YTBBpaANI:

IIpencenares Ha
(raumenosanue na cvoa)

(umena Ha npedcedamens HA CbOQ)

JIBKHOCTHA XAPAKTEPUCTUKA

3a JJIBb>KHOCTTAa

Cbae0eH apxuBap

l. AI[MI/IHI/ICTpaTI/IBHH JaHHU 32 NJIbKHOCTTA:

Cmpykmypa (36eHo, omoez,
omoenenue, ciyxicoa)

Creunanusupana aMUHUCTPALUSL
cinyxoa ,,ApxuB‘

ﬂ]l’b.?fCHOCﬂ’l Cb2/1ACHO WamHo

Cbaeden apxuBap

pasnucauue
Koo no HKIIJI: 4415 3002
H3uckeanus 3a 3aemanama CernacHo wusuckBanuata Ha 3CB wu IlpaBunHuka 3a
ONbIAHCHOCT aQIMUHUCTpPAIUATA B CHAMINIIATA.

Kanaumature cnexnBa na  OTroBapsAT Ha  MHUHMMAJIHUTE

U3MCKBAHUA 3a CTENEH Ha 3aBbpIICHO OOpa3oBaHME, pPaHT U
npogecroHalleH OIMUT, KaKTO U Ha clelu(UIHUTE U3UCKBAHMS,

npeaABUACHNU B aKTOB€ 3a 3a€MaHC Ha

CbOTBETHATA MJIIBXKHOCT.

HOPMAaTUBHUTC

Il. ®YHKIIHOHAIHOCT HA

AJIBKHOCTTA:

11.1. Ocnosnu pynxkyuu

OcurypsiBa ChbXpaHSIBAaHETO Ha BCHUYKH CBBPIICHU JeTa,
JIETIOBOAHU KHUTHM M BCHYKU JPYrd JOKYMEHTH, Ch3/IaBaHU B
pe3yJITaT Ha JIEMHOCTTa U BBB BPB3Ka C OCHIIECTBIBAHETO Ha

(GyHKIMUTE HAa CTPYKTYPHUTE 3BEHA Ha ChA.

11.2. Ocrosuu onvorcnocmuu
3A0BIHCEHU

1. npuema ot ciyx6a ,,CbaeOHO NeNTOBOJACTBO" CBBPIICHUTE
Ipe3 MpeAxojHaTa IoJUHA Jiela U MPHUKIIOYEHUTE JEeTOBOAHU
KHHTH,

2. mpuemMa W CbhXpaHsABa MNPUKIIOYWINTE HOMEHKJIATYPHU
KaHIEIapCKu Jena, oOpa3yBaHM OT JEWHOCTTa Ha oOmaTta
aJIMMHHCTpALIUS;

3. BOJW apXMBHATa KHUTa;

4. BnucBa HeoOxonuMmara HH(popMaIus (apXUBHU HOMEpa U
JlaTy) B aBTOMaTU3MpaHaTa JIeJIoBOIHA ITporpama.

5. oTroBapsl 3a CBhXpaHSBAaHETO Ha IMpeNaJCHUTE Jena U
JOKYMEHTH;

6. M3BBPIIIBA BCHYKU BUAOBE CIIPABKH TI0 MPEIaJCHUTE JIeia,

KHUTHU U JOKYMCHTH,




7. u3mpalia Mno pasnopexaaHe Ha Cbhlla apXUBUpPAHUTE Jena
Ha IpyTU OpPTaHU U CJIEJU 32 CPOUYHOTO UM BPBLIAHE;

8. oTroBaps 3a CBXpaHSBAHETO Ha JIOKYMEHTUTE CIEJ
M3THUYAaHE HAa CPOKA 33 ChXPaHSIBaHE Ha JIENaTa;

9. uW3BBpIIBA MpETJCKIAHE W YHHINOKAaBaHE Ha Jenara ¢
M3TEKBJ CPOK Ha CbXpaHEHHUE CJie]] YTBbP)K/IaBaHE Ha akKT,
M3TOTBEH OT KOMHCHS, Ha3Hau€Ha CbC 3aloBe]  Ha
aJIMMHHUCTPATUBHUS PHKOBOJIUTEIT,

