MeToau4Hi MaTepiaju 3a pe3yJbTaTaMu NpoBeaeHHs ceMminapy «Ilpo
OCHOBHI BUMOT'H TA NPO0JIeMHI MUTAHHS MPH ONPALIOBAHHI CJIY:KO0BHX
nokymeHTiB y CotoMm’siHChKiil paiioHHii B MicTi Kuesi nepxxaBniii
aaMiHicTpamiin

Y ConoM’ssHCBKiM paifoHHIH B MicTi KueBi pepkaBHii aaMiHICTpallii BeICHHS
JIJIOBOJICTBA 3IMCHIOETHCS BIJIMOBITHO O TAKUX OCHOBHUX HOPMAaTHBHO-TIPABOBHUX
aKTIB:

1. ITocranoBa Kab6inety MinictpiB Ykpainu Big 17 ciuns 2018 poky Ne 55
«Jlesiki mUTaHHS JOKYMEHTYBaHHS YIIPaBIIHCHKO1 JISTIEHOCTIY.

2. IHcTpyKIlis 3 AUJIOBOACTBA y BUKOHABUOMY opraHi KuiBchkoi MiChbKOT paau
(KuiBcbKiii MICBKIN JepKaBHIM aaMIHICTpalli), paliloHHUX B MicTi KueBl gep:xaBHUX
aJIMIHICTpAIlisiX, 3aTBEPKEHOI PO3MOPAKEHHSIM BHUKOHABYOro oprany KwuiBchkoi
Micbkoi paau (KuiBchkOi MICHKOI AeprkKaBHOI aaMiHicTpauli) Bix 25 BepecHs 2018
poky Ne 1747, sKky 3rilHO 3 PO3MOPSIKCHHSAM BHKOHABYOro oprany KwuiBchbkoi
Mmicbkoi paau (KuiBchkoi michkoi aepskaBHOI aamiHicTpaiii) Bix 18 ceprusa 2020
poky Ne 1237 3aTBep/I>K€HO y HOBIM peAaKiiii.

3. JACTY 4163:2020 «YHidikoBaHa cHUCTEMa OpraHizaliiHO-pO3NIOPS IOl
JTOKyMeHTalli. Bumoru 10 opopMieHHst JOKYMEHTIBY.

4. IlpaBuna opranizaiii AUIOBOACTBA Ta apXiBHOTO 30€piraHHsl TOKYMEHTIB Y
JIep’)KaBHUX OpraHax, OpraHax MiICIIEBOTO CaMOBPSIyBaHHs, Ha MIIMPHUEMCTBAX, B
yCTaHOBAaX 1 OpraHizallisx, 3aTBep)KeH1 Haka3oM MiHICTEpCTBa FOCTHULIIT Y KpaiHU BiJl
18 uepBHs 2015 poky Ne 1000/5, 3apeectpoBani y MiHicTepcTBi tocTuilii YKpainu 22
yepBHs 2015 poky 3a Ne 736/27181.

5. Pimennst KuiBcbkoi Mickkoi paau Binx 25 rpyans 2012 poky Ne 689/8973
«IIpo 3arBepmxenHs [lonoxeHHs npo iHGOpPMAIIHHO-TEICKOMYHIKAIIHHY CHUCTEMY
«EauHniil 1HbOpMAaLIIITHUI TPOCTIp TEpUTOPiANIbHOI TpoMaau Micta Kuepay.

Bumoru I[HCcTpyKIii 3 miOBOJACTBA €QWHI JUIS BCIX Ta TOIIMPIOIOTHCS Ha
CTPYKTYpHI MiIpO37in BUKOHABYOrOo opraHy KwuiBckkoi mickkoi pamu (KuiBchkoi

MICBKOI JIep»aBHO1 aAMiHICTpallii), paiioHH1 B MicTi KueBi nep:kaBHI aaMiHICTpallli,



NiJIPUEMCTBA, YCTAHOBU Ta OpraHizailii, 10 HaJeXaTh J0 KOMYHAJIbHOI BJIACHOCTI
TepuTopiansHOi rpoMaau MicTa Kuepa Ta nepegani 10 cdep yrnpapiiHHS.

BinnmoBigHo mo0 IncTpykmii 3 AiI0BOACTBA IIMOBOACTBO 3IIWCHIOETHCS 3
BUKOPHUCTAHHSAM 1H(pOopMaIITHO-TeIEKOMYHIKaI1THOT CUCTEMH «€quHnit
iHGOopMaIIiHUI MPOCTip TepUuTOpianbHOI rpoManu micta Kuesay, cTBopeHoi Ha 6asi
IpOrpaMHOro 3abe3neueHHs enekTpoHHoro qokyMmenToobiry ACKO/l, inTerpoBanoi
no cucremu enekTpoHHOi B3aeMozii CEB OBB (Cucrema ejieKTpOHHOI B3aemMoil
OpraHiB BUKOHABYOI BJIA/IH).

