HOBOIICKOBCBKA PAVIOHHA JIEPXKABHA AJIMIHICTPAILISI
JYT'AHCBKOI OBJIACTI

HAKA3

KepiBHHKA amapaTy palioHHOT Aep:kaBHOT agMiHicTpamii

24~ 642 eceel. 2,0/5?/2 emt HoBomnckos Ne 52,

Mpo 3arpepmxenns Iloso:kenns npo
3ara/jibHUi BiAALI anaparty paionHol
AepxaBHOI agMiHicTpanii Ta NocafoBuX
iHcTpyKuiH Horo npaniBHUKIB

Biznoeinzo no crareit 6, 39, 41, 44 3akony Vkpainu «[Ipo MicueBi AepxaBHi aaMiHicTpauii»,
3axony Ykpainm «IIpo 3BepHeHHs rpoMansiy», 3akony Ykpainu «IIpo Hamionansnnit apxisunit $porz
Ta apxiBHi ycTanoeu», 3akony Ykpainu «IIpo noctyn no mybmiunoi iHpopmaLii». NyHKTY 2 4aCTHHH
nepIuoi, YaCTHHH APYIoi CTAaTTi 7, YaCTHHU MepIioi cTaTTi 8, MyHKTy 3' YacTHHH MepIIoi crarti 17,
crareit 19, 20 3axony Vkpainu «[Ipo aepxasny ciyx0Oy», nocranosn Kabinety MinictpiB Ykpainu
Bin 06 xBitHZ 2016 poxy Ne 271 «Ilpo 3aTBepmKeHHs KpPHTEpiiB BHM3HAYEHHA MepeiiKy Mocaj
NpaLiBHUKIB JE€P)XaBHHX OPraHiB, AKi BUKOHYIOTh QyHKUIi 3 006CIyroByBaHHs», IOCTAHOBH Kabinery
Minictpis Ykpainu i 26 sepecus 2012 poky Ne 887 «I1po 3arBepmkeHHs THUIIOBOTO IOAOKERHA PO
CTPYKTYPHHMH MiApo3ain Micuesoi jaepxasHoi amMiicTpauii», moctanosn KaGinery Minictpis
Vkpainu Bia 17 ciugs 2018 poxy Ne 55 «Jleski NHTaHHA [OKYMEHTYBAHHS YIpPaBliHCHKOI
HisaBHOCTI», MocTaHoBH Kabinetry MinmicTpis Ykpaiuu sim 11 rpymas 1999 poxy Ne 2263 «Ilpo
3aTBepIUKEHHs THIIOBOrO pErnamMeHTy MicleBoi JepxaBHOI aiMinicTpauii», mocranosd Kabinerty
MisnicTpis Ykpaisu ix 14 keita 1997 poky Ne 348 «[Ipo saTBepmienHs IncTpykuil 3 ainoBoacTsa 3a
3BEpPHEHHAMHM TPOMAJsiH B OpraHax JepXKaBHOI Biagu i MiCLEBOTO CaMOBPsAJYyBaHHA, 00’ €HAHHAX
rpOMaJIfH, Ha MiATPUEMCTBAX, B YCTAHOBAX, OpraHizallisx He3anexHo Bil Gopm BiacHocTi, B 3acobax
MacoBoi in(opMarii», BpaxoBylOuH Haka3 MinicTepcTsa mpani Ta COLianbHOI NOMTHKK YKpainu Bia
29 rpyans 2004 poky Ne 336 «Ilpo 3arBepmxenHs Bumycky 1 «Ilpodecii npauisnuxis, mwo €
3arabHAMH JUIS BCiX BHAIB €KOHOMIYHOI HiAnbHocTi» JloBigHMKa KBatidikamifHUX XapaKTEpPHCTHK
npodeciii  mpauiBHMKiIB», 3 METOI0 HANEXKHOI oOpradizauii poGOTH 3 JOKYMEHTaMHU B
paiiaepykaaMiHicTpanii
HAaKa3ylwo:

1. 3arBepmutn Ilonoxenns npo 3aransHuil Bimgin amapaTy HoBoNCKOBCHKOI paHoOHHOL
nepxaBHOI anMinicTpauii Jlyrancekoi o6nacti Ta nocanosi iHCTPyKil #oro MpamiBHUKIB.

2. KonTposns 32 BUKOHAHHSAM LIBOr0 HaKasy 3aMIIalo 3a Co00fo.
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3ATBEPIAKEHO

Haxka3 kepiBHUMKa anapaty
HoBonckoBcbkoi palioHHOT
JiepxaBHOI aAMIiHICTpaLlii
Jlyraucekoi obiacTi

56 ecees 2015/ Ne 32

NOJOXKXEHHA
npo 3araibHu# Biaain anapary HoronckoBcebkoi paiioHHOT nep:kaBHOL agMinicTpauii
Jlyrancekol o6nacri

1. 3araanemii Bigmin amapary HosonckoBcbkoi paiioHHOT AepkaBHol aaMisicTpauil
Jdyrancekol obnacri (nam - Biaain) € migposaitoM amapary paiaepikaAMiHiCTpalii, CTBOPHOETBCH,
PEOpraHi3yeTbCd Ta JIKBIAYEThCS TOMOBOK paiiepxaaMiHiCTpamii, BXOMHTh, 10 CKIamy amapaty
paiinepxaamMinicTpauii Ta B Mexax HoBonckoBchkoro paioHy 3a0e3ncuye BUKOHAHHA MOKIAICHHX Ha
Le# mizpo3ain 3aBaHb.

2. Bigaia mizmopsiaxoByeTscs y CBOIM poGOTi rojioBi palnepikaqMiHICTpalil Ta KepiBHHKY
anapary pafiaep)xaaMiHicTpamii.

3. Biuain y cpoiii po6orti kepyerbes Koncruryuiero Yipainu, 3akoHamu YKpaitu, 3aKoHOM
Vipainu «[Ipo nepxaBHy cuyxOy», 3akoHom VYkpaitu «IIpo MicueBi Aepxasni aamimicTpamiin.
3akoHoM Ykpainu «[Ipo 3amoGiraHHs kopymuii», 3akoHoM YkpaiHu «IIpo 3BepHEHHS IPOMaliH»,
3akonom Yxpaiau «Ilpo mnoctyn sio ny6aiunoi indopmauii», nocranoamu BepxoHol Panu Yipainn,
yKa3aMH i po3nopspkeHssmu [Tpesunenta Yipainy, Ykasom Ilpesunenrta Yipainu sig 07.02.2008
poky Ne 109 «IIpo mepmrodeprosi 3axoam mozno 3abe3nedeHHs peamnsauli Ta rapaHTYBaHHSA
KOHCTHTYLI/HOTO MNpaBa Ha 3BEPHEHHA [0 OpPramiB JepXKasHOi BIalX Ta OpraHis MiCLEBOrO
CaMOBpAIyBaHHA», NOCTAHOBAaMH 1 poznopsmxenHamu Kabinery MinicTpiB YKpaiHH, IOCTaHOBOIO
Kabinery Minictpis Vkpainu Bix 17 ciuns 2018 poky Ne 55 «/leski MUTaHHA JOKYyMEHTYBAaHHS
ynpaBiHChbKkoi JisnbHOCTI», moctaHoBow KMY Bix 11 rpymus 1999 poky Ne 2263 «IIpo
satBepmKenHs THIOBOro pernaMenTy MiCLeBoi AepxaBHoi agMiHicTpanii», moctaHosoro KMY sin 14
kBiTHA 1997 poky Ne 348 «I1po 3aTBepmkeHHs [HCTPYKUIi 3 11I0OBOJCTBA 32 3BEPHEHHAMH POMAJIAH B
oprasHax JepaBHOI BIaf¥d 1 MICUEBOrO CaMmOBpANyBaHHs, O00’€QHAaHHAX [POMandH, Ha
NMiAMpHEMCTRAX, B YCTAHOBAX, OPraHi3alifX HesalexkHo Bil GopM BIacHOCTI, B 3acobax MacoBol
indopManii», pO3MOPAMKEHHSAMH TONOBH 00JacHO! Ta pPAHOHHOI JEpPHaBHHX aZMIHICTpatlii,
Pernamentom po6otm Hosomckoschkoi paitonnoi mepxasHoi ammimictpauii Jlyrancokoi obmacti,
IlonoxennsM npo anmapar Hosomckoscpkoi painepxaaminictparii, uum IonoxeHHsM Ta IHIEMY
HOpPMaTHBHHMH aKTaMH.

4. Ionoxenns mpo BigAiJL, HOro CTPYKTypa i YMCENABLHICTH 3ATBEPKYIOTHCS TOJIOBOK
PaiioHHOI AepKaBHOI anMiHICTpari.

5. OcHOBHHM 3aBJaHHfIM 3araJdbHOr0 BiAAITy € BCTaHOBJIEHHS €IHHOrO MNOPARKY
TOKYMEHTYBAaHHS YIIpaBiiHCHKOI iHbopMarlii i poboTH 3 HOKYMEHTAaMH 13 3aCTOCYBAaHHAM CyYaCHHX
AaBTOMAaTH30BaHMX CHCTEM, METOJHYHE KEPIBHHLTBO i KOHTPOJb 3a JOTPHUMAHHAM YCTaHOBICHOIO
1OpA/IKYy poOOTH 3 JOKYMEHTAMH B paiiiepaIMiHicTpalii; BeleHHA apXiBHoi crpasu B anapari
paiinepxanMinicTpanii Ta 3aGe3nmedeHHs  opraHisanii poOOTH i3 3BEPHEHHSAMH  IpOMajisiH B
paiiepKaaMiHicTpauii.

6. 3aransuui BigILT BiANMOBIAHO 0 NMOKJAJAeHHX HA HHOI'0 3aB/aHb:

1) opranizoBye BukoHanHs Komcrutyuiii 3akoHiB Yxpainu, aktie [lpesupenta Yipaihu,
Kabinery MinicTpie Ykpainu, Hakasis MiHiCTEpCTB, iHIIMX IEHTPAIBHUX OPraHiB BUKOHAB4O! BAIH
Ta 3AIHCHIOE KOHTPOJIb 32 1X peaini3ali€io;

2) 3abe3medye B MEXaX CBOIX MOBHOBaXEHb 3aXHCT NPAB i 3aKOHHUX iHTepecis (isHuHMX Ta
IOPHAMYHEX 0Cif;



3) 3miHCHIOE KOHTPONb 3a CTAHOM PODOTH IIOAO PO3MJLALY 3BEPHEHb I[POMAsH Ta IX
06'¢IHAHD B OPTaHaX MiCLIEBOrO CaMOBPSIyBaHHs, Ha MiAMPHEMCTBAX, B OpraHi3alifX 1 yCTaHOBaX.
pO3TAIIOBAHHX Ha TEPHTOpI]l paHOHY, y MEXaX BM3HAYEHHX MOBHOBAXKEHE;

4) po3pobnse MPOEKTH pO3NOPS/KEHb [ONOBHM paiifiepXanMinicTpauil Ta Hakazie KepiBHHKa
anapaty padzepkaaMiHicTpailii, y BU3HaYCHHX 3aKOHOM BHIAJKaX - MPOSKTH HOPMaTHBHO-IIPABOBHX
aKTIB;

5) Gepe yd4acTh y po3poOieHHI [IPOEKTIB PO3NOPA/DKEHb TONOBH paijepkanMiHicTpauii Ta
HakaliB KepiBHHKA amapary paiijiepkaJMiHicTpalii, MpOeKTiB HOPMaTHBHO-NPaBOBHX aKTiB.
rONOBHHMH PO3POOHHKAMHU SAKHX € iHIII CTPYKTYPHI Niapo3ainu paiiaepixaaMiHicTpaLii;

6) 6epe ydacTh y MiATOTOBII 3BITiB FOJOBM paljepXaaMiHicTpauil mns ix posrisny Ha cecil
pailOHHOT panu;

7) roTye camocTiiiHO aG0 pa3soM 3 iHIIMMH CTPYKTYPHMMH Higpo3ainamu indopmauiifni Ta
aHa1iTHYHI MaTepiany s OJAHHSA TOJIOBI paiiaepaaMIHICTpaLii;

8) 3abe3mneyye 3a1HCHEHHA 3aX0/IiB 100 3anobiranas i NPOTHALT KOpyTii;

9) po3risaae B yCTAaHOBJIEHOMY 3aKOHOJABCTBOM IMOPAIKY 3BEPHEHHS [POMaJsiH;

