IMocanora incrpykuis
3aCTYNMNHHKA HAYAJBLHHKA YNIPABIiHHSA
3 NHTaHb NepcoHasy KuiBcbkoi Micbkoi paau
cekperapiaty KniBcbkoi Mickkoi paau

1. 3araabHi noJoKeHHS

1.1. 3acTynHuK HavYaabHMKA ynpaBmHHﬂ 3 MHTaHb NepcoHany KuiBcbkoi
MiCbKoOi pajm cexpeTapiary KuiBcbkoi MicbKoi panu (nami — 3aCTyHUK HadaTbHEKA
YUpaBJliHHsA) HaleXuTh 0o V Kareropii IocaX NOCamoBHX OCi6 MiCIIEBOTO
CaMOBpSTyBaHHS.

1.2. 3acTymHMK HayanbHMKA YIPaBIIHHS [PU3HAYAETBCSA HA IOCAamy Ta
3BiILHAETHCA 3 TOCANHU B YCTAHOBIEHOMY TIOPSIKY.

1.3. 3acTynHHUK Ha4yalbHHUKA YIIPaBIiHHA 6eanocepe;[HBo I AMTOPSI IKOBAH U
HavaJIbHUKY yIpaBIliHHA 3 IMTaHb nepcoHary KuiBebkoi Michkoi panu cexperapiary
Kuiscepkoi Michkkoi paau (maii — ynpapiiHHS).

1.4. 'V cBOIH AisUIBHOCTi 3aCTYNHMK HaYalbHUKA YNPABIiHHA KepyeThCs
Koncruryuieto Vkpainn, Kozmexcom 3akoHiB mpo mparo VYKpaiHy, 3aKoHaMu
Ykpainu, nocranosamu BepxoBroi Panu Vkpainu, ykasamu ITpesunenta YKpaiuu,
MOCTaHOBaMK Ta posnopsmxeHHsMd Kabinery Minictpis Vkpainu, iHmmmu
HOPMAaTHBHUMH aKTaMH VYKpainw, pimesHamMud KuiBcskol Mickkoi panm,
Permamentom KwuiBcbkoi MiChKOT panu, posmopspkeHHAMH KHIBCBKOrO MichKoro
TOJIOBH Ta 3aCTYNHHKa MICHKOrO ronoBu — cekperapsi KuiBchkoi Michkkoi pamm,
TMOJIOXKEHHAM TPo  cexperapiar KuiBchkol MichKOI paju, MOJOXEHHAM PO
YTIpaBIiHHS 3 IUTaHb nepcoHary KuiBchkoi Micbkoi pamu cekperapiary KuiBcskoi
MICBKOI pajiH Ta Ii€I0 T0Can0BOIO iHCTPYKITi€lO.

2. 3aBaaHusA T2 000B’A3KH

2.1. 3aCTyNHUK HaYaIbHUKA YIIPABIIiHHS:

2.1.1. 3uiiicHIOE, y MeXaxX OBHOBa)KE€Hb, HaJaHUX HAYaJbHUKOM YIIPaBIiHHS,
KepPIBHULTBO MisNIBHICTIO yIPaBIiHHS, PO3IOALISE 000B’I3KH MiX IpaIliBHHKAMH
YUPaB/IiHHs, KOHTPONIOE 1X poboTy Ta 3abe3nedye BUKOHAHHS INOKIAINEHHX Ha
YIIPaBIIiHHA 3aBIaHb.

2.1.2. 3pilicHIOE MiATOTOBKY MarepianiB JUif 3AiHCHEHHS CriemiaJbHOl
MEpEeBIPKU  BiOMOCTeH om0 0ci6, sKi NpeTeHAYIOTh Ha 3alHATTS IOCaf,
IOB’A3aHUX 13 BMKOHAaHHAM (YHKLi# MicueBoro camoBpsayBaHHsA. IlinroroBka
JIOBiJIOK IIPO pe3yJIbTaTH CIIEHiAIbHOT NEPEBipKH.
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2.1.3. 3nificHIOE KOHTpONb Ta OpraisauiifHi 3axomW moHO0 mepeBipkH
JIOCTOBIPHOCTI ~ BiIOMOCTelf OO 3acTocyBaHHs 3a00pOH, mepenGadeHnx
YacTHHaMH TPEeThOK i ueTBepToro crarTi | 3akoHy Ykpaimm «[Ipo ouuIeHHS
BIIATH.

