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1.3araabHi noJ10KeHH .

1.1.Kanuensapis € caMOCTillHUM CTPYKTYypHUM TiApo3ainoM Komomuiicekoro
MeIUIHOrO (haxoBoro konemxy(nani-Kaunuenspis) . Kannenspis
MiAMOPSKOBAHA 3TiIHO 3 HAKA30M IPO PO3MOALT 060B’SI3KiB M0 KepiBHHLITBY
pObOTOIO CTPYKTYPHHUX MiAPO3NINIB Ta MOCATOBUX OCI6 MEAMIHOTO HaxoBOro
KOJIEJKY THPEKTOPY KOJEIKY.

1.2.V cBoiit mismeHocti Kannenspis kepyersest Koncruryniero Ykpainu Ta
3aKOHaMM YKpainu, Ykazamu Ilpesugenta Ykpainu, [Tocranosamu Kabinety
Misictpis Ykpainu, CtatyroM KogoMuiicBKOro MeqMIHOro haxoBoro KOIemKy
iM. I. @paHka, iHCTpyKIli€to 3 BenenHs ninosoacTa Konomuiicskoro
MeIMYHOTO (BaxoBoro Koneky iM.. I @panka, iHIIMMA HOPMATUBHO-
IIPaBOBUMH aKTaMH Ta PO3MOPSAYUMHU JOKYMEHTAMH, & TAKOXK JaHUM
ITonoxxeHHsIM.

2.0cHoBHi 3aBa1aHHs Ta QyHKIII.

2.1.Kanuensapis 3nificHIoe HacTynHi QyHKIIiT Ta npoueaypH:
2.2.®yukuis: KepiBHHITBO CTPYKTYPHHM IAPO31iJ0M.

MicTuThb Taki npoueaypu:

- opraizauis po6otu Kanuemspil Bianosinuo go CratyTy Mequ4HOTro
(axosoro kxonemxy Ta ITonmoxenns npo Kanuenspiro;

- CKJIaJlaHHsA M1any poboTu Kannenspii 3a KOHTpOIIb 33 HOro BUKOHAHHSM,
- po3poOKa Ta HaJaHHS Ha 3aTBEPXKEHHS KEPiBHUIITBY MONOXKEHb Ta
II0CaJAOBUX 1HCTPYKIIH IIpaIliBHUKIB;



- MIArOTOBKA NMPOIIO3HLiH Ta (a60) IPHHAHITTS pIIIEHD:

- 11010 KaAPOBUX IUTAHB I IPO3IiIy;

- IPY pO3IIIsiAl BXiJHOT KOPECIIOH e HITIT;

- IOJI0 CTaHy OpraHizawii podoTH miaposainy;

-3 2 JIONIOBIAHMMH 3aNUCKaMH, IOJaHHAMH, THCTAMH, HaKa3aMH, iRIIMY
JOKYMEHTAMH TOIIIO;

- YHacThb y 3aCyXOBYBAaHHAX, Hapaax, Mo NPOBOJATE BHIIECTOAI] OpPraHy,
KePIBHULTBO KONEKY, & TAKOXK MiCIIeBi OpraHu BUKOHABYO] BJIa]IH;

- POBE/ICHHS HApa[l 3 PAliBHUKAMH KaHIEIspii;

- IIATOTOBKA MPOEKTIB JOKYMEHTIB, 110 HATEKATh 110 KOMIIETEHII] KaHLeJspii;
- B3a€EMO/Iist 3 IHIIMMH CTPYKTYPHHUMH ITiIPO3IiNamMu, TTOCaTOBUMH 0COGaMY
KOIICLKY y MeXkaX QyHKLIOHATBHEX TIOBHOBAXEHb IS IPHIHATTS Y3TOJKEHUX
pillieHsb;

- 3a0e3MeueHHs] TOTPUMAaHHS IPaLliBHHKAMHE KaHIespil:

- BUKOHABCHKOI JUCIHILIIHH;

- BEJICHHS J1JI0BOJICTBA;

- IPaBHJT BHYTPILIHBOTO TPYIOBOTO PO3LOPSKY Ta PEXKHMY POGOTH;

- BUMOT HOPMaTHBHO-TIPABOBUX aKTiB 3 OXOPOHH Hpalli, MOKEKHOT Ge3neKH;

