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BbTPELLIHU MPABWIA 3A OBOPOT HA EJIEKTPOHHU
JOKYMEHTHU U JOKYMEHTHU HA XAPTUEH
HOCHUTEJ B OBLIIUHA CPEJIEL]

Paznen I
OBILIMU ITOJIOKEHMSA

Yia.l. HacrosmmuTe mpaBuia ca WM3rOTBEHH BH3 OCHOBA HA HW3HMCKBAHHUATA HA OOIIOTO H
CIELMAIHOTO 3aKoHONaTeNcTBO B PenmyOmmka bbiarapus m uMat 3a 1en Jga ypeasT
opraHnn3anusiaTa 1 TCXHOJIOTHATA 3a OCBIICCTBABAHC Ha 06op0Ta Ha JOKYMCHTH Ha XapTUCH U
enekTpoHeH Hocuten B ObmuHa Cpenerr.

Yin.2. (1) JoxymerToo00poTa B OOIIMHATA, BXOASINATA U U3XOAIIaTa HHPOPMAIUs KbM U OT
JTUPEKIMUTE/OTACTUTE CE OCHINECTBABA Upe3 AIMUHHCTPATUBHO-WH(OPMAIIMOHHA CHCTEMa
/AUC/. AVC ocurypsiBa mOAIbpXKaHeTO W o0OpaboTkaTa Ha JaHHUTE 3a 000poTa Ha
CJICKTPOHHH JOKYMEHTH M JOKyMEHTH Ha XapTHEH HOCUTEN MpH MPEAOCTaBSIHETO Ha
aJIMUHHUCTPATUBHHU YCIYTH, W3MBIHECHHUETO HA aJMHHUCTPATHBHH MPOLEAYypH, KaKTO U
paboTHUTE MpoliecH B O0ITHATA.

(2) Hetinoctra no peructpanusara B AUC ce ochlIecTBsABa OT YITBIHOMOILEHH CIIYKUTEJIH Ha
OOIIMHCKATa AaJMHUHUCTPAIMS, a KOHTPOJ BBPXY JACHHOCTTa MM YIPAKHSIBA PECOPHUST
aMUHUCTPATUBEH PHKOBOJIUTEI.

Yu.3. HacrosimuTe mpaBuia He BKJIIOYBAT B MpeAMeTa cU KiacuuirpaHara HHGpopManus,
0 CMHCHJIa Ha 3aKOoHA 3a 3alUTa Ha KiacuuuupaHata uWH(POpMAIMSA U TPH3OBKH,
ChOOILICHUA W JPYrH ChIACOHU JAOKYMEHTH IO Jiela, KOUTO C€ IMOJydyaBaT OT ONpEAeiIeHU
IOPUCTH B OOILIMHATA.



Yn.4. (1) lokyMeHTHUTE, C KOUTO 3all0uBa MPEJOCTABIHETO HA a]IMUHUCTPATUBHA yCIIyra, ca
10 YTBBPZCH 00pa3er] ¢ HOPMATHUBEH aKT, a aKO HsAMa TaKbB — C aKT HAa KMETa Ha OOIIMHATA .
Bcekn oOpazeny e myOnumKyBaH Ha HWHTEPHET CTpaHMIaTa Ha OONIMHATA, KAKTO W B
anmuHuctpatuBHus peructbp Ha MWCJIA, B pa3znena 3a KOHKpeTHaTa yciayra ChbIVIACHO 4JI.
61 an. 1, T. 2 or 3akoHa 3a AAMUHHMCTpaLUATA.

(2) IlpunaranuTe JIOKYMEHTH, KOMTO HOPMAaTHUBHO C€ M3UCKBAT 3a OIpejesieHa
aJIMUHUCTpaTHBHA yCIIyra/mpoluenypa, ¥ He Morar ja ObaaT cbOpaHu Mo ciykebeH pen ca
OIMHMCaHU B CAMUTE 00pasiu o wi.4.

Yn.5. OTroBopHOCT 3a cHa3BaHE€ Ha CpPOKOBETE, MPEABUACHU B PE30JIIOLUUTE BBPXY
BXOOAIIHUTC JOKYMCHTHU B O6H_II/IHaTa, HOCAT CbOTBCTHUTC PBKOBOAUTCIIU U CIIYXKUTCIIN.

Yun.6. (1) JocTerbT ¥ IpeqoCcTaBIHETO HA OOIIeCTBeHAa MHGOpMAIUs B OOIIMHATA CTaBa IO
pena Ha 3akoHa 3a JOCTHII A0 OOIIECTBeHa MH(OpPMALUsS M € paslucaH BbB BbTpemHu
MpaBWJIa 32 JOCTBHII 10 O0IIeCTBeHA HHPOpMAITHSI.

(2) Penpr 3a pasriexigaHe Ha CHUTHAIMTE 3a KOPYILUS CE€ OCBHILIECTBSBA CbHIJIACHO
BrrpemnunTe npasuia 3a 60pda ¢ KOPYMIUATa U KOPYNIIUOHHUS PUCK

(3) XKanbu, curHanu 3a HEpeIHOCTH, MOJIOU | Ap. 3alIUTBAHMA HA TPAKJaHU IOCTHIIBAT U C€
pasraexaar chraacHo BhTpemnuTe npasuia 3a aAMUHUCTPATUBHOTO o0CIyxBane B O0muHa
Cpenen u Xaprara Ha KJIMEHTA.

