3ATBEP/’KEHO

Posnopsmpxenns

CoiiBCHKOTO CETHIIHOTO TOJIOBU
Bix «13» kBiTHs 2020 poky Ne 77-o1

HNOCAAOBA THCTPYKUIA
npoeiono2o cneyianicma (3 peccmpayii Micysa nPOHCUBAHHA, COUIATLHUX NUMAHD 3
NOKIA0AHHAM NOGHOBAMCeHb aominicmpamopa BPM) 6iodiny «llenmp naoanns
AOMIHICMPAMUBHUX NOCTY2» BUKOHABY020 Komimemy Coiiecvkoi cenuuinoi paou

1.1. IlpoBimuuit cnemiamict  Bigginy «llenTp HamaHHS aAMiHICTPATUBHHUX IIOCIIYT»
BUKOHaBYOro Komitery CodiiBchkoi cemumniaoi paau (nani — [TpoBigHuMi cHemiazicT) € mocagoBor0
0CO00I0 MICIICBOTO CaMOBPSAYBAaHHS, MPU3HAYAETHLCS HA MOCAAy Ha KOHKYPCHIA OCHOBI 4d 3a
IHIIOK0 TPOIEAYpPOI0, MependaueHoO 3aKOHOAABCTBOM YKpaiHM, Ta 3BUIBHIETHCA 3 IMOCAIU 3a
posnopsikeHHIM Co(iiBCHKOTO CETUIITHOTO TOJIOBH.

1.2. IlpoBigHmii cmemiamicT B CBOiM JisubHOCTI KepyeTbcsi KoncTuTyuiero Yipainu i
3akoHamMH Ykpaiau, aktamu llpesumnenta Ykpainum i KaGimery MinicTpiB Ykpainu, akramu
OpraHiB MICIIEBOTO CAMOBpPSAYBaHHA, perjaMeHToM cenuiHoi paau, [lonoxkeHHsM mpo
BUKOHABYMI KOMITET CEJIMIITHOI pajiH Ta II€r0 [HCTPyKITi€eto.

1.3. [IpoBimHuii coemiagicT BXOIUTh JO CKJaly BHKOHABUOTO amapaTy BHUKOHABYOTO
koMiTeTy CodiiBCbKOI CENUITHOT pajivd 1 MAMOPSIKOBYEThCS OE3MOCEPETHBO CEIUIITHOMY TOJIOBI,
HavyanbHUKY Bianiny «lleHTp HamaHHsS aJAMIHICTPATUBHUX IIOCIYT», CTApOCTi BiAMOBIAHOTO
CTapOCTHHCHKOTO OKPYTY, Y CBOEMY MIAMOPSIKYBaHHI MTPALliBHUKIB HE MaE.

1.4. TlpoBinHuil creuiamicT 3AIHCHIOE 3arajbHEe KOHCYJIbTYBaHHS 3 MUTaHb iSUTBHOCTI
BIJUIUTY, IIJISXOM OCOOMCTOTO CHUIKYBaHHS 13 CyO'€KTaMH 3BEpHEHB, 3a0e3ledye BUKOHAHHS
MOKJIa/ICHUX Ha BIJUIUT 3aBJaHb 3 MUTaHb pealizailii cy0’eKTaMu 3BEpHEHHS IpaBa Ha OTPUMaHHS
aJMIHICTPATUBHUX TOCIYT, a TaKOX JUCTAHLIMHUM 1HQOPMYBAHHAM CYO’ €KTIB 3BEpHEHb Y
BIJIMOBib Ha 3BEpHEHHS 3a JOMOMOTOI0 BIMOBIIHUX TEXHIYHHMX 3acO0iB 3B’A3KYy, OpraHizaiiro
JIOKYMEHTaJIbHOIO 3a0€3MeYeHHs NISJIbHOCTI BILTY, OOJIK Ta 30€piraHHs JOKYMEHTIB y BLAJILII.

1.5. Ha yac BifcyTHOCTI criemiajicta Biauly Horo 000B’si3KHM BUKOHYE 1HILIA TIOCaJ0Ba 0co0a
BIJJILTY 3@ PO3MOPSIKEHHSIM CEJIUIIIHOTO TOJIOBH.

