XAPKIBCBKA OBJIACHA JEPXABHA AJIMIHICTPAIIIS

PO3MOPSAXKEHHS

22 moToro 2017 poky Xapkis Ne 65

IIpo cucTeMy eleKTPOHHOI B3aemMoil
OpraHiB BHKOHaBYOI BJIaH
B o0J1acHIil AepakaBHii agMiHicTpaunii

3 MeTor0 Oprasisalii BOpOBaUKEHHs CUCTEMH €JIEKTPOHHOI B3aEMOIii OpraHis
BHKOHABY0I BJIaJId BIAMNOBIAHO 10 3akoHy Ykpainu «IIpo elekTpoHHI NOKYMEHTH Ta
CJICKTPOHHHN JOKYMEHTOOOIr» (31 3MiHaMH), KepyHO4HCh CTaTTsaMu 6, 39 3akoHy
VYkpainu «IIpo MicueBi nep:kaBHi agMiHicTpalii»:

1. 3anpoBanuTH cHCTEMY €IeKTPOHHOI B3a€EMOii OpraHiB BUKOHABYOI BIaad B
o0JacHii AepkaBHIH agMiHicTparlii.

2. 3arBepauth Ilopanok nepenadi Ta mpHAMaHHS JOKYMEHTIB B €JIE€KTPOHHIM
(GopMi yepe3 cucTeMy eIeKTPOHHOI B3a€EMOIii OpraHiB BUKOHABYOI BlIaaH B oOJacHii
Jiep KaBHIN aaMiHICTpalil (10JaeThes).

3. IToknacTH BiANOBiNAJBHICTE 3a OpraHi3alil0 Ta 3/iliCHEHHS INepegadi Ta
NpUiiMaHHs JOKYMEHTIB B €JeKTpPOHHIH QopMi depe3 cHcTeMy eJIeKTPOHHOL
B3a€MOJiI OpraHiB BUKOHABYOI BIaJ¥ Ha Biain iHpopMAaIiiHO-KOMII'FOTEPHOIO Ta
IOKYMEHTAILHOTO 3abe3nedeHHs anapaTy o01acHol AepKaBHOI aaMiHicTpalii.

4. KoHTponk 3a BHMKOHAHHSAM pO3MOPSDKEHHS TIOKJIACTH Ha 3aCTYITHHKA
rojIoBU — KepiBHMKa anapary o61acHol aepxkaBHoi aaminictpauii A.B. babiuesa.

I'osioBa obsacHol nep:kaBHOI

aaMinicrpauii 10.0. CBIT/IMYHA




3ATBEP/IDKEHO

Po3nopsikeHHs rojoBH
o0mnacHo1 IepkaBHOI aaMiHicTpalii
22 motoro 2017 poky ~ Ne 65

NNOPAIOK
nepeaayvi Ta NpHAMaHHS JOKYMEHTIB B eJIeKTPOHHIM
(¢hopmi yepe3 cucTemy esleKTPOHHOI B3a€EMOJii opraHiB BHKOHABYOI BJIaJAH
B o0J1acHil Aep:xaBHiii aaMiHicTpaunil

1. 3arajabHi NoJ10KeHHS

1.1. Ileii Ilopsaaok BCTAHOBIKOE 3arajbHi NpaBUiIa  CTBOPEHHS,
BiANpaBlIeHHs, IlepelaBaHHs, OJepXaHHs, OOpOoOJIEHHs, BMKOPMCTaHHS Ta
30epiraHHs eNeKTPOHHMX JIOKYMEHTIB Ta eJIeKTPOHHHX KOIMii HanepoBHX
JIOKYMEHTIB, Ha sIKi HaKJIaJeHO eleKTPOHHU# 1u(pOoBUil MiANMKC Ta SKi HE MICTATH
iH(popMalio 3 0OMeXeH!M JOCTYIIOM, B 00JacHii AepikaBHil aaMiHicTpauii yepes
CHCTEMY €JIEKTPOHHOI B3aeMoJii opraHiB BukoHaByoi Biaau (zani — CEB OBB) i
pernaMeHTye BHKOHAHHA [iff 3 €JeKTPOHHHMH JOKYMEHTaMH 3 MOMEHTY iX
ollepKaHHS IO BIANpaBIeHHS YW TIepejadi A0 apXiBHOrO Migpo3diay Bimmimy
iH(popMaliHiHO-KOMIT'IOTEPHOTO Ta JOKYMEHTAlIbHOTrO 3ale3leyeHHsl anapary
001acHOT epKaBHOT aAMiHiCTpallii.

