Jlonatok Ne4

JI0 OTOBOPY PO MOCTaYaHHs
CJIEKTPUYHOT eHeprii

MOCTAYaJIbHUKOM YHiBEpCaJIbHUX MOCIYT
BiT « _ » 20 poky

Ne

Ilopsiaok e1eKTPOHHOIO JOKYMEHTO000Iry

1. CropoHU y3rOAMIM HACTYIHI BU3HAYEHHS TEPMiHIB, SIKi BXKUBAIOTHCA 110 TEKCTY AaHOTO [IOpsaKy eneKTpoHHOTo
JOKyMeHT000iry (maii — [Topsaok):

1.1. Cepsic «Ocobuctuii kadiHeT» — NPOrpaMHO-TEXHIYHMH KOMIUIEKC, SIKUM J03BOJIsIE 3IiHCHIOBATH
inenTudikaniro CnoxuBaua i 3abe3nedyBatd OOMiH iH(oOpMalier0 Ta NOKYMEHTaMH B EJIEKTPOHHOMY BHIJISLII MiX
Cnoxwusauem ta TOB "XOEK" 3 BukopucraHHsM riobanbHOI iH(pOpMaliiiHO-TeIeKOMYHIKaliiHOT Mepexi «[HTepHeT»
(mani o texcry — «IHTEpHETY).

1.2. Aapeca enexkTpoHHoi momtHu (e-mail) - 3ammc, mo ckiamaeTbes 3 iAeHTUGIKATOpA, MO3HAYKHA «@» Ta
JIOMEHHOTO 1iMeHi, mo ineHTH(dikye mnomToBYy CKpuHBbKY CnoxnBaua Ta IlocravanbHHKa, sKa BHUKOPHCTOBYETHCS
CropoHamMu Ul JHMCTYBaHHS Ta Mepenadi eJNEKTPOHHHX JOKYMEHTIB Ta IOBIIOMIIEThCS LUIIXOM BHECEHHS aApecH
€JICKTPOHHOI MOIITH /10 NepCOHANbHMX AaHuX CrioxkuBada, Ta 3adikcoBaHa y nanomy Ilopsaxy.

1.3. IlporpaMHuuii MPoOaAYKT — TIaTGOPMH, ITiICHCTEMH, BeO-CEpBiCH Ta KOMI IOTEPHI MPOTpaMy NMpHU3HAYCHI IS
00OMiHy eNeKTPOHHHMH NOKYMEHTaMH Ta [0 3a0e3NnedyloTh NOTPHMAaHHS CTaHIApTiB OOMiHY, HEpEeBipKH, 3aXHCTy Ta
TPAHCHOPTYBAHHS IOPHINYHO 3HAYYIIHUX TOKYMEHTiB, mianucanux KEIL

1.4. Kanidixosanuii exexrponnmii mignuc (KEIT) — ynockoHaneHnii eneKTpOHHUI MiANNC, SKAH CTBOPIOETHCS 3
BHUKOPHCTaHHSAM 3aco0y KBaTipiKOBaHOTO EJNEKTPOHHOrO Iixnucy i Oa3yerbcst Ha KamidikoBaHoMy cepTHdikaTi
BIJKPUTOTO KIIOYA; €IEKTPOHHUM MIJNHKC, IO OTPUMYIOTh 32 PE3yJbTaTOM KPHITOrpadidHOro NepeTBOpeHHs Habopy
SJICKTPOHHUX JaHUX, SIKMH JOJA€ThCS A0 IBOT0 HaOOpy abo JOTIYHO 3 HUM MOENHYETHCS 1 Aa€ 3MOTY IiATBEPANTH HOTO
mimicHicTs Ta imeHTH(diKyBaTH mimnmucanta. KEII € aHamoroM BIacCHOPYYHOTO IMMHCY, 3aCO00OM 3axHCTy iH(OpMAIii,
3a0e3medye MOXIIUBICTh KOHTPOJIO IUTICHOCTI i MiATBEPIKEHHS ITOCTOBIPHOCTI €JIEKTPOHHHUX OKYMEHTIB Ta Ma€ TaKy
caMmy IOpUINYHY CHITY, SIK 1 BTACHOPYYHUI MiJIHC, Ta Ma€ MPE3yMIILIiI0 HOro BiAIIOBIAHOCTI BIACHOPYYHOMY HiAIHUCY.

