Ll

VKPATHA
KOJOMUMNCBHKA PAMOHHA JTEP)KABHA AJIMIHICTPAIIS
IBAHO-®PAHKIBCBKOI OBJIACTI

POBNNOPAAKEHHA

Bix &8 03 20if m.Komomus Ne 138

IIpo cucremy 00JiKy
ny6JiuHoi iHdopmanii

BianosigHo 10 3akony Ykpainu «IIpo moctyn no my6iiuHOi iHdopMmallii»,
Vkasy Ilpesumenta VYkpaiam Big 05.05.2011p.  Ne547/2011  «llutanns
3abe3reyeHHs OpraHaMM BHKOHABYOI BIaJH AOCTYIy 10 MyOnivHOI iHpopmaii»,
Ha BUKOHaHHA noctaHoB KabGinery MinictpiB Ykpainu Bix 21.11.2011p. Nel277
«[TutaHHs cucteMu 00Ky my6aiuHOI iHpOpMalii» Ta Kepyroduch cT. 39 3aKoHy
Vkpainu «IIpo MicueBi aepkaBHi afMiHICTpaLii»:

1. 3aTBepaHUTH TOJIOXKEHHS [IPO CHCTeMY 00Ky my0iiuHoi indopmarii, sKa
3HAXOMUTHCS Yy pO3MOPAMIKEHHI paiinepkanminicTpanii (mani - IlonoxeHHs),
3riIHO 3 JOJATKOM 1.

2. 3arBepaut Ilepernik BigomocTei, o MicTaTh MyOniyHy iHdopMalio Ta
HiUIAraloTh  ONpWIOAHEHHIO  KOJOMHMHCBKOIO  paliOHHOK  JI€pXKaBHOIO
anminicTpamiero ( mani-Ilepernik ) 3rigHo 3 foAaTKOM 2.

3. HauanpHMKAaM ynpaBiiHb, BiIIiUIiB Ta {HIIUX CTPYKTYPHHUX MiAPO3ALTIB
paiinep)xaaMiHicTpalii:

3a0e3meyuTd OOOB’SI3KOBE ONPHIIIOAHEHHS BiIOMOCTEH, IependadeHux
I[lepenikoM, HeBiAKIagHO, ane He Mi3HiEe I’ATHM PpoOOYMX JHIB 3 [IHA
3aTBEp/KEHHsS JOKYMEHTa [UISXOM TMOJAaHHA Y BiIII oOpraHizauiiHoi poOoTH,
iHpopMmalliiiHOi  MisBHOCTI Ta KOMYHIKaIlif 3 TIPOMAJCBKICTIO —amapaty
paiinepxaamiHicTpauii 0 3aTBepKeHOi popMH 00J1iKOBOI KapTKHU (HOAAETHCS) B
eleKTpoHHOMY BHUIJIsAAi y dopmari .xls. JIOKyMeHT, IO iCHy€ B €JEKTPOHHIH
dopmi, momaeTses aqMinicTpaTopy cucTeMH y ¢popmari .doc;

iHpopMalliro, po3MilleHy B peecTpi, y pasi 3aTBep/keHHs (yXBaJEHH:)
HOBOTO JOKYMEHTa 4Yd BHECEHHS 3MiH B ICHYIOYHMH [JOKYMEHT MOAaBaTH LA
OHOBJICHHSI HEBIJIKJIAJHO, ajle He Mi3Hime 5 pobouynx MHIB 3 IHS 3aTBEPDKEHHS
IOKYMEHTa;

B3ATH TMiJ OCOOMCTHI KOHTpOJb PpETYJISpHE HANOBHEHHS BiJNOBIIHMX
po3iniB 6a3u qaHUX cucTeMH oOJiKy Imy6uiuHOl iHdopMarii Ha odiuiliHoMy Beb-
caifTi paiiaepxaaMiHicTpariii.

4. TToknacTy Ha KepiBHHMKA anapary paiaepxkaaMiHicTpallii Ta KepiBHUKIB il
CTPYKTypPHHMX MiZpO3AUIIB NEPCOHAIbHY Bi/NOBIJANbHICTh 32 3a0e3lecYeHHs




ONPUJIIOAHEHHsT  MyOnmiyHOi  iHGopMalii 3rigHO 3  BHMOraMHM  YHHHOIO
3aKOHOJaBCTBA.

