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PEI'JIAMEHT

HEHTPY HAJAHHSA AAMIHICTPATUBHHUX MOCJIYT
BHKOHABYO0ro koMitety Ci1000KaHCHKOI CEJIMITHOI paau

I. 3araabHa yacTHHA

1. Ileit pernamMeHT BU3HA4Yae TOPSINOK opraHizamii podotu LleHTpy HamaHHS
aZaMiHICTpaTUBHUX Mociyr (maii - LleHTp), mopsaok aiid anMiHICTpAaTOPIB LEHTPY Ta iX B3aeEMOIl
13 cy0’eKTaM¥ HaJJaHHA AJIMIHICTPATUBHHUX TOCIIYT.

2.V 1boMy perjiaMeHTi TEpMiHU BXKHMBAIOThCS Yy 3HAYEHHI, HaBeJIeHOMY B 3aKoH1 YKpaiHu
«[Ipo anMiHiCTpaTHBHI MOCTYTH.

3. HamaHHs agMiHICTpaTUBHUX IOCIYTr Y LEHTPi1 31MCHIOETHCS 3 JOTPUMAHHSAM TaKUX
MIPUHIIMITIB:

BEPXOBEHCTBA [1paBa, y TOMY YHUCIIl 3aKOHHOCTI Ta FOPUIMYHOI BU3ZHAYEHOCTI;

CTablIBHOCTI;

PIBHOCTI ITepe] 3aKOHOM;

BIJIKPUTOCTI Ta MPO30POCTi;

OIEPATUBHOCTI Ta CBOEYACHOCTI;

JOCTYITHOCTI iH(pOpMaIii Ipo HaJaHHS aAMIHICTPATHBHHUX TTOCITYT;

3aXMILIEHOCT] ePCOHATIbHUX JIaHUX;

panioHanbHOI MiHIMI3allli KUJIBKOCTI JOKYMEHTIB Ta MPOLEIYPHUX 1M, 1110 BUMArarThCs
JUIs OTPUMAaHHS aIMiHICTPaTUBHUX MOCIYT;

HEYIEPEHKEHOCT] Ta CIPaBEITUBOCTI;

JIOCTYITHOCTI Ta 3pyYHOCTI JUIs Cy0’€KTiB 3BEpHEHHS.

4. llentp y cBOill nmissIbHOCTI KepyeTbest KoHcTUTyIliero Ta 3akoHaMHM YKpaiHH, aKTaMu
IIpe3unenta Ykpainu i Kabinety MiHicTpiB YKpaiHu, akTaMH LIEHTPaIbHUX TA MICIIEBUX OPraHiB
BUKOHABYOI BJaad, OPTaHIB MICIEBOIO CaMOBPsIYBaHHS, MOJOXKEHHsM mpo lLleHTp Ta nmm
periaMeHToM.

I1. Bumoru 1o npumileHHs, B IKOMY PO3MIIY€ThCS HEHTP

1. LleHTp pO3MIILIYETHCS B OKPEMO PO3TALIOBAHOMY MPHUMIILIEHH] Ha IIEpPIIOMY OBEpCI.

Ha Bxoni 1o O6yaiBmi po3MilryeTbesi iHQopMalliiiHa BuBicka 3 HaliMeHyBaHHSAM LleHTpy Ta
rpagik i#oro po6OTH.

I'padik pobotu lLlenTpy Bu3HaueHHil 3 ypaxyBaHHSIM BHUMOI 3akoHy Ykpainu «lIpo
aZMiHICTpaTHBHI ocayru». LleHTp mpaiitoe 3a HacTynHuM rpadikom: BiBTopok 3 8-00 mo 20-00
TOJIMHU, TIOHEIIOK, cepena, yeTtBep 3 8-00 mo 17-00 rogunu, m’stauns 3 8-00 no 16-00 roaunu,
6e3 001aHbOI IepepBU. BuxiaHi qHi: cyOoTa, HEILs.

Ha mpunerniit mo Lentpy Teputopii nepeadadaeTbes micie aisg 0e30MIaTHOT CTOSTHKU
aBTOMOOUIBHOTO TPAHCIIOPTY CYO’ €KTIB 3BEPHEHHSI.

2. llpumimenns LlenTpy noauisieTbes Ha BIAKPUTY Ta 3aKPUTY YaCTUHHU.

VY BiAKpUTIH dYacTUHI 31HCHIOETBCS NPUHOM, KOHCYJIBTYBaHHS, 1H(GOPMYBaHHS Ta
00cCITyroByBaHHsl Ccy0’€KTiB 3BepHeHHs mnpairiBHukaMu LleHTpy. CyO’€KTH 3BEpHEHHS MalOTh
0e3meperkoiHui T0CTyM A0 Takoi yacTuHU LleHTpy.

