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3ATBEPIPKEHO

Haka3z I'Y IMC

y XapKiBchKiit 06acTi
03.11.2025 Ne 35/ar

TEXHOJIOII4YHA KAPTKA AAAMIHICTPATUBHOI nocnyrmn

O®OPMJIEHHA TA BUAAYA NMACMOPTA FPOMAASAHUHA YKPATHM ans BUI3aYy 3A KOPAOH
3 BESKOHTAKTHUM ENNIEKTPOHHWUM HOCIEM
3aMicTk BTpayeHoro a6o BUKpaaeHoro

Ne¢ ETanu onpauioBaHHA 3BEpHEHHA npo BianoBinanbHa CTpYKTYpHiI Crpok
3/n | HapaHHA aAMiHICTPaTMBHOI NOCHYrK nocapoBa ocoba i niaposainm, BUKOHAHHSA
CTPYKTYPHUHA BianoBiganbHi 3a etanie (AHIB)
niagpo3sain eranu

1. Min  vyac npuriMaHHA  AOKYMEHTIB  BiAg MpauiBHUK TepuTopianbHUh Nia yac npunomy
3aABHUKA 3AIACHIOETBCA NepeBipka NOBHOTU TepuTopianbHOro opraH NOKYMEHTIB Y
NoAaHMUX 3aABHWUKOM [AOKYMEHTIB, BiANOBIAHICTb oprany AMC TepuTopianbHUh AEHb 3BEPHEHHSA
iX ohbOopMNeHHA BUMOraM 3aKOHOAABCTBA. TepuTopianbHOro niapo3ain AMC

: . niapo3ainy AMC LleHTp HaaaHHA
Y pasi NOAAHHA 33aABHUKOM iHhopMauii ueH?rpy HaYLIaHHH AAMIHICTPATUBHUX
(béo.uy KBUTaHLIT) Npo cnnaTy aAMiHiCTpaTUBHOMO aAMIHICTPaTUBHMUX nocnyr
Wicts | nepeibnorics daks | enoam oSy  Hepxasre
2 AEepXaBHOro nNiANPUEMCTBO, WO
aAMIHICTPATUBHOMO ;Eiopy Ta PpO34pYyKOBYETbCA nianpueMcTea, Wwo HaNeXuTb A0
BlAnoBiAHa KBUTAHLIA™. ) HanexwTb 40 cepu cthepu ynpasniHHs
y Pasi BUABNEHHS dakTy MOAAHHA He BCix ynpaeninks AMC, a6o 2IMC, a6o ioro
H¢06x|Ame AOKYMEHTIB (Y TOMY 4Mucni, y pasi He 00 BiAOKDEMNEHNX BIAOKPEMNEHMX
NIATBEPAXEHHS 3@ AOMOMOrOl0 MPOrpaMHLIo niapo3ainis niapo3ainie
npoaykty «check» iHgopMauii npo cnnety
aAMiHicTpaTuBHOro  36opy) abo  noaaHHsA
AOKYMEHTIB, O(MOPMNEHHS SKUX HEe BiANOBIAAE
BUMOram 3aKOHOAABCTBA, 3aABHUK
iHPOPMYETLCA NpPO  BIAMOBY B  MPUAHSTTI
OOKYMEHTIB i3 3a3Ha4eHHsM niactaB  Takol
BiAMOBU. 3a 6axaHHAM 3asBHWMKA BiAMOBa
HaAQETLCA B NMCbMOBOMY BUINAAI.