2.1.4. 3pificHioe HampaBieHHS 10 HalioHanbHOro areHTCTBA 3 MUTAHb
3ano0iranHHs KOpyILii 3acBiT4eHOi B yCTAHOBIEHOMY MOPSJIKY MAIepoBOi KOIIi
po3nopsLKeHHs: KHIBCBKOTO MICEKOTO TOJIOBH IIPO HAKJIAJaHHS JUCLUILTiHAPHOTO
CTSATHEHHs Ta iH(QOpMaLiiHOI KapTKH 10 po3mopsmkeHHs KHUIBCHKOro MichKOro
FOJIOBH MpPO HaKJIaJaHHA (CKaCyBaHHS pO3NOpskeHHs KHIBCEKOro MiChKOToO
TOJIOBM NP0 HAaKIaJaHHs IMCHMIUIIHADHOTO CTATHEHHS) HAa I10CaJOBY O0CO0Y
cexperapiaTy KuiBcbkoi MicbKoi paji 3a BANHEHHS KOPYIIIiHHEX 260 OB’ SI3aHAUX 3
KOPYIILIEO TIPaBOIOPYLIEHb s BHECEHHs BiOMOCTe# 10 €IMHOrO Jep)kaBHOrO
peectpy ocib, sKi BUMHMIM KopynuifiHi a0 TOB’A3aHi 3 KOpYyILi€R
IIPaBOIOPYLIEHHS.

2.1.5. 3nilicHIOE MATOTOBKY NPOEKTIB PO3MOPSKEHD 3aCTYITHHKA MiCHKOTO
rojgoBu — cekperaps KuiBcekoi micekoi pamu, a B pasi #foro BimcyTHocTi —
KHiBCEKOro MiCBKOTO TOJOBH 3 TNHTaHb, IO BiJHOCATHCS A0 KOMIIETEHII]
yIPaBIIiHHSL.

2.1.6. 3pilicHi0€ MpHHOM BiJNOBIAHUX NOKYMEHTIB Bili NPETEHIEHTIB Ha
nocaju ciryx060BLiB cekpeTapiary KuiBcskoi MickKkoi panu.

2.1.7. 3nilcHIOE KOHTPOJb 3a (OPMyBaHHSAM, BEICHHSM, OOJIKOM Ta
30epiraHHsM 0co60BUMX crpaB (0COGOBHX KapTOK) MpaLiBHHKIB CeKpeTapiary
KuiBcbkoi MickKoil paju.

2.1.8. 3abesmedyye BuOady B YCTAaHOBJIEHOMY TIOPSJKY 3BiIBHEHHM
npauiBHAKaM cekpeTapiaTy KuiBchkoi MICBKOI paju Komidf po3MOpSIKEeHb Mpo
3BiJIbHEHHHL.

2.1.9. 3piiicHroe po6OTy, mOB’s3aHy i3 3alOBHEHHAM, OOJIKOM Ta
30epiraHHAM TpPYJOBUX KHIIXKOK IIpaliBHHKIB cekperapiaty KuiBchkoi Michkof
panu.

2.1.10. Tlomae omepaTWBHi BiZOMOCTI MpO 3MiHy TpPYIOBHX BiJHOCHH
(OpUHHATTS, 3BUIBHEHHs, IIepeBedeHHs Towo) a0 IleHciitHoro (oumy
Ykpainu.

2.1.11. Tlomae ckaH-Komii TPYZOBHX KHIXKOK JUIsl HAIOBHEHHS €JIEKTPOHHOI
Tpyznosol kHmKku (ETK) uepes Bebnopran Ilencitinoro pouny Ykpainu.

2.1.12. OpranizoBye ckiajeHHs Ta TpHHHATTS [Ipucsru mocamoBoi ocobu
MICIIEBOTO CaMOBpsIyBaHH, siKa BIIEpIIE BCTYIA€ HA CIy»K0y B OPraHH MiCLIEBOr0O
CaMOBPSIyBaHHS.

