GBATBEPAXEHO»

Haka3zom rososu IsmaiibcbKoro
micbKkpaiionHoro cyay Onecbkoi obaacri
Bix 28.12.2017 poky Ne 99-o01

IHCTPYKUIA
Npo NOPsiA0K BeJeHHsI 00.1iKy, 30epiraHHsi, BHKOPHCTAHHA |
3HHLIEHHA JOKYMEHTIB Ta iHIIHX MaTepiaJIbHAX HOCITB iHopmauii,
0 MicTSTH ciyk00BY iHdopmaui B [3mMainbebkoMy
MicbKpaiionHomy cyai Oaecbkoi obnacri

1. 3araabHa yacTHHA

1.1. IHCTpyKUis mpo MopsaoK BeaeHHs 00Ky, 30epiraHHs, BUKOPHUCTaHHA 1
3HUINEHHS JOKYMEHTIB Ta IHUIMX MaTepialbHUX HOCIiB iH(opmauii 110 MICTATh
ciyk60By iHhopMaliio B [3MainscekoMy MicbkpaioHHOMY cyai Onecbkoi o0acTi
(mami — IHcTpykuis) po3pobneHa Ha mifcraBi THMOBOI IHCTPYKILID MPO MOPSIOK
BeJleHHs 001Ky, 30epiraHHs, BUKOPHCTaHHs 1 3HHILEHHS JNOKYMEHTIB Ta IHIIHX
MaTepiaJibHUX HOCIiB iH(popMauii, 1mo Mictark cayx0oBy iHdopmMallito,
3arBep uKeHol [locTaHoBoO KabiHeTy MiHIcTpiB YKpainu 19 xoBTHs 2016 poky Ne
736.

1.2. s Incrpykuist BU3HAYae €1MHI BUMOTM J0 BeleHHs 00J1iKy, 30epiraHus,
BUKOPDUCTAHHS 1 3HULIEHHS JOKYMEHTIB Ta IHIIMX MarepiallbHUX HOCIIB
iHpopMmallil (nan - JOKYMEHTH), 110 MICTATh cly)kOoBy iHdopmalio B
[3mainbcbkoMy MicbkpalioHHOMY cyai Onecbkoi obnacti (aani — cyn).

1.3. Ilepenik BigOMOCTEH CKIAAA€THCSA CY/IOM BIAMOBIAHO IO BUMOT YaCTHHH 2
ct. 6 Ta c1.. 9 3Y «lIpo nocryn no mybaiunoi indopmarii», « Tunosoro nepesniky
BIZIOMOCTEH, 1110 CTAHOBNATH CIy*00BY iH(GOPMALIIO Ta AKI MOXYTh MICTHTHUCS B
JIOKYMEHTax 3 Oprasizauii AiSNIBHOCTI MICLIEBUX Ta amneNsiliiHUX CYAiB», SKHH
3arBep/okeHud HakazoM JICA Vkpainum Bia 23.10.2012 poky Ne 138,
3aTBEPJUKYEThCS HAKa30M rojioBU cyay abo ocobu, Ha SKy MOKJIaJeHO 00OB’SI3KH
rOJIOBH Cyy, Ta ONPUIIOAHIOETECS Ha odiuiHOMY BeO-caiiTi cyy.

1.4. B ycraHOBI YTBOPIOETbCS KOMicis 3 muUTaHb poOOTH i3 CIayx)OOBOHO
iHdpopMalli€lo, $Ka TOCTIHHO Jli€, MOJOXEHHS TpO SKy Ta CKiIan SKoi
3aTBEP/KYIOTECS HAKa3OM rosIoBU cyay abo ocobu, Ha Ky MOKJIaaeHO 000B’SI3KH
FOJIOBH CYIY.

1.5. IpaniBHuKy cymy (cyAli Ta NMpauiBHUKMA amnapary cyay), SKMM JOpY4eHO
ONpauboOBYBaTH JOKYMEHT, IO MICTHTH CJy)XOOBY iH(OpMalil0, BH3HAYAETHCH
roJIoBOKO cyay abo oco0or Ha SKy MOKJIaJeHO BHKOHAHHA OOOB’S3KiB T'OJIOBH
CyIy, KepiBHMKOM amaparty cyay abo oco0oro, Ha Ky [OKIaJeHO BUKOHAHHS
000B’s13KIB KepiBHHKA anapary Cy1y, y pe3oIiolLlil 10 TAKOro JOKYMEHTa.

1.6. Opranizauia B cyai pobOTH 3 JOKYMEHTaMHM, IO MICTATh ClyKOOBY
iHpopMalLlilo, MOKJIANAEThCH Ha KaHLENspilo cyay abo BiANOBiAadbHY 0CO0Y,
BH3HA4Y€HY HaKa3oM TOJIOBH cyJy ado ocobu, Ha SKy MOKJIaJIeHO BMKOHAHHS



000B’f3KIB TOJIOBH CyJAy, KEpiBHHKOM amapaTty cyay abo ocoborw, Ha sKy
MOKJIaIeHO BHKOHAaHHS OOOB’A3KiB KepiBHHKa arapary Ccyay, y pe3osrouii 1o
TaKoro JOKyMeHTa.

1.7. O6mik, dopmyBaHHs crnpaB, 30epiraHHs Ta BUKOPUCTAHHs JOKYMEHTIB 3
BigmiTkamu «Jlitep «M» 3xilicHIOETBCS CTyx00K0 YINpaBliHHS NepcoHanoM abo
BIANOB11aJIbHOIO 0c00010 B cy/1i 3a MoOLi3auiiiHy podoTy.

1.8. KepiBHHK amapary cyny, 3acTYITHUK KepiBHHMKa arapaTty Ccyay Ta
NpaliBHUKK anapary cyay 3AIHCHIOITH KOHTPOJb 3a JIOTPUMAaHHSIM TMOPSIKY
MiATOTOBKK JOKYMEHTIB 3 TpHpoM «Jlns cmymOoBOro KOpUCTYBaHHS», iX
30epiraHHs Ta BAKOPUCTaHHS.

1.9. KepiBHuk anapaTy cyay O3HaHOMIIFO€ MPAliBHUKIB CYAy 3 IHCTPYKLI€EHO
Npo MOPSAOK BeleHHs 001Ky, 30epiraHHs, BAUKOPUCTAHHS 1 3HUIIEHHS JJOKYMEHTIB
Ta IHIIMX MaTepialbHUX HOcIiB 1H(popMaLil 1o MicTATh ciyx0oBy iH(opmMaliio B
[3mainbcbkoMy MickKpaiioHHOMY cyai OnecbKol obnacTi mija mianuc.

1.10. JlokyMeHTH, IO MICTATh CiyX00BY iH(OpMaLilO, MPUCBOIOETHCS IPUQ
«J1ns cy:k60BOro KOPUCTYBAHHSIY.

Ha noxymenrax, mo MictaTh ciyx00By iHpopMalio 3 MoOiLTi3aliHHUX
MMUTaHb, J0JJATKOBO MPOCTaBIsETLCS BiaMiTKa «JliTep «My.

1.11. IluranHs 1moxo HeOoOXIAHOCTI NMPUCBOEHHS NOKyMeHTI rpudy «Jlis
ci1y’k00BOr0 KOPUCTYBaHHS» BUPIIIYETHCS BUKOHABIEM a00 IMOCagoBOI0 0c00010,
AKa MIANKACYE JOKYMEHT, BiAnoBigHo Ao Ilepeniky BimoMocTeH, IO CTAHOBJISATH
ciry)x00By iH(oOpMallifo, Ta SKi MOXYTh MICTHTHCS B JOKYMEHTax 3 oprasizarii
JISUTBHOCTI CY Y.

1.12. Jlo npuHHATTA pilleHHS NpPO TNPHCBOEHHS INOKYMeHTY rpuda “Jlis
ciy00Boro KopucTyBaHHS” ocoOH, 3a3HadeHi B myHKTi 1.11. miel IHCTpyKILii,
MOBHHHI:

® [IEPEBIPUTH, YU HAIEXKUTH IHQOpPMALISL, SAKYy MICTHTh JOKYMEHT, JI0

KaTeropi, BU3HaYeHHX y 4. 1 cr. 9 3akony Ykpainu «IIpo mocTynm 10
nybaiunoi iHgopmanii» Tta «[lepeniky Bimomocteii. Illo craHOBIATH
cnyx0oBy 1H(MoOpMaNLil0, Ta $Ki MOXYTh MICTUTHCS B JOKYMEHTax 3
oprasizatii JisUTbHOCTI CyLy»;

® BCTAaHOBHMTH, YH HAJICKUTH BIAMNOBIIHA iH(OpMaLlis 1O TaKOi, JOCTYIT 0 AKOI

3riIHO 13 3aKOHOM He MoOxe OyTH OOMeXeHO, B TOMY YHMCIi [LIIXOM
BiZIHeCeHHS 11 10 cyx00Boi iHdopMmallil;

® [IEPEBIPUTH JOTPUMAHHS CYKYMHOCTI BHMOT, HependadeHux 4. 2 CT. 6

3akony Ykpainu «IIpo noctyn no ny6aiuHol iHdopmalii».

B oxpemux Bunaakax OMTaHHS 1100 HEOOXiJHOCTI MPHUCBOEHHS JIOKYMEHTY
rpuda “/lns ciry:O0BOro KOPUCTYBaHHs MOXKe OyTH pPO3IJISIHYTO KOMiciero 3
nUTaHb pobOTH 13 ciyk00BoK0 iH(OPMAIi€IO 32 MOAAHHAM T0CaI0BOI 0COOH, siKa
MiJIUCyBaTUMe JJOKYMEHT.

1.13. 3aboponsieTbcss BUKOPUCTOBYBATH Ul Iepesadi ciyx00Boi iHpopmarii
BIJIKPUTI KaHaJIH 3B S3KY.

1.14. YV pa3si BUHMKHEHHS HEOOXIZHOCTI B Nepenadvi (HaACUIaHHI) JJOKYMEHTIB,
0 MICTATh Cayx00By iHQOpMaILiIo, IOPHIAMYHHM 0CO0aM, TPOMAICHKUM
00’enHaHHAM 0e3 cTaTycy IOpUAMYHOI 0coOHM Ta (i3UYHHM 0cobam, Ha SKUX HeE



MOLIMPIOIOTECS BUMOTH i€l [HeTpykuii, octaHHi OepyTh Ha cebe HHUCbMOBE
3000B’3aHHS CTOCOBHO HEPO3TOJIOIIEHHS OTPUMAHOI ci1y)k00Bo1 1HpOpMaLlii.

1.15. BignoBiganbHICTh 3a OpraHizal(iio Ta 3a0de3Ne4yeHHs JOTPUMMaHHs B Cy/l
MOPSJAKY BeJleHHs 00Ky, 30epiraHHs Ta BUKOPHUCTAHHS OKYMEHTIB, 110 MICTATh
cnyx0oBy iH(oOpMallilo, MOK/IaNAaEThC Ha rojoBy cyay abo ocoby, Ha sIKy
NOKJIaieHO 000B’A3KHU TOJIOBU CYJTy.

1.16. Ocobu, BUHHI y MOpYLIEHHI TIOPS/IKY  BE/ICHHS 061111<y, 36ep1raHHﬂ
BUKOPUCTAHHS 1 3HUIIEHHS JOKYMEHTIB Ta IHIIKX MaTeplaJ'!bHHX HOCIiB
iHdbopmMariii, mo MicTaTh cnyk00By iHpopmaliito, iX BTpaTi abo pPO3roJolIeHH]
ci1y00Boi 1H(pOpMAaLlil, IO B HUX MICTUTHCS, MPHUTATYIOTHCS 10 JUCLUIUTIHAPHOL
a0o 1HIIOI BIAMIOBIAANBHOCTI, Nepe1daueHol 3aKOHOM.

1.17. CrBOpeHHsl, BiaNpaBJieHHs, IepeAaBaHHs, OJepXaHHs, 30epiraHHs,
00po0JieHHsl, BUKOPUCTAHHSl Ta 3HHUIIEHHS €JIeKTPOHHUX JOKYMEHTIB 3 rpudom
“Jlnst ciy00BOro KOPUCTYBAHHS B YCTAHOBax 3JIHCHIOETHCS BiJNOBIIHO [0
BUMOI 3aKOHO/AaBCTBa, M0 pEryJr€ MUTaHHS poOOTH 3 eJIeKTPOHHUMH
JIOKYMEHTaMHU Ta MUTAHHA €JIeKTPOHHOTO TOKYMEHTOO00Iry.

1.18. BuxopucranHs iHpopMalUiliHUX, TeIeKOMYHIKalidHHUX, iH(QOpMaLiiHO-
TEJeKOMYHIKal[IHHUX CHCTEM 4YH 3acobiB  KOMilOBaJbHO-PO3MHOXKYBAJIBHOL
TEeXHIKH, 10 3aCTOCOBYIOThCA IiJf d4ac o00pobku ciayx0OoBoi iHpopmMarii,
3JIACHIOETBCS HA MIJACTaBl PO3NOPSAYOro JAOKyMEHTa rojioBu cyny abo ocobu, Ha
AKY MOKJIaJAeHO O0OB’SI3KHM T'OJIOBU CyIy 3 JOTPUMaHHSIM BUMOTI 3aKOHOJAaBCTBA Y
cepi 3axucty iHpopMmauii.

1.19. 'V pa3i nikBijgauii cyay pillleHHS Ipo MOA&IbIIE KOPHUCTYBAHHS
OOKyMeHTamHu 3 rpucoM “Jlns ciry>x00BOro KOpUCTYBaHHS MNpUHMAaE JTiKBigalliiHa
KOMiCisl.

2. lIpuiimanHs Ta peecTpallis AOKYMEHTIB

2.1. IlpuiiMaHHa Ta peecTpalis MOKyMeHTIB 3 rpudoM «/lis ciyxOoBoro
KOPUCTYBaHHA», B T.4. 1 JIOKyMeHTIB 3 BiaMiTKoW0 «Jlitep «M» 3niiicHioeThCs
KaHIIeJSIpiero cyy, KepiBHUHKOM anapary cyny abo BilIIOBiJalbHOIO 0co000, SKa
BH3HAYeHa HAKa30M KepiBHHKa araparty Cyay.

2.2. 3a00poHSETHCS NOCTABISATH B HEpOOOUH Yyac JOKYMEHTH 3 rpudom « s
ci1yk00BOr0 KOPUCTYBaHHS» B YCTAaHOBM, B SIKUX He mnepenbaueHe uinomobose
YepryBaHHs.

