KPOIIUBHUIIbKA MICBKA PAJIA
IEPIIA CECISAI BOCBMOI'O CKJIMKAHHS
PIINEHHSA
Bix 16 rpymust 2020 poky Ne 29

IIpo 3arBepaxenns Perimamenry

LeHTpy HaaHHSA AAMIHICTPATHBHHUX MOCJIYT
y ¢popmari «IIpo3zopuii oic»

micTa KponuBHUIIbKOTO

Kepyrouncs crartsamu 140, 146 Koncturyiii Ykpainu, ctartsimu 26, 59 3akony
Vkpainn «IIpo MiciieBe camMoBpsayBaHHS B YKpaiHl», 3akoHOM YKpaiHu
«IIpo anamiHicTpaTuBHI TOCHyTW», MocTaHoBO Kabinery MiHicTpiB Ykpainu
Bix 01 ceprmus 2013 poxky Ne 588 «Ilpo 3arBepmxenns [IpumipHOro permaMeHty
HEHTPY HaJaHHA  aIMIHICTPaTUBHUX  TOCIYr», PIIIGHHIM MICBKOI  paju
Big 21 nmuctomaga 2017 poxy Nel234 «IIpo ctBopenHs Ta OymiBHMUTBO LleHTpy
HAJaHHA aAMIHICTpaTUBHUX mocayr y dopmari «IIposopuit odic» micta
Kponusuuibkoro», KponuBHuipka Micbka paga

BUPILINJIA:

1.3atBepautin  Permament lleHTpy HamaHHS aaMiHICTPaTUBHUX TIOCIYT Yy
dopmari «IIpo3opuii odicy micta KpornmuBHUIIBKOTO, 10 10JAETHCS.

2. Bu3HaTu TakuM, IO BTPATUB YMHHICTH, MYHKT 2 PIIIEHHS MICBKOI pajau
Bix 27 cepnua 2019 poky Ne2720 «Ilpo 3arBepmxenHs Ilomoxxenns mpo Llentp
HaJlaHHS aAMIHICTpaTUBHUX Tocayr y dopmari «IIpozopuit odic» MicTa
KponuBuuubkoro ta Pernmamenty LleHTpy HamaHHS aaMiHICTpAaTUBHUX MOCHYT Y
dopmari «IIpozopwuit oicy micra KponmuBHHIIBKOTOY.

3. Ilyukr 3 pimenns micbkoi paau Big 27 cepoas 2019 poky Ne2720 «IIpo
3arBepmkeHHs [lomokenns mpo lleHTp HamaHHS aIMIHICTPATUBHHUX TMOCIYT Y
dopmari «IIpo3opuii oic» micta KponuBaumpkoro Ta Pernamenty LlenTpy Hananus
anMiHicTpaTuBHUX mocayr y ¢opmari «lIposopuii odic» micta KponmuBHHUIIBKOTO»
BUKIIACTH B HACTYMHIA pemakmii: «J/lemaprameHTy HamgaHHA aAMIHICTPATUBHUX
MOCITYyT BHECTM Ha 3aTBep/DKCHHS BukoHaBuoro komitety KponmuBHHIIBKOT
MicbKkoi paau [lepenik aaMiHICTpaTUBHUX MOCHYT, 110 HajaroThes B LleHTp1 HamaHHs
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aaMiHICTpaTUBHUX nocayT y dopmari «IIpozopuit odic» micta KponuBHUIIEKOTO, Ha
BIIJTAJICHUX POOOYUX MICISIX aMiHICTpaTOpiB/TIpalliBHUKIB LIeHTpy».

4.Cy0’ekTaM HaJaHHS aJIMIHICTpaTUBHHX TMOcayr KponmuBHUIIBKOI MiCBKOT
panu, 3a MOTO/PKEHHSIM 3 JIeNapTaMeHTOM HaJaHHS aaMiHICTpAaTHMBHHUX IOCIHYT, Y
croci0, BCTAaHOBJEHMI YMHHUM 3aKOHOJIABCTBOM, 3aTBEpAUTH 1H(pOpMAIiiiHI Ta
TEXHOJIOT1YH1 KapTKU aMIHICTPATUBHUX MOCIYT, 110 HagaroThcs B LleHTpl HagaHHS
aaMiHICTpaTUBHUX mocayr y (popmari «IIpo3opuit odic» micta Kponusauiipkoro, Ha
BiJaJIEHUX pOOOUMX MICISIX aJMiHICTpaTOpiB/mpaiiBHuKiB LleHTpy.

5. YTBopuTH BigdaneHi poOoui Micusg aaMiHICTpaTopiB/mpauiBHUKIB LleHTpy
HaJlaHHS ~aJMIHICTpaTUBHUX Tocayr y dopmari «IIpozopuit odic» MicTa
KponuBHuiibkoro, mo OyayTh po3minryBatuch y HOBEHCBKOMY CTapOCTHHCHKOMY
okpy3i wmicrta KpomuBHunbkoro (25491, KipoBorpaiaceka 0051acTh, MICTO
Kponupuunpkuii, cMt HoBe, Bys. Metanypris, 3).

6. Lle pimenHs HaOyBae YMHHOCTI 3 JHS Moro omyOJiKyBaHHS Yy 3aco0ax
MacoBoi 1HopMariii.

7. KoHTponb 3a BHKOHAaHHSM LbOTO PIIIEHHS TMOKJIACTH Ha MNPOQUIbHY
MOCTIMHY KOMICII0O MICBKOI pajii Ta KEPyHUuOro CIpaBaMH BHUKOHABUOTO KOMITETY
Mmicbkoi paau C.banakipesy.

MichLKuii rojioBa AHpi PAMKOBUY

Ompra xkoma 30 87 90



3ATBEPI’)KEHO

Pimennst KponuBHUIIBKOT MICBKOT paau
16 rpynusa 2020poxy Ne 29

PETJIAMEHT
I{eHTpYy HAAHHS AMIHICTPATHBHMUX MOCJIYT
y popmari «IIpo3opuii odic» micta KponuBHHIBKOTO

1. 3arajbHa YacTUHA

1.1. Permament llenTpy HamaHHsS aAMIHICTPAaTHBHUX MOCIyr y dopmari
«[Ipozopuit odic» micra KponuBhuipkoro (mam — Permament) po3poOnenuit
BIAMOBIAHO 10 3akoHy Ykpainu «IIpo aamiHICTpaTHBHI MOCIYTW» Ta MOCTAaHOBHU
Kab6inetry MinictpiB Ykpainu Big 01 ceprnst 2013 poky Ne 588 «IIpo 3aTtBepmkeHHS
[IpumipHOTO perinamMeHTy UEHTPY HaJaHHs aMIHICTPATUBHUX MOCIIYTY.

1.2. [leit PermameHT BH3HauYae MOPsIOK opraHizaiii poooru LleHTpy HamaHHs
aaMiHICTpaTUBHUX Tocayr y dopmati «IIpo3opuit odic» micrta KponmuBHHIIBKOTO
(mam — IlenTtp, [IIHAII), BiggasieHux poOdoUYnx MICIlb aJAMiHICTPATOPiB/MpaIliBHUKIB
[lentpy, mopsaok il aamiHicTparopiB/mpariBHuKIB LleHTpy Ta iX B3aemonii 3
cy0’eKTaMu HaJlaHHS aIMIHICTPATUBHUX TTOCIIYT.

1.3. ¥V upomy PernmameHTi TepMiHHM BXKMBAIOTHbCA y 3HAUYEHHI, HABEJCHOMY B
3akoni Ykpainu «IIpo agmiHicTpaTUBHI TOCTYTH.

1.4. Tlopsimox  B3aeMoIii, MO BCTAHOBIIOETHCS MMM  PermameHToMm, €
000B'SI3KOBUM J10 BUKOHAHHSI JIJIS1 BCIX YYaCHUKIB HAJaHHS aIMIHICTPATUBHUX TTOCITYT
y LenTpi. ¥ Bumaaky, sKIo YWHHAM 3aKOHOJIABCTBOM TEpe10a4eHO 1HIIUA TOPSIOK
HaJaHHS A MIHICTPATUBHUX MOCIYT HIXK TOH, 110 BHU3HA4YeHO UM PerimameHTom,
3aCTOCOBYIOTHCS HOPMU BIJIIOBITHOTO 3aKOHOAABCTBA.

