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3ACTYIHHK MICHKOI'O I'O/IOBH -
CEKPETAP KHiBCbKOI MICBKOI PAIN

PO3IMOPAA/REHHA

2109 041 N ZAH

ITpo 3aTBepasenns IlosioxenHs] IPO
BifiJ opranizaniiHO-MeTOAHYHOIO
3aGe3nedeHHs JiILHOCTI IeyTaTiB
KuiBchKkol MichbKOI paaH cekperapiaTy
KuiBcepKkol MicbKOI paan

e

Ha BukoHanHs pimenss Kuiscbkol Micekoi pamw Bix 11 mororo 2021 POKy
No 7/48 «ITpo 3aTBEpIUKEHHS CTPYKTYPH Ta 3arajibHOi gUCeNBHOCTI CeKpeTapiaTy
KuiBCcEKOT MiCHKOT paji» Ta IIyHKTy 5 PO3IOPSKEHHS 3aCTyIHAKA MiCKOTO IOJIOBH
- cexperaps Kuiscskoi Micekol pau Bin 23 6epesrst 2021 poxy Ne 52 «IIpo cTpyKTYpY
cexperapiaTy KuiBcbkol MiCBKOI paim»:

1. 3arsepmute IlomoXkeHHS  IIPO B1 I opraHisauiﬁHo METOOUIHOTO
3a6esnederns misubHOCTI nenyTaTiB Kuiscpkoi MicKoi paju cexperapiaTy KuiBcekof
MiCBKOI pajiy, Mo JOJacThCA.

2. BusHaTH TakuM, IO BTPATHJIO YHHHICTh, DPO3MOPSDKEHHS 3acTyIHHKa
MiCBKOTO TONOBH - cekperaps KuiBcbkoi Micekol pamu Bif 22 OepesHd 2019 poxy
Ne 22 «[Ipo 3aTBepIKEHHs MOJOXKEHHS IPO BiMiN IO poboTi 3 JeryTraTaMu

cexpeTapiaTy KuiBchKoi MiCEKOI palld» sy o .

3aCTYIIHUK MiCBKOTO TOJIOBH -

cexperap KuiBchkoi MiCbKOI p ~ Bomogumup BOHIAPEHKO
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Ipo Bingia opraxizamiiao-MeToAATHOTO 3afe3nedeHHs
nisuibHOCTi pemyTaTis KuiBcpkoi Mickkol pand
cexperapiaty Kaiscpkoi MicbKol paad

1. 3arajpHi ToJ0MeHHA

1.1. TlomoxeHHS WO Bimmil Oprami3ani#HO-METONITHOTO 3a0e3meUCHE
mismerocT memyTaTis KuiBchKol MiCBKOL pany cexperapiary KuiBcsKoi MicsKOl pany
(maui - TTonoKeHEs) BE3HAYAE OCHOBH] 3aBMAHI, hy=xil, mpasa i BIIIOBIMANBHICTE
BiIIIIY Oprafi3amifHo-MeTONIIHOTO 3a6earegeH s QiSIbHOCT] AeIyTaTiB Kuiscekol
micekoi pamu (rami - Bimmii).

1.2. Bimmin  oprami3amifEO-METONWIHOIO 3a6esnedeEHS  OLTIBHOCT
mermyTaris KuiBcpxoi MiCBKOI pamd 3a6esmedye BEKOHAHHS (GYHKIZ 1 3aBIasb
BiMTOBIIHO /10 IHOTO TIOTOMKEHES.

1.3, Bimgmr € CTPYKTYypHEM IIIpOSILIOM cexperapiary KaiBcbKoi MiceKol
pad, MI3BITHEM i HiIKOHTPOTBEMM 3aCTyIHHKY MICBKOTO TOJIOBH — CEKpETapro
KuiBcekoi MichKOI pajH, CIPSMOBYETBCS 1 KOOPHHHYETBCA KepyIOIHM CIIpaBaMé
cexperapiaty Kuicekoi MiCEKOL pasiy.

