Y

MAPKIBCBKA PAMOHHA JTEPKABHA AJIMIHICTPAILIISI
JYTAHCBKOI OBJIACTI
HAKA3
KepiBHHUKA arapary

05" w0 xD/Q//;‘ cMT MapkiBka Ne o

ITpo 3aTBepAXKeHHS MOJIOKEHHS
npo Biaain BeaeHnHs /lep:kaBHOro
peecTpy BHOOpLIB anapary
paiiaepxaamiHicTpanii Ta
NOCaJ0BHX iHCTPYKUi# Horo
NpaniBHUKIB

Kepyrounce yacTHHOIO TpeThoro cTarTi 44 3akoHy Vipainu «IIpo Mmiciesi
JIepXKaBHI aJMIHICTpallii», MyHKTOM 2 YaCTHHHM IIEpPIIOl, YaCTHHOK APYIOK CTAaTTi 7,
9aCTHHOIO MEPILIOIO CTATTI 8, yHKTOM 3 YacTHHU Mepioi crarti 17, crartamu 19, 20
3axony VYkpainu «IIpo JlepxkaBHy ciyx0Oy», mocraHoBoro KaGinety Minictpis
Vkpainu Big 26.06.2007 poxy Ne 868 «IIpo 3aTBepKeHHS TUIIOBHX MOJIOKEHD IIPO
opras (Binain) BefieHHs Jlep)kaBHOTO peecTpy BHOOPIIIB Ta PO PeriOHalbHUN Oprad
(Bigmin) anMiHiCTpyBaHHS Jlep)KaBHOTO peecTpy BHOOpPIB» Ta IOCTAaHOBOIO
IlenTpanpHOi BHOOpYoi komicii Bim 26.02.2016 p. Ne 58 «IluTaHHsS OisMBHOCTI
oprasy (Bifmily) BefeHHs Jlep:kaBHOTO peecTpy BUOOPLIB Ta PETiOHAIBLHOIO OPraHy
(Binmimy) agMiHicTpyBaHHS Jlep)kaBHOTO peecTpy BHOOPIIiBY,

HakKa3ylo:

3arBepauTH [lonokeHHA Mpo BiAAiN BefeHHS Jlep)KaBHOTO peecTpy BHOOPIIIB
armapaTy MapkiBCbKOI paOHHOI [epiaBHOI aaMiHicTpamii Ta mocamoBi iHCTpyKMii
fioro mparliBHHKIB, 10 JOTAIOTHCS.

KepiBuuk anapary i K. TMILEHKO



3ATBEP/DKEHO

Haka3s kepiBHMKa amapary
pariOHHOI AepKaBHOL
aaMiHicTparii

05 uomoro A0k, Ne A

IHOJIOKEHHA
npo Biaxin Begenns /lep:xxaBHOro peectpy BuGopuis

1. Bigninom BeneHHs Jlep)kaBHOTO peecTpy BHOOPIUB (mali — Bimmin BemeHHs
Peectpy) y paiioHi €: CTpyKTypHHH Mipo3zin amapary MapkiBchkkoi paifoHHOT
Jlep)KaBHOI a[MiHiCTpallii, SKWH yTBOPIOETBCS TIONOBOKO pPalOHHOI Jep:KaBHOI
aaMiHiCTpauii, HOMy MiA3BITHMA Ta MiOKOHTPONBHMM 1 MiANOPSIKOBYETHCS
KEpIBHHUKOBI anaparty paiaepxaaMiHicTpariii.

2. Bignin BemeHHs PeecTpy y cBoill HisuiBHOCTI KepyeThcs KoncTuTymiero
Ykpainu, 3akoHamu YKpainu, akramu IIpesunenra Ykpainu, Kabinery MinicTpis
Ykpainy, llentpanbHoi BuOOp4YOi KoMmicii, BigmoBiZHO akTamm MinicTepcTBa
3aKOPIOHHUX CIpaB YKpaiHW, romiB ob6mgacHOi Ta paifoHHOI aaMiHicTpauii,
PETIOHANIBHOIO OpraHy aJMiHICTpyBaHHS JlepXaBHOTO PEECTpy BHMOOPIIB, a TaKOX
NIOJIOXKEHHSIM IIpO BiAJLT BefieHHs Peectpy.

3. OcHOBHMMH 3aBIaHHAMH BiAniny BeneHHs Peectpy e:

BelleHHs [lepkaBHOro peectpy BUOOpIIB (maii — Peectp), 10 sSKOro 3aHocsAThCs
BiZIOMOCTI IIpo TrpoMaJsiH YKpaiHH, sIKi MaroTh MPaBo roJiocy BiAmoBiAHO mo cTarTti 70
Konctutynii VYkpainum (mami —BuOopui) i mnpoxuBaioTh abo mnepebyBaoTh Ha
TEPUTOPIi Cela, CeNuIla, MiCTa, AKi BXOAATH 0 CKJIady BiAIIOBIAHOIO PaioHY;

CKJIaJlaHHA Ta YTOYHEHHs CIMCKIB BHOOpLIB IJIsI TpPOBENEHHS BHOOPIB i
pedepeHIyMiB.

4. Binnin BeneHHs PeecTpy BioIOBiIHO [0 NMOKJIaACHUX Ha HHOTO 3aBIAHb:

1) 3abesneuye Benenns PeecTpy, mo mepenGavae 3mificHEHHs opraHizamiiHo-
IPaBOBOi MiITOTOBKM Ta BUKOHAHHS B PEXKUMI 3aIIUCyBaHHS TaKUX i

- BHECEHHS 3aIMCy Ipo BU6OPL 1o 6a3u nanux Peectpy;

- BHECEHHS 3MiH JI0 IIEPCOHAIBHUX JaHUX BUOOPIIIB, IO MiCTAThCA B 6asi maHmx
Peectpy (mani — nepcoHanbHi nani Peectpy);

- 3HHUINEHHs 3anKcy PeecTpy Ha mincTaBax i y cmoci6, 1o BcTaHOBJIEHI 3aKOHOM
Ykpainu «IIpo [lepxaBHuii peectp BHOOpLiB» (mami — 3akoH) Ta pilleHHSIMH
posnopsituka Peectpy, NpuiHATHEMM 3rifHO i3 3aKOHOM, 3 BHKOPHUCTAHHSAM
Bi3yaJbHOTO Ta aBTOMATH30BAHOTO KOHTPONIO 33 TMOBHOTOK Ta KOPEKTHICTIO
IIEPCOHAJIBHUX OaHuX PeecTpy;



2) Beme oOmik ycix nmiii mopo 3MiHM 6a3u maHux Peectpy B mopsaky Ta 3a
(G OpMOI0, BCTAHOBIIEHUMH PO3MOPSIHUKOM Peectpy;

3) 3abe3neyye BIANMOBITHO OO 3aKOHOAABCTBa 3aXWMCT PeecTpy mij yac ioro
BE/ICHHS, B TOMY YHUCIi JOTPUMaHHS BUMOT (YHKIIOHYBaHHS KOMILIEKCHOI CHCTEMH
3axHCTy iH(OpMallil B aBTOMaTH30BaHi# iHbopMaLiliHO-TeIleKOMYHIKaLiiHi¥ cucTeMi
«Jlep>xaBHUIA peecTp BUOOPILIiBY;

4) Bu3Haya€ Ha MiJCTaBi BiOMOCTeH Ipo BHUOOpYY anapecy BHOOpIS HOMED
BHOOPYOIo OKpPYTy, OKpYTy 3 pedepeHIyMy (3a3Ha4ae 3aKOPAOHHHUM OKPYT) Ta HOMEp
BHOOPYOI ATBHMIL, AITEHMII pedepeHayMy, IO SKUX BiJHOCHTHCS BUOOPELD;

5) B yCTaHOBJIEHOMY 3aKOHOM TIIOPSAKY PpO3[ISIa€c 3BEPHEHHS TI'POMajsfH 3
MUTaHb, ITIOB’I3aHUX 3 HOI0 IiSVIbHICTIO;

6) IPOBOIMTE y pa3i MOTPeOU IepeBipKH BijoMocTel po 0coby, 3a3HAYEHHX Y
3as1Bl PO BKIIOYEHHs 10 Peectpy um 3MiHy ii mepcoHaNBHUX JaHUX, BHECEHHX IO
Peectpy;

7) Hajicuinae Ha BUOOpUY azfipecy BHOOPIIS MOBiOMIIEHHS IIPO HOTo BKIIOYEHHS
no Peectpy 3a ¢popmMor0, BCTaHOBIIEHOIO PO3MOPSAHUKOM PeecTpy;

8) Hajcunae Ha BUGOpUYy ajipecy BHOOPIS MTOBiIOMIIEHHS IIPO BHECEHHS 3MiH [0
HOro NepCOHABHUX JJaHUX, BHECEHUX 10 Peectpy;

9) Hanae Ha MUCEMOBHM 3alMT BHOOPILI, NONAHUM Y BCTAHOBIEHOMY 3aKOHOM
NOpSAKY, BIAOBIAHY iHpopMariro 3 Peectpy;

10) 3mificHIOE mepiofMYHE TOHOBJIEHHS, a TaKOX YTOYHEHHsS NEePCOHAIBHHUX
nanux Peectpy;

11) 3a6e3nedye y pasi mpu3HaueHHS BHOOpIB 4u pedepeHIyMiB CKIafaHHS,
YTOYHEHHS Ta BUTOTOBIEHHS CIMCKIB BUOOPIIIB Ha BUOOPYUX AUIBHHUIIAX, JUIBHUISNX
pedepeHaIyMy BiZIITOBiTHO 10 3aKOHOIABCTBA;

12) 3pilicHIOE BiAMOBIOHO IO 3aKOHOJABCTBA 3aXOAW IMOJO THMMYACOBOI 3MiHH
MiCIIg TOI0CYBaHHs BUOOPILI 63 3MiHu #oro BuGop4oi aapecy;

13) BuroroBisie imMeHHi 3anpoineHHs BUOOPISIM Ha BUOOpH 4H pedepeHIyMH y
BUIIaJIKaX, lepeadaueHnX 3aKOHOJaBCTBOM;

14) orpumye Bij NiTBHAYHMX BHOOPYHX KOMICiM BiOMOCTI IIpo 3MiHH, BHECEH]
HUMH JI0 YTOYHEHMX CIIMCKiB BHOODLIB, Ui ONPALIOBAHHS B YCTAHOBIEHOMY
3aKOHOM TMOPSIKY;



15) mpoBooUTh TeEpeBipKy 3BEpHEHb MOMITHYHUX NapTii, pO3MIsAgaEe 3alvTh
BHOOPYHX KOMiCiif B yCTaHOBIEHOMY 3aKOHOM MOPSAKY;

16) Hamae HeoOXimHy iHGOpMaLil0 Ha 3alHUT CyIy CTOCOBHO YTOYHEHHS
BiJIOMOCTe# Mpo BUOOpILS y 3B’S3Ky 3 PO3MIAAOM aJAMiHICTPAaTHBHOI CHpPaBH IIOIO
YTOYHEHHS CIIHCKY BUOOPIIiB;

17) Hamae B yCTaHOBIEHOMY 3aKOHOM IIOPSAKY CTaTUCTUYHY iHGOPMAIIIO PO
KIBbKICHI XapaKTepUCTUKU BUOOPYOro KOpITyCy Ha MiJCcTaBi BimoMocTteit Peectpy;

18) mpoBogUTE mEpeBIpKy HEKOPEKTHUX BioMocTel PeecTpy, BHsABIEHHX
po3nopsinHukoM Peectpy;

19) bopmye nopmanms nmo IlenTpanbHOi BuGOp4oi KoMmicii 1momo BuUGOPYMX
JIIBHUI, K1 ICHYIOTh Ha ITOCTiHHIM OCHOBI, 32 HAJAaHUMHM Cy6’€KTaMHM 1X BHECEHHS
BIIOMOCTIMH;

20) 3xikicHIO€E 06IIiK BUOOPYHX HiTBHUILIb, SIKi iICHYIOTh Ha IMOCTiHii OCHOBI;

21) BHocuTe n0 PeecTtpy maHi Tpo HOMepH i Mexi OIHOMaHIATHHX,
TEPUTOPiaJIbHUX BUOOPYMX OKPYTiB MiCIIsI OTPHMAHHS BiJl TEPUTOPIaIbHMX BHOOPINX
KOMICiii pillIeHHS TIPO YTBOPEHHS TaKUX OKPYTiB;

22) nepenae no LlenTpanbHOi BUOOPUOI KOMicii 3MiCT pillleHb Ta MOBiJOMICHHS
BUOOpUUX KOMICiHl y mepeabadeHUX 3aKOHOJABCTBOM BHUIIAAKaX;

23) 31iliCHIOE HAJAIITYBaHHS Ta CYHPOBOMKEHHS MPOrPaMHOIO i TEXHIYHOTO
3abe3nedeHHs Peectpy;

24) 3xilicHroe 1HII (QYHKII] BiANOBIZHO J0 3aKOHONABCTBA, HEOOXimHi s
BHKOHAHHS ITOKJIaJE€HUX Ha HHOI'O 3aBIaHb.

