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OBIIINHA BAJA CJIATHHA

3AITOBE ]

Ne 85/19.02.2020 r.
rp. bsana Cnatuna

Ha ocHoBanue 4i1.44, an.2 ot SMCMA, 4.2, an.]1 ot Hapenbara 3a 06MeH Ha JOKyMEHTH
B a/IMHHHCTpAIIUATA, ¥ B ChOTBETCTBHE C Wwi.13a ot AIIK

YTBBPKIABAM:

1. Bwrpemnu mpaBuia 3a 000pOT Ha €NEKTPOHHM JOKYMEHTH H JOKYMEHTH Ha XapTHEH
HocuTel B o6muna bsta Crnatuna.

Hacrosimara 3anmoBejl Ja ce CBeIe 10 3HaHWE Ha BCHYKH CIY)XHTeIH B oOmuHa bsna
CnaTtuHa, KMETOBETE Ha KMETCTBA H KMETCKHTE HAMECTHHIIH.
KOHTpOTBT IO H3MTBJIHEHHE Ha 3all0BETa Bh3jlaraM Ha CEKpeTaps Ha OO6mumHara.

Cuvenacyean:

Llsemenung/An: z
Hupexmop exyus ,, [Ipaéna*

H3zzomeun,
Bucepka [bypounawka
Cexpemap na obwuna bsna Chamu



S 5‘% OBIIUHA BSIJIA CJIATHHA
4

BbTPEIITHU ITPABIJIA
3A OBOPOT HA EJIEKTPOHHHU
TOKYMEHTHY ¥ IOKYMEHTH HA
XAPTUEH HOCUTEJ
B OBIINHA BSLTA CJIATUHA



Paznen 1

OBIIH ITOJIOXKEHUAA

Y.l. HacrosmmTe npaBuia ca W3rOTBEHH BB3 OCHOBA HAa HM3HCKBAHMATA Ha 0OOMOTO H
CHELMATHOTO 3aKOHOAATeNCTBO B PemyOiuka bwarapus u umar 3a uen jga ypemsaT
OpraHM3alMATa W TEXHOJOTHSATA 3a OCBINECTBABaHE Ha 00OpOTa HA JOKYMEHTH Ha XapTHEH H
enekTpoHeH Hocuten B O6muna bsna Cnatuna.

Yn.2. (1) JoxymenToo6opoTa B obmMHATa, BXOAAINATA H M3XOAAMATa HHPOpPMAIKS KbM H OT
JIMPEKIIMUTE/OTAEATE Ce OCHINECTBABA 4Ype3 AJMHHHCTPaTHBHO-HH(OpPMALMOHHA CHCTEMa
/AUC/. AUC ocurypsiBa nojabspxaneto 1 06paboTkaTa Ha JaHHUTE 332 060pOTa HA EIEKTPOHHH
JIOKyMEHTH M IOKYMEHTH Ha XapTHEH HOCHTE] NMpPH MpPEJOCTAaBIHETO Ha aJMHHHCTPATHBHH
YCIIYTH, M3MBIHEHHETO HA aJMHHHCTPATHBHHM IPONEIypH, KaKTO M pabOTHHTE MpOLECH B
obuuHara.

(2) Jleitnoctra no peructpauusra B AUC ce ochlecTBABa OT YNBIHOMOIICHH CITY)XHTEIH Ha
oOIMHCKAaTa aJMHHHCTpalds, a KOHTPOJ BBPXY JEHHOCTTa WM YNPAXHABA PECOPHHAT
a/IMMHHCTPAaTHBEH PHKOBOIUTEL.

Y;1.3. HacrosmmTe NMpaBHia He BKJIIOYBAT B IIPEAMETa CH KlacHuuupanara uHpopmaims, 1o
CMHCBHJIA Ha 3aKOHa 3a 3alIMTa Ha KIacHuuupaHata WHOOPMALUA U NPU30BKH, CHOOIIEHHS U
JpYTH ChAEOHH JOKYMEHTH IO JeNa, KOMTO Ce IOJy4aBaT OT ONPEACICHH IOPHCKOHCYITH B
obruHara.

Yn.4. (1) JlIokyMeHTHTE, C KOHTO 3a104Ba NPEIOCTaBSHETO Ha aIMHHHCTPATHBHA yCIyTa, Ca 1o
yTBBp/IEH 00pa3serl C HOPMATHBEH AKT, 8 aKO HSMa TaKbB — C aKT Ha KMETa Ha obmuHara. Beexkn
obpasen e my6/IMKyBaH Ha HHTEPHET CTpaHMUATa Ha OOIIMHATA, KAKTO H B aAMMHHCTPATHBHHA
peructsp Ha UMCJIA, B pa3iena 3a KOHKpETHaTa yCjryra ChrJlacHO il 61 an. 1, T. 2 oT 3aKoHa
3a AIMHHHUCTpaLUATA.

(2) [IlpunaraHute JOKYMEHTH, KOMTO HOPMATMBHO C€ H3HMCKBAT 3a ONpeJe/IcHa
a/IMMHHCTPATHBHA YCITyra/mpoueaypa, ¥ He MoraT Ja Gbaar cpbpaHu mo cuyxebeH pen ca
OIMCaHHU B caMuTe 00pa3uy nmo 4.4,

Y1.5. OTrOBOPHOCT 3a Clia3BaHe Ha CPOKOBETE, MPEIBH/ICHH B PE30IIONMATE BHPXY BXOAALIUTE
JIOKYMEHTH B OOIIMHATA, HOCAT ChOTBETHHTE PHKOBOUTENH H CITYXKHTEIH.

