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IMOCA/IOBA IHCTPYKIIIA
HA4a/IbHUKA 3arajibHOr0 Bijaiay
AenapramenTy kanitaabHoro GyaiBHHUTBA XapKiBchKoi
o0/1acHOT Aep:kaBHOI aAMiHicTpauii

1. :3AT'AJIBHI ITOJIOXKEHH A

1.I.  HayanbHuk  3aranbHoro  Bimainy  JlemapTaMeHTy — KamiTalbHOTO
OyniBHuITBA XapKiBChKOI OGNACHOI JepkaBHOI amMinicTpamii (mam — HadalbHHK
3arajibHoOTO  BIJJITY) 3AIHCHIOE aHamiTHM4He, JOKyMEHTalliifHe 3abe3nevyeHHs
YIpaBjiHChKOi AisibHOCTI JlenapramenTy, BelieHHs B JlemaprameHTi [iJIOBOLCTBa,
30IACHEHHS KOHTPOIIO 3a CTPOKAMH TPOXOMKEHHS | BHUKOHAHHA JOKYMEHTIB Y
HemapramenTi. 3naiiicHioe  Ge3mocepenHe KEpiBHUUTBO  3arajbHUM  BIAIIIOM,
OpraHi3oBye€, CIIPSIMOBYE i KOHTPOJIKOE HOro podory.

1.2, HayanbHUK 3aragbHOro Biaainy 6e3mocepeaHbO  IMiANOPSAKOBAHMI
KepiBHUKY [lenapramenry.

1.3.  IlpusHavaeTbest ab0 3BUTBHSETHCS 3 TIOCAIH AUPEKTOPOM JlemapramMeHTy
KanitanbHoro OyniBHMITBA XapkiBChbKOl 00NACHOT Jep:KaBHOT — ajMiHicTparil
BIJIMOBIZTHO 10 YMHHOIO 3aKOHO/1aBCTBA.

1.4. 'V cBoill pisnbHOCTI KepyeThess KoHeTuTyiero YkpaiHu Ta 3aKOHAMU
Ykpaluu, akrtamu Ilpesumenta Vkpaium 1 KaGinery MinictpiB  Vkpainm,
pO3NOPSJUKEHHAMH  TOJIOBM 00nacHoi JepxaBHOI aaMiHicTpatlii, PeriameHToM
obnacHol nep>kaBHOI agMiHicTpanii, [HCTpyKLi€ro 3 NUTAaHb AIIOBOACTBA B 00IaCHIN
nepxaBHii  anminictpauii, IlomoxkenusM mpo JlemapTaMeHnT — KamiTaJbHOTO
OyniBHMLTBA XapKiBChbKOT 00/aCHOI JepKaBHOT aiMiHiCTpallii, Haka3aMK JUpeKTopa
JlenaprameHry.

1.5. Ksamidikaniiini BUMOTH: BHUINA OCBITa 3a OCBiTHIM piBHEM MaricTpa,
IOCBi poDOTH Ha mocajiax AepikaBHOI ciyx6Ou kareropii «b» uu «B» abo gocsin
Cly’)kOu B OpraHax MiCIIeBOrO CaMOBpSIIyBaHHs, a0o JIOCBijJ poOOTH Ha KepiBHMX
nocanax IMiiNPUEMCTB, YCTAaHOB Ta OpraHisaliil He3anexHo Bif (opM BIacHOCTI He
MEHILEe [BOX PpOKiB. BinbHe Bonominus mepkaBHOIO MOBOW0. JlocBim poGotn 3
odicuum nakerom Microsoft Office (Word, Excel, Power Point), HaBuuku po6oTu 3
iHpOpMaLIHO-IOLIYKOBUME ~ CHCTEMaMM B Mepexi  IHTepHeT,  BMiHHA
BHKOPHCTOBYBATH KOMIIT IOTEPHO-KOIIIOBATBHY TEXHIKY.

1.6. [losunen s3uatm: Konctutynito VYkpainu, 3akon VYkpainu «IIpo
JepikaBHy clyx0y», 3akon Yipainu «[lpo 3anobiranus xopymiii», 3akon Ykpainu



