3ATBEP/IT’)KEHO

Haxka3 [IepxaBHoi cyq0BOi1
aaMiHICTparii Ykpainu

20 cepmast 2019 Ne 814

(y penaxkii Haka3y Jlep>kaBHOT
CyJI0BO1 aJMiHICcTpallii YKpaiHu
Bix 17.10.2023p. Ne 485)

I[HCTpYyKLisA 3 TJIOBOACTBA B MICIIEBUX TA ANEJIANIMHAX CyAaX
Ykpainu



3MicT

I. 3aranbpH1 NOJI0XKEHHS
II. ITpuiiManHs Ta peecTpallisi JOKYMEHTIB

I11. TlepenaBanHs mpolieCyaTbHUX TOKYMEHTIB (CyIOBUX CIPAB) JIJISl PO3TIISAY.
[IpoxomxeHHs npolecyajbHUX TOKYMEHTIB Y Cy/i

IV. Poznin IV BukitoueHo

V. [lpuiimanHs, 001K 1 30€piraHHs peYOBHUX JTOKa31B
VI. CynoBi BUKIIUKH 1 IOBITOMJICHHS

VII. ®opmyBaHHs 1 0POPMIIEHHS CYyIOBUX CIIPAB

VIII. Oco6mmBocti popmyBaHHs 1 0hOpMIIEHHS CIIpaB PO aqMiHICTPATUBHI
IpaBoNOpyIIEHH, nepeadadeni crarrero 185% Komekcy Ykpainm npo
aJIMIHICTPATUBHI IPABOMIOPYIIIEHHS

IX. HampaBiieHHS Cy/IOBHX CIIPaB 3a MEX1 CYy

X. HapanHs cy0BOi CripaBu JJ1s1 O3HAKOMIICHHS

XI. 3acBigueHHs Ta BUIaBaHHS KON Cy/IOBUX PIllIEHb 1 TOKYMEHTIB

XII. O0niK, BUKOPUCTAHHS 1 30€piraHHs MeYaToK, MITAMIIIB 1 OJIAHKIB Cy1y
XIII. CxnagaHHs HOMEHKJIATYpH CIpaB y Cyi

XIV. OnpairroBanHs Ta HaICHJIAaHHS BUXITHUX JOKYMEHTIB

XV. Ilepenaya Ta BUKOHAHHS TOKYMEHTIB.

XVI. KonTpomns 3a BUKOHaHHSM JOKYMEHTIB. CTPOKM BUKOHAHHS IOKYMEHTIB

XVILI. ITiaroToBka Ta opopMII€HHSI JOKYMEHTIB. 3arajbHl BUMOTH /10
JIOKYMEHTYBaHHS yNPaBJIIHCHKOI iHpOpMAaLliil Cyy

XVIII. Oco6auBOCTI CKITaIaHHs ASSIKUX BUIIB OpTraHi3aliiHO-PO3MOPSIINX
JIOKYMEHTIB y CYIl

XIX. 3BepHEHHS CYJJOBUX PIIIEHB 0 IPUMYCOBOTO BUKOHAHHS

XX. Ocob61MBOCTI 3BEPHEHHS 10 TPUMYCOBOI'O BUKOHAHHS CYJIOBUX PILLIEHb Y
KPUMIHAJIbHUX TPOBAJIKEHHSIX

XX, Oco6muBocTi poGOTH 3 TOKYMEHTAMH, SKi MiCTATH iHYOPMALIIO 3 0OMEKEHUM
JOCTYTIOM

XXI. ApxiBHa poboTa B cyi
NOIJATKH

Honatok 1 AKT npo BTpaTy IOKYMEHTIB a00 NepeniIuBaHHs CIIPaBU, BIACYTHICTh
BKJIaJICHb 200 MOPYIIEHb IJTICHOCTI, MOMTKOPKEHHS KOHBEpTa (ITaKOBaHHS)



Jonarok 2 AKT npuilMaHHs-TIepeIaBaHHs CIIPaB Ta JTOKYMEHTIB

Honatok 3 Ilepenik iHAEKCIB A peecTpailii Ta 00Ky B CyAl CYJIOBHUX CIIpPaB
(MaTepiajiB KpUMIHAJILHOTO MPOBAKCHHS)

Honatok 4 XXypHai 00Ky pe4oBUX J0Ka3iB

JonaTtok 5 PekBi3UTH TUTYJIBHOTO apKyIIly CYJ0BO1 CIIpaBU

Honatox 6 BHyTpimHii onuc cy0Boi cripaBu

Jlomatok 7 3acBiguyBajabHUN HATUC CYIOBOT CIIPaBH (PO3ILITY OMHCY)
Honarok 8. PekBi3UTH TUTYIBHOTO apKyIIly CIIpaBU-3aMiHHUKA

Honarok 9 KypHan Bugaui cripaB (MarepiaiiB KpUMIHAJIBHOTO TPOBA/IKEHHS ) JJISI
O3HAaOMJICHHS

Honarok 10 XXypHan 061Ky Me4aTOK 1 IITAMIIB Cy1y
Honatok 11 XKypHan o0iky OJaHKIB Cyy
JHonarok 12 PexBi3uTu 6J1aHKy HOMEHKIIATYPHOI CITPaBU

Honarok 13 Po3nopsipkeHHs Ipo BUKOHAHHS CY0BOTO PILIEHHS, 10 HaOpayio
3aKOHHOI cuin"



l. 3arajbHi MOJIOKEHHS

1. VY it [HCTpyKIIii TepMIHM BXKMBAIOTHCS B TAKOMY 3HAYCHHI:

apxiB Cyly - CTPYKTypHUH MiApO3Ain (BIANOBIAAIbHUI 3a BEJCHHSA apXiBY
mpariBHUK (IocazoBa ocoba) amapaTy Cyay), IO Opra”i3oBye 1 3abe3mnedye
npuiiMaHHs, HAarpoMajJKyBaHHsS apXiBHHX JOKYMEHTIB, iX 0Ok, 30epiraHHs Ta
KOPHUCTYBaHHSI HUMU;

O5aHK CiIy>k00BOT0 JJOKYMEHTa - yHipikoBaHa (hopma ciry>k00BOr0 JOKYMEHTa
CyZy 3 BIAMOBITHUMH PEKBI3UTAMH Ta MOJIIMU MOCTIWHOT 1 3MiHHOI iH(OopMaIii;

BUTAT - SaCBiI[‘{CHa KOTIisSl YaCTHHU TCKCTY CJIy}K6OBOFO JOKYMCHTA CyY,
BI/IXiI[Ha KOpCCHOHIIGHI_[iH - JOKYMCHTH, K1 HAIIPaBJIAIOTHCA 3a MEXI cyay,

BIJIMOBIJAIbHUM MpalliBHUK - TTOCaI0Ba 0co0a (MpariBHUK anapary Cyay), SKui
BIJIMOBIHO JI0 TTOCAJ0BUX OOOB'SI3KIB UM HaKa3y KEpIBHUKA amapary Cyay 31HCHIOE
OTIpAIIOBaHHs BXIJIHOT Ta BHUXIJHOI KOPECHOHJEHIII Cyay, 3a0e3neuye 371HCHEHHS
KOHTPOJTIO 32 BUKOHAHHSM JIOKYMEHTIB, CTAHOM BEJICHHS J1IOBOJCTBA Y BiJIOBITHOMY
CTPYKTYPHOMY M1pO3/11Jii, pOOOTY 3 PEYOBUMHU JI0Ka3aMH, pOOOTY 3 apXiBOM, TOIIO;

Bi3a - PEKBI3UT BHYTPIIIHbOTO MOTO/UKEHHS JOKYMEHTAa, SIKH BKJIIOYAE:
OCOOMCTHH MIANUC, BJACHE IM'S 1 IPI3BHILE MMOCATOBOI 0COOU, sIKa BI3y€ JOKYMEHT,
JaTy Bi3yBaHHS;

BHYTPIIIHII ONMKC - BUKIAAEHI B YCTAaHOBJEHIN (opMi BIJOMOCTI MPO CKIaL 1
3MICT JOKYMEHTIB CyJOBOi YW HOMEHKJIATYpPHOI copaBu (MOPSJIKOBI HOMEpPH
JIOKYMEHTIB CIIPaBH, iX 1HIEKCH, JaTH, 3aT0JJOBKHA, HOMEPH apKyIlliB CIIPaBH, HA AKUX
PO3MIILIEHO KOKEH JOKYMEHT, TOIO) i MPUMITKH;

BX17{Ha KOPECTIOHIEHITIS - TOKYMEHTH, a TAKOXK CYJIOBI CITpaBH il MaTepiaiy, 110
HAJXOJATh J0 CyNY;

JIJIOBOJICTBO - CYKYIHICTB MPOIIECIB, IO 3a0€3MeUy0Th OpraHi3alliio poooT B
Cy[ll 3 TOKYMEHTYBaHHS MPOIIeCyaIbHOI Ta YIPaBIIHCHKOI 1H(OpMAILii;

JOKYyMEHT - CTBOpeHa a0 OTpuUMaHa CyJIOM Yy Mpoleci HWOro MissTbHOCTI
iH(popmarris, 3adikcoBaHa Ha MareplaJbHOMY HOCIi, OCHOBHOIO (DYHKIII€IO SIKOTO €
30epira”Hs 1 nepejayva ii y yaci il mpocTopi;

JOKYMEHTOOOIT y Cylal - pyX JTOKYMEHTIB 3 MOMEHTY iX CTBOpPEHHs abo
OJICpKaHHs J10 3aBEPIICHHS BUKOHAHHS a00 BiIIpaBICHHS;

€JIEKTPOHHI 3aco0U 3B’SI3Ky - €JEKTPOHHUN KabiHeT (y pa3l HasBHOCTI, Yy
BUITAJIKaX Tepea0adyeHuX IMPOIeCyaJbHUM 3aKOHOJABCTBOM), €JIEKTPOHHA TIIOIITA,
(hakCcUMUJIBHUI 3B'I30K TOIIIO;

KaHIEJSpIA - CTPYKTYPHHM MiAPO3MAUI, 1o 3abe3neuye peecTparlito, OOIIK,
Oprasizaiir JOKYMEHTOO00Iry, 30epiraHHs JOKYMEHTIB /10 TMepeJaBaHHs JI0 apXiBY
CYAy,



KEpIBHUIITBO CyAy - TOJIOBa CyIy, 3aCTYITHUKH TOJIOBHM CyAy 3TIIHO 3
pPO3IOAIOM aJMIHICTPAaTUBHMX TIOBHOB&)KCHB, KCPIBHUK amapary Ccyay, HOro
3aCTYIMHUKH; OCOOH, iK1 BUKOHYIOTh iX 000B'SI3KH;

KOITisI IOKYMEHTA - JOKYMEHT, III0 MiCTHTh TOYHE 3HAKOBE BiATBOPEHHS 3MICTy
gy iHIOI iHpopMalii JOKyMEHTa CyAy Ta B OKPEeMHX BHIAAKaX - JCIKUX HOTro
30BHIIIHIX O3HAK;

HOMEHKJIaTypa CIpaB - OOOB'S3KOBUH Ui Cylly CHCTEMaTH30BaHUI Mepeik
Ha3B CMPaB, 10 (GOPMYIOTHCS B JIITOBOACTBI CY/Ty, 13 3a3HaYCHHIM CTPOKIB 30epiranHs
CTIpaB;

ONUC CHpaB - apXiBHUW MOBIAHUK, MPU3HAYCHUU 7S OONIKY Ta PO3KPUTTS
3MICTY OJIMHMIIL 30€pIraHHs, OJUHUIIL OOJIKY, 3aKpIIUICHHS IX CHCTeMaTu3allli B
MeXxax apXxiBHOTO (OHAY;

opraHizaliifHo-po3nopsaaya JOKyMEHTaliss - yHi(iKoBaHA TMiJCUCTEMA
YIPaBIIHCHKOI JOKYMEHTAIIl1, 1110 3a0e3Meuye OpraHi3alliio MpoIeciB yIpaBIiHHS Ta
yIPaBIIHCHKOT POOOTH B CY/Ii;

IpAIiBHUKY CYJTy - CYJIJI1, TPAI[iBHUKH anaparty cyay (y TOMY YUCJI1, TPaIiBHUKH
MaTPOHATHOT CITYkKOH);

IPOLIECyAIbHUN JIOKYMEHT - JOKYMEHT, Ha SIKUW MOLIMPIOIOTHCS BUMOTH
MPOIIECYAIBHOTO 3aKOHY;

peecTp - OOJIKOBHM KypHaj, MPU3HAYEHUW MJisi HAKOMWYEHHS, OOJIKY 1
30epiraHHs BIAOMOCTEH MPO JOKYMEHT, 13 3a3HAYEHHSIM pPEECTPALIMHOTO 1HIEKCY,
JIaTU PEECTPYBaHHS, KOPOTKOIO 3MICTY TOIIO;

peecTpallisi JOKyMEHTa - CyKYMNHICTh Jii, MOB'si3aHUX 13 (PIKCyBaHHSAM (HaKTy
CTBOPEHHSI a00 HAIXO/KEHHSI IOKYMEHTA, IIIJIIXOM MPUCBOEHHS YHIKAIbHOIO HOMEPA
13 3aMKMCOM y peecTpaiiiiHux ¢opmax HEOOXIJTHUX BIIOMOCTEH MPO JTOKYMEHT, SIKi
MPOBOJATBECS 3 METOK 3a0e3MedeHHs iX OOJIKy, KOHTpPOJIO 32 BUKOHAHHAM 1
OTIEpAaTUBHUM BUKOPHCTAHHSIM HasIBHOI B JOKyMEHTI 1H(GOpMAaIIii;

PE30JIIONIA - PEKBI3UT JOKYMEHTA y BUTJISA1 HAIUCY, B IKOMY MICTUTHCS 3MICT
pillIeHHs, NPUMHATOrO KEpPIBHULTBOM CYIy II0J0 BHUKOHAaHHS JOKYMEHTa, 13
3a3HAYCHHSIM JIaTH HAKJIQJCHHS PE30JIIOIlii, BUKOHABIA (BUKOHABINB), TEPMIHY
BUKOHAHHSI, MPI3BUIIA Ta BIIACHOTO IMEHI aBTOPa PE30JIIOIIii, a TAKOK HOTO MIAIMHUCY;

PEKBI3UT CIY>KOOBOTO JOKYMEHTa - OOOB'SI3KOBUU €JIeMEHT, 3adiKCOBaHUN B
JTOKYMEHT1 Ccyay Juisi HWoro imeHTudikaili, opraHizaiii oOJIKy Ta HaJaHHSI HOMY
FOPUIAYHOT CUJIH;

CIY>KOOBUM JTIOKYMEHT - OQIIiifHO 3apeecTpOBaHUN KaHIEIsIpieo  abo
BIJIMTOBITHUM YMHOM 3aCBITUCHUIN JOKYMEHT, IO OJCP>KaHUIA YA CTBOPEHUIN CYIOM Y
MpoI1ieci HOTO AISIIBHOCTI Ta Ma€ BIMOBIIHI PEKBI3UTH;

CyIoBa clpaBa - T[I030BHI 3asBH, 3asBH, CKaprH, CIpaBH, Marepiain
KPUMIHAJIBLHOTO MPOBAJKEHHSI, ITOJJaHHS Ta 1HIII MepeadadeHl 3aKOHOM IPOIIeCyalibHi



JIOKYMEHTH, 1110 TTOJIA0THCS 70 CYAY W MOXYTh OyTH IIPEIMETOM CyIOBOTO PO3IIISIY,
CYJIOBI IIpoliecyaabHl JOKYMEHTH, [0 BUTOTOBISIOTHCS CYIOM;

CYZIOBE PIIICHHSI - TIPOIECYaTbHUI TOKYMEHT, TIOCTAHOBJICHUH CYJIOM IIiJ] Yac
PO3TJIsAY CYyOBOi CIIpaBH Ha OyAb-sAKii CTaail CyqoBOTO mpoliecy (yxBaja, pillieHHs,
BUPOK, IOCTAHOBA, CYJIOBHI HaKa3 TOIIIO).

2. [HCTpYKIIA 3 IIJIOBOJCTBA B MICIIEBUX Ta amleAIIMHUX cyaax YKpainu (maii
- IHCcTpyKIlisl) BHU3HAYae 3arajibHI IMpaBWia BEICHHS IIJIOBOJACTBA B MICIIEBHX Ta
aneJsIiiHuX cydax YKpaiHW, perjiaMeHTye MOpSJA0K poOOTH 3 JOKyMEHTaMHU 3
MOMEHTY 1X HaJXO/PKCHHS YM CTBOPEHHS /10 3HMINCHHS B YCTAaHOBJICHOMY MOPSIKY
abo mepezayi 70 AepKaBHOI apXiBHOI yCTaHOBH.

Po6ora 3 ynpaBiniHCbKUMH JOKYMEHTAMH 31HCHIOETHCS B CYJlaX 3 ypaxXyBaHHIM
BUMOT HaKazy MiHictepcTBa FOCTHIII1 Ykpainu 1530 18.06.2015
No 1000/5 "IIpo 3atBepmxenHs IlpaBun opraizaiii JUIOBOACTBA Ta apXiBHOTO
30epiraHHs JOKYMEHTIB Y JIEpKaBHUX OpraHax, OpraHax MiCIIEBOTO CaMOBPSITyBaHHsI,
Ha MIANPUEMCTBAX, B YCTaHOBAX 1 oprasizamisx’, 3apeecTpoBaHuM y MiHiCTepCTBI
FOCTHUIIIT Ykpainu 22 YEpBHS 2015 POKY 3a
Ne 736/27181, iHIIMX HOPMATUBHO-TIPABOBUX aKTIB.

HOp}II[OK BCIACHH I[iJ'IOBOIICTBa 3 [IMTaHb pO60TI/I 3 IICPCOHAJIOM BHU3HAYA€THCA
YNHHHNM 3aKOHOJaBCTBOM.

3. [HCTpYKIIis BCTAHOBIIIOE TTOPSIIOK aBTOMAaTU30BaHO1 (€JIEKTPOHHOT) 00poOKH,
00JIIKYy Ta KOHTPOJIIO JIOKYMEHTIB, CYJIOBUX CIIpaB 3a JIONMOMOTOK) aBTOMaTHU30BaHO1
cucteMu JIokyMeHTooOIry cyny (nami - ACIC) 1 BeneHHs A1JI0BOJICTBA B TMaIepOBii
bopmi.

CTBOpEHHsI €NEeKTPOHHUX JTOKYMEHTIB 3A1MCHIOETHCA BIAMOBIAHO O 3aKOHIB
Vkpainu "lIpo eneKTpOHHI JOKYMEHTH Ta €NeKTpOHHUM aokyMeHtooOir", "IIpo
€JIEKTPOHHI  JIOBIpYl  mociyru'", Hakazy MiHicTepcTBa IOCTHIII  YKpaiHu
Bix 11 mucromama 2014 poky Ne 1886/5 "Ilpo 3arBepmkenHs [lopsaky po6GoTtu 3
CICKTPOHHUMH JOKYMEHTaMH Yy JIJOBOJCTBI Ta iX IMIJATOTOBKH JO TEpelaBaHHSI Ha
apxiBHe 30epiranns'", 3apeectpoBaHoro B MiHICTepCTBl IocTHIl  YKpaiHu
11 mucromama 2014 poxy 3a No 1421/26198, Tta IlonoxkeHHS TPO TOPSIOK
GyHKIIOHYBAaHHS OKpPEMUX MiJcucTeM (MOAyJiB) €nuHO1 CymoBoi iHpopmarliitHo-
TEJICKOMYHIKAIIIHOI CUCTEMU, 3aTBEPKEHOTO pillleHHsIM Buioi paau mpaBocyas
Bin 17 cepnust 2021 poxy Ne 1845/0/15-21 (mami - ITonokeHHS PO MOPSAIAOK
¢dbynkuionyBanHs okpemux miacucrem €CITC).

Cyan MOXyTh CTBOPIOBATH JTOKYMEHTH TUMYAcOBOTro (10 10 poKiB BKIIIOUHO)
CTPOKY 30epiraHHs JIMILIE B €JIEKTPOHHIN (opMi 32 YMOBHU HASIBHOCTI BiJIIOBIJTHOTO
TEXHIYHOrOo 3a0€3MeYeHHs] 3 ypaxyBaHHSM BHMOI' 3aKOHOJABCTBa YKpaiHM Ta
[HCTpYKIIIi.

4. Tlopsimok poOOTH 3 AJOKYMEHTaMH, SIKi MICTATh 1H(OpPMaIIit0 3 0OMEKEHUM
JIOCTYTIOM, PETYNIOEThCS CHeliaIbHUM 3aKOHOAABCTBOM Y 111 cdepi, 3 ypaxyBaHHIM
ocobnmuBocTeit, BusHaueHux Pozainom XX1 wmiei [HcTpykmii.



[Topsimok poboTH 3 JOKyMEHTaMH, IO MICTATh CIY»KOOBY iH(OpMAIIiTo,
BU3HAYaeThes 3akoHOM Ykpainu "IIpo noctyn no my6miuHoi iHpopMmaiii”, Tumnosoro
THCTPYKIIEO TPO MOPSAIOK BEJACHHS 00JIIKY, 30epiraHHs, BUKOPUCTAHHS 1 3HUIIICHHS
JIOKYMEHTIB Ta IHIIUX MaTepiaJbHUX HOCIIB iH(OpMaIlii, 10 MICTATH CIY>KOOBY
iH(dopMmarrito, 3arBep/kKeHO0 mocTtaHoBol0 Kabinery MinictpiB VYkpainu Bin
19.10.2016 Ne 736 (mami - TumoBa 1HCTPYKIIisl), @ TaKOX IHIIMMH CIELIabHUMU
3aKOHaMH 1 HOPMAaTHBHO-TIPABOBMMH aKTaMH, IO [iIOTh y cdepi perymoBaHHS
NOpSAAKY poOOTH 3 TOKyMEHTAaMH, SIKi MICTATh CIIy>k00BY 1H(OpMaIlifo.

Ha mincrasi TunoBoi iHCTpyKii Cy/, 32 HTOTpeOU, MOXKe 3aTBEPIKYBATH BIIACHY
lHCprKI_IIIO MpO MOPATOK BEACHHS 06J11Ky, 366p1raHH;[ BUKOPHUCTAHHS 1 3HUIICHHS
JIOKYMEHTIB Ta 1HIIUX MaTepialbHUX HOCIIB, IO MICTATH CIIy>K00BY 1H(OpMAIIiTO.

[lopsimok poOOTHM 3 JOKyMEHTaMH, SKI MICTATh ):[epncaBHy Ta€EMHMUIIIO,
perymoeTrhcsi 3akoHOM Ykpainu "lIpo gepkaBHY TaeMHUIIO", a Tak0X IHIIUMHU
CHelllaIbHUMU 3aKOHAMHU 1 HOPMAaTHUBHO-TIPAaBOBUMH aKTaMH, L0 JIIOTh Yy cdepi
JIep’KaBHOI TAEMHUII.

5. 3BEepHEHHs TpPOMAJsfH, IO HE MIAJIATAIOTh PO3TISAY BIJAMOBITHO [0
MPOIIECYAIbHOTO 3aKOHOJIABCTBA Y KpaiHH, PO3IIISIAAIOTHCS B MOPSAAKY, BUBHAUEHOMY
3akoHoM Ykpainu "IIpo 3BepHeHHs rpomaiasH". J1JIOBOJACTBO 3a HHUMH BEIETHCS
3riHO 3 [HCTPYKIIi€TO 3 NUIOBO/ICTBA 32 3BEPHEHHSIMU IPOMAJISIH B OpraHax Jep>KaBHOI
BJIAJM 1 MICIIEBOTO CaMOBpsAyBaHHS, 00'€THAHHAX T'POMAJISH, Ha IMIANPUEMCTBAX, B
YCTAHOBAX, OpraHizalisXx HEe3aJIeXHO BiA (OpM BIACHOCTI, B 3aco0ax MacoBOi
1H(popmarlii, 3aTBepakeHo1 noctaHoBoro Kadinety MinictpiB Ykpainu Bizx 14.04.97 No
348.

6. [Topsiiok poOOTH B Cyal 13 3aIUTaMU Ha OTpUMaHHsS MyOiyHOi 1HPOpMaLii
3MIACHIOEThCS BIAMOBIIHO 10 3akoHy Ykpainum "IIpo poctyn o myOiivHOi
1H(popmarrii".

7. Bumoru IHCTpyKIii HE NOIMMPIOIOTHCS HA TMpoIECyaabHl JOKYMEHTH,
MOpSIIOK  OpOPMIICHHSI Ta PO3CWIIKA SIKUX PEIVIAMEHTYIOThCS TMPOIeCyaTbHUM
3aKOHOJIABCTBOM Y KpaiHH.

8. JIToBOACTBO B Cyal BEAETHCS JIEPKABHOI MOBOIO, KpPIM BUMAJKIB,
nepea0aueHuX 3aKOHOaBCTBOM Y KpaiHHU.

Yci TOKyMEHTH CyAy CKJIQJaroThCs JEPKaBHOIO MOBOK. Y BUIAJKAX,
nepeadavyeHuX MIKHAPOJHUM JOTOBOPOM YKpaiHHU, CyNl CKJIaJa€ MpoIecyaabHUN
JIOKYMEHT MOBOIO, TIEpe/10a4eHO0 BiAMOBIIHUM MI)KHAPOJHUM JIOTOBOPOM YKpaiHH,
abo J0/1a€ 10 HHOTO 3aBIpEHUN BIJIMIOBIIHO 0 3aKOHO/IABCTBA YKpaiHU MEpeKiIaja Ha
TaKy MOBY.

[HO3eMHOI0O MOBOIO MOXYTh CKIJIAJATHCS TOKYMEHTH CYAY, SIKI aIpecyroThCs
0e3mocepelHb0 MI>KHAPOAHIN a00 1HO3eMHIN oprasizalli, TANPUEMCTBY, YCTAHOBI,
nocaioBiit 0co01, iIHO3eMHOMY TpoMasiHuHY. [Ipu cknagaHH1 JOKyMEHTa 1HO3EMHOIO
MOBOIO TaK0>X OOOB'SI3KOBO CKJIAJA€ThCA MPUMIPHUK LIBOTO JTOKYMEHTa JIEP:KaBHOIO
MOBOIO. JIOKyMEHTH 1HO3€MHOIO MOBOIO  CKJIaJaroThcsl  (HepeKyIaJatoThCsl)
IpaliBHUKOM CYyJy, NpU HAsSBHOCTI BIAMOBIZHOTO cepTU(dIKATy (JOKYMEHTY MpO



OCBITY), IO MIATBEPIKYE BUIHHE BOJOMIHHS 1HO3EMHOIO MOBOIO, a00 HAJAOTHCSA
nepekiiaagy (Oropo rnmepexiaaiB) 3a MOroKCHHSAM 13 KEPIBHUIITBOM CYIY.

VY IiI0BOACTBI Cy1y MOXKYTh BUKOPHCTOBYBATHUCS BX1H1 TOKYMEHTH, BUKJIaACH1
1HO3EMHOI0 MOBOIO, 3a0e3MedeHl MNEePeKIaoM BIAMOBIIHO IO BHUMOI YHUHHOIO
3aKOHO/IaBCTBA.

9. OpraHni3ailis 1JIOBOJICTBA B CY/I1 MOKJIAAAETHCS HAa KAHIIEISAPIIO.
3aranpHe KepIBHUIITBO KaHIEISPIEIO B CY/I1 3/IIMCHIOE KEPIBHUK arapary Cyay.

Opranizaifis Ta KOHTPOJIb 3a CTAaHOM BEACHHS UIOBOACTBA, CKJIAAAHHSM,
oopmIleHHSIM, TPOXOPKEHHAM, 30€piraHHAM JOKYMEHTIB Y CTPYKTYPHHX
MiIPO31JIax amapaTy CyAy MOKJIaJAaeThCsl Ha KePIBHHUKIB IUX MAPO3/ILUTIB, a B Cylax
0€3 CTPYKTYpPHUX MIIPO3ALTIB - HA KEPIBHUKA arapaTy CyAay.

KepiBHuK anapary cyly Ta KEpIBHUKU CTPYKTYPHHUX MIIPO3ALIIB 3a0€31€UYI0Th
BUBYCHHS TMpallBHUKAMU TOJOXEHb I[HCTPYKIi 1 3A1MCHIOIOTH KOHTPOJIb 32
JOTPUMAaHHSM ii BUMOT, a TAKOXK HaJIal0Th IPAKTUYHY Ta METOAUYHY JOMIOMOTY B pa3l
noTpeodu.

VY cynax 3AiMCHIOIOTHCS TMEpIOAWYHI (aje He piAlIe HiX OJUH pa3 Ha PiK)
NEpEeBIpKY CTaHy JAUIOBOJCTBAa B MIAPO3JLIaxX amapaTy cyay. BucHoBku 3a
pe3ysbTaTaMu MEpEeBIpKM CTaHy JUIOBOJACTBA B MIAPO3AUIAaX amapary Cyzay
BUKJIQJIAIOThCSL y JOBIJLI, fKa THOJAETbCS Ha PO3IJISL KEPIBHUKOBI amapary ajis
MPUIHATTS BIJIMOBITHOTO PIMICHHS MIOAO BIOCKOHAJIEHHS POOOTH 3 JOKYMEHTAMH.
Kormist moBiIKM 1110/10 IEPEBIPKU CTaHY J1JIOBOJICTBA B MICIIEBUX CYyJlaX HaJICUJIA€ThCS
B €JIEKTPOHHOMY BUIJISAI JO BIIOMY BIANOBIIHOMY TEPUTOPIAILHOMY YIPaBIIHHIO
JlepxaBHOi Ccyq0BOi aaMiHICTpalii YKpaiHu, B anemsauiiHux cyaax - JlepkaBHiil
CYJIOBI/ aaMiHICTpalli YKpaiHu.

10. Bumoru IHcTpyKilii € 000B'I3KOBUMU JIJIs BAKOHAHHS yCiMa MpalliBHUKAMU
cyny.

[Topymennss Bumor I[HCTpykiii, a Takoxx Hemdane 30epiraHHs, yMHCHE
TICyBaHHs, OE3MMIJCTaBHE 3HMINCHHS, MIAPOOJICHHS, MPUXOBYBAHHS, PO3KpaJaHHS,
HE3aKOHHA Tepenaya 1HIINH 0co0l CIay>KOOBUX JIOKYMEHTIB, Y TOMY YHCII
SJICKTPOHHUX, & TAKOK HE3aKOHHMM JOCTYM JI0 HUX a00 0 €IEKTPOHHOI 0a3u TaHUX
TSTHE 32 cOO0X0 BIAMOBIIAIBHICTE 3TIIHO 3 YUHHUM 3aKOHOJABCTBOM.

[Ipo BTpaTy moKymMeHTa HEBIIKIAIHO JOTOBIAAETHCS KEPIBHUKOBI MiIPO3ALTY,
CKIIATAEThCs aKT (HOJaTOK 1) y TphOX NPHUMIPHHKAX, OJUH 3 SKUX IMEPEIAETHCS
KEpIBHUKOBI amapary, APYrMil - KaHUemspii s BIAMOBIJHOTO pearyBaHHsS B
YCTaHOBJICHOMY MOPSAKY, TPETIH MPUMIPHUK 3AJIMIIAETHCS Y KEPIBHUKA BIATIOBIAHOTO
nigpo3auny. [Ipo ckinageHHs akTa poOUTHCS BIIMITKA B pPeECTPALIMHUX TOKYMEHTAX.

11. JlokymeHTH cyay 3 4acy CTBOPEHHsI (HAJIXOJKEHHS) 1 JI0 Tepeadi B apXiB
cyny 30epiraroTecs 3a MiciieM (GopMyBaHHs ab0 HEHTPai30BaHO B KaHIESAPIi Cyay
3T1JTHO 13 3aTBEPIKEHOI0 HOMEHKJIATYpPOIO CIIPaB.

Hepo3srisiHyTi cynoBi cripaBu, a TaKOX 3asBH, 32 IKUMH HE BUPIIIIEHO TMTUTAaHHS
PO BIIAKPUTTS MPOBAKEHHS, Y TOMY YHUCIHI SIKI 3aJUIIEH] 0€3 pyXy ISl yCYHEHHS



HEJIOJIIKIB, IOBUHHI 30epiratucs B poOounx KaOiHEeTax i po3TamoByBaTUCS Yy madax
(ceiidbax), 3maTHUX 3a0€3MEUUTH iX 30€pPEKEHHs, 3 YHEMOXKJIUBJICHHSM JOCTYI
CTOPOHHIX 0Ci0.

JIOKyMEHTH, 1110 HaJIWIIIN 10 Cyny (3asBU, CKApTH, CIPaBH, JIUCTH TOIIO),
BUHOCHTH 32 MEXX1 MPUMIIICHHS (IPUMIILICHB) CYy 3a00POHEHO.

12. Ha mepiog THM4YacoBOi BIACYTHOCTI TIpalliBHUKa cyAy (BIIIYyCTKa,
BIJIPSJDKEHHS, XBOpoOa TOIO) BC1 HEBMKOHAHI HUM JIOKYMEHTH TEPEIarOThCS IS
BUKOHAHHS 0C001, SIKa HOT0 TUMYACcOBO 3aMiIye, ad0 1HIIIOMY MPaIliBHUKOBI anapaTy
CyIy 3a JIOPYYEHHSAM KEpiBHUKa CTPYKTYPHOTO MiAPO3ALTy ab0 KEpiBHHKA amapary
Cy/ly 3 BIIMITKOIO Mpo Tiepeaady (i3 3a3HaYCHHSIM J1aTH) B aBTOMATHU30BaHIN CUCTEMI
JIOKyMEHTOO0ITY Cyy.

Y Bumanky 3BUIBHEHHS a00 3MIHM BIJNOBIAAJIBHOI TMOCAJOBOI 0COOH
CKJIQJIa€ThCsI aKT MPUHNMaHH-TIepeIaBaHHsl CIPaB Ta JIOKYMEHTIB (10/1aTOK 2) KOMICIi,
YTBOPEHI HAKa30M T'OJIOBU CYIy.

VY pasi nikBijamii CTpyKTYpHOTO MiAPO3JAUTy anapary cyAy He BUKOHaHI il He
3aBEpIlCHI JUJIOBOJACTBOM JOKYMEHTH 1 HOMEHKJIATYpHI CIpPaBU I[HOTO MMiAPO3ILTY
NepealoThCs 3a aKTOM TMpUMaHHS-TIEpEe/laBaHHs  ClpaB Ta JIOKYMEHTIB
CTPYKTYPHOMY MiJpO3JLTy, Ha KN MOKJIAJIeHO BUKOHAHHSA (DYHKIIIH JI1KB1JIOBAHOTO
M1pO3a1Ty, a00 Mmipo3/iTy (IpalliBHUKOBI), BU3HAUEHOMY KEPIBHUKOM arapary Cyay.
CrnpaBu, 3aBepilieH1 AIOBOJCTBOM, MEPEAAIOThCS 0 apXiBY CyAYy BIAMOBIIHO 10
HOMEHKJIATypH CITPaB.

[Tpu 3BUIBHEHHI CY/J, a TAKOX B 1HIIUX BUIMAJAKaX, MEepe0aYCHUX 3aKOHOM,
KOJIM CYZAJsl HE MOK€ MPOJOBXKYBATH PO3IJIS] CIIPABU, BCl HEPO3TIISIHYTI HUM CYJIOBI
CIIpaBU 3a aKTOM NpUHMaHHS-TIEpeJaBaHHs CIpaB Ta JOKYMEHTIB MEPEIatOThCs 10
KaHIEAPii Cyay JUlsl TOAQIBIIOr0 PO3MOILTY B YCTAHOBIECHOMY MOPSIIKY.

AKT mpuwiiMaHHS-TIEpEeIaBaHHSA CIpaB Ta JIOKYMEHTIB MiAMUCYETHCS TPhOMa
MpalliBHUKaMU arapary CyJly, OJIHUM 3 SIKHX € MPaliBHUK KaHLETSPii, 3aCBITIYETHCS
MEYaTKOK Cyay. AKTH CKIIaJIalOThCS Ta MAMUCYIOTHCS HE MI3HIIE JaTH 3BUILHEHHS
cyqu (TipailiBHUKA).

13. Ctpoku 30epiraHHs CyJOBHX CIpaB 1 JOKYMEHTIB, IO YTBOPIOIOTHCS B
JISUTBHOCTI  Cy[ly, BH3HaAualoThesl llepenikoMm cyAoBHX cCHpaB 1 JTOKYMEHTIB, IO
YTBOPIOIOTHCA B NISUTBHOCTI CY/Ty, 13 3a3HAYEHHSIM CTPOKIB 30€piraHHs, 3aTBEPIKCHUM
Haka3oMm JlepkaBHOi cymoBoi ammiHicTparii Ykpainu Big 07.12.2017 Ne 1087,
[lepenikoM TUMOBUX JOKYMEHTIB, 110 CTBOPIOIOTHCS Mij] Yac MISUTBHOCTI JEp>KaBHUX
OpraHiB Ta OpraHiB MICIIEBOTO CaMOBPSAYBaHHS, 1HIIMX YCTAHOB, MIJANPUEMCTB Ta
oprasizaiiif, 13 3a3Ha4Y€HHSM CTPOKIB 30€epiraHHs JIOKYMEHTIB, 3aTBEPIKEHUM
Haka3oM MiHicTepcTBa rocTulii Ykpainu Bij 12.04.2012 Ne 578/5, 3apeectpoBaHuM y
Minictepctsi octuiii Ykpainu 17.04.2012 3a Ne 571/20884 (13 3MiHaM#).

I1. IlpuitMaHHs Ta peecTpanisi JOKYMEHTIB

1. Kanuensipist moIeHHO IpOTATOM poO0YO0Tro yacy cyay 3abe3nedye npuiHITTS
Ta peecTparliio JOKYMEHTIB, 10 MOAAI0THCS A0 BIANOBITHOTO CYAy B ManepoBii Gopmi,
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a TaKoXX B EJIEKTPOHHINM (opMi, SKIIO BOHM HATIWIUIA B MOPSAIKY, BU3SHAUCHOMY
IPOLECYaJTbHUM 3aKOHOAABCTBOM, lloJOKEHHSM Npo NOpsAIOK (PYHKLIOHYBAHHS
okpemux migcucrem €CITC.

