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[TOCAJIOBA IHCTPVYKLIIS
3aCTYNHHKA HaYalbHUKA BTy (iHaHCOBOrO 3abe3neyenns, Oyxranrepcbkoro
00Ky Ta 3BiTHOCTI [lenapramenTy KUTIIOBO-KOMYHAJIbHOT iH(ppacTpyKTypH
BUKOHaB40ro opraty KuiBcbkol Micbkoi paau
(KuiBcbkoi MichbKoT aepkaBHOT aZMiHICTpaLii)

[.3aranbHi nonoKeHHs

I.1. Lie mocanoBoio iHcTpyKLicio (mana-IHCTpyKIis) KOHKPETU3YIOThCS (yHKLIT,
npasa, OOOB’S3KH, BIANOBINANBHICTH, OCOGIMBOCTI NPU3HAYEHHS! Ta 3BIJILHEHHS 3
NocajM  3acTYHHUKA  HadalbHHUKA BIAZNY  diHaHCOBOro  3abesmevenus,
Oyxranrepcbkoro 061iKy Ta  3BiTHOCTI Jlenapramenty  KHTI0BO-KOMYyHAIBHOT
IHpPACTPYKTYPH BHKOHABYOIO oprany KuiBcbkoi Mmickkoi pamm (KuiBcbkoi Michkoi
AepKaBHOI ajaMiHicTpauii) (nani-/lenaprament), CTaTyC SIKOr0 BU3HAYa€ThCS 3aKOHOM
Ykpainu «IIpo nepxasHy cmyxGy».

1.2, 3actynHuk HavanbHuKa BIUZILY Yy CBOIHl  AisIbHOCTI KepyeThCs
Koncruryuiero Vkpaiuu, 3akonom Ykpainu «IIpo nepxasny ciyx0y», BromkeTHum
KOIeKcoM VYKpaiHu, 3akoHamu YKpaiHH, [OCTAaHOBaMH Bepxosnoi Panu Vkpainu,
yKasamu 1 posnopskennsmu [pesuaenta Ykpaitu, Minicrepcrsa ®inancis Yipainu
ta JlepaBHOro kasHaueiicTBa Ykpainu, pimennsmu  KuiBcbkoi  Michkoi panu,
posnopskeHHsaMH KHIBCbKOro MichbKoro rososwm, PO3MOPSKEHHSAMH BHKOHABYOTrO
opraHy KuiBcbkoi Micbkoi pamu (KuiBebKOi Michkoi AepXkaBHO! aaMiHicTpaLil),
[lonosxennsim npo Jlenaprament KUTJIOBO-KOMYHAJIbHOI iH(PACTPYKTYpH BUKOHABYOIO
oprany KuiBcbkoi Micbkoi pamn (KuiBebkol Micbkoi Aep:KaBHOI aAMiHicTpauir),
ITonokennam npo Bimain dinancoBoro 3aGesmeuenns Oyxrantepcbkoro o6iiky Ta
3BITHOCTI, a4 TaKOX IHIUMMH HOPMAaTHBHHUMHM, IHCTPYKTHBHUMH, METOAUYHHMH
AOKYyMEHTaMH Ta Li€ro [HeTpykuieto.

I.3.KBanidikauiiini  Bumoru: Buma ocsira BIANOBIZHOrO  mpodeciiiHoro
COPAMYBAHHS 33 OCBITHBO-KBaJi(iKaLiHHUM piBHeM MaricTpa, creuianicra; 10cBix
poOOTH He MeHe 3 pokiB aGo J0CBix poGoTH 3a daxom B iHWIKMX cepax He MeHIe

5 POKIB MpM HEOOXIAHOCTI, BHXOASUM i3 BHKOHAHHS CTPYKTYPHHUM MiAPO3/i10M
OCHOBHHX 3aBJaHb Ta QYHKILiiA.
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1.4. YV cBoili pobGOTi 3acTYNHWK HayaJlbHUKA BiJUITY MiANOPSIKOBYETHCS
Ge3nocepeIHbO HAYaIbHUKY Biaminy ¢iHaHcoBoro 3abesneueHHs, OyXraaTepchbKoro
00/1iKy Ta 3BITHOCTI-rojl0BHOMY Oyxrantepy JlenapraMeHry.
1.5. 3acTYNHHMK HayaJlbHUKA BIUILTY TMPU3HAYAETLCS HA MOCA/Ly Ta 3BUIBHSAETHCS 3

Hei Haka3oM [lenapTaMeHTy B YCTaHOBJIEHOMY 3aKOHOAABCTBOM IOPSAKY.