2. Y pa3i BiANOBIAHOCTI NOAAHWUX AOKYMEHTIB MpauiBHKK TepuTopianbHuin Nia yac npunomy
BUMOram uporo [lopsaky  npauiBHuMK i3 TepuTopianbHOro opraH AOKYMEHTIB Y
BUKOPUCTAHHAM  €NEeKTPOHHOro  unMdpoBoro oprany AMC TepuTopianbHui AEHb 3BEPHEHHS
nianucy Ta i3 3acTocyBaHHAM 3acobiB PeecTtpy TEPUTOPIaNbHOro niapo3ain AMC
GopMye 3aaBy-aHKeETY (Y TOMY YWUCNI 3AINCHIOE niapo3ainy AMC LleHTp HaaaHHs
OTPUMaHHA 6IOMETPUYHUX AaHUX, NEpaMEeTpPIB). LEHTPY HaAaHHSA aAMIHICTPaTUBHUX

aAMIHICTpaTUBHUX nocnyr
nocnyr [AepxaBHe
AEepXaBHOro nNiANPUEMCTBO, WO
niANPUEMCTBA, WO HanexwuTb A0
HanexuTb Ao chepun chepu ynpaBniHHA
ynpaeniHHa AMC, abo AOMC, a6o wnoro
MOro BiAOKPEMNEHUX BiAOKPEMNEHUX
nigpo3sainis nigposainis

3. MNicnsa dopMyBaHHS 3a8BU-aHKETH MpauiBHUK TepuTopianbHUn Nia 4ac npunomy
NpauiBHUK ApyKye 1i Ta Haja€ 3asBHUKY ANS TeputopiansHoOro opraH DOKYMEHTIB Y
NepeBipKKU NPaBUNbHOCTI BHECEHUX A0 3asBuU- opraHy AMC TepuTopianbHui AeHb 3BEPHEHHSA
aHKeTU BIAOMOCTen. PeecTpauis 3asBU-aHKETU TEepPUTOPIanbHOro niapo3ain AMC
3AIMCHIOETBCA i3 3aCTOCYBaHHsM  3acobis nigpo3ainy AMC LleHTp HanaHHs

PeecTtpy nia 4ac it popMyBaHHs.
Y pa3i BUABNEHHS NOMWNOK B 3asBi-aHKETI

NpauiBHWK  BHOCUTL A0  Hel  BiANOBIAHI
BUNPABNEHHS.

MpauiBHMk  3Beptae HWoro yeary Ha
HaNWCaHHA npi3BUWA Ta IMEHI NaTUHCbKUMKU

nitepamu BianoBiaHo Ao Tabnuui TpaHcniTepauii
YKpaiHCbKOro andasity naTuHUUEr,
3aTBEPAXEHOK NOCTaHOBOK KMY Big
27.01.2010 N9 55.

AKWO 3a8BHUK BUABMB BaxaHKA 3a3HauwTv
CBOE npi3suwe abo/Ta iM'A  NAaTUHCbKUMK
niTepaMu  BIiANOBIAHO A0 WMOro HanWCaHHA Yy
paHiWwe BuAAHWUX Ha WOro iM's  AOKYMEHTIX,

LUEHTPY HafaHHs
aAMIHICTPaTUBHUX
nocnyr
OEepXaBHOro
niANpPUEMCTBa, WO
HanexwuTb A0 chepum
ynpaeniHHa AMC, a6o
MOro BiAOKPEMNEeHUX
niapo3ainis

aAMIHICTpaTUBHUX
nocnyr
[epxaeHe
NiANPUEMCTBO, WO
HanexuTb A0
chepu ynpaBniHHA
AMC, abo woro
BiAOKPEMNEHUX
niapo3ainie




NpauiBHAK DPO3'ACHIOE, WO AN BHECEHHS 3MiH
HeobXiAHO noaaTv NUcbMoBY 3asBy (AOBINbHOI
dopMn) Ta  AOKYMEHT, WO  NIATBEPAXYE
3a3HavyeHun GakT, a came:

- nacnopT rpoMaasHuHa YKpaiHu, nacnopt
rpoMaasiHMHa YKpaiHvu ANna BUI3AY 3@ KOPAOH,;

- [OKYMEHT, WO nNiATBepAXYoTb aKT
HapOMKEHHS, 3MiHK iMeHi (y TOMy uucni y pasi
yknaaeHHs abo posipeaHHsA wnioby), BUAAHOTO
KOMMNETEeHTHUM OpraHoM iHO3EMHOI AEpXaBu Ta
neranisoBaHoOro B yCTaHOB/IEHOMY NOPAAKY;

- paHie BuaaHi nacnopta Ha iM'A
AMTUHW/6aTbkiB (a0 OAHOrO 3 HWX)/OAHOro 3
NOAPYXOKA, Y TOMY 4MUCNi B nacnoptax AnA
BWi3Qy 3@ KOPAOH, BWAAHWUX  IHO3EMHUMWU
AepXaBaMy,  SKWO  AUTUHA/6aTbKu/OavH - 3
NOAPYXOKA € iIHO3EMUAMU.