(4) 3a mpuemaHeTO, PETUCTPUPAHETO M H3MpAIIAHETO Ha JoKymMeHTH 4pe3 Cucrema 3a
enekTpoHeH oOMeH Ha chobmmenus (CEOC), ce npunarat BerpemnunTe nmpaBuia 3a padora B
CEOC B agMuHHUCTpaIusiTa Ha 00IHATA.

Yiua.7. (1) Coyxurenure Ha oOOIIMHATa BOJIAT CIyXeOHAa KOPECIOHJACHIMS CaMoO IO
peructpupanu B AIC 1okymMeHTH.

(2) [IpenaBaHeTo Ha KOPECHOHACHIIUS OT €IHO CTPYKTYPHO 3BEHO KBM JIPYTO C€ OCHIIECTBSBA
ype3 AUC.

Paznen 11

OCHOBHM U3UCKBAHUSI IO OPTAHM3ALIUSI HA JOKYMEHTOOBOPOTA B
OBIINHA CPEJIEL]

Yn.8. OOum n3uCKBaHHUS.
(1) Bxopsmiara peructpaiusi BKIFOUBA:

1. mpuemaHe Ha MOJUIEKAIIUTE HA PErUCcTpalus J0KyMEHTH;

2. TpoBepKa Ha TAXHATa KOMILJIEKTHOCT U YHTAEMOCT;

3. peructpupane B AVC Ha BCHMYKM MOAAJACHU A0 aJAMHHHUCTpALMSITa JOKYMEHTH W
3arMcBaHe Ha HEOOXOJMMHUTE TaHHH (MHIIEKCH, BUJIOBE JOKYMEHTH, KJIACOBE);

4. 3amnucBaHe Ha BXOIAll HOMEPp M OaTta, a4 B OHPCACIICHU Cillydal W HMCHATa Ha
PBKOBOAUTEIISA, KOWTO CJI€BA J1a IIOCTABH PE3O0JIIOLMS HA TOKYMEHTAa,

5. pasnpeneneHue Ha JOKYMEHTUTE IO KOMIIETEHTHOCT, CHOOpPA3HO TEMHUTE, KOUTO
KacasiT U ChIVIacHO oTpa3eHara uHpopmanus B AUC;

6. npeaaBaHe Ha AJOKYMCHTHUTC Ha CBHOTBCTHHUTC PBKOBOJUTCIM CC OCBHULICCTBABA 4YpPC3
AUNC;



7.

ciry>)keOHaTa JOKyMEHTAlMs OT pailoHHAaTa aJMHHHUCTpAIMS CE IMpeaaBa €KEIHEBHO
ype3 AVC u ce onucBa B crieliMalieH JHEBHUK, KOTaTO JTOKYMEHTUTE Ca Ha XapTUEH
HOCUTEII,

MaTepUaIUTe IOJY4YEHM IO €JIEKTPOHHATa IIoIla C€ pPErucTpupar BeaHara U ce
IIpesiaBaT He3a0aBHO 1O ChOTBETHUS PHKOBOJUTEIL.

HckaneTo 3a M3BBpPIIBAHE HA aAMUHUCTPATHBHA YCIyra Ce€ 3asiBsBa B IMCMEHA WIIU
ycTHa (popMa JTMYHO, Ype3 YI'BIHOMOIIEH MPEICTaBUTEN Ha 3aMHTEPECOBAHOTO JIMIIE,
MO0 EJEKTPOHEH IIbT /32 BBBEICHUTE EJEKTPOHHU YCIYTHW/, 4Ype3 JIMICH3UpPaH
MIOIICHCKU OIEPATOP WIH II0 APYT HAYMH, KOMTO J1aBa Bb3MOXHOCT 3@ YCTaHOBSIBaHE
Ha CaMOJIMYHOCTTA Ha 3asBUTENIS, KOTaTO TOBA € HEOOXOIUMO.

(2) Ilpu nmocrbnBaHe Ha 3asBJIEHUS, UCKaHMS U JAp. JOKYMEHTH, CE€ CIa3BaT CIEIHUTE
IIpaBUJIaA:

1.

BXOJISIIIUTE JOKYMEHTH CJIe[[Ba Jia ca HAIKMCAaHHW YETJIMBO, HA KUPUJIMIIA, KOraTo ca Ha
YyXJ €3MK, 3aJbJDKUTENIHO Clie[Ba J1a ca C MPEBOJ Ha 3aKjieT IpeBojad, Ja uma
MOCOYEHH ITBJIHUTE JAHHU Ha MOJATeNs, TOUeH ajpec, TenedoH, a Mpu HAJIMYHU U e-
mail, ¢akc. Bxomdmm [AOKyMEHTH BEOHO C MPHIOKEHHUATA 3aIBJDKHTEIHO CE
ckanupar u ce BbBexkAaT B AMC. M3kimoueHus 3a CKaHHMpaHE Ce MPaBsT IPH
NPOEKTHH W JPyr'dW  MIHPOKO-GOPMATHU  JOKYMEHTH, HPOIIHYPOBaHU U
POHOMEPOBaHHU JAOKYMEHTH, JOKYMEHTH Ha Mayc M Jp., 34 CKAHUPAHETO HAa KOWTO
HAJIMYHATA TEXHUKAa HE € ChbBMecTHMA; JIOKyMEHTH Ha XapTHEH HOCHTEN, KOMTO HE
MO3BOJISIBAT KAYECTBEHO CKAHUpPAaHE M C€ MOJIBbPXKAT B ChCTaBa Ha MpPENUCKa, Ce
NPUIBMKBAT (DU3UYECKH MEXKAY CIY)KUTEIUTE dYpe3 NpeJaBaHeTO MM WM 4pe3
Kypuepcka ciryx0a ch00pa3Ho eTanuTe Ha 00paboTKa 1Mo chbOTBETHATA MPOIIETypa.
OpU TOJaBaHe Ha JOKYMEHTH OT IOPUIMYECKH JUIAa W ETHOJMYHU THPrOBIH,
3aIBIDKUTENHO TpsioBa aa e mocoueH EMK/BYJICTAT.

