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YKPATHA

NEYEPCHKA PAMTOHHA B MICTI KH€BI
JAEPKABHA AJIMIHICTPAILIA

PO3ITOPAKEHHA

10.10.2017 o 541

IIpo 3arBepmxeHHs iHMOpMaIiitHOT
Ta TEXHOJIOT14YHOT KapTOK
aZIMIHICTPaTUBHOI  IOCIYTH, IO
HAJa€TbCSd  apXiBHUM  BIJILJIOM
[ledepcrkoi paiionHoi B MicTi Kuei
JIep)KaBHOI  aAMiHICTpamii,  sKa
Ha/laeTbCsl dYepe3 Biamin (LeHTp)
Ha/IaHHS aJIMIHICTPATUBHHUX MTOCITYT

BignmosizHo mo crarti 8 3akoHy Ykpainum Bim 06 Bepechs 2012 poky
Ne 203-VI ,,IIpo agMiHicTpaTHBHI nOCIyTu”, 1o ctateit 2, 6, 41 3akoHy YKpaidu
Bix 09 kBiTHA 1999 poky Ne 586-XIV ,IIpo Micuesi nepxaBHi aaminicTpanii” Ta 3
METOI0 IIOJINIIEHHS yMOB HaJaHHA aIMiHICTPaTMBHHX IIOCIYr Cy0 €KTam
3BEpHEHHS:

1. 3arBepauTy iH(OpMalifiHY Ta TEXHONOTIYHY KapTKH aaMiHiCTPaTHBHOI
IIOCJIyTH, 110 HaJaeThCs apXiBHUM BiamiaoM [ledepcekoi paiionHoi B MicTi Kuesi
JlepXaBHoOl aaMiHicTparii, ,,HanaHns apxiBHUX [OBIJOK Ta KOMiM JOKYMEHTIB, 5IKi
30€epiraroThcsl B apXiBHOMY BifIimi” (q0Har0ThCH).

2. 3abesmeuutd mepenady iH(OpPMANiiHOI Ta TEXHONOTIYHOI KApPTOK 10
Biininy (UeHTPy) HaJaHHS aIMiHICTPATHBHUX TIOCIYT amapaTy [Teuepcrkoi
paiioHHOI B MicTi KueBi nepraBHoi agMiHicTpanii 171t BAKOPUCTaHHS B pOGOTI.

3. BusHaty TakuMm, W0 BTPAaTWJIO YHHHICTB, PO3MOPS/MKEHHs Iledepchkoi
paiiorHoi B MicTi Kuesi neprxaBHoi anminictpanii Bix 22 epsus 2016 poky Ne 300
»IIpO 3aTBep/KEHHS 1H(bOPMAITifHOI Ta TEXHOJOTIYHOI KapTOK aZIMIHICTpaTUBHOL
MOCIYTH, 1O HANAEThCS apXiBHUM BiffinoM Iledepcrkoi paitoHHOT B MicTi Kuesi
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JepKaBHOI ajMiHicTpamii, $Ka HaaeThcsl depe3 BiAALN (LUEHTP) HaJAHHI

aJIMiHICTPaTUBHHX ITOCIYT” . '
4. KOHTpOIb 32 BAKOHAHHSM LIbOTO PO3MOPSIKEHHS MOKIACTH Ha KEPIBHUKA

amapary Ileuepchbkoi paidionHoi B Micti KwueBi nmepixaBHOi aamMiHicTpamii

Joners O.IT. - /N
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Posnopsmxenns [leuepcpkoi
paitonHoi B micTi Kuesi

?v» o ”«\Q\fﬁf ﬂ§>p>KaBH0'1’ aaMiHicTpanii
Ve 5710102017 Ne 541
e N
THOOPMAIIIMHA KAPTKA

AZIMIHICTPATUBHOI IOCJIYTH

HAJTAHHS APXIBHUX JIOBIJIOK TA KONINA JIOKYMEHTIB,
AKI 3BEPITAIOTHCHA B APXIBHOMY BLUILII

(Ha3Ba aIMiHICTPATUBHOT MOCITYTH)

ApXiBHHH BiaILI

Ileuyepchkoi paiioHHol B MicTi KHeBi aep:xkaBHOI agMiHicTpamii
(natiMeHyBaHHs Cy0’€KTa HaJlaHHS aAMIHICTPAaTUBHHX MOCIYT)

