YIIOBHOBAKEHHWH BEPXOBHOI PAJIU YKPAIHU
3 IIPAB JIIOJJUHHA

HAKA3

AA . /4 2025 M. Kuis No 76/ ./9/A%

IIpo opranizauiro po6oru 3
odopMiIeHHS MaTepiaJiiB Npo
aAMiHiCTpaTHBHI NPaBONOPYLUEHHH

3 MeTOI JOTPUMAaHHS 3aKOHHOCTI MpH 3AiIHCHEHH] NIPOBaHKEHHs Y CIpaBax Mmpo
aJIMiHICTPATHBHI TpaBONIOPYILIEHHS, 3a0e3eUeHHs €IUHOr0 MiAX0Ly 10 0pOpMIIEHHS
MaTepiaiiB po aAMIHICTPATHUBHI IPaBONOPYIIEHHS, a TAKOX IPUBEIEHHS BHYTPILIHIX
aKTiB y BIAMOBIOHICTE OO0 3aKOHOJAABCTBA YKpaiHH, IIO PETyJlo€ AiSUIbHICTD
VnoeHoBaxkeHoro BepxosHoi Pamu VkpaiHW 3 mpaB JIOOMHHM Ta IpaliBHHKIB
Cekperapiaty YnoBHOBakeHOoro BepxosHol Pamu VYxkpalHu 3 mpas JIIOAHHH,
BianosigHo no cratei 13, 22 3akony Ykpainu «lIpo YnosHoBaxeHoro BepxoBHol
Panu Ykpaiuu 3 mnpaB JnoguHW», ctateit 188-39, 188-40, 212-3, 221, 254 — 257
Koxekcy Ykpainu mpo aaMiHICTpaTHBHI NpaBOMOpYIIeHHs, 3aKOHIB YkpaiHu «Ilpo
3aXKUCT INEPCOHANBHHUX AaHux», «[Ipo noctyn no myOaiunol iHQopmauii», «IIpo
3BEPHEHHSI TPOMaJIsIH»

HAKA3YI1O:

1. 3atBepauty Ilopsimok odopMIeHHs MaTepianiB Ipo aIMiHICTPaTUBHI
npaonopymeHHs (nani — [Topsamok), 1m0 10aa€ThCs.

2. BusHaunuTH mpeicTaBHUKIB YMOBHOBa)keHOro BepxosHoi Pamu VYkpainu 3
npas JIOAUHH 0coGaMHu, SIKi MalOTh IIPaBO CKJIaJaTH NPOTOKOIM MPO aAMiHICTPATUBHI
NpaBoopyilieHHs, Mependayeri crarramu 188-39, 188-40, 212-3 Koxekcy Ykpainu
PO aAMIHICTPAaTHBHI NPABOINOPYLIEHHS.

3. Busnauntu KepiBHuka Cekperapiaty YmnoBHoBaxeHoro Bepxosroi Paau
VkpaiHy 3 NpaB JIOJWHH Ta HOro 3acTyNHMKIB, a TaKOXX OKPEMHX IIPalliBHHKIB
Cexkperapiaty YnosHosaxeHoro BepxoBHol Panu Ykpainu 3 IpaB TIOIHHU Y MeKax
KOMIIETEHIIi1 3rigHo 3 IX MocagoBMMM 00O0B’SI3KAMHM YIIOBHOBR)KEHUMH 0co0aMu
CexperapiaTy YnoBHoBaxeHoro BepxoBHoi Pagu Ykpainu 3 npaB JIFOJHHH, SKI MatOTh
TIpaBO CKJAJaTH MPOTOKOJM PO aAMIHICTPaTHBHI MpaBOMOpYLIEHH:, nepenbayeHi
crartsasmu  188-39, 188-40, 212-3 Komekcy VYkpaiHH npo aAMiHICTpaTHBHI
IPaBONOPYLLUEHHS.
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4. Ocobam, BU3HAYE€HUM Yy IIYHKTaX 2, 3 ILOTrO HaKasy, 3a0e3NeYuTH JOTPUMAHHs
BuMor [lopsaxy.

5. BusHaTH TakMMHM, L0 BTPATWIM YUHHICTh, HAKa3d YIIOBHOBAXEHOIO
Bepxosnoi Pagu Yxpainu 3 npas moausu Big 16.02.2015 Ne 3/02-15 «IIpo nopsaok
oOpMIIEHHsT MaTepialiB Mpo ajMiHICTpaTUBHI mpaBomopyiueHHs», Big 14.02.2018
Ne 3/02-18 «ITpo BHecenHs 3MiH 1o Ilopsnoky ocdopmieHHs MarepianiB Ipo
aIMIHICTpaTHBHI NpaBomnopyiieHHs», Bix 27.11.2018 Ne 81/02-18 «IIpo BHeceHHs
3MiH J0 [Topsaky odopmiieHHsT MaTepialliB po aaAMiHICTPATHBHI IIPaBOMOPYILIEHHS,
Bia 25.01.2019 Ne 4.15/19 «IIpo BHecenHs 3MiH 1o [Topsaky odopmieHHs MaTepiaiis
Npo aAMIHICTpaTHBHI IpaBolopylleHHs», Bim 15.11.2019 Ne 112.15/19 «Ilpo
BHeceHHs 3MiH J0 [lopsanky odopmieHHs MatepialdiB Npo aIMiHICTpaTHBHI
npaBonopyueHHs», Bl 19.03.2020 Ne 31.15/20 «[Ipo BHeceHHs 3MiH g0 ITopsaky
ohopMIIeHHsT MarepiajiB Mpo aAMiHICTpaTUBHI MpaBomnopyiieHHs», Bix 02.08.2024
No 94.15/24 «IIpo BHeceHHs 3MiH y nonaTtok 10 [Topsaky obopmiieHHs MaTepialiB mpo
aIMiHICTpaTUBHI IPABOMOPYILLICHHS.

6. lemapramMeHTy AOKYMEHTalbHOro 3a0e3nevyeHHs Ta poOOTH 31 3BepHEHHSIMH
(AntoHeHko .0.) 3abe3neunTH oO3HaliOMJIeHHsA mpauiBHUKIB CekpeTapiarty
YnoBHoBa)keHoro BepxoBHoi Paju Ykpainu 3 paB Jr0JMHHA 3 LIUM HaKa3oM.

