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3ATBEPDKEHO
HaKa30M T'OJIOBHOTO JiKaps
BT « » p. Ne

IHCTPYKIIA
3 ALJI0BOJICTBA 32 3BEPHEHHSIMH I'POMAJISiH B
KomynanbHomy 3akiani « QO6sacHuii TepuTopiaJbHUA LEHTP eKCTPEHOT
MeAHYHOI J0MOMOTIH Ta MeJHLHHH KaTacTpod» XepcoHChbKOI 00/1acHOI paau

HNana IHCTpyKuis ckiazgeHa BigNoBiAHO Mo BUMOr 3akoHy Ykpainu "IIpo
3BepHeHHs rTpomansH" Big 02.10.96 poky N 393/96-BP i3 3miHamMu Ta
IOMOBHEHHSAMHM, [HCTpYKLii 3 IiJIOBOACTBa 3a 3BEpHEHHSMU TpOMaJsiH B OpraHax
IepKaBHOI BJAO¥ 1 MICIIEBOrO CaMOBpSIyBaHHS, O0'€IHaHHAX TpOMaisH, Ha
i IMPHEMCTBAX, B YCTaHOBaX, OpraHi3allisiX He3aJeXHO BiX (GOpM BIACHOCTI, B
3acobax MacoBoi iH¢opMarii, 3aTBepmkeHoi moctaHoBoro Kabinery MiHicTpiB
Vkpainu Bix 14.04.97 poxy N 348. i3 3MiHaMHU Ta JOIIOBHEHHSIMH.

1. [inoBoacTBO 3a mpomo3uUisiMH  (3ayBasKeHHsIMH), 3asiBaMH
(KI0OMOTAHHSIMH) i CKAapramMu rpomMajsi.

|| HimoBoacTBO  3a  NOPOMO3ULIAMH  (3ayBa)XKEHHSIMH),  3as1BaMU
(kmomoTaHHAMHU) i ckapramu rpomaiasH B KomyHampHOMy 3akimani « O6macHuit
TEPUTOPIAIbHUM LIEHTP €KCTPEHOI MEAWYHOI JOMOMOTHM Ta MEIULMHU KaTacTpoh»
XepcoHchKol obsacHoi paau ( mami — LleHTp) BeoeThCs OKpeMO BiJ IHIIMX BHIIB
IiOBOJICTBA 1 OKJIaJAa€ThCs Ha KaHienspito LleHTpy.

[Topsimox BeIeHHS [iJTOBOACTBA 3a 3BEPHEHHSMH T'POMAJsH, SIKI MICTITb
BiZJOMOCTi, IO CTaHOBJIATH IepXKaBHY a00 IHIIy TAEMHHIO, SKa OXOPOHSIETHCS
3aKOHOM, BU3HAYAETHCS CIeliaIbHUMU HOPMaTUBHO-IIPaBOBUMU aKTaMH.

1.2 Yci npono3wuitii, 3as8u i ckapru, mo Hagiinum no Llentpy, npuiimaroTscs
Ta LEHTPaTi30BaHO PEECTPYIOTHCSA Y IEHb iX HAAXODKEHHS B XXypHaJl peecTparil
IPOTO3MIIiH, 3as1B i ckapr rpomansH (momatok Nel). KonBepTu (BHpI3KH 3 HUX)
30epiratoThCsl pa3oM 3 MPOTO3HUILIERD, 3aBO0, CKApTOIO.

OO6mik 0COOMCTOrO0 MpHUHOMY TpPOMAAsH TOJIOBHUM JKapeM Ta MHoro
3aCTYITHUKaMHM  BENEThCS B XKypHall OOJiKy OCOOMCTOro IpUHWOMY TIpOMaisH
(momatok Ne2) cekperapeMm KepiBHHKa LleHTpy, Ha SKOTro IMOKJIaAeHO OOOB’SI3KH 3
opranisaiii ocobucroro mpuitomy. [TucbMOBI MPOMO3uLIii, 3asBU i CKapry, MoAaHl Ha
0COOHCTOMY IIpUUOMIi, MiAJMAraloTh ILEHTPaTi30BaHiil peecTpauii B KypHall
peecTpallii MpoIo3uIliH, 3asB i ckapr rpoMazsH (zogaTok Ne 1).

