17 motoro 2020 poxy y ChoMOMy amnessiiiiHOMy aaMiHICTPaTUBHOMY CYIi

BiOynrcs 300pu cyaaiB ChOMOT0 anessiiiHoro aaMiHICTPATUBHOTO CYyTy.

Pimennsim 360piB cyaaiB ChOMOTO amessiiifHOTO aJMiHICTPATUBHOTO CYAY
Bim 17.02.2020 No2 «lllomo 3arBepmkeHHs [lomoxkeHHS MNPO MPOXOKCHHS
NoKyMeHTIB y ChoMOMY amnemsiiifHOMYy aJMIHICTPaTUBHOMY Cy/l Ta 3aCTOCYBaHHSI
[HCTpYyKLIi 3 AIIOBOJCTBA B MICIIEBUX Ta aANEALIMHUX cyAaxX YKpaiHu» 300pHu CyIIB

BUPIIITUIIN:

e 3arBepautu IlonokeHHS NMpPo MNPOXOHKEHHS NOKYyMEHTIB y CboMomy
anessAIiiHoOMy aIMIHICTPATUBHOMY CY/Ii Ta 3aCTOCYBaHHS [HCTPYKIIii 3 1IJIOBOJICTBA B

MICIIEBUX Ta aneAiiHuX cynax YKpaiHu (10/1a€ThCs).



JATBEPIKEHO
piiueHHs 360piB cyaaiB CboMoro

anessuifHOro aAMiHICTPaTUBHOrO cyny
Bin 17.02.2020 Ne 2

[lo10kennn npo npoxomkenns 10kymenTin y Cbomomy anensiuiiinomy
AAMIHICTPATHBHOMY Cyi Ta 3acTOCyBaHHS IHeTpyKuii 3 ailoBoacTBa B MicueBux
Ta anejasiuiiuux cyaax Ykpainu

1. 3arajbHi NoJ103KeHHSI

I.1. TlonoxeHHs mnpo mnpoxomKeHHs noxymeHTiB y ChoMOMy anensuiiHomy
aAMIHICTPaTHBHOMY CyJi Ta 3acTOCYBaHHs [HeTpyKUIT 3 MiJOBOJACTBA B MiclLieBHX Ta
aneiAUIdHUX cyaax Ykpaiuu (aam — [lonoxkennst) po3pobiieHo 3 MeTo10 3pYy4YHOro Ta

e(PEKTUBHOIO 3/iCHEHHS CYAOYMHCTBA Ta PerylaMeHTy€e MOPSAOK JNOKYMEHTO0GIry 3

MOMEHTY HAaJXOJUKEHHs BXIJHOI KOpEeCHOHIEHIT 10 Cyly A0 MOMEHTY il nepenaui
KIHLIEBOMY ajpecaTy JUlsl ONpaltoBaHHs Ta/ado BMKOHaHHS, a TaKOX 3acTOCYBaHHS
[HeTpyKLIT 3 AiOBOACTBA B MicLeBHX Ta anesiiiiHux cyaax Ykpainn B ChoMoMy
aneJsiLinHOMY aJIMiHICTPaTHBHOMY CYi.

I.2. Buknaneni B [lonoxeHHi mnpaBuia i peKoMeHauii 100 MOpPSAKY
IPOXOJUKCHHs  IOKYMeHTIB y  Chomomy  arnensuiiiHomy aJIMIHICTPaTUBHOMY  Cy i
PO3po0JIeHO BiANOBiAHO 10 Bumor Kosekcy a/IMIHICTPATUBHOTO CYI0YMHCTBA Y Kpaliu,
[HCTPYKIIT 3 [iJ0BOACTBA B MiCLeBUX Ta anesiiiHnx cylax YKpaiHu, 3aTBEpIKEeHOT
Haxkaszom JlepxaBHOI cynoBoi aaminictpauii Yipainu six 20.08.2019 No 814 (mami —
HCTpykis), IlonoxeHHs npo aBTOMaTH30BaHy CHUCTEMY JOKYMEHTOOOIry cyuy,
saTBEp/DKEHOro pimeHHsM Paau cynnis Ykpainu sig 26.11.2010 Ne 30 (31 3MiHaMH),
HIIMX - HOPMAaTHBHO-NPABOBMX aKTiB, LIO BCTAHOBIIOIOTH [OPSI0K OpraHizamii Ta
HISUTBHOCTI OpraHiB Cya0BOT BiaiM, a TaKok 3 YpaxXyBaHHSAM OCHOBHHUX I10JIOKEHb
epmaBHoT CHUCTEMH J1JIOBOJICTBA.

I.3. Tlonoxenns nepenbauae npauia npoxosKeHHs AOKyMeHTIB y ChomMomy

CJSLIHHOMY a/IMIHICTPaTUBHOMY Cy/ii siK y nareposiii GopMi, Tak i B e1eKTPOHHI 3a
PIIOMOT'OI0 aBTOMATH30BAHOT CHCTEMH JIOKYMEHTOO0GIrY cyay.

I.4. TlosoxKeHHs NOWMPIOEThCS HA BCi AOKYMEHTH, 110 HAIXOLSTH 10 Cpomoro
CJIALIHHOIO aAMiHICTPATHBHOIO CY/ly Ta He MalOTh TAEMHOTO XapakTepy, 30KpeMa Ti,
| HaMMLIIM 3@ 10MOMOroio 3acobiB CJIEKTPOHHOrO Ta (HaKCHUMITBHOrO 3B S3KY.
IMIT'IOTEPHI  (AaBTOMATH30BaHi) TeXHOJOT] 00poOKKM  1OKyMeHTaIbHOT  iH(opMaLlii
OBHHHI BIJMOBIZATH BMMOraMm 3aKkoHIB Ykpainu «lIpo 3axuct indopmauii B




ACPKaBHAM cTanaaptam, Ionoxennio npo aBromarusosany CHCTEMY NOKyMeHT00Giry
CyAy Ta BUMOram IHCTpyKLiT 3 1i70BOACTBA B MicLEBHX Ta ane/s i HHIX cynax Ykpainu.

[.5. JlokyMeHTH Cyly 3 4acy CTBOPCHHS (HaAXO/KEHHs) | 10 nepenaui B apxis
cyny 30epiraioThes 3a Micuem (GOpMyBaHHS 3rigHO i3 3aTBEPKEHOIO HOMEHKIIATYPOIO
CIIpasB.

[.6. HeposrnanyTi cy10Bi cripasy, a Takosx 3a8BH, 3a SIKKMH He BUPIILIEHO MUTAHHS
11PO BIAKPHTTS NPOBAKEHHS, Y TOMY 4HCl SIKi 3aiulIeH] 6e3 pyXy s YCYHEHHS
HEJI0JTIKIB, 30epiraloThest B KiMHaTI 36epiratis CIipas.

1.7. JIOKyMeHTH, 110 HaMiHLUIK 10 Cyay (3asiBM, CKapru, CripaBH, JUCTH TOLLI0),
BHHOCHTH 32 MEXIi IIPUMILLIeHHs (PUMILEHB) Cy 1y 3a00pOHEHO.

2. Opranizanisi po6oTH 3 A0KYMEHTAMH, LI0 nepeaarThes e1eKTPOHHHMH
3ac00amHu 3B'sI3KY

2.1. OTpumanHs Ta BiANpPaBIeHHS el1eKTPOHHUX JIOKYMEHTIB 31iHCHIOETHCS Yepes
oiuiiiny enexrponny ajnpecy CbOMOro anesuiiinoro a/IMIHICTPATHBHOTO Cy1y.

2.2. Ilowtosa nporpama 3a6esneuyc 3GeperKetns iHdopmalii mpo oTpuMaHi Ta
BIANPABJICH] [OBIAOMJICHHS, 8 TAKOK MePEBIPKY MOBIJOMIIEHD HA HASBHICTD LK UTHBUX
NporpaMHUX KoJIiB (BipyciB).

2.3. Tlpauisunkn anapary cyiay, Bianosiganbhi 3a odiuifine MHCTYBaHHA
CJIEKTPOHHOIO TOLITOIO0, 3000B'sI3aHi NEPEBIPATH C/ICKTPOHHY TOIITOBY CKPUHBKY He
MEHIIE JIBOX pa3iB Ha JeHb.

