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[ToKpOKOBa IHCTPYKLIA
3 NpoBeAeHHA NYONiIYHUX KOHCYAbTALIN
v BepxoBHiu Paai YKpaiHu

Bitanin Xonopa,
eKkcnepT 3 Ny6AiYHUX KOHCYNbTALIN
20 KBiTHA 2021 poKy

NMPOrPAMA USAID PAOA: BIANOBIAANBHICTb, MNIA3BITHICTb, AEMOKPATUYHE NAPNAMEHTCbLKE NPEACTABHULUTBO



3aranbHa iHpopmauifa Npo NPoeKT

MpoekTt USAID PAAA «MoaenbHuit KomiteT»

[onoBHIi HAaNPAMKMU: - NiaBULLEHHA PiBHA NybAiYHOCTI
- 3a/1ly4EeHHA rPOMaACbKOCTI

MocibHukK «MybniuHi KoOHcynbTauili y napaameHTi YKpaiHn»
- ePeKTUBHI moaeni Ta iIHCTPYMEHTM NybniYHUX KOHCYAbTaLiN

- MOKPOKOBA iHCTPYKUIA nMiArotoBKM i npoBeaeHHA nybnivyHMX
KOHCYNbTaLin

- NigBMUWEHHA pPIBHA KOMMETEeHTHOCTI npauiBHUKIB KomiTteTis
BepxoBHOI Paau YKpaiHu

Mporpama USAID PAAA



MeTa po3po6Ku MOoKPOKOBOI iHCTPYKLLii

1. Ha ocHOBI NonoXeHb npoeKTy 3akoHy YKpaiHu «[1po nybaivHi
KoHcynbTauii» (Ne 4254) sianpautoBaTv MexaHi3m NpoBeaeHHSA
NyO6AIYHMX KOHCYAbTALIN CTPYKTYPHUMM NiApOo34aiiamu
AnapaTty BepxosHol Paau YKpaiHu

2. BuaBsutn Heponiku Ta cynepevyHoCTi 3aKOHOMPOEKTY, LLO

6e3nocepeaHbO BMNAMBATUMYTb Ha NPOLLEC NPOBEAEHHA
Ny6NiYHUX KOHCYbTALLIN
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CtpyKTypa MNOKPOKOBOI IHCTPYKLLiI

I. NigrotoBumnia eTan
- |HiuitoBaHHA
- [lnaHyBaHHA
- CKnagaHHA KOHCYNbTALiMHOIO AOKYMEHTY
- |IHpopmyBaHHSA

Il. MpoBeaeHHA Ny6AiYHMUX KOHCYNbTaLi
1. NMpoBeaeHHA eneKTPOHHUX KOHCy/bTaLin (060B’13K0BO)
2. MpoBeaeHHA nybniyHoro obrosopeHHs (A,04aTKOBO)
3. MpoBeaeHHA agpecHMX KoHcyNbTalin (404aTKOBO)

lll. MiarotoBKa 3BiTy
- NipgroTtoBKa i onpuntogHEHHA 3BITY
- IHbOopMyBaHHA 3aiHTEpPECOBAHUX CTOPIH
- 3BOpPOTHIM 3B’A30K
- MoOHITOpUHT
- ApxiBauia Ta 36epexeHHA maTepianis
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MokpoKoBa IHCTPYKLiA

Oprani3anis Ta npoBeeHHs MyOJiYHHX KOHCYJIbTaLii
CTPYKTYPHHMH migpo3aiiamu Anaparty BepxoBuoi Pagu Ykpainu

