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npo anapat KniBCbKOro OKpy>XHOro aAgMiHICTPaTUBHOIO cyay
|. 3arasibHi NOJIOXKEHHA

1. Anapat KuiBCbKOr0 OKPYXHOro afMiHICTpaTMBHOroO cyfy (gani - anapar
cyfly) 3AiMiCHIOE opraHiszauiiHe 3abe3neyeHHsi po60Tn KKUIBCbKOrO OKPY>XHOro
afMiHICTPaTUBHOIO cyay BiAnNoBiAHO A0 3aKoHY YKpaiHu "T1po cyaoycTpii i cTatyc
cyanis".

2. Y CBOI/ [isgnbHOCTI anapat cyfy kepyetbca KOHCTUTYUiED YKpaiHw,
3aKOHaMu YkKpaiHu "Tpo cygoycTpin i ctatyc cyaais™ Ta "Tlpo aep)xaBHY Cnyxoy",
IHLWWMMM HOPMAaTMBHO-NPABOBMMM aKTaMu, MOJIOXKEHHAM npo anapaT KuiBcbKoro
OKPYXXHOro afMIHICTPaTMBHOrO Cy4y, piweHHAMU 360piB cyanis  KuiBcbKOro
OKPYXXHOr0 aAMIHICTPaTMBHOIO Cyhy, a TakK0oX Hakasamu 1 po3nopsAsKeHHAMU
ronosu cyny KuiBCbKOro OKpPY>KHOro afMiHICTPATMBHOIO Cy4y, Hakasamu KepiBHMKa

anaparty cyay.

3. [onoBa cyay KOHTPOOE e(heKTUBHICTb AisNIbHOCTI anapaTy CyAy, BHOCUTb
NoAaHHS NPO NPU3HAYeHHS Ha rnocagy KepiBHWMKa anapaTy cyay, 3acTynHUKa
KepiBHMKa anapaTty CyAy Ta Npo 3BiflbHEHHS iX 3 Mocaf, a TaKoX Mpo 3aCTOCYBaHHS
3a0X04eHb ab0  HakMafeHHs  AUCUMMNIHAPHUX  CTArHEHb  BiANOBIAHO A0
3aKOHO/1aBCTBa.

4. TlonoxeHHs npo anapat KWIBCbKOrO OKPYXHOro agMiHICTPaTMBHOIO Cyay
PO3PO6NAETLCA KEpPIBHUKOM anaparty cygy Ha nigctasi TWMOBOro MOIOXEHHSA Mpo
anapat MicLeBOro, anensuiiHoro Ccyais, 3aTBepiKeHOro J[lep>kaBHOK CYLOBOHO
aAgMIHICTpauielo  YKpaiHW,  MOTrOAKYETbCA  HAYa/IbHUKOM  TepuTOpiaibHOro
ynpaBniHHA [ep>aBHOi CyfoBOi agMmiHicTpauil YkpaiHn B KWiBCbKin o6nacTi Ta
3aTBepXKyeTbCA 360paMu cyaniB KMiBCbKOro OKPY>XHOro afMiHICTPAaTUBHOIO CyAy.

5. CTpyKTypa i WwTraTHa YnUCeNibHICTb anapaty Cyay 3aTBepXKYKTbCs B MexXax
BUAATKIB Ha YTPUMaHHA Cydy TepuTopiaSibHUM YynpasiHHAM [epXaBHOi Cy[0BOI
agMiHicTpauii YkpaiHu B KWIBCbKin 06M1acTi 3a NOro4XKeHHSM i3 rofI0BOKO Cyay.

6. B anapati cyly YTBOPHOETLCA KaHLENAPis, AKa WoAeHHO NpoTAarom poboyoro
yacy cypy 3abesnedye NPUAHATTA Ta peecTpauito AOKYMEHTIB, L0 NOJAlTbCs A0
cyay. KaHuenspis TakoX BWKOHYE iHWI 3aBAaHHA, BM3HAYeHi MOJIOXKEHHAM, LLO
3aTBEPAKYETbCA KEpiBHUKOM anaparty cygy.



B anapati cygy MOXyTb YTBOpPHOBAaTUCA Bif4INN, WO 34IACHIOTL CBOT (DYHKLT
Ha nigcTasi NOMIOXKEHHA NPO BiAAIN, 3aTBEPAKEHOr0 KEPIBHUKOM anapaty cyay.

7. Lo anapaty cyfy BXOAATb CeKpeTapi Cy[AOBOro 3acifjaHHs, Cy[doBi
PO3NOPALHNKN, KOHCYNIbTAHTW, iHLWI AepXKaBHI CNYy>X00BLi, a TaKOX MpaLiBHUKK, SKi
BUKOHYIOTb (PYHKLiT 3 06C/lyroByBaHHA anaparty Cyay.

MpaBoBuWIA CTaTyC NpauiBHUKIB anapaTy CyAy BM3HAYaeTbCA 3aKOHAMMW YKpaiHu
"Mpo cypoycTpil i cTatyc cyaais”, "Mpo gep)xaBHy cnyxoy", iHWMWMK 3aKOHaMK Ta
HOPMATMBHO NPaBOBUMM aKTaMu YKpaiHu, BIAMNOBIAHUMUN TMOMNOXKEHHAMU Ta
NnocafoBUMM IHCTPYKLIAMM.

