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JIBXKHOCTHA XAPAKTEPUCTHUKA

JINBbKHOCT: CBAEBEH CEKPETAP

e KOJI no HKIIJT — 33433004

e Crnenuanu3vpaHa aJMUHUCTPALMS
e Panr: MunumaiieH—V, MakcuMmalieH - |

PbKOBOJUTEJ: IIPE/[CE/IATE/I HA CB/IA

I. IBUCKBAHUSA 3A 3AEMAHE HA JUI'bKHOCT:

3a ABbXXHOCTTA C"b,[[e6eH JEJIOBOAWTEI C€ Ha3HayaBa JIULE , KOCTO:

@)
@)
@)

Hae:

OBbIArapcKky rpaxkJJaHuH;

IrpaKJIaHUH Ha Ipyra JIbprKaBa — 4ieHKa Ha EBponenckus cbro3;

IpaXAaHWH Ha JApyra abpkaBa — crpaHa no CnopasymeHuero 3a EBpomeickoro
MKOHOMHUYECKO IIPOCTPAHCTBO;

rpaxnanuH Ha Kondenepanus LBelinapus

E naBbpimni1 neiaHoseTHeE;

He e mocrasen nop 3anpenicHue;

He e ochxaaH Ha numaBaHe OT cB0OOJA 32 YMMIIUIEHO NPECThIUIEHHE OT OOII
Xapakrep;

He e nmumien oT npaBoTO Aa 3aeMa ONpeIeNIeHa JIIbKHOCT;

OtroBapsi Ha MUHUMAJIHUTE M3MCKBAHUS 3a CTENEH Ha 3aBbpIIEHO oOpa3oBaHue /
cpeaHo/ uiau Mpo(eCHOHAIIEH OMUT, KAaKTO M Ha CleUu(UYHUTE W3UCKBAHUS,
MIPEABUICHN B HOPMATUBHUTE aKTOBE 3a 3a€MaHE Ha CbOTBETHATA JUIBXKHOCT;

He e B liepapxuuecka Bpb3Ka Ha pbKOBOJCTBO U KOHTPOJ ChC CHIIPYT WUJIU CBIIPYTa,
C JIMLIE, C KOETO € BbB (PAKTHYECKO CHKUTEICTBO, C POJHUHA IO MpaBa JIMHUS 03
OrpaHUYEHUS, 10 ChpeOpeHa JIMHUS J0 YETBBbPTA CTENEH BKIIOUUTENTHO WIH MO
CBaTOBCTBO |0 YETBBPTA CTEIICH BKIIIOUUTEIHO;

He e eanomuyeH Thprosew, HEOrPAHUYEHO OTIOBOPEH CBAPYKHUK B THPrOBCKO
JIPYXECTBO, YIPAaBUTE], THPTOBCKH ITHIHOMOIIHHUK, THPIOBCKM IPEICTAaBUTEDN,
MIPOKYPHUCT, THPrOBCKH ITOCPEIHHUK, JIMKBUIAATOP WJIM CHHIUK, WICH HAa OpraH Ha
YIpaBJI€HUE WIK KOHTPOJI HA ThPTOBCKO JIPYKECTBO MIIN KOOIIEpaLlns;

He e cbBeTHUK B OOIIMHCKYU CHBET;



- He 3aema pbKOBOJHA HJIM KOHTPOJIHA JTBXKHOCT B ITOJUTHYECKA MTAPTHS

- He pabotu mo TpynoBO HpaBOOTHONICHHE NPH JIpyr paboTonaTesl, OCBEH Karo
Hpero/iaBaTesl BbB BUCIIC YUHIIUIIE,

- He e agBokar, HOTapuyc, 4acTeH ChJIcOCH W3IBJIHUTEN U HE YIPaXKHSBA JIpyra
cBOOOIHA TTpohecHs..

