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AIABDBXHOCTHA XAPAKTEPHCTHKA
34 JITBKHOCTTA

“"ChbJAEBEH APXUBAP*
ko1 mo HIIK 4415 3002

I.A3ucKBaHusd HA 32eMAaHATA AT BKHOCT

3a mexkHOcTTa ChACOCH apXUBap Ce Ha3HAYaBa JIMIIE, KOETO:

€ OBJATapCKU rpaXkJIaHNH;

€ HaBbPILIUJIO ITBIHOJIETHUE;

HE € IOCTABEHO M0/ 3aIPEIICHHE;

HE € OCHXKJaHO 332 YMUIIJIEHO IPECTHIUIEHNE OT OO XapaKTep;

HE € JINIIEHO 110 ChOTBETEH PeJl OT MIPABOTO J1a 3a€Ma TAKaBa JUIbXHOCT;
OTTOBapsl Ha M3UCKBAHUATA 33 3a€MAHE Ha JUIBKHOCTTA, MPEIBUICHU B

YV VVVYVYY

HOpMaTUBHUTE akToBe, B [lpaBuiHHWKAa 3a aAMHUHHCTpAIUsITa B
cpamnmaTa, B Knacudukaropa no ui. 341, an. 1 3CB u B Jurb’kHOCTHaTa
XapaKTePUCTHKA 33 CbOTBETHATA THKHOCT;

»[IputekaBa OTIMYHM KOMIIOTBPHU /KOMYHMKATHUBHH/, OpTaHU3al[MOHHU
YMEHHUS U JIUYHU Ka4eCTBa;

»[IpurexaBa MO3HAHUS 1O OOIIM JIEIOBOJHU TEXHUKU, ChBPEMEHHU OQUC
npouenypu, padota CbC CTaHZAPTHO OQGHUC OOOpyABaHE, OTIUYHH
MO3HAHMSI 110 CTUJIMCTHKA, PABOIKC, IPaMaTHKa,;

» [lputexxaBa 1o0Opu yMeHHs 3a paboTa ¢ TpakJaH! U B €KHII.

I1.OcHoBHU (pYHKIIMH

CpaeOHUAT apXuBap OCHUTYpPsiBa ChXPaHSIBAHETO HAa BCHUYKH CBBLPIICHU
JieJia, AEJOBOJHU KHUTH U BCUYKHU JIPYTY JOKYMEHTH, Ch3/IaBaHU B pE3yJTaT Ha
JIEHHOCTTa W BBHB BPH3Ka C OCBHIIECTBIBAHETO HA (PYHKIIMUTE HA CTPYKTYPHUTE
3BE€HA Ha Ch/aA.

Ha cpneOnust apxuBap € BB3J0KeHa paborara c ,,bopo chaumoct™ -
W3naBa cBUIETENCTBA U CIPABKH 32 CHAUMOCT, KJacHpa MOJydeHUTE OIOICTUHU
3a CBAMMOCT W TPOMEHH B CTaTyca Ha OCHACHHM JHUIlAa. BbBeXkaa MaHHUTE
€JIEKTpOHHAaTa cucrtema Ha "bropo cpaumoct".



I1.OCHOBHM NI BKHOCTHH 3 bJKCHUA

o [Ipuema or ChbueOHUTE NETOBOAUTENTU CBBPIICHUTE MpPE3 MPEaXoHaTa
roJinHa nena U MPUKITIOYECHUTE JIEJI0BOJTHU KHUTY;

e Ilpuema U cbXpaHsABa MNPUKIIOYWINTE HOMEHKJIATYpPHHU KaHIICIIAPCKU
nena, oOpa3yBaHM OT JEWHOCTTa Ha oOmara aJAMHHHUCTPAIHS
U OTTOBaps 32 ChbXPaHSIBAHETO UM;

e II3BBbpIIBa BCHUYKM BHUJOBE CHPABKUA MO MPEAAJCHUTE apXUBHU Jela,
KHUTH U JIOKYMEHTH, BKJI. U3/]JaBaHE Ha MIPEIUCH.