1.5. Hamannst  apminictpatuBHuX mnocayr y  LleHTpi 3pificHIOeTbCS 3
JOTPUMAHHSIM TaKUX MPUHIINITIB:

BEPXOBEHCTBA MPaBa, y TOMY YHMCJIi 3aKOHHOCTI Ta FOPUAMYHOT BU3HAYEHOCTI;

CTaOLILHOCTI,

PIBHOCTI mepe]] 3aKOHOM;

BIJIKPUTOCTI Ta MPO30POCTI;

OTIEPATUBHOCTI T4 CBOEYACHOCTI;

JOCTYMHOCTI 1HGOpMaIlii Ipo HalaHHS aAMIHICTPATUBHUX MOCIYT;

3aXUIIEHOCTI MEPCOHATbHUX JaHUX;

parioHaIbHOI MiHIMI3aIil KUTBKOCTI JOKYMEHTIB Ta TPOUEAYyPHUX i, IO
BUMArarThCS I OTPUMAHHS aJMIHICTPATUBHUX TTOCIYT;

HEyInepeHKEHOCT] Ta CIIPaBeIJINBOCTI;

JIOCTYITHOCTI Ta 3pYYHOCTI I CyO’ €KTIB 3BEPHEHHS.

1.6. Llentp y cBOil AisNIBHOCTI KepyeThess KoHCTUTYITIEIOTA 3aKOHAMU Y KpaiHU,
aktramu lIpesunenra VYkpainu # KabGinery MinictpiB Ykpainu, pillleHHIMU
IEHTPAJbHUX Ta MICIIEBUX OpPraHiB BHMKOHABUOi BJIaJld, OPTaHiB MIiCIIEBOTO
CaMOBPSYBaHHS, PO3MOPSDKEHHSIMU ~ MICBKOTO  TOJ0BH, [lOJOXKEHHSIM  TIpo
[lentpHamanHs aaMiHicTpaTUBHUX mociayr y dopmari «IIpozopuit odic» Micta



Kponusauibkoro (nani — I[lonoxenns), mum PermaMmenTom, iHIIMMU HOPMATHUBHO-
MIPaBOBUMU aKTaMH.

2. Bumoru 10 npumilieHHs, B AKOMY po3mimyerbes LenTp

2.1. llenTp po3TamioBaHO B UEHTPaJbHIN dYacTHHI MICTa 3 PO3BUHEHOIO
TPAHCIIOPTHOIO 1HPPACTPYKTYPOIO 3a agpecoro: Byl ApxiTekTopa [layuenka, 41/26.

2.2. Ha Bxomi go OyaiBai LleHTpy po3MillyeThcsi BHUBICKa 3 HaWMEHYBaHHSIM
[lentpy Ta Tabnamuka 3 iH(opmMmariieo npo Horo rpadik podotu. I'padik pobdoTu
[lentpy, BigmageHux poOOUYUX MICIbL aJMIHICTpaTopiB/mpaiiBHUKIB LleHTpy
Bu3HavaeTbesl [lojoKeHHAM, 3 ypaxyBaHHSAM NOTpeO CyO'€KTiB 3BEpHEHHS Ta
BIJIMOBIHO /10 BUMOT 3aKkoHy YKpainu «IIpo agMiHICTpaTUBHI MOCITYTH.

2.3. I'padik pobGotu IlenTpy, BiggaseHuX poOOYMX MICIH aIMIHICTPATOPIB/
npauiBHUKIB LleHTpy BCTaHOBIIOETHCS BIANOBIAHO 10 3akoHy VYkpainu «IIpo
aJIMiHICTPaTUBHI MOCITYTH.

2.4. Ilpuitom cy0’€KTIB 3BEpHEHb MOXKE 3A1MCHIOBATHCS aAMiHICTpaTopamu/
npauiBHuKamMu LleHTpy, cy0'ekTaMu HagaHHS aaMIHICTPATUBHUX MOCIYT BIAMOBITHO
1o rpadika, SKUil 3aTBEPKYEThCS KepiBHUKOM LIeHTpy.

2.5.Bxin go mnpumimenHs LleHTpy oOjamToBaHO 3pYyYHHMH CXOJaMH 3
MOPYYHSIMU Ta JIPTOM 3 BYJIHIN sl 0Ci0 3 1HBAJIIHICTIO Ta 1HIIMX MaJOMOOITBHUX
rpyn HaceJeHHs.

2.6. Y npumimeHHi LleHTpy o0iamToBaHO CaHITapHY KIMHATy 3 ypaxyBaHHSM
noTped oci0 3 1HBAIIIHICTIO Ta IHIIMX MaJOMOOUTPHUX T'PYIl HACEJICHHS; TyaJleTHY
KIMHATY JJIs1 MaTepi Ta JUTHUHHU.

2.7.Y npumimenHi LleHTpy po3TanioByeThCs AUTSYa KIMHATA JJ1s1 TIepeOyBaHHsI
MaJOMITHIX JiTei, OaThKU SAKUX 3BEPHYJNHUCS 32 OTPUMAHHIM aJMiHICTPATHUBHOI
MOCITYTH.

2.8. Ilpumimennst LlenTpy — yoTupunoBepxoBa OymiBiIs, SKa MOILISETHCS Ha
BIAKpUTY (PppoHT-0(ic) Ta 3aKkpuTy (0eKk-0ic) YaCTHHH.

29.YV BIOKpUTIM 4YacTUHI  3OIACHIOETHCS  MPHUIIOM, KOHCYJIbTYBaHHS,
iHOpMyBaHHSI Ta OOCIYroByBaHHS CyO’€KTIB 3BEpHEHHs MpauiBHUKaMu LleHTpy.
Binkpurta yacTuHa pO3MINIYETHCS HA MEPIIOMY MOBepci OyaiBIiI Ta Mae€ HaJIeXkKHI
YMOBU  O€3MEPENlIKOJHOTO  JOCTymy JuIsi  Oci0 3 1HBaNIJHICTIO ¥  IHIIHUX
MaJoMOOUIbHUX Tpyn HacesneHHs. Cy0’€KTH 3BEpHEHHS MaloTh BUIBHUN JAOCTYH [0
miei vactuau LleHTpy.

BiakpuTta yacTuHa MICTUTB: CEKTOp MPUHOMY,CEKTOp 1HGOPMYBaHHS, CEKTOP
OUIKYBaHHS, CEKTOP 0OCIyrOBYBaHHSI.

2.10. 3akpuTa yacTMHA MpHU3HAYEHA IS ONpaIfOBaHHS JOKYMEHTIB, MOIITH, a
TaKOX 7151 30€peKeHHsI TOKYMEHTIB, CIIPaB, PO3MIIICHHS apXiBYy.

Bxin no 3akputoi yactunu LlenTpy cy0'ekTam 3BepHEHHS 3a00pOHSIETHCS.

2.11. CexTop mpuiiomy OOJaIITOBYETHCS MpPHU BXOAl 10 mpumimieHHs LleHtpy.
Y HBOMY 3A1MCHIOETBbCA 3arajbHE 1H(OOPMYBaHHS Ta KOHCYJbTYBaHHS CyO’ €KTiB
3BEpHEHHS 3 TUTaHb podoTu LleHTpy.



2.12. Cextop iH(pOpMyBaHHS OOJAIMTOBYETHCS 3 METOIO O3HAHOMIICHHS
Cy0’€KTiB 3BepHEHHS 13 TOPSAIKOM Ta YMOBAMHU HAJaHHS aAMIHICTPATUBHUX MOCITYT.

VY cekTtopi 1H(pOpPMYBaHHS MOXYTh pO3MIllyBaTucs 1H(OpMaLiiHI CTeHAN/
1H(pOopMaLliliHI TEPMIHATU B 3pYYHOMY JUIS MEPETrJIsiil MICI, 110 MICTATh aKTyallbHY,
BUYEPIIHY 1HPOPMAILiI0, HEOOXITHY JUIS OACpKAHHS aIMIHICTPATUBHUX MOCIYT.

Jly1s BUCTOBIEHHS Cy0’€KTaMU 3BEPHEHD 3ayBa)KE€Hb 1 MPOIMO3UIIIN 1010 IKOCTI
HaJIlaHHS aJMIHICTPAaTUBHUX TOCIAYr cekTop iHdopmyBaHHs lleHTpy, BignaneHe
poboue Mmiciie aamiHicTpatopa LleHTpy 00amTOBYOTHCSI aHKETAMHU JIJIsi ONTUTYBaHHS,
BIJIMOBITHOIO CKPUHBKOK Ta KHUTOIO BIATYKIB 1 MPOIO3UIIIN, SIKI PO3MIIIYIOThCS Ha
BUJIHOMY Ta B JIOCTYITHOMY MIiCIIi.

2.13. Cextop O4IKyBaHHS pPO3MIIICHO B TIPOCTOPUX TMPUMIIICHHAX Ta
00J1aIlITOBaHO CcTOJaMU 711 0hOPMIICHHS JOKYMEHTIB, CTIIBLISIMHU, KPICIIaMH.

CexkTop ouiKkyBaHHsS OOJaAHAHO AaBTOMATU30BAHOK CHUCTEMOIO KEpyBaHHS
Yeproxo.

