JIETTAPTAMEHT OCBITU TA HAYKHW OJIECHEKOI MICBKOI PAJIU

HAKA3

/ ,Y 4 2020 M. Oneca NQgégj_

[Ipo 3ameepooicens pecnamenmy

pobomu npayieHUKi6 0enapmamenmy
ocgimu ma Hayku Odecokoi micbkoi paou
6 mepeoici [nmeprem ma

geoerHs OOKYMeHmoooi2y

Bianosinuo 1o 3akoHiB Ykpainu «[lpo 3axuct indopmallii B iHpopmaliiHo-
TeJeKOMYHIiKaliiiHux cucteMax», «I1po ocHOBHI 3acaju 3abe3neueHHs kibepOesnexu
Vkpainu» 31 3minamu, nocraHoBd KabGinety MinictpiB Ykpaiun Big 21.10.2015
Ne51 «Jlesiki mMUTaHHS BHUKOPUCTAHHS JOMEHHUX IMEH [Ep)KaBHMMM OpraHaMu B
YKpalHCLKOMY CerMeHTi [HTepHeTy», 3riaHo 3 nuctom CiryxOu Ge3nexn YKpaiHu Bij
21.09.2010 Ne 2/4/1-35628 «lIIpo icHyBaHHS peallbHUX 3arpo3 JiepKaBHUM
iHpopMaLiHHKUM pecypcam», pillieHHs BMKOHABYOro komitety Oj1echKoi MiChKOT
pami Big 22.10.2012 Ned408 «Ilpo BHeceHHst 3MiH Ta J0NoOBHEHL 10 Pernmamenty
BMKOHaBUMX opraHiB Opecbkoi MiIChKOT paa, 3aTBEPAKEHOro  pILIIEHHSIM
BHKOHaBUOro komitery Omecbkoro micbkoro ronosu Bix 31.10.2005 Ne754» (3i
3MiHAMH Ta JOMNOBHEHHSIMH ), po3nopsypkeHHs Onecbkoi Micbkoi paau Big 09.02.2012
Ne77-01p «Ilpo 3aTBepukeHHst IHCTpYKLIT 3 JAIJIOBOACTBA y BHKOHABYMX OpraHax
Opecbkol MicbKOi paau», 3 MeTow 3ale3nedeHHsl 3axucTy iHdopmauii B
iHhopMaLifiHO-TeIEKOMYHIKaI[IiHIA CcHCTeMi JernapTamMeHTy OCBITM Ta HayKu
OnecbKol MiChKOI pajy, OpraHizalii eJIeKTPOHHOro J0KYyMeHTOooOIry, e(eKTHBHOI
po0OTH 3 HOPMATHBHO-ITPABOBUMH JIOKYMEHTAMM B J€apTaMeHT] OCBITH Ta HayKu
Opnecbkoi MicbkoT paau (nani - JlenaprameHT)

HAKA3VYIO:

1. 3atBepautu [lpaBuna poOOTH NpaLiBHUKIB JeMapTaMEHTY OCBITH Ta HayKH
Onecbkoi MichbKOT paau y Mepexi [HTepHeT (aoaatok ).

2. 3arBepautu PernameHT poOOTH MpalliBHUKIB IENapTaMEHTY OCBITM Ta HayKH
OiecbKOT MiChKOT pajiv 3 eJeKTPOHHOK MOLLUTO (J10AaTOK 2).

3. 3arBepauTH IHCTPYKIIitO BEJGHHS JOKYMEHTOOOIrY AenapTaMeHTy OCBIT Ta HayKH
Onecbkol MicbKOT paau (101aTOK 3).

4. Tlpusnauutn KOBAJIBUYK Ipuny BomoaumupiBHy, HauajibHMKa BIULLITY
iHpopMalifHO-IHHOBAIIMHIUX ~TEXHOJNIOTIH JernapTamMeHTy OCBITH Ta HayKw
Opnecbkoi MICBKOT paiy, BiAMOBIAATBHOI 3a Oprasizauilo poboTH Mepexi
IHTepHeT Ta BifeocrnocTepexeHHs y JlenapTaMeHTi.

