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3 A OPf AH[I3AUI,lfl HA AIIMIIHI',I C TPATIIBHOT O OE C JIy)KBAHE
B OEIIII{HA IIIYMEH

Ha ocnoaaHue u. 5a, an. I om 3axoua ta sd,uuHucmpaquflma u 'u.1, at2 om Hapeddama 3a

adn un ucmP amus Ho mo o 6 utY tco aae'

I. OEITIU TIOJIOXEHV[fl'

rll.l. Hacroqurure [paBuna 3a opraHr.r3 alizfl Ha aAMr.rHr4crparplBHoro o6crryxeaue s O6uuHa

[lyruren cnyxaT 3a pelynupaHe B3auMoAeftcrsuero Ha 3BeHaTa npu ocbulecTBqBaHe Ha

aAMHHtrcrparr,rBHoro o6clyxnane u [ocJreAoBareJlHocTra Ha PI3BbpIxBaHI'ITe or rqx I'I B Tflx

Aeficrsuq.
r4t.2. AAnnsprcrparr.rBHoro o6clyxnane s O6uuHa Illyruren ce ocbluecrBqBa npl4 crla3BaHe

Ha flpr{Hur{frure, ycraHoBeHu s 3axona 3a a,[MplHucrpauuqra, A.uuunl{crparl{BHo-npouecyiulHl4s

*oa"na (AllK), Hapea6ara 3a aAMr.rHr{crparr.rBHoro o6cnyxnane, Xaprata]Fra KJII{OHTa sa O6unnara

14 Ha [paBqnara s IrlHcrpyKur,rqra 3a AerIoBoAHara AeftHocr Ha eneKTpoHHara c[IcreMa 3a

perrrcrpaqus, cKaHLIpaHe I,I KoHTpoJI Ha AoKyMeHToo6opora g O6u1l,tHa IIIyueu'- rll.3. lll "A,UMuHprcrparr.rBHo o6clyxnane" lAOl e BcrKa Aeftsocr no I43BbpIxBaHe Ha

aAMHHr.rCrparr.rBHH ycnyrr or cTpyKrypHre Ha o6utHna lllytrleu.

/2/ "KovnleKcHo aAMr4Hracrparr{BHo o6clyxaane" /KAO/ e roBa o6cnyxraue, npu Koero

aAMr4HI4crparLIBHara ycnyra ce H3BbpIIIBa or crpyKrypl{re Ha O6ufuua fUyueH, 6er ,qa e

seo6xolznro 3aqBurerflT \a rrpeAocraBr ran(fopnaaU:./.fl HIrLr noKzBarencrBeHu cpeAcrBa, 3a KoI4To ca

HiIn[Ue AaHHrr, c.s6upauu unr{ cb3AaBaHr.r or H3BBpurBalrlufl a]J.MltllvtcrparrlBHara ycnyra [bpBI'IrIeH

aAMgHr4crparop Ha AaHHH, He3aBlrc[rMo Aa[Id re3l AaHHI,I ce noAAr>pxar B eneKTpoHHa tfopua nnu

Ha xapTI4eH HocHTeJI.

l3l " AAuuHHcrparI,IBua YclYra" e:

l. H3AaBaHe Ha r4HAr.rBr.r lyur*rr aAMrrHncrpafiiBrkr aKToBe, c KoI,ITo ce yAocroBepqBar $axru c
npaBHo 3HarreHI,Ie;

2. H3AaBaHe Ha r{HAr.rB}rAyanHr.r aAM[rHLIcTpaT]IBHpI aKToBe, c Ko[ITo ce npI43HaBa Idlrkr oTpplqa

cbtuecrByBaHero Ha rlpaBa Hn[I 3aAbJIx{e}IIds';

3. H3Br,p111BaHe Ha Apyru aAMVHHcrparr{BHI,I Aeficrsl4q, KoLtro flp.eAcraBnflBar 3aKoHeH

LIHrepec :a $u:uuecKo IIJIH IopIaAHqecKo nuue;

4. KoHcynrauprprre, npeAcraBnf,Barrlu 3aKoHeH HHTepec :a Qu:ruecKo I4JIH IopHnLIqecKo nlrue

oTHOCHO aAMHH[rcTpaTr4BHorrpaBeH pexLIM, KoHTO Ce AaBaT nO cI'IJIaTa Ha HopMaTI4BeH aKT,

cBsp3aHri ca c r43AaBaHe Ha anMr4Hr,rcTparuBeH aKT Ltwl c I43BbplIIBaHe Ha Apyra
a.qMHHa cTpaTI,IBHa ycnyra;
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5. eKcneprr.r3r.rre, rrpeAcraBrqBaupr 3aKoHeH HHTepec aa $u3u'{ecKo [IJrI4 ]opHAI'IqecKo JII4ue,

KOfaTO HOpMaTr,rBeH aKT rrpeABHXAa TrxHoTo t43B6pIIrBaHe KaTo 3aA6nXeHI'Ie Ha

aAM HHpI Crp a\vsT a Ha AspXaBeH opraH I4JILI OBJIaCTeHa oplaH I',I 3a\r4fl .

