Ha ocHoBy unaHa 43. 3akoHa o gpxasHoj ynpasu (,Cnyx6eHn rnacHuk

PC*, 6p.79/2005, 101/2007, 95/2010 u 99/2014), unaHa 46. 3akoHa O
apxasHuMm cnyxbernnunma (,Cnyx6enHn rmacHuk PCY, 6p. 79/2005, 81/2005-ucnp.,
83/2005-ucnp., 64/2007, 67/2007-ucnp., 116/2008, 104/2009 n 99/2014), unaHa 4. n
ynaHa 36. Ypeanbe o Hayenvma 3a yHyTpallke ypeherwe 1 cuctematusauujy pagHmnx
MecTa Yy MuHUCTapcTBMMa, nocebHuM opraHusdaumjama u cnyxbama Bnapge
(,Cnyx6eHn rnacHuk PC* 6p.81/2007-npeunwhenn Tekct, 69/2008, 98/2012 un
87/2013) n unaHa 3 u unaHa 4. Ypenbe o pasBpcTaBaky pagHUMX MecTa MU
MepunumMa 3a onuc pagHux Mecta gpxasHux cnyxbeHuka (,Cnyx6eHu rnacHuk PCH,
6p.117/2005, 108/2008, 109/2009, 95/2010, 117/2012, 84/2014, 132/2014 n
28/2015), HayenHuk CeBepHobaHaTCKOr ynpaBHOr OKpyra, JOHOCK:

NMPABUINHUK
O YHYTPAWHKEM YPEBEHWLY U CUCTEMATU3ALNJIU
PAOHUX MECTA Y CTPYYHOJ CITYXBU
CEBEPHOBAHATCKOI YNIPABHOI' OKPYTA

l. YBOOHA OOPEABA

UnaH 1.

Osuwm [MpaBunHukom yTBphyje ce yHyTpalhe ypeherwe, HaunH pykoBohena
N OOroBOPHOCTU, YKynaH Opoj apxaBHUX cnyxbeHuka , ©poj pagHuMx mMecTta no
CBakOM 3Bawy 3a [ApxaBHe cryxbeHuke W cBaky BpPCTY pagHWX MecTa 3a
HaMelWTeHVKe Cca Ha3MBOM UM ONWUCOM rMocnoBa, notpebaH 6poj ApXaBHUX
cnyxbeHvka N HaMelTeHnKa 3a CBakKo pagHO MeCTO M YCMOoBWU 3a 3anocriewe 3a
cBako pagHo Mecto y CTtpydHoj cnyxbu CesepHobaHaTCKOr ynpaBHOr OKpyra ca
cegmwteM y KnknHau (y garbem Tekcty:CTpyyHa cnyxba).

Il. AENOKPYT U YHYTPALWUWHKE YPEHEHE CTPYYHE
CNYXBE

- Oenokpyr CtpyyHe cnyxbe -
UnaH 2.
3a obaBrbane nocnosa u3 genokpyra Ctpy4dHe cnyxbe obpasyje ce cnegeha
yXXa yHyTpallka jeamHuua:

1. Opcek 3a onwiTe nocnose

1. OACEK 3A OINWTE NOCJIOBE

YnaH 3.



