3ATBEP/KYIO

Havanenuk MoOITBHOTO PATYBAJIBHOTO LIEHTPY

IIBUJIKOTO pearyBaHHs [lep:kaBHOI Ciy»kOu

Ykpainu 3 HaI3BUYaHUX CUTYyaIlIN

MTOJIKOBHUK CITY’KOU ITUBUTEHOTO 3aXUCTY
Bonoaumup KAUKAH

« » 20 p.

IHJIAH-KOHCIHEKT
HA NPOBEJCHHS 3aHATTSH 3 NPO(PiIbHOI MIATOTOBKHU
3 HapYajabHuMH rpynamu Ne 1 ta 2 MPII TP ICHC Ykpaiaun

« » 20 p.

Tema: Opranizanis Ta pPO3BUTOK EJIEKTPOHHOTO JIOKYMEHTOOOITY B OpraHax Ta
nigposauviax nuBLIsHOrO 3axucty JJCHC Ykpainu

HapuaabHa MeTa: JloBecTu 0 0COO0BOTO CKIIay TEMY JEKIIiT
Yac: 1 ron.
Micue npoBenennsi: Hapuansuuii knac MPI IIP JICHC Vkpainu

HaBuajabHo-MaTepiajibHe 320e3Me4YeHHA:
[ 1aH-KOHCTIEKT

HopmaTuBHO-NIpaBoOBi aKTH Ta JiTeparypa:

HopmatuBHO-1IpaBOBi aKkTH 1 JIiTepaTypa:

1. 3akon Ykpainu "lIpo enekTpoHHI JOKYMEHTH Ta €JIeKTPOHHUMN JOKYyMEHTO0OIr"
Bi1 22 TpaBHs 2003 poky Ne 851-1V.
{13 3miHam¥ i JOTTOBHEHHSAMH, BHECCHUMH 3aKOHAMU YKpaiHu
Bix 31 tpasasa 2005 poky Ne 2599-1V,
Biz 27 6epe3nsg 2014 poxky N 1170-VII,
Bim 15 kBiTHA 2014 poky N 1206-VII,
Biz 3 BepecHd 2015 poky N 675-VIII,
Biz 5 ok0BTHA 2017 poky N 2155-VIII,
Biz 16 rpyaHga 2020 poky N 1089-1X,
Bizi 30 uepBHA 2021 poky N 1591-1X
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(axuit BBOAUTHCS B MIit0 3 1 rpynHsa 2022 poKy, BpaXOBYHOUU 3MiHM, BHeCEeHI 3aKOHOM
YKpainu Bizm 27 nunusg 2022 poky N 2463-1X), Big 14 rpyaas 2021 poky N 1953-1X.

2. ITocranoBa Kabinety MinictpiB Ykpainu Bix 17 ciunst 2018 poky Ne 55 «IIpo
JIesIKi MMTaHHS TOKyMEHTYBaHHS yIIPABIIHCHKOT TISITEHOCTD.
[NOPAJOK ITPOBEAEHHA 3AHATTA
1. Opranizaiiiiti 3aX0/4 - S XB.
nepeBipKa MPUCYTHIX; OTOJIOMICHHS TEMU 1 METH 3aHSTTSL.
2. Bukianensns marepiainy- 55 XB.
[TuTanHs, sIKi BABYaTUMYTHCS:
1. Opraxizamiss Ta pO3BUTOK EJIEKTPOHHOIO JIOKYMEHTOOOITY B OpraHax Ta
nigpo3aiiaax muBuibHOro 3axucry JICHC.

MeronnyHi
KopoTkuii 3MicT HABYaJIBLHOTO MUTAHHS BKA3iBKHU

BCTYII

3akon Ykpainu "[Ipo eneKTpOHHI JOKYMEHTH Ta EJIeKTPOHHHI
JOKYMEHTOOOIr" BCTAHOBJIIOE OCHOBHI OpraHizaliiHO-TIPaBOBl 3acaau
€JIEKTPOHHOTO  JOKYMEHTOOOIr'y Ta  BHKOPHCTaHHS  €JIEKTPOHHUX
JIOKYMEHTIB.

1. JlokyMeHTyBaHHS YNpPaBIiHCHKOI iH(OpMAIll B eNeKTpOHHIH
(dbopMi 3MiMCHIOETBCA 13 3aCTOCYBaHHSIM KBai(hiKOBAHOTO EIIEKTPOHHOTO
miAnucy, KBalipikoBaHO! ENEKTPOHHOI TIe4yaTku Ta KBamiikoBaHOT
€JIEKTPOHHOI MO3HAYKW 4acy, KpiM BHUMAJKIB HasBHOCTI OOIPYHTOBaHHX
mifcTaB il JOKYMEHTYBAaHHS YNPaBIIHCHKOI iH(opMarii y mamneposiid
dhopmi, IKUMH BU3HAIOTHC:

Il. noKyMeHTH, 1110 MICTAThH 1HPOPMAIIIIO 3 OOMEKEHUM JIOCTYIIOM,
BHMOTa II[0JI0 3aXKCTY SKOi BCTAHOBJIEHA 3aKOHOM,;

I1l. enexTpoHHI JOKYMEHTH, 110 HE MOXXYTh OyTH 3aCTOCOBaHI K
OpHTiHAJ 3TiIHO 3 BUMOTaMH 3aKOHY;

IV. nokymMeHTH 3 TMTaHb, TMOB’S3aHUX 13 3aMOO0ITaHHAM
BUHUKHEHHIO HAJ[3BHYAWHUX CUTYyaIlii, JIKBiJalli€l0 iX HacHiakiB, abo 3
IHIMUX TIMTaHb, IOB’S3aHUX 13 BHHHKHEHHSM 3arpo3d JKHUTTIO Ta/a0o
3I0pOB’I0 HACEJeHHs, a TaKoX 13 HEBIAKIAJHUX MHTaHb II0J0
npoBeaeHHs: OOC Ta 060pOHO3ATHOCTI JIEPKABH;

