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5 _ YKPATHA
KOJIOMUICbKA PAHOHHA JEP/KABHA AIMIHICTPAILISI
IBAHO-®PAHKIBCbKOI OBJIACTI

POBMMOPIAANKEHH/

in If. OF. Lo/ ¥ m.Konomusi N £G

[1po 3aTBepakenns Ilosoxenns
Mpo 3arajibHUi BiAALI anaparty
paiioHHOT Aep:kaBHOT aaMinicTpauii
B HOBIiil perakuii

BianosigHo no mocraHosu KaGinery MinictpiBs Ykpainu Bix 26.09.2012p.
Ne®87 «Ilpo 3arBepmkeHHss THIIOBOTO IOJIOXKEHHS MMPO CTPYKTYPHHMH MiAPO3JILI
MicueBoi JepxaBHOI aaMiHicTpalii» Ta kepyrouuch cT. 5, 39, 44 3akoHy Ykpainu
«ITpo micuesi pepkaBHi agMiHicTpaLii»:

I. 3areepautu [lojoKeHHs MpO 3araleHUH  BIULIJT  anapaTty panoHHOI
Jlep KaBHOT aZIMiHicTpallii B HOBIH pelakiil (10/1aeThes).

2. BusHard TakuM, L0 BTPATHIO YHHHICTH PO3IOPSIKEHHS PaHOHHOI
nepsKkaBHOI anminicTpauil Big 26.04.2016p. Nel83 «Ilpo 3aTBepiukents Ilonoxenns
mpo 3aranbHMH BiAALN anapary paifoHHoi JepiKaBHOI aaMiHicTpauil B HOBIH

peIaKitii».

3. KOHTpOJIb 32 BUKOHAHHAM PO3MOPSKeHHs MOKJIACTH Ha KepiBHUKa anapary
paiiepxaaMinicTpanii Muxaiia bepkerryka.

IosioBa pailoHHOT
flepRaBHOT aAMiHicTpauil Jlrwdomup I'nymkos




3ATBEP/DKEHO
PO3MOPSIKEHHS
paiilepKaaMiHicTpaLil
28 02 2017 Ne 89

MNOJIOKEHHS
PO 3araJiLHUI BifAiJ anapaTy paiioHHOl Aep:kaBHOT aaminieTpauii

1. 3arajabHi 3acaau

.1. 3araneHuMii  Biaain €  CTPYKTYPHUM  MIAPO3JAIJIOM  amnapary
paiiiepxaaMiHicTpaLii.

1.2. Y cBoili nisapHOCTI 3araneHuii Bigain kepyerbess KoHcTutylieio i
3aKkoHaMM YKpainu, aktamu Ta JopydeHusimu Ilpesmmenta Ykpainu, Kabinery
Minictpis  YkpaiH, iHIIMX OpraHiB Jep:KaBHOI  BIaJu  BHUILOrO  PIBHS,
pO3MOps/KEHHAMI 00 IepkaaMiHicTpallii Ta pafiiepkanMinicTpauii, IHCTPYKIISMH,
MPaBUIIAMM Ta PEKOMEH/IallisMH apXiBHMX OPraHiB, IHILUMH HOPMATHBHUMH aKTaMH
3 NUTaHb POOOTH 3 JOKYMEHTAMH Ta pPOOOTH 13 3BEPHEHHSAMH IPOMAJISH, LHM
[TonmoxeHHsAM.

1.3. JlistnbHiCTH BiIminy 3MiHCHIOETBCS Ha OCHOBI  IUIaHIB poboTH Ta
Bi/IIOBIIHO JIO TIOCAI0BUX 1HCTPYKUiH MpaliBHUKIB BiIiTy.

1.4.  JlisneHicTh  BiAAiny  3MiHCHIOETBCS ~ HA  OCHOBI  pErjlaMeHTY
paiizepskaaMinicTpaitii, MEepPCeKTHBHUX 1 MOTOYHMX IUIAHIB  poDOTH, IO
3aTBEP/IKYIOTHCS KEPIBHUKOM arapaTy paiaep:kaAMiHicTpallii BiNOBIIHO 10 HbOTO
[Toso€eHHs | TOCAOBUX IHCTPYKIIH TIPalliBHUKIB BiJULLTY.

1.5. 3aranpHuil  BiAAiN  B3aeMOi€ i3 CTPYKTYPHHMH  MiAPO3JiJIaMH
paiiiepsaaMidicTpanii Ta i anapary, TepHTOpialbHUMHM OpPraHaMH MiHICTEPCTB,
IHIMX [eHTPAJTBbHUX OpPraHiB BHKOHABYOI BJAJH, PaHOHHHMH yCTAaHOBAMH |
OpraHi3alisMK, BMKOHKOMaMH CIJIbCbKMX, CEJIMIIHMX pan Ta paa o0 e/ HaHuX
TepUTOpiabHUX TpoMas, 00'€AHAHHSIMH TPOMaiH | 'pOMajgHaMH 3 [UTaHb, sKi
HAJIeKaTh JI0 HOrO KOMIIETEHIIT.

1.6. 3aranbHuii BT HE € OPUAUHUHOIO 0c00010.

