BPEJAHOCTH IO OCHOBY II0Jla, Y3HEMHUpaBalke, CEKCyalHO Y3HEMHPABAakEe U CEKCyallHO
yIEHHBakhe, IPECTaHaK PaJHOT OJHOCA U PaJHOT aHTKOBAa 110 OCHOBY I10J1a).

CommjasiHO ocWrypame; MEH3WJCKO W HWHBAIUACKO OCHTYpame;, OCHIYpame 3a Cllydaj
HE3aIl0CIEHOCTH; 3/IPaBCTBEHO OCUTYPambe.

YrnpaBHU NOCTYNAK, €A eJIeMEHTHMA KAHIEJIAPHjCKOT MOCJI0Bakha H YIPABHH CIIOP.

Ilojam ympasaor mocrymnka. llojam ympaBHe crBapu. Bpcrte ympaBrHOTr moctymka. OcHOBHa
Hayena yHpaBHOT TOCTYIKa. YNPaBHO MOCTyMame. YNpaBHU akT. ['apaHTHH akT. YIpaBHU
yroBop. YmpaBHe panme. [Ipyxame jaBHuxX yciayra. OCHOBHA MpaBUiIa MOCTYNKA. YUYECHUIH Y
ynpaBHOM mocTynKy. Hamnexxnoct oprana. OBnamheno ciry:x0eHo juie. Capanma u ciry:k0eHa
nomoh. CtpaHka y ympaBHOM MOCTYNKY W H€HO 3acTymame. ONIuTeme OpraHa W CTpaHakKa.
Haunn ommrewa. [lognectm. 3amucHuum. Pasrnemame cmuca m o0aBelITaBambe O TOKY
nmoctynka. OoOaBemTaBame. [loctynmm o6aBemraBama. Poxou. TpomkoBm mocTymika.
IIpBocTeneHn NOCTyHaK: IMOKPETame IOCTYNKa M 3aXTEBH CTpaHaKa, HAuYUMH MOKpeTama
MOCTYIIKA, TPEHYTAK MMOKpEeTama MOCTYIKa, 0J0al[MBabE 3aXTEBA CTPAHKE, 3aXTEB J]a Ce MPHU3HA
CBOJCTBO CTpaHKe, MMOKPETamEe MOCTYNKAa M JaBHO CAONIITEHE M Clajarhe YIPAaBHUX CTBapH y
jeIaH MocTynak, U3MeHa 3aXTeBa, OJYCTaHAK O 3aXTeBa U MOCJIEIHLE OAyCTaHKa, IIOPaBHAME.
[Mpexnn moctynka. O0ycTaBibamke MOCTyNKa. TOK MOCTYIKa O JOHOUICHA pelieka (HauuH
yTBphUBama YWI-CHUIA y TOCTYNKY, QYXHOCT OpraHa jaa NnpuOaBH TOAATKE IO CIyKOEHO]
IyXHOCTH, IpUOaBibamke U yCTylame NOAaTaka O YHICHHIAMa O KOjUMa ce€ BOAU CIyKOeHa
€BUICHIMja Y WH(POPMALMOHOM CUCTEMY €3YIl, HEIMOCPEIHO OAJIY4YHBaIE, IPUBPEMEHE MEpeE,
UCIIUTHU TIOCTYNAaK, TPETXOAHO NHTamke, YCMEHa pachpasa). JlokasuBame (JOKa3uBame
YHIbECHUIIA, W3BOhEmE OKaza Ipel 3aMOJbEHMM OpPraHOM, HCIpaBe, CBEIOLM, BEIITauCHe,
Tymauu, yBuhaj, u3jaBe cTpaHke, ooezdeheme mokasa). Pemewe n 3akipydak. [lojam pemiema.
Pemieme konermjaHor opraHa. 3ajeJHUYKO pelierme. JIemMMHYHO, TOMYHCKO W TPUBPEMEHO
pememe. OOMMIM W AeNOBU peniewma. Mcmpapibame Tpemaka y pemiewmy. Pok 3a nznaBame
pewema. 3akibyyak. IIpaBHa cpencrsa. Ilpurosop. XKanba. [loctyname npBocTeneHor opraHa
o xanou. Iloctymame IpyrocTerneHor oprana mo >xanou. [loceOHM ciydajeBH yKHJamba H
MeHmama peliemka. [loHaBbambe MocTynka. [loHWINTaBamke KOHAYHOT peliekha. Y KUOame
peweba. lloHMmTaBame, yKHUZAmE M MEHamkbe NPAaBHOCHAKHOI pelieHha Ha IMPENopyKy
3amrutHUKa Tpahana. [IpaBHe mocieauie MOHWINTaBama M yKHIama peliema. V3Bpuieme.
OnroBopHocT oBnamtheHor ciyxOeHor iuia. Boheme eBueHnrja 0 pemaBamy y yIpaBHAM
cTBapuMa. ENEKTpoHCKO ympaBHO HOCTyHame (YCHOCTAaBJbAKE EINEKTPOHCKOr YIIPABHOT
NOCTyIalkha OpraHa, MpHjeM EJIEKTPOHCKOT MOJHECKA, eNIEKTPOHCKO J0CTaBJbame, MOTBpAa O
€JIEKTPOHCKO]j JIOCTaBH).