[HdopMmanis npo HeHTp HaJaHHS aqMiHICTPATUBHUX MOCIYT

HaﬁMeHyBaHHﬂ HeHpr HaJaHHS Bl)J;,[[lJI (I_IeHTp) HaJaHHA a,Z[MiHiCTpaTI/IBHI/IX
a/IMiHiCTpaTHBHHUX MOCITYT nociayr Iledepcbkoi pakioHHOI B MmicTi Kuesi
Jep>KaBHOI aIMiHICTparlil
1. | Micie3HaxomKkeHHs 01010, M. Kuis,
LEHTPY HaJaHH Bys1. M. OMensiHoBUYa - [TaBneHka, 15
aJIMiHICTPATUBHHUX MOCITYT
2. | Indopmaris momo I'padik npuiiomy:
pEeXUMY pO6OTI/I LIEHTPY I[eHB THUXHA Yac IIpUHUOMY
HaJaHHS TIOHEJIIJIOK, cepenia 9:00 — 18:00
a,HMiHiCTpaTI/IBHI/IX TIOCITYT BiBTOpOK, YeTBEP 9:00 —20:00
I ITHULIS 9:00 — 16:45
cyboTta 9:00 — 16:00
He ISt BUXI1IHUA
3. | Tenedon/dakc (noBiaKH), (044) 280-41-97
azpeca eJIeKTpOHHO'f htth://ac.dozvil-kiev.gov.ua/
IIOILITH Ta BEO-CalT _
LIEHTPY HaJaHHs e-mail:
aJIMiHICTPaTUBHUX TTOCITYT cnap@pechrda.gov.ua
dozvil@ pechrda.gov.ua
adminpechersk@ukr.net




HopmatuBHI aKkTH, SKUMHU PErJIaMeHTY€ThCS HaJJaHHS aIMIHICTPAaTUBHOI IOCIYTH

4. | 3akoHU YKpaiHu 3akoH  Ykpainu  «IIpo  HarmionanpHu#
apxiBHUU (DOHJ Ta apXiBHI YCTAHOBH
5. | Aktu Kabigery MinictpiB | = mmeeemmmeeeeee-
VYkpainu
6. AXTH EHTpaJIbHUX Haxa3 MinictepcTBa ocTurii YKpaiHU Bix
opraniB BukoHaB4oi Biraau | 08.04.2013 Ne 656/5 «IIpo 3arBepmKeHHS
IIpaBun po60TH apXiBHUX YCTaHOB Y KpaiHU»
Haka3z MinictepcTBa focTulii YKpaiHU Bif
18.06.2015 Ne 1000/5 «Ilpo 3aTBepmKeHHS
IIpaBui oprasizamii A1JIOBO/ICTBA Ta apXiBHOTO
30epiraHHs  JOKyMEHTIB y  Jep)KaBHHX
OpraHax, opraHax MiCIIEBOTO CaMOBPSITyBaHHs
Ha  MANpPHEMCTBaX, B  yCTaHOBaxX i
OpraHi3aIrisx»
Haxa3z MinictepctBa roctumii YkpaiHu Bin
02.03.2015 Ne 295/5 «IlIpo 3aTBepmKEHHS
Ilopsinky BUKOHaHHS apXiBHUMH yCTaHOBaMH
3alUTIB IOPUAMYHUX Ta OGI3UYHMX 0ci6 Ha
miacTaBi apxiBHUX TOKYMEHTIB Ta
opopMIeHHS apXiBHMX [JOBimOK (KO,
BHTSITIB)»
7. | AKTH MiCLIeBUX OpraHiB
BAKOHABYOI Biaau/
OpraHiB MiCIIeBOTO
CaMOBPSAyBaHHs
YMOBH OTpUMaHHs aAMIHICTPATUBHOL ITOCITYTH
8. |IlinctaBa mis onmepkaHHS | 3BepHEHHS 3asBHHMKA
aZMiHICTpaTUBHOI
MIOCITyTH
9. | Buuepnuuii mepeix 1.* 3asgBa i3 3a3HAYEHHSIM pEKBI3WTIB

JOKYMEHTIB, HeOOXiTHUX
IUIsL OTPUMAaHHS
aZMiHICTpaTUBHOI
MIOCIIYTH, & TAKOXX BUMOTH
JI0 HUX

JOKYMEHTY, IO MOCBiAYye ocoly, Mpi3BHUIIA,
iMeHi, Mo 0aThKOBi, MICISI MPOKUBAHHSA (IS
¢izugHOi 0coOM), HaliMeHyBaHHS OpraHizaliii,
il MicILIe3HaxOKeHH (711 FOPUIANIHOI 0co0n),
TeMH (3allUTaHHS), XPOHOJOTIYHUX pPaMOK
3alUTyBaHOI iH(opMallii.