AKWO AOKYMEHTMU, AKi MOXYTb NiATBEPAWUTH
3a3HaueHux akT HaaBHI Yy 3asBHUKa nia vac
NpWitoMy, NpauiBHUK NPWAMAE BIiA  HLOrO
NUCbMOBY 3asBY, CKaHyE il Ta AOKYMEHT A0
3asBM-aHKETU | BHOCUTb  KOpEryBaHHs Y
HanucaHHs  npisBuwa Ta/abo  iMeHi Ao
BiANOBIAHWX NONIB 3aABU-AHKETU.

Akwo nia  vac npumuomMy BiACYTHi
niaTBEPAXYOYi AOKYMEHTU Ta 3asBHWUK 3roAeH
BiAMOBUTUCS BiA OGOPMNEHHSA, NpauUiBHUK
oopMNOE BiAMOBY BiA O(OPMNEHHA 3aRBU-
aHKeTw.

Nicna nepesipku 3a8BHUK BNACHAM
NiANMCOM NIATBEPAXYE NPABUNbHICTb BHECEHUX
[0 3asBU-aHKeTW BiaoMocTen npo ocoby. AKWO
3afABHUK 4yepe3 (i3n4Hi  Baan He  MOxe
NiATBEPAUTM BNACHUM NIANUCOM NPaBWbHICTb
Takux BiAOMOCTEMN, NpauiBHUK pobuTb BIAMITKY
NpO HEMOXNUBICTb Takoro MiATBEPAXEHHA Ta
3acCBiAYYE NPaBUNbHICTb BHECEHUX A0 3aABU-
aHKeTH BigoMocTe npo ocoby  BNacHUM
niaANUCOM.

3aaBHUK abo noro
3aKOHHWUH
npeacTaBHUK
MpauiBHUK
TeputopianbHOro
oprany AMC
TepUTOpianbHOro
niapo3ainy AMC
LUEHTPY HaAaHHSA .
aAMiHICTPaTUBHUX
nocnyr
0EepXaBHOro
niaANpUEMCTBA, WO
HanexwuTb A0 chepun
ynpasniHHs AMC, abo

3anaBHUK abo horo
3aKOHHUIK
npeacTaBHUK
TepuTopianbHui
opraH
TepuTopianbHUi
niapo3ain AMC
LleHTp HaaaHHA
aAMIHICTPATUBHUX
nocnyr
[epxaBHe
niANPUEMCTBO, WO
HanexuTb 40
cepu ynpasniHHA
OMC, a6o noro

Nicna npuioMy
NOKYMEHTIB Y
OEHb 3BEPHEHHSA

MOro BiAOKPEMNEHUX BiAOKPEMNEHUX
nigposainis niapo3ainie
Micns nepeBipkuM 3asBHUKOM MpPaBUNbHOCTI MpauiBHUK TepuTopianbHui Nia 4ac npuiomy
BHECEHUX [0 3asBW-aHKETU BIiAOMOCTEWH Mpo TeputopianbHOro opraH DOKYMEHTIB Y
ocoby 3asBa-aHKeTa nepeBipAETLCA Ta oprany AMC TepuTopianbHnin NEHb 3BEPHEHHSA
nianucyeTbesa (i3 3a3HayYeHHsM AaTu, NpisBULLa TEpUTOpianbHOro niapo3ain AMC
Ta iHiuianis) nNpauiBHWKOM, SKWA NPUAHAB niapo3ainy AMC LleHTp HapaHHA

LNOKYMEHTW Ta ChOpPMYyBaB 3asBy-aHKeTY.

