IPpO3/NIB, Kl (GOpMYBaIU BiAIOBIHI €JIEKTPOHHI CIIpaBH. Y pa3i peoprauizaiii uu
JIKBiAaLii  CTPYKTYpHOTO  MiAPO3[iLy  3a3HauyeHi NPUMIPHUKHA  CTBOPIOIOTH
BiZINIOBiJaJIbHi OCOOH X MPaBOHACTYITHHUKIB.

Y  pa3i jikBigamii = CTPYKTYpHOTO  Migpo3miazy ©Oe3  BHU3HAYEHHS
[IPAaBOHACTYIIHUKA €KCIIepTH3a I[IHHOCTI Ta CTBOPEHHs 3a3HAa4YeHHX IPUMIPHUKIB
3[1MCHIOETBCS Yy Mpoleci JKBiamii CTPYKTYPHOTO MiPO3aidy IiJ Yac IMiJroTOBKH
CIpaB MIIPO3IiTY JJIsl TepeiaBaHHs 10 apXiBy cekperapiaty KuiBpagu. Y Takomy
BUIIAJKy NOKYMEHTH THUMYacoBOro 30epiraHHs 3HHILYIOTHCS IOCTPOKOBO, OJApa3zy
MiCIIsl €KCIIePTH3U ILIHHOCTI.

10.3.10. ITigroToBka o mepelnaBaHHs 10 apXiBy cekperapiaty KwuiBpamu
NariepoOBUX MPUMIPHHUKIB €JIEKTPOHHUX CIpPaB CTPYKTYPHHMH  IiIpO3/iaMu
3[iICHIOETBCS BIAIOBIIHO 710 MyHKTY 9.2 1iel [HCTpyKIil.

10.3.11. Jns miaroTOBKH eNEKTPOHHOI CHpaBU IUIs TepefaBaHHs JI0 apXiBy
cekperapiaTy KuiBpagy B aBTOMAaTH30BaHOMY DPEXHUMi OGOPMIIIOETECS €IEKTPOHHA
iHopMaliliHa KapTka apxiBHOI crnpaBu (OOKIAJWHKA CIIPaBH), SKa MICTHTH TaKi
B1IOMOCTI:

- HalMeHyBaHHs CTPYKTYPHOTO MipO3MIily;

- IHJIeKC eJIeKTPOHHOI CIIPaBH;

- HOMEp TOMY €JIEKTPOHHO] CIIpaBy;

- 3aroJI0OBOK €JIEKTPOHHOI CIIpaBH (TOMY, YaCTHHK),
- KUIBKICTB €JIEKTPOHHUX JOKYMEHTIB;
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- mnepion GopMyBaHHS CIIPaBH;

- CTpOK 30epiraHHs cIpaBy;

- eJCKTPOHHMU OIHUC JOKYMEHTIB CIIpaBU (BHYTpIIIHIN);

- BIOMITKY Mpo MpuiMaHHs-TIepelaBaHHs eeKTPOHHOI CIIpaBH 10 apXiBy
KuiBpaau.

10.3.12. CrBopeHHs OOKIaOUHKUA CIIPAaBU 3aBEPUIYETHCS  Bi3yBaHHIM
IUTOBOJOM  CTPYKTYPHOTO TIAPO3ALTYy Ta MIANUCAHHAM KEpiBHUKOM apXiBy
cekperapiaty KuiBpanu.

10.3.13. ®dopma oOKiTaguHKA CHOpaBU Ta Bidyamizamis ii BizomocTeit
BHU3HAYAETHCA i€t [HCTPYKIiEr 3 ypaXyBaHHAM apXiBHUX TPaBHIL.

10.4. Ilepenaua cnpas ao apxiBy KuiBpaau

10.4.1. IlepenaBanHs eJIEKTPOHHUX CIpaB A0 apXiBy cekpeTapiaTy KuiBpamu
NOJISITa€e y HaJlaHHi TOCTYIy MpalliBHUKaM apXiBHOI CiIykOu Ta 0OMeXeHHS JOCTYITY
(JuIIe mpaBoOM TEperisiay) 0 SICKTPOHHUX CIPaB iHIINM MpalliBHUKaM ceKpeTapiaTy
KuiBpagu.

10.4.2. IepenaBanHs eJIEKTPOHHUX CIpaB A0 apXiBy cekpeTapiaty KuiBpamu
3[iMCHIOETHCS 3a TpagikoM, IOTOPKEHUM 3 KepiBHUKAMU CTPYKTYPHUX IiPO3ILUIIB i
3aTBEPI)KCHUM KEPYIOUHM CIIpaBaMH, ajie He paHillie IBOX POKiB 3 JaTH 3aBEepILICHHS
€JIEKTPOHHHUX CIIPaB B IJIOBOJICTBI.

Hananns mocTymmy npatiBHUKaM apXiBy cekperapiaty KuiBpaau 3MiHCHIOETECS
3riIHO 13 3a3HaueHUM TpadikoM Yy aBTOMATU30BAaHOMY pPEeXHUMi CIIyKOOI0
iHpOpMAaIiTHUX TEXHOJIOTIH.

10.4.3. CnpaBu mnocriiiHOro Ta TpuBajoro 30epiranas (moHan 10 pokiB)
30epiraHHs, 3 KaIpOBHUX MUTaHb (0COOOBOI0 CKIIAAY) UYepe3 2 POKH IIiCIIsI 3aBepIICHHS
iX BeIeHHs B JUIOBOJCTBI y CTPYKTYPHHX MiIpO3[iTax MepeNaroThcs 0 apXiBy
cekperapiaty KuiBpamu B ymopsaKOBaHOMY CTaHi Ui HOJANBIIOro 30epiraHHs Ta
KOPUCTyBaHHS.

EnexTtpoHHi cmpaBu moctiiiHOro Ta TpuBasioro (monax 10 pokiB) cTpokiB
30epiraHHs INepelaroThes N0 apxiBy cekperapiaty KwuiBpamu 3a eleKTpOHHUMHU
OIMCAaMH B €JIEKTPOHHIHN dhopmi.

10.4.4. Slxkuo oxpemi cCHpaBd HEOOXiHO B3AIUIINTH Yy CTPYKTYPHOMY
Migpo3Aial Juis motoyHoi pobotu, apxiB KuiBpamu odopmiise Bugady crpaB y
TUM4YaCOBE KOPUCTYBaHHS.

10.4.5. IlpuiimaHHs-Tiepelaya KOXHOI CIPaBU 3AIMCHIOETHCS IMpalliBHUKOM
apxiBy KuiBpaau B mpucyTHOCTI IpalliBHUKaA CTPYKTYPHOTO I APO3iiLy, IKUit repeae
YIOPSAKOBaHI ¥ opopMIIeHi CripaBHy.

10.4.6. CnpaBu mnocrifiHoro Ta TUM4acoBoro (mo 10 pokiB) 30epiraHHS
nepelatoThCs 10 apXiBy cekpeTapiaTy KuiBpaay Tinbku 3a onucaMu, siKi CKIaJaroThCs
B JIBOX IIPUMIpPHHUKAX.

Y KiHII KOXXHOTO IPUMIpHUKA OMKCY IMpPAaIliBHUK apXiBHOTO IiApo3iny abo
oco0a, BiANOBiJalbHA 3a BeJEHHs apxiBy cekperapiaty KuiBpamau, po3mucyeThes y
NPUHHATTI cIpaB 3 00OB’SI3KOBHM 3a3HAYSHHSM KibKOCTI (LU(pamy Ta CIOBAMH)
IepelaHux crpaB i mpoctaBise aaTy. OIMH NPUMIPHHK OIKCY IIOBEPTAETHCS
CTPYKTYPHOMY HiApO3iNy, BCi iHII 3aIUIIAIOTECs B apXiBi KuiBpamu.
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10.4.7. ITiarotoBKa cripaB CTPYKTYpPHOIO HiAPO3JLTY Ui Mepeaadi 10 apXiBy
KuiBpaau BkIIoYae: mepeBipKy MpaBHIBHOCTI (OpMyBaHHS JOKYMEHTIB y CIIpaBH,
oopMIIEHHS TOKYMEHTIB KOXKHOI CIIpaBH, 0()OpMIIEHHS CIIpaB Ta BiANOBITHICTH CIIpaB
HOoMeHKJIaTypi. CripaBH, 110 MepenarThes 10 apXiBy KuiBpamu, MaioTs OyTH 3B’s3aHi
HAJIEKHUM YHHOM.

10.4.8. Ilpu miksigaiii abo peoprasizauii CTpyKTypHOIo HiApo3mdiy ocoba,
BiJITIOBiIaJibHA 3a OpraHi3alilo iTOBOACTBA B MIAPO3/iNi, B Iepiof] IMPOBEACHHS
TKBIJAIIMHUX 3aX0JiB (GopMye Bci TOKyMEHTH y CIpaBH, oQOpMIIIOE CIIpaBH Ta
nepenae ix o apxiBy KuiBpaau He3anexxHO Bl CTpoKiB 30epiranus. [lepenaua crpas
3[IHICHIOETHCS. BUKJITFOYHO 3a OIHCaMHU CIIPaB.

10.4.9. Ilin yac npwiiMaHHS €JIEKTPOHHUX CIIpaB apXiBOM ceKpeTapiaTy
KuiBpanu mnpoBoOuThCs MepeBipKa €JIeKTPOHHMX TOKYMEHTIB KOXKHOI CIpaBH Ha
HasiBHICTb KBali(hiKOBAaHUX €JIEKTPOHHUX MiJAMUCIB, KBali)iKOBaHUX €IEeKTPOHHHUX
MO3HAYOK Yacy Ta LUTICHICTh AaHuX. [lepeBipka 311MCHIOETHCS B aBTOMAaTH30BaHOMY
PeXHMi 3a BHYTPIIIHIM OMMCOM eJIeKTPOHHOI crpaBu. [Ticist BHeceHHs mpaiiBHUKOM
apxiBHOI CIyX0M y KapTKy eJeKTPOHHOI CIpaBH BIAMITKH @pO MOPUUHSATTS
eNIEeKTPOHHOI CIIpaBH N0 apxiBy cekperapiatry KuiBpamu mpaBo AOCTymy OO LHUX
enekTpoHHUX cripaB B CEJ] ACKO/] aBromMaTnyHO 0OMEXY€EThCS 1HIIUM MpalliBHUKaM
cekpetapiaty KuiBpamu.

Sxmo nix 4yac npudMaHHs-NIEpelaBaHHs eJIEKTPOHHUX CIIPaB apxiB BHUSBUB
HeNOJIIKH, TMpaIiBHUK CTPYKTYPHOTO MiAPO3/iNy ITOBHHEH BXXHUTH 3aXOiB s
YCYHEHHS TaKUX HEJIOiKiB.

11. IndopmauniiiHo-A0BiAKOBa po6OTa 3 JOKYMEHTAMHU

11.1. YV cekperapiari KuiBpamgu iHpopMaliiiHO-IOBiTKOBa poboTta 3
JOKYMEHTaMHU I0JISIra€ B MOIIYKY HEOOXiTHUX NOKYMEHTIB 3 BUKOPHUCTAHHIM KapTOK
B [TC €II1K na 6a3i CEJ] ACKO/I, ne momryk KOHKpeTHOro JOKYMeHTa 3MiCHIOEThCS
32 peKBi3UTaMu (3aroJioBOK, Ha3Ba BHUIY AOKYMEHTa, Jara NPUAHATTSI, HOMEp
JOKYMEHTa, aBTOp JIOKyYMEHTa TOI0) abo 3a KOHTEKCTOM (KJIIOYOBHUM CJIOBOM abo
¢dpazoro). [TonrykoBuit 3anmut Moxe Matu OyIb-sIKy KOMOiHALIIFO pEKBI3UTIB.

