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1. KOMYHAJIbHA VCTAHOBA «TPYJIOBUM APXIB» POKHMTHIBCBHKOT]
CEJIMIIHOI PAJIM (nanmi - TpymoBuii apxiB) CTBOPIOETbCSA s LEHTPANli30BaHOTO
TUMYacoBOro 30epiraHHs apXiBHUX JOKYMEHTIB, HAarpoMa/pKeHHUX Yy IMpolieci
JIOKyMEHTYBaHHS CITy>)kKOOBUX, TPYJOBUX Ta IHIIUX MPABOBIIHOCHH OPHINYHUX OCIO 1
G13MYHUX OCI0 - MIANPHEMINB Ta IHIIMX apXiBHUX JOKYMEHTIB, IO HE HaJeXaTh 0
HanionansHoro apxiBHoro poHy (1aii - apXiBHI JOKYMEHTH).

ApXiBHI JTOKyMEHTH MEPEAaloThcsl A0 TpyAOBOTO apxiBy y pas3l HNPUIIUHEHHS
TiSTTBHOCT] IOpUIUYHUX 0Ci0 1 Pi3uyHuX 0CiO - MANPHUEMINIB, a TaKOXK Yy BHUIIAJKaX,
BU3HAUYECHHUX 3aKOHOJIABCTBOM.

2. TpynoBwmii apXiB CTBOPIOETHCS 3a PIICHHSIM POKUTHIBCHKOI CENMINHOI paau i
YTPUMYETHCS 32 PaXyHOK KOIITIB MIiCIIEBOTO OIOJIKETY, KOIITIB, OTPUMaHUX 32 HAYKOBO-
TEXHIYHE ONpAIfOBaHHA 1 30epiraHHd apXiBHUX JOKYMEHTIB, Ta KOIITIB 3 1HIIMX
HAJXO/KEHb, HE 3a00POHEHUX 3aKOHOM.

Maiino TpynoBoro apxiBy € KOMYHaJbHOIO BJIACHICTIO POKHTHIBCHKOI CENUIIHOT
TEPUTOPIaIBHOI rpOMaii B 0c001 POKUTHIBCHKOT CENMIIHOT pa/iv 1 3aKPITJICHO 3a HUM Ha
mpaBax OMEPaTUBHOTO YIIPaBJIIHHS.

TpynoBuii apxiB € HempUOYTKOBOIO ycTaHOBOO. Jloxoau (mpulytku) TpyaoBoro
apxiBy BUKOPHUCTOBYIOTHCS BUKIIIOUHO Uil (PiHAHCYBAHHS BHAATKIB HA IOTO yTPUMAaHHS,
peamzamii metu (UUIeH, 3aBAaHb) Ta HAMPSAMIB AISUIBHOCTI, BHU3HAYEHHX IIUM
MOJIOKEHHSIM. 3a00pOHSETHCSI PO3MOALT OTPUMAHUX JOXOJiB (mpuOyTKiB) abo ix
YaCTHUHHU cepe]l 3aCHOBHUKIB TpyaoBOro apxiBy, HOro MpariBHUKIB (KpiM OIUIATH iX
mpaili, HapaxyBaHHS €JIMHOTO COIIAJIBHOTO BHECKY Ta IHIIUX BiJpaxyBaHb), UYJICHIB
OpraHiB yIpaBJIiHHS Ta IHIIUX MOB’A3aHUX 3 HUMH OCIO.

3. 3acHoBHUKOM TpynoBoro apxiBy € POKUTHIBChKa cenuiliHa pajia.

Opranizaiiitno-npaBoBa popma TpyaoBoro apxiBy — KOMyHaJIbHa yCTaHOBA.

HaiimenyBanns TpynoBoro apxiBy:

- TOBHA Ha3Ba: KOMVYHAJIBHA YCTAHOBA «TPYJIOBUI APXIB»
POKWTHIBCHKOI CEJIMIITHOI PA/IU;

- ckopoueHa HasBa: KY «TPYJIOBHUH APXIB» POKUTHIBCHKOI
CEJIMIIHOI PAJIA.

