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HOJOKEHHSA
npo BiAALI MPaBOBOI, AHAJITHYHO-CTATHCTHYHOI pOOOTH Ta y3arajbHeHHs
cyaoBoi npakTHKH KHIBCbKOIo OKPYKHOT0 aAMiHiCTPaTHBHOIO Cyay

1. 3arajbHi M0JI0KEHHS

1.1 Bigain npaBoBoOi, aHATITHYHO-CTATUCTHYHOI pOGOTH Ta y3araabHEHHS
CYyZOBOI IIPAaKTMKM € CTPyKTypHUM IHiapo3aiioMm KHIBCEKOrO  OKpY»XHOTO
aIMIHICTPaTUBHOI'O CYAy 1 MiANOPSIIKOBY€ETHCS TOJIOBI CY/ly Ta KEPiBHUKY arapary.

1.2 Bipain yrBopeHHH 3 METOI0 KOMIUIEKCHOTO BHPIILIEHHS [TUTAHb IPaBOBOI,
iH(OpMaIlifiHO-aHANITUYHOI pOOOTH, BUBYEHHS Ta y3arajJbHEHHS CYI0BOI IIPAKTHUKH,
CKIaJaHHs Ta OOpOOKM CTaTUCTHMYHHX 3BITIB IPO pPoOOTYy cyay, 3abe3nedeHHs
IOCTOBIPHOCTI, 00’ €KTHBHOCTI, OIEPaTUBHOCTI, CTaOLIBHOCTI Ta IJIiCHOCTI
CTaTUCTHYHO]I iH(popMalii mpo podoTy cymy.

1.3 Bignin y cBoifl HisIbHOCTI MiANOPSIKOBAaHUM 1 MiA3BITHHM KepiBHHKY
amapary Cy.qy Ta rOJIOBi Cy.Iy.

1.4 Binmin o40IIO€ HayalbHUK, SKUH TIPU3HAYAETBCS Ha IMOcagy Ta
3BUIBHSETHCS 3 IIOCAAM Haka30oM KepiBHUKA amapary Cyay 3 JAOTPUMAaHHSIM BHMOT
TPYIOBOI'O 3aKOHOJABCTBA Ta 3aKOHOJABCTBA IPO JEPKaBHY CIyxO0y YKpalw.
HauansHuK BIIAUTY MIIIOPSAKOBYETHCS TOJIOBI CYAy Ta KEPiBHUKY arapary Cyy.

1.5 HauanpHHK BIIAITY pO3MOALIsLe 000B’SI3KM MIX IpaIliBHUKAMH BiIIiTy.

1.6 Bigmin y cBoilf nisimpHOCTI KepyeTbess Y CBOI#M pobOTI KepyeThest
Koncturyniero Ykpainu, KonekcoM aaMiHICTpaTHMBHOTO CyJOYMHCTBA YKpaiHH Ta
IHIIMMKU KozjekcaMu Ykpainu, 3akoHamu Ykpainu «lIpo cymoycTpiéi i craryc
cynniB», «lIpo nepxaBHy cmyx0y», «I[Ipo 3amobiraHHsS KOpymmil» Ta IHIIAMH
3aKkoHaMM Ykpainu, pimenHsmu Koucrurymiftnoro Cyny VYkpaidnu, axktamu
IIpesunenrta Ykpainu, BepxosHoi Pamu Ykpainu ta Kabinery MinictpiB Ykpainu,
nokymeHtamu BepxoBHoro Cynmy, akTamMyu 3aKOHOJABCTBA Ta HOPMATHBHUMH
JIOKyMEHTaMHM, IO PerjaMeHTYIOTh MiSUIbHICTh CYJOBHUX OpraHiB, pillleHHSIMH
OpraHiB CyJIIBCHKOTO CaMOBPSIyBaHHs, IIOCTAHOBAMM IPe3uIii Cyay, IOCTaHOBAMHU
KOJIeTl], Haka3aMH{, IHCTPYKLIsIMH Ta peKoMmeHAaauisMu JlepkaBHOI CymoBOI
anMiHicTpauii YkpaiHd, iHIIMMH HOPMATHBHO-TIPABOBUMH aKTaMH, a TaKOX JaHUM
ITonoxxeHHsAM.

