ToBapucTBo 3 00MeKeHOI0 BiANOBIIAJBHICTIO
HaykoBo-10CiAHUN iIHCTUTYT
«ABTONIPOM

Cucrema 3axucry indgopmaii

JIO3A™-1
Bepcis 3.2.0

TIHCTPYKIIA
AJIMIHICTPATOPA JOKYMEHTIB

JIO3A-1.13.04.3

TOB H/I “Aptompom”
Kwuis, 2012




2 P000TA 3 0A3AMHE JOKYMEHTIB ........ooiiiiiiiiiiiiatiieeitee sttt e st e et eesbe e et e e e ssbe e e snb e e s snneeasnneeanneas
2.1 CTBOPEHHS A3 .....coveiiiiiiiiiiieii ettt sttt r e re e s r e e b e et et e nre e nre e nreesen e s nens

2.2 BCTAHOBICHHSA ATPHOYTIB OA3M ......oooiviiiiiiiiiiiec i
2.2.1 MakcuManbHUH Ta MIHIMAITBHUN PIBHI IOCTYILY ...eveveisresresirestessesseassessessesnesnesnessessssssessesnesnessessessens
2.2.2 CITHICOK JTOCTYTIY ....veiuveeteeuesssssssssstsasesstassssssaessaessasshessheesas s bs s as s s be s sb e e sb e e b e e be s b b e sb e e sb e sb e e sb e s a e s s e b e sn e
2.2.3 CIIHICOK @YJTHTA ...uvveeuteeauteeanreeaseessseeassessssesasesssseessseeassesaasesaabeeaabeesabeeaabeeas ke e embeesh b e e ambeeasbeeenneessbeesnneennes
2.2.4 Cucok AOCTYIy JJisl JOKYMEHTIB Ta CITUCOK aYAHUTA JUIST JOKYMEHTIB ....ceuversverieesieesieeseeaseeensesnreseeenes
2.2.5 JTOMATKOBL ATPHOYTH ....vveuvinrestistesiestisseasteste st s b b st s esse s nesb e sb bt ass e s e ss e b nb e ab e bt ese e e e s e nenreanenbeene s

3 PO0OTA 3 IOKYMEHTAMEE .......uveiiitieaiiieatieeateteateaeasbeeessbeeaasbeeeasbeeeasbeeeaabeeeasbeeeasbeesanbeesnreeennns
3.2.0 BCTAHOBIICHHST BITACHIKA ....uvvveeeuveeesitreesaesseeesissessssssessaassssesassessssssssssasssssesssesesssssessssssssesissesesssseeseans
3.2.0 BCTaHOBJIEHHS CIUCKY TOCTYITY Ta CITUCKY AYJIHTA ..vevveurerrerensessesseeseesessesnessessessessesssessensensessessesseens



BcTyn

Jokyment “IHCTpyKuis ajaMmiHicTparopa JOKYMEHTIB” € CKJIQJ0BOI0 YaCTHUHOIO
eKCIUTyaTalliifHOT JOKyMEeHTaIlil Ha cucteMy 3axucty iHpopmanii JIO3A-1. Bin npusHaueHuit
JUTSI TIpaIiBHUKA (TIPAlliBHHUKIB), SIKOMY BCTAHOBIICHO POJIb AdMiHicmpamop AoKymeHmig.

AnminicTpaTop 6e3rneKku BUKOHY€E B CUCTEMI Taki (PyHKIIIT:
— CTBOpEHHS aaMiHICTpaTUBHUX 0a3;
— KepyBaHHS JIOCTYIIOM JI0 IOKYMEHTIB, SIKi MICTATHCS B aAMIHICTpaTUBHUX 0a3ax.



1 3aranbHi BigoMocCTi

Y cucreMi OOpOOJISIOTHCS JOKYMEHTH JBOX BHUJIIB: TEKCTOBI JOKYMEHTH Ta
eslekTpoHH1 Tabnumi. JlokymeHnTu 30epiratotbes B 0a3zax ITOKyMeHTIB. B oaHiii 6a3i MOXYyTb
30epiraTuch JOKyMeHTH 000X BHIB. Bcepennni 6a3u TOKyMEHTH MOXYTh OyTH PO3IOJIIICHI
0 TarnkKax.