3ayBakyeMoO, WIO0 AaJMIHICTpaIlii MAa€ JIMIIE MOXIIMBICTh NpUHAMaHHA 1
HaJICWJIaHHS Ciry>k00Boi kopecnionzeHiii yepe3 CEB OBB, aapecaramu sikux €
MIHICTEPCTBA, IPABOOXOPOHHI OPraHW, 1HII JEpKaBHI YCTAHOBM TOUIO (SKUX HEMA€E B
ACKO/).

BignoinHo 1o nyHkTy 9 IHCTpykKuii 3 [AUIOBOACTBA OCHOBHOIO (hOPMOIO
oprasizallii JUIOBOJICTBA B aIMIHICTpaLIli € EIIEKTPOHHA.

Kanamamu Hagxomkenns kopecrionneniii €: ACKOJl, CEB OBBB, enektponna
TIOIITA, TIOIITa, CKPUHBKA, BIACHOPYY.

Haragyemo, yci opuriHaiay JOKyMEHTIB y TanepoBiil ¢popMi, 110 HATIALIUIA 110
aJMIHICTpallii, MICAS peecTpaulii B CHCTEMI EJIEKTPOHHOTO JOKYMEHTOOOIry Ta
NIJIUCAaHHS KEPIBHUIITBOM PE30IIONII MEPelaroThCsd TOJOBHOMY BHUKOHABIEBI IS
30epiraHHs 3 MOAANBIIUM (OPMYBAHHSIM Yy CIIpaBU BIJMOBITHO JI0 3aTBEPHKEHOI
HOMEHKJIaTypH CIpaB.

Icaye nBi  dopmu  peectparii BUXITHHX  JIMCTIB: aBTOMaTHYHA  Ta
aBTOMaTH30BaHa. ABTOMaTHYHA  peecTpallis  Iepemdadae, 10  mmicas il
«(TIITIIMCATH» cucteMa aBTOMAaTHYHO MPHUCBOIOE MPOEKTY BUXIAHOTO JIUCTa B
SJIEKTPOHHIN (PopMi peecTpariiiHuii HoMep Ta JaTy PEeCTpallii.

OnHovacHO 3 HaKJIaJaHHAM Ha JOKYMEHT KBaIi(piKOBAHOTO €JIEKTPOHHOTO

nianucy mianucyBava (aiin koHBepTyeThest y ¢popmar PDF 13 3a3HaueHHSIM Ha ycCiX



cTopiHkax nokyMeHTa QR—komy, sikuil BMmimye iHdopMallio Mpo MiANUCyBayda, Ta
MITPUX—KOAY, SKUH BMIIIy€ Ha3BYy YCTAaHOBM, pEECTpalliiHUN HOMEp Ta JaTy
peecTpaiii.

B anmminicTpamii 3 12.04.2021 3acToCOBY€ThCS aBTOMaTHYHA CHCTEMa
peecTpaiiii, 10 JT03BOJIMIO 3HAYHO CKOPOTUTH CTPOKH MPOXOKEHHS TOKYMEHTIB Ha
yCIX eTamax OIMpaIfOBaHHSA, MAaKCUMaJIbHO CKOPOTUTH OOIr JOKYMEHTIB y ManepoBii
dbopMi Ta SMEHIITUTH BUTPATH HA IPYK IOKYMEHTIB.

JIsi TATOTOBKM TPOEKTIB BUXIAHUX JIMCTIB, O SKUX OyAe 3aCTOCOBAHO
aBTOMATHYHY PEECTpaIlito, HEOOX1THO:

1. CTBOpUTH MPOEKT BUXITHOTO JINCTA B PEECTPALIMHO-MOHITOPUHTOBINA KapTIIl
(mami — PMK).

2. 3anoBHuTH yci noist PMK.

2.1. 3BepTaemo yBary, mo MijJ 9ac MiATOTOBKH MPOEKTIB BUXITHUX JIUCTIB, JI0
AKX OyJe 3aCTOCOBAaHO aBTOMAaTHYHY peecTparito, 1o B moii «II[JIPO3ALI» cmix
HAaTUCHYTH IMO3HAYKY «...» , o0patu B noii «Kom» - 108, B momi «Ha3Ba» - Bimain
KOHTPOJIIO (KOHTPOJIbHI JIMCTH), BT OpraHizailii A1JI0BOJICTBa (1HII[IaTUBHI JIUCTH,
3alUTH Ha 1HPOPMAIIif0), BIILT 3BEpHEHD IPOMA/ISH (3BEPHCHHS TPOMA/ISH).