IpyU TOAABaHE HA MCKAHUSA Ype3 IIBJIHOMOIIHHUK, C€ IPOBEpsBa HAIMYMETO Ha
I'BJIHOMOIIIHO, KaTO MpPHU 3asBJICHUS 33 PA3MOPEIUTEIHHU CAEIKU WU JIMYHU TpaBa,
TpsOBa J]a € HOTAPHUAIHO 3aBEPEHO MJIM a/IBOKATCKO ITBJIHOMOIIHO, KaTO ChOTBETHUST
aJIBOKAT Ce JISTUTUMUPA TPe CIYKHUTENSI B pETUCTpaTypaTa ¢ aIBOKATCKa KapTa;

IpU TMOJaBaHEe Ha HMCKaHE, MO KOETO OOIIMHATa HE € KOMIICTEHTHHsS OpraH MU ce
YCTQHOBH, Y€ AJMUHUCTPATHBHHUAT akT cjelBa Aa Obae HM3MaZeH OT Ipyr Opra,
npernucKaTa He3abaBHO ce M3Mpalla Ha KOMIIETEHTHUS OpraH, 3a KOETO C€ yBEeIOMsIBa
MOJATENAT M 3aUHTEpPECcCOBaHHUTE JHIA. B perucrparypara mpenuckara MpUKIIOYBA C
U3IPAIIAHETO 1 TI0 KOMIIETEHTHOCT.

npu ciy)keOHa WHHMLIMATHBA 33 U3JaBaHe Ha ONPEAeIeH JOKYMEHT WU
aJIMUHUCTPATUBEH aKT, CBOTBETHHAT PECOPEH pPBHKOBOAMTEN TPABU MUCMEHO
pasnopexaane /3agada/, KOETO caM WM YII'BIIHOMOIIEH OT HETrO CIIY)KUTEN HU3TOTBA,
perucTpupa u Hacousa 1o komneteHTHocT B AVC;

Ipeau /a ce BXOJHpa AOKYMEHTBT, PETUCTPATOPBHT CIy>)KEOHO MpOBEpsiBa NalIHd OT
CBIIMS MOTPeOUTEN M BHB BPb3Ka ChC CHUIOTO UCKAaHE MMa BEYe 3aBEJCHA IPEMUCKa.
Axo uma, ce ortpassBa B AMC, karo HOBOTO HMCKaHE CE€ CBbpP3Ba C IPEIXOIHHS
JIOKyMeHT. Pa3npeznens ce Ha pbKOBOAUTEIS/CIYKHUTENSL, 00padOTHII MBPBOTO HCKAHE;
ciayxurenute B LlenTspa 3a agmunuctpatuBHu oociyxBane (LJAO) ca mrbxHu 1a
ChICHCTBAT Ha MOTPEOUTEIUTE TPHU IOJaBaHE HA JOKYMEHTH 4Ype3 OCHUTYpsIBaHE Ha
obmra nHOopMaNKs U yKa3aHUs.



8. BBTPCIIHA KOPCCIIOHACHIUA — BCUYKU CJIy)Ke6HI/I nucMa, CTaHOBHIIA, AOKJIaJHW HIIN
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APy BBTPEIIHU JOKYMEHTH BBTPE B aJIMUHHCTPATUBHUTE 3BEHA CE€ H3TOTBAT M
peructpupar nuuHo. HacouBar ce 10 cbhorBeTHHs ciyxuren upe3 ANC xkato
NPUKAYeH WIW CKaHUpaH (aill OT CIIy)KUTENs, W3TOTBWI JIOKyMEHTa. BbTpemnu
NUCMa OT €AHO AJAMHUHUCTPATHBHO 3BEHO 0 JIPYro C€ MOJNKMCBAT U OT PECOPHUS
PBKOBOJIUTEI TIO ChIaTa NpOIEeypa U c€ HACOYBAT KbM JIUIETO MO KOMIIETEHTHOCT.
Cayxurensr, crapTupal BBTPEIIHHS JOKYMEHT CJIeOU 3a JBI)KEHHETO MYy H
NPUKITIOYBA 3a]adaTa Clie]] U3IIBJIHEHHETO H B CPOK C OeJleKKa Mo MPHUKIIOYBAHE U
kiacupane B AUC;

Pe3yATaThT OT M3IBIHEHUETO HA MCKAHUATA 33 MPEJOCTaBsSHE HA JOKYMEHTH, KOS
OT JOKYMEHTHU U CIPaBKH, ChC CHOTBETHOTO OCHOBAHME 33 TOBa, C€ H3IMpamaT 10
MOUCKAJIOTO JIMLE C TOAMHC CaMO Ha JTBXHOCTHOTO JIMIE, HU3IBJIHUTEN 10
npenuckara. VickaHusTa 3a npeocTaBsHe Ha JOKYMEHTH cTaBa ¢ otoens3BaHe B AVC
OT KOT0 U KakBO € MOWCKAaHO, CPOK 3a INpeJCTaBsiHe, KaKTO U MPUKIIOYBAHETO U B
ANC c Oernexxka o U3IBIHEHUETO;