10) ompaubOBY€ 3aNMTH i 3BEPHEHHS HAPOJHMX JeNyTaTiB YKpaiHH Ta J€NyTaTiB BiAMOBIAHKX
MICHEBHX pal;

11) 3abesmeuye goctyn n0 :yOniudoi iHdopmanii, pO3MOPAAHMKOM  SKOI €
paitaepxanMiHicTpalis;

12) po3pobnse iHCTpyKuil0 3 MiNOBOACTBA B paiifiepanMiHicTpalii 3rifHO 3 THIIOBOO
iHCTPYKIIi€l0 3 AiNOBOJICTBA Y LIEHTPAIbHHX OpraHax BukoHaBdoi Bmanm, Paji MiHICTpIB ABTOHOMHOL
Pecny6niku Kpum, MiclieBHX OpraHax BHKOHABYO! BJIaj Ta HOMEHKJIATYpY CIpaB amnapary paioHHOT
JlepKaBHOI aAMiHICTpaLii;

13) 3abe3neuye MOTPHMAaHHA BUMOT IHCTpyKuil 3 AiNOBOACTBA Ta HALlIOHAIbHHX CTaHAAPTIB
Ykpainu TpH po3pobui OpraHizauifHO-pO3NOPSAYMX JOKYMEHTIB YNpPaBMiHHAMH, BLIALIAMH,
CTPYKTYPHHMH MiPO3/AUIaMH paiijepkaaMiHicTpauli;

14) Hagae METOAMYHY TAa KOHCYIBTaTHBHY JOIOMOTY 3 NMTAaHb HiNOBOJCTBA Ta HALlOHATBHHX
cTangapTie YKpaiHy NpH po3poOili oprauizauiiiHo-posnopsauX NOKYMEHTIB B anapari, ynpaBIiHHiM,
BiUIiIaM, CTPYKTYPHHM IIiAPO3MinaM paiiiepxaaMiHicTpalii, BHKOHKOMaM CeJHIIHUX Ta CLIbCBKHX
pan,

15) opranizoBye poB6OTy 3 YKOMILIEKTYBaHHs, 30epiraHHs, o6Niky Ta BUKODHCTaHHsA apXIBHHX
JOKYMEHTIB, OpraHi3oBye MOKyMeHTOOGIr, GopMmyBaHHs cmpas, iX 30epiraHHs Ta miArOTOBKY 10
nepeaayi o apXiBHOTO BiAdiny paiiaepxaaMinicTpauii;

16) 3abeslmedye B MeXax CBOIX MOBHOBaXEHb pealidalilo IEPKAaBHOI MOJITUKHM CTOCOBHO
3axucTy iHpopMalii 3 o6MexeHHM AOCTYIIOM,

17) 3abe3nedye 3aXHCT NEPCOHAIBHUX JAHHX;

18) 3mificHIOE TpHifoM, pEECTPallilo BXIAHHX Ta BUXITHMX JIOKYMEHTIB, iX OOIIK, ONepaTHBHUI
momyK, BHMAAYy iHGOpMallii CTOCOBHO JOKYMEHTIB, 3a0e3ledye 30€peXCHHA [OKYMEHTIB B
paiinepikaaMiHicTpaLii Ta KOPHCTYBaHHSA HUMH,

19) BxuBac 3axofiB MmONO 3MEHIIEHHA o00cary  cay00BOro  JIMCTyBaHHA B
paiizepxanMiHicTpanii;

20) BMBuYa€ y BiMmiNax Ta ynpasjiHHAX padzepkaaMiHicTpalii, BUKOHKOMaX CLIbCHKMX Ta
CeJIMIHHUX paj CTaH OpraHisaiii Ji0BOACTBA, IPOBOAHUTE PEry/APHO IEePEBIPKY CTaHy ALIOBOJCTBA B
CaMOCTIHHHX CTPYKTYPHHX MiIpo3Aifax paaepiaaMiHicTpauii;

21) Gepe yuacTe y BIpOBa[KEHHI Ta BHMKOpHUCTaHHI iHQOpMalifiHO-TeneKoMyHiKauiiHol
CHCTEMH IiNIOBOACTBA B paiiepxaaMiHICTparii;

22) 3abesnmedye NOTPMMAHHA €IWHUX BMMOT INONO MiATOTOBKYM JOKYMEHTIB Ta OpraHisauii
poBOTH 3 HAMH B YMOBaXx €JIEKTPOHHOTO JOKYMEHTO00Iry;

23) npoBoauTh aHani3 iHQopMauil PO JOKYMEHTOOOIr, HeoOXiAHOI M/ MpPHHHATIA
YIIPaBJTiHCEKUX PillIeHb;

24) 31iliCHIOE KOHTPOMDb 32 AKICTIO Ta NPaBHIBHICTIO MiATOTOBKH # 0OPMICHHA JOKYMEHTIB B
anapati Ta CTPYKTYpPHMX [ipo3/inax paiiaepkaaMiHicTpallii;



25) 3abesnedye peecTpalilo, 30epiranHs poO3NOPAMKEHb TOJOBH paiinepkaaMinicTpauil Ta
HaKa3iB KepiBHHMKA anapary paiaepxaaMiHicTpallil, BATOTORJIEHHS KO A7 BUKOHABLIB,

26) 3abe3nedye MiArOTOBKY 3aciaHb Kojeril paiifiepaaMiHicTpallii, a TAKOXK Hapal Ta HLUIKX
3aX0/1iB, IO MPOBOAATHCA B pailAepiKaaMiHICTpalii;

27) iniuiroe Ta Gepe yvyacTte B oprasizauii migBHIIeHHS KBaidikalii MpamiBHMKIB anapary.
CaMOCTIHHUX CTPYKTYPHUX NiAPO3AiNiB paiiaepxaamiHicTpanii 3 MUTaHb JiJIOBOACTBA;

28) Bene 00K NMPOMO3HKLIK, 3a4B Ta CKapr TpOMajsH, AKi HaAXOMAThL B paiifepiKaIMIHICTPALIO.
3iACHIOE KOHTPOJIb 3a CTPOKaMH PO3IIIALY 3BEPHEHD IPOMalsiH;

29) 3abe3nmeuye oprasizanilo poOOTH mocTiiHO Ail04oi KOMicii NpH paiaepxanminicTpamii 3
MUTaHb PO3IIIAAY 3BEPHEHB TPOMAJISH;

30) 3alezmeuye cHCTeMaTH4yHe [POBeleHHs MepeBipKM cTaHy oprasisauii pobotm i3
3BEPHEHHAMM [POMaJfH B CTPYKTYPHUX NiApo3jinax paliaepkaiaMinicTpauii, oprasax MicCLEBOro
CaMOBpAyBaHHA, Ha MIANPHEMCTBAX, B OpraHi3aiiax Ta ycTaHOBax paioHy;

31) 3abe3meuye cucTeMaTWyHE BUCBITJICHHs paiifiepalMiHicTpallielo 4epe3 3aco0M MacoBoi
indopmauii craHy oprauizauii poGoTH i3 3BepHEHHAMH rpoMazdH, rpadikiB ocoOHCTHX NpHiOMIB
rpomajsiH KeplBHHLUTBOM paiiiepxaaMIiHICTpaLil;

32) sabesnedye opradizaiilp NpoBeJeHHS HIOMICAYHOTO AHA KOHTPONIO, B paMKax #KOro
3MIHCHIOIOTBCA  BHI3HI  MEpeBIpKM  CTaHy  BMKOHaHHA  JOpPYY€Hb, HaJaHHUX  TOJOBOK
paiepxaaMiHICTpallil 3a pe3yibTaTaMH PO3TsLy 3BEPHEHb TPOMALISAH;

33) moMicAuHO Ta HMIOKBApTATLHO FOTYE aHaNi3 Npo cTaH pobOTH i3 3BEPHEHHAMH TPOMansH
roJ108i paiiepaaMiHicTpauii;

34) ckyamae 3BeieHY HOMEHKIATYpy CNpaB amnapary Ta IHIOMX CTPYKTYPHHX IIIPO3JiIB
paiifepXanmiHicTpanii, FOTy€e CIpaBH [0 31a4i B apXiBHAH BIANIN paiiiepxaaMidicTpanii;

35) BHOCHTH MPOMO3MLIT 10 NnaHie poboTH padaepxanMinicTpamii 3 NATaHe, IO HANEKATh 10
KOMIIETEHLIT BLUILLY;

36) BHKOHYe iHUII (YHKLIT, SKi BAMTMBAIOTE 3 IOKJIA/ICHUX Ha BIUII 3aBaHb.

7. Binaia mae npagso:

1) omepKyBaTM Yy  BCTAHOBJEHOMY MOPAAKY  BiI  CIPYKTYpPHHX  MifpO3AiliB
paiiiepxkaMiHicTpanii, iHIMMX OpraHiB AepKAaBHOI BNafH, YCTaHOB Ta OpraHisauif JOKYMEHTH,
NOBIAKH, iHLII MaTepiany, HeoOXiAHI JUIs BUKOHAHHS NOKJIAJICHUX Ha Bi/UILJI 3aB/1aHb;

2) 3alyyaTH CHEIaNCTIB anapary Ta CTPYKTYDHHX IMiApo3inis padaepiamminicipauii (3a
TIOTO[UKEHHAM 3 iX KepiBHHUTBOM) JAJIsS ONMpAlOBaHHA OKPEeMHX MHTaHb, W0 Halexarb J0 HOro
KOMIETEHILIT;

3) BHOCHTH TrojIOBi paiiaepaaMiHicTpanii Nponosuiii 3 NHTaHb YAOCKOHAICHHS pobotr
BLITLLY;

4) 6paTH yyacTh y Hapajax Ta iHUIHX 3aX0[ax 3 [HMTaHb, AKi BIMHOCATBCA JIO KOMIIETEHL
BiAJiNYy, IO NPOBOJAATLCS B padaepKaaMiHicTpauii;

5) KOpHMCTYBaTHCh B YCTAHOBJEHOMY MOpAAKY iHdopMamiifiHuMu Ga3amy OpraHis BEKOH2BYOI
BJIajAH, CHCTEMAMH 3B’ 43Ky i KOMYHiKallili, MEpE&XaMH CTELiabHOrO 3B’ 3Ky Ta IHIUMMH TEXHIYHHMH
saco0amu;

6) mnepeBipATH NOTPHUMaHHA BHMOr [HCTpykuii 3 JiTOBOACTBA y BimliNax, YIpPasiIiHHAX
paiiaepXaaMinicTpauiil Ta BUMaraTH BUKOHaHHA BCTAaHOBJIEHHX NPaBH/ pOOOTH 3 IOKYMEHTAMHU.

8. Binnia B ycTaHoBneHOMy 3aKOHOJABCTBOM TMOPANKY Ta Y MeXax INOBHOBAXEHb B3aEMOJIE 3
HIOMMH ~ CTPYKTYPHMMHM  [iJpO3diiamMH  paiiaepaaMiHicTpauii,  opraHaMd  MiCLE€BOrO
CaMOBpAMYBAHHSA, MiJNPHEMCTBAMH, YCTAHOBAMH Ta OPraHi3allisMH 3 METOK CTBOPEHHS YMOB M
POBA/DKEHHA TOCHIAOBHOI Ta Y3rODKEHOI MIIBHOCTI MO0 CTPOKIB, HepIOAMYHOCTI OJEPHKaHHsA 1
nepeAadi iHopmarii, HeoOXiAHOI M HAIEXKHOTO BHKOHaHHA NOKIAaNCHHX Ha HBOTO 3aBlaHb Ta
31IHCHEHHS 3alTaHOBaHKUX 3aXOAIB.

9. Biagin ou4oMIOE KEpiBHHK, SKMil NPU3HA4ACTLCA HA IIOCALY i 3BINBHACTBHCA 3 IIOCAIM
KepiBHAKOM IepXKaBHOI CIyOH 3TiIHO i3 32aKOHOJABCTBOM IO JEPHKaBHY CIyXKOy 32 OTODKEHHAM 3
opraHamMH BUKOHABYOI BJagM BMIIOTO PiBHA, KpiM BHIMAJKiB, mepenbauenux 3akonoM Ykpaidu «Ilpo
nepkaBHy ciyx6y». Ha mocaqy HadanpHMKa BiIJiny Npu3HadaeThCsad ocoda 3 BHINOI OCBITOIO
BiAMOBiAHOTO MPogheciitHoro CrpsMyBaHHA 32 OCBITHBO-KBaTipikaliffHAM piBHEM He HIDKYE Marictpa,



MOCBiIoM PoBOTH Ha mocanax aepxaBHoi ciyxOH kateropiit «b» 4m «B» abo nocsigom ciyxbu B
opraHax MiCIIEBOTO CaMOBpAAYBaHHA, abo HOCBiIOM poOOTH Ha KEPIBHUX Nocajax IiANpHEMCTB,
YCTAaHOB T4 OpraHi3auill He3asexHo Bifl pOPMH BJIaCHOCTI He MEHIIE OJHOTO POKY, K4 BLILHO BOJIOAIE
JePIKaBHOIO MOBOIO.