2.2. Indpopmarito y nom «KopoTkmii 3micT» 0OOB’S3KOBO CIiJl MOYMHATH 3i
cioBa «IIpo». Indopmariis y nboMy 1ol MOBUHHA BIJNOBIAATH Ha 3anuTaHHs: «IIpo
0 WIEThCS Y TEKCTi Iucta?y. MaKTUYHO — II€ 3arojIOBOK, SKUH SK MPABHIIO € J0
KOXXHOTO TEeKCTY JucTa. He nonyckaeTbcs KOMiOBaTH «3MICT JOKYMEHTa» y BXI1JHIN
PMK mig ywac miaroroBku BuxigHoro jucra Ta odopmieHHs PMK, He 3MmiHUBIIH
MOPSIJIOK CIIiB, SIKMH BiJMOBIAA€E CYTl JOKYMEHTA.

Hampuknag, 3mict PMK BxigHoro pokymenta: «lIpoTokon gopydeHb
KuiBcbkoro micekoro romoBu Bim 01.11.2022 Ne 35, HamparpoBaHMM ITiJT dac
OTIEpPaTUBHOI Hapaaud PO IMOYATOK OMAaJIOBAILHOIO Ce30HY.». JKoieH BUXITHUM

JIOKyMEHT MPO BUKOHAHHS I[LOTO MPOTOKOJY HE MOXKE MyOJtoBaTH 3MICT BX1JIHOTO



nokymeHTa. O00B’sI3KOBO Ma€e OyTH MOCHJIAHHS HA MYHKT MPOTOKOJY JOPYYEeHb Ta
roro cyte. Hanmpuknan: «[Ipo Bukonanus m. 1 mpotokony aopydeHb KuiBCbKOro
micekoro rosioBu Bim 01.11.2022 No 35 miogo rOTOBHOCTI JO OMNAIOBajIbHOTO
CE30HY.».

2.3. V noni «I[lutanus» HEOOXiTHO OOMpaTH KaTeropito, MOB’A3aHy 31 3MICTOM
aucta (mpomno3uiio «lHme» oOupartu nuine y BUMAAKY KOJHM HEMOXJIHBO 3HANTH
HEOOX1IHY KaTeropiro i3 3alpONIOHOBAHOTO CITUCKY).

24. Tlonme «I'pud» HeoOXiAHO BHUKOPUCTOBYBATH 32 MPU3HAYCHHSM,
YPaxoBYIOUH, 1110 MPOMO3HULIIS:

«Mepexa» Ta «llyOmikyBaTH» HE CTOCYIOTbCS CYTI JOKyMEHTa, a JIMILIE
BIIMOBIaI0Th 3a BUKOHaHHs meBHOI A1i B cucteMi ACKO[JI, sika Oe3mocepeaHbo
noB’si3aHa 3 CucrteMoro 00Ky myOiuHol 1Hdopmarltii, po3mimieHoi Ha OdimiiHomMy
noptani KueBa y pozaim «Ilybmiuna iHdopmanis». Skmo oOpaTu Hpono3uuio
«Mepexa» cucrtema ACKOJ] He 3aBaHTaxkye no Cucremu oOJiKy ITyOIi4HOT
iHdopmarlii koaHUX AaHUX Tpo JokyMeHT. [Ipomosumis «IlyOmikyBatn» HaBmaku
7A€ MOJKJIMBICTh 3aBaHTaXUTU B Cucremy o0miKy mnyOniyHOi iH(popMauii Qaiin
JIOKyMEHTA Ta MOT0 PEKBI3UTU HE3AJICKHO BiJ BUILY TOKYMEHTA;

npomno3uiis «IlepcoHanbHi AaH1» 0OUPAETHCS 10 TOKYMEHTIB, SIKI CTOCYIOThCS
ocoou (IIIb, aapeca, mata HapojpkeHHs TOIIO). OOHparOYM IO MPOIMO3UIII0 A0
Cucremun o00miky my0OmiyHOT 1H(OpMAINT 3aBaHTAXYIOThCA JIMIIE PEKBI3UTH
JNOKyMEHTa (BXIJHUI HOMEpP, BUXIAHUI HOMEpP KOpPECIOHJEHTAa, Ha3Ba yCTaHOBH,
JaTa, KOPOTKUI 3MicT) 0e3 3aBaHTaKEeHHS (pailia JoKyMeHTa.

