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IHHOCATIOBA THCTPYKIIIA
roJI0BHOIO cneuiajnicTa opraizauiiiHoro Bigainy anapary
Hoainbebkol paiionnoi B micti Kueri nepaasuoi aaminicrpaniy

1. 3ATAJIBHI ITIOJIOYKEHHSA

1.1. Tonmoswuil crneuianmict oprasizanilinoro Bimmimy amapary [loainscekoi
paiioHHoi B MmicTi Kuesi mepiapnol anmiHicTpanil (fayii — rosloBHUR cremianicr)
3abesrnievye BUKOHAHHA IUIAHOBHUX 3aXOJIB Ta 3aBJaHb 3TIOHO 3 (QYHKUIOHAILHUMU
HampsiMamMu podOTH oprasizaliiHoro Biainy anapary [lominbeekoi palionHol B MicTi
Kuesi nepxaBHOl anMiHicTpaltil.

1.2, T'onopnuii cnenjanict 6e3nocepeHbO MiAMOPS/AKOBYETECS HAYaNBHUKY
oprauizauiiHoro Binminzy anapaty ITominecekol paiionHoi B Micti Kuesi nepsxasHoi
agMIHICTpauil (Jlanl — Ha9aIbHUK BIUINY), IPU3HAYAETHCS T4 3BIJBHAETHCS 3 TIOCAH
posnopsukeHHsM  rojioBu  lloaginbecpkol padonHoi B Micti Kwuesi aepwxaBHoi
aaMIHICTpalii 3a NoJaHHAM HavyallbHUKA BIJUIITY, MOTOKEHHMU 3 KepiBHHKOM
anapary Iloainecekoi palionHol B micti Kuesi aepsxasnoi agminictpauii, BiAnosiHo
10 BuMor Kozekey 3akouis npo npamio Ykpainu ta 3akony Yxpainu «[Ipo aepixasmy
cyOy».

1.3. ¥ cBoill pobOTI ToNoOBHMI crienianicT kepyeThest Koncrturyuiero Ykpainu
Ta 3akoHamu Ykpainu: «llpo nmepxkasny cnyxOy», «lIpo cromuumio Ykpainm —
micto-repoit  Kuip», «IIpo wmicuesi paepxaui aaminictpanii», «[Ipo Micuese
CaMOBpsAlyBaHHs B YKpaini», «llpo 3acamum 3anobiranns i mpoTHIiT kopymuii»
(Hexrmapauist No3206-VI), «IIpo BuGopu Ilpesunenta Vkpaiuu», «llpo BuGopu
HapojHuX JlenyTatiB  Ykpainu», «llpo BubGopu penyrarie Bepxosroi Panu
AsToHOMHOI PecniyOnikn Kpum, MicueBux paj Ta CUIBCBKUX, CENHIIHHUX, MIiCBKHX
roniB», «lIpo BeeykpalHChkilt pedepenjiym»; ykazaMH Ta pO3NOPSIKEHHSMH
[Tpesuaenra Ykpainu; nocraHoBamu BepxosHoi Pagu VYkpaiuu; mocTaHoBamu Ta
posnopsjukennaMu Kabinery MinictpiB Ykpaiuu; pimennsmud KHiBcbkoi Michkol
paau;  pDOBHNOPSIKEHHSMHM  BHKOHaB4Oro oprany KuiBebkol Micekol paau
(KuiBcpkoi Micekoi JiepxaBHOl aaminicrpauii) Ta Iloainbcskoi paitoHHOT B MicTi
Kuesi nepaxasnoi aaMminicTpanii; Permamentom [Moainbenkol paitonHol B Micti Kuesi
AepKaBHOT aaminictpanii; IlosioxeHHAM Npo opraHisamiiHud  Bigmin anapaty
[Topinbebkoi paiionnoi B micti Kuesi mepixaBHOI ajmiHicTpauil; Li€l0 MOCAToBOO
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IHCTPYKUICK Ta IHIOMMM 3aKOHOJABUHMH aKTAMH, [0 CTOCYIOThCH AepPyKaBHOL
cityx06u 1 gisnpnocti [oainecekol paitonnol B Micti Kuesi geprxaBHoi ajgminicTpalii.

