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Kannunature cneaBa  Ja  OTroBapAT Ha  MUHUMAaJIHUTE

W3HUCKBAHUA 3a CTENEH Ha 3aBbpIIEHO OOpa3oBaHME, paHl U
npogecroHalleH OIMUT, KaKTO U Ha clelu(UIHUTE U3UCKBAHMS,
NIPEIBUICHU HOPMaTUBHUTE aKTOBE 3a 3acMaHe

CbOTBETHATA MJIIBXKHOCT.

B Ha

Il. ®YHKIIHOHAIHOCT HA

AJIBKHOCTTA:

I1.1. Ocnosnu ¢hynkyuu

[ToxaroTes menara 3a pasriiekIaHe B ChICOHN 3aCeTaHus;
W3rotBs W mpuiaara KbM JIEIOTO MPOTOKOIH OT ChIACOHHTE
3aceqaHus;

Boau xopecnoHaeHIusATa 1O Jelata B M3IBIHCHUE HA
pasnopeKIaHUsATa Ha MPEJICeIaTels Ha Chla, 3aMECTHHUIIMTE Ha
npeacenaTens, PbKOBOACHIM KOJETHHUTE, TPEACEAaTeIuTe Ha
OTJENICHUS U ChIUUTE.

11.2. Ocnosuu onvorcnocmuu
300BJIHCEHUA

1. U3rotBs B 1em10BOAHO-UH(OPMAIIMOHHATA CHCTEMA MTHCMA,
CHOOIIEHUS U OOSBIICHUS B M3ITBIHCHUE HA PA3MOPEIKIAHUATA U
PE30JIIOIIUKUTE Ha TpEeAceaaTeNsl Ha Chlla, HA 3aMECTHULIUTE Ha
npejacenarens, pbKOBOJCIIN KOJETMUTE, Ha MpeAceaTenuTe Ha
OTJIEJICHUS MJIN Ha CHJIUUTE;

2. BwBexxga B enoBOJHO-WH(OpMAlMOHHATA CHUCTEMa
PE30IIOIHMHTE, Bb3 OCHOBA Ha KOUTO U3TOTBS MHCMa, CHOOIIEHUS
WA OOSIBIICHMS;

3. MHUsrorBas B

JIEIIOBOIHO-MH(OpPMAIIIOHHATa CcHUCTEMa

CIIMCBIMTEC Ha JHUIAaTa 3a MNPU30BABAHEC 11O HACPOUYCHUTE JCJIa,




oTIIeyaTBa ' ¥ I'M 3alIiBa KbM JIeJarTa;

4. TlpuzoBaBa cTtpaHuTe No TeledoHA B MPEIBHICHHUTE OT
3aKOHA ClIyYau;

5. Caenu 3a penoBHOTO NPU30BABaHE HA JIMLATA, KaTo
IIpOBEpsIBA IPU30BKUTE IO JielaTa Hal-MalKO YE€TUPHUHAIECET
IHU Tpeau ChAEOHOTO 3acelaHue, JOKJIaaBa HEpPEIOBHO
BPBUCHHUTE MPHU30BKH U W3BBHPIIBA HEOOXOAMMHUTE ACHUCTBUS 3a
PEIOBHOTO MPHU30BaBaHe HAa CTPAHUTE;

6. CpxpaHsiBa peJOBHO BPHUYCHHUTE IMPHU30BKH U TW IpUjiara
IO JieaTa mpeu ChbIeOHO 3aceaHue;

7. CbcraBs mpenu cbhAe0HO 3ace/laHre CIUCHK 3a pelia U Jaca
Ha pa3riexIaHe Ha Je1aTa;

8. OcurypsiBa HaJlMYUETO Ha BEIECTBEHHUTE JI0KA3aTEJICTBA
10 JiefiaTa Mpy MPOBEXJaHE HA ChACOHUTE 3aceIaHus;

9. Boau mnporokos B €NEKTPOHEH BHUJ B JeicTBallara
JIEJIOBOJIHA CUCTEMa MU MPOBEXKIaHE Ha ChAEOHO 3acefaHue U
aKTyanus3upa  BbpPXYy  HMHGOPMAlMOHHOTO  TabJo  mpex
3aceqaTenHaTa 3ajia CIHChKA C MPEACTOSIINTE 32 pasriekKIaHe
nena;

10. CbcTaBs IPOTOKOJIMTE OT ChICOHUTE 3aCCIaHMS;

11. OtpazsBa B neiicTBaliara JejJ0BOJHA CUCTEMA CTaTryca U
MECTOHAXOXKIACHUETO Ha Jenara, MpOMsSHATa Ha ChACOHHUTE
CbCTaBU U IPOKYPOPUTE, KOUTO y4acTBaT I10 JeJiaTa;

