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THIOBA ITIOCAJOBA IHCTPYKUIA KEPIBHUKA AITAPATY
AIIEJIAIIMHOI'O CY Y

1. 3araabHa ingopmanis

[Tocana: kepiBHUK anapary anemsiiHoro cyay | kareropis mocaau: "b"

[Tocama 6e3nmocepeTHbOTO KepiBHUKA I'osioa cyny

2. MeTa nmocaau

Hanexxne opranizaiiiiine 3a0e3meueHHsl ameNsAliifHOTO Cydy, CYIIiB 1 CyJOBOrO MpOLEeCy,
(yHKIIIOHYBaHHSI aBTOMAaTHU30BaHOI CHCTEMH JOKYMEHTOOOITY CyAy, aBTOMAaTH30BaHOTO
po3moAilTy chmpaB  MDK CyqasMu (OO0 MoYatky (yHKIIOHYyBaHHA €aMHOI CyAOBOi
1H(pOpMaLlIHHO-TEIEKOMYHIKAIII{HOI CHCTeMH), a TaKOX 3TiJHO 13 3aKOHOJABCTBOM -
HaJIKHUH PIBEHb CIIYy>KOOBOT Ta TPYI0BOi AUCHUILIIHU B anapari Cyay.

3. OcHoBHI mocaaoBi 000B'A3KN

1

KepiBHUK anapaTy anensiuiiHoro cyay BiJIIOBIAHO A0 HAQJAaHUX TOBHOBAXEHb:

1) 3abe3meuye peanizallito €JUMHOT JIepXKaBHOI MOMITUKU Yy cdepl aepxaBHOI ciayxOu, €
KEpIBHUKOM JIEp>KaBHOI CIIy>kOU B amapaTi cyay, A€ 3/11HCHIOE Oe3mocepeiHe KepIBHUIITBO,
3a0e3medye opraHizalilo poOOTH CTPYKTYpHUX HiAPO3JALTIB CyAy, MpPaliBHUKIB amapary
Cyly, iX B3a€MOJi0 Yy BUKOHAHHI 3aBJaHb, TIOKJIAICHIX HA amapar Cydy, a TaKOK BUKOHYE
¢ynkuii poOoTomaBls [UIs MpaliBHUKIB amapaTy Ccyay, sKi He € Jep>KaBHUMH
CITY>KOOBIISIMH,

2) BXMBa€ 3axo0/iB Ui 3a0€3MEUCHHsS HAJIEKHHUX YMOB MAISUIBHOCTI cyay, 3a0esnedye
MIrOTOBKY IUIaHIB poOOTH Cyay AJsl 3aTBEPPKEHHSI TOJIOBOIO Cydy, a TaKOX 31HCHIOE
KOHTPOJIb 32 BUKOHAHHSM 3aIUIaHOBAHUX 3aX0JliB, KOOPAMHYE 31MCHEHHs OpraHi3amliifHux
3ax0JliB I1I0/I0 MIArOTOBKH 300piB, ONMEpPaTUBHHUX Hapal Ta 1HQopmye 300puU CYAJIB MPO
CBOIO JISJIBHICTD, 3a0e3leuye BUKOHAHHS pillleHb 300piB CyIAiB 3 MUTaHb BHYTPILIHBOI
JUSUTBHOCTI CYJly, BUKOHY€E JOPYYEHHS TOJIOBU CyAy Ta MOro 3aCTyNHHUKIB, pilIeHHS 300piB
CYJJIiB IIOJ0 OprasizamiifHoro 3a0e3neueHHs MiSUIBHOCTI CyAdy; 3abe3leuye CBOE€YacHe
dbopMyBaHHS Ta HagaHHS Bumiiil kBamidikauiiiHii komicii cyqaiB YKpaiHU HasBHOI B Cy/l
iHpopMmanii 1moao cyauiB, iX npodeciiiHoi AismbHOCTI I (OPMYBaHHS CYIIIBCHKOTO
JIOCBE;

3) 3abesneuye (QyHKIIOHYBaHHA €IUHOT CyaoBoOi iH(OpMaNiiHO-TEICKOMYHIKAIIHHOT
cucremu (manmi — €CITC) (mo moyaTky ii (yHKIIIOHYBaHHSI - aBTOMaTH30BaHOI CHCTEMH
JIOKYMEHTOO00ITy Cyy), aBTOMaTH30BaHOTO PO3MOALITY CHpPaB MiX CYAJIIMHU; OPTaHi30BYE Ta
KOHTpoJtoe cBoevacHe BHeceHHs 10 €CITC BimomocTel mpo HaOpaHHS CyIOBUM PIllIECHHIM
3aKOHHOI cwid (y TOMY 4YHCIi 3a pe3ylbTaTaMH pPO3MIIAAY CYJOM amnelsiidHOoi 4M
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KacaliitHo1 1HCTaHIIIT), HAPABJICHHS TaKUX BIIOMOCTEH 10 €IMHOTO JIEP’KaBHOTO PEECTPY
CYZIOBHUX pillICHb;

