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I. 3Af AJIbHI TIOIOXEHH'I

1.1. Cneqianicr ceKropy QiuaucoBoro nnaHyBaHH.fl, KaAponoi po6orn ra

AinosoAcrea YnpaeliHHs t,tolo4i, $i:uunoi KynbryplI ra cropry 3anopi:rxoi

o6nacnoi AepxaBHoi aauiuicrpaqii (aa,'Ii cneuia,ricr cercropy) :Aificnroe

Ao6yMeHTauiftne sa6esneqeHH, ynpanniucrxoi Aiqrruocri Ynpan.niuux, BeAeHH,

4ilono4c'rna, sAiffcHeHHq KoHTponro 3a cTpoKaMIr [poxoAxeHH, i suxouaHHq

4oxyrraeurin;
1.2. Cueuianicr ceKropy 6e:nocepeAHbo niguopa4xoeaHlafi saeigynavy

ceKTopy - foJroBHoUy 6yxranrepy ceKropy $iuauconofo [JIaHyBaHHfl, ra4ponoi

po6orra ra AirosoAcrBa Ynpaeliuux;r""- ^ 
a;;[fii.i1.*ropy':ri4Ho :'3arouou YxpaiHu <llpo fepxaeny .IyTqy-)

rpu3Haqaerbc{ ua nocdiy.ra :eilbH.f,erbc.f, 3 rocaAu Har{arbHn*qy ryp-?_ui-'-Tl_1ga noroAxeHHflM 'r3 :doiA;eauetr ceKTopy HaKa3oM yflpaBnlHHq [rJlf,xoM
KoHKypcHoro B_lAOopy aoo 3a iuruoro upoUegypbro, nepe46aueHoro
3aKoHonaBcrBoM Y rcPatuu;

1.3. y.uoifi po6ori Kepyerbcq Koucruryuiero Yxpaiuu,3axouovr
Yxpaiun "flpo /{epxanuy cnyx6y" , TZ iuruuun 3aKoHaMI4 VxpaiHu, rlocraHoBaMrl

Bepxoeuoi Paau Yxpaiuu, Ka6iuery Minicrpie Yxpainr.r, yKa3aMtr llpesu4eura

Yxpaiua, uflpo 3aca1r sano6iraHus i nporn4ii xopynqii>, uflpo Aocryr Ao

uy6nivuoi iusopuaqii>>, <llpo 3axl{cr [epcoHanbHrlx AaH'rx)), uflpo

iu6opuaqiro>, kg.rn VxpaiHn, 3aKoHoAaBqnMpI aKraMH 3 rI{TaHb uporH4ii ra
gano6irauHro xopynqii, isruuuu 3aKoHoAaBqIrMH Ta HopMarl4BHo-rpaBoBrrMIr

aKTaMr4 Yxpainu, pirueuurvH o6nacuoi pap:l, po3[oprAxeHH.sN{rr roJIoBI{

o6n4epNa4rr,tiuicrpaqii, Ulo crocyroTbc, 4iloao4crea, floloxeuusu rpo

ynpanniuH, MonoAi, Si:uuHoi xynlrypl4 ra cnopry, Uierc ir-rcrpyxUiero;

1.4. IIocaAa cneqialicra ceKropy ei4uocug,ca Ao nocaA 4epxanuoi

cnyx6u xareropii (B)). B Mexax xareropii nprcBotoerbcq 9,8,7 paHrl4;

1.5. Knali$ircaqifiHi Br4Morr4: Br4rua ocsira eilnoeiaHoro npo$eciftuoro

cnpflMyBaHHq 3a ocniruso-xnaliSixauifiuuv pinueu MonoAlrloro 6axa,ranpa,

6axaraapa;
1.6. Cneqianicr sialiJly rroBr4HeH 3Harr4 Koucrtlryqiro Vxpaiuu, :at oula

Vxpaiuu, Ulo crocyloTlcq [poxoAxeHHq AepxaBHoi cnyN6n, nopqAoK ni4roronxa

Ta BHeceHH, [poexrin uopMarr4BHo-npaBoBllx axrin, ocHoBI4 apxinHoi crIpaBI{,

[paBrrna Airosoro err4Kery, [paBrrna ra HopMtr oxopoHl4 npaui Ta flporufioxexsoi
6lsnexra, ocnoBsi npr{Hrrrrrn po6orra Ha KoMr'rorepi ra eiAnosiaHi nporpauHi

zaco6u,, simHo eolo4iua AepxaBHoro MoBoro'
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2. 3asAaurrs ra o6on'r3Ktl cneuia.nicra cel(Topy