1.7 IlpamiBHUKE Binginy € gepxaBHUMHU CIy>KOOBLISIMHU, ITpaBa Ta 000B’SI3KU
AKMX BU3HA4YalOThCs JaKOoHOM Ykpainu «lIpo mepkaBHY ciy)0y» Ta 1X mMocamToBUMHU
IHCTPYKIIISIMH.

1.8 CrtpykTrypa i mtat BTy BU3HAYAIOTHCS IITATHUM pO3mucoM KHiBChKOTro



OKPYXXHOTO  aaMIHICTPaTUBHOTO CyIOy Ta 3aTBEPKYEThCS TepUTOpiasibHUM
ynpaBiiHHAM Jlep>kaBHOI cyzoBoi ammiHicTparlii Ykpainu y KuiBcekifi obmacti 3a
MOTOJIKEHHSIM 3 TOJIOBOIO CYIy.

1.9 Tlono>xeHHS MPo BIIALI MOTOKYETHCS TOJIOBOIO CYIy Ta 3aTBEPKYETHCS
KepiBHUKOM amnapary KuiBchbKOro oKpy»KHOTO aaMiHiCTpaTHBHOTO cyay. [Ipomo3wuiii 3
L1X IIUTaHb MOXXE€ BHOCUTH KEpPiBHULITBO BITY Ta KEPIBHUK arapary Cymay.

1.10 Bigain Mae cBOIO TTe4aTKy.

2. 3aBaaHHs Ta QyHKUIl Biagiay

2.1. OcHOBHUMH 3aBAaHHSIMHU BIJIITY €:

2.1.1. OpranizaniiiHe 3a0e3nedyeHHs] BEACHHS I[PAaBOBOI Ta aHAIITUYHO-
CTaTHUCTUYHOI POOOTH Cymy;

2.1.2. HagaHHS MeTOAMYHOI NOMOMOTH 1HGOpMALIMHOTO Ta opraHizalliiHo-
TEXHIYHOTO XapakTepy IIOoJ0 BeleHHS OOJiKOBO-CTATUCTUYHOI Ta aHAIITHYHO-
CTaTUCTUYHOI pOOOTH CyLy;

2.1.3. Copusiaas cynnsMm KuiBChKOro OKpy>KHOTO aAMiHICTPATHBHOTO CYyAY Y
3IACHEHHI y3arajJbHEHHS CY0BOI MPaKTUKU;

2.2. OyHKIIT BIIUTY:

2.2.1. 3pificHIOE cuUCTeMaTH3allll0 3aKOHOJABCTBA Ta CYNOBOI IPaKTHUKH,
pimens KoncrutyuiitHoro Cyny Ykpainu, o0k Ta 30epiraHHs akTiB 3aKOHOJaBCTBa
Ta CyJ0BOI PAKTUKH;

2.2.2. 3abesmeuye 3/iMCHEHHS IMPaBOBOI €KCHEPTU3U ITOKYMEHTIB (JOBINOK,
iH(bOpMaIliif, MPOEKTIB JOrOBOPIB, HAKa3iB TOLIO);

2.2.3. Oprani3zoBye TpeTeH3iHY 1 MTpaBOBy pOOOTY, MPEACTaBHHUITBO IIO
JIOBIPEHOCTI y BCTAHOBJIEHOMY 3aKOHOJABCTBOM IOPSAKY 1HTepeciB KHiBCbKOTro
OKPY>XHOTO a/IMIHICTPaTHUBHOTO CyIy IiJl Yac PO3TJIsAy MPAaBOBUX ITUTAHB 1 CIIOPIB;

2.2.4. Jlae mpaBOBy OLIHKY IpeTeH3isM, 110 Ipel’ siBIeHl CyLy YU CYIOM Yy
3B’SI3KY 3 MTOPYIIEHHSIM HOTr0 MaifHOBUX ITpaB 1 3aKOHHUX 1HTEPECIB;