II. OPf AHI,I3AUI{fl HA MMLIHI{ C TPATIIBHOT O OE C JIY)KBAHE

tln.4. AAlrusprcrparuBHoro o6clyxeaue e O6uuHa lUyvren ce ocr,rllecrBsBa vpes ,,IJ,enTsp

:a rzHsopnr a1;afl rr yclyru" (ULIy), o6opyAnau c yKa3arenHu ra6em't Ha 6trrapcxn u alHrtuitcKH e3I4K

I_[14Y e B cfpaAara ua O6uluHara c aApec rp. L[lyveH, 6yr. "ClasrHcKI4" Ns 17.

l1l KowtltteKcHoro aAMr{Hr.rcrparr.rBHo o6c-nyxnaue n O6ruuna lllyruen ce ocblrlecrBf,Ba c

HerrocpelcrBeHoro cr,TpyAHuqecrBo MexAy or.qeJIHI,ITe 3BeHa e O6uI{Hara pI cr,orBerHl4Te

r.rHcTr{TyIIuI4 I,I OpfaHI,I3A\hLr flpu LI3BbpIxBaHe Ha I{HTefpHpaHI',I aAMHHIICTpaTpIBHI'I yCnyII4'

rln.S. O6rUuna [lyrraen 3a.UBnxr.rreJlHo I{3rIor3Ba cBoHTe rep6 lr 3HaMe, KaKTo rlororo H

CJIoraHa Ha AT,pxaBHaTa a.{MI{HI'ICTpaU[' flpu :

1. IT3fOTBqHe Ha unsopuaur4oHHg r.r [poMoTIHOHaJIHH MaTepI4anI{;

2. r.r3torBflHe Ha yKa3arenHr.r ra6enr.r Ha BxoAoBere Ha crpaAI'ITe, Ha KyrHrrre 3a MHeHI{rI I4

KOMeHTapr.r, na unQopMauHoHHH TA6Ia, Ha r{HTepHeT cTpaHIrIIara.
II,r.6. OCHOSEH EJIEMEHT B TIPOUCCA HA YCbB:bPUCHCTBAHC HA AAMHHHCTPATI{BHOTO

o6clyxaaue H [oBr4rrraBaHe r4Mr.rAxa r,r .uoBepl4eTo KbM a.{MLIHI{CTpAIuJJflTa e KaqecTBoTo Ha

npprer{4.
rll.7. Bcu.{xu rrpHHur,rnu H craHAaprr.r IIo oTHoIIIeHI{e Ha aAMI,IHHcrparI4BHoro o6clyxnaHe,

un(topruau?roHHHTe r4 KoMyHHKaTI[oHHHTe KaHarlu ca onHcaHH e Xaprara Ha KJII{OHTa 14 onoBecreHl4

r{pe3 rHrepHer crpaHrrUara Ha O6uruna lllyrvreH u na uuQopMaII[IoHH]rre ra6na.
rln. 8 lllPalorrtoro BpeMe sa pa6ora c KJIIIeHTI'I B:

1. I-{enmp ta r.rnipoprraa\asvr ycnyrl4 - 6yn. ,,CraBflHcKpI" J\! 17 - e

8.30 ao 17.30.I. 6es nPexrceane;
2. 3alure :a o6clyxBaHe Ha rpax,uaHl{ Ha orAeJI ,,MecrHI'I AaHrIIH

- 6yn. ,,CraBrucKpl" Ns 17 - e or [oHeAenHHK Ao rlerbK or 08.30

r4 .(exypHa Kaca Ao 18:30 qaca.

l\t B ctyuarrre, Koraro n cnyxe6Hr.rre [oMeIqeHLL I4Ma norpe6utetu Ha aAMI'{H[IcrparI'IBHI'I

ycnyrq B Kpas Ha o6qseHoro pa6oruo BpeMe, pa6orara Ha 3BeHoro tlpoAbnxaBa Ao npI'IKnlorIBaHe

,u ir*roro o6clyxraHe, Ho He floBer{e or ABa acrpoHoMuqecKl4 qaca, cJIeA o6qseHoro pa6orno

BpeMe.

m. IPEAOCTABflHE HA I,IHOOPMAUIIfl BT,B BPb3KA C

AIM LTHI4CTPATI{BHOT O OE CIyXBAHE

rlr. 9. /1/ I{eur:spbr 3a aAMLtHHcrparrlBHo o6cnyxBaHe ocuryprea uu$opMaul4s 3a BrrAoBere

ycnyrg, r.r3BbpuBaHlr or aAMr.rHucrpauucra na O6rquna [lyrnlen, KaKTo I{ 3a peAa I'I opraHlI3atu:zsra

3a rrpeAocTaBqHeTo I4M.

