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I'maBa nbpBa
O0mH nmoJ10KeHu
Paznen I

Y. 1. (1) HacrosmuTe BBTpenIHH IpaBHiIa 3a OOMeHa Ha JOKYMEHTH 110 €JIEKTPOHEH IIBT
M JIOKYMEHTH Ha XapTHEH HOCHTel B OOmHMHA AWTOC, HapW4aHH IMO-IOJIY 3a KpPaTKOCT
»IIpaBUara’, ypexiar:

1. opraHmzanusTa M TEXHOJNOrHATAa Ha WHPOPMAMOHHO-IEIOBOHATA JIEHHOCT B
oOmuHa AHTOC, KaTo CBBKYIHOCT OT AEHHOCTH II0 IIPHEMAHE, paslpeleieHHe H
NpefaBaHe Ha JIOKYMEHTH; PETUCTpalMs M KOHTPOJ IO Cla3BaHe Ha CPOKOBETE;
TEKYIIIO ¥ apXUBHO 3ana3BaHe Ha JokymeHTute B AVC mo 4. 2, ai. 1;

2. opraHM3alHMATa M TEXHOJOTHSTA Ha Ch3/IaBaHETO, CBINIACYBAHETO, IIONMCBAHETO H

oOMeHa Ha IOKyMEHTHUTE, KOMTO III¢ CE H3TOTBAT/TIOyYaBaT Ha XapTHEH HOCHTET,

IpaBuiaTa 3a paboTa ¢ €JeKTPOHHH JIOKYMEHTH;

4. CcbXpaHeHHE Ha E€JIEKTPOHHHTE H HA XapTHEH HOCHTEN JOKYMEHTH, CB3JafieHH OT
JIEHOCTTa Ha OOIIUHATA;

5. KOHTpoOJIa IO clla3BaHe Ha CPOKOBETE 3a U3IIBIHEHHE HA BH3JIOKEHUTE 3a/Ja4H.

W

(2) Je#inocture mo ax. 1 ca  periamMeHTHpaHM B CHOTBETCTBHE  C
AnmunucTpatuBHONpouecyannus kojekc (AIIK), 3akoHa 3a eleKTPOHHOTO yIpaBJEHHE
(BEY), Hapenbara 3a obmena Ha nokymeHTH B agMunucrpanusta (HOJ[A), Hapenbara 3a
O0IIMTe HM3MCKBAHMS KbM HH(QOPMAIMOHHATE CHCTEMH, PETUCTPUTE U EJIEKTPOHHHTE
anvmuHuctpatuBad - yeryru  (HOUMMCPEAY), 3akoHa 3a eNeKTpOHHHS JOKYMEHT M
eNIeKTpOHHUTE yaocroBeputenHu ycayru (3EJIEVY), 3akona 3a Hanuonanuust apxuBeH
donn (3HAD), Meronudeckute ykasaHHs 3a BbBEX/IaHE HA M3LAIO €IEKTPOHEH BETPELICH
000pOoT Ha NOKyMEHTH IpPH H3IBIHEHHETO Ha BCHYKH aJMHHHUCTPATHBHH IIPOLEIYPH B
aJIMUHUCTPALlMMTE HAa OPraHWTE Ha W3IBIHMUTENIHATA BJIACT, YTBBPACHH OT MHUHHCTHpa Ha
€JIEKTPOHHOTO yrpaBjieHue U [Ipunokenue 1 KbM HACTOSIIUTE ITPaBUIIA.

(3) MoxkymeHTH, CBIBpXKANIM JUYHH JAHHH, C€ CBXPaHABAT B CBLOTBETCTBHE C
M3UCKBAHUATA HAa 3aKOHA 3a 3alllUTa Ha INYHUTE JIaHHHU, BETPEIIHUTE ITOJIUTHKH 3a 3alllUTa Ha
JAHHUTE ¥ CPOKOBETE 32 MUHUMAITHO HEOOXOAUMO ChXpaHEHHE.

i 2. (1) Perucrpauusita Ha NOKYMEHTH C€ H3BHpIIBA B O(QHUIHMATIECH €JEKTPOHEH
JIOKyMEHTEH PETUCTBD - MHTETPUPAH B M3MOJ3BaHATa AJMHUHHCTpAaTHBHA HH(POpPMAIHOHHA
cucrema (AUC).

(2) AUC ympaBnsBa 1enust JOKyMEHTOOOOpPOT mpeMuHaBam| mpe3 ,lleHTbpa 3a
anMuHucTpaTBHO obciyxBaHe" (LIAO) Ha O6muHa AXTOC ¥ IO HacOYBa KbM OTTOBOPHHTE
M3IBJIHATENN B OOIIMHCKATA aIMHHUACTPAIIHSL.

(3) HenoBomnara aeitHoct ¢ AUC ce u3BwpmBa oT ciyxurenn B otaena ,J PAO" u
cayxutend B L[eHTHp 3a aIMUHUCTPATHBHO OOCITY)XBaHE /WM KMETOBE Ha KMETCTBA W/HIIA
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KMETCKM HaMECTHHMILIM MMAaIlld KOMIIETEHIIMU U 3a/IbJDKEHHS, ChIJIACHO 3aIllOBE] Ha KMeTa Ha
OOIIMHATa W/MIH JUTHXHOCTHATA XapaKTePUCTHKa, BEB BPB3Ka C JEJIOBOJHOTO 0OCIIy)KBAaHE U
paboTara ¢ KypHEepCKH U MOUIEHCKH CITY)KOH.

Yn. 3. (1) PeructpupaHero Ha BXOASAIIM JOKYMEHTH, CH3JaBaHETO Ha COOCTBEHH
JNOKYMEHTH, TIXHOTO CBITIACyBaHe U MOANUCBAHE, PETUCTPALAATA HA U3XOISIIMS JOKYMEHT U
oOMeHa ¢ JpyrH aJMUHHCTPAllMd C€ U3BBPIIBAT MOCPEACTBOM AJIMHHHCTPATHBHA
MH(OpPMAIMOHHA CHCTEMA MO 4. 2, all. 1 OT HACTOSIIUTE IpaBuJIa.

(2) HocteneT o AUC no ui. 2, an. 1, HHTETPUTETHT U aBTOPCTBOTO Ha OOMEHSHHTE IO
€JIEKTPOHEH IIBT JOKYMEHTH OT oOmuHa AWTOC ce H3BBpIIBAT M YCTAHOBSBAT, 4Ype3
kBamupuupan  enektponeH noamuc (KEII), mnpu cnma3BaHe Ha  JIeHCTBAIIOTO
3aKOHO/IaTEJICTRO.

(3) Ilpu nanmyckane Ha paOOTHOTO CH MSCTO B Kpasi Ha paOOTHHS JIeH WM [0 BpeMe Ha
OTCBCTBHE OT paboTa [UTBXKHOCTHUTE JIMIa B aIMHHHCTPALMUTE ClIeBa Ja Ma3saT H
ChXpaHsBAT OTAEIHO OT NEPCOHAIHUS CH KOMITIOTHP MPEIOCTaBEHHTE UM yJIOCTOBEPEHHS 3a
KEIL

(4) C AUUC no ui. 2, an. 1 ca uHTErpupaHu eleKTponHa nomia, CucreMara 3a eJIeKTpOHEH
obmeH Ha crobmenus (CEOC) u Cucremara 3a curypHo enekrporHo BpbuBane (CCEB).

Y. 4. (1) JoxymenroobopoTta B obmiHa AWTOC, BXOASIIATa U U3XOIIAaTa HHHOpMAIUs
KbM M OT JMPEKLUHUTE/OT/IENUTE/3BEHaTa C€ OCBIIECTBSIBa 4Ype3 AJIMHHHUCTPATHBHO-
uHpOpMaIMOHHA CHCcTeMa 1O 4. 2, al. 1 - ,,AKcThp", HapuJaHa 1o-HataTbk Hakpatko AVC.
AWC ocurypsBa nopabpkaHeTo U obpaboTkaTa Ha JaHHHTE 3a 000pOTa Ha EIEKTPOHHH
JOKYMEHTH ¥ JOKYMEHTH Ha XapTHEH HOCHTEJ IPU IPEIOCTaBIHETO HAa aJMUHUCTPATUBHH
YCIYTH, U3I'BIHEHUETO Ha aJMHUHUCTPATUBHU IPOIEIYpPH, KAKTO U PabOTHHUTE NPOLECH B
obmmHara. [Iponecure mo perucTpupaHeTo ¥ JBHKEHHETO Ha JOKYMEHTH, IOCTABSHETO H
OTYMTAHETO Ha 3aJa4uTe M CHIVIACYBAHETO HAa JOKYMEHTH, HM3IIPAlIaHETO Ha CBHOOILEHHS
MEX]y CIy)KUTEITUTE U KbM JPyTH aJMUHHUCTpanuu ce aBToMaTtusupar upe3 AUC, karto ce
oOxBaIla IeJIus )KU3HEH UKBJI Ha JOKYMEHTHUTE.

AWC nomabpika ClieTHUTe OCHOBHU (DYHKIIMOHAJIHOCTH:

1. Cxema Ha ChXpaHEHHE Ha JOKyMEHTHTE M 3allUC B €JIEKTPOHEH BHJ HA JaHHHTE 3a
€JIEKTPOHHHTE JIOKYMEHTH U JOKYMEHTHTE Ha XapTHEH HOCHUTEJ U TAXHOTO JABHXKEHHE.

2. Cp3mgaBaHe Ha CKaHUpPAaHU H300paKEHUs HA JOKYMEHTHUTE Ha XapTHEH HOCHTEN U
ChXpaHsSBaHETO UM B 0a3a JaHHH.

3. MBroTesiHe Ha CHIPaBKH 3a PETrHCTPUPAHUTE NOKYMEHTH, [IOCTABEHHTE M H3IILIHEHH
3aJ1a4yM, MPUKITIOYEHUTE TPEMUCKU U IPyTH CIIPABKH M0 33/1aICHH [TapaMEeTPH.

4. TlommucBane Ha mokymeHTd U 3amaud ¢ KEII, HesaBucumo or ¢Qopmara Ha
€JIEKTPOHHUS TOKYMEHT, B TOBA YHCJIO IPYTIOBO MOANKUCBAaHE Ha JJOKYMEHTH.

5. CHCTeMeH XypHaI C JaHHHU 3a U3BBPIIECHH AEUCTBHUS OT NOTPEOHUTENS M IIPOMEHH Ha
HHUBO I10JI€, C BB3MOXKHOCT 3a CIIPABKH B )XypHaJIa.
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6. KonTpon Ha nocrbla 10 NEHHOCTHTE HA CHCTeMara, N0 OOEKTHTE M HHMBOTO Ha
KJ1acupUKaIH.

7. WHrerpamus ¢ enekTpoHHa noma, CucreMara 3a eJIeKTpOHEH 0OMEH Ha CHOOLIEHHS
(CEOC) u Cuctemara 3a curypHo eekTpoHHO BpbuBane (CCEB).

(2) Jlumara mo unm 2, an. 3 ce HMACHTHGHUUMpAT dYpe3 NPOYUTAHE HA YHHKAIEH
uaeHTHuKatop oT ynocroBepenne 3a KEII mpu BhmucBame, 3amMyaBaHe, W3BJIMYAHE,
IPeOCTaBsIHE M H3MpallaHe Ha [JaHHU OT PETUCTBpP, KOraTto JOCTBIIBAT CHCTEMaTa 3a
CJICKTPOHEH JOKYMEHTOOOOPOT, B T.4. IIPU OCHIIECTBSBAaHE Ha JEHHOCTHTE IO BH3JATaHE,
U3IBIHEHHE, ChITIACYBaHE U OTYHTAHE Ha 3a/1a4H.

(3) Ilpu ochbiecTBABaHE Ha AEHHOCTUTE IO Bb3JaraHe, ChbIacyBaHe W OTYHTAHE HA
3amaqu ce usnoissa KEII 3a ynocroBepsiBaHe Ha HHTETPUTET U aBTOPCTBO HA HAIIPABEHHUTE B
AWC enexTpoHHH U3SBIICHHS.

(4) AUC noprepka 1 OCHTypsiBa CHXPaHEHHETO HA IPUETUTE U CH3IABAHHUTE EIEKTPOHHH
JNOKYMEHTH 10 al. 1 3a cpok He mo-Manbk OT 20 TOJMHH II0 HA4MH, [O3BOJISBAII
BB3IPOU3BEX/IaHe HA JOKyMeHTHTe Oe3 3aryba Ha JaHHH, BKIIOYUTEIHO 110 peaa Ha 9. 42 oT
Hapenbara 3a obmmre u3uMcKkBaHMS KbM HHPOPMALMOHHUTE CHCTEMH, PETHCTPHTE H
eJIeKTpOHHKTE afMUHKCcTpaTuBHU yeryrd (HOMUCPEAY).

(5) Cb3naBaneTo Ha €NEKTPOHHM NOKYMEHTH B aJMHHHMCTDALMSTA CE OCHTYpSBA dpe3
MHTETpallis Ha BBHIIHK IporpaMuu mpuiioxkenus (Open Document Text, Microsoft Word,
Excel u np.), xouto momrepxar m3bpaHuTe OT OOmmMHA A#Toc (aitnmoBu QopmatH, a
ABHXXEHUETO Ha €JICKTPOHHUTE JJOKYMEHTH C€ OCHUTypsiBa Che cpezcTBara Ha AVIC.

(6) Beuuku naHHHM 3a €IEKTPOHHHM JOKYMEHTH M JOKYMEHTH HAa XapTHEH HOCHTEN Ce
nopaepxar B AUC B perucrpannonHo-koHTponHa Kapta (PKK), B KosTO ce chabpxkar u
daiinoBeTe Ha TOKYMEHTHTE.

(7) Beexn noxkyment B AVIC ce BKIIIOYBA B IIPENUCKA.

(8) Ilpenuckara ce CCTOU OT TpH paszieda:

1. odunmanen - pa3nen Ha IpeNUcKa, B KOWTO ca KJIaCHpaHH:

a) JOKYMCHTHTEC, IPUCTH OT aIMUHUCTpALUATA,

0) IOKyMEHTHTE, H3/[aieHH OT KOMIIETEHTHOTO JIMIIE WX Ch3IaJ€HH B aIMHHUCTPALHATA
ChC 3aBBpILEH IIUKBI HAa 00paboTka;

B) INOTBBPKACHUCTO 3a NPHEMAHEC Ha 3asiBJICHUETO U C’I:OGIIIGHHC 3a HEPEAOBHOCT H
HCII'BJIHOTA Ha HCKAHETO 3a IIPEIOCTaBAHE Ha aIMUHUACTPATUBHA YCJIyra ¢ YKa3aHHs H CPOK 3a
OTCTpaHsABAHETO UM
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Y.

BBTPEIIEH - pa3/ie)l Ha IPENHCKa, B KOWTO ca KJIaCHpaHH TOKYMEHTH, Ch3IaJCHH B
aJIMMHHCTpPALUATA, HO C BCE OLIE HE3aBbPUIEH IHMKBI Ha 00paboTKa, MOMOIIHH U
JpYTH JOKYMEHTH, HMAI¥ OTHOIIEHHE KbM TeMaTHKaTa Ha [TpenrcKara;

KOHTPOJIEH - pa3Jie]l Ha MpeNucKa, B KOMTO ca KJIaCHpaHH caMO JOKYMEHTH, KOHTO ca
M3BaJIEHH II0PaJii PelIKa UM Ipyra IPUYHHA OT OHIHATHHUS pa3/iell.

