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1. [IlpeagHa3sHavYeHue:

2. O6xBar:

3. PedpepeHTHH
NM030BaBAHUA:

4. IlpenpaTku:

5. CnenupuyHmn
TEepPMHHU:

6. OnucaHnue

OBIIM ITOJIOKEHUA

[Ipoyedypama e esnemMeHm HaA UHMe2pupaHama cucmemama 3d
ynpasaerue 8 Obwurcka admunucmpayusa JIACKOBEL] u uma 3a yesa da

onpede/u hpoyec 3a ynpasieHue Ha doOKyMeHmoobopoma.

Pezaamenmasm e npedHasHa4eH 3a 8CUYKU CMPYKMypHU eOUHUYU 8
O6wuHcka admuHucmpayus JI1ICKOBEL]
OTroBopHOCTHM:

s Kmem

¢ Bcuuyku cmpykmypHU 38eHa

=i [SO 9001:2015 “Cucmemu 3a ynpas/jeHue Ha Kaiecmeomo.
H3uckaHus.

e [BII-0101] “lloddspicana dokymeHmupaHa uHgpopmayusa”

mn [BI1-0102] “CoexpaHsieaHa 00OKymMeHmMupaHa uHgopmayus”

s [BII-0103] ,IlpuemaHe u 06pabomka Ha cusHaAU U Haabu om
¢usuvecku u ropuduyecku auya”

e [BII-0104] ,Ped Ha paboma u cexpaHsigeaHe HA e/1eKMPOHHU
dokymenmu, noonucauu c YEIT“

Hama

%

Yn.1. 1/Ta3u npoueaypa ypexza opraHU3alUsaTa U TEXHOJIOTHUSATA 32 OCbILeCTBsIBaHE

ylipaBJieHHEe Ha [JeJIOBOAHATA AeﬁHOCT W H3II0JI3BAHE HA €JIEKTPOHHATa CHUCTeéMa 3a

perucrtpagud U KOHTPOJI Ha ,U,OKYMGHTOO60pOTa B O6I_L[I/IHCKa dAMHWUHHUCTPA KA.

2/ OcHOBHa 1ieJ1 Ha Ta3u UHTerpupaHa Npoleaypa e OCUTypsiBaHETO Ha YHUPULIPAHO

HN3BbpUIBAHE HA J€JIOBOAHUTE OllEepallM U KOHTPOJIA HA CPOKOBETE, CB'bPp3dHHU C USII'bJIHEHUETO

Ha 3aZla4y, IPpOU3THYAIlHX OT BbHIIHHU U BbTPEIIHHU JOKYMEHTH.

HN3meHeHune Ne: 01

02 03 04 05 06 07 08 09 10

CtpaHuna:

Jara:
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3/ lporpamuusaTr npoaykt "APXMME/" e uHbopManMOHHO-yIpaBJ/eHCKa CUCTEMA,
KOSITO yIpaBJisiBa 1leJIUsl JJOKYMEeHTO0O0pOT, MpeMUHAaBall, pe3 AeJI0BOACTBOTO U IO Haco4Ba
KbM OTTOBOPHHMTE HW3I'bJHUTEJNHU /PBbKOBOJCTBO, AUPEKTOPHU HAa AUPEKLMU, HAaYaJHUIU Ha
OTZ€eJIY, EKCIIEPTH U ClIeLiMaJTUCTH/ B 0OIIMHCKATa aJIMUHUCTPAIUs.
Y.2. [IpegmeT Ha perJsiaMeHTa ca:
1/ CbcTaBssHETO U 0QOPMSHETO HA €JIEKTPOHHU PETMCTPAIMOHHO-KOHTPOJHU KapTH
JEPKK/ 3a Bxozs1a 1 U3X0/i411[a U BbTPELIHO-BeJOMCTBEHA JJOKyMeHTAI 1.

1.1. Ha gesnoBoaHO peructpupaHe B cuctemata "APXMME/" noasexaT ciaegHuTe
BU/IOBE JJOKYMEHTH:

a/ JlokyMeHTH OT THUN "caykebHa KOpeCHOHJeHIHUs": MUCMO, AOKJIaJ; JOKJaJHa
3aMuCKa; JeKaapanus, CTaHOBUIIE.

6/ JlOKyMeHTH 1Mo AJMHUHUCTPATUBHO-NPOLECyaJHUSI KOJIEKC: 3asiBJE€HHE; CUTHAJ;
npejJioXKeHre; MMCMa 10 M0/laBaHu CUTHAJIY, IPeAJI0KeHUS U .

B/ JlOKyMeHTH, MoJaBaHU N0 3aKOHa 3a JOCTbI A0 06liecTBeHa WHOpMaLuS:
3asiBJIeHUe — 0O6pa3el] 3a IpeJoCTaBsIHE Ha JJOKYMEHTH.

r/ Jlpyru JOOKyMeHTHM: 3aloBeJl, B T.4. 3amoBeJi 3a KOMaHJUPOBKA; pelLIeHUs:
HHCTPYKLMS; ClIOpa3yMeHUe; AO0TOBOP; aHEKC K'bM J0T0BOP, JOKYMEHTHU MO KaJ[pOBU
B'BIIPOCH U M0JIOW 32 Ha3HaYyaBaHe Ha paboTa, CIPaBOYHO-TEXHHUYECKA JOKYMeHTalus
U Jp.