I 2 I V]];glQ opr"ra\uflT a 3 a aAMLIHLI crparHBH oro o6 clyxBaHe cn eAB a .qa 6 tre :

l. scHa, Tot{Ha, AocroBepna, o6rqopa:6upaeua, cplcreMarl43vpaHa I'I rrbnHa;

2. AocrblHa 3a xopa c yBpexnaHlrs;

3. 6es aOpesuarypv1 cBKpaIueHI'Ic u npenparxu.
rll.l0. lll Vlu$opMarlr4q 3a npe.qocraBqHr{re or O6utuna lllyuen ycnyrn Moxe Aa 66Ae

noJIyLreHa or:
I . C:ryxurelure n I-{eHrrpa :a unQopMaul4q Id ycnyrn, rp. Illyrvrex ,6ytt."CragqncKl.t" Jrl! 17;

2. I4HrepHer crpaHlluara na O6utraua ILIyrraeH Ha aApec: www.shumen.bg.

or [oHeAeJIHI4K AO IIerGK OT

v raKca 6urosil orraAbuu"
ao 17.30 .{. 6e: rpeKtcBaHe
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l2l o6pasuH Ha 3acBresusl HCKaHuq 3a npeAocTaBsHe Ha aAMI'IHI4CTpaTUBHI'I yonyfl4 caHa

pa3rronoxerr. " I-{eH.rup :a unoopu a[Mc, u ycnyfH, rp. lllyuen , 6ytt. ,,cran.f,HcKu" J"lb 17, u ua

r.rHTepHeT cTpaHI4UaTa na O6rUuHara B pa3Aen ,,AnurIttl,cTpaTI'IBHL yg1tyrr'r"'

t1.rr.l1./1/ I4n$opuaU:glflTa3a aAM[rHHcrparr4BHoro o6clyxaane ce aKryanL]r,ktpa n 7 (ceAerur)

AHeBeH cpoK oT BJrlr3aHe B clilra Ha npoMeHI.I B HOpMaTHBHpI aKTOBe I'{JII'I HaCTGnBaHe Ha ApyIH

o6croqrer crBa, HiLIIarauI{ aKTyanv3alfllfl .

lLl axryas]la3auHflTa ce r43BbptxBa eAHoBpeMeHHo BBB BcI'Ir{Kra unSoplrau[oHHl4 cpeAcrBa -
6ponrypn, AprrrJrsHKlr, uurpopuaur4oHHu ta6ra, eneKTpoHHure clIcreMI'I, ilocraBeHuHa ABara BxoAa

na O6rquHara, LIHTepHer-crpaHLIu ar a Ha O6runna [lyu eu'

l3l HaHMeHOBaHVflTa HA aAMr{Hr.rcTpaTr'rBHr'rTe ycnyrl4 BbB BCI'IqKI4 Un$oprvlauzoHHll

MareprraJrn, KaKTo H BbB BclIr{Kr{ eneKTpoHHpl 6azn,qaHHIr ca B cborBercrBl{e ctc CnuctKa Ha

ynuQlrunpaHr.rTe Har4MeHOBaHr4s, HA aAMr{Hr{CTpaTI'IBHI'ITe ycnyru.

l4l opratu3arlusra ilo aKTyirnu3aurrrrra r4 IloAroroBKara Ha un(fopuauvflTa e 3aAbnxeHlle Ha

cnyxrrreJrr{re or I_ILIY c HenocpeAcrBeHoro fracrlle Ha cJIyxHreJIIrre or crpyKrypHure 3BeHa, c

I{HI4TO P6KO B OAI'ITENI,I ilPEAB API'ITEJIHO C E CITNACYBA.

IV. CJIYXEEHO HAIIAIO

Iqrn.l2.lll flpu ocsruecTBrrBaHe Ha aAMHHHcTpaTI{BHoro o6c;ryxeane, aAMI4HI{CrpaWflTA

r43rpaxAa [peAnocraBKr4 r,r ocbruecrBflBa KoMIIJrexcHo o6c:ryxBaHe Ha KJII4eHTHTe, Koraro roBa He e

B nporl{BoBec Ha 3aKoHoAareJlcrBoro a Peny6:rura Btlrapur'
llt opraur.r3aur.rcra Ha KoMnJreKcHoro o6clyxnane ce noAroMala oT cnyxIITeJII4re oT

Mecrara 11o qJr. 4, N.l or HacroquruTe flpanu:ra c He[ocpeAcrBeHoro yr{acrue Ha cnyxl'rreJ[I'ITe or

crpyr(rypHl,ITe 3BeHa B aAMLIHHcTpa\usTal4 e noA pbKoBoAcrBoTo Ha ceKperaps na O6UuHara'

9,r.13. /1/ Koraro B r.r3nbJrHeHHe Ha aAMLIHHcrparrrBHa ycnyra ca aHraxupaHl4 ABe I'InI4

noBer{e crpyKTypHpr 3BeHa B OpfaHH3aurrqTa, 3arBr.rreJlqT noAaBa eAIIHCTBeHO I{CKaHe B MecTaTa IIo

,ut.4, a,[.] or Hacrof,rrl]rre Ilpanu:ra, a opraHr,r3auHqra no Quua-rru3[IpaHe Ha ycnyrara craBa rlo

c:ryNe6eu pe4.
l2l ooprrara Ha 3asBreHHqta/ucxauutta, peAbr vt cpoKoBere 3a orcrpaHrBaHe Ha

HeAOCTaT6UT{Te B TflX, npenpaulaHeTo r4M Ha KoMneTeHTeH OpfaH, cpoKoBeTe 3a LI3BbpInBaHe Ha

aAMr4HHCTpaTr{BHr{ ycnytu, KaKTO H ApyfHTe BbIIpOCU, CB6p3aHI',I c I'I3AaBaHeTo Ha aKToBeTe 868