11.2. JIns nigBumeHHS e(QeKTUBHOCTI pPOOOTH IMOINYKOBOI CHCTEMH
PO3pOOIIAIOTHCS TaKi Kiacu(piKaliiiHi JOBi THUKH:

- Kjiacu(ikaTop 3 MUTaHb JiSIBHOCTI YyCTaHOBH;

- KJacudikaTop BU/IIB TOKYMEHTIB;

- Ki1acudikaTop KOPECIIOH IEHTIB;

- Kiacu(ikaTop pe3oiroLiii;

- Kjacu¢pikaTop BUKOHABIIiB;

- KjacugikaTop pe3ynbTaTiB BHKOHAHHS JOKYMEHTIB;

- HOMEHKJIaTypa CIpaB,

Heo6xinHicTh po3poObiaeHHs Ta BIpOBaKEHHs Kiacu(ikaiiHuX JOBiIHUKIB ¥
cekpetapiati KuiBpaau BU3Ha4a€THCS CIIy>KOOK0 JIIIOBOJACTBA.
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Jonatok 1

1o [acTpykmii
(myskt 2.1.2)

CKJIAL PEKBI3UTIB
opraHizaniiiHo-po3NOPAIYHX JOKYMEHTIB

1. depxaBrwuii ['ep0 Ykpainu (MopsA0K BUKOPHUCTAHHS BU3HAYAETHCS 3aKOHOM ).

2. Kon KuiBpaau 3a YkpaiHcbKUM KiTacu(ikaToOpoM IiJIPUEMCTB i OpraHizarii
(YKIIO). ‘

3. Kon ¢dopmu mokymeHnTta 3a YKpalHCBKHM KilacH(iKaTOpoM YIIpaBlliHCHKOI
noxymenTanii (YKVY]I).

4. HaliMeHyBaHHS OpraHy MiCLEBOTO CAMOBPSIYBaHHS.

5. Immexc migmpweMcTBa 3B'A3Ky, IIOIITOBAa 1 TenerpadHa agpeca, HOMEp
teneony, Homep ¢dakcy, E-mail, Web, HoMep paxyHka B GaHKY.

6. Ha3Ba Buay noxymeHTa (KpiM JIUCTIB).

7. Jlara.

8. Innekc.

9. IlocwnaHHs Ha AaTy Ta iHAEKC BXiTHOTO JOKYMEHTA.

10. Micue ckinageHHs a0 BUIAHHA.

11. I'pucd oOMexeHHS TOCTYITy A0 JOKYMEHTIB.

12. Anpecar.

13. I'pud 3aTBepmKEHHS.

14. Pezomroris.

15. 3arosioBok 0 TEKCTY.

16. BinMiTka po KOHTPOJIb.

17. Tekcr.

18. BigmiTka rpo HasBHICTh OJATKiB.

19. IMigmnuc.

20. I'pu¢ nmoromxeHHS.

21. Bizwu.

22. Ileuatka.

23. BimmiTka mpo 3acBi4eHHS KOIIi.

24. ITpi3BuIe BUKOHABIIS 1 HOMEp Horo TenedoHy.

25. BigmiTka npo BUKOHAHHSI JOKyMEHTa i HallpaBIieHHsI HOTO JI0 CITPaBH.

26. BigmiTka rpo repeHeceHHs JaHUX Ha MalllnHHANR HOCIH.

27. BinMiTKa npo HaJIXOKSHHS JOKYMEHTA.
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Jonmarok 2

1o IacTpykuii
(myHKT 2.1.2)

Bumoru 1o opopmiieHHsI JOKYMEHTIB, III0 BUTOTOBJISIOTHCA 32 JONIOMOTI 010
APYKYBaJbHHUX 3ac00iB

1. JlpyKyBaHHsI JTOKyMEHTIB 3[iliCHIOEThCS Ha OJaHKaX BCTaHOBJIEHUX
3pa3KiB a00 Ha YUCTHX apKyllax CTaHIapTHHX PO3MIpiB.

Jis npyKyBaHHS TEKCTiB CITy’KOOBUX JOKYMEHTIB BUKOPHUCTOBYEThCS TapHITYpa
Times New Roman, mpudt po3mipom 12—14 npykapcbkux myHKTiB. J103BONS€ETHCS
BUKOPHCTOBYBATH MIPUPT po3MipoM 8—I12 ApyKapchKUX IMYyHKTIB Ui APYKYBaHHS
pekBizuty «[Ipi3BUIe BHKOHABII 1 HoMep MHoro TenedoHy», BHHOCOK,
MOSICHIOBAIBHUX HAIKMCIB JI0 OKPEMHUX €JIEMEHTIB TEeKCTy NOKyMeHTa abo Horo
PEKBI3UTIB TOIIIO.

2. Ilpu ohopmiteHHI 3aCTOCOBYETHCS LIPUPT:
- HamiBXUPHUHN WpUDT BETUKUMHU JTiTepaMU — TSI HA3BU BULY JOKYMEHTa,;
- HamiBXuUpHUHM (mpsamuil abo KypcuB) — MJIsl 3arojIOBKiB Ta KOPOTKOTO
3MICTY JJOKyMEHTa.

3. Ilpu oopmIleHHI TEKCTIB MIXKPSIAKOBUM 1HTEpBaJ MOBUHEH CTAHOBUTH:

1 - 1St CKIIaOBUX TEKCTY HOKYMEHTa, PeKBI3UTY «JlomaTok» Ta mocHIaHHs Ha
JTOKYMEHT, IO CTaB ITiJICTaBOIO IS MiATOTOBKH (BUAAHHS ) IOTOYHOTO JOKYMEHTa,;

1,5 - nyis ckiTafoBUX YaCTHH PeKBI3UTIB «Anpecar» Ta «[ pud 3aTBepmKeHHY,

1,5-3 - mist BimoKpeMyIeHHS PEKBI3UTIB JOKyMEHTa OJMH BiJ OJTHOTO.

BnacHe iM’st Ta mpi3zBuine B pekBi3UTI «Ilinmuc» po3MillyroThCS Ha piBHI
OCTaHHBOT'O PsAJIKA HA3BU MOCATIH.

MaxkcumalnbHa TOBXHUHA psiika 0araTopsaKOBUX PEKBIi3UTIB (KpiM PEKBIi3UTY
TeKCTy) — 73 minmimMeTpu (28 IpykoBaHUX 3HAKiB).

Odopmittoroun TOKyMeHTH, Tpeba MOTpUMYBATHCS TaKHUX BIiACTYIIB Bil Mexi
JIIBOTO MOJISI TOKyMEHTAa:

- 10 minimeTpiB Jy1s ab3alliB y TEKCTI;

- 125 minimeTpiB — mis iM’s Ta npizBuia «Iliamucy;

- 90 MinimMeTpiB — ISt peKBI3UTY «Allpecary;

- 100 wminimetpiB — pns pexBisutiB «I'pud 3arBepmkenHs» Ta «[pud
O0OMEXXEHHS TOCTYITY 10 JOKYMEHTa;

- 0 mimimerpiB - st ciiB: «CIIYXAJINy», « BUCTYITIINy», « BUPILLIVJI»,
«YXBAJINMIIN», «HAKA3VYIO», «(30BOB’J3VIO»;

i pekBi3uTiB: «Jlata moxymeHTta», «KopoTkuii 3mMicT qoKymeHTa», « TekcT»
(6e3 ab3auiB), «BigmiTKa Mpo HASBHICTH NOJATKiBy», «IIpi3BHIlle BUKOHABIA i HOMEp
Horo TtenepoHy», «BiamiTka mpo BHKOHAHHS JOKYMEHTa i HAICWIAHHS HOro 10
cripaBu», cloBo «/JlomaTok», pekBizuth «lomatok» ta cioso «IligcTaBa» 3amucy mpo
IIOCUJIaHHS Ha JOKYMEHT, 1[0 CTaB IIiICTABOIO IS IiATOTOBKU (BHUAAHHS) IOTOYHOIO
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ITponoBxxeHHs Jonatka 2

IOKyMeHTa, HaliMeHyBaHHs rocaan y peksizutax «Iligmue» Ta «'pud moromxeHH»,
3aCBIIYYBabHOTO HAMKCY «3TiAHO 3 OPUTiHATIOMY, Ta AJis mepiuoro peksizuta «I pud
3aTBEPKEHHS», SAKIIO IX B JJOKYMEHTI JBa.

3a HasIBHOCTI KUJTbKOX I'pr(iB 3aTBEPIKEHHS 1 MMOTODKEHHS X pO3MILIYIOTh Ha
OJJHOMY piBHI BEpPTHKaJbHUMH psiikaMu. [lepmruit rpud — Bijg Mexi JIBOTO IMOJS;
npyrui — uepes 104 mm.

Sxmio B TeKcTi MOKyMeHTa iaeTbes NMpo AOoIaTKU abo OKpeMUM ab3aloM €
TIOCUJIAHHSI Ha JIOKYMEHT, 1110 CTaB TiICTaBOIO I MOTO BUIAHHs, cioBa «JlomaTtoxy i
«IlincraBa» APyKyIOTH BiJl MEXi JIiBOTO I10JI5], @ TEKCT JI0 HUX — 4yepe3 1 MDKpSIKOBUM
iHTEpBaJl.

4. Tlig gac odopMieHHS TOKYMEHTIB (ONATKiB 10 HUX) Ha JBOX i Oimblie
CTOpIHKaX Jpyra Ta HacTyIHi CTOPiHKK MaroTh OyTH MPOHYMEpPOBaHi.

Homepu cTopiHOK MarOTh IMPOCTABISATHCS [TOCEPEIMHI BEPXHBOTO ITOJIS apKyIlia
apaObChKUMU mudpamu Oe3 ClIoBa «CTOPiHKa» Ta PO3AIIOBUX 3HAKIB Ha BifAcTaHi 1 cM
BiJl BEpXHBOI'O Kparo CTOPIHKU IMOCepeHHI BiIIHOCHO JIiBOTO 1 IPaBoro MoJiB APYKY.
[lepmia cropinka He HYMEpYEThCS Hi B JTOKYMEHTi, Hi B KOXXHOMY 3 JOMAATKiB.
JIOKyMeHT 1 KOXKeH 3 JOHaTKiB MaroTh OKpeMmy HyMmepailiro. Hymepaliist CTOpiHOK Y
OykieTax Ta iHIIMX JOKYMEHTax, sIKi MalOTh OOKIAIUHKH, MOYMHAETHCS 3 MEpIIOl
CTOPIHKH YHCIIOM 3.

5. TekcTu MOKYMEHTIB APYKYIOTBCS Ha OIHOMY Oolll apKyina. JJOKyMeHTH He
MOCTIHHOTO CTpOKy 30epiranHs o6csrom Oinmbime 20 CTOPIHOK AOIMYCKA€eThCS
IpyKyBaTH Ha JIMLIbOBOMY i 3BOPOTHOMY OOIIi apKyIla, Mpu oMy pekBi3uT «Ilixmucy
NOBUHEH OyTH PO3MIIIEHUH Ha JMIILOBOMY, @ HE Ha 3BOPOTHOMY OOl OCTaHHBOTO
apKylIa TOKyMeHTa. '

6. QR-kox po3mipom 21 Ha 21 MM pO3MILIYETHCSI B HIDKHBOMY JIIBOMY KYTI
[EePIIO] CTOPIHKU JOKYMEHTA.
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Jlonatok 3

1o Inctpykuii
(myskr 2.3.3)

I[MIICYMKOBI JJAHI
00J1iKy 00cAry JOKyMEHTOO0Iry

3amepiog3 . . p.mo_ . . p.

