3ATIOPI3bKA OBJIACHA JIEPJKABHA AJIMIHICTPALLA
JAEPKABHHUU APXIB 3AIIOPI3BKOI OBJIACTI

HAKA3

27.10.2015 M. 3anmopiAOKs Ne 63

[Ipo 3atBepmxkenns Llopsaaky
pO3IJIsSly MUCHMOBHUX 3BEPHEHD
rpoMaisiH y JlepkaBHOMY apXiBi
3anopi3bkoi 00J1acTi

3apeectpoBano B ['oioBHOMY
TEPUTOPIaTLHOMY YIIPaBIiHHI IOCTHULI Y
3anopi3bKiii 00s1acTi

09.11.2015 3a Ne 42/1706

BianosinHo 10 3akony Ykpainu «IIpo 3BepHEHHS rpoMajsiH», pO3MOPSIKEHHS
roJIOBU 3aropi3bkoi 00J1acHOiI AeprkaBHOi aamiHicTparii Big 31 cepmust 2011 poky
Ne 357 «IlIpo 3aTBepmxenHs [lopsaky po3riisiny MUCbMOBHUX 3BEPHEHb I'DOMAJISH Y
3anopi3bKiii 00JacHIN Nep)kaBHIA aJMIHICTpallii», 3apeecTpoBaHoro B ['omoBHOMY
yhOpaBiiHHI rocTulli y 3anopi3bkiii odnacti 06 BepecHst 2011 poky 3a Ne 46/1488, 3
METOI0 3a0€3MeYeHHsI MEXaHI3My ONPAIIOBAHHS MMCbMOBHUX 3BEPHEHb I'POMAJISH, SIKI

no1at0Thes 110 JlepkaBHOTO apXiBy 3amopi3bKoi o0iacTi
HAKA3VIO:

1. 3arBepautu  Ilopsnok po3risiay MNHCHbMOBUX 3BEPHEHb TPOMAlsH Y

Jlep>xaBHOMY apXiBi 3amopi3bpkoi 001acTi (101a€ThCs).

2. Bigniny opraxizaiii 1 KOOpJiMHallli apXIiBHOI CIpaBH Ta 3 MUTaHb KaJIpOBOi

pobotu JlepxaBHoro apxiBy 3amopizbkoi oomacti (Deapko A.A.):



1) 3abe3meunTH TOJAHHS IIOIO HaKa3y Ha JEp)KaBHY PEECTpAIliio 0
["'0710BHOTO TEpUTOPIATILHOTO YIPABIIHHS OCTUIIT ¥ 3anopi3bkiil 0071acTi;

2) micns AepikaBHOI peecTpallii 3a0e3MeYnTH ONPIITIOTHEHHS IIhOTO HAaKa3y Ha
BJacHOMY BeO-caiiTi JlepaBHOro apxiBy 3amopi3pbkoi o00iacTi Ta y Taseri

«3amnopi3bKa MmpaBia.

3. Lleit Haka3 HaOupae yuHHOCTI yepe3 10 mHIB micis JIepKaBHOI peecTparlii,

ajie He paHimie Hs Horo oQiiiHOro OMyOIiKyBaHHS.

4, KOHTpOJII) 3a BHKOHAHHAM IHIbOI'O HaKa3dy IIOKJIACTH Ha 3aCTyIIHHKaA

nupekTopa Jlep:kaBHoro apxiBy 3anopi3zbkoi oomacti Amanosesbky O.J1.

Jupexrop O.C. Teneen



3ATBEP/DKEHO

Haxka3 JlepxkaBHOro
apxiBy 3amnopi3bKkoi 00JacTi

27.10.2015 Ne 63

3apeectpoBano B ['osloBHOMY
TEPUTOPIATFHOMY YIIPABJIIHHI IOCTHIT Y
3anopi3bKiid 001acTi

09.11.2015 3a Ne 42/1706

ITOPAOK
PO3MIISITY TUCHMOBUX 3BEPHEHD TPOMAISTH
y JepxkaBHoMy apxiBi 3anopi3bkoi 001acTi

1. 3arajgpH1 MOJIOKEHHS

1.1. TTopsinox po3risiiy NMCBMOBHMX 3BEpHEHb IpoMajisH y Jlep:kaBHOMY apXiBi
3anopizbkoi obmacti (mam — Ilopsiaok) peryiaMeHTye MeXaHi3MHU HaJIXOJKEHHS Ta
orpaitoBadHs y JlepkaBHoMy apxiBi 3anopi3pkoi obaacTi (nam — JlepkaBHuii apXiB)
MUCbMOBUX 3BEPHEHb T'POMAJISH, B3a€MOJIli CTPYKTYpHUX MIAPO3AUTIB Jlep:kaBHOro

apxiBy 13 3a0€3MeYEHHsI OTIEPATUBHOTO PO3TJISTY TAKUX 3BEPHEHb.