Bp:b31a c aAMuHr.rcrparnBHoro o6c:ryxnaHe, ca B ctorBercrBlIe c tJIaBa nera, pa3Ae.r I sa A[IK'
r{t.l4.lll BsaHN,{oAeficrBr4ero Ha 3BeHara rlpu ocbtUecrBsBaHe Ha aAMrrHI{cTparI'IBHoro

o6clyNeane H rrocJreAoBareJrHocrra Ha H3BbpuBaHLrre or rxx 4eficrauq ce onficBar B TexHoJIolI4rIH[I

KapTr4 Ha rlpouecllTe.
l2l TexsotroruqHr{Te KaprLr Ha npoqecr{re ce Ll3rorBrr 3a BcsKa aAMHHHcrpar}IBHa ycnyra

t4rrv 3a rpyna ycnyrpr no Ha[paBJreHHs Ha AefiHocr, Koraro rexHoJlotuqra e npHHuIlrIHo o6ula u ce

uy6nuxyaar sa caftra na O6rUunaTa B pa3Ael ,,A.qMuHHcTpaTlIBHI'I ycJtyttl".

v. ocHoBHr4 r43rrcKBAHI4fl KbM PbKOBOilVITEJIVITE I,I CJIyXI{TEJII4TE
B bB BPI, 3 KA C AAMTIHI{CTPATI,IBHOTO OE CJIY)KBAHE

Y1.15. lll 3a HaBpeMeHHoro r.r rrlJrHo o6esne.raeane c ran$opMaUl4rl Ha cnyxI4TeJIHre,

rr3BbprxBaulr a1MvHrrcrparr4BHo o6clyxnane, pbKoBoAureJrI.ITe I,I cnyxI4TeJIr{Te B crpyKTypHI{Te

3BeHa s O6uuHa lllyueH ce 3aA6JIxaBar:

1. Aa noAaBar s 3-.uHeseH cpoK Bcur{KH npoMeH}I 3a aKTyanv3a:!:as na znrfopuauuoHHl,Iq

Macr4B B 3BeHara 3a aAMr{Hrrcrparr.rBHo o6cryxnaxe Ha ctorBerHnf, cJIyxI4TeJI, IIo KoMlereHTHocr;
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2. ila noAloMafar cnyXHTeJII,ITe oT 3BeHaTa 3a aAMI'IHI',ICTpaTI{BHO O6Clyxnaue c

pa3qcHeHr.rq, KoHoyJrrauupr 14 ilpeflopbKl.r 3a cpoqHoTo a KaqecTBeHo o6clyxnane Ha

norpe6urenLlTe;
l2l clyxurelure or 3BeHara 3a aAMr{HHCTpaTI4BHO O6Clyxnane Mofar \a H3I4CKBar

npeAocraBqHe Ha nn$opr'lauyts uluttu AoKyl!{eHTI'I or ApyfHTe crpyKTypHl4 3BeHa e o6uplHa

Illyrr,reu, KOTaTO rc e HeO6XOALIMa 3a H3BbpIXBaHe Ha CnpaBKI4 I{ npeAOCTaBqHe Ha AOKyI\'{eHTI{ Ilpll

aAMI4IrI4crparI4BHoro o6c:ryxsaue Ha Mqcro'

9,r.16. lll cttyxuTeJrr4re or Meorara IIo qI. 4, aJt.l or sacrosul]'rre flpaaula, [pl4eMar

AoKyN{eHTHBt,BBpb3KacI{3IIbJIHeHHeHaaIMI,IHI4CTpaTI4BHI,Iycnyfl,upeUeHI4qI4npeAaBaTloToBH
AoKyMeHrr4 :a cf u:uuecKlI u rcpI{ApIr{ecKH JIHUa, opraHl{3aqvn Lr Apyrv LlHcTvITyuuII'

tzl clyxrarelure, onpeAeJreHr,r c pe3onloun, 3a I43IIT,JIHeHI'Ie Ha aAMHHI'ICTparIIBHara ycnyfa

ca AnbxHH:
l.4ao6pa6orBarMarepHaJlr{reBeAHaracneAnonyqaBaHeroI'IM

HOpMaTHBHO, pecn. no pe3onloul',If,, onpeAeIteHldfl cpoK;

2. cneA npI4KnIoqBaHe Ha 3aAarlara Aa cbxpaHf,Bar npenlIcKI'ITe ao rrpeAaBaHero HM 3a

apxl4Br'IpaHe, cbrJlacHo 3HA@;

3. Aa BpbrrlaT He3a6aBHo B AenoBoAcrBoTo IIOrpeIxHo aApecupaHr vltr4 I43npareHII AO rqx

lpellucKl{;
Aa npeAocTaBsT ueSa6asHo 3a perllcTpaqu, npenl4cKl{Te npl4 ilpeAaBaHeTo I4M oT e1Ho

crpyKrypHo 3BeHo B Apyro;
Aa npeAocTasqr Hega6aBHo 3a perl{crpaUuq He3aBeAeHI'I ilpenucrcu/ xopecuoHAeHul4q or

Qr,r:nveCXn u rcpI,IAI{qeCKI{ JlIrUa, He3aBI'ICI'IMO OT TOBa nO KaKbB 116T Ca [OIIaAHanI'I npl4