5. Ipusnauunt  TPAUYK  Csitiany  IBaHiBHY,  3aBiylody  CEKTOpPOM
JIOKYMEHTallbHO-OpraHizaliiftHoro 3ade3rneyeHHs JenapTaMeHTy OCBITH Ta HayKH




Opnecbkoi  Micbkoi  pajid,  BIANOBIAAbHOK 3@  OpraHizalil0  BeeHHs
JOKyMeHTOoOoOIry JlemapTaMeHTy, y TOMY YMCIli €l1eKTPOHHOTO T0KYMEHTO00Iry y
cucremi «I1JIO 11.0», poGotu y Mepexi «€AMHOrO peecTpy 3BEpHEHHS MPOMaIsH
micta Onecu.

6. Ilpuznauntn JIYMBPABY Haranmo MukonaiBHy, TroJOBHOrO —criewiajiicra
CEKTOPOM JIOKYMEHTaIbHO-OpraHi3aliifHoro 3abe3neueHHs AenapTaMeHTy OCBIiTH
Ta Hayku OJechKOi MICBKOT pajy, BIANOBIJAILHOIO 32 00poOKy, mnepemauy i
npuiioM iHopmauii 3 «EIMHOro peecTpy 3BepHEHHs rpomajsii micta Onecn»
Ta eJIEKTPOHHOI nowTu JlemaprameHTy.

7. HauanbHukam BILJIIB AenapTaMeHTy ocBiTH Ta Haykd Oj1ecbKOi MiChKOI paiu
O3HaMOMMUTH NpauiBHUKIB cBOIX BiaauliB Jlenapramenty 3 n.1.2 1boro Hakasy
i 0cCOOMCTUH MiAmNucC.

8. BBaxxaTu TakuMm, 110 BTpPAaTHB YMHHICTh Haka3 [eMapTaMeHTy OCBITH Ta HayKH
Opnecekoi micekoi paau Bix 29.12.2018 poxky No 419 «[lpo 3aTBepkeHHs
periiaMeHTy poOOTH MpaliBHHUKIB JernapTamMeHTy OCBiTHM Ta Hayku Oecbkoi
MICBKOT B Mepexi [HTepHeT».

9. KoHTponb 3a BUKOHAHHSM LbOI'O Haka3y MOKIJIACTH Ha 3acTylHHWKA AMpPEKTOpa
ZiernapTaMeHTy OCBITH Ta Hayku Onecbkoi Micbkoi paau Ctosbosy I.€.

JMpeKTop nenaprameHTy O.B. byliHeBuu

Cronbosa I.€.
776-11-05




Jlonatoxk 1
J10 Haka3zy JlerapTaMeHTy OCBITH
Ta Hayku OziecbKoi MiCbKO1 paau

Bin /¥. '%aZOaWpOKy
N 25

[IpaBuaa podoru
NpauiBHUKIB 1eNapTaMeHTy OCBITH Ta HAYKH
Onecbkoi micbkoi paau y mepewxi Intepuer

1. 3arajabHi NOJIOKEHHS.

Jani IlpaBuna peryoroTh YMOBH 1 TIOPSIIOK BUKOPUCTaHHS Mepexi [HTepHeT
yepe3 pecypcu JAenapTraMeHTy OCBITH Ta Hayku Ojiecbkol Micbkol paau (xani —
JlenapTamMeHT) MpaliBHUKAMU CTPYKTYPHHUX MiApo3aitiB [lenaprameHTy.

1.1. Bukopucranus mepexi [HtepHer y JlemapTaMeHTI cripsiMOBaHe Ha BUPILLIEHHS
3aBJaHb HABUYAJIbHO-BUXOBHOI'O MPOLECY, 3IMCHEHHS METOJAMYHMUX, KepYIOUuX
Ta KOHTPOJIIOIOUUX (PYHKIIIH TOIIO.

1.2. BukopucranHss Mepexi IHtepHer y JlemaprameHTI MNiJIKOPSIETBCS HACTYIHUM
MPUHLUIIAM:
— BIJIMOBIJIHICTH BUPOOHUYUM Ta OCBITHIM LIJISAM;
— CIpPUSIHHSI TapMOHIYHOMY (POPMYBAHHIO | PO3BUTKY OCOOMCTOCTI;
— roBara /10 3aKOHY, aBTOPCbKHUX, CYMI’KHMX MpaB, @ TAKOK IHILIKWX MpaB, YeCTI

Ta IHOCTI 1HILIKMX FPOMA/IsiH i KOPUCTYBauiB [HTepHeTY;

— npuadaHHS HOBUX HABUYOK | 3HAHB;
— PO3LIMPEHHs 3aCTOCOBYBAHOIO CMEKTPY HABUAILHUX | HAOUHUX MOCIOHHUKIB;
— couianizamis ocoOucToCTi, BBeJAeHHS B iHpOpMalliiiHe CYCIIiTLCTBO.