1.2. He noa/siexkaT Ha AeJI0BOJHA PETUCTPALMSA CAeAHUTE NOKYMEHTU: NEPUOJUYHHU
neyaTHU HU3AaHUA (B T.4. BECTHHUIM, CIHUCAHWs, OIJETHHU U [p.); JHYHA
KOPeCNOoH/IeHIIMsl; YeCTUTKHU U MO3/paBJeHUs]; TOKAaHU 3a KyJTYpPHU, OM3HEC, CIIOPTHHU
U Jp. NposiBU, UHAHCOBO - CUETOBOJHU; CTATUCTUYECKU AOKYMEHTH; MPU30BKU IO
CbAeOHU Jlesla; TMOrpellHO JO0CTaBEHUTEe, KOUTO Ce BpbIAT Hepa3nedyaTaHH Ha
v3npaiaya.

2/ Opranusanusara Ha pabotarta ¢ EPKK, c npepioxxenusaTa, ciraaiute v 3asiBJeHUATA
Ha TrpaXJaHUTe U C TNpPeNuCKUTe Ha [JbpPKAaBHM HHCTUTYLMY, OpPTraHU3aAlUH,

IOpUAMYECKU U IyOJIUYHU JIMLA.

H3meHeHue Ne: 01 02 03 04 05 06 07 08 09 10

CtpaHuna:

Jara:
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3/ UndopManmoHHO-/le/I0BOJHATA JIeHHOCT, CBbp3aHa C KOHTPOJIa MO CHa3BaHe Ha
CpOKOBeTe.

4/ 3UCKBaHUATA KbM CJIYKUTEJNUTe BbB Bpb3Ka C OCbLIeCTBABaHE Ha JleJI0BOJHATa
JeHHOCT.

5/ llpusaraHe Ha OpPraHM3allMOHHO-TEXHUYECKHU CpeACTBA NpPH H3BbpILIBaHe Ha
JleJIOBOJJHATa e MHOCT.

/2/ U3BBbH npeAMeTa Ha polieiypaTa ca JOKyMeHTHUTe, CbAbpKally Ki1acuduiMpaHa
nHdopmanys, PUHAHCOBO-CUETOBOAHU JOKyMeHTH (Bxk.1.2.)

Yn.3. 1/ UadopmanMoHHO-/eJI0BOAHATA JIEMHOCT B OOLIMHATA Ce OCBHIIECTBSIBA OT
"LleHTbp 3a afiMUHUCTpaTUBHO obcayxkBaHe" (LJAO). [IAO e pa3noJsiokeH Ha MapTepeH eTax B
crpaZilaTa Ha OOLIMHATa, KbAETO Ce H3BbPUIBAT BCUYKUM BHUJIOBE aJMUHUCTPATUBHU U
TeXHUYEeCKH YCJIYTH, pa3npe/ie/IeHH B IBe FMllIeTa KaKTo c/e/Ba:

euwe N2 1 JlenoBOACTBO U UHPOPMALUA

- 'paxxaHcka peructpanys ¥ aJMUHUCTPATUBHO 00CIyKBaHe

- O6mMHCKa COOGCTBEHOCT, CTONAHCKA [JEeNHOCT, CUTYPHOCT M OTOPaHUTEJHO-

MOOHMJIM3aLlMOHHA 10 rOTOBKA

euwe Ne 2 - - T'pakJjaHCKa perucTpayya M aJMUHUCTPATUBHO 00OCIyKBaHe

- YCTpONCTBO Ha TEPUTOPUATA, KAaJacTbp U peryJalnus WHBECTULMOHHA [JeMHOCT,

OKOJIHA Cpe/ia U BOJHY,

- O6wyHCKa COOCTBEHOCT, CTOMAHCKA JEeHMHOCT, CUTYPHOCT W OTOPaHUTEHO-

MOOU/IM3aLlMOHHA MOATOTOBKA

- IlpuxopHa Kaca

- Ilosly4aBaHe rOTOBUTE JOKYMEHTH.

/2/ UHdopMaLlMOHHO-/1eJI0BOAHATA JeMHOCT, CBbp3aHa C KOHTPOJIa Ha CPOKOBETe Ce
VM3BbpPUIBA OT OPraHUTE, IOCOYEHU B 41.22 U 23.

Yn.4 1/ PBbKOBOACTBOTO M KOHTPOJI'BT I10 IPaBUJIHATa OpraHyU3alys Ha [1eJI0BOJICTBOTO,
JIOKyMEHT00060pOTa U OOLMHCKUS apXUB Ce 0CblecTBsIBa 0T CeKpeTaps Ha 0OIIMHATA.

2/ OTrOBOPHOCT 32 HOPMAJIHOTO NPOTHUYaHEe Ha JleJI0BOAHATA JEeNHOCT HOCAT BCUYKHU

3aM. KMeTOBe, IUPEKTOPU Ha AUPEKLUH, H-K OTAEJNU U CIIELUATUCTH.

H3meHeHue Ne: 01 02 03 04 05 06 07 08 09 10

CtpaHuna:

Jara:
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Paspaen 11
OCHOBHHU H3UCKBAHUA KDBM CHAYXKUTEJIUTE BDBB BPDB3KA C JAEJTOBOJHATA
JEAHOCT
Yn.5. /1/ PbKoBoAgWUTeNUTE M CHELUAJUCTUTE Ca JJbXKHHA Jla MO3HaBaT M Cla3BaT
pasnopeAouTe HA Ta3u NpoLeaypa.
/2/ Bcuiku 10KyMeHTH Ha GU3HUUYECKU U IOpUAMYECKH JIMLa ce TpUeMaT U pejaBaT caMo ypes
genoBoacTtBoTO B IIAO
/3/ CayKuTesnuTe OT [1eJI0BOACTBOTO 06paboTBaT MaTepUaNUTE BeJiHAra CJej 0J)ydyaBaHEeTO
HM.
/4/ Hukoil HAMa mpaBo Jia noJsy4aBa U paboTH C JJOKYMEHTH, KOUTO He Ca PerucTpUpaHu U
B3E€TH 3a KOHTPOJI.
Y1.6. /1/ KMeTBT, 3aM.-KMETOBETE U CEKPETAPAT Mperyex/jaT U pe3oJupaT JOKYMEHTHUTE B
JleHsl Ha NoJiyyaBaHeTO WM. Pe3ositonusiTa ce moCTaBsl BbpPXy CaMus JOKYMEHT U TpsibBa Aa
ompenesisi U3M'bJHUTEJIS, 3a/a4aTa, CPOKA HA M3IMbJIHEHUETO U, AaTa Ha pe30JIMPAHETO U
no/nuca Ha pe3oJsiMpailus. TexHu4ecKuTe CbTPYAHUILM BbBEXKJAT IOCTABEHHUTE PE30JIIOIMU B
eJIeKTPOHHATa CUCTEMaA 3a JOKYMEHTO00O0pOTa U NIpeiaBaT JOKYMEHTA Ha U3II'bJIHUATEJIS.
/2/ CboTBeTHUS [UPEKTOP WM HayaJHUK Ha OTJAeJ] MpeHacoyBa 4Ype3 pe30JIILUs
M3I'bJIHEHUETO Ha 3aJa4yvTe MO JaZeH JOKYMEHT KbM KOHKpeTeH M3II'bJHUTEN U BbBeX/a
pe3oJioLMaTa B eJIeKTPOHHATa CMCTEMA 3a JOKYMeHT0060poTa.
Yn.7. 3a npaBUJHOTO NpPOTHYaHe Ha JleJI0BOJHATA JEeMHOCT 3aM.-KMeTOBeTe, CeKpeTapsT,
JUPEKTOPUTE Ha JUPEKLIUHU U H-K OTJEJIUTE ca JIbXKHU:
1. /la 3amo3HaBaT CJAYXUTeJWTe B JUPEKLMUTe C Ta3d Npoueaypa U Ja cjleldaT 3a
W3I'bJIHEHUETO H.
2. [la cnefsaT 3a NpaBUJIHO U CPOYHO U3I'bJIHEHME HA MPOU3TUYAILUTE OT JJOKYMEHTHUTE
3a/la4M U J]a OCUTYpsIBaT CBOEBPEMEHHOTO UM OTUUTAHE.
3. [la ocurypsiBaT HalyCKalllyMTe CAYXXUTEJU Jla NpeJlaBaT ¢ NPOTOKOJ MOBEpeHaTa UM

JIOKyMeHTallMs Ha OnpeJieJIeHU A bKHOCTHHU JIMLA.

H3meHeHue Ne: 01 02 03 04 05 06 07 08 09 10

CtpaHuna:

Jara:
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Yn.8. C men ocurypsiBaHe Ha MPABUJIHO IpUEMaHe, PerdcTpupaHe U TNPHUJBMKBaHE Ha
JIOKYMEHTUTE M0 II'bTS HA U3I'bJHEHUETO UM, 3aJb/PKEHUS Ha CHELUaJUCTUTE OT OTHeJ
"OpraHvsanMoOHHO, MaTepUATHO-TEXHUYECKO U HHPOPMaILIMOHHO OCUTypsiBaHe” ca:
1. [lpyeMaHeTO Ha JOKYMEHTH U TXHOTO NPEAOCTaBsIHE HA 'bPBUS pe3oJirpall.
2. lIlpesaBaHeTo Ha JOKYMEHTUTE MO X0/1a HAa TEXHOJOTUYHUS NpoLec
3. [lpelaBaHeTO HA TOTOBUTE JJOKYMEHTH, UM TIXHOTO U3MpalllaHe Mo MouaTa Uiu 1o
APYT pen.
Y1.9. BbB Bpb3Ka € MOATOTOBKATA U Ch3/laBaHETO Ha JJOKYMEHTHUTE, CIelUaJIUCTUTE, KOUTO
M3rOTBAT JOKYMEHTa, TpsA6Ba Ja:
a/ W3roTBAT 0OOCHOBAHA, JOCTOBEpPHA U ybeauTesHa MOTHBUPOBKA C TOYHA U sICHA
$bopMyIMpPOBKa;
6/ cma3BaT WU3UCKBaHUATA 3a OGQOpMsHE HA HOBOCB3JAJEHUTE [JOKYMEHTU B
CHOTBETCTBHE C IPUJIOKEHUTE 06pa3IY;
B/ MpejaBaT MaTepua/iuTe 3a 06pab0oTKa, KOMUpaHe U pa3MHOXKaBaHe
Y1.10. BB Bp'b3Ka C KOHTPOJIA M0 U3MI'bJIHEHUE HA 33/IaUUTE, IPOU3THUYALIU OT JJOKYMEHTHUTE,
CY>KUTEJIUTE Ca AJbXKHU /1a Cl1a3BaT CAeHUS pej:
1. KoraTo ¢ TeKkcTa KbM JJOKYMeHTA /pe30JIoLUsTa/ He e onpe/ie/IeH CPOK 3a U3MI'bJIHEHUE,
NPOM3THYALUTE OT JJOKYMEHTA 33/jlayd Tpsi6Ba Jla 6'bJlaT U3M'bJIHEHU B Ce/leEM JHEBEH
CpPOK /WJIM CPOKOBETe olpejiesieHd B 4. 57 ot AIIK/.
2.CpoK’bT 32 OTTOBOPHUTE IO CUTHAJIH, IPEJIOKEHUS U KaJI0U € TPUAECEeT JHHU.
3. loKkyMeHTH C HEOTJ/IOXKEH XapaKTep ce 06paboTBaT B €HS Ha OJy4YaBaHETO UM.
4. KoraTo c pe3oJi1oLUs ca onpejieieHH HIKOJIKO U3M'bJIHUTENH, BOJEL] OpraHu3aTop Ha
M3II'bJIHEHUETO € AJIBXXHOCTHOTO JIMILE, IOCOYEHO Ha MbPBO MACTO.
5. llpekyuTe U3MBJHUTENU Ca 3a4b/LDKEHU Ja U3IM'bJHABAT KayeCTBEHO M B CPOK
B'b3JIOXKEHUTE UM 3a/la4yH, KaKTO U Jla CUTHAJU3UPAT Bb3JI0KUTEJSA IPU OUYepTaBalllo ce
Heu3II'bJIHEHUE UJIM 3aK'bCHEHHE.
Yn.11. 3abpaHsBa ce Ha cayxuTeauTe oT O61IMHATA Jja ce 3all03HaBaT ChC ChAbPXKAaHUETO HA
Cy?KeOHU TOKYMEHTH JIUIA, KOUTO HAMAT MPSKO CIY»KeOGHO OTHOLIEHHE KbM THIX.

