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OBIIIMHA KAOJIMHOBO

MUNICIPALITY OF KAOLINOVO

< 9960 rpax KAOJIMHOBO, o6nact LIIYMEH, nn. Vkpaiina Ne 4; ‘& ten/daxc: 05361/22 10; 21 11
http:// www.kaolinovo.bg ; e-mail: kaolinovo@abv.bg;

YTBBPXIABAM, -

Ha ocnoganue un.2 om Hapeoba 3a obmena
Ha OOKYMeHmMU 8 AOMUHUCMPAyUAMa
/6 cuna om 01.03.20172./

/Hujia Axme B/-.

BbrTpeminun npaBuJia

3A
OBMEHA HA JIOKYMEHTU B OBIIIMHCKA
AJIMUHUCTPALINA
rpag KAOJIMHOBO, o6nact IYMEH




PA3JIEJ ITHPBA
OBIIU MOJIOXKEHHA

Yn.1. (1) Hacrosmure Bbrpemnu mpasuia /TIpaBunara/ ypexaaT BbTPELIHHA obopoT Ha
eICKTPOHHH JIOKYMEHTH M JIOKYMEHTH Ha XapTHeH HOCHTC, B TOBAa YMCJIO OPraHH3alMATa H
TEXHOJIOrHATA [0 ChCTaBsHe, OhOpMAHE Ha NOKYMCHTHTC B O6MHCKA aIMUHHCTpaAlusa —
KaoIHHOBO, KAKTO M WM3MON3BaHe Ha AJIMHHHCTpaTHBHA uHopMallHOHHA CHCTEMA /AUC/ 3a
perucTpalys 1 KOHTPOJ Ha JOKyMeHT0060poTa H JECHHOCTHTE IO ChXpaHeHHe Ha OOILIHHCKHA
JoKyMeHTaneH GoHL.

(2) OcHoBHa LeJl HA TE3H [IpaBuiia € OCHIypsABaHETO Ha yHAU(QHIHUPAHO W3BBPLIBAHC HA
JeNOBOJHATE OIEpAlliE ¥ KOHTPOJNA HA CPOKOBETE, CBBP3aii ¢ HW3MBIHEHHETO Ha 33JayH,
[IPOM3THYALIY OT BBHIIHA H BHTPEIIHH JOKYMEHTH.

(3) "AKCTBP — OPUC" ¢ aqMuHHCTPATHBHA HHPOPMAIMOHHA CHCTEMA, KOATO YHpaB/iba
menus JOKYMEHToOOOpOT, MpeMHHaBall [pes3 nenosopcteoto u "lleHThpa 3a yCuyrd H
urdopManKs Ha rpaxJaHATe" M r0 HACOUBA KbM OTTOBOPHHTE H3IIBIHHTENH/PHKOBOJICTBO Ha
o6umHa KaonuHoBo, IMPEKTOPH Ha IUPEKIHH, Ha9aTHHIH Ha OTJIEJIH, EKCIIEPTH H crenuanucTH/
B OOIIMHCKATA aIMUHUCTPALIUL.

Yn.2. (1) Npeamer Ha Te3u [IpaBunara ca:

1. OCHOBHH IPaBHJIA 3 H3TOTBAHE H OOpMSHE Ha JIOKYMEHTHTE;,

2. OpraHu3anusra Ha JIOKYMEHTOO00pOTA; :

3. Opranusauus Ha paboTa ¢ NpeIoKCHUATA, CHTHAJMTE U XKaJ0uTe Ha rPaKIaHuTC;

4. KOHTpON MO Cra3BaHe CPOKOBETE, POUSTHHALLH OT cysxeGHHTE JOKYMEHTH | xanoute
Ha TPaXIaHMTE,

5. ApXHMBHpaHe ¥ ChXPaHCHHE Ha TOKYMCHTAIHU ¢onz Ha oOIMHATA;

6. Ilon3BaHe M ChXpaHEHHE HA MEUATATE;

7 OCHOBHH M3MCKBAHHS KbM CITYXKHTEJHTE, MPOA3THHAIIH OT [paBuiara.

8. CncraBsHETO M OOPMSHETO HA PErHCTPAIMOHHHTE KapTH /PK/ 3a BXOJA1IIa ¥ H3XOJAINA H
BBTPELIHO-BEIOMCTBCHA JIOKYMCHTAIHA. ‘