2.Keanichikayiiini eumozu ma Heo0XiOHuil piéeHb 3HAHL

2.1. Bua ocBiTa He HUXKU€E CTYINEHs OakajaBpa, BUIbHE BOJIOIIHHS JIEPKABHOIO MOBOIO.

2.2. HavanbHuk Bijainy noBuHeH 3HaTu: Konctutynito Ykpainu; 3akonun Ykpainu "Ilpo
MmiciieBe caMoBpsiiyBaHHS B Ykpaini", "IIpo cmyx0y B opraHax MiCIIeBOro caMOBpsIyBaHHA",
"IIpo 3amob6iranusa xopynuii", «[Ipo aamiHicTpaTuBH1 mociyru», «IIpo 3BepHEHHS TpOMaIsiH»,
«[Ipo 3axuct mnepcoHanbHUX nAaHUX», «lIpo mO03BUIBHY cucremy y cdepi rocmomgapcbkoi
nisibHOCTI», akTu [lpesmpenta VYkpainum 1 Kabinery MinictpiB Ykpainu, IlonmoxxenHs Ta
Pernament poGoTH Biagily, iHIIN TMiA3aKOHHI HOPMAaTHUBHO-NIPABOBI aKTH; IHCTPYKIIIO 3
JIOBOACTBA Y BHUKOHaBUOMY KoMiTeTi CodiiBCcbkoi CEMMINHOT pajau; MpaBHiia BHYTPILIHHOTO
TPYZOBOTO DPO3MOPAAKY; NpaBUiIa MOBEIIHKM I10CaJ0BOI OCOOM MiCLIEBOTO CaMOBpSAYyBaHHS;
IIpaBHUJia OXOPOHH Ipalli Ta MPOTUIIOKEKHOI O€3MEeKH; OCHOBHI MPOrpaMu poOOTH HAa KOMI'TOTEPI.

3.3ae60annsa, 0006’13Ku ma noOeHOGAICEHHA

[TpoBigHUi criemiamicT BTy 30008’ I3aHHI:

3.1. HanexxHo, CyMJIiIHHO, CBOEYAaCHO 1 TOYHO BMKOHYBATH CBOi IMOCaI0BI 0OOB'SI3KH, M0
nepeadadeHi MocaJ0BoO0 THCTPYKITIETO.

3.2. JlotpumyBatucs TPyAOBOi NUCIUIUTIHA, BUMOT HOPMATHBHHX aKTiB MPO OXOPOHY
mpari Ta IpPOTUTIOKEKHY O€3IeKy, J0aINBO CTABUTHCS 0 MaiiHa, 10 3aKpiIIeHE 3a BiIIITIOM.
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3.3. Ilpu BHKOHaHHI CBOiX MOCaJOBUX OOOB’S3KIB JOTPUMYBATHUCH BHMOI YHHHOTO
3aKOHOJIaBCTBA YKpaiHw, pimeHb Paau, 1i BUKOHABYOrO KOMITETY Ta PO3MOPSKEHb CEIHIIHOTO
TOJIOBH.

3.4. Ilpu BUKOHAHHI CBOIX MOCAJAOBUX OOOB’SI3KIB MPOSIBIATA BUCOKY KYJIBTYPY, TakT Ta
MIOBary /10 3aKOHHUX IPaB Ta CBOOO Cy0’€KTiB 3BEpHEHbD.

3.5. 3yctpiuatu cy0’€KTiB 3BEpHEHb, 3'SICOBYBAaTH NMPUYMHY 3BEPHEHHS, 3a0e3leuyBaTh
Ha/laHHs cy0’eKTaM 3BepHEeHb He0O0Xi11HO1 iH(popMmaii.

3.6. 3miiicHioBatn iHGOpMaIliiiHe KOHCYJIBTYBaHHS (32 JIONMOMOTOIO  BiIMOBITHUX
TeXHIYHUX 3aco0iB 3B’s3Ky, B T.4. y TeledOHHOMY pexumi, abo CHIpSIMOBYBaTH
(mepeaapecoByBaTH) 3BEPHEHHS MpaI[iBHUKAM BiJUIUTy Ta BAKOHAaBYMM opranam Panm).