Y1.12. /le10BOAHOTO 06CIyKBaHE BKJIIOYBA JeIHOCTHUTE:

H3meHeHue Ne: 01 02 03 04 05 06 07 08 09 10

CtpaHuna:
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1. [lpuemaHe, pasnpe/iessiHe U Mpe/laBaHe HA JJOKYMEHTHUTeE.

2. Perucrpanusa U cCKaHupaHe.

3. PasaMHO>xaBaHe.

4. KoHTpOJI 110 crla3BaHe Ha CPOKOBETE.

5. Teky110 na3eHe Ha JOKyMEHTUTE.
Y1.13. /1/ [leitHocTTa "[IpuemaHe, pasnpejeisiHe U IpeJlaBaHe HA JOKYMeHTUTe" 06XBalla:
a/ mpueMaHe Ha BCUYKHM BXOJSIIM CJAYKEOHU JOKYMEHTH M MOJIOM 3a CTPYKTypUTe Ha
OOLMHCKATa aAMUHUCTpALIUS;
6/ mnpueMaHe Ha BCHYKHM MU3XOJSAIIM JOKYMEHTH OT CTPYKTypUTe Ha OOIMHCKATa
aIMMHUCTpaLus;
B/ perucTpanys 1 pasnpejessiHe Ha NOCTbIUIUTE JOKYMEHTH;
r/ npejjaBaHe Ha JOKYMEeHTUTE 110 peIHa3HaYeHU e 32 U3II'bJIHEHUE;
Jl/ “3mpalniaHe Ha U3XOJSIIUTE JOKYMEHTH.

/2/ leriHocTTa "Peructpanus U ckaHMpaHe" o6xBalla:
a/ mpueMaHe Ha JIOKyMEHTH W PerucTpuUpaHe B CHCTeMaTa 3a PErucTpanus U KOHTPOJ Ha
NpEeNnucKu 4ype3 MNOI'bJIBaHE HAa BCUYKU PEKBU3UTH, OINpeJieJieHH B CUCTeMaTa - BHU/JI Ha
JIOKYMEHTA, KPaTKO ONMHCAaHHe Ha ChAbpPKaHUETO Ha JJOKYMeHTa B "OTHOCHO", HalpaBJ/IeHHE,
MMe U a/Ipec Ha KOPEeCIOH/IeHTa U CKaHHUPaHe;
6/ mocTtaBsiHe BbpXy CaMUsl JOKYMeHT Ha MHPopMalys ¢ HOMepa Ha JOKyMeHTa, Koja 3a
JlOCT'bII, CHET OT CUCTEMATa;
B/ MNpeHacoyBaHe Ha [OKYMEHTH, CbIJIACHO pe30JIIOLUsl, NOCTaBeHa OT CbOTBETHHUTE
JUTBXXHOCTHHU JIMLIQ;
r/ usnpaljaHe 1Mo npejHa3HayeHUe Ha peTUCTPUPAHUTE JJOKYMEHTH.
/3/ JeitHocTTa "PasMHoOxaBaHe" 00XBalla:

a/ nmpenaBaHe Ha MaTepUa/MTe MO Ja/ieHa IpenucKa 3a pa3MHOXKaBaHe;
6/ nmnpueMaHe Ha pA3MHOXKEHUTE MaTepUasid, pa3npejieieHWe U IMpeJaBaHe [0
npeJHa3HavYeHUe.

/4/ derinoctTa "KOoHTpOJ N0 cia3BaHe Ha CpoKoBeTe" oO6XBalla:

H3meHeHue Ne: 01 02 03 04 05 06 07 08 09 10

CtpaHuna:
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a/ HempeKbCHAT KOHTPOJI Ha MOJJIeXKALIUMTe 33 U3M'bJIHEHUE JOKYMEHTH OT CAYKUTEJUTE Ha
O6muHaTa;
6/ B3eMaHe Ha CBeJleHUs U JlaBaHe CIIPaBKU U MHPOpMalius 3a U3I'bJIHEHUETO Ha 3a/1aUUTE;
B/ reHepupaHe Ha OTYET Ha U3I'bJIHEHUTE 3aJa4H.

