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IHCTPYKUIA

Npo NOpSAAOK BefeHHS 06NiKy, 36epiraHHA, BUKOPWUCTAHHA | 3HULLEHHS
JOKYMEHTIB Ta IHWMX MaTepiasibHUX HOCITB iH(hopmauii, Wwo MiCTATb CyX60BY
iH(hopmauito, y XMenbHUUbKIN obnacHin pagi

3arajibHa yacTuHa

1. La IHCTpyKUia BM3HaYae e4nMHi BUMOTU O BefeHHs 00MiKy, 30epiraHHs,
BMKOPUCTAHHA | 3HULLEHHA AOKYMEHTIB Ta iHWMX MaTepianbHUX HOCITB iH(opmMauil
(pani - OOKyMeHTM), WO MICTATb Cnyx6oBy iH(opmauito, 3ibpaHy nig uyac
NpoBagXeHHsA onepaTUBHO-PO3LLYKOBOT, KOHTPPO3BiAYyBaNbHOI AiANLHOCTI, AIAIbHOCTI
y cepi 0O60pPOHM [AepkaBW, Ta iHWY CAyX60BYy iH(opmauito (gani - cnyxx6osa
iHthopmauis), B XMenbHULLKIN 0bnacHii pagi.

2. B ycTaHOBi YTBOPKETHCA KOMiCi 3 NuUTaHb pPoOGOTM i3 CNY>XO0BOHO
iHpopMaLi€to, sika NOCTIMHO i€, MONOXEHHA MNP0 AKY Ta CKaj K0T 3aTBEPIKYHTbCA
BiANOBIAHMM PO3NOPALXKEHHAM ro10BKN 061aCHOT pagu.

3. OCHOBHMMW 3aBfaHHAMW KOMICii 3 nNuTaHb po6OTU i3 CNY>K6OBOKO
IH(opmaLieto €:

CKNafieHHA Ha MifgcTaBi NPono3uUin CTPYKTYPHUX Nigpo34iniB ycTaHOBM Ta 3
ypaxyBaHHAM BMMOTI 3aKOHOZaBCTBa Nepesiiky BifJlOMOCTeN, WO CTAHOBMATb C/Y>K60BY
iHbopmauito (gani - nepenik BigOMOCTeR), | NoJaHHA WMOro Ha 3aTBEPMKEHHS
KepiBHMKOBI YCTaHOBM;

nepernsg AOKYMeHTIB 3 rpudom «[ns cny>X60BOro KOPUCTYBaHHS» 3 METOHO
/ioro MiATBepAXeHHs a60 CKacyBaHHS;

PO3rnsag AOKYMEHTIB 3 rpugom « s cnyK60BOro KOPUCTYBaHHA» Ha npeamet
BCTAHOB/IEHHS B HUX BiJOMOCTEN, WO MICTATbL BiAKPUTY iH(opMaLito, AKa MoXe ByTu
BMKOpMCTaHa nif yac onpautoBaHHs 3anuTiB Ha Ny6aivHy iHpopmaLito;



po3cnifyBaHHA Ha NiAcTaBi pPillleHHA KepiBHMKA YCTaHOBM (DaKTIiB BTpaTu
OOKYMEHTIB 3 rpuom «ns cny>xK60BOro KOPUCTYBAHHSA» Ta PO3roJIOLLIEHHS
cny>x60B0T iH(hopmaL,ii;

PO3rnsag NUTaHHA WOALO MPUCBOEHHA rpuda «4ns cny>K60BOro KOPUCTyBaHHS»
NOKYMEHTaM, WO MICTATb CNYXO00BY iH(opMauito, ska He nepefbavyeHa nepenikom
BiJOMOCTEN, 3a NoJaHHAM 0Ci6, AKi NiANUCYOTb TaKUl OKYMEHT;

BMBYEHHS Ta NPOBeAeHHA OLiHKN MaTepianis, 3 AKUMMW MNAHYETLCA O3HANOMUTU
iHO3emUiB abo AKi 6yayTb TM nepesaHi.

[0 cknagy KoMicii 3 nuTaHb po60oTK i3 CNY>XXO0BOK IHPOPMALLIEH BKNHOYAKOTHCS
npauiBHMKN CTPYKTYPHUX Nigpo3Adinis BUKOHABYOro anapaty paau, B AKUX
CTBOPHOETLCA CYX60Ba iHhopMaL,is.

[0 cKnagy KOMICIA, YTBOPEHMX 3a HanpsMamu [OisSNbHOCTI  YCTaHOBW,
BK/IHOYatOTLCA KBaslihikoBaHI npauiBHUKK 3 BI4MOBIAHUX HANPAMIB AifANbHOCTI.

4. Mepenik BIOMOCTEN CKNafaeTbCsA YCTAHOBOK BiANOBIAHO [0 BMMOT YaCTUHU
Apyroi cTatTi 6 Ta cTarTi 9 3akoHy YKpainum «[Mpo goctyn go ny6nidyHoil iHhopmaii»,
3aTBepPKYETLCA KEPIBHUKOM YCTAHOBM Ta ONPWUIOAHIOETLCA Ha 1T oiyitHOMYy Beb-
caWTi, a 3a BIICYTHOCTi TaKOro Be6-canTy - B iHLWMWIA NPUAHATHUIA cnocio.

5. TpauiBHUKN, SKUM [OPYYEHO OnpauboBYBaTW AOKYMEHT, WO MICTUTb
cny>k60oBy iH(opMmaLito, BU3HAYaOTLCA KePiBHUKOM YCTaHOBW, MOro 3acTynHUKaMMU,
KepiBHMKaMM CTPYKTYPHUX MiAPO34iNiB y pe3osnouil 40 TaKoro AOKyMeHTa.

UneHn NOCTINHUX abo TUMYacOBMX KOHCY/MbTATUBHUX, AOpafyuMx Ta iHLWMX
LOMOMIXHMX OpraHiB ycTaHOBW, AKi He € Ti mpauiBHMKaMW, MOXYTb MpautoBatu 3
JOKYMeHTaMW, WO MICTATb CNYy)K60BY IH(hOpMaLit0 Ta BUHOCATHCA Ha po3rnag
BIAMNOBIAHOr0 opraHy Ha nigcTasi pe3ontoLil MOro KepiBHUKa.

6. OpraHi3auiss B ycTaHOBi po60TW 3 AOKYMEHTaMM, WO MICTATb CNyX60BYy
iHpopMaLito, NOKNagaeTbCs Ha BifdiNn AOKYMEHTaLiAHOro 3a6e3neyeHHs.

O6nik, QopmyBaHHA cnpaB, 36epiraHHA Ta BWKOPUCTAHHA [JOKYMEHTIB
3BigMiTKaMn «Jlitep «M», «Jlitep «K» Ta «Cl» npoBagAaTbCs CTPYKTYPHUMM
nigposginamy abo nocagoBumm ocobamu, BigMoBifaNbHUMW B YCTaHOBI 3a
MobinizauinHy po6oTy abo poboTy 3 LOKYMEHTAMU 3 NUTaHb CrewianbHOT iHhopmMaLii.

KepiBHUKM CTPYKTYPHUX Migp0o34iNiB 34INCHIOTL KOHTPO/b 32 AOTPUMAHHAM
NopAAKY MiAroTOBKM AOKYMEHTIB 3 rpudoM «[ns cny>X60BOro KOPUCTYBaHHS», TX
36epiraHHsa i BAKOPUCTaHHS.

7. Bipgain pokyMmeHTauiiiHOro 3abesneyeHHs O03HAWOM/IOE MpauiBHUKIB
CTPYKTYPHUX MiApO3A4iniB, aTakoX YNeHiB 3a3HaYeHUX Y NYHKTI 5 wiel IHCTpyKuiT
OpraHiB 3 IHCTPYKLIED YCTaHOBM MNPO MNOPAAOK BeAeHHA 006/iKy, 36epiraHHs,
BMKOPUCTAHHA | 3HULLEHHA AOKYMEHTIB Ta IHWWX mMaTepiaibH1UX HOCIIB, WO MICTATb
cny>60BYy iHhopMmauito (gani - IHCTPYKLiS yCcTaHOBK), Nig po3nuc.



8. loKyMeHTaM, LLLO MICTATb CNY>XX60BY iHpopMaLito, MPUCBOKETLCA FPUM «ns
CNy>X60BOro KOPUCTYBaHHS». Ha JOKyMeHTax, WO MICTATb CNY>XXO0BY iH(opMaLito 3:

MOGini3alLinHMx NuTaHb, AOAATKOBO NPOCTABNSETLCA BigMITKA «JliTep «M»;

NMUTaHb KPUNTOrpagivyHoro 3axucty cnyXo60Boi iHhopmauil, - BigMiTKa «Jlitep
«K»;

NUTaHb creyiasbHOT iHopmauii, - BigmiTka «Cl».

Karteropii [OOKYMeHTIB, Ha $KWUX MNPOCTaBNAETbCA BigMiTKa «JliTep «K»,
BM3HA4aTbCA HOPMaTUBHO-MPaBOBMUMM akTamu AAMiHICTpay il Jepxcnewus3s'asKy.

9. MMwuTaHHA WOAO HeOOXiAHOCTI MPUCBOEHHSA [AOKYMeHTY rpuga «Ans
CNy>K60BOro KOPUCTYBaHHA» BUPILLYETLCS BMKOHaBLEM abo MocagoBo 0C060t0, sKa
nignucye LOKYMEHT, BiAnoBigHO [0 Nepeniky BifOMOCTeil Ta 3 LOTPUMaHHAM BMMOT
YyacTUHWM Apyroi ctatTi 6 Ta cTaTTi 9 3akoHY YKpaiHu «[po goctyn Ao ny6niyHoT
IHopMmaL,ii».

10. 0 NPURHATTA pilleHHA NPO NPUCBOEHHA [OKYMEHTY rpuda «ns
CNy>K60BOro KOPUCTYBaHHA» 0CO6U, 3a3HayeHi B MyHKTI 9 Wi€l IHCTPYKLIT, NOBUHHI:

1) nepeBipuUTU, UM HANEXUTb iHOpMaLlisf, AKY MICTUTb JOKYMEHT, 40 KaTeropin,
BM3HAUYEHNX Y YaCTUHI NepLlin ctatTi 9 3akoHy YKpaiHu «[Mpo goctyn ao nyo6nivyHol
IHopMmaLii»;

2) BCTAHOBUTW, YN HaNIEXMUTb BIAMOBIAHA IHPOpPMaLLis [0 Takol, 4OCTYN 40 AKOT
3rifHO i3 3aKOHOM He MOXXe 6YTU 0OMEXEHO, B TOMY YUCAI LWNSXOM BiAHECEHHS Ti A0
cny>k60BOT iH(hopmaL,ii;

3) nepeBipUTM [OTPUMAHHA CYKYMNHOCTI BMMOr, MepeadavyeHnx YacTUHOH
APYroto cTatTi 6 3aKoHy YKpaiHu «[po goctyn Ao ny6niYHOT iHhopmaLii».

B okpeMux BMnagkKax MUTaHHA LWO40 HEOOXiAHOCTI MPUCBOEHHS LOKYMEHTY
rpudga «ns cny>Kb0Boro KOPUCTYBaHHA» MOXe OYTU PO3rNAHYTO KOMICIEK 3 NUTaHb
poboTn i3 CcnyX60Bok iHopMalietd 3a MNoJaHHSM MocajoBOl 0cobu, fKa
nignucysaTume LOKYMEHT.

11. 3ab6OpPOHAETLCA BMKOPUCTOBYBATWU AN nepefadi cny>x60Boi iHhopmauii
BIAKPUTI KaHann 3B'A3KY.

Y pasi BUHMKHEHHS HeobXigHOCTI B nepegadvi (HaAcwnaHHi) AOKYMEHTIB, WO
MICTSTb CNYXX60BY iH(pOpMaLLito, OPUANYHMM 0Cc06aM, rpoMaCbKMM 06'€aHaHHSAM 6e3
cTatycy HpUANYHOT 0CO6U Ta (i3UYHMM 0cobaM, Ha AKMX He MOLUMPIOKOTLCA BUMOTHU
Lier IHCTpyKUii, oCTaHHI 6epyTb Ha cebe nKUCbMOBE 3000B'i3aHHS CTOCOBHO
HepPO3ro/IOLLEHHSA OTPMMaHOT CNY>K60BOT iH(hopMaLiT.

KepiBHUKY OpMANYHUX OCib, rpomMaficbKux 06'eHaHb 6e3 cTaTyCy HpPUANYHOI
0coby Ta (Pi3nYHi 0COOWM 3a PO3roJIOWEHHA CNYy>XX60BOT iH(oOpMaLiT HecyTb
BiAMOBIAaNbHICTb BiAMOBIAHO 40 3aKOHY.



12. BignosiganbHiCTb 3a oOpradisayito Ta 3abesneyvyeHHA [OTPUMaHHA
B yCTaHOBax NopsAAKY BefleHHS 00/iKy, 36epiraHHA Ta BUKOPUCTAHHA LOKYMEHTIB, L0
MICTATb CY>X60BY iH(POPMaLLito, MOKIAAAETHCA Ha TX KepPiBHUKIB.

Ocobu, BWHHI Yy TMOPYLIEHHI NOPSAAKY BefleHHS 06/ikKy, 36epiraHHs,
BMKOPUCTAHHA | 3HULWEHHA AOKYMEHTIB Ta IHLWWX MaTepianbHUX HOCITB iH(hopMaLiT,
WO MICTATb CNYy>X60BY iH(opMayito, X BTpaTi abo PpO3rofiolweHHi Ccny>60BOi
iHpopMmauil, Wo B HWUX MICTUTLCA, MPUTATYIOTLCA A0 AMCUUNIIHAPHOT abo iHLWOI
BiANOBiAaNbHOCTI, NepeabavyeHOl 3aKOHOM.

13. Mg 4yac poboTn 3 [OKYMeHTamu 3 rpudom «ns cnyx6oBoro
KOPUCTYBaHHS» 3aCTOCOBYHOTbLCA MOMIOXKEHHS TUMOBOT IHCTPYKLIT 3 AiNoBOACTBA Y
LleHTpa/lbHUX OpraHax BMKOHaBYOl Bnaau, Pafi miHicTpiB ABTOHOMHOT Pecny6niku
Kpum, micueBux opraHax BWKOHABYOI BfaaW, Ta HaLiOHa/IbHUX CTaHAapTiB, LWO
PernameHTyOTb MOPSALOK CKMafeHHA Ta O(OPMJIEHHSA OpraHisayiiHo-po3nopagyumx
LOKYMEHTIB.

CTBOpPEHHS,  BiAMpaBNeHHs,  MepefaBaHHs,  OfepXaHHs,  36epiraHHs,
06PO6BNEHHS, BUKOPUCTAHHS Ta 3HULLEHHS €NIEKTPOHHUX AOKYMEHTIB 3 rpudom «/ns
CNy>X60BOr0  KOPUCTYBaHHS» B YCTaHOBax 3AiCHIOETbCS BiANOBIAHO [0 BMMOT
3aKOHO/[]aBCTBA, LWIO Perynte NUTaHHA poboTU 3 eNeKTPOHHMMWU AO0KYMEeHTaMK Ta
MUTaHHSA €NeKTPOHHOIO JOKYMEHTOOOIrYy.

