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Bix 1 cepriast 2013p. Ne 588 Kwuis

IIpo 3aTBepmxenHs [IpuMipHOTO periiaMeHTy HEeHTPY HaJaHHS aAMiIHICTPAaTUBHUX HOCITYT

BinnmoBigHo no wactunu necsitoi crarti 12 3akony Ykpainu “Ilpo agminictparuBHi nocayru” KaGineT
MiHicTpiB YKpaiHu TOCTaHOBIISIE:

1.3arBepautu [IpumipHUil peraamMeHT IEHTPY HaJaHHS aMIHICTPATUBHHUX MOCIYT, IO TIOAA€THCS.
2. PekoMeHyBaTH oOpraHaM MICIIEBOTO CAaMOBPSIYBaHHS Yy CBOIH AiSUTBHOCTI MIOAO 3a0e3medeHHS

(GYyHKLIOHYBaHHS LIEHTPIB HAJaHHS aJMIHICTPAaTUBHUX IOCIYr KepyBaTHcsa [IpUMipHHM periaMeHTOM,
3aTBEP/KEHUM LI€I0 TOCTAaHOBOIO.

[Ipem'ep-minicTp Ykpainu M.A3APOB

Ian. 70
3ATBEP/I’KEHO
noctaHoBor KaGinery MinicTpiB
Ykpainu

Bix 1 cepriast 2013p. Ne 588

IIPUMIPHUI PETJIAMEHT
HEHTPY HAJAHHA aAMIHICTPATUBHMX MOCJIYT

3araipHa yacTUHAa

1. Ieit IlpumipHUil perinamMeHT BHU3HAYA€ TMOPSAOK Opraizamii poOOTH ILEHTPY HaJaHHSI
aJIMIHICTPATUBHUX TMOCIYTr (majii - LEHTP), MOPSIOK il aIMiHICTPAaTOpiB IIEHTPY Ta iX B3aeMomii i3
cy0’ eKTaMH HaTaHHS aJIMIHICTPATUBHUX TOCIYT.

2. Y npomy llpumipHOMY periiaMeHTi TepMIHUA BXKUBAIOTHCS Y 3HAYCHHI, HaBEICHOMY B 3aKOH1 YKpaiHu
“IIpo agMiHICTpaTUBHI OCIYTH.

3. Hananus aaMiHICTPaTUBHUX MOCIYT y LEHTPI 3A1MCHIOETHCS 3 TOTPUMAHHSAM TaKUX MPUHIIUIIIB!
BEPXOBEHCTBA IPaBa, y TOMY YHCJI1 3aKOHHOCTI Ta OPUIUYHOT BU3HAYCHOCTI;

CTaOlIIBHOCTI,

PIBHOCTI Mepe1 3aK0HOM,

BIIKPUTOCTI Ta MIPO30POCTI;

OIEPATUBHOCTI Ta CBOEYACHOCTI,

JIOCTYIHOCTI iH(pOpMaLlii Ipo HaTaHHS aJAMIHICTPATUBHUX MOCIYT;

3aXHIIEHOCT] MEPCOHANBHUX JIaHHX;

panioHabHOI MiHIMI3aIil KUTBKOCTI TOKYMEHTIB Ta MPOLEIYPHUX JIiH, [0 BUMAraloThCs JUIsl OTPUMAHHS
a7MiHICTPATUBHHX TTOCIIYT;



HEYIEPEIIKEHOCTI Ta CIPaBEIIUBOCTI;

JOCTYITHOCTI Ta 3pYYHOCTI JJIS CYO' €KTiB 3BEPHECHHS.

4. IlenTp y cBoiil misutbHOCTI KepyeThbesi KoHcTUTyIEl0 Ta 3akoHamMHu YKpainu, aktamu [Ipe3umenrta
VYxpainu 1 Kabinery MinicTpiB YkpaiHu, akTaMu LEHTPAIbHUX Ta MICIIEBUX OpPraHiB BUKOHABYOI BIIAIH,
OpraHiB MiCIIEBOTO CAaMOBPSAYBaHHS, TIOJIOKCHHSM PO IEHTP Ta PErIaMEHTOM ILEHTPY.

Bumoru 10 npuMiIieHHs, B SKOMY PO3MIIIYETHCS IIEHTP

5. LleHTp po3MilIyeThCsl B LIEHTPaNbHIM YacTUHI MicTa/cenuimia abo iHIIOMY 3py4yHOMY Ui CyO €KTiB
3BEPHEHHS MICIII 3 PO3BUHYTOIO TPAHCIIOPTHOIO 1HPPACTPYKTYPOIO.

Ha Bxozi mo npumimnenns (OyaiBii) po3mimnyersest indopMariiiiHa BUBicKa 3 HalMEHYBaHHSM LIEHTPY Ta
rpagikoM ioro poOoTH.

I'padix poGOTH LEHTPY 3aTBEPKYETHCS OPraHOM, IO YTBOPUB LIEHTP, 3 YPaXyBaHHSAM BUMOT 3aKOHY
VYxpaiau “IIpo agmiHicTpaTUBHI TOCIYTH .

Bxin o menTpy moBuHeH OyTH OONAIITOBAaHWM MaHAycaMu s ocid 3 OOMEXEHUMHU (DI3UIHUMH
MOXKJINBOCTAMMA.

