09 Bepecust 2020 poky y CboMoMy amnemisiiitHOMy aJMiHICTPaTUBHOMY CY/i

BiOynrcs 300pu cyaaiB ChOMOT0 anessiiiHoro aaMiHICTPATUBHOTO CYyTy.

Pimennsim 360piB cyaaiB ChOMOTO amessiiifHOTO aJMiHICTPATUBHOTO CYAY
Bi 09.09.2020 Nel5 «Illomo 3aTBepmkeHHs 3MiH 10 [1og0KeHHS PO MPOXOIKEHHS
TOoKyMeHTIB y ChOMOMY amemsiiiHOMY aJMIHICTPAaTUBHOMY CyJi Ta 3aCTOCYBaHHS
[HCTpYyKLIi 3 AIIOBOJACTBA B MICIIEBUX Ta aANEALIMHUX cyAaX YKpaiHu» 300pu CyIIB

BUPIIITUIIN:

e 3arBepautu 3MiHH a0 [lomokeHHS TPO MPOXOKEHHS TOKYMEHTIB Y
CboMOMYy amnensdmiiiHoMy aJMIHICTpaTUBHOMY CyJl Ta 3acTocyBaHHA [HCTpyKIii 3
TIJOBOJCTBAa B MICHUEBUX Ta ameIsUIMHUX cyAax YKpaiHW, BUKIABIIM iX Yy HOBIH

penakmii (1o1a€eTbes).



SATBEP>KEHO

pileHHs 360piB cyanis CbOMOro
anenAuiiHoro agmiHiCTpaTUBHOIO cyay
Big 09.09.2020 Ne 15

MON0XKEHHA NPO NPOXOMKEHHSA AOKYMeEHTIB Yy CboMoMy anensiuinHomy
aAMIHICTPaTUBHOMY Cyfi Ta 3acToCyBaHHA IHCTPYKLUiT 3 4iN10BOACTBA B MICLEBUX
Ta anensAuinHmx cygax YkpaiHu

1. 3aranbHi MooXKeHHS

1.1. TlonoXeHHA NpPO MPOXOMKEHHA [AOKYMeHTIB Yy CbOMOMYy anensuiiHoMy
afAMIHICTPaTMBHOMY CyAl Ta 3aCTOCYyBaHHS |HCTPYKUii 3 AiN10BOACTBA B MICLEBUX Ta
anensauinHnx cynax YkpaiHu (mani  [MonoXkeHHs) po3pobieHo 3 METOK 3py4YHOro Ta
e()eKTMBHOIO 34INCHEHHA CYAOYMHCTBA Ta PerfiaMeHTye MopsAoK LOKYMEHTOO6Iry 3
MOMEHTY HaAXOKeHHA BXiAHOI KOpecnoHAeHUil Jo cydy [0 MOMeHTy Ti nepefadi
KiHLEBOMY afpecaTy [N4 OnpauroBaHHA Ta/abo BMKOHAHHA, a TaKOX 3acTOCYBaHHS
IHCTPYKLiT 3 AiN0BOACTBA B MICUEBMX Ta anensuinHux cygax YKpaiHn B CbOMOMY
anenauiHoMy agMmiHiCTpaTUBHOMY Cyai.

12. BuknageHi B TlonoXeHHi npaswna 1 pekomeHZauil LWOA0 MNOPAAKY
MPOXOMKEHHA AOKYMeHTIB Yy CbOMOMY anenauiiHomy agmiHiCTpaTMBHOMY CyAi
po3p06/1eHO BigNoOBIAHO A0 BUMOr Kogekcy afMiHICTpaTMBHOIO CY0YMHCTBA YKpaiHu,
IHCTPYKUIiT 3 A4iN0BOACTBA B MiCLEBMX Ta anensauinHuxX cyfax YKpaiHW, 3aTBepiyKeHOl
Hakasom [lepXaBHOT cynoBOi agMmiHicTpauil YkpaiHn Big 20.08.2019 Ne814 (pani
IHCTpyKUia), TlonoXKeHHA Mpo aBTOMaTM30BaHy CUCTEMY [OKYMEHTOO0OGiry cyay,
3aTBepMKeHoro piweHHaAM Paan cypgis YkpaiHu Big 26.1 1.2010 Ne 30 (31 3miHamu),
IHLUMX HOPMAaTMBHO-MPABOBUX akKTiB, WO BCTAHOB/MOKTL MOPALOK oOpraHisauil Ta
[ISNBHOCTI OpraHiB Cy[oBOI BfagW, a TakoX 3 ypaxXyBaHHAM OCHOBHUX MOMOXEHb
[lep>kaBHOT CUCTeMM [iNI0BOACTBA.

1.3. TlonoXKeHHA nepefbayvae npaBuia MPOXOMKEHHA [LOKYMEHTIB y CboMOMY
anenauiiHoMy agMmiHiCTpaTMBHOMY Cyfi AIK Y naneposii, POpMI, Tak i B e/IEKTPOHHIN 3a
[0MNOMOrot0 aBTOMAaTU30BaHOI CUCTEMW [OKYMEHTOO0O0Iry cyay.

1.4. TI0NOXXEHHS MOLUMPKETLCA Ha BCI JOKYMEHTU, WO HaaxogsaTb Ao Cbomoro
anenauiiHoro agmiHiCTpaTMBHOMO Cyay Ta He Mat0Tb TAEMHOT O XapakTepy, 30Kpema Ti.
AKI  HafinwnmM 3a JOMNOMOro 3acobiB eeKTPOHHOro Ta (hakCUMINIbHOro 3B'A3KY.
Komn'toTepHi  (aBTOMaTM30BaHi) TeXHOMOrIT 0OPO6KM AOKYMEHTa/IbHOI  iH(popMaLlii
MOBWMHHI  Bignosigatn BuMMOraMm 3akoHIB YKpaiHn «[Ipo 3axucT iHdopmauil B
IH(bopMaLiiHO-TENEeKOMYHIKaLINHUX cucTeMax», «Ipo 3aXUCT MEPCOHaNIbHUX OaHUX».



Jep>XXaBHUM CcTaHzapTam, [MoI0XKEHHIO NPO aBTOMATU30BaHy CUCTEMY [OKYMEHTOO06iry
cyady Ta Bumoram IHCTPYKUIT 3 4iNI0BOACTBA B MICLIEBUX Ta anensauiiHUX cygax YKpaiHu.

15. Pobota 3 [OKyMeHTaMu, $Ki CTOCYHTbCA 3arajibHUX MpaBu/l BeAeHHS
ainosoactea B Cypi, He BperynboBaHa UMM MofoKeHHAM, 34IACHIOETLCA BifMOBIAHO A0
BUMOT [HCTPYKLT.

1.6. JJoKyMeHTM Cyfy 3 4yacy CTBOPeHHS (HaAXOMXKeHHs) i [0 nepefadi B apxis
cyny 36epiraroTbCst 3a MicLeM (DOpMYyBaHHS 3rifIHO i3 3aTBEPAPKEHOK HOMEHK/IATYpPOH
crpas.

1.7. Hepo3rnaHyTi CyaoBi CripaBy, a TakoX 3adBu, 3a AKUMW He BUPILLEHO NUTaHHSA
NPO BIAKPUTTA MPOBaPKEHHSA, Y TOMY YMCNi SKi 3a/MLIeHi 6e3 pyxy ANA YCYHEHHS
Hef0/iKiB, 30epiratoTbCs B KiMHaTI 36epiraHHs cnpas.

1.8. [JOKyMeHTH, WO Haginwam Jo cyay (3assu, ckapru, crnpasu, ACTU TOLLO),
BUHOCUTK 3a MEXi NpuMiLLEeHHSA (MpUMiLLeHb) cyay 3a60pOHEHO.

2. OpraHizayisi poboTn 3 JOKYMeHTaMu, LLO nepefatoTbCA eNeKTPOHHUMMU
3acobamu 3B'A3KY

2.1. OTpuUMaHHA Ta BiANpPaBMIeHHA eNeKTPOHHMX LOKYMEHTIB 3[IMCHIOETLCA Yepe3
O(iLiHY eneKTPOHHY agpecy CbOMOro anensiuiinHoro agMiHiCTPaTMBHOIO Cyay.

2.2. MMowToBa nporpamMa 3abesrneyvye 30epedxeHHs iH(opMali’ Npo oTpMMaHi Ta
BiANpas/eHi MOBILOMIEHHS, a TaKOX MepeBipKy NOBILOM/IEHb HA HAABHICTL LLUKIAMBUX
nporpaMHMX KoZis (BipyciB).

2.3. TpayiBHUKW arnapaTy cyay, BiAnNOBijasibHI 3a OQiuiiiHe IACTYBaHHS
e/IEKTPOHHOIO MOLUTOK, 3000B'A3aHi MePEeBIPATV €/IEKTPOHHY MOLUTOBY CKPUHbKY He
MeHLLIe 4BOX pasiB Ha AeHb.