YTBOpeHHs, JiKBidauis (MpUIMHEHHs AisibHOCTI) abo  peoprasizarlis
3arajbHOrO BifMiy IIPOBOANTECS 38 PO3NOPSIDKEHHAM paitaepKaaMiHicTpawir.

1.7. CTpykTypa i TpaHH4YHA YHCEJbHICTh MpAliBHUKIB 3arajlbHOro BIALITY
3aTBEP/IKYIOTHCS PO3NOPSIKEHHAM paiiiepkaaMiHicTpartii.

1.8. TlpaumiBHHKK 3arajJbHOTO By [PH3HAYAIOTBCSA HA TIOCaad Ta
IBITBHAIOTHCS 3 TOCAA PO3MOPS/KEHHSM paiifiepaaMiHicTpamii BiIMOBIAHO IO
BHMOI' YHHHOTO 3aKOHO/1aBCTRA.

2. OcnoBHi GpyHKUIT Ta 3aBIAHHS 3araJIbHOTO BiLALTY

2.1.  OCHOBHMMM  3aBJaHHAMHM  3arajbHOro  Biaainy €  3JiHCHeHHs
NoKyMeHTaliiinoro 3ade3nedeHHs JisbHOCTI KepIBHULTBA paiiiepsKaaMiHicTpallli,
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opraHizailisi Ta BeJeHHs JIJIOBOJACTBA, BCTAHOBJICHHSA  €IAMHOrO  IOPAIKY
JIOKYMEHTYBaHHsl YIPaBIiHCEKOI iHGopMaLil Ta pofoTH 3 JOKYMEHTaMH B arapari
pafizepaaMiHicTpallii BiIMOBIAHO 0 BCTAHOBIEHUX BUMOT i3 3actocyBanHsM AC/I
«ASKOD».

2.2. 3arajibHWI BIULUT BIIMOBIJIHO 0 MOKIAA€HUX HA HHOTO 3aB/1aHb.

pO3p0BJIse NPONOIUIIT LI0A0 peanizalii B paiioHi AepkaBHOT NONITHKKM Y cepi
JIOKYMEHTYBaHHs yrpasiiHcbkol iH(opMallii Ta opratizauii poOoTH 3 10OKyMeHTaMH |
eJIeKTPOHHOI'O BPsI/ly BAHHS;

po3po0iise NPOEKTH HOPMATHBHUX NOKYMEHTIB (IHCTPYKLiIO 3 JIJIOBOJCTBA B
arapati paitnepxanminictpauii, ITonoxeHHS npo Kojerilo paixep:kaamiHicTpaii
TOLLO), 3BeJeHy HOMEHKIATypy CIIpaB arnapaTy paiaepxaiMiHicTpalii, Oepe y4acTsb
y miarotoBui Pernamenty paiijiepkanminictpaiii Ta IHIOMX [IOKYMEHTIB, 110
HaJle)KaTh 10 KOMIETEHIIT BIAALTY;

3IACHIOE JTOKyMeHTalliiiHe 3a0e3neyeHHs 3aci/laHb Konerii
paiifiepKaaMiHicTpallil, BeJie Ta 0 opMIIse TTPOTOKOIH LIMX 3aCiIaHb;

OpraHi3oBy€ po0OTY 3 MIArOTOBKM MPOEKTIB PIllIeHb KOJErli, pO3Nops/uKEeHb
paiifiepanminicTpalil, 3AiHCHIOE IX pejaryBaHHs Ta Hajla€ oprasizailiifHo-
METOJMUYHY JIOTIOMOTY IIOJ0 T[OJ@HHs pOo3MOps/UKeHb paijepaaminicTpauii y
FOJIOBHE TepUTOpiaibHe YIpaBIiHHs tocTHIIT B 00s1acTi 715 AepKaBHOT peecTpaitii;

ONPALbOBYE JAOKYMEHTH, LI0 MICTSITh 1HQOPMAIiO 3 OOMENKEHHM JOCTYIOM
(3 rpudom «/last cayGOBOro KOPUCTYBAaHHA») BIAMOBIAHO [0 BCTaHOBJICHOTO
3aKOHO/IABCTBOM IOPSIAKY;

3ificHIOE peecTpaliio, o0NiK Ta Ieperady 3a MPU3HAYEHHAM JIOKYMEHTIB
(BXiaHOI,  BHXiOHOT  KOpecHOHJeHLil, TPOTOKOJIB,  OKPEMHX  [OPYHEHB,
PO3MOPAIKEHb, PillleHb KoJeril 00JaepKaJAMiHiCTpalil Ta iH.);

OMpaIBOBYE 3alIMUTH HA MMyOIiuHy 1H(GOPMALIitO BIAMOBIZIHO 110 3aKOHY Y KpalHi
«IIpo poctyn o my6iiunoi iH(popMallii», roTye BiAIOBiJi HAa HUX, HAJA€ HEOOXI/HI
BIJIOMOCTI Ta KOTIii IOKYMEHTIB; ,

31IHCHIOE POOOTY 3 JIOKYMEHTaMH, 110 MICTATH IepCOHANIbHI NaHi, 3a0e3reuye
ix 30epiraHHs Ta JOTPUMaHHS BHMOI IIOJO HEPO3rOJIOMIEHHS MEePCOHAIBHOL
iHgopmaitii BianosinHo 10 3akony Ykpainu «I1po 3aXuct nepcoHaibHUX JTaHHXY,