2.3. BxinHa kopecniongeHuis 3 rpudom «lnsg ciayxGOBOro KOPUCTYBaHHS
PO3KPHBAETLCS NPALIIBHUKOM KaHLENApii, BIANOBIJAIBHHUM 33 JIIJIOBOJCTBO
CTOCOBHO [IOKYMEHTIB, IO MICTATh CIy>)XOOBY iH(popmauiro ado BiMOBiAaIbHOK
ocoboro. Ilpu 1boMy mnepeBipsieThCsi BIANOBIOHICTH KITBKOCTI  apKyIliB,
MPUMIPHHUKIB, TOAATKIB JI0 JOKYMEHTIB Ta 1X peecTpaliiHuX iHAEKCIB 3a3HaYEHUM
Ha KOHBepTi (ITaKOBaHHI) Ta y CYNPOBITHOMY JIKCTI.

2.4. 3a BIACYTHOCTI BKJIaJileHb ad0 MopyleHHs iX HUTiCHOCTI (HeBiAMOBIAHOCTI
KIJIBKOCTI ~ apKylUiB, JOJAaTKIB A0 JOKYMEHTa), IIOIIKO/UKEHHSI KOHBepTa
(nMaxKoBaHHs), 10 MPU3BENIO 10 YHEMOKITHBIEHHS TIPOYHTAHHS TEKCTY JOKYMEHTA
ab0 MOXUIMBOTO HECAHKLIOHOBAHOI'O0 O3HAMOMIIEHHS 3 HOro 3MiCTOM, a TaKOX
HEBIMOBITHOCTI peecTpaLiifHOro iHAEKCY JOKyMEHTa 3a3Ha4yeHOMY Ha KOHBEpTI
(nmakoBaHHI), TOKYMEHT He peecTpyeThes. [Ipu bOMY CKIIaaeThes akT 3a hopMOIo



3rigHo 3 JlomaTtkoM 2y JBOX NPHUMIPHUKAX, OJUH NPUMIPHUK SKOTO pasoM 3
OTPUMAHHUMH JOKYMEHTaMH HaJCHIA€ThCs BiINPAaBHUKOBI, IpyTuil 30epiraeThes y
BIJIITOBIIAJTEHOT OCOOH.

2.5. Hanicnani He 3a aapecoro JOKyMeHTH 3 rpudom «/[lis ciyxboBoro
KOPUCTYBaHHS» MOBEPTAIOTHCS BIANPaBHUKOBI 6e3 1X po3risy.

2.6. Ilig yac peectpauii BxigHOro aokymeHTta 3 rpudom «/lns cayxboBoro
KOPUCTYBaHHs», B T.4. 3 BigMiTKow «JliTep «M» Ha nepiiomy Horo apkyuil Bif
PYKH KaHLEApieo cyay abo BiANOBIJAILHOI 0CO00I0 MPOCTAaBIAETHCSA BIAMITKA
Npo HAAXO/UKEHHS i3 3a3HAYeHHSM CKOPOUYEHOro HaiMeHyBaHHA YCTAaHOBH -
oJlep)KyBavya JOKYMEHTa, peecTpaliiHOro iHjuekcy, Jatd (y pasl TepMiHOBOIO
BUKOHAHHS - FOJMHH 1 XBUIMHH) OJIep)KaHHS JOKYMEHTa.

Y pa3i HaaXoKeHHS KOHBepTa (IaKoBaHHA) 3 BiAMITKO0 “Ocobucro”
BiJIMITKa NP0 HAIXOMKEHHS TMPOCTABIIAEThCA Oe3mocepelHbO Ha KOHBEpTI
(makoBaHHi) i3 3a3Ha4eHHSM MOPAJAKOBOr0O HOMepa KOHBepra (MaKoBaHHS) 3a
KypHaJIoM 00Ky KOHBEpTIB ([IaKOBaHb) Ta JaTH HOro ojepxkaHHs 3a (POPMOIO
3rigHo JlopaTky 1.

2.7. OOniK eNeKTPOHHUX HOCIIB iH(OpMalil, KHUT Ta IHIIMX BHUJaHb, AKl €
JI0OJIaTKaMH JI0 BXIJTHOTO CYMPOBIJHOTO JIMCTA, BEJEThCA OKPEMO Bijl BXIJHHX
JNOKyMeHTiB. Ha cynpoBigHOMY JIUCTI, SIKMH JOJIy4aeThCs JI0 BIAMOBITHOI CIIPaBH,
KaHIeNspieo abo BiANOBIIATBHOI OCOOOK IMPOCTABIAIOTHCS HOMEpP OOJIIKOBOL
(GopMH, NOpsIKOBHI HOMEp 1 JaTa B3ATTA J0JaTKa Ha OOMIK.

2.8. Peectpaiiis BXigHMX, BHUXIJIHMX Ta BHYTPIIIHIX JAOKYMEHTIB 3 rpu(oM
«Jlns ci1y’x60BOr0 KOPUCTYBaHHSA 3/IIHCHIOETBECS OKPEMO BiJ TOKYMEHTIB, SIKi He
MICTATh CIIy)0OBY iH(OpMaiio, 3 JOTPUMAaHHSIM BHMOTM MLIOAO OJHOPA30BOCTI
peecTpaliii.

Ilpy ubOMY 10 peecTpauliiHOro iHJAEKCY JOKYMEHTa IOHAa€ThCs BiAMITKA
«ACK», Hanpuknan:

‘ . B
«251/04-12 ACK; 09-05/456 JICK; 123 ‘|

Pl ]

Ha nokymenrtax 3 MoOini3auliHHUX NUTaHb Nepel peecTpaliifHUM iHIEKCOM
IIPOCTaBIAEThCA BIAMITKA «M”», HANpUKIA.:

‘«M/251/04—12 JTICK» J

BuxigHoMy CymnpoBiHOMY JIMCTY Ta KOXXKHOMY JOJATKy JO HBOIo
NPUCBOIOETHCS BIIACHUM peecTpallifiHuH iHAeKC.

BXiZHOMY CyIpOBiIHOMY JIMCTY T4 JOJATKaM JO HLOI'O Ha MarnepoBHX HOCISX
TIPUCBOIOETHCA OJIMH HoMep. Ha KoxHOMy 10AaTKy Ha JIMIbOBOMY OOl nepiioro
apKyllla IPOCTaB/Is€TbCs BIAMITKA, HAIPUKIALL:

{«)10 Bx. 1172/03-15 JACK Bix 01.09.2016»]

Ha nonarkax, 1110 miansiraloTh NOBEpHEHHIO, TaKa BIAMITKA NPOCTABISETHCS Ha
3BOPOTHOMY 0OI1l OCTaHHBOIO apKYyla JOKYMEHTA.



CynpoBiHHii JTUCT, 1110 Mae MPUMITKY «0e3 JoJjaTka - BiAKpUTa iHpopmarisy»,
TAKOXK PEECTPYETbCS B peecTpauidfHux (opmax, MO BUKOPHUCTOBYIOTHCS JUIS
peecTpallii JIOKyMEHTIB, 10 MiCTATE cyx00BY iH(pOpMaIlito.

2.9. Peectpauis nokymeHTIB 3 rpudom «/lns ciyx0O0BOro KopucTyBaHHS»
3IIHCHIOETBCS B XKypHanax 3a ¢opmoro 3riziHo 3 Jlogarkamu 3 Ta 4, Ha KapTKax
abo B eNeKTpOHHIN 0a3i JaHuX.

2.10. PeecTpanis nqokymeHTIB 3 rpudom «Jlng city)x00BOro KOpUcTyBaHHS» B
eJEKTPOHHIH 0a3i JaHuX 3HIMCHIOEThCS 3 BHKOPUCTAHHSM  CIeLialbHUX
KOMIT FOTEPHUX TpOTrpaM Ta [JOTPUMAHHSAM BHUMOT WLIOJI0 TEXHIYHOIO 3aXUCTY
1H(popMallii, BCTAHOBIEHUX 3aKOHO/IaBCTBOM.

2.11. Ertanu npoxomkeHHs [OOKyMeHTIB 3 rpudom «J/lna ciayxboBoro
KOPUCTYBaHHS» B CyJi NOBHHHI 00OB’S3KOBO BijloOpa)xaTHCs y peecTpauiiHux
(dopmax (KypHaisax, KapTKax, eJeKTpOHHiH 0a3i faHuX).

3. O6aik BuaaHb 3 rpudom «/Las ¢c1y’k00BOro KOpHCTYBaHHSA»

3.1. Tupax Buganus 3 rpudom “Jlnsg ciayxO0BOro KopucTyBaHHS,
MiIFOTOBIIEHHU B CYAi, OOJIIKOBYETHCA 3a OJTHUM TOPSAAKOBUM HOMEPOM Y XKYpHaJi
3a (popMmoto 3riaHo 3 Jlonatkom 6.

3.2. BiaMitka npo 104aTKOBO HaJApyKOBaHI NMPUMIPHUKHA BHUIAHHS POOUTHCS Y
KypHasi, e BOHH PeECTpyBaJMCs BIIeplle, i3 MPOJOBXKEHHSM iX HyMepauii Bif
OCTaHHBOTO HOMEpPAa MPUMiPHHKA TAKOTO BHIAHHSI.

4. O6nik eleKTPOHHUX HOCIIB iHdopmanii

4.1. O6iK eneKTpOHHUX HOCIIB iH(oOpMalll (GKOPCTKUX | THy4YKHX MarHiTHHX
JMCKIB, KaceT Ta 0O0IH 3 MarHiTHOK CTPI4YKOK, AHUCKIB JJIS JIa3epPHUX CHCTEM
3YHTYBAHHA, HEBiJ €MHOI YaCTMHH MOAYJIIB iew-naM’sTi TOLIO), Ha AKi
MUIAHYETHCS 3aNMCyBaTu cly)k00BYy 1H(poOpMallilo, BeIeThcs KaHUeaspieo cyay abo
BIZIMOBIJAJIBHOIO 0c00010 Y *kypHai 3a hopmoro 3rigHo 3 JlogaTtkoMm 7.

4.2. Ha 3axucHiii 00OJOHII eJIeKTpOHHOTo Hocis iH(opmallii (1iacTMacoBii
KarcyJi THy4YKOro MarHiTHOro JMcKa, kaceTi abo 000iHI 3 MarHiTHOK CTPIYKOIO,
Ha BepxHbOMYy Ooll JuCKa [N Ja3epHUX CHCTEM 34YMTYBaHHS, HEBIA €MHIH
YaCTUHI KOPIYyCY MOJYJIB (uiew-naM’sTi TOILO) 3a3HAYAIOThCS HalMeHYBaHHs
cyny, oOiiKOoBUH HOMep 1 JjaTa B3STTS Ha OOJIIK eleKTpoHHOro Hocis, rpud « s
CI1yK00BOr0 KOPUCTYBaHHS».

4.3. OOnikoBUH HOMEp JKOPCTKOIO MarHiTHOTO JMCKa 3a3Ha4vaeTbCs Ha
eTHKeTL, 110 HAKJICKEThCA Ha HOro Kopriyci abo Ha OImIoMOOBaHOMY KOpIYycCi
0J10Ka 4K NPUCTPOLO, B IKOMY BiH PO3MILILYETHCS.

4.4. HakneroBaHHs Ha eleKTPOHHUIT HOC1H iHpopMallii eTUKeTOK 3 00J11KOBUMH
HOMepaMHu, 3a3Ha4eHuMHM y nyHkTax 4.2. ta 4.3. uiel IHcTpykuii, 3aiHCHIOETBCS Y
crnocid, AKUi BUKIIOYA€ MOMKIIUBICTH pO30HMpaHHS MPUCTPOIO Oe3 MOIIKOIKEeHHS
eTUKETKH, il HENMOMITHOrO BUJIAJeHHS (3MiHH) abo NepeHeceHHs Ha IHIIMH HOCiH
iH(opmauii.



4.5. 3a0opoHSEThCS 3amKMcyBaTH CiIyX00By iHQOpMalil0 Ha eNeKTPOHHHM
HoCiii iHdopMalii, He BHECeHHH [0 XypHaly OOJiKy eJeKTPOHHHX HOCIIB
iHdopMallii, Ha SIKi IUTAHY€EThCS 3aMCYBaTH ClIy)KOOBY iHPOpMALLiTo.

4.6. I'pud «Jna cnyx00BOro KOpUCTYBaHHSI» 30€pira€Tbcs 3a €NeKTPOHHUM
HocieM iH(hopMallii 10 MOMEHTY HOro 3HULIEHHSI.

4.7. 3amiHa enexktpoHHoro Hocis indopmauii 3 rpudom «/lns cmyxdosoro
KODHCTYBaHHS», SKWW BHUIIOB 3 Jaay MiJg dYac Jii rapaHTiiHOrO CTpPOKY,
MPOBAAUTLCS  TPEACTAaBHUKOM  Opradisaiii, o 3AiHCHIOE  rapaHTiiiHe
o0CIyroByBaHHS, TUIBKM Yy MPHMIIIEHHI CYLy Ta y NPUCYTHOCTI NpalliBHHUKA,
AKOMY TakMid HOCIH BHJaHO B YCTAHOBJIEHOMY TOpPSJAKY. 3a3HaueHWH HOCIH
3aJIMIIAETHCS Y POMOPSKEHH] CYY A MOJANbIIOr0 3HHILEHHS.

3aMiHa eJeKTpOHHOro Hocis iHpopMmanii 3 rpudom «/lna cayxOGoBoro
KOPHMCTYBaHHS», 10 BUHLIOB 3 Jafy IiJ 4ac il rapaHTiHHOrO CTPOKY, B iHIIOMY
MOPSAKY HE JO3BOJISETHCS.

4.8. PemoHT 6J10Ka YK MPHUCTPOIO 3 €IEKTPOHHUM HOcieM iHdopMarlii, 110 Mae
rpud «Jlas cinyk00BOro KOpPHCTYBaHHS», MPOBOAUTHCS B CyAl Y NPHCYTHOCTI
npaiiBHUKA, IKOMY TakKMi HOCIH B yCTaHOBJIEHOMY MOpSAKY BHJaHO, Ta y pasi
HeOOXiMHOCTI - TIpaliBHHKA, SKHH BiAnoBiae 3a 3a0e3ned4eHHs 3aXHUCTY
indopmarnii B cyni. ¥ pa3li BAHUKHEHHS HEOOXIIHOCTI B mepenayi 3a Mexi Cyay
TaKoro 0JI0Ka YM MPUCTPOIO JIJIi BAKOHAHHS PEMOHTHHX POOIT eleKTPOHHHUIM HOCIH
iH(popMaIlil BUTY4Ya€eThes Ta 30epiraeThCs MpaliBHAKOM, SKOMY 3a3HaYeHUH HOCIH
BU/IaHUI B yCTAHOBIIEHOMY TOPAIKY.