1.3. Bukopucrtanusi mepexi [ureprer y JlenaprameHTi MOXKIJIMBE BUKIIIOUHO 3@ YMOBH
o3HalOMJIEHHS 1 3roau ocoOu-KopucTyBada 3 aaHumu [IpaBunamu.

1.4. O3HailomieHHSs 1 3ro/ia 3aCBiUYETHCS MIAMUCOM 0COOM B apKyllli 03HAHOMJICHHS
1 3roau 3 [IpaBunamu.

1.5. Jlo poGortu B Mepesxi [HTepHET nomyckaroThest 0COOH, 110 MPOHIIIITH IHCTPYKTaK
1 3000B's13a7MCS AOTPUMYBATH MPaBUJ poOOTH.

1.6. Jlani [lpaBuiia MatoTh cTaTyC JIOKaJbHOIO HOPMATUBHOTO aKTy JlenapraMeHTy.

2. Oprauizauisi po6oru y mepewxi Inrepuer.

2.1. IlpaBuna BUKOpUCTaHHs Mepexi [HTepHeT po3pobisioThes y [lenapramenTi Ta
3aTBEp/UKYIOThCS HaKa3oM aupekTopa JlenaprameHTy.

. Bukopucranus mepexi IntepHer B JlemapTtaMeHTI 3IHCHIOETBCS, SIK MPaBUIIO,
BIATIOBIHO /10 3aBAaHb Ta [lonoxenHs npo JlenaprameHrt.

2.3. Ilpu po3podbui [IpaBui kepyroThes:
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— 3aKOHOJABCTBOM Y KpaiHM;

—  JI0CBiZOM JIOLUNBHOL Ta eheKTUBHOI oprasizaii poGOTH 3 BUKOPHUCTAHHIM
indopmaLiHHKX TeXHOOTIH i MOXKIUBOCTEN [HTEPHETY]

— 3aBaHHsMU JlernapTaMeHTy;

— peKOMEeHJallisIMHU npodibHUX OPTraHiB i opraHizauiii B cepi knacudikauii
pecypciB Mepexi.

Jlns 3abe3nedeHHs J0CTYIy npaiisHuKiB JlenapramMeHTy J10 mepexi [HTepHeT Y

BiIMOBIIHOCTI 3 BCTAHOBJICHUMH [paBunaMu JIMPEKTOP JlenapTaMeHTy:

— npuiimae pillleHHss PO MPU3HAYCHHS BLMOBIANLHIX 3@ OpraHi3aLiio
poGoTH 3 [HTEpHETOM { 0OMeXKeHHs JIOCTYITY;

— mnpuiimMae pileHHs Mpo 7103B11/0/10KyBaHHs AOCTYyIy 1O MEBHUX pecypciB Ta
(a60) KaTeropiit pecypcis mepexi IHTepHeT;

_ Bu3Hauae xapakrep i 00’eM indopmartii, 1o myOmKyeThes Ha [HTepHeT-
pecypcax.

BixnosiansHuii 3a opratisarito poGoTH 3 IHTepHETOM:

— TIpoBOAWTb MOHITOPUHT BHKOPUCTAHHA KoMI'1oTepiB y Mepexi IHTepHeT
MpaliBHUKaMH;

— indopmye AMPEKTOpa MPO MOPYLUICHHA npatipukamu fanux [lpasuin Ta
[HIIXX HOpPMATUBHUX JIOKYMEHTIB, 110 perjiaMeHTyioTh BUKOPHUCTaHHS
mepexi IHTepHeT y JlenapTaMeHTi.

[Ipy BMKOPHMCTAHHI mepexi InTepHeT B JlerrapTaMeHTi MpaliBHAKaM HaJa€TbCs

JOCTYTl TiJbKHA [0 THX pecypciB, 3MIiCT SKHX He CyMepeduTh 3aKOHO/IaBCTBY

Ykpain, i gKi HeoOX1HI /Ul BAKOHAHHS HUMH 1MOCAI0BUX 000B’SI3KIB.