VY cexrtopi ouikyBaHHs LleHTpy, B IpuMIlIEHHSX, A€ PO3MIIIECHI BiJfalieHl
poboul Micisl aAMIHICTPATOPiB, CTBOPEHO YMOBHU JJIsl OIUIATH Cy0'€eKTaMH 3BEPHEHb
aJIMiHICTPaTUBHOTO 300py (PO3MIIIEHO OAHKOMATH, TIATIKHI TEPMiHAIN).

2.14. Cextop OOCIyroByBaHHSI yTBOPEHO 3a MPHUHLMUIOM  BIIKPUTOCTI
pO3MilIeHH POOOYUX MicClb. [l MIBUAKOTO OOCIYroBYBaHHSI CyO’€KTIB 3BEpPHEHD
poboul Micls TpaIiBHUKIB PO3MOISIOTECA 3a MNPUHIIMIIOM MPUMOMY 1 BHayl
nokyMeHTiB. KoxkHe poOode wiciie mig nOpuilomy cyO0’€KTiB 3BEpHEHHS Mae
iH(opMalliitHy TaOIMUYKY 13 3a3HaYE€HHSIM HOMEpa TaKoIo MicClis, MPi3BHIIA, IMEHI, 0
0aThKOBI Ta mocaau nparliBHuka LleHTpy.

2.15. Ilnoma cektopy odikyBaHHsA ¥ oOcmyroByBanHs lleHTpy Ta 1mioma
MPUMIILICHHS, JIe PO3MIIIEHO BijjalieHi poOoul MicCIg aaMIHICTpaTOPiB/IpalliBHUKIB
LlenTpy, € moctaTHIMH [Js1 3a0€3MEUeHHs 3pyYHUX 1 KOM(POPTHUX YMOB MpUHOMY
cy0'exTiB 3BepHEHHS Ta poOOTH mpauiBHUKIB LleHTpyTa Cckiagae He MeHII
sk 100 xB. MeTpiB.

2.16. Ha indopmamiiinux BKa3iBHHUKaX, 1HGOpMalIdHUX TepMmiHamax abo Ha
BeOcaiTi LlenTpy po3mimryerbest iHbOpMarisi, 30Kpema, mpo:

HalMEHYBaHHs Ientpy, HOro MICIIE€3HAXO0[KCHHS Ta
MICIIE3HAXODKCHHABIIIATICHNX ~ POOOYMX  MICIHh  aAMIHICTPATOpPiB/MpalliBHUKIB
Ilentpy, HOMepu TenedOHIB Jis AOBIIOK, (akcy, aapecy BeOCalTy, €IeKTPOHHOT
MOIITH, TpOorpamMHoro 3adesneueHHs Skype;

rpadik po6otu lleHTpy, BiggaseHuX poOOYMX MICIb aaMIHICTpaTOpiB/
npaiiBHuKiB LleHTpy (mpuitomMH1 JHI Ta TOAWHH, BUX1THI JTH1);

nepesik aJaMIHICTPaTUBHUX TOCHIYT, SIKi HaaarThes 4depe3 LleHTp, BimmayieHi
poboui Mmicig aaMmiHicTpaTopiB/mpaiiBHUKIB [leHTpy Ta BiamoBiaHi 1H(oOpMariiiHi
KapTKU aJIMIHICTPATUBHUX MOCIIYT;

CTPOKHU HAJIaHHS aMiHICTPAaTUBHUX MOCIYT;

OJlaHKHU 3asIB Ta 1HIIUX JOKYMEHTIB, HEOOXITHUX ISl 3BE€PHEHHS 32 OTPUMAHHIM
aZIMiHICTpaTUBHUX MOCIYT, a TAKOX 3pa3KH iX 3alIOBHEHHS;

IUTATIKH1 PEKBI3UTHU AJIs OTUIATH IJIATHUX aMIHICTPATUBHUX MOCIYT;

CYIIyTHI MOCIYTH, IKl HaJIal0ThCs B puMitieHH1 LleHnTpy;



npi3BuIle, iM s, 0 0aThbKOBI KepiBHUKA LleHTpy, KOHTakTHI TenedoHu, aapecy
€JIEKTPOHHOI IOLITH;

KOPHUCTYBaHHS aBTOMAaTH30BaHOIO CUCTEMOIO KEPYBaHHS YEprolo;

nosnoxeHHs npo Llentp;

pernament LleHTpy;

rpadix npuitomy cy0'e€KTiB 3BEpHEHHS.

2.17. Ilepenik aaAMIHICTpAaTUBHUX TIOCIYT, SKI HajgamThesa uepe3 LleHTp,
BiIJIaJieHI poOodYi Micisd aAMiHICTpaTopiB/mpaliiBHUKIB LleHTpY po3MillyeThcs B
JOCTYITHOMY Ta 3py4HOMY Il CyO'€KTIB 3BEpPHEHHS MICIll, Yy TOMY 4YHCII Ha
iH(opMaIiitHOMY TepMiHaI.

2.18. bnanku 3asB, HEOOXITHI JJIsI 3aMOBJICHHSI AIMIHICTPAaTUBHHUX IOCHYT,
po3minieHo y cekTopi iH(opMyBaHHs, Ha BeOcaiiTi LleHTpy, a TakoX MO’KHa
OTpUMaTH OE3MOCEePEIHhO B aJIMIHICTpATOPiB/MpalliBHUKIB LleHTpY.

2.19. OcobaM 3 IHBaNIAHICTIO Ta IHIIUM MaJOMOOUIBHUM TpyIlaM HaceJleHHS
3a0e3nevyyeThCsl BUIBHUN JOCTyn A0 1H(opmalii, 3a3Ha4eHoi B IIbOMY pPO3JILI,
IUIIXOM PO3MIIIEHHS OYKJEeTiB, 1HQOpMAIiiHUX JHUCTIB Ha CTEHJAaX, 1HIIUX
HEOOX1THUX MaTepiaiB.

2.20. Ha ocHOBI y3ro/pKeHHUX pillieHb 13 Cy0’ €KTaMu HaJaHHA aMiHICTPaTUBHUX
nociyr y po6oti LlenTpy MoKyTh OpaTy y4acTh MPEACTABHUKHU CyO’ €KTIB HaJIaHHS
aJIMIHICTPATUBHUX MOCTYT JJI HaJlaHHS KOHCYJbTAIli}.

3. IndopmaniiiHa Ta TEXHOJIOTIYHA KAPTKHU AJAMIHICTPATUBHUX MOCJIYT

3.1. [ndopmariiitHi Ta TEXHOJOTIYHI KApTKH aIMIHICTPATUBHHUX IOCITYT
PO3POOIIAIOTHCS Ta 3aTBEP/KYIOTHCS Cy0'€KTaMU HaJaHHS aMiHICTPaTUBHUX MOCITYT
BIJIMOBITHO /O BHMOT YHHHOTO 3aKOHOJABCTBA W MICTITh 1HGOpPMAIIIO PO
aZIMiHICTpaTUBHY MOCIYTY Ta MOPSAIOK 11 HaTaHHSI.

3.2.3mMiHM [0 3aTBepKEHUX 1HGOPMAIIHHUX Ta TEXHOJOTIYHUX KapTOK
aIMIHICTPATUBHUX  TOCIYI  ONEPaTHMBHO  BHOCATHCA  CyO'€eKTaMM  HaJaHHs
aJIMiHICTPATUBHUX MOCIYT BIAMOBIIHO 0 3MiH y 3aKOHOAABCTBI.

KponuBHuiibka Michkka paga, a TaKOX KepiBHUK [IeHTpy MOXyTh BHOCUTH
Cy0’€KTOB1 HaJaHHS aaMIHICTPATUBHOI MOCIYTH MPOIMO3UIi 00 HEOOXITHOCTI
BHECEHHS 3MIH JI0 3aTBEp/KCHUX 1H(OpPMAILIMHUX Ta TEXHOJOTIYHUX KapTOK
aAMIHICTPATUBHUX MOCIYT (Y TOMY YMCII JUIsl TOKYMEHTIB JO3BUIBHOTO XapaKkTepy y
cepi rocroaapchKOi TISUTBHOCTI).

3.3.Y pa3i BHeECeHHs 3MiH [0 3aKOHOJABCTBA IIOAO HAJaHHA TMEBHOI
aJMIHICTPATHUBHOI TTOCIYTH CyO’€KT i1 HagaHHs cBoe€yacHO iHMopMye mpo 1ie [{eHTp,
ONEpPaTUBHO TOTY€ BIAMOBIIHI 3MIHM J0 1HGOPMAIIHHUX Ta/ab0 TEXHOJIOTIYHUX
KapTOK 3T1JIHO 3 BAMOTaMH 3aKOHOJJaBCTBa Ta IbOro PernaMenTy.