(check-list)
I. ITlinroToBumii eTan
Ne Buan pisasHOCTI Tepmin Binnosinaasni ocodn | 3amyqeni ocodn Dinancosi Cran BHKOHAHHSA TpamiTkn
BHKOHAHHS BHTPATH
1.1 | Koncynbrartii mo1o iHinioBaHHs J1o nouatky
1y GIIiYHHX KOHCYJIbTalLif poky*
1.2 | TudopmyBaHHs 3aiHTEPECOBAHHX CTOPIH Jlo novarky
1[0J10 T11/IFOTOBKH IUIaHY NPOBE/ICHHS poky*
yGaiMHHX KOHCYJIbTallil (caift
CTPYKTYPHOI'O ITiIpO3J1iy)
1.3 | 306ip Ta y3arajibHeHHs NPONO3HIL Bijl J1o nouatky
3aiHTEPECOBAHNX CTOPIH /IO IUIAHY poky*
1IPOBEJICHHS 1TyOJIIYHHX KOHCYJIbTAILiil
1.4 | Ckiajanss mwiaHy npoBeCHHS MyOIMHHX Jlo nouatky 3 Cr. 4.2
KOHCYJIbTaLliit poky*
1.5 | BusHauyeHHs NepeliKy MHTaHb, 1O Jlo noyatky
1oTpebyIoTh I0aTKOBHX KOHCYIbTALil ¥ poky*
(opmi myGniunnx obroopets Ta/abo
QIPECHHX KOHCYJIbTalliii
1.6 | OnparoBaHHs KOIITOpHCY My miuHIX Jlo mogatky
KOHCYJIbTaLlii poky*
1.7 | 3arBepUKeHHS MJIaHY [POBEICHHS Jlo noyaTky 3MCr.4u.2
Ty OIiMHIX KOHCYJIbTalLiH (MpH3HAYCHHS poky*
BiJINOBI/IAJIBHUX 0OCI0 32 MPOBE/ICHHS,
BH3HauCHHs PopMH 1Ty GIIIuHNX
KOHCYJIbTaIliH, TEPMiHH IIPOBEJICHHS)
1.8 | Iommpenns inopmariii Ipo 3aTBepUKSHHA Jlo noyatky 3MCr.4n.2
TUTaHY TPOBeJIeHHA My O i THIX poky*
KOHCYJIbTaIlii (caifT CTpyKTypHOTO
mipo3Iity)

* - Komitern BepxoBHoi Pajn YkpaiHu 31iHCHIOIOTH MiATOTOBKY JI0 IIPOBEJICHHS ITyO/IiYHHX KOHCYIIbTALIH JBiUi Ha piK (J10 MOYaTKy YeproBoi cecii)
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MokpoKoBa IHCTPYKLiA

I1. IIpoBenenHst nyoaivHNX KOHCYAbTaNii (pi3Hi popmu)

1. IIpoBeaeHHsI €JIeKTPOHHUX KOHCYIbTANIH

Ne B pisuibnocri Tepmin Bimosinaanni | 3aayueni ocoon Dinancosi Cran TMpumirkn
BHKOHAHHS ocobn BHTPATH BHKOHAHHS
2.1.1 | IligroroBka «poGo4oro miany» 3 Cr.41m.2
MPOBE/ICHH ITyOIIYHIX KOHCYIBTALlH Y 31 Cr. 6 .1 . 1
(opmi eTeKTPOHHHX KOHCYIbTamii
2.1.2 | 3aTBep/UKeHHS «pOGOYOro IUIAHY» 31 Cr.4n.2
KepiBHHIITBOM CTPYKTYPHOI'O MIPO3IiTY 31 Cr. 6 m.1 . 1
2.1.3 | IlpoBesieHnst KOHCYbTalLii i3 31 Cr.5
3aIy4CHUMH eKCIIePTaMH 3 IIUTaHb
opramizanii eeKTPOHHHX KOHCYJIbTaIlii
Ta MiJATOTOBKH KOHCYJIBTAIIITHOTO
JIOKYMEHTY
2.1.4 | Cxiajanns KoHCYIbTaliifHOro 31 Cr.6 m.2-4
JIOKyMEHTY
2.1.5 | BusHaueHHsi MeXaHi3My OTpHMaHHsI Eu. nomra, enexrpouni
Npono3HLiil (MaTepianiB) Bijx KOMEHTapi, HaJlaHHA
3aiHTePeCcOBaHHX CTOPiH BiAMOBIIeiT oHIaiin
TOIIO
2.1.6 | 3aTBepiUKeHHS KOHCYJIbTAIIHHOrO
JIOKYMEHTY KepIBHHIITBOM CTPYKTYPHOTO
IAPO3ALTY
2.1.7 | OnpuimoHeHHs! KOHCYIbTALiHOrO 30 Cr.6 m.1 mn.3
JIOKYMEHTY Ha CTOPIHIl OHJIaiH~- + caiiT CTpyKTypHOTO
rardopmu Ta/abo odimiiinoro cairy TiApO3 Iy
BPY TToyatok npoBeneHHs
nyGmiYHUX
KOHCYJIbTallii
2.1.8 | IndopmyBanns 3aiHTepecoBaHHX CTOPiH CaiiT cTpyKTYpHOI'O
PO NPOBEJICHHS CICKTPOHHHX nijiposiny, caiitr BPY,
KOHCYJIBTALLii 3ML, Gaza
cTeffkXom1epis,
colliaIbHi Mepexi
2.1.9 | IlpoBejieHns eneKTPOHHNX KOHCY bTamii, | He menm mixk 15
36ip Ta 1epeBipKa IPONO3MLLii, poGoUMX IHIB BijL 1aTH
OTPHMAHHX BiJl 3aiHTEPECOBAHHX CTOPIH ONPHIIOHEHHS
KOHCYJIbTAIliHOTO
JIOKYMEHTY
2.1.10 | OnpwmoaHEeHHs NPONO3NIIii, OTPHMaHIX