BianosifanbHKi 32 pO3MILLEHHS indopmauii Ha [HTepHeT-pecypeax (BeOcaiTy)

JlemaprameHTy 3a0e3rne4ye:

— JOTPUMAaHHs 1iF040ro 3aKOHOJABCTBA Ykpainu, iHTepeciB 1 MpaB rPOMAIAH;
—  JIOCTOBIpHICTb | KOPEKTHICT indopmauir;
— 3aXUCT NepCOHAIbHUX AaHUX!

2.7.1. TlepcoHaiibHi JlaHi y4HIB (BKJIIOYAI0YH npissuile Ta iM's, Kyac/pik
naByanys, Bik, GpoTorpadito, naHi mpo Miclie POKUBAHHS, TeNePOHH Ta
iHmi BigoMocTi 0cOOHMCTOrO XapakTepy) MOXKYTb po3MilllyBaTHCs Ha
[HTepHeT-pecypcax, CTBOPCHHX JlenapTaMeHTOM, TiJIbKH 31 3roju
6aThkiB 200 0ci6, MO TX 3aMIHIOIOTH. [lepcoHalbHi J1aHi MpariBHUKIB
saKsaiB ocBiTH /JlenmapTaMeHTOM pO3MilLlyl0ThCs Ha [HTepHET-pecypeax
TinBKY 31 3rojiM 0COOH, Ui MepcoHANIbHI JlaHi PO3MILLYIOTbCS.

. B indopmaniiHux MOBiIOMJIEHHAX TPO 3aX0JH, 11O PO3MILLYIOTECS Ha
peGcaiiTi  JlemaprameHty 0e3 [IOBiZIOMJIEHHSI 1 OTpUMaHHs 3TOIH
srajaHux oci6 abo X 3aKOHHHX [peCTaBHUKIB, MOXYTb BKa3yBaTHCAH
TiALKA Mpi3BUILE Ta M8 ydHS 260 mpi3Bullie Ta iM’s BUKIalada,
npatiBHyKa, 6aTbka ado marepi.

2.7.3.Tlpu oTpuUMaHHi 3roau Ha pO3MilLeHHs  [epPCOHATbHNX  JIaHMX

npejacTaBHUK JlenapTaMeHTy 30608’ s3aHUIA  PO3’ACHUTH MOJKJTHBI
pU3MKKA 1 HACIHIIKK ix omyGnikysanus. JlenapTamMeHT HE HECC
BiAMOBIZAJIBHOCTI 3@ TaKi HACIIJKH, AKLIO roriepeiibo Oysa oTpuMaHa
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sroma ocobu (fi 3aKOHHOro MpeACTaBHWKA) Ha OMyOJiKyBaHHS
NEePCOHAIbHUX JIaHUX.

3. Ilpasa Ta 060B’sI3KH KOPHCTYBa4iB.

BukopucTanHs Mepexi [HTepHeT y JlenapTaMeHTi 3/1IHCHIOETBCS, SK MPABUIIO,

BIZIMOBIIHO 1O METH Ta 3aB/laHb.

3.2.

Jlo poboTu y Mepexi [HTEpHET JIONYyCKatOThCs OCOOH, L0  MPOHLILIHK

iHCTpYKTaX i 30608’ s13aucs JoTpumyBaTucs [Ipasui podot.
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[TpaniBuuku [enapraMeHTy MarOTh [paBo:

[IpamoBatt y Mepexi IHTepHeT BINPOJOBXK PoOOYOro 4acy, BH3HAUEHOIO
JlemapTaMeHTOM.

3GepiraTi oTpuMaHy iHpopMallilo Ha 3HIMHOMY AMCKY (diieln-Hakonu1yBsati).
Maru OOJNIKOBMI 3amuc  €JEeKTPOHHOT MOWITH Ha IHTepHeT-pecypcax
JlenaprameHTy.

ITpu BUKOpHCcTaHHi Mepexi [HTepHeT y JlenaprameHTi NpaliBHUKaM HAla€ThCs
JIOCTYI TiIBKH 0 THX PeCypciB, 3MICT SIKMX HE CyNepedMTb 3aKOHOAABCTBY
Vkpaiuu 1 siki MarTh NpsiMe BiJHOLIEHHS J0 BUKOHAHHS HWUMH [0CAT0BHUX
000B’SI3KIB.

[TpauiBHukam JlenaprameHTy 3a00pOHEHO:

3aiiicHioBaTH J1iT 3a00pOHEHI 3aKOHOIaBCTBOM Y KpalHH.