1.4. Ha mocany rojoBHOro cmemialicTa HpU3HAYAEThCS 0C00a, K4 BLILHO
BOJIOJIE JICPKABHOIO MOBOIO, Mae BHIIYy OCBITY BiunoBigHoro mpodeciinoro
CIIpAIMYBaHHs 32 OCBITHBO-KBami(ikalliiHuM piBHEM creljanicra 4u Mmarictpa Ta
CTaX poOOTH 3a PaxoMm Ha Jep:KaBHIH cily)k0i He MeHIIle K TPU POKH abo 3araybHUM
¢Tak poOOTH B IHIIMX cdepax He MEHIIE AK 11 STh POKIB.

[Ticasymniomna ocsita y cdepl ynpasliHHs: MaricTp JepKaBHOTO YIIPaBIiHHS
3a BIAMOBIAHOK CITELAi3aLlEl0.

1.5. 'onoBHUH creniajlicT NOBUHEH 3HATH:

- Koneruryuiro Ykpainu,

- 3axonn VYkpainm «llpo mepwkaBny ciyxOy», «llpo Micuesi aep:aBHi
aaminicrpanii», «[lpo sacamu s3amoGiranus i mportwiii kopymuii» (Jleknapaiis
Ne3206-VI), ini 3aKoHOaBul aKTH, IO CTOCYIOTHCS AEPKABHOI CIyxOu;

- yKasu Ta posnopskenns [[pesuaenrta Ykpainu, nocraHoBu BepxosHoi Paau
YKpaiHi, IOCTaHOBH Ta posnopsamkeHHs Kabiwery Minictpis Ykpainu, inui
MiA3aKOHH1 HOPMATUMBHO-TIPABOBI AKTH, SIKi BIIHECCH] 10 KOMIETEHIT Biaminy;

~ IPAaKTHUKY 3aCTOCYBaHHsI YHHHOTO 3aKOHOJaBCTBA;

- OCHOBHI 3acay AEPIKABHOTO YIIPABIiHHS Ta IPaBOBOT AISNILHOCTI;

- IHCTPYKIIIO 3 IIJTIOBOJICTBA;

- IpaBUJIa ALJIOBOTO €THKETY;

- MpaBHJIa T HOPMHK OXOPOHH TIpali Ta MPOTHIIOKEIKHOTO 3aXHCTY;

- OCHOBHI NpPHHLMIIM poOOTH Ha KOMI'ROTepi 3 OQIiCHUMM IIporpaMami, a
takox [TC €ITTK «ACKO/1»;

- IJIOBY MOBY;

- CTPYKTYpY Ta cdepy AIATBHOCTI CTPYKTYPHHUX MMiapozainis Ilojinbcpkol
paiionHol B MicTi KueBi aepxaBHOl aaMiHicTparii;

- po3noainl o00B’A3KIB MDK IOJIOBOK, MEpHIMM 3aCTYIHUKOM TOJIOBH,
3aCTYITHUKOM FOJIOBM 1 KepiBHHUKOM arnapary Iloainscekol paiionHoi B micTi Kuesi
jepkaBHol  aaminictpauii Iloginecskoi paftonHol B wmicti Kuesi aepxkasrol
aaMIHICTpaLil.

1.6. 'ooBHMI crieLaIcT € Nep:KaBHUM CIYKOOBLIEM.
2. 3ABJIAHHSI TA OBO’SI3KHA

2.1. 'oyioBHUE crietiaicT:

- BIANOBIJAc 3a OpraHizallilo BeJeHHs MIIOBOJACTBA Y BiAALM, BiAMOBIIHO /10
BUMOT [ KaBHUX CTAHIApTIB, IHCTPYKUII 3 AinosojcTBa i Permamenty IMoainsckkol
paionHol B Micti KueBl gepxaBHOT ajaminicTpauii Ta [IHIIMX pO3MOPSIUMX
JOKYMEHTIB;

- Oepe yyacTh B ONpaLIOBAHHI JOKYMEHTIB, SKi HaAXOISTh 0 BIJUIITY, Y TOMY
aucl, qepes ITC €ITIK «ACKO/l», rorye aHaniTiuni, L0BiAKOBI Ta iHIi MaTepianm
3 [IMTaHb, L0 BIHECEHI 0 KOMIICTEHLIT BiIiy;
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- 3AIMCHIOE Mi/I'OTOBKY MPOEKTIB MiBPIYHUX IIJIaHIB pOOOTH i BiTOMOCTEH Mpo
CTaH (X BHKOHAHHS Ha OCHOBI ITPOMO3MIIA KePiBHHMKIB CTPYKTYPHUX iIpO3AiiiB
[loainscbrol paiionHol B MicTi Kuesi nepxarHoi agMinicTpari;

