SATBEPOXYIO

Mepwnini 3aCTYNHUK FON0BYU
parioHHOT Aep>XaBHOI
agwwinTpayii

FO.N. 1 OTOBATIOK

MOCAAOBA IHCTPYKLIA

agMiHicTpaTopa LUeHTPY HagaHHSA agMiHicTpaTMBHUX nocnyr 36apasbKoi
parioHHOT AepXXaBHOT agMiHicTpauii

1. 3aranbHi NONOXEHHSA

AgamiHicTtpaTtop LleHTpy HafaHHA ajgMmiHicTpaTMBHUX nocnyr 36apasbKoi
paioHHOT AepXXaBHOT agMmiHicTpauyii (gani agmiHicTpaTop LleHTpy) ¢ mocagosoto
0C060t0 OpraHy Aep>aBHoi Bfagu.
1 AAMIHICTpaTop NpM3Ha4YaeTbCA Ha Mmocafy Ta 3BIiJIbHAETLCA 3 MNOCagn rO0JI0BOKO
paloHHOT [fepXaBHOI afAMiHicTpauii Ha YyMOBax KOHKypcy abo 3a iHLWOM
npoueaypoto, nepefbayeHO 3aKOHOAABCTBOM YKpaiHM BiAgMoOBIAHO 4O BUMOT
3aKOHY YKpaiHu ,,l[1po fepxxaBHy CNyX6y”, i3 OTPUMaHHA BUMOT 3aKOHY YKpaiHu
,I1po aAMIiHICTpaTMBHI nocnyrmn”,
2.AgMiHicTpaTop 6e3nocepefHbO NiANOPAAKOBYETHCA HayalbHUKOBI LIeHTpY.
3.AgMiHicTpaTop Mae iMeHHy neyaTky (WwTammn) i3 3a3HayeHHAM 1Oro npissuLa,
iMeHi, No 6aTbKOBi Ta HaAMeHYBaHHA LEHTPY HafaHHA afMiHICTpaTUBHMUX MOCAYT.
4 ALMiHICTpaTOp Y CBOIN AisnbHOCTI KepyeTbcs KOHCTUTYL i€ YKpaiHu, 3aKoHaMu

YkpaiHn ,[1po pepxaBHy cnyxoy”, ,lpo 3BepHeHHA rpomagaH 7, ,, Tlpo
aAMiHicTpaTMBHI nocnyru 7, ,, MNpo micueBi gepxaBHi agMmiHicTpayii ” ,, Mpo gocTtyn
LO ny6nivyHOT iH®Mopmauii 7, ,, lMpo 3axuct nepcoHanbHux pgaHux 7, ,, TIpo
iHhopmayito ”,Ykaszamu lNpesngeHta YkKpaiHu, NoctaHosamu bCMY Ta HOpMaTUBHO-

npaBoOBMMMK aKTamum YKpaiHW, Ppo3NopsAXKeHHAMU TroniB 06nacHOi Ta  paliOHHOT
Aep>xxaBHoT agMiHicTpauii, TTonoXXeHHAM npo LleHTp HagaHHA aAMIHICTPaTUBHUX
nocnyr 36apa3bkoi pangepxagmiHicTpauyii, PernameHTtom LleHTpy HapgaHHA
aAMIHICTPaTUBHMX NOCAYT.

5.Ha nepiog TumyacoBOi  BiACYTHOCTI  aAMiHicTpaTopa  1Oro  060B'A3KK
PO3MOAINAKTLCA MIX IHWMMNU agMmiHicTpaTtopamn LieHTpy.

2. 3aBlaHHSA ra 060B'sA3KM
ApmiHicTpaTop LleHTpy BMKOHYE Taki 3aBfjaHHA Ta 060B’A3KMU:

1 Hapae cy6’ekTaM 3BepHEHb BMYEpPnHYy iH(pOpMaLito Ta KOHCynbTayil Wwoao sumor
Ta NOPAAKY HajaHHA afgMiHICTpPaTUBHUX MNOCAYr’ B TOMY 4uUCAi B TeneOHHOMY
PEXUMI Ta yYepe3 IHrepHer.