Ha nputerniit 1o ueHTpy tepuropii nepeadadaeTbest Micle st 0€30MIaTHOT CTOSIHKM aBTOMOOUIBHOTO
TpaHCHIOPTY CyO €KTIB 3BepHEHHs . Ha mnpumiermx ByIHMISX PO3MIIIYIOTHCS BKa31BHUKH, Ha SKHX
3a3HAYa€THCS MICIle PO3TAIlyBaHHS LIEHTPY.

6. [IpuMinieHHs HEHTPY NOAUIAETHCS Ha BIAKPUTY Ta 3aKPUTY YaCTHHH.

VY BIAKpUTIH YacTHHI 3A1MCHIOETHCS TNPHUIOM, KOHCYJIbTYBaHHS, 1H(QOpPMYBaHHS Ta OOCIYrOBYBaHHS
cy0’ €KTIB 3BEpHEHHS TpalliBHUKaMU 1eHTpYy. Cy0’ €KTH 3BepHEHHS MArOTh OE3MEpPEeNTKOIHUN JOCTYM 10
TaKoI YaCTUHU LIEHTPY.

Binkpura yactuHa BKITIOYAE:
CEKTOp NMpUiiomy;

CEeKTOp iH(HOpMyBaHHS;
CEKTOp OUiKyBaHHS,

CEKTOpP O0OCITYyrOByBaHHS.
BiakpuTa yactrHa po3Milly€eThCs Ha TIEpuioMy abo ApyroMmy mosepci Oyaisii.

3akpuTa 4YacTMHA TPHU3HAYEHAa BUKIIOYHO JUIS ONpANIOBAaHHS JOKYMEHTIB, IIOUITH, HaJaHHSA
KOHCYJIbTAIliil 3 BHKOPHCTAaHHSIM Tele(OHHOTO 3B'SI3Ky, a TaKoXkK 30epeKeHHs TOKYMEHTIB, CIpaB,
KypHaJIiB 00iKy/peecTpariii (pO3MilICHHS apXiBy).

Bxinx m0 3akpuTOi YaCTUHM LIEHTPY CYO’ €KTaM 3BEPHEHHS 3a00pOHSETHCS.
3akpuTa YacTHHA MOYKE PO3MINTYyBaTHCS Ha 1HIIUX MOBEpXaX, HUK BIIKPUTA YaCTHUHA.

7. Cextop mpuiioMy OOJIAIITOBYETHCS TPHU BXOJl IO TPUMIMICHHS HEHTPY. Y HBOMY 3MIHCHIOETHCS
3arajibHe 1HQOPMYBaHHS Ta KOHCYJIbTYBAaHHS Cy0' €KTIB 3BEPHEHHS 3 MIUTAaHb POOOTH LIEHTPY.

8. CexTop iH(popMyBaHHS 00IAMITOBYETHCS 3 METOIO O3HAHOMIICHHS Cy0’ €KTiB 3BEpHEHHS 3 MOPSIKOM Ta
YMOBaMH HaJlaHHS aIMIHICTPATUBHUX MOCITYT.

VY cexTopi iH(pOpMYBaHHS PO3MILIYIOThCS 1H(GOpPMAIiiHI CTEHIM, a TAaKOX Yy pa3l MOXKJIMBOCTI -
iHpopMalliifHi TEepMiHATKW B 3pYYHOMY IS TEPETJIAAy MICIi, MO0 MICTATh aKTyaJlbHY, BHUUYEPIHY
iH(hopMalliro, HeOOXIAHY AJIS OJIepPKaHHS AAMIHICTPATUBHUX MOCIIYT.



Cektop iHGOpMYBaHHS OONAIITOBYETHCS CTOJNIAMHU, CTUIBISIMH, TenedoHamu, (aKCUMITbHUMHI
amapaTaMy Ta 3a0e3MeuyeThCsl KaHIENSPCHKHMMU TOBAapaMH JUIsl 3allOBHEHHS CYyO' €KTaMH 3BEPHEHHS
HEOOXITHUX TOKYMEHTIB.

9. CekTop 04iKYBaHHS PO3MIIIYETHCS B IPOCTOPOMY MPUMIIICHHI, IIJIOMIA IKOTO BU3HAYAETHCS 3aJICKHO
BiJI KUIBKOCTI OCi0, sIKi 3BEpPTAIOTHCS [0 ILIEHTPY MPOTITOM JHs, Ta OOJAIITOBYETHCS B JOCTATHIN
KUTBKOCTI CTUIBIIIMH, KpiCJIaMH TOILO.

CexTop OUiKyBaHHS y pa3i moTpedu oOJaaHYEThCS aBTOMATH30BAHOK CHUCTEMOIO KEpYBaHHS 4YEprolo,
CHCTEMOIO 3BYKOBOTO iH()OpPMYBaHHS 0CI0 MOXUIIOTO BiKYy Ta THX, IO MAalOTh MPOOIEMH 13 30pOM.

10. Cektop oOcnyroByBaHHsS TOBHHEH OYyTH YTBOPEHHH 3a TMPUHIMIIOM BIAKPUTOCTI PO3MIIICHHS
pobounx Micie. Koxkne poboue Miciie /i npuitoMy cy0’ €KTiB 3BE€pHEHHS TIOBUHHO MaTH 1H(QOpMAaIiiHy
Ta0NMMYKy 13 3a3HAYCHHSM HOMEpa TAaKOTO MiCIls, TMpI3BUINA, IMEHi, 1O OaThbKOBI Ta TMOCAAH
aJIMiHICTpaTOpa LEHTPY.