5. IloxnaneHHs Ha BiAALI BeieHHS PeecTpy 3aBnaHs, 110 BUXOASTH 32 MeXi HOTO
KOMIIETEHIIi1, He IOITyCKA€EThCS.

6. Binnin Benenns Peectpy Mae mpaBo oiepKyBaTd B YCTAHOBJIEHOMY MOPSIKY
BiJi BHMOODIIIB, OpraHiB BHKOHaBYOi BJag¥, OpPraHiB MiCII€BOTO CaMOBpsIIyBaHHS,
BUOOpYIMX KOMICiH, KoMiciii pedepeHmyMy, 3aKianiB, yCcTaHOB Ta OpraHizamii, ix
nocazoBux oci6 iHdopMaliio, JOKyMEHTH Ta MaTepiaiy, HEOOXimHI Ui BUKOHAHHS
MOKJIaJIEeHHX Ha HBOTO 3aBIaHb.

7. Bignin BenenHs Peectpy B3aemomie y mpoleci BHKOHAHHS MOK/IAIE€HHMX Ha
HBOTO 3aB/laHb 13 CTPYKTYPHMMH MifPO3/IiaMHi PaiffOHHOI IepXKaBHOI aaMiHicTparii,
TEPUTOpialbHUMK OPraHamMH LEHTPATbHHX OPraHiB BHKOHABYOI BIAJH, OpraHamu
MICLIEBOTO  CaMOBDSTYBAaHHS, 3aKOPAOHHHMH IHWIUIOMATHYHMMH  YCTAHOBAMHU



VkpaiHu, BHOOpDYMMH KOMICisIMH, KOMICisIMH pedepeHIyMy, a TakoX 3aKjIafaMu,
yCTaHOBaMHu Ta OpraHisalisMu BCiX (opM BracHOCTI, 00’€qHAHHSIMH TPOMAISH i
OKpEeMHMH IrpOMaJISTHAMHU.

8. Bingin BeneHHs PeecTpy ouoioe KepiBHUK, SKHM:

3abe3nedye BUKOHAHHS Ha BiINOBi/IHiN TepuTopii 3aKoHy, 3aKoHIB YKpaiHH Ipo
BUOOpH Ta pedepeHIyMH 3 MHTaHb, IO CTOCYIOTHCS MiSNIBHOCTI BifJiny BeJeHHS
Peectpy;

3MIACHIOE  KEPIBHMITBO  MiANBHICTIO BIIALLy 1 Hece MePCOHAIBHY
Bi/INIOBiaTIbHICTh 32 BUKOHAHHS MTOKJIaJ€HUX Ha BiJ/iJ 3aBIaHb,;

posnoziise 060B’I3KH MiXK IpalliBHUKaMH Biiy;

BHJIa€ HaKa3W y BUNA/KaX Ta B MOPAIKY, BU3HA4YEHHX 3aKOHOM, OpraHi3oBye i
KOHTPOJIIOE 1X BUKOHAHHS;

3abe3medye B MeXax CBOIX IIOBHOBaXKEHB 30epiranHs iHdopMail 3 06MeKeHIM
JOCTYIIOM BiJIIIOBiTHO J0 3aKOHOJABCTBA;

BHOCHTh Yy BCTaHOBICHOMY MOPSAKy HpONO3ULii moxo ¢(iHaHCOBOro
3a0e3nedeHHs poOOTH Binainy BeneHHs Peectpy;

MiJNACYye BH3HA4YeHi 3aKOHOM JOKyMEHTH, IO CKpIIUTIOIOTECS  TI€YaTKOIO
BIIUILITY;

BHOCUTh y BCTAQHOBJIEHOMY 3aKOHOJABCTBOM TMOPSAAKY IIPOIO3HILii CTOCOBHO
IPUTATHEHHS 10 BIANOBINANBHOCTI 0Ci0, BUHHUX y MIOpyLIEHH] 3aKOHY;

3abe3nevye B YCTaHOBIEHOMY 3aKOHOM IIODSIKY MpEICTAaBHULTBO iHTEpeciB
BiJIlTy BeieHHs PeecTpy B cymax;

BUKOHY€ 1HIII ITOBHOBaXEHHS 3TiHO 3 aKTaMH 3aKOHOJABCTBA Ta MOJOKEHHIM
PO BiJJIiJI.

9. KepiBHMK Ta iHIII NpaliBHUKK BiJAiTy BeleHHs PeecTpy Mpu3HaualoThCS Ha
NOCaa¥ Ta 3BUIBHAIOTECS 3 I10CaJ KEepiBHHKOM amapary paioOHHOI aepiKaBHOI
a[MiHICTpallii, B yCTaHOBJIEHOMY 3aKOHOJIaBCTBOM ITOPSIIKY.

10. YncenbHiCTs NpalliBHUKIB BiAHily BeleHHs PeecTpy BH3Ha4aeThes
BIANOBIIHO 10 BMMOr mocraHoBu KabGinery MinictpiB Vkpaiam Bixm 18 mumas
2007 poky Ne 943 «Jlesxi nWTaHHS YTBOpDEHHS OpraHiB (BiAminiB) BemeHHS Ta
perioHaJbHUX OpraHiB (BiLLiniB) agMiHicTpyBaHHS J[ep:KaBHOTO peecTpy BUGOPIIIBY.

11. Bignin Benenns Peectpy Mae BrnacHy mevarky Ta 6naHk. IIpaniBHHKH
BiZIiTy BUKOPHCTOBYIOThH KBaJTi()iKOBaHMI €JIEKTPOHHHM i IIHC.

HauansHuk Binairy BemeHHS
JlepkaBHOTO peecTpy
BUOOpIIiB amapary

- o« .oe . _/v‘/
paiinepxaaMiHiCTparrii ]

O. TAPABAHOBCBKA




3ATBEP/DKEHO

Haka3 xepiBHHKa amapary
palioOHHO]1 Iep)KaBHOI agMiHiCTparii

05 psomor® A0/%4. Ne A

MMOCAAOBA THCTPYKIIIA
Ha4YaJbHHKA BiAJiay BeaeHHs [lep:kaBHOrO peecTpy
BHOOpuiB anapaty MapkiBcbKol paiigep:kaaminicTpamii

l. 3AT'AJIBHI NOJIOXKEHHSA

HavaneHuk  Bimniny BeneHHs JlepkaBHOro peectpy BHOOpIiB MapkiBChKOi
paiifepkaaAMiHicTpanii (Jajli HAYaTbHUK BiIIiTy):

1.1. 3aGesneuye BukoHaHHA 3akoHy VYkpainu «IIpo J[lepxaBHuii peecTp
BUOOPLIB» Ha TepuTOopii MapKiBCEKOTO paiioHy.

1.2. Konrpomoe BeneHHs PeecTpy, 10 $KOro BHOCATBCS  BIZOMOCTI IIpO
rpoMajsH YKpaiHW, IO MaloTh IIPpaBO TLOJIOCY i MPOXUBAIOTh abo mepebyBaroTh Ha
TEPUTOPIi cena, CeNmiNa, sKi BXOAATH N0 CKIamy MapKiBCbKOro paiioHy, a Takox Ipo
rpoMajsH YKpaiHW, 0 MaroTh IPaBO rojoCy i MPOXHUBAIOTH abo mepedyBaroTh 3a
MeXaMM YKpaiHH; CKJIaJa€ Ta yTOYHIOE CIIMCKY BUOOPLIB HA BUOOPYHX AiIBHHUIIAX.

1.3. 3nilicHIOE KEPIBHHUIITBO MisUIBHICTIO BIIOUTY, Hece MIEPCOHATIbHY
BiIIOBITAJIbHICTh 32 BUKOHAHHS MOKJIAaJI€HUX Ha BiJI1JI 3aBAaHb.

1.4. Po3nopinse 060B’43KM MiX NpalliBHUKAMH Ta KOHTPOJIIOE iX poGoTy.

1.5. TloBuHEH BONOJITH OpraHi3al[ifHUM{ HaBHYKAMH, BMiHHSAM IIPAlfOBAaTH 3
JIOABMH, Dealli3yBaTH IUIaHM POOOTH BiANiTy, aHATi3yBaTH HOro AisNIBHICT, OyTH
NPUHLIMIOBHAM, DIIIy4YMM 1 BHMOITIMBAM Yy IOTPHMAaHHI YMHHOIO 3aKOHO/ABCTBA,
iHIIIAaTUBHUM, BBIY/IMBHM, TaKTOBHHM, BUTPUMaHUM, 3HATH IEPXKABHY MOBY Ha piBHI
BIJIBHOT'O BOJIOJIiHHS.

1.6. IToBuHeH OyTH rpoMagTHUHOM YKpaiHH.

1.7.Y cBoiit poGoti Ge3nocepenHBEO MiINMOPSIIKOBYETHCS KEPIBHHKY anapaTy
paiaepxaaMiHiCTparrii.

1.8. Ilpu BuKOHaHHI 3aBJaHb Ta 000B’s3KiB KepyeThess KoHcTUTymiero Vkpainu,
3akonamu Yxpainu «IIpo nepxasHy cimyx6y», «IIpo Micuesi nepxaBHi agMiHicTpamii»,
«IIpo JlepxaBHu# peecTp BUOOPLIB» Ta iHINMMHU 3aKOHAaMH, IOCTAHOBaMM BepxoBHOI
Panu VYkpainu, ykasamu i posnopsmkeHHsIMH IIpe3upenTta VkpaiHu, MOCTaHOBaMH i



posnopsmkennsiMa  Kabinery MinictpiB  Ykpainu, mnocranoBamu —lLleHTpanbHO1
BHOOpPYOi KOMicii, pO3HNOpPSMKEHHSMHM TONOBH 007acHOi Ta pPalOHHOI Jep)KaBHHX
aJMiHiCTpalil, pekomeHnamismu ['omoBaepxciyx6u, Min’tocty, Minnpani, Biggity
anMinicTpyBanHs JlyraHcpkoi 00nacHOI  JepkaBHOI — aAMiHICTpauii, IHIIAMHK
HOPMAaTHBHO-ITPABOBHMH aKTaMU 3 IHUTaHb NPOBEJEeHHsS BUOOpPIB Ta pedepeHIyMiB Ha
TepuTOpil YKpaiHu, a Takox PernameHnToM pob6otd MapkiBCbKOi paHOHHOI J€pKaBHOI
aaMinictparii, ITonoxeHHsM mpo Bigain BexeHHs J[lepaBHOro peecTpy BHOOPIIB
MapkiBcbkoi paiinepxkaaMiHicTpalii, aAaHor IlocasoBoro iHCTpyKIi€o, IHIIMMU
HOPMATHBHO-TIPABOBHMM aKTaMM, M0 PETYNIIOITh PO3BUTOK BiAMOBITHOI cdepu
yIIpaBJIiHHS.

2. 3ABJIAHHS TA OBOB’A3KMN.

Hauanvnuk 6i00iny noeuHen.:

2.1. 3nilicHIOE KEPIBHULITBO AISIBHICTIO BiAITy, 00’€IHYy€E Ta CIIPIMOBYE poGOTY
CHelialiCTiB BiAmiTy Ha pealizallifo Jep)KaBHOI TMOMITHKHA Yy cdepi BemeHHs
Jlep>xaBHOTO peecTpy BUOOpPLIB Ha TepuTopii MapkiBCBKOrO  paiioHy, Hece
TIepCOHAJIBHY BiJNOBINANBHICTh 32 BUKOHAHHS MOKJIANEHNX Ha BiIJIiI 3aBIaHb.