10. HasansHuk Bigaiuy:

1) 3a4iiicHIOE KepiBHHUTBO MiS/IBHICTIO BIAAIMY i Hece MEpCOHaIbHY BIAMOBIJANBHICTH 3a
BHKOHAHHS MOK/IaIEHUX HA B 3aBJaHb 1 AOPYYEHb;

2) mojae Ha 3aTBepKeHHS IOIOBI MICIIEBOT AepXaaMiHiCTpamii MOM0KEHHS PO Bi I

3) nnanye pobory Bigainy i 3abe3neyye BUKOHAHHS NOTOUHHX IJIaHiB pobOTH,

4) Bu3Hayace 3aBAAHHA i PO3MOAIAAc OOOB’SI3KH MiX NpaLiBHUKAMH, aHa3ye Pe3ysibTaTH ix
pobOTH, BXMBAE 3aX0/iB IOAO MiJABHINEHHS e)eKTHBHOCT] JisTBHOCTI BIUITY;

5) 3abesneuye OiArOTOBKY CHYXOOBHX NOKYMEHTIB 3 NHTaHb, BIOHECEHHX IO KOMIETEHLUIl
Blaaiy;

6) BXHUBac 3axONiB LIOAO YIOCKOHANEHHs Opradizauii Ta NMiABHINEHHA €(pEKTHBHOCTI pobOTH
BiAALTY; ¢

7) 3BiTy€ mepes roNOBOI MICHEBOT AepiaaMiHicTpamil Ipo BUKOHAHHA MOKIANEHUX Ha Bl
3aBHaHb Ta 3aTBEP/DKEHHX TUIaHIB poOOTH;

8) BHOCHTH NPOMO3MLIl WIOAC PO3MIALY Ha 3acizaHHAX Ko/erii NHMTaHb, WO Halexarh 10
KoMIeTeHUil Bifainy, Ta po3podise MPOeKTH BIONMOBLOHHX PO3NOPAMLKEHD;

9) npescTapiise iHTEpeCH BiALILY Y B3aEMOBIOHOCHHAX 2 iHINMMH CTPYKTYPHHMHM HiZpo3aifamu
paiiilep)KaaMiHicTpanil, OpraHaMid MiCLEBOTO CaMOBpAIyBaHHsA, MIANPHEMCTBAMH, YCTAHOBAMH Ta
OpraHisallismM - 3a JOpY4YeHHAM KepiBHULTBA paiAepKaAMiHICTpaLli;

10) 3abesnmedyye JOOTpMMAaHHS MpaliBHMKAMM BNy NpaBHi BHYTPILIHBOTO TPYAOBOTO
PO3NOPSAKY Ta BUKOHABCHKOI AUCLMILIIHH;

11) HavanpHMK Bimaily BMKOHYE TakoX iHmi OOOB’S3KH, MOKIAZ€HI Ha HBLOTO TOJIOBOKO
paiiaepxaaMidicTpalii 3 MHTaHb, IO BXOAATH 0 QYHKLUiHA BiaiLy.

11. CrpykTypa Bigaiay, HOro wratHa yuceNbHIiCTh, [10N0EHHA NPO BIAALI 3aTBEPIKYHOTHCSA
rOJIOBOIO paiifiepxanMiHicTpauii.

[Tocanori iHCTpyKIiT TIpaliBHHUKIB BTy  3aTBEPIKYE KepiBHHK amapary
paiinepxaaminicTpauii. [TpauiBHUKH BiIUTUTY NPH3HAYAIOTHCS Ta 3BUILHAKOTBCH 3 NOCAH KEPIBHHKOM
anapaty paitnepxaaminicrpanii.

Biagin yrpaMyeThes 3a paxyHOK KownTiB JlepxkaBHoro OroukeTy YKpaiHH B MeXax rpaHH4HOl
ylicenbHOCTI Ta GOHIY ONJIATH Mpaui anapaty paiiaepxanMidicrpauii.

PoGora Bimainy miaHmyeThcs Ha KBapTan Ha mifcTaBi miuaHy poGOTH pallOHHOI AepXKaBHOL
aaMinicTpaii, mnaH po6OTH 3aTBEPIKYETECA KepiBHHKOM anapaty paiiepxaaMinicTpauil.

12. Bignin He € OpHIHYHOK 0c0o00K0 myOJiYHOrO npaea, BXOAMTb A0 CTPYKTYpH amapary
paiizepxaaMinicTpanii, He Mae caMoCTiiHOTO banancy, He Mae paxyHKiB B opranax KasnayeHcTsa, He
Mae BracHuX 6yaHkiB. Bigmin mae medatky i3 CBOIM HaliMeHyBaHHAM Oe3 300paxeHHs JlepaBHOro
['epba Ykpainu.



3ATBEP/KEHO

Haka3 kepiBHHKa anapary
HoBOICKOBCHKOT paiiOHHOL
Aep)kaBHOI aaMiHicTpanii
Jlyrancekoi obnacti

28 Genecws2079h Ne 32

IMocaxoBa iHCTPYKNiA
HAaYAIBLHUKA 3araJILHOrO BiAAily anaparty
HoponckoBcbKol paiionnoi qep:kapuoi agminicrpanii Jlyrancskoi o61acri

I. 3aranbHi noa0KeHHS

HayaJbHUMK 3aransHOTrO BiAAiMy amapary paiaepxanminictpamii (Jami 1o TEKCTy - HavalbHUK
BiAiny) 3abesmeuye opraHi3auiio AijNOBOACTBA B amaparti paimepxaimiHicTpauii BiANOBIAHO 10
uYHHMX 1paBWl, KOHTPOJIOE OpraHi3alilo  JiNOBOACTBA B CTPYKTYPHHX MiApO3aLIax
paiiepxanminicTpauii, 3aesnedye opraizallio poOOTH i3 3BEPHEHHAMH TPOMAISH.

HauanbHMK BiJilly NPH3HAYAETHCS HA II0CATy Ta 3BIIBHAETBCA 3 TMOCAAH KEePIBHUKOM
JepxkaBHOi cyxOu paiizepaaaminicrpauii BiAMOBIAHO A0 BHMOT HMHHOTO 32KOHOZABCTBA T4 33
IOTODKEHHAM 3 OpraHaM¥ BHKOHABYOI BJIaJI BUIIOTO PiBHS, IIANOPSAKOBYETLCA KepiBHUKY arnapary
HoBonckoBchKoi pafioHHOT AepxaBHOi amMinictpauii Jlyrancobkoi o0nacti I BHKOHYE JOpY4EHHS
ronosr HoBorckoBcbKoi paiioHHoi aepxannoi agminictpauii JlyraHcpkoi obnacri.

Ha mocany HauagbHHMKa BifTily TpH3Ha4daeTbess ocoba 3 BHILOIO OCBITOK BIAMOBIZHOTO
npodecilfiHoro crnpsMyBaHHs 3a OCBITHBO-KBaihiKallifHUM piBHEM MmaricTpa, JOCBiJOM poOOTH Ha
nocazax AepKaBHOI c1yx6u kateropiii "B" um "B" abo nocsisom cnyxOu B opramax MicCLieBOTO
caMOBpALYBaHH#A, a60 10CBIZOM POOOTH Ha KepiBHMX MOCajAax MiANpHEMCTB, yCTaHOB Ta opraHizaii
HE3aJIeKHO BiJl (JOPMM BIACHOCTI He MEHIIE OJHOTO POKY, AKa BUILHO BOJIOZIIE JIEPKABHOK MOBOIO,
OCHOBHHMM IpHHIMNAMM poBOTH Ha KOMI'IOTEPI T2 BIAMOBIAHMMH NPOTPAMHUMHU 3acobami,
OCHOBaMHM J1JIOBOJICTBA.

HauansHuk Bifiny y cBoiil gianbHOCTI kepyerbes Koncrutyuiero Yipainn, 3akoHom Yikpaiku
«IIpo mepxapHy cnyx6y», 3akonoM Ykpainu «Ilpo Micuesi AepikaBHI aaMiHicTpamii», 3aKOHOM
Ykpainn «[Ipo 3anobiranus xopymnuii», 3akoHoM YkpaiHi «[Ipo 3BepHEHHS rpoMaisH», 3aKOHOM
Vkpaiuu «ITpo goctyn mo my6niuHoi indopmanii», 3akoHoM YKpaiHu «I1po HanjjionansHuil apxiBHHHA
hoHZ Ta apXiBHi ycTaHOBHY, TocTaHoBoK Kabinery MinicTpis Ykpainu Bia 26 BepecHs 2012 poxy Ne
887 «Ilpo 3aTBepmikenHs THIIOBOTO TONOXEHHS NP0 CTPYKTYPHUM Hipo3ain MicueBoi JepxKaBHOl
anMinicTpauii», nocranosoto KaGinery Minictpis Ykpainn sin 17 ciuns 2018 poky Ne 53 «Jleskl
MUTAHHA JOKYMEHTYBAaHHS YIpaBiHCBKOI JisnbHOCTI», moctaHoBoro Kabinety MinicTpis Ykpainu
gia 11 rpyaus 1999 poky Ne 2263 «IIpo 3aTBep/mkeHHs THIIOBOTO PErjIaMeHTy MICIEBOi Jep:aBHOi
anMinicTpauii», mocranorowo KaGinery MinictpiB Ykpainu Bia 14 KBiTHS 1997 poky Ne 348 «Ilpo
3aTBEp/UKeHHs [HCTpyKLIi 3 AiNOBOACTBA 32 3BEPHEHHAMH TPOMajsH B OpraHax NepkasHol BIAIH 1
MiCLIEBOTO CAMOBpsIyBaHHsA, 006 €qHaHHAX TPOMAJifAH, Ha MIANPHEMCTBAX, B YCTaHOBAX, oprasizauisax
He3aIeXHO Bifl GOpM BracHoCTI, B 3acobax MacoBoi inQopmanii», Yiazom INpesunenta Yxpainu Biz
07 mororo 2008 poxy Ne 109 «IIpo nepumodyeprosi 3axom¥ W00 3a0e3neyeHHS peamizauii Ta
rapaHTYBaHHS KOHCTHTYL{H{HOTO TIpaBa Ha 3BEPHEHHS [0 OpPraHiB ACPXaBHOI BIald Ta Oprasis
MICLEBOrO CaMOBPSIYBAHHS», iHIIMMA HOPMATUBHO — MIPAaBOBHMH aKTaMH Y KPalHH, IO CTOCYHOTHCS
JiepaBHOL ctyx6u Ta  misubHOCTI  paliepxamminicrpauii, PernamenTom pobotu
paiiaepxkanminicTpanii, [lonoxennsm 1npo amnapaT paiipepxamminicTpanii, IlonoxenHsM npo
3aralbHUI BiAIN anapaty paiifepxaiMiHicTpalil, a Takox Li€I0 iHCTPYKLI€IO; MTPaBKHIaMH JiJOBOTO
STHKCTY; NpaBMJaMM Ta HOPMaM#d OXOPOHHM Ipali, TeXHiku Oesmexu, pupobHM40l caHiTapii Ta
TIPOTHIIOKEKHOTO 3aXHCTY.

Ha yac BiACYTHOCTI HauaNbHMKA 3aranbHOTO BiJINy amapary paiaepxaaMisicTpauii y 38 3Ky 3
Bi/IMYCTKOI0, XBOPOOOK Ta iHIIMMH NpPHYHHAMM, BHKOHAHHA HOro 060B’sA3KIB MOKJIJAETHCS Ha
NpOBIIHOTO CHieLiaticTa 3aranbHOro BijUliny anapary paiaepKaaMiHicTpauil.