7. Binniny 1H(hopMaLiHHO-KOMYHIKaLIHHAX CHCTEM HenapraMeHTy
rocnogapcbkoro 3abesnedyenns (ITpuiimak C.0.) 3a0e3neYUTH ONPUITIOAHEHHS LIBOTO
Haka3y Ha odiuifiHoMy BeOcaliTi YnoBHoBakeHOro BepxosHoi Paau Ykpaiuu 3 npas
JIOMHA.

8. KoHTpoJib 32 BUKOHAHHSM I[bOTO HaKa3y 3ajHILalo 3a co00l0.
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3ATBEPKEHO

Haxa3s YnosHoBaxxeHOro BepxoBHoi
Pagu Ykpainu 3 mpaB j1roauHu

L /
A fA MAINe [/ [0/

MNOPAAOK
o¢opmieHHs MaTepiaaiB Npo aAMiHICTPaTHBHI NpaBonoOpyIEHHs

1. 3arajabHi NOJOKEeHHS

1.1. Lleit ITopsinox Bu3Havae MexaHisMm ckinanaHHs Kepisuukom Cekperapiary
YnosHoBaXkeHOro BepxosHoi Panu YkpaiHu 3 npaB JIOAWHU Ta HOTo 3aCTyMHUKAMH,
OKpeMHMH NpauiBHuKamu CekpeTapiaTy YnoBHoBakeHOro BepxosHoi Panu Vkpainn
3 MpaB JIOAWHH Ta NpeJCTaBHHKaMH YIOBHOBaXxkeHoro BepxoBHol Pagu Ykpainu 3
MpaB JIOAMHHM (Hali — YNOBHOBaXKeHi 0cOOM) NHPOTOKOMIB MpO aaMiHiCTpaTHBHI
MPaBONOPYILIEHHS (Jali — MPOTOKOM), 1o Nependayeni crarrsmMu 188-39, 188-40 Tta
212-3 Konekcy YkpaiHu mpo aaMiHICTpaTHBHI npaBonopyiednus (mam — KYnAIl),
KpiM MopylleHb NpaBa Ha iH(opMalilo BiamoBigHO o 3akoHy Ykpainu «[Ipo
aJBOKAaTypy Ta aJBOKAaTChKY AISNIBHICTE» Ta 3akoHy YkpaiHu «IIpo BiIKpHTICTE
BUKOPUCTAHHS IyOJIIYHUX KOLUTIBY», HAJCWJIAHHSA OO0 palOHHHX, paHOHHHX y MicCTi,
MICBKHX, MICBKPAaHOHHHUX CYyIIB IPOTOKONIB, @ TaKOX TMOPAIOK iX OOIiKy B
Cexperapiati YnoBHoBa)keHOro BepxoBHoi Pagu Ykpainu 3 npas jromuHu (mami —
Cekperapiar), a TakoK OQOpMJEHHS MarepiaJiB Mpo  aJAMiHICTpaTHBHI
IIPaBOMOPYLIEHHS.

1.2. YnoBHOBa)keH1 0c00M CKIaAat0Th MPOTOKOJIHU 3a:

HEBUKOHAHHS 3aKOHHUX BHMOI' YIOBHOBaXeHOro abo mnpeacTaBHUKIB
YnoBHOBa)keHOro (a03a1] nepiuuii yactunu nepuioi crarti 188-40 KYnAIl);

HEernoBiJOMJIEHHsT a0o HecBO€4YacHe I[IOBIJIOMJEHHS YIIOBHOBa)XXEHOTO TIPO
00poOKy mMepcoHanbHUX [OaHMX ado Npo 3MIHY BIOOMOCTEH, fKi MiANArarTh
MOBIIOMJIEHHIO 3TiAHO 13 3aKOHOM, ITOBIIOMJIEHHS HENOBHHX YM HEJOCTOBIpHHX
BigoMocteli (ab3a1 nepiumii yactTiuHu nepiuoi crarti 188-39 KYnAIl);

HEBUKOHAHHS 3aKOHHHX BHMOT (IIPUIHCIB) YTOBHOBa)KeHOro ab0 BH3HAYEHHX
HUM nocagoBux oci® CekperapiaTy wmono 3amodiraHHs a00 yCyHEHHS NOpYLIEHb
3aKOHOJABCTBA IMPO 3aXHCT MEePCOHAIBHUX JaHUX (ab3al HeplIHil YacTHHH Ipyrol
crarti 188-39 KYnAIl);

HeOOoAep>KaHHA BCTAaHOBIICHOIO 3aKOHOJaBCTBOM IIPO 3aXHUCT II€PCOHAJIBHHX
JaHHUX MOPAIKY 3aXHCTy MNEPCOHAIBHHX MaHHUX, IO IPH3BEJIO0 A0 HE3aKOHHOTO
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AOCTYITy 0 HUX abo0 MOpYILEeHHs paB cy6’eKTa NepCoHaNBHUX AaHuX (ab3all mepuuii
yacTUHU yeTBepTol cTatTi 188-39 KYnAII);

HEOTPHUJIIO/IHEHHS 1H(opMallii, 060B'I3K0BE ONPUIIOAHEHHS SKOI MepenbayeHo
3aKoHaMH Ykpainu «[Ipo moctym no my6iidnol iHdopmarii», «[1po ouiHKy BIUIMBY Ha
moBkinasa», «IIpo 3acagm MOHITOpHHIY, 3BITHOCTI Ta Bepudixamii BHKHIIB
IIaPHMKOBHX rasisy», «IIpo ocobmuBocTi foctymy no indopMaii y cdepax nocrayanHs
ENIEKTPUYHOI €Heprii, NPUPOJAHOrO rasy, TEIUIONOCTAYaHHS, LIEHTPAIi30BaHOIO
[I0OCTaYaHHA rapsA4ol BOAM, LEHTPaANi30BAaHOIO [MHTHOTO BOJOMNOCTAYAHHA Ta
BOZIOBiABeAEeHHAY, «[Ipo HOCTYN 10 apxiBiB pelpecHBHHX OPraHiB KOMYHiCTHYHOIO
ToTajiTapHoro pexxumy 1917-1991 poxkisy», Ta «Ilpo 3anobiranus kopymuii» (ab3ai
NepLInid yacTHHH nepiuoi ctatti 212-3 KYnAIl);

