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YKPAIHA
YUEPHITIBCbKA OBJIACHA JOEPXABHA AJIMIHICTPAILIA
JEMNAPTAMEHT IHOOPMANINHOI JISIJIBHOCTI
TA KOMYHIKAIIIA 3 TPOMAJICBKICTIO

HAKAS3

BiJ 2023 p. M. UepHiriB No

Ilpo énecenns 3min
00 Ilopaoky éedennsn
dinoeoocmea 6 /lenapmamenmi

Kepytouuce nocranoBoro Kabinety MinictpiB Ykpainu Big 17.01.2018 Ne 55
«/lesakl mUTaHHS JOKYMEHTYBAaHHS YIPaBIIHCHKOI MISUIBHOCTI», PO3MNOPSAIKEHHSIM
rojloBu oOmacHOi gAepkaBHOiI aamiHicTpamii Big 15.05.2020 Ne 250 «IIpo
3aTBepKeHHsI [HCTpyKIiii 3 AioBojAcCTBA B YUEpHITBCHKINM 00MacHIM JepxaBHI
aJIMIHICTpAIlii», y 3B 43Ky 3 KaJI[pOBUMHU 3MIHAMU Ta CIIy>kOOBOIO HEOOX1THICTIO

HaKa3sy Io:

1. Buectu 3MiHu 10 Ilopsiaky mOpoxoJKeHHs TOKyMEHTIB B J[lemapTameHTi
1H(pOpMaIIIHOT TISTBHOCTI Ta KOMYHIKAI[IF 3 TPOMa/IChKICTIO YepHITiBChbKO1 00IaCHO1
JEp’KaBHOI aJMIHICTpallil, 3aTBEP/UKEHOr0 HakKa3oM JupekTopa JlemapraMeHTy
1H(pOpMaIIIHOI TISUTBHOCTI Ta KOMYHIKAIIl 3 TpOMaJIChKICTIO YepHITiBChbKO1 00IaCHO1
nepkaBHoi anminicTpartii Big 13 mumas 2020 poky Ne 53 «IIpo mopsiaok BeacHHs
JJI0BOJICTBA B [lenmapTamMeHTi», BUKJIABIIN HOTO Y HOBIM peNaKIlii, 10 J0A€THCS.

2. Baectu 3MiHu 10 MyHKTY 4 Haka3y nupekropa JlemnaprameHty iHpopMamiiHoi
JISJIBHOCTI Ta KOMYHIKaIli 3 rpoMajchkicTio UepHIriBchbKOi 00JIacHOI Aep:KaBHOT
aaminictpamii Big 13 mumas 2020 poky Ne 53 «IIpo mopsimok BeeHHS A1JI0BOJICTBA B
JlenapTamMeHTI», BUKJIABIIN MOTO Y HOBIM pelaKIlii:

«4. BusHaunt 0co0010, BIANOBIZAJIBLHOIO 3a BEACHHA II0OBOACTBA B
JlenapTameHTi, HaYaJIbHUKA BIAJAUTY J1J0BOJCTBA, FOPUAMYHOI Ta KaJpOBOi poOOTH —
IOPUCKOHCYNBTA JlermapTamMeHTy.».

3. HauanpHuky BiIaily [iTOBOACTBA, IOPUAMYHOI Ta KaApoBOi poOOTH —
opuckoHcynbTy  Jlemapramenty  Karepuni €MEJIBAHEHKO  o3naiiomutu
npailiBHuKiB Jlenmapramenty 13 [Topsakom npoxoKeHHs TOKyMEHTIB B JlemapTaMeHTi
1H(pOpMaIIHOT TISTBHOCTI Ta KOMYHIKAI[IH 3 TpOMaIChbKICTIO YepHITiBChbKOT 001aCHOT
JIep>KaBHOI aJIMIHICTpaLIii.