Hdns  xoxxkHoi  0a3sw  BCTAHOBIIOETbCSA ~ NPUHLUUI ~ KEpyBaHHS  JTOCTYIIOM —
aJIMiHICTpaTUBHE a00 TOBipYe KepyBaHHS (J1ai 3aJUIsl CTUCIIOCTI BUKOPUCTOBYIOTHCS TEPMIHU
“anMiHicTpaTHBHI 0a3u” Ta “noBipui 6azu”).

CekpeTHl JIOKYMEHTH (JOKyMEHTH 3 pIBHEM JOCTYIly TaeMHO Ta Llinkom maemHo)
NOBHMHHI 30epiraTHCh TUTBKM B aJMIHICTpAaTHBHHX Oa3ax. SIKmo iH¢opmalis € BIAcHICTIO
JiepKaBH, JIOKYMEHTH 3 pIBHEM JAOCTyIy [isi cryx608020 KopucmyeaHHsi TIOBHHHI TaKOX
30epiraTuch B aAMiHICTpaTUBHUX ©0a3ax. BukoHaHHs 1iei BuUMOrM 3a0e3MeUyETHCA
napaMeTpoM KoH(]irypamii CHCTEMH MaKCUMAJIbHUIM pPiBeHb  HOOCTYINYy  IJid
noBipumx ©Oas, AIA SKOro aaMiHICTpaTop Oe3leKH IMOBHMHEH BCTAaHOBUTH 3HAYEHHS
Bidokpuma iHgpopmayis. Tlopsim 3 muM B aaMiHICTpaTUBHUX 0a3ax MOXYTh 30epiraTuch i
HECEKPETHI JOKYMEHTH.

AMiHICTpPAaTOp JTOKYMEHTIB MOKE IIPAIIOBATH JIUIIIE 3 aIMIHICTPATUBHIUMHU Oa3aMH.

Jlis  kepyBaHHS —JOCTYIIOM JO JOKYMEHTIiB Ta 0a3 JOKYMEHTIB MOXHa
BUKOPUCTOBYBATH Tpynu Bci 1 AdmiHicmpamopu OokymeHmig, a TaKOX ‘‘BipTyaJlbHOTO”
KOpUCTyBayda BnacHuk. I'pyrma Bci MICTUTB YCiX KOPHCTYBadiB CUCTEMH, Tpyna AdmiHicmpamopu
dokymMeHmie MICTUTh YCiX KOPHCTYBadiB, IKUM BCTaHOBJICHA POJIb AdMiHicmpamop doKymeHmis,
BracHuk BIZITIOBi1a€ KOPUCTYBavy, SKH CTBOPUB 0a3zy 4M JOKYMEHT.



2 PoboTa 3 6a3amMu [OKYyMeHTIB
2.1 CtBOpeHHsA 6a3

ba3su JOKyMeHTIB 3  aIMIHICTpAaTHBHMM  KEPYBaHHSM  JIOCTYIIOM  CTBOPIOE
aJIMIHICTpaTOp JAOKyMeHTIB. | HaBmaku, uis 0a3u, sIKy CTBOPIOE aIMiHICTPATOp JOKYMEHTIB,
ABTOMATHYHO BCTAHOBIIOETHCA aJIMIHICTPaTHBHE KEPYBaHHS JOCTYIIOM. 3MIHIOBAaTH MPHHIIUIT
KepyBaHHs JOCTYIIOM JJIs1 023U HE MOJKHA.