Jlo 3asgBM 3 mNHUTaHb BUKOHAHHS 3aIUTIB
COLIIaJIHO-IIPABOBOI0 XapakTepy (IoBiaka Ipo
3apoOiTHY IUIaTy, MIATBEPKEHHS TPYIOBOTO




CTaxy, aTecTallilo pobounx MICIIb,
nepeMeHyBaHHS IMiANPUEMCTBA) IONAETHCS
KOITiSI TPYIOBOI KHMKKKA abo0 3a3Ha4daroThCs
3alUCH 3 TPYJOBOI KHWXKH (BKa3ylOUH Ha3BU

MiMPUEMCTB, 1X 3MiHHM, IepeliMEeHyBaHHS,
MICIIe3HaXOKeHHsS, JaTH [NpUHHATTI Ta
3BIIBHEHHS 3 pOOOTH, HOMEpHM HaKasiB,

mepesiik 3aiiMaHuX Iocan).

10.

[Topsimok Ta croci6
[I0JJaHHS JOKYMEHTIB,
HEOOX1THUX IJIs
OTpUMaHH:
aZIMiHICTpaTUBHOL
TIOCITyTH

JIOKYMEHTH MOJAI0ThCSl CyD’€KTOM 3BEPHEHHS
0COOMCTO, YIIOBHOBaXXKEHOIO 0cobor  abo
HaJCUJIAlOTHCS TOIIITOIO, €JIEKTPOHHOIO
MTOIIITOIO

11.

[TnatHiCTB
(6e3oruTaTHICTD) HaJaHHS
aJIMiHICTPaTHUBHOI
MIOCITyTH

be3ormuiaTHo

VY pasi miaTHoCTI:

11.1

HopmaTuBHO-IIPaBOBI
aKTH, Ha IIiJICTaBl SKUX
CTATYETHCS IIaTa

11.2.

Po3mip Ta nopsnok
BHECEHHS IIJIaTH
(amMiHICTPaTUBHOIO
300py) 3a IJIaTHY
aJIMiHICTPaTUBHY IIOCIYTY

11:3-

Po3paxyHKOBHI paXyHOK
ISl BHECEHHSI IIJIaTH

12,

Ctpok HagaHHA
aJIMiHICTPATUBHOL
TIOCTTYTH

30 KaJeHIapHUX JHIB.

13.

[Tepernik miacTaB as
BiIIMOBH y HaJJaHHI1
aJIMiHICTPaTHUBHOI
TIOCTTYTH

1. BigcyTHICTH BiAMOBIZHOIO
¢doHIy, JOKYMEHTIB.

apXiBHOTO

14.

Pesynbrar HagaHHs
aZIMiHICTPaTUBHOL
MTOCIIYTH

ApxiBHa [OBifKa, apXiBHa KOIis, apXiBHHUMH
BUTAT 3 IOKyMEHTIB, iHGOpMAIiifHUH JTUCT.
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Ocobucro, yHIOBHOBa)X€HOI 0cob0r0 abo
HaJICUJIAETHCA TMOILITOIO (32 BUMOTOIO Cy0’€KTa
3BEpHEHHS) Yy BHIIagKax IepeadadyeHux
YUHHUM 3aKOHOAABCTBOM.

15. | Cmocobu oTpuMaHHs
BIAMIOBiAI (pe3yJIbTaTy)

*IIpu 3BepHEHHI IpeN’ABIAEThCSA TOKYMEHT, L0 3acBimuye ocoby cy6’ekTa
3BEpPHEHHS Ta JOBIPEHICTb, SIKIIO 3asSBHHUK i€ B iHTepecax iHIIol 0coOH.

KepiBHuk amapary O. Jloneup



N ’\Dal x'\

TexHomoriyHa KapTka a,IlMiHiCTpaTI/IBHOI nocnym

HajianHs apXiBHUX JIOBiIOK Ta KOIiH JJOKYMEHTIB, sKi 30€piraroThcsi B apxiBHOMY BiJILI

