SATBEP/UKEHO
Hakasz Koopaunauiitnoro ueHTtpy 3

Ha/laHHs [IPABOBOI JI0TMOMOIH
O fes eronecec221 poky Ne 744
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IHeTpyKUist 3 AOKYMEHTYBAHHS YNPaBliHCbKOT iHpopmauii B eJIeKTPOHHI
dopmi Ta opranizamii podGOTH 3 €JIEKTPOHHHMH J0KYMEHTAMH B I1J10BO/CTBI,
€JIEKTPOHHOI0 MizkBiloM40ro oominy B KoopauHauiiinomy neHrTpi 3 Hajjlanust

NpaBoBoi 10NOMOIH

I. 3araqbHi NOJIOKEeHHSA

1. Ilg Inctpykiis BignosiaHo o 3akony Yxpainu «[Ipo enekTpoHHI JOKyMEHTH Ta
eJMeKTPOHHUI JIOKYMEHTOO0OIr» Ta IHIINX aKTiB 3aKOHO/1aBCTBA BU3HAYAE!

MOPAAOK TPOXO/UKEHHS €JIEKTPOHHOr0 JOKyMEHTa 3 MOMEHTY Horo cTBopeHHs abo
oJIepKaHHs i 10 MOMEHTY Bianpasjienns abo nepeaaBanHs 10 apxiBy KoopauHaiiiHoOro neHTpy
3 Ha/IaHHs 1PaBoBoi jonomory (aani — Koopaunauiiauii nexsTp):

jarajgbHi 3acamd (YHKUIOHYBAHHS T4 BMKOPHCTAHHS CHUCTEMH EIEKTPOHHOI B3aeMOIT
oprauis BukoHasyoi sraju (nani — CEB OBB);

onepaTHBHMiT iHOpMaILiiiHHit 0OMiH 3 BAKOPHCTAHHAM CTYKO0BOT €JIEKTPOHHOT MOLITH.

I{s [HCTPYKIilisi BCTAHOBIIIOE 3arajibHi paBuia 3AIHCHEHHS MOHITOPHHIY CTaHy BUKOHAHHS
YIPaBIiHCHKUX PillEHb.

Ils IHCTpYKIlis NOMMPIOCTBCS HA BCI  CICKTPOHHI JIOKYMEHTH, MO0 CTBOPIOIOTLCH,
BiZNpaBsioTECs abo oliepiKyroThes KoopauHanitHum HeHTpoM.

OcoGmmBocTi  opraHizaiii AiJIOBOACTBA 3 JOKYMEHTaMH, MO MicTATh iHpopmaLio 3
0OMEKEHHM JIOCTYHOM, ALIOBOJACTBA 3a 3BEPHEHHSIMU TPOMAIAH, 3amuTamMu Ha myOlnivHY
iHpopmanilo  BH3HAYAKOTBCH  OKPEMHUMH OpraHizamiiiHo  po3MOpSAYMMU  AKTaMM
KoopauHaliifHOro LEHTPY, MPH 1bOMY BHMOTH wi€i [HCTpYKUiT NOmMMPIOIOTHCS HA 3a3HAYCH]
BUJIM JIJTOBOJICTBA B YACTHHI 3arajbHUX MPUHIIUIIB POOOTH 3 AOKYMEHTaMH Ta B Tilf 4acTHHI,
sika [IPSMO He BU3HAYEeHA OKPEMHMHU HOPMATUBHO-TIPABOBMMH aKTaMH.

Bumorn wiei Inerpykuii 10 poGoth 3 nepBHHHO-06/1K0BOIO, GaHKIBCHKOI0, (HiHAHCOBOIO,
3BITHO-CTATHCTHYHOIO, HAYKOBO-TEXHIYHOW JTOKYMEHTALIEIO MOUMPIOIOTHCS UIEe B 4YacTHHI
3arajibHUX MPHUHLKIIB pOOOTH 3 TOKYMEHTAMHU.

2. OcuoBHa GopMa NpoBa/PKEHHS J1i10B0jIcTBa B KoopauHaLifiHOMY LIEHTPI € eIeKTPOHHA.

JlokyMeHTYBaHHS yrpaBaincekoi ingopmauii B KoopannauiitHoMy neHTpi 311ACHIOETbCH B
clleKTpoHHi  dopmi i3 3actocyBamHsM  KBaliyikoBaHOTO  €NEKTPOHHOrO  MiAmHCY,
KBaaiiKOBaHOI €/IEKTPOHHOI MedaTku Ta KpamidikoBaHOI €leKTPOHHOI MO3HAYKM vacy, KpiMm
BUMAKIB HASBHOCTI OBGIPYHTOBAHMX TiACTaB /s ZOKYMEHTYBAHHS YNPaBIiHCHKOT iH(opmanii y
naneposiit popmi, AKUMH BH3HAKOTHLCA:

JIOKYMEHTH, 10 MicTATH iH(OPMALLIFO 3 0OMEKEHUM JIOCTYTIOM, BUMOTa 1IO/0 3aXHCTY SKOT
BCTAHOBJIEHA 3AKOHOM;

e/IeKTPOHHI JOKYMEHTH, 0 He MOXKYTb OYTH 3aCTOCOBaHi SK OPHUTiHAJ 3riIHO 3 BUMOTaMH
3aKOHY
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JIOKYMEHTH, BHMOTa 110710 ONPALOBAHHSA AKX Y nanepoBiii (GOpMi BCTAHOBIIEHA AKTaMH
KaGinety MinicTpiB Ykpainu.

3. 3arajpHi 3aCa/IH JIOKYMEHTYBaHH yrpaJiHchKoi indopmarii B KoopauHariiinomMy neHTpi
Ta OCOGIMBOCTI BeJeHHS JIMOBOJACTBA Yy Taneposiit ¢opmi BU3HAYaOThCA [HCTPYKUICH 3
JIOKYMEHTYBAHHS YIpPaBIiHChKOT iH(opmaltii B enekTpounii gopmi Ta oprasizaiii pobotH 3
eNEKTPOHHUMM  JOKYMEHTaMM B JIUJIOBOJICTBI, €JIEKTPOHHOIO ~MDKBIZOMHOro oOMIHY B
KoopauuariiiHoMy HeHTpi 3 HaJaHHs MPaBOBOi jomoMory (nani — IHeTpykuis 3 JII0BOJICTBA B
eeKTponHiit  dopmi) Ta IHCTPYKIIEK 3 JIOKyMEHTYBaHHS YNPaBIiHCHKOT inpopmauii Ta
Opraﬁi‘zaui'f poBOTH 3 JOKyMEHTAMH, CTBOPEHMMH Y naneposiii dopmi B KoopaunauiiiHomy
LeHTPi 3 HAJAHHS MTPABOBOT JOMOMOTH (J1ai — [HCTPpYKIis 3 JII0BOACTBA Y naneposiii popmi).

4. Jlo eNeKTPOHHMX JOKYMEHTIB, MiAMHCaHMX (MOTOUKCHAX) 13  3aCTOCYBAHHSIM
KBamipiKOBAHOrO €JEKTPOHHOrO mianucy abo 3acBilYEHHX KB (PIKOBAHOIO €JIEKTPOHHOIO
1€YaTKOIO, BUMAraTH BIITBOPEHHS Bi3yaqbHOro miamucy abo BiAOMTKA MeHaTKN HE3AIEKHO B1JL
ocobanBocTel OOPMIEHHS JOKYMEHTIB HE JI0MYCKAETBCA.

5. TlpoxoukeHHs B /ioBojcTBI KoopaunauliiHoOro meHTpy 0AHOro i TOro K JIOKyMeHTa B
eJIeKTPOHHIN Ta namepoBiit Gopmi He AOTYCKAETHCA.

6.V wiit [HCTPYKIIT TePMiHM BKMBAIOTLCS Y TAKOMY 3HAYCHHI:

1) eNeKTPOHHHMI ay/MiOBI3yaIbHUH [OKYMEHT — CNEKTPOHHMH JIOKYMEHT, 3MICT SKOro
NPeACTABICHO y BUIVISL BiACOpALY, 300pakKeHHs i/abo 3ammcy 3ByKy. Ans dixcysanus i/abo
BIATBOPEHHS AKMX 3aCTOCOBYIOTH BiINIOBIIHY anaparypy, Ha aKkuil Haks1ag1eHo KBajiikoBaHHH
€IEKTPOHHMH TANKC,

2) 6/1aHK e1eKTPOHHOTO JoKyMenTa (61aHK) — yHi(pikoBaHa (opma eneKTPOHHOIO JIOKYMEHTA
Koopauuaitiitnoro nerTpy abo #oro crpykTypHoro TMiAPO3 iy 3 BiAMOBIAHUMH PEKBI3UTAMH Ta
oMy TiocTiiHof i 3mMinHOT iHGOpMai;

3) Bizyasisaitis — npolec BiATBOPEHHS JTaHuX y dopmi, 1110 € CIPHIHATHOO JTHOIMHOIO;

4) BATAr — 3acBifYeHa KOIis YaCTHHH TEKCTY €/JCKTPOHHOTO AOKyMEHId, SIKMIT MICTHTD
meBHuMi oOcar iHdopmailii abo 3anmncy peecTpy:

5) NOrO/UKEHHS IPOEKTY ENEKTPOHHOIO JOKYMEHTA — HaKIalaHHA 110¢a10BOK0  0c0b010
KBa1i(PIKOBAHOI'O €IEKTPOHHOIO Mi/IACY HA MPOEKT eJEKTPOHHOIO J0KYMEHTA JUIA 3acBiiueHHs
(haKTy NOrojUKeHHs i€t 0000k 3aBi30BAHOIO MPOEKTY JIOKYMEHTA!

6) CHEKTPOHHUIA JOKYMEHTOOOIr KoopauHauiiftHoro ueHtpy — 00ir (IPOXOUKEHHS )
CTy’KGOBUX €/IEKTPOHHUX JIOKYMEHTIB 3 MOMEHTY iX CTBOPCHHA a60 ojiepKaHHs 10 3aBepLUICHHS
BMKOHAHHS, BiINIPABJICHHS, 3HUIIEHHs a0 nepeiaBaHHs 10 apxiBy;

7) eNeKTPOHHA Komis €JIeKTPOHHOrO J0KyMEHTa — Bi3yallbHE MOJAHHS EJICKTPOHHOTO
JOKYMEHTAa B eNeKTPOHHIA (opmi 6e3 kBatihikoBaHMX EIEKTPOHHMX Mi/IIHCIB, AKHMH itoro
Gyno 3aBizoBaHo Ta/abo MTHCAHO, BiANOBIAHICTL Ta NpPaBOBMil CTAaTyC SKOI 3aCBI/{YEHO
KBa/11(pIKOBAHOKO €JIEKTPOHHOIO NE€YATKOIO:

8) eJleKTPOHHA KOIlisi OpUIiHally ManepoBoro A0KyMeHTa (dhoTokomis) — BizyalibHe NOAAHHA
[1anepoBOrO  JIOKyMEHTa B eleKTPOHHiH  (opwmi, OTpUMaHe IJIAXOM  CKaHyBaHHA
(poTorpadysanns) NanepoBoro AOKyMeHTa, BLAMOBLAHICTS OPHTIHATY Ta TIPABOBHI CTATYC
4KOI'0 3aCBi/14eHO KBAMI(PIKOBAHOIO €EKTPOHHOIO NEHaTKOI KoopauHaifiHOro HEHTPY:

9) eqeKTPOHHNMIE BHYTPILUHIH ONUC JOKYMEHTIB CrIpaBu — oKkpeMuii 00IIKOBHH €1eKTPOHHHH
JIOKYMEHT, 110 MIiCTHTDb TepeiK 34rOJIOBKIB 10 TEKCTIB €JeKTPOHHHUX JOKYMEHTIB CHpaBH 13
3a3HAUEHHSM MOPSIKOBHX HOMEPIB JOKYMEHTIB, 1X peecTpauiiiHuX iHJIEKCIB, JaT, KIJIBKOCTI
CTOPiHOK Ta HaiiMeHyBaHHS (aiiiB Bi/INOBIAHNX €NEKTPOHHHX JOKYMEHTIB;

4




3

10) enexkTpOHHHH KypHAl — OKPEMHH PEECTp CHUCTEMH EJIEKTPOHHOIO IOKYMEHTOOOIry
Koopaunaniiinoro uentpy (nani — CEJI), mo MicTHTh 3alMcH nmpo 3apeecTpoBaHi JOKYMEHTH,
00’€1Hani 3a MeBHOK 03HAKO0I0 abo rpyroo 03HakK:

11) enekTponHa pe3omois — pekBi3uT, skuil crBopeHuit y CEJl T1a skuii BHOCHUTBCA 10
peecTpalifiHO-MOHITOPUHTOBOT KapTKH €NeKTPOHHOTO JOKYMEHTa i HEepO3pHBHO TOB’s3aHUH i3
Helo. EnexTpoHHa pe3osiollis MICTHTh CTHCIMHA 3MICT JOpyuYeHHs (BKa3iBKH) 1ocajoBoi ocobu
OJ0 HOr0 BUKOHAHHA Ta NOB’S3aHMIl 3 HE KBamiQiKOBaHMH €NEKTPOHHMH niamMc el
nocanoBoi 0cobu. EjeKkTpoHHA pe3oiowis € €IMHOI JONMYCTHMOK €JIEKTPOHHOK (opMoio
peasizanii jopyueHb, BUIAHUX B €NeKTpOHHIN dopmi, Bizyanizauis sKol BH3HA4AETHCHA M€K0
IHcTpyKui€;

12) enleKTpOHHA CIIpaBa — CYKYIHICTh (haiiiliB eeKTPOHHHX JOKYMEHTIB, 1110 BXO/ATH /10 Hel,
€JIEKTPOHHOTO BHYTPIIIHBOTO OTIUCY Ta 3aCBi14yBaIbHOIO HAIMCY CIIPABH;

13) eneKTpOHHMIT JI0BIIHHK — €IeKTPOHHO-/I0BIAKOBHIi NEPENiK IIPUKIAIHOTO XapaKiepy, B
KoMy 310paHo THNOBI HAbOpH J1aHUX;

14) eeKTPOHHE MOBIAOMJICHHS — ABTOMATHYHO a0 y pa3i HeoOXiAHOCTI aBTOMAaTH30BAHO
CTBOpEHA Ta MepelaHa B eNeKTPOoHHIN Gopmi iHopmaltis npo 10cTaBKy/ OTpUMaHHs/ BIAMOBY B
peecTparii/ peecTpalliio eeKTPOHHOTO JOKYMEHTa apecaToM Ta iHiue:

15) iHAMKaTOpH CTaHY BMKOHAHHS [OKYMEHTIB — BH3HAYEHI KpUTepii eTaniB NPOXOLKEHHS
A0oKyMeHTiB B Koop/iuHauiiiHoMy HEHTPI 3 METOIO iX MOHITOPHHTY;

16) KOHTPOJIbL — KOMILIEKC 3aXO0/IiB, 110 3AiHCHIOITBCA /T MEPEBiPKH Ta OLIHKA BHKOHAHHS
MOCTAB/IEHHUX 3aB/IaHb (YIIPABIiHCHKHX PillCHb);

17) cucTeMa MOHITOPMHIY — KOMILIEKCHA aBTOMATH30BaHa CHCTeMa Oe3nepepBHOro 360py.
06po6KK, crcTemMaTH3alii Ta ananizy iHpopmaLii 1po cTaH BUKOHAHHS YNPaBliHCBKHUX PilICHD
(eeKTpoHHMX AoKyMeHTiB) B KoopauHanifinomy neHTpi;

18) omc crpas B €1eKTPOHHIN GOpMi — AOBIIHUK B eCKTPOHHIN (opmi, mpu3HadeHHiT s
061iKy Ta pPO3KPHTTA 3MiCTy OJMHHIbL 30epiraHus, OAMHMIL OOJIKY. 3aKpIiTUIeHHs  1X
cHCTeMaTH3allil B MexkKax apXiBHOro Gony:

19) mnamepoBa KOMis OpPHUTiHALY €JICKTPOHHOIO JOKYMEHTa — Bi3yallbHE 110/1aHHs
€JIEKTPOHHOTO JIOKYMEHTA Y Maneposii dopmi, sike 3acBijl4eHe B ITOPS/IKY, BCTAHOBICHOMY i€
[HCTPYKLI€HO;

20) mignMcaHHs NPOEKTY €NEKTPOHHOrO JIOKyMeHTa (MINHCAHHA) — HaKIaJlaHHs
VIIOBHOB@XKEHOIO 0c00010  (yNOBHOBAXKEHUMH ocobamu), 3a3HAYCHOK (3a3HAYCHUMH) Y
PeKBi3UTaX MiJIKCYyBa4a TAKOIO JIOKYMEHTa, KBali(ikoBaHOTO €NEKTPOHHOIO MAIUCY
(MiAnuUciB) HA NPOEKT EJEKTPOHHOTO AOKYMEHTa /1T 3acBigueHHs GakTy HOro mijimUCaHH;

21) moromKyBad — TocajgoBa ocoba, IO 3AifiCHIOE Bi3yBaHHS (ITOrOUKCHHS) TPOEKTY
JIOKYMEHTAa;

22) npaBoBHii cTaTyC — HaOpaHHs eJ1CKTPOHHUMH AaHMMH IOPHIHYHOT CHITH;

23) NpUMIPHHK €JEKTPOHHOTO MOKyMeHTa — (aiii, skuii MicTHTh HaOip J@aHuX. TOTOKHHUH
OpHTiHAIY eJeKTPOHHOTO JIOKYMEHTa:

24) NMPOEKT €IEKTPOHHOIO JOKYMEHTa — JOKYMCHT B eJIEKTPOHHIH (opmi 10 HAKIIAICHHS
KBaTiiKOBAHOTO ~ EJIEKTPOHHOrO MiAMACY YNOBHOBAKEHOW 000010  (YIOBHOBAKEHUMH
ocobam), 3a3HAUCHOIO (3a3HAYCHUMH) Y PEKBI3HTAX MIANKCYBAYa TAKOro JOKYMEHTA;

25) pejakuiiina npaBka — Oyab-fike pejaryBaHHA MOPOEKTY €JICKTPOHHOTO JAOKYMCHTA,
BHKOHYBaHE aBTOPOM, TIOTODKYBaveM abo MiIHCyBaveM;

26) peecTpatop — MPAiBHAK BiMUIY JOKYMEHTOOOIry Ta apXiBHOT CIIpaBu oprasizailiiHoro
ynpasininas Koopauunauiiinoro uentpy (nam — Bifulin 10KyMeHTOOOIry). YIOBHOBAKEHHI Ha

———e
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3iHCHEHHs. peecTpailii BXiAHUX Ta/ab0 BHYTpIlIHIX, Ta/ab0 BHUXIAHMX JOKYMEHTIB Y
KoopaunauiitHoMy HeHTpi:

27) peecTpatiiitno-MoHiTOprHTOBA KapTka (1ani — PMK) — kaptka B enekTponHii gopmi, 1o
MICTHTH BMYepIHY iHQOpMaLil0 TPO CTBOPEHHA, OJEpPKaHHA, MPOXOKEHHS, BHKOHAHHA,
BiiIpaBIeHHs, 30epiranHs Ta 3uuieHHs B KOOpAMHANIHOMY HEHTPi I0KYMEHTA HE3aIIeKHO BL
(hopmMH HOTO CTBOPEHHSA;

28) peKBI3UT EIEKTPOHHOTO JOKyMeHTa — iH(opmaiis, 3adikcoBaHa B €ICKTPOHHOMY
JOKYMEHTI Ta peecTpatliiiHo-MOHITOPUHIOBI# KapTui [Uis #oro inenTndikanii, oprauizauii obiry
Ta HaJaHHs HOMY IOPHIUYHOT CHIIH;

29) CEJl — cucTeMa €IEKTPOHHOIO [JOKYMEHTOODIrY, siKa € CYKYHHICTIO TIPOrpaMHO-
TexHigHUX 3acoBiB, MPU3HAYEHHMX Ul aBTOMartu3allii oprauizaiii poGOTH 3 eNeKTPOHHHMH
JIOKYMEHTaMu y Ji10Bo/IcTBI KoopAuHaiiHOTO HeHTPY:

30) cayx6oBa eleKTPOHHA MOIITA — €JEKTPOHHA IoluTa (MOLTOBA CKpHHBKA) MpaniBHUKa
KoopauHauiiHoro LeHTpy, copmoBana 3 BUKOPHCTAHHAM JOMEHHOTO iMeHi y JioMeHi
legalaid.gov.ua s 0OMiHy YIpaBliHCHKOIO iH(OPMALI€IO, AKa HE Mae FOPUMIHOT CHIIN;

31) ynosHoBaxeHa ocoba — ocola, sKa HaliIeHa IPABOM BUHHATH 1T Ta BIATIOBIJA€E 3TiAHO 13
3aKOHO/IaBCTBOM 3d HACJI/IKM 1X BUMHEHHS,

32) ynpaBmiHchka inopmamis — CYKynHiCTh HEOOXIAHMX JaHHX, AKI  CIIPUATHMYTh
BUPIIICHHIO YIPABIIHCHKHX PIlICHD]

33) ynpapiincbke pimeHHs — Oy/b-ske 3aBJaHHA, BH3HAYHE I0CA0BOIO ocoboro abo
KoJIerialbHUM OpTraHOM B MeKaX MOBHOB&XEHb Ta CMpPSAMOBAHE HA JOCATHEHHS TOCTABJICHHX
ineii;

34) hopMyBaHHs €NEKTPOHHHUX CIIPAB — IPYNyBaHH BUKOHAHUX €TCKTPOHHUX JIOKYMEHTIB ¥y
CTIpaBY Bi/ANOBIHO 0 HOMEHKIATYPH cnpas KoopAMHALIAHOTO UEHTDY.

[Hii TepMiHN BKMBAIOTHCS y 3HAYEHHI, HaBEICHOMY B 3aKoHaX YKpaihu «I1po eneKTpOHH]
JOKYMEHTH Ta eJeKTPOHHHMI J0KyMeHTo0Oir», «ITpo eeKTPOHHI moBipui mocayru», «lIpo
Haidonanpuuii  apxiBauii (GOHI Ta apXiBHI YCTAHOBH», a TaKOK Pernamenti oprasizanii
B3a€MOJii OpraHiB BMKOHABYOI BJa/M B €JICKTPOHHIH (opmi, 3aTBEP/UKEHOMY HOCTAHOBOKO
Ka6inery Minictpis Ykpainu Bia 17 ciuns 2018 poky Ne 5

7. Oprasxizauis eJ1eKTPOHHOTO JoKyMeHTo06iry B Koop/HaitiiiHoMy LeHTpi NOKIa1a€Thes
Ha BiATi1 TOKYMeHTOOOIry, SKuii 3a0e3neuye:

pO3pOGIICHHS €TMHOTO TOPSKY JOKYMEHTYBaHHsI ynpasiincekoi iH(popmalii Ta poborn 3
JIOKYMEHTaMM He3aJIesKHO BT POPMH IX CTBOPEHHS!

po3pobiIeHHs HOMEHKIIATYPH CTIpaB KoopaAnHaiiHOTO HEHTPY:
peecTpailiio Ta 00K JIOKYMEHTIB;

HAJTAHHS METOIMYHOT JOTMOMOTH Ta KOHTPO/b 3@ JOTPHMAHHAM YCTAHOBICHOTO TMOPALKY
pOOOTH 3 €1eKTPOHHHUMH IOKYMEHTAMHU B CTPYKTYpPHHX miaposaisnax KoopuHaliiiHOro HeHTpy;

opraHizauiio JoKyMenT006iry, opMyBaHHs CIIpas, X 30epiraHus,
BIIPOBAJKEHHs Ta HATJIAJL 32 IOTPUMAHHAM CTPYKTYPHUMH mizposaiiamu Koopaunaniinoro
IeHTPY BUMOT i€l [HCTPYKILIi:
IPOBEACHHS PEryJISPHUX TNEPEBIPOK CTaHy AiNOBOACTBA B KoopauHauiitHoMy LEHTpl, a
TAKOXK HOr0 TEPUTOPIATbHUX BIUIIEHHSX ]

pukopuctanuss CEJl, Bejaenns  T1a aKTyamni3alilo  eNEKTPOHHUX  JIOBIIHMKIB B
Koop/iuHaIiifHOMy HEHTPI;
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JOTPUMAHHS BUMOT 110 ITIATOTOBKH €JIEKTPOHHHUX Ta IarnepoBHX JOKYMEHTIB Ta opraHizailii
poOOTH 3 HUMH:

OpraHizalilo HAIVISULY 33 CTaHOM 30epeskeHHs J1oKymeHTalliiinoro donay Koopanhaniiitnoro
LEHTPY B eJIeKTPOHHIH PopMi Ta KOPHCTYBAHHS HHM;

indopMalliiiny B3a€MOJI0 3 OpraHaMM BHKOHABYOI BIAAM Ta IHUIHMH JIEPKABHUMH
ycranoBamu yepe3 CEB:

pO3pOGIEHHS THIIOBUX MAPIIPYTIB MPOXODKEHHS IOKYMEHTIB B YCTAHOBI:

mepeBipky MpaBHIbHOCTI Bisomocteid, BHeceHnx o PMK' enekrponHOro JOKyMEHTa 3d
3BEJICHOK HOMEHKJIATYPOIO cripaB KoopiuHawiiHoro nenTpy. Ta yTOUHEHHS LHX BIIOMOCTEH 32
eKCMEePTH30I0 [IIHHOCTI EIEKTPOHHOTO JIOKYMEHTA;

iHiniloBaHHA Ta NPOBEJCHHS [ijBMIeHHs Kpaipikauil npauiBHUKIB KoopanHamiifnoro
IIEHTPY 3 MUTaHb JiTOBOJACTBA.