2.1. Cueqianicr cexropy rroBr4HeH KepyBarl4cx n po6ori ra 3HarI4:

Ilolo>reugf, rpo ropflAoK sAificneHHq KoHTpoJIIo ra nepenipxl4 BI'IKoHaHH''I

AoKyMeHrin y 3anopi:rxifi o6naGrifi 4epxanuifi aauiuicrpauii;

Incrpyxqiro s AiroBoAcrBa Ynpanniuux;

IHcrpyrqiro npo ropflAoK o6niry, s6epiraunr i enxopvlcrarrfl' AoKyMeHrlB'

crrpaB, BHAaHb Ta isurux laarepia,rluux Hociis iHsoprltaUii, qrci uicrsrr

xou$iAeHqiftny iusoprnlauiro, uo e BnacHicrro Ynpan:rinHl;

ocnosui .rprnurrr4 po6oTu Ha KoMrt'rorepi ra rporpaMHi SaCo6ra: word,

Excel, Tolrro;

3 lreroro BHKoHaHHf, 3aB.UaHb, lxi croxTb nepeA ceKTopoM, cneqialicr:

2.2 sAificurce BeAeHHfl Ai;1oeoAcrea B YupanninHi MonoAi, $israuuoi

Kynbrypr ra cnopry 3auopi:rr<oi o6lacnoi .Uepxaeuoi aAlrini crpaUii;

2.3. npufirraae, peecrpye, s4ifiCuroe nonepeauifi po3fJIrA, nepeAae Ha po3u-sA

rcepinuuqrny YnpaeliuHq Ta Ha BI4KoHaHHfl, po3MHoxye Ta Hagcwnae BI4KoHaBUflM

nxi4ny i nraxigny KopecnoH4enqiro, pirueuna o6nacuoi pap.u, po3rlopf,AxeHH{

roJIoBI{ o6n4epNa4rrrinicrpaqii, piureuus nocrifiHux xouicifi ra cecifi, rou1o;

2.4. za6e3neqye sAificHeHHs KOHrpOnrc 3a CrpoKaMI4 fipoxoAxeHHf, i

BI{KoHaHH, 4ony*.nrin (xx oAHopa3oBoro TaK i rprlBanoro KoHrponrc), a raKox

3a eilnoeiAHicrro BHKOHaHHfl Br4MOf AoKyMeHriB Ta pe:onroqifi xepinuuqrna

Yuparniuur;
2.5. za6e3reqye :6epirauur 4oxYueurie rpHBanofo s6epiraHur B

Vnpanniuui;
2.6. Hece oco6racry siAnosilalrsicrr :a osopuJleHH.s, a6epiraunr, o6nir i

3 AOKyMeHTaMI{, BnpoBaAXeHHfl

uparruunifi po6ori 3 AoKYMeHTaMH

po3cr4naHHr cnyx6onoi xopecroHAeHuii;

2.7. za6e3neqye KYnsTYPY Po6ora
KoMil'rorepusauii, eaco6ie oprrexuit<t't B

Yupanniunr;
2.8. npufinae i nepe4ae rene$ouorpaltn/saKcofpaMI4;

2.9. zliircHloe [epeAnnary nepio4I{tlHl4x BI4AaHb;

2. I O .3a6e3[eqye :6ep i ranu, frer{aroK, urtalrni n, 6lauxi n ;

2.1 1 .uponoAlrrb niAroroexy AoKyMenrie Ao ni4npaeleHH';

2.12.cxrraAae 3BeAeHy HoMeHKnarypy crpaB YnpaeninHr;

2.13.2a6e311eqye AoTpHMaHHq 3aKoHoAaBcTBa npo 3axl4cT [epcoHaJIbHI4x

AaHr4x ra sAificHroe o6po6xy, :6epiraHHfl Ta BI4KopI4CroByBaHHf, IIepcoHaJIbHHx

AaHI{x y ni4uooiAuocri Ao rrl4HHoro 3aKoHoAaBcrBa;