- TOTY€E MPOEKT IIIaHYy-KaleH/[aps OCHOBHHUX 3aXojliB IJoainbcekol paHoHHOT B
Micti Kuesl aepxapHoi axuMiHicTparii Ha HacTynmHuii poGoYMi TIKAGHb 3a
MUCbMOBHMH TTPOMO3HINISMU IIEPILOTO 3aCTYNHHMKA [OJIOBH, 3aCTYMHMKA IOJOBH i
KepiBuyuKa anapaty Iloxinscekol paitontoi B Micti Kuesi aepxasHoi agMinicTpawil;

- 3JIICHIOE I ATOTOBKY TIPOEKTY MepesiKy MHTaHb /IS PO3rIIsAy Ha 3aciJaHHsX
Koseriii Ta anapatHux Hapaj 3 KepiBHUKaMH CTPYKTYPHHUX Miaposainis Iloaigscekol
paioHHOI B MicTi Kuesl nepixaBHol anmiHicTpalii Ha OCHOBI NPONO3KLIH KepiBHUKIB
CTPYKTYpHUX nijpo3ninie [loxinecekoi pationnoi B micti Kuesi aepxkasHOT
aZIMIHICTpaIlil;

- OTPUMYE BiJ{ KepiBHHMKIB CTPYKTYPHHUX T1i1po3ainis [Toginecskol paiioHHOT B
micti Kuesl jiepxaBHoi aaMiHicTpallil, MANPHEMCTB, YCTAaHOB Ta opraisawiil ycix
dopm BracHOCTI, SKi po3TalioBaHi Ha TepuTOpil paiiony, MaTepianu, HeoOXiani Ams
MIATOTOBKM ITHTaHb, 110 BHHOCATBCS MJIs PO3MNIAAY Ha 3acimaHHsx Koserid Ta
arapaTHUX Hapajl 3 KePIBHUKAMU CTPYKTYPHHX Miaposaitis [Toainbcekol paitoHHOT B
micti Kuesi aepaBHol anMinicTpariil;

- TIOBIIOMJISIE€ NEPLIOTO 3aCTYNHHUKA IOJIOBH, 3aCTYITHHMKA TI'OJIOBHM, KepiBHHKA
alapary 1 KeplBHMKIB CTPYKTYpHUX nifapo3ainis IMoainseskol paiionHoi B Micti Kuesi
NiepXaBHOI afMiHicTpalil 100 3MIHK JIATH YW 4Yacy MpoBeleHHs 3acizaHb Komerii
Ta anapaTHUX Hapag 3 KepIBHMKAMH CTPYKTYPHUX mijpo3ainis Ilominscbkol
paiionHol B MicTi Kuesi nepxasnol aaminicTpanii,

- 3AIACHIOE NIATOTOBKY IIPOEKTIB IPOTOKOJIB, PillleHs 1 NPOTOKOIBHUX
JIOpy4eHb, HAlpalbOBAHUX Y XOAI INpoBeleHHs 3acimanp Koseriii ta amapaTHux
Hapal 3 KepiBHMUKAMM CTPYKTYpPHHX mifpo3ainis Ilominecekol paitonHol B wmicri
Kuesi nepxaBHol aaMiHiCcTpaLil;

- BHOcuTh Ta poscumnac yepes ITC CINK «ACKO/l» nporokonu, pimieHss i
MPOTOKOJILHI JOPYYEHHS, HalpalboBaHi y XO[i NMpoBeieHHs 3acigaHp Koumerid ta
anapaTHUX Hapaa 3 KEPIBHUKAMM CTPYKTYPHUX 11ipo3ainis [Toxinscbkoil paionHol B
micTi Kuenl jepxaBHol anMinicTpanii;