2.2. Kontpomoe BeneHHs Peectpy, [0 $KOro BHOCATBCS  BiJJOMOCTI TIpO
rpoMalsiH YKpaiHd, IO MaloTb IIPaBO TIOJIOCY 1 IPOXKUBAIOTh abo MepeOyBarOTh Ha
TEpUTOpii cena, cenMIa, SKi BXOIATH O CKIamy paioHy, a TakoX IMpO pOMajsH
VKpaiH{, 0 MaloTh MPaBO TOJNOCY 1 MPOXHUBAIOTH abo MepeOyBarOTh 3a MEXKaAMU
VYkpainy; ckiajae Ta yTOYHIOE CIUCKY BUOOPIIIB HAa BUOOPYHUX JTiTBHHIIAX.

2.3. BinmoBizae 3a cTaH TpyIOBOI Ta BUKOHABYOI JUCHMILTIHK CEPe.l IIPaIliBHUKIB
BILILTY.

2.4. Po3pobnsie mocamoBi iHCTPyKIii, po3mofiyise GyHKIIOHANIBHI 06OB’SA3KH
MiX IpalliBHUKaMK BiJALTY, Ja€ 3aBIAHHS Ta JOPYYEHHS, KOHTPOIIIOE IX CBOEYACHE,
MOBHE i IKICHE BUKOHAHHSI.

2.5. Po3pobisie NpoeKTH pO3MNOpSAXKEHb TOJOBH paiifiepkaaMiHicTpamii  Ta
aHATITUYHMX MaTepialiB, sKi CTOCYIOTbCS IUTaHb BeleHHsS Peectpy, BMOOpPLIB i
peadrizarii BuUOOp4YOro npaBa rpoMaisHaMu paioHy.

2.6. Bunae posnmopskeHHs (Haka3M) y BUIIQJKaxX Ta B MOPSAKY, BU3HAYEHHX
3akonoM Ykpainu «IIpo [lepxaBHuil peecTp BUOOpIIiB», OpraHi30By€E i KOHTPOIIOE iX
BUKOHAHHS.

2.7. 3abesnedye B Mexax CBOIX IOBHOBaXeHb 30epiraHHs iHpopmamii 3
0OMEeXEeHUM JOCTYIIOM BiAMOBIIHO IO 3aKOHOaBCTBA.



2.8. Ilinmucye noKyMeHTH, BU3Ha4deHI 3akoHoM VYkpainu «IIpo epxaBHuii
peectp BUOOpPLIB», IO CKpPIIUIIOIOTBCA NEUaTKOKW BiAOiTy BemeHHs Peectpy
MapkiBCBKOI paiiaepxaaMiHiCTpalrii.

2.9. BUKOpHCTOBY€E €IeKTpPOHHUHN KBaJli()iKOBaHUM €IEKTPOHHMIM ITiIITHUC.

2.10. 3abesnedyye B YCTaHOBIEHOMY 3aKOHOM IIOPSAKY  IIPEACTaBHHUIITBO
iHTepeciB Bianiny BeneHHs JlepkaBHoro Peectpy B cymax.

2.11. BHOCHTE y  BCTaHOBIEHOMY TMOPSAKY  MPOIO3MIil  TOJOBI
paiiiepXaAMiHICTpalil INOAO0 IPHUMHATTS Ha TMOCamy, IE€pPEBEIECHHS, 3BUIbHEHHS
OpaliBHUKIB BIJALTy, iX 3a0XO4YeHHs ab0 NPHUTATHEHHS [0  BiANOBINANBHOCTI
NpaliBHKUKIB, BMHHMX y ImopymeHHi 3akoHy VYkpainu «I[Ipo [lepxkaBHuii peectp
BUOOPIIIBY.

2.12. Torye mimanu pobGOTH BIAALTY, aHaN3ye iX BHUKOHAHHS; DPO3IMOJIINIE
3aBJIaHHA Ta JOPYYEHHs Cepejl IPalliBHUKIB Biaiy. BuBuae cTymide BiAmoBiganbHOCTI
CHELaiCTIB.

2.13. BixuBae 3ax0AiB JO BIIPOBA/KEHHS HOBITHIX (OPM i METOMIB NifNBbHOCTI
BiAJLTy, IO HE CylepedaTh YUHHOMY 3aKOHOJABCTBY.

2.14. BHOCHTh B YCTaHOBJIEHOMY IOPSOKY HpONO3HLii om0 (iHaHCOBOro
3abe3nedeHHs: poboTH 3 BeneHHS Peectpy.

2.15. 3abe3neyye TiCHY B3a€EMOJII0 Y MPOIECi BUKOHAHHS MOKIAACHUX Ha BiIIi
3aBJaHb 13  CTPYKTYpPHMMH  MiJpo3[ilaMd  padOHHOI  JepxaaMiHicTparii,
TEPUTOPiaIbHUMM OpPraHaMM LIEHTPAJIbHUX OpraHiB BHKOHABYOI BJIajiH, OPraHaMH
MICLIEBOTO CaMOBpSIIyBaHHS, a TaKOX 3aKialaMH, YCTAaHOBaMH Ta OPraHi3allisMHd BCixX
(opM BIacHOCTI, 00'eIHaHHSIMU I'POMAJSH i OKPEMHMH IPOMA/ITHAMH.

2.16. 3a nopydYeHHsSM paiAepXKaaMIHICTpallil NpeAcTaBiIse€ iHTEpPeCH Bimminy
BelleHHs  JIepKaBHOrO peecTpy BHMOODLIB B TEPUTOPIAIBHUX IPEACTABHHUITBAX
LIEHTPaJIbHUX OPraHiB BMKOHABYOl BIaJH Ta OpraHax MiCIEBOTO CaMOBPSIYBaHHS 3
IMMTaHb IO HaJIeXXaTh J0 HOro KOMIIETEHIII].

2.17. BuxoHye iHII ITOBHOBa)XKEHHS 3riJHO 3 aKTaMM 3aKOHOMABCTBA Ta
MOJIOXKEHHSAM TIPO BiJUIiJ.

2.18. 3mificHIOE KOHTpOJIb BEJEHHS NepCOHi(ikoBaHOro OGJiKy BMOOPILIB Ha
mifictaBax i y cmocib, mo BcTaHoBieHi 3akoHoM Ykpainu «IIpo nepikaBHHET peecTp
BHOODIIB» Ta pIIIEHHAMH PO3NOpsOHUKA PeecTpy, NpUUHATAMY BiAIIOBITHO IO LBOTO
3akoHy.

2.19. KontpomoBaTu TNOHOBIEHHs 0a3u gaHux PeecTpy 3a mnepioguuHMME
[IOJaHHSIMH.



2.20. Cxnajmae Ta HiANKCY€e TMONEpPEIHI CHMCKH BHUOOPIIB OO YTOYHEHHS 34
BHOOpUMMHM JiNbHMIIME 1 BubGopiB Ilpesmnenra YkpaiHu, HapOAHUX JeMyTaTiB
YkpaiHy, JemyTaTiB pailoHHOI pajH, CIIbCHKUX, CEMIIHUAX TOJIiB, Ui BCEYKPaiHCHKHX
pedepeHayMiB.

2.21. 3abesneuye 3axuct (koHGiAeHUiHHiIcTH) iHMopMmarii Peectpy y mporeci
Jioro CTBOpEHHs Ta BeIeHHS.

2.22. 3ailicHIOBaTY iHIII QYHKIII BiOIOBIJHO JO 3aKOHOJABCTBA, HEOOXiMHI IS
BHUKOHAHHA ITOKJIAIEHUX HA HHOI'O 3aBAAaHb.

2.23. BukonyBatu, mpu HEOOXIOHOCTI, 3aBIaHHS I@OKJIAQJAeHI HA IHIIHX
CHELiaTiCTiB BiAIiTy.

2.24. BuxoHyBath (QyHKNii anMiHicTpatopa Ge3meku OpraHy BeJeHHS
HepxaBHOrO peecTpy BHOOpIIB, BiANOBIIHO [0 BUMOr IHCTpyKuii agMinicTpaTtopa
Ge3nexu, KOOpAUHYE CBOKO pobOTy 3 BiminoM 3axucty iHpopmauii Peectpy Ciyx6u
posnopsaHuka JlepkaBHOTO peecTpy BUOOPIIIB.

2.25. 3abe3nevyBaTd BUKOHAHHS HOPMaTHBHUX, METOAWYHUX Ta IHCTPYKTHBHHX
JOKYMEHTIB IIOAO CTBOPEHHA Ta (YHKIIOHYBaHHS KOMIUIEKCHOI CHCTEMH 3aXHCTY
iHpopmarii Jlep>xaBHOro peectpy BHOOpDIIB Ha PiBHI Biamily BeneHHs Jlep»aBHOTO
peecTpy BHOOpIiB MapkiBchKoi paiiepikaaMiHicTparii.

3.IIPABA

Hauanvnuk 6i00iny mae npago:

3.1. OnepxxyBaTu B yCTaHOBJIEHOMY 3aKOHOAABCTBOM IMODPSAKY BiJ BHOOPIIB,
OpraHiB BHKOHAB4YO] BJIa/i, OPraHiB MiCIIEBOI'O CaMOBPSIIyBaHHS, 3aKIa/(iB, yCTAHOB Ta
oprasizaunii iHpopMmariro, HeoOXiHy s BeleHHS PeecTpy i BUKOHAHHS MOKJIAAEHUX
Ha BIJUILJI 3aBaHb.

3.2. BUKOpUCTOBYBaTH, OTPHMAaHHI y BCTAaHOBICHOMY MOPSIKY BiJl IMOCaJOBHX
0Cib, opraHiB MiICIEBOTO CaMOBpSAyBaHHs, IIJNPHEMCTB, OpraHisalii, yCTaHOB
IOKyMEHTH, HEOOXi/IHi 111 BAKOHAHHS CIIy»K00BUX 000B’S3KiB.

3.3 BzaemopisTH y mpoleci BUKOHAHHS IOKJIANeHMX Ha BiIIiJI 3aBIaHb i3
CTPYKTyPHMMH  MipO3[ilaMH palOHHOI  JepXaJMiHICTpauii, TepHUTOpiaTbHIMHU
OpraHaMM I[EHTPAJbHMX OpraHiB BHKOHAaBYOi BIIQJ{, OpPraHAMH MIiCIIEBOTO
CaMOBpsIlyBaHHS, @ TaKOX 3aKiiaJaMd, yCTaHOBAaMH Ta OpraHi3amlisMu BCix (opm
BIIACHOCTI, 00'€JTHAHHAMHU TI'POMaJsSH i OKPEMHUMH IPOMASHAMHU.

3.4 bparu yyacTh y Hapajax, 3aCiJaHHAX y KepiBHHLTBA OpraHy BHKOHABYOl
BJIa/I4 3 [IUTaHb, 0B’ A3aHUX 3 QYHKIIIOHAILHUMH 00OB’ I3KaMH.



3.5. CKIIMKaTH B YCTAHOBJIEHOMY IOPSIKY Hapaad 3 MUTaHb, IO HAJIEeXaTb 10
MOro KOMIIETEHIII].

3.6 IlpencTaBnaTy BiAil B iHIIMX OpraHax yNpaBiiHHSA IPH pO3MJIsAi MUTaHb,
1110 HAJIEXKaTh IO HOro KOMITETEHII .

3.7. Bect ocobucTi mpuitoOMHd BHOOPIIIB 3 MMTaHb, IO CTOCYIOTBCH MisSIBHOCTI
BIUIiTY.

3.8. IlpuiimaT cKapru, 3asiBH, JUCTH, 3BEpHEHHSI BUOOPIIIB, Ta BYKHBATH 3aXO]IiB
IIOA0 CBO€YACHOIO pO3IISiAy iX 3riJHO 3 YMHHUM 3aKOHOJABCTBOM, TI'OTYBaTH
BI/ITTOBI/Il HA HUX.