14. BuKopuCTaHHS iHopMaLiAHUX, TeneKoMyHikauiinHux, iHdopmaliiHo-
TENEKOMYHIKaLinHMX CUCTEM 4YM 3ac06iB KOMit0Ba/IbHO-PO3MHOXYBaNbHOI TEXHIKN,
O 3aCTOCOBYHTLCA Mif 4vac 06pPOOKM cny>K60BOT iHopMaLil, 34IACHIOETLCA Ha
nigcrasi po3nopsgyYoro AOKYMeHTa KepiBHMKa YCTaHOBM 3 [AOTPUMAHHAM BUMOT
3aKOHOAABCTBa Y chepi 3aXMUCTy iH(opMaLLil.

15. OcobnmBocTi BefeHHA 006niKy, 36epiraHHs, nepefdadvi, nepecunaHHs,
TPAHCNOPTYBaHHA |1 3HULLEHHA [OKYMEeHTIB 3 BiAMITKOW «JliTep «K», 3acobis
KpuntorpaiyHoro 3axucty cny>x60BOi  iH(opmMauil, KIHYOBUX [LOKYMEHTIB,
HOPMaTMBHOI,  TexXHIYHOT  (ekcnnyaTauiHO)  JOKYMeHTauil  BM3Ha4arTbCH
HOpPMaTUBHO-NPaBOBMMW akTaMun AAMiHICTpauil epxcnew3s'asKy.

16. Y pasi niksigauii yCTaHOBM pilleHHA NpO nofasblle KOPWUCTYBaHHSA
NOKYMEHTaMn 3 rpucom «ns cny>kK60BOro KOpUCTyBaHHS» MPUAMAE nikeigauinHa
KOMicis.

17. [ep>aBHi apXiBHi YyCTaHOBM HajalTb KOHCY/NbTaLUiiHy Ta MeTOAUYHY
[0MoMOry 3 nuTaHb AiNI0BOACTBA CTOCOBHO [AOKYMEHTIB, WO MICTATb CNYyX60BY
iH(opmaLito, NiAroTOBKKM crnpas [0 NepefaBaHHA Ha apxiBHe 36epiraHHs.



MpuiiMaHHA Ta peecTpaLis 4OKYMEHTIB

18. TMpuiiMaHHA Ta peecTpauis LOKYMEHTIB 3 rpudom «[ns cnyxx6oBoro
KOPUCTYBaHHS», KPiM [OKYMEHTIB, 3a3HayeHuMX B ab3aui Apyromy LbOro MyHKTY,
30iNCHIOETLCA LIeHTpani3oBaHo CnyX60t0 AiN0BOACTBA.

MMopafoK NpUMaHHA Ta peecTpauii LJOKYMeHTIB 3 rpudom «ns cny>k6080ro
KOPUCTYBaHHA», AKI MICTATb BIAMITKM «J1iTep «M», «JliTep «K», «Cl», BU3Ha4a€ETbCA
IHCTPYKLIEH YCTAaHOBMW.

19. Y pasi Hagxo[KeHHA Yy Hepoboumi 4Yac KOHBepTiB (MakoBaHb)
3 JOKYMeHTamMu 3 rpugom «ns cny>xk60BOro KOpuCTyBaHHSA» BOHW MPUIAMAKOTLCA
4YeprosMM MNpauiBHUKOM YCTaHOBU, KW, He PO3KpMBarOUM, nepegae ix HaCTYMHOro
poboyoro AHs A0 cnyx6w ainoBoAcTBa Mif PO3NUCKY B XYpHani 06/MiKy KOHBEPTIB
(makoBaHb).

20. 3a60pOHAETLCA AOCTaBMATM Y HEPOOGOUMIA Yac AOKYMEHTU 3 rpugom «ans
CNy>X60BOro KOpPUCTYBaHHSA» B YCTaHOBW, B AKUX He nepefpbayveHe uinopobose
YepryBaHHs.

21. BXxigHa KopecnoHAeHuis 3 rpudom «Ansa cny>K60BOro KOpMUCTYBaHHSA»
PO3KPMBAETLCA NPaLiBHUKOM CNy>6u AinoBOACTBa, BigMnoBijaNbHMM 3a fiNn0BOACTBO
CTOCOBHO JOKYMEHTIB, L0 MICTATb CNYy>X60BY iH(opmaLito. Mpu uboMy MnepeBipAeTbLCA
BIANOBIAHICTb Ki/IbKOCTI apKywWwiB, MPUMIPHWKIB, AOAATKIB L0 AOKYMEHTIB Ta iX
peecTpauinHnX iHAEKCIB 3a3Ha4eHUM Ha KOHBepTi (NakoBaHHI) Ta y CynpoBifgHOMY
JICTI.

22. Y pasi BefleHHS OKpeMOT peecTpaLlii AOKYMEHTIB 3 rpudioM «ns cny>6080ro
KOPUCTYBaHHA» 3 MO6iNizayiiHMX nuTaHb, 3 MUTaHb KPUNTOrpagiyHOro 3axmcry
cny>k60B0i iHpopmaLil Ta 3 NUTaHb crewlianbHOT IHPopMaL il KOHBEPTU (MaKoBaHHS)
3BigMmiTKamun  «Jlitep «M», «Jlitep «K» Ta «Cl», W0 Haginwnm [o cnyxou
LINOBOACTBA, NepesatnTbCA HEPOSKPUTUMWN CTPYKTYPHUM NiLPO34inaM 4m nocagoBum
ocobam, BignoBifasbHUM 3a BMKOHaHHA BigNOBIgHMX BWUAIB po6IT B yCTaHOBI, Nij
PO3MUCKY B XXYpHani 061iKy nakeTiB (NakoBaHb) i3 3a3HAYEHHSAM AaTu X OTPUMaHHS
Ta NPOCTaB/EHHAM MeYaTKn «[14 nakeTiB».

23. 3a BiACYTHOCTI BKNafeHb abo MOPYLUEeHHS TX LificHOCTI (HeBiAMOBIAHOCTI
KINIbKOCTI apKyLliB, AOAATKIB A0 AOKYMEHTA), MOLKOLXKEHHA KOHBepPTa (MakoBaHHS),
O MPM3BENIO A0 YHEMOX/IUB/IEHHA NPOUYNTAHHA TEKCTY AOKYMEHTa ab0 MOXX/MBOrO
HeCaHKLiOHOBAaHOr0 03HAWOMJ/IEHHS 3 MOr0 3MIiCTOM, a TaKOX HeBif4noBigHOCTI
peecTpauiiHoro IiHAEeKCYy [JOKYMeHTa 3a3HauyeHOMY Ha KOHBepTi (MakKoBaHHi),
OOKYMEHT He peecTpyeTbcA. [pu UbOMY CKIafaeTbCA aKT 3a (DOPMOI0 3rifHO Yy ABOX
NPUMIPHMKAX, OAWH TMPUMIPHUK AKOr0 pa3oM 3 OTPUMaAHMMWU  [OKYMeHTamu
HalCUNaeTbCA BIiANPaBHWKOBI, APYrvui 36epiractbCca Yy Biafdini AOKYMEHTaLUiAHOro
3a6e3rneyeHHs.



24. HapicnaHi He 3a agpecol AOKYMeHTU 3 rpudom «[ns cnyx60Boro
KOPUCTYBaHHS» NOBEPTAlOThCA BiNpaBHUKOBI 6e3 iX po3rnsay.

25. Mip yac peecTpauyii BXigHOro AOKyMeHTa 3 rpudoM «[ns cny»60Boro
KOPUCTYBaHHA» Ha NepwoMy MOro apkyli Big pyku abo 3a [ONOMOrow Lwrtamna
BIALINOM  OOKYMEHTaUiHOro  3abe3neyvyeHHs MNPOCTaBAAETbLCA  BigMIiTKA  Mpo
HaAXOKEeHHS i3 3a3Ha4YeHHAM CKOPOYEHOro HaiMeHyBaHHSI YCTaHOBW - Ofiep)KyBaya
[JOKYMeHTa, peecTpauinHoro iHaekcy, fatu (y pasi TepMiHOBOrO BUKOHAHHS - TOAUHU
| XBUNIMHWN) Ofep>KaHHA JOKYMEHTa.

Y pasi HaAX04KeHHA KOHBepTa (MakoBaHHA) 3 BigMiTKamu «J1itep «M», «JliTep
«K» Ta «Cl» (y pasi BefeHHsi oKpemoil peecTpayil AOKYMeHTIB 3 MOO6ini3ayiitHmx
MUTaHb, 3 NUTaHb KpUNTOrpagivyHoOro 3axmcty cnyX60BoT iH(opmauii Ta 3 nNuTaHb
cneuianbHOT iH(opmauil), a TakoX 3 BigMiTKO «OcobucTo» BigMiTKa Mpo
Ha[XOMKEHHS MNPOCTaBNSETLCA 6Ge3nocepelHb0 Ha KOHBEPTI (NakoBaHHI) i3
3a3Ha4YeHHAM MOPSAKOBOro HoMepa KoHBepTa (MakoBaHHA) 3a >XYpHanoMm 067Ky
KOHBepTiB (NakoBaHb) Ta AaTu NOro ogepxaHHs.

26. O6NiK eneKTPOHHUX HOCITB iH(opMaLii, KHUT Ta IHWWUX BWUAAHb, SIKI €
fogaTkamyM A0 BXIAHOrO CynpoBigHOro nuMcTa, BeAeTbCs OKPEMO Bif BXIAHUX
[JOKYMeHTIB. Ha cynpoBigHOMY NUCTi, AKWIA [ONyYaeTbCA A0 BigNOBIAHOT Cnpasu,
BIiAAINOM [OKYMEHTaLiMHOro 3abe3neyeHHA MPOCTaBMATLCA HOMep 061iKOBOI
(hopmn, NOPSAAKOBUIA HOMeEp | AaTa B3ATTA fofAaTKa Ha 06/iK.

27. PeecTpalia BXiAHUX, BUXIAHUX Ta BHYTPILWHIX AJOKYMEHTIB 3 rpudom «ns
CNy>X60BOr0 KOPUCTYBaHHS» 34INCHIOETLCH OKPEMO Bif AOKYMEHTIB, AIKi He MICTATb
Cny>X60BYy iH(hopmaLito, 3 LOTPUMAHHAM BUMOTM LWOA0 OAHOPA30BOCTI peecTpauii.

Mpyn UbOMY [0 peecTpayiiHOro iHAEeKCY JOKYMeHTa Ao4aeThes BigMiTKa «JCK»,
Hanpuknag:

«02/01-23 ACK; 123 ACKb».

Ha gokymMeHTax 3 M06ini3auiiHMX nNUTaHb Ta 3 MUTaHb crewlianbHOT iHhopMaLit
nepea peectpayiiH1M iHAEKCOM MPoCcTaBnseTbCA BiagMiTKa «M» abo «Cl», Hanpuknag:

«M/02/01-23 [ICK; a60 CI/123 [ICK».

BuxigHOMy cynpoBifHOMY IUCTY Ta KOXXHOMY 404aTKY 40 HbOr0 NMPUCBOHETLCS
BMIaCHUI peecTpauinHnin iHaeKc.

BxigHoMy cynpoBigHOMY NUCTY Ta fofaTKaM A0 HbOrO Ha MarnepoBMX HOCISAX
MPUCBOIETLCS- OAMH HOMep. Ha KOXHOMY A0AaTKy Ha NuLbOBOMY 60Li nepuoro
apKyllia NPOCTaBNAETLCA BiAMiTKa, HanpuKnaa;

«[o Bx. 02/01-23 ACK Big 01.09.2016.

Ha popaTkax, WO MignsaraloTb MOBEPHEHHIO, Taka BigMiTKa MPOCTaBASETbCS
Ha 3BOPOTHOMY 60Li OCTaHHLOIO apKylla JOKyMeHTa.



CynpoBigHWiA NNCT, WO Mae NPUMITKY «6e3 fojaTtka - BigkpuTta iHhopmauis»,
TaKOX PEeCTPYETLCSA B peecTpaLiiHuX hopmax, L0 BUKOPUCTOBYIOTLCS 415 peecTpail
[JOKYMEHTIB, L0 MICTATb CNyX60BY iHopmaLito.

28. PeecTpauis AOKYMEHTIB 3 rpudom «[Ansa cny>X60BOro KOpUCTYBaHHSA»
3[IMCHIOETLCA B XKYpHanax 3a JopMoto 3rifHo 3 gogatkamu 3 i 4.

29. ETanm nNpoXOo4KeHHA [OOKYMEHTIB 3 rpuom «[ns cny>60B0oro
KOPUCTYBaHHA» B YCTaHOBI BifobpaxatoTbCsA Y peecTpauinHii qopmi (OKypHani).

O6niK BUAaHb 3 rpudomM «na cny>x60B0ro KOpUcTyBaHHS»

30. Twupax BuAaHHS 3 rpudom «[na CNy>X60BOr0  KOPUCTYBaHHS»,
NiAroTOBMEHNIA B YCTaHOBI, 06/MiKOBYETHLCS 32 OAHMM NOPSAAKOBUM HOMEPOM Y XYpPHani
3a (DOpMOIO 3rigHO 3 4OAATKOM 6.

31. BigmiTKa nNpo A0A4aTKOBO HaApyKoBaHi MPUMIPHUKW BUAAHHA POBGUTLCS
Y XYypHani, e BOHW peecTpyBanmncs Bheplle, i3 MPOAOBXEHHAM X Hymepauii Bij
OCTaHHbLOro HoOMepa NPUMIpPHUKA TaKoro BUAAaHHS.

O6/1iK e/IEKTPOHHUX HOCITB iH(hopmay,ii

32. O6NniK eNleKTPOHHMX HOCIIB iH(opMaLil (KOPCTKUX i THYYKUX MarHiTHUX
[ANCKIB, KaceT Ta 0606iH 3 MarHiTHOK CTPIYKOH, AWUCKIB AN NasepHUX CUCTEM
34MTYBaHHA, HEBIA'EMHOT YaCTUHM MOAYNIB (hiew-nam'aTi TOLWO), Ha AKI NaHyEeTbCA
3anucyBatn  CNy>X60By iH(opmauito, BefeTbCca  Biff4inom  AOKYMeHTaLiliHOro
3abe3rneyeHHs y XypHani 3a popMoto 3rifHo 3 4OAATKOM 7.

33. Ha 3axucHiin 060/10HLi eNeKTPOHHOro Hocis iHopmayii (nniacTMacosii
Kancyni rHy4ykoro MarHiTHoOro Amcka, Kaceti abo 606iHi 3 MarHiTHOK CTPIYKOM, Ha
BEPXHbOMY 60Li AucKa A8 fla3epHUX CUCTEM 34YMTYBAHHA, HEBIA'€EMHIA 4YacTUHI
Kopnycy Moaynis rew-nam'aTi TOLWO) 3a3Ha4yar0TbCH HalMMeHyBaHHSA YCTaHOBW,
061iKOBUIN HOMEP i AaTa B3ATTA Ha 06/1iK eNeKTPOHHOI0 Hocis, rpud «4nsa cny>x60Boro
KOPUCTYBaHHA».