3.7. HajaBatu 3a yCHUM KJIOMOTAHHSIM CyO’€KTa 3BEpHEHHS MOBHY 1H(GOpPMAIIO 100
TiSUTBHOCTI BIJJIUTY Ta MEPENiKy aaMiHICTPaTUBHUX IMOCIHYT, 10 HATAIOTHCSA Cy0’€KTaMH HaJTaHHS
aMIHICTPATUBHHX ITOCIIYT.

3.8. TudopmyBatu Cy0’€KTiB 3BEpPHEHb MO0 YEProBOCTI B OOCIYroByBaHHI Ta
CIPSIMOBYBATH JI0 MPAIiBHUKIB BIIILTY.

3.9. KoHcynbTyBaTH Cy0’€KTIB 3BEpHEHb MIOJO TMOPSIKY BHECCHHS IUIATH 33 HAJIaHHS
IUTATHUX aIMIHICTPATUBHUX MOCHYT.

3.10. T'otyBatu 3amuTH IIOAO OTPUMAHHS BiJl OpraHiB JEp)KaBHOI BIAAM Ta MiCIEBOTO
CaMOBpsTyBaHHS, MiAMPUEMCTB, YCTAHOB, OpraHi3alliii, He3aJeXHO BiJ iX MiJMOPAIKYBaHHS Ta
dbopM BIacHOCTI Marepianu Ta iHdopMaIito, HeoOX1THI JIsl BAKOHAHHS 3aBJIaHb BiJIILTY.

3.11. B wmexax pecypciB, nependadeHux s 3a0e3lneueHHs MisIbHOCTI  BiJLTY
3a0e3nedyBaTd HASBHICTH Yy BIIAUI y JOCTaTHIM KUIBKOCTI iH(OpMaiiiHMX KapToK Ta
dopmynsapiB  (OnaHkiB) 3asB Ta 3pa3KiB iX 3allOBHEHHS, HEOOXIMHUX IS OTPUMAHHS
aJMIHICTPATUBHUX MTOCITYT.

3.12. HapaBartu iHmny iHopmaliifiHy Ta KOHCYJIbTaTUBHY JIOTIOMOTY CY0’ €KTaM 3BEPHEHHS.

3.13. Hlomics4HO 3IiHICHIOBATH MOHITOPHUHT 33/JI0BOJICHOCTI CYO’€KTiB 3BEPHEHB IIOJ0
HAJaHHS aMiHICTPATUBHUX MOCIYT Y BIIJLII, TOTYBaTH 3BITH HAYaJIbHUKY BiJLTY.

3.14. B ycraHoBieHOMY MHOpSAAKY 3a0e3meuyBaTH JTOKYMEHTOOOIr BIIAUTY 3 Cy0’eKTamu
Ha/IaHHS aMIHICTPAaTUBHUX MOCIYT.

3.15. 3aificHoBaTH poOOTY 3 TOKYMEHTAMHU BIAMOBIAHO 10 BUMOT YHHHOTO 3aKOHOJaBCTBA
VYkpainu, 30kpeMa i3 3acTOCyBaHHIM 1H(opMaIiiiHO-KOMYyHIKalliHHUX T€XHOJIOT1H.

3.16. 3niicHIOBaTH BYaCHUI NMPUIIOM, peeCTpallito, HAICUIaHHA KOPECTIOHACHIIIT BIAILTY.

3.17. Oprani3oByBaTH OIIEpPAaTUBHE OIpAIIOBaHHS Ta BYACHE JIOBEJEHHS pO3IJIHYTHUX
JOKYMEHTIB 3TIIHO 3 pEe30NIONisIMM HadajlbHUKA BIAJAUTY JI0 BHKOHABLIB, 30KpeMa 13
3aCTOCYBaHHSAM CHCTEMH €JIEKTPOHHOI'O IOKyMEHTOOOITY.