8. [na kagpoBoro Ta (iHAHCOBOro 06C/MYroByBaHHA [0 amnapaty cyay
MPUKPINIOKTLCA NOMIYHUKN CYAAIB.

MpaBoBMiA CcTaTyC Ta YMOBW [is/IbHOCTI MOMIYHUKIB CYAAIB BM3HAYalOTbCH
3akoHOM YKpaiHu "T1po cypoycTpiil i ctatyc cyanis” i MofoxXeHHAM Npo NOMiYHMKa
CyfAai cyay 3arasbHOT HopUCAMKLIT, 3aTBepAXKEHOro pilleHHAM Paan cyaais YKpaiHu
Bif 25 6epe3Ha 2011 poky Ne 14 (3 HACTynHMMUK 3MIHAMK Ta [OMOBHEHHAMN).

1. OcHOBHI (PyHKUIT anapaTy cyay

9. BignoBigHo A0 3akoHy YKpaiHu "TTpo cyfoycTpiit i ctatyc cyaais” anapat
CyLY BUKOHYE TaKi QPyHKLiT i3 3a6e3neyeHHs poboTu cyay:

1) y cchepi opraHisauinHoro 3abe3neyveHHs:

3[IICHIOE BMKOHAHHSA HaKasiB i po3nopsakeHb rofioBU cyfdy, HakasiB KepiBHMKa
anaparty cyay;

3AifiCHIOE BefleHHS CyA0BOT CTAaTUCTMKK, 3a6e3rnedye NiAroTOBKY aHaNiTUYHMX
N0BIfOK, TabNWLb, y3arasbHeHb 3 NUTaHb CY0BOI CTATUCTUKN CYl0BY CTAaTUCTUKY Ta
3AiicCHIOE aHani3 Cy0BOI NPaKTUKMK;

(hopmMye cTaTUCTUYHI 3BITU NPO PO6OTY cydy, OrNAAM CTaTUCTUYHUX AaHWUX NPo
NiACYMKW JiAfIbHOCTI cyay;

3abe3neyvye 06/iK Ta y3araJibHEHHS NMPOMO3uLIi i 3ayBaXXeHb, BUCNOBMEHUX Ha
36opax cyanis cyay;

3abe3rneyye opraHisayito Ta NPoOBeAeHHA CyAO0BMX 3acijaHb, Poboymx Hapag,
MIDKHapOAHNX 3yCTpiyen, npec-KOH(epeHLiin Ta iHWNX 3aX04iB;

6epe yyacTb y MiArOTOBLI MPOEKTIB NEPCMEKTUBHMX | MOTOYHUX MaHIB po60TH
cyqny, 3abe3neyeHHi IX BUKOHaHHSA, roTye aHaliTUYHI MaTepiann Wogo 1x peanisauii;

OpraHi3oBye npuiioM rpomafsH, Po3rnsf X Mpono3wvLiid, 3asB i ckapr, Lo
HaIXOAATb A0 cyay;



bepe yyacTb Y poboTi 3 NnaHyBaHHA Ta NPoBeAeHHA MO6iNi3aLinHOT MigroTOBKM
B CyZi B YMOBaxX BOEHHOIO CTaHy;

bepe yyacTb Yy 3abe3srneyeHHi 6e3neku cyaniB i npauyiBHUKIB anapaty cyay B
yMOBax Haf3BMYanHUX CUTyaLiil Ta Ha3BUYaHOIO CTaHy;

3abe3neyye po3pob/ieHHA MPOEKTIB BIAMOBIAHUX aKTiB CTOCOBHO OpraHisayii
BHYTPILWHbLOI AiSNbHOCTI Cyay;

2)y cdhepi JOKYMEHTabHOMO Ta iHpopMaLiiHO-TEXHIYHOro 3a6e3rneyeHHs:

3abe3neyvye BeeHHS NPOTOKONIB 360piB CyAdiB cyady, Hapaj, npec-KoHMepeHLUii
TOLLO;

3abe3rneyye BefleHHs XXypHaniB (NPOTOKONIB) CyA0BOro 3acigaHHs, (iKCyBaHHS
cyposoro npouecy (cyfoBumx 3acifaHb) TexXHIYHMMW 3acobamu, MNPOBEAEHHS
BileOKOH(epeHLii;

3abe3nevye BefleHHS1 KOHTPOMIbHUX MPUMIPHUKIB aKTiB 3aKOHOAaBCTBa YKpaiHu;

PO3p06/NsSiE Ta 3AiCHIOE 3axX0AM LIOAO 3a6e3MeyeHHs PeXnMy CEKPETHOCTI,
MOCTIAHOrO KOHTPO/IO 3a TX 10AePXKaHHAM;

3abe3neyvye HaieXHy opraHisauito poboTn 3 AOKYMeHTaMu B anaparti cyay,
NPaBWbHICTb TX O(OPM/IEHHS Ta CBOEYACHICTb MPOXOMKEHHS, NPUIAMaHHS,
peecTpauii i ekcneauuiiHoT 06po6KHU;

aHanisye, onpauboBYe Ta [0CTaBfA€ CMYXO0BY KOpPecrnoHAeHUit0 BifgnoBigHUM
afipecaram;