Opunnuna aapeca TpymoBoro apxiBy: Bymwmis Hesamexwnocti, OyauHOok 13,
cmT PokutHe, CapHeHChKUi paiioH, PiBHeHChKa 00macTh, 34200.

4. TpynoBuil apxiB NIANOPAIKOBYEThCS POKHUTHIBCHKIM CEMMINHIA paal Ta
POKUTHIBCBKOMY CEIMIIHOMY TOJIOBI, Tajly3eBe YIpaBliHHA TpyAOBUM apXiBOM
3MIACHIOE BUAJUT  OpraHi3aliiiHO-JOKYMEHTAIbHOTO 3a0e3nedyeHHs] POKUTHIBCHKOT
CEJIUIIHOI pajIy.

TpynoBuii apxiB MiA3BITHUI 1 MIAKOHTPOJILHUN Jep>KaBHOMY apXiBy oOJacTi,
apXxiBHOMY BIJILUTY pailoHHOI iep>KaBHOT aIMIHICTpaLlii.

5.V cBoiif aismpHOCTI TpynoBuil apxiB KepyeTbcsi KOHCTUTYLI€I0 1 3aKOHAMU
Vkpainn, aktamu IIpesumenta VYkpainu, Kabinery MinicTpiB VYKpaiHu, I1HIIUMH
HOPMATHUBHO-TIPABOBUMHU aKTaMH, pIlIEHHIMU POKHUTHIBCHKOI CeNMMITHOT pagd i
PO3MOPSIKEHHAMHU POKUTHIBCHKOTO CETUIITHOTO TOJIOBH, IIUM TOJIOKEHHSIM.
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3 nuTaHb Oprasizallii Ta METOJAMKH BEJCHHS apXiBHOI cnpaBu TpyIooBHil apXiB
KEPYEThCSI HOPMATUBHO-TIPABOBUMHU aKTaMH, 3aTBEP/DKECHUMHU MIiHICTEPCTBOM FOCTHUIIIL
VYkpainu, mpaBuiamu, MOJOXKEHHSMHU, THCTPYKIISIMUA, METOJWYHUMHU PEKOMEHIALISIMHU
VYkpaepxkapxiBy, Iep:KaBHOTO apXiBy 00JIacTi.

6. OCHOBHUMHU 3aBJIaHHAMH TPyIOBOTO apXiBy Ta METOIO HOTO MiSIBHOCTI €:

3a0€e3MeUeHHsI EHTPANI30BaHOTO0 TUMYACOBOI0 30€piraHHs apXiBHUX JOKYMEHTIB,
BEJICHHS X O0JIIKY Ta BUKOPUCTAHHS BIJIOMOCTEH, 1110 B HUX MICTSATHCS,

JOJIep KaHHS 3aKOHOJABCTBa Tpo HarioHanbHMA apxiBHUK (OHA Ta apXiBHI
YCTaHOBH.

7. TpynoBwii apXiB BiIMOBIAHO 10 MOKJIAJACHUX Ha HHOTO 3aBaHb:

1) 3milicHIOE MpUIIMaHHSA JTOKYMEHTIB 3 KaJIpOBHX MUTaHb (0COOOBOrO CKiIanLy) B
YIOPSAIKOBAHOMY CTaH1 3a OMUCAMU CIPaB, CXBAJICHUMHU (IIOTOHKEHUMH) JCP>KaBHUMHU
apxiBamu;

2) 3pgiificHIOE TpuiiMaHHA BUOOPYOi JOKYMEHTAIlli THUMYacOBOTO CTPOKY
30epiraHHs BiAMOBITHO 0 3aKOHOIABCTBA;