3 mnwtanb ¢yskiionyBanHs OdimiiiHoro noptany Kuea pexomeHmIyeMo
O3HAHOMUTHUCH 3 PO3MOPSIKEHHSIM BUKOHaBYOro oprany KuiBcbKOi MICBKOI pajau
(KuiBchkoi wmickkoi gepskaBHOi anminicTparii) Big 12.03.2013 Ne 304 «IIpo
1H(pOopMaIITHO-TeNEKOMYHIKAIIIHY cucTeMy «CIUHMIA BeO-MOpTan TepUTOPIaIbHOI

rpoMaau Micta KueBa» Ta BHECEHMMH JI0 HBOT'O 3MiHAMH PO3MOPSKSHHSIM Bij



26.05.2015 Ne 508. 3a3HaueHi JNOKYMEHTH BCTAHOBIIOIOTh BUIU JOKYMEHTIB, SKi
noTpedyroTs myoOmikarii. [lpu mpomy, skmo y mnom «I'pud» Hemae 3amucis,
JIOKyMEHTH, 110 HaJie)aTh O TaKWX BHUIIB Ta 3apeectpoBani B cuctemi ACKO/I,
BUBAHTAXYIOThCS 3 Hel 10 CucteMu 001Ky myOmidHoi iHpopmMallii aBTOMaTUIHO.

2.5. Ilone «Homenkmarypay» mimysrae 0O0OB’SI3KOBOMY 3allOBHEHHIO 1HACKCOM
BaIIIOTO TiAPO3ILTY.

2.6. Ilone «Anpecar» Ta «Bua qoctaBkuy» 3a3Ha4aTv KOHKPETHO.

Y pa3i BIANpPaBKH MOMITOI0 — KOHKPETHY IIOLITOBY afpecy, €IECKTPOHHOIO
MOIITOIO — €JIEKTPOHHY MOIITY.

3. Ilpoext nmucrta ctBoptoBatu y (opmari WORD  BuxitoyHO Ha 1mabioHi
omanka CoyoM’siHCbKOI pailoHHOT B MicTi KueBi Jaep)kaBHOI aaMIiHICTpalii, SKHMA
odimiitHo BHeceHo B cuctemy ACKO/I. YV BepXHhOMY 10JII HATHCKAEMO «DANINY,
nicass Toro Hatuckaemo Ha BiIanky «IIEPEJIIK IHABJIOHIB», HaThckaeMo
«3aBaHTAXUTW». Y 3aBaHTAKEHUU IM1a0JOH OJIaHKa BCTABIISIEMO TEKCT BOJHOYAC
HUKHE TI0JIe HE 3MIHIOEMO Hi Ha MEPIIiil CTOPIHIN, HI Ha 1HIIIMX CTOPIHKAX.

J171s1 3py4HOCTI NPONOHY€EMO 3aBAHTAKUTHU Ta 30€pertu mabdioH OJaHKa.

Axmo nogatok miarorosneHo y ¢opmari WORD oxpemum ¢aiimom Bif JIMCTa,
KEpIBHUK BIJIIMOBITHOTO CTPYKTYpHOTO miapo3aity nignucye oro KEIT.

JHonmatku y dopmati PDF, JPG momaroTbcst 10 MPOEKTY BiAMOBI I CYTPOBITHOTO
aucTa okpemumu ¢aitnamu ta He nianucyotbes KEIL.

Ha Bcix ¢aitnax AOKyMeHTIB, Kl MJJISTAlOTh MIANKCAHHIO, BCTAHOBIIOBATH
o3uaky «"OJIOBHUN JIOKYMEHT».

Skmo momaTok He MOTpedye MAMMUCY, aje cTBopeHuit y ¢opmari Word, epen
ABTOMATHUYHOK) PEECTPAIIIEI0 Ta MiAMUCAHHAM HEOOX1THO 3HIATH O03HAKY «I OJOBHUMI

JIOKYMEHT», BUKOPHUCTOBYIOUYH TIPOIO3HUIIIi MEHIO.



4. 3abe3nedyeHHs MOTO/KCHHS MPOEKTIB BUXIAHUX JIUCTIB MPOBOJAUTHLCS Yepes
BKkiaaky «lloromkennas» Omoky «Ilimmerni mepeniku» nonaBanHsM I1Ib mocamoBux
0ci0 BIacHOPYY 200 MUIIXOM BHOOPY BIAMOBIIHUX CXEM MOTOKECHb.

3ayBaxxyemo, 110 Tepe]; BUOOPOM CXEMH MOTOHKEHHS MPOEKT JIMCTa HEOOX1THO
B 000B’S3KOBOMY MOPSJIKY MOTOAUTH 3 Oe3MocepeHiM KEPiBHUKOM, 3aCTOCOBYIOUU

BKJIAJKY «JloJaTh Ha IOTOKEHHS 0CO0Y».

Haromnomyemo, 110 BiamoBigHO g0 [HCTpyKIii  BiANOBIZAIRHUM 34

MIATOTOBJICHUHN MPOEKT JOKYMEHTA € HOTO aBTOP.

