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3acaay BUKOPHCTAHHA aBTOMATH30BAHOI CHCTEMH JOKYMEHTO00iry
CyMCBKOI0 OKpPYKHOT'0 aIMIHICTPATHBHOIO Cyy

1. 3arajJpHi moJoxeHHsa

1.1. 3acagy BHKOPUCTAHHS aBTOMATH30BAHOI CUCTEMH JOKYMEHT000iry CyMCBKOTO OKPYXHOTO
aJMIHICTPATUBHOTO cyay (nam - 3acaau) po3poOiieHl BiAMOBIAHO J0 BUMOI 3aKOHY YKpaiHuU
«IIpo cymoyctpiii i craryc cymmiB», Kolaekcy aaMiHICTpaTHBHOTO CyJOYHMHCTBAa YKpaiHH,
[Tono>keHHs PO aBTOMATHU30BAaHY CHCTEMY JTIOKYMEHTOOOIry Cyay, 3aTBEpIKEHOTO PIIIEHHSIM
Pamu cynniB Ykpainn 06.03.2025 N° 7 (mani - IlomokeHHS NMpPO aBTOMAaTHU30BaHY CHCTEMY
JIOKYMEHTOO00ITY Cyy).

1.2. ¥ CymcbKkOMy OKpPY)XHOMY aJMIHICTpaTUBHOMY CyAl (#ami - CyJ) BHUKOPUCTOBYETHCS
KOMIT t0TepHa nporpama «JlimoBoacTso cremnianizoBanoro cyay» (mami - KIT «JICC»).

1.3. KIT «/ICC» BUKOPHUCTOBYEThLCS BUKITIOUHO IS JOKYMEHTOOOITY Cyay, 00MiHYy iHpOpMAITiero
MIX CyAaMH Ta nepenadi iHpopmarii 10 HeHTpalbHUX 0a3 JaHUX.

1.4. Ins pyuxuionysanns KII «ZICC» B cyni 3abe3neuyeThes :

- CBOEYACHE BHECEHHSI JI0 aBTOMAaTHU30BaHOI CHUCTEMH JOCTOBIPHUX JaHuX (1H(opmaiii npo
CTaH PO3IJIAYy CYIOBOi CIIPaBH, €IEKTPOHHUX MPUMIPHUKIB CYI0BUX pillleHb, BiZIOMOCTEH PO
HaOpaHHS Cy/I0BUM PILICHHSM 3aKOHHOI CUJIU TOILI0) Ta HAIIPaBJIEHHS HEOOX1JHUX BIAOMOCTEN 10
€IMHOTO 1ep’KaBHOTO PEECTPY CYJOBHX PIIIEHB;

- CBO€YACHE HaJlaHHs (11030aBJIEHHS ) TTpaBa JOCTYITY 10 aBTOMATHU30BaHOI CUCTEMH i1
KOpUCTYBavaM;

- 3axXUCT 1H(pOpMaIlii aBTOMAaTU30BaHOI CUCTEMH B CY/I1;

- CBO€YACHE HAJICUJIaHHS 3ac00aMH €JIeKTPOHHOTO 3B’ 3Ky OPUTIHATIB €JIEKTPOHHUX
JIOKYMEHTIB CyAy (B TOMY YHCI1 TEKCTIB CYJJOBUX TOBICTOK y BUTIISAAI SMS-TIOB1IOMIIEHB )
y4acHHMKaM CyJI0OBOTO Mpoliecy (IpoBaKeHHs) 3a 1X 3asBKaMU;

- iHopMyBaHHS aAMiHICTpaTopa aBToMmaru3oBaHoi cuctemu Ta JCA Vkpainu mnpo
npo0IeMH, 1110 BUHUKAIOTH 11/l YaC BUKOPUCTAHHS aBTOMAaTU30BaHOI CUCTEMHU.

1.5. KIT «JICC» 3abe3neuye aBTOMaTHU3allil0 TEXHOJOTIYHUX MpoleciB 0OpoOku iHpopmaii B
CyJi, a caMe:

- peecTpallifo Ta pO3MOJALT BXiTHOI KOPECTIOHACHIIIT, PeeCTpallif0 BUXiAHOI KOPECTOH IEHIII1, a
TaK0X BHYTPILIHIX JTOKYMEHTIB CYAY;

- PO3MOAL CYI0BUX CIPaB MK CYISIMU;

- B3STTS. HA KOHTPOJIb Ta 3/1MCHEHHS KOHTPOJIIO 3a BUKOHAHHSAM BXIJHMX Ta BHYTPILIHIX
JOKYMEHTIB Cydy, I1H(OpMYBaHHS TOJOBH CYAY, KEpiBHHKa amapary Ccyay Ta oco0H,
BIJIMOB1IAJILHOT 32 ONPAIFOBAHHS JIOKYMEHTA, ITPO 3aKIHUEHHS CTPOKIB HOTO BUKOHAHHS,



- ¢bikcyBaHHS eTaliB MPOXO/KEHHS JOKYMEHTIB 70 iX mepenadi B €NeKTPOHHUU apxiB, a
TaKOX Tepeaadi CyJ0BHUX CIIPaB 3 OJHIET CyTIOBOT 1HCTaHIIIi 10 1HIIIOT;