2.4. Tlicna OTpUMaHHA eNeKTPOHHUX AOKYMEHTIB MnpauiBHUKMK, BIiAMNOBifa/IbHI 32
oiLiiHe NMNCTYBaHHA €NeKTPOHHO NOLUTOHO:

241 nepeBipAlOTb  KOXHUA  [AOKYMEHT Ha TMOBHOTY Ta BIAMOBIAHICTb
peecTpaviiHNX PeKBI3UTIB, BKa3aHNX Y TeMi i BKIageHoMy (aiini;

2.4.2 y pasi OTPYMaHHA efIeKTPOHHOr0 AOKYMEHTa 3 MOpPYyLUeHHAM LifIICHOCTI Ta
aBTEHTMYHOCTI  (HeBIAMNOBIAHICTL  €/1eKTPOHHOro  UUgpoBOro nIiANUCY, HasBHICTb
LUKIAIMBOrO MPOrpaMHOro Koy TOLLO) BiAMNPaBHUKOBI €/1EKTPOHHOIO [OKYMeHTa
HaZiCMNaloTb MOBIJOM/EHHS, Y SAKOMY 3a3Ha4yaloTb NP0 HEeOOXiAHICTb BifnpaB/ieHHS
HOBOIO €/1eKTPOHHOMO JOKYMEHTA, a iHPIKOBaHWIA eNIEKTPOHHNIA JOKYMEHT BUMYYaKOTh 3
nanku "BxigHi";

2.4.3 HaacvnaloTb €NeKTPOHHOK MOLUTOK MIATBEPMAXKEHHA NP0 OTPUMAHHSA
e/IEKTPOHHOr 0 OKYMeHTa BifMnpaBHMKOBI (SKLLO € 3anuT Y INCTI) abo NoBiAOM/IEHHS NPO
MpPo6eMmn 3 MO0 YMTAHHAM UM MPO BIACYTHICTb (haiinis, L0 Mann ByTV [ofaHi;

2.4.4 PeecTpytoTb €/IeKTPOHHWNIA JOKYMEHT BIAMOBIAHO A0 BMMOT [i/IOBOACTBA;



2.4.5 NnepecunatTb  eIeKTPOHHUIA [AOKYMEHT KepiBHUUTBY Cyady, a 3a noTpedu
APYKYHOTb 3MICT €/eKTPOHHOro MOoBiJOM/IEHHA A0 [AOKyMeHTa Ta (avnu, wo 6ynm
BK/1aZleHI 10 HbOr O, Ta MepeaaroThb TX Ha PO3rnag KepiBHULTBA Cyay.

2.5. ENEKTPOHHWA npouecyanbHUA  [OKYMEHT, L0 CTOCYETbCA PO3rnagy
KOHKPETHOT cnpaBK, nepedacTbcsi  6esnocepedHbo cyaadi (cyadi-gonosigavy), vy
NMPOBa[KEHHI SKOro nepedyBae LA crnpaBa B Mopsaky, nepepbadeHo n. 4.4 UbOro
[MonoXKeHHs.

2.6. [JOKyMEeHTW, WO Hagiiwnm [0 Cyfy, PeecTpyroTbCa | MepefaroTbes
KepiBHMUTBY AN19 PO3rNsay B AeHb IXHbOrO HaOXOMKEHHS. [IOKYMEHTU 3 MO3HAYKOoH
"TepMIiHOBO" MepefaloTbCs HerarHo, asie He Mi3HiLLe HXK Yepe3 rofAnHy Micns OTPUMaHHS
IX.

3. MpumaHHA Ta peecTpauis JOKYMEHTIB

3.1. lNpouecyasnbHi JOKYMEHTW | MaTepiann, WO CTOCYHOTLCA PO3rnagy crpas y
Cyfi, a TaKOX HenpouecyanbHi JOKYMEHTU MPUIAMAE Ta PEeECTpye B aBTOMATU30BaHIi
cucTeMi BIAAIN HagaHHA TH(opMaLIAHUX NOCAyr, Pyxy aAMIHICTPATUBHUX CrpaB Ta
ainosoActea cyay (mani - Bigain) BignosigHO A0 [OMIOXEHHA NP0 aBTOMATU30BaHYy
CUCTEMY [JOKYMEHTOOOiIry cyay.

3.2. Bigain 3abe3nevye npuiiMaHHsA LOKYMEHTIB, SKi:

3.2.1 HafaHi 0cobucTo abo Kyp'epoM ([AOKYMEHTU ANt NiATBEPMXKEHHA 0COOU He
BMMAaratoTbCs);

3.2.2 HagiWwIn K NoLToBa KOPECMNOHAEHLS;

3.2.3 0hopM/ieHi Tenerpamoto;

3.2.4 Hagiwn akcUMinbHAM MOBIAOM/IEHHSAM;

3.2.5 Haginwam eneKTPOHHOK MOLUTOHO;

3.2.6 Haginwwnm Yepes oQiliiHMiA BebCanT Cyfy LUIAXOM 3arOBHEHHS e/IeKTPOHHOT
(hopmu;

3.2.7 nepefaHi Bif KepiBHULTBA Cydy, AKWO AOKYMEHTW OynM OTpUMaHi nig vac
BeAeHHA 0COBUCTOro NpUIMOMyY KePIBHULTBOM CyLYy.

3.3. TpuiiMaHHA OOKYMEHTIB 3[iACHIOETLCA LUOAEHHO MPOTArOM Po60o4oro yacy
npauiBHYKamu Bigainy.

3.4. 3a yCHMM 3BEpHeHHAM 0co0M, fKa nogana AOKYMEHT [0 Cydy, Ha nepLuiid
CTOpPIHLI HaZaHOT Heto KoMii JOKYMeHTa npauiBHUK Bigainy, Sk nNpuiAiHAB LOKYMEHT,
NPOCTaBNSAE LUTaMM cyAdy i3 3a3HayeHHAM gati (y pasi HeoO6XiAHOCTI - Yacy) OTPUMaHHS
[AOKYMeHTa, CBOEI mocaay, npissuLa Ta nignucy i noBeptae Konito 0cooi.

3.5. Ha poKyMeHTi, OTpMMaHOMY BIif Y4YaCHWKIB CyLOBOro npouecy Ta iXHix
npeAcTaBHMKIB 6e3nocepeHbLO Mifd vac CyAoBOro 3acifaHHs, HaknaJaeTbCA Pe3otoLlis
cynni (cypai-gonosifava), Aka cknagaerbea 3i cnis "o cnpasu”, nignucy cyaai Ta gatu.



3a3HayeHU [OKYMEHT Yy Uel >ke [eHb NepefacTbCA [AnA peecTpauii, Micnsa 4oro
[l0/y4aETbCA [0 MaTepianis cripasu.

3.6. BignosiganbHWUA npayiBHUK Bigdiny y [AeHb HagXOMKeHHS [LOKYMeHTa
MOLLTOBOKD KOPECMOHZAEHLiEt0 Mepesipse LiNICHICTL KOHBepTa (nakerta), BiANOBIAHICTb
afipecyBaHHs, 3 40 TPMMaHHAM MpaBu 6e3rnekn pPo3KpuBae KOHBEPT (MakeT), nepesipse
BIANOBIAHICTb BKaAeHb onncy (HasBHICTb 40AATKIB 40 AOKYMEHTA).

3.7. BignosigansHuiA npauiBHUK Bigginy poskpusae yci KOHBepTU (Maketu), 3a
BUHATKOM TWUX, WO MatoTb Hanmuc «OcobucTo» abo rpud CcekpeTHoCTi. KoHBepTw
(naketn) 3 BigMITKOKO «OcCobUCTO» NepefaloTbCAd adpecataM 06e3  BiAKPUBaHHS.
KoHBepTy (nakeTtn) 3 rpudoM CeKpeTHOCTI NepeaaroTbCA MpauiBHUKOBI anapaty cyay,
AKUIA BIANOBIAAE 3a PEXMMHO-CEKPETHY PoboTy, 6e3 BigKpvBaHHSA. KOHBEPTU 3 rpudiom
«[na cny>k60BOro KOPUCTYBaHHSA» PO3KPUBAE BIAMOBILa/IbHWIA MpaLiBHUK, SKUIA Mac
MpaBo MpautoBatn 3 JoOKymeHTamm 3 rpucgom "ACK" .

3.8. TMomMunkoBo [focTaBfieHi [0 cCydy [OOKYMEHTM He PeecTpyroThbCA Ta
nepecuiarTbCA agpecaty, AKLWO MOro MicUe3HaxOpKeHHA Bifome, abo MoBepTarTbCH
BiNPaBHMKY pa3oM i3 CynpoBifHUM NMCTOM 3a MIANMCOM KepiBHMKa anapary cydy abo
BW3HAYeHOT H/M BiZNOBiAa/IbHOT 0COOM Yy TEPMiIH He 6i/ibLU AK 4Ba [Hi.

3.9. KoHBeptn (naketun), y AKUX HaAXo4ATb AOKYMEHTW, MNPUELHYHOTLCA [0
OfePXKaHNX [LOKYMEHTIB. Y pa3i OAepXKaHHA [OKYMEHTIB Y MOLUKOKEHI ynakoBLji, a
TaKOX AKLIO Mif Yac PO3KPUTTA KOHBepTa (NnakeTta) BWABMEHO BIACYTHICTb MEBHOMO
[JOKYMEeHTa 4/ AojaTka [0 HbOro, npauiBHUKM Bigginy cknagaloTb akT Yy ABOX
NPUMIPHMKAX, OAVH NMPUMIPHUK AKOr0o HafCUNAETbCA BignpaBHUKY, a APYrvin AOAAETHCA
[0 BXiAHVX LOKYMEHTIB.

