3ATBEPI)KEHO

MIPOTOKOJI 3araJIbHUX 300piB
(koHbepeHwii) nep)xaBHUX Ay OOBLIB
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BonuHcekoi obaacTi

B 30 TpaBHs 2016 Ne 1

ITPABUJIA
BHYTPIlIHLOTO CJIYK00BOr0 pO3HOPAAKY
ManeBHUBKOrO paiioHHoOro cyay Bosmmncbkoi ofiaci

I. 3araabHi nojoxenns

1.1. Ili npaBuna BM3Ha4arOTh 3arambHi MONOXKEHHS MO0 OpPraHi3alii BHYTPILIHBOrO
CIy’K00BOro po3nopsaaKky MaHeBHIIBKOro paifoHHOro cyay BommHcbkoi obGnmacti (mai
Cyx), HOro anapary, pexuM pobOTH, yMOBH 1epeOyBaHHs IEP)KABHOTO CIIyXKGOBIIS B cyni
Ta 3a0€3MeYeHHs PallioHATbHOTO BUKOPUCTAHHS HOro po609oro gacy.

2. Cyx00Ba IMCUMILTIHA B CyJli IPYHTY€ETBCS Ha 3acaax CyMIiHHOTO Ta mpodeciitHoro
BUKOHAHHS JEPKaBHUM CITy)KOOBLIEM CBOIX 0OOB’SI3KiB, CTBOPEHHS HATEKHHX YMOB IS
ehexTHBHOI pOOOTH, IX MaTepiabHO-TEXHIYHOTO 3abe3ledYeHHs, 3a0XOYEHHS 3a
pesyabTataMu poOOTH.

3. llpaBuna BHYTPINIHBOrO CIy’KOGOBOTG pO3HOPSAKY B Cydi 3aTBEPIKYIOTHCS
3aralbHUMHU 300pamMu (KOH(EpeHIi€0) NepXKaBHUX CIyXGOBUIB Cyldy 3a HOJAHHIM
KEpiBHUKA N€pkaBHOI ciyOu B cyai (Jami — KepiBHUK Jep)KaBHOT CIy)X6H) HA OCHOBI
TunoBux mpaBun BHYTDIIIHBOTO CTy)KOOBOTO PO3MOPSAAKY, 3aTBEPIKEHHX HaKa3oM
HamionaneHOro areHTcTB YKpaiHM 3 NUTaHb AepxkaBHOi cayx6u 03.03.2016 Ne 50
3apeecTpoBaHo B MiHicTepcTBi roctumii Ykpainu 25.03.2016 3a Ne 457/28587.

4. IlpaBuia BHYTPILIHBOTO CTy*GOBOTO TPYJAOBOTO POSHOPSIAKY CYyHy AOBOIATHCS [0
BiZIoMa BCiX Jep)KaBHUX CITY>KOOBIIIB, sIKi MPALIOIOTE Y CyIi, M MiAIucC.

II. 3arajabHi npaBuia eTHYHOI MOBEAIHKH B Cyxi
1. JlepkaBHi ciy00BLIi TOBUHHI JOTPUMYBATHCh BUMOT €TUYHO]I [TOBEJiHKH.

2. JlepxasHi cnyxOoBIi y cBOii pOGOTI MOBHHHI HOTPMMYBAaTHCh IPHUHIMIIIB
NpoQeCiMHOCTI, NMPUHLMUMNOBOCTI Ta MOOPO3UUIUBOCTI, A0ATH MPO CBOK Mpodeciiiny
YECTh 1 FAHICTb.

3. JlepxaBHi ciyXOOBLi IOBHHHI YHUKATH HELEH3YPHOI JEKCHKHM, HE IONYyCKaTH
IiJBMINEHO] IHTOHAWI] HiJ Yac CHijKyBaHHA. HenmpunyCTUMHUMH € MpOSIBU 3BEPXHOCTI,
3HEBAKJIMBOT'O CTABJICHHS 10 KOJIET Ta IPOMAJISH.

4. JlepxaBHi ciyXOOBILI MiJ Yac BUKOHAHHA CBOIX MOCAJ0BUX OOOB’A3KiB MOBHMHHI
JOTPUMYBATHCS B3a€EMOIIOBArd, JUIOBOIO CTUIIO CHUIKYBaHHS, BUABIATH MPHHIIUIIOBICTh
1 BATPUMKY.