11. Tlmoma cexTopiB OWIKYBaHHS Ta OOCIYrOBYBaHHS MOBHHHA OYTH JTOCTaTHHOIO JIJIsi 3a0€3MEUCHHS
3pyYHHX Ta KOM(MOPTHUX YMOB JJIsl IPUHOMY CyO’ €KTIB 3BEpHEHHS 1 pOOOTH aMiHICTPATOPiB LEHTPY.

3aranpHa IJI011a CEKTOPIB OYIKYBaHHS Ta 00CIYTOBYBaHHS CTAHOBUTD I

IIEHTPIB, SIKI YTBOPIOIOTHCS MPU MICBKHX pajax MICT, IO € aAMiHICTPAaTUBHUMHM IIEHTpaMH oOJacTel i
ABtoHOMHOI PecniyOmiku Kpum, a Takoxx mMm. Kuesa i CeBacromosns, - He meHin ik 100kB. MeTpiB;

LEHTPIB, SIKI YTBOPIOIOTHCS MPH MICBKUX pajiax MICT 00JIACHOTO Ta PeCcIyOJIiKaHCHKOTO ABTOHOMHOT
Pecny6niku Kpum 3Hauenns, - He meHu ik /O KB. MeTpiB,;

IHIINX LEHTPIB - He MeHII 9K SOKB. METpIB.

12. Ha indopmaniifHux crenaax Ta iH(GopMaliifHUX TepMiHalaX po3MillyeThes iHpOpMallis, 30Kpema,
po:

HallMEHYBaHHS [EHTPY, HOTO MiclIe3HaXO/KEHHS, HoMepHu TenedoHIB s TOBIAOK, dakcy, aapecy BeoO-
CalTy, €J1EeKTPOHHOI MOIITH;

rpadik poOOTH LeHTpy (MPUHOMHI JHI Ta FTOJUHH, BUXITHI JTHI);

NeperiK aAMIHICTPaTUBHUX IOCIYT, SIKI HAJal0ThCs yepe3 IEHTp, Ta BIAMOBiNHI iH(OpMaIiiiHI KapTKu
aZIMiHICTPATUBHHX TTOCIIYT;

CTPOKH HaJ[aHHS aJIMIHICTPATUBHHX ITOCIIYT;,

OJIaHKW 3asB Ta IHIIUX JOKYMEHTIB, HEOOXITHUX IS 3BEPHECHHS 32 OTPUMAHHSIM aIMIHICTPAaTHUBHUX
MOCITYT, a TAKOXK 3Pa3KHU iX 3aTIOBHCHHS;

TUTATIKHI PEKBI3UTH JUISI OTUIATH TUTATHUX aMIHICTPATUBHUX MOCITYT;

CYITYTHI ITOCITYTH, SIKI HAJIaIOThCS B IPUMIIIIEHH] IIEHTPY;

Mpi3BHILE, M’ 5, IO 0ATHKOBI KEPIBHUKA IIEHTPY, KOHTAKTHI TeleQOHH, aipecy eIeKTPOHHOI MOIITH,
KOpUCTYBaHHS iHQopManiiHuMu TepMinanamu (y pasi iX HassBHOCTI);

KOPHCTYBaHHS aBTOMAaTH30BaHOI0 CHCTEMOIO KepyBaHHs 4eproro (y pasi 1l HassBHOCTI);

MIOJIOXKEHHS TIPO LEHTP;

perJamMeHT LEHTPY.

13. Ilepemik agMiHICTpAaTUBHUX TIOCIYT, SKI HANAIOThCS dYepe3 ILEHTP, MOBHHEH PO3MIIIYBaTHUCA Y
JOCTYITHOMY Ta 3pY4HOMY ISl CyO’ €KTiB 3BE€pHEHHS MICIli, y TOMY YHCII Ha iHpOopMaLiiHOMY TepMiHai
(y pasi #oro HasBHOCTi). AJMIHICTPAaTHBHI TMOCIYTH B IMEPEIiKy TPYINYIOThCS 3a MOICIUTIO JKUTTEBUX
cCUTyallii cy0 eKTiB 3BepHEHHs Ta/abo cdepamMul MPaBOBIMHOCHH (3aKOHOAABCTBA), Ta/abo cyO’ ekTaMu
HaJaHHS aMIHICTPATUBHHUX MTOCIIYT.

14. brnianku 3asB, HEOOXiAHI MJI 3aMOBJICHHS aIMIHICTPATHUBHHUX IOCIYT, PO3MIIIYIOTECS Y CEKTOPi
iHpOpMYBaHHS Ha CTEHJax-HAaKONMYyBayax ab0 CTelakax i3 BUIBHUM JOCTYIIOM 1O HHUX CYO €KTIiB
3BEPHCHHHI.



15. Ocobam 3 oOMexeHUMH (IZUYHUMH MOXKIUBOCTAMHU 3a0€3MeUy€ThbCS BUIBHUM JTOCTYN 10
iHopmMarrii, 3a3Ha4€HOT B IOMY PO3ILTI, IIIIXOM PO3MIIICHHS OYyKJIeTiB, iH(GpOpMaIliiHUX JUCTIB Ha
CTeHJaX, IHIIMX HEOOXITHMX MarepiajiiB, HaApyKoBaHUX HIpupToM bpaiins. ¥V paszi MOXKIMBOCTI Ha
iHQopMaIifHUX TepMiHAJIaX PO3MINIYEThCS ToOJ0coBa iHGopMarlis Ta BigeoiHdoOpMarlis, a TaKOX
3MIHCHIOETHCS 1H)OPMYBAHHS IHIIMMHU CIIOCOOAMH, SIKi € 3pYYHUMH IJ1s 0Ci0 3 0OMEXeHUMH (i3UIHUMU
MOYKITHBOCTSIMHU.