1.3 Peecrpauiiinuii iHAEKC MPOIMO3ULIi, 3asiBH, CKAprd 3a3HA4acThcsd Yy
peectpariitnomMy mramii. I1ITaMn cTaBUThCS Ha HUXKHBOMY ITOJIi MEPIIOro apKyiia
IOKyMeHTa MpaBopyd abo Ha iHIIOMY BUIBHOMY BiJ] TEKCTy MiCIli, KpiM MicCI,
IpU3HAYEHOT0 JUIS ITiIIINBKH.

Ha BuMory rpomansHuHa, siKuit ojaB 3BepHeHH: 10 LleHTpy, Ha mepiomy
apKyIi Komii 3BepHEHHS MPOCTABJISETHCS IITAaMI 13 3a3HAYEHHSAM HaliMEHYBaHHs
opraHisamii, JaTd HaIXOMKEHHs Ta BXiTHOro HOMepa 3BepHeHHs. Taka Komis
TIOBEPTAETHCS IPOMAISTHIHOBI.

1.4 ¥V pa3i HaAXOPKEHHS [MOBTOPHHUX MPOIMO3UILIH, 3asB 1 cKapr iM HaJaeThCs
YEeproBUM peecTpaliiHuil iHIeKC, a y BIAMOBINHINA rpadi >XypHaly 3a3HA4a€Thes
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peecTpallifHuil iHOeKC Mepuioi Mpomo3uIlii, 3asBH, ckapru. Ha BepxHbOMY MOII
IepUIoro apKyllla ITOBTOPHHX IIPOMO3MIIiH, 3asgB 1 cKapr MmpaBopyd 1 Ha
peectpauiinux (opmax pobutscs mosnauyka "TIOBTOPHO" i1 migOupaerbcs Bce
TIOTIEPETHE JIUCTYBAHHS.

[Ipono3wuii, 3as1BK i CKapru OJHOTO ¥ TOTO X TPOMAASIHUHA 3 OJHOTO 1 TOTO XK
IUTaHHS, IO HaJiClaHi pi3HUM ajapecaraM 1 HaIiHIIUTA Ha PO3TJIsLA 0 OAHIEl i Tiel
X opranizamii (xyOmerHi), OOJIKOBYIOTBCS 3a peeCTpaliiHUM IHIEKCOM IIepIIol
IPOTIO3HUIIi{, 3aBH i CKapry 3 JOJAHHSM IOPSIKOBOIO HOMEpA, 110 IPOCTaBISIETHCSA
yepes npio.

1.5 ¥V pa3i xonmu mpo pe3yibTaTd pO3MISAIy MMHCHMOBOI MPOMO3ULii, 3asBH,
CKapru HeoOXiIHO MMOBIZOMHUTH iHIIY OpraHi3alliio, yci IPUMIPHUKH peecTpaliiHo-
KOHTPONBHHUX (POPM Ta MEpUIUii apKyIll KOHTPOILOBAHOTO 3BEPHEHHS IT03HAUAIOTHCS
cnooM "KOHTPOJIb" a6o niteporo "K".

[Tpomo3wuiiii, 3asiB¥ i CKapry, Ha sKi JalOThCA MOMEPEH] BiAMOBIII, 3 KOHTPOIIO
He 3HiMaroThCsA. KOHTPOb 3aBepUIy€ETHCS TINBKY IICHS MPUAHATTS PILLIEHHS 1 BXKATTS
3aX0/[(iB II0I0 BUPIIIIEHHsI IPOIO3HULlii, 3a5BU, CKapTH.

