YKPATHA
YEPHIBELIbKA OBJIACHA JTEPXKABHA AJIMIHICTPAILILS
YEPHIBEIIBKA OBJIACHA BIMCBKOBA AJMIHICTPAIIIS

PO3IOPAKEHHSA
cci”%zoaap. YepHiBui Ne /3549;/¢

IIpo 3aTBepakenHs IHCTPYKIil 3 AOKYMEHTYBaHHSA
ynpaBJiHcbKOY indopmanii B eleKTpoHHiii (opmi

Ta oprasizanii po6oTH 3 eJIECKTPOHHHMH I0KYyMEHTaMH
B JLJIOBO/ICTBI, €JIEKTPOHHOT0 MIKBiIOM40ro 06MiHy

B UepHiBeubkiii 0061acHiii AepxcaBHii agMiHicTpanii

Kepyrourch 4acTHHOO MEpHIOO CTATTi 6, YaCTUHOIO MepIIolo cTatTi 41 3akoHy
VYxpainu «[Ipo MicueBi AepxaBHi aMiHiCTpaLii», MyHKTOM 8 YaCTHMHH MIOCTOI CTATTI
15 3akony Ykpainu «IIpo nmpaBoBHii pexxuM BOEHHOIO CTaHy», Yka3zamu [Ipe3uneHra
VYkpainn Big 24 motoro 2022 poky Ne 64/2022 «IIpo BBeieHHss BOEHHOIO CTaHy B
VYkpaini» (i3 3MiHamu), Bia 24 mrotoro 2022 poky Ne 68/2022 «IIpo yTBOpeHHs
BICHKOBHUX aiMiHiICTpallii», BiANOBIIHO A0 noctaHoBU Kabinety MinictpiB Ykpaiuu
BiA 17 ciuds 2018 poky Ne 55 «Jlesiki muTaHHS AOKYMEHTYBaHHS YIIPaBIiHCHKOI
JHIBHOCTDY (13 3MiHAMHM), 3 METOIO MPUBENEHHS MPaBWJI 3/IIHCHEHHS MOHITOPUHTY
CTaHy BHKOHaHHs# VYIPAaBIiHCBKMX PpillleHb 1 BHUMOI JO JOKYMEHTyBaHHS
ynpaBiiiHcbKol iHGopMarliii B UepHiBenbkili oOjacHii Aep)kaBHiM amMiHicTpauii y
BIJIMOBIJHICThH JO BAMOT YHHHOTO 3aKOHOAABCTBA Y KpaiHH:

1. 3arBepaut IHCTPYKIitO 3 MOKYMEHTYBaHHsI YIpaBIiHCHbKOI iH¢opManii B
eJIEKTPOHHIM (opMi Ta opradizanii poOOTH 3 eNIEKTPOHHUMH JOKyMEHTaMH B
IiNOBOACTBI, €NEKTPOHHOro MiXBimoMuoro obMminy B UepHiBenpKii obnacHii
Jep kaBHiM anMiHIicTpanii (aani — IHCTpyKIlis), IO JOJAETHCA.

2. CTpyKTypHHM Iipo3aijiaM obnacHOi AepkaBHOi aaMiHicTpauii (obmacHoOi
BICHKOBO1 aJMiHICTpallii), MO € OPUANYHHMH ocoOaMu MyONiYHOro IMpaBa, Y
MICSYHHIA CTPOK PO3POOUTH Ta 3aTBEpAMTH BIACHI IHCTpyKuUii 3 AOKyMEHTyBaHHS
yIpaBiiHcbkoi iHQopMailii B eNeKTpoHHIM d¢opMi Ta opralizauii poboru 3
€JIEKTPOHHUMH JIOKYMEHTaMH B IUJIOBOACTBI, €JIEKTPOHHOTO MiXKBiIOMYOrO 0OMiHY, i
HEYXUJIBHO JOTpUMYBaTUCs Li€l [HCTpyKIii.

3. PaliloHHMM [epXaBHMM  ajMiHicTpalisM (palOHHHM  BiCHKOBHM
aZIMiHICTpaLlisiM) Y MICSYHHHA CTPOK pPO3POOHMTH Ta 3aTBEPIWTH BJacHi IHCTpykuii 3
IOKYMEHTYBaHHS YIpaBIiHChKOI 1H(oOpMalLlii B elNeKTpoHHIH ¢opmi Ta opramizamii
poOOTH 3 eEeKTPOHHUMH JOKyMEHTaMH B I1JIOBOJCTBI, €JIEKTPOHHOIO MiXKBiIOMYOTO
0OMiHYy, | HEYXHIIBHO JOTpUMYBAaTHCS i€l [HCTpyKIii.

4. PexkoMeHIyBaTH oOpraHaM MiCLIEBOIO CaMOBPS/IyBaHHS BiANOBIIHO JIO
TunoBoi iHCTpyKuii 3 JTOKyMEHTYBaHHs YNpPaBIIHCHKOI 1HQOpMaLii B €IeKTPOHHIH
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dopMi Ta opradizamii poOOTH 3 €NeKTPOHHHMH JOKyYMEHTaMH B JIiJIOBOJACTBI,
€IEKTPOHHOIO  MDXKBiZJoMYOro oOMiHY, 3aTBep/aXXeHol mocTtaHoBolo KabiHety
MinictpiB Ykpainu Bix 17 ciuns 2018 poky Ne 55 «Jleski nuTaHHA JOKYMEHTYBaHHS
YIpaBIiHCHKOI AisIbHOCTI» (i3 3miHaMu), Ta niel IHcTpykuii, 3 ypaxyBaHHIM
cnenudikd CBOEl MOiANBHOCTI, pPO3pOOMTH Ta 3aTBEPAWTH BilacH! IHCTpykmii 3
JOKyMEHTYBaHHS YIpaBliHChKOI iH(¢opMalii B eneKTpOHHii ¢opMi Ta opranizanuii
pOOOTH 3 eJIEKTPOHHUMH JTOKyMEHTaMU B ALIOBOZCTBI, €J1EKTPOHHOIO MiXBiJJOMYOI0O
OoOMiHy.

5. KoHTposib 32 BUKOHaHHSAM IILOTO PO3MOPAPKEHHS IMOKJIACTU Ha KepiBHUKA
amapary ob6JjacHOi Jep)kaBHOi aaMiHicTpauii (oGnacHOi BiMiCBKOBOI agMiHicTpallii)
IOpis I'peropsxka.

I'osioBa obaacHoOY

AepkaBHOI aaMiHicTpaunii

(HavaJbHHK 00JacHOT

BilicbkoBOI afMiHicTpaunii) Pycnan 3AITAPAHIOK



SATBEP/JKEHO
Po3nopsigxenHst 06;1acHoOl
JAepKaBHOY aaMiHicTpamii
- (obacHoi BilichbKkoBOT
' aaMiHicTpanir)

26 12 20P3 N /352 49;1

IHCTPYKIIISA
3 IOKYMEHTYBaHHS yNpaB/IiHChKOI iHdbopMallii B eekTpoHHiit dopmi
Ta OpraHisauii poOOTH 3 €IEKTPOHHUMHU JTOKyMEHTaMHU
B JIJIOBOJICTRBI, €IEKTPOHHOTO MiXKBiAOMYOT0 OOMiHY
B UepHiBenbKil 061acHil nepkaBHiit aaMiHicTparii

1. 3aranbHi nooXkeHH

1. Lis lucrpykitis BianoBiaHO n0 3akoHy YkpaiHu «lIpo eneKTpoHHI JOKyMEHTH Ta
€NIEKTPOHHHI TOKYMEHTOO0Ir» Ta iHLINX aKTiB 3aKOHOJAaBCTBa BU3HAYAE:

NOPSAAOK TPOXOKEHHS EJIEKTPOHHOTO JOKyMEHTa 3 MOMEHTY Horo cTBopeHHs abo
ofiepKaHHA 1 10 MOMEHTY BifnpasieHHs abo nepeaaBaHHs 0 apxiBy;

3arajibHi 3acald (YHKI[IOHYBaHHS Ta BHKOPHCTaHHS CHCTEMH €JICKTPOHHOI B3a€MOJil
OpraHiB BUKOHABUOI BAaJH (ajdi — cUCTeMa B3aeMOJil);

onepaTuBHHM iHPOpMaLliHHUN OOMiH 3 BUKOPUCTAHHAM CIIY)kO0BO1 €J1eKTPOHHOT MOIITH.

Ils IHCTpyKIist BCTaHOBMIOE 3arajbHi NpaBWia 3HiHCHEHHS MOHITOPUHIY CTaHy
BUKOHAHHS YTIPABIIHCHKUX PillICHb.

I{s IHCTpYyKIiS TOIIMPIOETHCS Ha BCi €IEKTPOHHI JOKYMEHTH, MO CTBOPIOIOTHCH,
BiANpaBisA0TECA ab0 Oep)KyIOThC YepHiBEHBKOK 00JaCHOIO IEp)KaBHOKO a/IMiHICTpali€ro
Ta il CTPYKTYpHHMH Tifipo3ainaMu (majti BiAMoOBigHO — oOnacHa Aep)kaBHA aJMiHICTparlis,
CTPYKTYpPHi Nipo3aiIH 06JacHOT Iep>XKaBHOT aMiHiCTpallii, yCTaHOBA).

OcobauBocTi opraizarlii JiJIoBoACTBa 3 JAOKYMEHTaMH, HIO MICTATH iHdoOpMalliio 3
OOMEXEHUM JIOCTYIIOM, AIJIOBOACTBA 3a 3BEPHEHHSMHU IPOMAISH, 3alUTaMH Ha IMyOaiuHy
iHGOpMaIlit0 BU3HAYAIOThCS OKPEMUMU HOPMATUBHO-TIPABOBUMH aKTaMH, IIPU IbOMY BHMOTH
1€l IHCTpyknii NOmMpIOOTECS Ha 3a3HAa4€Hi BUAM AUIOBOACTBA B YaCTHHI 3araJibHUX
NPUHLIUNIB poOOTH 3-AOKYMEHTaMH Ta B Till YaCTHHI, SKa NMPSIMO HE BH3HAYCHA OKPEMHUMH
HOPMAaTHUBHO-TIPABOBUMH aKTaMH. '

Bumoru 1i€i IHcTpykiii 10 po60TH 3 IepBUHHO-001iKOBOIO, 6aHKIBCHKOIO, GiHAHCOBOIO,
3BITHO-CTATUCTUYHOIO, HAYKOBO-TEXHIUHOIO JOKYMEHTAIIi€10 TIOIUPIOIOTHCS JIMUIE B YACTHHI
3arajlHUX IPUHLIKIIB pOOOTH 3 TOKYMEHTaMH. '

2. OcHoBHa ¢opMa MPOBaHKEHHS JiJIOBOJACTBA B OOJIaCHIN Nep)kaBHill aaMiHiCTpalii €
€JIEKTPOHHA.

JlokyMeHTyBaHHs yIpaBIiHCHKOT iHGopMalii B obnacHii nepxkaBHil aaMiHicTpamii Ta ii
CTPYKTYPHUX TiApo3[inax 3AiMCHIOETBCS B €JEKTPOHHIM ¢opMi 13 3acTOCYBaHHSIM
KBaTiQiKOBAHOTO €JCKTPOHHOTO TIAMUCY, KBaliiKOBaHOI €JEKTPOHHOI I€YaTKU Ta
KBaJTi(hiKOBAaHOI €JICKTPOHHOI TO3HAYKH Yacy, KpiM BHIaJKiB HasBHOCTI OOIPYHTOBAHHX
IicTaB A JAOKYMEHTYBAHHA YIpaBliHchKOl iHopManii y mnanepoii dopmi, sSkumu
BU3HAIOTHCH:

__JIOKyMEHTH, IO MICTATh iHGOpMalito 3 OOMEXEHUM JOCTYIIOM, BUMOIa MIOAO 3aXUCTY
SIKOT BCTAHOBJIEHA 3AKOHOM;

€JEKTPOHHI TOKYMEHTH, [0 HE MOXYTh OyTH 3aCTOCOBaHi SK OpUTiHAT 3TiJHO 3

BUMOI'aMH 33aKOHY;



2

JIOKYMEHTH, BUMOTa I[OI0 ONPALIOBAHHSA AKUX Yy ManepoBiid ¢opMi BCTAHOBJIEHA aKTaMHU
KaGinery MiHicTpiB YKpaiHu.

_3. 3aranbHi 3acafd AOKYMEHTYBaHHs YIpaBlIiHCbKOI iH$popMaLii B oOnacHiil nepxaBHiA
aaMiHicTpallii Ta il CTPpYKTYpHHX MiApO3[iNiax Ta OCOOJIMBOCTI BENEHHs [iJIOBOACTBA Y
nanepoBid ¢opmi BU3HauYalOThCA IHCTpYKIj€lo 3 AiIoBoAcTBa B YUepHiBenbKild 00JacHil
Jep KaBHIH aaMiHicTpauii (nami — [HCTpyKLis 3 AiJIOBOJCTBA).

JIoBOACTBO y manepoBiii GopMi JOMYCKAETbCA JIMLIE I JAOKYMEHTIB, BH3HAUYECHUX
NMyHKTOM 2 i€l [HcTpyKItil.

4. Jlo eNeKTpOHHHUX JOKYMEHTIB, MiANMHUCAaHUX (TOTOMKEHUX) 13 3aCTOCYBaHHSIM
KBaJTi()iKOBAHOTO €JIEKTPOHHOr0 MiANUcy abo 3acBifUueHHUX KBaliiKOBAaHOIO €JIEKTPOHHOIO
NEYaTKOI0, BUMaraTH BiATBOPEHHS Bi3yaJIbHOTO MiANHCY a00 BiIOWTKA MEYaTKH HE3aJIC)KHO
BiJl 0cOOMUBOCTEH 0POpMIIEHHS AOKYMEHTIB HE 0Ty CKAETHCA.

5. Ilpoxo/keHHS B iJIOBOJICTBI YCTAHOBH OJTHOTO i TOTO K JOKYMEHTA B €JIEKTPOHHIN Ta
nanepoBii GopMi He 1Oy CKAETHCS.

6. Y wmiii IHCTpyKIIiT TEpMiHU BXXUBAIOThCS Y TAKOMY 3HAYECHHI:

1) enekTpoHHMI ayaioBi3yaJIbHUH JOKYMEHT — €JIEKTPOHHUN TOKYMEHT, 3MICT SKOTO
NPEACTaBICHO Y BUIIISIAL BiZleopsay, 300pakeHHs i/ab0 3amucy 3BYKY, Ul ¢ikcyBaHHA i/abo
BiATBOPEHHSI SIKUX 3aCTOCOBYIOTh BIiANOBiAHY amapaTypy, Ha SKUH HakJIaJACHO
KBaTiiKOBaHUMA €IEKTPOHHUH ITiIITHC;

2) OiaHK eNEeKTPOHHOro JOKyMeHTa (OyiaHk) — yHi¢pikoBaHa ¢opMa ENeKTPOHHOIO
JOKyMeHTa obnaepxaaMiHicTpauii abo 1i CTpyKTypHOro miApo3Aily 3 BiANOBiJHUMH
PEKBI3UTaMH Ta MOJISIMU NOCTIHHOI 1 3MiIHHOI iHbOpMallii;

3) Bi3yasi3allis — NpoLieC BiATBOPEHHS JaHUX Y $HOPMI, 110 € CIIPUHHATHOIO JIFOAUHOIO;

4) BUTAT — 3aCBilY€HA KOIis YaCTUHU TEKCTY E€JIEKTPOHHOIO JHOKYMEHTA, SIKHH MiCTUTh
neBHuUM obcsar iHgopMmailii abo 3anucy peecTpy;

5) Bi3yBaHHS MPOEKTY €JIEKTPOHHOTO AOKYMEHTA (Bi3yBaHHS) — HAKJIaJaHHA 0CaI0BOIO
0c00010 KBaTi(hiKOBAHOTO €JIEKTPOHHOTO MiJMUCY HA MPOEKT E€JIEKTPOHHOTO JOKYMEHTa JJIs
3aCBiTYEHHSA (aKTy MMOTOPKEHHS Li€0 0CO00I0 3aBI30BAHOTO MIPOEKTY TOKYMEHTA,

6) €JNEeKTpOHHUH JOKYMEHTOOOII YCTaHOBH — 0O0Iir (IIPOXOKEHHS) CIy>KOOBHX
€JIEKTPOHHUX JIOKYMEHTIB 3 MOMEHTY ix CTBOpeHHS ab0 OJep)KaHHsS A0 3aBepIIeHHS
BUKOHAHH$, BIANpaBJICHHS, 3HUILEHHS a00 nepejaBaHHs 10 apXiBHOTO MiAPO3Jily YCTaHOBH;

__7) €NeKTpOHHA KONifl €NEKTPOHHOIO JOKYMEHTa — Bi3yalbHE NOJAHHS ENECKTPOHHOTO
JOKYMEHTA B €JIEKTPOHHiN ¢opMi Oe3 kBajlipikoBaHUX €IEKTPOHHUX MiAIMHUCIB, SKAMH HOTO
OyJio 3aBi30BaHO Ta/a00 MiANMMCAHO, BiANOBIAHICTH Ta MPAaBOBHUM CTAaTyC SAKOI 3aCBiTUEHO
KBaJTi(piKOBAHOIO €JIEKTPOHHOIO N1E€YaTKOIO;

8) enexTpoHHa KOINiS OpHTIHATY NalepoBOr0 JAOKyMEHTa ((GOTOKOMis) — Bi3yalibHE
NOJIaHHS MAINEepOBOTO JOKYMEHTA B €IEKTPOHHIH ¢(opMi, OTpUMaHe NUIIXOM CKaHYBaHHS
(pororpadyBaHHs) NManepoBOro JOKYMEHTa, BiANOBIJHICTh OpUTiHAYy Ta MpaBOBUH cTaTyc
SIKOTO 3aCBiTYEHO KBaJTi(piKOBAHOIO E€JIEKTPOHHOIO NIEYATKOK YCTaHOBH;

9) eneKTpoHHHMH BHYTpIlHIA ONUC JOKYMEHTIB CIpaBH — OKpPEMHUH OONIKOBHH
CJICKTPOHHWI JTOKYMEHT, IO MiCTUTh IIEpENiK 3aroJIOBKiB JI0 TEKCTiB eJNeKTPOHHUX
JOKYMEHTIB CIpaBH i3 3a3HAYCHHSM IIOPSIKOBMX HOMEPIB JIOKYMEHTIB, IX peecTpalliiHux
iHAEKCIB, JaT, KUIBKOCTI CTOPIHOK Ta HaliMeHYBaHHs (aiiliB BiANOBIAHUX EIEKTPOHHHX
JOKYMEHTIB;

10) eneKTpOHHHUH XKypHANT — OKPEMHH PEECTp CHCTEMH €JIEKTPOHHOIO JOKYMEHTOOOIry
YCTaHOBM, LIO0 MIiCTUTh 3alHCH PO 3apeecTpOBaHi JAOKYMEHTH, 00’€lHAHi 3a IEBHOIO
03HaKo0 abo rpynorw 03Hak;

11) enexTpoOHHA -pe30IOI — PEKBI3UT, SKUNH CTBOPEHUH Yy CHUCTEMI €IEKTPOHHOIO
JOKYMEHTOOOIIY YCTaHOBH Ta AKM BHOCHUTBCS 10 peECTpaliifHO-MOHITOPUHIOBOI KapTKH
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€JICKTPOHHOTO JIOKYMEHTa 1 HEpPO3pHBHO IOB’s3aHMii 13 Hew. EjekTpoHHa pe3osmoLis
MICTHUTh CTHCJIMI 3MiCcT AOpYYEHHS (BKa3iBKH) IOCAJ0BOi OCOOH OO HOro BUKOHAHHS Ta
NOR’SI3aHUH 3 HElO KBaTipikOBaHUHU €NEKTPOHHUHR MiANKC i€l mocanoBoi ocodu. EnekTpoHHa
PE3OJTIOLIISI € €TUHOID JAOITYCTUMOIO €IEKTPOHHOI (opMoIo peanizalii JopyyeHb, BUJAHHX B
€JNIEKTPOHHIH popMi, Bizyasidauis SKoi BU3BHAYAETHCS iHCTPYKIL€O 3 AUTOBOACTBA YCTAaHOBH,

12) enexTpoHHa CIpaBa — CyKYITHICTh (aiiliB €JeKTPOHHUX JOKYMEHTIB, 110 BXOAATH 10
Hel, eJIEKTPOHHOTO BHYTPIIIIHHOTO OIMTKUCY Ta 3aCBiAYYBaJbHOTO HAITUCY CIIPABHU;

13) eneKTpOHHUH JOBIAHUK — €JIEKTPOHHO-AOBIIKOBHIH TMepeaiK MPUKIAIHOTO
XapakTepy, B IKOMY 3i0paHO TUIIOBiI HAOOPH JaHUX;
14) enexTpoHHe IMOBIAOMJIEHHS — aBTOMaTM4HO abo y pasi HeoOXigHOCTI

aBTOMAaTM30BaHO CTBOPEHA Ta IepejlaHa B €JIEKTPOHHIH ¢opmi iHpopmauis Npo AOCTaBKY/
OTpUMAaHHs/ BIAMOBY B PpEeCTpalii/ peecTpalilo €JEKTPOHHOIO JOKYMEHTa aJpecaroM Ta
iHIIE;

~15) iHpuKaTOopu CcTaHy BHKOHAaHHA JIOKYMEHTIiB — BH3HAaueHi KpuTepili eramiB
NPOXOJPKEHHA JJOKYMEHTIB B YCTaHOBI 3 METOKO X MOHITOPHUHTY;

16) KOHTPOJb -~ KOMILIEKC 3aXOMiB, IO 3MiMCHIOIOTHCA IS IEPEBIPKHM Ta OLIHKH
BUKOHAaHHS MOCTaBJICHUX 3aB/aHb (YNPaBAiHCHKUX PillIEHb);

17) cucreMa MOHITOPHUHTY — KOMIUIEKCHAa aBTOMAaTM30BaHa CHCTeMa Oe3lepepBHOTO
360py, 00poOkM, cucTeMaTu3auii Ta aHamidy iHpopMauii mnpo CTaH BHKOHAHHSA
yIpaBliHCHKHX pillieHp (€J€KTPOHHUX JOKYMEHTIB) B YCTaHOBI;

18) onuc cnpaB B €JEKTPOHHIH (opMi — JOBIAHMK B €JIEKTPOHHIH ¢GopMi, IpU3HAYCHHUH
Ui OOJIIKy Ta PO3KPUTTS 3MICTY OJUHHLEL 30€piraHHs, OJUHUL OOJIKY, 3aKpiIUIEHHS iX
CHCTEMAaTH3allil B MeXaX apXiBHOTO GOHLY;

19) namepoBa KOMisi OpHUTIHATY €JIEKTPOHHOrO MAOKYMEHTa — Bi3yaJbHE ITOJAHHS
€JIEKTPOHHOTO JTOKYMEHTa y MarepoBiii ¢opMi, iK€ 3acBiiUY€HE B MOPAJKY, BCTAHOBICHOMY
JHCTpYKUi€O 3 AITOBOJCTBA;

20) nianucaHHSA TIPOEKTY €JEKTPOHHOIO MAOKYMEHTa (IMiANUCAaHHA) — HaKJIaJaHHA
YIOBHOBAXXEHOK 0CO00K0 (YIMOBHOBAXKEHUMM o0C00aMHM), 3a3HAYCHOK (3a3HAYEHHUMH) ¥y
peKBi3UTax MiJNUCyBaya TAKOrO JOKYMEHTa, KBaTi(iKOBAaHOTO €JEKTPOHHOTO MiAMHUCY
(mianuciB) Ha INPOEKT EIEKTPOHHOTO JIOKYMEHTa JUIfi 3acBif4eHHS ¢akTty #oro
3aTBEp/UKECHHS; -

21) moromxyeay — mocajgoBa ocoba, 10 34iHCHIOE Bi3yBaHHS (IIOTOJXXEHHS) MPOCKTY
JIOKYMEHTA; :

22) npaBoBHii cTaTyC — HaOpaHHs €JIEKTPOHHUMH JaHUMHU IOPHUAMYHOI CHITH;

23) TpUMIpHHMK €JIEKTPOHHOTO JOKyMeHTa — ¢aii, SKAW MIicTUTh Habip JaHHX,
TOTOXXHHI OPUTiHATY €JIEKTPOHHOTO I0KyMEHTAa;

24) NpoeKT eNEKTPOHHOTO JOKYMEHTa — JOKYMEHT B €JIEKTPOHHIH GopMi 10 HaKIaJACHHS
KBaJTi(PiKOBAaHOTO €JEKTPOHHOTO IIiJIUCY YIOBHOBAXEHOK 0C00010 (YMOBHOBaXXEHUMHU
ocobaMH), 3a3HAUYCHOIO (3a3HAYECHUMH) Y PEKBI3UTaxX MiANKCyBaya TAKOTO JOKYMEHTA;

25) penaxuiifHa npaBka — OyJb-siK€ pelaryBaHHs IMPOEKTY €JIEKTPOHHOTO NOKYMEHTA,
BHKOHYBaHE aBTOPOM, MOro/KyBadueM a0o MiIMucyBavyeM;

26) peecTpaTop — TNpaLiBHHK CIY>XOW JXiIOBOACTBa ycTaHOBH a00 ocoba, Ha SKY
HNOKIaAeHo (YHKII peecTpalii AOKyMEHTIB, YNOBHOBa)XEHI Ha 3JAiHCHEHHS peecTpauii
BXIJJHUX Ta/ab0 BHYTpIllIHiX, Ta/a00 BUXIJHUX JOKYMEHTIB B YCTaHOBI;

27) peecTpauiifHO-MOHITOPHHIOBa KapTKa — KapTka B €JICKTPOHHIA (opMi, 10 MICTUTh
BUUEpNHY iHPOpMaLil0 mpO CTBOPEHHSA, OJEpXaHHs, IPOXO/DKEHHS, BUKOHAHHA,
Bi/INIpaBJICHHS, 30€piraHHsg Ta 3HUIIICHHA B YCTaHOBI JOKYMEHTa HE3aJeXHO Bif GOpMH HOTO
CTBOPEHHS;
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28) peKBI3UT €JNEKTPOHHOIO JAOKyMEHTa — iH(opMalisi, 3adikcoBaHa B €IEKTPOHHOMY
JOKYMEHTI Ta peecTpalifHO-MOHITOpHHIOBIM KapTui yis Horo imeHTubikaiil, opranizarii
00iry Ta HaJJaHHs HOMY FOPHUAMYHOT CHITH;

29) cucteMa eJNEeKTPOHHOIO [OKYMEHTOOOIry YCTaHOBH — CYKYIHICTh IPOTpaMHO-
TEXHIYHHX 3ac00iB, MPU3HAYCHUX U aBTOMAaTH3allil opraHizauii poOOTH 3 €leKTPOHHHUMH
JOKYMEHTaMH Y JiIOBOJACTBI YCTaHOBH;

30) cayx0a A1TOBOJACTBA — CTPYKTYPHHUH Migpo31ii abo BigNOBiJanpHa 0c00a YCTaHOBH,
mo 3abes3neyye peecTpauito, o0JiK, OpraHizalio JOKyMEHTO00Iry ciykO0BHX IOKYMEHTIB,
30epiraHHs 1oKyMeHTaiiiHoro ¢ponay abo Horo yacTuHH 10 NepeaBaHHs Ha 30epiraHas 10
apxiBHOI'O 11ipO3/lJly YCTaHOBH, ab0 BiANOBiAadbHA 0co0a YCTAaHOBH, Ha AKY MOKJIaJECHO
BHKOHAHHS 3aBJaHb i PyHKLIH LieT ciryxou;

31) cnyx6a KOHTpoOIXO — miJipo3is1 abo nocagoBa ocoba, BiJIMOBiJAIbHI 3a 3AiCHEHHS
MOHITOPUHIY CTaHy BMKOHAHHsA YIpPaBIiHCHKMX pillleHh Ta KOHTPOJIO 3a BiANOBiAHICTIO iX
BHKOHAHHS NIOCTaBJICHOMY 3aBIaHHIO;

32) cmyx0oBa €NEKTPOHHA IIOIITA — EIEKTPOHHAa MoINTa (TOIITOBA CKPHHBKA)
npaliBHHKa YCTaHOBH, C(pOpMOBaHa 3 BHUKOPHUCTaHHAM JOMEHHOrO iMEHi y JAOMEHi gov.ua
Ui oOOMiHY YHpPaBJiHCHKOWO iH(MOPMAILi€l0, SKa HE Ma€ IOPUIUUHOT CHIIH;

33) ynoBHOBaxxeHa ocoba — ocoba, sika HajiIeHa MMPaBOM BYUUHATH Jil Ta BiAmosigae
3riZIHO i3 3aKOHOJaBCTBOM 3a HACIi/IKH 1X BUMHEHHS;

34) ynpaBiiHchka iH(QoOpMaIllii — CYKYIHICTh HEOOXiAHMX HaHHMX, SKi CHPHATHMYTH
BUPIIIECHHIO YIIPaBIIHCHKHUX PIIIEHb,

35) ynpaBniHChKe pilleHHS — Oynap-fike 3aBJaHHS, BU3HA4YHE IMOCaJ0BOI0 0cobo abo
KOJIETiaTbHUM OPTaHOM B MEXKaX MOBHOBa)KEHb Ta CIPSIMOBAHE Ha JOCATHEHHS [MOCTaBJICHHX
LiIeH;

36) ¢dopMyBaHHS €IEKTPOHHHUX CIIPaB — TPYIYBaHHS BHKOHAHUX €JIEKTPOHHHUX
JOKYMEHTIB y CIIpaBH BiJIIOBIJHO 0 HOMEHKJIATYpH CIPaB yCTAHOBH.