5. JlenoBoaHara JeHHOCT BKJIIOYBA IIpHEMaHe, M'bPBOHAYalHA 00paboTKa,

pasnpesie/ieHHe, PErucTpaluss M KOHTPOJ Ha JOKYMEHTH, BpBIIAHE HA PErHCTPAIl[HOHEH
HOMEp Ha Mmojarejis, NpeNOoCTaBiHE Ha CIIpaBOYHAa HHQOpMamUs W TEKYIIO ChbXpaHEHHE.
Perucrpanusara ce H3BbpIIBa Ha IPUHIUIIA Ha KapToTeuHaTa perucrpamus upe3 PKK B AUC,
HE3aBUCUMO OT BH/Ia HA HOCUTEJS (€JIEKTPOHEH WJTH XapTHEH).

il o

6.

npueMaHe, IbpBOHa4YalHa o00paboTKa, pasmpeleleHHe Ha JOKYMEHTHTE 3a
pe3osMpaHe/TIOCTaBsHE Ha 3aj1a4a U IpelaBaHe;

perucTparys ¥ KOHTPOJI 110 CIIa3BaHe Ha CPOKOBETE;

BPBIIAHE Ha PETUCTPAlHOHEH HOMEP Ha MOAaTelIs;

npe/aBaHe Ha JOKYMEHTH, KOUTO HE IOJUIEXAT Ha PerUCTPUpPaHE;

IpENOCTaBIHE Ha CHpaBOYHA HH(GOpMANUs BBB BPB3KAa CHC CBHABPKAHHETO,
PErUCTPUPAHETO U IBIXKEHHETO Ha JIOKYMEHTHTE,

TEKYILO ChXpaHsBaHEe HA JJOKYMEHTH.

Yn. 6. Kaproteynara perucrparysi Ha JOKyMEHTHTE Ce U3BBPIIBA eJIeKTpoHHO upe3 AVC
nocpenctBoM Perucrpanuonno kouTpoirau kaptu (PKK).

Un.
g1, 28,

7. (1) Bceku peructpupas JOKYMEHT IOJydYaBa PErHCTPAIMOHEH MHIEKC CHIIIACHO
an. 1 or Hapenbara 3a oOMena Ha nokymeHTH B anMuHucTpanusta (HOA).

(2) PKK Ha moxyMeHTa chabpika HHGOpMaIus 3a:

e Bl A o ol B

Y.

N —

Y.

KOPECIIOHJIEHT - M€ U aJIpec;

THII ¥ BH]] HA JOKYMEHTA;

uHGpOpMaIKs 3a H3TOTBWINS U NOANMCAINS JTOKYMEHTa,;
perucTpallMOHEH UHJIEKC Ha KOPECTIOH/IeHTa;

KpaTKO ONHKCAHUE Ha ChIbPKAHUETO Ha JOKYMEHTA;

uMe U paMITHs Ha JUTBXHOCTHOTO JIMIE, U3BBPIIAIIO PETUCTPUPAHETO;
npukadeH (aisl cbC ChIbpPIKAaHUETO Ha JOKYMEHTA.

8. Perucrpanusita Ha JOKYMEHTH BKJIFOYBA:

cp3naBane Ha PKK 3a noxymenra B AUC;

IIOCTaBsIHE Ha PETHCTPALlMOHEH IeYaT Ha BXOAAIIUTE JOKYMEHTH, Ha XapTHEH
HOCHTEI,

PEerucTpanMOHCH HHACKC Ha JOKYMEHTa U JaTa Ha PErucTpanus,

9. He momnexar Ha PErucTpupaHe CJICOHUTE BXOIOAINH W HU3XOIAIMHN NOKYMEHTH H

ITUCMECHHU MaTCpHUaIn:
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NEPUOAUYHY TI€YaTHHU U31aHus (BECTHHUIIM, CIIUCAHUs, OIOJIETHHH U Jp.);

JIMYHA KOPECIIOHIEHIIUS], IPATKU ¢ HAAMKC ,,JIngHo";

YECTUTKH, MTO3IPABJICHHUS, TOKAHH, aQHIIH U CHOOIIECHHUS;

3/IpaBHU TIOKYMEHTH;

(HHAHCOBO-CUETOBOMHM M CTAaTUCTHYECKH JIOKYMEHTH (PETHCTpHpAaT Ce€ CaMo
CBIIPOBOJUTEIIHUTE NMUCMA, C KOUTO Ca U3NPATEHH);

M3BECTHUS 3a JOCTaBsSHE HAa JOKYMEHTH (0OpaTHU pa3mUCKH U JIp.).

ail-al ool o

o

PA3JEJI I1.
HNudpopmanuonnn obextu B AUC

Y. 10. AUC mommbpka CHBKYIHOCT OT CBBP3aHU JaHHH - HHPOPMAIMOHHU OOEKTH,
BBpPXy KOUTO KaTo HENSIUMH €IUHHMIH ca MPWIOKUMH (QYHKIUH 110 CBb3JaBaHe,
VHUII[OXKaBaHe, yIpaBlIeHUEe Ha JOCTHIIA B IPYTH GYHKIIHH.

PA3JIEJI I1I.
KnacnpukannoHHu cXeMH H HOMEHKJIATYPH

Yn. 11. KnacupukanmoHHa cXemMa € CXeMa Ha OpraHu3alusra Ha MacHBHUTE OT
JIOKyMEHTH | Ha aocTbia 10 Tax B AVC na obmuHara.

Un. 12. Onucanue Ha AoCThIA 0 AaHHWTEe, nmoanbpxaHu B AWC, ce m3rpaxna u
HOJUTbP)Ka B OTHENHO NPUIOKEHHE KbM BBTPEIIHUTE IMpaBWia Ha oOmIMHATa, KBIAETO Ce
nedurMpa 00 pexuM 3a gocThll 10 HHpopMmanuonauTe obektd B AWC mocpenctBoM
JOCTBIIA IO CbOTBETHUTE KIACH(PUKAIMOHHY CXEMH.

PA3JIEJ IV.
BenomcTBeHH HOMEHKIATYpH

Yn. 13. (1) BenoMmcTBeHaTa HOMEHKIATypa Ha BUJOBETE JOKYMEHTH C€ IOJIBPKA CBC
cpenctBara Ha AVC.

(2) 3a Bceku eeMEHT Ha HOMEHKJIATypara ce MOANbpKaT CICAHUTE JaHHH:

YHHUKaJICH PETUCTPOB HACHTH(GUKATOP Ha BUJ JOKYMEHT;

HaMMEHOBAaHHE HA BUJI JOKYMEHT;

MOSICHEHUE Ha BUJ] IOKYMEHT;

HaYMH Ha 00paboTKa;

OBJIACTEHO JIUIIE;

apXuBHA CTOWHOCT;

KiIacu(UKaus BHB BEJOMCTBEHAaTa HOMEHKIIATypa Ha CXEMHUTE 3a ChbXpaHCHHE Ha
JIOKYMEHTHTE;

8. YHHKaJEH PETrHCTPOB HICHTH(HUKATOP HA MIPHIIOKEHHE 32 BU3yaIH3allKs,

SR U s e B e
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9. obpasen 3a B JOKYMEHT.

Y. 14. BenomcTBeHaTa HOMEHKIIATYpa Ha €TalM OT YCIYTH M IPOLEAYPH Ce MO IbpiKa
cbe cpencreara Ha AMC ¢ 1aHHM chriiacHO U3MCKBaHMATa Ha WwiI. 55 ot Hapenbara 3a oOMeHa
Ha JOKYMEHTH B a[MHUHHUCTpAIHATA.

Y. 15. BenomcTBeHaTa HOMEHKJIATypa Ha YCIYTHTE M MPOLEAYPHTE CE MOMIBPKA ChC
cpencrsata Ha AVIC ¢ 1anHM chrilacHO M3UcKBaHusTa Ha wi. 58 ot Hapenbara 3a o6Mena Ha
JIOKYMEHTH B aJIMUHUCTpALIUATA.

Y. 16. BeroMcTBeHa HOMEHKIIATypa Ha CXEMHTE 3a ChXpaHEHHE Ha JOKYMEHTHTE Ce
U3rOTBS U NMOAXbPKA 33 JOKYMEHTH Ha XapTUEH HOCHUTEJ, IOJYYCHH B OOIIHUHATA, CHIVIACHO
u3rcKkBanuaTa Ha wI. 60-64 or Hapenbara 3a oOMeHa Ha JOKYMEHTH B aJIMHHUCTPAIHSTA.

PA3JIEJI V.
Cb31aBaHe H IBHJKEHHE HA €JIEKTPOHHH JOKYMEHTH
Yn. 17. OOum u3uCKBaHUsI 32 €JIEKTPOHHH JJOKYMEHTH.
(1) HoBuTte 10KYyMEHTH ce ChCTaBAT CaMO KaTo €JeKTPOHHH JOKyMeHTH. M3mon3Bar ce
CTaHIApTHU OJIAHKU 3a NMUCMa, 3aMOBEIH, AOKJIAIH/IOKJIAJHU 3alUCKH U APYTH HOKYMEHTH,

YTBBPACHU C HACTOSIIUTE IMpaBWJIa W OTroBapsmm Ha [IlpaBwiaTa 3a WHCTHTYIHOHAJTHA
uaeraTuyaHocT ( https://identity.egov.bg ).

(2) EnextpoHHHTE HOKYMEHTH c€ Ch3AaBaT, o0pabOTBaT M INpPENOCTaBAT JAHHU B
CBHOTBETCTBHE C (POpMaTM3UpaHUTE ONUCAHUS, BIIMUCAHU B PETHCTHpa Ha MH(GOPMAIMOHHHUTE
o0exTu. AIMHHHCTpaIysTa Cch3aBa, o0paboTBa M IMpeNOCTaBs JaHHH B CHOTBETCTBHE C
bopmanH3upaHUuTe ONUCAHUS 3a YHUHIIMPAHHU JaHHH KaTo UMeHa, aapecu, EI'H, JIHY, EMK
U JIpYTH, ONPEJIeJICHH OT MUHHUCTHPA Ha €JIEKTPOHHOTO YIIPaBIICHHUE.

(3) 3a ch3aBaHUTE KaTO CIICKTPOHHHU TC€KCTOBH JOKYMCHTH, CJICKTPOHHH TaOJIMIK U
MIPE3€HTAIIMOHHU JOKYMECHTH € IIPEIIOPBHUUTEIIHO a CE€ U3II0JI3BAT CJICJHUTC (bOpMaTHI

a) PDF, PDF/A (Portable Document Format — [Ipenocum ¢opMmat 3a JOKyMEHTH);
6) ODT, ODS, ODP, DOCX, XLSX, PPTX.

(4) 3a TexcTOBH JTOKYMEHTH, Tabuuu U npe3eHTanuu ce usnonaspa ISO/IEC 26300 -
OASIS Open Document Format for Office Application, OcBeH =pH TEXHOJIOIHYHA

HEOOXOIUMOCT OT ApyT hopmar.

(5) IBmxeHHeTO HA JOKYMEHTH IIPH ChIJIacyBaHe W momucBane ce orpaszssa B AVIC ¢
KEIL

PA3JIEJI VI.
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Perucrpanus Ha nokymentn B AUC

Yn. 18. (1) Perucrpanusara Ha JOKyMEHTH B OOIIMHATa Ce W3BBPIIBA B OQHUIHATICH
JOKYMEHTEH PerucThp, MOoJIbpxkaH B cheraBa Ha AVC.

(2) OpunuanHUAT JOKYMEHTEH PETUCTHP Ce MOIBPXKA OT YIIBIHOMOIIEHH OT KMETa
Ha o0mIuHaTa JuIa.

Y. 19. 3a Bceku peructpupan nokymeHT B AVC ce Briucsar:

1. BpeMe Ha BIHCBaHE - aBTOMATUYHO I'C€HEPHpPAHU JaHHH 3a BpeMe Ha HM3BBPIICHO
BITUCBAaHE B PErHCTHPA;

2. U3BBPUIMI BIHCBAaHETO - ABTOMATHYHO TCHEPHPAHH [AHHH 3a UME€ U CHCTEMEH

UICHTUPHUKATOP HA CITY)KUTEIT;

YHHKAJIEH PETHCTPOB HOMEP Ha JIOKYMEHT;

JlaTa Ha I0JIydaBaHe UK MTOIIMCBaHE Ha TOKYMEHT;

5. YHUKaJleH perucTpoB HAEHTH(HUKATOp U HAUMEHOBAaHWE Ha BHUJA HA PETHCTPUPAHUS
JIOKYMEHT.

-l

Yn. 20. M3BbpmeHo BnucBaHe Mo wi. 19 He MOMJIEKH HA 3aIMYaBaHE WK IPOMSHA C
U3KJIIOYEHHE Ha CIy4auTe Ha [ONpaBsiHe Ha Ipellka Ha aJMHHHUCTPAIUSATA.

Yn. 21. (1) [IB>XeHHETO M MOJIMMCBAHETO HA U3TOTBEHUTE JOKYMEHTH C€ OCHTYPSBa CHC
cpeactBara Ha AVC.

(2) WBrorBeHuTe eJIEKTPOHHH JOKYMEHTH C€ IMOANMMCBAT OT CHOTBETHOTO JIMIIE,
unentuumupado B AVC cbec chOTBETHATA JTBKHOCT, CTPYKTYPHO 3BEHO, M€ M (haMHITHS,
3a ,,I3roTBHI" ¥ ce ChIIaCyBaT OT JPYTH JIKIA - CIY)KUTEIH MPH HEOOXOAUMOCT, KAaKTO U OT
PBKOBOIMTEIMTE HA CTPYKTYPHH 3BEHA CBIJIACHO IIOCTaBEHA PE3ONIIOLHUS WIH IO De,
ONpe/eNieH OT WHHIHUUPAIUS JaJeH MHOKYMEHT CIYXHUTel. AJIMHUHHCTpalUsATa Ch3JaBa H
IPeJIOCTaBsl JaHHH B CHOTBETCTBHE C (OpMaIM3MpaHM OIMCAHHS 3a UMeHa, anpecu, EI'H,
EUK u np.

(3) CoriacyBaneTo Ha JOKyMEHT € ¢opMa Ha M3pa3siBaHE Ha CTAHOBUINE 3a CHIJIACHE HIIU
HECBIJIACHE C HETOBOTO ChbpIKaHHE.

(4) ITpu BeBexaane B AVIC Ha cTaHOBHIIE IO aJl. 3 33AB/DKUTEIHO CE PErHCTPUpAT BpeMe
¥ aBTOPCTBO HA BBBEXIaHETO che cpenctrara Ha AVC.

(5) Beuuku craHOBHINA 10 JOKYMEHT ce oTpa3siBaT B omucanuero My B AUC u ca
BQJIUJIHU 10 OTHOIIIEHHE Ha HETOBOTO CHABPIKAHUE, aKO Ca PETUCTPUPAHHU C J1aTa, KOSTO € I10-
KBbCHA OT JIaTaTa Ha IocJeqHaTa MPOMSIHA Ha ChABPKAHUETO MY.

