JMonaTok

10 pimeHHs JloBXaHCHKOI CinbChKOI paay
BiJ Ne

«Ipo 3arBepxenHs Permamenty poOoTH
[lenTpy HagaHHs aMiHICTpAaTUBHUX
MOCITYT BUKOHABYOI'O KOMITETY
JloBxKaHCHKOI CLITBCHKOT paju»

PEI'TAMEHT
POBOTU HEHTPY HAZAHHSI AIMIHICTPATUBHUX NOCAYT
BUKOHABUYOTI'O KOMITETY JOBKAHCBKOI CLUZIbCBKOI PAU

PO3ALII 1. 3AT AJIBHI INIOJIOXKEHHSA

1.1.1le#i PermameHT BH3Ha4dae TOPSIOK opradizaiii podortu ILleHTpy
HajlaHus  aaMibicTpatuBHux mnociayr (mami — LIHAIT a6o Llentp), ioro
TepUTOPIAIBHUX MiAPO3/iNiB, BiganeHux poOoYMX Miclb aaMiHicTpaTopis,
NOpAIoK il aAMiHICTpATOPIiB Ta IHIIMX MpAaIiBHUKIB LEHTPY Ta IX B3aeMOAii i3
cy®’exTaMy Ha/laHHS aJIMiHICTPATUBHUX ITOCIYT.

1.2. YV upomy PernameHTi TepMiHM BXMBaIOTHCS Y 3HAYEHHI, HABEICHOMY B
3akoui Ykpaiuu «IIpo agmiHICTpaTHBHI MOCIYTWY.

1.3. Hapanns anmidicrpatuBHux nocnyr 'y IHHAIT 3pidicHioeTses 3
JOTPUMAHHSAM TaKuMX NPUHLUILIB!

BEPXOBCHCTBA IIpaBa, Y TOMY HHCII 3aKOHHOCTI Ta IOPHUIUYHOIL
BU3HAYEHOCTI;

cTablIIBHOCTI,

PIBHOCTI Tepe/l 3aKOHOM;

BIJIKPUTOCTI Ta MPO30POCTI;

OTNepaTHBHOCTI Ta CBOEYACHOCT;

JOCTYNHOCTI iHGopMaLii Tpo HalaHHs aJIMIHICTPATUBHUX I1OCIIYT;

3aXHIICHOCT] MePCOHATbHUX JaHUX;

palioHalbHOT MiHiMi3aLil KITBKOCTI JOKYMEHTIB Ta IPOLGAYyPHUX AlH, IO
BUMAralOThCs JUIS OTPUMAaHHS aIMIHICTPATUBHUX [10CTIYT;

HeyTepeIXKeHOCT] Ta CrpaBeJIuBOCT;

JIOCTYITHOCTI Ta 3pYYHOCTI JUisl Cy0’ €KTIB 3BEPHEHHSI.

1.4. IIHAIT y cBoiii aisnbHOCTI Kepyerbea KoHcTHTyIliEl0 Ta 3aKOHAMM
Ykpainu, akramu [Ipesugenta Yxpainu 1 Kabinery MinicTpiB Ykpainu, akTamu
LEeHTpaJbHUX Ta MICLEBUX OpraHiB BHKOHABYOI BlaJH, OpradiB MiCIEBOI0
camospsiyBanHsi, [Tonoxennsam npo Llentp ta Pernamentom Llentpy.
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TeJICKOMYHIiKalil (TelneoHy, eJeKTPOHHOI MOIITH, IHIIKUX 3aco0iB 3B’fA3KYy), a
TaKOX 30€epeXeHHs TOKYMEHTIB, CIPaB, XKypHaIiB 00miKy/peectpariii (po3MilieHHs
apxiBy).

Bxin 10 3aKpuTOl YacTHHU LEHTPY Cy6’eKTaM 3BepHEHHs 3a00pOHSETHCS.

3aKkprTa YacTHHA MOKE pO3MILyBaTHCs Ha IHIIMX NOBepXax, HiX BiAKpHUTa
YacTHHa.

2.3. CekTop npuitomy 00JaIlITOBYETHCS NPU BXOM1 IO MPUMIIICHHS LIEHTPY.
Y HbOMY 3A1MCHIOEThCS 3arajibHe iH(QOPMYBaHHS Ta KOHCYJBTYBaHHS CY0O’ €KTIB
3BEPHEHHS 3 IUTaHb POOOTH LEHTPY.

2.4. Cextop iH(OpMyBaHHS OOJIAIITOBYETHCS 3 METOI O3HAHOMIEHHS
Cy0’€KTIB 3BEpHEHHS 3 TMOPSAKOM Ta yMOBaMH HaJaHHS aJMIiHICTpaTHBHUX
MOCTYT.

