JlomoBHeHHS

JIO TIPOCKTY PIIICHHS cecii micekoi paau VII cknvkanHs
«IIpo 3aTBepIKEHHS TIOJIOKEHB TIPO CTPYKTYPHI MIAPO3IiIIH Y KTOPOACHKOI MiChKOT
paam»

1. Ha3By mpoekTy pillieHHS BHUKJIACTH B Takii penakii: «IIpo 3aTBepikeHHS
MOJIOKEHb TMPO CTPYKTYPHI MIAPO3AUIM YKIOpoAChKOi MIChKOI paau Ta PernmameHt
poOOTH LIEHTPY HAJAHHS aJIMIHICTPATUBHUX MOCITYTY.

2. TlpoexT pilieHHs TONOBHUTH TaKUM ITyHKTOM:

«3aTtBepauTu PernaMeHT LeHTpy HaJlaHHA aaMIHICTPaTUBHUX MOCTYT (10AaTOK
34)».

3. I[lyHKT 4 npoeKTy pillleHHs] BUKJIACTH B PEeIaKIIii:

«Pimenns wmicekoi pamu Bim 10 Oepesnst 2016 poxy Ne 146 «IIpo
3aTBEPKEHHS MOJIOKEHb PO CTPYKTYPHI MIAPO3AUTA YKTOPOJACHKOI MICBKOI pajin»
13 BciMa 3MiHaMH 1 JOTIOBHEHHSIMU Ta pilIeHHs Micbkoi paam 24 >xoBTHs 2013
poky Ne 1093 «IIpo PermameHt 1eHTpy HaJaHHS aaMIHICTPATUBHHUX TOCIYT»
BBAKaTH TaKWMH, IO BTPATUIN YUHHICTb.»

4. YnopsiiKyBaTH HyMEpallilo IyHKTIB IPOEKTY PILLICHHS.

MicbKuii rojiopa b. AnapiiB



Jomartok 34
JIO pIIIEHHS ____ cecii MICBKO1 paju
VII ckimmkaHHA

Ne

Pernament
HEHTPY HAJAHHSA AAMIHICTPATUBHUX MOCJIYT

3arajibHa YacTHHA

1. Leit PermameHT BH3Ha4yae MOPSAAOK oOpraHizaiii poOOTH LEHTPY HaJaHHS
aJIMIHICTPATUBHUX TOCIYT (Jaii - IEHTP), MOPSIOK M1 aJMIHICTPATOPIB LEHTPY Ta
iX B3a€MO/IIi 13 Cy0’€eKTaMU HaJaHHS aJAMIHICTPATUBHUX MOCTYT.

2. Y upomy PernaMeHTi TepMiHU BXKUBAIOTHCS Yy 3HAUYCHHI, HABEICHOMY B 3aKoHi
Yxpainu “TIpo afqMiHICTPATUBHI MOCTYTH .

3. HamanHst agMiHICTpaTUBHUX TOCIYT Y IHEHTPI 3IHCHIOETHCS 3 JTOTPUMAHHIM
TaKUX MPUHIUIIIB:

BEPXOBEHCTBA MPaBa, y TOMY YHMCJI1 3aKOHHOCTI Ta FOPUIUYHOI BU3HAYEHOCTI;

CTaO1ILHOCTI;

PIBHOCTI IIEPE] 3aKOHOM;

BIJIKPDUTOCTI Ta MPO30POCTI;

OMEPATUBHOCTI Ta CBOEYACHOCTI,

JOCTYIHOCTI 1H(hOopMaIlii Ipo HaJaHHS aAMIHICTPATUBHUX MOCIYT;

3aXUIIEHOCTI MEPCOHATbHUX JaHUX;

pamioHaJIbHOI MiHIMI3alii KIJIBKOCTI JOKYMEHTIB Ta MPOLEAYPHUX JiH, IO
BUMAraroThCs 1 OTPUMAHHS aIMIHICTPATUBHUX MTOCIIYT;

HEYMNEePEHKEHOCT1 Ta CIIPaBEIITNBOCTI;

JIOCTYITHOCTI Ta 3pyYHOCTI JIJIs CyO’ €KTIB 3BEPHCHHS.

4. lentp y CBOIN IISTTBHOCTI KepyeThbCs Koucrutyiicro Ta 3aKOHAMU Y KpaiHW,
aktamu [Ipesunenra Ykpainu 1 KaGinery MinicTpiB YKpaiHu, akTaMu IEHTPATbHUX
Ta MICHEBUX OpraHiB BHMKOHABYOi BJaJH, OpPraHiB MICLEBOIO CaMOBPSIYyBaHHS,
MIOJIO’KEHHSIM TIPO IICHTP Ta PErJIaMEHTOM IIEHTPY.

Bumoru 10 npumilieHHs1, B IKOMY PO3MIlly€ThCSI HEHTP

5. LleHTp po3MilLy€ThCS B IEHTPAIbHIN YaCTHHI MiCTa Y3KTOPOJ.

Ha Bxoai 10 MpUMIIIEHHST PO3MIIIYIOTHCSI BUBICKA 3 HAWMEHYBaHHSAM LIEHTPY Ta
Tabnunuka 3 iHhopMaIlieo mpo HOro Micle3HaXoIKeHHs, rpadik poOOTH.

['padix pobOTH TIEHTPY 3aTBEPIKYETHCS PO3MOPSKEHHSIM MICHKOTO TOJIOBHU, 3
ypaxyBaHHSIM BUMOT 3akoHy Ykpainu “IIpo ajMiHICTpaTUBHI IOCAYTH .

Bxin mo nieHTpy obsamToBaHui aHycaMu JJis 0ci0 3 0OMeKeHUMH (hi3UIHUMUA
MO>KJIMBOCTSIMH.

VY npuMilieHH1 HeHTpy oOJjalToBaHa TyajleTHa KIMHATa 3 ypaxyBaHHSM MOTped
0ci0 3 oOMexeHUMU (HI3UIHUMH MOXKITUBOCTSIMHU.
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Ha mnpunermiii 10 1eHTpy TepuTopii mepeabaueHo wicre sl 0e30rIaTHOI
CTOSIHKM aBTOMOOUIBHOTO TPAHCIIOPTY CyO’€KTIB 3BepHEHHs. Ha npumnernux Bynuiisix
PO3MIIYIOTHCS BKA31BHUKH, HA KX 3a3HAYAETHCS MICLIE PO3TAIlyBaHHS LIEHTPY.