/5/ JeitHocTtTa "Tekyilo 3ana3BaHe” 06XBalla:
a/ cbxpaHsBaHe B paMKUTe Ha TeKylllaTa roJjMHa Ha CJIeJHUTe JOKYMEeHTH: 3all0Be/I1 Ha KMEeTa,
I'bJIHOMOLIHY, pellleHus], 3asBJeHUs 3a JOCThI [0 obOllecTBeHa HMHPOpMalUs; aKTOBe 3a
yCTaHOBsIBaHe Ha My6JIMYHA 06IMHCKA COOGCTBEHOCT;
6/ cucTeMaTU3MpaHe Ha NPUETUTE JOKYMEHTHU [0 HOMEHK/IATYpU;
B/ NpaBeHe Ha CIpPaBKU IO J3aJIeHU 3aBKU OT CJAYKUTEJUTE U TPAKJAHUTE, TUTYJISAPHU 10
HPENUCKHUTE;
r/ o6paboTka U mpeJaBaHe Ha JJOKYMEHTHTe 3a CbXpaHsSIBaHE B HA4ya/IOTO Ha cJeJBaliaTa

ro/ivHa B apxvBa Ha 00OI1IMHATa.

Pazaen 1V

Cb3JABAHE HA JOKYMEHTHU

Yn.14. 1./lokyMeHTHUTe TpsibBa Aa CbAbPXKAT JOCTOBEPHHU TOYHO U3JIOX)KEHHU GAKTH U IaHHH,
Jla ca MOTUBHPAHO OOOCHOBAaHHU C SICHO M TOYHO (POPMYyJIMpPAHU MNPEJJIONKEHUS], PelleHUs],
NpenopbKHU U Np., Cbo6pa3eH C HOpMAaTUBHUTE U3UCKBAHUS.

2. 3anoBefu ce yTBbp¥KAaBaT camMo OoT KmeTa, a mpyM HeroBoTo OTCBbCTBUE OT
OIpeJieJieHO CbC 3all0BeJ, JIULe 3a 3aMeCTBaHe, KAaKTO U OT JINL|a Ha KOUTO KMeThT e JleJlerupa
CBOU ITbJIHOMOILUSA B IPeABU/EHU ChC 3aKOHA CIy4YaH.

3. 3anoBeauTe ce npeaJsarar 3a nognuc Ha Kmeta cien 3ab/KATENHO ChIJIaCYBaHE C
IOPUCKOHCYJIT U pecopeH pbKoBoAuTe ] B O61IMHATA.

4. B yBoZla Ha BCsKa 3amoBe/, 3aJ’b/DKUTEJHO Ce BIMCBA MPAaBHOTO OCHOBAHHUE, Bb3
OCHOBA Ha KOETO T$ Ce M3/1aBa, KaTo Ce M0COYBa TOYHUS maparpad Wau 4jeH Ha CbOTBETHUS
HOpPMAaTHBEH aKT.

5. 3anoBesyTe Ha KMeTa ce PerucTpupaT B ejieKTpoHHaTa cuctema "APXUME/", a

OTHOCHO Ka/[pOBU BBIIPOCU CbOTBETHO B YOBEILKH PECYPCH.

H3meHeHue Ne: 01 02 03 04 05 06 07 08 09 10
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6. JloroBopuTe, M0 KOUTO o6uiMHa JIsICKOBel| e CTpaHa ce ChIJIAaCyBaT Ha BCSKa
CTpaHUIA 32 Bb3JIOXKUTEJ OT PECOPEH 3aM.-KMET, CEKpeTap UJIH AUPEKTOP Ha JUPEKIUSL.

7. loroBopuTe ce noAnucBaT oT KMeTa Ha o6LUHATA, @ P HEFOBOTO OTCHCTBUE OT
onpe/iesIEHO ChC 3aMOBe/ JIMIE 32 3aMeCTBaHe, KAaKTO U OT JIMIIAa HA KOUTO KMEThT € JieJierupalt
CBOU II'bJIHOMOLIHMS B IPeJIBU/IEHU ChC 3aKOHA CIy4YaH.

8. [loroBopuTe, 10 KOUTO 061 MHA JISCKOBeLL € CTpaHa Ce PerucTpUpaT B eJIeKTPOHHA
cucteMa ,Apxumen;”’ (perucTbp Ha JJOTOBOPHUTE).

Yn.15. [loanvcBaHeTO Ha U3XOAs1IaTa KOPECIIOH/EHIMS Ce U3BbPIIBA 10 CIeJHUS peJ:

1. U3xoag1iaTa KOpecnoHAeHIUs ce MoAnMcBa oT KMeTa, ChbOTBeTEeH 3aM.KMET, CEKpeTap WU
CbOTBETEH JUPEKTOp Ha JUPEKIHs, CbOOGpPA3HO KOMIIETEHTHOCTTa My, KaTO BTOPHST
eK3eMILJISIP Cce MOAIMCBA OT MO-HUCIIKSA 10 HepapXusi UM U3TOTBUJIHUS IOKYMEHTA.

2. U3kJIoueHUe OT TO3U peJ| ce AO0MyCKa 3a U3XOJsIa KOPeCIoHAeHIUs 0 NoA bpiKaHe Ha
ECTI'PAOH, xogTo ce moanucBa oT HadaJIHUK Ha oTaena 'PAO.

3. [Ipu oTCcbCTBUE HA TUTYJISIPA, IOKYMEHTUTE Ce MOAIMCBAT OT OMNpe/ieJieH ChC 3a0Be/] HETOB
3aMeCTHHK.

Yn.16. HsxojsdmuTe [JOKYMEHTU Ce CbCTAaBAT B TOJIKOBA €K3eMIUISIPH, KOJIKOTO ca

InoJjy4yaTtejJinTe U eANH €K3eMIJIAP IIPU CbCTABUTEJIA.

PazpenV
OPTAHU3ALHUA HA JOKYMEHTOOBOPOTA
Yn.17. Bxoadmata W U3X0oAdllaTa KOPECMOHJAEHIUS ce ToJiydaBa M 06paboTBa OT
JlesoBoAcTBaTa B lleHTbpa 3a ycayru U HHGOopMalys Ha FpakaaHuUTe.
1. CnemHaTa KOpeCHnOH/eHIIMA Ce IpeiaBa BeJHara Ha nmoJiy4yaTeJis.

