VKPATHA

KOJIOMUNCBKA PAMOHHA JIEPJKABHA AJIMIHICTPALLS
IBAHO-®PAHKIBCbKOI OBJIACTI

‘PO3HOPHH)KEHHH
BIJT {ZJf 02, MDA M. Komomust Ne 46

IIpo incTpykuiro npo nopsiaok o0J1iKy, 30epiranns,
BHKOPHCTAHHS TA 3HUILEHHS N1€4aTOK i IITamMMiB
B Kosiomuiicbkili pailoHHiii depaaBHii aqMiHicTpauii

Kepytouucsr 3akonom Ykpainu «lIpo wmicueBi aepkaBHI aamiHicTpamii»,
BiANMoBiAHO 10 moctaHoBu KabGinety MinicTpiB Ykpainu Bia 23.08.1995p. Ne672
«ITpo 3aTBep/KEHHS 3pa3KiB i OMUCIB TepOOBUX Me4aTOK, MaIUX repOOBUX IEYATOK,
neyaTtok 0e3 300paxkenHs JlepkaBHoro ['epba YkpaiHu, Tabmu4ok 00IacHUX,
Kuiscskoi Ta CeBacTonosbehbkol MIChKHUX, palOHHUX, palloHHUX Y Mictax Kuesi Ta
CeBacTormnosi JepyKaBHUX ajMiHICTpallii», Haka3zy MiHicTepcTBa tocTUlil YKpaiHU
Bix 18.06.2015 p. Nel000/5 «Ilpo 3atBepikents [lpaBua opranizauii JiJ10BoACTBa
Ta apxiBHOro 30epiraHHs JOKYMEHTIB Yy JIepKaBHUX OpraHax, opraHax MiCLEBOTO
CaMOBpsIIyBaHHsI, Ha TMIATNIPUEMCTBAX, B YCTAHOBAX 1 OpraHizalisix», 3apeecTpOBaHOIO
B MiHicTepcTBi tocTulll Ykpainn 22.06.2015p. 3a No736/27181, Inctpykuii 3
autoBoAcTBa B KojqoMUHCLKIN paloHHIN jepkaBHIM a/JMIHICTpalil, 3aTBEPAKEHOI
pO3MNOps/LKeHHAM paitiepxkanvinicrparii 81 01.02.2022p. No12

30b0B’A3VY10:

1. 3atBepauTH IHCTPYKIIiIO Mpo TMOpsiAoK 00Ky, 30epiraHHs, BUKOPUCTAHHS
Ta 3HUILEHHS Te4yaTok 1 wmramniB B KoJoMMHCBKIA palloHHIA Aep:KaBHIN
aaMiHIcTpalil (JI0Ja€eThes ).

2. CTpyKTYpHMM MiApO3aiiaM paiiepkaaMiHicTpail 3a0e3rneuyuTH BUKOHAHHS
HOPM, BU3HAYeHUX [HCTpYyKII€O PO nopsiiok 001Ky, 30epiraHHs, BAKOPUCTAHHS Ta
3HULLEHHS Me4aTokK 1 mramnis B KonoMulchkii pallOHHIN 1epkaBHIM anMiHicTpalii.

3. BBaxkaru  Takum, 110  BTPATHJIO  YMHHICTE  PO3MOPSIHKEHHS
parigepxkaaminictpauil Bia 21.04.2017 poky Nel89  «llpo mevarku i mramnu B
Konomuiichkiil paiioHHIH 1epkaBHI# aIMIHICTpalliT.

4. KoHTpOJIb 33 BUKOHAHHSIM PO3IOPS/IKEHHS [TOKJIACTH Ha KepiBHUKA arapaTy
paiinepxkaamiHicTpaull Muxaiia bepkemwvka.

Ilepumiuii 3acTYNHUK ro/i0BU
palioOHHOI 1ep:KaBHOI aAMiHicTpauii J608 MUXANJUILINH



3aTBepaAKeHO
pPO3MopsA/IKeHHS
paiiaep:kaaminicTpauii

B (W02 2022p.Ne /6

IHCTPYKIIA
npo nopsAoK 001Ky, 30epiraHHs, BAKOPUCTAHHS Ta 3HULIEHHS M1e4aTOK |
mramnie B Kosomuiicbkiil pailoHHii 1epzxaBHiil aaMinicTpauii