1.5. KpanijikoBaHa ejiekTpOHHA MeyaTka (Ie4aTKa) - yIOCKOHAJICHA €IEKTPOHHA I1€YaTKa, SKa CTBOPIOETHCS 3
BUKOPHCTAHHSAM 3300y KBaIi(DiIKOBAHOI €JIEKTPOHHOI IMeYaTKH i 0a3yeThCst Ha KBaslihikoBaHOMY cepTh(hIKATI €IeKTPOHHOT
MEYaTKH.

1.6. EnexTpoHHi A0KYMEHTH — Halle)kHO odopMiIeHI JTOKyMeHTH, iHdopMalis B sKMX 3a(iKCoBaHA y BUIIISIL
SJIEKTPOHHUX JIAHUX, BKJIIOYAIOUYX O0OB’S3KOBI PEKBI3UTH JOKYMEHTA, CKJIaJ Ta NOPSJOK PO3MILICHHS SKUX HependadeHi
YHUHHHUM 3aKOHOJJABCTBOM.

2. CTOpOHM IIOMOBWJINCS, IO TOYMHAIOYM 3 MOMEHTY HaOpaHHsS 4YMHHOCTI JloroBopy, ISl MiATBEpKEHHS
3IIHCHEHHsI TOCHOAApPChKUX omepauiil 3 BukopuctaHHaM Cepsicy «Ocobuctuii kabiHeT» Ta/abo eNeKTPOHHOIO MOIITO0
Ta/ab0 TPOrpaMHUMH NPOAYKTaMH OyIyTh 3aCTOCOBYBATHCS HACTYIHI BHIHM EJIEKTPOHHHX JOKYMEHTIB, IOCBITYEHHX
KBaNi()iKOBAaHMM €JICKTPOHHUM IIIIFCOM Ta 3aCBiJUeHI II€YaTKOIO, y pa3i BUKOPUCTAHHSA TakKol B MisUTBHOCTI:
OJHOCTOPOHHI €JIEKTPOHHI IOKYMEHTH - paxyHKH, MOJATKOBI HakJaJIHi, MONEPEeHKEHHS MPO MPUIMHEHHS IOCTAYaHHS,
Oyap-sKi TOBIIOMIICHHA IIOAO IIpPeaMeTy Ta yMoB JloroBopy TOINO; Ta ABOCTOPOHHI €JIEKTPOHHI JOKYMEHTH - aKTH
MpUHMaHHs-TIepeadi eNeKTPUIHOT €Heprii, aKTH 3BIPSIHHA PO3pPaxyHKiB TOIIO.

3. Mianucapmu gauui [Mopsgok, CrioxxuBad B3siB Ha cebe 30008’ s13aHHsI poiiTH npouexypy peecrparii B Cepsici
«Ocobuctuii kabiner» Ha caiiti TOB «KOEK».

4. OOMiH JokyMeHTamMH 3a MM llopsakoM 3MiHCHIOETHCS 13 3aCTOCYBAHHSIM IOJIOXKEHb 3akoHy Ykpainu «lIpo
eJIeKTpoHH1 JoBipui mociyru» Bix 05.10.2017 p. Ne 2155-VII, 3akony VYkpainu «IIpo enexkTpoHHI JOKYMEHTH Ta
SJIEKTPOHHUN JTOKyMeHT000ir» Bix 22.05.2003p. Ne 851-1V, IlonarkoBoro koxekcy Ykpainu (mani — I1IKY) Ta iHmmmMun
HOPMAaTHBHO-TIPaBOBUMH akTamy. CTOpPOHM BHU3HAIOTh, L0 EJIEKTPOHHHH NOKyMEHT (copMOBaHMH, MigNMHCaHUl 3
BukopucranusaMm KEII, ckpimneHuil e1ekTpoHHOIO0 MEeYaTKolo, y pa3i BUKOPUCTAHHS TaKoi B JISUIHOCTI Ta IepeaaHui 3a
nonomoroto Cepgicy «OcobucTuii KabiHeT», eJIEKTPOHHOIO MOUITOI0 Ta/abo MPOTrpaMHUMHM NMPOAYKTaMH) 1ICHTHYHHUH 32
3MICTOM Ta PEKBI3UTAMH 3 JIOKYMEHTOM Ha Tamepi, KOXKeH 3 JTOKYMEHTIB € OpUTIHAJIOM 1 Ma€ OJJHAaKOBY IOPHIMYHY CHITY.