Y Opceky 3a onwTte nocrnoBe obaBrbajy ce NOCMOBM KOjU Ce OOHOCE Ha:
CTPYYHY M TEXHWYKY NOTMNOPY HayerHWKy YNpaBHOr OKpyra U MOCroBe 3ajeaHnyke
CBMM OKPYXXHUM MOAPYYHUM jednHULamMa opraHa ApXaBHe ynpaBe Ha nogpysdjy
YnpaBHoOr okpyra, a obpasoBaHe 3a nogpyyje wmpe unu yxe og nogpyyja YnpasHor
oKpyra; npyxawe CTpydyHEe W aAMUHUCTPATUBHO TexHu4ke noapwke CaseTty
ynpaBHOI OKpyra: OCTBapMBak-e capagH€e Ca OpraHnmMa gpXxaBHe ynpase U JiokanHe
camoynpase; a nocrnose 13 obnactu pecdopme gpxxaBHe ynpase; ynpaBHe NocrnoBe
y BE3WN 3acCHMBaHa M npectaHka pagHor ogHoca 1 OoCcTBapuBawa npasa M3 pagHor
ofHOCa ApXaBHUX CnyXbeHnka M HamelwTeHuKa; eBuaeHuunjy U pasBoj KagpoBa;
AOCTYMHOCT MH)OpMaLnjama of jaBHOr 3Hayaja; NocnoBe ouerMBarka ApXKaBHUX
cnyxbeHuka; NOCnoBe aHanuMsvpakwa pagHUX MecTa; MOCNoBe jaBHMX HabaBku:
nocrnose npunpeme [locnoBHnka o pagy CaBeTa ynpaBHOr OKpyra, MOCoBe
npunpeme n cnposofewa lNnaHa nHTerputeta CTpydHe cnyxbe YnpaBHOr OKpyra;
nocrioBe Koju ce opHoce Ha 6e3begHOCT M 34paBfbe Ha pagy; nNnaHupawe
nsBpwewa Oyleta M KBOTa, M3pady 3axTeBa 3a MPOMEHY Yy anponpujauujy wm
NPOMeHy KBOTa, u3pagy 3axteBa 3a npey3mmare obaBesa, 3axTeBa 3a nnahawe u
TpaHcdep cpeactaBa, KOHTPOMy pacxoga, obpagy nnahawa n eBuaeHTUpara
TPOLLKOBaA, (PUHAHCUJCKO M3BELLUTaBak€ O OCTBAPEHUM MpUXoAMMa, W3BPLUEHUM
pacxoguma, NpuKynibakbe W KOHTPOMy nopgataka 3a obpadyH nnata ApXKaBHUX
cnyxbeHuka, HaMellTeHWKa W OCTanux 3anocCfieHMX; cacTaBfbake aHanuaa,
n3BeLlTaja n uHopmauuja; nocrose jaBHe HabaBke; HabaBKy, YyBawe N U3gaBake
KaHLenapujckor u gpyror noTpoLIHOr mMaTtepujana M CUTHOr MHBEHTapa; npujem,
eBuaeHTpawe, 30pyxuBamwe, paspohere, apxmBnpamwe 1 ekcrneanuunjy npeavera;
AakTunorpadcke NocnoBe 1 NOCroBe YMHOXaBaka Matepujana; npeso3 NyTHUYKUM
aytomobunuma; Tekyhe oppxaBawe MNOCMOBHOI MPOCTOpa W Apyre nocrnoBe of
3Ha4aja 3a pag YnpasHOr okpyra.

lll. PYKOBOBHEHE U OANTOBOPHOCT

UnaH 4.

CTpy4HOM cny>kGoM pyKOBOAM HAYENHUK YNpaBHOr OKpyra.

HauenHuk ynpaBHOr OKpyra 3a CBOj paf ogroBapa MWHUCTPY 3a ApXaBHY
ynpaBy v fniokanHy camoynpasy u Bnagn Penybnuke Cpbuje.

Opacekom pykoBoam wed Oaceka.

Lled opceka opgroBapa 3a cBOj pag wm pag Opgceka KojuMm  pykoBOAM
Ha4yenHuKy YnpasHoOr okpyra.

AdpxaBHy cnyx6eHuun, HamewTeHuuM n octanu 3anocreHn y CTpy4yHOj
cnyxbu ogrosapajy 3a cBoj pag wedy Opceka, OOQHOCHO Ha4venHWKy YnpasBHoOr
oKpyra.



IV. CACTEMATU3ALUUNJA PAOHUX MECTA

YnaH 5.

CuctemaTtumsaumja pagHUX MecTa cagpXu:

- Ha4YenHUK YnpasHOr oKpyra 1 dyHKUMOHEpP
- ABa pagHa MecCTa Yy 3Bakby CaBETHUK 2 (oBa gpaBHa cnyxbeHuka)
- ABa pagHa MecTa y 3Baky pedepeHT 2 (oBa gpkaBHa cnyxbeHuka)
- Tpy pagHa mecta y |V BpcTn pagHux mecta 3 (Tpu HameLuTEHMKA)

1. HauenHuk YnpaBHoOr okpyra 1

PykoBogn Ctpy4yHOM cnyxbom n obaerba gpyre nocroBe y cknagy ca
3aKoHOM.