3arajibHi NOJ0KEHHS

1. [HeTpyKILis 11po nopsiaoK o0J1iky, 30epirants, BUKOPUCTAHHS Ta 3HUILEHHS
medaTok i wramniB B KojomuichKii palloHHiNd aepkaBHId aaMiHicTpauii (mam -
[HCTpyKLis) po3pobiieHa BianosiaHO 10 Hakasy MiHicTepeTBa rOCTHLIT YKpaiHu Bij
18.06.2015 poxy Nel000/5 «ITpo 3arsepxenHs [IpaBun opranizauii QiJI0BOACTBA Ta
apXiBHOTo 30epiraHHsi [OKYMEHTIB y [ep/KaBHMX OpraHax, OpraHax MiCLEeBOrO
caMOBpsIyBaHHs, Ha MINPUEMCTBAX, B YCTAaHOBAX 1 OpraHizallisx», 3apeecTpoOBaHOTO
B Minictepetsi roctumii Ykpainu 22.06.2015p. 3a Ne736/27181, Iuctpykuii 3
nimoBojxcTBa B KonomuiichKiil  palioHHIN Jep)kaBHIM aaMiHicTpauii (mam —
[HCTPYKIis 3 JIJIOBOJICTBA), 3aTBEPUKEHOI PO3MOPSUKEHHAM paiiaepskaaMinicTparii
Bia 01.02.2022 poky Nol2 Ta BM3HA4a€ €MHI BAMOTH 11010 BUKOPUCTAHHS I1€4aTOK I
IITAMITIB B paiiepkajmiHicTpali.

2. B Konomuiichkiil palioHHIN JepKkaBHId aAMiHicTpallil nedaTky Ta ITaMIId
BUTOTOBJIAIOTLCS Y  BIANOBIAHOCTI 10 BMMOr roctaHoBd Kabinery MiHicTpiB
Ykpaiuu Bin 23.08.1995 p. Ne672 «Ilpo 3aTBepiKeHHS 3pa3KiB i ONUCIB repOOBHX
rnevaTok, Majaux repOOBHX Ile4artok, redatok Oe3 3o00paxeHHs JlepkaBHoro I'epba
Ykpaiuu, Tabnndok obaacuux, Kuisebkoi ta CeBacTonobcbKol MiChbKUX, paliOHHUX,
paitonnux y mictax Kuesi ta CeBacTorosi AepKaBHUX aAMiHICTpaLii».

3. B amapari Ta crpykrypHux migposainax Kosjomuiicbkoi paioHHOI
Jiep KaBHOT aIMiHICTpallil BUKOPUCTOBYIOThCS TedaTKy 13 300paxeHHaM [lepKaBHOTO
['epba YkpaiHu 1 MOBHOTO HaliMEHYBaHHs YCTaHOBU (Jajli — repOoBa redarka), a
TAKOK 1HIII 1eyatku 6e3 300paxents Jlep:xkaBHoro I'epda YKpaiHu Ta WITAMIIK.

4. YV nopsiiky, BCTAHOBJIEHOMY UYMHHMM 3aKOHOAaBCTBOM, OpraHi3aLiiHO-
PO3IMOPSII4i, aJMIHICTPATUBHO-TOCHOAAPChKI, (iHaHCOBI, OyXxraaTepchki Ta iHIII
JOKYMEHTH, [0 CTBOpPEHI B amnapati Ta CTPYKTYPHHUX Miapo3ailax panoOHHOI
JepKaBHOI aaMiHicTpalll, KoMl 1MX JIOKYMEHTIB CKPIIUIIOIOThCS MeYaTKaMHu, a Ha
BXITHUX JTOKYMEHTAX MpOCTaBISIOTHCS IIITAMITH.

00.1ik neyaTok i IWITAMNIB
5. B Konomuiichkiii paiioHHii JepkaBHIM ajMiHicTpaliil 31iicHI0eTbesl 00K

MeYaToK 1 IITaMIIiB 3 MOBHUM HaWMEHYBAaHHSM YCTaHOBM, 110 BUKOPUCTOBYETHCS B
amapari Ta CTPYKTYPHHUX MipO3/iaax paiiep:KajaMiHicTpalii.



Takuit 001k BemeThest B anapari KoJoMHMCBKOT pallOHHOI JAep>KaBHOI
aaAMiHicTpalil  —  BIAJIOM  JIOKYMEHTOOOIY ~ Ta  KOHTPOJIO  arapary
paiinep:kajamiHicTparii.