3.9. BHocHTH Ha po3IIsi] KEpIBHULTBY paiiepKaaMiHICTpallil Mpomo3uLii momo0
BJIOCKOHAQJICHHS] pOOOTH BiIILTY.

3.10. IToknaneHHs Ha Ha4YaJlbHUKA BiAAiLy OOOB’S3KiB, He MepenbavYeHuX L€
TI0CaJI0BOIO 1HCTPYKI€IO, 1 TaKuX, 10 HEe CTOCYIOThCS IHTaHb BeIAeHHS Jlep)KaBHOIO
peecTpy BUOOPLIIB HE JOITYCKAETHCS.

3.11. BuctynaTH 3 OpONO3UIisSMH IIOJO MMiIBUIIEHHS €()EeKTHBHOCTI 3aXOIiB 1
3aco0iB 3axucty iHpopmanii y €IAC «/lepxaBHuit peecTp BHGOPIIiBY.

Ha BHKOHaHHS CBOiX 000B’SI3KiB MOX€ KOPUCTYBATHCS iHIIMMHM IPaBaMH, 0 HE
cymepedaTb YAHHOMY 3aKOHO/IaBCTBY.

[pamroBaTy HaJl MiABUIIEHHSM PiBHS KBaTidiKallii;

[ITaHOGIMBO CTAaBUTHCH O FPOMAJSH i KOJIET, JOTPUMYBATHCh BUCOKOI KyJIBTYpH
CHJIKyBaHHS.

4. BUIITOBITAJIBHICTD

4.1. 3a mnopyumeHHd BHMOI YHMHHOTO 3aKOHONABCTBA IIPH BHKOPHUCTaHHI
cry60BUX 00OB’A3KIB Ha4daJbHUK HECE aAMiHICTPATHBHY, AUCLHUILUIIHAPHY Ta iHILY
BiIIOBiTAJIBHICTE.

4.2. BignosigHo g0 3akoHy VYkpaiu «[Ipo [lepxaBHuif peecTp BUOOPLIB»
HavalbHUK, K KopucTyBad CHCTeMU Hece NMepCOHANbHY BiIIOBINAJIBHICTS 3a:

4.2.1. Ilopymenns npaBui J0CcTymy Ao 6a3u nanux Peectpy;
4.2.2. Ilopywmenns 3axucty Peectpy;
4.2.3. ITopywmenns uuticHocTi Peectpy;

4.2.4. TlopyuieHHs NOPAAKY BUKOPUCTaHHA iHGopMaii 6a3u ganux Peectpy;

4.2.5. He3akoHHe KomitoBaHHs 6a3u qanux Peectpy um i yacTus;



4.2.6. JIoCTOBIpHICTh BiIOMOCT€, BHECEHIMX HUMH J0 0a3u naHux Peectpy;
4.2.7. CioTBOpeHHs, HE3aKOHHE 3HUIICHHS [IEPCOHANBHUX AaHUX PeecTpy;

4.2.8. HecaHkIlioHOBaHMI JOCTyn abo 3JIOBXXHUBaHHS AOCTYNIOM A0 0a3H JaHHX
Peectpy;

4.2.9. PosronomeHHs 3MICTy  iHAMBIAyaJlbHOIO  CHCTEMHOIO  iMEHI,
IHIUBIYallbHOTO CHCTEMHOrO Mapoiisi, IHAWBIAYalbHOrO TMapoiii JOCTYIy 10O
IIpOrpaMHO-aInapaTHoro 3acoly ineHTudikanii kopucrysaya CucTemu;

4.2.10. 36epiranHs IporpaMHO-anapaTHOro 3acoly igeHTH(ikalii KopucTyBaya
Cucremu,

4.2.11.36epiranHs BiANOBIAHOIO IPOTPaMHOrO Ta amapaTHOro 3abe3lneyeHHS
CucremH, TeXHIYHMX 3aC001B KOMILIEKCHOI CHCTEMH 3aXHUCTY iH(pOpMaIlii;

4.2.12. IlopyiieHHs: BCTaHOBJIEHHX 3aKOHOJABCTBOM YKpaiHH BUMOT Ta IOPSIKY
3axucTy iHpopMarlii 6a3u ganux Peectpy;

4.2.13. HeBukoHaHHs ab0 HeHale)XXHe BHKOHAHHS CBOIX CIyKOOBHX 0OOB'SI3KiB,
TIOB'A3aHUX i3 3a0€3M€YeHHAM IOBHOTH, LITICHOCTI, 3aXKCTy Ta Ge3MeKH NepCOHATBHUX
nannx Peectpy.

4.3. 3abopoHeHo 36upaTd, BHOCHUTH 10 Peectpy Ta 30epiratu B 6a3i maHHX
Peectpy BiomMocTi (epcoHalbHi JaHi BUOOPIIB), He mepenbaveHi 3akoHoM Ykpainu
«IIpo [epxanuii peectp BUOOPLIBY.

4.4. 3a HesKiCHe, HECBOEYaCHEe BHKOHAHHS IOCAIOBHX 3aBJaHb Ta 00OOB’S3KiB,
Oe3misNpHICTE 200 HEBMKODHCTaHHS HAaJaHUX HOMY MpaB, MOPYIUEHHS IIPaBHII
TPYHAOBOi Ta BHMKOHABCHKOI JUCLHMIUIIHM, HOPM €THKH TIOBEIHKHM JE€pPKaBHOIO
CIyx00BLsI Ta OOMEXEHb, IOB’S3aHUX 3 NPUHHATTAM HA JAepXKaBHY CIyx0y Ta ii
IPOXOKEHHSIM.

4.5. Hece BINNOBiNaNbHICTE 3a BEJEHHA NLTOBOJCTBA Y BiAiIi Ta KOHTPOIIOE
BUKOHAHHS JOKYMEHTIB IIOJO pOOOTH Bimmilmy.

4.5.1. 3a mopyleHHs: TepMiHiB PO3TJISLY 3BEPHEHb TPOMAISH.

4.5.2. 3a mopymienHs BUMOT 3akoHy YKpainu «IIpo 3acanu 3ano6irandas npoTumil
KOPYIILii».

S.IOBUHEH 3HATHU

Koncrutyniro YKpainy, 3aKkoHO/IaBYi aKTH, IO CTOCYIOTBCS IEPKAaBHOI CITyxKOHU Ta
AISUTBHOCTI padnepaaMiHiCTpallil; MPaKTHKy 3aCTOCYBaHHS 3aKOHONABCTBA 3 MIUTAHb,
10 HaJIeXXaTh 10 KOMIIETEHLI] Bi/UIiTy; HODMAaTHBHI akKTH, PO3NOPSIKEHHS KePiBHHUIITBA
paiinepkaaMiHicTpalii, Tpy0Be 3aKOHOJABCTBO; IPABUIIA ALIOBOTO ETUKETY; MpaBHIIa



JOCTYILy 10 IPHMIIEHHsS 3 0OMEXEHHUM JOCTYIIOM; IIPaBUiIa Ta HOPMH OXOPOHHM IIpalli
Ta MPOTHUIIOKEKHOTO 3aXUCTy; OCHOBHI INPHHIMIHN pOOOTH Ha KOMII'IOTEpi Ta
BiJITIOBiIHI TPOTpaMHi 3acO0H.

6. KBAJII®IKAIIIMHI BUMOI'U:

Hauanonuk 6iooiny:

6.1. IlpuiimaeTbcs Ha mMoOcagy LUIIXOM KOHKYpPCHOTO Bimbopy abo 3a iHIIOH
IIPOIEAYPOIO, IlepeI0adeHOI0 3aKOHOaBCTBOM.

6.2. HauanbHHK Bijily TIOBUHEH MaTH IIOBHY BHIIY OCBITYy, K IIPaBHIIO,
IOPUINYHY, 32 OCBITHBO-KBaTi(iKallifHUM piBHeM creriamicta abo Marictpa Ta CTax
poGoTtu 3a (axoM Ha Jep)KaBHiM CiIy0i He MEHII K TPH POKH Ha IOCaMi HE HHUXKYil
Hi)XK IOocaja TOJIOBHOIO CIIeLialicTa Y¥ Ma€ MPaKTUIHHM JOCBig poOOTH, aHATIOrIYHOI
GyHKLISIM NOKIaJEeHUX Ha L€ BIALI, Ha KepIBHUX I10Ca/IaX HE MEHII SK JBa POKH.

7. BBAEMOBITHOCHUHMU (3B’S3KH ) 3A IOCAZIOIO

Hauanvruk 8i0oiny:

7.1. HauanpHUK BiAOUTy NPU3HAYAEThCS HA IOCAAy 1 3BUIBHSETHCA 3 IOCAIU
KEpIBHUKOM  amapaTy  paiiepXaaMiHiCTpamii  3a  TOTOMKEHHS  I'OJIOBH
paiinep>xaamiHicTpauii. IlpuiiMaeTbcss Ha mocagy OUITXOM KOHKYPCHOTO Bigbopy a6o
3a 1HIIOKO MPOLIELYPOIO, Nlepe16aueHOI0 3aKOHOJaBCTBOM.

7.2. ITinmopsaKOBY€eThCs KEPIBHUKY arapary paiaepixaaMiHicTpaliii.

7.3. Y cBoOiil miIBHOCTI B3a€EMOJIE 3 BiANIIOM anMiHiCTpyBaHHs Jlep)kaBHOTO
peectpy Bubop1iB JIyrancbkoi obnaepxaaMiHicTparii

7.4. HavanpHMKa Ha 9ac BIJICYTHOCTI 3 MOBXHUX MPHUYHH (BiAMyCTKa, XBOPOOa
TOII[0) 3aMillly€ TOJIOBHUM CHELIaNiCT BIIAUTYy BeleHHs J[ep)KaBHOro peecTpy BUOOPIIiB,
a B pa3i BiICyTHOCTI FOJIOBHOTO CIIelliajlicTa — MPOBIHHUI CIIEIialiCT.

7.5. HayanpHUK Ha 4ac BiACYTHOCTI 3 INOBa)XKHUX NPUYUH (BiIIyCTKa, XBOpoOa
TOI0) 3aMil[y€ T'OJIOBHOTO Ta IPOBIHOTO CHELiaiCTiB BiIily.

HavanbHuK BiAauTy BeIeHHS
JepxaBHOrO peecTpy

BHUOOPIIiB anapary //ﬁ/ et

painepxaaMiHicTparii O. TAPABAHOBCEBKA



3ATBEP/DKEHO

Haxa3 xepiBHMKa amapary
palioOHHOI Jep>KaBHOL
aaMiHicTparii

05 tsomen© ALK Ne o

IHHOCAJOBA THCTPYKIIA
roJIOBHOIO creniagicra Bigaijy Begenus JepaxaBHoro
peecTpy BuGopuiB MapkiBcbkoi paiigepxaaminicrpanii

1. 3ATAJIBHI NOJIO)KEHHSA

I'onoBHuiA crieniaicT BifxiTy BefieHHs JlepkaBHOrO peecTpy BUGOPIIIB anapary
paiepxaaMiHicTpalii( Jaii roJOBHMI ClIemiamicT):

1.1. 3nificaroe BemeHHs PeecTpy, 10 $[KOro BHOCATBCS  BiIOMOCTI po
TpoMajisiH YKpaiHy, IO MalTh MpaBO TOJOCY i IPOXHUBAIOTH a60 nepeGyBaroTh Ha
TepHUTODIi Cella, Cenuila, SKi BXOAATH A0 CKIagy MapKiBCEKOro paioHy, a TaKox
PO IPOMajsH YKpaiHH, 0 MAkOTh MPaBO IONOCY i MPOXKUBAIOTE a60 NMepe6GyBatoTh
32 MeXaMH YKpaiHH; CKIaJa€ Ta yTOYHIOE CIMCKM BHOODIIB Ha BHOOPYHX
TITBHUALSX.

1.2. TicHo B3aemozie y mpolieci BAKOHAHHS MOKJIAJEHUX HA HHOTO 3aBIaHb i3
CTPYKTypPHHMH [JPO3AiNaMd paiOHHOI nepxagMiHicTpamii, TepHTOpiaTbHHMH
OpraHaMH LEHTPAIbHUX OpraHiB BHKOHABYOI BJIAJH, OPraHaMH  MiCI[EBOTO
CaMOBpsIlyBaHH, a TaKOX 3aKilaJaMd, yCTaHOBAaMH Ta OpraHizamisiMé BCix (opm
BIIaCHOCTI, 00'€IHaHHAMH IPOMaisH i OKPEMHMHM rpPOMaTHAMH.