- PO3IIIA TA YHaCTh Y PO3ITISAL 3BEPHEHb, CKapr IPOMAJIsH, Cy6’ €KTiB
FOCTIONaPIOBAHHS, OPraHiB AepKaBHOI BIa/H, NEIyTaTiB 3 TUTAHb
IPaBOMIPHOCTI Il ocanoBUX 0cib Ta MmaroToBKa 3a ix pe3yapTaTaMH JOBiIOK,
BHCHOBKIB, 1HIIIOT iH(opMarii;

- OLIHKA Pe3yJbTaTiB pOOOTHU, IITOBUX SIKOCTEH IPAIIBHUKIB IPH BUKOHAHHI
[IOKJIa[IEHUX 3aB/IaHb;

- 3a0e3M1eueH s MOPALHOTO Ta MaTepialbHOTO 3280X0UeHHS [IpaliBHUKIB
KaHHeHlel

- NiATOTOBKA Ta HAJAHHsI KePIBHUITBY iHDOPMALiHIX Ta AHATI THIHHX
MarepiajiB BiMOBIHO 10 KOMIIETEHIIi] KaHLeJsPil;

- BHECEHHS NIPOIIO3HILIH KEPIBHUUTBY 100 yAOCKOHATEHHS pOGOTH
KaHLeJISPil, OpraHisallii CTpyKTypH Ta 3MillHEHHS KagpOBOro HOTeHulany,

- BHECEHHS IPOTO3HILIH 010 BKUTTA 3aXOLiB O OPYUIHHKIB BHKOHABCHKOL,
TPYZAOBOI NUCLUILTIHH;

- BXXUTTA B MEXaX KOMIIETEHIIT 3aX0/iB OO0 3an00iragHs KOpyMIIii,
TIPUIIHHEHHS KOPYIIHHUX NPaBOLOPYILIEHb Y pa3i BHSBICHHS 91 OTpUMAaHHS
IpO X BYMHEHHS MiJIErITUME a60 IIOPYIISHHSIM 3aKOHOAaBYO BCTAHOBJIEHIX
CHeliaibHIX OOMeKeHb Ta IIOBIIOMIEHHS PO Iie Y BCTaHOBJIEHOMY HOPSIKY:;
- 3MIHCHERHS IHITUX TOBHOBAXEHb, Iepeatatenix [[0N0KeHHIM npo
KaHLEJSPilO.

2.3.®yuxuis: po6ora 3 1060py, po3CTaAHOBKH, npodeciiiHol miAroroBxku Ta
NepeniAroToBKH KaaApis.

- YJacCTh y 3aX0J1ax UIOJ0 MiABUINEHHs KBasidikanii NpalliBHUKIB
CTPYKTYPHHUX NiJPO3MiNiB, opraHizanis npodeciii | HOro Hap4aHHs



2.4.®ynkuin: 3arajpbHe J110BOJCTBO

MicTUTP TaKi MPOLENYPHU:

- po3po6Ka HOMEHKJIATYPHU CIIPaB;

- IpUHMaHHsl, peecTpallist Ta 00pobKka BXiTHOI i BUXiIHOT KOPECIIOHIeHi],
TIOCTaHOBKA Ta KOHTPOJIb JOKYMEHTIB BX1THOI KOpECIIOHAeHIi (B TOMY YHCII
PO3IOPSAAUMX JOKYMEHTIB BHILECTOSIIMX OPraHiB) MIPH iX peecTpalii;

- 3[ificHeHHs peecTpallil, 00JiKy Ta pO3CHJIKa BHYTPIIIHIX pO3NOPSAAINX
JTOKYMEHTIB ;

- BeJleHHs 00JIiKY TOKYMEHTIB, 3a0e3mneueHHs X 30epeKeHH s, OIIepaTUBHOIO
MOMIYKY, TOCTaBKH Ta HaJaHHA iH(opmalii moJ0 HUX;

- yaocKoHaeHHst GopM poOOTH 3 TOKYMEHTaMHU B KOJIEIKI;

- 3J1ificHeHHs OpraHi3alifHO-METOIUYHOIO KEPIBHULIITBA POOOTOO 3
JOKYMEHTaMHU y MiAPO3/LUIaX KOJIEIKY;