6. [IpuMinieHHs! HEHTPY MOAUIAETHCS HA BIAKPUTY Ta 3aKPUTY YACTHHH.

VY BIAKPHUTINA YaCTHUHI 31HCHIOETHCS PUIOM, KOHCYJIBTYBaHHS, 1IHPOPMYBaHHS Ta
o0CIyroByBaHHs Cy0’ €KTIB 3BEpHEHHsI MpalliBHUKaMH 1EeHTpY. Cy0’€KTU 3BEpHEHHS
MaroTh 0€3MEePEIKOHUIN JOCTYI 10 TaKO1 YACTHUHH LIEHTPY.

BinkpuTa yacTuHa BKIIOYAE:

CEKTOp IIPUHOMY;

CeKTOp 1H(HOPMYyBaHHS;

CEKTOp OYIKyBaHHS;

CEKTOpP 0OCITYyrOBYBaHHS.

BigkpuTa yacThHa pO3MINIY€ThCS HA MEPIIOMY IMOBEPC] OYI1BIII.

3akpuTa YacTUHA TMPU3HAUYECHA BUKJIIOYHO [IJIi OMPAIIOBAHHA JOKYMEHTIB,
MOIITH, HAJAHHS KOHCYJbTAIld Ta 3AIMCHEHHS NOMEPETHBOTO 3aIlUCy CYyO’ €KTIB
3BEPHEHHS Ha MPUUOM JI0 aJMIHICTPaTOPiB 3a JIOMOMOTOI0 3aC001B TEIEKOMYHIKaIlii
(TeredoHy, €IEKTPOHHOI IOINTH, IHIIMX 3aC00iB 3B’S3KYy), a TaKOX 30€peiKECHHS
JIOKYMEHTIB, CIIPaB, JKypHaJIiB 00IiKy/peecTpaliii (pO3MIIIeHHS apXiBY).

Bxia 10 3aKpUTOi YaCTUHU LIEHTPY Cy0’ €KTaM 3BEpHEHHS 3a00POHSIETHCS.

3akpuTa yacTMHA MOXE PO3MIIIYBAaTUCA Ha IHIIMX MOBEpXaxX, HIK BIJAKPHUTA
YacTHHA.

7. CexkTop mpuUiloMy OOJAILITOBYETHCS MPU BXOJl A0 HPHUMIIICHHS LEHTPY. Y
HbOMY 3/IHCHIOEThCS 3arajbHe I1H(QOpPMYBaHHS Ta KOHCYJbTYBaHHS CyO’ €KTIB
3BEpHEHHS 3 MTUTaHb POOOTH LIEHTPY.

8. Cektop 1HPOpMYBaHHSI OOJAIITOBYETHCS 3 METOK O3HAHOMIICHHSI CYO’€KTIB
3BEpHEHHS 3 TIOPSAIKOM Ta yMOBaMH HaJaHHs aAMIHICTPATUBHUX MOCIYT.

VY cekropi iHPOPMYBaHHS PO3MIIIYIOTHCS 1H(GOpPMAIIiiHI CTEHIU, a TaKOX Yy pasi
MOXKJIMBOCTI - 1H(OpMAIliHI TEpPMIHAIM B 3PYYHOMY [IJIsl TEPErJIsiy MICIi, IO
MICTATh aKTyaJlbHy, BHUYEpHHY 1HGOpMAIIIO, HEOOXIIHY A  OJep’KaHHS
aJIMIHICTPATUBHUX MOCTYT.

Cekrop 1H(pOpMYyBaHHS OOJAIITOBYETHCS CTOJAMH, CTUIBISAMHU, TenedOHAMH,
bakCUMUIPHUMHU amnaparamMu Ta 3a0e3MedyeThCs KaHIEISIPCHbKUMU TOBapamu s
3aIIOBHEHHS Cy0’€KTaMU 3BEPHEHHS HEOOX1THUX JOKYMEHTIB.

JInst BUCTOBIIEHHS Cy0’€KTaMU 3BEPHEHB 3ayBaXKE€Hb 1 MPOMO3ULINA MIOA0 SKOCTI
HaJaHHS aJMIHICTpPAaTUBHUX TIOCIAYr CEKTOp 1H(OpMyBaHHS OOJAIITOBYETHCA
BIJIMOBIJTHOIO CKPUHBKOIO Ta KHUTOKO BIATYKIB 1 MPOMO3HUIIIH, KA pO3MIILYETHCS HA
BUJTHOMY Ta y JIOCTYITHOMY MICII].

9. CexkTop OYIKYBaHHSI PO3MINIYETHCSA B IPOCTOPOMY MPUMIILIEHHI, TUIOMIA SIKOTO
BU3HAYAETHCS 3aJI€KHO BIJl KUIBKOCTI OCI0, SIKI 3BEPTAIOTHCA JO LIEHTPY MPOTATOM
THSI, Ta OOJIAIITOBYETHCA CTOJIAaMH sl OOPMIICHHS JOKYMEHTIB Ta B JOCTaTHIM
KUTBKOCT1 CTUIBIISIMH, KPiCJIaMH TOTIIO.

VY cekTopi O4iKyBaHHS OOJIAIITOBYIOThCS HE MeHII K 30 Micib 11l CyO’€KTiB
3BEpHEHb.



CekTop ouiKyBaHHS y pa3i moTpeOu 00JaHYETHCSI aBTOMATHU30BAHOKO CHCTEMOIO
KEpyBaHHSI 4E€proro, CUCTEMOK 3BYKOBOTO 1H(OpPMYBaHHS 0Ci0 MOXWIJIOrO BIKYy Ta
THUX, 1110 MalIOTh BaJIx 30DY.

Jns  ommatkd  aaMIHICTPAaTUBHOTO 300py B CEKTOp1 OYIKYBaHHS MOXKYTh
po3MmilnyBaTucs 0aHKOMAaTH, TJIATIKHI TEPMIHAIH.