1.6 Tlpomo3wurii, 3asBH i cKapr¥ TIpOMaAsH IiciAsA IX BUpIIIEHHA 3 yciMa
TOKYMEHTaMH ILOJIO0 X PO3IJIsMy i BUPILIEHHS MalOTh OyTH IMOBEPHYTI 10 KaHLENApii
LenTpy nans UEHTpali30oBaHOTO (QOpPMyBaHHS CIOpaBd, OaHKy JaHUX TOLIO.
dopMyBaHHS 1 36epiraHH51 CIIpaB y BUKOHABIIIB 3a60pOH}I€TI>C$I |

JIOKyMEHTH pO3MIILYIOTECS y CIpaBaxX y XPOHOJIOTIYHOMY abo andaBiTHOMY
nopsinky. KoxxHa mnpomosuiisi, 3asiBa, ckapra 3 yciMa JOKyMEHTaMH LIOAO il
posrisiny. Y pasi omep)kaHHS IOBTOPHOI MpPOMO3ULil, 3asiBH, CKaprd abo IOsBU
JOJaTKOBUX JOKYMEHTIB BOHH IiAIINBAIOTHCS 10 AaHOI IPYNH TOKYMEHTIB.

1.7 BiamoBiganbHICTh 32 CXOPOHHICTh JOKYMEHTIB 3a IMPOIO3ULISIMH, 3asBaMU
1 cKapram¥u IMOKJIaAaeThCsl Ha 3aBiIyI0U0T0 KaHIENsIpi€lo.

1.8 Tepmin 30epiraHHs JOKYMEHTIB 3a IPOIO3ULISIMHU, 3asBaMU i CKapramu
BH3HAYAEThCS HOMEHKJIATYporo crpaB. Ilicis 3akiHUeHHS BCTaHOBJIEHUX TEPMIHIB
30epiraHHsI JOKYMEHTH 3a 3BEPHEHHSMH TpOMasSH MiUISraloTh 3HUIIEHHIO Y
TIOPSIIKY, BCTAHOBJIEHOMY [lep)KaBHUM KOMITETOM apxiBiB Y KpaiHH.

2. llopsiaok po3rusiny mpono3uiiii (3ayBa:keHb), 3asiB (KJIONMOTAaHb) i cKapr
rpoMajsiH.

2.1 Ilig 3BepHEHHSIMM TPOMAMSIH CJIiZl PO3yMIiTH BUKJIaJeHi B IUCBMOBIH abo
yCHil hopmi mpomo3uiii (3ayBaxkeHHs ), 3asBH (KJIOMOTaHH:) 1 CKapru.

[Ipomo3uiiss (3ayBak€HHs1) - 3BEPHEHHS TIPOMAjsH, A€ BUCIIOBIIOIOTHCS
ropajga, peKOMEHMIAIlisl IOJ0 MisJIBHOCTI OpraHiB JEp)KaBHOI BIAIM 1 MICLEBOTO
CaMOBpSIyBaHHS, AeMyTaTiB YCix piBHIB, IOCAJOBHUX 0CI0, a TaK0XX BUCJIOBJIIOIOTHCS
OYMKH IIOJO BPETYIIOBAaHHS CYCIIUIBHUX BIJHOCHH Ta YMOB JKHMTTS TI'DOMAasH,
BIIOCKOHAJIEHHS IIPABOBOI OCHOBH [EPXKAaBHOTO 1 I'POMaJICHKOTO XMTTS, COLaIbHO-
KYJBTYypHOI Ta iHIIKX cep AisITBHOCTI JepKaBy 1 CyCIIbCTBA.

3asBa (KJIOTIOTaHHS) - 3BEPHEHHS I'POMAISH 13 IIPOXAHHSAM IIPO CIPUSHHS
pearizamii 3akpimieHnx KOHCTHTyIi€0 Ta YMHHUM 3aKOHOJABCTBOM IX IIpaB Ta
iHTepeciB a00 MOBIIOMIIEHHS PO MOPYIIEHHS YHHHOTO 3aKOHO/ABCTBA YU HEIOJIKH
B IisUTBHOCTI IiIIPUEMCTB, YCTAHOB, OpraHisaliil He3aJexKHO BiX (GopM BIACHOCTI,
HapOIHMX JEIyTaTiB YKpaiHW, HeMyTaTiB MiCUeBHX pai, [MOCAT0OBUX OCi0, a TaKoxX
BHUCJIOBJICHHSI TyMKH L[OJI0 MOJIIIIIEHHS 1X MisJIBHOCTI.
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KiomnoTaHHs - MMCbMOBE 3BepHEHHS 3 MPOXaHHSM PO BU3HAHHS 32 0CO60I0
BIAIIOBITHOT'O CTaTyCy, IpaB 4¥ CBOGO/ TOLIO.