2.4. Tlicns oTpuMaHHs eeKTPOHHMX JIOKYMEHTIB MpalliBHUKK, BiAMNOBiAaIbHI 32
OQiuiliHe TUCTYBaHHS €IEKTPOHHOIO MOLITOO:

2.4.1 nepeBipslOTE  KOXKHHUIA JIOKYMEHT

Ha IMOBHOTY Ta BIAMNOBIJAHICTE
peecTpaliiHNX PeKBI3UTIB, BKA3AHUX Y TeMi i BKJIaZleHOMY (aiii;

2.4.2'y pa3si OTpPUMaHHS €JIEKTPOHHOIO JOKYMEHTA 3 MOPYLIEHHSAM LIJIICHOCTI Ta

BTEHTUYHOCTI  (HEBIANOBIAHICTL  €JIEKTPOHHOTO UM(POBOro  MiANKCY, HAABHICT
IKIJIMBOrO  MPOTPAMHOr0  KOJIy TOLIO) BIINPABHUKOBI  @JIEKTPOHHOrO JOKYMEHTa
aJICUIIAIOTE MOBIIOMJICHHS, Y SIKOMY 3a3HavaloTh MpO HEOGXiAHICT BI/IIIpaBIIEHHS
OBOTO CJIEKTPOHHOIO JIOKYMEHTA, & IH(IKOBAHUIT €1eKTPOHHHIT JOKYMEHT BHITYYaIOTD 3
anku "BxigHi";
2.4.3 HaACHIAIOTH eJEKTPOHHOIO [OLITOIO MITBEP/UKEHHS. PO OTPUMaHHS
CKTPOHHOI'O I0KYMEHTa BIANPABHUKOBI (SIKLLLO € 3aMUT Y JIMCTI) 260 MOBi1OMICHHS npo
00/1eMH 3 HOro YHTAHHSIM UM 11PO BiJICYTHICTh (bafiis, o Masu 6yTH fonaHi;

2.4.4 peecTpyIOTh eJIeKTPOHHUH 10KYMEHT BiIOBIAHO 10 BUMOT N1JI0OBOJICTBA;

2.4.5 mepecualoTh  eIEKTPOHHUI 10KYMEHT KEpIBHUUTBY CyAy, a 3a 1MoTpedu
ARYKYIOTH 3MICT €JIE€KTPOHHOTO MOBILOMJEHHS JI0 JOKyMEHTa Ta daian, wo Oyau

aJIeHi 10 HBOTO, Ta Mepe/laloTh IX Ha PO3Isi/L KepiBHUITBA Cyny.



2.5. EnekTpoHHWH npouecyanbHuii AOKYMEHT, 110 CTOCYETbCS PO3IIISLY |
KOHKPETHOI CIIPaBH, [l€pe/1acThCsl Oesnocepe/IHbO  Cyani (cynni-nonosinauy), y
MPOBA/UKEHHI sIKOro rnepeGyBae Ls cripasa B NopsiAKy, nepeadayeHo mn. 4.4 uporo
[TonoxeHHs.

2.6. JlokyMeHTH, 110 Hamifim 10 CYLy, PCECTPYIOTBbCS 1 [epenatoThes
KePIBHUUTBY JUISl PO3MVIALY B JeHb IXHBOIO HAIXOIKEHHS. JIOKYMEHTH 3 MO03Ha4YKOIO

" ]epMIHOBO MEepeNaroThCst HEramHo, ajie He M1 3HILIE HIXK 4CPEe3 roAuHy miciis OTpHUMaHHs
1X.

3. [lpuiimanus Ta peecrpauis JAOKYMEHTIB

3.1. Ilpouecyanbhi jokymMeHTH i Matepiaj, 1o CTOCYIOThCS PO3IIIsLY crpas y
Cyal, a TaKOkK HerpouecyanbHi AOKYMCHTH [PUHMAE Ta pEeecTpye B aBTOMATH30BaHIH
CUCTeMI BIANIN HanaHHs iHQopMalliiiHux [OCJIYT, pyXy aJAMIHICTPaTUBHHX CIIpaB Ta
Ai1oBoiACTBA cyny (nmanmi — Bimnin) Binnosigno no Ilonoxenns IIpO aBTOMaTHU30BaHy
CHUCTEMY TOKYMEHTOOOIry Cyy.

3.2. Binain 3abesneuye npuiManus J10KyMeHTIB, sIKi:

3.2.1 napani ocobucto abo Kyp'epom (LOKYMEHTH ISl MiITBEPIKEHHSI 0cO0H He
BUMararoThes);

3.2.2 HapiHIIH SIK TIOLITOBA KOPECIOHACHILis;

3.2.3 opopmiieHi Teserpamolo;

3.2.4 Hapifm pakCHMITBHIUM NOBIIOMJICHHSIM:

3.2.5 HaMHLLIN eIEKTPOHHOIO MOIITOIO:

3.2.6 HapifuuK Yepes odiiinnii Be6eaiiT Cyy LLISIXOM 3aIIOBHEHHS €JIEKTPOHHOT
Gopmu;

3.2.7 nepenani BiJl KepiBHHLTBA CYy, SKIIO JAOKYMEHTH OyJIM OTpUMaHI IiJ yac
CIICHHA OCOOUCTOrO NMPUHOMY KEPiBHUIITBOM Cy1y.

3.3. IlpuiiMaHHs TOKYMEHTIB 3[iHCHIOETbCS IOACHHO NpOTSAroM poboyoro vacy
pauiBHuKamMu Biuiny.

3.4. 3a ycHUM 3BepHeHHAM 0co0u, sKa roxasa JOKYMEHT 110 CyIy, Ha Mepiuiii
TOPIHLI HAZAHOT HEK KOTIT JOKYMEHTa MpaltiBHHK Binainy, skuit npuitHas nokymeHT,
POCTABIISIE ITAMIT CYJ1y 13 3a3HAUEHHSIM 1aTH (Y pa3i HeoOXiqHOCTI — 4acy) OTpUMaHHS
OKYMEHTa, CBOET 110Ca/In, MPi3BULIA Ta NiAKCY i MOBepTae KOIMilo 0cobi.

3.5. Ha nokymenti, orpumanomy Bix YYaCHHUKIB CyJOBOTO MpOIECy Ta IXHixX
€/ICTABHUKIB Oe3110Ccepe/IHbO i/l Yac CYI0BOr0 3acilaHHs, HaKIalacThes pe30JIo1Lis
cyani (cyaui-nonosijaya), ska cknasaerthes 3i ciis "Jlo cripaBu”, NiANKUCY Cy i Ta JaTH.
343Ha4eHni JTOKYMEHT y Lel e JeHb MEpelaeThCs JUIs peecTpauii, micis 4oro
AQTy4aEeThCs 10 MaTepialiB CripasH.

3.6. Binnosinanbhuit npauisHuk Biwtiny y nemp HaaxomkeHHs aokymenTa
[IQUITOBOKO KOPECTIOH/ICHILICIO TIepeBipsc islicHiCTh KoHBepTa (MaKeTa), BiAMOBIAHICTS



aApeCyBAHHS, 3 IOTPUMAHHSIM 1paBUIl OE3I1EKH PO3KpHBaE KOHBEpT (Maker), repesipse |
BIAMOBIAHICTEL BKJIAACHb ONUCY (HasBHICTh 10JaTKIB 10 10KyMeHTa).

3.7. BinnoBinansHuil npawiBHuk Biuiiny poskpusae yci konseptu (maketwn), 3a
BUHATKOM THX, 0 MatoTh Hanuce «Ocobucto» aGo rpud cekpeTHOCTI. KonsepTu

(maketn) 3 BiaMmiTkolo «OcoBUCTOY epeaatoTes  anpecaram  0e3  BiIKPUBAHHS.
Kongepru (

MAKeTH) 3 IPUPOM CEeKPETHOCTI MepeaaloThesl MpaLiBHUKOBI arnapary cynuy,
SIKUH BIAIOBI/IA€ 32 PEIKUMHO-CEKPETHY poboty, Ge3 BiskpuBanHs. Konsepri 3 rpudom

«Jlst ity 60BOr0 KOpUCTYBaHHS» PO3KpUBAac BIAMNOBINATBHUN NPALiBHUK, KHH Mae
[TpaBo MpaltoBaTH 3 10KyMeHTamMu 3 rpudom "JICK" .