- Oepe yd4acTb y MiArOTOBLI 3araJbHOPANHOHHMX 3axXOfiB, AKi MPOBOASTHCA B
MJIAHOBOMY TOPAJKY 1 332 LOPYUYeHHSM oJoBU [Toainscekoi paiionnol B MicTi Kuesi
AEPKABHOT a/IMIHICTpaLlii 3 MHTaHb, SIKi BiAHECEH] 10 KoMIeTeH il Biaainy;

- Oepe ydacTs B opraHizallifHOMY Ta MarepiaibHO-TEXHIUHOMY 3abe3neueHH]
npoBeaeHHs BUOOpIB [lpesunenra Ykpaiuu, penyratie Bepxosuoi Pamu Ykpainu,
KuiBCbKOrO MICBKOro rojioBH, JenyrariB KHIBCBKOI MichbKOI pagu, a Takox
BCEYKPAIHCBKUX pedepeHayMiB;

- BUKOHYE OCOOMCTI JODYYEHHs TOJIOBM, KCPiBHHKA anapaTry Ta HayaJlbHHKa
Binniny Ioninecekol palonHol B Micti Kuesi aepxaHol agMinicTpanii;

- PO3p0o0IIsAE MPOSKTH PO3NOPSUKEHE ToNoBH [loAinbepKkoi palloHHOT B MicTi
Kuesi jiepkaBHOl agMiHiCTpallil 3 MMTaHb, IO BiAHECEHH] 10 KOMIIETEHIIIT BIIILITY;
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- TOTYE Ipaiky NPOXOJKEHHS CTAXYBAHHSI T4 [PAKTHKY CTYAEHTIB BHILMX
HapuanpHUX 3aKnanis y [lominecekili padionHii B Micti Kuesl jepxkaBHii
aaMiHICTparii;

- TOTYyE Ta HalpaBiA€ NpUBiTaHHS 3 JlHeM HapoMKEHHS, a TaKoX
NpodeciHHUMH, PEJIrIAHUMEA | 3aralbHONCPXKABHUMU CBATAMM JENyTaTaM yCix
PiBHIB, KEpIBHMKaM BHKOHaBHOTO oprany Kuiscekoi wmichkoi Pamnn (KuiBcbkoi
MICBKOT ~JiepKaBHOI —ajMiHicTpauil) Ta iHINMX OpraHiB jepxaBHOI BIAjH,
TiJIMPUEMCTB, YCTAHOB Ta opranizauii micta Kuena;

- TOTY€ JOKYMEHTH 1100 Mepe/NIaTh NeploANYHUX BHIAHD AT CTPYKTYPHUX
niaposainis anapaty Ioaiiberkoi paifonnol B micti Kuesi nepskasnol aaminicrpaii;

- rotye rpadiKu YepryBaHb II€pPLIOTrO 3aCTyITHUKA I'OJIOBH, 3aCTYIIHHKA FOJIOBH,
KepiBHMKA anapary i KepiBHMKIB CTPYKTYPHUX Iiapo3ainis IoAinschkol paitoHHOT B
micTi Kuesl nepxkasHol anMinictpauii y BuxifHi Ta nepobouli 1Hi;

- CHUIBHO 3 HaYaJbHUKOM BIJUIIY FOTYE TporpamMu nepebyBaHHS AeNerarlii,
IPYIl Ta OKPEMHUX MPeICTaBHUKIB 3apyODKHIX MapTHEPIB;

- CIIBOpaNioe, 0OMIHIOETBCS TOCBIAOM Ta B3aEMOMIE 3 ycima IiApo3ainaMu
[loninbcekoi pafionHoi B MicTi Kuesi nepxasnol aqMinictpanii.

2.2. 'onoBHUE criemianict 30008’ A3aHHH

- AKICHO Ta B YCTAHOBICHI TEPMiHH PO3pOOJIATH i TOTYBAaTH JOKYMEHTH 3
MUTaHb, 1110 BIIHECEH] 10 HOTO KOMITETEHLT,

- CBOE€YACHO Ta sIKICHO 30upaTH, 00polisiTH, aHaNi3yBaTH, BUKOPUCTOBYBATH
indopmauiro (ysaraJbHEeHH, 3BIiTH, IPABKH, 1HILI MaTepiaan);

- BAKOPHUCTOBYBATH OpraHi3aliifHi, METOAWYHI Ta 1HIII (OpMH poBOTH;

- DOTPUMYBATHCh TEPMIHIB BHKOHAHHS KOHTPOJBHHX JOKYMEHTIB Ta iHIINX
3aBJIaHb, [IOKJIAIEHUX HA HBOI'O;

- AOTPUMYBATHCh IIPABHJ BHYTPIIIHEO TPYAOBOTO PO3IOPSIIKY.