1.4. TlonoKeHHS TpO Bimmim, TocamoBi IHCTPYKINI IpariBHUKIB BiAOLTY
3aTBEPIUKYIOTECS. 3aCTYIHAKOM MiCHKOrO IOJOBH - CCKPETAPEM Kutpcpkoi MiCHKOT
pang.

1.5. Bimggin y cBoiff iATBEHOCTI KEPYETHO KoncruTymielo YKpaidy,
saxoHaMy YKpainu, ykazamu [IpesuneHTa Vxpaies, T0CTaHOBAMHA Bepxosroi Panu
VxpaiHy, MOCTAHOBAME Ta PO3MOPSIDKCHEAME Ka6imery MimicTpis YKpaiHd,
pimerasvy KuiBcpkoi MicbKOl pajid, PeramMenToM KuiBcpkoi MiCBKOI Dajd,
posmopsimxeHHavMEA KriBCEKOTO MiCBKOTO TOJIOBE Ta 3aCTYITHHKA MiCBKOI'0 TOJIOBH -
cexpeTaps KuiBcpkoi MichKOI pajid, TIoTOXKeHHAM TIPO CeKpeTapiaT Kuiscekol
MiCBKOI paIy Ta I¥M IIOTIOXKECHHAM.

1.6, Vci IpamiBHUKE BiAAiny IPHSHAIAIOTECA Ha IOCALy i 3BLIBHSIOTECT 3
TIOCA/IA B YCTAHOBICHOMY TTOPAIKY.



17. 3miEm 1 gomoBHEHHS OO LOBOI0  IOJOXEHHA PO3POOIAIOTECS
Haga BHAKOM BiIIiTy Ta 3aTBEDIUKYIOTECS PO3LOPAIKCHEAM 3aCTyIIHHKA MICBEKOTO
TOJIOBH - cekpeTapeM KuiBCsKOi MiCEKOI pajH.

2. 3aBaaHHA

3ificHEHHS Opragi3aniiHO-MeTOIUIHOTO, KOMyHiKami#Hor0, iHhOpMaIiHHOTO,
AHATITITHOTO, JOKYMEHTAILHOTO 3a0e3NedeH s msmsEocTi memyraris Kumiscekoi
MiCEKOT pafH, nemyTatis Kuiscskol MicEKOT pafm — WIEHIB NEIyTaTCHKHX dbpaxmii
Kuiscpkol MichKOI pajd.

3. @yaxrmil

OcEOBHEMHE (GYHKILIMZ BIIILTY €:

3.]. D3piffcEemEs opramisamifEoro Ta  KOHCYIBTATABHO-METO/HTHOTO
3a6esmeueHHs TisbHEOCTI nemyTaTis KuiBcpKoi MicBKOL pajid.

3.2. CopusEEs y B3aeMoZnil Ta KOMyHIKAIil /CIyTaTCBKUX paxii
Kuiscsxol Micekoi pame (mami — HEIyTaTChKEX dpakmiit) 31 CTPYKTYPHAMH
mimposminamm  cexperapiaty —KuiBcbKol Micekol pamE Ta CIPYKTypHUMH

mingposzinaMz BEKOHaBIOro oprady KuiBCHKOI vicskoi pamm (KuiBebkoi micBKOI

mepkaBHOI amMiricTpamii).
3.3. HampamoBamHs Ta IIATOTOBKA Pa3soM 3 JCIYTaTCHRAMHE b paxIiaMH,
nocTitmuyz xomicismm KuiBcpkoi MICBKOI pamd IIPOEXTIB miagiB-rpadikis

cemimapiB, CTaXyBaEp 34 Y9acTIO JIEIyTaTiB KuiBcbkoi MickKOI pamd, Ta
3aTBEpIKEHHES IX CTUTEHO 3 BimimoM mo poboTi 3 HMEPCOHANOM i YpapmiHHEIM 3
[TATaNs PO3BHETKY MeXamismiB mpsmoi memoxparii, PETiOHAIBEHOIO Ta MIKHAPOIHOIO
criBpobiTaEITEa Y chepl pO3BATKY MiCIIEBOTO CaMOBPSYBAHHAL.