34. O6NiKOBUIA HOMEP XXOPCTKOr0 MarHiTHOro AMcka 3a3HauyacTbcs Ha eTUKETL,
0 HAKNeleTbCS Ha ioro Kopnyci a6o Ha onnoMGoBaHOMY KOpMyci 6/0Ka uu
MPUCTPOLO, B AKOMY BiH PO3MIiLLLyEThCS.

35. HaknetoBaHHA Ha eNeKTPOHHUI HOCIW iHhopMaLii eTUKETOK 3 06/1iKOBUMM
HOMepamu, 3a3HavyeHUMM y nyHKTax 33 i 34 uiel IHCTPyKUii, 34INCHIOETLCA Y CMNOCIO,
AKUA BUKNHOYAE MOXUBICTb PO3BMpPaHHA NPUCTPOID 6e3 MOLIKOLXKEHHSA ETUKETKU, Ti
HEMOMITHOro BMAaneHHs (3MiHWN) abo NepeHeceHHs Ha iHLWWIA HOCI iHpopmaLil.



36. 3a60pOHAETLCA 3anmMcyBaTu CNyXK60BY iHPOPMaLit0 Ha eNeKTPOHHNIA HOCIH
iHopmaLiT, He BHECEHWNIN A0 XXYpHaNy 06/1iKy eNeKTPOHHUX HOCITB iH(opMaLii, Ha AKi
NNaHYeTbCA 3anncyBaTu Cny>X60BY iHhopMaLito.

37. T'pugp «ns cny>kboBOro KOpUCTyBaHHS» 306epiracTbCsi 3a €NeKTPOHHUM
HOCIEM iH(hopMaLiT 0 MOMEHTY Oro 3HULLEHHS.

38. 3amiHa eneKTPOHHOro HociA iHgopmauil 3 rpudom «ns cnyx6080ro
KOPUCTYBaHHA», AKWMIA BUILLOB 3 nagy nif vac 4ii rapaHTiHOro CTPOKY, NPOBajnTLCS
NpeACTaBHMKOM opraHisauil, Wo 34iNCHI0E rapaHTiiiHe 06CNYroByBaHHSA, TiflbKK
Yy NPUMILLEHHI YCTAHOBM Ta Y NPUCYTHOCTI MpayiBHMKA, SKOMY TakWil HOCI BUAAHO
B YCTAHOB/IEHOMY NOPSAAKY. 3a3HayeHUin HOCIN 3anMLWAETbCA Y  PO3MOPAMLKEHHI
YCTaHOBW A/19 NOAA/bLLIOTO 3HULLEHHS.

3amiHa eneKTPOHHOro Hocia iHgopmauii 3 rpudgom «Anda cny>6o0Boro
KOPUCTYBaHHS», WO BUIALWIOB 3 nagy nif 4vac Ail rapaHTiiHOro CTPOKY, B iHLIOMY
NopsAAKY He J03BONAETLCA.

39. PeMOHT 6/110Ka YM NPUCTPOIO 3 eIEKTPOHHUM HOCIEM iHhopmauii, Wo Mae
rpud «4ns cny>60Boro KOPUCTYBaHHSA», NMPOBOAUTLCA B YCTaHOBI Yy MPUCYTHOCTI
npauiBHMKa, SKOMY TaKWW HOCIA B YyCTaHOBNEHOMY MOPSAAKY BWAaHO, Ta Yy pasi
HeoOXigHOCTI - MpauiBHMKA, AKWIA Bignosigae 3a 3abe3neyeHHs 3axXUCTy iH(opmaLii
B YCTaHOBI. Y pa3i BUHUKHEHHS HeOOXiAHOCTI B nepefadi 3a MeXi yCTaHOBM Takoro
610Ka Yv NPUCTPOIO AN BUKOHAHHSA PEMOHTHUX PO6IT €NEeKTPOHHWIA HOCIN iH(hopMaLit
BU/lyYa€eTbCA Ta 30epiraeTbCs MpauiBHUKOM, SAKOMY 3a3HayeHMi HOCiM BuAaHWN
B YCTaHOB/IEHOMY MOPALKY.

[APYKYBaHHS i PO3MHOXEHHS JOKYMeHTIB

40. OpyKyBaHHSi | PO3MHOXEHHSA B YCTaHOBI [AOKYMEHTIB 3 rpudom «Jns
CNy>K60BOr0  KOPUCTYBaHHA» 3a [OMNOMOrOK eNeKTPOHHO-06YMCNI0BaNbHOT Ta
KOMit0Ba/IbHO-PO3MHOXYBa/IbHOT TEXHIKM NPOBaAUTLCA 3 ypaxyBaHHAM  BUMOT
3aKOHOAaBCTBa Y cpepi 3axXMUCTy iH(opmaLil.

[pYyKyBaHHS i PO3MHOXEHHA LOKYMEHTIB 3 MOGINi3alinHNUX NUTaHb Ta 3 NUTaHb
cneujianbHOT iHQOpMaLiT 34iACHIOETLCA NpaliBHUKaMW YCTAHOBK, AKi MalTb JOMYCK
[0 po60TY 3 TaKUMMK JOKYMEHTaMMU,

41. Y npaBOMY BEPXHbOMY KyTi MepLuoi CTOPIHKMA AOKYMEHTa, L0 MICTUTb

Cny>X60BY iH(hopMmaLito, NPOCTaBNAKTLCA TPUP «ns cny>K60BOro KOPMUCTYBaHHA» Ta
HOMEp NPUMIpPHUKa, HanpuKnag:

«na  cny>60BOro  KOPUCTYBaHHS
Mpum. N 3».



YcTaHOBa, fIKa € PO3POGHMKOM [OKYMeHTa 3 rpudom «[ns cnyx60Boro
KOPUCTYBaHHS», MOXE 3a3HauMTW Ha AOKYMEHTI iH(hopmalito npo 3a60poHy Ha
PO3MHOXeHHS (KONitoBaHHSA) TAKOro JOKYMeHTa B iHLLIMX YCTaHOBaX, Hanpukiag:

«[ns cny>K60BOro KOPUCTYBaHHS
Mpum. N 2
KonitoBaHHIO He mignarae».

BigMiTkn «Jlitep «M», «Jlitep «K», «Cl», HOMep npumipHMKa 3a3Ha4al0TbCH
HUX4e rpuda «ns cnyxx60B0ro KOPUCTYBaHHA», HANPUKNaa:

«[Ans cny>K60B0Oro KOPUCTYBaHHS
Nlitep «M»
Mpum. N 2»

abo

«[Ans cny>60BOro KOPMCTYBaHHS
Nitep «K»

Mpum. N 2»,
abo

«[Ans CNy>60BOr0 KOPUCTYBaHHS
«Cl»
Mpum. N 2».

42. Ha nepwiin CcTOpiHUI KOXHOro fojatka A0 [AOKYMeHTa, WO MICTUTb
cny>k6oBy iH(popMauito, BuULEe IHWMKX BIAMITOK NPOCTaBAAETLCA TpUP «Ans
CNY>K60BOr0 KOPUCTYBAHHA», HaNPUKNaL:

«[Ana cny>K60BOro KOpUCTyBaHHS
Mpum. N 4
[opatok Ao Hakasy

(HaiMeHyBaHHS yCTaHOBW)
20 p.N ».,

Y pasi Konu [Jofatku HafCcunarTbCA pasoM i3 CynpoBiAHUM NMCTOM, MiC/s
TEKCTY /fucTa nepes NIANMCOM 3a3HaAYaETbCAd HasABHICTb JoAaTkiB, TX o06cr,
peecTpauiiHi iHAEKCW | faTun, HanpuKnag:

«JlogaTok: [0BilKa MPO BWKOHAHHA MfaHy 3axofiB i3 BMNPOBALKEHHSA
HOBUX BUAIB NpoAykuiiBig 14 cepnHs 2016 p. N 01-25/52 ACK
Ha 5 apk., npum. N 2».

AKWO iHpopmMauisa 3 06MeXXeHMM AO0CTYNOM MICTUTLCA TiNbKW Yy A0AATKY [0
JOKYMeHTa 3 rpudom «ns cny>K60BOro KOPWUCTYBaHHA», Mif TakUM Trpudom
CTaBUTbLCA No3HaykKa «(6e3 gogarka - BiKpuTa iHthopMmalif)», Hanpuknaga:



«ns Cny>60B0oro KOPUCTYBaHHS
(6e3 popaTka - BigKpuTa iHhopmauis)
Mpum. N 1».

43. Y OpYKOBaHUX BUAAHHAX rpud «ns cny>K60BOro KOpMUCTYBaHHSA» i HOMep
NMPMMIpPHMKa 3a3Ha4Yar0TbCA Ha 06KNaAMHLI Ta Ha TUTY/NIbHOMY apKyLi BUAaHHA. AKLLO
BUAAHHA CKNAAaeTbCA 3 KiZIbKOX YaCTUH, TakKMin Tpug 3a3Ha4yaeTbCsa Ha KOXHIA Moro
4aCTUHI, WO MICTUTb CYXX60BY iH(opmaLito.

44, Ha 3BOpPOTHOMY 60Li OCTaHHbLOrO apkKylla npuUMipHUKa LOKYMeHTa, LWo
3a/IMLLIAETLCA Y CrpaBi YCTAHOBM, Y HWKHbOMY NIBOMY KYTI 3a3Ha4alOThCA KifIbKICTb
HafpyKOBaHMX MNPUMIPHMKIB; MNepenik HOMEPIB NPUMIPHUKIB 3 HaMeHYBaHHSMM
agpecartis (He 6inblUe YOTMPLOX); HOMEP NMYHKTY Nnepeniky BifOMOCTei ycTaHOBM abo
PEKBI3NTK aKTa KOMIcCii 3 NuTaHb po60TK i3 CNYXKO60BOK iHOPMaLLiEtD, 3riAHO 3 AKUMK
iHpopmauito BigHeCEHO [0 CNy>K60BOi; Ha3Ba Ta 00NIKOBUA HOMEP €NIEKTPOHHOrO
Hocis iH(hopmaLiT abo HOMep aBTOMaTN30BaHOro Po6040ro Micus, 3 AKOro ApyKyBaBcs
LOKYMEHT, Hanpukiag:

«HaapykoBaHO Tpu MPUMIPHUKMN.
Mpum. N 1 - MiH'tocTy

Mpum. N 2 - MiHiHY

Mpum. N 3 - go cnpasu N 02-10

MyHKT 3.7 nepeniky BifoMocTel
APM iHBeHTapHMIA HOMep 5».

45. Y pasi HagcunaHHA AOKyMeHTa BiNbll AK YOTMPLOM ajpecaTtam CKafaeTbea
CMUCOK Ha PO3CUMKY, B SKOMY 3a3Ha4yaeTbCA Mepeniik afgpecaTiB, MPOCTaBNAOTHCH
HOMEPU NPUMIPHUKIB, WO BIANPaBNAOTLCA BIAMOBIAHMM ajpecataMm, a 3aMicTb
KOHKPETHMUX HaliMeHyBaHb ajpecartiB Ha AOKYMEHTI pobuTbCA y3aralibHeHUI Hanuc,
Hanpuknag:

«Mpum. N 1 - 8 - 3a CNUCKOM Ha
PO3CUNKY;
Mpum. N 9 - go cnpasu N 02-10».

46. Ha KOXXHOMY NMPUMIPHUKY BUXILHOrO AOKYMEHTA Ta AofaTtkKax 40 HbOro Ha
NNUBLOBOMY 60U B HWKHbOMY NiBOMY KYyTi OCTAHHbOrO apkylla 3a3HayaroTbCH
npissuwe (npissuwe, iM'a, No 6aTbKOBI) BUKOHABLUA Ta HOMEP WOro Cny>K60BOro
TeneqyoHy, Hanpuknaa:

«MapyeHKo 55 55 55»

abo

«MapueHko leTpo BacunbosBuy
55 55 55».



47. Tlicna peecTpalil CTBOPEHOro [AOKYMeHTa 3 rpudom «Ans cny>60Boro
KOPUCTYBaHHA» MOro YepHeTKMN i po3apyKOoBaHi BapiaHTW 3HULLYIOTLCA BUKOHaBLEM
LWAAXOM  noApibHeHHA abo  iHWKMM  crnocobom  (cnantoBaHHSA,  PO3MJaBNeHHS,
PO3YMHEHHS TOL0), AKUIA BMK/THOHAE MOXK/IUBICTb IX NPOYMTAHHA Ta BiHOB/EHHS.

48. PO3MHOXEHHSA AOKYMEHTIB 3 rpugom «[ns cny>X60BOro KOpUCTyBaHHS»
3MINCHIOETLCA CNY)XX60K0 AinoBoAcTBa abo iHWWM CTPYKTYPHUM Niapo3ainom,
BM3HAYEHUM PO3NOPAAYNM AOKYMEHTOM YCTaHOBM, 3 [103BO/Y KEPiBHWKA YCTaHOBU
(Moro 3acTynHMKa) 3a yMOBM ODOPMIEHHS 3aMOB/IEHHS 3a (DOPMOIO 3riHO 3 40AaTKOM
8 abo BiANOBIAHO A0 PE30NHOLLIT KEPIBHUKA YCTAHOBMW.

KepiBHUK yCTaHOBM MOXe Yy BCTAHOB/EHOMY MNOPsAKY AeneryBaTu
MOBHOBA@XEHHS LLIOAO HaAaHHA [03BO/TlY Ha PO3MHOXEHHS TaKUX [AO0KYMEHTIB
KepiBHMKAM CTPYKTYPHWUX Miapo3A4iniB, B AKMX [OKYMEHTU OMNpaLbOBYHOTbCA abo
36epiratoThCs.

49. Ha KOXHOMY MPUMIpPHUKY PO3MHOXEHOro [AOKYMeHTa Bifi PyKu
NPOCTABNAETLCS HOMEP MPUMIPHMKA.

50. lOKYMeHT 3 rpucoM «[ns cnyx60BOro KOPUCTYBaHHS», OfepXKaHui Bif
IHLWOT yCTaHOBKM ANs onpautoBaHHA 04HOYACHO B KiJIbKOX CTPYKTYPHUX Migpo3ginax,
KOMIOETLCA Y BU3HAYEHOMY MYHKTOM 48 Liel IHCTPpYKLUIT NopAAKY, AKLL0 YCTaHOBa, SKa
€ PO3POOHNKOM [AOKYMEHTa, He BCTaHOBMMNA 3a00POHY Ha NOro PO3MHOXKEHHS.

51. O6niK PO3MHOXEHUX AOKYMEHTIB, WO MICTATb CNy>X60BY iH(opMmaLito,
BEAEeTbCA B XXYPHai 3a (POPMOI0 3rifgHo 3 40AATKOM 9.

HaacunaHHS AOKYMEHTIB

52. HagcunaHHA [OKYMEHTIB 3 rpudom «[na cny>kK60BOro KOpuUCTYBaHHA»
iHWMM yCTaHOBaM Yy MeXax YKpaiHuW 34INCHIOETbCH PEeKOMEHA0BaHMM MOLUTOBMM
BiANPaBNeHHAM abo Kyp'eEPCbKOK CNyXX60t0 ycTaHOBWU (Kyp'epamu), nigposginamm
YPAA0BOro thefibf'erepcbKoro 3B'a3Ky, nigposainamu opraHis cnewianbHOro 3B'a3Ky.