«Ilpo Kabiner MinicTpiB VYkpainu», 3akoH VYkpaiuu «IIpo UeHTpanbHi OpraHm
BHKOHABYOI Bhagu», 3akoH VYkpainn «llpo anmiHictpatuBHi mochyrw», 3akoH
Ykpainu «IIpo micuesi aepsaBHi amiHicTparii», «I1po 3BepHeHHs rpomaasany, «I1po
gocryn Jo nybmiuHoi iHdopmauii», «[lpo 3acamu 3anobiraHHs Ta TNPOTHIT
auckpuMiHauii B YipaiHi», «IIpo 3abe3neueHHs piBHUX NIPaB Ta MOXKIMBOCTEH KiHOK
i yonosikiBy, KonpeHuis mpo mnpasa oci6 3 iHBamigmicTiO, BromxeTHMil Komekc
Ykpaiuu, Ilonarxosuii konexc Vkpainu, 3akon Vkpainu «IIpo eneKTpoHHUiIA
uupposuit  mianucy, TumoBy iHCTPYKWiO 3 [IOKYMEHTYBaHHS YIpPaBliHCHKOI
inpopmauii B enexTpoHHiHW ¢dopMi Ta opramizamii po6OTH 3 eIEKTPOHHUMH
JAOKyMEHTaMH B [IJIOBOJACTBI, €JIEKTPOHHOTO MiXBigomM4oro o6miny, Tumony
IHCTPYKLIis 3 JALIOBOACTBA B MiHICTEPCTBAX, IHIIMX LEHTPANbHUX Ta MiCLIEBUX
opraHax BHKOHaB4YOi Brnaau, PermamenTt oprawizaiii B3aemoail opraHiB BHKOHaBYO[
BlagM B CIEKTPOHHIA ¢opwmi, Permament XapkiBcskoi o6nacHOi mepskaBHOL
aaMiHicTpauii, Permament XapkiBchkoi o6nacHoi pajm, MOPSIOK IMiIrOTOBKM Ta
BHECEHHS NPOEKTIB HOPMATUBHO-IIPABOBUX aKTiB, OCHOBH apXiBHOI CIpaBH, MpaBuIIa
AINIOBOTO €THKETY, IIpaBHJIa Ta HOPMH OXOPOHHM Mpali Ta MPOTHIOKEIKHOI Oe3NeKH,
BOJIOZITH JI€PIKaBHOIO MOBOIO.

Ha yac BiacyTHOCTI y 3B'3Ky 3 BiJllyCTKOK, XBOPOOOIO Ta iHIIMMK NPUIMHAMU
Ha4albHUKA BiAALLy OOOB’A3KM MOKTAJAIOTHCS HA IHILY 0co0y, B YCTaHOBIEHOMY

TIOPSIZIKY.

2. [IOCAJ1IOBI OBOB’A3KHU

2.1. 3nilicHIoe Ge3mocepeHe KEPIBHUIITBO BiJIIJIOM, OPraHi30By€, CIIPAMOBYE i
KOHTPOJIIOE POOOTY HOro mpamiBHUKIB, HECE BIMOBiZAJbHICTh 32 BUKOHAHHS HUMU
(yHKLIOHaNbHUX 000B A3KiB.

2.2. 3alesmevyye BHUKOHAHHA TOKJIAJCHWX Ha BiIOiT 3aBIaHb, JOTPUMAHHS
TPY/I0BOI 1 BUKOHABCHKOI JAMCLUIUIIHU, [MiIBUILIEHHS TpodeciiHOro piBHA
NpaliBHUKIB BIALTY, X AiI0BOI KBanidikarii.

2.3. 3nilicHrOe BeICHHS [iNOBOACTBA B JlemapraMeHTi KamiTaabHOTO
OyniBHMLTBA XapKiBChKOT 00/1aCHOT Iep)KaBHOI aqMiHiCTparrii.

2.4. OpranizoBye Hapajd [pamiBHUKIB JlemapraMeHTy — KarliTalbHOro
OyniBHULTBA XapKiBChbKOI 00NMAcHOI Jep)kaBHOI afMiHiCTpallii, a TaKoX KOOPIMHYE
POBEACHHSA 3aciaHb y (opMari «KpyIIoro CToiy», CeMiHapiB, iHIIMX 3aXOIiB 3
nutaHb peanizauii  JlemaprameHToMm  KariTajgbHOro OymiBHMLITBA XapKiBChKOI
001acHOT fep)KaBHOI aIMiHiCTpallil MOKIaAeHUX Ha HHOTO 3aBJIaHb.

2.5. Koopnunye 31iiCHEHHS €JIeKTPOHHOTO TOKYMEeHToo0iry B JlemaprameHTi
KariTanpHoro OyniBHHMITBA XapKiBChbKOI 00NacHOT JiepKaBHOI  ajMiHicTparli,
3ICHIOE KOHTPOJb 3a CTBOPEHHSM YIPABIiHCHKUX JOKYMEHTIB i poOOTOK 3i
cny)XOOBUMH JOKYMEHTaMM, a TakoX MOpAA0K iX apXiBHOro 30epiraHHs B
JenapramenTi KamitansHOro OymiBHHUTBa XapKiBChbKOI 0OJACHOI JiepIKaBHOI
aJIMiHiCTpallii, roTye J0BiJAKH, 3BiTH, iHpOpMALIT 3 MUTaHL POOOTH 3 JOKYMEHTAMH,
repioauyHo iHopMye KepiBHUUTBO JlenapraMeHTy 3 LUX IIUTAHb.