e Jlpuema cBBpIIEHUTE NpeE3 TEKyllaTa rOAUHA JI€JIa B ApXMBa HAW-KBCHO
10 Kpas Ha IOHM CJIe/iBalllaTa TOJWHA, HE II0-PAHO OT JBa Meceua OT
CBBPILIBAHETO HMM HIM B CPOK, OIPEACIEH OT aJMUHUCTPATUBHUSA
pBKOBOIMTEN. B chlusa Cpok Ipuema Jenara, 10 KOUTO € JOIlycHaTa
nenbaTa, ako HE ca BHECEHU Pa3HOCKH 3a eKCIiepTH3a BbB BTOpa (aza u
JOKJIa/iBa IIPY BHACSHE HA TE3U Pa3HOCKHU.

e l3mpama mo pasmopexgaHe Ha CbAA APXUBHPAHUTE Jeja Ha JPYru
opraHu u cienu 3a CPOYHOTO UM BPBIILAHE;

e lI3BBpIIBa NperiexaaHe U YHUILOKABAHE HA JiejlaTa C U3TEKbJI CPOK Ha
CbXpAaHEHUE CJeJ YTBBPXKAABAHE HAa AaKT, H3TOTBEH OT KOMUCHS,
Ha3HAa4Y€Ha ChC 3al0BE] HA IMUHHUCTPATUBHUS PHKOBOJUTEI,

e Jloarorss u npenaBa TOKYMEHTH B TEpUTOpHAIHATA AUPEKUINs "ApXuB";

e Ha BcsAko apXMBHO J€J0 cjlara apXWBEH HOMEp M HOMEp Ha Bpb3KaTa.
Or06ensizBa B omucHaTa KHUTA MOJI KOM MOpPEIEH HOMEpP Ha apXUBHATA
KHUTA € MPeJIaJICHO IeJIOTO B apXUBa;

e Ha Bcsika Bpb3Ka ChC CBBPIICHHU Jeja MOCTaBs CTUKEpP C O3HAYEHHUE Ha
HOMEpa Ha Bpb3KaTa U apXUBHUTE HOMEpA Ha JieJlaTa, KOUTO CE€ ChAbpKaT
B Hed.

e Ha MACTOTO Ha H3BaJAEHOTO JEJIO CE€ NOCTaBs KapTOH, HAa KOWTO ce
O3HavaBa KbJIe CE HAMUPA;

L BOI[I/I JHEBHUK 3a U3BAACHUTEC OT apXUBa Ae€J1a,
L4 HpHeMa 3asBJICHUSA, U3aBa CBUACTCIICTBA U CIIPABKH 3a CbANMOCT,

o [logabpxka W ChXpaHsBa KapTOTEKU Ha OIOJETHHUTE 3a CHIMMOCT Ha
OCBJICHUTE JIMIIA HA XapTHUEH HOCUTEN U B €JIEKTPOHEH apXUB;

e Perucrpupa OroneTHHUTE 32 CHANMOCT Ha JHIATa, POJICHA B paiioHa Ha
PC ITaBnukenu u 0OCTOSTENCTBA 3a MPOMEHHU B CTaTyca Ha TE3H JIMLA MPU
NOJIyYaBaHE Ha JOKYMEHTHU, KOETO I'O YAOCTOBEPSBAT;

e l3mbiHsBa JAPYrd 3aIbJDKCHHUS, BB3JIOKCHH OT aJMHHHACTPATHBHHUS
CeKpeTap U mpejceaaress Ha Ch/a.



ObIIIN 3AABJDKEHUA HA CbAEBHU A CITY KUTEJI

CpaeOHUAT CITy’)KUTEN € JUThKEH J1a OpTaHu3Hpa U U3IIbJIHABA TPYAOBUTE
CH 3aJbJDKCHHS Taka, Y€ Ja He BB3MPEMATCTBA WM 3aTpyIHSIBA MO
KaKBaTo U Aa € (oopMa paboTara Ha CHIUUTE U OCTAHATIUTE CITY>KUTEIH;
[Tpu paboTa ¢ KIMEHTH U aJBOKATH, Cla3Ba J0OBpP TOH, AbPKHU CE YUTUBO
U JI00E€3HO, pa3sCHsABA peAa 3a YJOBJIECTBOPSIBAHE HAa HCKAHMITA UM,
HAco4yBa KbM JAPYTU CIYKHUTEIN WIH ChAWINIIA, KOraTO MOJIOUTE HE ca OT
komrneTeHTHOCTTa Ha [IPC, nmaBa wuH(pOpMaIus Mo OTHpPaBEeHUTE WM
3alUTBAaHUA, I[IOCOYBA BPEMETO, B pAMKUTE HA KOETO IIe Obie
YAOBJIETBOPEHA MOJIOATA UM;

