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IIpaBuia

3a MpueMaHe, MPOBEPKA M U3NpPallaHe HA eJJeKTPOHHH JOKYMEHTH 110
aeaaTa B AIMMHUCTPATHBEH Ch/ —XaCKOBO

B AnMunHuCTpaTHBEH CbhJ XaCKOBO MOraT Ja C€ NMpUEeMaT €JIEKTPOHHH JOKYMEHTH.
Enextponnute nokymeHTH TpsioBa na ca nognucanu ¢ KEII u npeacraBnsBaT eneKTpOHHO
nucMo(choOIeHre) ¢ nmpukadeHu(1006aBeHun) ¢aiioBe KbM HETO.

. HAYMHM 3A TIPUEMAHE HA EJEKTPOHHO-NIOIIMACAHM
JTOKYMEHTH

JlokymeHTH, noanucanu ¢ kpanupuuupan enexrponeH noanuc /KEII/, ce npuemar B
Perucrparypara Ha AAMUHUCTPATUBEH ChJ -XaCKOBO MO €UH OT CICAHUTE METOJIN:

1. Tlo enmexkrponHHa mom@a — A00aBeHHM KaTto (Qaili KbM EJIEKTPOHHO CHOOIICHHE,
H3IIPATEHO Ha aapec: haskovo-adms@justice.bg .

2. Ha BpHIIHM HOCHWTENH, U3NpaTeHu Ha aapec Trp. XackoBo 6300, yn. ,Ilpecnas” 26,
AJIMUHHUCTPATHUBEH ChJ -XacKoBO. BbHIIHUTE HOCHTENN TpsiOBa J1a ca OT CIICTHUTE
BupoBe:ontuunu Hocutemm — CD (ROM/R/RW), (daitnosa cuctema mo ISO 9660.

3. Upes cucrema 3a CUTYPHO €JIEKTPOHHO BpbuBaHe: https://edelivery.egov.bg .

II. POPMAT HA IPUEMAHUTE EJIEKTPOHHU IOKYMEHTHU

B AnMunucTpaTHBEH CbhI -XaCKOBO ce mpuemaT AokymeHTH, noanucanu ¢ KEII B
cnennute Gpopmaru:

1. Hoxymentn, ch3naaenu ¢ nporpamara Microsoft Word 2003/2010 ¢ pasmupenue Ha
umero Ha ¢aitna DOC(DOCX);

2. Jlokymentu, ch3naaenu ¢ nporpamara Microsoft Excel 2003/2010 ¢ pa3mupenue Ha
nmeto Ha ¢aitna XLS(XLSX);

3. Joxymentu BBB popmat Adobe PDF (Portable Document Format).

III. PEKBU3UTHU

BxogsmmTe enexkTpoHHU MOKYMEHTH, 3a Ja ObIaT MPUETH, CIIeBA Ja ChAbPKAT
PEKBU3UTH, KOUTO € CHITBTCTBAT €IEKTPOHHUTE MU3SBJIICHUS HA MOJATENNTE. Te3u peKBU3UTH
ce BBBEXK/IAT KaTO CBOOOJICH TEKCT MO €UH OT CJICIHUTE HAYMHU B 3aBUCUMOCT OT METO/Ia Ha
II0JJaBaHE HA JOKYMEHTUTE:

e B CBHOOIIEHHETO, C KOETO C€ M3Ipalia JOKYMEHTHT Ha ajJpeca Ha €JIEKTPOHHATa TOIa
Ha AJIMUHUCTPATHBEH ChJI -XaCKOBO MMOCOYEH MO-TOPE;

e CbXpaHEHH KaTo (ailsl B €JMH OT NOCOYEHUTE Mo-rope GopMaru, KOraTo JOKyMEHTUTE
C€ IMoaaBaT HA BbHIIIHHU HOCUTCIIN.



1. 3agbJKUTEIHU PEeKBU3UTH:

3a ¢usnuecko autie -munu ganau: EI'H, nme, npesume, damums;
3a IOPUIMYECKO JIUIE WU MyOJInYHa OpraHu3aius — uMe Ha opranm3anusara u EUK ;

BAJIMJICH aJpec Ha €JIEKTPOHHA IOIa — Ha TO3M ajapec e ObJaT U3IpaliaHU
JOKYMEHTHUTE J10 TIOJaTes;

KeJlad NOTBBPKACHUE 3a ITOJIYH4aBAHCTO HA U3NPATCHOTO OO A)IMI/IHI/ICTpaTI/IBeH ChbI -
XackoBo enekTpoHHo u3ssieHue (JJA/HE).