10. yuacTBa B eKkcrepTH3aTa Ha LICHHOCTTA Ha JJOKYMEHTHUTE B
ChIa;

11. noxarotBs W mpedaBa JOKYMEHTH B TepUTOpHAJIHATA
TupeKuus ,,ApxuB";

12. npu Bcska mnpoMsiHA Ha MECTOHAXOXKICHHETO Ha
ApXUBUPAHHUTE JieJla TIPaBH CHOTBETHOTO OTOCNS3BAaHE B
JeficTBaIaTa AeI0BOAHO-UH(POPMAIIMOHHA CUCTEMA Ha CH/IA;

13. nmoknazBa TMOCTHIMIMTE MOJOM 3a U3JaBaHe Ha
W3MBJIHUTENHU JIMCTOBE, 3aBEPEHU MPENUCH OT ChIACOHU aKTOBE
Y TIPOTOKOJIH 110 apXUBUPAHU JIeNIa;

14. wu3BBpHIBA LAJIOCTHATA AJMHUHHCTPATHUBHO-IEIOBOIHA
o0paboTKa MO apXWMBHUpAHH JeNia, B TOBAa YHUCIIO: M3/laBaHE Ha
MPENUCH OT JIOKYMEHTH, U3ITbIIHUTEIHH JIUCTOBE U JIp.;

15. Opranusupa ¥ MNOAAbpPKA APXUBHOTO IOMEIICHUE W
0CBOOOXaBa MSICTO 32 HOBH JIEJIa;

16. u3BBpIIBA U IPYTH JACHHOCTH, BH3JIOKEHU OT ChACOHUS
aJIMMHHUCTPATOP/aIMUHUACTPATUBHHUS CeKpeTap u oT
npejceaarens Ha ChAa, CBbP3aHU C MpEJaJICHUTE B chykOaTa
Jena U TOKYMEHTH.

11.3. Ocnosnu
0mM208OPHOCIU, NPUCHUU 3d
ONbAHCHOCIIMA

1. Hocu otroBopHoct mo cmna3BaHeto Ha Cucremure 3a
(UHAHCOBO  yIpaBJ€HHME W KOHTPOJI U  JOKYMEHTHTE,
periaamMeHTHpaIiy JeiHOCTTa Ha ChAa;

2. OrnuuHM yMeHWS W TIO3HAHUS TI0  TpHUEMaHe,
MOJIPEXKJIaHE M ChbXpaHsSBaHE Ha CIyXeOHa NOKyMEHTalus, IO
paboTa ¢ ToKyMeHTo0oOpaboTBaIla KOMIIOTEPHA IPOrpama.

3. Hocu oTroBOpHOCT 32 COOCTBEHUTE CH PE3YNITaTH, KAaKTO
U Ha Te3H OT JIefHOCTTa Ha ChOTBETHATA CIYXk0a;

4. Hocu OTrOBOPHOCT 32 TOYHOTO U KAYECTBEHO U3ITBJIHEHHUE
Ha YTBBPJIEHUTE C HACTOAILIATa JIbKHOCTHA XapaKTEPUCTHKA
3aJa4H;

5. Hocu otroBopHocT 3a mojyueHaTa M IpeHACSHa
JIOKyMEHTaIUs;

6. Hocu oTroBOpHOCT 3a oma3BaHe Ha MOJyueHaTa ciyxeOHa
uHpopMalus, KakTo M 3a cna3BaHe Ha ETHYHUS KOJEKC Ha
CHJICOHUTE CITYKUTEIH;

7. Hocu OTroBOpHOCT 3a aJMUHHUCTPATUBHU TPOIYCKH W
HapYyIICHUs, Ch3/1aBall MIPEANOCTABKU 3a KOPYIIUS, U3MAMU U
HEPETHOCTH.