Yn.6. (1) JIocTBIBT M MPEIOCTaBIHETO Ha OOLIECTBEHA uHpopmalus B oOIMHATA CTaBa IO
pena Ha 3akoHa 3a JOCTBI 0 00IIeCTBEHa HH(OPMALHS € Pa3NHCaH BbB BhTpeimHu npasuia 3a
JOCTBI 10 oblecTBeHa HHpOpMAaIU.

(2) PennT 32 pasriexaaHe Ha CHTHAINTE 32 KOPYIIHMsA €€ OCBIIECTBSABA CHIIACHO BobTpemnnute
npasmia 3a 6op6a ¢ KOpyInuusTa H KOPYIIIHOHHHUS PHCK

(3) Xanbwu, curHam 3a HEPEIHOCTH, MOJIOH W Jp. 3alMTBAHHS HA IPaX/AHH MOCTHIBAT H CC
pasriexaaT ChINIaCHO BhTpemuuTe mMpaBHia 3a aIMHHHCTPAaTHBHOTO ob6emyxBane B O6mmHa
Bsana CnatuHa u XapraTta Ha KJIHCHTA.

(4) 3a mpueMaHeTo, PErHCTPHPAHETO W H3NPAIIAHETO HA JOKYMEHTH Ype3 Cucrema 3a
enexktporern o6men Ha cpobmenus (CEOC), ce mpunarat BwTpemnuTe npaBuia 3a pabora B
CEOC B aIMHHHCTpaL#sTa Ha OOIIMHATA.



Hi. 1,
peructpupanu B AUC NoKyMEHTH.

(1) Cnyxurenure Ha oOmMHATA BOIAT CIy)XeOHa KOPECIOHICHIMS Camo 110

(2) IpenaBaneTo Ha KOPECHOHICHIUA OT €IHO CTPYKTYPHO 3BEHO KBbM JIPYIO C€ OCBINECTBSABA
ype3 AUC.

Pasznen 11

OCHOBHHU H3UCKBAHUS IO OPTAHU3ALIMSA HA JOKYMEHTOOBOPOTA B
OBIIUHA BSJUIA CJIATHHA

Y1.8. O61M U3NCKBaHMUS.

(1) BxonsimaTa peructpanus BKIKOYBA:

1.

NpHeMaHe Ha [OJUIeXKAIUTe Ha PErUCTpalus I0KYMEHTH,;

MpOBEpKa Ha TAXHATa KOMIUIEKTHOCT U YATAEMOCT,

peructpupaie B AWC Ha BCHYKM NOJAJEHH [0 aIAMHHHUCTpAUMATa AOKYMEHTH H
3afMcBaHe Ha HEOOXOAMMHTE JaHHU (HHIEKCH, BUIOBE JOKYMEHTH, KJIacOBE);

3aMcBaHe Ha BXOMASAIl HOMEpP M Jara, a B OIpPENENICHH CjlIydYad M HMEHaTa Ha
PBKOBOJHUTEIS, KOWTO Clie/IBa [1a TIOCTAaBH PE30JIIOIMS Ha IOKYMEHTa,

pasrnpeie/ieHHe Ha JOKYMEHTHTE 110 KOMIIETEHTHOCT, CboOpa3HO TEMUTE, KOUTO KacasT U
chIVIacHO oTpazeHara uHpopmarus B AUC;

TpenaBaHe Ha JOKyMEHTHTE Ha ChOTBETHHTE PHKOBOJMTENH ce ochecTBsBa upe3 AUC;
MaTepHaIiTe MOJyYEeHH MO €JIEeKTPOHHATA II0Ila ce PErMCTPUpAT BeiHara u ce mpejiaBaT
He3a0aBHO JI0 CHOTBETHHUS! PHKOBOIMTEIL.

HWckaneTo 3a U3BBpPIIBaHE HA AIMUHUCTPATHBHA YyCIlIyra Ce 3asBsiBa B IMCMEHA HJIM YCTHA
dopma IMYHO, Ype3 YIBIHOMOIIEH NPEICTABUTE]l Ha 3aHHTEPECOBAHOTO JHIE, IO
€NIEKTPOHEH ITbT /33 BBHBEICHUTE EJIEKTPOHHH YCIIYrW/, 4pe3 JIMUECH3UpaH MOLICHCKH
orneparop WIM II0 OPYyr HAayMH, KOWTO JaBa BB3MOXKHOCT 32 YCTaHOBSBAaHE Ha
CaMOJIMYHOCTTA Ha 3asABHUTENIS, KOTaTo TOBa € HE0OX0AUMO.

(2) Tlpu mocThIBaHe Ha 3aABICHUS, HCKAHUS U JIP. IOKYMEHTH, Ce Cria3BaT CJIeHUTE NpaBuIIa:

1.

