Honarok 1

no Ilopsnky 3 opranizarii
BHYTPIIIHBOI'O KOHTPOJIIO B
cuctemi JJCHC

HOPSAIO0OK
CKJIAJIAHHSA AAMIHICTPATUBHHUX PerjaMeHTIB

I. 3arajabHi moJ10KeHHA

1.1. He#t Ilopsmoxk Bu3HAYa€ METOAMKY CKJIAQJaHHS aJMIHICTPATUBHHUX
pernamenTiB B cuctemi JJCHC Ta € mpaBuiom, sike peraaMeHTye IopsSA0K BUKOHAHHS
cyO'eKTaMH BHYTPIIIHBOTO KOHTPOJIIO BU3HAYEHUX 3aKOHOJIABCTBOM (DYHKIIIH.

1.2. AnMiHICTpaTUBHI periaMeHTH (OPMYIOTHCS OKPEMO 32 KOKHOI (QYHKLIEHO 1
CKJIQJIA0ThCA 3 TAKUX PO3/ILITIB:

OCHOBHI IIOHSTTS,

0JI0K-CXeMa IIPOLECY;

KOPOTKHUH OIKC IPOLECY.

Taxox agMiHICTpaTUBHUH perjlaMeHT Ma€ MICTUTH TexHooriuny kapty, Criucok
IPUKUHATUX CKOPOUYCHb.

I1. OcHOBHI MOHATTHA

2.1. 'V po3nimi  «OCHOBHI TOHATTS»  AAMIHICTPATUBHUX  PETJIAMEHTIB
3a3HAYAIOThCA  MIANYHKTH  «Bu3HaueHHs  nuiei», «YUYacHUKM  MPOLECY»,
«HopmaTuBHO-TIpaBOBI ~ aKTH, SKI  PErJIaMEHTYIOTh  BHKOHAHHS  IIPOIECY»,
«JlokymenTo001r», «IIpuknagHe mporpaMmHe 3a0€3MEUCHHS.

2.2. YV n[ianyHKTI aAMIHICTPaTHUBHOTO perjamMeHTy «BuszHaueHHsa Iiieid»
BU3HAYAIOTHCS CTpATEriuHl IJIi, K1 HEOOXITHO JAOCATTH 3a pe3yJibTaTaMu peaiizaiii
BIJIMOB1THOTO TIPOLIECY.

2.3. Y mianyHKTI aAMIHICTPATUBHOTO PETJaMEHTY «YYaCHUKH TIPOIIECY»
3a3HAYAETHCS MEPENiK YYaCHUKIB, ISITbHICTD SKUX BIAHOCUTHCS JIO MPOIIECY.

VY4acHUKH MpoLIeCy MOXYTh OyTH:

BHYTPIIIHIMYM YYaCHUKaMH — Cy0'€KTH BHYTPIIITHLOTO KOHTPOJIIO;

30BHINIHIMU YYaCHUKAMH — OPTaHU JEP>KaBHOI BIIAJH, MIAMPUEMCTBA, YCTAHOBU
Ta OpraHizaiii, 3 SKUMHU CyO'€KTH BHYTPIIIHBOTO KOHTPOJIO B3a€EMOMIIOTH 3 METOIO
peanizailii BiAMOBIAHOTO MPOILIECY.

2.4. Y miamyHKTI agMIHICTpAaTUBHOTO periiaMeHty «HopMmaTruBHO-IIpaBOBI akTH,
Kl PErjJaMeHTYIOTb BHUKOHAHHS TMpOLECY» VY TaONMIl HaBOAMUTHCS TMEpeTiK
HOPMAaTHUBHO-IIPABOBUX  aKTIB, 3  ypaxyBaHHSIM fAKuUX OyB  po3poOsieHuit
aJMIHICTPaTUBHUMN PETJIaMEHT, a CaMe:



Ne
3/ HopmaTuBHO-IpaBOBHII aKT

2.5. YV mOianyHKTI aAMIHICTPaTHUBHOTO perjamMeHTy «JlokymMeHTooOir» vy
TaOMMuHIA (OpPMI HABOJIUTHCA MEPETIK JTOKYMEHTIB, Y TOMY YHCI1 €IeKTPOHHHUX, SIKi
CKIIQZAIOThCA 200 OMpPAaIbOBYIOTHCS i YaC BHUKOHAHHS BiIMOBIAHOTO MPOIECY, Ta
HOPMAaTHBHO-IIPABOBHUX AaKTIB, SIKI PETJIAMEHTYIOTh iX (opMy 1 CKJIaJ MOKA3HHUKIB, a
came:

IHocmiianusa Ha
MO0JI0KEHHS HOPMATHBHO-
NMPaBOBOI0 aAKTAa

Ne HopmatusHo-
JoxymeHT .
3/m NPaBOBHIi aKT

[Tepemix noxymeHTIB (popMyeThbcsl Ha MiACTaBl CKIAIEHUX OJOK-CXEMH Ta
TEXHOJIOTIYHOT KapTH BIJMOBITHOTO MPOIIECY.