B cayuaii Ha MOMCKBaHe NMOTBBbPKICHUETO, KOETO AJMUHUCTPATUBEH ChJl -XaCKOBO
e MU3MPATH HA IOCOYEHHMS] aJpec HA eJeKTPOHHA MO, BKJIKYBA CJeJHATA
uHopManus:

BXOJIALIMS HOMEP U JlaTa Ha pErUCTpUpaHe Ha MOIy4€HOTO U3SIBICHUE, 3a€JHO C HETO, B
cllydauTe, KOTaTo ca U3IIbIHEHHU YCIIOBUATA 10 IPUEMAHE;

B CIy4auTe, KOraTo HE ca U3IBJIHEHM YCIOBHATAa IO IpUEMaHe, Ce M3Ipala
uH(popmMalus 3a 0TKa3 OT perucTparms.

2. He3aabJskuTe IHN (IPEeNOPbYMTETHH) PEKBU3UTH:

JlaHHM 32 KOHTAKT, BKJIFOYBAIM: HOMEp Ha TeledoH, HOMep Ha (hakc, HOMEp Ha
MoOueH TenedoH.

AZpec 3a KOpecTOHAeHIMs — ChAe0eH ajapec (3aAb/DKUTEIICH MPHU IMOJIydaBaHEe Ha
JOKYMEHTH Ha XapTHEH HOCUTEI TI0 ToIIaTa) , BKIYBAIl: 00JacT, oOIrMHa, HACEICHO
MSICTO, TOMICHCKHA KOJM, XK, Yi./Oyn./mui., HOMep, OJIOK, BXOJ, €TaX, amapTaMEHT,
oduc.

IV. IPOBEPKA HA BXO/JAIUTE JOKYMEHTH, HOAININCAHMU C KEII

[IpoBepka Ha BXOZAIIO EJIEKTPOHHO W3SBICHHUE, CBHIBPKAIIO EJICKTPOHHH JIOKYMEHTH,
noanucanu ¢ KEII, B AAMUHUCTpaTHUBEH Ch]l -XaCKOBO CE€ U3BBPIIBA OT CIYKHUTEI B CIIyx)0a
SPeructparypa“(t.1,2 u 3) um cucremen ammuHHCTparop (T1.4,5,6,7) B cJeaHaTa
MIOCJIEIOBATEIIHOCT:

SAINANE el

HAJIMYMUETO Ha 3aJbJDKUTEITHUTE PEKBU3UTH ChIVIACHO YKA3aHOTO MO-TOPE U BKIIOUECHHU
BbB BXOSIIOTO €JICKTPOHHO U3SIBJICHHUE;

LSUIOCTHOCT Ha MOJIYY€HUS €JIEKTPOHEH IOKYMEHT;

CHOTBETCTBUE Ha MOJYYCHHS CJICKTPOHEH TOKYMEHT C yKa3aHus mo-rope dhopmar;
Hannuue Ha mmooxeH KEII;

BammuaHoCTTa Ha moJioxkenus KEII;

T MYOJMYHUST K04, OTpa3eH B YAOCTOBEPEHHWETO Ha TOJANMUCBAIIMS, €
MPUTEKAHUE HA aBTOPA HA U3ABJICHUETO;

JlaTa Ha MOJNKMCBAHE HA €JIEKTPOHHUS JOKYMEHT;

V. JOKYMEHTH, KOUTO CE CUYMTAT 3A HEPEJIOBHU N HE

HOJJIEXKAT HA JEJTOBO/JHA PET'TMCTPALIUA

B AamuHncTpaTuBeH ChJ -XaCKOBO HE CE IPUEMAT:

l.eJ'IeKTpOHHI/I C’BO6IHCHI/I${, cwmpmamm HpHKaquH HECIIoAIMnCaHu eJ'IeKTpOHHI/I }IOKYMCHTI/I
WU HENOJINHUCAHU EJIEKTPOHHU CHOOIIEeHHs. 3a IefTa Ha MOoJaTelsi ce BPbIa €IEeKTPOHHO
chroOIeHue ¢ ykazanue 3a noanucsane ¢ KEIL.



