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BcTyn

Jokyment “IHCTpyKuis ajaMmiHicTparopa JOKYMEHTIB” € CKJIQJ0BOI0 YaCTUHOIO
eKCIUTyaTalliifHOT JOKyMEeHTAIlil Ha cucteMy 3axucty iHpopmanii JIO3A-2. Bin npusHayeHuit
JUIS TIpalliBHUKA (TIPaliBHUKIB), SKOMY BCTAaHOBJIICHO POJIb AOMiHicmpamop AoKyMeHmis.

AnminicTpaTop 6e3rneKku BUKOHY€E B CUCTEMI Taki (PyHKIIIT:
— CTBOpEHHS aJMIiHICTPaTUBHUX 0a3;
— KepyBaHHS JIOCTYIIOM JI0 JOKYMEHTIB, SIKi MICTSThCS B aJIMiHICTPaTUBHUX Oa3ax.



1 3aranbHi BigoMocTi

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
adminicmpamueni 6a3u Ta dosipyi 6a3u).

CekpeTHi JTOKyMEHTH (IJOKYMEHTH 3 piBHEM AOCTYIY TaemMHO Ta Ljinkom 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 BUMOTH 3a0e3MEUyETHCS
mapaMeTpoM KoH(]irypamii CHCTEMH MaKCUMAaJIbHUM pPiBeHb HOCTYINYy  IOJid
noBipumx ©Gas, AIA SKOro aaMiHICTpaTop Oe3NeKH MOBHMHEH BCTAHOBUTH 3HAUYEHHS
Bidokpuma iHpopmauis. Tlopsn i3 UM B aaMiHICTpaTHBHHX 0a3ax MOXYTb 30epiraTtuch 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 BCTaHOBJIICHA POJIb AdMiHicmpamop doKymeHmis,
BracHuk BIITIOBi1a€ KOPUCTYBavy, SKH CTBOPUB 0a3zy 4l JOKYMEHT.



2 Pobota 3 6azamMu JOKYMEHTIB
2.1 CTBOpeHHA 6a3

ba3su JOKyMeHTIB 3  aIMIHICTpAaTHBHMM  KEPYBaHHSM  JIOCTYIIOM  CTBOPIOE
aJIMIHICTpaTOp JAOKyMeHTIB. | HaBmaku, uis 0a3u, sIKy CTBOPIOE aIMiHICTPATOp JOKYMEHTIB,
ABTOMATHYHO BCTAHOBIIOETHCA aJIMIHICTpaTUBHE KEPYBaHHS JOCTYIOM. 3MIHIOBATH 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, AKIO CIPaBIHKYIOThCS TaKi YMOBH:

— JIOKYMEHTH OJIHM3BKi 32 TEeMaTHKOIO;

— JOKYMEHTH HE€ BIJPI3HAIOTHCS 3a TOBHOBAKEHHSIMH IIOJO JOCTYIy JO HHUX
KOPHUCTYBaUiB.

2.2 BcTtaHoOBreHHs aTpmbyTiB 6a3u
2.2.1 MakcumanbHull ma MiHimanbHul pieHi docmyny

ATpubyTu MakcumarbHuli pieeHb docmyrny Ta MiHiManbHUl 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

AT1pubyt Crucok docmyry BU3HAYa€, SIKI MTOBHOBAKEHHS MAaTUMYTh aJMIHICTpaTOpH
JIOKYMEHTIB Ta 3BHUYailHI KOpHCTyBaul 11040 poOoTH 3 0a30r0. 3BUYAMHMM KOpPHCTyBayam
MO’KYTb OyTH Ha/laH1 TaKi BUJU JTOCTYIY:

— YWTaHHS;

— KOpUWTYBaHH$ NamokK;

— CTBOpPEHHS JIOKYMEHTIB

— KOPUTYBaHHs JIOBIJIHUKA TUIIIB IOKYMEHTIB.

VY Tabnuni 2.1 HaBeeH1 peKOMEH AT 11010 Ha/laHHA JJOCTYIy 10 0a3u.

Tabmuis 2.1 — Pexomenaarii 11o/10 HalaHHsI TOCTYITy /10 6a3u

Bun noctrymy Pexomenmarrii

JlocTynu Juis 3BUYaifHUX KOPUCTYBayiB

YuraHHs HanaeThcst BCiM KOpUCTYBa4aM, siKi IMPaIIOBaTUMYTh 3 0a3010

KopuryBanus namox HanaeTncst JOCBITYEHUM KOPUCTYBa4aM, IKi 3MiHIOBATUMYTh
CTPYKTYypY 0azu

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

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

Jloctynu a1 amMiHICTPaTOPiB JOKYMEHTIB

Yuranus \ HanaeTncst BciM KopucTyBavam, siKi IPAIIOBAaTUMYTh 3 023010




Bun noctymy Pexomenmarii

KopuryBannst noBinnuka | [lae MOXIUBICTh KOPUTYBaHHS JOBIAHMKA THITIB 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:

— CTBOpEHHS JOKYMEHTIB;

—  3amnmuc;

— KepyBaHHS JIOCTYIIOM.