CpaeOHUAT CIyXUTEN € JUThKEH Ja crma3Ba paboTHOTO BpeMe M Jia To
U3I10J13Ba 32 U3II'BJIHEHUE Ha CIYKEOHUTE CU 3abJIKCHMUS;

He ce pomyckar pasmnpocTpaHsBaHE HAa KOMEHTapu M CBEJIEHUS,
MPEACTABIISIBAIIM CITy>)KEOHA TallHa;

[Ipn m3mbIHEHNE HA BB3IOKEHUTE 3a/la4d HE C€ JOIMycKa 3aKbCHEHUS,
3a0aBsHE WIN JPYTU OTKIOHEHUS;

JITbKeH e BeqHara Ja yBEJOMH IMPEKUs CH PBKOBOAUTEN 3a MPoOIeMuU
IpU U3MTBIHEHUE HA TOCTaBEHUTE 33/1a4U;

CnyxuTenar € JAIbKEeH BelHara Ja YBEJOMH AJMHMHUCTPATUBHUS
PBKOBOJMTEIN 3a BCUUKM HapymeHus Ha Kozxexkca Ha Tpyna, 3akoHa 3a
chacOHaTa Biact, IlpaBunHuka 3a cbaeOHaTa  aJIMHHUCTpAIus,
BBTPEITHUTE MPaBUIIA, 3aMIOBEAN Ha pabOTONATENsI, KOUTO € YCTAaHOBUI B
npoleca Ha cBosiTa paboTa;

VYBenomsiBa AIMUHUCTPATUBHUS CEKpeTap 3a NMPOMEHU B aJpecHara CH
peructpanus, TeiledOHHHS CH HOMEp, MPOMsiHA B oOpa3oBaTelHaTa
cTeneH, npodecroHanHaTa KBald(uKanus, MoidyyaBaHe Ha cepTU(dUKAT
no oOpa3oBarenHa / KBalu(puKaMOHHA/ Tporpama WM Kypc, KaTo
MPE/ICTaBU ChOTBETHUTE 32 TOBA JOKYMEHTH;

VYyacTBa B 00y4eHHETO Ha HOBU CITYKUTENH;

[Ipu moBpexnaHe, 3aryoOBaHe MM M34Ye€3BaHE Ha JIOKYMEHTH He3a0aBHO
yBEeIOMsIBa AJIMUHUCTPATUBHUS CEKpeTap;

EdexTuBHO wM3moi3BaHe W MO TpeIHAa3HA4YCHHE OOOpYyIBaHETO U
MaTepHaJINTE, IPEIOCTABCHU 32 M3IIBIHCHHUE HA JITHKHOCTTA;

SBsBa ce Ha paboTa B JOOBP M MOAXOMAII 32 M3IIBIHCHUEC HA TPYJIOBHTE
CU 3aJbJDKCHUS] BHHIIEH BUJ WM HOCH CIyX)eOeH 0apk, BBPXYy KOWUTO €
oT0OemnsA3aH0 UMETO U 3aeMaHaTa JUTbKHOCT;

[Ipyn W3NBIIHEHHE Ha CIOY)KEOHWUTE CH 33bJDKCHHS C€ JISTUTUMHpPA ChC
ciyxe0Ha KapTa ¢ 0003HAYeHH TPUTE UMEHA U JITHKHOCT;



[Ipu HEOOXOOUMOCT HW3IBJIHSBA CIY)KCOHUTE 3aIbKCHUS W W3BBH
paboTHO BpeMe;

CnasBa npaBuJaTa 3a padota ¢ 1uyHu ganau mno 33J1/1.