2.3. TloknagaHHsl Ha TOIOBHOIO creljanicta [HIIUX 0B0B A3KIB 3MIHCHIOETHCS
BUKIIIOUHO 38 OKPEMHMM [OPYYEHHsM TIOJOBH, KepiBHHMKa amnapary Ilominbcekoi
paforHol B MicTi KueBi aep:xaBHOT afMiHICTpalii Ta HaYAILHUKA BIAILTY.

3. IPABA

3.1. T'onoBHuUH creuianicT Mae npaso:

- ¥ pasi BiACYTHOCTI Ha4allbHHKa BlJuliny, OpaTtd y4acTs y poOOTI 3acifaHsb
Kosneri#, anaparnux napazs 3 KepiBHHKamy CTPYKTYPHHUX Hijfpo3aidis Ilominscbkol
paitonnoil B micTi Kuesi aepikaBHOi agminicTpauii ta Oyab-sKUX [HIIHX Hapaja, sgKi
BIJIHECEH] /IO KOMITETeHIT Biainy;

- OTPHMYBATH BII KEPIBHUKIB CTPYKTYPHHUX IiaposauliB [lominscekol
paronnoi B wmicTi Kuesi gepskaBHOi aamiHicTpauii, niIpueMcTB, YCTaHOB Ta
opraHisalif ycix ¢opm BracHocTi, sAki po3TamoBaHi Ha TepuTopii paliony,
Marepiaiu, HeoOXiHi s poboTH Biiny;
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- MepeaaBaTi Tele(oHorpaMu, (pakcorpaMu, eXeKTPOHH] JHCTH, 3aIpOLICHHS
Ta BKA31BKH 32 [LLAMKCOM FOJIOBH, TIEPILOro 3aCTYIHUKA IOJIOBH, 3aCTYITHHKA TOJNOBH,
KepiBHUKa anapaty Iloxinbcbkol paffonnoi B Micti Kuepi nepskasHol aaAMIHICTpalil
KepIBHUKaM CTPYKTYPHUX TTiipo3ainis ITofinbcbkol paioHHoi B Micti Kuesi
I€PXKABHOT ~ AJMIHICTpAlil, paHOHHHX TEPUTOpIANbHUX MiAPO3ALIB oprais
AepKaBHOI BIIa/i|, MIMPHEMCTB, YCTAHOB T4 Opradisauiil ycix dopm BiacHocTi, sxi
PO3TallOBaHi Ha TEPUTOPIi PaioHy, 3 THTaH, ki BiXHEeCeH] 10 KOMMeTeHIiT B iny;

- 3aJly4aTd 3a HOTOUKEHHSAM ronosd abo KepiBHHKa amaparty Iloainbebkol
parionHol B micti Kuesi nepwaBHOI ajgMiHicTpamii, 3a mOpydYeHHsM HadalbHUKA
BIIUTY IPAUiBHAKIB iHIINX CTPYKTYpPHHX Miipo3ainis [Tosinbebkol pafoHHol B Micrti
Kuesi peprxaBHOT aaMiHiCTpauil Amst yuacTi B MiAroTOBUI MHTaHb, IO CTOCYIOTHCSA
poboTH Biaainy.

4. BIANTOBIAAJBHICTH

4.1. 'ostoBHUIH crierianicT Hece BiANOBIAATbLHICTE:

- 34 HCBHMKOHAHHA, HEHaJIeXKHe, HEeCBOE€YaCHE Ta HESIKICHE BUKOHAHHS
MOKJIAACHUX HA HBOTO M0Ca/I0BUX 0008’ S3KIB Ta 3aBAaHb,