10. Cektop 0O0CIyroByBaHHSi YTBOPEHUH 3a MPUHIMIIOM BIJIKPUTOCTI
po3MmileHHsT pobouux Miclib. [ MBUIKOTO 0OCIyrOBYBaHHS CyO’€KTIB 3BEPHEHB
poboui Miclg aaMIHICTPATOPIB MOXKYTh PO3MOJIISATHCS 3a MPHUHIMIIOM MPHHOMY 1
BUJadi JoKymeHTiB. KojkHe poOoue Micue s NpuiioMy CyO’€KTIB 3BEpHEHHS
NOBHHHO MaTu iH(oOpMaliiiHy TaOIW4Ky 13 3a3HAYEHHSIM HOMEpa TaKOro MIiCIif,
MPi3BHINA, IMEHI, 110 0ATHKOBI Ta MOCAIX aJAMIHICTpaTOpa ICHTPY.

11. Ilnoma cekTopiB OUiKyBaHHS Ta 00CIYTrOBYBaHHS MOBUHHA OYTH TOCTaTHHOIO
JUIsl 3a0€3ME€YEHHs] 3pYyYHHUX Ta KOM(OPTHUX YMOB I MPUHAOMY CYO’€KTIB
3BEpHEHHS 1 pOOOTH aJMIHICTPATOPIB LIEHTPY.

3aranbHa IJIOLA CEKTOPIB OYIKYBaHHS Ta OOCIYTOBYBaHHS CTAHOBUTH HE MEHII
gk 100 kB. MeTpIB.

12. Ha indopmamiiHux creHaax ta iHGOpMaIiiiHUX TepMiHAIaX PO3MIIIYETHCS
1H(popMarris, 30kpema, mpo:

HallMEHYBaHHA LEHTPY, HOro MICHUE3HAaXO/KEHHs,, HOMEpPH TeIEePOHIB JIs
JOBIJIOK, (hakcy, afpecy BeO-caiTy, eIeKTPOHHOI MOIIITH;

rpadik poOOTH LHEHTPY, (MPUHOMHI JHI Ta TOAWMHU, BUX1JIHI JIH1);

NepesiK aaMIHICTPATUBHHUX IOCIYT, SIKI HaJal0ThCsl 4YE€pe3 LIEHTpP, BIJIMOBIJHI
1H(pOopMaIliiiHl KApTKH aIMIHICTPAaTUBHHUX MOCIIYT;

CTPOKH HaJlaHHA aIMIHICTPATUBHUX TOCIYT;

OJIaHKM 3asiB Ta IHIIUX JOKYMEHTIB, HEOOXIAHUX JJI 3BEPHEHHS 32 OTPUMAaHHIM
aJIMIHICTPaTUBHUX MOCIYT, a TAKOX 3Pa3KH iX 3alIOBHEHHS;

MJIATDKHI PEKBI3UTH JIJIS1 OTUIATH TUTATHUX aJMIHICTPATUBHUX TOCIYT;

CYITyTHI TTOCJIYTH, K1 HAJAIOThCS B MPUMIIIEHHI LIEHTPY;

mpi3BUINe, 1M s, IO 0ATHKOBI KEpIBHUKA IIEHTPY, KOHTAKTHI TEIE(POHH, aTpecy
€JIEKTPOHHOI TOIIITH;

KOpPHUCTYBaHHS iH(OpMaIiiHuMU TepMiHaigamu (y pasl ix HasiBHOCTI);

KOPUCTYBaHHS aBTOMAaTHU30BAaHOIO CHCTEMOIO KepyBaHHA ueproro (y pasi ii
HAsSIBHOCTI);

MIOJIO’KEHHS TIPO IIEHTP;

perIamMeHT LEeHTPY.

13. Ilepenik aaMiHICTPATUBHHMX MOCIYT, SIKI HAaJAIOThCS Yepe3 LEHTpP, MOBUHEH
PO3MIILLYBAaTUCS Y JOCTYITHOMY Ta 3pYYHOMY JJIsl CyO’ €KTIB 3BEPHEHHS MICIIi, Y TOMY
yucial Ha iHdopmartiiiiHoMy TepmiHam (y pa3i HOro HasBHOCTI). AJIMIHICTpAaTUBHI
MOCIYTM B TMEPENKYy TPYNyIOThCS 3a MOJCIUII0 JKUTTEBUX CHUTyallld CyO’€KTIB
3BepHEHHsI Ta/abo cepamMu MpaBOBIMHOCHH (3aKOHOJABCTBA), Ta/abo cy0’ekTamu
HaJaHHS aAMIHICTPATUBHUX MOCTYT.

14. bnanku 3asB, HEOOXiIHI JJIsI 3aMOBJICHHS aIMIHICTPATUBHHUX TIOCHYT,
PO3MIIITYIOTECS y CeKTOp1 1HHOPMYBaHHS Ha CTEHJAaX-HaAKOMUYIyBauax abo cTemakax
13 BUIBHUM JOCTYIIOM JI0 HUX CY0’€KTiB 3BE€pHEHHS.



15. Ocobam 3 oOMexeHUMH (PI3UIHUMH MOKIIMBOCTSIMH 3a0€31€UyEThCS BUIBHUN
JoCTyn A0 1H(opMallii, 3a3Ha4eHOi B LIbOMY PO3JIUII, IIJIIXOM PO3MIICHHS OYKJIETIB,
iH(QOpMaIITHUX JTUCTIB HAa CTEHJAX, 1HIIUX HEOOXITHUX MaTepialliB, HaJIPyKOBAHUX
mpudroM bpaing. Y  pa3i MOXKIMBOCTI Ha 1HGOpMAIIMHMX TepMiHAIaX
pPO3MIIY€eThCsl ToJIocoBa 1H(MOpMalis Ta BiaeoiH(opMallis, a TaKoXK 3AIHCHIOETHCS
iHQOpMyBaHHS IHIIUMH CcHocoO0amu, SKI € 3pYyYHHMH JUIsI 0Ci0 3 0OMEXEHUMH
(GI3UYHUME MOXKJITUBOCTSIMHU.