111 9ac myOIigHEX KOHCYIbTaLliil
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2.1.11 | BuB4eHHs Ta aHaIi3 NPONO3HILH,

OTPHMAHHX MiJ1 9ac IyOIiYHIX
KOHCYIbTaLii

3I Cr.6 .1 .8

2. IIpoBeaenns my01iuHOro 00roBOpeHHs (10AATKOBO 10 €JIEKTPOHHHX KOHCYJIbTaNiil)

Ne Bun jtisuibnocri Tepmin Bianosiaanni | 3asyueni ocoon Dinancosi Cran Mpumirkn
BHKOHANHS 0codn BHTPATH BHKOHANHS
2.2.1 | IlizroroBKa «poGodoro mwiamy» 31 Cr.4n.2
MPOBeIeH A IMyO/TIYHIX KOHCY/IbTALL Y 31 Cr. 6 .1 . 1
(opmi myGitigHOTO 06roBOpeHHs
2.2.2 | Busnauyenus (opMu npoBeieHHS
myGai9HOro 06roBopeHHs (CIIyXaHHs,
KOH(epeHIlis, KpyIJInif CTiJI TOIIO)
2.2.3 | 3arBep/uKeHHS «POBOYOTO ILIAHY» 31 Cr.4mn.2
KepIBHHITBOM CTPYKTYPHOTO HiZPO3ILTY 30 Cr. 6 n.1 . 1
2.2.4 | CxuajaHHsi KOHCYJIbTALIIHOIO JIOKYMEHTY 311 Cr1.6 n.2-4
2.2.5 | 3arBepuKeHHs KOHCYIbTalliiiHOIO
JIOKYMEHTY KepiBHHIITBOM CTPYKTYPHOIO
T1Jpo3JIiry
2.2.6 | OnpuinojiHeHHS KOHCYJIbTAIlIfHOIO He niznime nix 3a 3 3M er.10 m. 2. nn.1
JIOKYMEHTY i3 3a3HAQYCHHSM JIaTH, Yacy i poboumx JiHi /10 JaTH Caiit BPY, caiir
MicIis IpoBe/ICHHS myOIIiYHOro NpOBE/ICHHS CTPYKTYPHOTO
00roBopeHHs TIP3ty
2.2.7 | IndopmyBanHsi 3aiHTEPECOBAHUX CTOPiH 3 .10 m. 2. nm.2
11pO 1poBe/icHHs y6I1iMHOro 06roBopeHns caiit BPY, caiir
CTPYKTYPHOTO
nizposainy, 3MI, 6asa
cTefikXomepiB,
HAJICHJIAHHS 3aPOLICHD
2.2.8 | IlizroroBka npoBejieHHs myGIiMHOro

00roBopeHHs

BusHaueHHs TOPSJIKY JICHHOI'O

TTiAroToBKa CIIEHapiIo TIpC a

IndopmyBanHs CTPYKTYPHHX MiZPO3ILTIB
Amnapaty BPY npo nposenienns
my6:Ii9HOro 06TOBOpeHHs