3.8. TlomuikoBo joctasieni o ¢ /1y JIOKYMEHTH HE peecTpyrloThcsl Ta
HICpECUIIAIOTRCS a/ipecary, sIKLLO HOro Miclle3HaXo/LKeHHs! Bigome, abo MOBEPTAIOTHCS
BIANPABHUKY PA3OM i3 CyNPOBIAHHM JHCTOM 38 NLATHCOM KepiBHMKa arnaparty cyay abo

BHU3HAUEHOT HUM BIANOBIIaIbHOT OCOOH y TEPMIH He OiJIbll K 1B JHI.

3.9. Konsepru (maxeru), y sikux HajAXOSTb JIOKYMEHTH, MPUEAHYIOTBCS 110
ONCPAKAHUX JIOKYMEHTIB. Y pa3i ojiepiaHHs J0KyMeHTIB Y TMOLIKOPKEHIH yrakoswi, a
TAKOXK AKIIO MIX 4ac PO3KPUTTsS KOHBepTa (MakKeTa) BUSBJIEHO BIJICYTHICTh II€BHOTO
JIOKYMEHTA 4M M0AATKA JI0 HBOIO, NpaliBHUKKH Bijiny ckiagaioTh akr y JBOX

NPUMIPHUKAX, OJMH MPUMIPHHUK SIKOTO HA/ICHIIAETbCS BIJUIPABHUKY, a APYTUH 10Ja€eThes
JI0 BXIIHUX JIOKYMEHTIB.

3.10. Peectpauii nimnsraiors yci fpolecyaibHl JOKYMEHTH, a Takok Yci
HETpOLeCYallbHI JIOKYMEHTH, 110 10TpeGyI0Th 00Ky, BUKOHAHHS | BUKOPUCTAHHS 3
JIOBIIKOBOIO  METOI0  (PO3NOpsaadi,  1JaHoBi,  3BiTHI,

00J1IKOBO-CTATUCTHYHI,
OyXrantepcehki, (iHaHCOBI TOLLO).

3.11. Ilepenatorsest anpecary 6e3 peecTpaii JOKYMEHTH 0COOUCTOro Xapakrepy,

PEKJIaMHI TOBIIOMJICHHS!, TJIaKaTH, BiTajbHI JIHCTH, 3aMpolleHHs. APYKOBaHI BHJIaHHS
KHWUTH, )KYpHaJIK, ra3eTH, OloJIeTeHi).

—

3.12. KoxHHMIA BXIAHUH AOKYyMEHT PeECTpyeThes B CyAl jMuIe OAMH pas. Jlo
eecTpalliiHOl KapTKH Ha JI0KYMEHT, OJICP’KaHUK B €JIeKTPOHHIN (hopMi, MPUEIHYETLCS
eH lokyMeHT. Takoxk 10 peectpauiiiHix kapTok Moke J101aBaTHCS CKAHOBAHMI BapiaHT
MCBMOBHX JIoKyMeHTIB. [lonanbiie BHecenns indopmaiii oo pyXy AOKYMEHTa 10
CECTPALIHHOT  KapTKHU  31HCHIOIOTD KOPUCTYBa4l  aBTOMATM30BaHOI CHCTEMH
OKYMEHTOODITY cy/1y BIANOBIAHO /10 IXHIX N0CA/10BUX 0GOB'SI3KIB.

3.13. SIk1uto B ostHi# cripaBi, 110 HajifLLIa 10 Cy/ly anensuiiHol iIHCTaHLil, TOJaHO
alleNIALINHI CKapry Ha JIeKiIbKa CyI0BUX pillieHb, TO ClpaBa peeCTPYETHCS 3a KiJIbKICTIO
OFKap KyBaHUX pillICHb.

Y pa3i HaXO/UKCHHS JIEKILKOX arensiliiiHux CKapr Ha OIHe | Te XK CyHoBe

CHHS, TO TaKi anesiiHi CKapru peccTpyloThest 3a OJIHI€l0 CIIpaBoIO BIATMOBIIHO J10
OQKapPIKYBAHOIO PIlLIEHHS.



3.14. Sxwo nicns OTPUMaHHs  JIOKYMEHTa

CJIICKTPOHHOIO  MOIUTOI0  abo
(bakcuMinbHUM 3B'93KOM J10 Cyay H

AAXONIUTE TAKMH JIOKYMEHT | Ha MallepoBOMY HOCIT, TO

came HOro nepenaioTh 3a Npu3HadeHHsM. Ha peecTpauiiHOMY 1ITaMIi OpHUriHay

AOKYMEHTa NI0ZIATKOBO 3a3HA4aloTh JIATy OepKaHHS CJICKTPOHHOTO MOBIJOMIJIEHHS Ta
MPOCTaBNAOTE BIAMITKY «IToBTOpHOY.

4. [lepenaBanus npouecyanbhux JIOKYMEHTIB (CY0BHX ClIpaB) 1/ posrasiay.

IIpoxomxkenns npouecyanbuunx AOKYMEHTIB y cyai

4.1. Busnauenus cymui juis PO3MISAAY KOHKPETHOI CHpaBU 3A1HCHIOETHCS
BIMOBIHO j10 [Tosokenns rpo aBTOMATH30BaHYy CHCTEMY NOKYMEHTOO0GIry cyay.

4.2, Ilicns  3aBeplieHHS  aBTOMATH30BAHOIO po3noainy

CYIOBI  CIipaBu
MepefaoTbes cy il (cyuti-1onosinauy)

AL PO3ISLY 33 JI0TIOMOrOI0 €JIEKTPOHHOTO

KypHajly nepejiad aBTOMaTH30BaHOT CUCTEMHU A0KyMeHToo0Iry cyny (nani — ACJIC).
4.3. Iicas peecrpauii Bei npouecyanbi JAOKYMEHTH Ta IHLIa KOPECTIOHACHLIsI, 1110

CTOCYETBCA PO3IISy KOHKPETHOI CNpaBH, MepeaaioTh Cyuli (cyani-nonosinauy), vy

MPOBA/UKEHHI sikoro nepebysae cripasa. |lepenasanns JIOKYMEHTIB 31HCHIOETHCS TTij]

MANMC Yy  peecTpi B MOps/Ky,  BU3HadeHOMY y  Cbomomy

aneasuiiHoMy
aJIMIHICTPaTHBHOMY CYIi.

4.4. Ilponecyabi JOKYMEHTH, 1110 HAAi LUK HallepeIOAAH1 PO3IIIsiy CrIpaBu abo
B JICHb PO3MIAAY CIIpaBU (10 3aKiHUYEHHS PO3IJsay CIIPABH) Mic/s iXHBOI peecTpawil B
AC/C i3 3a3HaueHHsM 1ath i vacy OTPUMAHHS LIMX IOKYMEHTIB, HEralHO MepeialoThes
CYAILSIM, Y IPOBAJUKEHHI IKUX NepeOyBaloTh BKa3aHi CIIpaBH, 13 3a3HaueHHsam B ACJ[C
JIaTH 1 Yacy nepejiadi ta OTpUMaHHs 11X JIOKYMEHTIB.
4.5. Tlpouecyanbni  j1oKyMeHTH J0syualoThes 110 marepiajliB crpaBu 3a
e3o/monieto eyl (cymui-nonosinaya). JlokymenTtu, siki orpumano Bin YYaCHUKIB
YAOBOTO Iporecy ado iXHIX NpeICTaBHHKIB Oesnocepe1HbO i1 Yac Cy10BOro 3aci faHHs
a pesoJnouiero ey uli (cyai-1onosigaua) fepeflaloThes Alst peectpauil go Bigainy ne

I3HiLIE HACTYIIHOrO POBOYOro JHs, Mic/Is YOro AOJTy4alOThCS 10 MaTepiaiB Crpasy.