16. Ha ocHOBI y3ro/KEHUX pIlleHb 13 Cy0’ €KTaMH HaJaHHS aJMIHICTPATUBHUX TOCIYT Y IIEHTPI MOXKYTh
Ha/IaBaTHCS aAMIHICTPATUBHI MOCIYTH O0e31ocepeIHbO TAKUMH CY0’ EKTaMHU.

[ndopmarriiina Ta TEXHOJIOT1YHA KAPTKU aIMIHICTPATUBHUX TTOCITYT

17. OpraHn, mo yTBOPUB LEHTP, a TAKOXX KEPIBHUK IEHTPY MOXYTh BHOCHUTH CYO' €KTOBI HaJaHHS
aMIHICTPATUBHOI TIOCIYTH TPOMO3UIlI MO0 HEOOXIAHOCTI BHECEHHS 3MIH [0 3aTBEPIKCHHX
IHpOPMAIITHUX Ta TEXHOJIOTIYHUX KapTOK aJAMIHICTPaTHBHUX MOCIYT (y TOMY YHCII JJsl JOKYMEHTIB
JIO3BLIBHOTO XapakTepy y chepi rocmosapchbKoi JisiIbHOCTI).

18. V pasi BHeCeHHS 3MiH /0 3aKOHOJABCTBA IOJ0 HAJaHHS aJMIHICTPATHBHOI MOCIYrd CyO €KT il
HaJIaHHS CBOEYACHO 1H(OPMYE PO € OpraH, IO YTBOPUB IIEHTP, @ TAKOXK KEPIBHUKA LIEHTPY, TOTYE
NPOMO3HUIIii MO0 BHECEHHS 3MiH 10 iH(opMamiiiHux Ta/abo TEXHOJOrIYHUX KapTOK 3rigHO i3
3aKOHOJIABCTBOM.

PoGota inpopmaiifHOro migpo3 ATy HEeHTPY

19. JIns HamaHHS JOMOMOTH Cy0’ €KTaM 3BEPHEHHS y KOPHUCTYBaHHI iH(QOpMAIIfHUMU TepMiHaaMH Ta
AaBTOMATH30BaHOIO CHCTEMOIO KepyBaHHS ueproro (y pasi iX HasBHOCTi), KOHCYJIbTYBaHHS i3 3araJbHHX
NUTaHb oOprasizamii poOOTH LEHTPY Ta MOPAAKY NpHUHOMY cCyO'€KTIB 3BEpHEHHS Y LEHTpPI MOXKe
YTBOPIOBATUCS 1HGOPMAIIHHUHN TT1IPO3ILI.

[HpopmMamiitHuit iAPO3ALT IEHTPY TAKOXK:

iH(OpMye 32 YCHUM KIIOMOTaHHSAM CyO’ €KTa 3BEpHEHHS PO HAJICKHICTh MOPYIICHOTO HUM MUTAHHS 10
KOMIIETEHIII] IEHTPY;,

KOHCYJIbTYE CYO €KTIB 3BEpHEHHS IIOJ0 IMOPSAKY BHECEHHs IulaTH (aaMiHiCTpaTMBHOTO 300py) 3a
HaJaHHS TUIATHUX aJMIHICTPATUBHHX TMOCIYT, Hajaa€e 1H(GOPMAII0 MPO IJIATDKHI PEKBI3UTH IJIs CILIATH
aJIMIHICTPATUBHOTO 300DY;

Hajae iHIY iH(GOpMaLil0 Ta JONOMOTrY, HIO HEOOXigHI Cy0'€KTaM 3BEpPHEHHS OO0 HpuioMmy ix
aZIMIHICTPATOPOM.

20. Opran, mo yTBOpHMB IIEHTP, CTBOPIOE Ta 3abe3reuye poOOTy BeO-caTy HEHTPy abo OKpeMoro
PO31iy Ha CBOEMY BeO-caiiTi, e po3MilnyeTbest iHpopmartis, 3a3HadeHa B myHKT1 12 iiporo [IpumipHOTro
perIaMeHTy, a TaKOX BIJIOMOCTI IIPO MICII€ pO3TallyBaHHS LEHTPY, HAUOIMKYl 3yMUHKA TPOMAJICHKOTO
TPAaHCHOPTY, MiJ i3HI IUIAXH, MIiCIIsl MAPKyBaHH, 1HIIa KOPUCHA JUIS Cy0’ €KTiB 3BepHEHHS 1H(pOpMaIlis.

21. Tudopmarris, sika pO3MIIIYETbCS B NPUMIIIEHHI IeHTpY (B TOoMy 4Hcal Ha iHpOpMAIfHUX
TepMiHaJlax) Ta Ha BeO-caiiTi, IOBUHHA OyTH aKTyaJIbHOIO 1 TOBHOIO.

[Hdpopmartis Ha BeO-caiTi IIEHTPY Ma€e OYTH 3pYYHOIO JIJIs TTONIYKY Ta KOTMIIOBAHHS.

22.Cy0’ ekTaM 3BepHEHHS, K1 3BEpHYIIUCS JI0 IIEHTPY 3 BUKOPUCTAHHIM 3aC00IB TEIEKOMYHIKAIIITHOTO

3B's13Ky (Tene)OoHy, CNEKTPOHHOI TMOIITH, IHIIUX 3aco0iB 3B's3KYy), 3a0€3MEUyEThCS MOMXKIIHUBICThH
oTpuMaHHs iH(opMallii mpo HagaHHS aIMIHICTPATUBHUX IOCIYr LEHTPOM Yy CMociO, aHaJoTidYHUN
croco0y 3BEpHEHHS.



