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IHOCAZTOBA THCTPYKILIS

NPOBiITHOIO T0KYMEHTO3HABIS Bifaiy opramizanii 1inoBoacrea anapary
Ilopinbebkoi paiionnoi B micti Kuegi Aep:kaBHOI agMiHicTpamii

1.3AT’AJIBHI ITOJIOKEHHSI

1.1.  IlpoBimHumif mOKyMeHTO3HABEND BiIOiTy opradizamii nioBomcTBa €
NPalliBHUKOM [epP)KaBHOTO OpraHy, SKuif BUKOHYE (YHKIII 3 06CIyroByBaHHS.
IlprusHavaeTbes Ha mocay i 3BiNBHSIETHCS 3 TOCAMH KepiBHUKOM amnapary IToxinschkoi
paiionHoi B wMicTi Kuesi nepxkasrof anMIHICTpalii B yCTAaHOBIEHOMY YHHHHM
3aKOHONABCTBOM TOPSIAKY 3a MOJAHHSIM HayalbHUKA BiIUIiTy opraHisauii miToBoncTBa
Ta 33 IOTOJPKCHHSIM 3 KEPiBHUKOM arapary.

1.2.  TlpoBimHHW#T  HOKYMEHTO3HABEIb BiINITy  opradizanii  mimoBoncTBa
Oe3nmocepeiHbO MiAMOPsSAKOBAHHIA HaYaJIbHUKY BIIALTY Oprafizanii gijoBoaCcTBA.

1.3. Ha mocamy mpoBigHOro HOKYMEHTO3HABIS BiIITy opraHisamii mioBomcTBa
Honinbeekoi pattonnoi B Micti Kuesi nepxasnoi aAMiHicTpanii nmpu3HayaeThest 0coba,
fIKa  Mae€ TIOBHY 3arallbHy CepefHIO OCBiTY, 0e3 BHMOr 10 CTaxy po6OTH,
posmopsukenHaM Hoxinbebkoi pafiornol B micti Kuesi nepsxasrof aIMIHICTpalii.

1.4.'Y pasi BincyTHOCTI iHmOro mpoBigHOrO JIOKYMEHTO3HAaBIIS BiIJILTy BUKOHYE
Horo 060B’s13KH.

1.5. 'V cBoili poGori mposimumii nOKyMeHTO3HaBEID BIATITy KepyeThbCs
Koucrutyuiero Ykpainu, 3akonamu Ykpainm, pimmennsmu BepxoBHoi Pamu VYkpainu i
KwuiBcbkoi Michkol pamm, ykasamu Ta posnopsnxeHHsMu Ilpesunenta Vkpainm,
Kabinety MinictpiB Vkpainu, posmopsmkenusMza KHIBCBKOrO MiChKOro rOJIOBH,
KuiBcbkoi  MickKoi  BiifcbkoBOi  ammiHicTparii, IncTpyKIiero 3  mioBoACTBa B
CTPYKTYPHHX MiAPO3IiNax BHKOHABYOro oprany KuiBcbkoi Michkoi panu (KuiBcbkol
MICBKOi  nepKaBHOI —aaMmidicTpamii), pafionnux B wMicti Kuesi Iep>KaBHUX
aIMIHICTpaLlisX, PO3MOPSIKEHHSIMH [101iIbCEKOT paiionHoi B Mmicti Kuesi nepxasHoi
anminictpanii, Permamentom Ilominecekoi paiommoi B MmicTi Kuesi JepXKaBHOI
anMinicTpanii, I[TonoxeHHsaM mpo Bimmin oprasizauii minoBojcTtsa, miero ITocamoBoro
IHCTPYKIIi€I0, @ TAKOXK IIPABHIIAMH IiJIOBOTO ETUKETY.



2.3ABJIAHHS TA OBOB'SI3KHA

2.1. 3aBaHHsAMH Ta 060B’sI3KaMHU IPOBITHOTO TOKYMEHTO3HABIIA €:

2.1.1.  HapmawHs  MeTOAMYHOI  NONOMOIH CTPYKTYpPHHM  MiIpO3aiiiaMm
painepxanMinicTpanii mono oprasizamii IiTOBOTHHX IPOLECIB 3TiHO 3 BUMOTaMu
Pernamenty Ilominbcekoi paiiornoi B MicTi Kuesi AEepKaBHOI anMiHicTpanii Ta
IncTpykuii 3 gimoBoscTBa.

2.1.2. V4acTs y po3pobiieHni mIaniB po6OTH, KOMIIEKCHIX 3aXO0J1B, POIO3MIIIH,
IHINMX aHATITHYHUX MaTepialiB BiII1Ty Oopranisamii AiToBoacTBa.

2.1.3. KoucynpTatiBHa poGoTa 3 mparniBHEKAMH YIpaBIliHb, BiIALNB, CIyxO
pa#iiepxaaMinicTparil 3 MHTaHb BeIeHHs 1iI0BOICTBRA.

2.1.4. OmnpamroBaHHs KOPECTIOHIEHIIII, 3ilCHEHHS ONEpaTUBHOIO IOIIYKY Ta
IHpOPMyBaHHA 3a JOKYMEHTAMH, SIKI HAIXOASTh 3 BHKOHABYOLO oprany KwuiBcekol
micekoi pamu  (KuiBebkoi Mickkoi mepikaBHOT aaMiHicTpanmii), 3a JOIOMOro0
aBTOMAaTU30BaHOI CHCTEMH KOLYBaHH Ta 00POOKH JOKYMEHTIB (ACKOD).