Tqx;
6. Aa He o6pa6ornar .uoKyMeHrLI, KOLITO He Ca perlrcTpHpasu I pe3onl4paHr vrtTv IrEK Ca

pe3onr.ipaHr4 Ao Apyr cnyxHTen or cbtUoro 3BeHo, 6e: urprzuno Aa ca yilbnHoMotUeHl4 or

pecopHl{f, I'Inu ilpeKllq pBKOBOAI{Ten;

7. 3aMecrBauILITe 3a.UbnxI'IreJTHo Aa o6pa6orBar .qoKyMeHrI{ perprcTpl{paHra/ perolgpaHl{

sal lo 3aMecrBaHl4q Konera;
g. 4a uH$Oprrltrpar nprcMeHo rrpeKr{s cpr pbKOBOAHTeJI, pecn. non3Barerq Ha ycnyrara 3a

rlprqrlHure, Hzulaf aIIIlr yAbnxaBaHe Ha cpoKa;

9. rrpr4 oTc6cTeue (oruycr, 6olHz'rul{, KoMaHAI'Ipoara) Aa npeAaAar pa6Oruure AoKyMeHTI4

na ceoft 3aMecrHlrK, oflpeAeneH or pBKoBoAI'ITerq, rofiro cneABa Aa npo.u6nxu pa6oTara

kr c\a3vr ycraHoBeHI'ITe cpoKoBe;

10. uprz HarrycKaHe Ha AJrbxHoCTTa Aa npeAa.uar c llporoKon BcI'It{KpI AOKyMeHTIa Ha npeKl4',I

cI{ pbKOBOnI',ITen;

I l. aa ilpeAaBaT AoKy{eHTHTe 3a eKcneAIdIqLre, B,UeJIOBOACTBOTO C:

- ToqeH aApec (nouleucxu roA, o6racr, o6ruuua, HaceJIeHo Mrlcro, yJIIrua, HoMep, Tpure

HMeHa Ha nonyrlarels / naulueHoBaHl{e Ha yr{pexAenuero);

- BXOAqUII4g HOMep Ha IIUCMOTO, Ha Koero ce orroBapq'
rll.17. PrxoeoAl{reJlzre Ha crpyKrypHl'I 3BeHa ca AJI6XHI4:

l. Aa KoHTpOnUpaT .[Br4xeHHeTo Ha AoKyMeHTI4Te I,I Ha I{3IIBJIHeHIIeTO Ha ycnyfuTe B

AenoBoAHaTa eneKTpoHHa cr4cTeMa; Aa B3eMar cboTBeTHI{ MepKI'I [pI'I BCeKI{ OTAeneH

cnyuafi Ha Herrpr4KJrrorreHH B CpOK IIpenpIcKLI OT CTpaHa Ha [OATII4HeHI{Te I'IM 3BeHa ,I

cnyxHrenH; _

2. Aa oflpe.ueJrrT 3aMecTHr,rK rro r{3rrr,JIHeHI{e Ha 3aAbIxeHI'IqTa Ha cJIyxI'ITeJI, KOI',ITO

oTcbcTBa, He3aBI4CIIMO OT npl4r{uHula3a oTcBcTBI{eTO, KaKTO I4 Ha OHe3I4, KOIITO HaIIyCKaT

AJT6XHOCTTa; npu Ha[ycKaHe Ha AJrbxHocTTa Aa I43LICKBaT OT Cnyxl4Tens [peAaBaHe c

nporoKon ua cnyxe6Hara AoKyMeHraul{f, ;

rlr.18. 3a nocleAoBarenHocTTa sa AeficrBl,.flTa B:bB Bpb3Ka c perl4crparluqTa, pe3OII'IpaHero,

ABr{xeHr{ero Ha AoKyNreHTr{Te, r,r3nbJrHeHI,IeTO I{ KOHTpOna Ha 3a]J.aquTe IIO aAMI'IHI{CTpaTI'IBHOTO

o6c:ryxaaue ce cla3Bar pr3r{cKBaH:asraHa Irlncrpyxqu, 3a AenoBoAHara neftnocr I'I H3noJI3BaHero Ha

v Aallpe,.a!.ar pe3ynrara B

4.
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eneKrpoHHaTa cncreMa 3a peracrpaUuq, cKaHI'IpaHe I{ KoHTpon Ha AoKyMeHToo6opora n O6quna

[UyueH.
g,.r.19. ,[oxyrureurrrre, c Kor,rro e H3pa3eHO BOneu3qBJIeHI'IerO Aa Ce I{3BBprUu vnv La ce

oTKaxe I43BbpIIIBaHeTo Ha aAMlIHIrcTpaTI'IBHa ycnyra, ce I43.(aBaT I{ IIO'UII4CBaT oT KMeTa Ha

o6rqunara, nptr HetoBo oTcbcTBr,re oT ynbnHoMolueH 3aM.-KMeT, ilpl4 Hzlnprqve Ha AenerllpaHe Ha

npaBa rro cMr4c6Jra na 3MCMA or onpeAeJreHoro crc 3auoseATa Ha KMera lrv\e ulr}{ or nocoqeHure

c HopMarI{BeH aKT nl{qa.
gn.20. flpn upeacraBf,He Ha AoKyMeHr 3a [oAIII4C, Csurucr npeABapI{TeJIHO Ce IIOAnI',ICBa I'I