3) 3miiicHIOE HpHﬁMaHHﬂ JOKYMEHTIB TUMYaCOBOTO 36epiraHH51 (mo 10 pOKiB) y
TOMY YHCII peFICTplB Oyxraiarepchbkoro oOmiky, (piHaHCOBOi 3BITHOCTI Ta IHIIMX
JOKYMEHTIB, TMOB'A3aHUX 3 OOYHMCICHHSIM 1 CIUIATOI0 TMOJAaTKiB, 300piB, CTPOKH
30epiraHHs sSIKUX Ha MOMEHT JIIKBiIallii He 3aKIHYUIIUCS;

4) Beme OOMIK MOPUAMYHUX 0cCi0O, M0 mepeOyBarOTh Ha CTaail JIKBiAaIi
(OaHKpYTCTBA) MPOTSITOM JIIKBIAAIIHHOI MPOIEAYpHU, 3 METOIO KOHTPOJIO 3a HAYKOBO-
TEXHIYHUM OMPAIFOBAHHSM, 3a0€3MEeUeHHSIM 30€pEKEHOCTI apXiBHUX JOKYMEHTIB [0
nepenadi ix Ha 30epiranus g0 TpynoBoro apxiBy;

5) 3HilCHIOE MOHITOPHHT 30€peXeHHS Ta HAyKOBO-TEXHIYHOTO OTpAIlfOBaHHS
JIOKYMEHTIB 3 KaJpOBUX MHUTaHb (0COOOBOTO CKJIaAy) Ha MIANPHUEMCTBAX, B yCTAHOBAX,
OpraHizaiisix He3aJIeKHO B1J (OpMHU BIACHOCTI;

6) 3abe3mneuye 30epiraHHs apXiBHUX JIOKYMEHTIB JIKBIJOBAaHUX IOPUINYHHUX OCi0,
¢b13udHUX 0CI0 - MIAMPUEMIIIB, SKI 3/IIHCHIOBAIM CBOIO AISUIbHICTH (OyJIM 3apeecTpoBaHi)
Ha TepUTOPil POKUTHIBCHKOT CEUIIIHOT TEPUTOPIAIBHOT TPOMAH, BIAMOBIIHO A0 YMOB Ta
CTPOKIB 30€epiranHs, BU3sHa4ueHUX MiHICTEpCTBOM FOCTHIIIT;

7) 3A1MCHIOE HA MIACTaBl JOTOBOPY 3 IOPUAMYHOIO 000010, (Pi3UIHOI0 0CO00I0 -
OIAOPUEMIIEM  HAayKOBO-TEXHIYHE  OMNpAIIOBaHHS  JOKYMEHTIB, IO MIUISTaloTh
nojanbsiioMy 30epiransio B TpyJaoBoMy apxiBi;

8) MpoBOAUTH EKCIepPTH3y I[IHHOCTI apXiBHUX JIOKYMEHTIB, CTPOKM 30epiraHHs
AKUX 3aKIHYMIIKCS, 1110 30epiratoThesi B Tpya0BOMY apxiBi, TOJA€ HA PO3TJIS €KCIIEPTHIN
KOMICIi apXiBHOTO BIAJLTY BIANOBIAHOI pailOHHOI JEp:KaBHOI aJMIHICTpalli akTd Mpo
BUJTyUYCHHS U1 3HMINEHHS TOKYMEHTIB, HE BHeceHux A0 HaioHanbHOTO apXiBHOTO
donmy;

9) Bene o0k MOKYMEHTIB, 110 30epiraioThest B TpyaoBOMy apxiBi, y TOMY YUCII
[IUIIXOM CTBOPEHHS Ta MIATPUMAaHHS 00JIIKOBUX 0a3 JaHUX;

10) cTBOpPIOE 1 BIOCKOHAIIOE TOBIIKOBUIA arapart J0 apXiBHUX JOKYMEHTIB,;
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11) 3pilicHIO€ BOPOBAKEHHS Ta BHUKOPUCTAHHS aBTOMATHU30BAaHUX apXiBHUX
TEXHOJIOT1H, CTBOPEHHS, BJIOCKOHAJICHHS Ta IIOMOBHEHHsS 0a3 JaHWX, JOBIJAKOBOIO
amapary J0 JOKYMEHTIB, 110 30epiraiotbes y TpyoBoMy apxiBi;