3.10. PeecTtpauil nignaratoTe yci npouecyasibHi  AOKYMEHTU, a TakoX YCi
HenpouecyasbHi JOKYMEHTW, WO NorpedytoTb 06/1iKY, BMKOHaHHA | BUKOPUCTaHHSA 3
[IOBIIKOBOKO ~ MeTOK  (po3nopsfyi,  nnaHoBi,  3BiTHI,  06M1IKOBO-CTATUCTUYHI,
OyXranTepcbki, HiHaHCOBI TOLLO).

3.11. MepepatoTbecs agpecaTy 6e3 peecTpauil JOKYMEHTN 0COBMCTOr0 XapakTtepy,
PeKnaMHi MoBiAOM/IEHHSA, NaKaTK, BiTa/lbHI IMCTU, 3aNpPOLLEHHS, APYKOBaHI BUAAHHSA
(KHUK, XXypHanu, rasetu, 61oneTeHi).

3.12. KOXHWin BXIAHWIA [OKYMEHT PEeECTPYeETbCA B CyAi nve oavH pas. [o
PeecTpaLiiHOI KapTKU Ha [AOKYMEHT, OfepXXaHWin B en-eKTPOHHIN (POopMi, NMPUELHYETLCS
Lier JOKYMeHT. Takox 40 peecTpauiiHMX KapTOK MOXKe 404aBaTUCA CKaHOBaHWA BapiaHT
MACbMOBUX AOKYMeHTIB. Moganblle BHeCEHHsA iH(opMaLlii Woao pyxy AOKYMeHTa [0
peecTpauiiHOl  KapTKU  34IACHIOTL  KOPUCTYBadi  aBTOMAaTM30BaHOI  CUCTEMMU
JAOKYMEHTOO0O6Iry cyay BiANOBIAHO A0 TXHIX NOCafoBUX 000B'A3KIB.

3.13. AKL0 B 0AHI cnpasi, Lo Haginwna 4o cyay anenauiHol iHCTaHuil, nogaHo
anenauinHi CKapru Ha fekinbka Cy[OBMX pillleHb, TO Ha KOXHY anensuiiHy ckapry
CKNafaeTbCs OKpema 06/1iKoBO-CTaTUCTUYHA (IHopMaLliliHa) KapTKa.



Y pa3i Hagxo[KeHHS AeKiNbKOX anensuinHMX ckapr Ha ofHe i Te X Cy[oBe
PILLEHHS, AKLO MPOBaPKEHHA He 3aKiHYeHO, Ha Taki anenAuiiHi CKapru CKNafaeTbes
0AHa 0611iKOBO-CTaTUCTUYHA (IH(popMaLiiHa) KapTKa.

Y pasi HagXxoMKeHHs anensuiiHOT CKaprn Ha OfiHe i Te XK CY[0Be PilleHHs, nicns
BUHECEHHS CY[0BOr0 PilleHHA CyAoM anensuiHol iHCTaHUii y Takiil crpasi, Ha Taky
anensuinHy  ckapry CknagaetbCsi  Okpema  (noeAHaHa)  06/1iKOBO-CTaTUCTMYHA
(iH(hopMmaLiiHa) KapTKa.

3.14. AKuwo 3a pesynbTaTamMy¥ aBTOMATM30BAHOro PO3MOAINY abo MOBTOPHOrO
aBTOMATM30BaHOrO PO3MOoAiay aAMIHICTPATMBHOI CNpasBu, fKa Hafgilliia Ha HOBWI
po3rnsfd MNicns CKacyBaHHSI MOCTaHOBM abo yxBasin cydy, 06paHO cyaato, SKuin 6paB
yyacTb Y po3rfifgi uiei cnpasuy, BiANOBifa/IbHWIA NpauiBHUK Bigginy nosifomnse Lboro
CYLA0 NP0 MOro NOBTOPHY Y4YacTb Y PO3rnsfi BKasaHoi crpasu.

AKWwo 3a pesynbTataMu aBTOMATM30BaHOIO pPO3MoAifly abo MOBTOPHOIO
aBTOMAaTM30BaHOIr0 PO3MOAINY 3asB/ MPO Mepernsg 3a HOBOBUAB/IEHUMU 06CTaBMHAMM
PiLLIeHHsA CyZy, BUHECEHOr0 3a pesy/ibTatamy HOBOIO PO3rnsgy crpasu, 06paHo CyAato,
AKUIA BpaB yyacTb Y BUPILLEHHI CnpaBu, PiLLeHHS B AKi 6yn0 B NoAasbLLIOMY CKacoBaHO
CyIOM KacaujinHOT IHCTaHLil, BignoBifasibHWIA NpauiBHUK Bigginy nosifoMnse LpOro
CYLA0 MPO MOro NOBTOPHY Y4YacTb Y PO3rafi BKasaHOi Crpasu.

AKuwo 3a pesynbrataMyM aBTOMaTU30BAHOrO pO3MoAinly abo MOBTOPHOrO
aBTOMATM30BaHOr0 PO3MoAiNny 3asB/ NPO Nepernsg CyL0BOro PilleHHsA 3a BUKIHOUYHUMU
o6cTaBMHaMK, 06paHO CyAAt0, AKWA 6paB yyacTb Y BMPILLEHHI CnpaBW, BiAnoBifasbHWUIA
npayiBHUK Bigginy noeifoMAse LpOro CyaAr0 Npo Moro MoBTOPHY yyacTb Y PO3rnagi
BKa3aHol crpasu.

3.15. HAkwo nicnd OTPUMAHHA [OKYMEHTa efIeKTPOHHOK MoLwTor  abo
(haKCUMiNIbHUM 3B'A3KOM A0 CyAy HaaXOAMTb Takuil JOKYMEHT i Ha narnepoBOMY HOCIT, TO
caMe Woro nepefaroTb 3a MpuM3HayYeHHsAM. Ha peecTpayiiiHOMy LUTamni  opuriHany
NOKYMeHTa [0A4ATKOBO 3a3Hayat0Tb [aTy OfepXaHHA efleKTPOHHOro MOBIAOM/IEHHA Ta
NPOCTaBNAOTL BIAMITKY «[TOBTOPHO.

4. lMepepaBaHHA npolecyasibHUX AOKYMEHTIB (CyLOBMX CrpaB) A1A po3rnsagy.
NpoXogKeHHA npoLecyasibHUX JOKYMEHTIB Yy cyai

4.1. BwusHauyeHHA cyadi Ana  posrnagy  KOHKPETHOT CrpaBu  3[IMCHIOETHCA
BIZNOBIAHO 0 IMONOXEHHS MPO aBTOMATMU30BaHy CUCTEMY [OKYMEHTOO0OIry cyay.

4.2. Tlicna 3aBeplUeHHs aBTOMAaTM30BaHOINO PO3MNOAITY CydOBi  Crnpasu
nepedatoTbca cyadi (cyaai-gonosigady) 4N pos3rnisgy 3a AOMOMOrow e/leKTPOHHOro
YKypHany nepefay aBTOMaTU30BaHOI CUCTEMU AOKYMEHTOO0O6Iry cyay (gani - ACAC).

4.3. IMicna peectpauii BCI NpouecyasbHi JOKYMEHTU Ta iHLIA'KOPeCNoHAeHUif, WO
CTOCYETLCA PO3rnsgy KOHKPeTHOI cnpasu, nepefarotb cygal (cyagi-gonosigady), y
MPOBaKEHHI AKOro rnepebysae cnpasa. epefaBaHHA [OKYMEHTIB 3AIACHIOETLCA Mif



MiANUC y 3arasibHOMY PEeECTpi CyA0BUX CrpaB abo OKPEMO CKIaieHUX PEECTpax CyA0BUX
CMnpaB Ha KOXHOro cyaaro (Cyaaro-aornosifgaya) y nopsaaky BM3Ha4eHOMY B CYAI.

4.4, MNMpouecyanbHi OKYMEHTU, L0 HagiwnmM HanepedoAHi po3rnsgy cnpasy abo
B [ieHb po3rnsagy cnpasu (4O 3aKiHYeHHS PO3rnfgy crpasun) Micis iXHbOT peecTpauil B
ACJC i3 3a3Ha4eHHsM [atu | 4acy OTPMMaHHSA LX JOKYMEHTIB, HeraiHo rnepeaaroTbCs
CYAAAM, Y NPOBapKEHHI AKMX NepebyBatoTb BKasaHi cripasu, i3 3a3HavyeHHAM B ACAC
[aTu i 4yacy nepefadi Ta OTPMMaHHA LWX JOKYMEHTIB.

4.5. TlpouecyasnbHi [OKYMEHTU [0fly4at0TbCAd [0 MaTepianiB crpasn 3a
pesontouieto cyadi (cyagi-gonosigaya). [OKyMeHTH, fKIi OTPMMaHO Bif Y4YaCHWUKIB
Cy[0BOro npotecy abo IXHIX nNpeacTaBHUKIB 6e3nocepeHbO Nif Yac CyA0BOro 3acijaHHs
3a pesontouieto cyaal (cyadi-gonosigaya) nepeaaroTbCa Ana peectpauil 4o Bigginy He
Mi3HiLLe HACTYNHOro pobo4oro AHSA, Nicns Yoro AoNy4varoTbCA A0 MaTepianis crpasu.