(6) Hecsbriiacue cbCc CHIBP)KAHHETO Ha IOKYMEHT, KOETO BpbBINA IpoLeAypaTa IIo
Heropara o0paboTKa Ha MMO-paHEH eTall, ce OTpa3siBa B OINMCAHUETO My CHC CpEACTBaTa Ha
AUNC.
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(7) Cnen nmpoMsiHa B ChABPAKAHUETO HAa 00pabOTBaH JTOKYMEHT, IO KOMTO ca HallpaBeHH
CTAaHOBMIIA, CE€ CUUTA, Y€ TE3M CTAHOBUINA HE C€ OTHACAT KBbM IIOCJIEHATA pelaklus Ha
JOKYMEHTA.

(8) CranoBumaTa IO BCHUKU PEAAKIIMK HA TOKyMeHTa ce chxpaHsBat B AUC.

(9) HeiicTBusTa MO U3rOTBSHE U CHITIACYBAaHE HA BCEKH JOKYMEHT CE€ YAOCTOBEPSIBAT C
KEII B AUC.

PA3JIEJI VII.
HaenTndukanud Ha JTbKHOCTHH JIMIA H €JIeKTPOHHO NOJNHCBAHE

Yn. 22. 3a mnpaBWIHOTO MpOTHYAaHE Ha JEHHOCTTAa MO JOKyMeHToobopora -
€JIEKTPOHEH ¥ XapTHEH, Ce NPHJIarar CJIeJIHUTE H3HCKBaHHS:

1. Ilpu BnmcBaHe, 3aMM4aBaHe, U3BIMYAHE, IPEAOCTaBIHE U U3IIpalllaHe Ha JAHHHU OT
PETHCTBP ATBXKHOCTHUTE JIMLA, KOUTO W3BBPIIBAT IOCOYCHUTE JEHHOCTH, C€ HACHTU(HUIHpAT
9pe3 MpOYHTAaHE HA YHHUKAJICH HICHTH(HKATOp OT YIOCTOBEPEHHE 3a KBaTHU(UIMpaH
€JIEKTPOHEH MOAIHC.

2. Ilpu ocpmiecTBsiBaHE Ha JAEHHOCTHTE IO BB3JaraHe, ChIjlacyBaHE W OTYUTAHE HA
3a7jayM ce M3I0JI3Ba KBATH(UIIMPaH eEKTPOHEH MOIIINC 32 YAOCTOBEPSIBAHE HA HHTETPUTET U
aBTOpCcTBO Ha HanpaBeHUTe B AVIC elleKTpOHHHU U3SBIICHHUSL.

I'naBa BTOpa

Crnenu¢nvyHy BbTPEIIHH ONEPALNHH ¢ JOKYMEHTH
Pazgen I
M3naBaHe HA XapTHEHO KOMHE OT eJIeKTPOHEH J0OKYMEHT

Y. 23. (1) [1pu HanmpaBeHO U3PUYHO MCKAHE OT CTpaHa Ha IOJIyYaTelld 3a U3/laBaHe Ha
€JIEKTPOHHHS JOKYMEHT Ha XapTHEH HOCHUTEN, TOH Moxe na Ob/e M3[afeH KaTo 3aBEPEHO
KOITHE Ha eJIEKTPOHHHS OPUTHHAI, KaTo ToBa ce otOemns3Ba B AUC.

(2) 3a nenuTe Ha U3/1aBaHEe HA XapTHEHO KONHE IOANMCHT Ha ONPABOMOLIEHOTO JIUIE
B €JICKTPOHHUS OPUTHHAT ClIe/(Ba Jia € OT THIIA ,.attached signature u na € oTpaseH U BUIUM B
JOKYMEHTA.

(3) 3aBepkara ce U3BHPILBA IO CIECAHHUS HAYMH:

1. Or perucrpupaHus €JIEKTPOHEH IOKYMEHT C€ pasledyarBa KOIIMEe Ha XapTHEH

HOCHUTEJI, KaTro Ce€ Hu3BbpIIBA MPOBEpPKa MaJldi BCHYKH €JIEMEHTH, BKIIIOYHTCIIHO
PETrUCTPAllTMOHHUAT HOMED U €JICKTPOHHUSAT ITOAIIHC, Ca BUANMH U YCTHUMHU,
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2. BppXy XapTHEHOTO KOIME, Ha BCSKa CTPaHHMIA, ce IOCTaBs miemren ,,BsapHo ¢
€JIEKTPOHHO IIOJNHMCAaHMs OPUIMHAN, JaTa Ha 3aBepKaTa, MMEHa, JIBXHOCT U IOANUC Ha
CIIy)KUTEJIsI, U3BBPILIUII 3aBEpKara.

(4) Ilpu cpMHEHHE B aBTOPCTBOTO W/HJIM ChIbP)KAHMETO HA XapTHEHOTO KOIHME Ha
JOKyMEHTa Ce¢ MpaBH Cly)keOHa IIpOBEpKa Ype3 eNEeKTPOHHA [EJIOBOJHA CIpaBKa II0
PETHCTPALMOHEH HOMEP WJIM JPYr METOJ, OCHUTYpPSBAll BH3yaIM3UPAHETO HA €JIEKTPOHHHUS
OpHUTHHAI.

(5) He ce mocraBs nmedaT Ha JOKYMEHTH Ha XapTHEH HOCHTEN, KOMTO ca IIPeaMET Ha
0OMeH MeXIy aIMHHHUCTpPAIHH.

Paszgen 11
H3naBaHe Ha JOKYMEHT HA XapTHEH HOCHTEJI, KOTaTO TOBA e H3HCKBA OT 3aKOH

Ui 24. (1) JloxymeHTHTE Ha XapTHEH HOCHTEN CE€ Ch3JaBaT M CHINIACYBAT KATO
CJICKTPOHHM JIOKYMeHTH 4pe3 cpencTBata Ha AVIC npu cna3BaHe Ha peja, onpeeseH B Wi 8
uun 21.

(2) Cnen npuxkmoyBaHe Ha chbriacyBaTenHara mpoumeaypa B AWC  Ha
OIPaBOMOIICHOTO JIMLE CE INPENOCTaBd 3a IIOJNMCBAHE XapTHEH €K3EMIUIAP - KONME Ha
€JIEKTPOHHHUS OPUTHHAJ.

(3) B AUC 3anpmkutenHo ce oT6enI3Ba, 4¢ JOKYMEHTHT € H3/aJ€H KaTo OpUIHHA Ha
XapTUCH HOCHTEJI, KaTO KbM IIPENKCKaTa Ce IpUjara CHETHAT My €JIeKTPOHEH 00pa3.

(4) He ce nocraBs mevyaT Ha JOKyMEHTHTE Ha XapTHEH HOCHTEI, KOMTO ca IpeAMeT Ha
0OMEH MEXIy aIMUHHCTpPAIHUTE.

(5) PensT mo an. 1 - 4 ce npuiara camo 3a poOLEAYpPH, IPH KOMTO 3aKOH H3MCKBA
M3/1aBaHETO HAa JOKYMEHT Ha XapTHEH HOCHTEIL.

(6) Ilpounenypure, W3UCKBAIIKM H3JaBaHE Ha JOKYMEHT HA XapTHEH HOCHTEN, CE
ChIJIACYyBaT C MHHMCTBPA Ha EJIEKTPOHHOTO YIIPABJIEHHE Ype3 ITHCMEHO IPeUIOKEHHE,
CHIBPXKAIIO IPABHH OCHOBAHHSI.

Paszngen 111
Pe3onronuu u 3agaun

Y. 25. (1) AIMUHUCTPaTHBHUTE OpraHH WM YITBJIHOMOIIEHH JIMI[a HACOYBAT 4pe3
AWC momnexammre Ha pe3osiMpaHe JOKYMEHTH ClIeJl MOJTydYaBaHETO UM OT CiryxOara o
PETHCTPals KbM ChbOTBETHUTE PBKOBOJHUTENHN CIPSAMO CTPYKTypaTa U yTBbPACHHUTE IIpaBUIIa
Ha aJIMHHUCTpAIHITA.
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(2) PrroBoguTenute, upe3 AUC, pezonupar 3a U3NBJIHEHHE KbM CHOTBETHHTE 3BEHA
HACOYEHUTE TIOKYMEHTH.

(3) C pezomonusiTa ce OnpeAeisaT U3NBIHUTEUTE, BUIBT HA 3a/Ja4aTta U CPOKBT 3a
HEHHOTO U3IIBIIHEHUE, KAKTO U IIPUOPUTETHT.

(4) HdewictBusita no an. 1 u 2 ce ynocroBepsiat B AVC ¢ kBaubunupan eaekTpoHeH
HO/IIIHUC.

(5) U3npHeHHeTO MM NPUKIIOYBAHETO Ha Pe30JIroNus/3anaqa ce otpaszssa B AVC u
ce yJOCTOBEpsBa ¢ KBaIM(UIUPAH EEKTPOHEH MTOIIHC.

Pazpen IV
CbxpaHeHHe HA €JIEKTPOHHH JOKYMEHTH

Y. 26. (1) EnexTpoHHO moAmucaHUTE JOKYMEHTHU C€ ChXPaHsBaT B CPOKOBETE, KOUTO
ca OmpelelieHM B HOpMaTHBHATa ypeaba 3a CHIIMTE JOKYMEHTH, Ch3[aJeHH Ha XapTHEH
HOCHTEIL.

(2) CpxpaHeHHETO Ha EJNEKTPOHHHUTE IOKYMEHTH C€ H3BBPIIBA ChC CPEACTBaTa Ha
ANC.

(3) CpokbT 3a ChbXpaHEHHe Ha EJIEKTPOHHO IOANHMCAH JOKYMEHT MOXe aa Obae
POABJDKEH 110 pefa, M0 KOUTO € OIpe/IeTIeH.

I'naBa Tpera
Pa0ora ¢ BXOASIH H BbTPEIIHH JOKYMEHTH
Paznen I
IlpuemaHe H NbPBOHAYAJHA 00padoTKa HA BXOASIIH I0KYMEHTH

Ui, 27. BXomsmu JOKyMEHTH ca TE€3W, NPEJIOCTABEHH B MecTara 1o 4. 2, an. 4 Ha
xapTueH ui npenocum Hocuten (¢uram namver, CD/DVD) uim nocThiumm 4pes:

oduuHraneH UMeT afpec Ha aAMUHUCTpanusTa, O0SBEH Ha CaiTa;
ye6 nmoprai ¢ GopMyJIsIpH 3a 3asBJICHHS ¥ CHTHAIIN;

Cuctema 3a curypHo enektponHo BpsuBane (CCEB);

CucreMa 3a enektporer oomer Ha cpobmenus (CEOC);

JPYTH eJIeKTPOHHU KaHaJH, yTBBP/IECHH ChC 3all0BE]] Ha KMETa;

110 TOIaTa WM Ype3 KypHuep.

R

Y. 28. (1) IIppBonavanHata o6paboTKa Ha BXOJsld KOPECHOHACHLHA W MaTCphald,
KOMTO CE MPEJOCTaBAT Ha XapTUEH HOCHTE) BKIIFOYBA!

1. mpoBepka Ha MPaBWJIHOCTTA HA ajpeca BBPXY JOKyMEHTa/lparkara - aJpecHpaHa Ji1
10 KOMIIETEHTHOCT;
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2. ITPOBEPKA Ha IEJIOCTTA HA IIOMICHCKHU S IIJIMK UJIM OITIAKOBKATa,

MIPOBEPKA 3a HAIMIUE HAa IOCOYCHUTE KATO ITPHUIIOXKECHUS JOKYMEHTH.

4. [IpH JiAIICa Ha NOPHIIOKCHHA IIO T. 3, H3IpanaHe Ha OTKa3 OT perucrpamnus, C
U3KITIOYEHUE HAa TOKYMEHTHTE I10 Hpnnoxceﬂne 1, KOHUTO IIOAJICXKAT Ha 3aABJDKHUTECIIHO
BOICHC Ha XapTHA II0 3aKOH.

(O8]

(2) IorpemHo agpecupaHUTe MHUCMa ¥ MaTEPUAH/TIPATKA Ce BPBINAT HepasleyaTaHd Ha
IIPUHOCHUTEJISI, ChOTBETHO - MOIIEHCKHUTE CITYXKHUTEITH.

(3) Ilmcma u marepwanu ¢ Haamuc ,JIM4HO" ce mpemaBaT Ha MOCOYEHHsS B ajpeca
NIOJTy4aTell IIPY CIa3BaHe pela, MOCOoYeH B WiI. 9, 1. 2. BxoasmuTe JOKYMEHTH M0 Wi, 9, T. 2
MOXKE J1a ObIaT PEerucCTpUpaHH CaMo, aKO KOPECHOHJIEHIUATA Ce OTHACS 10 JEMHOCTTA Ha
obmmMHara, cie/] TAXHOTO Ipe/laBaHe OT MOoJTydaTelis 3a peruCTPHpaHe.

(4) He ce pa3neuarBaT, HO ce perucTpupar opepTH NOJIyYeHH B XOJa Ha MPOIEIypH IO

Bb3JlaraHe Ha OOIIECTBEHH IOPBYKH, CHITIACHO M3UCKBAHUTA HAa 3aKOHA 3a OOIIECTBEHHTE
MOPBYKH.

(5) Ilpn moaBaHe Ha JOKYMEHTH 3a ydacTHe B KOHKYpPCH, OOSIBEHH IO pejia Ha 3aKOHa 3a
IbpKaBHUS ciryxuTen win Konekca Ha Tpyla, ce perucTpHpar caMo 3asiBJICHHS, KbM KOHTO
ca MPUJIOKEHH BCHYKHU TIOCOYCHH B TAX JOKYMEHTH.

Un. 29. (1) JlokyMeHTHTe, MOAANEHH IO EIEKTPOHEH IIbT, C€ IMpHeMaT OT JIHIIA,
OIIpeIeJICHH ChC 3allOBe]] HAa KMeTa Ha OOIIHHATA.

(2) Bxonsmmure eneKTpoHHH JOKYMeHTH ce peructpupar B AUC.

(3) Ha pnenoBomno peructpupane B AWC mominexar BCHYKH BXOISIIM IOKYMEHTH,
MOJTy4eHH 4pes3:

a) CEOC;
6) CCEB;
B) €JIEKTPOHA IIOIIA;
r) EnvneH moprai 3a JOCTBII 0 €1€KTPOHHU aIMUHUACTPATUBHH yCIyTH ();
J1) IPYTH €JIEKTPOHHH KaHAIIK, YTBBPJECHH ChC 3all0BE]] Ha KMETa.
(4) Peructpamusita o aj. 3 ce U3BBPILBA CIIE] IPOBEPKA 3a PEAOBHOCTTA IO pe/a Ha
I'maBa mecta, Pasmen 1. IIpoBepka 3a pemoBHOocT or HOJIA, ocBeH ako B 3aKOH HE €

OIIpeACJICHO APYTO.

(5) 3agBnenue 3a eNEKTPOHHA aAJIMHHUCTPATHUBHA YycIyra OT (HM3MYECKO JIMIIE,
[OJAJEHO CJIeJ] Karo 3asdBUTENIAT € WACHTU(QHUIHMpaH CBC CPEACTBO 3a EJIEKTPOHHA
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I/II[CHTI/I(bI/IKaIIHSI C HHBO Ha OCHI'YPE€HOCT, KO€TO € paBHO HJIM IIO-BUCOKO OT HHUBOTO Ha
OCHI'YpPE€HOCT Ha yciyrara, OnpeaejicHO OT IOCTaBYHKa, C€ CMsTa 3a IMOAIHUCAHO.