BNPOBaA)Kye NnepefoBi TEXHOMONIT opraHisauii poboTn 3 JOKYMEHTaMN B CYA;

3abe3neyye  OnpautoBaHHA, [APYKYBaHHS, TUpPaXyBaHHA MaTepianiB Ta
[NOKYMEHTIB, MOB'A3aHMX i3 4IANBHICTIO CyA4Y;

3a6e3mneyye pPo3CUNAHHA B YCTaHOB/IEHOMY MOPSAKY CYAOBMX PillieHb, a TaKoX
CY/[J0BMX MOBiAOM/EHb Ta BUK/VKIB;

3abe3neyye nNiArotoBkKy I CKNafaHHA [OOKYMEHTIB BIiAMNOBIAHO [0 YMHHOIO
3aKOHOAAaBCTBAa YKpailHWN Ta IHCTPYKLiT 3 4IN0BOACTBA Y CYAl;

OpraHi3oBye KOpPUCTYBaHHA, 0061iK Ta 30epiraHHa [OOKYMEHTIB  cydy,
KOMMNIEKTYBaHHA apxiBy, MiArOTOBKY [OKYMEHTIB Ta apXiBHUX cnpas AN nepefadi

iX Yy BCTaHOBNEHOMY TMOPSAKY Ha NOCTiliHe 36epiraHHs Ym 3HULLEHHS, a TaKoX
3abe3mnevye AOTPUMAHHS PEXMUMY CEKPETHOCTI;



3abe3neyvye QyHKLIOHYBaHHSA, METOANYHE | TEXHO/IOTIYHE BeAEeHHS BiANOBIgHMX
6a3 fJaHuX iH(opmauiiHUX KOMM'OTEPMU30BAHMX CUCTEM iHAMBIAYaNbHOro Ta
KO/IEKTMBHOI 0 KOPUCTYBaHHS;

3[iACHIOE H(OopMaLiiHO-TeXHIYHE 3abe3neyeHHs CyAOBUX 3acifjaHb, 360piB
CyAAB;

opraHi3oBye 6i61i0Te4HO-iHpOpPMaLiiiHy pob0Ty B Cyai;

3abe3nevye (yHKLiOHYBaHHS aBTOMATM30BaHOT CUCTEMU [OKYMEHTOO06iIry cyay,
aBTOMAaTM30BaHOr0 PO3No/iny crnpaB MiX CyAasaMu;

3abe3neyye 3axoamM B3aeMofil cyay i3 3acobamm MacoBoi iH(opMaLii;
3abe3neyye NiAroToBKY Ta NOLMPEHHSA MaTepianis Npo AiSNbHICTL CYLY;

BMBYAE Ta Yy3ara/lbHOE MUTAHHA, HAKI MOPYLIYHOTLCA rpoMagaHamu B 1X
3BepPHEHHAX BIAMOBIAHO A0 BUMOT 3aKOHY YKpaiHu "lNMpo 3BepHEHHS rpomagaH”;

opraHi3oBye po60TY LOA0 BUKOHAHHA BMMOI 3aKoHy YKpaiHu "lNpo gocTtyn Ao
ny6niyHOT iHpopmauiT™;

3[iMCHIOE IH(hOpMaLliiiHe HaNnOBHEHHS Be6-CalTy cyay;
3AIMCHIOE opraHi3auito focTyny KopucTyBadiB (CyAniB i npauiBHUKIB anapaty
cyfly) 4O €4MHOrO [epXXaBHOrO PeecTpy HPMAMYHMX OCi6 Ta (Mi3n4yHMX Ocib -

NiANPUEMLIB | KOHTPO/b 38 AOTPUMAHHAM BMMOT LWOAO 3aXUCTY IH(opmaLiT;

3abe3neyye HaAcuNaHHA €NEeKTPOHHUX KOMild CyJOBMX pilleHb [0 €AMHOro
PEECTPY CYA0BMX PilLIEHD;

BXWBAE 3ax0fiB LOA0 3abe3neyeHHsA MNiANMCyBayiB KNKOYaMU  e/IEKTPOHHOTO
LUMdpoBoro nignucy;

3) y  cdepi  (piHaHCOBOro, KagposBoro,  MaTepiasibHO-TEXHIYHOro
3a0e3ne4YeHHs:

PO3pP06/sie MPOEKTU LUTATHOIO PO3MNUCY Ta KOLUTOPUCY BUAATKIB HA YTPUMAHHS
cyay,

3abe3neyye NigroToBKY NPONo3unLii Woao obesAris hiHaHCyBaHHA cyay;

3[IMCHIOE 3axo4M WoA0 (iHAaHCOBOro, KaapoBOro 3abe3nevyeHHs cyaaiB Ta
npauiBHMKIB anapary cyay;

3abesneyye po6OTYy 3 Kagpamu anapaTy Cyday Ta BefeHHS KaapoBOro
NinoBO/ACTBA CyAy;



3abe3neyye peanisayilo Aep>XaBHOI MONITUKM Yy Cepi Aep>KaBHOT CyXou 3
MUTaHb YNpPaBiHHA MepPCoHaIoOM Cyay;

