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IHCTPYKLISA
KopHcTyBaya niacucremu «Ejnekrponnuii cya»
€aunnoi cynoBoi iHpopmaniiiHO-TeIeKOMYHIKALIITHOT CHCTEMH

1. Cxopoyenus

V niit [HcTpyKUii TEpMiHM BXXUBAIOTBCS Y HACTYTHUX 3HAUYEHHSAX:

Aaminicrpatop €amHoi cynoBoi iHdopmauiiiHo-TeleKOMyHIKAUIHHOT cHcTeMH —
JepXKaBHe MiANPUEMCTBO «IHpOpMaLiiiHi CyI0BI CHCTEMEY.

€auna cyaosa indopmauiiino-TenekomyHikaniiina cucrema (nani — €CITC) —
CYKYNHICTh iHQOpMaLiiHUX Ta TeJeKOMYHiKallifHUX MifcucTeM (MOIYJIB), sKi 3a6e3MedyIoTh
aBTOMATHU3AllII0 BU3HAYEHUX 3aKOHOJABCTBOM Ta IUM [T0I0XkKEHHAM IIpOLeciB MisSUIHOCTI Cy/IiB,
OpraHiB Ta yCTaHOB B CHCTEMi IpaBOCYIMs, BKJIIOYAIOYH JIOKYMEHTOOOIr, aBTOMAaTH30BaHHIl
pO3MO/iJI CIIpaB, OOMiH JOKYMEHTaMH MiX CyIOM Ta y4aCHHKaMH Cy0BOTO Ipolecy, hikCyBaHHS
CYZOBOr0 IpPOLECY Ta y4acTh YYaCHHKIB CyJOBOTO IpOIECY y CyJOBOMY 3aciaHHi B pexumi
BiIlcOKOH(epeHii, CKIafanHs OnepaTHBHOI Ta aHATITHYHOI 3BITHOCTI, HaaHHs iHMOpMAaLiiHOT
JIOTIOMOTH CYJUISIM, @ TaKOXK aBTOMATH3allilo MPOLECIB, fKi 3a0e3nevytoTh (piHAHCOBI, MalHOBI,
opraHizauiini, Kaaposi, iH(opMmariiiHo-TeneKkoMyHikamifHi Ta iHmI MOTpe6UH KOpHCTYBauiB
eCITC.

€JIEKTPOHHA KOIIifl ManepoBOro J0KyMeHTa — JOKYMEHT B €JEKTPOHHiH (opmi, mo
MICTHTh Bi3yaqbHE MOJAHHS IMaNepoBOro JOKYMEHTa, OTPUMAaHE IIAXOM CKAHYBaHHS
(pororpadyBanns) namepoBoro JOKyMeHTa. BimmoBinHiCTH OpuriHamy Ta NpaBoOBHH CTaTyc
CJICKTPOHHOI KOMIi ManepoBOro JIOKYMEHTY 3acBiNUyeThCs KBali)iKOBAHMM €IEKTPOHHHM
MiANHICOM 0CO0H, 110 CTBOPHIIA TaKy KOIIIO;

€JIeKTPOHHE MOBIIOMJIEHHsI (IIOBIIOMJIEHHsI) — aBTOMAaTHYHO CTBOPEHA Ta IEpelaHa B
eJeKTpOHHIM (opMi iHdopmalis, B TOMy 4MCIi NPO AOCTAaBKY, OTPUMAHHS, PEECTPALIIO UM
BIZIMOBY B peecTpallii eJIEKTPOHHOTO JOKYMEHTA aJpecaToM;

€JIEKTPOHHE Cy10Be pimeHHs: (OpUIiHAJ €JIEKTPOHHOIO CYJ0BOr0 pimeHHs) —
€JIEKTPOHHUA TIPUMIPHMK CYJIOBOrO pIlleHHS 3 KBali(iKOBAaHUM €JIEKTPOHHUM ITiIITHCOM
miAnucyBaya (IiAMHCYBaYiB) TAKOTO PillIeHHs, IO He MiUIArae pefaryBaHHIoO;

€JIEKTPOHHMIi JIOKYMEHT — JIOKyMEHT, iHdopmamis B skoMy 3adikcoBaHa y BHIIIS
eJIEKTPOHHHUX JNaHHX, BKIIOYAIOYd OOOB'3KOBI PEKBI3UTH JOKYMEHTA, [IPABOBHH CTAaTyC SKOTO
3aCBIIYEHO KBali(iKOBAaHUM €NIEKTPOHHUM ITiAMIHCOM aBTOPA,;

€P — €nunuil nepxaBHUH peecTp IOPHAMYHHX OCiO, (izuyHHX OCIG-mianpueMuiB Ta
rpoMaachKuX (OpMyBaHb;

inenTudikauiiini nani ocodu — 114 IOPUANYHUX 0Ci6: ineHTUIKALIHHUA KOX FOPUANYHOT
ocobu (Juisl IOpUANYHUX 0Ci0, 3apeeCTPOBAHMX 3a 3aKOHOIABCTBOM YKpaiHH — KoJ B €IHHOMY
NEPKaBHOMY PEECTPi MiAMPHEMCTB i opranisamiit Ykpaiuu); i Gpisndsux oci6 — mianpueMmia:
peecTpauiiiHuii Homep oOJIiKOBOI KapTKM maTHHKa noxgatkiB (mam — PHOKIII), s
aJJBOKATiB — HOMEp Ta JlaTa BU/adi CBIiJIOLTBA IIPO IIPaBO Ha 3aHSATTS aIBOKATCLKOIO AifBHICTIO;
g Gi3MYHUX 0Ci6: yHIKaJIbHHH HOMep 3amucy B €IMHOMY Jep)KaBHOMY Jemorpadiuynomy
peectpi (nam — YH3P), peecrpauiiinuit Homep 00MiKOBOI KapTKH IUIATHUKA IOJATKIB (mami —
PHOKIIIT) a6o nomep i cepist macnopta. s ¢isudanux oci6 - rpomansH YKpaiHu HoOMep i cepis
nacrnopra € ifeHTH(IKalifHUMHM NaHMMH BUKIIOYHO 3a BiICYTHOCTI y Takoi (i3udHOI 0co6H
PHOKIIIT a6o YH3P;

kBajidikopannii enexrpounnii nmianuc (KEIT) — ynockonaneHuit enekTpoHHUI 1miamnuc,
SKUH CTBOPIOETHCS 3 BHUKOPHCTaHHAM 3aco0y KBali()ikOBAaHOIO €JIEKTPOHHOIO Iiamucy i
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OasyeThca Ha KBaTihikoBaHOMY cepTH}IKaTi BIAKPUTOTO KIoYa;

xopuctyBay €CITC (xopueryBaw) — ocoba, mo mnpoiinuia mpoUexypy peecTpaiii B
Enextpornomy xabineri (3apeectpysana Enextponunit kaGiner), npoiiwia aBreHTH}IKAILiO Ta
sIKilt HagaHo poctyn xo nigcucteM €CITC, BiamoBiaHo 10 CBOIX NOBHOBAXEHD,

OpraHd Ta yCTRHOBH B CHCTeMi mpasocyaas — Buma panma npasocyus, Pana cymnmis
VYkpainu, Buma xpanigikanitna komicis cyanis Yxpaiuu, JJICA Ykpainu, Hanionanera mkona
cymnis Ykpainn, Ciryx6a cynoBoi 0XOpoHH, iX TepuTopiaibHi miaposaimy;

odiniiiHa ejexTpoHHAa anpeca — cepsic Enextpornoro kabimery €CITC, anpeca
eIeKTPOHHOI IIOINTH, BKa3aHa KOpUCTyBaueM B EnekTpornoMy kabineti €CITC, aGo ampeca
€NeKTPOHHOI IIOLITH, BKa3aHa B OHOMY 3 AEPKAaBHHUX PEECTPIB. AZpeca eJIEKTPOHHOI HOILITH, LI10
BHKOPHCTOBYETBCS IIpH peecTpallil EnexrporHoro kabineTy, He Moxe GyTH 3apeecTpoBaHa Ha
IOMEHHKX iMeHaX, BAKOPHCTAHHS SKHX 3a00POHEHO 3aKOHOAABCTBOM YKpaiHu;

namnepoBe CyJXOBe pillleHHS — OPHTiHaT CyJOBOrO pillleHHS Ha Iamepi 3 0COOMCTHMH
niamicamy Beix CyuiiB (PHCXHMX), SIKi 6€pPyTh y4acTh B yXBaleHH] (IPUHHATTI) pilleHHS;

NanepoBHA NOKYMEHT — NOKYMEHT, iHdopMamis B sKoMy 3adikcoBaHa Ha mamepi,
BKJIIOYAIOYH 00O0B'A3KOBI PEKBI3UTH NOKYMEHTA, IKUH 3aCBIIYEHUH OCOBUCTHM ITiIIIHCOM aBTOpa;

nignucyBav/mianucysayi (pimenns, cyxosoro pimeHHs, iHMoro A0KymenTy) — ocoba
ab0 ocobu, fAKi BiIIOBIIHO /10 HOPM 3aKOHOJABCTBA MAIOTh i ITHCATH BiIOBI THMHA JIOKYMEHT;

NpaBa KOPHCTYBa4a — CYKYNHICTh Ailf, AKi KOpPHCTYBaY Mae IpaBoO 3MiCHIOBaTH B
migcucremax €CITC micna  cBoel aBrenTHdikaumii, B ToMy wMcni Bigmosigmo o
IMQEPEHIIiHOBaHAX [IpaB JOCTYILY;

MPOEKT JOKYMEeHTa — JaHi B eJIEKTPOHHiH GopMi 10 HAKIIaNEHHS €NEKTPORHOTO TiAMHCY
abo B manepoBi ¢opmi M0 HaxnamaHHA OCOGHCTOrO MIAIHCY YIOBHOBAXEHOK 0COBOI0
(ocobamu), 3a3HaYeHO0 (3a3HAYECHAMH) Y PEKBI3HTAX MiANHCYBaya TaKoro €lEeKTPOHHOro abo
NanepoBOro JOKYMEHTa,

npouecyalbHHA JNOKYMEHT — NOKYMEHT, OJCPXKaHHMH 4YH CTBOpeHWH CynoM y mpoleci
3MIACHEHHs PaBOCY/ULs ab0 CYZOBOTO KOHTPOJIO 33 NOTPUMAHHSAM TIpaB, CBOGOX Ta iHTEpecis
0ci6 y KpUMiHaTEHOMY MPOBAKCHHI, KU Mac BiAMOBiNHI peKBisuTH, Ha SKUM IIOLIUPIOIOTECH
BUMOTH IIPOLECYATLHOrO 3aKOHY Ta SIKAM 3aKpiIUTIOETECA (QiKCy€eThCs) [EBHA NIponeCyanbHa Jis
SKHH Ma€ BIAIOBiIHI peKBi3HTH.

Inmi  Tepminm B miff Imcrpykuii BXuBaOTECH B PO3YMiHHI, nepenbayeHoMy
IPOLECY ANIbHUMM KOZIEKCaMH YKpaiHu, 3akonoM Ykpainu «IIpo enekTpoHHi noBipui mocayru» ta
IHIMMY 3aKOHONABYHMH akTaMH YKpaiHu.

2. 3araabHi N0J10KeHHS

2.1. Us IncTpykuis BU3HAaYa€ MOPANOK BUKOPHCTAHHS migcuctemu €CITC «EnexTponuwmit
cyn» (mani — «EC») Ta posmimera Ha BeG-CTOpIHLI TexHiUHOT mimTpHMKH xopuctyBauis €CCITC
3a BeO-anpecoto https://wiki.court.gov.ua.

2.2. loctyn no cepsicip EC 3a6e3nedyetncst uepes EnexTponHuit kabiner Kopucrysaua,
AKHH € CKI1anoBo1o yacTHHOO EC.

2.3. EC 3zalesneyye MOXUIMBICTD KODHCTYBadaM y NepeI0auYeHUX 3aKOHOIABCTBOM
BHIIA[KaxX BIINOBIZHO O HassBHUX TEXHIYHHMX MOMUIMBOCTel mincuctemu €CITC peai3oBaHoro
(yHKUiOHATY CTBODIOBATH Ta HAaICHIATH B EJIEKTPOHHOMY BHITIN TIpouecyanbHi wH iHmi
ROKYMEHTH JIO Cy.y, iHIIAX OPraHiB Ta yCTaHOB y CHCTEMi NPaBOCYIUIf, & TAKOXK OTPHMYBATH
indopMmarito npo cTaH i pe3ysnbTaTh po3rALY TAKHX JOKYMEHTIB 9H iHIIi JIOKYMEHTH.

2.4. IIponecyarnpHi Ta iHII JOKYMEHTH, I0B’I3aHi 3 PO3IIITOM CIIpaB y CyIi Ta po3IJIsaoM
y Bumi# pani mpaBocymns crnpaB Ipo IOpYHIEHHS CYIIEIO (IpOKYpOpOM) BHMOT LIOZO
HECYMICHOCTI, JMCUMILTIHAPHOTO IPOCTYNKY CyIUI, BTPYYaHHS B isSUIBHICT CYAIi, MOXYTb
MojaBaTHCs A0 Cydy Ta BHmoi panu mpaBocymns B eNEKTPOHHIH (OpMi BHKIIOUHO 3
BuKopucTtanusm EC,

2.5. Enextponni mokymentn y EC crBopiooTecs i3 3acTocyBaHHAM BOYOBaHOTO
TEKCTOBOIO ~pENaKTOpy MIIIXOM 3alOBHEHHA (OpM HOKYMEHTIiB, mnepenbadeHuXx i€k
Inerpyxkuiero, minmucyrorsest KEIT aBropa (aBTOpIB) Ta HafcHIaroThes 3acobamu €CITC.
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2.6. Jo creopennx B EC mOKyMeHTiB Kopncrysaqi MOXYTb JOJaBaTH iHmI ¢ainm
(306pax<eHHx Bmeoq)aunn TOIIO) 3 YPaxyBaHHAM TEXHIYHMX BHMOT IIOAO $HOpM EIeKTPOHHHX
JOKYMEHTIB Ta iX JONaTKiB, 06MexKeHHs Mmoo iX po3Mipy, popMary Ta iHIINX XapaKTEpHCTHK,
BcraHoByiennx B EC (06Me)KeHH51 3a3HavaloThCA y iHGOpMalifHUX Ta CIUIMBAIOYHX BiKHAX Ha
BimmoBimHMxX cropinkax Ta posginax EC).

2.7. BignoBizHi nonxasi @aﬁnn (moNaTKK) MiAMHCYIOThCS KBATi(hiKOBAHUMH €IEKTPOHHUMH
nimmicamu Kopucrysauis pazoM 3i crBopeHAMH B EC IOKyMEHTaMH, [0 AKMX BOHH JOJAI0THCS.

2.8. ITicna creopenns y EC ta Bigmpasku 3acobamu €CITC npouecyanbHHX Ta 1120110%0.¢
I_[OK}'MCHTIB KopncryBaq MOJe€ Bi/ICTTiIKOBYBATH PyX Ta CTaH PO3IIsKy HOKYMEHTa B Cyli abo B
OpraHi Ta YCTaHOBI B CHCTEMi IIpaBOCYIs B 00Cs3i, BUSHAYCHOMY YMHHHMM 32KOHOZABCTBOM
VYkpaiHu.

2.9. Jlara Ta yac migmucaHHs nokyMeHTa B EC, a Takox mara Ta 4ac HOro HaJCHIAHHA
ABTOMATHYHO 30epiraloThes i He MiAIATAI0Th KOPEryBaHHIO. Y pasi MoJaHHs 10 Cy Iy HOKyMEHTIB
B ENEKTPOHHIH (opMi ydyacHMK 3000B’A3aHHME y BHIAgKaX, BH3HAYECHHX IIPOLECYAbHHM
3aKOHOJABCTBOM, HaJaTH JOKa3 HaJCHJIAHHS IHIIMM yYacHYKaM CIIpaBM KOMiH MOJaHMX JO Cyxy
JOKyMeHTiB. Y BHIAJKy, KOIM IHIIMH yYacHMK CIpaBM BIANMOBIIHO IO BHECCHHX
imenTHdiKaNifHAX XAHHUX MPO HBOTO MaeE 3ape€CTpOBaHPIH Enextpounnmit kabiner, dyHKUIioHaT
EnexTpoHHOrO CyZy B aBTOMATHYHOMY pEXHMMi Hajae Cy[dy Ta YYaCHHKY CIpaBH IO0Ka3
HaACHIaHHY MO EJEKTPOHHMX KaOiHeTiB IHIIMX y9acHHKIiB CIpaBH IIOJAHMX JO CynIy
HoKyMeHTiB. B inmomy Bumanky 3acoGamu EneKTPOHHOTO Cymy KOpHCTyBada iH$OpMYHOTh 1Ipo
BiJICYTHICTb B iHINOTO yJaCHHKA CIIPABU 3aPEECTPOBAHOTO EnextponHoro xabiHery.

2.10. Koprcrysaa €CITC moe ynOBHOBaXHTH iHIIOrO KOPUCTyBada Ha BUHHEHHS Ml i3
BHKOPHCTaHHAM ENEKTPOHHOro Cydy B iHTepecax OBipHTEIN, Hajl@BuK 3acobamMy BiIMOBIXHOL
nigcucremu €CITC TakoMy HOBipeHOMY HOBIpeHICTh B €NICKTPOHHIH (OpMi BiATIOBIAHO 10 BUMOT
TIpOIIECYJIBHOTO 33KOHOaBCTBA.

2.11. Hanauus noBipeHocTi B eeKTpoHHii dopMi sxificHioeTscs 3acobamu Enextporsoro
KabiHETy HUITXOM CTBODEHHsS ENEKTPOHHOrO IOKYyMEHTA BCTAHOBJEHOI (OpMH, B SKOMY
BH3HAYAETHCA 06CAT TOBHOBAXXEHD ITOBIPEHOTO.

2.12. JloBipeHicTs B eNeKTpoHHil ¢opmi, miamucaHa KBaNiiKOBaHMM eJEKTPOHHHM
iIICOM JOBipUTENs, HANAE MOXUIMBICT NOBIPEHOMY BMKOHYBATH BH3HAYEHHMH NOBIpHTENEM
nepeJtik Ai 3aco6amu EnexrporHoro cyay. [ToBipenuii, axomy I0BipuTeseM BRIaHa JOBIPEHICTH
B CJIEKTPOHHiH (opMi i3 NpaBoM IepenopydYeHHs, MOXe HaJaTH TaKy JOBIiDeHICTh iHIIOMY
KOPHCTyBady Ha BYMHEHHS Hill B iHTepecax noBipuTeNns (MepeIopyeHHs).

2.13. Bin imeri ropuaMaHOl 0cOOM BHIABaTH JOBIPEHOCTI B €NEKTPOHHIH (opmi MaroTh
mpaBo 0co6M, 3a3HadeHi y BimoMOCTSX EIHHOTO NEPXKABHOrO PEECTPY MOPUAMYHMX OCID,
hisHgHHX 0Ci6 — MiIpHEMIIIB Ta rPOMaiChKEX (OpMYBaHB MO0 TaKoi IopHANIHOT 0CO6H y rpadi
«ITpisBume, imM’s, mo GaTbkoBi, maTH oOpaHEA (UpH3HadeHHsA) oci0, MmO oGHparoThCs
(IpM3HA4AIOTECS) JO OpraHy YOpaBNiHHA Takoi IOpHAMYHOI 0COOH, YIOBHOBaXXCHHX
IpECTABIATH OpHAMYHY 0co0y Y MpaBOBiNHOCHHAX 3 TpeTiMH ocobamu, aGo Taxi, ki MAOTh
IIpaBO BUMHATH [ii Bix imeHi fopumudnoi ocoGu Ge3 JOBipEHOCTi, y TOMY YHCIi MiAMHCYBaTH
JIOrOBOPH Ta JaHi PO HAIBHICTH OGMEXEHD MO0 IPEICTABHUIITBA Bill iMEH] IOPHANIHOT 0COOHY.
Bix iMeHi iHO3eMHOT IOpHIXNYHOI 0COOH €JIEKTPOHHI NOBIPEHOCT] BUAABATUCS HE MOXYTh.

2.14. JToBipeHicTh B eNeKTPOHHIN hopMi, MO MIATBEPIDKYE MOBHOBAXEHHS IPEACTABHUKA,
Ta ENEKTPOHHI JOKYMEHTH, Ha MiACTaBi SKHX BiAOyBaoch MEpENOPYUeHHS NpaB MEPBHHHOIO
mosipuTens (3a IX HAABHOCTI), aBTOMA&THYHO NONAIOTBCA JO JIOKYMEHTIB, BilTIPaBJIeHHX
IpeICTaBHUKOM 3aco0amMu EJIeKTpOHHoro cyny.