12. OmwmcBa pemara ciel TPOBEXKIAaHE HA ChICOHOTO
3aceaHNe B CPOYHATA KHUTA;

13. IlpencraBsa Ha mpejacenarens Ha ChACOHUS CBhCTaB 3a
MOANNCBAaHE IPOTOKOJIUTE IO JejlaTa Clell HU3TOTBSHETO H
OTIEYATBAHETO UM Ha XapTUEH HOCUTEN;

14. Wznpama Ha chauuTe-IOKIAAYUIM JejlaTa 3aeqHO C
MOJANUCAHUTE OT TMpejAcenaresss Ha ChCTaBa IPOTOKOIU IO
00sIBEHUTE 3a pelIaBaHe JIena;

15. N3rorBa cnuchIUTE 3a MPHU30BABAHE IO OTJIOKECHUTE
Jena, TPeAOoCTaBs THW Ha CbhIACOHUTE JEJIOBOAUTENN 3a
oTIIeYaTBaHe Ha MPHU30BKHM, aKO € HEOOXOAMMO, Cliel KOETO
npeaaBa OTI0XKEHHUTE JieJla CPelly MOANUC U 1aTa B aJIBOKATCKa
cTas;

16. OOGsBsiBa B JeNOBOJHO-WH(OpPMAIIMOHHATA CHCTEMaA
ChJICOHUTE NPOTOKOJIM B CPOK JO TPU JHHU cJejd JaraTa Ha
3aceJTaHUETO;

17. B 4eTupuHageCETIHEBEH CPOK OT OTJIaraHe Ha JeJIOTO
o0siBsIBA B JI€JIOBOJIHO-MH(OpPMAIIIOHHATa CHCTeMa JaTara Ha
CJICIBAILIOTO OTKPUTO ChAEOHO 3ace/laHue;

18. M3mpama cboOlieHHs Ha CTpaHMTE 3a YyKa3aHUATA Ha
ChJIa, JaJICHN B OTKPUTH U 3aKPUTH ChJICOHU 3acelaHus;

19. M3roTBst ynocToBepeHUs ciel Pe30NIONHs Ha ChAMUATA
JOKJIaJYUK 10 MOJOM 3a ChJAEOHM YAOCTOBEPEHUS, IMOCTaBs
BBPXY TSX IeYar clie]] MOJIUCBAHETO UM OT ChIUATA JOKIATUUK




W TH Tpwiara mo jenata 3a MpefaBaHe HA MOHCKAIUTE TH
CTpaHu;

20. Cneau mpoliecyajHUTE CPOKOBE MO CIPEHU U OCTaBEHU
0e3 IBM)KEHUE JIeNIa ¥ TH JIOKJIAJBa Ha ChIAUATA-I0KIaIHK;

21. Tlompexna B mamkuTe Ha JefaTa NpPEICTaBEHUTE B
3aCeaHMeTO KHIKA IO peJa Ha IOCTHIIBAHETO UM U TH
HOMEpHPA,

22. TlpenaBa nenara cpelly pa3nucka Ha Ha3HAUYEHUTE BEIld
JUIA 32 U3BBPILIBAaHE HA €KCIIEPTURH;

23. U3rotBd NOKyMEHTHUTE 3a H3IUIAl[AaHE HAa CyMHUTE 3a
BB3HArPAXKACHUS W PA3HOCKM HA EKCIEepTH, CBHJICTEINH,
MIPEBOAYM U JPYTU U TH U3IIpala CBOEBPEMEHHO Ha Kacuepa Ha
ChJa,;

24. WsrotBds W wW34aBa M3NBIHUTEIHM JIUCTOBE IIO
HEapXWBHPAHHU Jejla W CIEeA PE30NIONMS Ha MpeaceaaTens Ha
oTAeNieHHEe W OTOeNnsA3Ba TOBAa ChC CICHHUANICH IeYaT BBPXY
ChJIeOHOTO pEICHHUE WUIIH OMPEICIICHUE;

25. W3mbpnHsBa W JApPYrd 3aIbJDKEHUST B CHOTBETCTBHUE C
BBTPEUIHUTE MpaBuia 3a JAOKYMEHTOOOOpOTa Ha Chbla U IO
pasnopexaaHe Ha MpeJcenaTeNs Ha Chla, Ha IJIaBHUS CeKpeTap
Y Ha aIMUHUCTPATHBHHS CEKpETap.

26. CpmebHM  cekpeTapu TIO  Jella,  ChIbpXKaIld
kinacupunmpana wHGOpMamMs, Morar nga ObJaT camMoO Te3H
CIly’)KUTEIT, KOUTO MMAT M3JaJCHO pa3pelieHne 3a JOCTHI J0
kinacuduiupana wuHpopmanusa. Ilpum pabora ¢ Te3m jgena
ChJIEOHUTE CEKpeTapu OCHIIECTBIBAT (YHKIUUTE CH, Karo
cra3BarT IpaBWiIaTa 3a paboTa ¢ MaTepuaid, ChbIbpPKaIlH
knacuduuupana wuHpopmanus, yctaHoBeHH cbc 33KU u
MOJI3aKOHOBUTE aKTOBE T10 TMPHIIATAHETO MY.