BigsimyBatu BeGcaiiTu, 3MicT | TeMaTWka sSKMX He JIOMyCTHMI Ta/abo
MOPYILIYIOTh 3aKOHOJABCTBO YKpainu (rmopHorpadis, epoTHka, npornaraxia
HACWIUIS, ~ TEPOPM3MY,  MOJITHYHOrO  Ta  PeNriiHOro  eKkcTpemismy,
HALOHAIBHOI, pAcoBOi Ta iH. BOPOJYKHeYl, iHIII pecypecH  CXOKOI
CTIPSIMOBAHOCTI ). '

TommproBaTy 06pasIuBy, TaKy, IO He Bi/NOBijae AIHCHOCTI, raHBOUTD IHIINX
oci0, iHhopmallito, MOrpPoO3H.

3aBaHTaXyBaTH Ta MOIIMPIOBATH Marepiaiu, WO MicTATh Bipycu abo i
KOMIT'IOTepHi KoaM, (aiiny 1 mporpamMu, HpU3HAYEHl s MOPYIIEHHS,
3HUIIEHHST a00 oOMekeHHs (YHKIIOHATBHOCTI Oyb-SIKOro KOMIT FOTEPHOI0
ab0 TeJeKOMyHiKallifiHOro OOGNajHAHHS YK TIpOrpam, i 3AIHCHeHHS
HECAHKI[IOHOBAHOTO JOCTYMY, a TaKoXk CepiliHi HOMepH 10 KOMEpLIHHHX
MpPOrpaMHKMX NPOAYKTIB i Nporpamu Auis X reHepatii, Joritu, naposi Ta IHL
3acO0M JUIS OZleprkaHHs HECAHKLIOHOBAHOrO JOCTYIY JI0 MUIATHUX PecypciB B
[HTepHETI, @ TAKOXk PO3MIlLEHHs IOCKHIIAHb Ha BHILE3rajiaHy iH(opmaitito.
3amyckati  (aiinu Ge3 nomepeAHBOT TMEpeBipKM HAa HASBHICTb BIpYCiB
BCTAHOBJIEHUM aHTUBIPYCHHUM ITAKETOM.

BcTaHOBIIOBATH Ha KOMI'loTepax [0JaTKOBE Nporpamue 3ale3rnedyeHHs, ske
oTpumane B IuTepHeri, Tak i Oyap-sike iHUIe 0e3 MOrOKEHHA 3
BIAMOBIIAJILHOIO 0CO00I0.

3MmiHioBaTH KOH(Irypalilo KOMM’IOTepiB, y TOMY YMCIi MiHATH CHCTEMHI
HACTPOMKH KOMIT'IOTepa i BCIX MPOrpam, 110 Ha HbOMY BCTaHOBIICHI (3aCTaBKH,
KapTHHKY po6040ro CTolly, CTapToOBOi CTOpiHKK Opay3epa).




3.4.8. BUKOpUCTOBYBaTH  MOJKJIMBOCTI ~ «TOYKM  JOCTymy JO  IHTepHeTy»
JlemapraMeHTy [UIsi NEPEecWNIKM 1 3alucy HENPUCTOHHOI, HAKJICMHHUIBKOI,
00pa3n1Boi Ta nopHorpadiyHoil NPOAYKILii, MaTepialiB Ta iHdhopmalii.

3.4.9. 3npiiicHioBaTH Oyb-5Ki yroau yepes IHTepHeT.

3.5. [TlpauiBHuku JlenapramMeHTy HECyTh Bi/IMOBIIaIbHICTh:

3.5.1. 3a 3micT iHpopMmallii, 110 NepeaaeThes, MPUNMAETHCS | IPYKYEThCS.

3.5.2. 3a HaHeceHHs Oynab-sikOro 30WMTKY OOJIaAHAHHIO B «TOYLI JOCTYIY JI0
[nTtepreTy» (mncyBaHHs MaiiHa, BMBEJEHHsI O0jajJHaHHs 3 poOOYOro CTaHy)
KOPHUCTYBa4 Hece MaTepialibHy Bi/INMOBIIAJIbHICTb.

3.6. Ilpu BuMaakoBOMYy BHSIBIE€HHI pecypcy, 3MiCT SKOrO He Ma€ BiJHOIIEHHS JI0

poboyoro mpouecy, NpaliBHUK 3000B’s3aHuil 3adikcyBaTH JOMEHHY ajipecy

pecypcy i 4ac HOro BUSIBJIEHHS i MOBIJIOMUTH 0co0y, siIKa Bi/MOBi1a/ibHa 38 poboTy y

mepexi IntepHet y JlemaprameHTi.

