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BIIILTY 3 MMTaHb HAAAHHA afMiHICTPATHBHUMX IOCTYT
MaHBKiBCBKOI pallOHHOI iepKaBHOT aaMiHicTparil
I'onyap Onenu MukosaiBHH

. 1. 3aranbHi nonoxeHHs g

1.1 AnminicTpaTop Bimimy 3 NHTaHb HaJaHHS aAMiHICTPATHBHMX MOCTYT
MaHnbkiBCbKOT palioHHOT nepikaBHOI ammidicTpauil (mami - agmidicTpatop) €
NOCaZ0BOI0 0CO00K OpraHy BHKOHABYOI BIamd, IO BHUKOHYE OG0B’ A3KU
anMinicTpatopa LleHTpy HanmaHHs aaMiHiCTpaTMBHUX Mocayr mpH MaHBKIBCHKiH
paloHHi¥ JgepxaBHil agminictpauil (mami — L[{HAIT) Ta oprasizoBye HajaHHs
aIMiHICTPaTUBHMX TIOCIYT ILIUIIXOM B3a€EMOAli 3 Cy0’€KTaMM  HagaHHS
aJMiHICTPaTHBHHX OC/IYT. "

12 AI{MiHiCTpaTOp Oe3nocepeHbO MMiANOPSAAKOBAHUMN HaYalbHIKY BioALTY
3 MUTaHb HAJIAaHHA aJMIHICTPAaTUBHUX MOCIYT PalOHHOI Jep)KaBHOI aIIMlchTpaI.Iil
(nani — Ha4aIbHUK BiAAiNY).

1.3 AamiHicTpaTop NMpU3HAYA€THCH HA MOCANY | 3BIIBHAETBCS 3 MMOCAIH
rOJIOBOIO PalOHHOI NEep:KaBHOI agMiHICTpalil BIAMOBIAHO AO BHUMOI YHHHOTO
3aKOHO/1aBCTRBaA.

1.4 AnminicTpaTop y cBoilf mismbHOCTI KepyeTbest KoHctuTyuiero Yipainu,
3akoHamu  Ykpainm "Ilpo  wmicnesBi gepxaBmi  agmimictpamii”,  «Ilpo
aIMiHicTpaThBHI mocmyru», «[Ipo mepxasHy —ciayxkOy», «IIpo ° 3BepHeHHS
rpoMaisiny, «lIpo 3anobiranns kopynuii», «[Ipo indopwmarito», «IIpo aoctyn 1o
ny6niyHoi inpopmauii», «IIpo 3axuct mepcomanbux aaHux», «IIpo mpasuia
€THYHOI IIOBENIHKMY, IHIIKMY 3aKOHaMH, 1ocTanoBamu BepxoBHoi Panu YKpainu,
yKazaMH Ta posnopsmkeHnsiMu [lpezumenta VYkpainu, MocTaHOBaMH Ta
posnopsijkeHHsIME Kabinery MinicTpis Ykpainu, po3nopsmxeHHsIMH Yepkachkol
obsiacHO  JepXkaBHOI aiMiHICTpaNii, pPO3NOPSKEHHAMH T'OJIOBM  pailOHHOT
AepkaBHOI aamiHicTpanii, Permamentom ManbKiBehkoi paloHHOI AepKaBHOI
anminictpauii, Tlonoxennsy npo Lentp HazgaHns agMiHICTPATMBHMX MOCTYT HpH
MaHbKIBCBKIH  padionnill ngepxaBHif aamimicTpauii, Pernamentom Ilentpy
HaJlaHHs aJIMIHICTPaTHBEAX MOCKYT TipH MaHbKIBCBbKiM paioHHIN nepkaBHiH
aJMIHICTpaNil, IHIMMH JOKYMEHTaMH Ta [i€i0 N0CaIO0BO iHCTPYKIII€l0;

1.5 V pasi BigmycTks, ciyxGOBOro BIAPAIKERHsS, XBOPOOM, B iHIIMX
BUMaKaX THMYacoBOI BiJICYTHOCT! amMiHICTpaTopa Horo o6GOB’S3KH BUKOHYE



IHIIHH agMiHICTpaTop BifIiIy.

1.6 - AnmiHicTpaTop Hece MaTepiaibHy BiANOBiJAlBHICTH NPU BUKOHAHHI
cy00BUX 000B’43KiB.