5. Bipxiny opranizamiitnoi poGotH, iH(opMamiiHOI JiAABHOCTI Ta
KOMYHiKallili 3 [pPOMa/IChKICTIO anapary paiaepxaaminictpanii (JI. ubiox):

3a0€3[1eYUTH CBOEYACHE, MIPOTATOM OJHOTO POOOYOro JHs 3 IHSA OTPUMAaHHSA
Bill CTPYKTYpHHX TWiJpO3IUTiB paiifiepkaAMiHiCTpalii, po3MilleHHs TyOaiuHOl
indopmaiiii Ha odiuiiHOMY BeG-caiiTi paiigepikaaMiHicTpalii 13 3a3Ha4€HHAM JaTu
ONPUITIOIHEHHS TOKyMEHTa i JaTH OHOBJIEHHs iHpopMalii.

3[1MCHIOBATH TEXHIYHMI CYIIPOBiJ €JeKTPOHHOI cUcTeMy OOMiKy myOiiuHOi
indpopmanii mepenbauuBmM Ha o¢ililiHOMy BeO-calfTi palinepxaaMiHicTpanii
TeXHI4HI MOXKJIMBOCTI 1010 (pOpMyBaHHsI, OTIEPATUBHOTO HANlOBHEHHS 0a3 JaHUX
JIOKYMEHTIB, IO MICTATh O3HAaKW IMyOniuHOI iH(opMaulii Ta AOCTymy [0 HHUX
IPOMAJIsSH BiAMOBITHO 10 BUMOT 3aTBeppkeHoro IlonoxenHs;

3a0€3MeUYUTH 3aXUCT JaHUX y CcHcTeMi o0niky myOmiyHoi iHdopmanii
LIIIXOM CTBOPEHHS KOMILIEKCHOI CHCTEMH 3aXHUCTy iHpopMalii 3 MiATBEPIKEHOIO
BI/IMTOBIIHICTIO.

6. KepiBHukaM CTPYKTYpHHX MiJpO3ALTIB paiaepkaAMiHiCTpaLii IOPIYHO
nepeabayaTi KOIUTH B KOIITOPHCAX BHIATKIB Ha BCTAHOBIIEHHS CUCTEMH 3aXHCTY
iHdopMmarlii.

7. BusHaty TaKkuM, 10 BTPAaTWIO YHUHHICTb  PO3NOPSIKEHHS
paiinepxaaminictpanii Bixg 26.03.2012p. Ne193 «IIpo cucremy obmiky my6itiuHoi
iHpopmaii».

8. KoopauHaiiiro po6oTH Ta y3arajJbHEHHs iH(pOpMallii I10J0 BHKOHAHHs]
PO3MOPSI/KEHHs MMOKJIACTH Ha TOJIOBHOTO BiJNIOBiNaNbHOTO BUKOHABIA - BiIMILI
oprasizaniiinoi po6otd, iHdopMmamliiHOI [iSNBHOCTI Ta KOMyHiKamid 3
IPOMAJICHKICTIO anapaTy paiaepxaaminicrpauii (JI.Jubmox).

9. KoHTponp 3a BHKOHAHHSM PO3MOPSDKEHHS IOKJIACTH Ha KepiBHHKA
amnapary paiiaepxaaminictpauii Muxaiina bepkernyka.

Ilepmnii 3aCTYNHHK IOJIOBH
paiioHHOI KepxkaBHOT aaMiHicTpaNil Hecrop Ileueniok




Jonarok 1

JIO PO3MOPSIKEHHS PAOHHO]I
JepKaBHOI agMiHICTpalii

Bix 28 ©3. 2047 Ne 38

MOJIOXXEHHS
npo cucremMy o0iky my6JaivHol iHdopmanii, AKa 3HAXOAHTHCH Yy
po3nopsiixKeHHi paiiaepaaaminicTpamii

1. Lle mojoXeHHs BCTAHOBIIOE 3arajbHi BHMOTH INOJAO 3a0e3NedYeHHs
30epeKeHHs Ta JOCTymy JA0 IMyOmigHoi iHpoOpMalil LUISXOM CTBOPEHHS,
(yHKI[iOHYBaHHS Ta BeNEHHS CHCTEMH OOJiKy my6miuHoi indopmarii, B sKii
peeCTpyOThCS TOKYMEHTH, (] 3HAXOAMWTBCS Yy  PO3MOPSAIKEHHI
paiinepxaaMiHicTpauii.