LUEHTPpY HajaHHA
aAMIHICTPaTUBHUX
nocnyr
LEPXABHOMO
niaANpueEMCTBa, WO
HanexuTb Ao chepun
ynpaeniHHs AMC, a6o

aAMIHICTPATUBHUX
nocnyr
LepxaBHe
niaANpUEMCTBO, WO
HanexwuTb A0
cdepu ynpaeniHHa
OMC, a6o noro

MAOro BiAOKPEMNEHUX BiAOKPEMNEHUX
nigpo3sainis nigpo3ainie
MNpauiBHUK  CKAHYE i3 3aCTOCYBaHHAM MpauiBHUK TepuTopianbHui Nia 4ac npuiomy
3acobiB PeecTpy A0 3afABU-@HKETU AOKYMEHTH, TepuTopianbHOro opraH DOKYMEHTIB Y
AKi noaarTbCA 3aABHUKOM. OpwuriHanu opraHy AMC TepuTopianbHum [EHb 3BEPHEHHSA
[NOKYMEHTIB  MOBEPTAlOTbCA  3aABHUKY  NicNs TEpUTOpPianbHOro niapo3sain AMC

0(OpPMNEHHSA 3aABU-AHKETWU.

Y pasi NnoAaHHA 3asBHUKOM iHdopMauii rpo
cnnaTy aAMiHICTpaTUBHOrO 360py  PEKBI3UTH
nnatexy (KoA KBWUTaHLUIi) BHOCATLCA A0 3aABU-
aHKeTM Ta Yy  pa3i__ HaABHOCTI _ TEXHI4HOI
MOXNWBOCTI KBWUTAHUiS PO3APYKOBYETbCA 3a
L[ONOMOrol0 NPOrpaMHOro npoaykry «check»,
CKAHYETbCSA A0 3as8BU-AHKETU.

niaposainy AMC
LUEHTPY HaAaHHA
aAMIHICTPaTUBHUX
nocnyr
DepXaBHOro
niANPUEMCTBA, WO
HanexwuTb 4o chepum
ynpasniHHa AMC, a6o

LleHTp HapaaHHA
aAMIHICTPAaTUBHUX
nocnyr
[lepxaBHe
nNiANPUEMCTBO, WO
HanexwuTb A0
cdepu ynpaeniHHA
OMC, abo noro

AOro BiAOKPEMNEHUX BiAOKPEMIEHUX
niapo3ainis nigpo3ainis
Po3rnsa 3asBUM-aHKETU BiANOBIAANBHAM MpauiBHUK TepuTOpianbHUh Mpotsrom 15
npauiBHUKOM TepuTopianbHOro opraH AMC po60o4nX AHIB L‘




BiAANOBIAb 3 06r'PYHTYBAHHAM NPUYUH BIAMOBM.

nocnyr

[epxaBHe

opraHy AMC TepuTopianbHui AHA 0oOpMNEHHA
TepuTopianbHOro niapo3ain AMC 3aABU-aHKETW.
niapo3ainy AMC Y pasi
TEepMiHOBOro
0OPMNEHHS:
7 pobouunx aHiB -
npoTarom 3
pobounx aHie 3
AHA 0DOPMNEHHSA
3a0BU-aHKeTH, Y
CTpoOK A0 3
poboumnx aHiB —
npoTsrom 3
pobounx AHiB.