(2) Ha 1enoBofHO PErHCTPHPAHE B cucremara "AKCTBP — OPUC" mojiexar CICAHATE
BHIAOBEC JOKYMEHTH!

a/ JlokyMeHTH OT THII "cITy>e0Ha KOpECTIOHICHIHA":
ITHCMO;
JOKJIa;
JOKJTaHa 3aIHCKa;
ciyxxeOHa Oenexka,
CTAHOBHIIIE,
ciyxe0Ha eIeKTPOHHA MOIa.
6/ JIoKyMeHTH 110 AJIMMHHCTPAaTHBHOIPOLECYaTHUSA KOIEKC:
3asBJICHHE;
CHTHAJ,
xanba;
IpeJUI0KEHHE;
[IMCMa TI0 NO/IABaHH CHTHAIIH, PEUI0KEHUS | JIP.
B/ JlokyMeHTH, TTOlaBany 110 3aKOHA 32 I0CTBII /10 obmecTBEHa HHGOPMAIHI:
e 3asBieHHE — 0Opa3ell 3a NPEI0CTABAHE Ha JIOKYMEHTH.
r/ JIpyru JOKYMEHTH:
e 3anoBen;
e UHCTPYKIHMS;
e CIopa3yMeEHHE;



e 3agBieHHs 3a Ha3HAyaBaHe Ha paboTa;
e [pHEMO-Ipe/iaBaTesieH MPOTOKOMI | JIP.
(3) He nozuiexxat Ha J€JI0OBO/IHA PErMCTPALIHA CJICIHHUTE JOKYMEHTH:
IepPHOIMYHY TTeYaTHH M3/1aHus (B T.4. BECTHHIIH, CIUCAHUA, OIONIETHHHU | JIp.);
JMYHA KOPECTIOHICHIIHS;
YECTUTKH M 03/\PaBJICHHS,
JNOKYMEHTH TI0 KaJIpOBH BBIIPOCH;
IIOKAHH 3a KYJITYPHH, OH3HEC, CIOPTHH H JIp. IPOSIBH;
(HHAHCOBO - CYETOBOHH (C M3KITIOYCHHE HA NIPH/IPYKABAIIATE I IHCMa);
CTATHCTHYECKH JTOKYMEHTH;
TIPU30BKH IO ChACOHH Aena;
TOTPEIIHO AOCTABEHHTE, KOWTO Ce BPBIIAT HepasneyaTaHd Ha H3Ipalaa.
Yn.3. Ilox moxyment ce pa3bupa ¢QuxcupaHa uHpOpMALKs HA XapTHEH HIHM CJICKTPOHCH
HOCHTEJI, 0TPa3sBAllA JA/ICHO SBJICHHE HIIH CHOHTHE B OG6A, 3aBepeHa 110 CbOTBETHH:A PEJl.
Un.4. [IpaBunara He ce MpHUIarat 3a IOKyMEHTH, ChIAbPIKAIIH KnacuuIppana uHGOpMaLys.
Un.5. Benuku gokymenTd Ha OGA, KOWTO ca HEHHO NPHTEXAHKE, IPC/ICTAaBILBAT OOGmUHCKH
IOKyMeHTaIeH Qo
Y)1.6. Apxusaus Gpoun Ha OGA € 4acT OT HEHHMS TOKYMEHTAJICH ¢doH.
Yn.7. PHKOBOJCTBOTO H KOHTpoNa 1o OQOPMAHETO HA JOKYMEHTHTE M OpraHu3alpsTa Ha
paboTa ¢ TsX ce ochlecTBsBa 0T Cekperaps Ha obmuHara.
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PA3JIEJ BTOPH
OCHOBHY IIPABWJIA 3A M3TOTBSIHE M O®OPMSIHE HA JOKYMEHTHUTE