3BepHenHst rpoMaasad | 3anuTH Ha Buxigna KinbkicTb
indopmaniro onpauboBaHoY
KopecnoHaeHuil
B HAAXOMKEHHSAX
yepes CEJL
ACKOJ

Micsiub

/

npuiiHaTo

npuiiom

K0

3araasHa
KIIbKICTB
onpanbLoBaHol
cayx6osoi
3apeecTpoBana
cnyxbosa
KOpeCcnoHAeHUist
3apeecTpoBano
3BepHeHHs HA
Beboro Ha
KOHTpoOi
Beworo

Ha 6aankax KMP

Ciuenn

JroTuii

bepesenn

Ksirenn

Tpasennb

YepBenb

JIunenn

Cepnenn

Bepecenn

Kosrenn

Jucronaj

I'pynensn

3a Bech
nepiog

KepiBHuK ci1y:x6u Ai1oBoacTBa Bnacre im’s TIPI3BULLE

[Hara popmyBanus . . p.
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Jlonartok 4
1o lactpyxkmii
(mynktm 3.1.3, 3.1.4)

3ATBEPUKYIO

Kepyrounii cripaBamu

(migmuc) (Brnacwe im’st [IPI3BUILIE)
« » 20 p-
AKT Ne
(Tipo )

(MpuyuHQ CKNAOAHHA akma)

BIT « » 20 p.

(3a3HavaeTHCA Ha3Ba CTPYKTYPHOTO MiApo3aity cekpetapiary KuiBpaau, 10 KOMIETeHIIT IKOTO
HaJIeXaTh MUTAHHs OpraHisanii BeeHHs Ta 3a0e3eYeHHs JOTPUMaHHS BUMOT J1JIOBOJICTBA
B cekperapiaTi KuiBpas)

Ha mincraBi po3mopsypKeHHS 3acTyIIHHKa MiICBKOIO TOJIOBH — CeKpeTraps

KuiBcekoi MicbKkoi pagul Bij Ne «IIpo 3arBepmxenns [HcTpykuii 3
IJIOBOZICTBA B KuiBcekiit MICBKIH pami» CKJIAZIEHO
aKT

(3a3HauacThCs Ha3Ba MOCAJH Ta BJIACHE iM s, MPI3BUILE BiAMOBIJANBHOTO MpalliBHUKA CITY:KOH IiIOBOACTBA,
J0 KOMIETeHLiT SIKOro Hajie)KaTh MMHUTAHHs CKJIAJCHHS aKTiB Ha JHUCTH, 0OPMIICHI 3 MOPYIICHHSIM BUMOT
HOpPMAaTUBHHUX aKTiB 3 MMWTaHb AIJIOBOJICTBA)

y IPUCYTHOCTI
(3a3Ha4a€ThCs Ha3Ba MOCAM KePiBHHUKA CTPYKTYPHOro Mipo3ainy cexperapiaty KuiBpaau, 1o koMneTeHmil
AKOTO HaJIOKUTh MHTaHHs 3a0e3rneyeH s JOTPUMaHHs BUMOT IIOBOZICTBA B cekpeTtapiati Kuispaan)

IIpo T€, 10 Hi,l:[ qac OTpHMAaHHA JIMCTA

(8U0 docmaskuy, pexgizumu nucma)

no KuiBpanu Bif

(HatimeHy8aHHs adpecanma)
BUSIBJICHUH JIMCT HaIlpaBJIeHUU

(npuvuHa CKNAOAHHS AKMa)
AKT CKJIaJIeHO y IBOX IPUMIPHHUKAX, OAMH 3 SIKUX HaJICUIIAE€THCS aIpECanTy.

BinnosinansHui mpariiBHUK
(3a3HavacThCs Mocaa NpaliBHUKA (mignuc) (Bnacue im’s TTPI3BUILIE)
cityxOu AiIoBOICTBA,

JI0 KOMIETEHLIIT IKOT0 HaJie)KaTh MUTaHHs

CKJIA[ICHHS aKTiB Ha JIMCTH, OpOopMIIeHi 3

MOPYLIEHHAM BUMOT HOPMAaTUBHHX aKTiB

3 IMTaHb JIIOBOJICTBA B cekpeTapiati Kuispaau)
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ITponoBxenHs nonatka 4

(3a3HavaeThCs HA3Ba MOCAIN KEPiBHUKA (mizruc)
CTPYKTYPHOTO MiAPO3AUTY CITyKOH NiIOBOACTBA,

10 KOMIIeTEHLIiT SIKOro HaJjeXaTh MUTaHHS

3a0e3neueHHs AOTPUMAaHHs BUMOT JiIOBOACTBA

B cekpetapiati KuiBpaau)

(Bnacue im’st ITPI3BUILE)

(3a3HavaeThCs Ha3BA MOCAIHM KepiBHUKA (migmuc)
ciTyk0U AIIOBO/ICTBA)

(Bnacue im’st TIPI3BUILE)
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HonaTtok 5

1o [Herpykuii
(mynkT 3.2.3)

[PUMIPHUH IEPEJIK
NOKYMEHTIB, 10 He MiAJIsiraloTh peecTpauii B ciayx0i giniosoacrea*
. I'padiku, Hapsau, 3assBKU, pO3HAPSIAKY.
. 3BeneHHs Ta iHdopMallis, HaJiclaHi 10 BiIoMa.
. HaBuasnpHi ruiany, nporpaMu (Korii).
. PexnaMHi 11oBi{OMIIEHHS, IUTaKaTH, IPOrpaMy Hapajl, KOH(EpeHLii To1o.
. IpeiickypanTty (Korii).
. Hopmu BuTpaTu matepialis.
. BitanpHi THCTH 1 3aIpOIIEHHS.
. pyxoBaHi BusianHs (KHUTH, )KypHaJId, Or0/IeTeH!).
9. Haykosi 3BiTH 3a TeMaMH.
10. MicstuHi, KBapTaJIbHi, MiBpiYHi 3BITH.
11. ®opmu CTaTUCTUYIHOT 3BITHOCTI.
12. Jorosopu.
13. JIncTu, o Hamifnoy B KOIIil 40 BigoMa.

O JON N bW~

*lIoKyMeHTH, 3a3HadeHi y myHKTax 1, 3, 8—12, miansraioTh creuiaJbHOMY
00Ky Yy BIATIOBITHUX CTPYKTYPHHX Iipo3aijax (OyXranatepcrKiit ciryx0i, KagpoBii
ciryk0i, KOMITeTI 3 KOHKYpCHUX TOpriB cekperapiaty KuiBpamu, 6i0miorer,
rOCIOIAPChKiH CITyX0i).
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I Tpux-kox

Kirinokia sicuga pagn
LEOA 2003 20 0B/A663

Honatok 6

1o [acTpykii
(mysktu 3.3.3,4.19.4.1)

Jlonatok 6 «a»
1o Iactpyxkuii
(myHkrt 3.3.3)

PeecTpaniiinuii urammn

Kuiscbpka Michka
pana
16 YEP 2019

Bx. Ne

KuiBcbka Michbka paga
OTPUMAHO
01 YEP 2019
Bx.

(*mTaMIr 4epBOHOTO KOJIBOPY)

Jlonatok 6 «0o»
no [acTpykmii
(mynktn 3.3.3,4.19.4.1)
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Honatok 7
1o IacTpykuii
(myskr 3.3.5)

PEECTPAIIMTHO-MOHITOPUHI OBA KAPTKA BXIJJHOI'O JIOKYMEHTA

W G Cepric By Bino Jonowers
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[IponoBxeHHs nogaTka 7
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Honarok 8
1o IncTpykmii
(myskrt 3.3.5)

HEPEJIK
000B’A3KOBUX PEKBI3UTIB Il 3a1IOBHEHHS
peecTpaniiiHO-MOHITOPHHIOBOI KapPTKH

PekBizutu

ITosicHeHHS 10 3alTOBHEHHS

HasBa Buny
JIOKyMeHTa

ABTOp
(KOpEeCIIOHIEHT)

Jlata noxymeHTa

Innexc nokymeHnTa

Hara
HaJIXOHKEHHS

Inpexc

3aroJIoBOK
JIOKyMeHTa abo
KOPOTKHH 3MiCT

3allOBHIOETHCSl  BiATIOBIJHO O Ha3BM JOKYMEHTa, WIO
peectpyeTrbest. [lim  uyac peectpamii JuctiB  rpada He
3aIlOBHIOETHCS

miJ 4ac peectpauii JOKyMEHTa, IO HaAiMIIOB, 3a3HAYaIOThCS
HaliMeHyBaHH: ycTaHOBHU (0coOu) — aBTopa AokyMeHTa. [1in uac
peecTpauii JOKyMEHTa, IO HAJCUNAETHCS, 3a3HAYAETHCS
HallMeHyBaHHS yCTaHOBHU (ocobu) - KOpecTIOHAEHTA.
JlommyckaeTscsi 3aCTOCYBaHHS CKOpPOUYEHOTO HalWMEHYBaHHs
YCTaHOBH

naTa, o MPOCTaBISIETHCS Ha JOKYMEHTI YCTaHOBOK — aBTOPOM,
IIEPEHOCUTHCS Ha peeCTpaliiiHO-MOHITOPUHTOBY KapTKy (1aji —
KapTKa) 3 BUKOPUCTAaHHIM LU(DP y Takiii mOCIiZOBHOCTI: YHCIIO,
Micsib, piK (YMCIO i MicsAlb 3a3HAYAlOTHCA JBOMA [apaMu
apabChKuX IUGP, piK — YOTHPMa apabChKUMU HU(PpaMu)

iHJIeKC,  TPUCBOEHHH  JIOKYMEHTY  YCTaHOBOIO-aBTOPOM,
MEPEHOCUTHCS Ha KapTKy 3 JOKYMEHTa, IO HaJiHIioB abo
HaJCHJIAETHCS

JaTa HAIXOJ/DKEHHS JOKYMEHTa JI0 YCTAaHOBH TIEPEHOCUTHCS Ha
KapTKy 3 peecTpaLlifHOro ITamma

iHIeKC, TPUCBOEHUH BXiIHOMY TOKYMEHTY YCTaHOBOIO-
oJlepXKyBadeM, NePEHOCUTHCS MiJl Yac peecTparlii HaaXOAKEeHHs
Ha KapTKy 3 peectpaniiinoro mrammna. Ilicis BHKOHaHHS
JIOKyMEHTa JOMOBHIOETHCSI HOMEPOM CIIPABH 32 HOMEHKJIATYPOIO
crpaB abo iHIIUMU 1HAEKCaMHU

MIEPEHOCUTHCSL  3arojioBOK, CPOPMYJIbOBaHHN Ha JIOKYMEHTI.
Slkio 3arosoBka Ha JOKYMEHTI HeMae, BiH (DOPMYIIOETHCS
BI/IMTOBiTHO 10 NIPaBHII
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Pezosmroris Ha KapTKy 3 JOKYMEHTa IIePeHOCHUTBCSI OCHOBHHM 3MICT
IOpYYEHHS, IIPi3BUIIIE aBTOPA 1 JaTa pe30JIroLil