II1. PoGoumii yac i 4ac BiANOYMHKY AeP:KaBHOTO CIyKO0BIISI

|. TpuanicTs po6OYOro Yacy AepkaBHOTO CIykOO0BLA CTaHOBUTH 40 NOIMH HA THKICHb.

2.V cyni BCTAHOBIIOETHCS TSTHAEHHUH POOOUME THXKAEHD i3 TPUBATICTIO pobotu 1o
JHAX: TIOHEIJIOK, BIBTOPOK, cepena, YeTBep - mo 8 TOOvH 15 xBuiauH, WATHUAUSA - 7
FOMH; BUXigHI aHi - cy6oTa i Heaus.

PexciM poGOTH Cydy BCTaHOBJIOETBCS 3 YPaXyBaHHAM 3arajibHOIPHHHATOrO PEXUMY
pOGOTH MiANpPHEMCTB, yCTaHOB i opranizauid 3 9 rox. 00 xB. 1o 18 rom. 15 xB. 3
noHeiaKa o ersep Ta 3 9 roa. 00 xB. 10 17 roa. 00 xB. y I’ ITHALYO.

Y 3B’13Ky 31 CIIy’60BOK0 HEOOXiTHICTIO, 3yMOB/ICHOIO CIIEMU(IKOI Ta 0COOIHBOCTAMH
po6oTH y cyi (HOro CTpyKTypHOMY MiAPO3/ijii), MOJKE BCTAHOBIIOBATHUCS THIIMHA PEXHUM
pOOOTH BiAMOBIAHO IO 3aKOHOAABCTBA MPO MPALO.

3. TlouaTok Ta KiHelp poOOYOro Hacy, MepepBa, WO HAZAEThCA JUIA BiAMOYUHKY 1
XapuyBaHHs, BCTAHOBIIOIOTHCA JUIS JIEPKABHOTO CIY)KOOBLSI 3 YPaxXyBaHHAM PEXUMY
poGoTu cyny.

TpuBanicTh MepepBH LIS BiAMOYUHKY i XapdyBaHHs CTAaHOBUTH | TOI. 3 13 roa. 00 xB. 0O
14 rox. 00 xB. ITepepBa He BKJIKOYAETCS B POOOUHIT ac, i AepiKaBHHUH CITy)KOOBEIh MOXKE
BHKOPUCTOBYBATH ii Ha CBill po3cya. Ha ueil gac Bin MoXe BimtydaTrcs 3 MicCIg poOOTH.

4. HanepeoaHi CBATKOBUX Ta HEPOOOUYMX JHIB TPUBATICTH POOOYOrO JHS CKOPOTYETHCS
Ha OJIHY FOJIUHY.

5. TlpamuiBHUKaM 3a00pOHSAETHCS BiJBONIKATH AEPXKABHOIO CIy>KOOBLS Bill BUKOHAHHA
ioro mocamgoBux 000B’S3KiB.

6. O611ik po6GOYOro yacy y Cyi 3ailicHIOETbCs Y BinmoBigHOMYy Tabeni o6miky po6odoro
qacy.

7. Buxia aepaBHOTO CTyX60BIS 3a MexXi aqMiHicTpaTHBHOI OyaiBi cydy y poOouni
yac 3i c1y’kKOGOBUX NUTaHb BigOyBa€ThCs 3 BioMa ioro Ge3mocepeqHBOT0 KepiBHHKA. Y
Cy/i BEAEThCS KyPHAI PEECTpallii MiCEBUX BiAPAIKEHb.

IV. Ilopsiaok NOBiIOMJICHHS! AeP)KaBHAM CTy)KO0BIEM NPO CBO BiICYTHICTH

1. JlepaBHuil cayx6oBelh MOBIJOMIISE CBOrO 6e3MOCcepeHbOr0 KepiBHUKA MPO CBOKO
BiICYTHICTh Ha poOOTi y MUCHMOBIH $HopMmi, 3ac06aMK €IEKTPOHHOTO UM TeNePOHHOrO
3B’3Ky 200 iHIIIUM JOCTYIHUM CIIOCOOOM.

2. Y pasi HeJOTPMMAaHHs [EpPXKaBHUM CIyXOOBLEM BHMOT TYHKTY | 1BOro po3aiay
CKJIAIA€THCA aKT MPO BifICYTHICTH JEPKABHOTO CIIyKOOBIA Ha po6OYOMY MICLLi.