KinpkicTe 6a3, skl HEOOXiHO CTBOPHUTH, aAMIHICTPATOp JOKYMEHTIB BHU3HA4Ya€ Ha
BJIACHUH pO3CYJ, 3TiIHO 3 MOTpedaMu KOpUCTyBadiB. JJOKyMeHTH 3py4yHO 30epiraTté B OJHIN
0a3i, SKIIO CIPaBIPKYIOTHCS TaKi YMOBH:

— JIOKYMEHTH OJIU3bKI 32 TEMATHUKOIO;

— JIOKyMEHTH HE BIAPI3HAIOTHCSA 3a TOBHOBKEHHSIMM IIOJO JAOCTYIy A0 HHUX
KOPHUCTYBAUiB.

2.2 BcTtaHOBRneHHA aTpmbyTiB 6a3u
2.2.1 MakcumanbHuli ma MmiHiManbHul pieHi docmyny

ATpubytu makcumansHull pieeHb docmyry Ta MiHiManbHull pigeHb docmyny BU3HAYaIOTh
BIJIMOBIIHO MaKCHMAaJbHUI Ta MiHIMAJbHUUN PIBHI JOCTYIY JAOKYMEHTIB, SIKi MOXYTh OYyTH
30epexxeHi B 0azi. Ilicia crtBopeHHss 0a3u 3HA4eHHS MHUX aTpUOYTIB MOXYTh OyTH 3a
HEeOoOX1IHOCTI 3MIHEHI.

2.2.2 Cnucok docmyny

ATpubyt Crucok docmyny BU3HAYae, siKi TTOBHOBXCHHS MATHMYTh aJIMiHICTpATOPU
JOKYMEHTIB Ta 3BHYaiiHI KOpUCTyBadi 00 poOOTH 3 0a3010. 3BHYAHUM KOPHCTyBa4aM
MOXYTh OyTH HaJaHi Taki BUAH JOCTYILY:

— YUTaHHS;

— KOpHUTYBaHHS TAIOK;

— CTBOpEHHS JIOKYMEHTIB

— KOpHUTYBaHHS JIOBIIHMKA TUIIIB IOKYMEHTIB.

VY tabmuii 2.1 HaBeeHI peKOMeH A1 010 HaIaHHs TOCTYITy 10 0a3H.

Tabmuns 2.1 — Pexomenarii mo/10 HagaHHs JTOCTYIy J0 06a3u

Bun nocrymy Pexomenmarii

JlocTynu Juis 3BUYaiHUX KOPUCTYBayiB

YuraHHs HanaeTtncst BciM KOpUCTYBa4aM, siKi MPaIOBaTUMYTh 3 0a3010

KopuryBanus namox HanaeTncst JOCBITYEHUM KOPUCTYBa4aM, sIKi 3MiHIOBaTUMYTh
CTPYKTYypY 0azu

CTBOpEHHS TOKYMEHTIB HanaeTtncst BciM KOpUCTyBayaM, SIKMM 32 CITY>)KOOBUMH

000B’s13KaMH HEO0OX1/THO CTBOPIOBATH JJOKYMEHTH B 0asi
(HampuKJIaa, MOXIIMBO, 10 YACTHMHA KOPUCTYBAauiB MOXKE JIUILE
NEeperisAaTi BXKe CTBOPEHI JOKYMEHTH)

Joctynu aig agMIHICTpaTOpiB JOKYMEHTIB

UurtaHHs \ HanaeTncst BciM KopucTyBavyaMm, siKi IPAIIOBAaTUMYTh 3 023010




Bun noctymy Pexomenmarii

Kopurysannst noBinauka | [lae MOXIUBICTh KOpUTYBaHHS JOBIJHUKA TUITIB JOKYMEHTIB.
THUITIB IOKYMEHTIB PexomeHayeThCsl HaZaBaTH JIMIIIE aIMIHICTPATOPaM IOKYMEHTIB
abo JIeKUIPKOM JO0CBiTUeHUM KopucTyBayam. He
PCKOMEHIYEThCS HaIaBaTH MOBHOBAKEHHS 0araTboM