1.3. IloBvHEH BOJNOAITH OpraHi3aliiHAMKM HAaBHKAMH, BMiHHSIM MpalfoBaT 3
JIIOJIbMH, pealli30BYBaTH IJIaHK POOOTH BifJiiy, aHai3yBaTH HOTO AisUIBHICT®, Oytu
IPUHIHUIIOBAM, Dilly4dM i BHMOITMBHM Yy IOTPUMAHHI YHHHOTO 3aKOHOIABCTBA,
iHIIiaTHBHYM, BBiYINBUM, TAKTOBHMM, BUTPUMAHHM Yy CIIIIKYBaHHi, 3HaTH JepKaBHY
MOBY Ha piBHi BUIBHOTO BosofliHHs. IToBUHEH GyTH rpoMaisHHHOM YKpaiHy.

1.4, bBesnocepenHbO MiANOPSAIKOBYETHCS HAYAIBHHUKY BIANITy BEIEHHS
JlepxaBHOTO peecTpy BMOOPLIIB amnapaTy pailiepxaaMiHicTpariii.

1.5. Ilpu BUKOHaHHI 3aBiaHb Ta 060B’s13KiB KepyeThes KoncTuTymieo VYkpainu,
3akoHaMH Ykpainu «IIpo nepxaBHy cmyxGy», «IIpo wmicuesi JeprKaBHi
apminicTpanii», «IIpo JlepxaBHuii peecTp BHGOPLIB», Ta IHIIAMH 3aKOHaMH,
yKazaMu  Ta posnopsmkeHHsMH Ilpesumenta VkpaiHu, mocraHoBamMM ~— Ta
posnopspkenHsamu - Kabinery MiHictpiB Vkpainu, mocranoBamu LleHTpansHOL
BHOOpYOi KOMICii, pO3MOPSIKEHHAMHU TOJIOBH 06GJIacHOi Ta paliOHHOI JepXKaBHHUX



aZIMiHICTpallii, peKoMeHJauisMU [ onoBaepxCiaykOH, IHIIUMH HOPMATHBHO-
IIPaBOBMMHM aKTaMH 3 IIUTaHb IIPOBEIECHHsS BUOOpPIB Ta pedepeHayMiB Ha TEpUTOPil
Vkpainu, a Takox PerimamenTom pobotm MapkiBcbkoi padOHHOI JepKaBHOI
anMinicTpanii, ITonoxennsam mpo Biaxin BeneHHs Jlep)KaBHOrO peectpy BUOOPIIB
amapary paiaepxxaaMiHictparii, niero [TocagoBoro iHCTPYKITi€rO.

2. 3ABJIAHHS TA OBOB’SA3KMH.

TI'onoenuii cneyianicm 6i00ily nosuHen:

2.1. Bomonitu mporpaMHMMH 3aco0aMH Iepen0avyeHUMH Ui KOPHCTYBauiB
iHpopMalliHHO-aHATITHYHOI MTifACcHCTeMH «Jlep)kaBHUH peecTp BUOOPILIB» OO
BeleHHsl [lepxaBHOro peectpy BMOOpLiB (Hamani Peectpy) BiamosimHo 10 3akoHy
Ykpainu «IIpo [lepxaBHud peecTp BHOOPIB» Ta yHi)iKOBAHMMM MPOrPaMHMMHU
3acobamu mpukiagHoro I3 Windows ta Microsoft Office, Open Office 30kxpema
3acobamu komnoneHT Word, Excel, Access miist BeneHHs €1eKTpOHHOL JNOKyMeHTaIlii
Ta 06pOOKH €IeKTPOHHUX CIUCKIB MEPiOAMYHMX MTOJAHb.

2.2. BUKOHYBaTH NPOrpaMHHH OIUC 3aTBEPDKEHUX MeX BUOOPUMX JiNBHULB, X
aJpec po3TalllyBaHHs Ta iHIIKX nepeabadyeHuX PeKBi3UTIB i GOPMYBaHHS CIIUCKIB
Ta 1HIIIOI CYIIPOBIIHOI i 3BITHOI JOKYMEHTAILi.

2.3. Ilix xepiBHMIITBOM HayaJbHHUKa BiJJily BECTH MEPCOHipiKOBaHHN 06K
BUOOpLIB Ha MmiAcTaBax i y cmocib, mo BcTaHOBIeHi 3akoHOM VYkpainu «IIpo
JIepXKaBHUM peecTp BUOOPIIBY» Ta PillEHHSAMHU pO3NOpsAaHKMKa Peectpy, npuiHITHME
BIJIMIOBIJTHO JI0 ITbOT'0 3aKOHY, Y TOMY YHCIIi:

2.3.1. IlepeBipsaTH HOKyME€HTH, fKi NiATBEPIKYIOTh HAGyTTS 0c000K IpaBa
roJIocy.

2.3.2. IlepeBipaTH NOKYMEHTH, SKi MiATBEP/DKYIOTh 3MiHH TIEPCOHATBHUX JAaHUX
BUOOPLIA.

2.3.3. BUKOHyBaTH €JIEeKTPOHHI HaKa3W KepiBHHKA BiILTy LIOM0:

- BHECEHHS 3aIIiCy PO BUOOPIIS;

- BHECEHHS 3MiH JI0 IEpCOHATBHUX AaHUX PeecTpy;

- 3HUIIEHHS 3anucy Peectpy;

- BiJlHeCeHHs BHOOpLS [0 HOCTiHHOI BUOOpYOi AIIBHHMII BiANOBiZHO 1m0 #ioro
BUOOPUOI aapecH;

- BHECEHHS CITyOOBUX NMEPCOHATBHUX JAHUX.

2.3.4. Kontpomosari (Bi3yalbHO Ta 3a JOIOMOIOK MPOrPaMHUX 3acobiB)
IIOBHOTY Ta KOPEKTHICTh IIEPCOHANBHUX JaHuX Peectpy.



2.3.5. BusBIATH HEKOPEKTHI BiJOMOCTI EpCOHAIBPHUX AaHUX Peectpy.
2.3.6. BusBiaty KpaTHi BKJIOYeHHS 10 06a3u nanux Peectpy.

2.3.7. OmpanboByBaTH BiJOMOCTi MEpPIOAWYHOIO TOHOBIEHHS 0a3u JaHWUX
Peectpy, sKi HamaloTbCs OpraHy BeleHHS PeecTpy 3aknajgamMu, OpraHamu,
yCTaHOBaMHM, OpraHi3allisiMi, BHU3HAaUY€HHUMH SK CyO €KTH MNEpIOJUYHOro IOJaHHS
BignoBimHO 1o 3akoHy VYkpainum «[Ipo [lepxaBHuii peecTp BHOOpIB», Ha
Bi/ITIOBiTHICTh Ta KOPEKTHICTh 3a3HaYEHHS IEPCOHATBHUX JaHUX.

2.4. 3piWicHIOBaTH TIOHOBIEHHA 0a3u naHux Peectpy 3a mnepiogMdYHUMH
MTOJaHHSMH Ha PO3MOPSIKEHHS KepiBHUKA.

2.4.1. OmpanboByBaTd 3MIHH B aJMiHICTPAaTUBHO-TEPHTOPIATBHOMY YCTpPOI
paiioHy, Npo mepelMeHyBaHHS aJMiHICTPAaTHUBHO-TEPUTOPIATbHUX OJWHHUIb, Ta
BHECEHHS BIIIOBIIHUX 3MiH JIO0 MICIl HApOKEeHHs ab0 BHOOPYOI aJpecH KOXHOI'O
BUOOPIIA (0c00HU), IKOTO (SKO1) CTOCYIOTHCS 3MiHH.

2.4.2. T'oryBaTH KOXHOMY BHOOpIIO, SIKUM BKIOYeHHH 10 Peectpy i BubGopua
azipeca KOTPOro BiTHOCHUTBCS /10 TEPUTOPIi, HA SKY MMOIIHUPIOIOTHECS MMOBHOBAKEHHS
IIbOrO OpraHy BefieHHS PeecTpy, iMEHHiI NOBiIOMIIEHHS 3a ()OPMOIO, BCTAaHOBJIEHOKO
po3nopsigHUKoM Peectpy.

2.5. CknajaTd momepegHi CHHUCKH BHOODPLIB O YTOYHEHHS 3a BHOOPYHMMH
ninpHUIIMU 1isi BUOopiB IlpesuneHta YkpaiHu, HapomHHWX MAemMyTaTiB YKpaiHw,
NeMyTaTiB  PaliOHHOI DPajH, CLIbCBKUX, CENUINHHX TOJNIB, IJIi BCEYKPAIHCHKHX
pedepeHIyMiB.

2.5.1. OmnpanpoByBaTH 3asiBU Ta BIJOMOCTI IUIPHHYHMX BHOOPYHX KOMICii

IIOA0 YTOYHEHHS IIONEepeHIX CIHUCKIB BHOOPIB, YTOYHEHHS Ta CKJIaJaHHS
OCTaTOYHUX CIHMCKiB BUOOPIIIB 32 BUOOPYUMHU HiTBHHUIISMH.

2.5.2. T'oTyBaTl CTaTUCTUYHY IHQOPMAIilO HIOAO KUTBKICHHX XapaKTEPUCTHK
BUOOpPUYOro KOPITyCy Ha BiINOBiHi# TepHUTOPIii.

2.5.3. 3abesmeuyyBaTH 3axucT (KOHOQineHHiiHicTh) iHdopmamii Peectpy vy
npoiieci Horo CTBOPEHHS Ta BEJICHHSI.

2.6. 3aivicHIoBaTH iHIII QYHKIIT BiAMOBIAHO IO 3aKOHOJABCTBA, HEOOXimHI s
BHKOHAHHS TIOKJIAJE€HUX Ha HHOT'O 3aBIaHb.

2.6.1. BukoHyBaTH, mHpH HEOOXiJHOCTI, 3aBIAHHS TOKJIAIeHiI Ha IHIIHUX
cnemianictiB Bigaimy.

2.6.2. BuxoHyBaTH iHIII 3aBJaHHs Ta TOPYYeHHS HaYalbHUKA BiJIiy.



2.6.3. HagaBatu momoMory B OOpPMIIEHHI JOKYMEHTIB, 3 MIMTaHb, III0 BXOIAThH
JI0 HOTO KOMITETEHIIii.

2.7. BukonyBatu ¢GyHKIII  aaMiHICTpaTopa  Oe3lekW BiAmiTy BeIeHHS
JlepkaBHOTO peecTpy BUOOPIIIB, BIAMOBIIHO OO0 BUMOT IHCTpyKIii agMiHicTpaTopa
6e3meKxu; KOOpAUHYye CBOIO poOOTY 3 BifAiIoM 3axucty iHdopmarii Peectpy Ciyx6u
po3nopsiiHUKa Jlep>kaBHOTO peecTpy BUOOPIIiB.

2.8. BecTu 10KyMeHTOOOIT BiJALTy Ta BiAMOBIATH 32 HOMEHKJIATYPY CIIPaB.

2.9. HagaBaty MeToAW4YHY ONOMOTY Ccy0’€KTaM MogaHHs BilIOMOCTE.

2.10. 3pidicHoBaTH po6OYMH 3B’S30K 3 i3 CTPYKTYPHHMH IIiAPO3IiJaMu
paloHHOI JAepXKaAMiHICTpallii, TepUTOpialIbHUMH OpraHaMH LEHTPAIBHUX OpraHiB
BUKOHABUYOi B3I, OpraHaMU  MiCLIEBOrO CaMOBpPSAyBaHHS, a TAKOX 3aKJIaJaMH,
yCTaHOBaMH Ta OpraHi3allisIMU BCiX (OpPM BIAaCHOCTI, OO'€IHAHHAMH TIPOMAJSH i

OKpEMHUMH I'pOMaIsIHAMH.