I|LOCHOBHU ®YHKIUU (onucanue HA LUTHLKHOCTTA):

M3nbnHsBa neMHOCTM MO MOArOTOBKAaTa Ha JejlaTa 3a pas[iiexJaHe B ChACOHHU
3ace/laHusl, U3rOoTBS W IIpujara KbM JiejlaTa U KbM EJIEKTPOHHMTE IIallKM Ha Jiejiata
IIPOTOKOJIUTE OT CBHACOHUTE 3acelaHMsl, NON'bJIBA E€JIEKTPOHHUTE MalKW Ha Jejara C
IIOCTAHOBEHHUTE CBHJICOHU aKTOBE OT OTKPUTO 3acefJaHue, MOATOTBA (HOpMYIIsipH,
CIIUCBLIM C HACpPOUEHMUTE 3a CbhleOHO 3acenaHue nena. lIpoBepsiBa peloBHOCTTa Ha
BpBUYCHHUTE MPU30BKH Mpen Ch1eOHOTO 3acenanue.lIpuara kpm Aenara, JOKyMEHTHUTE,
MOCTBIMIM B CbJIeOHO 3acenaHue.l3roTBs mNpoTOKOIM OT CBASOHO 3aceiaHue,
NPU30BKM U JPYrd JOKYMEHTH, MO paslopekJaHe Ha ChAUATa OT ChAECOHOTO
3acenanue.Homepupa npeacraBeHuTe IO JejaTta  JIOKYMEHTH OT  CbJIe€OHO
3aceganue.Padotu c

l1l. KBAIMOUKAIIMOHHU M3NCKBAHUA 3A 3AEMAHE HA
JJIBKHOCTTA:

e (OOpa3oBaHuE —3aBbPIIEHO CPEIHO OOpa30BaHUE

e KoMmioTepHU yMEHHUS - OTIUYHO BJIaJIc€HE HA KOMITIOTHPEH MAIIMHOIIUC U YMEHUS
3a TeKCTo0OpaboTKa ¢ mporpaMmex npoaykt Word

e JluyHM JENOBH KadecTBa: OTIMYHUM KOMYHHKATHBHHU YMEHHSI M CIIOCOOHOCT 3a
paboTa B €KHIT, HHUITHATUBHOCT, ONIEPATUBHOCT, JIOSUTHOCT

V. OCHOBHU JJIBKHOCTHU 3AABJIKEHUSA

1. CbcraBs MPOTOKOIM 3a OTKPUTHTE CBHACOHM 3acelaHusl MOJl JUKTOBKAaTa Ha
npezcenarens Ha cberaBa.llo Bpeme Ha chAeOHOTO 3acefaHue, MPH HATMYHE Ha TEXHUYECKa
BBb3Ma)XKHOCT,ChJICOHUAT CEKpeTap, U3MO0JI3Ba Iporpamara 3a 3ByKo3aruc.

2. V3roTBs ciMChIM 3a pela W 4acOBETe Ha CHACOHHWTE 3acelaHus BHB BpPB3Ka C
nyOJIMKyBaHETO UM Ha MH(OpMAIIMOHHHUTE Ta0na;

3. Iogpeka 1 HOMEpHpa 0 pe/ia Ha MOCTHIIBAHETO HA KHIDKATa OT 3aCEaHUATA;

4. M3mrbyiHABA pa3lopekIaHHsTa Ha Ch/1a, IOCTAHOBEHU B OTKPUTUTE 3aCEIaHMs;

5. Cp00pa3HO MTHKHOCTHA XapaKTEPUCTHUKA MOKE Ja M3TOTBS W M3Ipalia OOsIBICHUS
Ha CTpaHMUTE CJIeJ MOCTAHOBSIBAHE HA PELICHHE IO JIEIO0TO, KaTo MpaBH OTOES3BaHE BBPXY
PEIICHHUETO;

6. M3roTBs JOKyMEHTH 3a M3ILJIAlllaHEe Ha OINpENeIeHUTe CYyMU 3a Bb3HATPAKIACHUS U
Pa3HOCKHU Ha €KCIIEPTH, CBUCTENH, ChIOHN 3acelaTeld U APYTH 10 OnpeesieHn 00pa3iu

7. VI3roTBsi CHMCBHIM Ha JIMIATa 3a MPU30BAaBaHE B ChJA CIEI IBPBOTO IO JEIOTO
3aceianue 1mo oopaserl - npuiokenne Ne 3, Ha KOUTO OTOENsA3Ba KOra M KbJe ca M3MpPaTeHU
NPU30BKUTE U CHOOILIEHHUATA, UM OTPa3sBa HAUMHA HA YBEJAOMSIBAHETO UM;