2. KopecnoHzeHuysTa ce noJjiydyaBa Bcsika CyTpuH oT 11 4aca 0 12 yaca u ce npeiaBa BCEKU
JIeH cjaef 064/,
Yn1.18. 1/ /IBukeHHETO Ha OCHOBHUTE JIeJIOBOJHU ONepaldu MO BXOASAIIUTE U BBTPEIIHU
JIOKyMEHTH Ce W3BbPIIBA B CJie[lHAaTa NOCJAeJ0BATETHOCT:
1. [lony4yaBaHe Ha JJOKYMEHTUTE.

2. PeructpupaHe B cucTeMaTa 3a perucTpalys U KOHTPOJI 10 NPENUCKUTE U CKaHHUPaHe.

H3meHeHue Ne: 01 02 03 04 05 06 07 08 09 10

CtpaHuna:

Jara:




»PEJ U OPTAHU3ALIUA HA JOKYMEHTOOBOPOTA"

Bepcus: 11 Bnusae cuna: 20/03/2024 Crpanuna: 9 /14

3. PasnpenesnsiHe HA JOKYMEHTUTE
4. [IpefaBaHe Ha ,OKYMEHTUTE 3a pe30JIMpaHe.
5. BbBex/jaHe Ha pe30JIIUUTE KbM JOKYMEHTUTE B CUCTEMATA 32 perucTpanus U KOHTPOJ Ha
NpEeNUCKUTE U IpeHacoYBaHe KbM YKa3aHUs B Pe30JIIOLUATA U3IIbJIHUATE.
6. U3npanjaHe Ha JOKyMeHTHUTeE 110 IpeJjHa3HAYeHWeE 32 U3II'bJIHEHHE.
7.CHeMaHe OT OTYET Ha U3II'bJIHEHUTE 3a/ja4uH.
8. IlpenaBaHe Ha rOTOBUA LOKYMEHT Cpelly MOAIHUC.
/2/ 3asBleHUeTO/MCKAaHEeTO, Bb3 OCHOBA Ha KOETO Ce M3/jaBa ONpeJesieH JOKYMEHT, 3ae/IHO C
eK3eMILJISIP OT Hero, cjie/i IPUKJIIOUYBaHe Ha U3II'bJIHEHUETO Ce 3amna3Ba B CbOTBETHHUS OT/E.
/3/ 3a u3xoAsuia nouia BCEKU CAYKUTeJ HaJAINMCBa IJIMKA W MOM'bJBA OOpaTHaTa pas3lKMCKa,
npeJy npejilaBaHe Ha /1€JI0BOJICTBOTO.
Y1.19. /lenoBoAHUTE ONepandu MO H3XOJSLIMTE JOKYMEHTH Ce WU3BBbpPIIBAT B CJeAHaTa
nocJie;J0BAaTENHOCT:

1. Cb3paBaHe Ha OKYMEHTH.

2. llognucBaHe Ha JOKYMEHTUTE OT CbOTBETHUTE JI'bXXHOCTHH JIUILA, CbIJIACHO 41.15 oT

npoueaypara.

3. H3BexgaHe U CHEMaHe OT OTYeT, upe3 oTpa3siBaHe Ha EPKK.

4. WsnpaijaHe Ha JOKYMEHTUTE MO NpeiHa3HaYeHUE.
Y1.20. (1) JJoKyMeHTHTe, KOUTO Ca Mpenuc UM KOMHe Ha OPUTHHAJHUSA JOKYMEHT HOCST
o6o3HaueHue “[Ipenuc” unu “Konue”, mocTaBeHO B TOPHUS JISIB 'bI'bJI HA I'bpBaTa CTPAHUIIA HA
JIOKyMeHTa OT a/[MUHHUCTPAaTUBHUTE 3B€HA, KOUTO CbXpPaHABAT OPUTUHAJINTE HA IOKYMEHTHUTE.

(2) 3aBepeHo Komue Ha JOKYMEHTAa ce M3/jlaBa Ha PU3UYECKH U I0PUAUYECKH JIMIIA CaMo MPHU
nucMeHo uckaHe. 06o03HayeHHe “BsipHO ¢ opuruHajsa” ce MOCTaBs Ha BCSIKa CTPaHUILA,
OpUAPYKEHO OT JI'BXXHOCTTA Ha yA0CTOBepsIBallM, AaTa, MOAMUC, pa3iindpoBKa Ha MO/Kca
B CKOOH. YJOCTOBepsSIBAHETO Ce U3BbpILIBA OT 3BEHATa, CbXpPaHsABaALd OPUTHHAJIHUTE
JIOKyMEHTH C e4aT Ha 3BEHOTO.

(3) Konus Ha JOKyMeHTH, Ipe0CTaBsAHU MO pejia Ha “3akoHa 3a JOCT'hI [0 001ecTBEHATa
vHdopmManusa” ce U3TOTBSAT M0 YCTHO 3aUTBaHe UJIM MMCMEHO 3asiBJieHUe Oe3 3aBepka “‘BspHo

C OpI/IFI/IHaJ'Ia", OCBE€H aKO 3adABUTEJAT HAMA U3PUIHO U3UCKBAHE 3a TOBA.
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Paspaen VI

PETUCTPAIIUA HA JOKYMEHTH

Y1.21. Peructpanusita Ha IOKYMEHTHUTE Ce U3B'bPIIBA B CACTEMATA 3a PErMCTPaLUsi U KOHTPOJI
Ha NMpeNuCcKUWTe B JeHs1 Ha INoJiyyaBaHeTO UM. Bcekd BUJ [OKYMEHT MoJiyyaBa CbOTBETEH
pervcTpalMoHeH MHJEKC U KOJ, 3a AOCTbI, KOUTO Ce MOCTaBAT BbPXY JAOKYMEHTA 3aeJHO C

AaTaTa Ha perucTpanmnd.