2.6. Y miamyHKTI aaMiHICTpaTHMBHOTO pernameHty «llpuknagHe mporpamue
3a0e3nedeHHs» y TabInyH1i (popMi 3a3HAYAETHCS TIEPEITIK MPUKIAJHOTO IPOrPaMHOro
3a0€3MeUeHHs, IKE 3aCTOCOBYETHCS IMiJI 4ac BHUKOHAHHS BIJMOBIJHOTO MPOLECY, Ta
OMKC aBTOMATU30BaHUX OMeEpalliil y paMKaxX BUKOHAHHS TaKOTO MPOLECY, a CaMe:

HajiiMeHyBaHHS PUKJIAAHOI0 IPOTrPAMHOI0

ABTOMATH30BaHi onepamii
3a0e3nmeuyeHHs

[lepenik aBTOMaTU30BaHUX Omepaiii GOpPMYyeEThCS Ha MiACTaBl CKIAJACHUX OJOK-
CXEMHM Ta TEXHOJIOT1YHO1 KapTH BIAMOBIIHOIO MPOLECY.

II1. Baiok-cxema npouecy

3.1. Meroro QopmyBaHHs OJOK-CXeMHU Ipoliecy € rpadiuyHe MpeacTaBIICHHS
MOCJTIZIOBHOCTI BUKOHAHHS OTEpallii Ta B3a€EMO3B’SI3KIB MDK PI3HUMHU yYacCHUKAMU
BIJIMOBITHOTO mporecy. Y pas3i, SKIIO BUKOHAHHA (QYHKII 3a0e3reuyeTbes
BUKOHAHHSM JIEKUTBKOX IMPOIECIB, BIAMOBIIHI OJIOK-cXeMH (DOPMYIOTHCS Ha KOXKHHI
poI1ec.

3.2. biok-cxema mpoIecy CKIaAaeThes BIAMOBIAHO 10 MyHKTY 3.3 posnimy III
[Topsinky ckiajaHHs aMiHICTPATUBHHUX PETIAMEHTIB 1 MICTUTh 1H(POPMAIIIFO IIO0:

oTieparlii, 3 SKUX CKJIaIa€ThCS MPOIIEC;

YYACHHKIB MPOLIECY;

MOTOKIB JJOKYMEHTIB M1’ YYaCHUKAMH MPOLECY;

MOCIJOBHOCTI BUKOHAHHSI OIEpaliil MUIIXOM 3a3HA4€HHS iX MOPSAIKOBOTO
HOMeEpa;

YMOB BUKOHAHHS OTleparlii.



3.3. Crucok mo3Ha4yeHb, SKI BUKOPUCTOBYIOTHCS MPHU MIATOTOBII OJOK-CXEMH
nporecy:

Ilo3Hauenns Onuc no3HavyeHHs

JIOKyMEHT Ha NanepoBOMY HOCIi, AKUH MOXe OyTu
BXIJHUMU JAaHUMH a00 pe3yJIbTaTOM BUKOHAHHS onepariii

JlaH1 (TOKYMEHT) B €JI€KTPOHHOMY BUTJISA, SIKI MOXYTh
OyTH BXiIHMMH JaHUMH a00 pe3yIbTaTOM BHUKOHAHHS

Jani
omepartii
I OpHouacHe HaJaHHSA JIOKYMEHTa y JPYKOBaHOMY Ta
OKYMEHT .
(xani) €JIEKTPOHHOMY BUTJISAII
Bukonysana orepariis: peamizariis npoiiecy
3OIACHIOETECS  [UIIXOM  IIOCJIIIOBHOTO  BUKOHAHHSA
I Onepanis orepartiu. [TocaigoBHICTH BUKOHAHHS orepariii
__________ [O3HAYa€ThCSl LUPPOI0 1 BIANOBIIAE TMO3HAYEHHIO
HasBa cy0'exTa orieparlii y TeXHOJOT14HIM KapTi MpoIiecy.
BHYTPIIIHBOT'O KOHTPOJIXO
Omnepartlisi BHKOHY€TbCS CyO'€KTaMM  BHYTPIIIHBOTO

KOHTPOJIIO

YMoBa BUKOHAHHS OIeparlii: MOCTiI0BHICTh BUKOHAHHS
orepariiii Mo)ke BU3HAYaTHCS PEe3yJIbTaTOM BUKOHAHHS
Oyb-SIKOI 1HILOT onepanii