8. Haif-manko 10 mHM mpeaw 3aceqaHUETO MPOBEPsSBA BPBIIAHETO HA MPU30BKUTE U
JIPYTUTE KHIKA T10 JISJIOTO U JOKJIa/IBa pe3yiTaTa Ha ChAUSTA TOKIAIHK;

9. UBroTBs MpHU30BKUTE MO OTJIOKCHHUTE JIela M OTpa3siBa pe3yiaTara B KHHATAaTa 3a
OTKPUTHUTE 3aCelaHus B TPUIHEBEH CPOK OT CHIACOHOTO 3aceaHue;

10. IIpenaBa oOsiBeHHTE 3a pelIaBaHE Jlela HA CHIUATA JOKJIAJYUK, a OTIOKEHUTE,
MIPEKPATEHUTE U C U3TOTBEHH aKTOBE JIeJia - B JICJIOBOJICTBOTO CPEIY MOIIUC Ha ChOTBETHUS
JICTIOBOUTEI;

11. BsBexxna HeoOxoaumara nHGopManus B ”HGOpPMAIIMOHHATA CUCTEMa Ha Chla

12. TIpu oTchCTBUE HA CHIEOCH CEKpeTap, 3aMecTBa IMOCICIHUS B W3ITBIHEHHE Ha
CIIY)KeOHUTE MY 3aIb/DKEHUS, Ce] YCTHO HapexaaHe OT 3aBexkaamus ciyxoa ,,CbaeOHu
cekperapu’;

13. Ilpe3 mounBHUTE ¥ MPA3HUYHHM JTHU J]aBa JSKYPCTBA MO0 YCTAaHOBEH Ipaduk;

14. Tlpuema, ocurypsiBa U ChbXpaHsSBa BEUICCTBCHUTE JOKA3aTENICTBA, HEOOXOIUMU B
ChACOHO 3acelaHHe 3a WU3BBPIIBAHE HA IMPOIECYaTHU ICHCTBHUSA, CJE] KOSTO T'M BpbIIA HA
ci1y»0a JIeI0BOACTBO CPEILy MOJIITHUC;

15. B cnyuaute, korato cbaebHOTO 3acenanue npoawmku cien 17.00, ocraBa na
U3ITBJTHSBA 33IBJDKCHHASATA CH JI0 MIPUKITIOYBAHE HA 3aCEIAHUCTO;

16.CpnelHu cekpeTapu Mo Jenara, ChAbpKally Kiacupuuupana nHGopMalus, Morat
na ObJaT caMo TE3H CIIY)KHTEIH, KOUTO UMAT JOCThI 10 Kiacudumupana nadopmanus. [Ipu
paboTa c Te3u jena, ChAeOHUTE CEKpeTapH Cra3BaT MpaBuiiaTa, 3a paboTa, YCTAHOBEHU ChC
33KH u no13akoHOBUTE aKTOBE 0 MPUJIATaHETO MY.

17. Vi3pbpiiBa Ha MPHUHIIMIIA HAa CIYYailHUS TOJ00DP 4Ype3 eNEKTPOHHO pasnpeaesieHue
ChICOHUTE 3acelaTeNid 10 HAKa3aTeJIHUTE Jejla U TH YBEIOMSBAa 3a IIBPBOTO ChICOHO
3acemaHue.

18.M3nbiiHABa ® IPYTH 3aIbJDKCHUS, BB3JIOKCHH MY OT IMpEACENaTeNIss Ha Chla H
ChACOHMS aJIMUHUCTPATOP /aIMUHUCTPATHBEH CEKpeTap/

V. OTTOBOPHOCTM:

1. OTnuuHu yMeHUs ¥ MO3HAHMS 110 00U JAETOBOJAHU TEXHUKHU, HA ChBPEMEHHH O(UC
— TIPOIEeAYypH, CTaHIApTHO oduc — oOopyaBaHE, OTIWYHU TO3HAHUSA 10 CTUIUCTHKA,
MPABOIKC, TPAaMAaTHKA U MMyHKTYaIlHs.

2. Hocu OTroBOpHOCT 3a TOYHOTO W Ka4eCTBEHO W3IBIHEHHE HA YTBBPICHHUTE C
HacTosIaTa JUIbXKHOCTHA XapaKTepUCTHKa 3a1aun.lIpu u3nmbiaHeHne Ha Bb3JI0XKEHNUTE 3a/1a4H,
HE JIONyCKa, 3aKbCHEHHUS, 3a0aBsiHE WIN APYTU OTKIOHEHHUS.

