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MNOCAAOBA IHCTPYKIIA
TOJIOBHOTO CHEIIaNIiCTa CEKTOPY KaJpOBOro 3a0e3MeueHHs Ta 3 HUTaHb Haropos
BIJIIUTY OpraHi3aiiifHol Ta KaApoBOi poOOTH MICHKOI paau

1. 3araibHi M0JI0KeHHS

1.1.T'onoBHUY criemiaiicT BIANOBiA€E 3a KaJApoBYy poOOTy Ta TOTPUMAHHS
3aKOHO/IaBCTBA MPO CIIy>KO0y B OpraHax MiCLIEBOTO CAMOBPSIyBaHHS Y BUKOHABYMX
opraHax MiCbKO1 paJiu.

1.2.1lpu3HavaeTbcss HaA TMOCAAy PO3MOPSIHKEHHSIM MICBKOTO TOJIOBH 32
pe3yibTaTaMu KOHKYPCY 4YM 3a IHIIOK0 MPOLEAypolo, Mepen0adyeHor) YWHHUM
3aKOHOJJABCTBOM YKpaiHU. 3BUIBHIETHCS 3 MOCAAN PO3MOPSIHKEHHSIM MICHKOTO
T'OJIOBH 3T1HO YUHHOTO 3aKOHOaBCTBA.

1.3.KBamidikaIiiiHi BHMOTH: BHIa OCBITa BIAMOBIAHOTO IpodeciitHOro
CIpsIMyBaHHS 32 OCBITHbO-KBaMI(PIKAIMHUM PIBHEM CHEIlialicTa, MaricTpa, cTax
JiepKaBHOI CIy>K0U (CIIy»0Hu B OpraHax MICIIEBOTO CAaMOBPSAyBaHHS) HE MeHIle |
POKY a00 MPaKTUYHUN JOCB1JT pOOOTHU HE MEHIIIE 2 POKIB.

1.4 1linmopsiAKOBaHUH 3aBiAyBady CEKTOPY Ta HAUAJIBHUKY BIJJILTY.

1.5.Ha wyac TUMYacoBOi BIJICYTHOCTI TOJIOBHOTO CII€IlialiCTa CEKTOpYy
BUKOHY€ HOro 00O0B'A3KH.

1.6. IloBuHeH 3HaTH:

- Koncrurytito Ykpainu;

- 3aKOHOJ[aBYl Ta HOPMATHBHI JIOKYMEHTH IIOJAO CIYyKOM B oOpraHax
MICIIEBOTO CAMOBpSTyBaHHs, KaJIpoBOi poOOTH Ta MisNIBHOCTI MICHKO1 pajiu;

- MPAKTHUKY 3aCTOCYBAHHS 3aKOHOJABCTBA 3 KAJIPOBUX MUTAHb;

- TopAnoK odOopMIICHHS, TPUUHATTS, TEpPEeBEJCHHS Ta 3BUILHECHHS
MpaIliBHUKIB;

- Opraizaliito nMpoBeJACHHS aTecTallil KaapiB;

- MOPSAJOK BEIEHHsA, 00JIIKY Ta 30epiraHHs ocoOOBHUX CIpaB Ta TPYIOBUX
KHIDKOK;

- TIOPSAJIOK CKJIaJaHHS 3BITHOCTI;

- IOPSAAOK O(POPMIIEHHS IEHCIHHUX CIIpPaB;

- TPYZI0BE 3aKOHOJIaBCTBO;

- IpaBUJIa AIOBOTO €TUKETY;

- OCHOBHI TPUHIMIKA POOOTH HAa KOMITHOTEpl Ta BIAMOBIIHI MPOTrPaMHi
3aco0u.

2. 3aBaaHHs Ta 000B’A3KH
2.1.3a nopyuyeHHSIM HayallbHUKA BIIJUTY, TOTYE HPOEKTHU PO3MOPSIKEHb
MICBKOTO TOJIOBH 3 0COOOBOTO CKJIA/Iy Ta MPO BIAPS>KCHHS.



2.2.3aiiicHIoe 00J11K poO0YOro yacy mpaliiBHUKIB BIAAUTIB 10 3a0€3MEUCHHIO
TSTTEHOCTI BUKOHABUMX OPTaHIB PaJIH.

2.3.0gopmitoe  TOCBIMYEHHS  OpO  BIAPSIKEHHA  Ta  JIUCTKU
HEMNpale31aTHOCTI MPAIiBHUKIB amnapaTy MICbKOi pajau Ta BIAIALIIB (CEKTOPIB) MO
3a0€3MeYeHHIO MIsITbHOCTI BUKOHABUMX OPTaHiB pajiu.