4) 3nificHioe opradizarfifine 3a0e3ledeHHs] BEACHHS CyIOBOI CTaTUCTHKH, IIJIOBOJICTBA B
Cyai, 00Ky Ta 30epiraHHs Cy/IOBUX CIIPaB, OpPraHi30Bye KOHTPOJIb 32 O0IIKOM MPUETHAHUX
JI0 IIPOBA/IKEHHsI pEUYOBUX JIOKa31B, 10 30€piratoTbCs HE IPU CIPaBi, BXKUBAE 3aXO1B 111010
o0aHaHHA CTeUiaTbHUX MPUMIIICHb 1 CXOBUII AJIs iX 30epiraHHs y BiJMOBIIHUX yMOBax
Ta CTaHi, a TAKOX 3/IMCHIOE OpraHizalliiiHe 3a0e3MedeHHs I HalleXKHOT poOOoTH 010110TeKH
cyny (3a HasiBHOCTI);

5) 3abe3neuye po3poOJieHHS i MOAAaHHS Ha 3aTBEP/IKCHHS B YCTAHOBJIIEHOMY MOPSIKY
CTPYKTYpPHU Ta IITaTHOTO PO3IMHUCY arapary CyAy, HOro INTaTHOI YMCENBHOCTI; 3aTBEPIKYE
MOJIOXKEHHS MPO CTPYKTYPHI MiAPO3ALIN 1 MOCAA0B1 IHCTPYKIIT MPAI[iBHUKIB arapary Cyay
Ta 3AIHCHIOE KOHTPOJb 3a JOTPUMAHHSAM TpAIiBHUKAMH arapary cyay IO0CaJIoBUX
IHCTPYKIIIH, TIOJIOKEHB MPO CTPYKTYPHI MIAPO3IUIH arapaTy CyAy, MOJOKEHHS Mpo arapar
Cyly, BUKOHABCBHKOi Ta CIIy’)KOOBO1 AMCIUIUIIHM TpalliBHUKaMHU amapary cyxay, llpaBun
BHYTPILIHBOIO CIIY’KOOBOTO pO3NopsnKy, I[IpaBuil BHYTPIIIHBOIO TPYAOBOTO PO3NOPAIKY,
[TpaBr NOBEIIHKM MpalliBHUKA CyNy, 3aralbHUX MPAaBHUJ €THYHOI IMOBEAIHKH JEPKaBHUX
CIIy’k00BIIIB Ta MOCAJ0BUX 0CI0 MICIIEBOTO CaMOBPSIyBaHHS, IIPABHJI TEXHIKU OE3MEKU Ta
BUMOT 1HIITNX JOKYMEHTIB, SIKi pEerJaMeHTYIOTh POOOTY CyaY;

6) YTBOPIOE TUCIHUILUTIHAPHY KOMICIIO 3 PO3TISAY AUCHUIUTIHAPHUX CIpPaB CTOCOBHO
JEp)KaBHUX CIYXKOOBIIB amapary Ccyay, po3Tisiace ckapru Ha Jii ado Oe3misuTbHICTh
JEp>KaBHUX CIYKOOBIIIB Ta IHINUX TMPALiBHUKIB amapaTry Cydy, 3a0XO0uye MpalliBHHUKIB
amapary Ccyjay Ta HaKJIaJa€ Ha HUX JUCIUIUTIHAPHI CTATHCHHS;