JloBipeHicTs B enekTpoHHiH dopmi milicHa 10 MOMEHTY il CKacyBaHHS ,uompHTeneM abo
IPOTATOM CTPOKY, Ha SKHil BOHa BHaHa. [IpHi BTpaTi YMHHOCT] NOBIPEHOCTI B €eKTPOHHIA dopMmi
ABTOMATHYHO CKACOBYIOThCSA TakoX yci il moximui noBipeHocTi, IO BHAAHI B TMOPSAKY
HepeIOpyUCHHS.

2.15. IMicna wagcunanus 3acob6amu EC mponecyanbHHX Ta iHIINX JOKYMEHTIB 0coba Moxe
y Bi1acHOMy EnekTpoHHOMY KaGiHeT] BifichiIKOByBaTH pyX Ta CTaH pO3IIIAMY JOKYMEHTIB y Cyai
abo B opram Ta yc*raﬂom B CHCTeMi ItpaBocyis. BigoMocTi npo AOCTaBKy IOKYMEHTa, HOTo
peecTpamlilo Ta iHmi BiZOMOCTI WIOO POSITISAAY CIPaB BIAMOBIAHO A0 HASBHMX TEXHIMHHX
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MoxctaBoctelt miacucreM €CITC HaacunaroThed B aBTOMATHYHOMY pexuMi 10 EnextponHOro
kabiHeTy KOpHCTyBaya, Bij iMeHI SKOro mnojxaBanucs JOKyMEHTH. Y BHUNAAKy HaJaHHA
KOPHCTYBa4yeM €JNEeKTPOHHOI NOBipeHOCTi iHdopMaris nmpo pesynsraTH po3mIsmy NOKYMEHTIB
HaJCHIaeThCH O EnexTporHOro kabidery XOBipHTeNs Ta NOBIPEHOro (IIOBipeHNX).

2.16. EC 3abe3nedye MOXIIMBICTH aBTOMATHYHOIO HAJCH/IAHHS MaTepialiB CIpaB B
eJIEKTPOHHOMY BHIJIAAI 10 EnekTpoHHUX KabiHETiB yYacHUKIB CIpaBH Ta IXHiX ITOBipEHHX.

Jo Enexrponnux kabiHETiB KOpPHCTYBadiB HAACHIAIOTECA Yy  HependaveHux
3aKOHOJIAaBCTBOM BHITQJKax IOKYMEHTH y CIIpaBaX, SKi BHECEHi J0 aBTOMATH30BaHOI CHCTEMH
JiJIOBOJCTBA CyIiB Ta OO aBTOMATH30BaHMX CHCTEM IIUJIOBOACTBA, IO (YHKUIOHYIOTH B iHIIHX
opraHax Ta YCTaHOBaX y CHCTEMi paBoCy I,

2.17. JlokyMeHTH y cIipaBaX HaJCHIAIOThCA H0 EneKTpoHHMX KabiHETiB KOpHCTYBauiB y
BUIIAJIKY, KOJIM BOHH BHECEH] O BiJINOBITHIX aBTOMATU30BAHHX CHCTEM Y BUTJISJI €JIEKTPOHHOIO
JOKYMEHTA, [T INMCaHOro KBaiiKOBaHHUM IIITHUCOM HiAnKcyBaya (MiAMHCYBaYiB), Y0 Y BUITIALI
eeKTPOHHOI KOMil IamepoBOro HOKYMEHTa, 3acBimdeHol KBaiidikoBaHHM eNeKTPOHHHM
MiAMHCOM BIAMOBIAANBHOIO MpaIiBHUKA Cyy, IHIIOrO Opra’y Y yCTaHOBH NpaBoCymas (Haii —
aBTOMaTHU30BaHa CHCTEMA JIJIOBOACTBA).

2.18. JIoxyMeHTH, fKi OJWH 3 YYaCHHKIB CIpaBH HaHiCjaB IO CyLy, iHILIOrO OpraHy 4u
YCTaHOBH Y CHCTEMi npaBocy/uis 3 BHKOpHCTaHHAM EC, B mepenbavyeHMX 3aKOHOIABCTBOM
BHIIaJIKaX aBTOMATHYHO HaJICHIAIOThCA N0 EnekTpoHHNX KabiHETiB iHIINX yYacHUKIB CIIPABH YH
IXHIX MOBipEeHMX IICNIA peecTpalii LHX JOKYMEHTIB B aBTOMaTH30BAHOI CHCTEMHM [iJIOBOICTBA
CYIiB Ta 0 aBTOMAaTH30BAHHX CHCTEM [iNOBOJCTBA, IO GYHKUIOHYIOTH B IHIIMX OpraHax Ta
YCTaHOBaX Y CHCTEMI IIpaBOCY LS.

2.19. lo EnextporHOro xabiHeTy KOpHCTYBa4iB HaACHIAIOTBCS BIIOMOCTI, Y TOMY YHCIIi
IIpO OTPHMAHHA Ta PEECTPAllifo JOKYMEHTIB Y CIIPaBi, a TAKOX iHII BiJOMOCTI, IO IPU3BEIH 10
3MIiHH CTaHy pOSIJIAAY CIIPaBH.

2.20. Ocobam, saxi He MalOTh 3apEECTPOBAHMX ENGKTPOHHMX KabiHeTiB, NOKyMEHTH Y
nepenbavyeHyx UM ITYHKTOM BHIIaAKaX MOXYTh HaacHiaTtucs 3acobamu miacucreM €CITC nHa
aJIpecy eNEeKTPOHHOI IIOIITH, BKa3aHy TAKHMH 0co6aMH IIiJl 9ac MOJaHHs JOKYMEHTIB 0 Cyy.

2.21. Inpopmanis mnpo HamxomxeHHI Ho Enexrponnoro kabiHeTy Bimomocreit Ta
IOKYMEHTIB IIPO PE3yJbTaTH PO3IVIAY CHpaB HOJATKOBO MOXE HAICHIATHCS KOPHCTYBAdy Y
BUIJIAMI MOBIIOMJIEHHS Ha €JEKTPOHHY mowTy. JlaHi Mpo eNeKTpOHHy IOITY 3a3HAYAIOTHCS
xopucTyBaveM y npodini foro Enexrponsoro xaGinery.

2.22. ToxyMenTH, mo Haaimmm uepes EC, peecTpyioTses cyfaMu, IHIIAMH OpraHaMH Ta
yCTAQHOBaM4 B CHCTEMi NpaBOCY/UIS B NEHb IX HaIXOKEHHS YIPOIOBXK poGodoro nHs abo He
Ni3HilIe HACTyITHOro pob0YOro JH, IKIIO JOKYMEHT HAMIKINOB Y HepoGOYHi yac, 3a 3aralbHIMH
NpaBUJlaMH  DEECTpallii  BXiZHOI KOpECNMOHAeHNil, BH3HaueHMMH [IONOXKEHHAM  IIpo
ABTOMaTH30BaHy CHCTEMY HOKYMEHTOOOITY Cyxy Ta BiIIOBIXHUMHM IHCTPYKIIsIMH 3 JiJIOBOACTBA
B CyJaX 4 B IHIIHX OpraHax Ta yCTaHOBaxX Y CHCTeMi IpaBoCy L.

2.23. BignosimanpHu#t mpaniBHEK cygay a0o IHUIIMX OpraHy 4YM YCTAHOBH B CHCTEMi
NpaBOCYIULs MEpe]| PEECTPalliero JOKYMEHTIB, IO HaIiAIUTH B eNeXTPOHHIA ¢opmi, moBHHEH
IIEPEKOHATUCS B TOMY, IO TaKMH JOKYMEHT JOCTYIIHUI IS IEperiIsy.

Y pasi HEMOXIHBOCTI BIIKPHTH (TIEPETTIAHYTH) DOKYMEHT BiH He PEECTPYETBCA, IPO 10
CKJIANacThCA BINIOBIOHHMH axT, NPUMIPHUK SKOrO pa3oM 3 BiINIOBIIHMM TMOBiZOMIIEHHIM
HaJICHJIAETHCS 0CO0i.

2.24.V pasi peectpauii orpumaroro nokyMenTa xo Enexrponnoro xabinery xoprcTysaua
aBTOMAaTHYHO HAJICHIIAETBCS BiNNOBiNHE MOBiNOMJEHHA. B iHmOMY BHnaaky HancHmaeThes
IIOBiZOMJIEHH i3 3a3HAYEHHAM IIPHYHHH BIIMOBH B PEECTpALlii JOKyMEHTA.

2.25. 3acobamu €CITC B aBTOMaTHYHOMY peXuMi 3MIACHIOETBCS IEpeBipKa HASBHOCTI B
ocobu 3apeectpoBaHoro EnexrporHoro kabinery.

2.26. Y pasi nassrocti B ocobu EnextporHoro kabinery sacobamu €CITC 3a6e3neuyerses
HAJICHIaHHSA [0 aBTOMAaTH30BAHOI CHCTEMH JiNIOBOACTBA IIiATBEP/DKEHHS JOCTABIECHHS IO
EnexTpoHHOr0 KabiHEeTy KOpPHCTyBaYa JOKYMEHTA Y CIIpaBi.

B inmomy Bumajxy 1o aBTOMaTH30BaHOI CHCTEMH IiJIOBOJCTBA HAAXONHTH MOBiIOMIIEHHS
IIPO BiNICYTHICTH B 0COOHM 3apeecTpoBaHoro EnekTporHoro kaGinery.
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2.27. lo EnextporHOro KaGiHETy HaICHJIAIOThCA NOKYMEHTH y CIpaBi juume B pasi
HaIBHOCTI imeHTHOIKAIHHMX J[aHMX KOPHCTyBaua (ydaCHHKA CIIPaBH), BHECCHMX JO
ABTOMATH30BaHOI CHCTEMH IiJIOBOJCTBA.

2.28. Y pa3si HaJCHJIAHHS KOPHCTYBayeM JOKYMEHTIiB y CHpaBi 3a JOIOMOrOI0 BJIaCHOTO
Enextponnoro kabinery imenrtudikaniiini maHi xopucryBada BHOCATBCS HO aBTOMAaTH30BaHO!
CHCTEMH ILTOBOJCTBA B aBTOMaTHUHOMY PEXHMI.

V pasi HancHIaHHS XOKYMEHTIB y crpaBi 0co6oro B naneposiit opwmi ii ineHTHdikamiiHi
JIaHi BHOCATBCS JI0 aBTOMATH30BAHO! CHCTEMH ALIOBOACTBA IPALliBHUKOM CyIy.

2.29. 3acobamu EJeKTpOHHOrO Cy Iy KOPHCTYBayi MOXYTb CIUIATHTH CyMOBHH 36ip Ta iHui
IUIATEXi B PeXHMi OHJIAlH i 9ac hopMyBaHHS BiIIOBIIHOTO JOKyMEHTa a60 HONATH BIKOMOCTI
OZO 3HiMCHEHOrO CaMOCTiMHO miarexxy [uis 3abe3ledeHHs aBTOMATHYHOI NEPEBIpKH HOTo
3apaxyBaHHs Ha BiAIOBiqHUI paxyHOK. [HopMallis aBTOMaTHYHO JONAETHCS IO HOKYMEHTa, 10
CTBOPIOETHCH.

2.30. Texuiunmii cympoBim Ta miarpumky mporpamuoro 3abesnedenHs EC 3aGesneuye
Anmimictpatop €CITC — neprxaBre IianpreMcTBO (ITIANPHEMCTBA), 110 HANEXKUTH A0 CchepH
yrpasninas JICA Ykpaisu.

3. Texuiyui BUMOru

3.1. ®yuxuionyBans EC 3abesnedyerbcs 3a YMOBH JOTPHMaHHS KOpPHCTyBadyaMH
HACTYIMHHUX TEXHIYHHX BHMOT:
—  mBHAKicTH iHTepHeT 3'¢HaHHA: Bix 1 M6it/c;
—  6pay3sep: Google Chrome (#e Hmx4e 60 Bepcii);
—  peKoMeHJOBaHa Bepcis: BUKOPHCTaHHs MOTOYHOI aKTyalbHOI Bepeil;
—  po3miNBHA 3JaTHiCTH MOHiTOpa: He Hik4e Hix 1280x720;
-  omepauiitna cucrema: He crapime Windows 7, pexomergosano: Windows 10.

4. PeecTpanuist Ta aBTOpH3allis KOPHCTYBaviB

4.1. Bxin no xabinery Kopucrysaua EC BinOyBaeTbCs NITAXOM NEPEXOMY 33 NOCUNTAHHAM
https://cabinet.court.gov.ua abo nepexonom mo posnimy «OdiriiHa eTexTpoHHa aapeca» Ha BeO-
nopraii CyznoBa Biaga Ykpainu.

4.2. Peectpanis B cucteMi ¢isuuHoi abo ropuau4HOi ocobn BinbyBaeThCs 3a JONOMOIO0
YHHHOTO KBalidikoBaHOro enexrponnoro mgnucy (KEIT).

4.3. Bugaya xBaniikoBaHOTO €JIEKTPOHHOrO MiAKCY, BiINOBINHO A0 3akoHy YKpaiHu
«lpo enekTpoHHI JOBip4i NOCIYrH», € JOBIpYOIO NOCITYrol, a TOMY 3HiHCHIOETHCS
KBaTi)iKOBaHMMH HaJaBayaMH EJEKTPOHHHX JOBipYMX IOCITYr, HMEPENK SKHX MICTHTBCH B
JloBip4OMy CITHCKY, 3 SIKUM MOXXHa 03HalOMHTHCE 3a IIOCHIaHHM https://czo.gov.ua/ca-registry.

4.4, Ha cropiHmi peectpauii cnmig ofpaté BKkIangky, BiINOBiIHY [0 THIY KiIO4a
Kopucrygaua (¢aitnoBoro abo anapaTHOTO).

4.5. Peectparis 3a 1onoMororo GpaiioBoro Kiova.

4.5.1.Ha cropinmi https://cabinet.court.gov.ua/ Heo6XiTHO HATUCHYTH KHONIKY «YBIHTH» Ta
TIOCITiIOBHO BUKOHATH 060B’I3KOBI KPOKH ITPOIECY peecTpaii:

—  3aBaHTaXHTH (aitn ocodbucroro Kioya;
—  BBECTH ITapoJIb 0COOHUCTOro KIII0Ya;
—  3aIOBHUTH aHKETHi JaHi /Uit 3aBepIIEHHS peecTpallii.

4.5.2 Jlis migTBEpIKEHHS aIpecH eJEKTPOHHOI ITOINTOBOI CKPUHBKY HEOOXiTHO BBECTH Y
BiATIOBiHE I10JIe KOX, 10 HAAIMIIOB Ha IOIEPEAHEBO 3a3HAYEHY aJpecy eJNCKTPOHHOI IIOMTH Ta
HaTHCHYTH KHOTKY «IIizTBepmuTi» MOpsAX 3 IMoJIeM JUI BBOLY KOZY.

4.5.3.JIns 3aBeplueHHS peecTpallil HeOOXiIHO BCTRHOBHUTH ITO3HAYKYy «SI moromxyioch 3
YMOBaMH KODHCTYBAaHHS CEpBiCOM e€JeKTPOHHOro KabiHeTy» Ta HATHCHYTH KHOIIKY
«[TigTBEepAUTH» B caMOMy HH3Y GOpMH peecTpalil KOpHCTyBaya.

4.6.PeecTpanis 3a 10IIOMOrO0 anapaTHoOro KJoya.

4.6.1.Ha cropinmi https://cabinet.court.gov.ua/ HeoOXiTHO HATHCHYTH KHOIKY «YBIATHY,
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TepeiTH 0 BKIAIKH «AapaTHUi KII0Y» Ta [IOCTiTOBHO BUKOHATH 000B’A3K0BI KPOKH IpOLECy
peecTpauii:
—  BCTAHOBHTH makeT web-6i6ioTexn miamucy abo OHOBHTH 3a HEOOXiTHICTIO;
—  03HaMOMHTHCH 3 HACTAaHOBOIO KOPHCTYBa4a,
—  Iepe3aBaHTaXMTH CTOpiHKy GOpaysepa (xomGimamia xmapim CTRLAFS  abo
CTRL+SHIFT+R);
—  ofpaTy TUI OPUCTPOIO;
-~ ofparu caM IpUCTPii;
—  BBECTH IIapOJIb OCOGHCTOro KiIo4Ya i HAaTHCHYTH KHONKY «[IpofoBXKuUTHY;
— U4 TiITBEpIDKEHHsS aJPECH ENeKTPOHHOI MOINTOBOI CKPHHBKM HEOOXINHO BBECTH Y
BiIIIOBiHE ITOJIE KO, 10 HAAIHIIOB Ha MONEPEAHBO 3a3HAUYEHY anpecy €NIEKTPOHHOI MOLITH Ta
HaTHCHYTH KHONKY «IlinTBepauTH» NOPSAK 3 IOJIEM UL BBOIY KOy,
—  JUIq 3aBeplIeHHA peecTpanii Heo6XiIHO BCTAHOBHTH IO3HAYKY «S] OroXKyIOCh 3 YMOBaMH
KOPHCTYBaHHS CEPBICOM eJIeKTPOHHOro KaGiHeTy» Ta HATHCHYTH KHONKY «IliiTBepauTH» B
caMoMy HH3y (HOpMH peecTpallil KOpHCTyBaya.

4.6.2.Apropusauis BinOyBaeTecs Ha cropinmi https://cabinet.court.gov.ua, 3anoBHEHH:
nanux KEII inenTudme nponecy peectpaii.

4.6.3.3apeectpoBanuil kopuctyBau micis BBemeHHs nanmx KEII morpamise o cBoro
Kabinety Kopucrysaya.

5. Omuc intepdeiicy Kadinery Kopuerysaua

5.1.Hesanexwo Bix Tuny KaGinery KopucryBaua, 3 1iBoi CTOpOHH po3MillieHa HaBirauiiHa
maHens MeHo 3 posminamu  «lloBimomneHHs», «Bubpane», «Moi cnpaBu», «3agBHY,
«JToBipeHocTi», «CratucTHKay, «Koumky, «Bineo3s’a30k», «3arydeHHs axiBus».

5.1.1.Y posnini «IToBinomnenus» KaGinery KopucTypaua po3MilyroTbCs MOBiIOMJIEHHS
PO HAJIXODKEHHS JOKYMEHTIB, 10 skuX KopucryBau Mae nocTtym.

5.1.2.Peectp mnoBimomiuenr y po3mimi «IloBimomnenHsa» Kabinery Kopucrypaua
IpeJCTaBIeHO ¥ TabIMYHOMY BHIIISL.

5.13.Ilepma xojoHKa HeoOXigHa [UI1 BCTAHOBJEGHHS BIOMITKH, Apyra—3arojoBOK
TIOBiJOMJICHHS, TPETS — JaTa HaIXODKEHHS [IOBITOMIIEHHS.

5.1.4.]Ina BiXKpUTTA IOBHOTO TEKCTY ITOBIXOMIJIEHHS, WIO BimoOpakeHO Yy po3mii
«[Mosimomnenns» Kabinery KopucryBaya, HeoO6XinqHO HATHCHYTH Ha CTPOKY 3 BiAIIOBITHUM
3aroJI0BKOM.

5.1.5.Hag peectpom moBimomiens y posmim «lloBimomnenns» KaGinery Kopucrysaua
po3MimmeHo GYHKIIOHATBHI KHOIIKH:
—  BIIMITHTH HOBIJIOMJIEHHS «SIK IpOYHTAHI»;
~  BiAMITHTH NOBiZOMIIEHHS «SIK HE IIPOYUTAHIY;
—  «Buganmutey BigMideHi NOBiXOMIIEHHS.

5.1.6.Ilpapime Bix ¢yHKHiOHANEHUX KHONOK y po3xinmi «IloBimomnenns» KaGinery
KopuctyBaua po3MilneHo GiIbTp NOIIYKY ITOBIJOMIIEHB:
—  «Yci DOBIJOMIIEHHAY;
—  «HenpoyuTaHi NOBIIOMIICHHAY;
—  «lIpounTani NOBiTOMIEHHS».

5.1.7.®ynkuionan  «IloBimomnenns» Kabinery KopucryBaya HOCHTR BHKJIIOYHO
iHpopMaTHBHY GYHKLIIO Ta 3 JAaTH OTPUMAaHHS IIOBIIOMJICHHS HE BEIEThCS BiIUTIK GYIb-sKHX
IPOLECYAIBHUX CTPOKIB.

5.1.8.V posnini «Bubpane» Kabinery Kopuctypaua BinoOpaxaloThCs CIIpaBH 3 pO3ILTY
«Moi cnpaBu», yis siKux OyJI0 BCTaHOBIEHO BiIMITKY «JlomaTh 1o BUOpaHOTOY.