3[iicHIOE A06ip nepcoHany cyay;

3abe3neyye opraHizauito  3axofliB 3 NiABMLIEHHS PiBHA  NPOGECInHOT
KOMMETEHTHOCTI MepcoHany cyay;

30iiCHIOE [OKYMeHTanlbHe O(OPM/IEHHS BCTYMY Ha [epXXaBHY CAyXoy, i
NPOXOMKEHHS Ta NPUMUHEHHS;

3[IACHIOE  aHaNITUYHO-KOHCYNbTAaTMBHE 3abe3neyeHHsi pPob60TM  KepiBHUKA
[NEPXABHOI CNY)X6M B CyAi 3 NMWUTaHb YrMpaBiHHS MEPCOHa/IOM Ta BHOCUTb OMY
BiANOBIAHI NPONO3MLIT LLOAO BAOCKOHANEHHA POOOTHK 3 NEPCOHAIOM Cyay;

3abe3neyye y B3aemogii 3 [lep>kaBHOK CYLOBOK agMiHICTpauield YKpaiHu Ta
TepuTopianbHUM  ynpasfiHHAM [lepXaBHOi CyfoBOT afMiHicTpauii YkpaiHn B
KuiBcbKili 06nacTi cygaiB Ta npauiBHWKIB anapaty cyay HeobxigHMMu 3acobamu
3B'I3KY Ta iHLLIOK OPrTeXHIKON, 3M4INCHIOE rocrnofapcbkKe 06CNYyroByBaHHS CyLy;

3abe3neyye 4OTpMMaHHA BUMOT 3aKOHY YKpaiHu "lMpo oxopoHy npaui™;
I11. KepiBHMK anapaTy cyay Ta 3aCTyNMHUKWN KepiBHMKa anaparty cyay

10.  AnapaT KWIBCbKOro OKpPYXHOr0 aAMIiHICTPATUBHOIO CyAy O4YOJIOE
KepiBHWUK anapary cyay.

KepiBHuka anapaty KWIBCbKOro OKPY>XHOro aAMIHICTpaTUBHOIO Ccygy Ta
3aCTYNHUKIB KepiBHUKA anaparty cyfy npu3Hayae Ha nocafdy?7 Ta 3Bi/lbHAE 3 nocagu
Haya/IbHUK TepuTOpiasibHOro ynpasniHHA [lepxXaBHOT Cyf0BOT agMiHICTpaLil YKpaiHu
B KWiBCbKiil 06/1aCTi 3a MOroAXeHHsAM ro10BM cyay.

11 Ha nocasy KepiBHMKa anaparty Cyfy npu3HayaeTbca 0coba, fAKa Mae BULLY
OpNUANYHY abo eKOHOMIYHY OcCBITY, abo Bully OCBITY B Trajy3i [ep)KaBHOro
ynpas/iHHA 3 OCBITHbO-KBaNiiKaLiiHMM piBHEM MaricTpa, CTaX po6oTu 3a paxoM Ha
AepXXaBHil cny)6i B MiCLLEBOMY CyAi He MeHLLE TPbOX POKiB abo Ha KepiBHMX nocaaax
3a (paxom y AepxKaBHiil Cny>6i He MeHLLe TPbOX POKIB, UM CTaXX Po60TK 3a (haxom B
IHLWINX chepax He MeHLLE M ATU POKIB.

KepiBHUK anapaty cygy MOXe Matu He 6ifiblle [ABOX 3aCTYMHUKIB, AKLLO
KINbKICTb NpayiBHUKIB anaparty cyay nepesuuiye 60 ocio

Ha nocagy 3acTynHuka KepiBHWKa anaparty cyay npu3HayaeTbCa 0coba, aKa Mae
BULLY HOPUANYHY ab0 eKOHOMIYHY OCBITY, abo BWLLY OCBITY B ranysi [epXXaBHOro

ynpas/iHHA 3 OCBITHbO-KBaNiiKaLiiHMM piBHEM MaricTpa, CTaX poboTu 3a paxom Ha
AepXKaBHin cny>6i B MicLLeBOMY Cy/li He MeHLLEe [BOX POKiB abo Ha KepiBHUX nocafgax



3a (haxoM B [epXKaBHiil CNy6i He MeHLLe [BOX POKIB, UM CTaX pobOTU 3a (haxom B
IHLWKNX chepax ynpaBiiHHA HE MeHLLE YOTMPLOX POKIB.

12, KepiBHUK anapaty cyay nig3siTHM 36opam cyanis  KuiBcbkoro
OKPY>XHOr0 afMIHICTPaTUBHOIO CyLy Cyfy.

3a0x04eHHs abo HaknafeHHsA AMCLUMMNIHAPHOIO CTATHEHHS CTOCOBHO KepiBHMKaA
anapaTy MicLeBoro cygy Ta WOro 3acTYMNHWUKIB 3aCTOCOBYETbCA Hava/lbHUKOM
TepuTopianbHOro ynpaeniHHA [lep)aBHOI CyAoBOT aAMIHICTpauii  YKpaiHu 3a
NMoAaHHAM rofnoBu cyay.