IHmi TepMiHM BXUBAIOTBCA y 3HAUCHHi, HaBeJeHOMY B 3akoHax Ykpainu «IIpo
€JIEKTPOHHI JOKYMEHTH Ta €JIEKTPOHHHUM TOKyMeHTo0oOir», «IIpo eneKTpoHHi aoBipyi
nocinyru», «IIpo HanionansHuit apxiBauii ¢oHI Ta apXiBHiI YCTaHOBH», a TaKOX PeriiaMeHTi
oprasi3allii B3aeMojii OpraHiB BUKOHaBYOI BIaJd B €JIEKTPOHHiN (opMi, 3aTBEpIKEHOMY
noctanosoro Kabinery MinictpiB Ykpainu Bix 17 ciuns 2018 poky Ne 55.

7. OpraHi3amisi gIeKTpPOHHOTO JOKyMEHTooO0iry B oOJacHiil JepxaBHil aaMiHicTpamii
NOKJIAIa€ThCs Ha CryxO0y AUIOBOJCTBA, sika 3a0e3neuye:

po3poOJieHHs €MHOTO MOPSJIKY JOKYMEHTYBaHHS YIIPaBIiHCHKOI iHpopMallii Ta poboTH
3 JOKYMEHTaMH He3aJIe)KHO Bifl POpMHU iX CTBOPEHHS;

pOo3po0IEHHS HOMEHKJIATYPH CIIPaB;

peecTpailito Ta 00JTiK TOKYMEHTIB;

HaJaHHSI METOJIUYHOI JOTIOMOTH Ta KOHTPOJIb 32 JOTPUMAHHAM YCTaHOBJICHOTO MOPSAKY
POOOTH 3 €IEKTPOHHUMHU JOKYMEHTAMHU B CTPYKTYPHHUX MiAPO3/iJIaX yCTaHOBH;

—QpraHizaiito JOKyMeHToo0iry, ¢opMyBaHHs clipaB, iX 30epiraHHs Ta MiATOTOBKY MAJIA
niepelaBaHHs 0 apXiBHOTO IiAPO3/iTy yCTaHOBHY;

BIPOBA/PKEHHS Ta HAIIA] 3a JOTPMMAHHAM CTPYKTYPHHMH IIiIpO3JiJIaMH YCTaHOBH
BHUMOT iHCTPYKLiii 3 TiTOBOACTBA Ta HalliOHAJBHUX CTaHJAPTIB;

TPOBEJCHHS pery/sipHUX TIEpPEeBipOK CTaHy [UTOBOJCTBA B YCTAHOBI, a TaKOX B
YCTaHOBAX, IO HAJIEXKATH A0 chepH ii yrpaBiiHHS;

BHKOPUCTAHHS CHCTEMH €JEKTPOHHOTO JOKYMEHTOOOIry, BENEHHS Ta aKTyajli3alilo
€JIEKTPOHHUX JIOBiIHUKIB;

JOTPUMAHHA BHUMOI [0 IMIATOTOBKM €JNEKTPOHHUX Ta TWANepoBUX JOKYMEHTIB Ta
oprasisauii po60TH 3 HUMHU;
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OpraHi3allifo Harjisily 3a cTaHoM 30€pexeHHs JOKYMEHTalliiHOro ()OHIY YCTaHOBH B
€JIEKTPOHHI# POpMi Ta KOPUCTYBaHHS HUM;

inpopMartiiiHy B3aeMOJil0 3 OpraHaMH BHKOHABYOI BJIaJd Ta IHIUUMH JCpPKaBHHUMH
YCTaHOBAMH Yepe3 CUCTEMY B3aEMOJIIT,

pO3pOOJIEHHS TUITOBUX MapIIPYTiB IIPOXO/KEHHS JOKYMEHTIB B YCTaHOBI;

NEepeBIPKY MNPaBWIBHOCTI BiIOMOCTEH, BHECEHHX [0 peeCTparliiHo-MOHITOPUHIOBOI
KapTKd €JIEKTPOHHOTO JOKYMEHTa 3a 3BEJCHOI0 HOMEHKIATYpol CIHpaB YCTaHOBH, Ta
YTOUHEHHS IUX BiZIOMOCTEi 3a EKCTEPTH3010 I[iIHHOCTi €IEKTPOHHOT0 TOKYMEHTA;

iHiI[ifOBaHHS Ta_ NPOBEICHHSA HII[BI/IIIICHH}I KBaJigikamii mnpaliBHUKIB 3 MUTaHb
JiJIOBOJCTBA.

8. O6yacHa jaep)KaBHa aJqMiHIiCTpallis OpraHi3oBy€ MIJIOBOJACTBO Ha IMiJICTaBi BJIACHOT
IHCTpYKUIi 3 AUIOBOACTBA (Aaji — iHCTPYKIsA 3 MiJIOBOACTBAa YCTAHOBU) Ta 3 ypaxyBaHHSIM
HIAX aKTiB 3aKOHO/AABCTBA.

9. Cmyx6a nimoBoacTBa po3po0ise IHCTPYKIIO 3 MAUTOBOACTBA YCTaHOBH, SKOKO
OJIHOYACHO pErIaMEeHTY€ThCS IIUTaHHS OpraHi3allii A1JIOBOJCTBA Y MaIepoBii Ta eIeKTPOHHI1H
tdopMmax.

10. [{inOBOACTBO YCTAaHOBH, OpraHi3allisi oOOMiHy €lIeKTPOHHMMH JOKYMEHTAMH 3 iHITUMU
yCTaHOBaMHM  3JIMCHIOIOTBCA BHUKIIOYHO 3 BHUKOPUCTAHHAM CHCTEMH EIEKTPOHHOTO
JOKYMEHTOO0IIY yCTaHOBH, IHTETPOBAHOI 10 CUCTEMH B3a€EMOII.

Y pasi BiICYTHOCTI B yCTaHOBi CHCTEMH EIEKTPOHHOIO JIOKYMEHTOOOIry ycTaHoBa Jyis
opraHizallii JMCTyBaHHS 3 iHIIMMH YCTaHOBaMH BHKOPUCTOBYE crelialbHUN BeO-MOIYIb
CUCTEMH B3aeMOJIi1 (1aji — BeO-MOAYJIb CUCTEMHU B3aEMOJIIT).

11. CucteMa eneKTpOHHOTO NOKYMEHTOODITY YCTAHOBH IOBHHHA B1JIIOBIIaTH BUMOIaM
3aKOHOJABCTBa A0 (HOpPMATiB JaHUX, CEPBICY iHTerpamii 10 CUCTEMH B3a€MOJii Ta BUMOTaM
HOPMAaTUBHO-IIPAaBOBHX aKTIB y cdepi 3axucTy iHpHopMallii.

12. BukopucraHHs KBali()iKOBaHOI €JNEKTPOHHOI IO3HAYKU Yacy IIiji Yyac HakJIaJaHHS
KBaNTi(piKOBAHOTO ENIEKTPOHHOIO Mmignucy abo KBai(iKOBaHOI ENEKTPOHHOI IMEYaTKH €
000B’ I3KOBUM.

13. TexHiuHe CympOBOKECHHS CHCTEMH €JIEKTPOHHOTO JOKYMEHTOOOIlY B YCTaHOBI Ta
iforo nporpamMHo-anapartHe 3a0e3Me4YeHHs, BiNOBIJAIbHICTE 32 30€pEeXKEHICTh JOKYMEHTIB Ta
cpopMOBaHUX cIlpaB, 3a0e3nedyeHHs (QYHKIIOHYBaHHA €IUHOTO MAacHUBY EIEKTPOHHHX
JIOKYMEHTIB, a TakKpX (OpPMYBaHHS CTPYKTYpH €JIEKTPOHHUX JOBIJHUKIB Yy CHCTEMI
€JIEKTPOHHOI0 JOKYMEHTOO0Iry MOKIaJaloThCsl Ha CTPYKTYpPHMH IAPO3JiT 3 THTaHb
inpopMariiinoro 3abesneueHHs abo iHdopMmaniiinux TexHonorid (manmi — cnyxOa
iHpOopMaLiHHUX TEXHOJIOTIH).

3abe3neueHHs 3axUCTy iHGopMalii, 1mo oOpoOJIETECS B CHUCTEMI €IEKTPOHHOIO
JOKYMEHTOO0Iry YCTaHOBH, MOKIAJa€ThCs HAa CTPYKTYPHHHM MiApO3Min 3 HHUTaHb 3aXUCTY
inpopmauii abo mpamiBHUKA YCTaHOBHM, Ha SKOrO IOKJIANa€ThCS BUKOHAHHS 3aBIaHb Ta
(GYHKIIH CTPYKTYpHOrO MiJpo3ALTY 3 MUTaHb 3aXUCTY iHpopMarlii.

I1. MixkBizom4unii 00OMiH eJleKTPOHHHMH A0KYMEHTAMH

14. OOMiH eneKTpOHHUMH JOKYMEHTaMH uYepe3 CHUCTEMY B3aeMOZii 3AiHCHIOETHCS
BHKJIIOYHO 3 JOTPHUMAHHAM BHMOI' [0 BCTaHOBJIEHHMX (HOpMATiB JAHUX EIEKTPOHHOTO
JOKyMEHTOO0II'y B yCTaHOBAX.

OOMiH TOKyMEHTaMH 11033 CUCTEMOIO B3aEMOIIT TOMMYyCKAETHCS JIUIIE I0J0 JOKYMEHTIB,
O SKHX MOXYTb 6yTH 3aCTOCOBaHi OOIPYHTOBaHi MiJCTaBH, BHU3HAUEHi IIyHKTOM 2 L€l
[HCTpYKIIi.

15. CucremMa B3acMoii 3abe3mneuye rapaHTOBaHy JOCTaBKY €JIEKTPOHHUX JOKYMEHTIB BiJ
ix BiiNpaBHUKIB 10 TX 0JepxkyBadiB (afpecaTiB).
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16. KopucrtyBaui cucTeMH B3aeMOAii BiANOBIJAIOTh 3a IOBHOTY Ta JOCTOBIPHICTH
iHbopMallii, BHECEHOT HUMHU O CUCTEMHU.

N IpuiiMaHHs BXiZTHHUX eJIeKTPOHHHX NOKYMEHTIB

17. EnexTpOHHI AOKYMEHTH, IO HAaIXOIATh O YCTaHOBH 4YE€pe3 CHUCTEMY B3aeMOAii,
MIPUIAMAKOTHCS CIIY)KO010 IIJI0BOACTBA. _

18. EnekrpoHHM# [JOKYMEHT, IO 3aBaHTaXUBCA i3 CUCTEMH B3aeMOJil A0 CHCTEMH
€JIEKTPOHHOTO 1OKYMEHT000Iry abo HafiimoB o BEO-MOAYJIS CUCTEMHU B3aEMO/Iil YCTaHOBH,
BBXXAETHCS JOCTABIIEHUM aJipecary.

19. TlonepenHiit po3riisia eNEKTPOHHOTO JOKYMEHTA 3IACHIOETHCS B €IEKTPOHHIM Gopmi
CiTy)0010 1ITOBOACTBA YCTAHOBU 3 BUKOPHUCTAHHSAM CHCTEMM €JIEKTPOHHOTO JOKYMEHTOO0ITY
abo y pa3si ii BiACyTHOCTI BE€6-MOIYJISI CUCTEMH B3aEMOI.

I1ig yac nonepegHLOTO PO3TJISAY BU3HAYAETHCS:

YU Mae€ eJICKTPOHHUN JOKYMEHT OyTH JOMYIICHUH A0 peecTpallii;

yi norpebye po3risiay KepiBHHULUTBOM YCTaHOBU ab0 HaJCHJIAHHS TC/Is peecTpauii 3a
HAJIOKHICTIO J0 CTPYKTYPHOro MiApo3Aisly abo CTPYKTYpHHX HiAPO3AUIIB BIAMOBIOAHO A0
$YHKLIOHATBHOTO PO3NOLILY 000B’SI3KiB B yCTaHOBI;

YH HAJIEXKHUTH JI0 €JIEKTPOHHHX JIOKYMEHTIB TEPMiHOBOTO PO3TJISY (OTpAItOBAHHS ).

—20. IlonepenHiii po3riisy €IEKTPOHHUX NOKYMEHTIB MOBHHEH 3[iHCHIOBATHCA Y JEHBb
HaJXO/KEHHs (nocTaBkH) abo He misHime 10 roaMHu HacTymHoro po6odoro AHs y pasi ix
HaJXOKEHHS (AOCTaBKH) Micis 3aKiHYEHHS poO0OYOro AHS, Y BHXiqHI, CBATKOBI Ta HEpOOOUi
IHi. JIopydeHHS yCTaHOB BUILIOTO PiBHS PO3IIISAAIOTECS NEPIIOYEPTOBO.

21. 3a pe3ynpTaraMH MONEPEAHBOTO PO3MIIALY OTPUMAHHI depe3 CHCTEMY B3a€MOii
€JIEKTPOHHUH JOKYMEHT MiJyisrae peecTpaliii, KpiM BUIIAJKiB, KOJIM:

HOPYLIEHO BUMOTH HION0 (OPMH MiAroTOBKM (ITyHKT 2 Hi€l IHcTpyKuii) abo odopMmiieHo
3 MOpYIICHHSIM BUMOT myHKTIB 117 Ta 118 wiei [HcTpyKwii,

€JIEKTPOHHUH JOKYMEHT HaIHIIOB HE 3a aJIpecolo;

€JIEKTPOHHUH TOKYMEHT HaJiiIIOB TOBTOPHO;

3asIBJIEHHH CKJIa]] €JIEKTPOHHOTO JOKYMEHTa He BiAIOBiIa€ PaKTHUHOMY;

PEKBI3UTH BXiJHOTO €JIEKTPOHHOTO JIOKyMCHTa He 30iraroTeCsi 3 PEKBi3UTaMHy,
3a3HAYECHUMH B €JICKTPOHHOMY JTOKYMEHTI;

BIACYTHIi TNOB’g3aHUN 3 €JIEKTPOHHUM JOKYMEHTOM KBaJliQiKOBaHUI €JIEKTPOHHUI
HignUc MiANUCyBaya Yd IIOB’si3aHa 3 HUM KBalliikoBaHa €NEKTPOHHA Me4yaTKa yCTaHOBH,
HasBHICTD SKOI Ha HBOMY IlepeadadeHa 1ieto [HCTpyKiier;

Ha JOKyMEHT HAKIaJeHO KBaliQikOBaHMHA €JIEKTPOHHMH mianuc ocobH, fka He ¢
HiANUCyBayeM JOKyMeHTa abo 0co06010, 1110 BUKOHY€E HOro 0060B’13KH;

TIOB’S13aHi 3 EJIEKTPOHHUM JOKYMEHTOM KBaJliQikOBaHiI €NEeKTPOHHI mianuch Ta/abo
TIeYaTKHd HEMOMUIMBO TNEPEBIPHTU 3 AOTPUMAHHAM BUMOT YACTHHHM ApYroi ctarTi 18 3akoHy
Ykpaiuu «IIpo enekTpoHHi 1OBipyYi MOCITyTHY;

BiZCYyTHS KBaipikoBaHa €NEKTPOHHA NO3HAYKA Yacy,

BisyaipHa (opMa €JIEKTPOHHOTO JOKYMEHTa He NMpHaaTHA Juis CIpUiMaHHS ii 3MiCTy
JIFO AMHOIO.

Y uux BuUmaakax ciyx0a JIOBOACTBA BiJIMOBIISE y pEeECTpallil TaKOro €JIEKTPOHHOIO
JOKYMEHTA i3 3a3HaYE€HHAM OJIHi€l 3 HaBeICHUX MiICTaB.

HajacuiaHHA BHXITHHX €J1eKTPOHHHX JOKYMEHTIB

3AIACHIOETECS aBTOMATHYHO, 32 (akToM iX 3aBaHTaXXEHHSA i3 CHCTEMH €JIEKTPOHHOTO
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JOKYMEHTOO00ITy (Be6-MOyJIsl CHCTEMH B3a€MOJIi) YCTaHOBH B CHUCTEMY B3a€MOJil oapasy
micis ix peecTpaitii. ,

[lin yac 3aBaHTa@XEHHA aBTOMATUYHO CTBOPIOIOTHCS IPUMIPDHHKH CJICKTPOHHHX
JIOKYMEHTIB Yy KiJIBKOCTi, IO BiANOBIJa€ 3asABJICHOMY B PEECTPAIliifHO-MOHITOPHHTOBIM
KapTili MepeNiKy ajpecariB, Uil iX MOJaNbIIOTO IEPCOHANI30BAHOTO HAJCHJIAHHS
BIJIMTOBITHUM aJipecaTam.

He Moxxe OyTH BianpaBieHHIl 4Yepe3 CHUCTEMY B3a€MOJil E€JIEKTPOHHUN IOKYMEHT,
IUTICHICTh SKOTO HE MiATBEP/)KEHO KBali(piKOBaHMM CIIEKTPOHHUM IHigmucoM abo
KBaJli)ikOBAaHOIO E€JICKTPOHHOK IE€YaTKOX 3TrifiHO 3 BUMoramu L€l IHcTpykiii abo skui
odopmiieHO 3 NOpyLEHHAM BUMOTr MyHKTIiB 117 Ta 118 miei [ncTpykuii.

23. I3 cHCTEMH €JIEKTPOHHOTO JOKyMEHTOOOIrY YCTaHOBH JIO0 CHCTEMH B3a€MOJIl
3aBaHTa)XYIOTBCS 3apEECTPOBAHI EJCKTPOHHI TOKYMEHTH a00 3acBi4YEHi €JIEKTPOHHI KOMii
JIOKYMEHTIB.

I3 Be6-MOMyNId CUCTEMH B3a€MOJIl 1O CUCTEMH B3a€MO/Iii 3aBaHTaXYIOTHCSA €IEKTPOHHI
KOmii JOKYMEHTIB, 3acBifjlueHi KBali(iKOBAHMMH €JICKTPOHHHMH II€YATKAMH, CTBOPEHHS,
3aCBi[UEHHA Ta BHECEHHS JI0 BE6-MOIYJIA AKUX 3/iHCHIOE pEECTpaTop.

24. EnexTpoHHMH JOKYMEHT BB@XA€TbCS OJEpXKaHUM aJpecaToM 3 MOMEHTY
HaJXO/DKEHHS BiANPaBHHMKY €JEKTPOHHOTO MOBiJOMJICHHS i3 3a3HAadeHMM 4YacoM TMpo
JIOCTaBKy IIbOTO JJOKYMEHTa ajipecary.

Y pa3i HEHaJXO/DKEHHS BiJNPABHUKY IPOTATOM IIIECTH TOAWH 3 MOMEHTY BiJNpaBKH
€JIEKTPOHHOTO JOKYMCHTA, €JIEKTPOHHOIO MOBiJOMJIEHHS PO JOCTaBKY LILOTO JOKyMEHTa
ajipecaTy BBAXXAEThCS, IO TAaKUH JOKYMEHT aJpecaToM HE OJEpXaHO. Y TaKOMY BHIIAJKY
BiIIPaBHUK BXXHBA€ BCiX MOXJIMBUX 3aXOJiB 1O 3a0e3MeUYcHHsS OICpP)KaHHSA aJpecaToM
BiJIMIOBiIHOTO JJOKYMEHTA B €JIEKTPOHHIH popmi.

Y pazi ofiep>KaHHA Bijl ajjpecara eJIEKTPOHHOIO MTOBiIOMJIEHHS IIPO BIAMOBY Y peecTpallii
€JIEKTPOHHOIO0 JOKYMEHTa BiANPaBHUKOM BXHBAIOTHCA 3aXOAM JUIA YCYHEHHS IIiJICTaB
BiIMOBH i 3a6€311€UeHHS TOBTOPHOTO HAa/ICWJIaHHS TaKOTO JOKYMEHTA B €JIEKTPOHHIH dopMi.

BigxuneHHs aJapecaToM eJIEKTPOHHOTO JOKyMeHTa 0€3 3a3HaueHHS ImiJCTaB, UIO
BU3HaueHi y NyHKTi 21 miei [HCTpyKIil BBaXKa€THCA CBIIOMUM MOPYLICHHSM.

—JlonaTtkoBe MiATBEpIKEHHS (haKTy OTPUMAaHHS €JeKTPOHHOTO JOKYMEHTa aJipecaToM He
BUMAaraeThcs.

KypHan o0MiHy eJIeKTPOHHHMX XOKYMEHTIB

25. XypHan oOMiHY € OKpPEMHM €JIEKTPOHHHUM PEECTPOM Y CKIadi CHCTEMH
€JIEKTPOHHOIO JOKYMEHT000iry (BeG-MOIYyJii CHCTEMH B3a€MOJii), Akuil QopMyeTbes i3
HIepeSTiKy 3aMuciB MPO MPOXO/PKEHHS MPUMiPHHUKIB €JIEKTPOHHHUX JOKYMEHTIB Yepe3 CUCTEMY
B3a€EMOJIi1.

26. XXypHan o6MiHy CKJIaAaeThCs 3 TAKUX PO3AUTIB:

HaJic/laHi — HOMep i Jata peecrpallil eleKTPOHHOro JOKyMEHTa, ajpecaT, KOPOTKH
3MICT, BHJI, JaTa i 4Yac HaJICHIaHHS, a TAKOXX aTpUOYTH €IEKTPOHHOT'O I10BiIOMJICHHS;

OTpUMaHi — BUXiJHI HOMeEp i JlaTa peecTpallii eJIEKTPOHHOTO JOKyMEHTA, KOPECIIOHIEHT,
JlaTa i 4ac JOCTaBKH;

3apeecTpOBaHi - CKJIQJI0Bi, aHAJIOTIYHI JI0 CKJIAJIOBUX PO3/ILTY OTPUMAaHi, a TAKOXK HOMEP 1
JiaTa peecrpallii eJeKTPOHHOIO J0OKyMEHTa YCTaHOBOI-a[pecaToM Ta MNpi3BHIIE, BlacHE iM 4
peecTpaTopa, HaMEHYBaHHS CTPYKTYPHOTO MHifpO3Jily, BiANOBIJAaNLHOrO 3a BMKOHAHHS
JOKyMEHTa B yCTaHOBi, Mpi3BHIlLE, BJIacHe iM’s, TenedoH Ta caykOoBa eIeKTpOHa MOLITa
Horo KepiBHMKa, Npi3BHINE, BJacHe iM’d TNpalliBHHKA, BiJIMOBiJalbHOrO 3a BHKOHAHHS
JIOKyMEHTa B YCTaHOBI, Horo TesedoH Ta ciy>k00Ba eleKTpOHHA IIOLITa;
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BIIMOBJICHO B peecTpamii — J0 arpuOyTiB po3fdily OTpUMaHUX AOJAIOThCA Jara i
mificraBa BiMOBH, Ipi3BHIIEC, BjacHe iM’f Ta TeiaehOH peecTpaTopa, SKUM 3IiHiCHEHO
BIIMOBY.

27. EneKkTpoHHi IIOBiIOMJIEHHS aBTOMAaTHMYHO BHOCATHCS [AO JKypHalry oOOMiHy Ta
JOJIAIOTBCA 10 BIANOBIAHMX 3allUCIB PO TMPOXO/PKEHHS MPUMIPHHUKIB €JIEKTPOHHHUX
JOKYMEHTIB depe3 CHCTeMy B3aeMOIii Ta peecTpailiiHO-MOHITOPUHTOBUX KapTOK
BIJTIOBIJHAX €IEKTPOHHUX JOKYMEHTIB.

EnekrpoHHE TOBIJOMJICHHS aBTOMAaTHYHO TE€HEPYETHCA CHCTEMOIO €JIEKTPOHHOTO
JOKYMEHTO00Iry (Be6-MOIyJieM CHUCTEMH B3a€MOJIii) Ta HAaJACWIAETHCS BIANPAaBHUKY OApa3y
3a (aKTOM JIOCTaBKH, OTPUMAaHHS, peecTpalii, BiAMOBU Yy peecTpallii €JIeKTPOHHOTO
JOKYMEHTa a/1pecaToM.

__EnexTpoHHi NOBigOMIIEHHS He ITOTPEOYIOTh OKPEMOT iX peecTpallii Ta Bizyai3arlii.

28. EnexkTpoHHI TOBIJOMIICHHA MalOTh Taki 060B’13KOBi aTpHOyTH:

Ipo HaJCWIAHHsS — CTAaTyCHE €JICKTPOHHE MoBifoMieHHA «HamicnmaHo» Ta mara i yac
Ha/ICWIaHHS;

PO JOCTaBKy — CTAaTyCHE €JEKTpOHHE MOBiAoOMiIeHHs «JlocTaBieHo» Ta Hara i uvac
JIOCTaBKH;

IIpO pEECTpallilo — CTaTyCHE €JIEKTPOHHE IMOBiOMJICHHS «3apeecTpOBaHO» Ta HOMeEp i
JaTa peecTpallii €JIEKTpOHHOTO JOKYMEHTA;

Ipo BiIMOBY Yy peecTpalii — CcTarycHe eJeKTpOHHe MoBigoMieHHS «BigMoBa vy
peecTpanii», naTa, yac, mijcTaBa BiIMOBH, IPi3BHILE, BIIaCHE iM’s Ta Tele(OH peecTpaTopa,
SIKUM 3]1IHCHEHO BiMOBY.