Pa3aen VII

OPTAHU3ALIAA HA JIEJIOBOJHATA JEHHOCT, CBBP3AHA C KOHTPOJIA 10 CIIA3BAHE
HA CPOKOBETE

Yn.22. /1/ KoHTposbT MO HU3N'bJHEHHWE Ha 33aJJauuTe MO0 CbLIECTBO Ce H3BBpPIIBA OT
PBKOBOJUTEJISA, pe30J1paJl JOKyMeHTa U JUPEKTOPUTE Ha JUPEKL M.

/2/ KoHTpoJ1 1o cna3BaHe Ha CPOKOBETe 110 3asiBJIEHUS, NCKaHUA Ha TPaXXJaHUTe Cce U3BbPIIBA
OT 3aM.-KMeTOBe, CEKpeTap, JUPEKTOPUTE Ha JUPEKLMU U HAYaJIHUK OT/eH.

Yn.23. Ha KOHTpOJI IoJ/1exKaT BCUYKH JOKYMEHTH, PErUCTPUPAHHU B CUCTEMATA 3a perucTpanms
Y KOHTPOJI 10 IPENUCKUTE, KAaTO CPOKOBETE 3a U3I'bJIHEHME HA JJOKYMEHTHUTeE Ce onpejesis OT

BHU4d HAa CaMHUAd JOKYMEHT — IIpeAMET Ha U3ITI'bJIHEHHE UJIN C pE€30JII0LHA.

Pa3zaen VIII

PETUCTPALIMA, KOHTPOJI W OTYET HA MU3IN'BJHEHUETO HA PEHIEHHUATA HA
OBIIMHCKH CBBET JIACKOBEL,

Yn.24. /1/ KmeTsT npesaBa peuleHusTa Ha O61MHCKMA cbBeT Ha CekpeTaps Ha 001IMHATAa 3a
nperJiesi 4 pasnpe/eisiHe 3a U3I'bJIHEHHE.

/2/ CexpeTapsT Haco4yBa 3a U3I'bJIHEHHE pellleHUsITa Ha BHUMAaHUETO Ha CbOTBETHUTE 3aM.-
KMETOBE, IUPEKTOPHU Ha AUPEKIMU U H-K OTAEH.

Yn.25. PerucrpanusTa, pe30JMpaHeTO U JBUKEHUETO HA pPeLIeHUSITA KbM U3I'bJIHUTETUTE

CTaBa 10 peZia Ha Y. 6 OT HacTosiL[aTa Mpoueaypa.
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Y1.26.KOHTPON'BT IO U3MI'bJIHEHUETO HAa pelleHUsATa Ce OChbLIeCTBABA IO pejAa Ha 4.7 OT

HacTodAllaTa rpoueaypa.

Paspaen IX

OPTAHU3ALIHNA HA TEKCTOOBPABOTBAHE, KOIITMPAHETO U PABMHOXABAHETO HA
JOKYMEHTHUTE

Y1.27. TekcTo-06paboTBaHETO HA JJOKYMEHTAa Cce U3BbPIIBA OT CbCTaBUTeEJs My. KonupaHeTo
Y pa3MHO>KaBaHeTO Ha MaTepUaJIMTe Ce U3BbpLIBA Ha ONpe/iesieHd paboTHU MecCTa.

Y1.28. Bcuyku MaTepuasv, HallMCaHU A0 BUCLIECTOSALIM OpPraHM3alMM, pPbKOBOJWUTEJM Ha
bupMU U yupexeHus ce NUIIAT Ha 0QUIMATHU OJIaHKH.

Y1.29. Ha BCMYKM HanKWCaHW HAa MallMHA WX KOMIKOTBHP JOKYMEHTH B JIOJHHUA JIAB bI'bJ HA
nocJjeaHaTa CTpaHUIA, Ce U3NMUCBAT COOCTBEHOTO U (PaMUIHO MMe Ha CJAYKUTeJs], KOUTO e

HN3TOTBUJ JOKYMEHTAa, HeroBaTa AJI'b>KHOCT U OT/AEJI.

Pazaen X

TEKYII0 CbXPAHABAHE

Y1.30. Tekyiio cbXpaHeHHe Ha JOKYMEHTHTE B TeYeHHE Ha /IeJIOBOAHATA ToJJlMHA Ce U3B'bPIIBA
B /1€JIOBO/ICTBOTO U CbOTBETHHUTE JIUPEKLIUU U OTIEJIH.

Y1.31. CuctemaTusayusiTa Ha JJOKYMEHTHUTE Ce HM3BbpPIIBA B CbOTBETCTBUE C YTBbpJEHATA
HOMEHKJIaTypa B MankKH, KaTo:

1. OdopMsaHeTO Ha JejiaTa 3amoyBa OT MOMEHTA Ha TSAXHOTO o6pa3yBaHe M 3aBbpliBa
HEINoCpeICTBEHO CJieJ, IPUKJIYBaHE HA TEKYLOTO UM ChXpPaHEHHE.

2.0KkoH4YaTeJHOTO 0pOpMsIHE Ha JieslaTa 3a MOCTOSIHHO ChXpaHEHHE BKJIIOYBA: HAMKCBAHETO
3arJlaBMeTO Ha KOpULATa Ha JiejlaTa, HOMepHUpaHe Ha JIMCTOBeTe U ChCTaBsHE 3aBepUTEJIeH
HaJIuC.