2. Cucrema o6iiky my6Guiunoi inpopmanii (mam - cucrema obOmiKy) - e
eleKTpoHHa 0a3a JaHWX, MO MiCTHTh iH(OpMalLil0o NpPO JOKyMEHTH, SKi
3HAXOMATHCS y PO3NOPAKEHH] paiiepxaqMiHicTpalii (1ati - JOKyMeHTH).

3. AAMiHiCTpaTOpoM cHCTeMH OOJIKy € BiIJil oprasizauiiHoi poOoTH,
iHpopManiliHOi AisUIBHOCTI Ta KOMYHIKallii 3 TpOMAJCBKICTIO —amapary
paiigepxaaMiHicTpanii.

4. AnminicTpaTtop cucteMu 00Ky 3abe3neuye:

cTabibHy poOOTY CUCTEMH OOJIIKY;

ONPUIIONHEHHs  cucTeMd  OOniky Ha  ooililiHoMy  BeG-caiTi
paiiaepxaaMiHicTparii;

HaJaHHS JOCTYITy 0 CUCTeMH OOJIKy 3a 3allMTaMH,

OHOBJIEHHS IIPOrPaMHOT0 3a0€3MeUeHHs] CUCTEMH OOJIIKY;

MOJIMBICTh TOIIYKY, MEPETIISAY, OTPUMAHHS €IeKTPOHHUX KOIMIH MUIAXOM
KomiroBaHHs iHpopMmamii 3 cucreMH O0ONiKy B LloMy abo ii YacTHHH
KOPHMCTYBadaMHU CUCTEMH OOJIIKY;

3iicHeHHs iHIIKUX (QyHKIIH BiNOBIIHO 10 3aKOHOAABCTBA.

5. PeecTpalisi JOKyMEHTa 3IiHCHIOETHCS CTPYKTYPHHMHM MiJpO3/iJaMu
paiiziep>kaZMiHicTpallii LUISIXOM BHECEHHs B OOJKOBY KapTKy TaKMX BiIOMOCTeH
PO TOKYMEHT B €JIeKTPOHHOMY BHIJISIIL:

HOMep 00JIIKOBOI KapTKH;

Ha3Ba JOKyMEHTAa;

HOMeEp JIOKyMEHTa;

JaTa CTBOPEHHS JOKYMEHTa;

JaTa HaJIXODKEHHS IOKyMEHTa;

mxepeno iHpopmarlii (aBTop, BiANOBIAaIbHUIH MiAPO3.1iN);

nepenbayeHa 3aKOHOM IIificTaBa BifHeceHHs iHpopmalii 10 Kareropii 3
0OMeXEeHHM TOCTYIIOM;

CTPOK 0OMEKeHHs 0CTyIy 10 iHpopMalii (y pasi, SKIIo BOHA BiJHECEHA [0
indopmaiiii 3 oGMexeHHM JOCTYIIOM);

j‘l,



rainysb;

KJIFOYOBI CJIOBQ;

THII, HOCiil (TEKCTOBHH JJOKyMEHT, [UTiBKa, BiZIeO- UM ay/1i03aluc TOILO);

B (HOPDMAaTHBHHM akKT, yroja, pilleHHs, IPOTOKOJ, 3BIT, Mpec-peli3
TOIIO);

JOKyMEHTH-TIICTaBH (IOTOBi/HA 3aNMCKa, 3BEPHEHHs, 3asBa, IOJAHHS,
IPOTIO3HILisl, TUCT TOLIO);

¢dbopMa 30epiraHHs JOKyMEHTa,

Miciie 30epiraHHs JOKyMEHTa.

V pasi noTpeGu MOXe 3a3HaYaTHCS JOaTKOBA iHpopMallis.