11.3. Ocrosnu
0mM208OPHOCIU, NPUCHUIU 3d
ONbAHCHOCIIMA

1. Hocu otroBopHoct mo cmna3zBaHero Ha Cucremure 3a
(UHAHCOBO  yIpaBJ€HHME W KOHTPOJI U  JOKYMEHTHTE,
periaamMeHTHpaIiy JeiHOCTTa Ha ChAa;

2. Hocu oTrOBOPHOCT 3a COOCTBEHHUTE CH PE3YJITaTH, KaKTO
U Ha Te3H OT JIeIHOCTTa Ha ChOTBETHATA CIYk0a;

3. Hocu OTroBopHOCT 3a TOYHOTO M  KadeCTBEHO
U3IIBJIHEHWE Ha YTBBPACHHUTE C HACTOALaTa JUIbXKHOCTHA
XapaKTepUCTHKA 3aJauu;

4. Hocu OTroBOpHOCT 3a MPaBWJIHOTO paslpejesieHHe Ha
Jienara U IOKyMEHTUTE 10 OT/IEJICHHS U KOJIETHH.

5. Hocu otroBopHoct 3a mnongyueHaTa M IpeHAcsHa
JIOKyMEHTaLUs;

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

7. Hocu OTroBopHOCT 3a aJMHUHHCTPATHUBHU MPOMYCKU U
HapYyIICHUs, Ch3/1aBall MIPEANOCTABKU 3a KOPYIIHS, U3MaMU U
HEPETHOCTH.




I1.4. Opeanuzayuonnu
8PB3KU U 63AUMOOMHOULEHUS

ChbaeOHHAT cekpeTap € MPSKO MOJYMHEH Ha 3aBeXIallvs
cnyx6a ,,CpaeOHn cekperapu’, aIMUHUCTPATUBHHS CEKpeTap,
TJIABHUSI  CEKperap |

AJIMUHUCTPATHBHUSA PBKOBOIUTCII.

Konrakrysa ciyxou "CpaeOHu
cekperapu", "CpaebHO AETOBOACTBO" M OT JAPYrHTE 3BEHa Ha
AIMUHUCTpAlUATAa Ha CbJa. Nma u OCBIICCTBABA BBTPCIHIHU H

BBHIIHU NPO(ECHOHATHN KOHTAKTU C HHCTUTYLHH, GUPMHU H

CbC CIIYKUTCIINTC oT

OopraHu3ailvi B Kpbra Ha H3IbJIHABAHUTC (bYHKHI/IOHaJ'IHI/I
3abJIDKCHH .

11.5. Huso na oocmwn 0o
ungopmayuonnama
cucmema 6 cvod

EJVC — Bcuuku Moaynu - B 3aBUCHMOCT OT (YHKIIMOHATHHUTE
3aJIBJIKCHHUSL.

I11. YeaoBus Ha TpyAa:

I11.1. Pabommno epeme u
NOYUBKU

I11.2. Onucanue na
bumosume npuooOUSKU u
npueuiecuu

1VV. PaGorHa 3anJara:

IV.1. 3annawane na mpyoa

CwrinacHo Knacudukaropa Ha JUTEKHOCTUTE B aIMUHUCTpAIUATA
Ha ChIMINIIATA.

IV.2. [Jonvanumennu
Bb3HASPANCOCHUSL

Panr u 3a npuaoOUT TpYJIOB CTaX U MPOGECHOHAIEH OIUT.

C'bl[ﬁﬁHI/lTe CIYKUTEIN Ca JIbKHH Ja NMO3HABaT H Clla3BaT HOPMATHUBHUTE H

BbBTPCIIHUTE aKTOBE,

CBbpP3aHH ¢ H3NOBJHEHHE Ha TJIbKHOCTTA,

npaBuWJjaTa 3a

3APaBOC/IOBHA H 0e3omacHu YcioBudA Ha TPpyAd U HNpaBuJatra 3a JUIHA IOYTCHOCT MU

l'lpO(l)eCI/IOHa.]'IHa €THKA, pCrJIaMEHTHPAHHU B ETnyHus Kogexc Ha C’b[[CﬁHI/ITe CIIY/KUTECJIN.

Hacrosimata JJB/KHOCTHA XapaKTepHCTHKAa e cboOpaseHa c¢ IIpaBuianuka 3a

aJMHUHHCTPaUUATa HA BbpXoBHHMS aJMMHHCTPATHBEH ChJ, KATO CHIIATA MOKe Ja Objae

N3MEHAHA U JO0IbJBaHA IMPHU IMPOMEHU B U3UCKBAHMATA U 3aAbJKCHUSATA, MPOU3THYALIMA

OT HOpMATHBHHU UJIU CTPYKTYPHHU IIPOMEHU.

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

JlaTa: ..o

10318721976 1)) RN

Iloanmc Ha CIIYKUTCIIA: .........