5.1.9.Y posnini «Moi cnpasu» Kabirery KopucryBaua posmimyrorses indopmanis mo
crpaBaM Jo axux KopuctyBad Mae gocTy.

5.1.10.Peectp posaini «Moi cripan» Kabinery Kopucrysaya npencrasieno y TabliuuyHoMy
BUTJIAZ, 3 HACTYITHUMH KOJIOHKaMU:
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—  enemeHT rpadiunoro iHTepdeiicy, akuil Bigobpaxkae 3HaUEHH JIOT{YHOro napameTpa (Hai
— TIpanopens);
—  HOMep CIIpaBH;
—  Hassa cyxy (y IpOBaJDKEeHHi sKoro nepebyBac Cpasa);
—  HasBa IIPOIECYANBHOrO CTarycy KOpHCTyBaya y CIpaBi, HaTa peecTpauii neprmoro
JIOKyMEHTa II0 CIIpaBi;
—  JaTa HaOXOJDKEHHS OCTAHHBOT'O JOKYMEHTA IIO CIIpaBi.

5.1.11.ITicna BCTaHOBNEHHS BiIMITKM mpanopuio Mg obpaHoi cmpaBu y posnimi «Moi
crpasuy KaGinery KopucryBaua cTaioTh akTHBHHMHM (QYHKLiOHAJBHI mikrorpamu «Jlomatu o
BHOpaHOro/ BUNAIHUTH 3 BUOPAHOTO» Ta « Y IIPaBIiHHS AOBIPEHOCTAMHY.

5.1.12.1Ipu matuckanHi Ha ¢yHKUiIOHANBHY MiKTOrpaMy «JlomaTn 1o BHOpaHOro/BHOATHTH
3 BuOpanoroy, ¢pyukuiosan EC noxae abo Bunanse cipay 3 po3zniny « Bubpane».

5.1.13.Ilpu HaTHCKaHHI Ha (YHKUiIOHAJTBHY MiKTOrpamy «YIpaBliHHA JOBIPEHOCTIMHY
BiIKpHBAETHCA CIUTHBAIOYE BIKHO I8 HagaHHsA AoBipeHocti. JeranpHuit omuc poboru 3
JoBipeHOCTAMH Y po3aini 11 IrcTpykmii.

5.1.14.Posmmpenn#t momryx. Han peectpoM cmpaB posmimi «Moi cnpaBu» Kabinery
Kopucrypaua 3 [mpaBoi CTOPOHHM PO3MIIIEHO CTPOKY IIOIIYKY, INO PO3KPHUBAETHCA IO PO3IIMPEHOTO
$inbTpy MONIyKy IpH HaTHCKaHHI BiAMOBIAHOI KHOITKH.

5.1.15.®inpTpanis 3amUTiB pO3MMPEHOro HOmyKy y po3mimi «Moi cnpasu» Kabinery
Kopucrysaua Moxe 31iHiCHIOBAaTHCS 3a HACTYITHUMH aTpuOyTaMu:
—  HasBacCyzy;
- iHCTaHIIIA cyny;
—  IOpHCAHMKIIA Cyny;
—  3aJ1aTolo CIIpaBH;
—  3a IIpoleCyaJbHUM CTaTyCOM KOPHCTYBaya y CIIpaBi;
—  3a[lIb a60 Ha3BOIO CTOPOHHU Y CIIpaBi.

5.1.16.Iudopmanis npo cnpasy. Hax peectpom crpaB y po3aini «Moi cripaBu» Kabinety
KopucryBaua posmimeno iHgopManiiHo-iHTepaKTHBHY IIaHETb 3 HAacTYyNHHUM (YHKIiOHAIOM
«Iadopmaris mpo crpasy», «lomatu 1o BUOpaHOroy», « YIIpaBIiHHS JOBIPEHOCTAMHMY.

5.1.17.Ins nepernany iHpopmanii nmo cmnpaBi HEOOXiZHO BHIINMHTH 11 3a HOIIOMOrONO
npanopud. [licng 1poro KHonka crane akTUBHOI. [HpopManiro rmpo crpaBy 6yae BinoOpaxeHo y
BUIVIAMI CIUTMBAIOYOro BiKHA, 3 SKOr0 MOXKHA NEpeHTH 10 po3niny «JIOKyMeHTH Mo crpasi» 3a
JIOIIOMOT'OIO BiAIIOBITHOT KHOIKH.

5.1.18.Y posxini «Moi cipaBu» Kabinety KopucTyBaua y peecTpi IpHCYTHI KOJIOHKH:
—  HOMEp JOKYMEHTa;
- pata;
—  JTH3C (nara HabpaHHS 3aKOHHOI CHJIH);
—  Ha3Ba;
-  CYyEA

5.1.19.Han xononkamu y poszini «Moi cnpasu» Kabinery Kopuctysaua po3mimeHo CTpoKy
HOIIYKY 3 QITETPOM 3@ HaTOI0 JOKYMEHTA.

5.1.20.IIpu HaTHCKaHHA Ha cTpody 3 JOKYMEHTOM HaJ{ KOJIOHKaMH y po3ziii «Moi cripaBu»
Kab6inery KopucryBava BiIKpHBA€THCS pO3IIHpeHa iHdopMmallis Npo NOKYMEHT, IONepenHii
HeperysiA JOKYMEHTY Ta JOJATKOBI (PyHKIIOHANEHI KHOIIKY Ta MIKTOTPaMH:

5.1.21.Knonka «OckapXuTH» — IOCTYIHa TUIBKM INpH NEperyiifi IpoUecyabHUX
JOKYMEHTIB (pilleHHs, TOCTaHOBa, YXBajla, CyJOBHH Hakas).

5.1.22.«KapTxu pyXy AOKYMEHTY» — AJIs MOXJIMBOCTI IIEepersiay JonaTkoBoi indopmanii, a
caMe:
—  CTaH JOKYMEHTY;
—  Jara CTBOpEHHS (IOCTaBKH B KabiHeT);
—  JlaTa OCTaHHBOTO KOPHI'YBaHHS (OHOBJICHHA);
—  Jarta Iigmnucy;
—  j;ara BiIIIpaBKH J0 CYZY;



—  Jara peecTpalii B cyxi,
—  nara HabGpanus 3akoHHoi cuu (JITH3C).

5.1.23.«Ilepesipka ELIII» — npu HaruckaHHi mikTorpamu 6yze BIIKPHTO CILIHBAIOYE BiKHO
3 nporokonoMm mepeBipkn KEIT Ta MOXUIMBICTIO HOro pPO3KPHTTS Yy OKpeMoMy BikHI abo
PO3IpyKyBaHHS.

5.1.24.«36epertr ¢aitn» — Ipy HATUCKAHHI Ha IKTOrpaMy BIIKPHBAETBCS CHCTEMHE BIKHO
114 30epiraHHs JOKYMEHTY Ha JIOKalIbHHU# NpHCTpili (koMII'10Tep, HOYyTOYK, Teedorn).

5.1.25.«BigkpuTH y HOBOMY BiKHI» — Z03BOJISIE PO3KPHTH JOKYMEHT Ha BECh €KpaH y HOBI#
BKJIAJII AJ19 O3HAHOMIICHH.

5.1.26.«BinkpuTH CTOPIHKY 3 JOKYMEHTOM» — DO3KpHBAa€ IOKYMEHT 3 IONEPEIHBOTO
TieperJsyTy Ha Ifil Jke CTOpIHII Ha BeCh eKpaH.

5.1.27.«3aKkpuTH» — 3aKpUBaAE NOJATKOBY iH(OpMaLiio Ipo oOpaHuit JOKYMEHT Ta IIOBEpTae
JI0 TIEpENiKy JOKYMEHTIB I10 CIIpaBi.

5.1.28.5kmo mo o6paBOro IHOKYMEHTY NpHKpIIUIEHO AoAaTKH, iX Oynxe BinoOpakeHO
CITHCKOM IIiJ] BIKHOM ITONIEPEHBOTO NEPErIay JOKYMEHTY.

5.1.29.Iadopmanis y xonoHUi «Mara» y posaini «Moi cnpasuy Kabinery Kopucrypaua mns
CYIOBHX piIleHb BijtoOpaxae naTy MpUHHATTA CYIOBOTO pilleHHS, IS peecTpaliifHol KapTKH —
JaTy OCTaHHBOrO KopuryBaHHA. Jlng nokxymeHTiB KopucryBaya, BimmpaBieHHX OO CyIOy
BioOpaxxae 1aTy BiANpaBKH A0 Cydy, A1 iHIIHX JOKYMEHTIB — IaTy OCTAHHBOI'O KOPUTYBaHHS.

5.1.30.In4 3py49HOCTi poOOTH 3 NoAaTKaMH y po3fini «Moi cipasu» Kabinety Kopucrysaua
HasBHI (yHKIIOHATBHI IIKTOIPaMHU:
- mepeMHKay BinoOpaxKeHHs NOAATKiB IUTHTKOIO 3 ONEPEAHIM NeperysaoM abo CIIHCKOM;
-  neperman aitmy — BiOKpHBaE NOKYMEHT VIS Teperyisify y CIUIHBAIOYOMY BiKHI 3
IOJATBINOI0 MOXKITHBICTIO PO3IPYKYBATH JOKYMEHT abo BIIKPUTH Y HOBIM BKITaIi;
—  33BaHTaXHTH HOKYMEHT — BiIKpHMBAac CHCTEMHE BiKHO Juis 30epiraHHs HOKYMEHTY Ha
NOKANBHUH IpUCTpill (koMII’roTep, HOYTOYK, TenedoH).

5.1.31.IIpoBamxennHs mo cnpasi. s nocTymy 1o NpoBalkeHb IO CIpaBi HEOOXigHO
nepefiti 1o po3nimy «Moi cnpasu» Kabinery Kopucrysaya y napirauiituit naneni memro. [Tpu
HaTHUCKaHHi Ha cTpody 3i crpaBolo Bac OyJie IepeHanpaBIeHo [0 PEECTPY MPOBAIKEHD.

5.1.32.Peectp y posmimi «Moi cnpaBu» KaGinery KopucTyBaua mnpencrasieHo y
TabIMYHOMY BHUIJIALI, 3 HACTYITHHMH KOJIOHKAMH:
—  Iparopels;
—  HOMep CHpaBH, Ha3Ba Cy.y (y NPOBaJDKEHHI IKOro nepedyBae crpaBa);
—  TOsACHEHH: (CyTh IIO30BY), CTATYC;
—  JiaTa peecTpalii Iepmoro JOKyMeHTa IO IPOBaKEHHIO;
—  JiaTa peecTpalii OCTaHHROIO JOKYMEHTA 10 IPOBAKEHHIO.

5.1.33.Hax peectpom mpoBamkeHs y posmini «Moi cnpaBu» Kab6inery Kopucrysaua 3
TpaBoi CTOPOHH PO3MIIIEHO CTPOKY MOMIYKY, IO PO3KPHBAETHCS O PO3IIKPEHOro QiNETpy NpH
HaTUCKaHHI BiIOBiqHOI KHOIKH.

5.1.34.]Ilpy HaTHCKaHHI Ha CTPOKY IIPOBajKeHHA y po3pimi «Moi cmpasu» KaGinery
Koprcrysada BimOyBaeTbcst mepexin no peectpy «JloKyMeHTH, IO HamiMuuid Bix cymy».
Hoctynrnit dynkuionan xy6moe peectp JJoKyMeHTH IO CIIpaBi .

5.1.35.B peectpi «JlokyMeHTH, 0 HaAiHIUM BiJ Cymy», po3MimeHo KHONKY « CTBOPHTH
3agBY» I NOAaYi 3as1B/KIOMOTaHb BTOPHHHOIO THITY B MEXax JIaHOr0 IIPOBaKEHHS.

5.2.3asBH.

5.2.1.Y posnini 3miHCHIOETBCS IoJauya IEPBHMHHUX 3asfB JO CyAy Ta BimoOpaxkaeTbes
indopMmaris 1o 3asBam, mo Bxe OyH HalpaslieHi O CyLy.

5.2.2.3a4BH Bino6paXkeHO y BUIIAAI TabNHIi 3 KOTOHKaMH:
—~  Ipanopelb;
~  Ha3Ba,
- CTaryc;
~  CyI, IO KOO HAIPaBJIEHO 3a5BY;
—  3asBHUK/TIPEACTABHIK;



—  Jlata CTBODEHHS;
—  aKTHBHHM €JIEMEHT y BUINIALI KHONKHM UL NIEPEXONY IO NMPOBAKEHHS, KU aKTHBYETHCA
THCIA BIKPUTTS IPOBaDKEHHS B CY/Ii.

5.2.3.Hax peectpoM 3258 po3MiIleHO GYHKIIOHATBHI KHONKY: « CTBOPUTHY Ta « BUIATHTUY
Ta PAJOK IOIIYKY, IO PO3KPUBAETHCS 0 PO3IIHKPEHOro (GinbTpy MOUIYKY IO CTATYCy Ta AaTaM
3asB.

5.2.4.Bunanenns 3adB MOXJIMBE JIMINE IijJ vac nepeOyBaHHS IOKYMEHTa Y CTaTyci
«UepHeTkay.

5.2.5.Y peecTpi HOCTYIHI HACTYIIHI CTATYCH 3asB:
- cTaTyc «YepHeTkay» —3asBy lIe He HAIPABIIEHO 10 Cy.y, BoHa 36epexxeHa Tinbku B Kabineri
Kopucrysaua;
-  craryc «Ilixnucarna» — 3aaBy 3acBiqueno KEIT Kopucrysaua;
- craryc «Binmpasneno» —3as1By ckepoBaHO 3 6a31 JaHUX €JIEKTPOHHOTO CYLy Ha IIPHiioM JI0
0a3u naHMX aBTOMATH30BAHOI CHCTEMH JOKYMEHTOOOIry cyay;
—  craryc «JloctaBneHo» - 3asBa NpuiiHATAa 6a3010 HaHMX aBTOMATM30BaHO] CHCTEMH
DOKYMEHTOO0DIry cyny;
—  craryc «3apeecTpOBaHO» — 3adBY ONPAIbOBAHO BilIIOBINAILHHUM MPALiIBHUKOM CYY,
—  cratyc «BiMOBJIEHO B peecTpalii» — 3ajBy ONmpalbOBaHO BiANOBINAILHHM IpPaliBHHKOM
cynmy, ane BimMoBieHO y ii npuiHATTI. 3asgBM Ta KIOMOTaHHs 3i crarycoM «BimMoieno B
peecTpamii» MOXIHBO BiIKOPHUIYBaTH Ta HaliCaTH IO CYAY OBTOPHO.

5.2.6.J1na nepexomy no posainy «JoBipeHocTi» HeoOXinHO y HasiraniiHiit manen MeHo
HaTHCHYTH KHOIKY «J[oBipeHOCTI.

5.2.7.Y posnini «J{osiperocTi» noctynHi GyHKIioHabHI KHONKH « CTBOPHTH HOBipEHICTBY
(dyHnkuionan neransHO onucaHo y posaiii 10 Iuctpyxuii) Ta « AHymoBaTHY.

5.2.8.Y posmimi «JloBipeHocTi» BigoOpaxkeHO JOBIpeHOCTI Ta oOpHepH  HaJaHi
Kopucrysauamu Ta/abo KoprctyBauaM y BUr/IsAi TaGIIHI 3 KOJTOHKAMH:
- ¢opma;
—  BIXKOTrO;
—  KOoMy;
—  IIpaBa JOCTYIY;
- THI;
—  KUIBKiCTh HepelopyYeHb;
—  Jara BHhaui,
—  [aTa aHyJIIOBaHHA.

5.2.9.Y BepxHi# naneni po3MimeHo GiNBTP 3 HACTYIHYMH 3HAUECHHAMU:
-  Jiroui;
—  aHyJBbOBaHi;
~  BCL

5.2.10.ITpu BuGopi mynxry «CraTucTuxay» BinbyBaetbes mepexin mo momymo «Cynosa
CTaTHCTHKAY.

5.2.11.Jins niepernsy CTaTUCTHYHAX JAHHX IIPO [IOAAH] 3asBH 3 IOTOYHOTO €IEKTPOHHOrO
xabiHeTy HeOOXiIHO HATHCHYTH KHONKY «ENeKTpoHHumi cya».

5.3.Po3nin «Komuky.

5.3.1.Y pospini «Komux» Bino6paxaroThes 3asi8H, w0 Gy/IH BUAATIEH] KOPHCTYBAYeEM.

5.3.2.Bupanenns 3asB MOXUIMBE JHMIIE Yy pasi, SKIIO BOHH mHepeGyBalOTh y CTaryci
«Yepretxan» abo y craryci «ITixnucanssy.

5.3.3.Indopmanis y posmini «Komux» BijobpakaeTses y BUIISAN TaGIALI 3 KOTOHKAMH:
—  Ipanopeis;
—  Ha3Ba;
- CTaryg;
—  CyX, O SKOTO HaIPaBJIEHO 3as5BY;
~  3aiBHMK/IIPELCTABHHK;
—  Jata CTBOpPEHHS.



10

Hay Tabimneo y posmiti «Komuky posmimeno ¢yHKIiOHaNBHI KHOMKK: «BifHOBUTHY,
«BuanuTi HazaBkIu» T2 CTPOKY MOLIYKY 3 MOXTHBICTIO PO3KPHTTS JUTS PO3IHUpeHOi ¢inbTpauii
TIO JIaTi CTBOPEHHs 3asBH.

5.3.4.JTna axTuBanii pyHKuil «Bineoss’130k» HeOOXiHO HATHCHYTH BiATIOBINHY KHOIIKY.

5.3.5.]lpu HarTucKaHHi Ha KHONKY «Bineo3p’a3ox» BinOyBacThCs aBTOMAaTHYHE
TepenpaBiIeHHs Ha caifT miacuctemn BifeokoHbepennss’asky CCITC https://vkz.court.gov.ua.

5.3.6.ITicns HatHckaHHS KHONKH «Bimeo3p’sasok», y pasi HasBHocTi y Kopucrysaua
TONIEpeIHBEO 338PEECTPOBAHOrO 00JIKOBOrO 3alHCy KOPUCTYBa4a Ta 30iry eeKTPOHHO! [OIITOBOT
ckpunbpky (Email) B kaGineti kopucryBada EC Ta B cepsici Ilincucremu BineokondepeHI3B 13Ky
€CITC, 6yne 3nilicHeno BXix 1o icHyio9oro 06nikoBOro 3anucy 3i 36epexeHHaM iHpopmaii 1po
npoBezeHi KoHdepeHnii mo3a Mexamu Cyay.

5.3.7.B inmomy BHmaaxy Oy[e aBTOMAaTHYHO CTBOPEHO HOBHH Npodile KOpPHCTyBaua y
cepsici ITimcuctemu Bimeokondepenuss'ssky €CITC. Jnsg 3anobiranns ommcaroi curyauii,
ajipecy eJEKTPOHHOI IOLITH HeoOXiAHO 3MiHNTH Y npodisi kopucTyBada kabiHeTy ENeKTpOHHOTO
CyIy.

5.3.8.0yukuis «3amryuennsa ¢axiBug» Ho3Boise 3xificHMTH miabip ¢axismi, a came
aTeCTOBAHMX CYIOBHX €KCIEpPTiB, OLiHIOBadiB, Ta iHmMKX daxiBLis ms:

—  TpOBEIEHHS CYHNOBHX €KCIIePTH3 Ha 3aMOBJIEHHS YyYaCHHKIB y KPHMIHATbHUX, UHUBIILHHX,
rOCIONapChKHX, aMiHICTPAaTHBHHX CIIpaBax, CIIpaBax Ipo aAMiHiCTpaTHBHI IIpaBONOPYLIEHHS Ta
i} YaC BUKOHABYOr'o IIPOBAIKEHHS;

—  MpOBEJEHHS eKCIePTHHX JOCIHIUKEHb Ha 3aMOBIEHHSA (i3sHYHHX Ta IOPHIMYHHX 0Cif i3
3aCTOCYBaHHAM 3aco0iB 1 METOMIB CyZOBOI €KCIEPTH3H, PE3YJIbTATH SKHX O(QOPMISIOTBCA K
BHCHOBKH €KCIIEpTiB, KOHCYJIbTANlilfHi TOBiTOMIIEHHS Ta €KCIIEPTHI HOCIIIKEHHS;

—  TpOBEHEHHS KOHCYJbTallilf i3 HaJaHHAM KOHCYJbTAliHHHX NOBIIOMIICHD 3 NHTaHb, WO
BXOJATh [0 CIELiaNbHUX 3HaHb 3a3Ha4eHHX (axiBIiB, Ta BHKOHAHHA IHmMHUX pobiT 3a
3BEpHEHHAMH IIPAaBOOXOPOHHHX OpraHiB i CyHiB, @ TakoX Ha 3aMOBJIEHHSA IOPDHIMYHHX Ta
GbiznunEX ocib;

—  IpOBeJeHHA HEe3AIXKHOI OIiHKM 00’eKTiB y MarepianbHiit dopMmi Ta mimicHuX MaHHOBHX
KOMIUIEKCIB, I[iHHHX IamepiB, MaifHOBHX NpaB Ta HEMaTepiaIbHUX aKTHBIiB i3 3aTy4eHHAM
HE3aJIEXXHUX OHIHIOBAYiB.