OpraHi3oBYE JOKYMEHT0OOIr, QopMyBaHHs chpas, IX BHKOPHCTaHHSA Ta
30epiraHHs;

3abe3nedye BIPOBA/DKEHHS Ta KOHTPOJIOE JOTPUMAHHS CTPYKTYPHHMMH
MiApo3inamu paitnepxaaminictpauil Ta ii anapaTy BUMOT BiIMOBIAHMX IHCTPYKLIH,
PermamMeHTy paiizep:kaaMiHicTpalil Ta HaliOHAJILHUX CTAHAApTIB W00 podoTH 3
JTOKYMEHTaMH;

B)KMBA€E 3aXOMiB ISl ONTUMi3alii JOKYMEHTOOOIry Ta 3MEHLICHHsS o0csry
¢J1yx00BOT0 JIMCTYBaHHS;

3AIMCHIOE MeTOJMYHE KEepiBHMLTBO Ta IepeBipky cTaHy pobotu 3
JOKYMEHTaMM B amapati Ta CTPYKTYPHHX TiIpo3inax paijaepxkaiMiHicTpalit,
TEpPUTOPialbHUX OpraHax MiHICTepCTB, IHIIMX HEHTPAlbHUX OpPraHiB BHKOHABHOI
BJIaJIM | BAKOHKOMAX ClJIbChKHUX, CETHILHHUX pal;

3AIHCHIOE  KOHTPOJL 33 CBOEYACHMM  PO3IJISAOM, [MPOXOUKEHHAM  Ta
MOBEPHEHHAM OPHIIHAJIB AOKYMEHTIB /10 paiiepKajMiHicTpaLii;
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Gepe ydyacTh Yy BIPOBa/UKEHHI Ta BUKOPHUCTaHHI  IH(poOpmaliiHO-
TeNeKOMYHIKALIfHUX CHCTEM JAOKYMEHTOOOIry Ta €JeKTPOHHOI B3aeMO/ll OopraHin
BUMKOHABYOI Biaau. 3abesrnedyye MOTPUMAHHS €IMHHX BHMOI WIOAO MIATOTOBKH
JOKYMEHTIB Ta oprasizaiii poOOTH 3 HUMH IIpH 3aNpPOBA/UKEHHI €JIEKTPOHHOIO
NOKYMEHTO0O00ITY;

rOTY€ 3BITH, JIOTIOBI/IHI 3aMMCKW, METOAMYHI Ta iHMOpMaliiHl MaTepianu 3
MuTaHb pobOTH 3 JOoKyMeHTaMd. Ha ocHOBI  MOHITOpHHTY iHdopMamii 1po
JIOKYMEHTOOOIr 1oJlae  KepiBHUUTBY palaep:aaMiHicTpallii npormosuuii 11010
NPUHHATTS BIAMOBIHUX YIIPABIIHCHKUX PIIIEHb;

3abesneuye 30epiraHHs NOKYMEeHTallifHOro dony anapary
paiiziepxalIMiHicTpallil Ta KOPUCTYBaHHS HUM BIJIIOBIJHO 10 BCTAHOBJIEHUX BHUMOT;

Oepe y4acTh y 3aCiJJaHHsAX €KCIIepTHOT KOMIciT anapaty paitaepxaiminicTparii,
NPOBEJEHH] €KCIIEPTH3Hd HayKOBOI Ta MPakTUYHOI LIHHOCTI [OKYMEHTIB IIpH iX
BiZIOOpI Ha JiepKaBHe 30epiranHs, TOTYe CIPaBH J10 3/1a41 B pallOHHUI apXiB;

Oepe ydacThb Y po3poOLi Ta BUAAHHI JOBIAHUKIB, IHCTPYKLLIH, MTOCIOHHUKIB;

OGepe yyacTh Yy IIATOTOBIII Ta TIPOBEAEGHHI Hapaad Yy KepIBHULTBA
paiiziepkaaMiHicTpauii 3 muTaHb poOOTH 3 JAOKYMEHTaMH B Opranisauii 3acifaHb
KOJIEriT paiifiepkaaMiHicTpaltii Ta MijiroToBLi BiAMOBIAHUX MaTepiallib;

3HCHIOE HalaHHA aJIMIHICTPaTHBHUX TMOC/IYT: BH/a€ 3aCBiIUeH] KOTIT JTHUCTIB,
pO3NOpPS/UKEHb Ta pllleHb KoJerii  paiiiepxkaaminicTpalll, roTye BHTSIH 3
PO3MOPS/IYMX [IOKYMEHTIB, MPOTOKOJIIB 3acilalb Ta Hapa TOUIO.

2.3. 3aranbHUi BiJIIJI MOXKE BUKOHYBATH TaKOK IHIUI 3aBIaHHS, MOK/IaJeH] Ha
HBOTO KEPIBHULITBOM paiiiep:kaaminicTpartii.

3aBaanHs 3arajJbHOIO BiIALTY 1010 BeeHHs I1J10BOACTBA

2.4. Po3pobnsie 1HCTPYKLIO 3 JIJIOBOACTBA Ta TOTY€ 3BelAeHY HOMEHKIIATYpPY
CrpaB anapary paitjep:kajaMiHicTpauii 3riIHO 3 BAMOTraMH BiANOBIAHHX HOPMATHBHO-
MPaBOBHUX aKTIB.