Takox cuctema B3a€EMOJil Ma€ 3AiMCHIOBaTH ONepaTUBHE iHPOpPMYBaHHSA KOPUCTYBaua
CHCTEMH B3a€EMOJIi1 IIpo:

MO3UTHUBHUN pE3YNbTAT TEXHIYHOI MEpPEBIPKM CUCTEMOKO B3a€MOJil HaAiCIaHOTO
KOPUCTYBau€M CUCTEMU B3a€MO/ii JOKYMEHTa Ta HOTO MOCTAHOBKY B UEPTY HA 3aBAHTAXKCHHS
JI0 CUCTEMHM €JIEKTPOHHOTO JIOKYMEHTO00Iry (BeO-MOyJIs CUCTEMH B3a€MOJIl) aJipecara;

KiJIBKIiCTh TOKYMEHTIB, IO CTOATH B Yep3i HAa 3aBaHTAKECHHS OO CUCTEMU €ICKTPOHHOTO
JOKyMEHTO00iIry (BeO-MOayJI1 CUCTEMH B3a€EMO/Iii) KOpUCTYBayva.

Oco0.1BOCTI eJIeKTPOHHOI B3aemonii 6e3 3acTocyBaHHS CHCTeMH B3aEMOAil

29. Iudopmaniliuuit oOMiH MiXK mpaliBHUKAMH YCTAaHOB 3MiHCHIOETbCA JHMINEC 3
BUKOPUCTAHHAM CITYKOOBOT €JIEKTPOHHOT MOIITH.

30. Indopmaniifnuii 0OMiH 3MiHCHIOETHCS 3 METOIO:

HOMEPEAHBOrO MOTO/KEHHS pelaKilii MPOEKTIB CHNUIBHUX €JNEKTPOHHUX JIOKYMEHTIB,
30KpeMa CliBpo3p0oO0IeHHs IPOEKTIB aKTiB;

JOBEICHHS YIPaBJIiHCHKOI iH(popMalili 1o BioMa, 30KpeMa Ipo IUIaHM Ta poboTy
BIJIMOBITHNX YCTaHOB;

iH(pOpMyBaHHS PO NPHUIHATI yCTaHOBOIO YIIPaBIiHCHKI pillICHHS,

3’SCyBaHHS CTaHy OMNpAaIlOBaHHSA YCTAaHOBOIO €JIEKTPOHHMX JOKYMEHTIB, IO HaMiHIUIH
Ha IX po3rJIs.

31. Iudopmaitis 3 JaHMCTyBaHHA CHYy)KOOBOIO €JIEKTPOHHOIO TMOINTOIO  MOXKE
BUKOPHCTOBYBATHUCS IS MiATBEPIKEHHA BUKOHAHUX Jil.

32. Indopmartiiianii o6MiH c1yKOOBOIO €1EKTPOHHOIO MOMITOKO HE MA€ IOPUAUYHOI CHIIH.

33. IndpopManiiinuii 06MiH ciyk60BOIO €IEKTPOHHOIO MOLITOI0 HE JOIYCKAEThCs 00
inpopmaiiii 3 0OMEKXEHHUM AOCTYTIOM.

III. Opranizanis eJJeKTPOHHOT0 JOKYMEHTOO00ITY
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34. Opranizanis AOKyYMEHTOOOIry YCTaHOBH 3JiHCHIOETHCS 3a IOMOMOIOI) CHCTEMH
€JIEKTPOHHOTO IOKYMEHTOO00ITy, 10 iHTErpY€EThCS i3 CUCTEMOIO B3a€EMOJIII.

35. Cucrema eNexKTPOHHOIO IOKYMEHTOOOIrYy MOBHHHA 3a0e3meuyBaTd NpPOXOIKECHHS
€JIEKTPOHHUX JOKYMEHTIB Ta €JEKTPOHHUX KOIif JOKYMEHTIiB Ta B3a€MO3B’ 30K i3
CHCTEMaMH €JIEKTPOHHOI'0 IOKyMEHTO00Iry iHIHMX YCTaHOB.

O04iKk 00cAry eJ1eKTPOHHOI0 JOKYMEHT000iry
36. O6nik 06csry €1eKTPOHHOTO JTOKYMEHTOOOIry 3iHCHIOEThCS B aBTOMATH30BAHOMY
PEKHMI CUCTEMOIO €JIEKTPOHHOI'O JOKYMEHTOO0ITY YCTaHOBH.
37. IlincyMkoBi gani 007iKy o0cary JOKyMEHTOOOIry MOJatoThCS B €NEKTPOHHIHN (opmi
(momarok 1). '

PeecTpanis nokymeHTiB

38. Bxinni, BHyTpiluHi, BUXiJHi, iHIIi JOKyMEHTH HE3aJIEXHO BiJ (POPMH IX CTBOPCHHS,
HiATOTOBJIECHI B YCTAaHOBI, PEECTPYIOTHCSA B CHCTEMI €JIEKTPOHHOTO JOKYMEHTOO0Iry, a y pasi
il BiICYTHOCTI BXiJgHI Ta BHXiJHI JIOKYMEHTH pEECTPYIOTHCS y BeO-MOIYJi CHCTEMH
B3a€EMOJI.

39. Jlna 3abe3nedeHHs peecTpalii AJOKYMEHTIB Yy €JIEKTPOHHil Ta mameposiii ¢gopmax
(mam — JOKYMEHTH) B aBTOMAaTH30BaHOMY pEXHMi 3alOBHIOETBCA pEECTpaliiftHO-
MOHITOPHHIOBa KapTKa, 10 SKOi BHOCATHCS BCi 0OOB’A3KOBi, JOMATKOBI Ta y pasi moTpebu
iHIITi PEeKBI3UTH TOKYMEHTa BiJIIOBiTHO JIO BUMOT iHCTPYKIIil 3 AiJIOBOJICTBA YCTAHOBH.

40. PcecTpaniiHO-MOHITOPHHIOBAa KapTKa €JIEKTPOHHOTO JOKYMEHTa CTBOPIOETHCS
CUCTEMOIO  €JIEKTPOHHOTO  JOKYMEHTooOiry (Be6-MOAyneM CHCTEMHM B3aeMofii) B
€JIEKTPOHHIH popmi.

41. Jlo 00OB’A3KOBHX DPEKBI3MTIB, IO BHOCATHCA B DPEECTPalliiHO-MOHITOPUHIOBY
KapTKy, HajekaTh: BHA JOKYMEHTa, IHIEKC Ta 3arojloBOK €JEKTPOHHOI CIpaBH,
KOPECIOHJIEHT (YCTaHOBa-BiANMpPaBHUK), MiANKMCYyBad JOKYMEHTa Ta KBaJliikoBaHH
€JIEKTPOHHUI MiAnmuc mignucyBada abo KBallipikoBaHA EJEKTPOHHA I€4aTKa YCTaHOBH-
BiJIIIpaBHUKA, ajJpecaT (MEpeNliK YCTaHOB, SKMM aJIpeCOBaHO JIOKYMEHT), BUXiJHI HOMEp Ta
Jata (peecrpalifiHi aTpuOyTH KOpPECIOHJEHTAa), BXiJHI HOMEp Ta JaTa (peecTpauliiHi
atpubyTH ajpecaTa), BHUXiJHMA HOMeEp Ta Jdara peecTpalii (peectpauiiini arpuOyTH
YCTaHOBH), KOPOTKHH 3MICT JOKYMEHTa, CTPYKTypHHH MiJpo3/iJi, BiANOBiJaJbHUHA 3a
BUKOHAHHS 3aBJaHHA Ta/abo MiAroTOBKY JOKyMEHTa B YCTaHOBi i3 3a3HaueHHSIM HOro
iHAEKCy, Tpi3BUILA, BIACHOTO iMeHi, HoMepa TenedoHy Ta ci1ykO00BOi €NEKTPOHHOI MOIUTH
jioro KepiBHHMKA, €JEKTPOHHI pe30JIoLii, BiAMOBIZaNbHUN BHKOHaBeLs (3rigHO 3
pE30IIONIi€0) i3 3a3HAUYEHHSAM MHOro Mpi3BUINA, BJIACHOTO iMeHi, HOMepa TelnepoHy Ta
ClIy’)O0BOI €JEKTPOHHOI MOLITH, CTPOK Ta IO3HauyKa IIpO BHKOHAHHS €JIEKTPOHHOIO
JOKYMEHTa, KUIBKICTh CTOPIHOK CYNPOBIJHOIO JIUCTa Ta KiIBKICTh CTOPiHOK JOAATKiB,
NOCHJIaHHA Ha BXKE _3apeccTpOBaHi JOKYMEHTH (icTopis NHTaHHS), iHIUKATOPH CTaHy
BHKOHAHHS JOKYMEHTA Ta CTPOKH BUKOHAHHS 1HIUKATOPIB.

42. Jlo MOmaTKOBHX PEKBi3WTiB, 10 BHOCATHCS [0 peecTpaliifHO-MOHITOPUHIOBOI
KapTK{, HajJexaTh: BHYTpPIIDHE TMepeajpeCcyBaHHS €JICKTPOHHOIO JOKYMEHTa MIK
CTPYKTYPHHMH TMiApO3JiJaMH yCTAaHOBH, HAsBHICTH i MEpENiK IOJATKiB, NPOMDKHI CTPOKH
BUKOHAHHA, iH(oOpMallis NMpO 3MiHy Ta NEPEHECEHHsS CTPOKIB BUKOHAHHS, MPUIHWHEHHS
MOHITOPUHTY €IEKTPOHHOTO JOKYMEHTa, CJICKTPOHHI TTOBIIOMJICHHS CUCTEMH B3a€EMOJIi, KOA
JOKyMEHTa 3TiJHO 3 TEMaTUYHUM KIacu(ikaToOpoM YCTAaHOBH, CTPOK IepellaBaHHA [0
apxiBHOrO MigPO3JiNy YCTaHOBH, NO3HAYKa PO HAIEKHICTh JOKyMEHTa 10 IOKYMEHTIB
TEPMIHOBOTO PO3MJIANY, CTPOK 30epiraHHs €JEKTPOHHOIO JOKyMeHTa (BiANOBiAHO 1O
HOMEHKJIATYpH CIIpaB).
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43. JlomycKaeThcsl BBEIEHHS YCTAaHOBOKO iHIIMX PEKBI3HTIB €JIEKTPOHHOIO JAOKYMECHTA,
SKi HE 3BYXYIOTh Ta HE 3MIiHIOIOTH 3aCTOCYBaHHSA OOOB’S3KOBHX Ta JOJATKOBHUX MOTO
PEKBI3UTIB.

44. Peectpanis BXiZHOI 1 BUXiJHOI KOPECIIOHAEHLiI YCTAHOBH 3TIMCHIOETHCS CIIYXOOF0
JIJIOBOJICTBA YCTAHOBH LIEHTPAII30BAHO B €JHII CUCTEMI.

Tlopsaaok peecTpalii OKpeMHUX BMIIB JOKYMEHTIB BM3HAYA€THCA iHCTPYKIIEIO 3
IiTOBOACTBA YCTaHOBH.

45. daxcorpaMu Ta iHII eJIeKTPOHHI JOKYMEHTH, IO HAIXO/ATh €JeKTPOHHOIO IIOIITOIO
6e3/3 kBaTihikOBaHUM €JIEKTPOHHHUM HiANMMCOM (KBali)iKOBaHOIO €JIEKTPOHHOIO IEYATKOIO),
peecTpalii He IiUIIraoTh.

46. Y cucteMi eIeKTpOHHOrO T0KyMEHT000Iry GopMy€eThes €TiHa LieHTpaiizoBaHa Oa3a
peecTpalliiHUX JaHUX B €JIEKTpOHHIH QopMi, 3a JOIOMOrow fKOI IpalliBHUKU
3a0e31euyroThCs iHGopMalli€ro Mpo BCi JOKYMEHTH YCTaHOBH 1 1X MiCIIe3HaXOKEHHS.

47. IlopsaaOK BHECEHHS PEKBI3UTIB [0 peecTpaliliHO-MOHITOPMHIOBOI KapTKH Ta iX
PO3MIIIIEHHS BU3HAYAETHCSA IHCTPYKILI€IO 3 JIIIOBOACTBA YCTaHOBH.

Peecmpauia éxionux ookymenmie

48. Peecrpanis BXIAHOI KOPECMOHACHLII 3IiHCHIOETECA PEECTPATOPOM JIMINE ITiCHS
NPOBEJICHHS MONEPETHHOr0 PO3IAAY JOKyMEHTa.

49. He nomyckaerbcd NPOBEACHHS NOABIHHOI peecTpalii €JIEKTPOHHOIO JOKYMEHTa Y
CHETEMI EJIEKTPOHHOI0 JOKYMEHTOO00Iry Ta Be6-MOyIII CHCTEMH B3a€EMOII.

50. Ha nokyMeHT, mo HaaidIIoB y manepoBii ¢opMi, micis peectpalii IUIIXOM APYKY
HAaHOCHUTBHCA #oro mrpux-koa abo QR-KOA, NPHUCBOEHUH CHCTEMOIO €JIEKTPOHHOTO
JIOKYMEHTOO00iry, Ta CTBOPIOETBCA (OTOKOIIS, Ky PEECTpATOpP BHOCHTH JI0 PEECTpallifiHO-
MOHITOPMHTOBO1 KapTKH.

51. Bxiguuii gokyMeHT mocTiiHoro ta TpuBasioro (monag 10 pokiB) 30epiraHHs, Mo
HaJIIAIIOB y mamnepoBiii ¢opMi, Micig peecTpaiil Ta cTBOPEHHS (OTOKOII peecTpaTopoM
nepefacTbca  0Oe3NnocepelHb0 B CTPYKTYpPHUR MiAPO3/Ail  yCTaHOBM, BU3HAYEHUH B
YCTaHOBJIEHOMY TNOPSAJKY BiANOBiAAJbHMM 3a BUKOHAHHS LBOIO JOKYMEHTa, JIMINE JUIS
30epiraHHd 3 TOJAIBIIMM (OPMYBaHHSAM Y CIHpaBH BIAMOBITHO JIO 3aTBEP/UKCHOI
HOMEHKJIATypH CIIPaB.

Ilepesipka keanighikosanozo enekmponHo2o nionucy

52. IlepeBipka kBasli)ikOBaHOTO E€IEKTPOHHOIO HiAIMKMCY YH TIEYATKU 3MiHCHIOETHCA 3
norpuMaHHaM [1opsaiKy BUKOPHUCTAaHHS €JIEKTPOHHUX JOBIpYMX MOCIYT B OpraHax ACp)KaBHOI
BJIaJ¥, OpraHax MiCLIEBOTO CaMOBpsiIyBaHHS, IIANPUEMCTBAX, YCTAHOBAaX Ta OpraHiamisfx
JiepKaBHO1 (OPMHU BIaCHOCTI, 3aTBEP,KEHOr0 noctaHoBoro Kabinety MiHicTpiB YKpaiHu BiJ
19 Bepecus 2018 poky Ne 749.

53.- B ycraHOBi OpraHi3oByeThCH HCHTpaJIi3OBaHe CXOBHIE KBaliiKOBaHUX
cepru(ikaTiB BiIKpUTHX KIIO4iB ab0 3acTOCOBYEThCS OHJIAlH-TepeBipka cepTU(ikaTiB
BIZIKpUTHX KIIOYiB Ge3110CEepeIHBO 3 €JIEKTPOHHOIO MepefiKy KBatidikoBaHUX cepTUdikaTiB
BIJIKpUTHX KJIIOUiB KBaJTi(h)iKOBaHMX HaJJaBayiB €JIEKTPOHHUX JIOBIpYHMX MOCHTYT.

54. IlepeBipka Ta MiATBEpMXEHHA KBaNiiKOBAaHOIO €NEKTPOHHOIO HiAnmucy Ta/abo
NIEYaTKH 3IIHCHIOEThCA 3 JOTPUMAHHAM BUMOT YacTHHM Jpyroi crarri 18 3akoHy YkpaiHu
«ITpo enexTpoHHi 1OBipYi MOCIYTHY.

Peecmpayin suxionux 0okymenmie

55. Peectpaltis BUXITHUX €IEKTPOHHUX JOKYMEHTIB 3/1IHCHIOETHCS B aBTOMAaTU30BAHOMY
pexuMi mig yac ix mianucaHHA. [HCTpyKuUi€ro 3 AUTOBOJACTBA YCTAaHOBH MOXe OyTH
nepeadayeHa aBTOMaTHYHA peecTpallis BCiX abo OKpeMHX BH/IB JOKYMEHTIB 3a (akroM ix
HiIMCaHHS.
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56. HapcunaHHs JOKYMEHTIB HE3aJIe)KHO Bifl GOpMH X CTBOPEHHS, 3[IiICHIOETHCS Yepes
CUCTEMY B3a€MOAII.

Y pa3i CTBOpEHHS JAOKYMEHTa y manepoBiii GopMi azpecaTy HaACHIAETHCS JIMIIE HOTO
(GOTOKOIIs uepe3 CHCTEMY B3aeMOJIil, KpiM BUMAJKy HAJACWIAHHS JOKYMEHTIB YCTaHOBi 4M
2 i€l IHeTpykiii.

57. Slkmo aapeeaT He € KOPHCTYBau€M CHCTEMH B3a€MOJIi, PeeCTpaTop YCTaHOBU
CTBOPIOE 3aCBifluEHY TAaNepoBY KOIMIIO €JEKTPOHHOr0 MJOKYMEHTa Ta HaJACWIAE 3a
HAJICXKHICTEO 3TiJHO 3 BUMOTaMHM iHCTPYKIIii 3 IIJIOBOJCTBA YCTaHOBH.

58. Y pa3i HamcunaHHs (OTOKOMII JOKYMEHTa yepe3 CUCTEMY B3a€MOJIl OpUriHAJ
BUXIi/IHOTO IOKYMEHTA B MarepoBiil ¢popMi (JuIIe 1y JOKYMEHTIB IOCTIHHOTO Ta TPUBAJIOTO
(monax 10 pokiB) CTPOKIB 30€piraHHsl) MepeAacTbcs B CTPYKTYpPHHMH HiApO3Ji1 yCTaHOBHU
(aBTOpY MOKYMEHTA) TUIbKHM JJis 30epiraHHd 3 MOJAIBIIMM (OPMYBaHHSIM Y CIIpaBU
BIJIMTOBITHO 10 3aTBEPHKEHOT HOMEHKIIATYpH cIpaB 6€3 mepeaadi iX ajpecary.

59. TlepeBipky BHECEHMX Yy peecTpalifHO-MOHITOPUHIOBY KapTKy OOOB’SI3KOBHX Ta
JNONATKOBUX PEKBi3UTIB BUXIJHOTO JOKyMEHTa 3HilCHIOE cHCTeMa EJIEKTPOHHOTO
JOKYMEHTOOOITY B aBTOMAaTUYHOMY PEXHMI.

Keanigpikoeana enexkmponna newamka

60. Ilepenik €NEKTPOHHUX AOKYMEHTIB, Ki MOTpeOyIOTh 3acCBiAUEHHS KBaJli(hiKOBaHOIO
€JIEKTPOHHOIO 11€4aTKOI0, BU3HAYAETHCSA IHCTPYKIIEIO 3 AUIOBOJICTBA YCTAHOBM Ha IiJICTaBi
aKTiB 3aKOHOJIaBCTBA.

61. HakazoM (pO3NOpSMKEHHAM) KEPiBHMKA YCTAHOBH BH3HAYAIOTECA IIOPSIOK
BUKOPUCTaHHS KBaJi()ikOBAaHOI €JEKTPOHHOI MEYaTKH Ta YMOBHOB@XKEHI MOCAAOBI 0cCoOH,
BIJIMIOBIJAJIBHI 3a 11 3aCTOCYBaHHS.

KinbkicTs kBalipikOBaHUX €NEKTPOHHHMX MEYATOK, II0 BUKOPHUCTOBYIOTHCS YCTaHOBOIO,
HE OOMEXYEThCA.

YcTraHOBaM HaAa€ThCsl MPaBO 3aCBiqUyBaTH €JEKTPOHHI KOMii JOKYMEHTIiB, 30KpeMa Ha
BUMOTY OpraHiB CYZ0BOi BJIaJId Ta MPaBOOXOPOHHUX OPraHiB.

Opranizanis nepegaBpaHHs JOKYMEHTIB Ta BU3HAYEHHS iX BHKOHABIIB

62. 3apeecTpOBaHMI NOKYMEHT 3a ()aKTOM BHECEHHSI PEECTPATOPOM B peEECTpaLliifiHO-
MOHITOPHUHIOBY KapTKy BiANOBiZaJbHOIO 3a pO3TJsA] NOKYMEHTa (3TiJHO 3 pO3MOALIOM
000B’s13KIB) KepiBHUKA, KEPIBHMKA allapaTy, 3aCTYNHUKA KEPIBHMKA YCTAaHOBH ab0 KEpiBHUKA
CTPYKTYPHOI'O IIIPO3/IiIy YCTAaHOBH, KM pO3IIsAAac JOKYMEHT B YCTAHOBI NEpmuM (aiti —
NIEpBHUHHUH PO3IJIS), aBTOMATUYHO TEPEJAETHCS HA PO3IIISLA Yepe3 CUCTEMY €JIEKTPOHHOTO
JOKYMEHTO00ITy. - '

JIOKyMEHT aBTOMAaTHYHO Ta OJHOYACHO HAAXOAWTh HA PO3DNIS] OJAHIA UM JEKiTBKOM
MOCaTOBUM oco0aM (3acTymHWKaM KepiBHHWKAa YCTaHOBU ab0 KepiBHUKAM CTPYKTYPHUX
HiApO3IiiB  yCTaHOBM), SIKi BU3HAY€HI BUKOHABLSAMH (CITIBBUKOHABI[IMH) 3a3HAYEHOTO
JIOKYMEHTA.

63. JlokyMeHTH ozipasy Michs X peecTpaliii nepeaaoTbCcs Ha IEPBUHHHUMA PO3IVISA.

KepiBauky ycraHoBu abo 0co0i, 110 BUKOHY€ HOro oOOB’SI3KH, Ha MEPBUHHUI pO3IIILL
nepenaThes JOKYMEHTH, Imo Haxiduuu Bix Cekperapiary Kabinery MiHicTpiB YKpainu,
BepxoBHoi Paau VYkpainu, Anaminictpauii IlpesuaeHta YkpaiHu, 3BEpHEHHS HapOJHUX
JIENyTaTiB Ta AOPYYEHHS (JIMCTU) YCTAHOB BUIIIOTO PIBHS.

3acTynHUKY KEpiBHHUKA YCTAHOBHW 3TiIHO 3 PO3MOMIiIJIOM OOOB’A3KIB Ha TEpBUHHUM
pO3MIIsiA TEepefaloThCs aKTH OpraHiB Jep’kaBHOI BiaJu, OPraHiB BiIagd ABTOHOMHOI
PecniyOnikn Kpum, AOKyYMEHTH, IO HAMiHNUIA BiJl TEpUTOpiaJIbHUX OpraHiB YCTaHOBH,
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opraHizallili, ycTaHOB Ta HiJIPUEMCTB, IO HaJeXaTh MO cepd yIpaBIiHHA YCTaHOBH,
opraHi3aliiHO-pO3Mops AUl Ta IPOrpaMHi JOKYMEHTH 3arajbHOJIEP)KaBHOTO XapakTepy.

[lepBuHHUI pO3MIAN NPOEKTIB aKTiB, BHECEHMX YCTAaHOBI Ha CIJIbHE pPO3pOOJICHHS,
IHIIMX JOKYMEHTIB 3J1HCHIOEThCA KEPiBHUKAMHU CaMOCTIHHHX CTPYKTYpHHX MiJpo3AiiIiB abo
ocobaMH, 1110 BUKOHYIOTH 1X 000B’A3KH, B MEXKaX X KOMIIETEHIII1.

Enekmponna pesonroyin

64. IlocamoBa ocoba, siKa 3MIMCHIOE NEPBUHHHUI pO3IJIAN €NEKTPOHHOTO JOKYMEHTA,
HAKJIaJ]a€ HA HBOTO €JIEKTPOHHY pE30JIIOLiI0, B fAKiii BH3HAYAa€ TOJIOBHOTO BHMKOHABIIA,
BiANOBiAaJIFHOTO 3a OpraHi3allll0 BUKOHAHHS JIOKyMEHTa B YCTaHOBI, Ta y pa3i HEOOXiAHOCTI
CIIBBUKOHABIIIB i CTPOK HOr0 BHKOHAHHS.

B enextpoHHiil pe3onouii 060B’I3KOBO 3a3HAYAIOTECS BCi CTPYKTYPHI HiJpO3AiIH, sKi
OepyTh yuacTh B ONMpaLlOBaHHI JOKyYMEHTA Ta MOTOIKEHHI IIPOEKTY BiJIMOBII.

_Tlocanosi ocobu, sIKi OJTHOYACHO pO3TJIAAAIOTH €JIEKTPOHHUH JOKYMEHT, HAKJIaJaloTh Ha
HBOTO €JIEKTPOHHI PE3O0JIIOLIi, B SKMX BU3HAYAIOTHh BiAMOBiJaJIbHAX BHKOHABIB Ta y pasi
HEeoOXiHOCTi CIiBBUKOHABIIIB Y Me€)XaX BiAMQBITHOTO CTPYKTYPHOTO IiAPO3ALTY.

65. EnexTpoHHa pe3oiIoNis CKIANAETbCA 3 TaKUX PEKBI3WTIB: Mpi3BUILE, BIacHE iM’s
BHUKOHABIS (BUKOHABIIIB) y JaBaJbHOMY BiJMiHKY, 3MIiCT JOpPYY€HHS, CTPOK BHKOHAHHS,
KBaJTipikOBaHMH €eKTPOHHUH i JIUC N10CaJOBOI 0COOH.

B enexTpoHHi# pe30iIIOLii 10 €1EKTPOHHOTO T0OKYMEHTA, III0 HE MAa€ CTPOKY BUKOHAHHS,
3a3HaYCHHS 3MiCTy JIOPYYEHHS Ta CTPOKY BUKOHAHHS HE BUMAra€ThCs.

EnexTpoHHa pe30JoLis MOXKe JOTIOBHIOBATHCS iHIIUMHU PEKBi3UTaMH, SKi BH3HAYAIOTHCA
THCTPYKIII€IO 3 IIJIOBOJICTBA YCTaHOBH.

HexoHkpeTHi («IIPUCKOPUTHY, IOJIMILUTHY, «aKTHBI3yBaTH», «3BEPHYTH yBary» TOIIO)
€JIEKTPOHHI pe30ITI0ILil HE TOIYCKarThCS.