2. PagHo mecTO agMMHUCTPaTUBHO — TeXHUUKOI ceKpeTapa
YeTBpTa BpCTa pagHUX MecTa HaMelUTeHUKa 1

ObaBrba TenedoHcKy komyHukauujy n E-mail kopecnogeHuujy; obasrba
TeXHU4YKe MocroBe y Be3n ca npujeMom cTpaHaka , opraHuayje cactaHke no Harnory
HayenHwka, BOAM 3anuCHUKE Ca cacTaHaka U Boau TenedOHCKM MMEHUK; npunpema
N n3gaje Hanore 3a cnyxbeHa nytoBawa; obasBrba M Apyre nocrnose Mo Hanory
HadvenHuka Okpyra

YCIIOBW: IV cTteneH cTpyyHe crnpeme 3aBplLUeHa rmmMHasuja, HajMamwe 2
roavHe pagHoOr UCKYCTBa Ha MOCMOBMMA TEXHUYKOr cekpeTapa M Mo3HaBakwe paja
Ha padyHapy.

3. PagHo mecTo Bo3aua
YyeTBpPTaA BpPCTa pagHUX MecTa HaMeLTeHUKa 1

Ynpaerea cnyxbeHnum BO3UNIOM; CTapa Ce O pPOKOBUMMA 3a MNPOBEPY TEXHUYKE
MCNpaBHOCTKN BO3WUSa N HUXOBOM TeKyheM ofpaBamy; cTapa ce O cepBucupamy u
perncTpauuju Bo3una ; Boau eBuaeHumjy o Kopuwhewy Bo3una; BpLUM no notpedm
Mah-e nonpaske; obasrba 1 Apyre nocrnose no Hanory HayenHuka Okpyra

YCIIOBMW: IV cteneH cTpydHe cnpemMe TEeXHWYKOr cmepa, NOSIoXKEeH UCNUT BO3ada
"B" n "U" kateropumje n 2 roguHe pagHor UCKycTBa Ha Nocnosuma Bo3ava.



OACEK 3A OMNWTE NMNOCNOBE

4. Wed Opceka
CaBeTHMK 1 Ap>xaBHU cNyX6eHuK

Pykosoan pagom Opfceka, npyxa CTpyyHa ynyTtcTBa , nnaHupa, opraHusyje u
Hag3upe pag gpxaBHuUX cnyxbeHvka n HamewTeHuka y Oaceky: npyxa CTPy4Hy M
agMWHUCTPATUBHO — TEXHUYKY NMOMON HayerHuky YnpaBHOr OoKpyra y usBpLuaBary
NnocrnoBa 3ajeJHUYKNX 3a CBE OKPYXXHEe NnogpyyvHe jeAnHULE opraHa Ap>KaBHe ynpase
Ha noAapy4jy YnpaBHOr OKpyra ; opraHusyje un npyxa agMUHUCTPATUBHO — TEXHUYKY
nogpwky CaseTy ynpaBHOr okpyra n obasrba nocnose cekpetapa CaseTa ynpaBHOr
oKpyra; npunpema un uspahyje akte o yHyTpawweM ypehewy u cuctemaTtmsauujm
pagHuX mecTta, obaBrba MOCMOBE aHanuMTMyapa pagHuX MecTa; npyXa CTPy4Hy
nomoh y ocTBapmBamy npasa 3anocrieHunx, uspafhyje akre o npasuma, Oy>KHOCTMMa
N OOroBOPHOCTMMA 3anocfieHnX U cTapa ce O yjeQHayeHOM MOCTYNKY ouehMBaHa
Ap>XXaBHUX cnyxbeHuka; npunpema un mspahyje HaupTt kagposckor nnaHa u NnaHa
WHTerpuTeTa, npunpema u uspalyje mecevyHe usBelUTaje y Be3u ca CTPYKTYpPOM U
Opojem OpxaBHUX cnyxbeHuka W HamewTeHuka 3a LleHTpanHy KagpoBcky
eBnaeHunjy 1 nepmoanyHe usBellTaje o pagy CTpydHe cnyxbe ynpaBHOr okpyra ;
cTapa ce O NpaBUIHOM CrpoBofewy NOCTynka jaBHe Habaske ; obaBrba nocriose
Kojuma ce o6e3befyje AOCTYynHOCT MHpopMaLumjama of jaBHOr 3Ha4vaja;. obasrba u
Apyre nocriose no Hanory HavyenHuka Okpyra