Y pasi HafCcuNaHHA AOKYMEHTIB 3 rpudom «4na cny»60B0Oro KOpUCTyBaHHA» 3a
OOMOMOro  nigpo3ainis  ypsagoBoro  qenbd'erepcbKoro  3B'i3Ky  abo  opraHis
crneyianbHOro 3B'A3KY O(MOPMIEHHA KOHBepTiB (nakoBaHb) MNOBMHHE BIAMOBILATM
BUMOraM HOPMaTWBHO-MPaBOBUX aKTiB, WO PerynorTb AidbHICTb 3a3HaYeHMX
nigposainis.

HagcunaHHA KOHBepTiB (NakoBaHb) 3 BigMiTKaMn «JliTep «K» Ta «Cl» B Mexax
YKpaiH1 34INCHIOETLCA 3a [0NOMOrow Nifpo3ainis ypsLoBoro ¢enbi'erepcbKoro
3B'AI3KY, OpraHiB crnewjianbHOro 3B'A3Ky abo BifJOMYOro (hesba'erepcbKoro 3s'a3Ky.

HaacunaHHa QOKYMeHTIB 3 rpudom «[ns  cny)K60BOr0 KOPUCTYBaHHS»
3aKOPAOH 3AINCHIOETLCA BigNOBIAHO [0 3akoHogaBcTBa. KoHBepTM (nakoBaHHSA)
3 BIAMITKOW «JliTep «K», AKi agpecoBaHi 3aKOPAOHHUM AUNNOMATUYHMM YyCTaHOBaMm



YKpaiHu, HagacunarTbCA 3a A0MOMOroK Migpo3ainis ypsanoBoro genba'erepcbkoro
3B'A3KY.

Mepepaya cny>x60B0T iH(hopMaUil (HaacunaHHA AOKYMEHTIB 3 rpudom "Ans
cny>60B0Oro KOpucTyBaHHA") TeneKoOMyHiKaliiH1UMu, iHhopmauinHo-
TeNeKOMYHIKaLiiHUMN MepeXxXamn 34IiACHIOETLCA NiMe 3 BMKOPUCTAHHAM 3aco06iB
KpunTtorpapiyHoro 3axmucTy iHpopmaii, Wo B YCTaHOBNEHOMY MOPAAKY AONYLLEHI 40
ekcnayartauii, 3 LJOTPMMaHHAM BUMOT TEXHIYHOIO 3aXUCTY IHhopmauii.

53. ENeKTPOHHI HOCIT iHpopMaLii Ta JOKYMeHTU 3 rpudom «ns cnyx6080ro
KOPUCTYBaHHS», WO MNignsarat0Tb MNOBEPHEHHIO, O000B'A3KOBO  HafCMNaOTbCH
[10 YCTAHOBW i3 CYNPOBIAHUM JINCTOM.

BugaHHa 3 rpudom «ns cny>K60BOro KOPMCTYBaHHA» HaACUMNAOTLCSA IHLLMM
yCTaHOBaM pa3oM i3 CYMNpoBiAHUM NMUCTOM 3  rpudoM «[nsg  cnyxo60Boro
KOPUCTYBaHHS», B AKOMY 3a3HayaloTbCA Ha3Bu (aBTOpW) BUAaHb, PeecTpauiiHi
IHAEKCW, KINbKICTb Ta HOMEPU MPUMIPHUKIB 3 ypaxyBaHHAM BUMOT NYHKTY 44 uiei
IHCTPYKUIT.

54. [dokyMeHTM 3 rpudom «Ana cny>X60Boro KOPUCTYBaHHS», SKi
HafCWNat0TbCHA, MOBUHHI OYTU BKNafeHi Y KOHBEPTM abo ynakoBaHi y Croci6, AKui
BMK/IKOYAE MOX/IMBICTb AOCTYMY Ta NPOYMTAHHA TEKCTY Y/ PEKBI3UTIB 6€3 NOpYyLLEHHSA
LiMICHOCTI NakoBaHHS.

55. Ha koHBepTax (NakoBaHHSX) 3a3Ha4vatoTbCs afgpeca Ta HanWMeHYBaHHS
yCTaHOBU-0fepXKyBaya i BignpaBHMKa, peecTpaliHi iIHAEKCU BKNafeHUX AOKYMEHTIB
i3 npocTaBfieHHAM BigMIiTKM «[JCK». 3a60poHAETbCA 3a3HayaTu Npi3Buwa i nocagu
KepiBHMKIB YCTaHOBM-0ep>KyBaya, a TaKoX Nnpi3suLLa BUKOHABL,IB JOKYMEHTIB | Ha3BU
CTPYKTYPHMX Nigpo3ainis.

ENeKTPOHHI HOCIT iH(hopMaLiT ynakoBYHOTbLCA B OKPEMMIA KOHBEPT (MakoBaHHS),
Ha AKOMY 3a3HavaloTbCA JaTa Ta peecTpauinHnii iH4eKC CynpoBigHOro ncTa.

58. Y pasi HagcunaHHsA [LOKYMEHTIB, AKi MOBWUHHI OYTWM PO3KPUTI MNEBHOIO
MocagoBo0 0CO60K YyCTaHOBM 0COOWUCTO, X YMakoBYHOTb B OKPEMUW KOHBEPT, Y
NMpaBoMy BEPXHbOMY KYTi SKOro Hux4ye rpuga «[4na cnyX60Boro KOpUcTyBaHHSA»
NPOCTaBNSAETLCA BiAMiITKA «OCOOUCTO», a B WOr0 HWXKHIA nNpaBid 4YacTUHI
3a3HavaloTbCa nocaga, npissuie, iM'd, No 6aTbkoBi (iHiLiann) opepxxysaya. Takui
KOHBEPT BK/afaETbCA B IHLWWIA KOHBEPT, WO O(OPMIAETLCA BIANOBIAHO A0 BUMOT,
BM3HAYeHNX MYHKTOM 57 uiei IHCTPYKUii. Y NniBOMY BepXHbOMY KyTi KOHBepTa
NPOCTaBNSETLCA BiAMITKA «[M0ABINHWNIA KOHBEPT».

59. ¥ pa3si HagcunaHHA [OKYMEHTIB 3 MO6ini3aliiHMX NUTaHb Ha KOHBepTax
(makoBaHHAX) AOAATKOBO MPOCTABMAETLCA BigMITKA «JliTep «M».



60. HagcunaHHA AOKYMEHTIB 3 MO6inizayiiHMX NUTaHb B OAHOMY KOHBEPTI
(makoBaHHI) 3 AOKYMEHTamK, WO He CTOCYHTbCA MOO6INI3alLiiHUX MUTaHb, He
[,03BONSAETHCA.

61. ¥ pasi HafCcUNaHHA JOKYMEHTA, Lo Mae BigMiTKy «JliTep «K» a6o «Cl», 1horo
BMILLYIOTb B OKPEMMWIA KOHBEPT, Y MNpaBOMYy KyTi AKOro Hwx4e rpuda «Ons
CNy>X60BOro KOPUCTYBaHHA» MPOCTaBNAETLCA BigMiTKa «J1iTep «K» abo «Cl», a B loro
HVDKHIN NpaBiil YacTUHI 3a3Ha4aloTbCa nocaga, npissuLLe, im'a, No 6aTbKoBi (iHiLiann)
ofep>xyBaya. Takui KOHBEPT BKAJAETbCA B IHLWIWIA KOHBEPT, WO O(POPMAAETLCA
BIANOBIAHO [0 BUMOT, BU3HAUYEHUX MYHKTOM 56 L€l IHCTPYKUii. Y NiBOMY BEpXHbOMY
KyTi KOHBepTa npocTaBnseTbCa BigMiTKa «MOABIAHNIA KOHBEPT.

62. 3a60pPOHAETLCA HaAcunaty 3a MeXi YKpaiHW BUAAHHA 3 rpudom «ns
CNy>K60BOr0 KOPUCTYBaHHS» 3 METOK KHUTOOO6MiHY ab0 eKCMOHYBaHHSA Ha BigKPUTUX
BMCTaBKax, npeseHTayisx.

dopMyBaHHA BUKOHAHUX JOKYMEHTIB Yy CripaBu

63. BWKOHaHI [JOKYMEHTM 3 Tpudom «ns cnyx60BOro KOPUCTYBaHHSA»
rpynyoThLCA Yy CrpaBn 3rifgHo i3 3aTBEPAXKEHO B YCTaHOBI 3BejeHOK HOMEHK/ATYPOO
cnpaB. [l03BONSETLCA AonydatM [0 chpasu i3 rpudom  «ns  cny>x6oBoro
KOPUCTYBaHHA» [OOKYMEHTU 3 BIAKPUTOK IH(OpMaLUieto, AKWO TakKi AOKYMEHTU
CTOCYKOTbCS MNTaHb TaKOl CnpasMu.

LJOKYMEHTN 3 MoGini3aliiHUX NUTaHb A0NYy4alTbCA A0 cnpas 3 MOoGini3ayiiHol
poboTn, WO MarTb BIAMITKY «JliTep «M», a OOKYMEHTM 3 NuUTaHb CreuianbHOT
IHopmauii - 4o cnpas 3 BigMITKOK «Cl».

JOKYMEHTHN, WO CTOCYKTbCA oOpraHisauii peXXMMHO-CEKPETHOI poboTn B
YCTaHOBI, (HOPMYIOTLCA Yy CchpaBv Yy BIAMNOBIAHOMY CTPYKTYPHOMY nigpo3gini
npayiBHMKOM, BignoBigasibHUM 3a BUKOHaHHA Takoro Buay pooir.

64. [Jo HOMeHKnaTypu crpaB BK/O4YalOTbCSA BCi [OBIAKOBI Ta peecTpauiliHi
KapTOTeKW, XypHanu peectpauii Ta 06/iKy AOKYMEHTIB 3 rpudom «4na cny>k60Boro
KOPUCTYBaHHA».

65. Y rpadi HOomeHKnaTypu cnpaB «lHAEKC chnpaBu» [0 HOMepa CrpaBu 3
JOKYMeHTaMu, WO MatTb rpud «[ns cnyx60BOro KOpMCTyBaHHA", MPOCTaBIAETHCS
BigMiTKa «[JCK», Hanpuknaa:

«04-10 ACKb».

66. Ha.o6KnaauHLi crnpaBu, WO MICTUTb AOKYMeHTM 3 rpudom «/ns
CNY>X6G0BOr0 KOPUCTYBaHHS», Y NPaBOMYy BEPXHbOMY KyTi MPOCTAaBNSETbCS BigMiTKa
«[4nsi cny>K60BOro KOPUCTYBaHHS».



67. Y pasi Konn B yCTaHOBI CTBOPKOETLCA MOHAA 50 AOKYMEHTIB Ha piK 3 rpudom
«[na cny>kb0BOro KOPUCTYBaHHA», X [AOUINbHO (OpMyBaTVM B OKpeMmi Cnpasn 3a
BMAaMu (Hakasu, IHCTPYKLUIT, naaHu Towo).

68. ¥ pa3i KOonn B YCTaHOBI CTBOPKETHCA MeHLW AK 50 JOKYMEHTIB Ha piK 3
rpudom «ns cny>X60BOro KOPUCTYBaHHS», HOMEHKMATypok CrpaB MOXe O6yTu
nepefn6ayeHo PopMyBaHHA OAHIET CripaBu i3 3aro/IOBKOM «JJOKYMEHTM 3 rpudom «Ans
Cny>X60BOro KopuctyBaHHsA». CTpoK 36epiraHHsi Takoi CrpaBy He BCTaHOB/IHOETLCS, a
y BIANoOBIAgHIA rpadi HOMEHKNaTypu crpaB NPOCTaBNAETbCA BiAMiTKa «EK», sika
03Hauyae, WO CTPOK 36epiraHHA CrpaBn BU3HAYAETLCSA EKCMEPTHOK KOMICIEK YCTaHOBM
3 MPOBELEHHA eKCrnepTu3n LIHHOCTI [OKYMEeHTIB (fJani - eKcrnepTHa Komicif), sika
YTBOPKOETLCA Ta Aie BignoBigHO A0 MopsaaKy YTBOPEHHA Ta Ais/fbHOCTI KOMICii 3
MPOBELEHHA eKCMepTM3W LIHHOCTI  [OKYMEHTIB, 3aTBEpAXXeHOro mnocTaHOBOK
KabiHeTy MiHicTpiB YkpaiHu Big 8 cepnHa 2007 p. N 1004 (OiyiiHWA BICHUK
YkpaiHu, 2007 p., N 59, cT1. 2346).

69. EkcnepTHa KoMicia micna 3aKiHYeHHS POKY BMBYAE KOXKEH apKyLl Crpasu
"[OKYyMeHTN 3 rpudom «ns cny>k60BOro KOPUCTYBaHHS» i 3a NoTpebu npuiimae
pilleHHA npo Ti nepeopMyBaHHS. JOKYMEHTU NOCTIMHOIO 36epiraHHs, WO MIiCTATbLCS
y crpasi, OpMYHOTLCA B OKpPeMy Crnpasy, SKiil HaLAaETLCA OKPEMMIA 3aronoBOK Ta sfika
[O0JAaTKOBO BK/IHOYAETLCA [0 HOMeHKnatypu cnpas. [OKYMEHTW TUM4YacoBOro
36epiraHHA 3anMLWalTbCA Y TakKil cnpasi 3rifgHO i3 3aTBEPIXKEHOK HOMEHKNATYypPoto
cnpas.

70. AKWo y cnpasi i3 3aronoBkoM «[lOKYMeHTU 3 rpuom «ns cnyx60Boro
KOPUCTYBaHHA» MICTATbCA IULLE AOKYMEHTU TUMYacOBOro 36epiraHHs, BOHa MOXe He
nepeyopmMoBYBaTUCA, a CTPOK 36epiraHHs Takoi CrpaBu BW3HAYAETHCA HANAOBLUMM
CTPOKOM 36epiraHHa AOKYMEHTIB, WO MICTATbCA B Hi. BigMmiTka «EK» y rpadi
HOMeHKnaTypu crnpas «CTpoK 36epiraHHsA» 3aKpPec/toeTbCS | 3a3Ha4YaeTbCA YTOUHEHWI
CTPOK 36epiraHHs.

71. [LoKyMeHTH 3 MO6ini3ayiiHNX NUTaHb Ta 3 NUTaHb creyiasbHOT iHpopMaLil
36epiratoTbCs B OKpemMuX poboumx nankax, ¢yTnsapax abo naketax, Ha SKUX
3a3HayaroTbCA Npi3BuLLLa Ta THILiaM npauiBHUKIB, AKI MalOTb NPaBo TX PO3KpUBATH.

Po6oui nanku, gyTtnapy abo naketn 3 AOKYMeHTaMy 3 MoO6inisaliiHUX NuTaHb
ab0 3 nuTaHb creuianbHOT iH(opMaLii onevyaTyroTbCA OCOOGMUCTO HOMEPHOHD
MeTa/IeBOIO MeYaTKO npauiBHUKa, AKMin 6e3nocepeHbO 3 HUMWU NpaLIoE.