8. JlitosomcTBo KoopauuauiifHoro —ueHTpy. opraisaiis 00MiHy  €JIEKTPOHHUMHM
JIOKYMEHTAMM 3 IHUIHMH YCTAaHOBaMM 3IACHIOIOTHCA BHKIIOYHO 3 BHKOPHCTAHHAM CEX,
interposanoi 10 CEB OBB. CEJ] dynkuionye Ha 6asi aBTOMATH30BAHOI CUCTEMH KOHTPOIIO 1
opranizanii ainosoactsa ACKOJL, ska npu3HadeHa Juid apromMaTu3anii npoieciB 00poOKH
KOPECTIOH/IeHILi IUISIXOM BHKOPHCTAHHS CY4aCHHX KOMII'OTEpHUX TEXHOIOri# y JiTOBOJACTBI,
BIIPOBA/DKEHHS  €JIMHOT TEXHOJIOrii  onpaifoBaHHs  BXUIHOI, BUXIJIHOI KOPECMOHJEHIII,
BHYTPIlIHBO-PO3NOPS/TIMX JOKYMEHTIB Ta 3BEPHECHb IPOMAIH, KOHTPOJIO 3a X MPOXO/KCHHAM
i BukoHaHHsM. KoopamHauiiiuuii ueHTp Mae Ge3CTPOKOBE IPABO KOPHCTYBaHHA MPOrpaMHIM
npoaykrom CEJl ACKOJI i 3abesneuye a0cTynm a0 HBLOTO TEPUTOPIATLHUM  BIULLIEHHSAM,
[LTAXOM TIPHAGAHHS U HHX KOPHCTYBALTbKUX JLEH31H.

9. 3alesmeueHHs JOCTYNY TpPAliBHUKIB CHCTEMH 32 HAsSBHUMH KOPHCTYBallbLKHMH
ninemsismu, saGesnedenns 3axucty iHQopmaiii, mo o0podnAeThCA B CEJI, Ttexuiune
cynposopkennss CEJ] Ta #oro nporpamHo-anapatrHe zabe3nedeH s, BiJANOBIAAIBHICTE 32
30eperKeHicTh AOKYMEHTIB Ta COPMOBAHMX CIIPaB, 3a0e3nedvenns (pyHKUIOHYBAHHA €IMHOTO
MACHBY €/IeKTPOHHHX JOKYMEHTIB, & TAKOXK (POPMYyBaHHSA CTPYKTYPH €JICKTPOHHNX JIOBI/IHUKIB ¥
CEJL, ix BeJeHHs Ta aKTyasi3allis MOK/IaalThes Ha yIpaBiaHs iHGOPMAIIHHNX TEXHOIOTTH Ta
aHamisy Jdadux KoopanHaliiHoTo HEHTPY.

10. Bukopucranus KalidyikopaHoi €ICKTPOHHOI MO3HAYKM 4aC) Mijl 9ac HaKIajlaHHs
KBaJTi(piKOBAHOIO €NEKTPOHHOTO nianucy  abo  kpanidikosaHol €JICKTPOHHOT TIeYaTkH €
0D0B SI3KOBIM.

I1. MizkBitoM4Hii OOMiH €JIeKTPOHHHMH 10KYMEHTAMH

11. OO6MiH eeKTPOHHHMH JOKYMEHTaMH 4epe3 CEB OBB 3aiiicHIO€TbCS BHKIIOYHO 3
JOTPUMAHHAM BUMOI [0 BCTAHOBICHHX dopmaTiB JIaHUX €JIEKTPOHHOIO JTOKYMEHTOOOIrY B
yCTaHOBAX.

O6min mokymentamn noza CEB OBB jonyckaerbes Jile OO JIOKYMEHTIB, 10 SKHX
MOXKYTh OyTH 3aCTOCOBaHi OOIPYHTOBAHI MiACTABH, pu3HayeHi myHkToM 2 1iei lueTpykuii, Ta 10
nokymentis nekopuctysauis CEB OBB.

12. CEB OBB 3a0e3neuye TapaHTOBaHy JIOCTaBKY €ICKTPOHHHX JOKYMEHTIB Bia iX
Bi/ITPaBHUKIB 10 iX OJepiKyBadiB (aapecaris).

13. Kopuerysaui CEB OBB Biamosinarorte 3a MOBHOTY Ta nocrosipricTs  iH(GopMmalti,
BHECEHOI HUMH JI0 CUCTEMH.

[puiiManHa BXUIHAX €/IeKTPOHHHX JAOKYMEHTIB

4
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14, EnekTpoHHI JJOKYMEHTH, 110 HaaxoaaTh A0 Koopaunaniinoro nentpy yepes CEB OBB.
MPHIIMAIOTBCH BiJIIJIOM JIOKYMEHTOO00Iry.

15. Enexrtponuuii gokyment, mo 3asantaxuscs i3 CEB OBB a0 CEJl, BBakaerscs
JIOCTaBJICHHM ajipecary.

16. Tlonepejniii po3ris €1eKTPOHHOTO JIOKyMEHTa 3AiHCHIOETBCS B €NEKTPOHHIN (popmi
BI/UILIOM JJOKYMeHT000iTy 3 Bukopuctanusam CEJL

[Tij1 yac monepeHbOro PO3IIsay BH3HAYACTHCA:
YH Ma€ eJeKTPOHHUI JIOKyMeHT Oy TH JIOTYIIEHH JI0 peecTpaitii:

un motpebye pos3risay kepisauirsomM KoopiuHauiiiHoro nentpy abo HajacuiaHHs micis
peecTpailii 3a HAJIEKHICTIO 710 TepUTOpianbHUX BiUtiIeHh KOOpAHHALIHHOrO UEHTPY:!

YH HAJICKHUTH 10 CICKTPOHHHX ;TlOKyMCH'IiB TepMiHOBDFO PO3TIIALY (()l'lp&l.llﬂBaHHH).

17. Tlonepeaniii po3risii €TeKTPOHHUX JIOKYMEHTIB IOBHHEH 3iliCHIOBATHCS Y [CHb
HAIXO/UKeHHs (1ocTaBku) abo He mismime 10 roguHM HacTynHOro pobovyoro AHs y pasi ix
HA/IXO/DKCHHS (JIOCTABKH) Mic/s 3aKiHueHHs poOOYOro jHA, y BUXIiJHI, CBATKOBI Ta Hepoboui
aHi. JlopydeHHs yCTAHOB BHIIOTO PiBHS PO3IIIAAAIOTHCS MEPIIOYEProBo.

18. 3a pesyabTaTaMu MOTEpeHLOrO po3risay otpumanuii yepes CEB OBB enexrponnuii
JAOKYMEHT TiJisirae peecTpaiii, KpiM BUIAJIKIB, KOJIH:

TIOPYIIEHO BUMOTH 1110710 GOPMH NiATOTOBKH (MyHKT 2 1€l IneTpykuii) ado oopmaeHo 3
nopymeHHsmM Bumor nyHkry 108 miel [ncrpyxuii;

eJIEKTPOHHHI JOKYMEHT Ha/(IHIIOB HE 33 apecoro;
€/IeKTPOHHMI JTOKYMEHT HaAIHIIOB NOBTOPHO;
3agB/ICHHH CKJIaJ €IEKTPOHHOIO IOKYMEHTa He Bi/INoBifac GakTHUHOMY:;

PEKBI3UTH BXiTHOTO €IEKTPOHHOIO JOKYMEHTA He 30IraloThes 3 PEKBI3HTAMM, 3a3HAYCHHMH B
EJIEKTPOHHOMY JTIOKYMEHTI:

Bi/ICYTHI 110B’SI3aHMI 3 €NEKTPOHHNM JOKYMEHTOM KBasidikoBaHuii eIEKTPOHHMIT MmijANHC
[iiMeyBaya uM nos’si3aHa 3 HUM Kpamidikosana eJeKTPOHHA NeyaTKa YCTaHOBH, HasBHICTb AKOT
Ha HhOMY nepeabayena 1icto [HeTpyKuieo:

Ha JOKYMEHT Hakiajeno KsatidikoBaHuil enekTpouHuil miamue ocodu, ska HE €
miznMcyBadeM 0KYMeHTa ab0 0c000K0, IO BUKOHYE HOro 000B’ A3KH:

OB S3aHi 3 eJeKTPOHHHM JOKYMEHTOM KBaNiiKOBaHi eTeKTPOHHI TIITHCH Ta/abo nedvaTkH
HEMOJK/IMBO TEPEBIPUTH 3 JOTPHMAHHSM BHMOT YaCTHHU JAPYyroi crarti 18 3akony Ykpaiuu
«I1po eIeKTPOHHI 10BipYi MOCIYTH !

BijICYyTHs KBasi(hiKoBaHa €JIEKTPOHHA T103HAYUKA HaCy:

pisyanbHa (opMa eNeKTPOHHOIrO JOKYMEHTa HE MpHjiarHa s cripuiimManHs T 3MicTy
JIHOIHHORO.

V mMX BHNAJKAX BLUIUT JOKYMEHTOOOIry BiZAMOB/IS€ y peecTpalil Takoro eJeKTPOHHOTO
JIOKYMEHTA i3 3a3HaYEHHIM O/IHi€l 3 HABEJIEHUX I11/1CTaB.

Hajxcuaanusi BUXUIHHX €J1eKTPOHHAX J0KYMEHTIB

19. Hajxcunanns enektponHnx jgokymentis depes CEB OBB ix anapecaram 3IIHCHIOETHCS
aBTOMATHYHO, 3a (pakToM ix 3aBantaxernts i3 CEJl 8 CEB OBB oapa3y mic/s ix peecTpaltii.

TTix yac 3aBaHTaKEHHSA ABTOMATHYHO CTBOPIOKOTHCS IPHMIPHHKN €NIEKTPOHHHX JIOKYMCHTIB Y
KinpKoCTi, o Biznosijae 3aseienomy B PMK mepeniky ampecaris, Juis IX NOAQJbIIOro
[1epCOHAI30BAHOTO HAICHIIAHHS BIAIOBLIIHUM a/IpecaTaMm.
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He moxe 6yTtu Bianpasnenuit uepez CEB OBB enexkTponnuii J0KyMEHT, LiICHICTh SKOTO He
MiATBEP/DKEHO KBATIPIKOBAHUM €NeKTPOHHUM HignucoM ado KBaldi(ikoBaHOIO €IEeKTPOHHOIO
MeYyaTKO 3riHo 3 BHMoraMu IHCTpyKuii 3 AinoBojcTBa abo KWt 0QOpMICHO 3 MOPYHIEHHIM
BuMoOT nyHKTy 108 miei [ncTpykuii.

20. I3 CEJZ1 1o CEB OBB 3aBaHTakylOTbCS 3apeecTPOBaHI €JEeKTPOHHI JOKYMEHTH abo
3aCBi/IYEH] €JIeKTPOHHI KOl JOKYMEHTIB.

21. EnexkTpoHHUI JOKYMEHT BBAKACTLCS OJEPKAHUM Q/IpEcaToM 3 MOMEHTY HAJAXOKCHHA
BIANMPABHUKY €JIEKTPOHHONO MNOBIAOMJIEHHS i3 3a3HaY€HHM YacoM TpO JIOCTaBKY MbOI0O
JIOKYMEHTa ajjpecary.

V pasi HeHaJXOUKEHHS BUIMPABHHKY HPOTATOM IIECTH TOJAMH 3 MOMEHTY BULIPaBKH
eJIEKTPOHHOIO JOKYMEHTA, €IeKTPOHHOrO IOBIIOMIEHHS TPO JIOCTaBKY IBOTO [JOKYMEHTa
ajgpecary BBaKAE€ThCs, L0 TAKUH JTOKYMEHT aJpecaTtoM He OJIEpKaHo. Y TakoMy BUMAIKY
BIINMPAaBHHK BKUBAE€ BCIX MOKIMBHX 3axo]iB J0 3a0e3neucHHs OJepiaHHsi ajapecaToM
BiAMOBIIHOTO JOKYMEHTA B €1EKTPOHHIN Gopmi.

V pasi ofepkaHHs Bijl agpecara eIeKTPOHHOIO MOBIJIOMJICHHS NMPO BIIMOBY Yy PeeCTpalil
e/IeKTPOHHOTO JIOKYMEHTA BiANPABHHKOM BXKUBAIOTLCS 3aX0/IM /Ui YCYHEHHS I11/ICTaB BIIMOBH
3abe3reyeH s NOBTOPHOTO HAICH/IaHHS TaKoro IOKYMEHTA B eJIeKTPOHHIN (opMmi.

BiAXMICHHS a/[pecaToM eNeKTPOHHOro JAOKyMeHTa 0e3 3a3HauyeHHs MiCTas, MO BU3HAYCHI
y nyHKTi 18 1iei [HCTpyKiil BBaKAETLCS CBIIOMUM MOPYIICHHSIM.

JlosaTkoBe MiATBep/UKEHHS (akTy OTPUMAHHS EIEKTPOHHOrO IOKYMEHTa a/IpecartoM He
BUMAraeThes.

Kypua 06MiHy eJIeKTPOHHHX IOKYMEHTIB

22. KypHnan oOMiHy €J1EeKTPOHHUX JOKYMEHTIB € OKPEMUM CICKTPOHHHM PEECTPOM Y CKIal
CEJL, sikuii opMyeTbes i3 mepeliky 3amuciB 1Mpo MPOXOIUKEHHS NPUMIPHHKIB CTCKTPOHHUX
noxymenTis yepe3s CEB OBB.

23. XKyprat 00MiHY e1eKTPOHHHX JIOKYMEHTIB CKIIAAA€ThCA 3 TAKMX PO31iMiB:

Hajtic/aHi — HOMep i JaTa peecTpallii eleKTPOHHOTO JIOKYMEHTa, aJpecaT, KOpOTKHil IMICT,
BIUL 11aTA i 4ac HAJCWIAHHS, a TAKOXK aTpUOYTH eIeKTPOHHOIO MOBIIOMIICHHS;

OTpHMaHi — BUXiZHI HOMEP i JlaTa peecTpailii eIeKTPOHHOTO 10KYMEHTA, KOPECIIOHCHT, 1aTa
1 9ac JI0CTaBKH;

mpcec.Tpoaam — CKJIaJIOBi. QHAJOTIYHI /10 CKJIAJ0BMX PO3AITY OTPHMAaHi, a TaKOXK HOMEp i
jaTa peecTpallii €JeKTPOHHOIO J0KYMEHTa yCTaHOBOK-3/pecaToM Ta npi3BuLIe, BIACHE M5l
peecTpatopa, HaiiMEHYBaHHS CTPYKTYPHOTO miZpo3iny, BiANOBIAANLHOTO 338 BHKOHAHHS
nokyMenTa B KoopamHailiiHOMY LEHTpi, IIpi3BHINE, BJacHe iM's, Tenedon Ta ciyxbosa
eNeKTPOHA MOIITa HOro KepiBHUKa, MPI3BUINE, BlacHe iM’s mpauiBHHKA, BiANMOBIJAIBHOIO 32
BUKOHAHHS J0KyMeHTa B KoopauHaiflliiiHoMy 1neHTpi, #oro tesieon Ta cnyx0oBa eIeKTPOHHA
MOILTA;

BI,H,MOBIILHO B pec CTpallll — A0 anI(Iﬁ)‘"l]B pO?,LllJ'Iy OTpUMaHHX JloaaroThes Jlata 1 mijcTaBa
BIJIMOBH, npl'sumue BJlaCHE IM 5 Ta TCJICCI)()H peecTpaTopa. AKHM BHIHLHGHO Bl,,'l'V[OBV

24. EnexTpoHHi NOBIIOMJIEHHS aBTOMAaTH4HO BHOCATBCA JIO KypHATY 00OMIHY €TeKTPOHHHUX
JOKYMEHTIB Ta JI0/AIOThCA [0 Bi/LIOBIHMX 3anMciB PO MPOXOUKEHHs  TIPUMIPHUKIB
eseKTpoHHMX JokymenTiB uepe3 CEB OBB 1a PMK BiilIOBIHUX €IEKTPOHHNUX TOKYMEHTIB.

EjleKTpOHHE 10BiZIoM/IeHHs aBToMaTiuHO renepyetbes CEJL Ta HaacunaeThes BIJMPaBHUKY
oxpazy 3a (aKTOM JOCTABKH, OTPHMAHHS, peecTpallii, BiZIMOBM y peecTpailii eJeKTPOHHOTO
JOKYMEHTA aJIpecaToM.

EJ1eKTPOHHI NOBIIOMIICHHS He NOTPeOY0Th OKpeMoi iX peecTpatiii Ta Bisyanisauii.
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25. EnekTpoHHi MOBIZOMICHHS MAIOTh TaKi 000B’s3K0B1 aTpulyTH:

Npo HAJACWJIAHHA — CTATyCHe eleKTpoHHe mnosinomiueHHs «Haxicnano» Ta nara i gac
Ha/ICHJIAHHS:

PO JIOCTABKY — CTaTYCHE €JIEKTPOHHE IMOB1/10MJIEHHS «IIOCTEIBIICHO}) Ta jaTa 1 9ac JOCTaBKH:

PO PeecTpallilo — CTATYCHE eKTPOHHE MOBIAOMICHHS «3apeecTpOBAHO» Ta HOMEP i nara
peecTparii eJIeKTPOHHOTO TIOKYMEHTa:

po BiAMOBY y peccTpauii — cTaTycHe eJIeKTPOHHE MOBIIOM/ICHHS “BiamoBsa y peectpaiii .
jaTa, yac. MijCTaBa BiAMOBH, Npi3BHlIe, BlIacHe iM's Ta TenedoH peecTpaTopa, KM 3iHCHEHO
BIZIMOBY.

Takox CEB OBB mac saifichioBati onepartushe indopMysanns kopuctysaya CEB OBB
npo:

MO3UTHBHHIT pe3ysibTar TexHiunoi nepesipku CEB OBB Haiic1aHOro KOpHCTYBatdeM CEB
OBB 0oKyMeHTa Ta HOTO MMOCTAHOBKY B Yepry Ha 3aBaHTKEHHA J10 CE]l angpecara;

KiJIbKiCTh JIOKYMEHTIB, IO CTOATH B Yep3l Ha 3aBAHTAKCHHS J10 CEJ1 kopucTyBaya.
OcobmBocTi e1eKTPOHHOT B3aemoii 6e3 3acrocysanust CEB OBB

26. Indopmaniiinuit 0OMiH MK mpaliBHHKaMKM  YCTaHOB 3MCHIOETBCA  JIMIIe 3
BHKOPHCTAHHSAM CI1y’KO0BOT €1€KTPOHHOT IOLITH.

27. Indopmaniiinnit 0OMiH 31IHCHIOETbCS 3 METOIO:

[OMePEHLOr0 MONOKEHHS! PEIaKILil MPOEKTIB CMIbHUX €EKTPOHHMX JIOKYMEHTIB, 30KpeMa
CITiBpO3pOGIIeHHs POEKTIB AKTIB;

JOBENCHHS YIPaBIiHCHKOT iH(popManii 10 BigoOMa, 30KpeMa Tpo IUIaHK Ta poboty
BIJUMTOBIIHUX YCTAHOB:

iHOpMyBaHHs 11O MPHIHHATI KOOpAHHATIHHAM LEHTPOM VIIPABIiHCBKI PIICHHS:

3'sicyBaHHs CTaHy OTIPALIOBaHHS yCTAHOBAMMU CIIEKTPOHHHUX JAOKYMEHTIB, 10 HAAIHIIM Ha 1X
PO3rsL.

28. Iudopmaniis 3 JIMCTYBAHHA cayK00BOK  ENEKTPOHHOIO  TOMITOK  MOXE
BHKOPHUCTOBYBATHCS JUTS MIATBEP/UKCHHS BUKOHAHHX .

29. Indopmartiiinuit 06MiH ¢Iy’kGOBOIO C/IEKTPOHHOIO TIOUITOIO HE Ma€ FOPHIMIHOT CHITH.

30. Iadopmariitauit 0OMiH c1yx00BOI0 €ICKTPOHHOKO TIOUITOW HE JONYCKAETBCS MO0
inopmatiii 3 0OMeKEeHUM JIOCTYTIOM.

I11. Opranizanis eJIeKTPOHHOTO JIOKYMEHTO000iry

31. Opranizaitis J0KyMEHTOODIry KoopauHauiifHoro HeHTpy 3/iHCHIOEThCA 33 10TIOMOIOI0
CEJ1, wo interpyetses i3 CEB OBB.

32. CEJ] 3afesmeuye NPOXO/UKEHHS €/ICKTPOHHHX JIOKYMEHTIB Ta €IEKTPOHHHX KOIiM
JIOKYMEHTIB Ta B3a€MO3B 'SI30K 13 CHCTEMaMH CJIEKTPOHHOTO JOKYMEHTOOOITY IHIINX YCTaHOB.

06K 00CHTY €JIEKTPOHHOTO 10KyMeHTo0biry

33. O6Gnik 06CATY EIEKTPOHHOTO JIOKYMEHTOOOIry 3AIHCHIOCTHCS B ABTOMATH30BAHOMY
pexumi CEJL

34, ITiacymkosi aani obmiky obesry TOKYMEHTOOOIrY MOMarThes B enekTpoHHiit dopmi
(Jlomarok 1).
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PeccTpamnisi 10KyMeHTIB

35. Bxiaui, BHYTpimHi, BEXijHi, iHII JOKYMEHTH He3alexHO Bil (OPMH iX CTBOPCHHA,
migrotosneni B Koopaunaiiiinomy uentpi, peectpytotbes B CEJL

36. Jlns 3abe3redeH s peccTpalil J0KyMEHTIB y e/IeKTPOHHIH Ta naneposiii popmax (nani -
JIOKYMEHTH) B aBTOMATH30BAHOMY pEKHMi 3alOBHIOCTHCA PMK, 10 siKoi BHOCSTbCSH BCI
0GOB’ A3KOBI, /101aTKOBI Ta y pasi noTpebu iHmi PeKBi3UTH J0KYMEHTA BIMOBIHO /10 BAMOT 1iei
[HcTpyKIII.