3ayBaxkyeMo, IO y pa3l CTBOPEHHS JOKYMEHTa Yy TamepoBiii ¢opmi, 3a
HAsIBHOCTI OOTPYHTOBAHMX IMIJICTaB I LbOTO, W MIJAMHUCAHHS MHOro BJIacHOPYY
MiJNUCyBayeM, BHUKOHaBelb Hajacuiae PMK mnpoekTy Takoro JoKyMeHTa [0
peecTparopa Ta OJHOYACHO HajJa€ MIAMHCAHWN JOKyMEeHT. PeecTparop 3MiHCHIOE
peecTpaniio JOKYMEHTa B aBTOMAaTU30BAHOMY MOPSJIKY, HATUCHYBILIU MPOIO3UILIIO
«3BAPEECTPYBATW», 6e3 nHaacunanus gokymeHnta Ha mianuc KEII. [Tianucanuii

JOKYMCHT OOHA€ThCA 10 PMK muisixom CKaHyBaHHA.

JIucty 3a MiANMCOM KEPIBHHMKIB CTPYKTYpPHHMX MIAPO3AUIB aaMiHicTpauii (0e3
CTaTycy IOpUIWYHOI O0COOHM), aJpecoBaHi IHIIMM KEpPIBHUKAM CTPYKTYPHHX
NIAPO3AUIIB, NPOQUILHUM 3acTYIIHUKaM pPEECTPYIOTbcs B Osomi  «BHyTpimiHI
(motouHi)» (He B kypHanax), 3 HakiagaHusMm EIII, Ta HaacumatoTbest B OJoii

«Iloromkenns» —> «Ha po3risam» BiANOBIAHUM KEepiBHUKAM.

3BepTaeMOo yBary Ha OCHOBHI MOMEHTH IPH MiATOTOBIII CITy>KOOBUX JOKYMEHTIB,

Jie HalyacTilie 3yCTpi4aroThCs TOMUIIKU:

1. ¥V TekcTax po3mopspKeHb Ta HaKa3iB, MOCHIIAHHAX HA HUX 1 JJOKyMEHTaX, 110
MICTATh BIJOMOCTI (DIHAHCOBOTO XapakTepy, 3aCTOCOBYETHCS CIOBECHO-IM(POBUIA
croci® 3a3HAaYeHHS AT 3 MPOCTABIISIHHIM HYJISl B TIO3HAYCHHI JTHS MICAIIS, SKIIO BIH

MICTUTb OAHY LU(ppy, Hanpukiaa: 03 rpyaas 2020 poky.



2. Y pasi aapecyBaHHS JOKYMEHTa YCTaHOB1 a0o0 ii CTPYKTYpHHUM IIiJIpO3/ijaaM
0e3 3a3HayeHHs IOCAJO0BOi OCOOM iX HaWMEHYBaHHS HAaBOJSTHCS y HA3UBHOMY
BIIMIHKY, HalIpUKJIaI;

HarmionasnpHe areHTCTBO Y KpaiHu

3 IATaHb JE€P>KABHOI CITyKOU

SIKIII0 TOKYMEHT HaJICHUJIA€ThCs TTOCa0BIM 0c001, HAWMEHYBAaHHS YCTaHOBH Ta 11
CTPYKTYPHOTO MiAPO3/ITy HABOAATHCA y HA3MBHOMY BIJIMIHKY, a MOCajia 1 MPi3BHILE

aJpccara — y AaBaJIbHOMY, HAIIPpUKJIIAI:

JepxaBHa apxiBHa cinyk0a Ykpainu
HavansHukoBi (piHaHCOBO-
€KOHOMIYHOTO YIIPaBIiHHS

Bnacue im’a [TPI3BUIIE

Y pa3i KoIuM JIOKYMEHT aJIpeCye€ThCsl KEPIBHUKOBI YCTaHOBH abo0 i#oro
3aCTYITHUKOBI, HAMEHYBaHHS YCTaHOBU BXOJIUThH JI0 CKJIAJly HaliMEHYBaHHS MOCaau

ajpecara, Ik HAaBOJUTHCA y 1aBAIbHOMY BIIMIHKY, HAITPUKJIA/:

['omoBi Jlep)kaBHOI MHTHOI  CITyKOH
VYkpainu
Bnacue im’s [TPI3BUILE
3. JIOKyMEeHT HE TMOBMHEH MICTUTH Oimbllie HIX 4doTHpH aapecatu. CioBo
«KOTIis» Tepe]] HailMEeHyBaHHSIM JPYroro — YETBEPTOTO aJpecaTiB HE CTaBUTHCS.
VY pa3i HaACWIAHHS JTOKYMEHTa OUIbIlIe HIX YOTUPHOM aJpecaTaM CKJIaJa€ThCs
CIHMCOK Ha PO3CWJIAHHS 13 3a3HAYCHHSIM Ha KOKHOMY JOKYMEHTI TIJIbKH OJHOTO

azpecara.