4.Pob6ora indopmaniiinoro miaposainy LleHTpy Ta KepyBaHHS 4eproro

4.1. Jlns HagaHHS JONOMOTH CyO’€KTaM 3BEpHEHHS B KOPHCTYBaHHI
1H(pOopMaLIHHUMU TEPMiHAJIAaMU Ta aBTOMAaTH30BAHOIO CUCTEMOIO KEPYBaHHS YEProlo,



KOHCYJBTYBaHHs 13 3arajJbHUX MHUTaHb opraHizauii pobotu LlenTpy Ta mopsaky
npuiiomy cy0’ekTiB 3BepHeHHA Yy LleHTpi cTBOopeHOCEeKTOp 1HQOPMYBaHHS
(peneririro).

4.2. Cexrop 1H(OpMYBaHHS BIIMOBIAHO 10 CBOIX 000B’SI3KIB:

iHpOpMy€E 3a YCHHM KJIOMOTAaHHSIM CyO’€KTa 3BEPHEHHS NP0 HAJIEKHICTh
MOPYILIEHOTO HUM MUTaHHS 10 KomnereHuii LlenTpy;

Oe3oraTHO 3a0e3neuye Cy0'€KTiB 3BEpHEHHs OJIAHKAMHM THUIIOBUX JOKYMEHTIB,
HEOOXITHUX JIJIl OTPUMAaHHSI IEBHUX aJIMIHICTPATUBHUX MOCIIYT;

KOHCYJIbTY€ Cy0’€KTIB 3BEpHEHHS IIOJO MOPSIKY BHECCHHS TUIATH 33 HaJlaHHS
MJIATHUX aMIHICTPATUBHUX TOCYT, HaJae 1HPOpMAITlit0 Npo MIIATIKHI PEKBI3UTH IS
CILJIaTH aIMIHICTPATUBHOTO 300DY;

Haja€e =Ty 1HQOpMAaIlito Ta I0MOMOTY, 110 HeOOX1IH1 Cy0’€KTaM 3BEPHEHHS 10
npuiioMy iX aamiHicTparopom/mpaiiiBHUKOM LleHTpy.

4.3. Beocait Ilentpy (http://dozvil kr-rada.gov.ua) wmictuth iH(pOpMAIIITO,
3a3HaveHy B II. 2.16 uporo Pernamenty.

4.4. Ilnopmartis, sika po3MilryeTbesi B npuminieHHi Llentpy (B Tomy umcii Ha
1H(pOopMaLIHHUX TepMiHalaX) Ta Ha BeOCaiiTi, Ma€ OyTH aKTyaJbHOIO 1 € BUUEPIHOIO
U1 Cy0'€KTIB 3BEpHEHHS.

4.5. Cy0'extaM 3BepHEHHS, 5IKi 3BepHYHCS 10 LlenTpy, 10 aamiHicTpaTOpiB, IO
NpalploTh Ha BULJMAJICHHMX PoOOOYMX MICISX, 3 BHUKOPHUCTaHHSM 3aco0iB
TEJIEKOMYHIKAIIHHOTO 3B'A3KYy (TenedoHy, EJNEKTPOHHOI IOIITH, IHIIMX 3aco0iB
3B'A3KY), 3a0€3MeuyeThbCsl MOXKJIUBICTH OTpUMaHHS 1HGopMali npo HagaHHS
aJAMIHICTpaTUBHOI TOCcIyru LleHTpoM y croci0, aHaIoT1YHUM CcIOCO0y 3BEpHEHHS.

4.6.3 wmetToro 3a0e3MeyYeHHs 3pYYHOCTI Ta OMNEPAaTUBHOCTI OOCIYrOBYBaHHS
cy0’ekTiB 3BepHeHHs y LleHTpi, Ha BiggajieHuX poOOYMX MICIX aJMIHICTPATOPIB
BXKMBAIOTHCS 3aXO/H JIJISl 3aII00ITaHHS YTBOPEHHIO YEPTH.

4.7. Cy0’ekT 3BEpHEHHS Ui NPUHOMY aAMIHICTPATOPOM Ta MPAILiBHUKOM
LlenTpy peecTpyeThCsi 3a JOMOMOIOI0 TepMiHaja B CHCTEMI KEpyBaHHS YEproro,
OTPUMYE BIAMOBIAHUI HOMEP y Yep3l Ta OUIKy€ HA MPUHOM.

4.8. CexTop MOXe 3IIACHIOBATH KEpyBaHHS 4YEpror B IHIIKUN CIOCIO,
rapaHTyud JOTPUMAHHS MPUHIUITY PIBHOCTI Cy0’€KTIB 3BEpHEHHS.

4.9.V lentpi, Ha BigAadeHUX poOOUYMX MICISIX aIMIHICTPATOPIB MOXKE
3M1MCHIOBATUCS TOTIEPEIHIM 3amuc Cy0'€KTiB 3BEpHEHHS Ha MPUHOM J10 TpalliBHUKIB
LlenTpy Isi OTpUMaHHS TIEBHUX aJMiHICTPATUBHUX TMOCITYT HA BHU3HAUEHY JaTy Ta
gyac. [lomepenHiii 3amuc 3AIHCHIOETBCS TLISXOM OCOOMCTOTO 3BEPHEHHS J0
npamiBHuka [leHTpy Ha penemniii, 70 aamiHicTpatopiB LleHTpy, 110 mpaipoTh Ha
BIITAJIGHUX POOOYMX MICISIX, 3 BHUKOPUCTaHHSM TeleOHHOIO 3B'SI3Ky abo
CJICKTPOHHOT peecTpailii Ha BeOcaiTi LeHTpy. VY pasi 3amizHeHHs Cy0’€KTa 3BEpHEHHSI
Ha TMPUIIOM 3a MOMEpeIHIM 3alMCOM TMOMEpPEeAHIN 3amuc aHyTIOEThCS. Y LbOMY
BUMAAKY CyO’€KT 3BEpHEHHS MOKE MOJaTH JOKYMEHTH B 3arajJbHOMY MOPSAIKY abo
3allMCaTUCs Ha MEBHY JAaTry Ta 4yac noBTOpHO.IlpuitomM cyO’eKTiB 3BepHEHHS, SKi
3apEECTPYBAUCS NUIAXOM TMONEPETHBOTO 3amHUCy, 3IIMCHIOETHCS y BH3HAYEHI
KepiBHUKOM LleHTpy roauuu.



5. OcHOBHI BUMOTH /10 opraHisauii npuiiomy cy0'ekriB 3BepHeHb y LlenTpi,
aagMiHicTpaTopamu/mpanisBHukamu LlenTpy, m10 npanmowTh
Ha BigajieHuX po0ounx Micusix

5.1. O6¢cnyroByBaHHsl CcyO'ekTiB  3BepHeHb y LleHTpi 3miiicHIO€TBCA 13
3aCTOCYBAaHHSAM aBTOMAaTH30BAHOI CUCTEMU KEepyBaHHS ueproro abo B iHIIMH crocio,
rapaHTyH4u JOTPUMAHHS MIPUHIIUITY PIBHOCTI CY0’€KTIB 3BEPHEHHSI.

5.2.Yac ouikyBaHHA CYO'€KTOM 3BEpHEHHS IICJIS BHUKJIMKY 3a JOIMOMOIOIO
aBTOMAaTU30BaHOI CHUCTEMH KEepyBaHHS 4epror — 10 3 XxBUIUH. Yac ompaitoBaHHs
3BEpPHEHHs (0JTHOTO Cy0'€KTa 3BE€pHEHHS) aJMIHICTpaTOpOM/TIpalliBHUKOM LleHTpy:

cepenHii — 10 15 XBWINH;

MaKCHUMAJILHUN — 10 25 XBUJINH.

Yac ompaitoBaHHs 3BEpPHEHHS MOXKe 30UIbIIYBAaTUCh y pa3l 3A1MCHEHHS
peecTpalliitHuX Aiil, MOB'I3aHUX 3 pOOOTOIO B IEPKABHUX PEECTPAX.

5.3. Yac TexHI4HOI TiepepBH pobouoro miciss — 1 pa3 Ha 2 TOAWHH HE OLIbIIe
10 xBUJIKH.

5.4. llpamiBaukw, 3aaisH1 B poOoTi LeHTpy, 3000B’s13aH1 BXXKUBATH 3aXO0/IiB 1010
MaKCHMaJIbHOTO 3MEHILEHHS Yacy O4iKyBaHHs Cy0'eKTaMH 3BEPHEHHS B Yep3i.

5.5. Jlns 3pyunocti cyO'ekTiB 3BepHEeHHS B lleHTpi Moke 3abe3medyBaTucs
0COOMCTHI TPUHOM KEPIBHUIITBOM MICBhKOI pajy, BUKOHABUMX OPraHiB MICHKOT
paay Ta KEpiBHUKAMHU CyO’ €KTIB HAJAHHS aIMIHICTPATUBHUX TOCIIYT.