1.2. Po3rmsa NUCBMOBHX 3BEpHEHb TIpoMaisiH y [lepkaBHomy apxiBi
3MIACHIOETBCS BIAMOBIAHO 10 3akoHy YkpaiHu «I[Ipo 3BepHEHHS TpoMaasHY,
[HCTpyKINIi 3 A17I0BOJCTBA 32 3BEPHEHHSIMHU IPOMAJIsiH B OpraHax Jep>KaBHOI BIadu 1
MICIIEBOTO CaMOBpSAyBaHHS, O00’€HAHHAX TPOMAJSIH, Ha MIJNPUEMCTBAX, B
yCTaHOBaX, OpraizaiisiXx He3aJeXHOo Big (GopM BJIACHOCTI, B 3aco0ax MacoBOi
iHdopmarlii, sika 3arBep/ukeHa mocTaHoBolO KaOinery MiHicTpiB YKpaiHu BiJ

14 it 1997 poky Ne 348, Knacudikaropa 3BepHEHb TPOMAJISH, 3aTBEPIKEHOTO
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noctanoBoro KaOinery MinictpiB Ykpainu Big 24 Bepecusi 2008 poky Ne 858,
PO3MOPS/KEHHST TOJOBH 3amopi3bkoi 00JacHOT JeprKaBHOI aaMIHICTpamii Bif
31 cepnua 2011 poky Ne 357 «lIlpo 3arBepmxenHst [lopsiaky po3risiay MHUCbMOBHUX
3BEpHCHb TPOMAJSIH Yy 3amopi3bKiii OOJIACHIM JepkaBHIN aaMiHICTparii», sKe
3apeecTtpoBaHe B ['oloBHOMY ympaBiiHHI IOCTHIT y 3amopi3bKid  o0iacTi

06 Bepecust 2011 poxy 3a Ne 46/1488, ta uporo [opsiaky.

I1. Po3ruisin muchbMOBUX 3BEpHEHb rpoMaisiH y JleprkaBHOMY apxiBi

2.1. TlucpbMOBI 3BEpHEHHA TPOMAISIH MOXYTh HAAXOAWTU A0 JlepkaBHOTO
apxiBy MOMITOIO, IIJIIXOM OCOOMCTOrO MO/IaHHS 3BEPHEHHS IPOMaJISIHUHOM abo depes

YIOBHOBa)XEHY HHUM 0OCOOy, Ha OCOOMCTOMY MPHUIOMI IPOMaJsH Ta B €IEKTPOHHIN

dbopmi.

2.2.[lucbMOBI 3BEpHEHHA B ENEKTPOHHIA QOpMiI HaMpaBIAIOTHCS HA
CHeIlaJbHO BHU3HAYEHY aJpecy eJNeKTpoHHOi momTu Jlep)KaBHOro apxiBy s
BIIMPABJICHHS MHUCHbMOBUX 3BE€PHEHb TPOMAISH Y  EJIEKTPOHHIA  Qopmi:
gromada@archivzp.gov.ua abo wuyepe3 BiAmoBiaHy ¢GopMy «3BEpHYTHUCS 0
JlepxaBHOro apxiBy 3amopi3bkoi oOjacTi» Ha odimiiiHomy BeO-caiiti [lep>kaBHOTrO

apxiBy 3anopi3bkoi ooxacti (www.archivzp.gov.ua).

2.3. 3BepHEHHA, MmO Hamidmmm 10 JlepkaBHOTO apXiBy, pEECTPYIOTHCS
MOCaJI0BOI0 0CO00I0, BIJMOBIIAIIBHOIO 3a BEJACHHS J1JIOBOJCTBA 3a MPOMO3UIIISIMHU,
3asiBaMU 1 CKapramu rpoMajisH (gaii — BiAMOBIJaIbHA 0c00a), Y JE€Hb HAJAXOIKCHHS
3rigHo 13 Knacudikatopom 3BepHEHb IPOMA/ISH.