YmMmoBa

Cy0'eKT BHYTPIIIHBOTO \ . o
Cy0O'ekT BHYTpPIIIHBOIO KOHTPOJIFO a00 3O0BHIMIHIN

KOHTPOJIKO/30BHIIIHIMI :
YYaCHMK MPOLECY, 3aJIEXKHO BiJl TOr0, KUM BUKOHYEThCS
YUaCHHK :
orneparlis
Hponec Ilepexin B OHOTO MPOLECY A0 iHIIOrO




Touka po3puBy niarpaMu Jisi IEPEHECEHHS! Ha HACTYIHY
CTOPIHKY

[TyHKTHPOM BHUIIIAIOTHCS HEOOOB’ I3KOBI JIJIT BUKOHAHHS
omeparlii (omepartii, ki BUKOHYIOThCS Y pa3l HacCTaHHS
NEeBHUX YMOB) Ta/ab0 HEOOOB’SI3KOBI Il HaJaHHS
JOKYMEHTH

— ITocaimoBHICTH BUKOHAHHS OTIepallii
[TocniioBHICTh BUKOHAHHS onepariii. 3aCTOCOBYEThCS Yy
N = | pa3i MepeTHHy 3 IHIIOK CTPUIKOK JJIsi TO3HAYEHHS

HE3JIEKHOI MOCI1IOBHOCTI BUKOHAHHS onepariii

IV. Koporkuii onuc npouecy

4.1. Y pozaini «kKopoTkuii onuc nporecy» HaBOJUThCs CTUCIa 1H(opMaIis 11010
Ipolecy MUISXOM TIOCIIJOBHOTO OINUCY OTMEpaIii i3 3a3HAYCHHSAM IMOCHJIaHb Ha iX
HOMEPHU Yy BIAMOBIIHIM Jiarpami, YMOB BHMKOHAHHS, Ji Y4YaCHUKIB TIpOIECy Ta
pe3yNIbTaTiB BUKOHAHHS TPOIIECY.

4.2. Y pas3i, Ko BUKOHaHHS (PYHKIIT 3a0€3MeuyeThcss BUKOHAHHSIM JEKUTBKOX
MPOILIECIB, Y I[bOMY PO3/1JIl HABOJUTHCA CTUCIUIN OMKUC KOKHOTO MPOILIECy.

V. TexHoJioriyna kapra

5.1. TexHosoriuHa kapTa (OpMyeTbCcs B pO3pi3l BCIX OmNepauiid, 3 SIKUX
CKJIQZA€ThCsl MPOLIEC, 3a BCTAHOBJEHOIO MMM NYHKTOM (opmoro. VY pasi, SKIIO
BUKOHAHHS (DyHKIIIT 3a0€311e4y€eThCs BUKOHAHHIM JIEKIJIBKOX MPOLECIB, TEXHOIOTTYHA
KapTa CKJIAJAE€ThCA 32 KOXKHUM MPOLIECOM.




TexHosoriuna kapra

DyHKIIA:
(Ha3Ba PyHKIIIT)
[Ipomec:
(Ha3Ba mpoiiecy)
Onepauis BignosinajbHuii BHKOHABEIb Bxinumii tokymeHnT BuxigHuii 1okymeHT
dbopmar dhopmar
JOKYMeHTa JO0KyMeHTa
Ne
Ha3Ba cTHCInit IIpukiagHe nporpaMHe
. Ha3Ba N Ha3Ba
3/n . ymoBa CTPOK cy0'exTa onmc HaliMeHyBaHHs = = HaliMeHyBaHHs = g 3ale3medeHHst
HaliMeHyBaHHS . . yYacHHKA = = YYaCHHKA = =
BHKOHAHHSI | BHKOHAHHS | BHYTPIlIHLOIO | BHKOHYBaHOI JOKYMEHTa = £ JOKYMEHTa = £
npouecy s = npouecy I z
KOHTPOJII0 poboTu 2 2 2 2
4 g = g
[ 2 = g
= 3 = <
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15
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5.2. TexHoJOr1YHA KapTa 3alOBHIOETHCA 3 YpaxyBaHHSM HUKUYCHABEACHHUX