1.6. 3acTynHUK HaYaJbHHKA Bi/UIITy TOBHHEH 3HATH:
-HOPMaTHBHi JOKYMEHTH, Ta HOPMATHUBHI NOKYMEHTH IIOJO [AepiKaBHOI ClyKOM Ta
JsTIBHOCTI MICLIEBHX OpPraHiB BIaIH;
-[IOCTAHOBH, PO3MOPS/UKEHHs, HaKa3W, MEeTOIMYHI, HOpPMATHBHI Ta IHLI KepiBHI
Marepiajy 3 oprasizauii 6yxranrepcbkoro 06Ky i CKaznaHHs 3BITHOCTI,
- JOTPUMYBATHCh OIOKETHOrO 3aKOHOJABCTBA Ta CTaHAAPTIB OyXraaTepchbKoro oKy
B JIep’KaBHOMY CEKTOpI;
- TOpsIIOK OyXranTepcbKoro 00JiKy B yCTaHOBI;
- IJIaH | KOPECTIOHACHLIIO PaXyHKIB;
- oprasizauilo J0KyMeHT000Iry 3a HanpsMaMu 00Ky,
- NMOPAI0K OKYMEHTAILHOro 0hopMIiIeHHS | BitoOpakeHHs B OyXraniTepcbkomy OOIiKY:;
-MeTO/IM €KOHOMIUHOI0 aHalli3y rocrnoaapcbko — GiHaHCOBOT Ais/IBHOCTI,
- paBJIa eKCIuTyaraiii 004HCIIIoBaIbHOT TEXHIKM Ta MPOrpaMHOro 3a0e3neveHHs ;
- OCHOBH TPY/0BOI'0 3aKOHO/IaBCTBA,
- IpaBKJIa OXOPOHH Mpalli Ta MPOTUII0KAPHOTO 3aXHCTY;
-TpaBuJia A1JIOBOTO €THKETY;
-JIIJIOBY MOBY;
- BOJIOZIITH JIep’KaBHOIO MOBOIO;
- 3arajibHi MpaBKJIa MOBEAIHKHU JIepKaBHOIO CIIyKOO0BLIs;
- BMITH MpalfoBaTH Ha KOMI I0Tepi Ta 3HaTH NPOrpaMHi 3aco0H.

I1.3aB1aHHs Ta 0O0OB'A3KH

3acTyNHMK HayajdbHUKA Biadiny ¢iHaHcoBoro 3abesneuyeHHs OyXraaTepchbKoro
00J1iKy Ta 3BITHOCTI:

2.1.3abe3neuye BeaeHHs OyXxraaTepcbkoro o0JiKy, AOTPUMYHYHCH €IHHHX
METOJOJIOTIUHMX  3acaJ]l  BCTaHOBIeHHX  3akoHozaBcTBoM  Ykpaimn  «lIpo
Oyxrantepcbkuii 00nik Ta QiHaHCOBY 3BITHICTH B VYKpaiHi», 3 ypaxyBaHHSIM
0co0IMBOCTEN AiAIBHOCTI YCTAHOBH 1 TEXHONOTiH 00pobineHHs 001IKOBHX JaHHUX.

2.2. 3nilicHIOE BeIeHHs aBTOMAaTH30BaHOTo OyXrantepchbkoro obiiky B Mmporpami
1C IlianpuemcTBO.