Binkpura yactuHa 001aIITOBY€ETHCS CKPUHBKOIO JUUIsI BUCIIOBIIEHHS Cy0’€KTaMU 3BEpHEHb
3ayBa)K€Hb 1 MPOIMO3MIIIN 100 SIKOCTI HaJlaHHS aAMIHICTPATUBHUX MOCIYT, IIOPIYHOTO aHAJI3y
TaKuX 3ayBa)XCHbB 1 TIPOITO3HUIIIH, BYKUTTS BIATOBIIHUX 3aXO/IiB.

Binkpura yactuHa BKIIOYAE:

CEKTOp Mpuitomy;



ceKTop iHHOpMyBaHHS;

CEKTOP OYiKyBaHHS;

CEKTOp 00CIyrOByBaHHS.

Binkpura qacTiHa pO3MIIIy€THCS Ha MEPIIOMY ITOBEPCi OyiBIIi.

3. CekTop mnpuiioMy OOJIAINITOBYEThCS TMpH BXoAl a0 mpumimieHHs Llentpy. Y HbOMY
3MIACHIOETBCS 3arayibHe 1H(OPMYBaHHS Ta KOHCYJIbTYBaHHS CYO €KTiB 3BEpHEHHS 3 HHUTaHb
pob6otu LleHTpy.

4. Cexrop iHGOpPMYBaHHS 0OJAIITOBYETHCS 3 METOK O3HAMOMIICHHSI CY0’ €KTiB 3BE€pHEHHS
3 MOPSAAKOM Ta yMOBaMH HaJlaHHA aJIMIHICTPATUBHUX IOCIIYT.

VY cekropi iH(pOpMYBaHHS pO3MIIYIOThCA i1HGOpMaNLiiiHI CTeHAW,  iH(POpPMaLiIHHUI
TepMiHaJ, IO MICTATh aKTyallbHy, BHUYEpHHY iH(GOpMaIlito, HEOOXIIHY Ui OJep KaHHS
aJIMiHICTPATUBHUX MTOCIIYT.

Cekrop iH(MOpMYyBaHHS OONAIITOBYETHCS CTOJAMH, CTUIBLSIMH, TenedoHAMHU Ta
3a0e3Meuy€eThCsl KaHISISIPCHKUMH TOBapaMU JIJIsl 3aTIOBHEHHS Cy0’ €KTaMH 3BEPHEHHS HEOOX1THUX
JIOKYMEHTIB.

5. CexTop OYiKyBaHHSI PO3MILIYETHCS B MPOCTOPOMY HPUMIIICHHI Ta 0OJAIITOBYETHCS B
JIOCTATHIN KIJIBKOCTI CTUIBIISIMH, KPiCJIaMH TOIIIO.

6. Cextop OOCIYroBYBaHHS YTBOPIOETHCS 3a MPUHITUIIOM BIJKPUTOCTI PO3MIIICHHS
pobounx micupb. Koxkne pobode micue s npuiiomy cy0’€KTiB 3BEpHEHHS Mae iH(QopmariiiHy
TAaOJMMYKY 13 3a3HAYCHHSM HOMEpa TaKOro MICI, Npi3BHINA, IMEHi, MO 0aTbKOBI Ta MOCaTd
aJIMiHICTpaTOpa LEHTPY.

7. Ha indopmarniifHuX cTeHIaxX po3MILLyeThcs iH(pOpMaIlisi, 30KpeMa, mpo:

HallMEeHyBaHHs LIEHTPY, HOro MiCIIe3HaX0JKEHHS1, HOMEPH TeJIePOHIB JUIsl T0BIJIOK, aJIpecy
Be0-caliTy, €EIEKTPOHHOI MOLITH;

rpagik pobotu LlenTpy (mpuitoMHi AHI Ta TOJUHM, BUXITHI JIH1);

nepesik aaMIHICTPAaTUBHUX TIOCIYT, SIKI HAJalOThCS 4Yepe3 LEHTP, Ta BIANOBIAHI
iHpopMaliiiHi KapTKH aAMIHICTPAaTUBHUX MOCIIYT;

CTPOKHU HaJaHHS aIMIHICTPAaTUBHUX MOCIIYT;

OnmaHKM 3asB Ta IHIIMX JIOKYMEHTIB, HEOOXIJHMX JUIs 3BEPHEHHS 3a OTPUMAaHHAM
aJIMIHICTPATUBHUX IMOCIYT, a TAKOX 3Pa3KHU iX 3allOBHEHHS;

IUTATKHI PEKBI3UTH [T OIJIATH TUIATHUX aJIMIHICTPATUBHMX MOCIYT;

CYIIYTHI MOCIYTH, K1 HaJlal0ThCs B MpuMileHH1 LleHTpy;

npi3BuILE, 1M’d, 1o OaTbKOBI KepiBHHMKAa LleHTpy, KOHTakTHI TeneoHHu, ajapecy
€JIEKTPOHHOI IIOIITH;

KOPUCTYBaHHS 1H()OpMaIiiHUM TepMiHAJIOM;

nosioxkeHHs mpo Llenrp;

pernament LleHTpy.