37. PMK eneKTpoHHOTO joKyMeHTa cToproeThes B CEJL B eJeKTPOHHIH dopmi.

38. Jlo 060B A3KOBMX PEKBi3UTIB, 1II0 BHOCATHCS B PMK, Hane)aTh: BHJI JIOKYMEHTa, 1H/EKC
T4 3aroJOBOK €JIEKTPOHHOT CIPaBM, KOPECTOHACHT (YCTaHOBA-BUIIPABHHUK), nijnucysay
JOKyMeHTa Ta KkBamidikoBanuil —enexTpOHHMH pignue nmianumcysaua abo  kpajdidikosana
eIeKTPOHHA TIeYaTKa YCTaHOBU-BLANPABHHKA, ajapecar (nepesik yCTaHOB, AKMM aJPeCOBAHO
JIOKYMEHT), BHXiHi HOMep Ta jaTa (peecTpauiifni arpuOyTv KOPECIOH/IeHTa), BXIJIHI HOMEp Ta
nara (peectpauiiini arpubyru aapecara), BUXIAHMH HOMEp Ta jara peecrpanii (peecTpariiini
aTpubyTH yCTaHOBH), KOPOTKHIi 3MICT I0OKyMeHTa, CTPYKTYPHHMIi MiAPO3ii, BUINOBLIATBHA] 32
BUKOHAHHS 3aBAAHHS Ta/ab0 NiArOTOBKY JOKymeHTa B KoopamuauiiiHomy IeHTp i3
3a3HAUEHHAM HOro iHAEKCY, Mpi3BMINA, BJIACHOTO iMeHi, HOMepa TesedoHy Ta CiayKOOBOI
€JIEKTPOHHOI MOWITH HOro KepiBHUKA, eIEKTPOHHI Pe30oNii, BiANOBIAAIBHHI BHKOHABCILD
(3riiHo 3 PE30JUOLIEI0) i3 3a3HAYCHHAM HOro Npi3BUING, BJIACHOTO imMeHi, HoMepa TenedoHy Ta
¢y x60BOT eeKTPOHHOT MOLITH, CTPOK Ta 1103HaYKa PO BUKOHAHHS CIEKTPOHHOTO JIOKYMEHTa,
KUIBKICTh CTOPIHOK CYITPOBLHOTO JIMCTA Ta KiBKICTh CTOPIHOK J0JATKiB, MOCH/IAHHA HA BKEC
3apeccTpoBaHi JOKYMEHTH (iCTOpis MHTAHHA), iHJIMKATOPH CTaHy BHMKOHAHHS JIOKYMEHTa Ta
CTPOKM BUKOHAHHS IHIMKATOPIB.

39. Jlo 7[0/aTKOBHX pPEKBI3HTIB, W0 BHOCATHCS IO PMK, wHanexarb: BHYTpIlIHE
nepeaipecyBaHHs  CIEKTPOHHOTO  JIOKyMEHTa MiK  CTPYKTYPHHMH  HiApO3/inamu
KoopauHaliiiHOTO LEHTpY, HasABHICTD i nepenik J0AATKiB, NPOMIKHI CTPOKH BHKOHAHHA.
ingopmaitis 11po  3MiHy Ta TEpPeHECCHHS CTPOKiB BUKOHAHHS, NPUIHHEHHA MOHITOPHHTY
eNeKTPOHHOTO JOKYMEHTA, CJIEKTPOHHI MOBITOMICHHS CEB OBB. koj [0KyMeHTa 3riiio 3
TemaTHuHUM KaacudikatopoM KoopaMHAUIHHOIO LEHTPY. IPUMITKH, CTPOK Mepe/laBaHHs 10
apxisy KoopauuauiifHoro ueHTpy, no3Hayka mnpo HAJIe/KHICTh JOKYMEHTa 10 JOKYMEHTIB
TEPMIHOBOTO  PO3IJIsilY, CTPOK 30epiraHHs €ICKTPOHHOrO JOKYMEHTA (BiAMOBLIHO /10
HOMEHKJIATYPH CIIPaB).

40). PeecTpattist BX1IHOT 1 BUXIJHOT kopecnoneHitii KoopauHaiiifHoro UeHTpy 31IHCHIOETHCS
BifuTioM 1oKymMenToo6iry uentpanisosano B CEJL.
41. daxcorpamu Ta inmi eeKTPOHHI JIOKYMEHTH, 110 HaIXO/IATh €IeKTPOHHOIO NoIToI 0e3

KB iKOBAHOTO €IEKTPOHHOTO MIJUTACY (xBaihikoBaHOT eIEKTPOHHOT MeYaTKH). peecTpaitii He
NUISTraloTh.

42. V CEJl GbopMy€eThCs €1MHa LEHTPATi30BaHa 6a3za peecTpallifHUX AaHHUX B eJICKTPOHHIH
dopmi, 3a JOHOMOrol0 SKOI MpaiiBHUKH 3a0€3MedyI0ThCs ingopMaltielo npo JOKYMEHTH, sKi
HaJAXO0AATh 1M Ha OTpalloBaHHA.

Peccrpanisi BXiIHHX 10KYMEHTIB

43. Pecctpauis BXiAHOT KOpECTOH/EHLIT 3IHCHIOETBCS  PEECTPATOPOM  JIMIE  IHCIIsA
TIPOBEICHHS [101IEPEHBOIO PO3IIAAY AOKYMEHTA.
44. He omycKaeThest MPOBEIEHHS MOABIHHOT peecTpaiii eJIeKTPOHHOTO JOKYMEHTa Y CEQ,

45. Ha JOKYMEHT, IO HAiiimoB y naneposiii dopwmi, micns peecTparii MLIIAXOM JAPYKY
HAHOCHTBCS HOTO  IITPHX-KOA, ab0 MPOCTABAAETBCS MITAaMIT  IPO npucsoenuit  CEJ]
peecTpalliitHuii HOMEp Ta CTBOPIOETHC doTOKOIIiA, SIKY PEECTPATOP BHOCUTD J10 PMK.

___—4
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46. Bxigumnii JOKyMeHT mnocTiiiHoro Ta TpuBasioro (monan 10 poki) 30epiraHus, Mmo
HaaldmoB y maneposii (opmi, micas peecrpanii ta crBopeHHs (oTOKOmil peecTpatopom
nepeaaeThes Oe3nocepetHbo B CTPYKTYpHUIL niipo3ain KoopanHauiiHoro UeHTpy. BH3HAYEHH
B YCTAHOBJIEHOMY MOPSIAKY BUIMOBITaJBHUM 3a BUKOHAHHS LBOTO JOKYMEHTd, JMINE Ul

30epiraHns 3 noAaNbnM GOPMYBAHHAM ¥ CTIPABH Bi/IOBIIHO /10 3aTBEP/UKEHOT HOMEHKJIATYpH
CIIpaB.

IlepeBipka KBa/1ihikoBaAHOI0 €ICKTPOHHOIO NIIHCY

47. llepepipka KBaii)iKOBAaHOTO eJEKTPOHHOIO MIANMCY YW TEYaTKH 3AIACHIOETHCS 3
notpumanisM [TopsaKy BHKOPHCTAHHS eIEKTPOHHHX JOBIPUMX TMOCAYT B OpraHax JepiKaBHOi
BJa/JM, OpPraHax MiICIEBOr0 CaMOBPSYBAaHHS, MiMPHEMCTBAX, YCTaHOBAX Ta OpraHisauisax
nepxaBHOT (POPMH BIACHOCTI, 3aTBEep/UKeHOro nocraHosoio Kabinery Minictpis Vkpainu Bia
19 Bepecusi 2018 poky Ne 749.

48. Y Koop/MHaLIHHOMY LEHTpi OpraHizoBy€eThes HEHTPaTi30BaHe CXOBUIIE KBali(hikoBaHUX
cepTuikaTiB BiAKpHTHX KIIO4iB ab0 3acTOCOBY€ThCS OHJIaiiH-mepeBipka cepTUdIKaTtis
BIIKDUTHX KIIOYiB Ge3mocepeHbo 3 eJNeKTPOHHOro mHepeiky kpajidikosaHux ceprudikaris
BIJIKPHTHX K/IH04IB KBaXi(hiKOBAaHMX HAJlaBayiB €lEKTPOHHMX J0OBIPYMX MOCIYT.

49. Tepesipka Ta TiATBePDKEHHS KBATI(DIKOBAHOTO €IEKTPOHHOTO Mianucy Ta/abo rnevaTky
3UHCHIOEThCS 3 JIOTPUMAHHAM BMMOT 4acTHHM Jpyroi ctarti 18 3akony VYkpaian “Tlpo
eJIEKTPOHHI JIOBIpHi MOCTYrH .

Peecrpanist BUXIIHHX IOKYMEHTIB

50. Peccrpaitisi BUXiZHUX €JIEKTPOHHMX JOKYMEHTIB 3IHCHIOETHCA PEECTPaToOpoM Imicis iX
MiIMMCAHHS ABTOMATHYHO.

51. Hajicunanust JOKYMEHTIB He3aJ1exkHO Bit popMyt IX cTBOpeHHs, 3ificHioeTbes yepes CEB
ado CEJI.

YV pasi cTBOpeHHs JOKyMeHTa y mareposiii (opmi ajpecary HaJCHIACThCs THIIE HOro
dorokonis yepe3 CEB OBB abo CEJl, kpiM BHIAAKy HaJCWIaHHA JIOKYMEHTIB YCTAQHOBI 4H
0cobi, ski He € xopuctypadamu CEB OBB a6o CEJl, Ta 0OKyMEHTIB, BU3HAYECHUX ITYHKTOM
2 niei [nerpykuii.

52. Slkmo ajapecar He € kopuctypadem CEB OBB, peectpatop KoopauHaiiiiHoro ueHTpy
CTBOPIOE TIANIEPOBY KOMIIO €/IeKTPOHHOIO JIOKYMEHTa, 3aCBLIUYE il IeYaTKolo Koopaunaitiinoro
LeHTPY Ta HAjCHIAE 32 HANISKHICTIO 3TITHO 3 BUMOTaMH W€l [HCTPY K.

53. V pasi maacunanus ¢orokonii goxkymenta yepes CEB OBB opWriHajl BHXIJHOIO
JOKYMEHTa B naneposiii gopmi (Jimire A1 A0KyMEHTIB MOCTIHHOIO Ta TPHBAIOro (mowaa 10
POKiB) CTPOKiB 30epirasgus) nepenacTbes A0 CTPYKTYPHOTO niaposzairy Koopaunauiinoro
LeHTPY (aBTOPY AOKYMEHTa) TUIbKH /s 30epiranns 3 nojaibuinM (OPMYBAHHAM y CHpaBy
BiAMOBIIHO 710 3aTBEp/KEHOT HOMEHK/IATYPH cripaB Oe3 nepesiayi ix aapecary.

54. Ilepesipky BHecenux y PMK 000B’3KOBMX Ta J10/I@TKOBHX PEKBI3HTIB BHXIAHOIO
nokymenTa 3tiitcnioe CEJl B aBTOMaTHYHOMY PEXKHMI.

KeaaidikoBana eJIeKTPOHHA MeYaTKa

55. Tlepesik eIeKTPOHHMX JIOKYMEHTiB, SIKi 3aCBiIYYIOTHCA CJEKTPOHHOK MEHATKOIO
Koop/iMHALHHOIO IIEHTPY Y pasi iX CTBOPEHHS B eIeKTPOHHIH GopMi, HaBEJICHO Y N0AATKY 3 10
niei IneTpykuii (101aT0K 2).

56. Tlopsjok BHKOpHCTaHHS KBamidikoBaHoi €NEKTPOHHOI TeyaTKH Ta YHOBHOBaXKEHI
nocanoBi 0cobM. BiAMOBIAAMBHI 3@ 11 3aCTOCYBaHHA, BH3HA4YalOTHCS OKPEMHM HAKa30M
KoopauHauiHoro ueHTpy.
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Opranizauis nepe1aBanusi JOKYMEHTIB Ta BU3HAYEHHs IX BHKOHABLIB

57. 3apeecTpoBaHHMil JOKYMEHT 3a (hakToM BHeceHHs peectparopom B PMK BiJLITOBL1AJILHOTO
3a PO3IVISA JOKYMEHTA KepiBHMKA, SIKUil PO3I/ISAc JOKYMEHT NMepmnM (1l — NepBHHHM
pPO3I/Is), ABTOMATHYHO MepeaeThes Ha posrisi gepes CEJL

JIOKyMeHT aBTOMATHYHO Ta OAHOYACHO HAIXOMMTH HA PO3IJIAL Onmil M ACKIILKOM
mocaoBMM ocobaM  (MepIIoMY 3acTYNHHKY JHPEKTOpa, 3acTylHuKam Aupekrtopa abo
KepiBHHKaM CTPYKTYPHHX Mipo3ainis KoopauHamiiHoro ueHTpy), AKi BU3HAYEHI BUKOHABILIMH
(CriBBHKOHABLIAIMH ) 3a3HAYCHOI0 AOKYMEHTA.

58. JlokymMeHTH ojipa3y mic/s iX peecTpailii nepearThes Ha TIEPBUHHHIA PO3TJIs/I.

Kepisuuxy Koop/HHaNiliHOro HEHTPY Ha NEPBHHHHH PO3IIIS/L NEPEIAIOTHCS JOKYMEHTH, HIO
nanitimm Big Cekperapiary KabGinery MinicTpis  Ykpainy, Bepxopuoi Pamn VYkpain,
Aaminictpauii TlpesuaenTa YKpaiHu, 3BEpHEHHA HapoOJIHUX JlenyTariB Ta JIopydeHHs (JIICTH)
VCTAHOB BULIOTO PiBHSL.

[lepmioMy 3acTYNHHKY JAMPEKTOpA Ta 3aCTYNHMKAM JMPEKTOpa KoopanaaiiHoro neHrpy
BiANOBiHO 0 Hakasy KoopauHaliiHOro menTpy Bif 26 0TOrO 2021 poky Ne 32 «llpo
3aTBEpIUKEHHS KBamiikamifHUX BAMOT /10 MEPUIOro 3acTynHUKA Ta 3aCTYNHHUKIB JIMpEeKTOpa
KoOp/MHAIIfHOTO [EHTPY 3 HaJaHHs MpaBoBOi JIONOMOTH Ta posnozity (QyHKIIOHAIbHHX
[TOBHOBaXEHb» (Jami — po3moain (yHKIIOHAILHMX TOBHOBAXKEHD), Ha NepBUHHUN  PO3IIsL
Mepe/laloThesl AKTH OPraHiB JepXKaBHOI BJAJIM, oprauis Biagu ABTOHOMHOI PecryOumikn Kpuwm,
JOKYMEHTH, 110 HAJiilIM Bix TepHTOPIATbHUX giguinens KoopauHaiiiHOro meHTpy,
opranisaiiiiiHo-po3nops i Ta MPOTpaMHi JOKyMEHTH 3aralbHOICPKABHOTO XapaKTepy. MPOEKTH
aKTiB, Hagicnanux KoopmHaLiifHoMy HEHTPY. K CHiBPO3POOHNKY. iHII1 JOKYMEHTH.

EexTponHa pe3o/onis

59. TlocamoBa ocoba, sKa 3UHCHIOE MEPBHHHMII PO3MUSA  €JIEKTPOHHOIO JOKyMEHTd,
HAK/IAJa€ HA HLOTO EIEKTPOHHY PE30IOLif0, B sAKiil BH3HAYAE TOJOBHOTO BHUKOHABLLL,

BIAMOBIIATBHOIO 3a OPraHi3alifo BUKOHAHHS JOKyMeHTa B Koop/mHaltiiHoMy 1leHTpi, Ta y pasi
HEeOoOXIIHOCTI CMiBBMKOHABLLB | CTPOK HOTO BUKOHAHHSL.

B enekTponHiii pezomolii 000B’A3KOBO 3a3HAYATOTHCH BCI CTPYKTYpHI MiZApO3AiIM, K
GepyTh y4acTb B ONPaIIOBaHHI TI0OKYMCHTA Ta [IOTO;UKCHHI MPOEKTY BiINOBLL.
[Toca1oBi 0COOM, AKI OJHOYACHO pPO3IIAJAI0Th EIEKTPOHHHA JOKYMEHT, HAKJIaaaloTh Ha

HHOTO €JEKTPOHHI Pe30MIoNii, B SKHX BH3HAYAIOTH BIAMOBIZA/IGHUX BMKOHABILB Ta Yy pasi
HEOBXLIHOCT CIIBBUKOHABLIB Y MeXKax BLAMOBIJAHOIO CTPYKTYPHOTO HiApo3ay.

60. EnexrpoHHa pe30MiOLis CKIalaeThes 3 TaKHX PeKBI3UTIB: Mpi3BHINE, BIACHE M’
BUKOHABIS (BMKOHABIB) y J@BAIBHOMY BUIMIHKY, 3MICT JOpYYeHHS. CTPOK BHKOHAHHA.
kBasidikoBanuii e1eKTPOHHNI Mimie nocazoBoi 0co0H.

B elleKTpOHHiH PE30MOLIi 0 eleKTPOHHOrO JOKYyMEHTa, WO HE Mae CTPOKY BHKOHAHHSI,
3a3HAYCHHS 3MICTY JIOPYUECHHS Ta CTPOKY BUKOHAHHS HE BUMAraeThes.

HekOHKPEeTHi €NeKTPOHHI Pe30 oLl He I0TYCKatoThCA.

61. Yci eleKTpOHHI Pe30JIOLLii, HaK/IajeHl Ha eNeKTPOHHMIA JIOKYMEHT, BHOCATBCS /10 HOrO
PMK i Hepo3puBHO IOB’si3aHi i3 Heto. EnekTponHa Pe3oIOLs, SKa € HACTJIKOM BUKOHAHHS
JIeKTPOHHOT Pe30ITIONiT BUIIOTO PIBHS, JOJaTKOBO MICTHTB JTOrivHE NMOCH/IAHHS HA BiAMOBIIHY
e/IeKTPOHHY Pe30TIOLiI0 (IePEBO €IEKTPOHHHX pe30MONii).

62. Ha eNeKTPOHHY Ppe30JIOMiI0 TOcanoBoi 0COOM  HAKIALACTHCA kBaTipikoBaHuii
eIeKTPOHHHMI TiNMHIC €T %K 110Ca10BOT 0cobH.

63. Jlo HaKJaJaHHs €IeKTPOHHOT PE30IIOLT BCTAHOBJIFOIOTECS Taki 0COOIUBOCTI:

—eesessss
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BUKOHABLIAMU €JIEKTPOHHOI pesoJirolii kepirnuka KoopmHaniifiHOro neHTpy BU3HAYaIOTHCA
KepIBHUKN CTPYKTYpHUX miapo3ainiB KoopauHauifinoro ueHtpy (y pasi HeoOXIAHOCTI MOKYTh
O6yrn Bm3Hadeni npauiBiukn KoopanHaUiWHOIO HEHTPY, 0 KOMIETEHUil SKHX HaJIeKHTh
3a3HadeHe B pesosonii nutanHs), npo mo CEJ] aBromMatHyHO iHOpMYE MEPIIOro 3acTyMHHKA
JMPEKTOpa Ta 3acTYNHHUKIB JupekTopa KoopanHaniiiHoro LeHTpy, AKi KOOPAHHYIOTh Jif/IbHICTh
BUIMOBIAHOTO CTPYKTYPHOrO Mipo3/iiay Ta y pasi notpedu MaloTh NpaBo AOTIOBHUTH 3a3HaYeHY
PE30JIIOLII0, He 3MIHIOWYH CyTi J0pyYeHHs KepiBHmka KoopaMHami#HOro uUeHTpy Ta HOro
rOJIOBHOTO BHKOHABLIA;

BUKOHABIIAMH  PE30IONIT NEpHIOro 3acTyMHUKA MPeKTopa, 3acTYMHUKIB JMpeKTopa
KoopanHaNi#HOro UEHTPY BA3HAYAIOTHCS KEPIBHAKM CTPYKTYPHUX MIAPO3IAIIB, HHIO HiSTBHICTD
KoopiMHye BiamosinaMit 3actynHuk, npo mo CEJl aBroMatHdHO iH(pOpMY€ KepiBHUKIB
BLLTOBITHUX CTPYKTYPHHX MiAPO31iNiB;

BHKOHABIIMH PE30JIIOLT KepiBHUKA CTPYKTYPHOrO THAPO3ily BH3HAYAKOTHCS NpaLliBHUKH
siamosizHoro miaposainy. mpo mo CEJ] asromatdso iH(OpMye KepiBHMKIB BIANIOBLIHMX
[iAMOPAAKOBAHMX MiPO31iIiB, 1O BXOATH 0 CKJIALY 1{BOTO CTPYKTYPHOTO MiIPO3ILITY:

BUKOHaBIleM pe3omonii kepiBuuka KoopauHaui#Horo meHTpy, 3aCTYMHHUKIB JMpEeKTOpa
KoopAuHAIIHOTO HEeHTPY Moske OyTH OyIb-sKHHA MiANOPSIKOBAHUH BilOBIIHOMY KCPIBHHKY
cMiBpOOITHUK YCTAHOBH, J10 KOMITETEHILIT AKOTO HANICIKHTH 3a3HaueHe B pesomonii nutanns. [Ipo
BH3HAYeHHA B pesosnonii Bukonasis CEJ] aBTomaTHuHo iHpOpMY€E KePIBHHKIB CTPYKTYPHOTO Ta
MiANOPAKOBaHOTO MiZPO3ALNY AaHOTO CMIBPOOITHHKA;

OTPUMAHHS TIEPIINM 3aCTYTIHHKOM JAMPEKTOPa, 3aCTyIHUKaMH AupekTopa KoopauHalliifHoro
LEHTPY. KEPIBHMKOM CTPYKTYPHOro ab0 MiAMOPAAKOBAHOTO MiAPO3AINY —€JIEKTPOHHOIO
MOBIIOMJICHHS NPO CTBOPEHHS KEPiBHMKOM BMINOTO piBHS CIEKTPOHHOI pPe3ommomnil He
nepeabayac CTBOPEHHs BiUOBIIHAM KEPIBHMKOM CBOET Pe30JIFOUIT IO UBOr0 X JAOKYMEHTA, a
nuie nepeadayae 03HaHOMICHHS 13 JOKYMEHTOM;

CICKTPOHHOK pC?.OJ'l[OI.liE‘lO MOIKE GYTH BU3HAYCHO TI'OJIOBHOTO BHKOHABLA. CIiBBUKOHABILIB,
CTPOKH BUKOHaHHA, 0"|‘pu:\1yBa4iB AJOKYMEHTa «J10 BijlOMan.

64. EqeKTpOHHI TOKYMEHTH HAJXOATh JI0 X BUKOHABIIB BHKIIOUHO Yepes CE]Jl na niacrasi
HAKJIAJICHUX HA HUX €JIEKTPOHHMX PE30IIOLIM.

JIOKYMEHT, BMKOHABLSIMM SKOTO € KiJbKa CTPYKTYPHHMX nigpo3aiais (nocagoBux ocid),
HAJIXOJHUTh OJHOYACHO JIO BCiX #Oro BUKOHABINB. BH3HAUCHHX EJICKTPOHHOKO pe3 30J10IH€10 YN
nepeikoM PO3CHIIKH, CTBOPEHHM PEECTPaTOpOM ado aBTOPOM JIOKYMEHTA.

65. Kepiruuku CTPYKTYPHHX niaposainis  KoopanHanifiHOro 1EHTPY ONPalbOBYIOTH
eweKTpomﬂ JOKYMEHTH, OTpUMaHi BHACTIIOK ix mepeaasanns uepes CEJL 3a HAJTEKHICTIO, Ha
MicTaBi HAK/IAJEHWX HA HUX eJIeKTPOHHMX PE30JIONI.

Y pa3i HeoOXiZHOCTI KepiBHHK CTPYKTYPHOTO mipo3aisy KoopuHaLiHOTO LEHTpY Mae
IpaBo JIEJEryBaTH CBOEMY 3aCTYMHHKY PpO3IJisjl HaCTHHH  €JICKTPOHHUX JIOKYMEHTIB, SIKI
HAIXO/ISITh HA OMPAIOBAHHS 0 CTPYKTYPHOTO MiAPO3ILIY.

66. CEJ] aromatdno dikcye GakTi nepejapants eqeKTPOHHUX JIOKYMEHTIB BUKOHABILSIM B
PMK i3 3a3HaderHs™ inopmallii mpo BUKOHABIIIB, SKUM IEPEAAHO JOKYMCHT.

67. 3MiHa TOJOBHOTO BMKOHaBus 3ailicmioeThes B CEJl Ha mifcTasi pesosiowii KepIBHHKA,
SKHit 3ICHIOBAB NEPBHHHHII PO3IJIsAl €/IEKTPOHHOTO JIOKYMCHTA.

68. SIKIO JUIf €JIEKTPOHHOIO JOKYMEHTa HE BCTAHOBJIEHO CTPOKiB BHKOHAHHA, @ ioro
ONpaiyioBaHHs He T0Tpedye MiFOTOBKM NpPOEKTY JIOKYMCHTa  Ha oro BUKOHAHHS,
BIATMIOBiANbHMIT BUKOHABEIh Ma€ [PaBO IicIs O3HANOMIICHHS 3 JIOKYMEHTOM BHECTH B PMK
indopMaiiio npo crnocid BUKOHAHHA 1LOIO JIOKYMEHTA (IHTAHHA BUpilIEHO B pobouoMy
MOPSAKY, B3TO y4acTh y Hapajli TOLIO), 3aKPHTH HOTo «10 CrpaBhy.