4. PexBI3UT «Afpecar» MOXe BKItouaTd aapecy. [loBHa aapeca 3a3HadaeThCs

TaKUM YHMHOM:



TOB «Cnextp-CepBic»
eyn. Kunaucoka, 6y0.1,
Mm. Kuis, 01001

VY pa3i HajcuiaHHA JOKyMeHTa (i3HuHIi 0CO0l 3a3HAYAETHCS Y JAaBAIbHOMY

BIJIMIHKY BJIACHE 1M s Ta TIPi3BUIIA, HAPUKJIIA;

Onexcannposi ['oHuapyky
eyn. Cadosa, 6y0. 3, k8. 1,
m. Kuis, 03178
5. SIKII0 MOKYMEHT aJpecyeThbcs KOHKPETHINH 0c001, Y JIMCTI HUKYE PEKBIZUTY

«azpecaT» Moxe OyTH HaBEJIEHO OCOOKCTE 3BEPTaHHS y KIMYHOMY BIAMIHKY:
[Tane (mani) BiacHe im' s
abo
ITane (mani) mocaga abo 3BaHHS
abo
[TanoBe
Hanpuxknan:
[Tane Onexe!
[Tani ronogo!
[Tane nupexTope!
[TanoBe koneru!
Y pa3i norpebu mepen cinoBoMm «llaney», «Ilani» abo «IlaHOoBe» MoXke

BUKOpHCTOBYBaTHCs clioBo «lllaHoBHMIT», «[1lanoBHa» ab0 «lllaHOBHI» BIAMOBIIHO,

HaIPUKIIAI;



[IlaHOBHA mMaHi ro10BO!

6. Skmo y nucTi € ocoOucTe 3BepTaHHsA, mepea  pekBizuToMm «lliammcy
3a3HAyva€THCS MpoInaibHa Ppasa «3 moBaroro.

[IpomanpHa ¢paza 3a3HAYAETHCA YEpe3 OJMH MUKPSJIKOBUM 1HTEpPBAJI Bij
OCHOBHOTO TEKCTy ab0 momatkiB (y pa3i HasBHOCTI), 0€3 BIACTYMy BiJ MeXi JIBOTO
nosisi. Po3minoBuid 3HaK micisi MpomaiibHOT ()pa3W HE CTaBUTHCA, a Ha3Ba IMOCAAU
MIOYMHAETHCSI 3 BEJIUKOIO JIITEPU, HATIPUKIIA:

3 11oBaroro

['omoBa Bnacue im’st ITIPI3BUILIE

7. JIOKyMEHT, IKMil HE € MIPUMIPHUKOM a00 KOIII€l0 IOKYMEHTa, CTBOPEHOTO B
CJICKTPOHHIN opmi, MOKe OyTH 3aTBEPHKEHUN KOHKPETHOIO MTOCa0BOI0 0C00010. Y
TaKOMy BHUIIaJKy Tpud 3aTBeppKeHHS ckiagaerbes 13 cioBa «3ATBEPJIKVYIO»,
HallMEHyBaHHA MOCA]Y, MIJIIKCY, BIACHOTO IMEHI 1 MPI3BUILA 0COOH, sIKa 3aTBEPAMIIA
JIOKYMEHT, J1aTy 3aTBepKeHHs. Hanmpukian:

3ATBEPIXVYIO

HavansHuk pinancoBoro
ynpasiiHHS ConoM’ SHCbKO1
paiionHoi B micTi KueBi nepxaBHOi
aaMIHICTparlii

mamuc Onera AHICTPATEHKO

12 6epesns 2018 poky

VY pa3i KomM JOKYMEHT 3aTBEP/KYETHCS HAKa30M, PO3MOPSKCHHSIM, Tpud
3aTBepKeHHs ckianaerbes 13 cinoBa «3ATBEP/DKEHO», Ha3Bu BUlly TOKYMEHTA,
SIKUM 3aTBEP/KYETHCS CTBOPEHUN TOKYMEHT, Yy HA3UBHOMY BiJIMIHKY 13 3a3HaY€HHSIM
roro matu 1 HoMepa. Hanpuknan:

3ATBEP/KEHO

Haka3 ¢inancoBoro ynpasiiHHS



ComnoM’THChKO1 pailOHHOT B MICTI
KwueBi nepxaBHO1 agmiHicTpariii

BiJ 12 6epesnst 2020 poxy Ne 298
8. TekcT mOKyMeHTa IOBHHEH CTOCYBATHCS THUTaHHS, C(HOPMYIHOBAHOTO B
3aroJIOBKY JI0 TEKCTY. 3arojOBOK JI0 TEKCTY MOYMHAETHCS 31 ciioBa «IIpoy.
9. IlocwiiaHHs y TEKCTI JOKYMEHTA Ha JJOKYMEHT, Ha SIKWW HATA€ThCS BiJIITOBIIb
a00 Ha BHUKOHAHHS SKOTO MIATOTOBJICHO II€M JOKYMEHT, HAaBOJUTHCS Yy Takii
MOCITIZIOBHOCTI: Ha3Ba BHIY JOKyMEHTa, HalMEHYBaHHS YCTaHOBH — aBTOpA

JIOKYMEHTA, J1aTa Ta peecTpaliiiiHuil iH1eKC, KOPOTKUN 3MICT JOKYMEHTA.

10. Iligmuc ckiamaeTbess 3 HalMEHYBaHHS TOCQJaM OCOOM, sIKa TIIHCYE
JTOKYMEHT (IIOBHOTO — Yy pa3l, KOJM JOKyMEHT HaJAPYKOBaHWW HE Ha OJaHKY,
CKOPOYEHOT0 — y pa3l, KOJM JOKYMEHT HaJIpyKOBaHUN Ha OJIAHKY), O0COOMCTOrO

M1JITUCY, BIACHOTO IMEHI 1 MPi3BUIIA, HAIPUKIIA;

I'onoBa MIIIIUC Ipuna YHEHOTKA

11. ¥V pa3i BiJICyTHOCTI MMOCaJI0BOi 0COOM, HAWMEHYBaHHS MOCAAH, BJIaCHE 1M s
Ta TMPI3BUIIE AKOI 3a3HAYEHO Yy MPOEKTI JOKYMEHTa, HOro MIAMUCye ocoba, Mo
BUKOHYE 11 000B’SI3KH.

He nomyckaerbes mij 4ac miAMUCaHHS JTOKyMEHTa Yy TanepoBiit (opMi CTaBUTH
NPUUMEHHUK «3a» 4d MPaBOOIUHY CKICHY PUCKY NIepe]] HallMEeHYBaHHSM MOCA/IH.

HeoOxigHo g0 HaliMeHyBaHHS TOcaau JojaBaTu cioBa «BukoHyBau

000B’SI3KIBY.

12. Im’s Ta mpi3BUIIE TpalliBHUKA, KU CTBOPUB JOKYMEHT, 1 HOMEp HOTo
ClIy>k00BOro TeneoHy 3a3HAYaIOThCSI B HUXKHBOMY JIIBOMY KYTKY OCTaHHbBOI

CTOPIHKH IOKYMEHTA, HAaIIPHUKIAI:

Onena bepescbka 207 09 13



SIKIIO TOKYMEHT TOTY€TBhCS 3a MiANHCOM TOJIOBH aAMiHICTpalii, Y HIKHBOMY
JTIBOMY KYTKYy OCTaHHBOI CTOPIHKM IOKYMEHTa Iepel pPEeKBi3UTaMu IpalliBHUKA,
KU CTBOPUB JOKYMEHT, OOOB’SI3KOBO 3a3HAa4yaeThcs 1M’ Ta TMpI3BUIIE HOTO

663HOCGPGIIHI>OFO KGpiBHI/IKa, HaIIpHUKJIAd:

Onena Kanaba

Omnena bepescbka 207 09 13

13. Ilix vac odopmieHHS JAOKYMEHTIB (IOJATKIB O HUX) Ha JIBOX 1 OijbIIe
CTOpIHKaX JIpyra Ta HaCTYIIHI CTOPIHKUA MalOTh OyTH IPOHYMEPOBaHi.

Homepu CTOpIHOK CTaBISATBCS MOCEPEAMHI BEPXHBOTO IOJII CTOPIHKH
apaOcbkuMu 1udpamMu 0e3 3a3HAYCHHS CJIOBA «CTOPIHKA» Ta PO3IUIOBHX 3HAKIB.
[lepma cTopiHKa HE HYMEpPYEThCA HI B JOKYMEHTI, HI B KOXHOMY 3 JIOJATKIB.
JIOKYMEHT 1 KOK€H 3 JOJATKIB MalOTh OKPEMY HyMepallilo.

14. 3aranbHi npaBuiia oQPOpMIIEHHS JOKYMEHTIB 3aTBEpKEHO JoaatkoM 10 1o
[HCcTpyKIIii 3 A1I0BOJICTBA.