V. OKyMEHTH, BUMOIa WIOAO OMNpALIOBAHHS SKUX Yy MHarnepoBii
¢opmi BcraHoBiieHa akTaMu Kabinety MiHicTpiB YkpaiHu.

2. Jlo eneKTpOHHUX JOKYMEHTIB, HiANUCAaHUX (TOTOKEHHX) i3
3aCTOCYBAaHHSAM KBaJli(piKOBAHOTO €JIEKTPOHHOTO MiAMUCY a00 3aCBiAUEHUX
KBaTi(pIKOBAaHOIO  €NEKTPOHHOI TI€YaTKOK, BHUMAaraTd BiJATBOPEHHS
Bi3yaJlbHOTO  Tianucy abo BiOWTKAa TIeYaTKU  HE3aJeKHO  Bif
0co0aMBOCTEH OPOPMIICHHS JOKYMEHTIB HE JIOIYCKAEThCS.

3. IlpoxomkeHHsT B JIOBOJCTBI OJHOTO 1 TOTO X JTOKyMEHTa B
€JIEKTPOHHIH Ta manepoBiit popmi HE TOMYCKAETHCS.

V1. MixBigomMunii 0OMiH €JIEeKTPOHHUMH TOKYMEHTaMU

IHcTpykIis 3  JTOKYMEHTYBaHHS  yIpaBIiHChbKOI  iH(opmarmii B
€JeKTPOHHIN QopMi, opraHizallii poOOTH 3 €JIEKTPOHHUMH JTOKYMEHTaMH
BU3HAYAE:

MOPSIIOK MPOXOJPKEHHSI €IIEKTPOHHOTO IOKYMEHTa 3 MOMEHTY HOTO
CTBOpEHHs1 a0 OJiepKaHHS 0 MOMEHTY BiJIpaBieHHsA a00 NepeaaBaHHs
no apxisy MPL] 1P JICHC Vxkpainy;

3acaJy opraizamii JOKYMEHTYBaHHs YINpaBliHCHKOI iH(opMarllii B
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eJIEKTPOHHIH (opmi;

omniepatuBHUM iH(MOpPMAIIHUNA OOMIH 3 BUKOPHUCTAaHHSAM CITy>KOOBOI
€JIEKTPOHHOI MOLITH.

[HCTpYKIIis BCTAaHOBIIIOE 3arajibHi MpaBwiia 3A1HCHEHHS MOHITOPUHTY
CTaHy BUKOHAHHS YIPABIIHCHKUX PillIEHb.

[TommproeTbcsi Ha BC1 €NEKTPOHHI JOKYMEHTH, LIO CTBOPIOIOTHCH,
BimpaBsitoThess  abo  omepxkyrorbess MPL[ HIP  JICHC  Vkpainn,
MiIPO3IIIaMH 0€31TOCEPETHBOTO ITiIMTOPSIKYBaHHS.

Ocob6nmBocCTI opranizaiii JiIOBOJCTBA 3 JOKYMEHTAMH, 1[0 MICTSTh
iHpopMmariiro 3 OOMEXEHUM JIOCTYIIOM, JUIOBOACTBA 3a 3BEPHEHHSIMH
IpOMaJIsiH, 3alIUTaMHu Ha MyOmiyHy iH(popMaIito BU3HAYAIOTHCS OKPEMUMU
HOPMAaTUBHO-TIPAaBOBUMHU aKTaMH Ta HE MOXYTb PEryJIIOBaTHCS LI€l0
[HCTpyKLiETO.

Bumorn miei IHCcTpykiii 10 poOOoTH 3 TEPBUHHO-OOJIKOBOIO,
0aHKIBCHhKOI, (PIHAHCOBOIO, 3BITHO-CTATUCTHYHOIO, HAYKOBO-TEXHIYHOIO
JOKYMEHTAIIEI0 TOMIMPIOIOTHCS JIMIIE B YAaCTHHI 3arajJbHUX HPUHIUIIIB
pOOOTH 3 TOKYMEHTaMHU.

3ATAJIBHI ITOJIOKEHHSA
OcHoBHa (opma mpoBamkeHHs pgutoBoactea B MPIL] 1P JICHC
YKpaiHu € eIeKTpOHHa.

1. 3aranbhi 3acamu JIOKYMEHTYBaHHS YIpaBIiHChKOI iH(opMmarllii Ta
0COOJIMBOCTI BEJEHHS MAUIOBOJCTBAa y TMamnepoBiid (opMi BHU3HAYAIOTHCS
TumoBoro IHCTPYKIli€l0 3 JAUTOBOACTBA B  MIHICTEPCTBAX, IHIIUX
[EHTPAILHUX Ta MICIICBUX OpraHax BHKOHABYOI BIJIAIH, 3aTBEPKCHOIO
nocraHoBoro KaGinery MinictpiB Ykpainu Bix 17 ciuni 2018 p. Ne 55 (i3
3MIHAMH).

2. Jlo eNeKTPOHHUX JOKYMEHTIB, MiAMUCAHUX (TIOTOKEHUX) 13
3aCTOCYBaHHAM KBali(pPiIKOBAHOTO €JIEKTPOHHOIO MiANUCY abo 3aCBITYEHUX
KBai(hiKOBAaHOIO  EJIEKTPOHHOIO  TEYaTKOK, BHUMAaraTtd BiATBOPEHHS
BI3YaJIbHOT'O MiANMUCY 200 B1IOMTKA MEYaTKU HE3AJIEKHO BiJl 0COOIUBOCTEN
o(opMIICHHS JOKYMEHTIB HE JIOMYCKAETHCS.