3.18. 3abe3neuyBaTH €IUHUN TOPAAOK OOMIKY, 30KpeMa 13 3aCTOCYBAHHSM CHUCTEMU
€JIEKTPOHHOTO TOKYMEHTO00Iry, 30epiranHs, BUKOPUCTAHHS, MIATOTOBKY Ta Mepejady Ha apXiBHe
30epiraHHs JOKYMEHTIB B1IILTY.

3.19. AnpecyBatu i MapKyBaTH BUXIJHY KOPECTIOHICHIIIIO.

3.20. ®opmyBaTH MANKH 3 JOKYMEHTAaMHU MICJSA 1X BIIMOBITHOTO OIMpPAIIOBAaHHS 3T1THO 3
HOMEHKJIaTypOIO CIIPaB Ta [HCTPYKILi€rO 3 1IJI0BOJICTBA.

3.21. bpatu y4acTtb y po3po06sieHHI HOMEHKJIATypH CIpaB BiJUILTY.

3.22. TlpuiimMaTty, BeCTH OOJIIK Ta peecTpyBaTH BXi/IHI Ta BUX1/IHI JOKYMEHTH.

3.23. BukoHyBaTH MMOBHOBAXXEHHS aIMIHICTPATOPA.

3.24. BukoHyBaTH MMOBHOBAaXEHHS CIIEIliallicTa 3 TUTaHb ()OPMYBAaHHS Ta BEJICHHS PEECTPY
TEPUTOPIATILHOT TPOMAIH.

3.25. BukoHyBaTH OBHOBa)KEHHSI CIIEI[IAJIICTa 3 COLIATbHUX MMUTaHb.

3.26. BukoHyBaTH 1HII JOPYYEHHS HaYaIbHUKA BIJILTY.

4. Ilpasa

[TpoBimHuUi crieniaiicT BiJUIUTy Ma€ MmpaBo:



4.10TpumMyBaTH y BCTAaHOBJICHOMY MOPSJKY BiXl CyO’€KTiB HaJaHHS aJAMiHICTPAaTUBHHUX
MOCJIYT, TIANPHEMCTB, YCTaHOB Ta OpraHi3amii wmatepiand, iHpopMallio, HEOOXITHI It
BUKOHAHHS 3aBJIaHb, MMOKJIAJACHUX Ha BIJILI.
4.2. TloBepTraTd BHKOHABISIM JIOKYMEHTH Ta BUMAaraTH JOOIPALIOBAHHS Y BHUIAQJKY
HOPYIICHHSI HOPM JIJIOBOJICTBA.
4.3. BumaraTtu BiJ HpaliBHUKIB BiJIUTY TIepenayl Ha 30epiraHHs JTOKyMEHTIB, 0pOpMIIEHUX
3TiJTHO 3 YUHHUM JICP>KaBHUMH CTAaHAAPTaMHU 1 IPaBUIAMH.
4.4, BHOCHTH NMPOMO3UILiT HAYAIBHUKY BIJIUTY II0/I0 BAOCKOHAJIGHHS pOOOTH BIIILITY.
4.5. 3a nopydYeHHSM HavaJbHUKA BTy OpaTH ydacTh y 3aciJlaHHSX, CEMiHapax, Hapajax,
SIK1 IPOBOJATHCS B pa3i po3riIsAy Ha HUX MUTaHb, 0 BXOATH IO KOMIIETEHIIIT BiAIiTy.

5. Bionoegioanvnicmo

[poBimHMI criemianicT BiAJIUTy Hece BiAMOBIAIBHICTD 3a:
5.1. HenanexxHe BHMKOHAaHHS a00 HEBUKOHAHHS CBOiX IIOCAJIOBHX OOOB'SA3KIB, II0O

nepeadadeHi IMOCAOBOI0 IHCTPYKIi€, OE3MIsUIbHICTh — B MeEXaxX, BHU3HAUCHUX YHWHHUM
3aKOHOJIAaBCTBOM Y KpaiHH.

5.2. TlpaBomopyiieHHs, CKO€HI B TPOIECi 3MiHCHEHHS CBO€i MisIIBHOCTI, — B MEXax,
BU3HAYCHUX YHHHUM aJMIHICTPATUBHUM, KPHUMIHAJHHMM Ta IUBUIBHUM 3aKOHOJ/IaBCTBOM
VYkpainu.

5.3. 3aBmaHHs MaTepialbHOT IIKOAM — B MEXKaxX, BHU3HAYCHUX YHHHUM IMBUILHUM

3aKOHOJJABCTBOM Ta 3aKOHOJIABCTBOM TIPO TIPaIlio YKpaiHu.

5.4. PosrosionieHHs BiIOMOCTEH, 10 MICTATh KOH(IACHLINWHY 1HPOpMAIio, — B MEXKax,
BU3HAUCHUX YNHHUM 3aKOHOJABCTBOM Y KpaiHHU.

5.5. 3nilicHEeHHS B TPOIECl BUKOHAHHS CBOIX IMOCAJOBUX OOOB'SI3KIB BUMHKIB, SIKi MICTSATb
CKJIQJT 3JIOYHHY, 32 [0 HeCe BIAMOBIIAIBHICTh 3T1IHO HOPM YHHHOTO 3aKOHOJJaBCTBA YKpaiHH.

5.6. HemotpumaHHS BHYTPIIIHBOTO TPYAOBOTO PO3MOPSAIKY Ta TPYJAOBOi AUCIMILIIHU.

5.7. 3a HeHanexxHe 30epiraHHs Me4aTku (LITamIa) Ta He3aKOHHE 11 BUKOPUCTAHHSL.

5.8. Tlopymennss 3aradpbHUX MpaBWJI €TUYHOI TOBEIIHKH JEp>KaBHUX CIY>KOOBIIB Ta
M0CaJ0BUX OCIO MICIIEBOIO CAaMOBPSIIyBaHHS Ta OOMEXEHb, OB’ SI3aHUX 3 MPUNHATTAM Ha CIyKOy
B OpraHU MICIIEBOTO CaMOBPSAYyBaHHS Ta ii MPOXO/HKEHHSM, — B MeXaX, BU3HAUYEHUX UYUHHUM
3aKOHO/IABCTBOM Y KpaiHHU.

5.9. lopymenus Bumor 3akony Ykpainu «[Ipo 3axucT nmepcoHanbHUX JaHUX» — B MEXKax,
BU3HAUCHUX YNHHUM 3aKOHOJABCTBOM Y KpaiHH.

V. B3aemoBigHocuHu (3B'I3KH) 32 MOCA/I010

[IpoBiaHu criemiamicT BIALTY:

6.1. B3aemonie 3 mpaniBHUKaMU BUKOHABYMX OpraHiB Paju, TepuTOpiabHUX MiAPO3/iTiB
LEHTpPaJIbHUX OpPraHiB BUKOHABYOI BJIaJ, a TAKOX MIANPUEMCTB, YCTAHOB, OpraHizalliil 3 MUTaHb,
110 HaJIeXaTh 10 HOTr0 KOMIIETEHIIi].

6.2. Opepxye iHpOpMAIO, PO3MOPSKEHHS, pPIMIEHHS, JUCTH, JTOPYYCHHS I1HIII
JOKYMEHTH, IO BIAHOCATHCS A0 MiSTIBHOCTI BUUIUTY, BiJ MOCAaZOBUX OCi0 BUKOHABYMX OPraHiB
Panu, 3a ocoOucTM 3BEpHEHHSIM IPOMAJIsH.

6.3. ['oTye npoekTH BiANOBIJACH Ha 3BEpHEHHS I'POMASIH Y CTPOKH 3TiJHO 3 PE30JIIOLIE0
HavyaJIbHUKA BIJUIUTY Y BCTAHOBJIIEHOMY 3aKOHOM MOPSKY.

CenuIHui rojiosa I1.1O.Cereniit

3 mocaIoBOI0 1HCTPYKITIEIO O3HaOMIIeHH (a) Ta OTprMaB(J1a)
« » 2020 poky

(Tmiamuc, HIaIM Ta Mpi3BUIIE)