ciyxwuren ot LleHTspa 3a agMuHECTpaTHBHO 00cmyxBane (LJAO) He MOke J1a OTKaxe
Ja TpueMe TOKYMEHTH IOpaJd HECHOTBETCTBHE C HW3UCKBaHUATA. TOW  M3PUYHO
NpeayIpekaaBa MOAABALIMS TH 3a MOCISAULUTE OT HEU3NPABHUTE TOKYMEHTH, 3a
CpOKa 3a TAXHOTO OTCTpaHSBaHE KaKTO U, Y€ IO HEOTCTPaHsABaHE HA HETOYHOCTHUTE I10
aJIMUHUCTpaTHBHATA Mpenucka HAMa Ja ObJae OochllecTBsABaHa mpouenypa. Orpasssa
ce B AVIC u 3anuchT ce MPUKITIOYBA 10 HACTHIIBAHE HA HOBH OOCTOSATENICTBA.

(3) O6um npaBuna.

1.

IIpU NIpUEMaHe Ha BXOJLIAaTa I0IlA CIYXKUTEIUTE OT perucrparypara ca JUIbXKHHU Ja
IIpOBEpsIBaT TOYHOCTTa Ha ajJpeca Ha JOCTaBKaTa; CBHCTOSIHMETO HA ILIMKOBETE;
KOMIUIEKTHOCTTAa Ha JOKYMEHTHUTE, ChbIbpKallu ce B mnpartkarta. Ilpu 3abenszana
HEPEIHOCT ciIeBa He3a0aBHO Ja ce ce3upa MPEKHsi PHhKOBOIUTEIL;

HENPABUJIHO aIpeCUpaHy IOCTABEHU IIPATKHU CE€ BPBIIAT HEPA3IIeuyaTaH! Ha [101aTeNs;
Hepas3leyaTaHu ce MpefaBaT Ha MoJIydaTess IucMa, JOKyMEHTH U IPATKU aipecupaHu
JUYHO J10 JIMLETO, KaTo IpPU CbMHEHHUE 3a ChIbPKAHUETO Ha MpaTKara, chliaTa ce
IIpOBEpsIBa OT OXpaHaTa;

KOraTo aJpechT Ha OTIPABUTENSI € MOCOYEH CaMO BbpPXY IUIMKAa U KOTaTo MEXIy
JaTaTta BbpXY KJIEWMOTO U JaTaTa Ha [0Jy4aBaHE U 3aBEKJAHE B JIEJIOBOACTBOTO UMa
ChIIECTBEHA pa3iuKa (HaJ meT paOOTHH JHM), IUIMKOBETE C€ 3ama3BaT U ce mpujaraT
KbM OCHOBHHUS JJOKYMEHT;

MIPU30BKH, TTOKAHU 3a TOOPOBOJIHO M3ITBIHEHUE, M3ITBIHUTEIHU JHCTOBE, ITOKAHH 3a
NPUCHhEIMHSIBAHE HA B3HCKATEIH, CHOOIIEHUS OT YacTHU M JBbPKaBHU CbICOHU
U3IIBJIHUTENH, C€ TIPUEMAT U MpeaBaT He3a0aBHO MO0 KOMIIETEHTHOCT.

HE TIOJUIeKAT Ha PETUCTpAIHsl IEPUOJNYHYN U3AaHUs, TOKaHU, (PaKTypH, TOKYMEHTH C
Oenexka “nmuaHO” U aAp. ChIIUTE ce MpeaaBat He3abaBHO M0 MpeTHA3HAYCHHCE,
AaHOHUMHHM JIOKYMEHTH IO/JIeKAT Ha PErucTpalus, HO HE ce 00pazyBa MPOU3BOACTBO
MOTSIX;

BCUYKHU OCTaHAJIM JOKyMEHTHU ce peructpupar B AUC;

B ANC ce peructpupaT BCUUKHM 3alloBeAM, H3laBaHU oT Kmera Ha oOumumHaTa C
OIlpe/ieNIEeHUs] PEerucTpallMOHEH MHJIEKC cropes BenomcTBeHaTa HOMEHKIATypa Karo
3aIBJDKUTEIIHO C€ OTpassBa HH(POpMAIMA 3a IITBKHOCTHUTE JHIA, H3TOTBUIIH,
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ChIJIaCYBaJIM 3all0BEJITA M YIPAKHABALIM KOHTPOJ MO U3IbIHEHHETO. OTpassiBa ce U
Jany W3JalieHa 3aloBe]] OTMEHS WM W3MeHs Apyra/u 3anoBen/u. KonTtposn mo
U3IIBJIHEHUETO Ha 3all0OBEAMTE, BB3JI0XKEHH 3a U3NbIHEHHE Ha 3aM.-kMeT u Cekperap
ce ynpaxHsaBa JMYHO OT Kwmera. KOHTpOn 1O M3IBIHEHHMETO Ha 3allOBEIUTE,
BB3JI0’KEHU Ha JIPYTH CIIYKUTENH, CE OCBIIECTBSBA OT PECOPHUS PHKOBOAUTEI.

peabT 3a BpbUBAaHE Ha BCsKaA 3allOBE] CTaBa, KaTo bpBo ce peructpupa B AVC u ce
HAcouyBa KbM OTTOBOPHUTE CIIY>KMTEIHU IO U3IIBJIHEHUETO, KAKTO U 10 U3TOTBUIUS U
cbriacyBanus 3anoBenra. Ha 3amHTepecoBaHuTE juIa W3BBbH OOIIMHA 3allOBEATA CE
BpBUBA C IUCMO, IPUIPYKEHO C OOpaTHA pa3MUCKa.

