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IMPABHITA
BHYTPIUIHLOTO cNy3#G0BOTO pO3NOpSAKY s NpatiBHHKIB [ '0OBHOTO yripasliHH
Jepxkreoxkanactpy y Tepuoninbcekii obnacti

1. 3araibHi MOJOKEHHS

[lpaguna BayTpilHeOro cnyxbosoro posnopsnky (mami — Ilpaeuna) s
npanieHukie ['onoenoro ynpaeniuns Jepwxreokanactpy y TepHoninecekiil obnacti
(nani — l'onosHe ynpapiiHHA) BU3HAYalOTh 3araibHi MONOMXEHHS I10JI0 opraHizauii
BHYTPIIHEOTO ciyxOororo posznopsiyjiky ['oloBHOro ynpaseiiHHS, pexuM podoTH,
yMOBH Tiepe0yBaHHS Jep)KaBHOro ciyxOOBLf B OpraHi JepiaBHOl Bilajii Ta
3aMpPORAPKYIOTECA 3 METOI0 YAOCKOHATIeHHs opraHizanii npaiii, 3MilHEHHA TPYI0BOI
1 BUKOHABCHKOT JIMCLMIUIIHY, 3abe3nedyer s palioHanbHOro BHKOPHCTaHH:A pobovoro
yacy, BHCOKOT edextuBHOCT] 1 sikocTl poOOTH MpalliBHUKIB, YMOB CTHMYJIIOBAHHS,
BIAMOBIAANBHOCTI 38 MOPYIIEHHS TPYAOBOT JHCIHITIIIHH.

Cnyx6oBa auciuniina B ['oJloBHOMY ynpaenidHi  IpyHTYEThCH Ha 3acajax
cyMmmiHHOTO Ta mnpodeciiHHOro BHKOHAHHS  AepxwaBHUM  cnyx0oBLEM  CBOIX
000B’S13KiB, CTBOPEHHSI HaNGXHHX YMOB Juis e(eKTHBHOT poDoTH, TX MaTtepianbHO-
TeXHIYHOro 3abe3reueH s, 3a0X04eHHS 3a pe3ynbTataMu poOoTH.

[lpaBuna s3aTBepmKYIOTHCA pilleHHsM  3aranbHux 30o0pis  (koH(pepeHLiT)
npauiBHUKIE  ['OJOBHOTO  yIpaBIiHHS 38 TOAaHHAM KepIBHHKA [ 0loBHOTO
YNpaBniHHS.

IpaBuia JOBOASTLCS JIO BiJIoMa BCIX JIepiKaBHUX cy:kOOBIIIB, sKi NMpaloioTh
B ['onoBHOMY ynpaBiiHHI, Mif MAMHKC.

1I. 3aransui npaBuna eTHYHOT NMOBENIHKU

Jepwarnui  cnyxO0BII MOBHHHI JIOTPUMYBATHCE BHMOI [PABHMII  €THYHOT
NOBEJIIHKH.

Jlepwarni cnyxGosii y cpBolii poboTi NOBHHHI JIOTPUMYBATHCE TIPUHLIMIIE
npodeciiiHocTi, NpUHLIMNOBOCTI Ta KobpozuwineocTi, A6aTh 1po ceoro npodeciiHy
4eCTb 1 MIHICTb.

JlepranHi ciyx00BUI NOBUHHI YHMKATH HELICH3YPHOI JIEKCHKH, HE JIOITYCKaTH
MZIBHIEHOT  IHTOHAIUT MNiJl 4Yac CHuUIKyBaHHs. HenpunyctHMHME €  TIPOsIBH
3BEPXHOCTI, 3HEBAMUTHBOTO CTABJICHHS 10 KOJIET TA TPOMAaJIsiH.

Jlepskaui  cnyxOoBill Nij "ac BMKOHAEHHS CBOIX 1ocamoBuX 000B’S3KIB
MOBHHHI JIOTPUMYBATHCs B3AEMOIIOBATH, IUTOBOTO CTHIINO CHUIKYBaHHs, BHSBIATH
MPUHLMIIOBICTE 1 BUTPUMKY.



I1I. PoGouwuit yac i yac BIAMOYMHKY JIEPIKABHOIO CITyKO0BLs

Tpusanicte poGodoro dyacy pepxaBHUX cIoyuOOBIIB Ta IHIIMX KaTeropiu
npauiBHUKiB ['OJIOBHOTO YNpaBiiHHS BIAMNOBIIHO N0 3aKOHOAABCTBA HE MOXKE
nepeBHIyBaTH 40 roauH Ha THKIEHD.

B TonosHoMy ynpasiiHHI BCTAHOBJIEHO M ATHACHHUI poOOYHIA THHKIAEHE
i3 IBOMa BUXIIHUMH JIHAMH — cyOOTOIO 1 HEMILNeIo:
nouarox pobotu 3 8:00 — NPOTATOM THIKHS;
nepepea Ha 06113 13:00 1o 14:00 — npoTsaroM THKHS,

Kigelb pobo4oro s 3 noHeAiNka no yersep — o 17:15, y n’srHuio — o 16:00;
Harepeso/iHi CRATKOBHX JIHIB TpHBalcTL poboYoro aHs CKOPOYYETLCS Ha OAHY
rOJINHY. - i

VYV 3p’sa3ky 3 cnyxbGopoio HeoOXiiHICTIO, 3YMOBIEHOK crelMpikol Ta
ocobmupocTamu poGortu y Tonosmomy ynpasnindi (CTPYKTYpHOMY Nipo3aini),
MOJeE BCTAHOBJIIOBATHCS IHIIKI pexuM poGOTH BIMOBIAHO JIO 3aKOHOAABCTBA IIPO
[Ipalio.

[TouaTox Ta KiHeus pobouoro yacy, nepepsa, 10 HANAETHCS [T BIANOYMHKY i
XapuyBaHHsl, BCTAHOBIIOIOTECS JUTA ACPIKaBHOIO CIIyKOOBILS 3 ypaxyBaHHIM PeyKUMY
poBoTH JIepHaBHOIO OpraHy.

Tpusanicts nepepeu JUIst BIANOYHHKY 1 Xapuysanis craHosuTh 01 rozg. 00 xa.
Ilepepsa He BKmHOYaeThes B pobounilt wac, 1 nepxasuumil cny:xboeelns Mowe
BHKOPUCTOBYBaTH 11 Ha CBiii poscyi. Ha uel udac BIH Moxe BiAnydaTtHcs 3 MICLS
poboTu.

Hanepenomii cBsitkoBux Ta HepoOouux [AHIB TpuBanicTh pobodoro aHs
CKOPOYYEThCS HA OJIHY I'OJHMHY.

[lpanieumkam 3a00pOHSETHCS  BIJIBONIKATH AepiaBHoro cnyxboBus Bij
BHKOHAHHS HOT0 rocafioBUX 000B’A3KIB.

Opranizauis 06niky pobodoro 4acy nep:xasHuX cimyxOopuiB y [onosHOMy
YIpaBliHHl TOKNagacThCs Ha KepiBHHKIB CTPYKTYPHHX mnigposainie [onosHoro
ynpaeninsa. O6nik pobo40oro yacy BeJIeThCsl Y KOMHOMY CTPYKTYPHOMY MiIpo3iii
BIZINOBINANEHOIO 0c000I0, Ha SKY TMOKNajieHo Taki QYHKIIT Ta MOJacThesA [0
VnpagninHs nepcoHanomM [onorHoro ynpasninns y gopmi tabenst obniky pobouoro
qacy JUis 3BIpPSAHHSA JaHHX.

Buxin pepwasHoro chywGosls 3a Mexi aaMiHicTpatHBHOT Oy /Bl
cTpykTypHOro miaposainy I'onosHoro ynpaenin#s y pobGouuii uac 31 cinyxboBHx
nuTaHs BijOyBacThes 3 Bigoma iioro OesnocepesiHeoro kepiBHuka. Y [onosHomy
YIpasiiHHl Ta HOro TepUTOpiabHUX CTPYKTYPHHUX MIAPO3AINax BeIyThCH KYpHaH
peecTpatiii MiCLIEBUX BIIPSAIKEHb.

3a i”iuiaTuBolO nepiaBHoro ciyxbosig 1 3rojow0 Horo OesnocepeHbLOrO
KepIBHHKA Ta KepiBHHKA CaMOCTIIHONO CTPYKTYPHOTO Mipo3ainy (3a HasBHOCTI)
TaKui JlepkaBHH cmy:kO0Bellk MOJKe BHKOHYBAaTH 3aBJaHHs 3a MOCANI0N0 38 MeaMu
anMinicTpatuBHoi  Oyumisni ['onosHoro ympaeninesa., J{ns usoro  pepwaBHMid
cnyxOoBellk MOBHHEH TOrofMTH Yy [HCBMOBIH  ¢opmi, 30Kpema 3acobamu
TENEKOMYHIKALIHHOrO 3B’S3Ky INepesik BIATNOBIIHKUX 3dBlaHb Ta CTPOKH 1X



BHKOHaHHs 3 OesmocepejiHiM  KEepIBHHKOM  Ta  KEPIBHHUKOM camocCTiliHOro
CTPYKTYPHOTO Miipo3iiny (3a HasiBHOCTI).

Jlist pepkaBHoro cnyxOobusg obcar 3aBjaHs 3a [0CAN0K0 334 MEWaMH
anminictpaTusHol Oymieni  ['osoBHOrO  ympaBniHHs TOBHHEH BH3Ha4yaTHCh 3
ypaxyBaHHsIM TpUBaNocTi iforo pobodoro vacy.

3a MewamH aaMinictpaTHeHOl Oymieni ['0JIOBHOTO. yNpaBaiHHA MOXYTh
BMKOHYBATHCE 3aBJAHHS, SIKINO X sKicHe, e(peKTHBHE Ta Pe3yNbTaATHBHE BUKOHAHHA
He notpebye: '

BUKOPHCTAaHHS IH(OPMALIT 3 00MexeHHM NOCTYIIOM;

JOCTYNy [0 KOMII'IOTEPHOT0, TeleKoMyHikauilinoro ta /abo nporpamzoro
zabe3neuenns, ske (QYHKIIOHYE JIMIIE Y Mexax IpuMilleHHs IonosHoro
YIPaBIiHHSA; : ;

obor’s3kosoro  nepeGysands y mpumimendi ['onoBHOro  ynpasniHHS
(3anmyuenHs iHIIMX OpaliBHUKIB ['0NOBHOIO YNpaBIinus, NPOBEIEHHs KOHCYIbTaL,
Hapajl TOLIO).

Yac BHKOHAHHS NepikaBHUM CiyOoBlieM 3aBiaHb 3a MOCaion 3a MewaMu
anMiHicTpaTusHOT Gy ieni [onoBHOro ynpasniHHs oONiKOBYEThCA sIK poboHHi vac.

IV. ITopsioK TOBIIOMIIEHHS JIEpKaBHHM CITYXGOBLIEM TIPO CBOIO BiICYTHICTH

Jepsxapuuii cyxGoBerb MoBiIOMIIsE cBOTO Ge3mocepe/Hboro KepiBHHKa 1po
CBOIO BijCyTHiCTL Ha poboTi y NHUCBMOBIH (opmi 3acobamei €NEKTPOHHOIO HH
Tene(oHHOro 38’ 13Ky a0 IHIIHM A0CTYNHHM CrocoboM.

V pasi HeloTpHMauHs JiepwaBHUM crayxOoBleM BHMOT abzaiy 1 umoro
pO3JIilY CKIA/Ia€ThCs aKT MpO BIACYTHICTH AepKaBHOro ciyxOosls na pobouomy
MICLLL.

YV pasi HeHanaHus NEPHKABHUM CJyxkOOBLEM NOKa3iB NOBAKHOCTI MPUHHHH
cBo€l BifcyTHOCTI Ha poBoTi, BIH NOBMHEH MOJATH MHCHMOBI TOSCHEHHS Ha IM’A
HayanLHMKa [ ONOBHOTO YIIPaBIiHHS [L0J10 IPHYKH CBOET BIICYTHOCTI.

Bumor#u 1[,0ro posfiily He 3aCTOCOBYHOTBCS JIO NepyaBHHX CIyOOBIIB 1L
yac BHKOHAHHS HWUMH 3aBaHb 3a MOCAJ0K 3a MeXaMH aaMiHicTpaTtiBHOI Oymisii
["onoBHOrO ynpasiHHs.

V. TlepeGyBanHst iep«aBHOro ciyO0oBIl B opraHi iepxkaBHOT BlIa y BEXi/HI,
CBATKOBI, HepoOoi AHI Ta nicns 3akiHyeHHs pobo4yoro vyacy

JInsk BHUKOHAHHS HEBIJKNAAHMX 3aBOaHb JIepIKaBHHH cioyxOoBelb MoxKe
3a1y4aTHCh 10 poBOTH MOHAJ YCTAHOBIEHY TPUBATICTE poOOYOro AHsA 3a HAKA30M
HaualbHUKa [ONOBHOTO YrIpapiiHHs, B TOMY YHCHi y BUXiJHi, CBITKOBi, Hepoboui
OHI, a4 Takok Yy Hi4YHUH 4ac 3 KoMmMeHcalielo 3a poboTy BIANOBIIHO 10
3aKOHO/IaBCTERA.

Tpusanicts poboTi nonay ycraHoBleHy TPHBATICTL pobOUOro JiHs, a TAKOK Y
BUXIJIHI, cBSTKOBI Ta Hepoboui JHI, Y HIYHHH wYac U8 KOXHOIO JiepiaBHOTO
cnyxBO0BIls He MOBHHHA [EPEBHILYBATH YOTHPH TOJMHHU TpPOTATOM JIBOX JHIB
rmocniyk i 120 rojauH Ha pik.



HauaneHuk ['onosHOro ympasniHHS 3a NoTpebn MOXe 3anydaTH NepIKaBHUX
cIryKGOBIIB [BOTO JIEPHKABHOTO OPraHy JI0 YepryBaHHs Miciis 3aKiH4yeHHs pobouoro
JTHSI, Y BUXiJiHi, CBATKOBI i HepoOoui fiHi.

UepryBaHHs JiepkaBHoro ciyxOoBils Iricyis 3akinyeHHs pobouoro jns, y
BUXijHi, CBATKOBI 1 HepobGowi JHi 3[iHCHIOETBCS 3riAHO 3 rpadikoM, SKWH
pospoGiisieThest  YNpaBIiHHAM —MEPCOHANOM | 3aTBEpP/DIYETBCA  HAYAJIEHUKOM
["onoBHOrO YNpaBmiHHSL.

V rpadiky ueprysaHHsi 3a3Ha4alOThCS: 3aBIaHHA, sike NMoTpebye BUKOHaHHS,
BiZIMOBiIA/IbINI  lepXaBHHii ciyxbosenb, HOro rnocajga, Micue, jara Ta CTPOK
YyepryBaHHS.

V pa3i 3amyueHHst 10 YepryBaHHs Micis 3aKiHveHHs poboyoro aus, y BUXiHI,
CBATKOBI i HepoBGoHi' IHi J1epikaBHOTO CITyKOO0BL, SKOTO He BKIIIOYEHO JI0 rpadika,
HACTyNHOro poGoYoro AHs Micns 4epryBaHHs BiANosiaHa iH(popMallis NMOAACTHCS
cImykG0I0 YNpaBITiHHS MepCOHanoM KepiBHHKY JIepXaBHOI CITyxO0H Ui BHECeHHs B
yCTAHOBJIEHOMY TIOPAIKY BiANOBLIHKX 3MiH 10 Takoro rpadika.

YV pasi sanyuenHs HepikaBHOro ciyxGoBlst 10 pobOTH TOHA YCTAHOBIEHY
TpuBanictb  pobovoro gams y [onoBHOMY  yNpaBliHHI  3alpOBAKYECThCH
mijcymMoBanuii o6k pobodoro €acy 3 THM, 100 TpuBalicTh poboyoro uacy 3a
o6NiKOBKI NEepio/l He MepeBHIIYBaNa HOPMH TPHUBAIOCTI poboHOro Yacy.

3a poboTy B 3a3HaueHi JHi (4ac) fepaBHUM CTy»O0BLSM HAAETHCS IPOLIOBa
KOMIIEHCALls Y PO3Mipl Ta MOPSA/KY, BU3HAYEHHX 3aKOHOJABCTBOM MO Nparjo, abo
[POTArOM MICSILY HANAIOTECS BINOBIIHI JHI BUIMOYHHKY 38 3asBaMH JIePKaBHHX
cnykDOBLIEB.

3a6oponseTbes 3anydat 0 polOTH MMOHal yCTAHOBJIEHY TPHBAIICTB
poGOYOro [Hs, 4 TAKOXK Y BUXI[HI, CBATKOBI Ta Hepobowi aHi, y Hiunuil 9ac BariTHHX
JIHOK 1 WKIHOK, $IKi MaiOTh JiTei BIKOM Jio TPhOX pokiB. JiHKH, siKi MalOTh JiTei
pikoM BijL 3 10 14 pokis abo AMTHHY-IHBaNIIE, MOXKYTE 3aJIy4aTHCS JI0 HATypPOYHHX
pobiT Jiuile 38 IXHBOIO 3r0/1010. 3ailyueHHs IHBAJIJIIB 10 HaJyPOYHHX POOIT MOXUIHBE
JHMIIE 33 IXHEOIO 3TOfI0K0 1 38 YMOBHM, IO L@ He CYIepeyuTh MeIHYHHM
peKOMEHMIALLISM.

VI. [NopsiioK HOBefIeHHs 10 BijloMa IepyxaBHOrO CJiyKO0BLsI HOPMAaTHBHO-TIPABOBHX
AKTIB, HAKa3iB, JIOPYYEHL Ta PO3NOPSDKEHE 31 C1yKOOBHX NHUTAHDL

HopMaTHBHO-IIPaBOBI ~ aKTH, HaKa3¥, JIOPYYEHHS, PpO3NOPSUKEHHS 31
cny>60BHX THTaHb JIOBOJISTHCS /IO BiloMa JEpXaBHUX CITYKOOBLIB LIJISXOM
ozHaiioMnenHs Y nanepoBiit abo enexTponHiH (opMi 3 MIATBEPKEHHSM TaKoro
O3HaAHOMIIEHHSI.

TTi/ITBEp/KEHHSAM MOMKE CIYTYBATH IMIANKUC AepKaBHOTO ciyx0oBus (Y TOMY
yucii SK  BiANOBIZ@NBEHOrO BHKOHABLS) HA JOKYMEHTI, y JKypHanm peecTpaiii
JOKyMeHTiB abo BIAMOBiHKUI eNleKTPOHHUH LM(poBKI MiATUC, AKMH NIATBEPIKYE
O3HaHOMIIEHHS 3 MeBHUM clTy»00BHM JIOKYMEHTOM B €JIeKTPOHHIi (opmi.

HopmaTuBHO-TIpaBoBi aKTH, fKI MAISTaloTh OQILIHHOMY ONpHIKAHEHH!O,
IOBOASTHCS JI0 BiloMa JEpKaBHOrO clyxOOoBIS MIIAXOM TX ONPHUIIOJHEHHS B



odilifiHNX JPYKOBAHUX BHAAHHSX, & TAKOX IIISIXOM po3MilleHHs Ha odiuiiHnx Beb-
caiiTax OpramiB Nlep)KaBHOi BIa/iM Ta Ha BIIacCHOMY caiiti ["ojloBHOro ynpannisns.

VII. JloTpuMaHHSs 3arajibHUX IHCTPYKILii 3 OXOPOHH TNpaLl Ta NPOTHIIOKEKHOT
Oesnexu

Hauansnuk TonoeHoro ympaniinss 30608’s3annit 3abesneuutH Oesneuni
YMOBH Tpalli, HaJleXHKii cTaH 3acobiB MpOTHIOMKEKHOI Oe3nexu, canitapil i ririeHH
mpaili. .

IHCTPYKTYBaHHs. 3 OXOPOHM Tipali Ta TPOTUNOKEKHOI Oe3srexn Mmae
3nificHIOBaTH oOcoba, Ha fKy HayalbHHKOM [ONnoBHOrO ynpasiiHHS MOKJIaaeH]
BiAMOBIIHI yHKIIT B OpraHi.

Hepapnuii cnyOoBelb MOBUIIEH NOTPUMYBATHCH MPaBHIl TEXHIKH Oe3rnexw,
BUPOGHHUOT caHiTapii 1 ririeHy npaii, MPOTHNOXKEKHOT De3MeKH.

VmoBr npari Ha pobodoMy Micii, cTaH 3acoDIB  KOJIEKTHBHOIC Ta
iHMBIlyaILHOTO 3aXWCTy, L0 BHKOPHCTOBYIOTBHCS JIEpyKaBHUM CiyiOoBLEM, a
TAKOXK CaHITAPHO-NMOGYTOBI YMOBHM IOBMHHI BINOBLIATH BMMOraM HOPMAaTHBHO-
MPaBOBHX aKTiB 3 OXOPOHU IMpalli.

3a cTaH MOoXeHOT Gesrnexky Ta JOTPMMaHHS IHCTPYKLIH 3 OXOpOHM npall B
[onosroMy ynpasninHi BIANOBij@e HaYaNEHHK ['0JIOBHOrO YNpaBIiHHA Ta BH3IHAYEHA
HHMM BijnoBiganeHa ocoba, Ha AKY MOKIagAeHO TakHii 000B’A30K.

VIII. INopsijiok npuilHsTTs Ta nepejiadi AiI0BOACTBA (CNpaB) i MaliHa epiKaBHIM
cnyxOosLeM

Jlepxkasuuii  cnyxbopels 3000B’s3anMii 10 3BUIBHEHHS 3 [0CAJIH - 4M
repesejieH s Ha [HITy Mocaiy NepeiaT CTpaBH i IoBipeHe Y 3B’A3KY 3 BHKOHAHHSIM
rocajioBuX 060BR’SI3KIB MaifHO YIIOBHOBaXKEH I HavaIbHHKOM [ ONOBHOTO YTIpaBTiHHSI
ocobi. YnoeHosaskeHa ocoba 30008 s13aHa NPUHHATH CIPaBH 1 MakHo.

MakT nepeaayi cripap 1 MaifHa 3acBIUYETECS AKTOM, SKHH CKNIAIa€ThCst Y IBOX
NPUMIPHAKAX | TIAMMCYEThCs YMOBHOBaXEHOI ocobGolo 'onoBHOro ynpasmiHhs,
Ha4yalbHUKOM YIpaBjiiHHS TEpPCOHANIOM Ta JiepaBHUM  ciyxkOoBuem, SKHH
3BLTLHSAETRCS.

Opun  NpUMIpHHK —aKTa BHAAEThECs  AepikaBHOMY  CJIyxOOBLIO, SIKHIA .
3BIILHACTRLCS YK NEPEBOJUTHLCS Ha IHITY Mocajy, iHIIHI TPHMIPHUK NONy4YaeThes 10
0co0OROT crpasH 1LOIo JePKaBHOro CIyKOOBILS.

[X. I [pUKiHLEB] ONOXKEHHA

Henotpumanns BuMor uux [lpaBun € TMijICTABOIO Ui TPHTATHEHHS
nepxaBHOro cinyx0O0BLs 10 BiANOBIAIBHOCTI Y NOPAIKY, nepeabayeHoMy HHHHHM
38KOHO/IABCTBOM.

[Murauns, nos’ssadi i3 3actocypanusm [IpaBun, BHpINIYIOTECH HayalbHHKOM
["onoBHOTO yrpapniHHs.



