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UHCTPYKLINA 3A CBXPAHEHUE HA IOKYMEHTU HA XAPTUEH
HOCUTE

Hactosilwata MHCTpyKuus pernaMeHTUpa npaBunaTa 3a CbXpaHeHue 1 apxuBMpaHe Ha
AOKYMEHTM Ha XapTUEH HOCUTEN CbAbpXallM §nMYHM OaHHW.PbkoBoauTenaT Ha
opraHuMsauusiTa  onpedens cbc  3anoBed  MOMeELWEHWsTa, B  KOUTO  ce
CbXpaHsiBaT W/MNN apxuBMpaT OOKYMEHTW, CbObpXKalUM NUYHU AAHHM KaTO M3PUYHO
AOKYMEHTUTE ce knacuduumpaT No OTHOLIEHME Ha TAXHOTO W3MNon3BaHe — Aanv Lie
O6bAaT M3Non3BaHW MO BpeMe Ha TekywlaTa yvyebHa roguMHa wnu ca npeMuHani B
apxuB.[JOKyMeHTUTe, CbabpXKallKM NUYHMU OaHHM, KOUTO Ce M3MnonssaT B exedHeBHaTa
npakTuka ce CcbXpaHsiBaT npu cnegHuTe o6Lwwm yCrioBus;
1. OnpenensT ce ANbXHOCTHUTE N1La, KOMTO onepupar U MMaT 4OCTbN [0
AOKYMEHTUTE;

2.0curypsiBa ce orpaHuyeH AOCTbI no noaxoasily Ha4nH;
3. OpraHusnpa ce nepuoanyHa NpPoBepKa Ha crnas3BaHeTo Ha npaBunaTa 3a nons3saHe u
CbXpaHeHue Ha [OKYMEHTUTE, CcbabpXKaLlm NNYHN OaHHW;

4. MNpun KOHCTaTUpaHe Ha OTKMNOHEeHUs B npaBunata 3a pabota pbKOBOAUTENAT Ha
opraHusauusTa npeanpvemMa OencTBus 3a nNpegoTBpaTsaBaHe Ha HepernamMeHTUpaHuTe
Aencteus (3anoseau, NPOMEHW B OpraHMsauusita UNUCMeHMTe npaBuna 3a paboTa).
MomelleHNaTa, onpeaeneHn 3a apxms, TpsbBa Aa OTroBapAT Ha CregHUTe ONTUManHm
N3NCKBaHUS:

l.0a ca noxapooGesonaceHu;

2. na 6baaT cyxu, NeCHONPOBETPMBUM U M3ONMPaHN OT NPSIKO AENCTBME HA CITbHYEBU
nbuu;

3. nNpe3 TAX Oa He MWHaBaAT KaHanM3auMOHHW, TOMJOMNPOBOAHW U ra3ooTONNUTENHU
NbTULWA;

4. enekTpuyeckaTa MHCTanauus aa e 3akpuTta; He ce [OoMycka W3ron3BaHe Ha OTKPpUTU
OCBETUTENHU n OTOMNUTENHU ypeau;

5. npocTpaHcTBeHaTa noapenba pna ocurypsisa neceH W ynobeH [Ooctbn A0
CbXpaHsABaHUTE [OKYMEHTMU;

6. 0a e OocUrypeHo CbC cpefcTBa 3a orpaHuyaBaHe Ha (U3MYecKUs AOCTbM Ypes3
HadeXOHW 3aknio4yBall CUCTEMM U CbC CPeACcTBa 3a aBapyeH AOCTbI.

[lokyMEHTUTE [Oa ce CbXpaHsaBaT B MeTanHW CTenaxu WM MeTanHu LwkKadose.
[lBa NbTU rOAMLLIHO CEe W3BbPLUBA OCHOBHO MOYMCTBAHE HA apPXUBHUTE MOMELLEHUS,

cbyeTaHo c Ae3nHeKLms, [e3NHCeKLUs 7 Aepatusaums.
B obwua nnaH Ha opraHusauMsaTa 3a ynpaBlieHMe Npu Kpu3u ce BKIoYBa pasgen 3a
AencTBuATa 7 no OTHOLUEeHne Ha apxvBa.

I'Io,u,pe>|<,aneTo Ha OOKYMEHTUTE B apxXmBoxXpaHunumiuiata ce u3BbpllBa MO CXeMa,
M3rotBeHa Nno CTPYKTYPHO-XPOHONOIMM4YeH npuHUUmn. [enaTa ¢ O6LIJ,08,D,MVIHVICTpaTI/IBHI/I



AOKYMEHTM Ce NOCTaBAT U CbXpaHaBaT B TBbPAM Nanku Uv B KyTuK. TBbpAUTE Nanku v
noABbp3aHMTe TOMOBE CE CbXpaHsiBaT BbB BEPTUKANHO nonoxeHue.B nomelweHusaTa,
onpedeneHn  3a  apxvMBOXpaHWNMLWEA, Ce  CbXpaHsBaT CcaMO  [AOKYMEHTW.
[locTbn 0o apxuBa MMaT camo AMTbXHOCTHUTE NLA, OTFOBapsiLLM 38 CbXpaHsiBAHETO U
N3MNON3BaHEeTO Ha AOKYMEHTUTE OT apxvBa, U B TAXHO NPUCHLCTBUE- NMLA, OTOPU3NPaHU
Aa W3BbLPLUIBAT KOHTPOMN MO OMasBaHETO W CbXPaHSIBAHETO Ha [OOKYMEHTUTe.
[loKyMeHTUTE CcbObpXKallM NUYHM OaHHU Ce W3MOoN3BaT OT CNYXWUTENUTEe CbrnacHo
BbTPELUHUTE npaBuna.

N3HacsHeTO  Ha  OOKYMEHTM  UM3BbH  OpraHMsauumutTe  3a  HyxauTe  Ha
cneuvanuavpaHy [AObpXXaBHM OpraHM ce W3BbpLIBA CbOOpPasHO AeWCcTBaLOTO
3aKOHOAATENCTBO U crned NMUCMEHO paspelleHne OT pbKOBOAUTENS Ha opraHusauusiTa.
3a BCSAKO M3HAcsHE M BpbllaHe Ha [OOKYMEHTM W3BbH opraHuM3auuMuTe ce MU3roTBs
npegaBaTenHo-NpuemMaTenieH NPpoTOKOS, B KOWTO Ce ONMUCBAT JOKYMEHTUTE, Onpeaens ce
CPOKbT 3a M3MON3BaHe M ce Aeknapvpa aHraXXMMEHTbT 3a BPbLUAHETO UM B apxvea.
Mpw ycTaHOBSIBAHE Ha NUMCU 1 YBPEXAAHWS Cned BpblUaHeTo Ha JOKYMEHTUTE B apXuBa
ce CbCTaBs MPOTOKON M NMUCMEHO Ce YBEAOMsiBA PbKOBOAUTENAT Ha OpraHusauusita.
[NBXHOCTHOTO NMue, OTrOBapsilLO 3a apxuB, NPOBEpPsiBa CbCTaBa M CbCTOSIHUETO Ha
AOKYMEHTUTE Npeau 1 creq usnonseaHe.
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