3a0x04eHHs abo HaknafeHHA AUCUMN/IIHAPHOIO CTATHEHHS CTOCOBHO KepiBHMKa
anapaty anensuinHoro cygy Ta oro 3acTyMHWKIB 3acTOCOBYETHCS [0/10BOHO
[ep>xaBHOi Cy0BOT agMiHICTpaLii YKpaiHu 3a MoAaHHAM ro/i0BU BIANOBIAHOTO Cyay.

13. KepiBHMKY anapaty cyfy 6e3nocepefHbO MiAMNOPAAKOBAHI 3aCTYMHUKN
KepiBHUKa anapary cyay, KepPiBHUKM CTPYKTYPHUX NIAPO34iNiB anapary cyay.

14,  KepiBHUK anapaTy KWIBCbKOro OKPY)XXHOrO aAMIiHICTPaTUBHOIO Cyay
BIAMOBIAHO [0 HafaHWX NMOBHOBAaXKEHb:

3[iicHI0E 6e3nocepeaHe KePIBHMLUTBO anapaTtom cyfy, 3abesrnedye opraHisauito
po60TU CTPYKTYPHUX MiAPO3AINIB cydy, NpauiBHUKIB anapaTy cyay, iX B3aEMOZAI0 Yy
BUKOHaHHI 3aBaHb, NOKMafeHNX Ha anapaT cyay;

B3aemofie 3 [lep>XaBHOK Cy[0BOK agMiHICTpauieto YKpaiHu, 3 Ti BiANoBiAHUM
TepuTopianbHUM ynpas/iHHAM, OopraHaMmy CyAAiBCbKOro caMOBPSAAYyBaHHSA, OpraHamu
[ep>XaBHOI Bnafgn, OopraHamy MICLEBOr0 CaMOBPAAYBaHHS, IHLWMMK YycTaHOBaMU i
opraHisayiamu, 3acobamm MacoBoi iHopmauil 3 nuTaHb 3abe3neyeHHs LAiAbHOCTI

cyay,

OpraHi3oBye Ta KOHTPOJIKOE BEAEHHS AiN0BOACTBA B CyAdl BIiANOBIAHO [0
IHCTPYKLUIT 3 4iNOBOACTBA,;

3abe3neyye NiAroToBKy MnjaHiB poboTn cydy, SKi 3aTBEPMKYHTbCA F0/I0BOKO
Cyay, a TakoX 3[iiCHIOE KOHTPO/Ib 33 BUKOHAHHAM 3arnjiaHoBaHUX 3ax0AiB;

3aTBepKYE NiaHu poboTn CTPYKTYPHMX NIAPO3A4INIB Cyay;

KOOPAMHYE  3AIACHEHHA  opraHisauinHMX  3axofiB  WOAO  MiAroTOBKM
onepaTuMBHMX Hapaf, BUKOHaHHSA IHLINX 3aBfaHb;

30INCHIOE 3ax0AM WOA0 3abe3nevyeHHs HaIeXXHUX YMOB [AifNbHOCTI Cyanis Ta
npauiBHMKIB anapaty cygy, iH(opmaLuiinHO-HOPMATUBHOIO  3abe3neyvyeHHs  iX



AISNbHOCTI;

OpraHi3oBye Ta 3abe3rneyye po3po6/MeHHS | MNOfJaHHA Ha 3aTBepAKeHHS B
YCTaHOB/IEHOMY MOPSAKY CTPYKTYPW Ta LUTATHOT YNCENbHOCTI anapaTy cyay, a TakoX
KOLUTOPWCY BUAATKIB Ha YTPUMaHHSA Cyay;

3aTBEPMKYE TMOMOXKEHHA MPO CTPYKTYPHI MIAPO34inM Ta MocagoBi iHCTPYKLUIT
npayiBHMKIB anapary cyay;

OpraHizoBye Ta KOHTpPO/ME poboTy 3  (DIHAHCOBOrO Ta  KagpoBOro
06cnyroByBaHHs anapaty cyay;

3abe3neyvye BUKOHaHHA npayiBHMKaMu anapaty [Mpasun noBefiHKM npayiBHUKa
anaparty cyfy, 3aTBepKeHuX piweHHaM Pagu cygais YkpaiHu Big 6 ntwotoro 2009

poky Ne 33, a TakoX npaswu/i BHYTPILWHbLOIO TPYAOBOro PO3NOPAAKY | TPYyLOBOI
ANCUNNIIHNY;

€ KepiBHMKOM [ep>kaBHOI Cnyx6u cyay, 3abe3neuye peanisayito €AnHOIL
[EeP>KaBHOT NOJMITUKKN Yy Chepi Aep>KaBHOT CY>KOu;

3aTBepAKYE Npodini NpogecinHOT KOMNETEHTHOCTI nocaf Aep>KaBHOT Cy>Kou
Ta BUMOTU [0 OCBITHbO-NPOQECIAHOrO PiBHA, Hanpamy MigrotoBku (CnewiasbHOCTI),

A0CBify pob0TK Ta iHWI BUMOTHK;