BinmoBimanpHuit  mpi3BHIle, ~BIacHe  IM’S  BIANOBINAJIBHOTO  BHKOHABIIA

BUKOHAaBEI[b IIEPEHOCSTHCS 3 PE3OIIIOLLT, Y pa3i MOTpeOH 3a3Ha4Ya€ThCsl HOMEP
TenedoHy

Crpoxku [IPOCTABIAETBCS  UYMCIO, MicsAlb, piK (4ucio 1 Micsalb

BUKOHAHHS 3a3HaYal0ThCs JBOMA IapamMu apabCchKux UU@p, pik — 4oTUpMa

apabcekumu mudpamu). Ilix wac peectpamii iHILIATHBHOIO
OOKYMEHTa, 110 HaJCHJIAEThCA, IPOCTABISETHCS OUiKyBaHa AaTa
HAAXOKEHHS BIOBIII

[To3nauka mpo KOPOTKHH 3aIliC TOTO, K BUPIIIEHO MHUTaHHS 10 CyTi, abo JaTa
BUKOHAHHS Ta iHAEKC JOKYMEHTa-BiAMOBI I

JloiaTok 9
1o IacTpyxkmii
(tyHKT 3.3.6)

KYPHAJIL
peecTpanii BXiTHUX JOKYMEHTIiB*

Jlara Kopecnonaenr, | Kopotkuii | Pesomontis, | [lianuc | BigmiTka
HAJIXOJDKEHHS | JaTa Ta iHAEKC | 3MICT BIJITIO- ocobu, po
Ta iHIEeKC OJICPIKaHOTO BiganbHUMN aKa BUKOHAHHS
JIOKyMEHTa JIOKYMEHTa BUKOHABEI[h | OTpUMaJIa | TOKYMEHTa
JOKYMEHT
1 2 3 4 5 6

* 'V pazi notpebu xypHai MOXKe JOMOBHIOBATUCH TOJATKOBUMHU rpadamu.
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Jomarok 10
1o Iactpykuii
(myskr 3.3.6)

KYPHAJI
peecTpauii BUXiIHHX JOKYMEHTIB*
Harata | Kopecnon- | Koporkuii [1pi3Buirte, BnacHe [Tpumitka
1HJIEeKC OEHT 3MiCT iM’sT ocobu, sIKa
AOKYyMCHTa IiArmcana
JIIOKYMEHT, Ta
BUKOHABIII
IIOKyMEHTa
1 2 3 4 5

* YV pasi noTpebu xypHa MOXe TOTIOBHIOBATUCH JOAATKOBUMMU IpadaMu.

Honatox 11
no Iacrpyxkuii
(myHkT 3.5.4)

KYPHAJL
00J1iky BHAaYi KOpecoOHAeHLil

(marta ta yac)

Ne | Bxignmii Ne Buxiguni Ne Kopecnongenr IIpumitka

Mignuc

(HaltMeHYBaHHSI TiIPO3ILITY)

OTpHMaB Gamavacrsen cinsicms) JOKYMEHTIB
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Jonmatok 12

no IacTpykuii
(nyskr 4.1.1)

3amMoBJIeHHS HA BUTOTOBJICHHSA OJIAHKIB

(Ha3Ba CTPYKTYPHOTO IiIPO3LITY)

®opmar
Tupax

Hywmepariis 3

KepiBHUK CTPYKTYypHOTO
MiapO3aiTY

(migrmwc) (mara) (Bnacue im’st TIPI3BUIILE)

Honmarok 13
Jo [HcTpykuii
(mynkTu 4.1.3, 4.1.7,5.2.2)

I

KMIBCbKA MICbKA PAJIA

eyn. Xpewamux, 36, m. Kuis, 01044 men.. (044) 202-70-64, men.: (044) 202-73-10
e-mail: kmr@kmr.gov.ua

Ne

Ha Ne BiZ
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Jonatok 14

Jo IncTpyxkuii
(myHKT 4.1.3)

KMIBCbKA MICbKA PAJA KYIV CITY COUNCIL

VYkpaina, 01044, m.Kuis, 36, Khreshchatyk Str.
ByJI. XpemaTuk, 36, Kyiv, 01044, Ukraine
men.:(044) 202-70-88 tel.:(044) 202-70-88
e-mail: kmr@kmr.gov.ua e-mail: kmr@kmr.gov.ua
Ne
Ha Ne Bif
Homatok 15

no lacrpykuii
(myskT 4.1.3)

KUIBCbKA MICbKA PAZLA

....CECIA ... CKIVMKAHHA

PILLEHHA
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i

Jlonatok 16
1o [HeTpykuil
(mynkTH 4.1.3, 5.9.1.8)

3ACTYMNHWK MICbKOIO rO/10BU -
CEKPETAP KMIBCbKOI MICbKOI PAIN

PO3MOPALNKEHHSA
No
Honatoxk 17
1o [acTpyxkuii
(myHKT 4.1.6)
Kypnan o6giky Buaaui 6ankiB KuiBpagu
Ne | Jlara [Hnexc Otpumas Homepu [Tignuc
3/m | BHAAYi CTPYKTYPHOT'O ILLB. BUJIaHUX
HiApO3 iy, 110 OJlaHKiB

OTpUMY€E OJIaHKU
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Jonatok 18
1o [acTpykuii
(myHKT 4.1.8)

3ATBEPIKYIO

Kepyrounii cripaBamu

(migmuc) (Bnacue im’s TIPI3BUILIE)

« » 20 p-

AKT

Npo 3HUIIEeHHs 0J1aHKIB JOKYMEHTIB

BT«  » 20 p. No M. KuiB

Kowmicis

(Ha3Ba CTPYKTYPHOTO IIiIPO3/ILIY)
y CKJIaJli TOJIOBU

(mocana, Biacue iM’st [IPI3BUILE)

i wieHiB
(mocana, Bnacue iM’s IIPISBUILE)
BiziOpaia TUTSt 3HULICHHS 31IICOBaHi Ta HEBUKOPHCTaHI
OJtaHKH
(nazBa)
3a No Ne
Pazom: OJ1aHKIB,

(mudpamu Ta MPOMIUCOM)

["ostoBa xomicii

(ITiprmuc) (Brnacue im’s ITPI3BHUILE)

Yieun komicii

(ITigmmuc) (Bnacue im’s ITPI3BUILIE)
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bnanku 3HUIIIEHO B YCTaAHOBJICHOMY IOPAOKY.

[IponoBxxenHs nonarka 18

(3a3HAYAETHCS HA3Ba MIOCAIH MPaIliBHIUKA CTPYKTYPHOTO
HiAPO3 LY, 10 KOMIETEHIIIT SKOTO HAJIE)KUTh
aJIMIHICTPaTHBHO-TOCIOJAPChKE 3a0e31eYeHHs
mistbHOCTI KHIBChKOT MiChKOT pajii)

« » 20

POKy

(ITigmuc)

(Bnacue iM’s
[TPISBHIIE)
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Honartok 19
no IacTpykmii
(mynkr 4.13.1)

'HUUN MEPEJIK

JaTBEePAKYBATH MPOCTABJISIHHAM rpuda
| YMOBH iX MiATOTOBKH y naneposiii hopmi

. TOKYMEHTIB; IPO BWIyYEHHS JUIsS 3HHUILEHHS
loHanbHOTO apxiBHOro (OHAY; NpPHIMaHHS-
30epiraHHs; IHBeHTapH3allil TOIIO).

oi komicii KuiBpasu.
Ta MiApaxyHOK 3apo0iTKy; 4epryBaHb TOIIIO).
IPSIKEHHS TOLIO).

HUX IIIAPO3ALIB y cekperapiaTi KuiBpau.
'TiB.



Honatok 20
no TacTpykiii
(myskT 4.18.2)

IK

51 rep0OBOI0 MeYaTKOI0

WX MiANPUEMCTB, L0 HaJIeXaTh
HIBpad.
)aI[IBHUKIB, SIKi MarOTh IMPaBO

"eHJIepHA JOKyMEHTAIlis, pidHi
)

yTalii Ta aBTopedepaTH, IO
M.

*’XHIUHUX CIIOpY[, KaliTajJbHe

OpJicHaMH 1 MeIaJIsIMH ).
- IBOX 1 O1/1bIlIe yCTAHOB.

yIpaBliHHSI, Ha MiITOTOBKY Ta
>KYJISILIIIO 32 JOrOBOpOM; Ha

laJTbHUX LIIHHOCTEH, OI0KETHI,

10 TIJIaHy aCUTHYBaHb.

yM; BUKOPUCTaHHS OI0KETHUX
OI110).

dTU3H, (HIHAHCOBUX IE€PEBIPOK;
10).

MalbHICTh, HAYKOBO-TEXHiUHE
\MKOHAHHsI poOiT TOIIIO).

alIbHUX I[IHHOCTEH, MMOB'I3aHUX

:a FPOMAJISH 1 IOPUIUIHUX 0Ci0



98

Jlonartoxk 21
no Iaerpyxuii
(myskT 4.20.7)

3ACTYIIHHK MICBKOI'O I'OJIOBH -
CEKPETAP KUIBCBbKOI MICBKOI PA/TN

(Bnacue im’s TIPI3BULLE)
« » 20 p.

KEPYIOUMIA CIIPABAMH

(Bnacue im’a ITPI3BULLE)
« » 20 p.
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Jonatok 22

1o Iactpykuii
(myskT 4.21.3)

JI03BOJIEHO JIO IPYKY

(migruc) (Bnacwe  im’s  TIPI3BMILE)

b % 20 p.
3AMOBJIEHHS Ne

CTpyKTypHMI MiApO3ALI

3aMOBHUK

(Bnache im’s TIPI3BULLE)

Kimuara TeneoH

HaiimeHnyBanHs po6oTH

KinpkicTh cTOpiHOK OpHTriHATY

(mporrcom)
KinpkicTb IpUMipHUKIB (THPaX)

(pomnucom)
®opmar 1*1,1*2

(ocobnuBicTh pOOOTH)

KepiBHUK CTPYKTYpHOTO TiAPO3 iy
(minmuc) (Bnacue im’st TIPI3BUILE)

HavanpHuk BigaiTy opraHizariiiHo-

TEXHIYHOI0 3a0e3nedYeHHs MsIbHOCTI

KwuiBcbkoi Mickkoi pagu

®opmat AS (148 x 210)
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Honmatok 23
1o IacTpykuii
(myHkT 4.21.3)

KYPHAJIL
00J1iKy KomiloBaJILHUX PoOiT BigAiny opranizaniliHo-10KyMeHTaJbHOIO
3abe3neveHHs gisyibHOCTI KHiBcbhbKkoi MichbKkoi paaun
yHpaBJIiHHS OprafizauifiHoro Ta J0KyMeHTAJbHOr0 3a0e3ne4YeHHs AisiIbHOCTI

KuiBcbkoi micbkoi paau

o o Hinnuce npo =
Q@ ) = — & =
o B = = P2 E = = ze = OTPUMAHHS | = 7]
Sok | E = 228 | 8|83 g3z 73 &
Fes | 3 3 g 2 .= g | 22 zx £ ol 5
= ) =" A ST s 5 2 E <
sEf |z |2 |85E |2 |FF |2z EE | E
RIS = = g oo e 2 5 = =
= 5 g =) =6 == do
marepian [ opurifau

Oopmat A3 (297 x 420)
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Homnatok 24
no IacTpykmii
(myukT 5.1.7)

KUIBCbKA MICBKA PAJIA

VIII CKINKAHHSI
HOCTIMHA KOMICIS 3 TUTAHD nazsa nocmiiinoi komicii
eyn. Xpewamuk, 36, m. Kuis, 01044, k. XXXX ' men./gpaxc (044) XXX-XX-XX

IIpoTokoa Ne*
3acimanHs nocTtiitHoi koMicii KuiBcekoi MichKoi paau
3 MATaHb HA36a NOCMIUHOT KOMICIT

Bill oama y popmami wucno/micsayo/pix

Micue npoBeaennsi: KuiBcbka Micbka pafa, M. Kuis, Byn. Xpemaruk, 36,
3A3HAYUMUY NOBEPX, HOMep KAOiHemy ma 4ac no4amky npogeoeHH s
3acioanusa

Cxaax koMmicil xinvxicms yugporo nemyrtartiB Kuipanu.