3.4,  OpramizoBye IATOTOBKY 3aCimaHb IEIMyTaTChKAX (paxiilf, 30kpema:

e TOTye IPOEKTH IOPAMKIB JACHHUX sacimaEp OeIMyTaTCHKEX (pakmii,
JTOBOITS 1X [0 BiOMa WIEHIB TEeMyTaTChKAX (paxmil;

o 3alesmeuye memyraris KriBchKoi MiCBKOI pamd — gIeHiB JEIyTaTChKuX
bpaxmiit Marepianamy, HEOOXimHMME IIA DPOSTILILY BHHECCHMX Ha
3aCimaHHT NeIyTaTCEKAX (QpaKIlili HTaHb;

e Bese IPOTOKONHE 3aCilaHb MAeIyTaTCBKHX bpexmi Ta 3abe3neTye
I TOTOBKY IPOEKTIB I pilleHs;

e y3ErajbHIOE 3ayBaXKEHHA 1 IPOMO3HIil, BHCIIOBJIEHI Ha 3acimamHmsix
EIyTaTChKAX (QpaKilil, 37iHCHIOE KOHTPOIE 38 BEKOHAHFIM IPAAHATHX
Ha 3aCiIanHsxX pileHs;

e (OpMye IPOMIO3MIIT IO IPOEKTIB POKIALY sacimans T1oroKyBaHOl paid
nemyrarchkux $pakuii KuiBcsroi MICEKOL par.



3.5. 3a JopydYeHHIM KepiBHMITBA ASHyTATCHKHX dpaxmilt ToTye aEATITHIEL
MaTepiad, Ta TOoIepelHi BACHOBKA MO0 poexTiB pimrers KaiBcpkol MICEKOL pany
Ta IEOMX JOKYMEHTIB, IO MAIOTh PO3IIIAAATHCI Ha BimmosimHOMYy ILIEHAPHOMY
sacimammi KuiBcekol MiceKol pamd, Hamae Opramizamifay HOMOMOTY ACHIyTaTCEKAM
bpaxmiaM y MiATOTOBII IIPOEKTIB PIMICHB KuiBcpKol MICBKOI pamiH.

3.6. Benesms o6miky memytaTiB Kuiscskoi MiCBKOI paj, K1 BXOIATE Z0
CKITay NeIyTaTChKuX QpaKmii.

37. HamagEs MeTomugHO! Ta OpraHisalifHOi NONOMOTH [eMyTATCHKHM
(dpaxmism py IPOBENEHH! HAMH HAYKOBO-IPaKTATHHX KOH(bepeHITil, ceMiHapiB,
KKPYTIHX CTONIBY, IHIIAX 38X0/1B.

38, Vuacts (3a IOTOMKEHEIM 3 KePIBHMITBOM JCIyTaTCHKHX dhpaxuii)
IpaIliBHAKIB BTy y 3aCiTaHEsiX IeIyTaTChKuX (hpaxii.

3.9. Bexenss IioOBOICTBA, 3a0€3mETCHHEA TOKyMEHTO0GO6ITy [OB’I3aHOTO 3
MSTEHICTIO BimiIy Ta IeIyTaTChKHX paxmi¥f, BIAUOBIMHO O 3aKOHOKABCTEA
Vkpaiun, B iH(popMmﬁHo-TeneKOMyﬂiKaniﬁﬁiﬁ crcreMi «EmuEm iEGOpMaitHAS
IPOCTIp TepHETOpiaibHOl IPOMajH MiCTa Kmepa» ma 0a3l cucTeME EISKTPOHHOIO
noxymerToobiry «ACKOD» y cexpeTapiati KuiBcskoi MiCEKOI paiH (mam — CEJL
ACKO).