16. Ha ocHOBI y3ro/keHHX pillleHb 13 Cy0 €KTaMu HaJaHHS aJMiHICTPaTHUBHHUX
MOCJIYT y poOOTI IEHTPY MOXKYTh OpaTh y4acTh MPEICTaBHUKH CYO’€KTIB HaJaHHS
aJIMiHICTPATUBHUX MOCIYT JJIs HaJaHHS KOHCYJIbTaIllH.

Indopmaniiina Ta TEXHOJOTTYHA KAPTKH aAMiHICTPATUBHUX MOCJIYT

17. Opran, 1mo yTBOPUB ILIEHTP, & TaKOX KEPIBHUK LIEHTPY MOXYTb BHOCHUTHU
Ccy0’€KTOB1 HaJaHHSI AJMIHICTPATUBHOI MOCIYTH MPOIMO3UILT II0J0 HEOOX1THOCTI
BHECEHHsSI 3MIH JI0 3aTBEp/DKEHUX 1HPOPMAIIMHUX Ta TEXHOJOTIYHUX KapTOK
aJMIHICTPATUBHUX MOCIYT (Y TOMY YMCII JJI1 JOKYMEHTIB JI03BUIBHOTO XapaKTepy y
cdepi rocrnoaapchKoi isIbHOCTI).

18. V pa3i BHECEHHs 3MiH JJO 3aKOHOJABCTBAa I0JI0 HAJAaHHS aJIMIHICTPaTHUBHOI
HocIyru cy0’eKT 1i HaJJaHHsI CBO€YAcHO 1H()OPMY€E IpO 1€ OpraH, U0 YTBOPUB LIEHTD,
a TaKOXX KepiBHMKAa IIEHTpY, TOTy€ MPOMO3MIII II0A0 BHECEHHS 3MIH J0
1H(}opMaIiHUX Ta/ab0 TEXHOJOTIYHUX KApPTOK 3T1IHO 13 3aKOHOAABCTBOM.

Pobora ingopmaniiiHoro migpo3ainy ueHTpy

19. [ns HagaHHA JONOMOTM CyO’€KTaM 3BEpPHEHHS y KOPHUCTYBaHHI
1H(OpMAaIITHUMU TEPMIHAIIAMHA Ta ABTOMATH30BAaHOIO CUCTEMOIO KEPYBAHHS YEPTOIO
(v pa3i iX HasBHOCTi), KOHCYJBTYBaHHs i3 3arajJlbHUX MHTaHb OpraHizaiii poOoTH
LEHTPY Ta MOPSAKY MPUUOMY CyO’€KTIB 3BEpPHEHHS y LIEHTPI MOXKE YTBOPIOBATHUCS
1H(opMaIiiTHUHN T1IPO3ILITL.

[HbopMatiitHI TIAPO3ILT HEHTPY TAKOXK:

iHpOpMy€e 3a YCHUM KIJIONOTAaHHSM CyO’€KTa 3BEPHEHHS TMPO HAJIECKHICTH
HNOPYILIEHOTO HUM MUTaHHS 10 KOMIETEHLII LEHTPY;

KOHCYJIbTYE  CYyO’€KTIB 3BEpHEHHS W00 TOPSAKY BHECEHHS  IUIaTd
(amMiHICTpaTUBHOTO 300pYy) 3a HaJAHHS IJIATHUX aAMIHICTPATUBHUX TMOCIYT, HAJa€
1H(}OpMaIIio MPo MIATIXKHI PEKBI3UTHU JJI CIIJIATH aJAMIHICTPAaTUBHOTO 300DY;

Hajae 1HIIy 1H(OopMaIlio Ta JOMOMOTrY, 10 HEOOX1IHI Cy0’eKTaM 3BEpHEHHS 0
NPUIOMY iX aIMIHICTPATOPOM.

20. Opran, mo YTBOPUB IIEHTP, CTBOpIOE Ta 3abe3neuye poOOTy BeO-cailTy
HEHTPY ab0 OKpPEMOro po3/Illy Ha CBOEMY BeO-CaiTi, e pO3MINTy€EThCs 1HPOopMarlis,
3a3HayeHa B myHkri 12 [IbOTO PEMVIAMEHTY, a TaKoX BIAOMOCTI TIPO MicCIEe
po3TanlyBaHHsl LEHTPY, HAHONMKYl 3YNMUHKU TPOMAJCHKOTO TPAHCIOPTY, M i3HI
HUISAXHY, MICLS TAPKYyBaHHS, 1HILIA KOPUCHA 17151 Cy0’€KTIB 3B€pHEHHS 1HPOpMaILIisl.

21. Tndopmarris, sika po3MIILYyEThCSI B MPUMIIMICHH]I HEHTPY (B TOMY YHWCI Ha
iHopMaIiiHUX TepMiHalaX) Ta Ha BeO-calTi, MOBMHHA OYTH AaKTyaJIbHOK 1
BUYEPITHOIO.

[npopmaniss Ha BeO-caliTi LEHTPY Mae OyTH 3pY4YHOIO MJisi TOIIYKY Ta
KOITIFOBAHHHI.
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22. Cy0’ekTaM 3BEpHEHHSI, SIKI 3BEPHYJIHCS A0 LIEHTPY 3 BUKOPUCTAHHIM 3aCO01B
TEJIEKOMYHIKAIIMHOTO 3B’sI3Ky (TenedoHy, €JIeKTPOHHOI IOIITH, I1HIIMX 3aco0iB
3B’SI3KY), 3a0e3MedyeThbcsl MOXKIMBICTH OTpUMaHHS 1HGOpMaIi Mpo HaJaHHS
aJMIHICTPATUBHUX MOCIYT IIEHTPOM Yy CHOCI0, aHAIOTTYHUHN CITOCO0Y 3BEpHEHHS.

KepyBanusi yeproro B neHTpi

23. 3 mertoro 3abe3nedyeHHs 3pYYHOCTI Ta OINEPATUBHOCTI OOCITYyrOBYBaHHS
Cy0’€KTIB 3BEpHEHHS Yy IIEHTPl BXKHBAIOTHCS 3aXOJU JJISA 3aro0IiraHHs YTBOPEHHIO
4yepru, a y pasi ii yTBOpeHHs - Ui KepyBaHHs Yeproro.