2.-74.opraui:onye Aocryrr 4o ny6niuHoi iu$opMauii vnpanniuur, s4ificHrce

onpaqroBaHHfl ,urrri" Ha iu$opuaqiro, iuo HaAxoAflTb Ao vnpaeniuHfl, a TaKox

HaAae KoHcynbralrii nia uac o$opMreHHq raKnx:anarin;
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2.15.oprauiaonye ycuuir npnfiou rpoMaAsr{ ra rorepeAHro peecrpaqiro
rpoMaArH, rxi :aepHynucb Ao HarlanbHr4Ka VupanniHnq. llosiloMJlf,e rpoMaAflH
upo nacniAKr4 po3rnqAy noAaHr4x Hr4Mr4 3BepHeHb, 3a.sB i XlOnOraur;

2.76.cwcreMarl43y€ i s6epirae AoKyMeHrH rororrHoro poKy, oprauiaonye
po6ory no o6nixy i :6epiraHHlo 3aBepueHprx crpaB sritrHo 3 HoMeHKnaryporc
crpaB, niAroT osxlr i eaa.ri ix n apxir Ha Aepxanue s6epiraHHq;

2.17.zfiircHloe po6ory Ailfl sa6e:ne.{eHHq HaJ'rexHoro craHy apxiey
YnpannigHfl ra yMoB :6epirannq AoKyMenria y HboMy. forye AoKyMeHraqirc
uloAo po6ora apxiay Ynpauinur.

2.1S.seificHloe po6ory ro nepeAa.{i Ha nocrifine :6epiranux 4o lepxaBHoro
apxiny 3anopisrxoi o6nacri crpaB nocrifisoro :6epirauur, siAnoeiAHo Io
3arBepAxeuoi uoueHKnarypr.{ c[paB, Ta po6ory no 3Hr{tueHHro c[paB, crpoK
:6epi ranu fl flKLrx gaxi H.{raecq.

2.l9.ziliacHloe po6ory uloAo HrIJ'IexHoro craHy HoMeHKJrarypHr4x cnpaB
VnpaeniuHf,, AoKyMeHTyBaHH, ra KoHrponrc. 3aificuroe o$opnaneHux, ni4urr.rBKy
clpaB Ta rorye orrHCpI HoMeHKJIarypHHx cnpaB VnpaaniuHr rro :axiu.reHHro
KoxHoro AirosoAHoro poKy;

2.20 .z lii,tcHroe peecrpallirc naxas i B 3 ocHoBuoi 4irnruocri Yupauinux;
2.21.slificHtoe cBo€r{acHe rIoAaHH-{ ssirie qoAo ra1arax Ynpanniuu.uu

Haxasis 3 ocHoBHoi Aiqrruocri Ao foroeuoro ynpaBniuus rocrrauii e 3anopi:rxifi
o6nacri;

2.22.zliitcHloe peecrpallilo, xourponb 3a AorprrMaHHqM crpoxis auxoHaHH, B

VnpanniHHi sanurie Ha ny6niuuy iusopMarlirc;
2.23.zilircHroe cBoeqacHe rroAaHH, seiris uloAo HaAxoAxeHHq ra

onpaqloBaHH-,I YupanniHHrlt sanurie Ha ny6livuy inQoprtlauiro Ao ni44iny
3BepHeHE rpoMaArH o6n4epxa4ninicrpauii;

2.24.sfiiacHloe peecrpalliro, xourpoJrb 3a rorpr4MaHH{M crpoxia szxouaHH, B

Ynpanninrii nncruoBr4x 3BepHeHb tpoMaArH;
2.25siliacHroe cBoer{acHe noAaHH, ssiris uroAo HaAxotrxeHH, Ta

orpaUroBaHHfl YnpanniuHflM 3BepHeHb rpoMaAqH Ao silairy 3BepHeHb rpoMaA-{H
o6n4epxa4ui ui crpaqii;

2.26.oprauisonye SynxqiouyBaHH, erexrpouuoi cr4creMr4 ny6niunux
saxyninels <IIpo3OPPO) n Ynpanninni;

2.27. AorpnMyerbcf, BI4Mor llpaeur euyrpiruuboro rpyAoBoro po3roprAKy
Ynpan.niuux.

2.28.ewr<oHye B npoqeci cnyx6onoi liq,'rrHocri inrui Aopyr{eHH, Har{aJrbHr4Ka
VnpanninHx, fioro 3acrynHl4xis ra 6esnocepeAHboro repinuuqrna ni4nosiAHo Ao
[oKJraAeHHX Ha CeKTOp 3aBAaHb.