KepyBanHs ueproro B 1IeHTpi

23.3 meTo10 3a0e3MeUeHHs 3pyYHOCT] Ta ONEPaTUBHOCTI 0OCITYyroBYBaHHs Cy0’ €KTIB 3BEpPHEHHS Y LIEHTPI
BXKUBAIOTHCS 3aXO0/IH TSI 3aI100iraHHsT YTBOPEHHIO YepTH, a y pasi I yTBOPEHHSI - ISl KePYBaHHSI YeProlo.

24. 'V pa3i 3anpoBaJpKEHHST aBTOMAaTH30BaHOI CHUCTEMHU KEPYyBaHHS 4YEpPror CyO’€KT 3BEpHEHHS IS
npUHOMy aJIMiHICTPATOPOM LEHTPY PEECTPYETHCS 3a JOMOMOTOI0 TEpMiHANa B TaKid CUCTEMi, OTPUMYE
BIJIMOBIIHAIM HOMEp Y Yep3l Ta OUiKye Ha MpUKiOM. ABTOMAaTH30BaHA CHCTEMa KEPYBAHHS YEProl0 MOXKE
nepenbavaTy nepcoHipikoBaHy peecTpaiiro cy0’ €kTta 3BepHeHHS (i3 3a3HAYCHHSM MOTO Mpi3BHINA Ta
iMeHi).

25. YV 1ueHTpi MOXe 3HIMCHIOBATHCS TMONEpPEeAHiN 3amuc cy0’€KTIB 3BEpHEHHS Ha MPUHOM 10
aJMiHICTpaTopa Ha BHU3HAueHy Jary Ta yac. llomepenniil 3amuc Moxke 3IIHCHIOBAaTHCA HUISIXOM
0COOMCTOrO 3BEpHEHHS 10 IHEHTPY Ta/abo eneKTpoHHOI peecTparlii Ha BeO-caiiTi ueHTpy. I[IpHitom
Cy0’ €KTiB 3BEpHEHHS, SIKI 3apPEECTPYBAIHCS IIISTXOM MOMEPEIHBOTO 3aMKCY, 3MIHCHIOETHCS y BH3HAYCHI
KEPIBHUKOM IICHTPY T'OJINHHU.

26.1lenTp MOXKeE 31HCHIOBATH KEPyBaHHS YEProlO B IHIINUN CIIOCIO, TapaHTYIO4H TOTPUMAHHS IPUHITUITY
piBHOCTI Cy0’ €KTiB 3BEpHEHHSI.

[TpuiiHATTS 3asBH Ta IHIIMX JOKYMEHTIB y IIEHTpi

27. IpuifHATTS BiX Cy0 €KTa 3BEpHEHHS 3asBH Ta IHIIUX JIOKYMEHTIB, HEOOXIAHHMX JJs HaJIaHHS
aJIMIHICTPAaTUBHOI MOCIHYrH (mami - BXIOHHEA [MakeT JAOKYMEHTIB), Ta IMOBEPHCHHS IOKYMEHTIB 3
pe3yabTaTOM HaJaHHS aaMIHICTPaTUBHOI moCiayru (mayi - BUXITHHHA MAKeT JOKYMEHTIB) 3IHCHIOETHCS
BHUKJTFOYHO B IICHTPI.

28. IIpuiHATTS Bijg CyO’ €KTIB rOCTONAPIOBAHHS 3asBH MPO BUAAYY JOKYMEHTIB JO3BUILHOTO XapaKTepy

Ta IOKYMEHTIB, 110 IOJAI0ThCS 0 Hel, AeKIapallii BiAMOBITHOCTI MaTepialbHO-TEXHIYHOI 6a3U BHMOTaM
3aKOHOJIaBCTBa, BuAada (mepeodopMIIeHHS, BHaa4Ya AyOIiKarTiB, aHyIIOBAaHHS) JOKYMEHTIB J03BIIBHOIO
XapakTepy, ki opopMIIeHI pPerioHaTbHUMHU Ta MICIIEBUMHU JO3BUIBHUMH OpPraHaMHM, Ta 3apeecTPOBAHHUX
JeKJapaii 3A1MCHIOITECA BiAMOBiAHO 10 3akoHy Ykpainm “IIpo mo3ButbHY cuctemy y cdepi
rOCIOAAPCHKOT isTBHOCTI.

29. Cy0’'eKT 3BepHEHHS Ma€ NpPaBO IOJATH BXIJHUNA MakeT JOKYMEHTIB y LEHTpi 0coOMCTO, uepes
YIIOBHOBKEHOTO MpPEJCTaBHMKA, HAIICIaTH HOro momTor (PEeKOMEHIOBAaHUM JIUCTOM 3 OIKCOM
BKJIQJICHHS) a00 B mepeq0adeHUX 3aKOHOM BHITQJKaX 3a JOMOMOTOK 3acO0IiB TEIEKOMYHIKAI[ITHOTO
3B’ SI3KY.

30. V pa3i koiM BXITHUW TAKET JOKYMEHTIB IMOJAETHCS YIMOBHOBAKCHHM TPEICTABHUKOM CY0’ €KTa
3BEpHEHHS, MpeJ SIBISIOTHCS JOKYMEHTH, IO MOCBITUYIOTh 0CO0Yy MpeACTaBHUKA Ta 3aCBIAUYIOTH HOTO
TIOBHOBQ)KCHHSI.