YCJIOBWU: CteueHo Bucoko obpasoBarwe M3 HaydHe obnactu npaBHe Hayke,
Ha OCHOBHMM akageMckum cTyanjama y obumy on Hajmawe 240 ECIIB 6opoBa,
MacTep axkagemckum cTyauvjama, cneuuwjanucTUYkMM axkagemckuMm  cTtyaujama,
crneumjannucTUykMM CTPYKOBHUMM CTyaujama, OAHOCHO Ha OCHOBHMM CTyaujama y
Tpajakby O4 HajMawe YeTUpu roguHe unM cneuujanMcTUYkMMm cTygujama  Ha
dhakynTeTy, NONOXEH ApXaBHU CTPYYHN UCNUT , HajMare 3 roanHe pagHor NCKycTBa
y CTpyLM, NO3HaBaH-e paja Ha padyHapy .

5. PagHo mecTO 3a PpuHaAHCHjCKO — MaTepujarnHe nocriose
CaBeTHMK 1 Ap>xaBHU cnyX6eHuK

Mpunpema npegnor puHaHcKjckor nNnaHa 3a nspagy 3akoHa o GyueTty u uspahyje
PUHAHCKjCKM NNaH W 3aBpLUHW padvyH; nnaHupa TPOLWKOBE M CcTapa ce O
€KOHOMWYHOM W HaMeHCKOM Tpollewy OyleTckux cpegcrtaBa ; nposepasa
ncnpaBHOCT nponucaHnx obpasaua, BpwwM KOHTpony u obpaflyje nogaTtke 3a
ucnnaTty nnaTta, Apyrux npumara M HakHaga 3anocneHux y CTpydHoj cnyxow;
N3pahyje nepuoanyHe wu3BelwwTaje O u3Bpwewy 6Oyueta; BOAM MponucaHe
aHanuTuyke eBuaeHuUMje, Ynje nogaTke ycknahnyje ca KiMroBoACTBEHUM nogaumma
n nogaumma mn3 naBHe Kwure Tpesopa; n3pahyje nnad jaBHuUx Habasku , nspanyje



KBapTanHe u3BewTaje O CNpoBeAeHUM nocTynuuMma jaBHUX Habaeku , BOAM
eBMaeHUn)y O peanusauunjyu 3sakiby4yeHux yroBopa W yyecTByje Yy crnpoBohewy
nocTynka jaBHe HabaBke, MpaTy KBaNUTET U HAYUH MpyXakwa YroBOPEHUX yCnyra;
capafyje ca gpyrMm opraHuma y MOCTYrKy OCTBapuBaka MpaBa 3anoCNeHnx u3
obnacTn neHsmjckor, MHBANWACKOr U 34paBCTBEHOr ocurypawa, obasrba u gpyre
nocnose no Hanory weda Oaceka.

YCJIOBU: CtedeHo Bucoko obpasoBarwe U3 HayvyHe obnactm eKoOHOMCKEe
Hayke Ha OCHOBHWM akagemckum cTyamjama y obumy on Hajmawe 240 ECIIB
6ogoBa, MacTep akagemckmm CcTygvjama, ChneuunjanucTUyKUM — akageMCcKum
cTyamjama, crneuujanmcTUYkMM CTPYKOBHUM CTyaujama, OOHOCHO Ha OCHOBHUM
cTyanjama y Tpajamy OA Hajmame YeTMpU roamMHe Unv cneumjanucTuyknum ctygnjama
Ha dakynTeTy, MOrMoXeH APXaBHU CTPYYHW WUCMUT W HajMawe 3 roguvHe pagHor
MCKYyCTBa Yy CTPyUM U NOo3HaBawe paja Ha padyHapy.

6. PagHo mecTo 3a 06pany chmHaHCHjcKe AOKYyMeHTauuje

pedepeHT 1 ApXaBHU cnyX6eHuK

Bpwwn npujem n eBuageHTUpawe KHUroBOACTBEHE AOKYMEHTauuje 1 ycarnawasame
peanu3oBaHux obaBe3a ca o0gobOpeHUM MeceyHMM KBOTama W CBaKOLHEBHO
ycknahmBamwe N KOHTposia (oMHaHCUjCKMX U pavdyHOBOACTBEHUX NodaTtaka; npunpemMa
n nspahyje 3axrese 3a nnahawe ; BpwWN obpadyH HakHaga, AHEBHMLA U OCTanmX
TPOLWKOBa 3a cnyxbeHa nyTtoBawa Yy 3eMibM U WMHOCTPAHCTBY; BpLUM OOpadyH
nopesa; BpLUX nonyhwaBarwe nponucaHux obpasaua u obasrba Apyre nocrnose no
Hanory weda Opaceka.