OO0k BeJeThCsl B JKypHai 3a GopMoto, BU3HAYEHOO Haka3oM MiHicTepcTBa
toctulii Ykpainu Bia 18.06.2015 poxy Nel000/5 «Ilpo 3arBepmxenns [lpaBun
oprasizauii JiJOBOJICTBA Ta apXiBHOro 30epiraHHs JOKYMEHTIB Y Jep)KaBHUX
opraHax, OpraHax MiCIIeBOTO CaMOBpS/yBaHHS, Ha IiJNMPUEMCTBAX, B YCTAHOBAaXx i
-oprasisaiisx», 3apeectpoBaHoro B MinicrepeTBi toctulii Ykpainu 22.06.2015p. 3a
Ne736/27181. \

6. XKyphan o0JiKy Meyarox | WITaMIlB BKIIOYAETHCS /10 HOMEHK/IATypH CIIpaB
anapary KonoMmuiicbkoi paloHHOT Jiep/KaBHOT aIMIHICTpaLil.

7. 3a  BIANOBIAHICT  Te4aTOK  HOpMaM  JIIlOYOTO  3aKOHO/JABCTBa,
BIJINMOBIIAJILHICTh HECVTh KepIBHUKH CTPYKTYPHHUX MAPO3 B
panepKaMiHICTpallil.

BukopHucTaHHS NeYaToOK i IITAMIIB

8. Ha pmokymeHTax, 1110 3acBi{UylOTh IIpaBa IPOMaJsiH 1 IOPUAUYHUX OCi0, Ha
AKUX (ikcyeTbesi (hakT BUTpaTH KOILUTIB 1 MPOBeJAeHHS olepalliil 3 MaTepialbHUMU
LIHHOCTSIMH, TTMKC 1MOCcaj0Bol (BIAMOBIAATBHOI) OCOOM CKPIMUIIOETHCS TepOOBOIO
MevyaTKolo.

[lepenik 1HIIKMX [OKYMEHTIB, IMIJANUCAHUX T[OJIOBOIO PAWOHHOI JepXkKaBHOL
aJAMIHICTpallil, MeplIXM 3acTYITHUKOM TOJOBH, 3aCTYTHUKaMHU TOJIOBH, KEPIBHUKOM
amapary paioHHOI JepKaBHOI ajMiHICTpallll, MIANUCU Ha SKHX CKPITUIIOIOTHCS
repOOBOIO MEUATKOK), BU3HAYAETHCS [HCTPYKITIEHO 3 11JI0BOJICTBA.

9. Mauna repOoBa nedarka BUKOPHUCTOBYEThCS JUIS 3aCBiJUEHHS CJ1yKOOBUX,
HAropoJHUX MOCBIAYEHb Ta ClCLIAIbHUX [ICPEIYCTOK.

10. Tlewarku 1 mramnu Oe3 300pawxenns JlepxaBHoro ['epba VYkpainu
BUKOPUCTOBYIOThCS JUISI:

- MOCBIIYEHHS KOMIN JOKYMEHTIB, 1110 HAJACUIAIOThCS

- 3aCBITYEHHS PO3MHOKEHUX MIPUMIPHUKIB PO3MOPSIUMX JOKYMEHTIB;

- 3aCBII4EHHs (PaKTy peecTpalil BXIJAHUX JJOKYMEHTIB,

- IHLIMX BIJIMITOK JIOBIZKOBOT'O XapakTepy;

- onlevaTyBaHHs [1akeTiB, OaHeposeit, mad, 1Bepe, celdis, TOIIO.

11. BigOUTOK mevaTku CTaBUTHCS TAKUM YUHOM, 1100 BIH OXOIUIFOBAB OCTAHHI
JIEKUIbKA JIiTep HalMeHyBaHHsl 11ocajd ocoOH, sika Mijanucana JOKYMEHT, ajle He Ha
MIANMC [10caa0Bol 0codu, abo Ha OKpPeMO BUAIJICHOMY JUIS IIbOTO MICLIi 3 BIAMITKOO
«MID».

12. Ocobu, sKi HecyTh MepcOHaIbHY BiJUTOBIAAJIbHICT 3a BUKOPUCTAHHS Ta
30epiraHHs MeyaTok Ta MITAMINB B arnapari Ta CTPYKTYPHHUX ITiIpO3/iiax paioHHOI
JIep KaBHOT a/IMIHICTpallll BM3HAYAIOTLCS  PO3NOPS/UKEHHSIM paloHHOI JepikaBHOL
aaMIHICTpaLlil.



36epiraHHs Me4aTokK i WITAMIIB

13. INeuatku i mramnud KoaoMuHChbKOT pallOHHOI JepykaBHOI aaMiHicTpauii
36epiraioThes y ceiidgax abo meraneBux iadax. Ilepenasaru ix Ha 30epiraHHs
fpaliBHUKaM, SIKi HE MaroTh Ha LIC HCOOXIAHMX HOBHOBA/KEHb, BUHOCHTH 33 MEKI
BUJIIJIEHOTO JUIsl LIKX L11JIeH NTPUMILLIEHHS], 3a00POHEHO.