2.1.13. Osnaiiomnroe mpaliBHUKIB cexpeTapiaty KuiBcbkoi Michkoi pagu 3
IIONEPEUKEHHSM TIpO0  OOMEXEHHsS, TIOB’s3aHi 3 NPHHHATTAM Ha CIykO0y
B OpraHd MICIIEBOIO CaMOBPSITYyBaHHS Ta NMPOXOKEHHAM CIIyKOH, IpaBHIaMU
BHYTPIIIHBOTO  TPYIOBOTO  PO3MOPSKY, OCaIOBUMH IHCTPYKIisIMH
Ta IHIIMMH JOKYMEHTaMH 3 TMPOCTaBIEHWMH HHUMH IiJOMCaMH Ta JaTaMH
O3HaHOMJICHHS.



2.1.14.  3abesneuye opramisamito Ta BeJeHHS BiliCBKOBOTO OGIKY
MPU3OBHUKIB,  BiHChKOBO300OB’SI3aHMX Ta  pe3epBiCTIB Ta GPOHIOBAHHSA
Bi#iCbKOB03060B’sI3aHUX MpaliBHUKIB cekpeTapiaTy KuiBchkoi Michkol paam.

2.1.15. Torye mnpoext miaHy poGOTH YNpaBmiHHS OO oOpraHizauii
Ta BEJEHHA BIHCBKOBOrO OOJIKY TNPHU30BHHKIB, BiCEKOBO300OB’S3aHUX Ta
pe3epBicTiB Ta OpOHIOBaHHS BiliCBKOBO306OB’sI3aHMX Ha mepiong MoGimizaii
Ta Ha BOEHHHMH 4Yac NpaliBHUKIB cekpeTapiaty KuiBcpkoi Mickkoi panu Ha pik.

2.1.16. TIlepeBipse y mNpeTeHOEHTIB Ha mNocagd HASBHICTH BilCHKOBO-
O0JIIKOBOTO TOKYMEHTA.

2.1.17. T'oTye MOBiIOMIEHHS Y TePUTOpiabHi LEHTPH KOMILIEKTYBaHHS Ta
COLLiaJIbHOI MiATPUMKH MPO NPHU3OBHUKIB, BilCbKOBO3060B’I3aHUX Ta Pe3epBICTiB,
NPUWHATHX Ha POOOTY YH 3BiIbHEHHUX 13 POGOTH.

2.1.18. 3piiicHIo€ 00MiK 3MiH Yy IPHU3OBHHUKIB, BiiCHKOBO300OB’SI3aHHX Ta
Pe3epBiCTiB, sKi 3aABHIIM NPO 3MiHK B CTaHi 370pOB’s, cimMeiiHOro cTaHy, ajgpecu
MICLsL POXKHBaHHS, CITy>KGOBOTO CTAHOBHUINA Ta MOBIIOMIAE y TEPHUTOPIANbHI
LEHTPH KOMIUIEKTYBaHHs Ta COLaIbHOT ITi ITPUMKH.

2.1.19. 3pilicHioe mepioguyHe 3BipAHHA OONIKOBHX HaHHMX CIIHCKIB
IIEPCOHAIBHOTO BIHCHKOBOIO OOJIKY MpPU30BHMKIB, BiCHKOBO30GOB’SI3aHHX Ta
Pe3epBICTIB i3 3anUcaMH y 1X BiliCbKOBO-06TiKOBHX JOKYMEHTaX.

2.1.20. IlpoBoaMTE 3BIpAHHA MaHUX CIMCKIB MEPCOHANBHOIO BiHCBKOBOTO
00JIiKy TIPU30BHHKIB, BiliCbKOBO30OOB’A3aHMX Ta pE3EPBICTIB 3 OGJIIKOBAME
JIOKYMEHTaMH  BIAMOBIAHMX paHOHHHX (MICBKHX) TEepUTOpiabHEX IEHTpIB
KOMIUIEKTYBaHHs Ta COLIaJbHOI TMiATPHMKH, B SKHX BOHM IIepeOyBaloTh Ha
BIiCBKOBOMY OOJIiKY.

2.121.  Odopmmoe  TOKyMeHTH  HeoOXimHi 11  GpOHIOBaHHA
BIfICbKOBO3060B sI3aHUX TPaIiBHHUKIB cekperapiary KuiBchkoi Michkoi pagu Ha
nepioa MoOimi3allii Ta Ha BOEHHHMIA Jac.