2.4.3nilicHIOE BEJICHHS 0COOOBHUX CIPaB Ta TPYAOBHUX KHIDKOK IPAIliBHUKIB
BIJUTLJTIB TI0 3a0€3MEUEHHIO TISTTbHOCTI BUKOHABUMX OPTaHIiB PaJIH.

2.5.0¢dopmitoe TOKyMEHTH Tpo NpuiHATTA [lpucarn npu OpuilHATTI Ha
ci1yk0y y BUKOHaBY1 opraHu KoHOTOICHKOT MICBKO1 paJiu.

2.6.0dopmittoe JOKYMEHTH TIPO MPUCBOEHHS PAHTIB MpalliBHUKAM BII1IIB
1o 3a0e3MeYeHHIO AISUTbHOCTI BUKOHABYMX OpPraHiB pajiu, BHOCUTH MPO 1€ 3aluCcH
JI0 TPYJIOBUX KHUKOK.

2.7.311ACHIOE KOHTPOJIb 32 BCTAHOBJICHHSIM HAaJI0ABOK 3a BHUCIYTY POKIB Ta
MPUCBOEHHSM pAHTIB TpalliBHUKAM BIIIUIIB 1O 3a0€3MEeUeHHI0 JisSTIbHOCTI
BUKOHABYHX OpPTaHIB PaIy.

2.8.0¢gopmitoe Ta BHAAE CIYyKOOBI TOCBITYEHHS IMOCAIOBUM o0co0aM
MICBKOI paju.

2.9.3a mopy4eHHsIM 3aBiyBaua BiJIlTy TOTY€E BIAMOBI/II HA JIUCTH, TOBIIKH 3
MicIisi pOOOTH, TIPO CTaX CIYKOWM B OpraHax MiICIIEBOTO CaMOBpPSIyBaHHS, PO
paHr.

2.10.T'orye mnomanns no ymnpasiuinHs Ilenciiinoro ¢ouay VYkpainu B
M.KoHoTOM Mpo mpencTaBiieHHs JO MPU3HAYEHHS TMEHCIT 32 BIKOM IpalliBHUKaM
amapary Ta BiIJIUIIB (CEKTOPIB) MO 3a0€3MEUYeHHIO JISTIbHOCTI BUKOHABYMX OPTaHiB
paau.

2.11.Hamae meTonuuyHy JOMOMOTY B OpraHizaiii cTaxyBaHHS (axiBIIB Y
BJIJIIJIaX I10 3a0€3MEUYCHHIO AiSTIbHOCTI BUKOHABYMX OPraHiB pajy Ta CaMOCTIMHUX
BIJIJIIJIaX MICBKOI paju.

2.12.3a0e3mneuye oOCIyroByBaHHSl JIOKanbHOI cucteMu «KapTka» eaumHOi
JIepKaBHOI KOMIT I0TepHOi cuctemu «Kaapu» B MeKax BB MO 3a0€3MEUCHHIO
JISJTBHOCT1 BUKOHABYUX OpPraHiB pajiy.

2.13.IlpoBoanth poOOTY 13 QopMyBaHHS 3aMOBJIEHHS Ha TMIiATOTOBKY
MarictpiB aep:kaBHoro ympaiiHHsS B HAJIY npu Ilpe3upenroBi Ykpainu ta ii
XapKiBCbKOMY PEriOHaJbHOMY 1HCTUTYTI Ha 3a04Hiil 1 JeHHIA (opMax HaBYaHHS
Ta IHIIMX Y4O00BUX 3aKJIaJlax, 10 TOTYIOTh MariCTpiB IEPKABHOTO YIPABIIIHHS.

2.14.3abe3meuye oprasizaiiro MPOBEJACHHS IIOPIYHOI OIIHKM BUKOHAHHS
IIOCaJOBUMH 0CO0aMHU MICHKOI pajiy TTOKJIaeHUX Ha HUX 3aBAaHb Ta 000B’SI3KIB.

2.15.Totye wmarepianu 100 MIATOTOBKM Ta TMPOBEJACHHS 3aciaHb
aTecTaIliitHo1 KoMicii MiCbKOi panu, 3abe3nedye HaexHe 0hOpMIICHHS MaTepialliB
KOMICIi.