- peecTpalio nporecyaabHUX Aiid Ta JOKYMEHTIB y CyIOBiH cIipaBi;

- KOHTPOJIb 32 JOTPUMaHHSIM IPOIECyalbHUX CTPOKIB PO3MIISALY CYIOBOi CIpPaBH Ta
iH(pOpPMYBaHHS TOJIOBYIOUOTO CY/I Ta TOJIOBH CyAy IPO 3aKiHYEHHS IIUX CTPOKIB;

- Bukopuctants KEII st mignucanHs opuriHainy eJIeKTpOHHOTO JOKYMEHTa CYY;

- OTIepaTHBHUI MONIYK CYIOBUX CIIPaB Ta JOKYMEHTIB 3a iX PeKBI3UTaMU;

- IHJIEKCAIII0 JOKYMEHTIB Ta 1X KOHTEKCTHUHN TMOIIYK;

- BUTOTOBJICHHSI Ta BUJA4y KOTMii CYJOBUX pillleHh Ta BAKOHABYMX JOKYMEHTIB Ha ITiICTaBl
JaHUX, [I0 MICTATHCS B aBTOMAaTH30BaHIM cHucTeMi, B TOMY 4YHCIi HaJCHJIAHHS 3acobamu
€JIGKTPOHHOTO 3B'A3KY OPUTIHANIB €JICKTPOHHUX CYJOBHX PIIICHB;

- 30epiraHHss TEKCTIB CYJOBUX PpIlIEHh Ta IHIIUX JIOKYMEHTIB, CTBOPEHHX Y
aBTOMATH30BaHIM CUCTEMI;

- BIJITPABKY OPUTiHATIB €IEKTPOHHUX CYJOBHX PillleHb A0 €IUHOTO JEPKABHOTO PEECTPY
CYZOBHUX PillICHb;

- Ha/IaHHS B YCTAHOBJICHOMY 3aKOHOM TOPSIKY iH(opMallii mpo cTaH po3riisay CyJOBHX
CIIpaB;

- MiArTOTOBKY Ta aBTOMAaTHYHE (OPMYBaHHS CTATUCTHYHHMX JaHUX, Yy3araJbHIOKOUUX,
AQHAITUYHUX TTOKA3HUKIB, OTPUMAHMX Ha IMiJCTaBi BHECEHOI /0 aBTOMAaTH30BAaHOI CHUCTEMHU
iH(opmarrii;

- nepenavdy CyJ0BUX CIIPaB JI0 EIEKTPOHHOTO apXiBY;

- HAJICUJIAHHS OPHUTIHAIIIB €JICKTPOHHUX JIOKYMEHTIB CY/Y JI0 IEpPYKaBHUX PEECTPIB Ta
iH(pOpMAaIIfHUX CUCTEM IHIIUX JIePKABHUX OPTaHiB 1 yCTAaHOB.

1.6. KopucryBauamu KII «/ICC» € cymmi, TOMIYHUKHA CYAJIB, MPAIiBHUKH amaparty Cyiy,
TEXHIYHUHA aJMIHICTpaTOp, (PYHKIIOHAIBbHI OOOB’S3KM Ta MpaBa SIKUX BU3HAYAIOTHCS HAaKa3oM
KEepIBHUKA arapary Cymay.

1.7. Kopucrysaui KII «JICC» BHOCATH 10 6a3u JaHUX aBTOMATU30BAaHOT CUCTEMH 1H(OpMAIIiio B
MeXax HaJlaHHUX iM IpaB.

1.8. Kopucrysaui KII «JICC» 3000B’s13aH1 3a0e3neuyBaTd KOHQIACHUIRHICT 1HPOpMaLii, ska
MICTUTHCSI B aBTOMATHU30BaHIM CHCTEM1 JIOKYMEHTOOO0ITy.

1.9. HezakonHe BTpydaHHS B pOOOTY aBTOMAaTH30BaHOI CHCTEMH JOKYMEHTOOOIry Cydy TATHE
Bi/JIMOBIAANbHICTh, YCTAHOBIIEHY 3aKOHOM.

1.10. INepcoHanbHy BiANMOBIIANBHICTE 3a 3a0€3ME€UeHHS HaJIEeKHOI opraHizamii (QyHKIIOHYBaHHS
aBTOMAaTH30BaHOI CHCTEMH B CYJIi HECE KePIBHHK amapary Cyay, a 3a 3a0e3nedeHHs ii HaJe)KHOTO
TEXHIYHOTO (PYHKIIOHYBaHHS - TEXHIUHUH aJIMiHICTpaTOp.