6. Cucrema 00J1iKy BeIeThCsl I€p>KaBHOIO MOBOIO.

7. BHeceHHs 3MiH [0 CHCTeMH OOJIiKy B pa3i BUSBICHHS HETOYHOCTI,
MOMWIKA a6o 3MiHM iH(popMallii Mpo JOKYMEHT, BHECEHOI paHille, 3MiiCHIOEThCS
IIUISIXOM CTBOPEHHS! JIOJIATKOBOI 10 iCHYI04Oi 0071iKOBOi KapTKH i3 3a3HAYEHHSM Y
cucteMi o6iKy (akTy BHECEHHS 3MiH, 3MICTy 3MiH Ta JIaTH.

8. BreceHHs 10 cUCTeMH O6JIIKy BiZIOMOCTe# PO TOKYMEHTH 3/1iHCHIOETHCS
3 ypaxyBaHHAM 4YacTHHU 7 cTaTTi 6 3akoHy Ykpainu «Ilpo moctyn no myOiyHO1
iHpopMarii».

9. 3axwuct iHdopMalii B cucTeMi 00JIKY 3IMCHIOETCS LISXOM CTBOPCHHS
KOMILIEKCHOT CHCTEMH 3aXHCTy iH(OopMalii 3 IMiATBEpPKCHOIO Bi/IMOBIAHICTIO.

—
KepiBauk anapary
paiigep:xaaminicTpanii - Muxaiijio bepkemyk
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Honarok 2

JI0 PO3MOPSKEHHS pallOHHO1
Jlep>KaBHOI agMiHicTparil

Bix a8. 03 0¥ Nef38

Iepeaix

BiZlOMOCTEHH, 110 MicTATHL My6JiYHy iH(popManiio Ta MiAIATaTbL
onpumoanennio Kosomuiicbkoio pafioHHOIO JepKaBHOIO aAMiHICTpaLi€0

BinnoBigaabHuH
NeNe | Bua  myOuaiunoi iHdgopmanii, sikol0 BOJIOAIE | CTPYKTYpPHHHA
30 PO3MOPSAHHK nmiapo3ain 3a o0Jiik Ta
ONPHJIIOAHEHHHA
nyoaiunoi indopmamii
1 Indopmartis mpo MiCIe3HaXOMXKEHHS, IOLITOBY | 3arajJlbHUM BIILT
azipecy, HOMepH KOHTaKTHHX Tele(oHiB, aapecy | anapary
o¢iniiHoro BeO-CaliTy Ta eNeKTPOHHOI IIOLITH | paiAepkaaMiHicTpamii
paiizepxxaaMiHicTpalii
2 | PosnopsokeHHs TOJIOBH paiepxaaMiHicTpallii | 3araabHui BIUILT
Ta HAaKa3W KEPIBHHKIB i1 CTPYKTYpHHX IMiZPO3/iliB | anapaTy
3 OCHOBHOI JisIJIBHOCTI paiinepxaamiHicTpariii,
KepiBHUKH
CTPYKTYpPHHUX
MipO3ALTIB
paiinepxaamiHicTpanii
3 Indopmaris mpo HOpMATUBHO-NpaBoBi 3acaa | KOpuauunmi BiJUILT
IisUTBHOCTI paiiep kaaMinicTpanii amapary
paiizep)xaamiHicTpalii
4 | PernmaMeHT pailoOHHOI Aep)kaBHOI aqMiHicTpaLii Binnin oprani3auiiHoi
poboTH, iHpopMaliifHOT
IISITTBHOCTI Ta
KOMYHiKallii 3
IPOMAJCHKICTIO
amapary
paiinepxxaaMiHicTparii
5 Inpopmanis mpo opraHisaiiiiHy —CTPYKTYypY, | Binain opranisamiisoi
GyHKIii, IOBHOBaXEHHS, OCHOBHI 3aBJaHHi, | poboTH, iHhOPMaLIHHOT
HanpsAMM  JTiSUTBHOCTI  paiineprkagMiHicTpauii, | JisTIbHOCTI Ta
po3moin 0GOB’SA3KiB MiX TOJOBOIO, MEPIIMM | KOMYyHiKallid 3
3aCTYIIHUKOM, 3aCTYIIHHKOM T'OJIOBH, K€PiBHUKOM | FPOMAJICBKICTIO
amapary paiaepxaaMiHicTparii amapary
paiinepxaaMiHicTpanii
6 | Indopmariis po CTPYKTYpy Ta 06csr 6ropkeTHHX | PiHaHCOBE YNpPaBIIiHHA
KOIITIiB, TOPSAJOK Ta MEXaHi3M iX BUTpadaHHS: | paifiepkaaMiHicTpanii

3aTBEPDKEHI MMapaMeTpy paiOHHOro OIOKETy Ha

y !