[Ipu peectpairii 3BepHEHh Ha TEPIIOMY APKYIIl 3BEPHEHHS MPOCTABIISIETHCS
BIJIMOBITHUYN TITamn J[ep>kaBHOTO apxiBYy 13 3a3HAYCHHSM JAaTH Ta BX1JHOTO HOMEPY
3BCPHCHHSI.

Ha Bumory rpomajnsiHuHa, SIKUil MOJaB 3BEpHEHHS 110 Jlep)KaBHOTO apXiBy, Ha

MepIIoMy  apKylllli KOMii 3BEpPHEHHS MPOCTABISETHCS  BIAMOBIIHUM  IITAMII
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Jlep>kaBHOTO apXxiBy 13 3a3HAYEHHSM JAaTH HAIXO/DKEHHS Ta BXIJHOTO HOMEpa

3BEPHCHHS.

2.4. lupexktop J[lep>kaBHOTO apxiBy poO3MNIAa€e THCHbMOBE 3BEPHEHHS Ta
HAKJIaJa€ Pe30JIOIi0 MOoA0 HOoro po3risigy Oe3nocepeqHiM BHKOHABIEM Y JCHb

OTPUMAHHA 3BCPHCHHA.

25.Y pa3l BiaAcyTHOCTI aupekTtopa JlepkaBHOTO apXiBy 3BEpPHEHHS

(BIAMOBIAHO 10 PO3MOALITY OO0B’SI3KIB) PO3TIISAAE OTO 3aCTYIHHUK.

2.6. O0niK MUCHMOBUX 3BEPHEHBb 3MIMCHIOETHCS BIAMOBIIAIBHOIO 0CO00I0 B
MiACUCTEMl «3BEpHEHHS TPOMAISH» EJICKTPOHHOI aBTOMATH30BAHOI CHCTEMHU

nokymeHToo0iry «Optima WorkFlow».

2.7. TlucpbmoBe 3BepHEHHS 0€3 3a3HaueHHS MICIIS IPOXKUBAHHS, HE TIANHUCaHe
aBTOPOM (aBTOpaMHM), a TaKOX TaKe, 3 SIKOTO HEMOXJIMBO BCTAaHOBUTH aBTOPCTBO,

BU3HAETHCS AaHOHIMHUM 1 PO3TJISAY HE MIJJISTAE.

2.8.Y pa3l HaIXoJKEHHS TOBTOPHOTO 3BEpPHEHHS BiJ OJHOTO 1 TOTO X
IPOMAJISTHUHA 3 OJIHOTO 1 TOTO K MUTaHHS, KO MEpIIe BUPIIICHO MO CYTi, TUPEKTOP
JlepkaBHOTO apXiBy 3TiTHO 3 YMHHHUM 3aKOHOJIABCTBOM MOJXKE NMPHUHHSATH PIIICHHS
PO MPUIIMHEHHS PO3JISIAY 3BEPHEHHS Ha MIJCTaBl MaTepialiB PO3IJISAY HOMEPEIHIX
3BEPHECHb. BIANOBIAL 3asBHUKY MPO MPUIIMHECHHS PO3TIISIAY TMUTAHHS TOTYETHCS
M0CaI0BOI0 0CO0010 BiALTY 1H(GOpMAIlii Ta BUKOPUCTaHHS TOKYMEHTIB [lepskaBHOTO
apxiBy.

[Tomaneii 3BEepHEHHS B TaKWX 3agBHUKIB 3 MHTaHb, PO3TISAI SKUX
npunuHeHo, Jlep>KaBHUM apxiBOM HE pO3MISIAIOThCS, MPO IO IMOcagoBa o0coda
BIILTY 1H(GOpMALIT Ta BUKOPUCTAHHS JOKYMEHTIB MOBIIOMJISIE 3asiBHUKA y TEPMiH,
He Oulplle I’STH JHIB 3 JHS HAIXOJKCHHS TAaKOTO 3BEpHEHHS 10 JlepkaBHOTO

apxiBy.
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2.9. 3BepHEHHA, B SKOMY HE BUKIAJCHO 3MICT NMUTaHHS, ab0 CyTb HOro €
HE3PO3YMIJIOI0, TOBEPTAETHCSA 3aSBHUKOBI 3 BIAMOBIIHAMH pO3’SICHCHHSIMH HE

MI3HIIIE HIK Yepe3 JeCATh HIB BT IHSI MOT0 HAAXOKEHHS.