II. IlppuHOMIY BUKOPUCTAHHA aBTOMATH30BAHOI CHCTEMH JOKYMEHTO000iry cyay

2.1 BukopuCTaHHS aBTOMAaTHU30BaHOI CHCTEMH JOKYMEHTOOOIry CyJny IpYHTYIOTbCA Ha

MPUHIATIAX

- [IEHTPaJIi30BaHOT0 30epiraHHs MpolecyalbHUX Ta IHIIUX JOKYMEHTIB, BATOTOBJICHUX B
Ccyi;

- OIEPATUBHOCTI BHECEHHS JI0 IPOrpaMH JaHUX;

- JOCTOBIPHOCTI BHECEHOI J0 porpaMu iHdopmarii;

- 3axHCTy iHQOPMAIIITHUX pecypciB MPOrpaMHu BiJf CTOPOHHBOTO HECAHKI[IOHOBAHOTO
BTPY4YaHHS;

- BIIKPHUTOCTI iH(opMaIlii po cTaH po3IIsay CIpas;



- BIJINIOBIJAJIbHOCTI KOPUCTYBAUiB MPOTrpaMH 3a 3MiCT iH(OpMallii, BHECEHOI A0 MPOrpaMHu.

I11. Po3noaisi cynoBuMX cripaB Ta MaTepiajiB MK CyIasiMi

3.1. Po3moaisn cymoBUX CHpaB Ta MaTepiaiiB MiX CYJISIMHU 3I1HCHIOETHCS 3a MPAaBWIAMH Ta B
MOPSIIKY, BCTaHOBICHUMH [10JI0)KEHHSIM PO aBTOMATH30BaHY CHCTEMY JIOKYMEHTOO0O0Iry cymy.

3.2 Crneuiamizamist CynJiB 3 pO3IJSy KOHKPETHHUX KAaTeropid crmpaB aJMiHICTPAaTHBHOI
fopucaukuii y CyMCbKOMY OKPYKHOMY aJMiHICTPAaTUBHOMY CY/Ii HE 3aIIpOBaKYETHCSL.

3.3. Y cyni 3aCTOCOBYETHCHA -

- aBTOMATH30BaHUH PO3MOILI CYZOBUX CIIPaB IiJ Yac peecTpalii BiAMOBIAHOI CyI0BOi CIIpaBH;

- TIAaKeTHUH aBTOMATH30BAaHHWI PO3IMOALT CYHOBUX CIIpPaB IiCIs peecTpauii MeBHOI KiTbKOCTI
CYJIOBHX CIIPaB;

- PO3MOALN CyJOBUX CIpaB LUIIXOM Iepeladi Cy/0BOI CIIpaBU paHille BU3HAYCHOMY Y CyJOBii
CIIpaBi CyIL;

- HIOBTOPHUI aBTOMaTH30BaHUH PO3IOJILT CYOBHX CIIPAB.

3.4. He po3noaiisitoThCs 11010 KOHKPETHOTO CYJIi CY/I0BI CIIPAaBH, 10 HAMINIILIIH:

- 3a 1Ba MICSII JI0 3aKiHYCHHS TTOBHOBAXCHbD CYJIII;

- 32 YOTUPHAJUATh KAJIEHJAAPHUX [HIB J0 MOYAaTKy BIJNYCTKH, SKIIO I TPUBAIICTh
CTaHOBUTH HE MEHIIIC YOTUPHAALUATH KAICHIAPHUX JHIB (32 HasBHOCTI HaKa3y TOJIOBH CYAY);

- 3a OAMH poOOuMil JeHb 10 NMOYATKy BIIYCTKH, SKIIO I TPUBAIICTh CTAHOBUTH MEHIIIE
I’ SITW KaJICHJJApHUX JIHIB (32 HAIBHOCTI HAaKa3y rOJIOBH CY1Y);

- 3a Tpu poOOYHUX THS A0 MOYATKY BIAMYCTKH, SKIIO ii TPUBAJICTh CTAHOBUTH BiJl II’TH 110
TPUHALATH KaJeHIapHUX JHIB (3a HasIBHOCTI HaKa3y rOJIOBU CY1Y);

- y nepioJl BIAMYCTKH CYAIL;

- 3a OauH POOOYMI JEeHb N0 BIAPSKEHHS (32 Tpu poOOYl JHI - SKIIO TPHUBATICTH
BIJIPSI/IPKEHHSI CTAHOBUTH OLNbIIE I'ATH KaJeHIAapHUX AHIB) Ta B JAHI mepeOyBaHHS Cyqai y
BIJIPSIIPKEHHI (32 HasIBHOCTI HaKa3y roJIOBU CYIY);

- M1 yac TUMYACOBOI HEMPaLe3JaTHOCTI CYyJIi;

- y JIHI nepeOyBaHHS Cy/1 Ha HaBYaHHI, MM1JIBUILIEHH] KBali(iKallii, y4acTl y ceMiHapChbKUX
3aHATTSX, JISUIBHOCTI OPTaHiB CyAiBCbKOTO CaMOBPSIyBaHHS TOIIO 03 BiAOYTTS Yy BIIPSIKEHHS
(3a HAsSIBHOCTI HaKa3y TOJIOBH CYIY);

- y pasi mpu3HaueHHs Cyqal 4ieHoM Bumoi kBamigikamiiiHoi KoMicii cyniB YKpaiHu,
Bumioi pagu mpaBocyns, B pazi oOpaHHs Cy/AJl KacaliifHoro cyay no ckiany Benukoi [lanatu -
3 MOMEHTY NPUHHATTS PillIeHHs PO MPU3HAYEHHS/00paHHS;

- B IHIIWUX Tepea0aYeHnX 3aKOHOM BHWITQJIKaX, y SKUX CYIJsl HE MOXKE 3J1HCHIOBATH
npaBocyas abo OpaTé y4acTh y pO3IJIsil CyIOBHX CIPaB.