53.9. lns axtuBanmii ¢yHkmii «3amydeHHs ¢axiBug» HEoOXiTHO HATHCHYTH KHOIKY
«3aydenns ¢axiBIgy» Ta 3alTOBHATH 0Ji GopMu 3anuty. [Ticns 3anoBHeHHs hopmu HEOOXiXHO
HaTHCHYTH KHOIKY «BimmpaBuTHY.

6. MeHro kopucTtyBaua

6.1.JIng nepexony no Ilpodinto xopucTyBaua, HeOOXiIHO HATHCHYTH Ha CBOE NpPi3BHILE B
npaBi#t BepxHilf YacTHHI caiiTy Ta o6patu myHKT «Milt mpodins», micis yoro, Ha cTOpiHLi, MO
BiIKpUETBCS, aKTHBYIOTHCS ABI Bitanku: «Ocobucti magi» Ta «IHTEpdeicn.

6.2.Y Brmamui «Ocobucti mami» Bimobpaxero indopmanito, mo Oyna 3anoBHEHa
apToMaTH4HO fHaHuMH 3 KEIIL

6.3.Ha Bxmamui «Ocobucri maHi» s pemaryBaHHS OOCTYIHHMH € nons: «Emaily,
«Tenedon», «Jlara HapoLKEHHA», «AIpecay.

6.4.3a HeoOXigHOCTI HEeoOXiHO BCTAHOBHTH BIAMITKHM y mpamopusx «®isuuna ocoba-
HinpreMenby», « ATBOKATY.

6.5.J1s 36epexeHHs 3MiH 000B’43K0BO MOTPiOHO HATHCHYTH KHOMKY «30€perTy 3MiHN.

6.6.Ha Bxnagui «IaTepdeticy moctynuuii npanopens «BinoOpaxaTH nepeaorisia BKIaJeHb
3a 3aMOBYYBaHHIMY. SIKIIIO BiAMiTKa BCTAHOBIICHA, Y PEECTPi JOKYMEHTIB 11O CIIpaBi OJAaTKH 3a
3aMOBYYBaHHSM OyJie BioOpakeHO IIHTKOIO 3 IONEPEIHIM EPEIIIOM.

6.7.JIng nepexoxy o npoodimo Kopucrysaya, Heo6XiJHO HATHCHYTH Ha CBOE MPi3BHIIE B
npaBiif BepxHilt yacTHHI caiTy Ta 06paTi MyHKT «MOi JOKYMEHTHY.

6.8.Ilicna mepexoxy nmo Biiagkd «Moi ITOKyMEHTH», MOXHa BBECTH iH(MopMauiro mnpo
nacnopt (cepis, HOMep, OpraH, 10 BHJaB, AaTa BHadi), HOMep 3anucy B €INHOMY epKaBHOMY
neMorpadiuHOMY peecTpi Ta 3aBaHTAXHTH CKaHOBaHi KOMii JOKYMEHTIB.
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6.9.J1ns 36epexenHs ocobucroi indpopmanuii Kopucrysaua, mo 6yna BHeceHa, 060B’13KOBO
NOTPiOHO HATHCHYTH KHOIKY «30€perTu 3MiH».

6.10.1ns Buxony 3 Kabinery Kopucrysaga EC noTpi6HO HaTHCHYTH Ha CBOE Npi3BHIIE B
IpaBiif BEpXHiil YaCTHHI cailTy Ta 00paTH IMyHKT «Buxiny.

7. Kabiner ¢izuunoi ocobn

7.1.Ans peecrpanii Kabinery ¢isugnoil ocobu HeobxinHo sukopucroBysatu KEI, Bunanuit
Ha iM’a ¢isuuHOl ocobu i3 3asmaueHHsM PHOKIIII a6o macmopTtHuX naHux (mng oci, 1o
BigMoBmiuCh Bif oTpumanHs PHOKIIII 3 peniriffHuMX nepekoHaHs).

7.2.Tun xabiHeTy B SIKOMY KODHCTYBad aBTOPM30BaHHH BifOOpaXeHO y BEPXHLOMY
HpaBOMY KYTi CTODiHKH.

8. Kabiner ropnauvHoi ocobu

8.1.JInzx peectpanii kabinery lopumuynoi ocobu HeoOXiaHo BHKOpHCTOBYBatH KEII,
BUJAaHUH Ha M’ IOpUANYHOI ocobH i3 3a3HaueHHaM €IIPTIOY (ko4 neyaTka).

8.2.ITonaya 3asB 10 cyny 3 kabiHeTy IOpUANTIHOT 0COGH HEMOXKITHBA.

8.3.Jns MOXUIMBOCTI IOAABATH 3asBH JO CYAy Bix iMeHI ropuanuHOi 0coOH, HEOOXigHO
3apeecTpyBaTH KaGiHeT (i3M9HOI 0COOM — IpelNCTaBHMKA IOPUAMYHOI OCOOM Ta CKOPHCTATHCH
(yHnkuionanoM mojadi 3asdB 3a JOIIOMOrOIO ManepoBoi abo eIeKTPOHHOT JOBipEHOCTI.

9. Kabiuer agBoxara

9.1.Kopucrysaui xabineTy EneKTpoHHOTro cyay, sKi 3AiMCHIOIOTE alBOKATCLKY HisIBHICTH
Ha MiICTaBaX Ta B OPSIKY, o nepenbaderi 3akoHoM Ykpainu «[1po aqBoKaTypy Ta anBOKaTChKY
JisIBHICTBY, IiCIA yCHimHOI apropu3amil B kabiHeTi ENeXTpoHHOTO Cyay, MaroTh MOXIIHBICTD
CKOPHCTaTHCA epeBaraMu QyHknioHamy kabiHeTy agBoKaTta.

9.2.Jlna oTpuMaHHs nocTymy no Kabinery ansoxara HeoOXinHO:
—  aBTOpH3YBaTHCs B KabiHeTi KopHcTyBaya eJIeKTPOHHOTO CYAy;
—  IIepedTH IO HaJamTyBaHHA Npo¢io KOpHCTyBaya;
—  BCTaHOBHTH IIO3HAYKY «aJBOKaT»;
—  3aNOBHHUTH 0OOB’A3KOBi IS MEpeBipKM HOJS BIAMOBiAHO 10 iHdopMartii, ska MICTHTBCS B
€IMHOMY PEECTpi aBOKaTiB Y KpaiHy;
—  TIpOHTH BUBIpEeHHs BBEICHUX JaHHX;
—  30eperTd BHECEHI 3MiHH.

10.Ka6iner cymni

10.1.Bci cynmi, sxi MaroTe DOBHOBaXKeHHS (BCTAHOBJIEHI BIANOBiZHI BixMITKH B
aBTOMAaTH30BaHiH CHCTeMi TOKyMeHTOO6iry cymy Ta 3asHaueso PHOKIIII criiBpo6iTHuKa Cy1y)
OTPUMYIOTH HOCTYI IO CBOIX MPOBAIDKEHE Ta NOKYMEHTIB 10 NAHMM IIPOBA[KEHHSM 3 04ATKY
pobotu Kabinery EC (xinens 2018 poxky).

10.2.ins Bxoxy mo Kabinery cymni kopucryBayu Mae ysiita no cuctemu EC 3a cBoim KEIT.

10.3.TTepefitt 10 MEHIO KOPHCTYBada B IIPaBOMY BEPXHbOMY KyTi Ta OOpaTH IyHKT
«Cynnsa».

10.4.B Ka6ineTi cynni y Hapiraniitniit marneni gocTynHui Tineku posain «Crpasu cypmi» y
¢opmi TabMII 3 HACTYITHUMHE KOJIOHKaMH:
—  Ipanopeipb;

—  HOMep CIIpaBH,

- Cyn,

= Miif IpoliecyaibHu# CTaTyC;
—  JaTa peecTpallii;

—  JaTa HagXOJKEHHS,
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—  pO3JIiN JOCTYMHHUIA TUTBKH Y PEXHMI «IUTAHHSIY.

11.Hapanns nosipenocreii Ta opopmirenns opaepis

11.1.ITicns mepexoxy Ao po3niy «ZIoBipeHOCTi» BiIKPHBAaEThCA PEECTP HOBIpeHOCTEH y
dopmi Tabnui 3 HACTYTHAMH KOJIOHKaMH:
—  Iparopelb;

- ¢dopmMa;

- BiJf KOTO;

- KOMy;

—  1paBa HOCTYyIy;

—  THI,

—  KiNBKICTb IEpENOPYYEHb;
—  JarTa BHjadi,

—  Jara aHyJIOBaHHI.

11.2.@yrxuioHabHa TiKTOrpaMa y posaini «J{oBipeHicTb» MOMAaTKOBO MICTATBCS KHOIKH
«CTBOpHTH HOBipeHicTB», «CTBOPUTH OpAep» (38 YMOBH BCTAHOBJICHOI BIIMITKH «AIBOKAT» B
npodini KopHcTyBaya), K AHYIIOBaTH JOBIpPEHICTEY Ta CTpoda MOIIYKy 3 MOXKIIUBICTIO PO3KPHTTS
JJIS pO3IIMpPeHo] GibTpanii o cTaTycaM iCHyIOUMX IOBIpEHOCTEH.

11.3.®iznuna ocoba Moxe orpumard 3acobamu EC npaBo nopadvi 3asBH, SK NPENCTABHHMK
IOpUIMIHO] 0COBH JIMIIe 32 YMOBH, IO Taka (isnyna ocoba 3apeecTpoBana B cucteMi EC ocobu
(po3xin 6 wiei [HcTpyxii) .

11.4.JOpunuuna ocoba Moxe HanaTu ¢isudHiit 0cobi MpaBo moxayi 3adBH JIKLIE 3a YMOBH,
10 TaKa IopuandHa ocoba 3apeectpobana B cucteMi EC (posain 7 miei Incrpyxkuii).

11.5.JTns nanauns ¢isuysiit ocobi npasa moxayi 3asB, HeOOXiIHO:

—  mnepeittu B po3uin «JloBipeHocTi»;

—  HarucHyTH « CTBOPHTH JOBIpEHICTHY;

—  3asgaunte PHOKIIII npencraBamKa IOpHIHYIHOT 0cO0H;

—  obparm mpasa jpocrymy (Ilepermsan, Pemarypanns, ITofaHHA) Ta HATHCHYTH KHOIKY
«Hanmatuy;

—  micns GopMyBaHHS JOBIpEHOCTI HATHCHYTH KHONKY «[linnucaT Ta BiANPaBHTHY.

11.6.Jnsa HamaHHs AOBipEHOCTI 110 OKpeMiit crpasi abo MpoBamKeHHIO HEOOXIMHO NepeHTH
110 po3ainy «Mof cipasu» (abo nepeiiTy 10 NpoBazKeHb 00paHoi CIpaBH), BCTAHOBHTH IT03HAYKY
HanmpoTH HeoOXimHoi cmpaBM (UPOBaJKEHHS) Ta HATHCHYTH KHONKY «YIpaBiliHHA
JOBipEHOCTAMMY» y BEpXHiil maHeni iHCTpYMeHTIB peecTpy cnpaB (poBamkeHs). Jlami HeoOXiaHo
BHKOHATH KpoKH 3-5 myHkry 11.5. miel [ncrpyxnii.

11.7.V posnini «loBipeHicTs» iCHYIOTh HaCTYIIHi ITpaBa NPEACTaBHUKIB!

—  «Ilepernany» — npeacTaBHUK MOXE 03HaHOMHTHCH 3 JIOKYMEHTaMH;

~  «PenmaryBaHHs» — IPEACTaBHUK CTBOPIOE Ta peAlarye 3asBH O3 paBa MONAHHA JI0 CYHy,;

—  «llomaHHA» — NpPeACTaBHUK CTBOPIOE, peRarye, HIJNHCYe 3asBH CBOIM €JIEKTPOHHHM
IIiIITHCOM Ta HaIpaBJlsie A0 CyAayY;

-  «llepemopy4eHHs» - UNpeNCTaBHHK MOXe IepefaTH HajaHi HoMy I@paBa iHIIHM
IIpeICTaBHUKAM.

11.8. Kopucrysaui, fxi minTBepmnu cBoi NOBHOBAXEHHA anBoKara (po3ain 8 wmiel
IHcTpyKUil) MaroTh MOKIIMBICTE BUIATH Op/iep HA KOHKPETHY CIIPaBy JUI OTPHMAHHS JOCTYILY 10
JOKYMEHTIB I10 clipaBi Ta 3aranpHuil oprep (6e3 BkasaHHS HOMEpa CIIPaBH), KM crpolnye Ta
IIPECKOPIOE IIPOLEC IT0Aadi 3asB JO CyAy.

11.9.J1na cTBOpEHHS opaepy HeoOXiJHO BUKOHATH HACTYIIHI Jii:

—  IepeiTH O MYHKTY MEHIO «IOBiPEHOCTI»;

—  HATHCHYTH KHOIIKY «CTBODHTH OPAEDPY;

— U1 HaJaHHA OpZepy Ha KOHKPETHY CIIpaBy Ha IIPHKJIaAi CTBOPEHHS opaepy Ans Qisuunol
ocob¥u 3an0BHUTH 060B’43KO0BI 101,

—  SKIIO HOMEp JOrOBOPY BiJCYTHIif, BKa3aTH y BilNOBiXHOMY 11011 «6€3 HOMEPY»;
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—  BCTaHOBHTH BiIIMITKY «CIIpaBa;

-y pasi BizcyrHocti PHOKIII/EPIIOY 3a3naveHol ¢iswdHOi/fopuanynoi ocobu y 6asi
JaHHX CyXy ab0 y BUNAAKYy HOro HEKOPEKTHOIO BHECEHHS, KOPHCTYBa4 HE MOXeE CTBOPHTH OpJEp.
AaHui (QYHKIIOHaJI IepeBipse HajBHICTD y4YacHWKA B 3a3HaudeHill chpaBi Ta KOpEKTHIiCTH
BHecenoro PHOKIIIL/ €APTIOY.

11.10.Y Bumagky HasgBHOCTI y KOPHCTyBada 3apeecTpoBaHOro Kabinery Ejexrpornoro
Cylly, OpZiep CTBOPUTH HEMOXIIMBO. B TakoMy BHIIafKy KOPHCTyBad IIOBUHEH HaJaaTH aJBOKaTy
JOCTYIl IO CIIpaBM 3a IOIOMOror (yHKHmioHamy noBipeHocTell. CTBOpPEHHH Opaep MOXKHa
HEpEerNaHyTH HAaTHCHYBIIM Ha BiINOBiZHY KHONKY. BiKkHO meperisny BiIKpHETHCS y HOBid
BT,

Jns HamaHHA 3arajbHOrO oprepy Kpoku OynyTh imeHTHuHi, 63 BCTAHOBJIEHOI BiMITKH
«Crpasa».

11.11.ITepenix Bumanux opnepis XocTynHHH y MeHIo «JloBipeHocTin. Koxen i3 opnepis
MO)XXH2 IIEPErJISHYTH B HOBOMY BiKHI.

11.12.Ilpy nonaui 3asgBH Ha MeEpIIOMY Kpomi 3’SBUTbCS HOBHH IyHKT «EnexrponHmii
opnep». Heobxizno BCTaHOBHTH IIO3HAuKy Ta 06paTy y mepeniky HeoOximumit opaep. Ha kpomi
«3agBHHK» BCl JaHi IMOJO 3aABHHKA aBTOMAaTHYHO 3aIlOBHIOIOTHCH iH(OpMaliero, ska Gyna
IIONIepeIHBO 3a3HadeHa B Opepi.

11.13.06panuii Ha noyaTtky GopMyBaHHS 3asgBH oplep Oyie aBTOMATHYHO 32BAHTAXKEHO 0
JonaTKiB chopMOBaHOI 3asBH.

11.14.EnexTpoHHI TOBIpEHOCTI Ta OPAEPH, HAJAIOThCA Ta 0QOPMIIOIOTC 3acobamu EC y
BIIIOBIAHOCTI M0 BHMor 3akoHy Ykpainu «IIpo enexTpoHHI HOKYMEHTH Ta eJeKTpPOHHHMI
JOKYMEHTOOOIr Ta iX FopHIuYHa CHIIa He MoXXe OyTH 3anepedeHa BUKIIIOYHO Yepe3 Te, IO BOHH
MAIOTh €JIEKTPOHHY (hopMy.

12.IToxa4a nepBHHHOY 3aABH X0 CyAy

12.1.Ilogaya 3ad1B BiAOYBAaeTbCA MOKPOKOBO, KINBKICTH KPOKIB MOXeE BigpisHATHCA B
3aJIEHOCTI BiX THITY CYZOYHHCTBa Ta 00paHoro mabiony.

3aranbHuH NPYHIKN 04a4i T030BY (IEPBUHHOI 3asBH) IO CYAY CKIAAAEThCS 3 HACTYITHUX
KPOKiB:
—  BXIJ JIO BJJaCHOTO €JIEKTPOHHOTO KabiHeTy 3a JIOIIOMOTrOI0 €IEKTPOHHOrO KIII0Ya;
—  TEepexiJ 0 po3miTy «3asBU» Ta HATHCKAHHSI KHOIKH CTBOPHUTHY;
-~ BuGIp moTpibHOrO cnocoby noaavi 3asBU: «0COGUCTOY a60 KSK MPEACTABHHK (3aXUCHUK)Y;
—  HATHCKAHHS KHOIIKH «HaCTYIHHIH KpOKY;
— Yy pasi HeoOXiIHOCTi, IOBEpHEHHS IO IIONEPENHBOrO KPOKY 3AIMCHIOETHCA MUIAXOM
HaTHCKAHHS KHOIIKH IIOBEPHYTHCH.

12.2.I1epesnix MOXUIMBHX KPOKIB IIpH ITO/1avi IIEPBUHHOI 38BH 0 CYIy

12.2.1.Kpox «perion Ta cyn» € o6oB’s3koBUM Ta Oyae HpHCYTHIH y Beix mabmonax
TIEpBHHHUX 3a5B Ta CKJIANAETHCS 3 KiNIBKOX €TalliB:
— Bubip BuOy cCymovmHCTBa (aAMIHICTPAaTHBHI IIPaBONODYILIEHHS, aIMiHICTpAaTHBHE,
rOCIIOfapChKe, UHUBiIbHE, KpHMiHanbHe ab0 3BepHeHHA no BPII), xateropiro Ta minkareropiro
CIIpaBY;
—  BuOip 3 nepeniky noTpi6HOI hopMH 3as1BH; HOUIyK HEOOXiNHOT GOPMH MOMIIHBO 3AIHCHUTH
Yepes I10JI€ MOUIYKY (AKIIO y HaBEACHWX BapiaHTax 3asfB BiACYTHIN moTpiGHuH wmabnon, ciix
HaJiCjaTH JIMCT aaMiHiCTpaTopy Ha INOINTOBY CKPHHBKY help@ccs.court.gov.ua i3 Hasgoro,
OIIHCOM Ta, 338 MOXIIMBICTIO, IIPUKIIAZIOM TEKCTY HOBOT 325BH);
- Bubip periony, THIy Ta CyIy, IO SKOTO MOJAETHCS 3asBa. BIIOBIAHO 10 06GpaHOro THIY
3a4BM CHCTEMA €C HaJa€ IEpeNiK JIMIIE THX CYHiB, B AKi TaKy 3asgBy MOXHA [OJATH. SKIIO B
NepeniKy CyMiB BiACyTHi#f moTpiGHuMHt BaM cyn, WMOBIpHO 1m0 o6paHo mabnoH, sxuit He
BiZHOCHTBCA IO HEOOXiAHOTO BUAY CYHAOUHHCTBA;
—  IlepexiXx o HacTYIHOTO KPOKY.

12.3.Kpok «ITozuBau»
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12.3.1.Ha xpomni «ITozuBaux» ITI5, PHOKIIII, agpeca eneKTpOHHOI MOIITH, TA KOHTAKTHHH
HoMep TenedoRy, sfKi Oy/M 3a3Ha4eHi ix 4ac peectpanii B CHCTEMI, aBTOMATHYHO 3alIOBHIOIOTHCS
y HeoOXiaHi mons.