5. Jlns BukoHaHHA yMOB nmaHoro [lopsaky CTopoHH 3000B’S3YIOTHCS BXXKUTH BCIX MIATOTOBYUX Ta OpraHi3allifHIX
3aXONiB UIsI TIEpeXoAy Ha OOMiH eNeKTPOHHHMH JOKyMEHTaMH, 3a0e3neduTH BUTOTOBICHHSA HeoOximaux KEII
BiJIMOBiTAIEHUX CHIBPOOITHUKIB.

6. Koxxna CropoHa 3000B’s13aHa MOACHHO CJIKYyBaTH 32 HAAXOKCHHSIM EIEKTPOHHHUX JOKYMEHTIB Ta CBOEYACHO
3MIMCHIOBATH 1X MPUAMaHHS, IEpeBipKy, mianucanHs 3 BukopuctanHsaMm KEII, 3acBiqueHHs eneKTPOHHOIO IMEYaTKO y pasi
BUKOPHCTAHHS TaKkoi B AiSUIBHOCTI Ta moBepHeHHs iHuIi Ctoponi. CTOpoHa, sKa 3/1iHCHIOE HAJICHJIAHHS EJIEKTPOHHOIO
JOKyMeHTa BBakaeTbcss CTOpOHOIO - BimmpaBHHKOM, a CTOpOHa, sika 3IIMCHIOE OTPUMAaHHS €JIEKTPOHHOI'O JTOKYMEHTa,
BBaXKaeThCst CTOPOHOIO - OIEPIKYBaueM.

7. IlogaTkoBi HakmaaHi OTpUMYIOThCsl CIIOXKMBa4YeM BUKIIIOYHO B €JICKTPOHHOMY BHIJISII Y TOPSAKY, BU3SHAYEHOMY
MTOJJATKOBHM 3aKOHOJIABCTBOM Y KpaiHH.

8. HMaroro orpumanHs CrioxuBaueM HaJIXO/KCHb, BBaXKaeThcs nata 3aBaHTaxeHHs TOB «KOEK» enextpoHHOTO
nokymenta 1o Cepicy «Ocobuctuii kabiHeT» Ta/abo HaACWIAHHS €JIEKTPOHHOTO JIOKYMEHTa €JEKTPOHHOIO ITOIITOIO
Ta/ab0 MPOrpaMHUMH TPONYKTAMH Ta BBaKAIOTHCS TaKUMH, Mo Oynwm HamaHi (Hamiciadi, Bimmpaeieni) TOB «KOEK»
CnoxwuBady, a CrioxuBad OTpIMaB Ta 03HAHOMHUBCS 3 HIMH.

9. OmHOCTOpPOHHI €NEeKTPOHHI TOKYMEHTH BBa)KAIOTHCS MiAMMMCAHWMH, 3aCBITICHUMH EJICKTPOHHOIO IEYATKOI Y
pa3i BUKOPUCTaHHS TaKol B MiSUTBHOCTI i HAOMPAIOTh YMHHOCTI 3 MOMEHTY, Koiu BoHH Oyiwm migmucadi KEIT Croponoro-
BigmpaBHUKOM Ta HaxicitaHi CTopoHi onep:kyBady. J[BOCTOPOHHI €IEKTPOHHI JOKYMEHTH BBaXKAIOTHCSA ITiAMHUCAHUMH,
3aCBITYCHUMH EJIEKTPOHHOIO MMEYaTKolo, Y pa3i BUKOPHCTAaHHS TaKol B JAISUIBHOCTI 1 HaOMPalOTh YMHHOCTI 3 MOMEHTY



MANUCaHHS 000Ma CTOpPOHAMH. Y BHMNAJKYy HE IiJNHMCaHHS JIBOCTOPOHHBOTO €JIEKTPOHHOTO JOKYMEHTY OJHIEIO i3 CTOPiH
Ta HEHaJaHHs OOIPYHTOBAHOI BiJIMOBM BiJ MiANMMCaHHS, €NEKTPOHHUN IOKYMEHT BBa)KA€ThCS MiINKCAaHUM Ta Habupae
YUHHOCTI Ha 4YeTBepTHH poOOYMH JeHb Bij JHs Horo HampanieHHS CTOPOHOIO BiIIPaBHUKOM, B MOPSJIKY, BUZHAUCHOMY
1.8 panoro [Topsinky.