2.2.5. 3niiCHIOE OpraHi3allifHO-TeXHIYHI 3aX0/IU 100 BEJeHHS MPeTeH31MHO-
mpaBoBoi poboTu (peecTparlisi, o0Jik, 30epiraHHs Ta BIANpaBKa MPETEeH31HHO-
IPaBOBUX MaTepiaiB);

2.2.6. Oprani3oBye Ta KOHTPOJIIOE pOOOTY 3 BEJIEHHs CyIOBOI CTAaTUCTHUKH, il
aHaJli3y Ta aBTOMaTUYHO1 OOPOOKH;

2.2.7. 3abe3neuye 3MiliCHEHHS KOHTPOJIIO 32 BeJIeHHSIM OOJIIKY CyIOBUX CIIpaB,
BEJICHHSM CYJOBOI CTATHUCTHKH, CBOEYACHUM Ta SIKICHUM CKJIaJaHHSIM CTAaTUCTUYHHUX
3BITIB;

2.2.8. Bene ananmiThyHy po0OOTYy 3 pI3HUX HampsMiB OiSUIBHOCTI POOOTH
BIZIIOBIAHO [0 BHYTPIIIHBOTO PO3IMOMAIITY OOOB’S3KIB MiX IpalliBHHKaMu Binminy,
rotye iHdopmarlliro royioBi cyay Ta KEpiBHMKOBI amapaTy IIpo CTaH L€l poboTwy,
BiJIOBIIHI y3araJbHEHHS Ta MPOITO3HMIIIT III0JI0 MTOKpAaIIeHHs POOOTH;

2.2.9. BuBYae mUTaHHS OpraHi3amiifHOro 3a0e3leyeHHs JiSIBHOCTI Cydy Ta
rOTY€ MPOITO3HUIIT MO0 HOro MOJIMIIIeHHS BiAIOBIIHO O BHYTPIIIHHOIO PO3MOALILY
000B’s3KiB MI’K KOHCYJIbTaHTaMH;

2.2.10. Ilpuitmae ygacTh B OpraHizaiiii BIpOBaJKEHHs [IPOrpaMHO-alapaTHUX
3ac00iB 1 TEXHOJOTIH 300py JaHHX CyIOBOI CTATUCTHKU B OOJIIKOBO-CTATHCTUYHIN

fi



poOOTI y KOMIUIEKCI 3 KOMII'IOTEpH3alll€l0 CyJOYMHCTBA, MiTOBOJCTBA Ta
iHhQOpMaIlIfHO-HOPMATUBHOTO 3a0e3MedeHHs JIsNIBHOCTI CY1y;

2.2.11. 3ale3meuye  JOCTOBIPHICTh, 00’ €KTHBHICTb, OIEPATUBHICTH,
CTabLIbHICTH Ta LUIICHICTh CTATUCTUYHOI iH(pOpMaLlli Tpo podOTY Cyady;

2.2.12. 3abe3neuye cBoevacHe MojaHHs BCix (HOpPM 3BITHOCTI LIOJO0 PO3IIISAY
CIIpaB, CUCTEMAaTHU3AIlI0 Ta MIATOTOBKY aHAJTITHUYHUX OIJISJIB Cy/lOBOI CTAaTUCTHKH 3
PO3TIISILY CYAOM CIIpaB 3a OKPEeMHUMHU KaTeropisiMHU CIIOPiB BIAMOBIAHO 0 JOPYYEHb
Bepxosroro Cyny, IllocToro amemsmifiHoro aamiHicTpaTUBHOTO cyny, JlepskaBHOI
cynoBoi aamiHicTpauii Ykpainu, TeputopiaapHOro ympaBiiHHS JlepxaBHOI Cyq0BOI
aamigicTpamii y KwuiBchkiiéi o0macTi, TOJOBH Cydy, KEpiBHHKa amapary Cydoy Ta
IUTAaHOM POOOTH CYLy.