[Tojam u mpeamMet ynpaBHor criopa. HaaneskHocT 1 cactaB cyna. CTpaHke y yHIpaBHOM CIIOpY.
IIpeamer ynpassor criopa. Ilokperame crniopa. IIperxonsu noctynak. YTBphuBame YumHEHULIA.
Cyncke oanyke. Banpeana npaBHa cpenctsa. U3Bpiewe mpecye.

OnmTa ¥ OCHOBHA THTama KaHIEIAPHjCKOT IMOCIOBamka: M0jaM KaHIIeTapHjCKOT IMOCIOBamba,
3Ha4yaj M yJora KaHIEJIapHjCKOT IOCIOBamka, NPOMUCH KOjUMa jeé PETyJHCaHO KaHIEIapHjCcKO
MIOCJIOBakE OpraHa JAp)KaBHE yIpaBe, OCHOBHM MOJMOBH KaHLEJIAPH]jCKOT TIOCIOBama. [Ipumame
nomte. Hemocpeano nmpuMame nogHecaka. IlotBpaa o npujemy noanecka. [Ipujem moire o
Jpyror oprana jap>kaBHe ympase. [IpujeM momTe Npeko momTaHcke ciyxbOe. OTBapame H
nperiename nomre. [loctynak ca akTUMa 1 IPEeAMETUMA KOjU callpiKe TajHe MOAATKE U O3HAKY
cTereHa TajHOCTH. [locTymak ca akTHMa KOjH TIOJUIeKY Takcupamy. [IpujeMHU IMTaMOWb.
PacnopehuBame momre u knacudukanuja npeaMera no Mmarepuju. OCHOBHE €BUJICHIHjE O
aKTUMa W TpeAMETHMa: KapTOoTeKa mNpeaMmera, ckpaheHu eloBOAHUK, BOhEHmE EBHICHIIU]E
nyTeM ayTomarcke oOpane moaaraka. I[lomohHe eBuaeHIMje O aKTHMa WU MpeaMETUMa: IOMHC
akata, Boheme eBUJIeHIMje TI0 jJocujenma. EBuIeHTHpame akaTa KOju Cy O3HAueHH Kao TajHU
nojganu. [locTynak ca HepelleHMM NpeAMETHMa MCTEKOM ToJuHe. 3apyKuBame akara. OMOT
cnuca. [ocrtaBbame akata y pad. PokoBHuk. PasBoheme akara. Ormpemame MOIITE.
ApxuBupambe U 4YyBambe IpeiaMera. ApxuBCKa KmHra. EJIEKTpOHCKO — KaHIENapHujCcKo
II0CJIOBamE: JOCTaBa EJIEKTPOHCKUX JOKYMEHaTa, HOCTYIalkhe ca JOKYMEHTUMA y €lI€KTPOHCKOM
KaHLEeNapujCKOM TIOCJIOBalby, €JNEKTPOHCKa apxuBa. [locmoBn y HemocpemHoj Be3d ca
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