8. Ilepenik aaMiHICTpAaTUBHUX MOCIYT, SIKI HaAaroThecs uepe3 LleHTp, po3MinryeTscs y
JOCTYITHOMY Ta 3pY4HOMY JUIsl CyO’€KTIB 3BEpHEHHSI MiCIli. AJIMIHICTPaTHBHI MOCIYTH B MEPEIiKy
IpyNy0Thes 3a cy0’€KTaMU HaJaHHS aIMIHICTPATUBHUX MOCIIYT.

9. brankwu 3asB, HEOOXITHI JIsl 3aMOBJICHHS a/IMiHICTPATUBHUX MOCIYT, PO3MIIIYIOTHCS Y
cekTopi iHpOopMyBaHHS Ha CTEH/IAaX-HAKOMWYyBayax a00 CTEHAAaX 13 BUIBHUM JIOCTYIIOM JI0 HUX
Cy0’€KTiB 3BEpHEHHS.

10. Ocobam 3 oOMexeHUMH (I3MUHUMU MOKIIUBOCTAMHU 3a0€3MeuyeThCsl BUIbHUI AOCTYII
1o indopwmaiiii, 3a3Ha4€HOT B IIOMY PO3LII.

11. Ha ocHOBI y3ro/pkeHUX pillleHb 13 Cy0 €KTaMU HaJaHHS aaMIHICTPATUBHUX MOCIYT Y
LlenTpi MOXKYTh HaJaBaTUCS aIMiHICTPATHBHI MOCIYTH 0€3M0CEPEIHbO TAKUMHU CY0’ €KTaMH.

I11. IndopmaniitHa Ta TEXHOJIOTiYHA KAPTKH AAMIHICTPATHBHUX MOCIYT
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1. T'omoBa BukoHKOMYy Cl000KaHCHKOI CETMUITHOI paau Ta HavdadbHHK LleHTpy Moxe
BHOCUTH CYO’€KTOBI HaJaHHS aIMiHICTPaTUBHOI MOCIYTHM TPOMO3UIII IIOJ0 HEOOXiTHOCTI
BHECEHHS 3MiH JI0 3aTBEP/UKCHUX 1HPOPMAIIHUX Ta TEXHOJOTIYHUX KApTOK aAMiHICTPATUBHUX
nocayr (y TOMY 4YHCHi JUIs JOKYMEHTIB JO3BUIBHOTO XapakTepy y cdepi rocnomgapchbkoi
JUSITTBHOCTI).

2. Y pasi BHeCEHHS 3MiH JI0 3aKOHOAABCTBA LIOJ0 HAJaHHS aaMIHICTPaTUBHOI MOCIYTH
cy0’eKT Tl HaJJaHHS CBO€YACHO iHPOPMYE PO i€ TOJIOBY CEIMIIHOI PaaM Ta HAYAJIBLHUK IEHTPY,
TOTY€ TMPOTO3UIIiT 111010 BHECEHHS 3MiH 710 iH(OopMamiifHUX Ta/ab0 TEXHOIOTTYHUX KapTOK 3TiIHO
13 32aKOHOJIaBCTBOM.

IV. Pobora ingopmaniiinoro miaposainy Llentpy

1. HananHs nomomoru cyO’eKTaM 3BEpHEHHS, KOHCYJIbTYBAaHHS 13 3arajbHUX IHTaHb
opranizanii podoru LleHTpy Ta mopsaky npuiiomy cy0’ekTiB 3BepHEeHHs y LleHTpi 3aiiicHIOE
aaminictpatop Llentpy.

Anminictparop LIeHTpy Takox :

1H(pOpPMYE 3a YCHUM KIIONIOTAaHHAM CY0’ €KTa 3BEpHEHHS PO HAJIEKHICTh MOPYILIEHOI0 HUM
MUTaHHSA 10 KoMreTeHuii LlenTpy;

KOHCYJIbTY€ CYO €KTIB 3BEPHEHHS LI0JI0 MOPSIKY BHECEHHs IUIaTH (aAMIHICTPAaTUBHOIO
300py) 3a HamaHHS IUIATHUX aIMIHICTpATHMBHHX IIOCIYr, Hajxae iH(GOpMAIo Mpo IJIaTiKHI
PEKBI3UTH [ CILIATH aIMIHICTPATUBHOTO 300pY;

HaJae iy 1HGOPMAITito Ta JOMOMOTY, 110 HEOOXIiIHI Cy0’€KTaM 3BEPHCHHS.

