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VKPATHA
INEUEPCBKA PAMOHHA B MICTI KHEBI
JIEPKABHA AIIMIHICTPAILIIS

PO3TIOPSIIKEHH

14.03.2019 o lod

[Ipo 3artBepmxeHHs iHGOpPMaLiIHHOT

Ta TEXHOJIOTIYHOT KapTOK
a/IMIHICTPaTUBHOI ~ TIOCJIYTH, 110
HATAEThCS apXiBHUM BiIIiTIOM

Ileuepcekoi paiioHHOI B MicTi Kwuesi
JiepIKaBHOL aZMiHiCcTpanii, sKa
HA/lae€ThCs 4epe3 YIpaBliHHS (LEeHTP)
HaJlaHHA aJIMIHICTPATUBHUX ITOCITYT

BianogigHo no crarti 8 3akony Ykpainu Bix 06 Bepecus 2012 poky Ne 203-
VI «IIpo aamiHicTpaTHBHI IOCIYTH», cTaTel 2, 6, 41 3akony Ykpaiuu Big 09 KBiTHs
1999 poky Ne 586-XIV «llIpo Micuesi ZIepKaBHI aJMIHICTpalii» Ta 3 METOH
TOJILIIIIEHHs YMOB Ha/laHHs aJIMiHICTPaTHBHHX MOCIYT CY0’ €KTaM 3BEpHEHHS:

1. 3aTBepautu iHGOpMaLiliHYy Ta TEXHOJOIIYHY KapTKH aIMiHiCTpATHMBHOL
nocnyri «HananHs apxiBHHX JOBIZOK Ta KOIiH JOKYMEHTIB, siKi 30epiraroTecs B
apxiBHOMY BIAii», IO HaJA€Thesi apxiBHUM Bimminom Iledepchkoi paifoHHOI B
micTi Kuesl nepixaBHOI aaMiHicTpallii, sKa HagaeThCs Yepes ynpasiiHHsA (LeHTp)
Ha/IaHHSA aMIHICTPATUBHUX MOCIYT (I0Iar0ThCs).

2. 3abesneunTtH nepenavy iHGOpPMAIIHOI Ta TEXHOJIOrIYHOI KApTOK JI10
yIpaBlliHHS (IEHTPY) HaJaHHs aJAMIHICTpAaTUBHHX Mociyr I[leyepchkol palloHHOT B
micTi KueBi epxaBHOI agMiHicTpanil i BAKOPUCTAHHS B pOOOTI.

3. BusHaTH TakuM, IO BTPATHJIO YMHHICTB, PO3MOPSUKEHHs Iledepchkol
pationnoi B MicTi Kuesi nepikaBHoi axminictparii Bim 24 Bepecus 2018 poky
Ne 576  «IIpo 3arBep/ukeHHs 1HGOpMALifHOT Ta TEXHOIOTIYHOI KapTOK
aIMIiHICTPaTHBHOI IIOCIYrH, IO HAJAEThCA AapXiBHUM Bimainom Iledepchbkol



paitonnoi B micti KueBi mepikaBHOi ajMiHicTpallii, sika HaIaeTbes 4depe3 BiIUILI
(LleHTp) HagaHHs aJMiHICTPATUBHUX ITOCIYI».

4. KoHTpoJib 32 BUKOHAHHSM LILOTO PO3MOPSKEHHS MOKJIACTH Ha NEepPIIoro
3acTynHuKa rojiou Ileueperkoi paiionnoi B MicTi Kuesi nepixaproi apminicrparii
babist IL.M. _ I

lonosa” | | | . Ceprist MAPTHMHYVYK



3ATBEP/DKEHO

Posnopskenns [ leyepcekol palloHHOT
B MicTi KHeBi ep)xaBHOI afMiHICTpariii

1403 20/9 N /6Y

THO®OPMAILIITHA KAPTKA
AJIMIHICTPATUBHOI IOCJIYT'H

HAJIAHHS APXIBHUX JJOBUIOK TA KOIIINA JIOKYMEHTIB,
SIKI BBEPITAIOTBHCS B APXIBHOMY BLUIIII

(Ha3Ba aaAMIHICTPATHBHOI OCTYTH)

ApXiBHHH BT
Ileyepcebkoi palionHoi B micti KHeBi aep:kaBHol aaMiHicTpaiii
(HaiiMeHYBaHHA cy0’€KTa HATaHHA aAMIHICTPATHBHHX TTOCIYT)

| Iadopmariist mpo Bifain (eHTP) HATaHHS aaMIHICTPATUBHUX TOCITYT

HaiimenyBanHs  Biaauty  (LeHTpPY) YrpasiHHs (eHTp) HaZlaHHs
HaJgaHHS aJIMIHICTPATUBHUX TOCITYT anMiHicTpaTHBHEX — mocimyr  Iledepcbkol
paiionHoi B wmicti KweBl  nepikaBHOI
aaMiHICTpali