4.6. Slkuio Ha npouecyanbHUIA AOKYMCHT, NEpe/laHuit cy i (cyai-nomosijagy),
€OOXIZHO HaJAaTH BIANOBIAB BIANOBIAHO 10 3akony VYkpainu «[Ipo 3BepHeHHs
omManin» abo 3akoHy VYkpainu «lIpo nocryn ao nyosidHOT iHpopmauii», cymus

(Eyans-10noBijiay) Hakiajae Ha JIOKYMEHT BIANOBIJIHY Pe30JIIOLII0 Ta Iepesac Horo

MO JUIs BHECEHHSs BiAMNOBIAHOT iHdopmaii 1o peecrpauiinoi KapTK1 AOKyMEHTa B

CIAC rta nepenaui BIAMOBIIHOMY — CTPYKTYpPHOMY miapos3ainy.  Opwurinan

MPOLECYATEHOrO IOKYMEHTA 3aJIMIIACTHCS B MATEpiaNax CrpaBH.

4.7. ﬂpouecyaﬂbni JIOKYMEHTH, 110 HAJIALLIM [ic/Is 3aKiHUEHHS POBaHKeHHS y

CripaBi, 3a Pe30IIOLIEI0 KepiBHULTEA CYLY MEpeialoThest BIAMNOBIAHOMY CTPYKTYPHOMY
po3ily Ul HalaHHS BiAMOBIAI 3rifHO i3 3aKOHOM Ykpainu «lIpo 3BepHeHHs

TPPMaISHY, TTiCIIst HOro TaKi JI0KYMEHTH JI01y4aloThes 110 marepiaiB CIpaBy.



4.8. Ilpouecyaibui nokymeHTH, ski MOXKYTb OYTH MpPeAMETOM Cy10BOrO po3risiay
MICIIS 3aKIHUEHHS! [POBAJDKEHHS! Y crpasi (Hanpukian,

3as1Ba MPO BUIIPABJICHHS ONUCKH,
PO3’SICHEHHS pIllEeHHS, yXBajeHHs

AO/IATKOBOrO PILLICHHS TOLIO) NepeaatoThes s
PO3IIISY CyIsIM BIAIIOBIIHO JI0 MPOLIECYaTbHOTO 3aKOHOaBCTRA.

S. ®opmyBanus i opopmieHns CYJ0BHX CHpaBs.

5.1. JIOKyMEHTH CyM0BOI CIIpaBH IiULHHBAIOTHCS y chemianbHy oOKJIaiHHKY,

BUTOTOBNICHY JPYKapChKHUM CIIOCOOOM y TakoMmy MOpSIAKY, BU3Ha4YeHOMY posaisom VII
[HCTpyKIIiT.

5.2.'Y pasi dikcyBaHHs nepeGiry Cy0Boro 3aciiaHHs TeXHIYHIMM 3acobamu abo

MIPOBE/ICHHA CY/IOBOTO 3acijlaHist B pekuMi BigeokoHpepeHwLii, KOHBEPT 3 KOITi€tO
TEXHIYHOI'O HOCIsl BKJIEIOETHCS HA BHYTPILIHEOMY OOl OOKJIQAMHKH B KiHLi [IEpLIOro

TOMY CIIpaBH, MpO 110 3a3HAYAETHCS B OITHCI CIIPaBH.

5.3. Yci IOKyMEHTH, 110 MiALIHBAIOTHCS 110 CYZlOBOI CIIPaBH, MalOTh OYTH JIHIIE B
ONHOMY TpUMIPHUKY. [1pu bomy metanesi ckpinnens (ckpinku, Ginzepu s nanepy,
CKOOM TOLLO) BUJIYyHaAIOTHCS 3 JIOKYMEHTIB,

5.4. Buyrpimmiii onuc cynosoi CripaBu  siIK 3aci® (ikcyBaHHA HasBHOCTI
JIOKYMEHTIB Ta PO3MIlUCHHs IX Yy crhpaBi 3iiicHIOETbCS Ha BHYTPILLIHBOMY QO

OOKJIa/IMHKK | MOXe OyTH NpOJOBXKEHHIT Ha OKPEMHUX apKyuiax, siki 3 L€l MeTOI

I*IiﬂUI}’IBalOTbCﬂ A0 CllpaBH HCPIIUMH, Ta BKJIIOYAE I10

PALIKOBHI HOMEp, AaTy, KOPOTKY
Ha3By JOKyMEHTa (6e3 CKOpOUeHb), HOMEp apKyILiB ClIpaBH, [IPUMITKH.

5.5. Onuc nianueye npauisHuk anapary cyay (i3 3a3HAUEHHSIM [10CA/H, MPi3BHIIA,
IHILIANIB Ta 1aTh), Akuil ohopmittoe Crpagy.

5.6. ®opmyBanHs i ohopmiIeHHSs CYJIOBHX CIIPaB 3/IHCHIOIOTH CeKpeTapi Cy10BHX
acizanb abo iHILI, BU3HAYEH] Bi/LITOBIaibHUMM, palliBHUKK anapary cyy.

6. Hanpagienns cynoBux cnpas 3a mexi cyay
(KpiM moBepHenns cnpasu 10 cyay nepiuoi iHCTaHIIIY)
6.1. Hanpasnenus cripasu 3a mesxi cyay 110 CKCIIEPTHUX YCTAHOB JUIS IPOBEAECHHS
KerepTusu, 10 Bepxosroro Cyty juts BU3HaueHHs MiACYAHOCTI TOIIO 31iHICHIOETHCS Ha
IICTaBI BIAMOBIAHOIO MPOLIECYaIbHOIrO JOKYMEHTA.

6.2. Y KOXHOMY BHUNAJKY ClpaBa HAaJACHIACThCS 32 MeK] CYIy 13 CYNpOBIIHUM
CTOM, IMIIMUCAHMM IOJIOBYIOUHIM CYJIEl0 Y cripasi (Kpim [TOBEPHEHHSI CIIPABH JI0 CY Iy
pLIOi IHCTaHLIT), a B pa3i HOro BiICYyTHOCT — rOJI0BOO cyny abo 0cobo10, sika BUKOHYE
ro 000B'SA3KH, Y SIKOMY 3a3Ha4aloThCsl 111CTaBU HallpaBJIeHHs CIIpaBH Ta 11 PeKBI3UTH.

6.3. Ha KoxHy cripaBy, 110 HanpaB/seThes 3a Mexi CYAY, CKJIANAETbCS OKPEMHUI
CYIPOBIAHUM JIUCT.



6.4. IpumipHux cynposigHoro snera MPUKPINIIOETBCS 10 JTHIILOBOT CTOPIHKH
OOKJIa/IMHKK CIIPAaBH, 110 HANIPABJIACTLCS 33 MEwKi Cy/y, a HOro KOIMisi 10Jy4aeThes 10
BIAMOBIHOT CIIpaBU-3aMiHHKKA.

6.5. Ha Bci cynosi cripasu, 1o HAlIpaBJIIOTLCS 38 MEXKI CY/1y, 3aBOAUTHCS cripaBa-
3aMIHHHMK 33 THM )K€ HOMEpPOM, sIKa (opmyeThest 3a npaBuTamMu posainy VII IncTpykmii.

60.6. CripaBa-3aMiHHHK Ma€e MiCTUTH:

6.6.1 Komii apKyLIiB BHYTPILLIHBOIO OIUCY;

6.6.2 konii cy10BUX piwiens y crpasi:

6.6.3 KOMilo JOKyMeHTa, Ha MiACTaBi SIKOIO CIIpaBy HaIpaBJICHO 3a MeXi Cyy
(yXBauy, 3aluT TOII0);

6.6.4 KOO CYNPOBIAHOIO TMCTa 3 BUXIIHUMMU JIAHUMH;

6.0.5 IOKYMEHTH y cripaBi, siki najlifinin nicag ii BI/IITpaBJIEHHS.

6.7. CnipaBa-3amiHHKK 36epiraeThes y KiMHaTi 30epiraHns cripas.

6.8. JlokymeHTH y cnpaBi, siki HajiHuLIH nicus 0 BUINIPABIEHHS 32 Mexi cyy,
micyis ixHboi peectpanii B ACJIC Bimutinom NepeaaoThes Cy .

6.9.Y cnpagi-3amiHHuKy 36epiraioThes Bei AOKYMEHTH, 110 HaAIHUIIN JI0 Cyay 3
MOMEHTY BIANPABJACHHS | 10 MOMEHTY ITOBEPHCHHS CNPaBH 10 CyAy.