2.10. 3BepHenHst  iHBamiAiB  Benukoi  BiTumsusHoi  BiiiHM,  ['epoiB
Comanictuunoi I[pami, ['epoiB Pagsucekoro Corosy, ['epoiB Ykpainu, KIHOK, SKUM
MIPUCBOEHO TIOYECHE 3BaHHS YKpaiHu «MaTu-TepoiHs», po3rsIal0ThCs TUPEKTOPOM

JepkaBHOTO apXiBy OCOOHMCTO.

2.11. 3BepHeHHS, B AKUX MOPYIICHI MUTAHHSA, III0 HE BXOJAATH /10 TOBHOBAXXEHB
Jlep>kaBHOTO apxiBy, MEPECHIIAIOTHCS 3a HAJIEKHICTIO BIAMOBITHOMY OpraHy 4H
MocajioBid 0co0l B TEpMiH, HE OUIbIIE TI'STH JHIB 3 JHS HAJIXOKCHHS [0
Jlep>kaBHOTO apXiBY, MPO 110 MOBIIOMIIAETHCS TPOMAITHUHY, SIKUM 1O1aB 3BEPHEHHSI.

[ToBimoMIIEHHSI TPOMAJITHUHY MPO HAIIPaBJICHHS MOro 3BEPHEHHS Ha PO3TJIS
3a HAJICKHICTIO JI0 BIJMOBIHOTO OpraHy 4YM IOCAJI0BOi OCOOM, /10 MOBHOBAXXCHBb
SKOTO BXOJWUTHh PO3IJS] HOTrO 3BEpPHEHHS, a TaKOX JIUCTH Ta TMOBIJOMJICHHS
IPOMAJITHUHY MPO MEepECUsIaHHs 3BEPHEHb, TIOMUIIKOBO HajiclaHux 10 [lep:kaBHOro

apxiBy, 1HIII JIMCTU-BIAMOBI/II TPOMAJISTHAM MiJIMUCYE TUPEKTOP JlepKaBHOTO apXiBy.

2.12. 3a00pOHSIETbCA HAMPABISITH CKaprd TPOMAASH JJs PO3TISAY TUM

opraHam abo mocajioBUM 0cobam, Jii Yu PillIeHHS SKUX OCKApKYIOThHCA.

2.13. 3BepHeHHs, K€ HAAIMIUIO Ha BUKOHAHHS 10 Jlep)kaBHOTO apxiBy Bif
3anopi3pKoi 00J1acCHOT Jep>KaBHOI aJMIHICTpaIlii, BBAKAETHCSA TaKUM, 10 MepedyBae
Ha KOHTPOJI, SKIIO Yy PE30JIIOli BIJMOBIAHOTO KEpiBHHUKA 3aropi3bKoi o00j1acHOi
Jep’KaBHOI ~ aaMIHICTpaIlli, IO pO3TJsSAaB 3BEPHEHHS, HAJAaHO JOPYYCHHS
noiHGOPMYBaTH TIPO PE3yJbTaTH PO3TISAY 3BEpPHEHHsS 3amopi3bKy OO0JacHy

JepKaBHY aJMIHICTpaIlito 200 1bOr0 KEPIBHUKA OCOOUCTO.
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2.14. 3a pe3ynbTaTaMy pO3IMIISAy 3BEpHEHbB, 110 NMepeOyBarOTh Ha KOHTPOJI B
3anopi3pKiid 00JacHIN JAepKaBHIM aaMiHICTpallii, TMChbMOBA BIAMOBIAL 3aIBHUKAM Ta
1H(hOopMaIlis KepiBHUITBY 3anopi3bKoi 00JIACHOI IepKaBHOT aqMIHICTpaIlli HAJAa€ThCs

3a MANICOM AupeKTopa Jlep aBHOTO apXiBy.

2.15. 3a pesynbTaTamMu po3MIISiAYy 3BEPHEHbB, 110 MepeOyBaloTh HA KOHTPOJI B
opraHax BJaJ¥W BHUINOTO PiBHs, BIIMOBIAL 3asBHUKAM Ta MPOEKTH iH(opMaIliid 10
Anminictpaii [Ipesunenra Ykpainu, BepxoBuoi Pagu Ykpainu, Kabinety MinicTpis
Ykpainu, iHIMX [IEHTPATBHAX OpraHiB BUKOHABYOI BJIAJH, TOTYIOTHCS Ta BI3YIOTHCS
JTUpeKTopoM [lepkaBHOTO apXiBy 3TiJIHO 13 PE3OJIOIIEL0, 3a MIAMUCOM TIET TOCaT0BO1
ocobu 3amopi3bkoi 00JacCHOT JepkKaBHOI aJAMIHICTpalii, SKOKW HaJaBaiocs

JOPYYEHHS IIOA0 PO3IJISAY 3BEPHEHHS.