3. V pa3i HEHalaHHSA JEPKABHUM CIyKOOBLEM 10KAa3iB MOBAKHOCTI NPHIUHH CBOEI
BiICYTHOCTI Ha poOOTi BiH MOBMHEH MOJATH NMHCHMOBI MOSCHEHHA Ha IM’s KepiBHHKA
Cyy WIO/I0 NPHYKH CBOET BIICYTHOCTI.

V. IlepeGyBanHs Aep:KABHOro CIyKO0OBIS B Oprasi fep:KaBHOi Bjaau y BHXHIHI,
CBATKOBI, Hepo06oui aHi Ta mic/s 3akiHYeHHs: po004Y0ro acy



1. JIng BUKOHaHHS HEBIAKJIAAHUX 3aBIaHb AEPXKaBHHI CITy>KOOBEIb MOXKE 3aTyYaTHCh 10
poOOTH MOHAA YCTAaHOBJIEHY TPUBATICTH pOOOYOro IHS 3a HAKa3oM (PO3MOPSIKEHHSM)
KEpIBHUKA AEPKaBHOI CITy>kOM, B TOMY 4YHCIII Y BUXI1/IHI, CBATKOBIi, HepoOOUi [IHI, a TAKOXK
y HIYHHH Yac 3 KOMIIEHcalli€lo 3a pobOTy BiAMOBIAHO A0 3aKOHOIABCTBA.

TpuBanicte poOOTH MOHAA YCTAaHOBJIEHY TPHBAIICTh poOOYOTO MHS, & TAKOXK Y BUXIIHI,
CBATKOBI Ta HepoOoui [HI, y HIYHUM 9ac I8 KOXHOTO IEPXKABHOIO CIyXOOBLSA He
[NOBUHHA MEPEBUIIYBATH YOTUPH TOAWHHM MPOTATOM ABOX AHIB mocminb 1 120 roavn Ha

piK.

2. KepiBHUK JepXkaBHOI CIYXOH 3a MOTpeOU MOXe 3alydaTH ACPIKABHUX CITy>KOOBIIIB
BOT0 AEP>KaBHOTO OPraHy A0 YEpryBaHHS IICHsS 3aKiHUEHHS poOOCYOro AHs, Y BUXIIHI,
CBSITKOBI 1 HEpOOOU1 JIHI.

UYepryBaHHs IepKaBHOTO CIY>KOOBL MiCisA 3aKiHYeHHS poO0dYoro mHsA, Y BHXIiJHI,
CBATKOBI 1 HepoOoui AHi 3AIHCHIOETBCS 3TimHO 3 TpadikoM, AKHUH PO3POOIAETHCS
ci1y0010 ynpaBiaiHHS HEPCOHAJIOM 1 3aTBEPKYETHCS KEPIBHUKOM JIEPKABHOT CITY)KOH.

3. VYV rpabiky depryBaHHs 3a3HA4YarOThCA: 3aBIaHHS, SKe MOTpeOy€e BUKOHAHHS,
BIAMOBIAANBHUIA JepKaBHUM cioyk0oBelp, HOro mocaga, Micie, gaTa Ta CTPOK
4epryBaHHS.

4. Y pazi 3anyyeHHs A0 4YEpryBaHHs MIiCIsA 3aKiHYCHHS poOOYOro MHs, y BHUXIAHI,
CBSATKOBI 1 HepoOOYl [HI AEpXaBHOTO CIIy>XOOBIH, SIKOTO HE BKJIIOYEHO A0 Tpadika,
HACTYMHOro poOOoYoro MHS Ticlsi YepryBaHHs BIAMOBIAHA iH(OPMALis MOAAETHCs
CITy>)k00K0 YTpPaBiHHS MEPCOHAJIOM KEpPIBHUKY NEpXKaBHOI CIy>KOM A1 BHECEHHS B
yCTaHOBJIEHOMY MOPSAZKY BiATMOBIAHUX 3MiH JI0 TaKOro rpadika.

5.V pa3si 3ainy4eHHs Aep>KaBHOTO CIyx)OO0BIs 10 poOOTH MOHAJ YCTAHOBJIEHY TPUBAIICTD
po0OYOro AHS y AEPKABHOMY OpraHi 3ampOBaKy€ThCS MiACYMOBaHHHA 00JiK poOo40ro
qacy 3 TUM, MO0 TPUBAIICTh poOOYOro yacy 3a OOJIIKOBUHM MEpIO HE NMEPEBHILYBaJa
HOPMHU TPUBAJIOCTI pob60YOro gacy.

3a pobory B 3a3HadyeHi JHiI (4ac) JEpKaBHUM CIy>KOOBLSIM HAJA€ThCcs TIPOLIOBA
KOMIIEHCAI[isl Y po3Mipi Ta MOPSAKY, BH3HAYEHUX 3aKOHOJABCTBOM IIPO Mpaur, ado
OpPOTATOM MicCslld HAJAlOThCS BIANOBIAHI [HI BIANOYMHKY 3a 3asgBaMU JEpIKaBHUX
cyk00BITIB.

6. 3a60pOHSETHCS 3aIydaTH 10 poOOTH MOHA YCTAaHOBJIEHY TPUBAIICTh POOOYOro IHH, a
TAKOXX Y BHXIiHI, CBITKOBI Ta HepoOOUi [IHI, Y HIYHUI Yac BariTHUX KIHOK 1 JKIHOK, fAKI
MaroTh JiTell BIKOM 10 TpbOX pokiB. JKiHKH, sSKi MalOTh AiTeil BikoM Bia 3 1o 14 pokis
a00 IUTHHY-iHBallifa, MOXYTh 3aJlydaTHCA OO HAAypOYHHMX DOOIT JMIIE 3a IXHBOIO
3rof1010. 3alydeHHs iHBaIiIiB J0 HAAYPOIHUX POOIT MOMUIMBE JAMLIE 32 IXHBOIO 3rOIOH0 1
3a YMOBH, IO i€ HE CYMepeduTh MEJUIHUM PEKOMEHAALIISAM.

VI. Ilopsinox /doBeleHHS [0 BigoMa Aep:KABHOro CJY:K00BHSI HOPMATHBHO-
NpaBOBHX aKTiB, HaKa3iB, 10PYYeHb TA PO3NOPSAIKEHD 3i CJIyKO0BHX NHTAHD

1. HopMaTuBHO-TIPaBOBI aKTH, HaKa3W, JOPYYEHHs, PO3NOPSDKEHHS 31 CIIyKOOBMX IMMTaHb
JOBOAATHECA IO BioMa JEpXKaBHMX CIy)KOOBIIB IILUISIXOM O3HallOMJEHHs y NamepoBii abo
€JIEKTPOHHIN (OpMIi 3 MIATBEPHKEHHSIM TAKOTO O3HAHMOMIICHHS.



[ligTBep/IKEHHAM MOXE CIYTyBaTH MIANKC JAEPKABHOIO cnyx0OoBis (y TOMy 4HCHi SIK
BiAIOBIIA/IBHOTO BHKOHABLS) HAa JOKYMEHT, y OKypHaui peectpauii JIOKyMeHTIB  a0bo
BiIOBiHUN eIeKTPOHHMH 1MPOBUA MiANMKC, SKAH MiATBEPIKYE O3HAMOMIIEHHS 3 IIEBHUM
CIy’KGOBUM JIOKYMEHTOM B €IEKTPOHHiH GopMmi.

2. HopMaTHBHO-NIPaBOBi aKTH, SKi MiJUIATaoTh OQIMIHHOMY ONMPHIIOJHEHHIO, NOBOAATHCS N0
BiIOMa JEpXKaBHOrO CIY)KOOBLS NUIAXOM IX ONPUIIOJHEHHS B odiiifHUX JPYKOBAHUX
BHJIAHHAX, 2 TAKOX IUISXOM PO3MilleHHs Ha o(iliifHiX BeG-caliTax opraiB IepkaBHOI BIajH
Ta HA BJIACHOMY CaiTi CyAy.

VII. JlorpuMaHHs 3arajbHHX iHCTPYKUid 3 OXOpOHM npami Ta NPOTHHOXKEKHON
0e3neKH

1. KepiBHuK oprady aep)aBHOi Biai¥ 3000B’s3aHHH 3a6e3neunty OesneuHi YMOBH IIpaili,
HATEXHUI CTaH 3aco0iB IPOTHIIOKEKHOT Ge3NeKH, CaHiTapii i TirieHH npat.

[HCTPYKTyBaHHS 3 OXOPOHH TIPalli T2 MPOTHIIOKEXKHOI Oe3neKu Mae 3JilicHIOBaTH 0c00a, Ha AKY
KepIBHHKOM OpraHy JepXaBHOI Blla/li MOKNa/IeH] BiANOBIAHI (yHKuUil B TAKOMY OpraHi.

2. JlepaBHHii CcIyXOOBELb NMOBMHECH NOTPUMYBAaTHUCH MpPABHII TeXHiKH Oe3leKH, BUpOOHUYOI
caHiTapii i ririeHy mpaiii, IPOTHIIOKEKHOT OE3MEKH.

3. YMoBu npaili Ha po6o4oMy MicIli, CTaH 3ac06iB KOJIEKTUBHOT'O Ta 1HIMBIIyaJbHOIO 3aXHCTY,
1110 BUKOPHCTOBYHOTBCS IePXKaBHUM CIIy)KOOBLIEM, @ TAKOX CaHITapHO-MOOYTOBI YMOBH MOBHHHI
Bi/IMOBiAATH BUMOTraM HOPMATUBHO-TIPABOBHX aKTiB 3 OXOPOHH MpaLLi.

4. 3a cTaH MOKEXKHOT Ge3MEKN Ta JOTPUMAHHS IHCTPYKIIiH 3 OXOPOHH Ipaili B Oprai JepKaBHOL
BJIA/IM Bi/MOBifa€ KEPIBHUK JEPXABHOrO OpraHy Ta BU3HAYEHA HMM BiANOBIfalbHA ocoba, Ha
AKY IOKJIAICHO TaKuil 000B A30K.

VIIL Ilopsigok npuiiHsiTTs Ta mepeaadi AiioBoacTBa (cupas) i MaiiHa Jep:;KaBHHM
cayx00BIEM

1. JlepxaBHuii ciyx0oBelb 3000B’A3aHMK 10 3BUIBHEHHS 3 NOCAJHM YK NEPEBENCHHA Ha 1HITY
fiocafy MepenaTd CIPaBU i JOBipeHE y 3B’S3Ky 3 BUKOHAHHAM IMOCANOBHX 000B’s3KiB MaiHO
YIOBHOBAXEHil Cy0 €KTOM MpPU3HAYEHHA Y Bi/IOBITHOMY JEPKABHOMY opradi 0co0i.
VHOBHOBakeHa 0c06a 3060B’I3aHa IPUIMHSATH CIPaBH i MaifHo.

2. ®akT nepenadi cnpas i MaiiHa 3aCBiI4yETBCS AKTOM, SIKHH CKIaIa€ThCs y IBOX NPUMipHUKAX i
M AMUCYEThCS. YOBHOBAXKEHOI 0COGOI0 CyZy, KepiBHMKOM CITyXOM yNpaBliHHS MEPCOHAIOM
L(bOTO OPTaHy Ta AEPXKABHUM CIIyXKOOBIEM, SIKUH 3BLTBHIETBCS.

OnovH TPHUMIPDHHK aKTa BUIA€ThCsS NEPKABHOMY CIy)XOOBLIO, AKHH 3BUIBHAETBCA Y
MepeBOANTECS HA iHUIY [OCATy, iHIIMA TPUMIPHUK AOIYYa€ThCA N0 0Cc000BOi CIpaBH LIOTO
JIEP)KABHOTO CITyKOOBLS.

IX. IIpukinuesi n0JI0KeHHA

1. HenoTpuMaHHs BMMOTI NpPaBHJ BHYTPILUHBOTO CIy’KGOBOTO POSMOPSIKY € MiACTABOK UL
NPUTATHEHHs JEP)KaBHOTO CIOykOO0BIs 10 BimmoBimanpHOCTI y mMOpsiaKy, nepenbaueHomy
YUHHUM 3aKOHOJaBCTBOM.

2. TlutaHHsi, MOB’si3aHi i3 3aCTOCYBaHHSM MNPaBWI BHYTPIlIHBOTO CIIy>KOOBOrO pPO3MOPAIKY,
BUPIIIYIOTbCSI KEPIBHHKOM JEpXaBHOi CiyxOW, a y BHIAJIKaX, nepen0aveHUX YHMHHHM
3aKOHOJAAaBCTBOM 3TiIHO YHHHOT'O 3aKOHO/IaBCTBA.

-