BIAMOBIAHMI  piK, 3BITH NP0  BHKOHAHHS
paiioHHOTO GrOPKETY Y BiIOBITHOMY POL

7 | Ilepenik Ta yMOBH OTPUMaHHS aJMiHiCTpaTUBHUX | LIeHTp HaJlaHHS
TIOCIIYT, IO HAJAIOThCS paiiiepXKaAMiHiCTpalli€lo, | aqMiHICTPAaTUBHHUX
dopMu i 3pa3skM JOKYMEHTIB, PO3TalllyBaHHS | IIOCIYT
MicIlb, 16 HaJAIOThCs aMIHNOCIYIH, MpaBWia 1X | paiiiepxaaMiHicTpanii
3aMOBHEHHS

8 ITpoextu PeryJsITOpHUX akTiB | KepiBHUKH
paiinepxaaminictpanii pasoM i3 BiJNOBIIHHMM | CTPYKTYPHHX
aHAJTI30M PeryJaTOPHOIO BILUIUBY i PO3LTIB

paiinepxxanMiHicTpanii,
II0 BHOCATH IIPOEKT
PEryJISTOPHOTO aKTa

9 Indopmanis mpo MexaHi3MH 4M TpoHeRypH, 3a | Bimmin opranisauifiHoi
JIOTMOMOTOI0  SKMX  IPOMaJICBKiCTE  MOXe | podotH, iHdopmaniiHoi
TIPEJICTABIISTH CBOI iHTepecH abo B iHIIMH Croci6 | AisIBHOCTI Ta
BIUIHBATH Ha peaJtizaniro IIOBHOBAXX€Hb | KOMYHIKaIil 3
paiinepxaaMinicTpauii (rpoMajcbka paja IpH | TPOMAJCBKICTIO
paiigep)kaamiHicTpanii, npodinbHi | anmapary
KOOPJWHAIlifHI pajy TOILIO). paiinepxaaMiHicTparii

10 |Ilnamm poboru  paiimepxaaMidicTpanii  Ha | Binmin oprarisauiinoi
TTOTOYHMH PiK Ta KBapTal pobotH, iHdopMaliiiHOl

TiSUTBHOCTI Ta
KOMYHIiKaIii i 3
IPOMaJICHKICTIO
armaparty
paiinepxaaMiHicTparii

11 | IliaHu npoBeneHHS Ta MOPSAOK JeHHMI 3acifanb | Bigain opranizanidHoi
KoJerii paiinepxaaminictpanii, I'pomazncekoi | po6oTH, iHdopMaLiiHOT
paau Ipy paiaepxaamiHicTpanii TisSUTBHOCTI Ta

KOMYHiKaIii 3
I'POMaJICBKICTIO
armapary
paiinepxaaMiHicTpaii

12 | IlpaBuna BHYTpIIIHBOTO TPYAOBOrO PO3MOPAAKY | Bimmin KaJIpOBOi
Ta pO3NOPsI0K pobOTH paiinepxaaMiHicTpailii. poboTH amapary
Pexxum pobotu B aJMiHICTpaTHBHOMY | paiiepXxaaMiHicTpamii
npuMillieHH] paiiaepxaaMiHicTpanii

13 | BakaHucii, mopsmok Ta yMOBH IpOXOXeHHs | Bimmin KaJIpoBOL
KOHKYpCYy Ha 3aMillleHHs BaKaHTHHX IIocaJ B | poboTH amapary
amapaTi paiinepxanMinicTpauii Ta il CTpyKTypHHUX | paiiepiaamiHicTpawii
nigpo3aiiax