3. Hocu oTroBOpHOCT 3a MojyueHaTa M IMpeHacsHa JOKyMeHTauus. B u3mbiHeHHe Ha
BB3JIOKEHUTE 3aJjaud Ma3u M CbXpaHsBa cbaeOHara JgokyMeHTauus. llpu mnoBpexnane,
3ary0OBaHe WM M34Ye3BaHe Ha JIOKyMEHTH He3a0aBHO YBeJOMSIBA PbKOBOJCTBOTO Ha ChAA;

5. I1a3u karo ciyxeOHa TaliHa CBECHMSITA, KOUTO Ca My CTaHAJIM U3BECTHU B KpbIa Ha
ciyx0arta ¥ 3acsraT HHTepeCcUTe Ha rpaxkJlaHUTe, IOPUINUECKUTE JIUIA U IbpXKaBaTa;

6. [Ipu u3NBJIHEHNE HA CITY)KEOHUTE CH 3aIbJIKEHUS U B OOLIECTBEHUSI KUBOT CIIEABA
MOBEJICHUE, KOETO € ChbBMECTHMO C JI0OpUTE HpaBU M HE YpOHBa IpECTHkKa Ha ChaeOHATa
BJIACT;

7. CTpuKTHO cna3Ba pasnopeaduTe Ha ETHUHUS KOOEKC Ha ChAEOHUTE CIIY)KUTEIH,
onoopen ¢ Pemenune Ha BCC no mportokoin Ne 22 ot 27.05.2009 r., KaTo BCSIKO HapyllIEeHUE Ha
YCTAaHOBEHUTE C HEro MpaBuja e ObAe pas3riexJaHO, KaTO OCHOBaHME 3a ThpCEHE Ha
JTUCIUIUIMHAPHA OTIFOBOPHOCT M HaJaraHe Ha IUCHUIUIMHAPHU Haka3aHus oT riaBa [X,
paznen III ot KT;

8. M3mbiHSBA TIpU pa3MopexIaHe Ha MpeIceaaTeNs 3aIbJDKCHUATA CH ciiel] paboTHO
BpeMe B JISTHUYHH U IOYMBHHU JHU;



9. Jloknanea Ha mpencenarens BCHUKUA aIMHHUCTPATUBHH CIIA0OCTH, MPOIYCKH MU
HapyIICHHs, Ch3/IaBally IPEANIOCTABKY 3a KOPYIIIHS, U3MaMU 1 HEPETHOCTH;

10. Ma3u aBTOpHTeTa Ha Maructpatu u ciayxurenu npu PC — Crapa 3aropa u He
KOMEHTHpPA TEXHUTE MPOPECUOHATHH U JINYHU Ka4eCTBa;

11. B paiiona Ha crpagata Ha PC - Crapa 3aropa HocH Ha BHJHO MSICTO Ta0elKa ChC
CHHMMKaTa CH U C JJaHHH, CBBP3aHU ChC 3a€MaHaTa JUIbKHOCT;

12. Tlpu w3mBIHEHHWE HA CIY)KEOHUTE CH 3aIbJDKEHHS TOBOPH B y4THBa (opma
CIIPSIMO CB/INH, aABOKATH, TPAXKIAHU U 1P.;

13. IIpu otcheTBHE HA ChACOCH CIYKHUTET OT pAOOTHOTO My MSICTO, TIOEMa M HETrOBUTE
CyKeOHM 3aJb/DKEHHs B pPAMKHUTE Ha HEroBaTa KOMIIETEHTHOCT, CJI€J YCTHO WU
nucMeHo/rpaduk/ Hapexxaane oT 3aBexpauius ciayx6a ,,ChaeOHH cekperapu’, ChIeOHUs
aJIMUHHCTPATOP, AIMUHUCTPATHBHUS CEKpPETap U MpeJceaaTes;

14. JloxnaaBa Ha mpencenaTesiss BCUYKM aJIMUHUCTPATUBHU CIa0OCTH, MPOIYCKH MU
HapyIICHHs, Ch3/IaBalll MPEANOCTAaBKY 3a KOPYIIIHS, H3MaMHU U HEPETHOCTH;