MpucyTHi xirvxicms yughporo nemyrtatu (tiB) KuiBpaau, wieH(u) nmoctiHoi koMmicii: ¥
mabauuHomy eu2nadi Bracue im’s ma npizeuuye, nocada

Bracne im’a

roJjioBa MOCTIHHOT KOMICil, TOJOBYIOYHH;

IIPI3BUIIE

Bnacne im’a - TepmMd 3acTyNHHK TOJOBM TOCTIHHOI KoMmicil (3
IIPI3BUIIE [IUTAaHb );

Bnacue im’s - MepuIui 3aCTYIHUK FOJIOBH (3 TUTaHb );
[IPI3BULIE

Bnracne im’s - 3aCTyMHHK I'OJIOBU MOCTIMHOT KOMICI;

IIPI3BHIE

Bnacne im’s - 3aCTYIHHK T'OJIOBH MOCTIMHOI KOMICI{;

IIPI3BULIE

Bnache iv’a - ceKpeTap MOCTiitHOI KOoMiciT]

IIPI3BHIE

Bracue im’s - 4JIeHW MOCTIHHOI KoMicii.

IIPI3BHILE

6 anghasimuomy nopaoxy



102

IMponosxenns nogatka 24

BiacyTHiii xinvxicme yugpporo nenytat (n) KuiBpanu: Bracne im’a IIPI3BHIE

3anpoineHi:

Bnacue im’s - nocaoa;

[IPI3BUIIE

Bnacne im’s - nocaoa;

I[IPI3BULIE

Bnracue im’s - nocaoa;

IIPI3BULIE

Bnracne im’a - TpeICTaBHUK I'POMAaJCBKOCTI;
I[IPI3BULE

Bnacue im’a - TpeACTaBHUK IPOMaJCHKOCTI;
IIPI3BUIIE

Bnacne im’s - IpeICTaBHUK IPOMaJChKOCTI.
[IPI3BUILIE

IHopsinoxk nenHmii:

1. [Ipo posmmsim mpoekty pimeHHs KwuiBcbkoi  mickkoi pagu  «IlIpo

» JIOpy4YeHHS 3acTylHHKa MICBKOTO TOJIOBH —
cekpetapsi KuiBCbKOi MiChbKOI pamut Bifl oama y gpopmami 4uciro/micays/pix
Ne 08/231-__/TTP.

2. Ilpo posmsim  mpoekty pimeHHs KwuiBebkoi  micekoi  pamu  «lIpo

» JIOpY4YeHHsI 3acTyITHHKa MICbKOTO TOJIOBH -
cexkpetapst KuiBcbkol MICBKOI pafu BiJl dama y gopmami uucio/micayv/pik
Ne 08/231- _/ITP.

3. Ilpo posmmanm mpoekry pimeHHs KwuiBcbkoi Mickkoi pamu  «llpo

» JIOpY4YeHHsSI 3acTyIMHUKa MiCbKOTO TOJOBU -
cekperapss KuiBchkol MiCBKOI pafMl Bill dama y gopmami uucio/micayv/pix
Ne 08/231-__/TTP.

4. Tlpo posmmsan mpoekry pimeHHs KwuiBcbkoi Micbkoi pamu  «llpo

» JOpPY4YEeHHsI 3acTylmHHKa MiCBKOTO TOJIOBU -
cekperapsi KuiBcpkoi Micbkol pajgyl BiJl dama y gopmami 4ucio/micays/pix
Ne 08/231- _ /TIP.

5. Ilpo posmisn mnpoekty pimeHHs KuiBcekoi Mickkoi  pagum  «Ilpo

» JOpPYYeHHsI 3acTylTHUKa MICBKOTO TOJIOBH -

cekperaps KuiBcbkoi MiCBKOI paau Bif dama y ¢opmami uucio/micays/pik

Ne 08/231-__ /TIP.
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CIIYXAJIA: Bnache im’s IIPI3BULE 20106y104020 na 3acioanni yooo IPUAHATTS 3a
OCHOBY MOPSIJIKY IEHHOTO 13 kinvricme MATAHb 3aCiJaHHs TOCTIMHOT KOMIcii 3 TUTaHb
HA36a NOCMILUNHOL KOMICIT BIJl 0ama y gopmami wucio/micayw/pix.

BUPILLIMJIN: [lpuiiHaT 3a OCHOBY HOPSOOK JEHHUN 13 Kinvkicmb IUTaHb
3acilaHHs MOCTIHHOI KOMIicil 3 TIUTaHb HA38a NOCMIUHOT KOMICIT BIIl 0ama y ¢popmami
yucno/micayw/pix.

['OJIOCYBAIJIM: «3a» — , «IpOTU» — , KyTPUMAIIOCH» — , «HE TOJIOCYBAIN» - .
Piwienna npuiinamo.

IuranHs, BHHECEHI HA PO3IJIs 3 roJiocy:

CIIYXAJIN:
Bnacne im’s IIPI3BUIIE, nocaoa.
6. Ilpo mpomnoswunito Bracwe im’s IIPI3BHIIE, nocada mON0 BKIIOYEHHS [0

IPOEKTY MOPSAKY JEeHHOro MpoeKTy pimeHHs KuiBcekoi micekoil paau «IIpo
» JIOPY4YEeHHsS 3acTylmHHKa MICBKOTO TOJIOBH -
cekperapsi KuiBcpkoi MicbKol pamu Bil dama ) ¢hopmami wucno/micayv/pik
Ne 08/231-__/TIP.

BUCTVYIINJIN:

Bnracue im’s IIPI3BHUIIE

BUPILLIMJIN: BxmoYydTd OO TPOEKTy MOPSAKY [OEHHOTO TMPOEKT pilIeHHS
Kuiscpkoi micbkoi paau «IIpo » TOPYYEHHS 3aCTyIIHUKA

MICBKOTO ToJIOBH — cekpeTapss KuiBcbkoi MicbKOl paau ‘Bim dama y ¢opmami
yucno/micays/pix Ne 08/231-__/TIP.

['OJIOCYBAIJIM: «3a» — , «IIPOTH» — , KyTPUMAJIOCh» — , «HE FOJIOCYBaIN» - .
Piwenna npuiinamo.

CIIYXAJIN:

Bnacne im’sa IIPI3BHIIE, nocada.

7. Ilpo mpomnosuunito Bracue im’a IIPI3BHUIE, nocada MOI0 BKIIOYECHHS 0
IIPOEKTY MOPSAKY AeHHOTO MpoekTy pimeHHs KuiBckkoi micekoi pagu «IIpo

» JIOPYYEHHs 3acTyllHHMKa MICBKOTO T[OJIOBH -

cexkpetapsi KuiBcbkoi MiChKOI paiu BiJl dama y popmami uucio/micayv/pix

Ne 08/231-__/TIP.

BUCTYIIMJIN:

Bnracne im’sa IIPI3BUIIE

BHUPIIINJIN: Bxio4uTd A0 MNPOEKTY MNOPSAKY JEHHOTO IPOEKT pIllleHHS
KuiBcrkoi mickkoi pamgu «I1po ».

I'OJIOCYBAJIM: «3a» —, <IIPOTU» — , KYTPUMAIIOCH» — , «HE TOJIOCYBATIN - .
Piwiennsa npuitnamo.

CIIYXAJIN:

Bnacnue im’a [IPI3BHIIE, nocada.
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8. Ilpo mpomosuiito Bracne im’s IIPI3BHIIE, nocada MOAO BKIKOYEHHS IO
TPOEKTY MOPAAKY ACHHOTO MPOEKTY pimmenns KuiBcekoi micekoi paau «IIpo

» JNOpYYeHHs 3aCTyNHHKA MICBKOTO TOJIOBU -
cekpetapss KuiBcbkol MiCBKOI pamul Bil dama y opmami yuciro/micays/pik
Ne08/231-__/TIP.

BUCTYITAJIN:

Bnacne im’sa [IPI3BHLIE

BUPIILMJIM: BximoudTd [0 MPOEKTYy TMOPSAKY [OEHHOTO TPOEKT pillleHHS

KuiBcrkoi micekoi paau «lIpo ».

['OJIOCYBAJIM: «3a» — , «IIPOTU» — , KYTPUMAJIOCH» — , «HE TOJOCYBAIN» - .

Piwenna npuiinamo.

CIIYXAJIN:

Bnacue im’s IIPI3BHIIE zonoeyrouozo na 3acioanuni MOAO TPUUHATTSI B LLIOMY

HOPSAIKY NEHHOTO 13 kinvkicms TTATAHb 3aCiJaHHsI IOCTIMHOI KOMICii 3 TUTaHb Ha36a

nocmitiHol komicii BiJl dama y popmami wucno/micays/pix 13 BKIFOYSHUMU 10 TMOPSAKY

JE€HHOTO IMUTAHHSIMH.

BUPILLIMJIN: IpuiiaaTy B miJioMy TOPSIOK A€HHUH 13 kinbkicms TUTAHb 3aCiIaHHS
MOCTIMHOI Komicil 3 TNHMTaHb HaA38a NOCMIUHOL KoMmicil BII dama y dopmami
yucno/micsays/pix 3 MATAHHIMU, BKIIFOYEHHUMH 3 TOJIOCY.

['OJIOCYBAJIM: «3a» —, «IpOTU» — , KyTPUMAIIOCH» — , «HE TOJIOCYBAJIN» - .
Piwienna npuiinamo.

Po3rasig (00roBopeHHs ) NUTaHb NOPSAAKY I€HHOTO:

1. Ilpo po3mmsim mnpoekty pimenHs KwuiBcbkoi Micbkoi pamu  «IIpo

» JIOpY4YEeHHsI 3aCTyIIHMKa MICbKOTO TOJOBU -
cekperaps KuiBcbKoi MICBKOI panud Bill oama y ¢opmami wucno/micsys/pix
Ne08/231-__/TIP.

CIIYXAJIN: Bnacne im’a IIPI3BHIIE, nocada.

BUCTYIIMIIN: Bracne im’s IIPI3BUIIE

BUPIIIINJIN: BkaioyuTd [0 MPOEKTY MOPSAKY HOEHHOTO MPOEKT pilleHHS

KuiBcrkoi MichKoi pamu «IIpo ».
['OJIOCYBAIJIM: «3a» — , «OpOTH» — , KYTPUMAJIOCh» — , «HE [OJIOCYBAIN» - .
Piwennsa npuiinamo.