5.6. Peectpaniisi  3BepHEHb/3aiB  CYyO'€KTIB 3BEPHEHHS JUIsI  OTPUMAaHHS
aJAMIHICTPAaTUBHUX TOCIYT 3AIHCHIOETBCS BIJAMOBIAHO A0 Iiboro PernmameHty Ta
YUHHOTO 3aKOHO/IaBCTBA.

6. IlpuiinaTTA 3a89BM Ta iHIKX J0KyMeHTiBB LleHTpi

6.1. [IpuitHaTTss B CyO’€KTa 3BEpHEHHS 3asiBM Ta IHIIUX JOKYMEHTIB,
HEOOXIMHUX MJI1 HaJaHHS aJMIHICTPAaTUBHOI MOCHYrd (Aami — BXIJIHUN MakKer
JIOKYMEHTIB), Ta MOBEPHEHHS IOKYMEHTIB 3 pPe3y/IbTaTOM HaJaHHs aJAMIHICTPATUBHOI
nocayru (fam — BUXIIHUNA MaKeT JOKYMEHTIB) 3/1MCHIOETbCA BUKIIOUHO B LleHTpi
abo Ha BigAaNeHUX poOOYMX MICIX aAMiHICTpaTopiB/mpaiBHuKIiB LleHTpy
BiJIIIOBITHO /10 YMHHOTO 3aKOHO/IaBCTBA.

[IpulAHATTS 3asB JJ1s1 OTPUMAaHHS aJIMIHICTPATUBHUX MOCTYT BiJl (G13UYHUX OCIO,
y TOMY 4ucli (PI3UYHUX OCIO-TTAMPUEMITIB, 3IMCHIOETHCS HE3AJIEKHO Bl peecTpartii
X MICIISl MPOKMBAHHSA, KPIM BUTIA/IKiB, YCTAHOBJICHUX 3aKOHOM.

3asBU BiJl OPUAMYHUX OCIO MPUHAMAIOTHCS 3a MICIIE3HAXOKEHHSIM TaKuX 0Ci0
a00 y BHUIIaJIKax, MepeadayeHux 3aKOHOM, 3a MICIIEM MPOBAKCHHS JISUIBHOCTI abo
MICLE€3HAXOKEHHIM BIAMIOBIAHUX 00’ €KTIB, SKIIO 1HIIIE HE BCTAHOBJIEHO 3aKOHOM.

6.2. [IpuitHATTS BiJ Cy0’€KTIB rOCIIOAAPIOBAHHS 3asiBU MPO BUA4y JOKYMEHTIB
JO3BUIBHOTO XapakTepy Ta JOKYMEHTIB, IO JOJAIOThCS [0 Hel, AeKiaparii
BIJIMTOBITHOCTI MaTepialbHO-TEXHIYHOI 0a3y BUMOTaM 3aKOHOJABCTBA, BHJa4Ya
(mepeoopMIICHHS, aHYJIOBaHHS) JOKYMEHTIB JIO3BUIBHOTO XapakTepy, sKi



o(opMIIeHI TO3BUTPHUMHU OpraHaMHM, Ta 3apEECTPOBAHMX ACKIapaliil 3/1HCHIOIOTHCS
BIMOBITHO 110 3akoHy Ykpainu «lIpo mo3BinpHY cuctemy y cdepi rocrmnoaapchbkoi
TUSUTBHOCTD.

6.3. Cy0’eKT 3BEepHEHHsSI Ma€ MpaBO MOAATH BXITHUN MakeT AOKYMEHTIB y
LlenTpi, Ha BiggaJieHOMYy poOOYOMYy Micli aAMiHICTpaTopa/mpauiBHuKa LleHTpy
0COOMCTO, dYepe3 TpEeACTaBHUKA (3aKOHHOTO TIPEICTaBHHWKA), HAMICIATH MOTro
3acobaMM TOIITOBOTO 3B’sI3Ky a00 y BHUMNAAKaX, NepeadadyeHuX 3aKOHOM, 3a
JIOTIOMOTO10 3aC001B T€JIEKOMYHIKAI[IHHOTO 3B’ SI3KY.

3asBa Uil OTPUMAHHS aJMIHICTPATUBHOI TOCIYTd B €JIEKTPOHHIN Qopmi
MOJIA€THCS BIATOBITHO IO BUMOT YHHHOTO 3aKOHOJIaBCTBA.

6.4.Y pa3i KOOM BXIIHUW TMAaKeT JTOKYMEHTIB TOJAETHCS TMPEICTABHUKOM
(3aKOHHMM TIPEICTAaBHUKOM) Cy0’€KTa 3BEPHEHHS, MPEA SBISIIOTHCS TOKYMEHTH, IO
MIOCBITUYIOTh 0COOY MpEACTaBHUKA Ta 3aCBIAUYIOTh HOTO TOBHOBAYKEHHSI.

6.5. Anminictparop/mpaiiBuuk LleHTpy mnepeBipse BiAMOBIAHICTh BXIiJHOTO
nakera JOKYMEHTIB 1HGOpMaIiiHii KapTii aaMIHICTPAaTUBHOI MOCIyTrH, y pasi
noTpedu HaJae JOMOMOrY Cy0’ €KTOBI 3B€pHEHHS B 3alIOBHEHHI OJIaHKA 3asBH.

6.6. Anminictparop/mpainiBuuk Llentpy ¢opmye ommc BXigHOro makeTa
JIOKYMEHTIB, Yy SIKOMY 3a3HaualoTbcs 1H(GOpMaLlis Ipo 3asBY Ta MEpEiiK JTOKYMEHTIB,
NoJIaHuX Cy0’€KTOM 3BEPHEHHS JI0 HEl, y ABOX MPUMIPHUKAX.

6.7. Cy0’eKTOB1 3BEpHEHHS HAJA€THCA IPUMIPHHK OMHUCY BXIJIHOTO TMakKeTa
JIOKYMEHTIB 3a TIAMHUCOM 1 3 MPOCTABJICHHSAM IeYaTKu (IITamIia) BiAMOBITHOTO
aaMiHICTparopa/npaniBHuka [leHTpy, a TakoX BIAMITKH TpO JaTy Ta 4Yac MOro
ckiIaieHHs. Jlpyruii npuMipHUK OMKCY BXIJHOTO MakeTa JOKYMEHTIB 30epiraeTbcsi B
Marepiajiax COpaBH, a y pasi 3aiiicHeHHs B L|eHTpi eIeKTPOHHOIO JOKYMEHTOO00ITy
— B €JICKTPOHHIN opmi.

6.8. AnminicTparop/mpaiiBHuk LleHTpy miag 9ac oTpUMaHHsS BXIJHOTO MakKeTa
JIOKYMEHTIB 3000B’s13aHUN 3’sICyBaTU MPUNUHATHUHN Ui Cy0’€KTa 3BEpHEHHS CIOCIO
HOoro TOBIAOMJICHHS TMPO pe3yabTaT HaJaHHS aaMIHICTPATUBHOI TMOCIYTH
(TemepoHOM, ENEKTPOHHOIO TMOIMITOI), a TaKOX OakaHe MICIle OTPUMAHHS
oopMIIEHOTO pe3yJbTaTy HaAaHHS anMiHicTpatuBHOi mociayru (y Llentpi, Ha
BiTAJICHOMY poOOYOMYy MICIl aJMiHICTpaTopa), CIHocid mepemavi CcyO’ €KTOBI
3BEpHEHHS BUXIAHOTO MaKeTa JOKyMEHTIB (0CcOOMCTO, 3aco0amMH MOILITOBOTO abo
TEJIEKOMYHIKAIIHHOTO 3B'SI3KYy YM B 1HIIUN BUOpaHU Cy0'€KTOM 3BEPHEHHSI CMOCi0),
PO IO 3a3HAYAETHCS B OMKCI BXIJHOTO IMakeTa JOKYMEHTIB Yy MamepoBii Ta/abo
CJIEKTPOHHIN popmi.

6.9. AnMminictpatop llenTpy, BimgmaseHoro poOOYOro Miclsl Ta IpalliBHUK
[lenTpy 3aIMCHIOE pEECTpAIlil0 BXIHOTO TMakKeTa JOKYMEHTIB IIJISXOM BHECCHHS
JAHUX 70 OKypHAy peecTpaiii B  CIEKTPOHHIA  (opMi —  €IUHOI
iHpopMaLiiHOT cucTeMu KopropaTtuBHOI B3aemonii «lIposzopuii odic wicta
Kponusauibkoro» (nam — cucrema B3aemoli «IIposopuit odicy). Ilicns BHECeHHS
JaHUX CHpaBl MPHUCBOIOETHCS HOMEp, 3a SKUM 3IIMCHIOETHCS 11 1MeHTH(IKalid Ta
AKUH PiKCyeThcs Ha OJIaHKY 3asBU M B OMHKCI BX1AHOTO MaKeTa JOKYMEHTIB.