2.3.IlpuitmMae yuacTb y ckiazaHi OromkerHoro 3anuty no KOK 010117, rorye
MPOMO3ULIT 111010 palioHaNbHOrO (hiHAaHCOBOrO 3abe3nedyeHHsl anapaTty yCTaHOBH Ta
MiANPHEMCTB-0ePKyBaUiB OI01KETHUX KOLUTIB.

2.4.3abe3neuye  J0cTOBipHe BigoOpakeHHS 1H(OpMaUil, WO MICTHTbCH Y
MPUIHATHX 10 061Ky MEPBUHHHUX JOKYMEHTaX, Ha paXyHKax OyXraatepchbKoro o0iky.

2.5.Torye ta nmomae no I'YJIKY y M. KueBi nnartixkui Ta iHII JOKYMEHTH I
nepepaxyBaHHs KOWITIB Ui (iHAHCYBaHHS OJep)KyBauiB i iHLII MiaTexi 3rigHo 3
BU3HAUEHMMH TMOJATKAMM 1 IUIaTekKaMH, a TaKoX JUld pO3paxyHKiB 3 IHIIMMH
KpeJMTOpaMH BiJMOBIZHO 710 IOrOBipHUX 3000B'A3aHb Ta 00MIKOBYE 1X, IIpH
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HeoOXisHocTl, abo y pasi BIACYTHOCTI, 3aHHSTOCTI BiAMOBIJANLHOIO IpaLliBHUKA
3a MIArOTYBaHHS LUMX JOKYMEHTIB.

2.6.I1puiiMae 10 0ONiKY NEpBMHHI JOKYMEHTH Ta CHUCTEMaTH3y€ Ha paxyHKax
Oyxrantepcbkoro o0/iKy B perictpax aHaliTHYHOIO 1 CHHTETHYHOro o6JiKy 110
HacTynHuX paxyHkax 141 «He3aBepuiene kamitanbHe OyaiBHMUTBO» BiAMOBIAHO I10
00 €eKkTax KarnitaabHOro OyAIBHHLTBA Ta M0 HAaWMeHYBaHHIO BUTpaT 1o Beix KDK,
43 «PesynbraTv BUKOHAHHS KOLUTOPUCIBY, 675 «Po3paxyHKH 3 IHIIMMH KPeAUTOPAMUY,
paxyHkd knacy 7 «Jloxomu» Ta paxyHKH Kkiaacy» 8 «Butparuy», a Takox mpu
HeoOXIZIHOCTI 3a IOpYYeHHSIM I'OJIOBHOTO OyXraiTtepa Bejie iHILI paXyHKH.

2.7.bepe yyacTb y MiArOTOBLI NPONO3ULIH 111010:

- BHECEHHs 3MIH /10 00paHoi 00/11KOBOT MONITHKH, YA0CKOHAIEHHS
BHYTPilIHLOrOCMIOAAPCHKOTO (YIPaB/iHChKOr0) 00Ky Ta MpaBuIl JIOKYMEHTOO00iry;

- po3po0JIeHHs 101aTKOBOI CHCTEMH PaxXyHKIB i pericTpiB aHajliTHYHOro 06Ky,
3BITHOCTI | KOHTPOJIIO FOCIIOAAPCHKUX ONepaltiii;

- 3a0e3neyveHHs, palliOHATLHOIO Ta e(pEeKTHBHOI0 BMKOPHCTAHHS MarepialbHHUX,
TPYAOBHX Ta (IHAHCOBUX pecypciB, 3allydeHHS KpeOWTIB Ta IX [1OralleHHs,
PeryIoBaHHsA AiIbHOCTI YCTAHOBH Ta IHLIMX MMUTaHb, MOB'A3aHMX 3 iHPOPMALIIEIO PO
(piHaHCOBe CTAaHOBHILIE YCTAHOBH Ta Pe3yJIbTaTH HOro AisIbHOCTI.