12.3.2.V pasi Heo6xXimHOCTi, Ha JaHOMY KpOIi, MOXITMBO 3MIiHHTH €eKTPOHHY HOLITY Ta
KOHTaKTHHiI HOMep Tenedony.

12.3.3.BHeceHHs TOBHOI afipecy HPOXHBAHHA HEOOXiNHO 3MIHCHIOBATH HACTYMHOMY
dopmari: obnmacts, paiion, Micro (ceno, cenmume), Bynuus (6yJisBap, HpPOBYJIOK, Y3Bi3 TOIIO),
Oy IMHOK, KBapTHpa, IIOIITOBUH iHAEKC.

12.3.4.5Ixkmo KOpHCTYyBay € NPEACTaBHUKOM IOPHANYHOI 4 (isuuHOi 0cobH Ha mimcTasi
eJIEKTPOHHO] foBipeHocTi, Ha Kpoui «ITozuBauy» B cucreMy EC 6yayTh aBTOMaTHYHO BHOCHTHCH
mani (I1Ib, PHOKIIII a6o na3sa ta €[IPTIOY, enekTpoHRa anpeca, Homep TeneoHy) ocobu, Ky
KOPHCTYBa4 NpPEICTAaBIAE B Cyni. Y pasi HEoOXimHOCTI, HAa JAHOMY KpOIl, MOXIHBO 3MiHHTH
eNIEKTPOHHY IOINTY Ta KOHTAKTHUH HOMep TenedoHy.

12.3.5.5]x1mo xopHCTyBa4 € NpEACTaBHUKOM IOPUANYHOI 4 (iznyHOi ocobu Ha mimcTasi
nanepoBoi J0oBipeHOoCTi, Ha xpori «[To3uBauy BCi DaHi po mo3uBaYa B CHCTEMY CITiZ HEOOXiIHO
BHOCHTH CaMOCTi}fHO:
- ofbpasui xHomKy «®iswura ocoba», HeobximHo samoBuite IIIB, PHOKIIII, ampecy
IPOXHBaHHA/IIEpe0YBaHHA, aApecy €JIEKTPOHHOI MOINTH Ta KOHTAaKTHHH HOMep TenedoHy
no3uBada (g ¢pizuaHoi 0cobn);
—~  obpasmu kHOmKy «IOpumuuna oco6ay», HeoGXiqHO 3amOBHITH MOBHY Ha3By, €JIPIIOY,
afipecy MiCIE3HAXODKEHH:A, aJpecy €JNEKTPOHHOI IIOINTH Ta KOHTAaKTHHH HOMep TeledoHy
no3uBava (A1 IOPHANYHOI 0COOH);
—~  BiJCKaHOBaHa KOIIid NanepoBoi OBIpeHOCTI Mac GYTH 3aBaHTaXEHA O CHUCTEMH.

12.3.6.ITicna 3aBepmeHHs BCiX HeoOXximuux nit Ha kpoui «ITo3uBauy, 3HifCHIOETHCS
IIepeXi 10 HACTYIHOTO KPOKY.

12.4 Kpox «IIpencraBHUK mo3uBayan.

12.4.1.5Ixmo KopucTyBau nojaere 3asdBy OCOGHCTO, ajleé Y HBOTO € MpPEICTAaBHHK,
KOpHCTyBa4 3000B’s13aHHMH caMocTiiino BBecTH naHi npencrasemka (I1IB, PHOKIIII, ampecy
IPOXUBaHHsA/MepeOyBaHHS, anpecy ENeKTPOHHOI IIOINTH Ta KOHTAKTHHH HOMEp TenehoHy
IpPEICTABHUKA).

12.4.2 Slxmo KopucryBau € mnpencTaBHHKOM, Horo pmai minraryroteca no dopmu
aBTOMaTHYHO, OKPIiM II0JIS aJIpecH.

12.4.3.Ilone anpecu KopucTysay MaeTe 3an0BHATH CaMOCTINHO y dopmari: 0671acTh, paiioH,
MICTO (Certo, cenuine), By uns (6ybBap, IPOBYIIOK, y3Bi3 TOIO), Gy AMHOK, KBAPTHPA, IOLITOBHIA
iHIexc.

12.4.4 Slxmo npenctaBHUK BiACYTHIiM, BCi MONA 3aNHINAOTBCS MopoxHimu, Kopucrysay
HIYOTO HE 3aIIOBHIOE, a 3AiHCHIOE IIEpeXin opa3y A0 HACTYIIHOrO KPOKY.

12.5.Kpok «Bixmosigau.

12.5.1.Ha xpomi «Bimmosimau» HarmckaHHS KHONKHM «J[omaTH iHmoro Bimmosimauay
N03BOJIsIE BBECTH Oy Ib-AKYy HOTPIOHY KiNbKiCTh BimmoBigauis.

3a I0IOMOTO0 KHOIKM «X» MOXHA BHIAHTH OMHIKOBO BHECEHOTO BiJIOBIIaya.

12.5.2.5lxmo Binnosinay € disuHOIO0 0c060I0, HE0OXiNHO 06paTn KHONKY «PisHuHa 0cobay
Ta BBECTH JIaHi mpo Bimmosinaya: I1Ib Ta anpeca npoxusanns/mepebyBanHs — 060B’I3KOBI MO
mis sanopHeHHs, PHOKIII, anpeca eneKTpoHHO! NMOMITH Ta KOHTaKTHHH HOMEp TeledoHy
Bi/INIOBifa4Ya 3alOBHIOIOTECS B TOMY pasi, AKINO Taka iHdopMarlis BixoMa.

12.5.3.5xmo Binnosina4 € opuamIHOI 0c06010, HEoGXifHO 06paTy kHONKY «IOpuaHuHa
ocoba» Ta BBECTH JaHi IIPO BiIIOBigaya: OBHe HaliMeHyBaHHS OpUANYHOT 0cobu, €JIPTIOY Ta
azpeca MiCLIe3HaX0JDKEHHS — 0060B’ 43K0B 110/ IS 3aII0BHEHHS, afpeca eJIeKTPOHHOI IOIITH Ta
KOHTAKTHHH HOMep TeneOHy BilIOBifaya 3aI0BHIOIOTECS B TOMY pasi, SKIIO Taka iHdopmaris
BiZioMa.

12.6.Kpok «IHmi yyacHuKH»

12.6.1.Ha xpomi «IHmi yyacHMKH» HaTHCKaHHA KHONKA «J[0HaTH iHIIOro ydyacHHKa»
JI03BOJIsI€ BBECTH OYIb-AKy MOTPIOHY KiJIbKICTH BifNIOBiiaviB.

Ilin yac BBenEHHS BimoBinaua HeoOXiaHO 06paTH By iHmIOro yuacHuka: «Disuuna ocobay
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un «Opumuyna ocoban. -

3a OIIOMOror KHOIIKH «X» MOXKHA BHIAJIUTH ITOMIJIKOBO BHECEHOTO iHIOrO yYacHHKa.

12.6.2.5xmo immuit yuacHHK — ¢isuuHa ocoba, HeoOximHo obpatn kHomky «®dizuuna
ocoba». ITicas poro, HeoOXigHO OOpaTH THN iHMOro ydacHuka (Tpers ocoba, IpeICTaBHHK
TpeTHOI 0cobH, Too (B 3aISXKHOCTI Bix THIy 0OpaHOro mabnoHy)) Ta BBECTH JaHi PO HBOTO:
ITIB rta angpeca mpoxuBaHHs/mepeOyBaHHSA — 000B’13K0Bi Mo i 3anoBHeHHs, PHOKIIII,
ajipeca eIeKTPOHHOI [IOIUTH Ta KOHTaKTHUH HoMep TeledOHy BiANIOBiaya 3alI0BHIOIOTHCS B TOMY
pasi, IKIo Taka iHpopMaIlig BizloMa.

12.6.3.5Ixmo iHImM# yyacHUK — IOpHAUYHA ocoba HeobxinHo obpatu xHonky «Opuandna
ocoba» Ta BBECTH HaHi HIpO IHINOro y4yacHHKa: IIOBHE HalMEHyBaHHs IOPHIMYHOI ocoOH,
€IPIIOY Tta anpeca Micue3HaxoKeHHs —O0OOB’SI3KOBI IOJSA JJIS 3allOBHEHHS, ajpeca
eJIeKTPOHHOI IIOIITH Ta KOHTAaKTHUH HOMep Tene(oHy BiAIOBina4a 3alOBHIOIOTECA B TOMY pasi,
SIKIIO TaKa iHdopMalis BiioMa.

12.7.Kpoxk «Ilina no3oBy».

12.7.1.Ha xpoui «IliHa 1030BYy», y BHIIQJIKY, SKIIIO, BIAIIOBITHO O BUMOT IIPOLIECYTLHOIO
3aKOHOHABCTBA, II030B IiIJIArae rpoIIoBii OLiHIl, HeOOX1XHO 3a3HAYNTH HOTO LiHY.

12.7.2.5Ixmo 1mo30B MICTUTh BHMOTH MaTEpiaIbHOTO XapakTepy, MOTPiGHO caMOCTiiHO
BU3HAYUTH HOTO0 LiHYy Ta BBECTH IM(paMu B 1oy «Po3mip 030By B IpHUBHIY.

12.7.3.5Ikm0 n030B HE MICTUTh BEMOI' MaTepiayIbHOIO XapaKTepy, CIiA 3aIHIIATH HOJe
«Po3mip 1030By B I'pHBHI» HOpOXHIM ab0 IOCTaBHTH BiaMiTKy «IT030B He MICTHTh BHMOr
MaTepiaJbHOTO XapaKTepy».

ITicns 3aBepieHHA Beix HeoOximHuX Aiit Ha xpoui «Iina ITo3oBy», 3nilicHIOETHCS NEpeXin
JI0 HaCTYMHOI'O KPOKY.

12.8.Kpox «TekcT 3as1Bu».

12.8.1.Ha xponi «TekcT 3asBU» JUI1 CTBOPEHHS TEKCTYy 3asABH MOXXHA CKOPHCTAaTHCh
BOYZIOBaHHMH peakTopaMy, abo CKOMiFOBAaTH Ta BCTABUTH 3a3/1aJIETib ITi ATOTOBJIEHHI TEKCT.

12.8.2.B Tekcti 3asBH He NOTPiOHO 3a3HaYaTH Ha3By 3adBM Ta MONATKIB JO Hel,
HalMEHYBaHHs CyIy Ta yJacHHKiB. Bxa3ani aTpuOyTi aBroMaTtHuHO QopMytoThses 3acobamu EC
Ta OyIyTh BitoOpaxKeH1 Ha 3aBepIlanbHilt cTajlil CTBOPEHHS 3asBH.

12.8.3.KoxxeH mabnoH 3agBM MICTHTh 3pa30K, SKHH pO3TAIIOBAHHM 32 ITOCHIIAHHIM
«O3HAHOMHTHCE i3 IPUKITANOM». Horo MoXHa K eperIaHyTH, TaK i CKOMIIOBATH JI0 pPeaKTopa
UL HaIlUCaHHS BJIACHO] 3asIBH.

Cucrema EC aBromarmuno 36epirae indpopmanito ming gac po6otr Kopucrysaya. Sxmio
KoprcTyBad He 3aKiHYHB CTBOPIOBATH TEKCT 3asBH, iCHY€ MOXJIHBICTh 3HOBY IIOBEPHYTHCH LIS
JOOIpanioBaHHs B OyAb-sIKHit MOMEHT.

12.9.Kpok «IlinTBepmuxeHHI»

12.9.1.Ha xpoui «IlinTBepmxeHHA», BIANOBIXHO MO BHMOI YHHHOIO 3aKOHOJABCTBA,
HeoOXiHO MIATBEPIUTH, IO ITO3UBAYEM HE ITOJaHO iHINOI0 II030BY IO IBOT0 XK IMO3MBava 3 THM
CaMUM IIpeIMETOM Ta 3 THX caMHUX mizcraB, JIJIs Nboro ¢zl MOCTaBHTH IIparopens y HoTpiGHOMY
OJIi Ta IepeHTH 0 HACTYITHOTO KPOKY.

12.10.Kpox «lomaTtku»

12.10.1.Ha xponi «logaTku» ciif 3aBaHTaXXUTH BCi JOKYMEHTI, Bifeo-, aynio- Ta iHImi
¢aiinn, SKi miITBepIKYIOTh T030BHI BUMOTH.

Jns KOXHOro BHUIY 3aiBH y JaHoMmy po3pini EC MicTHTBCS mepenik THITOBHX
PEKOMEHIOBaHHX JOJNATKIB.

12.10.2.11[06 3aBaHTa>XUTH DOAATOK, NOTPiOHO HATHCHYTH BiINOBIAHY KHONKY Ta o6paTh
daitn mrt nmpukpirvienHs. dalin TakoX MOXHA IIPOCTO MEPETATHYTH IO BiIIOBiXHOro BikHa.

12.10.3.ITix yac npouexypH 3aBaHTaXXEHHA JOAATKIB € MOXJIHBICTE 3MIHHTH Ha3By aitiis.
Hasga ¢aiiry 6yne BinoOpaxartuce y cdopMmoBaHiit 3asBi Ta B onuci cipasu. Ilicns nogaBanHs
JOKYMEHTY, 3MiHHTH 3MiHa Ha3BH HEMOXJIHBA.

B pasi noTpe6y MoxHa BHAINTH 3aBaHTa)XEHUH daiii, LI IbOro CIIix HATHCHYTH Ha 3HaK
«X».

12.10.4.ITics 3aBepmeHHs Beix HeoOXimHux nmit Ha kpoui «Jlomartku», 3mifCHIOETHCS
Iepexix 10 HACTYIHOrO KPOKY.
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12.11.Kpoxk «Cynosuii 36ip».

12.11.1.3aco6amu EC cyma cyosoro 36opy po3paxoBy€ThbCs aBTOMATHYHO Ta 3a3HAYAETHCA
y rpadi «Jlo cruaTuy.

12.11.2.5xmo KopHcTyBay MOromxKyeTsCs i3 CyMOIO CyIOBOTO 300py Ta y HBOIO BIICYTHI
00’€KTHBHI IiZACTaBH ISt 3MEHIIEHHA 11 po3Mipy, He0OXiAHO HATHCHYTH KHONKY « CILIaTHTHY.

12.11.3.5Ixmo Kopucrysady HeoOXiIHO BBECTH IHIIY CyMy CyAOBOrO 300py, 3aMicCTb
BKa3zanol cucteMoro EC, ¢yt mpocTaBUTH BiAMITKY « 51 X04y CILTaTHTH iHIITY CyMy» Ta BIacHOpYY
3a3HaYATH NOTPiOHY mudpy. [licas nporo HatHCHYTH KHONKY «CIITaTHTHY.

12.11.4.JTo omnatk mijyarac cymMa cymoBoro 360py 3 ypaxXyBaHHSM HOJATKOBOI KoMicil
¢inancooi ycraHoBu. Cyma Komicil 3a3HadeHa OKpeMHM psakoM «JlonaTkoBa KoMmicisy.
3aranpHa cyMa cymoBoro 30opy Oyzne po3mimieHa B paaxy «Pasom o cimatuy.

12.11.5.KopucryBady noTpiOHO 03HaHOMHUTHCH 3 JOTOBOPOM-0(EpPTOXO Ha IepeKas KOIITiB
IIpH 31i/CHEHH] iHTepHET-IIATEeXIB Ta MOCTABHTH BIIMITKY PO O3HAMOMJIEHHS Y BiATOBITHOMY
TI0JTi Ta HATHCHYTH KHONKY «O1miatay it Iepexoay Ha CTOpPiHKY OHJIAHH-OIIaTH CyROBOTro 360py
Ta BUKOHATH HACTYIIHE:

—  BBECTH PeKBI3UTH OaHKiBCHKOI KapTKky (HOMeEp KapTKH, TepMiH aii, CVV2-kon);
- HiATBEpAUTH OILIATY.

12.11.6.Y pa3i npoBeneHHs omnaTH, Ha kpoui «CynoBuit 36ip» 3’IBUTHCS MMOBIIOMIIECHHS,
10 cyxoBHii 36ip cnaveno. Ha kpoui «JlofaTku» aBTOMaTHYHO NOJA€Thes (halin-KBUTAHIIS.

12.11.7.Ha cropirni EC, sxa inpopMye mpo ycrnimuu# miatix, oapasy MOXKHa 3aBaHTKUTH
KBHTAHIIIIO Ha CBiff €JEKTPOHHMH MPUCTpPii 3a HONOMOro0 KHONKM «36epertH uek» Ta/abo
HaJicaTy eJeKTPOHHY KBHTAHIIO Ha €IEKTPOHHY nomTy. /s Hboro ciiJ BBECTH y BiAlOBiqHE
IOJIe eNIEKTPOHHY aIpecy Ta HaTUCHYTH KHONKY «BillIpaBUTH 9eK».

12.11.8.ITicns 3aBepiueHHs Beix HeoOXimHux niit Ha kxpomi «CynoBuit 36ip» HeoOXixHO
HaTHCHYTH KHOIIKY «IIpomoBxuTHY.

12.11.9.fIxmo xBuTanuio He 6yyno chopMoBaHO HEOOXITHO:

— Y IpaBOMY HIDKHBOMY KYTi 3aIlyCTHUTH OHJIAHH IIOMiYHHK;

—  ofparu nyskT «KabineT caM000CITyroByBaHHIY;

—  HaTHCHYTH «Po3nouatu po6oTy»;

—  obparu po3gin «Cynosuit 36ip»;

—  ofbparu nyskr «llicns cmmatu cyzoBoro 36opy B pexuMi «ONLINE» keutaHmis
(migTBEepKEHHS) HEe ChOpMYBaIOCH/He IPUHIIIIO Ha €JIEKTPOHHY IIOIITY»;

- BiamoBicTH « Taky;

—  3amOBHHTH Bci n0J1s y GopMi «3andT KBUTaHIIT».

3anuT 00pOOIIOETHCS BIPOTOBXK poOOUOro NHS B HOPSIKY YEpPrH.

12.11.10.5Ixmo cynoBu#t 36ip Oyno 3a3panerizp CIUTAYEHO Ta MAETHCHA BiAMOBITHA
KBHTAaHIIis, HEOOX1AHO 3aBaHTAXKUTH KBUTAHIIIO B JOJATKH.

JInsg nporo HeoOXiAHO BUKOHATH HACTYIIHI il
—  IIOCTaBUTH BiIMITKy y modi «S 3BinbHeHmi(-a) Bix crutati CyqoBOro 360py 3rifHO CTATTI 5
3axony Yxpainu «IIpo cynouii 36ip» abo 36ip BxKe CIIaueHO»;

—  oOparu 3i cnucky «CynoBuit 36ip cIIadeHoy;
—  3aBaHTaXHTH KBUTAHIIIIO IIPO CILIATY.

3aBaHTaXEHHS JOKYMEHTY 3HiHCHIOETECA TaK CaMo, K i Ha KpOLi 3aBaHTaXEHHs J0IaTKIB.

12.11.11.5Ixmo mo3uBa4 3BiINBHEHUH BiJ| CIIATH CYAOBOro 300py 3rifHO cTarTi 5 3aKkoHy
Vxpainu «IIpo cynosuit 36ip», HeoOXiAHO BUKOHATH HACTYIIHI Mii:

— HeoOX1THO BCTAHOBUTH BiIMITKY Yy mofi «S 3BinbHeHM#H(-a) BiA cruiatd cyaoBoro 36opy
arimHo crarti S 3akoRy Ykpainu «IIpo cynoBuii 36ip»;

— obpatu HeoOXinHy Kateropio B rpadi «ITimermy.

12.11.12. ¥ pa3i BizcyTHOCTI HEOOXiTHOTO MyHKTY Y CHUCKY MiJILT IOAO CIUIATH CYJIOBOTrO
360py, HEOOXiAHO IPOIYCTHTH el KpoK Ta 00O0B’S3KOBO NPHKPIITHUTH €IEKTPOHHY KOO
MiJTBEPIKYIOUOr0 JOKYMEHTY 3a JIOIIOMOIOI0 KHOIKH «3aBaHTaXXHTH HOKyMeHT». IIpouemypa
3aBaHTaXCHHS 3A1HCHIOETHCS TaK caMo, 4K i Ha Kpolli 3aBaHTaXeHHS TOJATKIB.

12.11.13.B pasi mHasBHOCTI IiNBT, NPOXaHHA O CyJy 3MEHIIHTH CyMy CyIOBOro 36opy,
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BLICTPOYHTH, PO3CTPOYUTH abo 3BIIBHUTH Bif HOTO CIUIATH B OMMCOBIH YaCTHHI TEKCTY 3aiBH
HoTpi6HO 00GOB’A3KOBO 3a3HAYMTH BiNIIOBiNHY MiNCTaBy i3 IIOCHJIAHHSAM Ha IOKYMEHTH, SKi
OGYpYHTOBYIOTH Bamry mo3uuito. Jani noTpibHo HaTHCHYTH KHONIKY «ChopMyBaTH 3asBY ».