[Ticinst oTpuMaHHS KOPECHOHACHINT 3IIMCHIOETHCS TOMEPEIHIN  PO3TIs
JIOKYMEHTIB JIJISl BiJOKpPEMJICHHSI TaKWX, IO MOTPEOYIOTh OOOB'S3KOBOTO PO3TIISTY
KEPIBHUIITBOM CYyJly @00 CTPYKTYPHUMH MiAPO3A1IaMu anapary Cyay.

2. Peectparii miaiararoTh BXiAH1, BUXiAHI Ta BHYTPIIIHI JOKYMEHTH (JOBIJIKH,
JIOTIOB1/THI 3aITUCKH, 3as1BH, IPOTOKOJIH 3aciaHb 300piB CYIIB, TOIIO).

Peectpanis B8 ACIC 3xiiicHIOETbCS BIAMOBIIHO 70 BUMOr [lojoxkeHHS Mpo
aBTOMATH30BaHy CHUCTEMY JOKYMEHTOOOITY Cyay, 3aTBEp/KEHOTO pilieHHsM Panu
cynniB Ykpaiau Big 26.11.2010 Ne 30, 13 3minamu (nani - [onoxxenns mpo AC/C).

KoxeH TOKyMEHT peecTpyeThCcsi B CyIl JUIIE OJWH pa3: BXIAHI - Yy J€Hb
HAJIXO/P)KEHHS 200 HE IMi3HiIlIe HACTYITHOTO poO0YOro AHS, SIKIIO JOKYMEHT HaIIMIIIOB
y HEpoOOUui yac, CTBOPIOBaHI - y ICHb MiANMKUCAHH a00 3aTBEpKEHHSI.

VY pa3i HEMOXKJIMBOCTI 3 00'€KTUBHHUX MPUYUH (KiHEIb POOOYOTo JHSI, TOIIIO)
3MIMCHUTH PEECTpPAIlil0 BXIJHOI KOPECTHOHJEHINI B JeHb il HaJXOMKCHHS Taka
KOPECTIOH/ICHIIISI PEECTPYETHCS B aBTOMATU30BaHIN CUCTEM1 B TEPMiH, BU3HAYCHUN Y
PO3MOPSIIPKEHHI KEepIBHUKA amnapary Cyidy, 13 3a3HA4eHHSM MPUYUH BCTAHOBJICHHS
TaKoro TEPMIHY.

SIK1I0 micnst OTPUMaHHS JOKYMEHTa €JIEKTPOHHUMU 3aco0aMu 3B'S3Ky 10 CyAY
HAJXOOUTh TAKUK JTOKYMEHT 1 Ha ManepoBOMY HOCIi, OCTaHHIN INepenaeThcs 3a
NPU3HAYEHHSM, 3 BIIMITKOO HAa pEeECTpaliiHOMY IITamMIl JaTh OJAEpKaHHS
€JICKTPOHHOTO MOB1IOMJICHHS.

VY pasi nepenadi 10KyMeHTA 3 OJTHOTO CTPYKTYPHOTO MiAPO3ALTY A0 1HILIOTO PO
e pobuthcs BianosigHa BigMiTka B ACJIC.

3. 3a 3BepHEHHSIM 0CcO0H, sIKa Mojayia TOKyMEHT /0 CYyAYy, Ha MepIiil CTOpiHIII
HAJaHOI HEI0 MarepoBOi KOMIl MPAIIBHUK arapaTry Cyny, KM MPUAHSAB JOKYMEHT,
MPOCTABIIAE 1] TEKCTOM (2 B pasi BIJICYTHOCTI TakOi MOKJIMBOCTI - Ha IHIIOMY
BUTBHOMY MICI[l) IITaMI CyIy 13 3a3HaueHHsM Jatv (y pas3l HEoOXiJHOCTI - 4acy)
OTPUMAaHHS JOKyYMEHTA, CBO€E1 IMOCa I, MPI3BHUIIA Ta MAMKUCY 1 TOBEPTAE KOIIII0 0COO0i.

4. BinnoBiganbHUM TMpAIiBHUK CyIy y J€Hb HAIXOKEHHS KOPECHOHJIEHIT
nepeBipsie  IUICHICTh KOHBepTa (TakeTa), BIANOBIAHICTh aJpecyBaHHA, 13
JTOTPUMAHHSIM MPaBWJI O€3MEeKH PO3KpUBAE KOHBEPT (TIAKET), MEPEBipsi€ BIAMOBIAHICTh
BKJIaJIEHb ONUCY (HAABHICTh JOJATKIB 10 JOKYMEHTA).

BianoBinaneHuid mpaiiBHUK CyJQy pO3KpHUBA€E BCl KOHBEPTH (MAKETH), 3a
BUHSTKOM THX, 10 MalTh Hamuc "OcoOucro" abo rpud cexkpernocti. Konseptu
(maketn) 3 BigMiTKOIO "OcoOucTo" mepenaarThes aapecaTam 0€3 BIIKpUBaHHS.

KonBeptu (makern) 3 rpudoM CEKpETHOCTI MEPEAAOThCA A0 MIAPO3AUTy ado
MpaliBHUKY amapary Cyay, SKUH BIAMOBITAE 3a PEKUMHO-CEKPETHY poOoTy, 0e3
BiJIKpUBAHHSI.



11

Kousept 3 rpudom "miga ciayk00BOro KOPUCTYBaHHA" pO3KPUBAIOTHCA
BIJINIOB1IAJIbHUM IIPALlIBHUKOM, SIKHI Ma€ IIpaBo MPAIOBATU 3 JOKYMEHTaMH 3 TpUPOM
"1n71st C1y>k00BOT0 KOPUCTYBaHHSA".

5. TloMHIIKOBO JOCTaBJCHI JO Cydy JOKYMEHTH HE PEECTPYIOThCS Ta
MIEPECUIIAIOTECS aJIpecary, SKIIO HOTO MiCIIe3HaXOKEHHS BijjoMe, a00 MOBEPTalOThCS
BIIMPABHUKY Pa30M 13 CYIPOBITHUM JINCTOM 3a MIAIMKUCOM KEpiBHHKA amapary Cyay
a00 BU3HAUYEHOI HUM B1IIOBIJAILHOI OCOOM.

6. KonBeptu (makeru), B SKMX HaAXOAATh JOKYMEHTH, HNPHUEIHYIOTHCS 0
OJIep>)KaHUX JOKYMEHTIB. Y pa3i ofepaHHsS JOKYMEHTIB y MOIIKOKEHIN YIMaKoBIIl,
ab0 SKIIO TPHU BIAKPUTTI KOHBEpTa (MMaKeTa) BUSBICHO BIICYTHICTH Oyab-SKOTO
JIOKYMEHTa YW JI0J1aTKa A0 HBOTO, MPO 1€ CKIATAEThCS aKT (I0AaToK 1) y aBoX
NPUMIPHUKAX, OJWH 3 SIKHX HAJCHIIAETHCS BIIMPABHUKY, a OPYTHA JAOJAETHCS IO
BXIJTHUX JIOKYMEHTIB.

VY pa3i HanxoJDKEHHS 3a0pyJHEHUX YU TMOIIKOHKEHUX JOKYMEHTIB, 3MICT 1
PEKBI3UTH SIKMX HEMOXJIMBO BCTAaHOBUTH, CKIIAJIA€ThCA akT (AomaTtok 1) y aBox
MPUMIPHUKAX, OJIMH 3 SIKUX HAMpaBIAE€TbCA BIMIPABHUKY Pa3oM 13 JOKyMEHTaMH 0e3
iX peecrpariii.

7. Ilpu HaAXOMKEHHI 0 CYyAy CYJOBOi cIpaBu (MarepialiB KpUMIHAJIBHOTO
MIPOBAJIPKEHHS ) IEPEBIPAETHCS HASIBHICTD I0JIaTKIB, 3a3HAYEHUX Y CYIPOBITHOMY JIUCTI
CyIly, 3A1MCHIOETbCS OTJISAJ CTaHy CIpaBU (HAsSBHICTh TOMIB, MOBHOTA MiAIIMBaHHS
MaTepiaiiB CIpaBH, HASBHICTh OMNHUCY, BIJAMOBIJHICTh 3MICTY ONHUCY (PAaKTUUYHIN
HasIBHOCTI JOKYMEHTIB, HAJEKHICTb O(OPMIICHHS 1 3aCBIIYEHHS MIAMUCAMU OIHUCY
CIIPaBH).

VY pa3l BUABIEHHS HENONIKIB Yy (OpMyBaHHI CyJIOBOI CHpPaBH KaHLEJSAPISA
(BIANOBILAHUI CTPYKTYPHUHN MIAPO3/1d) CKIaAa€ akT MpO CTaH CHpPABH, IO HaAlMIILIIA
JI0 Cy1ly, 1 10JTyda€e Moro 10 MaTepiaiiB CIIPaBH.

He nigysraroTs peecTpaiiii pekjiaMHi MOBITOMIJICHHSI, TIJIaKaTH, MPEUCKYpPaHTH,
BITAJIbHI JIUCTHU 1 3aIPOIIEHHS PEKJIAMHOTO XapakTepy, APYKOBaH1 BUIAHHS (KHUTH,
YKypHaJIi, Ta3eT, OI0JIETEH1), JOKYMEHTH OCOOMCTOTO XapaKTepy, a TAKOK 3a0pyIHEHI
Ta MOIIKOJKEH] JOKYMEHTH, 3MICT Ta PEKBI3UTH SIKHX HEMOKJIMBO BCTAHOBUTH.

8. JlomaTkoBl TOKyMEHTH (MaTtepiaiu), MO CTOCYIOThCS PO3TIISITY KOHKPETHOI
CYZIOBOI CIIpaBH, sika iepedyBa€e y MpOBaKEHHI Cy1y, Y TOMY YHCIIi 3asBU PO BIABIJ,
peecTpyloThCs 3a JATOK0 1X HAAXOMKEHHS N0 cyay. Y pa3l HaaXOMKEHHS IHX
JIOKYMEHTIB y J€Hb PO3IJIAy CIIPaBU B Cy/Il BXIJIHI IOKYMEHTH PEECTPYIOTHCA TAKOX
3a 4acoM 1X HaAXOJPKCHHS.

9. Ha nepmioMy apky1ii BX1JHOTO JJOKyMEHTa B aneposiil hopmi (y ToMy uucii,
y pa3l pO3JIPyKyBaHHS TMAarepoBOi KOMIi BXIJHOTO EJIEKTPOHHOTO JOKYMEHTA) Yy
MpaBOMy HHUXHBOMY KyTi a00 BUIBHOMY BiJl TEKCTY MICI1 MPOCTaBISIETHCS
peecTpaliifHa TO3Hauka (IITamIl), B SKOMY 3a3HAu4alOTbCS JaTa peecTparlii,
peecTpariiftauii Homep (Ta 32 HeOOX1THOCTI - HAMMEHYBaHHS Cyy) 1 MAMKIC 0CO0H, SKa
3MIMCHAUIIA PEECTPAIliIo JOKYMEHTa, a B pa3i HEOOX1THOCTI - 1 9ac MOTaHHs JOKYMEHTA.
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10. IlpuitmanHs Ta epeAaBaHHs TOKYMEHTIB €JIEGKTPOHHUMHU 3ac00aMH 3B'A3Ky
3MIACHIOETHCS BIAMOBITHO JO MPOIECYabHOTO 3aKOHOJABCTBA, [lonoxkeHHs mpo
nopsiiok (pynkiionyBanas okpemux migcucteM €CITC, TMonoxeHHs Tpo MOPSIOK
BUKOPHUCTAHHS PECYPCIB JIOKaJIbHOI OOYMCITIOBAILHOT Mepexi B Jlep)kaBHIM CynoBii
aaMiHicTpamii  YKpaiHu, TepuUTOpiaibHUX YIpaBiiHHAX Jlep:kaBHOI  Cy/OBO1
afaMiHICTpamii YKpaiHu, MICHEBUX Ta ameNsalIMHUX CyJax 3arajibHOi FOPUCIMKIIIT,
3atBepmkeHoro Hakazom JICA Vkpainu Big 04.12.2013 Ne 164, ta TumuacoBoro
nopsAaKy 0OMiHY OIIIIHHUME €IEKTPOHHUMH JOKYMEHTaMHU, 3aTBEPAKEHOT0 HAaKa30M
JCA VYxpainu Big 15.11.2016 Ne 231.

JIOKyMEHTH (B TOMY YHUCIII MPOIIeCyalIbHI JOKYyMEHTH, TUCHMOBI Ta €EKTPOHH1
JIOKa3| TOIIO), TIOB’SI3aH1 3 PO3TIISIOM CIIpaB y Cy/i, MOXKYTh IMOJAABATUCS JI0 CYIy B
€JIEKTPOHHIM (pOpMI BUKIIIOYHO 3 BUKOPHUCTaHHAM MijcucteMu "EnekTpoHHuii cyn',
SKIIO 1HIIE HE BU3HAYECHO MPOIECYaTbHUM 3aKOHOAABCTBOM 4H [lonOXKEeHHSIM Mpo
nopsiiok pyHkiionyBanss okpemux migcuctem ECITC.

Ocobawm, siki 3apeectpyBanu Enexrponnuii kabinet B €CITC, cyn Bpyuae Oy/ib-
Kl JIOKYMEHTH Yy CIpaBaxX, B SIKUX Taki 0coOu OepyTh y4yacTh, BHUKJIIOYHO B
SJIEKTPOHHIN (HOpMi IIIAXOM iX HampaBIeHHs 10 EIeKTpoHHOTO KabiHEeTy TaKuX Ocio.

[Tpu po6OTI 3 AOKYMEHTaMH, 1110 TPUIUMAIOThCsI 00 MEPEIA0ThCS €IEKTPOHHOIO
MOIITOIO CYJIJaMH, 3aCTOCOBYIOThCSI O11I1iHI €JIEKTPOHHI aAPECH IIUX CY/I1B, BU3HAUCHI
[Tono>keHHAM TNpO TOPSAOK BUKOpHUCTaHHS pecypciB Mepexi Inrepner B JICA
VYkpainu, teputopianbHux ynpaiaiHHAX JCA VYkpainu, mnignpueMcrBax, U0
Hanexarb 10 chepu ynpaBninaa JICA VYkpaiHu, MICUEBUX Ta aneiasUiiHUX cydax,
3arBepkeHuM Haka3zoMm JJCA VYkpainu Big 15.11.2016 Ne 230.

11. CypnoBi cnpaBu, a TakOX 1HIII JOKYMEHTH 1 MaTepialiv, IO CTOCYIOThCS
pO3MIIsiAy CYIOBHX chOpaB y cyal, npuiimae Tta peectpye B ACIHC xanmemspis
BiAnoBigHO 10 [Tonoxxenns mpo ACJIC.

[Ipu HaAXOMKEHHI 1O CyAy eJIEKTPOHHOrO JIOKYMEHTa, 3acCBiIUEHOTO
KBaT1(hiKOBAHUM €JIEKTPOHHUM MIAMUCOM, OPUTIHAI TAKOTO €JIEKTPOHHOTO IOKYMEHTa
BHOCUTHCA 10 ACJIC pazoM 3 BIAMOBIIHUM KBaJli(hiKOBAHUM €JIEKTPOHHHUM IM1AMICOM
Ta 3BITOM PO PE3yIbTATH MEPEBIPKU AIMCHOCTI IIBOTO i IUCY.

12. TloBimomIIeHHS TIPO BPYUYEHHS TOIITOBOTO BIAMPABIICHHS aJpeCcaToBl MiCIs
MOBEPHEHHS /10 CyAy, Y TOMYy uuciai 3acobamu migcuctemu "EnexktpoHHuit cyn',
JOJIYY9arOThCS 110 MatepianiB cynoBoi crupasu. [Ipu mpomy no ACIC BHOCATHCS
BIIOMOCTI Mpo (akT BpydeHHs (HE BpPYUEHHs) JOKYMEHTIB aJpecaToBl Ta HAaTy
TIOBEPHEHHS /10 CY/y MOBIIOMIICHHS .

13. IlpouecyanbHi JOKYMEHTH, 10 HAAIWIIUIM HaNepeaodHl PO3IJIsay CIpaBU
a0o0 B JICHb PO3TJIsATY cripaBy, micis ix peectpaiii B ACIC 13 3a3HaUeHHSAM JaTH 1 4acy
OTPUMaHHS LMX JOKYMEHTIB HETaWHO MepealoThCs CYIASM, B MPOBAKEHHI SKUX
3HaXOJAThCS BKa3aHi crpaBu, 13 3azHaueHHsM B ACJIC gatu 1 yacy mepenayi Ta
OTPUMAaHHS [UX JTOKYMEHTIB.

14. JlokymeHTH, sIKI OTPHUMAaHO BiJ YYaCHHUKIB CyAOBOTO Mpoiecy abo ix
MPEICTaBHUKIB, OE3MOCEPETHBO ITiJT Yac CYJOBOTO 3acCilaHHS 3a PE30JIOIIEI0 CYIIl
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(cynai-momoBizavya) mepesaroThes IS PeecTpallii 10 KaHIeIspii Cydy He TMi3HiIe
HACTYITHOT'O pOO0YOro JIHS, MiCJIs YOr0 JIOJIYYAr0ThCS IO MaTepiajliB CIIPaBH.

15. KoxHiii cymoBiii cropaBl (KpUMIHAIbHOMY IPOBAPKEHHIO) HAJIA€ThCS
€IMHUN YHIKQJIbBHUN HOMeEp, SKUH ¢GopMmyeThbcs BIANOBIAHO 10 IlosioxkeHHS mpo
ACJC.

16. ACHAC Moxe aBTOMaTUYHO (POpPMYBATUCS HOMEP MPOBAIKEHHS CYIOBOI
CIIpaBU, HEOOX1AHUM SIS UTOBOJICTBA BIJIIIOBIIHOTO CYTy.

VY pasi po3risiay Mo CyTi B MEXax CrpaB Mpo 0aHKPYTCTBO MO30BHUX 3a5B, 3a5B,
TaKiil CIipaBl MPUCBOIOETHCS €UHUNA YHIKQIBHUN HOMED CIPaBH PO OAaHKPYTCTBO Ta
B Iy’KKaX 3a3HA4Ya€ThCs €JMHUN yHIKaIbHUN HOMED cripaBu. CripaBu, sIKi iepeaaHi AJis
PO3MIISAY B MEXKaX CHpaB MPO OAHKPYTCTBO 3 TOCTIOAPCHKOTO CyAy abo CY/IB 1HIIUX
IOPUCIUKIIN, MICTATh €IMHUM YHIKaJbHUNA HOMEp CIpaBH MpO OAHKPYTCTBO Ta B
Iy’)KKax - €IWHUN YHIKAJIbHUA HOMEp CHpaBH, KM OyB BU3HAUEHUU paHILIE.
[TpouiecyanbHi JOKYMEHTH B TaKMX CIpaBax, sKi MOXYTb OyTH OCKap>KeHI B
anesIiiHOMY YU KacallifHOMY MOPSIKY, MalOTh MOABIMHUNA HOMED.

17. Peectpamiss Ta O0O0JIK CYJOBUX CIpaB (MaTepiajliB KpUMIHAJIHLHOTO
npoBajkeHHs) y cyai  s3aiicHioTees B ACIC B 00J1KOBO-CTaTHUCTHUUHHUX
(iHdopmarliitHuX) KapTKax, 3 BAKOPUCTAHHSIM BIAMOBIAHUX 1HIEKCIB (104aTOK 3).

B oOnikoBo-cTtatuctuunux (iHQOpMaIIHHUX) KapTKax 1 peecTpariiHux
KypHajiaX BCl MYHKTH 1 rpadu (€JIeKTpOHHI MoJis), nepeadadeHi ¢GopMamu Ta
BigmoBimauMHu ToiasMu B ACJIC, 3amoBHIOIOTHCS BIANOBIAATLHUMH 0COOAMU
BIJIMOBIAHO /10 PYXY CIIPaBH.

Kareropis cipaBu BU3Ha4a€eThCA B CyAl NEPIIOT IHCTAHIII:

JUISl TIPOBEICHHS aBTOMATUYHOIO PO3MOJAUTY CIpaB - BIJANOBIIAJbHUM
MpaIiBHUKOM arapary Cyay;

M1]1 Yac 3/1MCHEHHS CYJJOYMHCTBA - TOJIOBYIOUMM CYJIJICI0 Y CTIPaBi.

Kareropist cnpaBu Moke OyTH 3MiHEHa TOJOBYIOUUM CYIJCIO JIO 3aBEPIICHHS
PO3TIISAY CIIPaBH.

18. Baecenns indopmartii 1o AC/IC, y Tomy uuchi mpo pyx CyJ0BOi ClIpaBH, B
000B'S3KOBOMY TIOPSIJIKY 3IHCHIOETHCS BIAMOBIIAILHAM TPAIIBHUKOM amnapary Cyay
BIJIMTOBITHO /10 OTO (PYHKITIOHATBHUX OOOB'SI3KIB.

[adopmartis momo pyxy crnpasu BHOCUThCS A0 ACJIC HEBiIKIagHO, Y JICHD
YXBJICHHS BIJMOBIJHOTO CYJOBOTO PIIICHHS (BIAKPUTTS TPOBAKEHHS y CHpaBi,
3YNUHEHHS MPOBA/KEHHS Yy CIpaBl TOIIO) ad0 MPOBEIEHHS MEBHUX JiH y CIpaBi
(HampaBJIEHHs CIpaBU B CyJ anesslidHOT YK KacalliHOl 1HCTAHIIII, BUJaya HaKazy
TOIO), aj€ HE II3HIIIE HACTYMHOTO POOOYOro [HS, SKIIO PIIIEHHS YU i
YXBaJICHO/BUMHEHO Y HEPOOOUYMI yac 4YM B TEPMiH, BU3HAYEHUN KEPIBHUILITBOM CY.Y,
13 3a3HAYEHHSIM [IPUYMH BCTAHOBJIEHHS TAKOTO TEPMIHY (HApHKIaa, KIHEIb pOO0YOro
qacy, HeJIOCTaTHIM JJIs 31HCHEHHS BIIMOBIIHOT JIi1).
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BigoMocTi 110710 y4acHUKIB CyJOBOTO Mporecy (3a HAasBHOCTI BiAMOBITHOI
iH(dopMalrii) MaroTh 3a3Ha4aTUCs 0€3 BUKOPUCTAHHS CKOPOYCHb.

19. Slkmio B ogH1M cripaBi, 110 HAIAIIIIA 10 CYAY anesaiiiHOT 1HCTaHIII1, TOJaHo
amneJsIiiHI cKaprd Ha JeKiIbKa CYJOBHX PIIlICHb, TO CIpaBa PEECTPYEThCS 3a
KUTBKICTIO OCKAp)KyBaHUX PIIICHb.

VY pa3i HaIXOMKEHHs ACKIIBKOX aneNAliiHUX CKapr Ha OJHE 1 T€ X CYHOBE
pIILICHHS, TO TaKi alesAIiiiHI CKapTyd PEECTPYIOTHCS 3a OJHIEI0 CIPABOIO BIMOBIIHO
JI0 OCKApKyBaHOTO PIIICHHS.

I11. ITepenaBanHs npouecyajJbHUX JOKYMEHTIB (CyI0BHX CIIPaB) 1JIA
posrasay. IlpoxomxeHHs npouecyajJbHUX JOKYMEHTIB y Cyai

1. BusHaueHHs cyqal sl po3MVISly KOHKPETHOI CIpaBH 31HCHIOETHCS
BiAnoBigHO 110 [Tonoxxenns nmpo ACJIC.

2. Ilicna 3aBepiIeHHs aBTOMATHU30BAaHOTO PO3MOAUIY CYIOBI CHpPaBU
nepearnThes Cynal (Cyaai-A0MoBifady) g PO3TIALy MiJ MIANUC Y 3arajJbHOMY
peeCTpl CyJJOBUX CIpaB ab0 OKPEMO CKJIAIEHUX PEECTPaX CyIOBUX CIIPaB Ha KOKHOTO
CyJUTIO (CYIITIO-TTOTIOB11aua) y MOPSAKY BU3BHAYEHOMY B CY/I.

PGGCTpI/I CyAOBHX CIIPaB 36€piFaI-0TI>CH B OKpCMHUX CIIpaBaX 3a HOMCHKJIATYPOTIO.

Cnucok CyJoBHUX CIpaB, MPU3HAYEHUX JI0 PO3TIISAY, 32 Oyb-AKUI Mepioj, o
KOHKPETHOMY CYJJIl Ta MO Cyay B IIJIOMY, PO3JPYKOBYETHCS Ta HAJa€ThCcs B pasi
HAJIXOJDKCHHS BIJIMOBITHOTO 3aITHTY.

3. KopecnonaeHIisi, 110 CTOCYEThCS PO3IIISIAY KOHKPETHOI CHpaBH, MICHS ii
peectpauii B ACJIC, nepenaeTscst cyanl (Cyaai-a0noBifady), y TpOBaIKEHHI SKOTO
nepeOyBae cupasa. [lepenaBaHHs JOKYMEHTIB 3A1MCHIOETHCS MiJ MIAMKUC Yy PEECTPI B
NOPSJIKY, BU3SHAYEHOMY B CY/Ii.

4. I1o30BHI 3asBH, CIIpaBH, SIK1 HAIIMIILIK 3 1HIIUX CY/I1B, MOJAHHS, anesaIiiH1
CKapru, 3asiBU MPO Meperisj CyI0BUX PIllIEHb 32 HOBOBUSIBIICHUMHU 200 BUKJIIOYHUMU
oOcTaBMHaMHM, 1HII TepeadavyeHi 3aKOHOJAABCTBOM IIPOIECYalIbHI JOKYMEHTH, IO
MOAAIOTHCS IO CY1y 1 MOXKYTh OYTH MPEIMETOM CYJI0OBOT'O PO3TJIISTY, PEECTPYIOTHCS B
JIeHb X HaJIXOJDKEHHS B MOPSAKY, YCTaHOBICHOMY po3aiiom Il [HcTpykiii.

5. 3ycTpiuHi MO30BHI 3asBH, MO30BU TPETIX 0CIO, 5K 3asABISAIOTH CAMOCTIHHI
BUMOTH Ha TpeAMET cropy, mimsraits peectparii B ACJIC Ta mepemaroThcsi Ha
po3risaf BianosiaHo 10 [lomoxenns nmpo ACJIC.

6. Y pa3l o0'enHaHHS CyAOBUX CIpaB (MaTepialliB KPUMIHAIBHOTO
MIPOBAJKEHHS ) B OJIHY 1l MPUCBOIOETHCS €IMHUM YHIKAIBHUN HOMED Ti€1 3 00'€THAHNX
cIpaB (MaTepiajiB), ika HaJIHAIIA 10 CYy MEPIIOIO.

BianosinHo 1o nocranoBu (yxBanu) cyay BHocutbes iHpopmanis B ACC mig
HOMepoM 00'€/THaHOI cripaBu (MaTepiaaiB KPUMIHAIBHOTO TPOBAIXKEHHS) Ta BIAMITKH
npo 00'eqHaHHA cripaB (MaTepialliB KPUMIHAJIIBHOTO MPOBA/KEHHS) 13 3a3HAYCHHIM
HOMEpa HOBOI CY/I0BOi cIipaBy (MaTepialiiB KpUMIHAIBHOTO TTPOBAKEHHS).
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7. Y pa3l BUAUIEHHS MarepialiB KPUMIHAIBHOTO MPOBAKEHHS B OKpeMe
NPOBA/KEHHS, PO3'€JTHAHHS [TO30BIB Yy CIIPaBi B CAMOCTIiTHI MPOBA)KEHHS HOBA Cy10Ba
crpaBa (MaTepiadd KPUMIHAJIBHOTO MPOBAKEHHS) PEECTPYETHCS K Taka, IO
HaJI{IIIa 10 CYay B I€Hb IIOCTAHOBJICHHS BiAMOBIAHOTO MPOIECYAILHOTO JOKYMEHTA
(II0CTaHOBY, yXBaJIK) Cy.y. Lif IPUCBOOETHCSA HOBHUIA €JMHUI yHIKaJIbHHUI HOMED.

Jlo HOBOI cripaBu (MaTtepiajiiB KPUMIHAJIBHOTO MPOBAKEHHS) IIIIHBAIOTHCS
(momyuarotbest 3acobamu ACJIC) 3aBipeHi CyAIer0 KOl MpoLecyalbHUX TOKYMEHTIB
3 MONIEPETHBOI CIIPABH, 10 MAFOTh 3HAYCHHS IS ITi€1 CTIpaBH.

8. Y pasi ckacyBaHHs CyIOBOTO PIIlIEHHS 3 HANPaBJICHHSM CIpPaBH HAa HOBUU
PO3TIISAl Ta y BUMAJKY, KOJH CIIpaBa HAIMIIIIA 3a MiACYAHICTIO 3 1HIIIOTO CyAy, TaKa
CIpaBa MiJIsIrae peectparii 6e3 3MiHU €IMHOTO YHIKAIbHOTO HOMEpPA CIIPABH.

9. Sk10 cya0M pO3IIsiHYTO MaTepiaiyu KPUMIHAIBHOTO IPOBAIKEHHS CTOCOBHO
KUIbKOX OOBHMHYBAUC€HMX, a W00 IHIIMX MPOBAIHKEHHS 3YMUHEHO (HAMPUKIA],
OTOJIOIIEHO PO3IIYK), Taki MaTepiadl BUOKPEMIIOIOTHCS, (DOPMYIOTHCS B OKpeMi
OOKJIaJIMHKH Ta MIAraoTh 000B's13k0Bi1H peectparlii B ACJIC 3 mprCBOEHHSIM HOBOTO
€IMHOTO YHIKAJIBHOTO HOMEpA, Ta BHECEHHIM 1H(MOpMaIlii 11010 0C10, CTOCOBHO SIKHX
MPOBAIPKEHHS 3yITMHEHO.

10. ITo30BHI 3asBH, TO30BH TPETIX 0CI0 13 CAaMOCTIHHUMHU BUMOTaMHU, arleJIsIiiH1
CKapry, 3asBH MPO MEPETJIss]l CyJA0BOr0 PIIIEHHS Y 3B'SI3KYy 3 HOBOBHUSBICHUMH a00
BUKJTIOUHUMH 00CTaBHHAMHM, a TAKOXK 1HIIN 3asBH, KJIOIIOTAaHHS, CKaprH, sIKi1 3aJIUIICH]
YXBaJIOIO Cyay 0€3 pyXy, pa3oM i3 JOAaHUMHU 10 HUX MaTepiajaMu, 110 HaJ1HIuM 10
Cyny y mamepoBiil (opmi, BKIAJAIOThCS B OKpeMl OOKIAAWMHKHU 13 3a3HAYCHHSIM
€IMHOTO YHIKAJTLHOTO HOMEpa chpaBH. IIpoTsIroM CTpoKy, BCTaHOBIICHOTO IS
YCYHEHHSI HEJIOJIKIB, TaKl MaTepiaii y nanepoBii popMi 30epiraroTbCss HEN AU TUMHU
y TOJIOBYIOUOTO CYJIII.

VY pasi HaAXOMKEHHs 3asgBU NMPO O3HAMOMIIEHHA 3 Martepiajlamu CIpaBu y
nanepoBiit opmi BKazaHl JOKYMEHTH MiAMIUBAIOTHCA Ta 0()OPMITIOIOTHCS BIATOBIAHO
1o po3auny VII Bkazanoi [HCTpyKITii.

11. Tlo3uBauy/3assBHUKY/CKApKHUKY a00 MPEJICTaBHUKY I103UBaYa/3asIBHUKA/
CKapKHMKAa  MICAS  TOCTAaHOBJIEHHS  yXBaJIM MpO  3aJMILIEHHS  TO30BHOI
3asBH/3asBU/CKapTH/KIONOTaHH 0€e3 pyXy HaJCHIIAEThCS KOIiS YXBalW B MOPSAKY,
BHU3HAUEHOMY MPOLIECYyaJTbHUM 3aKOHOJABCTBOM - 10 ENeKTpoHHOro kabiHeTy abo
PEKOMEHJOBAaHUM TIOIITOBUM BIAMPABIECHHSAM 13 TOBIAOMIICHHSM MPO BPYYEHHS a00
BUJIA€THCS L1 0COO1 M1J] PO3MHCKY .

[TinTBepKEHHS MPO TOCTABJICHHS BIAMpPAaBICHHS 10 EjleKTpoHHOro KabiHETYy
noiy4daeTbes 1o MarepiamiB crpaBu 3acobamu ACJIC. TloBimomiieHHsI PO BpyUCHHS
MOIITOBOTO BiAMPaBICHHS MICIs MOBEPHEHHS 10 CYJy UM PO3IMKCKA BKJIAIA€ThCS 200
BIJIMOBIHO MiAIIMBAETHCS 10 MaTepialiiB CIIPABH.

12. Tlo3oBHa 3asBa/3asiBa/cKapra/KJIONOTAaHHS, L0 HAAIAIUIA B MOPSAKY
YCYHEHHS HEIOMIKIB, 3 JOJaHUMH TOKyMEHTaMU, IepeaaeTbCs Ui PO3TISAY CY 1.
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13. V pa3i nmocTaHOBIECHHS CYJJCI0 yXBajld IMpPO TOBEPHEHHS/BIAMOBY Yy
BIIKPUTTI MPOBA/KEHHsS y CIpaBl Taka yxBajla HAJICHJIAE€ThCS 3aSBHUKOBI IICHS i1
MIOCTAHOBJICHHS B TOPSJIKY, BU3HAYCHOMY MPOICCYaATbHHM 3aKOHOJABCTBOM - IO
Enextponnoro kaGiHery a00 peKOMEHJOBAaHWM IIOIITOBUM BiANpPaBICHHIM 13
TIOB1IOMJICHHSIM TIPO HOTO OZICpKaHHSI Pa3oM 3 TI030BHOIO 3asBOI0/3as1BOI0/CKAPTOIO Ta
BCiMa JI0JJaHUMH JI0 Hei TOKYMEHTaMHU.

14. 3a pesynbpTaTamMu MiArOTOBYOrO CYAOBOTO 3acifjaHHS CEKpeTap CYIOBOTO
3acifaHHd 3Q1MCHIOE BIAIIOBIIHI ii:

1) y pa3i moCcTaHOBJIEHHS Cy/IOM yXBaJId TIPO MPU3HAYEHHS CYI0BOTO PO3TIISLY:

BUKJIMKA€ YYACHUKIB CyJIOBOTO MPOBA/KEHHS Ta 1HIIUX OCi0, K1 MalOTh OyTH
MPUCYTHIMH MPU CYZOBOMY PO3TIISII;

HaJICUJIA€ MMChbMOBE 3aMPOIICHHS PO BUKJIUK MPUCSKHUX (32 HEOOX1THOCTI);

oopMIIsie Ta HAJICUJIAE B pa3l MPUUHATTSA CyAOM PIlIEHHS PO MPU3HAYECHHS
3aXMCHHUKA BIAMOBIIHI MOBIIOMJIEHHS J0 HEHTPY 3 HaJaHHs 0€30IUIaTHOI BTOPUHHOI
JIOTIOMOTH;

HAJICUJIa€ B pa3l MPUUHATTA CYJIOM pIIICHHS PO 3allydeHHs Iepekiagada
BIJIMOBIIHI TTOB1IOMJICHHSI TIPO BUKJIMK MEpeKyaaaya;

HAJICWJIA€ B pa3i MPUUHATTS CyI0OM PIIlIEHHS PO HAKIIAJIEHHS apellTy Ha MaitHO
KOIIIIO YXBaJl KOMIIETEHTHUM OpraHaM JJisi BiJioMa Ta BUKOHAHHS,

y pa3l NPUUHATTS CYJIOM DIIICHHS MPO 3MIHY 3alMOO0DKHOTO 3aXOJy HaJICHUIIAE
KOITIFO YXBaJM KOMIIETEHTHUM OpraHaM JJIs BiJloMa Ta BUKOHAHHS,

2) y pa3l yXuJIeHHS OOBMHYBAYE€HOTO BiJl Cy/ly Ta OTOJIOLIEHHS HOTO PO3LIYyKY
abo B pa3l 3axBOPIOBaHHS OOBMHYBAYEHOrO0 HA NCUXIYHY UM 1HIIY TSKKY TPUBAILY
XBOpOOY, sIKa BUKJIIOYAE MOr0 y4acTh y CyJJOBOMY MPOBAXKEHHI, Ta MMOCTAHOBJICHHSA
CYJIOM BIAMOBIJTHOT yXBaJIH:

HaJICWJIa€ CIII4oMy Ta/a00 MPOKYpOpYy KOMII0 YXBIM MPO 3yMUHEHHS
MPOBAPKEHHS Yy CIpaBl MJis Opraizaiii po3niyKy OOBHHYBAUY€HOTO (SIKIIO
MPOBAPKEHHS Y CIPaBl 3yMUHEHO JI0 PO3IITYKY OOBUHYBAYEHOTO);

HAJICUJIa€ YYaCHUKAM CYJOBOTO MPOBAKEHHS MOBIIOMJICHHS PO 3yMHHEHHS
MPOBAKEHHS Y CTIPaBl Y IOPSIIKY 1HPOPMYBaHHS;

3) y pa3i npuiHATTS PIIICHHS PO 3BEPHEHHS 3 TIOJIAHHSM JI0 CYAY anesIiiHol
IHCTaHIli JJi1 BHPINIEHHS THUTAHHS TPO HAMpaBJICHHS CYAOBOi CIpaBU
(KpUMIHAJIBLHOTO TPOBA/KEHHSI) 3 OJHOTO CyAy M0 1HIIOTO - 1H(GOPMYE CTOPOHU Ta
IHIIMX YYaCHUKIB MPOBAHKEHHS;

4) siki1o 0OBMHYBaueHMM IepeOyBae i1 BApTOI0, HAJICUIIAE aMIHICTpallli MiCIs
MONEPEAHLOTO YB'S3HEHHS CKpIIUIEHE BiJOMTKOM TrepOoBoi medatku cyay (3a
MIJMUCOM CY/IJI1) TOBIJIOMJICHHSI, 110 OOBHHYBAUE€HHMH paxyeTbCsl 3a BIAMOBIIHUM
CynoMm;

5) y pa3i MOCTaHOBJIEHHS YXBaJM PO IMPOBEACHHS MiJrOTOBYOIO CYIOBOIO
3aciJaHHS 33 Y4acTIO OOBUHYBAUYE€HOTO B PEXHUMI BIICOKOH(DEPEHIIIT 3a KIONOTaHHAM
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OOBHMHYBA4Y€HOT0, KMl TepedyBae MiJ BapTOIO, KOMis YyXBaJId HAMpPABISETHCS B
YCTAHOBY MicCIIs ITOTIEPETHHOTO YB'SI3HEHHS.