3.7. BianosiganbHUI 30008’ I3aHUIM:

— MNpUHHATH iHPOPMALIiIO BiJl MpalliBHUKA;

— HampaBUTH iH(MOPMALIO MPO HEKATEropi30BaHUN pecypc ornepaTopy TeXHIYHUX
3ac00iB 1 MporpamMHoro 3ades3rneuveHHs: TEXHIYHOro OOMEXKEHHs JOCTYIyY JI0
iHpopMmarlii;

— Yy BUINAJKYy SBHOIO IOPYLIEHHS BHSBIEHUM pPECypcOM 3aKOHO/JABCTBA YKpaiHu
MOBIAOMUTH PO HBOTO MO CreHiaNbHii «raps4iil JiHil» Aas BKHBAHHS 3aXO0J1iB
BIZIMOBIAHO J10 3aKOHO/1aBCTBA (BIPOJIOBK JTOOM).




1.1.

1.2

1.3.

1.4.

2.1

(§S]
o

2:3.

o
=

o
wn

2.6.

JlopaTok 2
110 HAKa3y JernapTaMeHTy OCBITH
Ta Hayky Oz1echKOi MiCbKOT pau

sin /#. A LelFpoxy
N K65

PeraMeHT po0OTH MPaliBHUKIB
JenapTaMeHTy OCBITH Ta HAYKH OnecbKOi MichbKOT paiH
3 eJIEKTPOHHOIO NMOITOI0

1. 3arajibHi MOJIOKEHHSs.

EnexTpoHHa IOIITa Yy flenapTaMeHTi OCBITH Ta HayKH OnecbKoi MiCbKOI paau
(mani - JlemapTaMeHT) MOXKe BUKOPHCTOBYBATHCA TiNbKH y GyHKLIOHANBHKX
OCBITHIX LiNAX, B yKPaTHCHKOMY CErMEHTI.

KopucTyBaui MOBMHHI JOTPUMYBATHCA [PaBHI pobOTH 3 ENIeKTPOHHOIO
[TOILITOIO TA €TUYHUX HOPM CIIJIKYBaHHS.

[Tepea BiampaBlIeHHAM HOBLIOMJIEHHS HEOOXIIHO TIEPEBIPSTH MPABOIMHC 1
rpaMaTUKy TEKCTY.

EjleKTpOHHE MOCIaHHs He MOBMHHE BHUKOPHCTOBYBATHCH JUIs TIepecusIaHHs
CeKpeTHOT i KOH(INeHUIHHOT iHopmallii, OCKIJIbKH € eKBiBAJIEHTOM TOLUTOBOI
JIUCTIBKH.

2. lMopsinok 06podKH, nepenadyi i npuiomy JIOKYMEHTIB
110 eJeKTPOHHIH MowTi.

EJeKTPOHHOK ~ TOMITOI  31MCHIOETECH oflepXkKaHHs  H  BUIMPABICHHS
inpopmatii 3aKOHO/1aB40ro, HOPMAaTHBHO-TIPaBOBOTO, HaBYaAJIbHO-
METOAMYHOr0, BAPOOHUHOTO XapaKTepy.

Kosxen mpalliBHuk JlenaprameHTy Hece MepCOHaIbHY BIMOBIIANILHICTE 32
HeHaJIeKHY MiroToBKY iHhopmaLlii 10 repeiadi eleKTPOHHOIO MOLITOIO.
[lepenani 3a 10MOMOro0 e/leKTPOHHOI mowTH OilifiHi 10KyMEHTH MOBUHHI
MaTH BUXIHWI peecTpalliiHii HOMED.

Vci nepenasi HaBYAIbLHO-METOIMYHI H 1OBiIKOBO-iH(OpMALIHHI MaTepialy
MOBMHHI TepeaBaTHCs i3 CyNpOBIHUM JIHCTOM.

Jinst  BianpaBieHHs €JIeKTPOHHOIO [OBIIOMJIEHHS KOPMCTyBad OQOpMIIse
JIOKYMEHT BiJINOBIZIHO /10 BUMOT odopmiieHHs ODiLIHHNX JIOKYMEHTIB Ta HaJa€
[0 JIOKaJbHIN Mepexi abo Ha HoCl indopmallifo BiAMOBiAaTbLHOMY 38 poboTy
eJIEKTPOHHOI MOIITH.