12.12.ITosra4a BTOPUHHO]I 3asBY 110 CYAY.

12.12.1.BTopuHHI 3asBH — Lie 3asBH 10 ITOJAIOTHCA 110 CIIpaBi, sKa BXKE 3apeecTpOBaHa Ta
JocTyn o sKoi BaM HagaHo B kabineri EC. BropunHIi 3a9BH [10Jat0TECSI KOPHUCTYBa4YaMH 3 PO3ALTY
«Moi cnpaBm». Homep cnpaBu, HOMep npoBamkeHHs (3a HasBHOCTI), THII CYAOYHHCTBA,
KaTeropis/ImiKareropis crpasy, cy1 Ta cy s 6yayTh 3all0BHEHI aBTOMAaTHYHO iH(GOpMali€ro, 110
MICTHTBCS B CIIpaBi.

12.12.2.J]14 noxadi BTOpHHHOI 3a4BH HEOOXiTHO BUKOHATH HACTYIIHE:
- BLAKPHTH po3ain «Moi cnpaBuy;
- HepedTH X0 MpOBa/KEHHs Ta HATHCHYTH KHONKY « CTBOPHUTH 3asBY»;
- obpary noTpibHuit crioci6 noxayi 3aasu: «OcobucTo» abo «SIk IMpeacTaBHUK (3aXHCHUK)Y;
- HaTHUCHYTH KHOIKY «HacTymHuit Kpox».

12.12.3.VY pasi HeoOXimHOCTi TOBEPHYTHCA IO IONIEPEIHHOr0 KPOKY, HEOOXiTHO HATHCHITE
KHONKy «[IoBEpHYTHCEY.

12.12.4.ITomanp1mi KpoKu 3ayIeKaTth Big 06paHOro mabioHy.

12.13.Ockap>xeHHs pillleHHA

12.13.1.3a gonomororo 3aco6iB EC ockapXHTH MOMUTHBO JIHINE IPOLECYTBHUN JOKYMEHT,
nassHuil B Kabineri EC.

12.13.2.JIn ockapxeHHs pilleHHS HeoOXigHO HmepedTH no pos3niny «Moi crpasn» abo
«loKyMeHTH, IO HaIilILIH BiX CYOy».

12.13.3.ITicns  ob6paHHS NpoLECYaIbHOr0 MOKYMEHTY, SKHH HEeOoOXiHO OCKapHTH,
HeoOXiTHO HATHCHYTH KHONKY « OCKap)XHUTH».

12.13.4.ITicns obpanns motpibHOro cmocoby momaui 3asBu: «Ocobucro» aGo «Sk
IPEACTaBHAUK (3aXMCHHUK)», HeoOXiqHO obpary mabioH anensniitHol abo kacariitHoi ckapra (B
3aNIeXHOCT] BiJ IHCTaHLil CyAy B sAKOMy OyJIO BHUTOTOBJIEHO OCKap)KyBaHHit IpolecyalbHHH
JIOKYMEHT).

12.13.5.ITomanpmmi KpoKH 3aIeXaTh BiJ 00paHoro mabiony.

13.B3aemonisa EC Tta xomn’1oTepHoi nporpamn «/linoBoacTBo crieniarizoBaHoro cyay»

13.1.Peectpanis 3asB, mo Haxicnadi 3 KabineTy kopucTyBaya 10 cyny.

13.1.1.Y posmini «Peectp 3asB EnekTpoHHOro cCyxy» KOMIT'IOTEPHOI IIporpaMH
«HinoBopctBo crenianizoBaHoro cyay» (KIT «ICCy) 3HaxomuThCA Neperik 3asB, HaTiCIaHMX
sacobamu EC, y sxoMmy Bimo6pakaroThCs BCi HaIiciaHi 3asBM (3a OCTaHHI aBa JHi), ki Gyimn
HallpaBJIeHHI B €IEKTPOHHOMY BHIJIAL], 3a nornoMoroto Kabinery xopucryBada EC.

13.1.2.Ha mnaneni IHCTpyMeHTIB po3ainy «PeecTp 3asB ENEKTPOHHOro cyxy» € KHOIKa
«Kapta 3asBu», 3a ZONOMOroI0 SKOi 3MIHCHIOETHCS BIKPHUTTA Ta NEPErIAA KapTKH 3asBH Ta
KHOIIKA «3apeecTpyBaTH» 3 BapiaHTAMH PEECTpalil 3asBH:
—  «CmpaBy;
—  «Kaprka nonarkoBux martepiaiiB (oxpema)y;
—  «Kaprka nomatkoBux MaTepiaiB (10 CIIpaBH)»;
—  «JIOKyMEHT IO CIIpaBiy;
—  «JIokyMeHT He IO CIIpaBi».

B neramizamii MicTuThCS 3awiagka «BxiameHHS», Ha K BioOpaXkaloThCA  BCi
IPUKPINIeHH] aiimy, sKi Haaiiy i3 3a9Boko.

13.1.3.ITpu HatrckanHi kHONKK «Kapra 3asBu» BimkpuBaeThes popma «Kaptka 3asun EC»,
AKa CKJIaJAa€TheA 3 HOTHPHOX BKIIAJOK:
—  «Peecrpauia 3a1Bu (cKapru)»;
—  «Y4acHHKH IIpolecy»;
—  «Cynosuti 36ip»;
- «BxmageHHAN.

13.1.4.«Kaptxka 3as8u EC» HeocTyIHA Ul pearyBaHHS, a TIIBKH JJIS HEPETyIsimy.



18

13.1.5.Ha saxnanui «Peectpanis 3asu (ckapru)» BinoOpakaeTbes 3araibHa iHpopmaris
TIpO HafliclaHy 3asBY:

- THII IO30BHOI 3a5BH;

- inenTHdikaTop 3a1BHHUKA,

~  TIITI/Ha3Ba 3asBHHKE,

—  eJIeKTpOHHA ajpeca 3asBHHKA,;

—  BHXijHa Jara;

—  BXI1IHHUH HOMED;

—  HOMeEp CIpaBy;

—  Jara BXiTHOTO JOKYMEHTY.
13.1.6.Ha 3aimamni «YvyacHHKH 4 nponecy» Bino6pakaeTbes indopMaliis po yJacHHKIB

nporecy, AKki Oyau BKasaHi 0c00010, AKa [oJaa 3as1By.

13.1.7.0ckinpkn obcsr iHdopManii npo ygacHuka npouecy 3 EC Habarato GinbIuui, Hix
nepenbavenuit y KIT «JICC», ToMy U1 CyMiCHOCTi CTBOPEHO JONOMDXHI Ios Uit 36epiranHs
OKpEMHX JIaHUX.

13.1.8.Ha 3axanui «CynoBwuii 36ip» BinoOpaxaeTbes iHpopManis po CIIad4eHui cy I10BHi
36ip.

13.1.9.Ha 3axnaani « BkiageHHT» BioOpaxxaroThes BCi IPUKPINIIEHH] JOKYMEHTH 0 3asBH
B opmarax «doc;xls;rtf;jpg;jpeg;pdf» (oOmexenns mo ¢opmaram TakoX BKazaHi B KaGimeri
kopucrysaya EC).

13.1.10.Ipuxpinneni no nokymeHTy aiimm 3HaxoIiThCs Ha 30BHiMHBEOMY pecypcei. [Ipu
nepiniit cripo6i BiakpuTH (daiin JOKyMeHT, Horo Oyie 3aBaHTa)XK€HO B Ha KOMIT FOTep KOPHCTYBa4a
3a muiaxoM C:\DSS\Attached Docs a Takoxx B JIoKaJIbHE CXOBHINE Ha CepBepi 3a LIIIKOM, SKe
BCTaHOBJICHO B HaJIAIITyBaHHSIX CEPBICY.

13.1.11.Cepgic «LocalStoreDirectingSvcy cTBOpeHH# IS BHKIIIOUEHHS NPSIMOTO JOCTYITY
kopucryBauiB KIT «ZJ[CC» mo xaTajnory 3 BKIaIEHHAMH, TOMY HE Ma€ 3B'SI3Ky Hi 3 623010 JaHUX,
Hi 3 HalamTyBaHHIMHU. B CHCTEMHHX HanamTyBaHHAX npHkpimtennx ¢aitnis B KIT «JCC» MoxHa
BBECTH JIMIIIE JIaHl aJipecy CEPBICY, MOPT CEpBiCYy Ta PO3IMHpPeHHS (aiiiiB, IO NMPHKPIILTIOIOTHCS.
Jna 3MiHA NUIIXY JO JIOKQJBHOTO CXOBHINA HeoOXinHO Kopuryeatu none «StorePathy y daitni
HajamryBans cepBicy LocalStoreDirectingSve.ini.

13.2.Peectpalliis cupasH.

13.2.1.I1epen peectpauiero 3assu EC, npaniBruKy cyxy HeoOXiqHO BHKOHATH HACTYIIHI Iii:
—  IlepeBipHTH NiAnmuc BinmpasHHMKa 3asBu EC 3a pomomororo ¢yHxuioHany «IlepeBipuTH
IiAnmUc BKIAACHHS» KOHTEKCTHOTO MEHIO 3aKjagkh «BxiameHHs» y DOHAaTKOBHX BIIOMOCTSX
«Peectpy 3as18 EnexTponHOro Cymy»;

—  IepeBiIpUTH KOPEKTHICTh BIIKPHUTTA (aitni 3asBu EC (nokymeHT Mae 6yTH YHTaOEIbHIM).
13.2.2. 11 peectpanii cripaBu, HeobXinHO o6paTu croci6 peectpanii 3assu «Cripasy».
13.2.3. TIpu BuGopi 3apeectpyBatu «CrpaBy» BiIOyBa€ThCS peecTpallis CIpaBH pasoM 3

ydJacHHKaMH nponecy. KopucryBauy Oyne 3aImpolTOHOBaHO BHECTH IO CIPaBH YYaCHHKIB

npouecy, sKi Oymu BkasaHi B 3asBi, mo Haxiitia 3 EC.

13.2.4 SIxmo B noBimuuky «FOpumuunnx i ¢ismuHnx oci6» Oyne HasBHa ocoba i3 TakuM
konoM €EJIPTTOY abo Ha3soro (BkazaHUMU B 3asBi), TO KOpHCTyBady Oy e 3aporioOHOBaHO 00paTH
BiAMOBiIAHY 0co0y, abo oaTH 0 ZOBiIHKKA HOBY 0c00y.

13.2.5.I1panisruk cyxy, mo BHOCHTH iHbOpMallilo, HEOOXiIHO CIIIAKYBaTH 32 KOPEKTHICTIO
creoperHs Kaprku Ha ocoby. fxmo B Kaptui Ha ocoby B momi « €IPIIOV/IITH» BkazaHo
PHOKTIII ¢isnynoi ocobu (10 mudp), B npasiif yacTHHiI KapTKH Ha 0c00y HEOOXiqHO BCTAHOBUTH
nparnopens y noui «®isugna ocobay, gxmo B Kaprui Ha ocoby B mosi « €[PIIOY/ITTH» Bxasano
C€IPIIOY (8 nudp) - B npasiil yacTHHI KapTKH Ha 0co0y HEOOXIIHO BCTAaHOBUTH IIpamopens y
noni « Opuanana ocobay.

13.2.6.Y BunanxKy HEKOPEKTHOTO 3alIOBHEHHS BKa3zaHHUX IIOJIIB CHCTEMa He JO3BOJIHTH
inenTudikyBaTH B NIOBHi# Mipi KOpHCTyBaua, a, BIATIOBIIHO, i He Oyme HalaHO MOMJIMBOCTI
HeperyIaay MaTepiaiB clipaBu B KaGiHeTi.

13.2.7.1licna Bubopy y4acHHKIB IIpolecy KOpHUCTyBady OyIe 3allpOIOHOBaHO BBECTH
indopmaniro moo 6aHKIB, B IKHX OyJI0 CIU1adyeHo cyIoBHit 36ip i3 3asBH.
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13.2.8.ITicns BBeneHHs iHpopManii moao 6aHKIB, B AkHUX Oyn0 CrutaueHo cymosuit 36ip i3
3asBH, 171 KopucTyBaua Oyae Binkputo «KapTky cripaBu» Uig peecTpanii, B Akiit Oyzne BBeIeHO
iHdopMaIio PO THIT IO30BHOI 3aBH, YUaCHHKIB IIpOLECy Ta CyHOBHiA 30ip.

13.2.9.ITicnsa peectpauii cripaBd y Kaprhi cipasw Ha Biiaami «3assu (ckapru) 3 KEC»
MOXHA IIeperyIIHyTH iHbOpMaliio, MO JaHa KapTka cipaBa Oyija 3aBejieHa Ha OCHOBI 3asBH
(cxaprm), sixa Hagiima 3 EC.

13.2.10.ITicna 3aBepIICHHS CTBOPEHHS CIIPaBH Y PEECTpY 3aiB EnekTpoHHOro cymy ais
3apeecTpOBaHOl 3adBu Oyae HasBHE 3Ha4eHHS y KojoHLi «IIpumiTka» Ta BCTAHOBJIEHO O3HAKY
«3apeecTpOBaHON.

13.3.PeecTpanis kKapTKy JOOAaTKOBUX MarepialiiB (OKpeMof).

13.3.1.5Ixmo xopucTyBau obupae cmoci6 peecrpamii «KapTka HoOaTKOBHX Marepiaiis
(oxpema)», CHCTEMa CTBOPIOE 3a ONIUCAHUM BHIIE AITOPHTMOM 3aMiCTh KApTKU CIIPaBH — OKpEMY
KapTKy JIONaTKOBHX Matepialis, y sikoi Ha BKiaaui «3assH (ckapru) 3 KEC» 6yne Bigobpaxarucs
BianoBinHa iHdopManis ox0 3aiBH, fKa HaAiiuia 3 kabinety Enexrpornoro cyny. [Tpu usomy
KapTKa JOOAaTKOBHX MaTepialiB He IO€qHaHa 31 CIIPaBOIo.

13.4.Peectpanist KapTku ogaTkoBux MatepiaiiB (10 cipaBHm).

13.4.1.fIxkmo kopucTyBau obupae croci6 peectpamii «KapTka momaTKOBHX MaTepiaiis
(oxpeMma)», kopHuctyBady Binmxpuerbes (opma «llomyk crnpaBuy», y skiif HeoOXigHO 3HANTH
3a3Ha4yeHy y 3asBi CIIpaBY, Ha OCHOBI sIKOi Mae 6yTH CTBOpEHA KapTKa JOJATKOBHX Marepiayis Ta
I TBEpAUTH BUOIp.

13.4.2.ITicns Toro, SIK KOPHCTYBa4 IiATBEpAUTS BUOIp, Oy/e CTBOpEHa KapTKa J0JaTKOBHX
MaTepiayiB 1o oGpaHoi cmpaBW, B sKiff Gyze CTBOpEHO NMPOTOKOJ Iepefadi CIpaBH paHilie
BM3HA4YEHOMY CKiIamy cyny (i3 o6paHOi cripaBH) Ta y sfKkoi Ha Biaami «3aseu (ckapru) 3 KEC»
Oyne Bimo6pakaTHCh BiINOBigHa iHpoOpMamis mromo 3asBM, sfka Hanidmna 3 KaGinery
xopucryBada EC.

13.4.3. Ilpu npomy Gyne BHKORaHA IepeBipka HassBHOCTI IIOBHOBaXKEHB CYIUIl Y CIIpaBi Ta 3a
iX BIICYTHOCTI 3aIIpONIOHy€ KOPHCTYBa4eBi CTBOPUTH KapTKy JOJATKOBHX MaTepianis 6e3 cknamxy
cyny. Takox npomnec peecTpaii nepenbayae NEPEHECEHHs YUaCHHKIB IIPOLECY 3 KAPTKH CIIPaBH
J0 KapTKH JONaTKOBHX Marepiais.

13.4.4.3a pe3ynpraTtamu peectpauii O6yne chopmMoBaHa KapTka HOJAaTKOBHX MaTepianis 3
peecTpaniiHoio iHpopMaLielo, epeReceHoo 3 KapTku 3asBi EC Ta Bike MPH3HAYEHHM CKIaIoM
cymy.

13.4.5.ITicna 30epexeHHs KapTKH HONATKOBHMX MaTepianiB y peectpi 3ass EC BimnosinHa
3agBa Oyne BiIOOpaXXaTHCh 3 03HAKOIO «3apeecTPOBAHOY» Ta MATH 3aIKC y KOJIOHI «[IpHMiTKay.

13.5.Peecrparis 3asBu B Mexax crpaBy (BTOPHHHOI 3a4BH).

13.5.1.V Bunanky HadBHOCTI MaTepialliB elneKTpoHHOI cipaBu B KaGineTi kopucrysaua EC,
KOPHCTYBa4 Ma€ 3MOI'y HaIpaBJIATH 3a8BH B MeXaxX icHyrouoi cipasu (BropurHi 3assu EC).

13.5.2.Hanxomxenns BropuHHHX 3asB EC mo cymy BimOyBaeTbcs aHaIOTIYHO IO
HaIXOJKEHHS IIEPBUHHHUX 3asB.

13.5.3.J1ns peectpauii Bropunnoi 3as8u EC, kopucTyBauy crnix o6paru croci6 peecrpanii
«JIoKyMeHT JI0 cripaBu». B TakoMy BHIIanKy, IIPH peecTpanil BTOPHHHOI 3a4BH B 6a3i NaHuX CyIy
BIIKpUETHC popma «Ilomyxk cnpaBu», y kit HeoOXinHO 3HaliTH 3a3HaueHy y 3asBi CIIpaBy Ta
HIITBEpAUTH BUOIp.

13.5.4.Y pesymetari 10 06panoi cnpaBu 6yme JoOaHO HOKYMEHT 3 Ha3Boxo «Peectpaniiina
KapTKa JOKyMeHTa, 1o Haniimos 3 xabinery EC» 3 rpynu «JIOKyMEHTH eleKTPOHHOTO CyIy>».
[[Ta6nion maHOro MOKYMEHTY BiIKPHTHIl NO pelaryBaHHs Ta 3a HasBHOCTI HpaB Moxe GyTH
3MiHEHHUH.

13.6.Peectpartis 3as18u 5K OKPEMOro JJOKYMEHTA HeE TI0 CIIpaBi.

13.6.1.5xmo no mimoBoacTBa cyxy Haxiliumia 3asea 3 KaGinery kopucrysawa EC, sy
IOTPiGHO pEECTPYBaTH SK OKPEMHH JOKYMEHT, TO IIPH peecTpauii Takoi 3asBH KOPHCTYBady
HeoOxinHo ofpartu croci6 peecrpanii «JIoKyMeHT He IIO CupaBi», OPH UBOMY y PeNaKTopi
BIJIKPHETBCS JOKYMEHT 3 THIOM «PeecTpaniiiHa xapTka QOKYMEHTY, LIO HamiiIoB 3 kaGiHeTy
EC». [ToxyMeHT 3a 3aMOBYaHHAM JOCTYIIHHIA T pefaryBaHHs.

13.7.0608’ 430K NpaliBHUKIB CyHy INOXO HAIEKHOTO CKAHYBAaHHS JOKYMEHTiB Ta iX
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TPEKPITUICHHS O peECTPALIHHEX KapTOK.

13.7.1.Y pasi HauxomKkeHHd OO CyRy HONATKOBHX MaTepialiB IO CHpaBsi B IamepoBOMyY
BUIVIAAI, BOHM MalTh OyTH ouH(pOBaHI HAJIE)XHMM 4YHHOM. JleTanbHa IHCTPYKIiA IIO
IPHUKPIIIEHHIO (aiinis ommcana B iHCTpykuil «CkaHyBaHHS CyHOBHX CmpaB (MaTepiatiB) Ta
npukpimtenns gogatkis B KIT « ICC»». BinckanoBana naneposa Gpopma HOKyMEHTY Mae OyTH
NpHKpIIUIEHa 10 BiAmOBimHOI peecTpauiliHOl KapTKH BXiTHOIO JOKYMEHTY INO HaAiHIIOB IJid
MOJJIHBOCT] O3HAMOMIJICHHS YYaCHHKAMH CyJOBOTO HIPOIECY 3 MaTepiallaMy CIIPaBH 11032 MEXKaMHU
IpAMIINEHHS CYy.