nopyweHnHs 3akoHy Ykpainu «IIpo noctyn go my6uivHoi iHdopMarii», a came:
HeoOIpyHTOBaHe BifHeceHHs iHpopMauil no iHdopmauii 3 0OMeXeHHM JOCTYIIOM,
HEHaJlaHHd BIANOBLAI Ha 3alMT Ha iHQopMalil, HeHamaHHA iHbopMallii,
HernpaBoOMipHa BIMOBHM B HaJaHHI iHpopMalii, HecBoeyacHe ab0 HeMmoBHE HATaHHs
iH(popMalii, HagaHHsd HeAOoCTOBIpHOI iH(opmauii (ab3al mepiiHii YacTHHH APYroi
cratti 212-3 KYnAII);

MopyLIeHHsT BUMOr 3akoHy Ykpainu «IIpo moctynm o apxiBiB penpecUBHUX
OpraHiB KOMYHICTHYHOro TOTaliTapHoro pexumy 1917-1991 pokiB», a came
HeoOIpyHTOBaHe BigHeceHHs iHdopMalii no iHGopMalil 3 0OMeXeHHM TOCTYIIOM,
HEeHaJaHHS BIANOBIAI Ha 3anuT Ha iHbopMmallilo, HeHagaHHA 1HbopMaii,
HerpaBOMipHa BI1IMOBa B HaJaHHI 1H(QOpMalli, HENOBHe HaJaHHsA 1HQopMalii,
HETIOBIJOMJIEHHS PO MOJOBKEHHS CTPOKY PO3IVIALY 3alUTY, BIACTPOUYSHHS PO3TIIAY

3aIlUTy, KpIiM BUIMAJKIB, BU3HAUEHUX LUM 3aKoHOM (ab3all nepiuni YacTHHH TPEThOi
crarti 212-3 KYnAlIl);

oOMexxeHHs moctymny 1o iHpopmauii abo BigHeceHHs iHGopMalil 10 iHpopMaLii
3 00OMeKeHHM [OCTYIOM, fKILO lie IpsMO 3a0OpOHEHO 3aKOHOM (ad3al mepiimi
yacTHHH 4eTBepTol cTaTTi 212-3 KYnAII);

HeHaJaHHS JOCTYMY A0 CYOOBOrO pillleHHs a0o MaTepialiB CIpaBH 3a 3asBOIO
ocobH, a TaKkoX iHIIe opymeHHs 3akoHy Ykpainu «IIpo 1ocTynl 10 CyA0BHX PillIEHb»
(a63an nepinii yacTuHY WocTol ctaTti 212-3 KYnAIl);

HEe3aKOHHOI BiJIMOBH y NMPHHMHSATTI Ta pO3MJIAll 3BEPHEHHS, IHIIOIO MOPYLIEHHS
3akoHy Ykpainu «IIpo 3BepHeHHs rpoMasTH» (ab3all nepIiuii 4acTHHH CbOMO] CTATTI
212-3 KYnAll);

HECBOE€YAaCHE BHECEHHs JOKYMEHTIB 10 €IMHOrO peecTpy 3 OLIHKA BIUIMBY Ha
JOBKINIA 3rifHO i3 3akoHoM YKpaiuu «[Ipo OLiHKY BINTUBY Ha JOBKULISE», OOMEKEHHS
mocTyny ao indopmatii, BHeceHOI 10 €IMHOro peecTpy 3 OUIHKU BIUIMBY Ha JOBKILJLISA
(ab3an nepumit yacTuHU BocbMoi crarti 212-3 KVnAII);

HeNpaBOMIpHY BiJIMOBY B HaJaHHI iH¢opMmalii, HecBoeyacHe abo HEIOBHE
HajaHHa indopManii, HagaHH{ HeJOCTOBipHOI IHQoOpMalil Ha 3BEpPHEHHS
HauionansHol koMicii 3 peabinitarii, perionanbHol koMicii 3 peabiniTaiii BIAMOBIAHO
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mo 3akony VYkpainm «[Ipo peabiniTanito sxeprte pempeciii KoMyHiCTHYHOrO
ToTaliTapHoro pexumy 1917-1991 pokisy» (ab3au nepumii YacTHHM AeCSTOI CTATTI
212-3 KYnAIl);

HEPO3KPUTTSA, MOPYILICHHS CTPOKIB abo MNOpAAKY PO3KPUTTS iHopManuil y
BHIOOYBHHUX rajly3sx BiAnoBiaHo 1o 3akony Ykpainu «IIpo 3a6e3neueHns mpo3opocTi
Yy BUIOOYBHUX raiyssx» (ab3al nepiuuii yacTHHH OAMHAAUATO! cTatTi 212-3 KYnAIT).

2. Oopmitenns MaTepiaJiB Npo aAMiHicTPaTHBHI NpaBoNopyIeHHs

2.1. Ilpotokon (momatok 1) cknagaeTbes y ABOX IPUMIPHUKAX Ha CeliaTbHOMY
OnaHKy.

[lepumiii TMPUMIPHMK NPOTOKONY JAPYKYeThCs Ha OJIAHKY, Ha SKOMYy Ha
3BOPOTHOMY OOII NPOCTABNAETLCS BiANOBIAHUI cepiiiHuii HOMeD.

HpOTOKOJ'I 3alTOBHKOETECA JEPXXABHOK MOBOR).

[TomunkoBi abo HenpaBWIBHO BHECEHI BIZOMOCTI (3alKCH) 3aKpecIOITHCH
OJHI€FO JIHI€FO 1 3aCBIAUYIOThCA NiAMMCcaMU 0COOH, 010 AKOT CKIIafaeThesl IPOTOKO,
Ta YIIOBHOBa)K€HOI OCOOH.

