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Onbsra BOMKO

IMOCAJOBA IHCTPYKIIA

1. 3araabHa indopmanis

ITocaga TrOJOBHUM cHelialicT xareropis mocagu [Jb + B
Biaminy opramizamnii ainoBoactea IoainschKol paiioHHoi B MicTi KneBi gep)kaBHOT aiMiHicTpaltil

(3a3HaYaeThCS MOBHE HAlMEHyBaHHS 110CA/IH, 30KpeMa HaliMeHyBaHHs BCiX CTPYKTYPHUX IiPO3/LIIB, 10
CKJIaAy SIKAX BXOIMTH TaKa [ocaza)

Ilocana Geznocepez{Hboro KeplBHI/IKa HavansHuK Bigainy

HOC&IL& KeplBHI/IKa CaMOCTIMHOTIO CprKTypHOTO
'Hl):[pO3I[1JIy

2. Mera nmocaau

3abesneuye peasizalliio €IMHOT JepkaBHOI MOMITUKY y chepi 1i10BOCTBA, OPraHi3allito poOOTH 3 eJIEeKTPOHHUMH
llOKyMeHTaMI/I Ta eJEKTPOHHOTO MIKBIIOMYOTO 06M1Hy

3 OCHOBHI mocaaoBi 000B'sI3KH

3IIII/ICHI'O€ nonepenHm po3riiiaa Ta pe€CTpam}0 CJ'I}’)K6OBOI KOpeCHOH)_IeHLlll Bl,[l BHUKOHAaBYOI'o Oprany

1 Kuigcbkoi Mickkoi pauu (KuiBebKkol MiChKoi AeprkaBHOT agMiHICTpaLii), OpUAMIHUX 0Ci0, CTPYKTYPHUX

| Tiapo3ainie aaMiHicTpauii Ta KOMyHAIBHUX ITiANIPUEMCTB B CUCTEMI €JIEKTPOHHOTO IOKYMEHTOO00ITY
ACKOJI

':2 ToTye mpoeKkTH 10pyYeHb rOJIOBH, EPIIOro 3aCTYMHUKA, 3aCTYIHHUKIB OJIOBH, KEPIBHUKA anapaTy Ta

3aCTYIHMKA KEPiBHUKA anapaty A0 CIy>KOOBHX JOKyMEHTIB

- OnpalnpoBye KOPeCTIOHIEHILO, 3IiCHIOE OIepaTHBHUM NOIIYK Ta iHQOpPMYeE 3a TOKYMEHTaMH, SKi
3 Haaxoasth Bix KuiBchkoi Michkoi Aep:kaBHOT a/IMiHiCTpauii, MiIMPUEMCTB, OpraHi3aliif 3a JOrOMOroko
‘ABTOMATHU30BaHOI CUCTEMH KOyBaHHs Ta 00poOKu IIOKyMeHTlB (ACKOlI)

a - Hajiae MeToMuHy A0TIOMOTY MpaliBHUKaM YIpaBiliHb, Biajitis, ciyx0 Iloainbcekoi »

' Epam;lep»(anMmchpauu y CTBOPEHHI Ta MOTOJUKEHHI IPOEKTIB eJeKTPOHHUX JoKyMeHTiB B cuctemi ACKOJ

iz HpOBozme KOHCYJILTATUBHY po0OTY 3 MpaliiBHUKaMH YIpaBiliHb, BiJJLIIB, CIIyK0 panaepmaanchpauu 3
TIMTaHb MiATOTOBKH MPOEKTIB po3nopsikeHsb [loainbebkoi paionHol B MicTi Kuesi nepsxaBHoi aaminicTpaii |

: Tlepenae 10 BigAiNy KOHTPOJIIO JOKYMEHTH, SIKi MatOTh BU3HAYCHUI TepPMiH BUKOHAHHS, VIS 110aJIbLIOT0

6 2

: ‘BiIpaltoBaHHS

7 ' 3niticHroe 06pobky noxymenTiB 3 rpudom «JICK»




Tpuiimae yyactb y po3pobIieHHi IU1aHiB poGOTH, MOJI0KEHD, KOMIUIEKCHUX 3aXO0/IiB, IPOMO3ULIH, iHIIMX
‘aHATITHYHKX MaTeplaJ'IlB BiJiy opraHizauii mnoaoncma

3a6e3neqy€ €IMHUH MOPAIOK BigOopy, 06n1}<y, CXOPOHHOCTI, SIKOCTI 00p9OIeHHS Ta BHKOpI/ICTaHHH
9 JOKYMEHTIB, 110 CTBOPIOKOTHCS nia vac aisbHocTi [ToainbebkoT paifoHHOT B MicTi ep»KaBHOT
aL[MlHICTpaH.ll e niepenadi Ha JleprkaBHe 30epiraHHs

10 BI/IKOHye OﬂepaTI/IBHl /:[opyquHﬂ Ha4daJIbHHUKa Bl,ZI,IIl.Hy opramsauu ,Z[lJ'IOBOlICTBa

4. IlpaBa (xpim nepeadaueHnx crarrero 7 3akony Ykpainu "[Ipo aepxasay cavikoy')

1. O,Z[Cp}l(yBaTI/I y BCTaHOBJIEHOMY HOpSIIIKy 1H<b0pMau110 Ta JIOKYMCHTI/I HeOOXiAHi /11 BUKOHAHHS
TIOKJIaJI€HUX Ha BT opraHizalii 1iJJ0BOICTBA 3aBlaHb Ta GYHKIIIH.
2. TloBepTaTi JOKYMEHTH, sIKi He BiIIOBifal0Th BUMOram [HCTpyKIii 3 MiNoBoICTBA.
3. BHOCHTH Ha4aNbHHUKY BiJUTLTy Opramisamii 1iToBocTBa IPOHO3HIIiI MO0 BAOCKOHAIEHHS pO6OTH
:Bi,H,I[iJ'Iy.
4. HagaBaTé METOMYHO-KOHCYIBTATUBHY JOIIOMOTY CTPYKTYPHUM MiZpo3/iaaM paiigep:xaaMiHicTpanii B
oprasizanii poO0TH IO BeI€HHIO JiJI0BOJICTBA.
5. bpatu y4acTs y ceMiHapaX, HaBYaHHSIX I10 ITiIBUIIEHHIO KBaTidikarlii qep>kaBHUX CIyKOOBIIIB.

5 3oBHIMHA cIy:K00Ba KOMyHlKaHlﬂ

FOJIOBHI/II/I CIELIAJICT MiJl 9Yac BUKOHAHHS HOKJIazLeHI/IX Ha HBOTO 3aBJaHb B32€EMOJIE i3 CprKTypHHMH
?mz[p03J11J1aMH IToninbepkoi paiffonHOi B MicTi KueBi neprxaBHOI aaMiHicTpariiil, ycTaHOBaMH,
‘OprasizanisiMi Ta KOMyHaJIbHUMH IiAIPUEMCTBAMU, IO BiHeceHi 10 chepr ypaBiHHSI
paiinepxaaMiHicTpalii, CTPyKTYPHUME NipO3/iIaMi BUKOHABYOTO oprany KuiBcbkoi MichKoil paau
(KuiBcpkoi MichKOI AeprkaBHOI aaMiHicTpaIlii)

6. Cnenia/ibHi yMOBH CJIY:KOH