3. TIpoxo/KeHHs: B JIIOBOJICTBI OJHOTO i TOrO * JOKyMEHTa B
€JIEKTPOHHIH Ta manepoBii GopMi He 10Ty CKAETHCA.

4.V uiii IHCTpYKIIii TePMiHY BXXKMBAIOTHCS Y TAKOMY 3HAYEHHI:
- EJIEKTPOHHUI ayJiOBi3yalbHUN JOKYMEHT — EJEKTPOHHUN JIOKYMEHT,
3MICT SIKOTO TPE/ICTABICHO Y BUIJIAI BiCOpsAy, 300paskeHHs 1/ab0 3amucy
3BYKY, 7151 PikCyBaHHS 1/a00 BIATBOPEHHS SIKUX 3aCTOCOBYIOTH BIIIOBIIHY
araparypy, Ha SKMH HaKJIaJIeHO KBaJli(piKkOBaHUM eJIeKTPOHHUH MiAINC;
- OnaHK eNeKTpOHHOro JokymeHTa (OnaHK) — yHipikoBaHa Qopma
eJIEKTPOHHOTO JIOKYMEHTa YCTaHOBM a00 ii CTPYKTYpPHOTO MiAPO3IUTY 3
BIJIMOBITHAMH PEKBI3UTAMH Ta TOJISIMHU TIOCTIAHOT 1 3MIHHOI 1H(OpMAITii;
- Bi3yaui3alisi — Mpolec BIATBOPEHHS JaHUX y (GOpMI, IO € MPUHHATHOIO
U JIFO/TAHI,
- BUTAT — 3acBiJJU€Ha KOIiS YaCTHHU TEKCTY E€JEKTPOHHOIO JIOKYMEHTa,
SIKUW MICTHTB TTeBHUMN 00csT iH(OpMaIrii adbo 3amucy peecTpy;
- BI3yBaHHS MIPOEKTY €JIEKTPOHHOIO JOKYMEHTA (Bi3yBaHHS) — HaKJIalaHHA
M0CaZI0BOI0 0CO00I0 KBaJIi(piKOBAHOTO €JIEKTPOHHOI'O MIANMUCY HA MPOEKT
EJIEKTPOHHOTO JOKyMEHTa JJIsi 3acBiIYeHHS (DaKkTy MOTO/UKEHHS IIi€l0
0C00010 3aBI30BAHOTO MPOEKTY JOKYMEHTA,;
- enektponnuii ngokymentoobir MPI[ IIP JICHC VYkpaiau — 006ir
(TPOXOJKEHHS) CITy’)KOOBUX €JIEKTPOHHUX JOKYMEHTIB 3 MOMEHTY iX
CTBOpEHHs a00 OJepKaHHS /O 3aBEepIICHHS BHKOHAHHS, BiIIPaBICHHS,
3HuIIeHHs a0o nepenasanss a0 apxisy MPL P JICHC Ykpainy,




- CNeKTPOHHA KOIisl E€JIEKTPOHHOTO JOKYMEHTa — Bi3yallbHE IOJAHHA
€JIEKTPOHHOTO JOKYMEHTa B €JEKTpPOHHIA ¢opmi 0e3 KBamidikoBaHUX
SNIEKTPOHHUX MINHCIB, SKUMH HOro OyJI0 3aBi30BaHO Ta/ab0 MiANMCaHO,
BIJIMOBIAHICTh Ta MPABOBHMA CTaTyC SKOI 3acBiAUYEHO KBali(hiKOBaHOIO
EJIEKTPOHHOIO TIEYaTKOIO;

- EJIEKTpOHHA KOIIi OpPHUTIHATY ManepoBOro JIoKyMmMeHTa ((oTokormis) —
Bi3yaJlbHE IMIOJIaHHSA TMANlepOBOTO JIOKYMEHTAa B E€JIEKTPOHHINA (opmi,
OTpUMaHe IUIIXOM  CKaHyBaHHsA  (dortorpadyBaHHs)  MarepoBOrO
JOKyMEHTa, BiJIIOBIAHICT OpUTiHATY Ta NPABOBUH CTaTyC SKOTO
3acBiIUEHO KBaTi(hiKOBaHOW eleKTpoHHOW medaTkoro MPI] 1P JICHC
VYkpainy;

- ENEeKTPOHHMH BHYTpIIIHIM ONKMC JIOKYMEHTIB CIpaBH — OKPEMHI
OOJIKOBUY E€IEeKTPOHHUHN IOKYMEHT, IO MICTHTH IEpeliK 3arojIoBKiB 0
TEKCTIB €JEKTPOHHMUX JIOKYMEHTIB CIpPaBHM 13 3a3HAUCHHSAM MOPSIKOBUX
HOMEpiB, iX peecTpamiiHUX IHIEKCIB, JaT, KUIBKOCTI CTOPIHOK Ta
HaiiMeHyBaHHsI (haiiliB BiIMOBITHUX €IEKTPOHHHUX JTOKYMEHTIB;

- CJIEKTPOHHUW KYypHAJI — OKPEMHI pEECTp CHCTEMH EJIEKTPOHHOIO
nokymenroobiry MPL[ IIP JICHC VYkpainu, 1mo MICTUTh 3allUCH PO
3apeecTpoBaHi JOKYMEHTH, 00’€llHaHI 3a MEBHOIO O3HAKOK a00 TPYIO0
O3HaK;