CBfnaCyBa rro p"lU, OILICaH n I'IuCrpyrUux 3a AenOBO.UHara AefiHOCr u I{3nOJBBaHero Ha

eneKTpOHHaTa CI4cTeMa 3a perucTpaquc, CKaHI'IpaHe ,I KoHTpOn Ha AOKyMeurOO6OpOra s O6qulra

lllyrraeu, Karo K6M Hero ce npunara u prcKaHero I cursuta [InH rlpeflucKara' no noBoA Ha KOI4TO e

cbcraBeH.
r{t.21. lllvlzxolsruprre AoKyMeHrr{ ce npeAaBar B AenoBoAcrBoro 3a u3BeXAaHe I4 IIOJIaTaHe

Ha iler{ara na o6utuHara noAnHcaH]?., npaBrrnHo oQoprr.renu il aApecupaH}I, oKoMIIJIeKTOBaHI'I C

OII{CaHITS KaTO rrpHJIOXeHUq vrUI)}:1^?.JIi1,, B TOJIKOBa erceMflnf,pll' KOJIKOTO Ca nOnyrIaTeJIUTe' eAHH

eK3eMnnsp 3a apx7BxpaHe (KnagupaHe KbM AenO) V e4vr:a, xofirO OCTaBa 3aeAHO C npenplgKaTa' 11ptt

orroBapfl UII{fl 3a I'I3nBnHeHlIero.
t\t crcl, rocraBf,He Ha noArrr{c H fleqar Bbpxy AoKyMeHTa He Mofar .ua 6BAar npaBeHI4

6elexru, AoIIbnHeHI{ fl l4Itr4 H3MeHeHuq.

vI. B 3 AI,IMOAEII C TBUE C IIO T PE EI4TE JII'IT E HA y C JIyf I4

Iq^t.Zl.lll o6ulnna Lllyuen flppreMa rrucNreHo I.InH ycrHo noAaAeHIr I'{cKaHrIq 3a I43.IIaBaHe Ha

r.rHAHBHAyaJreH aAMr,rHHCTparHBeH aKT 868 Bp63Ka C I',I3BbpIxBaHI4re aAMHHI',ICTpaTktBHV ycnyfl,

c.,uracHo ,ar.29 or AIIK. 3u y"rroro HcKaHe perr{crparopnre r43AaBar flporoxon /flpunoxeHue Ns

1t.
t\l llpel, o6uruHa tlll,rvleir uorpe6ureJrr{Te Ha aAMI{HI4CrparI4BHI'I ycnytu ce npeAcraBJlsBar Iio

3aKoH H rro rrbrrHoMorrlue no pe,[a Ha fpaxaaHcKl'Iq npouecyaneH KoAeKc, Karo Morar Aa ce

npeAcraBnsBar r{ or Apyfr.r fpaxAaHr.r r,rJrr,r opfaHr3a:Jj/lpl c nucMeHo IIbJIHOMOIUHO C HOTapVanHa

3aBepKa Ha noAIII4Ca.

/3/ flucrvreru,rre HcKaHprx (nxlrcvureJrHo )Kar6vr, nporecrl,I, cpIlHaJrI'I 14 npeAnoxeaut), [pl{errr

or cnyxr.rreJrgTe B 3BeHara 3a atrMulvrcrparuBHo o6clyxnane, ce perl4crpl{par IIo o6IIIuq peA,

c:bfJracHo tr4HCrpyruuq 3a AenoBoAHara .qefiHocr r.r r{3noJl3BaHero Ha eneKTpoHHara cucreMa 3a

perr4crpauus, cKaHupaHe ra KoHTpon Ha AoKyMeHroo6opora g O6uuHa lllyr"reu u YcrpoficrBeHl4'I

upaBr4nHr4K na o6uluncKaTa aAMHHHCTpaUuq ua o6uluna [Iyueu.
l4l LlcxasuflTa, BHeceH[r ycrHo, ce orpa3f,Bar B rlporoKoJl, I]oAnI4caH or 3aflBI4TeJIf, I4 or

An6xHocrHoro Jrr.rue, Koero ro e cbcraBl{Jro I,I ce perl4crpnpar IIo o6uuq peA, ctulacno'{r.29, an'5

or AllK, I4ucrpyxUuq 3a AenoBoAHara Aefinocr pI I{3IIoJI3BaHero Ha eneKTpoHHaTa cl{creMa 3a

perr4crparllrs, cKaHr4paHe H KoHTpon Ha AoKyMeHroo6opora e O6uuHa [lyueu u YcrpoficrBeHrlc

rrpaBr.rnHnK sa o6rquscKara aAMI'IHucrpauHq sa o6ulusa lllltleu.
l5l flarara Ha 3anoqBaHe Ha npoH3BoAcrBoro rlo LI3BbprxBaHe Ha aAMI4HHcrparI.IBHara ycnyra e

Aarara Ha floclbnBaHe Ha I4cKaHero e O6uuHa [IyrueH.
161 3a HcKaHr{flTa, rroAaAeHr{ rro floulara, BKJIroqrITenHo no eneKTpoHHarav no Qaxc B I,I3B6H

pa6orHo Bpel\ite, cpoKoBere 3a B3eMaHe Ha perueHl,Ie or a.[MIaHHcrparlIBHHs oplaH 3allorlBar Aa ce