BxozsmuTe MOKyMEHTH CleBa Jla ca HalMCaHH YETJIMBO, Ha KMPHJIMIIA, KOraTo ca Ha
9yl €3WK, 3aJB/DKATENIHO Cle[Ba Ja ca ¢ IPeBOJ Ha 3akieT MNpeBojad, Ja HUMa
[10COYEHH IIBJIHATE JaHHHK Ha MOJaTels, TOYEH ajipec, TenedoH, a NpH HAJTMYHH U e-mail,
dakc. Bxoasmy AOKYMEHTH BEJHO C NPHJIOKEHUATA 3aJBJDKUTENIHO CE€ CKAHMpaT U Ce
eBexxaar B AUC. M3kmoueHus 3a CKaHMpaHE CE€ MpaBAT IMPHU MPOCKTHH W ApPYTrH
IUPOKO-QOPMATHH JTOKYMEHTH, MpOIIHYpPOBAHM M MPOHOMEPOBAaHH JOKYMEHTH,
JOKYMEHTH Ha Mayc ¥ Jp., 32 KOMTO HaJHIHATA TEXHHKA HE € ChbBMeCTHMA; JIOKyMEeHTH
Ha XapTHEH HOCHTEIN, KOHTO HE MO3BOJIABAT KA4YECTBEHO CKaHWPaHE H C€ MOIbpXKar B
ChCTaBa HA TMPENHCKA, Ce MPHIBMKBAT (DUIMYECKH MEXIY CIYKHTEIHTE Ype3
NpeaBaHeTO MM MM 4pe3 Kyphepcka ciyxkba chobpasHo eTamute Ha obpaboTka IO
ChOTBETHATA MPOLEaypa.

[Ipy nojgaBaHe Ha [JOKYMEHTH OT IOPHAMYECKH JIMI@ H EIHONMYHH THProBLH,
3abDKUTENHO Tpsa6Ba aa e mocoueH EMK/BYJICTAT.

[Ipy mojaBaHe HAa MCKaHWS Ype3 MBIHOMOLIHWK, CE MNPOBEPABA HAIHYHETO Ha
ITBJIHOMOIIHO, KaTO INpH 3asBJICHAS 3a Pa3NOPENUTENHH CHENKH WIH JMYHH [pasa,
Tps6Ba J1a € HOTApHAIHO 3aBEPEHO MM AJBOKATCKO ITBIHOMOIIHO, KaTO CHOTBETHHAT
a/IBOKAT ce JIETHTUMHPA TPel CIY>KUTENIs B PETMCTpaTypara ¢ aiBOKaTCKa KapTa,

IIpu nojiaBaHe Ha HCKaHe, 1O KOETO OOIMHATA HE € KOMIIETCHTHHS OpraH U Ce yCTaHOBH,
Yye aIMHHHCTPAaTHBHHAT aKkT ciexBa Ja Oble M3[afeH OT Opyr OpraH, MpemnucKara
He3aGaBHO ce M3Ipalla Ha KOMIIETCHTHHs OpraH, 3a KOETO Ce yBEIOMsABA MOJATEIAT U



3aMHTEPECOBaHUTE JIMNa. B perucrparypara npenuckara NMpUKIIOYBA C H3MpaIIaHETO i
110 KOMIETEHTHOCT.

Ilpy cioyxebHa WHHIMATHBA 3a H3/aBaHe HA ONpeleNieH JOKYMEHT WM
aJIMHHHCTPAaTHBEH aKT, CBOTBETHHAT pECOPEH pPBKOBOAWTE] T[IPaBH I[MHCMEHO
pasnopex/aHe /3anava/, KOETO caM WM YNBJIHOMOIIEH OT HEro CJIY)KHTEJ H3rOTBf,
pPEruCTpUpa U Haco4Ba no komnereHTHOCT B AUC;

IIpenu na ce BXoaupa JOKYMEHTBT, PETHCTPATOPBT CIIy)KeOHO IPOBEPSBA AAJIH OT CHIIHS
noTpeOHTeN U BBB BPh3Ka ChC CBHIIOTO HCKaHE MMa Bede 3aBelieHa Mpernucka. AKO UMa,
ce orpassBa B AMC, xaro HOBOTO HCKaHE ce CBbp3Ba C MNPEIXOAHHS HIOKYMEHT.
Pasnpezens ce Ha ppKOBOAUTEIIS/ CITY)KUTEINSA, 00pabOTHII MBPBOTO HCKAHE;
CiyxuTenure B perucrpatrypara ca UTHXKHH Ja ChAeHCTBAT Ha MOTpeOMTENHMTE NpH
NoJaBaHe Ha JOKYMEHTH 4Ype3 OCHrypsiBaHe Ha o0mma uHpopMalus ¥ yKa3aHus.
BbTpemna KopecnoHICHIMS — BCHYKH CIYXeOHHM MHCMa, CTAaHOBHING, JOKJIAJHH HIIH
ApYyrH BBTPEUIHH JOKYMEHTH BBTPE B AJMHHHCTPATHBHHTE 3BEHA CE€ W3TOTBAT H
peructpupar jauuHo. Hacousar ce 10 croTBeTHHS ciyxuten ype3 AUC kato nmpukaveH
WM CKaHupaH (aiy OT CIyXHTelNsi, M3rOTBHJI JOKYMEHTa. BBTpelHu mucMa OT eIHo
aJIMHHMCTPAaTHBHO 3BEHO JIO JPYyro ce MOIIMCBAT W OT PECOPHUS DPBKOBOIUTEN IO
chllaTa MpOIEAypa M CE€ HAaco4YyBaT KbM JIMIETO IO KOMIETEHTHOCT. CITyKHTeJsT,
CTapTHpPaJl BETPEIIHUS JOKYMEHT CJIE/IH 3a JBHIKCHHETO My M MPHKIIIOYBA 3a/1a4aTa Cjiel
U3ITBJIIHEHHETO i B CPOK ¢ Oenexka 1o npukIrouBaHe u kiacupane B AUC;

WckanusaTa 3a npenocTaBsHe Ha NOKYMEHTH, KOMHS OT JOKYMEHTH M CIIPaBKH, ChC
CBHOTBETHOTO OCHOBAHHE 3a TOBA, CE€ M3MpallaT A0 MOMCKAJIOTO JIHIE C MOAMKC CaMo Ha
JUIB)KHOCTHOTO JIMIIE, M3IIBJIHUTEN IO TNpenuckata. MckaHusTa 3a mpenocTaBsHe Ha
nokymeHTH craBa ¢ orOenssBane B AMC or kxoro M KakBO € TOHCKAaHO, CPOK 3a
npeacTaBsHe, KakTo U npukimouBaneTo # B AUC ¢ Genexka 1o u3mbIHEHHETO;

10. Cyxuren ot LlenTspa 3a anmMuHHcTpaTHBHO 06CyxBane (L[AO) He MoXe 1a oTKaxe na

NNpUuEME€ JNOKYMEHTH TIIOpaaid HECBOTBETCTBHEC C H3HCKBaHHATA. Toii H3PHYHO
NpeaynpexaaBa moAaBallus I'a 3a MOCJICAULUTE OT HEU3IIPABHUTE JIOKYMEHTH, 3a CpOKa
3a TAXHOTO OTCTPaHABAHE KAKTO H, Y€ [0 HCOTCTpaHABAaHEC HA HETOYHOCTHUTE IIO
aJIMHUHHUCTpaTUBHATA NPCITUCKA HiIMa J1a OB/ OChINECTBSIBaHA nponoeaypa. O'rpaasma CE B
AUC u 3anuceT ce IIPUKITIOYBA 10 HACTBIIBAHC HA HOBH obcrosiTencTaa.

(3) O6mu npaBuia.

1

IIpn npuemane Ha BXoAsIIaTa IoOINA CIYXHTEJIMTE OT PerucTparypara ca JTBXKHH JAa
NpoBepsABaT TOYHOCTTa Ha ajpeca Ha J0CTaBKaTa; CBHCTOSHHETO Ha IUIMKOBETE;
KOMIUIEKTHOCTTa Ha JOKYMEHTHTe, ChAbpXamu ce B mnpartkara. [Ipu 3abens3ana
HEPEHOCT cJle/iBa He3abaBHO J1a ce ce3upa MPeKust pPhKOBOJAUTE;

HenpaBuiiHO afipecpaHyu 10CTaBEHH MPATKU Ce BPBINAT Hepa3neyaTaHu Ha MOJaTelis;
Hepa3sneyaranu ce mpeaaBaT Ha IOJydaTelis MMUCMa, JOKYMEHTH M NPaTKH aJpecHpaHH
JUYHO 10 JIMLETO, KaTo NMpH ChbMHEHHE 3a ChABPXKAHWETO HA NpaTKaTta, chllaTa ce
NpOBEpsBa OT OXpaHara;

Koraro azpechT Ha OTHpaBUTENs € MOCOYEH CaMO BBPXY IUTHKA M KOraTo MEXIy Jarara
BbpXY KJIEHMOTO W JaTara Ha I[OJlydaBaHE M 3aBeXJaHe B JEJOBOACTBOTO HMa
ChIIleCTBEHA pa3iuKa (Haj et paGOTHH JHHU), IUIMKOBETE CE 3ala3BaT U Ce MpHujaraT KbM
OCHOBHHS JJOKYMEHT;

[Tpu3oBku, mokanu 3a DOOPOBOJHO HM3NBIHEHHE, H3ITBIHHUTEIHH JIMCTOBE, MOKaHH 3a
NPUCHEIUHIBAHE HA B3UCKATeNH, CBOOIIEHHWS OT YacTHH M JIbpXKaBHH ChACOHM
U3ITBJIHATENIH, Ce IPUEMAT U Npe/iaBaT He3abaBHO 10 KOMIIETEHTHOCT.

He nojutexxar Ha perucrpanus NepUOJUYHH H3/aHHUS, MOKaHH, PaKTypH, JOKYMEHTH C
6enexka “muaHo” U ap. ChimuTe ce npeaaBar He3abaBHO M0 NPEHA3HAYCHHE;



7. AHOHHMMHHM JIOKYMEHTH IOJJIEXAaT Ha PErdcTpauus, HO He ce obpa3yBa NMPOM3BOACTBO
MOTHX;

8. Bcuuku ocraHaaM JOKYMEHTH ce peructpupar B AUC;

9. Ypes AMC ce BpbuBaT 3alOBEUTE HAa KMeTa Ha OOIMMHATa KBM OTIOBOPHHTE
CIy’>XMTEH, Karo 3amoBenra mbpBo ce peructpupa B AUC u ce HacouBa KBM
OTTOBOPHUTE CIY)KHTENH 110 H3IBIHEHHETO, KaKTO M JI0 M3TOTBHJIAS M CBIVIACYBAIUA
3arnoBe/ita. Ha 3aMHTEpecOBaHUTE JIMIA W3BBH OOINMHA 3all0BE/Ta Ce BPhYBA C MHCMO,
TIPUIPYEHO ¢ 0OpaTHa pa3NMCKa WIM IO IPYT Ha4HMH JOKAa3Balll [10JIy4aBaHETO 1.