KOPUCTYBa4aM
3anuc atpuOyTiB, L{i BuaM 1OCTYITy HalalOThCs aAMIHICTpaTOpaM JOKYMEHTIB, SKi
3aMuC CMUCKY TOCTYITY, BIJIMOB1IATUMYTh 3a 0azy

3aIUC CITUCKY ay/IuTa,
3MiHa Ha3BHU,
BHIAJICHHS

2.2.3 Cnucok ayduma

PexkomeHTyeThCSI BCTAHOBUTH ayIUT BiJIMOB JUIsl BCIX BHJIB JOCTYILY, & TAKOX ayTUT
YCIIIXiB JUISl TAKKX BUIIB JOCTYITY:

— CTBOpPEHHS JIOKYMEHTIB;

—  3aImc;

— KepyBaHHS JIOCTYIIOM.

2.2.4 Cnucok docmyny Osisi O0OKyMeHmie ma crnucok ayouma Orsi
dOKyMeHmie

Atpubytu Cnucok docmyny Onsi OokymeHmie Ta Crucok ayduma Onsi OOKymeHmie
BU3HAYAIOTh BIAMOBIAHO CHHCOK JIOCTYIly Ta CIIHCOK ayauTa, SKi YyCHaJKOBYIOTHCS
JOKYMEHTaMH, [I0 CTBOPIOIOThCS B 0asi. Kpim Toro, 3miHior0uM 1i aTpuOyTH, MOXHA
OJTHOYACHO 3MIHHUTH BIATOBIIHI aTpUOYTH BCIX TOKYMEHTIB, SIKi BXKE 3HAXOIATHCS B 0asi.

Croucoxk moctymy it JOKYMEHTIB BCTAHOBIIIOETHCS BIJMOBIIHO JO CIY>KOOBUX
000B’s13KIB KOPUCTYBAYiB Ta IXHIX TOBHOBAXKEHb 111010 POOOTH 3 JOKYMEHTAMH.

PexoMeH1yeThCSl BCTAHOBUTH KOPUCTYBAuy BriacHuk TOCTYN KopuayeaHHsi ma ekcropm.
Takuii ke AOCTYN J[OpPEYHO BCTAHOBUTHU KEPIBHUKY IMIJIPO3JLTY, CHIBPOOITHUKH SIKOTO
MpaloBaTUMYTh 13 6a3010. [HIIMM KOpUCTyBadaMm, sSIKUM HEOOXI1HO YUTAaTH JOKYMEHTH 0a3u,
BCTAaHOBITIOETHCS TOCTYIT YumaHHs.

Cnucok ayauTa Juiss JOKYMEHTIB BCTaHOBIIIOETHCS TaKUM UYMHOM, HI00 Y JKypHaui
3aXHUCTy PpEECTPYBAIUCH JIMINE TMOAll, BaXJIMBI 3 TOYKH 30py Oe3neku iHQopmarii.
PexoMeHyeThCSl BCTAaHOBUTH ayauT BIJIMOB JUISl BCIX BHJIB JIOCTYIy Ta ayJdUT YCHIXIB JUIS
TaKUX BUAIB JOCTYIIY:

—  €KCIIOpT;

— BUJAJICHHS,

—  3aIMC BIACHUKA;

— 3amuc piBHSA JOCTYIY;

—  3aIllC CHHUCKY JOCTYIY;

— 3aIluC CHHUCKY ayJuTa.

Axmo B 6a31 30epiraroThCsi Ba)JIMBI JOKYMEHTH, SIKI 3MIHIOIOTbCS JIMIIE 3pijKa,
BCTaHOBIIIOETHCS TAKOXK ayJIUT YCHIX1B JJIsl JOCTYIY 3anuc daHux.
2.2.5 Jodamkoei ampubymu

JlonaTtkoBi aTpuOyTH BCTaHOBIIIOIOTHCS B 3aJISKHOCTI BiJl XapakTepy AOKYMEHTIB, SKi
30epiratoThes B 06a3i. Hanpukian, 1ie Moxe OyTH Ha3Ba YCTaHOBH, sIKa 3aTBEpAMIIA TOKYMEHT,
JlaTa 3aTBEP/PKEHHS IOKyMEHTA Ta 1H.