3ATAJIBHI ITPABUJIA O®OPMIJIEHHA JIOKYMEHTIB

1. Hdns odopmieHHS TEKCTIB CIyKOOBUX JIOKYMEHTIB BHUKOPHCTOBYETHCS
rapaitypa TimesNewRoman ta mpudt po3mipom 12—14 npykapcbKux MyHKTIB abo
8—-12 nmpykapchKMX MyHKTIB AJIs APYKYBaHHS PEKBI3UTY «BmacHe iM’si, mpi3zBuiie
BUKOHABISL 1 HOMEp HOro TenedoHy», BHUHOCOK, MOSICHIOBAIBHMX HAIMMKCIB 0
OKpPEMHX €JIEMEHTIB TEKCTY JOKyMeHTa ab0 Oro peKBi3UTIB TOIIO.

2. Ins opopMIiIeHHS TOKYMEHTIB 3aCTOCOBY€ETHCS IIPUPT:

HaIIBXKUPHUHN MPUPT BEITUKUMU JTITEpaMU — JJIsl HA3BU BUJLYy TOKYMEHTA;

HaMIBXUPHUK (TIpssMUN a00 KypCUB) — JJIsi 3arOJIOBKIB Ta KOPOTKOTO 3MICTY
JIOKYMEHTA.

3. ¥V TekcTax MiKpSIKOBUHN 1HTEPBAI Ma€ CTAHOBUTH:

1 — n71st CKIIAAOBUX TEKCTY MOKYMEHTa, PEKBI3UTY «JlomaTok» Ta mocunaHHs Ha

JIOKYMEHT, 1110 CTaB MiACTaBOO /IS MiITOTOBKY (BUIAHHS ) IOTOYHOTO JOKYMEHTA,



1,5 — n71s1 cKJIaIOBUX YaCTHUH PEKBI3ZUTIB «Anipecar» Ta «I'pud 3aTBepKEHHS;

1,5-3 — 11 BiJOKpeMJIEHHS peKBI3UTIB TOKYMEHTA OJHMH BiJl OJTHOTO.

4. BnacHe iM’s Ta mpi3Bulle B pekBi3uTi «lligmuc» posmimlryerbcs Ha piBHI
OCTAHHBOI'O PSJIKA HA3BU MOCA/IH.

5. BigcTyn BiJ MexXi JIBOTO MO TOKyMEHTa Ma€ CTAHOBUTH:

125 minmiMeTpiB — AJIsl BAACHOTO IMEHI1 Ta Mpi3BUIla peKBi3uTy «Iliamumcy;

100 MimiMeTpiB — a1 pekBi3UTy «[ pud 3aTBEpHKEHHSDY;

90 miniMeTpiB — IS PEKBI3UTY «Anpecary;

10 miiMeTpiB Jy1s a03alliB y TEKCTI;

0 MiTIMETpIB:

s cimiB: «CIIYXAJINy, «BUCTYIIWIINY, « BUPIIINIIN», «YXBAJIAIIN,
«HAKA3VYIO», «<30BbOB’SA3VY1IO»;

JUIs pekBi3UTIB: «/lata nmokymeHntayn, «KopoTkuit 3MicT JTOKyMeHTa», «TeKkcT»
(06e3 abzariB), «BiamiTka Tpo HaASABHICTH M0AATKIB», «BiacHe iMm’s, mpi3BHIle
BUKOHABII 1 HOMep #oro Ttenedony», «BimMiTka NMpo BUKOHAHHS JOKYMEHTa 1
HaJICUJIaHHSI MOro JI0 cIpaBu», cJIoBO «JlomaTtok», pekBi3uTH «JlogaTok» Ta CI0BO
«IlizcraBay 3amucy MpO TIOCWIAHHA Ha JOKYMEHT, IO CTaB IIiJCTABOIO s
MIATOTOBKHM (BUJAHHS) MOTOYHOIO JOKYMEHTAa, HalMEHYBaHHS MOCAAN Y PEKBI3UTI
«Iligmuc», 3acBiAYyBajIbHOTO HAMHUCY «3TITHO 3 OPUTIHAIOM» Ta IS NEPIIOTO
pekBizuty «I'pud 3aTBepHKEHHS», SKIIO X Y JOKYMEHTI JIBa.

6. TekcTu HDOKYMEHTIB APYKYIOThCS Ha OXHOMY Oomi apkyma. JlokymeHTH
TpuBajgoro (moHag 10 poOkKiB) Ta TUMYAcCOBOTO CTPOKIB 30epiraHHs oO0cCsAroMm
ounbie sik 20 CTOPIHOK JOMYCKAEThCA APYKYBAaTH HA JIMIIBOBOMY 1 3BOPOTHOMY OOIT
apky1ia, pekBi3utT «IliAmucy po3milly€eThcs Ha JUILOBOMY, & HE Ha 3BOPOTHOMY OOII1

OCTaHHBOI'O apKyIlla JOKYMCHTA.