(6) Ilpn Hanv4Ke HA HEPEOBHOCTH, C H3KIIIOYCHHE Ha CIIyYauTe 110 all. 5, ce u3mpania
€JIEKTPOHHO CHOOLIEHHE 32 OTKa3 OT PETUCTPAIMS U IPUIHHUTE 33 TOBA.

Y. 30. /IBmxkeHHETO Ha €IeKTPOHHUTE JOKYMEHTH, BKJIIOUHTEIHO M BH3JIAraHEToO Ha
3a/1a4¥ 110 TAX, C€ U3BBPIIBA CAMO I10 €JIEKTPOHEH IIBT, Che cpecTBara Ha AVC.

Y. 31. (1) Bxopsgmure T0KyMEHTH Ha XapTHEH HOCHTEN ce peructpupat B AMC.

(2) Ha nemosomno peructpupane B AWUC momiexar BXOAAIMTE JOKYMEHTH Ha
XapTHEH HOCUTEJI, IIOJIyYEHHU Ype3 pa3IMYHH KOMYHHKAMOHHH KaHAJIH:

a) momia;

6) kypuep;

B) Ha pbKa OT I'pakJaHu;

T') KyTHH 3a CHTHAJIH 32 KOPYIIIHS ¥ 33 CUTHAIIM U [PEUIOKEHUS Ha TPaKJaHH.

(3) Benuku peructpupany JOKyMEHTH Ha XapTHEH HOCHTEN 110 all. 2 ce CKaHUpPAT upe3
CHEMaHe Ha €JICKTPOHEH 00pa3 OT XapTHEeHHs OpUrMHal U ce BbBexkgar B AUC, ¢
M3KTIOYCHHE Ha JOKyMeHTHTE 110 [Ipunoxenue 1, 3a KOUTO 3aKOHBT H3HMCKBA CHXPaHEHHE
CaMo Ha XapTUEH HOCHTEIL.

(4) IIpMHOTO M TOYHO CHOTBETCTBHE HA CHETHS €JIEKTPOHEH 00pa3 ChC CHEMAaHHUS
JOKYMEHT [0 al. 3 Ce yIOCTOBEpsBAa C €JIEKTPOHEH IOIIHC HA CIIY)KHUTENS, H3BBPIIHI

CHEMAaHETO.

(5) EnekTpoHHMAT NOANHKC 110 al. 4 1a € OTpa3eH W BUAMM B JOKYMEHTA, BHBEICH B
ANC.

(6) Crnen m3BppIIBaHe Ha JEHCTBHSATA MO al. 3 W al. 4 JOKYMEHTUTE MO al. 2 ce
BPBLIAT Ha MOJATES, C U3KIIIOYCHHE Ha:

1. JOKYMCHTHUTE IIO HpHHO)KCHI/IC l, KOHTO C€ CBhXpaHABaT KarO0 OPHUTHHAIM CBIJIACHO
HOPMAaTHUBHUTC U3UCKBAHMUS,

2. IOKyMEHTH, 3a KOHTO CIIeIIHalleH 3aKOH H3UCKBA ChbXPaHEHHE HAa OPUTHHAI.
Pazpen 11

Pa6oTa ¢ BbTpemIHN JOKYMEHTH M TAXHATA PErHCTPANUS
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Yn. 32. Bendku BBTpEemIHM JOKyMEHTH ce u3roTBaT B AMC, ¢ um3KimodeHWe Ha
JIOKYMEHTH, 32 KOHUTO TOBAa € HEBB3MOXHO IIOpaJY THIA, XapaKTepa, ChAbPKAHUETO W BHIA
Ha T€3W JOKYMEHTH.

Y. 33. Beuuku cinyxeOHH NHCMa, CTaHOBWINA, AOKIAIHHA HIH JIPYTH BBTPEIIHA
JOKYMEHTH BBTPE B aIMUHUCTPATHBHHUTE 3B€HA CE U3TOTBAT U pErucTpHpaT JuuHOo. Hacousar
ce 10 cboTBeTHHUSA ciryxuTen 4pe3 AVC kato npukaveH WId cKaHUpaH Gaii OT CIIyXHTEJ,
U3rOTBMJI JOKyMEHTAa. BBTpemHM mucMa OT €IHO aJIMHHHUCTPAaTHBHO 3BEHO IO JAPYro ce
IIOAIIMCBAT U OT PECOPHHS PBKOBOJUTEI IO ChIAaTa MPOIEAypa U C€ HAacOYBAT KBM JIHIIETO
0 KOMIETEHTHOCT. CIIy)KUTENAT, CTapTUpal BHTPENIHHS JOKYMEHT, CIeIH 3a JABHXXCHHETO
My M IpPUKIIOYBA 3a/adaTa cie] M3MBJIHEHHETO M B CPOK ¢ Oelexka MO MPUKIOYBAHE U
kiacupane B AVC.

Yn. 34. Wckanusra 3a npeAocTaBsHE HA JOKYMEHTH, KOMHUS OT JOKYMEHTH M CIIPaBKH,
ChC CHOTBETHOTO OCHOBAHHE 3a TOBA, CE€ M3MpAIlaT IO MOUCKAJIOTO JIUIE C MMOIIKC caMo Ha
JUTBXHOCTHOTO JIMIIE, U3IBJIHUTEN 1o npenuckaTa ype3 AWC. Mckanusra 3a npenocraBsiHe
Ha JOKyMeHTH crtaBa ¢ oTOems3Bane B AMC oT koro u KakBO € IIOMCKaHO, CPOK 3a
npeJicTaBsiHe, KakTo U npukirouBaneTo i B AUC ¢ 6enexka 1o u3bIHEHHETO.

Y. 35. PerumcrpanusaTa Ha BBTPEIIHH JOKYMEHTH OT paboTHH nokymeHTH B ANC
BKJIIOYBA!

1. npersien Ha cw3mameHuss B AVC BbTpemieH HOKYMEHT B €IEKTPOHEH BHI:
KOPECIIOHJICHT, BH]] U IPOBepKa Ha (aiI0BOTO CHABPKAHUE HA JOKYMEHTA U HATTHIHE
Ha BCUYKU M30POCHH MIPUIIOKECHHUS;

2. BBBEXIaHE/IPOBEPKa U peIaKils Ha BbBeIeHa HHpOpMaIMsa OTHOCHO TUIIA M BH/a Ha
JOKyMEHTa, KPaTKO OMHCaHHe, KOPECIOHJEHT, HAYMH Ha IIpeJaBaHe Ha JOKYMEHTa,
U3rOTBHII, CHIIIACYBAJIU U MOJIIHCAT JIOKYMEHTa;

3. reHepupaHe Ha PErHCTPAIMOHEH HMHIEKC, HaHACSHE Ha MHJEKCA W IOANMKCBAaHE Ha
JIOKYMEHTa OT OTTOBOPHOTO JIHIIE.

Paspen 111
Perncrpanus Ha BXOASIIIH J0KYMEHTH

Y. 36. (1) JIunara mo wi. 2, ajn. 3 pasnpenensT BXOASIIUTEe JOKYMEHTH U MaTepUalli
¥ ONpENIENAT PErHCTPALMOHHUS HHIEKC, ¢ KOHTO TpsAbBa fa 6bJe PErUCTPUpaH AOKYMEHTET.
PeructpupaHeTo Ha JOKYMEHTHTE C€ H3BBPINBA 110 peJia Ha 4l 8.

(2) Perucrpupanute gokymeHTH ce reHepupar B AMC kbM  CROTBETHHA
pEruCTpallMOHEH HHIEKC.

Yn. 37. (1) Ha perucrpanus NOUIEKaT BCHYKH MOKYMEHTH, C H3KIIOYCHHE Ha
ITOCOYECHHUTE B WL 9.
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(2) Benuxu BXOsIM JOKYMEHTH, HE3aBHCUMO OT HaYMHA Ha TAXHOTO MOCTHIIBAHE, CE

perucrpupar B AUC u ce HacouBar, pe3onupar u oOMeHsT camo upe3 AUC, ¢ u3KmoyeHne Ha
JoKyMmeHTHuTe 110 [Ipunoxenue 1, Kouto ce OOMEHAT Ha XapTHEH HOCHUTEI.

(3) Benuky cmyKHTeNH ca JUIbXKHE J1a paboTAT caMO ¢ PEerHCTPUPaHH JOKYMEHTH U 14

HC JOMyCKaT ABHXXCHHC Ha JOKYMCHTH Ha XapTHEH HOCHUTEI MEXIY aIMHHHCTPATHBHUTE

3BEHa,

Oe3 na ca orpaseHnm pesomoruutre BbpXy TiXx B AHMC. Ilpu nokymeHTH 1O

[Ipunoxenne 1 IBMXKEHHETO HAa XapTUEHHS OPUTHHAJI CE U3BBPIIBA C IPUEMO-TIPENABATENICH
IIPOTOKOJI, a pe3oironuure ce orpasssaTr B AUC.

(4) Ilpn nonaBane Ha TOKYMEHTH Ha YyX][ €3HK:

Yo,

2)

aKo Ce Kacae 3a MEeXIyHapOJHa KOPECIIOHCHIUS - PETUCTpPAIlMs Ce€ M3BBPIIBA, KaTO
ce mpujara Heo(puIUaieH MpeBoJ (aKO € MPUIIOKEH OT MOJATENs) U C€ PErHCTPUPAT
0 pesa Ha 4JI. 8

aKo He Ce Kacae 3a MEX/IyHapoJieH OOMEeH - IOKyMEHTBT MOXeE JIa C€ PETHCTPHpa, HO
Ce U3UCKBA MPEBOJI OT MOATENS B CPOK, IOCOYEH B YBEIOMIIEHHETO 3a HEPEOBHOCT.

38. (1) Texyma o6paboTka:

B AUC ce cp3naBa, mogappika U aKTyallM3Hupa LETUST MHOOPMAIMOHEH MAacHB Ha
PErUCTpUpAHUTe MNPENUCKH. M3rorBeHuTe BBTpEIIHHM, MEXKIHHHH CBbP3aHH
JOKYMEHTH 3aJ(bJUKUTEIHO C€ NPHKPENBAT KaTo MpHKadeH (aili KbM ChOTBETHHUS
BXOIIIl HOMEP B aJIMHHHUCTpAaTHBHO-HH(popMmainumonHata cucrema. CropaBka 3a
JABM)KCHHETO Ha PETUCTPHPAHHTE NOKYMEHTH M CPOKOBETE 3a H3IIBIHEHHETO UM CE
H3BBPIIBA 10 HEOOXOIMMOCT H CJIe/l pa3NopexJaHe Ha IPEKHs PHKOBOIMTEI,

¢ AUC ce noanbpka LEMUAT JOKYMEHTO000pOT. CITy)KHTEIUTE HA Pa3IMYHH HUBA B
aJIMHHUCTpAIMATA, CBIVIACHO TSIXHAaTa KOMIIETEHTHOCT, Ca 3aIb/DKEHH CaMH Ja
U3BBPIIBAT JONBIHUTEIHO PETHCTPUPAHE HA MOPOACHHUTE IMpPU H3MBIHEHHETO Ha
3a[laYMTe HOBHM 3a/1a4d M JOKYMEHTH IO INPENHCKaTa W OTYUTAT H3IIBIHEHHETO ChC
CBOTBETHUTE OCJIeHKH;

CIIyXXHTENIAT, 0OpaboTHI JOKyMEHTHTE IO T. 2, TH HAacoyBa KBM CIIEIBALIMs
H3IBJIHUTEN/ M3BIHATETH upe3 AVC.

3a BCEKM JOKYMEHT, ¢ KOWTO 3alo4Ba IIPEJOCTABSIHETO Ha aJIMHHHUCTPATHBHA YCIyra
HJIM Ce MHMIIMMpA IIpoLeaypa, ce ch3aana npenucka B AUC;

IPENKCKaTa C€ ChCTOM OT TPHU pasjena - opHIHaIeH, BETPEIIEH U KOHTPOJIEH, KaTo
BCEKH pa3/Iell ce MMPe/ICTaBs ChC CIIUCHK OT BPB3KH KbM J0KyMeHTH B AUC;

ITpu o6paboTka Ha TOKyMEHTH Ce Mpuiara NpUHIMIBT Ha €IHOKPATHOTO CHOMpaHe Ha
JaHHU - CIIy)keOHO ce cBhOMparT JaHHM OT APYrd aJIMHUHHCTPAIlMd BMECTO Ja Ce
U3UCKBAT OT 3asIBUTEJIS.

B O(QUIHaHUS pa3liesl ce KIacupar AOKYMEHTHTE, MIPUETH OT aJIMHUHHUCTpAIHATa, H
JOKYMEHTHUTE, U3JaJIEHH OT aJIMUHUCTPATHBEH OpraH.

Hpezm U3BCXKIAaHEC HAa NOKYMCHTHUTE C€ HM3BLPIIBA CJICAHATA 3aABbJDKUTCIIHA IIPOBEPKaA

U IEHHOCTH:
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1. Hanuue Jiu ca BCHYKH arpuOyTH MO O(QOpMsiHE HA U3XOIAIIUS JOKYMEHT CBIJIACHO
U3UCKBaHUsATa Ha MHCTpyKIMsTa 32 0OpMsIHE Ha KOPECTIOH ICHITHS;
2. HaJMIe JIU ca HeOOXOIUMHUTE TPUIOKEHUS KbM OCHOBHHUS JTOKYMEHT.

Yn. 39. (1) Hocten 00 €1EKTPOHHUTE AOKYMEHTH, IIPENHUCKH U HOMEHKJIATypHHU Jeja B

AUC HMar:
1. KMETBT U 3aMECTHUK-KMETOBETE;

2. CEKpeTapsT Ha OOIIMHATA;

3. CHUCTEMHHUST aJMHUHHUCTPATOp U aAMuHKUCcTpaTopute Ha AUC;

4. CIIy)HTENIH, ONMPEJe]eHH ChC 3allOBell, YHUTO IBXKHOCTH H3HCKBAT CITyXeOeH
JOCTBII.

(2) Bcexu ppKOBOAMTEN UMA JOCTHII J10:
a) IOKyMEHTH H NPEMUCKHU, Ch3/1aJIeHH B HETOBOTO 3BE€HO MJIM IIPEXBBPJIEHH KM HETO;

6) HOMECHKJIATYpHH Ji€Jia C Knacmbnunpann IPEMUCKH 110 HHACKCH, CBBP3aHU C JEHHOCTTa Ha
3BCHOTO.

(3) [Ilpeacemarenure Ha KOMHCHH/paOOTHH TIpynM - JO  PE30JIMPAHHUTE
NPENUCKH/TIOCTABEHH 3a/1a4d 32 ChOTBETHATa KOMHCHs/paboTHA rpy1ia.

(4) CJ'IY)KI/ITCIII/ITC AMaT OOCTHI A0 JOKYMEHTH, IO KOUTO UM € BB3JIOKCHA 3a/Ja4a,
KaKTO M 10 JOKYMCHTH, KOUTO Ca UM HeoOXOIUMH BBHB BpB3Ka C U3IMBJIHCHUE Ha BBH3JIOKECHA
KOHKpPETHA 3a/1a4a

(5) Bceeku ciryxuTten € JUIBXEH IIPU MOJI3BaHE Ha OTIYCK, KOMAaHIMNPOBAHE WU IIPH
OTCHCTBHE OT paboTa 1o Apyra npuYuHa Ja aajne meiaHomomHo B AMC Ha 3samectBamus ro, ¢
1IeJl OCHI'ypsiBaHE H3ITBJIHCHHETO Ha MOCTAaBEHUTE 3aJa4d. JIAYHOTO YI'BIHOMOIIABAHE CE
u3pbpBa ype3 AUC.