IIPOTOKOJIM OT IPOBEICHH 3acelaHMsl, ChBELIAHUS, KOHCYJITAlMM, OIJEAu M Ap.
no00HM TOKYMEHTH Ha KOMHCHHM, Ha3HauYeHH ChC 3amoBes] Ha Kmera Ha obOmrunara,
3aJIBJDKUTEIIHO C€ TNPEJOCTAaBAT OT M3TOTBUIMS T'M CIYXUTEN (IIPOTOKOJIYUK) B
perucrparypara 3a CKaHHpaHe U [IpUKauBaHe KbM ChOTBETHATA 3aII0BE.
peructpupane Ha noroBopu B AVC ce n3BbpliBa ¢ perucTpaliioOHEH UHAEKC CIIOpEN
BenomcrBenara HoMeHknatypa u ce onucBar B AWC, cbrimacHo VYkasaHus 10
3aBexxgaHeTo Ha jorosopute B AMC. Ex3emmisip oT BCEKM JOTOBOp, IPEIBUL
npeaMeTa My, Ce Haco4Ba JI0 AUPEKIHs/OTAEI.

3anoBe] 32 KOMaHAMPOBKA C€ NOIbJIBA B €AMH ek3eMIunsip. Cien kato e noanucasa ot
Kwmera Ha obmuHaTta u nojanevyaTaHa, ce npejasa B J1e10BoACTBOTO. [locTaBs ce u3x.
Ne u nmata, oncBa ce moapoOHO u ce peructpupa B AUC ¢ perucTpalmoHeH WHICKC
ciopeq BepgomcTBeHata HOMEHKJATrypa. XapTHEH HOCUTENI HE OCTaBa B
JIEJI0BOJICTBOTO.

Crnen mocTaBeHa pe3oIIOLMs Ha BXOJAIIUTE JOKyMeHTH oT Kmera Ha oOmiunara,
excriept ot aupekuus, AITMO” nHacouBa noxkymenta B AVC KbM OTIOBOpPHMS WIH
OTTOBOPHHUTE CIIy>)KMTEIM M OTpaszsdBa TeKcTa Ha pesomouudara. Cienq Tosa
HECKaHUpaHUTE JOKYMEHTH C€ IpeAaBaT Ha JAEJIOBOAUTENS 3a paslpeleisHe [0
ChOTBETHUTE CIIY’KUTENIH B OIPEJECICHUTE 3a LIEJITa MECTA.

(4) UMsxoasmata KOPECHMOHACHIMS JO HWHCTUTYHMH ce mnoanucBa oT Kwmer wnm
YI'bJIHOMOUIEHO OT HETO JIULIE.

Yn.9. (1) Tekymia o6padboTka.

1. B AUC ce ch3maBa, IOJAbpKA M aKTyalu3upa IeNUAT WHOOPMAIMOHEH MacHB Ha

pPETUCTpUPAHUTE NPENUCKH. V3roTBEHUTE BBTPEIIHH, MEXKIUHHU CBBpP3aHU
JOKYMEHTH 3aIbJDKUTEIIHO CE€ TPHUKPENAT KaTo MpUKadeH (aill KbM ChOTBETHUS
BXOJSIIIl HOMEp B aIMHHHUCTpAaTUBHO-MH(OpManmmoHnHata cuctema. CropaBka 3a
JBIDKEHUETO Ha PErHCTPUPAHHUTE JOKYMEHTH U CPOKOBETE 32 M3ITBIHEHHUETO MM CE
M3BBPIIBA 10 HEOOXOJUMOCT U CJIE] pa3nopekaaHe Ha MPEKHsi PbKOBOIUTEIL.

¢ AUC, ce mogabpka NENUAT JOKyMeHTO0000poT. ClTy>)KHTEIUTe HA Pa3TUYHA HUBA B
aJIMUHUCTPAIUATA, CBIVIACHO TSAXHATA KOMIIETEHTHOCT Ca 3aJBbJDKEHH CaMu Ja
M3BBPIIBAT JONBIHUTEIHO PETUCTPUPAHE HA IMOPOJCHHUTE MPH HU3IBIHECHHETO Ha
3aJjaunTe, HOBU 33J]aud M JIOKYMEHTHU IO MPEnucKaTa U OTYUTAT M3IMBIHEHUETO ChC
CbOTBETHUTE OCJIEKKH.

CIy’)KUTEINAT, OOpabOTHJI JOKYMEHTHTE MO T.2, TH HAco4YBa KbM CJIEIBAIIHA
mnbaHUTENs/U upe3 AUC.



(2) Ilpenu u3BexaHe Ha JOKYMEHTUTE CE€ M3BbBPIIBA ClI€/IHATA 33 bJDKATEIHA MPOBEPKA U
JIEHOCTU:

1. Hamuie au ca BCHYKU aTpuOyTH 1o opopMsHe Ha U3XOAIIUS TOKYMEHT;
2. HaJjMIe JIU ca HeOOXOAUMUTE MPUIIOKEHHUS KbM OCHOBHUS JIOKYMEHT;

(3) UzBexnane Ha TOKYMEHTHUTE.

1. B ciuy4ail, 4ye He ca U3IBIHEHU HSIKOM OT IIOCOYEHUTE B al. 2 H3MCKBaHUS,
JTOKYMEHTBT HE ce IIpueMa 3a 00paboTka B J1eJI0BOACTBOTO U CE BPBILA 3a KOPUTHPAHE
WM OITbJIBAHE.