72. [LOKyMeHTU 3 BigMiTKOW «JliTep «K» 36epiraloTbCa OKPeMo Bif iHLWNX
[JOKYMEHTIB Ta ONy4aloTbCa O Crpas, WO (hOPMYOTLCA CNYXXO0H0 KpunTorpagiyHoro
3aXUCTy iH(opMauii ycTaHoBM abo npauiBHWMKOM, BiANOBiAaNbHUM 3a BUKOHAHHS
Takoro BuAay pooiT.

73. OcobnmBoCTI 36epiraHHs crnpas 3 AOKYMEHTaMW MOCTIMHOro 36epiraHHs 3
BIAMITKO «J1iTep «K» BU3HayaoTbCAa AAMIHICTpauieto Jepxcnewss'asky.



KopucTyBaHHS JOKYMeHTaMu

74. BXifHi, BWUXifgHi, BHYTPIWHI JOKYMEHTW 3 rpugom «nsa cnyxx6osoro
KOPUCTYBaHHA» nepefatoTbCA npayiBHMKaM BIANOBIAHO [0 pPe30ntouiin KepiBHMKa
yCTaHOBM abo MOro 3acTynHUKIB, KEPIBHUKIB Migpo34iNniB ycTaHOBMW.

Cnpasu 3 rpugom «[na cny>x60Boro KOpUCTYBaHHSA», WO 36epiralotbea y
Cnyx6i [4iN0BOACTBA UM IHLIMX CTPYKTYPHUX Nigpo3ginax, BUhatoTbCcs Y TMM4YacoBe
KOPWCTYBaHHS npauiBHUKaM YCTaHOBW Ha MiAcTaBl 3aMOB/IEHHA 32 (DOPMOKO 3rifHO 3
pogatkom 10, pe3ontouii KepiBHMKA YCTaHOBM ab0 3aTBepAXXEHOro KepiBHUKOM
YCTaHOBM (KepiBHMKOM CTPYKTYPHOIO MiApo34iNy yCTaHOBM) CMUCKY NpauiBHUKIB, AKi
MatoTb MpaBo npawtosaT 3 Bi4NOBILHOK CMpPaBoko.

[onyck npayiBHUKIB yCTaHOBM [0 po6OTM 3 [OKYMeHTaMW, WO MICTATb
cny>x6oBy iH(opmalito 3 MobGinizayiiHMX nuTaHb abo 3 NUTaHb CreuianbHOT
iH(hopmauil, 34INCHIOETbCA Ha MigcTaBi  CMWCKY, CKNaZeHoro nigpo3gifioMm  uu
nocagoBo0 0co60t0, BiAMOBiJanbHOK 3a MO6INi3auiliHy po6oTy abo poboTy i3
crneyianbHOK THopMaLi€eto, | 3aTBEPAXKEHOI0 KepiBHUKOM YCTaHOBM.

75. CnpaBu Ta BMAAHHA 3 rpuoM «[ns Cny>K60BOro KOPUCTYBAHHS»
BUAAIOTLCSA Y TMUMYACOBE KOPUCTYBAHHSA | MPUIAMAOTLCA Nif PO3NUCKY B XypHasi 3a
(hopmoto 3rigHo 3 gogaTkom 11.

76. Po6oTa 3 fJoKyMeHTaMM1 3 MO6inizayiiHUX NUTaHb Ta 3 NUTaHb cneyianbHOT
iHopmauii NpoBOAUTLCS B OKPEMO BWUAINEHUX | HANEXHMM UYMHOM 061aAHAHUX
CNY>X00BMX NPUMILLLEHHAX 3 AOTPUMAHHAM  BUMOT, AKi  YHEMOX/IUBHOKOTb
03HANOM/IEHHS i3 3MICTOM TaKMX LOKYMEHTIB CTOPOHHIX OCib.

77. Tlig yac npuiiMaHHs cnpaBu Bif MpauiBHMKa MPOBOAUTLCA MepeBipKa
HassBHOCTI KOXXHOr0 apKylLua BCiX OKYMEeHTIB crpaBu BignoBigHO A0 1T BHYTPILUHLOIO
onucy.

78. Cnpasu 3 rpudiom "[Ons cny>X60BOro KOpUCTyBaHHSA", WO 36epiraroTbca B
apxiBHoMy nigpo3aini (apxiei) ycTaHOBM, BMAAKOTLCA Y TUMYacoBe KOPUCTYBaHHSA
npauiBHMKaM THWWX CTPYKTYPHUX MiLPO3A4iNiB YCTAaHOBM Ha MifAcTaBi 3aMOB/IEHHS 3a
(hopmOto 3rigHo 3 gogaTkom 12.

Mpo Bugayy cnpas 3 rpudom «ns cny>K60Boro KOPUCTYBaHHA» 3 apXiBHOIO
nigposginy (apxiBy) ycTaHOBM pPOOWUTLCS 3annc Yy KHW3I Bugadi cnpaB y poboui
NMPUMILLEHHSA YCTaHOBM.

79. Cnpasu 3 rpugom «na cny>K60BOro KOpPUCTYBaHHS» BUAAKTLCA AN
TMMYaCcoBOro KOPUCTYBaHHA Ha CTPOK, L0 He NepeBuLLLye O4HOr0o Micaus.

80. 3a HassBHOCTI MMCbMOBMX K/IOMOTaHb iHLWMX YCTAHOB abo Mpunucy Ha npaso
NPOBeLEeHHA MepeBipKW 3rigHO 3 HAAAHUMMW 3aKOHOM NMOBHOBAXEHHAMUN OOKYMEHTU 3
rpugom «na cny>x60Boro KOPUCTyBaHHSA», TX KOMIT i BUTAMM 3 HUX 3a NMUCbMOBUM



[103BO/IOM ab0 Pe30/oLIE KepiBHMKAa YCTaHOBM abo MOro 3acTymHUKa MOXYTb
BMAaBaTMUCA NpauiBHUKaM iHLWMX YCTaHOB.

Ha nuuboBomy 6oL NigroToBieHNX KOMin LOKYMEHTIB Y MPaBoOMy BepXHbOMY
KyTi Mepworo apkylla [JOKYMeHTa MpocTaB/seTbCA BigmiTka «Konisa». Butarm 3
[JOKYMEHTIB 0(hOpM/IAOTLCS Ha BiAMOBI4HOMY GNaHKy.

81. Konii JOKYMEHTIB Ta BUTANM 3 HUX 3aCBiAYYHOTbCA KEPIBHUKOM C/y>OK
AinoBoAcTBa abo iHWOK BU3HAYEHOK B IHCTPYKLIT yCTaHOBM MOCaLoBOK 0CO6010,
Hanpuknag:

«3rigHo 3 opuriHanom (mignuc) O. O. NaBneHko
HauanbHuK Bigainy
[IOKYMEHTaLINHOro 3a6e3neyeHHs

20 nunHa 2016 poky».

82. TMicna o3HalloM/IeHHA 3 [OKyMeHTamu 3 rpudom «[nsa cnyx60Boro
KOPUCTYBaHHA» Ha 3BOPOTHOMY 6oui 3anuTy abo nMpunucy Ha npaBo MNPOBEAEHHS
nepeBipKM pobuUTLCS 3aNnC NPO AOKYMEHTM (peecTpauiiHi faHi, 3aronoBku), 3 AKUMM
03HaoOM/eHO npauiBHMKa iHLWOT yCTaHOBW.

83. Y pasi noTpebu npayiBHUK iHLWOT yCTaHOBM POOUTL BUTSATN 3 BUAAHUX MOMY
[NIOKYMEHTIB 3 rputioM «[1ns cny>x60B0ro KOPUCTYBaHHS» Yy p060YOMY 30LLKUTI, LLIO Ma€E
3a3HaYeHuU rpud), AKMKA nNicna 3aBeplleHHs poboTU 3 AOKYMeHTaMn HaACcUIaETbCs
YCTaHOBI, L0 pobuna 3anmT Ha 03HANOMJIEHHS.

MopsaoK 0thopMIeHHsS PO60YOro 30LLIMTa BU3HAYAETLCS iIHCTPYKLIiEH YCTaHOBW.

84. MpaLiBHUK [HLWOT YCTAHOBM MOXe 03HAaNnOMUTUCS i3 3MICTOM [OKYMeHTa 3
rpudgom «ns cny>K60Boro KOPUCTYBaHHSA», OTPMMAHMUM Bif iHLIOT yCTaHOBW, N1LLIE 3a
MMCbMOBOIO 3r0ZJ0H0 YCTAaHOBY - PO3P0OHMKaA TaKOro OKyMeHTa. 3a3HayeHa BUMOra He
MOLUMPIOETLCA HAa NPeACTaBHUKIB OpraHiB AepXXaBHOro Harnagy (KOHTPOAK) mif yac
BMKOHaHHS HAMW BiANOBIAHMX (DYHKLIR 3rigHO i3 3aKOHO/1aBCTBOM.

85. 3a60pOHAETLCA BUKOPUCTOBYBATK CNYXO0BY iH(hOpMaLLito, WO MICTUTLCA B
JOKYMeHTax 3 rpuomM «[ns cny>K60BOro KOpuUCTYBaHHA», ANS BIAKPUTUX BUCTYNIB
ab0 ony6nikyBaHHS y 3aco6ax MacoBoT iHopmaLii Ta AeMOHCTPYBATU TaKi AOKYMEHTH
Ha CTeHAax, Y BITPUHAX Ha BIAKPUTUX BUCTaBKax abo B IHLINX FPOMaACbKNX MiCLSX.

Y pasi HagXO[KeHHA L0 YCTaHOBWM 3anuTy Ha iH(opMmauito, Lo MICTUTLCA Y
[JOKYMEHTI, SKOMY NPUCBOEHO rpud « 15 cny>K60B0ro KOPUCTYBAHHA», 34iNCHIOETHCS
3 ypaxyBaHHAM BUMOT NYHKTY 87 LieT IHCTPYKLiT nepernsag rakoro JOKyMeHTa 3 METOHO
nepeBipKKW BiANOBIAHOCTI 3anNNTyBaHOI iH(opmaLii CyKYNnHOCTI BUMOT, nepeabdayveHnx
YaCTUHOI APYroto cTaTTi 6 3aKOHY YKpaiHu «[po gocTyn Ao ny6niyHoT iHpopMaLii»,
LLL0Z10 06MEXeHHA AOCTYNY A0 iHhopMaLii Ha MOMEHT HaAXOAKEHHA 3anuTy. ABTOPOBI
3annUTy HajaeTbCa iH(opmauis B Til YacTWHI, AOCTyn [0 SAKOT BignoBIAHO [0
3a3Ha4eHOoro 3akKoHy He 0OMeXXeHo.



3a HasBHOCTI B 3annTyBaHOMY [LOKYMEHTI iH(hopmauii 3 06MeXXeHM LOCTYNOM
ANA HafICUNaHHSA 3anuTyBayeBi BUTOTOBMSETLCS MOr0 KONisl, B AKil CNOBa, PeUYEeHHS Ym
300paXKeHHs, WO MiCcTATb iH(opMauito 3 06MeXeHUM [OCTYNOM, PeTYLYTbCA Y
Cnoci6, AKWIA BUKIKOYAE nofanblue BiATBOPEHHA pPeTywwoBaHOro. 3 Takoi Konii
[OKYMeHTa BWrOTOB/IAETLCA IHLIA KOMis, fAKa HaACcunaeTbca 3anuTtysayesi. Konis
3anUTyBaHOro AOKYMEHTa, WO peTylwyBanacs, 36epiractbCa pasoM 3 JOKYMeHTamu 3
BIAMNOBIAHOr0 3aNNTy Ta MOXe BUKOPUCTOBYBATUCA MOBTOPHO B pa3i HaAXOMKEHHS [0
YCTAHOBM IHLIOIO 3annTy Ha iHPopMaLito, WO MICTUTLCA Y TaKOMY LOKYMEHTI.

Mepernsag AOKYMEHTIB 3 rpudoM «[15 C/y>K60BOro KOPUCTYBAHHS»

86. lMepernsg [OKYMEHTIB 3 rpudom «[na cny>K60BOro KOpUCTYBaHHS»
MPOBOAMTLCA 3 METOK MiATBEPAPKEHHA HAABHOCTI ab0 BiACYTHOCTI B HUX BiJOMOCTEA,
LLLO CTAHOB/IATbL CNYXXO0BY iH(OpMaLito, He pifLle HXXK OAMH pa3 Ha M'ATb POKIB.

CkacyBaHHA rpua «ns cny>60BOro KOPWUCTYBaHHA» 3L4INCHIOETHCS 3a
BIZICYTHOCTI 3aKOHHUX NiACTaB AN 06MeXeHHsA Y AOCTyni J0 Cny>60BOT iH(hopmaLii,
AKi ICHyBa/IM paHiLue.

Meperns JOKYMEHTIB 3 rpudoM «[1s cny>X60BOro KOPUCTYBaHHS» 3 METO
MOX/IMBOI0 CKacyBaHHS rpua 060B'S3K0BO 3[iACHIOETLCA Mif Yac MigroToBKu:

cnpas A4 1X nepegadi 4o apxiBHOro nigposainy (apxiey) ycraHoBw,

JOKYMeHTIB HauioHasbHOro apxiBHoro (oHay Ans iX nepefgadvi Ha MocTiHe
36epiraHHsA [0 AepXXaBHUX apXiBHUX YCTaHOB, apXiBHUX BIA4iNIB MICbKUX pag.

87. PilLeHHA npo ckacyBaHHSA rpuda «Ansg cny>X60Boro KOPUCTYBaHHS» UK AOr0
NiATBEPIKEHHA NPUAMAETLCA KOMICIEK 3 MUTaHb PO60TY i3 CNY)X60BOK iHPOpPMaLiEtD
YCTaHOBM - po3pobHMKa [OOKymMeHTa abo BignNoOBiAHOK KOMICIEH YCTaHOBU-
NpaBOHACTYMHMKA YW YCTaHOBM BULWIOIO PIiBHS, $KLO YCTaHOBA - PO3PO6GHMK
[IOKYMEHTa NPUNUHKIA CBOK AiSNbHICTb.

88. 3a pilleHHAM KOMiCiT 3 NUTaHb PO60TK i3 CNY>KBOBOKO iH(hOPMALIED CTPOK
0OMeXeHHs AoCTyny A0 crnpas (4OKYMEHTIB) MOXe 6YTV NPOAOBXKEHWN.

89. PiweHHA KoMmicii 3 nuTaHb pPo60TU i3 CNYXXO60BOK iH(OpMaLiiero
0hopMNSAETLCA MPOTOKO/IOM, WO MNIAMNUCYETLCA TOMOBOK | CEKpeTapeM KOMicCil Ta
Habmpae YMHHOCTI 3 MOMEHTY 3aTBEPIKEHHSA MPOTOKO/Y KEPIBHUKOM YCTaHOBWU. Y
MPOTOKONI 3a3HayalTbCA BUAM [LOKYMEHTIB, X peecTpayiHi AaHi, 3arofioBKuM Ta
HOMEpW 3a HOMEHKNaTypor abo OnuMcoMm cnpas, 3 SKMX 3HIMaeTbcAa rpug «ns
CNy>K60BOro KOPUCTYBaHHS» ab0 CTPOK 0OMEXEHHS JOCTYMY A0 AKX NPOLOBXKEHO.