Ckapra - 3BepHEHHS 3 BHMOTOIO PO MTOHOBJIEHHS IpaB i 3aXUCT 3aKOHHUX
IHTEpeCiB TPOMaJisiH, MOPYIIEHUX HissMU (Oe3MisUTbHICTIO), PIIIEHHSAMH JepXKaBHHX
OpraHiB, OpraHiB MiCLIEBOTO CaMOBpPSIyBaHHS, IiAIPHEMCTB, YCTaHOB, OpraHisallii,
00'eIHaHb 'POMaJISH, ITOCAIOBUX OCiO.

2.2 'V 3BepHeHHI Mae OyTH 3a3Ha4YeHO TMpi3BHINE, iM's, 0 0ATHKOBI, Micle
NPOXMBAHHS I'POMaJsHUHA, BUKIIAJEHO CYTh IOPYIIEHOTO IHTAHHS, 3ayBa)XKeHHS,
IPOTIO3UILi1, 3a5IBU YU CKapTH, IPOXaHHS YU BUMOTH.

3BepHEHHs MoXe OyTH YCHUM (BHKJIaJ€HHM TPOMAIIHHUHOM i 3alMCaHuM
IOCaZoBOI0 0COOO0K0 Ha OCOOMCTOMY NpPUHMOMI) UM THUCBMOBHM, HaMIiCIIaHUM
nomroro abo mepenaHuM rpomMaasHMHOM g0 LleHTpy ocobucTto 4m uepe3s
YIIOBHOB&)XE€HY HHUM 0c00y, SIKIIO LI MOBHOBa)XEHHS O(OpMIIEH] BiANOBIIHO 10
YIHHOT'O 3aKOHOIAaBCTBA. '

3BEpHEHHSI MOXKe OyTH MOJAHO K OKPEMOK 0co00r0 (iHAUBITyalbHE), TaK i
Ipymoro ocib (KOJEeKTUBHE).

IIncpMOBe 3BEepHEHHS IMOBUHHO OyTH MiAMHUCAHO 3asBHUKOM (3asiBHHKAMH) i3
3a3HaYeHHSIM JAaTH.

3BepHEHHs, OdopMieHe Oe3 MOTPUMAaHHS LMX  BUMOI, IOBEPTAETHCS
3asBHUKOBI 3 BIAIOBIAHUMHM pO3'SICHEHHSIMH He ITi3Hillle SK Yepe3 IecsATh OHIB BiX
JHS WOro HaIXODKEHHS .

2.3 I'pomagsgHu MaroTh 1mpaBo 3BepraTucs O0 LIeHTpYy yKpaiHChKOIO UM
IHIIIOI0 MOBOIO, IPUHAHATHOIO IJIS CTOPIH.

PimeHHs mono 3BepHeHb I'pOMAISH Ta BiAMOBiAI Ha HHUX O(GOPMIISIOTHCS
BIZIMIOBITHO 10 BUMOT 3aKOHOAABCTBA IIPO MOBH.

I'pomansHuH, sikuii 3BepHyBCs A0 LIeHTpy i3 3asBOIO 4K CKaprow Mae Mpaso:

- 0COOHMCTO BHKJIAcTH apTyMeHTH oco0i, sika IMepeBipsuia 3asBy YU CKapry Ta
OpaJia yyacTh y nepeBiplli MOAaHO1 3asBU Y CKaprH;,

- O3HAOMUTHCH i3 MaTepiajgaMu IepeBipKH;

- IIOIaBaTU JOJATKOBI Marepianay abo HAIoJsAraTH Ha 1X 3alUTi OPraHoOM, KU
pO3TIIsiiae 3asBy UM CKapry;

- OyTH IPUCYTHIM IPHU PO3IJILAL 3aIBU UM CKAPTH;

- KODHCTYBaTHCSl IIOCIyraMd aJBoKaTta abo TIpeacTaBHUKA TPYIOBOIO
KOJIEKTUBY oOpraHizalii, sika 3IiHCHIOE INMpaBo3aXUCHY GYHKII0, 0()OpPMITIOBATH L€
YIIOBHOB2)XEHHSI Y BCTAHOBJIEHOMY 3aKOHOM ITOPSIKY;

- OZIEP>KaTU MUCHMOBY BiANOBIAb PO PE3YIbTATH PO3TIIALY 3BEPHEHHS,

- BHCJIOBJIIOBATH YCHO YU MHCHMOBO BHUMOTH IIOJO AOTPHUMAHHS TAEMHUII
PO3IIISITY 3asiBU UM CKapTH.