KopucTyBauaM 3a00pOHEHO:

2.6.1 bparu y4acTe Yy pO3CHJIaHHI MOcaHb, HE [MOB'SI3aHMX 3 OCBITHIM
npoiecoM abo BUKOHAHHIM (GyHKIIOHATBHUX 000B’SI3KIB.

2.6.2 Tlepecunaty 3a J0BUIBHUMHM ajapecaMu HE 3anuTyBaHy CrOKUBaYamu
iHpopmallito (crnam).

2.6.3 BianpapisTy MOBiIOMICHHS POTH3AKOHHOTO 260 HEeTHYHOrO 3MICTY.
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BinnosiganeHuii 3a 00poOKy, mnepemady W npuiiom  iHpopmauii 3
eJIeKTPOHHOT noLuTH [lenapraMeHTy:

3abesneuye Gesnepebiline GYHKLUIOHYBAHHS €JEKTPOHHOT MOLITH | OJIepyKaHHs
iHpopmaLii He pijlle ABOX pa3iB Yy AEHb.

PeecTpye TOKyMEHT y sKypHanax o6iKy BXiqHOI (BMXiqHOT) JoKyMeHTalii abo
B €JIEKTPOHHIN CUCTEMI.

[Tepenae TOKYMEHT Ha poO3IJiIsiA AMpeKTopy JlenaprameHTy.

VY  BUMNAAKy HEMOKJIMBOCTI TMPOYUTAHHS EIEKTPOHHOrO  [OBIIAOMIIEHHS
MOBIOMJISIE PO L€ BiANMPAaBHUKA.

Hazcunae eneKTpoHHY KOIIiKO JIMCTA-BiAMOBII 3asBHUKY y pa3i HEOOXiJHOCTI
1H(OpMyBaHHS.

3abe3neuye MpoOLEC KOHTPOJIKO BHUKOHAHHS Ta pearyBaHHs Ha OQILIAHI
eJIeKTPOHHI 3BepHEHHS, 3/1iHCHEHHSI MPOIIeYPH i/ IrOTOBKH BIAMOBIJLI.




JlonaTtok 3
J10 HaKasy JIelapTaMeHTy OCBITH
Ta Hayku OziecbKoi MiChbKOT paau

Bin _/#. H . AP poxy
Ne XES

InceTpykuis
BeJeHHH JIOKYMeHTOo00Iry 1enapramMeHTy ocBiT Ta Haykn Oaecbkoi MicbKol paau

I. 3arajbHi NoJI0KEeHHA

1. IHcTpykuist BeaeHHS NOKYMEHTOOOIry B JenapTaMeHTi OCBiTI Ta HayKu
Opnecbkoi  micbkoi paau  (nani - JlenaprameHT) BCTAHOBIIOE BHMOTH  JI0
JIOKyMEHTYBaHHsl yIPaBJliIHCbKOI iH(pOpMaLlil Ta oprasizauii poOoTu 3 A0KyMEHTaMH
y JlemapraMeHTI He3alexHO BiA crocoOy (ikcallil Ta BiATBOpeHHs iHdopmallii, ska
MICTHUTBCSI B JOKYMEHTAX, BKJIIOYAIOYH IX MiIrOTOBKY, peecTpaiiito, 00iK i KOHTPOIIb
32 BUKOHAHHSIM.

2. llopsinok  oprasizaiii  eleKTPOHHOI'O  JIOKYMEHTooOiry, pobotu 3
€IEKTPOHHUMH  JOKyMEHTaMHU B  JAUIOBOACTBI  JlemaprameHTy, 3AilCHEHHs
JUIOBOJICTBA 31 3BEpHEHHSMHU IPOMAJSIH, 3alMTaMu Ha iH(GOpMallilo BU3HAYAIOTHLCS
OKpPEMHUMH HOPMATUBHO-TIPABOBUMH aKTaAMH.

3. BianosizanbHICTh 3a OpraHizauilo AO0KYMEHTOOOIry HeCyTb MpalliBHUKH
CeKTOpa JOKyMeHTallbHO-OpraHizaliiiHoro 3abe3neueHHs [lenaprameHry.