- i yac BHOOpYOro Mpolecy y BHUXIJHI Ta CBATKOBI JHI, 332 YMOBHM YMOTHBOBAHOI
IUCbMOBOI 3as1BU Ha 1M sl TOJIOBH CYJTy Y 3B’sI3KY 3 HEOOXITHICTIO BUi3/Ty 3a MEX1 MICTa, Ta HaKa3y
TOJIOBH CyAY 3 LIUX IiJICTaB.

JHi1, y K1 HEe PO3MOAUIAIOTHCS 010 KOHKPETHOTO CY/IJII CY/IOB1 CIIPaBH, HE BPaXOBYIOTHCS
IpU PO3paxyHKy KoedilieHTa HaBaHTAKEHHS CYJIi HA MOMEHT aBTOMAaTHU30BAaHOTO PO3MOILTY
CYJZIOBOI CITPaBH.

3.5. ABTOMaTH30BaHUN PO3MOJT CYIOBUX CIIPAB 3IIHCHIOETHCS B aBTOMATH30BaHii cuCTeMi 3a
TaKUMH MTPABUIIAMU:

- 13 3arajJpHOTO CIHMCKY CYAJIB BHU3HAUYAIOTHCS CYIMl, SKI MAalOTh MOBHOBXCHHS IIOO
PO3TISAY CYyOBOI CITPaBU HA MOMEHT aBTOMATH30BaHOTO PO3TOILTY;



- IUIL CYAJIB, SIKI MalOTh MOBHOB)XEHHS IIOJO0 PO3IJISAAY CYAOBOI CIpPaBM Ha MOMEHT
ABTOMAaTHU30BAHOTO PO3MOILTY, 3/IIHCHIOETHCS PO3PAXYHOK KOS(DIIIEHTIB HABAHTAYKEHHS,

- 13 ymMcna CyAliB, SIKi MAIOTh TTOBHOBXXEHHS IIOJI0 PO3TISAY CYAOBOI CIpaBU HA MOMEHT
ABTOMATH30BaHOTO PO3MOJUTY 3 YpaxyBaHHSM BH3HAYCHHX aBTOMAaTH30BAHOK CHCTEMOIO
KOoe(]iIieHTIB HABaHTaKEHHSI 3/[1CHIOETHCS] BU3HAYCHHS CY/1 U PO3TIISAY KOHKPETHOI CyI0BOi
CIpaBH 32 MPUHIIMIIOM BUIIAJIKOBOCTI.

3.6. Buznauenns cyaiB, siKi MatoTh HOBHOBKEHHS II0JI0 PO3TIISLY CYJOBOI CIIPpaBU HA MOMEHT
ABTOMATH30BAHOTO PO3MOJLTY, 3IHCHIOETHCS 3TITHO 3 BUMOTaMHU MiANYHKTY 2.3.3 myHKTY 2.3
[TonoxxeHHS PO aBTOMATHU30BaHy CHUCTEMY JOKYMEHTO00Iry cyay, m.3.3 mux 3acaj, a Takox 3
ypaxyBaHHSIM JOTPUMaHH MPABHJI MOETHAHHS CYIOBHX CIIPaB.

3.7. OOpanHs cyaali 3a BUIAJAKOBUM YHCIOM 3HIMCHIOETHCS BIAMOBIAHO 10 Koe(dimieHTY
HaBaHTAKCHHS CY[i HA MOMEHT aBTOMAaTHU30BaHOTO PO3MOALIY CY/IOBOI CIIPaBH.

3.8. ABTOMaTH30BaHUI PO3IO/LI CYIOBHX CIIPAB, TIOB’SI3aHUX 13 BAOOPYHM IPOIIECOM, IPOLIECOM
poBeIcHHS peepeHIyMY, a TAKOXK CYIOBUX CIIPAaB IMPO BCTAHOBJICHHS 00 YCYHCHHSI 0OMEKEHb
HI0JI0 peati3alii mpaBa Ha MUPHI 310paHHA, 3A1MCHIOETHCA 3 YpaxXyBaHHSIM HaBaHTAXKEHHS CY/I
CYJIOBUMH CIIPaBaMU 3a3HAYCHUX KaTETOPIiH.

3.9 Koumeris cynaiB ms po3risiny cripaBd y CyMCBKOMY OKPYXXHOMY aJMiHICTPAaTUBHOMY CY/Ii
(GopMy€eThCA HIIAXOM aBTOMATUYHOTO PO3MOALTY MK CYIISIMU AWHAMIYHO 31 BCHOTO CKJIaTy
CYZJIiB BUIAIKOBUM BHOOPOM ITiCIISl TOCTAHOBJICHHS BiAMOBIAHOT yXBaJlM TOJOBYIOUUM Y CIIpaBi
CYAJIEIO.