- CJCKTPOHHA PE3OJIOIisl — PEKBI3UT, SKWUH CTBOPEHUH Yy CHCTEMI
€JIEKTPOHHOTO JIOKYMEHTOOO0IrY Ta SIKUM BHOCHUTBCS 10 peecTpauiiHoi
KOHTPOJIbHO-MOHITOPUHTOBOI ~ KapTKH  €JIEKTPOHHOTO  JIOKYMEHTa i
HEpPO3pUBHO IOB’S3aHUH 13 Hero. EJIeKTpOHHA pe30IroList MiCTUTh CTUCIIUI
3MICT JIOpY4YeHHsI (BKa3iBKH) MOCAJ0BOI OCOOM 100 MOT0 BUKOHAHHS Ta
OB’ sI3aHUH 3 HEHO KBaTi(DiKOBaHUI EICKTPOHHUU TMIAIKC Ii€i TOCaT0BOL
ocobu. EnexTpoHHa pe3oiolist € €IUHO0 JOITyCTUMOI (POpMOI0 peaizaiii
JOpY4€Hb, BUJAaHUX B €JIEKTPOHHINA QopMi, Bi3yani3alis KOl BU3HAYAE€THCS
Iacrpyxkuiero 3 ainoBoactsa MPL] IIIP /ICHC Vkpainu;

- €JIeKTPOHHA CIpaBa — CYKYIHICTb (DaiiliB €IeKTPOHHUX JTOKYMEHTIB, 110
BXOJIATh 10 HEl, eeKTPOHHUM BHYTPIIIHIM OIKCOM Ta 3aCBiI4yBaJIbHOTO
HAITHACY CTIPABH;

- €JIEKTPOHHMI JOBIHUK — €JIEKTPOHHO-/I0BIIKOBUI MepetiK MPUKIaIHOTO
XapaxkTepy, B IKOMY 310paHO THIIOBI HAOOPH JaHMX;

- €JEKTPOHHE IMOBIJOMIJIEHHS — aBTOMAaTH4HO a00 y pa3i HeoOXiTHOCTI
aBTOMAaTH30BaHO CTBOPEHA Ta Iepe/iaHa B eNEeKTPOHHIN Gopmi iHPopMarlis
Ipo JOCTaBKy/ OTpUMaHHs/ BIIMOBY B peecTpalii/ peecTparlito
EJIEKTPOHHOTO JIOKYMEHTA aJpecaToM Ta iHIIe;

- IHOMKAaTOpH CTAHy BUKOHAHHS JIOKYMEHTIB — BU3HA4Y€HI KpUTEpii eTariB
npoxomxeHass npokymeHTtiB B MPI[ IIIP JICHC VYkpainu 3 meroro ix
MOHITOPHHTY;

- KOHTPOJb — KOMIUIEKC 3aXOJiB, IO 3MIMCHIOIOTHCS VISl TIEPEBIPKUA Ta
OLIIHKM BUKOHAHHS MMOCTAaBJICHUX 3aBAaHb (YIPaBIIHCHKUX PILLIEHB);

- CHCTeMa MOHITOPMHTY — KOMIUIGKCHA aBTOMAaTH30BaHAa CHCTEMa
Oe3mepepBHOro 300py, 00poOKM, cucTemaTu3alii Ta aHamizy iHdopmaiii
PO CTaH BUKOHAHHS YIPABJIIHCHKUX PILIEHb (€JIEKTPOHHUX JOKYMEHTIB) B
MPII LIP JCHC Ykpainu,

- OIUC CHpaB B €NEKTPOHHIM (opMi — JIOBIIHUK B €IEKTPOHHIN ¢opmi,
NpU3HAUeHUHA JUIi OOJIIKY Ta PO3KPHUTTS 3MICTY OJHMHHUIL 30epiraHHs,
OJMHUIIL OOJIKY, 3aKpIIUIEHHS IX CHUCTeMaTH3alii B MeXaxX apXiBHOTO
hony;

- [amepoBa KOIMis OpUTiHATY eJIEeKTPOHHOIO JOKYMEHTa — Bi3yalibHe
MOJJAHHS €JIEKTPOHHOTO JIOKYMEHTA Y TarepoBii (opmi, sike 3acBiTyeHe B
TTOPSJIKY, BCTAHOBJICHOMY II€I0 [HCTpYKITi€to;




- MIANUCAaHHA NPOEKTY ENEKTPOHHOrO JOKYMEHTa (MiIIMHCaHHS) —
HaKJIQJaHHS YIOBHOBAXEHOIO 0C000I0 (YITOBHOBOXKEHUMU 0COOaMM),
3a3HAYEHOIO (3a3HAUCHMMH) Y PEKBI3UTaX IMiJMHCyBaya TAKOTO JIOKYMEHTa,
KBaJIi(PIKOBAaHOTO  €JIEKTPOHHOTO  MiAmucy  (MIAMUCIB) HA  TPOEKT
EJIEKTPOHHOTO IOKYMEHTA JUIs 3aCBITUEHHS (DaKTy HOT0 3aTBEPIKCHHS;

- TOTOJKYBay — I0CAI0Ba 0c00a, siKa 31MCHIOE Bi3yBaHHS (TIOTOJKEHHS)
IIPOEKTY JJOKYMEHTA;

- IPaBOBHUI cTaTyCc — HaOpaHHS €IEKTPOHHUMH JaHUMH IOPHIUYHOI CHUIIH;

- MPUMIPHHK €JIEKTPOHHOTO JOKyMEHTa — (a1, SKHil MiCTUTh HaOip JaHHUX,
TOTOXXHUN OPUTIHATY €IEKTPOHHOTO JOKYMEHTA;

- IIPOEKT €JIEKTPOHHOI'0 JOKYMEHTa — JOKYMEHT B €JIEeKTPOHHIH (opmi 110
HaKJIQJIEHHS. KBaTi(hiKOBAHOTO €JIEKTPOHHOTO MiJIIHCY YIOBHOBAXECHOIO
0c00010 (YMOBHOBOXEHUMH 0C0O0aMH), 3a3HAYEHOK (3a3HAYCHHMH) Y
PEKBI3UTaX MiAMUCYBaya TAKOTO JOKYMEHTA,;

- penakuiiiHa npaBka — OyJb-fK€ peJaryBaHHs NPOEKTY €JIEKTPOHHOIO
JOKyMEHTa, BUKOHYBaHE aBTOPOM, ITOTO/KyBaueM abo MiANUCyBaveM;