1I. 3aBaanns Ta 000B’A3KH

HayanbHHK 3araibHOro Biaainy amapaty HoponckoBcekoi pailOHHOI JepXaBHOI aamiHicTpauil
Jlyrancekoi obnacri:

1) 3aificHIOE KepiBHHLTBO MiANbHICTIO BiANiny i Hece MepcoHaNbHY BiANOBIJAIBHICTD 3a
BHKOHaHHsA NMOKJIaZIeHNX Ha BiJIiT 3aBAaHb i JOpYYeHs;

2) nojiac Ha 3aTBEPIKEHHS roJIoBi MiciieBol AepiamminicTpanii ITonoxenus npo sigain;

3) mnasye poGOTy By, BHOCHTH NPONO3MLii A0 MPOEKTIB IIaHiB poOOTH, 3aX0/iB
paiiaepiaaMiHICTpallii 3 IUTaHb, L0 HANEXATh 10 KOMIETEHIT Biaity;

4) Bu3HA4Ya€ 3aBJaHHS 1 po3nojinse oOOB’S3KM MK MpaliBHHKAMH, MOJAc HA 3aTBEpP/DKEHHH
KepiBHHKy anapaTy paiaepxaaMinicTpauii ix mocagosi iHcTpykuii, aHanisye pesynsTaty ix podor,
B)KMBAE 3aXO0/iB OO0 MiABHINEHHS €PEKTHBHOCTI MiANBHOCTI BIAALTY;

5) 37ilCHIOE KOHTPOJB 3a CTAHOM poOOTH INOJAO PO3MISAAY 3BEPHEHb T[POMaAsH 7Ta IX
00'e/IHaHP B OPraHaX MiCIIEBOrO CaMOBps/IyBaHHs, Ha MiANPHEMCTBAX, B OPraHi3allisx i yCTaHOBaX,
pO3TALIOBaHHX Ha TEPUTOPii paOHyY, B MEXaX BU3HAYCHMX TOBHOBAXEHb;

6) po3pobiIse TPOEKTH PO3NOPS/DKEHs TONOBH paiifepaanMiHicTpanii Ta HakasiB KepiBHHKa
amapary paizepxaaminicTpalii, y BU3HAYEHHX 3aKOHOM BHIaJKaX - IPOEKTH HOPMATHBHO-[IPABOBHX
AKTIB;

7) Gepe ydacTh y MiArOTOBII 3BiTiB TONORM paiifepaaMiHicTpamii /g iX posrusiay Ha cecii
paHoHHOI pajy,

8) roTye camocTiiiHo abo pa3oM 3 iHIIHMH CTPYKTYPHAMH Migpo3ainamu indopmauiiini Ta
aHAIITHYHI MaTepiaiy A/l MOJaHHS TOJNOBI paiiaepxaIMiHicTpanii;

9) 3abe3neuye 3AificHeHHsA 3aX0/iB OO0 3anobiranHs i npoTuii Kopynuii;

10) po3risiiae B yCTaHOBJIEHOMY 3aKOHOJABCTBOM MOPAAKY 3BEPHEHHA rPOMajsiL;

11) ompaipoBye 3anuTH i 3BepHEHHA HAPOJHHX AEMyTaTiB YKpaiHH Ta JICTIyTaTiB BiJMOBITHHX
MICIIEBHX paz;

12) 3abesmeuye goctyn jo myGmiuHoi  iHQopmamii, pO3NOPSIHHKOM  AKOT €
paiinepxxaaMiHicTpaLis;

13) pospobnse iHCTpyKWilo 3 AiNOBOACTBA B paiiiepxanMiHicTpauii 3riiHo 3 THIIOBOK
iHCTpYKIIi€l0 3 ALTOBOACTBA y LUEHTPANbHUX OpraHax BHKOHaByoi Bnaay, Pani MIHICTpiB ABTOHOMHO]
Pecniy6ikn KpuM, MicleBHX opra#ax BUKOHABHOI BJIal Ta HOMEHKJIATYPY CMpaB anapary paloHHOL
JepXKaBHOI aJMIHICTpaLlii;

14) 3aGe3nedyye DOTpAMaHHA Bamor IHCTpykuii 3 AinOBOACTBA Ta HALiOHANBHHX CTAHJAPTIB
VkpaiHd npu po3poOili  OpraHizauifHO-pO3NOPANYHX MOKYMEHTIB YNpaBNiHHAMH, BilliNamH,
CTPYKTYPHHMH NiZpo3/iNaMu paiaepxanMiHicTpaLii;

14) Hafac METOAMYHY Ta KOHCYJILTAaTHBHY [OMOMOrY 3 MHTAHb JiOBOJACTBA Ta HALIOHAIBHHUX
cTaHiapTie YKpainm npu po3pobLi OpraHizauifiHo-po3NOpANYMX JOKYMEHTIB B  Aarmapari.
yNipaBliHHAM, BiULiIaM, CTPYKTYPHHM IiAPO3Zinam paiaepxaaMiHiCTpallil, BAKOHKOMAaM CEIMIUIHNX
Ta CUILCBKHX pap;

15) opranizoBye po6oTy 3 yKOMIUIEKTYBaHHs, 30epiraHHs, 06Ky Ta BHKOPHCTAHHS apXiBHHX
JOKYMEHTIB, OpraHizoBye JOKyMeHTOOGIr, GopMyBaHHA crpas, ix 30epiranHs Ta MiATOTOBKY A0
nepefadi 10 apxiBHOTO BiAAiNy paHaepxaaMiHiCTpalii;

16) 3abesmedye B Mexax CBOIX I[OBHOBaXEHb peallizallilo NEpXaBHOI NOMITHKH CTOCOBHO
3axuCTy iHbopMalii 3 0OMEXEHHUM JOCTYIIOM;

17) 3abe3nedye 3aXUCT NEPCOHANBHHUX JAHHX;

18) 3aGe3meuye 3ailicHEHHS NPUAOMY, peecTpallil BXiAHMX Ta BHXiIHHX JOKYMEHTIB, X 00K,
ONEpaTMBHKH momyk, Bumady iHbopmauii CTOCOBHO JOKyMeHTiB, 3abesneuye 30epexeHHs
JIOKYMEHTIB B paiiep:kaaMiHicTpalii Ta KOpUCTYBaHHA HUMH,

19) BxuRac 3axo[iB MO0 3MeHIUeHHs o0Ocary cnyXO00BOTo  IHCTyBaHHS B
paiiiepxaaMiHicTpauii;



20) BHBYac y BiAJiNaX Ta yNpaBliHHAX paiizepkaaMiHicTpauii, BHKOHKOMaX CLIbCBKHX Ta
CeNTMLIHMX paj CTAH OpraHizauii AiIOBOACTBA, IPOBOJUTH PETYIAPHO NEPEBiPKYy CTaHy ALIOBOICTBA B
CaMOCTIMHMX CTPYKTYPHHX MiZpO3Ainax paiaepxaaMidicTpauii;

21) Gepe ydacTp y BNpPOBa/KCHHi Ta BHKOpPHCTaHHI iHpopMaliifHo-TeneKoMyHiKaUiHHOT
CHCTEMH JIIOBOJICTBA B paiiepxaaMiHicTpauii;

22) 3abe3neyye JOTPHMAHHA €IMHMX BMMOT IIOJO MIATOTOBKHM JOKYMEHTIB Ta oOprauizauii
pobOTH 3 HHMH B YMOBAaX €l€KTPOHHOIO JOKYMEHTO00Iry;

23) npoBoAMTH aHami3 iHpopMauii mPO HOKYMEHToO0OIr, HeoOXigHOi AN NpHAHATTS
YIIPaBIIHCbKHUX PIHIEHB;

24) 31iiiCHIOE KOHTPOJIb 3a SKICTIO Ta MPABUBHICTIO MIATOTOBKH i 0QopMIIEHHS IOKYMEHTIB B
amapati Ta CTPYKTYPHHX MiApo3inax paitaepxxaaMiHicTpanii;

25) 3abe3nedye peecrpaiiio, 36epiraHHs poO3NOPsSLKEHb TOJOBH palizepkaaMinicTpauii Ta
HAaKa3iB KepiBHMKA anapary paijiepiaaMiHicTpauii, BAroTOBIEHHs KOMiH 1 BUKOHABLIIB;

26) 3abe3medye MiATOTOBKY 3acifaHb KoJerii paiinepanaMinicTpalil, a TaKoX Hapaj Ta iHIIHX
3aX0/IiB, L0 IPOBOAATECS B paiifiepxaaMinicrpauii; -

27) iniuitoe Ta Gepe yyacTh B OpraHizamii migBMuEHHA KBanidikaiuii mpauiBHUKIB anaparty,
CaMOCTIMHHMX CTPYKTYPHHX NiApO34i/iB paiiiep)anMiHicTpauii 3 mHTaHb AiIOBOACTBA,

28) 3abesnmedye BefeHHA OONIKy NpOMO3MUIH, 3aAB Ta CKapr IPOMAIsH, AKI HAAXOAATh B
paiizepxaaMiHicTpaio, 31#CHIOE KOHTPONS 33 CTPOKAMH PO3IJIsAY 3BEPHEHD IPOMANIAH,

29) 3a OPY4YEHHAM TOJIOBH paiiiepaAMiHICTpaLii OpraHi3oBye NPOBENEHHS rapauHX JIHiii
i TenedoHiB NOBipH 3 MUTaHb peatidallii rpOMajisHaMHK MPaBa Ha 3BEPHCHHA.

30) 3abesneuye opraisaliio po6oTH MmOCTiHHO Airoyoi Komicii mpu padinepxanminicTpauii 3
NUTaHEL PO3IJISLAY 3BEPHEHb IPOMAJISH;

31) 3ale3medye CHMCTEMATHYHE NpPOBEJECHHA MeEPEBIpKM CTaHy oOprasizauii poborn i3
3BepHEHHAMH TPOMajfH B CTPYKTYPHMX MipO3Aiiax paiiiepiagMiHicTpauii, opraHax MicCLEBOro
caMOBpsilyBaHHs, Ha MiMPHEMCTBAX, B OpraHi3alifx Ta yCTaHOBaX panoHY;

32) 3abe3meuye cUCTeMaTH4HE BHCBIT/EHHS paiilepkaaMiHicTpauiero yepes 3acodu MacoBol
ingopmauii cTaHy oprawizauii po6oTH i3 3BepHEHHSMH rpoMaisH, rpadikis OCOGHCTHX NPUHOMIB
rpoMajifiH KepiBHHUTBOM paiifiepixaaMiHiCTpallii;

33) 3aGesnevye OpraHisauil0 NPOBEAEHHS IUOMICAYHOrO MAHA KOHTPONIO, B paMKax AKOro
3MIHCHIOIOTECA  BHI3HI  TGpEeBipKH  CTaHy BHKOHAHHA  JIOpY4€Hb, HaJaHMX  TOJIOBOIO
paiiepaaMiHicTpauil 3a pe3yIbTaTaMH pO3Tiady 3BEPHEHb IPOMalIsH;

34) 3a6e3nedye KOHTPONb 3a MiArOTOBKOK WOMICAYHOrO Ta IOKBAPTAIBHOIO aHamli3y Mpo CTaH
poboTH i3 3BEpHEHHAMH rPOMaJIH FOJIOBI paiaepaaaMidicTpanii;

35) ckiamae 3BefEHy HOMEHKNaTypy CHpaB anapary Ta iHIOHX CTPYKTyPHHX INiIpo3iinis
paiiiepXaIMiHicTpallii, roTye Cipasy 10 34adi B apxiBHUM BiaAin paiinepxaiMiHicTpallii;

36) BianoBijac 3a 36epiranHs NeYaTKH 3arajibHOroO BiAAiNy Ta NPaBHIIBHICTS ii BAKOPHCTAHHS,

37) npencTaBifie iHTEpecH BiOAily y B3a€EMOBIZHOCHHAX 3 IHUIMMH CTPYKTYPHHMH
niZpo3ainamH  paiiaepxaiMiHicTpalii, OpraHaMH MICLEBOro CaMOBpALYBaHHS, MiANPHEMCTBAMH,
YCTAHOBAMH Ta OpPraHi3auisiMH - 32 JOPYYEHHAM KepiBHUUTBA palinepiaamMiHicTpanii;

38) HONEPKYEThCA BHMOI periameHTy poboTH paiiiepxaaMidicTpauii Ta TpaBuI
BHYTPIIIHBEOTO PO3NOPAAKY;

39) 3abe3neuye NOTPUMAHHsS NpAliBHAKAMH BifUIily TpPaBWJ BHYTPIWHBOTO TPYAOBOIO
pO3MOPAIKY Ta BAKOHABCHKOI JUCLUILIIHY;

40) NOTPHMYETHCA IPaBH eTHYHOT MOBEIHKH JEP/KaBHOro Ci1yx00BLA;

41) BUKOHYe iHIIi 3aBOAHHS 3a JOPYYEHHAM KEPiBHHITBA paiiiepaaMiHicTpauii.