2. Bunpae abo 3abesneyye HagcuiaHHA 4yepe3 3acobM MOLWITOBOrO 3B’A3KY Cy6’eKTam
3BEPHEHb pe3ynbTaTW HafaHHA agMiHICTPaTUBHUX nocnyr (y TOMY 4uUCai PilUeHHA
npo BigMOBY B 3a40BOJIeHHI 3adABW CYO6’eKTa 3BepHeHHA), IiH(popmMye cyb6’ekTa
3BEPHEHHS NpO pe3ynbTaTu Po3rnaay iX 3BepHeHb Ta pe3ynbTaT NocAyru;



3. OpraHi3oBye HagaHHA agMIiHICTpaTUBHUX MOCNYT CY6’eKTaMu X HafaHHS;

4. 34iNCHIOE KOHTPO/b 3a A0f4epXaHHAM CcyO6'eKTaMW HafjaHHS afMiHICTpPaTUBHMX
Nnocnyr TePMiHiB po3rnagy cnpas Ta NPUAHATTA pilleHb;

5. Hapgae onepaTuBHY iH(opmaLito KepiBHWUKY LleHTpy nNpo BUABNEHI NOPYLIEHHSA
TepMiHIB po3rnagy, BHOCUTb MNPOMO3MUIT LWOAO0 YCYHEHHA Takux MOopyleHb Ta
NPUYNH TX BUHUKHEHHA.

6. Hapgae agmiHicTpaTMBHI Nocnyru y Bunagkax nepegbavyeHmMX 3aKOHOAAaBCTBOM.

7. Hapae onepaTuBHY IiH(poOpMaLit0 KepiBHUKY LIeHTpPY nNpo BUAB/MEHI MOPYLUEHHA
TepMiHiB po3rnsagy, BHOCUTb NPONO3MUIT WOAO YCYHEHHA TakKux nMOopyleHb Ta
NPUYNH TX BUHUKHEHHSA.

8. lMNpuinimae Big CYO6’€KTIB 3BEpHEHb [JOKYMEHTW, Heob6XigHIi Ans HagaHHA
afgMiHIiCTpaTUBHUX MOCNYr, B pa3i HeoOXiAHOCTI 3[iACHIOE TX CKaHYBaHHSA PEECTPYE
3afBM B [ep>XaBHOMY PpeecTpi peyvyoBMX TMpaB Ha HepyxomMe MaWHO Ta Mnojae
JOKymMeHTH (iX KoniT) B eNeKTpoHHOMY abo namepoBOMY BWUrAA4i BiANOBIAHUM
cy6’ekTam HafaHHA agMiHICTPaTUBHMUX MNOCAYr B [AeHb 3BEPHEHHA abo He ni3Hiwe
HaCTYyMHOro po6o4yoro AHA nicna ix oTpUMaHHs.

9. 3fiicHIOE B3aeEMOfIt0 i3 Cy6’eKTaMM HafaHHA aAMiHICTPAaTUBHUX MOCAYT, IHWUMHK
nignpuemMcrTsaMmu, ycTaHOBaMW Ta oOpraHisauiamum y coepi opradisayil HajaHHA,
YAOCKOHaNIEHHA Ta CNPOLEeHHS npoueayp HafaHHSA aAMiHICTpaTUBHUX MOCAYT.

10. Bugae BuXigHU NakeT JOKYMEHTIB WOA0 aAMiHICTpaTUBHUX NOCAYT.

11. 3pilicHioe nonepeaHin 3anuc cyb'eKTiB 3BEPHEHHA Ans HaJaHHSA
afAMIHICTpPaTUBHOT MNOCAYTIHK.

12. CuctemMaTMyHo  MNPOBOAWUTL  aHaNiTU4Hy  pobOoTy 3  NWUTaHb  HaAaHHA
agMIiHICTpaTUBHUX MOCAYr, 3a pe3ynbTatamy TMPOBeAEHHA MOHITOPUHIY Hajae
npono3unuii WoAo nokpaweHHAa poboTn HayanbHUKOBI LieHTpY.

3. MNpaBa

ALMIHICTpaTOp Mae npaso:
1 be3onnatHO ofepXyBaTu Bif CYO6’eKTiB HafaHHA afgMiHICTpaTUBHUX MOCAYT,
NigNpUEMCTB, YCTaHOB Ta OpraHisauii, L0 Hanexatb [0 cdepu iX ynpasBniHHA,
LOKYMEHTWU Ta iH(opMaLito, NnoB'A3aHi 3 HafaHHAM TakKuX MOCAYr, Y BCTaHOBJ/IEHOMY
3aKOHOM MOPALKY;
2. MoropxyBaTn [AOKYMeHTU (pilleHHA) B IHWMX oOpraHax fepXaBHOl BfaguM Ta
opraHax MiCLEeBOro camoBpsAfyBaHHA, OTPMMYBATM X BUCHOBKW 3 METOH HafaHHA
aAMiHicTpaTMBHOT nocnyrn 6e3 3anyyeHHs cy6’eKTa 3BEPHEHHS;
3. IHhopmyBaT HavanbHWKa LieHTpYy Ta CY6’eKTiB HafaHHA afgMiHICTPaTUBHUX
nocnyr npo MOpYyLIeHHA TepMiHIB po3rnagy 3asB WOAO0 HafaHHA afMiHICTPaTUBHOI
Nnocnyrn, BUMaraTu BXWUTTA 3aX0A4IB LWOAO0 YCYHEHHSA BUABMNEHUX NOPYLUEHD;
4. MoceigyyBaT BNacHUM nignMcom Ta nedvaTkok (wrTamnom) kKonii (poToKonir)
JOKYMEHTIB | BUMUCOK i3 HUX, BUTATIB i3 peecTpiB Ta 6a3 gaHux, Aki HeobOXigHi Ana
HajaHHA agMIiHICTPaTUBHOT NOCAYTU.
5. IHpopmye cy6’eKTa 3BEPHEHHA NpPO BiAMOBY B 3a[0BO/MIEHHI 3asaBW Yy pas3i nogadvi
HeHaneXHo OPOPMIEHUX Ta HEMOBHUX NaKeTiB LJOKYMEHTIB.



6. bpatn yuyacTb B poO3rnafi NUTaHb Ta BHOCUTWM NPONO3NLIT HayaNbHWUKY LWOAO
BAOCKOHaNeHHA i NoKpaweHHsa po6otn LIHAMMy.

4. BignosifanbHicTb

ALMIHICTpaTOp Hece BiANOBIAANbHICTb:

1 3a HeskicHe abo HecBOeYacHe BWKOHaHHA nocajoBMX 3aBfaHb Ta 060B'A3KIB,
6e3fiffibHiCTb ab0 HEBUKOPUCTaAHHA HafaHUX MNOMYy npaB, MOPYLWEHHA HOPM ETUKU
noBediHKM nocagoBoi 0co6u Ta 0O6MeXeHb, nepegbayeHMX 3aKOHOAABCTBOM YKpaiHu
Npo AepXaBHY CNyXO0y, pO3rofioweHHAa BiAOMOCTENA, SKi MICTATbCA Yy BXIiAHMX
AOKYMeHTax, HaflaHux 3aMOBHWKOM, Ta iX 36epiraHHs.
2. 3a HeHanexHe 36epiraHHs neyaTtkM Ta He3aKOHHe 1T BUKOPUCTAHHA Yy MexXax
YNHHOT O 3aKOHO4AaBCTBa YKpaiHu.
3. OKpiMm  gucuyunniHapHMX Ta  IHWKUX  CTACHEHb, nepefbavyeHux  fitoyum
3aKOHOLaBCTBOM  YKpaiHW, [0 ajMiHicTpatopa MOXYTb OYTW 3acTOCOBaHi Taki
3aco6u gucuMnNiHapHOro BMJIUBY:

- nonepeg>XeHHA NpPo HernoBHY CNY>XO60BY BiAMOBIAHICTD;

- 3aTpUMKa 40 OLHOro pPOKy MPUCBOEHHSA 4YeproBOr 0 paHry nocagoBoi ocobu
abo B NpmM3HaYeHHi Ha 6inblW BUCOKY nocagy

5. NMoBWHEH 3HATH
AAMiHIicTpaTop LLeHTpPY MNOBUHEH 3HATW:

1 KoHCTUTYyUit0 YKpailHKu, 3aKOHW YKpaiHn "TMpo gepxaBHy cnyxo6y", “lMNpo micuesi
AepXXaBHi agMiHicTpayii”,"! Ipo 3acagu 3ano6ir aHHa | npoTuaii kKopynuii”, “Mpo
micueBe camoBpAfyBaHHA”, " Mpo agMiHICTpaTUBHI nocnyrun.”

2. YKasun T1a po3nopagXXeHHa Npe3naeHTa YKpaiHM, nocTaHOBM BepXxoBHOT

Pagn YKpaiHu, nocTaHOBM Ta po3nopsagXeHHs KabiHeTy MIiHICTpiB YKpaiHW, iHLWI
HOPMAaTUBHO-MPaBOBI aKTW, WO PeryntorTb LidNbHICTb Yy chepi AepXaBHOT Cnyxou.
3. 3aKOHO4aBCTBO Y chepi agMiHICTpaTUBHUX NOCNYyr

4. 3arafibHi npaBufia NOBeAiHKN [epXXaBHOT 0 CMYy>60BLSA.

5. lMpaBunna AiN0OBOro eTUKETY.

6. XapakTep i nopsagoK B3aeMofil nigpo3ainis pangepxagmiHictpayii, a

TaKO0X NOPSAAOK NPOXOAXKEHHA CNY>XO60BOT iH(opMaLii.

7. OCHOBM TPYA0BOT0O 3aKOHOAABCTBA.

8. PernameHT paliOHHOT Aep)XaBHOT agMiHicTpauil.

9. IHCTpYKLIitO 3 AiN0OBOACTBA B PallOHHIN Aep)XXaBHiK agMiHicTpauiT.

10. MpaBuna Ta HOPMM OXOPOHM Mpaui Ta MOXEXHOT 6e3MneKu.

11. OCHOBHI nNpuMHUUNKM po6OTM Ha KOMN'IOTepi Ta BiAMOBIAHI Npor pamHi 3acobu.
12. lep>xaBHy (a4inosy) mosy.



6. KBanigikayuinHi Bumoru

o aamiHicTpaTopa LleHTpy BCTaHOBAKWKWTLCA Taki KBaniikayiHi
BMMOTHU:
1 TloBHa BMLLAa OCBiTa 3a OCBITHbO-KBaniikalinHMmM piBHEM cnewianicTt, maricTp.
2. Ctax pob6oTum 3a (axom B AepXaBHiW cnyx6i Ha nocafgi npoBigHOro
cneyianicta He MeHwe 1 poky abo cTax poboTuM 3a (paxom B IHWUX chepax

ynpas/iHHA He MeHLe 3 POKIiB.

7. B3aeMOBIAHOCUHK 3a Nocajoto

ALmiHicTpaTop:

1 B3aemogi€ 3 CTPYKTYpPHUMMU nNigpo3finamy paioHHOT gepXXaBHOT agMiHicTpauil,
nocagosMmu ocobamu LieHTpy, cyb’eKTaMW HafaHHA afMIiHICTPaTUBHUX NOCAYr, X
nocafoBMummn Ta cnyx6osumu ocobamu, fAKi 3afisaHi y 3abe3nevyeHHi opraHisauii
HaflaHHA BCTAHOB/IEHOrO Mepeniky agMiHiCTpaTUBHUX nocnyr y LleHTpi, opraHamu
MICLLeBOr0 CamMOBPAAYBaHHA Yy MeXax CBOTX MOBHOBaXEHb.

2. TloropXye 3 HayanbHWUKOM LleHTpY BCI [LOKYMEHTU, AKI HafalTbCA MICLEBUM
opraHamMm BWKOHaB4YOl BfaguM, opraHam MICLUEBOro CcamMOBpAAyBaHHA B MpoLeci

AifanbHOCTI LeHTpy.

HayanbHUK LleHTpYy HagaHHA
agMIHICTPaTUBHUX MOCNYr

panoHHOT gep>XaBHOT agMiHicTpayi' I.6.C/TIMBKA