N3kirouenue ce npasu 3a:

- IOJA/ICHHU TIO €JI. BT JKaJIOM, UCKOBE M JIp. Bh3 OCHOBA Ha KOUTO c€ 00pa3yBaT aaM. Aeia, B
KOMTO ciTy4dail ISJIOBOJUTEIIAT B CIIy)k0a ,,peructparypa‘ Tu pasnedyaTsa, 3aBepsiBa ¢ MOJII1ca
cu obcrositencTBoTo,ue He ca momnucanu ¢ KEII, moxmaaBat ce nHa Ilpeacemarens 3a
pasmpenensiHe | ciea oOpa3yBaHETO MM, Jienara ce JOKIaABaT Ha CHAMATA- JTOKIATINK 32
MpereHKka Ha PeJOBHOCTTA UM

-KacalluOHHU KajOu mpoTUB ChAcOHM akToBe Ha AaMC- XackoBO, B KOWTO Cllydai
NEIOBOJIUTENSAT B ChOy)K0a ,,perucrparypa’ ru pasmedarBa, 3aBepsiBa C TOJINKCA CH
oOcrositencTBoTo,ue He ca noamnucanu ¢ KEII u cpmuTe, BeOHO CHC CHOTBETHOTO IEJIO CE
JOKJIaIBaT Ha CHAMSITA- JOKJIAIUMK 32 IPEIICHKA HA PEIOBHOCTTA UM;

2.6J’ICKTpOHHI/I JAOKYMCHTH, KOUTO Ca NOIrpCUIHO MOJYYCHH, C HAPYUICHA LUAJIOCT, HCIIBJIHHA
HJIM IOAIIMCAaH! C HEBAJIUMACH CIICKTPOHCH IO AIINC,

3.€JIeKTPOHHU CHOOILEHUS C HETIONI'BJIHEHU WJIK HEKOPEKTHU PEKBU3UTH;
4.eNeKTPOHHU JOKYMEHTH, ChAbPKALLM BUPYCH U MPOTPaMHU 3a OTAAJICYEH KOHTPOJ;
5.eNEeKTPOHHU JOKYMEHTH B KPUIITUPAH BUJ.
VI. IPUEM HA EJIEKTPOHHHU JOKYMEHTH, ITIOAIINCAHMU C KEIT
Cnen npoBepKa U ¢ Orjie]] pe3yiaTaTUTe OT Hesl, CIyKUTEIAT OT ciayxba Peructparypa:
1. Ilpu xoHCcTaTMpaHa peroBHOCT U BanuaHOCT Ha KEII:

a) pasneyaTBa Ha XapTHEH HOCHUTEI MOJIyY€HOTO E€JIEKTPOHHO MHUCMO, C BHAMMA JaTa
Ha IMoJTy4aBaHe, €JICKTPOHHA TOIa Ha TI0IaTeNsl U BUIUMA WHIUKAIIHS 32 KaKBO CE OTHACS;

0) pasmedyarBa Ha XapTHUEH HOCUTEN CHABPKAHUETO HA EJIEKTPOHHHS TOKYMEHT,
noanucad ¢ KEII. B cnywail,ue ob6embT u ¢GopMaThT Ha €JNEKTPOHHHUS JOKYMEHT HeE
MO3BOJISIBAT pas3ledyaTBaHe Ha XapTus, JOKYMEHTHT C€ MPUCHEAMHSBA KbM BXOISIIHS
JOKYMEHT B nenoBoiHaTa cucremMa CAC;

B) 3aBepsBa pas3leyaTaHOTO MHCMO C JIMUeH moanuc u Jlloamucano ¢ BamuaeH
eJI.ITOIITHC’;

') IpY [MOMCKBAaHE BPbIIA HA MOJATelsd ChbOOIIEHHE, ChIbPKAIIO BXOAIIMUS HOMED, C
KOWTO Ca PETUCTPUPAHU MOJYUYEHUTE TOKYMEHTH;

2. Ilpu koHcraThpana HepenoBHocT/ HeBanuaHocT Ha KEII Bpbia nucMoTo Ha nojaTens
3a OTCTPaHsABAHE HA HEPEJHOCTUTE;

VII. UBITPAIIAHE HA EJIEKTPOHHU JOKYMEHTMH 110 JEJATA

1. ®usnyeckuTe WA W TEXHUTE MPONECYATHU NPEICTABUTEIM MOTAaT Ja Obaar
MPU30BaBaHU WJIM Ja IOJy4aBaT CHOOIIEHUS IO EJIIEKTPOHEH NIbT, CaMO CJIeJl H3PUIHO
nrcmeHo 3assiieHue (Ilpusoxkenue Ne 1).