24. 'V pa3l 3anpoBaJ)KCHHS aBTOMAaTHU30BAHOI CHCTEMU KEpPYBaHHSA YEproro
Cy0’€KT 3BEpHEHHS s NPUHAOMY aJMIHICTPATOPOM IEHTPY PEECTPYETHCS 3a
JIOTIOMOTOI0 TepMiHajda B TakKiid CHUCTEMi, OTPUMY€E BIAMOBITHUN HOMEp Yy 4ep3i Ta
OUIKye Ha TPUHAOM. ABTOMATH30BaHA CHCTEMa KEPYBaHHS YEProl0 MOXKE
nepeadayaT MepcoHiiKOBAHY pPEECTpallito cy0’ekTa 3BepHEHHS (13 3a3HAYEHHSM
HOro mpi3BHUIlA Ta IMEH1).

25. Y ueHTpi MOxke 31ACHIOBATHUCS TONEPEIHIN 3amuc cy0’ €KTiB 3BEpHEHHS Ha
IpuiioM JI0 aaMiHICTpaTopa Ha BU3HAYeHy AaTy Ta 4ac. llomepemuiii 3amuc moxe
3IIACHIOBATUCS IIJISXOM OCOOMCTOrO 3BEPHEHHS 1O LIEHTPY Ta/ab0 eIeKTPOHHOI
peecTpaiiii Ha BeO-caiiti neHTpy. [Ipuitom cy0’eKTiB 3BepHEHHS, K1 3aPEECTPYBATHUCS
[UIIXOM TOTMEPEAHBOr0 3aMUCY, 3AIMCHIOETHCS Y BU3HAUEHI KEPIBHUKOM LEHTPY
T'OJIMHHU.

26. LlenTp Moe 371MCHIOBATH KEPYBaHHS YEProlo B IHIIMK COCIO, rapaHTyoun
JOTPUMAHHSI IPUHLUITY PIBHOCTI CY0’€KTIB 3BEPHEHHS.

IpuiHATTA 3as1BM Ta IHIIUX JOKYMEHTIB Y LIEHTPI

27. IlpuitHaTTs BIO CyO’€KTa 3BEpHEHHS 3asiBM Ta IHIIUX JOKYMEHTIB,
HEOOXIIHUX ISl HaJlaHHS aJMIHICTPATUBHOI TOCIYrdM (Jajdi - BXIJHUM TMakeT
JIOKYMEHTIB), Ta MIOBEPHEHHS TOKYMEHTIB 3 pe3yJbTaTOM HaJaHHS a/IMIHICTPATUBHOI
MOCJIYTH (Jadl - BUXIJHUN MAKeT JOKYMEHTIB) 3MIMCHIOETHCS BUKIIIOYHO B IEHTI.
[TpuitHATTS 3asB U1 OTPUMAaHHS aAMIHICTpATUBHUX TOCTYT Bia (pizuyHUX 0CI0, Y
TOMY 4YUCHI (PI3UYHUX OCIO - MIAMPHUEMIIIB, 3IHCHIOETHCS HE3AJICKHO BiJ] peecTparii
iX MICIIS TPOKUBAHHS, KPIM BUIIAJIKIB, MEPEI0aYCHUX 3aKOHOM.

3asBH BiJ IOPUAUIHUX OCIO MPUHUMAIOTHCS 3a MICIIE3HAXOKCHHSIM TaKuX 0Ci0
ab0 y BHUMaaKax, mepeadayeHnX 3aKOHOM, 33 MICIIEM MPOBAKEHHS AISIIBHOCTI 200
MICLE3HAXOKEHHSIM BIAIIOBIIHUX 00’ €KTIB, IKIIO 1HIIIE HE BCTAHOBJIEHO 3aKOHOM.
28. IlpuitHATTS B1O CYO’€KTIB TOCHOJAPIOBAHHS 3asBH IMPO BHJAYy JOKYMEHTIB
JIO3BUIBHOTO XapakTepy Ta JAOKYMEHTIB, IO JOJAThCS A0 HeEi, aekiapairii
BI/IMOBITHOCTI MaTepiaJIbHO-TEXHIYHOI 0a3u BHMOTaM 3aKOHOJABCTBa, BHJaya
(nepeoopMIIeHHSI, aHYJIOBaHHS) JOKYMEHTIB JIO3BUIBHOIO  XapakTepy, SKi
opopMJIEHI  perioHaJbHUMH Ta  MICHEBUMH  JO3BUIBHUMH  OpraHamH, Ta
3apEeECTPOBAHUX JCKJapallii 3A1MCHIOIOTHCS BIAMOBIAHO 10 3akoHy VYkpaium “Mpo
L03BiNbHY cucTemy y cdepi rocnofapcbKoi aianbHocti”, @ CaMe: Cy0’€KT TOCMOJApIOBAHHSA Mae
mpaBoO Ha oJepkaHHs (mepeodOpMIICHHS, AaHYJIIOBaHHS) JTIOKYMEHTIB JI03BUIBHOTO
XapakTepy ~ Ta TOJaHHA JeKJapariid 3a CBOIM MICIE3HaXO/HKeHHSIM abo y
BHUIAJKaxX, IepeadadyeHnx 3aKOHOM, - 3a MICIIEM IIPOBAPKCHHS isIIBHOCTI abo
MICIIE3HAXO/HKEHHSIM 00’ €KTa.
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29. Cy0’€eKT 3BEpHEHHS Ma€ MpaBoO MOJATH BXITHUHN MaKeT JOKYMEHTIB y IIEHTpI
0COOMCTO, 4Yepe3 TMpeJCTaBHUKA (3aKOHHOTO TPE/CTaBHHMKA), HAJICIAaTH HOro
NOIITOI0 (PEKOMEH/IOBAaHUM JIMCTOM 3 OINKMCOM BKJIQJeHHs) a00o y BHUMaAKax,
nepeadayeHux 3aKOHOM, 3a JOTIOMOT0I0 3aC001B TEJIEKOMYHIKAIIHOTO 3B’ SI3KY.