2. Ilpo IIPOEKT pileHHS Kwuiscekoi MiCBKO1 pamu «I1po

» JIOpy4eHHs 3aCTylIHUKa MiChKOTO TOJIOBH -
cekperapsi KuiBcbkoi MIicChKOI panu Bifl oama y ¢opmami wucro/micsys/pix
Ne08/231-__/TIP.

CIIVXAIJIN: Bnacue im’a IIPI3BHUIIE, nocada.

BUCTYIIWIWA: Bracne im’s IIPI3BHIIE

BHUPIIIMJIN: BKIIOYUTH 10 TPOEKTY NOPAAKY JEHHOTO MPOESKT PilICHHS
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KuiBcrkoi micekoi panu «I1po ».
['OJIOCYBAIJIM: «3a» — , KIIPOTU» — , KYTPUMAIIOCH)» — , «HE F'OJIOCYBAID) - .
Piwienna npuiinamo.

3. [Ilpo MIPOEKT pilleHHs Kuiscpkoi MicbKOT panu «ITIpo

» JOPYYEHHsI 3acTy[THHKa MIChKOTO TOJOBH -
cekperapsi KuiBchbkoi MICBKOI pamul Bill dama y ¢opmami uucno/micsyv/pix
Ne08/231-__/TIP.

CIIYXAIJINA: Bracne im’s IIPI3BULE, nocaoa.

BUCTVYIIWIW: Bracue im’s IIPI3BHLIE

BUPIILLIMJIN: BxmOYUTH OO0 IPOEKTY MOPSIKY JOEHHOTO TMPOEKT pillleHHs

KuiBcrkoi micbkoi paau «lIpo ».
['OJIOCYBAJIM: «3a» —, «IIpOTU» — , KyTPUMAJIOCH» — , «HE TOJIOCYBaIN» - .
Pimennn npuiinamo.

4. Ilpo MIPOEKT pillIleHHs KwuiBcbkoi MiCBKO1 panu «IIpo

» JOPYYeHHS 3aCTyIHHKa MIiCBKOTO TOJOBU -
cekperaps KwuiBcbkoi MiChKOi pafu Bifl dama y gopmami wucno/micsiys/pix
Ne(08/231- /TIP.

CIIYXAJI: Bracnue im’s IIPI3BHUII]E, nocada.

BUCTVYIIWIIW: Bracne im’s IIPI3BHIIE

BUPIHIMJIM: BxmouyuTd A0 TPOEKTYy TMOPSAKY [OEHHOTO TMPOEKT pillleHHS
Kwuiscbkoi micbkoi pagu «I1po ».

I'OJIOCYBAJIM: «3a» — , «IpOTH» — , KYTPUMAJIOCh» — , «HE IOJIOCYBaIN» - .

Piwenna npuiinameo.

5. [Ilpo MPOEKT pllIeHHs Kuiscpkoi MiCBKOI pamu «IIpo

» JOpYyYeHHsS 3acTyllHHMKa MICBKOIO TOJIOBH -
cekpetapst KuiBCbKOI MICBKOI pamul Bifl odama y opmami uucno/micayv/pix
Ne08/231-  /TIP.

CIIYXAJIN: Bracue im’s IIPI3BHIIE, nocaoa.

BUCTVYIIWIIN: Bracre im’a [IPI3BHUIIE

BHUPIIINMJIM: BKIIOYUTH A0 MPOEKTY TMOPSOKY JEHHOrO TMPOEKT pillleHHs

KuiBcbkoi Mickkoi pagu «l1po ».
[I'OJIOCYBAJIN: «3a» — , «OpoTH» — , KyTPUMAJIOCh» — , KHE IOJIOCYBAIM - .
Piwiennsa npuiinamo.

6. Ilpo MIPOEKT pileHHS Kuiscekoi MiChKOT panu «IIpo
» HNOPYYCHHA 3aCTYIIHHKa MICBKOI'O T'OJIOBH -
cekpetapss KuiBCbKkoi MICBKOI pamMl Bill dama y opmami uucno/micayv/pix
Ne08/231- /TP,

CIIYXAJI: Bracue im’s IIPI3BHUII]E, nocaoa.
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BUCTYTINIIN: Bracue im’s IIPI3BUIIE

BUPIIIWJIM: BxiIOYHATH OO TPOEKTYy MOPAAKY [EHHOIO MPOEKT pilleHHs
KuiBcbkoi Mickkoi pagu «lIpo ».

T'OJIOCYBAIJIU: «3a» — , «IIPOTH» — , KyTPUMAJIOCE» — , HE FOJIOCYBaIn» - .

Piwenns npuiinamo.

7. Ilpo MIPOEKT pileHHs Kwuiscekol MiCBKOT panu «Ipo
» JOPY4Y€HHS 3acTy[IHMKa MICBKOTO TOJIOBH -
cekperapss KuiBchkoi MiChKOI paiu Bifl dama y dopmami wucno/micsye/pix

Ne08/231- /TIP. ’

CIIYXAJIA: Bracue im’s [IPI3BHLU]E, nocaoa.

BUCTYIINIIN: Bracre im’s IIPI3BULE

BUPIILMJIM: BxIOYHATH A0 MPOEKTYy MOPSAKY [EHHOTO IPOEKT pPllIeHHS
Kuiscrkoi Mickkoi paau «lIpo ».

['OJIOCYBAJIU: «3a» — , «IIpOTU» — , KyTPUMAJIOCh» — , «HE TOJIOCYBAIN» - .

Piwenns npuiinamo.

TI'osioBa Komicii Bnacue iM’s TTPI3BUILE

CexpeTap komicii Brnacue im’s [TIPI3BULE

* 'V pasi morpeOu MpOTOKOJ 3acilaHHs MOCTiMHOI Komicii MoOXe 3MiHIOBaTHCh Ta/abo
JIOTIOBHIOBATHCH OJATKOBUMHE CTPYKTYPHHMH OJMHHUIIMY Ta iH(pOpMAIIi€lo.
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Honarok 25
1o IHcTpykil
(myHkT 5.3.1)

ITocama
Bnacue im’s ITPISBUILE
BUXIJHI JaHl

JNOMOBIJHA 3AINCKA

Bix:

(mocana, Ha3Ba CTPYKTYPHOTO MiAPO3/Iiny)
CTOCOBHO: CTHCIIO (OHUM PEUYCHHSIM) (POPMYIIIOETECS CYTh ITUTAHHSA
1. CyTp nutaHHs

BuKamaloThCss TPU-YOTHPH KIFOUOBHUX IIOBIIOMJIEHHS IPO TOJIOBHI IHTaHHS
(mpobieMu), BasKJIUBI ISl IPUAHSATTS PillleHHs, IPUYMHU BUHUKHEHHS (IIpobnemu),
aHaJli3 CUTYyallil, YHHHUKH, apTyMEHTH, CTUCIIMH OIKC ITOCIiOBHOCTI Ai#, TPaKTUKa
BUPIIIIEHHS MOAIOHNX MUTaHb (Mpo0ieM), BUTOU Ta PU3UKH.

2. Ilpomno3uii

Crucio (y pasi moTpebu 3 BHUJIUICHHSIM OKPEMHX IYHKTIB) BHKIAIAa€TbCs 3MICT
PEKOMEHI0BAHOTO PillIeHHS.

Honarok: (skmo €). Y pasi motpeOW y LBOMY pPO3IiTi 3a3HAYAE€ThCSA Ieperik
iHpOopMaIiHHO-aHAIITHYHIX MaTepialliB, POEKT JIUCTA, PE30IOLT, SKi JOJAI0ThCs
IO 3aIHUCKH.

(mara) (i mec) (Bmacue im’st ITPI3BULLE
KepiBHHKA CTPYKTYPHOT'O
iIpo3aLTY)
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Honatok 26

1o IHeTpyxuii
(myHKT 7.5)

PEECTPAIIIMHO-MOHITOPAUHI OBA KAPTKA

BUXIJHOI'O JOKYMEHTA
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Honatoxk 27
no [HcTpykmil
(myHKT 8.19)

THUIIOBI CTPOKH
BHKOHAHHS OCHOBHHX JOKYMEHTIB

1. Axrt Ilpesunenra Ykpaiau - 30 gHiB 3 naru HaOpaHHS HUM YMHHOCTI,
SIKIIIO [IAM aKTOM He mependadeHo CTPOK BUKOHAHHS BU3HAYEHOIO HUM
3aBJaHHS.

2. 3anwur:

- HapOHHOro Jermytara YKpaiHH - mpoTrsiroM 15 [oHIB 3 AHs Horo
HaJIXOMKEHHS, Ko BepxoBHor Panorw Ykpainu He BCTaHOBIEHO
1HIIUH CTPOK;

- nenyrtara KuiBpau - npotsirom 10 IHIB 3 THS HOTO HAIXOMKEHHS.

3BEpHEHHS:

- HapomHOro Jemyrara YkpaiHu - nporsirom 10 nHIB 3 1HSA Horo
HaJIXOJDKEeHHS, Ko BepxoBHoro Panorw YkpaiHu HE BCTaHOBIICHO
IHIIIMHA CTPOK;

- nemyrtara KuiBpanu - npotsirom 10 qHIB 3 THS HOTO HAIXOKEHHS.

Skuro 3anuT ab0 3BepHEHHS HAPOJIHOTO JieyTaTa YKkpainu, femyrara KuiBpanu
3 00’€KTHBHUX IMPUYMH HE MOXe OyTH pPO3IIISIHYTO B YCTAaHOBJEHUU CTPOK,
HAJCHUIIAETHCS IMHCHMOBE IIOBIIOMJIEHHS Cy0’€KTaM BHECEHHs 3aluTy abo
3BEPHEHHS i3 3a3HaYEHHSM [IPUIMH POJOBKECHHS CTPOKY PO3IVIAAY.
CTpoK po3misLy AeMyTaTChbKOro 3BepHEHHs abo 3aluTy 3 ypaxyBaHHSIM CTPOKY
IIPOIOBXKEHHS He MOXke MepeBuilyBaty 30 AHIB 3 MOMEHTY HOTO HaIXOKESHHS.
3. Hoxymentn HarmionanpHoro astukopymnumiiiHoro Omopo VYkpaiHu
(HABY)— mpotsirom Tppox pobounx aHiB. CTpok HamaHHS iHQoOpmMaiii
Mo>Ke OyTH MPOJOBXKEHO Ha CTPOK He OiNblile TBOX KaJeHIapHUX JIHIB.
4. Jloxymentu HallioHampHOTO areHTCTBA 3 MUTAHb 3a00iraHHs KOPYTIIIil
(HA3K) — npoTsirom fecsitTi poOouux THIB 3 THS ONIEPKaHHs 3aIluTy.
5. AJIBOKaTChbKi 3aluTH — HE Mi3Hille I'ATH podounx AHiB. CTPOK MoOxe
OyTH MPOIOBKEHO 10 ABAISTH POOOUUX JHIB 3 00T PYHTOBAHUX MPUYMH.
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Honatok 28
1o IacTpykmii
(myHKT 8.26)

[Tepeiik KOHTPOJILHUX JOKYMEHTIB, SIKi He BUKOHaHi ctaHoM Ha 01.01.2019

/11

Hazga
JOKYMEHTA,
HOMEp Ta J1aTa

Kopotkuit 3micT

CTpox BUKOHAHHS

~

Binmosiganbauit

Crpok
TIOPYLICHO
(i)

BUKOHAaBELlb
CTaH BUKOHAHHS
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Honmatox 29
1o IacTpykuii
(myskT 9.1.3)

KwuiBchka Michka pama

(HaltMEHYBaHHs CTPYKTYPHOTO ITiIPO3/IiLY)

HOMEHKJIATYPA CIIPAB
Ne
Ha 20 piK
Ianexc cnpasu | 3aronoBok crpasu | KinbkicTe cripas Crpok [Ipumitka
(Tomy, yacTHHH) | (TOMIB, YaCTHH) 30epiraHHs CIpaBH
(ToMy, 4acTHHH) i
HOMEDH cTaTe 3a
epeikoM
1 2 3 4 5
(nasBa posniny)
Ilocana kepiBHHKaA CTPYKTYPHOTO i IPO3ALITY . ,
(mizmuc) " (Bnacue im’s TIPI3BUILLE)

« » 20 p.