- peecTpaTrop — MpAaLiBHUK BiJJUICHHS JOKYMEHTAJIHHOrO 3a0€3MeYeHHS
MPL] IIP JCHC VYxkpaiau abo ocoba, Ha sKy TOKIaJEeHO (QYHKIIil
peecTpallii JOKyMEHTIB, YIOBHOBa)KEH1 Ha 3/IIHCHEHHS peecTparlii BXiAHUX
ta/ abo BHYTpImHIX, Ta/abo BuximHux mokymentis MPIL] IIP JICHC
Ykpainy;

- peecTpaniifHO-MOHITOPUHIOBa KapTKa — KapTKa B EIEKTPOHHIN GopMi, 110
MICTUTh  BUYEpPNHY  1HPOpMALI0 PO  CTBOPEHHS,  OJAEp)KaHHS,
MIPOXO/DKEHHS, BUKOHAHHSA, BIiANIpaBICHHS, 30epiraHHs Ta 3HHUIICHHS B
MPIL] IIP ACHC Vkpainu HOKyMEHTa HE3aIeKHO Bix (OpMHU HOTO
CTBOPEHHS;

- PEKBI3UT €JEKTPOHHOIO JOKyMeHTa — 1HdopMallis, 3adikcoBaHa B
eJIEKTPOHHOMY JIOKYMEHTI Ta PeecTpaliiiHO-MOHITOPHHIOBIN KapTii JUIs
Moro inenTudikailii, opradizaiii o0Iry Ta HaJlaHHs HOMY FOPHINYHOI CHITH;

- cucreMa enekTpoHHoro aokymeHroobiry MPL[ HIP JICHC VYkpainu —
CYKYIHICTb  IPOrpaMHO-TEXHIYHMX  3aco0iB,  NPU3HAYEHUX  JUId
aBToMaru3alii opraHizamii poOOTH 3 EJNEeKTPOHHUMH JOKyMEHTaMHU Y
JIIOBOJICTBI LIEHTPY;

- BUUIUJIEHHS JIOKYMEHTaJbHOTO 3a0€3MEUYEeHHS] — CTPYKTYpHHH MiApO3.IiI
MPII TP ACHC VYxkpainu abo BiamoBigalibHa ocoba, 10 3ade3nedye
peecTpatlito, 00JiK, OpraHi3awilo JOKYMEHTOOOITy CIIy>KOOBHX JTOKYMEHTIB,
30epiranHsi JOKyMEHTaIliHOro GoHIy ab0 MOro YaCTHHM JI0 TepeaaBaHHsI
Ha 30epiranHs J10 apxiBy LHEHTpY, a00 BiINOBIAAIbHIA 0c001 IEHTPY, HA AKY
MOKJIa/ICHO BUKOHAHHS 3aB/JaHb 1 (GYHKIINA BIJUIUICHHS; BIIMOBIIaJIFHUM 32
31 ICHEHHS MOHITOPUHTY CTaHy BHKOHAHHS YIPABIIHCHKHX pillleHb Ta
KOHTPOJIIO 3a BIJMOBIAHICTIO 1X BHKOHAHHS IIOCTaBJICHOMY 3aBIaHHIO
MIPU3HAYAETHCS 3aBiyBay BiAIUICHHS JOKYMEHTAIBHOTO 3a0e3MeueHHs;

- CITy>k00Ba €JIeKTPOHHA TOIIITa — eJIEKTPOHHA MOIITa (IOLITOBAa CKPUHbKA)
npanisauka MPL] [P JICHC VYkpainu, cpopMoBaHa 3 BHKOPHUCTAHHIM
JIOMEHHOTO 1MEHI y JOMeHI gov.ua 1 OOMIHY YIPaBIIHCHKOIO
iHpOopMaIli€ro;

- YIOBHOBaXk€Ha oco0a — ocoba, sika HajlieHa MPaBOM BUMHATH il Ta
BIAIOBIZA€ 3T1IHO 13 3aKOHOJABCTBOM 3a HACIIAKY IX BUMHEHHS,

- ympaBiiHCbKa 1HQoOpMalis — CYKYIHICTb HEOOXIIHUX JaHHMX, SKI
CHIPUSTUMYTh BUPILICHHIO YIPABIIHCHKHX pillleHb;

- YNpaBIIHCBKE pILIEHHS — Oy/b-SKe 3aBJaHHs, BU3HAUE€HE HAYAJIbHUKOM
HeHTpy a0o pilIeHHAM KOMiCil, Hapaj KepiBHOTO CKJIaAy Yy MexXax
IIOBHOBAXKEHb Ta CIIPSIMOBAHE HA JIOCATHEHHsI IOCTABJICHUX IILIEH;




- (hopMyBaHHSI €IEKTPOHHUX CIIPAB — IPYITyBaHHS BUKOHAHUX €JICKTPOHHUX
JIOKYMEHTIB Yy CIpaBd BIAMOBITHO 10 HOMeHKJIaTypu crnpa MPIL] 1P
JCHC Vkpainu.

[Hmri TepMiHM BXHBAIOTbCA y 3HA4YE€HHI, HAaBEJCHOMY B 3aKOHaX
Vkpainu "[Ipo eneKTpoHHI JOKYMEHTH Ta €NEKTPOHHHUH JTOKYMEHTOOOIr",
"IIpo enextponni aoipui mociyru", "I[Ipo Hamionaneauii apxiBauid GoH
Ta apXiBHI yCTaHOBH".