6.10. Y pa3si Koiu BXIJHHUI MaKeT JOKYMEHTIB OTPUMAHO 3ac00aMH MOIITOBOTO
3B’A3Ky 1 BIH HE MICTUTh 1H(OpMalii Mpo NPUMHATHUN A CyO'€KTa 3BEPHEHHS
crnoci0 #oro mOBIIOMJEHHA, aAMiHicTpaTop/mpauiBHUK LleHTpy He mi3HimIe
HACTYTHOTO POOOYOro JHS TOBIAOMIIIE CYO’€KTa 3BEPHEHHS MPO PEECTPAIlIO
BX1JTHOTO TIaKeTa JOKYMEHTIB 3ac00aMH TEIIEKOMYHIKAI[IHHOTO 3B'SI3KY.

6.11. Y Bumagky mnpuiHATTS Bix Cy0'ekTa 3BEpHEHHS BXIAHOTO TaKeTa
JIOKYMEHTIB, HEOOXI1JHOTO JIJIsi peecTpallii B JepKaBHUX peeECTpax, aaMiHICTpaTop/
JepKaBHUN peecTpatop (hopmye / peecTpye 3asBy B 0a3i JaHHWX 3asB, BUTOTOBJISE
CJIEKTPOHHI KOIIii TOKYMEHTIB IIUISIXOM CKaHYBaHHS Ta iX PO3MIIICHHS Yy JepKaBHUX
peectpax. Ilicns 3a1dcHEHHST 1IUX N1 Cy0'€KTOB1 3BEpPHEHHSI HAJAETHCS OIMUC/KOTis
3asBH/IHITUNA TJOKYMEHT BiIIOBITHO JO YAHHOTO 3aKOHO/IaBCTBA.

6.12. SIkmo mig 4ac mpUAHATTS BXI1JHOTO IMaKeTa JOKYMEHTIB aJMiHiCcTpaTop/
npaiiBHuK lleHTpy BHUABUB (haKkT BIJICYTHOCTI OJHOTO YH KIJbKOX JOKYMEHTIB,
HEOOX1IHUX ISl OTPUMAaHHS aJIMIHICTPaTUBHOI MOCHYTH (Meper0aueHrux 3aKOHOM Ta
BIJMOBIAHOIO 1H(OPMALIIHOIO KapTOI aaMIHICTPATUBHOI MOCIYTH), a00 OYEBHIHY
MOMMJIKY, HETOUHICTh UM HETIOBHOTY B1JIOMOCTEH, aaMiHICTpaTop/mpaiiiBHuK LleHTpy
3a BHOOpPOM CyO’e€KTa 3BEpHEHHS ab0 peecTpye BXIAHHA NakeT TOKYMEHTIB 3
HeJoIKaMu, ab0 TMOBEpTae JOKYMEHTH CyO’ €KTy 3BEpHEHHS 0e3 peecTparii s
YCYHEHHS HEIOJIKIB.

6.13. Ilicas peecTparlii BXITHOTO MaKeTa JOKYMEHTIB aJMIHICTpaTOp/IpalliBHUK
Llentpy dbopMye crpaBy B mamepoBiii abo eneKTpoHHiM ¢opmi Ta B pas3i Motpedu
3M1MCHIOE T1 KOTIIFOBaHHS a00 CKaHyBaHHS.

6.14. Indopmariiro npo BUMHEH1 Jii agMiHICTpaTOp/MpaiiBHUK L{eHTpy BHOCHUTH
JI0 JIUCTa TPO MPOXOJKEHHSI CIPaBU B MamnepoBiil Ta/abo eneKTpoHHIN (Gopmi(KpiM
BUMAJKIB, KOJU aMIHICTpATOp € Cy0’€KTOM HaJlaHHS aJMIHICTPATHUBHOI IMOCIYTH).
JIuct mpo MPOXOKEHHSI CIIPaBU TaKOXX MICTUTH BIIOMOCTI MPO TOCIIIOBHICTH il
(eramiB), HEOOXIMHUX [IJIs1 HaJaHHSA aIMIHICTPATUBHOI TMOCIYTH, Ta 3aly4eHHX
Cy0’€KTIB HaJlaHHA aMIHICTPATUBHUX MOCIYT.

6.15. [IpuiinaTTa Ta mepenada JOKYMEHTIB MOKE 3IHCHIOBATUCS B I1HIIHIA
crnoci0, sSIKUi He CynepeYyuTh YNHHOMY 3aKOHO/IaBCTBY.

7. OnpauoBaHHs cipaBy (BXiIHOI0 MaKeTa JOKYMEHTIB)

7.1. Ilicns BuMHEHHs Aid, mnepeadadyeHuX po3zaiaoMm 61poro Permamenty,
aaMiHicTparop/mpaiiBHUK LleHTpy 3000B’s3aHUI HEBIAKIAIHO, aje HE MI3HIIIE
HACTYITHOTO po0odoro AHS 3 ypaxyBaHHsIM rpadika poOOTH cy0’e€kTa HaJaHHS
aJMIHICTPATUBHOI TOCIYTH, HajicaaTd (MepenaTth) BXIAHUNW MaKeT JOKYMEHTIB
Cy0’eKTy HaJaHHS aaMiHICTPAaTUBHOI TMOCIYTH, O KOMIIETEHIlii SKOTO HAaJIC)KHUTh
NUTAHHS TPUUHATTSA PILMICHHS Yy CIpaBi, MPO IO POOUTHCS BIAMITKA B JIUCTI MPO
MPOXO/PKEHHS crpaBu (IHIIOMY JOKYMEHTI)i3 3a3HAUYC€HHSAM dYacy, JaTd Ta
HallMeHYBaHHA cy0’€KTa HaJlaHHA aMIHICTPATUBHOI MOCIYTH, 10 AKOTO ii HaJICIaHo,
Ta MPOCTABICHHSAM MedaTku (IITamma) agMiHICTpaTopa, M0 IepeaaB BiAMOBIAHI
JIOKYMEHTH.



7.2. llepenaya cnpaB y mamepoBiii ¢popmi Big Llentpy, BimmaneHoro po6o4oro
MICIII ~ aAMIHICTpatopa JO Cy0’e€KTa HamaHHS aJAMIHICTPATUBHOI TOCIYTH
31ACHIOETHCS. HE MEHIIIE HIXK OJIMH Pa3 MPOTATOM poOOYOro IHS MUIIXOM OTPUMAaHHS
COpaB  MpPEICTaBHUKOM  Cy0’€KTa  HaJaHHSA  aAMIHICTPAaTUBHOI  TMOCIYTH
oe3nocepentbo B LleHTpi, HaicCUIaHHS BIICKAHOBAHUX IOKYMEHTIB 3 BUKOPUCTAHHSIM
3ac00IB  TENEKOMYHIKAI[IHHOTO 3B’s13Ky a00 B 1HIIMK cHocid, BU3HAYCHHA
y3TO/DKCHUMH PIIIEHHAMU a00 YMHHUM 3aKOHOJIABCTBOM.

7.3.Y Bumagky, KOJW aAMIHICTpaTHUBHA TMOCIyra moTrpedye IeKiIbKOX i
(etamiB) juIs 11 BUpIIMIGHHS Ta J03BOJisIE (Tependadae) mapajieiabHe OIpallfoBaHHS
cripaBM JBOMa 1 Ouiblie cy0'eKTaMM HaJaHHS —aJMIHICTpATUBHUX TOCIHYT,
aaMiHicTpatop/mpaiiBHUK LleHTpy 3abe3nedye MpOXOJKEHHsS IUX A1 (eramiB) y
BCTAHOBJICHOMY TIOPSAKY BIJMOBIIHO J0 TEXHOJOTIYHOI KapTKW aJAMIHICTPATUBHOI
nociayru 0e3 ydyacTi cy0'ekTa 3BEpHEHHS HUITXOM MIXKBIJIOMYOi B3aeMOli (B TOMY
gucil 13 3acTtocyBaHHsM cuctemu B3aemomii “TIposzopuit odic”). mst mworo
MaTepiaqy CIOpaBd YW iX KOMii y ManepoBiil/eneKTpoHHId ¢(opMi OJHOYACHO
nepenalTbess abo HAACUIIAIOTBCS yCIM  3aJy4eHHUM BUKOHABISIM. 3BEACHHS
MaTepiaiB CIpaBU 3IHCHIOETHCS BUKOHABIEM, IO yXBaiioe (a00 TOTye) KiHIIEBE
pIlIEHHS y CIIpaBi.

7.4. Ilicns oTpuMaHHS CHpaBU CyO’€KT HAJAHHA aJMIHICTPATHUBHOI MOCIYTH
3000B’s3aHUI BHECTH 3alUC MPO ii OTPUMaHHS 13 3a3HAYCHHSIM JIaTH, MPI3BHIIA,
iMeH1, 1Mo 0aTbKOBI BIAMOBIJAIBLHOI MOCAAO0BOI OCOOU JI0 JIMCTA MPO MPOXOKEHHS
cripaBH (1HIIIOTO JIOKYMEHTA) y MarnepoBiii Ta/abo eneKTpoHH1NH Gopmi.