4. KoHTpOITh 32 BUKOHAHHSM [ILOTO HaKa3y 3aJIMIIAI0 32 COOOTO.

Hupektop Annpiit [IOJOPBAH



3ATBEP/I’KEHO

Haka3s nupekropa [lenaprameHnty
1H(pOpMaLIHOT NISITFHOCTI Ta
KOMYHIKaIII 3 TPOMaJICHKICTIO
UYepHiriBcbkoi 06J1acHOT
JIepKaBHOI aIMiHICTpaIlii

14 muoas 2020 poky Ne 53

(B penakiii HaKa3 TUpPEeKTopa
JlemapraMeHTy

2023 poky Ne )

[HOPAOK
MPOXOJ/IPKEHHS TOKYMEHTIB B JlenapTameHnTi 1H(opMaIiiiHoi 1isUIbHOCTI Ta
KOMYHIKaI[lil 3 TpOMaJChKICTIO YepHITIBChKOI 00JIACHOI JepKaBHOI aAMIHICTpaIli

1. le#t Tlopsmox mpoxo/KeHHs JOKYMEHTIB B JlemaprameHTi iHpopMaliiHOi
JISJIBHOCTI Ta KOMYHIKaIlil 3 rpoMajchkicTio UepHIriBchbKoi 00JIacHOI Aep:KaBHOT
aamiHicTpamii (mam — JlemaprameHT) BU3Ha4Ya€ OCOOJMBOCTI CTBOPEHHS Ta
MPOXO/KEHHA JOKYMEHTIB B JlemapraMeHTi, OKpiM THX, 10 BHU3HA4YCHI
PO3MOPSIIPKEHHAM TOJOBH  YepHIriBCbkoi 00JacHOi Jaep:kaBHOI — ajMiHICTparlii
B111 15.05.2020 Ne 250 «IIpo 3arBepaxenHs [HcTpyKuii 3 11710BoicTBAa B UEpHITIBCHKIM
oOJlacHii eprKaBHIN aaMiHICTpaIlii» 31 3MIHAMU Ta JOTIOBHEHHSIMH.

2. OcHoBHa (popma MpOBaKEHHSI TIJIOBOACTBA B JlemapTaMeHTi € eneKTpOHHA.

Oco0auBOCTI Oprasizauii JJI0BOJACTBA 3 JOKYMEHTAaMH, 10 MICTATh 1H(OpMaIlio
3 00OMEXEHUM JOCTYIOM, JIUIOBOJCTBA 32 3BEPHEHHSIMHU TPOMAJsSH, 3allUTaMH Ha
ny0JIiuyHy 1HPOpPMAIliI0 BUBHAYAIOTHCSI OKPEMUMH HOPMATUBHO-TTPABOBUMU aKTaMHU.

3. 3a0e3meyeHHsT  KOHTPOJIO  BEJIEHHS  JAUIoBojACcTBa B JlemaprameHTi
MOKJIAJA€ThCsl HA HaYaJIbHUKA BIJAUTY IJIOBOJICTBA, IOPUANYHOI Ta KaIpOBOi poOOTH
— IOpUCKOHCYNbTa JlemapTaMeHTy, a Oe3rnocepenHsi peecTpallis BXiIHOI Ta BUXITHOT
KopecnoHieHlii JlemapraMeHTy, MOCTaHOBKAa JOKYMEHTIB Ha KOHTPOJb B CHUCTEMI
CJICKTPOHHOTO JOKYMEHTOOOITY — Ha TOJIOBHOTO CIeIliajicTa BIIIUTY IiJOBOJICTBA,
IOPUIUYHOI Ta KaipoBoi poboTy JlemapraMeHTy (J1aji — TOJIOBHHMA CTICIHaICT BIALTY
TTOBOJICTBA).

4. Peectpariis Ta MPOXOKEHHS JOKYMEHTIB B [lemapTamMeHTI MpOBOIUTHCA 3a
JIOTIOMOT'OI0 CHCTEMH €JIEKTPOHHOTO JIOKYMEHTOOO0IrY.

5. loctaBka JOKyMeHTIB 10 JlemapTaMeHTy 3I1HCHIOETbCS 4Yepe3 CHCTEMY
€JIEKTPOHHOTO JOKYMEHTOO0OITy, a TaK0XX 3 BHUKOPHUCTAHHSM 3ac00iB TMOIITOBOTO
3B’S13Ky (B TOMY YHUCH1 €JEKTPOHHOI TOIITH), Kyp €PChbKOI0 Ta (Pesib]l’erepchKoro
CITY>0010.



6. 3aranbpHa KOPECOHIEHITIS, IO HATXOAUTH A0 JlenapraMeHTy, mpuiMaeThCs Ta
pPeECTPYETHCS TOJIOBHUM CHEIIaliCTOM BIUIUTY ILTOBOJCTBA, B TOMY YHCIIi 3BE€PHEHHS
(3as1B1, MPOTO3HIIii, CKAPTH) TPOMAJISH.