5. JlpyKyBaHHH i pO3MHO KeHHS JOKYMEHTIB

5.1. JlpykyBaHHs 1 pO3MHOXEHHsI B CyJIl JIOKyMeHTIB 3 rpudom «Jlis
Clly00BOro KOPHUCTYBaHHS» 3a JOIIOMOIrOI0 €JIEKTPOHHO-O00UYUCIIOBAIbHOI Ta
KOTIi}0OBaJIbHO-PO3MHOKYBAJIHOI TEXHIKH IMPOBAJUTLCS 3 ypaXxyBaHHSAM BHMOT
3aKOHOJABCTBA y cdepi 3axucTy iHdopMmallii.

JlpyKyBaHHS 1 pPO3MHOXEHHS JAOKYMEHTIB 3 MOOUI3alliifHMX TIMTaHb
3NIUCHIOETBCS IpAl[iBHUKAMH CyJly, SKi MalOTh JOIYCK 10 POOOTH 3 TaKHMH
JIOKYMEHTaMH.

5.2. ¥V npaBoMy BepXHBOMY KYTi MepIIOl CTOPIHKH TOKYMEHTa, II0 MICTHTh
cayk00By 1H(GOpMALLiF0, MPOCTABNSIOTECA IPHP « 115 c1y)O0BOro KOPUCTYBaAHHSD»
T4 HOMEp NPUMIPHUKA, HANPUKIAA:

«J1nst cimy:x60BOr0 KOPUCTYBaHHS fl
[Ipum. No 3. I

Akimo cyn € po3poOHHUKOM JokymeHTa 3 rpudom «/[lns ciyxGoBoro
KOPUCTYBaHHS», MOXK€ 3a3HA4YUTH Ha JOKyMeHTI iHdopmalilo npo 3abopoHy Ha
PO3MHOXEHHS (KOMNIIOBAHHA) TAKOI0 JOKYMEHTA B IHIIMX YCTaHOBAX, HANPUKIAL;

‘ «J11s1 ciry’KOOBOTO KOPUCTYBAHHS
pum. Ne 2
OMIIOBaHHIO HE MIJIAraey.




Bigmitka «Jlitep «M», HOMep NpUMIPHUKA 3a3HA4alOTHCs HUK4e rpuda « s
CIIy’)k00BOTO KOPHCTYBaHHs», HAIPUKJIA/L:

|
| «JIns cmy*00BOr0 KOPUCTYBAHHS 1

itep «M»
puM. Ne 2»

5.3. Ha nepuii#i cropiHiii KOXXHOro JofaTka 10 JOKYMEHTa, 10 MiICTHUTh
ciyx0oBy iH(poOpMalilo, BHIIE IHIIMX BIAMITOK IpocTaBuseThbesi Tpud «ns
CITy’X00BOr0 KOPHCTYBaHHs», HAPUKIIAL: - -

«J171s1 cimy»00BOro KOpUCTYBaHHS N
puM. Ne 4

04aToOK /10 HaKa3y
1

(HaiMeHyBaHHA CYy)
| . 20 p.Ne ».

V pasi KoJiM DOJATKH HAJICHJIAKOTHCH Pa3oM i3 CYNPOBIJHHM JHCTOM, MiCIIs
TEKCTy JIMCTa TMepel MiANHUCOM 3a3Ha4ya€TbCsd HasSBHICTH JOJATKiB, iX obcsr,
peecTpaliiiHi IHIEKCH 1 AaTH, HAIIPUKJIAM:

«JlopaTox: OBIJIKA TTPO BUKOHAHHS TUTaHy 3axoAdiB Bij 14 cepnus 2016 p.

0 01-25/52 JICK Ha 5 apk., npum. Ne 2.».
I B S B

Axmo indopmaliis 3 oOMeKEeHUM JOCTYIIOM MICTHTBCS TIJIBKH Y JOJATKY 10
nokymeHTa 3 rpudom «Jlas ciyxO00BOro KOpHUCTYBaHHS», MiJ TaKuM rpHpom
CTaBUThCS NO3HAYKa «(0e3 nojgaTka - BLAKpUTa iHQOpMallisi)», HApUKIaA:

« /s city:)x60BOro KOpUCTYBaHHS
(6e3 nonaTka - BiiKkpuTa iHhopMalis)
)TIPHM. Ne I».

5.4. YV npykoBaHuxX BuAaHHSX Tpud «Jlisg cayk00BOro KOpUCTYBaHHS» 1
HOMep NpHUMIPHHKA 3a3HAuYalOThcs Ha OOKJIAJMHLI Ta Ha TUTYJBHOMY apKyl
BU/IaHHA.

SIKII0 BUJIAHHS CKIIQNA€ThCS 3 KUIBKOX YACTHH, TaKUW rpud 3a3HavaeThbes Ha
KOXKHIH HOro 4acTHHI, 110 MICTUTH CITy)k00BY iH(dOpMaIliio.

5.5. Ha 3BopoTHOMY 001l OCTaHHBOIO apKyila MpPUMIpPHHKA JOKYMEHTa, 1110
3aJIMIIAETBCS Y CHpPaBl CyAy, Y HHSKHbOMY JIIBOMY KYTI 3a3Ha4alOThCs KUIBKICTh
HaJIpyKOBaHUX MPUMIPHHKIB; Mepellik HOMepiB IPHMIPHHKIB 3 HalMeHyBaHHAMH
aapecatiB (He OiJIbIlIe YOTUPHOX); HOMED IYHKTY TEPeNTiKy BiJOMOCTEH yCTaHOBH
abo peKBI3UTH aKTa KOMIcCii 3 TUTaHb poOOTH 13 cyk00BoIO iHGOpPMAIIi€O, 3T1AHO
3 sAKUMH iH(oOpMallil0 BigHeCEeHO 10 Ciay)K0OBOI; Ha3Ba Ta OOJIKOBHH HOMep
eJIeKTPOHHOTI0 HOocis iHdopmallii ado HoMep aBTOMATH30BaHOT'O pobOUOro Miclis, 3
SIKOTO JIPYKYBaBCsl JOKYMEHT, HalpUKJIaL:

) «HazpyxoBaHO Tpy IPUMIPHHKH. o ]




[pum. Ne 1 — JICA Ykpainu
i ;‘HpnM. Ne 2 — TV JICA Vkpainu

[Tpum. Ne 3 - no cnpaeu Ne 02-10
VHKT 3.7 miepeniky BiioMocTei

PM inBeHTapHUi HOMED S5”.

5.6. Y pa3i HajacuiaHHA JOKyMEHTa OUIbII SK 4YOTHPbOM ajapecaram
CKIIQJIA€ThCA CIMCOK Ha PO3CHIKY, B SKOMY 3a3HayaeTbcs Iepellik ajpecaris,
MPOCTABJISIOTECA  HOMEPH TPHUMIPHMKIB, LIO BiANPaBISAIOTbCS BIANOBIAHUM
azjpecaTaM, a 3aMiCTb KOHKPETHHX HalMeHyBaHb aJpecaTriB Ha JOKYMEHTI
pOOHTHCS y3arajbHEHHH HANKC, HANPUKIAJL:

«ITpum. Ne 1-8 - 3a ciMCKOM Ha pPO3CHIIKY;
[Tpum. Ne 9 - o cipaBu Ne 02-10».

5.7. Ha kOXHOMY NMPUMIPHUKY BHXiJHOIO JOKYMEHTa Ta J0AATKax JI0 HbOTO
Ha JIMLBOBOMY OOlLll B HI’KHBOMY JIIBOMY KYyTi OCTaHHBOI'O apKyllla 3a3Ha4aloThCs
npi3Buie (MMpi3BHIIE, iM’sl, MO 0ATHKOBI) BUKOHABIIA Ta HOMEp HOro ciyx00Boro
TenaedoHy, HanpUKIal:

“Mapuetixo 255 55 557

abo

“Mapuenko [lerpo BacunboBuu 255 55

‘55”.

5.8. Ilicns peectpauii cTBopeHOro noxkymenra 3 rpudom «lns cimyx6oBoro
KOPHCTYBaHHS» MOro dYepHETKHM 1 pO3APYKOBaHI BapiaHTH 3HHILYIOTHCA
BHKOHABIEM LIUIAXOM noApiOHeHHs abo IHIUM crnocoboM (cnanroBaHHS,
pO3IUIaBJIEHHS, PO3YMHEHHS TOILO), KW BUKIIOYA€E MOXJIMBICTH 1X MPOYMTAHHS
Ta BiJHOBJIEHHS.

5.9. Po3mHOXeHHSs TOKYMeHTIB 3 rpudom « /s ciayx6oBoro KopucTyBaHHSD)
3IIACHIOETBCS KaHLEeNApiero cyay abo BiANOBIaNbHOW 0co0010, BH3HAYEHUM
PO3TOPSAYNM JOKYMEHTOM CYAY, 3 J03BOIY TOJOBH cydy abo ocoOH, Ha SKY
MOKJIaIeHO BUKOHaHHSA OOOB’S3KIB TOJIOBM CyAy 3a YMOBH OGhOpMIIEHHS
3aMoBIIeHHS 3a (opmoro 3rigHo 3 JlomatkoM 8 abo BIAMOBIIHO A0 Pe3OHOLLT
rojioBH cyay abo ocobH, Ha sIKy MOKJIaJIeHO BUKOHAHHsI 000B’SI3KiB I'OJIOBU CYy1y.

['onoBa cyny abo ocoba, Ha SKy MOKIaJIeHO BHKOHAHHS OOOB’S3KIB T'OJIOBH
Cy/Jly MOXe y BCTAaHOBJICHOMY TOPSAKY JeeryBaTH NOBHOBAXKEHHS 1010 HalaHHs
JI03BOJIy Ha PO3MHOXEHHS TaKMX JHOKYMEHTIB NpalliBHHUKaM anapary cyny, AKUMH
JOKYME@HTH OINpalbOBYIOThCS, 30epiraroThCs.

5.10. Ha koXHOMY IPHUMIPHHKY PpO3MHOXEHOI0 JIOKyMEHTa Bl pYKH
MPOCTABIAETHCSI HOMEDP IMPUMIPHHKA.

5.11. JlokymeHT 3 rpudom «Ins cnyk60BOro KOpUCTYBaHHS», OJEPIKaHUM BiJ
IHIIOT yCTaHOBH JIsI ONpalllOBaHHS OJHOYACHO B KiIbKOX TpaliBHMKIB amapary
CyZly, KOMIIOEThCS Y BU3HAYeHOMY IyHKTOM 5.9 1iel IHCcTpykuii mopsaky, Ko



YCTaHOBa, fKa € PO3pOOHMKOM JIOKyMEHTa, He BCTaHOBMWJIA 3a00poHY Ha #oro
PO3MHOXEHHS.

5.12. OGNk pO3MHOKEHUX JOKYMEHTIB, II0 MICTATH CIYyXOOBY iH(popMaiiito,
Be/IeThCs B KypHa 3a popmoro 3riHo 3 JJonaTkom 9.

6. Haapcniianus 10KyMeHTIB

6.1. Hancunanus nokymeHTiB 3 rpudom «Jlns cnyG0BOro KOpUCTYBaHHS»
[HIIIMM YCTaHOBaM y MeXaX YKpaiHU 3/1iMCHIOETBCS PEKOMEHIOBAHUM TTOLITOBUM
BiAnpaBiieHHsAM abo Kyp’ €pChbKOIO ClyK0010 ycTaHOBH (Kyp’€paMu), NiApo3aAlIaMu
ypsiioBoro Qelnbj’€repcbKoro 3B’s3Ky, IMiAPO3AUIaMM OpraHiB  CrHeliajlbHOro
3B S3KY.

Y pasi HajcuiiaHHs JOKYMeHTIB 3 rpudom «Ijiga cinyx00BOro KOpUCTYBaHHS»
3a JIONOMOTOI0 MIAPO3ALTIB ypsA0oBOro (enbj €erepchbKoro 3B’s3Ky abo opraHiB
CHeliaTbHOTO 3B’A3Ky O(hOpMIIEHHS KOHBEPTIB (TTaKOBaHb) MOBHUHHE BIiANOBIIATH
BMMOraM HOPMAaTHBHO-IIPABOBMX aKTiB, LIO PEryjiOl0Th AISUIBHICTh 3a3HAYCHHUX
MiAPO3/ILIIB.

Hancunanus nokymentiB 3 rpudom «Jlns cinyx00BOro KOpPUCTYBaHHS» 3a
KOP/IOH 3[IIHICHIOETBCS BIJMOBIHO JI0 32aKOHOIABCTBA.

Ilepenava cinyx60Boi iHdopmauii (HaacunaHHs HOKyMeHTIB 3 rpudom «Jlns
ciiyx060Boro KOPUCTYBaHHSI) TeJIEKOMYHIKaLlIHHUMH, iH(popMaLlifiHO-
TeJIeKOMYHIKalllHHUMHU Mepe)KaMH 3/1iIHCHIOETLCS JIMILE 3 BUKOPUCTAHHAM 3aco0iB
KpUnTorpadiuHoro 3axucty iHopmMallii, 110 B yCTAHOBICHOMY TMOPSAAKY JOIYIIEH]
JI0 eKCILTyaTalii, 3 JOTPUMaHHSIM BUMOT TEXHIYHOTO 3aXHUCTY iH(popMallii.

6.2. EnextponHi Hocii iHdopmauii Ta toxkymeHTH 3 rpudomM « s cayx60Boro
KOPHCTYBaHHs», WO MIUIATal0Th [TOBEPHEHHIO, ODOB’S3KOBO HAJCHIIAIOTHCS 10
YCTQHOBH 13 CYTIPOBIJTHHM JIMUCTOM.

Bujanus 3 rpudom «Jlist ciy)k00BOro KOpUCTYBaHHS» HAACHIAKOTHCS 1HIIAM
ycTaHOBaM pa3oM 13 cympoBiiHHM JuctoM 3 rpudom «Jlus ciyx6osoro
KOPUCTYBaHHS», B SIKOMY 3a3Ha4alOThCsl Ha3BH (aBTOpM) BUOAHb, peecTpaliiiHi
IHAEKCH, KIJIBKICTh T2 HOMEpPH IPUMIPHHUKIB 3 ypaxyBaHHSM BHUMOT 1. 5.3 mi€l
IHCTpyKLii.