2.11. BHOocuTH npomno3uuii Ao miaHy poboTH BiAiTy, KOMILIEKC 3aX0/iB, 100
yIOCKOHaJIEHHs. poOOTH BiAIiTY.

3.IIPABA

Tonoernuii cneuianicm 6i00Ly MA€ npaeo:

3.1. OgpepxyBaTH B YCTaHOBICHOMY IOpSIAKY Bil BHOOpIIB, OpraHiB
BUKOHABYOi BJIaH, OpPraHiB MICLEBOIO CaMOBpSAyBaHHS, 3aKjiajiB, YCTAaHOB Ta
opraHizaiiii iHQopMaliio, HeoOXimgHy I BeneHHS PeecTpy i BHKOHaHHS
MOKJIaIEHUX Ha HBOTO 3aB/IaHb.

3.2. BukopucTOBYBaTH, OTpPHMaHHi y BCTAaHOBJIEHOMY TMOPSAAKY BiJ IOCaIOBHX
oci6, opraHiB MICLEBOIO CaMOBpSAyBaHHS, MiJIPUEMCTB, OpraHisalliii, yCTaHOB
IOKYMEHTH, He0OXiHi 17151 BAKOHAHHS CITy)KOOBHX 000B’SA3KiB.

3.3. Bectu ocobucti npuitoMu BUOOPIIB 3 MUTAHB, IO CTOCYIOTECS TisNIBHOCTI
BIAILTY.

3.4. 3a mopy4eHHSM HadalbHUKA BIAMUTy TNpPUAMATH CKapry, 3asBH, JHCTH,
3BEpHEHHs BHOOPIIiB, Ta BXMBATH 3aXOiB MO0 CBOEYACHOTO PO3IJIAAY iX 3TiZHO 3
YUHHUM 3aKOHOJAaBCTBOM, I'OTY€ BIJIOBI/II HA HUX.

3.5. BHocutu mpomosuiii IOJO BIAOCKOHANEHHS POOOTH BiAAidy BeJeHHs
JlepkxaBHOrO peecTpy BUOOpIIIB B paiiiep)kaaMiHicTpallii.



3.6. IToknageHHS Ha TOJIOBHOTO Crielliaiicra 000B’s13KiB, He nepeadauyeHux i€k
[I0CAJI0BOI0 IHCTPYKIN€IO, i TaKUX, IO HE CTOCYIOTHCS MUTaHb BeleHHs JlepiaBHOTO
peecTpy BUOOpIIIB HE JOITYyCKA€ETHCS.

Ha BuKOHaHHS CBOiX 000B’S13KiB MOXX€ KOPUCTYBATHCS IHITHMH ITPaBaMH, IO HE
cyInepedars YAHHOMY 3aKOHOJABCTBY.

[lpamroBaT Haj  MiABHIIEHHSAM pIiBHA  KBamiikaiii; mOpd  HEOOXigHOCTI
BUKOPHCTOBYBAaTH KBaIi1(PiKOBaHHUM €IEKTPOHHUH ITiIITHUC.
[ITaHOG/MKMBO CTaBUTUCH A0 I'POMAISAH 1 KOJEr, JOTPUMYBAaTHUCh BHUCOKOI KYJIBTYpH
CIiJIKyBaHHS.

4.BIINTIOBIJAJIBHICTb:

4.1. 3a noOpylleHHs BHMOI YHHHOIO 3aKOHOJABCTBA IPH BHUKOPUCTaHHI
cmyx0oBuUX O00OOB’S3KiB TONIOBHHUH  CHELialliCT Hece aJMiHICTpaTHBHY,
JTUCITUIUTIHAPHY Ta iHIIY BiAMOBiJATBHICTS.

4.2. BignmosigHo n0 3akoHy Ykpainu «IIpo [lepxaBHu# peecTp BHOOPIIiBY»
TOJIOBHUH CIIELiaNiCT, K KopucTyBad CHCTEMH Hece MEPCOHATBHY BiAMOBiAANBHICTE
3a:

4.2.1. IlopywenHs npaBui foctymy Ao 6a3u ganux Peectpy;

4.2.2. IlopywmeHnHs 3axucty Peectpy;

4.2.3. IlopymenHs uiticHocti Peectpy;

4.2.4. TlopymieHHs NOpsiAKY BUKOpUCTaHHS iH(opmalii 6a3u manux Peectpy;

4.2.5. He3zakoHHe komitoBaHHS 6a3u nanux Peectpy 4u il 4acTuH;

4.2.6. JlocTOBIpHICTh BiIOMOCTEH, BHECEHUX HUMH 10 6a3u maHux Peectpy;

4.2.7. CioTBOpEeHHs1, HE3aKOHHE 3HUILEHHS IEPCOHANIBHUX JaHuX Peectpy;

4.2.8. HecaHKIIiOHOBaHUH NOCTYN ab0 3JOBXHBaHHS HOCTYIOM 10 6a3d JaHWX
Peectpy;

4.2.9. PosrojomeHHs 3MICTy IiHAMBIAyaJbHOIO  CHCTEMHOIO  IMEHI,
IHIMBIAyalbHOIO CHCTEMHOIO Tapoid, iHOWBIAyalbHOrO MApojis HOCTYIy 10
IIpOrpamMHO-anapaTHoro 3acoly ineHTudikamii kopuctysada CucTeMy;

4.2.10. 36epiraHHs MporpaMHO-aapaTHOro 3acoly ifeHTHikalii KopucTyBada
Cucremu;



4.2.11.30epiranHss BiMOBIAHOTO IPOTrPaMHOIO Ta amapaTHOIo 3a0be3leyeHHs
CucTeMH, TEXHIYHMX 3aC00iB KOMIIEKCHOI CHCTEMH 3aXUCTy iH(pOopMarii;

4.2.12. TlopyumieHHSs BCTaHOBJIEHMX 3aKOHOJAaBCTBOM YKpaiHM BHMOI Ta
HOPSAKY 3axucTy iHpopMauii 6a3u nanux Peectpy;

4.2.13. HeBukoHaHHS a00 HeHaJIe)KHe BUKOHAHHS CBOIX CITy)KOOBHX 00OB'SI3KiB,
IOB'A3aHMX 13 3a0e3MedYeHHsSM TOBHOTH, IIUTICHOCTI, 3axHCTy Ta Oe3mneku
MepCOHATIBHUX JaHuX Peectpy.

4.3. 3abopoHeHo 30upaTd, BHOCUTH 10 Peectpy Ta 30epiraté B 6a3i maHuX
Peectpy BimomocTi (mepcoHaibHI JAaHi BUOOpLiIB), He TmepenbavyeHi 3aKOHOM
Vkpainu «IIpo [epxaHuit peectp BUOOPIIiBY.

4.4. 3a HesKICHE, HECBO€YACHE BHKOHAHHA IIOCAJOBUX 3aBJaHb Ta 000B’sI3KiB,
Oe3misuTbHICTE a00 HEBUKOPHCTAHHS HaJaHWX MHOMY IIpaB, MOPYIIEHHS IIPaBHII
TPYZOBOi Ta BHMKOHABCHKOI MUCLMIUIIHA, HOPM €THUKH IOBEIIiHKH JepXKaBHOTO
CiTy)KO0OBLSL Ta 0OMeXeHb, MOB’SI3aHUX 3 MPUHUHATTSIM Ha JepXaBHY CIyxOy Ta il
IIPOXOIKEHHSM.

S.NIOBUHEH 3HATH:

Koncrurynito Ykpainu, 3aKOHOJaBui aKTH, [0 CTOCYIOTBCS AepXKaBHOI CITyXOu
Ta OISUTBHOCTI paiiepkaaMiHICTpallii; MPakTHUKy 3acTOCYyBaHHS 3aKOHOJABCTBa 3
IIUTaHb, 0 HaJIeXAaTh 10 KOMIIETEHI] BiJ/liTy; HOPMAaTHBHI aKTH, PO3MOPSIHKEHHS
KEepiBHULITBA paifepxaJMiHICTpallii, TpyJAOBe 3aKOHOJABCTBO; NpaBWja JIiJIOBOTO
ETHKETY; NpaBHiIa JOCTYIy IO MPUMIIIEHHS 3 OOMEXEHUM IOCTYIIOM; IpaBHJia Ta
HOPMH OXOPOHH Ipalli Ta IPOTUIIOKEKHOTO 3aXUCTy; OCHOBHI MPUHIUIKA poOOTH Ha
KOMII'FOTepi Ta BiAMOBIIHI MporpamHi 3aco0u.

6. KBAJII®IKAIIIMHI BUMOI'!:

T'onoenuii cneyianicm 6i00iny

6.1. IlpuiiMaeTecs Ha mocaly LUIIXOM KOHKYpCHOro Bigbopy abo 3a iHIIOH
PO AYPOIO, TieperOaueHO0 3aKOHOJABCTBOM.

6.2. TloBuHEH MaTH BHIDY OCBITY 32 OCBITHBO-KBaTi(iKalliiHUM piBHEM
cremiamicra abo MaricTpa  3a CHELialbHICTIO, IOB’S3aHOI0, SK MPaBUIIO, 3
iHhOpMaLiMHMMK TEXHOJIOTIAMH, Ta CTaX pPOOOTH 3a (paxoM He MEHII K OHH PiK
Ta IPaKTUYHUHN OOCBIA aBTOMAaTH30BaHOI 0OpoOKM iH(opMaIii.

7. BBAEMOBIJTHOCHHH (3B’A3KH ) 3A TIOCAJOIO

Tonoernuii cneuianicm @iooiny:




7.1. Tlpu3HadaeThes HA MOCAMy 1 3BUIBHAETHCSA 3 MOCAOH KEPIBHUKOM arapary
paiizepxaaMiHicTpalii 3a MOAAHHSIM HadalbHHMKA BTy Ta IMOTOJKEHHSM T'OJIOBU
paitnep)kaaMiHicTpanii

7.2. besnocepeqHbO MiANOPSIAKOBYETHCS HAYaIbHHUKY BIAAUTy BeIeHHS
Jlep>xaBHOTO peecTpy BUOOPIIIB paiiepkaaMiHiCcTpaIlii.

7.3. TonoBHOro cmemnjajgicTa Ha 4ac BiICYyTHOCTI 3 MOBKHHUX MPUYHH
(BimmycTka, XBopoba TOLIO) 3aMilllye Ha4yalbHUK BIIAiTy BeleHHs Jlep»aBHOIo
peecTpy BHOOpIIiB ab0 MPOBITHUH CHeialliCT BiaAiTy.

["onmoBHMI criemialicT Ha 9ac BIACYTHOCTI 3 NMOBaXXHHUX NMPHYMH (BiAMycCTKa,
XBopoOa TOIIO) 3aMilllye Ha4daJdbHUKA Ta iHIOMX CHELIaliCTiB BiIaily BeaeHHS
JlepaBHOI0 peecTpy BHOOPLIB (3a IPU3HAUSHHSIM HadalbHUKA BiIIiIy).

HavanbHUK BiAIiTy BeOeHHS

JepxxaBHOrO peectpy
BHOOPIIiB anapary %
paiinep>xaaMiHicTpanii O. TAPABAHOBCBKA



3ATBEPIDKEHO

Haka3 kepiBHUKa amapary
paliOHHOI JepXKaBHOL
aaMiHicTparii

O wacwnono A0/7 A Ne A

MNOCAJOBA THCTPYKIIA
NpoBiaHOro cneniagicra Biaalty BegeHHs [lepaaBHoro
peecTpy BuGopuiB MapkiBcbkol palaep:kagmMinicTpanil

1. 3ATAJIBHI NOJIOKEHHSA

[TpoBigHMI croemiamicT BTy BeAeHHS Jlep)kaBHOTO peecTpy BHOOPIIIB
amapary paiaepxaaMiHicTpauii (Jati IpOBiIHUH CIIeLiaicT):

1.1. 3niiicHioe BeneHHs PeecTpy, [0 SKOro BHOCATBCS BIIOMOCTI PO
rpoMajsH YKpaiHd, IO MaloTh IPaBO TOJIOCY i MPOXKHUBAIOTH ab0 mepedyBaroTh
Ha TEPUTOpil cella, cenuina, $Ki BXOAATH A0 CKiIaxy MapKiBCBKOro paioHy, a
TaKOX TPO TpoMaasH YKpaiHW, IO MAlTh NPaBO TrojioCy i MPOXHBAIOTh abo
nepe0yBalOTh 3a MeXaMHM YKpaiHM; CKIaJa€ Ta YTOUHIOE CIIMCKH BHOOpILIB Ha
BUOOPYMX JITbHULIAX.