31. AnMiHICTpaTOp LEHTPY NepeBips€ BIAMOBIAHICT, BXIAHOTO MakKeTa AOKYMEHTIB iH(OpMaIliiHii
KapTLi aJMiHICTPaTUBHOI MOCIYTH, Y pa3i MOTpedU Hagae JOMOMOTY Cy0’ €KTOBI 3BEpHEHHSI B 3alIOBHEHHI
OyaHka 3asBU. Y pa3l KOJMU CyO €KT 3BEpPHEHHS IMPUITYCTUBCS HETOYHOCTEH a00 MOMWIKM Mg dac
3aroBHEHHS ONlaHKa 3asiBH, aJIMiHICTPATOp MOBIAOMIIsE Cy0’ €KTOBI 3BEpHEHHS IPO BIAIMOBIIHI HEIOJIIKU
Ta HaJa€ HEOOXiHY JOIOMOTY B iX YCYHEHHI.

32.3as1Ba, 10 MOAAETHCS I OTPUMAHHS aIMIHICTPATUBHOI IMOCIYTH, TOBUHHA MICTHTH JI03B1JI Cy0’ €KTa
3BepHEHHS Ha 00pOOKY, BUKOPHUCTAHHS Ta 30epiraHHs HOro MepcoHaJIbHUX JaHUX Y MEXax, HEOOXITHUX
JUTSL HAJIAHHS aJIMIHICTPaTUBHOT TIOCITYTH.

33. AaMiHICTpaTOp ILEHTPY CKJIAJa€ OMHC BXIAHOTO TAKeTa IOKYMEHTIB, y SIKOMY 3a3Ha4ar0ThCS
iHpopMalist mpo 3asgBy Ta MEpeNiK JOKYMEHTIB, MOJAHHX CYyO €KTOM 3BEpHEHHsS J0 Hei, y IBOX
MIPUMIPHUKAX.



34. Cy0’ eKTOB1 3BEepHEHHSI HA/IA€THCSI MPUMIPHHUK OIMKCY BXITHOTO MaKeTa JOKYMEHTIB 3a MiJIIMHUCOM 1 3
IPOCTaBJICHHSM Ie4aTKy (IITamIia) BiIIOBIHOTO aIMIHICTpaTopa EHTPY, @ TAKOXK BIIMITKH PO JaTy Ta
yac foro ckiaaeHHs. J[pyruii mpuMipHUK OMUCY BX1JHOTO MaKeTa JOKYMEHTIB 30€piracThcs B MaTepiaiax
CTpaBH, a y pasi 3A1iCHEHHS B IEHTP1 €JIEKTPOHHOTO JOKYMEHTOOOITY - B €IEKTPOHHIH (hopmi.

35. AamiHicTpaTtop HEHTPY Mij Yac OTPUMAHHS BXiJHOTO MakeTa JOKYMEHTIB 3000B’a3aHUl 3’sCyBaTH
NPUUHATHUNA i Cy0’€KTa 3BEpPHEHHS CIOCIO WOro TOBIIOMJICHHS TMPO pe3yibTaT HaJaHHA
aJIMIHICTPAaTUBHOI TOCIYTH, a TaKOoX crocid mepenadi cyO’ €KTOBI 3BEpHEHHsS BHXIJHOTO TIaKeTa
JOKYMEHTIB (0COOMCTO, 3ac00aMH TOIITOBOIO a00 TEIEKOMYHIKAI[IHHOTO 3B’ A3KY), PO M0 3a3HAYAETHCS
B OMKCI BXiTHOTO MaKeTa JOKYMEHTIB y NanepoBiii Ta/abo enexTpoHHiit Gopmi.

36. AaMmiHiCTpaTop LEHTPY 3IIHCHIOE PEECTpallif0 BXITHOTO IMaKeTa JOKYMEHTIB IUISXOM BHECEHHS
JAHMX JI0 XKypHaIy peectpatlii (y mameposiii Ta/abo enexTpoHHiit ¢popmi). ITicis BHECEHHS aHUX CrIpaBi
IIPUCBOIOETHCS HOMED, 32 SKUM 3A1HCHIOEThCA 11 11eHTHdIKaIis Ta KUl (QiKCyeThesl Ha OJIaHKY 3asBU 1 B
OTIHMCI BXiJHOTO MaKeTa JOKYMEHTIB.

37.Y pa3i KoM BXIIHUHA MAaKeT JOKYMEHTIB OTPMMAHO 3aco0aMu TOIITOBOTO 3B’ 53Ky 1 BiH HE MICTUTh
iHpopMmanii npo NpUHHATHUN a7 Cy0’ €KTa 3BEpHEHHs CIOCIO HOTro MOBITOMIJICHHS, aIMiHICTPATOP
IEHTPY HE Ti3HIIIe HACTYITHOTO poOOYOTo JHS HaJCUiae Cy0’ €KTOBI 3BEPHEHHS OMHC BXIJHOTO TMaKeTa
JOKYMCHTIB €JICKTPOHHOIO TOmTOK (Ta/abo #oro BiJCKaHOBaHY KOIMIKD) Y IHIIMMHU 3aco0aMu
TEJIEKOMYHIKAI[IHOTO 3B’ S3KY.