6.3. Joxymentu 3 rpudom «JIng ciyx00BOro KOPUCTYBaHHS», SKi
HaJICUJIalOThCs, TIOBUHHI OyTH BKJIaJIeH] Y KOHBEPTH a0 yITaKkoBaHi y croci0, sKui
BUKJIIOYA€ MOXJIMBICTH JOCTYIly Ta NPOYMTAHHS TEKCTy YW pEKBI3HTIB 0e3
NOPYIIEHHS LUUIICHOCTI TaKOBaHHSL.

6.4. Ha xoHBeprax (MakOBaHHSAX) 3a3HAYAIOTHCS ajpeca Ta HaWMeHYBaHHS
YCTaHOBH-OJIEpXKyBada 1 BIJANpaBHUKA, pEECTpallidiHI I1HAEKCH BKIAIEHHX
JOKYMEHTIB 13 npoctaBieHHsM BigmiTku «JICK». 3abopoHserncs 3a3HayaTH
npi3BUILA |1 NOCaiW KEepiBHUKIB YCTaHOBH-OEp)KyBada, a TaKOX IIPi3BHIIA
BHKOHABIIIB JOKYMEHTIB 1 Ha3BH CTPYKTYPHHX MiAPO3ALIIB.

EnexktpoHHi Hocli iHQopMalii ynakoBYIOTBCS B OKpeMHH KOHBEPT
(makoBaHHs1), Ha SKOMY 3a3HA4arOThCA JaTa Ta pPeECTpalliMHui  1HIEKC
CYNPOBIIHOTO JIUCTA.

6.5. ¥V pa3i HajacuiaHHS AOKYMEHTIB, sIKi MMOBHHHI OyTH PO3KPHTI MEBHOIO
N0CaZioBOI0 0COO0I0 YCTAaHOBH OCOOMCTO, IX YIAKOBYIOTH B OKPEMHI KOHBEPT, Y
IIPaBOMY BEpXHBOMY KYTi sIKOro Hmkd4e rpuda «Jlns ciayx00BOro KOpucTyBaHHM»



npocraBiserbes BiaMmiTka «Ocobmcto», a B HOro HWXHIM mnpaBii 4acTHHI
3a3HAYalOThCs I0cajia, Mpi3BUIe, iM’s, Mo OarbkoBi (IHiLIATH) OJepXyBaua.
Takuii KOHBEPT BKIIAIA€THCH B IHIIMHA KOHBEPT, 11O OGOPMISETHCS BIAIOBIIHO 10
BUMOTI, BHU3HA4YEHHX NyHKTOM 6.4. wmiel IHCTpykuii. YV JiBOMYy BEpXHBOMY KYTI
KOHBepTa rnpocTapisieTbes BiamiTka «[loaBiitHuii KOHBEPTY.

6.6. Y pa3si HaaCWIaHHS JOKYMEHTIB 3 MOOINi3aliiHUX MHTaHb HA KOHBEpTax
(makoBaHHSX ) J0AaTKOBO MPOCTABIAETECA BiaMiTKa «JliTep «M».

6.7. HancunanHs QOKYMEHTIB 3 MOOLTI3alliiHUX NMUTaHb B OJAHOMY KOHBEpTI
(makoBaHHi) 3 JOKYMEHTaMH, IO HE CTOCYIOThCS MOOLTI3aliiHUX NHTaHb, HE
TI03BOJISIETHCS.

6.8. 3abopoHsieThCsl HAACKIIATH 3a MeXi YKpaiHH BuaaHHs 3 rpudom «Jlns
Cy’)k00BOTO KOPHCTYBaHHSA» 3 METOI KHMrooOMiHy a0 eKCIOHYBaHHS Ha
BIJIKpUTHX BHCTaBKaX, Mpe3eHTallisX.

7. ®opMyBaHHSI BAKOHAHHX JOKYMEHTIB Y CIPABH

7.1. BuxonaHi aokyMeHTH 3 rpudoMm «/las ciay:x00BOro KOpUCTYBaHHS»
IPYNYIOTHCS Y CITPABH 3TiJHO 13 3aTBEPKEHOIO B CY/Il 3BE/IEHOI0 HOMEHKIIATYPOIO
cupaB. Jlo3Bonsierbess monydaTd o copaBu i3 rpudom  «Jlns  cimyx6oBoro
KOPUCTYBaHHS» JIOKYMEHTH 3 BIAKPUTOW iHGopMalli€lo, SKIIO TaKi JOKYMEHTH
CTOCYIOTBCSI IMTaHb TAKOI CIIPaBHU.

Jlokymentn 3 MoOOLTI3alliHUX MMUTaHb JOJY4alOThCA JO CHpaB 3
MOO1Ti3aIiHHOI pOOOTH, IO MalOTh BiAMITKY «JliTep «M», a TOKyMEHTH 3 MMUTaHb
crenianbHol iHdopMalii - g0 crpas 3 BiaMiTKOO «CI».

7.2. Jlo HOMEHKJIaTypH CIpaB BKIIOYAIOTBCS BCl JIOBIIKOBI Ta peecTpalliiiHi
KapTOTeKH, XXypHallM peectpauii T1a 0OMIKy MAOKYMeHTIB 3 rpudpom «Jlis
CIIyK00BOr0 KOPUCTYBaHHS.

7.3. Y rpadi HOMeHKnaTypu cnpaB «[Haekc crnpaBu» 10 HOMepa CIpaBH 3
JOKyMeHTaMH, mo MaiTh TIpud «Jng coyxboBoro  KOPUCTYBAHHSI»,
npoctasnsieTbes BiaMiTKa «JICK», Hanmpukian:

%04-1 0 IICK»: |

7.4. Ha oOknaguHul crpaBu, U0 MICTUTh JOKyMeHTH 3 rpudom «Jlns
CTy’)kO0BOr0 KOPHCTYBaHHS», Yy IIPpaBOMY BEpPXHBOMY KYyTi IpPOCTABISETHCS
BiamiTKa « /{15 cy:x60BOT0 KOPUCTYBAHHSD».

7.5. Y pasi KoM B CyJl CTBOPIOEThCS MOoHaA S0 TOKyMEHTIB Ha PiK 3 rpupoM
«Jlns cinyx00BOro KOpHUCTYBaHHS», X JOLITBHO (OPMYBATH B OKpEMi CIIpaBH 3a
BUJAMH (Hakas3u, IHCTPYKIIil, [JIAHU TOLIO).

7.6. Y pasi Konu B CyAl CTBOPIOEThCA MeHII AK S0 MOKYMEHTIB Ha pik 3
rpudom «JIns cnykO0BOro KOpUCTYBaHHS», HOMEHKJIATYPOIO CNpaB MOXKe OyTH
nepeadbaveHo ¢opMyBaHHS O/IHI€l cripaBu i3 3aroioBkoM «JlokymeHTH 3 rpudom
«lns  cayxOoBoro kopuctyBaHHs». CTpok 30epiraHHs Takoi CHpaBH He
BCTaHOBJIIOETHCSA, & Y BIANOBIAHIN Ipadi HOMEHKJIATYPH CHPaB MPOCTABISETHCS
BinMmiTka «EK», ska o3Hayae, 110 CcTpoK 30epiraHHs CIpaBd BH3HAYAETHCA
€KCIIEPTHOI0 KOMICI€0 YCTaHOBH 3 NPOBEICHHS €KCIePTH3H LIHHOCTI JIOKYMEHTIB
(mani - ekcriepTHa KoMmicis).




7.7. ExcrniepTHa KOMIcisl Micisi 3aKiHYEHHS POKY BHBYA€ KOXKEH apKyIll CIIpaBH
«JloxymenTu 3 rpudom «/Ins ciryr)k00BOro KOpUCTYBaHHS 1 3a MOTPeOH MpUiiMae
pilueHHss npo ii nepedopmyBaHHs. JloKyMeHTH mocTiHOro 30epiraHHs, IO
MICTATLCSL Y crpaBi, GOPMYIOTECS B OKpeMy CIpaBy, SKid HaJa€ThCs OKpPEeMHH
3aroJIOBOK Ta sIKa J0JAATKOBO BKIIIOYAETHCs /10 HOMEHKJIATypH crpaB. JJoKyMeHTH
TUMYacoBOI0 30epiraHHs 3ajUINAIOTECS y TaKiil cIpasi 3riJHO i3 3aTBEPIKEHOIO
HOMEHKJIATYPOIO CIpaB.

7.8. Slkwo y crpasi 13 3aronoBkoM «JlokymeHnTtu 3 rpudom «Jlns cmyxb6oBoro
KOPUCTYBaHHS» MICTATHCS JIMILE JOKYMEHTH THMYacOBOTo 30epiranHs, BOHA MOXKE
He nepeOpMOBYBaTMCs, a CTpPOK 30epiraHHs Takoi CHpaBd BH3HAYAETHCA
HalJJOBIIMM CTPOKOM 30epiraHHs IOKYMEHTIB, IO MICTAThCcS B HiH. BiamiTka
«EK» y rpagpi HoMenknatypu crpaB «CTpok 30epiraHHs» 3aKpeclioeTbes i
3a3HA4Ya€ThCsl YTOUHEHUH CTPOK 30epiraHHs.

7.9. JlokyMeHTH 3 MOOLTI3aLiHHUX MHTaHb 30epiraloThCsi B OKPEMHX POOOYHX
nankax, ¢yriaspax abo nakerax, Ha SKUX 3a3HAYAIOTHCS MpPI3BHINA Ta iHILliaJH
TpaliBHHUKIB, SIKI MAlOTh IPaBO IX pO3KPUBATH.

PoGoui manku, ¢pytisipu abo makeTu 3 JOKyMEHTaMK 3 MOOLTI3aliHHHUX TUTaHb
OIe4yaTyoThCss 0COOMCTOI0 HOMEPHOK METAJIEBOIO MEeYaTKOK MpAaIlliBHUKA, SKHMA
Oe3nocepeIHBO 3 HUMH TPALIIOE.

8. KopucryBaHHsi IOKYMEHTAMH

8.1. BxinHi, BUXiJHi, BHYTpIlUHI NOKyMeHTH 3 rpudom «Jlus ciayx6osoro
KOPHCTYBaHHS» MepefaroThes NMpaliBHUKAM BIAMOBIAHO /O Pe30JIOLiNH TOJOBH
cynly abo ocobu, Ha HKy IIOKJIaJeHO BHUKOHaHHA OOOB’SI3KiB TOJIOBH CYAY,
KepiBHUKa amapaty cyny abo ocodu, Ha Ky IOKIaJIeHO BHKOHAHHS OOOB’SA3KiB
KepiBHUKA anapary Cyay.

Cnpasu 3 rpudom «Jlns city’k60BOro KOpUCTYBaHHS», IO 30epiraloThes y B
KaHLespii cyay abo y BianoBijanbHOI 0cOOM, BHAAIOTECS y THMYACOBE
KOPHCTYBaHHs MpalliBHUKaM yCTaHOBH Ha Ii/ICTaBi 3aMOBJIEHHS 3a (HOPMOIO 3riIHO
3 Jlomatkom 10, pesomrouii ronosu cyy abo ocobu, Ha Ky NOKJIaIleHO BHKOHAHHS
00O0B’sI3KIB rONOBH CyIy abo 3aTBEp/XKEHOTO T'OJI0BOIO Cyay abo 0coboio, Ha SKY
[OKJIaIeHO BUKOHaHHS 00OB’3KIB I'OJIOBH Cy[y, Y4 KepIBHHKOM amnapary cyay adbo
0co0010, Ha SIKy NOKIAJAEHO BUKOHAHHS OOOB’SI3KIB KEepiBHMKA amapary cCymy,
CIIMCKY NPALIBHHUKIB, SIKI MAIOTh MPaBO MPalIOBATH 3 BiANOBIIHOK CIIPABOIO.

Jlomyck npauiBHUKIB cylly 10 poOOTH 3 JOKyMEHTaMH, IO MICTATh CIIy)KOOBY
iHpopmaliio 3 MOOLMi3alifHUX NUTaHb, 3IIHCHIOETHCS HA IIiJACTaBi CIIMCKY,
CKJIaJIEHOr0 I10Cajl0BOK0 0c000I0, BIANOBIAAIBHOK 3a MOOLmi3aniiiHy poboty, i
3aTBEP/UKEHOr0 ToJI0BOK cyay abo oco0or, Ha sSKy IOKIaJeHO BHKOHAHHS
000B’s3KIB I'OJIOBU CY]IY.

8.2. CrnpaBu Ta BuaaHHS 3 rpudom «lns cny GOBOro KOPHCTYBAHHSY
BHJAIOThCA Yy THMYAacoOBe KOPUCTYBaHHS 1 NPUHMAIOTBCS i/l PO3IKCKY B JKypHAI
3a ¢opmoto 3rijHo 3 Jlomatkom 11.

8.3. Pobota 3 noxymeHTamMu 3 MOOLII3alifHKX MUTaHb MPOBOJUTHCA B OKPEMO
BUAUIEHUX 1 HaleXHUM YHMHOM OOJaJHAHUX CIy)KOOBHX MNPUMIIIEHHAX 3
JIOTPUMaHHSIM BUMOT, SIKI YHEMOXIIMBIIIOIOTH O3HAHOMIIEHHS i3 3MICTOM TaKWX
JIOKYMEHTIB CTOPOHHIX 0Ci0.



8.4. Tlix uyac mpuWiiMaHHA CHIpaBW BiJ TpalliBHAKA NPOBOJIUTHCS MepeBipKa
HAsBHOCTI KOXKHOTO apKyllia BCiX JIOKYMEHTIB CIpaBH BIANOBIIHO [A0 1i
BHYTPILLIHBOT'O OMHKCY.

8.5. CnpaBu 3 rpudoM «/l1s cnyk00BOro KOPUCTYBaHHA», 11O 30€epiratoThCs B
apxiBi cyay, BUJAIOThCS y TUMYAacOBe KOPUCTYBaHHS IpalliBHMKaM anapary cyay
Ha TicTaBi 3aMOBJIeHHS 3a (hopMoro 3rigHo 3 JlogaTkom 12.

[Tpo Bumauy crpas 3 rpudom « st ci1yk00BOro KOPUCTYBaHHSAY 3 apXiBY CYLY
pPOOUMTHCS 3aIKC Y KHU31 BUAAYl CIpaB y pobodi MpUMILIEHHS Cyay.

8.6. CnpaBu 3 rpudom «Jlis ciry’k00BOro KOPUCTYBaHHS» BHAAIOTHCS IS
THMYaCOBOI0 KOPHUCTYBAHHS Ha CTPOK, 1110 HE NEPEBHUIILYE OJTHOIO MiCALIS.