3asBa JUIsI OTPUMAaHHS aIMIHICTPATUBHOI TMOCIYT'M B EJIEKTPOHHIA Qopmi
nojaeTbes yepe3 €IMHUMA Aep)KaBHUM MOpTai agMIHICTPATUBHUX MOCIYT, Y TOMY
YUCJIl 4Yepe3 IHTErpoBaHi 3 HUM 1H(OpPMAIlHI CHCTEMH JIep)KaBHUX OpPraHiB Ta
OpraHiB MiCIIEBOT'O CAMOBPSTyBaHHS.

30. ¥V pa3i Kkoau BXIOHUM TMaKeT JOKYMEHTIB MOJA€ThCS MPEICTaBHUKOM
(3aKOHHUM MPEICTABHUKOM) Cy0’€KTa 3BEPHEHHS, MPEN ABIIAIOTHCA JTOKYMEHTH, L0
MOCBIIYYIOTh 0COOY MPEACTaBHUKA Ta 3aCBIAUYIOTh HOTO TOBHOBAYKEHHSI.

31. ApamiHiCTpaTop LEHTPY TMEpeBips€ BIANOBIAHICTh BXIJHOTO TMaKeTa
JOKYMEHTIB 1H(OpMaliHIA KapTLl aaMIHICTPATUBHOI MOCIYTH, y pa3l MmoTpedu
HaJ[a€ JIOMOMOTY Cy0’€KTOB1 3BEpHEHHSI B 3allOBHEHHI OJIaHKa 3asBU. Y pasi KOJU
Cy0’€KT 3BEpPHEHHs NPHUIYCTUBCA HETOYHOCTEH a00 MOMMIIKU IiJ] 4ac 3allOBHEHHS
OJlaHKa 3asBH, aIMIHICTPATOp MOBIIOMIIAE Cy0’€KTOBI 3BEPHEHHS IMPO BiJAIMOBIJIHI
HEJIOJIIKH Ta HaJla€ HEOOX1AHY JOIOMOTY B iX YCYHEHHI.

32. AaMiHICTpaTOp LIEHTPY CKJIAJa€ OMUC BX1THOTO MaKeTa JOKYMEHTIB, Y IKOMY
3a3HA4YarOThes 1H(GOpPMAIlis Mpo 3asBY Ta MEPEiK JOKYMEHTIB, MOJAaHUX CY0 €KTOM
3BEpHEHHS /10 HEl, y IBOX MPUMIpHHKAX.

33. CyO’exTOBi 3BEpHEHHS HAJAE€ThCA MPUMIPHUK OMHUCY BXIJHOTO TMaKeTa
JOKYMEHTIB 3a MIANMCOM 1 3 MPOCTABJIEHHSAM IeyaTKu (mTammna) BiAIOBIAHOIO
aJMiHICTpaTOopa IEHTPY, a TAKOK BIAMITKU PO ATy Ta yac Horo ckiaaeHHs. Jpyrui
MPUMIPHUK OMKUCY BX1JIHOTO MAaKeTa JTOKYMEHTIB 30€piraeTbcsi B MaTepiaiax CpaBu y
cy0”eKkTa HaJaHHS AJAMIHICTPATUBHOI MOCIYTHM Ta B €JIEKTPOHHIA QopMi - y 0asi
nannx [lporpamu LlenTpy HamaHHsS aAMIHICTPATUBHUX TMIOCIYT  TPOMAaJAsSHAM
M. Yxropon ( Hazmami - YHiBepcam Mociyr).

34. AnMiHICTpaTOp IEHTPY MiJ Yac OTPUMAHHS BXIJHOTO IaKeTa JOKYMEHTIB
3000B’s13aHUN 3°sICyBaTH NPUUHATHUN Ui CyO’€KTa 3BEpPHEHHS CIHocid #oro
MOBIJJOMJICHHS TIPO pe3yJIbTaT HaJlaHHS aJMIHICTPATUBHOI MOCIYTH, & TAKOX OakaHe
MicCIle OTpUMaHHs 0()OPMIICHOTO PE3yJIbTaTy HaJaHHs aJIMIHICTPATUBHOI MOCIYTH (B
IEHTPl, HOT0 TEPUTOpIATLHOMY MIAPO3JUI, BIAJATEHOMY MICII i poOOTH
aaMiHicTpatopa MEeHTpy (B pasi ix YTBOpeHHs), cmoci0 mnepenadi cyO’€KTOBI
3BEpPHEHHSI BUXIJHOIO MaKeTa JOKYMEHTIB (0COOMCTO, 3aco0aMM MOILITOBOTO abo
TEJEKOMYHIKalIMHOrO 3B’S3KYy), MPO IO 3a3HAYAETHCA B OMMCI BXIJHOTO MaKeTa
JIOKYMEHTIB y ManepoBii Ta eJEKTPOHHIN (popMi B YHIBEpcami MOCTYT.

35. AnMiHicTpaTop LEHTPY 3AIMCHIOE PEECTpAIlil0 BXIJHOTO TMaKeTa JOKYMEHTIB
IUIIXOM BHECEHHS NaHMX B ENEKTPOHHIM Qopmi a0 YHiBepcamy mnocuyr Ilicns
BHECEHHSI JaHUX CIpaBl TMPUCBOIOETHCS HOMEpP, 3a SKUM 3IIMCHIOEThCS 11
imeHTudIKaIis Ta kUil PiKCyeThbcs Ha OJAaHKY 3asBH 1 B OIMKCI BXIJHOTO TaKeTa
JIOKYMEHTIB.