5. Opranizanis el1eKTPOHHOro J0KyMeHT000iry B MPL] IIIP JCHC
VYkpaiHu MOKIagaeThCsl Ha BUIIUICHHS JOKYMEHTAJILHOTO 3a0e3MedeHHs,
sKe 3a0e3meuye:

po3poosennss B MPI[ HIP JICHC Vkpaiaum €IMHOTO TMOPSIKY
JTOKyMEHTYBaHHSI YIPaBIIHCHKOI iH(popMalii Ta podOTH 3 AOKyMEHTaMHU
HE3aJISKHO Bi] POPMU 1X CTBOPEHHS;

pO3po0JIeHHsT THCTPYKIii 3 JUIOBOJCTBA Ta HOMEHKIIATYPH CIIPaB
MPI] TP JJCHC VYxkpainu 3a norojkeHHsM 3 LleHTpanbHUM JepKaBHUM
apXiBOM BHUIIIMX OPTaHiB B4 YIIPABIiHHA YKpaiHH;

peecTpartito Ta 00K JIOKYMEHTIB;

HAQJIaHHS METOJIMYHOI JIOTIOMOTH Ta KOHTPOJIb 32 JOTPUMAaHHSIM
YCTQHOBJICHOTO TMOPSAAKY pOOOTH 3 €JIeKTPOHHUMH JOKYMEHTaMH B
crpykrypaux miaposainax MPL P ICHC Ykpaiuu,

OpraHizaifito J0KyMeHT000iry, (¢opMyBaHHS CIIpaB, X 30epiraHHs Ta
miAroToBKy [yt nepenasanus 1o apxisy MPL] ILIP ICHC VYkpainu, sikuit
BXOJUTH J0 CKJIATY BiAIIICHHS JOKYMEHTAIBHOTO 3a0€3MeUeHHS;

BIPOB/DKEHHS Ta HADIAA 3a JOTPUMAHHSAM  CTPYKTYpHUMH
nigpozaimamu MPII IIIP JICHC Ykpainu BUMOT 1HCTPYKLIH 3 11JIOBOJICTBA
Ta HaIIOHAJBHUX CTaH/IAPTIB;

MPOBEICHHSI  PErylsipHUX T[EpPeBIPOK CTaHy JUJIOBOJACTBA B
mignopsakoBanux niaposaitax MPL] TP ICHC Ykpainu;

JOTPUMAaHHS BUMOT [0 MIArOTOBKHU EJEKTPOHHHUX Ta TarnepoBUX
JIOKYMEHTIB Ta OpraHizailii poOOTH 3 HUMH,

KOHTPOITb 32 CBOEUYACHUM PO3IIISIIOM Ta MPOXOKEHHSAM JOKYMEHTIB
B MPII TP ICHC VYkpainu;

OpraHizailifo HarJigqy 3a CTaHOM 30epeKeHHs JOKYMEHTIB Ta
KOPHCTYBaHHS HUM;

MIPOBEJCHHS aHali3y iH(opMallii Ipo JOKYMEHTO00Ir, HeOOX1AHOT A
MPUMHATTS YIPABIIHCHKUX PIIIEHB;

1HpOpMaIliifHy B3a€EMO/IiI0 3 OpraHaMy BUKOHABYOI BJIA/IU Ta 1HIIUMHU
Jep’)KaBHAMHU YCTaHOBaMH Yepe3 CUCTEMY B3a€MO/IIl;

MEepeBipKy MPABUIBHOCTI BIJIOMOCTEH, BHECEHUX JI0 PeeCTpalliifHo-
MOHITOPUHTOBOI ~ KapTKH  EJIEKTPOHHOTO JOKYMEHTa 3a 3BEICHOIO
Homenknaryporo crnpas MPL[ HIP JICHC VYkpaiHu Ta yTOYHEHHS IMX
BIJIOMOCTEH 3a €KCIIEPTU30I0 IIHHOCTI IOKYMEHTA;

iHimitoBanHss Ta mpoBeaeHHs B MPIL[ [P JICHC Vkpainu
MIIBUIICHAS KBami(ikalil TpPaiBHUKIB BIIIUICHHS JOKYMEHTAIBHOTO
3a0e3MevyeHHs..

6. MPII IIIP JICHC Ykpainu opradizoBye JUJIOBOJCTBO Ha ITiJCTaBi
BJIACHOI 1HCTPYKIIIi 3 IJTOBOACTBA (fayti — [HCTPyKIIis 3 MIJIOBOACTBA ), IO
po3po0IsieThCsl Ha MiACTaBi THMOBMX 1HCTPYKIIi 3 MAiIOBOACTBA Ta 3
ypaxyBaHHSM IHIIIUX aKTiB 3aKOHO/IaBCTBA.

7. Bigninenns JIOKYMEHTAJIbHOTO 3a0e3neueHHss  po3podisie
iHeTpykuito 3 autoBoactsa MPI[ NP JICHC VYkpainu, sIKOr0 OZHOYACHO
perylaMeHTY€eTbCsl TNUTAHHS OpraHizamii JIUIOBOJACTBA y THAanepoBii Ta
€JIEKTPOHHIH Gopmax.




8. Jinosoactso MPI] IIP JCHC Vkpainu, opraizamis oOMiHy
CNIEKTPOHHUMH JOKYMEHTaMH 3 1HIIMMH YCTaHOBAaMH 3JIHCHIOETHCS
BuKItouHO 3 BukopuctanHam CEJI MPIL[ IIP JCHC Vkpainau,
IHTErpOBaHOI /10 CHUCTEMH EJIEKTPOHHOI B3a€EMOJii OpraHiB BHKOHABYOi
BIIaIM (1aJ1i — CUCTEMa B3aEMOJIIT).

Y pa3i BigcytHocti B MPI[ IIP JCHC Vkpainu CEJ] s
oprasizaiii JIMCTyBaHHS 3 IHIIMMH YCTAHOBaMH, IiJIPHEMCTBAMHU Ta
opranizauismu, MPL] IIIP JICHC Ykpainu BUKOPHCTOBY€E aBTOMAaTHU30BaHy
CUCTEMY KOHTPOJTIO 1 opranizaiii aioBojacta (ACKO/).