1.2. TicHO B3aeMofi€ y MpoIleci BUKOHAHHS MOKJIaJeHUX Ha HBOTO 3aBIaHb
i3 CTPYKTYpHHUMH MigpO3JiJaMH PalOHHOI Aep:KaIMiHiCTpallil, TEpUTOPiaIbHUMHU
OpraHaMy LEHTPaJlbHUX OpraHiB BHMKOHAaBYOl BIaJW, OpraHaMH MiCI[€BOTO
CaMOBpsIIyBaHHS, a TaKOX 3aKiaJlaMM, yCTAaHOBaMU Ta OpraHi3allisiMU BCix ¢opM
BJIACHOCTI, 00'€IHAHHAMH TI'POMAJsiH i OKPEMUMHU I'POMaJITHAMHU.

1.3. IToBHHEH BOJOIITH opraHiaauii/'IHHMn HaBHKaMH, BMIHHSIM ITPAIfOBaTH 3
JIOABMH, peajli3oByBaTH IUIaHU p060TH BIUIUTy, aHaNli3yBaTH HOTO isUIBHICTB,
Oyt NPHHIMIIOBHUM, pillyd¥M 1 BHMOINIMBUM Y JOTPMMaHHI YHHHOIO
3aKOHOJABCTBA, IHII[IaTUBHUM, BBIWIMBMM, TaKTOBHMM, BHTPUMAaHHM Y
CIIJIKyBaHHi, 3HaTH Jiep)KaBHY MOBY Ha piBHI BUIBHOTO BosoAiHHA. [IoBUHEH OyTH
rPOMAJSIHUHOM Y KpaiHHU.

1.4. be3nocepeiHbO MiANOPSIIKOBYEThCS  HAYaNbHHUKY BiIUIUTy BEIEHHS
JepxaBHOTrO peecTpy BUOOPLIIB paiiepikaaMiHiCTpaIllii.

1.5. Ilpu BuUKOHaHHI 3aBIaHb Ta OOOB’SA3KiB KepyeTbcs KoHCTUTYLiEO
Vxkpainy, 3akoHaMu Ykpainu «IIpo nepxkaBHy cimyxOy», «IIpo MicieBi aepxaBHi
aaMiHicTpanii», «IIpo JlepxaBHUH peecTp BHOOpIIB», Ta IHIIAMH 3aKOHAMH,
yKazaMd  Ta posnops/ukeHHsAMH — IlpesunmeHta VYkpaiHd, [OCTaHOBaMHM Ta
posnopsamkenHsmu  Kabinety MinicTpiB Ykpainu, mocraHoBamMu LleHTpaibHOT



BHOOPYOI KOMicii, pO3NOPSAIKEHHAMHU T'OJIOBH 00JIaCHOI Ta PAHOHHOI Jep)KaBHUX
anMiHiCTpalliil, pekoMmeHmauisMu [ oIOBAEpXKCIYXOM, IiHIIMMH HOPMATHBHO-
TIPaBOBHMM aKTaMH 3 [IUTAHb IPOBEZICHHS BUOOPIB Ta peepeHyMiB Ha TEPUTOPIi
VKkpainu, a Takox PermameHTOM poGoTH MapkiBCEKOiI PaiOHHOI JepiKaBHOL
anMinicTpanii, [TonoxeHHsIM PO BiAin BeneHHs JlepkaBHOrO peecTpy BHOOPLIB
anmapaty MapkiBCbKoi paiiepxaaminicTpaii, miero ITocanoBoro iHCTpyKIi€ro.

2. 3ABJIAHHS TA OBOB’A3KMH.

Ilpogionuu cneuianicm 8i00i1y NOGUHEH:

2.1. Bomoxitu mporpaMHUMHU 3acobaMu mnependaueHUMHU ISl KOPUCTYBauiB
inpopmaniiHo-aHaTITHUHOI MincucTeMu «Jlep>kaBHUN peecTp BUOODPLIB» IIOAO
BeneHHs Jlep)xaBHOrO peecTpy BUOOpLIB (Hamaii Peectpy) BiamoBigHO 10 3aKOHY
Vxpainu «IIpo [depxaBHuii peectp BUOOPLiB» Ta yHi()iKOBaHUMHU NMPOrpaMHUMHU
3acobamu mpukiagHoro I13 Windows ta Microsoft Office, Open Office 30xpema
3acobamu kommoHeHT Word, Excel, Access i BeneHHS eJIeKTPOHHOI
JIOKyMeHTalii Ta 06poOKY eNeKTPOHHHUX CIIUCKIB IEPIOANIHUX [TOJAHb.

2.2. BukoHyBaTH MPOrpaMHUH ONHKC 3aTBEPIKEHUX MEX BUOOPUYUX IiTbHUIIb,
iX agpec po3TallyBaHHS Ta IHIIMX NeperdadyeHUX PEKBI3UTIB A (POpMyBaHHS
CIIMCKIiB Ta iHIIIOI CYMPOBIHOI i 3BITHOI JOKYMEHTAIIii.

2.3. Ilig KepiBHUIITBOM Ha4YaJbHHKA BiJIUTy BECTH MepcoHiikoBaHMH 00K
BHOOpIIIB Ha miacTaBax i y cmoci6, mo BcTaHOBNIEHI 3akoHOM YkpaiHu «IIpo
JepXKaBHHM peecTp BHOOpILIB» Ta pIIIEHHSIMH po3nopsaHuka Peectpy,
NPUAHATAMHE BiIIOBIAHO 0 LHOTO 3aKOHY, Y TOMY YHCII:

2.3.1. IlepeBipsaTH HOKYMEHTH, SIKi MiATBEPKYIOTh HaOYyTTs ocobolo mpaBa
roJIoCy.

2.3.2. TlepeBipsATH OOKYMEHTH, SKi HiATBEPDKYIOTH 3MIHH NEPCOHAIBHUX
TaHUX BUOOPIISL.

2.3.3. BukoHyBaTH eJ1eKTPOHHI HaKa3u KepiBHUKA BiIILTY IIOAO:

- BHECEHHS 3aIKCy Mpo BUOOpLA

- BHECEHHS 3MiH JI0 MIEPCOHAIBHUX AaHUX Peectpy;

- 3HUIIEHHS 3anucy Peectpy;

- BiIHeCeHHs BHOOpLA A0 MOCTiHOI BUOOPYOI AUTHHUIL BiAMOBIIHO IO HOro
BUOOPUO1 aapecy;

- BHECEHHS CITYKOOBHX ITEPCOHATBHUX JTaHMX;

2.3.4. KonTpomoBaTy (Bi3yalbHO Ta 3a JOMOMOTOIO IPOTPaMHMX 3aC06iB)
MIOBHOTY Ta KOPEKTHICTh IEPCOHANBHUX JaHUX PeecTpy.



2.3.5. BusBIATH HEKOPEKTHI B1IOMOCTI IEpCOHAIbHUX JaHuX Peectpy.
2.3.6. BusBnaTH KpaTHi BKIIIOYeHHS 10 6a3u naHux Peectpy.

2.3.7. OmpansoByBaTH BiJOMOCTI NEPIOJUYHOrO IMOHOBJICHHS 0a3W HaHHX
PeecTpy, sIKi HamalOThCsi OpraHy BeleHHS PeecTpy 3akiiamaMu, OpraHaMH,
yCTaHOBaMH, OpraHi3allisiMH, BU3HAUYEHUMH 5K CyO’€KTH MEPiOAUYHOrO IMOJaHHS
BimnoBimHO 10 3akoHy VYkpainu «[Ipo JlepxkaBHuit peecTp BHOOpIIIB», Ha
BiJITIOBiTHICTh Ta KOPEKTHICTh 3a3HaYeHHS MEPCOHATBHUX JaHHX.

2.4. 3pilicHIOBaTM NOHOBJIEHHS 6a3u naHux Peectpy 3a mnepiomuuHuMM
NOJJaHHSMU Ha pO3MOPSAIKEHHS KepiBHHUKA.

2.4.1. OnpanpoByBaTy 3MiHM B aJMiHiCTPaTHBHO-TEPUTOPIAIBHOMY yCTPOI
paiioHy, NMpo NepelMeHyBaHHS aIMiHICTPAaTHBHO-TEPUTOPIABHUX OJMHUIb, Ta
BHECEHHs BIITIOBITHMX 3MiH 10 MIiCIIsl HApOJKEeHHS a00 BUOOPYOI aipect KOIKHOIO
BUOOPILIS (0cOOM), IKOTO (SKO1) CTOCYIOTHCS 3MiHH.

2.4.2. ToryBaTH KOXHOMY BHOOpLIO, SKHH BKIIOYeHH#H 10 Peectpy i
BHOOpUYa agpeca KOTPOrO BIJHOCUTHCS OO TEPHUTOPil, Ha Ky MOIIMPIOIOTECS
[IOBHOB&)XEHHS IbOTO OpraHy BelIeHHs PeecTpy, iMeHHI IIOBiZOMIIEHHS 3a
(GbopMOI0, BCTAHOBJIEHOIO PO3NOPSITHUKOM Peectpy.

2.5. Ckiagaty momepesiHi CIUCKH BHUOOpPIB O YTOYHEHHS 3a BHOOPYHMMHU
IiMBHUIAMEU Ui BUOOpiB Ilpesunenta YkpaiHw, HapoOOHHX IEIyTaTiB YKpaiHu,
NeTyTaTiB PalOHHOI PaiH, CUIBCBKHX, CENHUIIHUX TOJB, IS BCEYKPATHCHKHMX
pedepeHIyMiB.

2.5.1. OmnpanpoByBaTH 3asBH Ta BiIOMOCTi AiTbHHYHHX BHOOPYMX KOMIiCii
IIOJI0 YTOYHEHHS NOMNEpeHiX CIHCKIB BHOOPIIB, YTOYHEHHS Ta CKIaIaHHs
OCTaTOYHUX CIHMCKiB BUOOPIIIB 32 BUOOPYUMH HiTBHHUIISIMH;

2.5.2. 'oTyBaTi CTaTUCTHYHY iHQOPMAILiIO IOAO KUTBKICHUX XapaKTEPUCTUK
BUOOPYOro KOPITyCy Ha BiATIOBIIHINA TEPUTOPII.

2.5.3. 3abesneuyBaTH 3axWCT (KOHOimeHIiHHicTs) iH(GopMamii Peectpy y
npoleci HOro CTBOPEHHS Ta BEJCHHS.

2.6. 3pilicHroBaTH iHIIN (QYHKHIT BigIOBIAHO IO 3aKOHONABCTBA, HEOOXimHi
IUI BUKOHAHHS MOKJIaA€HUX Ha HHOI'O 3aBIAHb.

2.6.1. BuxoHyBaTH, NpH HEOOXiTHOCTI, 3aBJaHHA IIOKIAJeHI Ha IHIINX
cnemiamictiB Bigaimy;

2.6.2. BuKOHyBaTH 1HII 3aBJaHHS Ta JOPYyYEHHs HAYAIBHUKA BiAIiy;



2.6.3. HagaBati momomory B O(OpMIIEHHI [OKYMEHTIB, 3 NHTaHb, IIO
BXOJSTH 0 MOr0 KOMIIETEHIII].

2.7. BukonyBatd (QyHKIii agMmiHicTpaTopa Oe3neKku opraHy BeIEHHS
Jlep)xaBHOrO peecTpy BHOOPLIB, BIANOBIAHO 0 BHUMOT [HCTpYKIIIT
agMiHicTpaTopa  0e3meku, KOOpPAMHYE CBOIO pobOOTy 3 BIIAIIOM 3axUCTy
inpopmarii Peectpy Ciry:x6u posnopsinHuka [lepxaBHOro peectpy BHOOpIB (32
MIPU3HAYEHHSM ).