15. V pa3i nomaHHs ameisAniiHOI CKaprd Ha yXBajdy HpO ITOBEPHEHHS
OOBHHYBAJILHOTO aKTa, KJIOMOTAHHS TMPO 3aCTOCYBaHHS MPUMYCOBUX 3aXO/IIB
MEJIUYHOT0 200 BUXOBHOTO XapaKTepy MPOKypopy, arnesdiliiiHa ckapra 3 MaTepiajlaMu
KPUMIHAJIBHOTO TIPOBA/KEHHSI HAJACHJIAETHCA B ANENSAIINHUN CyJ, MPO IO TaKOX
1H(GOOPMYIOTHCSl YUaCHUKU KPUMIHAIBLHOTO TIPOBAIKEHHS.

16. YV pa3i NMOCTaHOBJIECHHS CYAOM YXBajH MPO 3aKPUTTA KPUMIHATHHOTO
IIPOBA/HKCHHS KOSl yXBaJld HEBIAKIAIHO HANPABIAETHCS (BPYUYAETHCS) yYaCHUKAM
KPUMIHAIBHOTO TIPOBAKECHHS.

VYxBasia npo 3aKpUTTS KPUMIHAJIBLHOIO MPOBAKCHHS IMICHS 3aKIHUCHHS
BCTAHOBJICHOTO 3aKOHOM CTPOKY JUIS TIOJIaHHS amleSIIiiHOT CKapTy 3BEPTAETHCS 10
BUKOHAHHS 3a TMpaBWJIAMH, BCTAHOBJICHUMH JJI1 BUKOHAHHS CYJAOBHX PIIlICHb
(BiAmoBiAHUM OpraHaMm (oco0aM) HaJCUJIAIOTHCS MOBIIOMJICHHS MPO BUKOHAHHS Ta
JIOJTA€THCS KOIIisl YXBaJIM MPO 3aKPUTTS KPUMIHAIBHOTO MPOBAHKCHHS).

17. YV pa3i NOCTAaHOBJICHHS CYJOM BHUPOKY, SIKUM 3aTBEP/XKEHO YTOJy, KOIis
BUPOKY HEBIJIKIATHO HAMPaBISAETHCA (BPYyYa€ThCA) YYaCHHKAM KPUMIHAJIBHOTO
MIPOBAKEHHS.

Bupok cyny, siKkuM 3aTBEpI)KEHO YroJy, MICJsl 3aKIHYEHHS BCTAHOBJIIECHOTO
3aKOHOM CTPOKY IJisi TOJAHHS amesIiiHOI CKapru 3BEPTAEThCS J0 BUKOHAHHS 3a
MpaBUJIaMH, BCTAHOBJICHUMH JIJIsl BAKOHAHHS CY/IOBUX PIIICHbD.

18. ¥V pa3i nmomaHHs aneisiuifiHOI CKaprd Ha BUPOK CYNy, SIKMM 3aTBEPIKEHO
yrogy, amneismiiHa ckapra 3 MareplajamMd KpHUMIHAJIbHOTO  IPOBAIKEHHS
HAJCWJIAEThCS 0 aNeNAUiMHOro Ccyay, NOpo 1o 1H(QOPMYIOThCS YYaCHUKH
KPUMIHAJIBHOTO MTPOBA/IKEHHSI.

19. V pa3i nocTaHOBJIEHHS CYy/IOM yXBaJH IIPO BIAMOBY B 3aTBEPKEHHI YTOAH
Ta TOBEPHEHHA KPUMIHAIBHOTO TMPOBAHKEHHS MPOKYPOPY HJisi TMPOJOBKECHHS
JIOCYZIOBOTO PO3CIIyBaHHS KOIIisl yXBAJIM HANPABISIETHCS (BPYUYAETHCS) YYaCHUKAM
KPUMIHAJILHOTO MTPOBAKEHHSI.

Marepiany KpUMIHAJIBLHOTO TMPOBAHKCHHS HAJCUIAIOTHCA TPOKYPOPY TMIiCHs
3aKIHYEHHS BCTAHOBJICHOTO 3aKOHOM CTPOKY JUISl TIOJIaHHS amnessIiiHol CKapru Ha

TaKy yxBally.

VY pasi nomaHHs aneysUiiHOI CKapry Ha yXBaldy MpO BiJIMOBY B 3aTBEpIKEHHI
yroH Ta MOBEPHEHHS KPUMIHAJIBHOTO MPOBAKEHHS MPOKYPOPY IS MPOJOBKEHHS
JIOCYZJOBOTO pO3CIiAyBaHHS amelsiiiiHa ckapra 3 MaTeplalaMi KpUMIHAJIbHOTO
MPOBA/PKEHHS HAJCUJIAETHCS B aNENSIIMHUN Cyl, IPO L0 TAaKOX 1H(MOPMYIOThCS
Y4aCHUKH KPUMIHATBHOTO MIPOBAHKCHHSI.

20. TIlicms 3akiHYeHHS pO3MVISIAY CYAOBOi  CHpaBH  (KPUMIHAIBHOTO
MPOBAKEHHS) O CyTi, Y TOMY YHCII MiJ Yac MiArOTOBYOTO MPOBAHKEHHS, Ta
YXBAJICHHSI TIOBHOTO TEKCTY CYJOBOTO PIIIEHHS, CIpaBa MEPEIAEThCS CEKpPETapeM
CYZIOBOTO 3aCiJIaHHS JI0 KaHIETSPIl Cyy MPOTATOM IT'STH poOOYHX JHIB.
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IV. Po3aia IV Bukiroueno

V. Ilpuiimanns, 001K i 30epiranHsi pe40BUX J0Ka3iB

1. Ilpuiimanus, oOaik 1 30epiraHHs PEYOBHX JOKa3iB y CYAOBHUX CIIpaBax
MPOBAASTHCS BIAMOBIIHO IO TMPOLECYabHOIO 3aKOHOJABCTBa, I[HCTpyKuii Ta
[HCTpYKITIT TTPO MOPSIOK BUITYYEHHS, 001Ky, 30€piraHHs Ta epeaadi peuoBHX JI0Ka31B
y KpPUMIHAJIBHUX CIpaBaxX, I[IHHOCTEM Ta IHIIOrO MaifHa opraHamMu Ji3HAaHHS,
JIOCYJIOBOTO CIIIJICTBA 1 cyay (B HOBIM pefakilii), 3aTBEp/PKEHOI CIIUJIBHUM HaKa30M
['enepanbHOi mpokypaTypu YKpainu, MiHicTepcTBa BHYTPIIIHIX crpaB YKpaiHu,
HepxaBHoi monaTkoBoi anMmiHicTpamii Ykpainu, Cnyx0m Oe3nexku Ykpainw,
BepxoBHOro Cyny VYkpainu, JNCA Ykpainu BIJ 27.08.2010
Ne 51/401/649/471/23/125.

2. Jlns poboTH 3 peyoBUMHU JI0Ka3zaMH (30epiraHHsi, 00JIIKY TOIO) KEPIBHUK
amapaty CyJly BU3Hayae BIJIMOBIAAILHOTO MIpalliBHUKA anapaTy Cyay.

3. PcuoBmii J10Ka3 MPUHAMAETHCSA OJHOYACHO 3 BIJIMOBIIHHUM IPOICCYaTbHUM
JIOKYMEHTOM (II030BHOIO 3asIBOYO, BII3MBOM Ha HEl, 3asIBOO PO 3aTyUCHHS PEYOBOTO
JIOKa3y JI0 CIIPaBH, CYIPOBITHUM JIICTOM IPO HaJIaHHS J0Ka3y, BATPEOYBaHOTO CYAOM
TOII0), CYJOBOIO CIIPaBOIO, SIKa HAJAXOJWTH 3 IHIIOTO Cyay, abo Oe3MmocepeHbo Y
CyJIOBOMY 3aCiJiaHHI.

VY pa3i HagaHHA PEUOBOTO JI0Ka3y OE3MOCEPEeIHbO B CYAOBOMY 3aciJaHHI,
CEeKpeTap CYyJIOBOTO 3acilaHHS HE IMI3HIIIe HACTYMHOTOo poOOYOro AHS Tepeaae
pPEYOBHUI JTOKA3 JJIsSI peecTpallii.

Peectpaiiito pedoBux 0Ka3iB, OTPUMAHUX I1]1 4ac CYJOBOIO 3aciaHHs, MOXKE
3MIICHIOBATU CEKPETap CYJOBOTrO 3acilaHHs a00 1HIIMI MpaliBHUK anapary cyay, Ha
SIKOT'0 MMOKJIaJ€HO BUKOHAHHS TaKUX 00OB'SI3KIB.

4. PedoBuii noka3 (AOKYMEHT, BU3HAHUN PEUOBUM JJOKAa30M B YCTAHOBIIEHOMY
3aKOHO/IaBCTBOM TOPSIIKY, Ta JOJyYE€HUH MO CYJOBOi CHpaBU SIK Marepiayl CyAOBOi
cupaBu) peectpyerbest B ACJIC y nenp Horo HanxomkeHHs. Ilim gac peecrtpartii
pEUoBOro J0Ka3y HWOMYy IHPUCBOIOETHCS HOMEp, SKHM CKIAJa€ThCsl 3 €IUHOTO
YHIKQJIbHOTO HOMEpa CyJI0BO1 CIIPaBH 3 I0IaBaHHSIM 4epe3 MPaBOOIYHY MOXUITY PUCKY
iHaekcy "P" 1 mopsAIKOBOro HOMeEpa PedoBOTO J0Kazy y cmpasi. PeuoBi qokaswm, siki
HAJAI0THCS IJIS OTJISILY B CYZOBOMY 3acCiZiaHHI 1 HE MepelatoThCs Ha 30epiraHHs Cyay,
peecTpallii He misAraoTh.

VY peecTpaiiifHiil KapTili BKa3yKThCS TAKOXK J1aTa HAIXO/KCHHS, HAltMEHYBaHHS
pPEYoBOro JI0Ka3y, Miclie HOTro 30epiraHHs, a TAKOX BJacHe 1M s 1 MpI3BUIIE Ta MMocaja
npalliBHUKA anapary Cyay, SKui IpoBiB peecTpalliio.

[Ticns peectpaliii pe4oBOro J0Ka3y Ha WOro NMaKkyBaHHsS pOOMTHCS HakJeHka 3
pEeECTpaLlitHUM HOMEPOM Ta MiANKCOM IpaliBHUKA, SIKWW MTPOBIB PEECTPALIIIO.

5. Jlna 30epiraHHsi pedyoOBHUX JOKa3iB OKPEMO BIJ CYJOBUX CHpaB y Cy.Il
00JIaTHYETHCS CICIIaIbHE MPUMIIIEHHS (CXOBHIIE, KaMepa CXOBY) 31 CTeJIaKaMH,
peliTKaMH Ha BiIKHaX, 000MTHMU METaJIOM IBEPHUMa, OXOPOHHOIO Ta POTUIIOKEKHOIO
CUTHaII3ali€ero. Y pasi BiACYyTHOCTI TAKOTO MPUMIIICHHS BUALUIAETHCS cXOBHILE (cerd,
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MeTasieBa mmada OOCTaTHROTO po3Mipy). TexHiuHa YKpIMJIEHICTh CXOBHIA Ma€e
BIJIMOBIiJaTH BHUMOTaM, BCTAHOBJICHUM JEp)KaBHUMHU OyHiBEIbHHUMU HOPMaMH ISt
MPUMIILICHb TaKO1 KaTeropii.

6. JlocTynm 10 croemiaJibHOTO NPHUMINIEHHS (CXOBHUINA) MOMJIMBUN JIUIIE Y
MIPUCYTHOCTI BIIMOBIAAIBLHOTO TIpalliBHUKA.

VY pasi BIACYTHOCTI BIJATOBIIAJIBHOTO MpAIiBHUKA JOCTYM JI0 CIELiaJIbHOTO
MIPUMIIICHHS (CXOBHIIA) MOYKJIUBHUM TIJIBKH Y MPUCYTHOCTI OCOOH, SIKa BUKOHYE HOTO
00O0B'SI3KM 1 Ma€ KITIOY Bijl TAKOTO MPUMIIICHHS (CXOBHIIA), KEPIBHUKA anaparty Cymdy,
TOJIOBYIOYOTO Y CITpaBi Cy/Jli a00 TOJIOBU Cyy.

[Tpu 1bOMY CKIIATAETHCS aKT, B SKOMY 3a3HAYAETHCS, Y 3B'SI3KY 3 UMM 1 5K came
PEYOBI JI0Ka3U BUJITYYEHI 31 CHEIiaJbHOI0 MPUMIIIEHHS (CXOBUIIA) a00 nepeaani st
30epiranHs. AKT TMepeNaeTbcsl BIAMOBIAAILHOMY TPAIlIBHUKOBI 11 BHECEHHS
BIJIIOBIJTHOTO 3aIUCY J0 PEECTPALIMHOI KAPTKH PEYOBOTO JI0KA3Y.

7. dnst 067Ky pedoBHX JTOKa31B, SIK1 30€piratoThCsi B KaMepl CXOBY, IPAIliBHUK,
BIJIMOBIIAJIbHUHN 32 po0OOTy 3 peuoBuMu jokazamu, B ACJIC Bene xypHan 00Ky
pPEUYOBHUX J0Ka3iB (101aTOK 4).

[Ipo pyx pedoBUX JTI0OKa31B y CIIpaBi MpalliBHUK anapary cyJy poOUTh BIAMOBIIHI
3aIMKCH B JKypHaIIl 00JIIKYy PEYOBHUX JJOKA31B.

8. 3HHUILEHHA PEYOBHUX JOKa3iB B CyAl MPOBOAUTHCS KOMICI€IO, CKIIAJ SIKOi
BU3HAYAETHCS KEPIBHUKOM amapaTy Cyy B KUIBKOCTI HE MEHIIIE TPhOX 0C10. 3HUIIICHHS
oOpMIISIETBCS  aKTOM, SIKWM MIANHCYE€ThCS BCIMa ujieHaMu Komicii. B akri
3a3HAYaOTHCSI HOMEpP CYJIOBOI CIpaBH, JlaTa CyJAOBOTO PIllIEHHS, JaTa, Miclle, CIocio
3HMILEHHS PEYOBUX JI0Ka31B (PEYOBOIO JI0Ka3y), MPI3BUILA TA MOCAIN YJIEHIB KOMICII.
AKT 3aTBEp/IKY€EThCSI KEPIBHUKOM amnapary CyAy, a NIAMNUC CKPIIUTIOETHCS BIAOUTKOM
repOOBOi NMEYaTKU CyAy Ta JOJTYYa€EThCS 10 MaTepialliB Cy/I0BOI CIIPABH.

AKTH TIpO 3HHUIIEHHS PEYOBHUX JOKA3iB 103a MEKaMH CYyIy, JOJYyYarOThCS IO
MaTepianaiB Cy/I0BUX CIPaB.

VY xypHaii 006iky pedoBux aokasiB B ACJ/IC poOuTkcs 3amuc npo BUKOHAHHS
CYJIOBOT'O PIIICHHS B YaCTHUHI 3HUILCHHS PEUYOBHUX JOKa31B.

9. Mo wmarepiamiB CyIOBOi CHpaBU JOJMY4YalOTbCA PO3MUCKU OCIO, SKUM
MOBEPHYTO PEUOBI JOKA3H.

10. BukopuctanHs pe4yoBUX JOKa3iB ISl CIYy)KOOBUX YW I1HIIMX TOTPEO
KaTeropu4HO 3a00poHs€eThCS. TakoXk MpalliBHUKaM amnapary cyay KaTeropuyHo
3a00pOHAETHCS MPOBOJUTH peajizailiio 1 TpuaAOaHHS PEUYOBUX JIOKa3iB, MPEIMETIB
KoH(icKallli Ta OpaT y4acTh y IPWIIOJAHUX TOprax KOHPICKOBAaHUM MAHOM.

11. PeyoBi qokasu, 3a3HayeH1 y myHkTax 17 - 26 Ilopsaky 30epiraHHsi pe4oBUX
JIOKa3iB CTOPOHOIO OOBHMHYBAuU€HHS, iX peasi3allii, TEXHOJOTIYHOi mepepoOKH,
3HMILEHHS, 31MCHEHHS BUTpPAT, MOB'A3aHUX 3 iX 30epiraHHsAM 1 TEepecCHSIaHHAM,
CXOPOHHOCTI TUMYACOBO BHJIyUYEHOT'O MaiHa IiJ] 4ac KPUMIHAJIbHOIO IPOBAKEHHS,
3aTBepAKeHOro noctanoBoio Kadinety MinictpiB Ykpainu Big 19.11.2012 Ne 1104, y
CyIll He 30epiraroThes.
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12. KepiBHHK amapaTy Cy1y, 3a 000B'I3KOBOIO y4acTi 0COOH, BIAMOBIJAIBHOT 32
30epeKEeHHS PEYOBHUX JI0KA31B, HE PIJIIIE OJTHOTO pa3y Ha PiK, MEPEBIps€ CTaH Ta yMOBHU
30epiraHHs peuoBUX JI0Ka31iB, MPaBUJILHICTh BEJIEHHS JIOKYMEHTIB. 3a pe3yJbTaTaMu
NIEPEBIPKH CKIIATAETHCS aKT.

VI. Cy10Bi BUKJIUKH i IOBiIOMJIEHHS

1. 3a po3MOpsSIKEHHIM TOJOBYIOUOTO CYIAl CEKpeTap CYI0BOTO 3aciaHHS
MOBIJIOMJISIE TIPO JIaTy, Yac 1 MICIIE€ CYJOBOT0 3acCiJIaHHS YM BUYMHEHHS BIiAMOBITHOT
mpolecyanbHOi Al MUISIXOM HAJICWUJIAHHS CYJOBUX BHKIIHKIB, TOBIJIOMJIEHH Ta
MIOBICTOK.

2. BUKIIMKH 1 TOBITOMJICHHS Y TOCTIOAAPCHKUX CTIpaBax 31ACHIOIOTHCS IUIIXOM
BPYUYCHHS YXBaJIM B TMOPSANKY, mepeadadyeHoMy [ocmogapchkuM MpolecyaibHUM
KOJEKCOM YKpaiHu AJisl BPYUCHHSI CYIOBUX PIIICHb.

3. CynoBi BUKIMKH 1 MOBIJOMIIEHHSI MPO BHUKJIHMK B aJMIHICTPATUBHOMY Ta
LIUBIIBHOMY IIpolLlecax 3IHCHIOIOTHCS CYJAOBHUMM TIOBICTKAMH IIPO BHUKIHMK 1
MOBICTKaMU-TIOB1IOMJICHHSIMU y HOPSIKY, BCcTaHoOBIIcHOMY  Koxekcom
aZIMIHICTPaTUBHOTO CyAOYMHCTBa YKpaiHu 1 L{UBUIbHUM mpoliecyalbHUM KOJIEKCOM
Ykpainu.

4. IToBiTOMJIEHHS PO PO3IJISIA CIIPaBH MPO aJAMIHICTPATUBHE MPABOMIOPYIIICHHS
3MIIACHIOETHCSL TOBICTKOIO y TIOPANIKY, BcTaHoBieHOMY Koaekcom VYikpaiHu mpo
aJIMIHICTPATHBHI IPABOTIOPYIIIEHHS.

5. TloBimoMieHHS MPO BUKIMK 0 CyAY Y KpPUMIHAJIBHOMY MPOBaIKEHHI
3MIACHIOIOTBCS Yy BUIVISIAI TOBICTKA MPO BHUKIMK Y TMOPSAKY, BCTAHOBIEHOMY
KpuMiHaibHUM MpOIECyaTbHUM KOJEKCOM Y KpaiHH.

6. Ocoba, sika mepeOyBae MmiJ BapTOI, BUKIMKAETHCA YEpe3 aIMIHICTPAIilO
MICIISI TIOTIEPEHBOTO YB'S3HEHHS Y BCTAHOBJICHOMY 3aKOHOJABCTBOM TIOPSIKY, 3
ypaxyBaHHSM TOJIO)KeHB [HCTPYKIIii 3 opraHizallii KOHBOIOBaHHSI Ta TPUMAHHS B CyJaxX
0OBHHYBau€HUX (I1JICYTHHX ), 3aCY/KEHUX 32 BUMOTOIO CY/IiB, 3aTBEPI’KEHOT HAKa30M
MiHictepcTBa BHYTpIIIHIX chpaB Ykpainu, MiHicTepcTBa rOCTULIl  YKpaiHu,
BepxoBHoro Cyny Ykpainu, Bumioro cremianizoBaHoro cyay YKpaiHu 3 pO3TISLy
[IMBUTBHUX 1 KpPUMIHAIBHUX cCrpaB, JlepxkaBHOI CynoBOoi amMiHicTpallii Ykpainu,
['enepanbHO1 pPOKypaTypu Ykpainu BiJl 26.05.2015
Ne 613/785/5/30/29/67/68.

7. Oco01, O10 K0T 3aCTOCOBAHO 3aX0/I1 O€3MEKH, HAJCHIIAETHCS MTOBICTKA MPO
BUKJIMK JI0 CYJly BUKJIIOUHO Yepe3 KePIBHUKA OpraHy J0CYJI0BOT0 PO3CIIiIyBaHHs a0o
MPOKYypoOpa, SKUW TPUWHSAB PIIMICHHS TMPO 3aCTOCYBaHHS TaKUX 3axojiB, 13
JOTPUMAHHSM YCTAaHOBJICHUX BUMOT I110J10 3a0€3MeUYeHHs 3aXUCTy 1iHhOopMallii.

8. IloBicTka mpO BUKIUK [0 CyAy OCOOM, sIKa MPOXKHUBAE 3a KOPJOHOM,
BPYYA€EThCS 3TIAHO 3 MIXKHAPOJAHUM JIOTOBOPOM YKpaiHU MPO MPABOBY JOIOMOTY,
3rojia Ha 00OB'A3KOBICTh KOr0 HajlaHa BepxoBHoto Paforo Ykpainu, a 3a BIICyTHOCTI
Takoro - 3a JOMOMOIOI0 MOXIJIMBOCTEH JUIUIOMATUYHOTO (KOHCYJIBCHKOTO)
MPEJCTAaBHUIITBA.
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9. Po3nucku oci0, AKi ofepanud CyJ0Bl BUKIHKHU 1 MOBIAOMJICHHS, a TaKOX
CYJIOBi BUKJIMKH Ta TMOBIJOMJICHHS, IO MOBEPHYIHNCH Y 3B'A3KY 3 HEBPYYCHHSM iX
aZipecaroBi, OJy4aloThCa A0 MaTepialiB cynoBoi cnpaBu. [Ipu mpomy go ACC
BHOCSITBCS BIJIOMOCTI PO (pakT BpydeHHS (HE BPYUYCHHs) JOKYMEHTIB a/IpecaToBi Ta
JaTy OTPUMaHHS CYZOM MOBiJOMIICHHS.

VII. ®opmyBaHHs i 0popMJIEeHHS CYA0BHX CIIPaB

1. JlokymMmeHTH CyZ0BOi cipaBu (Marepiajid KpUMIHAJIBHOTO MPOBAKECHHS) Y
nanepoBii  ¢opMi MIAMIMBAIOTHCS Yy CHEHialibHy OOKJIAJWHKY, BHTOTOBICHY
JIpyKapchkuM criocooom ([loaaTtok 5), y TakoMy MOPSIKY:

apKyui(-1) BHyTPIIIHHOTO OMUCY IOKYMEHTIB;

JOKYMEHTH, 10 HAIIWIUIM A0 CYAy Ha po3risn (3asBa; IMO30BHA 3asBa;
CYNPOBITHUN JIUCT 3 OOBUHYBAJHLHUM aKTOM, KJIOMOTAaHHSAM, JTOKYMEHT IPO CILIATy
CYyJI0BOTO 300pYy, TOIIIO) pa3oM 13 J0JIaTKaMU Ta KOHBEPTOM (Y pa3l HasiBHOCTI);

IPOTOKOJI aBTOMATU30BAHOTO PO3MOALTY CY/I0BO1 CIIPABH;
yXBaJia Mpo 3aJIMIIIEHHS 0€3 pyXy / MOBEpHEHHS 3asBU (y pa3i HasIBHOCTI);

CYNPOBITHUHN JIUCT MPO HAMICIAHHS KOIIi yXBaJld MPO 3aJMIIECHHS 3asBU 0€3
pyXy / moBepHEHHs 3as1BH (y pa3l HasiBHOCTI);

JOKYMEHTH, 0 HAAIMIIIN B TOPAIKY YCYHEHHS HEIONIKIB (SKIIO MO30BHY
3asBy OyJ10 3aMIIeHo 0e3 PyXy 1 HeMOIIKH o0 (OpMHU YU 3MICTY TTO30BHOI 3asBH
MO3MBavYeM YCYHYTO), Pa30M 3 KOHBEPTOM (Y pa3i HassBHOCTI);

yxBaJia (Ipo BIAKPUTTS / NOPYIIEHHS MPOBAIXKEHHSI y CIIPaB1; PO NPU3HAYEHHS
M1JITOTOBYOTO CYJIOBOTO 3aCiJIaHHs);

MPOTOKOJI UM KypHaJ (M1ATOTOBYOT0) CY/IOBOTO 3aCi/IaHHS;
yXBaja 3a pe3yJibraramu (IiAroToBYOro) CyJ0BOTO 3aCiJaHHS;

KOIIi1 MOBIJIOMJIEHb Ta 1HIIUX JIUCTIB, HAJICIAHUX BIAMOBIAHO JO yXBaju 3a
pe3yapTaramu (MiAroTOBYOTO) CYyA0BOTO 3aCiIaHHs, PO3MUCKHU PO iX OTPUMAHHS;

JOKYMEHTH, 110 HAAIMIUIM 1O Cyly Ha BUKOHAHHS yXBaJu 3a pesyJbTaTamMu
(MAroToB4Oro) CyZIOBOTO 3aciJaHHs, JTOKYMEHTH 1 KJIOMOTaHHS, 110 HaaldnuM 3
1HIL1aTUBU YYaCHHUKIB CyI0BOTO ITPOBAKEHHSI Ta MAIOTh 3HAUEHHS JIJIs TPOBAKEHHSI,
CYJZIOB1 pILICHHS 32 pe3ybTaTaMU PO3IJISAY IIUX JOKYMEHTIB;

1HIIT IOKYMEHTH, 10 OyJIM OTPUMAaHI I1iJ1 9ac pO3TJIsTy CIIPaBH;
MPOTOKOJ (3KypHaJ) CYJOBOTO 3aCiJaHHs;

BCTYITHA Ta PE30JIIOTUBHA YaCTUHU CYJOBOTO PIIICHHS (32 HASIBHOCTI);
CyJIOBE PIllICHHS;

JOKYMEHTH  aneldlifHOro MpoBa/pKeHHS  (MIJIMBAIOTBCS /10  CIpPaBU
BIANOBIAHO 1O MOPSAKY (QOpMyBaHHS CYJOBOI CHpPaBH, BHM3HAUYEHOTO LIE€IO
[HCTpyKIi€I0, - Y XPOHOJOTIYHOMY MOPSAKY BIAMOBIAHO 10 4acy HaAXOJKEHHS
JOKYMEHTA /10 CyJly a00 CTBOPEHHS JOKYMEHTA CYIOM);
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1HII JOKYMEHTH Y XpPOHOJOTIYHOMY TOPSIIKY.

VY pasi 30epexeHHs 3alKciB CYJ0BUX 3aciaHb Ha ONTUYHUX JUCKaX, TaKl HOCIT
iHopMallii 13 TEXHIYHMM 3alKCOM CYJIOBOT'O 3acCiJIaHHS BKJIAJIAIOTHCS B KOHBEPT
(IexiIbKa KOHBEPTIB), IKUH BKJICIOETHCS HA BHYTPIIIHHOMY OOIll OOKJIaIMHKH B KIHIII
BIJIMOBITHOTO TOMY CIIPaBH.

Y BHYTpIIHBOMY ONMUCI CYJOBOi CIpaBU, B XPOHOJOTIYHOMY HOPSIKY,
BKa3Yy€ThCsl HAsIBHICTh TEXHIYHOTO HOCIS Y CIIpaBi, @ B IPUMITKAX 3a3HAYA€ThCS HOTO
bakTUYHE MiClIe3HAXOKEHHS: "'y KOHBEPTI B KiHIIl TOMY".

VY BUNaaKy NPUUHATTA CyJACI0 (CyIAeI0-I0MO0BIIaYeM), Y IPOBAIKEHH] IKOTO
nepebyBae CymoBa crpaBa, pillleHHs 00 po3rsiay (GpopMyBaHHS Ta 30epiraHH:)
CyZlOBOi crpaBu (MarepialliB KpUMIHAJIBLHOTO MPOBAKEHHS) B CJICKTPOHHINA YU
3MilIaHii (TanepoBii Ta €JIeKTPOHHIM) (opmi, (pOpMyBaHHS MaTepianiB CyAOBOi
COpaBU 3AIMCHIOETBCA Yy BIANOBIAHIN(MX) ¢opMi(ax) (mameposiii Ta / abo
CJICKTPOHHIN).

Jlo crmipaB, po3riisi IKMX BUPIIIECHO 3/11MCHIOBATH B €JIEKTPOHHINA YM 3MIiIIaHii
(manepoBiii Ta eJIEKTPOHHIH) (HopMi, 3aCTOCOBYIOTHCS MpaBmia (POPMYyBaHHS CYA0BOi
CIIpaBH (MaTepialiiB KpUMIHAJIBHOTO MPOBAIHKEHHS) Y TTANIEPOBiil hopMi.

2. Yci 1OKyMEHTH, 110 MANIUBAIOTHCS 0 CY0BOI CIIPpaBU, MalOTh OyTH JIUIIE B
ofHOMY TpuMipHUKY. [Ipu 1mbOMy MeTasieBl CKpiruieHHA (CKpinmku, OIHAEpH st
narnepy, CKOOHU TOII0) BIIIYHYatOThCS 3 IOKYMEHTIB.

VY pa3i nogaHHs Mijg 4ac CyAOBOTO 3aCiJJaHHA YYaCHUKOM CYJIOBOTO MPOLECY
NPUMIPHUKA JOKYMEHTa, y TOMY YHCII MHCbMOBOTO JOKa3y 31 CIpaBU, OJIMH
OPUMIPHUK SIKOTO B)K€ MIJMMUTO (AOJYyYEHO) N0 MaTepialliB CIpaBH, MOJAHUMA
HACTYNHUI 32 YCHUM PO3MOPSIHKEHHSIM CYIJ1 MOXKe OyTH MOBEpHYTHH 0c00i1, siKa
nojasa 1ei J10KyMeHT, 0e3 peecTpallii.

3. KoHBepTH MiAMIUBAIOTHCS MICHS TOKYMEHTIB, 1[0 HAIIAILIN B HUX J0 CYAY.
SKII0 KOHBEPT HAIWIIOB SIK BKJAJSHHS, BIH ITIIIMBAETHCS TICIS BIAMOBITHOTO
JTIOKYMEHTA.

4. Jloka3u Ta 1HII JOKYMEHTH, IPHUEIHAHI JI0 CIIPaBU B CYJOBOMY 3acijaHHi,
MIIIMBAIOTECS  TIEpel  MPOTOKOJIOM  (GKypHAJIOM)  CYIOBOTO  3aciaHHs Y
XPOHOJIOTTYHOMY TIOPSIIKY.

VY pa3i SKmo cyAoBe 3acijaHHs BIJKIaJ€HO ab0 B CyIOBOMY 3aciJaHHI
OTOJIONIEHO TIEPEPBY, MICIS MPOTOKOTY (KypHaIy) CYA0BOT0 3aciianHs (200 Cy0BOTO
pIILIeHHS, sIKe 0yJIO IPOTOJIOICHO B KiHIII CYI0OBOTO 3aCiIaHHs) 10 MaTepialliB CIIpaBU
MI1ITMBAIOTHCS PO3MKUCKU 3 JAHUMHU TIPO MOBIIOMIICHHS 0C10 Mo AaTy, 4ac Ta MICIIe
HACTYITHOTO CYJIOBOTO 3acCilaHHs Ta KOIIii CyJOBHX BHWKJIMKIB B HACTyITHE CYIOBEC
3acijaHHA 0ci0, sSIK1 He Opasii y4acTi y CyJIOBOMY 3acifiaHH1, 1110 3aKIHYHIIOCS.

VY pa3si Ko cyJ0Be 3acilaHHs 3aKIHUMIIOCS TTPOTOJIONIEHHSIM ITOBHOTO TEKCTY
CYZIOBOTO pillIeHHS, IKMM 3aKiHUEHO PO3TJIsI CpaBy (IIOCTAaHOBA CYAy, yXBajia Cyay
PO 3aKPUTTS MPOBADKEHHS a00 MPO 3aTUIICHHS 3asBU/CKapTu 06€3 PO3TIIsALY ), MiCHs
MPOTOKOTY (3KypHaTy) CYOBOTO 3acCiJaHHS MiIIMBAIOTHCS CYAOBI PIMIEHHS, Y TOMY



23

YHCIIi, BCTYIHA Ta PE30JIOTUBHA YaCTUHHU CYJOBOTO PILIEHHS B pa3l MPOTOJIOMICHHS
BCTYITHOI Ta PE30JIIOTUBHOI YACTHUH CYZ0BOTO PillIEHHSI.

VY pa3i K10 cyi0Be 3aciiaHHs 3aKIHUUIIOCS MPOTOIOMIEHHSIM KUTBKOX CYJTIOBUX
piieHb, 0hOPMIICHUX OKPEMHUM JIOKYMEHTOM (yXBajia, IOCTaHOBA, PIIIICHHS, BUPOK),
CYJIOB1 PIllICHHS T1IITUBAIOTHCS 10 CIIPABH B MIPY 1X OT'OJIOIIICHHS.

VY pa3l SKoO micias IpOroJOLIEHHS YXBalId Cyay, O(QOpMIIEHOI OKpeMHM
JOKYMEHTOM, CYZ0BE 3aciJaHHs OyJI0 IPOIOBXKEHO, yXBajia Cy/y MiIINBAETHCS Tepesl
POTOKOJIOM (3KypHAJIOM) CYZOBOTO 3aCiJaHHS Y XPOHOJIOTIYHOMY MOPSAKY BUMHEHUX
y CYZIIOBOMY 3acCiflaHHI IPOIeCyaTbHIX JiH.

Posmnucku oci6 y cripaBi, IPUCYTHIX MPU MPOTOJIOMIEHH] CY0BOTO PIllICHHS, PO
OJIep>KaHHS KOIIi MPOTOJIOMIEHOr0 CYJIOBOTO PIIIEHHS Ta/ab0 MOBIIOMIJIEHHS IIPO
BPYUYEHHsI TOIITOBOTO BIAMNPABICHHS 3 JaHUMHU MPO OJEpKaHHS KOMii CyJ0BOIO
pIIEHHS NIJIIMBAIOTBCS MICHS CYJOBOro pimieHHsS (y TOMYy 4YHCIl B pasi
IPOTOJIOLIEHHS BCTYITHOI Ta PE30JIOTUBHOT YaCTUHHU CYAOBOIO PIILIEHHS).

5. Ilpu HaAXOMKEHHI 10 CyAy MOIITOBUX MOBIJOMIIEHb (PO OTPUMAaHHS abo
HEOTPUMAHHSI MPOIIECYaTbHUX TOKYMEHTIB, 1110 HAPABIISAIOTHCS Y4aCHUKAM CY0BOTO
mpoiiecy, ado 3aluTiB y CpaBi), nMpaiiBHUK cyy BHOCUTH 10 ACJIC Bi1oMOCTI 111010
HAsSIBHOCTI BIJIMOBIIHOT 1H(pOpMaIii Tpo oTpuMaHHs (200 HEOTPUMAHHS) JOKYMEHTIB
Ta TMepeJac TaKi TMOBIJIOMJIEHHS TMpPAIlIBHUKY, SKUM OQOpPMIIOE CIHpaBy, s
MPUETHAHHS JI0 MaTepialliB CIIPABU Y XPOHOJIOTIYHOMY MOPSAKY.

6. YV pasi BIAMOBH y BIAKPUTTI MPOBAKEHHS y CIIpaBi, MOBEPHEHHS MO30BHOL
3asiBU, JOKYMEHTH (OPMYIOTHCS Ta MIJIIMBAIOTHCS Yy CHELIalbHY OOKJIaJAMHKY Y
XPOHOJIOTTYHOMY MOPSAKY BIAMOBIIHO /10 YaCy HAIXOKEHHS TOKYMEHTA 10 Cyy a0o
CTBOPEHHSI IOKYMEHTA CYJIOM.

Taki maTepiaii MarOTh MICTUTH BIANOBIJHY yXBaJly pa3oM 13 CYIpOBIIHUM
JIMCTOM Ta KOIISIMU [TO30BHOI 3a51BH 1 TOKYMEHTIB, SIK1 MIATBEPKYIOTh 0OCTaBUHU, 110
MOCJIYTYBaJIM MiACTaBOIO BIIMOBH Y MPUMHSTTI TO30BHO1 3asBH 4 ii moBepHeHH1. Cyn
CaMOCTIMHO, BUXOASYHM 3 KOHKPETHMX OOCTaBMH CIpaBU Ta TIJCTaB IMOBEPHEHHS
MO30BHOT 3asiBU, BUPINIYE TMUTAaHHA MPO MEpPeiK MaTepialiB, KOMii SKUX HOMy
HEOOX1THO 3aJIMIIUTU y MaTepiajiax CIpaBH.