38. ITicnsa peectpartii BXiAHOTO MaKeTa JOKYMEHTIB aJMIHICTpaTOp HEHTPY (HopMye CIpaBy y ManepoBii
ta/abo eneKTpoHHiIi GopMi Ta B pa3i moTpedu 3/iiCHIOE ii KomitoBaHHS Ta/abo CKaHyBaHHS.

39. [ndopmarniro npo BUMHEHI Jii aAMiHICTPaTOp HEHTPY BHOCUTH JI0 JHCTA PO MPOXOKEHHS CIIPAaBU Y

narepoBiii Ta/abo enekTpoHHii ¢opmi (KpiM BHIAAKIB, KOJH aJMIHICTpaTop € Cy0 €KTOM HaJaHHS
anMiHICTpaTUBHOI TOCHyru). JIMCT TMpo TPOXOMKEHHS CHpPaBH TaKOXK MICTUTh BIIOMOCTI TPO
MOCTIIOBHICT il (eTamiB), HEOOXiMHUX JUIS HAAaHHS aIMiHICTPATHBHOI IOCIYTH, Ta 3alyd4eHHX
cy0’ €KTiB Ha/IaHHS aIMiHICTPATUBHUX MOCIYT.

OmnpairroBadHs cripaBu (BXiIHOTO MaKeTa JOKYMEHTIB)

40. Ilicma BumHEHHS M1, mepeadadyeHux mnyHKTamu 27-39 nporo IlpumipHOro periameHty,
aJMIHICTpaTOp WEHTPY 3000B’S3aHMU HEBIAKIAJHO, allé HE Ti3HIille HACTymHOro po0Oodoro mHs,
Hajiciaatu (mepeaard) BXiAHUEM MakeT AOKYMEHTIB Cy0' €KTOBI HaJaHHS aJMIiHICTPATHBHOI IMOCITYTH, 0
KOMITETEHIII] IKOT0 HAJIC)KUTh MUTAHHS MPUHHATTS PILICHHS y CIpaBi, PO 110 pOOUTHCS BIAMITKA B JIUCTI
PO MPOXOJDKSHHS CHpaBH 13 3a3HAYCHHSAM 4Yacy, JaTH Ta HaWMEHyBaHHS CyO0 €KTa HaJ aHHS
aJIMIHICTPaTUBHOI TOCJIYrd, J0 SKOro 1 HaJAicJaHO, Ta MPOCTABICHHIM TIeYaTKu (IITama)
aZMiHICTpaTOpa, IO MepeaaB BiAMOBIIHI JOKYMEHTH.

41. Ilepenava cipaB y mamnepoBiii (opmi Bi HEHTPY A0 CyO €KTa HaJaHHS aJIMIHICTPATUBHOI MOCIYTH
3MIHCHIOETHCSA B TOPSAKY, BU3HAUEHOMY OPraHOM, IO YTBOPHB LIEHTp, ajié HE MEHIIE HIX OJUH pa3
OpOTSIrOM pOOOYOro [JHS, NUIIXOM JIOCTABKM TMPAILiBHUKOM IICHTPY, HAJCWJIAHHS BiJCKAaHOBaHHX
JIOKYMEHTIB 3 BUKOPHCTaHHSIM 3ac001B TeIEKOMYHIKAI[ifHOTO 3B’ 513Ky 200 B 1HIIHUIA c110CiO.

42.1licnst OTpUMaHHS CIIpaBU CyO’ €KT HaJaHHS aJMIHICTPATUBHOI IMOCIYTH 3000B’ I3aHUI BHECTH 3aInC
npo i1 OTpMMaHHs 13 3a3HAa4YeHHSM JlaTH Ta 4Yacy, MpI3BUINA, 1IMEHI, MO OaThbKOBI BiAMOBIAAIBHOI
110CaJ0BO1 0COOM 10 JIMCTA PO MPOXOKEHHS CIIPABH.

43. KonTposip 3a JOTpUMaHHAM CyO €KTaMW HaJaHHS aJMIHICTPATHBHHUX TOCIYT CTPOKIB PO3IIISALY
CripaB Ta NPHUUHATTS pIlIeHb 3IIACHIOETHCS aAMIHICTpATOpaMH IIEHTPY BIAMOBITHO 10 PO3MOILTY
000B’ A13KiB 32 PIICHHAM KEpiBHUKA LEHTPY.



44.Cy0’ eKT HaJaHHS aAMIHICTPATUBHOI TOCTYTH 3000B’ I3aHUIA:

CBO€YACHO 1H(OPMYBATH LIEHTP IPO MEPEUIKOAN Y TOTPUMAHHI CTPOKY PO3IJISAY CIIPaBH Ta MPUHHATTI
pillieHHs, 1HII TPOOJIEMH, 1110 BUHUKAIOTH 11 Yac pO3IJIsIAY CIIPaBH,

HajaBaTH iH(OpMaIlifo Ha YCHHUH a00 MUCHMOBHi 3amuT (y TOMY YHCIT IUISIXOM HaJICHIIaHHS Ha ajpecy
€JIEKTPOHHOI MOIITH) aJMIHICTpaTOpa HEHTPY MPO XiJ PO3TIISAY CIPaBH.

VY pasi BusiBJICHHS (aKTy MOPYIICHHS BUMOT 3aKOHOJABCTBA IIOA0 PO3IJISAY ClpaBH (CTPOKIB HATaHHS
aJIMIHICTPATUBHOI TOCIIYTH TOIIO) aAMIHICTpaTop MEHTPY HEBIAKIAAHO iHPOPMYE PO IIe KepiBHUKA
LEHTDY.