2.29. y pa:i ueo6xi4uocri BHKoHye po6ory He Br43HaqeHy Bnrrle3a3HarreHrrMrl
o6on'r:xarrH;

2.30. Ha nepio4 ruMqacoBoi nigcyruocri cneuianicra ceKropy SiuaHcoBoro
lJraHyBaHHtr, xagpoaoi po6oru ra 4iroeo4crna ynpaaniunr fioro o6os'-f,sxu
Br4KoHye rocaAoBa oco6a, npr43Har{eHa HaKa3oHa ynpau i uu_r
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3. llpana cneuianicra ceKTopy

Cneqiaricr ceKropy Mae rpaBo:

3.1. 3a Aopyr{eHHxu repinHr{rlrBa npeAcraBrrflrv YupauiuHfl B opraHax
uicqenoro caMoBp.a4yBaHH-s, opraHax slaxouae.{oi Brap.v, ni4upueucrBax,
ycraHoBax ra opranisaqiqx 3 rrHTaHb, ulo HaJrexarb Ao KoM[ereHqii YupanriHu-fl.

3.2. Bnoclttv Ha po3rnrA xepieuuqrBa rrn fioro xoreriarsHoro opraHy
uponosuqii rrloAo BAocKoHaneHH.s po6oru ceKTopy B .{acuaHi

AoKyMeHTauifinoro sa6esne.{eHHq Aiq,rruocri Ynpaaninnx.
3.3. floAasarla B ycraHoBneHoMy nop{AKy 3ailr4Tr Ha 6esxoruroeHe

orpr4MaHHs sil oprauin BrrKoHaBr{oi sraAfi, ni4npuertacrB, ycraHoB, opranisaqifi,
rpoMaAcbxux o6'eAHaHb Heo6xiAurrx crarr4crr4qHax ra oneparl4BHI{X AaHI4x, ssirie
3 n[TaHb, rrro crocylorbcq Ai.srsnocri YnpauiHHq.

4. BianoeiAa,.rsuicru cueuiaricra cercropy

4.1 Cneuianicr ceKTopy 3a HeBHKoHaHHq a6o x 3a HeHaJrexHe Br4KoHaHH.r

o6on'r:xin, nepe46aueHrrx noca.[oBoro incrpyxqiero, HecBoet{acHe BITKoHaHHfl

rlocaAoBlrx 3aBAaHb, rropyrxeHH, HopM err{Kr4 Ta o6uexeur, [oB'r3aHI4x 3

npufiuxrr:ru Ha cnpx6y B opraHax Micueeoro caMoBpqAyBaHH.r, Hece

rrepcoHanrHy ni4noni4anruicrs siAnoeiAno Ao 3axouy Yxpaiuu ullpo AepxaBHy
cnyx6y> ra Ko4excy:axoHiB rrpo rpauro YrcpaiuH;

4.2. ctetlianicr ceKropy silnosiAae :a qxicrb ra cBoerracHict sHxoHaHH,
3arrJraHoBa:nlax aaxo4in, siAnoeiluo Ao csoix nocaAoBr.rx o6os'ssxis i AopytleHb
repi nnuqrea Ynpaeniuux;

4.3. cneuianicr ceKropy uece siAnosiAanrHicrr ga:

- uegxicHe a6o HecBoeqacHe BprKoHaHH, nocaAoBrlx 3aBAaHb ta o6os'qaxin;
- 6esAiqrssicrr a6o HesraKopr4craHHq HaAaHax fiolty [paB;
- nopyueHHq rpaBun BHyrpiururoro rpyAoBoro po3rropflAKy ra rpylonoi

Arcuunninu;
- nopyueHH.rr HopM iucrpyxqii: oxopouu npaqi, rporxrroxexuoi 6esnexr i

nupo6urzvoi cauirapii;
- nopyueHH-s HopM eru.{F{oi noseAiHxr4 AepxaBHoro c.nyx6onqx.

5. BsaeN.roeiAuocuuH 3a rlocaAorc

5.1. B Mexax csoix rroBHoBaxeHb, e:aeN{oAie s inurrar\arr crpyKrypHl{Ml4
ni4pos4inanaa o6,'iAepNa4na i ui crparlii, opraHaMrr ra ycraH oBaMI4.

5.2. Iloro.uxye rpoeKru 4oxyueurie, sxi rorye - is xepinunqrBoM
Vnpanninnx.

Osuafi oNa r,oawfr ra orpr.rMaB
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