Y cexrtopi iH(pOpMyBaHHS PO3MIINYIOThCSA iH(pOpMalliliHi cTeHaHu, Ta/abo
iHQopMalifiHi TepMiHan¥ B 3PYUYHOMY [UIS IEPeryiaay Micli, IO MICTATh
aKTyallbHy, BUUYEpIHYy iH(popMalito, HeoOXiIHY JUIst Oiep)KaHHs aJAMiHICTPATHBHHUX
[OCJIYT.

CexTop IHpOpMYBaHHS  OOJIAIUTOBYETHCS  CTOJNIAMH,  CTLIBLAMH,
KOMII'FOTEPHOKO TEXHIKOIO 3 BIJIBHUM JAOCTYIIOM JI0 [HTepHeTY Ta 3abe3meuyeThes
KaHUENAPChKUMH TOBapaMy Ul 3allOBHEHHA Cy0’e€KTaMU 3BEpHEHHS HeoOXimHMX
JIOKYMEHTIB.

Jlisi BUCIIOBIIEHHs Cy0’€KTaMHU 3BEPHEHb 3ayBaKeHb | MPOMO3HIH II0JI0
AKOCTI HaZaHHS aJMiHICTPaTHUBHHMX INOCIYT NPUMIIIEHHS, J€ PO3MILIEH]I CEKTOp
iH(OpMYBaHHS LEHTPY, TePUTOpIaJbHUM NiAPO3IiT LEHTpY, BimmaneHe pobode
micue ajaMiHicTpaTropa, OOJAIITOBYIOThCS BiIIOBIAHAMH 3aco0amM  (30Kpema
CKPHHBKOI) Ta/ab0 B HHMX PO3MIIIY€EThCA B JOCTYIHOMY MICIi KHHIa BIATYKIB i
NPONO3ULIH.

2.5. Cekrop o4iKyBaHHs PO3MIIIYETbCS B IPOCTOPOMY [TPUMIlIEHHI, ruToMIa
SIKOI'O BM3HAYAE€TbCs 3aJ1€KHO BIA KINBKOCTI OCiO, sIKi 3BEpTarOThCS [0 LEHTPY
HIPOTSAIOM JiHsl, Ta OOJIALITOBYETHCS CTONAMU JUlsl OoQOpMIIEHHS JOKYMEHTIB Ta B
JOCTATHIA KINBbKOCTI CTIIBLAMH, KpiCIaM# TOILIO.

Y cexTopi o4iKyBaHHS OOJAIITOBYIOTHCS MIcCIs JJIs Cy0’€KTiB 3BEPHEHE B
LEHTpaXx, yTBOPCHUX

Np¥ BUKOHABYMX OpPraHaxX MICBKMX MICT paHOHHOIO 3HAYEHHS, CENHINHUX,
CUILCbKMX pajJ, paloHHHX, padoHHMX y MM, Kuesi Ta Ceacronomni
JepKaJAMIHICTpallisaX, - He MeHI sk 10 Micip.

CexTop ouikyBaHHsS Yy pasi HoTpeOu OONaAHYETHCS aBTOMATU30BAHOK)
CUCTEMOIO KEpyBaHHs 4Yepror, CHUCTEMOIO 3BYKOBOro iH(opMyBaHHs ocif
IIOXMJIOTO BIKY Ta TUX, 10 MalOTh BaJu 30pY. z ™




Y npumimennsx lleHTpy, #oro TepurOpiaJibHUX ~MiAPO3ALIIB, Y
NPUMILLCHHSX, JAe po3MilleHl BifjaieHi pobodi Miclyl aIMiHICTPaTopiB,
CTBOPIOIOTBLCS YMOBHU U151 OINIATH Cy0’ €KTaMH 3BE€PHEHb a/IMiHICTPaTUBHOIO 300py
(30Kkpema, po3MillylOThCAd OaHKOMATH, IUIATIXKHI TepMiHanu (y Ttomy uumca POS-
TEPMIHAIKM, NPOrPaMHO-TEXHIYHI KOMIUIEKCH CaMOO0OCIyrOBYBAHHS).

2.6. Cextop 0OCIyroByBaHHs MOBHHEH OyTH YTBOPEHUN 3a MPUHLMUIIOM
BIAKPUTOCTI pO3MillleHHS pobounx Miclb. Jlns 1mBUAKOro o6CIyroByBaHHS
cy0’exTiB 3BepHEHb poboui MICIs aaAMIHICTPaTOpiB MOXYTh PO3MOMIIITHCS 32
NPUHIMAIIOM [IpuifoMy 1 Buaaul JokyMeHTiB. KoxHe poGode micue s MpriAoMy
cy0’eKTiB 3BEpHEHHS [OBHHHO MaTH iH(opMalliifHy TabIUuKy i3 3a3HAYEeHHIM
HOMepa TaKoro Miciyl, Ipi3BHILA, IMeHI, Mo 6aThKOBI Ta mocaau aaMiHicTparopa
LIGHTPY.