2.4 3BepHeHHs, 0OPMIIEHI HAJIEKHUM YHHOM | MOJAHI y BCTAaHOBJIECHOMY
HOPSAKY, HMiAJATal0Th 000B'I3KOBOMY MPUHHATTIO Ta PO3TIIALY.

Ko NUTaHHS, TMOpYIIeHI B 3BepHEHHI, He BXOAATH JO IIOBHOBaXXCHb
LleHTpy , TO Take 3BEpHEHHS B TepMiH He Oiyipllle M'SITH JHIB IEePECUIIa€ThCS 3a
HAJIEXKHICTIO BIAMOBITHOMY OpraHy Y IOCaIOBii 0co0i, IpO IO MOBiIOMIISETHCS
IPOMaJSHUHY, KU TOAaB 3BEPHEHHS.

Y pa3i, SKIIO 3BEpHEHHS HE MICTUTH JaHUX, HEOOXITHUX IJIS MPUAHATTS
OOTpYHTOBaHOTr'O DillleHHs,, BOHO B TOH JX€ TEepPMiH [MOBEPTAETHCS TPOMAISHUHY 3
BiITIOBITHUMH PO3'SICHEHHSIMH.
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3BepHEHHsI T'poMalsH, 10 Hamiduud no LleHTpy i NmpwWiHATI OO pPO3MIIALY,
HaIpaBJIsAIOTHCS 1O BUKOHAHHS 3T1JHO 3 pe30JIoLli€to rojioBHOro Jikaps LleHntpy , abo
ocobu, Ha SIKy MTOKJIaJIeHO BUKOHAHHS HOTr0 00OB’SI3KiB.

2.5 IlucpMoBe 3BepHEHHS 0e3 3a3Ha4YeHHs MICLisl MMPOXKUBaHHS, HE MiANNCaHe
aBTOPOM (aBTOpaMHM), a TaKOX Take, 3 SKOIO0 HEMOXJIMBO BCTaHOBUTH aBTOPCTBO,
BU3HAETHCSI aHOHIMHUM 1 pO3MJISITy He MiJIsArac.

2.6 Y BigmosigHocTi A0 cT. 20 3akony Ykpainu «I[Ipo 3BepHEHHS rpoMaisHy,
3BEPHEHHSI PO3IVISIIAIOTHCS 1 BUPIIIYIOTECS y TEPMiH He Oijbllle OAHOTO MiCsLS BiJ
OHS 1X HaOXOJDKEHHS, a Ti, fki He MNoTpeOyloTh MOOAATKOBOTO BHBYEHHS, -
HEeBIIKJIAOHO, ajie He Ii3Hime 15 mHiB Bif OHA iX OoTpuMaHHSA. TepMiH pO3TISY
3BEpHEHb IpOMaJsiH OOYHUCIIOETHCS 3 IHS peecTpaiii 3BepHeHHs. [Ipo pe3ynbratu
PO3IIsAY 3BEPHEHHS I'POMAJITHUH MOBIJOMIISETHCS MUCHMOBO.

TepMmiH po3risimy 3BepHeHb TpoMaisH, o Hamiduuu po llentpy 3a
HanexHicTio 3 AnminicTpanii Ilpesunenta Ykpainu, BepxoBHoi Pamu Ykpainu,
KaGinety MiHicTpiB VYKpaiHu, MICUEBUX OpraHiB BHKOHaBYOl BJIagu Ta
CaMOBpSIIyBaHHS BCTAHOBIIOETHCS TIOCAIOBUMH 1 CIIy)KOOBMMH 0COOaMH [IUX OPTaHiB
ab0 00UYKCITIOETRCS 3 AaTU peecTpallii foKymeHTa B L{eHTp.