2. Ha BeO-caiiTi cenuiiHoi paau po3MillyeTbes iHdopMallis, 3a3HaYeHa B MyHKTI 7 po3ALLy
II iporo permamenTy, a TakKoX BiIOMOCTI PO Micie po3rairyBaHHs LIeHTpy, HalOMMK4i 3yTMHKA
IPOMaJICBKOI0 TPAHCIIOPTY Ta 1HILIA KOPUCHA AJIs CyO €KTIB 3BE€pHEHHS 1HPOpMALLis.

3. Indopmariis, sika po3MillyeTbCs B NPHUMIIIEHHI Ta Ha BeO-caiiTi, MOBMHHA OyTH
aKTYyaJbHOIO 1 TOBHOIO.

Indopmariis Ha BeO-caiiTi LleHTpy Mae OyTH 3py4HOIO JUIs MTOIIYKY Ta KOIIIOBAHHS.

4. Cy0O’extam 3BepHEHHdA, SKI 3BepHynIHUCs A0 LIeHTpy 3 BHUKOpPUCTaHHSIM 3aco0iB
TEJIEKOMYHIKalIMHOro 3B’s13Ky (TenedoHy, €JIeKTPOHHOI IOWITH, IHIIUX 3ac0o0iB 3B’A3KY),
3a0e3Meuy€eThCsl MOXIIMBICT OTPUMaHHS 1HGopMalii NMpo HaJaHHS agMIHICTPATUBHUX IOCIYT
[Hentpom y crocid, aHAIOTIYHUM CTTIOCO0Y 3BEpHEHHS.

V. KepyBaHHs1 4eproxo B LeHTPi

1. 3 Meroro 3a0e3ne4yeHHs] 3pYYHOCTI Ta OINEPATUBHOCTI OOCIYroBYBaHHS CyO’€KTIB
3BepHEeHHsA y LleHTpi BXKMBArOTbCS 3aXOJIU JJs 3amo0iraHHs YTBOPEHHIO 4epru, a y pasi ii
YTBOPEHHS - JUIsI KEPYBaHHS YepProlo.

2.V lenTpi Moxe 31iHCHIOBATHCS MOTIEPeHIH 3anuc cyd’ €KTiB 3BE€pHEHHS Ha MPHIOM 10
aJMiHICTpaTOpa Ha BU3HAYEHY JNaTy Ta 4dac. [lomepenHiii 3ammuc Moke 31HCHIOBATUCS IUIIXOM
0COOMCTOr0 3BEpHEHHS /10 LIEHTPY Ta/abo eNeKTPOHHOI peecTpallii Ha BeO-caiiTi eHtpy. [Ipuitom
Cy0’€KTIB 3BEpHEHHSI, SIKi 3apEECTPYBAIUCS NUISIXOM MOMEPEIHBOTO 3aMHCy, 3MIMCHIOETHCS Y
BH3HAa4YeHI KepiBHUKOM LIeHTpy ronuHum.

3. Lentp Mo’ke 3aiCHIOBAaTH KEpyBaHHS 4YEpror B IHIIKWK crocid, rapaHTyiouu
JOTPUMAHHS MPUHLUITY PIBHOCTI Cy0’€KTIB 3BEpHEHHS.

VI. llpuitnarrs 3as9BHU Ta iHmmMx 10KymeHTiB y IlenTpi

1. TlpuitaaTTs Big cy0’eKTa 3BEpHEHHS 3asBH Ta IHIIUX JOKYMEHTIB, HEOOXITHUX IS
HaJaHHS aaMIHICTPATUBHOI MOCAYrd (Jajdi — BXIJHUNA IMAaKeT JOKYMEHTIB), Ta TIOBEPHECHHS
JOKYMEHTIB 3 pPE3yJbTaTOM HAJaHHS aJAMIHICTPATHBHOI MOCIYTH (Haji — BUXITHUHM IakKeT
JIOKYMEHTIB) 3/IIMCHIOETHCS BUKITFOYHO B LleHTpi.
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2. [Tpuiiaarts BiJl Ccy0’€KTIB TOCTIO/IapIOBaHHS 3asBU po BHUJIAYY
JOKYMEHTIB JIO3BUILHOTO XapakTepy Ta JOKYMEHTIB, IO JOMAIOTHCS N0 Hel, Iekiapaiii
BIJIMOB1THOCTI MaTepialbHO-TEXHIYHOI 0a3u BUMOraM 3aKOHOJIaBCTBa, BUIa4a (iepeodopmMIiIeHHS,
BUJaya AyOJKaTiB, aHYJIIOBAaHHS) JOKYMEHTIB JO3BUIBHOTO XapakTepy, fAKi odopmIeHi
perioHaJlbHUMU Ta MICLEBUMH JO3BUIBHUMU OpraHaMH, Ta 3apeecTpOBaHMX JAeKJIaparii
3IHCHIOIOTHCS BiIMOBIIHO 70 3akoHy Ykpainu «IIpo 103BibHY cucteMy y cdepi rocnogapchbKoi
ISUTBHOCTIY.