T'onoBHe opranizamiiine
YIPABITiHHS,
indopmariiine
YIPaBITiHHS, YIIPaBIiHHL
KOMIT' FOTEpH30BaHHX
CHCTEM TOMIO

V3ro/uKeHHsA CIHCKY YYacHHKIB

ITinroToBKa i po3cHIIKa 3amponIeHb

VYo CITHCKY IPHCYTHIX 0¢i0

3aMOBJICHHS T1EpPeITyCTOK

Peectpartis yuacHHKIB
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Busnayenns Mojieparopa ciyxaib

V3roJuKeHHs TepeiiKy BUCTYIalounX ocié

V3roJuKeHHs MiCIisl POBE/ICHHSI

3aMOBJICHHS 3aJI1

Texuiyne 3abe3re4eHHs NPOBEICHHS

3BYK, Bijleo, IPOEKTOP,
eKpaH, 3/1ii{CHeHHs ayJ1io
3aIIHCY TOILIO

Opranizaniiine 3a6e3nedenns

BxkasiBuuku, 6anepn,
MiCIIs PO3MIILICHHS
Y4aCHHUKIB, IMEHHI
TabJIMuKH, BOJIA, TOLLO

Opranisartisi nepeKyagy

3abesneuenns yyacTi npejicraBaukis 3MI

Banyuenns gpororpada

Opranisanist KaBH-Opeiik

3abe3nevyeHns po31aTKOBHMHI
MaTepiaaMi

TManku, 610KHOTH,
pyuxn, Geiluki

Inopmaniiine 3abesnevenns

Omnaiin-Tpancisiis,
TB-rpanciinis na TK
«PAJIA»

2.2.9 | Ilposeaenns my6iiunoro o6ropopeHHs
2.2.10 | Tposeenns npec-koudepenuii (6pudinry 3a HeoOXijHoCTI
TOIIO) 32 PE3yJIbTATaAMH [POBEICHHS
1y6i1iuHOro 06roBopeHHs
2.2.11 | OnpaiyoBanHs CTeHOrpaMH ITyGIiYHOrO
00roBopeHHs
2.2.12 | IligroroBKa i 3aTBEpUKCHHS IPOTOKOITY
1po 11y0u1iuHOIro 06r0BOpPEHHS
2.2.13 | OnpaioBanHs IPOIO3HILiif, 3ayBakKeHb, 3M er. 10 .2 nn4

KOMEHTApiB, BHCIIOBJICHUX ITiJl Yac

yOJTiHHHX 3aX0/1iB

3. IIpoBeaeHHsI AAPeCHUX KOHCYAbTaLiil (101aTKOBO /10 €JIEKTPOHHHX KOHCYIbTALiH)

Ne B gisuibnocti Tepmin Bianosinaasui | 3auyueni ocodn ®dinancosi Cran Mpumirkn
BHKOHAHNS 0cobn BHTPATH HANIS

2.3.1 | IigroroBka «po6o40ro wiany» 3 Cr.4 n.2
NPOBEJICHHA MyOIYHUX KOHCYJIbTaLlii Y 31 Cr. 6 m.1 nm. 1
¢dopMi apecHNX KOHCYIbTaiif

2.3.2 | 3aTBep/uKeHHs «poOOYOro IIany» 3N Cr.4n.2
KepIiBHHIITBOM CTPYKTYPHOTO MiIpO3iIy 31 Cr. 6 .1 mm. 1

2.3.3 | Cxua/laHHsi KOHCYJILTAILIIHOIO JIOKYMCHTY 31 Cr.6 n.2-4
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2.3.4 | 3aTBepUKCHHS KOHCYJIBTALIIHHOTO
JIOKYMEHTY KEpiBHHIITBOM CTPYKTYPHOIO
T ApO3 LTy
2.3.5 | Busnayenns 3ainTepecoBaHHX CTOpiH 3 cr. 9 m.1
2.3.6 | HajicunaHHs BH3HAYCHUM 3aiHTEPECOBAHHM 3 cr. 9 .1
CTOPOHAM KOHCYJITAIIHHOIO JIOKYMEHTY
2.3.7 | 36ip Ta onpalloBaHHs NPONO3HILii Ta 3Mcr. 9 n2
KOMCHTapiB, 1110 Ha/laHi 3aiHTCPCCOBAHMMH
CTOPOHAMH
2.3.8 | Onpuiiro/iHeHHs MaTepialiB, OTPUMAHUX He nisnime 5 poGounx 3Mer13m. 2