4.6. FKWO Ha npouecyanbHUA IOKYMEHT, nepeaaHuid cyani (cyaai-gorosigavy),
HeobXigHO HagaTy BIANOBiAb BIAMOBIAHO A0 3akoHy YKpaiHu «[po 3BepHeHHS
rpomagsH» abo 3akoHy YKpaiHu «[1po goctyn oo nyoniyHol iHpopmauii», cyaaa (cyans-
[onosigad) nepefae Konito Takoro A0KYMeHTa rofiosi cyay (0cobi, sika BUKOHYE MOro
000B’A3KN) 4719 BUPILUEHHA MNWUTAHHSA MPO HaKMaAeHHA pe3osntouii Ta nepefadvy ioro
BIAMOBIAHOMY  CTPYKTypHOMY  nigpo3giny. OpuriHan npoLuecyasbHoro  JOKyMeHTa
nepesaeTbCa A0 BiAAdiTy 3abesneyeHHs Cy[oBOro MpoLecy Ans AOMydeHHA [0 Marepianis
aAMIHICTPaTUBHOI Cripasu.

4.7. MpouecyanbHi JOKYMEHTH, L0 HaZiALwIv Nicns 3aKiHYEHHA MPOBAMKEHHS Y
Crnpasi, 3a Peso/IloLIE0 KepiBHULTBA Cyay NepefaroTbCa BiAMOBIAHOMY CTPYKTYPHOMY
nigpo3ainy Ana HafjaHHA BignoBsidi 3rigHo i3 3akOoHOM YKpaiHu «[po 3BepHeHHS
rpomagsaH», Micna Yoro Taki AOKYMEHTM LO/y4aroTbCs O MaTepianis Cnpasu.

4.8. TpouecyasibHi JOKYMEHTK, fKi MOXYTb OyTV NpeaMeTOM Cy[0BOro po3rnsgy
nicns 3aKiHYeHHA NPOBa[KeHHA Yy crpasi (Hanpukiag, 3asasa Npo BUMpPaBIeHHSA OMUCKN,
PO3’ACHEHHA piLUeHHA, YXBa/leHHA [04AaTKOBOro pilleHHA TOLW0) nepefaroTbea A
po3rnagy cynaamM BignoBigHO A0 MpoLecyasibHOro 3aKOHO4AaBCTBa.

5. ®opmyBaHHSA | 0DOPM/IEHHST Cy0BMX CMpaB.

51. [JoKymeHTM Cy[oBOI CrnpaBu MifWIMBAOTLCA Y CheuiaibHy OO6KIaANHKY,
BUrOTOB/NEHY [APYKapPCbKUM CMOCOO0M Yy TakoMy MOPAAKY, BM3HauyeHoMy posgisiom VII
IHCTPYKUT.

5.2. Y pa3i (pikcyBaHHA nepebiry CyoBOro 3aciflaHHA TeXHIYHMMUK 3acobamm abo
MPOBeAeHHs Cy[0BOro 3acifjaHHA B pPeXuMi BifAeOKOH(epeHLii, Hocii iHjopmauil i3
TEXHIYHUM 3anncoM Cy[0BOr0 3aCiflaHHA BK/IaJarTbCA B KOHBEPT, AKUIA BK/IEKOETLCA Ha
BHYTPILLUHbOMY 60U 0OKNaAMHKKU B KiHU Bi4NOBIAHOr0 TOMY Crpasu.

Y BHYTpPILUHLOMY OMUCI CyA0BOI CrpaBK, B XPOHOIOTIYHOMY MOPALAKY, BKA3YETHCA
HasBHICTb TEXHIYHOr0 HOCISt Y CrpaBi, a B NPUMITKAX 3a3Ha4Ya€cTbCA MOro (hakTuyHe



MiICLLe3HAXOMKEHHS: "y KOHBEPTI B KiHLi TOMY".

5.3. YCi JOKYMEHTH, IO MiAWNBaOTLCA 40 CYA0BOT CNpaBu, MatoTb OyTW nniLle B
OAHOMY MPUMIPHUKY. MpK LbOMY MeTasneBi CKpInieHHs (CKPInKy, 6iHAepy AN Harepy,
CKOOW TOLLIO) BUTyYaOTLCA 3 JOKYMEHTIB.

54. BHYTPIWHIA onuC Cy[aoBOI CrpaBu AK 3aci6  (DIKCYyBaHHA  HasBHOCTI
OOKYMEHTIB Ta PO3MilLEeHHA X y cnpasi 3A4IACHIOETbCA Ha BHYTPILUHLOMY 6oL
06KNaaMHKM i MOXe OyTU NPOLOBXEHWA Ha OKPeMMX apKyllax, fKi 3 LI MEeTOH
MigLWMBAOTLCA 4O CMpaBu MepLuvMK, Ta BK/IKOYaE MOPSAKOBUMA HOMEpP, AaTty, KOPOTKY
Ha3By JOKyMeHTa (6e3 CKOpOYeHb), HOMeP apKyLUiB Cnpasu, NPUMITKN.

5.5. Onuc nignucye npayiBHUK anapaty cyay (i3 3a3HavyeHHsAM nocagu, npisBuLLa,
iHiLjaniB Ta gatn), K1 0OPMIIKOE Cnpasy.

5.6. ®opmyBaHHSA | OPOPMIEHHA CYAO0BUX CrpaB 34iNCHIOTL CeKpeTapi Cy0BMX
3acigaHb abo IHLUI, BM3HAYeHi BIAMOBIAaNbHUMM, MpPaUiBHUKK anapaTy cyay.

6. HanpaBneHHs cyfoBuMx cnpas 3a Mexi cyay
(KpiM MOBepHEHHA cnpaBu 4O Cyay MepLuoi iHCTaHLiT)

6.1. HanpaeneHHs crnpasy 3a MeXi Cyfy [0 eKCNepTHMUX YCTaHOB A4 MPOBEAEHHSA
eKkcrnepTmsu, o BepxosHoro Cyay And BU3HAYeHHS MiACYAHOCTI TOWO 3M4iMCHIOETLCA Ha
niacTasi BIAMOBILHOMO NPOLECYasIbHOro JOKYMeHTA.

6.2. Y KOXHOMY BUMNafKy CrpaBa HaACWMNAETbCs 3a Mexi Cyfy i3 CynpoBigHUM
NNCTOM, NiANMCaHMM KepiBHUKOM anapaty abo 0Co60t0, fika BUKOHYE Oro 000B’A3KM.
Y cynpoBifAHOMY IUCTI 3a3Ha4aroTbCA MIACTaBM HanpasneHHsA (MOBepHEHHS) crpasy Ta
T peKBi3nTH.

6.3. Ha KoxHy cnpasy, L0 HanpaBnseTbCA 3a MeXi CyAdy, CKNaJaeTbCs OKPeMUi
CYNpOBIAHUIA INCT.

6.4. MMPUMIpPHUK CynpoBIAHOIO NMcTa MPUKPINAKETECA 4O NMLBOBOT CTOPIHKK
06KMaaMHKMA Cnpasu, L0 HanpaBiseETbCA 3a MeXi Cyfy, a Moro Konis [o/y4vaeTbes 4o
BIAMNOBIAHOT CNpaBu-3aMiHHMKA.

6.5. Ha Bci cyoBi crnipasu, L0 HanpaBiAOTLCA 32 MeXi Cyfy, 3aBOAUTLCA Cripasa-
3aMiHHUK 3a TUM Xe HOMepOM, fKa (hopmyeTbCA 3a npasuiamun po3ainy VI IHCTpyKuii.

6.6. CnpaBa-3aMiHHNK Ma€ MICTUTH:

6.6.1 KoniT apKyLUiB BHYTPILLUHLOIO ONUCY;

6.6.2 Konii CyfoBuMX piLleHb Y Crpasi;

6.6.3 KOmito [0KyMeHTa, Ha NiACTaBi SKOro CrpaBy HarpaBfeHO 3a Mexi cyay
(yxsany, 3anuT TOLWO);

6.6.4 KoMt CynpoBiLHOro N1CTa 3 BUXIAHUMU JaHUMU;

6.6.5 JOKYMeHTM y cripa.i, AKi Ha4IALWAM nicnd i1 BignpaBieHHs.

6.7. CnpaBa-3aMiHHUK 36epiraeTbCs y KiMHaTi 36epiraHHs Crpas.



6.8. [JOKYMeHTM Yy cnpasi, fKi Hafiiwnm nicns il BignpaBneHHs 3a Mexi cyay,
nicng ixHboT peecTpauii 8 ACAC Bigainom nepefatotbes Cyaai.

6.9. Y cnpaBi-3aMiHHUKY 36epiraroTbCs BCI AOKYMEHTW, WO HadiAWwam Ao
MOMEHTY BifnpaBieHHs i O MOMEHTY MOBEPHEHHS Crpasu 40 Cyay.

6.10. Ticna noBepHeHHs CyA0BOT CNpasu 4O CyAy AOKYMEHTW, SKi HagiALWAW nicns
il BignpaBneHHs 3a MeXi cyay (KpiM Komii abo TuX, WO BXe HasBHI Yy crpasi),
BU/TyHatOTbCA 3 CMpaBu-3aMiHHMKA Ta NPUEAHYIOTLCA A0 CYA0BOI Crpasu.