7.5.Y Bumajgky ompaitoBaHHs BXIJHOTO MakeTa JOKYMEHTIB, HEOOX1THOTO JJIsI
peecTpalii B JEp)KaBHUX PEECTpax, aJAMIHICTPATOP/ACpKaBHUNU peecTpaTop
IIPOBOMTH JIEP’KaBHY PEECTPAIl0 BiIMOBIAHO O MOPSAKY, BU3HAYEHOTO YHHHHUM
3aKOHO/IaBCTBOM.

7.6. OmpaiitoBaHHs BX1JHUX MaKETiB JOKYMEHTIB Ta HaJlaHHS aMiHICTPaTUBHUX
MOCIIYT 31HCHIOETBCS Cy0’€KTaMU HaJlaHHS aIMIiHICTPATUBHHUX IOCTYT BiJITOBITHO
710 TEXHOJIOTTYHUX KapTOK.

7.7. KouTponp 3a AOTpUMaHHSIM CyO’€KTaMU HaJaHHS aaMiHICTPAaTUBHUX
nocayr (KpiM KoJeriaJbHUX OpraHiB) CTPOKIB PO3IIISAAY CIpaB Ta MPUUHATTAPIIICHD
3IACHIOETHCS aIMIHICTpaTOpaMu/mpariBHukamMu LleHTpy BiAMOBIZHO A0 PO3MOALTY
000B’sI3K1B 3a pillIeHHAM KepiBHUKA LleHTpy.

7.8. Cy0’exT HalaHHS aIMIHICTPATUBHOI MTOCIYTH 3000B’SI3aHUI:

cBo€4yacHO 1HGOpPMYyBaTH KepiBHUITBO LleHTpy mpo mepenkoayd B JTOTPUMaHHI
CTPOKY PO3TJISAY CIIpaB Ta MPUUHATTI PIIICHHS, 1HII MPOOJIEMH, 110 BUHUKAIOTh 1]
qac pO3TIsiAy CIPaBH,

HaJaBaTH 1iH(GOpMaIlil0 Ha YCHUN a00 MUCbMOBHM 3anuT (Y TOMY YHCII HUIIXOM
HAJCUJIaHHS Ha aJpecy eNeKTPOHHOI MOILITH) aiMiHicTpaTopa/mpaiiBHuKka LleHTpy,
KepiBHUKA LleHTpy mpo XiJ po3riisy cripaBu.

7.9. BinmoBa y Ha/iaHHI aaMIHICTPAaTUBHOI MOCIYTH OPOPMIIIOETHCA CYO €KTOM
HAJAHHS aMIHICTPAaTUBHOI MOCIYTH MUCHMOBO 13 3a3HAYEHHSIM MPUYMHH BIJAMOBU 3
NOCUJIaHHSM Ha HOPMU YMHHOTO 3aKOHO/IaBCTBA.
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7.10. BigmoBa y HajgaHHI aJMIHICTPATUBHOI MOCITYTH BBAXA€ThCA PE3yJIbTaTOM
Ta JOJTYYA€EThCS NIO CIPaBH, MPO IO POOUTHCS BIAMOBIAHA BIAMITKA B CHCTEMI
B3aemonii «IIpo3opuii odicy.

7.11.Y pa3i ycyHeHHs cy0’ €KTOM 3BEpHEHHS IPUYUH, 10 CTAJHU MiACTaBOIO IS
BIJIMOBM B HaJaHHI aJMIHICTPATUBHOI MOCIYTH, Cy0’€KT 3BEpPHEHHS Ma€ IIPaBO
MOBTOPHO TMOJATH BXIAHUA MakeT JOKYMEHTIB, HEOOXiMHWUX HJs HaJaHHA
aJIMiHICTpaTUBHOI TIOCTYTH, y TOPAAKY, TepeadadeHoMy LUM PermameHTOM Ta
YHHHAM 3aKOHOJIABCTBOM.

7.12.Y pa3i BusBieHHsA (aKTy MOPYUICHHS BHUMOT 3aKOHOJABCTBA IIOJI0
po3rsiy  chnpaBu  (CTPOKIB — HaJaHHS — @JAMIHICTPATUBHOI  MOCIYTH  TOIIO)
anMiHicTpaTop/mpauiBHuk LleHTpy HeBiakmanHo iH(OpPMYeE MpO 1€ BIAMNOBIIHOTO
KepiBHUKA Cy0'eKTa HaJaHHS aJMIHICTPAaTUBHUX MOCIYr Ta/ab0 kepiBHUKa LleHTpy.

8. Ilepenaya BUXiTHOT0 MaKeTa JOKYMEHTIB Cy0’€KTOBI 3BepHEHHS

8.1. Cy0’ekT HaaHHS aMIHICTPATUBHOI MOCIYTH HEBIAKIAIHO, aje HE Mi3HIIIe
HACTYITHOTO  pobodoro  gHS  Ticas  ohOpMIICHHS  pe3yibTary  HaJdaHHA
aJMIHICTPATHUBHOI MOCIYTH, (DOPMy€ BUXIAHUN MaKeT JOKYMEHTIB Ta Iepeaae Moro
1o Llentpy, BiggasieHOro podb0o4oro Micis ajMiHIiCTpaTopa, IMpo IO 3a3HAYAETHCS B
JIUCTI PO MPOXOKEHHS CIIpaBH (1HIIOMY JTOKYMEHTI1) Ta/a00 B €JIEKTPOHHIN (popMi.

8.2. AamiHicTpatop/nipaiiBHUK L{eHTpy y IeHb HAJXOKEHHS BUX1THOTO MaKeTa
JOKYMEHTIB 3JIHCHIOE PEECTpAIlil0 BHUXIJHOTO MakeTa JOKYMEHTIB IIUISIXOM
BHECEHHS BIJIMOBIAHUX BIJIOMOCTEM 10 JUCTAa MPO MPOXOKEHHS CIpaBu (1HIIOTO
JIOKYMEHTY), a TaKOX /10 cucteMu B3aemozii «IIpo3opuii odicy.

8.3. AnminicTparop/mpamiBHUK LleHTpy HEBIOKIAAHO Yy J€Hb HAJIXOKCHHS
BUXITHOTO  TaKeTa JOKYMEHTIB  MOBIIOMJISIE  TPO  pe3ydbTaT  HAJIaHHA
aJIMIHICTPATUBHOI MOCTYTH CyO’€KTOBI 3BEPHEHHS Yy CHOCiO, 3a3HAYCHWI B OMKUCI
BX1JTHOTO TIaKeTa JOKYMEHTIB.

8.4. BuxigHuil makeT JOKYMEHTIB MepeAaeThcsi Cy0 €KTOBI 3BEPHEHHSI 0COOHMCTO
i manuc (y TOMy 4ucii Horo mpeacTaBHUKOBI (3aKOHHOMY IPEJICTABHUKOBI) Y pasi
npej’siBJICHHsT JIOKYMEHTa, 10 IOCBia4ye ocoly Ta/abo 3acBIIUye MOro
MOBHOBKEHHS, a00 y BUMNAAKaX, mepeadadyeHnX 3aKOHOJABCTBOM, MEPENAETHCS B
THITUN TPUHAHIATHUHN U1 Cy0’€KTa 3BEpHEHHS CIOCIO.

8.5. Indopmaris mpo JaTy OTpUMaAHHA BHXIJIHOTO TIaKeTa JIOKYMEHTIB
Ccy0’€KTOM 3BEpHEHHS 3a3HayaeTbcsl B cuctemi B3aemosii «IIpo3opuii odicy, omuci
BXI1JTHOTO ITaKeTa JOKYMEHTIB a00 B 1HIIOMY JIOKYMEHTI.

8.6. Y pa3i He3a3HAaueHHS CY0'€KTOM 3BEpPHEHHS 3PYYHOTO JIsi HBOTO CIOCO0Y
OTpUMaHHS BUXIJHOTO TMaKeTa JOKyMeHTIB abo iioro HeoTpuManHs B LleHTpi
IPOTATOM JIBOX MICAIIIB BiJMOBIIHI TOKYMEHTH HAJCHIIAIOThCA CY0'€KTOB1 3BEPHEHHS
3aco0aMu  TOIMTOBOTO 3B'SI3KY.Y pasi  BIJICYTHOCTI BIOMOCTEM TIpO MicCIle
OpOXHUBaHHS (MICIIE3HAXO/KEHHsI) CyO’€KTa 3BEpHEHHS Ta 1HIIOT KOHTAKTHOI
iH(popMaLii BUXITHUN TaKeT JOKYMEHTIB 30€piraerbCs MPOTATOM TPUMICIYHOTO
cTpoky B LleHTpi, a MOTIM MepenaeThes Al apX1BHOTO 30epiraHHs.
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8.7.Y pa3i, Komu agMIHICTpaTUBHA TIOCIyra HAJIA€ThCS HEBIJKIIATHO,
anMiHicTpaTop/mpauiBHuK LleHTpy peectpye iHpOpMaIli0 PO pe3yabTaT PO3TILY
copaBu B KypHaul (y mamepoBiii Ta/abo enekTpoHHil ¢opmi), HeraiiHo ¢dopMmye
BUXI1JIHMM MaKeT IOKYMEHTIB Ta Mepejiae Horo cyo’€KTOB1 3BE€pHEHHS.