JoxymenTu 3 rpudoM «Jlst cimy:xk00BOro KOPUCTYBAaHHS», 3alIUTH Ha MyOIIYHY
iHbopMaIlito, 3aUTH Ta 3BEPHEHHS HAPOJHUX JACMyTaTiB, JACMyTaTiB MICLEBUX pal,
3asBM MpaliBHUKIB JlemapTaMeHTy NpUUMAaIOThCS Ta PEECTPYIOTHCS HauaIbHHUKOM
BIJAULY JIIJIOBOJACTBA, IOPUAMYHOI Ta KaJpoBOi POOOTH — HOPUCKOHCYJIBTOM
JlenaprameHTy.

7. ToyloBHMI criemiaylicT BTy JUIOBOJICTBA PO3IJILAaE KOPECIIOHSHII0 Ha
HasBHICTh YCIX HEOOXIJHUX PEKBI3WUTIB, JOJATKIB Ta BKJIaJeHb 10 KOHBEPTIB,
3MIMCHIOE iX peecTpamito. Y pas3l HEBIAMOBIAHOCTI JIOKYMEHTH TOBEPTAIOThCS
BIJINPAaBHUKY.

8. Ilicms peectpallii TOKYMEHTH HAJCUJIAIOTBCS HA PO3MIISIA  AUPEKTOPY
HenapramenTy abo mnpoduUIbHOMY 3acTyMHUKY JUIsl HaKJIaJeHHS EJIEeKTPOHHOI
PE30JII0II1T Ha HUX.

9. EnexTpoHHA pe30JIiomisl CKIATAEThCSA 3 TAKUX PEKBI3WTIB: MPI3BHINE, BIACHE
IM’s. BUKOHAaBIlSl (BHKOHABI[IB) y JaBajJbHOMY BIJIMIHKY, 3MICT JOPYYEHHS, CTPOK
BUKOHAHHS (B pa3i HEOOX1THOCTI).

B enekTpoHHIN Pe30JroIii A0 €IeKTPOHHOTO JOKYMEHTa, II0 HE MAa€ CTPOKY
BHUKOHAHHS, 3a3HAYCHHS CTPOKY BUKOHAHHS HE BUMAra€eThCsl.

VY pa3i BCTAaHOBJEHHS KOHTPOJIbBHMX TEpPMIHIB BHKOHAHHS JOKYMEHTa B
CJICKTPOHHIM PEe30JIIOIli 10 HBOTO 3a3HAYAETHCS TOJOBHUM CIICIAiCT BiIALTY
JIJTOBOJACTBA IIJISAXOM JoJiIaBaHHA MapuipyTy «Ha KOHTposb» [j11 IOCTaHOBKHU
JTOKYMEHTa Ha KOHTPOJIb.

["'onoBHMM BUKOHABIIEM JIOKyMEHTa € 0c0o0a, 3a3HadyeHa nepiiorw. [i HagaeThes
MPaBO CKJIMKATH 1H(OPMAITLIO BiJI IHIIIUX BUKOHABIIIB.

VY pasi HeoOXiTHOCTI KepIBHUKHU CTPYKTYPHHUX MiApo3naiiaiB JlemapraMmeHty, ski
pO3IIIAAl0Th JOKYMEHT B JlemapTraMeHTi, HakJIaJalTh HAa HBOTO EJIEKTPOHHI
PE30JIIOIIil, B SIKUX BH3HAYalOTh BIATMOBIJAILHUX BHKOHABIIIB Ta CITIBBUKOHABIIIB Y
MeXax IMiJAKOHTPOJIBHOIO CTPYKTYPHOTO MIApo3auTy JlemapraMeHTy.

10. SIkm1o eneKTpOHHUN JOKYMEHT PO3iCIaHo mpailiBHUKaM JlemapTaMeHTy ams
O3HAHOMJIEHHSI a00 MOTOJIKEHHSI 4Yepe3 CHUCTEMY EJIEKTPOHHOTO JTOKYMEHTOOOITY,
MpaIiBHUKU BHOCSTH BIAMITKY PO iX 03HAHOMIICHHSI/TIOTOXKEHHS (3ayBaXKeHHS).