10. I[TpoToKOIM OT MPOBEACHH 3ace[aHMs, ChBEINAHHs, KOHCYJITAWH, OTJICH U Ip. MOM. Ha
KOMHCHHM, Ha3zHayeHM chc 3amoBen Ha Kwmera Ha oOummHara, 3aIb/DKHTENHO C€
MPEeIOCTaBAT OT M3FOTBHIMS T'H CIYXHTeld (IPOTOKOMYMK) B perucrpatrypara 3a
CKaHWpaHe ¥ MPUKa4YBaHe KbM ChOTBETHATA 3aI0OBEI.

11. Peructpupane Ha poroBopu B AWMC ce M3BBpIIBA C PErHCTPAllHOHEH HHIEKC CIOpEX
BemomcTBeHaTa HOMeHKiarypa u ce omucBar B AMC, chriacHo  YkasaHus IO
3aBexxianeTo Ha jorosopute B AVC. Ex3eMmisp oT BCEKH AOTrOBOp, MPEABUI NpeaIMeTa
My, C€ HAaco4Ba JI0 IJI. CYETOBOIUTE HA OOIIMHATA

12. Cie1 mocTaBeHa pe30 oK Ha BXOAAMKTE JoKyMeHTH oT KmeTa Ha o6uHara, excrepr
OT JMpeKIHs ,,AJIMHHACTPATHBHH-NIPABHO M MH(OPMALMOHHO OOCITy)KBaHE™ HACOYBA
noxymenta B AVIC KbM OTTOBOPHHMS MJTH OTTOBOPHUTE CITYXKHTENIM H 0Tpas3sBa TEKCTa Ha
pesomonusta. Cieal ToBa HECKAHHPAHUTE JIOKYMEHTH Ce Mpe/iaBaT Ha JeJ0BOJUTENS 32
pasnpeieNisiHe 10 CbOTBETHHUTE CITyXKHUTEJIH B ONPEJICICHATE 32 LIEJITa MECTa.

(4) Vi3xonamara KOpecrOHCHIHs 10 MHCTHTYIMH Ce MOANHMCBa 0T KMeT Wi ymbIHOMOIIEHO
OT HEro JIHIIE.

Yn.9. (1) Texyma ob6paboTka.

1. B AUC ce ch3aaBa, MOMIbPKA M aKTyalu3upa LETHAT MHOOPMAUWOHEH MacHB Ha
PEruCTpUpaHuTe Mpenuckd. M3roTBeHuTe BHTPEUIHH, MEXIMHHA CBBP3aHH JOKYMCHTH
3aIB/DKUTETHO CE MPHUKPENAT KaTo NpuKadeH (aiin KbM CHOTBETHHSA BXOJSAIL HOMEp B
aIMHHHCTpaTHBHO-MH(GoOpManuonHata cucrema. CrnpaBka 3a JIBIOKCHHETO Ha
PETHCTPHPAHUTE IOKYMEHTH M CPOKOBETE 3a W3NBIHCHHETO MM C€ HM3BBpIIBA TIO
HeoOXOIMMOCT U CJIe/l pa3opexiaHe Ha NPEKHs PhKOBOAMTEIL.

2. C AUC, ce momabpka LETUAT A0KyMeHToo60opoT. CiyuTenuTe Ha pa3sindHH HHUBA B
aJIMMHHCTpALMATa, CBIJIACHO TAXHATA KOMIICTEHTHOCT Ca 3alb/DKCHH CaMH Jia
M3BBPINBAT JIONBJIHUTENHO PETHCTPHpAHe Ha MOPOJCHHTE MpH H3IBIHCHHETO Ha
3aayMTe, HOBM 3aJa4d M JOKYMEHTH MO NpENHuCKaTa ¥ OTYHTAT H3MBIHEHHETO ChC
CHOTBETHHTE OENIEKKH.

3. Cnyxurensar, o6paGoTWa1 MOKYMEHTHTE MO T.2, TM Haco4YBa KbM CIICIABALIUA
m3neauTens/u upe3 AUC.

(2) Tlpemm u3BEXHaHe HA JOKYMEHTHTE Ce W3BBPLIBA ClEIHATA 33Ab/DKATEHA IMPOBEPKA M

NEHHOCTH:

1. HajgMie JM ca BCHUKH aTpuOyTH 1Mo odopMsHE HA H3XOMAIIMSA JOKYMEHT, CBIVIACHO
u3KMcKBaHuATa Ha MHCTpyKIHsTa 3a 0opMsiHE Ha KOPECIIOHACHIIAS;
2. HaJIMIE JIK ca HeOOXOIMMHTE MPHIIOKEHHS KbM OCHOBHHUS IOKYMEHT;,

(3) UsBexxnaHe Ha IOKYMEHTHTE.

1. B cnyudaif, 4e He ca H3MIBJIHEHH HAKOH OT MIOCOYCHUTE B aj1.2 U3MCKBaHHUS, JOKYMEHTHT HE
ce mprema 3a 06paboTKa B JI€JOBOJICTBOTO H CE BPBIIA 32 KOPUrHPaHE Ml J0MbJIBAHE.




2. OrtpassBane B AUC u mocraBsHe Ha M3XOIAIl HOMEpP M Jara, KaTo MpH HaJIW4He Ha
BXOJSAILI HOMEp HAa WHHULMHMpAIUS [JOKYMEHT, H3XOIAIIMAT HOMEpP CE CBBp3Ba C
BXOZISLIHS,;

3. Bcwuuku H3XO0AIIM TOKYMEHTH, BEHO C pHIIOXKeHHusTa ce ckanupat B AUC.

4. W3BeneHuTe JOKYMEHTH Ce MOCTABAT B IUTMKOBE, aJIPECHPAT CE U CE eKCIIeAUpar.

S. Ilsnara u3xoasma KOPECIOHACHIIUS C€ OMMCBA OT KYpUEp, HIH 3aMECTBAIIl CITYXKHTEII, 110
HOMepaTa Ha BCHYKH OOMKHOBEHH W MpPENOpbYaHH EKCINEAMpaHH NHCMa M NpaTKH 3a
CHOTBETHATA JIaTa;

6. Ilpu HeoOXOAMMOCT NOKYMEHTHT Ja ObJe MoJydeH 4Ype3 MNpernopbyaHa MoIa HIH
KypHepcKa yclyra, ce IpaBH YTOYHEHHE 32 HeOOXO0IMMOCTTa H ChOTBETHO CE€ EKCIeINpa;

(4) Korato B J0OKyMEHTa, B pE30JIIOLMATA WJIH HOPMAaTHBHO HE € OIpe/eNieH CPOKBT 3a
M3ITBJIHEHHE, NPOM3THYAIWTE OT JOKyMEHTa 3aja4d TpsAGBa 1a ObJaT H3MNBIHEHH B
CeJIEeMIHEBEH CPOK.

(5) Korato cpokbT € onpe/iesieH B JHU U He € pUKCHpaHa KpaifHaTa [aTa 3a U3ITbJIHEHHE, CPOKBT
Ce M3YMCIfABa B KAJCHIAPHHM JHM M 3aloyBa Ja Teye OT IbPBHA JCH CleJ JeHsA, B KOHTO
JIOKYMEHTBT € pe3onupa. CpoKsT M3THYA B MOCNIEIHUS My JIeH /BKIounTenHo/. B ciywvaii, ue
CPOKBT M3THYa B HENPHCHCTBEH JIEH, TO3M JIeH He ce OpOoH, a H3THYa B IbPBHS IIPUCHCTBEH JICH
CIIET HETO.

(6) JTokyMeHTBT Ce HacO4Ba KbM OTTOBapsAIIHs 32 U3ITBIHEHHETO B JIEHS HA PE30JIMPAHETO, WK
Haii-kbcHO 10 12.00 4. Ha ciexBamms paboteH aeH. [Ipu mo-KbCHO NMpeaaBaHe Ha JIOKYMEHTa JI0
OTroBapsIlKs 3a H3MBIHEHHETO, TOBa ce oTOeNsA3Ba B JENOBOJHATA IpOrpamMa W Ce ONHUCBa
NpUYHHATA.

(7) Koraro c¢ pe3oJonMsATa Ca ONPEACNCHH HAKOJIKO HM3NBIHHTEIH IO 06B’bp3aHa
KOMIIETEHTHOCT, BOZEILl OpPraHu3aTop U KOHTPOJIUPAN] U3I'BJIHEHHETO B CPOK € JUIBXXHOCTHOTO
JIMIE, MTOCOYECHO Ha IIBPBO MACTO.

(8) OTroBOpP®T, CHIIIACYBAH C BCHYKH, ONPEEICHH B PE30JIOLHUATA CIIY)KHTEIH, CE MOINKCBA OT
KMeTa Ha oOIuHara.

Pazpen 111

OCHOBHHY M3UCKBAHMS IO OPTAHU3AILIMSA HA APXUBUPAHE

Y1.10. 3ana3zBaHe ¥ apXUBHpPAHE HA IOKYMEHTHTE.
(1) JleitnocTTa 110 3ama3BaHe Ha JOKYMEHTHTE B apXHUB 00XBala:

1. mpuemMaHe Ha CIyXeOHH JOKYMEHTH 32 Hay4YHO-TEXHHYECKA o6paboTka M TEKYIIO
ChXpaHEHHE;

2. Cb3/aBaHE M MOJUIbPXKaHe Ha HOPMATUBHO OINPE/IC/ICHHUS CIIPABOYCH anapar,

3. U3BLpPINBaHE HA CIPABKH H 3aBEpABaHE Ha KOIMHA OT JOKYMEHTH ChXPaHABaHH B apXHBa
Ha oOImuHaTa;

4. ydacThe B €KCIIEPTH3a MO IEHHOCTTA HAa JAOKYMEHTHTE H MPENaBaHETO MM B IBPIKABCH
apXuB.

(2) Konust oT IOKyMEHTHTE Ha o0IIMHATA Ce 3aBepsABaT CaMoO ako Ca HAlpaBeHH OT OpUTHHAI OT
JUIBKHOCTHO JiuIe. EneMeHTHTe Ha 3aBepKaTa ca: HAMMEHOBaHHE Ha CTPYKTypHATa 4acT, HMe H
damunus Ha cyxutens, “BspHo ¢ opurnHana”, 1ata M redar, KOHTO MO BB3MOXHOCT Jia HE
3acara Tekcta. Komus oT JOKyMEHTH 3a NMpeACTaBsHEe B ChJa WIM MPOKypaTypara, KOWTO HE ca
NpeICTABEHH B OPMTMHAI B OOIIMHATA, Ce 3aBepsiBaT ,,BAPHO € MPEACTaBEHOTO B obmmna bana



CnatuHa Komue®, uMe ¥ (aMHIIHS Ha CITY)KHTEJIs, JaTa U 1evaT, KOHTO 1Mo BB3MOXHOCT Jla He
3acsra TeKCTa.

(3) IllpuxkmoyeHHTe IOOKYMEHTH U TIPENHCKH C€ KOMIUIEKTOBAaT M 3ama3BaT ChIJIaCHO
HoMeHkaTypa Ha JienaTta ChC CPOKOBE 3a ChbXpaHEHHE B OOIMHATA.

(4) TexymoTo ¥ apXMBHO 3ama3BaHe Ha Cly)keOHaTa IOKYMEHTallUs C€ OCBINECTBABA C
NpPUEMOIIPEaBaTEIHH TIPOTOKOJIIM B apXHBHHTE IOMEIICHHS Ha AaIMHHHMCTpalusTa 4pe3
KJIacHpaHe B ChOTBETCTBHE C HOMEHKJIaTypa Ha JieyiaTa.

(5) 3amoBenm, NOTOBOPH, peIIEHHs, Pa3pELINTEHH, NMPOTOKOAM H Ap. MOJOOHH, KOHTO ca
HOCHTEIH Ha COOCTBEHa, CaMOCTOSTENIHAa WHpOpManus, ce MOAPEKAAT 10 Bb3XOMAIl pel Ha
HOMEPHPAHETO UM 3a BCAKA KaJeHJapHa roJIMHa CbC ChOTBETHHS MHIIEKC.

(6) CnyxeOHarta NOKYMEHTalMs W IPUKIIOYEHHTE Jaena B OOIMHATA Ce€ CBhXpaHsBaT IO
JIMPEKIIMH, OTAEH U aIMHHUCTPATUBHHU 3BeHa, cbriiacHo HoMenkiarypa Ha aernara.

(7) Ilpu moaroToBka Ha JOKYMEHTHTE 3a NpeJlaBaHe B apXMB Jia Ce CIa3BaT pa3NopexIaHusITa Ha
3akoHa 3a HanmoHanHus apxuBeH ¢oun /3HA®/ m Hapenbara 3a pena 3a opraHu3upaHeTo,
06paboTBaHeTO, €KCIepTH3aTa, ChXPAHABAHETO W H3MOJI3BAHETO HAa JOKYMEHTHTE B
y4pEeXICHCKATE apXUBH Ha JbPKABHATE U OOLIMHCKUTE HHCTUTYLIHH.

Pazgen IV

M3I10JI3BAHE U ITABEHE HA IIEYATH

Y1.11. (1) [euarure B O6muna Bsna Cnatuna ce W3mon3Bat U chxpanssatr criopea Hapenbara
3a o6MeHa Ha JIOKYMEHTH B aJIMHHHCTpalUiTa, BTpelIHy nmpaBuiia 3a CbXpaHEHHE H Ma3eHe Ha
NeYaTUTe | Jp. aKTyaIHH CbOTHOCHMH HOPMAaTHBHH JIOKYMEHTH.

Pazgea V

OCHOBHMU U3UCKBAHUSA KBM CIYKUTEJIHNUTE

Y1.12. PEKOBOOUTENUTE U CIIYXXUTEIUTE ca JUIBXKHH Jia M0O3HABAT U Cra3Bar pasnopenbure Ha
HacTosmuTe Burpemnu npasuina, Hapenbara 3a oOMeHa Ha NOKyMEHTH B aJIMHHHCTpaLHsATa,
3aKoHa 3a HALIMOHAJIHKS apXUBEH (QOH/I U JIp. aKTyaJIHH CbOTHOCHMH HOPMATHBHH JIOKYMEHTH.

Yi.13. PBKOBOAMTENINTE, KbM KOHMTO Ca HACOYEHH IIOJUICKAIUTE Ha PE30JIMPAHE BXOMISAIIH
JOKYMEHTH, Ca JUIBXXHH Jla TH pe30JiMpar B JI€Hs Ha I10JIy4aBaHETO HM. Hpﬂ TAXHO OTCBCTBHE
CBIIATE CE€ pe30JiMpaT OT 3aMeCTBAllUA TI'H CIIYXKHUTEII, KOMTO 3aJb/DKUTEJIHO JOKJajJBa Ha
peCcCOpHHs PBKOBOAUTEN INPH 3aBPBIIAHCTO My 3a INOCTBIIUJIUTE MPEMHUCKH, JTOKYMCHTH H Ip.
BBITPOCH 110 KOMIIETEHTHOCT.

Yn.14. B pesomoumsaTa ce ONpeies H3IbJIHUTENAT, 3ajadaTa, CPOKBT, AaraTta Ha KOATO €
MOCTaBEHA M MOJITHC Ha CbOTBETHHS PHKOBOAUTEIL.

UYn.15. 3a mpaBWIHOTO NMPOTHYaHE Ha JCHHOCTTa IO JIOKYMEHTO000poTa — ENEKTPOHEH |
XapTHEH, PbKOBOIMTEINTE Ha CTPYKTYPHH 3BEHA €A JUTbXKHU!

1. 71a cJIedsT 3a Ca3BaHETO Ha HACTOSIIUTE MTPaBHUJia OT MOJYNHEHHUTE UM JIULIA;

2. a pasmpeieNsT M KOHTPOJMpPAT H3IIBJHEHWETO Ha 3aJauuTe MPOM3THHAA OT
perucTpHpaHuTe JOKYMEHTH, KaTO OCUTYPST CBOCBPEMEHHOTO UM OTHHTAHE;

3. B ciydaii Ha OTCHCTBHS JIa C€ ONPEIENSAT 3aMECTHHIIH Ype3 PETHCTPHPAHE B ANUC;



Jla MOJCHTYPAT B3aHMO3aMEHSEMOCT Ha CIIY)XHUTEJIHTE, 3a YHATO AECHHOCT OTrOBapAT W
CJIEJIAT 32 HOPMAJTHOTO NIPOTHYAHE Ha JEWHOCTTa,;

Jla U3UCKBAT OT CITY)XHTEJIUTE CH IPH HAIyCKaHe OT JUTHKHOCT Ja IpeaaBaT Io OIHC C
MPOTOKOJI HAMHpaIaTa ce B TAX CiIyxeOHa JOKyMEHTallus, [Ie4aTH U 3aBe/IcH HHBEHTap
Ha MPEeKHs CH PHKOBOJHUTEN WIIH JIPYro H3PHYHO ITOCOYEHO CITyKeOHO JIHIE;

IpH NpeJaBaHe Ha MPENHCKUTE 3a TEKYIIO ChbXpaHEHHE Ja MPOBEepsBaT U KOHTPOJIHpPAT
IIEJIOCTTA Ha JIOKyMEHTALUsATa;

IpH OTCHCTBHE HA CITY)KHTEJNA, HA KOrOTO € BB3JIOXKEeHa 3ajadara mopaau Goiect Wim
OTIYCK 3a MOBeYe OT neT pabOTHH JHH, NMPEKHAT PHKOBOIMTEN MOXE Ja MPEeHACOYH
HEOTJIOXKHHTE 3a/1a4i KbM APYT CITY)KHUTEJL.

NPH PEOBHH FOJMIIHY OTITYCKH, IPEKUAT PHKOBOAUTEIN Ce ChoOpa3siBa ChC CPOKOBETE 3a
U3ITBIHEHHE HA 3aJJaYHTe, a CITY)KUTEJIAT ClIe/[Ba Jia IPHKITIOYH BB3JIOKEHHTE MY 3aJa4H,
CBBP3aHH ChC CIIa3BaHETO HA CPOKOBE, NIPEIH H3JIM3aHE B OTIYCK.

Uin.16. 3a mpaBHIIHO TPUEMaHe, PETUCTPUPAHEe U IBHXKEHHE Ha JOKYMEHTHTE BCHUKH CITY)KHTEITH
ca JUTBXKHH:

1.

2.

Jla IpueMar u npeJaBart ciryxebHaTa JOKyMeHTalus caMmo ciesl perucrpauus B AUC, T.e.
na He pabotaT ¢ Hepeructpupanu B AUC nokymeHTH;

Ja BphIIAT He3a0aBHO B perucTpaTypaTa MOTPelIH0 HAaco4yeHa W He OMMcaHa ciiyxeOHa
JNOKYMEHTALHS;

Ia TIPHKPENAT KaTo NpHKadeH (aiin KbM CHOTBETHHS HOMEpP B aJIMHHHUCTPATHBHO-
uHpopmanmonHara cucrema /AVC/ BCHUKH BXOMSAIIM, H3XOIAIIH, BbTPELIHH, MEXIUHHU
JOKYMEHTH BEIHO C IPHJIOKECHHUATA;

JIa CBIIIACyBaT 3aJb/DKHTENHO C IMOANMKC Ha IOPHCKOHCYNIT/TpaBocnocobeH ropuct/
IPOEKTH 32 HOPMATHBHH aKTOBE, JIOTOBOPH, 3allOBEH H OTTOBOPH Ha CHTHAJIH, XKaJIOH H
NPeTOKEHHS.

Jla ChCTABAT M3XOASAIIATE JOKYMEHTH B TOJIKOBA €K3EMILISpa KOJKOTO ca MOIydYaTeIuTe
IUTIOC €TWH 33 apXHBHPaHE KbM CHOTBETHOTO 3BEHO, H3TOTBHJIO OTTOBOpA.

SAK/IIOYUTEJIHHA PA3IIOPEABH

§1. HacrosmuTe BBTpeNIHE MpaBuiia ca pa3paboTeHH Ha OCHOBaHHe wi.2, an.] ot Hapenbara 3a
oOMEeH Ha IOKyMEHTH B a]MHHHCTpALATa H B COTBeTCTBHE C Wi.13a oT AIIK.

§2. Hacrosiure BBTpELIHH MIPABUJIa CE aKTyaIH3HPaT IPH BCAKO H3MEHEHHE HAa HOpMaTHBHATA
ypenba, peryiupaiia aIMAHHCTPaTHBHATA JACHHOCT H €JIEKTPOHHOTO YIIPaBIICHHE B
aJIMHHHCTpALHATA.

§3. Hosomoctemmmute cnyxutenute B O6muna bsana CnatuHa ce 3a103HaBaT ¢ HaCTOSIIHTE
IpaBHJIa, KaTO TOBA Ce YI0CTOBEepsiBa C MonucBane Ha Jlexnapanus 3a HHQOPMHUPAHOCT.

§4. HacTosmure npasmia ca yTBbpJEHH ChC 3amoBe] Ha kMeta Ha O6muna bsia Catuna Ne ot
85/19.02.2020 r. u BiIM3aT B CHJIa OT JaTaTa Ha yTBBHPKIAABAHETO HM.



