3ATBEPIDKEHO

PimenHs 300piB JepiKaBHUX
ciyx60B1iB
Bepe3HiBCEKOro pafoHHOTO

cyny
Ne 01 Bim « Q4 » xxoBTHa 2016

IMPABHJIA
BHYTPIIIHLOr0 ¢JIyK00BOT0 PO3NOPAAKY AePKABHUX CJIYKO00BLIB
bepesniBcpkoro paiionnoro cyay

I. 3araneHi MONIOKEHHS

1.1. 1li mpaBuia BU3HAYAIOTH 3arajibHi IOJIOKEHHS LIONO OpraHizaiii BHyTpiIHBOrO CiyxGoBOro
posnopsiaky bepesHiBcskoro paitonnoro cyuy PiBHercbkoi o6iacTi Horo amnapary, pexXuM poboTH,
3acajld peryJroBaHHs ClyKOOBHX BiTHOCHH, YMOBH Nepe0yBaHHs AEpPIKABHOrO Ciy:OoBUS B CyAi
Ta 3abe3edeH s palioHalbHOr0 BUKOPUCTAaHHS POOOYOro Hacy, a TaKoK iHINI MOI0KEeHHS.

1.2. CuyxboBa jucumniaina y bBepesHiBcbkoMy pailoHHOMY CyZIi IDYHTYEThCS Ha 3acajgax
CYMIIIHHOTrO Ta NpoQeciiHoro BUKOHAHHS IEp:KABHUM CIyXOOBIEM CBOIX 000B’S3KiB, CTBOpPEHHS
HaJIOKHUX YMOB 1 e(eKTHBHOI poOOoTH, X MaTepialbHO-TEXHIYHOIO 3a0e3NeUeHHs, 3a0X04CHHS
3a pe3ysbTaTamMu poboTH.

1.3. IlpaBuna BHYTpPIIIHBOTO CJY>KOOBOrO pO3LIOPAAKY B CYZAl 3aTBEpPIKYIOTHCA 3aralbHUMHM
360pamu (KoH(epeHIli€l0) AepKaBHUX Iy KOOBIIB Cyly 3a OJAaHHSM KepiBHUKA amapaTy Cyay Ha
ocHOBI TuNOBHX mpaBui BHYTPIMIHBOTO CIY’KOOBOTO PO3HOPSAIKY, 3aTBEPIKCHHX HaKa3oM
HaujonansHoro arentcTsa Ykpainu 3 nutanb gepxkasHoi cayxom 03.03.2016 Ne 50 3apeectpoBano
B MinictepeTsi toctunii Yipainu 25.03.2016 3a Ne457/28587.

1.4. [IlpaBuna BHyTpimHBOrO  Ciyx00BOro posnopsaky bepe3HiBcbKOro  palOHHOTO
CYAYIOBOAATBCS A0 BiIOMA BCiX AEepiKaBHHX CITY)KOOBIB, SKi NPaIIOIOTh Y CY/i, i/ ITiamuc.

I1. 3aransHi npaBua eTH4HOT TOBEMIHKY B JEPXKaBHOMY OpraHi
2.1. IlepxaBHi ciryxO0BIli NOBUHHI JOTPUMYBATHCh BUMOT €THYHOI IOBE[IHKH.,

2.2. JlepxaBHi ciyx0oBIi y cBOiii poOOTI MOBHHHI JAOTPUMYBATHCh NpUHIMNIB mpodeciiiHocTi,
IPUHIMIIOBOCTI Ta A0OPO3UWIMBOCTI, 10ATH PO CBOO MpodeciiHy YecTh i IiAHICTE.

2.3. JlepxaBHi ciy>kOOBIi IIOBHHHI YHHMKATH HEIEH3YPHOI JIEKCHKH, HE JONMYCKATH MiJBHIIEHOL
iHTOHANI] i/ yac cHinKyBaHHs. HelpumycTuMuMu € IposiBY 3BEpXHOCTI, 3HEBAXIUBOTO CTaBICHHS
JI0 KOJIET Ta IPOMaJIsiH.

2.4. JlepxaBHi ciyxOoBII @i dYac BHKOHAHHA CBOIX 1OCaiOBHX OOOB’A3KIB TOBHHHI
OOTPUMYBATHCS B3a€MOIIOBATM, MiIOBOIO CTHIIO CIIJIKYBaHHS, BUSBIATH IPUHIHMIIOBICTE 1
BUTPHUMKY.