7. Marepianu 1on0 PpO3TISAYy 3asB TPO TEPeriisag CyIOBUX pIllIeHb 3a
HOBOBUSIBIICHUMH OOCTaBUHAMH M1AIMUBAIOTHCS JI0 CYI0BUX CITPaB, CTOCOBHO CYOBHUX
pIIIeHb B IKUX TMOPYIIYETHCS TUTAHHS MPO 1X TEePETIIs.

Marepianu 1110710 BUPILICHHS TUTaHb Y MOPSIAKY BUKOHAHHSI CYJI0BOTO PILIECHHS,
YXBaJEHOTO CYyJOM, 10 SKOr0 HaIIMIUIA Takl MaTepiaiu, MiAIIUBAIOTECI 0
MaTepiaiiB Cy/I0BO1 CIIPABH, PIIIEHHS B AKi BUKOHYETHCS.

Skmo cynoBe pillleHHS BUHECEHO IHIIMM CYAOM a00 BUPIIIYETHCS MUTAHHSA
BUKOHAHHS PIlIEHh IHIIUX OpraHiB (mocagoBux oci0) GopMyBaHHS CIIpaBH
3MIMCHIOETHCS BIJTMOBIIHO JO 3arajlbHOr0 MOPSAKY, BH3HAYEHOTO ITUM PO3A1IOM
[HCcTpyKIii.
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V pasi HampaBIeHHS CIIPaBH A0 IHIIOTO CYy 3a MiJACYIHICTIO (711 BU3HAYCHHS
MIJICYAHOCT1), [0 OpraHy, III0 HaMNpaBUB aJMIHICTPAaTUBHUNA TPOTOKOJ - Ha
JIOOTIPAIIIOBaHHS, MMOBEPHEHHS OOBHHYBAJIBHOTO aKTy MPOKYPOPY, CYJ CaMOCTIHHO,
BUXOJSIYM 3 KOHKPETHHUX OOCTaBHH CIIpaBH, BHPINIy€ TMHTAHHA TPO TIEperiK
MaTrepialliB, KOIMii SKUX HOMYy HEOOXIHO 3alMIIUTH, Ta ix ¢opMy 30epiraHHs
(mamepoBy, €JIEKTPOHHY 4YH 3MilIaHy). Takli wmaTepiagd B Taneposiil (opmi
GbopMyIOTBbCS Ta TMIJANIMBAIOTECS B CHEIlaIbHY OOKJIQJMHKY B XPOHOJIOTTYHOMY
MOPSIIKY BIJIMOBITHO /10 4Yacy HAAXO/KEHHS TOKyMEHTa N0 CyAy a0o CTBOpPEHHS
CYIOM.

CrpaBu TIO30BHOTO MPOBAKCHHS, 3asBM Ta MaTepiaiu, CyAOBI pIIICHHS,
yXBaJieH1 3a pe3yJapTaTaMH iX pO3IJISIAY MO CYTi, SKI MOXYTh OYTH OCKapKeHi, Ta
pPO3IIIAIAIOTECS Y MEXaxX CIpaBU Mpo OaHKPYTCTBO, (OPMYIOTBCS OKpEMO 3a
npaBUiIaMy I[bOTO po3LTy [HCTpyKIIi.

VY pa3i BUHECEHHS CyJIOM OKPEMOi yXBaju JIMCTYBaHHS IOAO ii BUKOHAHHS
MIITABAETHCS IO MaTepiajaiB CyJ0BO1 CITPaBH.

Sxmo okpema yxBajga ITOCTAHOBJIIEHA CYJIOM ameNsliiHol 1HCTaHIlli, TO
JUCTYBAaHHS IOAO BUKOHAHHS OKPEMOI yXBaju HAMNPABISETHCA A0 CyIy MEpIIOl
1HCTaHIII JIJIs1 IpUETHAHHS IO MaTepiajiB CIIpaBy.

8. BuytpimHiii omuc cynoBoi cmpaBu (JogaTok 6) sk 3acid QikcyBaHHS
HAsSIBHOCTI JIOKYMEHTIB Ta pO3MIIICHHS iX y CIpaBi 3/IIMCHIOETHCS y MaTepianax CrpaBu
B ManepoBiii GopMi Ha BHYTPIIIHOMY OOl OOKJIaJAMHKHU 1 MOKE OyTH MPOJIOBKEHUN
Ha OKpPEMHUX apKyIllax, Kl 3 I1€0 METOI MiJIIMUBAIOTHCS 10 CIpaBU MEPIIUMHU, Ta
BKJIIOYA€E TOPSAKOBUNA HOMEp, PEECTpalliiHUM 1HIEKC JOKYMEHTY, NaTy, KOPOTKY
Ha3BYy JJOKYMEHTa, HOMEp apKyIlliB CIPABH, IPUMITKH.

JlokyMeHTH, 3a3Ha4YeH1 B TOAATKY /10 IO30BHOI 3as1BU, aleAIIHHOI (KacaliitHO1)
ckapru a0o B IHIIOMY CYIpPOBIIHOMY JOKYMEHTI, B ONHCI HE MEPEIIUylOThCs, ale
000B'A3KOBO 3a3HAYAETHCA MPO 1X HASIBHICTH 3T1HO 3 MEPETIKOM y IOAATKY.

JIoKkyMeHT, M0 MIATBEPKY€E BIACYTHICTh J0AaTKa JIO II0O30BHOI 3asBH,
aneJsiiHol (KacariitHo1) cKapru, J0Jy4a€eThCs J0 CIIPaBHU.

Sxmo 10 chpaBW MIAIIMTA KOIMIS, a HE OPUTIHAI JOKYMEHTa, TO MpOo Iie
00O0B'SI3KOBO 3a3HAYAETHCS B OITHCI.

Onwuc mianucye BIANOBIIAIBHUM MPAIiBHUK anapaTy Cyay BIAMOBIAHO 0 HOTO
dbyHKIIOHATFHUX 000B'SI3KIB (13 3a3HAYCHHSIM TOCAJIU, TPI3BUIIA, BIACHOTO IMEHI Ta
JaTh), SIKUM OQOpMIIIOE crpaBy. 3a BIACYTHOCTI BIANOBIIAJBHOTO NpAalliBHUKA
BHYTPIIIHIN OMUC MAMKUCYE 1HIIIAa BU3HAYEHA KEPIBHUKOM arapary cyay ocooa.

VY cmpaBax, A€ BXe€ € BHYTPIUIHIA ONUC, IPU IMPHUEIHAHHI HOBUX JIOKYMEHTIB
OIKC Ta KOTO HyMepallisi NPOAOBXKYIOThCS.

Jlo BHYTPIIIHBOTO OIMHKCY KOXHOTO TOMY CITPaBH CKJIQJA€ThCS MiACYMKOBHI
3aMuc, y SKOMY HaBOJATHCS IM(PpamMu Ta JITEpaMu KUIBKICTh JIOKYMEHTIB, IO
BKJIFOUEHI /IO OIHUCY, Ta KIJIBKICTh apKYIiB BHYTPIITHHOTO OIHCY.
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VY BuUnaaxKy mpUAHATTS CYIACI0 (CYyAICI0-I0IOBIIaYeM), Y TIPOBAKEHH] SIKOTO
nepedyBae CyJoBa CrpaBa, pillIeHHS 11010 po3rsiay (dhopmMyBaHHS Ta 30epiraHH:)
CyloBoi crpaBu (MaTepiajiiB KpUMIHAJIBLHOTO TPOBAHKEHHS) B EJIICKTPOHHIN YU
3MilnaHid (manepoBid Ta €JNEeKTPOHHIN) (opmi, CKIagaHHS BHYTPIIIHBOTO OITHCY
3MIMCHIOETHCS Y BIAMOBIIHIN(KMX) hopMi(ax) (mamepoBiit Ta / abo eIEKTPOHHIN).

[Tpu enextponHii Ta 3MimaHii Gopmi po3rsiay (hopmyBaHHs Ta 30€piraHH:)
CIIpaBHU, MOPSIOK BITOOPaKEHHS JOKYMEHTIB Y BHYTPIITHBOMY OIHC1, HE3aJICIKHO Bl
dopMu omucy Ta JOKYMEHTIB, MAa€ BIJMOBIAATH BU3HAYECHOMY Li€l0 [HCTPYKITi€O
nopsAaKy GopMyBaHHS JOKyMEHTIB CYI0BO1 CIIPaBU y Mareposiit popmi.

[IpumipHUKM  BHYTPIIIHBOTO  ONHCY  CYAOBOi  cmpaBu  (MaTepiaiiB
KPUMIHAIBHOTO MPOBAPKCHHS) B MArepoBid Ta €IEKTPOHHINH ¢opMax MaiTh OyTu
PIBHO3HAYHUMH 32 3MICTOM Ta 00OB'SI3KOBO MICTUTH Yy MIPUMITKaX 1H(QOpMAIIitO 111010
dbopm(u) KOXKHOTO JOKyMeHTa (marmepoBa Ta / ad0 eJIeKTPOHHA) Ta KUIBKOCTI HOTo
CTOPIHOK y manepoBiit popMi (KUTBKOCTI apKyIIiB B €JIEKTPOHHIHN dopmi).

9. OdopmreHHs CynOBOi CIipaBu Iepeadayae HyMepallilo apKyliliB y CIpaBi 3
JOTPUMAHHSIM TaKUX MPABUIL:

apKyllll y Cy/AOBIil clpaBl HyMEPYIOTbCS apaOCBKUMH LU(paMu y MpaBoOMy
BEPXHBOMY KYTI MPOCTUM TpadiTOBUM OJiBIEM a00 MEXaHIYHHUM HYMEPaTOpPOM.
3acTocyBaHHS YOPHWI, MAacTH ab0 KOJHOPOBUX OJIBIIB JIJII HyMepallli apKyIIiB
3a00POHSIETHCS;

apKyIlIi CyJ0BOi CHpaBH, PO3AUICHOI HA TOMH, CJIiJI HyMEPYyBaTH 3a KOKHHUM
TOMOM OKPEMO;

apKyllll BHYTPIIIHBOT'O OMHUCY JOKYMEHTIB CIIPAaBH HYMEPYIOThCSI OKPEMO;

dotorpadii, KpeciaeHHs, [iarpaMd Ta 1HIN UTFOCTPATUBHI JOKYMEHTH
HYMEPYIOTbCS Ha X 3BOPOTHOMY OOLIl Y BEPXHBOMY JIIBOMY KYTI;

apkym Qopmary, Ouibiioro, HiK ¢opmat A4, MIIIIUBAETHCS 3a OJUH OIK 1
HYMEPYETHCS SIK OJIUH apKyIll y TPaBOMY BEPXHBOMY KYTi, & MOTIM (DaJbIIOETHCS HA
dbopmar A4;

apKy1l 3 MPUKICEHUMHU TOKyMeHTaMmu (poTorpadisiMmu, BUpi3KaMH, BUTTUCKAMH
TOIIIO) HYMEPYETHCS SIK OJMH apKyIl. SIKIo 10 TOKyMEHTa MiAKICEH] OJHUM OOKOM
1HIIT TOKYMEHTH (BUPI3KU, BCTABKH J0 TEKCTY, TIEPEKIAN TOIIO), TO KOKEH JOKYMEHT
HYMEPYETHCS OKPEMO;

MIITUTI y CyI0B1 CITPaBH HE OMKCAHI Ta HE OTeYaTaHi KOHBEPTH 3 YKJIaICHHIMU
HYMEPYIOTBCSI BAJIOBOIO HYMEpAIli€l0 apKyIIiB CIpaBH, IPH IIbOMY CIIOYATKY
HYMEPYEThCS KOHBEPT, a TIOTIM KOJKHE BKJIQJICHHSI B KOHBEPTI;

OMKCaHl Ta ONle4YaTaHi KOHBEPTH (MAKeTH), B SIKUX BMIILIEHO PEYOBI JI0Ka3u abo
JTOKYMEHTH, HYMEpPYIOTbCS OJMH pa3. BMICT Takux KOHBEpTIB (MaKeTiB) He
HYMEPYIOThCS;
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AKIIO TMPH HyMepalii apKylliB JOIMYIIEHO BEIUKY KUIbKICTb MOMHUJIOK, TO
apKyllli HyMEpYIOTbCS 3aHOBO, MPH IbOMY CTapi HOMEpPHU 3aKPECIIOIOTHCS OJIHIEI0
MOXHJIOI0 PUCKOIO, 8 HE BUIIPABIISIOTHCS;

IIPU HEBEJIUKIN KUIBKOCTI TOMUJIOK HyMeparllisi apKyIIiB BUIIPABISEThCS TAKUM
YHHOM: Ha HEMPOHYMEPOBAHUX apKyIIax MPOCTABISIETbCS HOMED IMOMEPETHBOTO
apKyIa 3 oJaBaHHSIM OYKB 3TiHO 3 yKpaiHChbKkuM andasitom ("a", "6", "B", "r", "1" 1
Jajl), a Ipu MOBTOPEHHI OJHOTO HOMepa Ha KUJIBKOX PO3MIIIEHUX MOPYY apKyliax

" " " "

nonaroTecs Oyksu "a", "0", "B", 1" 1 1asi BiAMOBIAHO JIO KO’KHOTO HOMEpa apKyliia,
IIOYMHAIOYH 3 IPYTOro.

[Ipu 3mimanii ¢opmi posrsiay (popmyBanHs Ta 30epiraHHs) CIpPaBH,
HE3aJIeKHO B1JT JOPMH OMHCY Ta TOKYMEHTIB, HyMepallisi apKyIiliB JOKYMEHTIB CIIpaBU
3MIACHIOETBCS 3 ypaxXyBaHHSIM HyMepallli apKylliB YCIX JOKYMEHTIB CIpaBHU Y
ManepoBiil Ta eJIEKTPOHHIN popMax.

10. CynoBi cipaBu 3 BEJIIMKOIO KUIBKICTIO JOKYMEHTIB (POPMYIOTHCS B OKpeMi
TOMHU 3 KUIBKICTIO apKyIIiB He Ouibie 250.

Kosxen Tom cyn0oBoi cripaBu 0(pOPMITIOETECS OKPEMO, MA€ BIIACHY HYMEpalliio
apKyIIIiB Ta BIACHUN BHYTPIIIHIH OMKC.

ToMmu cripaBu HyMEpYyIOThHCS BAJIOBOIO HyMepali€ro. SIKIo npu HyMmepaltiii TOMiB
JIOTYIIEHI TOMMWJIKM, HyMepalisi TOMIB BHIIPABISETbCS TAKUM YHHOM: Ha
HEIIPOHYMEPOBAaHUX TOMAax IPOCTABISAETHCS HOMEP MONEPEAHBOTO TOMY 3
no/1aBaHHsAM OyKB 3T1IHO 3 YKpaiHCchbKkuM andasitom ("a", "0", "B", "r", """ 1 mami), a
IIPY TIOBTOPEHHI OAHOTO HOMEpPA Ha KUIBKOX PO3MILIEHUX MOPYY TOMaxX JOHAIOThCS
oyksu "a", "6", "B", "r", "r" 1 gaai BIAMOBIAHO JO KOXKHOTO HOMEpa TOMY, MOYHNHAOYH

3 APYyTOrO.

11. ®opmyBaHHA 1 OQOPMIIEHHS CYJOBHX CIpaB 3IIMCHIOIOTh CEKpeTapi
CYJIOBHUX 3acClJlaHb, 00 1HII1 BU3HAUEHI B1ANOBIIaJIbHUMU, IPAL[IBHUKY anapary Cyay.
3aranpHUN KOHTPOJIb 3a SIKICTIO Ta CBOEYACHICTIO (opMyBaHHA Ta OGOPMIICHHS
CYJIOBUX CHpaB, 3A1MCHIOE KEPIBHUK amapary Cyay.

12. Ilpu hopmyBaHHI CyA0BO1 CIIpaBH 3a00POHSAETHCS BAKOPUCTOBYBATH KJICHOU1
3aco0u, MBUAKO3IMIMBAY1 200 1HIII MEXaH14HI 3aCO0M CKPITUICHHS JOKYMEHTIB.

13. Jlns 06uiKy KiTBKOCTI apKyIIiB y CIipaBi Ta (hiKCyBaHHS OCOOJUBOCTEH X
HyMepallii pu nepeadi CpaBy 10 apXiBy Cy/1y CKIIAIa€ThCS 3aCB1IUyBaIbHUN HAMKC
crpaBu (q0AaTokK 7).

3acBiqUyBabHUNA HAMKMC CKJIAJAA€THCS HA OKPEMOMY apKyIlli, 1110 BMIIIYETHCS B
KIHI[l CIIPaBH.

VY 3acBiiuyBajbHOMY HAmKMCl 3a3HAYAIOTHCS LUQPpPAMH 1 JITEpaMU KUIbKICTh
apKylIiB y chopaBi Ta OKpeMmo, 4Yepe3 3Hak "+" (IUroc), KIIBKICTH apKYIIiB
BHYTPIIIHBOT'O OMHUCY.

VY 3acBiiuyBaJlbHOMY HaIKMCl 3a3HAYalOThCA TaKl OCOOJMBOCTI HyMeparii
JIOKYMEHTIB CIIpaBH:
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HAsIBHICTD JIITEPHUX Ta MPOMYUICHUX HOMEPIB apKYyIIIiB;

HasIBHICTh BKJIAJICHb, SIKI HE MOHa MPOHYMEpPYBaTH (MacmopT, CBIIOITBO MPO
HAPOJIKEHHS TOIIIO);

HOMEpHU apKyIlIiB 3 HakjJIeeHUMU (PoTorpadisMu, KpPECICHHSIMH, BUpPI3KaMU
TOIIIO;

HOMEPH BEIMKO(DOPMATHUX apKYIIIiB;
HOMEpPHU KOHBEPTIB 3 BKJIAJICHHIMH 1 KUTBKICTh apPKYIIIiB BKJIaJCHb.

Yci NOMUJIKY Ta BUMPABICHHS B HyMepallii 3a3Ha4ar0ThCsl Y 3aCB1IUyBAIbHOMY
HAIHCI.

3acBiIUyBaJIbHUI HaAMUC MANKCYE 0co0a, sika MOro ckiana, 13 3a3HAaYEHHSIM
1ocajy, Ipi3BUIlA, BIACHOTO IMEHI Ta JaTh. Y Cl MOJalblili 3MIHA Y CKJIaJll Ta CTaHi
cupaBu (IOIIKO/KEHHSI apKylIlliB, 3aMiHAa OpUTIHAIBHUX JOKYMEHTIB KOMISIMH,
MpUETHAHHS HOBUX JOKYMEHTIB TOILIO) 3a3HAYAIOTHCS B 3aCBIIUYBAJIbHOMY HAIUCI 3
MOCWJIAHHSIMH Ha BIAMOBLAHUM MiATBEPKYBAIBHUI TOKYMEHT (HaKa3, aKT).

14. Hamcu Ha OOKJIaAMHKAX CYJIOBUX CIIpaB pPOOJIATHCS YITKO, pO30IpIMBO
CBITJIOCTIMKHMM YOPHHUM / CHHIM YOPHHUJIOM (TIaCTOI0), a00 IPYKAPCHKUM CIIOCOOOM.

Ha nuuboBoMy 60111 0OOKIJIaIUHKH CYJIOBO1 CIIpaBU (MaTepiajiB KPUMiHAIBLHOTO
MPOBAIKEHHSA) (I0J1aTOK 5) 3a3HAYAETHCS:

HAMMEHYBAaHHS CYAY;

€IMHUN YHIKQIBHUN HOMED CTipaBu (MaTepiaiiB KPUMIHAIBLHOTO MPOBAKEHHS)
Ta HOMEP MPOBAIKEHHS BiANOBIAHO 10 nanux AC/C;

HOMEpP TOMY CHpaBH (MaTepialiB KpUMIHAIBHOIO MPOBAJKEHHS) Ta 3arajibHa
KUIBKICTh TOMIB, SIKIIO TOMIB CIIpaBU (MaTepiajiiB KPUMIHAJIBHOTO MPOBAIKECHHS)
OLJIBIIIE OJTHOTO;

Npi3BUIlLE, 1M's, MO OaTHKOBI KOXHOI 3 0CI0, MO0 SKOi HaJiiIuIa cripaBa
(MaTepianu KpUMIHAJIBLHOTO MPOBAJKEHHS ), HOPMa 3aKOHY BiAMOBITHO J0 MPOTOKOIY
PO aaMIHICTpATUBHE MPABOMOPYIICHHS, OOBUHYBAJIHHOTO aKTa, KJIOMOTAHHS PO
3aCTOCYBaHHS TPUMYCOBUX 3aXOJIB MEIUYHOTO XapakTepy, KIOMOTAHHS IIPO
3aCTOCYBaHHS TPUMYCOBHX 3aXOJIIB BUXOBHOTO XapakTepy, KJIOMOTAaHHSA IIPO
3BIJILHCHHS BiJl KpUMIHAJIBHOI B1IMOBIAAIBHOCTI;

CyO'e€KT 3BEpHEHHS 32 KJIOMIOTAHHSM PO 3a0€3MeUeHHS 3aX0/11B KPUMIHATIBLHOTO
MIPOBAKEHHS, BUJ 3aX0ay 3a0€3MeueHHs] KPUMIHAJIBLHOTO MPOBAKECHHS, BITOMOCTI
npo (izuuny Ta/ab0 OPUIUIHY 0CO0Y, CTOCOBHO SKO1 BUPINIYETHCS MUTAHHS OO0
3a0€e3MeUeHHs 3aX0/[1B KPUMIHAIBHOT'O MPOBAHKEHHS;

npi3BuIle, iM's, IO OaTHKOBI 0COOH, SiIKa MOAaJia CKApry Ha pIillIeHHs, Jii 4H
OC3ISUIBHICTh CiA4oro abo MpoKypopa IMiJg Yac JOCYIO0BOIO PO3CHiayBaHHS,
BIIOMOCTI TIpo cyO'ekTta, Mii 4M OE3AISUTBHICTh SIKOTO OCKAap)KYIOThCS, MPEIAMET
OCKap>KEeHHS,;
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npi3BHUIIE, IM'sl, 10 OATHKOB1 UM HaiMEHYBAHHS CTOPIH (3asIBHUKA), CYyTh BUMOT
nmo3uBayva (3assBHUKA) B aMIHICTPAaTUBHIM, TOCIIOAAPCHKIM Ta IIUBUIbHIN CIIpaBi;

y pasi npea'siBJIeHHs 3yCTPIYHOTO MO30BY B aJIMIHICTPATUBHIHN, rOCIIOAapPChKii
Ta IUBLUIBHIN - 3a3HAYEHHS TPO I1€ Ta CYTh BUMOT 32 3yCTPIYHUM TT030BOM;

y CIIpaBi 1HIIOI KaTeropii - mpi3Buile, iM's, 10 6aTbKOBI 0COOU, CTOCOBHO SIKOT
HaJIIHIIITIA cripaBa (MaTepiai), CyTh CIIPaBH;

JaTa HaAXOJKEHHS CIpaBu (MaTepiayliB KPUMIHAIBHOTO IPOBAKCHHS) 0
Cymdy.

JliBuit BepxHiI KyT OOKJIaJWHKA CHOpaBU (MarepiaiiB KpPUMIHATBHOTO

MPOBAHKCHHS ) 3aJIMIIAETHCS BUIBHUM IS PO3MIIICHHS B HHOMY IIITaMIIa apXiBY CyAy
IIPU NPUKHATTI CIIPABU Ha 30epiraHHs.

Jlo cymoBoOi CcrpaBW JOKYMEHTH ITiAMIUBAIOTHCS HUTKAMU Yepe3 YOTHPH (I
noKkyMeHTIB (hopmaty A4) abo nBa (111 JOKYMEHTIB MeHIIoro (opmary AS) npokosu
T'OJIKOFO, IITUJIOM a00 1HIIUM yCTaTKyBaHHSM BIIPOJOBXK J1BOTO, BIILHOTO BiJl TEKCTY,
IOJIS1 JOKYMEHTIB.

VkieoBaHHS ~ JIOKYMEHTIB /10 ClOpaBu  (MarepiajiB  KPUMIHAJIBHOTO
MIPOBA/PKEHHA), TPUKPIIJIEHHS CTemiepoM abo BKJIAJACHHS OYyJb-SIKUM 1HIIUM
CI0c000M, HE JOMYCKAETHCS.

[1in yac migmMBaHHS JOKYMEHTIB CyJI0BOi CIPaBU HE JJO3BOJIETHCS TOPKATUCS
iX TeKcTy. SIKII0 TEeKCT JOKYMEHTa HaJIpyKOBAaHO Jy>Ke OJM3bKO /10 HOro JIIBOTO Kpato,
TO MOTPIOHO HAPOCTUTH KOPIHEIb TOKYMEHTA MarepoM Ti€l camoi SIKOCTI, 110 i HOC1i
TEKCTY JOKYMEHTA.

15. JlokyMeHTHM anenduiiiHOro MpOBaJKEHHS NIIIIMBAIOTECS B TaKOMY
MOPSIAKY:
CYHpOBIAHUMN JUCT;

amnessiiiiHa ckapra 3 JoaaTkaMu (y TOMY YUCI1 JOKYMEHT MPO CIUIATy CYJI0BOTO
300py);
IPOTOKOJI aBTOMATU30BAHOTO PO3MOALTY CY/I0BO1 CIIPABH;

yXBaJia PO BIAKPUTTS MPOBAKEHHS y CIIPaBi;
1HIIT IOKYMEHTHU y TIOPSIKY X HaJIXOJDKEHHS (peecTpartii);

yXBajla IPO 3aJUIICHHS amnessaiiiHoi ckapru 0e3 pyxy (SKIIO anensiiHy
CKapry OyJio 3aJMIIIeHO 06e3 pyXy 1 HeJIOJIIKU TT03UBaYeM YCYHYTO);

CYNPOBITHUN JTUCT TIPO HAJICTAHHS KOIi YXBaJu MPO 3aTUIICHHS anesIiitHOl
cKapru 0e3 pyxy;

anessiiiHa cKkapra, o HaJiiuIa B MOPSIIKY YCYHEHHS HEJIOMIKIB, 3 JOJaHUMHU
70 Hel JoKyMeHTamHu (y pasl, SKIIO anesiuiiHy ckapry Oylo 3amuiieHo 0e3 pyxy 1
HEJIOJIIKU 11040 GOpMHU YU 3MICTY TTO30BHOI 3asBH MIO3MBAYE€M YCYHYTO);
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KOHBEpPT, y SKOMY HaJIWINIIA amneisiiiiHa cKapra B TIOPSAAKY YCYHEHHS
HEJOJIKIB;

CYHPOBIIHUM JTUCT MIPO HAAICIAHHS KOl yXBaJIW PO BIAKPUTTS anesLiiHOTO
MPOBAJKEHHS B JIMIHICTPATUBHIN CIIpaBi 0co01, 110 1Mojiajia anessiiHy cKapry;

3ajdBU IIPO 3a0e3IeYeHHS IIO30BY 4YH I[OKaBiB, YXBaJIl CyAay, BUHECCHI 3a
pe3yiibTaTaMU PO3TTLAAY 3a4B IIPO 3a0e3IeYeHHS IIO30BY 49U I[OKaSiB;

JOKYMEHTH, 1110 HAIIAILIN 10 CYIy B CTaJii MiATOTOBKH CIIPaBH JI0 CYJOBOTO
pO3IIIsy;

PO3MUCKH (TIOBIJOMIIEHHS) PO OJIEP KaHHS YYaCHUKAMH IIPOLIECY MOBICTOK;
1HIII JOKYMEHTH Yy XpPOHOJOTIYHOMY MOPSIIKY.

16. YV pasi po3risigy cripaBu aneisiiiHUM CyA0M, SIK CyJIOM MEPIIOi 1HCTaHIIIT,
CyzioBa crpaBa (pOpMYy€eThCA 3a TpaBUIIaMH IILOTO Po3aiTy [HCTpyKIIii.

17. JlokyMeHTH y clipaBi, K1 HE NOTPEOYIOTh BUPIIICHHS Ta HAAXOAATh MICHS 11
HaJICJIaHHS 32 MEXI1 CyJy amessAliiHOol 1HCTaHII1, HAJCUIAIOThCA 0 CYIy HepInoi
1HCTaHIII1 JUIs TTOJAJIBIIIOTO MPUETHAHHS J0 CIIPABH.

18. CynoBi piteHHs1, MPUAHATI alleSIIAHAM CyI0M, IOKYMEHTH aneJsiiiHOro
MPOBAI>KEHHS MT1IITUBAIOTHCS /10 CIIPABU BUKIIFOUHO OPUTTHAIH.

19. [Ticng 3akiHUECHHS aneNsIIHOTO MPOBAKEHHS, CyI0Ba cIipaBa GOpPMYy€EThCS
1 pa3oM 13 CyNpOBIIHUM JTUCTOM HAJICUIIAETHCS 0 BIAMOBITHOTO MICIIEBOTO CYY.

20. ®opmyBaHHS CYJAOBUX CHpaB, K1 HAMMWIUIA 0 anelsaIiiHOTO CYay s
MIEPETIISAAY CYAOBUX PIIICHh MPOAOBKYETHCS 3 JOTPUMAHHIM BUMOT [HCTPYKIIii.

VY TakoMy X MOPSAKY 3A1MCHIOETbCS (POPMYBaHHSI CyAOBOI CIIpaBU y pasi il
BUTPEOYBAHHS CyJIOM alesIIIiHOI IHCTaHIIIi.

21.VY pa3i nojaHHs anessiiiHOI CKapru Ha yXBaJli, Ha SIKI MOXKYTh OyTH MOJaH1
CKapru OKpeMO BiJ PpIIIEHHS Cy1y, CyJ CAaMOCTIMHO, BHXOASYM 3 KOHKPETHHX
00CTaBHH CIIPaBH Ta 3MICTY alesALIiHOI (KacaliifHOi) CKapry, BUPILLYE TUTaHHS TIPO
nepesTik mMaTepiaiiB, KoImii SKUX HOMYy HEOOXITHO HaJIclaTH J0 Cyay amelsmiiHol
(kacarliifHo1) THCTAHIIT IS PO3IJISITY CKapTH.

Komii marepianiB crnpaBu (OpMYIOTBCS B MOPSAKY, BU3HAYCHOMY III€IO
[HCTpYyKITiErO, B OKpeMUd TOM y ChemiaibHy OOKIaauHKy. Ha numpoBomy Oorri
OOKJIaIMHKN  BKa3yeThcsl  "Martepiaii  OCKapKEHHS  yXBaIH  (3a3HAYAETHCSA
HallMEHYBaHHS CyAy, KWW BHUHIC OCKapXKyBaHy yXBaly, JaTa BUHECEHHS yXBaJIH Ta
HOMEp CIIpaBU) 3a amesaIiiHOI0 CKAprorw (3a3HA4YaeThCs HaWMEHyBaHHSA a0o
Mpi3BUIIE, IM's Ta 10 0ATHKOBI CKap)KHUKA)".

Marepianu OcKapKeHHsI yXBalld (OpPMYIOThCA JMIIE 3 KOMIA Martepianis,
HEOOXITHUX JJIsl pOo3MJIsiAy ckapru. Jlo MarepianiB OCKap:KeHHs yXBaJIU IPUEAHYETHCS
KOIIisl OCKap>KyBaHOI YXBaJIH, SIKa BUTOTOBJISIETHCS 3 OPUTIHATY YXBAIH 3 MiIIHUCOM
cynai (mianmucaMu CyAJIiB) Ta 3aCBIAYYETHCS CYJCIO, a 32 HOTO BIJICYTHOCTI - OJTHUM
13 3aCTYNHHUKIB TOJIOBU cyay a0o royioBoro cyay. Ilpu npomy komisi ockapKyBaHOI
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YXBaJI 3aCBITUYETHCS B YCTAHOBIEHOMY HOPSAAKY. OpHriHaja OCKap)KyBaHOI yXBaslu
3aJIMILIAETHCS B MaTeplanax CIpaBH.

Onuc maTepiaiaiB OCKap)KeHHsS yXBaju MIANUCYE BIAMOBIAATBHUN TMpalliBHUK
amapaTy Cyay BIJINOBIIHO 10 Horo ¢yHKI[IOHATBHUX OOOB'S3KIB (13 3a3HAYCHHSM
1ocajy, Tpi3BUIlA, BJACHOTO IMEHI Ta JaTH), SKui hopMye MaTepiaau OCKapKEHHS
yXBaJId. 3a BIJICYTHOCTI BIJIOBIJaJILHOTO MpAIliBHUKA OMUC MaTepiaiiB OCKap>KEHHS
yXBaJIU MIJMKCY€E 1HIIA BU3HaUYCHA KEPIBHUKOM arapary cyay ocobda.

Martepianu ocKap)XEHHS yXBajl HAJACUJIAIOTHCS 10 BIANOBITHOTO CYAY Y
BCTAHOBJICHOMY YHHHHUM 3aKOHOJABCTBOM MOPSIKY.

22. Marepianu anensuiiHoOTo Meperisiay CyJ0BUX pillieHb, 0e3 BUTpeOyBaHHs
MaTepiaiiB crpaBd Ta 0€3 HAIXOIKEHHA MaTepialliB OCKap>KEHHs 13 CyAy Mepuioi
1HCTaHI1i, (JOPMYIOTBCS 3a 3araJilbHUMH IpaBUJaMu LbOTO po3Auly IHCTpykuii Ta
HAJICWJIAIOTHCA 10 CyAY MEepLIOi 1HCTAaHLIT Ji1 NpUEIHAHHS 10 MaTepiajiiB cnpasu. B
aneysALIiHOMY CY/Jll 3aJIUIIA€THCS KOHTPOJIbHE IPOBAKEHHS.

KoHTponbHe mNpoBa/pKeHHS - KOMii MarepiaiiB crpaBu (KPUMIHAIBHOTO
MPOBA/IPKEHHSA), COPMOBaHI B OKpEeMY OOKJIAJIUHKY, 13 3a3HAUYCHHSAM yCiX PEKBI3UTIB
CIpaBH (MaTepialiiB KpUMIHAIBHOTO MPOBAIHKCHHS).

Matepianu KOHTPOJIBHOTO IMPOBaJKEHHS (OPMYIOTHCS 3 MaTepialliB CIpaBU
(KpUMIHAJIBLHOTO TPOBA/KEHHS) y TaKiid >K€ IMOCHIIIOBHOCTI, SIK mpu (GopMyBaHHI
crpaBu (MaTepiaiaiB KpUMIHAJIBHOTO NMPOBAIKEHHS), TOKYMEHTH, 110 MPUETHYIOTHCS
0 MarepianiB KOHTPOJBHOTO TPOBAIKEHHA Yy XPOHOJOTIYHOMY TOPSIKY IX
HAJXOJDKEHHS 10 Cyly Ui (POpMyBaHHSA B CyAl, Ta MAIOTh MICTUTH:

apKy1i(-1) BHyTPIIIHbOTO OMKUCY JOKYMEHTIB;
KOIITIIO anelsIiitHOT CKapru 3 10AaTKaMu;

KOITli JOKYMEHTIB, SIKl OyJM MpeaMeToM pO3IJIAly Ta Ha MIACTaBl SKUX OYJO
IIOCTAHOBJIEHO OCKAP KyBaHE CyJI0OBE PILLIECHHS;

KOITIO KypHAJIy CYyJIOBOTO 3acCiJlaHHS Ta KOMii MaTepialiB, SKi CTOCYIOThCS
OCKap>KyBaHUX PIllICHb;

KOITIFO CYJTOBOTO PIIICHHS aresAIiiMHOT 1HCTaHIII].

Komii cymoBux pimieHb, SKi MICTATbCS B KOHTPOJILHOMY TPOBAKEHHI,
3aCBIIYYIOThCS B YCTAHOBJICHOMY MOPSAKY MIANMKMCOM TOJOBYIOUYOTo Cyiai (Cyami-
JIOTIOB1/1aua), a 3a HOTO BIZICYTHOCTI - CEKpEeTapeM BiIOBITHOI Cy/10BO1 IMaslaTH, OAHUM
13 3aCTYITHUKIB T'OJIOBH Cyay ab0 TOJIOBOIO CYIY.

HeoOxiHICTh BUTOTOBJIEHHSI ManepoOBUX KOIMIM JOKYMEHTIB B KOHTPOJBbHOMY
MPOBA/IPKEHHI, y pa3l HaBHOCTI OPUTIHAJIB €JIEKTPOHHUX TOKYMEHTIB a00 HAJIC)KHUM
YUHOM 3aCBIIUCHMX KOMIA BIAMOBIAHMX JA0kyMeHTIB y ACJIC, Bupimyerhbcs
TOJIOBYIOUUM CYIIJICIO (cynnero-101oBi1auem), a 3a Horo
B1JICYTHOCTI - TOJIOBOIO CYIy.

VY Bumnanky npudHATTS Cyajero (Cya/1er0-A0MoBiga4eM), y MPOBaKEHHI SKOTO
nepebyBae CymoBa CrpaBa, pillleHHs 00 po3rsiny (popMyBaHHS Ta 30epiraHH:)
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CyIOBO1 cIpaBu (MarepialliB KPUMIHAILHOTO TMPOBAHKCHHS) B EICKTPOHHIA YU
3MmimaHid  (mamepoBid  Ta  €NEKTpoHHINH) ¢opmi, QopMyBaHHS MarepiajiB
KOHTPOJILHOTO MTPOBAHKEHHS 31IMCHIOETHCS Y BIANOBIIHIN(MX) hopmi(ax) (mameposiid
Ta / a00 eJEKTPOHHIN) BIAMOBIHO 10 BU3HAYEHOTO Ii€k0 [HCTPYKITI€O TOPSAKY.

23. BwiyyeHHs 13 CyI0BOi CHOpaBH OpHUTIHATIB JOKYMEHTIB (KpiM
MPOIECYyIbHUX, SKI BUTOTOBJICHI CYJIOM) JIONYCKAETHhCSA TUIBKU TICIA 3aKIHUCHHS
NIPOBAHKCHHS y CIIPaBi.