8.7. 3a HasgBHOCTI MUCHMOBHUX KIIOMOTaHb IHIIUX YCTAHOB abo NpUIHUCY Ha
IpaBO MPOBEJEHHS MEpPeBIPKM 3riJHO 3 HAJaHUMM 3aKOHOM I1OBHOBaXKEHHAMH
NOKyMeHTH 3 rpudom «Jlns caykO0BOro KOpUCTYBaHHS», IX KOMII 1 BUTArH 3 HUX
3a MMCBMOBHM [03BOJIOM ab0 pe3oolielo roinoBd cyay ado ocobu, Ha SKy
IMOKJIa/IeHO BUKOHAHHSA 000B’SI3KiB rOJIOBU Cy/ly MOXYTh BH/IaBaTUCs MpalliBHUKaM
IHIIIUX YCTaHOB.

Ha nunipoBoMy Golli MiArOTOBIEHUX KOIMiH JJOKYMEHTIB y PaBOMY BEPXHBOMY
KyTi TIEpUIOro apKylla JOKyMeHTa NpocTaBisieTbes BiaMiTka «Komis». Butsru 3
JIOKYMEHTIB 0(hOpMIISIFOTHCS Ha BiAATIOBIIHOMY OJIaHKY.

8.8. Komii 10KyMeHTIB Ta BUTArM 3 HUX 3aCBLIYYIOThCS KEPIBHHKOM anapary
cyaly abo 3aCTYyITHMKOM KepiBHHKA anapaTy Cyay, HalpUKIaj;

«3TiJIHO 3 OPUTIHATIOM
| epiBHHUK anapary cyay IL.ILIIerpos
| (Triammc) |
0 nunus 2016 poxy».

8.9. Ilicns o3HailoMaeHHs 3 OOKyMeHTamMu 3 rpudom «Jlns cmyxOGoBoro
KOPUCTYBaHHS» Ha 3BOPOTHOMY 001l 3amuTy ab0 MPHUIIMCY Ha IMPaBO MPOBEICHHS
NEPEeBIPKA POOUTHCS 3alUC MPO JOKYMEHTH (peecTpalliiiHi AaHi, 3arojioBKH), 3
SIKMMH O3HaHOMJIEHO MpalliBHUKA 1HILO] YCTAHOBH.

8.10. ¥V pa3i nmoTpeGu mpailiBHUK iHINOT YCTAaHOBM pPOOMTH BHUTATU 3 BUIAHUX
iioMy nokyMmeHTiB 3 rpudom «Jlns cinyx00BOro KOpHCTYyBaHHS» y pobodoMy
30ILMTI, WLI0 Mae€ 3a3HauyeHuid rpud, sKUH micas 3aBepuieHHsT poboTU 3
JOKYMEHTaMH HaJICUJIA€ThCS YCTAHOBI, 0 poOMIa 3allUT Ha 03HAHOMIIEHHS.

Pobouuii 30muT Mae OyTH NMPOLIHYPOBaHHH, MPOHYMEPOBAaHUH, IMiAIMHCAHUH
rojioBoto cyay abo ocoboro, Ha Ky MOKIaJeHO BHKOHAaHHS OOOB’s3KIB T'OJIOBH
CYyIly, Ta CKpIIUIEHHI repOOBOIO MEYaTKOI CYAY.

8.11. IlpauiBHUK iHILIOT YCTAHOBH MOME 03HAHOMHUTHCS 13 3MICTOM JOKYMEHTA
3 rpupoM « st cny:k00BOro KOpUCTYBaHHS», OTPHMaHHUM BiJl iHIIOI yCTaHOBH,
JMIIE 3a MMCHbMOBOIO 3rOJOK0 YCTaHOBH - PO3pOOHHKA TaKoOro JOKYMEHTA.
3a3HauyeHa BHMMOra He IOUIMPIOETLCS Ha IMPeACTaBHHUKIB OpraHiB Jep)KaBHOT'O
Harnaay (KOHTpOJIO) MiJ Yac BUKOHAHHS HUMM BiAMOBIAHMX (GYHKIIH 3TigHO i3
3aKOHO/IaBCTBOM.

8.12. 3abopoHs€eThCsI BAKOPUCTOBYBATH CITyK00BY 1H(pOpMAaIliio, 1110 MICTUTHCS
B JOKymeHTax 3 rpudom «Jlnst cimyx00BOro KOPHUCTYBAHHS», IS BiIKPUTHX
BUCTYMiB abo omyOusikyBaHHs Y 3acobax macoBoi iH¢opMmallii Ta 1eMOHCTPYBaTH



TaKi JOKYMEHTH Ha CTEHJaX, Y BITpUHAX Ha BIIKPUTHX BHUCTaBKaX abo B IHIIMX
rPOMaJICKMX MICUSX.

YV pasi HagXxo[pKeHHS A0 CYOy 3amuTy Ha iH(opMaliio, Mo MICTUTbCA Y
JIOKYMEHTI, SKOMY MpHCBOeHO Tpud «Jlns cayxGoBoro KopuCTyBaHHSY,
3/IIMCHIOETBCA 3 ypaXyBaHHSM BUMOr 1. 9.2 1miel [HCTpyKmii meperjsi Takoro
JOKYMEHTa 3 MEeTOI0 IIepeBIpKM BIAMOBIAHOCT] 3aNUTyBaHOi iHpopMauii
CYKYIHOCTI BHMOT, mepeabayeHux 4. 2 cr. 6 3VY «lIpo moctyn no myOGmivHol
iH(popMaLii», 111040 0OMeKeHHs J0CTyIy A0 iH(popMallil Ha MOMEHT HaJXOKEHHS
3anuTy. ABTOpOBI 3alMTy HajaeTbes iHGopMalis B T 4acTUHI, JAOCTYI 1O SIKOI
BIAMOBITHO 10 3a3HAUYEHOr0 3aKOHY HEe 00OMEKEHO.

3a HagBHOCTI B 3alIMTYBAaHOMY JOKYMEHTI iH(hOpMaIlil 3 00MeXKeHUM J0CTYIIOM
JUIS HAJICUJIaHHSA 3allMTYBayeBl BUTOTOBJISAETLCS HOro Komis, B sIKii cloBa, peyeHHs
4y 300paxKeHHs, O MICTATh 1HhOpMaLIiio 3 0OMEKEHUM JOCTYIIOM, PETYLIYIOThCS
y croci0, SKWi BUKIIOYAE MOJaliblie BiJATBOPEHHS PeTYLIOBAHOro. 3 Takoi Komii
JOKYMEeHTa BHUTOTOBJISEThCS IHILA KOs, siKa HaJACHIIa€Thes 3anuTyBaveBi. Komis
3aMUTYBaHOIO JOKYMEHTA, 10 peTylyBajiacs, 30epiracTbcsi pa3oM 3 JJOKyMEHTaMH
3 BIANOBIAHOTO 3alMTy Ta MOXe BHUKOPUCTOBYBATHCH IIOBTOPHO B pasi
HAJXOKEHHS J0 YCTAHOBH IHILIOIO 3amuTy Ha 1H(pOpPMALIIO, 0 MICTHTHCH Yy
TaKOMY J1IOKYMEHTI.

9. Ileperasa noKymMeHTIB 3 rpudom «Lias cay:k00BOro KOpHCTYBaAHHID)

9.1. Ilepersisin nOKyMeHTIB 3 rpuoM «Jliasi ciayk00BOro KOpPUCTYBaHHSI»
MPOBOJAMTHCS 3 METOH MiATBEp/DKEHHS HasBHOCTI a0 BIACYTHOCTI B HHX
BIIOMOCTEH, 110 CTAHOBJIATH CIIy:KOOBY iH(OpMallilo, He pijlle HDK OAUH pa3 Ha
II’SITh POKIB.

CkacyBanHs rpuda «[lns cayxO0BOro KOPUCTYBaHHS» 3IIHCHIOETHCH 3a
BIICYTHOCTI 3aKOHHUX TMiJCTaB JIsi OOMEXeHHs Yy JOCTYIi 10 CIyX00Boi
iHdopmallii, siki iCHyBaJIk paHilie.

[lepernsn noxymeHriB 3 rpudom «ns ciry:xk00BOro KOpUCTYBaHHS» 3 METOIO
MOXJIMBOT'O CKacyBaHHS rprda 000B’I3K0BO 3/1IHCHIOETHCS ITiJ] Yac IMiArOTOBKH:

e crpaB A4 ix nepeaayi 10 apxiBy cyay;

e jokyMeHTiB HauionanpHoro apxiBHoro ¢onay ans ix mnepemadi Ha
nocTiiHe 30epiraHHs 0 AepXKaBHUX apXiBHUX YCTAHOB, apXiBHOTO Biairy
MICBKOT pajiu.

9.2. Pimenns npo ckacyBaHHs rpuda «Jliust ciayO0BOro KOPHCTYBAHHS» 4H
Horo miaTBEpJKEHHS NPUKMMAETBCS KOMICi€l0 3 MUTaHb POOOTH i3 CIy:K60BOKO
iHpopMalli€l0 yCTaHOBH - PO3pOOHHKA MOKYMeHTa abo BiAIOBINHOI0O KOMiciero
YyCTaHOBH-TIPABOHACTYIIHHKA YHM YCTAHOBM BHIIOIO piBHS, SKIIO YCTaHOBa -
PO3POOHMK JOKYMEHTA MPHUITMHKUIIA CBOIO HisIbHICTD.

9.3. 3a pileHHsAM KoMicil 3 mUTaHb poOOTH 13 Cy:KO0BOIO iHPOPMAITIEID CTPOK
0OMEeXeHHs JOCTYIy /10 cIpaB (JJOKYMEHTIB) Moe OyTH NPOJOBKEHHH.

9.4. PimenHs kowmicii 3 nuTanb poboTH i3 cayx0oBo iH(opMarliew
oopMIISIETECS IPOTOKOJIOM, IO MiJANMCYETHCS IOJIOBOIO i CEKpeTapeM KoMicii Ta
HabHpae YMHHOCTI 3 MOMEHTY 3aTBEp/DKEHHS MNPOTOKOJY TOJOBOK Cyny abo
0co0010, Ha SIKYy IOK/IaJeHO BUKOHAHHS OOOB’SI3KIB TOJOBH Cydy. Y MpOTOKOII



3a3HAYal0ThCs BUAM JOKYMEHTIB, iX peecTpalliifHi JlaHi, 3aroJIOBKH Ta HOMEpPH 3a
HOMEHKJIaTypolo ado OMMCOM CrpaB, 3 SAKUX 3HIMaeTbes rpud «ns ciyx0oBoro
KOPUCTYBaHH:» 200 CTPOK 0OMEXEeHHS JOCTYIY 10 SKHUX MPOJIOBKEHO.

Butar 3 nporokony abo #Horo 3acBijyeHa KOMis IMepenaeTbes pa3oM i3
cripaBaMHM 10 apxiBy cyay, a Yy pasi nepenadi nokymeHTtiB HarioHansHoro
apxiBHOro (oHay Ha mocTtiiiHe 30epiraHHs - J0 JepXaBHUX apXiBHUX YCTAHOB,
apXiBHOTO BIJILTY MICbKOI paJiH.

9.5. Ilpo ckacyBanHsi rpuda «/lns ciyxOG0BOro KOPHCTYBaHHS» IMCHMOBO
ITOBIJIOMJISIFOTECS BCl YCTAHOBH, SIKUM HAJCWJIaBCAd TaKUi JTOKYMeHT. 3a motpebu
MOKYThb HaJICHJIaTHUCA BUTATH 3 MPOTOKOJY 3acilaHHsS KOMICii 3 MUTaHb pobOTH i3
ci1y00BOI0 1H(OpMaLi€tO.

9.6. Ha oOknapuHkax cnpaB Ta jAoKkymeHTax Tpud «Jlns ciyx6oBoro
KOPUCTYBAaHHA» IIOrallla€Thesl BIANOBIIAIBHUM MPALIIBHUKOM CYJy LUIAXOM HOTo
3aKpeClIeHHs] TOHKOIO PUCKOIO Ta 3a3Ha4YeHHs HIXK4e Ha BIIbHOMY BiJl TEKCTY MICLIi
JaTé 1 HOMepa BIATMOBIZHOIO MPOTOKOJIY 3acijaHHsA KOMICIl 3 MuTaHb pobOTH i3
ciyx6oBoro iHpopmaliiero. Taki BiAMITKM BHOCATBCS JI0 PEECTPALIMHUX Ta
00TiKOBUX (OPM, HOMEHKIIATYPH Ta OIIKCY CIIPAB.

10. ITiaroroBka cnpas 10 nepega4i Ha apxiBHe 30epiraHHs Ta
3HHLIEHHS

10.1. Excnepruza uiHHocti 1okyMmeHTiB 3 rpudom «Jlis cayxboBoro
KOPHCTYBaHHS» Ta IX MIArOTOBKa 10 apxiBHOro 30epiraHHs 3A1HCHIOIOTHCH B
YCTaHOBJIEHOMY 3aKOHOJABCTBOM IOPSIIIKY.

Y KIHLI KOXHOI 3aKiH4eHoi crpaBd 3 rpudoM «Jlas ciyGoBOro
KOPHUCTYBaHHS» Ha OKPEMOMY apKyIlli pOOMThCS 3aCBIAYYBAJIbHUI HAIKC, B AKOMY
3a3HayaloThCsl LUM(pamMH 1 CIOBaMHM KUIBKICTh apKyIliB Yy CHOpaBi, KiUIBKICTE
apKyIIiB BHYTPILIHBOI'O OIKCY, @ TAKOXK:

®  HasABHICTB JITEPHHUX i MPOMYLIEHHX HOMEPIB apKyIIIiB;

®  HOMEpM apKylliB 3 HaKJIe€HUMHU GoTorpadisiMu, KpecIeHHIMH, BUPi3KaMH

TOLLLO;

®  HOMEpH BelIMKO(POPMATHUX apKyIIliB;

®  HOMEpPH KOHBEPTIB 3 YKJIaIeHHAMU;

®  KUIBKICTh apKyIIliB YKJIa/IeHb.