11.Tlpo BUKOHAHHS €JIEKTPOHHOTO JOKYMEHTa TMpalliBHUK 3000B’s3aHUN
MOBIJIOMUTH, KEPIBHUKA, SIKUH PO3IMKCAB HA HHOTO IOKYMEHT, Uepe3 BKIAJKY «3BIT».

12. JlokymMmeHTH, 10 HAJCWIAIOTBRCA Ha y3arajdbHeHHsa [lemapTamenty,
PEECTPYIOTBCSI Ta 32 JIONOMOIOK CHCTEMH €JIEKTPOHHOTO JOKYMEHTOOOIry
HAIpaBJISAIOThCS Ha Oe3MocepefHit po3Misi Ta y3arajdbHEHHS BiAMOBIIAIIBHUM
nparfiBHUKaM JlemapTaMeHTy.



13. V pa3i HagXomKeHHSA JOKYMEHTIB B JPYKOBAaHOMY BUTJISAlI CTBOPIOETHCS iX
CJICKTPOHHA Komisg (IUIIXOM CKaHyBaHHA) Ta BOHHU 3aHOCSTHCS JIO0 CHCTEMHU
SJIEKTPOHHOTO TOKYMEHT000Iry. OpuTiHAIM 3a3HAYCHUX TOKYMEHTIB 3 TPOCTABJICHUM
peecTpalliifHiM HOMEpPOM Ta JaTol0 IEepPelaloThCs BIAMOBITAIBHUM BHKOHABIISIM
JlemapTaMeHTY 3TiHO 3 PE30JIIOLI€I0 KepIBHUIITBA [lemapTaMeHTy.

14. Buxigawii HOKyMEHT, WiarotoBieHuii B Jlemapramenti, mependadae
MepIIOYeproBe IMOTO/KEHHS TOJIOBHOTO CIIeIiajicTa BIJAUTY JAUJIOBOJICTBA dYepes
kabiHeT «KaHmemspis»: Micas TMIATOTOBKU MPOEKTY BHUXIJIHOTO JIOKYMEHTa
JlenapTamMeHTy BIANOBIIAIBHUN BUKOHABELb Jojae mapuipyT «Ha moromxeHHs»
aapecaty «KaHnenspis» B CUCTEMI €JIeKTPOHHOI0 JTOKyMeHTooOIry. [licis po3risamy
TOJIOBHMM CIICHIQIICTOM BIJIJITy JUIOBOJICTBA, y pa3l BIACYTHOCTI 3ayBa)KCHb,
JTOKyMEHT HampasisieTbesi «Ha mianucy nupexropy JlemapTamMeHTy 4epe3 CUCTEMY
€JIEKTPOHHOTO JOKyMeHTo00iry. [licns mianucy nokymenrta qupekrop JdenaprameHty
nonae Mapumpyt «Ha peectpauiro» angpecatry «KaHuenspis» uepe3 CUCTEMY
€JIEKTPOHHOTO JOKYMEHTOOOITY JUlsi MpPOBEIEHHSA MOJANbIIOi peecTpauii Ta
BIJIIPABJIEHHSI TOKyYMEHTa ajpecary. SIKIio y MiArTOTOBJIEHOMY HPOEKTI BUXITHOTO
JIOKYMEHTa TOJOBHUM CIEIIaJIICTOM BIIJUTY JUIOBOJCTBA ab0 0Oe3mocepeHbO
aupekTopoM  JlemapTamMeHTy  BHUSBIIGHO  HEIOJIKH, BIH TIOBEPTAETHCS  HaA
JTOOTIPAIOBaHHS! BUKOHABITIO 13 BMOTUBOBAaHUMU 3ayBa>KEHHSIMH.

15.V Bumaaxy MmiaAroTOBKH BHXIJHOTO JOKYMEHTa — BIJIMOBiAI Ha JOKYMEHT,
BIIMOBIAAIPHUN BUKOHABEIlb 3000B’sS3aHUN B KapTIll 3a3HAYUTH ATy 1 BXIJIHHUI
peecTpanifHuil HoMep JoKyMeHTa B JlemapTameHTi, Ha SIKUM HAJA€ThCs BIATOBIIb, Y
noui «Jlata» 1 «Jlo HoMepy».