2.1.5. IlinroToBKa IPOEKTiB HOpy4YeHb KepiBHUITBA [10ibChKOL pPalioHHOI B MicCTi
Kuesi nepxaproi agqMinicTpanii go ciayx60Bux IOKYMEHTIB.

2.1.6. Tlepenaya 10 Biamily KOHTPOMIO TOKYMEHTIB, SKi MAlOTh BH3HAYCHUI
TePMIH BUKOHAHHS, JULSL TOJANbINOr0 BillIpaIfOBAHHS.

2.1.7. 3abesnevenHs emMHOrO MOpSAKY Bimbopy, 00JIiKY, CXOpPOHHOCTI, SKOCTI
00poOJIEeHHs. Ta BHKOPUCTAHHS JOKYMEHTIB, IO CTBOPIOIOTBCS TiJ Yac JisIbHOCTI
Hoxinscekoi paifonnoi B Micti Kuesi nepxasroi anMiHicTpanii, 1S mepemaui Ha
Iep>KaBHe 30epiraHHs.

2.1.8. BuKOHaHHS OIEpaTHBHUX JOPYYeHb HAYIBHHKA BIANTy oprauizarii
I1II0BOJICTBA.

2.1.9. BukoHaHHS IIPaBHUII, HOPM OXOPOHH IIpalli Ta IIPOTUTIOKEKHOIO 3aXHUCTY.

2.1.10. BonomiHHs [ep>KaBHOIO MOBOIO, 3aC00aMMU OpPITEXHIKM Ta OCHOBHHUMH
IPUHIUIIAMA POOOTH Ha KOMII FOTeEDI.

3.IIPABA

3.1. IlpoBixHu# NOKYMEHTO3HABENb BiUILTY Ma€ IIPaBo:

3.1.1. OmepxyBaTn y BCTaHOBIEHOMY TNOPAAKY iHdOpMAariro Ta IOKYMEHTH,
HEeOOXI1IH1 [T BUKOHAHHS IOKIAaJeHUX Ha BiIIil opranizaiii IiJIOBOACTBA 3aBIaHb Ta
byHKIi.

3.1.2. BHOCHTH HadYaJbHHKY Biflily opraizauii AijloBOACTBa IIPOIIO3HUIIIT IOH0
BIIOCKOHAJIEHHST POOOTH.

3.13. HapaBatn  MeTOIMYHO-KOHCYJBTATHBHY  JOIOMOLY CTPYKTYPHHM
niApo3aigam paiinepxaaMidicTpauii B oprasiszanii po60TH 10 BeIeHHIO JIOBOLCTBA.

3.1.4. Bpatu y4acTs B ceMiHapax, HaBYaHHSIX 110 Ii/[BUIIEHHIO KBaihikarii.



4. BIJIIOBIJAJIBHICTb

) . . ) L
4.1. TIpoBigHUH TOKYMEHTO3HABEIb HECE BIANIOBIAATIBHICTE 3a:

4.1.1. 3abesmedeHHS IOTPMMAHHS BCTAHOBJIEHOTO IIOPAAKY pobotd 3
JIOKyMEHTaMH B paiiaepskaaMiHicTpaiii.

4.1.2. CBoeuacHe i KBajli(ikoBaHe BUKOHAHHS 3aBJaHb i JOpYYeHb KEPiBHHIITBA
ToxinbebKoi paiforHoi B MicTi Kuesi nepraBHOT anqMinicTparlii Ta HayanbHUKA BIIALTY.

4.1.3. 36epexeHHsT TOKYMEHTIB, SIKi 3HaXOIATBCS B HOTO BijmaHHi, MaliHa Ta
06NamTyBaHH, K€ 3HAXOAUTHCS Ha OOJIKY y BIIILII.

4.1.4. JlJoTpuMaHHs TPYIOBOI Ta BUKOHABCHKOI NMCIUILIIHA.

4.1.5. HeBUKOHAaHHS 4YHM HEHAlIe)KHe BHMKOHAHHS CIyXXOOBHX 00OB’s3KiB,
Oe3misIbHICT, a00 HEBUKOPHCTAaHHS HaJaHUX HOMY IIpaB, MOPYIICHHS HOPM ETHKH
TOBEIIHKU.

5.B3AEMOBITHOCHUHH (3B’S13KH) 3A IIOCAIOIO

5.1. Hamae HeoOXigHY METOAMYHY JOIOMOrY CIIiBPOOITHMKaM y BHKOHAHHI
3aBJIaHb, TOPYYCHb.

5.2. Koopmmaye cBoro po0OTYy 3 IHIIMMH CTPYKTYPHMMH MiIPO3MiTaMu
paiiepkanMiHicTpalii, cIy:x0aMu paiioHy.

5.3. 3miffcHIOE OIEpaTUBHUI 3B’S30K 3 PI3HUMU OpPraHaMM BHUKOHABYOI BIAlH,
CyMiDKHEMHU cepamu, yCTAHOBaMH, IiIIPUEMCTBAMH, OPTaHi3alissMd IPH BUpIIIEHH]
MUTaHb, 110 HAJIEXKATh [0 HOT0 KOMIIETEHIIi.