KepiBHuK apXiBHOI ciiy)Ou

(miamuc) (Bnacwe im’s [TPI3BHILIE)
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IIponoBxenHs nonarka 29

[TizrcyMKoBHI 3amuC Mpo Kateropii Ta KiJgbKiCTh cIpas, 3aBefeHuX y 20 polli B CTPYKTYPHOMY

miapo3aimi

3a cTpokamu 36epiranHs Pazom

Y Tomy uuci

TaKuXx, 110 3 BiAMITKOIO
[IepEXOSTh «EITK»

[Tocritinoro

Tpusanoro (monazn 10 pokiB)

TumuacoBoro (10 10 pokiB BKIIIOYHO)

VYeroro

(mocama ocobu, BiAIOBimaIbHOI 32 AiJIOBOICTBO B

CTPYKTYPHOMY HipO3/Iiyi)

20 (rmiamuc)

«_» p.

[TincymKoBI BiTOMOCTI IepelaHo 10 apXiBy

(mmocazia ocobu, BiAMOBIIATBHOT 3a epeaady
BiIOMOCTEi)

(Bnacwe im’s ITPI3BUILLE)

20 (migmmuc)

«__» p.

(Bnacwe im’s [TPI3BULLE)

®opmat A4 (210 x 297)
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Jonmatok 30
1o IHcTpykiii
(myskT 9.1.3)

3ATBEPJIKVYIO
KuiBcpka mMichKa paga
CKITUKaHHS 3acTyMHUK MiCHKOTO TOJIOBH —
HOMEHKIJIATYPA CITPAB cekperap KuiBchkoi MichKol paau
Ne
Ha pik (migmuc) ' (Bnache im’s TTIPI3BUILLIE)
«__» 20 p.
MII
Innexce | 3aronoBok crpasu | Kimpkicts cipaB | CTpok 30epirans [Tpumitka
CIIpaBU (Tomy, yacTHHH) | (TOMIB, YaCTHUH) crpasu (ToMmy,
YaCTHUHH)
HOMEpH cTarel 3a
epesTikoM
1 2 3 4 5
(Ha3Ba po3iny*)
HauanpHuk ynpaBiiHHS opraHi3aiiifHoro
Ta JOKyMEHTAJIBHOTO 3a0e31eueHHS
nisutbHOCTi KniBebkoi Mickkol paau
(mimmuc) (Bnacue im’a TTPI3BULLE)
« » 20 p.
KepiBauK apXiBHOI CIIyX0H
(migmuc) (Baacue im’s TIPI3BUILLE)
CXBAJIEHO HOTroJI’KEHO
npotokod 3acizanas EK Kuispaau [Tporoxon 3acimanns EITK, EK

Hepxasroro apxiBy M. Kuesa
Bif Ne Bif Ne
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IIponosxenns nonarka 30

ITigcyMKOBHH 3aMuC Mpo KaTeropii Ta KiNnbKiCThb CIpas, CKIajeHux y 20 poui B KuiBpani
3a cTpoxamu 30epiraHHs Pazom Y ToMy uuci
TaKUX, 10 3 BiAMITKOIO
[IEPEXOLATh «EIIK»

IMocTiltHOTO

Tpugasoro (monan 10 pokis)

Tumuacosoro (o 10 pokiB
BKJIFOYHO)

Yeroro

HavanbHUK yrnipaB/iHHS
OpraHi3amiifHoro Ta JOKyMEHTaJILHOTO

3abes3nedyeHHs aisubHOCTI KuiBchkol (migmuc)
MICBKOT pajiu

«_» 20 p.

[TincymkoBi BimoMocTi nepenano B apxiB KuiBpaau

KepiBHuK apxiBHOI ciry)x0n

(mimuc)

«_» 20 p.

* HaliMeHyBaHHs CTPYKTYPHOTO HiApO3/Iily.

(Baacue im’s [TPI3BULLIE)

(Bnacue im’s [TPI3BUILLE)
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Honatok 31
no [nctpyxkmii
(myHkT 9.1.4)

Enexrponna Tabuilsi HOMEHKJIATYPH CIIPaB CTPYKTYPHOTO MiAPO3iTy

[Tigpo3zmin: VYipaBiiHHS PaBOBOTo 3a0€3MeUYEeHHS

Poznin:

Pik: 2018

IIporokon EK:  Ne BiJ 20 p.
[nnexc KinpkicTs cripaB Crpok Po6oui

3aroJiIoBOK CIIpaBH . .
CIIpaBu (TOoMiB) 30epiraHHs | MO3HAYKU

[TincyMKoBuUi 3ammc
Pasom  Ilepeximmi  EIIK

¥Yceboro crpas, 53 33 2
3 HUX:

KUTBKICTB CITpaB MOCTIHHOTO 30€piraHHs 7 5 2

KiJIBKICTH CIIpaB TPUBAJIOro 30epiraHHs 12 7 0

KUIBKICTB CITpaB TUMYaCOBOTO 30epiraHHs 34 21 0

EnextponHi uudposi mignucu*
(enexmponHa

(nocada) NO3HAYKA 4acy) (cmamyc)
TOJIOBHHH CIIEIIAIICT 17:36 02.11.2018 MiITBEPIKEHO
Havanbauk Bigmimy 13:47 03.11.2018 i ITBEP/IKEHO

* BuMmararoThCst eIeKTpOHHI UGPOBi mianucy ocobu, BiIIOBIAANBHOI 3a TITOBOACTBO Y MIAPO3 LI
YKIIQAHHs, SIKOK c(hOpPMOBAHO TaOMUIIO (CKIaIeHO HOMEHKJIATypy), KEpiBHHKA IIIPO3MALIY
yKJIaJaHHA Ta BIAMOBiNaNbHOrO (YHOBHOBa)XKEHOTO) IMpalliBHHKa apXiBy. [liATBep/ykeHHs Ta
PEKBI3UTH II0CaI0BOI OCOOH-MIANKCYBaya Bi3yalli3yIOTBCS CHCTEMOIO IIii 4Yac IepeBipKU
BiJITIOBITHOTO €JIGKTPOHHOTO U(POBOTO i IIHCY.

®opmat A4 (210 x 297)
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Jonartoxk 32
1o Iacrpyxiii
(mysKT 9.1.5)

EnexTpoHHa Tabiulls 3BeIeHOI HOMEHKIIATYPH CIIpaB
cekpeTapiaty KuiBCbKOI MiCBKOI paau

YcraHoBa: CexkpeTtapiat Kabinery MiHicTpiB Ykpainu
Pik: 2017
IIpoTtoxon EK: No BIJl 20 p.
IIpotoxon EIIK:  Ne BIJT 20 p.
Poznin: JlenapraMeHT 3a0e3Me4eHHs] JOKYMEeHTooOIry™*
Posin Ianexc 3aroyioBoOK KiJIBKiCTI? C’l:pOK Poboui
cripaBy cripaBd  |cmpaB (TOMiB) 30epiraHHsl | MO3HAYKH

[TicymMKOBUI 3amUC
Pazom [Tepexiani EIIK

Ycporo cnpas, 1040 2 273
3 HUX:

KUTBKICTb CITpaB MMOCTIHHOTO 30epiraHHs 86 0 0

KIJIBKICTB CIIpaB TPUBAJIOTO 30epiraHHs 432 1 0

KIJIBKICTB CIIpaB TUMYacOBOTI'0 30epiraHHs 522 1 273

Enextrponni undposi migmucu™**

(nocaoa) nges’jrlfc’;zz]c)z O:chc;) (cmamyc)
rOJIOBHUH CrieriaicT 13:47 06.11.2018 MiATBEPHKEHO
3aBiyBay CEKTOpa apXiBHOIO 13:47 06.11.2018 MiATBEPIKEHO
30epiraHHs
qupekTop JlemaprtameHTy 11:21 09.11.2018 HiATBEPIKEHO
3abe3neueHHs
JOKYMEHTOO0Iry
HepxaBHuii cexpetap Kabinery 17:36 22.11.2018 I ITBEPAKEHO
MinictpiB

* IHcTpyMeHT ¢QikcoBaHOrO BiOOpPY HMaHHX 3BENCHOI HOMEHKJIATYpPH CIpaB JUIS MOTOYHOTrO
BioOpakeHHs (BapiaHTH BimOopy: Bel migpo3aim, [lemapraMeHT 3a0e3nedeHHs JOKYMEHTo00iry,
IOpunuyHuit nemapraMenT).

** BumararoTsCsl €NEKTPOHHI MUQPOBI MiANKMCH BiITOBIAAIFHOTO (YIIOBHOBaXEHOI0) IpalliBHUKA
apxXiBy YCTaHOBH, SIKUM C(OPMOBAHO TaONUIO (CKIaNeHO HOMEHKJIATYpy), KepiBHHKa apXiBY
YCTaHOBH, KEPiBHUKA CIy>XOHM JiIOBOACTBA Ta KE€PIBHUKA ycTaHOBH. [liATBEepIKEHHS Ta PEKBI3UTH
nocagoBoi 0co0M — IMiANHCYBadya Bi3yali3ylOThCsA CHUCTEMOIO ITiJ] Yac MEPEBIPKH BiANOBIIHOTO
€JIEKTPOHHOI'O LH(POBOTO ITi IITHCY.
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Honmartok 33
1o Iacrpykmii
(mynkt 10.1.6)

3ATBEPJDKVIO

3acTyIHUK MiCBKOTO T'OJIOBH —
cekperap KuiBcbkoi Mickkoi paau

KuiBcrka michka paga

(mmizmac) (Bnacue im’s [IPI3BUILIE)
AKT

» 20 p.