I11. Po6ounii yac 1 yac BiANOYMHKY IEPHKABHOIO CIyKOOBIS

3.1. TpuBanicts po0OYOro Hacy JepiKaBHOTrO CIyKOOBIS cTaHOBUTH 40 rOMH Ha THIK/IEHb.

3.2. Y Bepe3niBcbkoMy paiilOHHOMY CyZi BCTAHOBIIIOETHCS 1T ITUICHHUN po0oumil THXKIEHB 3 IBOMA
BUXIJIHUMH CyOOTOIO i HEIIIEIO.



Pexxum poGoTH Cyly BCTAaHOBIIOETHCS 3 YpaxXyBaHHSM 3araJibHOIIPUHHSTOrO PEXHMY PpOOOTH
IiNPHEMCTB, YCTaHOB 1 oprauizaniif y neBHii MicIieBOCTi.

YV 3B’A3Ky 3i ci1y:00BOI0 HEOOXiNIHICTIO, 3yMOBJIEHOIO CHENUDIKOI0 Ta 0CODIABOCTIMH POOOTH ¥
cyai (Horo CTpyKTYpPHOMY IiZpO3/1iii), MOJKe BCTAHOBITIOBATHCS IHIIHH pexxuM poOOTH BiANOBIZHO
110 3aKOHOJIaBCTBA 11PO TIPAILIO.

3.3. Ilogarok Ta kiHens poGouoro yacy, nepepsa, M0 HANAETHCS IS BIAMOYUHKY 1 XapuyBaHHS,
BCTAHOBITIOKOTHCA 1S JIEPKaBHOTO CITYKOOBLS 3 YpaxyBaHHSIM PeKAMY POOOTH Cyay.

TpuBanicTs mepepBy 1JIsI BINIIOYMHKY i XapdyBaHHs cTaHOBHTE 360 xBrmH 3 132 romus 00 XBHIUH
30 xBunuH n0 134 romun 00 xBunud. IlepepBa He BKIIOYacThes B poOoumii uac, 1 JepixaBHHI
cinyx00Belb MOKe BUKOPUCTOBYBATH 11 Ha CBill po3cyn. Ha 1ieii yac BiH MoJe BiZuTydaTHCs 3 MicIis
poboTn.

Binnosiano 1o unaHOTO peXkuMy poOOTH B Cy/l BCTAHOBIIIOETHCS TaKHii CIIyXO0BHIl pO3NOPSIOK:
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3.4. Hanepenoani CBATKOBHX IHIB, 1[0 Bu3HadeHHI crarrero 73 Kozekcy 3akoHIB mpo mpario
Yxpainu, TpHBaIiCTh poGOYOro JHA CKOPOUYETHCS Ha OJJHY TOAMHY.

3.5. IlpamiBeukaM 3a00pOHAETHCH BiABONIKATH [ASPIKABHOTO CHy:KOOBUS BiJ BHKOHAHHS #HOTO
nocazioBux 000B’s3KiB.

3.6. Obnix pobouoro uacy y cyai 3miHCHIOETECS Yy BiamoBizHoMy Tabeni po0Godoro uacy. Ta 3a
JIOIIOMOT0IO BiATIOBIAHOT €IEKTPOHHOI CUCTEMH KOHTPOJIIO AOCTYILY JI0 CYAY.

Jns 3abesnedeHns] KOHTPOIIO CBOEYACHOrO BHUXOAY HPHOYTTS Ha pobOTY BIIOMOCTI 3a3HaYeHHX
cucreM 007Ky poOouoro wacy mNOHAIOTHCS BiAMOBINANBEHOIO 0CO00I0 IO Bimaily cayxOu
YIPaBJIiHHS IEPCOHAIIOM CYIY.

3.7. Buxin mepixaBHOro cimyxO00BId 3a Mexi amMiHicTpaTuBHOI OyaiBni cyny y poGounit qac 3i
ciyO0BHX MUTaHb BiAOYBAEThCA 3 BioMa ioro 6e3mocepeIHbOr0 KepiBHHKA.

