3SATBEPOXYHO

KepiBHUK anapaty MoginbCbKOT
panoHHOT B MicTi KueBi pgepxaBHOT
agMiHicTpayii

0O.Okatui
« [cE » br-p _ 2018 p.

MOCALOBA IHCTPYKLIA

roNI0BHOrO crnewianicta Bigainy BefeHHA [ep>XaBHOro peectpy Bubopuis
MoginbCbKOT paiioHHOT B MicTi KueBi gep>XaBHOT agMiHicTpay,ii

1. 3aranbHi NONOXKEHHSA

1.1. TonoBHWIA cneuianict BigAiny BeAeHHs [epXaBHOro peectpy Bubopuis
(mani - Bigain BefeHHA PeecTpy) 3abe3neyye BefeHHA [lepXXaBHOro peecTpy
Bubopuie (mani - PeecTp), wo nepenbavyae NpoBefeHHA oOpraHisauiiHO-NpPaBoBOT
MiArOTOBKM Ta BUKOHaHHA [filA, WOAO BHECEHHSA Ta YTOUYHEHHSA MEpPCOHaNibHUX faHWUX
Bubopuis Ao PeecTpy.

1.2. TonoBHWIi cneuianict Bigainy BeaeHHs PeecTpy Yy CBOIW  po6oTI
6e3nocepeHbLO NMIANOPALKOBYETHCA HAaYabHUKY Biff4iNny BefeHHA PeecTpy.

1.3. TonoBHUIA cneyianicT BigAiny BefeHHA PeecTpy NpmM3Ha4yaeTbCAa Ha nocagy
Ta 3BiNIbHAETLCA 3 MOcagn KepiBHMKOM anapaTy MofinbCbKol panoHHOT B MicTi KneBi
[ep>XaBHOT aAMiHicTpaLil B yCTAHOB/IEHOMY 3aKOHOAABCTBOM MOPAAKY.

1.4, TonoBHWI cneuianict y CBOIA [iSNbHOCTI KepyeTbCa KOHCTUTYUIE
YKpaiHu, 3akoHamu YKpaiHu, aktamu [lpe3uvpgeHTa YKpaiHu, KabiHeTy MiHicTpiB
YKpaiHn, BepxoBHOT Pagn YkKpaiHu, LleHTpanbHOT BMOGOPYOT KOMICIT, pillEeHHAMU
KWiBCbKOT MICbKOT pagmn, po3nopsagKeHHAMN BUMKOHABYOro opraHy KuiBCbKOT MiCbKOT
pagn (KuniBCbKOT MiCbKOT fepXaBHOT agMiHicTpayil) Ta [ofiNbCbKOI palioOHHOT B
micTi Kuesi fepxxaBHoT agmiHicTpauii, PernameHToM po60Tu MofiNbCbKOT paioOHHOT
B MicTi KueBi fep)aBHOT agMiHicTpauyii, npasunamn Lin0BOro eTUKeTy, npaBuaamu
Ta HOpMamu OXOPOHW npaLi Ta MPOTUMOXEXHOr0 3axXMUCTY, a TakKOX MOMOXKEHHAM
npo BiAA4IN i Li€0 NOcagoBoOK0 IHCTPYKUIEHD.

1.5. KsanigikauiiHi BUMOru: BiflbHE BONOAIHHA [ep>XaBHOK MOBOIO,
HasBHICTb BMLLOT OCBITM CTyneHdA Monofworo 6akanaepa abo 6GakanaBpa.
MpogeciiHMiA  piBEHb KOPWUCTYBaHHSA MepcOHaNbHUM KOMM’OTEPOM, O(iCHUMMK
nporpamamu, OprTexHikow. [1oBMHEH 3HaTW IHCTPYKLiO 3 AIN0BOACTBA, AiNIOBY
MOBY.

1.6. Ha ronoBHOro cneuianicta Bigainy BefeHHA PeecTpy nNoOKNajaeTbCs
3abe3neyeHHsA, B YCTaHOB/NIEHOMY 3aKOHOM MOPAALKY, MPeACTaBHUUTBO IHTEepecis
BiAA4INYy BefeHHA PeecTpy B cyfax.