Y. 40. Peructpanusra Ha BXOJAIIM JOKYMEHTH Ha XapTHEH HOCHTE] C€ U3BBPIIBA B
AWC u BKIIIOYBa:

1. nposepka B AVIC 3a Hanu4ue HA NPEIXOJHH PETHCTPUPAHU TOKYMEHTH, Kacaellu
eIMH/eIHA U CBII/ChHINA BBIIPOC/TeMa U 00pa3yBaHe Ha IIpeNnucKa. Bcuuku TOKyMEHTH
clell WHHULMATHBHHS C€ Ch3JaBaT KaTo HEroBH IIOJYMHEHH U I[OJTydYaBar
pEerHCTpalMOHHUS HOMED Ha WHUIMATHBHHS JOKYMEHT U JaTa Ha perucrpauus. He ce
JIOMyCKa Pa3sKOMIUIEKTOBAaHE Ha MPEMMCKH U PETMCTPHPAHE HA JOKYMCHTH OT €/lHa H
ChIIa MPEIKCKa MO/l pa3IMYHH HOMEDA,
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2. mpoBepKa 3a HaJM4yMe Ha OINHCAHHTE MPWIOKEHHs, KaTo KOHCTaTHPAHHUTE
HECHOTBETCTBHS ce 0TOeN3Bar B noie ,,Jlonbiaurtensa uapopmanus” Ha AVC;

3. ce3naBane Ha PKK B AUC;

4. cKaHWpaHE Ha JIOKYMEHTa C IIOCTaBEH PETHCTPALMOHEH HOMEP M IPUKAYBaHE KBbM
cp3nanenus B AVIC nokymeHT;

5. IBJIHOTO W TOYHO CHOTBETCTBHE HAa CHETHS CJICKTPOHECH 06})33 CbC CKaHHUpaHUs
HAOKYMCHT C€ YAOCTOBEpsIBa C €JIEKTPOHCH IIOAIMHC HaA CIIYXXHATEI, HU3BBPIINIT

CHEMAHETO. EJIeKTpOHHI/ISIT IIOAMHUC € OTpa3€H U BHUIUM B JTOKYMCHTA, BBBEICH B
ANC.

6. ciel U3BBPIIBAHE HA JIEHCTBHUATA IO CKAaHUpPAHE U YIOCTOBEPSABAHE, JOKYMEHTHTE
Ce BPBIIAT Ha MOJATEIsA, OCBEH aKO B 3aKOH HE € OIPEIENICHO APYTO U CE MPEeIOCTaBs
BXO/ISIIIl HOMED Ha MoJIaTelIs;

7. Haco4YBaHE Ha pETHCTpPUpaHHTe JAOKyMeHTH 4pe3 AMC KBM CHOTBETHHTE
JUTEXXHOCTHHU JIMIIA 32 IIOCTaBsSIHE Ha 3a/1a4a.

Y. 41. Perucrpanusara Ha JOKYMEHTH B €IEKTPOHEH BHJ, moiydenn upe3 CEOC,
CCEB u ot Ipyrl perucTparypH, ce H3BbPIIBA [IPH ClIa3BaHE HA CIIEIHHS PE/;

1. MIpeTJICA Ha IOTYICHUTE CJICKTPOHHH JOKYMEHTH B CbOTBETHUTE pasaciu;

2. mpernexl Ha TOMY4eHOTO (GailJloBO ChIABpXKAHME M KOPEKIHs/MONBIBAHE Ha
uHpopManus B noie ,,OTHOCHO" ¥ BH HA JOKYMEHTA, aKO € He0OXO0IIMO;

3. IpOBepKa 3a HaIMYHe Ha ONMCAHH IPUIOKEHHs BbB (GailIoBOTO chabpxkanue. B
CITy4auTe, KOraTo JIMIICBAT IPUJIOKEHHMS], OITMCAaHU BBB (pailyIoBOTO ChABpIKAHHE TOBA
ce orbenA3Ba B TEKCTOBOTO moie ,Jlombinurenna uHpopmanus”" Ha AUC u ce
OTKa3Ba PErUCTpallys;

4. cBbp3BaHE Ha IOKYMEHTA KbM CHOTBETHATA MPEMUCKA (aKO € HEOOXOIIMO);
5. perucTparys Ha JOKYMEHTa;
6. HacouBaHe Ha jokymeHTa upe3 AVIC 3a nocrassHe Ha 3a1a4a.

Y. 42. INoctenunure eneKTpoHHH aokymeHTH, noamucanu ¢ KEII ce 3amasBaT B
OpUTHHAIHHA QopMaT, B KOHTO ca IOJIy4eHH, KaTo (U3HYECKUIT HOCHTEN (AKO MMa TaKbB)
0CTaBa 3a ChbXpaHeHHe B O0IIMHATa, B 3BEHOTO 10 U3TOTBSIHE.

Yn. 43. Cnex perucTpUpaHeTO Ha IIOJNy4eH €JEeKTPOHEH IOKYMEHT, Ce H3Ipaia

NOTBBPXKICHHE 0 TOAATelNs Ha ChOTBETHHUS JOKYMEHT, 3a HErOBOTO IOJIy4aBaHE, CHIVIACHO
H3HUCKBaHHUsTa HA WI. 34 oT 3EVY.

8500 Aiiroc, yn.”"Llap Ocoboauren™ No 3
IlenrTpana: ten. (0558) 2-26-65; 2~ 34-50; 2-35-41
Pakc: (0558) 2-21-33; E-mail: obshtina{) aytos.bg

17



Pa3zgen IV
Pe3osmmpane 1 npeqaBaHe Ha BXOASIIY JOKYMEHTH 32 H3II'bJIHEHHE

Y. 44. (1) KmeTpT Ha oOnmHaTa, 3aMECTHUK-KMETOBETE M CEKpeTapsi, KbM KOUTO ca
HACOYEHH IOJIEKAIIUTE 3a Pe30JIUpPaHe JOKYMEHTH, ca JUIBXHHU Ja TH pe30upaT cbo0pa3Ho
dyHKIMUTE, perIaMeHTHPaHH OT Y CTPOMCTBEHHUS NpPaBHJIHUK Ha OOLIMHATa M Ja MM HAaco4aT
3a U3IbJIHEHHE B JICHs Ha NIOJTyYaBaHETO MM, WJIM Hai-KbCHO Ha ClieBalys paboTeH JeH.

(2) He ce ompenenst cpok 3a M3MBIHEHHE HAa JOKYMEHTUTE C MOCTaBeHa 3ajaada ,,3a
[9:191 (2315 (S

Yn. 45. JIunara no 4i. 44, an. 1, oTpa3sBar nocraBeHara 3a/ia4a Ha PbKOBOJUTENS U
cpoka 3a u3nbiaHeHue B cboTBeTHaTa PKK Ha nokymenta B AVC.

Un. 46. (1) PesosmpaHuTe MDOKYMEHTH/IIOCTABEHHTE 3aJa4yd C€ IPEIOCTaBAT 3a
U3MIBJIHEHNE Ha ChOTBETHOTO UTHXHOCTHO Juile upe3 AUC.

(2) Koraro ¢ nocraBeHaTa 3aa4a ca ONpPEICICHH 3a M3IIBIHUTEIH MOBEYE OT €IHO
JUTBXHOCTHO JIMIIE, PE30JIUPAIMAT BIKCBA Ha ITBPBO MSCTO JIBKHOCTHOTO JIMIIE, KOETO
opraHu3upa paborara MO TNpenucKara W OTroBaps 3a H3MBIHEHHETO Ha CpoKa W/WIH
M3TOTBSIHETO Ha 0000IIEeH 0K/ 0OTTOBOP/CTAaHOBHIIIE.

I'naBa yerBbpTa
Pabora ¢ u3xoasimm J0KYMEHTH, Cb31aJleHH OT AeHHOCTTA HA CIIYKHTEJIUTe
Paznen I
O0mu npaBuJIa 32 ChCTaBsIHE HA H3XOASAIIH JOKYMEHTH

Y. 47. (1) Usxoasmure JOKYMEHTH Ce ChCTaBAT Ha OaHKa Ha OOIIMHATA.
(2) IIpaBo ma moamucBaT KOPECIOHICHIMS 10 BHHIIIHU agpecaTH HMar:

e KMeTa Ha OOIIMHATa;

e 3aMECTHHK-KMETOBETE;

e Cekperaps Ha OOLIMHATA;

e TIJIABHHUS apXHUTEKT;

e JIMIIATA IO 4. 2, aJl. 3 ONpE/ENICHH ChC 3allOBe]] Ha KMeTa Ha OOIIHHATA.

(3) UznpamaneTo Ha M3XOIAIIM JOKYMEHTH, Ha XapTHEH HOCHTEJ, IO TOINa WJIXA 4Ype3
Kypuepcka ciyx0a ce HW3BBpIIBA OT CIYXKHTEI/M ONpPENEICHH ChC 3alloBe]l HAa KMeTa Ha
oOmuHara.

Y. 48. (1) Beekn moanexxany 3a U3rOoTBSIHE JOKYMEHT, HE3aBHCHMO OT TOBA Jalld € Ha
XapTHEH HOCHTEI WM B €JIeKTPOHEH BHI, ce perucTpupa B AVC kato paboTeH M mojry4aBa
paboTeH HOMED.

8500 Aiiroc, yn.”Llap Ocoboauren™ Ne 3
Ientpana: ten. (0558) 2-26-65; 2- 34-50; 2-35-41
Makc: (0558) 2-21-33: E-mail: obshtinal) aytos.bg

18



(2) Beeku cmyxuten orpaszsiBa B AVIC U3BBPIIEHOTO OT HEro ACWCTBHE MO Ch3/aBaHE,
chIVIacyBaHe, IOAMKUCBaHe, 0J00psBaHe HAa JOKYMEHTA.

(3) B ciaywaute xoraTo mpoeKT Ha JOKYMEHT € IOJIydeH OT JMIE MO 4Wwi. 2, al. 3, 4pe3
AVC wu cepriacyBaHeTo TpsOBa Oa NpPOABIDKA B OOIIMHATA, OTTOBOPHMSAT CIYXKHTENI OT
KOMIIETEHTHATa JUPEKIHs I'0 N0CTaBs B HOB pabOTEH JOKYMEHT, C BCHYKM BeYe IIOCTABEHH
ChIVIaCyBaTEIHH MOJANKMCH, M NMPOAB/DKAaBa ChIIacyBaTelIHATa Mpoleaypa U MOANKUCBAHETO B
oOImuHCKaTa aIMUHUCTPALIHSL.

Yn. 49. Ce3pmaBaHeTo, CHIVIACYBaHETO, IOANHMCBAHETO, oA00psBaHETO M OOMEHa Ha
JIOKyMEHTH C€ U3BBPIIIBA IIPU CIa3BaHE Ha clieJHaTa TEXHOJOTUYHA IIOCIIEI0BATEIHOCT:

1. ompenensHe BUJA U THIIA HA IOKYMEHTa;
ch3/1aBaHe Ha JokyMeHTa B AUC;

3. mpuKayBaHe Ha HOBUS JOKYMEHT KbM HOMEpa Ha MHUIHMATUBHUA NOKyMEeHT B AUC u
HacouBaHeTo My ype3 AUC 3a ogoOpenue, chritlacyBaHe WK 3a MOIITHC;

4. wW3BBpLIBaHE Ha ChIVIacyBaTeNHa npolenypa upe3 AUC;

5. moanucsaHe Ha gokymeHnta B AUC;

6. perucTpupaHe Ha U3TOTBEHUS JOKYMEHT;

Yn. 50. (1) JloxkymMeHTHTE Ha XapTHEH HOCHUTE]I C€ Ch3/laBaT M ChbIJacyBaT Karo
€JIEKTPOHHHU JOKYMEHTH 4upe3 cpeacTBara Ha AVC, npu cra3BaHe Ha pea OnpeeieH B 1. 8.
Jlokymenture no Ilpunoxenue 1 ce chp3gaBaT MBPBHYHO HAa XapTUEH HOCHUTEN, KOIaro
HOPMAaTHUBEH aKT I'o U3HCKBA.

(2) Cnen mpuxiIrO4YBaHe Ha chriiacyBarenHara npoueaypa B AVC, Ha ompaBOMOIIEHOTO
JIMIIE ce MPeIoCTaBs 3a MOJMUCBAHE XapTHEH €K3EMILIIp - KOMUE Ha eIEKTPOHHUS OPUTHHAIL.
Ha ompaBOMOIIEHOTO JMIIE Ce MpeaoCTaBsl 3a IOANKMCBAHE XApTHEH EK3EMIULIp, KOMTO
IIpe/ICTaBIIsiBa OPUTHHAI.

(3) B AUC 3appmxuTenHo ce oTOens3Ba, 4Y€ JOKYMEHTBT € H3[aJ€H KaTo OpUIHHa/l Ha
XapTHEH HOCHTEJ, KaTo KbM IpelucKara ce Ipujara CHeTHs My eleKTpoHeH obpa3. IIpu
nokymeHTH 1o [Tpunoxenue | XapTHEHHUAT OPUTHHAI CE ChXPaHsBa ABITOCPOYHO CHIVIACHO
HOPMAaTHUBHUTE CPOKOBE.

(4) He ce nmocraps meyaT Ha JOKYMEHTHUTE HA XapTHEH HOCHTE], KOMTO Ca NPEAMET Ha
o0OMeH MeXIy aaMHHUCTpanuuTe. He ce mocraps medar, ¢ H3KJIOYEHHE HA JTOKYMEHTHTE II0
[Tpunoxxenue 1, 3a KOUTO HOPMAaTHUBEH aKT U3UCKBA II€YaT.

(5) EnexTpoHHO HM3rOTBEHUTE JOKYMEHTH C€ CBIJIaCyBaT M IIOANHMCBAT B €JIEKTPOHEH
bopMar ¢ eeKTpOHEH MOIHUC, C U3KIIOYEHHE Ha JOKYMEHTUTE Ha XapTHEH HOCHUTEIL.

Y. 51. (1) Pegbt o wi. 50 ce mpuiara caMo 3a IpOLEAYPH, IIPH KOUTO 3aKOH M3HCKBA
U3/IaBaHEeTO Ha JIOKyMEHT Ha XapTHEH HOCHUTEIL.
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(2) OOmmunara nybnukyBa Ha oOQUIMATIHATA CH HMHTEPHET CTpaHHWIA CIIMCHK Ha
U3/IaBaHUTE JOKYMEHTH Ha XapTHEH HOCHUTEIL.

Yn. 52. (1) Becuuku 1OKyMEHTH, H3TOTBEHHU B €JIEKTPOHEH BUJI, C€ CHCTABAT IPU CIa3BaHE
U3HUCKBaHUsATa HA WI. 49 1 wi. 62.

(2) CeraacyBaneTo u 0100psiBaHETO HA JOKyMEHTHUTE 10 ai. 1 e upe3 AUC.