2.5. 31ilcHIOE IPUHMaHHS Ta MonepeiHid po3risl J0KYMEHTIB, KOMIT'FOTEPHY
peecTpallilo, CKaHyBaHHsi TEKCTIB [OKYMEHTIB Ta IIOJaHHs IX KepiBHHUTBY
paiiepskaaminictpauii. Bene o6nik J1okymeHTiB, 3abesnedye iX JOBEleHHs 10
BHKOHABIIIB, 30epiraHHs Ta ornepaTUBHUN TOIIYK.

2.6. Ilpu poGoti y cHcTeMax eJIeKTPOHHOro JOKYMEHTOOOIrY 3AIHCHIOE
CTBOPEHHS, BiINpaBjIeHHs, IMepeaaBaHHs, onepiKaHHs, 30epiranns, obpolseHHs Ta
BHUKOPUCTAHHS eJIEKTPOHHUX JOKYMEHTIB.

2.7. [IlepeBipsie NpPaBUIBHICTE OGOPMIEHHs  BXiAHOT ~Ta  BHXIAHOI
KopecrionieHuii. [ToBepTae BUKOHABLIM Ha 0ONPALIOBAHHS JOKYMEHTH, OQOPMIICHI
3 nopymieHHsM BuUMor PernameHTy paiiepxaaMiHicTpamil Ta  IHCTPYKII 3
JJI0BOJICTBA.

2.8. YIOpsAAKOBYE 3aKpUTi 10 CIIpaBH KEPiBHHLTBOM paiiep:kaaMinicTparii
JIOKYMEHTH Ta (opMye 1X y CIpaBH BiAMOBIAHO 110 HOMEHKIIATYPH CIIPaB.

2.9. 3a aopydeHHsIM KepiBHHUTBA paiilep:KaaMiHicTpauii 3/iHCHIOE TTOLIYK
HeoOXisnux JokymeHTiB y 0a3i panux ACJL «ASKOD». Tlpn norpebi Hanae
BIMOBIAHY iHQOPMALLiIO Ta FOTYE KOMIT HUX JIOKYMEHTIB,
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2.10. Tlomae mpomo3uIii LIOAO ONTHUMI3aLil AOKYMEHTOOOITY, CKOPOUECHHS
c1y:00BOro JHCTYBaHHs B paifmepikaaMiHicTpauii, aBromarusauii JIJIOBOAHMX
IPOLECIB.

2.11. Hampagiisie 3a BIAMOBIAHMMHU agpecaMy Ta Iepejac 3a MPU3HAYCHHAM
BXI/IHY 1 BUXIJIHY KOPECMOHAEHLIIO.

2.12. BykuBae 3ax0/iB 110/10 CBOEYACHOIO MTOBEPHEHHS OPUriHATIB JOKYMEHTIB
110 paiiiepykaAMiHicTpalii, y3arajlbHIOE 1aHi Mpo Xi I pe3y/ibTaTh i€l poOoTH.

2.13. loTtye 3BiTH Ta iHdopMaLliHI 1aH] JUIS KEPIBHHUIITBA MPO JIOKYMEHTOOOIT
B araparti paijiepxaaminictpaii.

2.14. 3aGesneuye [OTpUMaHHs B amnapaTi paiaep:KaJMiHiCTpauil €IHHOrO
nopsaky 30epiranHs, oKy Ta BAKOPHCTAHHS apXiBHUX JOKYMEHTIB i MIATOTOBKY IX
TSl Tiepe/iadi Ha JeprkaBHe 30epiranHs.

2.15. Hajae MeTOAMYHY Ta MPaKTHYHY AOMOMOTY CTPYKTYPHHMM IiIpo3ainam
paiiiepsxanMinicTpauii Ta 1T arnapary, TepuTOpiaJbHUM OpraHaM MiHiCTEpPCTB, 1HILKX
LIEHTpallbHUX OpraHiB BUKOHABYOI BJIaAM, BUKOHKOMAaM CIJTBCHKHMX, CEJMIIHUX pajl
Ta IHIIKAM ¢y )K0aM 3 TUTaHb JiJI0BOJICTBA.

2.16. 3acsiguye TedaTKamMH JOKYMEHTH Yy BHIaJKax, nepeadadeHux
IHCTPYKLI€IO 3 JIOBOJCTBA Ta IHIIMMKM HOPMaTHBHUMHM JOKyMeHTaMu. Bixnosinae
3a 30epiraHHsl Ta BHKOPHCTAHHS [€4aTOK | IITAMIIIB 3 [OBHMM HalMEHYBaHHM
paiinepsxkanminictpanii («3aranspHui Biamimy, «Kanuenspis»), fAKi 3HAXOIATHCA Y
3arajbHOMY BIJULII.