1.7. FoNoBHUIA  cneuianicT BigAiNy BefeHHA PeecTpy € [AepXaBHUM
CNy>X6O0BLEM.

2. 3aBlaHHA Ta 060B’A3KM

2.1. F'onoBHWIA cneyianicT BiaAiny BefeHHA PeecTpy:

- BWKOHYe  (yHKUiIT  onepatopa  aBTOMaTW30BaHOi  iH(opMaLiinHO-
TeNeKOMYHiKauiiHOT cuctemun «[epxaBHuin peectp Bubopuie» (gani — AITC APB)
Bif4MOBIAHO A0 BMMOI IHCTPYKUIiT onepaTtopa opraHy BefeHHs [epXaBHOro peecTpy
BMOOpLiB;

- 3abesneyye BefeHHA PeecTpy, Wo nepegbayae 3[4iNCHEHHS opraHisauiiHo-
NpaBoBOi MNiAFOTOBKM Ta BWKOHaHHA B PeXWMi 3anucyBaHHA TakuX [il: BHECEHHS
3anucy npo Bubopus [0 6a3m faHMX PeecTpy; BHECEHHA 3MiH [0 NepcoHabHUX

AaHUX BMOOPLIB, WO MicTATbCA B 6asi faHuMX Peectpy (gani — nepcoHasbHi faHi
PeecTpy); 3HULWEHHA 3anucy PeecTpy Ha nigcraBax Ta y Cnocib, WO BCTaHOB/EHI
3aKoHOM YKpaiHn “Tlpo [Oep>xaBHuUil peecTp BubGOpLIB” (gani — 3aKoHOM) Ta

pilleHHAMM  po3nopagHuMKa PeecTpy, NPUAHATMMM  3rigHO i3 3aKOHOM, 3
BMKOPUCTAHHAM Bi3yaNbHOro Ta aBTOMATW30BAHOrO0 KOHTPO/IKO 32 [MOBHOTOK Ta
KOPEKTHICTIO MepCcoHanbHUX faHuX PeecTpy;

- Befe 06MiK ycix Aii, WoAo 3MiHM 6a3n paHuX PeecTpy B mopsfky Ta 3a
(hopmMOt0, BCTAHOBNEHUMMW PO3NOPAAHUKOM PeecTpy;

- 3abesneyye BigMNOBILHO A0 3aKOHOAABCTBa 3axucT PeecTpy nig 4yac inoro
BELleHHA, B TOMY 4YuC/i 4OTPUMaHHA BUMOT PYHKLIOHYBAHHA KOMMNJEKCHOT CUCTEMMU
3axucty iHdopmayii B AITC APB;

- BM3Ha4Ya€ Ha niacTaBi BifOMOCTei nNpo BMOOPYY agpecy BubOpUS HOMEp
BMOOPYOro OKpYry, OKpyry 3 pedepeHaymy Ta HoMep BMOOPYOT fiNbHULI, AiNbHULI
pehepeHAyMY, A0 AKMX BiLHOCUTLCA BMOOpELb;

- NpoBOAWTb y pa3i NnoTpebu nepeBipKM BiAOMOCTEN Npo 0coby, 3a3HAYEHUX
y 3asBi NPO BK/AOUYEHHA A0 PeecTpy UM 3MiHY Ti NEPCOHaNbHUX JaHWUX, BHECEHUX [0
PeecTpy;

- Haflae Ha NUCbMOBMI 3anuT BUBOPLA, NOAAHUIA Y BCTAHOB/IEHOMY 3aKOHOM
nopaaky, BiANOBigHY iHpopmaLito 3 PeecTpy;

- 3[ilCHI0E nepiofuMyHe MOHOBMIEHHA, & TaKOXX YTOYHEHHS MepCOoHaNbHUX
faHuX PeecTpy,

- 3abe3neyye y pa3i Npu3HayeHHA BUOOPIB UM pedepeHAYMIB CKNagaHHS,
YTOYHEHHSA Ta BUTOTOBMEHHA CNUCKIB BMOOPLIB Ha BUOGOPUYNX AiNbHULAX, LINbHULAX
pethepeHAyMY BIiANOBIAHO A0 3aKOHOAABCTBA,

- 3[ilicHIO€E BiANOBIAHO A0 3aKOHOAABCTBa 3ax0AM LW0A0 TUMYACOBOI 3MiHU
micua rosiocyBaHHs BMbopusa 6e3 3miHM 1i0ro BUGopUoi agpecu;