36. V pa3i Koiu BXITHHI MakeT JOKYMEHTIB OTPUMAHO 3aco0amMH MOILITOBOTO
3B’SI3Ky 1 BIH HE MICTUTHh iH(OpMAIli PO NPUHHATHUN 71 CyO’€KTa 3BEPHEHHS
croci6 MOro TMOBIAOMIIEHHS, AAMIHICTPATOp IEHTPY HE TMi3HIIIE HACTYITHOTO
pobodoro mHs Hajcuiae Cy0’€KTOBI 3BEPHEHHsI OMHUC BXITHOTO MaKeTa TOKYMEHTIB



€JIEKTPOHHOIO MOIITOI (Ta/ab0 HOro BIACKAHOBAaHY KOINIO) YW IHITUMHU 3aco0aMu
TEJIEKOMYHIKAIIITHOTO 3B’ 513Ky 200 MOIITOBUM BIIIPABICHHSIM.

38. Ilicma peectparii BXIJTHOTO IMaKeTa JOKYMEHTIB aJMIHICTPATOp ILEHTPY
dbopmye cripaBy y TanepoBiil Ta eleKTpoHHINA (opMi Ta 3AiMCHIOE ii CKaHyBaHHS B
YHiBepcaMi MOCIyT.

39. Indopmariiro mpo BUMHEH1 Jii aAMIHICTpPATOp HEHTPY BHOCUTH JI0 JIUCTA MPO
MPOXOJKEHHS CIIpaBU y ManepoBid Ta eIeKTpOoHHIM (opmi (KpiM BHUITQJIKIB, KOJHU
aZMiHICTpaTOp € CyO0’€KTOM HaJaHHS aJAMIHICTpaTUBHOI mocnyru). Omuc mpo
MIPOXOKEHHS CIPaBH TaKOX MICTUTH BIOMOCTI MPO TOCIITOBHICTH [iK (€TalliB),
HEOOXIMHUX JJIA HaJaHHS aaMIHICTPaTUBHOI TMOCIYTH, Ta 3aJy4eHUX CYyO’€KTIB
HaJaHHS aAMIHICTPATUBHUX MOCTYT.

OnpaunoBaHHs cripaBu (BXiJHOT0 MaKeTa JOKYMEHTIB)

40. Ilicnma BuMHEHHA [1d, nependayeHuX mynkramu 27-39 BOTO PETJIAMEHTY,
aJMIHICTpPATOp LEHTPY 3000B’sI3aHUM HEBIJKJIAHO, aje€ HE MI3HIlIE HACTYITHOTO
pobodyoro fHs 3 ypaxyBaHHSIM Tpadika podoTu cy0’€KkTa HaJaHHS aJAMIHICTPATUBHOI
MOCJIYTH, HajiciaTu (mepenaty) BXITHUN MaKeT JOKYMEHTIB CyO’€KTOBI HaJlaHHS
aJIMIHICTPATUBHOI MOCTYTH, A0 KOMIIETEHII] SIKOTO HAaJIe)KUTh MUTAHHSA MPUNHHATTA
pILIEHHS Y CHpaBi, PO IO POOUTHCS BIAMITKA B OMKCI PO MPOXOJKEHHS CIPABH 13
3a3HAYCHHSIM 4Yacy, JlaTh Ta HaliMEHYBaHHS CyO’€KTa HaJlaHHA aJIMiHICTPaTUBHOI
MOCJIYyTH, JI0 SKOro 1ii HaJiclaHo, Ta TMPOCTaBICHHSAM TeyaTKu (IITamra)
aJMIHICTpaTOpa, 110 MepeaB BIAMOBIIHI TOKYMEHTH.

41. Ilepenaya crpaB y mnamnepoBid ¢opMi BiJ LEHTPY A0 CcyO’€KTa HaJaHHs
aJMIHICTPaTUBHOI TOCIYTHM 3AIMCHIOETbCS HE MEHIIE HDK OJUH pa3 MpOTIroM
po0oyoro HSA, MIIIXOM OTPUMAaHHS CIpaB TMPEACTABHUKOM Cy0’ €KTa HaJaHHS
aJMIHICTPaTUBHOI TOCIyrM B mpuMinmieHHl LleHTpl HagaHHsA aJIMIHICTPATUBHHMX
MOCJIYT, HaJCWIAHHSA BIJCKAHOBAHUX JOKYMEHTIB 3 BHUKOPHUCTAHHSIM 3aco0iB
TEJIEKOMYHIKaIIIHOTO 3B’513Ky a00 B 1HIIHNI crociO.

42. Tlicng oTpuMaHHSI CIpaBU CyO’€KT HaJaHHS aJMIHICTPATHUBHOI TMOCIYTH
3000B’s13aHUN BHECTH 3alUC MpO 1i OTpUMaHHA 13 3a3HAYEHHSAM JaTH Ta dYacy,
Mpi3BUINA, 1MEHI, MO OaThbKOBI BIAMOBIJAIBHOI ITOCATOBOI OCOOM JO OmMHca IMpo
IPOXOKEHHS CIIPABH.

43. KoHTpoJib 32 JOTPUMAHHAM Cy0’€KTaMU HaJaHHS aIMIHICTPATUBHHUX MOCIYT
CTPOKIB PO3TJSiAy CIpaB Ta NMPUUHSATTS pillleHb 3A1MCHIOETHCA aaMIHICTpATOpaMu
LEHTPY BIJNOBIJIHO 10 PO3MOALITY 000B’S3KIB 3a PIIICHHSIM KEpPIBHHUKA LIEHTPY.

44. Cy0’eKxT HaZaHHs aJAMIHICTPATUBHOI MOCTYTH 3000B’ I3aHUIA:

CBOEYACHO 1HPOPMYBATHU LIEHTP MPO NEPELIKOIN Y JOTPUMAHHI CTPOKY PO3IIISIAY
CIpaBU Ta NPUUHSATTI PILIEHHS, 1HIII MPOOJIEMH, 1110 BUHUKAIOTH MiJl Yac PO3TISIAY
CTIpaBH;

HajaBaTu 1H(OpMaIlii0 Ha yCHUM a00 MUCbMOBUM 3amuT (Y TOMY YHUCI1 HUISIXOM
HAJICWJIAHHS Ha aJpecy EJIEKTPOHHOI TMOINTH) aJMiHICTpaTopa IEHTPYy MpO Xij
PO3TJIsiAY CHpPaBH.