BuTar 3 npoTokosny abo 1Moro 3aceigyeHa Konis nepeaeTbca pasom i3 cripaBaMmu
[0 apXxiBHOro nigposainy (apxisy) yctaHoBW, a y pasi nepegadi LOKYMEHTIB
HauioHanbHOro apxiBHoro (hoHAy Ha nocTiiHe 36epiraHHs - 40 Aep>KaBHUX apXiBHUX
YCTaHOB, apXiBHUX BiAA4iNIB MiCbKNX pag.



90. MNpo ckacyBaHHA rpuda «ns cny>kKb0BOro KOPUCTYBaHHA» MUCbMOBO
MOBIZOMNAKOTLCA BCi YCTAHOBM, SKUM HaACUMaBCs TaKUMi [LOKYMeHT. 3a notpebu
MOXYTb HafiCM/IaTUCA BUTAMM 3 MPOTOKO/Y 3acifaHHA KOMicii 3 nuTaHb poboTu i3
Cny>60BOI0 iH(OpMaLi€to.

91. Ha oO6knagMHKax crpaB Ta [AOKYMeHTax rpu «[ng cnyx60Boro
KOPUCTYBaHHA» MNOrawaeTbcs NpauiBHUKOM  Cny6u Aainosofctea (apXiBHOro
nigpo3sainy) ycTtaHOBU LUNSIXOM MOr0 3aKpec/fieHHSI TOHKOK PUCKOK Ta 3a3HayeHHs
H/)KYe Ha BINbHOMY Bif TeKCTy Micui Aatu i HOMepa BignoBi4HOrO MPOTOKONY
3acifjlaHHa Kowmicii 3 nuTaHb poboTw i3 cny)K60BOK iHopmauieto. Taki BiAMITKM
BHOCATLCA [0 peecTpauiiHuX Ta 06/1iKoBUX (hOpM, HOMEHKAaTypu Ta onucy cnpas.

MigroToBKa cnpas 0 Nepefadi Ha apxiBHe 36epiraHHs Ta 3HULWEHHSA

92. Ekcneptv3a LiHHOCTI AOKYMeHTIB 3 rpugoMm «[nsa cnyx60Boro
KOPUCTYBaHHA» Ta TX MNigrotoBKa A0 apxiBHOro 36epiraHHA 3A4iNCHIOITHCA B
YyCTaHOB/IEHOMY 3aKOHOJABCTBOM MOPALKY.

Y KiHUi KOXXHOT 3aKiHYeHOT cnpasu 3 rputioM « s Cny>X60B0ro KOPUCTYBaHHA»
Ha OKpPeMOMYy apKyli pobuTbCs 3acBigvyyBaibHWI Hanuc, B AKOMY 3a3HayaroTbCH
undgpamm i cnoBammn KinbKiCTb apKyLLiB Yy crpasi, KifibKICTb apKyLUiB BHYTPILHLOMO
Onuncy, a TakoxXx:

HasABHICTb NIITEPHMX | NPONYLLEHNX HOMEpPIB apKYLUIB;

HOMepu apKyLWiB 3 HakNeeHMMU oTorpadiaMn, KpPecreHHAMKU, BUpI3Kamu
TOLLO;

HOMepu BeMKOOPMATHUX apKyLLIB,;
HOMepu KOHBEepPTIB 3 YKaJeHHAMU;
KINbKICTb apKyLUiB YKNaAeHb.

Micnsa 3acBiguyBanbHOro HanUCy npawiBHUK, SKWA ChopMyBaB Cnpasy, CTaBUTb
nignuc i3 3asHavyeHHAM Mocagu, npisBuwia i AaTn, AKWMIA 3aCBiAYYETHCA MeYaTKOH
cny>6mn fainosoAcTea abo nevyatkow «[nd nakeTiB». YCi HacTynHi 3MiHW y cKnagi
cnpasn (NOLIKOMKEHHA apKyLliB, 3aMiHa LOKYMEHTIB KOMisiMW, LOMYYEHHA HOBUX
[OKYMEHTIB) 3a3HayaloTbCA Yy 3acBigyyBajJibHOMY Hamuci 3 MOCUNAHHAM  Ha
BIANOBIAHWI PO3NOPAAYNIA LOKYMEHT.

Cnpasu 3 rpuom «[ns cny>x60BOro KOPWUCTYBaHHA» MicNA NPOBeAEHHS
eKCnepTu3n LiIHHOCTI JOKYMEHTIB, L0 MIiCTATLCA B HilA, NiALLINBAIOTLCA Yepe3 YOTUPK
MPOKONM crneyia/ibHAMW CYpOBMMM HUTKaMy abo aparteoto. CrnpaBu MOCTIMHOIO Ta
TpuBanoro (noHag fAecsiTb pPOKIB) CTPOKIB 36epiraHHs Ta 0cob60Bi cnpasu
OMpaBNATLCA Y TBEPAY 06KNAAMHKY.

93. Cnpasy NOCTINHOro Ta TPMBANOro 36epiraHHA 3 rpudom «ns cny>K60Boro
KOPUCTYBaHHS» Ta 0COO0BI CnpaBKn BK/OYAOTLCA Y BiANOBIAHI ONUCK CnpaB pa3oM 3



LOKYMEHTaMW, WO MICTATb BIAKPUTY iHQopmMauito. Mpu LboMy B onuci 4o HoMepa
cnpasu Tay rpagi «lHgekc cnpasun (TOMy, 4acTUHK) 3 JOKYMeHTaMu 3 rpuom "Ang
CNy>X60BOro KOPMUCTYBaHHS» A0AaeTbCs BigMiTKa «JCK».

94. Mig yac nepegayi crnpas 3 rpuoM «ns cny>K60BOro KOPUCTYBaHHSA» Ha
MOCTiHe 36epiraHHA A0 Aep>KaBHOT apXiBHOI YCTaHOBMW, apXiBHOrO BiAfiny MiCbKOT
pagn ycTaHoBa-()OHAOYTBOPIOBAY pasoM 3 aKTOM MpuiMaHHA-NepesaBaHHA Ccrpas,
opopMNEHMM B YCTaHOB/IEHOMY MOPSAAKY, MNOJaE [AepXXaBHi apxiBHIN YyCTaHOBI,
apxiBHOMY BiAAiNy MICbKOT pagu NNCT, y AKOMY BU3HAYa€ETLCA NOPALOK KOPUCTYBaHHSA
TaKMMu crnpaeamu.

95. BunyuyeHi ana 3HULWEHHS 3a pe3y/nbTataMy eKCrnepTu3n WiHHOCTI crpasu 3
rpugom «ns cny>k60BOro KOPWUCTYBaHHS», CTPOK 30epiraHHs SKUX 3aKiHYMBCA,
BK/IIOYAIOTLCA [0 aKTa Mpo BUIYYEHHSA 415 3HULEHHSA LOKYMEHTIB, He BHEeCeHuX [0
HauioHanbHOro apxiBHoro oHAy (gani - akT npo BWUAYYEHHS [LOKYMEHTIB), L0
CKNafaeTbCa BIANOBIAHO 4O BMMOrP, YCTaHOB/IEHMX LWOAO BCiX CnpasB YCTaHOBU B
Lisiomy.

3HULWEHHA BUAaHb 3 rpugom «ns  Ccny>K60BOro KOPUCTYBaHHSA», LWO

36epiratoTbcst 'y 6ibnioTekax, 3AiACHIOETbCA 3riAHO 3 aKTOM, SKWUA CKNagaETbCs
BiAMNOBIAHO A0 BCTAaHOBMEHWNX BUMOT.

96. [10KyMeHTK, cnpasn, BUAaHHA 3 rpudom "Ansa cny»60Boro KOpUCTyBaHHA",
BUNYYEHI 419 3HULEHHA eKCNEepTHOK KOMICIED YCTaHOBU Yy CKNafi He MeHLUe TPbOoX
YNEHIB, NiANAralTb 3HULLEHHIO LWNAXOM NOoAPiGHEHHS HOCITB iHhopMaLiT abo B iHLWINIA
cnoci6 (cnantoBaHHA, PO3M/aB/EHHSA, PO3YMHEHHSA TOLLO), AKWUIA BUKTHOYAE MOX/IUBICTb
X MPOYNTaHHSA Ta BIAHOB/IEHHS.

ENeKTPOHHI HOCIT iH(hopmaLii 3HALLYHOTLCA abo nepepobnsaoTbea Y Cnocib, Wwo
BUK/HOYAE MOX/IMBICTb MOBHOr0 abo 4acTKOBOro BifHOB/EHHS 36epexeHOT Ha HuX
IHopMmaLii.

97. B aKkTi Npo BW/YYEHHSI [OKYMEHTIB pPOOWUTLCSA 3anuc MNPO 3HULLEHHS
BIANOBIAHMX [OKYMEHTIB, CMpaB i3 3a3HayeHHAM Mpi3BuL, IHiUianis ufeHiB
eKCMnepTHOT KOMICIT, TX MIANNCIB, AaTW 3HULLEHHSA, HaNpPUKNaa:

«Cnpasn N 25 ICK, N 30 AACK, N 80 A CK 3HU1LLEHO LIAXOM MOAPiOGHEHHS.

UneHn ekcrnepTHOI KOMICIT yCTaHOBW:

(mignuc) M. B. MapueHKo
(nignuc) O. O.lMNaBneHkKo
(nignuc) B. A. IBaHEHKO

10 noToro 2016 p.».



98. Micns 3HULEHHA OKYMEHTIB 3 rpuom "[na cny>KboBOro KOpUCTyBaHHA"
B 00/1iKOBUX (hopmax (KapTkax, >XypHasiax, HOMeHKnaTypax cnpas, onmcax crnpas
TpuBasioro (MoHag AecATb POKIB) 306epiraHHs pobuTbca BiAMITKA «[OKYMEHTU
3HULLEHO. AKT Bij 20 p.N _ »

99. TenedoHHI Ta aApecHi AOBIAHWKMK, cTeHOorpadiyHi 3anucy 3 rpudom «ns
CNy>60BOr0 KOPUCTYBaHHA», APYKApCbKWin Opak, BUABMEHWI Nif Yac ApPYKYBaHHS
BUAaHb i3 3a3HaYeHUM TPUPOM, MOXYTb 3HULLYBATUCA 63 aKTa Npo BUIYYEHHS
[NOKYMEHTIB, ane 3 BigMIiTKOK B 061iKOBMX (hopmax, L0 3acBigvyeTbCs nignmcamm He
MEHLU AK TPbOX MpaLiBHUKIB YCTAHOBW, AKI MPOBEN TaKe 3HULLEHHS.

3abe3nevyeHHA 36epeXXeHOCTi AOKYMEHTIB Ta MNpPOBefeHHSA MNepeBipKU 1X
HasABHOCTI

100. Cnpasu 3 rpudom «ns cny>K60BOro KOPUCTYBaHHA» 3 AaTU TX CTBOPEHHS
(HagxomKeHHA) 36epiraloTbCa 3a MicLeM OPMYBaHHS Cnpas 3rigHO i3 3aTBEPAYKEHOID
3Be[leHO0 HOMEHK/AaTypor cnpaB 40 MOMEHTY iX Mepefadvi B apxiBHWIA nigpo3gin
(apxiB) ycTaHoBMW.

101. [JokymeHTWM | cnpasu 3 rpugom «nd cny>x60Boro KOpUCTYyBaHHA»
3bepiratoTbcs y wWwaax, ceidax, WO po3TaOBaHi Yy CNY>XO0BMX MPUMILLEHHAX abo
cxoBuuwax apxisy. LLladu, ceidm, cny)k60Bi NpUMILLEHHSA, CXOBMLLA apXiBy MOBUHHI
HafinHO 3aMMKaTUCS | onevaTyBaTUCA MeTaIeBUMU NevaTKamu.

MopsAAoK BUrOTOB/EHHS, BeAieHHA 00/1iKY, BAKOPUCTaHHS MeTafieBUX NnevaTok Ta
MOpALOK BefeHHA 006/1iKy wad, CediB i KMOYIB Bif HUX BM3HAYAKOTLCA rO/I0BOIO
obnacHoi pagu.

36epiraHHA 1OKYMEHTIB i cnpas i3 rpugom «Ana cny»K60Boro KOpuUcTyBaHHSA»
3MIACHIOETBCA MpauiBHUKaMK, SKi 6e3rnocepefHbO OTpuMManu iX nif PO3MUCKY, Y
CMnoci6, WO YHEMOX/IMB/KOE JOCTYN A0 HUX CTOPOHHIX OCIb.

102. [doKyMeHTU 3 rpudom «nsa cny>X60BOro KOPUCTYBaHHA» MOXYTb
NnepebyBat y npauiBHUKIB Ha BMKOHAHHI MNPOTArOM CTPOKY, HEOoOXigHOro aAns
BUKOHAHHA 3aBAaHHA, 3a YMOBM AOTPUMAHHS BMMOT 1X 36epiraHHs, BU3HAYEHUX
NyHKTOM 101 wiel IHCTpyKUii.

103. Mepepgaya AOKYMEHTIB 3 rpudom «Ons cny>K60BOro KOPUCTYBaHHS»
CTPYKTYPHUM  MNigpo3ginaMm  34IANCHIOETbCA  Yepe3  CAyxOy  ginosofctea 3
MpoCTaB/IeHHAM BiAMOBIAHOT BiAMITKM B 06/1iKOBUX (hopmax.

Mopsagok nepefadvi ofgepxXaHux y cny6i AinoBoAcTsa AOKYMEHTIB 3 rpudom
«[na cny>k60BOro KOPUCTYBaHHA» BCEPeMHI OAHOro CTPYKTYPHOro Migposginy ans
BUKOHAHHS (03HaMOM/IEHHS) Bif OAHOro nMpayiBHUKa CTPYKTYPHOro nigposginy
IHWOMY npayiBHUKOBI TOr0 camoro nigposginy Ta BefeHHS HeobXigHMX 06/1iKOBUX
(hOpM BU3HAYAETHLCA IHCTPYKLIE YCTAHOBU 3 ypaxyBaHHAM crnieynikuy 11 4iafbHOCTI.



104. 3a60pOoHAETLCA NepemilleHHA AOKYMEHTIB 3 rpudom «ns cnyx60Boro
KOPUCTYBaHHA» 3 OAHIET cnpaBn A0 iHWOT 6e3 NOBIAOMIEHHSA CNYXOW AiN0BOACTBA.
Mpo BCi nepeMilleHHA LOKYMEHTIB po6iaTbCca BiAMNOBIAHI BiAMITKM B 06/1iKOBUX
(hopmMax, y TOMY YMC/i BHYTPILLHIX onucax.