- MpOBOAWUTbL MNepeBipKY HEKOPEKTHUX BigomMoCTeil PeecTpy, BUABNEHUX
po3NopAAHNKOM PeecTpy;

- 3abesneyye y Mexax CBOIX MOBHOBaXeHb [AOTPMMaHHA  BUMOT
3aKOHO/[aBCTBa 3 OXOPOHW Mnpaui Ta NOXeXHoi 6esneku;



- BUIOTOBAAE IMEHHI 3anpoweHHs BMOOpUAM Ha BMOOpKU 4n pedepeHAyMU Y
BMMNajKax, nepesbavyeHnX 3aKOHOLABCTBOM;

- OTpUMYE Bif AiINbHUYHUX BMOOPUYMX KOMICI BifOMOCTI MPO 3MiHW, BHECEHI
HUMW [0 YTOYHEHMX CMNUCKIB BUOOPLIB, ANnA OMpaytoBaHHA B YCTaHOB/IEHOMY
3aKOHOM MopsafKYy;

- 3060B’A3aHW  AOTPUMYBATUCb  MpaBUa  BHYTPIWHLOrO  TPYAOBOrO
PO3NOPALAKY;

- Hafjae HeoOXifHY iH(opmauito Ha 3annTM Ccyay CTOCOBHO YTOYHEHHS
BifOMOCTe Npo BM6GOPUA Yy 3B’A3KY 3 pO3rfa4oM afMiHICTPaTMBHOT CrpaBu WOLAO
YTOYHEHHA CMUCKY BMOOpPUIB;

- Hajae B YCTAHOBMEHOMY 3aKOHOM MOPSAAKY CTaTUCTUYHY iH(OpMaLito npo
KiNbKICHI XapaKTepucTuky BMOGOPYOro Kopnycy Ha nigctasi BifoMocTen PeecTpy;

- (opmye nogaHHs Ao LleHTpanbHOT BM6GOpPYOT KOMICIT Wo0A0 BMOOpPUMX
AiNbHULUb, AKi ICHYKOTb Ha NOCTilHIA OCHOBI, 3a HagaHUMK CY6’€KTaMW TX BHECEHHSA
BilOMOCTEW;

- 3[iACHIOE 06K BUOOPUMX [iNbHULb, AKi iCHYIOTb Ha MOCTINHIA OCHOBI;

- BHOCUTb [o PeecTpy paHi npo HOMepu |1 MexXi OfHOMaHAATHUX,
TepuTopiaibHUX BUOOPUYMUX OKPYTIB MiCNA OTPUMAHHSA Bif TeEpUTOpPiaibHUX BMBOPUMX
KOMICili pilleHb NP0 YTBOPEHHSA TaKUX OKPYTiB;

- nepepae fo LleHTpanbHOT BMOGOPYOT KOMICIT 3MICT pilleHb Ta MNOBiLOM/IEHHA
BMGOPUMX KOMICIn y nepefbavyeHMX 3aKOHOAABCTBOM BUNajKax;

- 3[INCHI0E HanawTyBaHHA Ta CYNPOBOAXKEHHA MPOrpamHOro i TeXHIYHOro
3abe3neyeHHs PeecTpy;

- BMKOHYE (DYHKLIT ajMiHicTpaTopa 6e3neku BIANOBIAHO A0 BUMOT
IHCTpyKUiT agmiHicTpaTopa 6e3nekn opraHy BefeHHS [lepXXaBHOro peecTpy
BMOOpUiIB, KOOpPAWHYE CBOK pobOTYy 3 BIAAINOM 3axUCTy iH(opmauii PeecTpy
Cnyx6u posnopsagHuKa [ep>xaBHOro peecTpy Bnoéopuis;

- 3abesneyye nocTiliHe (yYHKUiOHyBaHHA KOMMAEKCHOT CUCTEMMU 3aXUCTy
iHbopmauii Ta BiANOBIAaNbHWIA 332 BNPOBAafXXEHHA OpraHisauiiHUX i TEXHIYHUX
3axofiB, WO Heo6XigHI AN BNPOBaKEHHA NOAITUKM iHhopMaLiiHOT 6e3neKku;