- opramizailisi eJleKTpOHHOI 0OpOOKH JOKYMEHTIB, IX TUPaXKyBaHHs Ta PO3CUIIKH;
- 3MIHCHEHHS KOHTPOJIIO 32 MPaBUJIbHICTIO O(QOPMIIEHHS PO3IIOPIAUUX
IOKYMEHTIB CTPYKTYPHHUMH HiAPO31TaMHU KOJIEIKY;

- BXKUTTS 3aXOMiB JYII CKOPOUEHHS TEPMiHiB TPOXOKEHHS TOKYMEHTIB,
y3araJbHEHHS Ta aHalli3 JaHWX MPO XiJ Ta pe3ysbTaTd Liel poboTH;

- 3aCBiJYEHHS [T€YATKOIO JOKYMEHTIB y BUITaJIKax, epeadadyeHnx

BiITOBI JHIMH PO3TOPSTINMHU JOKYMEHTaMU;

- oprasizarnis 36epiranss ta 3abe3neueHHs 30epeKeHHs] JOKyMEHTIB Ha
nanepoBUX HOCISIX;

- opramizallis 3a 1Opy4YeHHSIM KepiBHUITBA IIiITOTOBKYU IIPOEKTIB JOKYMEHTIB,
3a0e3neveHHs iX oQOpMIIEHHS Ta BUILAHHS.

2.5.@yukuis: Opraunizanist 0co0HCTOrO NPUKHOMY IpOMaJAsH IOCATOBHMHU
0coGaMH KoJIeI Ky Ta 3a0e3NeUeHHs PO3IJsay 3BepHEeHb IPOMaisiH

- PO3IIsi)l 3BEPHEHB IPOMAJISH Ta HaAaHHs BIANOBIAEH HA HUX
®yukuis: Haganus my6sivynoi ingopmaunii:

- 3a0e3eYeHHs MPO30POCTi, TOCTOBIPHOCTI Ta * BIIKPUTOCTI 1H(OpMaLIi Ipo
JiSUTBHICTD KOJIEIDKY, BUTBHOTO OTPUMAaHHS 11 FOPUIUYHUMH Ta QI3UYHUMH
ocobamu, KpiM OOMEXEHb , BCTAHOBJIEHUX 3aKOHOaBCTBOM;

- MiATOTOBKA Ta HAJaHHS JUJIsl ONIPHIIOJHEHHS:

- BUZIB iHbopMallii siKy 30epirae Konemx;

- Miclle 3HAXOKEHHs, ITOIITOBY anapecy, HoMepHu 3acobiB 3B 53Ky Ta
eJIEKTPOHHOT IIOIITH;

- TIpi3BHIIIE, M5t Ta 1O OATHKOBI, CIIyk00B1 HOMepH Tesle(OHiIB, afpecH
eJIEKTPOHHOI IOIITH AUPEKTOpa Ta HOro 3aCTyNHHUKIB, KEPIBHUKIB CTPYKTYpPHHX
MiAPO3/ITiB KONEIK;



- 11y 1HGOPMAIIiFO PO MisUTBHICTE KOJIEIKY , MOPSIOK 060B’ I3KOBOTO
OIPIITIOJHEHHS SIKOT BCTAHOBJIEHHMI 3aKOHOM;

- HafianH4 iHgopmanii Ipo AiAIbHICTE KOJEIKY 3a 3alTUTaMH Ha 1H()OPMALIiIo;
- 3a0e3MeueHHs peecTpalil y cucTeMi o0iKy 3anuTiB Ha iH(oOpMario Ipo
IiSUTBHICTD KOJIEIKY:

- TUChMOBUX, MepeJaHux (PaKcoM Ta 3aco0aMHU eNIeKTPOHHOTO 3B’ A3KY;

2.7.®ynkuin: Indpopmaniiina B3aemosist 3 30BHIIIHIMH OpranizamissMu:
- 3a0e3meyenHs iHGopMaIiHHOTo OOMiHY KOJISIKY 3 OpraHaMH Iep:KaBHOT
BJIaI1 Ta MICLIEBOIO CAMOBPSITyBaHHS BIIIIOBiAHO O BUMOTI HOPMAaTHBHO-
IIpPaBOBUX aKTiB.