2.1.22. Cxmamae  3BIT Tpo  YHCENBHICTE  NpAalIOIOYHUX  Ta
BIHCHKOB0O3060B’ A3aHMX, AKi 3a0pOHBOBaHI 3rifiHO 3 MepenikaMu mocax i mpodeciit
BIHiCBKOB0O3000B’ s13aHKUX cTaHOM Ha 01 cigmHs.

2.1.23. 3niicHIOE BeIeHHs KapoBOro o0JIiKy B KOMILIEKCHIH iHdopMaiitHO-
aHATITHYHIM CHCTeMi yIpaBmiHHS (iHAHCOBO-TOCIOAAPCHKOI MiSTIBHICTIO B
micti Kuesi (KIAC YOI'L).

2.1.24, 3ailicHIoE BEJICHHS J17I0BOJCTBA B iH(opmanifiHo-
TEJIEKOMYHiKaliiHii cucTeMi «EnuHuil iHbOpMaLifiHuil IPOCTip TepUTOpiaTBHOT
rpomazgu  Micra Kwuesa» Ha 6a3i CHCTEMH eJE€KTPOHHOTO ITOKYMEHTOOGIry
«ACKO».

2.1.25. 3pificHIoE pO3rIIsAL 3BEpHEHb IPOMAsH, MiANPHEMCTB, YCTAHOB Ta
opraHizaiii, MocagoBuX 0ci6, 3aIIUTH Ta 3BePHEHHS HAPOAHHUX JEMyTaTiB YKpainu,
nemyTatriB KHiBCbKOT MiCbKOI paid y MeXaxX KOMIIETEHLIIl YIIpaBIiHHS.

2.1.26. JotpuMyeThbcs BUMOT aHTHKOPYITLIMHOIO 3aKOHOIaBCTBA.

2.1.27. Ha w4yac BigCyTHOCTI HadaJbHHKa ympaBiliHHS (BiAmycTKa,
BIAPSAIKEHHs, XBOpoOa TOII0) BUKOHYE HOTro 000B’I3KH.
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3. IIpaBa

3.1.3acTynHuK Ha4albHUKA YIPABJIiHHA Ma€E IIPaBo:

3.1.1. 3a nopyveHHAM Ha4aTbHHUKA YIPABIiHHS [IPECTABIATH YIPABIiHHS B
IHIIMX OpraHax MiCIIeBOrO CaMOBpsAYBaHHS, OpraHaX BHMKOHABYOI BIAIH,
YCTaHOBaxX, OpraHi3alifiX Ta NiANPHEMCTBAX 3 MNHMTAHb, LIO BIZHOCATHCH IO
KOMITETEHIIi1 YIIpaBITiHHSI.

3.1.2. B3aeMopziaTH 3 CTPYKTypHHMH Iixpo3ainaMu cexperapiaty KuiBcskoi
MiCBKOI pamy Ta CTPYKTYPHMMHM MiApO3MiJaMi BHKOHABYOro oprany KuiBchkoi
micekoi pamu (Kuiscbkoi Micekoi nepxaBHOi anmimicTpamii) y Mexax cBoix
TIOBHOBAXX€Hb MPH PO3TILIIL IIUTaHb, IO BiJHOCSTHCS 10 KOMIIETEHIIT YIpaBITiHHSL.

3.1.3. 3a nopyveHHSM HayalbHMKA YTpaBIiHHA OpaTd y4yacTh y Hapajax,
CeMiHapax TOIIO 3 MUTaHb, 110 BiXHOCATHCS 10 KOMIIETEHIIiT yIpaBIiHHsL.

3.1.4. HanaBaty po3’sCHEHHS, KOHCYJbTAll 3 MHUTaHb, IO HAJIEKATH [0
KOMIIETEHLIT yrpaBIiHH.

3.1.5. BHocuTH HayanbHUKY YIpaBIiHHS IPONO3MII] IOAO BIOCKOHAJIEHHS
poboTH ynpasiiHHs Ta cekpeTapiaTy KuiBcbkoi MichkKoi paau.