2.2.13. 3pmiiicHIoe aHamI3 JaHWX CYJOBOI CTAaTUCTHUKM 3 BH3HAYCHHSIM
TEHJCHIIIM JUHAMIKH OCHOBHUX ITOKa3HUKIB CyJOYHNHCTBA,

2.2.14. 3niiicHIOE IMMATOTOBKY CTaTHCTHYHHUX JOBIAOK, i1HbOpMamii ms
BUKOPUCTAHHS 1 AISUIBHOCTI CYLY;

2.2.15. 3abe3neuye riaacHiCTh JaHUX CYJIOBOI CTAaTUCTUKH;

2.2.16. 3piiicHIOE aHAaNli3 CTaHy CYJIOBOI CTATUCTUKH B CYIi 3a MiACyMKaMu
3BITHOTO Iepiofy, po3po0Iisie MPOITO3HUIIii 3 MiABUIIEHHS PIBHS L€l poOOTH;

2.2.17. 3abe3neuye HapaBiIeHHs TOKYMEHTIB (JI0B1IOK, 1H(GOpMAaIliil TOIIO) 32
pe3yabTaTaMy aHaji3iB Ta y3arajbHEeHb MaTepialiB CyJ0BOI IIPaKTUKU BIINOBIIHUM
CYIOBHUM OpraHam;

2.2.18. 3pmificHIOE KOOpAMHAIID POOOTH 3 NUTaHb BEIAEHHS CTaTUCTUKU 3
Bepxosuum Cynowm, llloctuMm amensuiiHuM aJMiHICTPAaTUBHUM CyAOM, Jlep>KaBHOIO
CYIOBOIO aiMiHicTpamielo Ykpaiau, TepuropiadbHUM yIpaBliHHAM Jlep)kaBHOI
cynoBoi aaminicTparii y KuiBebkiit obnacTi;

2.2.19. IlpuiimMae y4acThb y HaJaHHI IMPaKTUYHOI Ta METOAMYHOI JOIIOMOTHU
IpalliBHUKaM arapary Cyay 3 IUTaHb, BiIHECEHUX 10 KOMIIETEeHIII] BIILITY.

2.3. Torye nmoBimku Ta BiAMOBiMHY iH(OpMAalil0 3 NHUTAHb CTATUCTHKUA Ta
y3araibHEHHS CyIOBOI MpakTuku KUIBCBKOTO OKpPY>KHOTO aAMIHICTPATUBHOIO CyIy
BIIIIOBIAHO 70 IJIaHY POOOTH CYLy.

2.4. JIiT0BOJACTBO Yy BiLIiTI BeleThCs BiAMOBIAHO 10 [HCTpyKLii 3 A110BOACTBA
y MICIIEBHX Ta aleJSIMiHHIX cyax YKpaiHu Ta Jep>KaBHUX CTaHAapTiB Y KpalHH.

3. IIpaBa Ta 060B’sI3KH

3.1. OmepXyBaTh y BCTAHOBJIEHOMY IOPSIKY BiJl CTPYKTYpPHMX MHiApO3MALIIB
KuiBCBHKOr0 OKPYXXKHOTO aJMiHICTPaTHMBHOTO CyAy Ta 3a IIOrOJDKEHHSM 3 TOJIOBOKO
Cylly Ta KEpIBHMKOM amapaTy B IHIIMX CYJOBHX OpraHiB, Bifl MOCafOBHX OCI0
BHKOHABYOI BJIagd Ta IIJMOPSAIKOBAHUX IM YCTaHOB JOKYMEHTH 1 Marepiaiy,
HeoOXi Hi [JIg BUKOHAHHS IMOKIaAeHUX Ha BIILT GyHKIIIH;

3.2. BHOCHTH T'OJIOBI CyIy Ta KepiBHHKOBI anapary CyAy NPOIO3UIII 3 ITUTaHb
BIOCKOHAJIEHHS poOoTy Bimainy, miaBuIieHHs eheKTUBHOCTI AISUIBHOCTI CyAYy;