BiJl 3aiHTEPECOBAHHX CTOPIH

JIHIB 3 JIHA

HaJIXOJUKEHHA
IIL. IlinroTroBKa 3BiTY

Ne B pisuisnocri Tepmin Bimosizanbni | 3anyueni ocoon ®Dinancosi Cran BUKOHAHHS! Mpumirkn

BHKOHAHHS ocodn BHTPATH

3.1 | IiaroroBka 3BiTy 3a pe3yJbTaTaMu
TIPOBe/IeHHSA Iy0IiYHOTO 0OrOBOPEHHA

3.2 | IlizroroBKa i J100NpaIoBaHHs IPOEKTY 3M cr. 14 m.2
AKTY, IIOJIO AKOTO (AKHX) MPOBOIHIUCS 3a HeobOXizHOCTI
1y 6ui4Hi KOHCYIbTaLii

3.3 | 3arBepiukenns 3BiTy 3a pesyabTaTaMu
TIpOBE/ICHHS 1yGIIi9HOro 00roBOpeHHs

3.4 | Onpwnoanenus 3BiTy PO pe3yabTaTH 30 cr.14 .3
TIPOBEICHHSA MyOTIYHIX KOHCY/IBTAIiH i
JI0OIPAIIbOBAHOTO MIPOEKTY aKTY

3.5 | Poscunanns 3BiTy Ta MaTepiaiiB 3a HeoOXixHOCTI
3aiHTEPECOBAHUM CTOPOHAM

3.6 | MOHITOPUHI Ta KOHTPOJIb Pe3yJIbTATIB
POBE/ICHHS! 1Ty OIIIYHUX KOHCYJIbTAILii

3.7 | InopMyBaHHs 3aiHTEPECOBAHHX CTOPIH
PO MOAAIBIINI PO3IJISL THTAHHS

3.8 | ApxiBauis Ta 30epeKeHHs MaTepianis 3l cr. 6.6
Ty GIiMHHX KOHCYJIbTalLi it OmnuaitH-1matgopma,

caifit BPY — ne menme 5
POKIB




3ayBaXXeHHA A0 3aKoHonpoeKty Ne 4254

- He36anaHCOBaHICTb CTPYKTYPU 3aKOHOMPOEKTY
(pe3ynbraT, HacNiAKM NPOBeAEHHA, MOHITOPUHT, 3BOPOTHIN 3B’ A30K)
(npaBa i 060B’A3KM 3aiHTEPECOBAHUX CTOPIH)
- Hey3roaxeHicTb TepMiHiB NnpoBeaeHHA NybaiYHUX KOHCybTalin i3 PernameHTom BepxoBHoi Pagu
YKpaiHn B YaCTUHI 34iMCHEHHA 3aKOHOAABY0i Npoueaypu
(y3roasKeHHs i3 3arabHUMKU TEPMiIHAMM NONEPEAHbOro PO3rnaay 3aKOHOMNPOEKTIB, || YuTaHHA)

- HeBperynboBaHiCTb NUTAaHHA NPOBeAEHHA NYOMIYHMX KOHCYNbTALIN WOA0 3aKOHOMNPOEKTIB, BHECEHMX
Mpe3naeHTom YKkpainu i KabiHeTtom MiHicTpiB YKpaiHu

- JlopaTKoBe HaBaHTAXXeHHA Ha NPALiBHUKIB CTPYKTYPHUX Nigpo34inis
- KoHTponb 3a akicTio npoBeaeHHA NybniYHNX KOHCYAbTaLin

- CTtBOpEHHA | PyHKUiOHYBaHHA IHbOpMaLiMHOT 6a3KM 3aiHTepecoBaHUX CTOPIH
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[1AKyemo 3a yBary!
Ten:+380 50 443 61 97

KoHTaKTu:
e-mail: office@radaprogram.org
web-site: www.radaprogram.org
Facebook: https://www.facebook.com/radaprogram

Appeca:
Byn. LLUoBKOBUYHA, 5, 0. 1
01021, Kwuis
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