2. orpaszsBane B AVC u nocraBsiHE Ha U3XOJAL] HOMEp U JlaTa, KaTo IpU HAJIU4ME Ha
BXOJSL] HOMEpP Ha WHULMHUPALIUS IOKYMEHT, H3XOIALIUAT HOMEP CE€ CBBpP3BA C
BXOJISALIMS;

3. BCHYKH M3XOZSAIIN JOKYMEHTH, BEHO C IPUWIIOKEHUATA ce ckaHupat B AUC.

4. W3BEJIEHUTE TOKYMEHTHU CE MOCTaBAT B IUIMKOBE, aJpECUpPaT C€ U CE EKCIeupar.

S. nsanara u3Xosla KOPECHOHJCHIUS C€ OIKUCBA OT KypHep, WU 3aMECTBAlLl CILy>KUTEIL,
10 HOMEpaTa Ha BCUYKM OOMKHOBEHU M IPENOPbUYAHU E€KCIEAUPaHH ITMCMa U IIPaTKu
3a CbOTBETHATA J1aTa;

6. mpu HEOOXOIMMOCT NOKYMEHTHT Ja Obje MOIy4eH 4Ype3 MpernopbyaHa Iolla MU
KypUepCcKa YCiyra, ce INpaBH YTOYHEHHME 3a HEOOXOIUMOCTTa U CHOTBETHO Ce€
EKCIeIUpa;

(4) Korato B /J0KyMeHTa, B pe30JIOLMATAa WJIM HOPMATUBHO HE € OMpEeNEeeH CPOKBT 3a
U3MBIHCHUE, MPOU3THYAIINTE OT JOKYMEHTa 3ajadd TpsOBa aa OBJAT HM3MBIHEHH B
CE/IEMTHEBEH CPOK.

(5) Korato cpoksT € ompeneieH B JHH U He ¢ (pUKcHpaHa KpaliHaTa JaTa 3a U3IIBIHCHHE,
CPOKBT C€ M3UMCIISIBA B KaJEHAAPHU JAHU M 3al04yBa Jla T€Y€ OT MbpPBUS JEH CIEH JICHS, B
KOHUTO JOKYMEHTBT € pe3oiupaH. CpoKbT M3THYA B MOCIEIHUS MY JCH /BKIIOUYHTETHO/. B
Cilyyal, 4ye CPOKbT U3THYa B HEMPHUCHCTBEH JIEH, TO3U JIEH HE ce Opou, a U3TU4Ya B MbPBUS
IIPUCHCTBEH JICH CJIE]] HETO.

(6) JoxyMeHTBT Ce HAcO4YBa KbM OTIOBapsIUs 33 U3MBJIHEHHUETO B JICHS Ha PE30JIMPAHETO,
uiu Hah-kbecHO A0 12.00 4. Ha cneaBamusi paboreH neH. IIpu mo-kbCHO mpenaBaHe Ha
JOKYMEHTA J10 OTTOBapsIIlys 332 U3I'BJIHEHUETO, TOBA CE OTOENA3BA B JEJI0OBOJHATA IIpOrpaMa
" CC OIIMCBA IpUYIMHATA.

(7) Korato c¢ pesomonusaTa ca OINpPENeTICHH HSIKOIKO W3IIBIHUTEIN 10 OOBBp3aHa
KOMIIETEHTHOCT, BOJCII OPTaHW3aTOp ¥ KOHTPOJHWpall W3MBIHEHHETO B CPOK €
JUTEKHOCTHOTO JIUIIE, TIOCOYEHO Ha IIBPBO MSCTO.

(8) OTroBop®bT, ChIIIaCyBaH C BCUUKH, ONPEICICHU B PE3OJIIOIUATA CIIYKUTENIH, CE TOANMKUCBA
OT KM€Ta Ha O0IlMHAaTa.

Paznean 111
OCHOBHMU N3UCKBAHMUS 110 OPTAHU3ALIUS HA APXUBUPAHE
Yu.10. 3ana3zBaHe U apXUBUPAHE HA TOKYMEHTHTE.

(1) HeitHocTTa 110 3ama3BaHe Ha JOKYMEHTUTE B apXUB oOXBala:



1. npuemane Ha CiIy’)KeOHM JOKYMEHTH 3a Hay4YHO-TEXHHYEeCKa 00pabOTKa M TEKYIIO
ChXpaHEHHE;

2. cbh3IaBaHe ¥ MOUIbPKAHE HA HOPMATUBHO OIPECIICHUS CIIPAaBOYCH arlapar;

3. HU3BBPIIBAHC HA CIIPABKHW KW 3aBCPABAHC Ha KOIHKA OT HAOKYMCHTHU CbhbXpaHSABAHU B
apx#Ba Ha OOIMHATA;

4. yyacTue B €KCIIEpTH3a 10 [IEHHOCTTA Ha JOKYMEHTHUTE U MPEAaBaHETO UM B IbPIKaBCH
apXuB.

(2) Komust oT 1OKyMeHTHTE Ha OOLIMHATA Ce 3aBEPSABAT CaMO aKO Ca HApaBEHH OT OPUTHHAI
OT JUIbXKHOCTHO Juie. EnemMeHTuTe Ha 3aBepKaTa ca: HaMMEHOBaHUE Ha CTPYKTypHAaTa 4acT,
uMe U (hammiIns Ha cayxuTens, “BspHo ¢ opurmHana”, 1ata u mnedar, KOMTO M0 Bb3MOXHOCT
na He 3acara Tekcra. Komus oT JHOKyMEHTH 3a INPEACTaBSIHE B ChJla WM IIPOKyparypara,
KOHUTO HE ca MPEeICTaBeHH B OPUTHHAJ B OOIIMHATA, CE 3aBepsBarT ,,BspHO ¢ MpencTaBeHoTo B
oommua Cpenen komue“, umMe W GaMWwiks Ha CIYKUTENs, Jara M Ie4ar, KOWTO 110
BB3MOXHOCT /12 HE 3acsira TeKCTa.