Yn. 53. (1) CeriacyBarensT/ChriiacyBaTeIMTe C€ ONpEAeNST B 3aBUCHMOCT OT
JUTBXXHOCTHOTO JIMIIE, YTBBPXKIABAIO JOKYMEHTA, KaKTO ClIe/Ba:

1. pecopeH 3aMeCTHHK-KMET WM CeKpeTap, JUPEKTOP/U Ha AUPEKIUs/H, HAYaTHUK OT/Iel
¥ PBKOBOJMTEIT 3BEHO - 3a JOKYMEHTH, YTBBPJICHH OT KMeTa Ha OOIIHHaTa;

2. CeKpeTap, TUPEKTOp/H Ha AMPEKIHs/H HAYaTHUK Ha OTAEN M PHKOBOIUTEN 3BEHO - 3a
JOKYMEHTH, YTBBPICHH OT PECOPEH 3aMECTHHK-KMET;

3. JMpeKkTop/M Ha OUPEKUUS/W, HAYaJHUK Ha OTAEN W PBHKOBOJHWTEN 3BEHO - 3a
JOKYMEHTH, YTBBPJCHHU OT CEKpeTap;

(2) B cnyyaii 4ye HSAKOH OT CIOYXUTEIUTE, KbM KOMTO € HACOYEH IOKYMEHTa 3a
»Crorinacysane", ,,YTbpxaaBane" uimn ,[logmuceane”, oTkas3Ba Ja chIilacyBa, YyTBBPIU HIIH
MOJIIHUIIE JOKYMEHTA, 3ab/DKUTETHO ce orOens3Ba ,,He" B AVC u mocouBa NpUYHHHUTE 3a
OTKa3a | ro IpeaBa Ha aBTOpa Ha JJOKYMEHTa;

(3) ABTOpPBT MOXKeE J1a IPELIEHH J1a CIIpe ABHXKEHHETO Ha JOKYMEHTA WM J1a I'o peaaae Ha
ClIeJIBalysl B ChIVIacyBaTe/IHATa penLa.

Yn. 54. (1) Usxopsmmre DOKYMEHTH Ce ChCTaBAT/MOATOTBAT M m3npamar npe3 AVC 3a
MOANMC OT KMeTa Ha OOI[MHATa, DPECOPHHS 3aMECTHHK-KMET, CeKpeTapsi H/HIH OT
ONpPEJENIEHOTO JIIE 10 WI. 2, ajl. 3, ChOTBETCTBAIIO Ha CIy)XeOHHs paHT Ha ajpecara,
CBIJIACHO MPOIeTypara, Hoco4eHa B 4. 49.

(2) Bcekn, chbriacyBam C eJIEeKTPOHEH IIOANMC JOKYMEHTa, Mperjiexzaa IsiaTa
enexTpoHHa mpenucka, BkI. ako B PKK uma moseue daiinose. [lonoxenust moamuc e
MHIMKAIMs 33 ChIIACHE ChC ChABPKAHUETO U HA OCTAHAIMTE JOKYMEHTH B IPETIHACKATA.

(3) ABTOPBT Ha JIOKYMEHTA 3abJDKUTEITHO OTOEA3Ba Bph3Kara Ha H3rOTBEHHS JOKYMEHT
C MHMIMHPALIHS JOKYMEHT U IpyT'H OTHOCHMH KBbM HETO IOKYMEHTH.

(4) Toxymentute 1o ai. 1 ce u3npamar 9pe3 AVIC 3a chriacyBaHe ¥ IMOAIMC 3a€IHO C
MPHJIOKEHUSTA KbM THX.

(5) ABTOpBT Ha JJOKyMeHTa clead HeropoTo asmkenue B AVIC.
(6) Koraro m3xojsmMre JOKYMEHTH 3acsiraT BBIOPOCH, CBbp3aHH C JCHHOCTTA Ha JAPYTH

aJIMHHHCTPATHBHH 3BEHA, JOKYMEHTHTE 3aJb/DKUTEIHO Ce ChIJIacyBaT IO peZa, IMOCOYEH B
1. 49.
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(7) Korato ce OTroBaps Ha ITUCMO, C'bO6paBHO HU3HUCKBAHHUSATA HA 3aKOHOBH H ITOA3aKOHOBH
HOPMAaTHUBHU aKTOBE, H3UCKBAIIX IMPHUJIAraHETO Ha OpPHUIHHAJIM Ha AJOKYMCHTH, TakKHBa C€
[Ipujarat, a MMCMOTO OTTOBOP CC H3IIpallla Ha XapTHUECH HOCHUTECIIL.

Y. 55. (1) U3xonsamu nOKyMEHTH, IPEIBUACHH 3a MOAMKUCBAHE HA XapTHEH HOCHUTEI, Ce
pasnedarBaT OT aBTOpa, Clie/l IPUKIIOUYBAHE HA ChIJIaCyBaTeJIHATA MpOLeypa H Ce IpeaaBaT
3a NOANMC Ha IOANMCBAIIMs, Karo ex3eMiursipa ce ortpazsBa AWC u ce mpenaBa B
JIEJIOBOACTBOTO OT TEXHUYECKUTE CHTPYAHHIIH.

(2) JoxyMmeHT, uniiTo HHUIMUpAN] JOKyMeHT € mocthimi upe3 CCEB, ce m3mpama Ha
nonyyarens upe3 CCEB, ako Toii He € MOCOYWIT APYT HAYHH;

(3) OtroBopu Ha 3anUTBaHMs, CHTHAIM U APYTH JOKYMEHTH, NMPEABHUICHH 3a MpeIaBaHe
[0 €JIEKTPOHHA IOIIa, ce M3MpamaT oT oduIMaiHaTa eJeKTPOHHA IoIa Ha OONIMHATa IO
aBTOpa Ha JIOKyMEHTa, Ha [TOCOYEHHSI €JIEKTPOHEH aJipec.

Y. 56. 3a enexTpoHHH NHCMa, KOMTO MMAT XapakTep Ha 3allUTBaHE IO IPOUEAYpPEH
BBIIPOC, CE U3TrOTBs HEOPUIIMAJIEH OTTOBOP OT UMETO Ha KOMIIETEHTHATA JUPEKIHSL.

Yn. 57. Bepratara npaTka/moiydeHata oOpaTHa pa3mucka ce CKaHHpa KbM JOKyMEHTa B
AVC u ce mpemaBa Ha CHOTBETHHS CIY)XXKHUTEI WJIA HA TEXHUYECKHs CHTPYIHHK Ha
JTUPEKIHSTa, ChCTABUTENl Ha HM3MpATEHHs JOKYMEHT, 3a ChbXpaHEHHE Ha H3BECTHETO 3a
JOCTaBsIHE.

i 58. (1) [loxyMeHTHTe, IOJUIS)KAIIU Ha PETUCTpaIHs 10 WiI. §, ce U3roTBAT BBB popMaT
PDF, PDF/A (Portable Document Format — [Iperocum dopmar 3a nokymentu), ODT, ODS,
ODP, DOCX, XLSX, PPTX Bbpxy odumnuannara OraHka Ha oOm[MHATa KaTO ce cla3BaT
M3UCKBAHHUATA 32 Ch3/[aBaHe M 0opMsIHE Ha JOKYMEHTH.

(2) IIpu moaroToBKa Ha JOKYMEHTHTE CIYXHUTEIUTE CIa3BaT CIEJAHUTE M3UCKBAHUS 3a
rpadpuyHO 0opMsIHE Ha TEKCTA:

1. mpudr - Times New Roman;
pa3mep - 12;

3. B TOpHHUS ISB BI'BJ Ha H3rOTBEHHs HOKyMeHT, mof ,,JIO" m mox ,KOIIME", ce
MIOCOYBAT BCHYKH KOPECIIOHIEHTH KaTO CE€ U3MHCBAT TEXHUTE IIBJIHU M TOYHH aJ{PECH;

4. BBPXY IOKYMEHTHTE, CHCTABEHH B OTIOBOp Ha JIPYyro MHULIHATUBHO IHCMO HIH IO
Beue oOpa3yBaHa IpeIHCcKa, HEIOCPEACTBEHO IOJ ajpecara ce H3IHCBa HOMEpa Ha
JNOKyMeHTa (ITMCMOTO), Ha KOHTO ce OTroBaps HJIM Ha MIPENHCKara, 110 KOSTO C€ BOIU
KOPECIIOHICHIIUsATa ,,Ha Bam Ne...ooeeen. 7 ., roauHa/ KM
) [T hreeatestresnsnnes roguHa";

5. TEKcToBaTa 4acT Ha M3JIOKEHHMETO B JOKYMEHTHTe TpsOBa ma Obae ¢opMmyiaupaHa
TOYHO H SICHO IIPH CIIa3BaHE HAa IPaMaTUYECKUTE NTPaBHIIA;

6. TEKCTHT, Pa3MOJIOKEH Ha IOCIeIHaTa CTpaHUIa Ha JOKYMEHTa, clie/Ba 1a Oble He 0
MaJIKO OT €IHH ab3arr;
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7. cnen TeKCcToBaTa 4acCT, B JICBHS NOJICH BI'bJI HA JOKYMEHTA, CC U3IIHCBAT HHUIHMAIK Ha
HU3TIrOTBUJINA U a6peBHaTypaTa Ha aIMUHUCTPATUBHOTO 3BC€HO.

Y. 59. CecraBsHETO Ha AOKYMCHTHUTE C€ HU3BBPIIBA OT CHOTBECTHUTEC IJIBXKHOCTHH JIMIA
noa METOAUYICCKOTO PBKOBOJACTBOTO Ha:

1. PBKOBOAUTEISI Ha CTPYKTYPHOTO 3BC€HO, Ha KOCTO € BB3JIOKECHO CHCTABSIHETO Ha
AOKYMCHTA,

2. JIAOETO, ITOCOYCHO Ha MBPBO MICTO B IIOCTaB€HATa 3ajada HJIA APYro AJIBXHOCTHO
JIMIE, ONpPEACICHOTO KaTO OTTOBOPHHK, KOraTrO IIOATOTOBKAra € BB3JIOXKEHaA Ha
HAKOJIKO JUITBXXHOCTHH JIMIIA,

3. PBKOBOOUTEIISL Ha pa60THaTa rpyna HIA IpeaAceaareiidi Ha KOMHCHATA, KOraTo
IIOArOTOBKAaTa € BB3JIOXKCHA Ha pa60THa rpymna ujd KOMHCHSA.

Yn. 60. Korato ¢ nokymeHTa ce wu3mpamar JOpyrd JOKYMEHTH, B dYacTTa My
»lIpunoxenne" ce u30posBaT TE3W MOKYMEHTH C PETHCTPAllMOHEH HHAEGKC M JaTa Ha
peructpanus. M306poeHuTe Karo MNPHIOKEHHS JOKYMEHTH Ce IpWiaraT B paboTHHS
JIOKYMEHT, IIpeJIH CTapTHpaHe Ha ChIVIacyBaTeIHaTa poLeaypa.

Pazpgean 11
Perncrpupane u n3npamane Ha H3XOASIIHA JOKYMEHTH

Y. 61. (1) OcHOBHHTE JEHHOCTH MO PETHCTPALUS Ha U3XOISIIN JOKYMEHTH, H3TOTBEHH B
€JIEKTpOHEH (opMar, MOJIMKMCAHU C EJIEKTPOHEH MOJIKC, C€ W3BBHPIIBAT IPH CIa3BaHE Ha
CIICTHUS Pe:

1. mpernen Ha cu3gageHus B AMC wu3Xomsdm JOKYMEHT B €IIEKTPOHEH BHI:
KOPECTIOHJICHT, BHJI U MPOBepKa Ha (HailIoBOTO ChABpXKAHUE Ha JOKYMEHTa, HAJIN4UE
Ha ONUCAHUTE IPHIIOKEHHUS;

2. BBBEXIaHE/TIPOBEpKa M PeIaKIUs Ha BbBe/IeHa HH(OpMAIsi OTHOCHO THIIA M BUJA Ha
JNOKYMEHTa, KpaTKO ONUCAHUE, KOPECIOHAEHT, HAaYWH Ha M3IpallaHe Ha JOKYMEHTa,
M3TOTBUJI, CHITIACYBAJI/U U MOAINHUCAN IOKYMEHTa,;

3. reHepupaHe Ha pPETHCTPAllMOHEH HHJIEKC M MOJNHCBaHE HAa JOKyMEHTa OT
JIEJIOBOTUTETIS;

4. mnpuxmouBaHe Ha npenuckara B AUC;

U3IpaniaHe 10 eIeKTPOHEH BT Ha JOKYMEHTa KbM aJpecaTa.

(9]

(2) IIpu perucrpupane Ha H3XOAAI] JOKYMEHT, IIpeJHA3HAYEH 3a M3MpallaHe I10 IOoIla
WK KypHep, B IEJOBOJCTBOTO C€ IMOANUCBAT M MOAIEYaTBaT TOJIKOBA €K3EMILIIPH, KOJIKOTO
ca ajpecaTHTe M €IWH 3a ChXpaHEHHE B apXWB. VICTHHHOCTTa Ha XapTHEHOTO KOIME Ha
JOKyMEHTa C€ YIOCTOBEpsBa OT JAEIOBOAUTENIMTE C mieMmnen ,,BApHO ¢ €IeKTpOHHO
[OANUCAHUS OpHMIMHANI', WMEHa IBXKHOCT, Jara M MOANHC Ha CIY)XHUTENs, 3aBEpHII
JOKyMEHTA.

. 62. (1) ExcnegupaneTo Ha JOKYMEHTHUTE BKJIIOYBA:
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1. TexHumyecka o6paboTka Ha TOKYMEHTHTE;
2. mpenaBaHe Cpelly IOIIMC Ha CIYXHUTEIH Ha QUPMHUTE, IMPEIOCTABSIIH MMOMIEHCKH U
KYPHEPCKH YCITyTH.

(2) HocraBkara Ha ClielTHa W3XOJsIIa KOPECIIOHASHIHMS [0 aJpecaT Ha TEPUTOPHATA HA
obImuHaTa MOXe J1a C€ U3BBPIIBA H OT CIIY)KHUTEIATE HA OOIIMHATA.

Pazpen 111
KoHTpoJ o H3nb/IHeHHE HA 32Ja49H BbPXY J0KYMEHTH

Y. 63. (1) JIunara no . 2, an. 3, Hacousar upe3 AWUC moiexaniure Ha pe3oJInpane
JOKYMEHTH ClIeJl IIOJ[y4YaBaHETO MM OT ciyx0ara IO perucTpamus KbM CHOTBETHHTE
PBKOBOJHTEINH, CIPSAMO CTPYKTypaTa M yTBBPJCHATE MTPaBUIa Ha aIMHHUACTPAIIUATA.

(2) JIunara no ui. 44, an. 1 upe3 AUC pe3onmupar 3a U3MbIHEHHE KbM CHOTBETHHTE
3BEHA HACOYECHHUTE JOKYMEHTH.

(3) C pezomonusTa ce ONpeAensT U3IIbITHATEISAT/U3IBIHATEIINTE, BUIBT HA 3ajadaTa
U CPOKBT 32 HEHHOTO M3IIBJIHEHUE, KAKTO ¥ HEHHUSAT IPHOPHUTET.

Y. 64. O6eKT Ha KOHTPOJI ca CPOKOBETE Ha 3a/Ja4HTe, IPOU3TUYANIA OT JOKYMEHTH,
pe30JIMpaHy OT Jidiata 1o wi. 44, ai. 1.

Yn. 65. CpokoBere 3a M3MBIHEHHE Ha 3aJa4UTE CE€ ONpPENENAT C IOCTaBIHETO Ha
3aja4a KbM CaMHMsl JIOKYMEHT WM CBIVIACHO HOpMaTHBHaTa ypenoa.