3.10. V pa3i HEMOXKIMBOCTI MPOAOBXKEHHS PO3MIIALY CIPAaBH OAHMM 13 CYJJIB- WICHIB KOJETii
(mpu30B Ha BINCHKOBY CIyXOy, BIAMYCTKA y 3B’S3KYy 3 BariTHICTIO Ta MOJIOTAMH, JOBTOTPUBAiE
nepeOyBaHHs Ha JIIKapHIHOMY a00 y BIAMYCTIL TOLIO) 3aMiHa CyJli-4JieHa KOJETil 3A1HCHIOEThCS
ABTOMATH30BAHOIO CHUCTEMOIO Ha MiJICTaBl MOTHBOBAHOTO PO3MOPS/KEHHS KEpIBHUKA amapary
cyny (abo yrmoBHOBa)K€HOT HUM OCOOHM) Ha BUKOHAHHS CITY>KOOBOI 3alMCKU CYJi-A0MOBiAada y
CTpaBi 3 METOI0 TOTPUMAHHS NepeadayeHOro 3aKOHOM CTPOKY PO3TIISITY i€l CIIpaBU y MOPSIKY,
3a3HayeHoMy B MiANMyHKTi 2.3.21 nmyHkty 2.3 TlonokeHHs, y KO)KHOMY BHUIIAJKy OKPEMO.

3.11. PimenHsam 360piB cyaaiB CyMCBKOTO OKPYXHOTO aJMiHICTPATMBHOTO CYAY Y KOXXKHOMY
BUTIAJIKY OKPEMO MOXe OyTH 3MEHIIEHO HAaBaHTa)KEHHS IIOA0 PO3TIIALY CIpaB Ha CYIJIB, sIKi
001iiMarOTh aJMIHICTPATUBHI MOcCaau B CyAl a00 BUKOHYIOTH 1HIII OOOB'S3KH, HE IMOB's3aHi i3
3MIMCHEHHSIM TIpaBoCyIAs (y3araJibHEHHS CYJOBOI TPAKTHKH, AaHAII3M CTaHy 3J1MCHEHHS
CYJIOUYMHCTBA, a TAKOXK 3[IHCHEHHS HAyKOBO- BHUKJIAJAlbKol MisibHOCTI B HarioHanpHIN 1IKOII
cynniB YKpainu), aje He OUTbIe Hi’K Ha IICTAECST BIICOTKIB TOPIBHSHO 3 HABAHTAXEHHSIM 1HIIIHX
CYJUIIB.

3.12. V Bumaakax 3HECTpYMJICHHS EJEKTPOMEpEXi Cyay, BHUXOAy 3 Jaay oOiaaHaHHS abo
KOMIT'FOTEPHUX MPOTrpaM UM HACTAHHS IHIIMX OOCTaBUH, K1 YHEMOKJIUBIIOIOTH (YHKI[IOHYBaHHS
aBTOMATH30BAaHOI CUCTEMH, aBTOMAaTHUHUI PO3IIOLT CYJJOBUX CIIPAB MIXK CYAJIIMU 3/11HCHIOETHCS
HEBIIKJIAIHO TIICJI HAJIAroJpKeHHsT POOOTH aBTOMATHM30BaHOI CHUCTEMH a00 Ha HACTYMHUU
poOOUMii IeHb TICIIsl YCYHEHHS BUSBICHUX HEIOJIKIB.

3.13. YV pa3i 3HecTpyMIIEHHS €JEeKTpOMEpexki Cydy, BHUXOAy 3 Jaay oOnanHaHHS abo
KOMIT FOTEPHHUX MTPOTPaM UM HACTAHHS 1HIIMX 0OCTAaBHH, SIKI YHEMOXKIIUBIIIOIOTh (YHKI[IOHYBaHHS
ABTOMATHU30BAHOI CUCTEMH, 110 TPUBAE TIOHA 11’ SITh POOOUYUX JTHIB, PO3MOALI CyJJOBUX CIIPaB, SIK1
32 3aKOHOM MaloTh pPO3MVISJATHCA HEBIAKIAJHO 3 METOK HENOMYyILUEHHS MOpYIIEHHS
KOHCTUTYIIIHHUX TpaB TPOMasH (CyHOBI CIIpaBH, MOB’si3aHi 3 BHOOPYHM IPOLIECOM, CYIOBI



CIpaBU MPO BCTAHOBJICHHS a00 YCYHEHHs OOMEKeHb 111010 peati3allii mpaBa Ha MUpHI 310paHHs
TOIIO), 3IHCHIOETHCS Y TAKOMY TIOPSIKY.

[Tpu HAAXOMKEHH] aJAMIHICTPATHBHOTO M030BY (MTOAAHHS) MO CIIpaBaM, sIKi TOBUHHI OyTH
PO3TIIIHYTI HEBIKJIAIHO, B T.4. TIOB’sI3aHi 13 BHOOPYMM IIPOIIECOM Ta CIPABH, SIKi MOBUHHI OyTH
PO3MIISIHYTI B CTPOK 110 S5 poOOYMX JHIB, BIJAUI JTOKYMEHTAJIBLHOTO 3a0€3IEYCHHS PEECTPYE
Marepiagu 1mo30BY i3 000B’A3KOBHM 3a3HAUCHHSIM JaTH Ta 4acy OTPUMAaHHS MarepiajiB, Ha3BU
CTOpIH, IpeAMeT crnopy. HeraiiHo moBiloMiIsie TONOBY Cyqy Ta KEepiBHUKA amapary cyay Hpo
HAIXO/DKEHHS MaTepiaiiB MO30BY.