He nonyckaeTbes 3aKpecieHHs YU BUITPABIEHHS BiIOMOCTEH, 110 3aHOCATHCS 10
NpPOTOKONY, a TaKOX BHECEHHs JOJAaTKOBUX 3allUCiB IICJS TOro, K IPOTOKOI
NiAMHCaHUA 0c00010, 1100 AKOI BiH CKIaIeHHH.

Y rpadax, AKi He 3alI0BHIOIOTECS I1iJ] Yac CKJIaJIaHHs IIPOTOKOJY, IPOCTABIAETHCS
IpOYepK.

22.Y pasi BUMHEHHA 0CO00I0 KiNBKOX OKpEMHX aIMiHiCTPaTUBHUX
NpPaBONOPYLIEHb MPOTOKOAM  CKJIANAIOThCS  IIOAO  KOXKHONO 3  BUMHEHHX
IPaBOIOPYLIEHB. SIKIO NpaBONMOPYILIEHHS BUMHEHO KiIbKOMa 0cob6aMH, TO TIPOTOKOII
Mpo aJMIHICTPaTHBHE MPABONOPYLICHHS CKIIAIa€ThCsl Ha KOXKHY 0c00y OKpeMo.

2.3. Y mnpoTokoii 3a3HAvarOThCA: Jara 1 Miclle Horo ckiazeHHs, nocaza,
MpI3BUILE, IM’s, M0 OaTHKOBI 0COOH, siKa CKJaja IPOTOKOI; BITOMOCTI Mpo 0coly, AKa
IPUTATAETHCA 1O aAMiHICTPaTHBHOI BiANOBINANBHOCTI; Miclle, 4YaC BYMHEHHS i CyTh
aZAMIHICTPAaTUBHOIO TPABONOpYLIEHHS; HOPMATHUBHUH akT, SKHE mepenbayae
BIATIOBIAATBHICTD 3a JaHe [IPaBONOPYIIEHHS; IPI3BUIIA, aIpECH CBIJKIB i OTEPITLINX,
SIKILIO BOHU €; HasiBHICTH abo0 BIJICYTHICTH NMOSICHEHb OCOOM, SIKA MPHUTATAETHCS [0
aAMIHICTPaTHUBHOI BiAMOBIAANBHOCTI; IHIII BiJOMOCTI, HEOOXiAHI IJisi BUpIIIEHHS
CIIpaBH.

Ko npaBoNoOpyIIEHHSM 3aloJisHO MaTrepiajibHy IIKOAY, [pO 1€ TaKoX
3a3HAYAETHCS B IPOTOKOJI.

2.4. JIo mpOTOKOITY AOJY4YaroThCsl MaTepiaiy (A0Ka3H), [0 NIATBEPIKYIOTh (aKT
BYHHEHHS aaMIiHICTPAaTUBHOIO MPABOMOPYIIEHHS (JUCTH, MOSCHEHHS ocobH, 11040
KOl CKJIamaeTbCsl TPOTOKOJ, CBiAKiB, 1HIII JOKYMEHTH, fKI CTOCYKOThCH
aJIMiHICTPATHBHOT'O IIPAaBOIOPYIIEHHS).
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2.5. Ocoba, momo sKoi cKIagaeTbess MPOTOKON, Mae OyTH o3HalloMlleHa 3 il
npaBaMH 1 000B’A3KkaMH, Nependadenumu crartero 268 KYnAIIl Ta crarreio 63
Koncturyuii Ykpainu, n0po 1o 3a3Ha4aeThes y MPOTOKOIII.

2.6. IIpoTokon MmiAnHCY€eThCS YIIOBHOBaXKEHOK 0COBO0I0 Ta 0COO0I0, 00 SKOT
CKJIaJIeHO MIPOTOKOIL.

[Tpu HassBHOCTI CBIAKIB IPOTOKOJ MOKe OYTH MiANMHCAHO TAKOXK 1 IUMH 0COOaMH.

Y pasi BiIMOBH 0COOHM, LIOJO AKOI CK/IaJeHO IPOTOKOI, Bifl HOro miANUcaHHd, y
HBOMY pOOHUTBCS 3aIUC Mo IIE.

Ocoba, m040 fAKOI CKJIAJEHO MNPOTOKOJI, Ma€ IMPaBO BUKIACTH MOTHUBH CBOEi
BiZIMOBH BiJl HOrO MiANKCaHHs, SIKI JOJAIOTECS 10 MPOTOKOITY.

BigmoBa Bii MiANHCAHHS TPOTOKOJY, @ TAKOMK BiJCYTHICTH CBIiAKIB He €
MiJCTaBaMH AJIsl IPUITHHEHHs CKJIaJaHHs [IPOTOKOITY.

2.7. Oco0l, mono fAKoi CKJIaIEHO NMPOTOKOJ, MPOMOHYETHCH O3HAHOMUTHCA 3i
CKJIQZIEHUM IIPOTOKOJIOM, HAZaTH MUCbMOBE IIOSICHEHHS Ta 3ayBaXKEHHs! IO CYTi
BYMHEHOI'0 IIPaBOMNOPYLICHHS.

[TosicHeHHs Ta 3ayBa)KeHHS 3aHOCSTBCS JO MPOTOKOJY, ab0 BHKIANAKOTHCA Ha
OKpEMOMY apKyIIi, IIPo 10 pOOHTHCS BiAMOBITHHI 3allUC Y HBOMY.

Y pa3i BIAMOBHM Biji HaJaHHA MOSICHEHb Ta 3ayBaK€Hb IO CYTI BUHHEHOTrO
NpaBONOpPYLIEHHS, 10 IIPOTOKOJIY BHOCUTECS BIAMOBIAHUH 3aITHC.

2.8. IIpoTokos CKIagaeTbes 3a MicLeM BYMHEHHs [paBOIOpYyIIeHHS abo y
npuMimmeHHsx Cekperapiaty.

YnoBHOBaXeH1 0COOM MarOTh NPaBO 3aNpollyBaTd 0co0y 3 METOK OTPHUMAaHHS
TMOSICHEeHb JJIs1 BCTAHOBJICHHS MIACTaB 7151 CK/aJaHHs IPOTOKOIY.