6porr or cneABarllur pa6oreH 4en.
9,'r.23. lll O6ulrlna lllyneH H3rrbJrHsBa aAMprHlacrparl4BHure ycnyrl{ B HopMarI4BHo

onpeAeneHure cpoKoBe, nocoqeHu s HAPEAEA 3a olpeAerqHero vI aAMlrHl4crpltpaHero Ha

MecrHr.rre raKcr{ u ueHH Ha ycnyru Ha replITopvflTa Ha O6rquHa IIIyuen, nprlera or O6ruuncru
cbBer lUyuen.
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l2l 3awtauaHero Ha AsnxuMr{Te TaKcv 14 \e',Hu Ha ycnyru oT KJIpIeHTI',ITe, ce I43BbpIIrBa

cr,fnacHo HAPEAEA 3a onpeAenf,Hero r{ aAMr4Hl4crp}rpaHero Ha MecrHI'ITe TaKcIl }r ueHI{ Ha ycnyru

Ha repplTopt4flTaHaO6utuna Lllylreu, npaeTa or O6UrlscKH cbBer [IyrueH'
-tl'lt.i4. 

llpn pa6ora c KJrr4eHTrd cnyxurelr[re or 3BeHara 3a aAMHHI4crparI'IBHo o6clyxnaue

cna3Bar HopMarLrBH vre u BtTperxHI,ITe craHAapru Ha o6cnyxBaHe, BbBeAeHI4 n O6utraHa [Iyruen c

Xaprara Ha KrrrreHTa, Erurueu KoAeKC U HaptvnuKa IIO KaqeCTBOTO I'I npoIIeAypI4Te IIO CIICTeMa 3a

ynpaBneHlle Ha Kar{ecrnoro 1SO 9001:2008,15O14001:2004, OHSAS 18001:2007 '
rl.rr.25. /1/ O6ufuna Illyrnren cb3AaBa, noAAbpxa pI pa3BI4Ba pa3nuqHl'I KaHaJIII :a o6paftra

Bp63Ka C KJII4eHTLITe:

l.noulescrcaKyrvrs 3a KoMeHTappr, floxBzuru, onJIaKBaH:ag,,:xar6v,3a c[IrHarI{ cpeuy KopynIII4q

unpr npe/InoxeHllq n I]I'IV ;

2. asrer:au Kaprl{ u ifopyrvrn B HHTepHer-crpaH[Iuara Ha O6rqptra lllyueu;

3. nontraaHe Ha Asxerna Kapra e I-ILIY;

l2l o6uurta lllytren npoyrrBa H r{3MepBa yAoBneTBOpeHOCTTa Ha norpe6ureJlzTe He no-MaJIKO

oT ABa [16T14 lonHInHO.
l3l B pe3ynraT Ha non1nleHara, aHaJIvt3vpala pI KoHcynrupa*a uH(fopuaUufl' or o6paruara

Bpb3Ka r.r oT H3MepBaHeTo Ha yAoBnerBopeHocTTa Ha noTpe6urelure ce [peAnpl{eMar Aeficreuq sa

no4o6preane Ha aAMr.{HrrcrparuBHoro o6crryxnaHe. llorpe6ureJII'ITe, HerIpaBpIreJIcrBeHI'ITe

opraHr43aurlr4 Ha rpaxAaHr4Te u 6uzueca u o6uecrBeHocrra ce yBeAoMflBar 3a flpeAr[prlerl'ITe

Aeficreuq pI 3a pe3ynrarl4Te or rrx.

vII. OP|AHI,I3AUI4TI HA
CTIA3BAHE HA CPOKOBETE

KOHTPOJIA IIO II3TIbJIHEHI{ETO VI fIO

r{t.26. KoHrpolHara Aefinocr BBB Bpr,3Ka C H3BbpIIrBaHero Ha aAMI4HHCrparI{BHI',I ycnyru

o6xsaua npoBepKa 3a TorrHo crra3BaHe Ha olpeAeneHllTe CpOKOBe H KarlecTBoro Ha npeAocTaBqHplTe

ycnyrl4.
I{t.27. lll KoHrponrr ce ocbllecTBqBa Or p:LKOBO.[uTerq, pe3onl4pan AoKyMeHTa Ha

CJTCAHI.ITE HI4BA:

l.Krvrer;
2. 3artecrsuK-KMeroBe;
3.Cerperap na O6ruunara;
4. flupexropr Ha AIzpeKIrI'Iil, Har{iulHHIrI'I Ha orAenI'I.

l2l KourpoJr Moxe Aa ce ocbulecrBf,Ba I4 or crpaHa Ha KJII'IeHTI'ITe - Qv:uvecxu u

rop[AurrecKr4 Jrr{ua, [ocpeAcTBoM AenoBo.qHa cnpaBKa 3a AB]IXeHITeTO Ha npenHcKaTa I'IM B

AenoBoAHara ene1TpoHHa cr.rcreMa rrpe3 I{HTepHer LIJIIT nuqHo n I]I,IY, a c'btuo I4 r{pe3 rIoAaBaHe Ha

xan6a ro orHorrreHr.{e KaqecrBoro Ha r43BbpIIrBaHI{Te aAMHHI,Icrpar[IBHI{ ycnyrH.
rlr.30. /1/ CpoxOneTe 3a rr3nbJrHeHHe ca onpeAeJreHlr B caMI{rI AoKyMeHT, c pe3onloUvrfl vnv

rrporr3Tr{qar or HopMarI{BeH aKT.

l2l Korarc c HopMarr,rBeH AoKyMeHT r{Jr}r c pe3oftounfl He e olpeAeneH cpoK 3a Ir3IIbJIHeHIre,

3alaqara ce pr3nbnHqBa B ceAeMAHeBeH cpoK or lututa na ueftsoro Bb3JIaraHe.

