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I'/TABA ITBPBA

OBbIIH ITOJIOKEHUSA

PABIENI
HPEJMET, OBXBAT H JAEVCTBHE

Yn 1. (1) C Tesn BbTpemHE mnpaBHia ce ypekaa peTbT HA NPELOCTABSHE HA
anmuHucTpatuBHE yeuyrd B [T “Ceern Tumutsp Conyncku®, rp. Benocnas.
(2) 3a HeypeseHuTe BBB BBTPEINHNTE IIPABHIA BBIPOCH IHPEKTOPHT /aBa
AOIBIHATENIHY YKa3aHUs 32 OpraHu3alysi Ha NPEIOCTaBIHETO HA aIMUHHCTPATABHH YCIyTH.

PA3JIEJI 11
IIPUHLIUIIN HA IPEJOCTABSIHE HA AIMUHUCTPATUBHHU YCJIYIY B I
“Csern Jumursp Coynckn®, rp. Besocaas

Yn. 2. Anmunuctpatusrute yenyry B I “Ceetn Jumutsp Comyncku® rp. Benocnas ce
TPENOCTABAT NPH Cla3BaHE HA NPHHLKUIIKTE, yCTAHOBEHH B 3aKOHA 32 aJIMUHHCTPAIHATA,
AIMHHUCTPaTHBHOIPOLECYATHHS KONIEKC, 3aKOHA 3a 3al|UTa Ha TNYHHUTE JaHHH, 3aKOHA 33
TP Iy HHIALIIHOTO U YIHITMIIHOTO 00pasoBaHue, 3aK0H 3a JI0CTHII 10 00LecTBeHa HHbOpManHs,
Hapenbara 3a anMunucTpaTHBHOTO 06Cy*NBaHe, [IpaBHiHuKa 3a JeHHOCTTA HA YUHITHIIETO,
KaKTO M IIPH rapaHTHpaHe Ha:

1. paBeH H ieceH HOCTBI HA BCHUKH NOTPEGHTENH A0 aAMHHHCTPATHBHATE YCIYTH H /10
uH(OpMAaLlKs 32 AIMHHECTPaTUBHOTO 00CITyXKBAHE;

pa3IHIHH QOPMH 32 I0CTBII 10 aIMAHHUCTPATHBHHUTE YCIIyTH B HHPOPMALIHSTA 32 TAX;
KOMIIETEHTHO, JIF0O0E3HO M OT3UBYHBO OTHOIICHHE;

HaJexk/AHa 00paTHa BPB3Ka C MOTPEOUTENHTE;

U3IIBJIHEHHE Ha 3a{b/DKEHHATAa BbB BPB3Ka C aIMHHUCTPATHBHOTO OGCIY)KBAaHE IO
NPEABAPHTEHO pa3paboTeHu MpaBuIIa;

Ka4ecTBO Ha NPEJOCTaBIHUTE YCITYTH;

YTBBPXK/IaBaHe Ha 100OPH IPAKTHKH 3a 00CTy)KBaHEe HA TPAXKAAHHUTE C TIPHOPHTETHOCT
KBbM JIHIATa B HEPABHOCTONHO MOJI0KEHHE;
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I'TABA BTOPA

OPTAHU3AIINA HA ITIPETOCTABSIHE HA AIMUHUCTPATUBHU VCJIVIH

PA3JIEJI 1
®YHKIHWH HA JJIb)KXHOCTHHUTE JIMLA, IIPEJOCTABSIIA
AJIMUHHUCTPATHBHU YCJIYIT'H

Y. 3. JleiHOCTTA 110 NPEOCTaBSHE HA a[MUHACTPATUBHH YCIYTH CE OCBIIECTBIBA OT
TEXHUYECKH CHTPYAHHK /MM APYIH JIBXKHOCTHH JIIA, YHSITO JUIBKHOCTHA XApAaKTEPHCTHKA
BKJIIOYBA HEOOXOAUMHUTE KOMIIETEHTHOCTH H 3abIIKEHHS.