13.7.2.CBocuacHe onupoByBaHHs NanepoBUX GopM JOKYMEHTIB € BOXIIHBOIO CKIIaN0OBOIO
BEIEHHA JIJIOBOACTBA JJIS ONEPATMBHOTO O3HAlOMJICHHS Ta, AK HaclIigOK, HEJONyINEHHS
IPOITYCKY MpPOIeCyalbHUX CTPOKIB [0fadi JOKYMEHTIB CTOPOHAMH CyIOBOrO Ipolecy. BxiaHa
KOPECIIOHIEHILs, B TOMY YHCIi IpoLecyalbHi NOKYMEHTH, NpHHMAeTbCA 1 ONMpalmboBYETHCS
KOpHCTYBayaM{ aBTOMATH30BaHO! CHCTEMH, SKMM HaJaHO JOCTYIl IO aBTOMAaTH30BaHOI CHCTEMH
BIINIOBIAHO 10 X (QyHKIiOHANEHHX 000B’A3KiB, i peecTpyeThcs B aBTOMAaTH30BaHIH CHCTEMI B
JeHb 11 HamxoMKeHHS. Y pa3i HEMOXIHBOCTI 3 00’€KTHBHMX NPHYMH 3[IHCHHTH pEeCTpauiio
BXiZIHOI KOPECIOHIEHIii B JeHb ii HAaAXOIKEHHS, TaKa KOPECHOHMEHLIA DPEECTPYETLCS B
aBTOMATH30BaHii cHcTeMi B TepMiH, He Ii3Hinre HacTymHoro po6Godoro mHs. J[o peectpauiituol
KapTKH DOJAETHhCA KOIis OpUTiHaITY NanepoBOro JOKYMEHTY y BHIJILAAI BKIafEeHOro NU(pPOBOro
daity.

13.8.BixMoBa B peecTpanii 3asBH.

13.8.1.V Bunanky, skmo ¢aitix 3aseun EC He untabenbHi, Cy Ma€ MOXIHBICTE BIIMOBHTH
B peectpalii Takoi 3assu EC.

13.8.2.JIns BimmoBu B peectpanii 3asen EC, kopuctyBauy HeoOXiIHO HATUCHYTH Ha KHOIIKY
«BinMOBHTH B peecTpallil» sika MiCTUThCS Ha [IaHeNi iIHCTPYMEHTIB «PeecTpy 3asB EnekTpoHHOro
cyny» Ta 'y dopmi «BigmoBuTH B peectpauii» B oy «IIpuunnaa BixMOBH B peectpariii» oOpartu
HeoOXiHe 3HaYeHHs Ta HaTHCHYTH «IlinTBepauTHy.

13.8.3.Y ¢opmi mons «IIpuynna BigMOBH B peecTpalii» pealizoBaHO BUITAJAIOYHI CITHCOK,
000B'I3KOBHI JUIS 3alIOBHEHHS. 3HaYeHHs JOBIJHUKA!
- «BinmoBa y peectpanil TecTOBOT 3asBU»;
-  «BimmoBa y peecTpanii, OCKUIEKH JOKYMEHT HE JOCTYIIHHUIH IJI HEperIIimy»;
—  «BingMoBa y peecTpaii, OCKITBKE TOKYMEHT aApECOBAHUH 0 iHIIOrO OpraHy Ta IOMHJIKOBO
HaIIMIIOB O iHIIOTO Cyay»;
-  «Iame».

13.8.4.5Ixmo o6pano 3HaYeHH: «[HIIE», TO y GOpMi BiXMOBH pO36JIOKOBYE [10JIE TEKCTOBOIO
THITY, [0 po3TarroBane Hik4e. [Tosie 060B'13K0BE U1 3aITOBHEHHS.

13.8.5.TexcroBe 1oje po3paxoBaHe Ha BBeJEHHS 250 CHMBOIB.

13.8.6.ITicna HatHCHeHHs Ha kHOIKY «IlinTBepauTu» iH(GOpPMALIIO IPO BiIMOBJIEHHS Y
peectparlil 3asBM MOXHA EPErsIHYTH y BiANOBiHiH KooHNi «[IpuduHa BiIMOBH B peecTpalii».

13.9.Hagxomxenns Ta BinobpaxxeHHs MarepianiB cripas B Kabinerti kopuctysaya EC

13.9.1.Ilepenava panmx 3 06asu maHUX Cyny A0 LeHTpanbHOl 6asu manux (nani — [{BJI)
BimOyBaeThCs 3a JmOIOMOroro 3amadi ekcmopry mokymeHTiB B KII «Cucrema miaTpHMKH
ninosoxacteay CITJ]. Bkazana 3agada BUKOHYETECS B aBTOMaTHYHOMY PEXHMIi 32 BCTAHOBJIEHUM
PO3KIIAZIOM.

13.9.2.Ilepenaua nanux 3 LIB/] mo 6a3u nanux KaGinery xopucryBaua EC BinOyBaeThes 3a
JIOIIOMOTO10 3a1a4i iMnopty narux o EC.

13.9.3.3aBanTaXxeHHs (aiiiniB 0 JIOKAIBHOIO CXOBHINA JaHUX BiOyBaE€ThCA 3a IOIIOMOI 010
3amaui « BinnpapieHHs NOBiIOMIIEHD JIOKaJIBHOMY CXOBHIIY BKaaeHb» B CIII.

13.9.4.I'0J10BHOIO YMOBOIO HAsIBHOCTI €NIEKTPOHHMX TPHUMIpPHHKIB MaTepialiB CyZOBHX
crpas B Kabineri xopuctyBaya EC e HagBHicTs Binomocte#t ipo PHOKIIILY €PIIOY B Kapri
Ha ocoly (none « CIAPTIOV/IITH»).

13.9.5.'0)10BHOIO YMOBOIO KOPEKTHOIO HaXoxeHHs Marepianis crpas 1o EKEC Ta 3min
crarycis 3as8u B EKEC € rtocmiioBHe BUKOHaHHS ITponieaypH peectparii 3aseu EC, mo onucaHo
B nyHKTi 13.1.

13.9.6.Y¢i 3assu, mo Gymu copmosani B Kabineri xopuctyBaua EC MaroTh icTopiro
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craryciB 00poOKH — KBUTOBKH.

13.9.7 KsuroBku ¢opmyroThcs aBroMaruuHo sk y Kabideri, Tak i y KII «JICC»,
TEpErNIAHYTH iX MOXHa y BKiaaui neranisanil «Ksuroku» peectpy 3ass EC.

13.9.8 KoxHa KBHTOBKAa Mae Jary/4ac mnepegadi no kabimery EC, mo mo3Bonse
BiICTEXyBaTH OTpUMaHHs iHbopManii kopucrysadeM kabinety EC.

13.10.ITepenix mokyMeHTiB, fKi goCTYIHI JuI neperisiay B Kabineti xopuctyBaua EC

13.10.1.B KaGineri xopuctyBaua EC Jy1s meperisimy JOCTYIHI HAaCTYIHI HOKYMEHTH IO
CcIpasi:
—~  peectpauiifna kapTKa JOKyMEHTY, o Haxiimos depe3 EC (Oyns-aKxa);
—  JIOKyMEeHT peecrpamii (CTBOpEHHS) KapTKH  cHpaBH  (UEpIIMH  CHCTEMHHH
CIIPaBOYTBOPIOIOYMI TOKYMEHT);
—  IIPOTOKOJIM aBTOMaTH30BAHOIO PO3MOALLY CIIpaBH (came IPOTOKOIM/BHTATH 3 IIPOTOKOJIB,
IO IPYKYIOTECS Ta IiJIIABAETHCS JIO MaTepialliB CIIpaBHy, HE 3BIT);
~  Cy[oBi HOBiCTKA PO BUKIKK B cy [ (I1s aAMiHICTPaTHBHUX CYyIiB);
—  npouecyanbHi noxymeHTH, crBopeHi B ACJIC Ta ki Hanpasiero g0 €IPCP.

13.10.2.Pemra cTtBopeHMx B 0a3i naHux cyxy IOKyMeHTiB 1o cmpasi B Kabineri
xopucryBada EC He BinoOpaxkaroTbes.

13.11.IIpukpimnenns ¢aitnis (ckaHOBaHHX JOKYMEHTIB) Ta 1x HaxxoukeHHs 10 EKEC

13.11.1.JIns BimoOpakeHHs mpukpimeHnx ¢aiinis B Kabineri kopucryBaua EC ix
HEe0oOX1HO IPHKPIIITIOBATH BUKIIOYHO 40 THX JoKyMeHTIiB B ACJIC, ski XOCTYITHI 11 neperismy
B Kabineri xopuctysaua EC.

13.11.2. JToxymeHTH, mo Oy/M NpUKpIIUIeH] 10 IHMUX HoKyMeHTiB B KabineTi kopuctyBava
EC ge BigoOpaxaloTbcs.

13.11.3.1ns nepernsany indopMmaii Mmoo HaAXOMKEHHS JOKYMEHTY (Ta NpUKpIIUIeHui 10
Hporo ¢aitn) 1o Kabinety xopuctysaya EC HeoOxinHo nepeliTi Ha 3aknanky « CTaTyc JOCTaBKH»
y DOJATKOBHX BiJOMOCTSIX B PEECTPi AOKYMEHTIB 110 KOHKPETHIM Cripasi.

13.11.4.Binobpaxxenns (rmonepenHii neperisig) eJeKTpOHHIX NPHMiPHHUKIB IOKYMEHTIB Ta
IPHUKpPIIIEBHK 10 HuX (aitmis 3abe3nedyeThcss KOPEKTHOIO pobororo 3amavi «BimmparienHs
TIIOBiIOMIIEHB JIOKAJTBHOMY cXoBHINY BKianeHs» B CIIJI ta cimyx6010 «LocalStoreDirectingy.

13.12.[pyx xoBiaxu mpo gocraBKy nokyMeHTa B Kabiner kopucrysaua EC.

13.12.1.Ins npyky HIOBiEKH IIpo JOCTaBKy JoKyMeHTa B Kabimer kopucrysawa EC
BUKODHCTOBYETBCA ITYHKT KOHTEKCTHOrO MEHIO «JIpyK HOBIIKH IIpO JOCTaBKYy HOKYMEHTa B
kabiHeT eJeKTPOHHOTO CyIy» Ha 3aKiajli nmaHesi jgetaiisauii «CTaryc HOCTABKH YYaCHHKaM
TIIPOLIECY ».

13.12.2.11106 po3apyKyBaTé DOBiIKY Ipo JocTaBKy gokymeHTa B Kabiner kopuctyBaya EC
KOpHCTyBaueBi HEOOX1IHO epelTH N0 peecTpy JOKYMEHTIB, BHAUIHTH HEOOXiOHUM JOKYMEHT Ta
y BKIaaui petanizanii « CtaTyc ZOCTaBKH yYaCHHKAM IIPOLIECY» IIPABHM KJIiKOM MHIII BHKJIHKATH
KOHTEKCTHE MEHIO.

13.12.3.IlyBKT KOHTEKCTHOTO MEHIO «J[pyK IOBIJIKH IpO HOCTaBKY HOKYMEHTa B KabiHer
eJIEKTPOHHOTIO CyIy» Ha 3axjanii mademni metanizauii «CtaTyc JOCTaBKM y4aCHHKAaM IIPOLECY»
aKTHBHUH JMINe I JOKYMEHTIB fKi Oynu ycmimmHo noctaieni no KaGinery kopucrysaua EC
YYaCHHUKIB CIIPaBH.

13.12.4.ITicns  npyxy, HmokyMeHT «JloBimgka Ipo MJOCTaBKY OOKYMEHTa B KaOiHeT
€JIEKTPOHHOTO CyAy» K JOKYMEHT II0 cripaBi He 30epiraeThes.

13.13.TTocnioBHICTh Al IPU OTPHUMAaHHI 3asB PO BCTYI IO CYJOBOI CIIPaBH Ta BHECEHHS
nmanux PHOKIIIL/ €IPTIOY.

13.13.1.I1pu peectparii cy1oM 3asBH IIpo BCTYII IO CyXOBOI CripaBy, mojanoi yepes Kabiner
xopuctyBaua EC, npamiBHUKy cyay HeoOXiqHO BUKOHATH HACTYIIHI Jii:
—  BHUKOHAaTH npoueaypy peecrpanii 3aseu EC BignosigHo mo m. 13.1. miei Inctpykuii;
— B KapTIi CHpaBH NepelTH Ha 3aKiagKy «YYacHHKH IIpoOLeCY» XOJAaTH OO IMepesiKy
YYacHHKIB crpaBH oco0y, WO IToAana 3aiBy Ha BCTYN AO CIIpaBH, BHOpaBIUM i3 MOBiTHHMKA
«IOpuanyHi Ta GizuuHi 0coOU» BXKe iCHYIOUHMH 3anuc abo CTBOPHUBIUK HOBHH;
—  30eperTd KapTKy CIpaBH.

13.13.2.ITpu peectpauii Bkasanoi 3assu 3 EC criBpo6iTHHK cy Iy Mae 3MOry opa3y BKazaTu
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B 1071 «3B’430K 31 CIIpaBOIO» HOMEp CIpaBH, a ITOTIM BHKOHATH JOAABaHHS OCOOH [0 IeperiKy
YJacCHHUKIB CIIPaBH.

13.13.3.5kmo MiX IpOLEXYpPOI CTBOPEHHS KapTK{ CIpaBH Ta AOMABaHHAM OCOOH 0
nepeniKy YYacHHKIB cnpaBM mpoimuro Oimeme 1 rogmHH, TO HEOOXIZHO BHKOHATH
nepe3bepexeHHs KapTKH clipaBH. Bxasagi Aii CIpHYHHSIOTE 3MiHY JaTd KOPHIYBaHHS BKa3aHOI
KapTKH Ta «BKJIIOYATH 11 O «makeTy» paHux uid Bianpasku B [IB] 3a nomomororo CIT/I.

13.13.4.Heobxigxo CiAKyBaTH 3a KOPEKTHICTIO CTBOpeHHs KapTku Ha ocoly: SKmIo B
Kaprni Ha oco6y B moni «E€JIPTIOY/ITIH» ekazano PHOKIIII ¢isuunoi ocobu (10 mudp), B
IpaBiif YacTHHI KapTKH Ha 0coby HeoOXiHO BCTAHOBHTH IIpamopels y mojii «Pisnuna ocoban,
sxmo B Kaprui Ha oco6y B moni « CIPIIOY/IITH» Bxasarno €APIIOY (8 uudp) — B npasiit yactuni
KapTKH Ha 0co0y HEeOOXiTHO BCTAHOBHTH Ipamopens y moii «lOpumuuna ocobay. ¥V Bumanxy
HEKOPEKTHOTO 3aII0OBHEHHS BKa3aHHX IOJIiB CHCTEMA He JO3BOJIUTS iIEeHTH(IKYBATH B OBHiit Mipi
KODHCTyBadJa, a, BIAMOBiAHO, i He Oyne HamaHO MOXUIMBOCTI MeEperisjy MarepialiB CIpaBH B
kabineTi.

13.14.3asBa npo BHecenHs nanux PHOKIITY/ €JIPITOY

13.14.1.I1pn peectpanii cynom 3asBy npo BHeceHHs aanux PHOKIIIY/ €JIPTIOY, noxanoi
gepe3 Kabiner kopucrypada EC, nmpaniBHHKY Cyxy HeoOXiqHO BUKOHATH HACTYIHI Aii:
—  BHUKOHATH npouexypy peecrpauii 3assu EC Bigmosigmo mo m. 13.1.;
—  BKapTIi CIIpaBH NepeiTH Ha 3aKIaIKy « Y YaCHUKH [IPOIIECY» B IIEPEIIiKY YUaCHHUKIB CIIpaBH
3HalTH BiXOMOCTI mpo ocofy, mo noxana 3asBy Ha BHecenHs PHOKIIIY/ €OPIIOY, sinkpuTu
KapTtky Ha ocofy mni BkasaHoro ywacHuka mpouecy, B moini «CIPITIOV/ITIH» Bxasatu mani
ocobu, 30epertu KapTky Ha 0coly;
—  30eperTu KapTKy CIpaBH.

13.14.2.5Ixmo Mix npouenyporo peectpalii 3asBu npo BHeceHHA aanux PHOKIIIL/
€JPIIOY, nonmanoi uepes Kabiner xopuctyBaua EC, Ta momaBaHHAM AaHMX ocoOM B IoJe
«CIPIIOV/IITH» npo#mo Ginbie 1 ronnHyA, To HEOOXIXHO BUKOHATH Hepe3bepexkeHHs KapTKH
crpasu. Bxaszani [ii CIpUYHHAIOT 3MiHY JaTH KOPHUTYBaHHS BKa3aHOI KAPTKH Ta «BKJIFOYATHY il
JI0 «TaKeTy» DaHuX A Binnpasku B I[B]] 3a nomomororo CITI.

13.14.3.HeobxinHo criaxyBaTé 3a KOpeKTHiCTIO cTBopeHHs Kaprkm Ha ocofy: sxmo B
Kaprui Ha ocoGy B nomi « €JIPTIOY/ITTH» Brazano PHOKIIIT disudnoi ocobu (10 umdp), B
TpaBiff YaCTHHI KapTKH Ha 0coby HEoOXiqHO BCTAHOBHMTH mpanopens v nom «®Disuura ocobay,
axmo B Kaprui Ha oco6y B noni « CAPTIOV/ITTHy Bkasarno €IPTIOY (8 uudp) - B npapiit yactuni
KapTK Ha 0co0y HeoOXigHO BCTaHOBHTH mpanopensb y moni «¥Opummyna ocoGa». Y Bumanky
HEKOPEKTHOTO 3all0OBHEHHS BKa3aHHX I10JIiB CHCTEMA He JIO3BOJINTH 1NeHTHOIKyBaTH B IOBHI# Mipi
KOPHCTyBaya, a, BIANOBiNHO, i He Gyle HanaHO MOXJIHBOCTI NEpervIsly MarepiamiB CIIpaBy B
xabiHeri.

13.14.4.IIpauiBHuKy cymy mnpm peecTpauii 3asBu 1po BHecewHs nanmx PHOKIITY/
€IPIIOY, nomanoi uepes Kabiner kopuctyBaya EC 3a6opoHsieTses 30iHCHIOBATH OYab-Ki Jii,
ki He mepeadaveHi y miamynkrax 13.13.1 ta 13.13.2 niel Incrpyxuii.

14.B3aemonist EC Ta xomn’1orepHof nporpamun «JI-3»

14.1. HagxomokeHHS 3asBH, IO HaficoaHa 3 eNeKTPOHHOro kabiHery mimcucremu EC, no
cyny.

14.1.1.3apanTaXkeHHA 3aiB, IO HAZXOLATH BiJ] KOPHCTYBadiB eiekTpoHHoro KaGinery
xopuctyBaya EC mo 6Gasum gnammx (BJ]) aBTOMAaTH30BaHOI CHCTEMH JOKYMEHTOOGIry cymy
BinOyBacTbCA 3a IONOMOIOIO 3aBJaHHS «3aBaHTAXKEHHS 3afB EJIEKTPOHHOrO Cydy», INO
HanamroByeTbes B KIT « CTI .

14.1.2.3a 3aMOBUYBaHHAM, aBTOMATH4YHE BHKOHAHHS BKa3aHOrO 3aBIAHHs BiaOyBacTbcs 3
iHTEpBaIOM 15 XBHIIHH.

14.1.3.JIns ycnimHOro BUKOHAHHS BKa3aHOTO 3aBJaHHs B 110711 mapameTpy «Database», 1o
3a3Ha4eHi y BIKHI IapaMeTpiB aJITOPUTMY NIPH pelaryBaHHi 3aBAaHHS HEOOXiZHO BKazaTH LIIAX
1o attry aktyansHoi (po6ovor) BI.

14.1.4.V Bunanxax, KoiH y BKa3aHOMY noJi Oyze 3a3Ha4eHO HEKOPEKTHHIM 1IIAX X0 ¢aiiry,
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3agBy Oynme 3aBaHTaxkeHO 1o HekopekTHOI BJI. Craryc Taxoi 3asBu B EKEC Oyzne 3MiHeHO Ha
«JlocTaBneHO», a Ha EJNEKTPOHHY anpecy cyxy OyXyTb HaIXOJOWUTH IOBIZOMJIEHHS IIOJIO
HeoOXimHOCTI peecTparii TaKol 3asBH.

14.1.5.Tlepen nowyarkom oHoBieHHA bJ[ (upum Buxoxmi HoBmx Bepcit KIT «J[-3»)
PEKOMEHAYEMO BHMKHYTH aBTOMATHYHHI pexuM poOOTH BKa3aHOrO 3aBIaHHS Ta BBIMKHYTH
IIiCIs 3aBEpIICHHS IIOHOBJIEHHS.