14 |BakaHcii, nopsgok Ta yMoBH npoXxomxeHHs | KepiBHHKH
KOHKYpPCY Ha 3aMillleHHS BakKaHTHHX IOCaJl Y | CTPYKTypHHX

]l)a




CTPYKTYPHHX Mipo3/inax paifepxaaMiHicTpauil | mapo3aiuliB  amapary
Ta B YCTAHOBAX i OpraHisauisx, [0 HalexaTb 10 | paiaepxaaMinicTpanii
chepu iX ynpasiliHHA
15 |I'padiku mnpuifoMmy rpoMansH Ta OCOOMCTHX | 3arajJbHHUH BIJUIT
BUI3HMX IpUHOMIB TpOMaJsH KEpiBHUITBOM | amapary
paiinepxanMinictpanii, rpadik  TpoBeleHHs | paiiaep:xaaMiHicTpauii
NPSAMHX «Tapsiaux» TeleOHHUX JIiHIH
16 | JloBimauk  pobGoumx  TenedoHiB  (HomepH | Bimmin opranizamidHoi
cayx60BHX TenedoHiB Ta KabiHeTiB) KepiBHUIITBA | poOOTH, iH(GOpMALIHHOT
Ta TOCaJOBUX OcCi0 amapary Ta CTPYKTYPHHX | JisZIBHOCTI Ta
i ApO3IiiB paiinepxaamiHicTparii KOMYHiKalii 3
IrPOMaJICBKICTIO
amapary
paiinepxaaMiHicTpauii
17 |Tlopsnok ompaioBaHHS Ta pO3MISAAY 3alUTIB | 3arajlbHUM BIJUILT
10710 HaJaHHs IMyOusivHOl iHdopMalil B amapari | anapary, KepiBHUKHU
paiimepkagMiHicTpalii Ta 1 CTPYKTYPHHX | CTPYKTYPHHUX
miapo3aiiax HiapO3iIiB
paiiepxaaMiHicTparii
18 | 3pasku dopm mogaHHs IO paiinepxaaMiHicTpanii | 3aranbHuUi BIJUI
Ta 1 CTPYKTYpHHX TiJpO3JiIiB 3alUTIB Ha | amapary, KepiBHUKHU
OoTpHMaHHs my0OJivyHOT iHpopMaril CTPYKTYPHHX
iIPO3ALTIB
paiiaepxaaMiHicTpauii
19 | Indopmanis mpo Micisl MOJaHHS 3alMTIB Ta NpO | 3arajJbHUM BiZUILT
crieliaJbHO  BiBeNeHI Miclsg 1aai  poOOTH | amapary, KepiBHUKHU
3aNMTyBaYiB 3 JOKYMEHTAMH YU iX KOMisIMU CTPYKTYPHHUX
i IPO3IiTiB
paiizep)xagmiHicTparii
20 | 3BiTH HIOOO 3aJ0BOJICHHS 3alHTIB Ha MyOsivyHy | 3araabHUi Bl
indopmaitito, 110 HaIAILTN JI0 | anapary, KepiBHUKHU
paiinepxanMiHicTpanii Ta il CTPYKTYPHHX | CTPYKTYPHHUX
i IPO3/I1JIiB HiApO3I1TiB
paiinepxaaMiHicTpauii
21 |Iadopmamis mnpo OONIK Ta ONPUIIIOJHEHHS | 3aralbHUM BiUIL
my6igHO1 inpopmariii, SIKOIO BOJIOJII€ | amapary
paiiep)xaaMiHicTpanis paiiiepkaaMiHicTpanii
22 |Ilepenik BimomocTeii, siKi CTaHOBIATH CiIy)00BYy | ['onoBHui cnemianict 3

iHpopMallito palioHHOI JepXkKaBHOI afMiHicTpauii,
IO € BJIACHICTIO JEep)KaBH, SKill HafaeTbecs rpud
«UIs  CIy’)KOOBOrO KOPUCTYBaHHS» (BiANOBIZHE
PO3MOpSKEHHS TOJIOBH paiiiepkaIMiHiCTpailii)

UTaHb MOOiTI3aLiHHOL
poboTH amaparty
paiinepxaaMiHicTparii

KepiBuuk anapary —
paiigepaaaminicTpamii _
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