1.7 AnminictpaTtop Mae iMEHHy Me4aTKy i3 3a3Ha4eHHSAM MOro Npi3BMILA,
IMeHI, 110 6AaTHKOBI Ta HaliMEHYBaHHI LIEHTPY HAJAHHS aMiHiCTPATUBHMX IIOCIIYT.

2. 3aBxanudg Ta 000B’A3KH

AnMiHICTPaTOp 3 METOIO BHKOHAHHA MOKJIaA€HUX Ha BiUTiN QYHKLI:

2.1 3abe3neuye HajaHHs Cy0’eKTaM 3BEPHEHb aMiHICTPATUBHMX IOCHYT, a
TaKOX BHYEPIHY 1HGOPMALIIO Ta KOHCYIBTALIT 00 BUMOT Ta MOPSIKY HaLaHHS
aJMIHICTPaTUBHUX MTOCIYT;

2.2 npuiiMae Ta 3ab6€3nedye peecTpaLiio 3BepHEHb MPOMAIIH Ta IOPUAMYHUX
0Cci6 100 HajaHHA BCTAHOBIEHOIO IMEpeNiKy aiAMiHICTPATHBHUX TMOCHYT,
3a0e3nedye cyG’€KTiB 3BEpHEHb OJaHKaMu 3asB/KIIONOTAHb, HANA€ JOMOMOTY IpH
iX 3amOBHEHI; y

2.3 BiANOBiZae 3a oOpraHizamilo poOOTH, IOB’A3aHY 3  3aXMCTOM
NEepCOHAJIbHUX  JaHWX Thpd  00poOLl, BHKOPUCTaHHI Ta  30epiraHHi
aZIMIHICTPAaTHBHHX CIIPAB;

2.4. 3nificHioe (OpMyBaHHS peecTpauiffHHX chpas y maneposii dopmi y
ccbepax JIepXKaBHOI peecTpalil pe4OBUX NIpaB Ha HEPYXOME MaiiHO Ta IX OOTIKEHD,
Ta Mepenac ix JepKaBHOMY PeecTpaTopy 3a Micliem 30epiraHus; ;

2.5 mpoBOIUTH KOHCYIBTaTHBHO-PO3’SICHIOBAIBHY po0OTY i3 cy6’exramu
3BEPHEHb 3 MUTaHb HaaHHs BCTAHOBJICHOI'O NepeliKy aIMiHICTPATUBHHX M1OCIYT;

2.6  opraHilye  poO3rNsAA  3BEPHEHHS/KJIONOTAHHS  BiANOBIAHHMMU
aJIMIHICTPaTHBBMMH OpraHaMi, 3a0e3redye IX B3a€EMOJi0 Ta J0KyMeHToo0bir;

2.7 cnpuse opramizauiftHomy Ta indopmaniliHoMy 3abe3neueHHIO
NPOBEICHHs MpeICTaBHHUKAMM aAMIHICTPATUBHUX OpPraHiB A0MAaTKOBUX 3aXOiB,
HeOOXiIHMX JUIsl TpPaBWIBHOTO BHPILICHHA [MTaHb, $Ki TMOPYIIEHI Y
3asB1/KJIOMOTAHHI; '

2.8 3pifiCHIOE KOHTPOJb 3a [JONEPKAHHSAM IOCAaZOBUMH 0co0aMH
aAMiHICTPaTHBHMX OpPraHiB TepMiHIB pO3r/sfjy T4 NPUMHATTAM PpilleHb LIONO
MIPEAMETY 3BE€PHEHH/KIIONOTaHHS, JOTPUMAaHHSM MPOLELYD i CTAHAAPTIB HalaHHg
a7MIHICTPaTUBHHUX TTOCIYT;

2.9 Buzae abo 3abesnedye HampaBlIeHHS Yepe3 3acO0U MOLITOBOTO 3B’S3KY
cy6'exTy 3BepHEHHS PillleHHs OO peaizallii npeaMeTy 3BepHEHHS;

2.10 nHapjae omepaTHBHY iH(pOpPMalil0 HaYalbHHUKY BiJJily NpO BHSABIEHI
TMOPYIICHHS TEPMIHIB PO3IJIsiAY, BHOCHTh NPOMO3HIII WIOAO YCYHEHHS TaKHUX
NOPYLIEHb Ta IPUYUH X BUHHKHEHH;