Jlis npoBenieHHs kepeOKkyBaHHs CeKTop yIpaBiliHHS EPCOHAIOM CKJIa/Ia€ CIIUCOK CYAIB,
AKi (paKTUYHO MalOTh MPaBO 3AIMCHIOBATH IMPAaBOCYI/s Ta OOJIKOBYIOTbCS B Tabem 00Ky
po60YOro yacy sk Mpaordi.

Jlo Takoro cmmcky B an¢aBiTHOMY MOPSAAKY BKIIOYAIOTHCA CyIi 13 3a3HAUYCHHSIM
MOPSIZIKOBOTO HOMEPA KOYKHOTO 3 HUX, IIPI3BHINA, iM s, IO 0aTHKOBI.

[omoBa cymy 3aB4yacHO JOBOIUTH JO BiZOMa BCIX CyadiB, sKi OepyTb ydacTb Y
KepeOKyBaHHI, 111010 Yacy Ta MicLisi IpOBeIeHHs xepeOKyBaHHs. JKepeOKyBaHHs IPOBOIUTHCS B
OPUMIIICHHI Cyay TO KOXHOMY aJMiHICTpaTUBHOMY TI030BYy OKpemo. JKepeOKyBaHHs
IPOBOJUTHCA 3a JI0IIOMOTOI0 CKPUHBKU 3 BUKOPUCTAHHSIM OJJHAKOBUX 32 PO3MIPOM Ta KOJILOPOM
KapToK (maii - )kepeOKH), 3 HAHECEHHSIM Ha KOXHIM OJHOTO 3 MOPSAKOBUX HOMEPIB 3TiTHO 3i
CIMCKOM CY/JIIB, Ta OJIHAKOBUX 33 PO3MIPOM Ta KOJbOPOM KOHBEPTIB, Y SIKI BKJIAJAIOThHCS TaKi
xepeOkn. HeoOXigHa KUTBKICTh KepeOKiB MOBHMHHA JOPIBHIOBATH KIJIBKOCTI CYAJIIB y BHIIE
BKa3aHOMY cnMcKy cyaaiB. KonBeptu 13 kepeOkaMu MOMILIAIOTBCS Y CKPUHBKY Ta
nepemimyroTbes. [1icis BUKoHaHHS BKa3aHUX JIii TOJI0Ba Cy/y B IPUCYTHOCTI CY/IiB, AKi IpuOymu
Ha NpOBE/EHHs XepeOKyBaHHs, Ta KEepiBHUKA amapary Cyqy JICTa€ 13 CKpUHBbKH KOHBEPT 13
XKepeOKOM, pO3KpHBAE HOTO, IEMOHCTPYIOUHX Ta OTOJIOIIYIOYM HAHECEHHH HAa HhOMY TTOPSIKOBHIMA
HOMED.

Bxazanuii Homep BU3HAYa€e BIJMOBIAHOIO CY/AJIIO - TOJIOBYIOUOTIO IO JaHii Crpasi 3TiIHO 3
HOPSAIKOBUM HOMEPOM BHIIE BKa3aHOMY CIMCKY CYIiB.

[Ticnst orosomeHHs Mpi3BUIIA, 1M 51, MO-0aTHKOBI Cy/AII JaHa iH(QoOpMaIlis BiT0OpaKa€ThCs
B aKTI, 1110 MICTUTh 1H(GOPMAIIIIO PO HOPSIKOBUII HOMEp MO30BY, HA3BU CTOPIH, MPi3BUINA, 1M 4,
mo 0aThKOB1 CyH[l, SIKOMY pO3MoJUieHa crpaBa. J[aHWil akT MAMUCYETHCS TOJOBOKO CYAY,
CYIJIIMU Ta KEPIBHUKOM amnapary Cyay, ki OyJau NpUCYTHI Mij yac xKepeOKyBaHHS.

B nopanpiomy, micnis miANUCaHHS aKkTy, MaTepialy MO30BY MEPeatoThCs BIIMOBIIHOMY
CyIJii ISl MOJAJIBIIOTO po3risiny. Y BUMAJIKYy HEOOX1IHOCTI BU3HAYCHHS CKJIAIy KOJETil CyIIiB
IIPOBOAMTHCS MTOBTOPHE KepeOKYBaHHS Ha MIACTaBl yXBalld Cy[y.

[Tpu 3aiiicHeHH1 )kepeOKyBaHHS B OPSAAKY YEPTOBOCTI PO3MOJILTY CIIpaB MPOTATOM OJJHOTO
po00YOro AHS BUKJIIOYATH 13 YKMCIIA TOJIOBYIOUHX CYJJIIB, SIKUM BXkKe OyJI0 pO3MOJALIIEHO CIIPaBy.