3. Cy0’€eKT 3BepHEHHSI Ma€ MPaBo MOJATH BXIJHUN MaKeT JoKyMeHTiB y LlenTpi ocobucro,
yepe3 YHOBHOBa)XEHOI'O NPEICTaBHUKA, HAIICAATH HOro MoITOH (PEKOMEHJOBAHUM JIUCTOM 3
OMHMCOM BKIJIQJeHHS) abo B TmependadeHuX 3aKOHOM BHUMAAKaX 3a JIOMOMOTOK 3aco0iB
TEJIEKOMYHIKAIIITHOTO 3B S3KY.

4.V pa3si Konu BXiJHUH MaKeT JOKYMEHTIB MOJAETHCS YIOBHOBAXEHUM MPEACTaBHUKOM
cy0’ekTa 3BEpHEHHs, IpPeA ABISAIOTHCS JTOKYMEHTH, L0 MOCBIIYYIOTh 0COOYy MpeicTaBHHKA Ta
3aCBITUYIOTh HOTO ITOBHOBAKCHHSI.

5. Anminictparop LleHTpy mnepeBipsie BIAMOBIIHICT BXIAHOTO IaKeTa JOKYMEHTIB
iH(pOopMaIiifHii KapTIi aJMiHICTPaTUBHOI MOCIYTH, Y pa3i HOTpeOH HAJa€e OTIOMOTY CyO €KTOBI
3BEpHEHHs B 3alOBHEHHI OlaHka 3asBU. Y pa3l KOJIM CyO’€KT 3BEPHEHHS NPUIYCTHBCS
HETOYHOCTEH ab0 TOMWIIKH IIiJ] 4ac 3allOBHEHHS OJIaHKa 3asBH, aIMIHICTPaToOp IOBIIOMIISIE
cy0’€KTOB1 3BEpHEHHSI [IPO BiMOBIAHI HEOMIKH Ta Ha/la€ HEOOX1IHY JOTIOMOTY B 1X yCYHEHHI.

6. 3asBa, 110 MOJAETHCS JUIS OTPUMAHHS AJMIHICTPATUBHOI IOCIYTH, TIOBUHHA MICTHTH
J03B1JI cy0’€KTa 3BEPHEHHS HAa 00pOOKY, BAKOPUCTAHHS Ta 30epiraHHs HOro nepcoHaIbHUX JaHUX
y MeXax, HeoOX1THUX ISl HaJJaHHs aMiHICTPATUBHOI MTOCTYTH.

7. Anminictpatop LleHTpy ckiajgae omnuc BXIJHOIO IaKeTa JOKYMEHTIB, y SKOMY
3a3HavarOThCs iH(OPMAIIisl PO 3asABY Ta MEPENTIK JOKYMEHTIB, MMOIaHUX Cy0’€KTOM 3BEPHEHHS 10
Hel, y IBOX MPUMIpHUKaX.

8. Cy0’€eKTOBI 3BEpHEHHS HAJA€ThCS MPUMIPHUK OIKCY BX1JHOTO MakKeTa JIOKYMEHTIB 3a
MIMICOM 1 3 MPOCTABIEHHSM MeYaTKy (IITaMIa) BiAMOBITHOTO aIMIHICTPATOpa LIEHTPY, a TAKOXK
BIIMITKHM IIPO J1aTy HOro ckjagaHHs. J[pyruil NpuUMIpHUK ONUCY BXIJHOTO HakeTa JOKYMEHTIB
30epiraeTbcsl B MaTepianax CIpaBH, a y pasi 3[1iicHeHHs B L{eHTpi eneKTpOHHOT 0 IOKyMEHTOO00ITy
— B €JIEKTPOHHIH popmi.

9. Anminictparop LleHTpy mia yac OTpuMaHHs BX1THOTO MTaKeTa JOKYMEHTIB 3000B’ sI3aHUH
3’sCyBaTH NPUNHATHUM 111 Cy0’€KTa 3BEpHEHHS CHOCIO MOro MOBIJOMIIEHHS MPO Pe3yJbTaT
Ha/IaHHS a/IMIHICTPAaTUBHOI MOCIYTH, @ TAKOX CIOCi0 nepenadi cy0’eKTOBI 3BEpHEHHSI BUX1IHOTO
nakeTa JOKYMEHTIB (0COOMCTO, 3ac00aMU MOMITOBOTO a00 TEIIEKOMYHIKAIIMHOTO 3B’ S3KY), PO 10
3a3HAYa€THCS B OMUCI BXIHOTO MMaKeTa JJOKYMEHTIB Yy ManepoBiil Ta/abo eleKTpoHHil Gopmi.