2.8. 3abesneuyBaTH BUKOHAHHS HOpPMaTHUBHUX, METOJUYHHUX Ta
iHCTPYKTHBHHX IOKYMEHTIB IIOJO CTBOPEHHS Ta (PYHKIIOHYBaHHS KOMILIEKCHOI
cHCTeMH 3axHcTy iHpopmalii JlepkaBHOro peectpy BHOOPIIB Ha piBHI Bimmimy
BeieHHs Jlep)kaBHOro peecTpy BuOOpLiB MapKiBChKOI paiiaepkaaMiHiCTpallii;

2.9. 3pilicHioBatd pobOuYMil 3B’SI30K 3 i3 CTPYKTYPHHMHM IIiAPO3/iIaMu
palioHHOI Aep>KaaMiHICTpalii, TEpUTOPIaAIBHUMU OPraHaMH IIEHTPAIBHUX OpraHiB
BUKOHABYOI BJaJW, OpraHaMH MiCIIEBOIO CAMOBPSAYBaHHS, a TAKOXK 3aKJIaIaMHu,
yCTaHOBaMH Ta OpraHi3alisiMé BCiX GopM BIACHOCTi, 00'€IHAHHAMH TIpOMaIsIH i
OKpEeMHUMH IPOMa/ITHAMHU.

2.10. BHocuTH mpomno3uuii OO0 IUIaHy pPoOOTH BiIMiTy, KOMILIEKC 3aXOJiB,
IIOJI0 YIOCKOHAJIEHHSI pOOOTH Bidily.

3.IIPABA

Ilpoegionui cneuianicm gi00Ly Mae npaego:

3.1. OpepxyBaTH B YCTaHOBIEHOMY IIOpAOKYy Bin BHOOpILIB, OpraHiB
BHKOHABUOi BJaJid, OpPTraHiB MiCLIEBOIO CaMOBpSAyBaHHS, 3aKJajiB, YCTAaHOB Ta
opraHizamii iH¢opmalito, HeoOXiTHy i BeleHHS PeecTpy i BHKOHaHHS
MOKJIAZICHUX Ha HHOTO 3aB/aHb.

3.2. DBuxopucTOBYBaTH, OTpPMMaHHI Yy BCTaHOBJICHOMY TOPSAKY Bif
II0CaJOBUX 0Ci0, OpraHiB MiCLEBOIO CaMOBPSIyBaHHS, MiANPHEMCTB, OpraHizailii,
YCTaHOB OKYMEHTH, HEOOXiIH1 JJI1 BUKOHAHHS CITy00BHX 060B’A3KiB.

3.3. Bectm ocobucti npuiioMH BHOOpPLIB 3 MUTaHb, IO CTOCYIOTHCS
TiSTTBHOCTI BiIIiTY.

3.4. 3a 1Opy4YEeHHSAM HadalbHUKA BIIIITy TNpPUAMATH CKapru, 3asBH, JIUCTH,
3BEPHEHHsS BMOODIIiB, Ta BXMBAaTH 3aXOJiB IIIO/I0 CBOEYACHOTO PO3IJISiAY iX 3TifHO
3 YUHHUM 3aKOHOJIaBCTBOM, I'OTY€E BIiITOBI/Ii Ha HUX.

3.5. BHOCHTH TpONo3uIii MOJ0 BIOCKOHAJIEHHsS pOOOTH BiJIily BeAeHHS
JlepxxaBHOro peecTpy BUOOPIIB B paiiepkaaMiHicTparrii.



3.6. IToknazenHs Ha MPOBIAHOTO criemiaigicta 00OB’sI3KiB, HE NepeAdadyeHnx
I[i€}0 MOCAZOBOIO IHCTPYKI€IO, i TaKUX, IO HE CTOCYIOTbCA IUTAHb BEICHHS
Jlep»aBHOTO peecTpy BUOOPILIB HE TOIMYCKAEThCS.

Ha BHKOHaHHS CBOiX 000B’SI3KiB MOXK€ KOPHCTYBATHUCS 1HITUMH IIpaBaMH, IO
HE CylepevaTs YAHHOMY 3aKOHOJIaBCTBY.

[NpamroBaté Haja MiABUINEHHsAM piBHA Kpanidikamii. Ilpu HeoGxigHOCTI
BUKOPHCTOBYBATH KBalli(h)ikOBaHUH €JIEKTPOHHHH ITi/IIIHC.

IIIaHOOGMHMBO CTAaBUTHUCh OO TPOMAlasH 1 KOJer, JOTPUMYBATHCh BHCOKOI
KyJIbTYpPH CIIJIKyBaHHS.

4. BIAITIOBITAJIBHICTb:

4.1. 3a mopylleHHS BHMOI YMHHOIO 3aKOHOJABCTBa IPH BUKOPUCTAHHI
CIy)k0OBHX OOOB’S3KiB IPOBIJHHM CIEIalliCT Hece aJMiHICTpaTUBHY,
JHUCIMILTIHAPHY Ta 1HIIY BiJMOBiJAIbHICTb.

4.2. BignoBigHo 1o 3akoHy Ykpainu «lIIpo JlepxaBHuii peecTp BUOOPIIIBY
IOPOBIAHHUN CIEIlalliCT, SK aamiHictpatop CucTeMH Hece MEPCOHANBHY
BiIMOBIJAJIBHICTH 3a:

4.2.1. ITopyuieHHs mpaBUiI NOCTyIy o 6a3u nanux Peectpy.

4.2.2. IlopyuieHHs 3axucty Peectpy.

4.2.3. TTopymenns minicHocTi Peectpy.

4.2.4. ITopyureHHs IOPSAKY BUKOpUCTaHHS iH(opmarii 6a3u fanux Peectpy.
4.2.5. He3zakoHHe KomiroBaHHS 6a3u naHux Peectpy 4u ii 4acTHH.

4.2.6. JIoCTOBiIpHICTh BIIOMOCTEH, BHECEHNX HUMHU 710 O6a3m nanux Peectpy.
4.2.7. CnOTBOpEHHS, HE3aKOHHE 3HUIIEHHS [IEpPCOHAIBHUX NaHUX Peectpy.

4.2.8. HecankuioHoBaHH#M AocTyn abo 37OBXHBAaHHS JOCTYIOM 10 0a3u
nanux Peectpy.

4.2.9. PosronomeHHs 3MICTy IHOWUBIZyaJlbHOrO CHCTEMHOIO iMeHi,
iHAMBIAyanbHOIO CHCTEMHOIO Mapojs, IHAWBIAYaJTbHOTO Mapois OOCTYIy MO
MIporpaMHO-anapaTHOro 3acoly ineHTudikamii kopuctyBadya CucTeMu.

4.2.10. 306epiraHHs IpOrpaMHoO-amapaTHOro 3acoby  imeHTHikaii
KopuctyBaya CUCTEMH.

4.2.11.36epiraHHs BiANOBIIHOTO NPOrPaMHOrO Ta amapaTHOro 3abe3ledeHHs
Cucremu, TeXHIYHHUX 3ac00iB KOMIUIEKCHOI CHCTEMH 3aXUCTY iH(OpMaIiil.



4.2.12. TlopylieHHs BCTaHOBJIEHUX 3aKOHOJABCTBOM YKpaiHM BUMOI Ta
HOPAAKY 3aXHcTy iH(popMaii 6a3u nanux Peectpy.

4.2.13. HeBukoHanHs abo0 HEHaJle)XXHe BHKOHAaHHS CBOiX CIy)X00BHX
000B'A3KiB, NOB'A3aHMX i3 3a0€3MeYeHHSM IIOBHOTH, LUIICHOCTI, 3aXHCTy Ta
Oe3IeKu MepCOHATTBHUX TaHUX Peectpy.

4.3. 3abopoHeHo 36upatu, BHOCUTH 10 PeecTpy Ta 36epiratu B 6a3i naHux
Peectpy BimomocTi (mepcoHasibHI JaHi BUOOpIIB), He TmepeabadeHi 3aKOHOM
Yxpainu «[Ipo epxanuii peectp BUOOPLIBY.

4.4. 3a HesKiCHe, HeCBO€YaCHe BHKOHAHHS IIOCAJOBHX 3aBJaHb  Ta
000B’s3KiB, Oe3miAnpHICTE  a00 HEBUKOPUCTAHHS HAaJaHWUX  HOMY TIpaB,
NOpYLIEHH  IIPaBWJI TPYAOBOI Ta BHKOHABCHKOI IUCIUILUTIHM, HOPM ETHKH
NIOBEJIIHKH JI€P:KaBHOI'O CIyKOOBISI Ta OOMeXeHb, ITOB’SI3aHUX 3 MPUUAHATTIM Ha
Iep)KaBHY CIIy»O0y Ta il MPOXOIKEHHSIM.

S.HOBUHEH 3HATH:

KoHctuTynito VYkpaiHu, 3aKOHOAABYi aKTH, IIO CTOCYHOTHCS JIEPKaBHOI
cmyx0Ou Ta OIAMBHOCTI paifiepkaAMiHICTpamil; NPaKTHKy 3acTOCYBaHHS
3aKOHOAABCTBA 3 IIMTaHb, L0 HaJleXaTh A0 KOMIETEHLIi BiAiTy; HOpPMAaTHBHI
aKTH,  pO3NOpSAIKEHHS  KEepiBHHMLTBA  paiiiep)KaJMiHICTpalii,  TpyIdOBE
3aKOHO/IaBCTBO; ITPaBUJIa AIJIOBOTO €TUKETYy; IMpaBHia AOCTYITYy OO MPHUMILIEHHS 3
oOMeXeHHM AOCTYIOM; MpaBWJia Ta HOPMH OXOPOHHM TIpalli Ta MPOTHIIOKEKHOIO
3aXHUCTy; OCHOBHI NPUHLUIM pOOOTH Ha KOMIT'IOTEpi Ta BiAMOBiOHI MporpamMxi
3acobu.

6. KBAJII®IKAIIIAHI BUMOI'H:

Ilposionuu cneuianicm iooiny

6.1. IlpuitmaeTeCs Ha mocaay HUIIXOM KOHKYPCHOrO BiOopy abo 3a iHIIOK0
IIPOLIEAYPOIO, Nepei0aueHOI0 3aKOHOJaBCTBOM.

6.2. [loBHEH MaTH BHILY OCBITY 3a OCBITHBO-KBami(ikalliiHHM piBHEM
cremiagicta abo MaricTpa BiANOBiAHOrO NpPO(decifHOro CHIpsSMyBaHHS, CTaX
pobot 3a ¢axoM He MEHII SK OJWH piK Ta NPAaKTHYHUM  JOCBIJ
aBTOMaTU30BaHOiI 00poOku iHGopMalii.

7. BBAEMOBITHOCHUHHU (3B’A3KH ) 3A IOCAZIOKO

Ilpogionuu cneuianicm 6i0oiny:




7.1. Tlpu3Hava€eThCA Ha MOCAAY 1 3BUIBHAETHCS 3 OCAAX KEPIBHUKOM anapary
paiiiepxaaAMiHICTpallii 3a IOJAaHHAM HayaJbHUKA BIJJIUTYy Ta IOTOKEHHIM
TOJIOBH paiifiepkaAMiHicTparii.

7.2. Be3mocepenHbO TMiAMOPSAKOBYEThCS HAYalbHUKY BINITY BEIEHHS
Jlep>kaBHOTO peecTpy BHOOPIIIB paiiiepkaAMiHICTpallii.

7.3. TlpoBimHoro cmemiamicta Ha 4ac BiJICYyTHOCTI 3 IMOBAXHUX NPHUYUH
(BimmycTka, xBOpoOa TOIIO) 3aMilllye TOJOBHUHM CHeLialiCT BiAiTy BeIECHHS
JlepaBHOTO peeECTPy BUOOPIIiB.

[TpoBimHMI CTEUmialiCT HAa Yac BiJCYTHOCTI 3 MOBaXXHHX MPUYUH 3aMIilly€e
TOJIOBHOTO CIIeIlialicTa BiAITy 3a MpU3HAYeHHSIM HaudaJbHUKA BiIAiTy.

HavanbHUK BiAIiTy BeJEHHS

JepxaBHOrO peecTpy :

BHOOPIIiB anapary y /

paiiiepkaamiHicTparii ﬂ/7; ~— 0. TAPABAHOBCBHKA