«4




13

SIKIO eNeKTPOHHMIA JOKYMEHT po3iciano npauiBHukam KoopjamHailiifHOro LEHTpY /uls
o3Haifomsienns vepe3s CEJl, nmpaumiBHMKM BHOCHATH BUIMITKY Npo iX o3HalioMIeHHs., a y pasi
PO3CHJIAHHSA /IS O3HAWOMIICHHS MiJl NiANKC — MiATBEP/UKYIOTh HAKJIaJaHHAM KBatihikoBaHOTO
e/leKTpoHHOro niamucy. Y Ttakomy Bunaaky B CEJl aBroMarHyHO reHepyerscs JIMCT
O3HAMOMIICHHS 3 JIOKYMEHTOM, Yy SKOMY 3a3HAYa€TbCsA Mepenik  MocajoBHX  ocid
Koopaunamniiinoro mextpy, skuM 0y/10 nepeaHo BIATIOBIIHMHA JIOKYMEHT 3 MO3HA4KOK IPO
o3HaoMIeH S, Y TakoMy dopmarti: Mpi3BHIlle Ta BJACHE IM s, JlaTa HaJAXO0/UKEHHS €JIEKTPOHHOTO
JOKYMEHTA, j1aTa 03HaioMIeHH (KBalliikoBaHa eNeKTPOHHA M03HAYKa Yacy).

IV. JlokymeHTYBaHHS ynpaBiaiHcbKol iHGopmauii B eleKTpoHHIH (opmi
3arajibHi BHMOI'H /10 CTBOPEHHS JIOKYMEHTIB

69. JlokyMeHTYBaHHS yIIpaBIiHChKOT iHdopMallii B eleKTPOoHHIH GopMi mossirac y CTBOpeHHI
eNEKTPOHHUX JIOKYMEHTIB, B aKMX (QikcyeThes iHOpPMallis [P0 YNpaBIiHChKI PIICHHA 3
AOTPUMAHHSM YCTAHOBJICHUX LI€I0 [HCTPYKIIEIO BUMOT.

70. PekBizuTy, BU3HaueHi wieto lnerpykuieio, BHocsThes B PMK.
Baankn 10KYMeHTIB

71. Opranizaniiino-posnopsindi jokymentu Koopunauiiinoro neHTpy oQopMIIOIOTECS Ha
GaHKax, 110 CTBOPIOIOTHLCS B €NEKTPOHHIH (opmi 3riaHo 3 BAMOramy wiei IneTpykuii.

72. bnauku renepytotbes CEJ] B aBTOMAaTH4YHOMY PEXHMMi Ha MiJCTaBl OOpaHHX aBTOPOM
IPOEKTY KPUTEPIiB THIOBOro GJ1aHKa U1 06paHoro BUYy €JIEKTPOHHOTO JIOKYMEHTA.

Jlns renepauii THmoBoro OJaHKa 3acTOCOBYIOTBCA KpPHTEpIi: BHJ, THM JOKYMCHTa,
Mi{HcyBay ToIo.

73. biaHKH KOKHOTO BHIY I'€HEPYIOThCS HA OCHOBI MO3/I0BXKHBOIO PO3MIlEHHS PEKBI3UTIB.
PeKBi3WTH 3arojiOBKAa PO3MIMIYIOTBCS LEHTPOBAHUM (ITOYATOK 1 KiHEllb KOXKHOrO psijka
PEKBI3UTY OJIHAKOBO BijUIA/IeH] BL MEXK 30HH PO3TAIlYBAHHS PEKBI3HTIB).

74. Jlng MiAroToBKH A0KYMeHTiB B enektponniii ¢popmi CEJI remepye Taki Buan OmaHKis
JIOKYMEHTIB:

saraipuuii GJaHK JUIS CTBOPEHHS JOKyMeHTiB (Oe3 3a3HaueHHsi y OnaHky HasBH BHIY
JIOKYMeHTa) (J10aToK 3);

crewianizoBanuii GNAHK JUIS CTBOPEHHS PI3HUX BHJB JIOKYMEHTIB JUIS JIMCTYBAaHHA
iHO3eMHMMH MOBaMH (1101aTOK 4):

61aHK KOHKPETHOIO By AOKyMeHTa (i3 3a3HaueHHAM Ha OJaHKy Ha3BM BAJY JIOKYMEHTA)
(Jto1aTok S).

75. JIOKYMEHT y pasi HeOOXiJHOCTI JAPYKY€TBCH PasoM i3 OIaHKOM, 3TCHEPOBAHUM CEJl 6e3
3acTOCYBaHHsi O/1aHKiB, BUTOTOBJICHHX JIPYKapChKHM cnocodoMm.

76. Brankd JOKYMEHTIiB, CTBOPEHMX Y €NCKTPOHHIA (opmi. HE HYMEpYIOThCH Ta HE
noTpedyioTh 001Ky .

JlaTa nianucanus, 3aCBiTYeHHsN Ta peccTpamii

77. Jlata niAnmcaHHs BU3HAYACTHCS KBaNi()iKOBAHOK EJNEKTPOHHOIO IMO3HAYKOIO Hacy, IO
HeBil €MHO MOB’ A3aHa 3 KBaMi(PiKOBaHUM €TEKTPOHHHM ITIAHCOM.

78. Jlata 3acBijueHHs BH3HAYAcThCs KBaJIIKOBAHOK €JIEKTPOHHOIO MO3HATKOIO qacy, o
HeBiJ €MHO MOB si3aHa 3 KBali(PiKOBaHOIO €JIEKTPOHHOIO MEYATKOIO.

79. Jlara peectpauii  BHUXIIHOTO  JOKYMEHTa  aBTOMATHYHO dopmyerees  CEJL
Koopauuariiinoro uentpy y PMK nix gac iioro IT/I0HCAHHA.
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80. O6or’s3koBoMy aatyBanHi y PMK mijuisiraiots yci c1yx00Bi BiAMITKH, MOB’si3aHi 3
MPOXO/UKEHHAM Ta BUKOHAHHAM JIOKYMEHTa (pe30JIolii, BIAMITKH IPO BUKOHAHHSA JOKYMEHTA,
HaJICUIIaHHs HOTO 10 CIPABU TOMIO).

Odopmiiennst 101aTKiB

81. Ha moaaTkax, IO 3aTBEPUKYIOTHCS BIAMOBIIHMMM aKTaMH (DOMOKEHHS, iHCTPYKIL,
NpaBuIia. MOPSUIKH TOIIO), MPOCTABAACTLCS IPUd) 3aTBEPIUKCHHSA BiATIOBI/IHO 10 YHKTY 87 wiel
[HeTpyKLii. V BiAMOBIAHUX ITyHKTaX pO3MOPSAYOl YaCTHHH JIOKYMCHTA poOHTHCS MMOCHIIAHHS:
«u10 AoAaeThes» ab0 «(10Na€THES )».

82. Ha joaarkax 10 Haka3sy, NOJ0KeHHs, paBul, IHCTPYKILT TOIIO MPOCTABIAECTHCS BIMITKA
y BEPXHbOMY MPaBOMY KYyTi Mepoi CTOPIHKH JI0JIaTKA, SKa BKII0YAE HOMEP J0/1aTKa, 3aroj0BoK
aKTa Ta MOCHIaHHs HA BLAMOBIAHY CTPYKTYPHY OJAHHHLIO, HAIPHKIIAL:

JlonaTok

10 IncTpykuii 3 J1JI0BOJICTBA
Koopauualiiinoro  HeHTpy 3  HajaHHiA
11paBOBOT JOTIOMOTH

CynpoBijiai MaTepianm J0BiJIKOBOTO abo aHATITHYHOTO XapakTepy (rpadiku, cxemu, TabiniLl,
CITMCKH TOIIO) 0 OCHOBHOTO JOKyMEHTa MOBHHHI MaTH BIAIMITKY 3 MOCWIAHHAM Ha LCH
JIOKYMEHT, #O0ro aaty i HoMep, HanpuKiaL:

Jlomatok

710 Hakaszy Koop/uHatiiHoro HeHTpy 3
Ha laHHs [IPABOBOT IOMIOMOT'H

20 Bepecus 2020 poxy Ne 295

Peccrpaniiinmnii injaeKc J10KyMEHTIB

83. Sknio JOKYMEHT MIJI'OTOBACHO JBOMA M Oi/pllle YCTAHOBAMM, 3aCTOCOBYETHLCH
peecTpalliifHuii iH1EKC roJI0OBHOTO BUKOHABILS.

84. Tligx wac Bisyamizauii AOKyMEHTa Micle pO3TaulyBaHHs peecTpaliitHoro  1HACKCY
BH3HAYACTHCS 3rI/HO 3 (GOPMOIO 3reHepoBaHoro GiaHka.

85. Tlix uac Bisyanizauii nokymenta CEJL BinTBOproc Ta Bizyasiye pazoM i3 JOKYMCHTOM
o6pa3 mTpux-koy abo QR-koy. sSKHH 000B SI3KOBO MICTUTS!

Ty peecTpailii Ta peecTpaliiiHuil IHICKC JOKYMEHTA;

PEKBI3UT MiANHUCYyBaya (niamucysadiB) Ta AaTy MAMUCAHHS 3 kBasihikoBaHOT €EKTPOHHOT
no3Hadxu vacy (nmie s QR-koay):

jlaui [po MOroUKEHHs (nHIe s aKTiB).

I'pud 3aTBep/KEHHS 10KYMEHTA

86. Y pasi KoM €JIEKTPOHHHMI JOKYMEHT 3aTBEP/DKYCThCH HAKa3oM rpud 3aTBEP/UKCHHSA
cknamaetbes i3 cnosa «3ATBEPJDKEHO», Hassu (y HasHBHOMY BI/IMIHKY) HakKa3sy, sSKuM
3aTBEpIUKYCThCS CTBOPEHMH JOKYMEHT, i3 3a3HAuYCHHAM JaTH HOTO 3aTBEP/UKEHHA 1 HOMEDpA,
HaNpHKIaL:

3ATBEPJDKEHO
Haka3 KoopauHauiiiHOro LeHTpy
3 HajlaHHs MPABOBOT 10IOMOTH

4
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I'pud saTBepikeHHs Bi3yali3yeTbes Yy BEpPXHbOMY [PaBOMY KyTi MEpIIOl CTOPIHKH
JTOKYMEHTA.

Jlani npo BHKOHAHHS JT0KYMEHTIB

87. BixmiTka npo 3aKiHueHHs BMKOHAHHS NOKyMeHTa BHOCHThes jo PMK ta MicTHTH

apTomMaTHuHo 3renepoani CEJ] cioBa «Jlo cipaBuy, HOMEp CIpPaBH, a TAKOX KOPOTKi BiOMOCTI
npo HOro BHKOHaHHA, HAIIPUKIA/L:

Jlo cnpasu Ne 03-10
JInet-sianosiab Bix 20.05.2017 Ne 03-10/01/802

abo
Jlo cripaBu Ne 05-19

ITuTagHs BUPILIEHO TO3UTHBHO mijg yac TenedoHHol
po3mosu 04.03.2017

OcobanBocti 0opM/IeHHs IeSIKAX BHIIB T0KYMEHTIB
Iporoxoin
88. ITPOTOKOMM CKIAAAIOThCS B €IEKTPOHHIHN (opmi BITIOBIAHO /10 i€l IHCTPYKL.

89. V pasi Bejenns aymiosizyansnoi ¢ikcauii 3acinanus BUUIOBIIHWI 3annic MiZMHCYEThCS
KBaJTipiKOBAHAM €IEKTPOHHUM TLAMHCOM CEKpeTaps KolerialbHOro opramy (mam — cekpetap)
ab0 YOBHOBaXEHOT 0COOM Ta JI0/IA€THCA /10 POTOKOY.

90. ITpOTOKONIM Ta BHTATH 3 HUX 3aCBi4YIOThCS KBATI(PIKOBAHOK €JIEKTPOHHOKO 11€9aTKOK0
Koopauuaniitnoro  meHTpy, Ky Hakimanae VIIOBHOB@XKCHUH  CTPYKTYPHHIA i, 1pO3/1i1
KoopauHaliitHoro 1LeHpy. i HaJCHIAOTHCA y pasi noTpebu 3aiHTEpPeCOBAHHM YCTAHOBAM,
rnocajoBuM ocobam, npatiBuukam. Ilepenik po3cniiky CKa1ae cekpetap.

Cayx0oBi meTn

91. CayxGoBuii THCT B €JeKTPOHHIH (opmi ODOpPMTIOETHCA HA O1aHKy, aBTOMATHYHO
srereposanomy CEJl KoopanHauiiHoOTo 1eHTpy.

92. JlaToto JMcTa € Aata Horo peectpaiii y Biyiii JIOKYMEHTO0DIrYy.
IliAroToBKA NPOEKTIB €JEKTPOHHHX T0KYMEHTIB

93. 3a niAroTOBICHWH TMPOEKT ENCKTPOHHOIO IOKYMEHTA BIANIOBIJATBHUM € aBTOP
JIOKYMEHTA.

3a oprasizaiilo BUKOHaHHS €JICKTPOHHOTrO AOKyMEHTa BiZNOBiJal0TE OCOOM, 3a3HaYeHl B
eNeKTPOHHIH Pe30oLLi, HaKIajleHill 3a pe3yTbTaTaMy NEPBUHHOTO PO3IISLY IOKYMCHTA.

94. TTiroToBKa MPOEKTY EJEKTPOHHOTO JOKYMEHTA 3MCHIOETBCA 3 ypaXyBaHHAM TaKuX
BUMOTI':

[POEKT €1eKTPOHHOTO IOKYMEHTA FOTYETLCS aBTOPOM I0KyMEHTa B CEL;

y pa3i HAasBHOCTI CYNpPOBIAHMX MaTepiaiB /0 TMPOECKTY €NEKTPOHHOrO JOKYMCHTA BOHH
JI0JAIOTHES J10 MPOEKTY €JNEKTPOHHOIO JIOKYMEHTa BHK/IIOYHO B enexTpoHHiH dopmi (30kpema
Tabmuuni Ta rpadiuni marepiaan, GoTokonii JOKYMEHTIB, 3aBaHTaKEHI y cHCTeMy Yy (aiimax
dopMaTiB, BA3HAUYEHNX aKTaMi 3aKOHO1aBCTBA);

BHECEHHS JI0 TPOEKTY CJIEKTPOHHOTO JOKYMEHTA MOCH/IaHHS Ha JIOKYMEHT(H), Ha BUKOHAHHS
SKOro(uX) CTBOPEHO BiJAMOBLIHUH MTPOEKT:
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BHeceHHs /10 PMK B aBTOMaTH30BaHOMY peXMMi IHAEKCY CIIPABH 3a HOMEHK/IATYPOIO CIpas,
J10 SKOT BI/IHOCHTBCS €J1EKTPOHHUH JOKYMEHT, 1110 CTBOPHOETHCS:

3a3Ha4yeHHs 000B 43KOBOI'O CTATYCY MPU3HAYEHHS NPOEKTY (iHiLiaTUBHUIA, iHdopMaliiHuii,
MPOMiKHA BiJIOBI/b, IOJAHHS 11PO 3MIHY CTPOKY, 3aMUT HA JI0/IaTKOBY iH(OpMAaILiio, OcTaTO4YHE
BUKOHAHHA ).

GopMyJIIOBaHHS NPOEKTY JOPYYEHHS J0 AOKYMEHTA 3IHCHIOETHCS Y TEKCTi JOKYMEHTa, J10
KOO TUIAHYETbCSA BH/IAHHS BIINOBIHOTO JOPYdeHHs, Y (opMi KOHKpeTHOro 3aBaaHHs i3
3a3HAYE€HHSM CTPOKY HOro BUKOHAHHS Ta BMKOHABIIB, HANPHKIAL BIUITY A0KYMEHTOOOIrY:
KepiBHUKAM CTPYKTYPHHUX Ii1PO3i/IB TOLIO;

(dopmyBaHHs nepeiiky moroKysayis ta mianucysauis y PMK.

95. Im's daiia BUXiZHOrO NMPOEKTY €JICKTPOHHOIO JOKYMEHTA, CYNpPOBIIHUX Ta IHIIMX
MaTepiadiB 70 HHOrO MOBHHHO MaTH CTHCHy yHi(ikoBaHy Ha3By. siKa 9iTKO BUXOAMTH 13
IPHHAIKHOCTI BMICTY (paiina, Hanpukial:

Juer ...

Cayx0OoBa 3anucka ...

Haxkas3s npo ...

3minu 10 HaKa3y Bid ... Ne ...

Hosa pejakuis Haka3y Bia ... Ne ...

J11 Tlopsaok (monokeHHs, IHCTPYKIisS TOWIO) ...
JI2 Tabnuus (rpadik, niax Towo) ...
CxaHoBaHa KOIis MCTA ...

MMoroKeHHs NPOCKTIB €J1eKTPOHHHX JOKYMEHTIB

96. TlorojkeHHs NPOEKTY €IEKTPOHHOTO JOKyMEHTa Tonmsrae y HOro MorokeHHi
yHoBHOBaXKeHUMH ocobamu, 3asHadenumu B PMK, mo 3abesnedyernes CEJl na nijicrasi
chopMOBaHOrO NepeniKy moroKysadis, 3asnauennx y PMK.

97. Iudpopmalrtisi 11po MOroLKEHHS, BIAXHICHHS a00 NOBEPHEHHS ABTOMATHYHO BHOCHTBCS JI0
PMK.

98. IToroukeHHS Ta NiANUCAHHS MPOEKTY €JIEKTPOHHOTO AOKYMEHTA 3/IHCHIOETHCS Y TAKOMY
OOPSIKY:

[POEKT eIeKTPOHHOrO JOKYMEHTa (3a BUKIOYeHHsAM Haka3iB KoopauHauiiiHoro meHTpy)
CIIOYATKy MOTOJKYETbCS HOro aBTOpoM, #HOro 0Ge3rnocepe/HiM KepiBHAKOM Ta KepiBHHKOM
ynpasainus (y pasi BXOUKEHHs BIUUIUTY/CEKTOPY B CTPYKTYPY YNpaBiliHHs), a TaKoxK
YIOBHOBAKEHUMH NPALiBHUKAMH [HIIMX CTPYKTYPHHX Miapo3ainis KoopAnHaiiiiHoro ueHTpy.
SKUX CTOCYETHCH JIOKYMEHT Ta HasBHICTH Bi3d sAKuMX mnepeibaveHo B PMK. Tlpn usomy
[OTO/UKEHHS IPOEKTY €1EKTPOHHOIO JJOKYMEHTa HE 3aTBEPIUKYE 3a3HAUCHH I JIOKYMEHT!

[IPOEKT EIEKTPOHHOIO TOKYMEHTA MOrOUKYEThCs MEepIIMM 3aCTyNHUKOM JHPEKTOpa, Ta/abo
3aCTYNHHKOM JMpekTopa KoopauHAIiHHOrO HEHTPY, SKHii KOOPAMHYE pOOOTY CTPYKTYpHOIO
MiIpO3/1ii1y. BiNOBIIAJIBHOTO 3a MIATOTOBKY MPOEKTY €NEKTPOHHOIO JI0KyMEHTA (IOTOUKCHHA
iHIIOrO 3aCcTYMHMKA aupekTopa KOoOpAMHALINHOTO LEHTPY. AKMil KOOpAMHYE poboTy THIIMX
CTPYKTYPHHX HLIPO3/ALIIB, HE BUMAracThCs ),

[POEKT €IEKTPOHHOTO JOKYMEHTA IiJIHCYEThCS KEPIBHUKOM KoopauHaiinoro LeHTpy.
MepIIMM 3aCTYTTHUKOM JIHPEKTOpa ab0 3aCTyHAKAaMHU JIHPEKTOpa.

[Tops/l0K TOTOMKEHHsT Ta MianmucanHs Hakasis KoopAHHAUIHOTO [EHTPY BH3HAYAECTHCS
nynktamu 127-131 wiei Inerpyxuii.
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99. He mnorojkeHuit y BUINOBIAHOMY HOPSAKY IPOEKT €IEKTPOHHOTO [OKYMEHTa He
[epeacThes Ha MIMCaHHs (3aTBEP/UKEHHA).

100. VrnoBHOBa)keHi 0coOM IHIIMX CTPYKTYPHHX IiApo3/LTiB 3a (JaKTOM HAAXO/DKCHHA 10
aux gepes CEJ[ NPOEKTY €leKTPOHHOrO JOKYMEHTa GepyTh ydacTh y HOro onpauioBaHHi B
YACTHHI, IO CTOCYETHCA IX KOMIIETEHIIIT.

101. Cpor NO3MIIK0 [I0J0  ONPallbOBAHOTO  MMPOEKTY  €JICKTPOHHOTO  JOKYMEHTa
YIOBHOBakeHa 0c00a 3aiHTEPECOBAHOrO MiAPO3/ily AOBOAMTH 0 BijloMa BiJITOB1IA/IBHOIO
mizposaiy uepes CEJl. Bianosizsa mosuiis mae OyTd 4iTKO OOIPYHTOBAHOW, @ Y pasi
HEOBXIHOCT BUK/IAJEHA Y TEKCTi MPOEKTY €EKTPOHHOTO JIOKYMEHTa B PEXKMMI BUTIPABICHD (Y
BUITISA/II HOBOI peaKilii #Oro OKpeMHX I0JI0XKEHbD ).

V pasi BHEeCeHHs pe/IaKIiifHuX MPABOK 10 MPOEKTY eJIeKTPOHHOro JokymenTa CEJL:

36epirae NOTOYHY BEPCilO MPOEKTY €IEKTPOHHOIO JIOKYMEHTa (6e3 penakuiiHHX 1PaBOK) 3
yciMa  HakmageHMMH  Ha  Hei  KBali(iKOBaHMMHM  CJICKTPOHHMMH nijinucamMu (Lo
MiATBEPIKYIOTHCS) B apXiBi Bepeiil MPOEKTY €JIEKTPOHHOTO JIOKYMEHTa;

CTBOPIOE HOBY BEPCil0 NPOEKTY eIeKTPOHHOrO JIoKymeHTa  (Oe3 KBasTihikoBaHUX
eIEKTPOHHMUX [MTi/UNKCIB), KA CTAE MOTOYHOK BEPCICI0 MPOEKTY €IEKTPOHHOrO JA0KyMEeHTa iJ10
K01 30epiraroThCs Bei BHECEHI PeIaKiiiHI TPaBKH.

Vei Bepeii npoekTy 36epiratorbes B apxisi Bepeiit 8 PMK. Pejarysanns Bepciii, 30epeKeHnx
B apxiei PMK Guokyerscsi. PejaryBans MOTOYHOL pepcii GIOKyeTbCs Mmic/s 3aTBEPIKEHHS
JIOKyMEHTA.

102. TlorogkeHHs [POEKTY €JIEKTPOHHOIO JIOKyMeHTa (3@ BHKIHOYCHHAM HakasiB
KoOpAMHAIIHOTO EHTPY) 3MIHCHIOETBCS Y TAKOMY TOPSIKY:

MPOEKT €J1eKTPOHHOTO JOKYMEHTAa [OTO/UKYEThCA HOrO  aBTOpOM, nicast woro CEJI
ABTOMATHYHO OJHOYACHO HAJCWIAE Ieil MPOEKT Ha O3HaioMileHHs #oro Oe3nocepeaHbOMY
KepIBHMKY Ta KepiBHHUKY YIpaBliHHA (y pasi BXOJUKEHHS BLUIITY/CEKTOPY B CTPYKTYPY
VIIpaBIiHHA) Ta  YNOBHOBKCHHMH MpaiiBHUKaMK  IHIAX ~ CTPYKTYPHAX MiIpO311iB
KoopauHaliifHOTO  LEHTPY, 3a3HAuYCHUMH B PMK, mnepuiomy 3acTyNHHKY JHMPEKTOPA,
3acTYMHUKY aupektopa KoopauHaiiiHoro ueHTpy, Aknid KOOpAHHYE poGoTy BiNOBIAAIBLHOTO
miapo3aiay, Ta yNOBHOBAKEHHM 0cODaM iHImUX CTPYKTYPHMX miapo3zinis KopauuauiiHoro
HeHTpy, 3azuHavenux B PMK;

noropkysay, 3azHadenuii B PMK, npoTaroM CTpOKY, BH3HAYEHOTO IrijIH0 3 i€
[HCTPYKIL€H0, 3aexKHo Bin obcary Ta/ado BHIY JOKYMEHTA, MAe 03HAHOMHUTHCHA 3 DPOEKTOM
eIeKTPOHHOTO JIOKYMEHTa Ta Y pa3i HasiBHOCTI 3ayBakeHb BHOCHTh X JIO IPOEKTY €IeKTPOHHOIO
JIOKYMEHTA,

KO TI0r0/pKYyBay npoTsarom 3assadenoro 8 PMK cTpoky He MOroans Ta He BHIC 3ayBaXKe€Hb
10 IPOEKTY eekTporHoro jaokymenta, CEJl aBToMaTn4HO BHOCHTD J10 PMK indopmartito 1npo
[OTOJUKEHHSI 1IbOTO TPOEKTY 3a 3aMoBuysanHsM. Iloroukysad Hece BiLMOBilaIbHICTL 34
BIATIOBI/IHE [1OI'0JUKEHHS,

103. Y pasi NOorojuKeHHsl NPOEKTY €IEeKTPOHHOro JOKYMEHTa yIOBHOBAXKEHA ocoba iHmoro
CTPYKTYPHOIO IMiIPO3/1iJ1y, 3a3HA4YEHOTO B PMK, Bi3ye MpOEKT €1EKTPOHHOIO A0OKYMEHTA.