Y. 4. TeXHUYECKHUAT CHTPYIHUK:

1. mpenocrass uH(OpMalMs 3a aAMHHHCTPATUBHHUTE YCIYTH, M3BbpImBaHu B LI
“Ceeru lumutsp ConyHcku®, rp. Benocnas Ha NoCThbIeH U pa3bupaeM e3mK;
2. OoTrosaps Ha 3alIMTBAHHUS OT OOII XapaKTep U HACOYBa BHIIPOCHTE 110 KOMIIETEHTHOCT
J10 CbOTBETHHUTE JUIBXHOCTHU JTHIIA.
3. passiCHsiBa H3HCKBaHHUATA, HA KOHUTO Tp)lﬁBa Ja OTroBapsiT 3asBJICHHETO HIIH HCKaHETO
3a OCBINECTBSIBAHE HA a]MHHUCTPATHBHATA YCIIyTa;



4. npuema 3asBIEHUS U HCKAHMUS,
5. mpHema 3asiBIEHUA M PErHCTPHpA YCTHH 3alHUTBAHMS 110 3aKOHA 3a AOCTBI J10
obmecTBeHa HHMOPMALHS;
Yn. 5. JUrbKHOCTHOTO JHIE, NMPEJOCTAaBAIO aJMHHHCTPATHBHATA yciayra, Moxe aa
M3HCKBA WH(OpPMAUMs W/WIH JOKYMEHTH OT ADYTUTE JUTHKHOCTHH JIMIA, KOTaTo Te ca
HEOOXOMMH 3a H3TOTBSHE HA CTIPABKH H IIPEAOCTABSIHE HA JOKYMEHTH.

PA3JEJ II
PABOTHO BPEME HA AIIMUHUCTPATUBHATA CJIY)KBA

Un. 6. (1) AgmunuctparmBHara ciyx6a B [T “Ceetu Humutep ComyHCKH®, 1p.
Benocnas n3pbpuisa aqmMunucTpatusay yeiyru ot 08.30 10 12.00 gaca u ot 12.30 10 16.30 gaca.
(2) PabotHOTO Bpeme u peasT 3a Hon3BaHe Ha mounBkuTte B [T “Chertn JumuTsp

Conyncku®, rp. Benocnas e pernamentrpano B ITpaBunnnka 3a BBTPEIIHHUSA TPYIOB pel.

PA3JIEJI I
MPEJOCTABSIHE HA AIMUHUCTPATUBHHU YCJIYTH

Yn. 7. Or “Ceern J[lumursp Conymcku®, rp. Benocnas IPEAOCTABS  CIIEIHHUTE

aJIMHHHUCTPATHBHH YCIIYTH:

W3naBane Ha Y I0CTOBEpEHHE 32 3aBBPIIEH KA.

M3nasane Ha Y ocToBepeHHE 3a IpeMeCTBaHe.

VI3naBane Ha yOnuKar Ha CBHIETEICTBO 33 3aBLPIIEHO OCHOBHO obpa3oBaHnue.
W3naBane Ha ciyxeOHu Genexku / W3aBaHeTo crasa Ge3 1a ce MoaBa 3asBlieHue/.
WU3naBane Ha Y I0CTOBEpEHHE 33 OCUTYPHTENECH JOXOI (VI1 2).

Wsnasane Ha Y1ocTroBepeHHe 3a TPYIOB W/HIIM Ciy)eOeH CcTaXX Ha OCHIYpABaHH
mna(YII 3).

7. Ilpenocrassne Ha T0CTBI 10 0OLIECTBEHA HHAOPMALIHS;

Yn. 8. (1) IlpenmocraBsHeTO Ha aaMHHHCTPATHBHA ycayra B III' “Csern IumuTbp
Cosnyneku®, rp. Benocnas ce IpaBu cjie]] OJABAaHETO HA 3asBJICHHE OT noTpeOuTeNs HA ycayrara B
aIMMHUCTpATHBHATA CiTykOa /KabHHeTa Ha TEXHUYECKHs ceKkpeTap!.