ITpoxomxeHHsS JOKYMEHTIB 3 MOMEHTY iX CTBOpeHHsI abo ofep)KaHHS M0
3aBeplLIeHHs BUKOHaHHS abo0 BiANpaBlIeHHS perjaMeHTOBaHO IHCTPYKIi€w 3
Ii10BOACTBa B XapKiBChKiit oOiacHii NepkaBHik aaMiHicTpauii Ta PernameHToM
XapKiBcbKoi 0671aCHOI AepKaBHOI aaMiHiCTpallii.

JlokymeHTH TpuBajoro 30epiranss, mo nepeaaroThcs 3acobamu CEB OBB B
€JIeKTPOHHOMY BHIJISII MK OpraHaMH BHKOHaBYOlI Bland IyOIIOOThCS Y
nanepoBOMY BHIJIAII.

1.2. iz TlopsinKky TNOMMPIOETECS HA ENeKTPOHHI JOKYMEHTH, SK
THMYacoBOTO TaK i TpUBaJIOro 30epiraHHs, KpiM JOKYMEHTIB II0 MiCTSTh
iHpopMallilo 3 0OMeXeHHM NOCTYIIOM, siKa € BIACHICTIO JEpKAaBH, 3BEPHEHb
rpoMajsH, 3alHuTIB Ha iHGOpMaLil0 Ta eJeKTPOHHUX JOKYMEHTIB, IO B
YCTaHOBIIEHHX 3aKOHOM BHUIIaJKaX HE MOXYTh OyTH 3aCTOCOBaHI SIK OPUTIHAJIH.

OcobnuBocti poOOTH 3 €NIEKTPOHHHMMH JIOKYMEHTaMH, IO MICTATH
indopmalliro 3 0OMeXEeHUM JOCTYIIOM, SIKa € BIACHICTIO A€p)KaBH, €J€KTPOHHUMH
3BEpHEHHsSIMM I'POMa/IsSiH Ta 3aluMTaMH Ha iHdopMalito, mo Hagiciaai yepe3 CEB
OBB, BH3HauaOThCs crelialbHUMUA HOPMaTHBHO-IIPABOBHMH aKTaMHu.

3nilicHeHHs e1eKTPOHHOTO 0OMiHY Ci1y)kOOBHMH JIOKYMEHTaMH, SIKi MiCTSATh
cekpeTHy iHdopmaito, yepe3 CEB OBB 3a6opoHseThes.



1.3. Tlepenaua/mpuiiManHs eneKTpoHHUX HokyMmeHTIB uepe3 CEB OBB y
poOouMii yac 3A1MCHIOETHCS NpalliBHUKaMH BiAiTy 1HQOpMaLiiHHO-KOMIT FOTEPHOTO
Ta JIOKyMeHTaJIbHOTO 3abe3redeHHs anapaTty obnacHol AepkaBHOI aaMiHicTpalii.

1.4. Tlepenaua/mpuiimanns enekrponHux nokymeHTiB uepe3 CEB OBB y
HepoOOYHii yac, a TAKOXK Y BUXI/IHI Ta CBATKOBI IHi 31iiICHIOEThCS BiAMOBINaIbHUMH
YeproBUMHM OpTaHi3alliiHOro BIAALTY anaparty obJacHoi AepKaBHOI aaMiHiCTpallii.

1.5. Hanaromkenns goctyny no CEB OBB aBromatu3zoBaHHX poOoumx
MICIIb Ta QHTHUBIPYCHOIO IPOTrpaMHOro 3a0e3redyeHHs 3 METOI aBTOMATHYHOI
MepeBipKM  yCiX OTpHMaHUX (alIiB Ha TMpeAMeT 3apakeHHs iX Bipycamu
3MIMCHIOIOTh  TpAlliBHUKH  Bigairy — iHGopMauiiHO-KOMIT'IOTEPHOrO  Ta
IOKYMEHTaJILHOTO 3a0e3eueHHs anapary 00J1acHol ep)KaBHOI aJMiHICTpallil.

1.6. Ilepemauya/mpuiimanns enekTpoHHoro aoxkymenrta 4depes CEB OBB
3MIMCHIOETBCS 332 YMOBM HASBHOCTI Yy TMpalliBHUKIB €JNEKTPOHHOTO LH(PPOBOIo
HiJMHUCYy.