Hist
BignosigansHa B — Bukonye, C
Ne 3/m Eranu mociyru 1ocasioBa CTpyKTYpHUH TiIPO3ALT VY — Gepe y4acTs, TpoK
ocoba [T — moromxye, BHKOHATHA
3 — 3aTBEPIIKYE
ITpHitHATTS TOKYMEHTIB Ta peecTparlis Bimin (ueHTp) Ha/IaHHS
1 AR SATICEY) AnMiHiCTpaTop aﬂMiHiCTpaTHBHP.I,X oot B B nens 3BepHeHHS
[Teuepcpkoi palOHHOI B MiCTI
Kuesi epxaBHoOi aMiHiCTparii
[lepenaya maxkery JOKyMEHTIB Bimain (ueHTp) HaJIaHHA B zxenb peectpanii
apX1BHOMY BIIUILTY w aIM1HICTPaTHBHHX nocayr 3asiBH ab0 IPOTITOM
2 AJIMIHICTPATOP | [Teyepchkoi paifoHHOI B MicTi B HACTYIIHOTO
Kuesi qeprxaBHOT anaMiHicTparii PO6OYOTo JHs
[TepeBipka JOKYMEHTIB, IOIAHUX
3 cy6’€KTOM 3BEpHEHHS ApxiBHUH B B 1-2 nmi
SIKIIO JOKYMEHTH HAIHIIIN MOIITOBOIO-
nepeBipKa MoJaHuX JOKYMEHTIB IIOJIO iX
HepetiKy, a B pa3i HEIOBHOTO EPENiKy
4 ﬂOKyMeHTiB-ogepmyBaqy HAJCHJIAETHCS Ha‘.laﬂ_BHHK ApxiBHuit BiziT B 2 i
IMMCHMOBE IIOBIJIOMJICHHS Ta BIILTY

[OBEPTAIOTHCS HOTO JIOKYMEHTH, 110
OyJu HaicIaHi




1Ipo1oBXKEHHS TEXHOJIOTIYHOT KAPTKU

SIKIIO TOKYMEHTH II0/IaHi B IIOBHOMY
. Havanbauk . e s
5 00cs3i-3as1Ba (3aIIUT) PEECTPYETHCS B Bl ApXiBHUN BiIi B 1 neHn
KHU31 peecTpariii ULy
[omryk apxiBHHM BimiioM Heo6XimHOT
‘ Havansauk e e s .
6 iHbopMarii .. ApXiBHH#H Bimin B Jlo 10 nuiB
BIIUILTY
IIpH 03UTUBHOMY pe3yINbTaTi MOIIyKy
7 | HeobXimHol iHpopmanii — mizroroska Havansrauk ApxiBHUit Bigain B Jlo 10 nuis
BiAMOBI1i BifuTiTy
Ilepenaga  opopmieHoro  pesymbraTy
HaJIaHHsI aJMiHICTPAaTUBHOI MOCIYTH a60
BMOTHBOBAHOI'O JIACTa-BiIMOBH B B nenw opopmiienns
HaJIaHH] aJMiHICTpaTUBHOI mociayru) no | HavampHuk VR abo mpoTAroM
8 ala o P yrH) A .. ApXiBHHMIA Biii B P
BLIUTLTY (meHTpy) HaJIaHHS BIIUILITY HaCTYITHOTO
aIMiHICTPaTHBHHX mocCiyr Ileyepchkoi poboyoro gHS
paiionnoi B Micti Kwuesi nepxaHOi
aaMiHicTpamii
Bunaua cy0'exry 3BepHeHHS apXiBHOI Bimnin (uentp) HaJaHHs B
OBIJIKH KO OKYMEHTIiB  abo .. aIMIHICTPaTHBHHUX IOCIIyT "
9 A o e AR AnmMiHicTpaTop & pat 5 . T Y rogunu npuitomy
BIJITIOBITi ITeyepcbkoi paiioHHOi B MicTi
Kuesi nepxaBHoi aaminicTpanii

I'panryHMi CTPOK HaaHHS aJIMiHICTPATUBHOI MOCIyTH 10 30 IHiB.

MexaHi3M OCKap:KeHHS: OCKap)KeHHs pe3yIbTaTy HaJaHHS aZIMIHICTPaTUBHOI MOCIYTH BiAOYBAETHCS MLISXOM IIOBTOPHOTO
3BEPHEHHS 10 apXiBHOT'O BiJJIilly, yTOUHEHHs JaHUX. Bianosigno no cr. 19 3akony Ykpaiuu “Ilpo aaminicTpaTuBHi MOCIyTH”,
nii abo Ge3misIBHICT MOCATOBUX 0ci0, yIOBHOB@XEHMX BIiIIOBIZHO IO 3aKOHY HaJaBaTH aJMIHICTPATUBHI MOCJIyIH,
aZIMiHICTPaTOPiB MOXyYTh OYTH OCKapsKeHi 110 CyZAy B ITOPSJKY, BCTAHOBJIEHOMY 3aKOHOM.

KepiBHuK anapary O. Hounerns