Cernacio wi.18a, an.5 u wi.137, an2 or AIIK AnMuHHCTpaTUBHHTE OpraHu,
opraHMtre Ha chieOHaTa BJIACT, JIMIATA, OCBIIECTBSBAIIM MYyOJIUYHU (QYHKIUHU, U
OpraHu3alMUTe, MPEJOCTaBsIIIM OOUIECTBEHH YCIYTHd, OpraHU3alUuUTe W aJBOKAaTHUTE,
YY4aCTHULM B IPOU3BOJACTBATA, 3aAbJIKHUTEJIHO I10COYBAT EJIEKTPOHEH aJpec ChIIACHO
3aKoHa 3a eJEKTPOHHOTO YIpaBJieHHE B IPOU3BOJCTBATA NPE] aAMUHUCTPATUBEH OpPraH WIn
€JIEKTPOHEH aJIpec ChIVIaCHO 3aKoHa 3a chAecOHATa BJAacT B IIPOM3BOJCTBATA IPEN ChJ 3a
MIPU30BaBaHe u MoJIyyaBaHe Ha JOKYMEHTHU u CHOOILIECHHUS],
Cernacao wi.137, an.1 ot AIIK cpoOmieHusita ce BpbUBaT Ha T'PaKIAaHUH Ha aapeca, Ha
KOWTO € OMJI MPU30BaH 3a MOCJEEH T B IPOU3BOJACTBOTO MPEJ aIMUHUCTPATUBHUS OpraH,
OCBEH aKo MO JeJ0To € mnocouus Jpyr azapec. Korato B mOpou3BOACTBOTO Ipen
aJIMMUHHUCTPATUBHUS OpraH IpaXIaHUHBT € NpeaoctaBuil uHopmanusara no ui. 18a, an. 4,
CbOOIIEHUSITa c€ BpbhUBAT M0 TO3U PEJ, OCBEH aKko He Mocouu JApyro mno aenorto. Korato
IpaXJIaHUHBT HE € y4acTBaj B MPOU3BOJCTBOTO Mpe] aAMUHUCTPATUBHUS OpPraH WIH HE €
nocoums uHGopmaiusiaTa no wi. 18a, an. 4, cpoOuieHUsTa ce BpbYBAaT HA HACTOSIIUA MY
ajipec, a MpH JIMIICa Ha TaKbB - HAa MOCTOSIHHUS MY aJIpec.

2. WznpamaHero Ha M3XOJASIIM MHCMAa, NMPU30BKM U CHOOIIEHUS MO Jeiara oT
AJIMAHHCTPATHUBEH ChJI -XaCKOBO C€ U3BBPIIBA UPE3:

a) enextpoHHa noma: ¢_delovodstvo@admsudhaskovo.org B u30pan OT mocodeHuTe
no-rope ¢opmatu. B To3u cinyuaii EnekTpoHHOTO mHMCMO € NpUAPYXKEHO C HUCKaHEe 3a
MOTBBPKJCHNE HA TIoJydaBaHeTo My. CTpaHarTa WM HEHHHAT MPOLIECyaIeH TPEACTABUTEN €
JUIBKEH J1a OTTOBOPU B 7-THEBEH CPOK OT IMOJYy4YaBaHETO HA EIEKTPOHHOTO MHUCMO. 3a
JAoCTaBsIHe Ha CHOOIIEHHETO CE CYMTA IMOJlydaBaHEe Ha OOpaTHa pa3mucKa OT CTpaHaTa WU
MPOIECYaTHUS i MPEICTABUTEIN MIPH MTPOYUTAHETO MY MM 0OpaTHO MMHCMO-TIOTBBPIKACHUE. 32
[eNTa MpU M3MpamlaHe Ha ChOOIICHWE 10 CTpaHaTa WM NPOIECyaTHHS U TPEICTaBUTEN
CHJICOHMAT CIYKUTEN aKTHUBUpa QyHKuusTa ,M3uckail pasnucka 3a npouutane”. B cinyuait
Yye CTpaHara II0J3Ba IOMIEHCKH CHhPBBpP, KOWTO HE BU3yaJH3Upa HMCKAHETO 3a OTTOBOD,
CTpaHaTa WIH TPOLECYATHUSAT i TpPEACTaBUTEN € JIBKEH Ja OTTOBOPH Ha IMOJyYEHOTO
EIEKTPOHHO IMMCMO B YKa3aHWs 7-JHEBEH CpPOK KaTo II0OCOYM HOMEpa Ha JIeNOTO U
CbOOIIEHUETO, KOETO € MOJTyYHII.