104. Tlicns Bi3yBamus Beima 3a3uadenumu B PMK morokyBadamu CEJl aBTOMaTH4HO
HAJICHIIAE TIPOEKT €JIEKTPOHHOTO JIOKYMEHTA Ha Mi/IIMCAHHA 3a3HAYCHOMY B PMK nijnucysauvy.

[Mignucanus MPOCKTIB eJIeKTPOHHHX I0KYMEHTIB
IMianucysa4

105. [Tocanosi 0co6H € MiAMMCYBaYaMH IPOEKTIB €JIEKTPOHHUX JOKYMEHTIB B MEKaxX CBOIX
NIOBHOBAKEHb.

4
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106. ITignucyBadeM  MPOEKTIB  €ACKTPOHHUX  JOKYMEHTIB, [0  HAJACHIAIOTHCHA
Koopaunariitnum neatpom 10 Bepxosroi Paan Ykpainu, Anminicrpaiti [pesuaenra Ykpainu,
KaGinety MinicTpiB YKpaiHu, yCTaHOBaM BHIIOIO piBHA Ta JIOPYYeHb TEPHUTOPIaIbHUM
BiytiienHssM KoopaMHauiiHoro LeHTpy € kepiBHHK KoopamHami#Horo ueHTpy.

[TigmucyBaueMm BiANOBiAe HAa 3anmMTH MIHICTEPCTB Ta IHIIMX LEHTPATbHHUX OpPraHiB
BUKOHABYO! BJIA/IH, OPraHiB MiCIIEBOTO CAMOBPAJYBAHHS: JIACTIB MO0 HarpaBieHHs 3a
HAJIEKHICTIO i1 [OJa/IbIIOT0 PO3IJISAy 3BepHEHb TPOMAJsiH Ta 3amuTiB Ha mmyOuivny
inopmartito; aucTiB iH(popMaliiHO-pO3 AICHIOBAIIBHOIO Ta 3BITHOIO XapakTepy Ha aapecy
MIHICTEPCTB, IHIIMX LEHTPAILHUX OpPraHiB BHKOHABYOI BJIAJH, MiANPHEMCTB, YCTaHOB,
opraHizaniii (HaNmpWKIal, MONO BKIIOYEHHS Kanaujaatyp npamisaukis KoopauHauiiHoro
HEHTPY A0 ckaagy pobouMx TPyl 3anpoimieHb /Ui ydacTi y HapajaX 4M 3ycTpivax, sKi
npoBojsThes KoopamuauiitinM ueHTpoM: mojands iHdopmallifiHo-aHaliTHIHUX MaTepiais,
TMOBIIOMJIEHB TOLLO; MOJAAHL NEPIOAMYHMX 3BIiTIB HA a/jpecy MIHICTEPCTB Ta IHIINX LEHTPATBHUX
OpraHis BUKOHABYOI BJIa/IM; 3aMUTIB 10 MIHICTEPCTB, IHIINX LEHTPAJbHAX Ta MICIEBHX OpraHiB
BUKOHABUOT BJIaAM NPO HajaHHs iHGOpMallii, HeOOXIHOT /11 BUKOHAHHS 3aBlaHb Ta (QyHKuii
KoopauHamiifHOro 1ieHTpy; MPOEKTIB €IEKTPOHHUX JOKYMEHTIB, IO HANPAB/IAIOTLCS HA ajpecy
TepUTOPIaTbHUX BiliIeHs KoopanHALIHHOro UeHTpY, MANMPUEMCTB, YCTAHOB Ta OpraHizauiii €
kepiBHMK KOOp/MHAIAHOrO UEHTPY, Teplnii 3acTYNHUK aAupekTopa abo 3acTyNnHHKH
anpekTopa KoopuHauiiHoro uenTpy 3riZiHo 3 po3anoiioM GpyHKLUiOHaATLHUX TOBHOBAKCHD.

[lianucyBayeM MPOEKTIB JIONOBIAHMX 1 CIyKOOBMX JHCTIB € KEPIBHHK CTPYKTYPHOTO
nizposainy KoopauHariiinoro meHTpy ado ocoba, 110 BUKOHYE HOTro 0008 s3KH.

107. Brecenns y niamucani JOKYMeHTH Oy/b-KMX BHIIPaBIE€Hb 1 JIONOBHCHb HE
JOTTYCKA€ThCS.

108. PexBi3uT miAnucyBaua CKIaacTbes 3 HaliMEHYBAHHs NOCATH OcoOM. sika mianucye
EJNCKTPOHHHM JTOKYMEHT, BIACHOTO IMEHI 1 IPI3BHUINA, HAPHKIIAN!

Jinpextop Biacue im’s [TPI3BUIIE

109. TTpockTH eNeKTPOHHUX JIOKYMEHTIB MIANNCYIOTHCS, SK NPABUIIO, OJHIEK NOCATOBOK
0c06010, a Y pa3i, KOJIM 3a 3MIiCT NPOEKTY eIeKTPOHHOTO JOKYMEHTa BiINOBIAa/IbHI KijibKa 0Ci0 —
aBoMa abo Ginpme nocagoBuMu ocobamu. Ilpu mbOMY pEKBi3UTH MOCAJOBHX OCI0 -
HMiNMCYBAYiB  PO3MIILYIOTECA ONMH [ OJHAM BIATOBIAHO 10 NiANOPSAKOBAHOCTI 0CIO.
Hampuxiau:

Jlupektop Bnacue im’s [IPI3BULILE
["onosuuii Oyxranarep Bnacue im’s [TPI3BULIE
abo
["onosa komicii Bnacue im’s [TPI3BULLE
CekpeTap Komicit Bnacue im’s [TPI3BULIE

110. V pasi nijinucanHs MPOEKTY CIHLILHOTO €ICKTPOHHOTO JOKYMCHTa KiJIbKOMa 0CODAMH,
SKi 3aiiMalOTh OJIHAKOBI MOCA/IA, iX PEKBI3UTH PO3MIILYIOTHCS HA OJHOMY PiBHI.

111. Y pasi BincyTHOCTI M0CaI0BOi OCOOH, PEKBI3UTH ijIINCYBaua SKOT 3a3HAYEHO y TIPOEKT1
eICKTPOHHOTO JIOKYMEHTA, aBTOPOM MPOEKTY CTBOPIOETLCS HOBHH NMPUMIPHUK IIPOEKTY, B AKOMY
IMIHIOIOTHCSL JIMIIE PEKBI3MTH [iNMCyBaya, MicjAs 4YOro BiANOBiAHWI nNpuMipHuk Oe3
[IOBTOPHOTO TIOTO/KEHHS BHOCHTLCS Ha MiimUe 0co0i, 110 BUKOHYE Ti 000B s13KH.

————eeee
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Ilignncannsa gjokymenra Kepisunkom Koopannauniitnoro uenrpy abo 0codo10, AKa BHKOHY€
fioro 0608 sI3KH, HEPIIHM 32CTYITHHKOM JHPEKTOPA, 32CTYINHHKOM IHPEKTOpa
Koopaunauiiinoro nenrpy

112. V pasi koqm mijgnucyBayem eIeKTPOHHOTO JOKyMeHTa € KepiBHHK KoopamuamiiHoro
neHTpy abo ocobfa, sika BUKOHYE #HoOro oO0OB A3KHM, NOTO/UKEHWH IPOEKT €JIEKTPOHHOTO
JIOKYMEHTa HaJAXOjUTh /O BIANOBIZHOrO mianucyBaya ado /0 YNOBHOBaXEHOI 0COOH. IO
oprasizoBye Ta 3abesneudye poboty KepiBHuka KoopanHauiitHOro LeHTpY (3a HAABHOCTI).

YnoBHoBaxkeHa ocoba kepisnuka KoopunailiiiHoro neHTpy:

1epeBipse NPOEKT eIEKTPOHHOTO IOKYMEHTA Ha IIpeIMET HOro BIAMOBIIHOCTI BAMOTAM II00
MiJATOTOBKK BiAMOBITHUX MPOEKTIB;

TepeBipse NPOEKT eIEKTPOHHOTO JOKYMEHTa Ha IIPe/IMET HasiBHOCTI yCiX Bi3 MOr0/UKyBaviB!

y pasi BH3HAYEHHs MPOEKTY MOKYMEHTa TAaKMM. IO BIAMOBIJA€ YCTAHOBJICHHM BMMOTaM,
nepejae ioro Ha mianucanHs xepiuuky Koopawuuaniiinoro nentpy, abo 0c001, gKa BUKOHYE
oro o0OB A3KH;

y pasi KoM JOKYMEHT BIANOBLAHO J0 HOMEHKJIATYPH CIpaB Mae MocTiiinuii abo Tpusaiwii
(monax 10 pokiB) c¢Tpok 30epiramHs, MOJATKOBO BUTOTOBISE ManepoBuil  MPUMIPHHK
MOTOJKEHOT0 eJeKTPOHHOTO JOKYMEHTa, O MICTHTH PEKBI3WT miamucysaua (6e3 101arKiB, 1o
He MOTPeOYIOTh THAMUCaHHs), Ta nojac iforo Ha mignuce kepisunka KoopaunaiiiiHoro ueHrpy.
a60 ocobu, sika BUKOHY€ 1010 000B A3KH.

V pasi komu kepisauk KoopamHauiiinoro nentpy abo ynoBHoBaxeHa oco0a KepiBHHKA
BHOCHTbL JI0 TNPOEKTY €JIEKTPOHHOro JoKymeHTa penakuiiini npasku, CEJl aBromaTtHiHo
CTBOPIOE HOBY BEPCil0 MPOEKTY €NEKTPOHHOTO JOKYMEHTA, fKa 3a pIlICHHSAM KepiBHMKA
KoopauHaiiiiinoro neHTpy Moxe OyTH nianucasa 6e3 1oBTOPHOIO NOTOUKCHHS.

[Ticaist mijmucanss A0KyMeHTa KepiBauKOM KOOpAMHALIHHOIO LEHTPY B e1eKTPoHHiii dopwmi
BiH ABTOMATH30BAHO PEECTPYEThCS Ta aBTOMATHYHO Haxcuiacthes depe3 CEB. Ilanepopuit
IPUMIPHUK, SKKMii BLAMOBIIHO 10 HOMEHK/IATYPH CTIPaB Ma€ MOCTIHHMI ab0 TpHBATHI (IOHAN 10
POKiB) CTpOK 30epiraHHsi, pa3oM 3 pO3APYKOBAHMM MEPENiKOM I0CAT0BHX OCI0. SKUMH
MOTO/UKEHO MPOEKT JOKYMEHTA (HalMEHYBaHHs I0CAIM. BIACHE iM’s Ta mpisBHlle, jJara
[OTO/DKEHHS), YNOBHOBaXeHa ocoba KepiBHMKA Mepejac /IO BiANOBIIHOTO CTPYKTYPHOIO
nizpo3ainy mume s 36epiranns ta GOpMyBaHHS Y COPaBy 3riHO 3 HOMEHKIATYPOIO CIPaB.

3a Bigcyrnocti Vroproakenoi 0cobn KepiBHMKa KoopiMHaUIiHOrO NEHTPY dbyHkuil Takol
ocobu, BHKiageHi y absamax 3-6 mynkrty 114, noknanaiorthes Ha ocid, BUINOBIJA/ILHUX 34
NiIOBOACTBO Ta KOHTPOJIB Y BiMOBIAHOMY CTPYKTYPHOMY MiIPO3/IiIL.

113,V pa3si konnm nimucyBayeM JOKyMEHTa € MepLinii 3aCTYNHUK JMPEKTopa abo 3acTyINHHUK
qmupektopa  KoopauHAuifHOTO — WEHTPY,  BIANOBIAHO 10 posnoairy  GyHKUIOHATLHUX
[TOBHOBAKEHDb. BUIMOBIHHI €IEKTPOHHMIT JOKYMEHT Nicjif MOTrO/DKEHHs B YCTaHOBJICHOMY
NOPSAAKY HAAXOAWTh 10 BiAMOBIAHOTO MiAMUCyBaya, a y pasi KOJM MiAimucyBavyeM JIOKYMEHTa €
KepiBHUK CTPYKTYPHOIO HiIpo3/iny — 6e31ocepe/iHbo 10 BiOBIHOTO MijmucyBaya. OyHKIIT,
BUKIajIeHi y ad3anax 3-6 nynkty 114, mokmanaiorhes Ha ocio, BiANOBLIAIEHUX 3a JIUIOBOACTBO
Ta KOHTPOJIb Y CTPYKTYPHOMY THAPO3/LI.

114. Bigxunenuii nignucysadeM npoekt nosepraetbes CEJL Horo aBTopy 13 3a3HaYCHHAM
MOTHBOBAHOT MPUYMHH BiAXMIeHHA. VY pasi CTBOPEHHs JOKYMCHTa Yy narneposiii  Gopmi 3a
HASBHOCTI /Ul 1BOro OOTPYHTOBAHMX MIACTAaB BIH TIAMMCYETHCS Y MOPAAKY. BHU3HAYCHOMY
[HCTPYKII€KO 3 A1/I0BOJCTBA Y Maneposiit Gopmi.
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Oco0aHBOCTI HOTO/UKEHHSI IPOEKTIB eJIeKTPOHHHX JoKyMeHTiB B Koopaunauiiinomy
neHTpi

115. Tlpoueaypa MOTOIKEHHS TPOEKTY ENEKTPOHHOIO JIOKYMEHTa KOHTPOJIOETbCH HOro
rOJIOBHMM BUKOHABIEM, 4 Y pasi iforo BiACyTHOCTI 0CO0010. AKa BAKOHYE HOTo 000B A3KH.

116. ¥V pa3i HaAXOMKEHHS NPOEKTY €IEKTPOHHOTO JOKYMEHTA HA TIONOKCHHS MOro/UKyBad
noBHHEH 03HAlOMUTHCA 13 3MICTOM NPOEKTY, 3aBi3yBaTH MPOEKT €IEKTPOHHOTO JOKYMEHTa (Y
pasi 3roaM 3 MPOTIOHOBAHOK PEAAKILICI0 TEKCTY MPOEKTY €IeKTPOHHOTO A0KYMEHTa) a00 BHECTH
3ayBaKEHHs TA MPOMO3MIIT 10 HBOTO.

117. 3ayBakeHHsi i TOPONO3MLIT 10 MPOEKTY €JEKTPOHHOIO JOKYMEHTA, IO MaioTh
y3arajbHeHHH (KOHIENTYalbHUi) XapakTep, MOKyTh BUK/IJaTHCsl B OKPEMOMY KOMEHTapi. 1o
BHOCHTBCs 10 PMK, Ta miamucyioThes kBamihikOBaHMM €JIEKTPOHHHM [iJNHCOM 0COOM, sKa
CTBOPHJIA KOMEHTap.

118. 3ayBakeHHs i MPOMO3ULLIIT 10 TPOEKTY €NEKTPOHHOTO JOKYMEHTA BHOCATHCS B pexnmi
PE/IAKIIIHHIX 1PaBoK Ge3N0CepeiHbO 10 TEKCTY NPOEKTY €IEKTPOHHOIO JOKyMeHTa abo
BIIINAIOTHCS TPH(TOM 9H KOTBOPOM, Bi/IMIHHMM BLI WIPAQTY HU KOJILOPY OCHOBHOIO TEKCTY
NPOEKTY €IEKTPOHHOIO JOKYMEHTa, Ta i3 3a3HAYCHHAM aBTOPA BiLMOBIIHMX MPABOK (PEKUM
BUITPABJICHHS ).

119. 3aypakeHHs i MPOMO3MILIT MO0 BiAMOBIAHOCTI HOPMATHBHO-NPABOBHM aKTaM MaiOTh
BHOCHTHCS i3 3a3HAUEHHSIM KOHKPETHHX HEBiANMOBIJHOCTEH, cTaTeil, MyHKTiB TOWO ab0 Mae
HAABATHCA BUAMOBLIHHN BapianT peaKlii TEKCTyY, /10 AKOro € 3ayBaKECHHS.

120. TToroKyBay NOrOKYe TIPOEKT €JIEKTPOHHOTO JOKYMEHTA JIMIIe Y pasi BIICYTHOCTI B
HBOrO JKOJHHX 3ayBakeHb. [IOrODKEHMH NPOEKT ENEKTPOHHOTO JOKYMEHTA dBTOMAaTHYHO
nepeacThesi HaCTYIHOMY MOrOUKYBady 3TiIHO 3 TeEpesikom MOTO/UKYBA4YiB Ta MiANKUCYBayiB,
3azHavennx y PMK.

[TorojkenHs i3 3ayBakKeHHAMH He JONYCKACThCA, KPiM BHITA/IKIB TOTOKCHHS NPOEKTIB
aKTiB, MOPAJIOK MOTOUKEHHSA SKMX BU3HAYCHO 3aKOHONABCTBOM.

121. V pasi BHeceHHs OyAb-fKHMX peIaKuiifHMX TIPaBOK /0 MPOEKTY EJIEKTPOHHOTO
nokymenta CEJl aBTOMaTH4HO BUIK/IMKae HOro 3 TMOTO/DKEHHA Ta TNOBEpTac NPOEKT
eeKTPOHHOTO JJOKYMEHTA I'0JIOBHOMY BUKOHABILIO.

122. TonoBHMIA BUKOHABEIb [MPOEKTY €JIEKTPOHHOTO JOKYMCHTA micjie MOBEPHEHHS HOMY
BI/JIXHJIEHOTO TPOEKTY JOKYMEHTa 311HCHIOC HOTO J00MPALOBAHHA, 33 pe3y/bTaTaMH SKOro:

npuiimMae (MOBHICTIO ab0 4acTKOBO) HajaHi 3ayBaKeHHs, MPOTIO3HLi, pejlaKiiiti MpaBKu Ta
HAJICH/IA€ HA MTOBTOPHE TOTO/DKEHHS HOBY BEPCIIO MPOEKTY ENEKTPOHHOTO JIOKYMEHTA;

MOTHBOBAHO BLAXWISE HAJAHI 3ayBakeHHs Ta IPOTMO3ULIT 13 3a3HAYCHHAM mijictaB Yy
BI/IIOBLAHOMY KOMEHTapi, M0 BHOCHTBCH JI0 PMK. 3 HaklagaHHsMm KBali(iKOBaHOIO
eIeKTPOHHOTO TIACY TOJOBHOTO BHKOHABLA MPOEKTY, micJis 4HOro mNOBEpTac MNpPOEKT
e71eKTPOHHOTO JIOKYMEHTA Ha MOTO/IKCHHS Y nonepeHiit oro peaakuii oe3 HeOOXiIHOCTI HOIo
repeBi3yBaHHs TOrOKyBa4aMu, AKAMHA NPOEKT OyJ10 MOro/KeHO.

123. TlorojukyBay, SKHM OTPHMAHO NPOEKT CJIEKTPOHHOTO JOKyMEHTa, [OBUHEH HOro
MOTOMTH 200 NOBEPHYTH i3 MOTHBOBAHHMH 3ayBAKCHHAMH Td MPOTO3UILISAMH.

124. Slknio y NO3MLISX TOJIOBHOTO BHKOHABIS Ta CHiBBMKOHABI € Po30KHOCTL, AKI HE
MOKYTb OyTH Bpery/iboBaHi Ha piBHi (axiBuiB BiATMOBIHIX CTPYKTYPHHUX MiIPO3/ILTIB, KEPIBHHK
FOJIOBHOTO BWKOHABIL iHINIKOE NPOBEJCHHA Y3TOUKYBaIbHUX Hapal Ta KOHCVJIBTAllid 3
y3ro/keHHsi po30bKHOCTEH Ha piBHI KepiBHMIITBA BiAMOBIAHMX CTPYKTYpPHHX MiApO3/1IB.
Pe3ynpTaTi y3rojUKyBalbHOI HApA/IU 0(bopw JOFOTLCS TIPOTOKOIOM, SKHH TOTy€ Ta BHOCHTH B
CEJl aBTOp HpPOCKTY, SK JIOTIYHO TOB’sI3aHMH i3 JOKYMEHTOM, IOAO SKOTO CKjHKalach
y3roKyBajibHa Hapaja.
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3asHagenuii npotokon Bizyethes B CEJ] BciMa ydacHMKaMu Hapaiu Ta HUIHCYEThCS
KepiBHMKaMH CTPYKTYPHHUX MiAPO3/LTIB, Y AKUX Oy po30DKHOCTI.

PMK 3apeecTpoBaHOro MPOTOKOJY MIiCTHTh MOCHIAHHS HA €NEKTPOHHHH JOKYMEHT, MO0
KO0 ioro 0ys10 CTBOPEHO.

JloMOBII€HOCTI, JOCATHYTI 111l Yac Y3rojKyBaJlbHOI Hapajan Ta BUKJIQJEH] ¥ 1T MPOTOKOI, €
060B’ A3KOBMMH [1/11 BAKOHAHHS BCiMa y4acHHUKaMH MPOLECY MOTO/KEHHS PO30IKHOCTEH.

125. TIpo€eKT eNeKTPOHHOIO A0KYMEHTA BBAKAETHCS MOrOIKEHNM Ta MOKE OyTH mignucaHuii
JMIe Tichs Toro, K foro Gye 3aBi3oBaHo BCiMa MOTOKyBauaMH, 3asHadenumu B PMK.

126. VY pasi norpe6u CEJ] resepye JIMCT 30BHIMHBOTO 200 BHYTPIIHBOTO T10TO/UKEHHS.

Oco6HBOCTI MATOTOBKH AeSKHX BHIIB €JIEKTPOHHHX IOKYMEHTIB
MpoexkTH HAKA3IB

127. Kepipuuk KoopmauHauifHOro LEHTPY MiANKCYE HAaKa3W 3 OCHOBHOL JUSTIBHOCTI, 3
A MIHICTPATHBHO-TOCNIOAAPCHKHX Ta KAJAPOBUX MUTAHb.

[TpoexTn HakasiB roTylOTbCs BUINOBIIHO 0 BHUMOI, BH3HAYEHHMX i THCTPYKLI€W, Ta 3
ypaxyBaHHAM 0coOIMBOCTEH, fKi BH3HAYAIOTHCS 3aKOHAMM Ta inommu  aktamu  Kabinery
MinicTpiB YKkpainu.

128. IMpoekTH Haka3iB 3 OCHOBHOI MiSMBbHOCTI, AMiHICTPATHBHO-rOCMOJAAPCHKHX I[IHTAHD

FOTYIOTBCS i TMOJAIOTHCS  CTPYKTYPHHMH — [iJpO3iinamu  3a  JI0PYUEHHAM KepiBHUKA
Koop/mHauiifHoro eHTpy M 3a BIACHOIO 1HIIIATUBOI.

[IpoekTH HaKa3ziB 3 KaJIpOBHX [HMTaHb TIOTYE BiyIl1 Kajposoi poboTH HOPUAMIHOIO
yHpaBaiHH® Ha miacTaBi  pimens  (BKa3iBok) kepisHuka KoopamHauifiHOrO  LEHTPY
OprasizamiifHo-po3nopsIMoro  XapakTepy. JONOBIHMX/CITY/KOOBHX ~ 3AIUCOK  KepiBHHUKIB
CTPYKTYPHHX TiAPO3ALIIB, KOHKYPCHHX JOKYMEHTIB (MPOTOKOJIIB Ta pilieHb KOMICii), 3asB
npalliBHUKIB, TPYAOBHX JOTOBOPIB Ta IHIIAX JIOKYMEHTIB.