[Ticns 3acBim4yBanbHOTO HANMCY IPAliBHUK, SKHHA C(OpPMyBaB CrpaBy,
CTAaBUTh IIANKC 13 3a3HAYEHHSIM IIOCAIH, NpPI3BUINA | JATH, SIKMH 3acBiqUy€ThCS
nevyarkoo «Kanuensipis» abo nedarkoro «/[lns maketiB». Yci HacTynHi 3MiHH Y
CKJIazli cripaBy (MOIIKOKEHHS apKyIliB, 3aMiHa JOKYMEHTIB KOMIsIMH, HOJIyYEHHS
HOBMX JIOKYMEHTIB) 3a3HA4alOThCs y 3aCBiI4yBaJIbHOMY HAIIMCI 3 IIOCHIAHHSIM Ha
BIATOBITHUH PO3NOPSTUMiA JOKYMEHT.

Copasu 3 rpudom «Jlnst ciay:x60BOro KOPUCTYBaHHS» IIiCJIsS NPOBEIEHHS
€KCTIEePTU3U LIHHOCTI JOKYMEHTIB, 110 MICTAThCS B Hil, MiQIIHBAIOTHCS 4Yepes3
YOTHPHU TPOKONM CHELialbHUMH CYpOBHMH HHMTKaMu abo japatsoro. Crpasu
NOCTIHHOIO Ta TPUBAJOro (MIOHAX JecSTh POKIB) CTPOKIB 30epiraHHs Ta 0coboBi
CIpaBH OINPaBIISIOTHCS Y TBEPY OOKIAUHKY.



10.2. CrnpaBu mnocTiiiHoro Ta TpHBajoro 30epiranHs 3 rpudom «[lns
Cly’)k00OBOTO KOPHUCTYBaHHS» Ta OCOOOBI CIIpaBM BKJIIOYAIOTHCS Y BIANOBIIHI
OMHCH CIpaB pa3oM 3 JOKyMEHTaMH, 110 MICTATh BIAKpUTY iHGopmauiw. [Ipu
IIbOMY B OITMCI 10 HOMepa cripasu Ta y rpadi «[Haekc cnpasu (TOMy, YaCTUHH) 3
NOKyMeHTaMu 3 Tpudom «Jlnsg ciry’)k60BOro KOpUCTYBaHHs» JIOAAETHCSA BiAMITKA
«ACK».

10.3. ITig yac nepenadyi crpas 3 rpudom «JList ciyx00BOro KOpUCTYBaHHS» Ha
nmoctiiHe 30epiraHHs A0 JepXaBHOI apXiBHOI YCTaHOBM, apXiBHOTO BiJALIY
MICBKOI pajiii CyJl pa3oM 3 aKTOM IpHHAMaHHsI-TIepeiaBaHHs CIpaB, 0(OPMIEHUM B
YCTAaHOBJIIEHOMY TIOpSJKY, [OJa€ JepXaBHiM apxXiBHIH YCTaHOBI, apXiBHOMY
BIAIITy MICBKOI paaM JIMCT, y SKOMY BHM3HAQuUa€ThbCs MOPAJOK KOPUCTYBaHHA
TAKMMH CIIpaBaMH.

10.4. BuitydeHi Juisl 3HUILEHHS 32 pe3yJIbTaTaMU €KCIIEPTH3H IL[IHHOCTI CIIPaBU
3 rpudoM «/1s ciy’)k00BOro KOpUCTYBaHHSA», CTPOK 30epiraHHs SIKUX 3aKiHUUBCA,
BKJTFOYAIOTECA J0 aKTa IPO BHIIYYEHHS U 3HULIEHHS JOKyMEHTIB, He BHECEHHX
no HanionanbHoro apxiBHoro ¢oHay (aaii - akT npo BUIYHYEeHHS JOKYMEHTIB), 1110
CKJIaJJA€EThCS BIAMOBIAHO 0 BUMOI, YCTAHOBJIEHMX ILOAO BCIX CIPaB yCTAaHOBU B
HJIOMY.

3HMIIEHHS BHAaHb 3 rpudom «Jng ciyx00BOro KOPUCTYBaHHS», IO
30epirarThes y 610aioTewi cyay, 301HCHIOETHCS 3T1THO 3 AKTOM, IKHH CKJIalaeThes
BiJIMOBIHO 0 BCTAHOBJICHHX BHMOT.

10.5. JloxymeHTH, crpaBu, BHAaHHS 3 TpHpom «Jlna cioyxboBoro
KOPUCTYBAHHS», BHWJIY4YeHI Ul 3HUIIEHHS EKCIIEPTHOIO0 KOMICIEI0 YCTaHOBH Y
CKJIa/ll He MEHIle TPbOX HWIEHIB, MiIUIATaloTh 3HMUINEHHIO UUIXOM MOAPIOHEHHS
HOCIi1B iHpopmalii abo B iHIIMIA croci0 (crantoBaHHs, po3IJIaBIeHHs, PO3YMHEHHS
TOILIO), IKMH BUKJIIOYAE MOXJIMBICTh IX IPOYUTAHHS Ta BiTHOBJICHHS.

EnexktponHi Hocii iH¢popMallil 3HUILYIOThCS abo nepepobisioThes y crocio,
II0 BUKJIIOYA€ MOXKJIMBICTH IIOBHOTO 200 YacTKOBOTO BiJHOBIIEHHs 30epexeHol Ha
HUX 1HGOpMaLii.

10.6. B akti mpo BHJIydeHHS OOKYMEHTIB POOUTBLCS 3alkC NpPO 3HHUIICHHS
BIAMOBIZIHMX JIOKYMEHTIB, CIpaB i3 3a3HA4Y€HHSM TMPIi3BMIL, iHILIAJIB 4YJIEHIB
eKCIepPTHOI KoMicii, IX MiANUCIB, AaTH 3HUILIEHHS, HATIPHKJIAJL:

«Cnpasu Ne 25 JICK, Ne 30 JICK, Ne 80
JCK 3HUIIEHO MIISAXOM MOAPIOHEHHS.
UeHu eKCrepTHOI KOMICIT yCTaHOBH:
(migmuc) I1.B. Mapuenko

(mignuc) O.O. IlaBneHko

(mianuc) B.A. IBaHeHko

10 motoro 2016 p.».

10.7. Tlicns 3HUIIeHHS JOKyMeHTIB 3 rpudom «Jlna  cmyxGoBoro
KOPHCTYBaHHsA» B OOIIKOBUX (opmax (kapTkax, XKypHajgaX, HOMEHKJIaTypax
CIIpaB, ONHKCAX CIpaB TPUBAIOro (MOHAJA [ecATh POKIB) 30epiraHHs pPOOUTHCS
BiAMITKA «JlOKyMEHTH 3HUILEHO. AKT Bij 20 p.Ne  ».

10.8. TenedonHi Ta agpecHi AOBILAHMKH, cTeHorpadidHi 3amucd 3 rpudom
«Jlnst ciy:00BOro KOPUCTYBAaHHS», NpYKapchbKui Opak, BUSBIEHWH Mg 4Yac




JAPYKyBaHHS BUJIaHb 13 3a3Ha4eHUM rpudoM, MOXKYTh 3HMIIyBaTHCs 0e3 aKTa mpo
BUIIyYEHHS JIOKYMEHTIB, ajle 3 BIIMITKOKO B 00JiKOBHX (hopMaX, 1110 3aCBiUy€ETHCS
MiNMcaMM HE MEHW $K TpbOX [pAaliBHUKIB YCTAHOBH, SIKi TPOBEJM TakKe
3HUILEHHS.

11. 3abe3neyeHHs 30epeskeHOCTi JOKYMEHTIB Ta pOBeIeHHsI
nepeBipKH iX HAsIBHOCTI

11.1. CopaBu 3 rpudom «/lns ciayxG0BOro KOpPHUCTYBaHHS» 3 JaTH iX
CTBOpeHHS (HaaXxo[KeHHs ) 30epiratoThbes 3a MicueM (GopMyBaHHs CIpaB 3rifHO i3
3aTBEP/KEHOIO 3BEJIEHOI0 HOMEHKJIAaTypOIO CIIpaB JI0 MOMEHTY X rnepezayi B apXiB
Cyny.

11.2. Jlokymentu i crnpaBu 3 rpudom «/lns cmyxk60BOro KOpUCTYBaHHS»
30epiraroTbesd y 1agax, ceddax, WO po3TalloBaHi y cIyXO00BUX NMPUMIlEHHIX
abo cxosumax apxipy. [lladu, celidu, cnyx0O0BI MPUMIIIEHHS, CXOBHIA apXiBY
MOBHHHI HaJII{HO 3aMMKATHUCSI 1 OTIeYaTYBATHCS METATIEBUMH [1€4aTKAMH.

ITopsiioK BUIOTOBIICHHS, BEeJI€HHSs O0JIIKY, BUKOPUCTAHHS METAJIeBUX Me4YaToK
Ta TOPANOK BeAeHHA oOyiky mad, ceiidiB i KIOYIB Bifi HAX BHU3HAYAKOTHCA
rOJIOBOIO cyay abo oco0or, Ha SIKYy MOKJIaJeHO BHKOHAHHA OOOB’S3KiB TOJIOBH
CyLy.

30epiraHHs JOKYMEHTIB i crpaB i3 rpucoM « /s ciy60BOro KOpucTyBaHHS»
311HCHIOETBCS NpalliBHUKaMHU, fAKi 6e3nocepelHb0 OTpUMANH TX I1iJ] PO3MHUCKY, Y
CHoci0, 1110 YHEMOXKIIMBIIIOE JOCTYII 10 HUX CTOPOHHIX 0Ci6.

11.3. Jloxymentd 3 rpupom «lns ciykO0BOro KOPHUCTYBaHHS» MOXYTh
nepeOyBaT y NpaliBHUKIB Ha BHKOHAHHI MPOTATOM CTPOKY, HEOOXigHOro Jyis
BHKOHAHHS 3aBJIaHHs, 32 YMOBH JIOTPMMaHHs BUMOT iX 30epiraHHsi, BU3BHAYEHHX
nyHkToMm 11.2 uiei [HeTpyKiii.

11.4. Ilepemaua noxymeHTIB 3 rpudom «Jlns ciayxOGOBOro KOPHCTYBAHHSDY
NpaliBHMKAM anapaTy cyay 3[iHCHIOEThCS depe3 KaHLeJsspilo abo BiAMOBiAanbHy
0co0y 3 MpoCTaBIEHHAM BiJIOBITHOI BIIMITKY B 00JIiKOBUX (hopMax.

[lopsjgox mepenaui ojepKaHuMX B KaHUeNsipii cyny abo Bij BianoBigaibHOL
0CO0H JOKYMEHTIB 3 rpudoM «lmst ciyx)00oBOro KOPHUCTYBaHHS» BiJl OJHOIO
npaliBHUKa CyAy iHIIOMY IpalliBHHKOBI amapary Cy[ay Ta BeJeHHs HeoOXimTHuX
00J1ikoBMX ()OpM BU3HAYAETHCS IHCTPYKIIIEIO 3 ALTOBOICTBA.

11.5. 3abopoHsieTbest epeMillieHHs] JOKYMeHTIB 3 rpudoM «Jlis ciryx6oBoro
KOPHCTYBaHHS» 3 OJIHIET CIIpaBH 10 1HIIOT 6e3 NOBiOMIIEHHSI KaHLespil cyay abo
BiNOBiJabHOT 0cobu. [Ipo Bei mepemilieHHS! JOKYMEHTIB pobIsSTBLCS BiANOBIAHI
BIZIMITKH B 001iKOBHX hopMax, y TOMY YHCJIi BHYTPIllIHIX ONMUcax.

Bunydyennss crnpaB abo OKpeMHUX [OKyMeHTIB i3 cmpaB 3 rpudoMm «Jlns
CIry’0O0BOr0 KOPUCTYBAaHHS» 3a00pOHSEThCS. B OKpeMHX BUNagkax Ha IiACTaBi
pilleHHs chaig4oro cyzaji, BiAnoBiganbHa ocoba 3a BeleHHs apxiBy cymy abo
NpaliBHUK KaHLeasApil cyly IHIIMH OpauniBHUK anapary Cyay 3a IHChbMOBOIO
BKa31BKOIO TOJIOBH cyay abo oco0u, Ha sKy MOKJIaJeHO BHKOHAHHS OOOB’S3KiB
rOJIOBU CyJy 3AIHCHIOE BHWIYYEHHS OpHUriHAIIB HEOOXiAHMX [IOKYMEHTIB abo
cnpas. I[lpy npomMy y BIANOBINANBHUX MpAliBHUKIB anapary cyay [OBUHHI
3aTMIIMTHCS [TPOTOKOJ PO BUIIYYEHHS JOKYMEHTIB 3 1X 3aCBiTYEHHMH KOIiIsIMH.



11.6. [doxymentd 3 rpudoM «/lnst ciayxO0OBOro KOPUCTYBaHHS» He
JI03BOJIIETHCH BUHOCHTH 33 MeX! Cyqy, KpiM BHNAAKIB y pa3l BUHUKHEHHS
HEoOX1THOCTI B 1X y3ro/KeHHI, MANMKUCaHHI B yCTaHOBAaX, PO3TAIIOBAHUX Y MeXax
OJIHOI0 HacesJeHoro NyHKTY. BuHeceHHs foxymeHTa 3 rpudom « s ciry:x60Boro
KOPUCTYBaHHS» 3a MeX1 YCTAHOBH 3IIHCHIOETHCS HA TIACTaBl pe30oLii roJIoBH
cyny abo ocoOu, Ha SIKy MOKJIAJeHO BHKOHAHHA O0OOB’sA3KIB rojoBu cyay. Ilpu
LIbOMY JOKYMEHT IOBHHEH OYTH BKJIaJ€HUIl y KOHBEPT a00 yIaKoBaHHWI y Takuil
cnoci6, o0 BUKIIOYUTH MOKIHBICTH HOrO MPOYUTAHHS.

11.7. Oco01, Biaps/KeHIH [0 IHIIOTO HACEJIeHOro IYHKTY, 3a00pOHSETHCS
MaTH NpH codl JOKYMEHTH 3 rpupom «/lis ciy:x6oBoro xopucryBaHHs». Y pasi
norpebu Taki JOKYMEHTH HAJCWJIAKOTHCS 3a TIPU3HAYEHHSIM [0 [MOYaTKy
BIJIpSAHKEHHS.