Y. 66. (1) JIneKHOCTHUTE JIMIA, HA KOUTO Ca BB3JIOXKEHH 3a/1aud, ca JUIBXKHU Ja THU
U3ITBJIHSBAT TOYHO U B ONPEIETICHUS CPOK.

(2) CpoxbT 3a HM3NBIHEHHE Ha 3ajJada MOXe Ja Oble NpOOB/DKEH caMO OT
PBHKOBOJIUTEIS, KOUTO IO € OIPENEIINIL.

(3) [IpoawmKkaBaHeTO Ha CpOKa C€ MU3BBPIIBA IO MPEAJIOKECHHE HA M3IBIHHUTENS Ha
3ajjauyaTa, HAlPaBeHO IMpeId HEroBOTO M3TH4aHe. Pe3onupamusaT BIHCBa HOB CPOK BBPXY
nocraBeHaTta 3ana4a u orpassiBa ToBa B PKK Ha noxymenrta B AVIC.

Y. 67. (1) M3nbeiHeHHETO HA 3aa4duTe Ce CJIEAW OT JMmara mo @i 53, am. 1, 1. 3,
KOMTO IIEPHOJUYHO YBEIOMSBAT, KMETa, PECOPHHS 3aMECTHHK-KMET HJIM CEKpeTaps Ha
ofImMHAaTa 3a X0a Ha U3II'BIHEHHE Ha IIOCTABEHHUTE OT TAX 3aJa4H.

(2) OTFOBOpHOCTTa 3a M3MNBJIHCHUETO B CPOK Ha 3aJa4dd, IIOCTaBECHUTE OT KMETa Ha
o0IIMHATa, 3aMECTHUK-KMET 1 CEKpeTap, C€ HOCH OT IHUPEKTOpa Ha JUPCEKIHUATA, HA KOIrOTO €
BB3JIOKEHA 3aJladyara, a KoraTro 3aJadara € IIOCTaB€Ha OT CBOTBETHHA IOUPEKTOP - OT
HavYaJIHUKa Ha OT/JCJIa UJIH PbKOBOAUTEIISA HA 3BE€HOTO.

Y. 68. KOHTpOTBT O U3IIBIHEHUETO Ha 33J1a49H CE U3BBPIIIBA HA HAKOJIKO HUBA:
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1. OT ANBXHOCTHOTO JIMIE, OINPENECIIEHO ChC CHOTBETHHS JAOKYMEHT HJIM IOCTaBEHa
3aj1a4a;

2. OT mpekusi pPHKOBOAMUTEN Ha OTTOBOPHOTO 3a U3IBJIHEHUETO Ha 3aJadara JIHKHOCTHO
JIUIE;

3. OT KMET, 3aMECTHHK-KMET, CeKpeTap, TUPEKTOpa Ha AUPEKIIHs, HadaJlHUKa Ha OT/Aesa
WA PHKOBOJIMTEIN Ha 3BEHO.

I'naBa mera
CobxpaHsiBaHe Ha IOKYMEHTHTE
Pazgen I
O0mu H3NCKBAHUA

1. 69. (1) JleitHOoCTUTE TO CHXPAHSBAHETO Ha JOKYMEHTHTE CE€ OCHIICCTBSBAT B
CBHOTBETCTBHUE ¢ pasnopeadute Ha 3akoHa 3a Hanmonanuus apxused Gonn u Hapenba 3a pena
3a OpraHM3WpaHeTo, 00pabOoTBaHETO, EKCIepTH3aTa, ChXPAHABAHETO M H3IMOJI3BAaHETO Ha
JIOKyMEHTHTE B YUIPEXKICHCKATE apXUBH H AbpXKaBHHTE W oOmmHCKA uHCTHTYuH (IIpuera ¢
IIMC Ne 67 ot 28.03.2024 r., 06H., /IB, 6p. 28 ot 2.04.2024 1., B cuna ot 2.04.2024 r.).

(2) 3a ocbuiecTBsiBaHe Ha JEHHOCTTa HAa YYPEKICHCKUS ApXHB CE OCHUTYypSBAT
KBaTH(HIMPAHH CITYXKUTENH, ApXUBOXPAHIIHIHA IUIOMI ¥ 060py/BaHe, CHIIACHO Wi. 41, all.
3 ot 3akoHa 3a Hammonanuus apXuBeH (OHA MM Ja BB3JIOKH H3IBIHCHUETO Ha APYro
CIENUATA3UPAHO FOPHINYECKO JIHIIE.

(3) CbxpaHsBaHETO Ha JOKYMEHTHUTE € TEKYIIO ¥ apXHBHO.

(4) TlpenaBaHero Ha IEHHH JOKyMEHTH B LleHTpaneH JIbpKaBeH apxuB H
VHHIOKABAHETO HA JOKYMEHTH CE OCBIIECTBSBA CHIVIACHO pasnopea0uTe Ha 3aKOHa 32
Hanuonansus apxuBeH QOHI.

Un. 70. 3a mpoBepka Ha HAIMYHOCTTA, YCJIOBHsTA 3@ ChXpaHABaHE M OIa3BaHC Ha
JOKYMEHTHTE, ChC 3all0Be/ Ha KMETa Ce Ch3/1aBa IOCTOSHHO JIeHCTBAINA €KCIIEPTHA KOMHCHS.
KOMHCHSTa OCHIIECTBSBA CBOSTA MAGHHOCT CBIVIACHO pasmopenbuTe Ha 3akoHa 32
HaronanHus apxuBeH QoH/I.

Y. 71. (1) EnekTpoHHO MOANMCAHATE TOKYMEHTH CE ChXPaHABaT B CPOKOBETE, KOUTO
ca ompejie/ieHd B HOpMaTHBHAaTa ypenba 3a ChIIUTE JOKYMEHTH, CBH3JAJCHH Ha XapTHEH
HOCHTE] B CHOTBETCTBHE ¢ wi. 42 oT 3aKOHa 3a €JIEKTPOHHHUS JOKYMEHT M €JICKTPOHHHTE
yIOCTOBEPHUTEIHH YCIIYTH.

(2) CbxpaHeHHETO Ha EJIEKTPOHHHTE JOKYMEHTH IO all. 1 ce wu3BBpIIBA CBHC
cpencrBara Ha AUC.

(3) CpokbT 3a CHXpaHEHHME Ha €JIEKTPOHHO IOANHCAH IOKYMEHT MOXCE Ja Oobae
IPOIBIDKEH 110 PE/ia, 110 KOKTO € OIPE/CIIEH.

Pasznea 11
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Texymo cbxpansiBane
Yn. 72. (1) Ha Texymio cbxpaHsiBaHe MOJJIEXkKAT:

1. BCHYKH BXOISIIH AOKYMEHTH, I10 KOUTO U3II'BJIHCHUETO € IMPUKIIIOYUJIO - B 3BEHOTO IO
HU3IrOTBSHE,

2. BCHYKH HU3XOOAIIA TOKYMEHTH;

3. BCHYKH BBTPCIIHH OOKYMCEHTH, CB3JJaJICHH OT JeHHOCTTa Ha OOI[HHCKA
aIMHUHHCTpaIus.

(2) [MeiiHocTTa HO TEKYHIOTO CBHXpAHSIBAHE CE€ OCBINECTBSIBA OT CIY)XHTEJIUTE Ha
CHOTBETHATA JAUPEKIUS/OT/IEN/3B€HO B OOIMHATA M 0OXBaIa:

ChXPaHsIBaHE HA PETUCTPALIMOHHO-KOHTPOIHUTE KapTH Ha eJIEKTPOHEH HOCUTEIT;
ChXpaHsBaHE Ha BXOJSIIUTE JOKYMEHTH, 10 KOUTO M3IIBIHEHUETO € PHKIIOYHIIO;
ChXpaHsIBaHE Ha U3XOJIIUTE U BHTPEIIHUTE TOKYMEHTH;

U3BBPIIBAHE Ha CIIPABKU M NIPEIOCTABSHE 3a IOCIIEBAIIO U3MOJI3BAHE;

TeXHH4Yecka o0paboTka W TIpelaBaHE Ha JOKYMEHTHUTE 3a CBHXpaHsSBaHE B
YUPEKIACHCKHUS apXHUB.

s 9 B =

Yn. 73. (1) JlokyMeHTHTe, NOCTHIWIA M CBH3JAJCHH Mpe3 KaJleHJapHaTa TOAWHA, Ce
rpynupar B J€jla, CbIVIACHO DPETHCTPALlMOHHMS HHIEKC M CPOKOBETE 3a ChbXpaHEHHE,
onpezneneHyu B HomeHkiiatypara Ha JiefaTa ¢bC CPOKOBETE 3a ChbXPaHSIBAHETO UM.

(2) JoxyMeHTHUTE B JenaTa ce MOJpexaar IO XPOHOJIOTHUSI.

(3) JloxymMeHTH, KOMTO MMaT COOCTBEHa HOMepauus (3armoBead, MPOTOKOIU U IIp.) ce
MOJAPEXAT MO BB3XOAAI] pel HA HOMEPHPAHETO UM.

(4) JloxymeHTUTe, KOWTO oOOpa3yBaT TMPENUCKH, C€ MOAPeXIaT CBITIACHO
PETHUCTPAIlHOHHHS WHICKC Ha WHHIMATHBHHS JOKYMEHT, KOMTO C€ IOCTaBs Hai-oTrope, a
CJIe]] HETO, II0 XPOHOJIOTHS - OCTAaHAJIUTE JOKYMEHTH.

Yn. 74. (1) B HagasioTo Ha KaJleHJapHaTa FOJIMHA B JEJIOBOACTBOTO C€ Pa3KpHBAT TOJIKOBA
Jiena, KOJIKOTO ca mocodeHn B HoMeHKkaTypara Ha Jiesata CbC CpOKOBE 3a ChbXPaHsABaHETO UM
- 32 JOKYMEHTH Ha XapTHEH HOCHTE.

(2) B xpas Ha KkaneHjapHara TOAWHA BCHYKH pa3KpUTH B JEJIOBOACTBOTO Jeja ce
IPUKITIOYBAT.

Y. 75. TekymoTo chbXpaHsiBaHe Ha JOKYMEHTHUTE 3aBbpIIBA C IPEJaBaHETO UM B apXHBa
Ha oOuIMHAaTA.

Paznen 111
ApXHBHO CbXpaHfIBaHe
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Yn. 76. (1) Ha apxuBHO cCBbXpaHSiBaHE B YYPEXKICHCKHS apXwB IOIJIEXAT
JOKYMEHTHTE, Ch3JaleHU OT NEHHOCTTa HAa aIMUHUCTPATUBHUTE 3B€HA B OOIIMHATA CHIIACHO
Homenknatypa Ha genata cb¢ CpOKOBE 3a ChbXPaHsBaHETO MM B OOIIIMHATA.

(2) Ilomemenusta, B KOMTO C€ CBXpaHSBa apXHBBT, TpsOBa Oa OTroBapsAT Ha
YCJIOBHATA U 1a ca 000py/BaHU B CHOTBETCTBUE C U3UCKBAHHATA, ONpPEIEICHH OT J[bpkaBHa
areHuus ,,ApxuBH'.

Y. 77. (1) Cnen n3tnuaHe Ha CPOKOBETE 3a ChbXpaHSIBAaHE, TOKYMEHTHTE, OIpeIeIeHH
KaTo LIEHHH, ce npenasat B LleHTpaeH Jpp)kaBeH apXHB 3a MOCTOSHHO 3ala3BaHe.

(2) OnpeneneHuTe KaTo HE LIEHHH JeNla U TOKYMEHTH, 0€3 HCTOpUYECKa U CIIpaBOYHA
CTOMHOCT, C€ 3a/IeJIAT 32 YHHIOXKABaHE M YHHILOXKABaT C aKT Ha M3IBJIHUTEIHUS JUPEKTOP,
CBIVIACHO M3MCKBaHUATA Ha 3akoHa 3a Hanmonamuus apxuseH QoH/I.

Paznea IV
JABbJArocpovHo cbXpaHeHHEe H APXHB HA eJIEKTPOHHH JOKYMEHTH

Yn. 78. IBIrocpovHOTO ChXpaHEHHE Ha €IEKTPOHHHM JOKYMEHTH HMa 3a IelT 1a:

1. 3ama3u nmpaBHATa BIMJHOCT HA JOKYMEHTHTE - TIXHOTO CBhIIECTBYBAaHE,
ABTEHTUYHOCT, HHTETPUTET U U3MOJI3BAEMOCT;

2. nma o0e3me4yd BB3MPOU3BEXKIAHETO UM Oe3 3aryba Ha JaHHHM, BBIPEKH DHCKA OT
KOMIIDOMETHpaHe Ha HOCHUTENs Ha JOKYMEHTa W HE3aBUCHMMO OT Opaemure
TEXHOJIOTHYIHHU POMEHH;

3. Ja OCHTYpPH TpOCIEIUMOCT Ha BCHYKH OI€pallid, CBBP3aHU C EJIEKTPOHHUTE
JIOKYMEHTH - IPHEMaHe, CbXpaHEHUE M U3II0JI3BaHe Ha €JIEKTPOHHU JOKYMEHTH.

Un. 79. (1) EnexkrpoHHHsS YUYpe)XIEHCKH apXwB Ha oOmuHara ce ¢opMupa OT
oHIHATHITE EJNIEKTPOHHH JOKYMeHTH, peructpupann B AMC, xouto momnexar Ha
3aIBJDKUTENTHO TEKYIIO U JIBJITOCPOYHO ChXpaHeHHe. ToBa ca BCHYKH BXOMSAIIH, U3XOISIIH H
BBTPEIIHH JJOKYMEHTH, KOUTO Ca:

1. moamucaH# ¢ eNeKTPOHEH MO/IHUC;
2. CKaHMpaHH KaTo EJEeKTPOHEH o00pa3 OT XapTHEH HOCUTEI M YIOCTOBEPEHH C
€JIEKTPOHEH IOJIITUAC OT CIIYXKHUTEJIS, CHEJI €IEKTPOHHHUS 00pa3.

(2) Moxymentute no [Ipunoxenue 1 ce cpXpaHsBaT mapajejHO — KaTO OpUTHHAIM Ha
XapTHEH HOCHTEN (CHIIACHO HOPMATHBHHTE CPOKOBE) M Karo €IEKTPOHHH o0pasu 3a
CIIPaBOYHHU IIEJIH.

(3) ABarocpoyHOTO CHXpAaHEHUE Ha E€JIEKTPOHHH JOKYMEHTH C€ OCHIICCTBSIBA 332 CPOK HE
[0-MaJbK OT CPOKa, YCTAaHOBEH B HOPMATHBEH aKT 3a XapTHEHH JOKYMEHTH C aHAJIOTHYHO
IpeIHa3HauYeHue.
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(4) Beuuku cxkaHUpaHU JOKYMEHTH OT XapTHEH HOCHUTEN Ce ChXpaHsBar 3a cpok or 20
TOJIMHH C U3KJIIOYEHUE Ha JOKYMEHTUTE, KOUTO CIIOpE] BUJAa MM HSIMAT apXHBHA CTOMHOCT U
KOHMTO C€ ChXpaHSBAT 3a BPEME OIPEEICHO B HOMEHKIarypara. CpOoKbT 3a ChbXpaHEHHE Ha
€JIEKTPOHEH JOKYMEHT MOXe J1a Ob/ie MPOABIDKEH caMo Io peaa, o KOo#To e onpexaeseH. 20-
TOJAMIIHUAT CPOK CE€ IIpUiara caMo 3a €JIEeKTPOHHHTE 0Opa3u. XapTHEHHTE OPUTHHAIH IO
[Tpunoxenue 1 ce cpxpaHsBar cropes cnenupUIHUTE HOPMATHBHHE CpoKoBe (6e3cpouno, 10
TOJIMHY U TIP.).