IIl. IIpaBa
HavaapHHMK 3araapHoro piagity amapary HOBONCKOBCBKOI —paiOHHOI  JepXKaBHOI
anMinicTpauii Jlyranchbkoi o6nacTi Mae npago:
1) npeAcTaBisTH OpraH BUKOHABYO! BJIaJH B iHHIMX YNPaBJIIHCBKUX CTPYKTYPax 3 NMTaHb, IO
BXOIATH 4O HOro KOMIETEHIII;



2) oOmepXKyBaTH Yy  BCTAHOBAEHOMY  HOPAAKY  Bil ~ CTPYKTYPHHX  TIAPO3ALIIB
paiiiepxaaMiHicTpanii, iHIDMX OpraHiB IepXKaBHOI BMalW, YCTaHOB Ta OpraHizallii HOKyMEHTH,
JOBiNKH, iHIII MaTepiann, HeoOX1IHI A4 BUKOHAHHA MOKIaACHHX Ha BIIUIUT 3aBaHb;

3) sanyyaT CHEmiagicTiB anapaTy Ta CTPYKTYPHHX NipO3AimiB paiifepxaaMiHicTpauii (3a
MOTO/DKEHHAM 3 1X KepiBHHITBOM) JUIS OIPAlOBaHHS OKPEMHMX IMHTaHb, W0 HaNEKaTh IO HOTO
KOMINETEHILIT;

4) BHOCHTH TOJIOBI paiiiepXaaMinicTpauii Npono3HuLil 3 MHTaHk YAOCKOHANEHH POOOTH BiAiNYy;

5) Gparti ydYacTs y Hapajax Ta iHIUMX 3aX0jax, sKi IPOBOIATECS B paizepxaaMiHiCTpauii, 3
NHATaHb, U0 BIAHOCATHCS 10 KOMIIETEHUIT BLAALNY;

6) KOPHCTYBaTHCh B YCTaHOBIECHOMY MOPAAKY iHdopmauiiinumMu OazamMM OprasiB BHKOHAaBYOl
BIIAH, CUCTEMAMH 3B A3KY | KOMYHiKallili, MepexxaMy CIEIianbHOTO 3B’ A3KY Ta IHIIMMH TEXHIYHMMH
3acobamu;

7) nepeBipATH AOTPMMAHHA BMMOT [HCTpYyKUii 3 AiIOBOACTBA B anapaTi, BULALIAX, yIPABIIHHIX
paiizepxanMinicTpanii Ta BHMaraTH BHKOHaHHS BCTAHOBJIEHHX MpPaBHJI POOOTH 3 JOKYMEHTaMH,
MoBepTaTH iX y pasi mopyleHHs BUMOT [HCTPyKUii 3 AiNOBO/ICTBA HA JOONpAlOBAHHS;

8) BHOCHTH HpOMO3HIII WOAO0 TMOKPAWIEHHs MPAKTHKH MiATOTOBKHM Ta NMPOBEAEHHA KOJETIH,
Hapajl, anapaTHUX Hapaj, HaB4aHb CiIbCHKHX, CENUUIHHMX paj, HaBYaHb JNEPKABHHX CIYXOOBLIB
paiizepxaamiHicTpaui;

9) BHOCHTH Ha pO3IVAN TOJOBH paijepaaMiHiCTpalil IPOSKTH pO3NOPAIKEHb, MONOBLAHI
3alMCKH, TPONO3HLIT 3 MHTaHE, IO BIAHECEH] 10 KOMIIETEHIIIT BULILILY;

10) Ha moBary 2o cBOe€i 0COOHCTOCTI, 9ecTi Ta riIHOCTI, ClIpaBeIHBe 1 agoONHBE MCTaBJICHHS
3 GOKYy KEpiBHHKIB, KOJIET Ta iHIIHUX 0cid;

11) HanexHi [uis podOTH YMOBH Ta iX MaTepialbHO-TeXHIUHE 3abe3neyeHH

12) omnaTy mpani 3alexHO BiJ 3afiMaHOl mocajiM, pe3y/NbTaTiB CIyXOO0BOI MisBHOCTI, CTAXY
nepXaBHOI C1y)XOH Ta paHry;

13) BizmycTKH, coliafibHe Ta NeHciline 3abe3neyeHH s BI/ANOBIIHO 10 3aKOHY;

14) npodeciiine HaBuaHH#A, 30KpeMa 32 [ePKaBHI KOLITH, BiINOBIIHO [0 NMOTPEO AepXKaBHOIO
Oprasy;

15) mpocyBaHHsS mo cayx6i 3 ypaxyBaHHsM NpodeciiHOI KOMIIETEHTHOCTI Ta CyMIIHHOTO
BHKOHAHHS CBOIX I1OCAN0OBHX 000B’A3KIB;

16) yuacTs y npodeciliHuX CIiIKax 3 METOIO 3aXHCTY CBOIX MpaB Ta iHTEPECiB;

17) y4acts y AisbHOCTI 00’€qHAHB POMAfH, KpiM TONTMYHMX TapTid, y BHIIANKaX.
nepeabadyeHUX UM 3aKOHOM;

18) OCKapXeHHs B YCTAHOBJIEHOMY 3aKOHOM IIOpAAKY PpIIIEHb IIPO  HAKIA/CHHA
JNUCHMILTIHAPHOrO CTATHEHHS, 3BIJILHEHHS 3 IIOCAXM JepXKaBHOI CiIyOH, a TakoX BHCHOBKY, IO
MICTHTH HETaTHBHY OLIHKY 3a pe3y/IbTaTaMH OLIHIOBaHHS HOTO cyX60BOI AisIBHOCTI;

19) 3aXHCT Bif HE3aKOHHOTO TepeciayBaHHs 3 00Ky AepKaBHHX OPraHiB Ta iX 0CafoBUX 0cid y
pa3i oBiJOMJIEHHS PO GaKTH MOPYIIEHHS BEMOT LOT0 3aKOHY;

20) Ge3nepemKoaHe 03HAKOMICHHS 3 IOKYMEHTAaMH NP0 NPOXODKEHHS HUM JAEPXaBHOI CiykOn,
¥y TOMY YHC/Ii BACHOBKAMHM MO0 PE3Y/IbTATIB OLIiHIOBAHHS HOro ciyx60Boi JisnbHOCTI;

21) npoBeieHHs CITy)K6OBOr0 PO3CIiAyBaHHS 32 HOr0 BHMOTOIO 3 METOO 3HATTS 6e3MiACTaBHNX,
Ha MOro AyMKY, 3BHHYBaueHb abo Mino3pH.

IV. BianosizajasHicTh

HauansHuK BiAAlNy Hece BiANOBIAAIbLHICTS 3a:

1) HesikicHe ab0 HecBO€YacHE BHKOHAHHS MOCAJOBHX 3aBJaHb Ta 000B’A3KIB;

2) Ge3misnbHICTh a00 HEBUKOPHCTaHHA HaJaHWX HOMY I1paB;

3) nopyuIeHHs HOPM €THKH NMOBEIiHKH Iep’KaBHOTO CITyxO0BIId;

4) o6Mexenb, NIOB’I3aHUX 3 IPUAHATTAM Ha JepXKaBHy CIyxO0y Ta Il NPOXO/IKEHHAM;

5) HemoaHHs, HECBOEYACHE MOJAHHA Jekiapalil ocif, yIOBHOBaXEHUX Ha BUKOHaHHA (yHKUIH
nepxaBy abo MiCUEBOro caMOBpSIIyBaHHS,

6) TMojaHHS HEMOBHHX Ta HENpaBIMBHX BiAoMocTedl B Aekiapauii ocid, YIOBHOBXEHHX Ha
pUKOHaHHA GYHKIIH gepxaru a6o MICLEBOro CaMOBPsAyBaHH,



7) HeAOTPHMMAaHHS NpABWI NOXEXHO! Oe3neKkd Ta MpaBHi TexHiku Oesnmekd Npu poboTi 3
KOMII' IOTEPOM;

8) HenpaBoMipHe BHUKOPHMCTaHHs ab0 pO3roJIOLIEHHS BiZIOMOCTEH, IO CTOCYIOTHCS MisIBHOCTI
paiiaepkaaMinicTpauii Ta iHmoi KoHdiAeHUiiHO1 iHdopMmanii.

3a mopymleHHs BHMOT YHHHOIO 3aKOHONABCTBA HAaYalbHUK  3arajlbHOro BiJIULy amapary
HoeonckoBcbkoi paiioHHOT AepxaBHOI aamiHicTpauii JlyraHchbkoi obnacTi Hece AMCLHMIIIIHApHY,
aJMIHICTPAaTUBHY Ta KpUMiHAJBHY BIANOBIJAIBHICTH 3rilHO 3aKkoHiB YKpainu «[lpo zepwasHy
cyx0y», «IIpo 3anobiranns kopynuii», «ITpo oxopoHy npaui» Ta iHIIEX 3aKOHOAABYHX AKTIB.

V. BzaemoBianocHHH (3B’ S3KH) 332 NOCAA0K0

Hauanenuk 3araneHoro Biaainy anapaty HoBomckoBchKoi paOHHOL epKaBHOT aMIHICTpALiT
Jlyrancekoi  obyacti  B3aeMojie 3  CTPYKTYpHHMH  HiJpo3jilaMM  paiaepkaJMiHICTpauii,
TEPUTOPIANIBHAUMA MiAPO3AiNaM# UEHTPaTbHHX OpraHiB BHKOHABYOl BJaAM, NiANPHEMCTBAMH,
YCTaHOBaMH 1 OpraHi3aliAsMM paloHy He3zanexkHO Bil (opM BiacHOCTI, 00'¢HAHHAMH I'pOMaJAH 3
NUTaHb, OO BiTHOCATHCA JO HOro KoMmeTeHIil, y TIOpAAKY Ta TepMiHM, BH3HA4Y€H! HOPMAaTHBHO-
npaBoBuMu aktamu, Pernamentom poGorn HoBonckoecbkoi paioHHOI JdepicaBHOI anMiHicTpawii
Jlyranceskoi obnacti.

3 nocajoBo0 IHCTPYKLIICIO 03HAOMIIeRNil, HeCy BiANOBIAANBHICTE 32 ii BUKOHAHHS,
KOmilo OTPHMAaB

Hauaneuuk 3araibHOTO BifZiNy amapaty paliaepxaaMigicTpauii

« 25 » Benn€cer 2079 poxy S " Heogrerece. v
« » 20 poky ' i

« » 20 poky

« » 20__ poky

« » 20 . poky

« » 20 poky

« » 20___ poky




3ATBEPJKEHO

Haxka3 xepiBHHKa anapaty
HoBonckoBcbkoi paioHHOL
JepKaBHOI aAMIHICTpaLil
Jlyrancbkoi obnacTi

23 Eerreciee 2019ANe 32

MOCAJOBA IHCTPYKUIA
NPOBiXHOro cneniaaicra 3arajbHOro Bingiay
anapaty HoBonckoschkol paligepxkaaminicTpamii

1. 3arannHi nonoXKeHHA

[TpoBigHuii creuianicT 3aransHOro BiAginy anapaty paiaepxaiaMiHicTpauii (Zami mo Texcry
NpOBIAHMH cHeuianzicT) B MeXax CBOIX MOBHOBaXEHb Oepe yyacThb y 3abesneuyeHHi opradizaunii
poboTH i3 3BepHEHHAMY I'POMAJIsIH B paiiepikaaMiHicTpamii.

[Nposiauuit criewiagicT 3aranbHOro BiANINY amapaTy paiaepxaaMiHICTpallil IpU3HAYAETLCA Ha
mocaay, NEPeBOOMTHCA Ta 3BLILHAETHCS 3  [OCaJAM  KEepPIBHMKOM  JEPXKaBHOI  CaykOu
paiinepxaaMiHiCTpallil BIANOBIZHO [JO BHMOT YHHHOTO 3aKOHOJABCTBA, Oe3rnocepeaHbO
T AMOPSAAKOBYEThCA HAYAILHUKY 3arajlbHOrO BiAdily anapary paizepxaaMinicTpauii, BinoBigHo 10
po3nofiny 060B'A3KiB - KEpiBHUKY anapary painepxaaMiHicTpauii.