3.3. Bectu nimoBe JHCTyBaHHS 3 Jlep)kaBHOIO CyIOBOKO aJMIHICTPALI€EO
Ykpaiuu, TeputopianbHuM ynpasiinHaM [JlepxaBHoI cy10Boi aaMiHicTpauii Y kpainu
y KuiBchkilt 00xacTi, CyqamMy BUIUX 1HCTaHIIH, IHIIMMU JepKaBHUMU OpraHaMy,
YCTAaHOBAaMH 1 OpraHi3alissMy y MeXax CBO€] KOMIIETEHIIIT;



3.4. Y BCTaHOBIIEHOMY MOPSAKY T'OTYBAaTH 3aIllUTH, KJIOIOTAaHHS, 3BEPHEHHS,
TOILO 3 TMHTaHb, IO CTOCYIOTHCS MISUTBHOCTI amapary CyAy 1 HajlexaTh J0 HOro
TIOBHOBa)XCHD,

3.5. IlpamiBHUMKHM BigAUTy MaloTh MpaBO IMIJBUIILYBaTH KBali(ikalio B
YCTaHOBJIICHOMY 3aKOHOM TIOPSIJIKY;

3.6. MaroTh iHIIl mpaBa HEOOXiTHI JUIsS HAJIEXKHOTO 3/IMCHEHHS MOCTABICHHX
BTy 3aBJaHb 1 QYHKIIIH.

4. HavaabHUK Bigaiiay

4.1. Bignin odYomioe Hada bHUK BTy, SIKAW TpU3HAYAETHCS Ha TIOCATY
KEPIBHUKOM araparty 3a pe3yjbTaTaMi KOHKYpCY Ha 3aMIIeHHs 0Ccaay eP>KaBHOTO
CIIy>)kOOBLISI @00 B iHIIIOMY MOPSIIKY, BCTAHOBJIEHOMY YHMHHUM 3aKOHOJABCTBOM 3
yucia oci0, SKi MarOTh BUIIY OCBITY BIJAMOBIJHOTO HAIPSMKY, HEOOXITHHH JTOCBIiJ
poOOTH Ta BIANOBINAIOTH IHIIMM BHMOTaM, Ilepen0ayeHUM 3aKOHOJABCTBOM i
3BUIBHSIOTHCS 3 IIOCAIU BIAMOBIIHO 10 YUHHOTO 3aKOHO/IaBCTBA.

4.2. HauanbHUK BiIILTY:

4.2.1. 3miicHIOE KEpiBHUIITBO BiiioM, 3abe3redye OpraHizoBaHICTH Ta
37IaTOJDKEHICTh Y POOOTI BiAALTY, PO3TOIiIsse 000B’ I3KH MPAL[iBHUKIB BiIALTY;

4.2.2. 3abe3nedye BCTAaHOBIIEHUH [HCTPYKIIi€IO 3 IJIOBOJICTBA TIOPSIIOK POOOTH
3 TIOKyMEHTaMH y B, HaJlae HeoOXiTHY METOAUYHY JOTIOMOTY;

4.2.3. Hanmae mpomo3wuilii 1o miaHiB poOOTH Cyy Ha BIAOBIIHI TEpiou;

4.2.4. OpraHi3oBye Hapaa¥ 3 IIUTaHb, 110 HaJleXaTh 1O KOMIIETeHLIT BIAALTY;

4.2.5. 3abe3medye BeIeHHS 3BITHO — OOJIIKOBOI MOKyMEHTalli, MiArOTOBKY
CTATHCTUYHOI 3BITHOCTI 3 Cy/I0BOI CTATUCTUKU Ta y3araJlbHEHHS CyJI0BOI IPaKTUKH;