Y pasi HenpuOyTTS [UIsi HaJaHHsA II0ACHEHb a00 HEHaJaHHsS TMOSICHEHb Y
MHUCHLMOBOMY BHTJIsiJIl ITUTAHHS IIOJ0 CKIAAaHHs MPOTOKOIY BUPILIYETHCS Oe3 y4yacTi
oco0u Ta 32 HAIBHUMU (PAKTUYHUMH JTaHUMHU.

Jpyriiii NpUMIpHUK TPOTOKONY BpYy4YaeTbcs 0Co0i, IIOZO $KOI CKJIaJeHo
MPOTOKOJI, @00 HAACHIAETHCSA PEKOMEHOBaHUM JTHCTOM 3 ONKMCOM BKIIaJE€HHS y pasl
BIIMOBHM Bil OTPMMaHHS NPOTOKOIYy, HenpuOyTTsS [Jsi HaJaHHS IMOSICHEHb abo
HeHaJIaHHS TMOSCHEHb Y TMCEMOBOMY BUIIISAI, [IPO 1110 3a3HAYAETHCS Y IPOTOKOJIL.

3. lopsinok oopMIIeHHS CIPABH PO AJAMIHICTPAaTHBHE NPAaBONOPYLUIEHHS
Ta HAACHJAHHA 11 10 cyAY

3.1. CknajieHuil MPOTOKON Ta iHINI Marepiand, WO MiATBEPIKYIOTh (aKT
BUMHEHHS AaJMiHICTPaTHBHOTO IIPaBONOPYLIEHHS, (OPMYIOTECS YIIOBHOBAKEHOIO
0c06010 y cIIpaBy Mpo aJAMiHICTPaTUBHE IIPABONOPYIICHHS.

YV cmpaBi opOpPMIISETBCS THTYJIBHHH apKyll, Ha 3BOPOTHOMY OOl SKOTO
3aTIOBHIOETHCS ONMC JOKYMEHTIB, 1110 MICTATHCS Y CIIpaBi (10AaTOK 2).
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CdopmoBana cnpasa Mpo aJMiHICTPAaTHBHE NPABOMOPYIUEHHS Y TPHICHHUI
CTPOK 3 MOMEHTY CKJIaZlaHHS IPOTOKOJIy HAaJCHNIAEThCS 10 PaHOHHOro, paloHHOTO y
MICTI (MiCBKOrO, MiCbKpaHOHHOI0) Cydy 3a MicleM BYHHEHHs aJMiHICTPATHBHOIO
MPaBOMOPYLICHHS CYNIPOBIAHUM JIHCTOM a00 31a€ThCsA 10 KaHLUEJSPIl Cydy HAPOUHO.

3a0OpOHAETECS  OJIHOYACHE HAMpaBIeHHs I[POTOKONY [0 Cyay 3acobamu
IOILUTOBOTO 3B’A3KYy Ta HAPOUHO 3 METOI0 YHHKHEHHs 1yOII0BaHHS.

HoonpautoBanHs NPOTOKOMy, y pasi MOBEPHEHHS CyaIOM MaTepiamiB Ipo
aZMiHiCTpaTHBHE NPABONOPYIIEHHS y 3B’A3KY i3 BUABICHUMH HeOOJIKAMH MiJl 4ac
CKIIaJJaHHA IPOTOKONY, IOKIaQacThesl Ha YIOBHOBaXKeHY o0coby, ska cKiajia
IPOTOKOI.

Y pasi BiICYTHOCTI yroBHOBaXkeHOI 0COGH, sika CKJana IpoTokon (y 3B’A3KY 3
BIANYCTKOK, THMYACOBOIO HEMPALE3aTHICTIO, 3BiIbHEHHIM TOILO), JOOIPALIOBAHHS
NPOTOKOJTY Ta HOr0 MOBTOPHE HAINPaBIEHHS 10 CyIy 3MiMCHIOE iHIIA YIIOBHOBAKEHA
ocoba, BU3HaYeHa Pe30IIOLiel0 KepiBHKKA abo ocoba, sKa BUKOHY€E HOro 000B’SI3KH.

3.2.Ilpn opopMIleHHI NPOTOKOMY i JOJATKIiB 10 HBOIO Ta HAMpaBlIeHHI IUX
MaTepialiB [0 Cydy CJifl BpaxoByBaTH, LU0 CTATHEHHS MoOXe OyTH HaKIameHO He
Mmi3Hile K Yepe3 TPU MicsAli 3 JHA BYHHEHHs IPaBOTOPYILEHHS, a IPH TPUBAIOUOMY
MPaBOIIOPYILEHH] — He Mi3HilIe K Yepe3 TPU MICAIL 3 JHS HOro BUSBICHHS.

YnosHOBaxkeHa 0co0a 3000B’43aHa 3a0e3MEUUTH CKIIAJaHHS Ta HanpapjeHHs
MarepialliB ClpaBy PO aAMiHICTPaTUBHE MPaBONOPYLIEHHS 10 Cy/Iy B MekKaX CTPOKIB,
nepenbauyenux crarrero 38 KYnAIl

3.3. Komis (eneKkTpoHHa) CHpaBM PO aAMIHICTPaTHBHE NpPaBONOpPYIICHHS
NpOTAroM TPhOX pOKiB 30epiraerecs y Cekperapiati. o uiei cnpasu Hapani
JOJAI0ThCsA KOMil CylOBHX pillleHb y CHpaBi TOLIO, & TAKOXK IHINI JOKyMEHTH Ta
MaTepialli, MOB’s3aHi 3 pO3MIIAIOM L€l CIIpaBH B CYI.

4. ToxymenTajbHe 3a0e3neyeHHs Ta o0/1iK aAMiHiCTPaTHBHHX
NnpaBoNnopyuieHb

4.1. bianKu NPOTOKOJIB BUTOTOBJIAIOTECS LIUIIXOM BHAPYKYBAaHHS IX Ha manepi
A4 i3 3a3Ha4YEHHAM Ha 3BOPOTHOMY 0oLl BiAMOBIIHOTO cepiifHoro HoMepa.