2.8.®@yukuis: opraHizauist po6oTH, NOB’A3aHOY i3 3aXHCTOM EPCOHATBHUX
AAaHHUX NPH iX 00pod1i, BiANOBIAHO X0 3aKOHOJABCTBA:

- O3HAWOMJIEHHS NPAIiBHUKIB KaHLEAPil 3 BUMOI'aMH 3aKOHOIABCTBA IIPO
3aXHCT MEPCOHANIBHUX JaHUX, 30KpeMa IOJ0 IXHBOr0 000B’SI3Ky HE JOMYCKATH
posroJioments y 6yab-akui crocib mepcoHalbHUX AaHUX, Ki iM 6YI10
noBipeHo abo sKi cTanu IM BiZoMi y 3B’SI3KY 3 BUKOHAHHAM CITYKOOBHX
000B’A3KIB;

- HEPO3TOJIOIIEHHS IOCAJOBUMHU 0Cc00aMH y OyAb-SIKHU CIOCi0 MMepCOHATBHUX
JaHuX, ki IM OyJ10 JoBipeHo abo sKi cTaiu BiAOMI y 3B’A3KY 3 BUKOHAHHIM
CIy060BUX 000B’S3KiB

3.KepiBHHIITBO

3.1.Kanuenspiro o4ooe 3aBiLyBad, sIKHMi MPU3HAYAETHCS HA [10CAMY
JUPEKTOPOM KOJIEIKY.

3.2.Ha nocany 3aBinyBada Kanuenspii npusHadaerscst ocoba, sika Mac 6a30By
BHIILY OCBITY, 3HAa€ YMHHE 3aKOHOJABCTBO Ta iHIII HOPMATHBHI JOKYMEHTH, SKi
PerIaMeHTyIOTh POOOTY CTPYKTYPHOIO MiApPO3IiTy, OPITEXHIKY, IpaBUa i
HOPMH OXOPOHH Ipalli, TEXHIKH Oe31eKn, BUpOOHUYOT caHiTapil Ta OKeXKHOT
Oe3mexu.

3.3.Ha nepiop BigcyTHOCTI 3aBigyBaya KaHIEISPil #0ro 060B’I3KH BUKOHYE
TIJTOBO.

4.IlpaBa 3aBinyBaua Kanuenaspii.

Jlist 3a6e3nedenns BUKOHAaHHS 000B’s13KiB i $yHKIii 3aBinysay Kannenspii Mmae
IpagBo:

4.1.10BOUTH BUMOTH Ta BKa3iBKU KePiBHUIITBA [0 MPAL[iBHUKIB KOJIEIKY, 10
TIOTPUMAaHHIO HUMH BUMOT 3arajibHOTO Jil0BOJICTBA;



4.2.roTyBaTH MPOEKTH HAKA31B, PO3IIOPSIKEHb, K1 BITHOCATHCS 10
komrmeTeHIiT KaHnenspii konemxy.

S5.BinnoBinaabHicTh 3aBinyBaya Kannenspii.
5.1.3aBigyBau Kannenspii Hece BIANOBIAANBHICTD 3a:

-HesIKiCHE Ta HeCBO€YacHe BUKOHAHHS a00 HEBUKOHAHHS TOKJIaIeHHUX Ha HOTO
000B’SI3KIB;

~HeJJOTPUMAaHHS MPaBUJI BHYTPIITHHOTO TPYAOBOTO PO3MIOPSIAKY;
-HeTOTPUMAaHHS BUMOT 1IHCTPYKIIi{ 3 OXOpOHU Mpalli, MPOTHUIIOKEKHOI Oe3IeKH,
BUpOOHHUYO] caHiTapil;

5.2. BignoBinaneHicTh 1HIIMX MpaliBHUKIB KaH1enspii BU3HAYA€THCS
0CaZioBUMU [HCTPYKIISIMU.

6.B3aeMOBITHOCHUHH.

6.1.Kanuenspis npairoe B TICHIHA B3aeEMO/IIT 3 IHIIMUMU CTPYKTYPHUMHU
MiApO3A1IaMH Ta TOCAJOBUMH 0COOaMU KOJIEIKY.