BunyyeHHs cnpaB abo OKpeMuX [OKYMEHTIB i3 cnpaB 3 rpudom «ns
CNy>K60BOr0 KOPUCTYBaHHS» 3ab0pPOHSETHCA. B OKpeMux Bunafgkax Ha MifCTasi
PiLLEHHA CNig4oro cyadi, cygy apxiBHuWW nigpo3ain (apxiB) ycTaHOBWM abo cnyxba
AiNOBOACTBA 3a MUCbMOBOK BKa3iBKOK KepiBHUKa YCTAHOBU 3[iMCHIOE BUYUYEHHS
opuriHanis HeobXigHUX [OKYMEHTIB abo cnpaB. lpyv UbOMY Yy CTPYKTYPHOMY
nigpo3aini (apxisi) MOBUHHI 3a/IMLINTUCA NPOTOKO/ MPO BUNYYEHHSA AOKYMEHTIB 3 1X
3acBiA4YeHUMU KOMisiMU.

105. JOKyMeHTH 3 rputiom «4nsi cny>K60BOro KOPUCTYBAHHSA» He [03BONSETHCS
BMHOCUTK 3a MeXi yCTaHOBW, KpiM BUNaAKIB nepegadvi LOKYMEHTIB Ha BUKOHAHHA Y
CTPYKTYPHI NigPo3A4inn, Wo po3TaoBYyOTHCA N03a MeXaMyu OCHOBHOIO NMPUMILLLEHHS
yCTaHOBMW, Ta Yy pa3i BMHUKHEHHS HeOoOXiAHOCTI B X Y3roKeHHi, NignucaHHi B
yCTaHOBaX, pPO3TallOBaHMX Y MexaxX OAHOr0 HaceneHoro mnyHKTy. BuHeceHHsA
JOKyMeHTa 3 rpugom «[ng cny60BOro KOpPUCTYBaHHA» 3a MeXi YCTaHOBU
3LIMCHIOETBCA Ha MifCcTaBi pe3osiouii KepiBHUKA YCTaHOBM (MOro 3acTynHuMKa) abo
KepiBHMKa CTPYKTYPHOro nigpo3ainy, B AKOMY Takuil AOKYMeHT (AOro MpoeKT)
nigrotosneHo. Mpu LbOMY AOKYMEHT MOBMHEH OYyTW BKNaAeHUN y KOHBepT abo
YNaKOBaHWUI y Taknin cnocio, o6 BUKIOYUTA MOX/IMUBICTb NOr0 MPOYMUTAHHS.

106. Oco06i, BigpAIKEHIN [0 IHWOro HaceNeHoro NyHKTY, 3a60POHSETLCA MaTy
npu cobi JOKYMEHTU 3 rpudomM «na cny)60BOro KOpUCTYyBaHHA». Y pasi noTpebu
TakKi JOKYMeHTN HaCuIatoTbCA 3a NPU3HAYEHHAM [0 MOoYaTKy BigPAAKEHHS.

107. B okpemux BuMafgkax, 30Kpema y pas3i TepMIHOBOro Mo3anjaHoBOro
BIAPAIPKEHHS, KEPIBHMK YCTaHOBU (MAOro 3acTyrnHWK) CTaBUTb Ha JOMNOBIAHINA 3anucui
KepiBHMKa BIAMOBIAHOINO CTPYKTYPHOro Migpo3Ainy pe3osntouito, 3rigHo 3 AKOK Aae
[03BiN Ha NnepeBe3eHHs AOKYMEHTIB 3 rpudom «na cny>x60BOro KOPUCTyBaHHSA» [0
IHLLIOro HacefleHOro MyHKTY 3a YMOBW, L0 TaKi JOKYMEHTU MepeBO3ATbCSA TPynoko y
CKnafii He MeHLUe [ABOX MpayiBHUKIB, SIKIi MOBWUHHI BUKOHYBaTW POOOTY 3 HUMM 3
JOTPUMAHHAM 3aX0AiB, WO YHEMOX/MB/OWOTL HECaHKLiOHOBaHe 03HANOMJIEHHS 3
TEKCTOM TaKuX LOKYMEHTIB.

108. CraH opraHizayii poboTn 3 AOKYMEHTaMW, WO MICTATb CNy>XX60BY
iHpopMmauito (HasBHICTb Ta Pi3UYHMIA CTaH AOKYMEHTIB, Cnpas, BUAaHb, eNeKTPOHHUX
HOCITB iH(popmauii 3 rpugom «Ans cny>x60Boro KOPUCTYBaHHA»), He PifLLe HiK OANH
pa3 Ha piK NepeBipAETbCA KOMICIEHD 3 MUTaHb MPOBELEHHS MepeBipKM HassBHOCTI
JOKYMEHTIB 3 rpugom «[ng cny>K60BOro KOpUCTYBaHHA» MiCNA  3aBepPLUEHHS
LINOBOAHOIO POKY Ta (POPMYBaHHS Crpas.



CTpoK npoBefleHHs MepeBipKM Ta CKnNag KOMIcii 3 nuTaHb Ti MPOBeAEeHHS
BM3HAYatOTbCA BIAMNOBIAHUM aKTOM YCTaHOBMW.

[0 cknagy KOMicCiin 3 nMTaHb NPOBeAEeHHSA NepeBipKM HasBHOCTI AOKYMEHTIB 3
rpudom «ns cny>x60B0ro KOpUCTyBaHHA» 3 BigMiTKaMn «JliTep «M», «Jlitep «K» Ta
«Cl» 3anyyaroTbCs e ocobu, fonyLeHi 4o poboTn 3 TAKUMU AOKYMEHTaMMU.

109. TNepeBipKa HasBHOCTI cnpaeB Ta BWAaHb 3 rpudom «Ans cnyx6oBoro
KOpUCTYBaHHA» B apXxiBax Ta 6ibnioTekax, Ae 36epiraetbcsa noHag 1000 Takmx cnpas
Ta BMAaHb, MPOBOAUTLCA He PifLle HDK OAWH pa3 Ha N'ATb POKIB.

110. Pe3ynbTaTi nepesipokK, 3a3HavyeHUX y nyHkTax 108 i 109 uiel IHCTpyKUIT,
ohopmNATLCA aKTOM 3a (POPMOIO 3rifHO 3 gojaTkom 13.

MpauiBHMK, AKOMY CTa/10 BIOMO MPO (PaKT BTPATM LOKYMEHTa, L0 MICTUTb
CNy»K60BY iH(hopMmaLito, Ta NPO MOXK/MBE PO3ro/IOLEHHS BiJOMOCTEN, O CTaHOBNATb
cny>x60oBy iH(hopmalito, HeBigKNaAHO IHPOPMYe KepiBHWKA CBOr0 CTPYKTYPHOro
nigpo3ainy, SK1in y NMcbMoBii hopMi TepMiHOBO IH(OPMYE MPO Takui (HaKT KepiBHUKA
yCTaHOBM Ta KepiBHMKaA CNy>X6u AinoBOACTBa.

Y pasi BTpaTU AOKYMeHTa, WO MICTUTb CNyX60BY iH(opmMaLito, NUCbMOBO
MOBiJOMNAETLCA YCTAHOBI, Bif AKOT Lieil LOKYMEHT OTpUMaHo. Npo BTpaTy LOKYMEHTa,
WO MICTUTb CNy>X60BY iH(opMauito, 3ibpaHy nif 4ac MPoBaf>KeHHs orepaTMBHO-
PO3LUYKOBOI, KOHTPPO3BiAYBaNbHOT AiANILHOCTI, AiSNLHOCTI Y cepi 060pOHMN fepKaBu,
abo MOXXNMBE PO3ro/IoeHHA TakKoT CNy)K60BOi iHPopMaLiT NOBILOMNSETLCA TaKOX
opraHoBi CBY i3 3a3HayeHHAM 06CTaBMH BTpatu [OKyMeHTa (PO3ro/ioLeHHs
BIZlOMOCTeN) Ta NpPo BXWUTi 3aX04M.

Y pas3i BTpatu, BIiACYTHOCTI BIigOMOCTEA MPO MiCLE3HaXOMKEHHA abo
BUHUKHEHHA MiJ03pU NP0 MOX/MBMIA [OCTYN CTOPOHHIX 0OCi6 Ao iH(opmauii abo
[JOKYMEHTa, SIKUM HajaHa BigmiTKa «J1itep «K», 3ac06iB KpunTorpagivyHoro 3axucty
CNy>60B0i iHpopMaLii, TeXHIYHOT (eKcnayaTayitHOT) AOKYMeHTaLiT, KNHY0BUX AaHNX
HeBi4KIa4HO NMCbMOBO IH(OPMYETbCA AAMiHIcTpauis JepxKcneyss'asky.

111. ®akTK BTpaT AOKYMEHTIB ab0 PO3ro/ioWeHHs BiJOMOCTENR, AKi MICTATb
Cny>XK60BY iH(hopmauito, po3Cnigye KoMmicia 3 nuTaHb Po6OTM i3 CNy>K60BOHO
iHpopMmauieto. [na poscnigyBaHHA OKpeMux (hakTiB BTpaTu AOKYMEHTIB abo
PO3ro/IOLWEHHA  BIAOMOCTER, fAKi  MIiCcTATb  Cny6oBy iH(opmauito (gani -
po3cnigyBaHHs), 3a pilleHHAM KepiBHMKA YCTaHOBW MOXe YTBOPHOBATUCA crelianbHa
KoMicis.

112. CneuyiasibHa KOMicis Mae npaso OTpMMYyBaTW Bif MpawliBHUKIB YCTaHOBU
MACbMOBI Ta YCHI NOACHEHHS 3 NTaHb, L0 € NPeAMeTOM pPO3CifyBaHHA, BUTPeOyBaTy
HeobXigHI AOKYMeHTU (iX KoniT), ornagatu NpUMILLeHHs i CXoBuLLa.

113. UneHn Komicii 3 nuUTaHb pPoBOTM i3 CNYXXO0BOK IHhopMaLiE Ta
cneuianbHOT KOMICIT HeCYTb NepcoHasibHY BiAMNOBiIAaIbHICTb 3@ MOBHOTY, BCEOIYHICTb



i 06'€KTMBHICTb BWCHOBKIB PO3C/igyBaHHA, HEPO3ro/IOWEeHHS iH(opmauil, ska
CTOCYETbCA PO3CNifYBaHHA.

114. 3a pesynbTaTaMy pPo3CNifyBaHHSA, AKe TPUBAE He JOBLUE HIXX OAWH MICALb,
CKNAafacTbCs aKT, WO NIANUCYETLCA YNeHaMn KOMICIT 3 NTaHb po60oTH i3 Cy>K60BOKD
iH(hbopmauiieto abo cnewuianbHOT KOMICIT Ta MOJAETHCSA KepiBHMKOBI YCTaHOBU Ha
3aTBEPMPKEHHA. 3a HasBHOCTI O06rpYHTOBaHUX MPONO3MLiA BigNOBIAHOT KOMICIT,
MPUIAHATMX Ha Ti 3acifaHHi, CTPOK TMpPOBeAEeHHA pPO3CNiAyBaHHA MOXe OyTu
MPOAOBXEHO 3a PE30/H0LLIEHD KEPIBHUKA YCTAHOBM He OiflblU K Ha O4MH MiCALb.

Po3cnifyBaHHA NOYMHAETLCA 3 AT NIANUCAHHA PO3MOPAAYOro JOKYMEHTA MPo
IOro NpoBefeHHs Ta 3aBepLIYETbCA [aTOK 3aTBepAXKEHHSA akTa Mpo pesynbTaTu
NpOBeLEHHA PO3C/iLyBaHHS.

115. B oKpemoMmy po3fini akta npo pe3ynbTaTu MPOBEAEHHS PO3CAifyBaHHS
3a3HavyatoTbCs 0OCTaBMHU, MPUYMHM Ta YMOBM HACTaHHS BiAMOBIAHOro BMMNAafKy,
piBeHb 3amnofisiHOT LWKoAM abo HeraTMBHOMO BMJIMBY Ha AisNbHICTb YCTAHOB, a TaKOX
HaBOAWTLCA MepeniK BTpaueHNX AOKYMEHTIB.

116. BigmiTKa npo BTpaTy AOKYMEHTIB BHOCUTbLCA C/YX60t0 AinoBoAcTea Ao
peecTpauinHnX Ta 06/1iKoBMX (HOPM i3 3a3HaYEHHAM PeecTpaliinHMX AaHWX akta npo
pesynbTaT¥ NPOBeAEeHHA PO3C/ifYyBaHHS.

117. [oBigka nNpo NPUYMHW BIACYTHOCTI BTpavyeHWX AOKYMEHTIB, mignucaHa
KEepPIBHUKOM BIAMOBIAHOIO CTPYKTYPHOro nigposdiny, nepefaeTbcs A0 apXiBHOro
nigpo3ainy yctaHoBW Ans BKAKOYEHHA Ti 40 Cnpasu.

OxopoHa cny»60B0T iH(hopMaLii Nig Yyac Mi>KHapPOAHOro CNiBPO6ITHULTBA

118. PileHHA NpO MOXUBICTb MPUIAOMY YCTaHOBOK iHO3EMHUX fenerawyin,
rpyn Ta OKpemMmnx iHO3eMHUX rpomagsH Ta ocib 6e3 rpomagsHcTBa (gani - iHo3emui)
MPUIAMAETLCA KEPIBHMKOM YCTaHOBM abo MOro 3acTymnmHWKOM, BifgnoBifasibHUM 3a
opraHisauito npuiiomy Ta poboTy 3 iIHO3EMUAMMN.

119. OpraHi3zayito NnpuiioMy iHO3eMLiB | NPOBEAEHHSA PO60TY 3 HUMM 3abe3rneyye
nocagosa 0coba, BM3Ha4YeHa ronoBOK 06/1aCHOT pagn y po3nopsagvyoMy AOKYMEHTI
(mani - nocagoBa 0co6a).

120. TocaoBoto 0cC060K0 pa3oM 3 IHWUMW CTPYKTYPHUMU Nigpo3ginamu
yCTaHOBM, WO 6epyTb y4yacTb Yy MPUIAOMI [HO3eMLiB, 3a Y4acTiO CTPYKTYPHOro
nigpo3ainy TeXHIYHOro 3axucTy iHgopmauii (ocobn, BiANOBIAaNbHOT 38 BUKOHAHHS
Takol po60oTn) po3pobnseTLCA Nporpama NnpUoMy iHo3eMLiB, ika MOBUHHA MICTUTW:

BIJOMOCTI Mpo iHO3eMLiB, HalMeHYBaHHSA X nocag, a TakoX iHhopmMalito npo
NiANPUEMCTBO, YCTaHOBY, OpraHisauito, SKy BOHW MPeAcTaBiATb, Mepiog
nepebyBaHHA B YCTaHOBI;



MeTy NpPUinoMy iHO3eMLUiB, NepenikK NUTaHb, SKi NNaHYTbCA A1 06rOBOPEHHS.
IH(hopmaList Npo AifANbHICTb YCTaHOBU, iIKa MOXKe OYyTK A0BefleHa A0 iHO3eMLiIB abo M
nepefaHa, 3a3HavyaeTbCs y A04aTKy [0 nporpamu,

CNMCOK rnocajoBmMX 0ci6 ycTaHOBW, BignoBifasbHUX 3a NPUAOM iHO3EMLUIB i
BUKOHAHHS iHLWWMX 3aBAaHb, MOB'A3aHMX 3 nepebyBaHHAM iHO3eMLUiB B ycTaHOBI (i3
3a3HaYeHHAM 3MICTY TaKuX 3aBaHb);

nepenik CTPYKTYPHMUX Nigpo3ainis yctaHoBW (i3 3a3HAUYEHHAM NPUMILLEHb,
LexiB, AiNbHULb, nabopatopiit), AKi BiABiAYBaTUMYTbCA IHO3EMUSAMM;

nepenik Micub Ta NOPALOK 3aCTOCYBaHHA IHO3eMUAMU KiHO-, (POTO-, ayAio- i
Bigeoanapatypu, iHWMX TEXHIYHMX 3ac00iB;

MapLUpyTy | NOPALOK NepecyBaHHA iIHO3eMLiB TEPUTOPIED YCTaHOBMY;
IHWI HeoOXiaHI 3axoau.

Mporpama NnpuinoMy iHO3eMUiB 3aTBEPAXKYETHCSA KEPIBHUKOM YCTaHOBM abo 10ro
3aCTYNMHMKOM, BifiNnoBiganbHUM 3a opraHisawito NpuiomMy Ta po6oTy 3 iIHO3EMUAMMN.

121. Y pa3i Konu nig 4vac npuinomy iHo3emuiB nepefbavyacTbCa nepefava
IHO3emMUsAM B YCTaHOB/IEHOMY 3aKOHOAaBCTBOM MOPALAKY CNy>K60BOT iHpopMaLii, aka
Oyna 3ibpaHa nig 4yac NpoBagKeHHs onepaTuBHO-PO3LLIYKOBOI, KOHTPPO3Bi4YBabHOT
RISNbHOCTI, A4iANbHOCTI Y cthepi 060pPOHU fep>KaBu, KePiBHUK yCTaHOBM abo 3a Moro
LOPYYEHHAM KepiBHMK Migpo34iny 30BHIWHIX BIAHOCWMH CBOEYACHO IH(OpMYyE Y
nncbMoBin opmi opraH CBY npo cknaf iHO3eMHOT aenerauii (rpynu) i3 3a3Ha4eHHAM
Npi3BuLL, iMeH i nocag 1T YneHis, nepiog nepebyBaHHA Ta METY BifBiAaHHA YCTaHOBMW.
Pa3om i3 3a3HayeHOK iH(OpMaLield HAACUIAETLCA KOMia mnporpamu npuiiomy
IHO3eMLiB.

122. 3 MeTOK 3anobiraHHa BUTOKY CNy)X60BOT iH(opMaLii BiAOMOCTI,
JOKYMEHTM Ta iHWI MmaTtepianbHi HOCIT iH(opMmaLii, AKAM HagaHo rpud «A4ns
CNy>K60BOro KOPUCTYBaHHA» Ta 3 AKUMU MNAHYETLCA 03HAMOMUTU iHO3eMLiB abo fKi
OyayTb 1M HajaHi, OUIHIOKTHCA KOMICIEKD 3 NUTaHb Po6oTU i3 CNyXXO60BOKD
iH(hopmaLieto [0 3aTBEPAKEHHSA NPOrpammn nNpuinoMy iHo3emu,iB.

PilleHHsA Takoi KOMICIT OoDOpMAAETbCA aKTOM MPO pe3ynbTaTh NpPoBeAeHHSA
eKCMepTHOT OLiHKK, L0 3aTBepAXKYETbCA KEPIBHUKOM YCTaHOBMW.

123. AKT Mpo pe3ynbTaTh NPOBeAEHHS eKCMEePTHOT OLiHKN NMOBUHEH MICTUTW:
AaHi Wpao nigcTaB NPOBeAEHHS eKCNepPTHOT OLiHKY;

Ha3By, pPeecTpauiiHi faHi, rpud obMeXeHHS JOCTyny A0 AOKYMEHTa, HOMep
HOCIfA IH(hopMmaLii, AKa € NpeAMeTOM eKCNePTHOT OLiHKM;

Ha3By Ta BWUA HOCis iH(opmauii, Noro peecTpauiHi gaHi, CTOPIHKW, MYHKTHK,
ab3auM Ta iHWI faHi wWopdo iHgopMmauii, AKa MICTUTb BIAOMOCTI, WO CTaHOBNATb
Cny>60BYy iHhopMmaLito;



chepy XUTTERIANBHOCTI AepXKaBu, AKiiA MOXe O6yTU 3aBfaHO LIKOAM BHACNILOK
OMpUOAHEHHA TaKoT iHopMmauii, Ta 06r'pyHTYBaHHSA TaKoro BUCHOBKY;

MYHKTW Mepeniky BifOMOCTEN, WO CTaHOBNATb CNY>KO60BY iH(hopMaLito, AKUM
BIANOBIAAKOTH HAABHI B MaTepiaibHUX HOCIAX IH(opMaLiT BIZOMOCTI;

HaliMeHyBaHHS OpraHy [ep>XaBHOi BNaAu, iHWOro Aep>KaBHOro opraHy, opraHy
MiCLLeBOro caMOBpPsiJyBaHHS, opraHy Bnagu ABTOHOMHOIT Pecny6nikn Kpum, iHWOro
cy6'eKTa, WO BMKOHYE BNafHi ynpasniHCbKi PYHKLiT Bi4NOBIAHO [0 3aKOHOAABCTBA | €
PO3NOPAAHNKOM 3a3HauYeHOT CNy>60B0T iHpopMaLlil.

124. Hocii iH(opmauii 3 rpucom “[Ans cny)60BOro KOpUCTyBaHHA" MOXYTb
OyTV HagaHi Ans 03HANOMJIEHHA IHO3eMUAM Mic/A BUMYYEHHSA 3 HUX BIAOMOCTEN, L0
CTaHOBNATbL CNYXXO0BY iH(hopMaL,ito.

125. Y pa3i Konu Komicieto 3 nuTaHb poboTu i3 cny»60BoK iHQopMaLieto B
HOCISIX iH(hopMmaL,ii He BUSAB/IEHO 3a3HAYeHOT iHthopmaulil, HafgaHWii TaKMM HOCISIM rpud)
«[Ana cny>k60BOro KOPUCTYBaHHA» Nignsrae nepernsgy BignosigHoO 40 NYHKTY 86 Wiel
IHCTPYKLU,T.

126. Mepepgava iHO3emMUAM CNY>XXO60BOT iH(OpMaLLiT 34iACHIOETLCA 3 [A03BONY
KepiBHMKa YyCTaHOBW, AKOMY BIAMOBIAHO A0 NYHKTY 4 wiel IHCTPYKUiT HagaHO npaBo
3aTBep/kyBaTu nepenik BigoMocTei, abo WOro 3acTynHWKa, YMNOBHOBAXEHOrO
KepiBHUKOM Ha NPUNHATTS TAKOro PilLIEHHS.

127. B ycTtaHOBax, LW CUCTEMATUYHO 3AIACHIOTbL MPUIAOM IHO3EMLIB,
BUAINAOTLCA | 06/1a4HYIOTLCA OKPEMi MPUMILLEHHS A5 po60TY 3 IHO3EMUSAMMU,

MigroToBKa iHWMX NPUMILLLEHb YCTAHOBU 15 NPUAOMY iHO3eMLIB nepegbayvae
MPUMUHEHHS B HUX POOIT, NOB'A3aHMX 3 06POOKOKD CNYXXO0BOT iH(hopMaL,iT, BUTYUYEHHS
JOKYMEHTIB 3 rpuoM «[ns cny>K60BOro KOPWUCTYBaHHA», MNPUXOBYBaHHS abo
MacKyBaHHSi BMpOG6iB (CTeHAIB), HAOYHOI [OKYMeHTauii, WO MICTATb Cny>K6oBYy
iHopMmaLito.

MpuMILLEHHSA, B AKMX MPOBOAMTLCA poboTa 3 iHO3emusMM, 4O NO4aTtky ix
BiABIAYBaHHA iHO3eMUAMYU Ta MiCNs MOro 3aBepLUeHHs NepeBipAKTLCA NpauiBHUKaMu
CTPYKTYPHOrO MiApo34iny TeXHIYHOro 3axucTy iHgopmauii. Mpo pesynbtatn Takol
NnepeBipKM CKNAfaeTbCa AOBiAKA Y AOBINbHIA (POpMI, a 3a3HayeHi B Hiil BifOMOCTI
BHOCATbCA [0 BigNOBIiAHOI rpagm XypHany o6niky 3ycTpiyeil 3a (POPMOKO 3rigHO 3
[04aTKOM 14, 10 BeleTbCA CTPYKTYPHUM MiAPO34I/I0M 30BHILIHIX BIAHOCUH YCTaHOBMW.

128. T10BHOBaXKEHHA 0Ci6 yCcTaHOBW, BiANOBIiganbHMUX 3a NPUAOM IHO3EMLIB i
NpoBefeHHA pPo60TU 3 HUMKM, BU3HAYAKOTLCA MPOrpamor poboTu 3 iHO3eMUAMM, a
TaKoX MUCbMOBMMMK PO3NOPALKEHHAMM T0/I0BM 06MacHOT pafun. [pauiBHUKM
BMKOHABYOro arnapaty 06nacHoi pagn, Aki 6epyTb y4yacTb Yy MPUMAOMI IHO3EMUIB i
npoBefeHHi po60TY 3 HAMU, NOBUHHI AIATU IALLE Y MeXax HafjaHMUX NOBHOBAXXEHb Ta
3abe3neyyBaTy OXOPOHY CNY>XX60BOT iH(hopmaLlii.



129. 3ab0poHSETLCA Mif Yac Npuiiomy i NpoBefeHHs poboTU 3 IHO3EMUAMM
3anmwatM X y cnyX60BuX MNPUMILLEHHSAX Ta Ha TepuTopii ob6nacHoi pagun 6e3
cynpoBsogy.

Y BUWHATKOBMX BUNaAKax 3rigHO 3 PO3MNopsLXKeHHAM ronoBu 06/1acHOT pagu

CYNpoBij iHO3eMLiB MOXe He 34iliCHIOBATICS 33 YMOBM BUKOPUCTAHHS Ha MapLupyTax
X cnigyBaHHs TeXHIYHMX 3aC06iIB OXOPOHM Ta CMOCTEPEXKEHHS.

130. MocagoBa ocoba 3a pe3ynbTaTamum NPUNOMY iHO3EMLIB CKNadaey A0BiNbHIl
(hopMi 3BiT NPO BUKOHAHHSA nporpamm po60oTr 3 iHO3eEMUSMU, B AKOMY 3a3Ha4atoTbCs:

BIAOMOCTI MpPo iHO3eMUiB, 3MICT NPOBEAEHNX 3 HUMU Becif;

iH(opmaLis, ika BUKOPUCTOBYBanacs 4nM byna nepefaHa iHO3eMUAM, Mepenik
BIAMOBIAHMX MaTepiafibHMX HOCITB iH(opmauii (4OKYMeHTIB, HayKOBO-TEXHIYHOT
[OKYMeHTaUil, 3pa3kiB BUPO6IB TOLO);

IH(popmaLisi, oTpMmaHa Bif IHO3eMLUiB;
Npono3unuii Ta peKkoMeHaau i 3a pesynbTataMn BisUTy IHO3eMLIB.

131. 3BiT Mpo BMKOHaHHA nporpamy poboTn 3 iHO3eMUAMMN 3aTBepPLKYETLCA
rofIoBOK 06nacHOi pagn. Y pasi nepegadi iHO3eMUSAM AOKYMEHTIB ab0 maTtepianbHUX
HOCIIB, WO MICTATb CNy)X60BYy iH(opMauito, 3i6paHy nMifg 4Yac MPOBaAKEHHS
onepaTMBHO-PO3LLYKOBOI, KOHTPPO3BIAYBaNbHOI AIANBHOCTI, AIANBHOCTI Yy  cdepi
000pOHM [fepykaBu, KOMif 3aTBEPIPKEHOr0 3BiTY MPOTArOM N'ATU PO6OYMX [AHIB
HafcunaeTbca opraHoBi CBY, a TakoX 3a pilleHHsM rofoBn 06nacHOi pagn iHLWIKUM
3aiHTepecoBaHMM yCTaHOBaM.

132. Mporpama MpoBefeHHS Po6OTU 3 iHO3eMUAMMW, aKT NPO Pe3y/bTaTu
NPOBEAEHHS] EKCMEepPTHOT OLUiHKM Ta 3BiT MPO BWKOHAHHS nporpamyu po6oTn 3
iHO3eMUAMM 36epiratoThes y NocafgoBoi 0co6M B OKpeMili cnpasi, Lo nepea6ayaeTbes
HOMEHKNATypoto crnpas.

133. TonoBa 06/1acHOT pagn 34INCHIOE KOHTPO/b 3a AiSNIbHICTIO 0Cib, Ha AKUX
MOKNAAaETbCA BUKOHAHHA (PYHKLIA 3 opraHisayii npuiioMy i npoBegeHHs poboTu 3
IHO3emMUsAMM, a TaKOX 3a BUKOHaHHAM BIANOBIAHMX Mporpam.

134. Y pa3i BUHUKHEHHA HEOOXiAHOCTI B 04HOYACHOMY 3a6e3rneyeHHi OXOPOHM
CNy>60BOi  iH(hopmauii Ta pexuMy CeKpeTHOCTI Nig 4ac MIiXHapOLHOro
cniBpobiTHMYTBA 3aXWUCT CNY>X60BOT Ta CEKPETHOI iH(opMmayil npoBaguTbCS
BiANOBIAHO A0 BUMOT MMOpsAAKY opraHisauii Ta 3a6e3ne4YeHHs PeXXnMy CeKpPeTHOCTI B
[ep>KaBHMUX opraHax, opraHax MiCLEeBOro camoBpsAyBaHHA, Ha NigNPUEMCTBAxX, B
yCTaHOBax i opraHisauyisx, 3aTBepAKeHOro noctaHoBow KabiHeTy MiHICTpiB YKpaiHu
Big 18 rpyaHsa 2013 p. N 939.

135. BUMOrun o 0XopoHu cny>60B0T iHpopMaLii nig yac npuiomy iHO3eMLiB
He MOLIMPIOKTLCA Ha IHO3EMHUX PAAHUKIB, AKI BUKOHYIOTb KOHCY/IbTaTUBHO-A0pagyy
(bYHKUIHO B opraHi AepXaBHOT BnaaM Ha nigcTtasi BiAMOBIAHMX MDKHAPOAHUX



[OroBopiB, y TOMY 4MCAi MPO B3aEMHY OXOPOHY (3aXUCT) TaeMHOI iHopmauil Ta
marepiarnis.

136. MnTaHHA Wo40 0XOPOHU CNyX60BOT iHhopmaLii nig vac poboTy iHO3EMHMX
pafHUKiB, BU3HAUYEHHS TX MOBHOBaXKeHb Ta 0060B'A3KIB, Nepeniky ocib, SiKi MaroTb NPaBo
3 HUMW npaytoBaTi, NOPSAKY PO60OTU 3 IHO3EMHUMU PagHMUKaMU PErYNHOOTHCS aKTaMu
opraHiB gep>xaBHoT Bnaaw.