B pasi BiAcyTHOCTI HEOOXiJHOI KUIBKOCTI BU3HAUYEHHS I'OJOBYIOUUX CYJJIIB IO CIIpaBi, sIKi
OepyThb ydacTb y XKepeOKyBaHHI, MpoIleaypa pO3MOJLTy aAMIHICTPaTUBHUX IO30BIB (CIIpaB)
MOYMHAETHCS 3 TIOYATKY 13 BpaxXyBaHHSAM BCi€i KIIBKOCTI CYIIB, SIKi (PaKTUYHO MAlOTh MPaBO
3MIIACHIOBATH MTPABOCYAS Ta 0OJIIKOBYIOTHCS B Tabemi 001Ky poO0doro vacy siK Mparoroyi.

3a3nauenuit [Topsgok po3noaiy CpaB 3aCTOCOBYETHCS TAKOXK Y BUMAJIKY 3HECTPYMIICHHS
€JIIEKTPOMEPEXKI Cydy, BUXIZ 3 JIaAy cepBepa aBTOMATH30BAaHOI CHCTEMH Ta IHII YMOBH, IIO
BIUIMBAIOTh Ha Oe3nepeOiiiHicTh Ta (YHKIIOHYBAaHHS aBTOMATH30BAaHOI CHCTEMH, IO TPHUBAE
MOHAJI I’ SITh pOOOYHNX JIHIB.

3.14. Po3mnoi cripaB, sIKi BiIOBITHO JTO 3aKOHOaBCTBA MiJIATAIOTh PEECTPAIlii Ta/ab0 po3TisTy
B HEpoOoUi JIH1, 3IHCHIOETECS MK yCiMa CYIJIIMH, SIKI MalOTh TIOBHOBAYKEHHS, 0€3 BpaxyBaHHs
CyI[iB, SIKI HA MOMEHT DPO3IMOAUTY TaKUX CIpaB BIICYTHI 3 MOBOXHUX NPUYUH (JIIKapHSHUH,
BIJITYCTKA, BIIPS/UKEHHS TOMLIO) 3a MPHHLMIIOM BUIAJKOBOCTI, a caMy HIpPOIENypy PO3NOALTY
CIpaB, TOB’SI3aHHMX 13 BHOOPYMUM IMPOIECOM, SIKi BIIMOBIIHO 70 3aKOHOJABCTBA IiIJISATAIOTh



peectparii Ta/abo po3riaay B HepoOOdi THI, BU3HAYATH PIMICHHSIM 3arajJbHUX 300piB CyAliB
OKPEMO Y KOXKHOMY BHOOPYOMY TIPOIIEC.

3.15. 360pu cym1iB MOKYTh BUSHAYMTH OCOOJIMBOCTI 31IMCHEHHSI aBTOMATHU30BAHOT'O PO3IOALTY
CYJOBHX CIpaB y BUIAJKaX BHUIBJICHHS 3HAYHOI Pi3HUII B HAaBAaHTAKCHHI Ha CyAJiB (KOJETit0

CyJIIiB).

3.16. Y CyMcCbKOMY OKPY)KHOMY aJMIHICTPaTHBHOMY CYy/1 BCTAaHOBIJIIOIOTBCS HACTYIHI
KOe(]iIieHTH, SAKi BPaXOBYIOTHCS IIiJl 4aC aBTOMATUYHOTO PO3MOILTY CIIPaB:
1. KoedirmieHT ckIaaHOCTI aqMiHICTPAaTUBHHX CIIpaB - 1.
2. Koeditient, mo BpaxoBye (opMy y4acTi CyAJIi B pO3TIIsiAl CYA0BOI CIIPABH :
-JIJIs1 TOJIOBYIOYOTO (Y CKJIasi KoJjerii) - 1;
- JUIs TOJIOBYI04YOTO (0JHOOCO00BO) - 1;
- JuIs wieHa xouerii - 0,5.

3.17. B CymMcbkoMy OKPYXKHOMY aJIMiHICTPAaTUBHOMY CY[1 3A1MCHIOETHCA Mepeaaya CyI0BUX
CHpaB, 3asB Ta KJIOMOTaHb MPOIECYaTbHOTO XapaKTepy paHille BU3SHAYCHOMY CYIJIl Y BHITaJKaxX
nepeadavyeHux miaAnyHkToM 2.3.39 [losokeHHs PO aBTOMATU30BaHy CUCTEMY JIOKYMEHTOOOITY
Cyny, a caMe:

- CYIOBHX CIIpaB, 10 HAAIAIUIA 13 CYAIB amessiiiiHoi abo KacauiifHOl 1HCTaHIIN micis
CKacCyBaHHS CyJJOBHX PIllIEHb, SIKi IEPENIKO/HKAIOTh IMOAATBIIOMY PO3TIISAY CY0BOI CIIpaBH (KpimM
yXBal NP0 3aKpUTTS, NPUIUHEHHS [POBA/DKEHHS), a TaKOX CYAOBUX pillleHb, sKI He
NEPEIIKOPKAIOTh TOAATBIIOMY PO3TJIISLY CYI0BOI CIIPABH.