2.17. Bene o00nik  BHaadi Ta  BHKOpPUCTaHHs  OJAHKIB  JIMCTIB
obJyieprKaIMiHicTpaLii.

2.18. OpranizoBye po3r/sia 3BEpPHEHb IPOMajisiH BIINOBIAHO 10 3aKOHY
Vkpaiuu «lIpo 3BepHenHs rpoMansH», Yka3dy [Ipesunenra Ykpainu Bix 07.02.2008p.
Noe109/2008 «IIpo mepiurodeprosi 3axoaM 11040 3aleslledeHHA peanisallil Ta
rapaHTyBaHHS KOHCTHUTYIIMHOTrO MpaBa Ha 3BEPHEHHs [0 OPraHiB Jep’KaBHOI Ba/u
Ta OpraHiB MiCIIeBOro caMoBpsayBaHHsA», KiacudikaTtopa 3BepHEHbL T'POMAIsIH,
3aTBepKeHOro rnocraHoBoto Kabinery Minictpis Ykpainu Bin 24.09.2008p. Ne838.

2.19. 3abesmeuye BeleHHs JIJOBOJACTBA 3@ 3BEPHEHHSIMH TPOMaJIsiH
BinnoBinHo 10 nocranosu KabGinetry Minictpi Ykpainu Bin 14.04.1997p. Ne348
«ITpo 3arBepkeHHs [HCTpyKLIT 3 A1JTOBOACTBA 3@ 3BEPHEHHSIMH I'POMAJISIH B OpraHax
JlepKaBHOT BlaaM 1 MICLHEBOTO caMOBPsiAyBaHHs, 00’€JHAHHAX TpOMajsiH, Ha
MiITPHEMCTBAX, B YCTAHOBAX, OpraHizailisix He3aleKHO Bil (OpMM BJIACHOCTI, B
3aco0ax macoBol iHpopmaLi™ (31 3MIHAMH).

2.20. 3niiicHioc NPUIOM, peecTpalito Ta IONnepeiHid po3rjsil MHCbMOBHX
MPOMO3MLii, 3asB Ta cKapr, IIArOTOBKY HeOOXiIHMX MaTepiaiB KepiBHHKaM
paiiiepskanaMinicTparii st IPUAHATTS HUMH BiOBIAHUX PIIIEHb.

2.21. Hanae xoHcynbTauil rpoMaisiHam, siki BUSBUIM OaxkanHs 1oOyBaTh Ha
ocobucTOMY MpHHOMI y KepiBHHITBa paiiiepkaaMinicTpalii, iHGopMye Tpo
[OPSIIOK PO3MIISLY 1 BUPILLIEHHS 1X MUTaHb.

2.22. 3a n0py4eHHsM TOJIOBH paijep:kaAMiHICTpauil, Mepuioro 3acTylHHKa,
3aCTYIHUKA TFOJIOBH Ta KEePiBHHKA arapaty paiinepkaamiHicTpallil Hanpasise 3assH,
Nporno3uuii Ta CcKapru TpoMajisH Biqlisam amapaTy, IHIIUM CTPYKTYPHHM
migposdinam  paizep:kaaMinicTpallii, BMKOHABUMM  KOMITE€TaM  CIIBCHKHX — Ta
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CeNMINHMX paj, [iAMpUEMCTBAM, YCTAHOBAaM, OpraHisalliAM [UIA pOSLUANY Ta
BUpILIIEHHS ITi THATHX Y 3BEPHEHHSX [HTAHb.

2.23. BuzHauyae, BIAMNOBIJHO 10 BUMOI YHMHHOIO 3aKOHOIABCTBA, TepMiHU
O3Sy 3BepHEHb MPOMAIAH, 110 HaAlHIILIN 10 pauﬂepmaﬂmmm'rpaun

2.24. 3pificHIOE KOHTPO/Ib 33 JOTPUMAHHSM CTPOKIB PO3IVIANY 3BEPHEHDL
rpoMasiH.

2.25. Indopmye KepiBHMIITBO pannepmamﬂmc’rpaun Mpo cTaH poboTu i3
3BepHEHHSAMHM TIpOMaisH Y CTPYKTYPHHX Mipo3ainax —paiaep:kaaMiHicTpauii,
BUKOHKOMAX CibCHKHX Ta CeJMIIHUX pal pailoHy, Ha [IIPHEMCTBAX, B
oprasizallisix, ycTaHOBax i M0J1a€ NPOMO3UILIHA 1010 BAOCKOHAJICHHS i€l poOOTH.

2.26. OTpuMye BiA CTPYKTYPHHX [iJPO3ALIB pannepx{aanmc:Tpaun
BUKOHKOMIB CLIbCHKMX Ta CEJHMIIHHX paj, MiJANPHEMCTB, YCTAHOB i OpraHisaiii
inpopmauii  (TOBiIOK, MOSCHEHb, IHIIMX JIOKYMEHTIB) CTOCOBHO  PO3IJIsSILY
nponomuiﬁ 3asiB 1 CKapr rpomajii, MiArOTOBKA Ha IX MiACTaBi aHATITHYHHUX
MaTepialliB KepiBHHIITBY paHﬂepmaanHpraun

2.27. Torye aHaniTM4HI Marepiald Opo CTaH poOOTH 13 3BEPHEHHSIMH
rpoMajIsiH, Ha 3aciflaHHs Kojeril painepxkaaMinicTpauii, 3acijiaHHs MMOCTIHHO 1110401
KoMicii 3 MMTaHb PO3MJIsi/ly 3BEpHEHb TPOMa/IsiH, HApaIu 3 MHUTaHb, 11O BITHOCSTHCS
710 KOMIIeTeHLIl BiflijTy, Ta MPOEKTIB PO3MOPSIKEHb paiinepkaaMidicTpauii o0
opranmaum 0COOMCTOrO NPUHAOMY.