2.11 3xilicHIOE B3a€EMOZIIO i3 aAMIHICTPATUBHAMH OPTaHAMH, CTPYKTYPHUMH
Mifpo3AiiaMi PaiOHHOI Jep)aBHOI axmiHicTpauii, IHIIMMH MiANPUEMCTBAMH,
YCTaHOBaMH Ta OpraHi3allisiMH y cdepi opraHizaiil HaJaHHS, YIOCKQHANEHHS Ta
CHPOILUEHHS NPOLEAYP HaJaHHs agMiHICTPaTUBHUX [IOCIYT;

2.12 Buaae BUXIOHUH NaKeT JOKYMEHTIB 1I0J0 aJAMiHICTPATUBHUX MHOCIYT;

2.13 nanae KOHCYNIbTaLil B TeJIeOHHOMY pekuMmi Ta yepes IHTepHeT;
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2.14 3abesnedye o0OCTYroByBaHHS  CyO'€KTIB 3BEpDHEHHS Y TOJAWHM
BIJICYTHOCTI Mpe/ICTaBHUKA aAMiIHICTPaTUBHOIO OpPraHy; _
2.15 cucTeMaTM4YHO MPOBOIWMTH AHANITHYHY pPODOTY 3 NHUTaHb HAJaHHs
a[MiHICTPaTUBHMX IIOCIYT, 3@ pe3yJbTaTaMd IMPOBEJEHHS MOHITOPHHIY Hajae
MPOMO3MIii 1010 TIOKpAaIleHHs poboTH HaMaubHUKY Bigairy. lllonm’sTtauii rorye
aHaJIITHYHY JOBIJIKY PO cTaH poOOTH 3a THxAeHb. [l{omicsaus, IoKkBapTaly noaae
HAYaJIbHUKY BIJAiLTy CTAaTUCTH4YHI aHAJTITWUYHI Marepiasd npo poOOTy 3 HaJaHHS
anMiHicTpaTUBHMX nociyr (3a 1 kBapran, | miBpivus, 9 micsauis, 12 micsauis); '
2.16 Bigmosigae 3a cBO€YacHWM Ta SKICHUH po3risn iH(popMaLiiHUX
3aIMTIB, 3BEPHEHb BiJl TMANPHEMCTB, YCTAHOB Ta OpraHisauid, rpoMaisH, L0
HAIHIILTH O PO3IIIAAY Y Bi/UIiN 3 NMTaHb HAJAHHS aAMiHICTPATUBHUX MOCIYT;
2.17 BigmoBimae 3a BeleHHs NITOBOACTBA Ta POOOTY 3 KOHTPOIBHUMH
JOKYMEHTaMH y BIJLIL.

P

3. 3HaHHSA, YMiHHS, HABHYKH
3.1 AaMiHICTpaTOp ¥ CBOIH MisSBHOCTI:
3.1.1 moBHHEH BiZICTEIXKYBATH MPUHHATTS HOPMATHBHO-NPABOBHX aKTIB,
AKI PperyiiolTh MAisJIbHICTE y cdepi HafaHHS aAMiHICTpaTUBHMX MOCIHYT,
BiJ{HECEHiH 0 KOMITETeHIiT BIAILTY;
3.2 NOBMHEH MaTH HACTYIHI YMIHHS Ta HABUYKH: -
OcHoBHi:
3.2.1 OpieHTallis Ha JOCATHEHHS pe3y IbTaTy.
3.2.2 [lpuiiHATTS pillleHb 1 BiANOBIAATBHICTS.
3.2.3 EdexTrBHA KOMYHIiKaLlis.
3.2.4 YnpaBiiHHA pecypcami.
3.2.5 YnpaBaiHHS NePCOHATIOM.
3.2.6*3HaHHS AUIOBOI MOBH.
3.2.7 3HaHHs AepiKaBHOI MOBH.
JlonaTkoBi: .
3.2.8 Tlpodeciitauii nocBiz.
3.2.9 JlimepcTBo.
3.2.10 InaHyBaHHA 1 CTpaTeriiHe MUCIICHHS.
3.2.11 YnpaBniiHHS PH3HKaMH.
3.2.12 AHajiTW4HI HABUYKH.
3.2.13 VYMiHHS IPOBOIUTH TIEPErOBOPHK.
3.2.14 VYupapniHCBKHI KOHTPOJIB.
3.2.15 Hasuuku po6OTH 3 KOMI'IOTEPHOIO TEXHIKOK Ta NPOTrpaMHUM
3a0e3MeUCHHSM.
Inmi (cnenianeHi):
3.2.16 YnpaBniHHsl 3MiHAMH.
3.2.17 YMiHHS MpallOBaTH Y CTPECOBiH cuTyauii.
3.2.18 Ilybniuni BUCTYIH.
3.2.19 VYnpapiiHHA KOHQIIKTaMU.