IV. ITopsmok nOBiTOMIEHHS AEPIKAaBHUM CITyKOOBIIEM [IPO CBOKO BiICYTHICTH

4.1. JlepxaBumii cmyxkOoBelb NOBiJIOMJISIE CBOro 0Oe3MOCEpeHBOrO KEpIBHHKA TIPO CBOKO
BiICYTHiCTB Ha poOoTi y mucEMOBIiH (GopMi, 3acobaMu €IEKTPOHHOIO 94 Teae(OHHOrO 3B 543Ky abo
IHIINM 3pYy4YHHM JIOCTYTIHHM COCOGOM.

4.2. Y pasi HeTOTPUMAaHHS JEPKABHEM CIIy)KOOBLIEM BUMOT IMYHKTY 1 HBOTO PO3JUTY CKIANAcThCH
aKT PO BiICYTHICTH AEPHABHOTO Ci1yK00BIs HAa pobouoMy MicIi.

4.3.Y pasi HeHaJlaHHS JEepKaBHUM CITy’KOOBIIEM JOKa3iB MOBAKHOCTI MPUYUHHU CBOEI BIICYTHOCTI
Ha po0OTi BiH IIOBUHEH II0J[aTH MUCHMOBI MOSCHEHHS Ha iM’s KepiBHHKA anapaTy bepe3HiBChKOro
paiflOHHOTO CY/y ILIOJO NPHYHH CBOET BiICYTHOCTI.

V. IlepeGyBants aepKaBHOTO CiIy*k00BIs B Bepe3HiBCbKOMY palOHHOMY CyJi Y BUXiZHI, CBATKOBI,
HepoOoul JIHI Ta micd 3aKiHYeHHs po0o4oro yacy.
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5.1, JIns1 BUKOHAHHA HEBIOKNAAHUX 3aBJaHb AepKaBHHH ClyKOOBeLb MOJKe 3aly9aTuch J0 poboTH
NIOHAT YCTAHOBICHY TPHBATICTEL poGOYOTO JHA 32 HAKa30M (PO3MOPADKEHHAM) KEPIBHEKA AlapaTy
Cyay, B TOMY YHCII Y BUX1IHI, CBITKORI, HepoOodi JHI, a TAKOXK y HIYHHMH 4ac 3 KOMIeHcaLielo 3a
poGoTy BiAIOBIIHO A0 3aKOHOAABCTRA.

Tpueanicte poSOTH DOHAI YCTAHOBAEHY TPHBANICTE pOOOTIOTo OHS, & TAKOXK Y BHXIAHI, CBATKOBI T4
HepoGoul AHI, Yy HIYHHE 9ac A KOKHOTO JSpKaBHOTO CNYKOOBIA HE NMOBHHHA IEPEBHITYBATH
YOTHPH TOJMHH OPOTATOM ABOX AHIB MOCHINL 1 120 rofuH Ha pIK.

5.2. Kepieaux anapaty cyxy 3a noTpebu Moxe 3ay4aTH ASP)KaBHUX CIYXKOOBIIB 0 YepryBaHHA
HiciA 3aKiHUeHHA poGoYOro NH4, ¥ BUXIIHI, CBATKORI 1 HepoOoui JHi.

UepryBaHHS IJepXaBHOTO cly:xOOBLS michs 3akiHYEHHS poOGOYOre JHA, Y BUXIOHI, CBATKOBI i
repo0oui AHi 3AiMCHIOETECA 3TIIHO 3 rpadikoM, IKuil po3pobaseTses BiAMIIOM CIy KON yOPaBITiHHA
NEPCOHAIOM 1 3aTBEP/UKYETHCS KEPIBHUKOM allapaTty Cyay.

5.3. ¥V rpadiky gepryBaHHS 3a3HAYAIOTHCA: 3aBJAHHA, AKe noTpe0ye BUKOHAHHSA, BiOmoBiAanpHUi
JepkaBHHE cimyx0oBeny, Horo mocaga, Micie, JaTa Ta CTPOK YepryBaHH],

5.4. Y pazsi 3any4eHHS AOC YepryBaHHS MICJsA 3aKiHYeHHA poOOMOro AHA, ¥ BHXIZHI, CBATKOBI i
HepoOoui AHL Aep:kaBHOTO cnyxGOoBIA, SKOTO He BKIIOUEHO BO rpadika, HaCTyImHOIo pobo4oro JHS
IicAd YepryBaHHA BiAMOBiAHA 1HQGOPMALis IOJACThCA BIAALIOM CAYXKOH YIPaBIiHHA HEPCOHANOM
KEPIBHUKY anapary Cydy ANA BHECEHHs B YCTAHOBICHOMY IIOPAAKY BIAMOBIAHMX 3MIH JIO TaKOTO

rpajika.