MixBigoMuuii 00MiH eJIEKTPOHHUMH TOKYMEHTAMM
OOMIH eJNeKTPOHHUMH JOKYMEHTaMH uepe3 BeO-MOAyIb CHCTEMH
B3aEMOJIT 3MIHCHIOETBCS BUKIIOYHO 3 JOTPUMAHHSIM BHUMOT  JIO
BCTAaHOBJICHUX (HOpMaTIiB JaHUX EJIEKTPOHHOIO JOKYMEHTOOOIry B
yCTaHOBAX.
Cucrema B3aemonii 3a0e3mneuye rapaHTOBaHy JOCTaBKY EJIEKTPOHHHUX
JOKYMEHTIB BiJl iX BIMPaBHUKIB JI0 1X OJIep>KyBadiB

IIpuiiMmaHHA BXiZHUX eJIeKTPOHHUX JOKYMEHTIB
EnekTpoHHI MOKyMEHTH, IO HAAXOIATh 4Yepe3 CUCTEMY B3aEMOAII,
MPUIMAIOTHCS BIAIITICHHSIM IOKYMEHTAIBHOTO 3a0€3eueHHSI.
EnekTpoHHMI JTOKYMEHT, IO 3aBaHTAKUBCS 13 CHCTEMH B3a€MOIIi [0
CUCTEeMH EJIEKTPOHHOTO JOKYMEHT000iry abo HaaiiimoB 10 BeO-MOIyJis
CHCTEMH B3a€EMO/Iii, BBAXKAETHCS JOCTABICHUM aJ[pecary.

HancnianHs BUXIZHUX eJ1eKTPOHHUX JOKYMEHTIB
HancumanHst eneKTpOHHHX JOKYMEHTIB 4Yepe3 CHCTEMY B3aeMOJil iX
azpecataMm 311HCHIOEThCS 3a (hakToM ix 3aBaHTakeHHs 13 ACKO/] yepes
BeO-MOJIyJIb CHCTEMH B33a€MOJii y CHCTEMY B3a€EMOAii ojapa3y micis ix
peecTpariii.

[lin wdvac 3aBaHTaXEHHS AaBTOMATHYHO CTBOPIOIOTHCS PUMIPHUKA
€JIEKTPOHHUX JIOKYMEHTIB y KIUIBKOCTI, IO BIiJNOBIJA€ 3asBICHOMY B
peecTpaniiiHiii KOHTPOJIbHO-MOHITOPUHIOBIN KapTIll MEpeiKy ajapecaris,
e X TOAAJBIIOrO0 IEPCOHANI30BAaHOTO HAJICHJIAHHS  BIIAMOBIIHUM
ajzipecaTam.
He moxe OyTu BigmpaBieHU 4Yepe3 CHUCTEMY B3a€MOJIl eNeKTPOHHHUN
JOKYMEHT, IUIICHICTh SIKOTO HE MIATBEPKEHO KBalli(hiKOBaHUM
€JIIEKTPOHHHUM MiJMUCOM ab0 KBalli()iKOBAaHOI ENEKTPOHHOIO MEYaTKOIO
3T1JIHO 3 BUMOTaMHU I1i€i [HCTpyKIii

Opranizanisi J0KyMeHTO000IIy
Opranizaiiiss 10KyMeHTOO0OIry 3aiicHIoeThCsl 3a ponomororo ACKO/JI ta
Be0-MOJyJISl CHCTEMH B3a€EMOJIII.

PeecTpanisi nokymeHTiB

BxinHi, BHYTpIilIHI, BUXiJTHI, IHII JOKYMEHTH HE3aJIe)KHO BiJl GOpMH iX
ctBopenHs, miarorosiexi B JJCHC peectpyrotsest B ACKO/I.
Jlns 3a0e3nedeHHst peecTpauii JOKYMEHTIB B €JIEKTPOHHIA Ta mamepoBii
dbopmax (mami — TOKYMEHTH) B aBTOMAaTH30BAaHOMY PEXKHMMI 3aTIOBHIOETHCS
peecTpaliiiHa KOHTPOJIbHO-MOHITOPHHIOBA KapTKa, 70 SIKOi BHOCSATHCS BCl
000B’SI3KOB1, JI0AATKOBI Ta y pa3l MOTpeOW IHIII PEKBI3UTH JTOKyMEHTa
BIJIMIOBITHO 10 BUMOT [HCTpyKii 3 iTOBO/CTBA.
Peectpaniiina  KOHTPOJBHO-MOHITOPHUHTOBA  KapTKa  €JIEKTPOHHOTO
nokymeHnTa ctBoproetscsi ACKO/] B enektponHiit Gpopmi.
J1o 0060B’SI3KOBUX PEKBI3UTIB, 1110 BHOCITHCS B PEECTPaALlIiHy KOHTPOJIbHO-
MOHITOPUHIOBY KapTKy, HaJeXaTb: BUJ IOKYMEHTa, 1HJEKC Ta 3arojOBOK
CIpaBH, KOPECMOHJEHT (yCTaHOBa-BIANPABHMK), MIAMKCYBad JOKYMEHTa
Ta KBaTi(piKOBAaHUH €JIEKTPOHHHUM MiANKC MigNIcyBada abo KBaiidikoBaHa
€JICKTPOHHA TeYaTKa yYCTAaHOBH-BIANpPAaBHUKA, ajapecaT (Mepesik yCTaHOB,