Y;..8. okymentute B OGA ce H3roTBAT NPH HATMYHE HA OCHOBAHHC:
3aKOHOBH U N0[38KOHOBH HOPMAaTHBHH JOKYMEHTH;
TTocTaHOBIEHNS, PA3NOPEKIAHHS HIIH PeLeHHsS Ha MHHUCTEPCKH CBBET;
Pemenus Ha OOIHHCKH CHBET,
AKTOBE, pasnopexIaHus ¥ PelIeHAs Ha KOHTPOJIHH OpraHH;
OcueToBOAABAHE HA YCIYT'H, IOTOBOPEHOCTH M JIPYTH;
JloropapsiHe ¢ (PU3MYECKH ¥ FOPHANYCCKH JIUIA;
Kanposo ocurypsisane Ha O0A;
OTroBopH Ha MOJIOH, CHTHAJIH, XaJIOH H 3aNTBAaHAs Ha (GH3AYECKH U IOPUIMICCKH JIMLA;
e OrunTaHe AeliHOCTTa HA OOMMHCKA aJIMHUHHCTPALIHA.
U9, B o6ImMHCKA aAMUHHCTPALS MOTaT JIa ¢e ChCTaBAT JIMYHK AOKYMCHTH Camo 1o KaJpOBH
BBIIPOCH.
Un.10. V3mon3BaHeTo Ha JOKYMEHTH M CinyxeOna nuHpopmanus 32 myOIHKaNKK B CPE/ICTBATA

33 MAcOBO OCBEIOMSIBAHE W 3a JAPYTH MyG/IMYHH lEH ce HOMycKa caMo ¢ pa3pellicHue Ha Kwmera
Ha ObIMHATA, TPH Cla3BaHe Ha pasnopendmre Ha 3/10H, 33JI/1 1 Ha BCHYKH 3aKOHOBH H
MO/I3aKOHOBH HOPMaTHBHHU aKTOBE.

Us.11. BeTpelHuTe YCTPOMCTBEHH M PErIAMEHTUPALLH IOKYMEHTH €C yrBBpikaasar oT Kmera
Ha o0muHAaTa.

Y112, Bemuku 10roBopu ce mozmucBar of Kmera Ha oOmmHaTa H [naBeH CUETOBOJMTEN, &
TIpH JIEIeTMPaHy IPABOMOLIUSA OT 3aMECTHHK-KMET.

.13, Criesl TeKCTa Ha TOC/eiHa CTpaHuIa Ha JIOKyMEHTHTE B JIABO CC nocTaBs MOJIIKCA Ha
Kwmera.

Un.14. TIpeacTaBeHHTE 32 NOJAMHKC OT KMmera Ha o6muHaTa JOKyMEHTH, 'bPBO €€ ChIiacysar ¢
npexus prropoguTen w/unu Jlupekropa Ha Jlupexuus.

Ys.15. Ilpu cheraBsne ¥ OQOPMAHETO HA AOKYMEHTHTE C€ npuiara ,,¥Y Hupuuupana cucrema
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3a yIpaBJ/ieHCKa aJIMAHUCTPAIHS, B ChOTBETCTBHE C brarapcku appixaBeH crannapt’(B/1C,6.00.2.
—83; B/IC, 6.04.1. — 85).

(1) O6musT H3rNeN Ha IOKYMEHTHTE € OIHCaH B [Mpunoxenne: 1a— Ir.

(2) ViMeTo Ha ajpecara W HEroBHTE apeCHH JAHHH CE pasmonaral B ropHata nsiBa 4acT Ha
JOKYMEHTa.

(3) Ceabpxarensara ¢popmyna(OTHOCHO...., Ha Bame nucmo Ne......, MOTHBH..... H Jp.) ce
pasmosiara B ropHAaTa JisBa 4acT Ha JOKYMEHTa H Ce NI0/IpaBHsBa C HMETO Ha aipecara.

(4) BerpnuTenHaTa eTHKETHA dopmyna(oOpbIIEHHETO) Ca pasnonara Cje/ ChAbpKaTeHaTa
dopMyna MM Ciel ONHCAHHETO Ha neiicteuero (Hapexxnam, OOsBsiBaM H T.H.) H € JIABO
noJpaBHeHa ¢ HMETO Ha ajJpecara.

(5) OnucanueTo Ha MPHJIOXKEHUSATA CE pasronara B JICBUS JOJICH Kpail Ha JOKYMEHTa U C€
IoJpaBHABa C OTCThIIA 3a HOB p€n.

(6) IMeTo, JUTHXKHOCTTA W TOJNKCA HA ajpecanTa ce pasnonarar B JAOJHHA NSB Kpai Ha
CTpaHMI[aTa B Kpas Ha JIOKYMEHTa H Ce MOJPaBHABAT C MMETO Ha ajpecara M C BCTHIIUTEIHATA
eTHKeTHa GopMmya.

(7) Vimenata Ha ChIIIaCyBaTUTE H HA H3TOTBHJIMTE JOKyMEHTA CC ot6ens3Ba caMo Ha BTOPHs
eK3eMILISP M Ce Pa3roJarar B IOJHU JISB Kpail Ha JIMCTA, ClIe/l MOAMKCA Ha ajipecaHTa.