66. Yci enekTpoHHI pe30MoLil, HaKIaJcHI Ha €JIEKTPOHHUH NOKYMEHT, BHOCATHCS JO
fioro peecTpauiifHO-MOHITOPHUHIOBOI KapTKH i HEPO3pUBHO IOB’sA3aHi i3 Hewo. EnekrpoHHa
pE30JIIONTis, KA € HACJ/iIKOM BUKOHAHHSA €JIEKTPOHHOI PE30JIIOLii BUIOTO PiBHS, JOJATKOBO
MICTUTH JIOTiYHE MOCHJIAHHS Ha BIAINOBIAHY €JIEKTPOHHY PE3ONIOINII0 (IepeBO E€IEKTPOHHHUX
PE30IIOINLIi). ~

67. Ha enexkTpoHHy pe30/MIOLiI0 MOC4J0BOI 0coOM HaKIagaeThCs KBastiikoBaHHI
€JIEKTPOHHUH i ITUC Li€T XK mocagoBoi ocobu.

68. [lo HaKIaagHs €IEKTPOHHOI PE30JIIOLIiT BCTAHOBIIOKTHCS TaKi 0COOIUBOCTI:

BUKOHABIIMU €ACKTPOHHOI pe30iollil rojioBu oOnacHOi JepXaBHOI aJMiHicTpalil
BU3HAYAIOTHCA  MEPHIMA  3aCTYNHUK, 3aCTYIHAKA  TOJIOBH, KEpiBHMK  amapary
obnaepkaaMiHicTpanii, KCpiBHUKM CTPYKTYPHMX MiJIpO3IiiB oOnaepxanMiHicTpaiii Ta ii
amapary, 3arajbHe CIpSIMYBaHHS 1 KOHTPOJb 3a [isUIbHICTIO SKHUX 3[1HCHIOE TronoBa
obnpepxaaMinicTpauii. Y pa3i HeoOXiIHOCTI BHMKOHAaBHSMH TOJIOBOIO MOXYTh OyTH
BU3HAUCHi OyIb-gKi MpaLliBHUKH, 1O KOMIIETEHIlii AKAX HAJCKHUTh 3a3HAYECHE B PE30JIIOLI1
NUTaHHSA, TPO MO0 CHUCTEMa EJIEKTPOHHOTO JOKyMEHT000iry aBTOMaTH4YHO iH(pOpMYye
3aCTYIHHMKIB, SKi KOOPAUHYIOTH IisSUIbHICTh BiIIOBiAHOTO CTPYKTYPHOTO MiApO3ALTy Ta y pasi
norpe6y MalOTh MPaBO JOMOBHUTH 3a3HAUYEHY PE3OIIOLI0, HE 3MIiHIOIOYM CYTi JOpydYEHHS
TOJIOBH 00JIIepXKaIMiHiCTpalil;

BHUKOHABIAMM PE30JIIOLIi MEpIIoro 3acTYMHHKA, 3aCTYNHUKIB T0OJIoBH af0 KEpiBHHKA
amapary oOJiiep>ka MiHICTpallii BU3HAYAIOTLCS KEPIBHUKH IiANOPSAIKOBAHUX CTPYKTYPHHX
HiIpO3AiIiB, YHIO JMiATBHICTh KOOPAWHYE BIAMOBIAHUI 3acTynHMK ab0 KEpiBHHK amapary,
0po IO CHUCTeMa €JIEKTPOHHOIOo JOKYMEHTOOOIry aBTOMAaTUYHO iH(GOpMY€E KEpPIBHUKIB
BiATIOBITHMX CTPYKTYPHHUX IIiAPO3/IiNiB;

BHKOHABIIMH  PE30JIIOLIT KEpiBHMKAa CTPYKTYPHOTO MiApO3AiTy BHM3HAYalOThCS
NpaIliBHUKKA BiAMOBITHOTO MiAPO3JAiTy, MPO IO CHUCTEMAa €JIEKTPOHHOTO NOKYMEHTOOOIry
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aBTOMAaTU4YHO iH(OPMY€ KEpiBHHKIB BIJMOBIAHUX MIANOPAAKOBAHHUX MIAPO3MILIIB, IIIO
BXOJATH J0 CKJIaQy IIbOT'O CTPYKTYPHOTO MiAPO3aiy;

CJICKTPOHHOIO  PE30JIIOIiEl0  MoXke OyTM  BH3HAYEHO TOJIOBHOTO  BHKOHABIIA,
CIiBBHKOHABIIIB, CTPOKA BUKOHAHHS, OTPUMYBaYiB JOKYMEHTA «JI0 BiJloMa».

69. EnekTpoHHiI JOKYMEHTH HaJIXOIATh IO iX BHKOHABIIB BHKIIOYHO YEPE3 CHCTEMY
€JICKTPOHHOTO JIOKYMEHTOOOITY Ha MiICTaBl HAKJIAJEHUX Ha HUX €JICKTPOHHUX PE30JIIOLIH.

JIOKyMEHT, BUKOHABIISIMHU SKOTO € KUIbKa CTPYKTYpHHX Hifipo3iiiB (rmocamoBux ocib),
HaJIXOJUTh OJHOYACHO J0 BCiX HOro BUKOHABI(iB, BU3BHAYCHUX €JIIEKTPOHHOIO PE3OJIIOIIEI0 YU
NEPETiKOM PO3CHIIKH, CTBOPEHUM peecTpaTopoM abo aBTOPOM JOKYMEHTA.

--70. KepiBHUKM CTPYKTYpPHHMX IIIPO3JUIIB YCTAaHOBH OIPAallbOBYIOTh €JIEKTPOHHI
JOKYMEHTH, OTpHUMaHi BHAcHiJoK 1X IepelaBaHHA 4Yepe3 CHCTEMY €JIEKTPOHHOIO
JOKYMEHTOOOITy 3a HAJIEXKHICTIO, Ha IiICTaBt HAKJIaJICHUX Ha HUX €JIEKTPOHHHUX PE30JIIOIIiH.

Y pa3i HeoOXiAHOCTI KEpiBHUK CTPYKTYpPHOrO MiJpO3Jily YCTAHOBM Ma€ IpaBo
JIeJIETyBaTH CBOEMY 3aCTYIIHUKY PO3IJIAA YaCTUHH €JIEKTPOHHUX JOKYMEHTIB, SIKi HAAXOIATh
Ha OIPALFOBaHHSA 0 CTPYKTYPHOIO MiApO3iIy.

71. CucreMa eIeKTPOHHOTO AOKYMEHTO00Iry aBTOMaTHYHO (¢ikcye (aKkTH mepenaBaHHA
CJIEKTPOHHUX JOKYMEHTIB BHKOHABLSIM B pEECTpalliifHO-MOHITOPHHIOBIM KapTii i3
3a3Ha4EHHAM iH(pOpMaLii PO BUKOHABIIB, IKUM IIEpPEeIaHO JOKYMEHT.

72. 3MiHa TrOJIOBHOTO BHKOHABLA 3MIMCHIOETHCI B CHUCTEMI  EJIEKTPOHHOIO
JIOKYMEHTOO6iry Ha MiJCTaBi Pe30JIIollii KepiBHUKA, KM 3/1HCHIOBAB IIEPBUHHUN PO3IJIAT
€JIEKTPOHHOTO JJOKYMEHTA.

73. Axio A €JeKTPOHHOrO JOKYMEHTAa HE BCTaHOBJICHO CTPOKIB BUKOHaHHS, a HOro
OnpallloBaHHsg He TMOTpedy€e MiArOTOBKH IIPOEKTY JAOKYMEHTa Ha HOro BHKOHAHH,
BiANOBiJaJIbHUIA BHMKOHABELb Ma€ IpaBO IICIA O3HAWOMIIEHHS 3 JOKYMEHTOM BHECTH B
peecTpalliiHO-MOHITOPUHIOBY KapTKy iH(opMaIlito mpo crnocié BUKOHaHHA LFOr0 JOKYMEHTa
(MMTaHHA BHPINIEHO B pOGOYOMY MOPAAKY, B3ATO y4acTh y Hapaji TOIIO), 3aKPUTH HOro “10
crpaBu”.

SKIO eNeKTpOHHUH JOKYMEHT pO3iCIaHO IpalliBHUKaM YCTaHOBH VIS O3HAHOMIICHHA
yepe3 CUCTEMY €JEKTPOHHOrO JOKYMEHTOOOIrYy YCTaHOBH, MNpalliBHUKU BHOCATH BIIMITKY
npo ix oO3HallOMJIeHHS, a y pa3i pO3CWIaHHA /Ui O3HAaHOMJIEHHd WA MiAmuc -
HIATBEP/UKYIOTh HAKJIaJaHHAM KBali(h)iKOBAHOIO €JIEKTPOHHOIO MiANUCY. Y TaKOMY BHIIJIKY
B CHCTEMI €JEKTPOHHOIO [IOKYMEHTOOOIry YCTaHOBU aBTOMATHUYHO T'€HEPYETHCS JIUCT
O3HAMOMIIEHHS 3 JHOKYMEHTOM, Y SKOMY 3a3HadyaeThesl IEpeNik MocaJoBUX OCi® yCTaHOBH,
akuM OyJio mepenaHo BIMOBIAHUNA JOKYMEHT 3 IMO3HAYKOIO PO O3HAHOMIIEHHS, Y TaKOMY
dopMarTi: mpi3BUIlle Ta BIacHE iM’s, JaTa HAIXO/JXKEHHS €JICKTPOHHOrO JOKYMEHTa, Jlara
o3HailoMJIeHHS (KBajlihikoBaHa €JICKTPOHHA [TO3HAYKA Yacy).

IV. lokyMeHTyBaHHS ynipaBJiHcbkol iHpopmanii B esiekTpoHHIH dopmi
- 3araabHi BUMOI'H 10 CTBOPEHHS AOKYMEHTIB

74. JIOKyMEHTYBaHHS YIpaBJiHChKOI iHQopMaiii B €neKTpOHHi#t ¢opMi nonsrae y
CTBOPEHHI €JIEKTPOHHUX IOKYMEHTIB, B SKHUX (ikcyeTbcs iHQopMallis Mpo ynpaBliHCBHKi
pillleHHS 3 TOTPUMAaHHAM YCTaHOBJIEHUX Ii€10 IHCTPYKIi €0 IpaBHII.

75. PexBi3uTH, BH3HAueHi IIi€l0 IHCTPYKIi€l0, BHOCATRCA B pEECTpalliifHO-
MOHITOPHHI'OBY KapTKYy.

bnanku ooxymenmie

76. OpraHizariifHO-po3nopsa4i JOKyMEHTH YCTaHOBH O(QOPMITIOIOTECA Ha ONaHKax, M0
CTBOPIOIOTHCS B €JIEKTPOHHIN $opMi 3rifiHO 3 BUMOTraMu Li€l IHCTpyKuii.
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77. brnaHku TEHEPYIOThCA CUCTEMOIO EJIEKTPOHHOTO JOKYMEHTOOOIry YCTaHOBH B
aBTOMaTUYHOMY PEKMMI Ha MiJCcTaBi 0OpaHUX aBTOPOM IPOEKTY KPUTEPiiB THIOBOTO Gi1aHKa
Iyisi OOpaHoro BHAY €EKTPOHHOTO JOKYMEHTA.

Jlns reHepariii TunoBoro 6yaHka 3aCTOCOBYIOTHCS KpHUTEpii: BHJ, THII JOKYMCHTA,
TiAMKACYyBay TOMIO.

78. bnaHKkH KOXHOTO BHIY TIE€HEPYIOThCS Ha OCHOBi IO3JOBXHBOTO PO3MIILCHHS
PEKBI3UTIB. PEKBI3UTHU 3arooBKa poO3MIIyIOTHCS LIGHTPOBAHUM crIoco00oM (T0YaTok i KiHelb
KOXXHOT'O psi/IKa pEeKBI3UTY OJHAKOBO BiJIJAJIEHI BiJl MEX 30HU pO3TalllyBaHHS PEKBI3UTIB).

79. Jlns miOrOTOBKM JOKYMEHTIB B '€JIEKTPOHHIM ¢opMi cHcTeMa eleKTPOHHOTO
JOKYMEHTOOOIry YCTaHOBHU I'€HEPYE TaKi BUIM GJIaHKIB TOKYMEHTIB:

3arajJpHU OJaHK Uil CTBOPEHHS NOKYMEHTIB (6€3 3a3HaucHHS y OJlaHKY Ha3BU BUIY
JIOKYMEHTa) (JIoAaToK 2);

6J1aHK pO3TOpsAIKEHHS ToJI0BU obiaepxaaMinicTpanii (qoxarok 3);

65aHK IOpy4YeHHs roJ0BH obAepxaaMiHicTparlii (qogaTok 4);

OnaHK HaKa3y KepiBHHKa anaparty (JoJaTok 5).

80. IloxyMeHT y pa3i HEOOXiTHOCTI JPYKY€ThCA Da3oM i3 OJIaHKOM, 3r€HEPOBAHUM
CHUCTEMOIO €JIEKTPOHHOTO JOKYMEHT000iry ©e3 3actocyBaHHS OJiaHKIB, BHUTOTOBJICHHX
JPYKapChbKUM CIIOCOOOM.

81. biaHkM IOKyMEHTIB, CTBOPEHHUX Y €JEKTpOHHIA Gopmi, HE HYMEpyHOThCS Ta HE
notpebyroTh 06iKy.

_Hama nionucanua, 3aceiouenna ma peecmpayii

82. /lata mianvcaHHs BU3HAYA€THCS KBali)iKOBAHOK E€IEKTPOHHOK TMO3HAUKOK 4acy,
IO HEBiZ'EMHO TOB’A3aHa 3 KBaTi()iKOBAHUM, EIEKTPOHHHUM ITi ITHCOM.

83. JlaTa 3acBigueHHs BH3HAYAEThCS KBai(iKOBAaHOK €JIEKTPOHHOIO TMO3HAYKOI 4acy,
10 HEBiJ’€EMHO MOB’s13aHa 3 KBaTi(hiKOBaHOIO €JIEKTPOHHOIO MEYaTKOIO.

84. Jlata peectpanii BUXIZHOTO HOKYMEHTa aBTOMAaTU4YHO (OPMYETHCS CHUCTEMOIO
€IIEKTPOHHOTO  JOKYMEHTO000iry ycTaHoBH (BeO-MOAYJIeM CHUCTEMH B3aEMOJii) ¥y
peecTparlitHO-MOHITOPUHTOBi M KapTIli Mij yac Horo mignucaHHs.

85. O60B’13K0BOMY JaTyBaHHIO y peecTpallifHO-MOHITOPUHIOBIH KapTIli MiAIsAralTh yci
ciny)x60Bi BIAMITKH, MOB’sI3aHi 3 NPOXO/KEHHAM Ta BUKOHAHHAM JOKYMEHTa (pe30ollii,
BIJIMiTKH [IpO BUKOHAHHS JOKYyMEHTa, HaICWIaHHs HOro A0 CIpaBU TOLIO).

Ogopmnenns dopamxie

86. Ha momatkax; mo 3aTBEpIXKYIOTHCA BiAMOBITHUMH aKTaMH (TIOJIOXKEHHS, IHCTPYKILil,
NpaBWiIa, MOPSAKA TONIO), NMPOCTABIAETHCA IpU} 3aTBEPIKCHHS BiAMOBIAHO 10 IMYHKTY
92 mi€i IncTpykuii. Y BiANOBIAHMX TyHKTaX pO3MOPAAYOl YAaCTMHH NOKyMEHTa pOOGUTHCS
TIOCWJIAHHA: «1110 JOAAETHCA» a00 «(AOJAETHCS ))».

87. Ha momatkax 1o Haka3y, IMOJIOXKEHHS, NMpPaBWJ, IHCTPYKLII TOHIO MPOCTABISAETHCS
BiIMiTKa y BEpPXHbOMY IpaBOMY KyTi TEpIIOi CTOPIHKM J0JaTKa, sKa BKJIIOYAE HOMEP
JOJaTKa, 3ar0JIOBOK HOPMAaTHBHO-IIPABOBOTO aKTa Ta MOCHUJIAHHS Ha BiANIOBiAHY CTPYKTYpHY
OJIMHUITIO, HANIPUKIIAL:

Honarok 5
1o IIpaBui BUpOOHHLITBA (BUIOTOBJICHHS)
Ta KOHTPOJIIO AKOCTI JiKapChKUX 3ac00iB
B anTeKax
CymnpoBifHi MaTepianu IOBiIKOBOro a0 aHANITHYHOIO Xapakrepy (rpadiku, cxemw,
TabJIUIl, CITHCKH TOIIO) O OCHOBHOTO JOKYMEHTA IIOBUHHI MaTH BIJIMITKY 3 MOCHJIAHHAM Ha
IIEH JOKYMEHT, HOro Ha3BY, HATIPUKIAL:
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Jonarok

110 Haka3y MiHicTepcTBa OXOpOHHU

310pOB’A

«[Tpo 3aTBepAXKEHHS ONEpaLiiHOTO MJIaHy
- JisSTHHOCTI 3 BHYTPIIIHBOT'O &y AUTY»

Peecmpauiiinuii inoexc 0okymenmie

88. SIkuio JOKYMEHT MiJArOTOBJIEHO IBOMA 4YM OiNbIIE YCTAaHOBaMH, 3aCTOCOBYETHCS
peecTpaniiHu#i iHIEKC FOJJOBHOTO BUKOHABIIA.

89. Ilix yac Bi3yami3alii AOKyMEHTa MiClle pO3TAlIyBaHHS PEECTPALiIHOTO iHICKCY
BU3HAYAETHCA 3TiHO 3 POPMOIO 3reHEPOBAHOTO OJIaHKa.

90. ITix yac Bi3yastizalii JOKYMEHTa CHCTEMa CJICKTPOHHOTO AOKYMEHTOOOITY YCTaHOBH
BIITBOPIOE Ta Bi3yalidye pa3oM i3 JOKyMEHTOM oOpa3 wTpux-koxy abo QR-xomy (s
JIEpXKaBHO1 peecTpalii akTiB, NPOEKTIB akKTiB Ta OOOB’A3KOBUX JOJATKIB J0 HHUX, HIO
pO3pOOJIAIOTECST OPraHaMM BHUKOHABYOI BJAJAM, IOCTaHOB 1 posnopsykeHb KaGiHety
MinictpiB Ykpainu nuine QR-kon), skuit 060B’13KOBO MiCTUTh:

JaTy peecTparlii Ta peecTparliitHuii iHAeKc JOKyMEHTa,

CKOpOUCHE HAWMEHYBaHHS YCTAaHOBH, PEKBI3UT MiANHCyBaya (MMiAMMCYBadiB) Ta ATy
NiARYMCaHHA 3 KBaJIiPiKOBaHOI €JIEKTPOHHOT MO3HAUKH Yacy (numie ;s QR-koxy);

JIaHi po MOTOKEHHS (JIUIIE JJIS aKTiB).

91. ITix yac peecTpanuii nanepoBUX JOKYMEHTIB BUKOPUCTOBY€EThCS IITPUX-KOJ a60 QR-
KOJ, a MiJ{ yac peecTpauii akTiB — ume QR-kox.

I'pudg 3ameeporancenna ookymenma

92. YV pa3i KONU €JNEeKTPOHHMUH JOKYMEHT 3aTBEP/UKYETHCS MOCTAHOBONO, PIIIEHHSM,
HAaKa30M, pO3NOPSKEHHAM, Ipud 3aTBEp/UKEHHS CKaaaeThes i3 cnoBa «3ATBEPDKEHOY,
Ha3BU (y Ha3sMBHOMY BIJIMiHKY) BHAY JOKYMEHTa, SKMM 3aTBEP/KYETHCS CTBOPEHUH
JIOKYMEHT, i3 3a3HaY€HHSAM JIaTH HOro 3aTBEp/DKEHHS i HOMepa, HalpUKIIaI;

3ATBEP/DKEHO
Posnopsipkenns YepHisenpkoi o0nacHoi
JIep>KaBHOI afMiHicTpallii
12 6epesns 2023 poxy Ne 298
_I'pud 3aTBepAXEHHS BI3yalli3yeThCs Y BEPXHbOMY IIPaBOMY KyTi IEPLIOI CTOpPiIHKH
JIOKYMEHTa. '

Jani npo éuxonanna 00Kymenmie ‘

93. BigMiTka npo 3akiHUYEHHS BUKOHAHHS JOKYMEHTa BHOCUTKECS JIO peecTpauiiHo-
MOHITOPHUHTOBOi KapTKU Ta MICTHTh aBTOMAaTHYHO 3T€HEPOBAHI CHUCTEMOIO EJIEKTPOHHOTO
JIOKYMEHTO00iry ciioBa «Jlo cpaBu», HOMEp CIpaBH, a TAKOXK KOPOTKi BiJIOMOCTI Ipo #oro
BUKOHAHHS, HAITPUKJIA/:

Jo cripasu Ne 03-10
JIuct-Bianosiae Bix 20.05.2023
Ne 03-10/01/802
abo
o cripasu Ne 05-19
ITuTanHs BUpIlIIEHO MO3UTHUBHO Mijl Yac
tenedoHHoi po3mosu 04.03.2023
Ocoonusocmi opopmaenna OeaKux 6u0ie OOKymeHmie
—1Ipomoxonu '

94. TIpoTOKONM _CKIAJAIOTHCS B €NEKTPOHHiH (opMi BIANOBIAHO A0 IHCTPYKINi 3

JiIOBOJICTBA yCTAHOBM 200 PillICHHS KOJETiaNbHOro OpraHy.
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95, V pasi BemeHHa aynioBi3yanbHOi Qikcamii 3acifaHHs BianoBimHME 3amuc
HiIIACY€ThCS. KBATi(iKOBAHUM €JIEKTPOHHUM IiAMKUCOM CEKpeTaps KOJIETiaIbHOTO OpTraHy
(marti — cexperap) abo YoOBHOBaXEHOT 0COOH Ta JOJA€THCS 0 IPOTOKOIY.

96. Ilporokonu Ta BUTATH 3 HUX 3aCBiAUYIOTHCS KBali)iKOBaHOK €JIEKTPOHHOIO
[ICUaTKOI0 YCTAaHOBH, Ky Hakiajgae ciykba AUIOBOACTBA, 1 HAACUIAIOTHCS y pasi moTpebu
3aiHTEpECOBAHUM yCTaHOBAM, IIOCaI0BUM 0cobaM, mpaniBHUKaM. [lepetik po3cHIIKy ckiiagae
cekperap.

Cnyaxcbosi nucmu

97. Cnyx60Buif JTUCT B €JEKTPOHHIH (opMi 0popMITIOETECS HA GaHKY, aBTOMAaTHYHO
3reHEpOBaHOMY CUCTEMOXO €JIEKTPOHHOTO JOKYMEHTO00ITy YCTaHOBH.

98. [latoro siMcTa € aTta iforo peecrpallii y ciy»x6i QiJI0BOACTBa.

Lloxymenmu npo cayxnc6oei i0paoHceHHs

99. nsa peecrpauii BiApADKEHb BEICTHCA OKPEMHI €JIIEKTPOHHUMN XypHaI (I0AaTOK 6),
M 4Yac BHECEHHS 3amucy MpO BIAPAIKEHHA OO0 SKOTO CHUCTEMAa EJIEKTPOHHOTO
JOKYMEHTOO0ITY YCTaHOBU 3[IHCHIOE aBTOMAaTHYHE JEJETYBaHHS MOBHOBaXKEHb B CHCTEMI
BiJ 0/1Hi€] IOCan0Boi 0coOU 10 1HIOT HAa Yac TAKOTO BiAPSIKEHHS.

IlinroroBKa NMPOEKTIB €JIEKTPOHHHX JOKYMEHTIB

100. 3a miaroToBieHUH IPOEKT €JIEKTPOHHOTO JOKYMEHTa BiAMOBIAAIBHUM € aBTOp
JTOKyMEHTa.

3a opraHisallito BAKOHaHHS €JIEKTPOHHOTO JOKYMEHTA BiIOBiIalOTh 0COOM, 3a3HaYCHI B
€JIEKTPOHHI M pe30sTroliil, HaKIaJIeHii 3a pe3y/IbTaTaMH IIEPBUHHOTO PO3TIISILY NOKYMEHTA.

101. TliaroroBka NpPOEKTY €JIEKTPOHHOIO AOKyMEHTa 3IIHCHIOETHCS 3 YpaxyBaHHAM
TaKUX BUMOT:

IOPOEKT €JIEKTPOHHOTO JOKYMEHTa TOTYEThCS aBTOPOM JIOKYMEHTa B CHCTEMI
€JIEKTPOHHOTO JOKYMEHTO000II'y YCTaHOBU;

y pa3si HassBHOCTi CYNPOBiIHHX MaTepiaiiB J0 MPOEKTY €IEKTPOHHOIO JTOKYMEHTa BOHHU
IOMAIOThCA 10 TPOEKTY EJIEKTPOHHOIO [OKYMEHTa BHUKIIOUYHO B €JICKTPOHHIH ¢opMi
(30kpeMa TabiuuHi Ta rpadiudi MaTepiai, GOTOKOIIT JOKYMEHTIB, 3aBAHTAXKEHI y CUCTEMY
y (paiinax ¢popmariB, BAZHAYCHUX aKTaMU 3aKOHOJIaBCTBA);

BHECCHHS JI0 MPOEKTY CJICKTPOHHOTO JIOKYMEHTa NOCHWJIAaHHA Ha JOKYMEHT(M), Ha
BHUKOHaHHS SIKOTO(MX) CTBOPEHO BiNOBIAHUM IIPOEKT;

BHECEHHs [0 peECTPaliiHO-MOHITOPUHTOBOI KapTKH B aBTOMATH30BAHOMY PEXHMi
iHIeKCy CIIpaBH 3a HOMCHKJIATYpPOK CIIPaB, A0 SIKOI BiJHOCHUTHCS €NEKTPOHHHUHA JOKYMEHT,
II0 CTBOPIOETHCS;

3a3Ha4eHHs  OOOB’A3KOBOTO  CTaryCy INpU3HAuY€HHS  NOpPOEKTy  (iHILIaTUBHHH,
iHpopMalliiHUiM, NpOMiXkHa BiINOBiAb, NMOJAHHS PO 3MiHY CTPOKY, 3allUT Ha JOAATKOBY
iHpopMalliro, OCTaTOUHE BUKOHAHHS);

(GbOopMyJIIOBaHHS NPOEKTY AOPYYEHHS A0 JOKYMEHTA 3MIMCHIOETBCA Y TEKCTI JOKYMEHTA,
JI0 SKOTO TUIAHY€ETHCS BUAHHS BiANOBIXHOTO NOPy4eHH:, Y GOpMi KOHKPETHOTO 3aBAaHHS i3
3a3HaYCHHAM CTPOKYy HOro BHKOHAHHS Ta BHKOHABLIB, HalpHKIAJ: JAclapTaMeHTy
3abe3neueHHs JOKYMEHTO00Iry; KepiBHUKaM CTPYKTYpHHUX HiApO3/iliB TOLLO;

¢dopMyBaHHs NepeTiKy MOro/KyBayiB Ta MiANKACYBaviB y PEECTPALiHO-MOHITOPUHTOBIH
KapTili.

102. IM’s1 paiina BUXiTHOrO MPOEKTY €JIEKTPOHHOrO TOKYMEHTa, CYMPOBITHUX Ta iHIIUX
MarepialiB 10 HbOIO IMOBMHHO MaTH CTHCHY YHi(ikoBaHy Ha3BYy, fika YiTKO BHUXOIUTH i3
OPUHATEXHOCTI BMicTy (alina, HarmpukiIan:



17

Jucr ...

Ciyx06oBa 3amucka ...

Hakas npo ...

3MiHM 0 Haka3sy Bif ... Ne ...

Hoga penaxiiis Haka3y Biag ... Ne ..

A1 _Ilopsagok (monoxeHHs, IHCprKHIH TOIIO) ..
J2 Tabnuus (rpagik, mwiaH Touio) .
CkaHoBaHa Koriis TUCTA ...

Bizysanna ma nozoosicenHsa npoekmis e1eKmpoHHUX 00KyMenmie

103. TloromkeHHs IPOEKTY €JIEKTPOHHOro MOKyMeHTa Iojisirae y #Horo Bi3yBaHHI
YIOBHOB)XEHUMH 0c00aMHU, 3a3HAYEHUMH B pEECTPallifHO-MOHITOPHUHIOBIM KapTili, IO
3a0e3MeUy€eThCsl CHCTEMOIO  EJIEKTPOHHOIO JIOKYMEHTOOOiry ycTaHOBM Ha MiJCTaBi
chOpPMOBaHOTO IEpeNiKy IMOro[KyBadiB, 3a3HAYCHUX Y pEECTpallifHO-MOHITOPUHIOBIM
KapTLi. - :

104. Indopmariis 0po MOroMKEHHSA, BigXWUJeHHS ab0 IOBEPHCHHS aBTOMATHYHO
BHOCHUTBCS JIO PEECTPAIiiHO-MOHITOPUHTOBOI KapTKH.