5.5. ¥V pa3i 3amydeHHs Iep:kaBHOro cayxOoBug Zo poOOTH MOHAN YCTAHOBJIEHY TPHBANICTEH
poBoUoro aHA y OAepXKaRHOMY OpraHi 3anpoBalKyeThed MiACyMOBaHKN 061IK poGodoro 4acy 3 THM,
mo® TpuBamicTh pobOYOTe 4acy 3a OONIKOBHH mepiod He MEepeRHLIYBaIa HOPMH TPHBAIOCTI
poGouoro yacy.

3a pobory B 3a3HaveHi OHi (Yac) AepkKaBHUM CIy:KGOBIAM HATAETHCA IPOIIOBA KOMIICHCALIA Y
PO3Mipi Ta NOPAAKY, BU3HAUCHHX 3aKOHOZABCTBOM NPO Hpalio, ado IIpOTATOM MICsIld HaZaloThCs
BiAOBIAH] JHI BIAIOYHMHKY 32 3a4BaMH AEPKABHUX CyKOOBLIB.

3.6. 3abopoHAeTRCA 3aIy4aTd 10 poOOTH IOHAA YCTAHOBJICHY TPHBANICTE POGOUOro JIHA, a TAKOXK ¥
BHXi/HI, CBATKOBI Ta HepoOOYi JHI, Y HIYHMI Yac BariTHUX KIiHOK i XKIHOK, fKI MA¥OTh JiTel BIKOM
no Tphox pokis. JKinxu, gxi MaroTh AiTell BikoM Big 3 mo 14 poxiB aGo IUTHHY-iHBanina, MOXYTH
3aMydaTHed 10 HaAypOYHHUX poOiT iulIe 3a IXHBOIO 3Tr000. 3ANyUeHHS [HBATIAIB JO HAAYPOUHHX
poliT MOXJUBE JHMIIE 3a IXHBOI 3TOHOK0 i 38 YMOBH, LIC L€ HE CYIEPEYHTH MEIAIHHM
pPeKOMeHIaLisIM.

VI. llopsanok noBeneHHs A0 BAOMA AEPKABHOTO CIyK00OBIOA HOPMAaTHBHO-IIPABOBUX AKTiB, HAKA3IB,
JOPYUYCHD Ta PO3NOPALKEHE 31 CTy:KOOBHX IMHTAHE.

6.1. HopMaTHBHO-TIpaBOBI AKTH, HAKAa3u, DOPYYECHHS, PO3MOPAIKEHHS 31 CIy:KOOBHX NHTaHb
JOBOJATRCA 710 BiJIOMa JepiKaBHUX CIyXOOBI[B IUIAXOM oO3HalfoMieHHs y maneposiit abo
eNEKTPOHHIH (OpMI 3 HIATBEPKEHHAM TAKOTO 03HAHOMIICHHS.

IlinTBEp/UKEHHAM MOXeE CIYTyBaTH [HANEC AepKaBHOTO CiayxOoBOd (y ToMy uMcni sK
BIIMOBIAANBEHOTO BHKOHABI) HA JOKYMEHTI, y XYPHAIli peecTpalii ZOKYMEHTiB abo BiIIOBLIHHH
eneKkTpoHHuH IMpoBH mianmc, skuil MATBEpIKye O3HAllOMIEHHS 3 TEBHHM CIy:XKOOBHM
JOKYMEHTOM B €NeKTpOHHIH GopMi.

6.2. HopMaTHBHO-TIPABOBI aKTH, fAKI MiMIAraoTh OGiLifHOMY ONPHIOAHCHHIO, KOBOIATECA HO
BiIOMA ICPKABHOTO CILy:KGOBIA NUIAXOM iX ONPHIIOZHEHHA B O(MINiRHUX APYKOBAHAX BHIAHHAX, A



TaKOK IIISXOM PO3MilleHHS Ha odiuilinux BeG-caliTax OpramiB JlepaaBHOi BIa i Ta HA BIACHOMY
caiTi cyay.