6.10. I'Ticns noBepHeHHs cy 10807 CIIpaBH 10 Cyly 1OKYMEHTH, SIKI Ha Qi ML TTicJIs
1T BIANIpaBleHHs 3a Mexi cyny (KkpiM Komiii a6o THX, 110 BXKe HAsBH] y crpasi),
BHJIYalOTBCS 3 CHIPABH-3aMIHHUKA Ta TIPUEIHYIOTHCS JI0 CYL0BOT CITpaBM.

7. Pyx aaminicrparusnoi cnpasu Y Cyai nicas 3akiH4eHHs aneJasiuiiHoro
posrasiay
7.1. Y m’ATHAeHHHWIT CTPOK micns  3aKiHYEHHS aneJIsIlinHOrO  pO3IJIsLy
aMIHICTPaTHBHA CIIpaBa NePelacThes J10 BLJULIJTY 3a0e3redeH s Cy10BOro IpOLECY IS
1T popMyBaHHS 3ri1HO 3 BUMOraMu [HCTpyKILIT.
7.2. Bimnin 3abesrneuenns cynoBoro fpolecy B IIECTUIACHHUH CTPOK 3 MOMEHTY
HaJIXOJUKCHHSI ClIpaBy 10 B 3aificHioc ohopmiteHHs MarepiajiB CIIpaBH Ta roTye

IPOEKT CyﬂpOBllIHOI O JIMCTa ITpo [TOBEPHECHHS aJIMIHICTpaTI/IBHOI CIIpaBH 10 cy Ay nepmm

HCTaHIL].

7.3. Binnin aHamiTHYHO-CTATHCTHUHOT POOOTH Cysly NPOTSTOM OIHOTO PoGOYOro
HA 3 MOMEHTY HAaJXOJUKCHHs MatepialiB aiMiHICTPaTHBHOI crpaBu 10 BIILTY
1IHCHIOE MIepeBipKY KOPEKTHOCTI Ta CTaHy 3alI0BHEHHS 00JIIKOBO-CTATUCTUYHOT KapTKH
ciipasu B ACJIC.

7.4. Binnin nanauus indopmauiiinmx MOCJIYT, PyXy a/IMIHICTPAaTUBHUX CNpaB Ta
APTOBONCTBA CyNy B TPhOXJICHHUH CTPOK 3 MOMEHTY Ha/XOJKEHHS CrpaBy 10 BIJUIITY
H@/CHIa€ AAMIHICTPATUBHY CIIPaBY JI0 CYJ1y Nepliol iHeTaHLiT Ha YMOBaXx JIOr0BOpPY IO
H3@HHA MTOCIIYT MOIITOBOIO 3B’ 53KY.



7.5. CnpaBa Hajcuiaetbes 110 BI/UNOBIZIHOTO  MiCLIEBOro Cyly CYINpPOBIJIHUM
JIACTOM, MIJANUCAHUM KEePiBHUKOM BULILIJY 3a0e3MedeH s cy10BOro npouecy cyay.

8. Hajpauus cynosoi CIIPABH /IJIs1 O3HAHOMJIEHH S

8.1. CnpaBu BUAAIOTLCS /1 03HATIOMIeHHS anapaToM CyJy 3a pe3oJIloLi€lo Cy i
(Cyani-nonoBinaua) Ha nixcTasi MMCbMOBOT 3a5BH ydacHHMKaM CIIpaBH, a TaKOX ocobam,
sIKI He Opasin yuacTi y cripasi, sKiio CYJl BUPILIMB MUTAHHs 1PO IXHi NpaBa Ta 060B's13KH
(Imicist npea'siBieHHs OKyMeHTa, 1110 nocBidye ocoby: nacropra, ci1y»k00BOT0
MOCBINYEHHS, MEHCIHHOrO MOCRIAYCHHS TOLLO, Ta B HCOOXIJIHUX BUIAKaX — J10pPyUYEHHs
IIPEACTaBHUKA).

8.2. YV pasi BincyrHocTi cyuj (Cyaui-nonoBifaya) crnpaBM BHAAIOTHCS Ha
O3HAHOMJICHHS 3a PE30/IOLIEI0  ceKpeTaps BiANOBLIHOI CYNOBOI majnatd, y pasi
BIZICYTHOCTI CEKpeTaps Cy0BOT najath — 3a PC30JIIOLIEI0 3aCTYITHHKA FOJIOBU CYJ1y, a y
pasi BIACYTHOCTI 3aCTYIHHKA IOJIOBH CYIY = 3@ PE30JIOILIEI0 IOJI0OBH CYLY.

8.3. Jlnst WBHAKOCTI Ta 3pydHOCT] peaisauii npaBa 0co6M Ha O3HAHOMJICHHS 3
MaTepiaiaMM CIIpaBH, CIIPaBH BHAAIOTHCA Ha O3HAHOMJIEHHS, SIK [PAaBMJIO0, 3a 3aBYACHUM
sanucom. Ha odiuiiinomy BeGeaiiti cyay Ta CTOPIHKaX Cyly Yy colMepexax
PO3MILLYEThCS  iHQOPMALLA PO [OPSIOK 3aBYACHOIO 3alucy Ha O3HAHOMIIEHHS 3
marepiajlaMu CIpaBH.

8.4. O3HaltomiIeHHs 3 Martepiaiamu CIIpaBH NPOBOJUTBCA JIMLIC y MPUMIlLEHH]
CYAY, Y BM3HAYCHOMY HAKa3OM TOJIOBH CyJly MiCLi, NPOTATOM yChOro poboyoro uacy
CYAY Ta B IPUCYTHOCTI IpalliBHUKA anapary cyy.

8.5. ®axT o3HalloMJeHHS i3 MaTepiaiamu  CrpaBu (iKCyeThCs MpaLiBHUKOM
arapary cyay B )KypHajl BMIAui CyJOBMX CIpaB HIIAXOM 3alucy Ipo Te, XTO 1 KOJIU
O3HAHOMJIIOBABCS 31 CIIPABOIO.

8.6. Y 10psIKy NiArOTOBKM CyA0BO CIIpaBu JU1s O3HAHOMJICHHS BiAIOBI A/ IbHUA
IpalliBHUK CYIy ITiC/s OTPUMaHHS 3asBH 3 PE30IIIOLICIO Ta CY/I0BOT CripaBH 3abe3neuye
nepesipse) ii GopMyBaHHS 3riHO 3 BUMOramu [HeTpykuii (30kpema, nepesipsitoThes
asBHICTb TOMIB, TOBHOTA [i/{LIMBAHHS MaTepiaiB  CIpaBM, HasBHICTH OIUCY,

LUTOBIIHICT 3MiCTY onuey hakTHUHIH HasBHOCT JIOKYMEHTIB, HasiBHICTh Ta LiJTICHICTh
eXHIYHMX HOCIIB 3 ayio3anucom (BIACO3AIIMCOM) CY0OBOrO 3acifaHHs).

8.7. CynoBa cripaBa BUAAETBCS U1 O3HAHOMICHHS Mic/s [EePEeBIPKU JIOKYMEHTIB,
Lo MocBia4yI0TE 0co0y Ta ii MOBHOBAXKEHHS BiMOBI IHO 710 YMHHOTO 3aKOHO/1aBCTBA.
8.8. Ocobu i/t yac o3HaHOMIICHHS 3 MaTepiasamMi CyI0BUX CIIpaB MOXKYTh POGUTH

3|HUX BUIIMCKH Ta KOMIT BIUMOBIIHO J10 BUMOT 3aKOHO/1aBCTRA.
8.9. Iicisn o3naiiomienns 3 Marepiajsamu CYJIOBOT ClpaBM Taka 0coba pobUTbH
BIMOBIIHUH 3a11C Ha CBOTH 3asBi [P0 HaJlalHsl Cy/10BOI CIIpaBu Juls O3HafoMiienns (i3

O0QOB’SI3KOBUM 3a3HAYEHHSIM MUTMCY, iHiLialliB Ta Npi3BHILA, JaTH O3HalOMJICHHS ),
IiCJIst 4Oro 3asBa JOJIyHa€ThCs JIO MaTepiajliB Cy/10BOT ClIpaBH.



8.10. Ilin uac noBepHeHHs Cy10BOT CIIPABU Nic/s O3HAKOMICHHS BIANOBINaIbHUH
MPALIBHUK, SIKUI BUIAaBaB Cy0BY CIpaBy, NOBUHEH PETEILHO TIEPEBIPUTH HASIBHICTD Y
HIl BCIX JIOKYMEHTIB Yy NpPHCYTHOCTI 0coGH, siKiii cripaBy OyJji0o HajaHo s
O3HAaHOMJIEHHS.