105. TToromkeHHs Ta MiONMCAHHSA MPOEKTY €IEKTPOHHOIO AOKYMEHTA 3HiHCHIOETHCA Y
TaKOMY TOPSIKY:

IPOEKT €JIEKTPOHHOIO JOKYMEHTa CIIOYATKy Bi3y€ThCs HOro aBTOPOM, KEPiBHHUKOM
HiATNOPSAKOBAHOTO MiAPO3ALTY Ta KEPIBHUKOM CTPYKTYPHOTrO HiApO3/iTy (BiIMOBiAAIEHOTO
Nifpo3ily) Ta YNOBHOB&XEHUMH 0CO0aMM iHIIMX CTPYKTYpPHHUX MigpO3AUIiB YCTaHOBH,
3a3HaYCHUMH B PEECTPALlifHO-MOHITOPUHIOBIH KapTIli;

IPOEKT €JIEKTPOHHOIO0 JOKYMEHTa Bi3y€ThCS 3aCTYIIHUKOM KEPiBHHUKA YCTaHOBH, SKHIA
KOOpAMHYE POOOTY CTPYKTYpPHOIO HiApO3AUTy, BiJNOBiJAJIbLHOIO 3a IMiATOTOBKY IIPOEKTY
€JIEKTPOHHOI0 JOKYMEHTa (IIOTO/PKEHHS IHIIMX 3aCTYNHUKIB KEpiBHMKA YCTAHOBH, SKi
KOOPJMHYIOTh POGOTY 3aiHTEPECOBAHMX TTiIPO3IiliB, HE BAMATAEThCA);

'y pa3i NOro/DKEHHS NPOEKTIB HAKa3iB (PO3MOPAMIKEHD) B CICKTPOHHIM (OPMI NPOEKT
Haka3sy (pO3MOpAIKEHHS) BI3y€THCS YIIOBHOB)XCHHUM IIPEICTABHUKOM IOPUIMYHOI CITY)KOH 3a
pe3yNbTaTaMd  MPOBEACHHSA IOPUIMYHOI EKCIIEPTH3M Ta KEPIBHMKOM CTPYKTYPHOIO
migpo3auty (CHerjaiicToM) 3 THMTaHb 3amobiraHHsS Ta BHSABJICHHS KOPYMIli, a TaKoX
pENaKTOpOM;

IPOEKT  E€NEKTPOHHOrO  JOKyMEHTa BIi3yeTbcd BCiMa IOCAJOBUMH  OCo0aMH
(moromxyBayamMu), HasBHICTh Bi3M SKUX MepeadadeHO B peeCTpaliiHO-MOHITOPHHIOBIM
KapTlli, NpUd LHOMY Bi3yBaHHA TIPOEKTY €JIEKTPOHHOIO JOKYMEHTa HE 3aTBEPIKYE
3a3Ha4YeHU JOKYMEHT;

MIPOEKT TMiAMUCYETHCS KEPIBHUKOM (IIAMUCYBavYeM), SKWH 3aTBEpIKY€E CICKTPOHHUM
JOKYMEHT.

106. He moromkeHui y BiANOBIZHOMY TMOPSAIKY MPOEKT €IEKTPOHHOIO JIOKYMEHTa HE
TIEPEIAEThCSl HA MiAMUCAHHA (3aTBEPDKEHHS).

107. YnoBHOBaXX€Hi 0COOM IHIMKX CTPYKTYPHHUX MiApO3AiJiB 3a (pakTOM HaAXOIKEHHS
JO-HUX Yepe3 CHCTEMY EJEKTPOHHOTO JOKYMEHTOOOIlY YCTaHOBU INPOEKTY €IEKTPOHHOTO
IOKyMeHTa 6epyTh y4acThb y HOro ONpaloBaHHi B YaCTHHI, IO CTOCYEThCA X KOMIIETEHILI].

108. Cpolo TMO3UIII0 IIOAO ONPAIFOBAHOTO TIPOEKTY EJIEKTPOHHOIO JIOKYMEHTa
YIIOBHOBa)KE€HA 0Cc00a 3aiHTEpPeCOBAHOrO MiJPO3JiTy JOBOOUTH A0 BiZoMa BiANOBiAAIBHOTO
TiPO3ALTY Yepe3 CHCTEMY EIEKTPOHHOrO JOKYMeHTOOOiry ycTaHoBHW. BiAnoBigHa no3uilis
Mae OyTH 4iTKO OOGIDYHTOBaHOIO, a y pa3i HEOOXiJHOCTi BHKJIAaJ€HA Y TEKCTi INPOEKTY
SJICKTPOHHOrO JOKYMEHTa B PEXHMi BHIIPaBJicHb (y BHUIVIAII HOBOI pelaKii HOro OKpeMux
TIOJIOXKEHb ).
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VY pasi BHECEHHS peJaKLifHUX MPaBOK JO IMPOEKTY EJICKTPOHHOrO JIOKYMEHTa CHCTEMa
€JIEKTPOHHOTO JOKYMEHTO00ITy YCTaHOBH: ,

30epirae MOTOYHy BEPCilO IMPOEKTY ENEKTPOHHOIO AJOKYMEHTa (6e3 pelaKIliiiHuX PaBoK)
3 yciMa HawklIaJcHUMH Ha Hel KBali(piKOBaHUMHM €NEKTPOHHHUMH TMianmucaMu (10
HiATBEPDKYIOTHCS) B apXiBi BepCill IPOEKTY €JIEKTPOHHOTO JJOKYMEHTA;

CTBOPIOE HOBY BEpCil0 IIPOEKTY €IEKTPOHHOTO JoKyMeHTa (6e3 KBaiikoBaHHX
€JIEKTPOHHHUX MiJIHUCIB), KA CTA€ IOTOYHOI BEPCI€I0 MPOEKTY €NIEKTPOHHOTO JIOKYMEHTa i
JIO SIKOT 30€piratoThCsl BC1 BHECEHI peaKIliifiHi mIpaBKH.

—V¥Yci Bepcii npoekTy 30epiratoThCsi B apxiBi Bepciii B peecTpalliiiHO-MOHITOPUHIOBIH
KapTili. PemaryBaHHs_Bepciid, 30epeXeHUX B apXiBi peecTpalliifHO-MOHITOPHHTOBOI KapTKH
6J10KyeThes. PenaryBaHHs IOTOYHOI Bepceii OOKY€EThCA MMicis 3aTBEpKEHHS JIOKyMEHTA.

109. 3a pimieHHAM KepiBHHKAa YCTaHOBH, BH3HAY€HOTO B IHCTPYKIii 3 [iJIOBOJCTBa
YCTaHOBH, TOTOMKECHHS HPOEKTY €EIEKTPOHHOTO JOKYMEHTa (3a BHMKJIIOUEHHSM Haka3iB
KEpiBHHKA YCTAHOBH ) MOXE 3/iiCHIOBATHCS Y TAKOMY TOPSAIKY:

IPOEKT €JIEKTPOHHOTO [OKYMEHTa BI3yEThCS MOro aBTOPOM, IIiCAS UYOTro CHCTEMa
€JIEKTPOHHOTO JOKYMEHTOO00Iry yCTaHOBM aBTOMAaTMYHO OJHOYACHO HajCHiIa€ iHoro Ha
O3HallOMJIEHHS KEpIBHHMKY MiJNOPSJKOBAHOTO TMiAPO3ATY Ta KEpiBHHKY CTPYKTYPHOTO
nigpo3niny (BiAMOBiZAIBHOTO MiAPO3ALTY), 3aCTYNIHUKY KEpiBHMKA YCTAHOBH, SKHii
KOOpIuHY€e po6OTy BiJIOBIAAIBPHOIO MiAPO3MiNy, Ta YIMOBHOBaXCHHUM o0co0aM iHIIHX
CTPYKTYPHHUX MiApO3AiJiB yCTaHOBH, 3a3HAYECHUX B peECTpalliiHO-MOHITOPHHIOBI# KapTIli;

IIOrOJ/KyBay, 3a3HAYCHUH B peeCTpalliifHO-MOHITOPHHIOBiM KapTli, MPOTATOM CTPOKY,
BU3HAYEHOrO 3riJHO 3 iHCTPYKILI€I 3 JiNOBOJCTBA YCTAHOBH 3&IEXKHO BiA obGcsary Ta/abo
BUJY JOKYMEHTAa, Ma€ O3HAHOMHUTHCS 3 IPOEKTOM €JIIEKTPOHHOTO TOKYMEHTa Ta y pasi
HasIBHOCTI 3ayBa)K€Hb BHOCHTb iX JI0 MPOEKTY €JIEKTPOHHOTO JOKYMEHTA,

SKIOO TOTOM)KyBay IPOTATOM 3a3HAUYEHOIO B pEECTpallifHO-MOHITOPHUHIOBIM KapTii
CTPOKY HE TOTOJYB Ta HE BHIC 3ayBa)KCHb O MPOEKTY E€JNEKTPOHHOTO JTOKYMEHTa, CUCTEMa
€JIEKTPOHHOTO JOKYMEHTOOOII'Y aBTOMAaTH4YHO BHOCHUTH 0 PEECTPAIlifHO-MOHITOPUHIOBOI
KapTKH iH(popMallilo Mpo MOTOKEHHS LHOro MPOEKTY 3a 3aMOBYyBaHHAM. [loromkyBay Hece
BiNIOBI HAJILHICTD 34 BIATIOBiIHE MOTOMKEHHS.

ABTOMAaTHYHE TMOTOPKCHHS €JIEKTPOHHHUX JOKYMEHTIB (ITOTOKEHHS 33 3aMOBUYBAHHSM)
HE CTOCYEThCSA MTPOXOIKEHHS 1X IOPHANYHOI CKCTIEPTH3H.

110. ¥V pa3i nQrolxeHHs IPOEKTY €IEKTPOHHOIO TOKYMEHTa YIIOBHOBaKeHa ocola
IHIIOrO CTPYKTYPHOrO MIAPO3Jily, 3a3HAYEHOrO B pEECTpallifHO-MOHITOPUHIOBIM KapTL,
BI3Y€ MPOEKT €IEKTPOHHOI'O0 JOKYMEHTA.

111. ITlicns Bi3yBaHHS BCiMa 3a3HaY€HHMMH B PEECTPAlliifHO-MOHITOPMHIOBIM KapTiii
NOTroPKyBayaMHy CHCTEMa €JIEKTPOHHOIO AOKYMEHTOOOITY YCTaHOBH aBTOMAaTHUYHO HaJCHIIa€
NPOEKT ' €JIEKTPOHHOIO JOKYMEHTa Ha MiJMHCaHHA 3a3HAaUY€HOMY B peecTpaliiiHo-
MOHITOPMHIOBIH KapTIli MiANKUCyBayvy.

HOpuouuna excnepmusa

112. HOpuauuHa ekcrepTyU3a NPOXOAUTH Yy €JEKTPOHHIA ¢opMi 3 BUKOPHUCTaHHAM
CHCTEMH €JICKTPOHHOI'O TOKyMEHTOO0ITY YCTaHOBH.

113. 3a pe3yapTaTaMu IOPUINYHOL €KCIIEPTU3U Y pa3i HASBHOCTI 3ayBaXK€Hb 10 IPOEKTY
€JIEKTPOHHOr0 JTOKYMEHTa YMOBHOBa)XkKeHa 0co0a IOpHIMYHOI CIykKOH roTye B €lEeKTpOHHIH
¢dbopMi BUCHOBOK 3a HOpMOI0, 3aTBEPKEHOI0 MiH 10CTOM.

114. BHCHOBOK BHOCHTBCH IO CHUCTEMH €JIEKTPOHHOTO TOKYMEHTOOOIry YCTAaHOBH fK
BHYTPIiIOHi# JOKYMEHT, JIOTIYHO IMOB’S3aHHUH 13 MPOEKTOM, A0 SKOTO BiH MiATOTOBJICHHUH, 3a
HiAMACOM YIIOBHOBaXXEHOI 0COOH 1OPHANYHOI CITy>KOH.
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115. VYV pa3i BigCyTHOCTI 3ayBaX€Hb [0 TIPOEKTY €JIEKTPOHHOTO JIOKYMEHTa
YHOBHOBaXK€Ha 0C00a IOpUIUYHOI CITY>KOH Bi3y€ NPOEKT €IEKTPOHHOTO JOKYMEHTA B CHCTEMI
€JIEKTPOHHOTO IOKyMEHTO00IT'y yCTaHOBH.

Ilionucanna npoekmie e1eKmMpOHHUX OOKYMEHMI6

_ITionucysau

116. ITocanoBi 0co0H € MiAMACYyBayaMH MPOEKTIiB €JIEKTPOHHMX IOKYMEHTIB B Mexax
CBOIX IIOBHOBAXX€Hb. ~ .

117. IlinnucyBayeM MpPOEKTIB €ICKTPOHHUX AOKYMEHTIB, IO HAJCUIAIOTHECSA 00IacHOKO
JiepkaBHOIO aaMiHicTpaniero 10 BepxoBHoi Pagu Ykpainu, Odicy I[lpesunenra Ykpainu,
Ka6inery MinictpiB Ykpainu, o0nacHoi paay, HApOJAHUX JEMYTATiB Ta JEMyTaTiB 00JacHOi
paju € royioBa obniep)xaaminicTpartii abo oco0a, 10 BUKOHYE #0ro 000B’ I3KH.

[lignucyBaueM NPOEKTIB €IEKTPOHHUX JOKYMEHTIB, IO HajcuiaioThes CekperapiaTy
Kabinery MinicTpiB VYkpaiHM, ycTaHOBaM BHUINOTO piBHS, Ta JAOPYYEHb YCTaHOBaM,
OopraHizaiissiM Ta  OiJOpUeMcTBaM, IO  HajJexXaTtb J0 cdepd  YIpaBIiHHA
obnaepxaaMiHicTpalii, € ToJoBa, NepIIMHA 3acTYNHHUK, 3aCTYIIHUKH TOJIOBH, KEpiBHHK
amapary o0JiiepkaIMiHiCTpallii BiIMOBITHO JIO PO3MOIiTy 000B’A3KiB.

[lignucyBayeM MpPOEKTIB €IEKTPOHHUX JOKYMEHTIB, II0 HAJICHIAIOTHCS YCTAaHOBAM TOI'O
* a0 HIDXKYOro piBHS, TCPUTOPIAIbHUM OpraHaM HEHTPAJbHUX OpraHiB BUKOHABYOI BIIAJIH,
OpraHizauisM Ta  NiOpPUEMCTBAM, IO  HajleXarb 1O  Ccpepu  yIpaBiIiHHA
o0stAepKaIMiHiCTpallii, a TAaKOX JIUCTIB MO0 pO3pOOJICHHS IPOEKTIB aKTiB € TOJIOBa,
NEepLINil 3aCTYIHHUK, 3acTYIIHUKH TOJIOBHM, KEpPIBHHK amapaTry oOnaepxaaMiHicTparii
BIAMOBIAHO JO po3MOAiMy OOOB’S3KIB ' Ta KEPIBHUKHA CTPYKTYPHHMX IiJPO3IiTiB
o0 aepkaIMIHICTpaIlii.

[TignucyBayeM MPOEKTIB JOMOBIAHMX 1 CIYXOOBHX 3alUCOK € KEPIBHHUK CTPYKTYPHOTO
nipo3 ity obep kaJMiHicTpallii Ta i anmapary 3riJHO 3 BU3HAUYC€HOK KOMIIETEHIi€r0 abo
0co0a, 1110 BUKOHY€E HOro 000B’ I3KH.

[lignucyBadi MPOEKTIB €JICKTPOHHUX JOKYMEHTIB, IO HAJACHIAIOTHCS ITiIIPUEMCTBaM,
YCTaHOBaM Ta OpraHizaliisiM, sSKi HE HaJIeXaTh IO JCPXKABHOIO CEKTOPY EKOHOMIKH,
rpoMajJiiHaM, BU3HA4YalOTECS iHCTPYKIII€O 3 AUIOBOJICTBA YCTaHOBH.

118. He nmomyckaeThcs MiANMMCAHHA CTPYKTYPHHMHU HiApo3/lijaMH 00J1acHOT JAep KaBHOT
aJIMiHICTpalil TPOEKTiB €JICKTPOHHUX JOKYMEHTIB i3 3BEPHEHHSIMH O€3MocepelHbO JI0
BepxoBnoi Pagu Vkpainm, IIpesunenta VYkpainu, AaMinicrpauii IlpesmpeHta VYkpainu,
[IpeM’ep-minictpa VYkpainu, Bine-npeM’ep-MiHicTpiB Ykpainu, KaGinery MiHicTpiB
Ykpainu, Cekperapiary Kabinery MiHiCTpiB YKpaiHH, MiHICTpiB, OMHHAIOYHM TOJIOBY
obnaepxaaMiHicTpamii, AKIIo iHiIe He nepe0ayeHo 3aK0HOJaBCTBOM.

119. PekBi3uT mianucypaya CKIAIacThcs 3 HAHMEHYBaHHS MOCAH OCOOH, AKa MiAUCYE
CJICKTPOHHMM JJOKYMEHT, BJIACHOTO iIMEHi i Mpi3BHILA, HAIPUKIAL:

I"onoBa o6acHoOi ep>kaBHOI Bnacne iM’s TIPI3BUIE
aaMiHicTpartii
120. TIpoexkTH eNEeKTPOHHMX AOKYMEHTIB TWiANKUCYIOTBCS, $K TPABWIO, OJHICIO
mocaZioBol0 0co0010, a y pas3i, KOJIM 3a 3MIiCT IIPOEKTy €JIEeKTPOHHOIO JOKyMEHTa
BiJIIOBIAAJIBHI KiJIbKa 0Ci0 - JBOMa ab0 Oinblne mocagoBUMH ocobamiu. [IpH 1bOMy peKBI3UTH
NOCaZoBUX o0cCi0 - TMiAmHUCyBayiB pO3MIIYIOThCS OAMH TIIijJ OJHHUM BiJIOBIJHO JO
nianopsakoBaHocTi oci6. Hanpuxnan:

Hupexrop Bnacue iM’s [IPI3BULLE
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["onoBHuit Oyxrantep Bnacue im’s TIPI3BUIE

abo
["osoBa xomicii Bnacue im’s TIPI3BUIE
N CexpeTap Komicii Bnacue im’s TIPI3BUILE

121. 'V pa3i niinvcaHHs NPOEKTY CIUIBHOTO €JEKTPOHHOIO JOKYMEHTa KiJIbKoMa
ocobamu, sKi 3aliMarOTh OJHAKOBI MOCAAH, iX PEKBI3UTH PO3MIIIYIOTHCS Ha OJHOMY piBHI,
HaNpHKIA;

I"onoBa YepHiBerpkoi obnacHo1 I"'onosa YepHiBeLBbKOT
JIEp>KaBHOI aIMiHiCTpalii obnacHoi paau
Bnacue im’s ITPI3BUIIE Bnacue iMm’s IIPI3BUIE

122. 'V pasi BiicyTHOCTI MocaqoBoi 0cOoOH, PEKBi3UTH MiAMKHCYBada SIKOI 3a3HAYEHO Y
MIPOEKTI €JEKTPOHHOTO JOKYMEHTa, aBTOPOM MPOEKTY CTBOPIOCTHCS HOBUH MMPHUMIPHHUK
NPOEKTY, B SKOMY 3MIHIOIOTECS JIMIIE PEKBI3WTH MiANHUCYyBaya, MIiCjisg YOTO BiAMOBiIHHIMA
IPHMIPHUK 0€3 MOBTOPHOTO MOTOJKEHHS BHOCUTHCS Ha MiAmuc ocoli, MO BHKOHYE il
000B’I3KH.

T'onosa obnacnoi depacasroi adminicmpayii

123. ¥V pas3i koiu MiJIUCyBadeM €JNEKTPOHHOTO JOKYMEHTa € TojioBa 00jacHOi
JIEpXaBHOT aJMiHIiCTpallil, MOTO/KEHUI MPOEKT €JIEKTPOHHOIO JOKYMEHTAa HAIXOAMTH JI0
YIIOBHOBaYKEHOT 0COOM MATPOHATHOI UM 1HWIOI ciiyx)0m abo /0 yIMOBHOBaXXEHOI 0cOOH, III0
OpraHi3oBye€ Ta 3abe3neuye pobotTy royioBu (1aji — cinyx6a KepiBHUKA).

124. YnioBHOBaXx€Ha ocoba ci1y»OHu KepiBHHUKA:

nepeBipsic MPOEKT €NEKTPOHHOTO TOKYMEHTa Ha MPEAMET HOro BiAMNOBIIHOCTI BUMOTraM
I0/I0 MiJITOTOBKH BiJIIOBIAHHX MPOEKTIB;

nepeBipse MIHCHICTh yCiX HAKIAJEHHX Ha TMPOEKT EJCKTPOHHOTO JOKyMEHTa
KBaJTi()iKOBaHWX €JIEKTPOHHUX ITiAMKCIB;

BU3HAYA€ TMPOEKT E€NEKTPOHHOTO JOKYMEHTa BiAMOBIIHUM JUis TiepelaBaHHS HOTO Ha
HiAMKUCAaHHS KePIBHUKY YCTAHOBU Ta Y pa3i BU3HAUEHHS HOro TaKUM Bi3y€ MPOEKT, SKIIO IIE
BH3HAYEHO IHCTPYKIIEIO 3 J1JIOBOJICTBA YCTAHOBH, Ta MEpenac HOro KEPiBHUKY yCTAHOBH Ha
[I/ITUC, ~

125. V pa3i koinu KEpiBHHK yCTaHOBHU 'ab0 yHMOBHOBaXeHa ocoba Cily)kOU KepiBHHKA
BHOCHTB JIO MPOEKTY €AEKTPOHHOTO JOKYMEHTA pelaKiliiiHi IpaBKH, CUCTEMA €IEKTPOHHOTO
JIOKYMEHTOOO0IIy yCTaHOBH aBTOMATHYHO CTBOPIOE HOBY BEPCII0 MPOEKTY EIEKTPOHHOTO
JIOKYMEHTa, siIKa 3a PIHIIEHHSM KepiBHHUKA YCTaHOBH MoO)ke OyTH miamnucaHa 6€3 MOBTOPHOTO
TIOTO/KEHHS.

126. Ilicns aBTOMaTH30BaHOI peecTpallii JOKYMEHTa B €JIEKTpOHHIH ¢dopMi Ta
HiMUCaHHS WOro KEepiBHUKOM YCTAHOBH BiH aBTOMATUYHO HAJCUJIAETHCA YEPE3 CUCTEMY
B3aEMO/IIT.

Ilionucannus npoexmy OoKyMeHmMa nepuiuM 3ACMYNHUKOM, 3ACMYNHUKOM 20108,
KepisHUKOM anapamy, KepieHUKOM CMpYKmMypPHO20 RIOpO30iny

127. ¥V pasi kond miAnMucyBadyeM JOKYMEHTA € MEpIIUi 3aCTYyMHHK, 3aCTYITHUK T'OJIOBH,
KepIBHHK anapaTy, KepiBHHK CTPYKTYPHOrO TMiApO3Maily, BiANMOBiAHHN eNeKTPOHHHIH
JOKYMEHT TiCJsg TOTrO/DKEHHS B  YCTAaHOBJGHOMY IHCTPYKINEW 3  JiUJIOBOJCTBA
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YCTaHOBH MOPSAJKY HAIXOIUTh Yepe3 CUCTEMY €IEKTPOHHOrO JOKYMEHTOOOIry YCTaHOBHU J0
BiJMOBiAHOTO MigNUCyBada ab0 YIOBHOBa)XXEHOT 0coOH, 110 OpraHi3oBye Ta 3abe3neuye #oro
poboty, a y pa3i KoIM MiANMCyBadeM JOKyMEHTa € KEPIBHHK CTPYKTYPHOTO MiIpo3fily -
Oe3nocepeHBO A0 BiJNIOBIIHOTO i JIHCYBaya.

128. BinxuwieHmii MiANHCYBauyeM TIPOEKT TIIOBEPTAETHCA CHCTEMOIO E€ICKTPOHHOTO
JOKYMEHTOO00ITYy YCTaHOBH KHOro aBTOpy i3 3a3HAUEHHAM BMOTHBOBAHOI NPHYUHU
BiIXUJICHHS.

Ocobnugocmi n02003#ceHHA NPOEKMIG e1eKMPOHHUX OOKYMEeHMIg

129. IIpouenypa NOroUKEHHS MPOEKTY €IEKTPOHHOTO JOKYMEHTa KOHTPOJIOETHCS HOro
aBTOpPOM, a y pa3i HOro BiICYTHOCTi 0c00010, siIka BUKOHY€E HOro 000B’A3KH.

130. ¥V pa3i HaaAXOMKEHHA IMPOEKTY €IEKTPOHHOTO JOKYMEHTa Ha IIOTO/DKCHHS
NIOTO/KyBay MOBUHEH O3HAHOMMTHUCS i3 3MiCTOM IIPOEKTY, 3aBi3yBaTH MPOEKT €JIEKTPOHHOTO
JOKyMeHTa (y pa3i 3rofd 3 INpPONOHOBAHOK PEAAKI€I0 TEKCTY MPOEKTY EIEKTPOHHOIO
JIOKyMeHTa) ab0 BHECTH 3ayBa)KCHHS Ta IPOIO3HMIIil O HHOTO.

131. 3ayBakeHHA 1 IpPOMO3ULII M0 NPOEKTY E€IEKTPOHHOIO JOKYMEHTa, IO MAaloTh
y3aralbHEHUH (KOHLIENTYyaJIbHUH) XapaKTep, MOXYTh BHKIAJATUCA B OKPEMOMY KOMEHTapi,
1110 BHOCUTHCS 10 PEECTPalliiHO-MOHITOPHHIOBOT KapTKH, Ta ITiIMTUCYIOThCS KBaJli(ikoBaHHUM
€JIEKTPOHHMM ITi JIHCOM OCOOH, SIKa CTBOPUJIa KOMEHTAp. _

132. 3ayBakeHHS i NPOMO3MIIT J0 IMPOEKTY €JIEKTPOHHOIO JOKYMEHTa BHOCATHCS B
PEXKUMi pefaKIifHUX NpaBOK 06€3MocepeIHBO 10 TEKCTY IPOEKTY €JIEKTPOHHOro JOKYMCEHTa
abo BUALIAIOTECA MIPUGTOM YU KOJBOPOM, BiIMiHHHM Bifl HIPH(TY YU KOJIHOPY OCHOBHOTO
TEKCTY TIPOEKTY €JEKTPOHHOIO JOKYMEHTa, Ta i3 3a3HA4YCHHSM aBTOpa BIJIOBIJHUX IpPaBOK
(pexuM BHIIPABJICHHS ).

133. 3ayBakeHHSA i NpOMO3MLii IMOAO BIANOBITHOCTI HOPMAaTUBHO-IIPABOBUM aKTam
MalOTh BHOCHTHCS i3 3a3HAYCHHSAM KOHKPETHHX HEBiJIOBiJHOCTEH, CTAaTeH, MyHKTIB TOILO
abo Mae€ Ha/laBaTUCA BiJANOBIAHMIA BapiaHT peJakilii TEKCTY, A0 SKOTO € 3ayBa)XKCHHI.