Wznpamanero Ha M3XOAAIIATA JOKYMEHTALMS I10 JleylaTa Ype3 eJIEKTPOHHA Tomia
e_delovodstvo@admsudhaskovo.org Ce W3BBPIIBA OT ChHACOHUTE JICIIOBOIUTEIIH.
IIpu3zoBaBaHeT0 M M3NpPAalIaHETO HA CHOOIIEHHUS] TIO Jejara 4Ype3 eJNeKTPOHHA TMoIlla
e_delovodstvo@admsudhaskovo.org ce n3BbpIBa OT CIYKUTENH B CiIyx0a ,,II[pr3oBkapu.

0) upe3 Cucremarta 3a CUTYpPHO €JEKTPOHHO BPBUYBAHE - B CIIydaid, 4e JIMIETO €
peructpupano B Cucremara 3a CHTYPHO €JICKTPOHHO BphYBaHE.

B) upe3 EIIEIl, camo B cnyuwail, ye wu3NpaTeHUTEe AOKYMEHTH Ca MPU30BKH U
cpobmenus. EnextponHoro mnpuzoBaBane upe3 EIIEIl ce u3BbpmBa mo pena omucaH B
[IpaBunara 3a noctsn 10 enekrponnu chaeouu nena B EINEIl na BCC na Phwarapus.

3. WznpamaneTo Ha U3XOAIIM MUCMA, MMPU30BKU WM CHOOIICHUS] HA TMTOCOYCHHS OT
CTpaHaTa eJEKTPOHEH aJIpec Ce€ YAOCTOBEpsBa C pa3lieyaTKa Ha MU3IPATEHOTO MHCMO BEJHO C
BB3MPOU3BEICHOTO Ha XapTUEH HOCUTEN ChOOLICHHE.

4. Pa3nedaraHOTO KONMHME Ha MUCMOTO CE€ IMOJNUCBA OT OTTOBOPHUTE ChIACOHU
CILy’KUTEIIU U Ce Ipuilara o JeyoTo.

5. C'bO6HlCHI/ICTO HJIM IPpHU30BKaTa C€ CUUTAT BPBbYCHHU OT JaTaTa Ha MoJydaBaHE Ha
MNOTBBPKACHUEC 324 BPHbYBaHE.



[Ipn HenoJsiydaBaHe HA OTrOBOP WJIM IOTBBPKJIECHHE 34 BPBUBAHE B 7-JHEBEH CPOK,
MPU30BKUTE WIM CHOOIIEHUATA 32 CTPAHUTE U TEXHUTE IMPOILECYaJIHU HPEICTaBUTENIN Ce
M3IPAIIAT HA XapTUEH HOCUTEN M0 YTBBPACHHUS peLl.

6.HOJ’Iy‘ICHI/I$IT OTTOBOP HWJIM MOTBBPXKIACHUC 3a BPBHYBAHC Ha HU3IXOAAIIHM IIKMCMA,

NPHU30BKH M CHOOIICHHWS 10 Jejara ce pasledyarBa W Mpuiiara mo KOHKPETHOTO JENI0 OT
CheOCH CITY)KUTET.

Ipuiaoxenne Ne 1
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(Bu, HOMEp U roJIMHA Ha JIEJI0TO)

Hexmapupam, ye:

- c¢bM 3ano3Hat/a ¢ IIpaBuiaTa 3a npuemase, NPOBePKAa M H3NPAIlaHE HA €JEKTPOHHHU
AOKYMEHTH IO Je1aTa B AIMHHUCTPATHBEH CbJ —XAaCKOBO, U 3asBsBaM, 4€ jKejlas J1a
[0JIy4aBaM JOKYMEHTH,ChOOIIEHUSI U TPU30BKU 10 JesaTa:



- Ha CICAHUSA €JIEKTPOHCH MOIICHCKH AIPEC: ... s

- gpe3 CHCTeMa 3a CUTYPHO eJeKTpOHHO BpbuBaHe: https://edelivery.egov.bg

- B 3 (TpU) AHEBEeH CPOK OT M3NPALIAHETO Ha €JIEKTPOHHA MPU30BKA UM CHOOIIEHHE OT
AJIMAHHCTPATUBEH ChJI — XaCKOBO I1I€ U3IPATS IOTBBPKACHHUE 3 NIOJIy4aBAHETO.

Jata ....ccovvvveeeennnn. Iloanuc:



