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BbeTpemnu npasuiia 3a
JOKYMEHTALIMOHHATA U JI€JI0BO/IHA AEUHOCT
1 000pOTa Ha €JIEKTPOHHU JOKYMEHTH U
JOKYMEHTH Ha XapTHEH HOCUTEI B OOLIMHA
Tebpauua.



JATI

OBILU ITPABUIJIA 3A IOKYMEHTOOBOPOT

OO01H noI0KEeHUA

Un. 1. To3u asan ypexkaa pena 3a OChLIECTBsIBaHE HAa JOKyMEHTallMOHHATa U
IEJIOBOAHATA AEWHOCTH B OOLIMHCKATa aIMUHUCTPALIUS U LIEIH OCUTYPABAHETO
Ha:

1. Bucoka eeKTHBHOCT, €IMHHA OpPraHU3alis U ONIEPaTHBHOCT Ha
yTpaBleHCKaTa U JOKyMEHTallMOHHATA U JEeHHOCT;

2. BHCOKO Ka4eCcTBO Ha CbCTaBsHETO Ha JOKYMEHTHTE;

3. YauduuupaHo crcrapste, opopMmsiHe U 00paboTBaHe Ha TOKYMEHTHTE;

4. BzauMHa Bpb3Ka M B3aMMO3aBUCHMOCT MEXIY JOKYMEHTHTE, CBBP3aHH C
OIpe/ieNIeHH YIIPaBICHCKH WJIH CTONAHCKHU IIPOLIECH;

5. Bucoka uHTerpauys 1 aBToMaTu3alks Ha HHQOPMALlHOHHHUTE MTPOLIECH;
6. Knacudukanus 1 cuicreMaTH3alys Ha BXOAALIATa U U3XO1IaTa
KOPECIOH/ICHLIUS;

7. EpexTuBHOCT Ha HH()OPMaLMOHHO-CIIPaBOYHATA IEHHOCT;

8. EexTHBeH TeKyIll KOHTPOJI 110 U3I'BJIHEHUETO Ha PEIICHUTA U
3a/1a4yuTe.

Ui 2. BeTpeliHuTe npaBuiia He ca Mpuiarar 3a paborara ¢ JOKYMEHTUTE U
UH(pOpPMALIUATA C IOBEPUTEJIEH XapaKTep.

Un. 3. UsnenHeHueTo Ha pa3nopenduTe Ha T€3U MPaBHIA € 3aIbDKUTEITHO
3a BCHUYKH JUIBKHOCTHH JIMIIA B OOLIMHCKATa aIMAHUCTPAIHS.

Y. 4. PEKOBOACTBOTO M KOHTPOJIA MO 0GOPMAHETO Ha MOKYMEHTHUTE H
OpraHu3alusTa Ha paboTa ¢ JOKyMEHTHUTE ce ochllecTBsiBa oT Cekperaps Ha
OOwumHuara, 3asexaamuar "JlenoBoactso" BB @poHT oduca/OLIYUI/ u
CityxuTensaT OTTOBOPEH 3a paboTa ¢ xanouTe, MPeaoKEeHUITa Ha IPaXKIaHUTE U
aocteia 10 odmecrseHara uHdopmarus mo 3JJON.

Y. 5. [lox nOKyMeHTH B HHCTPYKLUATA C€ pa3Oupar:

1. HopMaTUBHHY aKTOBE H OPYTH PHKOBOJHH JIOKYMEHTH Ha BHCIIECTOSIIN
OpraHy ¥ OpraHM3alliy -yKa3H, IOCTaHOBIIEHUS, pa3nopeKIaHus, HapeaoHu,
pelleHNs], HHCTPYKLMH U JAPYTH;

2. OpranuM3allMOHHO - pa3NoOpeIUTEeNHH TOKyMeHTH - Hapenbu u pemenus



Ha OOLIMHCKHUSA CHBET, NPOrpaMy, 3all0BEIM M YKA3aHHUS;

3. CnpaBo4HO - HHPOPMALMOHHHU JOKYMEHTH - JOKJIaH, HHPOPMaliH,
OTYETH, TPOTOKOJIH, IUCMa U CIIPaBKH;

4. JIOKyMEHTH 32 U3BBPIICHH WM HU3BBPIIBALLH CE CIEJIKH -
WHBECTHUIIHOHHY IIPOEKTH, IOFOBOPH, aKTOBE 32 COOCTBEHOCT, TPHIKHA
JOKYMEHTALIUA;

5. OO u moApoOHH YCTPOHCTBEHH IUTAHOBE M KaJIaCTPAITHU PETHCTPH;

6. IIpeioxKeH s, CUrHaNK, JXalO0M U HCKaHUS Ha IOPUIMIECKH H QH3HYECKH
THLIa;

7. Mon6u ¥ 3asBIEHUS 32 afIMAHUCTPATHBHH YCIIyTH;

8. Kputuunu myOnuKkayy B cpecTBaTa 3a MacOBO OCBEIOMSBAHE U
0611eCTBEHO-3HAYHMH TIPE/IIOKEHHS;

9. JloxymMeHTH OT 00LI XapakKTep - MHCMa, Tejierpam, GakcoBe H
€JIEKTPOHHHU CHOOLICHHS.

10. 3asBnenus 3a gocTh N0 HH(OpMAIs 110 3aKOHA 3a HOCTHII 10
o0mecTBeHa HHGOpMAIHs.
11. 3asBiieHus O pena Ha 3aKOHA 3a 3alllMTa HA JUYHUTE JaHHH.

12..TokyMeHTH IOCTBIWIHM 110 pesia Ha 3EY. EneKTpoHHM JOKYMEHTH.

Y. 6. JlokyMeHTaLlMOHHATA JEHHOCT € KOMILIEKC OT TEXHHUYECKH U
TEXHOJIOTHYHH ONEpalluy 0 PETHCTPHPAHETO B paboTara ¢ JOKYMEHTHTE B
Ipoleca Ha OCBLIECTBABAHE HA YIIPAaBICHCKUTE B 00CITy)KBaIlK QYHKIIMH Ha
obmmHcKaTa aaMuHUCTparrs. Ts o6XBala J0KyMEHTaTHUTE IPOLECH B IIBJIHUS
UM OUKBJI OT Ch3AaBAHETO HIIM I10JIy4aBaHETO Ha IOKYMEHTHUTE, TIXHOTO
oopMsiHE U pelaKTHpaHe, pa3sMHOXKaBaHe, PETHCTPUPaHe, KIacHHIIpaHe,
TNpeJiaBaHe U HeOOXOMMHS CPOKOB KOHTPOJI BEPXY M3IMBLIHEHHETO Ha 3a1auuTe,
KaKTO U TeKYLIOTO H apXHUBHO CbXPaHEHHE Ha IOKYMEHTHTE, BKJIIOYMHTETHO
€JIEKTPOHEH apXHB..

. 7. HeoGxoquMuTe OpraHM3alHOHHO-TEXHHYECKH CPEICTBA 3a
OpraHMW3MpaHe H OCBHIIECTBABAHE HA IOKYMEHTAIlMOHHATA JEHHOCT Ce OTpe/IeIsaT
B 32BUCHMOCT OT M3I10J13BaHAaTa TEXHOJIOTHS - PbYHA, aBTOMATH3HPaHa WA
ChY€TaBaHE Ha /IBETE TEXHOJIOTHH.

Yn. 8. IIpu HamyckaHe Ha CIIY>KHUTENH, Ha KOUTO € Bb3IOKEHO 112
ChbXpaHABaT JOKYMEHTH, PeIaBaHeTO Ha ChUIMTE Ha IPYIO JIbKHOCTHO JIHIIE ce
M3BBPIIBA C IPUEMO-TIPEIaBaTeNeH MPOTOKOI.

Y. 9. M3non3BaHeTo Ha TOKYMEHTH U CiykeOHa HH(OpMaIHs 3a
MyOMNUKalLKK B CPENCTBATA 33 MACOBO OCBEJOMSABAHE M 3a APYTH IMyGIMYHHM LeNH

Ce JiomycKa caMo ¢ paspelieHre Ha KmeTa Ha oOImuHaTa 1 ChIIacyBaHe ChbC
Cekperaps Ha oOmMHATA.



OcCHOBHH IIpaBHJIa 3a ChCTaBsIHE U OOPMSIHE Ha JOKYMEHTHTE

. 10. CecraBsHeTO Ha IOKYMEHTHTE € IIPOLEC, IIPH KOWTO Ce ONpeens
CBIbPIKAHHETO Ha IOKYMEHTHUTE. TeKCThT Ha JOKyMEeHTHTe ce (opMHUpa NpH
criasBaHe Ha CrelH(UYHHTE H3HCKBAHHUS 32 CHCTABSHETO MY, IPAMATHYECKHUTE
npaBuiIa Ha OBJIrapCKus €3uK M 0OILIMTE NpaBUiIa Ha aJIMHHHCTPATHBHO-
YUYPEXIEHCKHS CTHJI M yIpaBlIeHCKaTa KyJITypa.

Y. 11. Ipu cbeTaBsAHETO Ha IOKyMEHTHTE HE Ce AOMyCKa pa3KhCBaHe Ha
a03all, ype3 MpeHacsHe Ha YacT OT TeKCTa Ha ab3ala Ha clieBalla CTPaHHIa, KaKTo
¥ HaIMYKME Ha 3arjilaBue B Kpas Ha CTpaHHIaTa, 0e3 KbM HEro Ja ca HalluCaH! [OHe
JiBa pe/ia, 3a 1a He Ce HapylllaBa JIoOrH4ecKaTa Bpb3Ka MeX/1y 3arjlaBHETO M TEKCTa.

. 12. (1) OdopmsaHETO HAa JOKYMEHTHTE € TEXHHYECKA JAEHHOCT, KOATO Ce
OCBLIECTBsIBA B CbOTBETCTBHE C JIEHCTBALIUTE OBITapCKH CTAHIAPTH.

(2) MoxymenTuTe ce 0OpPMAT B 3aBUCHMOCT OT TEXHHUS BHJI U
NpeaHasHauYeHHE -3alI0BE/IM, PELIeHH s, YKa3aHHsl, JOKJIa/I1, IPOrpaMH,
HH(OpPMaLKs, OTIETH, IPOTOKOJH, CITy)KeOHH IIHCMa, CIIMCHIM, ONUCH, CIIPABKH H
ApYTH.

(3) OdopmsiHeTO Ha APYTH BHIOBE IOKYMEHTH CE pErjiaMeHTHpa ChC
CIELHAIHH pa3nopeadu.

Y. 13. BeTpemsuTe yCTpOHCTBEHH U periiaMeHTHPALIH IOKYMEHTH Ce
yTBBp)KaaBat oT Kmera Ha OOnmHara.

Y. 14. (1) KbM npezicTaBeHHTE 3a MOANMKC JOKYMEHTH, UTHKHOCTHOTO JIHIIE -
ChCTaBHJIO IOKYMEHTA, MpHUJiara U ChbIIPOBOXKAAIIH JOKYMEHTH /aKo UMa TaKuBa/,
IO MOBOJ HA KOUTO € CbCTaBeH OCHOBHHS JIOKYMEHT.

(2) IlpoexTr 3a 3an0BeaU U MPETOXKEHHs Ce peacTaBaT Ha KmeTa Ha
ObmuHara ¢ 06sCHUTEIHA 3aMHCKa, B KOSTO Ce apryMEHTHPa HeoOX0IMMOCTTA OT
ChCTaBAHETO HM.

(3) Korato koM OCHOBHHSI IOKYMEHT He Ca MPUI0KEHH CHIPOBOXKIAIIH
AOKYMEHTH H apryMEHTallHH, Ha BTOPHs €K3eMILIAP HAa OCHOBHHUSA JOKYMEHT - IIpe/
JUIb)KHOCTTA, HMETO U IOJINKCA Ha ChIVIACyBaJIUTE TOKYMEHTA JUTHKHOCTHH JIUIIA,
KBbM peKkBu3uTa "M3roTBHa" ce MoCTaBsT IBKHOCTTA, HMETO U MOJIHCA Ha
IUTbXXHOCTHOTO JIMIIE, ChbCTABHJIO JIOKYMEHTA.

(4) Ilpencrasenute 3a noanuc ot Kmera va OGmuHaTa 10KYMEHTH ce
CBIUIaCyBaT 3aBJDKUTEIIHO C NPEKHsI PECOPEH PBKOBOIUTEN /U IOPHCKOHCYJITA Ha
obmuna TeepaMLa, a KOraTo KacasT pa3xoiBaHe Ha (pHHAHCOBH CPEICTBA H C
rIaBHUS cyeToBoauTel. ChIylacyBaHETO Ha MPEACTABEHUTE JOKYMEHTH Ce
M3BBPIIBA C [10/1araHeTo Ha MOANKMCH Ha CBITIACYBALIUTE UTbKHOCTHH JIMIA BBPXY
BTOPHS €K3EMILUIAP Ha JOKYMEHTA.

(5) Ilpu odopmrenneTo Ha ToKyMeHTa 1a ce ChOIK0/1aBa MPaBUIIOTO -



MOAMMMCHUTE Ha JTBXHOCTHHTE JIMIA [1a C€ pa3lojaraT BbB BTOpaTa JisiBa I0JOBHHA
Ha cTpanuiara mpudt TakiMc Hro poman Ne8 u 1o pefa Ha MACTOTO, KOETO 3aeMart
B ciyeOHara iepapxusi.

(6) INoanuchT BbPXY JOKYMEHTA CE€ ChCTOM OT HAUMEHOBAaHHUETO Ha
JUTb)KHOCTTA Ha MOAMHMCBAIIKs, HEMOBUs JIMYEH MOANKC U paslIH(ppOBKaTa Ha
JIMYHHMS TTOIIAC /B CKOOHM Ce M3MKMCBAT JINYHOTO UME ¥ haMUITUSTa/.

Q. 135. (1) OpuruHanHuTe U3XOMAMIIM JOKYMEHTH CE€ ChCTABAT H 0QOPMAT Ha
OaHKa, KOATO ChAbpsKa repda M UMETO Ha OOINMHATA, KAKTO U JaHHHU 3a
KOPECIIOHICHIIUS U KOHTAKTH - MOLIEHCKH KOJl, aIMUHHCTPATHBEH afipec,
Tenedonu, Gakc u enexTpoHeH aapec./Cuen cepruduuupane no ISO 9001:2000 na
Ce M3MKCBa 3HaKa 3a cepTuduumpane/.

(2) UsxopsamuTre 1OKyMeHTH HocAT noanuca Ha Kmera Ha O6muHara.
EIMHCTBEHO U3KIIIOYEHME CE JIOMYCKa 3a CIELUAHH CIyYau, B KOUTO TOH
A€Jerupa TaKWBa MPaBOMOILKS U Ha JIPYTH [UThKHOCTHH JIMLIA OT PHKOBOJACTBOTO
Ha O0KHAaTa, KaTo NpH IOANKMCBAaHETO MpeI MIOIKCA Ce TI0CTaBs FPaMaTHYeCKH
3HaK ‘‘3ameras’.

(3) UsxopsmmTe NOKyMEHTH, H3IIPaTeHH B OTTOBOP Ha Beve oOpasyBaHa
TIPEMHCKa Ce U3BEKAAT KbM PErHCTPAllMOHHMS HHIEKC Ha 00pa3yBaHaTa IpenucKa
C [laTaTa Ha U3BEXKIaHe.

Yn. 16. JlTokyMeHTHTE, KOUTO ca IIPEHC WIH KOIKE HAa OPUTHHAIHMS _
JIOKYMEHT HOCST 0603HavenueTo "TIpemuc" wim "Komnue", moctaBeHO B rOpHUS JIIB
BbI'bJl HA TbpBaTa CTPaHHUIA Ha NoOKyMeHTa. O0o3Ha4deHuero "BspHo ¢ opurunana”
Ce MOCTaBs /KOraTo ToBa € He0OXOANMO/ Ha BCsKA CTPaHHIIA Ha JOKYMEHTa,
NPHIPYKEHO C nara, MOAIKC ¥ [1eYaT Ha yJOCTOBEPSBAIIKs, a Ha IIOC/IEAHATA
CTpaHHIa MOAKCHT J1a € IPHUPYKEH OT ATBKHOCTTA H KMEHAaTa /COOCTBEHO U
(bamuHO/ Ha yOCTOBEpSBALIHSI.

. 17 (1) 3aBepeH npenuc oT JOKYMEHT Ce H3/1aBa Ha BHHIIHM IOPUIMYECKH
¥ QU3MYECKH JIHLA, CAMO CJIe]] IHCMEHO HCKAHE H B ChOTBETCTBHE ChC 3aKOHA.

(2) 3asepsasanemo Ha npenucu om dokymenmu ce u3sbLPUBA NO
KOMNEMEHMHOCM OM OUPEeKmopume Ha OUPEKYuY, HaYanHuyume Ha OMoOenu uli
OMm YNbIHOMOWEHU OpPY2U ONbHCHOCHHU TUYA.

(3) BeprocTTa Ha nmpemnuca ¢ OpUTHHANA Ce Y0CTOBEPSIBA C MOAINC Ha
AJTBXHOCTHOTO JIMILIE, KOETO ChbXpaHABAa OPUTHHAIHHS JOKYMEHT.

(4) Konus 1 npenycH oT JOKyMEHTH 110 pefia ¥ YCJIOBHATA Ha 3aKoHa 3a
JIOCTBII 110 OOlIecTBeHa MHPOPMAaLKs ce PeoCTaBAT 6e3 3aBepka "BspHo ¢
opuruHana" u "Bspuo".

Y. 18. 3a moBepHUTEHHTE JOKYMEHTH, B TOPHHS JeCeH BI'bI HA II’epBara
CTpaHHLIa CE 3allCBa CTENICHTA HA IIOBEPUTEIHOCT - CTPOIrO CEKPETHO HIIH
CEKpPETHO. Korato JOKYMEHTHT UIIH MaTCpHalIbT Tp51613a Jda c€ moJiyvat JIM49HO, 110
OTpa3eHaTa CTEIECH Ha MOBEPHUTEIHOCT ce BIucBa "JIuyHo".

. 19. PasmMHOXaBaHeTO Ha JOKYMEHTH Ce U3BbPINBA OT ONPEIEEHOTO



ATBKHOCTHO JIMLIE IIPH Cria3BaHe pasnopenbure Ha 33K u 33J1]1.

Y. 20. (1) ITeyature ce chbxpaHABaT U MON3BAT CpelLy MOAIMKC OT
JUTBXXHOCTHH JIMLIA.

(2) euatute ce BOIAT Ha OTYET B CTELMATHA KHHUra, KOSTO Ce oAAbPIKA H
ChbXpaHsiBa NpH 3aBex1allus AeJI0BOACTBO Ha OBumHAaTA.

(3) IlopneuaTsar ce camo KOKyMeHTH, noanucanu oT Kmera Ha O6mmHaTa u

"WIEHOBETe Ha OOLIMHCKATA a/IMHHHCTPAIIKS, KOHTO HMAT TaKHBa JeJIerHpaHy
IIPaBOMOIIIHUA.

Opranusauus Ha 1eJ0BOAHATA JeHHOCT.

Yn. 21. (1) JenoBoanara neiiHocT B obMHCKaTa aJIMMHUCTPALIUSA €
CJICMEHT Ha IOKyMEHTAllMOHHATa AeHHOCT U 00XBallla OChIIECTBABAHETO HA
CIICOHHUTE OCHOBHH JEHCTBUS:

1. IIbpBOHavaHa fAenoBoaHa 06paboTka

2. PerucTpanus Ha JaHHH OT PE30JTIOLHH

3. Kpaiina /oxonuarenna/ nenoBoana o6paborka

(2) 3a nenoBoaHaTa IEHHOCT M0 OTHOILIEHHE Ha 0OIATA KOPECIIOH ICHLINSA
C€ MpHJlara ICHTPAIK3HPpaHa e/10BoaHa cucteMa. IIpu nenrpanmusupanara
AACOBOJIHA CHCTEMA IOKYMEHTAIHUTE NIPOLIECH Ca ChCPEIOTOYEHH Ha €IHO MSCTO,
KOETO Ch3/1aBa NPEeNIOCTaBKH 32 HATHYHE HAa ONTHMaleH JOKYMEHTO000pOT 1
OCBODOJaBa CTPYKTYPHHUTE 3BeHa OT H3BHPIIBAHETO HA PYTHHHH JEJI0BOJIHH
OIEpalHH.

(3) Benuku niucMenn MoniGu 1 3asBiieHns Ha GU3HYECKH FOPHANYECKH
/ML 32 aIMHHHCTPaTHBHH YCITYTH, H3BBPLIBAHH OT OOLIMHCKATA 8 MUHHCTPALHs
C€ ICTIO3UPAT H PEerHCTPUpaT BbB MPOHT O(uca WM OCTHIIBAT 110 €1EKTPOHEH
BT IMPEKTHO B €JIGKTPOHHOTO IEI0BOACTBO Ha IENIOBO/IHA CHCTEMa AKCTBP..

n. 22. TIspBoHavanHaTa JenoBoaHa o6paboTka Ha BXOJSIIIHTE,
H3XOMALINTE U BbTPEIIHUTE PbKOBOIHHU JA0KYMEHTH CE OCHLIECTBIABA OT
JUTbIKHOCTHHTE JIHIA B IEJIOBO/IHATA CITy)kOa ¥ BKIIIOUBA CIIEJHUTE OTEpaLHH:

1. TIpuemane Ha TOKyMeHTH

2. IIpoBepka Ha JIOKYMEHTHTE

3. Peructpupane u KiacuuLUupane Ha JOKYMEHTHTE

4. Pasnpezienenue u npenaBade Ha JOKYMEHTHTE 1O KOMIIETEHTHOCT U
HalpaBJIeHHs

Y. 23. (1) Ilpu npuemaneto u npoBepkara Ha JNOKYMEHTHTE Ce YCTaHOBSBA
[IPaBHJIHOCTTA HA aJlpECHPAHETO H CHCTABIHETO UM, KAaKTO M HAIMYHOCTTA HA

t]



OINMCAHMTE CHIPOBOX/IAIIN JOKYMEHTH H MpUIOKeHHsA. Korato TOKyMeHTBT ce
BHAcs OT QU3UUYECKO JIKIIE, TOM TpsIOBa /1a € OT HEroBO MMe WM /1a €
YIBJIHOMOLIEHO JIULE, CIeM KaTo H3PUYHO € U3IHCaH HOMepa Ha ITBIHOMOIIHOTO U
JIMIETO W3BBPILUIO 3aBEpKaTa U Ce MPeJICTaBH OPUTHHA Ha II'BITHOMOIIHOTO.
CaMONIMYHOCTTa Ha BHOCHTENIS 3aIbJIDKUTEIHO CE YCTaHOBSBA C BAJIM/IEH JOKYMEHT
3a CaMOJIMYHOCT.

(2) Kopecnondenyusma u cbnpogoxcoaugume 0OKYMeHmMu, Heobxooumu 3a
uzebpUIBaHe HA dadeHa yciyeaa, ce 3anaseam 6 basama 0aHHU Ha
A8MOMAMU3UPAHAMA 0eN0600HA CUCTEMA 8 eNeKIMPOHEH BUO.

(3) TTorperiHo NOCTaBeHaTa KOPECIIOHACHIHS - TPEeHa3HauYeHa 3a ApYyT
HoJTydaTel], ce Bpbllla HepasleyaTaHa Ha ajpecara.

(4) TToumeHHO aJpecHpaHaTa KOPECIIOHACHIIHS Ce IIpe/iaBa Ha ajipecara
HepasreyaTaHa 4 0e3 [1a ce perucTpupa.

Y. 24. (1) Perrctpripaneto Ha TOKyMEHTHTE cTaBa ¢ (JopMHUpaHe Ha 3alic
B aBTOMaTH3UpaHaTa JeJI0BO/IHA CHUCTEMA H ¢ TyOIMpaHo MOMIbJIBaHe Ha
PETHCTPAlHOHHO - KOHTPOJIHA KapTa 3a BCEKH TOKYMEHT.

(2) He nojuiear Ha pericTpalys B [eI0BOIHATA CIIyKOa IbPBUYHHUTE
JIOKYMEHTH Ha CUYETOBOJIHATa, MaTepHAIHATA M CTATHCTHYECKaTa OTYETHOCT,
[IMCMAaTa-MIOKaH!, MO3IpaBUTETHUTE IMCMA U JIMYHATA KOPECIIOHICHLIUS.

(3) ®UHAHCOBO - CYETOBOJHUTE U CTATUCTUYECKHTE IOKyMEHTH /C
H3KII0OYEHHE Ha IPUIpPYKaBaIIUTe ' MUCMa/ ce BOJAT Ha OT/AEJIEH OTYET IPH
cra3sBaHe Ha ChbOTBETHUTE HOPMaTHBHU W3HCKBaHUS.

(4) JloroBopHTE 33 MOPHYKH U CHENKH C IOPHIMYECKH ¥ QU3UYECKH JIHLA U
rpakIaHCKUTE JOTOBOPH CE€ 3aBeX/aT B CIELHMaICH PETUCTPAllHOHEH HEBHUK H Ce
ChXpaHABAT B IOCUETA, 3a€HO ¢ BCHYKH NPHHAICIKAIA JOKYMEHTH OT
YITBJIHOMOIIEHO JUTHXHOCTHO JHIe OT Jlupexius o0lia aIMUHHCTpaLyst
"MHUHAHCOBO CTOMNAHCKO 00cmyxBaHe". OpUrUHAIUTE OT BCHYKH JOTOBOPH CE€
ChXpaHsBAT B IEJIOBOJICTBOTO, OTAEN “amuoyc’.

(5) loroBopwuTe 3a OTAaBaHe [10J HaeM Ha OOIIMHCKH MMO3EMJICH U CTPafeH
dbomnn, 3a mpogaxkOa Ha HEABUKUMH UMOTH H IbJArOTPaiHH MaTepUATHU aKTUBH CE
3aBeXKJaT B CIIELIHATHHA PETUCTPALIMOHHY JIHEBHHUIIM U C€ ChbXPaHsIBaT OT
YITBJIHOMOILEHH [UTHKHOCTHH JIMLA B 3BeHO-"00MUHCKaTa COOCTBEHOCT" .

(6) [JoroBopuTe 32 MHBECTHPAHE HA IIPOEKTH U CAMHTE MPOESKTH Ce 3aBexkKaaT
B CIIEIHaJIeH PETHCTPALIMOHEH JTHEBHUK U CE€ ChbXPaHABAT OT YII'BJIHOMOILIEHO
JUThKHOCTHO jure B otaen -"AIITMOYC".

(7) Komust oT moroBopuTe o an.4 u ai.5 ce npefocTaBaT Ha I maBHUSA
CUETOBOJIMTEN, a KOTHS OT IOTOBOPHTE IO all.5 ce NPeoCTaBsAT U Ha KMETOBETE Ha
KMETCTBATa WM KMETCKHTE HAMECTHHLIM Ha HACEJICHUTE MECTa, B YHATO
TEPUTOPHs C€ HaMHpa CHOTBETHHS MO3EMJIEH HJIH CrpajieH GpoHu.

(8) 3anoBemuTe Ha KmeTta Ha O0muMHAaTa ce pETHCTPHUPAT U ChbXPaHsBaT IIPH
crienranuct "HoBewku pecypeu'.




(9). Peructpure Ha THProOBCKHTE IpYKECTBA MOMBIHEHH CHITIACHO
M3HMCKBaHHUATA Ha Hapenbara 3a yIpaXKHsABaHe IpaBaTa Ha COOCTBEHOCT Ha
obmuHa TBBpAMLA B THPrOBCKHTE JPYIKECTBA CE CHXPAHABAT TEKYILO npu 3am.
KMeTa [10 HKOHOMHYECKHTE BBIIPOCH.

Yn. 25. Knacuuuupaneto Ha J0KyMEHTHTE Ce H3BbpIIBA 9ypes3 MOCTaBsHe
Ha CbOTBETCTBALINTE PETUCTPALMOHHH MHIEKCH B aBTOMaTH3MpaHara JeJI0BOIHA
CHCTEMA H Ype3 CUCTEMAaTH3HPaHO ChXPaHABaHE Ha PErHCTPALOHHO-KOHTPOIHATA
KapTa B pErHCTpallHOHHO-CIIPABOYHA KapTOTeKa [0 ONpe/Ie/IeHHTe
KJIAaCH(OMKALIMOHHH MIPU3HALIH.

. 26. PerucTpauMoHHyTe HHIEKCH B aBTOMATH3HPAHATA [IeJI0BOIHA
cHCcTeMa ce 00pa3yBar OT PErMCTpallHOHHATA CXeMa, KaTo MPeIH HHIEKCa ce
nob6ass 1ByOykseH kox ([IB), pasrpannuasani JOKyMeHTa OT OCTaHAIUTE
npueMany BbB OPOHT OQHca CHIIIACHO yKa3aHHe 3a paboTa C HOMEHKIATypa Ha
obuiHa TebpaMLa U BETPEIIHKUTE PABHIIA 32 eIEKTPOHEH IOKYMEHTOO0O0pOT..

Y. 27. (1) [IspBOHAYaIHOTO pErUCTpUpaHe HA BXOISIIATE JIOKYMEHTH Ce
M3BBPILBA B ICHS HA TAXHOTO I0/y4aBaHe HJIH [TOCTHIIBAHE, a HA H3XOAAIIATa
KOPECMOHIECHIUS - B IeHS Ha MOJIUCBAHETO.

(2) Ilpu perucTpupaHeTo Ha JOKYMEHTHTE BBPXY TSX Ce BIIHCBA BXOIALIHS
HITH U3XOJALIMSA PErHCTPALIMOHEH HOMED U JIaTaTa Ha PErHCTpPHpaHe.

(3) Axo no npoGnema, TpeTHpaH B MPHCTUTHATAS MM TIOCTBITHIIHS
JIOKyMEHT HMa Be4ye 00pa3yBaHa NPEeNHCKa, B HEr0 OCBEH MOPEIHHUS
PErHCTPAalIMOHEH HOMEp Ce BIIMCBA M UHJIEKCA Ha IIbPBOHAYAIIHHS JOKYMEHT -
U3TOYHHK 3a 0Opa3yBaHe Ha MpenucKaTa.

. 28. (1) IpenaBaHeTo Ha JOKyMEHTHTE Ha CHOTBETHHTE JUTHIKHOCTHH
JIMIIA CTaBa BCEKH JIEH.

(2) IlpenaBaneTo Ha HOPMATHBHH aKTOBE M Ha JNOKYMEHTH OT BHCIIECTOSIIH
PBKOBOJIHH Opranu ¢ 0003HaueHue "6bp30", Teerpamu, hakcose u €JIEKTPOHHHU
JAOKYMEHTH C€ NpeaaBaT Ha CbOTBETHUTE IThXHOCTHH JIMIA He3a0aBHO.

Un. 29. (1) Pvkogodumenume, KoM KOUmMo ca HAcoyeHu noonexcawu Ha
pesonupane 6xX00auu U Op2aHU3AYUOHHO-PASNOpedUMenHU OOKYMEHMU, ca
ObIICHU 0 2U Pe30NUPam 6 OeHs HA MAXHOMO NOTYYAeaHe, KaTo T HACOYBAT hi(s)
CbOTBETHUTE IHPEKTOPH HA TMPEKLMH, HAYAIHHUIM HA OTAEIH U CEKTOPH MITH
Apyry ciayxuTend B OOmKMHCKaTa a IMUHUCTPALIHS.

(2) Pesonoyusama ce nocmass 6vpxy camus 0okymenm u 6



asmomamusupanama 0eno800Ha CUCMeMAa Om CbOMEEeMHOMO ONbHCHOCMHO Tuye.
C pesontoyuama ce onpedens 3a0aiama, 0me080PHUKLM /PeCh. u3NbAHUmensm/ u
cpoka 3a usnvaHenuemo. Ta mpabea 0a cvOvpoca damama Ha NOCMABAHE HA
peszonoyuama u NOONUCA Ha Pe30auUpaujomo ONTbAHCHOCMHO Juye.

/2/ PpKOBOAMTENHUTE HA AUPEKLIMH, OTIEIH H CEKTOPH Bh3JIarar ¢
pe3omntonus H3pabOTBaHETO HaA CIy)KeOHUTE MPENUCKH Ha MOAYMHEHUTE UM
CITY)KUTEIIH.

/1/ Pe3onupanuTe JOKYMEHTH Ce IpeaBaT B 1€JI0BOJCTBOTO 32
H3MpallaHe 10 U3TBIIHUTEINTE, IPEIBAPUTEIIHO PA3MHOKEHH B HEOOXOAMMHUS
Opoii exsemiuisapu. Konne ot Marepuana ce u3npaiia eITHOBPEMEHHO 10 BCHUKH
JMLA, TIOCOYEeHHU B pe3omouusaTa. [louMeHHOTO pasnpeneneHue U ABHKEHHE Ha

CITyKeOHHUTE MPeNnuCcKH 3abIDKUTETHO ce 0TOeNsS3Ba B IeJIOBOHATA CHCTEMA Ha
OOmmHaTa.

12/ CHY}KHTGHHTC, A0 KOHUTO C€ OTHACA pe30JIFoIUATa Ca JIBXHH TOYHO H B
CPOK Oa U3II'bJIHAT BBb3JIOKECHATA 3a1a4a.

/4/ BCcHYKY U3MBIHUTEIH Ha 3ala4H Ca JUIbXXHH Ja U3NpaTAT

CTaHOBHILIETO CH Ha PE30JIMpPalLMs B CPOK, KOMTO € He MO-KPaThK OT eHH paboTeH
JIEH Mpeay KpaitHHUs CPOK.

/5/ Korarto 3ama4yarta e Bb3J10KeHa Ha [10BEYE OT €JHUH HU3IBJIHHUTEIIH,
CTaHOBHIIETO HJIH OTTOBOPLT CE€ MNOAIOTBA CbBMECTHO, KaTO BCEKH CE MMIPOMU3HACH
10 HEroBaTa KOMINETEeHTHOCT. B To3u cnyqai‘i, BCHYKH Ce€ MoAIHUCBaT 3a
CbCTaBHTCIIH.

Yin.61./1/ JJokyMeHTHTe, C KOHTO € H3Pa3eHO BOJIEU3ABIEHHETO /A CE
M3BBPIIH HIH J1a C€ OTKaXKe U3BBPIIBAHETO HA aIMUHUCTPAaTHBHA yCIIyTa, Ce
u3naear ¥ noanucaar or Kmera Ha O0muHaTa, mpu HETOBO OTCHCTBHE OT
yreiiHOMoIeH 3am.Kmer, win npu Hanp4ue Ha JeerupaHe Ha mmpasa [0 CMUChIIa
Ha 3MCMA ot onpezneneHoTo cbe 3anoBeara Ha Kmera nuie.

/3/ CpoKbT 3a U3BbpPLIBaHE HAa aIMUHHCTPATHBHA YCJIyra Ha MPaKJaHH €
cpoOpasHo AIIK, ocBeH ako B HOpMaTHBEH aKT € YCTaHOBEH JIPYT CPOK.

/4/ Ilpu Bb3HMKBaHE Ha OOEKTUBHHU 00CTOSATENICTBA, BB3MPENATCTBAIIH
U3IIBJIHEHUETO B CPOK, KOraTo TOH HE € HOPMaTHBHO ONpE/IEJIeH, Pe30JIMPALUAT
MOJKe Jia I'0 yIbJKH, KaTO TOBa C€ OTpa3sBa B €JIEKTPOHHATA CUCTEMA.



(3) Kozamo c 0okymenma unu pe3onioyusma He e onpeodenes cpox 3a
UBNBIHEHUe U NPU TUNCa Ha HOPMAMUBHO YCIMAHOBEH CPOK, NPOUSIMUYALUME Om
OoKyMenma 3a0a4u ce u3nvaHaeam 6 7 /cedemoHeseH/ Cpox.

(4) Koraro cpoksT 3a M3IBIHEHHE € ONpe/iesieH B IHH, 6e3 1a € puKcHpaHa
KpalHaTa JiaTa 3a U3IIbJIHEHHE, TOH ce U34uCiIsiBa B pabOTHH JHH M 3a1104Ba 1a
Te4e OT IbPBHUS PadOTEH JEH Clle]] IeHs, B KOMTO € MOCTaBeHa Pe30IIIOIHUATA.
JIOKyMEHTBT ce Mpe/iaBa Ha OTTOBOPHHKA 3a H3IThJIHEHHE Ha 3a/1ayarta (Miu

3a[1a49UTe) B [ICHS HA NIOCTaBsHE HA PE30JIFOLHATA MM Hal-KbCHO Mpe3 ClIeIBalus
paboTeH aeH.

Yn.62. I1pu npencraBsiHe Ha JOKYMEHT 3a MOMNC, CHIIUST
MPEIBAPUTEIHO CE CBITIACYBA C MPEKUS PbKOBOJUTEN PECTIEKTHBHO IOPHCTKOHCYJIA

Ha OOLIMHATA U KbM HETO Ce MPHJIara i UCKaHeTo/ kanbara WM NpenucKaTa, o
MIOBOJI HA KOUTO € ChCTaBeH.

Hn.63. /1/ MU3xonsmure ¥ BbTPEILIHUTE JOKYMEHTHU Ce IIPEIaBar B
JET0BOJCTBOTO 3a M3BEK/IaHE U MoJlaraHe Ha nevyara Ha OOLMHATa IOANUCAHH,
MPaBUIIHO 0(OPMEHH M aPECHPAHH, OKOMILUIEKTOBAHHU C OMMUCAHUTE KaTo
MPUJIOKEHHSI MaTePUallH, B TOJIKOBA €K3eMILISIPH, KOJIKOTO Ca MOJTyYaTeuTe, U

€IMH €K3EMILIAD 3a apXUBHpaHE, 3a€IHO C NPEIHCKaTa, IPH OTrOBaAPAIIHA 3a
H3IIBJIHCHHUETO.

/2/ Cnen mocTaBsiHe Ha TOMIKC U TI€YAT BHPXY JOKYMEHTA HE MOTAT
12 ObJ1aT IpaBeHH OeNeKKH, JOMBbIHEHUS HITH U3MEHEHHUS.

Y. 30. PerucTpanusTa Ha JaHHH OT PE30JIOIMH H3HCKBA BIIMCBAHE B
aBTOMAaTH3MPaHaTa JIeJIOBOIHA CHCTEMA ¥ PErHCTPAIIHOHHO-KOHTPOJIHATA KapTa H
NIOCIIeIBALO HACOYBAHE Ha JIOKYMEHTA 10 HalpaBJIeHHe Ha Pe30JIOHATA 32
CBEJIEHHE WM U3ITbIHEHHE.

Y. 31. PasnpeneneHHeTo U pa3HAaCsIHETO Ha BXOAAINIATA M H3XOIAIIA
KOPEeCIOHICHLH Ce OCBIIECTBABA OT KypHep. KypuepsT ocurypsisa
NPUAIBHKBAHETO HA KOPECTIOHICHLIUATA 10 ¥ OT OOLIMHCKATa aIMHHHCTPALHS 1
BBTPEIIHOTO pasHacsHe M0 CTPYKTYPHHTE 3BeHa B LIEHTPAJIHATA CrPajia.
IIpuemaneTo u NPUIABHXBAHETO Ha MOJIOMTE H 3asIBIIEHUATA, KACACIIH
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00CITy’)KBaHETO Ha rpakJaHd U GUPMH 10 TUPEKLHUTE, B KOMTO CE U3BHPIIBAT
YCIIyTHTE, C€ OCBILIECTBABA OT CIYXKHUTeJUTe BbB @poHT odmuca.

Y. 32. (1) Kpaiinara nenoBojaHa 006paboTka Ha JOKyMEHTHTE BKJIIOYBa
OIlepallMH 10 IPUKII0YBAHE Ha [PENUCKUTE CJIe]l MOTy4aBaHeTO Ha IaHHH 3a
pe3yJITaTHTe OT U3IIBJIHEHHETO Ha 3aJaulTe, IOCTaBEHH C PE30JIIOIHATA.

(2) Ilpu noxnanBaHO U3MIBIHEHHE HA 3aaYaTa B ONMpeNeIeHHs 3a TOBa
CPOK, PErHCTPAllHOHHO-KOHTPOJIHATA KapTa 3a CbOTBETHHS PErHCTPHPaH
JAOKYMEHT Ce M3BaKIa OT CPOKOBATa KapTOTeKa U Ce MPeXBbpJisi B apXHBHATAa,
KBJIETO C€ ChXPaHABA JI0 Kpasi Ha KaJleHJapHaTa F'OJJMHa - 3a CIIPAaBKH U CBEICHHS.
B aBromatu3upaHara J1€J10BOJiHA CUCTeMa 3a/ja4yaTta ce MIPHKITIoYBa.

(3) 3a BCsKO 3aKbCHEHHE B CPOKaA 3@ M3ITBIHEHHETO HA 3a1aulTe
JUI'b)XHOCTHOTO JIMIIE, OCHLIECTBABAILO CPOKOB KOHTPOJI, MOaBa CUTHAT KbM
Cexperaps Ha OOLIMHATA 3a CHOTBETHO YNPABJIEHCKO Bb3/ICHCTBHE.

Y. 33. Beausx B Mecella UTbKHOCTHUTE JIMIIA OT AEIOBOACTBOTO
TIOATOTBAT H NPEACTaBAT 0000111eHa ClIpaBKa 3a periCcTpHpaHaTa BXOAIIA U
MEK/IMHHA KOPECIIOHIEHLIMS, 32 HACOYEHUTE PE30JIIOLIUH 110 PECOPH H
HalpaBJIeHHs], 3a IPOCPOYCHHUTE 3a/1a4l MO0 PECOPH U HAMpPaBJICHHS | 3a
NPHKJIFOYEHUTE KbM MOMEHTA MPEerUCKH.

Y. 34. CnpaBku 10 BXOAAIIATA H W3XOISIa KOPECTIOHIEHIIHS Ce
M3BBPIIBAT Ha MSCTO B JIEJIOBOJICTBOTO MJIM Ype3 3asBKa KbM eJIeKTpOHHaTa 0a3a B
aBTOMAaTH3MpaHara JieJIoBoIHa cucTeMa. V3HacsiHeTo Ha TOKYMEHTH Ce IOIyCcKa
caMo ¢ M3pHYHOTO pa3pelieHue Ha Cekperaps Ha OOmMHATa U 3aBeXK AT
"JlenoBoacTBo".

Y. 35. (1) HocTbn 10 uHGOpMAIHS U MIPEIOCTaBsIHE HA KOS OT
JOKYMEHTH I10 YCJIOBHSATA U pe/ia Ha 3aKOHa 3a JIOCThII JI0 00IIecTBeHa
nHbopManus, 1o Koito OOIIKHATA € 3aIbIKEH CYOeKT, CTaBa clie]] 3asBJIeHHE 10
peaa Ha 3aKOHa CJie]] 3arIallade 1o peaa Ha HapenOaTa . 3asBJIEHHETO e CYHTa 3a
BQJIUIHO ¥ B CITy4aHTe, KOraTo € HalpaBeHo 10 €JIEKTPOHEH ITBT.

(2) OpranusanusaTa o NpeIOCTaBIHETO HA JOCTHII 10 OOIECTBEHA
uH(OpMalus ce ocurypssa ot CITyKHTeIsT OTTOBOPEH 3a paboTa ¢ KaubuTe,
NpeUIOKEHHUATA Ha rpaXKIaHUTe M 10CThNa 10 obmecTBeHaTa HHGOpMAIHs 110
310U, xbaeTo ce MoaAabpIKaT PErHCTPUTE Ha MOCTHIIUINTE 3asBICHHUS.

(3) B cnyyanTe Ha oTKa3aH WM OrpaHMYeH JOCTBII 10 OOLIeCTBeHa
uHpOpMaIIHs, OTKA3BT Ce apryMEHTHPA C pellieHHe Ha KOMUCHS, B KOSTO BIIH3aT
Cexperapst Ha O0uuHara, /I TaBHMs IOPUCKOHCYIIT, HJIH FOPHCT T10 JIOTOBOP 3a
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TEKYIIO MpaBHO obcimyxkBaHe/ U Cily)KUTeNAT OTTOBOpeH 3a paboTa C KanouTe,
NPeUIOKEHHATa Ha TPpaXKIaHUTe U JOCThIIA A0 obiiecTBeHaTa HHGOPMAIHs 110
3J10U. PemenneTo 3a mbJIeH WM YaCTHYEH OTKa3 3a IPeIOCTaBsiHe Ha JOCTHII JI0
obuiecTBeHa HHGOpMAaLHs ce Bpb4Ba Ha 3aABUTEJIs CPELLy IOAIKC WK ce
U3IMpalla 1o rnomara ¢ odparHa pasnucka.

(4) Koraro o0muHCKaTa aiMUHUCTpaLMs He pasrosara ¢ iCKaHaTa
HH(pOpMaLUs U HAMA JaHHU 32 HEHHOTO MECTOHAXOXIeHue, B 14 /dyeTupuHanecet/
JHEBEH CPOK ce yBeJoMsiBa 3asBuTeNsA. Korato o0mmHCKaTa aqMHHUCTPAIIHS He
pasnonara ¢ ickaHaTta WHGOpMaIus, HO UMa JaHHHU 3a HEHHOTO
MECTOHAXO0X/ICHHUE, B 14 /ueTHpuHaaeceT/ IHEBEH CPOK OT MOJTy4YaBaHe Ha
3asABIIEHHETO, CHIIOTO CE Mpemnpallia KbM Opraia CbXpaHsBail HHpopManusTa, 3a
KOETO Ce yBeIOMsBa 3asBUTES.

(5) 3agpmxenusTa no myOIUMKyBaHe Ha HH(OpPMaIHs, KOSATO IMPeaCTaBiIsIBa
3HauyMTeNIeH OOIECTBeH HHTEpPeC B MEIUHUTE Ce H3ITBIHSBAT TEKYIIO OT
CryXuTensaT OTTOBOpEH 3a JocThna 0 obmecTBeHara nHGopmanus no 310U
cien coriacysane ¢ Kmera Ha obmunaTa u Cekperaps Ha oOuiMHara, npu
Cla3sBaHe Ha IPHHIIMIIA 32 MaKCUMaIHa OTKpUTOoCT. [leproauyHo ce akTyanusupa
uHdopmanusTa, myOIMKyBaHa Ha HHQOPMALIHOHHH TabJIa.

(6) Ako pa3xoauTe 110 NpeaocTaBsiHe Ha o0ecTBeHa HHpOpMaLus ca
3HAYMTEJTHH, 3asBUTEJIS 3aIlIalla CTOMHOCTTa UM 10 HOPMAaTHBHHUTE JTOKYMEHTH.

Y. 36. Bniucsanus B PerucTbpa Ha aIMMHHUCTPAaTHBHUTE CTPYKTYPH H Ha
aKTOBETe Ha OpraHWTe Ha U3MBJIHUTENIHATA BIacT B web - caiita Ha MUHHCTEpCKUS
CBBET C€ U3BBPIIBAT OT YIIBIHOMOILLEHO ChC 3anoBe Ha Kmera Ha OOmuHara
JUTHKHOCTHO JIMLIE B CPOK 110 7 /cenem/ paOOTHH OHM ClIe] TAXHOTO IOIIMHCBAHE.

Opranu3zanus Ha 10KyMeHTo060poTa BB @poHT oduca U BETPELIHH [IpaBuia
3a aIMHHHCTPATHBHOTO 00CITYKBaHe.

Y. 37. OpranusanusTa Ha 10TOKa OT JOKYMEHTH BEB D@poHT oduc ce
OCBILECTBABA Ype3 EnvHHa HHQOpPMaLMOHHA CHCTeMa 3a OOIMHCKO YIpaBJIeHHE U
KOHTPOJI 10 H3ITBJIHEHHETO Ha aJIMUHUCTPaTUBHUTE  YCIYTH

Y. 38. BeBeneHara B aIMHHHCTpAIMATa CHCTEMA 3a eIuH "BXox" ¥ euH
"H3X0/1" Ha IOKYMEHTHTE MOIeXKH Ha o0oraTsaBaHe U J0pa3BHBaHE MPH
rapaHTHpaHa 3alliTa Ha JaHHUTE.

Y. 39. (1) OceluecTBsiBa ce TpaHChOpMAIHs HA APXHBHH JOKYMEHTH OT
XapTHEH HOCHUTEJI B €JIEKTPOHEH /U (POB/ JOKYMEHT.
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(2) EnexTpoHEeH IOKYMEHT € NPOeKTHPAaHUs TAKBB 10 (OpMa U ChIAbpIKAHHE
Ha HHGOPMAlLMOHEH HOCHUTEN, KOWTO ce Ch3JaBa M Pa3NpOoCTPaHsIBa B €IHA HOBA
MeJIHsl, @ HMEHHO KOMITIOTbPHHTE CUCTEMH H KOMYHHKAIIHOHHHTE MPEKH.

(3) EnexTpOHHHAT IOKYMEHT € MaTepHaJieH HOCHTEN Ha HHMOpMALUs | €
IOPH/IMYECKO OCHOBAHHME 3a IPaBOMEPHHUS XapaKTep Ha OChIIECTBIBaHaTa
aJIMUHHCTpaTHBHA YyCIIyra.

Y. 40. Cucremara Ha I0KyMeHTO000poTa 00XBaIia BCHYKH yCIIyTH,
npeiaraHy OT aIMHHHCTPALUATA H OCHTYpsBa JOCTBII 0 BCHYKH PETHCTPH Ha
0OLMHCKO HUBO IIPH cboOpa3siBaHe C MPHHIMIIKTE 32 3alMTa Ha JIAYHATA U
ciryxeOHa HHGopMaLHs.

Y. 43. M3rpaxaHe U cbrilacyBaHe Ha BbTPELIHH IPABHJIA U MTPOLIEYPH B
MECTHaTa aIMUHHCTpAIIHs 3a ONpeeIssHe Ha MapIIPYTHTE Ha CIIy)KeOHHTe
NPENUCKH /TEXHOJOMMYHM KapTH/ 0 ChOTBETHATA aIMUHHUCTPATHBHA HepapXus
(HuBa).

Yn.44. /1/ AnmunrctpaTuBHOTO 00CTy)Bae B O0muna TBepaMia ce
ochlIecTBsBa upes ,,LIeHThp 3a yernyru u nHdopmanus Ha rpaxaanute”(LIYHAD),
o0o3HaueH ¢ yka3aTeJaHH Tabenu Ha ObIrapcKy M aHIJIMICKH €3HK, B CrpajiaTa Ha
O6mmHara ¢ agpec rp. Teeppauua moman “Cobona” Nel u CIIyKUTEIUTE B
aupekuus “MecTHH NaHblM M TaKCU”, B crpajiaTa Haxo/slla ce B rpaalBbpauia,
yi. “I'enepas 3aMMOB”, KAKTO MHTEPHET CTpaHUIaTa Ha OOIIMHATA Ha aJpec
www.tvarditsa.bg 1 azpecuTe Ha rumerara 3a JUCTAHIIMOHHO MPEAOCTABSHE HA
aZIIMHHHCTPaTHBHH YCIIyTH 10 HaCEJICHUTE MeCTa.

/2/ AnMUHHCTpPaTHBHOTO 00cityxBaHe B OOmuHa TBbpaMIa ce
OCBILECTBABA C HEMTOCPEACTBEHOTO CHTPYAHHYECTBO MEXKIY OT/EITHHUTE 3BEHA B
OOmuHaTa, ¥ CbOTBETHUTE MHCTHTYLIMH M OPTaHW3aL|K IPH U3BHPIIBaHE HA
HHTErPHPAHH U €JIEKTPOHHU aJIMHHUCTPATHBHH YCITyTH.

Yn.45. Ocsen cumBonuTe Ha OOnmHa TBBbpaMIA — repd, KOUTO ce
M3MUCBAT BHPXY OlaHKHTE Ha OOIIMHATA, 3aABKHTEIHO CE M3II0JI3BaT JIOrOTO U
clioraHa Ha Jbp)KaBHaTa aIMUHHCTPALIUS TIPH:

1. u3roTBsiHe Ha HH(GOPMALMOHHH H IPOMOLIMOHAIIHA MaTePHAIIH;

2. M3rOTBsHE HA yKa3aTeJIHH TaOelH Ha BXOIOBETe Ha CrPajIuTe, HAa KYyTHHTE
3a MHEHHs U KOMEHTapH, Ha HHPOPMaLMOHHH Tablla, Ha HHTEPHET CTPaHHIATA.

Yi1.46. OcHOBEH eNeMEHT B ITpolieca Ha yChBBPIIEHCTBaHEe Ha
aIMHHHCTPATHBHOTO 00C/Ty)KBaHE U NOBHIIABAHE HMHIKA ¥ JIOBEPHETO KbM
aJIMMHUCTpALMATA € Ka4eCTBOTO Ha IpHeMa.

Yn.47. Bcuuky NPUHLMIM ¥ CTAHJAPTH 110 OTHOLLIEHHE Ha

aIMHHHCTPAaTHBHOTO 00C/TyXBaHe, HHQOPMAILIMOHHHUTE U KOMYHHKALIAOHHUTE
KaHAIK Ca ONHMCaHy B XapTara Ha KJIMEHTA H OIIOBECTEHHU Ype3 HHTEPHET
crpanunara Ha OOuuHa TRepaUIa U HA HHOOPMAIMOHHUTE Taba.
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Yn.48. /1/ PaboTtHOTO BpeMe 3a paboTta ¢ KiIMeHTH B LleHThpa 3a yciryru u
uHpopmalus Ha rpakaaHuTe e oT 8 1o 17 waca.

[ ITPENOCTABAHE HA UHOOPMAILIMA BB BPB3KA C
AJIMUHUCTPATUBHOTO OBCJIYV>KBAHE

Y. 49. /1/ LleHTHPBT 3a yCIyrd 1 HHGOpMaLHs Ha rpaXK1aHUTe OCUTypsBa
uH(pOpMaLIKs 32 PeJla, OpraHu3alHsaTa i BUOBETE YCIIYTH H3BbPIIBAHA OT
aaMUHHCTpauusTa Ha ObnmHa TBBpAULIA

/2/ UndopmanusTa 3a aIMUHUCTPAaTHBHOTO 00CIyXKBaHe cie/iBa aa ob/e:

1. sicHa, TOYHa, JOCTOBEPHA, 00LIOpa3bupaeMa, CHCTEMATH3UPaHa U IIbJIHA;

2. IOCTBIIHA 33 XOpa ¢ YBPeXKIaHHUS;

3. Oe3 abpeBHaTypH, CbKPALIECHHUS U IPENPATKH.

Yn.50. /1/ Uudopmanus 3a npenocraBsiaute or O6mmua Tebpauna ycnyru
MoJKe J1a Ob/ie oTyYeHa OT:

1. 3BeHO 3a aAMHHHUCTPATUBHO obOciyxBaHe: “LleHTsp 3a yCIIyru u
uH(bopmanus Ha rpaxaanuTe” aapec rp. Teepauna OOmuna TBbpauna
¥ Ha MecTaTra Moco4YeHo B Wi. 44, an.l ot HacrosmmuTe [IpaBuna

2. tenedon 0454/42311 - uenTpaina; upe3 LeHTpaiaTa TeJeOHUTE Ha
3BeHara, noprajia Ha oOuiMHara, GelcOyk npoduna u deitcOyk
CTpaHMIlaTa Ha OOIIMHATA, [0 €JIEKTPOHEH BT, KAKTO U Ha TeIeQOHUTE
Ha LIEHTPOBETE 3a JUCTAHLIMOHHO MPEJOCTaBsHE HA YCIYTH B
HaceJeHUTEe MecTa OT OOILIMHATA ciie] Telle)OHHO OCpeliaHe OT
cayxutens “O6muHa TBbpaMLa, UTEKHOCTTa H HMETO Ha CITYXKHTEN ,
NO3/paB 3a BPEMETO — Harpumep ,,JIo0bp neH”, a ako € LeHTHp 3a
JUCTAaHIIMOHHO NPEIOCTaBsAHE Ha YCIIyrH ciien odmuHa Teppauna u
HMMETO Ha ChOTBETHOTO KMETCTBO B €/IHO ChC BCUYKH OCTAHAIIH
PEKBU3UTH Ha YYTHBOTO IIOCPEILAHE.

3. uHTepHeT agpec www.tvarditsa.bg;

4. uHpopmanmonHuTe Tabna B L{YUI', u Te3u B MectaTa o wi.44, an.l ot
Hactoswute [IpaBuna

5. enexTpoHHO HH(pOpMaUKMOHHO Tabyo B/mpexn LIYHAT .

/2/ O6pa3uy Ha 3asBJICHUSA/ HCKAaHUS 3a NIPeJOCTaBsHe Ha aIMUHUCTPATHBHU

YCIIyTH Ca Ha pa3loJIOKEHHE:

1. Ha mMecTara NOCOYeHH B 4. 44, an.l OT HacTOAIIMS pa3en,;

2. Ha uHTepHeT aapec: www.tvarditsa.bg ¢ BE3MOXKHOCT 3a H3TErIsaHE U
II0/1aBaHE;

3. Ilo enexTpoHEH MbT KAaTo €JIEKTPOHHA YCJyra.
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Un.51./1/ UndopmanusTa 3a aIMHHUCTPATHBHOTO OOCITY)KBAHE Ce
aKTyalu3upa B 7 (CeneM) THEBEH CPOK OT BIIM3aHE B CHJIA HAa IPOMEHH B
HOPMAaTHBHHUTE aKTOBE,

/2/ akTyanu3anmsTa ce H3BBPLIBA €JHOBPEMEHHO BHB BCHUKH
HH(QOPMALHOHHHU CPe/ICTBa — GPOLIYpPH, IUIUIAHKH, HH(pOPMAMOHHH TabJia,
€JIEKTPOHHO TabJ10, HHTePHET-CTPaHMIaTa Ha OOIMHATA;

/3/ HaMMEHOBaHHUATA HA aIMHHHCTPATUBHUTE YCIYTH BbB BCHUKH
MH(pOPMALMOHHH MaTepHaIH, KaKTO U BbB BCHYKH €JIEKTPOHHH 0a3H JaHHH ca B
CBOTBETCTBHE ChC CMChbKa HAa YHUGHLIHUPAaHUTE HAHMEHOBaHHS Ha
aIMHHHCTPaTHBHHUTE YCIIYTH, YTBEP/IEH ChC 3aM0Be] HAa MHUHHCTBpPA Ha
IbpKaBHAaTa aIMHHUCTpPALMs ¥ aIMUHHCTpaTHBHATA pedhopMa;

/4/ opraHu3aLMATA 110 AKTyTH3aLUSTa U IOATOTOBKATA Ha HH(POPMALKSATA €
3aIbJDKEHHE Ha CITYXKUTENIUTE OT 3BEHOTO 3a aIMUHHCTPATHBHO 00CITYKBaHe ¢

HEMOCPE/ICTBEHOTO Y4acTHE Ha CIIY)KUTENIUTe OT CTPYKTYPHHTE 3BEHa,
ChIlacyBaHa H 0100peHa OT PbKOBOAMTEIHTE.

CJIYV>KEBHO HAYAJIO

n.52./1/ Tlpu ocwiecTBsiBaHE Ha aAMHHHCTPAaTHBHOTO OGCITyXKBaHe,
aZIMUHHCTpALMsTA U3rpak/a IIPEeNOCTaBKH 38 OCBILECTBABAHE HA
ME3K/TyBeIOMCTBEHO 00CITy)KBaHe Ha KIIMEHTHTE, KOraTo TOBa He € B IPOTHBOBEC
Ha 3aKOHONATeNCTBOTO B Pemybmnmka buarapus crnassaiiku npunnunute Ha JAEY
— €[IHOKpaTHO ChOHpaHe Ha JaHHH 3a 3asSBUTEIIUTE HA YCIIYTH, CITy)KeOHH
NPOBEPKH H CHaO/AsABaHe C IOKyMEHTH 4pe3 0OMeH MeX/Iy PErHCTpH.

/2/ Opranu3sanmsTa Ha MeXIyBEIOMCTBEHOTO 06CITyKBAaHE Ce
H3BBPIIBA OT CITY)KHTEIMTE B 3BEHOTO 3a aJIMUHUCTPATHBHO 00CIyKBaHe C
HETIOCPE/ICTBEHOTO YYacTHE Ha CIIY)KUTENIHTE OT CTPYKTYpPHHUTE 3BEHA B
aIMUHHMCTpalMATA U O/ pPbKOBOACTBOTO Ha Cekperaps Ha O6muHaTa.

/3/ O6mmHata cb3/1aBa yCIIOBHS 3a MEKITYPErHCTPOB 0GMeEH U
OCHTYpsiBa I0CTBII 10 PErHCTPH Ha OCTAHATHTE HHCTHTYLMK M MPaXKIaHHU TIPH

YCIIOBHSTA Ha 3aIMTa Ha IMYHHUTE JaHHH, CiyskeOHaTa TaifHa U KiacuuIHpaHaTa
HHGpOpMaIIHS.

Yn.53. /1/ Korato B H3Ib/IHEHHE Ha aIMUHHCTPATHBHA yciyra ca
aHrAKHPaHH JBE WIH NIOBEYE CTPYKTYPHH 3B€HA B OPraHH3alMATa, 3asIBUTEIISAT
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10J1aBa €IMHCTBEHO HCKaHe B 3B€HOTO 3a aJIMHHUCTPAaTHBHO 0OCIyKBaHe, KOETO
OpraHM3HMpa U3IbJIHEHHETO M0 CIyxebeH pej.

/2/ Tlpu 0GeKTHBHA Bb3MOXKHOCT 33 H3BbPLIBAHE HAa HHTErPHPAHH
YCIYTH Ype3 MeXyBEeAOMCTBEHO CHTPYIHHYECTBO/TIPH HATHYKE Ha MTOANHUCAHH
CropasyMeHust Mexy oOuHa TBbpauLa U ApyTH BEIOMCTBA/, 3aBUTEIIAT
II071aBa €1HO MCKaHe, KoeTo € ajipecupaHo 10 Kmera Ha O6mmnua Teepauna, B
3BEHOTO 33 a[IMHHHCTPATHBHO 00CITy)KBaHe, C KOETO 3asBsiBa M3PHYHO CHIVIACHE 3a
NpelocTaBsHe Ha JINYHHU IaHHH OTHOCHO CHaO/sBaHe 1o ciryxebeH MbT Ha
JIOKYMEHTH, U3/1aBaHH OT APYTH aJIMHHHCTPALIMH, KaTO KbM 3asBJIEHHETO [IpUiara
Oopaepo 3a maTeHa Takca o 6aHKOB ITBT [0 CMETKATa Ha IPYTOTO BEIOMCTBO OT
KOETO Ce M3UCKBA TA 3a ChOTBETHATA YC/Iyra ¢ HEHHOTO TOYHO HaUMEHOBaHHE.

Yi.54./1/ B3auMoneiicTBHeTO Ha 3BeHATa IIPH OCHIIECTBABAHE HA
aZIMHHHCTPATHBHOTO OOCITyKBaHe H MOCJIeI0BATENHOCTTA HA M3BbPIIEHHTE OT TAX
ACHUCTBHS ¥ LIUPKYJIALMATa HA JIOKYMEHTHTE , KaKTO M 3aIbJKEHHETO 3a TAXHOTO
NPUIBHXBaHE, Ce OMKMCBAT B TEXHOJIOTHYHU KapPTH HA MPOLIECHTE.

/2/ TeXHONOrHYHUTE KaPTH HA NPOLIECUTE CE U3TOTBAT 3a BCSKA
aIMHHHCTPAaTHBHA YCIyTa, WM 3a IPyIa yCJIyTd 110 HalpaBjieHHs Ha JeiHOCT,
KOraTo TeXHOJIOIHATA € MPUHLKITHO 001Ia U Ce ONpeeNsT CIYKHTEIUTE ChC
3ab/DKCHHE 33 HHULMATHBA 33 NPHIBH)KBAHE HA JOKYMEHTA .

OCHOBHM U3NCKBAHNA KbM PBKOBOIUTEJIMTE U
CIIYXXUTEJIMTE BbB BPB3KA C AIIMUHUCTPATUBHOTO
OBCJIIY)XXBAHE

Yn.55./1/ 3a HaBpeMEHHOTO ¥ IIBJIHO O0e3neyaBane ¢ MHMOPMAIHS Ha
CITy’)KMTEJIUTE B 3B€HOTO 32 aIMUHMCTPATHBHO 00CITy)KBaHe, PhKOBOJUTEITHTE U
CITy’)KMTEJIUTEe B CTPYKTYpHHTE 3BeHa B O0muHa TBbpaMua ce 3a1bIKaBar:

1. na monasar B 3-AHEBEH CPOK BCHYKH IPOMEHHM 3a aKTyaIM3allHs Ha
WH()OPMALMOHHHUS MacHB B 3BEHOTO 33 aAMUHHCTPATHBHO 0GCITy)KBaHe Ha
HayayHuk otxen “LIYUI™, nmo kommnereHTHOCT;

2. na nozxasar MHGOPMALK 3a IPEACTOSIIUTE ThProBe H KOHKYPCH H
CPOKOBETE 3a IPHEMaHe Ha MPE/IOKEHUA U OEPTH M0 TAX Ha CIY)KUTEIHTE,
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OTTOBOPHH 32 TAXHOTO MIPHEMAHE U PETHCTPALHs OT OTAEN ,,l[eHThp 3a YCIyrd U
HH(pOpMaIHs Ha rpaKIaHHuTe”;

3. na moanomarar CIIy)KHTEIHTE OT 3BeHOTO 33 aJIMHHHCTPATHBHO
o0ciryXBaHe ¢ pa3sCHEHHsI, KOHCYITAIIHH U NIPENOPHKH 32 CPOYHOTO U
Ka4eCTBEHO 00C/Iy)KBaHEe Ha MOTpPeOHTENHTE;

/2/ CnyXuTenuTe OT 3BEHOTO 3a aJIMHHUCTPAaTHBHO 00C/IyKBaHe MOrarT 1a
M3HCKBAT NPEN0CTaBsiHe Ha MHPOPMAIUs W/WIH JOKYMEHTH OT JPYIHTE
CTPYKTYpHH 3BeHa B O0muHa TBepauna , Koraro Ts € HeoOxoauMa 3a
H3BBPIIBAHE HA CIIPABKH M MPEOCTaBsHe Ha JOKYMEHTH MPU
aJIMHHUCTPAaTUBHOTO 0OCTy)KBaHe Ha MSACTO.

Yi.56. /1/ Coyxurenure ot Mectara 1o wi. 44, an.1 oT HacTOSAIHS
paszieln, IpHeMar JOKYMEHTH BbB BPb3Ka C H3IIbJIHEHHE Ha aIMHHHUCTPATHBHH
YCIIyTH W PELEHUs] ¥ IIPeaBaT rOTOBH JOKYMEHTH Ha (M3MYECKH M IOPHIUYECKH
LA, OpTaHU3alMK U IPYTH HHCTUTYIHH.

/2/ City’)KuTenuTe, ONpPEEeHH C Pe30JIIOLHUS 3a H3bIHEHHE Ha
aJIMHHUCTPAaTUBHATA YCIIyTra ca JUIbKHH:

1. na oOpaboTBar MaTepuanuTe BeHAra clie/l ojy4aBaHeToO UM U J1a
npeaajgaT pe3yaTara B HOPMaTUBHO, PECIL. IO Pe30ITIOLHS, OTpeIeIIeH S
CPOK;

2. ciell NIPHKIIOYBAHE Ha 3aJa4aTa J1a ChbXpaHsBaT NPENUCKUTE JI0
MpelaBaHETO MM 3a apXMBHpaHe, cbriacHo 3/JA®D u ykazaHusITa KbM
HOMEHKJIaTyparTa Ha o0muHa TBepauia;

3. na BpbIIAT He3a0aBHO B JIEJIOBOJCTBOTO MOIPEIIHO apeCHPaHy HIIH
M3IIPATEH! /10 TSIX MPENUCKH;

4. na mpenocTaBAT He3a0aBHO 3a PEerHCTpaLks MPENUCKHUTE IIPH
NpeIaBaHeTO UM OT €/IHO CTPYKTYPHO 3BEHO B APYToO;

5. a mpenocTaBsT He3a0aBHO 3a perucTpanus He3aBeaeHH
NPENUCKH/KOPECTIOHICHLIHS OT (QU3MYECKH U FOPHIMYECKH JIHIIA,
HE3aBUCHMO OT TOBa 110 KaKbB IIbT Ca MOMAIHAIH [IPH TAX;

6. nma He 00paboTBaT JOKYMEHTH, KOUTO He Ca PErHCTPHPAHH, PE30IHpPaHH,
WK ITbK Ca PE30JIMPAaHu 0 APYT CIY)KHUTEN OT ChIIOTO 3BEHO, 03
M3PUYHO J1a Ca YIIbJIHOMOIIEHH OT PECOPHHS HIIH NMPEKHs PbKOBOIUTE,

7. na vHGOPMHPAT NPeKHs CH PbKOBOJUTEN, PECII. [OJI3BaTeNIs Ha yCIyraTa
— IIUCMEHO, 3a IPHYMHHATE, Hajlarallly yIb/KaBaHe Ha CPOKa,;

8. npu oTcheTBHE (OTITYCK, OOTHUYHH, KOMaHIMPOBKA) 1A MPeaaaaT
paboTHHTE IOKyMEHTH Ha CBOif 3aMECTHHK, ONPE/IENEH OT

PBKOBOJIMTENS, KOMTO Clie/iBa 1a MPOXB/KA paboTara U crasu
YCTaHOBEHHTE CPOKOBE;
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9. npu HamycKaHe Ha JUTEKHOCTTA Ja Npeaaar ¢ MPOTOKOJI BCHUKH
NOKYMEHTH Ha MPEeKUsi CH PbKOBOJIUTEI;
10.1a npeaBaT JOKYMEHTHUTE 3a €KCIIEeIUIIHS B IEJIOBOJACTBOTO C:
- TO4YeH aapec (MOMIEHCKH KO, 0bnacT, o0IrHa, HaceJeHO MACTO, YIIHIIa,
HOMep, TPHTE KMEHa Ha IoJIy4JaTels / HAMMEHOBAaHUE Ha YUPEXKIECHHETO);
- ¢ BXOJAILUHMS HOMED Ha MUCMOTO, Ha KOETO CE OTroBaps.
in.57. PpkoBOOMTENNUTE HA CTPYKTYPHH 3BEHA Ca TBKHH:

1. na oTpa3sBaT pe30IONHUATa KBM KOHKPETEH U3IIBJIHUTEN B €IEKTPOHHATA
CHCTEMa 3a PEerHCTpalisi ¥ KOHTPOJ Ha JJOKYMEHTO000pOTa;

2. 11a KOHTPOJIUPAT JIBHKEHUETO Ha JTOKYMEHTHTE U Ha U3ITBIIHEHHETO B
€JICKTPOHHATA CHCTEMa; Ia B3eMaT CbOTBETHH MEPKH ITPH BCEKH OT/IEJIEH

CJly4ail Ha HENPUK/IIOYEHHU B CPOK MPENHUCKH OT CTpaHa Ha MOAYUHEHHUTE
UM 3B€HA H CIIY)KUTEIIH;

3. Ia OnpeacIaAT 3aMECTHHUK IO H3NTBIIHEHHUE Ha 3abJIDKCHUATA Ha
CIIYXKHTEIL, KOHTO OTCBCTBA, HE3AaBUCHMO OT IIPpHYHHATa 334 OTCBCTBHUETO,
KaKTO M Ha OHE3H, KOUTO HAITyCKaT JUIBXKHOCTTA, [IpH HaIlyCKaHe Ha

JUTBAKHOCTTA J1a UH3HCKBAT OT CIIYXKUTEIIA IIpeaaBaHe C IIPOTOKOJI Ha
CIy )eOHara JOKYMCHTAaIlKA,

Yn.58./1/ Cnen kato ce 3aBeIaT U perHCTPHPAT Ype3 eIEKTPOHHATA
CHCTEMA 3a PETUCTPals M KOHTPOJI Ha JIOKYMEHT0000pOoTa, TOKYMEHTHTE Ce
IpeaaBar 110 IpeaHa3HaYeHHe B ICHs Ha TSIXHOTO IMOJTyYaBaHe.

/2/ ickaHusTa 32 U3BBPIIIBAHE HA aIMHHUCTPATHBHA YCIIyra IIpeIoCTaBsiHa
OT 3B€HO “MeCTHHU NaHbIM U TAKCH WJIM LIEHTPOBETE 3a JIMCTAHIIMOHHO
IIPEIOCTaBsHE HA YCIYIHM B HACEJIEHUTE MeCTa, monaaeHu B . JIeHThp 3a YCIyIrd U
uHdopMarys Ha rpaciaHuTe”, ce MPHIABAT B CKAHUPAH BHU/I H €JIeKTPOHHO

NOAMNMHCAaHU, YPE3 HHTEPHET Ha CHbOTBETHUTE NNIBXHOCTHH JIMIIA 34 H3ITBJIHEHHE.
CeluaTta cxema ce H3I0JI3Ba H TIpY MOJaBaHE HAa HCKAaHWJ 34 U3BHPIIIBAHE HA
AIMHUHHCTPATHUBHA YCIYIra B IIEHTPOBETE 3a NUCTAHIMOHHO IPENOCTaBIHE Ha
YCIIYT'H B HAaCEJICHUTE MECTa U NpPeaBaHeTO UM 3a U3nbjHeHHe B “lleHThpa 3a
YCIOVIH U HHQOpMallHs Ha rpakaanuTe” O@HU3HYECKHUTE KOMHUS Ce ChXpaHABaT B

I1allKa B [IEHTHPA 34 JHCTAaHIIMOHHO NIPEOI0CTaBsIHe HAa YCIYIH B CBOTBETHOTO
HacCCJICHO MACTO B KOETO C€ HAMHpA LIEHThpA.

B3AMMO/IEMICTBHME C ITOTPEBUTEJIUTE HA YCIIVTU
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Un.64./1/ ObwuHa TebpauLa e MTbXHA 1a MpHeMa MHUCMEHO, YCTHO H
€JICKTPOHHO  MNOJAJACHH WCKaHMsA 3a W3/aBaHe HAa  WHIUBUIYalleH
aIMHHHCTPAaTHBEH aKT BbB BPB3Ka C U3BbPIIBAHMTE aIMUHUCTPATHBHH YCIIyTH.
EnekTpoHHO moOmazeHHTe NOKYMEHTH Morar jna O6baaT moxmucanu ¢ KEIT wiu
IIMK unu  na 6wvaar nojganeHu upes eleKTpoHara IutaTdopMa 3a YCIyrH Ha

HAEY. O6uwna Tebpauna He MOXe 1a OTKaXKe W3JaBaHETO Ha EIEKTPOHHH
JOKYMEHTH

/2/ Tlpen O6ummua TBbpauMua mOTpeOHMTENHTE HAa aIMMHHCTPATHBHH
YCIYTH MOraT 1a Ce NpeICTaBIsABaT ¢ MHCMEHO ITBIHOMOLIHO C HOTapHajiHa
3aBEpKa Ha MOANHKCA U OT APYI'H I'PaKAaHu WM OpraHU3aLuH.

/3/ TlucMeHWTe WCKaHUS, NPHETH OT CIYKUTEIUTE B 3BEHOTO 3a
aaIMUHHCTPATHBHO O0C/Iy)KBaHe, Ce€ PErucTPHpaTr MO OOIIMsS pell, ChIIACHO
HOMEHKJIaTypaTa Ha OOLHHATa i HACTOSAIIATa HHCTPYKIHS./

/4/ WckanusTa, BHECEHH YCTHO, Ce€ OTpassfBaT B INPOTOKOJ, KOHTO ce
MOAIKCBA OT 3asABUTENIS U OT JUIBKHOCTHOTO JIUIIE, KOETO 'O € ChCTaBHIIO, CIIE
KOETO Ce perucTpupar 1o odLus pell, CbIVIaCHO HOMEHKJIaTypaTa Ha OOIIMHaTa
M HacTosLaTa HHCTPYKIUS

/5/ Jlatata Ha 3amo4BaHe Ha IMPOW3BOJACTBOTO 10 M3BbLPLIBAHE Ha

aIMMHHCTpaTUBHATa yCJIyra € Jarara Ha IOCTblIBaHe Ha MCKaHeTo B OOImHa
Teepauna.

/6/ 3a uckanusTa, MOAANEHH T10 MOIIATA, BKIIOYHUTETHO U 110 €JIEKTPOHHATA,
B HU3BBH pabOTHO BpeME CPOKOBETE€ 3a B3eMaHe Ha pelIeHHe OT
aJIMMHUCTPATHBHUS OpraH 3amo4sar /ia ce OposAT OT cieBauus paboTeH AeH;

Un.65. /1/ Obmmua TBbpauLEa, WU3NBIHABA AJMHHHCTPATHBHHTE
YCIIyT' B HOPMaTHBHO OIpEJENEHUTE CPOKOBE, C BB3MOXKHOCT 38 OCHTYpPsABAHE
Ha “Obp3u” M “eKCIpecHH” YCIIyTH, CaMO aKo ca [MOCOYeHH LIeHH Ha TAaKHBa B
Hapenbata 3a onpezienssHeTo U aIMHHUCTPUPAHETO HA MECTHUTE TAKCH H LIEHH.

/2/ 3annamaneTo Ha ABDKMMUTE TAKCH ¥ LIEHH HA YCIYTH OT KIHEHTHTE, Ce
M3BbpIIBa ChriacHo Hapenbara 3a ompenensHero ¥ aJMHHHCTPUPAHETO Ha
MECTHHTEe TaKCH M LIEHH Ha YCIyrd, u3BbpmBaHd oT O6mmHa Tebpauna ,
npuera or OOIMHCKH chBET TBbpAHLA. 3aIUIalaHeTO MOXE Ja C€ U3BBPIIM Ha
Kaca, 110 OaHKOB HJIH €JIEKTPOHEH ITBT.



Yn.66. I1pu paboTa ¢ KIIMEHTH CIIY)KHTEJIUTE OT 3BEHOTO 32
a/IMHHHCTPATHBHO 00C/TyKBaHe Crla3BaT HOPMATUBHUTE U BBTPELIHUTE CTAHIapTH
Ha oOciryxBaHe, BbBefleHH B O0muHa Teepauna ¢ Xaprara Ha KJIMEHTa,
eTHYHMS KOJEKC M HaCTOSIIUTE NTpaBHIa.

Yn.67./1/ Obmuua TebpavLIa cb3AaBa, NONAbPIKA H pa3BUBa Pa3IuYHU
KaHaM 3a o0paTHa Bpb3Ka C KIIMEHTHUTE:

1. aHkeTHa KHHra 3a KOMEHTapH, NOXBAJIX HWJIM OIIAKBAaHHS Ha IHIIC

SYJArdopmamua™ B LIYUL u M/IT u u3HeceHHTe HEHTPOBE 3a JUCTAHIIHOHHH
YCIIYTH 110 HaCeJIEBHUTE MECTa ;

| 2. mouieHcKa KyTH$ 3a CUTHAJIM Cpellly KopyniHs BbB (oaiieTo Ha
OOwunara;

2 3. pybpuku ,,Popym” 1 ,,O0parHa Bpb3ka” B UHTepHeT-CTpaHHLIaTa
Ha OOwmrHa Tebpauua.

3 4. Bb3MOXKHOCT 3a [10/1aBaHe Ha OH-JIaliH AHKETHa KapTa 3a
KOMEHTapH, MOXBAJIN UM OIUIAKBAHUSA; CUTHAJIM 32 KOPYNUHUs B OOLIMHCKA
aZIMUHUCTpaLus;

4. PyOpuka — Kmere Buk.

5. Upes app:kaBHHUS NIOPTaIl 3a €JIEKTPOHHHU YCIIYTH.

6. dopma 3a oOpaTHa Bpb3Ka B OpTaia Ha OOIIKMHATA, €IEKTPOHHA TIOIIa,
beiicOyk npodun, delicOyk cTpanuna u ap.

5. Bb3MOKHOCT 3a U3BBpILBaHE HA €JIEKTPOHHH YCIIYTH IO €JIEKTPOHEH BT 3a
KJIMEHTH 4Ype3 perucTpalus 1 YHUBepcalieH KBaTH(GULUUpPaH eJIeKTPOHEH ITO/IIIHC
i [IUK B UnTepHeT cTpanunara Ha OOmMHaTa;

/2/ Obumna TebpauLa nMpoy4yBa ¥ H3MepBa yAOBIETBOPEHOCTTA Ha
NOTpeOUTENUTE HE

M0-MaJIKO OT BEJIHBK I'OJIHIIHO, CHIVIACHO METOOJIO |, YTBbPAEHA OT
MunncTbpa Ha Ibp)KaBHAaTa aIMUHHCTpAIUSA U aIMAHUCTPATHBHATA pedopma.

/3/ Pe3ynrature oT aHaIM3HpaHaTa HHGOpMaILHs ce 00CHKAAT ¥ ONOBECTABAT
cpel o0IeCTBEHOCTTA,
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/4/ B pe3ynTar Ha MONy4eHaTa H aHAIW3UPaHa HHPOPMAIHA OT BCHYKH
KaHa/IH 32 00paTHa Bpb3Ka Ce NpeanpHeMaT AeiCTBHS 3a o06psABaHe Ha
aIMHHHCTPaTHBHOTO OOCITyKBaHe, KOHTO Ce OMOBECTABAT Cpe/i OOIIECTBEHOCTTA.

OPT'AHUBAIIMA HA KOHTPOJIA I10 U3ITHJIHEHUETO U I10
CIIASBAHE HA CPOKOBETE

Yn.68. KonTponHarta IeffHOCT BBB Bpb3Ka C H3BBPIIBAHETO HA
aJIMMHUCTPATUBHH YCIIyTH 00XBallla MPOBEpKa 3@ TOYHO CIIa3BaHe Ha
ONpPENEICHATE CPOKOBE M KaY€CTBOTO HA NPENOCTABSIHHTE YCIIyTH.

Un.69. /1/ KOHTponsT ce OchIecTBsBa OT PKOBOIUTEIS, PE30IIHpAl
JNOKYMEHTA, Ha CJICIHUTE HHUBA:

1.KmerT;
2.3aMeCTHHK-KMETOBE;
3.Cexperap;

4.PpKOBO/UTENM HA 3BEHA — JUPEKTOPH HA JHPEKIIUH, HAYATHHIH Ha
OTHEIH .

/2/ KOHTpOI MOXe 11a Ce OCBIIECTBSBA H OT CTPaHa Ha KIHEHTUTE —
HU3UYECKU U IOPHINYECKH JIULA, TOCPEACTBOM AETOBOHA CIIpaBKa 3a
ABHXCHHETO Ha MPETIMCKATa UM B €JIEKTPOHHATa cicTema npe3 HTepreT mwin
maaHo B IIVUI nnu nogaBeHe Ha xanba mo oTHOIIEHHE KaUeCTBOTO Ha
M3BBPUIBAHHTE aIMUHHUCTPAaTHBHH YCIIyTH.

Yn.70. Bcuuku NeHHOCTH 110 JOKYMEHTHTE, OT perucrpauusra 10
IpENIaBaHeTO MM 32 apXUBHPAHE Ca ChIVIACHO HACTOSAIIMTE NpaBuia u UHCTpyKIHs
3a NIEIOBOIHATA NEHHOCT U Y CTPOHCTBEHHS IPABHITHHK .

PA3JIEJI YETBBPTHU
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ApXHBHpaHe ¥ ChXpaHABaHe Ha TOKyMeHTaIHus Goux Ha O6mmHaTa

Yn. 71. HokymenTansuaT poHn Ha OOLMHATA € CHBKYITHOCT OT BCHYKH
JAOKYMEHTH, Ch3Ia[ICHH B PE3yJITaT OT HeHHAaTa NEHHOCT WIIM MOCTHITWIM OTBBH
BBB BpPb3Ka C Ta3H JECHHOCT.

Q. 72. (1) B nenoBoacTBOTO Ce M3BBPIIBA TEKYIIOTO ChXpaHABaHE HA
LSJIOCTHATa KOPECTIOHICHIIMS Ha OOLIMHCKATa aIMHHHECTpALKs 3a ChOTBETHATA
KaJIeHoapHa TOJIMHa.

(2) MocTenunTe B OOIIMHATA JOKYMEHTH, BKJI €IEKTPOHHH COOCTBEHOCT
Ha KIHEeHTa,ce HACHTH(QHULMPAT,ChbXPaHsIBaT U IPH HEOOXOAUMOCT ce
Bb3CTAHOBABAT I10 PEJl M B CPOK,ONpENe/ieHH B ChOTBETHHS 3aKOH.

. 73. (1) Bcruku ocTaHany JOKyMEHTH, Bb3HHKBAIIHU B Pe3yJITaT OT
JIeHHOCTTA U BbB BPB3Ka C OCBHIIECTBABAHETO Ha QYHKLMHUTE HA CTPYKTYPHHTE
3BEHA OT OOIIMHCKATa aIMMHUCTPALHS, Ce ChbXPAHSBAT TEKYIIO OT CAMHUTE TSIX - 10
NPHKJIIOYBaHe Ha ONepaTHBHATa paboTa ChC CaMHUTE JOKYMEHTH, KaTO CHIINUTE C&
rpynUpar B aea, OpMUpaHH N0 XPOHOIOTHYEH WK IIPeIMETEH NPU3HALIH.

(2) IIpu HanmyckaHe Ha JUTBXHOCTHH JIMIA ChC 3aIbKEHHS 110
CHXPaHJBAHETO HA IOKYMEHTH B ChOTBETHOTO CTPYKTYPHO 3BEHO C€ H3BBPIIBa
NpHeMO-TpelaBaHe ¢ MPOTOKOJI M 110 ONHKC Ha fenata. [IpenasaneTo UM 3a
CbXpaHsABaHE B apXUB C€ U3BBPIIBA [IPU YCIOBHS H IO eI ONpEJIeNieH B
yKasaHHUsATa KbM HOMEHK/IaTypaTa Ha oOmmHa Tebpauna.

Yn. 74. JlenoTo npescTaBisiBa ChbBKYIHOCT OT JOKYMEHTH HJIH OTIEJIEH
JIOKYMEHT, ChbXPaHABaHH B OTJEJIHA MAIlKa U OTHACALIM ce KbM ONpe/esieH BhIIPOC
WJIA IpyTia OT BBIIPOCH, CBBP3aHH C TpsKaTa JISHHOCT Ha ChbOTBETHOTO CTPYKTYPHO
3BeHO. JIeNoTo ChABPIKA IOKYMEHTH C eIHAKBB CPOK Ha ChbXpaHeHHe KaTo Gpoii
HeHaIXBBPIsiiM 250 IHCTa — CBIVIACHO YKa3aHHUs KbM HOMEHKIATypa Ha OOLIiHA
Teepauna.

1n.75. (1) 3a oprauusupane, chXpaHsBaHe W H3II0N3BaHe HA JOKyMEHTHTE,
C KOHTO € MPHK/I0YMIIA TeKyInara padora B O0mmMHaTa, ce OAIbpKa apXHB 110
YUPEXKIEHHS.

(2) B apxuBa Ha OOmmMHATA Ce ChXPaHSBAT CISIHHTE BHIOBE JNOKYMEHTH,
TMO/UIEXKAIH Ha TBIITOCPOYHO, U OCTOSHHO ChXPaHEHHE:

1. BcnukuTe HHAMBUIYaTHH aJIMUHHCTPATHBHHE akToBe Ha KMmera Ha
OOwmHaTta 1 Ha APYTH OBJIACTEHH OPraHH, 6e3 Te3H OT TeKyIIaTa ro/HHa;

2. PasmnamarensuTe BenomoctH Ha OOIIHHATA U HA JIMKBHIUPAHHUTE
OOIIMHCKH YUPeXIACHHUS U IIPEIIPUSTHS, KAKTO ¥ Ha TEXHHTE MPe/IIeCTBEHHIM,
CaMo cJIeq IpeBapUTENIHO ChIVIacyBaHe ¢ TepUTOPHATHOTO NOAEIeHHE Ha
JbpKaBHUS apXHB;

3. JlnqHuTe loCKeTa Ha HAIlyCHAIUTE U OCBOGOMIEHH CITY)KHTENH OT
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OOLIMHCKaTa aAMUHHUCTPALUS U OT JTMKBHUPAaHH OOIIMHCKH YUPEXKIEHUS U
NPEATNPUATHS;

4. C4eTOBOJHATE PETHCTPH M OTYETH U IOKYMEHTHTE 32 JaHBUEH KOHTPOJI
1 QHHAHCOB OJIHT;

5. PerucTpure 3a rpak1aHcKOTO ChCTOSHHE, MOJIOHTe-eK/Iapaliy 3a
H3[1aBaHe Ha yIOCTOBEPEHUS 33 HACJICIHUIIH, 3asBJICHASTA 3a IOCTOSHEH U
HAaCTOSAI aNpeC ¥ BTOPHAT €K3EMIUIAP Ha U3[aIeHUTE Ipe3 roJuHaTa
YAOCTOBEPEHHUS IO rPAXKIAAHCKO CHCTOSHHE 110 JAHHM OT KapPTOTEYHHs PErHCThD Ha
HacesleHneTo Ha O6mmHa TRbpaMLA ¥ IPUIOKeHa KBUTAHIMS 32 BHECEHA 34
ChOTBETHATA yCJIyra Takca, onpejeseHa B Hapenba Ha OOLIMHCKH ChBET
Teepauna .

6. CneunanusupanuTe KapTH, OOLIMTE U IOAPOOHHATE YCTPOICTBEHH
IJIAHOBE, KaJaCTPaIIHUTE PETHCTPH;

7. Ilpotokonure Ha OBIHHCKHSA eKCTIEPTeH ChBET Mo YCTPOHCTBO Ha
TEePUTOPHSATA;

8. Pasperenusra 3a cTpoesx;

9. Kommuniekt ot u3nanusta Ha [IbpikaBeH BECTHHK - IPYIHPaHHU 110 TOAHHH
Ha U3/laBaHe ¥ IpYT'd NI€YaTHH U3aHuUs, CBP3aHHU C NpsKaTa AeHHOCT Ha
OOummHara 1 ChIBpPKAIM PHKOBOIHH M METOIUYHH yKa3aHusl.

10. IIpenvcku Mo aIMHHICTPATHBHM, MPaXKIAHCKH, HAKA3ATEITHH 1
U3IIBJIHATEITHH JIefia.

(3) 3a apxuBa Ha OGmIKHATA Ce OCHTYPSABAT MOIXO/IAIIH TOMELLIEHHS C
YC/IOBHA 33 IPHEMaHe, ChbXPaHsABaHe U H3II0JI3BaHE Ha JOKYMEHTHTE.

(4) 3a ynecHsBaneTo Ha paGoTaTa ¢ apXHBHHTE ponnose Ha O6muHaTa,
CBILMTE C€ KIACHDHLKMPAT ¥ CHXPAHSBAT [0 CXEMa, OCHIYPSBAIIA OBp3 NOCTHII 10
APXHBHUTE I0OKyMEHTH W MaTepHaliCcho0pasHO yKa3aHuATa 3a paboTa ¢
HOMEHKJIaTypaTa Ha o0muHa TBepauna.

Y. 76. (1) Pasnnamarennure BenomMoctd Ha OBMmUHATA U Ha
THKBH/IMPAHUTE OOIIMHCKH yUpeKICHHS ¥ NPEeINPHATHA ¥ JTHIHATE JOCHETa Ha
CIIy)KUTENUTE ¥ PabOTHHLIATE Ce CHXPAHABAT B OT/IGNHO [IOMEIIEHHE, ¢ yCIJIOBUS 32
OnepaTHBHA paboTa M MPHEM Ha IPakJaHH.

(2) PasnnamarenHuTe BEXOMOCTH H JINYHKUTE JOCHETA Ce ChbXpaHsBaT B
npoabkeHue Ha 50 /meTaeceT/ roqMHM OT 1aTaTa Ha ChCTABSHETO HM.

(3) AocTbibT 1 MpaBaTa 3a paGoTa ¢ apXHUBHHUTE JOKYMEHTH C€ IPe0CTaBs
Ha YI'BJIHO MOIIEHO ChbC 3anoBent Ha Kmera Ha O6iuHara ksauduunpano
JUIb)KHOCTHO JTHIIE.

(4) Koncynrauuu Ha GMBIIH B HACTOSIIH ciyuTtend Ha O0muHaTa U Ha
JIMKBAMPAaHH OOLIMHCKH YUPEKACHUS, IPE/IIPHSTHS 1 OpraHH3alMH 110 BHIIPOCH,
CBBP3aHH C TAXHOTO IICHCHOHUPAHE, Ce W3BbPIIBAT B PEIIAMEHTHPAHO IIPHEMHO
BpeMe.

(5) HoxymeHTH 3a TpyIOB CTa Ce M3[aBAT Cliex IIoJaBaHe Ha MoJida 1o
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apXHBa B €/IHOMECEYEH CPOK H Ce TakCyBaT cbriiacHo Hapen6a Ha O6mmuCcKy
chbBeT TBBbpaHUIA .

Y. 77. (1) CyeToBOXHUTE PErHCTPH U OTYETH Ce CbXpaHsBaT B
CNICLHATTH3UPaH CYE€TOBOCH apXHB - B OT/EJIHO MOMEIEHHE, JOCTHII 10 KOeTO
MMar caMO y'bJTHOMOLIECHH OT [ IaBHUSI CYETOBOAMTEN JUTHIKHOCTHH JIMLIA.

(2) CyeToBONHHATE PETHCTPH U OTYETH, KAKTO H JIOKYMEHTHUTE 3a JaHbYEH
KOHTPOJI X (PUHAHCOB OJIUT CE CHXPAHABAT B CPOKOBETE, IIpeIBUICHU B 3aKOHa 3a
CueroBoacTBOTO.

Y. 78. Peructpure 3a rpak1aHCKOTO ChCTOSIHHE, MOJIOHTe-IeKIapaliy 3a
H3/laBaHe Ha yIOCTOBEPECHHA 3a HACIIEAHHUIIH M 3asBICHHUATA 3a [IOCTOSHEH |
HAaCTOAII apec ce ChXPaHsABAT B CIIELHATU3UPAH apXuB Ha cayx6a "TPAO",
OPTaHU3HMpaH B CHIIOTO IOMEIIEHHE, C YCIOBHS 3a TeKyIlla paboTa ¢ perHCTPHTE K
TAXHOTO HafeXkIHO obe3omnacsBane. JIOCTHII 10 pErHCTPHUTE 3a IPa)1aHCKO
CBCTOSIHHE, MOJIOUTE-IeK/Iapalliy 3a H3JaBaHe Ha YIOCTOBEPEHHS 32 HACIEeHUIH
1 325BJICHUATA 32 MOCTOSIHEH H HACTOSIL aJIpeC HMaT CaMO JUTHKHOCTHHTE JIMLA O
T'PAKIAHCKO CbCTOsIHUE, ONPEeIeNIeHH Che 3anoBea Ha Kmera Ha O6muHara.
Peructpure 3a rpaxkaancko crcTosHue, MOJIOHTe-/IeKIapalvy 3a H3JaBaHe Ha
YAOCTOBEPEHHA 32 HAC/ICHALIH 1 3aABIICHUSATA 32 IIOCTOSHEH W HACTOSII aZpec ce
CbXPaHsABaT B ClICHATU3UPAHUS apXUB Ha ciyx0a "PAO"B O6mmuara 130 /cto
H TPHJECET/ TOJIMHHU OT ChCTABSHETO UM, ClIe] KOETO ce [penaBaT B pETHOHAIHOTO
ynpaslieHue Ha JIbpykaBHUA apxuBeH GOHI.

. 79. (1) Kvm upexuus "Tepuropuanto pa3BHTHE HycTpoicTBO"-TPY
CC MOUTbpiKa CIICLMATTU3UPAH apXHB 3a ChbXPaHABaHEe U TEKYILO IT0I3BaHe Ha
KapTHHTE MaTepHalIy, OOIIUTe U TOAPOGHH YCTPOHCTBEHH ILUIAHOBE,
Ka/laCTpaIHATe PErHCTPH, MPOTOKOIMTE Ha OOIIHHCKUS eKCIIEPTeH ChBET 10
YCTPOHCTBO Ha TEPUTOPHATA, H3JAAEHHTE Pa3peLIeHNs 3a CTPOEX,yI0CTOBEPEHHUS
3a BbB&XK/IaHE B EKCIUTOATALIMS U IIPOEKTHA M €K3eKYTHBHA
AokyMeHTauuH. ChIIUTe Ce ChXPaHsBaT 6€3CPOYHO.

(2) Hocten no apxusa u npasa 3a paboTa ¢ apXHBHHTE MaTepHaIH H

AOKYMEHTH HMaT CaMo JUTbKHOCTHH JIMLIA, YIIBIHOMOIIEHH OT KMeTa Ha
oOmmHara".

(3) INon3BaneTo Ha apXHBHYM MaTepHaTH U JOKYMEHTH OT
cnennansupanys apxus Ha TCY , B T.4. mpenocTaBsHeTo Ha KOHCY/ITALMH 1
MO/ISBAHC Ha TEXHUYECKa IOKYMEHTAlHs OT aABOKATH M BEIM JIMIAa BBB BPB3Ka U
1O CbAeOHH JeN1a, CTaBa caMo ¢ pa3pelleHne Ha KMeTa Ha obmunHara".

n. 80. (1) B kpas Ha Besika KasnleHIapHa FOMHA, HO HE IO-KBCHO OT 30 IOHH Ha
ClleNBallaTa ro/MHa, B OOLIMHCKUS apXHB Ce MpeaBaT NPUKITIOYeHH JOKYMEHTH H
MaTE€pHaJIH OT OEJIOBOJCTBOTO U OT C'I‘pyKTypHPI 3BCHA Ha OGI]J,HHCKaTa

AAMHHHCTpALHS, B KOHTO TEKYIIO Ce POPMHPAT M ChXPaHsBaT Aela C JOKYMEHTH
H MaTepHallu.
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(2) IlpenaBaneTo Ha TOKYMEHTHTE H MATEPHATHTE CE H3BBPILBA [0 OMUCH
Ha Jies1ata, GOpMUpaHH TIPH TeKyInaTa paGoTa ¢ TSX U C IPHEMO-IpeaBaTeH
IPOTOKOJIH.

(3) Bxoasii moKyMeHT, 1o cuiiata Ha KOiTo TpabBa 1a ce HU3BBPIIA
PEruCTpHUpaHe, BIIHCBAaHEe, MONMPaBKa WK JIOITbJIBAHE B PETHCTPHUTE C aKTOBE 3a
I'PaXIaHCKO CbCTOSIHHE, CTaBa HEPA3/leliHa YacT OT ChOTBETHHUS aKT I10
TPaXIAHCKO ChCTOSHHE H OPUTHHAIBT MY C€ ChbXpaHsBa 110 peja Ha 4wi.78. 3a To3u
JAOKYMEHT, Bb3 OCHOBA Ha IIMCMEHO YBEJOMJIEHHE OT UIBKHOCTHOTO JIHIIE I10
IPaXIaHCKO ChCTOAHME J10 3aB.Cyk0a "JlenoBoaCcTBO", B CHOTBETCTBAIMS My
3amic B aBTOMAaTH3MpaHaTa Ie/IOBO/IHA CHCTEMA U B CHOTBETHATA MY
PETHCTPAllHOHHO-KOHTPOJIHA KapTa, Ce 0Tpa3siBa BHJa, HOMEpa M J1aTaTa Ha aKTa
IO rPaK1aHCKO ChCTOSIHUE, KbM KOMTO € NIPHJIOKEH H OCTaBEeH 3a ChXpaHEHHe.

Y. 81. (1) 3a cexpaHeHue, perucTprpase U U3MON3BaHe Ha
CIIEKTPOHHHUTE NOKyMeHTH B O6muna TBbpauIia oTroBaps onpeneneHo cbe
3al0Be/l Ha KMeTa JUThXHOCTHO JIHIIE.

(2) E/I (eneKTpOHHHTE TOKYMEHTH )Ce ChbXPaHABAT B OT/IEIHO
ApXWBOXPAHMJIMLIE, OTrOBapSIIO HAa H3MCKBAaHHUATA 110 3aKOHA 32 JbPKaBHUS
apxuBeH GOHJ B IPOab/DKeHHE Ha 20roquHH.

(3) Ilpu HamyckaHe Ha CiTyKeOHUS CH MOCT, CITy)KHTEJIUTE 3aIbJDKHTEITHO
Npeaasar ¢ NPOTOKOM U OIMHC HaMupatnuTe ce npy Tax EJl Ha mpaBonpueMHHKa cH
WJIK Ha WieHoBeTe Ha [locTosHHO-elicTBamaTa eKxcriepTHa KOMUCHS.

. 82. VHHUILOKaBaHETO Ha IOKYMEHTH OT apXMBHHTE (HOHIOBE HA
OOmmnarta cTaBa caMo cliell paspellieHHie Ha PErHOHATHHTE OPTaHH 3a YIIpaB/eHHe

Ha JIppxaBHus apxuBeH QOHI U IIpH clia3BaHe HA 3aKOHA 3a 3aIMTA HA JTHYHUTE
JIaHHH.

PA3JIEJI [IETU

PaGota ¢ }KaJ'IGHTe, CUTHAJIMTE M NIPEeJIOJKEHHATA Ha rpaXqaHHuTE

. 83. Benuky mpeioKeH)st, CUTHAIM | 5Kal0H Ha MPaKIaHHU ce
perucTpupar ot CITyXHTENST OTTOBOPEH 3a paboTa ¢ KanbuTe, IpeIoKeHUsTa Ha
TPaXIaHATE B OT/EJIEH PErUcThp Ha OOIMHCKATa aIMUHICTpALHS 10 OOIIUS pej|
Ha JIeJIOBOJIHATa JeHHOCT.

. 84. AHOHMMEH XKa/IOH, CHTHAJIM U TIPEJUIOKEHHS HE Ce perucTpupar u
1o TAX He ce 00pa3yBa aZIMHHUCTPATHBHO MPOH3BOICTBO.

Yn. 85. Curnanute u xanburte Ha rpakIaHHUTE HE MOTAT Aa Ce peliasar oT

JUTB)XHOCTHHUTE JIMLIA, CPeIlly YHHUTO JEeHCTBUS Ca MOJIafieHH, OCBEH KOTaTo Te
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NpHEMar, Ye ca OCHOBATEJIHH U TH yBajKar.

. 86. (1) YeranoBsiBaHeTo Ha akTHTE M 0GCTOSTENCTBATA 110 IONANEHH
OT rpa)KIaHUTE CUTHAITH U JKalOH ce H3BBPLIBA OT ITHKHOCTHO JIMIIE B
oOIIMHCKaTa aIMHHICTpaLKs, Ha KoeTo oT KMera Ha O6mmiHara ca JeJIETHPaHu
TaKWBa CIIELUAJIHUA TPABOMOILLIHUS.

(2) JUrbXXHOCTHOTO JIHLIE 110 TIPEIOKEHHATA, CHTHATUTE H IKATOHTE
H3BBPIIBA HE3aBHCHMA NIPOBEPKa MO (aKTHTE H 0OCTOSTENCTBATA, CBBP3aHH C
NPE/IOKCHUETO, CHTHANIA MM JKaJlOaTa 3a BCHUKH CIly4aH, KOraTo Te He ca PHeTH
KaTo OCHOBATEJIHH OT JUTHXKHOCTHHUTE JIMLA, CPelly KOUTO ca MOJaJeHH U '
noknansa Ha Kmera u Ha Cekperaps Ha O6imHara.

Y. 87. Ilpennoxenns, CHrHAIM M XaIOH, TOaeHH 10 OBIIHHCKATA
aJIMMHHCTpalHs, Oe3 1a ca OT HelfHaTa KOMIIETEHTHOCT, ce npemnpamar B 7 /
CeIEMIHEBEH / CPOK 10 KOMIIETEHTHHS OPraH, OCBEH ako MMa HHQOpMalus, 4ye
BBIIPOCBT € OTHECEH M JI0 HEro. 3a MpenpaliaHeTo Ha IPeUI0KEeH s, CHIHAIN |
KaJIOH ce yBeIOMSBAT IOJATEeIHTE HM.

. 88. Korato koMneTeHTHHTE MTbKHOCTHH JIMIA OT OOIIMHCKATA
aIMHHHCTPaLlMs yBaXKaT CHTHAJIA WK KabaTa Ha rpaIaHuHa, B3eMaT He3a0aBHH
MCPKH 33 OTCTpaHABaHE Ha N0IyCHATHTE HAPYLICHHs UIIH HENPAaBHJIHHU JEHCTBH,
3a KOCTO yBeIOMABAT MOJATEJIs WM APYTH 3aHHTEPECOBAHH JIMIIA.

Y. 89. Ilpu B3eMaHe Ha pelIeHHe 110 CHrHANa WITH Kanbara, To ce
M3BBPIIBA B MUCMEHa (OPMA, C H3KITIOYEHHE Ha CITyYauTe, KOraTo CHTHAJA WK
KajbaTa ce yBaxxaT H3ISUIO0 M He Ce 3acATaT IpaBa M 3aKOHHH HHTEPECH Ha IPYTH
(QH3UYECKH U FOPHIHYECKH JIHLA.

. 90. Korato curnanst uimm xanbara He ca YBaXK€HH, ce cboOlIaBaT
ChOOpaXkeHHsATA 3a TOBA.

Y. 91. Koraro ¢ pemenreTo no curHaia wiv xandara ce 3acsrar npaBa
HJIH 3aKOHHH MHTEPECH Ha IPYTH FOPHAMYECKH H (DU3HYECKH JIMIIA, PEIIEHHETO ce
NpaBH JOCTOSHHE U HAa THX.

Y. 92. Pewennero mo nojaaeH CHrHa MM an6a ce H3ITbIHSBA B
C/IHOMECEHUCH CPOK OT IIOCTAHOBABAHETO MY, C H3K/IIOUEHHE HA CIy9auTe, KOraTo
Ce Hajlara 1o 0co0eHo BaKHH NPHYMHM TO3M CPOK a Ob1e YIIBIDKEH.
YIsmkaBaHeTo Ha Cpoka MOXe Ja CTaHe CaMo OT OpraHa IIOCTaHOBHJI PEIIEHHETO,
HO HE MOJXe 1a ObJie moBeye oT 2/1Ba/ Mecena.

Y. 93. Curnanu u xanbu, moxaseHy Mo Beye PELIeH BBIIPOC, HE ce
PasTJICIKIAT, OCBEH aKO €a BbB BPB3KA C M3IIBIIHEHHE Ha PENICHHETO WM Ce
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OCHOBAaBAaT Ha HOBU ()aKTH HJIM OOCTOSTEJICTBA.
Yn. 94. Curnanure u xanbure, KOUTO He ce pasriiexzaar, ce BpbIlaT Ha
roaaTeIsi, KaTo ce choOIIaBaT OCHOBAHHMATA 32 TOBA.

. 95. TIpoM3BOACTBOTO 110 NPEUIOKEHHS, CHTHATH H JKAIOH Ha
TP@X/aHH Ce NPEKPaTABa C U3IIbIHEHHE HA PEIIeHUETO.

PA3JIEJI LIECTHU
KoHTpon o u3nbiHeHneTo Ha peleHusTa U 3a1a9nTe

Yn. 96. KoHTPOIBT 0 M3BIHEHHETO Ha pElIeHHATa U 3aJJaYlTe ce
TIpuJiara o BCHYKH HUBA Ha Bb3JIaraHe U M3ITbJIHEHHE, KaTO Ce OCHILECTBSBA OT
BCCKH PECOPEH PHKOBOJUTEN IO OTHOLIEHHE HA IIOYUHEHHUTE My, H oT KMera Ha
O6mmHaTa 110 OTHOILIEHHE HA BCHYKH [UTHKHOCTHH JTHIA B oOIIMHCKaTa
aJIMMHHCTpALIMS.

Yi. 97. KOHTPONBT N0 M3IbIIHEHUETO Ha PELICHHUATA U 3aJaYUTe BKITIOUBA
CIICIHHTE NEHCTBH:

1. Mnentuduumpane Ha mpobnema, hopMyiupake Ha 3a71a4aTa 1
ONpeNesIsiHE Ha CPOK 32 M3IIbIIHEHHE;

2. OnpeniensHe Ha OTTOBOPHEK 32 H3IbIHEHNE HA 33/1a4aTa /[IOCTaBsIHe Ha
pe3oonus/;

3. Bbanarane u3nbIHEHHETO HA 3aa4aTa /MOCTABIHE HA pe3ounonus/ Ha
KOHKPETECH M3IIbJIHMTE] MITH H3IIbJIHUTEIH;

4. IlocTaBsiHe pelaBaHeTo Ha 3aja4aTa Ha OTYET;

5. OT4nTaHe M3ITBIIHEHHETO Ha 3a/1a4ara;

6. CHeMaHe Ha pPellIeHHeTO M Ha 3a/]a4aTa OT OTYeT.

Y. 98. nentuduumpanero Ha npobiema, bopmynupanero Ha 3amayara,
ONPENE/IAHETO HA CPOKOBE 32 M3ITbJIHEHHE U HAUMHA HA JOKJIaJBaHe Ha
HSIBIHEHHETO Ce H3BBPIIBAT OT CHOTBETHHS PE30JIHpALL 10 HepapXusTa Ha
ynpasienue. [IpomsHa B cpoka 3a U3mbIHEHHE MOXe na IIpaBH Camo
BB3JIOKHUTEIS.

. 99. IIpomsna B cpoka 3a H3IbIHEHHE HA 331a49aTa MOKE Jla C€ MCKa U OT
H3IBJIHUTE]IA, HO CaMO C MOTHBHPAHO MUCMEHO O0sICHEHHE 33 MPUYHHHTE, KOHTO
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BB3MPENATCTBAT UJIH Ca Bb3MPENATCTBAIH H3ITBIHEHHUETO.

Y. 100. M3nenHenreTo Ha 3a1a4arta ce Bb3/Iara caMo Ha €IMH OTTOBOPHHK
H Ha €/IMH WIH HAKOJIKO M3IIBJIHATENIM OT MO-HUCKO YIPABIEHCKO HUBO, KAaTO
H3ITBJIHUTEJINTE MOraT J1a Ob/1aT B 3aBUCHMOCT OT XapaKTepa Ha 3a/1a4yaTa OT
PasHYHU CTPYKTYPHHM 3B€HA M HA Pa3IMYHO PECOPHO noaunHeHue. [Ipu
Bb3JIaraHe Ha 3a/iayara Bb3JIOKUTEIAT aBa YCTHHU WK MTMCMEHH YKa3aHHs Ha
OTTrOBOPHHMKA HJIM Ha U3ITBJIHUTEIUTE OTHOCHO pelia, HAauMHA M W3MCKBaHHUATA 3a
M3IbJIHEeHHeTO. [Ipy HanKuure Ha HeOOXOMMHUTE YCIIOBHS pE30JIMpALIts OTpa3siBa
3aJa4ara ¥ B aBTOMaTH3MpaHaTa JeJI0BOJHA CHCTEMa, KaTO 3allkcBa B Hesl
(opMyHMpaHus TEKCT Ha Pe30JIIOLMATA, KOM € H3ITBIHUTEN U CPOK 3a
U3ITBJIHEHHETO. Pe30smonMu Morar fia ce Bb3Jiarar 10 4 HuBa HaJl0/Iy T10
HepapxusTa 10 JOCTAraHe Ha U3ITbJIHUTEIIHTE.

Yn. 101. OTynTaneTo Ha H3MBIIHEHHETO Ha 3aJaYMTe Ce W3BBPIIBA JIAYHO

OT U3MBbJIHUTEMTE W OTTOBOPHHULIUTE B YCTHA HJIM TUCMEHa (opMa - TIpeId WIH B
JICHJ Ha U3THYAHE Ha CPOKa, MOC/IEI0BAaTENHO 110 BepUraTa Ha ciryxeOHara
iiepapxus. B onpenenens oT pecopHUs pPbKOBOJMTEN CIy4ad OTYMTAHETO Ha
U3ITBJIHEHHETO Ha 3aJaulTe MOXE Jla C€ M3BbPIIBA Ha ONPEEIIECH MIEPHO OT BpeMe
- CeIMHILIA WITH Mecell.

Y. 102. CHemaHeTO Ha 3a/1ayaTa OT OTYET CE MU3BBPIIBA OT CIYKUTEIUTE B
LINVT no nanHM Ha PeCOPHUTE PHKOBOAMTEIIH, MO HOKJIA/ HAa BH3JIOKHUTENs CIIe]
KOETO Ce W3BBbpPILIBA OTpa3siBaHe Ha Pe3yJITATUTE B KOHTPOJIHO -

PETHCTPpallHOHHATa KapTa i B aBTOMaTH3HpaHaTa JeJ0BOHa CUCTEMA.

JULT 1T
E-YCIIYIT'H

OBIIIU ITOJIOXEHUA
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103. C 1031 IOKyMEHT ce yperxJa OpraHu3alisTa i TEXHOJIOTHATA 3a
OCBIIECTBSIBaHE HA 000POTa Ha EIEKTPOHHH TOKYMEHTH U JOKYMEHTH Ha
XapTHEH HOCHTEN B AIMUHUCTpalHiTa. JIOKYMEHTBT € ChbCTaBEH Ha
OCHOBaHH€ Wi. 42 aj. 2 oT 3aKOHa 3a eIeKTPOHHOTO yIpaBJIeHHe H HMa 3a
LeJ1 Ia periiaMeHTHPa TEXHOJIOruATa Ha 00paboTKa Ha BXOSIIMTE,
M3XOSALINTE U BbTPEUIHATE JOKYMEHTH, KaKTO H JIa OCHI'YpH Obp30 U
Ka4ueCTBeHO M3BbpIIBaHE Ha HEOOXOAMMHUTE ONEpalliH, BKIIFOYHTEIHO Ha

ONCpalHUTE 110 BpEMEBH KOHTPOJI, CBbP3aHH C H3IIbJIHEHHE Ha 3aJaYMTe,
IPOHU3THYAIlIH OT ChOTBETHUTE JOKYMEHTH.

104. HacrosimuTe npaBuia oO6xBamaT paboTara ¢ BXOSIIM, H3XO/ISIH |
BBTPELIHH JOKYMEHTH.

105. IpaBuiiata ce npHiarar 1o OTHOLIEHHE H3TOTBAHETO U 0QOPMAHETO Ha:

¢ Bobrpemnu o01o-aIMUHHCTPATHBHE TOKYMEHTH - 3alI0BEIH 32
OpraHu3alMs Ha JEHHOCTHTE B aIMUHHCTPALIMATA, JIOKIaIH, CTAHOBHIIA
Y MIPOTOKOJIM OT MIPOBECHH 3ace/IaHHs, KOUTO C€ U3rOTBAT OT
CILy)KUTEJIUTE Ha aIMHUHUCTPALHATA;

¢ [lucma ¢ KOpECITOH/IEHTH B CTpaHAaTa | B 4y KOWHa;

e TunoBe JOKyMEHTH KaTO CTAHOBHINA, OTYETH, JOK/IAIH, JOKIAIHH
3aMKMCKH, aHAJIW3H, IPOTrPaMH, ITAHOBE, KOHIIETIHH, [I03HLIHH,
HH(GOPMAIIMH, TaMEeTHH OeNeXKH, POEKTH Ha PEIIeHHs 10 KOHKPETHH
BBIIPOCH, BbTPELIHH aKTOBE, IPOSKTH Ha HOPMAaTHBHH aKTOBE;
WHULMATUBHHU, IPHAPYKUTETHH, HATOMHUTEIHH U JOIIBIHUTETHA TUCMA
U IpyTY JOKYMEHTH.

IIpaBunara He ce npujarar 3a ciry4auTe, KOraTo cTaBa BBIPOC 3a:
* Paborara c JOKyMeHTH, KOHTO ChABPXKAT KilacuGuMpana HHGOpMAIHs
10 CMHCBJIAa Ha 3aKOHA 3a 3aIUTa Ha KIacH(UUMpaHaTa HHPOPMAIHUS;

* Pabora ¢ 10KyMeHTH, YMATO pasnndHa 0GpaboTKa € peraMeHTHPaHa OT
3aKOH;

® JIOKYMEHTH, alpeCUpaHH B JIHYHO KA4ECTBO;

* AHOHHUMHH JIOKyMeHTH (6e3 HMe U aipec Ha MojaTeNs);
e [lepuoauyHy NMeyaTHH H3IAHKS;

* Kapruuku, nokanu, apuum, cro0WenHns U ap.
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106.

AIMUHHCTpaTHBHaTa HHpOpManuonHara cucreMa /AUC/ 3a

yIpaBJIeHHe Ha JOKyMEHTO000pOTa ¥ aIMHHUCTPATHBHHUTE MIPOLIECH
AKCTBP ODPHC /Cucremara/ noanomara u aBTOMaTH3MPa IPOLIECHTE I10
JIOKYMEHTOOOOPOT U BpeMEBH KOHTPOJI B CHOTBETCTBHE C U3HCKBAHHUATA B
Hapenbara 3a o6Mena Ha nokymeHTH B agmunuctpanusaTa (HOJIA) u
Hapenba 3a oOmuTe H3HCKBaHUS KbM HH(GOPMALMOHHHTE CHCTEMH,
PETHCTPUTE U €ICKTPOHHUTE aJIMUHUCTpaTuBHU ycryrd (HOUHUCPEAY)

107.

BbTpemnuTe npaBuia 3a OpraHu3aLmATa Ha 060pOTa Ha JOKYMEHTH

Ha CJICKTPOHEH H XapTHEH HOCHTEI Ca 3abJKUTE/IHA 32 BCUUKH
CITyXKUTeIH Ha AZIMUHUCTpanuATa. Hem3neiHeHHETO Ha pasnopenouTe UM
€ OCHOBaHME 33 TBPCEHE Ha MMCIHMIIMHAPHA OTTOBOPHOCT 110 pejia Ha
Konekca Ha Tpyna 1 3aKoHa 3a Ibp)KaBHHS CITyKUTEIL.

OTroBOpHOCT 32 HOPMATHOTO OCBIIECTBSIBAHE 060POTA HA JOKYMEHTH HOCST
BCHYKH PBKOBOJIMUTENH H CIIYKUTEIH B AIMAHUCTPAIMATA.

PbKOBOIHTENNTE HA CTPYKTYPHUTE 3BEHA Ca IUTHIKHH:

/la rapanTupar, 4e ca cria3eHH H3HCKBAaHHATA 3 3aIIHCH Ha pabOTHH
IIPOLIECH, MPOBEXKIAHHU B TEXHHUTE paboTHH chepy;

Ha ocurypsiBaT U3IbIHEHHETO Ha T€3H BBTPELIHM NPABHIA OT
NOQYHUHEHHUTE HM CITY)KHTEIIH;

Jla crensT 3a NpaBAIHOTO M CPOYHOTO H3IIbJIHEHHE HA CBBP3aHHUTE C
JIOKYMEHTHTE PE30JIIOLMH /TIOCTaBEeHH 3a1auk/ U 11a OCHI'ypSBAT
CBOEBPEMEHHOTO UM OTYHTAHE;

B crywaii Ha npekpatsBaHe Ha IPaBOOTHOLIEHHE ChC CITYKHTEN WIH
IPEMECTBAHETO MY B APYTO aIMHUHHCTPATHBHO 3BEHO, 1a OCHIYPST
NPENaBaHETO Ha MIOBEpeHaTa My JIOKYMEHTALMs Ha OTPE/IeNIeHH APYTH
CILyXKUTENH OT ChOTBETHOTO aJIMWHHCTPATHBHO 3BEHO, 110 HAYUH U peJ,
YPEZCH ¢ BbTPEIUHHTE NPaBUJIa 32 yNpaBIeHHEe Ha YOBEIIKHUTE PECYPCH;
Jla ompenienaT CBOEBPEMEHHO 3aMECTHHIIM HA OTCHCTBALINTE CITYKHTEH,;
Ha o0paboTaT BCHYKH HACOYSHH KbM TAX JOKYMEHTH, KaTO I'M HacouaT
KBbM JIMIAaTa, KOUTO M€ H3BbPIIAT HEOOXOMUMUTE JEHHOCTH,

(opmynupaiiku ICHM 331291 U KOHKPETHH CPOKOBE 32 TSIXHOTO
H3ITBJIHEHHE.

CiyxuTenure B AIMHHUCTPALUATA Ca UTHIKHH:
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¢ Jla pabotsar camo ¢ peructpupans B AUC AKCTEHP OPUC 1oKyMeHTH;

* [la 0OpaboTBaT nofaaeHATE UM €IEKTPOHHU JOKyMEHTH, 6e3 11a IPaBsT
XapTHUEHHU KOMUS;

* [la 0OpaboTBaT IOKyMEHTH Ha XapTHEH HOCHTEJN, CaMo B CITyJauTe,
KOraTo CbC CHEIMaeH 3aKOH C€ H3MCKBA TOBA M CJIe]I IIPHKIIFOYBAHE Ha
paborara 10 TsIX CBOEBPEMEHHO Ja I' IIPEIOCTABST B PETHCTPATypa 3a
apXWBHpAaHE;

* /la He IOIyCKAT ABWKEHHE HA JIOKYMEHTH Ha XapTHEH HOCHTET MEX Ly
aIMHHHCTPATHBHHTE 3BEHA, 0€3 crielualeH 3aK0H J1a M3MCKBA HATHUHETO
Ha XapTHEHHW TOKYMEHTH H TOBA J1a € 0TPa3eHO B ChOTBETHHTE
pesomrond B AUC AKCTHP ODUC;

e [la He 3aN03HABAT CIIY)XUTEIH B AZIMUHHCTPALIMATA, KAKTO ¥ BHHIIHHA
JHIa CbC ChABPIKAHUETO Ha NOKYMEHTH Ha JIMIIa, HAMAIH IPSIKO
CIIy?k€0HO OTHOIIEHHE KbM THX;

* Ilpu npexpatsBaHe Ha TPYJOBOTO WIIH CIIy)KeGHOTO IPAaBOOTHOIICHHE, 1A
CBXPaHAT LEJIOCTTa Ha 00paboTBaHUTE OT TAX JOKYMEHTH;

 Jla cria3sBaT M3MCKBAHHUATA 33 ChCTABSHE U O(OPMSAHE HA JOKYMEHTHTE;

e Ilpu noaroroska Ha IOKYMEHTH Ja NpeIaraT 060CHOBaHa, IOCTOBEPHA
¥ yOeuTeIHa MOTHBHPOBKA,

* Jla cria3sBaT M3MCKBAHHATA 32 ChCTABAHE U O(OPMSHE HA JOKYMEHTHTE;

* Jla noaroTssaT 060CHOBAHH, TOCTOBEPHHU U YOEIUTETHH [OBOIM;

* Jla GopMyIHpaT TOYHO H SICHO ChABPKAHUETO Ha JOKYMEHTA IIPH
Cra3BaHe Ha rpPaMaTHYeCKUTE TPAaBUIIA;

* Jla ceriiacyBar JOKyMEHTA 110 CBOTBETHHS PEI;

® Jla cMeHAT maposaTa CH 3a JOCTBII B CHCTEMAaTa BeIHara cliell KaTo s
MOJIy4aT OT aAMHHHCTPATOpA.

CryxuTenure OT 3BeHaTa 10 HHGOPMAIMOHHO 06CTYKBaHe i TEXHOJIOTHH
(cIyuTenuTe, KOUTO M3MBIIHABAT TAKHBA QYHKIHH) ca OTTrOBOpHH 3a:

* OcurypsiBane Ha HeNpeKbCHATA M HaJIeXK/IHA paboTa Ha
JIOKYMEHTOOOOpOTHATa CUCTeMa, KaKTO M TOBA, 4e Is/IaTa
NOTpeOUTEINICKa IOKYMEHTALNS € ITBJIHA, aKTyalHa U JOCTBIIHA 32
NOTpeOUTENTHTE;

* OcurypsBale Ha aKTyalleH apXUB Ha JOKYMEHTHHUTE CHCTEMH U
CBBP3aHUTE C TAX 0a3u JaHHH;
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¢ Perucrpupane Ha MOTpeOUTENIHNTE HA CHCTEMATa U 3aJaBaHe Ha
Pa3peIICHUTE UM IIpaBa 3a JOCTBII, @ IPHU HEOOXOJUMOCT — H3BBPIIBAHE
Ha NPOMEHH B THX;

¢ 3ajzaBaHe Ha HayaJHa ITapoJia 3a JOCTHII B CHCTEMATa Ha BCEKH
notpedure;

* BiiroyBaHe Ha HOBU PabOTHH MeCTa C IEPCOHATHM KOMITIOTPH KBM
Mpesxara Ha CucTeMara ¥ pd HeoOXOIMMOCT U3BbpIIBAHE HA IIPOMEHH
B HeliHaTa KoH(pUrypamnus;

* BbBex1aHe Ha HOBU U NOJAbP)KAHEe B aKTYaTHO ChCTOSHUE HA
CBLIECTBYBALIMTe HOMEHKIIATYPH U Kilacudukatopu B Cucremara;

* [lpaBuiHOTO QyHKLIMOHHpPaHEe Ha eJIEKTPOHHKS apXHB Ha 6a3aTa JaHHH U
TIPH CPHB Ha MHQOPMAIIMOHHATA CHCTEMA J1a OpPraHu3UpaT H
npeanpueMar AIeHHOCTH, CBbP3aHH C Bb3CTaHOBSBaHE Ha
paboTocnocobHOCTTA H.

* [Ilpu npekpatsiBaHe Ha TPyJIOBOTO HIIH CIy’KeGHOTO PABOOTHONICHHE HA

CITy’KHTeJ, 1a OTPa3sAT TOBa B CHCTEMaTa, KaTo JAeaKTHBUPAT akayHTa Ha
CITY)KHTEJIS.

M3non3BaHeTo Ha CykeOHH TOKYMEHTH 3a IyONHKalMH W/Win
npeocTaBsHe Ha MH(OpMaIHMs ce TOMycKa camo 110 pejia, ONpeIeNeH ¢
BeTpennuTe npaBuia 3a yCIOBUSTA U Pe/ia 3a MPeIOCTaBIHE Ha AOCTHII 10
oOuecTBeHa HHpOpMaLUs OT AIMHHHCTPALIMATA 10 3aKOHA 32 JOCTHII JI0

obuecTBeHa HHGOPMAIHUs, YTBBPICHH ChC 3aM0BEN Ha PHKOBOMTENIS Ha
AIMUHHUCTpaLUATA.

108. H3MCKBAHMSA KBM ®OPMATA U CTPYKTYPATA HA
JOKYMEHTHUTE

Beuuky 10KyMEHTH, BKJIFOUEHH B 00XBaTa Ha HACTOAIIHNTE TIPABHIIA Ce
M3rOTBAT YPEe3 U3M0JI3BAHETO Ha MEpCOHaleH KoMIIOThP. He ce nomycka oOMeH Ha

FIOKYMEHTH MEKy CITy’)KHUTEIIH Ha XapTHEH HOCHUTEJ, OCBEH B CIIy4auTe, KOraTo
TOBA € ONpEeIeNIeHO ChC 3aKOH.

OCHOBHHSAT TEKCT Ha IOKYMEHTA Ce H3J1ara KpaTKo, SICHO ¥ TOYHO, 1 HE Ce
IOIyCcKa CyOEKTHBHO ThJIKYBaHE.
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W3non3sanuTe TEPMHHH H ONpe/IeNIeH!s ca eIMHHHU U ChOTBETCTBAT Ha
JelcTBalaTa HOpMaTHBHA JOKYMEHTAlUs, a IPH OTCHCTBHE HA TAKHBA — Ha
obmonpHerara NpakTUKa 4 ca NeQUHHPAHH B CAMHUS JOKYMEHT.

ITpu u3non3BaHe Ha ChKpALIEHUs B TEKCTa, IPH ITbpBaTa UM ynorpeba ce
H3IHCBa ITBIHUSA HM TEKCT, a CJIEJl HErO ChbKpAIllEHHeTO Ce MOCTaBs B CKOOH.
Wsnon3panuTe ChKpallleHHs ce BKIIOUBAT B paszien "TepMHHHU U ChKpaLeHus" pu
JNOKYMEHTH OT THII IPOLIEYPH, HHCTPYKLMH, IIPOTrPaMH U Jp.

B ciyuaii, ue ce u3non3Ba npenparka KbM APYT JOKYMEHT, 33 bJIXKHTEIHO
ce I0cOoYBaT HMACHTH(MHKANMOHHUAT My HOMED U IMBTHOTO HAUMEHOBAHHE Ha
JOKyMEHTa.

a. ®opmaTupaHe Ha CTPAaHHLIUTE

Bcuuky 10KyMEHTH, BKIIOYEHH B 00XBaTa Ha HACTOSIIKUTE [IPaBHiIa ce
(bopmartupat ceriacHo [Ipunoxenue ,JIpasuna 3a epaguurnomo u e3uxoeo
ogopmaHe Ha OoKymeHmume*.

b. CTpykTypHpaHe Ha JOKYMEHTHUTE

Bcuuku 10KyMEHTH, BKIIOYEHH B 00XBaTa Ha HACTOSIIMTE MPABUIIA CE
CTpyKTypHpart cbriacHo [Ipunoxenue ,,O6pazyu u 6ranku om Bvmpewru

npasuna 3a 060pom Ha eneKmpoHHU OOKYMEHMU U 0OKyMeHmu Ha XapmueH
Hocumen"'.

c. WUneHtudukanus Ha TOKyMEHTHTE

Bcexu IOKyMeHT WMa yHHKalleH UAeHTH(OHKALIHOHEH HOMEp, KOKMTO ce
Ompezesis B MOMEHTA Ha Ch3/1aBaHe Ha JOKyMEHTa U He ce IIPOMEHS Ipe3 e s My
KA3HEH LIHKbJI.

WneHTH)UKALIMOHHHUAT HOMEp Ce OIpeJielisi B ChOTBETCTBHE C MPOLIECA MK
NEeHHOCTTA, KOSATO Kacae, BU/Ja Ha JOKyMeHTa (IpoLeaypa, HHCTPYKLHKSA, TUIaH) 1
nopenHus My Homep. [IpaBunata 3a aBToMaTu4HO hopMUpaHe Ha
MICHTH(OUKALMOHHHTE HOMEpA Ce ONPENeNAT OT aAMUHHUCTPALUATA [IPH
HHCTAJIMpaHe Ha CUCTeMaTa M MOraT Ja ObaaT IpOMeHsHH IPH HeOOXOIMMOCT.

AWC cama popmupa yHHKaTHH HIEHTHGHKATOPH B choTBeTcTBHE ¢ 3EY, HOJIA
1 HOUVICPEAY.
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109. VYITPABJIEHUE HA JIOKYMEHTHU

a. OOIIH IoNoKEeHHUs

ITo cBOs MpoM3X0 JOKyMEHTHTE MOraT fa ObIat:
* Bxo0suu, NOJyYeHH B aIMHHHCTPALHATA OT APYTa aMHHUCTPAIUS HIH OT
rpaka1aHuH/pupMma;
* H3xo0swu, Cb3JaJ€HH B AIMHHHCTPALMATA, B PE3YJITATA HAa 3TbIHEHNE Ha

yCiIyra Wik npoueaypa. Be3aMoxHO € u3Xomsin ToKyMeHT 1a Ob/1e ch3aaneH
3a BbTPEIIHOBEIOMCTBEHH HYXK/IH;

Pezucmpayuama na exooawume u uzxoosuume 00OKyMeHmu ce
U3BLPULBA OM CTYHCUMEN C HEODXOOUMUME NPABA 3a U3ELPULEAHE HA
masu deurocm. Jlokymenmume om masu spyna o6pazyéam m.uap.
oguyuanen OOKyMeHmeH pezucmup.

L4 Bbmpemuu ()ORyMeHmu Ca TE€3H, KOHUTO Ca Ch3daJlI€HH B X014 Ha pa60Ta Ha

agMUHHCTpanusTa. [Ipasa 3a pericTpupaHe Ha BETPELIHH JOKYMEHTH HMa
BCEKH CITyKHUTEL.

Bceuyku BUIOBE TOKyMEHTH pasmofiarar ¢ aTpuOyTH, O KOMTO MOTAT Ja ce
U3BBPLIBAT ThPCEHHUS H aHATHM3H, KAKTO H JIa Ce Ch3aBaT OTYETH U OaJlaHCH.

b. Bxonsimu 10KyMeHTH

Bxopsiure 1OKyMEHTH ca Ch3/IaZieHH OT Apyra aJMMHHCTpAIHS,
rpaX/IaHWH WK QUPMa U MOTAT Ja MOCTHIIAT B aIMHHUCTPALUATA IO CIIEJHHUTE
Ha4YMHHU:

* Ha xapTus — Hall YyecTo Karto 3asB/ICHHE 33 aJMHHUCTPATHBHA YCIIyTa,

IIHCMO, 3Xa10a OT rpaXkIaHuH;

* [lo enekTpoHeH mbT, KOMTO BK/IIOYBA:
o 'pe3 cucremara 3a e1eKTPOHEH 0OMEH Ha JJOKYMEHTH 110 POTOKOIA
Ha 91.18 or HOMMCPEAY, napuuan CEOC/Cuctema 3a eeKTpoHeH
oOMeH Ha chobLIeHus/;
o Ypes meitr;

0 Upes enekTpoHHU ycnyru Ha anMuHHCTpamsTa (YEB npuokerne);
O 'pe3 cucTemarta 3a CUTYPHO BpBUBaHE (e-BpbUBaHe).

He3aBHCHMO [0 KaKbB BT Ca MOCTHIMIN AOKyMEHTHTE, IPE/IH Te Ja ObaaT
PETHCTPHPAHH, OTOPU3HPAH CITY)KHTEI IPOBEPABA U aKO € HE0OXOAUMO KOPUTHpa
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WITH BBBEK]1a aTpUOyTHTE Ha BXOIIHS JoKyMeHT. Cliel M3BbpIIBaHe HA Ta3u
ONepalHs ce JaBa PETHCTPAllMOHEH HOMEpP Ha BXOISIIMS JOKYMEHT.

He3aBucumo o KakbB ITBT ¢a NOCTHITHIA JOKYMECHTHTE B
aIMHHHCTpalusATa, Te Ce 06pa6OTBaT ITIO €1HH H CBIIH HAYHH.

B 3aBHCHMOCT OT BH/Ia Ha IOKYMEHTa, CJie]] HEroBara perucTpanus, Toi
Mo3Ke 1a Obae 06paboTeH o clieIHUTE IBE TEXHOJIOTHH:

® AKO IOKYMEHTBHT € PETHCTPHPaH KaTo 3asiBlIeHHE 3a aIMHHUCTPATHBHA
yclyra wii TpsoBa 1a ce o6paboTH 110 Ipolueaypa, 3a KOsSTo uMa
paspaboTeHa mexHonozuuxa kapma /yciyea/, Toi ce Haco4pa KbM HeffHaTa
’bPBa CTHIIKA, B KOATO € NIOCOYEHO KOM CITy)KUTe/ KaKBa 3a/1a4a TpsioBa ja
H3ITBJTHH;

® AKO IOKYMEHTBT TpsA0Ba 1a ce 06paboTH 1o HaYHH, 32 KOWTO HsIMa
pa3paboTeHa TEXHOJIOTMYHA KapTa, TOH ce Haco4Ba KbM CITy)KHTEN, KOHTO
TpsiOBa J1a M3ACHH 3a KaKBO C€ OTHACs JIOKYMEHTA M JIa B3e€Me pelleHue, 1o

KaKbB Ha4MH 1a ce 00paboryu. Ha npakTika T0o3u THII JOKyMeHTH TpaOBa 1a
ca CpaBHUTEIHO MAJIKO Ha Opoii.

¢ AKO JIOKyMEHTBT € IOTPEIIHO MOJIy4eH Ce BPbIa ChOOIMEHHE KbM
U3Ipallaya, 4e rnojy4aBaHeTo He ce NOTBbPIK/IaBa, PETHCTPALIUATA €
OTKa3aHa Y ce 10CoYBaT NPUIUHHKTE 33 TOBA.

i. IIpoBepka Ha BXOIAILIHS €IEKTPOHEH JOKYMEHT - 00N
npaBHia

He3aBuCHMO, OT KaKbB H3TOYHHK € MOCTHIHIHAT €JIEKTPOHEH JOKYMEHT,
npenu xa Osxe perucrpupad B AUC, ce H3BBpIIBAT ClIeAHATE OOLIM IIPOBEPKH:

¢ CnaseH 1M € HODMaTUBHO YCTAHOBEHHS (POPMAT;

¢ OO6eMbT Ha IJaHHHUTE B 3asABJICHHETO, 3a€/IHO C IPUJIOKEHUATA, HaIBHILABA
JIH OTIpe/IeJIeHHs OT aJIMUHMCTPAaTUBHUS OpraH pa3Mep 3a oOMeH Ha
€JICKTPOHHHU aJIMHHHCTPATHBHH YCIIYTH, IIPEIOCTAaBIHH OT ChOTBETHATA
anmunucTpanus /AVUC nana nu e MEAUKALWMs, Y€ ©Ma pobIieM pu
IIPUEMAHETO HA JaHHUTE/;

* IlpunoxeHuTe KbM 3aABJIE€HHETO JOKYMEHTH B HODMAaTHBHO YCTAHOBEHHS

(opmaT Jin ca, KOETO ce YCTaHOBsBA C OTBApsHE HA PUIIOKEHHUTE KbM
cboOILIeHHeTO (aitiioBe;
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e [lonanenoro 3asBiIeHHE U IPUIOKEHUATA KbM HETO ChABPIKAT JIK BUPYCH
WK OpyT HexenaH copryep;

ITpu ycTaHOBEHH I'pElIKHU Ce Bpbllla ChbOOLICHHE KbM H3Mpaliaya, 4e
NoJy4yaBaHETO HE Ce MOTBBbPXK/aBa (0TKa3 OT PErHCTPAaLMs) U Ce IOCOYBAT
NPUYHHHUTE 3a TOBA.

Bb3MOKHUTE IPUYMHY 32 OTKA3 OT PErHCTpalHs Ha JOKYMEHT ca:

¢ [lomgaBaHOTO 3asiBlIeHKE HE € B HOPMATUBHO YCTaHOBEHHs (OpMaT;

e OOGeMbT Ha IaHHHUTE B 3asBJICHUETO, 3a€/IHO C MPHJIOKEHHATA, HAJIBHIIaBa
omnpenesaeHHs OT aAMUHUCTPAaTUBHUS OpraH pa3Mep 3a OOMeH H eJIeKTPOHHH
aIMHHUCTPATUBHH YCIIYTH, IPEIOCTABIHH OT CHOTBETHATA aMUHHUCTPALIUS;

e [IpunoxxeHHUTE KbM 3asiBICHHETO JOKYMEHTH HE Ca B HOPMaTUBHO
yCTaHOBeHHs dopmar;

¢ [lonaneHOTO 3asBJIEHHE U MPHIOKEHHUATA KbM HEro ChIbpiKaT BUPYCH WIIH
OpYT HeXxelaH copTyep;

e [lomameHoTO 3asBlieHHE He ChABPYKA YHHKaIEeH HAeHTH(UKATOp Ha
3asBUTENA M Ha aJipecaTa Ha eJIeKTPOHHATa aAMHHHUCTPAaTHBHA YCIIyra IpH
H3MCKBaHEe 33 HICHTHUKALIUS;

o 3agBUTENAT HE € MOCOYHII CJICKTPOHEH aJpecC 3a KOPECIIOHACHIIHA.

CpoOI1eHHEeTO 3a 0TKa3 OT PerrucTpalys ce H3Mnpamia o KaHasa, 1o KOHTo €

IIPHCTHTHAJl JOKYMEHTBT B aAMHHUCTpAlHATA K Ha aipeC Ha €JIEKTPOHHATa Mollla
3a MoJry4yaBaHe Ha €JICKTPOHHH HU35ABJICHHA Ha H3IIpalllada.

ii. Perucrpamnus Ha BXOASLI JOKYMEHT, [IOCTBIIWII IIPE3 CHCTEMATa
3a eniekTpoHeH oomen /CEOC/

CIty)KUTENAT, OTTOBOPEH 3a 00paboTka Ha KOPECTIOHAECHIIUATA € JUThKEH

(He3abaBHO WJIM HE MO-KBCHO OT JBa Yaca cjie]l OCTHIIBAHeTO Ha JI0KYMEHTa) J1a
ro oopaboTu.

Perucrpanusra Ha MOJY4YeHHUTE JOKYMEHTH B eneKTpoHeH Bu upe3 CEOC
Ce M3BBPIIBA [IPH CIIa3BaHE Ha CIICHUS TEXHOJIOTHYEH pel:
¢ TIpensapurenno cucrematra AKCTBP OOUC e nanpasuia GpopmaneHn
aHAJIK3 Ha MOJIyYeHHuTe (aiiioBe H HAUWHHUTE, [0 KOUTO Te Cca IOAIUCaHH.
e B ciyyaii Ha UASHTU(DUKALMS Ha FPELIKH TS W3J1aBa MOAXO0AII0
cbobmenue. OnepaTopbT MOXKE J1a OTKa)Xke JOKYMEHTa 4pe3 KOMaH1ara
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Omxasz om pecucmpayus. B ciryqante, KOrato JIMICBa KBaTHGHUIUPAH e-
TIOMHAC, MMCMOTO Ce OTKa3Ba OT PErMCTPalHs, KaTo Ce BIHCBA IPHYMHA 33
OTKa3 4pe3 KoMaHna Omkaz om pezucmpayus;

Ilpernen 3a momyyeHaTa MHGOpPMaLKs 3a JOKYMEHTA;

IIpoBepka 3a HalM4Ke HA OMMCAHHTE MPUIOXKEHHS B IIPHKaveHUTe (aiioBe
(daiinoBoro chabpXkanKe). B cirydanTe, Korato THICBAT NPHIIOKEHHS,
IHCMOTO C€ OTKa3Ba OT PErMCTPallHsl, KaTo Ce BIMCBaA IPHYMHA 3a OTKA3
4pe3 komanaa Omkas om pecucmpayus Ha AVC.

IIpersen Ha moy4eHOTO (GaiyIOBO ChABPKAHHE U KOPEKIMS B TEKCTOBOTO
none ,,OmHocHO”, aKo € HeoOX0IUMO;

Cebp3BaHe Ha IOKyMEHTa KbM ChOTBETHATA NPENKCKA (aKO HMa Beye
obpasyBaHna). B ciydyanTe, korato JOKyMeHTBHT He € KbM IIPENHCKa ce
U30Mpa perucTpallioHeH HHIIEKC.

W360p Ha mpoLexypa/yciyra/TeXHOJIOrHYHa KapTa, ako Takapa e
HeoOXxomMma 3a 06paboTka Ha 1oKyMeHTa. B ciydauTe, KoraTo 3a
JAOKYMEHTa HsMa [OJXO0/s1Ia IPoLeaypa/yciIyra/TeXHOJIOTHYHA KapTa,
OrnepaTopbT M30Mpa KbM KOH CITyKHTeN Ja Ob/ie Haco4eH NOKYMEHTa, 3a J1a
MOJe Jia 3a1oyHe Heroeara oOpaboTka. Haii-uecTo ToBa € rimaBHOTO JHLle Ha
aIMUHHCTPALUATaA, KOUTO ONpe/ens Koii me 00paboTH qOKyMeHTa.
Perucrpanys Ha JOKyMeHTa 3aBbpIlBa.

Cnen peructpupane Ha nokymeHnTta, AUC aBroMaTH4HO H3npania

MOTIYYCHHAT PErHCTPAallHOHEH HOMED Ha M3Mpalamnara CTpaHa.

HOI”pCIIIHO HU3MIPAaTEH NOKYMEHT HE MOJJIEIKH HA pEerucTpanus.

3ambIDKATENTHO ce BITHCBA IPHYHHA 3@ OTKa3 4pe3 KoMaHaa Omkas om
peaucmpayus va AVIC. Brimcanara npuurHaTa ce Bpblla Ha M3Mpamanmara

AOKYMCHTA aIMMHHCTPALUA 3a 1a aHATH3UpaT I[IpHYHHAaTa 3a OTKa3s 3a
pPerucrpanus.

[10BTOpHO U3MpaTeH TOKyMEHT He ce perucrpupa. [IMcMoTo ce oTKa3Ba oT

perucrpauus 4pe3 komanna Omxas om pezucmpayus sa AUC u BucBase Ha
BXOZIAIIl HOMEP, C KOHTO B€YE € pErucTpHpaH JOKyMeHTa BbB Bamara
aIMHHHUCTpALIU.

JIOKyMEHT C yCTaHOBEHO HaTHUHe Ha 3JI0BPeZieH COTyep HE Ce perHcTpHpa.
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iii. IlpoBepka Ha BXOZAII TOKyMEHT, OCTBIIIII MIPe3 e-Me

Crnyxurensar, oTopu3upaH na 06paboTBa chOOIIEHHATA, MOCTHIIBALIH [IPE3
ciryxeOeH e-Meill1, e JIbXKeH:

- Jla npreMe BXOASIIOTO ChOOIIEHHE.

- IIa MNpeacTtaBy BXOIALIOTO CchOOIIEHNE B I€JIOBOACTBOTO 3a 3BEXIaHETO
MYy B [€JIOBOIHATa CHCTEMA.-

iv. IlpoBepka Ha BXOJAII TOKYMEHT IIOJIy4€eH IIpe3 CHCTeMara 3a e-
BpbYBaHe

HPOBepKaTa 3a BXOJAIIH JOKYMECHTH, IIOJIYYCHH IIPE3 CUCTEMArTa 3a e-
BpbUBaHE C€ H3BLHPIIBA OT CTpaHHIIATa Cucmema 3a CUCYPHO ENEKMPOHHO
8pvYEeaHE. Ha Ta3u CTpaHHLa 1II€ C€ BU3YAIM3Hpa CIIHCBK C BCHYKH NOKYMCHTH,
KOHTO Ca IMOJIY4YCHH IIpe3 CHCTEMATA H JakKaT 3a perucrparus.

Tpsbsa na ce uma peaBH ], Y€ € 10CTaTHYHO TAaKBB JOKYMEHT Jla C€ OTBOPH,
0e3 3HaueHHe JaIM B ITOCJIE/ICTBHE TOM e ObJie perucTpUpaH MiIH HE, 3a
CHCTEMaTa 3a CUTypPHO €JIeKTPOHHO BpbYBaHe TOH Ce CYMTa 3a MOoIy4eH

c. M3xonsum 10OKyMEHTH

JIOKyMeHTBT, KOHTO € ChCTaBeH, ¢ Liel Ja Ob/e npenajieH Ha apyra
aJMMHHCTpAlMs, Ha rpakaaHuH WK (QHpMa, ce perucTpupa (M3Bexaa) Kato
u3x00Aw ¥ ce Npe/iaBa Mo euH OT CJeIHUTE HAYMHHU:

e  H3pexaHe Ha XapTHUEH JIOKYMEHT C Ipe/iaBaHe:

o  JIugHo;

o  Ypes oTropusupaHa cneauTOpcKa pupMa.

e  Usmnpamane upe3 cpenata 3a e-oOMeH;

e  HMsnpawmane ypes e-Mein;

e IlpenocrassHe upe3 yed uHTEpdeiic;

e BppuBaHe ype3 cucTeMarta 3a e-BpbYBaHe.

K®M u3xonsmmure JOKYMEHTH C€ OTHACAT NOKYMEHTH, KOHTO HMaT

O(I)HHHaJIeH 3a aIMHHHCTpaluATa XapakKTep, KaTo aaMHHHCTPAaTHBHH aKTOBE,
3aroBEIX U PEeUICHHUS.

38



ITonroroBkara 3a perucrpauusTa Ha H3XOIAII JOKYMEHT MOKe J1a Obe
M3BBPIIEHA OT BCEKH CIIy)KHTEJI, He3aBUCHMO Y€ HsMa [IpaBa 3a U3BEXaHe Ha
IOKyMEeHTH. B T0O3M ciy4daii, CITy>KHTENIAT ON'b/IBa BCHYKH HEOOXOIUMH aTpubyTH,
0e3 1a GuHANTM3Mpa H3BEKIAHETO Ha JOKyMEHTA C JaBaHe Ha Homep. Tasy
OEeHHOCT Ce U3BBPILBA OT CITy)KHTEJ, UMAIll [IpaBa Ja PErHCTPUPA JOKYMEHTH.

[TonroTBeHUAT 3a H3BEXKAaHE JOKYMEHT IIOCTHIIBA B PETUCTPATypaTa | ce
NOJIpeK/Ia B OMallKa Ha YaKalluTe ,,3a pecucmpayusn ‘' TOKyMEeHTH.

i. M3Bexxnane u u3npamane Ha gokyment npe3 CEOC

OcHOBHHTE NEHHOCTH NPH PETHCTPALMATA U H3MPAIIAHETO Ha H3XOIAIIHTE
nokymenTu upe3 CEOC ce u3BbpLIBAT IpH Cra3BaHe Ha CIIEAHHSA TEXHOJIOTHYEH
pen:

e [loaroroBka Ha JOKYMEHT

o 3a zaa ce usnparu gokymeHT no CEOC e HeoOxomuMo Toii 1a Ob1e
peructpupad B AUC. Peructpanusra Moxe a CTaHe HEIOCPEICTBEHO
Npeay U3Npallade, Ho JOKYMEHTHT MOXeE U J1a ChIIECTBYBA, KaKTO U
MOJKE JIa € 4acT OT MPEIUCKa;

o Perucrpauus Ha usxonsu nokymeHT B AUC ce u3BbpiiBa upes
NIOITbJIBaHE Ha CJIeTHUTE JaHHH:

" omnpelessHe Ha BUIA HA IOKYMEHTa;

" KpaTKO OTpa3sBaHe Ha CHILIECTBEHOTO OT ChABPIKAHHETO Ha
JIOKYMEHTAa B M0JIETO ,,OmHocHO";

" u300p Ha KOPECIIOH/IEHT;

* u300p Ha perucTpalMoOHEH HHIEKC;

" mnpHKauyBaHe Ha (aiin/oBe ¢ GopMaTHPAHO ChIbpPXKAHHE HA
CB3J1aICHUS IOKYMEHT.

o Ilonmucsane Ha npukayeHus/HUTe QaitioBe ¢ KBaTHHUIEPaH
€JIEKTPOHEH IOJAIHUC OT PEKOBOAUTENS WITH OT YITBJIHOMOILIEH CHC
3aI0BE]] CITY)KHTEJI, 32 KOWTO € U3/1aleH KBAIH(HUIMPaH e-TIOIKC OT
HMETO Ha aIMHHHCTPAIHATA.

¢ Hsnpamane Ha JOKyMEHT

O 3a na ce usnpatH cbobmenue npez CEOC, KbM HETO 3aIbIKUTETHO
Clie/iBa J1a ca MpUKaYeHu eIMH WK NoBeve (aiiiioBe 3a u3npaliate;
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o Ilpu oTKa3 OT perucTpalys Ha [oJy4aBaiiaTa CTpaHa, aBTOMAaTHYHO
Ce MoJry4JaBa IpHYHHATA, KOSATO T€ Ca BbBEJIH IPH OTKa3 OT
perucrpanusi.

B cirydaii Ha 0TKa3 Ha OTCPENIHATa CTPaHa OT PETUCTPalKs Ha IOKYMEHTa,
Ce mpeanpueMar JeHCTBHA 3a OTCTpaHsABaHe Ha MPUYWHHTE 33 OTKAa3 OT
perucTpanus.

d. BeTpelinu 10KyMeHTH

B’LTpCIlIHH JAOKYMEHTH Ca BCHYKH NOKYMEHTH, KOUTO HE ca BXOIAIIH H
u3xomsiu. Te ce ch3maBar 3a BbTPCITHOBEIOMCTBEHH LIEJIH H HE C€ NPEOOCTaBAT
Ha BbHIIIHH OpraHU3aluy.

BbTpelneH 10KyMeHT MoXe fa Ob/ie pErHCTPUpPaH OT BCEKH CITYKHUTEN U
MO2Ke J1a Ob/ie HaCOUeH KbM APYT CITYXKHUTeN, OTAEN, IUPEKIIHs C HCKaHe 3a
OIpe/ieJIeH! ICHCTBHSL.

BpTpemnuTe 1OKYMEHTH CiIyKeOHO MojlyyaBaT YHHKaJICH HOMED, a
CIIyJKHTEJIAT IIOITbJIBA OCTAHAIMTE 3ab/DKUTEIHA U HEOOXOIUMHTE 3a CiTydas
aTpuOyTH.

Ha peructpanus, kato BbTpeIIHH JOKYMEHTH, IOIEKAT:

® Bcuuku ycTHM pasnopexaaHus, MpedaleH  IPSKO WIH Ype3 NOCPeIHHK,
YHMETO U3IbJIHEHHE BOJH 110 ch3/1aBaHe Ha naHHU B AVC, ocBeH ako BB
BBTPELIHHUTE NPaBHJia Ha a]MUHUCTPALIUATA 3a JaJCH THII JaHHH TOBa
HE € H3PUIHO OTMEHEHO;

¢ BCHYKH pa3snopexaaHus, pe30JIIOLHH U 3all0BeIH, KOTaTo He Ce OTHACAT
JI0 Beue PEeruCTpUpPaH JOKYMEHT.

e Bcuuku pemienus, u3paboTeHH OT KOJIEKTHBHH OpraHH Ha
aJIMMHHMCTPALIMATA, UMALIY [IpaBaTa Ja U3JaBaT Pa3opexIaHHus;

o [IpemnoxeHus, TOKIaJHU 3aIIMUCKH U OPYTH JOKYMEHTH, Ch3aJ€HH OT
CITy’KUTEJIM BbB BPb3Ka C IPUJIaraHe Ha BTPEIIHA HOPMATHBHH
MOKYMEHTH WJIM MpeIHa3HauYeHH Ja MpeAu3BHKAT MOC/IeABAIIH IeHCTBHS
OT CTpaHa Ha aIMHUHHUCTPAIUATA.

B xona Ha paboTta MoXe /la Bb3HUKHE HEOOXOAUMOCT BETPEIIHHAT
JNOKYMEHT /1a ObJie H3IpaTeH Ha Jpyra OpraHu3auusTa. 3a 1ejTa, TO’ ce
PEerucTpHpa KaTo M3XO/AIIl U Ce U3Mpallla 1o MpaBHIaTa 3a H3XOISLIH J0KYMEHTH.
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e. Cebp3anu nokymeHTH. [Ipenucku

Jloruyecku cBbp3aHuTe NOKyMeHTH 06pasysar [Ipenucka. Ilpu pabota ¢
NMPENHCKH, I0CTaThYHO € JIa C€ HaMEePH €/IMH JIOKYMEHT, 3a Ja ObJaT HaMepeHH
BCHUYKH JIOKYMEHTH OT JlafieHaTa IIpEenucKa.

Ilpu peructpripase Ha HOB HJIM IIPH IIOCTBIIBAHE HA BXOJSAII JOKYMEHT

Tpsi0Ba J1a Ce MOTHPCH JIOKYMEHTHT, KbM KOHTO PErHCTPUPAHMSAT TOKYMEHT TpsAOBa
J1a ce CBbpXKE H 1a ce U3BbpLIM onepauusaTa Cevpssane.

Onepauusra Cevp3sare MOXKe 1a ce U3BBPIIM M Ha [10-KbCEH €Tall, B X0/a
Ha 00paboTKara Ha IOKyMEHTa.

Koraro mexay 1Ba 1oKyMeHTa HMa JIOTHYECKa BPB3Ka, HO Te Beye
NpHHAUIeKAT KbM JIBE pa3jIM4YHH NIPEMHCKU — Te ce 00BBP3BAT KaTo peghepupanu
IOKyMeHTH. PedepupaHuTe NOKYMEHTH MMO3BOJSABAT [a CEe PealM3Hpa Mo-60oraTtd 1

CJIOKHH BPB3KH MEXKIY NOKYMEHTH, a Ype3 TAX H MEKIY MPEMHCKH, KOraTo ToBa
CE€ HaJiara.

f. BuguMocT 1 BB3MOXKHOCT 3a PE€AaKLHA Ha TOKYMEHT

JaneH notpebuTen Moxe Ja ,,BUIH" ONpe/esieH JOKyMEeHT CaMo B CIIydauTe
KOraro:

¢ B I0KyMEHTa UMa pe30IIOIHs KbM HETO;
¢ B JI0KyMeHTa UMa Pe30JTIOLHS KbM HETOB IOAYMHEH;
e Toii MMa cnenuasH# Mpasa 3a JI0CTBII.

[NorpebuTenar moxe fa peakTHpa (GaiiIOBOTO ChIbPIKAHKE HA JOKYMEHT,
CaMo aKo ,,BHXKIa" TOKYMEHTa U aKO JOKYMEHTBT € ChC CTaTyC, I03BOJISABAIL]
PeNaKTHPAHETO My.

g. I'pynosa paboTa BbpXY ChIbPIKAHHETO HA TOKYMEHT

DaiiI0BOTO ChABPIKAHHE Ha TOKYMEHT MOJKE /1a C€ ChCTOM OT HAKOJIKO
pa3znuyuHHU (aityia. B Xona Ha moAroroskara Ha JOKYMEHTA Pa3JIM4HHU CIIYKHUTEIH
Morar Ja Imojy4aT 3aja4a J1a pelakTUpaT OTAeHUTe (aiiioBe.

C uen cuHxpoHu3KMpade Ha paborara 1o (GaiIoBOTO ChABPKAHHE HA
NOKYMEHTa MEKIY CITY)KHTEIIUTE, [OJIyUNIIH 3a/1a4a HIIM UMALU JOCTHI 10
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JOKyMeHTa ce u3bupa pexxuM Cue 3anazeare Ha éepcuume, IPH KOHTO BCAKO
CbCTOsIHME J1a (paiiia npead peaakiHsTa ce 3arnasBa.

C wen ynobcTBO M pocieisiBaHe Ha IPOMEHKTE Ce NPeNnopbuBa
u3non3saHeTo Ha TRACK CHANGES, B cityuauTe, KOrato 3a ch3/1aBaHe H
pelaKTHpaHe Ha TOKyMEeHT ce u3nonssa MS WORD.

IIpu moAroTOBKa HAa TUTIOBH TOKYMEHTH C€ U3IOJI3BAT CTaHIapTH3HPaHH
Onanku (Hamp. 3a MMCMa, 3all0Be/IH, JOK/IAIHH 3alHCKH U APYTH JOKyMEHTH),
YTBbPICHH C HACTOSALIMTE BbTpelrnu npaBuia v AaieHd B IPUIOKEHHETO

»Obpasyu na doxymenmu *“ v [Ipasuna 3a zpaguurnomo u e3uxo8o ogpopmane Ha
O0okymernmume *“.

W3menenns B OnaHKHTe, NPOIMKTYBAHH OT HACTBITAIIM NIEPCOHATHH
IIPOMEHH H IPOMEHH B HOPMATHBHHUTE aKTOBE, C€ M3BBPIIBAT 6€3 HEOOXOAMMOCT
OT MOCJTIEBAII0 YTBbPKIABAHE.

OTFOBOPHOCT I1O U3TOTBAHETO Ha JOKYMEHTA HOCH PBKOBOJHUTEIIAT HA
BOACHIOTO CTPYKTYPHO 3B€HO, HA KOETO € BB3JIOXKEHO U3IIBJIHEHUETO.

JIOKyMEHTH, KOMTO ca U3rOTBEHH B U3ITBJIHEHHE HA MIOCTABEHA 3a/1a49a WIH
pe3omonus, ce cb3aaBaT B AMC 0T H3roTBALIMS CITYKHTEI.

JIOKYMEHT, H3rOTBSIH OT HAKOJIKO CITy>KUTelH ce oopabora upe3 AUC B
pexum Cove 3anaseane Ha 6epcuu npu pedaKmupane.

h. 3aBepka Ha JOKyMeHT

B ciyuaii, 4e € He0OXOMMO XapTHEHO KONHKE Ha eeKTPOHHO MOANKMCaH
JIOKYMEHT, OTOPH3HPAHO JIMLIE U3BBPIIBA CIEAHOTO:
e OtneuarBa IOKYMEHTa;

e 3aBepsiBa I'o ChC LIeMIel (11eYaT) H IOIIIHC.

L]emnenvm mooice 0a 6voe ¢ mekcm:

® ,.Bapno c enekmponHo noonucanus opueuHan*, ¢ KOWTO MOANACBAILUAAT
rapaHTHpa, Y€ XapTHEHUAT JOKYMEHT € TOYHO KOIHE, 8 eJIEKTPOHHHUAT
JOKYMEHTBT € O MOANKCAH C e-TIOIINIC;

® ,BapHo c opucunana”, ¢ KOHTO MONIMMCBALIMAT FrapaHTHPA, Y

XapTHEHHUAT JOKYMEHT € TOYHO KOIHE Ha OPUTHHAIHUS eJIEKTPOHEH
JNOKyMeHT (aitn).
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i. Ilpuemane Ha IOKyMEHTH 3a OOLIECTBEHH NOPHYKH

3asBeHHs 3a y4acTHe WK 0(epTH, CBbP3aHH C NPOLEAypa WK
oOwiecTBeHa MOpbYKa, 00sBEHA OT AIMUHHCTpALIUSITA Ce IPHEMAT OT
CIIy)KHTEJIUTE B peTUCTpaTypara.

IIpenocraBsHeTO HA JOKYMEHTHUTE 3a y4acTHE B IPOIEAypa WITH
o0IIecTBeHa MOpPbYKA CE€ U3BBPLIBA OT KaHIWIATA WK OT YYaCTHHKA, WK OT
YITBJIHOMOILIEH OT HEro MPEICTaBUTeN — JIMYHO, Ype3 MOIIEHCKa WK KypHepcKa
yciIyra Ha ajipeca Ha AJIMHHUCTpaLUATa, ChIVIACHO 3aKOHA 3a OOIECTBEHUTE

nopws4kH (30I1) u IlpaBunnuka 3a npunarane Ha 3aKoHa 3a O0IIECTBEHHUTE
noppuky (ITII30II).

JIoKyMEHTHTE ce IIPEeIOCTaBAT B 3aleyaTaHa Hellpo3payHa OMaKoBKa, ¢
0003Ha4YEeHH:

e HawuMeHOBaHMe Ha KaH/JHWJATa WIH YYaCTHHKA;

e Ajpec 3a KOPeCIIOHACHLHs, TeeOH U eIeKTPOHEH aJIpec;

e HanmeHoBaHMe Ha MOpPBYKaTa, @ KOraTo € MPHIOKKUMO B ChOTBETHATA
obocobena Mo3uiMs, 3a KOATO ce MMojiaBa 3asBJICHHETO 33 YJacTHE,

JIOKyMEHTHTE ce MpUeMaT OT CIIyKHTENl Ha peTHCTpaTypara, KOHTO I'
peructpupa B AUC, kato BepXy 3amnedaTaHara ONaKoBKa ITOCTaBsi BXOISIIL
PErHCTPaLlMOHEH LieMIien (11e4aT) H BIMCBa BXO/AIINs HOMEp, JaTa U 9ac Ha

perucTpauus. Ha npeHocurens ce npenocrass nucMeHa HH(pOpMaLus, BKIKOYBALIA

BXOJAIHS HOMED, 1aTa H 4YacC Ha pErucTpanusa Ha JOKYMECHTHTE.

Ha peructpauus He noanexar JOKyMEHTH 3a y4acTHe H 0epTH, KOHTO ca
peIOCTaBeHH:
e (Cnen u3THuYaHe Ha KpalHHs CPOK 3a MMOJIyYaBaHe;
e B He3ameuaTaHa WJIM ¢ HapyIIeHa ISUIOCT ONAKOBKa;

Koraro kbM MOMEHTa Ha H3THYaHE HA KPalHHUsA CPOK 3a MOJTy4YaBaHe Ha
3asABIICHHA 33 ydacTue UM odepty npen LlenThpa 3a aIMHUHHCTPAaTHBHO
obciryxBaHe, Bce Ollle MMa YaKallly JIHIa, Te C€ BKIIOUBAT B CIIUCHK, KOHUTO ce
TMOMIMKCBA OT NMPEACTABUTE] Ha BB3JIOKUTENA M OT IPHCHCTBAIIMUTE JIHIIA.
3asiBIEHMATA 3@ y4acTHE HIH OQepTHTE Ha JIHLIATa OT CIICHKA CE PETHCTPHPAT B
ANC AKCTBP O®HUC. He ce nonmycka nprueMaHe Ha 3asBJIEHHsS 3a Y4aCTHE HIIH
oepTH OT 1MLIa, KOUTO HE ca BKIIOYECHH B HAlPaBEHHs CIIHCHK.
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110. VIIPABJIEHME HA 3AJ1AYU

[TocTaBsiHeTO Ha 3aHaun/pPe30JIOIMH € OCHOBEH €JIeMEHT Ha
aJIMHHHCTPAaTHBHUA NMPOLEC. 3a UEIUTE Ha Te3U NIpaBUIa HsIMa pa3jinKa MEXKITy

TEPMHHHTE ,,3adaua” U ,,Pe3onoyusn”, KaKTo U MEXY JEHCTBUATA HOCMABAHE HA

3a0aya ¥ pe3onupane.

B u3nbiHEHHE HA ITOCTABEHUTE C PE30JIIOIHS KOHKPETHH 3a1a4H,
AJIMHHHCTPAaTHBHHUTE 3B€HA H3TOTBAT Pa3jIM4YHH I10 THIT JOKYMEHTH, KaTo

CTaHOBHMIIA, OTYETH, JIOKJIA/IH, JOKITAHH 3alIUCKH, aHAIH3H, IPOrPaMH, ILIAaHOBE,
KOHLIEILUH, MO3UIHH, MHDOPMALIH, TAMETHH OeJIe)KKH, IPOEKTH Ha PEIICHHS 110

KOHKPETHH BBIIPOCH, BbTPEIIHH aKTOBE, IPOCKTH HA HOPMAaTHBHHU aKTOBE;

HHHUIHWATHBHH, TIDHIPYKHATEIHH, HAIOMHHUTEIIHH H JOIIbJIHUTEIHH IIHCMa H IPYTH

JOKYMCHTH.

LIs10CTHUAT IpoLIEC 1O yNpaBlIeHHe Ha 3aJayuTe ce pa3/ielis Ha JIBE OCHOBH

YacTH:
» Bvanazane na 3a0aqa/pe3onoyus, Ipu KoeTo BranarammsaT onpenens Koi e
H3ITBJIHMTENIAT, KaKBa € Herosara 3ajada i KaKbB € KpaitHHAT CPOK 3a

U3IbJIHEHHETO H. B JOM'BJIHEHHE, IIPH Bb3JIaraHe Ha 3aJa4daTa Morar Ja 61.)1a'r

NpHKpeneHH ¢aiose, ChabpKaly HHOOPMAIKs, KOSTO J1a IOMOrHE HIIH Ja
H35CHH M3ITBJIHEHHETO Ha 3ajadara. Bb3naraHero 3a 3a/ila4ara ce CYHTa 3a
HarpaBeHO B MOMEHTA Ha peructpupane Ha 3anavata B AUC. CpoksT Ha
3aJ1a4yara BKJII0YBAa H BpEMeTo, HeoOXOAMMO 3a U3ITbIHEHHE Ha 3a/a4aTa,
BKJIFOUHTEJIHO ¥ BPEMETO 3a OTYMTAHE Ha 3a/]1a4ara.

» Omuumane na usnvineHuemo Ha sadavama 6 AMC ce u3BbpIBa ClI€]] KATo Ts

Be4€ € U3MbJIHEHA. IIpy oTYMTaHe, H3NBIHUTENAT JOCTATHYHO MOAPOOHO
OITHCBA B MOJIETO benedxcka no usnvixHeHuemo KakBo € W3BbPIINII, KAKBH
TPYAHOCTH € CpelHal (aKo € He0OX0IUMO), KAKTO U MPHKPENs KbM
Pe30IIOLIHATA WIH KbM JOKYMEHTa, Ch3IaeHHs B X0/1a Ha U3IIbJIHEHHETO
(aiin/daiinose. 3a H3MBIHEHA Ce CYMTA CaMO 3371243, YUETO U3IThIHEHHE €
perucrpupano B AHUC.

AKO 3a U3ITBbJIHEHHE Ha 3a/1a4aTa U3ITbJIHUTEIIAT € He0OXO0IUMO Ja BB3JI0XKH

3a/1a4 Ha JPYTH CIY)KUTEJH U JIa H349aKa TEXHUTE NeHCTBHUS, TOH U3BBpIIBA
Bb3jlaraHe Ha 3a7la4yuTe Ccbe cpejacTBaTa Ha AUC.

HpH H3II'bJIHEHHUE Ha 3a/1a4YMTE CIYXKHMTEIHUTE ClIa3BaT CIEIHUTE ITpaBHJIa:
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CpoKbT Ha H3MBJIHEHHE CEe U3UUCIISIBA OT ITEPBUS PaboTeH JeH ciell AeHs Ha
pe3oHpaHe;

CpoK®bT, ONpe/ieNieH ¢ pe30IIOLUATA, BKIIKOYBA  BPEMETO 33 M3BBPIIBAHE HA
ChIVIacyBaTe/HaTa poLeaypa;

CpoKbT 3a H3BBPIIBaHE HA BHTPEILHO ChIIACYBaHE OT CHOTBETHUTE
JUTBKHOCTHH JIMIIA, aKO He € NMpeABHASHO APYTO, € 10 4 yaca oT
MOJTy4aBaHETO Ha JOKYMEHTa;

IIpu ouepraBalllo ce HEU3IbIIHEHHE WIH 3a0aBsiHe Ha U3ITBIHEHHETO €
Heo0Xx01MMO J1a Ob/1e MHDOPMHUPAH MIPEKUAT PHKOBOAUTEIN [0 ABa JHH IPEIH
M3THYaHEe Ha ONpeesIeHUs CPOK;

CpokbT MoXke J1a OB/ie IPOABIKABAH CaMO I10 MpelleHKa Ha Pe30THpaIHs
pbkoBoauTeN; CPOKBT Ce NPOABIKaBa C HOBA PE30JIFOLIHS.