10. CropoHu midnuM 3roa, IO BHUIPaBICHHS (BHECEHHS 3MiH) Ta/abo ckacyBaHHS (aHYJIIOBAaHHS)
OJTHOCTOPOHHBOTO EJIEKTPOHHOTO JIOKYMEHTa, mignucanoro CTOpoHOIO - BimnpaBHMKOM 3 BukopuctanusMm KEII, 3
ypaxyBaHHAM BHUMOT jaHoro Ilopsaky, 3AiHCHIOETbCS NLIAXOM HarpaBieHHsS CTOpPOHOIO-BiINPAaBHUKOM HOBOTO
OJTHOCTOPOHHBOTO E€JIEKTPOHHOTO JIOKYMEHTA 32 aHAJOTIYHUM HPEAMETOM Ta IIePioJIoM, 110 CKACOBYE IO IOIEPEIHBOTO.
Burmnpasnensst (BHECEHHs 3MiH) Ta/ab0 ckacyBaHHA (pO3ipBaHHs) IBOCTOPOHHBOTO €IEKTPOHHOTO JOKYMEHTA, ITiAMHUCAHOTO
oboma Croponamu 3 BukopucranusaMm KEII, 3 ypaxyBanHsIM BuMOr naHoro [lopsaky, 3MifiCHIOETECS BHKIIIOUHO MIISIXOM
CKJIaneHHs Ta mignucanHs CTopoHaMu AKTa Ipo BHIIPaBIIeHHs Ta/abo ckacyBaHHS EIEKTpOHHOTO JOKyMEHTA.

11. V Bumaaky, xomm onHa i3 CTOpiH 3asBiIg€ NMPO BTPATy KOHKPETHOTO ENEKTPOHHOrO MOKyMEHTa, SKWi
ToTepeJHHO HaOpaB YMHHOCTI, IOBTOPHE ITIMUCAHHS TaKOro EJEKTpOHHOrO MOKyMEHTa He 3IiHCHIOE€ThCS. lIpu mpomy,
CropoHa, sika 30epirae BiIacHHN NPUMIPHUK EJIEKTPOHHOIrO IOKyMEHTa, 3000B’SI3YEThCS 3a 3BepHEHHSAM CTOPOHH, sKa
BTpaTwia nei ENeKTpoHHMIl NOKyMEHT, HajaTd HOro JOCTYHUMHU EJIEKTPOHHMMH KaHajlaMu 3B’sI3Ky, a00 Ha Hocil
eJIEKTPOHHOI iH(opMalii.

12. TIpu HASBHOCTI 32 OJHIEIO 1 TI€IO K OIEPAIlE€I0 OJHOPITHIX/AHAJOTIYHUX MO CYTi TOKYMCHTIB, CKIIAQJICHUX B
CJICKTPOHHIN Ta MHUCBMOBIHM (ApyKoBaHiil) (opmi, He3aJeKHO BiX AaTH iX O(QOPMIICHHS NPIOPUTETHY IOPUIUYHY CHITY
MaTHMe YMHHUHM ENekTpoHHUN JOKYMEHT.