I1.4. Opeanusayuonnu

JUrekHOCTTa cbhAeOeH apxuBap € u3MbJHUTENCKa. Ha Tasm




6PB3KU U 63AUMOOMHOUEHUA

JUTBKHOCT JIMLETO HOCH OTIOBOPHOCT 3a COOCTBEHHUTE CHU
pesyntati. CpIeOHUAT apxuBap € TMPSKO MOJAYMHEH Ha
PBKOBOJIUTENA Ha cimyx0a »APXUB ChACOHUS
aJIMUHUCTPATOP/aIMAHUCTPATUBHUS cekperap u
aAMUHUCTPATUBHUS  pbKoBoauTeN. Vima  HemocpeicTBEeHU
B3aMMOOTHOIIICHUSI ChC CHICOHUTE CIY’)KUTENH U chauute. Mma
BBTPCIIHU W BBHIIHH MPO(ECHOHATHN KOHTAaKTH C OpPTraHdu U
OpraHM3allid B Kpbra Ha W3MbIHSABAHUTE (DYHKIMOHAITHU
3aJIbJKEHHUSL.

11.5. Huso na oocmwn 0o
ungopmayuonnama
cucmema 6 cvod

Mentora: Apxuap, CnpaBku, Kuuru

O YHKINH:
CripaBk# 3a jiefia OT ISJI0TO OT/JEICHHE
[Ipenocrapsine/BpblIaHe
[IpomsiHa Ha mapameTpure 3a reyar
ApxuBHUpaHE Ha AEII0
BrncBane Ha BeIIECTBEHO J0Ka3aTeICTBO
VYHuIoxxaBaHne Ha J1eJ0
CripaBku 3a HEHAINMCaHU ChACOHU aKTOBE
CrpaBku 3a ie7ia OT BCUUKU OT/IEJIECHUS

I1l. YcnoBusi Ha TpyA:

I11.1. Pabomno epeme u
NOYUBKU

I11.2. Onucanue na
bumosume npuooOUSKU u
npueuiecuu

1VV. PaGorHa 3anJara:

IV.1. 3annawane na mpyoa

Crriacao Knacudukatopa Ha JTB)KHOCTUTE B aIMUHHCTPAIUATA
Ha CHAWINIIATA.

IV.2. [Jonvanumennu
Bb3HACPANHCOCHUS

Panr u 3a npua06UT TPYJIOB CTAXK U NPOPECUOHAIEH OIHUT.

C'bIleﬁﬂl/ITe CIY/KUTECJIN Ca MJIbKHM [Ja II03HABaT H Clla3BaT HOPMATHBHHUTEC H

BbTPCIHIHUTEC AaKTOB€, CBDLP3aHH ¢ M3NLBJHCHHME Ha MJIbKHOCTTA, IMDpaBHJaTa 3a

3APaBOCJIOBHA H 0e3omacHu yYciaoBusa Ha TPpya H NpaBujgaTa 3a JUYIHA MOYTECHOCT H

l'lpO(l)eCI/IOHa.]'IHa €THKA, pCrJiaMEHTHPAHU B ETnynus Kogexc Ha C'l)IleﬁHl/ITe CIIY/KUTECJIN.

Hacrosiimmata AJbKHOCTHA XapakTepucruka ¢ c1>06pa3eﬂa C HpaBHJ’lHl’IKa 3a

aIMHUHUCTPALMATA B CHAMJIMINATA, KATO CHIIATA MOXKe /1a 0bJe U3MEHSIHA M J0IbJBAHA

Inpu NMPpOMEHM B HM3UCKBAHUATA H 3AABKCHUATA, MPOU3THYAIIM OT HOPMATHBHM HJIH

CTPYKTYPHHU IIPOMEHH.

3amo3HaT/3amo3Hara CbM C JJIB)KHOCTHATA XapaKTCPUCTUKA U MU € BPBUCH CK3CMILIAP OT HEA.

JlaTa: ..o
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