[lepenaua BUXiJHOTO MaKeTa JOKYMEHTIB Cy0’ €KTOBI 3BEpHEHHS

45. Cy0’ eKT HaJaHHS aJMIHICTPATUBHOI MMOCTYT'M HEBIJIKIAAHO, aje HE Mi3HIlIe HACTYMHOro poO0vYoro
IHS Ticias ohOpPMIICHHsI PE3yJIbTaTy HaJaHHs aaMIHICTPATUBHOI TOCIyTH, (OpMy€e BUXITHHHA MaKeT
JIOKYMEHTIB Ta Iepela€ Horo 10 HEHTPY, MPO M0 3a3HAYAETHCS B JIMCTI PO MPOXOIKEHHS CIIPABH.

46. AnMiHiCTpaTOp LEHTPY HEBIAKIAAHO Yy JIeHb HAIXOKEHHS BHUXIJHOTO MakKeTa JOKYMEHTIB
MOBIIOMJISIE TIPO  pe3yJIbTaT HaJlaHHSA aJMIHICTPATHBHOI TOCIYTHM CyO’ €KTOBI 3BEpPHEHHS y CIOCIO,
3a3HaYCHMUI B OIKCI BXiJHOTO MaKeTa JJOKyMEHTIB, 3/1IICHIOE peecTpallilo BUX1AHOTO MaKeTa JTOKyMEHTIB
IIISIXOM BHECEHHS BIJIOBIIHUX BIIOMOCTEH [0 JHCTa TPO TPOXO/KECHHS CIpPaBH, a TaKOX [0
BIIMIOBITHOTO PEECTPY B MAIEPOBiii Ta/abo eNCKTPOHHIN (HOpMi.

47. BuxigHuii makeT JOKYMEHTIB MepPeIaeThCsl Cy0' €KTOBI 3BEPHEHHSI OCOOMCTO IMiJl PO3MHUCKY (y TOMY
YKCIIi Oro yIOBHOBAaXXCHOMY IPEACTABHUKOBI) Y pa3i mpei BJACHHS JOKYMEHTA, IO MOCBIAYyE 0CO0Y
ta/abo 3acBiguye HOro MOBHOBAXEHHS, a00 y BUIMAJIKaX, Nepe10adeHNnX 3aKOHOAABCTBOM, TIEPEIAETHCS B
IHITUH TPUHHATHUHN U1 Cy0’ €KTa 3BE€pHEHHSI CIIOCi0.

[adopmartis mpo AaTy OTpUMaHHS BUXIAHOTO IMAaKeTa JOKYMEHTIB Cy0 €KTOM 3BEPHEHHS 30€piraeTbcs B
Mmarepianax CIpaBu.

48.V pa3i He3a3HAUYCHHS Cy0' €KTOM 3BEPHEHHS 3pYYHOTO Ui HHOTO CIIOCOOY OTPUMAaHHS BUXITHOTO
makeTa JTIOKYMEHTIB a00 HOro HEOTpUMAHHS B IIEHTPI MPOTATOM JBOX MICAIIB BiJMOBIIHI JTOKYMEHTH
HAJICUJIAIOTHCS Cy0' €KTOBI 3BEpHEHHS 3aC00aMU MOIITOBOTO 3B’ sI3KY. Y pa3i BiICYTHOCTI BIJOMOCTEH Mpo
Mmiciie mpokuBaHHS (MICIE3HAXO/KCHHS) Cy0 €KTa 3BEpHEHHS Ta 1HINOI KOHTAKTHOI iH(opMarrii
BUXITHUI TaKeT JOKYMEHTIB 30€piraeTbcs MPOTATOM TPUMICSIYHOTO CTPOKY B IEHTPI, a MOTIM
NepeaacThCs s apXiBHOTO 30epiraHHsl.

49.V pa3i KoM aIMiHICTpaTUBHA MOCITYra HaJa€ThCs HEBIIKIAIHO, aJMIHICTPATOP IEHTPY PEECTPYE
iH(pOpMaIlifo PO pe3yiabTaT PO3IisaAy chpaBd B kypHaui (y mameposiii Ta/abo enekTpoHHIH (opmi),
HeraitHo opMye BUXIIHHI MaKeT JOKYMEHTIB Ta Iepenae Horo cy0’ €KTOB1 3BEpHEHHS.

50. BiamoBizanpHICTh 32 HECBOEYACHE Ta HEHAJICKHE HAJaHHSA aJMIHICTPAaTHUBHUX TOCIYT HECYTh
cy0’ €KTH HaJlaHHS TAaKUX MOCIYT Ta B MEKaX MOBHOBAXEHB a/IMIHICTPATOPH 1 KEPIBHUK LIEHTPY.

51. [ndopmaris Ipo KOXKHY HaJaHy aMIiHICTPAaTHBHY MOCIYTy Ta CIpaBy y mamnepoBiil (komis) Ta/abo
CJIEKTPOHHI# (BiZcKaHOBaHI JOKYMEHTH) (opMi, 30KpeMa 3asiBa Cy0’ €KTa 3BEpHEHHS, Pe3y/IbTaT HaJaHHS
aJIMIHICTPATUBHOI OCIYTH Ta IHII JOKYMEHTH, BU3HAUYEHI OPTaHOM, 1110 YTBOPHUB LIEHTP, 30epiracTbes y
HEHTPI.

VYci Marepianu cripaBu 30epiraloThes y cy0’ €KTa HaJgaHHS aAMiHICTPATUBHOI OCIYTH.