- CNgKye 3a CBOEYACHMM OHOBJ/IEHHAM MporpamHux 3acobis npoTugii
KOMN’IOTEPHUM  Bipycam Ta LWKigAMBOMY MNporpamHoMy 3abe3neyeHHo i3
3acTocyBaHHAM BignoBigHMX 3aco6is AITC [PB;

- Befe BCH [OKYMeHTalit, noB’a3aHy i3 QYyHKUiamu aamiHicTpatopa
6e3neKku;

- 3AilicHlo€e iHWI (yHKUIT BigNOBIAHO A0 3aKOHOAABCTBA, HeoOXigHI Ans
BMKOHaHHA NOKNaJeHWX Ha HbOro 3aBfaHb 3a LOPYYEHHAM HayanbHUKa Bigainy.

2.2. MoknajaHHA Ha TO0M0BHOrO cneuianicta Bigginy BefeHHA PeecTpy
3aBfaHb, WO He HanexaTb abo BUXOAATb 3a MeXi WOro KOMMNeTeHuii, He
LAONYCKaeTbCA.



3. lNpaBa

3.1. TonoBHMIA cneuianicT Bigginy BegeHHA PeecTpy Mae npaso:

- BHOCUTM NpoOMNOo3ULIT HayanbHWUKY BIigginy 3 BIigMNOBIAHMX NUTaHb
Ta NoKpaweHHs poboTu nigpos3ainy;

- 0fepXyBaTn HeobOXifgHI ANnd pob0TU METOAUYHI peKOMeHpauii;

- Oflep>XyBaTu B yCTaHOBJIEHOMY MOPALKY Bif BMOOpLiB, OpraHiB BUKOHABYOT
BNagu, oOpraHie BWKOHaBYOl BNagu, OpraHiB  MICLEBOro caMOBpsA4YyBaHHS,
CTPYKTYpHUX nigpo3ainie  lMopginbCbKoi paioHHOT B MicTi  KueBi gepaBHOI
agMiHicTpauii, BMGOPYMX KOMICIn, KOMICIn pedepeHAyMmy, 3aKnagis, ycTaHOB Ta
opraHisauin, X nocagoBux ocib iHpopmaLito, LOKYMEHTU Ta martepiann, HeoOXIigHI
AN BUKOHAHHA MOKNa4eHUX Ha HbOr0 3aBfaHb;

- roTyBaTu iH(opMaLiliHi MaTepianu.

3.2. TonoBHWI cneyianict BigAiny BefeHHA PeecTpy MOXe npuiMaTu yyacTb
y po6oTi KoMicii.

3.3. TonoBHUIN cneuyianict Biadiny BefeHHA PeecTpy Mae iHWI npaB.a,
nepeabayeHi  3aKOHOAABCTBOM, And  3abe3nevyeHHA  HaNeXHOro  BUKOHAHHSA
CNy>K60BMX 060B’A3KiB.

3.4. TonoBHOMY cneuianicTy Bigainy BefeHHs PeecTpy 3abOpoHeHO 36umpaTu,
BHOCUTM [0 PeecTpy Ta 36epiratm B 6a3i faHuxX PeecTpy BifOMOCTi (MepCOoHabHI
LaHi Bubopuis), He nepefbayeHi 3akoHOM YkpaiHu «Ipo [epXaBHUN peecTp
BMbOpLiB».

4. BignoBiganbHICTb

4.1. TonoBHWUI cneuianicT BigAiNny BefleHHs PeecTpy Hece BiANOBIfaNbHICTb:

- 33 HEeBUWKOHAHHA, HaNleXXHe, HecBOeYyacHe Ta HedKiCHe BWKOHAHHA
NOKNafeHnx Ha HbOro nocagoBMX 3aBAaHb Ta 060B’A3KIB;