28. [IpoBoaANTh aHani3 myGikauiit cTOCOBHO HAWOUIBII aKTYaIbHUX MTHTaHb,
SIKI l"pOMaL[SIHH NOPYLIYIOTh Y 3BEpPHEHHSX, MAr0TOBKA aHaIITHYHUX MaTepianiBb
U010 pobOTH 13 3BEPHEHHSIMH IPOMaISH B paityiepKajMiHiCTpallii 715 BUCBITIICHHS
y 3acob6ax MacoBol iHpopmauil.

2.29. Iudopmye KepiBHHLTBO paiiaepikaaMiHicTpallii  [po NOpY LCHHs
BUKOHABCHKO! JMCIMUIUIIHA Y poOOTI 13 3BEPHEHHSMH, BHOCHTH POTIO3ULIT 111010
OPUTATHEHHSA [0 BiAMOBIIAIBHOCTI MOCANOBHX ocih, sKi nonycmnu TATaHUHY,
GIOpPOKpPATH3M TTPH PO3IJIs/I 3BEPHEHb.

2.30. Busuae, y3arajipHioe Ta HOUIMPIOE MO3UTUBHHIT JOCBiA pobOTH,
po3pol6i0e METOIMUHI MaTepiali o0 YIO0CKOHAICHHS poGOTH 13 3BEPHEHHSIMH
rpoMajisH Ta oprasisailii ocoducToro npuiomy.

2.31, OpraH1303y€ npuiiom iHGOpMALIfHUX 3aNMTIB, M0 HAAXOMATH J10
paiigepskaamizicTpallii, AK po3rnopsiHHKa indopmarii, 3ade3nederHs X peecTpauii,
CBOEYACHOIO OMpAIlIOBaHHs Ta HAJAHHS Bi/MOBIJAEH HA HUX B NOPSAKY Ta CTPOKH,
su3Hadeni 3akonom Ykpaitn «l1po gocTyn o ny6aiuHol iHpopMalii».

2.32. Hanae xoncy/bTallil Ta po3’sicHEHHS  3aluTyBadam myOivHOT
indopmartii.

2.33. 3niiicHIOE aHANi3 TA CUCTeMATH3alilo 3alUTiB Ha my6niuny iHpopmaniio
3a Tay3eBOIO Ta IHIIHMH O3HAKaMH.

2.34. 3abesneuye 3AiCHEHHS KOHTPOJIO IIOIO 3a10BOJICHHA 3aruTIB Ha
ny6uaiuHy iHGopMaLIIO,

2.35. 3aBe3mneuye HanpaB/ieHHs 3aNUTy Ha MyOmiuHy iH(pOpMAaLLiIO HATIEKHOMY
PO3IOPSIHUKY BIAMOBIAHO IO YaCTHHH 3 crarTi 22 3akoHy Ykpainu «[Ipo nocryn
10 nybaiunoi indopmaniin.
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2.36. Hanmae npakTM4Hy Ta KOHCYJIbTaliliHYy JOMOMOrY TIpalliBHHKaM
CTPYKTYpHMX mizposainie abo BiznosimanepHuM ocobaM paiaepxaaMiHicTpaull 3
[NUTaHb 3aMUTiB Ha MyOIIYHy 1HpOpMaIiio.

2.37. 3abe3nedye HajaHHS pO3’SCHEHb 3alMTyBadaM iH(pOpMaUil 11010
MOPSIIKY OCKAp)KeHHs pilieHb, Aifl 9m  Oe3qisnpHOCTI  paiOHHOI AepiKaBHOI
aZMiHicTpauii cTOCOBHO BiZAMOBH y 3a/I0BOJIEHHI 3aMUTy Ha iHPOPMAILiLO, BIACTPOUKH
3aJI0BOJICHHS 3alMTY Ha iH(opMallito, HeHalaHHs BiIMOBII Ha 3aNUT Ha iHpopMaItiio
TOLLLO.

2.38. Ortpumye Ta ompaiboBye iHGQOpMaUilHI 3alUTH YEpe3 €JEKTPOHHY
TOLITY.

3aBaaHHs 3ara/ibHOrO BULLJIY L1040 POOOTH 3 PO3NOPSIAZKEHHIMH
Ta JOKYMEHTAMHM KoJIeril paijaep:aaminicTpauil

2.39. BianosigHo 1o Bumor Pernamenty paiinepxanminicTpauil, IHCTPYKUIT 3
iJI0BOJICTBA 3/HICHIOE pelaryBaHHs IMPOEKTIB PO3NOpPsKEeHb, HaKas3iB Ta pillCHb
KoJerii paiijepsaaMiHicTpallil 3 AOTPUMaHHSAM HOpPM OGDIlIAHO-AIIOBOrO CTH/IIO
niTepaTypHOI YKpalHChKOI MOBH.

2.40. IlpuiimMac 110 peparyBaHHsI Ta OINPALOBAHHS MPOEKTH Pill€Hb KOJEril,
PO3NOpAIKEH paiaepkaaMiHicTpalil 3 yciMa 101aTKaMK Ta IHIIUMH JTOKYMEeHTaMU-
MicTaBamMu, NepeBipsi€ MPaBUIbHICTD IX 0(OPMIIEHHS.