2.6. 3miiicHiOE oOprafisamilo IinoBoAcTBa B JlemapraMeHTI  KamiTalbHOIO
OyaiBnunTBa XapKiBChKOT 00JaCHOT AepKaBHOT aaMiHicTpartil.

2.7. 3abesneuye KyabTypy poOOTH 3 JIOKyMEHTaMH, BIIPOBAIKEHHs HAyKOBOi



opratisanii mpami, xomm'oTepusawii, 3aco6is OPITeXHIKM B NpaKTH4Hii poboti 3
AOKyMeHTaMu [lemapramenTy.

2.8. 3abe3neuye BUroTOBIEHHS, 06K I1eYaroK, IITaMITIB, OJaHKIB 1 3aKOHHICTD
KOPUCTYBaHHS HUMH.

2.9. Oprani3oBye Ta KOHTPOIIOE CBOEYACHICTH Ta  SKiCTH po3mIsaay
MpaliBHAKAMH BITiy JIMCTIB (3BepHEHB) Bij OpraHiB JIep)KaBHOI BIaaM, OpraHiB
MICLIEBOTO  CaMOBPSITyBaHHS, IPOMa/IChKUX 00'€/lHaHb, MiJIPUEMCTB, YCTAHOB,
Oprasisaiiii, r(poMasH TOLLO.

2.10. Y3aransHIOE Ta KOHTpOIIOE CTPOKH BUKOHAHHS JEMyTaTChKUX 3allUTIB.

2.11. CninbHO 3 iHIIMMK CTPYKTYpHUMHU Mmiaposninamu JlemapramenTy ckiagae
3BC/IEHY HOMEHKJIATypy cnipas [lenapramenty; 3abesneuye enquuuit IMOpsiJIOK Bia0opy,
00Ky, 30epeKeHHs], SIKOCTI ONpaLFOBaHHA Ta BUKOPHCTAHH: JOKYMEHTIB, YTBOPEHHX
y mpoueci IisnpHOCTI [lenmapramenty s MepefiaBaHHs Ha apxiBHe 30epiraHHs
BIJUTOBIIHO /10 YMHHMX [PaBHJL.

2.12. Totye i mepemac cnpasu Ha 30epexeHHsl 10 apXiBHOTO Bimdimy
Henapramenty.

2.13. Opranizosye po6oTy 3i 3BEPHEHHAMU rpoMasn 10 /lemapramenTy

2.14. 3abe3nevye 1OTPUMAHHS 3aKOHOIABCTBA [IPO 3aXHMCT MEPCOHANBHUX JIAHUX
Ta 3xikicHIoc 06po0Ky, 36epiranus Ta BUKOPUCTOBYBAaHHs MEPCOHANBHUX [JaHHX Y
BIIMOBIZIHOCTI 10 YMHHOTO 3aKOHOIABCTBA.

2.15. OpranizoBye fnoctyn 10 my6iiunoi iHdopmarii [lenapramenty, 3ailicHioe
ONpalrOBaHHs 3aMUTIB Ha iHGOPMALiIO, 110 HATXOASTh 10 JenaprameHTy.

2.16. Hanae xoHcynbTalil 3 mUTaHb, 1110 CTOCYIOTbCSI KOMIIETEHIIIT Bifainy.

2.17. 3abesnedye iHGOPMYBAHHS CTOCOBHO isTBHOCTI Henapramenty gepes
3ac00u MacoBoi indopmaii. Bianosinae 3a posmiulenHs iHpopmanii na odiniiiHomy
Intepuer-caiiti XapkiBebkoi 06macHoi gepikasHoT aaMIHICTpaLil.

2.18. Koopaunye 3puiiicHenns HeoGXiZHUX 3aXOmiB IOXO BAOCKOHANIEHHS
oprasisaiii po6oru Biyuiny.

2.19. 3abesneuye nOTpUMAaHHS MpaiiBHUKAMH CIIy:k00BOT  TUCLMIUIIHH
BiAMOBiAHO 10 posainy VIII 3akony Ykpainu «IIpo nepxaBHy ciyx0y».

2.20. OpranizoBye miAroToBKY MpPOEKTIB PO3MNOPSAIKEHb TOJIOBH 0O0IACHOT
JePKABHOI ajIMiHiCTpaLii, MpoekTiB pillleHs ceciii o6acHOT pajau, 3 NHTaHb, IO
BIZTHOCSATBCS 10 KOMIIETEHIIi] BIJILTY.

3. ITPABA:

3.1. 3a J0OpydYeHHAM NpeNCTABISTH BiMILI Yy CTPYKTYpPHMX Miapo3gijiax
XapkiBcbkoi 06IacHOT aepaBHOT aZMiHICTpalii, opraHax BHKOHaBYOl BiamM Ta
OpraHax MiCLEBOIrO CaMOBpSLYBAHHS 3 IUTaHb, 10 BXOISTH JI0 HOro KOMIIeTEHLIil,
3aj1yyat (axiBUiB iHUIMX BifainiB ynpasminas a1 pO3MIAy MUTaHb MOB’A3aHMX 3
opraHisauiero GyniBesbHOrO Mpouecy.

3.2. BHOCHTH Ha po3misjy KepiBHHITBA TPOTIO3HIIT IIOA0 BIOCKOHAJIEHHS
poboti JlenapramMeHTy B 4acTHHi JOKyMeHTALiHHOTO, OpraHi3aiiiHoro, 1MpaBoBoro,
iH(OpMaLIHOTO, aHATITHYHOTO, MaTepialbHO-TEXHIYHOro 3a0e3meueHHs NisabHOCTI
Henapramenry.

3.3. [lonasatu B ycranosieHOMy [IOPsAJIKY 3alTUTH Ha OE3KOIITOBHE OTPUMAHHS
BiZl OpraHiB BHKOHABYOi Biajm, MANPUEMCTB, YCTAHOB, OpraHisaliil, rPOMaiChKUX



00'eTHaHb HEOOXiNHUX CTATUCTHYHMX T4 ONEpaTUBHUX JAHUX, 3BITIB 3 [IUTaHb, LIO
CTOCYIOTBCS HisnbHOCTI [lemapramenty.

34. V npoueci BHUKOHAHHS NOKIAMEHUX 3aB/laHb, y MeXax HaJaHux
3aKOHONIABCTBOM  Ta KepIiBHUKOM JlenapraMeHTy NOBHOBaKeHb BECTH JiIOBe
JINCTYBAHHA 3 OpraHaMH MICLIEBOTO CaMOBPSIyBaHHS, OPraHAMH BMKOHABYO! BIIAMM,
MINPUEMCTBAMH, YCTAHOBAMH Ta OpTaHi3alliIMH 3 MHTaHb, MO CTOCYIOTHCA
OBHOBaXkeHb Jlemapramenty.

3.5. Mae npaBo BHKOHYBAaTH OYHKIIi TeXHIYHOrO Harsaay Ha 00’ekrax
OyniBHHLTBA 3a HASBHOCTI cepTHQIKaty iHKeHepa TeXHIYHOTO HAMIAY.

4. BIATTOBIJTIAJIGHICTh:

4.1. 3a HeBuKoHaHHS abo K 3a HEHaJIe’)kKHe BHKOHAHHS 000B’s3KiB,
NepefdadeHuX MOCAOBOI0 HCTPYKIIE, HECBOCYACHE BHKOHAHHS MOCaJ0BUX
3aBIaHb.

4.2. 3a NOTpUMAHHA HOPMATHBIB Ta METONOIOMIUHUX JOKYMEHTIB 3 IUTaHb
oprami3sauii 6ysiBenbHOro nporecy.

4.3. 3a 10CTOBipHICTH CBOET YaCTHHM BHKOHAHHS NMOCAZ0OBUX 3aBAaHb Ta
000B’s13KiB.

4.4. 3a eTHKY MOBEiHKHU 1epPIKABHOIO CITYKOOBIIS.

4.5. 3a 10CTOBIpHiCTb, AKicTh iHMOpMALIT, sIKa HagaeTbCs Yy 3BiTax.

5. BSBACMOBIJHOCHHU 3A TIOCA JTOIO:

3abe3nedye B3aemomio  3i CTPYKTYpHUMH  miaposiinamu  JlenaprameHty
KariTaabHoro  OyniBHMUTBA XapKiBchkoi  06macHoi JepXKaBHOI  aAMiHicTpaLii,
CTPYKTYPHUMH TAPO3AiaMu  XapKiBChKol 06macHol JCp)KaBHOI aaMiHicTparii,
LCHTPANLHAMY OpraHaMH BHKOHABYOI BIamd Ta iX TEPHTOPialbHUMH OopraHamy,

OpraHamMu  MICLBOIO  CaMOBpsAyBaHHSA,  MiANPHEMCTBAMH, YCTaHOBaMH,
OpraizaiisMu.
besnocepennro  mixmopsakoByoTHCS CIMIBPOOITHUKA  BiImily — TOJOBHI

CHeI[aJliCTH, IPOBIAHI IHCTIEKTOPH. \

Y3I'ODKEHO:
B.I. HOPYAK

3acTynnuk aupektopa Henapramenty
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