(2) Hckaneto 3a nosmyyaBaHe Ha aJMHHHCTpAaTHBHA yciyra Moxe na Obne
HAlPaBEHO YCTHO, B MHCMeHa (hOpMa MK MO eTEKTPOHHA MO, JIAYHO MM YPe3 YIBIHOMOIIEH
IPeJCTaBUTEIl Ha 3aMHTEPECOBAHOTO JIUIIE.
(3) AnMHHHCTpAaTHBHHTE yclnyrH mo wi7 MoraT na OBJaT 3asBeHH YCTHO.
Hsrotss ce mpoTokon mo oGpasen 3a IpueMmaHe Ha YCTHO 3asBJICHHE 3a IpeJoCcTaBsiHE Ha
AIMHHHCTPATHBHH YCIYTH, B KOHTO 3asBUTE/NAT MOXE 1a MOCOYM MPENTIOYMTAHHS HAYMH HAa
TIoJ1yaBaHe Ha W3Ja/ICHUS HHINBHU/IyalleH a[MAHUCTPATHBEH JOKYMEHT.
(4) Tlpu nojaBaHe HAa MCKAHETO 3AABHTENAT ClIEBA U3PHYHO [1a IOCOYH HAYMHA
Ha I0JTy4aBaHe Ha IOKyMeHTa (OTroBopa):
- Hpe3 JHMOCH3MPAH IOMICHCKH ONEpaTop Ha aipec, Karo HCKAHHAT NOKYMEHT na Obje
H3IIpaTeH:
U kaTo BTPELIHA NIPEenopbyaHa MOMEeH KA MpaTKa
[l KaTo BpTpeIIHa KypHepcKa IpaTka,
Karo Aekyapupa, e NOMEHCKUTE PAa3XO/H Ca 33 HeroBa CMETKa, TLIATHMH IIPU [IOJyYaBAHETO MY H €
CBITIaCeH JOKYMEHTHUTE Na OBIaT MpeHaCcsHU 3a cmykebuu 1emy.
[ xaTo MeXayHaponHa mpenopbyaHa IOIIEHCKAa NpaTka — ciel Karto MpeIIIaTH IieHara 3a
‘momeHckara yeyyra Ha I “Ceeru Jumutsp Conyncku®, rp. Benocnas
- JIMYHO OT JUTh)XHOCTHOTO JIHIIE, IPEOCTaBHIIO aIMHHUCTPATHBHATA YCIIyTa;
- 10 ENIEKTPOHEH ITBT Ha eJIEKTPOHHA HOLIA.
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Y. 9. (1) [Ipu npuemane Ha 3asBIEHHATA CIYKHTEISAT Tps0Ba 11a IPOBEPH Jald KbM
3AABJICHUCTO Ca MPHIOKEHH BCHYKM JOKYMEHTH, OIIHCAHH B HETO, KAKTO M BCHYKH JOKYMEHTH,
KOHTO €€ H3UCKBAT 33 H3BBPUIBAHETO HA CHOTBETHATA /]MUHHCTPATHBHA YCIIyTa.

(2) AKO NMOKyMEHTAlMATa € HENMbJIHA, CIYKHTENAT € JUTbKEH Ja NpeIoCTaBH
BB3MOXKHOCT Ha 3asBUTEII 3a H300p — /1a mojia/ie IOKYMEHTHTE KAaKTO I'M € IPEeACTABHII WK 1A TH
OKOMIIJIIEKTOBA U BHECE MO-KBCHO.

Y. 10. (1) IlonanenuTe NOKyMeHTH ce 3aBexaT BbB BXOAIMS AHEBHUK Ha [ “Crety
Humutbp ComyHeku™, rp. besiocnas, KaTo Ha 3asiBUTENS € MPeIOCTABS BXOSII HOMED.

(2) 3aBenenuTe NOKYMEHTH Ce IPeaBaT Ha ChOTBETHOTO THKHOCTHO JIHLE.

Y. 11. (1) Ako 3asBUTEIAT € MOKCKAI JOKYMEHTA 1a My GbJie H3IpaTeH ¢ JIHLEH3UpaH
TIOILCHCKH OIEPATOp WIIH C €NEKTPOHHA MOIIa, B ClTydaif, 4e TOBa He IPOTHBOPEYH HA 3aKOHA H TIPH
TIOJTy9aBaHETO HE C€ M3MCKBA IOANMC HA 3ajdBHTEIs HIM YIBIHOMOLIEHO OT HEro JHie,
CIIy)XUTEJIAT, IIPEIOCTABAIN aJIMUHUCTPATHBHATA yCIIyra, ro H3Ipaiia He3abaBHO ClIe] KaTo ro €
MOJIyYHIL.