7. Pyx afMiHICTpaTMBHOI Cripasu y cyai nicns 3akiHYeHHS anensuiiHoro
po3rnsagy

71. Y M’ATUOEHHWIA CTPOK Micnsl  3aKiHYEHHA  anensuinHoro  posrnsgy
afAMiHICTpaT1BHa crpaBa nepefaeTbecs A0 BiAAiNy 3abe3neyeHHs Cy[0BOro npouecy A
T (hopMyBaHHS 3rigHO 3 BUMOramu IHCTPYKUIT.

7.2. Biggin 3abe3nevyeHHs Cy0BOro NPOLUECy B LUECTUAEHHMWIA CTPOK 3 MOMEHTY
HaaXOMKEeHHS crnpaBu A0 BiAdiny 3M4iMCHIOE OOPMIEHHSI MaTepianiB cnpaBu Ta roTye
MPOEKT CYMNPOBIAHOI0 INCTA NPO NOBEPHEHHA aAMIHICTPaTMBHOT CrpaBu A0 Cyay MnepLuoi
IHCTaHLT.

7.3. Bigain aHaniTM4HO-CTAaTUCTUYHOT POBGOTU Cyay NPOTArOM OAHOro Po6o4oro
OHA 3 MOMEHTY HaAXOMKEHHA MmatepianiB aAMIHICTPaTMBHOI Cnpasu [0 BiA4iny
30INCHIOE MepeBipKYy KOPEKTHOCTI Ta CTaHy 3aroBHEHHS 001iKOBO-CTATUCTUYHOT KapTKM
cnpasu B ACAC.

7.4. Biggin HagaHHA iH(opmaLlinHUX nocnyr, pyxy agMmiHiCTpaTUBHUX Crnpas Ta
AIN0BOACTBA CYfly B TPbOXAEHHMIA CTPOK 3 MOMEHTY HAAXO[PKEHHS Cnpasu 4O BIAAiNY
Haacunae agMiHICTPaTMBHY Cnpasy [0 CyAy MepLuol iHCTaHUiT Ha yMoBax 4OroBopy npo
HaZiaHHA MOC/YT MOLUTOBOr0 3B’A3KY.

7.5. CnpaBa HaAcunaeTbCs [0 BIAMOBIAHOMO MICLEBOro Cyfy CynpoBigHUM
NINCTOM, MigNUCaHNM KepiBHMKOM Bia4iny 3abe3neyeHHs Cy[0BOro npouecy cyay.

8. HagaHHA cynoBOi cripaBy AN 03HaMOM/IEHHS

8.1. Cnpasy BMZAtOTLCA A1 O3HANOMIIEHHA anapaToM Cyy 3a pe3ontoLieto cyaai
(cyppi-gonosifaya) Ha nifgcTasi MMCbMOBOT 3asBM yYaCHMKaM CnpasK, a TakoX ocobam,
AKi He Bpasin y4yacTi y cnpasi, AKWO Cy[ BAPILUMB NUTaHHA MPO iXHI npasa Ta 060B'A3KU
(nicna npef'sBNEHHA AOKYMeHTa, WO MocBigyye 0co0y: mnacrnopTa, Cny>K60BOro
MOCBIAYEHHSA, MEHCINHOrO MOCBIAYEHHS TOLLO, Ta B HEOOXIAHMX BMNagKaxX - AOPYYEHHS
NpeLCcTaBHMKA).

8.2. Y pasi BigcyTHoCcTi cyaal (cyfai-fonosifaya) crpaBy  BMAAKOTLCA  Ha
03HaMOM/IEHHS 3a PE30JIKOLIE THLLOro Cyaai 3i CKnagy cyay, Lo po3rnsgas crpasy, Y
pasi BIACYTHOCTI BCbOr0 CKfagy cyay - CeKpeTapeM BiAMOBIAHOI CYA0BOI nanartu, y pasi
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BIZICYTHOCTI CeKpeTapd CyAO0BOI Manatv - 3aCTYNMHWKOM TFOM0BW Ccydy, a Yy pasi
BICYTHOCTI 3aCTYMHMKa rOM0BM Cyady - FO/I0BOKO Cyay.

8.3. [Ana wBMAKOCTI Ta 3pYyYHOCTI peasnisauii npaBa 0CO6M Ha O3HANOMJIEHHSA 3
MaTepiasiamy Crnpasu, CNpaBu BUAAKOTLCA HA 03HAMOMJIEHHS, SIK MPaBWIo, 3a 3aBYaCHUM
3anucoM. Ha odiuitHoMy Beb6cailTi cygy Ta CTOpIHKax cydy Yy COoLMepexax
PO3MILLYETLCSA HhOpMaLisi NMPO MNOPAAOK 3aB4aCHOro 3anmcy Ha O3HaMOM/EHHS 3
marepianamu cripasu.

8.4. O3HaliOMNIeHHA 3 MaTepiasiamy Crpasu MPOBOAUTLCS NINLLE Y MPUMILLEHHI
cyfly, Y BM3HAYeHOMY HaKa3oM rofioBM Cydy Micui, MpOTAroM ycbOro pobo4yoro yacy
Cyady Ta B NPUCYTHOCTI MpawiBHMKa anapaTy cyay.

8.5. ®akT 03HaOM/IEHHA i3 MaTepiaammn Ccnpasy (IKCYETbCA NPaLiBHUKOM
arnaparty cydy B XXypHani Buadi Cy[oBWX CrpaB LUAAXOM 3anucy Mpo Te, XTO i KOu
03HaOM/OBABCA 3i CrPaBoto.

8.6. Y nopsaKy MigrotoBKU CyAoBOT CNpasn A1t 03HAOM/IEHHS BIAMOBIAA/TbHUM
NpayiBHUK Cyfy Micns OTPUMAaHHA 3asBY 3 Pe30JIHOLIEID Ta CY[0BOI CrpaBn 3abesrnevye
(nepesipse) i hopMyBaHHA 3rigHO 3 BUMOramu IHCTPYKUIT (30Kpema, NepeBipsrTLCS
HafBHICTb TOMIB, MOBHOTA MNiAWMBaHHA MaTepiafiB CrpaBW, HasABHICTL OMnucy,
BiZANOBIAHICTb 3MICTY OMNUCY (PaKTUUHIA HafABHOCTI LOKYMEHTIB, HAABHICTb Ta LiMICHICTb
TEXHIYHMX HOCITB 3 aygio3anucomM (Bigeo3anucom) CyA0BOro 3acifaHHs).

8.7. CypnoBa cripaBa BMOAETLCA /11 03HANOMMEHHSA MNICNA MEPEBIPKN [LOKYMEHTIB,
L0 MOCBIAYYOTL 0CO0Y Ta ii MOBHOB&XXEHHA BIAMOBIAHO 4O YMHHOIO 3aKOHOABCTBA.

8.8. Ocobu nif yac 03HANOM/IEHHSA 3 MaTepiasiaMn CYL0BMX CrpaB MOXYTb POOUTY
3 HMX BUMMWCKM Ta Konii BIiAMOBIAHO A0 BMMOI 3aKOHOAABCTBA.

8.9. lMicna o3HaOMNEHHA 3 MaTepiasaMu CyAoOBOi CrpaBy Taka ocoba pobuTb
BiNOBIAHWIA 3arnC Ha CBOI 3asBi NPO HafaHHA Cy0BOi cripaBu Ans o3HanoMneHHs (i3
000B’A3KOBUM 3a3HaYeHHsAM Mignucy, iHiyianis Ta nNpi3BuLLa, AaTW O3HANOMIIEHHS),
MicNA Yoro 3asBa A0NYyYaeTbCAa A0 MaTepianis CyA0BOI Cnpasu.

8.10. Mig yac NoBepHEHHS CyA0BOI CrpaBu Micns 03HaMOM/IEHHS BiANOBIAaIbHUIA
npawiBHYK, KU1 BMAaBaB CY0BY CrpaBy, MOBWHEH PETe/lbHO MEepeBIipUTU HasBHICTb Y
HIi BCIX [OKYMEHTIB Yy MPUCYTHOCTI 0cobW, $Ki cnpaBy Oyno HagaHo Ans
O3HANOM/EHHS.

8.11. Y pasi BUABMEHHA HecTadi [OKYMEHTIB, apKyLUiB, iIXHbOr0 MOLUKOKEHHSA
CKMafaeTbCA aKT Y ABOX MPUMIPHMKAX, OOMH 3 AKX 3a Pe30/oLiEt0 Cyaal A0NyYaeThes
[0 CY[0BOI CrpaBu, APYTWid - nepefacTbCa A1 BXUTTA BIAMOBIAHUX 3aX0L4iB KEPIBHUKY

anaparty cyay.

9. 3acBifueHHs Ta BMgada Kori CyfoBUX PiLLeHb | JOKYMEHTIB
9.1 Cy[oBi pilLEHHA NPUAMatOTbCA, CKMaatoTbCA | NIAMUCYIOTHCA Y NapagHiin
KIMHaTI CK/1aloM CyAy, SKWA PO3r/ISHYB Crpasy.



9.2. CynosBi pilleHHsa cKnagaloTbes cyageto-gonosigadem B ACAC, 36epiratotbes
B CTaHi "OpuriHan" Ta 3acBifuytoTbCA €1eKTPOHHUMU LM(POBMMU Nignnucamn cknagy
Cyny.