- 3agBM a00 KIIONMOTAHHA, L0 HAIINAIIIM U1 BUPILIEHHS NHUTaHHS PO NPUHHATTA
JI0JJATKOBOTO CYJIOBOTO PillICHHS,

- 3asBU/KJIOTIOTAHHS I110/10 BUIIPABJIEHHS OMHMCOK Ta MOMUJIOK,

- 3asIBU/KJIOTIOTaHHS 1110/10 PO3'ICHEHHS CYJ0BOTO PIllIEHHS,

- 3asBU/KJIOTIOTAHHS 1110/10 TOBEPHEHHSI CYJOBOT'0 300pY;

- 3asBH Ta KJIOMOTAHHS 3 MPOLECYaIbHUX NHUTaHb, MOB'SI3aHUX 13 BUKOHAHHSM CYIOBUX
pillieHb, MOJIaH1 10 Cyy, 110 pO3IJIsiiaB CIpaBy;

- 3YCTpIYHUX IO30BIB Ta MO30BIB TPETIX 0CIO, K1 3asBJIAIOTH CAMOCTIMHI BUMOTHU OO
npeaMeTa CIopy B CyOBiH cIipaBi, y sIKii BIIKPUTO MPOBAHKEHHS;

- 3asB MIPO BiIHOBJIEHHS BTPAUYEHOTO CYJ0BOTO NMPOBAKEHHS;

- 3asB Mpo 3a0e3MeUYeHHs 030BY, 10Ka3iB, NOJAaHUX MICIs MTOIaHHs T030BHOI 3a5BY;

- 3agB PO TEperiisi CyIOoBOTO pIMIEHHS 32 HOBOBHSABICHHMMH OOCTaBHHAMHU 32
BUKJIIOYEHHSM BHIAJIKiB, BA3HAUEHUX 3aKOHOM;

- MO030BHI 3asBU, K1 HAJIWIUINA TICHs MOJAHHS 10 CyAy 3asBU MPO 3a0e3MeueHHs 030BY
a0bo moKa3iBs;

3.18. V pasi npunuHEeHHs TOBHOBAXXEHb CY/JII MIOA0 3AIHCHEHHS HUM MPAaBOCYAs, 3BITbHEHHS
foro 3 mocaau cyaai abo nepedyBaHHs y BIAMYCTI MO JOTJISTY 3a JUTHHOIO JIO TOCSTHEHHS HEIO
TPUPIYHOTO BIKY NPOBOJUTHCA MOBTOPHUI aBTOMAaTHYHUN PO3MOILIT CIpaB 3a MHCbMOBHM
PO3MOPSKEHHSIM KepIBHUKA amapary Cyay He Mi3HIIIe 0JHOTO POO0YOro THS 3 THS BUHUKHEHHS
00CTaBHH, 1110 YHEMOKJIMBIIIOIOTh 3[1IICHEHHS CYyIJCI0 PaBOCY .

[ToBTOpHMIT aBTOMAaTHUYHUIA PO3MOJALIT CIpaB, IO MepeOyBarOTh y MPOBAHKEHHI CYIl Ta
3QIUILMINACS HEPO3TIIAHYTUMH CYJ/ICI0 Y pa3i TUMYAcOBOi HETIpale31aTHOCT1 TOJIOBYIOUOTO CYAI
B SIKUX NepeadadeHi CKOPOYeH1 CTPOKH PO3IJIsAY CIpaB, a caMe CIIOpH, MOB’sA3aHil 13 BUOOPUYUM
IpOIIECOM, Ta CIIOpH, SIKI MOBUHHI OyTH BHpIIIEHI y CTPOK A0 96 rofuH, 31IHCHIOETbCS 3 JHSA
BHECEHHS BIJOMOCTEM 10 Tabemto 00JiKy poO0Yoro dYacy Mpo HEMPaIOuoro Cyaul y
HAMKOPOTIIMK TepMiH (HeraifHO) Ha MiIcTaBl pO3MNOPSIKEHHS KePiBHHUKA anapaTy Cyay.

B iHmmx BuUmaakax MOBTOPHUN aBTOMATHYHHMA PO3IOIiN CIpaB HE3aJEKHO B KaTeropii
CIOpYy y pa3i TpUBAJOi TMMYACOBOi HEMPAIE3JaTHOCTI 3AIMCHIOETHCS BHKIIOYHO Ha MiACTaBl



PO3MOPADKEHHST KepiBHUKA amapary Cyqy, 3TiIHO pilleHb 300piB CYAJiB, IO CKJIMKAIOTHCS 32
IHIIIATUBOIO TOJIOBHU CY/Ty MO KO)KHOMY BHUTIAJKY OKPEMO.

3.19. Tlepion po3paxyHKy HaBaHTaXeHHS cyaai y CyMChbKOMY OKPY)KHOMY aJMiHICTpPAaTUBHOMY
CyIl BCTaHOBIIIOETHCSA 3a TEPiOJ, IO OXOIUIIOE TOMEPEAHI JBAHAAINTH MICAIIB IO JHS
ABTOMATH30BAaHOTO PO3IOJLTY CYJOBOT CIIPABH.