2.7.1lnoma cekTopiB OYiKyBaHHS Ta OOCIYroBYBaHHS LEHTPY, WHOro
TEPUTOPIAILHOrO MiAPO3ALTY Ta NPUMIILIEHHS, J¢ PO3MIillleHO BimjganeHe pobode
Micue aaMinicTpaTopa, NOBUHHA OyTH JOCTATHROI ISl 3a6e311eUeH s 3pyYHUX Ta
KOM(bOPTHUX YMOB [Jid NpHiioMy Cy0’€KTiB 3BepHEHHS i po6oTH aaMiHICTpaTOpPiB
LIEHTPY..

3aranbHa I70L1A CEKTOPIB OYiKYBaHHsI Ta OOCIYroBYBaHHS CTAHOBUTH JIJIs
LIEHTPIB, YTBOPCHHX:

IpY BHMKOHABYMX OpraHax MICBKHX MICT PalilOHHOTO 3HAYEHHS, CEIMIIHUX,
CUIBCLKUX pajJi, paloHHHX, palioHHmx y MM. Kwuesi ta Cepacrtonomi
Jep>KaAMIHICTpallisx, - He MeHII K 50 KB. MeTpiB.

2.8. Ha indopmaniinmx creppax abo iHpopmauifiHux —TepMiHaiax
po3Millly€eThCs 1HPOpPMAaLlisl, 30KpeMa, Mpo:

HalMEHyBaHHs LEHTPY, HOro MICLEe3HaXOMKEHHS Ta MIiCLE3HAXOKEHHS
HOT'O TEpUTOpIalILHUX MiAPO3/IMiB, BIAANEHIX pOOOUUX Micilb aAMiHicTPaTOpiB (B
pasi iX yrBopeHHs), HoMepu TenedoHIB Ans IOBIiOK, (akcy, ajapecy BeG-caiity,
€ACKTPOHHOI TOLLITH;

rpaik poOOTH LEHTPY, KOro TEPUTOpIANBHUX MiJPO3JiNiB, BiIJaJICHAX
pobouux Miclh agMiHICTpaTOpiB (B pasi iX yTBopeHHs) (IpUHOMHI [HI T4 FOAWHM,
BUXI/AHI JTHI);

MepesiiK aaMiHICTPaTUBHUX MOCIYT, SKi HAJarOThCS 4epe3 LEHTp, HOoro
TEPUTOpIaNbHi MiAPO3ALIHY, BifnaneHi poboui micus aamimicTparopis (B pasi ix
YTBOPEHH), Ta BIAMOBIAHI iHQOpMaLliliHi KapTKH aJIMiHICTPaTHBHUX IIOCIIYT;

CTPOKM HaJAaHHA aJMIiHICTPATUBHUX IOCIYT;

Onanky 3asdB Ta iHIOMX JOKYMEHTIB, HEOOXiMHMX [yl 3BEpPHEHHS 34
OTPUMaHHAM aJMIHICTPATUBHUX IOCIYT, a8 TAKOX 3pa3ki 1X 3all0BHEHHS;

IIATDKHI PEKBI3UTY /15 OTUIATH [UIATHUX aJMIHICTPATUBHMX HOCIYT;




npi3BuiLe, iM’sd, 1o OaTbKOBI KEPIBHUKA LIEHTPY, KOHTAaKTHI Teje(oHH, aapecy
CJIEKTPOHHOI OWITH;

KOpUCTYBaHHS iH(opMaliiiHuMK TepMiHanaMH (y pasi ix HasBHOCTI);

KOPUCTYBaHHSI aBTOMATH30BAaHOIO CHCTEMON KepyBaHHs deprowo (y pasi ii
HasiBHOCT );

MOJOXKEHHS PO LIEHTP;

perjiaMeHT LIEHTPY;

rpadik npuitomy cy0’ekrTiB 3BEpHEHHS IOCaJOBUMHU oco0aMy Oprady, IO yTBOPUB
11eHTp (y pasi MpoBeNeHHS TaKoTo MPUHOMY B IIPUMIIIEHHAX LEHTPY, HOr0 TepUTOPIalIbHUAX
NiAPO3ALNIB, Y NPUMINICHHSX, ¢ PO3MIIIEH] BigaaneHi po6oyi micist agMiHicTparopis).