BUMOT:
Ne
s/ Ha3ga croBnus Iopsinok 3an0BHeHHS
3a3HavaeThCsl TMOPAIKOBUN HOMEp omeparii
1 Ne 3/m (mopsaKkoBUl HOMEpP omeparlii Mae BIANOBIAATH
HOMeEpY orepailii y 0JIOK-CXeMi IPOIIECy)
Onepanis
3a3HavaeThCs HaliMEHYBaHHS onepartii
. HallMEHYBaHHS omepallii Mae BIAMOBIIATH
2 HaiimenyBanus ( . y pautit AMOBLAATH
HallMEHYBaHHIO  omeparii y  OJoK-cxemi
TIPOIIECY)
3a3Ha4ya€ThCs  MEpeiKk  yMOB  BHKOHAHHS
BIJIMOBITHOT omeparrii (HampuKiIam, OTPUMaHHS
3 YMOBa BUKOHAHHS B1JI yYaCHHUKA MPOIIECY MEBHOIO JIOKYMEHTa abo
OTpUMaHHS Pe3yJbTaTy MONEPEAHHO BUKOHAHUX
omiepartii)
3a3Hayae€ThCcsl TPAHUYHUM CTPOK BHUKOHAHHS
4 CTpok BUKOHAHHS omeparlii abo BapiaHTH CTPOKIB BUKOHAHHS Y
pasi HaCTaHHS MEBHUX YMOB
BinnosBinaabHuii BUKOHaBelb
3a3HavaeThCsl Ha3Ba Cy0'€eKTa BHYTPIIIHHOTO
KOHTPOJIIO, BIATMOBIMAJILHOTO 32 BHUKOHAHHS
Ha3ssa cy0'ekra omepauii. Y  pa3l BUKOHaHHSA  omeparii
5 BHYTPIILIHBOT'O JEKUIbKOMA cy0'ekTamu BHYTPIIIHBOTO
KOHTPOJIIO KOHTPOJIKO  3a3HAYA€ThCS  MEpPeNiK  TaKuX
Cy0'eKTIB 3  ypaxyBaHHSAM  IIOCJIJOBHOCTI
BHKOHAHHS TaKOi oneparii
6 Crucnuii onuc po6otn, | KopoTko BUKIIa1aeTbesi CyTh pOOOTH
1110 BUKOHYETBCS
Bxianuii 1oKyMeHT
7 HaiimenyBanHs 3a3HavyaeThCs TMEPENTiK BXIHUX MIOJ0 OMeparrii
JTOKYMEHTA JIOKYMEHTIB
3a3HayaeThbCsl ~ Ha3Ba  BHYTPIIIHBOrO  abo
Ha3zBa yuacHuka . .
8 S 30BHIIIHBOTO yYaCHUKA MPOIECY, Bijl IKOTO Mae
p y HaJIIMTH BIATOBIIHUN TOKYMEHT
3a3HavaeTbest (HopMaT KOKHOTO BX1THOTO MO0
dopmar TOKyMEHTA: dop AHOTY HHOA
. omepanii ~ JOKyMEHTa:  JIpyKoBaHHH  abo
9 IPYKOBaHHAU ¥
€JeKTPOHHUI

€JIEKTPOHHUN,
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Buxiguunii 10KyMeHT

HaiimenyBanHs
JIOKYMEHTa

10

3a3HayaeThCs MEPEIIK BUXIIHUX MIOJA0 onepariii
JIOKYMEHTIB (pe3yJIbTaTIB Onepaiiii)

Ha3zBa yuacHuka
polLecy

11

3a3HayaeThbCsl ~ Ha3Ba  BHYTPIIIHBOrO  abo
30BHIIIHBOTO  yYaCHUKAa  TMpoIecy, SKOMY
MepeIacThCs BIAMOBIAHUN TOKYMEHT (pe3ybTar
orepariii)

dopmar TIOKyMEHTA:
12 JIPYyKOBaHUU
€JEKTPOHHUH

3azHayaeThcsi  (opMaT  KOXKHOTO  BXIJTHOTO
BIJIHOCHO oOTiepallii JOKyMeHTa: IpyKOBaHUU 200
€JIEKTPOHHUU

[IpuknaaHe nporpamue

13
320€e31eYeHHS

3a3HavaeTbCcsl  HAaMMEHYBaHHS  MPHUKIAJHOTO
MPOrpaMHOro 3a0€3MEUEHHs, SIKE aBTOMAaTH3YeE
BUKOHAHHS orepaitii. ¥ pasi, SKII0 omnepallis He
aBTOMaTU30BaHa, 3a3HAYAETHCS «HE
aBTOMAaTU30BaHA»

VI. Cnicox NpUAHATHX CKOPOYEHb

Cnucok MNpUHHATUX CKOPOYEHb O(OPMITIOETHCS y TabmuuHid (opmi Ta
MICTUTh PO3MHU(POBKY BUKOPUCTOBYBAHMX B aJMIHICTPAaTUBHOMY pEIJIAMEHTI

abpeBiaTyp 1 CKOPOUCHb:

AOpeBiaTypa/cKOpOYEeHHHA

Po3mmmgposka