7) momae CHiIbHO 3 BHUOOPHHMM OpPraHoOM TIEPBUHHOI Mpo@CIiIKOBOi opraHizaii (3a
HAasBHOCTI) JUIS 3aTBEp/DKEHHS 3aralbHUMHU 300pamu  (KOH(QepeHIi€w) aepKaBHUX
ciyk00BLIB amapary cyany [IpaBuia BHYTPIIIHBOTO CIIy’KOOBOIO pO3MOPSJKY amnapary
Cyay, po3po0JieHi Ha OCHOBI THMOBHX MpaBUJl BHYTPIIIHHOIO CIYKOOBOTO PO3MOPSAKY Ta
3atBepkye [1omokeHHs Mpo MpeMiroBaHHS MPALiBHUKIB arnapary Cyay 3a MOTOKEHHSM 3
BUOOPHUM OpraHOM NEPBUHHOI NpOQCHIIKOBOi opraHizauii (3a HasBHOCTI) Ha MIJCTaBl
TumnoBoro mnosjoxeHHd Npo mnpeMitoBaHHs, [looKeHHS MPO MOPAIOK MPOXOIKEHHS Yy
BIJIOBIIHOMY CYJl CTa)KyBaHHSI OCi0, fKI NMPETEHIyI0Th Ha MOocaJy MOMIYHHKA CYIl, a
TaKO’X BCTAHOBIIIOE Ha/J0aBKH, JOIUIATH Ta MpeMii MpaliBHUKAM amapary cyay, y TOMy
YHUCIIl TOMIYHHUKY TOJIOBU CYyIy, MOMIYHHMKY 3aCTylIHHKa TOJIOBH CYAY, HOMIYHUKY
ceKkpeTapsl CyJ0BOI MajaTH, MOMIYHMKY CyAJi - uieHa Paau cynniB YkpaiHu, mOMiYHMKaM
cynaiB BiAnoBiaHO 10 [lomokeHHs PO TpeMitOBaHHS BiJIIIOBIIHOTO CYY;

8) 3nilicHIoe opraHizaiiiiHi 3axoAM IIOAO MIATPUMAHHS MpPHUMILIEHHS CyAy B CTaHi,
NPUIATHOMY JUIsl HaJeXHOro Horo (yHKI[IOHYBaHHS, IPOBEIEHHS KalliTalbHOIO Ta
[OTOYHOTO PEMOHTIB, TEXHIYHOIO OCHAIllEHHS MNPUMILIEHb, 1H()OPMAIIHO-TEXHIYHOTO
3a0e3reyeHHs,, CTBOPEHHS Oe3neyHuX 1 KOM(OPTHUX YMOB ISl CYAJIB, MPaIliBHUKIB
amaparty cyny Ta oci0, siki mepeOyBaroTh y Cy[i, a TaKOX 3aXOIU 1HKEHEPHO-TEXHIYHOTO
3a0e3neyeHHs] 3 Opradizamii KOHBOIOBaHHS Ta TpPUMaHHSA B Cylax OOBHHYBau€HUX
(migo3proBaHUX) Ta 3 MPOBEACHHS IMpoLecyalbHOi 1ii 3 yYaCHUKaMU KPHUMIHAJIBHOTO
MIPOBA/KEHHSI, IO/I0 SIKUX BXXHUTO 3aX0/I1B O€3IEKH;

9) opranizoBye O0ONIK, BHAa4Yy, 3HUIIEHHS TIOCBITYEHb IMPAI[IBHUKIB amapary Ccyay
(IepxaBHUX CIIy’KOO0BIIB, MPAIIBHUKIB amapaTy Cyay, SKi 3aliMaloTh MOcajay MaTpOHAaTHOT
CIIy’K0H, 0Ci0, sKi BUKOHYIOTh (DYHKIIIT 3 00CIyroByBaHHS Ta pOoOITHUKIB); BU3HAYA€E MICIIE,
CTPOK BIAPAKEHHS, PEeXUM pPOOOTH B MepioJ CIyKOOBOTO BiIPSIKEHHS MpalliBHUKIB
amapaty cyay W 3aBAaHHS [0 BUKOHAHHS, a TaKOX 3JIHCHIOE 1HIII TOBHOBAKEHHS
KepiBHUKa Jep:KaBHOI CIy:kOM cyay BiamoBigHO 1o 3akoHy Ykpainu "IIpo nep:kaBHy
ciyk0y" Ta BUKOHYE iHII (DYHKIII1, MOB'sI3aHi 13 3a0€311eYeHHIM JisSIIbHOCTI CYy.
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2 | Ha wac BimcyTHOCTI KepiBHMKA amapary ameilsdlifiHOro Cyay YW HEMOXKJIHUBOCTI
3MIHCHIOBATM HHUM CBOi TIOBHOBRXCHHA 3 IHIIMX MPUYUH HOro OOOB'A3KM BUKOHYE
3aCTYITHUK KEpiBHMKA arapary Cyay, BH3HAUCHHH BIIMOBIJIHUM HaKa3oM KeEpiBHUKA
amapary cyay Mpo po3Monil OOOB'SI3KiB, a 3a BIACYTHOCTI TaKOrO Haka3zy OJHH 13
3aCTYITHUKIB KEpIBHHUKA amapary Cyay, KU Mae OUThIIHMKA CTax poOOTH B amaparti cyny. Y
pa3i TMMYacoBOi BiJCYTHOCTI KEpIBHHMKA amapaTy, HOro OOOB’SI3KM BUKOHYE 3aCTYITHUK,
MpU  BIJACYTHOCTI 3acTyIHUKa (3acTyIMHHMKIB) KEpIBHUKA armapary amnelsiiiHoro cymay,
BUKOHaHHSI 000B’S3KiB 3a MOCAJ0I0 KEPIBHHUKA arapary anesauiiHOro Cyny MOKIaJaeThes
Ha OJIHOTO 3 KEPIBHHMKIB CTPYKTYpHHUX IIAPO3JAUIIB amapary cyay, KpiM KepiBHHKIB
OyxranTepchkoi ciayk0u cyay (TOJIOBHOTO OyXrajirepa) i peKHMHO-CEKPETHOTO OpraHy (3a
HasBHOCTi), Haka3oMm [omoBu Jlep>kaBHOi cymoBoi amMiHicTpanii YKpaiHM 3a TOJaHHSIM
TOJIOBU CYAY.