3a 3MICT, SKICTh MiJAFOTOBKU Ta 0(hOPMJIEHHS Ha HaJeKHOMY PiBHI JIOKYMEHTIB,
110 pO3poOISIOTHCS HAa BUKOHAHHS 3aBlaHb, BU3HAYEHWX Yy 3aKOHAX YKpaiHw,
nocranoBax BepxosHol Paau Ykpainu, akrax ta aopydeHusx [lpesunenra Ykpainu,
axtax KabGinety MinicTpis Ykpainu, nopyuentsx Ilpem’ep-minictpa Ykpaiuu, akrax
LIEHTPAJbHUX | MICLIEBMX OpraHiB BUKOHaBUOT BIaH , @ TAKOX BiAMOBIAEH HA 3aMUTH
I 3BEpPHEHHS HApOAHMX JenmyraTiB YkpaiHM Ta JIemyTaTiB MICLEBHX paj,
KopecnioHaeHIit0 BepxoBroi Pamu Ykpainu, Anminictpauii [lpesunenta Ykpainu,
Kabinety MinictpiB Ykpainu (nani — 3anuTu, 3BepHEHHS, @ TAKOX KOPECTOH/ICHILIis
Bepxosroi Pagu Ykpainu, Aaminictpauii [lpesuaenra Ykpainu, KaGinety MinicTpis
YKpaiHu), TOrOJKEHHS [MPOEKTIB HOPMATUBHO-MPABOBUX AaKTIB BIi/NOBIAAIOTH
BMKOHABIII, HA SIKMUX PO3MHCaHI IOKYMEHTH Ta KepIBHUKH BiaainiB JlenaprameHTy.

4. OCHOBHMM  3aBHaHHSIM  CeKTOpa  JOKyMEHTaJbHO-OpraHi3aliifiHoro
3abe3neyeHHs /lemapraMeHTy €  BCTAHOBJIGHHS  MOPSIAKY  JIOKYMEHTYBaHHs
ynpaBiiHCbkol 1H(opmallil i pobOTH 3 JIOKYMEHTaMH i3 3aCTOCYBAHHSIM Cy4acHHX
aBTOMAaTU30BAaHUX CHUCTEM, KOHTpPOJIb 3@ JOTPUMAHHSIM YCTAHOBIIEHOTO MOPSIKY
poOOTH 3 AOKYMEHTaMHM, Y TOMY YHUCJI €JIeKTPOHHOr0 JOKYMEHTOODIrY Yy CHCTEMI
«A1JIO 11.0». BianoigHo A0 MOKIaJeHUX HA CEKTOP 3aB/1aHb:

- po3po0Jisie HOMeHKIaTypy crnpas JlenaprameHnry;

- 31HCHIOE peecTpallito Ta Beje 00ik JlokyMeHTiB y cuctemi «/11J1O 11.0»;




- OpraHi3oBy€ JIOKYMEHTOOOIr, ((opmyBaHHs crpa, ix 30epiraHHs Ta
NIATOTOBKY A0 Mepeaadl A0 apXiBHOro miapo3auty abo ocoOi, BIAMOBIAaNbHINA 3a
BEJICHHS apXiBy BUKOHABYOr0 OpraHy MiChbKOiI pajiu;

- 3a0e3reuye  BMOPOBA/KEHHS Ta KOHTPOJIKOE  AOTpUMaHHs  [HCTpykKuii,
perjiaMeHTIB Ha OpraHizaliiHo-po3nopsidy A0KyMeHTalllo;

- Oepe ywacTb Yy BIOPOBA/UKEHHI Ta BHUKOpPUCTAaHHI  iH(hOpMaliiHO-
TeJIeKOMYHIKalliifHOT CUCTEMHU JIJI0BOJCTBA, y eeKTpoHHIN cucteMi «I1JIO 11.0»;

- 3[IHCHIOE  KOHTPOJb 3@ CBOEYACHUM pO3MISIAOM Ta  MPOXOIKEHHSIM
JIOKYMEHTIB;

- 3a0e3reuye JOTPUMAHHS €JIMHUX BUMOT I10JI0 MMiJITOTOBKU JOKYMEHTIB Ta
oprasizauii po60TH 3 HUMH B YMOBaX €JIeKTPOHHOTO JIOKYMEHTOOOITY.

5. Opranizauis jainoBoAcTBa y JlemaprameHTi MokI/aJaeThesi Ha 3aBlAyrouy
CEKTOPOM JIOKYMEHTalIbHO-OpraHizaliiHoro 3ade3nevueHHs /lenapraMeHTy.