Crnenu 3a TEXHMYECKOTO CHCTOSIHUME Ha MOJI3BaHaTa TEXHUKA U OTTrOBaps
3a HAJIMYHOCTTA HA KOHCYMAaTHUBHU KaTo JOKJaJBa MpU HyXAa OT
3aKyIyBaHE WJIM PEMOHT;

IV. Otrosopuocru

HpH HU3IIBJIHCHUC Ha 3aIbJUKCHUATA CM HOCH OTTOBOPHOCT 3a:

To4HO, CPOYHO U KaUYECTBEHO U3ITBJIHEHUE HA YTBHPACHUTE C HACTOSIIATA
JUTHKHOCTHA XapaKTEPUCTUKA 3aIbIIKEHUS;

[IpaBmIHO BOJEHE HA BCHUYKM KHUTHM, BMEHEHU B 3aJIb/DKCHUE Ha
ChI€OHUS apXHUBap;

Ona3BaHe Ha MOJy4YyeHaTa CIy)XeOHa JOKYMEHTAlUs U MOBEPEHOTO MY
MMYIIECTBO;

OnasBaHe Ha clly>)keOHa TaiiHa U JUYHUTE JJAHHU Ha TPaXKIaHUTE;
JucuumiiHapHa W HMMYIIECTBEHAa OTTOBOPHOCT IIPU HapyllaBaHE Ha
TpyJ0BaTa U TEXHOJOTMYHA JNUCIMIUIMHA, TIpaBUiIaTa 1o 0e30macHOCT Ha
TPpyZa, KaKTO U 3a MPUYUHEHU BPEIU Ha ChJa;

Cna3Bane IIpaBwiHuka 3a BbTpemIHUSA TpyAoB pex, lIpaBuiHuka 3a
chacOHaTa agmuuuctpanus, Hapen6a Ne8 na MII 3a neitHoctTa Ha ,,bropo
CBAMMOCT®, 3aMOBEAUTE HA AJMUHUCTPATUBHUS PBKOBOJMTEI, Kacaellu
JICUHOCTTA,

Hocu OTroBopHOCT 3a aJIMHHUCTPATUBHUTE MPONYCKA W HapYLICHHS
Ch3/1aBallly NPEANOCTABKH 332 KOPYIIHUS, U3MaMHU U HEPEIHOCTH;

V.Opraam3anmoHHu BPb3KH

JlmbxkHOCTTa ChAeOEH apXxuBap € M3MbiIHUTENcKa. ChaeOHUAT apXuBap €
IPSAKO IOJYMHEH Ha aJIMMHUCTPATUBHMS CEKpeTap W aIMUHHMCTPATUBHUS
pbKoBoguTeN. lMa HENmocpeACTBEHHM B3aUMOOTHOIICHUS CbC ChICOHUTE
CIY>)KUTEIM U pallOHHUTE ChIWU. VIMa BBTpEIIHM U BBHIIHU NPO(ECHOHATHU
KOHTAaKTU C OPraHU M OpraHU3allMi B Kpbra Ha U3MbIHSIBAHUTE (QYHKUIHMOHAIHU
3aIbIDKCHUS.

OOpa3zoBanne: MuHuUManHa CTENEH Ha 3aBbPIIEHO OOpa3oBaHUE -

CpEIHO.

IIpenopbunTesnen onut: /[Be roguHu o011 TPYAOB CTAK.
I'opecTosimu: aAMUHUCTPATUBEH CEKPETAp U MpEAceaaTeN Ha ChA.
IIpsAik ppbKOBOAMTEJI: AIMUHUCTPATUBEH CEKPETAP



HOJAYIIONITHCAHHUAT JJEKJIAPUPAM, YE CHM 3AIIO3HAT ChHC
CBABPKAHUETO HA JIIBJKHOCTHATA XAPAKTEPHUCTHUKA 34
3AEMAHE HA JJJIBJKHOCTTA "ChAEBEH APXUBAP" B PAMOHEH CBh/I-
HIABJINKEHU U CHM I1OJIVYUIT EK3EMITVIAP OT CBLIATA.
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3abenexcka: J[nvoxcnocmnama Xxapakmepucmuka ce aKmyaiusupa 6 Cayyai Ha
NPOMAHA HA UBUCKBAHUAMA KbM U38bpUGAHAmMa paboma, YmewvpOeHu om
Aomunucmpamusrus poKo8ooumes Ha cvbod.