VII. lorpuManHs 3aralbHUX IHCTPYKIIiH 3 OXOPOHH Hpalli Ta MPOTUITOKEKHOT Oe3rneku

7.1. KepiBHuK opraHy nepkaBHOi Biamu 3000B’s3anuii 3abesneunT Oe3neuni yMOBH Ipaili,
HaJIeXKHUH cTaH 3aco0iB NPOTHIIOKEIKHOI Oe3reKkH, caHiTapii 1 ririeHn mpatt.

[HcTpyKTYBaHHS 3 OXOpPOHM TMpalli Ta TPOTHNOKEKHOI Oe3neku Mae 3milicHIOBaTH ocoba, Ha Ky
NOKJIa/ieH] BiAoBiAHi GyHKIil B cyi.

7.2. llepxaBuuii cmyxOoBellb MOBHHEH JOTPUMYBATHCh NPaBHJI TEXHIKH O€3leKu, BUPOOHHYOL
caHiTapii 1 ririeny npami, IPOTHIIOXKEIKHOT Oe3MeKH.

7.3. YMoBH npaui Ha podoHoMy MicHi, cTaH 3ac00iB KONEKTUBHOIO Ta IHAMBIAYaIBHOIO 3aXHCTY,
HI0 BUKOPUCTOBYIOTHCS JEPIKaBHUM CIy)KOOBIEM, a TaKOX CaHITapHO-IOOYTOBI YMOBM IOBHHHI
BiJITOBIIaTH BUMOraM HOPMaTHBHO-IIPABOBUX aKTiB 3 OXOPOHU TIpalli.

7.4. 3a ctaH noxexHOI Ge3neku Ta AOTpHMaHHs IHCTPYKIi# 3 OXOpOHH Hpalli B bepesHiBCBKOMY
paiioHHOMY Cy/i BiJITOBiZae KepiBHMK amapary CyJy Ta BH3HadeHa HMM BiJIOBiNalbHa ocoba, Ha
AKY MOKIAAEHO TAKH 0008’ A130K.

VIII Iopsiaox mpuiiHATTS Ta mepeaadi AiJoBozcTRa (Cupas) i MaliHa Iep>KaBHUM CIIyKOOBILEM.

8.1. JlepxaBuuii ciyx60Benp 30008’ I3aHuil 70 3BUIBHEHHS 3 NOCAIM YW IIepeBeJCHHA Ha iHIIYy
mocajy IepenaTd CIpaBd i JOBipeHe y 3B’SA3KY 3 BHKOHAHHSM I10CAJOBHX OOOB’A3KiB MaiHO
YHNOBHOBa)KEHilf KepiBHUKOM amapary cyay ocobi. YmoBHoBaxkeHa ocoba 3000B’si3aHa NPUMHATH
crpaBy i MaitHo.

8.2. @axr nepenayi cnpaB i MaliHa 3aCBiJUYETHCSA aKTOM, KUl CKIIaaeThesl y JBOX NPHMIPHHKAX i
MIJIMUCYETHCST  YIIOBHOBaXEHOIO 0C00010, KepiBHHKOM BiIiiny mo poGoTi 3 mepcoHaJoM Ta
MPOXOJKEHHS IePIKaBHOT CIIyKOH Ta IepIKaBHUM CITY)KOOBLEM, SIKUIi 3BITbHIETHCS.

OnuH NPUMipHHUK aKTa BAAETHCA NEPIKABHOMY CITYIKOOBIIO, KM 3BITBHAECTBCA YU NEPEBOAUTHCS
Ha IHIOIy Tocany, iHIIWM NPUMIPHUK JOJy4aeTbCs A0 0coOOBOI CIpaBd LBOrO JEpPrKaBHOIO

ciryx00BIIS.

IX. IlpukinLeBi MON0KEHHS

9.1. HemorpuMaHHs BHMOT NpaBUJ BHYTPIIIHBOTO CIYKOOBOIO PO3MOPSAAKY € MiACTABOIO IS
DPHUTATHEHHS [JePIKaBHOTO CIy>KOOBI O BiANOBITATHFHOCTI Y MOPSIKY, MependayeHoMy YMHHUM
3aKOHOJABCTBOM.

9.2. IluranHd, NOB’sA3aHi i3 3aCTOCYBaHHSM IIPABHJ BHYTPILUIHBOTO CIY>KOOBOr0 pO3MOPSAKY,
BUPINIYIOTHCS KEPIBHUKOM alapary cyay.