/3/ Cpox:sr 3a pr3BtprnBaHe Ha aAMr.rHr4crparl4BHa ycnyra Ha rpaxAauu e cto6pa:no AflK,
ocBeH aKo B HopMaTHBeH aKT He e ycraHoBeH .Ilpyf cpoK.

l4l llpu B63HHKBaHe sa o6errusFru o6crof,reJlcrBa, Bb3npelqrcrBalrlu Ir3IIbJIHeHHero B cpoK,

Kotaro rofi se e HopMarHBHo olpeAeJreH, pe3onupalluqr Moxe .(a ro y,[Bnxu, Karo roBa ce

oTpa3qBa B AenoBo,(HaTa eneKTpoHHa cI{cTeMa.
IL.r.28. BCH.{xu AeftuOCrn nO AOKyMeHTrrTe, OT peu{CTpauprcTa AO npeAaBaHeTO r.rM 3a

apxr4Br4paHe, ca cbtJracHo Hacroqr{r.rre [paBl4na, IrlHcrpyxqul 3a AeJIoBoAHara Aefisocr pr

H3rroJT3BaHeTO Ha eJreKTpoHHaTa cHcTeMa 3a pefucTpauuq, cKaHI4paHe v KoHTpon Ha

AoKyNreHroo6opora s O6uzHa [lyven h Ycrpoftcrnenux npaBLInHI4K Ha o6uuncrara
aAMr4Hr4crp a\vfl. Ha O6ruzsa [I1tren.
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ЗАКЛЮЧИТЕЛНИ РАЗПОРЕДБИ 

 
§1. /1/ Технологичните карти на процесите се изготвят от служители с непосредственото 

участие и контрол на ръководителите на съответните структурните звена, а Регистърът на 
услугите се утвърждава от секретаря на Общината. 

/2/ Технологичните карти на процесите са неразделна част от настоящите Правила и 
Интегрираната система за управление, внедрена в Община Шумен. 

§2. Технологичните карти на процесите се въвеждат в електронната система за 
регистрация и контрол на документооборота за повишаване надеждността на контрола върху 
качеството и сроковете в административното обслужване чрез автоматизирането му.  

§3. Ръководителите и служителите в общинска администрация са длъжни да познават и 
спазват разпоредбите на настоящите правила. 

§4. Контролът по спазване на вътрешните правила за организация на административното 
обслужване се осъществява от секретаря на Общината. 

§5. Настоящите правила влизат в сила от датата утвърждаването им в деловодната 
електронна система „ИМЕОН“. 

 

 

 

 

 

15.05.2016 година 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 
 
 



Ilprano>xenrze J\q 1

[uec

ilPOTOKOJI

, cryxurelf,T HA

B
AJT6)KHOCT

O6ulpt na f[ytleu, AI4PeKuI4f, OTACJI

Ha ocnoeaHr.re r{r. 29, ut. 5 AIIK ct,craBr{ To3I,I ilporoKoJl B yBepeHze Ha roBa, qe 3aqBl'ITerqr

, c rlocroflHeH I'IJrI4 HaCTOsIq a,Upec: rp'/c.

, yn. (x.r.) TEJI.

Qarc , eJreKTpoHHa nolua

vcTHo 3AflBLl HCKaHe 3a:

3aqsurerqr flpunara cJIeAHHTe AoKyMeHTIT:

3aRerarerqr v3pa3v xeJraHr{ero cv v3llaTe*:nsr LrHIuBI,IAyi]neH aAMI{HI'IcrparuBeH arr Aa 6rAe

IIonyr{eH:
n qpe: nHueH3L{paH noIrIeHcKI'I oneparop Ha aApec:

KaTO.neKJraplrpa, qe notueHcKr,rTe pa3xoA]1I Ca 3a HeroBa cMeTKa, IIJIaTI{MI',I rIpU nonyqaBaHeTo My 3a

B6rperxHr{ rroxleHcKr4 nparKg, r4 e ctrJraceH AoKyMeHTHTe la 6tlat npeHacflHl4 :a cnyxe6ru qenl4.

VIH lusu lyaJIH H rIT aAM LIHLI crparl'IBeH aKT .IIa 6r4e u:npareu :

! xaro BT,rperxHa npenopbqaHa rloueHcKa nparKa

[] rcaro BtTpeIxHa Kypl{epcKa nparKa
[-r xaro MexAyHapo.uHa fiperopbrraHa rIoIIIeHcKa flparKa

tl IIu.{Ho or 3BeHoro 3a aAMI,IHI,IcrparI{BHo o6clyxnaue
[] IIo ererrpoHeH 116T Ha eneKrpoHHa noura.

[rsxuocrHo JIIrue:
(no.unuc)

3assurer:
(noanuc)
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