3 Pob6oTa 3 fOKYyMeHTamMu

OO60B’s13k0M aaMiHICTpaTOpa JOKYMEHTIB € KEpyBaHHS JOCTYINOM IO JOKYMEHTIB.
Sxmo napamerp KoH}irypauii oOMexeHHs nJs anMiHicTpaTopa OOKYyMeHT1B Mae
3HAYCHHsI Tak, MiJa 4Yac poOOTH 3 0azamMu JOKYMEHTIB 3 aJMIHICTPAaTUBHUM KEepyBaHHSIM
JOCTYIIOM aJMIiHICTpaTop JOKYMEHTIB HE MaTHME 3MOTH CTBOPIOBATH HOBI JIOKyMEHTH, a
TAKOK TIOBHOIIHHO NPAIIOBATH 3i CTBOPEHMMH JIOKYMEHTaMH. MOro MOMIIMBOCTI Mmij yac
poOOTH 3 JOKyMEHTaMH OOMEXYBAaTHMYTbCS JIMIIE MEPErJIiIOM JOKYMEHTIB Ta
KOPUTYBAaHHSIM IXHIX CHHCKIB JOCTynmy Ta aynuta. OOMmexeHHs Ha poboty 3 0Oa3zamu
JIOKYMEHTIB HE HaKJIaJIalOThCS.

SIkmio B 1ibOMY BUIAJIKY OJIHA ¥ Ta caMa JIF0JMHa MTOBHHHA BUKOHYBATH O0OB’SI3KH 3
KEpYBaHHS JJOCTYIIOM JI0 JJOKYMEHTIB Ta 3BHYAtHOI POOOTH 3 TOKYMEHTaMH, i HAJa€ThCs 1BA
IMEH1 JIJ1s1 POOOTH B CUCTEMI.

3.1.1 BcmaHoe8J1eHHS1 8/1TaCHUKa

BnacHuk poxkymeHTa He Ma€ OCOOJMBHX TOBHOB@KEHBb IMIOAO JOCTYIy O CBOTO
“moxymenTa”. “IlpaBo BIacHMITBA” BIATpa€ PO JIMIIE IiJ Yac yCMaiKyBaHHS aTpHOYTiB
JOCTYIY BiJI BiIOBITHUX aTpUOyTiB 0a3u Ta MijJ 4ac 3MiHU BIIACHHUKA IOKYMEHTA.

YcnankyBaHHsI aTpUOYTIB JOCTYIY BiIOYBa€ThCS y ABOX BHITAIKAX:

— IiJ 9ac CTBOPEHHS JIOKYMEHTA;

— Tijg yac 3MiHU aTpuOyTiB 0a3u Criucok docmymny dnsi dokymeHmig Ta Criucok ayouma
dnsi OokymeHmig (SIKIIO aaMIHICTPaTop, SIKUH 3MiHIOE€ aTpuOyTH, Oakae PO3MOBCIOANTH 3MiHU
Ha BCi JJOKYMEHTH 0a3n).

3.1.2 BcmaHoeJsieHHs1 cnucky docmyrny ma crnuckKy ayouma

JIOKyMEHTH YCHaJKOBYIOTh CIIMCOK JOCTYIy Ta CHHMCOK ayauTa Bif Oasu. Y pasi
HEOOX1AHOCTI aJIMIHICTPATOP JOKYMEHTIB MOX€E 3MIHIOBATU CITUCKU IS KOKHOTO TOKYMEHTA.
Cnix MaTu Ha yBa3i, IO 3a3Ha4yeHl aTpUOYTH MOXYTh OyTH 3MIHEHI TakoX 3a pPaxyHOK
yCHaIKyBaHHsI 3MiH aTpuOyTiB 6a3u Criucok docmyny Ons dokymeHmie Ta Criucok ayouma Onsi
AoKkymeHmis.