2.16. V pa3i HEOOXITHOCTI MPOJIOBKEHHS TEPMIHY PO3TIISY 3BEPHEHHS, IO
HaJAnIo 10 JepxaBHoro apxiBy 1 nepeOyBae Ha KOHTPOJ1 B 3anopi3bKiil o0nacHii
JepKaBHIN afMiHICTpallii, 3a 3roJI0k0 MOCaA0BOi 0COOH, 110 HajJalla TOPYYSHHS 1010
pO3TIIAy 3BEPHEHHS, BIJMOBIMAJIbHUM BHUKOHABIIEM HAJCHIIAETHCS TTOBIJOMIICHHS
3asIBHUKY J0 3aKIHUYEHHSI OCHOBHOTO TEPMIHY PO3TJISy 3BEPHEHHSI.

HeoOximHicTh MPOAOBKEHHS TEPMIHY pO3IISiAy 3BEepHEHHS y Jlep:kaBHOMY

apxiBi MOTOJIKY€e TUpeKTop [lep:kaBHOro apxiBy.

2.17. PimleHHs TIpO 3HATTS 3 KOHTPOJIIO 3BEPHEHBb, IO HAMIWILIIM [0
JHepkaBHOro apxiBy 1 nmepeOyBarOTh HAa KOHTPOJI1 B 3anopi3bKiid 00JacHii AepkaBHIN
aJMIHICTpaIlil, IPUIMAarOTh TTOCAI0B1 0COOU, K1 IPUIHSIIH PIIIICHHS MTPO MOCTAHOBKY
Ha KOHTPOJb BIJAMOBIJIHOTO 3BEPHEHHS, IUIAXOM HakIaaaHHs pesomtonii «Jo
cripaBu» Ha iH(OpMAITii PO pe3yabTaTH PO3TIISITY 3BEPHECHHS.

PimenHs mpo 3HATTS 3 KOHTPOJIIO 3BepHEHb y Jlep:kaBHOMY apxiBi mpuitmae

nupekTop Jlep:kaBHOro apxiBy.
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2.18.Y pa3i HEOOXiMHOCTI BIAMOBIAHA MOCAZOBa 0CO0a MOXKE 3aTUIIUTH
3BepHEHHS, 10 Haainuwio g0 /[lepkaBHoro apxiBy BiA 3amopi3bkoi 00JacHOi
Jep KaBHOI aJIMiHICTpallii, Ha KOHTPOJI JO OCTaTOYHOTO PIIllleHHs Ta 1HQOopMyBaHHS
3agBHHKA MPO OCTATOYHI PE3YNbTAaTH PO3TIISAY. Y TaKOMY BHUIIQJKY, 3asSBHUKY 0
KIiHIISI OCTaTOYHOTO PO3TJISIAY HOTO 3BEpHEHHS, HAJA€ThCA TMPOMIKHA BIAMOBIIb Y

BCTAHOBJICHUM YMHHUM 3aKOHOAaBCTBOM TepMiH.

2.19. Tlpomno3wuinii, 3asgBu 1 CKaprd TPOMAJIsH Micisa iX BHPIMICHHS 3 yciMa
JOKYMEHTaMHU IIOAO IiX PO3IIANY 1 BHUPILIEHHS Ta MNPUMIPHUKOM peeCTpaniiHo-
KOHTPOJIbHOT KapTKW MOBEPTAIOTHCSA BIAMOBIIAIBHIA 0CO01 AJIsl LEHTPaTi30BaHOTO
dbopmyBanHs crpaBu. @DopMmyBaHHS 1 30epiraHHs COpaB y BUKOHABIIIB

3a00pPOHSETHCS.

2.20. Tepmin 30epiranHs JOKYMEHTIB 3a IMPOIIO3UIIISIMU, 3asBaMH 1 CKapramu
cKiIagae I’ATh pokiB. Ilicmsd 3akiHYEHHS II'SITUPIYHOTO TEPMIHY 30epiraHHs
JOKYMEHTU 3a IMpPOIMO3ULIAMHU, 3asgBaMH 1 CKapraMu 3HULIYIOTbCS Y TOPSAIKY,

BCTAHOBJICHOMY YMHHHM 3aKOHOJaBCTBOM.

3acTyHUK IUPEKTOpPA

JHepxaBHOr0 apxiBy 3amnopizbkoi 00JacTi O.JI. S nnoBceka