2.16.3ailicHIOE  METOAMYHY Ta OpraHizamiiiHy poOoTy MI0oA0 TOAaHHS
MOCaJIOBUMH 0COOaMHM BIJIJIUIIB 1O 3a0€3MEUEHHIO TIsJIBHOCTI BUKOHABUMX OPTaHiB
paau e-aeKiapaliii mpo J0X0Iu.

2.17.Cxnagae rpadikd BIAMYCTOK MPALiBHUKIB BIAJUIIB MO 3a0€3MEYEHHIO
JISUIBHOCTI BUKOHABUMX OPraHiB paad Ta 3IIACHIOE KOHTPOJIbh 3a HaJaHHSAM
BIJITYCTOK 3TiAHO rpadiky;



2.18.3abe3meuye MiArOTOBKY Ta MOJAHHS 10 YIPaBJIHHS CTaTUCTHKU 3BITY
Ipo KUIBKICHUM Ta SIKICHUH CKJIaJ AepKaBHUX CIY>KOOBIIIB Ta MOCATOBUX OCIO
MICIIEBOTO CAMOBPSITyBaHHS, K1 3aiMalOTh MOCAI KEPIBHHUKIB Ta CIICIIAJICTIB.

2.19.3a0e3neuye MiArOTOBKY Ta MOJAHHA 0 YIPABIIHHSA CTaTUCTHKHU 3BITY
PO KITBKICTh MPAaliBHUKIB, IXHIM AKICHHUH CcKlaj Ta mpodeciine HaBYaHHS.

2.20.3a nopyuyeHHSIM HavalbHUKA BIJAUTY TOTYy€E 1H(POPMAIIO PO HasIBHI Yy
MICBKIH paji BakaHCii.

2.21.Hanae METOIUYHY JIOMIOMOTY CaMOCTIMHHMM BiJyIiiaM Ta YNpaBIiHHAM
MICBKOI pajiy 010 BEICHHS KaJApOBOT0 A1JI0BOJICTBA.

2.22.Y3arajpbHIO€ CIIUCKH TOCAJ0BUX OCI0, SIKI JOCSITHYTH MPOTSATOM POKY
I'PAaHUYHOTO BIKY MepeOyBaHHs Ha CTy>k01 B opraHax MiCIIEBOTO CAMOBPSITyBaHHS.

2.23.3abe3rneuye BUCBITIICHHS B razeri «KOHOTOICHKUI Kpail» OroyionieHb
PO KOHKYPC Ha 3aMIIeHHs BaKaHTHUX TOcaj Y MICBKIH pajii.

2.24 3niiicHioe BUjayy OJaHKIB Ta MPUMOM JOKYMEHTIB JUJIi y4acTi B
KOHKYpC1, 3aBIpsie KOIli 0COOOBUX JOKYMEHTIB, SIKI MOJAIOTHCA MJs y4acTl y
KOHKYpC1 Ta JOKYMEHTIB, 110 30€piratoThCs B OCOOOBUX CITpaBax IMpalliBHUKIB
MICBKOI paju.

2.25.3aBipsie Komii Ta TOTY€ BHUTATH 3 PO3MOPSKEHb MICHKOTO TOJIOBH 3
0CO0O0BOr0 CKJIaay AJI CAMOCTIMHUX BIJUIIB Ta YIPaBIiHb MICHKOI pajy.

2.26.3a0e3meuye cKkiIagaHHs Ta MOJAHHS 3BITIB 10 MiCBKPallOHHOTO IIEHTPY
3aHATOCTI HACEJIEHHS PO BaKaHCIi Ta PO MPUNHATUX MPAIIBHUKIB,

2.27.31iiCHIOE MOHITOPUHT IIOJI0 OHOBJICHHS HOPMAaTHBHO-TIPABOBOI 0a3w,
SKa CTOCYETHCS AISUTBHOCTI BUIJILTY Y PO3pi31 MOKIaACHUX 000B’A3KIB.