8.8. Y Bumanky Ha/laHHs Cy0'€KTOBI 3BEpPHEHHS aJIMiHICTPATHBHOI MOCIYTH, IO
nepeadavyae peecTpailifo B JIEPKAaBHOMY PEECTpi, Tepedadya BHUXIJHOTO IaKeTa
JIOKYMEHTIB 3J1HCHIOETBCS aJMIHICTPATOPOM/AEPIKAaBHUM PEECTPATOPOM y TEPMIHU
Ta crocid, BU3HAYEH1 YUHHUM 3aKOHOJAaBCTBOM.

8.9. BimmoBiganpHicTh 32  HECBOEYaCHE Ta  HECHAJNEKHE  HaJaHHS
aAMIHICTPAaTUBHUX TIOCIYI HECYTh CYO’€KTH HaJaHHS TaKuX aJMIHICTPAaTUBHUX
MOCITYT Ta B MEXaX MOBHOBAXXEHb aJMIHICTpaTOpH 1 KepiBHUK LleHTpYy.

8.10. Indopmariist mpo KOXKHY HaJaHy aJAMIHICTPATHUBHY IOCIYTy Ta CIpaBy B
nanepoBiii (Korisi) Ta/abo eneKTpoHHii ¢GopMi, 30KpeMa 3asiBa Cy0’ €KTa 3BEPHEHHS
Ta pe3yibTaT HaJaHHS aaMIHICTPAaTUBHOI ToOCHyrH, 30epiraetbes y Llentpi,
MPUMIIICHH], I PO3MIIIEHO BiAanieHe podbode micie aamiHicTpaTopa (abo y cucremi
B3aemoii «I[Ipo3opuit odicy).

VY pa3i HaaHHA aaMiHICTPATUBHOI TIOCTYTH 3a JOIIOMOTOIO JIEP)KaBHUX PEECTPIB
1H(OopMalis TPo MOCayTy 30€epiraeThbCs y BIAMOBITHOMY PEECTPI.

[ndopmariis nmpo aaMiHICTpaTUBHI MOCIYTH, HajlaHi aaMiHicTpaTopoM LleHTpy,
[0 MpaIoe€ Ha BIAJAJEHOMY pPOOOYOMY MICI, MICTUTBCS B CHUCTEMi B3aeMOIl
«IIpo3opuii oicyta y3aranbHioeTbes LleHTpom.

8.11. Yci marepianu crpaBu (opuriHaiau) 30epiraroThCcs y cy0’ekTa HagaHHS
aAMIHICTpaTHUBHOI TOCIHyrd (a00 CKaHOBaHI MaTepiaJd B CHCTeMl B3aeEMOJIi
«[Ipo3opuii oicy).

9. CTpoxkM HaIaHHS AAMIHICTPATHBHOI NOCJIYTH

9.1. CTpoku  HaJaHHA  aAMIHICTPAaTUBHOI  TOCIYTM  3a3HAYalOTbCAd B
1H(pOpMaLIHHUX KapTKaX 3TAHO 3 YUHHUM 3aKOHOJAABCTBOM.

9.2.Y pa3l HamaHHS aJMIHICTPATUBHOI TOCIAYTrM CYO0’€KTOM HaJaHHS
aAMIHICTPAaTUBHUX TIOCIYr Ha 3acajax KoJeriaabHOCTI, PIIIEHHA PO HaJaHHS
aJMIHICTPATHUBHOI TOCIYTH ab0 MpO BIAMOBY B 1i HaJaHHI NMPUUMAETHCA y TEPMiH,
BU3HAUEHUH y 1. 9.1., a B pa3i HEMOXJIMBOCTI IPUHHSTTS 3a3HAYCHOTO PIIIICHHS — Ha
MepIIOMY 3aCiJIaHH1 KOJIET1aJIbHOTO OpraHy Micis 3aKiHYEHHS 1IbOT0 TEPMIHY.

9.3. AnMmiHICTpaTHBHA MMOCITyTa BBAKAETHCSA HAJAHOIO 3 MOMEHTY MOBiJOMIICHHS
cy0’eKTa 3BEpHEHHS PO Pe3ybTaT HalaHHS aJIMiHICTPATUBHOI MTOCITYTH.

10. OcobauBocCTi AisIbHOCTI agMiHicTpaTopa/mpaniBHuKka LleHTpy,
10 NPAILIO€ HA BiAaeHOMY po0o4yomy Micui

10.1. Binnanene pobGoue  Micue  aamiHicTparopa/mpaiiBHuka  LleHTpy
PO3MIIITYETHCS Ha TIEPIIIOMY TTOBEpCi OY/iBII 1 3a0€3Me4y€eThCs HAIC)KHUMU YMOBaMH
J1s1 O€3MEePEeIKOTHOTO IOCTYIY JJIs 0C10 3 1HBAJIIAHICTIO Ta 1HIIUX MaJOMOOLTBHUX
Ipyn HaCEJICHHS.
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Bigmanene pobGoue wmicme ammiHicTpaTopa/mpaniBauka lleHTpy Moxke OyTtu
MEePEeCYyBHUM, IO Tiependadae HASBHICTh BIAMOBIIHOTO KOMIUICKTY TEXHIYHUX
3ac00iB  (KOMIT'IOTEpPHOI TEXHIKM Ta OPITEXHIKH), OCHAIICHWX BIAMOBIIHUM
IPOrpaMHUM 3a0€3MEYCHHSIM Ta BITbHUM JIOCTYIIOM 110 [HTepHeTy.

PoGoTa mepecyBHOIro BijajeHOTO MiCHs aaMiHICTpaTopa/mnpaiiBHuka LleHTpy
3a0€3MeuyeThCs  IUISIXOM — TPOBEJAEHHS BHUI3HMX MPUHOMIB  aaMiHICTpaTopa/
npaiiBHuka lleHTpy 3a MmiclieM TpoXUBaHHS/TiepeOyBaHHS (MiCII€3HAXOKEHHSIM)
cy0’ekTa 3BepHEHHS a00 3a 1HIIOIO aIPECcOor0, 3a3HAYCHOI0 HUM, Y MEKaX BIAMOBITHOT
aJMIHICTPATUBHO-TEPUTOPIAIbHOIOIUHHUII].

[Topsimox poboTtraaminicTparopa/mpaiiBHuka l{eHTpy BimnaseHoOro po6odoro
MICIISl BUBHAYAEThCS po3aiiaMu 5 —8uporo Permamenty.

Jlo 000B’s13KOBOT KaTeropii cy0’€KTIB 3BEpPHEHHS, SKUM aJMIHICTPATUBHI
MOCIYTH  HAJAlOThCA  3a  JIOMOMOTOK)  TMEPECyBHOTO  BUIMAJICHOTO  MICIIS
aZMiHICTpaTOpa, HajeXaTb OcoOM 3 IHBaNiAHICTIO | rpynmu Ta iHIII ocoOwu, sKi, 3a
BHCHOBKOM JIIKapChKO-KOHCYJIbTATUBHOT KOMICIi, HE 3[JaTHI O CaMOOOCITyrOBYBaHHS
1 TOTpeOyIOTh OCTIHHOT CTOPOHHBOT TOTTOMOTH.

10.2. YV nmpuMilieHHi, Ae po3MilleHe Bijjgaliene podode Micle aaMiHicTpaTopa/
IpaiiBHUKA LenTpy, 3a0e3MeYy€eThCs PO3MIIIICHHS aKTyaJbHOI,
BUUepIHOiiHGoOpMaIlii, HeOOXiAHOI Jig OACp)KaHHS aAMIHICTPATUBHUX IOCIYT, 3
JOTPUMAaHHIM BUMOT, BCTAHOBJICHHX ITYHKTOM 2.9 1poro PernamenTy.

10.3. IlpumiiieHHsI, e po3MIIIEHO BiajieHe poOode Micle aJMiHicTpaTopa,
00JIaIITOBYETHCS MICIISIMU JJIs1 OUIKYBaHHS Cy0’€KTaMUu 3BEpPHEHb.

T.B.0. TupeKkTOpa N1eNapTAMEHTY
HAJAHHS AJAMIHICTPATUBHUX MOCJIYT Ouaexkcanap HIKITEHKO