2.2.4 Cnucok docmyny Ossi O0OKyMeHmie ma crnucok ayouma Orsi
dOKyMeHmie

AT1pubytu Cnucok docmyny Onsi OokymeHmie Ta Crucok ayduma Onsi OOKymeHmie
BHU3HAUAIOTh BIJIOBIIHO CIHCOK JOCTYNYy Ta CHUCOK ayauTa, $Kl YCIaJKOBYIOTHCS
JOKYMEHTaMH, 1110 CTBOpIOIOTHCS B 0a3l. Kpim TOro, 3miHioouM Ii aTpuOyTH, MOKHA
OJIHOYACHO 3MIHUTH BIAMOBIJIHI aTpUOYTH BCIX TOKYMEHTIB, SIK1 BXK€ 3HAXOIAThCA B 0asl.

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 Juis JOKYMEHTIB BCTaHOBIIOETHCS TaKUM UYHMHOM, IIO0 Yy >KypHaui
3aXUCTY PEECTPYBAJIMCH JIMILIE TMOAll, BaXJIWBI 3 TOYKM 30py Oe3neku iHQopmarii.
PekoMeHayeThCSl BCTAHOBUTH ayJUT BIIMOB JUIsl BCIX BHJIB JOCTYIy Ta ayaUT YCHIXIB JUIsS
TaKuX BUIIB JOCTYIIY:

—  €KCIIOpT;

— BUJAJICHHS;

—  3aIlUC BJIACHUKA;

—  3aIuC PIBHS JIOCTYILY;

—  3aIUC CIHCKY JAOCTYIY;

—  3aIUC CIHCKY ayAuTa.

SAxmo B 06a31 30epiratoThCs BaXKIWBI JOKYMEHTH, SIKI 3MIHIOIOTHCS JIMINE 3pPiAKa,
BCTAHOBITIOETHCS TAKOXK ayJIUT YCHIXIB JIJIS JOCTYIy 3anuc daHux.
2.2.5 [lodamkoei ampubymu

JlonaTtkoBi aTpuOyTH BCTaHOBIIIOIOTHCS B 3aJICKHOCTI BiJl XapakTepy JOKYMEHTIB, SKi
30epiratoThest B 0a3i. Hanpukmnazn, 1ie Mmoxe OyTH Ha3Ba YCTAaHOBH, sIKa 3aTBEpAMIIA TOKYMEHT,
JlaTa 3aTBEP/HKEHHS TOKyMEHTA Ta iH.




3 Pob6oTa 3 OKyMeHTamMu

OO60B’s13k0M aaMiHICTpaTOpa JOKYMEHTIB € KEpyBaHHS JOCTYIOM J0 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
TAKO TIOBHOIIHHO MPAIIOBATH 3i CTBOPEHMMH JOKYMEHTaMH. MOro MOMIHBOCTI Iij gac
poOOTH 3 JOKyMEHTaMH OOMEXYBAaTHMYTbCS JIMIIE MEPErJIiIOM JOKYMEHTIB Ta
KOPUTYBAaHHSIM IXHIX CHHCKIB JOCTynmy Ta aynuta. OOMmexeHHs Ha poboty 3 0Oa3zamu
JIOKYMEHTIB HE HaKJIaJIalOThCS.

SIknio B 1ibOMY BUNAJIKY OJIHA M Ta caMa JIF0JMHa NMOBHHHA 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 BcmaHoeJ1eHHSs1 e/1acHUKa

BnacHuk poxkymeHTa He Ma€ OCOOJMBHX TOBHOB@KEHb IMIOAO JOCTYITy IO 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:

— iJ 9Yac CTBOPEHHS JJOKYMEHTA;

— mijg 9ac 3MiHU atpulyTiB 06a3u Criucok docmyny Onsi dokymerHmie Ta Criucok ayduma
dnsi OokymeHmig (SIKIIO aaMIHICTPaTop, SIKUH 3MiHIOE€ aTpuOyTH, Oakae PO3MOBCIOANTH 3MiHU
Ha BCl JIOKYMEHTHU 0a3n).

3.1.2 BcmaHoeJieHHs1 cnucky docmyrny ma crnuckKy ayouma

JIOKyMEHTH YCHaJKOBYIOTh CIIMCOK JOCTYIy Ta CHHCOK ayauTa Bif Oasu. Y pasi
HEOOX1THOCTI aIMIHICTpaTOp JOKYMEHTIB MOKE 3MIHIOBATH CIIUCKH JUISI KOXKHOTO IOKYMEHTA.
Cnix MaTu Ha yBa3i, IO 3a3Ha4yeHl aTpUOYTH MOXYTh OyTH 3MIHEHI TakoX 3a pPaxyHOK
yCIaIKyBaHHsI 3MiH aTpuOyTiB 6a3u Criucok docmyny Ons dokymeHmie Ta Criucok ayouma Onsi
AoKkymeHmis.