Y BUHATKOBUX BHNAJKaX, BHU3HAYECHUX 3aKOHOJABCTBOM, BIIYYCHHS
JTIOKYMEHTIB 3 MaTepialiB CY0BOI CITPaBU MOKE 3I1HCHIOBATHUCS 32 PE30JTIOIIEI0 CYIi
(cynnai-momoBizava), y MpOBaDKEHHI SIKOTO MepedyBae CyloBa crpaBa, abo TOJIOBU
CYZy, SIKIIO MPOBAKEHHSI y CIIpaBi 3aKiHYEHO, B TOMY YHCJII HA BUKOHAHHS yXBalll
Cylly IMpO TUMYACOBUM JOCTYN 10 peyed Ta JOKYMEHTIB, 3 0OOOB'SI3KOBOIO 3aMIHOIO
BUJTYYEHHUX MaTepialliB iX HAJEKHO 3aCBIIYEHUMHU KOIISIMH, PO L0 3a3HAYAETHCS Yy
BHYTPIIIHbOMY OMHKCI cripaBu y rpadi "[lpumitku".

3asBa MO MPOBEJEHHS BHIYYCHHS JIOKYMEHTIB 31 CIPaBU 3 BIAMOBIIHOIO
PE30JIIOITI€I0, aKT BUIYYEHHS JOKYMEHTIB, IPUMIPHUK YXBaJd CyAy MPO TUMYACOBUM
JOCTYT JI0 pedeil Ta JOKYMEHTIB 3 BIIMOBIHUM OIKCOM IPHUETHYIOTHCS /10 MaTepialiB
CyJOBOI CIIPaBHU.

24. BiiicbKOBO-00IIKOBI IOKYMEHTH MPU30BHUKIB, BICHKOBO3000B’ A3aHUX Ta
PE3epBICTIB, 3aCy/KEHUX JO TMO030aBJIEHHS BOJIi, OOMEXEHHs BOJII a00 apemry, y
BUIAJIKY IX HAsBHOCTI y Mareplanax CHpaBH, BUIYYAIOThCA Ta HAJCUIIAIOTHCA 0
BIJIMOBIJTHUX palOHHUX (MICBKUX) TEPUTOpIaJbHUX LEHTPIB KOMIUIEKTYBAHHS Ta
colliayibHOI MATpUMKH, LleHTpanbHOro ympapiiHHS a00 perioHajJbHUX OpraHiB
Cnyx0u Oe3nexku YKpaiHu, BIANOBIAHOTO Nigpo3auty Ciry>kOH 30BHIIIHBOI PO3BIAKU
VYkpainu. Jlo MatepiaiB CyJ0BOi CIpaBU JOJTYYalOThCS HAJIEKHO 3aCBITYEHI KOIil
JIOKYMEHTIB Ta aKT BHJIYY€HHS JOKYMEHTIB, PO IO 3a3HAYAETHCA y BHYTPIIIHBOMY
oruci cripaBu y rpadi "Ilpumitku".

25. Y pa3i HaAXOKEHHS JO CyAy MartepialliB JOCYIOBOTO PO3CIiAyBaHHS
(myHkT 3 yactuHu TpeThboi cTaTTi 302 KpuMiHAIBHOTO MPOIECYalIbHOTO KOJEKCY
VYkpainu) Ta crpaB npo aAMiHICTpaTUBHI MPABOMOPYIICHHS MOXKe OyTH BUKOpUCTaHA
Ta OOKJIAJINHKA, B K1 HAIIAIUIA 3a3HAUYCHI MaTepialiv, 332 YMOBH i1 HAJIEKHOI SIKOCTI
Ta muticHocTi. [Ipu boMy Ha OOKIAAWHIT 3a3HAYAETHCS HEOOX1THA 1H(POPMAITisl 3T1THO
3 myHKTOM 14 nporo posaury I[HcTpykuii. Omuc Ta Hymepalis apKylIiB y TaKHX
CIpaBax TPOAOBKYEThCSA, (OPMyBaHHS CIpaBH 3IIHCHIOETHCS 3a 3arajJbHUMHU
MpaBUJIaMH IILOTO PO3ILITY.

VIII. OcobamuBocTti (popMyBaHHS i 0(p)OPMJIEHHSI CIIPAB PO
agminicTpaTHBHI npaBonopymenns, nepeadadeni crarrero 185° Koxexcy
YKpainu npo aaMiHICTPAaTHUBHI NPABONOPYLICHHA

1. ®opmyBanHs Ta oOGOpPMIICHHS MaTepialiiB MpoO  aaMIHICTpaTUBHE
MIPaBOTIOPYIICHHSI MIOJI0 MPOSIBY HEMOBAru 0 CYAy 3IHCHIOETHCS BiAMOBIIAIBHAM
OpaliBHUKOM BIAMOBIAHO 10 BUMOT [HCTpyKIii, KoJekcy YKpaiHH IMpo
aJIMiHICTpaTHBHI MPABOMOPYLICHHS.
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2. SIxmo ocoba, sika BYMHWIIA aAMIHICTPATUBHE MPABOMOPYIICHHS, TIepea0aueHe
crarrero 185° Kozekcy Ykpainu Ipo agMiHiCTpaTHBHI IPaBONOPYILEHHS, HE OCIIOPIOE
JOMYIIECHE TIPABOIIOPYIIICHHS 1 aIMIHICTPaTHBHE CTSATHEHHS, 110 HA HEl HAKJIadaeThCs,
IIPOTOKOJ TIPO aIMiIHICTPATHBHE MPABONOPYIICHHS HE CKIIAJAEThCS, a MUTAHHS PO
MPUTATHEHHs OCOOM JI0 BIAMOBIAATBHOCTI BHPIIIYETHCA CYJIOM HETalHO IMiCJIs
BUMHEHHS IPABOIOPYIICHHS, PO IO B CYJOBOMY 3aCiJiaHHI CYJOM BHHOCHTBCS
BIJITOBIJIHA TIOCTaHOBAa. Y JI€Hb BHUHECCHHS IIOCTAHOBH, BOHA TEPEIAETHCSA O
KaHuessipii cyay nms peectpanii B ACJC.

3. Marepianu mpo aAMiHICTpaTUBHE MPABOMOPYIIEHHS, OPUTiHAT JOKYMEHTa
(xBUTaHIT) Mpo criaty mTpady 30epiraloTbes B Cy0BiH CpaBi, B MeKax sIKO1 Oyio
PO3TISHYTO TOKYMEHTH PO aAMIHICTpPATUBHE MPABOMOPYIICHHS.

4. VYV pa3l BIIMOBH 0COOHM, $Ky NPUTITHYTO JO0 aJAMIHICTPaTHUBHOI
BIJIIOBIJIAJIBHOCTI, JOOPOBUIBHO CIUIATUTH IITpad), MOCTAHOBA MPO HAKIIAJEHHS
mrpady BHOCUTHCS 10 €UHOTO JEp>KaBHOTO PEECTPY BUKOHABUMX JOKYMEHTIB Ta HE
Hi3HILIE HACTYMHOTO JHS MPEA'SBISAE€ThCSA Il IPUMYCOBOTO BUKOHAHHS JI0 OpraHy
JIep’KaBHOI BUKOHABYOI CIyOM 3a MICLIeM IPOXKUBaHHS MOPYIIHHUKA, poOOTH a0 3a
MICII€3HAXO/HKEHHSIM HOTO MaifHa y MOPSIIKY, BCTaHOBJIEHOMY 3akoHOM Ykpainu "[1po
BUKOHABYE MMPOBAIKEHHS .

IX. HanpaBJ/ieHHs1 CyJIOBHX CIIPaB 32 MeXi Cyay

1. HanpaBneHHsi crnpaBu 3a MEX1 Cyly, Y TOMY 4YMCIl J0 amneasuiiHol 4u
KacallifHoi 1HCTaHIii, J0 1HIIOTO MICIIEBOTO CYIy, J0 €KCIEPTHUX YCTAHOB IS
IIPOBENICHHSI €KCIIEPTU3H, 10 CIIUMX OPraHiB TOILO, & TAKOK MOBEPHEHHS CHPaBH 32
HAJEXKHICTIO /10 MICHEBOrO 4YM amlesiliMHOro Cyay 3I1MCHIOETbCS Ha TMIJACTaBl
BIJIMOBITHOTO MPOIIECYAIbHOTO JOKYMEHTA.

VY KOXHOMY BHUNAAKy CIpaBa HAJCWIAETHCA 32 MEXKI CyIy 13 CYNPOBIAHUM
JUCTOM, T1JIUCAaHUM KEPIBHUKOM arapaTy abo 0co0010, iKka BAKOHY€E HOTro 000B'sI3KH,
Yy 1HIIOI 0CO00I0, BU3HAYCHOIO HAKA30M TOJIOBH CyHy. Y CYMNPOBIIHOMY JIUCTI
3a3HAYAIOTHCS IM1/ICTAaBU HaINpaBJiieHHs (MOBEPHEHHS) CIIPABH Ta ii PEKBI3UTH.

CynoBi crpaBu HaACHJIAIOTHCS IOIMITOK a00 IMepenaroThCs BIAMOBIIATBHIM
MpaIliBHUKOM amapaty cyay. [lepegaBanns cripaB yepe3 CTOPOHHIX 0C10 KaTeropuyHO
3a00pPOHEHO.

Ha xoxHy crmpaBy, 110 HampaBIsSE€THCA 32 MEXKI CyIy, CKJIAJIA€ThCI OKPEMUI
CYTPOBITHUMN JIUCT.

[IpuMipHUK CYNpOBIAHOIO JIUCTA MPHUKPIILIIOETHCS 10 JHUIBOBOI CTOPIHKHU
OOKJIaJIMHKH CHPABH, 110 HATIPABIISIETHCS 32 MEXK1 Cy/y, @ HOT0 KOs JOJIy4a€eThCs 10
BIJIMOBITHOT HOMEHKJIATYPHOT CIIPaBU CYy, 110 HAIMPaBJIsS€ CIPaBY.

VY Bunaaxky HEOOXIJHOCTI HampaBJEHHS 3a MEXl Cyay CyAOBOi CHpaBU
(MaTepialliB KpUMIHAJIIBHOTO MPOBAJKEHHS), IIOAO SIKOI NPUUHATO PILICHHS PO
posrisin (bopMmyBaHHS Ta 30epiraHHsi) B €JIEKTPOHHIM 4d 3MilaHik (rmanepoBiit Ta
CJIEKTPOHHIN) (opMi, CyJl CAMOCTIMHO, BUXOAYN 3 KOHKPETHUX OOCTaBUH CIIPABH,
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BUpIIIYE MUTAaHHS Tpo GopMmy (HamepoBy, €IEKTPOHHY UM 3MIIIaHy) HaIlpaBJICHHS
TaKO1 CITPABH.

2. YV Bunajakax, He mependayeHuX MpolecyaJbHUM 3aKOHOJIaBCTBOM, CYIOBI
CIPaBU HAJICUJIAIOTHCA TOIITOI0 ab0 PO3CUIILHUM (Kyp'€poM) JIMILE HA MHUCHMOBY
BUMOT'Y OpPTaHiB, IKUM 3aKOHOM HaJIaHO TIPaBO BUTPEOYBaHHS CYJOBUX CIPAB 1 JIUIIIE
Ha MIJCTaBl PE30JIIOLiT TOJIOBU UM 3aCTYITHUKA TOJIOBU CYIY.

3a00pOHSETHhCS HAJICUIIATU CYJIOB1 CIIPABHU, IPOBAXKEHHS B IKMX HE 3aKIHUEHO,
KpiM BUTIAJKIB Mepe10aueHnX 3aKOHOJaBCTBOM.

3. Ilpu HampaBieHHI 3a MEXi CyAy CHpaBa MOBHHHA MICTHUTH JOKYMEHTH,
OpPOHYMEpOBaHI Ta MIAIIMTI B MOPAIKY, BKa3aHOMY B oOMHuCi. 3a00pOHSETHCA
HaIlpaBJIEHHS 3a MEX1 CyJly COpaB 3 HAsSBHICTIO HENOBHOIO OIKCY CIpPaBU Ta
HEMAIUTUX JOKYMEHTIB, KpIM BHUIIQJIKIB, KOJM BOHAa € PEUYOBUM JIOKA30M.
BukxopuctanHs OyJp-SKOT0 MEXaHIYHOIO CIOCO0Y CKPIIJIEHHS JOKYMEHTIB, OKPIM 1X
HIJIIMBAHHA 110 CIIPABH, HE JOIYCKAETHCS.

4. Ha Bci CyIoBi crpaBH, III0 HaIPaBISIOTHCS 32 MEXi cyny (HampaBieHHS
CIOpaBU JI0 CEKCIEPTHUX YCTAaHOB, CHIAYMX OpraHiB TOIIO, KpIM BHIMAJKIB
aneJsIIiiHOTr0/KacaliifHOr0 OCKap>KeHHs, HalpaBlIEeHHs CIpaBU Ha y3arajibHEHHS
CYJIOBO1 MPAKTHKH), 3aBOJAUTHCS CIIPaBa-3aMiHHUK 32 THUM € HOMEPOM (J10J1aTOK 8),
ska hopMmyeThes 3a npaBuwiiamu po3ainy VII [ncrpyxkiri.

CrnpaBa-3aMiHHUK Ma€ MICTUTH:
KOITii apKyIIiB BHYTPIIIHHOTO OIKUCY;

KOITiI0 MPOIECyaTbHOTO 3BEPHEHHS (3 yciMa 3MiHAMHU Ta JIOTIOBHEHHSIMH ), IKE €
MPEIMETOM CYI0BOI0 PO3IJIALY (II030BHA 3as1Ba, 3as1Ba, CKapra TOIIO);

KOITli CyZI0BUX PIlI€Hb Y CIIPaBI;

KOIIO0 JOKYMEHTa, Ha TIJCTaBl SIKOrO CIIpaBy HAIpPaBICHO 3a MEX1 CYIy
(yxBaity, 3aluT TOIIO);

KOITIFO CYIPOBIHOTO JIMCTA 3 BUXITHUMHU JTAHUMU;

JIOKYMEHTH Yy CIIpaBl, sSIK1 HaAIMIILITN MICJs 11 BIATPABICHHS.

HeoOximHicTh BUTOTOBJICHHS TMANEpPOBUX KOMIM JOKYMEHTIB B CIpaBi-
3aMIHHUKY, YV pa3l HasBHOCTI OPUTIHATIB €JIEKTPOHHUX JOKYMEHTIB a00 HAJIC)KHUM
YIMHOM 3aCBIJUEHUX KOIMiN BiAMOBIAHUX A0KyMeHTIB y ACJIC, BupilIy€eThCS CyAIEIO
(TOJIOBYIOUMM CY/IJICIO), @ 32 HOTO BIJICYTHOCTI - TOJIOBOIO CYTY.

[TarepoBi KoOmMii MOKYMEHTIB, fIKi MICTSATBCA B CIpaBi-3aMiHHUKY, Yy pa3si
OPUMHATTS PIMIEHHS MpO HEOOXIAHICTh IX BHUTOTOBJIEHHS, 3acCBIIYYIOThCS B
YCTaHOBJICHOMY MOPSJAKY MAIMUCOM BIANOBIAAIBHOI OCOOU CYyITy.

[TarepoBi NPUMIPHUKH 1HIIMX JOKYMEHTIB, K1 HAIIUIUIA TICAS HANpaBiICHHS
CIIPaBU 3a MEXI1 Cyay, 30epiraloTbcs y CpaBi-3aMiHHUKY 10 TTOBEPHEHHS TAall€pPOBHUX
MaTepialliB CIIpaBu JI0 Cy.y.
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5. BianmoBiganbHa oco0a 3/11HCHIOE IEPEBIPKY CTaHy CIPABH, SIKA HAIIPABIISETHCS
3a MEXI1 Cyy.

6. Y pa3i HampaBJICHHS 32 MEXIi Cyy CIIPaBH, 110 HE 3aKiHYCHA TIPOBAHKCHHSM,
CIIpaBa-3aMIHHHK 30€piraeThcs y Cyai (TOJIOBYHOYOTro Cyaai abo Cy//i-10MoBIIaua y
pazi KoJeriaabHOTO PO3IIISIAY CYJA0BO1 CIIPaBH).

SIKIO 32 MeXi Cyay HampaBJISEThCS CIpaBa, MPOBAKEHHS y SKii 3aKiHUYCHO,
CIipaBa-3aMIHHHK 30epiraeTbcs B KaHIEPii (apXiBi) cyay.

7. JJOKyMEHTH y crpaBi, AKI HAAIMILIN Michs 11 BiAMpaBIeHHS 32 MEXI Cyay,
micis X peectparii B AC/[C kaH1enspiero nepenarThes CyIi.

VY crmpaBi-3aMiHHUKY 30€piraroThCsl BC1 JOKYMEHTH, 10 HAIINILIN 10 CYIy 3
MOMEHTY BIAMPABICHHS 1 O MOMEHTY TOBEPHEHHS CIIPAaBH JI0 CY1Y.

8. IIpu moBepHEHH1 CIPaBH JI0 CYAY NEPEBIPAETHCSA HASBHICTh JOKYMEHTIB Ta 1X
BI/IMOBIIHICTH OIHUCY.

VY Bumanky BUSBICHHS (DAKTy BIACYTHOCTI, OIIKOKEHHS, 3aMIHU JTOKYMEHTIB
ab0 TepemiIIMBaHHs CIpPaBU MPAIIBHUKU KaHIESApIi CKIAJal0Th MPO 1€ akT
(momatok 1) y 1BOX MpHUMIpHHMKax Ta JIOMOBIAAIOTh KEPIBHUKY amapary cyay. OauH
NPUMIPHUK BKA3aHOTO aKTa MIAIIMBAETHCS JO CIpPaBH, APYTUNA HAJCUIAETHCS IO
oprasy, BiJl IKOTO HaJII{IIIJIa CIIpaBa.

[Ticnst moBEepHEHHS CYIOBOT CIPABH JI0 CY/ly IOKYMEHTH, SIK1 HaIMIILTN Mics i1
BIJIIPABICHHS 3a MeXl cyay (KpiM Kormiid a00 TUX [0 BXK€ HAsSBHI y CIpaBi),
BUJTyYalOThCS 3 CIIPaBU-3aMIHHUKA Ta IPUETHYIOTHCS JI0 CYI0OBOT CTIPaBH.

CrnpaBa-3amiHHUK (y pa3l HasgBHOCTI B HbOMY JAOKYMEHTIB MiCJIsi MOBEPHEHHS
MaTepiaiiB CIpaBH Ta BUIYYEHHS 3 HbOIO JOKYMEHTIB Ui IPUEIHAHHSA A0 MaTepialiiB
CYJIOBO1 CIIpaBM) MEpPEAEThCS Ha 30€piranHi 0 apXiBy CyAy pa3oM 3i CIPaBolo.

X. HaganHs cy10B0i CIpaBM /151 03HAHOMJICHHHA

1. CopaBu (MaTepiaii KpUMIHQJIBHOTO MPOBAIKEHHS) BHUAAIOTHCA JIA
O3HAHOMJICHHSI alapaToM CyAy 3a PE30JIIOII€I0 Cy i (CyII1-10MoBI1avua), y pasi Horo
BIJICYTHOCTI - 1HIIIOTO CYJU/I1 31 CKJIay Cyay, 110 PO3IJISIIa€ CIIPaBy, y pa3i BiICYTHOCTI
BCHOTO CKJIQAy CyJly — CEKpeTaps BIAMOBIIHOI CYJOBOi MajaTH, y pa3i BiICYTHOCTI
CeKpeTapsi CyJIOBOi MajaTd — 3acTyNHHUKAa TOJIOBU CYyIy, a Yy pa3l BIICYTHOCTI
3aCTYITHUKA TOJIOBH CyJly — TOJIOBH Cyy Ha IT1ICTaBl TUCbMOBOT BUMOTH (3asiBH) TAKUM
ocobam:

MPOKYpPOPOBi, SKUH Ma€ MpPaBO HA y4acTh Yy PO3TISAIAl COpaBH, - IMICIA
MIpe'IBJICHHS CITY>KOOBOTO IMOCBIAUYCHHS;

aZgBoOKaTaM, fKi OepyTh y4acThb y PpO3IJIAl crpaB (Mmicis Mpen 'sBICHHS
JIOKYMEHTA, 110 MOCBIIUY€ TOBHOBAXXEHHS a/IBOKATa HA HAaJJaHHS IPaBOBOI IOTIOMOTH,
30KpeMa: TOCBIJUYEHHS aJBOKaTa, JOTOBOPY MpPO HAJaHHSA MPaBOBOi JOMNOMOTH;
JIOBIPEHOCTI; OpJiepa; TOPYyYEHHs opraHy (YCTaHOBM), YIIOBHOBa)XEHOI'O 3aKOHOM Ha
HaJaHHs 0€30IUIaTHOI MPAaBOBOI TOTIOMOTH);
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YYaCHUKaM CHpaBH (KPUMIHAILHOTO MPOBAHKEHHS), @ TAaKOXK 0cobam, sKi He
OpaJii ydacTi B CIIpaBi, SKIIO Cy/1 BUPIIIIMB MIUTAHHS MPO 1X MpaBa Ta 000B'A3KH (IT1CIIS
npe.'sBICHHS JOKYMEHTA, III0 MTOCBiAYy€e 0co0y: macnopTa, CIIy>k00BOT0 TIOCBiTICHHS,
MEHCIMHOTO TMOCBIAYEHHS TOIIO, Ta B HEOOXITHUX BHUMIAAKAX - JIOPYYCHHS
MIPEJICTABHUKA).

Oco0am, sKi MarOTh MPaBO BUTPEOyBaHHS CIpaB 3a CIY>KOOBUM CTaHOBHIIEM
JUIS TIPOBEJICHHS aHaJi3iB, y3araJbHEHb a00 3 IHIIOI METOI0, HE TOB'S3aHOI0 3
PO3TIIAIOM CIIpaBU (MaTepialliB KPUMIHAILHOTO TPOBAKEHHS), CIIPABU BUIAIOTHCS
TIJTBKH HA IT1ICTaB1 BIAMOBITHOT MTMCHMOBOT BUMOTH 3 PE30JIIOIIEI0 TOJIOBHU CYY (SIKIIO
MIPOBAKEHHS Y CTIPaBi 3aKiHYEHO) a00 CyAai/Cyai-10T0oBIa4a (KO MPOBAKCHHS
y CTIpaBi HE 3aKIHYCHO ), MICIIS P IBICHHS CITY»KOOBOTO ITOCB1TUEHHS.

2. OsHaliomJIeHHS 3 MarepiajamMd CHpaBU (KPUMIHAJIBHOTO MPOBAIKEHHS)
MIPOBOJIUTHCS BUKIIFOYHO Y MPUMIIICHHI Cyly, Y BU3HAYEHOMY HaKa30M TOJIOBH CYIY
MICII1, POTSATOM YChOT'O pOOOYOT0 Yacy CyJy Ta B IPUCYTHOCTI MpaIliBHUKA arapaTy
cyny. O3HalloMJIeHHST 3 MarepiajaMu CIpaBdu (KpPUMIHAJIBLHOTO TPOBAKEHHS) Ta
MPOTOKOJIOM (3KypHAJIOM) CYJIOBOTO 3acifiaHHsi 0coOH, sika nepeOyBae IMiji BapTOIO
(mimo3proBaHoi, OOBUMHYBa4eHOi a00 3acy/PKEHOi), BIOYBA€TbCS Yy CIEMIAIbHO
BIJIBEJICHOMY MICIIi IPUMIIIEHHS CY/ly, BU3HAYEHOMY T'OJIOBOIO CYIy.

3. ®akT o3HaOMJIEHHS 13 MaTepiaJlaMU CIIPAaBU (KPUMIHAJILHOTO MPOBAKEHHS)
(biKCyeThCs MPAIliBHUKOM arapaTry Cyay B >KypHall BUAadl CyJIOBUX CHpaB (J0JIaTOK
9) nuIAXoM BYMHEHHS 3alMCy MPO T€, XTO 1 KOJM O3HAWOMIIIOBABCS 31 CIPaBOIO
(MaTepialaMy KpUMIHAJIBHOTO TPOBA/IPKEHHS ).

4.V nopsaxky miAroToBKH CyJOBOi CIPaBH JJisi 03HAMOMIIEHHS BIJINOBIAIbHUN
MpaliBHUK Cyy MICIsi OTPUMAaHHS 3as1BU 3 PE30JIIOLIEI0 Ta CYI0BOI CIIPAaBU 3a0€31euye
(nepeBipsi€) ii popMyBaHHS 3riHO 3 BUMOraMu [HCTpyKIii (30KpeMa, nepeBiparOThCS
HasBHICTh TOMIB, I[OBHOTa NIJIIMBAaHHSA MaTepiaiiB CIpaBU, HAasBHICTh OIIUCY,
BIJIMOBIJIHICTh 3MICTy OMHUCY (PAKTUYHINA HASIBHOCTI JIOKYMEHTIB, HAsSBHICTb Ta
IUTICHICTh HAasABHUX Y CIHpaBl TEXHIYHUX HOCIIB 3 ay/i03amucoM (B1JI€O3aIHCOM)
CYJIOBOTO 3aCiJIaHHA, Y BUMIAJKY 30€PEKECHHSI 3aMTUCy HA ONTUYHOMY JHCKY).

VY Bunmaaky HEOOXITHOCTI HAJaHHS [JIi O3HAMOMIIEHHS CYJOBOi CIpaBHU
(MaTepialliB KpUMIHAJILHOTO TIPOBA/KEHHS), MO0 SIKOT MPUUHATO PIIMIEHHS TPO
po3risan (hopMmyBaHHsS Ta 30epiraHHs) B €JICKTPOHHIA YM 3MimIaHii (Taneposiil Ta
CJICKTPOHHIN) (opMi, crpaBa HANAETbCS IS O3HAHOMIIGHHS Y BIiAMOBITHINA(MX)
dopmi(ax) (mameposiii Ta / a00 €NEKTPOHHIH).

Cynns (cynns-momnoBijiad), y MpOBaKEHHI sIKOro repeldyBae CyJioBa CIpaBa,
CaMOCTIIHO, BUXOSTYH 3 KOHKPETHUX OOCTaBUH CIIPaBU, BUPIIIYE TUTAHHS ITPO GopMy
(manepoBy, €JIEKTPOHHY YM 3MillIaHy), Y sAKiid OyJe HajaHa JJIsd O3HAWOMJICHHS Taka
CIpaBa.

5. CynoBa ciipaBa BUAAETHCS JJIs1 O3HAMOMIICHHS TIICIIS MIEPEBIPKU IOKYMEHTIB,
110 TOCBIIYYIOTh 0COOY Ta 1i MOBHOBAa)KEHHS BIATIOBIIHO IO YUHHOTO 3aKOHOJABCTBA.

Oco0wu mij yac 03HAMOMIICHHS 3 MaTepiajlaMH Cy/I0BUX CIIPaB MOXYTh pOOUTH 3
HUX BUITUCKH Ta KOMIii BIAMOBIIHO 1O BUMOT 3aKOHOJaBCTBA.
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6. Ilicna o3HailomieHHS 3 MarepialaMu CyJOBOi CIIpaBH Taka ocoda poOUTh
BIJIMOBIIHUM 3aIMC HA CBOIN 3asiBl IIPO HAJAHHS CYAOBOI CIPaBH JJIsi O3HAKOMJIICHHS
(13 0OOB'SI3KOBHMM 3a3HAYCHHSM MIANUCY, BJIACHOTO IMEHI Ta TIpI3BHUINA, JaTH
03HaMOMJICHHSI ), ITICJISI 4OTO 3asBa JOJYyYAEThCS JO MaTepiaiaiB Cy0BO1 CIIPaBHU.

7. Tlpu moBepHEHHI CYJ0BOi CIpaBW MICIAsS O3HAHOMIICHHS BiAMOBITATbLHUN
NpaliBHUK, KW BUJIaBaB CYJOBY CIIPaBy, TOBHHEH PETEIILHO NIEPEBIPUTH HASBHICTh
y CYZIOBIH CITpaBi BCiX JOKYMEHTIB Y IPUCYTHOCTI OCOOH, SIKIM CIIpaBa HaJlaBaiach JJs
O3HAaWOMJICHHS.

VY pa3i BUSABIIEHHS HECTaul JOKYMEHTIB, apKYIIIiB, 1X MOIIKOIKEHHS CKIIaIa€ThCs
aKT y IBOX MPUMIPHHUKAX, OJIUH 3 AKUX 32 PE3OJIOLIEI0 CY 1 TOTYYa€THCS 10 CYA0BOT
CHpaBU, IPYTH - IEPEAAECTHCS IS BXKUTTA BIAMOBITHUX 3aXO0(iB KEPIBHUKY arapary

cyny.

XI. 3acBifueHHs Ta BUAABAHHS KOIIi CyIOBHX pillIeHb i JOKYMEHTIiB

1. Komii cynoBux pillieHb BHJIAIOTHCS 0C00aM, SIKi BIJIMOBITHO O YHMHHOTO
3aKOHOJIAaBCTBA MAIOTh MIPABO Ha iX oJiepKaHHS.

VYyacHukam cripaBH, ki OyJu MPUCYTHI Y CyIOBOMY 3aciJiaHH1, KOIIii CYJJ0BOTO
pILIEHHS BPYYalOThCS HETalHO IMICJIsi IPOTOJIONICHHS] TAKOTO PIllIEHHS, M1/l PO3MHUCKY
0e3nocepeHbO B Cyl.

Korist BUpOKy HEraiHO TiCJII HOTO TIPOTOJIONICHHS BPYYa€ThCS 3aCyHKEHOMY
a00 BUIIPaABIaHOMY Ta MPOKYPOPY 1] PO3MUCKY 0€3M0CePETHBO B CY/II.

Ocobawm, sxi 3apeectpyBaiiu Enextponnnii kadbinet B €CITC, cyn Bpydae komii
€JIEKTPOHHUX MPUMIPHUKIB CyJOBHUX PILIEHb y CIpaBax, B SIKUX Taki 0coOM OepyTh
y4acTbh, BUKJIIOYHO B €JIEKTPOHHIN (OpMI HUISIXOM iX HampaBieHHs 40 EnexTpoHHOro
KaOlHEeTy Takux 0ci0, 10 He 1M030aBJIIs€ iX MpaBa OTPUMATH KOO CYAOBOTO PIILIEHHS
y manepoBiii popMi 3a OKpEeMOIO 3as1BOIO.

Komist cygoBoro pimeHHs B €JIEKTPOHHIA (OpMI HAICHUIIAETHCA B TOPAIKY,
nependaueHoOMy TMpOLECyaIbHUMU KOJEKCaMH, 3 JOTPUMAHHAM BHUMOT 3aKOHY
VYkpainu "IIpo enexktponHi goBipui nociayru” ta 3akony Ykpainu "lIpo enexTponHi
JIOKYMEHTH Ta €JIEKTPOHHUHN JOKYMEHTOOOIr" .

2. Y4acHUKaM CIIpaBH, sIKi He OYyJIM MPUCYTHI B CYZ0BOMY 3aCiIaHH1, a0 SKILO
CyJIOBe pillleHHs OyJI0 yXBaJleHO B MOPSAKY MHCbMOBOTO MPOBA/DKEHHS 4M 0e3
MOBIJJOMJICHHS (BUKJIMKY) YYaCHHKIB CIIPaBH, KOTIisl CYJIOBOTO PIIICHHS Y MMarnepoBii
dbopmi, 3acBiAUE€HA BIAMOBITHO 10 BUMOT [HCTpPYKIIi, HAJACHIAETHCS y TOPSIKY,
BHU3HAUYEHOMY 3aKOHOM.

Komist cynoBoro pimieHHss B €JIEKTpOHHIN (opmi Moxe OyTH HajaicliaHa B
NOPSZIKY, TepeadayeHoOMy MpOILeCyaJbHUMU KOJEKCaMH, 3 JOTPUMAHHSIM BUMOT
3akony Ykpainu "lIpo enextponHi nmosipul nocayru" Ta 3akony Ykpainu "IIpo
€JIEKTPOHHI JOKYMEHTH Ta €NEKTPOHHUI TOKYMEHTOOOIr" .

Komisi cynoBoro pimieHHs, YXBaJ€HOTO 3a pe3ylbTaTaMHU  pO3TIAY
KPUMIHAIBHOTO TPOBA/HKEHHS, 3aCBIAUYETHCS HAJCKHUM YHHOM Ta HE Mi3HIIIe



37

HACTYITHOTO JTHSI TICJIsl YXBaJICHHS, HAJICUJIAETHCS YUACHUKY CYJOBOTO MTPOBAKEHHS,
KWW He OyB MIPUCYTHIM B CyJIOBOMY 3aCiJIaHHI.

3. Komis cyoBoro pilieHHs, BATOTOBJIEHA allapaToM Cyy y manepoBiit gopmi,
3aCBITUYETHCS BIAMOBIIAIBLHOIO O0CO00I0 amapaTy CyJy Ta BIANOBITHOI MEYaTKOIO
CyJly 13 3a3HAUCHHSIM JaTH.

V pasi Ko cyj0Be pillieHHs He Ha0pasio 3aKOHHOI CUJIH, PO 1€ MPalliBHUKOM
amapary CyJly 3a3Ha4aeTbCs Ha KOIIii, 110 BUAAETHCS UM HAJCUITAETHCS.

Ha xomii cynoBoro pimieHHs, no Hadpajao 3aKOHHOI CHJIM, 3a3HAYA€ThCS JaTa
HaOpaHHS HUM YAHHOCTI.

VY Bumajzkax, BCTAHOBICHWX YWHHUM 3aKOHOJABCTBOM, Y TOMY YHCHI ISt
MIPOCTABIICHHS arlOCTUJISA, @ TaKOK Ha BMOTHBOBAaHY BHMOTY YYacCHHKA CIIPAaBH YU
OpraHiB Ta YyCTaHOB, fKI BUKOHYIOTh PIIICHHS CY/AiB, 3 METOI HEJOMYLICHHS
NOpYILIEHb MpaB (I3UYHUX Ta MOPUIUYHUX OCIO, KOIisl CYJOBOIO pIIIEHHS
3aCBIIUYETHCS TepOOBOIO IEUATKOK Ta IMMAMHUCOM TOJIOBYHOUOro Cyuai (Cymmi-
JIOTIOBIIa4a), a y pa3i Horo BiJICYTHOCTI - TOJIOBOIO CYJ1y UM 0CO00I0, III0 BUKOHYE HOTO
00O0B'A3KHU.

Buau cynoBux pimeHs Ta BiAIOBIIATbHI IPAIlIBHUKHU CYTy, SKi iX 3aCBIAIYIOTh,
BU3HAYAIOTHCS PO3MOPSTIUM JOKYMEHTOM T'OJIOBH CYTY.

4. Komii cynoBux pillleHb, 10 HaOpaau 3aKOHHOI CWiIM a00 MiISAraloTh
HEraifHOMYy BUKOHAHHIO TOBHMHHI OyTH TMpPOINWTI, POHYMEPOBaHi, 3acBITYEHI Ta
CKpIIUJICH] BIJMOBITHOIO MIEYATKOIO CYIY.

5. Komii cyaoBux pileHb MOXKyTh OyTH BUAAaHI MOBTOPHO 3a 3asBOI0 O0COOU y
MOPSIJIKY, BCTAaHOBJIEHOMY 3aKOHOJIAaBCTBOM. Taki KOMii BUTOTOBJISIOTHCS anapaToM
CyZy JIMLIE MICJI BHECEHHSI BCTAHOBJIEHOI 3aKOHOIaBCTBOM CYMH CYJIOBOTO 300py 3a
BUT'OTOBJIEHHS KOIIii CYZOBOTO PIILIEHHS.

6. Komis cynoBoro pimieHHsI TOBMHHA BiJNOBIIaTH OPUTIHAIY Ta MOXE OyTH
BUTOTOBJICHA y MANepoBiid popmi MUIIXOM:

BUTOTOBJICHHS KCEPOKOIIIT 3 OpUTIHATY CYJIOBOTO PIIIIEHHS, AK€ 3HAXOIUTHCS B
MaTepianax CrpaBu;

PO3APYKIBKH €JIEKTPOHHOTO MPUMIPHUKA CYJIOBOTO PIIIEHHS, OPUTIHAT SKOTO
30epexxennit B ACJIC, akuii MICTUTh €JIEKTPOHHI MiAMUCH BIAMOBIAHO 10 3aKOHY
VYkpaiau "IIpo enexTpoHHi 10BipYi mocayru';

PO3APYKIBKH €IEKTPOHHOTO MPUMIPHUKA CYJOBOTO PIIIEHHS, K€ MICTUTHCS B
€IuHOMY JIep>KaBHOMY peecTpi cynoBux pimens (gam - €[PCP) B pexumi noBHOro
JOCTYITY.

7. Komnii TOKyMEHTIB, JOJYYEHUX JO CYJOBOi CIIPaBH, MOXKYTb BUJABATHUCS 3a
MMChbMOBOIO 3asIBOIO BIJINMOBITAIBHUMU MpaIliBHUKAMU CYAY, BIMOBIHO A0 PE30TIOLIT
CYyJiJli B TPOBAHKEHHI SIKOTO 3HAXOAUThCS CIIpaBa, abo TOJI0OBHU Cy1y, Y pa3l 30epiraHHs
crpaBu B apxiBi. Komis Takoro JHoOKyMeHTa 3acBIIUY€ThCS SIK Taka, IO BIJMOBiAa€e
MaTepiajaM CIpaBH, Ta CKPIIIIIOETHCS MEYATKOIO CYY.
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8. Komist nokymeHTa, AOJIY4YEHOTO JO CYAOBOI CIpaBU y MamnepoBiid ¢opmi,
BUTOTOBJISIETHCS IIIJITXOM BUTOTOBJICHHSI (POTOKOIIT (CKaHOBAHOI KOIIii, KCEPOKOTIIii) 3
JTIOKYMEHTA.