2.9. Ilepenik afMiHICTpaTHBHUX IOCIYT, sKi HagaroThes 4epe3 LleHTp, #Horo
TepuTopianbHi nigpo3ninu, BigaaneHi poboui micus aaminictparopis (B pasi iX yTBOpEHHS),
[IOBUHCH PO3MIlILyBaTUCSl Y JOCTYITHOMY Ta 3pyHHOMY sl ¢cy0’€KTiB 3BepHEHHS Micli, y
TOMy uMcii Ha iHopmaniiiHoMy TepMiHani (y pasi Horo HasBHOCTI). AJMiHiCTpaTHUBHI
HOCHYI'M B TepediKy TPYMYHThCS 338 MOJEJLIK XXUTTEBUX CHTyanill cy0’eKTiB 3BepHEHHS
ra/ado  cepaMu  NpaBOBIAHOCHH  (3aKOHOAABCTBA), Ta/abo cy0’exkTaMH  HANaHHS
AJMIHICTPATMBHUX [1OCIIYT.

Ilepenix aamiHICTPaTUBHUX IOCIYT, K1 HAJAOTLCSI Yepe3 TepUTOpialbHi MiAPO3LLIK
LEHTPY. BijaasieHi pobodi Micls aaMiHicTparopiB (y pasi IX yTBOPEHH$), 3aTBEPIKYETHCS
OpratoMm, o yTBOPUB LIEHTP, 3 ypaxyBaHHAM 110Tped cy6’eKTiB 3BEPHEHHSL.

2.10. bnankn 3asB, HEOOXiNHI AJIA 3aMOBJIEHHS aJMIiHICTpATHBHHMX IIOCHYT,
pO3MILIYIOTECS Ha CTeHJaX-HaKonMuyBadax abo CTenakaxX i3 BUILHHM JOCTYIIOM 1O HHX
cy0’exTiB 3BepHEHHS a00 Ha BeO-caiiTi eHTpy (BeO-caiiTi oprany, 1110 YTBOPHE HEHTD).

2.11 Ocobam 3 iHBamiAHICTIO Ta IHIIUM MaJOMOOUIBHUM TpylmaM HaceleHHs
sabesrieuyeThes BinbHUHA pocTyn no iHdopmarnii, 3a3Ha4eHOl B LIBOMY pO3ALTi, LIIIXOM
posMileHHs Oykneti, iHGopMaliliHUX JIMCTIB HA CTEH/AX, IHIIUMX HeOoOXiAHUX Marepiaiis,
HaapyKoBaHuX wipudrom bpaiins. Y pasi MoxnuBocTi Ha iHGopMamiiHUX TepMiHaIax
posmiulyerbesi roynocopa iHdopmalis Ta BigeoiHdopMalis, a TakoK 3IIHCHIOETHCS
indopmyBanHst B iHIIME crnociO, sxuil € 3pydHUM Ast ocib 3 iHBanignicTio, 30kpema ocio 3
HOPYUICHHSMH CIYXY, 30pY, Ta iHIIMX MaJOMOOIIBHUX IPYIl HACEICHHS.

Jlis 3abesnevenns HaJlaHHAg aJAMIHICTPaTUBHHUX MOCIYr CyO’eKkTam 3BepHEeHHs, sKi €
FIYXUMH, HIMUMH a0 TIyXOHIMUMH, 10 pOOOTH IEHTPY MOXKE 3alydardcs Nepekiiafay
KeCcTOBOT MOBMU.

2.12. Ha ocHoOBi y3rojpkeHUX pilleHb i3 cy0’eKTaMH HaJaHHs ajMiHICTPaTHBHUX
nocyyr 'y po0oTi IeHTpy MOXYyTh OpaTu yd4acThb MPEACTABHUKH Cy0’€KTiB HaJ(aHHSI
aJAMIHICTPaTUBHUX MOCIYT JJIsi HAJAHHSI KOHCYJIBTallii.

PO3/ILI 3. IH®OPMAIUIIHA TA TEXHOJIOI'TYHA KAPTKH
AJIMIHICTPATUBHUX HOCJYT

3.1.Oprad, wo YTBOPHMB LEHTP, @& TAKOX KEPIBHUK WEHTPY MOXYTbL BHOCHTHU
cy0’€xTOBl HagaHHsl aAMiHICTPATUBHOI IOCIYTM MPOIO3UIIT 100 HEOOXiTHOCTI BHECEHHS
3MIH 10 3aTBEP/UKEHUX iHPOpPMaUillHUX Ta TEXHOJOrIYHMX KApTOK aIMiHICTPATUBHUX
noctyl” (y TOMY 4MCH Juis AOKYMEHTIB JO3BUILHOIO xapakTepy y cdepi rocnosapchkoi
JUSIABHOCTT).

3.2.V pa3i BHECEHHS 3MiH [0 3aKOHOJABCTBA I[UOJO HAJAHHsS aAJAMIHICTPATHBHOI
nociyru cy®’exr 1l Haaap CYacHO iH(OpPMye NMpo L€ opraH, UI0 YTBOPUB LEHTD, a
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