3.10. CxiagasHs HOMEHKIATYPH CTpaB Bimmimy, 3a0e3medeH s KORTPOIo 3a
IIPaBHILHICTIO T8 CBOEIACHICTIO GopMyBaHHES, OQOPMICHHEL i 36epiragms CIpas, IO
iUTSTaI0TE 3191 B apXiB.

3.11. Hamages METOOWIHOI Ta oprafizaniifgol OIOMOIH IEIyTaTChKAM
dpaxmisiM, 3 METOK CHPHAHHL Y poBoTi TEMIAcOBAX KOHTPOIBHEX KoMiCi#
KuiBcpkoi MicBKOI pad.

3.12. HamosHeHHS Ta KOHTPOIb 324 JOCTOBIPHICTIO indopmamnii pPO3MLITY:
«Jlerryrara KuiBcpkoi MiCBKOI pajm» Ha oimifEOMY BeG-caiti KuiBCBKOI MiCBKOL
pau.

3.13. VuacTs y po3po0ii IMpOEKTiB HOPMATHBHO-IPABOBHX axTiB.

3.14. 3pificEemmEs iEMMX GQYBKOIA, BINTIOBIHO [0 3aBlaHb, BH3HAHCHMX
PernamenToM KuiBcskol MicsKoi paid Ta MOIOKCHHEAM IIPO cexperapiar Kuiscsoi
MiCBKOI paid.

4. Ilpasa

4.1, 3a mopydeHHSM 3aCTyIHAKa MICBKOTO TONOBH - cexperaps KuiBCBKOI
MiCEKOT pajiE 3aTy<aTyd CHeIianicTiB IHmmX CTPyKTYPHIX mimpo3alTiB ceKpeTapiary
Kuiscekol MiCBKOI pafy Ta BEKOHABYIOIO OpPTaHy KwuiBcokoi Micskoi pamz (KuiBcsKOi
MichKkol mepxaBmOi amMimicTpamil) AmA POSNIALY IATAHE, mo Hamexarb M0
KOMIIETEHI BiAILIY.



4.2. OpepXyBaTH B YCTaHOBICHOMY IIOPSIKY Bl IHMHMX CTPYKTYPHHEX
migposmims cexperapiary Kuiscpxol MicBKOI pand Ta BHKOHABHOIO opragy
Kuiscpkol micskol pams (KuiBcpkoi Michkoi HepikaBHOL aaMiHICTpamil), OpraHiB
MICIIEBOr0 CAMOBDSJIYBAHES, IIIIPEEMCTB, YCTAHOB I opragizamii iEGOpPMALIIO,
IOKyMeHTH Ta iHmi Marepiaimd, HeoOximHl If BAKOHAHHS IIOKIAICHHX Ha Bimmin
3aBJ[aHb B IependadgerHwil CTPOK.

43. Bparz yuacTs y HapaiaX, y poboTi pobowuxX TIpym Ta CKIHKATH B
YCTaHOBIEHOMY [OPSAKY HapaId 3 IUTaHb, 0 HANEXKATH 110 KOMTIETEHIIT BIILIY.

4.4, HapasaTz po3’SCHEHHS Ta PEKOMEHJAIIl 3 IHTaHb, N0 HANCKATH 10

KOMIIETEHIIT Bifaimy.
5. HayanbHHK Bimgiry:

5.1. DBimgin odYomoe HaYANBHEK, SKAM I[[PH3HAYACTRCS Ha IOCATy Ta
3BLIBHSIETHCS 3 HOCAIH ¥ BCTAHOBIEHOMY ITOPATIKY.

Ha mocany HadabHHKA BLIIITY IPU3HAYAETHCS ocoba 3 BHIIOK OCBITOIO 32
ocBiTHEO-KBaTiixamifHuM piBEEM MaricTpa a60 cremiaicTa, BUTGHAM BOJOIIHHEIM
IEpIKaBHOIO MOBOK 1 CTaXeM poborr Ha ciyx0i B OpraHax MiCI[EBOTO
CaMOBpSIyBaHHES, Ha I0CaJaX IepaBHol ciyx6z 260 focBinoM poboTH Ha KEpiBHAX
Iocaax MiIpAEMCTB, YOTaHOB Ta Opramizaill He3alexHO Bix hopMu BIACHOCTL HE
MeHIIe 2 POKIB.

5.2. HauansHEK BiIOiLy:

52.1. 3xificEOE KepiBHAOTBO BifUILIOM, HECe NEPCOHATBHY BiIOBINATBHICTE
33 Opramisaiio Ta pesyisTar Horo MiSTBEEOCTI, CIPHSAE CTBOPEHHIO HAICKHIX yMOB
parti.

5.272. Tlomaec Ha 3aTBEPKEHHS 3aCTYIHHKY MICBKOTO TOIOBH — CEKpeTapro
KuiBcbkoi MicBKOI pafd HOJOKESHHES IIPO Bimmin.

523. TIlomae Ha 3aTBEPIKEHHS 3aCTYIHWKY MICBKOTO TONOBH — CEKpeTapro
Kuipchkoi MicBKO! pams mocamoBl iHCTPYKIi TpamiBHAKIB BIAALTY Ta POSMOALLLE
0GOB’sSI3KE MIXK HAMH.

5.2.4. Ilmamye poGOTy BiIIULY.

52.5. Bxwmsae 3ax0iB YIOCKOHAJICHHI opramizami Ta TiBHIIEHES
edexTmBHOCTI poGOTH Bifiy (MiNBAIICHES xBaribikamii, HaBIaHHT).

5.2.6. 3giTye mepen KepyroduumM CIpaBaMi KwuiBcekoi MiCBKOI paid IIpo
SMKOHAHHS TOKITANEHIX Ha BiII{I 3aBIAHb Ta 3aTBEDIDKEHIX [IIAHIB pobGOTH.

5.2.7. OpragizoBye eQeKTHBHY B3a€MOZIIO Bimminy Ta memyrarie KumiBcpKol
Micekol pamy 3 IHMHME CTPYKTyPHHMHE mimposinaMe cexpeTapiaTy KuiBcbkol
MicEKOI pajy Ta BHKOHABIOTO OPTaHy Kuiscskol Micexoi pams (KuiBchKoi MiCBKOI
IepIKaBHOL aMiEicTpamnii).



5.2.8. CximKae i MpOBOAWTH HApadW 3 IHUTaHb, IO HAIEXKATh JO KOMIIETEHIII]
BiALTY.

5.2.9. Tlogae 3acTyIHHKY MICBKOTO TOJIOBH — cekpeTapto KuiBCBKOI MICHKOI
pajii TPOMO3MINI OO 3a0XOUeHb MPALiBHUKIB BTy i HakiIaJaHHA Ha HEX
TUCHUTLTIHAPHUX CTATHEHD 3TiIHO 3 TPYAOBHUM 3aKOHOIaBCTBOM Y KpalHH.

5.2.10. JloTpuMyeThCS BEMOI' aHTHKOPYTIIIHHOTO 3aKOHOJaBCTBA, KOHTPOIIOE 1X
JOTPUMAHHS IIpalliBHUKAMU BiILITy.

5.2.11. 3milicHIOE iHII ITOBHOBAXKEHHS, 1[0 BUILIUBAIOTE 3 ITboro IlonoxeHHs Ta
IOpYYeHb 3aCTYITHMKAa MICBKOI'O T'OJOBH — cekpeTaps KuiBcbkoi MICBKOI paiu Ta
Kepyro4oro cipaBaMu KuiBcekoi MickKol paiu.