12) oprani3oBy€ KOpHUCTYBaHHS JOKYMEHTaMH Yy CIyKOOBHX, COLIaJIbHO-
IPAaBOBUX, HAYKOBUX Ta 1HIIUX LLJIAX;

13) iHdopmye rpomMansH, OpraHd JEep:KaBHOI BJaAd Ta  MICIEBOTO
CaMOBDSITyBaHHS, IIANPUEMCTBA, YCTAaHOBHM Ta OpTraHizaiii mpo CKJIag 1 3MicT
TOoKyMeHTIB TpyaoBoro apxiBy;

14) mpoBoauTh, POOOTH IMIOAO BCTAHOBJICHHS MICIIE3HAXOHKEHHS JIOKYMEHTIB
JIKBIJIOBAaHMX IOPUAMYHUX OCI0, 110 HE Hamiinum A0 TpyaoBoro apxiBy, iHGOpMYE PO
1€ 3aiHTepecoBaHi MiIPUEMCTBA, YCTAHOBU, OpPTaHi3allii Ta TpOMasiH;

15) Bumae apxiBHI JOBIAKHM, KOMII JOKYMEHTIB Ha 3aMUTH (DI3UYHUX 1 IOPUAUIHUX
oci0;

16) 3abe3neuye 30epexeHHs KOH(PINEGHIIHHOCTI MEPCOHANBHUX MAHUX, IO
00pOoOISAIOTHCS B IOr0 1HPOPMALIIMHUX CUCTEMAX;

17) BuBUae, y3arajabHIOE 1 IOLIKUPIOE AOCB1L pOOOTH apXiBHUX YCTAHOB.

8. Jlns BUKOHAHHA TOKJIaAeHUX Ha TpynoBWil apXiB 3aBAaHb HOMY HaJa€ThCS
paBo:

1) omepkyBatu Bif JIKBIAATOPIB BIJOMOCTI PO KIJIBKICTh, CKJIaJ] 1 CTAaH HAYKOBO-
TEXHIYHOTO ONPALFOBAHHS JOKYMEHTIB AJI1 BU3HAYEHHS BapTOCTI MOCIYT, IO 3/1HCHIOE
TpynoBuit apxiB, BIAMOBIAHO A0 IH 1 TapudiB, 3aTBEPHKEHUX B YCTAHOBICHOMY
MOPAJIKY, Ta 1HII HEOOX1/IHI BIIOMOCTI A7l pOOOTH;

2) HajaBaTH METOJUYHY JOMOMOTY JIIKBIIAIITHUM KOMICIAM (JIIKBiaTopam) 3
MUTaHb, 1110 BXOJATh 0 KOMMETeHIli TpyaoBoro apxiay;

3) yKkiamaTy TOTOBOPH, YTOAU 3 IOPUAMYHAMU 0coO0aMu Ta (Pi3UYHUMU 0COOaMH -
OIAOPUEMIISIMU, L0 HE CyNepedyarb YUMHHOMY 3aKOHOJABCTBY, a TaKOX LbOMY
MOJIOKEHHIO;

4) po3po0siTH Ta 3aCTOCOBYBATH JOTOBIPHI I[IHU HA POOOTH 1 TOCIYTH, BU3HAYECH]
YUHHUM 3aKOHOJaBCTBOM;

5) mpuiiMath Ha JETIOHOBAaHE 30€piraHHs JOKYMEHTH BIJ JIIOYUX IOPUIUIHUX
oci0;

6) Opatu ydacTh y 3acCiJJaHHSIX EKCIEPTHUX KOMICIH y pasi po3risany Ha HHX
JIOKYMEHTIB, oj1laHux TpyaoBUM apXiBOM;