9. Komnist cy10BOTO pillieHHs (JIOKYMEHTY) 3aCBIIUYETHCS BIAMITKOIO "3TiTHO 3
opurinasioM" (6€3 amnox).

Kpim Toro, Ha komii CyaoBOro pilIeHHS (JIOKYMEHTY) MOK€ 3a3HadaTHCs
iH(opMallis Ipo Te, 0 OPHUTiHAN CYAOBOTO PIIICHHS (JOKYMEHTY) 3HAXOJUTHCS B
MaTepianax crpaB (KpUMIHAILHOTO TIPOBAKEHHS).

VY pasi 3acBITYCHHS 3 OPHTIHATY EJIEKTPOHHOTO JAOKYMEHTY, 30€peKeHOro B
ACJIC, mpoctaBisieThCsi BiaMITKa "BHUTOTOBIIGHO 3 aBTOMATH30BaHOI CHCTEMH
JIOKYMEHTOO00ITy cyay".

VY pasi 3acBIIUEHHS 3 OpPUTIHATY €JIEKTPOHHOIO JTOKYMEHTA, SKUW MICTUTHCS B
€JIPCP, npocraBinsierbcs BinmiTka "Burorosneno 3 €J[PCP".

Ha nuuiboBoMy 60111 y BEpXHHOMY MPABOMY KYTI MEPIIOTO apKylla JOKyMEHTa
npocTtaBisgeTbes BiamiTka "Komis'".

Ha xormii qokymeHTa 3a3Ha4a€ThCsl HAMMEHYBaHHS I10CAJIH, OCOOMCTOTO MIAIUCY
oco0u, sIKa 3acBIIUy€e KOMito, i1 BJJaCHOTO IMEHI 1 IPI3BHUIIA, TaTH 3aCBIAYCHHS KOITIi.

BiamiTka mnpo 3acBiuEHHSA PO3MINIYETHCA HHUXKYE PEKBI3UTY JTOKYMEHTA
"ITigmuc".

Kormist mokymMeHTa CKpITITIOETHCS BIAMOBIIHOIO MEYATKOIO CYY.

10. SAxmio komis y manepoBiit popmi CKIaIaeThCs 3 KUIBKOX apKyIIIiB, BOHA Ma€
OyTH IPOLIHYpOBaHA HUTKAMHU HAa TPU MPOKOJIH, & Ha 3BOPOTHOMY OOILll OCTAaHHBOTO
apKyIia CKpiruieHa MiJMUCOM BIJMOBIAAIIBHOI OcOOU amapary Ccyay, 3acBiJueHa
BIJIOUTKOM I€YaTKU CyAay, 13 BiAMITKOW "Bcboro B kormii apk.", mocaau ta
BJIACHOTO 1MEHI 1 Mpi3BHINA BIAMOBIIATLHOI 0cOOM amapaTy cyny. JlomyckaeTbes
3aCBIAUYBATHU KOIi IOKYMEHTIB MMOAPKYIIHO.

11. o xorii cy/10BOr0 pillIecHHS, B SIKE BHECEHO 3MIHHU, TAKOXK JIOJAETHCS KOIIIS
CYZIOBOTO DIIlICHHSI, SKUM CYyJIOBE€ PIIlICHHS 3MIHEHO.

12. VY pa3i, Ko cyzoBa cipaBa 3HAXOJIUTHCS 1032 MEKaMU CYdY, CyIl MOXKE
BUTOTOBUTH 3aBIpEHY HAJICKHUM YMHOM KOIIIO CYZOBOIO PIIIEHHS, YXBAJICHOTO IIUM
cyIoM abo CyIoM ameNsIiitHOl 4M KacalliifHOi 1HCTaHIlli B MOPSAKY, BU3HAYCHOMY
3aKOHOJAaBCTBOM. llepe/l BUTOTOBICHHSM KOMIii CYJOBOTO PIIICHHS BiATIOBIAAIBHHIMA
MpaIliBHUK Cyay MepeBips€e BIJOMOCTI MO0 HAOpaHHS Cy/IOBUM PIllIEHHAM 3aKOHHOI
CHJIH.

VY pa3l SKIMIO0 HEMOXXJIMBO BHJATH KOIIIO CYJOBOTO PIIIEHHS B CYJ, SKUH
YXBaJIUB CyZI0OBE PIIICHHS, Taka KoIisi Moxke 0yt BurotosiieHa 3 €J[PCP 3a 3asBoro
0COOM Cy/JOM, SIKOMY BHU3HAQ4Y€HO TEPUTOpPIAJIbHY MIJCYAHICTh CIpaB, ado CyaoM
anessiiHOT 1HCTaHIIIT 3a MiJICYAHICTIO, BCTAHOBJICHOIO 3aKOHOM.

13. Ocoba, sika oxepkaja KOII CYJIOBOI'O PIIIEHHS, 1HIIOTO JIOKYMEHTA,
MOBUHHA PO3MHUCATUCH B ii OTPUMAaHHI.
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14. Ilicnsa moBepHEHHS CYAOBUX CIpaB 13 CyAIB amessIIiiHOI 4M KacalliitHoi
1HCTaHINI KOIi CyJOBHX pIIIEHb IUX CY/IB, a TaKOX IHIII MaTepiajau CIpaBu
BUJIAIOTHCS CYJIOM TIEPIIOT 1HCTaHIIII.

15. 3asBa Ipo MOBTOPHY BUJIauy KOIIM CYJIOBUX PIIIEHB 3 BIIMITKOIO 3asBHUKA
Ipo iX OTpUMaHHSA Ta JOKYMCHT, SIKMH IiJTBEpPDKYE CIUIATy CYAOBOro 300py 3a
HaJIaHHSI KOMH CyJOBUX PIIICHb, MIAIIMBAETHCS 10 MaTepialliB CYJI0BOI CIIPaBH.

16. ¥ cyal MOXyTh 3acBiIY4yBaTHCSl KOIii JOKYMEHTIB, IO CTBOPIOIOTHCS B
HBOMY, 32 BHUHATKOM KOMiil JIOKyMEHTIB, SIKI BIANOBIIHO JO 3aKOHOJIABCTBA
noTpeOyIOTh 3aCBITYCHHS B HOTapialbHOMY TOPSIKY.

17. Komii MOKyMEHTIB 1HIIUX OCiO, OpraHi3aiiii Ta yCTaHOB 3 iX OpHTiHAJIB
MO’KYTh BUTOTOBIISITUCS 1 3aCBIJUyBAaTUCS Y TAKUX BUMAIKAX:

Ha BHUMOTY CYIOBUX Ta IPAaBOOXOPOHHHUX OpraHiB BIANOBIIHO [0
3aKOHO/IABCTBA;

iJ] Yac BUPIIICHHS MUTAHb 1010 MPUUHATTS TPOMaJIsiH Ha POOOTY, HABYAHHS
TOINO, a TaKOX Mmia 4yac (OpMyBaHHS OCOOOBHX CIIpaB MpaIiBHUKIB cyay (Kormii
JTUTIIIOMIB, CBIJIOIITB MPO OJIEP>KAHHS OCBITH TOIIIO).

18. Komiss 10oKyMeHTa 3acBIAUYEThCS TIIBKM B pa3l Mpea'sBICHHS HOTo
opuriHairy. He 103BonsieThCs 3aCBITUCHHS KON JOKYMEHTIB 3 KOIIIH, 1110 3aCB1TUeHI
IHIIUMK 0oco0aMH, OpTraHi3alisiMd Ta YCTaHOBAMH, 3a BHHATKOM IepeadavdeHux
3aKOHO/IaBCTBOM BHITAIKIB.

XII. O01iK, BUKOPHCTAHHA i 30epiraHHs Me4YaTOK, IUTAMIIIB i OJIaHKIB cyay

1. Cya Mae nedatky 13 300paxkeHHsaM JlepskaBHoro I'epba Ykpainu Tta cBOiM
HallMEHYBaHHAM - TepOOBy meyaTKy. Y CyAl MOXYTh 3aCTOCOBYBATHUCS HOMEPHI
repOOBi MEYaTKH.

KpiMm repOoBoi medatku Cyqdy MO3BOJSETHCS TAKOXK 3aCTOCOBYBATH TEUYATKU
CTPYKTYPHUX MIAPO3ILIIB (KaHUENspii, apxiBy, OyXraarepli TOLIO), MEYaTKH MAJis
OKPEeMHX KaTeropiii TOKyMEHTIB (IJIs1 KOIIiii, MepenyCcTOK, KOHBEPTIB TOIIO), ITAMITH
3 TOBHUM HaMMEHYBAaHHSM CYJy Ta IHIIMMHU PEKBI3UTaMU OJaHKa, a TAKOXX METajeBl
MIEYaTKH - IJIs1 OTIeYaTyBaHHS MPUMIIIEHb, 1ad), ceidib.

PosnopsigunM TOKyMEHTOM TOJIOBH CYAy BU3HAYAIOTHCS:
BUJIM Ta KUTBKICTh TIEYATOK 1 IMITAMIIIB, IIIO0 3aCTOCOBYIOTHCS,

MepeNiKh JIOKYMEHTIB, MIMUCA Ha SKUX BIAMOBIIHO 0 3aKOHOJABCTBA
HEOOX1/THO CKPIIUTIOBATH IrepOOBOIO MEYATKOIO Ta IHIIUMHU [€YaTKaMU CYIY;

NOpSAJIOK BUKOPUCTaHHA, Miclie 30epiraHHs Ie4YaToK 1 TMOocaaoBl 0coow,
BIIMOBIIAIBHI 32 1X 30€piraHHs;

nepeik mocaoBUX OCI0, MAMUCH SIKUX CKPIILIIOIOTHCS repOOBOI0 MEYaTKOIO
Cyqy.

2. O06ik MeYaTok 1 MTaMITB BEACThCS Y KypHaNl OOJIKY MEeYaToK 1 IMITaMITiB
cyny (mogatox 10), 61aHKIB TOKYMEHTIB - y *KypHaJIl 00J1IKy OJaHKIB Cyay (101aToK
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11) okpemo 3a ix Bumamu. BunaBanus OJaHKIB BIAMOBINATEHUAM 3a 1X BUKOPHUCTAHHS
oco0aM 31HCHIOETHCS MTiJT MAMKUC Y )KypHaIi 00J1iKy OJJaHKIB CY1y.

XKypHanu 007Ky BKIIOYAIOTHCS 0 HOMEHKIATypH CIpaB cyay. ApKymri
KYpHATIB OOJIKY HYMEPYIOTHCS, IPOIIMBAIOTHCA Ta MIAMUCYIOTHCS KEPIBHUKOM
amaparty CyJy 13 3aCBIIYCHHSIM B1IOUTKOM TepOOBOi IeUaTKHu CyIy.

3. [levarku 1 mTaMIu MOBHHHI 30epiratucs y ceiipax abo MeTaeBux Immadax.
brnanku no3BonseThes 30epirath y madax, MmO HAIIHHO 3aMHKAlOThCA Ta
ormeuatyroThesa. [leyaTkw, mramiy, ONaHKW Cyay TepemaBaTH CTOPOHHIM oco0am
3a00pOHEHO.

4. 3abe3nevueHHs BUTOTOBIICHHS MEYATOK, IITAMITIB, OJTAaHKIB CYAY 311HCHIOETHCS
BIIMOBIJAIBHOIO 0CO0O0I0 CYAy, a KOHTPOJIb 3a BUTOTOBJICHHSIM, 30€piraHHsIM 1
BUKOPHUCTAHHSM IMOKJIAIA€THCS HA KEPIBHUKA arapary Cyay Ta BU3HaUYE€HUX HUM 0cCi0.

5. Haka3om KepiBHUKa aniapaTy CyJy BU3HaYalOThCsl BIAMOBIIaNIbHI IPAL[IBHUKH
3a 30epiraHHs MITaMIIiB Ta OJIaHKIB Cyy.

6. BigOutkoM repboBoi mevyaTku Cyay 3aCBiIUYIOThC:
BUKOHABYI1 JOKYMEHTH CY]1Y;

KOITii CYJIOBUX PillIeHb, 110 MIIATal0Th BUKOHAHHIO, O€3 BH1a4i BUKOHABYOTO
JIOKYMEHTA,

KOIIi CyJTOBUX PillI€Hb, 1110 HaOpayu (He Habpasn) 3aKOHHOI CHJIY (32 BUMOT010);
aKTHU IPO 3HUIIECHHS PEUYOBUX JIOKa31B,;

YXBaJli TIPO MIOBEPHEHHSI CYI0BOTO 300DY;

MOJIaHHS Ta KJIOMOTAHHS PO HATOPOIKEHHS;

TPYJI0BI KHM>KKH, TIOCBIAYEHHS;

JOBIIAKY PO Miclie poOOTH Ta po3Mip 3apo0iTHOI MIIaTH;
OyxrajaTepchka Ta CTaTUCTUYHA 3BITHICTD;

JOTOBOPHU MIAPSAY, OPEHIN MPUMIIIEHb, PO BUKOHAHHS POOIT TOILIO;
aKTU BUKOHAHHS POOIT, aKTH 3BIPKU PO3PAXYHKIB;

JOBIPEHOCTI, KYPHAJIH PEeECTparlii J0BIpeHOCTEH;

JIUCTH, PO3PaXyHKH 100 (PiHAHCOBUX Omeparliii;

JOKYMEHTH, 1110 3aCTOCOBYIOThCS Y MPOIIECi BAKOHAHHS OIODKETY;
MOJIaHHS PO OBEPHEHHS MOMUJIKOBO CIUIAYE€HOTO CY0BOTO 300pY;

IHIT JIOKYMEHTH, Ha SKHX HAsABHICTh BIJOMTKAa TepOOBOI MEYATKH CYIy
nepeadaueHa HOPMAaTUBHO-TTPABOBUMHU aKTaMH.

BinOuTOK medaTku CTaBUTHCSA TAaKMM YHMHOM, OO BIH OXOIUTIOBAB OCTaHHI
KUTbKa JIITEp HaltMEHYBaHHS MOCay 0CcO0H, siKa Minucana JOKyMEHT, ajie He TTINUC
1oCcaj0Boi 0co0u, a0 Ha OKPEMO BULJIEHOMY JJISI IIbOTO Micii 3 BiamiTkow "M. I1.".
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Bin6uTok meyaTku B yCIX PEKBI3UTaX €JIEKTPOHHOTO JOKYMEHTa, 0 CKIIATy
SKUX BIH BXOJIUTh, 3aMIHIOIOTh €JIEKTPOHHOIO I€YATKOI0, III0 CTBOPIOETHCS BIJIMOBITHO
1o BuMor 3akoHy Ykpainu "IIpo enekTpoHHi A0oBipyil mociayru" Ta 3akoHy YKpaiHu
"[Ipo enexkTpoHHI TOKYMEHTH Ta €JICKTPOHHUN JOKYMEHTOO0OIT".

7. 3HUINEHHSA MEYaTOK, IITaMIIiB, OJIaHKIB 3IIMCHIOETHCS 3a aKTOM 3
BIJIMOBITHOIO BIIMITKOIO TIPO 1€ B JKypHajax oOJiKYy.

JIJis 3HUIIEHHSI MeYaTOK 1 IITaMITliB KePIBHUKOM amapaTry CyIy YTBOPIOETHCS
KOMICisl, B SIKy BXOJASTH IO OJAHOMY TMPEJACTAaBHUKY KaHIEIAPii, MiIpO3AlIy, IO
BIJINIOBIJIa€ 3a MaTepiaIbHO-TEXHIYHE 3a0e3MedyeHHs, Ta MiApO3AlTy, MEeYaTKH Ta
IITAMITHN SKOTO 3HUIYIOThCS. KoMicis CKlaae akT 3HUIEHHS MTeYaTOK Ta IITAMITIB, Y
SKOMY 3a3HAYa€ThCS:

KUTBKICTh NI€YATOK Ta IITAMIIIB, SIK1 3HUIIYIOThCS;

MIJCTaBa 3HUIICHHS I[€YaTOK Ta IITaMIIB (peopraHizaiisi OpraHy 4u
CTPYKTYPHOTO MiAPO3/LTY, X JIKBIJAIls, IEpeiiMEeHyBaHHS TOIIIO);

CKJIaJT KOMICIi 13 3a3HaYEHHSIM IIPI3BUII, BJACHUX IMEH Ta MOCa/I;
JaTa 1 MICLIE 3HUILEHHS [1€4aTOK 1 [IITAMIIIB.

AKT CKJIaJITa€ThCS Y IBOX MPUMIPHUKAX, OJMH 3 AKUX 30€piraeTbcs B KaHLEISPIi,
JPYTUH - y TAPO3/ILI, MEeYaTKH Ta IITAMITA SKOTO 3HUIYBAJIUCS.

[leyaTku Ta MITAaMIK 3HUIIYIOTHCS TAKMM YMHOM: METAJEeBl BUPOOH - HUIIXOM
OOMUJTIOBaHHS JIBOMAa TMEPEXPECHUMH JIHISIMUA; TYMOBI, Kay4dyKOBI JeTail -
pO3pi3aHHsM Ha MaJli He3'€JHyBaH1, HEBIIHOBIIFOBaH1 YACTUHU, TIJIACTMACOBI - IIISIXOM
MEXaHIYHOTO po30MBaHHS Ha TakKl X He3'€HYBaH1, HEBIJHOBIIOBaHI YACTUHH.

8. IlepeBipka HasBHOCTI MEYATOK, IITAMMIB 1 OJAHKIB, @ TaKOX MOPAIKY iX
30epiraHHsl Ta BUKOPUCTAHHS 31MCHIOETHCS CIELIATIbHO YTBOPEHOIO KOMICIEIO HE
pijlIe OJHOTO pa3y Ha pPIK Ta MOXE MPOBOJAUTHCH OJHOYACHO 3 MEPEBIPKOIO CTAHY
ninoBoacTBa. IIpo mpoBeneHHsI TepeBIpKH POOIATHCA BIIAMITKH Yy BIINOBIIHUX
KypHajax oO0JiKy.

VY pasi mopymieHHs MpaBuil 00Ky, 30epiraHHs 1 BUKOPHCTAHHS IEYATOK,
MTaMIMiB 1 OJaHKIB KOMICiSl MPOBOAUTH CIYKOOBE PO3CIITyBaHHSI, PE3yJIbTaTU SIKOTO
0 OPMITIOIOTHCST aKTOM Ta JIOBOASTHCS JI0 BiJIOMa KEPIBHHUIITBA CYY.

9. Ilpo ¢aktu BTpatu mevyaTok (KpiM TepOOBOi) ab0 IITaMIIIB HETalHO
1H(OPMY€ETbCSI KEPIBHUITBO CYIy, a IpU BTpaTi repOOBOi MEUaTKU CyAy - TaKOX
kepiBHUITBO JICA Ykpainu.

3a (hakTamMu BTpaTH MEYATOK 1 IITAMIIIB TPOBOJUTHCA CITYKOOBE PO3CIIAYBAHHS
(nepeBipka), gke (sika) IPU3HAYAETHCS KEPIBHUKOM arnapary Cyay.

Akmo 3a  pe3ynbraTaMud  CIy>KOOBOro  posciigyBaHHs  (IEpEBIpKH)
MICIIe3HAXO/DKCHHS TTeYaTKU HE BCTAHOBJICHO, TaKy TEYATKy BHU3HAIOTH HEIIMCHOIO,
Ipo IO POOUTHCA BIAMOBITHA BIAMITKA B KypHalI, a TaKOX OMPHIIOIHIOETHCS
BiAMoBiAHA 1H(OpMallis B 3acobax MacoBoi iHGopMaIlii.
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10. branku BUTOTOBISAIOTHCS APYKAPCHKUM CIIOCOOOM ab0 3a JOMOMOTOIO
KOMIT'TOTEPHOT TEXHIKH Ha Tarepl BUCOKO1 SKOCTi hapbaMy HaCUUEHHUX KOJIbOPIiB.

OO6oB'ss3k0BOMY  OO0JIIKY MUIATalOTh MpOHyMepoBaHi OnaHku. IlopsakoBi
HOMEpHU TMPOCTaBISAIOTh HYMEpPaTopoM, IPYKapChbKHUM a00 iHIIKMM crmocoOoM Ha
HIDKHBOMY T10J11 3BOPOTHOTO TT0JIs OJ1aHKa a0o JIIBOMY TMOJII TUIILOBOTO OOKY OJIaHKa.

Koxen Buj nmpoHyMepoBaHOro OjlaHKa OOJIIKOBYETHCS B XKypHaJIl peecTparii
OJIaHKIB JJOKYMEHTIB, a00 IHIIIM peecTpariiiHiii ¢opmi, a OJaHKU 30epiraroThcs B
madax, cerdax, Mo HATIHHO 3aUMHIIOTHCS 1 OTIEYaTYIOThCSI.

11. 3uuieHHs 31MCOBaHUX MPOHYMEPOBAHUX OJIAHKIB Y CyAl 31HCHIOETHCS B
YCTaHOBJICHOMY TMOPSIIKY 32 aKTOM 3 BIIMITKOIO B 00JIIKOBO-peECTpalliiiHiil popmi.

Oco0Ou, K1 BIANOBIIAIOTH 3a OOJIK, 30€epiraHHsd Ta BUKOPHCTaHHS
IPOHYMEpPOBaHMUX OJIaHKIB, BU3HAYAIOTHCS HAKa30M KEpIBHUKA arapara Cyay.

XIII. CriagaHHS HOMEHKJIATYPH CHIPaB y Cyal

1. ¥V cyni ckianarThCsi HOMEHKJIATYpPH CHpaB MiIPO3AUTIB amapary cyay i
3BeJIeHa HOMEHKJIaTypa crpaB cyay (1oaaTok 12).

Homenkiartypa cripaB miJipo3AiIiB anapary cyy po3poosiseTbes He mi3Hime 15
JIMCTOIAJIa MOTOYHOT'O POKY MOCAT0BOI0 0C00010, BIMOBIAAIBHOIO 32 I1JIOBOACTBO Y
M1PO3/1II arapaTy Cyay, Ha MiJcTaBl JOKYMEHTIB 3 yCiX MUTaHb JTISIIBHOCTI Cyy.

3BefieHa HOMEHKJIATypa CHOpaB CKIAJAEThCS KAHIEISAPIE0 Ha OCHOBI
HOMEHKJIATyp CITpaB MiAPO3JUIIB arnapaTy Cymay.

2. 3a ckiajaHHsl HOMEHKJIATypHU CIpaB Ta 11 BEJICHHsI BIJTIOBIIa€ KaHIIEISAPIs.

3. Ilix vac ckiagaHHs HOMEHKIATypH CIOpaB CyAy CJ1J BUKOPHCTOBYBATU
MOJIOKEHHS PO CTPYKTYPHI MIAPO3AUIH, IITATHI PO3MUCH CYAy, HOMEHKJIATYpy CIIpaB
Cyly 3a MHUHYJI POKH, THIOBI Ta Tajdy3eBl MEpeiku 13 3a3HAUYCHHSIM CTPOKIB
30epiraHHs JOKYMEHTIB.

MeToauvHa J0MoMora y CKJaJiaHHI HOMEHKIIATYp CIPaB HATa€ThCs apXiBOM
cyny (rmocagoBoro 0co0010, BIIOBIIAIBHOIO 3a apXiB).

4. I1ix yac cki1aaHHs 3BEeJIEHOT HOMEHKIIATYPH CHPaB y Cy/ll BUKOPUCTOBYETHCS
CTPYKTYpHUH mOpuHUMN 11 moOynoBu. Po3aiamMu y Takiii HOMEHKJIATypl CHpaB €
HaMEHYBaHHS CTPYKTYpHHX Tiapo3autiB. [lpu 1boMy mepmuM  po3zijaoM
HOMEHKJIATypH 3a3HAYAETHCS KaHIEJAPIS.

5. I'padu HOMEHKJIATYpH CIIpaB Cy,ly 3allOBHIOIOTHCS TAKUM YHHOM:

y rpadi 1 mpocTaBASIOTBCS 1HAEKCH KOXHOI CIpaBu. I[HIOEKC crpaBu
CTPYKTYPHOT'O MiAPO3LTY CKJIQJAAETHCS 3 THAEKCY CTPYKTYPHOTO MiIPO3JLTY CYAy Ta
MOPSIIKOBOTO HOMEpA CHPABH B MeXkKax MiJIPO3ALIY;

y rpadi 2 BKa3zyloTbCi 3arojloBkM cmpaB (TomiB, dyacTuH). Ilopsaok
pO3TalllyBaHHSI 3arojOBKIB CIIpaB y HOMEHKJIATYpl CIpaB CyAy BHU3HAYAEThCS
CTyNEHEM BAXXJIMBOCTI JIOKYMEHTIB CIIpaBM Ta iX B3aeMo3B's3koM. Ha mouartky
PO3MIIIYIOTBCS 3arojIOBKM CHpaB IIOJA0 JOKYMEHTIB, sSKi HAJIWIUIM BiJi OpraHiB
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BUIIIOTO PIBHS, Al - MO0 OpPraHI3aIliifHO-PO3MOPsI U0l JOKyMEHTAIlli, IIaHOBO-
3BITHOI JIOKYMEHTAIlli, JUCTyBaHHS, OOJIIKOBO-JOBIJIKOBUX BHUJIIB JOKYMEHTIB.
3aroyioBOK CIpaBU MOBUHEH YITKO, B y3arajJibHeHil opMi BiloOpa)kaTh OCHOBHHUMA
3MICT 1 CKJIaJl JOKYMEHTIB CIpaBU: Ha3By BHUJY CHpaBU (JIUCTYBaHHS, KypHai) a0o
PI3HOBHUJI JOKYMEHTIB (HaKa3HW, MPOTOKOIHM); KOPOTKHUU 3MICT JOKYMEHTIB CIpPaBU
Tomo. He momyckaeThest BAKMBAHHS B 3aT0JI0BKaX CIIpaB HEKOHKPETHUX POPMYITIOBaHb
("Pi3n1 Matepianu", "3arajiibHe TUCTYBaHHSA" TOIIO);

rpada 3 3anOBHIOETHCS HAIPUKIHIT KaJIEHAAPHOTO POKY, KOJIH BiJOMa KUJTbKICTh
c(hOpMOBaHUX TOMIB, YaCTHH;

y rpadi 4 3a3Hayae€TbCA CTPOK 30€piraHHs CclpaBu, HOMEpPH CcTaTed 3a
neperikaMy JOKYMEHTIB 13 3a3HaY€HHSIM CTPOKIB iX;

y rpadi 5 "[IpumiTku" poOasATHCSA MO3HAUKH PO MEPEXIHI CIIPABU; IPO CIIPABH,
0 BEAYThCA B EJIEKTPOHHIA (QopMi; Mpo NOCAIOBUX OCIO, BIAMOBINAIBHUX 32
(dbopMyBaHHS cripaB; Ipo Mepeaaydy CrpaB 10 apXiBy YCTAHOBU UM IHIIUX YCTAHOB JJIs
1X MMPOJOBKEHHS TOLLO.

6. Jlo HOMEHKJIATypH CHpaB HE BKIIOYAIOTHCS APYKOBaH1 BUIAHHS, OpOIIypH,
JOBITHUKH, OroyieTeHi (KpIM CTaTHUCTHYHUX), pePepaThBHI >KypHald, EKCIpec-
1H(pOopMaIris ToIo.

7. Koxna cnpaBa, BKJIIOYEHA JI0 HOMEHKJIATypH, MMOBUHHA MaTH YyMOBHE
MO3HAYEHHSI apaOChKUMM IMdpamMu - I1HIEKC. Y pa3l HAsIBHOCTI y CIpaBl TOMIB
(4acTuH) 1HAEKC CTaBUTHCS HA KOKHOMY TOMI 13 3a3HAUYCHHSAM: T. 1, T. 2 TOIIO.

8. HoMmenkaTypa cipaB CyAy CKIAJa€ThCA Y YOTUPHOX MPUMIPHUKAX, KOKEH 3
SKUX TIOBMHEH MAaTu TpU(p MNOTOKEHHS 3 BIANOBIAHOI AEP’KABHOK AapXiBHOIO
YCTaHOBOIO.

[IpuMipHUKH HOMEHKJIATypH CIIPaB PO3NOAUISAIOTHCS B TAKOMY HOPAJIKY:

nepmuii (HeIOTOPKAHHUI) MPUMIPHUK HOMEHKJIATYpU CIpaB 30€pIiraeThCs B
KaHIETPIi;

JIPYTUil BUKOPUCTOBYETHCS KaHIEAPIEIO IK pOOOUHiA;

TPETIiil mepelae€ThCs 0 apXiBy CYAY Il KOHTPOJIIO 32 OpMyBaHHSM CIIPaB;

YEeTBEPTUI HAJICUIIAETHCS 10 BIAMOBITHOL Ep>KaBHOT apXiBHOI YCTaHOBH, Y 30HI1
KOMIUIEKTYBaHHS SIKOi iepedyBae Cy/I.

[limpo3ninu amapaTy Cyay OTPUMYIOTh BUTSATH 3 BIANOBIAHUX PO3ILTIB
3aTBEP/KEHOT HOMEHKJIATYPH CHPaB JIJIsi BAKOPUCTAHHS y POOOTI.

9. V KiHII pOKy HOMEHKJAaTypa CHpaB Cyay OOOB'S3KOBO 3aKpUBAETHCS
MIJICYMKOBUM 3allMCOM, SIKMM MIANKMCY€E KEpIBHUK amapaty cyay. llpo daxtuuny
HasBHICTh 3aBEJICHUX 3a PiK CIPaB MOBIAOMIISIETBCS MOCa0Ba 0co0a, BIAMOBIIaIbHA
3a apxiB CYIy.

10. HomenknaTtypa crpaB cyay HIOpOKYy (He Mi3HIIIE JIUCTOIaaa - TPYAHS)
NIEPETIISIIA€ThCS, AaHATI3YETHCS 1 YTOYHIOETHCS.
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Homenknarypa cpaB cyy MiIUCY€ETHCS KEPIBHUKOM anapary Cyay, Bi3yeTbes
MOCaJI0BOI0 0CO00I0, BIIMOBIIAJIBHOIO 32 apXiB CYIy.

HomenknaTtypa crpaB cyay CXBaIIOEThCS €KCIEPTHOIO KoMiciero (mami - EK)
CyZly Ta TOTOJKYEThCS €KCIepTHO-TiepeBipHOIO KoMiciero (mam - EITK) BinmosigHO1
Jep KaBHOI apXIBHOT YCTAHOBH OJIMH pa3 Ha IT'SITh POKiB a00 IMIOPOKY B pa3i ICTOTHUX
3MIH Y CTPYKTYpi, QYHKIIISX Ta XapakTepi poOOTH Cyay, MICISA YOTr0 3aTBEPIKYETHCS
T'OJIOBOIO CYITy.

Homenknartypa crpaB Cyay 3aTBEpIKY€EThCs HE Mi3HIIIE TPYTHS TOTEPETHEOTO
POKY, YBOAUTHCS B [I10 3 | CIUHSA HACTYITHOTO KAJIEHIAPHOTO POKY.
XIV. OnpaunoBaHHs Ta HAACWIAHHSA BUXiTHUX JOKYMEHTIB

1. BuxigHa KOpECTHOHAEHUIs Cyly MNpUAMAETbCA, TNEPEBIPSIETbCT 1
BIJIIIPaBISETHCA KaHUemspieto mici i peectpatii B ACIC BianosiaHo 1o [lonoxeHHs
po AC/IC.

2. BuxigHi JOKyMeHTH 00pOOJISIOTHCS KaHIISNISPIEIO 1 HAJICHIIAIOTHCS ajipecaTam
[EHTPaAII30BaHO B JCHbB 1X OJIEp>KaHHS B CTPYKTYPHOTO MiAPO3/1Ty (BUKOHABIIS) 00
HE MIi3HIIIe HACTYITHOrO0 pOOOYOTO JHS, SKIIO JTOKYMEHT HaJIIMIIOB B KiHIII POOOYOro
yacy (HepoOouuii yac).

BuxigHi JDOKyMEHTH HAJCHJIAIOTHCS ajapecaTaM 3 BHKOPHCTAHHSM 3aco0iB
MOIITOBOTO Ta EJIEKTPOHHOTO 3B'SI3KY, a TaKOX JOCTaBJISIOTHCS Kyp'EPCHKOIO,
denba'erepchkoro ciyk0amMu.

OnparoBaHHsi  JOKYMEHTIB  JUIsl  BIJIIPABJICHHS  TOIITOBUM  3B'SI3KOM
3MIMCHIOETHCS KaHUESAPIE0 BiAMOBIAHO A0 [IpaBuia HagaHHS MOCIYT MOIITOBOTO
3B's3KY, 3aTBepKeHUX NTocTaHOBOIO Kabinety MinictpiB Ykpainu Big 05.03.2009 Ne
270 (i3 3MiHamHu).

[lepenaua enEKTPOHHUX JIOKYMEHTIB 3AIHCHIOETBCA 13 3aCTOCYBaHHSIM
kBajiikoBaHoro enektporHoro nianucy (KEII).

3. Ilin yac mpuiioMy BiJi BUKOHABI[IB BHUXIJHUX JOKYMEHTIB MpPAIliBHUKH
KaHIEIApii 000B'I3KOBO MIEPEBIPSIOTH:

MPaBUIBHICTE OOPMIICHHSI JOKYMEHTa (CKJIaa 1 PO3MIMIEHHS B HhOMY BCIX
PEKBI3UTIB);

HAsSIBHICTH 1 IPABWJIBHICTh 3a3HAUYCHHS aJIPECH;

HAsSBHICThH Ha JIOKYMEHTI BIZIMITKH TIPO JIOIaTKU;

HAsIBHICTb yCi1X HEOOXITHUX MIJMUCIB HA IOKYMEHTI Ta A0JaTKaX 0 HbOTO;
HasIBHICTH B13 Ha KOIIi BUX1ITHOTO JJOKYMEHTA, 110 3aJIUIIAE€THCS Y CIIpaBax;
HasBHICTH 1 IOBHOTY JIOJATKIB,;

BIJIMOBIJIHICTh KUIBKOCT1 MPUMIPHUKIB KUJIBKOCTI aJIpecaTiB.

VY pasi BUSBIICHHS HEIIOIKIB, KaHIEISPis MOBEPTAE JOKYMEHT BUKOHABIIIO JIJIS
JOOTIPAITFOBAHHS.
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4. BiamoBiganbHICTh 32 MPAaBUIBHICTh 3a3HAYCHHSI PEKBI3UTIB HA BUXITHHUX
JOKYMEHTax Hece BUKOHABEIb JTIOKyMEHTA.

5. He nomyckaeThbest BijinpaBiieHHS a0o mepeada JOKYMEHTIB 0e3 peecTpallii B
ACJIC. JIns KO)KHOTO JOKYMEHTa aBTOMAaTUYHO (POPMYETHCSI HOTO BUXIAHUI HOMED.

Buxigauéi HOMEp MOKyMeHTa, IO TMIAJIArae HaJCUIAHHIO, (OPMYETHCS
aBTomMaTnyHO ACJ/IC TakuM YMHOM:

y JUCTYBaHHI IIOJO0 CYIOBHX CIpaB BUXITHUI HOMEp CKIAJAETHCS 3 €IMHOTO
YHIKQJIBHOTO HOMEpa CyIOBOi CIIpaBH 13 3a3HAUYCHHSAM 4Yepe3 MpPaBOOIUHY MOXUITY
PHUCKY HOMEpA 3a MOPSAIKOM 1 uepe3 MpaBoOIuHy MOXUITY PUCKY - TOTOYHOTO POKY;

y JUCTYBaHHI 11010 1HIIUX JOKYMEHTIB BUX1IHUH HOMEP CKIIAIa€THCS 3 HOMEPa
HOMEHKJIATypH CIIPaB CyAy, B IKOMY 30€pIratoThCsl MaTepliaiy, 13 3a3HAUYCHHSIM Yepes
npaBoOIUYHY MOXUJTY PUCKY HOMEpa 3a MOPSAKOM y MeXaX KOKHOI HOMEHKJIATYpH 1
yepe3 NpaBoOIYHy MOXUITY PUCKY - IOTOYHOTO POKY.

6. Ipyri npuMipHUKH JOKYMEHTIB 13 Bi3aMH, Ha SIKUX CTABUThCS peecTpalliifHa
MTO3HAYKa, 3AJIMIIAIOTHCS B KAHIIENISIPii a00 TOBEPTAIOTHCS JI0 BIAMOBIIHUX I APO3/ILIIIB
JU1s1 30epiraHHs 3riJHO 3 HOMEHKIaTypOIO CIpaB.

7. HocunanHsg abo 3amiHa PO3ICIIAaHOTO paHIIIe JOKyMEHTa 3A1MCHIOETHCS 3a
BKa31BKOIO MTOCA/I0BOI 0COOH, sIKa Minucaia TOKyMEHT, a00 KepiBHUKA anapary Cyay.

8. SIKIIIO TPOEKT JHCTa € BIAMOBIIIO HA BXITHUM UM IMIJATOTOBJICHUN HA HOTO
MIJCTaBl 1HIIUN JTOKYMEHT, 10 TPOEKTY, 10 TMOJA€ThCA Ha MIAMHUC, TOMAEThCS Leh
JTIOKYMEHT.

[IpoekT BIAMOBIAI HA BXIJHUM JOKYMEHT Mae OyTH 3aBi30BaHO YyciMma
CIIBBUKOHABIISIMHU.

KoxxHuil JOKYMEHT MIAMUCYEThCA MOCAA0BOK OCOOOK 13 3a3HAYCHHSIM 1l
nmocajy, Mpi3BUILlA Ta BJIACHOTO iMeHl. SIKIIo mocaaoBa ocoba, 3a MIAMUCOM SIKOI
M1ArOTOBJIEHO JOKYMEHT, BIZICYTHSI, JOKYMEHT O(POPMJISIETHCS 3a MIAMKUCOM 0COOH, SIKa
BUKOHYE 1i 000B'si3ku. He momyckaeTbest mianmucaHds JOKYMEHTa 31 CJIOBOM '"3a" um
1HIIOKO MTO3HAYKOIO Mepe] Ha3BOIO MOCA/IH.