14.1.6.I1icns BUKOHAHHS 3aBaHTAXXEHHS, 3a3Ha4YeHi BUINe 3asiBU OyIyTh JOCTYIIHI B peecTpi
«He3zapeecTpoBaHi JOKYMEHTH €JIEKTPOHHOrO Cyay» (3HaXOAUTHCS B MEHIO JiepeBa KOMaH[ 3a
IDIAXOM «3arajipHa KaHuelspia» — «BxigHa» — «JJOKyMeHTH eJIEKTPOHHOTO CYIy»).

14.2.Peectpanis 3asB, mo Hagicnani 3 Kabinery xopucrysaua EC, oo cyny

14.2.1.Ins peecrpauii 3asBu, mo Haxiiimia yepe3 EC, HeoOXiTHO HATHCHYTH Ha KHOIKY
«3apeecTpyBaTH BXiJHHH JOKYMEHTY, IKa MiCTUTHCS Ha ITaHeJi IHCTPyMEHTIB 3aKknaaxu «Peectpy
ab0 B KOHTEKCTHOMY MEHIO peecTpy «HesapeecTpoBaHi JOKYMEHTH €EKTPOHHOTO CYIy».

14.2.2.Ilicns HaTHCKaHHS BKa3aHO] KHOIIKY CHCTEMOIO OyJIe BiIKpUTA peecTpaliiiia KapTka
BXIZHOTO TOKYMEHTY Ha oOpany 3asBy EC.

14.2.3.JTo peectpauiiinol kapTKH BXigHOro moxymeHty 3assu 3 EC B mone «Bix xoro»
aBTOMaTHYHO OyJe InepeHeceHo iHGoOpMalilo LIOAO KOPHCTYyBaya, SKAM OyJI0 HaIpaBiIeHOo
BKa3aHy 3asiBy HO CYAY.

14.2.4.V BignosixHocTi 10 THITy cyrounHCTRA mabnony 3assu 3 EC cucTeMa aBTOMaTHYHO
3aIOBHHTSG Nojie «PeecTpanifiHuit THI JOKYMEHTY». 3a3HaueHe IoJie JOCTYIIHE IS peaaryBaHHs
IpaliBHAKAM CYAY.

14.2.5.I1ponenypa peectpanii 3assu 3 EC 3aBepmryeTscss UUIAXOM HATHCKAHHS KHOIKH
«Tax» peecTpaniiHoi KapTKy BXiZHOTO JOKYMEHTY, IOIEpeIHbO 3aNOBHMBINKM BCi HeobXximHi
IYHKTH 3a3Ha4eHOl KapTKH (3a HeOOXiAHICTIO).

14.2.6.3apeectpoBany 3asBy 3 EC 6yne mepeMileHO CHCTEMOIO B peecTp «JIOKyMEHTH
eNIEKTPOHHOro CyAy» aBTOMAaTH4HO.

14.2.7 Ilepen peectpaniero 3assu EC, HeoOXiqHO BUKOHATH HACTYIIHI Aii:
—  mepeBipuTH mianuc BixnpasHuka 3assu EC 3a jomoMororo ¢yHKIioRary «XTo miamnncas»
KOHTeKCTHOrO MeHio «Ilimmmcy dpeitmy «Ilpukpinneni daitmi» peectpy «Hesapeectposani
JIOKYMEHTH €JIEKTPOHHOT'O CYLY»;
—  TIepEBIpUTH KOPEKTHICTH BifKpHUTTA (aiiniB 3asBu EC (mokyMeHT Mac 6yTH unTabeNbHIM).

V Bunanxy, sxmo ¢aitm 3aasu 3 EC Be untabGenbHi, Cyl Mac MOXJIHBICTL BiZIIMOBHTH B
peectpartii Taxoi 3assu EC.

14.2.8.Tns BinMoBH B peectpaii 3asBu 3 EC Heo6XinHO HATHCHYTH Ha KHONKY «BiqMoBUTH
B peecTpallii» sKa MiCTHTBCA Ha IaHeNi iHCTpyMEHTIB 3aKiiafiki «PeecTp» abo B KOHTEKCTHOMY
MEHIO peecTpy «He3apeecTpoBaHi JOKYMEHTH €JIEKTPOHHOTO cyxy» Ta 'y ¢hopmi «BigMoBuTH B
peectpauii» B noni «IIpudnna BigMoBu» 06paTH HeoOXinHe 3HA4YeHHS Ta HaTHCHYTH «OK»,

14.2.9.3aaBy 3 EC, axi#t BiqMOBI€HO B peectparii Gyle IepeMileH0 CHCTEMOIO B PEECTP
«BizmoBIIeHO B peecTpanii» aBTOMaTHYHO.

14.2.10.B 3anexxnocTi Bift 3Ha4eHHA B 071 «PeecTpamiifiauit THIT ZOKyMeHTY» peecTpaliiny
KapTKy BXimHOTO JOKyMeHTy 3asBu EC Oyne mpoxy6ieoBaHO y BiXOBiIHOMY peecTpi BXimHHX
KaHLeNApil (HMBiIbHA, KpUMiHATBbHA, afMIHICTPAaTHBHA Ta aAMiHICTPATHBHUX IPaBONIOPYIIEHS).

14.2.11.IlepeftimoBmr 1o peectpy HeoOxinHoi BXigHOI KaHmenspii Ta oOpasmu
peecTpaliiiHy KapTKy BXimHoro moxyMeHTy 3asBi EC mis crBopeHHS 061iKOBO-CTATHCTHYHOL
kapTkH (gani — OCK) Heo6xinHO HaTHCHYTH Ha KHONKY «J{0ZaTH O MOTOYHOTO AOKYMEHTY» Ta
ob6patu HeoOximuuit BapiaHT y BixHi 3amuty OCK.

14.2.12.B pesynbrari BkasaHux Aiif O6yne crBopeHo Bimmosizny OCK, mo skoi 6yne
nepeHeceno inpopmariro no BCIX yyacHukax cipasw, mo 6y Bkasani B 3assi EC (T11B, anpeca
nomroBa/enexrporHa, PHOKIIII).

14.2.13.Y Bunanxy HasgBHOCTI MaTepianiB enexTpoHHOI crpaBu B EKEC xopHcTyBay Mae
3MOT'Y HalIpaBJIATH 3a4BH B MEXax iCHyIo4oi cripass (BTopuHHi 3assu 3 EC).

14.2.14. Hanxomkenns propuHHuX 3asB EC nxo cyay BimOyBaeThecst aHaIOriyHO [0
HaIXOJKE€HHS IIEPBUHHHUX 3asB.

14.2.15.1pn peectpanii BTOpHHHOI 3asBH B B/ cymy B peecTpauiiiHiii xapTii BXiIHOTo
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noxymeHTy Takoi 3assu EC HoMep ciipaBH B 10 «3B’ 430K 3i CIpaBoto» Oyae BKa3aHO CHCTEMOIO
ABTOMaTHUYHO.

14.3 . HamxomxeHHs Ta BiqoOpaxeHHs MaTepiaiis cnpas B Ka6ineti kopuctysaga EC.

14.3.1.Ilepenaua ganux 3 Bl cyny mo ueHrpamsHoi 6asu manux (nani — LIBJI) BinGyBaeTnes
3a JomoMororo 3amadi excrmopty mokyMeHTiB B CIIJ[. Bxaszama 3amadya BHKOHYETBCS B
ABTOMaTHYHOMY PEXXUMI 32 BCTAaHOBJICHHM PO3KIIAIOM.

14.3.2.Ilepenava ganux 3 IIB]] no 6a3u nanux Ka6inety xopucrysaua EC BinOyBacTncs 3a
JIOIIOMOTOI0 3aadi iMropTy narux no EC.

14.3.3.3aBanTaxxenHs $aiiiiB 10 JJOKATHHOTO CXOBUINA AaHUX BiIOyBa€eThCs 3@ JOMOMOTIOI0
3anayvi «BixmpaBieHHS MOBiIOMIIEHD JIOKAJIbBHOMY CXOBHINY BKianeHs» B CITJL.

14.3.4.I'0NIOBHOI0O YMOBOIO HasBHOCTI €JIEKTPOHHHUX IPHUMIPHHMKIB MaTepialiB CyIOBHX
cupae B Kabineti kopuctysaya EC € HasBHicTS Bigomoctelt mpo PHOKIIII B kapTii 104aTKOBHX
BimomocTeit npo yuacHuka crpaed (none « PHOKIIII/TIaciopT»).

14.3.5.'0;10BHOIO0 YMOBOIO KOPEKTHOIO HaIXODKeHHsS MarepianiB cupaB go EC ta 3miH
crarycis 3a18u B EC € nociizoBHe BUKOHaHHA IIpolexypH peectpauii 3assu EC.

14.3.6.Y BHmangxy HEKOPEKTHOTO 3allOBHEHHS BKa3aHOro Ioji1 abo MOBHOI BiJCYTHOCTI
JaHHX B I[BOMY IIOJIi HE JO3BOJIMTH CHCTEMi iZeHTH(iKyBaTH B NOBHIM Mipi KOpHCTyBaya, a,
BimmoBigHO, He OyJIe HafaHO MOXJIMBOCTI IIEperyIsly MaTepialiB ClipaBH B KabiHeTI.

14.4.Ilepenik JOKyMeHTIB, AKi ZOCTYIHI Juia neperisixy B Kabideri kopuctypadya EC

14.4.1.B Ka6ineri kopucryBagsa EC ansa mepernsgy HOCTYNHI HacTyNHi JOKYMEHTH MO
Ccrpagi:
—  peecrpaniitna xaptka BXIJTHOI'O noxymenTy;
—~  IPOTOKOJI aBTOMATH30BaHOro (IOBTOPHOIO) PO3MOJUTYy cIpaBH. (came IPOTOKOJ, IO
JPYKYETHCS Ta I IIIABAETHCS IO MaTepialiB CIIpaBH, HE 3BIT);
—  CyZoBa IIOBICTKa Ta IOBiXOMJIEHHS IIPO BUKJIMK JI0 CYLY;
~  TEeXHOJOTIiYHHH NOKyMeHT «BHeceHHs maT ciyxaHHs» abo Oynp-saxuil iHIIHH NOKYMEHT
AKAH Mae 3B’430K Ha aTpuOyT JaTH NMPHU3HAYEHHS IiJrOTOBYOro/CyIOBOTO PO3MIIANY (3a YMOBH
sassrocTi HakianeHoro KEII Ta cratycy «Opurinainy);
—  JOKYMEHTH fKi MaioTh o3Haky HarpaBieHHs 10 €JIPCP (cratyc «Opurinan» Ta HasBHICTb
KEII cynui).

14.4.2 Pemra ctBopennx B bJl cyxy DOKYMEHTIB IO CIpaBi, y TOMY YHCIi i IpOJIOroBaHi
OCK, B EKEC He BinobpaxaioTbcs.

14.5.IIpukpinnenss ¢aiiniB (CKaHOBaHHX TOKYMEHTIB) Ta ix HamxomxeHHs no Kabinery
xopucryBaya EC

14.5.1.Ina BiampaBlIeHHS IPHUKPIIUIEHUX O NOKYMEHTIB IO crpaBi ¢aitnis B Kabineri
xopuctysaya EC ix HeoOxinHo npukpimmosatd BUKJIIOUHO no mokymeHTiB, ki 3a3Ha4eHO Yy
oNepeHHOMY ITYHKTI.

14.5.2.V pa3i HagXOMKEHHsS HO CyZXy MOJAaTKOBHX MarepiajiB IO CHpaBi B HalepOBOMY
BHIJIAAI, BOHH MaroTh Oy TH ol poBaHi HaJIe)KHUM YMHOM. JleTayibHa iHCTPYKILis 110 CKaHYBaHHIO
Ta NpPHKpiIUIeHHIO ¢aitniB ommcana B posmini «CkaHyBaHHS Ta NPHUKPIIUIEHHS oGainiB» y
«IHcTpyKUii KopmcTyBawa KoMmm'loTepHoi mporpamu [I-3». Binckamosana nameposa dopma
JOKYMEHTy Mae OyTH IpHUKpiIUIeHa 0 BiIIOBiAHOI peecTpalifHOl KapTK¥ BXiTHOIO JOKYMEHTY
IO HaAIRIOB IS MOXIMBOCTI O3HaHOMJICHHS YJaCHHKaMM CYZOBOTO IIpOIleCy 3 MaTepiajlaMH
CIIpaBM 11038 MEXaMU [IPHMIINEHHS Cyy.

14.5.3.CBoeuacHe onu(pOBYBaHHA IAEpPOBUX HOPM TOKYMEHTIB € BaXKIIHBOIO CKJIAJIOBOIO
BEICHHS IIJIOBOACTBA Mg OIEPaTHBHOTO O3HaMOMIJIEHHS Ta, 4K HACTiIOK, HEIOIyIIeHHs
IIPOITYCKY IIPOLECYAIBHUX CTPOKIB IT0Aadi JOKYMEHTIB CTOPOHAMH CyIOBOTO IIPOLECY.

14.5.4. BxinHa KOpECIOHIEHIs, B TOMY YHCII IpoIecyalbHi NOKYMEHTH, NpUHMaEThCs |
ONpAlBOBYETHCS KOPHUCTyBadaMHM aBTOMATH30BAHOI CHCTEMH, SKHM HajaHO MOOCTYN 10
ABTOMATH30BaHOI CHCTEMH BIJIOBITHO N0 iX (YHKUIIOHAIBHMX OOOB’SI3KIB, i PEECTPYETHCA B
AaBTOMaTH30BaHI} CHCTEMI B IEHb il HAIXOIKEHHS.

14.5.5.Y pa3i HEMOXIMBOCTI 3 O0’€KTHBHHMX INpPWYHMH 3IIMCHUTH pEECTpaLlilo BXIAHOI
KOpPECIOHeHIIl B JeHb il HaaXOoIKeHHs, Taka KOPeCIIOHIEHIlisS peECTPYEThCS B aBTOMATH30BaHi i
CHCTeMI B TEpMiH, He MIi3Hillle HACTYITHOro po6o4oro gHs.
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14.5.6.Jl0 peecTpauiiiHoi KapTKH JOAAETHCSA KOIIisl OpUTiHATY IanepoBOr0 JOKYMEHTY Y
BUIJIAAI BKJIaJCHOTO U(poBOro daiiry.

14.5.7.®aiinu, mo Oy MPUKPIIJICHI O IHIIMX JOKYMEHTIB 10 CIIpaBi, y TOMY YHCII i JI0
nposnoroannx OCK, B Kabinet kopuctyBaya EC He HanxoasTh.

14.5.8. 1ns nmeperyiany iHdopmamii moxo HAAXOJKEHHS JOKYMEHTY (y TOMY YHCII i
IPUKPIIUIEHOTO 10 HbOro ¢aiiny) no Kabinery xopuctyBaua EC HeoOXiIHO BUAIIUTH JOKYMEHT
y (GpeiiMi JOKYMEHTIB IIO cripaBi Ta 00paTH B KOHTEKCTHOMY MEHIO IMyHKT «OTpuMaHnHs B ECy.

14.5.9.Bino6pakeHHs (monepenHii nepernisy) eJeKTpOHHUX IMPUMIPHUKIB JOKYMEHTIB Ta
NPHUKPIIUICHUX 10 HUX (¢ainiB 3abe3nedyeTbcss KOPEKTHOWO poboToro 3amavi «BinnpaBneHHs
IOBiIOMJIEHB JIOKaJIbBHOMY cxoBHUINY BKIaaeHb» B CI1J] ta cimyx6or0 «LocalStoreDirecting».

14.6.ITocmiqoBHICTD Iiii IpH OTPUMAaHHI 3asB Ha BCTYI JIO CIPaBU Yy SKOCTi Ta BHECEHHS
nmanux PHOKIIIT/ €JIPTIOY.

14.6.1.3asBa mpo BCTYII O CIIPaBH.

[1pu peectpauii cynom 3a3HaueHoi 3asBu EC HeoOXiTHO BUKOHATH HACTYIIHI [ii:

—  BHKOHat¥ mpouexnypy peectpauii 3assu EC Binnmosinno no n. 14.2.1.;

— B OCK pmomatu 0 mepeliiky y4acHHUKIB cripaBu oco0y, WO Iojaia 3asBy Ha BCTYI IO
CIIpaBH;

—  Tcis JOJABaHHS y4YacHHKa B peecTpalifHii KapTLi BXIJHOTO JOKyMeHTYy Ha 3asBy EC
BUKOHATH IIpueHaHHs BKa3aHoi kapTku 10 OCK Ha crpaBy Im0J0 BCTYITy 10 SIKOI IT0JJaHO 3asiBY.
Jlnst nporo HeoOXiqHO Mo «3B 30K 31 CIIPAaBOIO) BKAa3aTH HOMEp CIPaBH;

—  30epertu peecTpariiiny KapTKy BXiZTHOTO JOKYMEHTY.

14.6.2.ITpu peecrpanii Bka3anoi 3asBu 3 EC criBpoOiTHHK Cyy Ma€ 3MOry ofpa3y BKa3aTu
B I10JTi «3B’SI30K 31 CIIPaBOIO» HOMEP CIIPaBH, a MOTIM BUKOHATH JOJABaHHS OCOOM JI0 MEperiKy
YYaCHHUKIB CIIPaBH.

14.6.3.SIxmo mix npouexnyporo peectpanii 3asBu EC Ta nomaBaHHSAM 0co0H 10 MEpetiKy
YYacCHHUKIB CIIpaBH INpoiuuio Outeme 1 rogunu, TO HEOOXiTHO BHKOHATH INepe30epekeHHs
peecTpaniifHOi KapTKU BXiTHOro JOKyMeHTY Ha 3asBy EC muisxom BHECEHHS MiHIMyM OJHOTO
CHUMBOJIy B OyJib-sIK€ TEKCTOBE I10JIE, HAIPUKJIAJ JOJaTH «Ipobin» 1o B nomi «KopoTkuii 3mMicT
IOKYMEHTY». Bka3zaHi Jii CHpUYMHSIOTH 3MiHY JaTd KOPUTYBAaHHS BKa3aHOI KapTKH Ta
«BKJIFOYATH) 11 10 «makeTy» JaHux mys Bignpasku B LIBJ] 3a nomomororo CIT/I.

14.7.3asBa npo BHecenHs qanux PHOKIIIY €IPTIOY.

14.7.1.ITpu peecrparii cynom 3a3HayeHoi 3assBu EC HeoOXiTHO BUKOHATH HACTYIIHI il
—  BHKOHATH npouenypy peecrpauii 3assu EC Bigmosinso mo m. 14.2.1.;

— B OCK B nepeniky y4yacHUKIB CIIPaBH 3HAHTH BIJOMOCTI Ipo ocoly, 110 Mogaia 3asBy Ha
BHecenHss PHOKIIIT/ €IPTIOY ta B nmoni « PHOKIIIT/ITacnopT» Bka3aTu aaHi 0coOH.

14.7.2 SIxmo Mix npouenyporo peectpauii 3assu EC ta qogaBaHHAM HaHHX 0COOH B MOJIE
«PHOKIII/TTaciopT» mpo#ino 6inbiie 1 roauHu, To HEOOXiTHO BUKOHATH INepe30eperxeHHs
peecTpaniifHoi KapTKu BXiHOro HOKyMeHTy Ha 3asBy EC muissxoM BHECEHHS MIHIMyM OIHOTrO
CHMBOJTY B OyIlb-sIK€ TEKCTOBE I10JIe, HAIPUKJIA A0oJaTH «1pobin» a0 B moui «Kopotkuit 3mict
JOKYMEHTY ».

15.Po3mexxyBaHHA BiANOBigaJ LHOCTI

15.1.I1paniBauku Anminicrpatopa EC 3000B’s3aHi HaJe)XHHM YHHOM 3a0e3redyBaTH
Texniunmii cynpoBix Ta MIATPUMKY IporpamHoro 3abesneueHHss EC Tta He HecyTh
BIMOBIIIBHICTD Y BHIAJKaX, KOJM LIKOJA 3aBaaHa kopuctyBadaM EC BHacHiZOK MOpYyIIEHb
yMOB L€l [HcTpykiii 3 60Ky MpaiiBHUKIB Cy Y.

15.2.I1paniBHuKy cyry 3000B’s13aH1 HAJIEXKHUM YHHOM BUKOHYBATH YMOBH Li€i [HCTpyKmil
Ta HE HECYTh BiAMOBINANBHICTD y BHUIAAKaX, KOJIU IIKOJA 3aBaaHa kopuctyBadyam EC BHacinok
HEHaJIe)KHOT0 QyHKIIIOHYyBaHHS mporpaMmHoro 3abesneuenns EC.

HavanpHHK BiUIUTYy TEXHIYHOI MiATPUMKH
30BHILIIHIX KOPUCTYBAUiB ACTIapTaMEeHTy P

HiATPUMKHU KOPHCTYBayiB @ .
4
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