(5) IlpaBunara He ce mpuiaraT 3a JOKYMEHTHTE, KOHTO CBIbpXKAT KiacHdpuImpaHa
HHpOpMaIHsL.

(6) JLIBXKHOCTHO JMIE, OIpeAeIeHO0 OT KMmera Ha oOmmHaTa, OCHTypsiBa
ABTOMAaTU3UPAHOTO CB3[ABAHE HA pPE3EPBHHU KONHUS Ha BCHYKU JAaHHH M E€JEKTPOHHH
JOKYMEHTH Hal-MaJIKO BCEKH JIEH.

(7) PezepBHuTe KOmHs Ce ChbXpaHSIBAT HAa HOCHUTEN, Pa3jM4YeH OT TO3HM, Ha KOMTO ca
pa3MOJIOKEHH JaHHHTE WM EJIEKTPOHHHTE IOKyMeHTH. ChXpaHsBaT ce Hal-MajKo
TIOCJICTHUTE TPU PE3EPBHH KOITHSI.

(8) PezepBHuUTE KOIHUS Ce KPUNITHPAT C MyOJIMYHUS KIIIOY Ha OOIIUHATA.

(9) PeBepBHI/ITe KOous C€ M3IHUTBAT 3a KOHCHUCTCHTHOCT W HHTECTPUTET YpE3 HpO6H0
Bb3CTAHOBSIBAHE HA JAHHHW Hal-MaJIKO BEIHBX MECEYHO.

Yn. 80. (1) 3a mpuemaHe, CHXpaHEHHE M HU3IOJI3BaHE B EJIEKTPOHHHUS apXHUB,
€JIEKTPOHHUTE JJOKYMEHTH Ce TPEJICTAaBAT B apXUBEH (paiiyi, KOWTO ce Ch3/1aBa OT JUIBHKHOCTHO
JMIe, MPHUTEXKABANIO MOIXOMAINIAa TEXHHYECKa KOMIIETEHIIMs, OINpPENEIeHO OT KMeTa Ha
oOmuHaTa, ChIrilaCHO U3UCKBAHUATA HA 3aKOHA 32 HAIMOHAJIHUS apXUBEH QOH].

(2) ApxuBHUAT (aiin TpssOBa 1a MpUTEkKaBa CICTHUTE XapaKTEPUCTHKH:

1. nma mpencrtaBs IpulaTa WHGOpManMs W BpPB3KH, CHIIECTBYBAIlM B OPHUTHHAIHHUSA
€JIEKTPOHEH JJOKYMEHT;

2. &a e ompeleleH OT MEXIyHapoJeH, HAI[MOHAJIEH WM IMyOIWYHO pa3NpOCTpaHEH

dbopmar;

Jla € C IBJITOTpaifHa TOHOCT ¥ IIUPOKO pa3lpOCTPaHEHHUE;

4, nma 1MO3BOJIABA AMPEKTHO HM3IMOJ3BAHE W JIECHO TpaHChOpMHpaHEe B JApyrd (opmaTH,
KOHTO Ca TOJHH 3a M3IOJI3BaHEe OT ChIIECTByBamarta copTyepHa WIM XapayepHa
cpena;

5. 1a e MakCHMMaJIHO HE3aBUCHM OT KOHKpeTHa coTyepHa WM XapAyepHa cpea.

W

(3) ApxuBHHSAT (aiii1 ce MOJIKCBa ¢ KBATH(GUIUPaHHs €JIEKTPOHEH MOIINUC Ha Ch3JaJI0TO
ro JUTB)XHOCTHO JIMIIE M C€ YIOCTOBEpSBAa C €JIEKTPOHHUS BpPEMEBH Il€4aT Ha
aJIMHHUCTPATHBHUS OpraH.

P
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(4) 3a rapaHTHpaHe OBITOCPOYHOTO CBHXPAHEHUE HA EJEKTPOHHM JIOKYMEHTH Ce
U3BBHPIIBA MUTPAIHS/TIPEXBBPIISIHE U ChXpaHEHHE Ha €JIEKTPOHHU JOKYMEHTH Ha (PU3UYECKU
Hocuteln, u3BbH AVC.

Y. 81. 3a Bceku €IEKTPOHEH JOKYMEHT B €IEKTPOHHHS apXWB C€ MOATbPXKAT CICIHUTE
JAHHU:

HOMEp - YHUKAJIEH perucTpanuonex uaeHtudukarop (YPU);

BUJ - TOSCHEHWE 3a BHIA [OKYMEHT, OCHTYpsBall0 HeroBara €IHO3HAYHA

UAeHTUUKAIMS Ype3 BIHUCBAHE HA CHOTBETEH TEKCT;

3. OTHOCHO - KpaTKo MPeJICTaBsHE Ha CHIHOCTTA Ype3 TEKCT;

4. naHHU 3a OBJACTEHOTO JIMIE, KOETO € OTOPHU3MPAHO JAa MOJNKMCBA CHOTBETHHUS BH]

JOKYMEHT;

KOPECIIOHJICHT - HMe/TIpe3uMe (HaMMEHOBaHUE) | JIp.;

6. JaHHY 3a CbXpaHEHHETO Ha JJOKYMEHTa OT BEJOMCTBEHATa HOMEHKJIATypa: MPEICTaBsT
CpOKa M CXEMHTE 3a ChXpPaHCHHE Ha JOKYMEHTHUTE, C KOHTO C€ YIpaBJIsIBa MPECTOST
uM B AUC no npenaBaneTo Ha foKkyMeHTa B Hannonanuus apxuBeH QoHIT;

7. BupA Ha daitoBus popmar 3a CbOTBETHHUS JOKYMEHT;

8. mpunoxenu ¢aitoBe - CHUCHK (HAUMEHOBAHUE, ChIBPIKAHUE);

9. [IOUBJIHUTENEH KOMEHTap;

10. TOMbIHUTENHYN TaHHU;

11. xpaeH cpok 3a IpUKIIOYBaHE Ha paboTaTa Mo TOKYMEHTAa,

12. cy>xuTten, Ha BHUMaHUETO, Ha KOUTO TpsiOBa /1a ce Haco4u;

13. moamuc Ha JOKYMEHTa, BKJIIOYHUTENHO IOANUCHUTE HA CIYXHTEJIHTE, U3TOTBHIH H
CBHIJIaCyBaJI JOKYMEHTa,;

14. HayMH Ha W3MpallaHe/oyYaBaHe;

15. uHIeKC Ha AET0TO OT HOMEHKIIATypaTa Ha JeJiara;

16. XpoHOJIOTHS HA IEHHOCTUTE, CBhP3aHU ChC ChbXPAHEHUETO U OJUTA HA JOKYMEHTA.

N —

W

Paznen V
H3no/3BaHe HA NPHKJIIOYEHH NPENUCKH U J0KYMEHTH

Un. 82. (1) OpurvHanure Ha OPUKITIOYMINTE IPEMUCKH U JOKYMEHTU HE C€ U3HACAT
W3BBH IOMEIEHUATa/apXruBa Ha obmuHaTa. M3kmodenue ce 10mycka caMo 3a Te3H, KOUTO ce
H3HUCKBAT OT OPTaHUTE Ha ChJIa, CIEACTBUETO U IMPOKypaTypara.

(2) 3a u3HeCCHHTe H3BBH IIOMEIICHUATa/apXxuBa Ha OONMIMHATA OpPUTMHAIA Ha
NPENUCKH W JOKYMEHTH C€ CBhCTaBs IpHEMO-IIperaBaTelieH IpoTokol. KeM genoro ce
[IOCTaBsl KOMHE OT JOKYMEHTa, 3aBEpPEeHO OT apXHuBaps/IeNOBOAUTENs Ha OOMMHATA H
OpHUTHHAJIa Ha IIUCMOTO, C KOETO € HAaIlPaBEHO UCKAHETO.

Y. 83. (1) Komus Ha NpUKITIOYEHH HPENHUCKH W JOKYMEHTH C€ IIPENOCTaBAT Ha
CIIY’)KHTEIM Ha OOIIMHATA Ype3 MICMEHa 3asBKa IO ceKperaps. 3asBKaTa ChIbpika 000CHOBKa
HA MCKAHETO M KBbM Hes MOXe Ja Ce NPHJIOKH KOMHe OT JOKYMEHTa (IIMCMO, IOCTaBEHA
3a/a4a | JIp.), 10 IOBOJ Ha KOMTO € HallpaBeHa 3asBKaTa.

-~
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(2) Komus Ha NpHKITIOYEHH MPENHCKH U JOKYMEHTH Ce€ H3UCKBAT OT (U3MYECKH U

IOPUIMYECKY JIUIIA Ype3 3asBKa U Ce MPEIOCTABAT CJIe]] IMCMEHOTO pa3pelIeHre Ha CeKpeTaps
Ha oOmMHaTa.

Pa3znea VI
OCHOBHM H3HCKBAaHHS KbM CJIyKHTEJIHNTE

Yn. 84. 3a nmpaBWIIHOTO MPOTHYAHE HA JEHHOCTTA MO JOKYMEHTO0OO0POTa - EIEKTPOHEH U
XapTHEH, PHKOBOIUTEINTE Ha CTPYKTYPHH 3B€HA Ca JJIBXHU:

N —

(O8]

Jla CIIeIST 3a CIIa3BaHETO Ha HACTOSIIUTE NPaBUia OT HOAYMHEHUTE UM JIMIA;

Ja pasmnpenesiiT W KOHTPOJUPAT W3MNBIHEHHETO Ha 3aJaduTe, NPOU3THYAIlXd OT
PETHCTPHpaHHUTE JOKYMEHTH, KaTO OCUT'YPST CBOEBPEMEHHOTO UM OTYHTAHE;

B CIIydYaif Ha OTCHCTBHS J1a CE ONIPEAENAT 3aMECTHHIU upe3 peructpupane B AVIC;

J1a IOJICUTYPSAT B3aUMO3aMEHAEMOCT Ha CIIYXKUTEJIUTE, 3a YUATO JEHHOCT OTrOBapsT, U
CJIEZIAT 32 HOPMAIHOTO MPOTHYaHEe Ha JEHHOCTTa;

Jla U3UCKBAT OT CIIYXKUTEJIUTE CH IIPU HaIyCKaHe OT AIBXKHOCT Ja IIPEAaBaT 110 OIIKC C
IPOTOKOJI HAaMHpamara ce y TiIX CiykeOHa JOKyMEHTalus, Ie4aTH H 3aBeleH
WHBEHTAp Ha MPEKUs CH PHKOBOIUTEN WK APYTO U3PHYHO IOCOUYEHO CIY)KeOHO JIUIIE;
IIpH TIpeJlaBaHe Ha MPENHCKUTE 3a TEKYIIO ChXpaHeHHe Aa IIPOBepsSBaT U KOHTPOJIUPAT
IeJIOCTTa Ha JIOKyMEHTallUsATa,;

IIPH OTCHCTBHE Ha CIY>KUTEJNs, Ha KOTOTO € BB3JIOXKEHA 3ajadara Iopaad 00JecT uin
OTIIYCK 3a TIOBeYe OT MeT pabOTHU IHH, MPEKUAT PBKOBOAUTET MOXKE Ja IPEHACOYH
HEOTJIOHHUTE 33712494 KbM JIPYT CIIyXKHUTE,

[P PEIOBHH TOJUIIHU OTITYCKH MPEKUAT PHKOBOJUTEN €€ ChOOpa3sBa ChC CPOKOBETE
3a M3MBJIHEHHE HA 3aJa4YdTe, a CIYXKHUTENSAT CIeIBa J1a IPUKIIOYH BB3JIOXKEHUTE MY
3aJa4M, CBbP3aHH ChC CIIa3BaHETO HA CPOKOBE, IIPEIM H3/IU3aHE B OTIIYCK.

SAKJIIOUYUTEJIHA PA3IIOPEABHA

§ 1. BeTpemnuTe mpaBiia ce M3[aBaT Ha OCHOBaHHe Wl 2, al. 1 or HapenbGata 3a

oOMeHa Ha JOKYMEHTH B aIMAHUCTpAIusTA.

§ 2. Ilpunoxenne 1 KbM HACTOSIIUTE IPABUIIA CBABPXKA CIIUCHKA C JOKYMEHTHUTE,

W3/aBaHy Ha XapTueH HocuTel, cbriacyBaH ¢ MEY. CnuceKbT ce myOnuKyBa Ha MHTEPHET
CTpaHUIlaTa U ce aKTyaJIM3Hpa CJIe]] BCIKa IPOMSHA.

§ 3. KOHTpOJ'I 10 CITa3BaHE Ha HACTOSIIUTE IIpaBHIa CE€ BB3JIara HA ................

§ 4. Ilpu BB3HWKBaHE Ha (OPCMAKOPHU OOCTOATENCTBA, BKIIOYHTEIHO MPHUPOTHU

OescTBHs, aBapuM Ha HH(POpPMAIMOHHATAa CHCTEMAa HIM MacoBH KuOepaTaku, KMETHT Ha
oOIIMHATa MOE ChC 3aIlOBE] Ja BhBE/Ie BPEMEHEH PEXXUM Ha paboTa ¢ JOKYMEHTH 3a CPOK
no 30 nHM. 3amoBeATa ce W3gaBa Bh3 OCHOBAa HAa MOTHBHMPAHO IMCMEHO CTAaHOBHIIEC Ha
cekpeTaps Ha OOIIMHATA U Ce IyOJIMKyBa He3a0aBHO HA MHTEPHET CTPaHMIATa Ha OOIIMHATA.
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§5 W3MeHeHneTo W JONMBIHEHHETO Ha Te3H IIpaBujia C€ M3BBHpIIBA II0 p€aa Ha
TAXHOTO ITpHUEMAHE.

§ 6. MsxmoyeHus Npu U3NBIHEHHE HAa JEHHOCTHTE IO HACTOSANIMTE IIpaBHJIa ca
JOIyCTHMHU €IMHCTBEHO IPH BB3HUKBAaHE HAa TEXHHYECKH WM OpraHH3allMOHEH IpoliieM,
KOHTO BPEMEHHO BB3IPENSATCTBA M3TOTBSIHETO WIM OOMEHAa Ha ENEKTPOHHHU JIOKYMEHTH.
Jlokymenture u mnponenypure mno Ilpumnoxenue 1 He mpencTaBinsBaT H3KIIOYCHHE, a
IOJUIeXaT Ha CIENUAlIeH peXUM, NPEeIBUJIEH B HOPMAaTHBHHUTE aKTOBE U ypeleH B l1aBa
IIECTA.

§ 7. BeTpemnuTe mpaBmiia ca YTBBPJACHH ChC 3aloBe] Ha KMeTa Ha OOIIMHATa |
Biau3ar B crta ot 01.01.2026 .

§ 8. HpnnoxceHHe 1 KXbM HACTOSIIUTE IIpaBuJia € HEpa3aACiHa 9acT OT TAX U IMOMAJICKH
Ha aKTyalu3danuys IIpU IIPpOMsSHA B IIPpOLCAYPUTE H paGOTHI/ITC IponecCu, ChriiaCyBaHu C
MHUHHUCTHPA Ha CJICKTPOHHOTO YIIPABJICHUC.
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