OpraHi3oBye MpoBefeHHs KOHKYPCY Ha 3aHATTS BaKaHTHWUX Mocaf AepXXaBHOT
cny>6m Ta 3a6e3neyvye Moro NPoO3opicTb i 06'EKTUBHICTb;

npr3Hayae 0cib Ha nocagmn Aep>kaBHOT C/Y>KOM Ta 3BISIbHAE 1X 3 nocag,

MPUCBOKE paHrn AepXKaBHUM CNy>X060BUAM, AKi 3aliMaloTb Nnocagn [Aep>KaBHol
CNyXou;

BUKOHYE (DYHKLIT poboToaaBud A8 npauiBHUKIB anapaty cygy, SKi He €
[EeP>XKaBHMMU CNY>K60BUSAMM;

3abe3neyye opradisauito nNigBuLLEHHA PIBHA NPOMeCiiHOT KOMMETEHTHOCTI
[EeP>XKaBHUX CNyX0O0BLiB;

3abe3nevye eqeKTMBHe (YHKLIOHYBaHHS CUCTEMW OLIHIOBAHHA pe3y/bTaTiB
CNy>X60BOT 4ISANLHOCTI Aep>KaBHUX CNYy>KO0BLIB;

3a6e3nevye AOTPUMAHHS AePXKaBHUMU CNYXBOBLAMU CyXX60BOT ANCLUMAIHY;

I'IpVII7IM8.€ B MeXaX CBOIX MOBHOBaXeHb piLIJeHHFI MPO 3a0XO4YEHHA AepPXKaBHUX



CNy>X60BLiB Ta MPUTATHEHHS TX A0 AUCUUNNIHAPHOT BIANOBIAabHOCTI;

30IACHIOE HLI MOBHOB&XEHHA KepPiBHWKA [epPXaBHOI CnyXéu cygy B
[ep>aBHOMY opraHi BignoBigHoO A0 3aKoHY YKpaiHu «I1po aepXXaBHY Cnyxoy»;

3[iACHIOE opraHisauiiHi 3axo4n WoAo NiATPUMaHHSA NPUMILLLEHHS Cyay B CTaHi,
NpuaaTHOMY AN HaeXXHOro Moro (PYHKLIOHYBaHHSA, NPOBeAeHHS KaniTasbHOro Ta
MOTOYHOrO PEMOHTIB, TEXHIYHOIO OCHALLEHHSA NPUMILLeHb, IHhopMaLiiHO-TEXHIYHOIO
3a6e3rneyeHHs, CTBOPEHHSA

6e3neyHnx i KOMOPTHUX YMOB A9 CYA4iB, NMpaLiBHUKIB anapary cyay Ta ocib,
AKi nepebyBatoTh y CyA;

3abe3neyye BWKOHAHHA pileHb 300piB CyAdiB 3 NWUTaHb BHYTPILWHbLOI
AISNbHOCTI cyay;

3[IACHIOE OpraHisaliiniHe 3abe3rneyeHHs BeAEHHS CY[AOBOT CTaTUCTUKM,
AINoBOACTBa, 00Ky Ta 36epiraHHa CyLOBMX CMNpaB, HaIEXHOro BeAeHHs apxiBy Ta
poboTn 6ibnioTekn cyay;

opraHi3oBye 00/1iK, B1fa4y, 3HULLEHHSA MOCBIAYEHb NpaLiBHUKIB anapaTy cyay,
MOMIYHWMKIB CYAAIB;

OpraHi3oBye KOHTPO/Ib 3a 06/1IKOM pevyoBMX [OKa3iB, HE NPUESHAHUX A0 Cnpasw,
BXXMBAE 3ax0fiB LWOA0 O6nafHaHHA creuiasibHUX NPUMILLEHb | CXOBULW, ANA 1X
36epiraHHs;

BUKOHYE [OPYYEHHA TONOBW Cydy, PpilleHHA 360piB  cyAndis  Wono
opraHisauinHoro 3abesneyeHHs A4isNbHOCTI cyay.

15,  KepiBHMK anapaty cydy B MeXax [MOBHOB&XEHb, HafaHUX KoMy
3aKOHaMK YKpaiHu "T1po cygoycTpiin i ctatyc cyaqis”, "lpo aepxxaBHY Cnyxoy",
BUJAE HakKasn 3 KagpoBMX MWTaHb LOA4O NpauiBHUKIB anaparty cyny (4epXaBHuUX
CNy>60BLiB, NpaLiBHUKIB, fAKI BUKOHYIOTb (DYHKLIT 3 006C/1yroBYBaHHA), a TaKOX 040
NMOMIYHWKIB CcyadiB (3a nojaHHAM CyAni) CTOCOBHO NPM3HAYeHHs Ha nocaau, 3 nocag,
nepeBefeHb Ha IHWI nocaan, MPOCYBaHHS MO CNyX06i, BCTAHOB/EHHA pPaHriB
Lep>XaBHUX CNy>XO0BLiB, HafaHHA BIAMYCTOK, 3aCTOCYBaHHA 3a0X0YeHb, HaKNafeHHs
AUCUMNAIHAPHUX  CTATHEHb, TMPOBEAEHHA LOPIYHOrO OLIHIOBAHHA pe3ysibTaTiB
CNy>K60BOT AIANbHOCTI, a TakoX 3 aAMIHICTPaTUBHO-TOCMO4APCbKUX MUTaHb
(BiLpAMLKEHHS, NMiABULLEHHA piBHA NpogecinHoi  KBanigikayii  (KOMNEeTeHTHOCTI)
npayiBHMKIB anapary cyay).