9.3. YyacHuKam crpasu, ski 6ynn NpUCyTHI y CyA0BOMY 3acifaHHi, Konii Cyf0Boro
PiLLEHHS 32 MMCbMOBOIO 3a8BOHD BPY4atOTbCS CeKpeTapem Cyf0BOro 3acijaHHA HeramHo
MiCNA NPOro/IOLLIEHHA TAKOro PiLLEHHS, Nif PO3NUCKY.

9.4. Konii cyfgosux pilleHb BuAakoTbCAa ocobam, AKi BIAMOBIAHO A0 YMHHOMO
3aKOHOAABCTBA MalOTb MPABO Ha IXHE OepXKaHHS.

9.5. YuyacHuKam cnpasu, fKi He By MPUCYTHI B CyA0BOMY 3acifaHHi, abo AKLO
Cy[0Be PiLLEHHA YXBasleHe B MOPALKY MUCbMOBOIO MPOBaKeHHS Yn 6e3 NoBiAOMIEHHS
(BMKNNKY) Yy4YaCHMKIB CrpaBKu, KoM CYAOBOro pilleHHs, 3acBifyeHa BIAMOBIAHO A0
BUMOT |HCTPYKUIT, HaACUNAETLCA Y NOPALAKY, BU3HAYEHOMY 3aKOHOM.

9.5.1. Y pa3i BIACYTHOCTI TOMOBYHUOro Cyadi KoMis CyAOBOro pilleHHS
3aCBIAYYETLCA IHWMM CyAfeto 3i CKnady Cyay, L0 po3rnajas cnpasy, Y pasi BiACYTHOCTI
BCbOr0 CKfagy Cydy - CeKpeTapeM BiAMOBIAHOI CyAoBOI Manatu, y pasi BIACYTHOCTI
CekpeTapsa CyAoBOi nanmatv - 3acTYMHWKOM T[OM0BM Cydy, a Yy pasi BiACYTHOCTI
3aCTYIMHUKa rO/I0BY Cyay - TO/I0BOKO Cyay.

9.6. OthopMeHHs Konil CyLOBMX PillieHb A1 Harnpas/ieHHss CTOPOHaM Y Cripasi Ta
IHLWUMM y4yacHWKaMm cnpasu BIAMOBIAHO [0 BMMOTr NPOLECYabHOro 3aKOHOAABCTBA
34ICHIOE MOMIYHMK cyaal (cypdi-gonosigada). Ha komii CyfoBOro pilleHHs, Lo
Habpano 3aKOHHOT CW/W, 3a3HAYaETbCH fJaTa HabpaHHA HWM YMHHOCTI. Y pasi SKLWO
Cy[0Be piLeHHA He Habpaio 3aKOHHOI cuW, MPO UC NOMIYHMKOM cypdi (cyapi-
[10MoBiJaya) 3a3Ha4aeTbCA Ha KOnMii, L0 HaACWMIAETLCA.

9.7. Konisi cyfoBOro pilleHHA MOBWMHHA BIAMOBILATWM OpUTiHaly Ta MOXe OyTu
BUIOTOB/IEHA LLNAXOM:

9.7.1 BUroTOB/MEHHA KCepoKoMil 3 opuriHasy CyfL0BOro pilleHHs, ke MICTUTLCS B
marepianax cnpasu;

9.7.2 po3apyKiBKM KOMIT CY[OBOr0 piLUeHHs, 30epeXKeHOro B efleKTPOHHOMY
Burnsagi 8 ACAC.

0.8. Konis cynoBoro pilleHHsi, BWroTOB/IEHA MNOMIYHMKOM cyaai  (cyaai-
[0MoBifaYa) AnA Hamnpas/ieHHs yYaCHMKaM Crnpasu, 3aCBifUYETbCA MOMIYHUKOM CyAdi Ta
CeKpeTapeM Cy[0BOro 3acifjaHHs.

9.9. Konia cyfoBoro pileHHs (LOKYMEHTY) 3acBigvyeTbCa BIAMITKOK "3rigHo 3
opuriHasiom".

Kpim TOro, Ha Komii CyAoBOro pilieHHs (OOKYMEeHTY) MOXKe 3a3Havartucs
IH(opMaLlis Mpo Te, LIO OpWriHai Cy[OBOrO pilleHHA (OOKYMEHTY) 3HaxoauTbCs B
marepianax crpasu.

Y pa3i 3acBigYeHHs 3 OpuriHasy efIeKTPOHHOrO AOKYMEHTY, 30epeXXeHoro B
ACAC, npocTaBnsetbCA BiaMiTKa "BUrotoeneHo 3 aBTOMATW30BaHOI CUCTEMU

[AOKYMEHTO00iIry cyay".



9.9.3 Ha snmuboBOMY 60UI Yy BEPXHbOMY MpPaBOMY KyTi MePLUOro apkyLua
[NOKYMeHTa NpocTaB/fAETbCA BiAMITKa "Konis".

9.9.4 Ha Konii AOKyMeHTa 3a3Ha4yaeTbCA HaliMeHyBaHHA Mocaan, 0COOUCTOro
nignucy ocobu, fka 3acsigvye Komito, T iHiujam i npi3BuLLe, garta 3acBigvyeHHs Komil.

9.95 BigmiTKa Mpo 3acBifyYeHHA PO3MILLYETLCA HWXKYE PEKBI3UTY AOKYMEHTA
"Mignuc".

9.9.6 Konisl 4OKyMeHTa CKPINOETLCA BiLNOBILHOK MeYaTKo cyay.

9.10. AKWO Konia CKafaeTbCs 3 KilbKOX apKyLUiB, BOHA Mae OyTW MpoLIHYpoBaHa
HUTKaMW Ha TpWM NPOKOMW, a Ha 3BOPOTHOMY 6OLi OCTaHHbLOIO apKylla CKpinseHa
nignvcom BignoBifanbHOT 0CO6M anapaTy Cyay, 3acBifyeHa BigOUTKOM neyaTku cyay, i3
BiAMITKOK "Bcboro B konii__ apk.", nocaau Ta INMIb BignosigansHOT ocoby anapaty
cyny.

9.11. Konia cyfoBOro pilleHHa 3a 3adBOK Y4YaCHMKa CrpaBy MOXe BMAaBaTUCh
6esnocepefHbO B CyAdi. BUrotoBneHHs, 3acBifyeHHs, MPOLUMBAHHA Ta Bugady Konil
PILLEHHA Y TAKOMY BUMNaAKY 34IAMCHIOTL NPauiBHUKK Bia4iny HafaHHA iH(popMauiiHNX
nocnyr, pyxy agMiHICTpaTUBHUX CrpaB Ta Ai/IOBOACTBA CyAy.

9.12. KoniT fJOKYMeHTIB, [O/ly4YeHUX [0 CYyAOBOI Cnpasu, MOXYTb BuAaBaTuUCA 3a
MMCbMOBOO 3aABOK0 BIAMOBIAATLHUMU NpaLiBHUKaMKU cyady, BiAMOBIAHO 4O pe3ontouii
cyai, y nposamkeHHi SIKOro nepebdysae crpasa, abo IHWOro cyaai 3i cknagy cyay, Wo
pO3rnsAaB crpasy, Y pasi BIACYTHOCTI BCbOrO CKnafy Cydy - CeKpeTapeM BiAnoBigHOT
CY[O0BOI nanatu, Yy pasi BiACYTHOCTI CeKpeTaps CyAOBOi MafaTy - 3aCTYNMHWUKOM TO/I0BU
cyay, a'y pasi BiACYTHOCTI 3aCTyrHWKa rofioBU Cyay - FOM0BOK CyAy.

9.13. ¥ Cyai MOXyTb 3acBigvyBaTnca KOMiT SOKYMEHTIB, L0 CTBOPHOKOTLCHA B
HbOMY, 33 BUHATKOM KOMil JOKYMEHTIB, SiKi BiAMOBIAHO 40 3aKOHOAABCTBA NOTPeOYIOTb
3acBifyeHHs B HOTapia/ibHOMY MOPALKY.

9.14. Konii JOKYMEHTIB IHLWMX 0OCi6, opraHizauiin Ta YCTaHOB 3 iX OpWUriHaniB
MOXYTb BUrOTOBNATACA | 3aCBiAYYyBaTUCA Y TaKNX BUMNaLKaxX:

Ha BMMOTY CY[0BMX Ta NPaBOOXOPOHHWMX OpraHis BifNOBIAHO 4O 3aKOHOAABCTBA;

Mg Yac BUPILIEHHA MUTaHb LWWOAO MPUAHATTA rpomagsaH Ha poboTy, HaBYaHHS
TOWO, a TakoX Mig 4Yac (hopmMyBaHHA OCO60BMX cnpas npauiBHUKiB Cyay  (komii
AMNIOMiB, CBIAOLTB NPO OAepPXKaHHA OCBITU TOLLO).

9.15. Konid AOKyMeHTa 3acBiUYyeTbCS TilbKM B pa3i Npef’siBEHHA  1Oro
opuriHany. He [03BONMAETLCA 3aCBiAYEHHA KOMii [JOKYMEHTIB 3 KOMil, LIO 3acBifueHi
[HWKUMKM  OocobamMu, opraHizayismm Ta YyCcTaHOBaMM, 3a BUHATKOM nepefdayeHnx
3aKOHO/ZaBCTBOM BUMaKiB.".