16. V Bumaaky miIroTOBKU MPOEKTY BUXIJHOTO TOKYMEHTa Ha OJJaHKY 00JIacHO1
JIep’KaBHOI aJIMIHICTpallli B ENEeKTPOHHINM KapTIll, OKPIM IHIIOrO, 3a3HAYAETHCS
KOPOTKUH 3MICT JOKYMEHTa Ta BKa3yeTbCs HOMEp Ta JaTa peecTpallii JOKyMEHTa B
oOnacHii nepkaBHIA aJMIHICTpallil, HA BUKOHAHHS SKOrO MIJTOTOBJIEHO MPOEKT. B
IHIIMX BUIAJKAX B €JIEKTPOHHIN KapTIl MPOEKTY AOKYMEHTA, KU MiITOTOBJIEHO Ha
0J1aHKy 00JIaCHOT Aep>KaBHOT aIMIHICTpaIlli, 3a3HAaYAETHCS JIUILIE HOTO KOPOTKUM 3MICT.

17. TIpoeKT BUX1IHOTO JOKYMEHTa Ha OJ1aHKy 00JIaCHOT Iep>KaBHOT aAMIHICTpallli
nepeadoavae rnepuioueproBe MoroKEHHS TOJIOBHOTO CIieialicTa BTy JIJI0BOICTBA
yepe3 kalOiHeT «KaHuenspisi»: micisi miArOTOBKU MPOEKTY BUXIAHOIO JOKYMEHTa Ha
OJlaHKy 007acHO1 JIep>KaBHOI aJMIiHICTpaIlli BiJNOBIAAJIHLHUN BUKOHABEIh 10A€
mapuipyT «Ha moromxkenus» aapecary «Kauuemnspis» B CHUCTEMI €JIEKTPOHHOTO
TOoKyMeHTooOIry. Tlicis po3risiny rOJIOBHUM CIHEMIalicTOM BIJUTY IUIOBOJACTBA, Y
pa3i BiZICYTHOCTI 3ayBa)K€Hb, MOKYMEHT HampaBisieTbcsi «Ha mimmucy» mupextopy
JlemapTaMeHTy 4epe3 CHCTEMY €JEKTPOHHOIro aokymeHTooOiry. Ilicis migmucy
nokymeHTa aupektop Jemapramenty nomae mapmpyT «Ha BimmpaBky» aapecary
«Kannenspisy 4depe3 CHUCTEMY €JIEKTPOHHOTO JTOKYMEHTOOOITYy i TMOJAbIIOro
BIIMPABJICHHSI JIOKYMEHTa Ha MIANUC BH3HAYCHIM TmOCafoBid 0co01 00acHOi
JepKaBHOI ajMiHIcTpallii. SKIo y MiAroTOBJIECHOMY MPOEKTI BUXITHOTO JOKYMEHTA
TOJIOBHMM CIHEIIaICTOM BIIJIUTY AUIOBOJCTBa ab0 Oe3mocepeHb0 AUPEKTOPOM
JlenmapTaMeHTy BHSBJICHO HEMOJIKA, BiH TIOBEPTAETHCS HA JOONPAIFOBAHHS
BUKOHABITIO 13 BMOTHBOBAaHUMH 3ayBa)KEHHSIMH.



18. lonaTku HOPMATHBHO-TIPABOBOTO XapakTepy (MOJOXKEHHs, 1HCTPYKIIi,
IpaBuiia, MOPSIKUA TOIIO), IO 3aTBEPIKYIOTHCSI HaKa30M AUpEKTopa JlemapraMmenrty,
HOIAMUCYIOTBCA  KEpPIBHUKAMU  CTPYKTYpPHHX Mmipo3auniB  Jlemapramenty abo
YIIOBHOBAXCHUMH TpalliBHUKaMHu JlemapraMeHTy, SKUMH CTBOPEHO Haka3, Ha
JUITLOBOMY OOIIi OCTAHHBOTO apKYyIIIa JOAaTKa.

HavanpHUK BTy 11JIOBOJICTBA, FOPUAUIHOL

Ta KaJIpOBOi pOOOTH — FOPUCKOHCYIIBT

JenaprameHnTy iHGOPMAIIHHOT TISITBHOCTI

Ta KOMYHIKAII# 3 TpOMaJIChKICTIO

YepHiriBchbKo1 00J1acHOT Iep:KaBHOT

aaMiHICTpalil Karepuna EMEJIBAHEHKO