16. KepiBHMK anapaTty Cydy Hece NnepcoHasibHy BifgNOBifaNbHICTL 32 Ha/leXHe
opraHisauiiiHe 3abe3neyeHHs AiSNbHOCTI cydy, CyAdiB Ta CyAOBOro npoLecy,



(PYHKLiOHYBaHHSA aBTOMATU30BaHOT CUCTEMU JOKYMEHTOOOIry cyay.
17. KepiBHMK amaparty cygy 3BiTye nepef 36opamu CyggiB npo AisfbHICTb
anapary cygay.

360pu cyanis MOXKyTb BUC/IOBUTW HEAOBIPY KEPIBHUKY anapary cyay.

Y 3B'A3KY 3 BWC/IOB/IEHHSIM HefOBipW, KepiBHWK anapaty Cyay 3BifIbHAETbCA 3
nocagn B MNOPsiAKY, BCTaHOBMEHOMY 3aKOHOM YKpaiHu "lpo cyaoycTpiil i crtatyc
cyanis", 3 OOTPMMaHHAM BUMOr KogeKcy 3aKOHIB Mpo npauio YKpaiHu Ta 3akoHy
Ykpainu "Tpo gep>kaBHy Cny>oy".

18 Ha wu4ac BIACYTHOCTI KepiBHMKAa amnapaty Ccygy 4u HEeMOX/IMBOCTI
3[iICHIOBAT HUM CBOTX MOBHOBaXKEHb 3 IHLIMX MPUUYUH MNOro 0OOB'AI3KN BUKOHYE
OAWH i3 3aCTYMHWKIB KepiBHMKA arnapaty Ccygy BIAMNOBIAHO [0 BCTaHOB/IEHOMO
KepiBHUKOM anapaTy Cyfy po3noginy 060B’a3KiB.

Posnogin 060B’A3KiB, CXeMa 3aMillleHHA KepiBHMKa amnapaTy cygy MixX
3aCTYNHUKaMK KepiBHUKA anapaty Ccyay, BU3HAYeHHA MOBHOBaXEHb 3aCTYMHUKIB
KepiBHMKa anapary 3aTBepKYeTbCA BiAMOBIAHMM HAKa30M KepiBHUKA anapary cyay.

19.Y pasi BiACYTHOCTI 3aCTYNHUKIB KepiBHMKa anapaty KniBCbKOro OKpy»XHOro
aAMIHICTPAaTUBHOIO CyAy TMMYacoBe BMKOHaHHA 000B'A3KIB 3a Nocafor BiACYTHLOr0O
KepiBHMKa arnapaTy MicLeBOro cyay noOKMNafaeTbCs Ha IHLWIOro npauiBHUKa anapary
Cyly Haka3oM Haya/ibHMKa TepuTopianbHOro YynpasniHHA [lepXXaBHOT CyaoBOi
afMiHicTpayii YKpaiHu 3a NoAaHHAM rofioBu Cyay.

20. KepiBHMK arnapaTty cyfy Ta WOro 3acTyrMmHUKW MatoTb MOCBiJYEHHS, LUO
MiATBEPLXKYIOTb X 0COOY Ta NOBHOBAXXEHHS.

21. LLlopiyHi Ta gofatkoBi BigMYCTKM KepiBHWKY anapaTty cyady, 3acTYMHUKIB
KepiBHUKa anapaty cyay HafarTbCA BiAMnoBigHO L0 BMMOr Kofekcy 3aKOHIB Mnpo
npauto YKpaiHu, 3aKoHIiB YKpaiHu "Tlpo gepxasHy cnyx6y" Tta "lpo BignycTkun".
Haka3n npo BignyCcTKM KepiBHUKa anapaty Cyfy Ta 3aCTyMHMKIB KepiBHMKa anaparty
CyLy BMAA€E ronosa BignoBigHOro cyay 3rifHo i3 3aTBepAXXeHUM rpadikom BiAnyCToK.

V. KepiBHNKN CTPYKTYPHUX NiAPO34iNiB Ta iHWI NpauiBHUKN anaparty
CYRy

22. CaMocCTiHWIA Bigain y cknafi anapaTty cyy YTBOPHETLCA 3 UNUCENBLHICTIO
He MeHL AK TpY npauiBHUKMN.

23. KepiBHWK CTPYKTYPHOro Nigpo3ainy anapary cyay:
3AINCHIOE KEPIBHULUTBO [AiSNIbHICTIO CTPYKTYPHOro Nigpo3ainy anapaty cyay i

Hece NepcoHasbHY BiAMOBIAaNbHICTL 38 BUKOHAHHS 3aBAaHb, MOKIaAEHUX Ha Lei
nigpo3ain;