2.8.Ilpuiimae yyacTh y CKJIaJaHHI Ha OCHOBI JaHHX OyXrajarepcbkoro 06Ky
IHAMBIAyalbHy Ta 3BelleHy («(iHaHCOBY 3BiTHOCTb JlemapTameHTy, nepesipsie Ta
KOHTPOJIIOE BipHICTh BHECEHHs KOLITIB Ta 3abe3nedyye MoJaHHs 3a BCTAHOBIECHMMH
(GopmMamu 1 B 3a3Ha4yeHi CTPOKM 10 BiAMNOBIAHHMX YCTAHOB, a caMme: 10 | 0JIOBHOro
YNpaBIliHHs JepKaBHOI Ka3HauyeHcbKoi ciyx6u Ykpainu y m. Kuesi ta [lenapramenry
GbiHaHCIB.

2.9.31IHCHIOE KOHTPOJb 3a BMKOHAHHSM (IHAHCOBMX MOKA3HHMKIB MiApo3zigaMu
YCTAHOBM Ta MiANPHEMCTBAMU-OJIEP/KYBaYaMi OIO/UKETHMX KOLUTIB, J0JepiKaHHAM
KacoBOI ~IHCUMIUIIHM, PpO3paXyHKaMHM 3 [OCTaYaJbHUKAMHM Ta MiAPAJAHHKAMH,
pO3paxyHKH 3 IHIIMMH KpeAMTOPaMM, CBOEYACHHUM HAIXOMKEHHSM YCiX HaleKHHX
YCTaHOBI KOWITIB, 3a0e3neuye JoJAepKaHHA pekUMY €KOHOMIi, WiJbOBOro Ta
e(eKTMBHOTO BUKOPHCTAHHS KOLLTIB .

2.10.ITpoBoauTe aHaji3 Ta KOHTPOIIOE MPaBHIBHICTH OyXranTepchbKoro o6JiKy B
pericTpax CHHTETHYHOIO Ta aHaliTH4YHOro o0iiKy Mo BeiX paxyHkax 3rigno Ilnanmy
paxyHKiB OyXranTepchbkoro o0iiky OFOJUKETHHX YCTAHOB, SIKi BHKOPHUCTOBYIOTHCS B
OCHOBHIH AisuibHOCTI JlenapTameHTy.

2.11. Y pa3si BiACYTHOCTI HavyaJbHUKA BiAAiMy abo 3a CiayK00BOIO HEOOXiIHICTIO
MOTOMKYE MOJMKIMBICTE  YKJIaJaHHA Yroau (ZOroBopy) 3riHO  3aTBEPUKEHHM
KOLUTOPHCOM, BIAMNOBIAHUMH OHOIKETHUMM IpPU3HAYEHHSIMHU:NIEPEBIPS€E MPOEKT yroau
(1oroBopy) Ha BIAMOBIAHICTL BHUMOraM YHWHHOTO OIO/UKETHOrO 3aKOHOJABCTBA B
YAaCTHHI, IO CTOCYEThCS JAOTPUMAHHS IPAHMYHMX CYM BHTpPAT Ha MpUAOaHHS TOBApiB,
poOIT i Mocayr; BIAMOBIAHICTb 3a3HA4Y€HOr0 B JIOTOBOPI peecTpauiiiHOro paxyHkKy 3a
BIINOBIIHUMH KOZlaMH (pyHKLIOHANBHOI KilacHdikalii BUAATKIB.

2.12. Posrnsnae B yCTaHOBJIEHOMY 3aKOHOIABCTBOM [MOPSIAKY JIHCTH, 3BEPHEHHS
MiANPHEMCTB, YCTAHOB |1 OpraHisaiiii, 1O HAJeKKUTh 10 KOMNETEHLT BiAginy

2.13.3a0e3neuye  30epexeHHs OyXraaTepChbKUX JOKYMEHTIB Yy  MiApO3Aii
Bi/IMOBIIHO /10 BCTAHOBJIEHOTO TEPMiHY 3TiJHO HOMEHKJIATYPH.