VY pa3i BusiBieHHS (PaKTy MOPYIICHHS BUMOT 3aKOHOJIABCTBA IMOIO PO3TIIALY
crpaBu (CTPOKIB HaJaHHS aJMIHICTPATUBHOI MOCIYTH TOIIO) aJAMIHICTPATOp IEHTPY
HEBIJIKJIATHO 1H(GOPMYE PO 1€ KePIBHUKA IICHTPY.
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Ilepenaya BUXiTHOTO MaKeTa JOKYMEHTIB €y0’€KTOBi 3BepHEHHS

45. Cy0’exT HagaHHS aJAMIHICTPATUBHOI MOCAYTU HEBIAKIAIHO, aje HE TMi3HIIIe
HACTYyMHOro  poOoyoro  JHsA  micig  o(opMieHHS  pe3ylbTaTy  HaJaHHS
aJMIHICTPATHUBHOI MOCIyTH, (hOPMy€E BUXITHUHN MakeT AOKYMEHTIB Ta Iepeaae Horo
JI0 LIEHTPY, MPO 110 3a3HAYAETHCS B OIMKUCI PO MPOXOKEHHSI CIIPABH.

46. AnMiHICTpaTOp LEHTPY HEBIAKIAAHO Y I€Hb HAIXOXKEHHS BUXI1JIHOTO MaKeTa
JIOKYMEHTIB TIOBIAOMJISIE PO pe3yibTaT HAJaHHS aJAMIHICTPATUBHOI MOCIYTH
cy0’€KTOBI1 3BepHEHHS UIIXOM enekTpoHHoro CMC-iHpopmyBaHHs, nepeadayeHoro
YHIBepcaMOM TOCIIYT, 3AIHCHIOE PEECTPAIIIO BUXITHOTO MTAKEeTa TOKYMEHTIB MIJISTXOM
BHECEHHS BIAMOBIIHUX B1IOMOCTEH /10 OIKCa MPO MPOXOJKEHHS CIPaBH, a TAKOX B
eJIEKTPOHHIN popmi 10 YHiBepcaMy MOCIHYT.

47. Buxigauil makeT JOKYMEHTIB MepeaaeThesi cyd €KTOBl 3BEPHEHHS OCOOUCTO
i mianuc (y TOMy 4ucii HOro NpeiCTaBHUKOBI (3aKOHHOMY IMPEICTaBHUKOBI) y pasl
Ipea’sBICHHS JIOKYMEHTa, MI0 TOCBiAYye oco0y Ta/abo 3acBiguye HOro
NOBHOBAXKEHHS, a00 y BUNAJAKaX, rnepeadadyeHuX 3aKOHOJABCTBOM, NEPEIAETHCS B
IHIIUY TPUMHIATHUM 17151 cy0’€KTa 3BEpHEHHS COCiO.

[Hdopmariiss mpo maty OTpUMaHHS BHUXIJHOTO MAaKeTa JOKYMEHTIB CyO’€KTOM
3BEpHEHHS 3a3HAYA€ThCSl B OMMCI BXIJHOTO MakeTa JOKYMEHTIB 1 Horo ckaHoBaHa
Koris 30epiraerbcss B 0a3l JaHUX EJIEKTPOHHOTO apxXiBy YHiBepcamy MOCIyr Ha
cepBepHOMY OO0JIaTHAHHI.

48. YV pa3l He3a3HAUEHHS CYO’€KTOM 3BEPHEHHS 3PYYHOTrO [JIsi HBOTO CHOCO0Y
OTPMMaHHA BHUXIJHOIO TAKeTa JOKYMEHTIB a00 #Oro HEOTpMMAaHHS B LIEHTPI
MPOTATrOM JBOX MICALIB BIANOBIAHI JOKYMEHTH HAJCUIAIOTHCA CY0 €KTOB1 3BE€pHEHHS
3aco0aMu MOILITOBOrO 3B’SI3Ky. Y pa3l BIACYTHOCTI BIJOMOCTEH TMIpO MicLE
NPOKMBAHHS (MICUE3HAXO/KEHHSI) CyO’€KTa 3BEpPHEHHS Ta 1HIIOI KOHTAKTHOI
iH(popMarllli BUXIHUNA MaKeT JOKYMEHTIB 30€piraeTbCsi MPOTATOM TPUMICSIYHOTO
CTPOKY B IIEHTpI, a MOTIM MePEAAE€THCS JIJIsl apXIBHOTO 30€piraHHs.

49. 'V pa3l KoiM aaMIHICTpaTHBHA TIOCIyra HaJIa€TbCsl HEBIAKIATHO,
aJMIHICTPATOp LIEHTPY peecTpye 1HQPOpMAII0 MPO pe3yibTaT PO3IIIALY CIpPaBU B
eJIEKTpOHHIM (opmi B YHIBepcami NOCHyr, HeraHo Gopmye BUXITHUN MMaKeT
JIOKYMEHTIB Ta Tiepeiae Horo cy0’€KTOBI 3BEPHEHHS.

50. BignoBiganpHICTh 32 HECBOEYACHE Ta HEHAJIC)KHE HAJIAaHHS aMIHICTPATUBHUX
IOCIYyT HECyThb CYO’€KTM HaJaHHA TaKUX IOCIyr Ta B MeXaX IOBHOBa)XECHb
aJIMIHICTPATOPH 1 KEPIBHUK LICHTPY.

51. Indopmaiiiss mpo KOXKHY HaJaHy aJMIHICTPATUBHY IOCIYry Ta CHpPaBy Yy
€JICKTPOHHIN (B1ACKaHOBaHI IOKYMEHTH) (popMi, 30kpema 3asBa cy0’€KTa 3BE€pHEHH,
JOBIPEHICTH (TP HASIBHOCTI1), PE3yJbTaT HAJaHHS aJMIHICTPATUBHOI MOCIYTH, OTHC
JIOKYMEHTIB 30epiraerbcsi B 6a3i JaHUX €JIEKTPOHHOTO apXiBy YHIBepcaMmy MOCIyT Ha
cepBepHOMY O0JIaTHAHHI.

VYci matepianu crnpaBu 30epiraroThCsi y CyO’€KTa HaJaHHS aJMiHICTPATUBHOI
MOCITYTH.

Cexperap paau A. Cymko