129. ITpoekTn HakasiB 3 OCHOBHOI miggpHOCTI Ta JOJATKH [0 HHUX TOTOUKYIOTBCH
NpalliBHUKOM, SKHii CTBOPHB JIOKYMEHT, KePIBHUKOM CTPYKTYPHOTO nijposjiny, B SKoMy #Horo
CTBOPEHO, NOCATOBHMH 0co0aMu, SIKi BU3HAUCHI y MPOEKTI JOKYMEHTa K BUKOHABIIL 3aBJaHb,
0 MiCTSTLCS B HHOMY, HA4YaJIbHUKOM YNPABIIHHA TPaBOBOTO aHajizy Ta EKCIEePTH3H,
HAYATBHAKOM OPraHi3alliifHOTO yNpaBJliHHSA, KEPIBHUKOM abo mnocanoso ocoboo BimILTy 3
IHTaHb 3ar0GiraHHs Ta BUSBICHHS KOPYIILIT, iHIIMMH T10CAA0BUMHA 0CODaMH, AKHX CTOCYETHCSA
JIOKYMEHT.

[IpoeKTH HaKa3iB 3 KaIpOBWX MHUTaHb Bi3ylOThCS TOJOBHHM BHKOHABIICM, AKHH CTBOPHB
JIOKYMEHT Ta Ha4aIbHUKOM IOPH/IMYHOTO ynpasiHHs, [0CAJI0BMMK  0cobaMu BLIULLTY
3amoBiraHHs KOpPYTIii, a TAKOK 3aJICHKHO Bil BUIB nakasis Bitiny Gyxranrepcekoro o6miky Ta
inancoBoi 3BITHOCTI. IHIIMMH NOCATOBHMH ocobaMu, SKHX CTOCYEThCSH JIOKYMEHT.

130. Slkmo B mpoleci NOTOUKEHHS 10 MPOEKTY Hakady BHOCATHCAH 3MiHH, BiH TIIArae
[MOBTOPHOMY [TOTO/DKEHHIO (Bi3yBaHHIO).

131. TMpoextn Hakasie KoopaumHauiiHOro UEHTPY TOTYIOTHCA Td MOTrOJUKYKOTHCS B
eJIeKTPOHHIH (opMi BILAMOBIAHO 10 3aralbHUX BUMOT MIFOTOBKM Ta TOTOUKEHHSI TIPOEKTIB
eJCKTPOHHMX JIOKYMEHTIB, BH3HAUEHHUX miero Iucrpykiiero, Ha OjlaHky, MmO aBTOMaTHYHO
renepyerbest CEJL

132. 3MicT HaKa3y KOPOTKO BHKJIANAETHCA B 3ar0MOBKY, AKHH MOYHHAECTBCA 3 npuiMeHHHKA
«ITpo» i CKJIaTaeThes 3a JOMOMOIOK0 giuticcnipnoro iMennuka («IIpo 3atBepkenns...», «I1po
BBEICHHS...», «IIpo cTBOpPeHHS...») a00 iIMEHHUKA («TTpo miacyMKu...», «I1po 3axo/u...»).

———sseE
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133. TekcT Haka3zy 3 MMTaHb OCHOBHOI ISJILHOCTI Ta a/MiHICTPATHBHO-TOCIOAAPCHKMX
MATaHb CKIaa€ThCs 3 npeamMOyIn 1 pO3Nnopsa 40l YacTHHH,

134. ¥V npeamOyni 3a3HavaioThes migcraBa, oOrpyHTyBaHHs abo MmeTa BMIAHHS Hakasy.
3a3HadeHa YacTHHA 1MOYHHAECTLCH i3 ¢aiB «Ha BHKOHAHHSA», «3 METOHO» TOLIO. AKINO JOKYMEHT
BH/IA€THCA HA IiCTaBI IHIIOrO PO3NOPS,I40T0 JOKYMEHTA, Y KOHCTATYIOuiii yacTHHi (peamOyi)
3a3HAYA€ThCA [MOCH/IAHHSA HA BINOBIAHUI JIOKYMEHT.

Posnopsiiya uwactHa nouynHactbes i3 cinoa «HAKA3VIO», sike ApYKYeTbCs JKHPHHM
HpUAGTOM, MiC/Is AKOI'0 CTABUTBHCS JIBOKpPAIIKA.

135. Posnopsiiua 4YacTHHA MOMINSETbCS HA TMYHKTH 1 HUUTYHKTH, SKI HYMEPYIOTHCH
apabebkumu nudpamu. Y KOKHOMY TyHKTI NoBHHHI OyTH 3a3HaueHi opranizaniiHo-posnopsiia
s (3aTBepKkeHHs aG0 BBEACHHS B IO IHCTPYKIIii, MON0KEHHs TOI10) aD0 KOHKPETHE 3aBaHHA
(lopyyeHHs) i3 CTPOKOM #Oro BMKOHAHHS Ta CTPYKTYPHi Migpo3mimm — #oro BHKOHaBII,
HanpuKiIaL

OpraizamiiHoMy YIpaBJIiHHIO;
KepiBHUKAM CTPYKTYPHHX M1JIPO3/ILTiB;

KepiBHMKaM pErioHalbHUX Ta MiCUEBMX HEHTPiB 3 HajlaHHs Oe301m1aTHOi BTOPHHHOL
NIpaBoOBOT JIOTIOMOT'H.

136. HekoHKpeTHi («IPHCKOPHTHY, «IONNMMTHY. «aKTHBI3yBaTH», «3BEPHYTH YBary»
TOMIO) T4 HEKOHTPOJIBHI («10BECTH JI0 BiIOMa», «O3HAHOMUTH) TOILO0) JOPYUYEHHS B HaKasax He
3aCTOCOBYIOThCH.

137. Tlics HabpaHHs YMHHOCTI HAKa30M BHECEHHS 3MiH J10 HbOTO, BU3HAHHA HOrO TaKnM,
1110 BTPATUB YMHHICTh, YM Oro CKacyBaHHA 3AIHCHIOETHCS JIMIIE HUISXOM BHIAHHA HOBOTO
HaKazy.

138. Haka3s. sKMM BHOCSTBCS 3MiHUM, OOPMITIOETBCS 3 yPaXyBaHHAM TaKuX BHMOL:

1) 3arosioBOK Haka3y MOYMHAETHCS i3 chiB «[Ipo BHECEHHS 3MiH JI0 Hakazy..» i3
3a3HAYCHHAM JATH, HOMEPA, HA3BH BH/Y PO3MOPAIYOr0 JAOKYMEHTA, /10 AKOTO BHOCATBLCA SMIHM;

2) po3mopsiva YacTHHA HaKa3y MOYNHAETHCS 3 IyHKTY:
«1. BuecTH 10 HaKasy ... Taki 3MiHW:» y pa3i BUKIA1CHHS 3MiH y TEKCTi HaKa3sy:

«1. BHecTn 10 HAKA3y ... 3MiHM, [0 JONAIOTECA.» Y pasi BUKIAICHHS 3MIH Yy BHIJIAI
OKPEMOTI'0 JIOKYMEHTA:

3) dopMyTHOIOTHCS 3MIHH Y BUIUISAI NYHKTIB Ta MiIMYHKTIB PO3MOPAAYOro XapakTepy,
HAMpHKIIaL:

«1. TTyHKT 2 BUKJACTH B TaKiil pejaKmii:...».

«2. TTyHKT 3 BUKITIOUUTHY;

«1) ab3ail Apyruii MyHKTY 4 JOTIOBHUTH CJIOBAMH...»;

«2) y mijutynkTi 2 MyHKTY 7 €10Ba «y pasi noTped» 3aMiHHTH CIOBOM «BHMAracThes».

y pasi JIOMOBHEHHS HAKA3y HOBUMH CTPYKTYPHUMH OIMHHIAMH a60 BHKIIOYEHHS 3 TAKOTO
HaKa3y CTPYKTYPHHX OJMHHMIL HyMepallis BiAMOBIAHO 3MiHIOETBCA. 3a3HaveHa BrMOra
3aCTOCOBYETHCS TAKOK y Pasi BHECEHH: 3MiH /0 CTPYKTYPHOI OIMHMILL aKTa LUIAXOM 3aMIHH 11
KiJTbKOMa CTPYKTYPHHMH OJMHMIAME. [I1 4ac BHECCHHS 3MIH 10 OYHKTY (MIAMYHKTY), m‘mﬁ.
Hajiuye Jiekijipka ad3amiB (peyeHb), BKa3yeThCs MicIle3HaxoKeH sl uX 3MiH. OJHOMaHITHI

——ssssn
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3MIHM 3@ TEKCTOM Hakazy O0'€HVIOTBCS B OJHY CTPYKTYPHY OJMHMIIO 1 PO3MILLYHOThCS
HaIPHKIHLI TEKCTY:

4) 3MIHM BHOCATBLCS JI0 OCHOBHOI'O HakKasy, 4 He 10 aKTa [mpo BHECCHHA 3MiH 0 HBOTO;

5) 3MiHM 10 PO3MOPSAIHOro JOKYMEHTA BUKJIATAIOTECS Y PO3MOPSAYOMY JOKYMEHTI; 3MiHU Y
JIOJIATOK JI0 PO3NOPSAYOTo JOKYMeHTa 0DOPMIIOIOTECS il TPHMOM 3aTBEP/UKEHHS SK J01aTOK
JIO PO3NOPSIYOro JAOKYMEHTA, 3a BHHATKOM 3MiH [0 aKTa, AKi MaioTh He3Ha4dHWil odcar (sK
[PaBUII0, JI0 JABOX CTOPIHOK);

6) y pa3i BHeCEHHS 3MiH JI0 KiIbKOX Haka3iB TEKCT 3MiH HABOJAMTBCH B XPOHOJIOTTYHOMY
MOPSAJIKY PHIAHATTS aKTiB:

7) y pasi BHeceHHsi 3MiH 10 Haka3y NUISXOM BHKIQleHHS B HOBil peaakuii y rpuei
3aTBEP/UKEHHS DPOOMTHCS [MMOCHIAHHA HA JaTy 1 peecTpalifHui 1HAEKC PO3NOPAAYOro
JIOKYMEHTA, SIKMM OyJ10 3aTBeP/UKEHO OCHOBHHMI aKT, Ta 3a3HayaloThCA JiaTa i peecTpauiinHuii
{HAEKC PO3MOPAAYOro JAOKYMEHTA, SKUM 3aTBEp/UKYEThCS HOBA PeiaKilis Hakasy. AHAIOTIHHI
BHMOTH 3aCTOCOBYIOThCS 10 0(OPMIICHHS BLIMITKH J10 I0/1aTKa J10 PO3NOPAIHOro JIOKyMeHTa. Y
pasi JIONOBHEHHsS PO3MOPSIYOro JAOKYMEHTa HOBOK CTPYKTYPHOK — OJMHHILCIO  LI0J0
3aTBePIPKEHHS J10aTKa [0 1bOTO PO3MOPSIYOr0 JOKYMEHTa Y Ipudi 3aTBepKeHHs POOHTHCS
[IOCUNAHHS Ha JaTy i peecTpaliiiuuil iHJeKe po3NopAAYOro J0OKYMEHTA, FKHM BHOCATLCS 3MIHH
JI0 OCHOBHOTO PO3MOPATIOTO JIOKYMEHTA;

8) y pasi KoM 3MiHM BHOCATHCS [0 Hakasy Ta AKHif BUKTaleHO B HOBiil pefaKiiii, TeKcT
CTPYKTYPHOT OJIMHUIL PO3MOPATIOTO JOKYMEHTA BHKIAIAETHCS 3 YpaXyBaHHAM TOro, Mo 3MIHH
BHOCSTHCS /10 TEKCTY #HOro HOBOI peakiii 3 MOCHIaHHAM Ha PO3MOPSIYUNA JOKYMEHT, AKUM
3aTBEpIUKEHO Meplly pPeAaKIiilo, i3 3a3HAYEHHAM HOro peecTpamifiHuX JaHuX: B JyKKax
3a3HAYACTHCS PONOPAIIML JOKYMEHT, IKUM 3aTBEP/UKCHO HOBY PEJIaKIilo, IOCHIAHHS HA HOTO
peecTpalliitii Jani Ta nonepeani pejakiii nakazy He pobsThCs.

139. V pasi BujaHHsi HaKaszy npo BU3HAHHS TAKMM, WO BTPATHB YMHHICTD, abo ckacyBaHHs
iHIIOrO HaKa3y, y PO3NOPSIYil YaCTUHI 3a3HAYACTHCS TIYHKT, SIKHil IOBUHEH NOYHHATHCS i3 cIiB
«BU3HATM TAKUM. 1[0 BTPATHB YHHHICTE....» ab0 «CKacyBaTy ...» BilOBIAHO.

He miuisraioTh BU3HAHHIO TAKMMHE, M0 BTPATH/IM YHHHICTH, CTPYKTYPHI OIMHHL HAKA3Y.
3aTBEPDKEHOT0 PO3NOPAITHM JIOKYMEHTOM, Ta JI0AATKIB 10 HBOTO.

V 3B°83Ky 3 NPUHHSTTAM HAaKa3zy BH3HAIOTbCA TAKMMM, 11O BTPATHIN YUHHICTb, PaHille
NPHAHATI HaKa3H, AKIIO BOHM HE Y3TODKYIOTECS 3 HOPMAMH LBOTO aKTa, BUABHIMCA TAKMMH, 110
MOrTMHYTI HUM ab0 BTPATHIN CBOK) AKTYalbHICTh: MEPEIK TaKHX HaKa3iB HaBOAMTLCH B
OKpeMOMY TYHKTI (IiATYHKTI) pO3NOPSAYOro I0KYMEHTA, AKUM 3aTBEP/IKEHO HOBMiI Hakas3, abo
ohOPMITIOIOTBCS J0JATKOM JIO PO3NOPALYOrO JIOKYMEHTA. V nepesikax Hakasis, AKi NAJIATaI0Th
BH3HAHHIO TAKAMM, 110 BTPATH/IH YHHHICTB, aKTH PO3MIIIYIOThCS B hpOliO;lOl‘l‘lHOM}' NOpsAKY iX
NpHitHATTA. Pa3oM 3 HaKa3OM, sKWil BH3HAETBCA TAKHM, LIO BTPATHB YMHHICTh, BH3HAKOTHCS
TAKHUMH, 10 BIPATHIH YHHHICTH, HAKA3H, SKIMA JIO IIbOTO AKTa BHECEHO 3MiHH.

He BU3HAIOTHCS TAKAMM, 10 BTPATHIIM YMAHICTH, HAKA3H 3 OOMEXKEHNUM CTPOKOM Jlii, CTPOK
0T AKMX MHHYB. BH3HaHHA HaKa3y TakuM, 10 BTPATHB YMHHICTb, HE MIOHOBIIOC JII0 aKTiB, fAKI
BM3HAHI HMM TaKMMH, 110 BTPATHIIA YUHHICTB. [lis OKPEMHX CTPYKTYPHHX OJMHHIL Haka3zy,
BHKTIOUCHMX HAKA30M, AKUil Mae OOMeKeHHil CTPOK i, BIIHOBIIOETBCS NiC/Is 3aKiHYCHHS
CTPOKY HOTO Jii.

140, Jlns o3HallOMJIeHHS 3 Haka3oM YKjajia4d rorye Ta rojae Ha peeCTpaulm pazom 3
MiMMCAHUM  PONOPAIYMM  JIOKYMEHTOM  Tepellik  YCTaHOB. CTPYKTYPHHX MiApO3ALIiB,
10CcaToBHX (cyx60BHX) 0Ci6, AKHX TpeOa 03HAHOMUTH i3 LIHM JIOKYMCHTOM.
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141. Haka3u 3 KaQpoBHX NHTaHb OQOPMIIOIOTECS Y BUIVILL iHAMBLAYaJIbHUX 1 3BEICHUX
HakasziB. B iHAMBiAyanbHMX Hakaszax MicTMTbCs iHdopMaLis Npo OJHOrO NpaliBHHKA
(cniBpoOiTHHKA), Y 3BEJCHHX - MPO KLUTBKOX HE3aIeKHO BiJl TOTO. siKi ynpaBiiHCBKI pillleHHS
MOA0 HUX MPUHMAIOTHCS (OPUIHSATTS Ha poOOTY, NMpU3HAUYEHHS Ha [0cajly, NepeBe/IeHHs Ha
iHmy nocany (poboTy), 3BLIBHEHHS TOLIO).

142. 3micT IHAMBIYAIBHOTO HAKa3y 3 KaJAPOBHX MUTaHb CTUC/IO BUKJIAJAA€ThCs B 3aI0JIOBKY,
SKnit nounHaeThCs 3 npuiiMennuka «[lpo» 1 CKJTaZaeTbes 3a JIONMOMOrOI0 BIUIIECTIBHOIO
iMmeHHMKa, HanmpuKial: «IIpo npusHaveHus...», «I1po npuiHATTA...». ¥ 3BEJICHHX HAKa3aX MOKe
3aCTOCOBYBATHCS y3arajibHeHHMil 3arosoBok, Hampukinan: «lIpo xaaposi nurtanus», «lIpo
ocoboBuii cKnaz».

143. V TeKcTi HaKa3iB 3 KaAPOBUX [MTaHb, SK MPABUIIO, KOHCTATYIO4a YacTuHa (npeamOy.ia)
He 3a3HAYA€ThCs, KPIM BUNAIKIB NMPHU3HAUEHHS Ha 110caqy abo 3BUIBHEHHS 3 MOCAAN KEPiBHHUX
NpaiiBHUKIB OPraHOM BHINOTO PiBHA ab0 3a iHWIO TpoueAypor. VY Takomy pasi B
KOHCTaTYyrouill 4acTuHi (mpeamOy/i) HaBOAMTBCHA MOCHIAHHA Ha BUIMOBIAHHI HOPMAaTHBHO-
NpaBoBHil akT OpraHy BHUIOrO PiBHA y TaKiil MOCTIOBHOCTI: BUJ aKTa, yCTAHOBA - aBTOP, JaTa,
HOMEp, TIOBHA Ha3Ba.

144. Posnopsijiua yacTHHA HAKa3y 3 KaJPOBUX UTAHb MOYMHACTLCH, K IPABHIIO, 3 JAI€CIIOBA
y Qopwmi indininey «[TPUUHSTU», «[IPUBHAUUTU» JIEPEBECTH». «3BUIbHUTH»,
«BUIPSIIUTUY, «HAJIATU», «OI'OJIOCUTHU» Tomo. [lani 3a3HavaOThesst  BEJIMKHMH
TiTepaMy Mpi3BHILE NPALiBHEKA, HA AKOTO TOMIMPIOETHCS Jlisi HAKA3Y, | MAJIMMA — HOTO BJACHE
iM’sl Ta TEKCT HaKasy.

YV KOKHOMY MYHKTI HaKa3y 3 KaJpOBHX MHTaHb 3a3HAYACTHCA MIJACTABA 715 HOrO BHIAHHS.

[Tij yac 03HAHOMICHHS 3 HAKA30M 3rajJlaHiMM Y HbOMY 0co0aMH Ha Mepuiomy IPUMIPHHUKY
HaKa3ly 4YM Ha CHeliaTbHOMY OJIaHKy MpOCTaBIsIOTHCS MiIIUCKH 13 3a3HAYCHHSIM  JaTH
03HalioM/IEHHA.

V Hakasi mpo npu3HayeHHs abo 3BiNbHEHHS MpalliBHUKA 3a3HAYACTHCS MOBHA Aata (41CIo,
Micsitb, PiK) (PAKTHYHOTO BMXOAY NMpauiBHMKA Ha POGOTY (NPUIMHEHHS TPYIOBUX BLIHOCHH),
PO3MipH HOro Moca 0BOro OKIa1y BiANOBIIHO 10 ITATHOTO PO3MHUCY.

145. VY 3BejleHHX Hakazax 3 KaJApOBMX MHUTaHb JO PO3MOPSAYOT YaCTHHM BKIIHOYACTHCS
iHopMalis, Mo PO3MINLYeThes y TaKifl MOC/IIOBHOCTL: NPHHHATTS Ha pofoTy. mepeBeCHHs,
sinbHeHHs. TIpy 1bOMY /10 OJHOIO 3BEIEHOI0 HAKa3y HE MOXKE BKIIOHATHCH indopmaris, sika
3riIHO 13 3aKOHO1aBCTBOM Ma€ Pi3Hi CTPOkH 30epiranHs.

V 3BeIeHMX HAKA3aX MPI3BUINA 0Ci0 Y MeKax MyHKTIB PO3MIlTyIOThCs 3a alhaBiToM.

146. ITixnucanns Hakasy KoopauHauiifHOro UeHTpY 3MHCHIOETBCS B eNeKTPOHHIH Ta y pasi
HeoOxigHOCTI naneposiii popmi. Hakasy 3 aaMiHICTPATHBHO-rOCMOAAPCHKHX MHTaHb TOTYIOTHCA
Ta NiINUCYIOTHCS THLIE B eICKTPOHHIH hopMmi.

147. Haxasu Koopmunauiiinoro uentpy peectpytotees B CEJL i3 3acTocyBaHHsIM
Bi/IMOBITHOTO TPOEKTY €JIEKTPOHHOro joKymeHTa. llpu upoMy Ha nanepoBuil MPUMiPHUK
BULTOBLIHOTO aKTa MNPOCTABISETBCS HOMEpP Ta JlaTa peectpauii, ski Oyno aBTOMaTH4HO
npucsoeno CEJl. Hakasu HyMepyloTbCsa y MOPSAAKY iX BHJAHHS y MEKax KajeHJapHOTO POKY.
HaKas| 3 OCHOBHOI JisAbHOCTI, aJIMIHICTPATUBHO-TOCIIOAAPCHKIX MUTAHDb Ta 3 KaJPOBUX MHTAHb
MaloTh OKpEMY [OPSIKOBY HyMEpalilo.

148. O3uaitom7IeHHs NMpaiBHKUKIB 3 Haka3oM KoopaMHAIIfHOTO IEHTPY 3IHCHIOETHCS B
eeKTPOHHIH dopmi.

dakr jgosegenHs Hakazy KoopamuauiiiHOro meHTpy A0 BigoMa nocajioBoi  0cobu
Koopaunauiiinoro nentpy saiiicaioerses 3acobamn CEJL

——e




25

149. ®axT o3HalloOMIeHHS 110caAoBoi ocobu KoopaunauiiHoro uweHTpy 3 HaKasom
Koopannauiiinoro nentpy 3aificaioetses 3acobamu CEJ] 3 BMKOpHCTaHHSM KBali()iKoBaHOrO
CJICKTPOHHOTO MIAMHCY BiII0BIAHOI 110¢a10B01 0COOH.

150. Komii Haka3iB, CTBOPEHUX B eJIEKTPOHHINH (OpMi. 3acBIAUYIOTHCA YIOBHOBAKECHHMH
NpaliBHUKaAMH IOPHJIHYHOTO YNPABIiHHA Ta OpPraHizallifHOro ympaBiiHHA 1 HaJCHIAOTHCH
3aiHTEPECOBAHMM YCTAHOBAM, MOCAI0BUM 0coOaM, IpalliBHUKaM Y eJleKTpoHHiH ¢opmi. V pasi
HeoOXLIHOCTI HAICHIaHHS KOIil Hakasy ycTaHoBi, ska He € yuacuukom CEB OBB, i
HaJICUJIAETBCS KOTiA y manepoBiid gopmi. Y TakoMy BHIAQJKY CKJIAJAEThCs CIMUCOK PO3CHIIKH
(M€ MmOJ0 THX YCTAHOB, SKHM HAJICHIAETbCH y nNanepoBi Qopmi). MO MAMACYETHCS
paliBHAKOM, AKHI HOro CKiIaB.

V. MOHITOPHHT 32 CTAHOM BHKOHAHHS YNPaBIiHCbKHX PillieHb

151. MOHITOPUHTI' BUKOHAHHS YIIPABIiHCLKHX PIlIeHb € CKJIAJ0BOK CHCTEMH KOHTPO/IO Ta
IIPOBOIMTHCS 3 METOK) HATTISTY 332 BAKOHABCHKOIO IHCIUIITHOH).

152. MoniTopunr Bkiouae B cebe Oe3rnepepBHE CIIOCTEPEKEHHs 33 NMPONECOM BHKOHAHHA
YIPaBAiHCHKMX PillleHb Ta BUSBICHHS BiAXHM/IEHD Bijl CTPOKIB BUKOHAHHS iHMKATOPIB.

153. MOHiTOPUHT BAKOHAHHS VIIPABJITHCHKHUX PilICHb 3AIHCHIOCTBCS 32 I0TIOMOTO10 CHCTEMH
Monitopuury, interposanoi B CEJ] Ha ochosi xaanx 3 PMK. Bianosinsa cuctema 3abesnedye
onepaTHBHHIT J0cTyn 10 Beiel iHpopmaLii npo cTan BUKOHAHHS OYyAb-SKOro J0KYMEHTA, L1010
SKOT'0 3/1IHCHIOETLCSA MOHITOPHHT.

154. MOHITOPHHT IIPOBOAMTRCA LILIAXOM 300py, 06poOKH Ta cucTeMaTn3alii inpopmanii npo
CTaH BUKOHAHHS YIIPABJIiHCHKUX PillieHb 32 BH3HAYCHHMH 1H/IHKATOpaMy,

155. IHAMKATOpPAMH CTAaHy BUKOHAHHS YIPABTIHCHKAX pillleHh € MOMEHT 3aKiHYeHHS
BU3HAUEHHX Jiif, HANPUKIAL: HAKJIATEHHS eJIEeKTPOHHOI PEe30IIOUIT, CTBOPEHHA JOKYMEHTA,
MOrO/DKEHHS JOKYMEHTA. MiJIMCAHHS JIOKYMEHTA, PEECTpalis Ta BIAMPABICHHA JOKyMEHTa
TOLILO.

156. IHAMKaTOpPH, CTPOKH BUKOHAHHS iHAMKATOPIB Ta IHII JAaHi, HeoOXi/H1 /1715 MOHITOPHHTY
B KoopauHaiiifHoMy LEHTpPi, BHOCATHCA B aBTOMATHYHOMY pekMMi 3aie’kHO Bijl 00paHoro
cTaTycy nNpHM3HayeHHs OKyMeHTa Ta/ado aBTOMATH30BAHOMY pexumi g0 PMK  Bimiinom
JOKYMEHTOOOIry 1ijt yac BXiiHOT peecTpatlii I0KyMeHTa, kepiBuukom KoopaunaiiiHoro ueHTpy
[ifl 9ac NePBHHHOIO PO3LIsLy B0 aBTOPOM JIOKYMEHTA I1i/1 4ac HOro CTBOPEHHS.

157. SIKIMO JOKYMEHT MiCTMTL Kilbka OKPEMHX YIPABIIHCHKHX 3aBJaHb. MOHITOPHHI
BUKOHAHHS [MX 3aBJIaHb 3/ilcHioeThes B o/1Hil PMK.

158. Ilicns 3asepiueHHss poOOTH Hal JOKYMEHTOM 10 PMK aBTOMATM4HO BHOCUTHCHA
Bi/IMITKA PO 3aBEPILIEHHS HOrO0 BUKOHAHHA. BigMiTka mpo 3aBeplIcHHs BUKOHAHHS JOKYMCHTA
CBIZM4MTD TIPO TE, 1110 POOOTY Ha/L IOKYMEHTOM 3aKIHYEHO.

159. MOHITOPHHT 3AIHCHIOETBCS 3a BUKOHAHHSAM 3aBJaHb, BH3HAYCHUX 3aKOHAMH Vkpainu,
nocranoBamn BepxosHoi Paaum VYkpain, yKasamu [Tpe3uaenta VYKpalHHW, aKTamu Ta
aopyuennsmu [Ipesuaenta YKpainu, aKTamu KaGinery MinicTpis Ykpainu, ROpyHEHHAMMU
[pem’ep-minicTpa YKpaiHu, MPOTOKOIAMH Hapal mia  romosyBaHHSM [Ipem ep-minicTpa
Vipainu, [lepuoro Bile-npem’ep-minicTpa. pine-npem’ep-minictpis. Minictpa Kabinery
Minictpis, [lepxasnoro cexperaps Kabinery Minicrpie, muctamu Odicy Tlpesuaenta Ykpainy,
lomosu Bepxoproi Pagu Ykpainu Ta Horo 3aCTYNHHUKIB (110 MOTpedyioTh HalaHHs BIATIOBiTI
[po pe3yJibTaTH iX PO3IIsLY), JTUCTAMH VnosrosaxeHoro Bepxosuoi Paau YkpaiHu 3 rmpas
MOAMHH, 3BEPHEHHSAMM KOMITETiB, THMUACOBUX CHCLIaIbHUX Ta THMUACOBUX CHIUMX KOMicIil
BepxoBroi Paan YKpaiHu, AenyTaTChKAX dpaxiiii Bepxosroi Pagn Ykpaidu, 3BEpHEHHAMH Ta
3anUTaMM HAPOJHHX JenyTaTiB YKpaihu, A0py4eHHAMH MinicTepcTBaa rocTullii YKpaiiu, a
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TAKOX 3aBAaHb, BWU3HAYCHHX PO3NOPAAYMMH JOKYMEHTAMH Ta JIOPYYEHHSMH KepiBHHUKa
KoopaunauiiiHoro ueHTpy.

160. CTpokM BHKOHAHHS BHYTPIIIHIX JIOKYMEHTIB OOYMC/IIOIOTBCS B KaJCHIAPHUX JIHAX
MOYMHAIOYM 3 JIaTH PeecTpailii, a BXiJHAX - 3 JaTH HaaxouKeHHs (poctaBku depe3 CEB abo 3
JlaTH HACTYMHOro poboYoro AHs y pa3i HAAXOKEHHS (1OCTaBKM) JOKYMEHTA Micid 3aKiHYCHHS
poGoYOro AHs, Y BUXijHI, CBATKOBI Ta HepoOoYi 1Hi.

SIKIIO OCTaHHiH JieHb CTPOKY BUKOHAHHS JOKYMEHTA ITPUNaac Ha HepoOOUMil 1eHb, CTPOKOM
BMKOHAHHS JOKYMEHTa BBKACThCs Mepiinii pobounit AeHb Micis HACTAHHA CTPOKY BUKOHAHHS.

161. V pasi 3Mink cTpokiB BUKOHaHHs iHjuMKatopa ¥ PMK npocraBiseTbecss HOBUI CTPOK
BH3HAYEHOTr0 iHMKATOpa Ta 3a3HA4YAETHCS MPUYHHA HOro 3MIHM.

162. llepeBipka CTPOKiB BMKOHAHHS JOKYMEHTIB IPOBOAMTLCS 3a BCiMa IHAMKaTOpamu
NPOXO/KEHHs JOKYMEHTAa J0 3aKiHYeHHs CTPOKY WHOro BMKOHaHHS (y pasi BiJXWICHB
BHKOHABIIO HAJCHJIAIOTLCA  TONEPEDKEHHST CHCTEMOI0  MOHITOPMHIY  3a  JIOTIOMOIOKO
eNeKTPOHHUX HaraayBaHb, 1o asromMatnaHo redepyiotbes CEJ] KoopimHauiitHoro uenTpy ) y
MOPSAKY, BU3HAYEHOMY Hick0 [HCTPYKILi€ro.

163. Bimtinom mokymeHT000iry Ta apXiBHOI CIpaBM [MiCJs BUKOHAHHS JIOKYMEHTa
MepeBipseThes BIAMOBLIHICTD KiHIIEBOTO pe3ynabTaTy MOCTABICHOMY 3aBAAHHIO, 32 Pe3y/ibTaToM
4OTO MPHItMAE PilICHHS MPO NPHITHHEHHA MOHITOPHHTY.

[IpHMHEHHs MOHITOPUHIY 3iCHIOETBCS JIMILIE HA 1i/ICTaBi 3a3HAYEHOT MEPEeBipKH.

164. Jlani npo BMKOHAHHS JOKYMEHTAa Ta NPUIMHEHHA MOHITOPHHTY BHOCATBLCH /10 PMK
YIOBHOBAKEHOK 0COO0I0 BiUILITY TOKYMEHTOOOIrY Ta apXiBHOI CIIPABH.

JlokyMeHT Movke OyTH 3aKpuTHil /10 cripaBu”™ jumie nicis BHecenoi 10 PMK BIIMITKH 11pO
MPUITHHEHHS MOHITOPHUHTY.

165. JlHeM BHKOHAHHS 3aBJIaHb Ta iHMKATOPIB BBAXKAECThCA JICHb HA/ICHIIaHHS €JIEKTPOHHOTO
noxkymenta Koopausauiitnum nentpom depes CEB, a y Bunajikax, BU3Haue€HUX MyHKTOM 2 uiei
[HCTPYKLT, — JIeHb peeCcTpaLii I0KyMeHTa OpraHoM, SIKWil BU3HAYUB BiNIOBI/HE 3aB/IAHHS.

Indopmaniiino-10Bi1koBa po6oTa 3 eIEKTPOHHUMH T0KYMEHTAMH

166. IndopmaniiiHo-10BijkoBa podoTa 3 €NEKTPOHHUMH JOKYMEHTAMM MOISrac B TMOUIYKY
HeoBXiAHNX J0KyMeHTIB 3 Bukopuctanusm CEJL

167. Jlas nigsuineHHs e(peKTHBHOCTI poOOTH  MOMIYKOBOI  CHCTEMH CEJ1 Bimaiiom
JIOKYMEHTOO0BITy po3pob.IsioThes Taki Kiacupikauiini J0BLIHNKH:

K1acuikaTop nuTass AisibHocTi KOOpMHAUIHHOTO IEHTPY:
knacudikaTop BHIIB JIOKYMEHTIB!

knacudikaTop KOPecTOH1eHTIB;

knacudikarop pe3ooniii:

knacudikatop BUKOHABIUIB,

knacudikaTop pe3yabTaTiB BAKOHAHHS JOKYMEHTIB!
HOMCHKIIATypa crpas.

168. IMomykoa cuctema CEJ] Mae 31ilicHIOBaTH MOLIYK 33 KOHTEKCTOM (KIIOYOBHM CI0BOM
ab0 (pa3or0) eNCKTPOHHOIO AOKYMEHTA, BUIOM EJICKTPOHHOTO JAOKYMCHTA, Oro 3aroJoBKOM,
JATOIO TIPUIHSTTS, HOMEPOM Ta 1aTolo HOTro peectpailii, 0o TOTOBHUM BHKOHABUEM, TOLLO.

VI. Cueremaru3auis Ta 36epiraHusi J0KyMeHTIB y 1i10BOACTBi
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CraajeHHsi HOMEHKJIATYPH ClIpaB

169. Homenkjatypa crpaB NpH3HaYeHa /i BcTaHOBiIeHHs B KoopjauHamiiiHomy ueHTpI
€JIMHOTO TOPS/KY GOPMYBAHHS CIIPAB JUISl IOKYMEHTIB, CTBOPEHHX Y €JICKTPOHHII Ta naneposii
hopmax, 3abesnedeHns ixX 00JiKy, ONEpPaTHBHOIO MOMIYKY JOKYMEHTIB 32 iX 3MiCTOM i BHOM.
BM3HAYEHHS CTPOKIB 30epiraHHs CrpaB i € OCHOBOIO /LTS CK/IaJIeHHs ONMCIB CTIPaB MOCTIHOIO Ta
tpuBasioro (nonas 10 pokis) 36epiranus, a Takox s o0miKy crpaB THM4acoBoro (10 10 poxkis
BK/IIOYHO) 30epiraHus.

J1o HOMEHKJIaTYpH CIIpaB BKIIOYAIOThCs HA3BM CTpas, 1O dhopmyloThes Ta BijIoOpakaloTh yci
etanu podOTH, sIKa JIOKYMEHTYETHCS B KoopmHaniiinomy HEeHTPi, B TOMY WYMCIl CIpPaBH
NOCTIHHUX TA TUMYACOBUX KOMICIH.

Crpoku 36epiranus JOKyMEHTIB (HAJIEKHICTh 10 CTIPaBH) BH3HAYAKOTHCA MM/l Yac peecTpanii
(JU1s BXLIHMX TOKYMEHTIB) B0 CTBOPEHHS MPOEKTY OKYMEHTA TOJIOBHAM BUKOHABLEM 3I1/IHO i3
3aTBep;uKeHMM MIH'IOCTOM TepelikoM THIOBUX JIOKYMEHTIB, 11O CTBOPIOKOTBCH Mia Hac
MAILHOCTI Jep/KABHUX OpPraHiB Ta OpraHiB MiCIIEBOTO CaMOBpPA/yBaHHA, IHIIMX YCTaHOB,
MiAMPAEMCTB Ta OpraHizalliil, i3 3a3Ha4eHHAM CTPOKIB 30€piraHHs JOKyMEHTIB.

170. V KoopauHamifHOMy ULEHTPI CKIaJaloThess Ta BEAYThCA HOMEHKIATYpH cCllpaB
CTPYKTYPHHMX MiIpO3/iiB i 3Be/ieHa HOMEHKIATypa cripaB KOOpAMHANIHHOTO LICHTPY.

171. HomeHKnaTypa CripaB CTPYKTYPHOTO IMiJAPO3ALTY CTBOPIOETHCS B €JICKTPOHHIH cboplvu
(TI0aTOK 6) TIOCAIOBOIO 0COBOI0, BiAMOBIIATLHOI 32 AiIOBOACTBO B MiApO3ini, He misHiure
15 IMCTONAAA MOTOYHOTO POKY Ta TMOTOUKYEThCsS i3 BUUILIOM JoKymenToobiry. Bisyaisaitis
HOMEHK/IATYPH CIpaB CTPYKTYPHOTO IMTiAPO3/iiy 3/AIHCHIOETHCS 33 aBTOMATUYHO I'CHEPOBAHOIO
(opMoI0, BH3HAYEHOIO W€K [HCTPYKILIEH.

172. Meroauuna AOMOMOTAa Y CKI4JEHHI HOMEHKJIATYpH CHpaB HAJAEThCA  BUUIIOM

JAOKYMeHTO00Iry Ta apXiBHOI CIPaBH,

173. 3Benena HomeHkiatypa cnpaB KoopamnauiiiHoro ueHtpy (opmyerhes CEJl B
ABTOMATH30BAHOMY PEXHMi (J104aTOK 7) HAa OCHOBI HOMEHKIATYp ClpaB CTPYKTYPHHX
HiZPO3ALTIB y eeKTPOHHIN opMi.

174. Ha niscrasi 3Be/1eH0i HOMEHKIaTypy crpaB KoOpAMHALIAHOIO LEHTPY B eJNIeKTPOHHIH
dopmi CEJl aBromaTHuHO 3jificHioe Ti isyanizauiio 3a (OpPMOIO, BH3HAYEHOI TI€I0
[HCTpYKIli€rO, KA APYKYEThCS Ta MOJAETHCA HA CXBANCHHA CKCHEPTHO- nepeBipHii  KoMicii
JIEPKABHOTO apXiBy.

175. 3BeneHa HOMEHKIAaTypa crnpaB 30epiraeTbCs Ta BHKOPUCTOBYETBCS CEJl ans
aBTOMaTH3alli mpolieciB GopMyBaHHs JOKYMEHTIB y ClIpaBH B KoopiuHauiiinoMy LeHTP.

176. 3Besena HOMeHKIaTypa cipas KoopaMHAUiifHOTo UEHTPY HANPHKIiHI KOKHOIO POKY
(He mi3Hime rpy/Hs) YTOUHIOETHCA Ta BBOAMTHCS B 1it0 3 1 CigHSl HACTYIIHOI'O KaJeHIapHOro
POKY.

177. Y CEJl HOMeHKJaTypa Clpas IpejcTaBiena y hpopmi e/leKTpoHHOT Tabmui (10/1aTKH
61 7). I'padu Tabnuil 3aM0BHIOIOTHCS TAKHM YHHOM:

y rpai 0 (e s 3BeIeHOT HOMEHKIIATYPH cnde) NMPOCTABIAETHCS HA3BA CTPYKTYPHOTO
MIPO3ALLY, 10 SIKOTO BLIHOCATRCS 3aUCH PO BiUTOBI/IHI CIIPABH;

y rpadi | npocTaBIsEThCs IHACKC KOKHOT CIIPaBH:

y rpady 2 BKIIOYAIOThCS 3ar0/I0BKH CIpaB (TOMY., HACTHHH);

y rpadi 3, siKa 3aIOBHIOEThCS HAIPUKIHI KaJeHIapHOro POKY, 3a3HA4ACTLCA KIJTBKICTh COpaB
(TOMIB, YaCTHH);

y rpadi 4 3a3HAYAOTHCA CTPOKH 30epiraHHs Crpas, HOMEPH crateil 3a nepesikoM JOKYMEHTIB
i3 cTpoKamy 30epiraHHs;
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y Tpadi 5 pobisTbCd MO3HAYKM 1PO MEPEXiHI CIpaBH: NMPO CHpaBH, MO BEAYTHCH B
naneposiit  ¢gopmi; npo mnocagoux ocib, BiamoBiganbHHX 3a (GOpMyBaHHS CHOpas; Mpo
nepeaaBanHs cnpag g0 apxisy KoopauHaunifHOro ueHTpY UM IHIIMX YCTaHOB JUis  1X
MPOLOBKEHHS TOILO.

178. Hanpukidui poKy 10 HOMEHKIATYPH CHpPaB CTPYKTYPHOrO MiJAPO3AiNy Ta 3BEACHOL
HOMeHKIaTypu crpaB  KoopauHAliHHOrO LEHTPY CKIaJalThes [IJCYMKOBI 3alMCH B
€IEKTPOHHIN (hOpMI NPO KiABKICTh (AKTUYHO 3aBEJCHUX CIPAB Ta MUINHCYIOTHCS HAYATbHUKOM
oprasizaniifHoro ymnpasjiiHHS Ta HavajbHUKOM BIUILTY JOKYMEHTOOOIrY Ta apXiBHOI ClpaBu
3TiJIHO 3 1i€to [HCTPYKIi€lO.

®opmyBaHHSs €J1eKTPOHHHX CNIPaB

179. T'pynyBaHHS BHKOHAHMX JIOKYMEHTIB y €JEKTPOHHI CIpaBu  3AIACHIOCTHCS
nentpaiizopano B CEJl BiANOBIIHO 10 HOMEHKIATYPH CIIpas.

180. ®opmyBaHHs eJIeKTPOHHUX clipas 3jiicHioeThest y CEJl B aBTOMAaTH30BaHOMY PEKHMI
Ha MijIcTaBl IHAEKCY CJIEKTPOHHOT CIIPABH.

181. EnekTpoHHi JOKYMEHTH, 110 BiJHECEHi /0 OJHIEl eNeKTPOHHOI CIpaBH, MATh OyTH
70riYHO OB A3aHi MiK co00t0 3a JonoMoroo Bigomoctei npo Hux B CEJL

182. Tlig wac GopMyBaHHs €NEKTPOHHHUX CIPAB CIiJ AOTPUMYBATHCS 3arajbHUX MpaBuil 3
ypaxyBaHHAM TAKHX BUMOI'

IpYNyBaTH B CJNEKTPOHHI CTPaBH JOKYMEHTH, BHKOHAHI NPOTArOM OJIHOTO KaleHIapHOTO
POKY, KpiM Mepexi/IHUX eJIEeKTPOHHHX CTPaB (Be/lyThCS MPOTATOM KiJILKOX POKiB),

JIOKYMEHT-BIINOBIIb TPYITYETHCS 3@ IHIIIAaTUBHUM JIOKYMEHTOM:

BK/IFOYATH B ENEKTPOHHI CIpaBH JiMie OPWITHATM €JIEeKTPOHHMX JOKYMEHTIB 4M iX
npUMIpHUKHM ab0 y pasi IX BiICYTHOCTI 3acBiadeHi B YCTAHOBJIEHOMY HOPSAKY KOl I0KYMEHTIB,
30KpeMa  eJeKTPOHHI KOMii ManepoBMX OpHMriHajliB Ta €NEKTPOHHI KOMil eNeKTPOHHHX
JIOKYMEHTIB;

0BCSAT eIEKTPOHHOT CIPaBH He OOMEXKYETCS KiIbKICTIO eIEKTPOHHHX JIOKYMEHTIB:

06CAT eJIeKTPOHHOT CHIpaBH (KiMbKIiCTh JOKYMEHTIB), IO MICTUTh JOKYMEHTH MOCTIHHOTO Ta
tpusasoro (nouai 10 pokiB) cTpokie 30epiraHis, TNOBHHEH BiNOBIIATH obcAry cnpasu,
c(hopMOBAHOT 3 NanepoOBUX NPUMIPHHUKIB €JIEKTPOHHOTO JIOKYMEHTA.

Jlns l0KyMeHTIB TI0CTiifHOTO Ta TpHBanoro (nouax 10 pokis) cTpoKy 30epiraHHs, CTBOPEHUX
B JIeKTPOHHIN (POpPMi, BHTOTOBJISETHCS TIANepoBa KOIis TaKOTO JIOKYMEHTa, sKa opmyeThes Y
CIIpaBY BiANOBIAHO 70 3aTBEPUKEHOT HOMEHKIIATYPH CIIPaB Jist 30epiraHHs.

183. MeToanuHe KepiBHUITBO Ta HArsi 3a GOPMYBaHHAM €JICKTPOHHHUX CTIpaB B VCTaHOBI
Ta ii CTPYKTYPHHMX MiIPo3ainax 3AiACHIOIOTHCS BILIIIOM JOKYMEHTOOOITY Ta apXxiBHOI CipaBy.
3Gepiranns eJeKTPOHHUX A0KymMenTiB B Koopnnauiiinomy HeHTpi
184. V KoopauHaitiiitHoMy UeHTpi 31iiicHIOETbCS LeHTpasti3oBane 30epiraHts eeKTPOHHHX
JIOKYMEHTIB.

185. JloKyMeHTH 3 4acy CTBOPEHHA (HAJXO/UKCHHS), a TaKOK yci BijomocTi n1po HUX 10
mepe/laBaHHs iX Ha 1octiifHe 306epiranHs abo 10 iX 3HMIIEHHA B YCTAHOBJICHOMY TIOPAAKY
36epiratorsea B CEJL, OrivHO 3rpynoBani y cripagy 3riHO 3 HOMEHKIATYPOIO CNpaB.

Ay/lioBi3yaTbHi JIOKYMEHTH (ayio- Ta Bijleo3alucH) 3acilanb KoMiciit abo pobounx rpym
KoopauuamiitHoro LeHTpy y pasi IX cTBOpeHHs 30epiraioTbes y CEJI1. KonTpoab 3a j0/1aBaHHs
Takux jokymentis y CEJ] 3aiifcHioe cexperap abo ynopHoBaxeHa 0coda podbouoi rpyn.

186. 3a JIOCTYNHICTb, IGJICHICTL Ta BLATBOPIOBAHICTH CJICKTPOHHMX JIOKYMEHTIB |
eleKTPOHHUX cnpaB, mo 30epiraiothes B CEJL, Binnosinae ynpapiiaus iHdopmaliiHux
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TEXHOJ0IH Ta ananiszy jganux KoopamHamiifHOTo LEHTPY, Ha sKe NMOKIAIeHO 0D0B'S3KM 11010
TexHiaHoro cynpoBopkenns CEJL

187. IlpauiBuuku KoopanHaniitHoro HeHTpY MarOTh JOCTYIl J10 €eKTPOHHUX CHPaB 4epes
CEX.

188. Bujiapanus €1eKTPOHHUX CIIPaB, OKPEMUX EJIEKTPOHHUX JIOKYMEHTIB iHIINM YCTAHOBAM
3AIHCHIOETHCS 3 10380y KepiBHuka Koopaunauiitnoro neHTpy abo ocoOH, 110 BHKOHYE #HOro
06O0B’A3KH, 1IISXOM CTBOPEHHS MPUMIPHUKIB ab0 KOMiil IIMX AOKYMEHTIB (€1€KTPOHHHUX CIIPAB).

189. V pasi 3eprenus 10 KoopauHauiifHoro HeHTpy YOBHOB&KeHOI 0c00M Ha mijIcTaBi
OpHUTIiHANY YXBaIM CILA90TO Cy/UIl, Cyy MOAO HaJlaHHA TMMYacoBOTO AOCTYTy 10 JIOKYMEHTIB
kepisauk KoopjumaiiiiHoro nentpy, abo ocoba, ska BUKOHYE HOro 00OOB’s3KH. HEBIJIK/IAHO
BUAA€ JAOpYYEHHs BiUILTY JOKYMEHTOOGIry Ta BiIMOBIIHOMY CTPYKTYPHOMY MiIPO3ILTY
3a6e3MeanTH BUKOHAHHS yXBaIH., Y Mekax peasizauii 10pydeHHs yNoBHOBakeHa ocoda BiIiIy
JIOKYMEHTOOOIrYy:

CTBOPIOE TA PEECTPYe KOMil0 YXBAIH CIITUOT0 CYUL, CyAy MiCas Mpei sB/ICHHS opuritainy
TAaKO1 yXBaJlu,

Hasae 0cobi, 3a3HAYeHIi B yXBa/I, THMYACOBHI JOCTYII 10 IOKYMEHTIB, 30KpeMa MOKIHBICTE
03HANOMICHHS 3 HUMH, BUFOTOBJICHHS NAlEPOBUX KOIIii BiANOBIAHMX €ICKTPOHHAX JIOKYMEHTIB
abo y pasi, konn B yxBami nepejibadeHo X BUIYYEHHS (3/11HCHEHHS BMIMKH), — CTBOPCHHS
eIeKTPOHHUX NPUMIPHHUKIB BIAMOBITHHX €IEKTPOHHUX TOKYMEHTIB!

Hajae JOMOMOTY y CK/IaJIeHHI OMHUCY €leKTPOHHUX JOKYMEHTIB, IO BHIIYJal0ThCst (BUiMKa
SKMX 3/HCHIOETLCS ), AKHil 3amumaeTses B KoopaHaiiitHoMy HeHTpi.

[Ipo BWIyYeHHS EJNEKTPOHHHX JOKYMEHTIB CKIaJaeThCs aKT (MPOTOKOI) 'y  JIBOX
npnmpHm{ax mepimii 3 IKUX 3annimactbes B KoopauHauitHoMy LeHTpI, a Apyrui nepeaeTses
BiITOBITa/bHill 0cOOi. 3a3HavUeHil B yXBaii.

VII. Mops10K NiATOTOBKH €JeKTPOHHHUX CIIPAB /10 NepeAaBaHHs 15
apxiBHOro 30epiranns

Excneprusa niHHOCTI JOKYMEHTIB

190. ExcriepTisa MiHHOCTI AOKYMEHTIB B €leKTPOHHIH (opMi MPOBOIUTECA BiAMOBIZIHO 10
3akoHOzaBcTBa Yy cepi apXiBHOT cnpasy Ta ALTOBOJACTBA 3a THMH K MpaBUIaMH, NPUHIHIAMHA
Ta KPUTEPIAMH, 110 i JUIs JIOKYMEHTIB Y narnepoBii hopmi.

191. Ekcrmepru3a WIHHOCTI JOKYMEHTIB [POBOJANTLCA B eneKTpOHHIH (opmi, KpiMm
JIOKYMEHTIB, BU3HAauYeHHX a03alamMu APyruM - 11" STHM [IYHKTY 2 wi€l [HeTpyKuiii.

192. Ilix wac nmpoBeaeHHs eKCMEepPTH3M IIHHOCTI e/IeKTPOHHHUX JIOKYMEHTIB 3/[IHCHIOETHCS
BinGip JoKyMmenTiB noctiiinoro Ta Tpusanoro (nowax 10 POKiB) CTPOKiB 30epiraHts /Uisi HaJlaHHs
JOCTYIy TIpaLiBHUKAM BiIUTLY JOKYMEHTOOOITY, GOKYBAaHHS MpaBa iHOIMX [PALiBHUKIB
KoopnHaliiftHoro LeHTpy Ha peaaryBaHHs PMK D0OKyMeHTiB. SIKi MepeaaloThesi Ha apXiBHe
30epiraHHs, BHIYHYCHHsS JUIS 3HHLICHHSA JIOKY MEHTIB i €JEKTPOHHMX CIIPaB 3a MHHYJ POKH,

CTPOKM 30epiraHHs SKUX 3aKiHIHINCS.

193. 3a pe3y/bTaTaMi €KCIEPTH3H LIHHOCTI €IEKTPOHHHX JOKYMEHTIB Y CTPYKTYPHOMY
nigpo3aini KoopauHauiiHoro meHtpy 0co0oko, BiANOBIAAILHOK 34 AIJIOBOJICTBO Y MiApO3ii,
710 31 Tpy/IHA HACTYHOTO POKY B €IeKTPOHHIN Q)ole CKJIAJIAI0TLCS: OMUCH EIEKTPOHHMX CTIpaB
noctiitHoro, Tpupanoro (mouaa 10 pokis) CTpUKlB 36epiraHHs, a TAKOXK TOTYIOTHCS NPONO3UILT
10 AKTa PO BUITYUCHHS [UIsl 3HHIIEHHS TOKYMEHTIB, HE BHECEHHUX JI0 HarionaneHoro apxmﬂoro
donay. A0 SKUX BKIIOYAIOTBCA €JNEKTPOHHI CIIPAaBA 3 JIOKYMEHTAMH y nanepoBiit Ta y pasi

OPUITHATTS BIANOBIHOTO PilleHHs KEPIBHUKOM KoopauHaiiifHoro uenTpy, abo ocoboio, ska
BUKOHYE HOTro 000B SI3KH, B €JIEKTPOHHIN (hopmax.
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Onucy eNeKTPOHHUX CIHPaB CTPYKTYPHOTO TiAPO3ALTY i NPOMO3ULIT 10 aKTa npo BUIYHYCHHS
JUIS 3HUINCHHS JIOKYMEHTIB Bi3yIOThCS yKjaJgaueM OIMCY, HA4aqbHMKOM OpraHiallifHoro
viipapiinng  KoopamuauiifHoro uHeHTpy Ta MAMHCYIOThCA  KEPIBHHKOM  CTPYKTYPHOTO
M1po3/1y.

194. Ha miscTaBi eJeKTPOHHUX ONMCIB €IEKTPOHHMX CIIPaB CTPYKTYPHOTO Mijpo3aiily Ta
MPONO3MILiii 10 aKTa MpO BHIYHEHHS JUISl 3HHUILIEHHS JTOKYMEHTIB BLUILTOM JI0KYMEHTOODIry B
enekTponHili Qopmi micas mpuitHaATTS 0 apXiBy KoopauHauiiiHoro ueHTpy JIOKYMEHTIB
CTPYKTYPHHX MiAPO3AiTiB CKJIANAIOTECS €IEKTPOHHI OMUCH CJICKTPOHHHX cnpas MOCTIHHOTO,
tpusaoro (noraa 10 pokis) cTpokiB 36epiraHus (104aTOK 8) Ta akT B €JIEKTPOHHIH Gopmi 1po
BUIYYeHHS 7l 3HHMUICHHS [OKYMEHTIB, He BHeceHMX 10 HauionanbHOro apxigHoro ¢onjy
(monaTtox 9).

195. Ha nijicTapi CK/1aJeHUX B €IEKTPOHHINA (OpMi OMKUCIB CIIPaB Ta akTa Npo BUIYUCHHS 11
sHMIeHHs JokyMenTis Koopaunauiitaoro nentpy CEJl aBToMaTH4HO 311HCHIOE 1X Bi3yasizauik
3a  (OpMOI0, BH3HAYCHOM Li€l0 [HCTpyKIew, — AKa y pasi HeobXijHOCTI MOke OYyTH
pO3apyKOBaHa.

[poueaypa 3HWILIEHHS €ICKTPOHHMX JOKYMEHTIB 3/[IHCHIOETbCS JHIIE Yy pa3l NpUHHATTS
KePIBHHKOM

Kooprunaniiigoro uentpy, abo ocoboi0, ska BHKOHYE #0ro 000B SI3KH. BiANOBIAHOTO
pilleHHS.

AKT 1po BHIYYEHHS JUIs 3HHLIEHHs JokyMeHTiB KoopaumaiiiiHoro ueHTpy, U0
36epiraloThes B EKTPOHHIi GOpMi, CTBOPIOETBCS JIMILE B €ICKTPOHHIH hopwmi.

Howmep Ta jata akTa Npo BHIYYCHHS Ul 3HHUICHHSA nokymenTis KoopanHauiitHoro ueHTpy
npuceolotothest CEJT nicas ioro 3aTBepukenHs B e1eKTPOHHIH Gopmi.

196. V pa3i xonu JUis JIOKYMEHTa 3a pe3ylibTaTaMu TPOBEIEHOT EKCIIEPTH3M LIHHOCTI
BM3HAYEHO MOCTIHHMII CTPOK 30epiraHHs, BiAMOBiaibHOI 0¢000i0 CTPYKTYPHOTO [11IPO3ALTY
BHTOTOB/ISETHCS TIANIEPOBA KOTIisl TAKOTO JOKYMEHTA 3 Bi3yasli3awiero PEKBI3UTIB MiJAMUCY 0COOM,
0 NiAnMcyBajia  JaHWi  €JIEKTPOHHMH  JIOKYMEHT.  fKa 3aCBIIUVETHCS  NEYATKOIO
KoopauHaLifHoro HEHTpY.

197. MeToM4HA JOTIOMOTA Y CKJIAJICHHI OTHUCIB €NEKTPOHHUX CHpaB HAIACTHCH BLUILTOM
JIOKYMEHTOODITY.

Od¢opmiieHns eJIeKTPOHHHX CIpaB

198. 3a pesyabTaTaMM MPOBEIEHOI EKCTEPTH3U LIHHOCTI Bi/liGpani €NeKTPOHHI CIpaBH
nocriiinoro i Tpueasoro (nmonax 10 pokis) CTpoKiB 30epiranus noTpedyioTh CTBOPEHHS
[ANepoOBOro MPUMiPHUKA eJIEKTPOHHOI CIIPABH, 3aCBIIYEHOTO 3T i1HO 3 wi€eo IHCTPYKUI€I0.

[lanepoBi MPUMIPHUKN ENEKTPOHHOI CTIpaByu noctiiiHoro Ta TpuBagoro (norax 10 pokis)
CTpOKiB 30epiraHHs CTBOPIOIOTH BiNOBiNANbHI l'IpaIllBHHKH CTPYKTYPHMX OiAPO3AITiB, sKi
dopmyBau BiANOBIAHI eNeKTPOHHI cripaBu. Y pasi peopram3a1111 9u JiKBigaiii CTPYKTYPHOTO
1ipo3/1iy 3a3HaqeHi IPUMIPHHKH CTBOPIOIOTH Bi/IIOBiA/IbHI OCOOM X TPABOHACTYITHHUKIB.

V pasi nikizanmii cTpyKTypHOro minposiny Ge3 BU3HAYECHHS NPAaBOHACTYNHMKA CKCICPTH3A
UIHHOCTI T4 CTBOPEHHS 3a3HAYCHHX HPUMIPHHKIB 3AIHCHIOETHCA Y TIPOLIEC niKBLAALT
CTPYKTYPHOTO TMiAPO3/iiy M Yac MiAroTOBKH CHpas nigposiny Juis nepejaBaHHs 10 apXiBy
KoopauHaliiiHoro wueHTpy. Y TakoMy BHIAAKY JIOKYMEHTH THMYacOBOIO 30epiranHs
SHUIIYIOTHCS JIOCTPOKOBO, 0/Ipa3y MiCiisi eKCIIePTH3H LiHHOCTI.

199. IliarotoBka /0 TmepeaaBanHs B apxis KoopauHalifHOTO LEHTPY NanepoBuX
NPUMIPHUKIB €TeKTPOHHHX CIpaB CTPYKTYpPHHMH migposinamMu  KoopamHalifHOro LEHTPY
3ilicHIOETBCS BiAMOBIAHO 10 wiel IHeTpyKuii.
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200. Jlnsi MiArOTOBKM eJIEKTPOHHOT crpaBy I nepefasanis 1o apxisy KoopauHauiiiHoro
LEHTPY B ABTOMATH30BAHOMY peknAMi oQopMIIOEThCS eneKTpoHHa iHdopmauiiina KapTka
apXiBHOT cripaBH (00K/TaAMHKa CIIPABH), KA MICTHTB Taki BIIOMOCTI:

HaliMeHYBaHHS CTPYKTYPHOTO IIAPO3LIY:

iH/IeKC eJIeKTPOHHOI CIIpaBH;

HOMED TOMY E€JIEKTPOHHO1 CITPaBH

3ar0JI0BOK €JIEKTPOHHOT cripaBu (TOMY, YaCTHHH ),
KiIbKiCTh €1eKTPOHHNX JTOKYMEHTIB;

nepioa popmyBaHHs CIIPaBU:

CTpoK 30epiraHHs CrpaBu:

e/IeKTPOHHHMIA ONMC IOKYMEHTIB CTIpaBy (BHYTPilIHIi):

BIZIMITKY NpO MpHiiMaHHSA-NIEpe/laBaHHs eJIEeKTPOHHOI CNpaBH 10 apxiBy Koopaunariinoro
LIEHTPY.

201. CtBopeHHs OOKTaMHKHM CIPABH 3aBEPIIYEThCA Bi3yBAHHAM 0CO0OKO, BiJATIOBIIA/ILHOIO
3a AIIOBOJCTBO Y CTPYKTYPHOMY MiAPO3/ii Ta MUAMUCAHHAM HAavalbHUKOM oprasizaniitHoro
YIpPaBJIiHHS,

TepeaaBaHns e1eKTPOHHNX cpas 10 apxiBy Koopamnauiiinoro uesrpy

202. TlepesaBants eNeKTPOHHUX CIpPaB 10 apXiBy KoopauHAWiRHOro LEHTPY TONATae y
HAJAHH] JIOCTYNy MpaliBHUKaM BiIiny J0KyMeHToOOIry Ta Ta oOMexeHHsT JoCTyny (e
MPaBOM TIEperisily) /10 eJIeKTPOHHUX CIPaB iHIIMM MpalliBHHKAM KoopauHailitHOro UeHTpy.

203. Tlepe/iaBatHs eIEKTPOHHUX CIIPaB 10 apXiBy KoopauHaniifHoro LeHTpy 341HCHIOETHCS
3a rpadikom, MOTO/UKEHMM 3 KepiBHHKAaMH CTPYKTYpHHX MiZPO3AIIIB 1 3aTBEP/UKCHAM
KkepiBHMKoM KoopuHaliiftHoro tentpy, abo ocodoio, fka BUKOHYE iforo 060B 43KH. abo HOro
3aCTYNHHKOM, aje He paHilie JBOX POKIB 3 JlaTH 3aBEPUICHHSA CICKTPOHHUX Crpas B
JTOBOJICTBI.

Hanamds JOCTYIY MpaliBHUKaM BLULMY JOKYMeHTOOBIry T 3HHCHIOETBCS  3T1/IHO 13
ja3naueHnM rpadikoM y aBTOMATH30BAHOMY PeKHMI ynpasiinHsaM iHGOpManiAHUX TEXHOIOTI
Ta aHaxi3y AaHux KoopAuHaniiHoro ueHTpy.

204. EnekTpoHHi CIpaBH MOCTIHHOTO Ta TPUBAJIOro (MoHaA 10 pokiB) cTpokiB 30epirants
nepealoThes 10 apxiBy KoopamHalifHOro HeHTpy 3a eEKTPOHHUMM OIHUCaMu B eJICKTPOHHIH
dopmi.

205. Tlix uac npuiiMaHHS EIEKTPOHHUX CIIpaB J0 apXiBy Bi/ULLJIOM JOKYMEHTOODIIry
MPOBOMTBCS  TIEpPEBIpKa  eJICKTPOHHHMX JOKYMEHTIB  KOJKHOT ~ ClIpaBM  Ha  HAasBHICTH
KBaTi(DIKOBAHUX €JIEKTPOHHHX Ii/INKACIB, KBaTipiKOBAHHX EJIEKTPOHHUX IO3HAYOK Hacy Ta
uimicHicTs gaHux. IlepeBipka 3/1HCHIOETBCS B ABTOMATH30BAHOMY pexumMi 3a BHYTPIlIIHIM
OTIHCOM €JIEKTPOHHOI cripasy. [Tic/is BHECEHHS PALIBHUKOM Biytiny nokymenToobiry a0 PMK
eJIEKTPOHHOT CHIPABH BIIMITKM PO MPUIHATTSA IeKTPOHHOT CIPaBH 10 BiJULTY JIOKyMEHTO0OIry
CEJ1 aBroMaTHuHO 0OMEXKYE iHIIHM MPaLiBHHKAM Koop/iMHaIifHOro LEHTPY TPaBo JIOCTYmy /10
[IUX €JeKTPOHHUX CIIPaB.

SIKIIO i yac npuiMaHHs-Nepe/1aBaHs eJIeKTPOHHUX CITPAB BiJULLJ1 IOKYMEHTOODITY BUSBHB
HeOTIKH, MPAIliBHUK CTPYKTYPHOTO MIpO3/1ijly TOBUHEH BXKUTH 3aX0/1iB /U1 YCYHEHHS TAaKMX
HETOTIKIB.
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Jonatoxk 1

710 IHCTPpYKUIT 3 IOKYMEHTYBaHHS YIIPABAIHCHKOT
indopmanii B eekrponHiit Gpopmi Ta oprauizanii
poBOTH 3 eJICKTPOHHUMH JIOKYMEHTAMH B
JILTOBOJICTBI, €/IEKTPOHHOTO MIXKBIIOMUYOr0 0OMiHY

MACYMKOBI JAHI
00J1iKy 006csIry JOKYMeHT000iry
samepiox3 . . p.mo__. . P
JIOKyMeHTH | KinbKicTh JIOKYMECHTIB ]
yCbOro 3 HUX
B CJICKTPOHHIN y naneposiit Gpopmi
dopmi F = = =
JOKYMEHTIB | CTOPIHOK
Bxiaui J
BuxijHi
— —_— —_— —— — i — — e
[ - [
BryTpiHi |
Yeporo

HauanpHUK OpraHi3aiiifHoro ynpasiiHHs

Jlara rewepanii: . . p.




(V8]
(0% ]

Jonarox 2

710 IHCTPYKIIT 3 IOKYMEHTYBaHHS yIPaB/IiHCHKOT
inopmaLlii B eneKTpoHHii (popmi Ta opranizarii
po0OTH 3 €eKTPOHHUMHU JIOKYMEHTAMH B
JIJTOBOJICTBI, €JIeKTPOHHOTO MIXKBIIOMUOIro 0OMIHY

[lepenik JOKyMEHTIB, MO 3aCBLAYYIOTHCS €IEKTPOHHOIO TE€YaTKOIO!

[le TOKYMEHTH, 5IKi HAACHIAIOTLCS Yepe3 CHCTeMY JMCTaHIIHHOTO 00C/TyroByBaHHS «Kaienr
KasnaueiicTa- KazHaueicTBoO»:

1. PeecTpy ropHIMYHUX 30008’ 83aHb, peccTpH (iHAHCOBHX 3000B’s3alb, pecCTpH MaaTiKHAX
JIOpYU€EHb 3arajibHOro (QOH/LY.

2. PeccTpy I0pHIHUHUX 30008’ s3aHb, peecTpu iHAHCOBUX 30008 s13aHb, PECCTPH [IaTHKHUAX
JIOpyUeHb clielianbHOro GoHIY.

3. PeccTpy niaaTiKHUX JAOPYYEHB IIPH OIJIATi JIKapHAHHX.




BE3OMAATHA chu:utwlHauiiium'i34 |

NMPABOBA UEHTP 3 HaflaHHA
AONMOMOTA npaBsoBOi AONOMOrM

Byn. Civosux Crpinbuis, 73, odic 312, M. Kwig, 04053
T: (044) 486-71-06, T/®: (044) 486-77-45

E-mail: info@legalaid.gov.ua

Website: www.legalaid.gov.ua

Kog EAPNOY 38259562

N©

Ha N2

1 -

Jlopatok 3

70 THCTpyKLUIT 3 JOKYMEHTYBaHHS
yIpaBliHCBKOT iH(pOopMaltii B
CJIEKTPOHHIN opMi Ta opradizauii
poBOTH 3 €NEKTPOHHUMMU
JOKYMEHTAMM B J1IOBOJICTBI,
€JIEKTPOHHOT'0 MDKBIJIOMYOTI0
00OMiHY




LEGAL Coordination Centte

AID for Legal Aid
UKRAINE Provision

73 Sichovykh Srtiltsiv St, Kyiv, Ukraine 04053
T: (044) 486-71-06, T/F: (044) 486-77-45
E-mail: info@legalaid.gov.ua

Website: www.legalaid.gov.ua

EDRPOU code 38259562

Ne

to the N2

1 ]

JlojaTok 4

no lHeTpykuii 3
JOKYMEHTYBAHHS
YIpaBJIiHCHKOT 1HpOpMalii B
eJeKTPOHHIH Popmi Ta
opranizauii podor 3
€NEeKTPOHHUMH JIOKYMEHTaMH
B JLJTOBOJICTBI, €JIEKTPOHHOTO
MiKBi10MHOTO OOMIHY
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JlonaTok 5

J10 THCTPYKIT 3 JOKYMEHTYBAHHS YIPaBIiHCHKOT
inpopmauii B e1eKTpoHHiit Gopmi Ta opranizauii
poOOTH 3 €JIEKTPOHHMMM JTOKYMEHTAMHU B
JITOBOJICTBI, €IEKTPOHHOI'O MiXKBiIOM4Or0 0OMiHy

.

KOOPJIMHALIIMHUM LIEHTP 3 HAJIAHHSI TIPABOBOI JIOTIOMOTI'U

HAKA3

(1HIIHI BHA JOKYMEHTA)

BiJl 20 p. Kuis Ne
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Jlojiatoxk 6

10 THCTPYKIIT 3 TOKYMEHTYBAHHS YIIPABIHCBKOL
indopmanii B eekrponHiit Gopmi Ta opranizanii
podOTH 3 eJIEKTPOHHUMHU JIOKYMEHTaMH B
JUTOBOJICTBI, €IeKTPOHHOTO MIKBIAOMYOro 0OMiny

ITPUMIPHA ®OPMA
€JIEKTPOHHOT Ta0JIMIII HOMEHKJIATYPH CNpaB

CTPYKTYPHOIO MiApO3aiay

[Tigposain: Opranisaitiiine ynpa/iiHHs
Posnin: Bigain nokymenTooGiry ta apxiBHOT cripaBu
Pik: 20
[Tpotokon EK:  Ne BiJl 20

3aro10BoK KiabKicTh cripas Crpok Poboui

Injexe cnpasu e :
CIpaBy (TOMiB) 30epiraHus MO3HAYKH
ITincymkoBuit 3anuc
Pazom [Tepexiani EITK

Yeboro cripar

3 HUX
KiJIbKiCTh CIpaB MocTiiiHoro 30epiranns
KiJIBKIiCTh CIipaB TPUBAJIOTO 30epiraHHs
KiJIBKICTh CIIPaB THMYACOBOTO 30epiranHs

Kpanigikoani enekTpoHHi nianucu*

(ksanighixosana
(nocaoa) eNeKmpPoOnHA (cmamyc)
nosnayka vacy)
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rosoBHHI daxisennb B s iATBEPKEHO
HavaIbHUK BLIUTY JOKYMEHT00OIry Ta . | B MiATBEP/UKEHO
apXxiBHOI crpaBu OprafizauniiHoro

yIpaBJliHHA

Ha4yaTbHUK OpraHi3aniifHoro ynpasiiHHs .20 Mi/ITBEPIUKEHO

* Bumaratotbes kpanidikopadi enNexTpoHHi nianucH ocobM, BiANOBiAaiLHOI 3a 1INOBOACTBO Y MiAPO3Aiji
yKhaganua, akolo chopmosaHo Tabauurpo (CknaneHo HOMEHKIATypy), KepiBHHKA MIiAPO3AINY YKIaJaHHa Ta
BIANOBIATbHOTO (YINOBHOBAXKEHOTD) MpaLiBHUAKA BiAAINY NOKYMEHT0OOIry Ta apxiBHoi crnipasy opraizauiiiHoro
ynpaeninks KoopanHauiiiHoro ueHTpy 3 HaaaHsa npaeoBol gonoMmoru. [liaTeepakeHHA Ta PeKBI3HTH NOCa]oBOT
0cobH - migmkcysaua BizyalisyloTbCa CHCTEMOK Mill 4ac NePeBipKH BIANOBIAHOIO KBani)iKOBAHOIO ENEKTPOHHOTO
nianucy.




