3/IPABCTBEHU LIEHTAP BAJLEBO
bpoj: 311-01-3447 /1
Hatym:03.04.2025.r.

Bameso

Ha ocnoBy unana 18 .Craryra 3apaBcTBeHor neHtpa Basbeso,
BpLUMJIALl DYXKHOCTH JAupekTopa Ap cuu.mea. Bnagumup Ilantenuh noneo je
nana 03.04.2025.ronune, cinenehy

ONNIYKY

YCBAIJA CE Ilpoueaypa o ynpasbawby HH(poOpMaLdjama y
3/1paBCTBEHOM LIEHTPY Basbeso.

YcBojeHa npolieaypa cactaBHH je aeo oBe Omiyke.
1
Osa Onnyka cTyna Ha CHary HapeJHOr JaHa Mo JOHOLIEeHY.

Omnyky 00jaBUTH Ha OrjlaCHUM Tabsiama ¥ Ha UHTEPHET CTPaHULIM
yCTaHOBe.
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Jlu:
- IOM.JIMPEKTOPA;
- pykoBouoily OJie/betba 3a paBHe, KaJpOBCKe H
aJMUHHMCTPAaTUBHE MOCIOBE;
- a/a

OGjassbeno Ha ornacHoj Tabnu/uareprer crpanuuy 31| Basbeso nana
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[Ipoyedypa o ynpassearby UHpopmayujama

VJ} 3IPABCTBEHU LHIEHTAP BAJLEBO

bpoj: 311-01-3447
Jdatym: 03.04.2025.roaune
Baseso, Cunheanhena 62

MPOLEAYPA O YIIPABJbAY UH®OPMALINJAMA

3apaBcTBeHH LeHTAp BasbeBo

2025. roauHe




Ipoyedypa o ynpasmarsy utdopmayujama

Cepxa:

- JloctynHoct peneBaHTHUX MH(opMmalirja

- Pacnopnena v u3BpiuaBame 3aaaraka

- IBocmepuu npoTok MH(OpMaLMja Ha CBUM HUBOMMA (110 BEPTUKAIIM M XOPH3OHTASIN)
- [Tlpujem n ynyhusame tauux uadopmainja

- IlpaBoBpemeHna pazmeHa ujeja, CTaBOBa M YHHEHULA

- Ycknahuawe noTeHuMjana 3anocaeHnX U paaHux obasesa
- Ycarnamasamwe notpeda 3anocieHuX ca 3aXTeBUMa pyKOBOMJIALIA, OJHOCHO YIIpaBe
- PemaBame npobGnema u A0HOIIEHE OATyKA

Jluera usmene:

Bep3uja Onue AyTop npoueaype IIpoueaypy onodpuo Jatym
Ilopaana amibsaHosuh,
MeHauep 3a JbYJICKe pecypce

A [pea Bep3uja bumwana Jlykuh,
OBbB-01/5981 noMohHHK aMpeKTOopa 3a
MpaBHe Noc/oBe

B.Jl. IMPEKTOP
ap 3opau hBypuh 25.07.2017.

I'opaana lammwanosuh,
MCTpaXHBay, aHaJuTHYap
bumwana Jlykuh,

b Hpyra sep3uja noMoRHKK AWpEKTOpa 3a B.a.aupekropa
311-01-3447 fpaBHe NocioBe Jp cuH.Men. 03.04.20

Musnuja Jlykuh, Bnaaumup [lantenuh
PYKOBOZHWJIALL NPABHHUX,
KaJIPOBCKHX M
aJIMUHHCTPAaTHBHUX NOCI0BA
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Hepununuje u ckpahennue:

Vnpasbewe uHpopmanmjama nojpasymeBa npoLec NpHKyn/bama, aHaiusupama U kopuuiherma
nH(opmalmja Kpo3 KOMYHHKALIM]CKH MPOLIEC Y LIM/bY OCTBAPHBakha e(hMKACHOT MOCI0BaMA.

- Hudopmaumja je u3Bop cazHama O MOJALMMA OJl BAKHOCTH 3a 00aB/bake JIEJaTHOCTH
YCTaHOBE.

- [Tlporok undopmaumja je ABocMepHa pasmena uHdopmaumja no BepTHKaIK ( XUjepapxuju ) u
xopusonTanu ( u3mely capaaHuka ).

... _____]
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IIpoyedypa o ynpas/eary UHPOpMayujama

Ilo/be npumene:

Osa npoueaypa obyxBara ABOCMEPHM MPOTOK MH(pOpMauuja o BEPTHKAIH W XOPH3OHTAIH M
MpUMErbyje ce Y CBUM OpraHM3allMOHUM jeMHUIIAMa | eJI0BHMA YCTAHOBE,

JleTa/baH ONMUC AKTUBHOCTH

- Ilpujem nowTe (akata, MOJAHEcaka, MaKera, TejerpamMa, M /Ap.) BpIIM C€ Y LEHTPANHO]
nucapHuiM 3ApaBCTBEHOr LeHTpa BasbeBo 3a CBe OpraHM3allMoHe jeIMHULE Y TOKY Tpajaiba
penoBHor paaHor Bpemena, Cunhennhesa 0p.62.

- Tlpujem nowrre 3a opraHusalmonu aeo Jlom 3apasiba Bameso Bpum ce y nucaphuum Jloma
3apasiba Bambseso.

- (Csa nowTa (MHTEepHa M eKcTepHa) ynyheHa QMpeKTOpy yCTaHOBE, HAKOH €BM/EHTHpaa y
OCHOBHO] €BMIECHLMjM (NENOBOJHMKY) NHCApHMLE, JO0CTaB/ba Ce aAMHHMCTPATUBHO-
TEXHHYKOM CeKpeTapy.

- AJMHHHCTPATHBHO-TEXHMUKM cekperap, roTBphyje npujem nowre ynyhene aAupexTopy.
MOTHKUCOM Y HHTEPHY JAOCTABHY KHUTY.

- TloBep/bHBY M CTPOrO [OBEpP/bMBY MOINTY AAMMHUCTPATHBHM pajHHK obesexkasa
JE€NOBOAMHIM TI€YaTOM Ha KOBEPTH M J0CTaB/ba [AMPEKTOPY TMPEKO aAMHHUCTPAaTHBHO-
TexHMuKor cekperapa. OBy MowTy OTBapa AMPEKTOP WM 3anoCleHH Kora OH OBJIACTH, a
3aBoljerbe JI0KyMEHTa Y JEJOBOJHMK Ce y TOM Cllyuajy BpLIM HAaKOH OTBapawa Mowre roa
Opojem MpeTxXopHO 03HAYEHOM Ha KOBEpPTH.

- Kana je y nmuTary XHTHO J0CTaBIbatbe JOKYMEHTA, 3a1I0C/IeHH KOjH Cy OArOBOPHH 33 NpHjeM 1
AMCTpHOYLM]Y JOKyMEHTAllMje MOpajy MOLITOBATH Ha3HAYEHY XUTHOCT y TOCTyNambYy.

BepTHKa/IHA KOMYHHKALH]A:
Cunaszna KoOMyHurayuja

- Wudopmauuja ce npeHOCH O] AMPEKTOpa Ka PYKOBOAHOLMMA OPraHM3allMOHMX JeNoBa H
je/AMHMULIA U U3BPLIMOLIMMA PA/IHMX 3a/1aTaKa:

o YcMeHHM MyTeM Ha cacTaHluMa W KoJerujymmuma
o [lucaHum nyTeM [PeKO WHTEPHE KibMre MOLITE, €JeKTPOHCKOM TMOLITOM M TpeKo
MHTEPHET CTPaHULIE yCTAHOBE.

#
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Ilpoyedypa o ynpassearsy uHdopmayujama

- 3a OparHu30BamkEe cacTaHaka AHPEKTOp ﬂaje Hajaor aMHHUCTPATUBHO-TEXHHYKOM CEKpeTapy
KOjH HECMOCPEAHO [MO3uBa 3aroc/icHEe H obaBewiTapa UX O TEPMHUHY H MECTY OJpiKaBaka
cacraHka.

- [lowry y nucanoj ¢popmu ( aktu, ostyke, Hapeade, HaJlO3M, YIyTCTBa, NPoUEaype. MNJIaHOBH H
CIIMYHO ) JAMPEKTOp AOCTaB/ba PYKOBOAMOLMMA OPraHU3aLMOHHX JEJMHMLA, TOCPEACTBOM
a/IMUHUCTPATUBHO-TEXHUYKOT ceKperapa.

- HakoHn eBMAeHTHpama M3/la3He MOLITE 0] AUPEKTOPa, aAMHUHHUCTPATHBHO-TEXHUYKH CEKpeTap
npocaelyje UCTy MUCApHULM, HA Aaiby AUTPHOYLIH]Y.

- AJMMHHUCTPAaTHBHHM PaAJHMK MHCAPHULE 3aBOJHM TMOLUTY Y JEIOBOAHU MPOTOKON M MCTY Jajbe
AUCTPUOYHMpA MyTeM WHTEPHE KHbMTE MOLITe UCTOT AaHa, a HajKacHHUje HapeHOr PaJHor 1aHa.

- PykoBoanouu opraHu3aliMOHMX jeAMHMIA Y CKJIaQy ca CaApKHHOM MPUMJbEHE MoLITe BpLie
obaBemiTaBame 3anocieHUX Kao W pacnopehuBame MocioBa M pajHMX 3aj]araka Ha
HEMocpe/He M3BPLIMOLE Y OPraHU3alMOHO] jeIMHHULM, Jajy NpeLu3He UHCTPYKLMje U Bplie
HaA30p Hajl peanu3alrojom.

- AKTH Koje pedepeHT MucapHHLe 10CTaBba Y paj HAUIGKHUM pPyKOBOAHOLMMA, MOpajy OuTH
npey3etu 0e3 oanarama M y Hajkpahem moryhem poky.

- PykoBOaHOLIM OpraHM3allMOHKMX jEeAMHMLIA TYIKHU CY OAPEAMTH JuuUe Koje he OuTH 3a1yKeHo
3a MPUjeM TOLITE Y HBHUXOBOM OJCYCTBY.

Vanasna komynurxayuja

- Hudopmaunja ce npeHOCH 01 3aMOCIECHUX Ka PYKOBOAHOLIMMA OPraHW3allMOHMX jeIMHULA, a
O pPYKOBOAWJALIA OPraHW3alMOHMX JeIMHHULA AMPEKTOpPY, MPEKO aJAMUHHUCTPATHBHO-
TeXHUYKOT ceKperapa.

- 3anocieHd 3a4yKeHH 3a peanu3alMjy nocia v pajaHor 3ajsatka, Jaje noBpaTHy HHpOpMaLKjy
HENnoCpeaHOM PYKOBOJIMOLLY.

- HssewrraBawa y ciyuajeBuma rocrojama 3aKoHcke o0aBese (nocTaBa nojaraka JpiKaBHUM
opraHuMma, OpraHusalMjama, ycTaHoBama M CIl.), 3axTeBame A0JAaTHUX YIyTCTaBa, 1aBare
npeajiora U cyrectija, npumenadba u odaselTeba, 3aMocieHy 10CTaBbajy pyKoOBOAMOLUMA Y
nucaHom o0IIHKY.

- Meceuna/nonyroaniumba/roAuiiba M3BEIITaABAba O pajy OpraHU3alMoHE jeJAMHHMLIE,
pykoBoaMoUM npocnehyjy AupekTopy y nucaHoj GopMH MyTeM MHTEPHE KHbUTe MOIITE WIIN
CJICKTPOHCKOM MOUITOM.

L ___________________________]
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IIpoyedypa o ynpasmarey uHgdopmayujama

- KomyHuKaumja 3anocieHux ca JMpeKTopoM ycraHose ( TenedoHCKH No3uB, M0J0a 3a npujem
Ha pasroBop, e-mail ) ocTBapyje ce UCK/bYUHBO MOCPEI0BabeM aMUHUCTPATUBHO-TEXHHUKOT
cekperapa.

- PyKoBOAMOLIM OpraHM3allMOHUX jeMHMLIA YKHH CY OJPEAMTH Jule Koje he OUTH 3a1yiKeHO
3a [PUJeM MoLITEe Y HUXOBOM OJCYCTBY.

XOopH30HTAJIHA KOMYHHKALHja:

- PyKoBOAMOLM OpraHW3alMOHKX jeauHuua mehycoOHO pasmerbyjy MHPOpPMalMje YCMEHUM H
MUCAHUM MYTEM y CBPXY e(pUKacHe U YCMelIHe peaju3alije rnocjaosa ¥ paHux 3ajaraka.

- Banocienn MehycoGHO pasmewyjy HHQPOpPMaAlLMje YCMEHUM M [HCAHMM MNYTEM Y CBPXY
epukacHe u ycneuHe peanusaiiije nocaosa ¥ pajHMX 3ajaraka.

- PykoBoauoll OpraHM3allMOHMX jeJIMHUIIA U 3aMOCieHH Kojuma je omoryhena komyHuKalmja
€/IEKTPOHCKOM [OLITOM, JIy’KHH Cy CBAKOJHEBHO MPOBEPABaTH MPHjEM EIEKTPOHCKE MOLITE U
0JIroBapaTH Ha MCTY y Hajkpahem moryhem poky.

- PyKOBOAMOUM OpPraHM3alMOHMX jeIMHHMLA JY)KHH CY OAPeAuTH Jule Koje he OuTn 3a1yxKeHo
3a MPHjeM MoLUTe Y HBUXOBOM OJICYCTBY.

OarosopHocTH ¥ oBJamhema:

- 3a npumeny u crnpoBoherme OBe MpoLEdype OArOBOPHH CY PYKOBOAMOLM CBHX
OpraHu3alMoOHMX jeIMHKLA U NOJjeIMHULA.

- 3a KOpeKTHy, TpaBOBpeMeHY W Mpo(QecHOHalHy KOMYHMKALM]y, OArOBOPHH CY CBH
3aMoC/eHH.

- 3a npujem, oTBapae, nperneiawe U pacrnopelupame nowTe, eBUACHTUPALE H 31PYIKHBALE
caykOeHUX —akara, OTIpemare rowTe, pasBoherme W  apxXuBupame, 3alyKEHW Cy
aJIMMHUCTPATHBHU PAJHULM NHCAPHHLIE.

- 3a 3anuuHo oOpahamwe (MoaHOLICHE 3aXTeBa, JaBarbe OJrOBOPa Ha 3axTeBe, J0OCTaB/bame
o/iaTaka o NnocjioBamy M CJ1.) pecCopHOM MUHUCTapeTBy, Penybanukom donay 3a 31paBcTBEHO
OCMIypare, OCTaluM JAPIKaBHUM OpraHuMa M opraHusalujama v T4. HCKIbY4YMBO j€ oBjaliheH
JMPEKTOP /3aMEHUK JMPEKTOPA, OJHOCHO JMLA KOja OH OBJIACTH.

Pedepenue:

- CraryT 3apaBcTBeHor ueHTpa Bambeso

- TlocnoBHu Kojaeke 3paBcTBeHOr LeHTpa Babeso

- 3akon o s3apascrseHoj 3awTuTH (Ca. rnacuuk PC Op. 252019 w 92/2023-ayrenTnuHo
TyMayeme)

- 3akoH 0 apxuBcKoj rpahu u apxusckoj aenataocty (..Cayxbenn rnachuk PC 6p.06/2020)
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