KoraTo U3IbIHUTENNTE ca I0BeYe OT €IHH, OTTOBOPHOTO 3a M3IThIHEHHETO
JUIb)KHOCTHO JIMLE MMa 3aIbJDKEHUETO B PAMKHTE Ha €IMH Yac OT MoJyYyaBaHe

Ha 3aja4aTa Ja U35jCHH C JIPpYTHTE KOMIIETEHTHH 10 BBIIPOCa CITYXHUTEITH
Ha4yHWHa Ha H3ITBJIHCHHETO.

a. Pesonupane/Haco4yBaHe Ha JOKyMEHTHUTE

OOwwTe npaBuiIa O NMOCTaBsSHE HAa PE30JIIOIUSA ca CIIeTHUTE:
Pezonupanero Ha JOKyMeHTH ce u3BbpuBa upe3 AVUC;
PbKoBoauTENHTE, KBM KOMTO Ca HACOUEHH IOJIEKALHM Ha Pe30IHpaHe
JOKYMEHTH, Ca JUIbXKHH [1a T'H PE30JIMpaT 3a U3MbJIHEHHE B JCHS Ha TIXHOTO
N0JIy4aBaHe;
C pesonmronusTa 3aJbIKUTENTHO Ce ONPEeIAT H3ITbIIHUTENAT/ H3ITbITHUTEIIHNTE,
BUIBT Ha 33/1a4aTa U CPOKBT 32 U3IbIIHEHHETO H;
ITo pe3ononuy, caAppIKalld caMoO HMETO H/WIIH JThKHOCTTA Ha W3IIBJIHUTEIIS
HE Ce IpeanpHeMar Ioc/IeBallH JeHCTBU, KaTo JOKyMEHTHTE Ce IPUeMaT 3a
HHGbOpMaIHs, a IpemnucKara ce ,,IpUKIoYBa“.
Omnpeneneny, NOBTapsLIH Ce EPHOAUYHO U POU3THYALIM OT BBTPEIIHH
npaBuiia 3ana4u, ce peructpupat B AMC 4pe3 neduHupanu npeaBapUTEITHO
TEXHOJIOTUYHH KapTH;
Koraro u3Ie/IHEHHETO Ha JafieHa 3a1a4a W3HCKBA Y4aCTHETO Ha ITOBeYe
aJMHHHCTPaTHBHH 3B€HA, BOJELIO € 3BeHOTO, HAMHPAIIO Ce Ha ITPBO MSICTO B
CIIHCHKA C BB3JIOXKEHH 3aJ1a4l, OCBEH aKO B PE30JIIOLMATA HE € ONpee/ieHO
ApYyTO;
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¢ Bozeuoro 38€HO € IlIaBeH KOOPIHHATOP, KOWTO OCHIIECTBABA ChINIaCyBaHOCT
MEXy 3BeHaTa, 000011aBa U NpeacTaBs KpaifHOTO u3nbiaHeHHe. OcTaHaIUTe
U3MBJIHATENIH 3a8/IbJDKHTEIHO PETHCTPHPAT CBOETO CTAHOBHMILE MO MOCTABEHATA
3ajia4ya He MO-KbCHO OT €/IMH JIeH Npeny KpalHus CPOK, OCBEH aKo HE €
pa3nopeneHo apyro;

* Pesomonus ¢ Teket Kvm deno, Kvm apxuse unu C monba 3a npuxirousare,
HacOYeHa KbM pETHCTpaTypara, 03HayaBa, 4e JOKYMEHTHT TpsiOBa J1a Objie
»IIPHKJIIOYEH", @ aKO MMa XapTHEH eK3eMIUIAP, CHIIMAT TpsAOBa na Oble
ChbXPaHEH KbM MSCTOTO, KBbJIETO Ce€ ChbXpaHABa IIPEMUCKaTa Ha TO3H JOKYMEHT.

¢ [IpHKIIOYBAaHETO Ha IPENKCcKaTa, KbM KOATO C€ OTHACH JIOKYMEHTBT, Ce
M3BBPINBA, aKO € HEOOXOAMMO - BCHYKH HEOOXOIUMH JeHCTBHS Ca H3BbPIIECHH
C MPUKIIOYBAHETO Ha JOKYMEHTa.

PBKOBOAMTEINTE HIIH TEXHHYECKUTE UM CbTPYOHHIIHA:

e Perucrpupar nocrasenara pesomouus B AUC u cien ToBa HacouBar
JIOKYMEHTa KbM ChOTBETHHTE U3IIbIHUTEIH.

IIpn 1BHKEHHETO HA XapTHEHH JOKYMEHTH (B ClyyauTe, KOraTo crenuaieH
3aKOH M3MCKBA 3aIb/DKHTEJIHO XapTHEHH JOKYMEHTH ) Ce CIIa3BaT U CIEIHHUTE
IpaBUia:

e He ce nomycka noiyyaBase, pasriiexaane u o0paboTka Ha
JNOKYMEHTH/TIPENTUCKH, KOUTO He ca peructpupanu B AUC mno yTBbpaeHus
pea;

® AJIIMHHHCTPAaTHBHH 3BEHA, MOJIy4YHIH HHQOPMAIIHS U MAaTEPUAIH OT
KOMIIETEHTHOCTTA Ha JIPYyTH 3B€Ha, I'M BPBIAT B perUCTpaTypa 3a
IIPEHACOYBAaHE H PE30JIMPaHE;

* AJIMHHHUCTPATHBHH 3BEHA, NIOJYYHIH JTOKYMEHTH C PE30JIIOLHS 110 BBIIPOCH,
KOHMTO HE Ca B PAMKHTE Ha TEXHHTe (QYHKIMH, T BPHLIAT HA TEXHUYECKHUS
CBTPYAHHK Ha Pe30JIMpaIlHs 3a pasnpeieeHUe M0 KOMIETeHTHOCT.

JIoIyCTHMO € pe30IIIOLMHUTE HAa PbKOBOAUTENNTE Ja ObAaT BbBEXKIAHH OT
TeXHUYECKUTEe NMoMoIHUIHK. ToBa TpsAOBa fa cTaHe pU OpraHU3UpaHe HAa
eqHoBpeMeHHaTa UM paboTa ¢ AUC. PpKOBOAMTENSAT pasriiexaa JOKYMEHTa U

YCTHO [aBa HapeXIaHUATa. TeXHHYECKHAT NOMOIIHUK PErHCTPHPA PE30IIIOIHATA B
CHCTEMarTa.
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OtnevyaTBaHeTO Ha €JeKTPOHEH NOKYMEHT C ILieJl Pe30JIHPaHe € IOrPellHa
npakTukal

OTroBopHOCTTa 3a BAPHOTO perucTpupane Ha pesomonusta B AUC e Ha
PBKOBOJUTEIS.

b. OrunTaHe Ha U3ITB/IHEHHE Ha 3a/1a4a/PE30IOLHA

Cnen u3nbIHEHHETO Ha NIOCTABEHATA 3a/1a4a W3IIBJIHUTENAT CAMOCTOSATEITHO
NOI'bJIBa BCHYKH aTpHOYTH Ha ,,Omuemna 6enexcka” 3a M3bIIHEHATA OT HETO
3anada. B nonbnneHwue:

e V3mBeIHMTENAT Ha 3aJadaTa H3rOTBs IPOEKTa Ha JOKYMEHTA B H30paH
eJIEKTPOHEH (opmar;

¢ HM3ObJIHUATENAT CaMOCTOSTETHO MPHKAaYBa Ch3/1aJIEeHUTE OT HEro
¢aiin/daiinose B AMC, oTpa3siBa HEroOBOTO JBMIKEHHE 3a CBHIIIACYBaHE
(JUTB)KHOCTHHTE JTHLIA, KOHTO IIle ChITIACYBaT U MOAINHCBAT
NOKYMEHTa) M HacOuBa M3roTBeHus HokyMeHT npe3 AWC 3a
noc/eIBallH IeHCTBH 110 ChIVIaCyBaHe, MIOANKCBAHE, H3BEXKIaHE U
U3MpalllaHe 10 aJpecaTa/ure;

e JlonmycTHMO € OTYMTAHETO Ha 3aJauylTe Ha PHKOBOAMTEINTE, KOUTO
MMaT TEXHHYECKH ITOMOIIHUK /1a Ob/ie U3BBPIIBAHO OT TEXHHYECKHS
MIOMOIIHHK, paboTeliku oT UMeTo Ha PrkoBoIMTENS (HO HE C HETOBHS

akayHT!). OTTOBOpHOCTTA 3a TOYHOCTTA Ha BHEBE/ICHHTE JaHHH € Ha
PvkoBoaurens.

C. Crmpa.ne Ha U3IITBJIHEHHUETO Ha 3a/1ada

B ciyuaii, 4e Bp3HUKHAT (paKTOPH, KOUTO HAJIAraT U3IILIHEHHETO Ha
3aJa4ara Jia Ob/ie OTJI0KEHO BbB BPEMETO, H3MBIHUTENAT H30Hpa KOMaH/1a
Cnupane Ha 3aJ1a4a U 3aNMCBa NPHYKMHATA 3a ToBa. [Ipy BCHUKHM CiTydaH, 3a
crMpaHeTo TpsAOBa a Ob/e yBeIOMEH Bb3JIaralusaT 3a1a4aTa.

Crnen orcTpaHsBaHe Ha IPUYHMHKUTE 3a CIIMPAHE HA 3a/a4aTa, U3TbIHEHHeTO
¥ MOJKe 1a Ob/Ie MPOABKEHO ¢ KoMaHaarta /Ipoowaicenue.
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d. Cernacysane

Ilo cBos XapakTep, ChIJIaCyBaHETO € 3a/1a4a, [IPH KOATO CIYKHTEIAT TpﬂﬁBa

Ja ce 3ano3Hae ¢ GaiaoBoTO ChIBPKAHUE Ha TOKyMeHTa ((aiiyi) U 1a u3pasu ACHO
CBOETO MHEHHE.

CoriacyBaneTo ce u3BbpilIBa cbe cpenctara Ha AUC. To TpsdBa aa crane
B Hal-KpaThK CPOK, Clie[l KaTo ObJie CTapTHpaHa IpoleaypaTa 110 ChrilacyBaHe,
NpH Clia3BaHe Ha KpalHHsA CPOK 3a ChIVIacyBaHe Ha JOKYMEHTA.

Koraro KbM OCHOBHHMS IOKYMEHT HMa [10Bede OT eluH ¢aiisl (HanpuMep
(aiinoBe ¢ OTJETHH NPHIOKEHHUS, KOUTO ca Hepase/iHa 4acT OT OCHOBHHS (aiin),
TNOCJIETHUTE CE CBIVIaCyBaT MOOTAETHO. TeXHOIOrHsATa 3a ChIIaCyBaHe € ONHCcaHa
B npunoxenue AKCTDHP e-ChI'JTACYBAHE.

B 3aBHCHMOCT OT BB3NpHeTaTa NPakTHKA, ChINIaCyBaHETO MOXE Ja Ce
M3BBPIIH CaMO C TEKCTOBO MOTBbPKICHHE MK C TEKCTOBO MOTBBPIKIACHHE H C
uudpoBo MoanKcBaHe Ha GainoBOTO ChabpiKaHKUe Ha JoKyMeHTa. LludpoBust
cepTHdHUKaT, KOHTO CIIy)KHTeNAT TpsOBa qa HMa, MOXKe J1a Ob/e:

o KsamuduuupaH, H34aneH oT JOCTaBYHK HA YIOCTOBEPUTEIHH YCIYTH U
TOraBa IM(QPOBHAT MOANHKC BaXKH H3BbH aIMUHHCTPALIHATA;

¢ BrTpeiHoBe1OMCTBEH, U3/1a/IeH 3a HYKIUTe Ha aIMHHUCTPALHATA, [TPH
KOETO MOAMHCHT BaXKM CaMO B PaMKHUTE Ha aIMUHHCTpPALHATA.

IIOKyMEHTH Ha XapTHEH HOCHUTEI C€ ChIiaCyBaT U MOJAMNHCBAT CaMO CbC CHH
OBAT XUMHKAJI.

e. Iloanmuceane Ha chriacyBaHHTe JOKYMEHTH

['0TOBHAT TOKYMEHT Cce noanKcaa HH(poBo ¢ KBATHGUIHPAH eNeKTPOHEH
MOAMHKC OT THTYJISIPS WK OT ONpE/IeieH ChC 3amnoBe]] 3aMecTHUK. L{udpoBust
cepTH(HKAT Ha MOANUCBAILMNS € U3aJleH MePCOHaIHO. TeXHoIoruATa Ha
noanuceaHe € onucada B AKCTBP PKl/e-noamnuc.

CpbriiacyBaHeTo MOXKe Ja ce U3BbpIlBa ¢ HH(POBO MOJMHCBAHE C
BEJIOMCTBEH e-TIOJITUC.
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f. IlpuxirouBaHe Ha JOKYMEHT

IIpuKiIrouBaHeTO Ha JOKYMEHT € MOMEHT, B KOMTO BCHUKH HEOOXOIUMMH
JICHHOCTH, CBBbP3aHH C TO3H JOKYMEHT Ca 3aBbplLIEHH. XapaKTepHO 3a
MIPUKJIFOYEHUTE JOKYMEHTH €, Ye BCHYKH 3aJ1a4M ¢a U3TbJIHEHH.

BB3MOXHO € NPUKIIOYEHHAT JOKYMEHT J1a € Ol IPUKIIIOYEH B CPOK MITH 12
€ OHJI MPOCPOUEH.

BB3MOXKHO € B IPUKITIOYEH JOKYMEHT OT/IEJIHH 3a/1auH /1a ca OWiIH
H3IBJIHEHU B CPOK WIIH J1a ca OMITH IIPOCPOYEHH.

g. AKTHBHpaHe Ha JOKyMEHT

AKTHBHDPAHETO € OIlepalys, IPU KOATO JOKYMEHTHT Ce ,,aKTUBHpA“ U 110
HETO MPO/IbJDKaBa Jia ce paboTu. OGMKHOBEHO TOBA Ce CiTydBa Ciiel] Kato B
aJIMHHUCTPALMATA IIOCTHIIH JIOKYMEHT, CBbP3aH C KOHKPETEeH JJOKYMEHT B

npenuckara. Ciex karo paboTara no JOKyMEHTa ce 3aBbPIIH TOM OTHOBO ce
MPHKJIIOYBA.

h. IlpuximrouBaHe Ha MpenHucKa

ITpuxmouyBaHe Ha MpenucKa e onepauus, Ipy KOSTO BCHYKH CBbP3aHH B
NIpenKucKaTa JOKyYMEHTH Ce NPUKIII0YBAT aBTOMAaTHYHO. TexXHOoIorusaTa 3a
HaCTpOHKa Ha MPUKIIOYBAHETO Ha MPENHUCKa ce ChIIacyBa ¢ aJIMUHHCTpaTopa Ha
cucremara wid cie koHcynatauus cb¢c CI' AKCTDHP.

111. AJIMUHUCTPATHUBHU YCIIYTU U ITPOLIE/ITYPU

a. OOILHM mosoXKeHus

Besika aiMUHKHCTpalHs NOAIbpiKa onpenelieH Opoil perucTpH MpeaocTaBs
omnpesieneH Opol aIMHHHUCTPAaTUBHH YCIIyTH, CBbP3aHH C T€3H PErHCTPH. BHCOKOTO
Ka4eCTBO Ha H3IIbJIHABAHHUTE YCIYIH H3HCKBA [1a CE PEerlIaMEeHTHPa U OTHIIE
HAUWHBT Ha U3IBJIHEHHETO UM. BCcHuku paboTHM npoliecH B aIMHHUCTPALIHSATA CE

CTPYKTYpPHPAT KaTO OTACITHH IIPOLIEAYPH, KOUTO Ja C€ OMHCBaT (bopmamlo Cc
MEXHON02UHHU Kapmu.
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b. TexHonOru4yHHu KapTu

TexHonorn4yHara kapra cpaAbpika (popMalHO ONHUCaHKE HA

aJIMHHHCTPATHBEH ITPOLIEC UITH ITPOLIEeIypa. TexHonoruyHuTe KapTH C€ ChbCTaBAT
OT BOJCIIH CIICNHAIUCTH H C€ ChIJIacyBaT C PbKOBOZICTBOTO Ha aIMHHHUCTpanusAaTa.

BeBex1aHeTo U HAaCTpoHKaTa Ha TEXHOJIOTHYHHUTE KapTH C€ W3BBPIIBA OT
aJIMHHHMCTPATOpPa 10 HHULMAaTHBA Ha PHKOBOJICTBOTO Ha aIMHHHUCTPALIUATA.

Omnuure npouegypuTe U MPOLIECUTE, 10 KOUTO paboTu obuuHa Teepauna ce
M3BLPILBA B CIICIIHATHO U3pabOTeH HapbUYHHK Ha TEXHOJIOTHYHUTE KapTH HA

yCIyrure U npouecute B o0muHa Teepauna . ChIMAT ce pa3riexaa KaTo
PHJIOKEHHE Hepa3/lellHa 9acT OT HACTOSAIIUTE MIPaBUIIA.

c. Peructpanus Ha 3asBlI€HUE 32 a]MUHUCTPaTHUBHA YCIIyra

Perucrpauusra Ha 3asBIeHHe 32 aIMUHUCTPAaTHBHA yCIIyra IIpeJACTaBlIsABa
perucTpanus Ha JOKYMEHT C JIOITbJIHUTEIHO 110J1e, ONpeAeIsio Kos
yciyra/mpouenypa ce u3bupa. Koraro B agMUHUCTpalusaTa NOCTHIIBAT 3HAYHTENIEH
Opoii eTHOTHITHU JOKYMEHTH, KOMTO /1aBaT HA4aJIOTO Ha NMPOLEeypa, IOBTaPAIIUTE
ce aTpHOYTH Ha Te3H JOKYMEHTa Ce€ BbBEKIAT €HOKPATHO, C LieJI Ja Ce CIIECTH
BpeMe Ha peruCTpHpaLIHs NpoLelypaTa/TeXHOIOrHYHAaTa KapTa/.

3asBIeHHE 3a AIMHHUCTPATHBHATA YCIyTa aIMUHHCTPALUATA IOCTHIIBA:
e Ha xaptus npe3 ¢ppoHT oduca;
e IlocpencTBoM cpena 3a eleKTpOHeH 0OMeH Ha JJOKYMEHTH;
e [locpencTBoM cucTeMaTa 3a e-BpbuBaHe;
e JlocpencTBoM mopTana 3a e-yCiayrd Ha aJIMAHUCTPALUATA,

3aymaya Ha perucrparypara € aa aHajii3upa BXOAAIKA NOKYMEHT,
HE3aBHCHMO OT KBbJ€ € ITOCTBIIHII, J1a pa3lno3Hac 3a KaKbB IIPOLEC CTaBa AyMa H J1a
Haco4d NOKYMEHTAa I10 u36paHaTa TEXHOJIOTHYHA KapTa.

Ciy’)KMTenuTe Ha perucTpaTypara NpeMHHaBar [pe3 NepHOIUYHO
oOy4eHue.
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112, KOHTPOJI HA AIMWHUCTPATUBHMSA TTPOLIEC

a. Konrtpon Ha noctena

JIoCTBIIBT 10 IOKYMEHTH ce ynpasnsBa ¢ nomoinra Ha AVC mo npaswuia,
OIpeJIeJIEHH OT PHKOBOJACTBOTO Ha aIMHHHCTPAIIMATA.

b. TbpceHe Ha MOKYMEHT

Tepcenero Ha TOKYMEHTH ce U3BbBPILBA 110 aTPHOYTHUTE, C KOKTO
JNIOKyMEHTHT € peructpupad B AUC.

B PE3YyJITAT OT ThPCEHE C€ MOIy4aBa CIIMCHK C JOKYMEHTH, OTTOBapAIIH Ha
3aJaCHHUTE anPI6yTH Bceku CIIYKHUTEI MOXKE Ja HaMEpH CaMO NOKYMEHTHTE, 3a
KOHUTO HMa CbOTBCTHHTE ITpaBa.

c. Kontpon Ha paGotara no 1oKyMeHT

KoHTponsT BbpXy omnpeneneH JOKyMeHT oOxBaia:
e (C KaKkBH JIaHHHU € 3aBEJIeH IPU IOCTHIIBAHETO;
e Kak ce e aBuxuia npu odpaboTkata My (KbM KOH CITY)KHTEIH €
HACOYBaH M KaKBO Ca M3BBPLIWIM B X0/1a Ha paboTara 1o Hero);
e KakBH OKyMEHTH Ca CBbP3aHH C JBHKEHHETO Ha TO3H JIOKYMEHT HIH
4acT OT KaKBa PelucKa € HAMEpPeHUs JOKYMEHT.

[TocpenctBom yukuuute Tvpcene u Cnpasku muvpcere Morart a Obaar
HaMepeHHU CMHUCHLHM C JOKYMEHTH, KOUTO J1a ObIaT ChbXpaHeHH B pa3IM4yHU
dopmaru. (Bux noxkymentauusra Ha AUC)

[TocpencrBom pyHkuusTa Cnpaska konmpos MOXKe a ce TIoTydaBa
HH(pOpMaLus 3a CTaTyca Ha 3aJlaydTe B CUCTEMaTa, Ha OCHOBATa Ha 3a/Ja/ICHATE
KpuTepuH (BHXK JokymeHTauuara Ha AUC).

d. KonTpos Ha npenucka

ABTOMaTHYHA CIIpaBKa 3a LisU1aTa MPenucKa, BKITIOYHTETHO BCHUKH
CBBP3aHH JIOKYMEHTH U TeXHHTE 3a/1a4i Moe 1a Obae moiaydeHa ot [ 1asen
eKpaH, B noiHaTa 4act, Dopma Cevpszanu doxymenmu-ovpeo. IlokazaHusT
pesynrar Moxe 1a 0b/ie cbXxpaHeH BbB hopmar MC WORD, *RTF, TXT wiu
HTML.
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113. AHAJIU3 HA AIIMUHWUCTPATUBHMUTE TTPOLIECHU

AHaTH3BT Ha AIMHUHHUCTPaTUBHHUTE IIPOLIECH C€ U3BBPLIBA OT OTTOBOPHHUTE
CIIYXHTCIIH, KaTO BCEKH OTroBaps 3a 3B€HOTO, KOETO PBEKOBOIH.

AHany3bT € MOCTOSHEH U Ce U3BBPIIBA B 3aBUCHMOCT OT JHHAMHUKATa U
obema Ha paborara.

AHaTU3BT MOXKe Jla 06XBallla rpyIa IPemrCKH/I0KYMEHTH M MOXe J1a ce
OTHacH 3a:
e OtneneH CIyXUTeN,
e ['pyna cayXuTenu,
e AIMMHHCTpAaTHBHA e[MHHIIA (HallpaBlIeHHe, TUPEKIUS, OTIEIN);
e KopecnoHeHT;
e ['pyma KOpecnOHIEHTH;
u IIp.

AHanu3bT MOXe /12 Ob/1e CTaHJapTeH, C U3OoI3BaHe Ha Obp3H
npene@UHUPaHU CIIPaBKU HIIH NIOCPEICTBOM KOMILIEKCHO ThPCEHE.

JlonbJIHMTENIEH aHaI|u3 B KOHTPOJI 110 CHEMAHETO OT OTYET Ha M3ITbIHEHH
PE30TIOIMH C€ OCBINECTBABA U Npe3 Monyn Onepamusna ungopmayus sa AVIC ot
TEXHUYECKUTE M3IIBIIHUTENIM HIH IPYTH OTOPU3UPAHH CIIYKHUTEIH B
aJMUHHCTPaTHBHUTE 3BEHA.

3abenexka: Bcekn ppKOBOAMTEN H3BBPINBA TOCTOSHEH KOHTPOII Ha
moBepeHoTO My 3BeHO 4pe3 AMC. Hacrosmmire npaBuia ca 3aIbDKATENHH 3a
BCHYKHM CIIY’)KMTEIH B OOIIMHCKA agMHUHHCTpaunus TBbpAHUILA.

CekpeTtap~ e
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