8.11. V pasi BusBieHHs HecTay JOKYMEHTIB, apKyIliB, IXHBOTO MOLIKOIKEHHS
CIUTAAETLCA akT y ABOX IPUMIPHUKAX, OJIMH 3 SIKMX 3a Pe30JIOLlieto cy i JI0JTy4a€eThCsl
J10 CyNOBOI CIPaBH, APYTHH — NepeacTbes JUlsl BKHTTS BiAMOBIAHMX 3aXO/iB KEPIBHUKY
arnapary cyay.

9. 3acBinuenus Ta Buaaua koniii cyosux pilensb i A0KymMenTiB
9.1. Cynosi pilieHHs npuitMaloTLCs, CKIAAAIOTHCS | MAMHACYIOTLCS Y Hapaauiii
KIMHATI CKJIa/IOM CyJLy, KHii PO3IJISIHYB CIIpaBy.
9.2. CynoBi pillleHHs cK1a1ai0Thes cyaneto-nomnosinavem B AC/IC, 36epiraioTbest
B ctadi "OpwuriHan" ta 3acBiluyloThesi enekT POHHMMH LM(POBUMH MiANHUCAMH CKIaay
Cyny.
9.3. Y4acHukam cnpasu, siki GyJiu npucyTHi Y CYZ0BOMY 3acijlaHHi, KOIii Cy10BOr0O
PILIEHHS 32 NHCHMOBOIO 3a51BOIO BPYYAIOTHCS CEKpeTapeM CyJI0BOrO 3aciJaHHs HeraHo
[CJIst IPOTOJIOLIEHHS TAKOTO PillIeHHS!, 111/ PO3ITUCKY.
9.4. Konil cynoBux pinieHb BHAAIOTLCS 0cobam, siki BIAMOBI/IHO JI0 YMHHOTO
3aKOHOZIaBCTBA MAIOTh [1PABO Ha IXHE OJIepiKaHHS.
9.5. YyacHukam cripasu, siki He Gy IMPUCYTHI B CYyJJOBOMY 3aciiaHHi, a6o SKIIO
CYZOBE pILIEHHS yXBajleHe B [OPAAKY [HCBMOBOTO POBAUKEHHS YU O€3 MOBIIOMJICHHS
(BUKJIMKY) Y4acHHMKIB CIIpaBH, KOIis Cy10BOro pillIeHHS, 3acBiaYeHa BiAMOBiAHO 10
BUMOT [HCTPY KT, HaACHIA€THCS y MOPSIAKY, BH3HA4YE€HOMY 3aKOHOM.
9.6. OpopmneHHs KoM Cy10BUX pillieHb TS HarpaBJIeHHsI CTOPOHAM Yy CIipaBi Ta
IHIIMM  y4acHHKAaM CMpaBd BiAMOBIAHO 10 BUMOL pOLECYaJbHOr0 3aKOHO/aBCTBA
BIUACHIOE TTOMIYHUK Cy,uli (cymti-nonosisada). Ha konii cynosoro pILLIEHHSI, 1110
HaOpasio 3aKOHHOT CHIIM, 3a3HA4acThCs J1a1a HaOpaHHs HUM uMHHOCTI. Y pasi sKIo
PYA0BE pillieHHs He Habpallo 3aKOHHOT CHIIM, po 1e MOMIYHUKOM ¢y (Cymmi-

OIOBI/Ia4a) 3a3HAYAETHCS Ha KOTIIT, 110 HA/CHIACTHCS,

9.7. Konist cy10Boro piieHHst nosuHHa BiAMOBIqaTH OpHriHany Ta Moxe OyTH
MICOTOBJICHA HLIJIIXOM:
9.7.1 BUIOTOBJEHHS KCEPOKOIIT 3 OpUriHamy cy1oBoro PlLIEHHS, SIKE MICTUTBCS B
aTeplayax clripaBu;
9.7.2 po3ipykiBKM KONl CyI0BOro pillieHHs, 30€pEKEHOr0 B eJIEKTPOHHOMY
s B ACJIC.
9.8. Kormiss cynoBoro pilleHHs, BHIOTOBIEHA MOMIYHHKOM cynal  (cynmi-
JIPIOBi/1a4a) Ul HANPABICHHS Y4aCHUKAM CIIPaBH, 3aCBI/I4YCThCS TOMIYHHKOM CY/ULi Ta

CEKpETapeEM CyLOBOI0 3acilaHHs.




9.9. Konist cynosoro piuenns 3aCBIIYYEThCS BIAMITKOIO:

9.9.1 "3rizHo 3 opurinasom" (y pasi 3acBiauenHs komii 3 I1ariepoBOro OpHUriHay
JIOKYMEHTY) Ta MOXe JIONOBHIOBATHCA BiAMITKAMM "Biunosinae  nokymenty, 1o
MICTHTBCS B MaTepianax crpasu” (Y pasi 3acBijienns komii 3 GoTokomii (ckaHOBaHOT
KOIIIT) CyN0BOro pileHHs);

9.9.2 "BHroToB/IEHO 3 aBTOMATH30BAHOT CHCTEMH JAOKYMEHTO00Iry cyny" (y pasi
3ACBIAYEHHS 3 OPUTIHANY €NeKTPOHHOIO NOKyMeHTy, 36epexenoro B ACJIC);

9.9.3 Ha nuusosomy Goui Y BEPXHLOMY NpaBOMY KyTi MEpLIOro apKyiia
AOKYMEHTa NPOCTaBIAEThCS BiamiTka "Koris".

9.9.4 Ha komil nokymeHTa 3a3nauaeTbes HaHMEHyBaHHS MOCaaM, 0COGHUCTOro
MANACY 0co6H, sika 3acBiadye Komito, if iHiniamm if [pi3BMLIe, aTa 3aCBiTYeHHS KO,
9.9.5 Binmitka npo 3acsiguenns PO3MILLYETLCS HUIKYE PEKBI3HTY JIOKyMeHTa
"[Tignuc".

9.9.6 Konist okyMeHTa CKpirIioeTses BianoBiHo0o [MEYATKOIO CYJ1y.

9.10. fIkio Komis ckianaeThes 3 KiabKox apKyIiB, BOHA Ma€e Gy TH [POILIHYpOBaHa
HATKaMH Ha TPpH NPOKOJIM, a Ha 3BOPOTHOMY OOLi OCTAHHBOTO apKyluia ckpirieHa
MAMTUCOM BINOBI1ANBHOT 0cOOH arapary cyjy, 3acBijiueHa BiAOMTKOM 1e4yaTku cyny, i3
BIAMITKOI0 "Beboro B komnii apk.", nocaau Ta I'1IB BianoBiaasHOT 0coGH anapary
cyny.

9.11. Konist cynoBoro pillieHHs 3a 3asB0t0 y4acHUKaA CIIpaBU MO’KE€ BHJABaTUCh
Oesnocepentbo B cyi. BurortosseHms. 3ACBIMEHHS], MPOIUMBAHHS Ta BUIa4y KOImil
PILLUEHHS y TAKOMY BHIIAAKY 311 HCHIOOTh NPALIBHUKHK BiJUlily HafauHs iHGopMaL HHux
MOCJIyT, pyXy a/IMIHICTPATHBHUX CIIPAB Ta JiJI0BOICTBA cyny.

9.12. Konii noxymenTis, nonyuenux a0 CYJIOBOI CNIpaBH, MOXYTh BMIABaTHCS 3a
ITMCBMOBOIO 3as1BOIO BIJANOBIAAJIBHUMHU 11PALL BHUKAMMU CyJy, BIINOBIZAHO 0 pe3osoLil
CYJULl, Y TPOBa/PKEHHI SIKOTO nepeOysae crpaBa, abo TrojOBH cyny. Komist takoro
IOKYMEHTY 3aCBIUY€ThCs K Taka, 110 BiAI10BI1ac MarepiajiaM CrpaBH Ta CKPIILTIOEThCs
1€YaTKOIO CY/1y.

10. Hakaanenus pesosmonii. Hananuns aopyvenns. [lepenaBsanns nas
BHKOHAHHS HENPOUECYNbHHX JOKYMEHTIB
10.1. Henpouecyansui BXiHi AOKYMEHTH JUIsl HAKJIaACHHS PE30JIIOLIT MOXKYTh

—

CpeAABATUCA  KEPIBHULTBY Cyly 3a JOMNOMOIOI)  aBTOMATH30BAHO] CHUCTEMHU

KYMEHTOOOITY Cy/1y B JIeHb HAAXO/KEHHS.

[lin yac nepenaBanHs Takux JIOKYMEHTIB KEPIBHULTBY Cy1y 3a HEOOXiqHOCT]
JAIOThCS KOPOTKI JIOBIAKK 1H(OpMALiiiHOrO 3MICTY 3 NHTaHb, MOPYWIEHUX Y LHX
/APKYMEHTAX, 3a HasBHOCTI — ronepejHe Jictysanns. Ha Bumory KEPIBHULTBA CYy
iHopmalliiiHa 10BijKa cKianacThCs Y BHIJIS/I OKPEMOTO JIOKyMeHTa.




10.2. TTicns BuBUeHHS HEMPOLECYaTbHOrO IOKYMEHTA KEPIBHULTBO Cy/1y HaK/Iazae
pesosonito, sika BHOCUTBCS 10 PEECTPALIHOT KapTKH IOKYMEHTa B aBTOMATH30BaHiii
CHCTeMI IOKYMEHTOOBIry cyay.

10.3. Bumoru n0 norosukeHus HClpolecyalbHUX  I0KyMeHTIB Yy CboMoMy
anesuitHoMy aIMIHICTPaTUBHOMY cCyiai Ta MOPSAAOK IXHBOrO [MepeJaBaHHs IS
BMKOHAHHS 3/11HCHIOETBCS 3IIAHO i3 3aTBEpKeHUM Y CyAl MOPSIKOM.

10.4. Henpouecyanbuuit JIOKYMEHT Tlic/isl  HaKIaAeHHs pe3oJIoLii (HazaHHs
JIOpYYEHHS) MOKe OyTH MepelaHo BUKOHABIO 32 10TIOMOI0IO ABTOMAaTU30BaHOI CUCTEMHU
JAOKYMEHTOOOITY cyy.

1. Bukonanus nenpouecyasnbnux AOKYMEHTIB i 10py4eHsn
I'1.1. SIKino BUKOHAHHS 10KyMeHTa a6o JIOPYUCHHS KEPIBHULITBA CY/1y MOKJIALEHO
Ha JIeKIJIbKa CTPYKTYpPHUX MiApo3iiis (0ci0), TO BIJINOBINANLHUM 3a BMKOHAHHS €
CTPYKTYPHHUH MIAPO3/iI (0c06a), BKa3auuit nepiumm.
CriBBMKOHABLI MOBUHHI MoaatH Bei HEOOXiaHi Matepiaau BiJMoBifaIEHOMY
BUKOHABLIIO y BCTAHOBJIECHUH HUM TEPMiH.
1.2, SIKino BiAnoOBiiaNbLHUM 3a BUKOHAHHS HerpouecyalibHOro JokymeHTta abo
AOPYHCHHsI € KCPIBHUK CTPYKTYPHOIO NIAPO3/ily anapary cyay, TO BiH BUKOHYE€
CaMOCTIHHO ab0 BU3HAYAE MiyIeroro HOoMy rpalliBHMKa anaparty cyay Oe3nocepeanim
BUKOHAaBLIEM.
besnocepenniit Bukonasels (BUKOHABIL) BHM3HAYAIOTHCS LIIIXOM HaKJIaJleHHS
KEPIBHUKOM CTPYKTYPHOIO NIAPO3NINY anapaty cyay pesomouii | riepe/laBaHHs
JLOKYMEHTA B NOPS/AKY, BCTAHOBICHOMY JIOKAILHUM aKTOM Cyy.
I1.3. JlokyMeHT Uit BUKOHAHHS 3 OJHOIO CTPYKTYPHOIO MIAPO3AiNy Cyay 10

HOIOrO MoOXKe OyTH IepefaHo JMINe Ha MiACTAaBi pe3oIoLii KepiBHHLTBA Cyiay i3
BHECEHHSIM  BIANOBIAHOT  indopmauii 10 PECCTPALIHHOT  KApTKU JIOKyMeHTa B
ABTOMATH30BaHIH CHCTEMI JIOKYMEHTOOBITY ¢y 1y.

I'1.4. BuxkoHaBeurs BUBYae nopani MaTepiaii Ta 3 ypaxyBaHHSIM BH3HAUYEHOTO y
)E30IIOLIT (IOpyUEeHHI) CTPOKY BUKOHAHHS [101a€ MLArOTORICHi MPOITO3UIIT.

I'1.5. Ticns niarotosku npono3uiiii BinosinansHa 3a BUKOHaHHs oco0a Hajae 1x

CPIBHUKOBI, AKHI HAK/IAB Pe30OLiI0 (BHIAB JIOPYY€HHS), Ta Ha BUMOTY KepiBHHKA
OMOBINAE MIPO HUX OCOOUCTO.

I'1.6. Jlo nepenapanns 1oKymMeHTa Ha [IANKC BUKOHABELb MOBMHEH [IEPEBIPUTH
ro  3MICT, BiJpelaryBaTH, MpaBHIIbHO oopMHUTH, 3abe3neduTy BHYTpIIIHE
FOJUKEHHS. JIOKYMEHT MOJAEThCs HA MiUTMC Pa3oM i3 J0JaTKAMH 110 JIOKYMEHTa Ta
TepiajaMu, Ha MIJCTaBl SKUX BiH BUKOHYBABCS.

I'l.7. Binnosigs Ha BHKOHAHMI JOKYMEHT (abo 11 nepumnii npuMipHHK),

\BHTOTOBJIEHMH y MUCBMOBIH Gopmi, nianucye kepiBHUK, skuil Hak/aB pesoJonito, abo

0¢o0a, sika BUKOHY€ 10ro 060B'sI3KH.




I'1.8. Ctpoku BUKOHAHHS HENPOLCCYANbHUX JIOKYMEHTIB | opydeHs y ChoMomy
aneJsuiiHomy aJIMIHICTPaTHBHOMY Cy/li Ta OpraHizailisi KOHTPOJIIO 3@ CTAHOM IXHBOIO
BMKOHAHHS 311HCHIOETBCS 3ri/IHO i3 3aTBep ke HIM Y Cyl MOPSIKOM.

12. OcobauBocTi npoxoaskenns B Cyi I0KYMEHTIB OB SI3aHUX i3 3anuTamu
Ha ingopmauiio

12.1. PoGota i3 3anutamu Ha indopmaiio s CYAl BEeAeThCs BiAMOBIIHO 10 3aKoHny

Ykpaiun «IIpo noctyn no myGaiunoi iHopmarnii» ta ITomoxeHus npo 3abe3nedyeHHs

AOCTYIy 110 ny0JIyHOI iHpopmalii, 1o nepedysac y BoaoainHi ChOMOro anessiiiiHoro

aJAMIHICTPATHBHOIO Cy1y.

12.2. 3anuTu na indopmalito, 110 HajxosTh Ha a/lpecy cyny, npuimae i peectpye

Binnin B aBromMarusoaniii cucremi JAOKYMEHTOOOIry cyy.

12.3. Tlicns otpumanus Ta peecTpallil 3anuT Ha iH(oOpMalio BiAMOBiHO 10

BCTAHOBJICHOrO PO3MOJIJY MOBHOBAXEHb HEBI/KIAIHO MepelaeThes KEPIBHHULITBY Cyy

UL HAKJTaZ€HHS Pe3OTIOLIT (HanaHHS 10pYUCHEHS ).

12.4. Tlicna Haknajenus pesontouii KEPIBHUUTBOM Cy/y 3aIlUT Ha iHdopMalio

MEPENAETRCS 10 BIIIY, AKHiT 301 HCHIOE KOHTPOIIB 32 CTAHOM BUKOHAHHS! JOpYYEeHb ISl

BHECCHHsI BIAMOBINHOI iHpopmalii B ABTOMAaTH30BaHYy CHCTEMY JIOKYMEHTOOGIrY cyy,

MCJIs HOIO HEBIIKAA/IHO NEPeAAcThCS BUKOHABLSIM,

[2.5. Bianosias Ha 3anur Ha IHpopmalliio HazaeTbest Ha azpecy, BKaszaHy

3aIUTyBavYeM, Ta y 3alUTyBaHii Gpopmi.

13. OcobGunBocTi npoxoakenus B cyi 3BepHenb (3asB, cKapr, Npono3uuii)
Giznannx ato 10puaAHIHIX 0CI6
I3.1. PoGoTa 3 NHCbMOBUMM NPONOsHLisSMHU, 3asBaMU Ta cKkapraMu (i3M4HUX abo

OPUIMYHNX OCIO  (malmi — 3BepHEeHHs), WO He NiUIAraloTh po3riisiay B HOpPSAKY
AZIMIHICTPATHBHOTO CYIOUMHCTBA, BEeThCS Y ¢yl BIAOBiAHO 110 3akony Ykpaitu "I[1po
PBEPHCHHS IPOMAIIH" Yy TOPAJIKY, BCTAHOBICHOMY [10CTAHOBOIO Kabinery Minictpin
YKpainu Bin 14.04.1997 No 348 "Ilpo sarBepsukenns Inetpykuii 3 ainoBocTsa 3a
#BEPHCHHAMH I'POMalsH B OpraHax Jep)KaBHOI BI&AM i MiCLEBOro CaMOBPSITYBaHHS,
00'e/HAHHSAX rPOMA/IsiH, HA MiANPHEMCTBAX, B YCTAHOBAX, OpraHi3alisxX He3aleKHO Bij
$opM BilacHoCTI, B 3acobax MacoBoi indopmalii" Ta 3riano 3 [To10KeHHIM po MOpsIJIOK

feecTpallil Ta posrJisily 3BepHEHb | 001Ky 0COOHCTOrO Tpritomy 'POMaJIsiH, 3BEpHEHE Ta

MUTIB HAPOJHMUX JIENYTaTiB, 3alMTiB Ha IH(opMaLiio 1mocajoBUX 0ci6 JepIKaBHUX
praiis, Gi3HUHUX | IOPUAMYHUX OCI6 | 3aMUTIB Ha ny6aiuHy indopmarito y Chomomy
eALLIHHOMY anminicTpaTHBHOMY Cyii.

13.2. 3BepHenns npuiimMaiorses 10 po3riasay 3 YCIX IMUTaHb, 110 HAJeKaTh 10

| KbMmIteTeHLIT cyy.




Mo posrasay ne npuiimarorses 3BCPHEHHA Oe3 mianmucy (aHoHimHi), y SKHUX
MICTSATBCS HeLIEH3YPHI CIOBA Ta BUCIOBH, a TAKO3K TaKl, 1110 HeMPUIATHI JUIsl YUTaHHS.
13.3. Tlopsitok npuiimanms, peccTpaitii, po3noaily Ta BUKOHAHHS 3BEPHEHB Y
Cromomy anensiuiiinomy aJIMIHICTPaTUBHOMY CYJi 3/ iCHIOETBCS BIAIMOBIIHO 10 LIBOTO
[onoxenns ta [nerpykuii.

[3.4. 3BepHeHHs!, 1110 Ha LM 10 CYIy I IKi CTOCYIOTHCS AiSTIBHOCTI KepIBHUIITBA
Ta/a00 cynniB ChoMoro  anensigiiHoro QIIMIHICTPaTHBHOIO  Cy/y, 0GOB'S3KOBO
AOBOIATECS 10 BIIOMA FOJIOBU CY1y.

[3.5. 3BepHEHHS BBa)kalOTHCS OIPalbOBaHUMH, SIKIIO MOPYLIEHI B HUX MUTAHHS
PO3IIIAHYTI 1O CYTi, BKHTO HEOOXIIHUX 3aXO0/liB, HAJ@HO BIiJIOBINb 3aSBHUKOBI B
UCBMOBIH (€NIeKTPOHHIN) GopMI, a Takox sKIIo NOPYIUCHI MWTAHHS 3HSITI 3 PO3IIsILY
3AABHUKOM, MPO 1O € HOro MUChbMOBE (S/ICKTPOHHE) [TOBIIOMICHHS.

14. 3Bepuenus cynosux pimens 10 NPHMYCOBOI0 BHKOHAHHSI
[4.1. 3BepHEHHS 10 BUKOHAHHSI CYI0BHX PILLICHL 3/IFICHIOETBCS B MOPSIAKY Ta B
CTPOKH, BCTAHOBJICHI BIAINOBIJHO 10 BUMOI MPOLECYaIbHOTO 3aKOHOABCTBA, & TAKOXK
IHIIMX HOPMATHUBHO-ITPABOBMX aAKTiB.
14.2. BukoHaBui J0KyMeHTH (BUKOHABYMII JIUCT, MOCTaHOBA, yXBaja), sKi
BUTOTOBJIAIOTBCST CyIOM, MalOTh BIJIOBIJIATH BUMOraM 10 BUKOHABYOIO JIOKYMEHTa,
BCTAHOBJIEHUM 3aKOHOM.
14.3. BukoHaBumit muct GopMyeThes Ha MiIcTaB] BHECEHMX nanux B ACJIC.
14.4. JluctyBaHHs 1010 BHUKOHAHHS CYJIOBOIO pillleHHsI MIAIIMBAETHCS 110
Matepiajiis BIIOBIAHOT Cy10BOT cripaB.
14.5. KoHTpoab 3a BUKOHAHHSM CYJIOBOIO pluleHHs 31ilcHIOE cyn y Mexax
HNOBHOBAKEHb, Ha/laHUX HOMY 3aKoHOM. Jl0 OTpUMaHHS MOBiIOMIIEHHS PO BUKOHAHHS
CYZOBOI'O PILLIEHHS MATEPiadn 1100 BUKOHAHHS repedyBaroTh HA KOHTPOJII.
14.6. BusnaueHa kepiBHHKOM arnapary Cyjy BiUUIOBifalbHa 0c06a KOHTPOMOE
CBOEYACHICTh Ta TOBHOTY MOBIOMIIEHE PO BHKOHAHHS CYIOBOro pilleHHs. Y pasi
HCONCPIKAHHS MOBILOMIEHHS [1PO BUKOHAHHS CYA0BOIO PILLIEHHS BiH JOMOBIa€ Tpo Le
[OJIOBYIOHOMY CY /L, AKHI BXKUBAE HEOOXiIHUX 3aX0iB.
14.7. CynoBe pillleHHS BBaXacThCsi BHKOHAHHM JMLIE  TICIS  OTPUMAHHS
10BIIOMJICHHSI PO HOr0 BUKOHAHHS B [TOBHOMY 00CsI3I.
14.8. Opurinan BUKOHABYHX JOKYMEHTIB PO CTATHEHHS 3 A€PKABHOIO Oprany,
ﬂepx\‘asﬂoro MIANPUEMCTBA, YCTAHOBH, Opratizaliil, 3 (GI3HUHMX Ta OpUAMYHKUX OCi6

o

YAOBOro 300py, wrpady (sk 3acofy npolecyanbHoro MPUMYCY) HaINpaBJIsIOTHCS

O

yramu o JICA Ykpainu sik craryBauy s nojanbiioro Npe’ABICHHS [0 OpraHis

|| MepxaBHOI ka3HauelchKkol ciyx0u Yipainu abo 10 BianmosigHux OpraHiB JIep:KaBHOI

BMKOHABYOI Clly:kOM y CTPOKHM, BCTAHOBICHI 3aKOHOM Ykpaitn "Ilpo BukoHaBye

| poBa/uKeHHs ",




14.9. Tlepen HanpasieHHAM BHKOHABYOrO AOKYMEHTa BIANOBiAaibHa 0coba,
BU3HAYE€Ha KEepiBHUKOM arapary CYAy, nepeBipse cTaH g00poBiIbHOI  crtaTh
OOpKHUKaMK Cy10BOrO 300py abo wrpady (sk 3aco0y nporecyaabHOro MPUMYCY) J10
O10/uKeTy (3a3HadeHUi 06OB’SI30K BHHMKAE Y BIANOBIJIANILHOT 0CO6H Cyay Jjuiie 3

MOMEHTY Hajanns JCA Vkpaiuu poctyny mo iHpopMmaLii, HeoOXinHOT a8 Takoi
TIEPEBIPKH ).