(2) AKo 3asBHTENST € NMOMCKAI Ja MOJyd4d JOKYMEHTa JIHYHO, CITY)KUTEJIAT,
NIPEIOCTaBsAIl aJAMHHUCTPAaTUBHATA yClyra, ChoOlaBa Ha 3aABHTENS, Y€ HCKAHUSAT OT HEro
AOKYMEHT € H3TOTBEH: YCTHO — IO TeJedoHa, MMCMEHO - 10 Nouiara ¢ 06paTHa pa3ImHCKa Wi 110
eJeKTpoHHa nomia. Korato ch0611aBaHeTo ce H3BLPLIBA YCTHO, CITYXKHTENSAT 0TOE/IA3Ba ASHS U Yaca
Ha npeiaBaHe Ha ChOOILICHUETO Ha 3asiBUTENS U C€ ITOIICEA.

(3) Korato anpechT Ha 3asBHTENs He € W3BECTEH WM TOH He e HaMepeH Ha
MIOCOYCHHUS OT HETO aApec, IOKYMEHTBT C€ ChXpaHsABa Kacara Ha YYHJIMIIETO IO [IOUCKBAHE.

Yn. 12. (1) F'oToBuTe HOKYMEHTH ce MOTy4aBaT B aZMHHHCTpaTHBHATa CiIyk0a or
3asBUTEIIS UM YIIBJIHOMOIIEHO OT HEro JIMIIE CPelly HOIIHC.

(2) Axo B onpeneneHus CPOK 3aABHTEIAT HE CE SIBU 1a TOJIyYH HCKaHHUST OT Hero
AIOKYMEHT, IIOCICAHUAT MY C€ H3IIpallla [0 Iowmara ¢ oOpaTHa pasIucKa Wi 110 KypHep.

I'IABA TPETA

YITPABJIEHUE U KOHTPO.I HA KAYECTBOTO HA AJIMUHACTPATUBHUTE
YCIOYru

Yn. 13. (1) Anmunucrpatusaute yenyru B [II' “Ceetn Humurep Comyneku®, rp.
benocnas ce nmpegocTaBsT npu cnaspane Ha ClieHATE CPOKOBE:

1. cpox®BT 32 OTrOBOp Ha 3aNUTBaHMS, TOCTHIIAIM 110 TTOMATA H II0 €JIEKTPOHHATA II0I11a,
€ 10 7 IHH.

2. B ClIydamTe, KOraro € Heobxoauma NPOBEPKA HA MSCTO WMJIM CTAHOBHILE HA JPYT
AIMMHHCTPATUBEH OpraH - 10 30 KaJeHnapHu JHH;

3. BpeMeTo 3a 4yakaHe IpH nony4aBaHe Ha uH(OpMamus w/wmm o6paGorTsaHe Ha
AOKYMEHTH BB BPB3Ka C NIPEOCTABSIHETO HA aJIMHHHCTPATHBHHTE YCIYIH € He moBeye 0T 20
MHH.;

Yn. 14. (1) KoHTpoasT mno cmasBaHeTo Ha IpaBUiiaTa 3a [peloCcTaBsIHE Ha
aAMHHHCTPaTHBHU YCIIYTH OT CIyXHTEIUTe B aIMHHHCTPATHBHATA CIIy’K0a Ce OCBHIIECTBIBA OT
3aMeCTHUK-aupexTopa mo ACJI.

3AKJIIOYUTEJIHHA PA3IIOPEABH

§ enuncTBeH. BhTpeinnuTe npasuna ce YTBBPXKJaBaT Ha OCHOBaHHWE Wwi.2, al.l, 1.6 u 9.6
oT HapenGaTa 38 AaIMHHUCTPATURHOTO oﬁcnymnane H €€ BEBEIKJAT B JACHCTBHC CHC Sanosen Neo

PJT07-1523/12.09.2025r. Ha aupexropa ua IT" “Cretu Huamutep Conyneku®, rp. Benocnas.