SKUM aJIpECOBAHO JOKYMEHT), BHUXIJHI HOMEp Ta Jjaara (peecTpaiiiiHi
aTpuOyTH KOPECIIOHJICHTA), BX1HI HOMED Ta JaTa (peecTpariiiai aTpulyTu
azipecata), BUXiJIHUH HOMEp Ta Jata peecTpauii (peectpauiiiHi atpulOyTu
YCTAHOBH), KOPOTKHM 3MICT JOKYMEHTAa, CTPYKTYpPHHH IiJIPO3ALI,
BIJIMOBIJAILHUY 32 BUKOHAHHS 3aBIaHHs Ta /a00 MiATOTOBKY JOKYMEHTA B
YCTaHOBI, 13 3a3HAYEHHSM HOro IHJAEKCY, PE30JIONii, BIAMOBITATBHUI
BHKOHABEIlb (3TiIHO 3 PE3OJIIOII€I0), 13 3a3HAYCHHSM HOro Mpi3BHINA,
BJIACHOT'O 1IMEHI, CTPOK Ta IMO3HAaYKa PO BUKOHAHHA JOKYMEHTa, KUIbKICTh
CTOPIHOK CYNpOBIAHOTO JIUCTAa Ta KUIBKICTH CTOPIHOK JOJATKiB,
MOCWJIAaHHS Ha BXKE 3apeecTpoBaHl JOKyMEHTH (ICTOpisl TUTaHHS),
IHAMKATOpU CTaHy BHMKOHAHHS JOKyMEHTa Ta CTPOKHM BHUKOHAHHS
1HIUKATOPIB.

Peectpanisi BUXiTHHX 1OKYMEHTIB
Peecrpartis BUXiTHUX JOKYMEHTIB 3IIMCHIOETHCS TICHIS 1X ITiAMMCaHHS.
Hancunanust 1OKyMEHTIB HE3aJIeKHO BiJl (OPMH iX CTBOPEHHS Ha ajpecy
KOPHCTYBayiB CHCTEMHU B3ae€MOJii 3IIHCHIOEThCS uepe3 BeO-MOayIb
CHCTEMH B3aEMOII.
VY pasi cTBOpeHHsI JOKyMEHTa Yy ManepoBiil popMi agpecary HaJACUIAETHCS
JUIIe HOro 3acBildeHa CIIy)O00I0 JUTOBOJCTBA (OTOKOMIS uepe3 BeO-
MOJYJIb CHUCTEMHU B3a€MOJii, KpIM BHUIAJKy HAJCHJIAHHA JOKYMEHTIB
yCTaHOBI 4M 0c00i, SIKi HE € KOPUCTyBauaMH CHUCTEMH B3a€EMOJIi, Ta
JOKYMEHTIB, BU3HaUeHUX [HCTPYKIIi€IO 3 I1I0BOICTBA.
SIkmo agpecar He € KOPHCTyBaueéM CHCTEMH B3aEMOJIi, peecTpaTrop
HAJCHUIIa€ JOKYMEHT 3a HaJEeXKHICTIO 3TiIHO 3 BUMOramu I[HCTpykmii 3
JJIOBOJICTBA.
VY pa3i HagcunaHHs (POTOKOMIT JAOKyMEHTa dYepe3 CHCTEMY B3aeMOJii
OpUTiHA BHXIJHOTO JOKyMEHTa B mamepoBiii ¢dopmi (dume i
JOKYMEHTIB ToOcTiiHOro Ta TpuBasoro (moHan 10 pokiB) CTpOKiB
30epiraHHs) NepeaaeTbest B CTPYKTYPHUH MiAPO3/ia (aBTOPY JAOKYMEHTA)
TUIBKU JUIs 30€piraHHs 3 NOJAJIbIIUM (POPMYBAaHHSAM y CIPaBH BIAMOBIIHO
710 3aTBEP/PKEHOI HOMEHKJIATypHU cIpaB Oe3 nepeadi ix aapecary.
[lepeBipKy BHECEHUX Yy PEECTpaliifiHy KOHTPOJIbHO-MOHITOPUHIOBY KapTKy
000B’SI3KOBUX Ta JOJATKOBUX PEKBI3UTIB BUXIIHOTO JOKYMEHTA 3/IIHCHIOE
peectpatop.

9. CEJl noBuHHA BIANOBiATM BMMOraM 3aKOHOJABCTBA JIO
(dbopMaTiB JaHUX, CEPBICY IHTErpallii JO CHCTEMHU B3aEMOJIl Ta BHUMOTam
HOPMAaTHBHO-TIPABOBUX aKTIiB y chepi 3aXucTy iHpopmarlii.

10. Buxopucranus kBaiQikoBaHoi eJIEKTPOHHOI TIO3HAYKH Yacy Il
yac HakJIagaHHS  KBali()IKOBAHOTO  EJIIEKTPOHHOTO  MIAMUCY  abo
KBaTi(PiKOBaHOT €J1EKTPOHHOT [I€YaTKH € 000B’I3KOBUM.

11. BignopinaneHicTh 3a 36€peXKeHICTh JOKYMEHTIB B €JIEKTPOHHIM
¢dopmi 3a0e3neueHHs (PYHKI[IOHYBAaHHS €JMHOTO MAaCHBY €JIEKTPOHHUX
JOKYMEHTIB, a TaK0X ()OpMYBaHHS CTPYKTYpHU €JIEKTPOHHUX JOBIAHUKIB Y
CHCTEMI EJIEKTPOHHOIO JIOKYMEHTOOOITY TOKJIAAAaeTbCcs Ha BiATUICHHS
nokymentanpHoro 3adesneueHHss MPL] IIIP JICHC Ykpainu.

TexHiuyHe CYNpOBOKEHHS, MpOrpaMHO-anapaTHe 3a0e3NeueHHs Ta
3a0e3neueHHsT 3axXucTy iH(opmarii, Mo 00pOoOISIEThCs, MOKIAAAETHCA Ha
IpyIy TeJIeKOMYHIKalliii Ta iHpopMaIliiHUX TEXHOJIOTIH HEeHTpY.

Ili1aH-KOHCIIEKT CKJIAB:
3aBigyBad BIIUICHHS
JIOKYMEHTaJIbHOTO 3a0e3MeueHHs Inna 'YMEHIOK