2.41. Bene 001iK MpoekTiB po3Nops/DKeHb paiifep:kajMiHicTpalil, nepeianux
Ha MiAMHC FOJ0BI paiiiep;kajaMiHicTpauii, Ta iX MOBEpHEHHS y BIJUIIL.

2.42. TlepeBipsc NMpaBUIBHICTEL 3aIOBHEHHS BUKOHABLSMU PEECTPIB PO3CHIIKH
po3NoOpsUKeHs paligepkaaMinicTpaii, BIAMOBIAHO 10 AKMX 3abe3nedye cBoe€vacHe
BUFOTOBJICHHS Korliit. Konil po3nopskens 3acBiA4ye NevaTkoo «3arajibHui BLIUTI
Ta JI0BOJMTH 1X [0 KEPIBHUIITBA TA BUKOHABIIIB.

2,43, 3niificHIOE KOMITIOTEPHY peecTpalilo Ta CKaHyBaHHS  TEKCTiB
PO3MOPSAKEHL 1 pillleHs KoJeril paiizepikaamiHicTparlii, BHOCHTh iHII HEOOXIHI
BizoMocTi B 6asy aaHuX. Beme o6mik 3MiH, [OMOBHEHb Ta BTPaTH YMHHOCTI
PO3MOpAIKeHb paiiiepKaaMiHicTparii.

2.44. Tlpu poGoTi B cHcTeMax eJeKTPOHHOTrO JIOKYMEHTOOOIry 3alicHIOE
CTBOpEHHSI, BiAINpABIEHHs, [lepelaBaHHs, onepyKaHHs, 30epiranHs, oOpod/eHHs Ta
BUKOPUCTAHHS eJIEKTPOHHUX JOKYMEHTIB (pO3NOps/HKEHb paiinepikaaminicTpartii).

2.45. 3abe3neuye hopMyBaHHS pO3MOPS/KEHD | TPOTOKOJIB 3aci/laib KoJeril
paiiiepskaMiHicTpanii y CrpaBu BiANOBIAHO 0 HOMEHKJATYpH CHpas BLULLILY, X
BUKOPHCTAHHS Ta 30epiraHHs IPOTSroM BCTAHOBJIEHHUX TEPMiHIB.

2.46. Bepe yuacTh y NpoOBeleHHI 3aciiaHb Koserii paiiepxaaMinicrpail,
MiAroTOBLI  BIAMOBIAHMX  JOKyMeHTiB. Beme mnportokomn —3acinanb  Kouerii
paiiaep)aaMiHicTpalil.

2.47. Hancunae obnnepkaaMiHicTpanii KoTi{ PO3MOPSIIIKEHD
paiizepskaaMiHicTpalii Ta MPOTOKONIB 3acigaHb KoJerii paiizepixaaMiHicTpauil
(Ha BUMOTY ).

2.48. Beme o001k Buaaui Ta BUKOPHUCTaHHs OJaHKIB  PO3IOPSIUKCHD
paiijiepkaaMinicTpallii, po3nopskeHb paiiiepKkaMiHiCTpallil Ta paloOHHOT pa/iH.
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2.49. Hamae MeTOAMYHY | MPaKkTH4YHY JOMOMOTY CTPYKTYPHHM IMiIpo3Jiiam
paiifiepskaMiHicTpauii Ta ii anapary, TepuTopiaJbHUM OpraHaM MiHiCTEPCTB, IHIIHX
LIEHTpaJbHUX OpraHiB BUKOHABYOI BJaJM, BUKOHKOMAaM CUIBCBKHUX, CEJMIIHUX pajl
3 [UTaHb IArOTOBKM | O(QOPMIEHHS  pO3MOPS/DKeHb,  pillleHb  KOJeril
paiifiepkaaMiHicTpalil Ta IHIIMX AOKYMEHTIB BIAMOBIIHO 10 BUMOr Pergamenty
palizieprkaaMiHicTpalil Ta iHCTpYKLIl 3 A1JIOBOJICTBA.

2.50. Odopmasie po3NMOpSUKEHHS Ta MPOTOKOIM  3aciflaHb = KoJerii
paiiepxaAMiHIcTpallil [ neperuieTeHHs Y KHUTH,

3. [1paga Biaaiay

3arajibHUI BIJULIT M€ TPaBo:

3.1. TorysaTu /Uisl KepiBHULTBA paiaep:aiMiHiCTpaLil J0MOBIAHI 3alIMCKU Ta
ingopMauiiini  gasi  mpo craH  poGoTM 3 NOKyMEHTaMH B anaparti
paiiiepskaaMinicTpauii, 11 CTPYKTYpHHX TMipo3/inax, TepHTOPIalbHHX OpraHax
MIHICTEpCTB, IHIIMX LEHTPaJbHAX OpraHiB BMKOHABYOI BJAJH, BHKOHKOMAXx
CIJIbCBKHX Ta CEJIHIIHUX pal.

3.2.IToBepraT BHMKOHABISIM Ha [OOMNpPALIOBAHHS TMPOEKTH PO3IOPSIIKEHD
paiinepxanminictpanii, pitens konerii Ta iHII TOKYMEHTH, NOJaHI 3 MOPYLICHHIM
BUMoOr PernamenTy paiiaepskaaminicTpanii Ta iHCTPYKIIT 3 A1/I0BOJCTBA.