11.8. B okpeMux BHUINagKax, 30KpeMa y pa3l TEpPMIHOBOI'O IM03aIlIaHOBOI'O
BIAPSADKEHHSI, T0JIoBa cyAy abo ocoba, Ha Ky MOK/IaleHO BUKOHAHHS 000B’A3KiB
rOJOBH CYyIy CTaBUTb Ha [JONOBIAHIM 3amMcll TNpaliBHUKAa anapary Ccyay
pe30JIIoLIiI0, 3riIHO 3 SAKOK Ja€ NO03BLI HA MEpeBEe3eHHs JOKYMEHTIB 3 rpudom
«Jlnst ciry:60BOro KOpUCTYBAaHHS» J0 IHUIOIO HACEJIEHOIo IYHKTY 3a YMOBH, 11O
TaKi JOKYMEHTH NepeBO3sAThCA I'PYIIOI0 Y CKIIa[i He MeHIle ABOX MpalliBHUKIB, SKi
MOBMHHI BHUKOHYBaTH poOOTY 3 HMMH 3 JOTPUMAaHHAM 3axO[iB, LIO
YHEMOXIUBIIIOIOTh ~ HECaHKLIOHOBaHE O3HAWOMIJIGHHS 3 TEKCTOM  TaKHX
JIOKYMEHTIB.

11.9. Cran opranizauii poGoTH 3 AOKYMEHTaMH, LIO MICTATH ClYXOOBY
iHpopmalio (HasBHiCTh Ta (I3UUHUE CTaH JOKYMEHTIB, CHpaB, BHAAHb,
eJIeKTPOHHUX HOCIIB iH(popMallii 3 rpudom «J {1 ciry00BOro KOpUCTYBaHHSY ), HE
pillle HDK OAUH pa3 Ha PIK NepeBipAETbCS KOMICIEIO 3 IUTaHb NPOBEICHHS
NepeBipKH HasiBHOCTI JOKYMEHTIB 3 rpudomM «Jlis cmyk60BOro KOPHCTYBaHHS»
TicJIsl 3aBepIleHHs A1JIOBOJAHOTO POKY Ta GOpPMYBaHHS CIIpaB.

Crpox mnpoBefieHHs IepeBIpKH Ta CKIaJ KOMicCil 3 NMTaHb ii NpoBeIeHHS
BHU3HAUAIOTHCS BIJMOBIHMUM HaKa30M T'OJIOBH Cyay abo ocoOH, Ha sIKY MOKJIaIeHO
BUKOHaHHS 000B’A3KiB I'OJIOBH CYJ1y.

Jlo ckiany KoMiciii 3 mUTaHb MPOBEEHHS MEPEeBIPKH HAsIBHOCTI JIOKYMEHTIB 3
rpupoM «Jlng cmykGoBOro KopuCTyBaHHS» 3 BigMmiTkamu «Jlitep «My,
3aIy4aroThes JIMIIe 0CO0H, TOMyHeHi 10 poOOTH 3 TAKUMH JIOKyMEHTaMH.

11.10. IlepeBipka HasBHOCTI crpaB Ta BUAaHb 3 rpudom «Lis ciyxb6oBoro
KOPUCTYBaHHs» B apXiBi Ta 6i0usiorelri, ae 30epiraerscs nonaa 1000 Takux crpaB
Ta BUJ1aHb, IPOBOJUTHCS HE PijlLe HiK OJMH pa3 Ha I ATh POKIB.

11.11. Pe3synbraTté nepeBipok, 3a3HauyeHuUX y myHkrax 11.9 ta 11.10 wmiel
IHCTpYK1IT, 0hOpMIISIIOTECS aKTOM 3a hopmoto 3rifHo 3 JJoaarkom 13.

[TpauiBHUK, SIKOMY CTajlo BiIOMO NMpo (akT BTPaTH JOKYMEHTa, II0 MiCTHThH
ciyx0OoBy 1H(oOpMalilo, Ta MPO MOXJIHBE PO3TOJIOLIEHHS BiJIOMOCTEH, 1110
CTaHOBJIATH CiIy)k00BY iH(OpMallilo, HEBIAKIAAHO iHPOPMYE KepiBHHKA amapary
cyny abo ocoly, Ha sIKy MOKIaaeHo oOOB’sS3Ky KepiBHHKA amapary Cymy, SKHH y
NMUCHMOBIH (hopmi TepMiHOBO iHGOPMYE Npo TakHi (akT rojosy cyay abo ocody,
Ha SIKY [TOKJIaJieHO BUKOHaHHS 000B’S13KiB r'OJIOBHU CYAY.

Y pa3si BTpaTH JOKyMeHTa, IO MICTUTh CIyXOOBY iH(pOpMALlil0, MHUCHEMOBO
TIOBIJIOMJISIETECS.  YCTAHOBA, BiA sKOI 1ied JOKyMeHT oTpumaHo. [Ipo Btpaty
JIOKYMEHTa, 110 MICTHTh CITy)K00BY iH(oOpMaIlito, 3i0paHy i Yac MpoBajKEHHS



OTIEpaTUBHO-PO3IIYKOBOI, KOHTPPO3BiAyBaJbHOI IISUIBHOCTI, ASUIBHOCTI y cdepi
000poHH JepkaBH, ab0 MOMKJIMBE pPO3TOJIOLIEHHS Takoi ciyx0oBoi iH$opmaii
noBigoMIsieTbed Takoxk oprany CBY 13 3a3HaueHHAM 00CTaBHH BTPAaTH NOKYMEHTa
(po3roJtorieHHs BiIOMOCTEH ) Ta MPO BJKUTI 3aXOIH.

11.12. ®akTH BTpaTH JOKYMEHTIB a00 pO3ro/oIIeHHs BiToMOCTeH, sIKi MICTSTh
cyx0oBy iHGoOpMaNioo, po3cligye Kowmicis 3 NHUTaHb POOOTH 13 CIy:kO0BOINO
inbopmariero. s poschigyBaHHS OKpeMuX (akTiB BTpaTH JOKYMEHTIB abo
PO3roJIOLIEHHsST BiOMOCTeH, sKi MicTATh CiIyXO00By iHGopMamio (mam -
pO3CIiyBaHHA), 3a pIlIEHHSM TOJOBH cyay abo ocobu, Ha SKy MNOKJIAJEeHO
BHKOHaHHS 000B’sI3KiB FOJIOBU CYJly MOXKe YTBOPIOBATHCA CllelialbHa KOMICIs.

11.13. CneuiasibHa KOMicisi Mae paBo OTPUMYBATH BiJ| TMPAI[iBHUKIB anapaTy
CyIy THCHMOBI Ta YCHI NMOACHEHHS 3 MWUTaHb, IO € MPEeIMETOM PO3CIiyBaHHS,
BUTpeOyBaTH HEOOXiIHI JOKYMEHTH (iX Komil), ornsaaTi NPUMIILEeHHS I CXOBHILA.

11.14. Ynenu kowmicii 3 mutanp poboTu i3 choy:k00BOK0 iH(poOpMalielo Ta
crieliaJpbHOi KOMicii HecyTh IepcoHalbHY BIANOBIZANBHICTE 3a IIOBHOTY,
BCeOIUHICTh 1 OO0’€KTHBHICTH BHCHOBKIB pO3CHIIyBaHHS, HEPO3TOJIOIICHHS
iHdopmallii, sKa CTOCYETHCSA PO3CIIiTyBaHHS.

11.15. 3a pe3ynbpraTamu po3CiilyBaHHS, SKe TPUBAa€ HEe NOBIIe HIX OIUH
MICSLb, CKIQa€ThCS aKT, M0 MiMHACYETHCS WieHAMH KOMIcil 3 THTaHb poOOTH i3
cinyx0o0Boto iHdopmarliero abo creniaabHOI KOMICiT Ta IOJa€ETHCA ToJoBl cyay abo
ocobi, Ha AKy MOKJIaJieHO BUKOHAHHS OOOB’SI3KiB TOJIOBH Cy[y Ha 3aTBEpAXKEHHSL.
3a HasgBHOCTI OOTPYHTOBAHWX MPOIIO3MIIH BIAIMOBIIHOI KOMICIi, MPUHHATHX Ha ii
3aCilaHHl, CTPOK IPOBEAEHHS pO3CIiIyBaHHA MOXe OyTH DpPOJOBKEHO 3a
PE30IIOLIEI0 TOJIOBH CYyAY abo ocobM, Ha AKY MOKJaJeHO BHKOHAaHHS O0OOB’A3KiB
r'OJIOBH CYIy He OLIbII K Ha OJJUH MICSAIIb.

Po3cnigyBaHHS MOYMHAETHCH 3 JATH MIAIUCAHHS PO3MOPSIUOTO JOKYMEHTA
IIpo Moro mnpoBeAeHHS Ta 3aBepIIYEThCA [ATOK 3aTBEPDKEHHS akTa Ipo
pe3yIbTaTi MPOBENECHHS PO3CITiIyBaHHS.

11.16. B oxpemoMy po3aiii aKTa Mpo pe3ysbTaTd MPOBEACHHS PO3CITiyBaHHS
3a3HA4aloThCsl OOCTaBMHH, NMPUYHHM T2 YMOBU HACTaHHS BIATMOBIIHOIO BHIIAJKY,
piBEeHb 3amoAisSHOI KoM ab0 HEraTMBHOTO BIUIMBY HA JiSUTBHICTB CYJY, & TAKOXK
HaBOJUTHCS MEPENiK BTpaYeHUX JOKYMEHTIB.

11.17. BiaMiTka npo BTpaTy IOKYMEHTIB BHOCHTBCH KaHIleNsApicro abo
BIJINIOBIJaIbHOIO 0CO00I0 IO peecTpaliiHUX Ta 0ONIKOBHX (GOPM i3 3a3HAYEHHSM
peecTpaliiHUX JaHUX aKTa po pe3ybTaTH MPOBEIeHHS PO3CIIiyBaHHS.

11.18. [loBiaxa npo NpUYHMHYU BiNCYTHOCTI BTPAaueHHX JOKYMEHTIB, HijnucaHa
KepiBHUKOM anapaty cyay abo oco0oro, Ha Ky MOKIaIeHO BUKOHAHHS 000B’sA3KiB
KepiBHUKA anapary cyay, MepemacThesl 0 apXiBy Cyay Ul BKJIIOYEHHS 11 0
CITpaBH.



AHYPHAI

00NiKy KOHBepTiB (NaKoBaHb) 3 rpupom
“Jlns cny’00BOT0 KOPUCTYBaHHSA™

JlonaTtoxk |

10 IncTpykiit

Homepu 10KyMeHTIB,

[Tianuc mpailipHKKa,
BIANOBIAJILHOIO 33
BHKOHAHHS

IopanxoBui Jlara najxo/pxeHHs HaiiMeHyBaHHS YCTaHOBH, 3 AKO1 ; : ; ; :
e L0 3a3HaucHi Ha BIZIMOBIHOTO BUIY pobiT, 1110 [TpumiTka
HOMED KOHBepTa ([MaKkoBaHH#A) HAIHAIIOB KOHBEPT (NaKOBAHHA ) . . .
KOHBEpPTI (MakoBaHHI) MiATBEPIKYE OTPUMAHHSA
KOHBepTa (MakoBaHH:),
Jata OTPUMaHHs
1 2 3 4 5 6




Jonarok 2
1o [Herpyxkuii

HalimMeHyBaHHSsl yCTaHOBH

AKT
PO BIACYTHICTDH BKJIaeHb a00 NopylieHb IUIICHOCTI,
TOIIKO/PKEeHHS KOHBepTa (ITaKOBaHHS)
B/ 20 p. Ne

[leii akT cknageHui

(HaliMeHyBaHHS 110Ca1H KePIBHUKA CIY)KOM 1JI0BOJICTBA yCTAHOBH)

(npisBuie Ta iniuianm)
y MPUCYTHOCTI:

(rmocanu, MpizBMILE, iHILIAIH MOcaloBHX 0ci0)

po Te, IO NiJl Yac PO3KPUTTS KOHBepTa (MIaKOBaHHS ), HA(ICIAaHOTO

(HaiiMeHyBaHHA YCTAHOBH, 110 HaJiclana I0KYMEHTH)

HE BHABJIICHO TAKHX BKJIaJCHb

(Ha3BH | peecTpauiiiHi iHIEKCH JOKYMEHTIB, AKi HE BUABIEHO)

BHSIBJICHO NIOPYILIEHHS L[UJIICHOCTI Ta MOLIKO/KEHHS. KOHBEpTa (aKOBaHHS )

(Ha3BM i peecTpaLliiiHi iHAEKCH JOKYMEHTIB, IO MICTATHLCA Y KOHBepTaXx (MAKOBAHHIX)

3 NOPYLLIEHHAM LITICHOCTI T4 MOLIKOAKEHHIMH)

(nianuc) (iniuianu Ta npissuile)



KVPHAIJI

peectpariii BXiIHHX JOKYMEHTIB 3 TprG oM

“Jlnst cny>kO0BOT0 KOPHCTYBaHHA

Jlonarox 3
1o Incrpykuii

KinpkicTs BimviTka
: po
ara apKyuns e . T
A posmuox | Biamirka | /Jlarainiannc .
Haaxomxke | Jlara ta Ha3ga Buny ety T Peectpari Hiaviirg
HHsI Ta | peecTpaili JOKYMEHTA, S Pezomroris 5 PO DL HHHI
. v e 5 KinmpkicTh (KUTBKICT Ha . a mpo
peecTpani | HHHH Horo abo 1HIEKC
G 3 ABTOp Ta HOMEpH | . . b KOHTPOJIb 3HULIEH
5050501 IHJICKC 3aroJIoBOK : . | BLINOBLIQTb . CIIpaBH,
ingexc |Buxigmoro| TO Y MenTa abo NPHMIPHUK HHH HpHMIPH feky 0 SIKOi o
H 5 A - ., | AOKYM | TOAATK B HKIB, | MEHTa Ta a JTOKYMEH
BXIZTHOTO | JIOKYMEHT KOPOTKMH | opypg a BHKOHABEIlb e |orpes Boro OoTpHMa |TIOBepHE | MIAUIHTO i
JIOKYMEHT a 3MiCT JIOKYMEHT
ya BPYUCHO [BUKOHaHHsSI| ' 7 HAA Y
(mamicma
HO)
1 2 3 4 5 6 7 8 9 10 11 12 11 13




KYPHAJL
peecTpanii BUXIAHUX Td BHYTPIILIHIX JIOKYMEHTIB 3 TpHbOM

“Jlnst cykOOBOro KOpHCTYBaHHA *

Jlonatok 4
J0 [HeTpykiit

IlizroToBnexo Bianpasneno
Tlared Homep
HaiimenyBan I[lizcrasa et eecT
KLIBKIC . .. | PEECTPY o
AR B Hsl Bi/IHECEHHS - HaIMEHy A Peeichauln abo jara Biméimis
HH Ta = CTPYKTYPHOT | iHQOPMAIT | i1 % | (AR FCISHOBK PR EACKE s man PO
peecTpaii | JIOKyMeHTa Brryp p ELIBKICTE | apsyul cipas, 1o | O'F 3HHIIEHH
- : . - HOMED paBH, : L ITpumiTKa
gt | ra copomiugi | © THAPO3AINY, | 210 Kateropil | ppunipuu By : Kol st g pUMIT
P NIpi3BHIIE Ta 3 Pl OJIEpKyBauya | IpUMI TTOKYMEHT
iHzeKC 3MiCT P KB, 1% KOERO MiJIHTO Y JOKYMEH
iHinianm oOMeKeHHM AOKYMCHTas | PHER a i mianuc Y
JIOKYMEHT ) HOMCpH My JOKYMEHT Ta
BHKOHABIISA JOCTYIIOM i | CTPYKTYpHOT BHKOHABIL
a IpHMID -, 11,po3i
HHKY PESIEILY A
1 2 3 4 5 6 7 8 9 11 12 13

*V pasi notpe0u xkypHan MOKe TOMOBHIOBATHCS 10JaTKOBUMH rpadamu.