SIKmo B MicSYHUE TepMiH BHUPIMIUTH MOpPYIIEHI y 3BEPHEHHI IUTaHHS
HEMOXJIMBO, BCTAHOBJIIOETHCA HEOOXIAHMH TepMiH mJis MOro po3risdy, Ipo IIO
NOBIIOMJIIETBCS. 0CcO0i, SKa Mojana 3BepHeHHs. [Ipu LbOMY 3arajpHUil TepMiH
BUPIIIEHHS TUTaHb, IIOPYIIEHUX y 3BepHEHHI, HE MOXXe IIepEeBUIITYBaTH 45 IHIB.

3BEpHEHHS 'pOMaJsiH, SKi MalOTh BCTAHOBJIEHI 3aKOHOJABCTBOM IILJIBIH,
PO3MIISIAIOTECA y NePIIOYEPrOBOMY ITOPSIIKY.

2.7 T'onoBHMH nikap Ta HOro 3acTYNHHUKHU IPOBOASITH OCOOHMCTHI NpHuiioM
rpoMaZisiH y BCTAHOBJIEHI JIHI Ta TOIMHH.

["onoBHUM Nikap NMPOBOAUTH MPUKMOM BiAMOBIIHO OO 3aTBEPHKEHOrO0 HAKA30M
XHMY «IIpo ocobuctuii npuitom rpomansH B K3 «OTLEMJ] ta MK» XOP»
I'padix Ta mnopsmOK OCOOMCTOrO NPUHOMY TPOMAISIH BH3HAYAETHCS T'OJIOBHUM
nixapeMm LleHTpy .

VYci 3BepHEHHSI TpoMaisH Ha OCOOMCTOMY MPHUHOMI peecTpyroTbes. SKIIo
pO3B’sA3aTH NOpYIIEHI B YCHOMY 3BEpHEHHI IUTaHHs Oe3rocepeHb0 Ha 0cOOUCTOMY
npuiioMi HEMOXJIUBO, TO BOHHU PO3IJIINAIOTECS Y TOMY CaMOMy IIOPSAKY, L0
IMCHMOBI 3BEpHEHHS.

[Ipo pe3ynapTaTd pO3TIALY 3BEpPHEHHS TPOMAISHUHY IOBIIOMIISETHCS
nmucbMoBO abo, 3a Horo OakaHHSAM, YCHO, PO IIO0 POOUTHCS BIAMITKA B XXypHAUI

peecTparii.
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Homatox Ne 1

KYPHAJI
peecTpauii npono3uuiii, 3asB i ckapr rpoMaasH
Ne Hara [1.1.b 3asBHUKa, 3Binku [MopyuieHi nuTaHHs 3mict Hara, Howmep
m\ Hagxo- ajpeca 9d MicLe | omepxaHo, pe3otro iHgmexc, CIpaBu
JDKEHHS Ta poboTH, JaTa, i wit, 1 3micT 3a
peecTpauiit KaTeropis iHOeKc, KOPO'TKI’H"I THACKC jaraTa | NOKyMEHTa, | HOMEH-
HUH iHAEKC (conianbHuit B3ATTA Ha 3MICT aBTOp, NPUAHATI KJaTy-
CTaH) 3asBHUKA | KOHTPOJIb BHUKOHa- pilIeHHs, poro
BEllb, | BUKOHABELlb,
TEpPMiH 3HATTA 3
BHKOHa- | KOHTPOJIIO
HHSA
1 2 3 4 5 Sa 6 7 8
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Jomarox Ne 2

KYPHAJI
00.1iKy 0c00HCTOr0 NpuiioMy rpomMansia
Ne| [ata Xrto  |Tlpisuime, im's,| IlopymeHi nutaHHs Komy Hacninxu
| npuiioMy | npuiiMae | 1o 6aTbKoBi, JOPYYEHO po3rismy,
azpeca UM Micle| koporkuit | iHmekcwm |PO3TVIAL, 3MicT| iHzekc, nata
po6oTH, 3MicT JOPYYEHHS, | ONEepIKaHHs
KaTeropis TEPMIH BiAMOBIii Bix
(couianbHuH BHUKOHAHHS BHUKOHaBLS
CTaH)
rpoMajsHHHA
1 2 3 4 5 5a 6 7