8 3AiNcCHEHHs iaeHTUdIKaUil 0cobu, nepesipku MpauiBHuk TeputopianbHui Mpotarom 15
iHpopMauii noaaHoi 3asBHUKOM, y TOMY 4uchi TepuTopianbHoro opran AMC pobounx gHie 3
HaAXOMKEHHA  KOWTIB 3@  aAMIHICTpaTUBHY opraHy AAMC TepuTopianbHui AHA OOPMNEHHSA
nocnyry, Wo HaAAETbCA, Ha PaxyHKW, BiAKPUTI TepuTopianbHOro niaposain AMC 3an9BU-aHKeTH.
TepuTopianbHUMKU opraHamm aAMC B nigpo3ainy AMC Y pasi
TepuTopianbHux opraHax AKCY TepPMiHOBOIro

OOPMNEHHS:

7 poboumnx aHiB -
npoTarom 3
pobouunx AHiB 3
AHA 0OPMNEHHS
3anaBU-aHKeTH, y
CTpOK A0 3
pobounx gHis -
NpoTArom 2
po6o4nx AHis.

9 PiweHHs npo odopMneHHs nacnopta MpauiBHuk TepuTopianbHWii He ni3Hiwe Hix Ha
NPUAMAETLCA 3a pesynbTaTaMu  iaeHTudikauii TepuTopianbHoOro opran AMC 15 pobounit aeHb
ocobu, nepeeBipku iHhopmauil noaaoi opraHy AMC TepuTopianbHUh 3 AHSA
3aABHWKOM, Ta aKTy HanexHocti ocobu a0 TepuTopianbHoro niaposain AMC 0OPMNEHHS
rpoMagsHCTBa YKpaiHu. niaposainy AMC 3as8BU-aHKETH.

Y pasi
TepPMiHOBOIro
O OPMNEHHS

7 pobouunx aHiB -
He ni3Hiwe 3
pobounx aHis,
y CTpoK Ao 3
pobouunx aHiB -

3 AHSA
0OpMNEHHSR

3anBU-aHKeTH,
ane He nisHiwe
2 po6ouunx aHis

10 OdopmneHHs (nepcoHanizauia) nacnopta | AN «MNonirpadivynnin | AN «MNonirpadiyHuin | He  nisHiwe 3
rPOMaAsHMHa YKpaiHu ANs BUI3Ay 3@ KOPAOH Ta | KOM6IHAaT «YKpaiHa» no | koM6iHaT «YkpaiHa» po6o4unx AHiB
AoCTaBKa Ao TEPWUTOPIaNbHCrO | BUFOTOBNEHHK UIHHUX | MO BUrOTOBNEHHK
opraHy/TeputopianbHoro nigposainy AMC nanepis» UiHHUX nanepis»

13 Y pasi NpUAHATTA 3a8BU-aHKETU Yy LEHTPI MpauiBHuk TepuTopianbHui He nisHiwe 20
HaaaHHA aAMiHICTpaTUBHUX TepuTopianbHOro opran AMC pobounx AHiB 3
nocnyr/aepxxaBHoMy niANPUEMCTBI, wo opraHy AMC TepuTopianbHui AHSA  OPOPMNEHHSA
Hanexwutb A0 chepun ynpasniHHs AMC, a6o wero TepUTopianbHOro niapo3ain AMC 3aABU-aHKETH
BiAOKpPEeMNeHux niaposainis, MaTepianbHO niapo3ainy AMC Y pasi
BiANOBiAaNbHa ocoba TepuTopianbHOro LleHTp HaaaHHsA TEPMIHOBOIro
opraHy/TeputopianbHoro nigposainy AMC Ha LEHTPY HaAaHHSA aAMIHICTpaTUBHUX OOpPMNEHHSA:
NiACTaBi akTa npuitMaHHA-nepeaadi nepepae AAMIHICTPaTUBHUX nocnyr 7 pobouux AHiB -
MaTepianbHoO BiANOBIAanbHiIn 0cobi nocnyr He ni3Hiwe 7
YNOBHOBaxeHoro cy6'ekta nepcoHanizosaHi [epxaBHe pobounx AHiB;
6naHku nacnopra. AEepXaBHOro NiANPUEMCTBO, WO y CTpoK Ao 3