10. HaknageHHsa pesontouii. HagaHHA gopyyeHHsA. NepefaBaHHA ons
BUKOHaHHSA HEMpPOLECYNIbHUX AOKYMEHTIB



10.1. HenpouecyasbHi BXigHI AOKYMEHTU [ANA HakMageHHA Pe3ontouil MOXyTb
nepefasatucs  KepiBHMUTBY Cydy 3a [OMOMOroH  aBTOMAaTM30BaHOI CUCTEMM
[AOKYMEH TO00iry cyfly B IeHb HaAXOMKEHHS.

Mig yYac nepefaBaHHA TakMX [OKYMEHTIB KepiBHULUTBY Cydy 3a HeoOXigHOCTI
[0Aal0TbCA KOPOTKI AOBIAKM H(OPMALAHOrO 3MICTY 3 MUTaHb, MOPYLUEHUX Y LMX
[OKYMEHTaX, 3a HasiBHOCTI - MOMepefHE UCTyBaHHA. Ha BUMOry KepiBHMLTBa Cydy
IH(hopMmaLliiHa foBifKa CKNafaETbCA Y BUMNALI OKPEMOro JOKYMEHTA.

10.2. Micna BMBYEHHS HENPOLeCyaslbHOr0 AOKYMEHTA KEePIBHULITBO Cyfly Haknajae
PEe30/1I0Lit0, KA BHOCUTLCA [0 PEECTpauiiiHOi KapTKU AOKYMEHTa B aBTOMAaTW30BaHil
cUCTeMi JOKYMEHTOOOiry cyay.

10.3. [Bumory O NOrofkKeHHA HernpouecyaibHUX [LOKYMeHTIB Yy CboMoMy
anenauiiHoMy afMiHICTpaTUBHOMY CyAli Ta MOPSAAOK I1XHbOrO MepefaBaHHA  [/is
BUKOHAHHS 34IMCHIOETLCA 3rifHO i3 3aTBEPLKEHUM Y CYAi MOPSAKOM.

10.4. Heripouecya/lbHUiA  [OKYMEHT MiCNs  HaknafeHHs pesontouii  (HafaHHS
[OPYYEHHS) MOXKe ByTV nepefaHo BUKOHABLLKO 3a 0NOMOroH0 aBTOMaT30BaHOI CUCTEMM
[AOKYMEHTOOBIryY cyay.

11. BUKOHaHHSA HernpouecyaibHUX AOKYMEHTIB | JopyYeHb

11.1. AKLWO BMKOHAHHA AOKYMEHTa abo [0PYYEHHSI KepPIBHULTBA Cydy MOKNaAeHo
Ha [eKifbKa CTPYKTYpHWUX nigpo3dinis (oci6), To BigNoBifa/lbHAM 3a BWKOHaHHA €
CTPYKTYPHUI Nigpo3ain (ocoba), BKazaHWn MepLUmMm.

CniBBMKOHaBLI MOBMHHI ModaTX BCi HeoOXiAHI MaTtepianv BiAgNOBiAalbHOMY
BUKOHaBLKO Y BCTAHOB/IEHUA HUM TEPMIiH.

11.2. AKWOo BIANOBIAAILHUM 33 BUKOHAHHA HENPOLECYya/lbHOro AOKYMeHTa abo
[OPYYEHHS € KepiBHUK CTPYKTYPHOro nigpo3giny amapaty cydy, TO BiH BUKOHYE
CaMOCTIHO abo BM3HA4ae Mif/ernoro oMy npauiBHMKa anaparty cyfy 6esnocepefHiv
BUKOHaBLIEM.

BesnocepeHin BWKOHaBeLb (BMKOHaBLi) BW3HAYaKOTLCA LLUMIAXOM HaKMafeHHs
KepiBHUKOM CTPYKTYPHOro Migpo3ainly anapaty cygy pesontouii | nepefasaHHSA
[LOKYMEHTA B MOPsAAKY, BCTAHOB/IEHOMY JIOKa/IbHUM aKTOM Cyzy.

11.3. JOKYMeHT [/ BMKOHAHHA 3 O4HOro CTPYKTYPHOro nigpo3ainy cygy o
IHWOro Moxe OyTW nepefaHo fuvlle Ha NigcTaBi Pe3ontouii KepiBHUUTBA cydy i3
BHECEHHSIM  BIAMOBIAHOT iH(opMaLil [0 peecTpauiiHOl  KapTKM  [OKYMeHTa B
aBTOMaTM30BaHi CUCTEMI JOKYMEHTOO0OIry cyay.

11.4. BukoHaBeUpb BMBYAE NOAaHi martepiain Ta 3 ypaxyBaHHAM BU3HAYEHOrOo Y
pe3ontouii (4opy4YeHHI) CTPOKY BMKOHAHHA MOAae NiAroToB/eHI NPOMo3unLii.

11.5. 1licng nigroToBKM NPONO3WLiA BiAMOBILa/IbHA 38 BUKOHAHHA 0c06a Hajae ix
KepiBHWMKOBI, SKUA HakiaB pe3osouito (BUAaB [OPYYEHHS), Ta HAa BMMOrY KepiBHMKa
[l0MOBIAa€e NMpPo HMX 0cobumCTO.



11.6. o nepefaBaHHA [OKYMeHTa Ha MiAMNWC BMKOHaBELb MOBWMHEH MepeBipuUTy
/oro 3MmicT, BigpedarysaTu, MpaBWIbHO O(OPMWUTK, 3a0e3MeyYnT  BHYTPILLHE
norofkeHHs. [JOKyMeHT MoAacTbCA Ha MiAnMC pasoM i3 gofaTkaMu [0 AOKYMeHTa Ta
marepianamu, Ha niacTaBi SKMX BiH BUKOHYBaBCS.

11.7. BignoBigb Ha BWKOHaHWA [OKYMeHT (abo i nepwuii NPUMIPHUK),
BUrOTOB/IEHUIA Y NMCbMOBIV (hOpMI, MIAMWUCYE KEPIBHMK, AKMIA HaKMaB pe3ostoLito, abo
0co6a, fKa BUKOHYE NOro 060B'A3KN.

11.8. CTpPOKM BUKOHaHHA HENpoLecyaibHUX AOKYMEHTIB i gopy4deHb Yy CboMOMY
anensAuinHoOMy agMiHICTpPaTMBHOMY CyAdi Ta OpraHisauis KOHTPO/O 3a CTaHOM TXHbOrO
BUKOHAHHSA 341MCHIOETLCA 3riAHO i3 3aTBEPIKEHUM Y CyAl MOPSLAKOM.

12. Ocob6MBOCTI MPOXOMKEHHA B CyAi AOKYMEHTIB MOB’A3aHUX i3 3anutamu
Ha iH(opmaLito

12.1. Po6oTa i3 3anuTamMn Ha iH(opmaLlito B Cyai BefeTbCA BiAnoBiAHO A0 3aKOHY
YKpaiHn «[po goctyn Ao nyo6niyHoi iHgopmauii» Ta MonoXeHHss Npo 3abe3neyeHHs
AocTyny Ao ny6nivyHoi iHpopmauii, Wwo nepebysae y BonogiHHI CbOMOro anensiyinHoro
afMIHICTpaTUBHOIO CyLy.

12.2. 3annTn Ha iHopMmaLito, L0 HAAXOAATb Ha afpecy cyay, NpUiMae i peecTpye
Bigain B aBTOMaTn30BaHiin cCUCTEMI JOKYMEHTOOOIry cyay.

12.3. TMicna oTpumaHHA Ta peecTpauil 3anuT Ha iH¢opmauito BIAMOBIAHO [0
BCTAHOB/IEHOrO PO3MOAiNY MOBHOBaXXEHb HEBIAKMAAHO MepefacTbCA KepiBHULTBY Cydy
L9 HaknageHHs pesontouil (HagaHHA LOpYyYeHHS).

12.4. Tlicna HaknageHHs pe3ontouil KepiBHUUTBOM Cydy 3anuT Ha iH(opmaLito
nepefaeTbes 4O BIAAINY, AKWIA 34IACHIOE KOHTPO/b 338 CTAaHOM BWKOHaHHSA AOpPY4YeHb As
BHECEHHS BiNOBIAHOI iH(OpMaLii B aBTOMATU30BaHy CUCTEMY [OKYMEHTOO0OIry cyay,
MiC/IA YOro HeBiAKNaAHO NepenacTbCAa BUKOHABLAM.