2. Opraxizauig po00oTH 3 BXiIHHMH eJIeKTPOHHHMH 10KYMEHTaMH

2.1. EnexTpoHHI IOKyMEHTH, LI0 HAAXOASTh N0 O0JAacHOI JepXkaBHOI
anminictpanii depes CEB OBB, mnpuiiMaloTbcs LEHTpPali3oBaHO Yy BiAALI
iHpOpMaLiiHO-KOMIT IOTEPHOTO Ta JOKYMEHTaJbHOro 3abe3NedyeHHs amapary
001acHOT IepKaBHOI aIMiHICTpaLlii.

2.2. KoxeH oaepkanuid 00JacHO  JepiKaBHOI  aJMIHICTpPalli€lo
€JIEKTPOHHMI TOKYMEHT aBTOMAaTH4HO ITePeBipsAEThCs Ha 3apa)KeHHs Horo BipycoM.
V pasi BUSIBIIEHHS 3arpO3U aHTUBIpyCHE ITporpaMHe 3a0e3MeyYeHHs CIOBIIIAE Ipo e
KOpHCTYBaya.

2.3. Ogpepxanuii 00JIACHOIO [epXKABHOK aIMiHICTpaLli€l0 eNeKTPOHHHM
JIOKYMEHT IepeBipseThCs MPalliBHUKOM Biqiny iH(hopMaliiHO-KOMII FOTEPHOIO Ta
JIOKYMEHTAlbHOTO 3abe3rnedeHHs anapaTy oOyiacHOl AeplkaBHOI aaMiHicTpalil Ha
LigicHiCTh 1 CIpaBXKHICTh yCiX HakiIaAeHWX Ha HBOIO ENEeKTPOHHMX LH(POBHX
MiIMKCIB, BKIKOYAKYHM Ti, 110 HAKNIaJeHi (MpocTaBieHi) 3TigHO 13 3aKOHOaBCTBOM

sIK aHaJloru rneyarku. Ilpu ipomy HeoOXinHo, m100:

- KOXEH eJIeKTPOHHHM UH(poBUi mianuc OyB MIATBEPIKEHHH 3
BUKOPMCTAHHSIM [OCHIIEHOTO cepTH(iKaTa KIIro4a 3a J0IOMOTOI0 HaiiHUX 3ac001B
U(PPOBOTo MiAMUCY;

- Mg 4Yac TepeBipKM BHKOPHUCTOBYBABCS MOCHJICHHH cepTU(IKaT Kiroua,
YHHHUH Ha MOMEHT HaKJIaJIeHHs eJIeKTPOHHOTO HH(GPOBOIo MiAMHUCY;

- OCOOHCTHH KIIOY IIiANHCYyBaya BIiANOBiAaB BIAKPUTOMY  KIIOYY,
3a3HAaYeHOMY Y CepTHOIKATI;

- Ha 4ac nepeBipku OyB YMHHUM IOCHJIEHHH cepTH(]IKaT BIAKPUTOIO KIx04a

aKpeJIMTOBAHOTO LEHTPY cepTudikamii Karo4iB Ta/abo MOCHIeHUH cepTHdIKaT
BiJIKPHTOTO KJTIFOYA BiAITOBIIHOTO 3aCBIA4yBaJIbHOTO LIEHTPY.



2.4. EnexTpoHHHH HIOKYMEHT, IO HagiHIIOB Ha azapecy o0OmacHOI
Iep>kaBHOI aqMiHICTpallil, MATArae BIAXHICHHIO Y TaKUX BUMAKax:

- eJIeKTPOHHHI TOKYMEHT Ha/IHIIOB He 3a a/Ipecolo;
- eJIeKTPOHHHMI TOKYMEHT 3apa)KeHHi BipycoOM;
- eNeKTPOHHHM JOKYMEHT He IPOMINIOB NepeBipKy Ha LiTiCHICTS;

- BUSBICHO HETATHBHMI Pe3yNBTAT MEPEBIPKH HA CIIPABXKHICTh OyAb-SIKOTO
HaK/IaZIeHOr0 Ha HBOTO eJIEKTPOHHOI0 LU(POBOTo MiAMHUCY.