7) OpaTu y4acTb y Hapajaax, skl IpOBOJATh pailOHHA Jep>KaBHA aJMiHICTparlis,
PokuTHiBChbKa cenuIHa paja, JiKBIAaIlliHA KOMicis (JIIKBIZATOP), AEp)KaBHUN apxiB
00JacTi, apXiBHUM BIIAUT paillOHHOI Jep>KaBHOI aJMIHICTpallii, B pa3l po3IJsiay Ha HUX
MUTaHb POOOTH 3 TOKYMEHTaMHU;

8) opepxxyBaTu abo mpuiMaTH B KOPUCTYBaHHS Ha JOTOBIPHUX 3acajax
MartepialibHl I[IHHOCTI M pecypcH, a TaKOXX CIMCYBaTH iX 3 OanaHCy (3a BUHSITKOM
apxiBHHUX (DOH/IIB).

9. TpynoBwuii apXiB MpaIro€e BIAMOBIAHO 0 PIYHOTO IUIAHY, KUK MOTOIKYETHCS 3
BIJIMOBITHUM apXIBHUM BIIJILUIOM paillOHHOI IepKaBHO1 aAMIHICTpallii Ta 3aTBEPIKY€EThCS
mupekTopoM TpymoBoro apxiBy. I[lpumipHHK pidHOro TIaHy Ta 3BITY MpPO HOTO
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BUKOHAHHS HAJA€ThCS BIJMOBITHO ACPKABHOMY apXiBy 0O0JacTi, apXiBHOMY BIIJILTY
palioOHHOI Jep>KaBHOI aMIHICTpaIlii.

10. ¥V TpynoBomy apxiBi 30€piratoTbCsi:

1) AOKyMEHTH TPHUBAJIOTO CTPOKY 30epiraHHs 3 KaJpOBHX MHUTaHb (3 0COOOBOTO
CKJIaJy) Ta THMYAcCOBOTO 30epiraHHs JIIKBIJOBAaHUX MOPUIUYHHX OCIO HE3aJeKHO Bij
dbopMH BIACHOCTI, MIANOPSAAKYBaHHA Ta (PI3UYHUX OCIO - MIAMPUEMIIB, SIKI IPUTUHUINA
CBOIO MISUTBHICTH, IO [ismu (OynM 3apeecTpoBaHi) Ha TepuTopii PokuTHIBChKOT
CEJIMIIIHOT TEPUTOPIAILHOT TPOMA/IH;

2) Bubopua MOKyMEHTAIlisi TUMYACOBOIO CTPOKY 30epiraHHs, 110 HaJIIAIUIA Ha
30epiraHHs BiAMOBIAHO IO 3aKOHO/IaBCTBA,

3) NOKYMEHTH 3 KaJIpOBUX IHUTaHb (3 O0COOOBOr0 CKJIATy) TUMYACOBOIO CTPOKY
30epiranHs, TepelaHi Ha JernoHOBaHE 30epiraHHs Ha JOTOBIPHHX 3acafax II0UYUMHU
IOPDUAUYHUMHE 0co0aMu HE3aJeKHO Bifl (OpPMHU BIACHOCTI, MiAMOPAIKYBAHHS, IO
po3TaioBaHi Ha TepUTOpii POKUTHIBCHKOI CENMIHOI TEPUTOPIANBbHOI TPOMAIM, SKIIO
1HIIIe HEe TIepea0aYeHO YNHHUM 3aKOHOIaBCTBOM;

4) MOBIIKOBUH arapar, 0 pO3KpUBAa€E CKIIaJ 1 3MICT JOKYMEHTIB.

11. TpynoBuii apxiB OYONIOE TUPEKTOP, SKUM MPU3HAYAETbCA HA TMOCaay Ta
3BUIBHSIETHCS 3 TIOCAIU Y BCTAHOBJICHOMY 3aKOHOJABCTBOM MOPSIKY .