Ha mocany mpoBiaHOTro cremianicTa NPU3HAYAKOTHCH POMaSHH YKpaiHH 3 BHUIOK OCBITOKO
BiAnoBizHOro mnpodecifiHoro cmopsMyBaHHs 3a OCBITHbO-KBalidikalifHUM pIBHEM MOJOAUIMA
OakanaBp abo OaxamaBp, AKi BUIBHO BOJIOJIIOTH JEPXABHOK MOBOIO, OCHOBHHMH IPHHLMIAMH
po6OTH Ha KOMI'IOTEpi Ta BiAMOBIAHUMH IPOrPaMHHMH 3ac00aMH, OCHOBaMH JALTOBOJCTEA.

V cBoilt aisneHOCTI KepyeTbes KomctuTyuwicto Ykpainu, 3akoHamH VYKpainu, 3aKOHOM
Yipainu «[Ipo nepxaBHy ciyxGy», 3akonom Yxpainu «[Ipo Micuesi AepxaBHi aaminicTpauii,
3akonom Ykpainu «[Ipo 3amobiranHs xopymnii», 3akoHoM YkpaiHd «IIpo 3BepHEHHS IpoMaldH»,
Jakonom Ykpainu «I[Ipo moctyn mo ny6iiunoi indopmanii», nocranosamu Bepxosrot Pagu Yxpaitn,
yKa3aMH i posnopsmkeHHsmu Ilpesunenta Ykpainy, Yxasom IIpesuaenrta Vipainu in 07.02.2008
poky Ne 109 «Ilpo mepuoueprosi 3axomu wiofo 3a0e3ledeHHs peamsalil Ta rapaHTyBaHHA
KOHCTHTYLIHHOrO Npapa Ha 3BEPHEHHS /[0 OPraHiB [epXKaBHOI BJaid Ta OPraHiB MiCLEBOrO
CaMOBpAZYBAHHA», TOCTaHOBaMH 1 posnopspkeHHaMH Kabinety MinictpiB YKpaikH, MOCTaHOBOIO
KaGinery Minictpis Vkpaiun Bix 17 ciuns 2018 poxy Ne 55 «Jleaki muTaHHA NOKYMEHTYBaHHS
YIIPaBJIiHCHKOI JisNbHOCTI», TocTaHoBolo KMY Bim 11 rpyzus 1999 poxy Ne 2263 «Ilpo
3aTBepIDKeHHA THIOBOTO peryiaMeHTy MicieBol AepxaBHOl aaMiHicTpauii», nocranoBow Kabinety
Minictpis Ykpaiun Bin 14 keiTaa 1997 poxy Ne 348 «[Ipo 3aTBepmkenHs IHCTpyKLIi 3 1I0BOACTBA 3a
3BEPHEHHSMH TPOMa/IAH B OpraHax Jep)KaBHO! BIagH 1 MiCLEBOr0 CaMOBPAAYBaHHSI, 00’ €IHAHHAX
rpoMazsH, Ha MiANPHEMCTBAX, B yCTAHOBAX, OpraHizauisx He3anexHOo Big ¢opM BIacHOCTI, B 3acodax
MacoBoi iHGopMallii», po3NOPAIKEHHAME TOJOBH 00IacHol Ta paitoHHOI AepXaBHUX aAMIHICTpaLiH,
Pernamentom po6Gotu HosomckoBchkoi paboHHOI JepxaBHoi aaminictpanii Jlyrascekkoi obmacti,
[Tonoxennsm npo amapar HoBomckoBcskol paiizepxaaMinicTpauii, [lomoxkennsaM npo 3aranbHui
BiUIIT amapaty paifiiepaamiHicTpanii, a TakoX Li€l IHCTPYKIIICIO; MpaBHIaMHU JIJIOBOTO €THKETY;
[paBAJiaMH T2 HOPMAMH OXOPOHH mpaii, TexHiku Oe3nekH, BHpoOHM4OI cauiTapii Ta
[POTHIIOMKEIKHOTO 3aXUCTY.

Ha dgac BigcyTHOocTi MpoBigHOro  cremiadicra  3aralbHOro  BIIALTY — amapaty
pailaepxaaMibicTpanii y 3B’A3Ky 3 -BiINycTKOM, XBOpoOOIO Ta IHIUMMH MpPUYHHAMH, BHKOHAHHS
0608’ A3KIB IOK/IANACTHCA Ha HAYAIbLHUKA 3arajbHOrO BiUlily anapary paiaepxaaMiHicTparii.



I1. 3agnasns Ta 0008’ A3KH

Ilposinunii cnenianict 3araiLHOrO BiAiNy anapary paiigep:xaamiHicrpaii:

1) BHKOHY€ OpraHi3auiiiHo-TexHiuni QyHKuii woa0 3abe3nedeHns Ta 00CIyroBysanHs poboTH
KepiBHHUIITBA paiiepxaaMiHicTpalii;

2) 3abe3nedye 3B’A30K [OJIOBH paiifepxaaMiHcTpaii 3 KepiBHHUTBOM o0naepiaaMiHiCTpaLii.
3aCTYNIHHKaMH TOJIOBH paiiaepkagMiHicTpauii, KepiBHHKaMH Ta MOCAaJOBMMH 0co0amH YNpaBiiHb,
BIAJINIB, CTPYKTYPHUX MiApO3JiIiB paiinepxaamiHicTpauii, IiANPUEMCTB, YCTAHOB Ta OpraHi3auii
paiioHy;

3) 3a6e3neuye oprasizanito po6oTH 3i 3BEpHEHHAMY FPOMANSH B paiaepaaMiHicTpauii;

4) 3MiMCHIOE peecTpalilo BUXIZHMX JOKYMEHTIB BIIMIOBIIHO JI0 3aTBEPKEHOT HOMEHKIATYPH
crpaB, 001K Ta (OPMYBaHHA iX y CIIPaBH, BiJINPaBKY BHXiJHOT KOpeCNIOHAEHIIIT, Iepe/iac Ta npuiiMae
Tene(oHOrpamMy, 3AIACHIOE  PEECTpalliro Ta O0MIK BXiJHHX Ta BUXIJHHUX TesieOHOrpam;

5) Hama€ MeTOOMYHY Ta KOHCYJIFTaTHBHY AONOMOTY 3 IHTAHb JOTPHMAaHHSA BMMOT BEJAEHH:A
NiOBOACTBA YIpPaBJIiHHAM, BiAdiNaM, iHIMMM CTPYKTYpPHHM MiApo3filaMm paiaepxaaminictpauil,
BUKOHKOMaM CEJTMIIHUX Ta CiIbCBKUX paj;

6) 3alesmeuye  oOpraHizali®®  OCOOHMCTOrO  IPHIOMY  TpOMafsH  KEPIBHHITBOM
paiiaep)kagMiHiCcTparlii,

7) 3miACHIOE peecTpaliio 3BEPHEHB MPOMA/ISIH B paliiepKaaMiHICTpallil;

8) 3milicHIOE KOHTPOJb 3a JOTPUMAHHAM TEPMiHIB pO3IJIAAY 3BEPHEHb IPOMAJAH, 3MIHCHIOE
KOHTPOJIb 332 BUKOHAHHAM pIlIEHb, NPHAHATHX 3a pe3y/bTaTaMHM pO3INIAAY 3BepHEHb TPOMAIIH
KEpPIBHMUTBOM paiifepikaamiicTpanii;

9) 3abe3nmeuye opraizauio poGoTH i3 3BEPHEHHSMH IPOMaisAH B CTPYKTYPHHX MiJpo3jinax
paiiiepxaaMiHicTpanii, opraHax MiCIEBOro caMOBpS/yBaHHA, Ha MiJNPHEMCTBAX, B OpraHizallisx Ta
yCTaHOBax panoHy,

10) Bene ogopmienns, 061k Ta 3abesnedye 30epexeHHs CnpaB 3i 3BEPHEHD MPOMaiH;

11) 6epe y4acTb y MiArOTOBLI MaTepiamiB Ha 3aciflanHs KoJjerii paitaepxanminicTpauii 3
NUTAHb PO3TJIIAY 3BEPHEHb IPOMA/IsH;

12) 3abesneuye opranizauiro pofoTu mocTiiHO Aitodol komicii npu paiinepxanminicrpauii 3
MHTaHb PO3TALY 3BEPHEHD I'POMALAH;

13) 3abe3nedye cHCTeMaTHYHE BMCBIT/IEHHs paiifepaaMiHicTpali€lo 4epe3 3acobu MacoBoi
indopmauii craHy oprawmisaiii po6oTu i3 3BepHEHHAMHM IpoMajsH, rpadikip ocobucTux npuAoMiB
rpoMaisH KEpiBHHITBOM paiiiepxaaMiHicTpalli;

14) 3abe3nevye opraHizallil0 NpoBeJEeHHS IIOMICAYHOrO AHA KOHTPONIO, B paMkax SKOro
3NIACHIOOTECS  BMI3HI  MEPEBIPKH  CTAHY  BHKOHAaHHA  JOpy4Y€Hb, HAJAaHHX  TONOBOHO
paiizepanMinicTpaiii 3a pe3yasTaTaMi PO3TNAAY 3BepHEHE TPOMaISH,;

15) 3abe3neyye KOHTPONb 3a MIATOTOBKOK LIOMICAYHOrO Ta HIOKBApTAbHOIO aHajiily Ipo
cTad poGOTH i3 3BEPHEHHAMH IPOMA/IsH roJoBi paiiaepkaaMinicTpanii;

16) 3mificHioe B MeXax KoMIeTeHUii KOHTpomb 3a peaiizauieio 3akony Ykpaihu «llpo
3BEPHEHHSA rpoMansH» Bim 2 xoBTHA 1996 poky, Ykasy [Npesugenra Ykpainu Big 07 mororo 2008
poky Ne 109 «IIpo mepuioueprosi 3axoau wopo 3ale3nedeHHs peanizallii Ta rapaHTyBaHH:
KOHCTHUTYUIHHOrO TpaBa Ha 3BepHEHHS 1O OPraHiB Aep)KaBHOI BIaAM Ta OPraHiB MICUEBOIO
caMOBpsAyBaHHA», moctaHoBu KabGiwery MinictpiB Vkpainu Big 14 xBitHa 1997 poxky Ne348,
pe3omoniit ronosd o0JacHOI Ta paiioHHO1 JepXkaaMiHiCTpalliif 3 BUPIIIEHHS NUTaHb W00 PO3CIsY
3BepHEHb IPOMa/IsiH;

17) Hazae METOAMYHY Ta KOHCYJIBTATHBHY JONOMOry BHKOHKOMAaM CEMIUHHX Ta CiIbCHKHX
pag y OOTpMMaHHI 3aKOHHOCTI IPH BHpIIIEHHI NHUTaHp IOZ0 PO3TISAAY 3BEPHEHb IPOMalsiH Ta
NpakTHYHY [ONOMOTY B OpraHizauil Be[eHHsA MAUIOBOACTBA YNPABIiHHAM. BUAUIAM, 1HIIUM
CTPYKTYPHHM [iApo3aiNamM painepxaaminicTpauii;

18) s3pilicHIOE nepeBipkd IOAO oOpradisauii poGOTH 13 3BEPHEHHAMM TIpOMAajisH Ha
NiANPUEMCTBAX, B YCTAHOBaxX, OpraHi3allisX Ta BHKOHKOMaxX CLIbCBKMX Ta CEJIMIUHMX paf, fKi
3HAXOJAATHCA HA TEPUTOPIT paiioHy;

19) 10TpUMYy€EThCA MPABUII ETHYHOT MOBEAIHKY AEPXKABHOTO CITYKOOBIIA;

20) y pasi cnyx0oBoi HeoOXiTHOCTI BUKOHYE 1HII JOPYYEHHA.



IIL. Ipasa

Iposigumii cneniajicT Mae npaso:

1) roTyBaTH 3alUTH 3a 3rOA0I0 HAaYaIbHUKA BiULITY Ta OTPMMYBATH BiJ MOCAAOBHX OCIO iHLINX
OpraHiB BHKOHABYOi BJajld, MICLEBOr0 CaMOBps/AyBaHHs Ta INpPaliBHHKIB paiaepxaaMiHicTpauii
indopMallito, HeOOXiAHY Ui BUKOHAHHS cTy)00BHX 000B’A3KiB;

2) opmepXyBaTH B  YCTaHOBJCHOMY MOPAAKY  Bil  CTPYKTYPHHX  MiApo3AifiB
paiinepxanMinicTpauii Ta oprafis MiCLI€BOrO caMOBPALYBaHHS, MiAMPHEMCTB, YCTAHOB, Opradizauii
ycix dopm BracHocTi iHdopMaliiio, HeoOXiAHY A BUKOHAHHS MOK/IAJeHHX Ha BIUILN 3aB/aHb;

3) BHOCMTH Ha PO3IJIAA KEPiBHUKA BiUTY NPONO3KLIT IOAO BAOCKOHAIEHHSA PODOTH BILALTY;

4) 3a popyyeHHSM HavyajdbHHKA BIUIUTYy MpUAMaTH y4acTh y Hapajax, 30opax, 3acilaHHix 3
MHTaHb, OB’ A3aHUX 3 (YHKIIIOHATBHUMH 000B’ A3KaMHU;

5) 3a OpyYEeHHSM KEPIBHHUTBA paiaepXaaMiHicTpauil NPOBOAUTH B CTPYKTYPHHX MLAPO3ALIax
paiinepXaaMiHicTpallil, opraHaXx MiCIIEBOTO CaMOBPANLyBaHHA TMEpEBIPKH JOTPHMaHHS BHMOT
IHcTpykuUii 3 [iMOBOACTRa B amaparti, BiJliNax, yNpaBNiHHAX paiiep)aJMiHICTpalli Ta BHMaraTH
BHKOHaHHS BCTAHOBJIEHMX MPaBH/ PoOOTH 3 JOKYMEHTaMH, MOBEPTATH iX Y pa3l NOPYLIEHHS BUMOT
[ncTpykuii 3 KiNOBOACTBA HA NOONPALlOBaHHS;

6) cHcTeMaTHYHO MPOBOAMTH TEPEBIPKY CTaHy opraHisamii poOoTH i3 3B€pHEHHSMK IPOMASH B
CTPYKTYPHHMX migpo3ginax paiinepxaaMidicTpauii, opranax MiCHEBOrO CaMmOBpslyBaHHs, Ha
[ANPHEMCTBAX, B OpraHi3auisx Ta ycTaHOBax paiiony;

7)  samyyaTH, 3a 3rONOK HadanbHHKA BiALTY, B YCTaHOBJIECHOMY MOpSAKY [paliBHUKIE
CTPYKTYPHHX TiZPO3iMiB paiinepxanMinicTpauii, Oprasis MicueBoro caMoBpALYBaHHs, [1IANIPUEMCTB,
YCTAHOB Ta OpraHizaiii (3a NOroJKeHHAM 3 iX KepIBHHKaMH) Ui pO3riasay MUTaHb, WO HalexaTh 10
Horo KOMNETeHILii.

8) npeacTaBIsTH OpraH BAKOHABYO! BJIaAM B iHIIMX YNPABIIHCHKHX CTPYKTypax 3 MHUTaHb, IO
BXOIATH JI0 HOro KOMIeTeHuil;

9) KOpHCTYBaTHCh B yCTAHOBJIEHOMY MOPALKY iH®opMaliiHuMH 6a3aM¥ OpraHiB BHKOHaBYOI
BIIaJH, CHCTEMAMH 3B S3KY 1 KOMYHIKaliil, MepexaMy CneuianbHOro 383Ky Ta iHIIMMY TEXHIYHAME
3acobamy;

10) Ha mopary 7o cBO€i 0COGMCTOCTI, YecTi Ta riIHOCTI, CIpaBeTHBE | IaHOOIUBE CTABJIEHHS 3
OOKy KepiBHHKIB, KOJIET Ta iHIIHX 0Ci0;

11)  4iTke BU3HAYEHHS [IOCANOBHX 000B’A3KIB;

12)  HagexHi Jig poGOTH YMOBH Ta ix MarepianbHO-TeXHIYHE 3a0e3neYeH

13) onnaTy mpali 3a1€XHO Bij 3aiMaHOi mocajy, pe3ynbTaTiB Ci1yxG60BOi AiANLHOCTI, CTaKy
nepxaBHOI cny06u Ta paHry;

14)  pimnycTku, couiansHe Ta MeHciliHe 3abe3nedeH s BiAMOBIAHO 10 3aKOHY;

15)  npodeciiine HaByaHHA, 30KpemMa 3a HepXaBHI KOWITH, BilNOBIAHO [0 1OTPed
JIEPIKaBHOTO

Oprasy;

16) mnpocysarHs 1o cayx6i 3 ypaxyBaHHAM NpodeciiiHol KOMIIETEHTHOCTI Ta CYMITIHHOTO

17) BUKOHaHHS CBOIX MOCaJ0BHX 00OB’SI3KIB;

18)  yuactp y npodecifiHHX CMizKaxX 3 METOIO 3aXHCTY CBOIX Mpas Ta IHTEPECIB,

19)  yuacte y AisnsHOCTI 06°€[HAHL TPOMajfH, KPiM INOJITHYHMX NapTii y BHIAIKax,
nepeadayeHnx UM 3aKOHOM;

20) ockapKeHHSs B YCTAHOBJIEHOMY 3aKOHOM NOpSAKY PpIlIEHb MpO HaKIaneHHs
JTMCUMILTIHAPHOTO CTATHEHHS, 3BIMBHEHHS 3 MOCAJH JEPXaBHOI CIYXOH, a TAKOX BHCHOBKY, LIO
MICTHTbh HEFaTHBHY OLIIHKY 3a pe3y/bTaTaMu OLiHIOBaHHA oro ciyx60Boi JiANBHOCTI;

21)  3axHCT BiJl HE3AKOHHOTO IepecTiayBaHHA 3 OOKY Aep)KaBHHMX OpPIaHiB Ta iX I10CA0BHX
ocif y pasi nosimoMneHHs npo GakTH NOpYyLIEHHs BUMOI UbOr0 3aKoHY;

22)  OTpHMMAaHHS BiJl AEPXABHHX OpraHiB, MiANMPHEMCTB, YCTAHOB Ta OpraHi3aiiii, oprasis
MiCIIEBOTO CaMOBpsAyBaHusa HeoOXigHol iHbopMalii 3 IHTaHb, IO HATIEXaTk A0 HOT0 OBHOBAXEHD, ¥
BHMMNAaJIKaX, BCTAHOBJIEHHX 3aKOHOM;

23)  GesmepelIKOAHe O3HAHOMIICHHS 3 JOKYMEHTAMH TMpPO IPOXO/DKEHHSA HUM J[epiKaBHOI
cny%64, y TOMY YHCITi BHCHOBKAMM LIOZO PE3yJIBTATIB OLiHIOBAHHSA HOro ciIyx00BOT AISUIBHOCTI;



24)  mpoBeaeHHs caykOO0BOro pO3CiiLyBaHHA 3a HOro BUMOIOK) 3 METOIO 3HATTA
Oe3miacTaBHUX, Ha HOTO AYMKY, 3BHHYBa4eHb ab0 IMiI03pH.

IV. BinnosigaipHicTh

ITpoBiauuii crieniajicT 3arajlbHOro BiAAUTY paiigepxaaMiHicTpauii Hece BIANOBIAAIbHICTD 3a:

1) HeAkicHe ab0 HeCcBOEYACHe BHKOHAHHA IOCA0OBHX 3aBAaHb Ta 000B’A3KIB;

2) 6e3nianpHICTh 200 HEBUKOPHCTAHHS HAJaHKX HOMY MpaB.;

3) nopymeHHs HOPM €THKH MOBEiHKY EPKABHOTO CITyKOOBLS;

4) obmexeHb, OB’ I3aHMX 3 IPHAHATTAM Ha JepXKaBHY CJIyxOy Ta Ii IPOXOIKEHHAM;

5) HenojJaHHsA, HECBO€YacHe' MOJAaHHA J[eKiapanil ocid, YNOBHOBOKEHHX Ha BHKOHaHHA
dyHkuiil nepxaBu abo MiCLIEBOr0 CaMOBPAAYBaHHA;

6) nojaHHA HEMOBHUX Ta HEMPAaBAUBMX BiAOMOCTEH B Aeknapanii ocid, ymOBHOBa)KEHHX Ha
BHKOHAHHS QYHKUIH Aepxasn abo MiCIIEBOrO CaMOBpPSIYBAHHS;

7) HenoTpUMaHHA NpPaBUJ MOXEKHOT Oe3nekd Ta npaBuN TexHikM Oesmeku npu poboti 3
KOMIT' I0TEPOM;

8) HempaBOMipHe BUKOPHCTAaHHS a00 PO3TOJIOIICHHS BiZOMOCTEH, IO CTOCYIOTHCA MIAIBHOCTI
paiinepxaaminicrpanii Ta iHmol KoHdiaeHuiiHo1 iHdopMmarii.

3a mopyIIEHHA BHMOT YMHHOTO 3aKOHOIABCTBA MpPOBIHMI CHELIamicT 3aranbHOro BIAALTY
amapary HoBomnckoschkoi paloHHol gepaBnoi aaMiHictpanii Jlyramcexoi obnacti Hece
JUCUHUILTIHAPHY, aJMIHICTPAaTHBHY Ta KPUMIHAIbHY BIANOBIAANbHICTh 3riiHO 3aKkoHIB Ykpainu «llpo
IepxaBHy cayx0y», «Ilpo 3anobiranus kopymuiiy, «[Ipo oxopoHy npaili» Ta IHIIMX 3aKOHOJABYHX
aKTiB.

V. B3aeMoBinnocunu (3B’ 13KH) 32 MOCAA00

[lpoBizuuii creniamict 3araibHoro Biaminy amapaty HoBONCKOBCBHKOI palioOHHOI OEpiaBHOI
aaminictpauii Jlyrancpkoi 06acTi B3aeMoJi€ 3 CTPYKTYPHHMH TiAPO3AiIaMy pakiepxa MiHicTpaii,
TEPUTOPIAIBHAMHA MiAPO3AilaMH LEHTPATbHUX OpraHiB BHKOHaB4YOi BJIaAH, MIANPHEMCTBAMM,
YCTAaHOBaM¥ 1 OprafizauisMu paifoHy HezanexHo Bi ¢gopM BnacHocTl, 00'€IHAHHAME TPOMAalsiH 3
NUTaHb, IO BiJHOCATHCA 10 MOro KOMIETEHIl, Y IOPAAKY Ta TepMiHH, BH3HAY€HI HOPMaTHBHO-
paBOBUMKM akTamu, PernameHToM poGoTH HoBonckoBcbkoi paiioHHOI JepxasHoOi aaMiHicTpauil
Jlyrancexoi obnacrti.

3 mocagoBoI0 iHCTPYKUicI0 03HalloMIeH Ei(a), Hecy BiAMOBiAaNLHICTS 34 il BUKOHAHHS,
Komilo oTpuMaB

IIpoBinHuii cnienianicT 3arajlbHOTO BiULLTY anapaTy paliiepxanMinicTpauii
- L /
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3ATBEPAKEHO

Haxka3 kepiBHuUKa anapary
HoBornickoBcbKo! paiOHHOL
JepXaBHOI aaAMIHICTpaul]
Jlyraucskoi obuiiacti
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NNOCAJOBA IHCTPYKUIA
AiJI0BOJA 3arajabHoro Biagiay amapary HoBonckoBcbKoi paioHHOl
Aep:xasuoi aaminicrpanii Jlyrancokoi o6aacri

1. 3aranbHi NoNoKeHHR

Jinoson 3aranbuoro Bimdiny amapaty HOBOHCKOBCHKOI paiOHHOI jepxaBHOI anMiHicTpauil
Jlyrancekoi obnacti (#ani mo TekcTy - AIIOBO) ¥ Mexax CBOIX MOBHOBaXEHb 3a0e3Meuye BHKOHAHRS
NOKJ4[eHUX Ha 3aralbHUi BifAiN amapaTy paiimepaamiHicTpauii 3aBiaHp LIOJI0 BCTAHOBJIEHHS
€[MHOTO TIOPAAKY JOKYMEHTYBAaHHA yMpaBiaiHChbKoi ingopmauii i poOOTH 3 JOKymeHTamu i3
3aCTOCYBaHHAM CYYaCHHX aBTOMaTH30BaHHX CHCTEM, BEJEHHA apXiBHOI CHpaBM B anapari
paiiaepxaaminicTpanii.

JlinoBoa NpU3HAYAETLCS HA MOCay, NEPEBOAMTHCA Ta 3BUMBHAETBCH 3 MOCAJM KEPIBHHMKOM
NepxaBHOl ClyXOW paiifiepxanMiHictpauii, Oe3mocepefiHbO TMIANOPAIKOBYETbCS HAYaIBHHUKY
3araNbHOrO BIAAUTY amapary paiiaepxaiMiicTpauil, BIAMOBIZHO A0 po3noAiy 00OB'A3KIB -
KEpIBHUKY amapary padaepxanMiHicTparii.

Ha nocany ainoBoaa MpH3HAYAIOTHCS TPOMAJAHA YKpaiHM 3 MOBHOIO 3arajlbHOK CepeHBOO
OCBITOI0 Ta NpodeCiHHO-TEXHIYHOW OCBITOW a0 MOBHOIO 3aralbHOK CEPEIHbOK) OCBITOK Ta
npodeciiinor miaroroskowo Ha BUpoGHHUTBI. be3 BUMOT 10 CTaXy pobOTH.

Tosunen 3narH: [TooskeHHs Npo anapat paizepxkanmMiictpartii, [TonoxenHs npo 3aranbHu#
Bignin anapary painepxanMinicTpauii, IHCTpyKuilo 3 HiJIOBOACTBA, CTAHIAPTH CHCTEMH
Opradi3amifHO-poO3NOPATUOT JOKYMEHTALlil, MOPANOK KOHTPOMO 3a TPOXOJUKEHHAM CHyKOOBHX
JIOKyMEHTIB, iHIIi HOPMAaTHBHO-IIPAaBOBI aKTH, 1I0 CTOCYIOTLCA poGoTH BIALITY.

Y cBoiit mismbaOCTI Kepyetbest Koncruryuieto Yikpaiun, 3axonom Ykpaiu «Ilpo nepiasHy
cyx6y», 3akonoM Ykpainn «[lpo micuesi aepaBHi amgMinicTpauii», 3akomoMm Ykpaiu «IIpo
3ano6iraHHs KOpymmii», 3akoHom Ykpainu «[Ipo 3BepHeHHs rpomanau», 3akoHom Ykpainu «lIpo
gocTyn mo nybnidnoi imdopmauii», 3akonom Yxpainw «IIpo Hanionanenuit apxiBauil ¢onn ta
apxiBHi ycTaHOBHY», noctaHoBowo Ka6inery Minictpis YkpaiHu Bin 26 Bepecus 2012 poky Ne 887
«[Tpo 3aTBepmkeHHs THIOBOTO TOJNOXEHHA NP0 CTPYKTYPHHH NiAPO3Min MicUeBOl AepikaBHOL
anMinicTpalii», moctaHosow KaGinery Minictpis Ykpainu Bix 17 ciums 2018 poky Ne 55 «Jleaxi
NHTAHHA JOKYMEHTYBAaHHA YNPaBIiHCBLKOI JisIBLHOCTI», moctaHoporo KaGinery MinicTpis Ykpainu
Bia 11 rpyaus 1999 poxy Ne 2263 «Ilpo 3aTBepmxeHHs THIIOBOro peryiaMeHTy MicueBoi aepikaBHOI
anMinicTpanii», nocranosoro Kabinery Minictpis Ykpainn Bin 14 keitaa 1997 poky Ne 348 «llpo
3aTBepIKeHHs IHCTpyKUii 3 AiN0BOACTBA 32 3BEPHEHHAMH TPOMANAH B OpraHax JepXapHOl BIajH i
MiCLIEBOTO CaMOBPsALyBaHHs, 00’ €JHAHHAX IPOMajsiH, Ha MiANPHEMCTBAX, B YCTaHOBAX, OpraHisauisx
He3aleXHO Bil HopM BIacHOCTI, B 3acobax MacoBoi iHdopmauiiy, Yxasom [Ipesnnenta Ykpaitu Bia
07 motoro 2008 poxy Ne 109 «IIpo nepiwouyeproBi 3axomu Inojo 3abesnmedeHHs peanmizamii ta
rapaHTyBaHHs KOHCTHTYNIHHOTO TpaBa Ha 3BEpPHEHHA O OpraHiB JepKaBHOi BialM Ta Opradis
MiCIIEBOTO CaMOBPSLyBaHHS», IHIUIMMH HOPMaTHBHO — NIPAaBOBHMHM aKTaMH YKpaiHH, O CTOCYIOTLCA
JepixKaBHO1 cnyx6u Ta  [isnbpHOCTI  padimepxapmiHicTpauii, Pernamentom  pobotu
paiinepxanminictpauii, [lonoxeHHsM mpo amapar paligepxanMiHicTpanii, IlonokeHHAM Mnpo
3araJIbHMM BiAnin paiigepxaaMiHicTpauii, a Takox Li€o IHCTPYKLI€r0; paBuIaM¥ JiJIOBOTO €THKETY;
IpaBHIaMH Ta HOPMAMM OXOPOMH [npalli, TexHikM Oe3nexu, BHpoOHMYOI caHiTapii Ta
MPOTHITOXKEKHOTO 3aXUCTY.

Ha uac BizcyTHOCTI Ain0OBOAA 3arajibHOTO BijALTY anapaTy paiaepKaaMiHicTpauii y 38°43Ky 3



Ha wac BizcyTHocTl AisioBona 3aranbHOTO Bi/UITY amapaty paiifepxajminictpamii y
3B’3KY 3 BIOIIYCTKOIO, XBOPOOOO Ta iHIIMMY IPHYHHAMH, BUKOHAHHS 000B’ S3KIB MIOKIANAcThCs
Ha TIPOBIIHOTO CICIIATICTa 3aralbHOTO BijyIiny anapaty HoBOMCKOBChKOT palfoHHOT mepiKaBHOT
anMinicTpauii Jyrancbkoi obmacTi.

II. 3aBnanns Ta 0608’ s13KU

1. 3abesreuye 3nilicHeHHs npuitomy, peecTpauil BXIAHMX Ta BHXiOHHX NOKYMEHTIB
BLATIOBIIHO JIO 3aTBEPUKEHOT HOMEHK/IATYPH CIIpaB, 00K Ta (OPMyBaHHS X y CIIpaBH, IpyKye
PEECTPaiiiHO-KOHTPONIBHI KAPTKH Ha BXiTHI TOKYMEHTH Ha KOMIT'IOTepi, Nepeiac BXiZHY
KOPECIIOH/CHIIKD 3 PE30NIONICI0 TOIOBH paiifepskaaMinicTparii BUKOHABIISIM, OINpanboBYeE
3aNHTH | 3BEPHEHHS HApOJHHUX JEMyTaTiB YKpalHW Ta JemyTaTiB BLAMOBIIHMX MICHEBHX paj,
34l TH Ha TOCTYH 10 MyOIiYHOT iH(popMarii.

2. 3nificaioe o6k, 30epiraHms, ONepaTHBHUN TONIYK, BHaady iH(GOpMamii cTOCOBHO
JOKYMEHTIB, AKI Hafifm no painepxamMinicrpanii, 3abesmedye 36epexenHs TOKYMEHTIB B
pafilepkaIMIHICTPAIll Ta KOPUCTYBaHHS HMMH; OPTraHi30BYe poOOTY 3 YKOMILIEKTYBaHHS,
3bcpiranHst, 0OJIKY Ta BHKOPHMCTAHHS apXiBHHX MOKYMEHTIB, OpraHi3oBye MOKYMEHTOOGIr,
dopmyBaHHs cmpaB, ix 30epiraHHs Ta TIArOTOBKY J0 [Nepenadyi A0 apXiBHOTO Bigmimy
paiiaep kagMiHicTpanii.

3. bepe yuacte y BnpoBa/uKeHHI Ta BUKOpHCTaHHI iH(OpMamiliHO-TeNeKOMYHiKatiHOT
CHCTEMH J1TOBOJICTBA B paliiepykaaMiHicTparii;

4. 3abesreuye JOTPUMaHHS €IHHUX BAMOT IOJIO MATOTOBKA TOKYMEHTIB Ta opraHisamii
pOOOTH 3 HUMH B YMOBAaX €JIEKTPOHHOTO JOKYMEHTOO0OITY;

5. IlpoBomwuTe ananis indopmanii mpo TOKyMeHTOOGIr, HeOOXimHOI ATA HPHUHHATTS
YIIPaBIiHCBKHUX PillICHB,

6. 3nificHioc 060B’A3KHM MOJIO OTPHIIOAHCHHS HAGOPIB AaHNX y €IHHOMY JEPKABHOMY
BeO-TOpTaTi BIIKPHTHX NAHHX, ONMpAIIOBAaHHA Ta 0OpoOKYy 3amMTiB Ha JOCTYN A0 NyGIiuHOL
1HpopMartii.

7.V pasi cryx00B0i HEOOXiHOCTI BHKOHYE 1HIII JOPYUEHHS.

III. IIpaBa

JinoBoj Mae npaso:

1) BHOCHTH Mpono3uiil MO0 yIOCKOHATICHHS poOOTH 3arallbHOTO BLAMIIY;

2) onepKyBaTH Bill Iep)KaBHMX OpraHiB, MiJIIIPHEMCTB, YCTAHOB 1 Opramisailiif, oprais
MICIIEBOTO Ta PETiOHATBHOTO CaMOBPSAYBaHHS HeoOXiZHy iHQopMaliio, 10 HATEKHTh A0 iX
KOMTIETEHIT;

3) Ha moBary ocoOHcTOi T'iIHOCTI, CrpaBeTHBe i MAHOOIHBE CTAHOBIEHHS 10 cebe 3
00Ky KepiBHHKIB, CIIIBPOOITHUKIB 1 rpoMaisiH;

4) Ha OXOpOHY Tpalli NpH YKJIaJeHHI TPYAOBOTO JOTOBOPY Ta MiJ Yac poGOTH, Ha MigbTH
Ta KOMIIeH a1, nependbavueHi 3aK0H0IaBCTBOM.

IV. BianosinajabHicTh

Himosox s3aranekHoro Biamimy amapary HoBOIMCKOBCHKOT —paifoHHOT  jgepikaBHOT
amMiricTpanii JIyrancskoi ofnacTi Hece BiMmoBinansHiCTE 3a:

1) HeOTPUMAHHS NPABKIT NOXKEXHOT Oe3MeKH Ta MPABHIT TeXHIKH Oe3Neku MpH poboTi 3
KOMIT' FOTEPOM;

2) HempaBOMIpHC BHUKOPHCTAHHS ab0 pO3TOJNOUICHHS BiZIOMOCTEH, IO CTOCYIOTEHCS
HiABHOCTI painep>kaMiHicTpanii Ta iHmol KoH}pixeHuiiHOT iHpopMaii;

3) skicTe migrotosnenol iHdopMmarii, THCTIB, MO HANPABIAIOTHECS O IiAIPHEMCTB,
YCTAaHOB, OpraHi3auiil Ta TpOMansH 3a 1X 3alHTaMu;

4) HeJIOTPUMAHHSA TPYIOBOI BUKOHABCHKOT JINCITUITTIHH;

5) Hece BINIOBIZANLHICTL 32 HCBHKOHAHHSI, HECBOEUacHe abo HECYMJIHHE BHKOHAHHS
CBOIX ITOCAIOBHX 000OB A3KIB:

6) Oe3misIBbHICTE a00 HEBUKOPHCTAHHS HAJTAHUX HOMY IIpas.



3a HeJOMIKM TAa NONYIIeHi MOpymEHHS B Po6OTI MOXYTb 3aCTOCOBYBATHCS MMCLMILIIHAPHI
CTATHEHHs, nepeAbadeHi Nilo4HM 3aKOHOJABCTBOM Y KpaiHH Mpo MPaIlo.
V. BzaemoBiaHocuHH (3B 3KH) 32 NOCAA0K0
[Ipu BuKoHaHHI Coyx6oBHX OOCOB’A3KIB B3a€EMOJIE€ 3 BiIAIIaAMH T4 YNPaBIHHAME
HoBorckoBcEKoOT pailoHHOI iepkaBHOI aaMiHicTparii Jlyrancexoi o6nacri.
3 mocagoBow IHCTPYKUicI0 03HAMOMJIEHH#(a), Hecy BilNMOBIXANBHICTD 32 il BUKOHAHHH, KOIIIO

oTpHMaB

JlinoBox 3aranibHOro Biaminy amapaty HoBOMCKOBCBKOI paifoHHOI JepKasHOl aaMiHiCTpauil
JlyraHcpkoi obnacTi :
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