__134. IloromxyBay Bi3y€ NPOEKT €IEKTPOHHOTO JIOKYMEHTa JIMIIEC Y pa3i BiICyTHOCTI B
HBOTO JXKOJHHUX 3ayBakeHb. IloromkeHui MpOEKT eNeKTPOHHOro IOKyMEHTa aBTOMATHYHO
nepeaaeThCcs HACTYITHOMY MOTr0/DKyBady 3TiHO 3 IIEpEeTiKOM MOTOKyBadiB Ta IiANMUCYBayiB,
3a3HaYEHHX Y peECTpalliifHO-MOHITOPHHTOBIH KapTIIi.

IToro/vxkenHs i3 3ayBaXKCHHAMHU He JOIyCKAa€ThCs, KPIM BUIIAKIB IOTO/KEHHS TPOEKTIB
aKTiB, MOPSAJIOK MMOTOHKEHHS IKUX BU3HAYEHO 3aKOHOAaBCTBOM.

135. VYV pasi BHeceHHS OyAb-KHMX pPENaKliiHUX TPaBOK JI0 TIPOEKTY €JIEKTPOHHOTO
JIOKYMEHTa CUCTEMa €JIEKTPOHHOI0 IOKYMEHTO00Iry YCTAHOBH aBTOMAaTUYHO BiIKJIMKa€ HOro
3 IOTO/DKEHHSA Ta IOBEPTAE NPOEKT €IEKTPOHHOTO JOKYMEHTA aBTOpY.

136. ABTOp TIPOEKTY €IEKTPOHHOrO JOKYMEHTa IicCJ/si NOBEpHEHHS HOMY BiIXHICHOIO
NPOEKTY JOKyMEHTa 3/1iiCHIOE HOro JoOonpaiioBaHHs, 3a pe3yJIbTaTaMH SKOTO:

npuiiMae (MOBHICTIO a00 YaCTKOBO) HaJlaHi 3ayBa)KE€HHS, IPOTIO3HUIlii, peJaKiiiiHi IpaBKU
Ta HaJICHJIa€ Ha MMOBTOPHE IOTOPKEHHS HOBY BEPCiIO IIPOEKTY EIEKTPOHHOIO JJOKYMEHTA;

BMOTHMBOBAHO BiJIXWJIA€ HaJlaHi 3ayBa)XEHHS Ta MPONO3UIIi i3 3a3HAYECHHAM IIiJCTaB Y
BiJIMOBITHOMY KOMEHTapi, 10 BHOCHTHCA JAO pEECTPaLifHO-MOHITOPUHIOBOI KapTKH, 3
HAaKlTaJaHHAM KBali()iKOBAaHOTO €JEKTPOHHOrO MiANUCY aBTOpa IPOEKTY, IICIA YOro
HIOBepTacE MPOEKT eJIEKTPOHHOTO TOKYMEHTA Ha MOTO/KEHHS y MonepeaHii Horo perakuii 6e3
HEeoOXiTHOCTI HOro NepeBi3yBaHH: NOTOKyBadyaMH, SKMMH IIPOEKT OyJI0 NIOTOLKEHO.

137. IloromkyBad, IKUM OTPUMaAHO IPOEKT €JIEKTPOHHOrO JOKyMEHT4, IIOBUHEH HOIO
norofuTH abo MOBEpPHYTH i3 BMOTHMBOBAaHMMH 3ayBa)XKEHHSIMH Ta MPONO3HULISIMH IMPOTATOM
CTPOKiB, BU3HAUEHUX 1HCTPYKII€IO 3 iJIOBOACTBA YCTaHOBH.
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138. SIkiuio y mo3uiisiX rOJIOBHOrO BUKOHABI Ta CIiBBUKOHABIA € PO30DKHOCTI, SKi He
MOXyTh OyTH BperysiboBaHI Ha PpiBHI (axiBI[iB BIiAMOBIAHMX CTPYKTYPHHX IiJpO3JIiTiB,
KEpiBHUK TOJOBHOTO BHMKOHABI iHILIIOE TMPOBEAECHHA Y3rO/KyBaJIBHMX Hapajg Ta
KOHCYJIBTAIli} 3 y3ro/pkeHHs po30DKHOCTEH Ha piBHI KEpPiBHHUIITBA BiAIIOBITHMUX CTPYKTYPHHUX
nifpo3ainiB. Pe3ynpTaTi y3ropkyBanbHOI Hapaau OQOpMITIOIOTHCS POTOKOJIOM, SKHI TOTyeE
Ta BHOCUTH B CUCTEMY €JIEKTPOHHOIO JOKYMEHTOOOIIY YCTaHOBH aBTOP MPOEKTY, K JIOTIYHO
OB’ 3aHUH 13 TOKyMEHTOM, II0/I0 SIKOTO CKJIMKAJIach Y3Tro/KyBajlbHa Hapaja.

3a3HaueHUH MPOTOKOJ BI3YETHCS B CHCTEMI €JIEKTPOHHOIO JIOKyMEHTOOOIry yCTaHOBH
BCiMa yyaCHHKaMH HapaJy Ta MANUCYEThC KEPIBHUKAMU CTPYKTYPHUX MiAPO3MILNIIB, Y SKUX
Oyiu po3OLKHOCTI.

PeecTparliitHo-MOHITOPUHIOBa KapTKa 3apeECTPOBAHOTO MPOTOKONY MICTHTh MOCHIAHHS
Ha €JICKTPOHHMI IOKYMEHT, LIOJI0 AKOTO HOro 6y10 CTBOPEHO.

JIoMOBEHOCTI, JOCATHYTI ITiJT Yac Y3ro/UKyBaJIbHOT HApaJu Ta BUKJIAJACHI y 11 IPOTOKOII,
€ 000B’I3KOBUMH /11 BUKOHaHHS BCiMa y4aCHUKaMHU IPOLIECY MOTOPKEHHS po30IKHOCTEH.

139. TIpo€KT enEeKTPOHHOIO IOKYMEHTa BBAXAETHCS IIOTO[KECHHMM Ta MOXe OyTH
OiAMUCAaHUHA JIMINE TiCAs TOro, fAK Horo Oynae 3aBi3OBAHO BCiMa MOTODKYBadyaMu,
3a3Ha4YEHHMH B pEECTpalliifHO-MOHITOPHHIOBIH KapTIIi.

140. V pa3i notpebu cucreMa el1eKTpPOHHOrO0 AOKYMEHTOOOIrY YCTaHOBH I'€HEpPY€E JIUCT
30BHIIIHBOr0 200 BHYTPIIIHBOTO ITOTOKEHHS.

Oc006,HBOCTI NIATOTOBKH AeSIKAX BHAIB €JIeKTPOHHHX J0KYMEHTIB
IIpoexmu po3nopaoicens (OopyyeHsv) 201068uU 0610eprHcaoMinicmpayii ma Haka3ie
Kepi6HUKa anapamy 00a0eprcaominicmpayii

141. 'onoBa o6nacHo nep)xaBHOT aaMiHicTpalii abo ocoba, Mo BUKOHY€ HOro o60B’ 13Ku
3TiAHO 3 PO3IMOALIOM OOOB’SA3KIB MiAMHCYIOTh PO3MOPAIPKEHHSA 3 OCHOBHOI JIiSUIBHOCTI,
aJIMiHICTPaTUBHO-TOCHOJAPChKUX INHUTaHb, JopydyeHHA. KepiBHMK amapaty obnacHoi
Jep)KaBHOI afMiHiCTpallii, KepiBHUKH CTPYKTYpHHX IigpO3ALIIB MiAMKUCYIOTh Hakasu (nai
— aKTH 00J1aCHOT JIep)KaBHOI aIMiHiCTpallii).

142, IIpoextu akTiB 061acHOT AEep)KaBHOI aaMiHiCTpaLlii TOTYIOThCA Ta IIOTOPKYIOTHCA B
€JIEKTPOHHIN ¢GopMi BIIMOBIAHO A0 3arajlbHUX BUMOT HiJATOTOBKH Ta IOTOJUKCHHS IPOEKTIB
€JIEKTPOHHUX JOKYMEHTIB, BUBHAYECHHX Li€t0 [HCTpyKIieto.

143. Tlepen nogaHHAM Ha MiANHC HOPMATHBHO-TIPAaBOBOTO aKkTa 00JacHOi Aep)kaBHOI
aJMiHiCTpalii aBTOp TPOEKTYy JAPYKYE 13 CHCTEMH €JIEKTPOHHOro JOKyMEHTOOOiry
obsepxaaMinicTpallii Ha 6J1aHKy, IIT0 aBTOMAaTUYHO T'€HEPYETHCS CHCTEMOIO €IEKTPOHHOTO
JIOKyMEHT0001ry 00J1acHOT Jep)KaBHO1 aJIMiHICTpaIlii.

144. Ha po3apyxoBaHOMY TIPO€EKTI aKTa 00J1acHOI Aep)KaBHOI aMiHiCTpallii BUIMaraeTbcs
IPOCTAaBJICHHS BJIACHOPYYHOI Bi3M IMpaIliBHUKA, KU CTBOPHUB JOKYMEHT Ta KEpiBHUKa
CTPYKTYPHOTO MiJIpo3/ily, B SIKOMY HOro CTBOpEHO.

—145. IlinnucanHs Ta BisyBaHHA akTa 001acHOT Jep kaBHOI aJMiHICTpallii 31iCHIOETHCA B
€JICKTPOHHI# Ta y pa3i HeoOXiTHOCTi nanepoBiii popMi.

146. AxTH 061acHOI Jep)KaBHOI afMIHIiCTpallii PeecTPYIOTECS B CHCTEMi €IEKTPOHHOIO
JOKyMEHTOO00iry o6yacHOI Jep)kaBHOI aaMiHicTpallii i3 3acTOCYyBaHHAM BiITIOBiHOTO
IPOEKTY €JIEKTPOHHOro AOKyMeHTa. [Ipu nboMy Ha manepoBUil NpUMIpHHK BiAIIOBIIHOTO
aKTa TIPOCTABJIAEThCA HOMEpP Ta JaTa peecTpallil, ski OyJ0 aBTOMAaTH4HO NPHCBOEHO B
CHCTEMI €JIEKTPOHHOTO JJOKYMEHT000iry 001acHOi AepxaBHOI aJMiHiCTpallii.

147. Axtn obaacHoi Jep)kaBHOI aJMiHICTpallii HyMEpYIOTbCA Yy IOPAAKY iX BHUJIAHHA Y
MeXaX KaJICHIapHOrO pOKY; DO3IMOpS/DKEHHS, HaKa3d 3 OCHOBHOI [ISUIBHOCTI Ta 3
aIMiHiCTPaTMBHO-TOCIIOJaPCHKHX UTaHb MAIOTh OKpEMY TOPAAKOBY HYMEpallito.
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148. O3HalioMJieHHS MpaliBHUKIB 00JacHO] JepaBHOI aJMiHiCTpallii Ta IHITHX YCTaHOB
3 akTaMH 00JIaCHOT Jiep)aBHOT aMiHicTpallii 3Ai1iCHIOETHCA B €JIEKTPOHHIN (OpMi.

149. ®akr noBeneHHs akTa obnacHOI Jep)kaBHOI aaMiHicTpallii o BigoMa mocaaoBOi
ocobu o6sacHOI Jep)kaBHOI aaMiHicTpanii 3MiHCHIOEThCS 3ac00aMH CHCTEMH €NIEKTPOHHOTO
JOKyMEHTO00iry 061acHO1 iep>kaBHOT aiMiHicTparrii.

150. ®axT o3HaifoMIIEeHHs 1TOCaoBOi 0OCOOU 001aCHOI lep)kaBHOI aJMiHicTpallii 3 aKTOM
obnacHOi Jep)XaBHOI ajAMiHicTpamii 3AiHCHIOETBCS 3aco0aMH CHUCTEMH EIEKTPOHHOTO
JNOKyMeHTOOO0Iry o0macHOi JEepKaBHOI aAMIiHICTpanii 3 BMKOPHCTaHHAM €JICKTPOHHOIO
IIU(PPOBOIo MiANUCY BiATIOBIIHOT TOCATO0BOI OCOOH.

CninvHi Haka3zu (PO3NOPAONHCEHHS) YCMAHO8

151. Ilopsiok MiArOTOBKM CHUIBHOTO aKTa KiIbKOX YCTaHOB BU3HA4YA€Thes [HCTpyKITi€to
3 IIJIOBOJICTBA.

IIpoexmu akmie HOpMamueHo-npPaeoeo20 xapakmepy, AKi 6iI0N0GIOHO 00 3aKOHO0A8CcMea
nionszarome 0epiHcasH il peecmpayii

152. JlepxaBHa peecTpallii akTiB YCTAaHOB HOPMATUBHO-NPABOBOTO XapakKTepy
3MIACHIOETBC Yy TOpPAAKY, BHU3HaueHOMY llonoKeHHSAM TIpo JEp)KaBHY PEECTpaLiro
HOPMaTHUBHO-TIPAaBOBUX AaKTiB MIHICTEPCTB Ta IHIIMX OpraHiB BWKOHABYOi BJIAJH,
3aTBepLKEHUM NnoctaHoBoro Kabinery MiHicTpiB Ykpainu Big 28 rpyaas 1992 poky Ne 731
(3 Yxpainy, 1993 p., Ne 1-2, c1. 28; Odiuitinuii BicHuk Ykpainu, 1998 p., Ne 42, ct. 1551;
2008 p., Ne 25, ct. 770).

CTpox MiX JaTOr 30BHILTHBOTO TOTOKEHHS MPOEKTY HOPMATHBHO-IIPABOBOTO aKTa,
AKHH IUIArac JepXaBHil peecTpalii, 1 JaTO0 NPUAHATTA TAKOro aKTa HE MOBMHEH
nepeBuillyBaTu 60 QHiB.

153. JlepxaBHa peecTpallis 3iHCHIOETBCA B €IEKTPOHHIM (opMi y BUIUISAi 3amucy,
BHECEHOTO 10 JlepXaBHOTO pEECTpPY HOPMATHBHO-TIPABOBUX aKTiB MIHICTEPCTB Ta iHUIMX
OpraHiB BHKOHAaBUOl BJIAJM Ta 3aCBiJUEHOTO CHEMiadbHO A IHOT0 IPU3HAYCHOKO
KBaJTi()iKOBaHOIO €JICKTPOHHOIO II€YAaTKOIO, Ky Hawiana ocoba, mo BHECHa 3amuc A0
3a3HaYEHOT O PEECTPY.

V. MoOHITOpPHHT 32 CTAHOM BHKOHAHHS YNIPaBJiHCLKHX pillleHb

154. MOHITOPHHT BUKOHAHHS YIpPaBIiHCHKUX PillieHb € CKIaJOBOI0 CUCTEMU KOHTPOJIO
B YCTaHOBI Ta IPOBOJAUTHCS 3 METOO HArJIAMy 3a BUKOHABCHKOKO AUCIUILIIHOKO.

155. MoHitopunr BKIoYae B cebc Oe3nepepBHE CIIOCTEPEKEHHA 3a IPOIECOM
BUKOHAHHS YNpaBIiHCBKUAX pIilICHb Ta BUABICHHA BiJXWICHb BiJi CTPOKIB BUKOHAHHS
IHAUKATOPIB.

—156. MoOHITOPpHHT BHKOHAHHSA YIpPAaBIiHCHKHX - PIIICHb 3JiHCHIOETBCA  CITYXO00I0
KOHTPOJHO 3a JOIOMOIOI0 CHCTEMH MOHITOPHHIY, IHTEIPOBAHOI B CHCTEMY €JIEKTPOHHOIO
JOKYMEHTOOOII'Y YCTAaHOBHM Ha OCHOBI JaHUX 3 pEECTpaliliHO-MOHITOPHHTOBOI KapTKH.
BigmoBigHa cuctema 3alesledye omepaTUBHMM AocTyn 10 Beiel iH$opMalii mpo cTaH
BHKOHaHHS Oy/b-KOr0 JOKYMEHTa, MIOJO0 AKOTO 3AiHCHIOETHCA MOHITOPUHI Ta METOAUYHHUI
aHaJi3 BIANIOBITHUX JaHUX.

157. MOHITOpHHT MPOBOAMTHLCS UIIXOM 300py, 00poOKM Ta cucTeMaTH3alil iHpopmarii
IIPO CTaH BUKOHAHHSA YIPaBIiHCHKUX Pilll€Hb 32 BU3HAYEHUMH iHIUKATOpaMH.

158. InaukaTopaMd CTaHY BHKOHAHHS YNPaBIiHCHKHMX DillieHh € MOMEHT 3aKiHYCHHS
BU3HAUYCHUX Mil, HANpUKIAA: HAKJIaJCHHS €JICKTPOHHOI PE30JIOLil, CTBOPEHHS NOKYMCEHTAa,
HOTO/DKEHHST JOKYMEHTA, MiANKUCaHHA NOKyMEHTa, peecTpalis Ta BiJIpaBleHHS TOKyMEHTa
TOMIO. ' ,
159. IugukaTopu, CTPOKH BHKOHAHHA iHJAMKATOpIB Ta IHINI - JaHi, HEOOXiaHi A
MOHITOpUHI'Yy B YCTaHOBI, BHOCATHCS B aBTOMaTHYHOMY PpEXKKMI 3aje€)KHO Bifi 0oGpaHOro
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cTaTycy IpH3HaYeHHS JIOKyMEHTa Ta/ab0 aBTOMAaTH30BaHOMY peXHMi A0 peecTpalliiiHo-
MOHITOPUHIOBOI KapTKH CIyx000 [TiOBOJACTBA MiA vac BXiAHOT peecTparlii AOKyMEHTa,
KEpiBHUKOM [iJi 4yac TMEPBUHHOrO po3nisiay abo aBTOpOM JOKYMEHTa Iij vac #oro
CTBOpEHHS.

160. Sximo AOKYMEHT MICTHTh KUIbKa OKPEMHX YIIPaBJIiHCHKUX 3aBJaHb, MOHITOPHHT
BUKOHAHHS IIUX 3aBJaHb 3[IHCHIOETHCA B OJIHII peecTpalliiiHO-MOHITOPUHIOBIH KapTIIi.

161. Tlicns 3aBepHICHHS pOOOTH HaJ JOKYMEHTOM [0 peecTpallifHO-MOHITOPHHIOBOI
KapTKH aBTOMAaTHYHO BHOCUTHCS BiJMiTKa IPO 3aBEpIICHHS HOro BHKOHAHHA (iHIUKATOP
3aBCpHICHHS BUKOHAHHS) Ha MIJCTaBi CTaTyCy IPU3HAYCHHS 3apEECTPOBAHOIO IIPOEKTY
€JIEKTPOHHOI0 JOKyMeHTa. BiMiTka Npo 3aBepHICHHS BUKOHAHHS JOKYMEHTa CBiTYHTH IPO
Te€, 0 poOOTY HaJ JOKYMEHTOM 3aKiH4EHO.

162. MOHITOpUHT 3[IiACHIOETHCS 3a BHUKOHAHHSM 3aBJlaHb, BHU3HAUYECHHUX 3aKOHAMH
Ykpainyu, nocraHoBaMu BepxoBHoi Pagu Ykpainu, ykazamu Ilpesugenta Ykpainu, akramu
Ta gopy4yeHHsIMH [Ipe3unenta Ykpainu, aktamu Kabinety MiHicTpiB YkpaiHu, JOpyYEeHHAMHU
[IpeM’ep-MiHicTpa YKpaiHM, IpPOTOKOJIaMH Hapaj IMiJ TrosioByBaHHAM [Ipem’ep-MiHicTpa
VYkpainu, Ilepmioro Bire-npeM’ep-MiHiCTpa, Bille-TipeM’ep-MiHicTpiB, MiHictpa Kabinety
MinictpiB, JlepxkaBHoro cekperaps KabGinery MiHicTpiB, JjucramMu AaMmiHicTpanii
IIpesnnenra Ykpainu, I'omoBu BepxoBHoi Pamu VYkpaiHu Ta Horo 3acTyNHUKIB (IO
noTpebyoTh HaJaHHs BIANOBiAi MPO pe3yabTaTH iX PO3IJIALY), JUCTaMH YITOBHOBa)XEHOTO
BepxoBHoi Pamu VYkpaiHu 3 mpaB JIIOJUHM, 3BEPHCHHSAMH KOMITETiB, THUMYaCOBHX
CHeliaJIbHUX Ta TUMYACOBHUX ClIiuux Komiciii BepxoBHoi Pagu Ykpainu, gemyTaTChKHUX
¢paxiiiit BepxoBHoi Pamgu VYkpainu, 3BEpHEHHSIMH Ta 3alUTaMHd HApOJHHUX JEIyTaTiB
Ykpainy, uctamu PaxyHKoOBOT ManaTH, MiXKHaApOAHHUMH 3000B’sI3aHHAMU YKpaiHU B paMKax
criBpoOITHUIITBA 3 MiXkHapOJHUM BaIOTHHUM (POHAOM, 3000B’A3aHHAMH YKpaiHu y chepax
€BPOIIEHCHKOI Ta €BpOATIAHTUYHOI iHTErpailii, 30KpemMa CrpsMOBaHUX Ha BUKOHAHHSA YTOJU
Ipo acomjainito Mk VYkpaiHoo, 3 OAHiel CcTOpoHH, Ta €BponeichkuM CoI30M,
€BpONEHCHKUM CITIBTOBApPUCTBOM 3 aTOMHOI €HEPTii Ta IXHIMHU JepXaBaMU-UWICHAMH, 3 1HIIOT
CTOpPOHH, iHHIMX MiXHApOJHUX JOTOBOpiB YKpaiHM 3 NHTaHb €BPOIEHCHKOI iHTerparii i
JIOMOBJIEHOCTEeH MiX YkpaiHoto Ta €C, piuHMX HalllOHAJBHHX MporpaM B pamkax Komicii
VYxpaina — HATO, pimens Komicii Ykpaina — HATO y pamkax Xaprtii npo ocobiauBe
HapTHEPCTBO MIX YkpaiHoto Ta OpraHnizarniero [1iBHIYHOATIAHTUYHOTO
Joropopy Ta Jlexnapaitii npo ii JONOBHEHHS, IHIIUX MiXXHAPOJAHUX JIOrOBOPiB MiXX YKpaiHOIO
ta HATO Ta ynosHoBaxenumu opranamu HATO; micismu OOH, OBCE, CBiToBUM GaHKOM,
€BpornelchkuM OaHKQM PEKOHCTPYKIIII Ta pO3BUTKY, iHHIUMHU MIXXHAPOJHUMH OpraHizallisiMu
B YAaCTHHI IUJTFOBOTO BHUKOPUCTAHHS TEXHIYHOT Ta JJOHOPCHKOI JOIMOMOTH, a TAKOX 3aBJaHb,
BU3HAUYECHUX pO3MOPSIAYUMH JOKYMEHTAaMHM Ta JOPYYEHHSMH KEpiBHHUIITBA YCTaHOBH,
pIHIEHHSIMHM KOJIETIQJIBHOTO OpraHy YCTaHOBHM, INOAO SIKUX BCTAHOBJIEHO CTPOKHM IX
BUKOHAHHS.

163. CTpoku BUKOHaHHS BHYTPINIHIX JOKYMEHTIB OOUHCIIOIOTECSA B KaJCHIAPHUX THSIX
NOYMHAIOYH 3 JaTH peecTpallii, a BXiTHUX — 3 JaTU HAJXOKEHHA (JOCTaBKHM Yepe3 CUCTEMY
B3aeMojiil) abo 3 JaTH HACTyNHOTo pobGodoro AHSA y pa3i HaAXOMKEHHS (JOCTaBKH)
JOKYMEHTa IIiC]Is 3aKiHYeHHs poOoYyoro JHs, y BUXiJHi, CBITKOBI Ta HepoOoUi JHi.

Skmo oCTaHHIM JE€Hb CTPOKY BHUKOHAaHHA JOKYMEHTa IIpHIIajac Ha HepoOOUMid [EHb,
CTPOKOM BHKOHAHHS JOKYMEHTa BBaXAE€ThCA MEpHIMA poOoUMii JEHB ITiC/IA HACTaHHA CTPOKY
BUKOHaHHS.

164. YV pa3i 3MiHM CTpOKiB BHKOHaHHSA iHIUKaTOpa y peecTpallifiHO-MOHITOPUHIOBIi
KapTLi NPOCTaBIAETbCSA HOBUH CTPOK BHU3HAYEHOIO iHIMKATOpa Ta 3a3HAYAETHCS NPUYMHA
Horo 3MiHy, AKi BHOCATECS YTIOBHOBAXEHOK 0CO00I0 CITyKOH KOHTPOITIO.
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—165. IlepeBipka CTpOKIB BUKOHAHHS JOKYMEHTIB IIPOBOJUTHCA 3a BCiMa iHAMKaTOpaMH
MIPOXO/DKEHHS JOKYMEHTAa J0 3aKiHYEHHS CTpPOKy HOro BHKOHaHHA (y pasi BiIXuJeHb
BHKOHABLIO HAJCHUIAIOTHCS IIONEPEDKEHHS CHCTEMOI0 MOHITOPMHTY 3a JIOIIOMOTOKO
€JIEKTPOHHMX HarajayBaHb, 10 aBTOMAaTHYHO TE€HEPYIOThCS CHCTEMOIO EJIEKTPOHHOTO
JIOKyMEHTO001ry YCTaHOBH) Y NIOPAJIKY, BA3HAYCHOMY IHCTPYKII€IO 3 A1JIOBOJICTBA YCTAHOBH.

166. Cnyx0a KOHTPONIO IiciAs BHUKOHAHHS JIOKYMEHTAa MeEpeBipsc BIINOBIIHICTH
KiHIIEBOTO pe3yJbTaTy IOCTaBICHOMY 3aBJaHHIO, 3a PE3yJbTaTOM YOro NpHUiMae pillleHHS
PO MPUIIMHEHHSA MOHITOPHHTY.

[IpunuHeHHS MOHITOPUHTY 3iCHIOETBCS JIMIIE Ha iACTaBi 3a3Ha4Y€HOT MEPEBiPKH.

167. Ilani npo BHUKOHAaHHA NOKyYMEHTa Ta IPHIMHCHHS MOHITOPHHIY BHOCATHCS JO
peecTpalifHO-MOHITOPHHIOBOI KAPTKH YIIOBHOB)XEHOIO 0CO00I0 CIIy)XKOH KOHTPOJIO.

JlokyMeHT MoXe OyTH 3aKpUTHii «J10 CIIpaBH» JIMIIE IICJIsl BHECEHOT J0 peecTpalliifHo-
MOHITOPHMHI'OBO{ KapTKHU BiJIMITKH PO MPUIIMHEHHS MOHITOPHHTY.

168. /lHeM BHMKOHAaHHS 3aB/laHb, BH3HAYCHHUX B aKTax OpraHiB JIEp)KaBHOI Biagu i
IOpYYEHHAX BHIIMX MOCAJOBHUX ©0Ci0, Ta BHUKOHAHHA 3aIUTIB, 3BEPHEHb, IHIIOI
KopecnoHicHUii BepxoBHoi Pagu YkpaiHu BBaka€Thcsl €Hb HaJACHJIAHHS CIEKTPOHHOIO
JOKYMEHTa yCTaHOBORO Yepe3 CUCTEMY B3a€EMOJIi, a y BUNAJKaX, BU3SHAUCHHUX ITyHKTOM 2 M€l
[HCTpyK1Iil, — IeHB peecTpallii JOKyMEHTa OpraHOM, SIKHi BU3HAYHMB BiJIITOBiHE 3aBJaHH.