10. Anminictparop LleHTpy 311iCHIOE peecTpallito BX1IHOTO MaKeTa JOKYMEHTIB IUISIXOM
BHECEHHSl JaHUX JI0 JKypHany peectpauii (y mameposiii Ta/abo enexTponHii (opmi). Ilicas
BHECEHHS JIAHUX CIIPaBi MPUCBOIOETHCS HOMED, 32 SAKUM 3IHCHIOEThCA i1 1IeHTHdIKAISA Ta SKUI
¢ikcyeThCst Ha OJaHKY 3asBU 1 B OIUCI BX1JHOTO MaKeTa JOKyMEHTIB.

11. V pa3i konu BX1JHHH MaKeT JOKYMEHTIB OTPUMaHO 3aC00aMHU MOIITOBOTO 3B’ SI3KY 1 BIH
HE MICTUTH 1H(OpMAIlii Tpo NPUHHATHUMA U1 Cy0’€KTa 3BEpHEHHS CHOCIO HOro MOBiJOMIICHHS,
anminictpatop LleHTpy He mi3HiNIe HACTYITHOTO pOOOYOTO JTHS HAJCHIAE CYO’ €KTOBI 3BEPHEHHS
OTHC BXiJHOTO MaKeTa JIOKYMEHTIB €JIeKTPOHHOIO MOIITOO (Ta/ab0 HOTo BiICKAHOBAHY KOIIII0) YK
IHITUMU 3ac00aMU TEICKOMYHIKAIIMHOTO 3B SI3KY.

12. ITicns peectpaltii BXiAHOTO akeTa JOKyMEHTIB aaminicTparop LlenTpy ¢popmye cipaBy
y manepoBiii Ta/abo eneKkTpoHHIW (Gopmi Ta B pasi HMoTpeOu 3AiMCHIOE i KOMiIOBaHHS Ta/abo
CKaHyBaHHS.

13. Indopmariito nmpo BUrHEHi Aii aamiHicTpaTop LleHTpy BHOCHTD 110 )KypHAITY peecTpartii
aJIMIHICTPATUBHUX NOCIYr (II0 MICTUTH iH(pOpMAIiI0 MPO peeCcTpaliiHUI HOMEp 3asBU; JaTy
NPUNHATTA 3a8BU; Ha3BY aJMIHICTPATHUBHOI IOCIYTH; Ha3BY OpraHy, IO BHJIA€ JIOKYMEHT;
HallMEeHyBaHHS IOPUAMYHOI ocoOu abo mpi3Buie, M’ Ta 1Mo OaTbkoBi (izuuHOi 0COOM-
nianpuemil (a60 yrmoBHOBa)XEHOI HUM OCOOM); MPI3BUILE Ta 1HINIAIN 3asBHUKA; BIIOMOCTI MPO
BUAa4yy/BiIMOBY B OTpMMaHHI JOKYMEHTa; MIANMUC 3asgBHUKA) Ta JKypHany NpUHHATHX 3asB Ta
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npuiiomMy-tiepeadi  JOKyMEHTIB (110 MICTUTh iHGOpMAIiI0 TPO  JAaTy TNPUHHATTS 3asBH;
peecTpamiiiHuii HOMEp 3asBH; BIIOMOCTI MpO CyO’€KkTa IpaBa, MOro aapecy; BIAMITKY PO
NPUNAHATTS, TIepeiady Ta OTPUMAaHHS JIOKYMEHTA; IPUMITKY).

VII. OnpanwoBaHHs cipaBu (BXiIHOT0 MaKeTAa JOKYMEHTIB)

1. IMicns BumHEHHS nii, mependadeHux myHKTamu 1-13 po3miny VI mporo perimamenty,
aamiricrpatop LleHTpy 3000B’s13aHMI HEBIIKIAIHO, ajie¢ HE Mi3HIIIE HACTYITHOTO poO0YOoro JHS,
HajicaaTy (TepenaTyd) BXITHUN TMaKeT JOKYMEHTIB CyO’€KTOBI HaJaHHS aJMIHICTPaTHBHOI
MOCTYTH, 10 KOMIIETEHIIi SKOTO HAJECKWUTh MUTAHHS NPHUHATTS DPIMICHHS Yy CIpPaBi, MpoO IO
poOHUTHCS BIIMITKA B aKTI MNpuUHAOMYy-Tiepefadi 3asB Ta JOKYMEHTIB N[00 HaJaHHS
aJMIHICTPATUBHUX IMOCIAYr 13 3a3HA4YCHHSAM JaTH Ta HalMEHYBaHHS Cy0’€KTa HaJaHHS
aJMIHICTPATUBHOI TOCIYTH, A0 SKOro il HaJicIaHO, Ta MPOCTaBICHHSM IeYaTKH (IITamIa)
aZIMIHICTpaTOpa, IO IepeiaB BiAMOBIAHI JOKYMEHTH.