(8) TekcThT Ha TOKYMEHTA CE MOIPaBHABA JBYCTPAHHO (Justified).

(9) UenuaT mpudT Ha JOKyMEHTA C€ odopMst ¢ €lUH ¥ ChIII WPHQT, ,.,Times New Roman” ¢
roneMuHa - 12, 14.

1. BJIOKILIPU®T u 6onx(Bold) ce m3mon3BaT mpu H3MHCBAHE HA MMETO HA ajpecara, Ha
chabpikarenHara popMysa, Ha O0OPBIICHHETO.

2. Bonx ce u3non3a 3a ohopMIHE HA YACTTa 33 MPUIIOKCHUATA.

3. ViMeTo Ha aIpecanTa ce M3MHCBA C ITIaBHM OyKBY B 6ona(Bold), a UrbKHOCTTa HA HOB PeA
1101 KMETO caMo ¢ MspBa OyKBa rJlaBHa U B kypcus(Italic).

4. bona(Bold) w/um xypeus(Italic) ce H3MmosI3BaT U IpH NMO-BAKHU JyMH, H3pa3u WM 4acTH
OT TEKCTa.

Yn.16. (1) Bcuukn H3XOAALIM JOKYMCHTH CE pasneuarsar Ha 6nanku ¢ repba U MMETO Ha
oOmMHATA, HA KHpWIMIA 3a CTpaHaTa, W Ha JlaTHHUNA 33 qykOMHa, MOMEHCKH KOI,
aJIMHHHCTPATHBEH azpec, TenedoH, paKc i eEKTPOHEH ajipec H e-mail Ha obuHATA.

(2) Beuyks JOKYMEHTH Ce NMOJANHMCBAT OT KMera Ha oOmiMHaTa WIH OT JUTBXKHOCTHH JIMIIA OT
OOIMHCKA AIMHHHUCTpAlMA C JeJerHpaHd NPaBOMOIIMS, a JOroBOPHTC H or I'naBeH
CUETOBOJMTE]L.

Yn.17. (1). JJoKkyMeHTHTE, KOMTO Ca NPENHC HA OPHTHHATHHA JIOKYMEHT HOCAT 0003HA4YCHHETO
JIpenuc”, MOCTaBeHO B rOpHHS JIECEH BI'hJI IIOCTABCHO HA BCAKA CTpaHHUIIA Ha JIOKYMEHTa.

(2) 3aBepen ,,IIpenuc” OT IOKYMEHTa Ce H3/1aBa Ha du3HMYecKH U IOPUUYECKH JIHIA CaMO TIpH
nHcMeno HckaHe. O6o3HaueHwe ,BSpHO C OpHUTHHAIA” Ce IOCTaBd HAa BCAKa CTpaHHIA Ha
JNOKYMEHTa, KaTo Ha IOocjie/lHaTa Ce IpaBH 3aBEPKa, cpabppxkama: llpenuchT € HamnpaBeH OT:
JUTBKHOCT, JIAUEH MOJTHC, HMe Ha JIUIIETO, YAI0CTOBEPSBAIIO BEPHOCTTA Ha TPEINCa C OpHrHHasIa
u natata. 3aBepkaTa ce odopms ¢ meuar ,,O0IMHCKA aJIMHUHHCTpAIHs”. Y I0CTOBEPABAHETO CC
M3BBPINBA OT CHXPAHSBAIUTE OPUTHHATHATE HOKYMCHTH.

(3) Komusa OT IpemucH Ha JOKYMEHTH, NMPEJIOCTaBAHH MO pejia Ha 3akoHa 3a JOCTBII JIO
o61ecTBeHa HHPOPMALIHS CE H3rOTBAT Oe3 3aBepKa ,,BApHO Cc opuruHana’.

PA3JIEJI TPETH
PECHCTPAILSI M OBPABOTKA HA JOKYMEHTH B AIMHHUCTPATUBHA
MH®OPMAIIMOHHA CUCTEMA /AHC/.

Yn, 18. (1) Perucrpanusrta Ha JOKYMEHTH B aIMHHHCTpalMiTa Ha obumua KaonuHoBO ce
W3BBpIIBA B OpHUIHANEH JOKYMEHTCH PEruCThp, NMPENCTABIABAIN 6a3a OT JaHHM B ChCTaBa Ha
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