5.3. Hauaneuuk BiImiIy MOXe MATH 3aCTYIHHKIB, YUCIEHHICT SKHX
BH3HAYAETHCS IITATHAM PO3IHCOM cekpeTapiaTy KuiBcskoi MiChKOI pajH.

Ha mocajmy 3acTylnHHKAa HadalbHWKA BiIILTy IpH3HadaeThes ocoba 3 BHIIOK
OCBITOIO 3a OCBITHRO-KBaTi(ikamiiHuM piBHEM MaricTpa abo CIIellianicTa, BLIBHHM
BOJIOMIHHSM JIEPKaBHOK MOBOIO 1 cTakeM poOOTH Ha Ciy»k0i B opraHax MiCIIEBOIO
CaMOBpSIYBaHHS, Ha TIOcanax JIepKaBHOI ciyx0u abo TocBiIoM poboTH Ha KepiBHHX
mocajax IiAIpUEMCTB, YCTaHOB Ta OpraHizaiilt Hezane)xxHO Bin (OpMH BIACHOCTI HE
MeHIIIe 2 POKiB.

5.4. Ha mepion BigcyTHOCTI HadadbHUKA Bimmimy (BiAITyCTKa, BiOPSIUKEHHS,
XBopo6a TOImO) #oro oGOB’S3KH BHKOHY€E 3acTylHWK HadalbHAKAa BiAAlLLy, a y
BUIIAJKY BIICYTHOCTI 3aCTyNHHKa HadYalbHWKA Biamimy abo ocoba BuU3HAYeHa
PO3IIOPSHKEHHAM 3aCTYIIHMKAa MICBKOTO TOJIOBH — cekperaps KuHiBCbKOI MiCBKOL
pamm.

6. BigmoBigajabHicTh

HpaIJ;iBHHRpf BIJIIUTY HECYTH BiAMOBIHAIBHICTE 34!

6.1. IlopymeHHS BHYTpPIIIHEOI'O TPYAOBOI'O POMOPAAKY.

6.2. HecBoeuacHe 1 HeHalleXKHe HEBUKOHAHHS TOKJIAJEeHUX Ha HUX 3aBJaHBb,
byHKIil Ta DOpy4eHs KepiBHUIITBA cekpeTapiaTy KuiBchkoi MicbKOI paii.

6.3. HemorpuMaHHsS BHMOr YHHHOTO 3aKOHOJABCTBA Ta BHYTPIlIHIX
OpraHi3ariifHoO-HOPMATHBHUX TOKYMEHTIB IIpH 3AiMCHEHH] QyHKIiH, TOKIaJeHHX Ha
BIITIL.

6.4. HemocToBipHicTs BimoMocTe# Ta iH(opManii 3 MATaHb, 10 HAJIEXATH 0
KOMIIETEHIIIT BIAALTY.

7. Inme

7.1.  Biggin y mpolieci BHKOHAHHS OKJI4A€HIX Ha HEOTO 3aBJJaHb B3aEMOJIIE 3
CTPYKTYPHHMH IIigpo3ainaMu cexperapiaty KuiBchkoi MiCBKOI pan, CTPYKTYPHHUMHI



MiXpo3minaM: BUKOHABYOIO oprady KuiBCBKOI micsxoi pamm (KuiBcekoi MiceKol
IepKaBHOI afMiHicTpamii), HemyTaTaMu Kuiscbkoi MiCBKOI paiH.
7.2. TlpamisEuk® Bijmixy 3miffCHIOIOTE CBOI IIOBHOBEXCHES HA mizerasi

ITOCAIOBHX IHCTPYKIIH.
73. TloxmaneHHS Ha Bimmii Ta HOTO npan,mgmu]s 000B’S3KiB, SIKI BEXOMIATH

33 MeXi IIBOTO TONIOKEHHS 3a00POHIETECA.

Kepyroqauit cupaBaMy Irop XATIEBUY