4.2. Opranizanis 3a0e3Ne4eHHs YNOBHOB)XEHHX OcCi6 OiaHKaMH IIPOTOKOJIB
noxkyagaeTeesl Ha KepiBHuka Cekpertapiary.

KepiBHUKH caMOCTIHHUX CTPYKTYPHHMX MiApO3ALJIIB IIOPOKY A0 5 JMCTONAjaa
MOAAIOTh CTPYKTYPHOMY MIJIPO3IiNYy 3 MUTaHb TOCHOAAPCHKOro 3abe3nedeHHs
iHopManio Mpo piyHy norpedy y OnaHKaX IPOTOKOINIB PO aaMiHiCTpaTHBHI
NpaBONOPYIIEHHS HAa HACTYIIHUI KaJlleHJapHHH piK.

4.3. Obaik BUOaHUX ONaHKIB MPOTOKONIB BeAeThesl B JKypHaui Bugaui GyiaHKiB
IPOTOKOIIB TPO aaMIHICTPATHBHI NpaBONoOpyileHHS (I0JaTOK 3), 3alIOBHEHHA Ta
BEJICHHS SIKOTO MOKIAAA€ThCsl Ha CTPYKTYPHUH MIAPO3/ILT 3 THTAHb JOKYMEHTAILHOIO
3a0e3neyeHHs.
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4.4. biaHkn TpPOTOKOMB BHJAIOTHCA MiJ MiAMMC KepiBHHKAM CAMOCTIHHMX

CTPYKTYPHHX MAPO3MAIMIB  Ta TpeJCTaBHUKaM  YIIOBHOB@XEHOTo, SKi e
BIZUNOBINATBHAMHY 32 TX 36epekeHHs Ta Halle)KHEe BUKOPHCTAHHS.

4.5.Ha cTpyKTypHuH Mifpo3finl 3 mUTaHb COPUSHHA POGOTI perioHaibHUX
NpEACTAaBHULTB IOKIANA€ThCs OpraHisalis 3abesnedyeHHs YNOBHOBAXEHHX OCi6
OlaHKaMKM NOPOTOKONIB y perioHalbHUX IIPeJCTABHULTBAX YIIOBHOBAKEHOIO
Bepxosroi Pagu Ykpainu 3 npas fmoausu, o6k BUIa4i SKHX BEAETHCA B OKpPEMOMY
JKypHaJli, 3a (OpMOIO 3TiHO 3 JoAaTKOM 3 10 uporo IMopsky.

4.6. Kypranu, nepenGaveni num IlopsigkoMm, MawoTh OYTH — NpOLIMTI,
npoHyMepoBani, mianucani KepiBurkom CekpertapiaTy Ta cKpilIeHi meqarkoro.

Y pasi mOWKOIKeHHs OJaHKY MPOTOKONY, BiH MiJJIArae MOBEpHEHHIO [0
CTPYKTYPHOTO IIJPO3/iTy 3 IUTaHb JOKYMEHTANBHOIO 3a0e3MeueHH s 11 CIIHCAHHS,
npo mo y JKypHami Bupadi OnaHKIB INIPOTOKOMB INpO  aaMiHICTpaTHBHI
NPaBONOPYLIEHHS POOUTHCS BIAMOBIIHA BiAMiTKA.

4.7. PeecTpallisg NpoTOKOIIB 34iiCHIOETECS YIOBHOBAXEHOK 0CO00I0 B CHCTEM]
€JIEKTPOHHOTO JOKYMEHTOO0OIry B po3fini “AAMiHICTpaTHBHI MpaBomopylleHHs” B
JKypHAall peecTpauii MpoToKoIiB Npo anaMiHicTpaTHBHI npasonopymenns (13 xypHar)
y IeHb IX CKIIaJaHHs, ajle He Mi3Hille HACTYIMHOro po6oYoro JHs.

KoHTpoub 3a BHeceHHAM iHdopMaLii 10 xKypHany peecTpauii NpoOTOKOMB Mpo
aJMIHICTPAaTUBHI TPaBONOPYIIEHHs, MepeadadeHol HUM, 30KpeMa IIOAO0 XOmy Ta
pe3ynbTaTiB  pO3MIIsAdy CNpaBH NPO aJMIHICTpaTHBHE NPABOMOpPYLIEHHS B CYyIi
MOKNIAJAETECA HA KEPIBHUKIB CAaMOCTIHHHX CTPYKTYPHHX ITiAPO3AiiB.

4.8. CTpyKTypHHI MigpO3Ail 3 MUTaHb JOKYMEHTAIbHOTO 3a0e3neueHHs
y3arajipHIOE OTPUMaHy iH(pOpMalliro Ta KOXHOI0 5 4ucia MicsAus Haxae inpopmalliio
KepiBauky Cekpertapiary.

4.9.V pasi HanxomkeHnHs 1o CekperapiaTy pillleHHsI CyIy IO MOBEpPHEHHS
MaTepialiB aaMiHICTPAaTHBHOI CIIpaBM Ha JOOMpALIOBAHHS B PE30JIIOLii IOJOBHHM
BHKOHABLIEM BHU3HAYa€ThCA YNOBHOBaXKeHa 0coba, sKa CKiajaa MPOTOKOJ, KOHTPOJb
MOKJIala€Thes Ha Oe3rnocepeIHbOr0 KepiBHUKA YIIOBHOBAXKEHO] 0CO0U.

PimieHHst Ccyly Npo NOBEPHEHHA MaTepiasiB aIMiHICTPaTHBHOI CIpaBd Ha
JOOMpAallOBaHHI NOBOAUTECA H0 Bigoma KepiBHuka CekperapiaTy, 3aCTYIHHKIB
KepiBauka Cekperapiaty 3rimHo i3 posnozinoM oGoB’s3KiB, mpeacTaBHUKA
VYOBHOBaXX€HOT0 Yy BiANOBIAHIHN cdepi abo perioni, KOpuanunoro sigminy.