Y1.32. Cnes npuk/IOYBaHe Ha FoJIMHAaTA HAaM-KbCHO [0 M. IOHM Ha cje/BallaTa roJUHa ce
npejaBaT 3a CbXpaHeHHE B apx1Ba Ha 0OL[MHATA.

Y1.33. He ce paspeliaBa u3BaX/1aHETO HA IOKYMEHTH OT JleJ1aTa 32 0JI3BaHe U3B'bH 00LIMHATA.

B W3KJIIOYMTENIHU c/y4yad, HAallpuMep 3a CbAeOHO C/leJCTBEHHWTe OPraHM, C paspelleHHe Ha
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KMmeTa Mmorat Jia Ceé B3eMaT 3a oIlpeaeJsieH CPOK, KaTO KOIIKWe OT JOKYMEHTA C€ OCTAaBH B MMAIIKATa
3d€eJHO C IMCMOTO B'’b3 OCHOBA, HA KO€TO € U3WMCKAH JOKYMEHTaA. CJIeA IMMOJI3BBAHETO, OPUTHUHAJI'BT

3aBbJIXKUTEJ/IHO Ce BPbIllad B J€JIOTO.

Pa3zaen XI

CbXPAHABAHE HA IOKYMEHTUTE B APXUBA HA OBIIIUHATA

Y1.34. CbxpaHsIBAaHETO Ha JOKYMEHTHUTE B apXUBa Ha oOLMHATA CTaBa 1o peja oT Hape6a 3a
peJZia 3a opraHM3npaHeTo, 06paboTBAHETO, EKCIIEPTU3aTa, CbXPaHsABAHETO U U3I0JI3BAHETO Ha
JIOKYMEHTUTE B YUPEXKJEHCKUTE apXWBU Ha JbpPKAaBHUTE WU OOIIMHCKUTE HHCTUTYLUHUU U

cbriacHo ,HoMeHKaTypa Ha JiesiaTa ¥ CPOKOBETE 3a TAXHOTO ChbXpaHeHHe".

Pa3aen XII

OPTAHU3ALIMOHHO - TEXHUYECKHU CPE/ICTBA

Yn.35.1lpu peructpupaHe Ha [JOKYMEHTUTE U OCBILECTBSIBaHe Ha JeMHOCTTA CBbp3aHa C
KOHTpOJIa Ce U3M0JI3BaT:

1. KomnioTpu c neyaTauiy yCTPOKUCTBA, CbC CbOTBETHUTE NPOTPAaMHU NPOAYKTH;

2. MyaTUPYHKIMOHAJIHUA YCTPOUCTBA;

3. CkeHepuy;

4. KapToTeuHu mkadoBe;

5. Pa3aMHOXHTe/IHA TEXHUKA;

6. ApXI/IBOXpaHI/IJII/ILLIa CbC CTeJIa*KK U Me€TaJIHU I.LIKaq)OBe.

Pa3zaen XIII

U3IM0JI3BAHE U CbXPAHEHUE HA IIEYATUTE

Yn.39. /1/ lleyatute Ha O6GUIMHATA Ce BOAAT HA OTYET B ClelMa/IHA KHUTA, KOSITO Ce BOJU
HaJJIeXXHO B oThesn ,OpraHuM3allMOHHO, MaTepHaHO-TEXHUYECKO U HHPOpPMALHOHHO
ocurypsiBaHe”.

/2/ 3a HaJU4YMUeTO, CbXpPAaHEHUETO M H3MO0JI3BAaHETO Ha IMeyaTUTe OTroBapsl MEePCOHATHO

JUTBXXHOCTHOTO JIUIle, KOETO ' € MOJIYYUJIO0 CPely HOMUC.
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Y1.40. /1/ leyaTbT Ha obuKHA JIICKOBel| ce MOCTaBsA CaMO Ha JIOKYMEHTH, MOAIHNCAHU OT
Kmet, 3amecTHUuK-KMeTOBe M Cekperap Ha O6wuHa JIsgckoBel, KaKTO U OT CJOYXUTEIU
yI'bJIHOMOUIEHH Jia U3N'bJHABAT QYHKIUU Ha JTBXXHOCTHO JIMLE M0 FPaXKAAHCKO ChCTOSIHUE.
[leyaTbT ce mocTaBsi BbPXY YacT OT JJI'BXXHOCTTA HAa MOJNUCBALUA U YaCT OT HETOBUSA MOAIIHC.
3abpaHsBa ce mo/jne4yaTBaHETO Ha JOKYMEHT 6€e3 MO/ MUC.

/2/ Ha nopamnedaTBaHe MOAJIEXaT BCUYKH e€K3eMIUIIpH, 0pOpMEHH Ha XapTHEeH HOCHUTeJ,
BKJIDYMTEJIHO OCTABAaLUTE Ha CbXpPaHEHHUE B CTPYKTYPHHUTE 3BEHA.

Y1.41. 3a6paHeHO e M3HACSAHETO Ha MeyaTUTe U3BBbH CTPYKTYPHHUTE 3BEeHA, B KOHUTO Te Ce
M3M0JI3BAaT U CbXPAHABAT, KAKTO U MPEJOCTaBAHETO UM 3a MOJI3BaHe Ha JAPYTH JWILA, OCBEH
OTpa3eHuTe B KHUraTa.

Yn.42. U3ne3nute oT ynorpeba neyaTu ce YHUI0KABAT M0 HOPMAaTUBHUSA peJi OT KOMHUCUSA

omnpejeJsieHa CbC 3alioBe Ha KMeTa.

7. IlpnnoxeHusn
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