4. BinnoBinaJbHicTH

4.1. 3acTynHMK Ha4aJbHUKa YIIPaBJIiHHA HECE BiANOBITANBHICTS 3a;

4.1.1. HeBukoHaHHs, HecBo€yacHe ab0 HeHaIeXKHE BHKOHAHHS MTOCAMOBUX
000B’s13KiB, 110 MepeadadeHo Li€ro I0CaI0BO0 IHCTPYKILIEKO.

4.1.2. HemocroBipHicTb BimomocTeit Ta iHbopmanii 3 muTaHb, IO HATEXKATh
JI0 KOMIIETEHLIT yrpaBTiHHS.

4.1.3. IlopyiueHHs NpaBUJ BHYTPIIIHBOTO TPYHOBOIO PO3MOPSAKY, TPABUI
STHYHOI IIOBEIiHKH, NPABHI 3 OXOPOHM Mpalli Ta TeXHIKM Ge3MeKH, iHCTPYKIl
IIPOTHIIOXKEXKHOI Oe3neKH, IHIUX 000B’A3KiB BiIIOBIHO 10 BUMOT Ii€l MocamoBoi
IHCTpyKIIil.

4.1.4. PosronomenHs KoH®igeHuiHOI Ta iHmWOT iHpopMalii 3 o6MexeHIM
JDOCTYIIOM, IIO CTajla HOMY BiZIOMOIO y 3B’SI3KY 3 BUKOHAHHSAM CBOIX IIOCAJOBHX
000B’A3KiB, KPiM BHIIa/(KiB, BCTAHOBJIEHHX 3aKOHOM.

5. IloBHHEH 3HATH

5.1. 3acTynHHUK HayalbHHUKA YIIPABJIiHHS [TIOBHHEH 3HATH:

5.1.1. Koncruryuiro Ykpainy, Kogekc 3akoHiB mpo npamio Ykpainu, 3akoH
Vkpainu «IIpo ciyx0y B opraHax MiclileBOro caMOBpSIIYBaHHs» Ta iHIII 3aKOHH
Ykpainu, mocranoBu BepxoBnoi Pamu Vxpaiuu, ykasu Ilpesumenta Vkpainw,
MOCTaHOBH Ta posnopsmkeHHs Kabinery MinicTpiB Ykpaiuu, iHmi HOpMaTHBHI
aKTH YKpaiHW, 110 CTOCYIOTbCS IHTaHb YNPaBIiHHA Ta CIyXOM B OpraHax
MiCLIEBOTO CaMOBPSyBaHHs, IHCTPYKILIO 3 JiloBozcTBa y KuiBchkil Michkil pai,
IIPaKTHKy 3aCTOCYBaHHA 4YHWHHOIO 3aKOHOAABCTBA 3 IIMTaHb, M0 HAJIEKATh
0 MOro KOMIIETEHIi, MpaBHjia BHYTPIIIHEOTO TPYAOBOTO PO3MOPSAKY,




IpaBuiia JUIOBOTO €THKETy, IpaBWiIa OXOPOHH Ipali Ta IIPOTHIIOKEIKHOT
6esneky, OCHOBHI IporpamMu poOOTH Ha KOMIT I0Tepi.

s - 7 776, Keanidixauiini Bumorn
6.1. Ha nmocany 3acTynHuKa HavYalbHIKA YIPaBIiHHSA TPU3HAYAETHECA ocoba 3
BUILIOIO OCBITOI0 HE HW)XKYE CTyNeHs Marictpa, crewjiamicra, fka BOJOAiE
IEP’)KaBHOIO MOBOIO BIATIOBINHO IO piBH#, BU3HauyeHoro 3akoHoM VYkpaiuu «IIpo
3abe3neueHHs QyHKUiOHYBaHHS YKPalHCHKO! MOBH SIK IE€PaKaBHOI» i cTaxkeM po6oTu
Ha ci1y>k01 B opraHax MiCIIeBOIO CaMOBPSIIYBaHHS, Ha [T0CAAaX AePIKABHOI CIIyKOu
abo JocBioM pobOTH Ha -KepiBHHUX IOcalaxX MiANPHEMCTB, YCTAHOB, OpraHisalii

HE3aJIeXKHO BiZl pOpM BIIACHOCTI HEe MEHIIE JBOX POKIB,

OsnattomyIeHH:




