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INOJIOKEHHSI
npo BiAAlJ KaApoBOro Ta opraHizauiiiHoro 3ade3ne4eHHs
yIpPaBJiHHSA NJIAHOBO-(iHAHCOBOI AiSJIBHOCTI, OyXrajJTepcbKoro ooJIiky i
3BITHOCTI, KAIPOBOIro Ta opraHi3auiiiHoro 3aGe3ne4yeHHs JeNapTaMeHTy OCBITH i
HaykH JIbBiBebKOT 00/ aepxaaminicTpamii

1. 3arajabHi NoJI0KEeHHS

1.1. Bignin kappoBoro Ta oprasizamiiiHoro 3abesneveHHs (mamxi - Biamia) €
CTPYKTYPHUM MiJpPO3ALJIOM JerapTaMeHTy OCBITH 1 Hayku JIbBIBChbKOI 00acHOI
Jep)kaBHOI anMiHicTpanii (zami - JlemapraMeHT) Ta BXOJUTh Y CTPYKTYPY YIPaBIiHHS
ILU1aHOBO-(DIHAHCOBOI AisTIBHOCTI, OyXrajnTepchbKoro 06Ky i 3BITHOCTI, KaIpoBOTO Ta
oprasizainiiHoro 3abesnevenHs. Bigain i ATOPSIKOBY€ETHCS IUPEKTOPY
Henapramenty, 6e3nocepelHbO — 3aCTYITHUKY AUPEKTOpa—HAYaIbHUKY YIIPaBITiHHSL.

1.2.V cBoi#t mismteHOCTI Bijmnin kepyerbest KoHcrutyiieo Ykpaiuu, 3aKoOHaMu
VYkpainu, nocraHoBamu BepxoBuoi Panu Ykpainu, akramu [lpesunenrta Ykpainw,
Kabinery - MinictpiB VYkpainu, HakazaMu MOH, po3nopsikeHHSIMH TOJOBH
obnuepxanminictpaii, [TonoxeHHsAM mpo HemapTamMeHT OCBITH i HayKu JIbBIBCHKOI
obnacHOI Aep)aBHOI aaMiHICTpauii, IHIIMMHU HOPMATHBHO-TIPABOBUMH aKTaMH 3
IIUTaHb Jep)KaBHOI CIIy>kOU Ta KaapoBoi poOOTH, HaKa3aMH JUPEKTOpa JernapTaMeHTy
ocBiTHU 1 HaykH JIEBIBCBKOI 00/ 1epikaaMiHicTpallii, a Takox 1uM [TomoKeHHSIM.

1.3.V nuraHHsX oprasizamii i 3aCTOCYBaHHS METOAMKH BEIEHHsS KaapOBOl
pobOTH Ta AepKaBHOI CIIy>)kKOM BT KepyeTbCs TaKOXK BiAMOBITHHMH aKTaMH Ta
pexoMeHanisMU HarlioHanbHOTo areHTCTBa YKpaiHU 3 MHUTaHb JEP)KaBHOI CIIyKOH,
MinicrepcTBa couianbHOI TOMITHKM YKpainu, MiHicTepcTBa tocTuuii YkpaiHw,
IHILIMX [eHTPaJbHUX OPraHiB BUKOHABYOI BIIAIH.

1.4. ITonoxeHHss Ipo BIAAUI Ta IOCAAOBI IHCTPYKUIl NpaliBHUKIB BiJaily
3aTBEPIKYIOTHCS AUPEKTOpoM [lemapTamMeHTy.

2. OcnoBHi 3aBaaHHs Ta ¢pyHKUIl Bigaixy

2.1. OcCHOBHMMHU 3aBIaHHSMH BiJIiTy €:

- peai3alis Aep)KaBHOI MONITUKU y cdepi Aep)kaBHOI Cay)6H Ta KaapoBoi
pobotu;

- 37iHCHEHHS aHATITUYHOI Ta OpraHizamiiHOi poGOTH 3  KaapoBOro
MEHEDKMEHTY;

- 3aJ0BOJIEHHs I0oTpeOM B KBali(PiKOBaHMX KaapaX Ta iX e(eKTUBHE
BUKOPUCTAHHS,;



- JOKyMeHTajbHe O(OpMIEHHS TPYAOBHX BITHOCHH, B TOMY YMHCII,
IIPOXOKEHHS JePyKaBHOI CIIyKOu;

- oprasizatlisi po60TH 1010 OTpUMaHHs, 00pOOKH, 30epiraHHs Ta BUKOPUCTAHHS
NEPCOHANBHUX [JaHUX TIPalliBHUKIB JAeNapTaMeHTy, CTPYKTYpPHHX ITiIpO3IiJIiB,
3aKafliB, yCTAHOB, OpTaHi3alliii, IpU3HAYEHHS 1 3BIIBHEHHS IKUX 3/ MCHIOIOTECS ab0
IIOTODKYIOTECS. JUPEKTOpoM JlemapraMeHTy.

2.2. Bimgin KaJpoBOro Ta opraHizauiiHoro 3a0esneuyeHHs JlemaprameHTy
3abe3neuye: .

- peamizalilo Aep)KaBHOI HOJITHUKU y cdepl AepxaBHOI ciykOu Ta 3 NMUTaHb
KazpoBoi pobotu B JlemapTaMeHTi Ta HOro CTPYKTYPHHUX IiAPO3ijax, y3aralbHIOE
IPaKTUKy POOOTH 3 KaJpaMu, BHOCUTh MPOIMO3UIIT 111010 i BAOCKOHAIECHHS;

- 3JIMICHEeHHSI OpraHi3aIllifHOr0 Ta METOAMYHOrO 3abe3leueHHs 1Mo poboTi 3
KaJpaM#, a TaKo)X KOHCyJbTaTUBHe Ta iH(opmauiliHe 3abe3redeHHs poOOTH
KaZIpOBUX CIykO MiAMOPSIAKOBAHUX YCTAHOB;

- y4acTb y PpO3pOOJEeHHI AOKYMEHTIB MPABOBOIO XapakTepy JAermapTaMeHTy
OCBITH 1 HayKH o0aep KaIMiHiCTpallii;

- HaJiaHHSA BUCHOBKIB TIPO BiJMOBIIHICTH YMHHOMY 3aKOHOIABCTBY IPOEKTIB
HaKasiB, IOJI0)KEHB, IHIINX JOKYMEHTIB Jlenapramenty;

- pO3pOOKy NMPOEKTIB KOJIEKTUBHUX JOTOBOPIB;

- cBoedacHe O(OpPMIICHHS 1 MOJAaHHS Ha JEp)KaBHY PeeECTpallitd HOPMAaTHBHO-
IIPABOBHX aKTiB;

- CKJIaJJaHHS TIO30BHUX 3asB, 3aXUCT IHTEPECIB JeNapTaMeHTy B JEP)KaBHUX
oprasax i cyaax;

- MIArOTOBKY OOIPYHTOBaHMX BIANOBifeld Ha 3BepHeHHS (i3UUHMX Ta
IOPUANYIHUX OCi0;

- 3[IJiCHEeHHs IepeBIpKU BYACHOTO MOMAHHS JeKiapalliii ocib, yIOBHOBa)KEHHUX
Ha BUKOHaHHS (YHKLIN AepxkaBd abo MiCIIEBOrO CaMOBpSIyBaHHS, BiAMOBIAHO 0
BUMOT aHTHKOPYIILIHHOTO 3aKOHO/IaBCTRA,

- HiATOTOBKY JOKYMEHTIB Ta BEICHHS OOJIKYy HakasiB ILIOJ0 MpU3HAYECHHS,
IIepeBe/IeHHs], 3BUIBHEHHS 3 I0ocall JAepkaBHHX CiIyx0oBLiB J[lemaprameHTty i
NPaliBHUKIB CTPYKTYPHUX MiApo3aiutiB mpu JlenapramMenTi, HaJaHHSA IM BiIIyCTOK,
BIPSJKEHbB, IPUCBOEHHS PAHTIB IEPIKABHUM CITY KOOBIIIM;

- BBEJICHHS OCOOOBHIX CIIpaB Ta TPYIOBHUX KHIKOK KEPiBHUKIB 3aKJIa/iB OCBITH
o0JlacHOTO  MIJANOPSJAKYBAaHHSA, IMIATOTOBKY HakasiB Mpo iX NpuU3HAYEHHS,
NIePEeBEICHHSI, 3BIJIHEHHS Ta BIAPSKEHHS;

- OOJiK HaJaHHSA BIAMYCTOK IIpalliBHUKaM [ermapTaMeHTy, KOHTPOJb 3a
CKJIa[IaHHsM 1 JoAepKaHHSIM rpadikiB 4eproBUX BiJIIyCTOK;

- 3/1iliCHEeHHs 3aXOJiB s 3abe3reueHHs] TPYIOBOI AMCUMILTIHU, AOTPUMAaHHS
IpaliBHUKaMHU JIeNlapTaMeHTy MPaBUI BHYTPILIHEOTO TPYOBOTO PO3MOPSAKY;

- OpraHizalilo Ta IPOBEJEHHS KOHKYpPCY Ha 3alfHATTS BaKaHTHHUX II0CAL
nepxaBHOi cimy0u kareropii «b» 1 «B» JlemaprameHTy, KepiBHUKIB 3aKiajiB,
YCTaHOB, Oprasizaniii 06J1acHOTO MHiAMOPSAKYBAaHHS B MeKax KOMIIETeHIT, 3/11iCHIOE
IHILI 3aXO/H 11010 OpraHizalii KOHKYpCHOTr0 BiIOOpy Ha MOCcaau AeprKaBHOI CITyKOH;

- OpraHi3allifo BeJIeHHs 3BITHO-00JIIKOBOI JOKyYMeHTallii 3 KaIpoBUX MUTaHb Ta
TIPOXOKEHHS JepyKaBHOT CITy:KOu;



- oopMIIeHHS JOKyMEHTIB Ipo ckiIagaHHs [Ipucsru nepaBHOTO CIIyKOO0BIIS,
IIPUCBOEHHS DAaHriB JAep)KaBHOI CiIy)OHW, BHECEHHs BiJINOBIJIHUX 3aIHUCIB JI0
TPYJAOBHUX KHUXOK IIpalliBHUKIB;

- o0uucieHHs craxy poOOTH Ta Jep)KaBHOI ciyxOu, KOHTPOJIb 3a
BCTAHOBIEHHSIM Han0aBOK 3a BUCIYry pPOKIB Ta HaIaHHSM BiAIYCTOK BiAMOBiIHOT
TPUBAJIOCTI, CKJIaIeHHS rpadikiB IIOPIYHUX BiJIIyCTOK MpalliBHUKIB JlemapramMenTy;

- Yy MeXax CBO€I KOMIIETEHLIil IPOBEASHHS 3aX0/1iB s 3a0e3IedeHHs TPY10BOi
TUCHIUTUIIHY, odopMIIeHHS Ta 30epiraHHs JOKYMEHTIB, MOB'SI3aHUX 3 IPOBEICHHAM
CIIykKO0BUX PO3CIiAyBaHb Ta 3aCTOCYBAHHSM 3aXOMiB TUCIUIIIHAPHOTO BILUIUABY)

- BeZIeHHs1 poOOTH 110,10 00JIiKY, 3alI0BHEHHS 1 30epiranHs TPyIOBUX KHIDKOK Ta
0co00BUX CIIpaB NpalliBHUKIB [lemapTamMeHTy;

- oopMIIeHHS 1 BHAady AOBIIOK 3 Micisi poOOTH mpaiiBHUKA, 0(QOpMIIEHHS
JIMCTKIB TUMYACOBOI HeTpaIe31aTHOCTI;

- MIATOTOBKY JOKYMEHTIB JUIsl BiApSIKEHHS MpalliBHUKIB, B TOMY YHCIi 3a
KOPJIOH;

- ¥ MeXax CBO€I KOMIIETEHLIII 3a0e3nedye y4acTb y po3poOJIeHHI CTPYKTYpH Ta
LITaTHOTO po3mnucy JlemapraMeHTy, KOHTPOJIb 32 PO3pPOOKOIO ITOCAJ0BUX IHCTPYKIIii
B CTPYKTYpPHUX ITiipo3ainax /enapramenty;

- opraHi3alliifHe 3a0e3nevyeHHs y TPOBEICHHI MIOPIYHOI OI[IHKA BHKOHAHHS
IEeP’KaBHUMH CIIyKOOBLISIMU TTOKJIAJIEHUX HA HUX 3aBJaHb 1 000B'I3KiB;

- 00/mK  BiCBKOBO300OB’S3aHMX 1  IPU3OBHHUKIB Ta  OpPOHIOBaHHS
BilicbKOB0300OB’s13aHMX, 3abe3medye KOHTPOJIb 3a CTAHOM BiMCBKOBOrO OOJIiKY
BIICEKOBO3000B’13aHUX 1 MPU30BHUKIB Y CTPYKTYPHUX ITipO3/1iIax;

- (hopMyBaHHSI HOMEHKJIATYpPHU CIIPaB BiAaiTy, 30epiraHHs JOKYMEHTIB 3 ITUTaHb
KaJIpoBOi poOOTH Ta MiATOTOBKY X IS IoJaHHs 10 Jlep)kaBHOTO apXiBy;

- 371iliCHeHHs1 poOOTH, MOB'SA3aHO] i3 3aCTOCYBaHHIM 3aKOHOIABCTBA IPO TIPALIO
Ta JIep>KaBHY CITykOy BIAMIOBIHO 10 JOpy4eHb KepiBHULITBA JlenapTaMeHnTy;

- IPOBE/ICHHsl OpraHizalliiHoi poOOTH MO0 YKJIAJaHHS, pO3ipBaHHS Ta
IIPOJIOBKEHHS TEepPMiHy il KOHTPAKTIB 3 KEpiBHHKAMH JepP)KaBHUX, KOMYHAJIbHHX
3aKjajiB, YCTaHOB Ta Oprasizamiif, 10 Hamexats m0 chepu yIpaBIiHHI
JlemaprameHTy, 3a JOOpY4YeHHSM KepiBHUITBa JlermapraMeHTy - oOpraHizaliiHux
3axO0/IiB 3 IIepeBipKH BUKOHAHHS YMOB Ta IIOKA3HUKIB KOHTPAKTIB;

- O3V MarepialiB IOJO HArOPOMKEHHSI Ta MiATOTOBKY IOKYMEHTIB JJist
320XOYEHHs Ta HAropo/DKEHHS IMIPAIliBHUKIB JeMapTaMeHTy, MeQaroridyHuX Ta
HayKOBO-IIeJaroriYHMX NpaliBHUKIB, BeJie BiOBIAHMUI 00ITIK;

- TIPOBEJIEHHs POOOTH, MOB’S3aHOI i3 3aCTOCYBaHHSIM 3aKOHOAABCTBA PO TIPALO
Ta Iep’KaBHY CIIyX0y.

3. IIpaBa Biggiay

3.1. Bignin mae npaso:

- 3/IMCHIOBATH KOHTPOJb 3a JOAepKaHHAM 3akoHy Ykpainu «Ilpo meprkaBHy
cayx0y», Koznexcy 3akoHiB npo mpario Ykpainu, 3akony Ykpainu «IIpo ocsiTy» Ta
IHIIMX aKTiB 3aKOHOJABCTBA 3 IUTaHb KaJpoBOi poOOTH Ta JAep>KaBHOI CIyXOU B
CTPYKTYPHHUX Miipo3ainax JlenmaprameHTy Ta miAnopsaKoBaHUX YCTaHOBAX;

- OJIEP)KYBATH Y BCTAHOBJIEHOMY IOPSAKY BiJ mocanoBux ocib [lemaprameHTty
Ta MpaliBHUKIB CTPYKTYpPHUX Migpo3daimiB mpu JlemaprameHTi JOKYMEHTH Ta
iHpopMalliro, HeoOXIiTHI AJIs BUKOHAHHS MOKJIAAEHUX HA BiIi QyHKIIiH Ta 3aBJjaHb;



- Opatu yyacTh y Hapajgax Ta iHIIMX 3aX0Jax 3 MUTaHb KaJpoBOi poOOTH, LIO
IIPOBOAATECA B JlenmapTaMeHTi, MiANOPSAKOBAHUX HaBYAIBHUX 3aKjIaJax, iHiI[iFoBaTH
CKJIMKaHHs HapaJl 3 IMTaHb, 10 HaJlIeXaTh 10 KOMIIETeHi] BiAainy;

- B MeXaxX ITOBHOBa)X€Hb BHOCUTH KepiBHHLTBY JlemapTaMeHTy MpOMO3uIIil
IIOZI0 BIOCKOHAJEHHS poOOTH BIIAUTYy, KaapoBoi poOOTH Ta IIiJABHUILEHHS
€(EeKTUBHOCTI IePKABHOI CITYKOH.

4. CTpyKTypa Biaaijly KaIpoBoro Ta opratizauiiiHoro
3abe3ne4yeHHsI

4.1. Bimmin o4omoe Ha4YaNbHUK, SKAN TNPU3HAYAETBCS HA IOCamy |
3BINIBHAETBCS 3 Mocaau aupekTopoMm Jlemapramenty. HavansHuK Bigminy — mocana
nepxaBHOI ciry:x0u kateropii «b». Ha mocany HauanpHuMKa BiIIiny NMpH3HAYAETHCS
ocoba, fika Mae BHIIY OCBITy CTyINEHsS MaricTpa, BiIbHO BOJIOII€ eP)KABHOIO MOBOIO
Ta Ma€ JOCBiJ poOOTH Ha rocajax AepkaBHOI ciyxOu karteropiit «b» uu «By», abo
JOCBI CIy>)kKOM B OpraHax MiCLEBOIO CaMOBpSIyBaHHs, a00 I0CBiI po6OTH Ha
KepiBHUX IOCafax IIiJIPHEMCTB, YCTAHOB Ta OpraHi3amiii He3anexHo Bix (opmu
BJIACHOCTI HE MEHIIIe IBOX POKIB.

4.2. HavanpHMK BiAUTy MiONOPSOKOBYETBCS AMpeKTopy JlemaprameHty Ta
Oe3nocepeHbO - 3aCTYHUKY TUPEKTOpa - HA4alIbHUKY yIpaBiIiHHs JlenapTaMeHnty.

4.3. CrpykTypa Bigilly, YHCENBHICTh HOTO MpaliBHUKIB 3aTBEPIXKYIOTHCH
roJIoBOIO 001IeprKaAMiHICTpalii 3a MofaHHIM AupekTopa [lenmapramenTy.

4.4, TlpaniBHUKH BiJiTy 34iHCHIOIOTH CBOI (YHKII Ha MigCTaBi MOCagOBUX
iHCTpyKUi# Ta [TomoxxeHHs po BiJyIis, 3aTBEpIXKEHUX AUPEKTOpoM JlernapraMeHTy.

5. 3akI04HI MOJIOKEHHS

5.1. KepiBauurBoMm JlemapTaMeHTy CTBOPIOIOTBCS YMOBHM JUIS HaJleXKHOL
pobotm 1 migBumIeHHs KBaimidikamii mNpaumiBHUKIB Bimuiny, 3abe3nedyeThes
NPUMIIIEHHSAM, BIANOBIAHO OOJAJHAHUMHU MiclsAMU 30epiraHHs JOKYMEHTIB,
Telle()OHHUM 3B’SI3KOM, OpPITEXHIKOI, @ TaKoX 3aKOHOJABYMMU Ta IHIIMMHU
HOPMAaTUBHO-IIPABOBMMM aKTaMHU 1 JOBIJIKOBUMH MaTrepialaMyd 3 MHUTaHb KaIpoBOl
poboTH Ta AepiKaBHOI CITyKOH.

5.3. IlpauiBHuk# Bianiny 3a0e3medyloTh BHKOHAHHS 3aBJIaHb Ta IOKJIaJEeHUX
Ha HUX CIy)KOOBHX OOOB’SI3KiB, BU3HAUeHUX UMM [loOXKEHHSM Ta 3a3HAYEHHX Y
M0CaIOBUX 1HCTPYKIISX.

5.4. IloxnagaHHs Ha BiAIia 000B'A3KIB, He nepeadaveHux uuM [lomoxxeHHsM, i
TaKUX, LI0 HEe CTOCYIOThCS IHTAaHb KaApOBOI Ta oOpraHizauiiHoi poboTH, He
JOITyCKa€EThCS.

HayanbHUK Biaaily KaaipoBOro
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