1. Micue3HaxouKeHHs BIIILTY
(LLeHTpy) HaJaHHS
aIMIHICTPATUBHHUX MOCIYT

2 [adopmamis moxgo pexumy | I padik npHioMy:

ByJ. M. OmensiHoBuya-Ilasnenka, 15,
M. Kuis, 01010

pobotn  Bimmimy  (uentpy) | [leHb THKHS ['ouHu npuiiomy
HaJJaHHs aZIMiHiCTpaTUBHMX | TOHEIIIOK, BIBTOPOK, 9:00 — 20:00
MOCITyT ceperna, 4eTBep
I’ ITHULLS 9:00 — 16:45
cyboTta 9:00 — 18:00
He IS BHXI1HUH
3. | Tenedon/dakc (moBinxn), | (044) 280-41-97

aﬂpeca eJIeKTpOHHO'l' [OLITA TAa htth://ac.dOZVil-kieV.gOV.ua/
BeO-caiT HEHTPY HaJaHHS

aJIMIHICTPATHBHUX MOCITYT e-mail:
cnap@pechrda.gov.ua

HopMaTtuBHI akTH, SIKUMH perjlaMeHTYEThCS HaJaHH aJMIHICTPATUBHOI [TOCIIYTH:

4. 3akoHu YKpaiHu 3akoH Ykpainm «lIpo  HauionanpHuit
apxiBHUH (POHI Ta apXiBHI yCTAaHOBH»

5. | Axtu Kabinery MiHicTpiB
Ykpaiuu




ITpoosxkeHHs 1HGOPMAIIHHOT KApTKH

AKTH IEHTpPaJIbHUX OpIaHiB
BHKOHABYOI BlIaau

[TpaBun

[TpaBun
JIEP)KaBHUX OpraHax, OpraHax MiICIIEBOTO

YCTaHOBAX 1 OpraHizalisx»
Haka3 MinicTepcTBa IOCTHIIIT YKpaiHU Bif

ITopsaky
yCTaHOBaMH

JIOKYMEHTIB  Ta
TOBITOK (KOITii, BUTSITIB )»

Hakaz MinictepcTBa rocTuiii YKpalH# Bij
08.04.2013 Ne 656/5 «IIpo 3aTBepIIKEHHS
poOOTH  apXiBHHX  YCTAHOB
VYKpaiam»

Haxa3 MinictepcTBa rocTHiii YipaiHu Bif
18.06.2015 Ne 1000/5 «Ilpo 3aTBepmKeHHS
opramizamii  OITOBOJCTBA  Ta
apxiBHOTO  30epiraHHs  JIOKYMEHTIB Yy

CaMOBpSIIyBaHHS Ha MIANPHEMCTBAX, B

02.03.2015 Ne 295/5 «IIpo 3arBepmKeHHS
BUKOHAHHS apXiBHUMHU
3allUTIB  IOPUAWYHUX  Ta

oci6 Ha migcTaBi apXiBHUX

oOpMIIEHHS  apXiBHUX

(izuuHux

AKTH MICIIEBUX  OprasiB
BUKOHAaBYO1 BIanu/ OpraHiB
MiCIIEBOTO CaMOBpsIyBaHHS

YMOBM OTpUMaHHS aIMIHICTPATUBHOI IIOCIYTH:

8. [lincTaBa 11 OfepIKaHHS
.. . 3BEpHEHHS 3asBHUKA
aaMiHICTPATUBHOI ITOCITYTH
9. Bruepnamii repenix 1.* 3asgBa i3 3a3HAYEHHAM PEKBI3UTIB

JOKYMEHTIB, HEOOXIJTHUX IS
OTPHUMAaHHS aaMIHICTPATUBHOI
IIOCIIYTH, a TaKOK BUMOIM 10
HUX

IOKYMEHTY, 1110 I10CBi14ye ocoly, mpi3BHUIIa,
iMeHi, 0 0aThKOBI, MiCI IPOKUBAHHS (15
¢izuuHOl  0CO0M), HallMeHyBaHHS
oprasizamii, 1 wmicue3HaxomkedHs (s
IOpDHIMYHOI 0CcOOM), TeMmH (3amUTaHH),
XPOHOJOTTYHUAX paMoK 3alIUTyBaHOL
iHdopmarrii.

Jo 3asBM 3 TNMTaHb BUKOHAHHS 3aIlUTIB
COLIaIBHO-IIPABOBOIO  XapakTepy (moBigka

npo  3apoOiTHY IUIATy, IIATBEPDKEHHS
TPYIOBOTO  CTaXy, arecTalild podOYMX
MiCLb, IepeiiMeHyBaHHS  ITiqIPHEMCTBA)

JOMA€ETbCS KOs TPYAOBOI KHHKKHA abo
3a3HAYAIOTHCS 3allMCH 3 TPYIOBOI KHHIKKU
(BKa3yrouM Ha3BH IiAMPHEMCTB, IX 3MIiHH,
[epeiMeHyBaHHs, MICLIE3HAXO/DKEHHS, JaTh
IPUAHATTS Ta 3BIIHEHHS 3 POOOTH, HOMEPH
HaKasiB, Mepellik 3aiMaHuX 1mocax).




ITponoBxeHHs iHbOopManiHHOT KAPTKH

. 2
10. | Ilopsimox Ta cmoci6 mnomawms | AOKYMEHTH [TOTar0THCA Cy0’exkTOM
,[[OKyMeHTiB, HGO6XiHHHX TSI 3BepHeHHH OCO6HCTO, YIIOBHOBaXKECHOIO
OTpUMAaHHSI aHMiHiCTpaTI/IBHO.l. ocoboro abo HaACHJIalOThCd  IIOILTOIO,
[IOCIIYTH CJICEKTPOHHOIO ITOLITOIO
11. | IlnatHicTh (6e3omnaTHICTD)
HaaHHs aJMiHICTPAaTHBHOI bezomnnaTHo
HOCITYTH
Y pasi miaTHoCTI:
11.1 | HopMaTuBHO-TIpaBOBI  aKTH,
Ha IIJACTaBl SKUX CTATYETBCS | =meemceee—e——-
njara
11.2 | Po3aMmip Ta TOpsiIOK BHECEHHs
wiatd  (aAMiHICTPaTHBHOTO
300py) 3a IJIaTHY
aIMiHICTPATUBHY IIOCIIYTY
11.3 | Po3paxyHKOBHH paxyHOK s
BHECE€HHs 17IATH | T
12. | Ctpok HaJlaHHs .
.. " 30 KajeHgapHUX IHIB.
aIMIHICTPAaTUBHOI ITOCITYyTH
13. | Tlepenik migcras mist BiqMoBH BimcyTHiCT,  BiAIIOBIZHOIO apXxiBHOT'O
y HajaHHi anMiHicTpaTHBHOT | QOHIY, JIOKYMEHTIB.
TIOCTYTH
14. | Pesynbratr Hananss | APXIBHa JIOBiJika, apXiBHa KOIIisl, apXiBHHI
a/IMiHiCTpaTHBHOI IOCITYTH BUTAT 3 JOKYMEHTIB, iHhOpMaIliiHUH JTHCT.
15. | Criocobu oTpumanns | OCOOHCTO, yNOBHOBaXkeHOI0 0006010 ado
BiI[HOBi,Hi (pe?)YHBTaTY) HaICHUITAETHCHA TIOIIITOKD (33 BHMOI'OHO
cy0’exTa 3BEpHEHHS ) y BUIIAKaX,

nepe):{6aquHx HYHUHHHM 3aKOHOJaBCTBOM.

*Ilpu 3BepHeHHI NHpen sBISETHCA TOKYMEHT, LIO 3acBimdye 0ocody cyd’ekTa

3BEPHEHHS Ta JIOBIPEHICTh, AKIIO 3asBHUK Ji€ B IHTEpecax 1HII0I 0coOu.

KepiBuuk anapaty

Onena JIOHELb



| 3ATBEPJDKEHO
Posnopsijokenns [leueperbkoi paiionHoi B
micTi Kuesi nepxaBnoi agminicTpariii

7L O3 2079 N /6

TexnomoriyHa KapTka ajMiHICTPATUBHOT HOCIYIH

Hapanns apxiBHUX JIOBIJIOK Ta KOITIH JJOKYMEHTIB, K1 30epiratoThCsi B apXiBHOMY BiUTii

Jist
Binnosimannaa B — Bukonye,
Ne 3/in Etanu nocnyru ocai0Ba CrpykTypHUl TiJIPO3 /i1 Y — Gepe yyacth Capox
Y B PYKLYP AP pey ’ BUKOHAHHSI
ocoba IT— noromxye,
3 — 3aTBEpIIKYE
[IpuitHsTTs JOKYMEHTIB Ta peecTpartis Yupapninas  (IleHTp)  HaJaHHS
1 3asBH (3aIUTY) O a,[IMiHiCTpaTHBHI:I’X _ mocyr B B [1CHB 3BEpHEHHN
[leyepcrkoi paifonHoi B MicCTI
Kuesi pepiaBuoi aaminicrpariii
Ilepenaya makeTy JOKyMeHTIB VYnpapninus  (LeHTp) HaJaHHS B nens peectparii
apXiBHOMY Bi/yIi1y L aJIMIHICTPATHBHHUX HOCIyT 3as1BH 00 POTATOM
2 AZMIHICTpATOP [Teuepcbkoi paifonnoi B MicTi B HACTYITHOTO
Kuesi nepxaBHol aaMinicTparrii poGoYoro Hs
IlepeBipka TOKYMEHTIB, IIOJJaHHX
3 Cy6’eKTOM 3BepHEHHS ApxiBHHIT BiILT B 1-2 mui
Ko MOKYMEHTH HaOiHIILTH MO TOBOO-
HepeBipKa IoJIaHuX JOKYMEHTIB OO0 TX
IEPEIIKY, a B pa3i HEMOBHOIO HIEPEITIKY
4 ,HOKyMeHTiB—ogep)KyBaqy HaJCHIIAETLCA Ha‘_iaﬂ.bHHK ApxiBHuit Biztin B 2 mmi
IMUCEMOBE MOBIJIOMJICHHS Ta BLLIULY

IOBEPTAKOTHCS HOI0 JOKYMEHTH, 1[0
Oynu Hajicnani




11po/10BIKCHHSI TEXHOJIOTTYHOT KapTKH

SIKI10 JOKYMEHTH NOJIaH] B IIOBHOM
J HavanbHuK

5 o0cs13i-3agBa (3aITUT) PEECTPYETHCS B e ApXiBHHH BiJUIUI B 1 neHb
KHH31 peecTpalii Y
[Tomyk apXiBHHM BiUILIOM HEOOXITHOT

P

2 HavajibHuK . ol .

6 indopmarii _— ApxX1BHHH BIJUII B Jlo 10 nuis

BLITLITY

[Ipu MO3UTHBHOMY PE3yJIbTaTI HOLIYKY

7 HeoOXimol inpopmari — MAroToBKa HauansHuk ApXiBHHH Bi/ULin B Jlo 10 nuiB
BIIIOB1/IL BTy
Ilepenaua  odopmiIeHOTO  pe3ylibTaTy
HajaHHs aiMiHiCTpaTHBHOI Hociayrd abo
BMOTHBOBaHOI'O JTUCTa-BIIMOBH B B Jjennb odopmiieHHs
majapHi amgMimicTparusnoi mociayrd o | Hauanbuuk L ado HPOTArOM

8 AR B P Y e ok ApXiBHHH BIJIILI B po’
YIPABIIHHS (uenTpy) HaJIAHHS BIZUILITY HACTYIIHOTO
agMinicTpatHBHEX nociyr  lleuepchkol poboyoro JHs
padionnoi B wicti Kuesi jgepikaBHOT
ayMiHIcTparil
Bupaya cy0'eKTy 3BepHEHHsS apXIBHOI Vopasiinas — (LeHTp) HaJaHHs B
OBLIKH KOII1it OKyMeHTIiB  abo . 3 aJIMIHICTPaTHUBHUX HOCJIYyT y

9 HORIARE, R ApmMi"icTparop o pal " ’ YT VY roguuu npuiomy
BIJITIOB1A1 ITeuepcpkoi palloHHOI B MICTI

Kuesi neprxkaBroi agMinicTparii

['paHr4HUI CTPOK HaALAHHS asiMiHicTpaTHBHOI ocayry a0 30 JIHIB.

MexaHizm OCKAPXKEHHSL: OCKAPIKEHHs pesyJibTaTy HaJIaHHs aJIMIHICTPaTUBHOI MTOCIYTH BIJIOYBAETHCS LIUISIXOM IIOBTOPHOTO
3BepHEHHS JI0 apXiBHOTO Bi/UIULy, YTOYHEHHs JaHUX. Bignosigao 1o cr. 19 3axony Ykpainu «lIpo a,I],MlHICTpaTHBHl MOCIIYTHY,
Aii abo GesmisIbHICTE MOCAJOBMX OCI0, YINOBHOB@XKEHHMX BIINOBIIHO [0 3aKOHY HaJaBaTH aJIMiHICTpaTHBHI IOCIYTH,
aMiHiCTpaTOpiB MOXKYThH OYyTH OCKapKeHi J0 Cy/1y B IOPSAKY, BCTAHOBICHOMY 3aKOHOM.

KepiBHUK amapaTy Onena JIOHELD