4.2.6. Posrnmsamae marepianu Ta TOTye MPOIMO3UIIL IIOJ0 3a0XOYEeHHS Ta
HAropoJKEHHS MPaIliBHUKIB BIIILLY;

4.2.7. Bizye TOKyMEHTH B MeXaX CBO€l KOMIIETEHIIl];

4.2.8. Koopouaye po6oOTy Bimmily 3 IHIIUMU CTPYKTYPHUMH MIAPO3IITaMH
CYRY;

4.2.9. Oprani3oBye CKJIalaHHi Ta 00p0oOKy CTaTUCTUYHUX 3BITIB PO poOOTY
cyny, 3a0e3medye MOOCTOBIpHICTH iH(opMmallii Ta CBO€YacHE IMOJAHHS BCIX (QopMm
3BITIB;

4.2.10. OpranizoBye Ta 3[IIHCHIOE MIATOTOBKY CTaTUCTHUYHUX TaOJMIb,
JOBiOK, iHGOpMAIil IS BUKOPUCTaHHS B JMISUTBHOCTI Cydy, Ha OINEpaTUBHUX
Hapajax Ta Ha 3BEpPHEHHS IHIIUX BIJIOMCTB;

4.2.11. IIpoBOOUTh aHaTi3 CTaHy CyIOBOI CTATHUCTHKHU B CYyJl 3@ MiACYMKaMHU
KOXKHOTO 3BITHOTO IEepiofy, 3IiACHIOE pO3pOOKY MPOMO3UIIHM 3 MiABUILEHHS PIBHS
1i€i podoTH;

4.2.12.3a mOTOKEHHSIM 3 TOJIOBOIO Cy/y Ta KePIBHUKOM arapary KOOpPAUHYE
po6OTy 3 MUTaHb BEJCHHS CTATUCTUKH Ta y3arajlbHEHHS CyI0BOI MPAKTUKU 3 CyJaMH
arnessILifHol Ta KacalliHOI 1IHCTaHIIIH;

4.2.13. 3abe3neuye 3OIMCHEHHS Yy3arajbHEHHs [IPAaKTUKU 3aCTOCYBaHH:
3aKOHOJABCTBA ITi/1 YaC BUPILIECHHS aAMIHICTPAaTUBHUX CIIPAB;

4.2.14. 3abesneduye 3miMCHEHHS CHUCTEMAaTH3allii 3aKOHOAABCTBA Ta CyHOBOIL
IIPaKTUKX, OOJiK Ta 30epiraHHs akxTiB 3aKOHOJABCTBA Ta CYJOBOI INPaKTHKH,



iHpOpMyBaHHS CyIiB PO 3MiHM B YMHHOMY 3aKOHOJABCTBI YKpaiHU Ta CyIOBIH
IPaKTHILl CYyJJOBUX OpPTraHiB BUIIIOTO PiBHS.

5. BignoBigaJgbHICTh

5.1. HawanpHMK BiAAUly Hece BIANOBIAATBHICTG 32 HEBUKOHAaHHS Ta
HeHaJleXkKHe 3IIHCHEHHS IMOKJIaIeHWX Ha BIAAUI 3aBJaHb 1 BHU3HAYEHHX IIUM
[TonoxeHHsM GYHKIH, MOPYIIEHHS HOPM €THKU JEepPXKaBHOTO CIIYXKOOBIS Ta
0OMeXeHb, TIOB’I3aHUX 3 MPUHHATTSIM Ha Jep>KaBHY CIIy>KO0y Ta ii MpOXOKeHHS,

5.2. HavanpHuK BiIiTy, HOTO 3aCTYIMHHUK Ta MPaliBHUKHU BIJJIUTY IPaBOBOI,
aHATITUYHO — CTATUCTUYHOI POOOTH Ta y3arajJlbHeHHsSI CyJIOBOI MPakTHKHA KHIBCEKOTO
OKpPY>XHOTO aIMIHICTpATUBHOIO CyJIy € I[IOCaJOBUMHU ocobamu, SIKi HeCyTh
BIJITOBINANIBHICTD, 3TIIHO 3 YMHHUM 3aKOHOJABCTBOM YKpaiHM 3a HEBHKOHAHHS Ta
HeHaJle)KHe BUKOHAHHS ITOKJIaJeHUX Ha HUX 000B’SI3KiB.