[pamiBHUK Bianiny iHGOpMaliiHO-KOMIT IOTEPHOIO Ta IOKYMEHTaIBLHOI'O
3abe3redyeHHsl anapary oOJacHOi JepKaBHOI aiMiHICTpalil y JABOAEHHHM CTPOK
NOBHHEH 3a fonomororo Boyxosanoi y CEB OBB ¢yHkuil «BigxuneHHs BXiJHOTO
JNOKyMEHTa» IIOBIJIOMHTH BifITpaBHHKA IIPO BiJXWIIEHHsS JOKYMEHTa, yKa3aBIIH
NIPUYUHY.

2.5. TlomepenHiii po3ryiay eleKTPOHHOTO JOKYMEHTa 3/1HCHIOETECS y HOro
BizyanbHiii GopMi TpaliBHUKOM Biamimy iHhopMauiiiHO-KOMII FOTEPHOTO Ta
JIOKYMEHTAIILHOrO 3a0e3redyeHHs amapaty obiacHoi Iep)xaBHOI aaMiHicTpamii y
nopsiaKy, nepenbadeHoMy IHCTpyKLi€to 3 IioBojcTBa B XapKiBChKiH 0OiacHiH
TepXKaBHii agMiHicTpaLii.

2.6. Po3gpykoBaHa  Komis  BXIJHOIO  €JIEKTPOHHOIO  JIOKyMEHTa
pPEeECTPYEThCSl  TNPALIiBHUKOM  Biadinly  iHGOpMaLifiHO-KOMII FOTEPHOTO  Ta
JOKYMEHTAIBHOrO 3a0e3redyeHHs anapary o0iacHoi Iep)kaBHOI aaMiHICTpauii B
ABTOMATH30BaHill CHCTEMI JIOKYMEHT00Oiry obnacHOi Aep:kaBHOI aaMiHicTparii
CEJO «/[lino» y mopsaky, mnepenbayeHoMy IHCTpykuiero 3 [iJOBOACTBAa B
XapkiBchKiit o6macHil nepxaBHil agMiHicTpallil.

2.7. V pasi SKm0 eJeKTPOHHA KOs BXiTHOTO NOKYMEHTa HE MICTHTh
BUXIJHMI HOMep, TO TpPaLiBHUKOM Biaainy iHpopMaliifHO-KOMII FOTEPHOTO Ta
JIOKYMEHTAJIBHOrO 3a0e3redeHHs anapary o0JacHOl Jep)aBHOI aaMiHicTpauii Ha
nanepogiii Korii eJIeKTPOHHOTO JJOKYMEHTa IPOCTaBIIsE€ThCA BIIMITKA TPO BUX1THHH
HOMEp Ta JaTy peecTpallii JOKyMEHTa 3 peecTpaliliHO-KOHTPOJIbHOI KapTKH BeO-
intepdeiicy CEB OBB Ta 3aBips€Tbcs 0COOMCTUM HiAIHCOM.

2.8. Ha posapykoBaHiii mamnepoBii Komii €JE€KTPOHHOTO JOKyMEHTa
IpaliBHUKOM BiaAiny iH(OpMaLiiHO-KOMII'FOTEPHOIO Ta JIOKYMEHTAJIbHOI'O
3abe3neyeHHs amapary o007acHOl Jep)aBHOI aJMIHICTpalll IpPOCTABIAEThCS
BXiJIHH} HOMep Ta JaTta peecTpallii 3rigHo 3 BUMoramu IHCTpyKIii 3 1i710BOACTBA B
XapkiBcbKiii 00J1acHIM nep)kaBHIH aaMiHICTparlii.

2.9. Tlicns peectpauii BXiZHOTO €JNEKTPOHHOIO [OKYMEHTa IIpalliBHHUK
Bigminy iHGOpMAaIiifHO-KOMIT'IOTEPHOTO Ta JOKYMEHTAIBHOTO 3abe3neueHHs
anapaTy obiacHOl Jep:KaBHOI aiaMiHicTpallii 3a momoMororo ¢yHkuii «Peectpanis
BxigHoro pokymeHta» CEB OBB y Bikui «llepernsan BXiZHOro NOKyMEHTa i
peectpanii — OCHOBHI BiZOMOCTi» 3amoBHIOE O0OB’A3KOBI MO peecTpalifHO-
KOHTPOJILHOT KapTKH NOKyMeHTa: «Peectpauiiinuii No» ta «/lata peecTparii».

2.10. KoHTposib 32 BUKOHAHHSM Ta OllepaTMBHUM BUKOPHCTaHHSIM HasBHOI B
eNIEeKTPOHHHUX JOKyMeHTax iH(opMalii 31iCHIOETECS B NIOPSIKY, NepeadayeHoMy
[HcTpyKIi€ro 3 AinoBoACTBa B XapKiBChKiid oOnacHiit aepxkaBHiil aqMiHicTpallii.



3. Opranizanis po0oTH 3 BUXIAHHMH €JIEKTPOHHHMH J0OKYMEHTaMH

3.1. Peectparnis BUXiTHHUX JTOKYMeHTIB mus mepenadi ix depes CEB OBB
3MIACHIOETHCS 3 JOJAEp>KaHHSIM BUMOr [HCTpyKUii 3 AinoBoAcTBa B XapKiBChKii
obnacHii nepKaBHii aaMiHicTpaii.

3.2. Cxanosani B PDF noxymenTtn nepen sianpaekorw udepes CEB OBB
MiANUCYIOTbCA ~ €NeKTPOHHHM LMGPOBHM  IIANMCOM  IpaliBHHUKA  BIAALTY
1H(OpMaLIHHO-KOMIT FOTEPHOTO Ta JAOKYMEHTAJIBHOrO 3a0e3rneueHHs anapary
001acHOT iepKaBHOI aJMiHICTpalii.

3.3. BuxigHi e€JeKTpOHHI JOKYMEHTH BIANpPAaBISAIOTECS aJpecaraMm-
kopuctyBadam CEB OBB npauiBaukoM Bigainy iHGopmaLiiiHo-KOMI IOTEPHOTO Ta
JOKYMEHTaJIBHOro 3a0e3leveHHs amapaTy o0yacHol Jep)kaBHOI aaMiHicTpalii
LIEHTPaJIi30BaHO He Mi3HilIe HACTYITHOro pobo4yoro qHsA Micis 1X OAepKaHHS.

3.4. EnekTpoHHHMH [JOKyMEHT BBa)Ka€TbCcsi OJEpPKaHHM ajpecaToM 3
MOMEHTY oTpuMaHHA «KBHTaHLIi Ipo JOCTaBKYy» peecTpaliliHO-KOHTPOJILHOL
KapTku nokymeHta y CEB OBB 3 BiAMITKOIO Ipo peecTpalild TOKyMEHTa
aJipecaToM.

Y pa3i HeojepkaHHS BiA ajpecaTa MNPOTArOM JABOX poOOYHMX [HIB
MOBIAOMJICHHS NP0 MPUHHATTA Ta peecTpaliio abo npo BIAXUICHHS €J1eKTPOHHOTO
JOKYMEHTa BIANPaBHUK B)KHMBA€ JIOAATKOBHX 3aXOJiB 3 BUKOPUCTAHHSAM I1HIIMX
3aco0iB 3B 3Ky [UIsl OJepKaHHs BiJ ajipecara BiJIOBIAHOIO MOBIIOMJICHHS.

Y pa3i ozxepkaHHA Big azpecara IOBIZOMJIGHHS IpO BiAXWUIIEHHS
€JIEKTPOHHOTO JOKYMEHTa, BiANMPaBHUKOM BXKHBAIOTLCS 3aXO/AM, HalpaBlIeHl Ha
YCYHEHHsI TIPUYHH BiJIXHJICHHS Ta 3a0e3edyeHHs TIOBTOPHOTO BiIPaBIeHHS 1[bOTO
JOKyMEHTa.

4. 30epiraHHsi eJIeKTPOHHHX JOKYMEHTIB

4.1. JlokyMeHTH mocTiiiHOro Ta TpuBajioro (moxHax 10 pokiB) 30epiraHHs
CTBOPIOIOTHCS] OJJHOYACHO B NaNepoBiil Ta eleKTPOHHIH popmax.

4.2. Crpok 30epiranHsi eJeKTPOHHMX JOKYMEHTIB NOBMHEH BiANOBiAaTH
CTPOKY, BCTAHOBJIEHOMY YMHHHM 3aKOHOJABCTBOM JUISI BIITIOBITHUX JJOKYMEHTIB Ha
IarepoBHUX HOCISIX.

3acTyNHHK roJ1I0BH — KepIBHHK anapaTy g}%ﬂ// g

obGs1acHOT Aep:kaBHOT aaAMiHicTpanil A.B. BabGiueB

Cutnuk A.1O.