3.3. HagaBaT NpakTHYHy Ta METOIUUHY JOIMOMOTY 1 311HCHIOBATH NEPEBIPKHU
cTaHy pobOTH 3 IOKYMEHTAMH Y CTPYKTYPHHUX TIpo3/inax paiaepixanMinicTpart, ii
anapary, TepUTOpiaJbHMX OpraHax MIHICTepCTB, IHIIMX LEHTPalbHUX OpraHiB
BMKOHABYOI BJIa/IH, BAKOHKOMAaX CUILCbKUX Ta CEJIMIIHUX pal.

3.4. OnepxyBaTv B YCTAHOBJIEHOMY MOPsUIKY iH(opMallito, BiAOMOCTI Ta IHIL]
marepianu, HeoOXiAHI /Ul BHKOHAHHS [OK/JaJeHWX Ha BIUIJI 3aBlaHb Ta
BJOCKOHANIEeHHs (hopM 1 METOAIB POOOTH 3 JIOKYMEHTaMH.

3.5. BHocuTH Ha poO3rUisijl KepiBHHIITBA paiijiepKaaMimcTpaiil  [IPOCKTH
PO3MOpPSAIKEHb, 10pYYeHb, JOMOBIIHI 3alMCKH, NPOMNO3HULT 3 MUTaHb, 110 HAJIEKATh
JI0 KOMIETEHIIT BIAITY.

4. HaualbHHUK 3arajibHOTO BiAaiay

4.1. 3nificHIoE KepiBHUUTBO MisUTHHICTIO BiAJLTYy, BIAMOBIJAE 32 BUKOHAHHS
[MOKJIa/eHUX Ha BiJIII 3aB/laHb.

[Inanye pobory Bimminy, 3abesnedye BUKOHAHHS  [UIaHIB  poOOTH
paitepkaaMiHicTpaLlil 3 MUTaHb, 1O CTOCYIOTCS BLIITY, Ta BIANOBIAHUX JTOpYYeHb
KepiBHULITBA paiijepKaiMiHicTpallii.

4.2. Posnoainsie o00OB'A3KM Mk I[pauliBHUKaMM  BiULTy, 3abesneuye
JOTPHMAHHA — NPaBWil  BHYTPIIIHBOrO — TPYJOBONO  PO3IOPS/KY, BHKOHABCHKOT
aucuMiig. Pasom 3 BimmizoM KaapoBoi poGOTH amapaTy paiaep:KajamiHicTpaiii
oprasi3oBye MiaBulleHHs KBajidikauil npaniBHUKIB BIALLTY.
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4.3, 31iliCHIOE KOHTPOJIb 3@ JOTPUMAHHAM MOPS/AKY 1 TEPMIHIB MiJAMOTOBKH
MaTepialiB Ha 3acijianHs Koseril paiaep:KaiMiHicTpauii Ta IX 100NpaLOBAHHS MiC/Is
3acilaHb.

Bepe y4acTb y 3acilaHHsX KoJeril paiaep:;xaAMiHICTpalll, a TaKoXK y Hapajax,
ceMiHapax, HaBYaHHSX 3 MTUTaHb, 10 CTOCYIOTHCS 3araJlbHOrO BIIILILY.

4.4. BHOCUTD B YCTAHOBJIEHOMY MOPSAKY MPOMO3HULIT HIO/I0:

CTPYKTYPH BIILTY;

NPHCBOEHHS TpaliBHUKAM BTy PpaHTIB  Jep:KaBHHUX ci1yk00BLIB
BIAMOBIAHO JIO 3aKOHOJABCTBa, a TaKOXK  3a0XOYEeHHs  Ta  HaK/JIaJACHHS
JUCLUIUIIHAPHUX CTSATHEHD;

BIOCKOHAJCHHS poOOTH 3 JOKYMEHTAMH, BIPOBAIKEHHS HOBUX GopM |
METOJIiB opraHizaiii poOoTH BIIITY.

4.5. Bupiulye nutaHHs B3aeMO/UT BIALLY 13 CTPYKTYPHHMH TiJAPO3/iIaMH
paiijiepxaMiHicTpallii Ta 11 anapary, TepMTOpiaJbHUMH OpraHaMH MIHICTEPCTB,
IHIIMX [EHTPaJbHUX OpraHiB BHKOHABYOl BIIAJM, BHMKOHKOMAMM CUIBCBKHX Ta
CEJIMILIHUX Pajl B YaCTHHI, 110 BIAHOCHTHCS 0 KOMIETEHLIT BIAAIIY.

4.6. I'oTye, nianucye ta Bi3ye JOKYMEHTH B MeKax CBOET KOMIMETEeH .

4.7. Ha yac TUMYacoBOI BiJICYTHOCTI Ha4yajlbHHKa 3arajJbHOro BIATY anapaty
paiiep;xxaamiHicTpalii BUKOHY€E HOT0o 00OB’SI3KH MPOBIAHUI CrELianicT 3arajibHoro
BI/UIITy anapary paijepaxaaMiHicTpail.

HauvanbHHK 3arajibHOrO BiAALTY
anapary paWaeps:kaaminicTpauii Hapia Bintousk