- 3a HefoTpuMaHHA BUMOr KOHCTUTYUIT YKpaiHW, 3aKOHIB YKpaiHuW, akTiB
Mpe3ngeHTa YkKpaiHn, KabiHeTy MiHIicTpiB YKpaiHu, BepxoBHOI Paan YKpaiHu,
LleHTpanbHOT BM6OpUOT KOMicil, piweHb KWIBCbKOT MICbKOT pagu, PO3NOpPALXKEHb
BMKOHaBYoro opraHy KwuiBcbKoi Micbkoi pagn (KWIBCbKOT MICbKOT Aep>XaBHOT
agMiHicTpauii) Ta MoAinbCcbKoi pailoHHOT B MicTi KuWEBI gepXaBHOT agMiHicTpauii,
IHCTPYKUIT onepaTopa opraHy BefeHHA [lep>XaBHOro peecTpy BmbopuiB, PernameHTy
po6oTn [MoAinbCbKoi pailoHHOT B MicTi KueBi aep)xaBHOT agMiHicTpauii, npasun
[iNI0BOr0 eTUKeTY, MpaBu/l Ta HOPM OXOPOHU Mpali Ta NPOTUMOXKEXHOTO
3aXUCTY, a TaKoX MOM0XEHHS Npo BiAA4iN i Lieto nocagoBoO IHCTPYKUIELD;

- 32 HEeBWKOHAHHf, Ha/leXXHe, HeCcBOeEYyaCcHe Ta HedAKiCHe BWKOHAHHA
NoKNafAeHUX Ha BigAin 3aBAaHb i JOPYYEHb, Y MeXax CBOET KOMNETEHLIT;

- 32 30epexeHHA Ta PO3rofioWweHHa iHgopMmayii 3 06MeXeHUM LOCTYMnoM
BiAMOBIAHO O YMHHOIO 3aKOHO/aBCTBa,

- 3a MOpYLEeHHs npaBui goctyny Ao 6asu faHux PeecTpy;

- 33 MOpYLUeHHA 3axUCTy, WINICHOCTI, NOpPAAKY BUKOPWUCTaHHA iH(opMmayil
Ta He3aKOHHe KonitoBaHHA 6a3n gaHux PeecTpy um il 4acTuH;



- 32 [OCTOBIpHICTb BIiJOMOCTEl, BHECEHUX HWM Ta HE3aKOHHE 3HULLEHHS
nepcoHanbHUX faHuX PeecTpy;

- 3a He CaHKLiOHOBaHMI gocTyn abo 3N0BXMBaHHA AOCTYNOM A0 6a3n gaHux
PeecTpy,;

- 3a pPO3ro/NoLWeHHA 3MICTY IHAMBIAYaNbHMX IMeHI Ta napon [AOocTyny
A0 NporpaMmHo-anapaTtHoOro 3acoby igeHTugikayii KopucTyBaya CUCTEMU;

- 32 MOPYLEHHs npaBun BHYTPIWHLOrO TPYLOBOr0 pPO3MNOPAAKY, BUMOT
TEXHIKN 6e3nekn Ha po6oyoMy MicLi;

- 3a 30epeXeHHA BBIPeHOro 1OMY [AepXXaBHOr0 MaiHa, OPIrTEXHIKMU,
AOKYMeEHTaUIT;

- 33 [MOPYLIEHHS HOPM €eTUKU NOBEAIHKM [epXaBHOro  CNy>X60BLUS
Ta 0OMeXeHb, NOB’A3aHNX 3 MPOXOLXEHHAM AePXKABHOT CNyXou.

5. BzaemoBigHOCMHK 3a nocafoto

5.1. FonoBHWI cneyianict Bigdiny BefeHHs PeecTpy y npoueci BMKOHaHHS
noknageHnx Ha BIig4in 3aBAaHb B3aEMOAIE i3 CTPYKTYpPHUMU nigpo3ginamu
MopinbcbKOT panioHHOT B MicTi KuWeBI fgep)xaBHOT agMiHicTpayii, TepuTopiaibHUMM
opraHamun LeHTpasbHUX OpraHiB BWKOHABYOl BMagW, opraHamum MicLEeBOro
CamMOBpAAYBaHHA, BUOOPYMMU KOMICiAMU, KOMIciAMM pedepeHAyMYy, a TakKoxX
3aKnagamu, ycTaHoBaMW Ta oOpraHisayigsmy BCiX (hOpM BnacHoOCTi, 06’cfHaHHAMU
rpoMagsiH i OKpeMuMu rpoMagaHamu.

Ha4vanbHWK BiAAINYy BefeHHS
[lep>XaBHOro peecTpy Bnbopuis M.TumoLeHKO

O3HaitomneHunin (a):
yn o09. 20/° £, 11,

(nata)
(nata) (nignwuc)

(mata) (nignwuc) (npisBuwe, iHiLianu)