2. Ilepenaua cupas y narnepoBiii ¢popmi Bix LleHTpy 10 cy0’ekTa HalaHHS aMiHICTPAaTUBHOT
MOCTYTH 3/IMCHIOETHCS HE MEHIE HIXK OAMH pa3 MPOTATOM poOOYoro AHS, MUIIXOM JOCTaBKH
BXITHOTO TIAKeTy, HAJCWIAHHA BIJCKAaHOBAaHMX JOKYMEHTIB 3 BHUKOPHCTaHHSM 3ac00iB
TEJIEKOMYHIKaliiHOTO 3B 53Ky a00 B iHIIMI CTIOCIO.

3. IMicnst oTpuMaHHs cnpaBu Cy0’€KT HaJaHHS aJAMIHICTPATUBHOI MOCIYTU 3000B’A3aHUMA
BHECTH 3amuC Npo il OTpUMaHHS i3 3a3HAYCHHSM JIaTH Ta 4Yacy, MPI3BUINA, IMEHI, IO OATHKOBI
BiJIMOBIAAILHOT MOCAA0BOT 0COOU 710 JIMCTA MPO MPOXOKEHHS CIIPaBH.

4. KoHTpoJsb 32 AOTPUMaHHAM Cy0’€KTaMH HaJaHHSA aIMiHICTPATHBHUX TOCIYT CTPOKIB
PO3TIIsiAY CIpaB Ta NPUWHATTA PillieHb 3A1HCHIOEThCS aaMiHicTpaTtopamu LleHTpy BiAMoOBigHO A0
po3moaiTy 000B’s3KiB 3a pillIeHHsIM KepiBHHUKA LIeHTpYy.

5. Cy0’€eKT Ha/laHHS aIMiHICTPATUBHOI MOCIYTH 3000B’AI3aHUH:

cBOeyacHo 1HpopMyBatu LleHTp npo nepenkoau y JOTpUMaHHI CTPOKY PO3IJIsIYy CIPaBU
Ta MPUIHATTI pillIeHHs, 1HII MPoOIeMH, 1110 BUHUKAIOTh IiJ] 4ac PO3IJIsLy CIIPABH;

HajaBaTu 1H(QOpMalil0 Ha yYCHUH a00 NHUChMOBUM 3amuT (y TOMY YHCHII LUIIXOM
HA/ICWJIaHHS Ha ajpecy eNeKTPOHHOI MOUITH) aaMmiHicTparopa LIeHTpy npo Xix po3risay CripaBH.

VY pasi BusBIEHHS (PAaKTy MOPYIIEHHS BUMOT 3aKOHOJABCTBA HIOJO PO3TJISAY CIPAaBH
(cTpoKiB HaJaHHS aJAMIHICTPAaTUBHOI MOCIYTHM TOIO) aaMmiHicTpatop LleHTpy HeBiIKIaaHO
1H(pOpMYE PO 11e KEPIBHUKA LIEHTPY.

VIII. Ilepenaua BUXiZHOr0 NaKeTa JOKYMEHTIB cy0’€KTOBi 3BepHEHHS

1. Cy0’exT HalaHHS aIMIHICTPATUBHOI OCITYTY HEB1IKJIATHO, aJie HE M3HiIlIe HACTYITHOTO
poGoyoro nHs micias ohOpMIIEHHS pe3yibTaTy HaJaHHS aaMIHICTPaTHBHOI MOCIYTH, (opmye
BUXIJHHH MMakeT JOKYMEHTIB Ta nepeaae ioro 1o LleHTpy, mpo 110 3a3Hava€eThes B aKTi IpUioMy-
nepezayi 3asB Ta JOKYMEHTIB LI0JI0 HaJIaHHS aJMiHICTPaTUBHUX MOCITYT.

2. Anminictparop lleHTpy HEBIAKJIAgHO Yy J€Hb HAAXO/DKEHHS BHUXIJHOTO IaKeTa
JOKYMEHTIB TOBIIOMJISIE TPO pPE3YyNbTaT HAJAHHSA AaIMIHICTPAaTUBHOI MOCIYTM CYO €KTOBI
3BEpHEHHS y cIoci0, 3a3HaueHuil B 3asBl1, 3/11MCHIOE PEECTpALlil0 BUXIIHOTO MaKeTa JOKYMEHTIB
[IJITXOM BHECEHHS BiMOBIAHUX BigoMocTel 10 JKypHany NpuiHATUX 3as8B Ta NpUiioMy-nepeaayi
NOoKyMeHTIB abo JXypHaily NpuiiHATHX 3adB Ta NpUHOMYy-Tiepenadl JOKYMEHTIB, a TaKOX J0
BIJITIOBITHOT'O PEECTPY B ManepoBiil Ta/abo eneKTpoHHiH popmi.