niANpuUeEMCTBa, Wo HanexuTb A0 pobounx aHiB -
HanexwuTe A0 chepwm cdhepu ynpaeniHHA He ni3Hiwe 3
ynpaeniHHs AMC, a6o OMC, a6o ioro pobounx AHIB.
Moro BiAOKpeMneHmx BiAOKPEMNEeHUX
niagposainis nigposainis
1.2 Buaava nacnopta rpomagsHvHa Ykpaiqu MpauiBHUK TepuTopianbHuh Ha 8 po6ouunn
ANsA BUI3AY 3a KOPAOH TepuTopianbHOro opraH AeHb 3 AHA
oprany AMC TepuTopianbHUiA 0OpPMNEHHSA
Y pasi NpUAHATTS pilleHHs Npo BiAMOBY B TepUTOpianbHOro niapo3ain AMC 3a8BU-aHKETH,
OOpPMNEHHI um BUAaui nacnopra 3a niapo3ainy AMC LeHTp HaaaHHs ane He nisHiwe 20
pesynbtataMn  po3rnaay  3asBU-aHKETH  Ta LEeHTpY HajaHHsA aAMiHICTpaTUBHUX po6ounx AHIB 3
NnoAaHWx  [AOKYMEHTIB HaJaETbCA MUCbMOBA - aAMIHICTpaTUBHUX nocnyr OHSA 0OPMNEHHS

3aABU-GHKETH




4

DepXaBHOro nNiANPUEMCTBO, WO Y pasi
NiANPUEMCTBA, WO HanexuTb A0 TEPMIHOBOIO
HanexuTb Ao chepu chepu ynpaBniHHA 0hOpPMNEHHS:
ynpaeniiHa AMC, abo AMC, a6o ioro 7 pobounx AHiB-
A0ro BiAOKPEMNEHUX BiAOKPEMNEHUX He Ni3HiWwe HiX
niaposainis niapo3ainis yepes 7 pobouunx
AHIB;
y CTpoOK A0 3

po6oumnx AHiB -
HE Ni3HiWwe HiX
yepes 3 pobouunx
OHiB.

13

OcCKapXeHHs PieHHs Npo BiaMoBY B OGOPMNEHHI 4u BMAAYi nacnopra
MOXe BYTW OCKapXeHO 0CO60K B aAMiHICTPAaTUBHOMY MOPAAKY abo
Ao CyAy.

TeputopianbHuii  opraH  [MC Mae npaso NEPErnaHyTH
pilLEHHS, MPUAHATE TEPUTOPIaNbHUM niapo3ainom AMC, i 3a
HasBHOCTI niactas 3060B’A3aTM  MOro CkacyeaTu MnoONepeaHe
PilUEHHA NpO BiAMOBY B OG(OPMNEHHI YK Buaadi nacnoprta i
NPWIAHATW HOBE PilEHHS Ha NIACTaBI paHille NoAaHUX NOKYMEHTIB.

IHcdopMaLis Npo pe3ynbTaTu PO3rnsay CKapru A0BOAUTLCA AO
BiAOMa 3a8BHUKA B YCTAHOBNEHWUW 3aKOHOAABCTBOM CTPOK.

* Y pasi nogaHHa oco6oro a6o ii 3aKOHHUM NpeACTaBHUKOM nia_uvac npuitoMy AokyMeHTiB iHdopmauii
(pekBi3uTiB nnartexy) Npo cniaty aAMiHiCTpaTHMBHOro 36opy B Gyab-akii copmMi, 3a AKOI MOXe 6yTH
nepesipeHo (akKT onnaTH i3 BUKOPUCTAHHAM NPOrpaMHOro NpPoaykKTy «check», KBUTaHUIA PO3APYKOBYETLCA
BiANOBiAHMM NpauUiBHUKOM TepuTOpiaNbHOro opraHy/TepuTopianbHoro niaposainy AAMC/ynoBHoBaXkeHOro
cy6’exTa 3a AONOMOIOI0 NPOrpaMHOro NPOAYKTY «check» iuHol i.

HavanbHuK BepecTUHCbKOro BiaAiny ((f
Y AMC y XapkiBcbki obnacTi ) C /; Bonoanmup AO/IKEHKO
/ (
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