13. Croponu momommiucs, mo EnekTpoHHI HOKyMeHTH, siki HamaHi (Hajmicnmani, Bimmpaeieni), miamucani KEII,
3aCBIYEHH] E€JIEKTPOHHOIO NEYaTKOI0, y pPa3i BUKOPHCTaHHS Takoi B MAISUIBHOCTI, MarOTh IIOBHY IOPHIMYHY CHIY,
MTOPOKYIOTh TpaBa Ta 000B’s3ku ais CTOpiH, MOXKYTh OYTH TpENCTaBleHI A0 CyOy B SKOCTI HAJIGKHHX IOKa3iB Ta
BHU3HAIOTHCS PIBHOSHAYHMMHU JOKYMEHTAMH, IO CKJIANAlOThCcs Ha TMamepoBoMy HocieBi. [ligTBepmkeHHA nepenadi
JOKYMEHTIB (BiIIIpaBIIeHHS, OTPUMAHHA, TOIIO), B MOPSAAKY BH3HAUEHOMY NaHUM I[lopsaKoM, BBaXKaeThCS JICTITUMHUM
MiATBEPKCHHAM (aKTHYHOTO NPHUHOMYy-TIepenadi TaKuxX JOKYMEHTIB YHOBHOBakeHMMH ocobamu CTOpiH i HE BUMarae
JIOZIATKOBOTO JI0Ka3yBaHHSI.

14. YV Bumaaky HEMOXJIMBOCTI BUKOHAHHs 3000B’s13aHb 32 uuM [lopsakom, CTOpOHH HEraiiHO IOBIIOMIISIOTH ITPO
e OJIH OJJHOTO.

15. CropoHH caMOCTiIHHO 3a0e3MedyroTh 30epekeHHs MPOrpaMHOro 3a0e3IeueHHs, SIKe BUKOPUCTOBYETHCS IS
oOMiHy enekTpoHHNMH nokymeHTaMu, KEII Ta enekTpoHHUX JOKYMEHTIB, pO3MIIIEHHX Ha CBOIX MPUCTPOSIX.

16. Bunaua, 3amiHa, 3HUILEHHS BIIKPUTHX KIIOYiB, B TOMY YHCJI y BUIagKax iX KOMIIpOMETAllii, a TAKOX BHJada
kBaiiikoBaHoro ceprudikara BiJKPUTOTO KiIOYa, 3MIHCHIOETHCS B TOPS/IKY BH3HAYCHOMY YHWHHHM 3aKOHOJABCTBOM.
Croponu 3000B’s3aHi NOBIIOMHUTH OIHA OJHY IIPO HAsBHICTH BHINEBKA3aHMX OOCTaBHHHU B CTPOK, IO HE IEPEBHUILYE 5
(r’siTH) pobOYHX THIB 3 MOMCHTY BUHUKHCHHS TAKUX OOCTABHH.

17. TOB «KOEK» He Hece BiAMOBINATRHOCTI Ta HE HAJa€ KOHCYIBTATUBHUX MOCIYT IMIOJ0 POOOTH CHCTEMH IS
00MiHy EneKkTpoHHIME TOKYMEHTaMH, IPOTpaMH, TOIIO.

18. IIpu BupimIeHH] BCIX iHIMINX MATaHb, IIOB’I3aHMUX 3 CICKTPOHHUM TOKYMEHTOOOITOM, SIKi HE BPerylIbOBaHi JaHUM
IopsinkoM, CTOpOHH KEPYIOTHCS MOJI0KEHHSIMHU JI0roBOpY Ta YMHHOTO 3aKOHOAABCTBA.

19. Jauwii Ilopsigok CTaHOBHTH HEBIA €MHY dYacTHHY JIOroBOpy, CKIAJCHU YKPAlHCHKOI MOBOKO Y IBOX
OpHTiHAJIBHUX MPUMIPHUKAX — I10 OHOMY JUIs KO’KHOT CTOPOHU € OIHAKOBOT FOPUANYHOT CHITH.

20. VYci immi ymoBu JloroBopy 3alMINAlOTBCS HE3MIHHUMU Ta CTOPOHHM MiATBEP/XKYIOTH 10 HbOMY CBOI
3000B’I3aHHS .

21. HManwmii ITopsnox HaOupae 4MHHOCTI 3 MOMeHTy minnucaHHs ii CTOpoHaMHM Ta Ji€ MPOTATOM CTPOKY ii
Horosopy.

Ilignucu cropin:

MocTrayajibHUK: CnoxxuBau:
TOB «KOEK»
Jupexmop Anopinu I'VI[A/IO
(nocaoa, nionuc, I1.1.5) (nocaoa, nionuc, I1.1.5)
M.IL M.IL

«_» 20 poky «_» 20 poky