Ne «

MII

(MicIe CKITaJIeHHs)

PO BIUTYYCHHS JJIS1 3HHUIICHHS
JIOKYMEHTIB, HE BHECEHHX [0
HarionansHoro apxiBHoro ¢houay

Ha mincrasi
(Ha3BH 1 BUXi/IHI JaHi mepesTiKy TOKYMEHTIB i3 3a3HaUYSHHSIM CTPOKIB

ix 36epiranHs ab0 TUITOBOI (TpUMipHOT) HOMEHKJIATYpH CIIPaB)

BIUTYY€HI JJIsI 3HUIIEHHS sIK TaKi, 110 He MalOTh KyJIBTYPHOI IIHHOCTI T& BTPATHJIM HPaKTHYHE

3HAUEHHS, NOKyMeHTH QoHry Ne
(aasBa Qoumy)
Crpok
[apexc cupasu .
3arosioBok | Jlara | Homepu 30epiraHHs
- || (roMy, 9aCTUHH) || .. .
CHpaBU || CIIPaBH || OMHUCIB sa KinmpkicTe | crpaBm
Ne abo abo | (HOMeH- CIIpaB (Tomy, .
ol . HOMEHKJIATypOIO . . [TpumiTkn
3/T1 || rpynoBHii || KiHIIEBI | KIaTyp) 460 HOMe (ToMmiB, || HacTHHH) i
3aroJIOBOK || JaTe || 3a pik p YacTUH) || HOMEpH
CIIpaBH 3a -
CIIpaB cupaB | (poku) cTaTei 3a
OIIUCOM 5
TIepeIikoM
1 2 3 4 5 6 7 8
Pazom : CIIpaB 3a poKH
(uudpamu i cioBamu)

(mocana ocobu, sSKa MPOBOAKIA
eKCTEepPTH3Y IIHHOCTI

JIOKYMEHTIB)

« » 20 p. (mipmuc) (Bnacre im’s [IPI3BUILE)
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IIponosxenns pogatka 33

CXBAJIEHO I[MOT'OJIPKEHO
ITporoxon 3acinanns EK KuiBpamau [Mporoxoun 3aciganns EITK JlepxasHoro
apxiBy M. Kuesa
Ne Ne
Omnwcu cipas mocTiHOro 30epiraHus 3a POKH CXBaJICHO, a 3 KaJpOBUX

nuTasb (0c060Boro cKiany) moromkero 3 EITK JlepxxapHoro apxiBy micta Kuepa.

(mporokoin Ne )
JIOKyMEeHTH B KiNBKOCTI CIIpaB
(uudpamu i crioBam)
Baroro KT 371aHO B
(naitmenyBanHs KuiBpaan)
Ha nepepoOKy 3a MpHitMalibHO-3/1aBaTbHOI0 HAKJIAJHOO Bij No ab0 3HHUIIEHO

[UIAXOM CITaJICHHA.

(mocana ocobwu, sika (31a1a) 3HUIIHIA
JOKYMEHTH)

« » 20 p. (mipmmc) (Bnacwe im’s [TPI3BULLIE)

®opmar A4 (210 x 297)
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Honartok 34

1o lactpyxkuii
(mynxkr 10.1.13)

®dopma Jj1s1 BHECEHHS JaHUX OMUCY CIIPaB B €JIEKTPOHHY TaOIUIIO

CEJ ACKO/L

Ycranosa: KwuiBcbka MichKa pasa
[Tizpozmin: VYrpaBiiHHS MPaBOBOTo 3a0e3MeueHHs
Pik: 2017
[Tpotokon EK: Ne BiA 20 *
[Tporoxon ETTK:  Ne Bif | 20 **

I K o .
Inpexc Bir?H;BB; Hara Hata Kinekicts |  Ctpox Po6oui
CIIpaBU (TgMy) IOYaTKy | 3aKiHYeHHS | CTOPIHOK |30epiraHHs| MO3HAYKU

V neit onue BrmtoueHo 30 cnpae 3 Ne 36-27 o Ne 36-59.
[IponmymeHo cupaBu Ne 36-31 1 36-44
ITepenano 3a onuicom 30 cnpas

EnextponHi uudposi migmucu™***

(enexmponna
(nocaoa) No3HAuKa yacy) (emamyc)
TOJJOBHHUH creriajiict 17:36 04.12.2018 miaTBepIKEHO
HAa4YalbHUK yNpaBIiHHS * 11:21 06.12.2018
BiJIIIOBiAalTbHA 0CO0a apXiBHOT CITyKO0U 13:47 12.12.2018 migTBepIKEeHO

BiNOBiAaNbHA 0coba ciryx0u aitoBoxcta*™*  12:32 15.12.2018  migTBepIKeHO

* Jlns onycy crpaB Migpo3aiy.

#* Jlns 3BeJIeHOT0 omHCy cripaB cekperapiaty KuiBpanu.

3k Jlnst 3BeIEHOTO OIMUCY CIpaB cekpeTapiaTy KuiBpamu BUMaratoThCs eEeKTPOHHI
U POBI MiANKMCH BiIIOBIHAEHOTO (YIIOBHOBAXKEHOT'O) ITpalliBHUKA apXiBHOI CITyKOH,
AKUM chopMOBaHO TaOJHILIO (CKIAJACHO OIKUC), KepiBHUKA apXiBHOI CIIyXOH,
KepiBHMKA BiJNOBIMHOTO CTPYKTYPHOTO IMiAPO3AUTy Ta KepiBHUKA CIyXOu
AinoBoxacTBa. s ommcy cmpaB MiApO3Iily BHMAararoThCs €JEKTPOHHI IH(GPOBI
nianucy ocoOu, BINMOBIAATBHOI 3a [IOBOJICTBO y MiAPO3IiIi YKJIaJaHHs, SKOFO
copmMoBaHO TaOMUIO (CKIIaeHO OIHUC), KepiBHUKA apXiBHOI CIyOM Ta KepiBHUKA
niipo3ally ykinamaHHs. [liATBepIPKEHHS Ta PEKBI3UTH IOCagOBOI 0coOM —
MiANUCyBaya Bi3yalli3yIOTBCSI CHCTEMOIO Il dYac TepeBipKHd  BiAMOBIIHOTO
eJIEKTPOHHOTO IIM(POBOTO i IITHUCY.
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Jlongatok 35
1o Iacrpyxiii
(myukT 10.1.13)

®opwma JyIst BHECEHHS JaHUX aKTa I1pO BUITy4eHHs [UIs
3HHIIEHHS TOKYMeHTiB B enekTpoHHy Tabnuio CEJ[ ACKO/]
AKT

PO BUJTYUSHHS JJIsl 3HULIEHHS TOKYMEHTIB

Homep axra:
Jlata akra: 15.12.2018
VYcTaHoBa: Cekperapiat KuiBcpkoi MiChKOi panu
[igposzain: VYmpaBItiHHS IPaBOBOTO 3a0e3MeUeHHs
[Tigcrasa: '
npotokon EK: Ne BiJ 20 p.

Ingexc 3aronosox Jlata JlaTta Kiekiets Crpok Po6oui

CIpaBH cripantt MIOYaTKy |3aKiHUeHHS clipas 30epiraHHs | MO3HAUYKU

(Tomy) (ToMiB)
Pa3zom 110 3HUILIEHHS 7 cnpas 3a 2016—2018 pik.
KinpkicTh JOKyMEHTIB 1271 (0o0Ha mucsava ogicmi cimOecam 00uH)
[IpuitmansHO-31aBaIbHA Ne BiJ 20 p. *
HaKJIaJHa:
MeTtoa 3HUIIIEHHS guoanenns 3 basu OaHux
Enextponni nudposi migmucu o '
(nocaoa) (enexmpona (cmamyc)
no3HauKa yacy)

TOJIOBHHHM criertiaict ** 17:36 18.12.2018 miaTBEepAXKEHO
TFOJIOBHHH crieriaict *** 11:21 19.12.2018 miaTBepmKEHO
HaYaJIbHUK YIPaBIIHHS [TPaBOBOIO 13:12 20.12.2018 miaTBepAXKeHO
3abe3meueHHs ****
KePiBHUK CITY)KOH JioBoJICTBa ***** 16:43 21.12.2018 migTBEpIKEHO
3aCTyNHUK MICBKOIO 'OJIOBH — CEKpeTap 14:14 22.12.2018 mniaTBepaXKEHO
KuiBpamm ** %%
TOJIOBHUM CHIeIiaJTicT **## %% 10:01 25.12.2018 migTBEepAXKEHO

* He 060B’s13k0B€ m0JIC.

** Ocoba, BiAnOBiZaIbHA 3a IUIOBOJCTBO Y HiXPO3AiNI YKIIANAHHS, SKOK CHOPMOBAHO TabIHUINO
(cxiageHo akr).

##* TlocamoBa 0co0a, sika MPOBOJAMIIA €KCIIEPTH3Y LiHHOCTI.

#kx* KepiBHUK MiIPO3IITY YKITaIaHHS.

#akk* KepiBHUK Ci1yOu J1TOBOJICTBA.

#ackkokk KepiBHEK YCTaHOBH.

ksl Ocoba, sika 3HAIIUNA (Y pa3i HAIBHOCTI €IEKTPOHHOTO HU(POBOro miamucy).
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JonmaTtok 36
Jo IacTpyxkii
(mynkt 10.2.3)

KuiBcrka Michka pana

(HaliMEHYBaHHSI CTPYKTYPHOTO IiIPO3/IiTy)

3ATBEPJDKVYIO
Kepyrounii cripasamu

(miamuc) (Bnacue im’s [TPI3BUILIE)
«_» 20 p.
OITnC
Ne
Ne Ianexc 3aronoBok | Kpaitui maru | Kinekicte | Ctpok 30epiranns | [Tpumitku
CIIpaBU | cripaBH (TOMY, | IOKYMEHTIB | apKyLIiB y cripaBu (TOMY,
YACTUHU) CIIpPaBH crpasi (Tomi, YACTHHH) i
(Tomy, YacTHHI) | HOMEpH cTarei 3a
YACTHHH) nepesnikom*
1 2 3 4 5 ' -6 7
(Ha3Ba po3nimy**)
o omucy BHeCEHO . crpas 3 Ne
(uudpamu i c10BaMH)
o Ne , Y TOMY YHCIIi:

JITEpHI HOMEpPH ,

IIPOIYILEHi HOMEpH

(mocana ykiama4a Omucy)

«  » 20 p. (migmuc) (Bnacue im’st ITPI3BULLE)

HauanbHuk ynpaBiiHHs opraHi3alfiifHoro ta
JIOKYMEHTaJILHOTr0 3a0e3MeYeHHs QisIbHOCTI
KuiBcpkoi Micbkoi paau

(mizmuc) (Bnacwe im’s TTIPI3BUILIE)
«__» 20 p.




Ilepenas
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[Tponowxenns noaarka 36

CIIPaB

Ta

(uudpamu i ciroBaMM)

(mocama mpaniBHEKA
CTPYKTYPHOTO IiIPO3.ILITY)

«_» 20 p.

[IpwuitasB

(umdpamu i croBamMu)

KapTOK JI0 JOKYMEHTIB* ***

(miprmuc)

(Bnacue im’s TTIPI3BULLE)

crpaB

Ta

(uupamu i cioBaMu)

KapTOK J0 JIOKYMEHTIB.

(uudpamu i cioBaMu)

KepiBHuK apXxiBHOT Ci1yXOH

«_» 20 p.

(migmuc)

(Bnacue im’st [TIPI3BUILE)

®opmar A4 (210 x 297)

* I'pacha mocra He 3aIIOBHIOETHCS B OITHCAX CIIPaB MOCTIHHOTO 30epiraHHs.

** HalimeHyBaHHS CTPYKTYpPHOT'O Mi{po3AiIy cekperapiaTy KuiBpaau.

*** [lepenaroThCst pa3oM i3 cripaBaMu CITY)KOH JIOBOJICTBA.
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Honatok 37
1o nyHkty 10.3.4

KwuiBcbka mMicbka paja

(Ha3Ba CTPYKTYPHOTO MiAPO3ILIY)

Ne cripaBu

(Ha3Ba crpaBHu)

IToyaro:  « » 20 p.

3aKiHYeHO: « » 20 p.

- Ha apKyImax
30epiratd ____ pOKiB

Ct. Ne
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