Honartok 5
1o THeTpykuii

PEECTPALIIMHO-KOHTPOJIbHA KAPTKA

Juyvosuiil Hix

l|2]3|4|5|6i7|8|9| 10| 11|12| 13| 14| 15| 16| 17| 1s| 19|20|21|2 23|24|25|26[27|23]29]30|31

ABTOp JIOKYMeHTa (KOpECTIOH/IeHT)

Bua nokymenra

CTPOK BHKOHaHHHA

70 Mmm

70 mMm

70 MM

«

Mlara Ta peecTpauiiiHiii IHAEKC HAIXOKEHHS

Jlata Ta peecTpalliiHHi iHIeKC 10KYMEHTa

105 Mmm

105 mm

Homep npumipHuka

KinbkicTs apkyiuis

KinbkicTs foaaTkie

70 MM

70 MM

70 MM

3aronoBoK JOKyMeHTa ad0 KOPOTKHH 3MICT

Pesontouis abo BianoBialbHHHA BHKOHABELL

Ilo3nauka [po BUKOHAHHA

Posnucka B ofiepikaHHi JOKYMEHTa

210 mm

3sopommuui ik

KoHTponbHi no3Hauku

TIpumirTkm
thonn No onuc Ne cnpasa Ne
= 70 MM - 70 Mm . 70 Mmm
210 mm




KYPHAJL
00Ky Ta po3moaiay BH/IaHb 3 rpu(poM
“Jlnst ciy:00BOro0 KOpHCTYBaHHS ¥

Jlonarok 6

10 Incrpyxuii

Haniiimo Poznoain JonatkoBe BUTOTOBICHIS NPUMIpHHKIB | [ToBepHeHHs | 3HUIIIEHHS
: e o peecTpariiHuit
peecTpai » peecTpauiiHui .
: s KiJb . 1HIEKC
Iopsn 3BIIKH 150305071 p IHJIEKC . —_— ;
. | Hazsga i : KICTh KyZIH : KUIBKICTb | KUIBKICTB KY/IH BUX1JIHOTO
KOBHH | anms | DO IICKC ) iprm Hamicmano | o AHOTO i MipHu | nprMipaE | HamicTano IOKyMEHTa |naTa, HOMEpH| Jata
HOMeEp il 0 abo ne | Bximnoro | "PHMIP JIoKymeHTa (abo PHMIDE A S a p ’
_ : KiB abo xomy Sl KiBTalXx | KiBTaix | abo koMmy | (abo BigMiTKa | IpUMIpHHKIB | HOMEp aKTa
HaJIPYKO |CYTIPOBIIH .. BiJIMITKa MPO
Ta ix BUJIAHO HOMEpPH | HOMEpH BHIAHO po
B4HO | Oro JIHCTa OTPHUMAaHHS) ;
: HOMEPH : OTPHMAaHHH) 1
1 nara 1 naTa
Jlata
1 i 3 4 5 6 7 8 9 10 11 12 13

*V pasi notpebu xKypHAT MOXEe TOTIOBHIOBATHCA TOAATKOBUMM rpadamu.




XKYPHAJI
00MiKy eNeKTPOHHHX HOCITR iH(opMaItT,

Ha fKi MJIaHYETHCH 3aMUCYBATH CITYyK00BY iHdopmaitiro*

Honatok 7
1o IHeTpykiLii

BiamiTka npo Bupauy

BinmiTka npo noBepHeHHs

BinmiTka npo
BiAMpaRIeHHS

BigmiTka ripo

: ara Bu - Aara : . €/IEKTPOHHOIrO 3HULLICHHS
IIOPHHK OGH!KOB )I A HaHMeHyBaH OT'pHMaH [IPI3BHLIE, aartda 1 _Tp 1 HpHMiTKa
OB i B3ATTH enffKTponll-iorou Hs npizsHie, e imimiamm migme HOCIA (nap:a Tau €IEKTPOHHOTO
HOMep HOMEp gla. HOCIA, cepiiHuH CTPYKTYpHO initiam . npalisHMKa | mparisHuka | PSECTPAUIMHHH HOCIA (,ua_{a th
obmik HOMEp - BHKOHABLIS e ciyx6u cayx6u injexe pe::ecxpaumnnn
nigpozainy ninoBoAcTRa | minosoxacTea | CYTPOBIIHOTO IHJIEKC aKTa)
A JIMCTA)
1 2 3 4 5 6 i 8 9 10 11 12

*V pasi noTpedn KypHaI MOXe TOMOBHIOBATHCS TOJATKOBHMH rpadamu.




Jlonarok 8
1o Inerpykuii

JIO3BOJISIIO

(HaliMeHyBaHHs N0CaaH KepiBHHKA YCTAHOBH

(cTpyKTYpHOTO NiAPO3AiTy YCTAaHOBH)

(mimnuc)

(iniuiany Ta npisBuLLE)

20 p.

3AMOBJIEHHA
Ha PO3MHOMEHHSA JOKYMEHTA

3 rpudom “J1is cny:x00BOro KOpUCTYBaHHA™

(BMA JOKyMeHTA)

Ne

(nara peecrpattii) (peecTpauiiinuii ingekc)

(HOMep MpUMIipHHKa)

Bukonagelb

(3aronoBok abo KOpoTKuii 3micT)

KinbKicTb CTOPIHOK Y IPUMIPHUKY

Kinbkictb npuMipHUKIB, fKi HeOOXiJIHO BHTOTOBHTH,

OcobnuBi YMOBH PO3MHOMXKEHHS

(iniianu Ta npisBHILE)

(HaliMeHyBaHHS NOCaAK KepiBHUKA
CTPYKTYPHOrO MiApO3/iay, Wo 3MiHCHIOE
3aMOBJIEHHS )

(mipnuc)

(iHimiany Ta npissuiLe)

(HailiMeHyBaHHSA NocaJH KepiBHUKA Cy KON
NIIOBOJICTBA)

20 p.

[puiingaro 10 BUKOHAHHSH

(HaiiMeHyBaHHA [0CA/M NPALIBHUKA, 1[0
BMKOHY€ PODOTH 3 PO3MHOMKEHHS JOKYMEHTA)

20 p.




XYPHAIJ
001Ky PO3MHOKEHHX JIOKYMEHTIB
3 rpudom “JIns cny:k00BOTO KOPHCTYBAHHS

Honatok 9
no IHerpyxkuii

[Tpizeuie I1pizBuine Ta
Bun Ta iHianm iHIIaTH
JIOKYMEHT4, aTa Ta [10camoBol . | mpamiBHHKA BinmiTka
[Topsin 2, 2 A . . . . ) Jlara Buna4i P e
o Jlata Horo peectpauiii | Kiibkicts Kinexkicts ocobu, gKa SIKHH npo
KOBHH PO3MHOKEHHS 3aTr0JI0BOK HUM 1H/IEKC | apKyunB | NPUMIPHHKIB | Jlajia JI03Bi POSMHOMCHHX OTpHUMYE 3HUINCHHAS
HOMEp . P PERER IIPHMIpPHHUKIB TPEMYE.
abo KopoTkuii | JOoKymMeHTa Ha PO3MHOXEHI | IOKyMEHTa
3MICT PO3MHOEH IIPUMIPHHKH,
Hsl HOro nijimmc
1 2 3 4 5 6 7 8 9 10




Honatok 10
10 lHerpykuii

JIO3BOJIAIO
BHa4y CIripaB

(HaiiMeHyBaHHA MOCAH KePIBHUKA CTPYKTYPHOIO
miapo3ainy,

sikuid 30epirae cnpaeu 3 rpudom “Las cnyxbosoro
KOPUCTYBaHHA")

(mianuc) (iniuianu Ta npizBuiLe)

20

3AMOBIJIEHHA
Ha BUJavy cripae 3 rpudom
*Jlnst cnyx’00BOro KOPUCTYBAHHA™

__P

(meTta Buaayi cnpas 3 rpudom “Jlnsa cnyxO6oBoro kopucTyBaHHs")

IpizBuuie
ITopan- ; g i f :
& 3arojioBok Mera abo nijgcrasa Ta IHILLIAJIM NpaLiBHUKA,
KOBHIA Howmep cripaBu
HOMEp CrpasH poGOTH 3 10KYMEHTaMH SIKOMY BH/1A€THCH
cripasa
| 2 3 4 5
(HaliMeHyBaHHA NOCaAN KEPIBHHKA CTPYKTYPHOTO (ninnuc) (iniuianu Ta npizBuie)

Niapo3/iNy, SKuil 3AIHCHIOE 3aMOBJIEHHS CIIPaB)

20 p.



Honarok 11
o [nerpyxuii

KYPHAJI
obniky Bumaui cripag 3 rpudom
“Ins cnyx60BOro KOpUCTYBaHHS ¥

ITignuc i nara

Homep cnpagm,

[Mopsaako : ; [ligpo3min i
P Haspa cnipaBu | HOMEpH NPUMIPHHKIB o .
BH abo BHJAaHHA | BHIAHbL TA KiIBKICTH HPISEHITE [Ipumirka
HOMep o npanisHuKa OTPHMAaHHA [IOBEPHEHHS
CTOPIHOK
1 2 3 4 5 6 7

*V pasi noTpedH KypHaN MOXKe JOTIOBHIOBATHCS [0NATKOBHMY rpadaMHu.




Jlonarok 12
10 [nerpykuii

JIO3BOJIAIO
BH/lauy CIIpaB

(HaliMeHyBaHHA MOCa/ M KepiBHUKA apXiBHOTO
nigpo3ainy

ycTaHoBH (0co0H, BINOBIAANLHOT 32 apXiB)

(nianuc) (iHiwianu Ta npizBuUILE)

20 p.

3AMOBJIEHHSA

Ha BHJIa4y CIIPaB 3 apXiBHOTO
TiIpo3/1iJTy (apXiBY) YCTAHOBH

BiJl 20 p.Ne

[Tpomy BunaTu

(npi3BuuLe, iHilianK i HaliMeHyBaHHs Nocaay MpalliBHUKA, BiANOBiAANILHOTO 33 podoTY i3 cripaBaMH)
JUIA

(mMeTa pobOTH 3 IOKYMEHTAMH, OPIEHTOBHWI CTPOK BHKOHAHHA pobOTH)
TaKi CrpaBH:

[Tiymic
npariBHUKa
apxiBHOIO
o [Tigmuc IT1IpO3 L1
Homep | Homep | 3aronoBok | Kigbkictb A . APOHIILY
®onn i 3aMOBHUKA, IKUH (apxiBy)
OIHCYy CITpaBH cripaBu apKyIuin
OTPHUMAB CIIPaBy VCTaHOBH,
SAKOMY
MOBEPHYTA
crpasa
1 2 3 4 5 6 7
(HaliMeHyBaHHSA MOcanH KepiBHHKa (nianuc)
CTPYKTYPHOTO MiPO31iny, o 3aifcHIoe

3aMOBJIEHHA)

20 p.

(iHiliany Ta npi3BuiLe)




Jlonarok 13
no [Herpykiii

3ATBEPJDKYIO

HaiiMeHnyBaHHS NOCa/IM KEPIBHUKA YCTAHOBH

(nijnuc) (iniuianu Ta npizsuiie)

20 p.

AKT
PO pe3yJibTaTH NePeBIPKH HAIBHOCTI Ta (DI3HYHOIO CTaHy JIOKYMEHTIB,
CIIpaB, BUaHb, EIEKTPOHHUX HOCIIB iH(opmalii 3 rpudom “/ls ey OoBoro KOpHCTYBAHHS
Ta oprasizauii poboTH 3 HUIMH
BiJI 20 p. Ne

5

Ha nijcrasi

(Ha3Ba po3nopsaaYOro JOKYMEHTa)

BIT 20 p. Ne

KOMICIEIO Y CKIIai:

(naitMeHyBaHHs noca/Iu, iHiLlianK | Npi3BHILE roNOBH KOMiciT Ta 1T uieHiB)

3 20 p. mo 20 p. mpoBeneHO TEpeBIpKY HAsBHOCTI Ta
(hi3MYHOTO CTaHy JOKYMEHTIB, CIpaB, BH/aHb, €JEKTPOHHHX HOCIIB iHpopmalii 3 rpudom
“Jlast c1y:k00BOTO KOPUCTYBAHHS Ta opraHizaiii poboTH 3 HUMH.

Y pesyabTari NpOREJACHHS NEPEBIPKH BCTAHOBIIEHO:

1. VYcworo 3a onucamMu (HOMEHKJIATypaMH CIOpaB, IKypHaJaMH peecrpaiii)

(KiIbKICTh JOKYMEHTIR, CIIpaB, BUAaHb, €eKTPOHHUX HOCITB iHGopMaLLiT)

3 HUX:
HasiBHI

(peecTpauiiidi inieKcH JOKYMEHTIB, HOMEPH CNpaB, BUIAHE)

BLJICYTHI

2. BusBneHi 10KyMeHTH, ClIpaBH, BUIaHHS, €JIEKTPOHHI HOCIT iH(OopMallii, He BHECEeH] 110
ONHUCIB (HOMEHKIATYp CIIpaB, XKYypHAJIIB peecTpailii),

3. XapaxTepucTuKa (Gi3HYHOro cTany JOKYMEHTIB, CIIPaB, BUJIaHb, €JIEKTPOHHUX HOCIIB
iH(opMmallii Ta cTany oprasizaiii po6oTH 3 HAIMH

I'onosa komicii R
(nianuc) (iniwianu Ta npizsuine)

Ysienn KoMicii:

(mianuc) (iHiuianu Ta npizsuie)