3. IIpaBa

["omoBHMIA cHIeIiaIiCT Ma€e MPaBo:

- MPEACTaBJIATH, 3a JOPYUYEHHSIM KEPIBHUIITBA, BUKOHABYI OPTaHH MiChKOT
pajy Ha MiANPUEMCTBAX, B YCTAHOBAX Ta OpraHizailisix 3 MUTaHb, 0 BXOJSTh IO
KOMIMETEHIIIT BIATY;

- Oparu y4acTb y TN€peBIpKax BUKOHABUMX OPraHiB MICBKOI pajy,
NIJIPUEMCTB, YCTAaHOB Ta OpraHizamiil 3rifHO 3 YMHHUM 3aKOHOAABCTBOM 3
MUTaHb, 10 CTOCYIOTHCS KaJIpOBOi pOOOTH;

- Opatu y4yactb B poOOTI Hapaj 3 MHUTaHb, IO BIAHOCITHCA O HOTO
KOMIIETEHIIIT;

- OTpPUMYBAaTH BiJi BHUKOHABYMX OpraHiB MIChKOI paau 1HOpMAIIiO
HEOOX1HY I BAKOHAHHSI TOKJIaJICHUX Ha BiJIUT 3aBAaHb;

- BHOCHUTH TIPOIO3HIIii KEPIBHUIITBY 010 MOIMIIICHHS pOOOTH BUKOHABUUX
OpraHiB MICBHKOI pajiy 3 MUTaHb KaJPOBOI pOOOTH.

4. BianoBigaJbHICTD

["osoBHUI criemiaicT Hece BIAMOBIAAJILHICTE 32 HESKICHE Ta HECBOCYACHE
BHKOHAHHS  IOCAJOBUX 3aBJaHb Ta  OOOB’S3KIB, OC3IISAIBHICTE  abo
HEBUKOPUCTAHHS HAJaHUX HOMYy IIpaB, MOPYIIEHHS HOPM €THUKH TOBEIIHKHU
MOCajoBOi OCOOM MICIIEBOTO CaMOBpsIAYBaHHA Ta OOMEXKEHb, IIOB’S3aHUX 3
OPUMHATTAM Ha CciaykO0y B OpraHd MICIIEBOTO CAMOBpSIyBaHHS Ta i



IPOXOJKEHHSAM, TOTPUMAaHHS YUHHOTO 3aKOHOJABCTBA 3 MUTaHb KaJIpoBoi poOoTH
Ta CIIy>kOM B OpraHax MICII€BOTO CaMOBPSIIyBaHHSI.

5. B3aemoBinHocuHU (3B’SI3KM) 32 MOCAT010

['onoBHUIT cHemiamicT CEeKTOpy KaapoBOro 3abe3nedeHHs Ta 3 NHUTaHb
HAropoJI:

5.1.0mepxye B YCTAaHOBJICHOMY TOPSJIKY Ta Yy BH3HAU€HI TEPMIHU
iH(opMallito BiJl YIIpaBiliHb, BIAJIUIB, CEKTOPIB MICBKOI paju, JepKaBHUX OpraHiB
BUKOHABYOI BJIaJM, MIAMPUEMCTB, YCTAaHOB, OpraHi3alliii, TpOMaJICbKUX 00'eTHaHb
MicTa HEOOX1IHY JIJIsI BUKOHAHHS MOKJIQIeHUX Ha BIIJIUI 3aB/IaHb Ta 000B’ SI3KIB,;

5.2.T'0oTye nng HaJaHHS B YCTAHOBJICHI TEpMiHU 1H(OpMAII0 MICBKOMY
rOJIOBI MPO pealti3alliio ASp>KaBHOI MOJITHKU IIOAO0 CIY>XKOM B OpraHax MiCIIEBOTO
CaMOBpSsITyBaHHS;

5.3.Ilorojikye 3 Ha4YaJIbHUKOM BIIJIUTY Ta 3aBiJlyBauyeM CEKTOPY MPOCKTH
JIOKYMEHTIB, 5Kl TOTy€ B MEKaX CBOiX 3aBJaHb 1 000B’SI3KIB;

5.4.B3aemojie 3 BIIAIaMH, YNPAaBIIHHAMH, CEKTOpPAMH MICBKOI paju,
Jep)KaBHUMHU OpraHaMd BHUKOHABYOi BIIAJH, MiAMPUEMCTBAMH, YCTAaHOBAMH Ta
OpraHizaiisiMud MiCTa, TPOMaJICbKUMH 00'€ JTHAHHSAMH 3 MUTaHb, 1[0 HAJIEKATh [0
KOMIETEHIIIT BIJILTY.

[TOT'O/I?’KEHO:
Kepyrounii cnpaBaMy BUKOHKOMY B.I.Ipoubkuit

HavanpHuK BiIiTy opraHi3aiiiHoi
Ta KaJIpoBOi poOOTH MICBKOI paju H.A . Apemenko

O3HAMOMIJIEHUI(A) TA ITIPUMIMAIO JTO BUKOHAHHS:
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