3. BuxigHuii makeT JOKYMEHTIB MepeNaeThcsi CyO’ €KTOBI 3BEPHEHHS OCOOMCTO Iif
po3mucky (y TOMYy YHCII HOro YHNOBHOB@)XEHOMY IIPEICTaBHUKOBI) y pa3l Mpen’ siBICHHS
JOKyMEHTa, 0 TOCBiAYye 0coOy Ta/ab0 3acBiguye WOro TMOBHOBaKCHHS, a00 y BHUIIAJKaX,
nepeadayeHnX 3aKOHOJABCTBOM, NMEPENAETbCs B IHIIMN MPUHHATHUN A7 CyO’€KTa 3BEpHEHHS
crocio.

Indopmariss mpo AaTy OTpUMaHHS BHXIJHOTO MakKeTa JOKYMEHTIB Cy0’€KTOM 3BEpHEHHS
30epira€ThCsl B Marepiaigax CIpaBH.
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4. YV pa3i He 3a3HA4YCHHS CyO €KTOM 3BEPHEHHsSI 3PYYHOrO JJisi HBOTO CIOCOOY
OTpPUMaHHSI BUXIJHOTO TaKeTa JOKYMEHTIB a00 HOro HeoTpuMaHHs B LIeHTpi mpoTsrom JBOX
MICSIIIB BIAMOBIIHI JOKYMEHTHU HAJCHIIAIOTHCS Cy0’€KTOBI 3BEPHEHHS 3aC00aMM €JIEKTPOHHOTO
3B’s3Ky. Y pasi BiICYTHOCTI BiIOMOCTEH Mpo MicIie MpOKUBaHHS (MiCLIE3HAXOKEHH) Cy0’ eKTa
3BEPHEHHS Ta 1HIIOI KOHTAKTHOI iH(popMallii BUXITHUN MTAKEeT TOKYMEHTIB 30€piraeTbcs MpOTITOM
TPUMICSYHOTO CTPOKY B LIeHTpi, a mOTIM mepeaeThbes i apXiBHOTO 30epiraHHs.

5. Y pa3i Koau aJAMiHICTpaTHBHA TIOCIYTa HAJIA€ThCS HeBIAKIAAHO, aaMmiHicTpaTop LleHTpy
peectpye iHOpMaIiI0 MPO pe3ylbTaT PO3TIsAAy chpaBd B JKypHani (y mamepoBiii Ta/abo
€JIEKTPOHHIN (opmi), HeraitHO (HOpMy€e BUXITHHMA MaKeT JOKYMEHTIB Ta Mepeaae Horo cyd’ €KToBi
3BEpHECHHS.

6. BianoBiganpHICTh 32 HECBOEYACHE T4 HEHAJIC)KHE HAJAHHS aIMIHICTPAaTUBHUX MOCTYT
HECYTh CYO’ €KTH HaJaHHA TaKuMX MOCIYr Ta B MEXaxX MOBHOBAXXCHb CEJMIIHOTO TOJIOBH Ta
HavanbHUKA LleHTpy.

7. Indopmariss mpo KOXKHY HaJaHy aIMIHICTPaTHBHY IOCIYTy Ta CIpaBy y ManepoBii
(xomist) Ta/ab0 eNeKTPOHHIN (BiIICKAHOBaHI JOKyMeHTH) ¢opMi, 30Kpema 3asBa CyO’ €KTa
3BEpHEHHS, Ta Pe3yJIbTaT HaJaHHS aJIMIHICTPAaTUBHOI OCIYyTH 30epiraerbes y LleHTpi.

VYci maTepianu cripaBu 30epiraioTbes y cy0’€KTa HaJlaHHA aMIHICTPAaTUBHOI MOCTYTH.

IX. 3acTocyBaHHs creniaJibHOr0 00JITHAHHSA — MOOIIBHOI0 AaBTOMATH30BAHOI0 PO0O040ro
Mmicus aaminicTparopa Llentpy

3a HEeoOXiIHICTIO OpraHi3yBaTH BinmaieHe pobOoue Micie aaminictparopa LleHTpy mis
o0ciyroByBaHHs CyO’€KTiB 3BEpPHEHHS 3a MeXamu odicy IeHTpy BiAmoBinHO a0 IHcTpykumii 3
HaJIaHHS aJMIHICTPATHBHUX IIOCIYT, IHIIUX MyOXIYHUX MOCTYT i3 3aCTOCYBAaHHSM CIICLIaTbHOTO
o0agHaHHA — MOOUIBHOTO aBTOMATHU30BaHOT0 pobodoro micus aamiHicTparopa LleHTpy HamaHHS
aJIMIHICTPATUBHUX MOCIYT BUKOHABYOr0 KoMiTeTy Ci1000KaHChKOT CENTUIIHOI PaJid B XO1 BUI3HOTO
00CIIyrOBYBaHHS 3aTBEP/KEHOI PILIEHHSIM BUKOHABUOro KoMiTeTy Cio00KaHChKOI CENMIIHOI pagu
Bix 18.07.2018 poxy Ne 290.

CexkpeTap CcequIIHOI paau Jl.JIarona