2.14.311/iCHIOE KOHTPOJIb 3a CBOEYACHICTIO, TOBHOTOIO OTPUITIOAHEHHS iH(popMaLii
Ha €IMHOMY BeO-ropTalli BUKOPUCTaHHS MMyOaiuHuX KowTiB € jgaTa.
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2.15.Bukonye nopydeHHs, aupeKkTopa HenaprameHty JKHUTJIOBO-KOMYHAJIbHOI
IH(PacTPYKTYpH, HOro 3aCTYMHUKIB, MOB'S3aHi 3 Ais/IbHICTIO BIJULLTY.
2.16. Hanae koncynbTauiliHy 10M0OMOry Ta po3'siCHEHHS, B MEXKax MOBHOBAKEHD Ta
AiSNBHOCTI Bimainy.

[II.IlpaBa

3acTyNHMK HavalbHUKA BiANiNy (iHAHCOBOrO 3abe3reveHHs OyXrajaTepcbKoro
00J1iKy Ta 3BITHOCTI Ma€ Mpa,o:

3.1.KopucryBatuch npasamu, nepentayeHuMu 3aKoHOM Ykpainu «[Ipo nepxasny
cykOy» Ta IHIIMMU 3aKOHOJaBYNMHU aKTaMH;

3.2.0z1epxyBaTi y BCTAHOBIEHOMY MOPAAKY BiJ MOCaZOBHX OCi6 Ta Ci1y K00BHX
oci0 JlenmapTaMeHTy 1OKyMeHTH, HeOOXiZHI /IS BUKOHAHHS Horo MOCag0BUX
000B'sI3KiB.

3.3.03HallomoBaTHCA 3 MPOEKTAMH  PillieHb KEPIBHULITBA YCTAHOBH, IO
CTOCYIOTBCS HOTO AisIBHOCTI.

3.3. BHocutH Ha po3risa kepiBHMLTBa MPOMNO3ULIT MO BJOCKOHAIEHHIO POGOTH,
MOB'A3aH0i 3 000B'sI3kaMH, 1110 NepeadadeHi Lier N0CaL0BOIO IHCTPYKLIEIO.

3.43amyyaTd 0 BHKOHAHHS 3aBAHb CHELIaTiCTIB  IHLIKX CTPYKTYPHHX
miapo3ainis JlenmapramMeHTy (3a J0pydeHHsSM HayalbHUKA BIIALTY).

3.5.Ha nosary ocoGucTol rigHoCTi, cripaBeiBe i aHOGINBE CTABIEHHS 10 cebe
3 OOKY KepiBHHKIB JlemaprameHTy, cHiBpoGiTHHUKIB, NpauiBHUKIB, IHIIKX CIYKOOBLIB i
rpoMa/IsiH.

IV.BianosiganbHicTh

3aCTYNHUK HauyalibHHKA Biadiny QiHaHCOBOro 3aGesmeueHHs Oyxranrepcskoro
00JIiKy Ta 3BITHOCTI Hece BiAMOBIAAIBHICTE:

4.1.3a HeHanekHe a00 HEBUKOHAHHS CBOIX IOCAZOBHX OO0OB'A3KIB, IO
nepeadayeHi Li€lo MocagoBolo iHCTPYKLI€O.
4.2.3a mpaBoONOpYILEHHS, CKOEHI B Mpoleci 3aiHCHeHHS CBOE HisITBHOCTI, - B

MEKax, BH3HAYCHHX YHMHHHM QAMIHICTPATHBHHM, KPHUMIHAIBHUM Ta LMBLIBHHM
3aKOHOJIaBCTBOM Y KpaiHH.

4.3.3a 3aBlaHHs MaTepiabHOT WKOAH - B MeXKaX, BU3HAYEHNX YHHHAM LIHBLIbHIM
3aKOHOZABCTBOM Ta 3aKOHOAABCTBOM IO MpaLio Y KpaiHH.

4.4.HeBUKOHAHHSI YM  HeHale)KHe  BHKOHAHHS ciy’k00BUX  000B’sI3KiB,
MEPEBHLICHHS CBOIX [OBHOBaXEHb, IOPYIUEHHS CHELiaNlbHUX OOMEKeHb LIOMI0
JIePKABHHX CITY:KOOBLIB 3riaHO 3 ¢T.14, 38 3akony Ypainu «I1po nepxkashy cnyxGy».