Inghopmayiiino-doeioxosa poboma 3 enekmpoHHUMU OOKYMEHMAMU

169. IndopmauiHO-0BiAKOBa poOOTa 3 €ICKTPOHHHMMH JOKYMCHTAMH IIOJIATac B
HOUIYKY HEOOXiTHUX JOKYMEHTIB 3 BUKOPHCTaHHSM CHCTEMH €JIEKTPOHHOTO JOKYMEHTO00Iry
YCTaHOBH.

170. [nsa migBuimeHHs e(QEKTUBHOCTI poOOTH IOIIYKOBOI CHCTEMH CHCTEMH
€JIEKTPOHHOTO JIOKyMEHTOOOIrY YCTaHOBHU CIyX0OI JAUTOBOJCTBA pO3POONSIOTHCH TaKi
KiacudikalliiHi JOBiTHUKH:

KIacuikaTop NUTaHb AisVIBHOCTI YCTaHOBH;

K1acu(ikaTop BHAIB JOKYMEHTIB;

KI1acudikaTop KOPECIIOHAEHTIB;

K1acu(pikaTop pe3oNIoNii;

—KJ1acu(iKaTop BUKOHABIIIB;

K1acuikaTop pe3ynpTaTiB BAKOHAHHS JOKYMEHTIB;

HOMEHKJIaTypa-CIIpas. '

171. IlomrykoBa' cHCTeMa CHCTEMH €IIEKTPOHHOIO IOKYMEHTOOOIry YCTaHOBH Mae
3MiACHIOBATH TOIIYK 3a KOHTEKCTOM (KJIIOYOBHM CJlOBOM abo (ppa3oro) eIeKTPOHHOIO
JIOKYMEHTa, BHJIOM €JEKTPOHHOIO JOKYMEHTa, HOro 3arojlOBKOM, JaTOK IPHHHATTS,
HOMEpOM Ta JaTol0 HOoro peecTpalii, #oro aBTOpoM TOIIIO.

VI CucremaTu3anis Ta 30epirannsi JOKyMeHTIB Y AiJ10BOACTBI
CkJIaieHHSI HOMEHKJIATYPH cripaB

172. HomenkiaTtypa cmpaB Ipu3HAayeHa [ BCTAHOBJICHHS €QUHOIO IIOPAAKY
¢dopMyBaHHs crpaB JUis JOKYMEHTIB, CTBOPEHHMX y €JEKTPOHHIH Ta manepoBiit ¢opmax,
3a0e3neueHHs 1X OOJIiKy, OIEpaTHBHOrO IOIIYKY JOKYMEHTIB 3a iX 3MICTOM 1 BHJIOM,
BH3HAYEHHA CTPOKiB 30€piraHHS cCmpaB i € OCHOBOKW JUIS CKJIAJACHHSA OIMCIB CIIpaB
noctiiHoro Ta TpuBajoro (moHan 10 pokiB) 30epiraHHs, a TakoX Mg oOJiKy crpas
TMyacoBoro (1o 10 pokiB BUIIOYHO) 30epiranHs.

Jlo HOMEHKJIATypH CHpaB BKJIIOYAIOTBCS HA3BH CIpaB, IO (OPMYIOTECA Ta
BimoOpaxaloTh yci eTamm poOOTH, SIKa JOKYMEHTYEThCS B YCTaHOBi, 30KpeMa CIIpaBH
NOCTiAHUX Ta THMYACOBO JiIOUUX paj, KOMICii, KOMITETIB.
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Ctpoku 306epiraHHs NOKYMEHTIB (HQIEXHICTh OO CIpPaBH) BH3HAYAIOTHCA IIiJ dYac
peecTparlii (A1 BXiIHUX JOKYMEHTIB) a00 CTBOPEHHS IPOEKTY HJOKYMEHTa aBTOPOM 3TiJIHO i3
3aTBEpMXeHMM MIiH’FOCTOM IEpPETikOM THIOBUX JOKYMEHTIB, HIO CTBOPIOIOTHCS MiA Yac
JISUIBHOCTI JIep’KaBHUX OpraHiB Ta OPraHiB MiCLIEBOrO CaMOBpSAYBaHHA, iHIIMX YCTaHOB,
MiANPUEMCTB Ta opraHizauii, i3 3a3Ha4eHHAM CTPOKiB 30€piraHHs AOKyMEHTIB.

173. B ycraHOBi CKJIaJalOThC Ta BEAYTHCSA HOMEHKIATYpPU CIpPaB CTPYKTYPHHX
HiApO3ALTiB 1 3B€I6Ha HOMEHKJIATypa CIIPaB yCTaHOBU.

174. HomeHknarypa crpaB CTPYKTYPHOrO MiJPO3ALTY CTBOPIOETHCS B €IEKTPOHHIIA
dopmi (mogaTok 7) mocamoBor 0co60r0, BiAMOBIAANBHOIO 3a IiJIOBOJACTBO B IMiApO3.iJi, HE
misHimme 15 nucTOnaja MOTOYHOTO POKY Ta MOTOMKYETHCA i3 Ciyx0010 IiIOBOACTBA
yCTaHOBH. Bisyamizalisi HOMEHKIATypy CHpaB CTPYKTYpHOTO MiApO3Aily 3MiHCHIOETHCS 3a
aBFOMATHYHO I'€HEPOBAHOI (POPMOIO, BU3HAUEHOIO [HCTPYKLi€HO 3 AiIOBOACTBA.

175. MeroauyHa OOMOra y CKJIaJeHHI HOMEHKJIATypU CIIPaB HAJA€ThCS apXiBHUM
MiAPO3iJIOM YCTaHOBH.

176. 3BeneHa HOMEHKJATypa CIpaB yCTaHOBH (DOPMYETHCS CHCTEMON) €JICKTPOHHOTO
JOKYMEHTOO0Iry yCTaHOBM B aBTOMAaTH30BaHOMY peXuMi (nomatok 8) Ha OCHOBI
HOMEHKJIATYp CIpaB CTPYKTYPHHUX IiAPO3JUIIB Y €EKTPOHHIHA dopMi.

177. Ha migcraBi 3BeJEHOI HOMEHKIATYPU CIpaB YCTAHOBH B EJNCKTPOHHIN dopmi
CHCTeMa €JIEKTPOHHOTO OKYMEHTOO0Iry YCTaHOBH aBTOMAaTHYHO 3iHCHIOE 11 Bizyastizallito
3a (OpMOIO, BU3HAYEHOIO [HCTPYKIli€l0 3 AiIOBOJCTBA, KA APYKYEThCA Ta MOAAETHCS Ha
CXBaJIEHHS €KCIIEPTHO-NIEPEBiPHil KOMICIT Aep:KaBHOTO apXiBy.

178. 3BeneHa HOMEHKIaTypa cIpaB 36€piracTbCs Ta BHUKOPUCTOBYETHCS CHCTEMOIO
€JIEKTPOHHOTO JIOKYMEHTOOOIry yCTaHOBM JIsi aBTOMaTu3aiii nporeciB  (GopMyBaHHS
JOKYMEHTIB y CIIpaBU B yCTaHOBI.

179. 3BeneHa HOMEHKJIATypa CpaB YCTAHOBU HANpHUKIHII KOXXHOTO POKY (HE Mi3Hilue
TPYAHS) YTOUYHIOETHCS Ta BBOAUTHCA B 11if0 3 01 CiYHA HACTYITHOTO KaJIEHAAPHOIO POKY.

~180. B cHcTeMi €NEKTPOHHOrO JOKYMEHTOOGITY yCTaHOBH HOMEHKJIATypa CIIpaB
npeacraeneHa y  ¢opmi  enexrponHoi tabnuui  (momatku  7i8). I'padbm  Tabmwmi
3aTIOBHIOIOTECSA TAKAM YHHOM: ‘

y rpapi O (nume mis 3BeACHOI HOMEHKJIATYpH CIIpaB) TPOCTABIAETHCA Ha3Ba
CTPYKTYPHOTO MiAPO3/iTy, 1O SKOTO BiJHOCSITHCS 3alIMCH IIPO BiAMOBIIHI CIIpaBH;

y rpadi 1 npocTaBaseThCs iHAEKC KOXKHOI CIIPaBH;

y rpadyy 2 BKIIOYAIOTHCS 3ar0jI0BKY CIIpaB (TOMY, YaCTHHH);

y rpadi 3, ska 3alIOBHIOETHCS HAMPUKIHII KAJIECHAAPHOTO POKY, 3a3HAYAETHCS KUIBKICTh
cripaB (TOMiB, YaCTHH);

y rpadi 4 3a3Ha4alOTHCA CTPOKH 30€piraHHs CHpaB, HOMEpU CTaTed 3a MepeliKoM
JOKYMEHTIB 13 CTpOoKaMH 30epiraHHs;

y rpadi 5 poGnsThCS MO3HAYKM TMPO MEPEXiAHI CIpaBH; PO CIpaBH, IO BELYThCA B
nanepoBiii  Gopmi; mpo mocamoBux oci6, BiANOBigaNbHUX 3a (POPMYBaHHS CIpaB; IIPO
nepeAaBaHHs CHpaB [0 apXiBHOro MiApO3AUTy YCTaHOBM 4YM IHIUMX YCTAaHOB UIA iX
NPEAOBKEHHS TOLIO.

181. HampukiHIli poKy A0 HOMEHKJIATypH CIIpaB CTPYKTYPHOTO MiJPO3AiTYy Ta 3BEACHOI
HOMEHKJIaTYpH CIIPaB YCTAaHOBU CKJIAJAlOThCA IMiJCYMKOBI 3aIICH B €JIEKTPOHHIH dopMi 1po
KiJBKICTh PaKTHYHO 3aBEeJEHHX CIIPaB Ta MiAMHCYIOTHCS BiAMOBiAATEHAMH 0CO0aMH 3TiTHO 3
IHCTPYKII€IO 3 AiJIOBOACTBA YCTaHOBH.

®opmMyBaHHS €JIEKTPOHHHX CIIPaB
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182. I'pynmyBaHHS BUKOHAaHMUX JOKYMEHTIB Yy €NEKTPOHHI CIHpaBU 3AIMCHIOETHCS
LHEHTPaJli30BaHO B CHCTEMi EJIEKTPOHHOIO JOKYMEHTOOOIry YCTaHOBH BiJIOBiTHO MO
HOMEHKJIATYPH CIIPaB. ‘

183. ®opmyBaHHS €IEKTPOHHHX CIIPaB 3[IHCHIOETBCS Y CHCTEMi EJIEKTPOHHOIO
JIOKyMEHTOO0ITy YCTaHOBH B aBTOMAaTH30BAaHOMY pEXHMMi Ha Ii/ICTaBi iHAEKCY €JIEKTPOHHOI
CIIpaBH.

184. EnexTpoHHI JOKYMEHTH, IO BiIHECEH] JIO0 OHIET €NIEKTPOHHOI CIIpaBH, MalOTh OYTH
JIOT1YHO MOB’s13aHi MiX c000I0 3a JOIIOMOTOI0 BiJOMOCTEH PO HHUX B CUCTEMi €JIEKTPOHHOIO
JIOKYMEHTOO0II'y YCTaHOBH.

185. Ilix yac ¢popMyBaHHS €IEKTPOHHUX CIPaB CJIiJl JOTPUMYBATHUCS 3arajJbHHAX MIPABHII
3 ypaxyBaHHSIM TaKMX BUMOT: ,

IPYIyBaTH B €JIEKTPOHHI CIIPAaBU JOKYMEHTH, BUKOHaHi IIPOTATOM OJTHOTO KaJICHJAPHOIO
POKY, KpiM IIEpEXiTHUX €JIEKTPOHHUX CIIpaB (BEAYTHCS MPOTATOM KiIBKOX POKiB);

JOKYMEHT-BiIOBiIb IPYNY€ETHCS 3a iHIIaTABHAM JTOKYMCHTOM;

BKJIIOYATH B €JIEKTPOHHI CIIPaBH JIMIIC OPHUriHAIM €JIEKTPOHHHUX JOKYMEHTIB 4d iX
NpUMIipHUKM ab6o y pa3i iX BIACYTHOCTI 3acBildCHI B YCTAHOBJICHOMY IMIOPAIKY KOl
JIOKYMEHTIB, 30KpeMa €JEKTpOHHI KOMil NamnepoBUX OpUriHAJIiB Ta EJIEKTPOHHI KOMii
€JIEKTPOHHMX JTOKYMEHTIB;

00cCsr eJEKTPOHHOI CIIPAaBH HE OOMEXYETHCS KIJIBKICTIO €IEKTPOHHUX TOKYMEHTIB,;

o0cAr eNEKTPOHHOI CIPaBH (KiNbKiCTh AOKYMEHTIB), IIO MiCTUTH AOKYMEHTH MOCTiHHOTO
Ta TpuBajsoro (nonaa 10 pokiB) cTpokiB 30epiraHHs, NOBUHEH BiJIOBiJaTH OOCSTY CIpaBH,
chopMoOBaHOi 3 arepoBUX NPUMIPHUKIB €JIEKTPOHHOIO JOKYMEHTA.

Jlis MOKyMEHTIiB MOCTifiHOro Ta TtpuBajoro (moHajg 10 pokiB) cTpoKy 30epiraHhs,
CTBOPCHHUX B €JICKTPOHHiN popMi, yIOBHOBaXXEHH 3aCBi1l4yBay BUTOTOBIIAE NAiepoBi KOMii
TaKUX JJOKYMEHTIB, SIKi BiH 3aCBiUye€.

3acBimueHi Komii MHOBHHHI MICTHTH MEpeNiK BU3HAYEHUX [HCTpyKili€lo 3
JIIOBOJICTBA PEKBi3UTiB, HAHECEHUX 3a ormoMoroio QR-koxy.

3a3Ha4€eHi 3aCBiAYeHi ManepoBi KOIil eJEKTPOHHUX AOKYMEHTIB (JOPMYIOTBCS Y CIIpaBH
BIAMOBIHO 10 3aTBEpKEHOT HOMEHKIATypH cmpaB uls 30epiraHHs, siki MEpelaroTbes 10
apxXiBHOro MiApO3AULYy YCTaHOBH (BIAMOBIZHOrO MJEPXKABHOTO apxiBy) Yy MOPAOKY,
BU3HAYCHOMY [HCTpPYKIUi€IO 3 ALTOBOJCTBA, VIS MOCTiHHOTO 30€piraHHs.

CTBOpEHHS IHHIYX ManepoBHX MPUMipHUKIB €JIEKTPOHHUX JOKYMEHTIB HE BUMAraeThCsl.

186. MetonuuHe KEpiBHHUITBO Ta HAmIAL 3a (POpMYyBaHHSM €JIEKTPOHHHUX CIIpaB B
YCTaHOBI Ta 11 CTPYKTYpHHUX MiApO3JAiIax 3iHCHIOIOTECS CiIy»0010 A1IOBOJCTBA Ta apXiBHUM
NiAPO3/iIOM YCTaHOBH.

30epiranHs eJIeKTPOHHHX A0KYMEHTIB B yCTaHOBAaX
__187. B ycTaHOBi 3MiHCHIOETHCSA LIEHTpali30BaHe 30€piraHHs €JIEKTPOHHUX HAOKYMEHTIB.
JloxyMeHTH 36epiraloTbCs B YCTaHOBaX 1X CTBOPEHHS.

188. JIoKyMeHTH 3 Yacy CTBOPEHHS (HAIXOKEHHs), a TaKOX yCi BiJOMOCTI IIpO HUX A0
nepelaBaHHs iX Ha IOCTiitHe 30epiraHHs ab0 10 iX 3HMILEHHS B YCTaHOBJICHOMY IOPSIKY
36epiraloTbCsi B CUCTEMi €JIEKTPOHHOIO JOKYMEHTO00Iry yCTaHOBH, JIOTiYHO 3IPYIIOBaHi y
CIIPaBH 3TiTHO 3 HOMEHKJIATypOIO CIPaB.

AynioBi3yajibHI JIOKYMEHTH (ayJlio- Ta Bifie03almMcH) 3acifaHb KOJEriaibHOro Oprasy,
poGodoi rpymu YCTaHOBH Y pa3i IX CTBOPEHHSA 30€piraloTbcs y CHUCTEMi €NEKTPOHHOTrO
JOoKyMeHTooO0iry ycraHoBu. Cekperap KojerialbHoro oprany abo ymoBHOBaxkeHa ocoba
poboyoi rpynH BiamoBimae 3a iX AoJaBaHHA y CHCTEMY €JIEKTPOHHOIO JIOKYMEHTOOOiry
yCTaHOBH.



28

189. 3a mocTymHicTh, LUTICHICTH Ta BiATBOPIOBAHICTH EJIEKTPOHHHUX JOKYMEHTIB i
€JIEKTPOHHHX CIIpaB, O 30€pIraloThCs B CUCTEMI €IEKTPOHHOTO IOKYMEHTOO0Iry YCTaHOBH,
BiANIOBiga€ MiApO3IiNl yCTaHOBH, HAa SKUH TMOKIAJAEHO OOOB’A3KH INOAO TEXHIYHOTO
CYIIPOBOJ/DKEHHS CUCTEMH €JIEKTPOHHOTO JOKYMEHTOO0Iry YCTaHOBH.

190. IlpauiBHMKHM YCTaHOBH MalOTh JOCTYH 10 EJNIEKTPOHHHX CIIpaB 4e€pe3 CHUCTEMY
€JIEKTPOHHOIO JAOKYMEHTO00Iry YCTaHOBU BiANOBIAHO 10 NpaB, BU3HAYEHUX PO3MOPAAUYUM
JIOKYMEHTOM YCTaHOBH.

191. BujaBaHHA €INEKTPOHHUX CIIPaB, OKPEMHX €JIEKTPOHHHUX JIOKYMEHTIB iHIIMM
YCTaHOBaM 3[iHCHIOETHCS 3 J03BOJIy KEepiBHMKAa YCTaHOBU ab0 0coOM, IO BHKOHYE HOTO
000B’SI3KH, HUISIXOM CTBOPEHHS NPUMIPHUKIB a00 KOMiiH HUX JOKYMEHTIB (E€JEKTPOHHHX
CIIpaB).

192. V pa3i 3BepHEHHS [0 YCTaHOBH YIIOBHOB@)XEHOI OCOOM Ha MiJCTaBi OpHTriHAIY
YXBaJIM CJIiTYOr0 Cy i, CyAy 100 HaJJaHHSI TUMYacOBOTO JIOCTYIY JIO JOKYMEHTIB KEpiBHHK
YCTaHOBH HEBiAKJIaJHO BUAAE JOPYUYEHHS CIyk0i QiIOBOJICTBA Ta CTPYKTYPHOMY IiPO3aiTy
3a06e3MeydTH BUKOHaHHA yXBaJd. B Mexax peamizarlii JOpydyeHHS YIIOBHOBaXEHa 0co0a
CIty0H IiJIOBOJCTBA:

CTBOPIOE Ta PEECTPYE KOMIKO YXBAIM CJHiAYOro CyIdi, Cydy MiclsA Tpex IBICHHA
OpHTiHAly TaKOi yXBaJlu;

Hajae ocoOll, 3a3HayeHId B yxXBali, TUMYACOBUH JOCTYIl 1O AOKYMEHTIB, 30KpeMa
MOXUIMBICT, O3HAMOMIJICHHS 3 HHMH, BHUIOTOBJICHHA NAaNepOBHUX KOMIH BiAMOBiIHHX
EIEKTPOHHUX JOKYMEHTIB a0 y pas3i, KOJIKM B yXBaJi nepeadavyeHo ix BUWIyYeHHS (31iHCHEHHS
BHIMKH), — CTBOPEHHS €JICKTPOHHUX MPUMiPHHUKIB BiIIOBiIHUX €JIEKTPOHHUX JOKYMEHTIB;

HaJla€ JOMOMOIY y CKJIAJEHHI OMNMHCY ' €IEKTPOHHUX JOKYMEHTIB, IO BHIYy4alOThCS
(BHIMKa SKMX 3iMCHIOETHCS ), AKHUH 3aTUIIAETHCA B YCTAHOBI.

IIpo BUIyYeHHS €JNEKTPOHHMX JOKYMEHTIB CKJIQJa€Thcs akT (TPOTOKOJ) Yy JBOX
NMpUMIpHUKAX, TEPIIMA 3 SKUX 3aJUIIAE€TRCA B YCTAaHOBi, a JApYyruil TMeperaeThes
BiIMOBiJaIbHIH 0c00i, 3a3HAUYECHIH B YXBaJi.

VII Ilopsaok miAroToBKH eJIeKTPOHHHUX CIIPaB [0 NepeIaBaHHMA /I ApXiBHOTO
30epiranns
Excnepru3a niHHOCTI JOKYMEHTIB

193. ExcrniepTu3a LiHHOCTI JOKYMEHTIB B €JIeKTPOHHINA (HOpMi NMPOBOAUTHCS BiANOBIAHO
0 33aKOHOMABCTBA y cdepi apxiBHOI CIpaBM Ta MiTOBOACTBA 3a THMM X IIPaBHIaMH,
TIPUHIIMNAMU Ta KPUTEPisMH, IO 1 JOKYMEHTIB y manepoBiid Gpopmi.

__Hakazom (po3mopsikeHHSIM) KEpiBHHKA YCTAaHOBH BH3HAYalOTHCAd YIIOBHOBaXKEHI
3aCBiqUyBayi.

VYIIOBHOBa)XEHUM  3aCBifdyBayaM HaJa€TbCsid IPABO 3acBiAdyBaTH [alepoBi Komii
€JIEKTPOHHUX [JOKYMEHTIB, TpH3HAuUeHi JUId iX MOJAIbIIOI Mepenadl Ha 30epiraHHi B
apXiBHUH Mipo3JiJ1 yCTaHOBH (BiAMOBIJHOTO AEPKABHOTO apXiBy).

Jlo Takoro Haka3y (pO3MOPAMKCHHSA) OOOB’SI3KOBO JOMAIOTHCA 3pasKd IMiAMUCIB
BJACHOPYY VCiX VYINOBHOBRXEHMX 3aCBilUyBayiB Ta BiAOHUTKIB I€YaTOK, CIELialbHO
NIpU3HAYCHUX JUTA 3ilCHEHHS 3aCBiTYCHHS JOKYMEHTIB.

PexOMeHTyeThCs BU3HAYATH YIIOBHOBA)XKEHUX 3aCBiTUyBayiB i3 CKJIaqy MOCTIHHO TiFOYUX
EKCIIEpTHUX KOMiCiii ycTaHOB.

3a3HaueHWit Haka3 (pO3MOPAIKEHHS) BUAAETHCS y ABOX OPUTIHAIBHHMX IMPUMipHHUKAX,
OJIMH 3 SIKUX IEPEAAETHCA 10 BIAMOBIIHOTO JIEPXKABHOIO apXiBY.

194. EkcnepTu3a LiHHOCTI [OKYMEHTIB TPOBOAMTHCA B €JIEKTPOHHIH (opMi, KpiMm
JIOKYMEHTIB, BU3HAUEHHUX ab3allaMH IPYTrUM — IT"ATHM IYHKTY 2 1i€l IHCTpyKILii.
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195. ITix yac mpoBeAECHHS EKCIIEPTH3H IIHHOCTI €NEKTPOHHUX JOKYMEHTIB 3/1iHCHIOETHCA
BifOip JMOKyMeHTIB mocTifiHoro ta TpuBanoro (nmoHaa 10 pokiB) cTpokiB 30epiraHHs Ins
HaJlJaHHs JOCTYIy IpalliBHUKAaM apXiBHOIO MiAPO3AULYy YCTaHOBHU, ONOKYyBaHHS IpaBa iHIIHX
MpaIliBHUKIB yCTAHOBM Ha PEJaryBaHHs PEECTPalLliiHO-MOHITOPMHIOBOI KapTKH JOKYMEHTIB,
AKi mepenaloThcs Ha apxiBHe 30epiraHHs, BHWIYYEHHS JUIS 3HHIIEHHS JOKYMEHTIB i
€JIEKTPOHHHUX CIIPaB 3a MHHYJI pPOKH, CTPOKH 30€piraHHs AKMX 3aKiHUHIHCS.

196. 3a pesyapTaTaMu €KCIIEPTU3H I[IHHOCTI €JIEKTPOHHUX JOKYMEHTIB Y CTPYKTYPHOMY
HiAPO3/iii YCTaHOBM 0CO0OI0, BiANOBIIAILHOIO 32 AUIOBOACTBO y Miapo3aini, Ao 31 rpyaHs
HaCTyIIHOTO POKY B €NEKTPOHHi# ¢opMi CKIaJalOThCA: OMHMCH ENEKTPOHHUX CIIPaB
nocriifHoro, TpuBaioro (moHax 10 pokiB) cTpokiB 30epiraHHs, a TaKOX TOTYIOTHCH
IpOMO3ULii M0 akTa Npo BWIYYEHHA JUIS 3HUIICHHS [OKYMEHTIB, HE BHECEHHUX JIO
HamjonansHoro apxiBHoro ¢oHIy, 10 SKUX BKIIOYAIOTHCA CNEKTPOHHI CrpaBu 3
JOKYMEHTaMU y IalepoBid Ta y pa3li NpHHHATTA BiAIOBiTHOTO pilllEHHA KEepiBHUKOM
YCTaHOBU B €NEKTPOHHIHN dopmax.

OnucH eneKTpOHHUX CIpaB CTPYKTYPHOIO MiJpO3Jily 1 MPOMO3HWIi 0 aKTa Ipo
BIWIYYCHHSA Ul 3HUIIEHHS JOKYMEHTIB Bi3YIOThCA YKJIa/JayeM OIUCY, KEPIBHUKOM CIIyxOu
JIIOBO/ICTBA YCTAHOBH Ta MiANUCYIOThCS KEPIBHUKOM CTPYKTYPHOTO IiApO3aiTy.

—197. Ha niacraBi €1eKTPOHHUX OMHUCIB €IEKTPOHHUX CIIPaB CTPYKTYPHOTO IMiJPO3Aily Ta
IPONO3UIiH 1O aKTa PO BWJIYYEHHS A1 3HHLICHHA JOKYMEHTIB apXiBHUM IMiJpO3JiTIOM
YCTaHOBH B €JEKTPOHHiM (opMi micis NpUHHATIA A0 apXiBHOrO MiJpO3ALTY YCTaHOBH
JOKYMEHTIB CTPYKTYpHHUX IiIPO3JALTiB CKIaAAIOThCS €NEKTPOHHI OIMKMCH €JIEKTPOHHHUX CIIpaB
nocriiHoro, TpuBayioro (moHan 10 pokiB) cTpokiB 30epiraHHs (Iomaroxk 9) Ta axr B
CNEKTPOHHIA (OpMi MpO BWIYYEHHS IS 3HUIICHHS J[JOKYMEHTIB, HE BHECEHHX M0
HarmionaneHoro apxisaoro gouay (romarok 10).

198. Ha mixcraBi cki1aficHUX B €EKTPOHHIN ()OPMi OMMCIB CIIpaB Ta aKTa PO BHIYYECHHS
JUIS 3HUIIEHHS JOKYMCHTIB YCTaHOBH CUCTEMA €JIEKTPOHHOTO IOKYMEHTOOOIrY YCTaHOBH
aBTOMAaTHYHO 3JiiiCHIOE 1X Bi3yaiizamito 3a (¢OpMOIO, BHU3HAYEHOIO [HCTpYKIli€lo 3
J1IOBOJICTBA, KA y pa3i HEOOX1AHOCTI MOxe OyTH po3ApyKOBaHa.

Ilpouenypa 3HUIICHHS €JIEKTPOHHUX JTOKYMEHTIB 311 CHIOETHCS JIUILE Y pasi NPUAHATTS
KEpiBHUKOM YCTaHOBHU BiJTIOBIHOTO pilllEHHS Ta BU3HAYAE€THCHA IHCTPYKIL€IO 3 IiTOBOACTBA
YCTaHOBH.

AKT 1Mpo BWEyYEHHS JUIs 3HUIICHHS JOKyMEHTIB YCTaHOBH, MO 30€piraiorbcs B
€NIEKTPOHHIH (OPMi, CTBOPIOETHCS JIUIIE B €IEKTPOHHIN (HopMi.

Homep Tta patra akrta mnpo BWIYYEHHsS JUIS 3HUIIEHHS JOKYMEHTIB YCTaHOBHU
TIPHCBOIOIOTBCS  CHCTEMOIO  €IEKTPOHHOrO  JOKYMEHTOODIry YCTaHOBM IIiCns HOro
3aTBEPPKEHHS B €JIEKTPOHHIH popMi. ‘

199. ¥V pasi xonu 1Jis JOKYMEHTa 3a pe3yJbTaTaMd IPOBEACHOI €KCIEPTH3H LIHHOCTI
BU3HAYECHO TMOCTIHHMIA CTPOK 30epiraHHs, YIOBHOBa)XEHUM 3aCBIJUyBa4eM BUTOTOBISETHCS
TarnepoBa KOIisi TAKOrO JIOKYMEHTA, SIKY BiH 3aCBiTUYE.

3acBigueHa KOIif NMOBMHHA MICTHUTH NEpENTiK BU3HAYEHHUX [HCTPYKIi€rO 3 AIJIOBOACTBA
PEKBI3UTIB, HAaHECEHUX 3a gonomorow QR-koxay.

3a3HaueHi 3aCBiIYCHI MANEpOBi KOIIil €IEKTPOHHUX JOKYMEHTIB (POPMYIOTHCS Y CIIpaBH,
AKi MEePeNaloTECs A0 apXiBHOrO MiJpO3Jily YCTAaHOBH (BiAMOBiHOTO AEPXKABHOTO apXiBy) Yy
NOpsJIKY, BU3HAUEHOMY [HCTpYKITi€lO 3 TiMOBOACTBA, s MOCTiiiHOrO 30€epiraHHs.

CTBOpEHHS HIIKMX MANEPOBMX NPUMiPHHKIB €ICKTPOHHUX JOKYMEHTIB HE BUMAraeThes.

200. MeroauuHa J0omOMOra y CKJIAJICHHI OIKCIB €JIGKTPOHHUX CIpaB HaJa€ThCs
apxiBHUM IiJPO3/AiI0M YCTaHOBH.

OdopmieHHs eeKTPOHHUX CIPaB
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—201. 3a pe3ynapTaTaMy NpPOBEACHOI EKCIEPTH3U LIHHOCTI BifiOpaHi eNeKTPOHHI CIpaBU
nocriiiHoro i TpuBajsoro (monax 10 pokiB) crpokiB 36epiraHHs MoTpeGyHOTh CTBOPEHHS
NarnepoBOro IMpHUMipHHUKAa €IEKTPOHHOI CIIPaBH, 3acCBiJUEHOTO 3TiTHO 3 IHCTPYKILEH 3
JIJIOBOACTBA YCTAHOBH.

[TanepoBi MpUMipHHUKH €EKTPOHHOI CIIpaBH MocTilHOrO Ta TpuBayioro (moHan 10 pokiB)
CTpOKiB 30€piraHHs CTBOPIOIOTH BiANOBiAAIbHI NMpAIiBHUKHA CTPYKTYpHHX MiAPO3ALTIB, SKi
¢bopMyBaIM BIANOBi[HI €JEKTPOHHI chpaBU. Y pasi peopraHizamii uu JikBigamii
CTPYKTYPHOTO MiJpO31ily 3a3HaueHi NpUMIpHUKM CTBOPIOIOTH BiANMOBifaIbHI 0OCOOM iX
NpaBOHACTYITHHUKIB.

Y pa3i JjikBigamwii CTPYKTYpPHOrO MiApo3Aily 0e3 BH3HAUEHHS IPaBOHACTYITHUKA
€KCIIEpTU3a ILIHHOCTI Ta CTBOPEHHA 3a3HAYEHUX IMPUMIPHHUKIB 3iHCHIOETHCS y TMpPOIEC]
JiKBifALii CTPYKTYpPHOTO MiAPO3ALTY MiJ Yac MiIrOTOBKY CIIpaB MiAPO3AiTy /Uil NepeaBaHHs
J0 AapXiBHOTO IMiAPO3[ily YCTaHOBU. Y TAaKOMy BHINAAKy JOKYMEHTH THMYacOBOTO
30epiraHHsg 3HUILYIOTHCS JOCTPOKOBO, OJpa3y MiCisA €KCIEPTU3H LiHHOCTI.

_202. IligrotoBka &m0 mepeAaBaHHA B AapxiBHHH TMiAPO3AII YCTAaHOBH TMAlepOBHX
NPUMIPHUKIB €JIEKTPOHHHX CIIPaB CTPYKTYPHHMH TMiJApO3/AiJIaMA YCTAHOBH 3HiMCHIOETHCS
BifnoBiHO 10 IHCTpPYKIIT 3 AiIOBOACTBA.

203. Jlns miArOTOBKM €JIEKTPOHHOI CIIpaBH JJIs lepeJaBaHHS [0 apXiBHOTO MiJpo3Iily
YCTaHOBU B aBTOMAaTU30BAaHOMY PEXHMi 0QOPMITIOEThCS €IEKTPOHHA iH(poOpMalliiiHa KapTka
apxiBHOI cripaBH (0OKJIaJIMHKA CIIPaBH ), IKa MICTUTh TaKi BiTOMOCTI:

HallMEHYBaHHS CTPYKTYpPHOTO IiIPO3JLIY;

{H/IEKC ENEKTPOHHOI CIIpaBHy;

HOMEpP TOMY €JIEKTPOHHOI CIIPABH;

3aroJIOBOK €JIEKTPOHHOI CIIPAaBHU (TOMY, YACTHHH);

KUIBKICTh €JIEKTPOHHUX JIOKYMEHTIB;

nepioZ popMyBaHHS CIIpaBH;

CTpOK 30€epiraHHs cupasu;

€JIEKTPOHHUH OMUC JOKYMEHTIB CIIpaBU (BHYTpILIHIi);

BIIMITKY NIpO IpHHMaHHA-IIEPEIaBaHHs €JICKTPOHHOI CIIPaBH A0 apXiBHOTO ITiJIPO3iTy
YCTaHOBH.

204. CrBopeHHS OOKIQJUHKUA CIpaBH 3aBEpIIYEThCS  Bi3yBaHHAM  JUJIOBOIOM
CTPYKTYPHOTO IAPO3ALTYy Ta IiJIUCaHHAIM KEPIBHUKOM apXiBHOTO IiIPO3ALTY YCTaHOBH.

205. ®opMa OOKIATUHKKA CIpaBU Ta Bidyalmizamis 1 BiIOMOCTEH BHM3HA4Ya€ThCA
IHCTpYKIIi€10 3 iJIOBOJCTBA YCTAHOBHU 3 ypaXyBaHHIM apXiBHHUX IIPaBUIL.

IlepenaBaHHS e1eKTPOHHHX CNPaB 10 apXiBHOIO MiAPO3Aijy YCTAHOBH

206 IlepenaBaHHs €IEKTPOHHUX CIpaB JO ApXiBHOTO MiApO3IiTy YCTaHOBH NOJATac Y
HaJaHHi JOCTYIly IpaliBHHKaM apXiBHOTO MiApO3ALTY YCTaHOBM Ta OOMEXEHHS IOCTYILY
(JTMIIe IPaBOM MEPETIIALY) A0 CIEKTPOHHHUX CIIPaB iHIIIMM MPAalliBHUKAM YCTaHOBH.

207. IlepenaBaHHsA €JNEKTPOHHHUX CIpaB [0 AapXiBHOTO IiAPO3JUIy YCTaHOBH
3MIMCHIOEThCA 32 rpadikoM, MOTO/PKEHHUM 3 KEpiBHUKAMH CTPYKTYpPHUX IAPO3AUTIB i
3aTBEpPPKEHUM KEPiBHMKOM YCTAaHOBH a00 HOro 3aCTYIIHHKOM, ajle HE paHillie ABOX POKiB 3
JaTH 3aBEPLUEHHS EIEKTPOHHUX CIIPaB B XJIOBOJCTBI.

—HananHs nocTymy NpalliBHUKaM apXiBHOTO IipO3ALTY YCTaHOBH 3[iMCHIOETHCS 3TiJHO
i3 3a3HaueHMM rpadikoM Yy aBTOMATU30BAaHOMY pexuMi ciayx6ow iHpopmarifHUX
TEXHOJIOTH. B .

208. EnexrpoHHi cmpaBu mocrifiHoro Tta TpuBajioro (moHajg 10 pokiB) CTpoOKiB
30epiraHHs MepeJaroThCs IO apXiBHOTO MiJIpO3/ily YCTaHOBH 3a €JIEKTPOHHUMH OIMCaMH B
€JIEKTPOHHI# GopMi.
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209. Ilin wac mnpuiiMaHHSA €JNEKTPOHHUX CIIpaB AapXiBHUM MiAPO3ALJIOM YCTaHOBH
NPOBOJUTHCA TepeBipKka €JICKTPOHHMX JOKYMEHTIB KOXHOI CIpaBH Ha HasBHICTh
KBaTi()iKOBaHUX €JIEKTPOHHHUX IiJNHCIB, KBali()iKOBaHUX EJIEKTPOHHUX IMO3HAUOK 4Yacy Ta
IIUIICHICTh JaHuX. IlepeBipka 3A1MCHIOETBCS B aBTOMaTH30BAaHOMY peXHMi 32 BHYTpIllIHIM
OIUCOM €JEKTpOHHOI cmpaBu. Ilicisd BHeCEHHS NpalliBHUKOM apXiBHOTO MiJIpO3JLTY
YCTAaHOBU JI0 pEECTpallifHO-MOHITOPUHIOBOI KAapTKHA €JEKTPOHHOI CIpaBH BiMITKH TNpO
NPUAHATTA €JEKTPOHHOI CIpaBM J0 apXiBHOTO MiJPO3AUTY YCTAHOBH CHCTEMOIO
€JIEKTPOHHOI0 JIOKYMEHTOO0ITY yCTAHOBA aBTOMATHYHO OOMEXYETHCA iHIIMMM IMpalliBHUKaM
YCTaHOBH IIPABO JOCTYILY JO IUX EIEKTPOHHHUX CIIPAB.

“Sxmo mix yac npuiiMaHHS-TIEpeaBaHHS €JIEKTPOHHMX CHpaB apXiBHHN Miapo3min
YCTaHOBH BUSIBUB HEHOJIIKH, MPaIliBHUK CTPYKTYPHOTO Hipo3/i/ly TIOBUHEH BXKUTH 3aXOMIiB
JUIS YCYHEHHS TaKUX HEJIOJIKIB.

KepiBank anapary
obJacHol nepxkaBHOI agMiHicTpamii
(obJ1acHoV BilicbkoBol agminicTpamii) IOpiii I'peropsix

Lopbontoreo HOTOAHEN G

APOTOKON 3ACINAHKS ENK

o nw/a?.l M W e uﬁgﬁfgéﬁﬁ%? L?s?,&ﬁéyn
1/ ‘/D( o{’3 . l\l‘onona FHK &?? v




Jonatok 1

Jto IHcTpyKntii 3 TOKyMEHTYBaHHS
YIPaBIiHCHKOI iHGOpMaIii B eNEKTPOHHI i
¢dopmi Ta opranxizauii po6oTu 3
€JIEKTPOHHHUMH JIOKYMEHTAMH B
JIIIOBOJICTBI, €IEKTPOHHOTO MIXBiJJOMYOTO
06MiHy B YepHiBenbkiii obnacHii
JIep)KaBHIM anMiHicTpartii)

- IMIACYMKOBI TAHI
001iKy 00CSTy TOKYMEHTOO00Iry
3a mepiof3 . . p.-o0 . . p.
KinbKicTh JOKYMEHTIB
3 HAX
JloKyMeHTH
yCBOTO B eNeKTpOHHii y naneposii popmi
Popnmi IOKYMEHTIB CTOPIHOK
Bxinni ~
Buxinni
BHyTpimHi
Ycworo
KepiBHuK ci1yx0H IiTOBOACTBa Bnacue im’s ITPI3BUILE

Jlata renepariii: .

P




Honarok 2

10 [HCTpYKIiT 3 JOKYMEHTYBaHHS yIPaBIiHCHKOT
inpopmarii B enekTpoHHId ¢opmi Ta opranizauii
pobOTH 3 €NEKTPOHHUMHE JOKYMEHTAMH B
JiTIOBOJICTBI, EIEKTPOHHOTO MIXBLIOMYOro 0OMiHy B
YepHiBenbKil 001acHii gepxaBHiil aaqMinicTpaii)

— YKPATHA

YEPHIBEIILKA OBJIACHA JJEPJKABHA AJMIHICTPAIIIS

Bya. M. I'pywescekoro, 1, M. UepHisui, 58700, ten./dakc: (0372) 55-37-76, Ten. 55-15-89, 51-30-10,
E-mail: oda@bukoda. Eov.uaKo,u €JIPTIOY 00022680

Ne Ha Ne BIJ{




Jonarok 3

no [HcTpyKUil 3 MOKYMEHTYBaHHS ;
yIpaBIiHCHKOI iHQopMalii B eeKTpoHHiH
¢dopwmi Ta opranizanii pobOTH 3 eNeKTPOHHUMH
JOKYMEHTAaMH B JIiIOBOZCTBI, EJIEKTPOHHOTO
MDXKBioM40ro ooMiny B UepHiBenbKiii
obJiacHi#l nepkaBHiil aaMiHiCTpalii)

YKPATHA
YEPHIBEIILKA OBJACHA JEPXKABHA AJIMIHICTPAIIS

PO3MOPSTKEHHS

“« 7 20 p. YepHiBIi Ne
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”

Honarok 4

|

YKPATHA
YEPHIBEIIbKA OBJIACHA JEPXKABHA AJIMIHICTPAIVIS
JTOPYUYEHHS

20 p. YepHniBui Ne
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Honatok 5

|

YKPATHA
YEPHIBEILKA OBJIACHA JEP)KABHA A/IMIHICTPALIIS
AITAPAT

HAKA3

7 20 p. YepHiBui Ne




Honarok 6

10 IHCTpYKILii 3 JOKYMEHTYBaHHS
yIpaBIiHChKO1 iHbOpMarii B €IEKTPOHHIM
¢dopMi Ta oprani3anii pobOTH 3 eJIeKTPOHHHUMH
JTOKYMEHTaMH B JUJIOBOJCTBI, €IEKTPOHHOTO
MiKBiTOM4YOro o6Miny B UepHiBeIbKiii
obmacHiii nep>kaBHil agMmiHicTpartii)

[1Ipi3Buine Ta
BJIaCHE 1M’
0co0OH, 1o

BIAPSAIDKAETHCS

Ilocana

Micue
BIIPSIKCHHS

AKYPHAI
peecTpauii BiapsiiskeHb
Hara i HoMep Hara Hara |IIpi3Buime
HaKazy BinOyTTs | IpUOYTTA | Ta BIAacHe
(PO3MOPSIKEHHS ) iM’s
ocobH, o
3aMiimye




Honarok 7

no IncTpyknii 3 JoKyMeHTYBaHHS
yIpaBiiHChKOi iHdopMarii B €1€KTPOHHIMA
¢dopmi Ta opranizanii poGOTH 3 €IeKTPOHHHUMH
JIOKYMEHTaMH B JIIJIOBOJICTBI, €JIEKTPOHHOTO
MiXBioMyoro obminy B UepHiBenbKii
obmacHiit fep>kaBHii agMminicTpaltii)

INPUMIPHA ®OPMA

€JICKTPOHHOI Ta0/1HM1i HOMEHKJIATYPH cIpaB

CTPYKTYPHOro migpos3aiiy

[Tigpo3min: -

Po3zpin: |

Pik: 20

[Tpotokom EK: Ne BIJl 20

Iniexc copaH 3aroJ0BOK KiHLKiCTI? CIIpaB C’l:pOK Po6oui
CIIpDaBH (TOMIB) 30epiranHs MO3HAYKH

[TizcymMKoBHUH 3anuc
Pazom Tlepeximui ETIK

Ycporo crnipas

_ 3 HHX

KUJIBKICTh CIIPaB MOCTIAHOr0 30epiranus

KiJIBKiCTB CIIPaB TPHUBAJIOTO 30€piraHus ‘

KUTBKICTh CIIPaB THMYAcOBOTO 30epiraHHs

Kpani¢ikosaHi enekTposHi mianucu*

- (keanighixosana
(nocaoa) e1eKmpOHHA (cmamyc)
NO3HAYKa Yacy)

rOJIOBHHH CHEeNiaNicT 20 NiATBEpPIHKEHO

KEpIBHUK apXiBHOTO MiAPO3/iIy 20 IiATBEP/HKEHO
.20 NiATBEPIKEHO

HadaIbHUK Binminy : . .20

* BuMaraiothes KBastiQikeBaHi eNeKkTPoHHI miAnucH 0colH, BiAMOBiAaiLHOT 33 ALIOBOACTBO Y MiAPO3AiNI yKiaAanHs,
AKOIO CcHOpMOBaHO TaONMINO (CKIafieHO HOMEHKIATYPY), KepiBHHKA MiApO3[idy yKTajaHHA Ta BiANOBigaabHOro
(YIIOBHOBaXX€HOT0) MpauiBHHKAa apXiBHOTO MiApo3limy ycTaHOBHU. IlimTBepJKEHHA Ta PEKBI3NUTH NOCamoBOi 0COOH -
i AMHCYBaYa Bi3yali3yloThCA CHCTEMOIO M/l Yac NepeBipKH BiANOBIAHOTO KBali}iKOBaHOTO €IEKTPOHHOTO MiAIHUCY.



Honatox 8

1o IHcTpykIii 3 JOKYMEHTYBaHHS
yIpaBliHCHKOI iHQOpMallii B €JIeKTPOHHIH
¢$opMi Ta opragizariii poOOTH 3 eJIeKTPOHHUMH
JIOKYMEHTaMH B J1JI0BOJCTBI, €JIEKTPOHHOTO
MIDXBiToM40ro ooMiny B UepHiBellbKiii
obnacHii 1epxkaBHilt anMiHicTparii)

NNPUMIPHA ®OPMA
€JIEKTPOHHOI Ta0J/iuIli 3BeeH0i HOMEHKJIATYPH CIPaB YCTAHOBH
Ycranosa:
Pik: 20
[Tpotokon EK: No BiJ 20
ITpotokon EIIK: Ne BiJl 20
Poznin: Binain ginoBosacTsa Ta pob0TH 31 B3epHEHHAMH IPOMaJIsH anapary*
Posiin Inpexc 311;);;}3}3;1( KiJILKiCTI? crpaB C’l:pOK Pob6oui
CIIpaBH (Tomy) (TOMiB) 36epiranns [IO3HAYKU
ITincyMkoBHI 3aruc
- Pazom [Mepexinni EIIK
Ycworo cnpas
3 HUX
KUTBKICTh CIIPAB IMOCTiHHOTO 30epiraHHs
KITBKICTH CTIpaB TPHBANOro 30epiranHs
KIJIBKICTB CIIpaB TEMYacoBOTO 30epiranHs
KparigikoBani enexTpoHHi mignucu**
(keanigixosana
(nocada) eleKmpOHHQa (cmamyc)
NO3HAYKA 4acy)

TOJIOBHHH crienianict 200 NiATBEPLKEHO

KEpiBHHK apXiBHOTO TAPO3IiTy ‘ .20 i ATBEPIKEHO

KEpiBHHK CITykOH J1JI0OBOACTBA L 20 T ATBEPIKEHO

KepiBHuk amapaty : .20 TiATBEPIKEHO

* IHCTpYMEHT (ikcoBaHOTO BinGOpYy AaHHX 3BEACHOT HOMEHKJIaTypH CHOpaB Ui TIOTOYHOTO BimoOpakeHHs (BapiaHTH
Bimbopy: Bci miaposminu, [emaprament 3afednmedenns  goxymeHtooOiry, IOpuawunuMit  JenapTamMeHT).
** BuMmaraloTeCsi kBaliikoBaHI €NEKTPOHHI MiANHCH BiANOBifaMbHOTO (YNMOBHOBAXXEHOTO) MpAliBHHKA apXiBHOTO
HiApO3/iNly YCTaHOBM, SKHM C(OPMOBaHO Tab/HIO (CKIAACHO HOMEHKIATYpY), KepiBHHKA apXiBHOTO Nifpo3jiny
YCTaHOBH, KepiBHHKA C1yXOH AiOBOICTBA Ta KEPiBHMKA YCTAHOBH. [liATBEpMIKEHHS Ta PEKBI3UTH NocagoBoi ocobH -
NignucyBaya Bi3yani3yloThesi CHCTEMOIO Mijl Yac NepeBipkM BiAMOBiAHOTO KBATiikOBaHOTO €IEKTPOHHOTO MiAMKCY.



Jomarok 9
Ito IncTpykuii 3 ZOKyMeHTYBaHHS
yTnpapiiHcbkol iHpopMaii B eJeKTpOHHIH
¢dopmi Ta opraHizauii po6OTH 3 €JIeKTPOHHHMH
JIOKYMEHTaMH B JiJIOBOJICTBI, €JIEKTPOHHOTO
MiXxBioM4oro o6Miny B UepHiBerbKiii

— o6JacHiit nepxkaBHilN aamiHicTpartii)

INIPUMIPHA ®OPMA
JJIsi BHECEHHS JAHHX OIHCY CIPaB B €JIeKTPOHHY TAG/JHII0 CHCTEMH
€JIEKTPOHHOI0 J10OKYMEHTO000Iry

Ycranosa:

[igposxin: Bimnin ginosoactea

Pik: 20

Iporokon EK: Ne BiJ 20 *
IIporoxon EIIK: Ne Bi 20 **

- 3aroJIoBoK N .
Tanexc CIIDABH Hara Hara Kinekicts Crpok Po6oui
CIIpaBH (1 (I)) y y—) NOYaTKy |3aKiHYeHHS | CTOPIHOK 30epiraHHs MO3HAYKH

V ueit onuc BKITFOUEHO _copaB3Ne - moNe -
IIponymeno cnpaBu Ne - 1 -
[epenaHo 3a onrcoM __cmpas

KparigikoBani enexTpoHHi migmuacu***

(keanighixosana
(nocada) eneKmponna (cmamyc)
nosnauka yacy)
TCONOBHHH creijaicT 200 HiATBEPIKEHO
KepiBHMK HiZpO3/AiNny yKIafaHHs* , .20 HiATBEPHKEHO
KepiBHUK apXiBHOTO MiAPO3IiLy 20 0 HiATBEPHKEHO
KepiBHHK clyx0H ninoBojcTBa** .20 HiATBEPIKEHO

* Jlns onuCy Chpas MiApO3ALTy.

** JInst 3BeIeHOTO OMHCY CIpaB YCTAHOBH.

*** Jln1a 3BEAEHOrO ONMHCY CIpaB YCTAHOBH BHUMAraloThCs KBajlidikoBaHi eJeKTPOHHI MiAMHCH BiANOBiAANBHOTO
(YTIOBHOBR)XEHOTO) TIPALiBHMKA APXIBHOTO WiApO3AlIy YCTaHOBH, SKWM c(hOpMOBaHO Tabnuio (CKIajeHO OmMHC),
KepiBHHKa apXiBHOro MiApO3/iiy YCTAHOBH Ta KepiBHHMKa ciyxOHW ALT0BOACTBA, J{nsi ONMHCY CMpaB MifpO3AiTy
BHMararmoTecsl KBajiikoBaHi eeKTPOHHI miamucH oco0H, BiAMOBiAANBHOI 3a AINOBOACTBO Y MiApO3LiNli yKnajaHHS,
Akolo chopMoBaHo TabnHLo (CKJIaJeHO OMUC), KepiBHUKA apXiBHOTO MiApO3Aily YCTAHOBH Ta KEpiBHMKA MiApO3miy
yiaaganus. [linTBepIKeHHEA Ta PEKBI3MTH [0CanoBoi ocobU - nianucyBaya Bisyalli3ylOThCs CHCTEMOIO MiA Hac
NepeBipKH BiAMOBiAHOTO KBai(hikOBAHOTO eMEKTPOHHOTO MiqMHICY.



Honatok 10
Jo IHCTpyKii 3 ROKyMEHTYBaHHS
YIPaBIiHCHKOI iHpopMarii B eIeKTPOHHIH
- ¢dopMi Ta opranizamnii poOOTH 3 €JIEKTPOHHUMHU
JIOKYMEHTaMH B JIIIOBOACTBI, €JEKTPOHHOTO
MixBigomMaoro oominy B UepHiBeUbKii
obJacHiit nepxaBHiit aqMiHicTparrii)
NPAMIPHA ®OPMA
IJIS BHECEHHS JaHHX aAKTa NP0 BHIIYYeHHH )i 3HHIEHHA JOKYMEHTIB
B €JIeKTPOHHY Ta0/JIMII0 CHCTEMH €JIEKTPOHHOI0 J0KYMEHTO000Iry

AKT
PO BHJIyYEeHHS 1S 3HHIICHHS JOKYMEHTIB

Howmep akra:

Jara akra: 20

YcraHoBa:

[ligpo3nin: [ligpo3ain ykiaagaHHs

Iligcrana:

npotokon EIIK: Ne BiJ 20

Innexc 3aroJIoBOK Jara Jarta KinpkicTh Crpok PoGoui
CIpaB¥ | CripaBH (TOMY) | TOYATKy |3aKiHUeHHS | cmpaB (TOMiB)| 30epiraHHs | MO3HAYKH

Pa3zoM 1o 3HuIIEHHS __cmpaB3a20 —20_ pik
KinbkicTh 1OKyMeEHTIB (cnoBamm)
[puiiMansHO-31aBaJIbHA HAKJIATHA: Ne BiX 20 %
Meroz 3HUIIEHHS BUJAICHHS 3 0a3u JaHUX

KBani¢ikoBaHi eJIEKFPOHHI MIANUCH

(keanighixosana
(nocaoa) e1eKmpoHHa (cmamyc)
no3Hayxka yacy)
TOJIOBHMH crnemiamicT** .20 HiATBEPIKEHO
TOJIOBHUH cnemiamicT*** s .20 NiATBEPIKEHO
KEpiBHUK MipO3ALTY YKIaIaHHS .20 TiATBEPHKEHO
KepiBHHUK CIIy)XOH JiI0BOJCTBA .20 HiATBEPIKEHO
KepiBHuk anapaty 20 HiATBEPIKEHO
TOJIOBHH CHiemiamicT***** .20 HiATBEPHKEHO

* HeoboB’s13k0Be mosie.  _

** Ocoba BiAnoBiganbHa 32 MiIOBOJCTBO Y MiAPO3ALII yKIagaHH, KO COPMOBaHO TabIHLEO (CKIAACHO aKT).
*** [TocamoBa ocoba, sika MPOBOJMIA EKCIIEPTH3Y LiHHOCTI.

**¥* KepiBHUK yCTAHOBH.

*kkkk Ocoba cnyx6u iHpopMaUiifHIX TeXHOJNOTIH, fAka 3HUmMNA (y pa3i HaABHOCTI KBalihikOBaHOr0 €JEKTPOHHOTO
migmucy).