/

/

/

Havanaesuuk FOpuanunoro Bigainy /, //f,?‘
CekperapiaTy Y10OBHOBa:KEHOT0 B i /
BepxoBHoi Paau Ykpainu 3 npas monnm;/ j B \z/ KOania KOX

f

[



Jlonarok 1

710 [Topsiaxy oopmieHHs
MaTeplaliB [po  aJMIHICTPaTHBHI
[TPABOIIOPYILIEHHS

(nyHKT 2.1 po3ainy 2)

[TpumipHuk

CEKPETAPIAT )
YIIOBHOBAKEHOTI'O BEPXOBHOI PAJIN YKPATHU 3 ITPAB JIFOIMHH

MNPOTOKOJI Ne
PO AJAMIHICTPATHBHE MPaBONOPYIIEHHS,
nepeadayene crarreo Koaexey Ykpaiuu

PO aAMiHICTPATUBHI NPABONOPYHICHHS

« _ » 20 poky

(MICIle CKIalatus NPOTOKOIY)

(1ocasia, npi3BHILE, IM's1, 110 0aTLKOBI YIIOBHOBAKCHOT 0COOH)

Kepyrouucs crarrsivu 254, 255, 256 Kouekcy Ykpainu npo  ajaMminicTpaTHBHI
[IPaBONOPYLICHH, CKJIaB(J1a) LCH IPOTOKOI PO TEC, 110

(MicIte, 4ac 1 CyThb MPaBONOPYIIEHHS, HOPMATHBHO-IIPABOBHIT aKkT, AKkHil nepejibauae
BI/UI10BI/1/TBHICTD 3@ /1aHE [IPABONOPYIICHH )

Binomocri 1po 0co0y, cTOCOBHO sIKOT CKIIAACHO [IPOTOKO.L:
[Ipi3Buie, im’si, 110 0aTHKOBI:
Hata Ta micie HapOIIKCHHSI:
Micue poboru, nocaza, jara HIPU3HAYCHHS HA [OCALY:

JIOKyMCHT, 1110 nOCBI14y€e 0c00y (BH/I, cepist, HOMEpP, KHM 1 KOJIM BHAAHHIT) a00
JIOBIJIKA KapOBOT CIy:KOH, BUTAT 3 0COOOBOT CrIpaBH) :

(IIPI3BHILE, IM 51, 10 OATLKOBI OCOOH, SIKA IIPHTATACTHCS J10 AAMIHICTPATHBHOT BiANIOBIAALHOCT])



IPOJOBKEHHS HoJaTKy |

po3’scHeHo 3micT ctarti 63 Konctutyuii Ykpainu, a takox ioro (ii) mpaBa Ta
00oB’s13kH, mnependadeni crarrero 268 Komekcy VYkpaiHW mpo aaMiHicTpaTHBHI
NpaBONOpPYILEHHS (Mae IpaBO: 3HAMOMHMTHCA 3 MarepiajlaMd CIIpaBH, JaBaTH
MOSICHEHHS, II0JaBaTH J[OKa3W, 3asABISATH KIONOTAaHHSA; IpU PpO3IMSLAl CIIpaBH
KOPUCTYBATHCs! FOPUIUYHOIO JOIIOMOIOK aJ(BOKaTa, IHIIOrO (axiBlg y rajuysi rpasa,
AKAP 3a 3aKOHOM Ma€ IIpaBO Ha HaJaHHs [pPaBOBOI JOMOMOTM OCOOHCTO 4YM 3a
JIOPYUEHHSIM FOpPUIMYHOI OCOOM, BHUCTyNaTH piAHOIO MOBOIO 1 KOpPHCTyBaTHCS
MOCHyraMH Iepekiajnaya, KO HE BOJIOAIE MOBOIO, SKOK BEAETHCS NPOBAIKEHHS;
OCKapKUTH MOCTAHOBY I10 CIPaBi).

IMignuc

3amuc mpo BiAMOBY 0coOHM, LIOAO SKOI CKIIaJEHO MPOTOKOJ IpO aJAMiHICTpaTHBHE
MIPaBOMOPYIIIEHHS, BiJl MPOCTaBIeHHS MNIANUCY Mpo OOI3HAHICTh 13 3a3HaYEeHUMU
nonoxkeHusMu Koncrurynii Ykpainnm ta Komekcy YkpaiHu mpo amMiHiCTpaTHBHI
MpPaBONOPYLIEHHS:

[Tignuc yrnoBHOBa)K€HOI 0COOH

ITosicHeHHst 1 3ayBaKEHHS IIOAO 3MICTy IBOrO MPOTOKONY (MOXKYTh OYTH [OJaHi
OKpeMo):

3anic Mpo BiAMOBY BiJ IOJAHHS IMOSCHEHHS 1 3ayBakeHb IONO 3MICTY LIBOTO
IIPOTOKOJTY, BIIMOBY BiJ MiAMHCAHHS IPOTOKONY Ta MOTUBH TAaKOI BIIMOBHU (MOXYTb
OyTH Jl0/1aH1 OKpeMO):

ITignmuc ynoBHOBa)KeHOI 0cO0H

I[O MPOTOKOTY AO0Oat0ThCA!

(3a3HAYACTHCA TMEpeIiK MaTepialis, M0 A0AAIOTHECS 10 IPOTOKOILY)

[Miznuc ocobu, 1OJO AKOI CKJIQJAEHO TIPOTOKON IpO  aAMiHiCTpaTUBHE
TpaBONOPYILIEHHS Ta KA OTPUMAala OJMH IPUMIPHHK IPOTOKOITY

ITigmuc ynoBHOBaXKeHOT 0COOH




MPOJIOBXXEHHS JOAATKY 1

CBiKH MpaBonopymeHHs (Ko Taki Oynu):
1;

(mpi3Bule, iM’s Ta no OATHKOBI; MicLE IPOYKHUBAHHS )

2.