- 3@ HenoTpuManHs BuMor Kouctutynii Ykpainu, 3akoHiB YkpaiHH, axTis
[lpesupenra Ykpaiuu, Bepxosnoi Panu Vkpainu, Kabinery Minictpis Vipainu,
piuteHs KuiBebkoi Michkol pamu, posnopsikeHb BUKOHaBIOro oprany KuiBebkoi
micekoi pamd (Kuiscbkoi Mickkoi nepxasnoi ammimicTpaiii) Ta I[loginbebkol
paiforHoi B Micti Kuesi nep:xaBrOi ajgminictpauii, Pernamenty IToainbcbkoi
paiionnol B Micti Kuesi nepxxasroi anminictpauii, ITonosxenns npo oprauizaniiinuii
BLAAIN anapary lloainecekoi pafionHol 8 micti Kuesi mepsasmoi aaMiHicTpauii, miei
110C4/10B0] IHCTPYKUIi Ta IHIIMX AKTIB 3aKOHOIABCTBA, 110 CTOCYFOTBCS AEPiKaBHOL
cimy:x6m 1 jusibHocti HozinbebKol pattonroi B Micti Kuesi nepxasrol aqminictparii;

- 32 HEHAIKHY pOOOTY 3 KOHTPOIBHMMHU JOKYMEHTAMH, [IOPYIIeHHs TePMiHiB
1X BUKOHAHHS;

- 33 PO3TOJIOIICHHS KOH(IAeHUiH ol iHpopMmallil, sika crana KoMy BiZOMOFO mij
4ac BUKOHAHHS CBOIX CITYKO0BUX 000B’13KIB;

- 3@ NOPYIUCHHA BHMMOI [pPaBHIl BHYTPILIHEOIO TPYAOBOTO PO3MOPSAKY
nmpauiBHUKIB Iloxinbcbkoi pakonnoi B Micti Knesi nepxasnoi amminicrpauii, TIPaBUIT
Ta HOPM OXOPOHU IIpaLli Ta MPOTUIOKEKHOIO 3aXUCTY;

- 32 TIOPYLIEHHS HOPM €THKH NOBEJIHKH JEPXKaBHOTO CIyXOOBLs Ta
0OMEIKEHB, OB’ A3aHUX 3 IPOXOMIKEHHAM IE€PKABHOT CITYIKOU;

- 3a 30epexeHHA BBIPEHOro HOMy JICP)KABHOTO MaiHa, OprTexHiku Ta
OOKYyMeHTAI].

5. BBACMOBIJHOCHHU 3A TIOCAJOIO

5.1. TonoBHMH crneuianict oTpuMye IOpydeHHS Ge3NocepeNHbO  Bif
HayaJlbHHUKA BIILTY.
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5.2. JIOKyMEHTH Ha OIPALOBaHHS IOJOBHOMY CHENialicTy MepearoThes 3a
PE3OMIOLIEI0 IOJIOBH, KepiBHMKa amapary [lojinecbkol paifoHHOl B Micti Kuesi
JepKaBHOT aAMIHICTpaLii abo HadanpHHAKA BijULiny.

5.3. TlomaHHA TOJIOBHHMM CHeUjajicToM MOKYMEHTIB Ha MiJIHC r'OJIOBI,
MEPIIOMY 3aCTYITHHUKY TOJIOBH, 3aCTyNIHUKY I'OJOBH, KepiBHUKY anapaty [Tojinbebkoi
paitoHHOT B MicTl Kuesi nepikaBHol aaMiHicTpalil 341 CHIOETECS MICS MOTOMKEHHS 3
HaYyaJbHUKOM BIUILTY.

5.4. TonmosHuid crnenianict BiAminy y Tpoueci BUKOHAHHS IOKJIAACHUX Ha
BIAZIN 3a8/laHb B3aEMOJi€ 3 IHIUMMH CTPYKTYPHHMHM Mifposjinamu [loainbcekoi
paioHHOT B MicTi Kresi aepxaBHO! agMidicTpanii, BUKOHaBYUMM opraHoM KHIBCLKOT
Micbkoi panu (KuiBcbkoi Michkkol jepkaBHOi anmidicTparii), TepuropiaisHuMu
OpraHaMi LEHTPaJbHUX OPraHiB BHMKOHABYOI BJAJU, OPTraHAMM MICLEBOTO
CaMOBPSJIyBaHHA, 3aKOPIOHHMMH IUIIOMATHYHUMH YCTaHOBAMKM YKpalHM, a TaKOK
MANPHEMCTBAMH, — yCTAHOBAMH Ta  OpraHizalisMu  ycix GopM  BIacHocTi,
rPOMAsHAMH — MELIKAHISIMH PaloHy.
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