12. DupexTtop TpymoBoro apxiBy:

1) oprani3oBye nisIbHICTE TpyIOBOroO apxiBy, MEPCOHAJIBHO BIANOBIAAE 3a
BUKOHAHHSI TMOKJIaJICHUX HA apXiB 3aBJ/IaHb;

2) KOHTpPOJIOE BHUKOHAHHS CIY>KOOBHUX OOOB'SI3KIB TMpalliBHUKaMu TpynoBOTO
apxiBy;

3) BupilIy€ BIAMOBIAHO 10 3aKOHOJIABCTBA MUTAHHS IIOJ0 JOCTYIy KOPUCTYBauiB
JI0 TOKYMEHTIB, 1110 3HAXOAAThCs Ha 30epiraHHi;

4) oprani3oBy€ BEIACHHS MPUIIOMY IPOMaJIsSiH, PO3TJIs] 3BEPHEHb, IO HAJIEKATh 10
KoMIieTeH1li Tpy1oBoro apxisy;

5) mpencrapnsie TpyaoBHii apXiB 3 yCiX MUTaHb, MOB'A3aHUX 3 HOTO TISIIBHICTIO.

13. Cnyx60Bi  000B's3KkM  TpaliBHUKIB TpymoBoro apxiBy BH3HAYAIOTHCS
MOCaJ0BUMHU IHCTPYKIISIMH, IO 3aTBEPIKYIOTHCS TUPEKTOPOM TpyaoBOro apxiny.

14. WtaTauii po3nuc TpyaoBOro apxiBy 3aTBepAKye€ POKUTHIBCHKUUN CEIMITHUIMA
rojioBa 3 ypaxyBaHHSM BHMKOHAHHSI BCIX TMOKJIAJIEHUX Ha HBOTO 3aBlaHb, KUIBKOCTI
JIOKYMEHTIB, 110 3HAXOAAThCS Ha 30epiraHHi 1 MiuIsiraloTh 30epiraHHio B apXiBi, 0OCSTIB
JIOB1JIKOBOT pOOOTH.

15. [lopsiaok B3aemoaii TpynoBoro apxiBy 3 BAKOHABYMMU OpraHaMH Ta arnapaToM
POKUTHIBCHKOI ceNMUIITHOT paay BU3Ha4Ya€ POKUTHIBCHKUI CENUIIHUI TOJI0BA.

16. TpynoBuii apxiB CTBOPIOETHCS AK IOPUAMYHA 0c00a MyOJIIYHOTO MpaBa, Mae
BJIACHY TI€YaTKy 31 CBOIM HallMEHYBaHHSM, IITaMIH 1 OJaHKH, paXyHKH B OpraHax
JlepxaBHOI Ka3HAYEHCHKOT CITyKOH.

17. TpynoBuii apxiB MOXe OyTH JTIKB1IOBaHU a00 peopraHi30BaHMM 3a PIIEHHIM
POKUTHIBCHKOT CENUMIIHOT pa iy Y OPSAKY, BCTAHOBIIEHOMY YAHHUM 3aKOHOJIAaBCTBOM.

18. ¥V pa3i npunuHeHHs 0puANYHOI ocoOu TpymoBoro apxiBy (y pe3yibTari
JTKBiAArmii, 37UTTS, TMOMUTY, NpPHUEAHAHHS ab0 TIEPETBOPEHHS) WOTO aKTHBHU
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nepealoThCcsl OHINA a00 KITbKOM HENPHOYTKOBHUM OpraHizallisM BiJIIOBIJIHOTO BUIY
a00 3apaxoBYIOTHCA JI0 JOXOAY OIOJIKETY.

19. 3minu Ta momoBHEHHS M0 1bOTO [lOJOKEHHS BHOCSTHCS Ha MiJACTaBl PIIICHb
POKUTHIBCHKOT CEJIMIIHOT Py B MOPSIIKY, BCTAHOBJICHOMY 3aKOHOJJaBCTBOM.