(npi3BuIe, iM’s1 Ta 110 6ATHKOBI: MicLie IIPOYKUBAHHS)

[Tigmucu cBiAKIB (SKIIO Taki OyJIH):
1:

2,

VYoBHOBaXKeHa ocoba:

(mianuc, npi3BUILE, 1HIIATH)

HpOTOKOJ'I NnoAa€TbCA Ha po3risag 10

(HaliMeHyBaHHS cyay)




Jlonatok 2

10 [Topsioky oGopMIICHHS
MaTepiajiB Mpo aAMiHICTpaTHBHI
NPaBONOPYLIEHHS

(mynxt 3.1 po3niny 3)

CIIPABA
PO aAMIHICTpaTHUBHE IPAaBOINOPYILICHHS

BYHHEHE
(pi3BHiLE, iM’S Ta 110 6ATHKOBI MPaBOMOPYIITHHKA )
3@ YaCTHHOIO CTaTTI Konekcy Ykpainu npo aaMiHiCTpaTHBHI
IIPaBOIOPYILIEHHS
[TocTaHoBa cyay Bif « » 20 p. Ne
3BopoTHHi1 Oik
OITHUC
JOKYMEHTIB, 110 MICTATHCS Y CIIpaBl
Ne 3/m HatiMeHnyBaHHS i KinpkicTh [IpumiTKa
PeKBI3UTH apKyLLiB
JOKYMEHTIB

1 2 3 4




BHa4i OJIaHKIB MPO aJMIHICTPATHUBHI MPAaBONOPYILEHHS

Honatox 3

pife]

[Topsanky

oopMITeHHs

MaTepiajiB Npo aAMiHICTPaTUBHI

IIPaBOIOPYIIEHHS

(myHkT 4.3, 4.5 po3niny 4)

KYPHAIJI

Po3nouaro: « »

3aKiHYEHO: «

20 poky

»

20 poky

3/

Hara

BU1a4l

KibpKicTh
BUIAHUX
071aHKIB,

on

Cepiiinuii
HOMEp

I1Ib Ta
IIAMHC
ocobu, sxa
BHAJIa
OJ1aHK

ITI6 Ta migmuc
ocobHu, sika
oTpUMala

6JaHK

BinMiTku npo
NPUHHSATTSI
MOILIKOJIKEHUX
OnaHKiB
(cepitiHui
HOMep, /1aTa,
MpI3BHUILE,
IAHe
10Ca0BO1
ocobH, sgKa ix
OpUitHAIa)
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YIIOBHOBAYXEHWH BEPXOBHOI PAJIN YKPATHH

3 IIPAB JIIOAUHU
HAKA3
OA . D4 2026 M. Kuis | Ne_ /0. /5/A6

ITIpo BHecenHs 3MmiH 10 Mopaaky
odopMIIeHHsI MaTepiajiB mpo
aAMIHiCTPaTHBHI NpaBONOPYIUEHHS

3 MeTow0 3abe3nedeHHS] €IMHOIO MHiAXOMy A0 OGOPMIEHHS Marepiamis IIpo
aZMIHICTPaTHBHI IPABONOPYLIEHHS

HAKA3YIO:

1. Buecru 3minu no Ilopsaxy odopmieHHs marepianiB mpo aaMiHicTpaTHBHI
[IPaBOIOPYIICHHA, 3aTBEP/UKEHOr0 Haka3oM YIOBHOBaXeHoro BepxosHoi Panu
Ykpainu 3 npas nroaunu Big 22.12.2025 Ne 161.15/25, a came:

1) ab3an nepmnii myHKTY 2.1. BUKIACTH Y HOBIH pemaKLii:

«IIpoTokon ckmagaeTbest y ABOX MPUMIpHUKAX 32 (OPMOIO 3rifHO 3 JOHATKOM |
no usoro Ilopsaaxy.»;

2) abzan npyruit myHKTy 2.1. BUKIACTH y HOBIM penaKii:

«Ilepmmii TPUMIPHUK IPOTOKOIY HPYKYEThCS Ha CHeHiaJIBHOMy- OmaHKy
(mOmaToK 5), BUTOTOBJICHOMY BiIOBI/IHO /10 BUMOT MyHKTY 4.1. iboro ITopsaky.»;

3) nyHKT 4.1. BUKJIACTH Y HOBIiil pemaKiii:

«brank nporokony ABnse coboro apkymn mamepy Gopmary A4 (210x297 Mm) 3
IHTErPOBAHMMH ~ AHTHBIATBOPIOBATBHHMH €JIEMEHTAMH Y BMIVISII JPYKOBAHOL
3axXHCHOI ((OHOBOT) CITKH, i3 3a3HAYCHHSIM Ha 3BOPOTHOMY Goli cepilfHOro HoMepa y
(GopMi HOTHPH3HAYHOrO IIH(PPOBOTO KOMIY.

Texcrosa uacTuna GnanKy HajpykoBaHa (hap6o0 HACHYEHOTO CHHBOTO KOILOPY,
300paKeHHs MalIoro JepXKaBHOro repby — $pap6oro 3010Toro Koasopy, GoHoBa ciTka
'— CHHBOI'O KOIIbOPY 31 CTyIeHeM TTpo30pocTi 9%.».

2. Nonosuutu Ilopsnok odopmieHHs Marepiajis 1Ipo aaMiHICTpaTHBHI
NPaBONOPYIICHH, 3aTBEP/DKEHOI0 HakazoM YIoBHOBaxkeHoro BepxoBuoi Panu
VYKpainu 3 npaB mroanHu Bijg 22.12.2025 Ne 161.15/25, nogatkoM 5, 0 HOAAETHCS.
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3. JlenapraMeHTy JOKyMEHTaJIbHOrO 3abe3medeHHs Ta poGOTH 31 3BEPHEHHIMH
(Autonenko O.0.) 3abesnmeunTn o3HalfomiieHHs mpaiiBHUKIB CekpeTapiaty
YnosHoBa)keHoro BepxosHoi Pajin Ykpaluu 3 mpaB JHOIUHY 3 [IMM HAKA30M.

4. Biguiry iH(hopMaiHHO-KOMYHIKAIli HHUX CUCTEM HenapramenTy
rocrozapcekoro 3abesneueHHs (Ipuiimax C.0.) 3a0e3ne4UTH ONPUITFOTHEHHS I[LOTO

Haka3y Ha o¢iuiiinomy BeGcaiiti YnoBHOBaxeHOTO BepxoBHoi Pagu Yipainu 3 npas
JIIOIMHHU.

3 KOHTpOJ’[B 3a BUKOHaHHAM IbOTI'0 HaKa3y 3aJIMIIar0 3a coboro.

YnosnoBa:xxkenuii Bepxosuoi Paan
YxpaiHu 3 npaB qI0AHHH
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