(3) IlpuxiroueHUTe MOKYMEHTH M TPEMUCKA C€ KOMIUIGKTOBAT M 3ama3BaT ChIJIACHO
Homenknarypa Ha JenaTa ¢hC CPOKOBE 32 ChXpPaHEHUE B OOLIMHATA.

(4) TexymoTo W apxXWBHO 3ama3BaHe Ha CIykeOHATa JOKYMEHTAIMs CE OCBIICCTBSIBA C
MIPUEMONPEIaBaTeIH MPOTOKOJIIM B APXMBHUTE MOMEIICHHS Ha aJMUHUCTpaIUsTa 4pe3
KJIACUPaHE B CbOTBETCTBUE C HOMEHKJIATypa Ha JieJiaTa.

(5) 3amoBenu, TOTOBOPH, PEIICHUS, Pa3pelINTEIHU, MPOTOKOIN H JIp. MOJO0HU, KOWTO ca
HOCHUTENIM Ha cOOCTBEHA, CAMOCTOATEIHAa HHPOPMALIUs, Ce MOAPEXKAAT MO BB3XOAI pell Ha
HOMEPHUPAHETO MM 3a BCSIKa KaJeHIapHa roJInHA ChC ChOTBETHUS UHICKC.

(6) CnyxeOHarta MOKyMEHTAllUS W TPUKIIOYCHUTE Jeja B OONIMHATA CE€ ChXPAHSABAT II0
JTUPEKINH, OT/ICIH U aIMHHUCTPATHBHY 3BEHA, ChIrilacHO HoMeHKIaTypa Ha aenarta.

(7) Ilpu noarotoBka Ha JOKYMEHTHUTE 3a IIPElaBaHE B apXUB J1a CE€ CIa3BaT Pa3HOpEKIaHUATA
Ha 3akoHa 3a HaroHanHus apxuBeH Goua /3HAD/ u Hapenbara 3a pena 3a opraHu3upaHeTo,
00paboTBaHETO, CeKCIIEPTU3aTa, CHhXPAHSIBAHETO M H3IOJI3BAHETO HAa JOKYMEHTUTE B
YUPCIKACHCKUTC apXUBH HA AbPKABHUTC U O6IJ_[I/IHCKI/ITC HHCTUTYLIUU.

Paznen IV
U3IIOJI3BAHE U ITA3BEHE HA IIEYATHU

Yia.11. (1) [Tewarure B O6mmua Cpenen ce U3MOI3BaT M ChXpaHsBatr criopes Hapenbara 3a
OGMCHa Ha JOKYMCHTHU B aIMUHUCTpPALIUATA, B'prGH.IHI/I mpaBujia 3a CbXpaHCHUEC U MMAa3CHC Ha
Nne4YaTuTC U Ap. aKTyaJJHU CbOTHOCUMHU HOPMATHUBHU JOKYMCHTH.

Pasnen V
OCHOBHU N3UCKBAHUS KBM CIYXKXUTEJIUTE

Y1.12. PEKOBOUTENUTE U CIY’)KUTEIIUTE Ca JATBKHU J1a IO3HABAT U CHa3BaT pa3nopenonTe Ha
HacTosauuTe Brrpemnu npasuia, HapenbaTta 3a oOMeHa Ha JOKYMEHTHU B aJIMUHUCTPALIUATA,
3akoHa 3a HAIMOHANHHUS apxuBeH (OHA U Jp. aKTyalHH CHOTHOCHMU HOPMAaTHBHH
JOKYMEHTH.



Yn.13. PproBOoAUTENNTE, KBM KOUTO Ca HACOUYEHU MOJUIEKAIIUTE HA PE3OJUPAHE BXOAIIM
JOKYMEHTH, Ca JUIbKHHU J1a T PE30JIMpaT B JCHS Ha I0JIy4aBaHeTo UM. [Ipu TSIXHO OoTChCTBHE

CBIIUTE CE PE30JUPAT OT 3aMECTBAILMA T'M CIYXKHUTEI, KOMUTO 3aIbJDKUTENHO JOKJIagBa Ha
pPECOpHMs pPbKOBOJAUTEN IPH 3aBPBIIAHETO MY 3a IOCTBIIWIATE MPENUCKU, TOKYMEHTU U Jp.
BBIIPOCH 110 KOMIIETEHTHOCT.

Y14, B pesononusara ce onpezess U3MbIHUTEIAT, 3aa4aTa, CPOKbT, JaTata Ha KOSATO €

IMOoCTaBCHA U MOAINHUC HAa CbOTBCTHUA PBKOBOAUTCII.

Yu1.15. 3a mpaBUIHOTO MPOTHYAHE HA JEHHOCTTA MO JOKYMEHTOOOOpOTa — €JIEKTPOHEH U
XapTHUCH, PbKOBOAUTCIIMTC HA CTPYKTYPHHU 3BCHA Ca NJIBXKHU:

1.
2.

J1a CJIEJIAT 3a CMa3BaHETO HA HACTOSIIUTE MPABHIIa OT MOJYMHEHUTE UM JIUIIA;
Ja pa3npeiesiT W KOHTPOJMpAT M3IMBIHEHUETO Ha 3aJa4uTe MPOU3TUYAIIM OT
PErUCTpUPAHUTE JOKYMEHTH, KATO OCUTYPAT CBOEBPEMEHHOTO UM OTYUTAHE;

B CITy4dail Ha OTCHCTBUS J]a CE OIPEACIIAT 3aMeCTHULIM upe3 peructpupane B AUC;

J1a MOACUTYPST B3aUMO3aMEHIEMOCT Ha CIY>KUTEIIUTE, 3a YUATO ACHHOCT OTrOBapsT U
CJIEJAT 32 HOPMAJIHOTO IIPOTUYAHE HA AEUHOCTTA;

Jla U3MCKBAT OT CIIY>KUTEIUTE CU MIPU HAITyCKaHEe OT JUThKHOCT JIa MPEaBat 1o OMuUcC ¢
MPOTOKOJI HaMHpalllaTa c€ B TIX CIy)KeOHAa JOKyMEHTalus, Te4aTh U 3aBeleH
WHBEHTAp Ha NPEKHS CH PHKOBOUTEI WIH JPYTO U3PUYHO TOCOUYCHO CITYKEOHO JIHIIE;
P IIpe/iaBaHe Ha MPEMHUCKUTE 32 TEKYIO ChbXpaHEHHUE Ja MPOBEPSBAT U KOHTPOJIUPAT
LIEJI0CTTa Ha JJOKYMEHTALUATA;

IIPU OTCHCTBUE HA CIYXKHUTENs, HA KOTOTO € Bb3JIO)KEHA 3ajjauaTa opaau 00JecT Hiu
OTITyCK 3a TOBEYE OT MeT pabOTHU JHH, MPEKUAT PHKOBOIUTEI MOXKE Jla MIPCHACOYH
HEOTJIOKHUTE 33J1a4U KbM JPYT CIIYKUTEIL.

[P PEAOBHU TOIUIIHU OTITYCKH, IPEKHUIT PHKOBOUTEI CE ChOOpa3siBa ChC CPOKOBETE
3a M3MBJIHEHHUE Ha 3aJa4MTe, a CIYKUTEJAT CJIe/iBa Ja MPUKIIOUYH BB3JIOKEHUTE MY
3aJ1a4M, CBbP3aHU ChC CIIA3BAHETO HAa CPOKOBE, IIPEU U3JIU3aHE B OTILYCK.

Yn.16. 3a npaBuIHO IpUEMaHE, PErMCTPUPAHE M JBH)KEHHUE HA JIOKYMEHTUTE BCHUKH
CITy’KUTEIN Ca JUIbKHU:

1.

2.

Jla IpueMar | IpeAaBar ciayxeOHaTa JOKyMeHTanus camo cief perucrpauus B AVC,
T.€. 1a He paboTiT ¢ Hepeructpupanu B AUC nokymMeHTH;

Ja BpBIIAT He3a0aBHO B pErucTparypara IOTPEIIHO HACOYEHA U HE OIKCaHa
clry’)keOHa JOKyMEHTAIHS;

Aa TPHUKPCIAT KaTO MPHKAYCH (bai/’m KbM CBHOTBCTHHA HOMEP B aIMUHUCTPATUBHO-
unpopmannonHara cucrema /AWC/ BCHYKU BXOMSIIM, W3XOMSAIIM, BBHTPEIIHH,
MCXKJIWHHU JOKYMCHTU BEAHO C NPUIIOKCHHUATA,

7a CBIVIACYBAT 3aIbJDKUTENIHO C MOJINC Ha FOPHUCKOHCYJT/IOPUCT MPOEKTH 3a
HOPMATUBHU aKTOBC, AOTOBOpPH, 3allOBCAHM W OTroBOPpHM Ha CHUTHAJIH, JKajnou u
IIPEUIOKEHUS.

Aa CbCTaBAT M3XOOAIIUTC MOOKYMCHTH B TOJIKOBA CK3CMILIApa KOJKOTO Ca
MOoJIy4aTeJauTe IUIFOC CIHWH 3a apXUBHPAHC KbM CBOTBCTHOTO 3BCHO, H3TOTBUIIO
OTroBOpA.



SAK/IIOYUTEJIHU PA3ZIIOPE/IBH

§1. Hacrosuure BhTpELIHM MpaBuiia ca pa3paboTeHu Ha ocHoBaHue 4i.2, an.1 ot Hapenbara
3a o0OMeH Ha AOKYMCHTH B aAMHUHUCTpaLUsATa.

§2. Hacrosmuure BbBTpEIIHM @paBWIa C€ aKTyalIU3UpaT IpU BCSIKO M3MEHEHHME Ha
HOpMaTHBHATa ypenda, peryiupania aJIMUHHCTpPAaTUBHATA JIEHHOCT M  EJIEKTPOHHOTO
YIPABJICHUE B aAMUHUCTPALUATA.

§3. Hosonocremunure ciuyxutenure B OOmmua Cpenen ce 3amo3HaBaT € HACTOALIUTE
IpaBujIa, KaTO TOBA CE YAOCTOBEPsBA C MOANKCBaHE Ha Jlekmaparus 3a nHHOPMHUPAHOCT.

§4. Hacrosimure npaBuia ca YITBBPJACHU Che 3amoBes Ha kMeta Ha O6muHa Cpenery No 14A
ot 16.01.2018 r. u BIM3aT B cujia OT JAaTaTa Ha yTBBPKIABAaHETO UM.