4. [IpaBa

AJIMIHICTpaTOp Ma€ IiPaso:
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4.1 ©e30IIaTHO OTPUMYBATH BiX Cy0’€KTIB HaJaHHS aJMIHICTPaTUBHHUX
TOCTyr, MiANPUEMCTB, YCTAaHOB T4 OpraHisallii, o HanexaTh 10 cdepu ix
yIIpaBliHHA, TOKYMEHTH Ta iH(OpMaLlifo, TOB’J3aHi 3 HalaHHAM TaKUX MOCIYT, B
YCTaHOBJICHOMY 3aKOHOM MOPSAAKY;

4.2 TNOrOmKyBaTH MOKYMEHTH (pillieHHs) B IHIIMX a&JMiHICTPATHBHUX
opraHax, OTPUMYBAaTH iX BUCHOBKHY 3 METOIO HaJaHHS aJMIHICTPaTUBHOI MOCIYTH
0e3 3amyueHHs (I3UYHOI, IOPUAMYHOI 0co0H, sKa 3BEepHyJacs 3a HaJaHHSIM
aIMiHICTpaTUBHOI MTOCIYTH;

4.3 inpopMyBaTH Ccy0’eKTiB HagauHA aAMiHICTPAaTMBHUX MOCIYT,
HayaJbHMKA BiAAily Ta TroloOBYy palOHHOI OEPXKaBHOI aAMiHICTpauii  mpo
MOpyIlIeHHs CTPOKIB PO3MUsiAy 3asB NpPO HaAaHHS aiMIHICTpaTMBHOI MOCIYTH,
BUMAararty BXKHUTTS 3aX0/IiB IO YCYHEHHS BHSBICHUX MOPYILEHb; ‘

4.4 nmocBigYyBaTH BJIaCHHM IIAMKCOM Ta MMEYaTKOK Komii ((orokorrii)
JIOKYMEHTIB, BUIIUCOK 3 HMX, BUTATIB 3 peecTpiB Ta 0a3 JaHuX, sIKi HEOOXiaHi A7s
HaJaHHS aIMIHICTPaTHBHHX MOCHYT.

-

5. BianosigaJbHicTh

AMiHICTpaTOp HeCe BIANOBIAAJIBHICTE!

5.1 3a HesikicHe abO HeCBO€4YacHe BHKOHAHHS TI0CAJIOBHX 3aBIaHb Ta
0o0OB’SI3KIB @ TaKOX YCHHX Ta NHCBMOBHX JOPY4YeHb HayalbHUKa BIALLY,
3aCTYNHHMKIB T'OJIOBH Ta rOJIOBM PaliOHHO1 IepKaBHOI aAMIHICTpaLlil;

5.2 3a mii Ta O€3MisANBHICTB, SIKI BeAyTh JO MOPYLIEHb MpaB Ta IHTEPECIB
rpOMasH Ta IHIIUX Cy0’ €KTiB 3BEPHEHB; '

5.3 3a mMpaBOMOpPYIIEHHS, AKi CKOEHI y mpoiieci mpodeciitHol AisabHOCTI Y
MeKax, BCTAHOBICHUX TIFOYMM aIMiHICTPaTUBHUM, KPUMIHAJIBHAM Ta [UBIIBHUM
BaKOHCJIaBCTBOM VYkpainuy;

5.4 3a Hee(peKTUBHE BUKOPUCTAHHSA TEXHIKK Ta BUTPATHUX MaTepianis;

5.5 3a MOpYIIeHHS MMPaBWJ €THYHOI MOBENIHKH JEepXKaBHHUX CIyKOOBULIB Ta
oOMexeHb, MOB’A3aHMX 13 MNPUHAHATTAM Ha JepxkaBHy ciayx0y Ta ii
MIPOXOIKEHHSIM;

5.6 3a CIpHYMHEHHS MaTepiajbHOI IIKOAMU Y MeXaX, BCTAHOBICHUX II0YHMM
TPYOBUM Ta [IMBIJIBHUM 3aKOHOJABCTBOM Y KpaiHH. :

3 Moca/IoBOO 1HCTPYKLI€H 0O3HaOMIIEHa /
"
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