9. Ha noxymeHTax 000B'sI3KOBO 3a3HAYAETHCS AaTa.

VY pasi opopmiteHHS 1aTH ITUPPOBUM CIIOCOOOM YHCIIO 1 MICSIh 3a3HAYAIOTHCS
IBOMa Tapamu I1udp, pPO3AUICHUMH KpPamKolo; piK - 4oTupMma Imdpamu, Kparka
HaIpUKiHIN He cTaBuThes (Hampukiaa: 03.05.2018).

VY TekcTax HOPMATHUBHO-TIPABOBHX aKTIB, OpraHi3aIliifHO-PO3MOPSIUNX, 1 TAKUX
JOKYMEHTIB, 1[0 MICTSITh BIJIOMOCTI (PIHAHCOBOTO XapaKTepy, 3aCTOCOBYETHCS
CJIOBECHO-IIM(POBUI CIOCIO 3a3HAYEHHSI AT 13 MPOCTABJICHHIM HYJIS B MO3HAYEHHI
JTHSL MICALIS, SIKIIO BiH MICTUTh OJHY LHGpy, Hanpukiaa, 03 tpaBusa 2018 poky.

OO00B'sI3k0BOMY JaTyBaHHIO 1 MiAMHUCAHHIO MJISITAIOTh YC1 CTY>KO0B1 BIAIMITKH
Ha JIOKyYMEHTax, TOB'A3aHl 3 iX MPOXOJKEHHSIM Ta BHUKOHAHHSAM (PE30JIIOIii,
MOTOJ[PKEHHSI, B13H, BIIMITKH ITPO BUKOHAHHS JOKYMEHTA TOIIIO).
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Ha noxymenri, BumanHoMy ABoma abo OibIlle yCTaHOBaMH, 3a3HAYAETHCS O/IHA
JaTa, sika BIJIMOBIAA€E 1aTi OCTAHHBOTO MIIIUCY.

10. Odimifine AUCTYBaHHS, SIKE HE CTOCYETHCS MPOBAIKEHHS Yy CYIOBHUX
CIpaBax, 3/IIHCHIOETHCS MIXK Cy1amMH, Jlep>KaBHOIO CyI0BOIO aIMIHICTpaIlI€l0 Y KpaiHu
Ta 1i TEepPUTOpIATIbHUMHU YNPABIiHHAMH, WIANPUEMCTBAMH, YCTaHOBAMH Ta
OpraHizaiisiMi, CTBOpeHUMH Jlep>KaBHOIO CYyJIOBOIO aJMiHICTpalli€l0 YKpaiHH, 3a
JIOTIOMOTOI0 €JICKTPOHHOI TOIMTH 3 OMIIIHHMX eJEKTPOHHUX aJAPeC BIAMOBIIHUX
YCTAaHOB  NUISXOM  OOMIHY  €JIEKTPOHHMMH  JOKyMEHTaMH,  CKPIIUICHHAMH
kBamdikoBaHuM enekTpoHHUM Tianucom (KEIT).

11. ITiaAroTOBKY MpolecyalbHUX JOKYMEHTIB CYAy /10 BiJIIpaBICHHS 3A1MCHIOE
BIMOBIAANBPHUN TpaliBHUK cyny abo kaHmenspis. [ligrotoBka HJOKYMEHTIB Yy
namneposiil popmi BKIrOYaE 0pOpMIIEHHSI KOHBEPTIB Ta CIIMCKIB BIIIPABICHb (PEECTPIB
PEKOMEHJOBAaHUX 3 MOB1IOMJIEHHSM BIAPABICHb Ta JOKYMEHTIB, IO BIAMPAaBISIOTHCA
MIPOCTOI0 KOPECIIOHJICHITIEI0), K1 MAMUCYIOThCS 0C00010, IO iX CKJIaja, Ta Ha HUX
IPOCTABJISIETbCA MI€YaTKa Cyay.

12. TlponecyalibHi TOKYMEHTHU CYAY BIANPABISIOTHCS B MOPSIIKY, BU3HAYECHOMY
MpolieCyaTbHUM 3aKOHOJIABCTBOM — €JIEKTPOHHUMU 3ac00aMu 3B'SI3KY, MOIITOK a0o
MOXXYTh BpydYaTHUCS IMiJI PO3MUCKY (HAa OpUTIHANI MPOIECYaTbHOTO JOKYMEHTA,
OKpPEMOMY apKyIili, 3as1B1, TOIIIO), IKa 00OB'SA3KOBO J0IYYAETHCS 0 CYA0BOI CIIPaBHU.

13. Komii mnpouecyalbHUX JIOKyMEHTIB CyAy HaJCUJIAIOThCA YyYaCHUKaM
CYZOBOI'O IpOLECY BIANOBIZHO 1O BHMOI IPOLECYAJBHOTO 3aKOHOJIABCTBA,
IncTpykuii, [Tonoxennst mpo AC/IC.

14. Ha momtoBHX BIAIPABICHHSX, SIKI MICTATbH CyJI0BI BUKJIMKH 1 TOBIJOMJICHHS
Ipo J1aTy, 4ac Ta MiICIle€ CYJOBOTO 3acijaHHsS YW BYMHEHHS MPOILECyaJIbHOI il
000B'SI3KOBO MPOCTABISETHCS BIAMOBIIHA BIAMITKA 3 TO3HAYKOIO 200 31 IITAMIIOM CYAY
"CynoBa noBicTka'.

15. V pasi HampaBieHHS NPOLECYAIbHOTO JTOKyMEHTa CYAy JEKUIBKOM
ajpecaraM, CIHCOK PO3CHJIKH TIICIS BIAMPABICHHS JOJIYYa€ThCS N0 MarepiaiiB
CIIpaBH.

16. dakT HeoaepKaHHS MPOLIECYAIbHUX IOKYMEHTIB a/IpecaToM 3aCBiIUy€ThCS
IIOIIITOBUM ITOB1JOMJICHHSIM BCTaHOBJICHOTO 3pa3Ka, sike (0e3 peecrparttii B ACIC ane
3 BIMITKOIO MPO AAaTy OTPUMAHHS CYJOM) pa3oM 3 HEOTPUMAHUMH JOKYMEHTaMH Ta
KOHBEPTOM MepeaeThbes Cy 1, Y IKOro CrpaBa rnepedyBae Ha PO3TIIsAL.

XV. Ilepenaya Ta BUKOHAHHSA 10KYMEHTIB

1. Ilepenaya KOpECHOHICHIIIT HA PO3TJIS] KEPIBHUIITBY Cyay 3a0€3MeuyeThes
KaHIIeNApieto  (BIAMOBIAJbHUM MPAI[IBHUKOM YW BIJIMNOBIJHUM CTPYKTYPHUM
MIIPO3/17I0M) HEBIAKIAAHO ab0 HACTYMHOrO poOOYOro JHSA Yy pasl HaIXOMKCHHS
JIOKYMEHTIB y HEpOOOUYUH Yac eNeKTPOHHUMU 3ac00aMu 3B'sI3KY.

2. Ilicns BUBYEHHS IOKyMEHTa KEPIBHUIITBOM CY/y HaKJIQAA€ThCS PE30IIOLIs Ta
nepenaeTbesi A0 KaHUessapii (BiAMOBIAAJRHOTO TpaliBHUKA ab0 BiAMOBIAHOTO
CTPYKTYPHOTO MiPpO31Ty) Al BHeceHHs 3MmicTy pesomonii 1o ACIC.
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Pe3omromii  kepiBHMLITBA Cyqy MOXYThb oOQopMiIOBaTHCS Ha OiaHKax
YCTaHOBJICHOT'O 3pa3Ka.

3.V pasi nokiazeHHs 000B'sI3Ky BUKOHAHHS JIOKYMEHTA Ha KiJbKa M1IPO3/1IiB
(oci0) BIAMOBIMAIBPHUM 3a BUKOHAHHA € MiApo3aul (ocoba), 3a3HaAYCHUN TMEPIINM,
SIKIIIO 1HIIIE HE 3a3HAYCHO B PE3OITOILI.

BignoBinanpHii 3a BUKOHaHHS JOKyMEHTa 0C001 HATA€ThCs MPaBO CKIMKATH
IHIIMX BUKOHABIIB Ta KOOPJAUHYBATH iX poOOTy. Y pa3si BIACYTHOCTI IIi€l ocoOu 3a
BUKOHAHHS JIOKYMEHTA BIJIMOBI/Ia€ 0c00a, 3a3HaUeHa B PE30JIIOIIT HACTYITHOTO.

CTpoKH BUKOHAHHA JJOKYMEHTA CIiBBUKOHABLISIMUA BU3HAYAIOTHCS B PE3OITIOLIII.

4. Tlepenaua JOKyMEHTa BiJ OJTHOTO CTPYKTYPHOTO MiJPO3AUTY amapaTy Cyay
(BUKOHABIISI) JO  IHIIOTO  3MIMCHIOETHCS ~ BUKIIOYHO  4Y€pe3  KaHIEISAPIIo
(BIAMOBIIAJIBHOTO TpalliBHUKAa a00 BIAMOBIAHUN CTPYKTYpHUM MIAPO3ALT) 3a
pe3odtoIli€ero KepiBHUITBA cyAy 13 BHeceHHsIM 10 ACJIC BiANOBIHOT BIIMITKH.

5. ITicns po3risay BiAMOBIAHUMU ITOCAIOBUMH 0COOAMHM CYTY 3 iX PE30JIOIIIEI0
JIOKYMEHT OMpPallbOBYEThCS KaHIENSIPi€l0 (BIAMOBIAAIBHUM TMPAIIBHUKOM a00
BIJIMOBITHUM CTPYKTYypHUM Tipo3auiom) B ACIIC, GepeThesi Ha KOHTPOIIb, MICHS YOT0
HEBIJIKJIAJTHO TIEpeIa€ThCsl Oe3MOCcepeIHIM BUKOHABIISIM.

6. OpwuriHan JOKyMEHTa, [0 MiJIAra€ BUKOHAHHIO, TIEPEHAETHCS
BI/IMOBIAIbHOMY 32 BUKOHAHHS, a CITIBBUKOHABIII OTPUMYIOTh KOIIIO JIOKYMEHTa B
narepoBiit abo enexkrponHii Gopmi uepe3z ACJIC.

7. lpaiiBHUK, BIJMOBIJAJIbHUN 332 BUKOHAHHS JOKYMEHTa, Y pa3l BIAMYCTKH,
BIJIpSI/DKEHHS, 3BUIBHEHHS 3000B'I3aHMI TMepeJaTd ycl HEBUKOHAHI JIOKYMEHTH
1HIIOMY MPALliBHUKOBI, BU3HAYEHOMY KEPIBHHUKOM CTPYKTYPHOIO MIIPO3ALITY anapary
cyany (KepiBHULUTBOM cyAy), 13 BHeceHHsIM a0 ACJIC BiANOBIIHOI BIIMITKH PO
nepenavy JTI0KyMEHTIB, K1 epeOyBatOTh Ha KOHTPOJI, IHIIOMY BUKOHABLEBI.

8. CmiBBUKOHAaBIIl TOAAIOTh MPOMO3UIlI BIJMOBIAAILHOMY BHUKOHAaBLIO Y
BUTJISIIL CITY>KOOBOT 3aIHUCKHU.

[IpoekT BiAMOBII HAa BUKOHAHWW JOKYMEHT BI3y€ThCSI BUKOHABIEM
(CTIIBBUKOHABITSIMH ) 13 3a3HaYEHHSM T10Ca]1 (32 TOTpeOH ), BIACHOTO IMEHI 1 MPI3BUIIIA,
JIaTU Ta Pa3oM i3 JIOKYMEHTOM, Ha SIKUW HAJAAETHCS BIMOBIIb, MEPEIAETHCS HA TIAMHIC
KEpIBHULTBY CyaY.

9. JlokyMeHT, NMOMMJIKOBO HaIlpaBiICHUH A0 OyAb-sIKOTO 31 CTPYKTYPHHX
OiAPO3JUTIB anapary cyay (BUKOHaBIIB), Ma€ OYyTH MOBEPHYTO A0 KaHLENIApii
(BIATMIOBIIAJILHOTO TMpalliBHUKa a00 BIAMOBIIHOTO CTPYKTYPHOTO MIAPO3ALTY) s
HaIpaBJIeHHS 32 HAJIEXKHICTIO. Pa3oM 3 TakuM JOKYMEHTOM MOJIa€ThCS BMOTMBOBAHA
CJIy’k00Ba 3aIMCKa, 10 MICTUTb M1/ICTaBH MIOBEPHEHHS JOKyMEHTA.

XVI. KoHTpOoJIb 32 BHUKOHAHHAM J10KYMeHTiB. CTPOKM BUKOHAHHA TOKYMEHTIB

1. Metoro KOHTPOJITO 3a BUKOHAHHAM I[OKYMCHTiB € 3a0e31eUeHHs CBOEYACHOTO
Ta HAJIC’)KHOI'O 1X BUKOHAHHS.
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2. KoHTposnb 3a BUKOHAHHSIM JOKYMEHTIB y CY[l 3[1MCHIOETHCS KaHIIENIAPIEIO
(B1ZTTOB1IAJIHUM TIPAIliBHUKOM 200 BIJMOBIIHUM CTPYKTYPHHUM H1IPO3I1JI0OM).

KoHTposnb 32 BUKOHaHHSM JOKYMEHTIB y CTPYKTYPHHX MiApO3/diiax amapary
Cylly 3IIMCHIOEThCS KEPIBHUKOM CTPYKTYPHOTO TIAPO3ALIy (BiAMOBIIAIEHUM
MIPAIIBHUKOM).

3. KoHTpomto mijyisraroTh 3apeecTpoBaHi JOKYMEHTH (KpiM IMpoIeCcyalbHUX),
SKMMH BCTaHOBJICHO 3aBJIaHHS (MICTUTHCS BUMOTA, HA/IAHO IOPYYCHHS).

CTpoku Ta KOHTPOJh 32 BHKOHAHHSAM MPOIECYaJbHUX JIOKYMEHTIB
BCTaHOBIIIOIOTHCS BIATIOBITHO JI0 MPOLIECYaIbHOTO 3aKOHOJaBCTBA.

4. KoHTpOJIh 32 BUKOHAHHSM JIOKYMEHTIB TOJISITAE V:

B3STT1 JJOKYMEHTA 3 PE3OJIIOIIEI0 KEPIBHUIITBA CYJly Ha KOHTPOJIb Y JIEHb MOTO
posrisfay, 3 BigMiTkoro B ACJIC;

MPOJOBXEHHI CTPOKY BHUKOHAHHS JIOKYMEHTa - TIPOJIOBXKEHHI (3MiHI1)
KEpPIBHUIITBOM CYJy CTPOKY BUKOHAHHS JIOKYMEHTA Ha MiJCTaBl CIyKOO0BOi 3alHCKU
BUKOHABIIS 3 OOTPYHTYBAaHHSM, 13 BimoB11HOIO BiaMiTko0 B ACJIC;

3HATTI JIOKYMEHTa 3 KOHTposro - 3 BiamiTkoro B ACJIC 3a pesynbraramu
OCTaTOYHOTO OTPAIIOBAHHS JOKYMEHTA Ta IMiCJIs MIAMUCAHHS BIIOBI I KEPIBHUIITBOM
cyny.

5.V Mexax cTpOKy BUKOHAHHS JIOKYMEHTa MOYK€ HaJaBaTHUCS BIAMOBIIb MO0

OKpeMHX OOCTaBHH OMPAIFOBaHHS JOKyMEHTa (IIPOMIXKHA BIJIMOBI/b), 3 BHECCHHSIM
iHpopmarii 1o ACIC.

[TpoMixkHa BIAMIOBIIb HE € M1JICTABOO ISl BU3HAHHS JIOKYMEHTA BUKOHAHUM.

6. [lepeOir cTpoKy BUKOHAHHS IOKYMEHTA, B3TOTO Ha KOHTPOJIb, TOYMHAETHCS
3 gus oro peectpanii B ACJC. CTpok BUKOHAaHHS JIOKYMEHTa OOYMCIIIOETHCS B
KaJICHJApHUX JHSAX, OKPIM BHUIAJIKIB Iepe10ayeHuX 3aKOHOM.

SKmo 3aKkiHYEHHS CTPOKY MPUIAJA€ HA BUXIAHUM, CBATKOBUM YW 1HIIUI
HEepOoOOUHii IeHb, OCTAHHIM JTHEM CTPOKY € MEPIIHil MiCJIsi HhOTro pOOOUHil ICHb.

7. CTpOKW BHKOHAHHS JOKYMEHTIB MOXYTh 3a3HAYaTHCS B TEKCTi JOKYMEHTa
a00 Pe30JIIOITii.

8. JlokyMeHTH MOBUHHI OyTH BUKOHAHI:

0e3 3a3Ha4YeHHS CTPOKY BUKOHAHHS - mpoTsiroM 30 OHIB 3 JIHA peecTparrii
nokymenta B AC/IC;

y pasi HaKJIaJeHHs Pe30Itolii 31 cjioBoM "TepmiHOBO" - IpoTSIToM 3 NHIB 3 THS
peectparii nokymenta B ACIC;

y pa3l HakjiaaeHHs pesosroiii 31 cmoBoM "Heraiino" a6o "HesiaknagHo" -
MIPOTSTOM OJTHOTO JHS 3 JHS HAKJIAIACHHS PE30JIIOLil.
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yYKa3u, pO3NOpsAUKEHH:A, JnopyuyeHHs lIpesnnmenra VYkpaiHm - y CTpoOK,
3a3HaYCHUM B aKTi; y pa3l HEe BU3HAYEHHS CTPOKYy B akTi [Ipe3umenta Ykpainu -
npoTsaroM 30 KaJleHIapHUX JHIB 13 JHS HaOpaHHS YUHHOCT1 aKTOM;

3alUT HApPOJHOTrO AenyTaTa YKpaiHu - He Mi3HIIIe HK Y M'STHAIIATHICHHUN
CTPOK 3 JHS HMOro HaaXojpkeHHs abo B 1HIIMK ycTaHoBJIeHHH BepxoBHow Pasnoro
VYkpainu cTtpok. JlemyrtaTchke 3BEepHEHHsI - mpoTsaroM 10 gHIB 3 MOMEHTY MOro
onepxaHHs. CTpOK pO3TIsay ACNyTaTChKOTO 3aluTy/3BEPHEHHS 3 ypaxXyBaHHSIM
CTPOKY TIPOJOBXKEHHsS He Moxke nepeBuiryBatd 30 [AHIB 3 MOMEHTY HOro
HAJIXOIKCHHS,

mocTaHoBa, BUCHOBOK Korerii PaxyHkoBo1 manatu - He mi3Hime 15 qHiB 3 gHS
peectpaii mokymenTa B ACJIC (K110 He BCTAaHOBJICHO 1HIIAA CTPOK);

aJIBOKAaTCHKHI 3alMT - HE MI3HIIIE I'ITH poOOYMX JIHIB 3 IHS OTPUMAHHS 3aIIUTY.
CTpok po3risily agBOKAaTCHKOrO 3amuTy MOXe OyTH MNpOAOBXKEHO A0 JBAILATH
poOoUNX JTHIB 3 OOTPYHTYBAHHSM MPUUYUH TAKOTO MPOJOBKEHHS.

9. Slkmio BUKOHAHHS JOKYMEHTa Yy 3a3HAuY€HUW CTPOK € HEMOXKIIMBUM,
BUKOHABEIb 3BEPTAETHCA 31 CIYKOOBOIO 3aIlMCKOI TMPO MPOJTOBKEHHS CTPOKY
BUKOHAHHS JIOKYMEHTa JI0 T0CaJI0BOI 0coOM, sika Jlaja BIAMOBITHE JAOPYYEHHS, HE
MI3HIN SK 32 TpU poOOYMX JHI JO 3aKIHUEHHS CTPOKY HMOTro BHUKOHAHHA, a IOJ0
JIOKyMEHTA, B IKOMY HE 3a3HAY€HO CTPOK, - 10 3aKIHYEHHS TPUALSITUICHHOTO CTPOKY
3 nHs oro peectparii B ACIC.

VY pa3i mpoJOBXKEHHS CTPOKY BHKOHAHHS JAOKYMEHTa pPOOMTHCS BIANOBIAHA
BiaMiTKa y Tpadi "Tepmin npopoBxeHo" B ACJC, ne 3a3HayaeThCcsl KiHIIEBA JaTa
BUKOHAHHS JIOKYMEHTA.

10. JlneM BMKOHAHHSI KOHTPOJBHOTO JOKYMEHTA (3aBIAaHHS) BBAXKAETHCS JICHb
peecTpamili y Cyal BUXIIHMX JOKYMEHTIB NP0 BUKOHAHHS 3aBllaHb, 3allUTIB,
MOBIJOMJICHHS MPO pe3yJbTaTH 3aiHTEPECOBAHMX YCTAaHOB 1 o0ci®0 abo 1HMIOro
HiATBEPHKCHHSI BUKOHAHHS.

11. TTicns BUKOHAHHS JOKYMEHTA KaHIIENAPis (BIANOBIIAIbHUAN MPAIIBHUK CYTy
a00 BIJIMOBIIHUN CTPYKTYPHUH MIAPO3JLT) poOUTH BIAMITKY y rpadi "BinMiTka mpo
BUKOHaHHS" peecTpamiitHoi kapTku gokymeHTa B ACJIC, me 3a3Hadae HoOMeEp
JIOKyMEHTA, MiATOTOBJIEHOTO HAa BUKOHAHHS KOHTPOJILHOTO JOKYMEHTA, IMICIs YOTO
3HIMAa€ JOKyMeHT 13 KoHTpoJito B ACJIC.

12. dakcumisibHE BIATBOPEHHS MiJMUCY MOCAT0BOI 0COOM Ha MpOIleCyalbHHUX,
OpraHizauiifHO-po3nopsaaIunx, (IHAHCOBUX, OyXTraaTepChbKUX JIOKYMEHTaxX 3a
JIOTIOMOTOI0 MEXaHIYHOTO a00 1HIIIOTO KOMIIOBAHHS HE JOMYCKAETHCS.

XVILI. ITigroroBka Ta 0oopMJIeHHS JOKYMEHTIB. 3arajibHi BUMOI'H /10
AOKYMEHTYBAHHSI YIIPABJIHCHKOI iH(popmanii cyxy

1. IlpouecyanbHi Ta  OpraHi3alifHO-pO3MOpsAYl  JOKYMEHTH  CyAY
BUTOTOBJIAIOTHCS 32 JOMIOMOIOK0 KOMITHOTEpHOI TexHIKM Ta 30epiraiotbesi B ACJIC,
BIJIMTOBITHO /10 BUMOT MPOIIECYaJbHOTO 3aKOHOAAaBCTBA, HallioHampHOTO CTaHmapTy
VYkpaian "Bumorn 1o opopmmtoBaras qokymeHTiB JJCTY 4163:2020, 3aTBepKeHOTO
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Haka3oM [JlepxaBHOro miampueMcTBa "YKpaiHCBKUH  HAYKOBO-JOCTHIAHMNA 1
HaBYAJIBHUH IIEHTP MpoOJieM cTaHAapTH3allii, ceptudikariii Ta sskocti" Big 01 gumnHs
2020 poky N 144 (nam - JCTY 4163:2020), iHIMX HOPMAaTUBHO-TIPABOBUX aKTIB, a
TakoX [HCTpyKIIii.

2. OpranizauiifHo-po3nopsATYUMHU TOKYMEHTAMHU CY/ly BU3HAYAIOTHCS MUTAHHS
iH(opMalIiitHO-TIpaBOBOT POOOTH B CY/II, MOPSAIOK MOJAHHS BHYTPIIIHIX JOKYMEHTIB
KEPiBHUIITBY CYY.

3. OpranizaiiiHo-po3nopsadi JOKYMEHTH Cyay (HaKa3W 1 pPO3MOPSIHKCHHS
KEPIBHHUIITBA CY/y) PEECTPYIOTHCS KaHUENAPIEIO (BIAMOBIIATBHUM MPAIliBHUKOM a0o
BIJIMOBITHUM CTPYKTYPHUMH TIAPO3ILIOM).

4. JlokymMeHTyBaHHSl YIpPaBIIHCHKOi 1HQOpMaLIi Cyay MOJATaE y CTBOPEHHI
JIOKYMEHTIB, 110 CIIPSAMOBAaH1 HAa BUPIIEHHS YIIPABIIHCHKUX PIIIEHb.

5. Ha3pa By nokymeHTa (Haka3, IPOTOKOJ, AOIMOBIJHA 3alMCKA TOILIO) MAa€
BIIMOBIATH Ha3BaM, mependadeHuM posauioM S5 HamionanbpHOro kiacudikaropa
ynpasiiHcbkoi gokymenTarii HK 010:2021, 3aTBepmakeHoro HakazoM MiHicTepcTBa
PO3BUTKY  €KOHOMIKHM, TOPTiBJI Ta CUIBCBKOTO  TOCHOJApCTBAa  YKpaiHH
Bix 12.03.2021 Ne 526.

6. OpraHizaiiiHo-po3Mnopsaul JOKYMEHTH O(GOpPMIIIOIOTECS Ha OJaHKax, IO
BUTOTOBJISIIOTHCS 3T11HO 3 BuMoramu JICTY 4163:2020 ta IHcTpykiii.

VY cyni MOXYTh BUKOPUCTOBYBATUCS TaKl OJJAHKH IOKYMEHTIB:

3arajJbHUM OJIaHK /JJI1 CTBOPEHHS PI3HUX BHJIIB JOKYMEHTIB (0€3 3a3HaY€HHs Y
0JIaHKY Ha3BU BUJY IOKYMEHTA);

OJIaHK JIMCTA;
OJIaHK HaKa3y.

7. TlocagoBi ocoOM MIANUCYIOTh JOKYMEHTH B MEXKax CBOiX NOBHOBAXEHb,
BHU3HAUEHUX 3aKOHOJABCTBOM YKpaiHH, MOCAJOBUMH IHCTPYKIIISIMH, HAKa30M PO
PO3IOIi1 000B'SI3KIB TOIIIO.

8. ¥V pa3i moTpebu mpoBeACHHS OIIHKW JOIIJILHOCTI CTBOPECHHS JIOKYMEHTA,
HOT0 OOTIPYHTOBAHOCTI Ta BIAMOBIHOCTI 3aKOHOJABCTBY 31MCHIOETHCS TIOTOJKEHHS
JIOKyMEHTA.

[ToromxeHHsI TOKyMEHTIB MOX€ 3[1HCHIOBATUCH MOCAAOBUMU 0COOAMU CYIY,
SK1 BIAMOBIAHO JO 1X KOMIIETEHIINI BHPINIYIOTh MUTAHHS, MOPYIICHI B JOKYMEHTI
(BHYTpIIITHE TIOTO/IKECHHS).

9. llopsmoxk TMOro/KEHHS Ta 3aTBEP/KCHHS JOKYMEHTIB 3I1HCHIOETHCS
BiAMoBiAHO 70 [IpaBuit opraunizaiiii A1JIOBOJICTBA Ta apXiBHOTO 30epiraHHs JOKYMEHTIB
y JepKaBHUX OpraHax, OpraHax MICIICBOTO CaMOBPSIyBaHHs, Ha MIANPUEMCTBAX, B
YCTAaHOBAaX 1 OpraHi3aiisx, 3aTBEepIKCHUX Haka3oM MiHICTepCTBa FOCTHUIIIT YKpaiHU
Bix 18.06.2015 Ne 1000/5.
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XVIII. Oco6auBoCTI CKIAAaHHA AeIKMX BUAIB OPra”izaliiiHO-po3nopsaa4ux
JOKYMEHTIB y Cyai

1. Haka3z - po3nopsiunii JOKyMEHT, SIKHMi BUa€ KEPIBHUIITBO CYy Ha MpaBax
€IMHOHAYAJILHOCTI Ta B MEXKaX CBO€I KOMIIETEHIIII, 0OOB'I3KOBUN IJII BHKOHAHHS
nigeruMu. Hakasu mianmucyroThesl KEPIBHUIITBOM CYAY, a 3a HOro BIJCYTHOCTI -
0c00010, siIKka BUKOHYE Horo 000B's13KH, Ta peecTpytoThest B ACJIC.

[Ticna mianucanHa HaKa3y 3MiHM A0 HbOTO BHOCSITHCA JIMIIE IIISIXOM BUAAHHS
HOBOTO HaKa3y PO BHECEHHS 3MiH.

Haxka3 oopmitoeTscst Ha OJaHKy HaKa3y Cyay.

3MICT Haka3y CTHUCJIO BUKIAHA€TbCA B 3aroyiOBKY, SIKAHW TOYMHAETHCS 3
npuitmenHuka "IIpo" Ta ckiagaeThCs 3a JONOMOror0 BiaiecniBHOro imeHHuka ("IIpo
3arBepkeHHs...", "IIpo cTBopenHs...") abo imennuka ("IIpo miacymku...").

TexcT Haka3y CKJIaJaeTbcs 3 JBOX YACTHH - KOHCTaTywo4oi (mpeamOynum) 1
pO3IOPSAYO].

VY KOHCTaTyloulli YacTHHI 3a3HAvyaeTbcs MiACTaBa, OOTPYHTYBaHHS abo MeTa
BUJIaHHA Haka3zy. Po3nopsua yacTuHa Haka3y noyuHaeThes 13 cnoBa "HAKA3VYIO",
SKE JPYKYETHCS 3 HOBOTO psAJIKa BETUKUMH JliTepaMu 0€3 BIICTYIY BiJ JIIBOTO MOJIS 1
JIATIOK, MICJISl YOTO CTaBUTHCS JIBOKpAIIKa.

Sxmo Haka3 BUAAETHCS HA MIJACTABl IHIIOTO PO3MOPSAYOTO JTOKYMEHTA, Y
KOHCTaTyIOYili YaCTHHI 3a3HA4YalOThCs Ha3Ba BUJIY I[bOTO JIOKyMEHTa, HOTO aBTOp,
JlaTa, HOMEp Ta 3aroJ0BOK.

Haka3u HymepyloTbcsl B MOPSAKY iX BUJAHHS B MeXaxX KaJEHIAPHOTO POKY;
HaKa3u 3 OCHOBHOI MAISUIBHOCTI, aAMIHICTPATUBHO-TOCIOAAPCHKUX IMUTaHb MAalOTh
OKpeMY MOPSIAKOBY HyMepauio.

VY KoHcTaTyrouill 4acTHHI Haka3y (pO3NOpSAIKEHHS) 3a3HAYAIOThCS IIJCTaBa,
oOTpyHTYBaHHsI a00 MeTa Moro BUAaHHS. SKI0 HaKa3 (pO3MOPSIKEHHS ) BUIA€ThCS HA
MiJICTaBl  3aKOHOJIABUOTO  aKTa, HOPMATHUBHO-TIPABOBOrO ab0  PO3MOPSIIOTO
JIOKyMEHTA, Y KOHCTaTyI04ii YaCTHHI 3a3Ha4Yal0ThCSl Ha3Ba I[bOTO JIOKYMEHTA, JlaTa Ta
HOMED.

VY myHKTax po3mopsad0i YacTUHU Hakaszy (PO3MOPSKEHHS) 3a3HAYaIOThCS
KOHKpETHI ii, Kl mepefadadaeThcs BUKOHATH, a00 3aX0au, sKl mependadaeTbes
BXKWTH, TEPMIH BUKOHAHHS Ta BAKOHABIII. B 0OCTaHHROMY MYHKT1 PO3MOPSAII0i YaCTUHU
Haka3y (pO3MOPS/KEHHS) 3a3HA4aeThbCsl MOcagoBa 0co0a, Ha SIKYy TOKJIAJAA€ThCS
KOHTPOJIb 32 BUKOHAHHSIM Hakazy (pO3MOPSKEHHS) Y LIIOMY.

Akio Haka3 (po3MOPSIHKEHHS) JOMOBHIOE, CKACOBYE a00 3MIHIOE TOTIEpPEaH]
Haka3u (PO3MOPSAKEHHS) YM 1X OKpeMl MyHKTH, MPO II€ 3a3HAYAETHCS y TEKCTI
JIOKYMEHTA.

BuecenHs 3MiH 10 mpeaMOyiu HE TOMYCKAETHCS.

Po3znpykoBanuii Ha OJlaHKy BCTAaHOBJIEHOT (OpPMH MPOEKT  Hakazy
(pO3NOpSAKEHHS) Ta MOAATKH JI0 HBOTO BI3YIOTHCS MPAI[IBHUKOM, IO CTBOPHUB
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JIOKYMEHT, KEpIBHUKOM CTPYKTYpHOTO MiApPO3AlTy, B SIKOMY WHOTO CTBOPEHO Ta
MOCaJOBUMH 0COOaMM CyJy, SIKi BHU3HAYCHI y MPOEKTI JTOKYMEHTa SK BHUKOHAaBIII
3aBJlaHb Ta MOAAOTHCS HA MiIIHC.

ko po3nopsaYMM JOKYMEHTOM BIAMIHSETHCS TOMEPEAHIA PO3MOPSTINit
JIOKYMEHT, y PO3IOPSAAYii YaCTHHI 3a3HAYAETHCS MYHKT, SIKUM TIOBUHEH MOYNHATUCS 31
ciiB: "Bu3zHatu TakuM, 110 BTPATUB YUHHICTG,...".

OcraHHIN TYHKT PO3MOPSAAY0i YACTUHH Y Pa3i MOTPEOU MOKE MICTUTH PIIIIEHHS
PO TOKIAJCHHS Ha CTPYKTYPHUU MAPO3aia abo mocamoBy ocoly GyHKIN 3
KOHTPOJTIO 32 BUKOHAHHSM PO3IMOPSIYOTO TOKYMEHTA.

Poznopsaaunii JOKyMeHT HaOuWpae YMHHOCTI 3 MOMEHTY HOTro MiJMUCAHHS 1
peecTpallli, AKII0 B TEKCT1 HE BCTAHOBJICHO 1HIII CTPOKH.

OO0umik, o3HallOMJIEHHs, 30€piraHHs OpWIIHAIIB 1 PO3CHJIKA KON Haka3iB
(pO3NOPAIKEHb) 3AIMCHIOETHCS BIAMOBIJAILHUM TMPAILIBHUKOM a00 BiAMOBIIHUM
CTPYKTYPHHUM HIAPO3ILIIOM.

2. IIpoTtokon - JHOKYMEHT, y SIKOMY (IKCYeThCs TepeOir BeJACHHS 3acijaHb,
YXBAJICHHS PIIIEHb JOPATYUMHU Ta KOJET1aIbHUMHU OpraHaMH, KOMICISIMU TOIIIO.

[IpoTokomnu 3acijanb 300p1B CY/1IB, IHIIUX TOPATUUX Ta KOJIETIaJbHUX OPraHiB
CKIAJaloThca B CTHCHIM (opmi. Y MOpOTOKOINI, CKIAACHOMY B CTUCIINA (dopwmi,
GbIKCYIOThCSL JIMIIE TPUUHATI pimieHHs O0e3 neraiizaiii mnepediry oOroBOpeHHs
MUTaHHS.

VY pasi notpebu 3a pilieHHAM 3arajibHUX 300piB (KOH(DEPEHIIll) KOJIEKTUBY
MPOTOKOJIM 3arajibHUX 300piB (KOH(GEPEHIT) KOJEKTUBY MOXKYTh CKJIAaTUCS Yy TOBHIN

bopmi.
Hywmepariiss npoTokodiB 3aciiaHb BEAETbCS B MeXaxX KaJeHIapHOTO POKY,
MPOTOKOJIIB BUOOPHUX OPraHiB - y MEKax iX MOBHOBAKEHb.

Hywmepariiss TpoTOKOJIIB BEIETHCS OKPEMO 3a KOKHOKO TPYMOK TPOTOKOJIB
3aciJlaHb BIATMOBIIHOTO KOJIET1aJIbBHOTO OpraHy.

JlaToro MpOTOKOJTY € /laTa IPOBEICHHS 3aCiJaHHS.

3aroyioBOK /10 TEKCTy MPOTOKOJIY Ma€ BioOpakaTu BUJ 3acilmaHHs (Hapaja,
300pu, KOH(]epeHirisi Tono) abo KoJerianbHOI MISTBHOCTI (KoMmicis, pama, 300pw,
poGoua rpymna ToIIO) 1 BKJIIOYaTH Ha3BY BULy TOKYMEHTA.

TexcT npoTOKOTy CKIalaeThCs 31 BCTYIHOI Ta OCHOBHOI YaCTHH.

VY BCTyMHIN YaCTHUHI MPOTOKOJTY 3a3HAYAIOTHCS MIPI3BUINA TA BIACHE 1M'S TOJIOBU
ab0 ToJIOBYIOUOTO Ha 3acljaHHl, 300pax TOLIO, CEKpeTapsi, 3alpoOIlEeHUX, a TaKOXK
MPUCYTHIX 0C10

VY pasi norpebu 3a pIlICHHSIM BIANOBIHOTO OPTraHy y CIHUCKY MNPUCYTHIX
3a3HAYAIOThCA MMOCAH 3aMPOIICHUX 0C10 Ta HAMEHYBAHHS YCTaHOB. SIKIIO KUIBbKICTh
MPUCYTHIX mepeBuIye 15 ocid, 3a3Ha4aeThCs X 3arajbHa KiUIbKICTh 3 TOCUJIAHHSIM Ha
CITUCOK, 1110 JOJAETHCS A0 MPOTOKOIY.



53

BcerynHa yactrHa MiCTUTB TOPAIOK JEHHUI: IEPETIiK pO3IIIIHYTHX Ha 3aCiIaHH1
nuTanb. [lopsIok NeHHMI MOJAEThCs HAPUKIHII BCTYTHOI YaCTHHH.

CnoBa "llopsimoxk neHHHME" NPYKYIOTBCS Bif MeEXl JIBOTO MOJIs, MICJIS HUX
CTaBUThCS JBOKpamnka. KokHe NHUTaHHS HyMEpYyeThcs apaOChKkuMu HudbpaMu 1
JIpYyKyeThcst 3 ab3aiy. dopMyBaHHS MUTaHb Y TOPSAAKY JIECHHOMY TOYMHAETHCS 3
npuiimenHuka "IIpo".