4. Ipasa’ (kpim nependayeHnx crarrero 7 3akony Ykpainu "[Ipo nepkaBHY ciiyx0y")

KepiBHUK amapaTy amensiiifHOro cyny B MeXax ITOBHOBAXCHb, HAJAHHX HOMY 3aKOHAMH
VYxpaiau "IIpo cynmoyctpiii i craryc cymmiB", "lIlpo nepxkaBHy ciyxOy", BHgae Hakasu W
PO3IOPSIKESHHS.

KepiBHHKOBI amapary amensimiiHOro CyAy TOJIOBOIO BIATOBITHOTO Cyly MoOKe OyTH HaJaHO
IpaBO NEPILIOTO MiINKCY B HOPSIKY, BCTAHOBICHOMY 3aKOHOJIAaBCTBOM.

S. 3oBHilHA Ciay:;k00Ba KOMYHIKaLisA®

KepiBHuK amapary amemnsiiifHOTo cymy B3aemojie 3 JlepaBHOIO CyJOBOIO aJMiHICTPALi€O
VYkpaiHu, BIANOBIIHUM TEpUTOpiaTbHUM yrpaBiaiHHAM JlepxaBHOi CynoBOi aamMiHicTparii
VYkpaiau, opranamMu CyIIiBCBKOTO caMoBpsigyBaHHs, CiyxO0010 Cya0BOi OXOpPOHH, OpraHaMu
JIepKaBHOT BJIaJld, OpraHaMH MICLIEBOTO (OKpPY>KHOI'0) CaMOBpSIIyBaHHs, 1HIIMMH YCTaHOBaMH,
HIJIPUEMCTBAMU W OpraHizauisiMu, 3aco0amMu MacoBoi 1H(popmalii 3 NUTaHb 3a0e3MeueHHs
TiSUTBHOCTI CYY;

6. CneniaJibHi yMOBH CJ1y:KOU>

MoxrBa po0oTa MoHa ] YCTaHOBJIEHY TPUBAIICTh pOOOYOTO JTHS.
MOo>JIHBI KOPOTKOCTPOKOBI BIAPSHKEHHS B MeXaX YKpaiHu.

Po3pod.ieno

(mocana KepiBHHUKA CITyOHU yIpaBIiHHS (migmuc) (macue im'st [TIPI3BUILIE) (mata)
MEPCOHATIOM aNeNALiHHOro Cyay)

IHoroxxeno
['onoBa anensmiitHoTO CyTy
(migmuc) (macue im'st ITIPI3BUIIIE) (mara)
(Tmocana KepiBHUKA CITyKOW yTIpaBIiHHS (mizmmc) (macue im'st ITIPI3BUIIIE) (mata)

MIepPCOHANIOM Cy0’€KTa TIPU3HAYCHHS)

3 moca0BoI0 IHCTPYKII€0 03HAlOMJIEHHII(HA)

! 3asmawaernes 3a HasBHOCTI.
2 3asnauaeTses 3a noTpeou.




[Tponoskenns moxarka 1

{@opma nocadosoi incmpyKuyii i3 3MiHaMU, 6HECEHUMU 32I0HO 3:

Haxazom Hayionanvnozo acenmcmea YKkpainu 3 numans 0epcagnoi cayxicou Ne 143-20 ¢io
31.07.2020; ¢ peoaxuii naxazy Hayionanvhozo azenmcmea YKpainu 3 RUmMans 0epiHcagHoi
cayycou Ne 123-22 gio 25.11.2022;

naxkazom J{CA Ykpainu 6io 08.02.2019 Ne 131; 6 pedaxuii naxazy /{CA Ykpainu Ne 385 ¢io
14.08.2023}