PO3MoLinge 060B'A3KM MIX NpauiBHMKamn, a B pasi CyX60B0Oi HeOOXIAHOCTI
3[iCHIOE nepepo3nofin 060B'A3KIB MK HUMK, 3abe3rneyye nnaHyBaHHA pPo60TH,
Ha/eXXHWIN piBEHb TPYAOBOI Ta BMKOHABCbKOI AUCUMMNMIHK, BeAeHHA B Migpo3aini
AiN0BOACTBA, OPraHi3oBye B3aEMOZI0 3 IHLWMMY Nigpo3ainamum anapaTy cyay;

opraHi3oBye po6oTy i 3abe3neyye KOHTPO/b 3a CBOEYACHUM BUKOHAaHHAM
npauiBHMKaMN CTPYKTYPHOTO Miapo3ainy Aopy4yeHb, HakKasiB | PO3MopsmaKeHb ronosu
cyay, Moro 3acTynHWKIB, KepiBHMKA anapaTy Cyay Ta Moro 3acTynHuKa, iHpopMye ix
Npo pe3ynbTaT BUKOHaHOT poboTy;

BHOCUTb MPOMO3WLLIT LWOAO MPU3HAYEHHA Ha Mnocady, MepeBefeHHA Ha iHWy
nocagy abo 3BilbHEHHA 3 nocaguM npauiBHUKIB  CTPYKTYPHOro nigposginy,
MPUCBOEHHA IM YEProBOro paHry AepXaBHOro Cny>K60BLs;

3[IACHIOE OUiHIOBaHHA pe3ynbTaTiB  CNy)X00BOI AiANbHOCTI  MpauiBHUKIB
CTPYKTYPHOTO Nigpo3ainy, fki nomy 6e3nocepefHb0o NignopsaKOBaHi;

NpeAcTaBNsie CTPYKTYpHWIA Migpo3din  amapaTy cyfy Ha Hapagax, LWo
NPOBOAATLCA B Cyfi Ta anapaTi Cyay.

24. TlpaBa 1 000B'A3KM MpayiBHUKIB CyLy BM3HaA4alOTbCA MOCALOBUMMU
IHCTPYKLIAMU, 3aTBEPAKEHUMIN KEPIBHUKOM anapary cyay.

[MocagoBi ITHCTPYKUIT CYyAOBUX PO3NOPALHMKIB PO3pobNAOTLCA Ha MiAcTaBi
[MONOXeHHsA npo CcnyXo6y CyAoBMX PO3NOPALHUKIB Ta opraHisauito T AisnbHOCTI,
3aTBep)KEHOro HakasoM [lep)XaBHOi Cyf0BOT agMiHICcTpauii YKpaiHu Bif 14 nunHs
2011 poky Ne 112 Ta nMOrofeHoro pileHHAM Paau cyanis YKpaiHu Bif 24 4epBHS
2011 poky Ne 32.

Mocagosi IHCTPYKUIT MOMIYHUKA CyAal po3po6nA0TLCA Ha nigctasi MonoXKeHHS
Npo noMivyHuKa cyaai cyfy 3arasbHOT OPUCANKLIT, 3aTBEPIXKEHOr0 pilleHHAM Paau
cyfaiB YKpainu Bif 25 6epesHa 2011 poky Ne 14.

25. TlpauiBHMKM anapaty cygy 30060B'a3aHi 4OTpPUMYBATMUCA MOCAL0BUX
IHCTPYKLin, npaBuWn BHYTPIWHLONO CNYy)XX60BOro po3nopsigky, IHCTPYKUIA 3
AinoBoACTBa B cyfi, MNMpaBun noBeAiHKU npayiBHMKa Cyay, BUMOT THLWNX JOKYMEHTIB,
SKi pernameHTyTb po60Ty cydy, a TaKOX MOCTIHO MiABWLLYBaTW CBIil PiBEHb
npodeciinHol kBanidikayii (KOMNETEHTHOCTI).

26. lMpauiBHWKK anapaty cyfy MakTb MOCBIgYEHHS, L0 NIATBEPLXKYHOTb 1X
0Cc00y Ta NMOBHOBaXKEHHS.

[MoceigveHHA NpauiBHMKIB anapaTy cyay NiAnUCYHOTbCA KepiBHMKOM amaparty
cypy.



27. OnnaTa npaui npayiBHWKIB anaparty cygy BCTaHOB/IHOETHCA BIAMOBIAHO A0
Knacudikauii nocag Aep>kaBHUX CNYXO60BLIB 3 YypaxyBaHHAM 0CO6GMMBOCTEN Ta
Xapaktepy pob0oTu i NOBUHHA CTUMYNIOBATY X CYMJIIHHY Ta iHILiaTUBHY npayto.

28. W opiyHi Ta foAaTKOBI BIAMYCTKY MpawuiBHMKam anapaty cyay HafalTbCs B
nopsiaKy, BCTaHOBNEHOMY KOEKCOM 3aKOHIB Mpo npauto YKpaiHu, 3akoHamu
YKpainu "T1po gepxkaBHy cnyxoy" T1a “Tpo BignycTKun".

V. MNpUKIHUEBI MONOXEHHA

Lle MonoXeHHs Habupae YMHHOCTI 3 AHS iOro 3aTBepAXKeHHst 36opamu cyaaiB
KWIBCbKOr0 OKPY>XHOT0 afIMiHICTPaTUBHOIO Cyay.

KepiBHMK anapaTty KuiBcbKoro
OKPY>XHOro agMiHICTPaTUBHOIO Ccyqy