15. I1a3u aBTOpUTETa HA MarucTparure u ciayxkurenute npu PC-rp. Ctapa 3aropa u He
KOMEHTHPa TEXHUTE MPOPECUOHAIHH U JINYHU Ka4eCTBa;

16. ITo3naBa u cna3Ba cBOUTE NMPO(ECOHATHH MpaBa M 3aTbJDKCHUS, TPOU3THYAIIN OT
HOPMaTHBHUTE aKTOBE, BbTpEIIHU JoKyMeHTH B PC- Crapa 3aropa u Te3u B ETnunus Konekc
Ha ChJICOHUTE CILY)KUTEIIH;

17. Cnenu 3a chOOLICHUS M 3allOBEIM, U3AaBaHHU OT IpEJCeaaTelis, pa3npoCTpaHEHU
4pe3 nH(pOpMALMOHHATA CUCTEMa Ha chJia /Court; sekretar; marmka 3armoBenu, CboOIICHUs/

18.CTpuKTHO Ja M3MBJIHABA YKa3aHHATA OT CHCTEMHHUS aJIMUHHCTPATOp 3a pabora C
KOMITIOThPHATA U Niepu()epHa TEXHHUKA,

19. Ila3sm NOAMTUYECKH HEYTPAIUTET TPU H3MBIHEHWE HA CIY)XEOHHTE CH
3aIBJKCHUS;

20. OtroBaps 3a CbXpaHEHHETO Ha MOJI3BAHUTE NeYaTy M HIEMIIEIIH;

21. CnasBa paboTHOTO BpeMe Ha aaMuHHCTpanusTa Ha cbaa ot 08.30 u. 1o 17.00 4. ¢
HIOJIOBUH Yac 00e/Ha TIOYMBKa,

22 .M3roTBsi MHAUBUAYaleH pabOTeH IIaH, ChIJIAaCHO M3UCKBaHMATA Ha wi.158, an.l
T.1 ot ITAC 1 ro npenaBa Ha 3aBeXxaall CiIyx0a ,,chbIeOHU ceKkpeTapu;

23. B crpagara nva PC - Crapa 3aropa HOCH Ha BHJHO MSCTO TaOelKa ¢ UMETO CH U
JIaHHU, CBBP3aHH ChC 3€MaHaTa JUThKHOCT;

24. la mo3HaBa M cHa3Ba HM3MCKBAaHHATA 1O OE30MaCHU YCIOBHS Ha TPYA U CIa3Ba
npaBuiarta 3a 0ezomnacHa paboTa;

VI.OPTAHU3AIIMOHHHA BPB3KHN

e JlnwxHOCTTa ,,ChIeOEH cekpeTrap B ChAa € H3MBJIHUTENCKa. Ha Ta3um AIBKHOCT
JUIETO HOCH OTTOBOPHOCT 32 COOCTBEHUTE CH PE3yNTaTH, KAKTO M Ha TE3W OT JEWHOCTTa Ha
ChOTBETHATa CIIyk0a;

e JlnwxHocTTa ,,ChAeOeH cekperap™ € NpsSKO MOJYMHEHA Ha 3aBEXAAlIUs  CIyxk0a
,»CBIICOHU ceKkpeTapu’, ChACOHHS aJIMUHHCTPATOp (aIMHHUCTPATHUBHHS  CEKpeTap), H
npezcenaTesl Ha Chla;

e lima HemocpeaCTBEHU B3aUMOOTHOIIICHUS ChC ChACOHUTE CIYKUTENHU U MAaTUCTPATH;

e lima BBTpeNIHM U BHHITHU MPOGECHOHATHH KOHTAKTH C OPTaHW M OpraHU3alluu, B
Kpbra Ha U3MBJIHABAHUTE (YHKIIMOHATHY 3a1bJKEHUS

VII.OBPA3OBAHME: munnmanna crenen 3a 3aBbpLUIEHO 00pPa30BaHUE — CPETHO



VIH.TOPECTOSIIM: Ipencenarens na cuaa, 3am [pencenaren, chaus — JOKIaIuuK,
chIeOeH aIMUHICTATOP, aIMHHUCTPATUBEH CEeKpeTap U 3aBesk/all ciayxoa ,,ChaeOH ceKxpeTaph®.