4.5.IopyeHHs npaBui TexHikn Ge3neku, BHYTPILIHEOTO TPY/I0BOIO PO3MOPSAKY,
MPOTHIOKEKHNX, CAHITAPHUX Ta IHLIMX MPaBHI, SKi YTBOPIOKOThL 3arpo3y MisIbHOCTI
MIANPHEMCTBA, HOrO NMpaLiBHHKaM.

4.6.Hece nepconanbHy BianosimansHicTs 3a 30€peKeHHs | HepPO3IMOBCIOIKEHHS
HaZaHOT B HOTO pO3Mops/KeHHs ¢y k60B0i iHdopMaLii,

VI. B3aemoBiaHocuuu (38°s13kH) 3a nocanoio

5.1.3acTynHuka HavaJlbHUKa BIJULLTY (hinancosoro 3a0e3mneveHHs,
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Oyxrantepcbkoro oOJIIKy Ta 3BITHOCTI B3a€EMOJIi€ 3  IHLWIMMH  CIeLialicTaMH
BIAJLTY Ta CTPYKTYPHUMHM Mifpo3ainamu JlenapraMeHTy, CTPYKTYPHHUMHM MiApO3/iiaMu
BUKOHaB4oro oprany KwuiBcbkoi Micbkoi paaum (KuiBcbkoi Micbkol aepikaBHOT
aZAMiHicTpauli)  TepUTOpialbHUMH OopraHaMu MICLIEBOTO CaMOBpsIy BaHHs,
MiANPUEMCTBAMH, YCTAHOBAMH Ta OpraHi3allisMH, 110 HaleKaTh 10 chepH YIpaBjisiHHS
JlenaprameHTy, NIANPUEMCTBAMHM pi3HOI (GOpMH BIACHOCTI Ta iX 00’ €IHAHHIMH,
rPOMaJACbKUMH O0’€IHAHHAMH 3 METOI0 CTBOPEHHS YMOB [UIs MPOBAKEHHS
MOCJIIOBHOT Ta Y3rO/KEHO! JsIBHOCTI LIOJ0 CTPOKiB, MEpioAMYHOCTI Oxep)aHHs i
nepejaui iHpopmauii, HeOOXiAHOT 17151 HAIEKHOTO BUKOHAHHS IMOKJIAAEHHX Ha BiIia
dinancoBoro 3abe3neueHHs Oyxraarepcbkoro o00JiKy Ta 3BITHOCTI 3aBaaHb Ta
000B’A13KIB.

5.2.3acTynHuK HayaJlbHUKA BLIILTY ¢iHaHCOBOrO 3a0e3rneyeHHs
Oyxrantepcbkoro o0iiKy Ta 3BITHOCTI OTPUMY€ 3aBJaHHs BiJl HauaJlbHHUKA BiAAITYy B
00cs31 000B’S3KIB Ta MOBHOBAK€Hb 3aCTYNMHHKA HavajlbHMKA Bily, sIKI BH3HaAuYeHi
€10 110Ca/10BOI0 IHCTPYKLIEIO

5.3 3acTynmHUK Ha4aJbHUKA BIAALTY MIAMUCYE Ta MOTOKYE (MOJAE HA Bi3yBaHHs)
onpauboBaHl HUM JTOKYMEHTH a0 JOpY4eHHs i3 HauyalbHHUKOM BiJIiIy Y BCTAHOBJIEHI
JUIs  BUKOHAHHS JIOPYYEHHS TEepMIHH; IpU HeOoOXIAHOCTI A BUKOHAHHS CBOIX
000B’s13KiB 3a0e3nevye B Mexkax CBO€l KoMmneTeHLil iHhopMaLiiiHi B3aEMOBIJIHOCHHH 3
NnpauiBHUKaMM HWHX nigpo3ainiB Jenapramenty abo mianpueMcTB, opraHizauiii ta
YCTaHOB, AKI BXOAATh Y cdepy AisnbHOCTI JlenaprameHry.

HavanpHuk Biaainy ) ,(_:4 e
(iHaHCOBOTrO iz Tkayenko T.C. '[ /ﬂ 2015p.
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