125. Bignosigb Ha 3anuT Ha IH(oOpMaLil0 HafaeTbCAd Ha ajpecy, BKasaHy
3anuTyBayem, Ta 'y 3anuTyBaHi (hopmi.

13. Ocob6MBOCTI NPOXOMPKEHHS B CYfi 3BepHeHb (3asB, CKapr, NporosuLii)
(i3NYHMX abo HPUANYHUX 0CIO

13.1. Po6oTa 3 NMCbMOBMMU MPOMO3ULLIAMM, 3asBaMu Ta ckapramu (isnyHux abo
OPUANYHUX OCi6  (gani - 3BEPHEHHSs), WO He NignararTb po3rnsgy B MOPSAKY
aAMIHICTpaTMBHOIO CY04YMHCTBA, BEAETLCA Y Cyai BiANOBIAHO A0 3aKOHY YKpaiHn "l Ipo
3BEPHEHHA rpomMafsH" y Mopsaky, BCTaHOBNEHOMY MnocTaHOBOK KabiHeTy MiHicTpis
Ykpainn Big 14.04.1997 Ne 348 "Tpo 3artBepakeHHA IHCTPYKUIT 3 A110BOACTBA 3a
3BEpPHEeHHAMM TpPOMafAH B OpraHax [epXkaBHOI Bfagu i MICLEBOro CamMoOBPSAYBaHHS,
06'e4HaHHAX rpoMafsaH, Ha MigNPUEMCTBAX, B YCTAHOBAX, OpraHisauisax He3asleXHo Bij
(hopM BMacHOCTI, B 3ac06ax MacoBOl iHpopmaLii™ Ta 3rigHo 3 MNoN0XKEHHAM NPO NopsA0K



peecTpawii Ta po3rnsay 3BepHeHb i 06/1iKy 0COOMCTOro NPUMOMY rpomagsiH, 3BepHEHb Ta
3anuTiB HapoAHMX [fenyTaTiB, 3anuTiB Ha IH(opmaLito MocagoBux 0Ci6 [epXaBHUX
OpraHiB, (I3VYHNUX i KOPUANYHMX OCIO | 3annTIiB Ha Nyb6nivHy iH(opmauito y Cbomomy
anenauiHoMy afMiHICTpaTUBHOMY CYA.

13.2. 3BEpPHEHHA NPUAMAKOTLCA [0 PO3rNAfy 3 YCiX MUTaHb, L0 Hanexartb A0
KOMMETEHUIT cyay.

[o po3rnsgy He NpUAMatOTbCSA 3BEPHEHHA 6e3 nignucy (aHOHIMHI), Y AKKX
MICTATLCA HeLeH3ypHI CNoBa Ta BUC/MOBW, a TAKOX Taki, L0 HenpuaaTHi 41g YMTaHHS.

13.3. TopsAgok npuiiMaHHSA, peecTpauii, Po3Mnoginy Ta BUKOHaHHA 3BEPHEHb Y
CboMOMY anensuiitHoMy afiMiHICTPaTUBHOMY CYfi 34INCHIOETLCS BIiAMNOBIAHO A0 LOro
[MonoXkeHHa Ta IHCTPYKLUIT.

13.4. 3BepHEHHS, L0 HaAiLWM [0 Ccyay isKi CTOCYHTbCA AiAbHOCTI KePiBHULTBA
Ta/abo cyppnie CbOMOro anensauiHoOro afgMiHiCTpaTMBHOIO cyfy, 060B'S3K0BO
[OBOAATLCA [0 BifioMa rosiosu cygy.

13.5. 3BEpHEHHSA BBAXXAKOTLCA OMpPaLbOBaHUMU, SAKLLO MOPYLUEHI B HUX MUTAHHS
PO3rNAHYTI MO CyTi, BXWUTO HEOOXiAHWMX 3axofiB, HafaHO BiANOBiAb 3afBHWKOBI B
MUCbMOBI (€NEKTPOHHIN) (hopMi, a TaKOXK AKLO MOPYLUEHI MUTaHHA 3HATI 3 PO3rNaay
3aBHMKOM, MpO LU0 € A0ro NMCbMOoBe (ENEKTPOHHE) MOBIAOMIIEHHS.

14. 3BepHeHHs Cy[0BMX piLLeHb [0 NPMMYCOBOr0 BUKOHAHHA

14.1. 3BepPHEHHA [0 BMKOHaHHA CYAOBUX PillieHb 34IMCHIOETHCA B MOPSAKY Ta B
CTPOKW, BCTaHOB/eHI BIAMOBIAHO A0 BMMOr MPOLecyasibHOro 3akKOHOAABCTBA, a TaKOX
IHLUMX HOPMATUBHO-MPaBOBKX aKTIB.

14.2. BWKOHaBYMin NNCT 3a 3asBOKD 0COOM BUAAETbCA CbOMUM  anefsuiiHum
afIMIHICTPaTMBHMM CY[OM 3a YMOBW, LLO Taka 3asBa Hafiuwna 40 MOMEHTY MOBEpPHEHHS
afMIHICTPaTUBHOI Cnpasu 40 CyAy MepLUoT IHCTaHLT.

14.3. BUKOHaBYi NNCTW NPO CTAMHEHHSA CYA0BOro 360py BMIoOTOBATLCA ChbOMUM
anenAuiviHMM agMiHICTpaTUBHMM CYOM Ta Hanpas/AOTLCA HA BMKOHAHHS Y MOPSAAKY,
BM3HayeHoMy n. 141 1 uboro NonoxkeHHs.

14.4. BuKOHaBYI [OKYMEHTM (BMKOHABYMIN JSIMCT, [MOCTaHOBa, YXBana), SKi
BUrOTOBNAKOTLCA CYAOM, MatOTb BIAMoBifaT¥ BMMOram [0 BWKOHABYOro [OKYMEHTA,
BCTAHOB/IEHNM 3aKOHOM.

14.5. BMKOHaBUMIA IUCT POPMYETLCA Ha NigcTasi BHeceHUX aaHux B ACAC.

14.6. Y pasi BigCYTHOCTI rO/IOBYHOUOro CyA4i BMKOHaBYMA NIACT NIANUCYETHCH
IHLWMM CcyAadeto 3i CKnady cyay, Lo po3risgas crpasy, Y pasi BiACYTHOCTI BCbOro CKiagy
Cy4y - CekpeTapem BiAMOBIAHOT CYA0BOI Nanartu, y pasi BIACYTHOCTI CeKpeTaps Cyn0BOl
nasatm  3acTyrnHWKOM ro/fioBM Cydy, a 'y pasi BIACYTHOCTI 3aCTynHMKa rofioBn cyny
ro0BOO Cyay.



14.7. JICTyBaHHS LIOLO BWKOHaHHSA CY[OBOr0O pilleHHS nNigwmBaeTbCcAa [0
marepianis BiAMNOBIAHOI CYA0BOT CrpaBy.

14.8. KOHTPONb 3a BWMKOHAHHAM CYO0BOro PilleHHS 3AIACHIOE Cyd Y MeXax
MOBHOB&)XKeHb, HalaHNX MOMY 3aKOHOM. [0 OTpMMAaHHSA MOBIJOM/IEHHS MPO BUKOHAHHS
CYZ0BOr0 pilLeHHs MaTepiasiv LLoAO0 BUKOHaHHA MnepebyBatoTb Ha KOHTPON.

14.9. Bu3HayeHa KepiBHMKOM arapaty Cyay BianosifasibHa 0coba KOHTPO/OE
CBOEYACHICTb Ta MOBHOTY MOBILOM/EHb MPO BUKOHAaHHA CYAOBOr0 pPiLUEHHA. Y pasi
HeoZepyXXaHHA MOBIAOM/IEHHSA NPO BUKOHAHHA Cy[0BOr0 pilleHHs BiH LOMOBIAAE Mpo Le
roNOBYHOUOMY CYAfI, AKAIA BXMBaE HEOOXIAHMX 3aX0fiB.

14.10. CypoBe PpilLUEHHA BBa)XKAETbCA BUKOHAHUM /vLE MICNA  OTPUMAHHS
MOBIOM/IEHHS MPO Or0 BUKOHAHHA B MOBHOMY 06CHS3I.

14.11. OpuriHann BUKOHaBYMX [OKYMEHTIB MPO CTATHEHHA 3 [ep>KaBHOro opraHy
Cy[o0BOro 36opy, wrpady (K 3acoby npouecyasibHOro npuMycy) HaAcuiarTbCs A0
BIANOBIAHUX TepuTopianbHUX ynpasniHb JCA YKpaiHu, 3a MICLE3HaX0MKEHHAM Cyay,
SKUM  BMAAHO  BWKOHABYMIA  [OKYMEHT, 4718 1X MOJa/bLUOro  npep’sBeHHS
YMNOBHOBaXXeHUM npeactaBHUKOM ACA YKpaiHn [o opraHiB [ep)XaBHOi KazHa4yencbKoi
CNy)Xbn YKpaiHn B NopsaKy Ta CTPOKW, BCTaHOB/IEHI 3aKOHOAABCTBOM YKpaiHW.

OpuriHaIn  BMKOHaBYMX [OKYMEHTIB MPO CTArHEHHA CYA0BOro 360py, npo
HakKnageHHa Wwrpady (AK 3aco6y npouecyasibHOro NpuMycy) 3 QisUYHNX Ta PUAUYHUX
oCib npea’saBAATLCA Cyfamy ANA BUKOHAHHA [0 BiANOBIAHMX OpraHiB AepXKaBHOI
BMKOHABYOI CNy>X6U B MOPSAKY Ta CTPOKW, BCTaHOBMEHI 3akoHOM YKpaiHu "Tpo
BMKOHaBYe NpPoBaXXeHHA".

14.12. Tlepen HanpaB/ieHHSIM BMKOHaBYOro [OKYMeHTa BifnosigasibHa 0co6a,
BM3HayYeHa KepIBHMKOM anaparty cydy, MepeBipse cTaH [06pOoBiNbHOT crniatu
BopPXXHMKaMK Cy0BOro 360py abo wwTpady (K 3acoby npouecyasbHOro npumycy) Ao
OKeTY (3a3HayeHNin 00OB’A30K BWHMKAE Yy BIANOBidaNbHOI 0COGM cydy nuiie 3
MOMEHTY HagaHHAa [JCA YkpaiHn [octyny Ao iHgopmauii, HeobXigHOi ansa Takol
MepeBIpKN).