OcHOBHa YacTHHA MPOTOKOJIY CKJIAJAETHCS 3 PO3AUTIB, SIKI MAlOTh BIMIOBIIATH
OyHKTaM TOpPSAKY JeHHoro. Posminu HymepyroTeesi apaOcbkumu  nudpamu 1
OYyIyIOThCS 32 TAKOIO CXEMOIO:

st ctuciioi hopmu npotokodis: "CIIYXAJIN - YXBAJINIIN",

s noBHoi  popmu  mpotokomiB:  "CIIVXAJIM - BUCTYIIWIIA -
YXBAJINJIN".

[Ticns cnosa "CITY XAJIN" 3 HOBOTO psiJika 3a3HAYAIOThCS MPI3BUILE TA BIACHE
iM’s1 (1H1I1aJT IMEH1) KOKHOTO JTOTIOB1aya.

VY mnoBHiit dopmi npotokony micig cioBa "BUCTYIIMIIN" dikcyroTbes
BUCTYIIU THUX OCIO, SIKI B3sJIM y4acThb B OOTOBOPEHHI JOMOBiAlI (MUTaHHS MOPSAKY
JEHHOTO). Buctynu oopMITIoI0ThCSl B MPOTOKOJII 13 3a3HAUYCHHSIM T10Ca/I, TIPI3BUIIL TA
BJIACHUX 1MeH (iHiIlady), IMEH JOMOBIJa4iB y Ha3UBHOMY BIAMIHKY, BUKJIAJECHHSIM
3MICTY BUCTYITy a00 TUTaHHS, BIJMOBII HA HHOTO.

TexcTu BUCTYIIB y IPOTOKOJI BUKIAAAIOTHCA BT TPETHOT OCOOH OJTHUHHU.

Texkct abo Te3u gomoBiai, ohOpMIIEHI SK OKpPeMi JTOKYMEHTH, 10 TEKCTY
MIPOTOKOJIY HE BKJIIOUarOThes. [licis BimoMoCTel Mpo omoBifjaya CTaBUTHCA THPE 1
3a3HavaeTbes "TekeT JOMOBI I JOTAETHCS O MPOTOKOTY" .

Ilicns  cnoBa "YXBAJIMJIN"  ¢ikcyeTbcs  NpuilHATE  pIIIEHHS 3
OOroBOPIOBAHOTO MUTAHHS MOPSJAKY JACHHOTO, SIKE Ma€ BKJIIOYATH CKJIAJOB1, IO
BI/IMOBIAIOTH HA TaKi MUTAHHS: KOMY, 1110 3pOOUTH 1 B SIKUI CTPOK.

Y pasi SKkmo TOpuiMaeThes  PIMICHHS TIPO  CXBAJEHHS, IOTOKEHHS,
3aTBEp)KCHHS JOKYMEHTa, SKWW OOTOBOpIOBAaBCS Ha 3acijiaHHl, Ied JTOKYMEHT
JOJTA€THCS IO MPOTOKOJTY. 3a HASBHOCTI IHIIWX JOKYMEHTIB, IO PO3TJISAAINACS Ha
3acifanHi Ta (pakT oOroBopeHHs AKUX Oyso 3a)ikCOBAaHO B TEKCTI MPOTOKOY, BOHU
HYMEpYIOTbCSI apaOChkuMHu mudpamMu (HANpUKIaL: AogaTtok 1; momatok 2). Y
BIJIMOBITHUX MYHKTaX MPOTOKOJY MPOCTABIISIIOTHCS MOCUIAHHS Ha II1 TOJaTKH.

[IpoTokon mianucye ToJIOBYIOUMH Ha 3acilaHHl KOJET1aJIbHOTO (JI0paadoro)
oprany Ta cekperap (3a HasBHOCTI). [IpoTokon 3aciianb KOMICii MAMUCYIOTH YCi
YJICHU KOMICII.

3. JInucTH cKIaaroThCs 3 METOK 0OMiHY iH(OpMAITiEI0 MiXK CyJIOM Ta OpraHAMH
Jep’KaBHOI BJaJHW, OpraHaAaMU MICIICBOTO CaMOBpPSAyBaHHS, iX ITOCAJOBUMH i
CIIy’)kOOBUMH 0cO0aMHM, 3aKiiaJjaMH, YCTaHOBAaMH, OpTaHi3alliiMd Ta IHIIAMH
GI3UYHUMH 1 FOPUAUIHUMU 0COOaMHU.

brnanku nmricra MarOTh Taki PEKBI3UTH:
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HaliMeHyBaHHA cyay (Hanpukiaa, Onecbkuil anensinHui cyn);
[OBHE HallMEHYBaHHsI 3aKJIay BIAMOBIIHO 10 YCTAHOBYUX JOKYMEHTIB;

JOBIJIKOBI JIaH1 PO cy/ (ITOIITOBA ajipeca, HoMepH TesieoHiB, pakciB, paxyHKIB
y 0aHKy, aJipecy eJIEeKTPOHHOI MOIITH TOIIIO).

PexBizutu nucra: nara, peecTpaniiHui 1HAEKC, MOCUJIaHHS Ha peecTpaliiHui
1HIEKC 1 JaTy JOKyMEHTa, Ha SKUM HaJaeThCcs BIANOBIABL (3a moTpedu), aapecar,
3aroJ0BOK JI0 TEKCTY, TEKCT, BIIMITKA MPO HAsIBHICTH J0JIaTKiB (3a TOTpeOH ), IMiIIuC,
BiJIMITKa TIPO BUKOHABIIS.

JlaToro mucTa € nata foro miAnucaHHs, ika Mae 30iraTucs 13 JaTol0 peecTparli
BUX1IHOT KOPECIIOH/ICHIII].

TekcT McTa BUKIIAMAETHCS B1 NEPIIOT 0COOM MHOKHHHU 3 BUKOPUCTAHHSM CIIIB:
"MpOCUMO MOBIIOMHUTH...", "po3'sICHIOEMO, T110...".

3a3BUyail y JIMCTI MOPYUIY€ETHCA OHE MUTAHHS.

4. AKT - TOKYMEHT, CKJIaJICHUI TPYIO0 OCi0 JUIsl 3aCBIIUEHHSI BCTAHOBIICHUX
daktiB abo momid. AKTH OQOPMIIOIOTHCS 3a pe3yjbTaTaMu peBi3ii (piHaHCOBO-
rOCIOAapChKOI JISITLHOCTI, TT1J] Yac MpUiMaHHsI-TIepe/laBaHHs CIIpaB, CIIMCAHHS MaliHa
TOILLO.

JlaToro akTa € JaTta Moro CKJaaJCHHS.
Tekcr akTa cKi1alaeThes 31 BCTYMHOI Ta KOHCTATYHO40i YaCTHH.

Y BCTymHIM 4YacTMHI 3a3HAYalOThCA MIACTAaBH JUIA CKJIAJaHHS akTa Ta
HA3MBaIOTHCS 0COOH, SIK1 CKJIAIH aKT a00 OyJIM NPUCYTHI IPU LIbOMY.

VY KoHCTaTyrOui YaCTHUHI BUKJIQJAIOThCS CyTh, 3aBJIaHHS, XapaKTep BUKOHAHOI
po0OOTH, BCTAHOBJICHI (DaKTH, MPOIO3UIlli Ta BUCHOBKH. KOHCTaTyr04a yacTuHa MOXe
o(OpMITIOBATHUCS Y BUTJISIA1 TAOJIHIII.

VY KIHII TEKCTYy aKTa 3aMuCyOThCA JaHl PO KUIBKICTh MPUMIPHUKIB aKTa Ta ix
MICLIE3HAXO/[KEHHS.

AKT MAMHUCYIOTH YC1 0COOH, SIKI Opayiv y4acTh y HOTO CKJIaJaHHI.

Oco0a, sika Mae 3ayBa)K€HHS JI0 3MICTY aKTa, MIJAMUCYE HOTO 1 BUKIIAJA€ CBOIO
JYMKY Ha OKpEMOMY apKyllili, IKUW JOJA€ThCA JI0 aKTa.

XIX. 3BepHeHH Cy10BMX pPillleHb 0 NPUMYCOBOT0 BUKOHAHHS

1. 3BepHEHHSI 10 BUKOHAHHS CYJOBUX DILLIEHb 3/1ACHIOETHCS B MOPSAKY Ta B
CTPOKM BCTAHOBJICHI BIAMOBIJHO JO BHUMOT MPOIECYalbHOTO 3aKOHOJIaBCTBA,
KpuminanbHO-BUKOHABYOTO KOJAEKCY YKpaiHM, 3 ypaxXyBaHHSIM MOJOXKEHb 3aKOHY
VYkpainu "[Ipo BuKOHaBuYe MPOBAIKEHHS'", @ TAKOXK IHIIUX HOPMATHUBHO-NIPABOBUX
aKTIB.

2. BukonaBul JOKyMeHTH (BUKOHABYMM JIUCT, HakKa3, CYyJOBHM Hakas,
MOCTaHOBAa, yXBaJia), sIKI BUTOTOBJISIOTHCS CYJOM, MAalOTh BIJNOBIIaTA BUMOTaM [0
BUKOHABYOI'O JOKYMEHTA, BCTAHOBJICHUM 3aKOHOM.
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3. BuxonaBuuii nuct (Haka3) ¢GopMyeTbcs Ha MIACTaBl BHECEHHX AAHHUX B
ACJC.

4.3 nHs moyaTtKy PyHKIIIOHYBaHHS €IMHOTO JIEPKABHOTO PEECTPY BUKOHABUMX
JIOKYMEHTIB yCl BUKOHaBYl JOKYMEHTH, Ha IIJICTaBl SKUX BIJIMOBIJIHO J0 3aKOHY
3IIHCHIOETHCS TIPUMYCOBE BUKOHAHHS CYJOBHX PIllICHb, HiAJIATal0oTh 000B'I3KOBOMY
BHECEHHIO J10 €IMHOTO JEP>KaBHOTO PEECTPY BUKOHABYMX JIOKYMEHTIB.

OdopmiteHHs 1 Buaya BUKOHABUUX JOKYMEHTIB 3/1HCHIOIOTBCS CYIOM, SKHii
yXBaJUB BIAMNOBIHE pIllICHHS, B TMamnepoBid abo eneKTpoHHId (opMi, B MOPSIAKY
BHU3HAUYECHOMY MPOIECYaTbHIM 3aKOHOJaBCTBOM.

OpHovacHa BuAaya Cy/IOM BUKOHABUOTO JOKYMEHTa OJHIH 1 Til camiii 0cobi B
NanepoBiil Ta eEKTPOHHIN (hopMax HE JOIYCKAETHCS.

[Topsinox mpen'sBiaeHHS 1O BUKOHAHHS BUKOHABYMX JIOKYMEHTIB, BUIAHUX Y
dhopMi eJIEKTPOHHOTO JOKYMEHTa, BUBHAYAE€THCSl MIHICTEPCTBOM IOCTUINT YKpaiHHU.

5. 3BCpHeHHH A0 BHKOHAaHHA CYIOBOI'O piHIeHHH Ta KOHTPOJIb 3a HOTO
BHKOHAHHAM ITIOKJIAAAETHCA Ha CY/, IO PO3IIAHYB CIIPpAaBY AK CYyOQ HepIHO.l. iHCTaHHi'l'.

6. CyoBi pillIeHHS 3BEPTAIOTHCS 10 BUKOHAHHS MICJSI TOTO, SIK BOHU HaOpaiu
3aKOHHOI CHUJIM, Ta TIOBEPHEHHSI CIPAaB JI0 CY/ly MEPIIOi 1HCTAHIII MiCIs anesiifHoro
a00 KacalliifHoro po3risiay, KpiM BUIAJIKIB HEraitHOTO X BUKOHAHHS.

7. JluctyBaHHS WIOJO0 BHUKOHAHHS CYJOBOTO PIIICHHS MiAMIUBAETHCS [0
MaTepiaiiB BIAMOBIIHOT CYJIOBOI CIIPABH.

8. KoHTponb 3a BHKOHAHHSIM CYJOBOrO pILIEHHS 3IMCHIOE CyJ Yy MeXax
ITOBHOBAKEHb, HAZJAHUX MOMY 3aKOHOM.

9. Bu3HnaueHa KepiBHHKOM amapary CyAy BIANOBIJadbHA 0Cc00a KOHTPOJIIOE
CBOEYACHICTh Ta MOBHOTY IMOB1IOMJIEHb PO BUKOHAHHS CYJOBOTO pilIeHHS. Y pasi
HEOJIepaHHs MOBIAOMIIEHHS IPO BUKOHAHHSI CY/I0BOIO PIIICHHS BiH JOMOBIAA€E MPO
11 TOJIOBYIOUOMY CY/J1, SIKMM BXKUBAE HEOOX1THUX 3aXO/1B.

10. CynmoBe pilieHHS BBaXAE€ThCS BHKOHAHMM JIMINE IIICIAS OTPUMAaHHS
MTOB1JIOMJICHHSI PO HOTO BUKOHAHHS B TIOBHOMY 00CS31.

11. Opwurinan BHKOHABYOTO JOKYMEHTA NPO CTSITHEHHsS CYyJOBOTO 300py,
mTpady (ax 3aco0y TMPOIECyaJbHOTO MPUMYCY) HAJICUIAETBCA CYIOM JIO
JCA VYkpaiau abo BignmoBigHOTOo TeputopianibHoro ymnpasiiHHs JICA VYkpainu, sk
MpeICTaBHUKA CTATYBa4ya BIAMOBIAHO 1O YacTUHM 4YeTBepToi crarti 16
3akony VYkpainum "IIpo BHKOHaBU€ MPOBAKEHHS", Uil MOro MOAAJIBIIOTO
TIpe/'sIBJICHHS 10 BUKOHAHHS.

[TocTanoBa cyny (cyaji) mpo HakjIaJeHHS aAMIHICTPATUBHOTO CTATHEHHS, Y
300py, HAJCUIIAETHCS CYAOM JJIsl 11 MOJAJBIIOTO MPEa'siBICHHS JO0 BUKOHAHHS [0
oprasy Jiep>kaBHOT BUKOHABYOI CITy>KOU 3a MiCIIeM MPOKMBAHHS IMOPYITHUKA, pOOOTH
a00 3a MICII€3HaXO/[XKEHHSIM MOro MaifHa BIJIIOBIIHO YaCTUHU YE€TBEPTOi cTarTi 299 Ta
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gyactuan nepmoi cratti 308 Kogekcy VYkpaiHm 1npo  aaMiHICTpaTHBHI
IPaBOMOPYIICHHS.

12. Opurinan KBUTaHILIi MpO CIUIATy CYyJIOBOTro 300py, mTpady (s 3acoly
IPOIECYaTbHOTO TMPHUMYCY) TIPHETHYETHCA JO MaTepialiB CyAOBOi CIpaBU
(KpUMIHAJIBHOTO TTPOBAKEHHS).

[lepen HampaBiICHHSIM BHUKOHABYOTO JOKYMEHTY BIITOBINaIbHUN MpPAIiBHUK
Cyaly MepeBipsie CTaH JOOPOBLIBHOI CIUIATH OOPYKHUKAMHU CYJI0BOT0 300py abo mrpady
(six 3aco0y mpollecyalbHOTO MPUMYCY) Ta IHIIUX IJIATEXKIB 10 OIOKETY.

XX. Oco0,1MBOCTI 3BEPHEHHS /10 IPUMYCOBOI0 BUKOHAHHSA CYyJA0BHUX pPillleHb Y
KPUMiHAJBHUX MPOBATKEHHAX

1. Opranamu BUKOHAHHS CYJOBUX pIIIEHb Y KPUMIHAJIBLHOMY MPOBAIKECHHI €:
LHEHTPAJIbHUI OpraH BMKOHABYOI BJIaJH, IO pealli3ye AEep>KaBHY MOJITUKY Yy cdepi
BUKOHAHHS KPHUMIHAIBHUX TNOKapaHb Ta mpoOalli, HOoro TepuToplajibHl OpraHu
yIpaBJIiHHS, YIIOBHOBAXKEH1 OpTraHu 3 MUTaHb Mpo0aliii.

VYcraHoBaMy BUKOHAHHS MOKapaHhb €: apellTHI JOMHU, KPUMIHATbHO-BUKOHABY1
YCTaHOBH, CIEIlajbHI BUXOBHI YCTaHOBHU (BUXOBHI KOJIOHIT), CTi/141 13051sITOpH. Takox,
y BHU3HAUYEHHMX 3aKOHOJIAaBCTBOM BHUIIAJKaX, BUKOHAHHS KPUMIHAJIBHUX TOKapaHb
3MIICHIOIOTH OpTaHu JIep>KaBHOT BUKOHABYOI CITy>KOH, BINCHKOB1 YaCTUHU, FayNTBaXTU
1 JUCIUIUTIHAPHUN OaTaIbiOH.

2. Sxmo y cmpaBi € JeKiIbKa 3aCy/DKCHHX 1 MIOA0 JASSIKUX 13 HUX ITOJaHO
amessiiiHl  CKapru, BUPOK CYAYy 3BEPTAEThCA JI0 BUKOHAHHS CTOCOBHO BCIX
3aCy/DKEHUX HE TI3HIIIE HIXK Yepe3 TpU poOOUYMX JHI1 MICHS MOBEPHEHHS CIpaBU 3
aneAniiHol 1HCTaHI].

[Topsinok 3BepHEHHS A0 BUKOHAHHS BUPOKIB IIOAO 1HO3EMHHUX I'POMAJsH, K1
MPOKMBAIOTh 33 MEXKAMH YKpaiHM, BU3HAYAETHCA BIJIMOBIIHUMU MIKHAPOJIHUMHU
JIOTOBOPAMH.

3. CToCcOoBHO 0c0o0H, siKa 3acy/KeHa /10 T030aBIeHHS BOJIi a00 70 apeliTy Ta He
nepebyBae mia BapToro, oprany HamionanpHOi momimii 3a 0O0paHMM MicleM
MPOKMBAHHS 3aCy/HKCHOTO HAJCWIIAIOTHCS JIBl KOIIi BUPOKY, KOMIi amesiiiHoO1l,
KacaimiitHoi yxBanl (3a HAsBHOCTI) 1 PO3MOPSKEHHS TMPO BUKOHAHHS CYAOBOTO
piteHHs, 1mo HaOpajio 3aKOHHOI CHJIM, Jajil - PO3MOPS/DKEHHS MPO BUKOHAHHS
(momarok 13).

VY pasi 3BepHEHHs A0 BHUKOHAHHS BHUPOKY IMOJO OCOOM, 3aCyIKeHOi IO
no30aBJeHHS BOJII a00 apeliry, sika nepeOyBae mij BapTolo, Bl KOIMIi BUPOKY, KOIii
anesiiHoi, KacaliitHOi yXBasl 1 PO3MOPSIKEHHS MPO BUKOHAHHS HAJACHIIAIOTHCS
aJMIHICTpAIlil MICIISI TOTIEPETHBOTO YB'SI3HEHHSI.

CTOCOBHO  BIMCBHKOBOCHYKOOBILIB,  3aCy[P)KEHUX  JO  TpPUMaHHi B
JTUCHUIUTIHAPHOMY OaTalibiioH1 200 10 KPUMIHAJIBHOTO TTOKapaHHs y BUTJIAJIL apeliTy,
CYJl HaJICUJIa€ KOIIII0 BUPOKY Ta PO3MOPSIKEHHS PO BUKOHAHHS HAYAJIbHUKY OpraHy
ynpaiinHs CiayOu MpaBomoOpsAKY B 30H1 BIIOBIIaIbHOCTI.



57

4. CrtocoBHO o0co0M, sKa 3acy[KeHa 10 T[OKapaHb, HE TOB'SI3aHUX 3
no30apieHHsAM Boii (y Bual 1030aBJeHHS MpaBa oOIMMaTH IMEBHI Hocaau ado
3aiiMaTHCs TIEBHOIO MiSUTBHICTIO, TPOMAJICHKUX pOOIT, BUIIPABHUX POOIT, 3aCyKCHUX,
SKUM TIOKapaHHS y BHJ1 0OMEXEHHs BOJII a00 1m030aBJICHHS BOJII Ha MEBHUM CTPOK
3aMIHEHO OUIbII M'SKUM TOKapaHHSM y BHJI IPOMaJChKHX pOOIT ab0 BUIIPaBHUX
poO0iT, 3acyKeHUX 0c¢i0, 3BIILHEHHUX Bij B1AOYBaHHS MOKapaHHS 3 BUMPOOYBAaHHSM,
3BIJIBHEHMX BiJ B1IOYBaHHS NMOKApaHHS BariTHUX JKIHOK 1 JKIHOK, SIKI MalOTh JITEH
BIKOM JI0 TPHOX POKIB), 10 YIIOBHOBAXEHOTO OPTaHy 3 MUTaHb MpoOaIlii HaJCHJIA€THCS
KOIIisl CyJTOBOTO PIIICHHS.

Jlo komii CyJoOBOTO PIllIEHHS JOJAI0THCS:

IpU 3BEPHEHHI CYJOBOTO PIMICHHA 1O BHUKOHAHHS - PO3IMOPSAKEHHS PO
BUKOHAHHS CYJIOBOTO PIIICHHS; IPHU 3MiHI CYJIOBOrO PIIIEHHS - KOIIsSl YXBaju Cy1y,
BUHECEHOI B alleJISIHHOMY UM KacalliliHOMY MOPSIKY; IPHU 3aMiH1 HEB1IOYTOI YaCTUHU
MOKapaHHs OUIBII M'SIKMM TIOKapaHHSIM - BIJIMOBIJIHE CYJOBE PIllIEHHS, 1[0 Habpajo
3aKOHHOI CUJIN.

5. Cyn, skui TOCTaHOBHB BHPOK, IO Iepeadavae MOKapaHHS y BUIJISII
KoH(icKallli MaifHa, mcJisi HAOpaHHsS HUM 3aKOHHO1 CHUIM HaJICUJIa€ BUKOHABYWH JIUCT,
KOITiIO ONMKCY MaiHa 1 KOIII0 BUPOKY JIJIi BUKOHAHHS OpraHy JepKaBHOI BUKOHABYO1
CIIy’OH, PO IO CIOBIIIA€ BIAMOBIIHY (DIHAHCOBY YCTaHOBY. Y pasi BIJICYTHOCTI Y
CIIpaBi OIIUCY MaifHa 3aCyKEHOTO HAJCUIIAETHCS JOBIKA PO TE, 1110 OMMUCY MaifHa He
TIPOBOTAIIOCS.

BukoHaHHsl TOKapaHHs y BUJI KOH(]IcKalii MaiiHa 3A1MCHIOETHCS OPraHoOM
JIepKaBHOI BUKOHABYOI CIIY»KOH, 3a MICIIC3HAXO/PKEHHSIM MaiHa BIJMOBIIHO [0
3akoHy Ykpainu "[Ipo BUKOHaBUYE MPOBAKEHHS .

6. SIKmo cyaoM 3aKpUTO KpHWMIHAIBHE IMPOBAHKCHHS, KOMIS yXBaJMd PO
3aKPUTTS KPUMIHAJIBHOTO TIPOBAJDKEHHS TICAsA ii BHHECEHHS BpydaeTbca ado
HaJICWIIa€Thesl TIPOoKypopy. KpiMm Toro, Take pilieHHS HampaBisIETbCsl OCOO1, siKa
MpUTATajgacs 0 BIAMOBIIAJBHOCTI, MOTEPIUIIH 0c001 a00 3asBHUKY, IUBIILHOMY
MO3MBAYEBl, a TAKOXK IMIANMPUEMCTBY, YCTAHOBI UM OpraHi3allii, sSIKIO CyJAOM 3aKpPUTO
KpUMIiHAJIbHE MPOBAKEHHS 3 TIepeaaueto 0COOM Ha MOPYKHU KOJIEKTUBY MIAIPUEMCTBA,
YCTaHOBH, OpTaHi3aIlii.

7. Y pa3i ko ocody 3000B's3au 10 BIAIIKOAYBaHHS 30MTKIB, 3aMOMISTHUX
3JI0OYMHOM, BUKOHABYl JINCTHU BUAAIOTHCA HE MI3HINIE TPHOX JIHIB Micis HaOpaHHS
PIIICHHSIM CYJy 3aKOHHOI CHJIM a00 TICJs MOBEPHEHHS CIpaBU 3 alesIiiHOI 4u
KacalifHoOi 1HCTaHIli, y TMOpSAAKYy, NepeadaueHOMY 3aKOHOM IpO BHUKOHABYE
IPOBAKCHHSI.

SAkio BiAIIKOMYBaHHS 30WTKIB IMOKJIAQJICHO COJIJApPHO Ha JCKUIBKOX 0Ci0,
BUKOHABYI1 JIUCTH BUJIAIOTHCS 3@ KUIBKICTIO OOPKHUKIB 3 000B'SI3KOBUM 3a3HAUYCHHSIM
y KO)KHOMY BHKOHABYOMY JIMCTI 3arajibHOi CyMH, IO MiJJIsITa€ CTATHEHHIO, Ta BCIiX
oci0, siKi 3000B'A3aHi BIAIIKOTYBaTH 30MTKU. Y BHUKOHABYOMY JHCTI BKa3y€ThCS
BIJIOME Cy/y MICII€3HAaXOKeHH (MICIE MPOKUBAHHA) KOKHOTO OOPKHHUKA.
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8. BukoHaBYl JMCTH MpPO BIAIIKOAYBaHHS 30MTKIB Ha KOPUCTH JEpXKaBH,
JiepKaBHOTO OIO/DKETY He MI3HIIIe TPhOX JHIB MIC/si HAOpaHHS BHUPOKOM 3aKOHHOT
cuiau abo TICHIsS TOBEPHEHHS CIpaBH 3 amlessaliMHOl 4YM KacallliHOi 1HCTaHIi
HaPaBISIOTHCS OE3MOCEPEIHBO JI0 OpraHy Jep KaBHOI BUKOHABYOI CITY)KOH 3a MiclieM
POXUBAHHS 3aCy/KEHOT0, 3a MICIIE3HAXO/KCHHSIM HOro MaifHa abo 3a MicueM
B110yBaHHS MTOKapaHHS.

9. Komii yxBanmu cyqy, BUHECEHOI 3a pe3yibTaTaMH PO3TISAY KIOMOTaHHS
MIPOKYpOpa PO 3BUTBHEHHS 0COOHU BiJl KPUMiHAIBHOI BIAMOBIIaTLHOCTI (KpUMiHAIBHE
NpOBa/PKEHHA 0Oe3 OOBHMHYBAJIBbHOTO aKTa), HAJACHIAIOTBCA TMPOKYpOpy, 0cCo0i,
CTOCOBHO $IKOi PO3TJISIHYTO KJIOMOTaHHS, Ta MOTEPILIOMY.

10. YxBana mpo yMOBHO-IOCTPOKOBE 3BUTLHEHHS Bij BiIOyBaHHS TIOKapaHHS 91
1HIIE 3BUIBHEHHS BiJ TOKapaHHs, CKacyBaHHs 3BUIbHEHHS BlJ TMOKapaHHS 3
BUMPOOYBAHHSIM UM IHIIA yXBaja, MOCTAHOBJIEHA CYAOM Yy TOPSAAKY BHUKOHAHHS
CYJIOBOTO pIIIEHHS Y KPUMIHAJIBHOMY IPOBAKCHHI, 3BEPTAETHCA /10 BUKOHAHHS
IUISIXOM Ha/TICJIaHHS KOINM YXBaJIu:

A0 Opralny 44 yCTaHOBH, SIK1 3BCPHYJIHUCA 40 CyaAy 3 BiI[HOBiI[HI/IM KJIOIIOTaHHAM
(paBOM 3 PO3NOPAIKCHHAM IIPO BI/IKOHaHHH), - JIs1 BUKOHAHH:I,

70 CyIy, SIKUM TIOCTAaHOBHUB CYJIOBE pIIIEHHS, [0 BUKOHYETHCS, - [JIS
MPUETHAHHS JI0 MaTepialliB KPUMIHAIBHOTO MPOBAHKEHHS (KPUMIHAIBHOI CIIPaBH);

0c001, CTOCOBHO SIKO1 PO3TJIIHYTO KJIOMOTaHHS, - 10 BiJjoMa.

11. 'V pa3i 3a10BOJIEHHS MOJAHHS YITIOBHOBAaYKEHOTO OPraHy 3 MUTaHb Npooarrii
PO CKacyBaHHA 3BUIBHEHHS BijJ BIAOYBaHHS TMOKAapaHHAd 3 BUIPOOYBaHHSAM,
3BUILHEHHS B1Jl B11I0YBaHHS MMOKAPAHHA Y 3B'SI3KY 13 3aKIHYEHHSM ICIIUTOBOTO CTPOKY,
SKIIIO BUPOK Yy KPUMIHATBHOMY MTPOBAKEHHI MOCTAHOBIIEHO CYJIOM, JI0 SIKOTO MOIaHO
Take MOJaHHs, 1€ MOJaHHS 3 yciMa JOKYMEHTaMH JOJIy4aeTbCs [0 MaTepiajiB
KPUMIHAJIBHOTO MPOBAKEHHS, 2 0CO00BA CIIpaBa MOBEPTAETHCA 10 YIIOBHOBAXKEHOTO
opraHy 3 MNHTaHb mpoodarii. KO0 BUPOK Yy KPUMIHAIBHOMY MPOBAJKEHHI
MOCTAHOBJICHO 1HIIUM CYZIOM, MaTepiaJid MOIaHH OPOPMIISIOTECS B OKpEMY CITPaBY,
0co00Ba cIipaBa 3aCyAKEHOTO0 MOBEPTAETHCS 0 YIOBHOBAXEHOI'O OpPraHy 3 MUTaHb
npobarliii, a KOmis yXBaJd HAJCUIAETbCA 10 Cyly, SKUM MOCTAHOBJIEHO BHUPOK, AJIs
JOJIYYCHHSI 10 MaTepialliB KPUMIHAIBLHOTO MPOBAHKCHHS.

VY pa3i BIAMOBHM Yy 3aJ0BOJICHHI CYyJOM TakOTO MOJAaHHS, SKIIO BUPOK Y
KPUMIHAJIbBHOMY TIPOBAJPKEHHI IMOCTAHOBJICHO CYOM, JI0 SIKOTO BHECEHO TMOJaHHS, -
yC1 Matepiaiy MoJgaHHs J0JIy4aroThCs JO MaTepialliB KpUMIHAIBLHOTO TPOBAIKEHHS, a
0co0o0Ba crpaBa MOBEPTAETHCSA /10 YIIOBHOBAXKEHOTO OPraHy 3 MUTaHb MpoOariii mis
MOJAJNBIIOT0 BUKOHAHHS. SIKIIO BHUPOK IMOCTAHOBJICHO 1HIIUM CYAOM, IOJaHHS
0(OpPMIISIETBCSL OKPEMOIO CIPABOIO, 0COOOBA CIpaBa 3aCyIP)KEHOr0 MOBEPTAETHCS 0
YIOBHOBA)XEHOT'O OpraHy 3 MUTaHb NpoOallii, a KOsl yXBaJld HAJICUIIAETHCS 10 CYY,
SKAM TIOCTAaHOBJICHO BHUPOK, IS JOJYYEHHS JI0 MarepiajliB KPUMIHAIBHOTO
MPOBAJKEHHSI.
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XX, OcobauBocTi poGoTH 3 JOKYMEHTAMM, AKi MicTATH indopmauio 3
00MeKeHUM J10CTYIIOM

1. Peectpariis, 306epiranas Ta po0oTa 3 JOKYMEHTaMHU 3 OOMEKEHHUM JOCTYIIOM
3IIACHIOETHCS BiJIMIOBITHO O BUMOT, BCTAHOBJIICHUX CIEIliaTbHIM 3aKOHOJJABCTBOM Y
chepi 1HPopmarii 3 0OMEKEHUM JOCTYIIOM, 3 YypaxXyBaHHSIM OCOOJHBOCTEH,
BU3HAYCHUX IIMM PO3JUIOM. 30KpeMa, PEeecTpallisi JOKYMEHTIB 3IIHCHIOETHCS B
CHelIAIbHUX JKypHaJlaXx, a poboTa 1 30epiraHHs JOKYMEHTIB - B CIEIiaIbHUX
MPUMIIIICHHSIX Ta BIABEACHUX IS IIHOTO MICITIX.

2. Slkmo Marepiaqu CyAOBOI CIIpaBH, OKPIM JOKYMEHTIB 3 BIJAKPUTOIO
iHpOpMaIli€r0, MICTATh AOKYMEHTH (Ta/abo momaTku) 3 OOMEXEHHM JOCTYIIOM, TO
BOHHM 30€piraroTbCsi 1 OOJIKOBYIOTHCSI OKPEMO BiJ CyJOBOi CIpaBH 3a BHUMOTaMH,
BCTAHOBJICHUMHU JIJIS1 IOKYMEHTIB 3 00MEXEHUM JIOCTYIIOM.

[Ipu npoMy B ommcl mMaTepialliB CyAOBOi CIIpaBU POOUTHCS JIMILE 3aMKC IMPO
HAsBHICTh y Marepianax CyJOBOI CIpaBU JIOKYMEHTIB 3 OOMEXKEHHUM JOCTYIOM i3
3a3HAYCHHSIM BIJKPUTUX JaHUX TPO Takl JOKyMeHTU. Hampukiman, 3a3HadaeThcs
BUXI1JTHA J1aTa TaKUX JOKYMEHTIB abo0 jara ix peectpailii. [lo MOXXIIMBOCTI, SKIIIO 1I€ HE
posrosomrye iHGOpMaIio 3 OOMEXKEHUM JOCTYIIOM, 3a3HAYa€ThCs 1HINA BIJAKPUTA
iH(dopmarris (Homep, BUl JOKYMEHTA, aapecar TOIIO).

B omnuci marepiamiB cropaBu 3a3HAYAETHCS KUIBKICTH CTOPIHOK, Ha SIKUX
BUKJIQJICHO JOKYMEHT 3 OOMEKEHUM JOCTYIIOM.

3. ¥V Bumajaky, KOJM BCS CyIOBa CIpaBa MICTUTh Ipud 0OMEKEHOIro JOCTYIY,
Taka crpaBa OOJIIKOBYEThCS 1 30€epiracThCsi 3a BUMOTraMH, BCTAHOBJIECHUMH IS
JIOKYMEHTIB 3 OOMEKEHUM JOCTYIIOM.

4. Jlo aBTOMaTU30BAaHOI CUCTEMH JTOKYMEHTOOOITY Cyqy CTOCOBHO MaTrepiaiiB
CyZIOBOi CIpaBu 3 OOMEXEHUM JOCTYIIOM BHOCSTHCS JIUIIE BIIKPUTI BIJOMOCTI,
HEOOX1JH1 7151 3A1MCHEHHSI aBTOMAaTU30BAaHOTO PO3MOAULY CIpPaBH, BIIOOpPaXKEHHS Y
3BITHOCTI Ta (OPMYBaHHS €JUHOTO YHIKQJIBHOTO HOMEpY cmopaBu. Jlo Takux
B1JIOMOCTEM BIIHOCSTHCSA 1aTa HAAXOIKCHHsI, HOMEP MPOBAKEHHS (32 HEOOX1THOCTI),
BUJI iHGOpMaIIii 3 0OMEKEHUM JOCTYIIOM (TaEMHA, JJIsi CIIYKOOBOTO KOPUCTYBAaHHS),
KaTeropisi CHpaBH, pe3yJbTaTH PO3MNIALY Ta 1HIIN JaHi, IO HE PO3rOoJOMIYIOTh
1H(DOopMaIrii 3 00MEKEHUM JTOCTYTIOM.

Martepianu CcyaoBoi crpaBu 3 OOMEXKEHMM JOCTYIIOM JO aBTOMAaTH30BaHOI
CUCTEMH JJOKYMEHTOOOITY CyJly HE BHOCSITHCS.

5. ®@opMmyBaHHSI CYJIOBOi CIpaBU, IO MICTUTh 1H(OpMAIiI0O 3 OOMEKEHUM
JIOCTYIIOM, 3I1HCHIOEThCS 3a npaBuiiamu po3aiuty VII [nerpyxiii.

XXI. ApxiBHa po0oTa B cyai

1. Benenns apxiBHOi poOOTH moJisirae y (popMyBaHHI, TPOBEICHHI €KCIIEPTU3H
I[IHHOCTI, MiJITOTOBKH 1 IEpeIaBaHHs CyI0BUX CITPaB Ta JOKYMEHTAII1, 1[0 YTBOPUJIACS
B IPOIECI YIPaBIIHCHKOI MISJIBHOCTI CYAy JO apXiBy cyay, 3a0e3nedyeHHs
30epeKEHOCTI apXiBy CyAy, iX mepelaHHs Ha 30epiraHHs A0 JEp>KaBHUX apXiBHUX
YCTaHOB Ta apXiBHUX BiJIUTIB MICBKHX Pajl, a TAKOXK 1X B1IOOPY IS 3HHUIIICHHS.
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2. Ilopsimok BefeHHST apXiBHOI CIIPaBU B Cy/Ii, a TAKOXK TMEpeIaBaHHS CYTOBUX
CIIpaB Ta JOKYMEHTAIlii, 110 CTBOPHJIACS B IIPOIIEC] YIIPABIIHCHKOI AISJILHOCTI CYyy, Ha
MOCTIHHE 30epiraHHs, 31MCHIOETHCS 3T1IHO 3 [HCTPYKITEIO TIPO MOPSIOK MepeIaHHs
JI0 apxiBy MICIIEBOTO Ta ameisIiiHOro cyay, 30epiraHHs B HbOMY, BIJIOOpYy Ta
nepeslaHHs 710 JIep)KaBHUX apXIBHUX YCTAHOB Ta apXiBHUX BIUIUTIB MICBKHUX paj
CYJIOBUX CIIpaB Ta YIPaBIIHCHKOI JOKYMEHTAIlll cyay, 3aTBepakeHoro HakazoMm JICA
VYkpainu Big 15.12.2011 Ne 168, a Takok HOpMAaTUBHUMU JTOKyMeHTaMu Jlep>kaBHOi
apxiBHOI CITy>K0M YKpaiHu.

JupekTop aenapTaMeHTy
1H(pOpMaIITHUX TEXHOJIOTI!
JepkaBHOI CyZ0BO1 aAMIHICTpallll YKpaiHu Ouekciii BIJTAIL