14. TlepeBipka HasiBHOCTI MMEYaTOK | LITAMIIIB, CTAHy JOTPUMAHHA PEKUMY iX
" BUKOPUCTaHHs Ta 30epiraHHs, OOIPYHTOBAHOCTI 3HHMILEHHS 3IIMCHIOETHCS IIOPOKY
KOMICIi€10 3 TlepeBIpKY HAsIBHOCTI MeYaTOK i LITaMIIiB.

Taka kowmicis B Kosnomuiichkiit  paionniil  jaepxkaBhiil — aaMiHicTpauii
YTBOPIOETHCS PO3MOPS/KEHHSIM PAHOHHOI JIepKaBHOI aAMiHICTpaLlii.

IIpo pe3ysbTaTh MepeBipKK HASBHOCTI MMeYaTOK | MITaMIiB pOOIATECS BIAMITKH
B JKypHaJ1 O0JIIKY Iic/Is OCTAHHBOT'O 3aIUCY.

15. V pasi Brpatu nedaTku abo 1Tamra BiANOBIANIBHUNA 3a iX 30epexeHHs
TIOBIIOMJIAE TIPO  1le MEPIIOro 3acTYIIHWKA [OJIOBH, 3aCTYNHMKIB ToJloBM abo
KepiBHMKA  anapary  paiijepxaiMiticTpallii — BUINOBIAHO 10 PO3NOALTY
QyHKIIOHANBHUX TOBHOBaXKeHb. 3a (axToM BTpaTH mnedaTtkd abo IiTamra
POBOMUTHLCS CIyKOOBE PO3CIIiyBaHHsl, pe3ybTaTH SKOI'O JOBOIAATECA [0 BiAOMa
rOJIOBM paiiiepKaAMiHicTpallil Juls NPUUHATTS BiANOBIAHOIO PILIEHHS.

16. KOHTpOsIb 3a AOTpUMAHHSAM MOPSAKY 00JIKY, BUKOPUCTAHHS 1 30epiraHHs
repOOBUX IEYATOK, IHIIMX e4aTok 0e3 300paxeHHs JlepxaHoro I'epba Ykpainu i
mTammiB, B amapaTi  KOJOMWHCBHKOI  paioHHOI — JepkaBHOI — aaMiHicTpalii
MOKJIANA€ThCsd Ha KepiBHMKA arapary paijepxkaiMiHicTpalii, y CTPYKTYpPHHUX
MiApO3/i/Iax — Ha KepiBHUKA ITIPO3/LTY.

FHHULIEHHS NMeYaToK I ITAMITIB

17. 3incosani mne4aTky Ta witamnu ado Takl, 110 BTPAaTUIM [PaKTUYHE
3HAQUEHHS, MiUISTAl0Th 3HULICHHIO. 3HUIIEHHS BiJiOpaHUX MeYyaToK 1 IITaMIliB B
amapaTi Ta  CTPYKTYpHMX IiJipo3iijax Kosomuiicbkol paldoOHHOI Jep)KaBHOI
aIMiHICTPALT MPOBOJMTHCS KOMICIEIO 13 3HMINEHHS TeYaTOK | IITamIliB, sKa
YTBOPIOETHCST  PO3IOPSUUKEHHSAM  TOJIOBM  paiijiepkaamidicTpanii  abo  Haka3oM
KEPIBHUKA CTPYKTYPHOIO MIP0O3/1i1y 3 0(hOpMIEHHSM BiJUTOBIIHOIO aKTa.

18. 3imcoBaHl me4yaTkW Ta IITamMnud abo  Taki, 110 BTPaTHUIM [paKTUYHE
3HAUEHHs, B amapari Ta CTPYKTYpHUX Imijapo3aiiax Komnomuiicbkol paloOHHOI
JepXKaBHOI aJMIiHICTpallll, MUIAraloTh 3HATTIO 3 OOJIKY y BiAALIl (DIHAHCOBOTO
3abe3reyeHHs anaparty paioHHOI JepaBHOI ajJMiHicTpauii a0o BiANOBIJaJbHUM
MPaliBHUKOM CTPYKTYPHOTO MIJIPO3/11Y 3 NOAJIBIIAM 3HUILEHHSIM.

KepiBHuk anapary P

paiiiep:kaamiHicTpauii /’/‘)'%757 Muxaiisio BEPKEHYK