YCINOBW: Cpenha cTpyyHa cnpemMa eKOHOMCKOr cMepa, MOfoXeH ApXaBHU
CTPYYHM UCMNT , Hajmare 2 roguMHe pagHor UCKYCTBa y CTpyuu, No3HaBarwe paga Ha

padyHapy.

7. PagHo mecTO 3a KaHUenapujcke nocnose

pedepeHT 1 Ap>XaBHU CNY>XO0eHuK

Bpwn 3aBohewe, dopmuparwe, eBUAEHTUpaHe, 3OpyXuBarwe, passoherwe wu
apxuBupare npegmeTa; 3a notpebe nHcnekuunja Bpn pesepeucare bpojesa, Boan
eBMaeHUnjy O KpeTawy npeameTa M [AONyHe npeameTa; Aaje obaBelTena
CTpaHkama W 3arnocrieHMma O KpeTawy npeameTa; BOAU apXUBCKY KHUTY U n3nydyje
npegmeTe Kojuma je UcTekao pok vyBawa; obaBrba M Apyre nocrnose Mo Hamory
weda Oaceka.

YCIIOBW: Cpeawa cTpyyHa cnpema , 3aBpllieHa rmmHasuja Unm eKoHoMmcka
LUKOMa, MOMOXeEH OPXXaBHW CTPYYHU UCMUT , HajMakwe 2 roavHe pagHor UCKycTea Y
CTpyuUW, NO3HaBake paga Ha padyHapy.



8. PapHo mecTo onepartep — gakrtunorpacdc
YyeTBpPTa BpCTa pagHUX MecTa HaMeLlTeHMKa 1 HamelwwTeHuUK

ObGaBrba nocnoBe Kyuawa M MpekyuaBakwa TEKCTOBA MO AMKTaTy, ca LiTamnaHor
TeKcTa, pykonuce, uspahyje Tabene, ctapa ce O KBanuTeTy, OGNMKOBawy W
WTamMnawy TEKCTa ; BPLWM YHOC nojataka Ha MarHeTHe meaujyme 3a notpebe
Kpenpawa 6a3e nogartaka ; obasrba Kypupcke nocriose ; obaBrba U gpyre nocnose
no Hanory weda Opaceka.

YCIIOBMW: IV cTteneH cTpydHe cnpeme, 3aBpLleHa rMMHasunja , No3HaBahe
paga Ha padvyHapy M 2 rogvHe pagHOr UCKYCTBa Ha MOCnoBuMMa gaktunorpadga wm
no3HaBak-e paja Ha padyHapy.

V. NMPENA3HE U 3ABPLUHE OAOPENBE

YnaH 6.

Mo cTynawy Ha cHary oBor [paBunHUKa Ha4YenHUK YnpaBHoOr okpyra he
Ha pagHa mecTa yTepheHa oBuM [NpaBunHMKOM pacnopeanTn gpXaBHe
cnyx6eHunKe 1 3aKiby4nTn YroBope O pagy ca HamellTeHuumma.

YnaH 7.

Mo cTtynawy Ha cHary oBor [lpaBunHuka, npectaje ga Baxu [lpaBuUnNHUK o
YHyTpawHeM ypehewy K cuctematudaumju pagHux mecta y CTpy4qHOj criyxbu
CeBepHobaHaTtckor ynpasHor okpyra, 6poj 903-110-00001/2011-02 oa 05.04.2011
roguHe.

YnaH 8.

OBaj lNpaBunHUK cTyna Ha cHary no gobujawy carnacHoctn Bnage, ocmor
AaHa o4 paHa objaBrbmBaka  Ha ornacHoj Tabnm  CTtpyydHe  cnyxbe
CeBepHobaHaTcKor ynpaBHOr OKpyra.

Bbpoj: 903-110-00001/2015-01
Hana: 15.01.2016.rognHe
KnknHga

HAYEJTHUK
YNPABHOI' OKPYTA

Hukona Jlykau






