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In force as of 13 June 2008.
Adopted by CoM Decree No. 101 of 17 May 2008.
Promulgated in State Gazette No. 48 of 23 May 2008.
Chapter One
GENERAL PROVISIONS
Article 1. By this Ordinance, the general rules concerning the internal circulation of electronic documents and documents in hard-copy form in the administrations shall be regulated.

Article 2. (1) The Heads of the Administrations shall approve internal rules concerning the circulation of electronic documents and documents in hard-copy form corresponding to the specifics and peculiarities of their activity and structure.

(2) The rules pursuant to paragraph 1 shall be immediately updated upon each amendment of the regulatory framework on the organization of the administrative activity.

Article 3. (1) The Heads of the Administrations shall ensure the maintenance of actual data concerning the structure of the administrations they govern and the services they provide by means of immediate entries in the administrative register.

(2) The Heads of the Administrations shall ensure the maintenance of actual data concerning the registers kept in the relevant administration by means of immediate entries in the Register of registers and data, under the procedure provided in the Ordinance and in the Instruction on Keeping, Storing and Accessing the Register of registers and data issued by the Minister of State Administration and Administrative Reform.

Article 4. (1) The Heads of the Administrations shall ensure the development and implementation of Administrative Information Systems (AIS) in the administrations they govern.

(2) The administrative information systems shall ensure the maintenance and data processing concerning the circulation of electronic documents and documents in hard-copy form when delivering administrative services and performing administrative procedures.

(3) Procedures shall be all working processes in the administration or between the various administrations, covering internal circulation of documents, and which do not present provision of administrative services and internal electronic administrative services.

(4) The administrative information systems shall maintain and ensure the storage of the electronic documents accepted and produced pursuant to paragraph 2 for a period of not less than 20 years in a manner enabling reproduction of documents with no loss of data.

(5) The creation of electronic documents in the administration shall be ensured by means of AIS resources or of external programme applications.

Article 5. (1) The AIS build-up pursuant to Article 4 shall ensure the possibility to bring out all data defined in the Ordinance, to a document created by the Chairperson of the State Agency for Information Technology and Communications and entered into the Register of information objects, in accordance with the Ordinance pursuant to Article 43(2) of the Law on E-Governance.

(2) The administrative information systems must be certified under the procedure of Chapter Six of the Ordinance pursuant to Article 43(2) of the Law on E-Governance.

Article 6. The Minister of State Administration and Administrative Reform shall secure the registration in the Register of the information objects of the documents, which shall be compulsory created by the AIS, as specified in the application.

Article 7. (1) All data concerning facts, processes, as well as all official technical data required for the realization of the administrative activity shall be maintained by means of the resources of and within the AIS medium.

(2) Each creation of data within the AIS pursuant to paragraph 1 shall be accompanied by an automatic record of the person making such creation, and the time of its execution.

(3) The registered data pursuant to paragraph 2 shall not be subject to correction or destruction and shall be stored for a period of not less than 20 years.

Chapter Two
WORKING WITH DATA
Section I
Obligation to use unified data
Article 8. The data specified by a normative act or by the internal rules of every administration, which shall be collected, processed and sent to other administrations or persons, must be in compliance with the circumstances entered in respect to them in section “Unified Data” of the Register of registers and data.

Article 9. In the internal rules of the administration, concepts may be used, to which data will correspond, only if entered in section “Unified Data” of the Register of registers and data.

Article 10. The data entered both in section “Unified Data” and in section “Types of Circumstances” of the Register of registers and data shall be used in accordance with their entry in section “Unified Data”.
Section II
Information objects in the AIS
Article 11. (1) The administrative information system shall maintain a set of related data - information objects to which, as indivisible units, functions of creation, destruction, access control and other functions shall be applicable. 

(2) The data comprised in the information object shall be automatically or manually created in the AIS.

Article 12. In order to ensure access and access control to the AIS resources, information objects of type “user” shall be maintained in the system, with minimum composition of data, as follows:

1. first name of the natural person; if the name is composite and comprises two or more individual names, all names shall be entered; 
2. paternal name of the natural person;

3. family name of the natural person; if the family name is composite, all names comprising it shall be entered;

4. system identifier - unique identifier of the natural person generated automatically by AIS with the purpose to unequivocally establish the person accomplishing a specific action in the AIS;

5. position:

a) name of the administrative body, user of the system;

b) description of the position in accordance with the Unified Position Classification in the Administration and of the administrative unit, where the natural person, user of the system, is working on the base of labour or official relation; 

c) indication that the person, user of the system, is working on the base of civil relation;
6. user name used by the AIS – a combination of letters and digits determining the user’s access to the AIS resources;

7. password – a combination of letters, digits and other official characters used to certify the right of the user to access the AIS resources; certification of the right of access may be also performed by other means.

Article 13. In order to service the joint maintenance of the electronic documents and documents in hard-copy form, information objects of “document” type shall be maintained in the AIS. The minimum composition of data in the description of this type of information object has been laid down in the Ordinance.

Article 14. For performing the procedures of control over the administrative activity information, objects of type “task” shall be maintained in the AIS, with minimum composition of data as follows:

1. name and short description of a task - textual definition of the task making it discernible among the tasks set in the administration;

2. expanded description of a task - additional information to the definition of the task providing a detailed description of the conditions for its execution, of the specific requirements to the final products of the task execution, etc;
3. unique register identifier of a stage - unique register identifier of a stage of service or procedure, under which it has been entered in the Register of registers and data, where the task shall be to control the execution of a stage when delivering a service or performing a procedure;
4. executor of a task - data identifying by means of the AIS the person to whom the task execution has been assigned or who is in charge of its execution;

5. date of the scheduled beginning of task execution;

6. date of the scheduled finishing the task execution;

7. date of effective beginning of task execution;

8. date of effective finishing the task execution.

Article 15. (1) In the AIS, information objects of the following type shall be maintained:

1. “natural person” with minimum composition of data, as follows:

a) name - first, paternal and family name of the natural person; if some of the names is composite, all names shall be entered;

b) the natural person’s identifier - identity number or personal number of a foreigner and, if the natural person has not been registered in Bulgaria – the date of birth, place of birth and passport number or another personal document;

2. “legal person” with minimum composition of data, as follows:

a) name - the legal person’s name;

b) legal person’s identifier - the legal person’s BULSTAT code or UIC (unified identification code) of a trade company or cooperative society entered in the Commercial Register, and in cases of foreign legal person – an unique number or other data in compliance with the national legislation;

3. “foreign person’s branch” with minimum composition of data, as follows:

a) name - name of the legal person’s branch registered pursuant to Bulgarian laws;

b) identifier of the legal person’s branch – the BULSTAT code of the legal person’s branch or UIC of the foreign trader’s branch entered in the Commercial Register.

(2) Where the natural person is a correspondent in the capacity of sole trader, data shall be maintained for that person, which are similar to the ones for legal persons.

Article 16. (1) Where an administration is working with data sets, which have been defined as information objects in normatively regulated registers, they shall be maintained in the AIS as information objects with the same name.

(2) The minimum composition of data in the AIS information objects shall coincide with or shall be a subset of data comprised in the homonymous information objects of the normatively regulated registers.

Article 17. When creating a copy of an information object, it shall be controlled by the AIS and processed by its users as an object, differing from the object, on the base of which it has been created.

Article 18. (1) Sending of information objects between the users within AIS shall be accomplished not by copying and physical sending of such copy, but by creating access to the information object and its provision to the recipient user.

(2) Creation of access to an object pursuant to paragraph 1 may also include the definition of specific parameters of the access so created.

(3) Each creation of access pursuant to paragraph 1 must be traceable and about it, automatically and in a way, which can not be subject to correction or destruction, data must be registered, concerning:

1. author of the access - data identifying unequivocally the servant, by means of AIS;

2. time of such access creation.

Section III
Maintenance of data concerning electronic documents and documents in hard-copy form by means of AIS
Article 19. (1) Data concerning electronic documents and documents in hard-copy form shall be maintained by the AIS by means of an object of the “document” type.
(2) The file contents of the electronic documents is one of the data comprised in an object of type “document” and shall be stored solely by means of the AIS tools.

(3) Control of the access to the file contents of the electronic documents shall be realized by means of AIS resources only.

(4) To realize the access pursuant to paragraph 3, a connection shall be maintained between the description of the information object used to present the electronic document, and its file contents.

Article 20. In the case of creating or storing an electronic document or filing the document in hard-copy form in the AIS, an information object of “document” type shall be created for it, and the following data shall be entered in its description, at the minimum:

1. created by - automatically registered first and family name, and system identifier of the user in the AIS created or stored an information object in the system; 

2. created on - automatically registered time of creating or storing an object, with exactness up to the second;

3. name of the document - name or abbreviation of the document;

4. directory providing a link to the file contents of the electronic document in the AIS.

Article 21. (1) When receiving the electronic document’s file contents in the AIS as a result of a transfer, an object of “document” type shall be created in the AIS. 

(2) If together with the file contents pursuant to paragraph 1 also other data have been received in the AIS, they shall be processed in accordance with the method of receipt of the document in the AIS and with the requirements of the Ordinance.

Article 22. (1) The names of the documents in the AIS shall be formed according to the administration’s internal rules.

(2) The names of the documents may be automatically formed upon their creation in the AIS, on the base of data delivered by external persons, according to a scheme established in advance, at which an algorithm is automatically accomplished, or in another way.

(3) The names formed automatically, may be subject to correction, only if so provided by the rules pursuant to paragraph 1.

Chapter Three
DOCUMENTS REGISTRATION IN THE AIS. OFFICIAL DOCUMENTARY REGISTER
Article 23. (1) The registration of documents in each administration shall be made in an official documentary register, representing a data base comprised in the AIS.

(2) The official documentary register shall be maintained by persons empowered by the Head of Administration.

(3) The Head of Administration shall enter the official documentary register in the Register of registers and data.

(4) One system AIS may have more than one official documentary register and one administration may have more than one AIS. In these cases each official documentary register shall be entered in the Register of registers and data.

(5) When closing an administration, the official documentary register shall be deleted by entering the value “archival” concerning the circumstance “data set status”. The entry shall be requested by the body making the decision to close the administration and in the cases, where the closure shall be performed on the base of an Act issued by the National Assembly - by the Prime Minister.

Article 24. (1) For the AIS it shall be allowed that registration of documents and other information objects is accomplished, only for internal purposes of the administration, also in registers differing from the official documentary register. 

(2) The registration of documents and other information objects for the purposes of delivery of electronic administrative services and in the relations between the administrations shall be always accomplished in an official documentary register.

Article 25. (1) In connection with the administrative service of the citizens and organizations, specific information systems may be created in the administrations, where registration of documents and other information objects shall be also accomplished. 

(2) The information systems pursuant to paragraph 1 shall have the characteristics of AIS and their official documentary registers shall be entered in the Register of registers and data.

(3) In dependence on the specific activity, the information systems pursuant to paragraph 1 may not cover all elements of the AIS, within the meaning of the Ordinance.

Article 26. For the official documentary register, no history of the entries of the individual circumstances shall be maintained.

Article 27. The name of the official documentary register shall coincide with the name of its only section, which shall be formed in the following way: “Official documentary register of”, followed by the name of the administration.

Article 28. (1) In the official documentary register, the following circumstances shall be entered for each registered document:

1. time of entry - data generated automatically concerning the time of the entry in the register;

2. executor of the entry - generated automatically concerning the name and system identifier of the servant making the entry or, in the case of automatic registration – the AIS unique register identifier, under which the AIS has been entered in the list of certified systems;

3. unique register number of a document generated upon its registration in the official documentary register;

4. date of receipt or signature of a document; the unique register number and the date of receipt or signature of the document shall form the unique register identifier of the document issued upon its registration;

5. unique register identifier and name of type of the registered document, under which this type of document has been entered in the departmental nomenclature of the types of documents. 

(2) The data pursuant to paragraph 1 shall be maintained by the AIS as data comprised in the information object of type “document” or shall be accessible from its description.

(3) The document shall be registered in the AIS under a unique register identifier already issued upon its previous registration in the official documentary register. 

(4) If the document has no unique register identifier issued or the unique register identifier issued has not been formed pursuant to paragraph 1, point 4, then the AIS of the administration accepting the document, shall automatically generate a unique register identifier, which includes the following:

1. register index – a number corresponding to the serial number of the registration of the official documentary register of the administration in the Register of registers and data;

2. serial number of the document – a number generated in the official documentary register as serial number within one calendar year; the register index and the serial number of the document shall form its unique register number; 

3. date of receipt or signature of the document - date of receipt or signature of the document in the format date, month, and year.

(5) Each administration may make entries also of other data concerning a registered document only if registered in the Register of registers and data.

(6) The unique register identifier of the registered document shall be written in the following way: register index pursuant to paragraph 4, point 1, dash sign (“-”), serial number pursuant to paragraph 4, point 2, dash sign (“-”) and date pursuant to paragraph 1, point 4 in the format date, month, year, separated by the stop sign (“.”) put between them. It is admissible to drop out insignificant zeroes in the register index and the serial number, settled by the internal rules of the administration.

Article 29. (1) An entry made pursuant to Article 28 shall not be subject to deletion or modification, except for cases of correcting an error made by the administration.

(2) The correcting manner of an error committed by the administration shall be settled by the internal rules of the administration.

(3) By means of AIS, keeping, storing and access to the official documentary register shall be provided in a way ensuring control over the completeness of the entries made, including the correction of errors committed by the administration.

(4) No modification of a unique register identifier already issued shall be admitted, which has been already submitted to another administration, citizen or organization.

(5) In charge of observing the requirements of this article shall be the servants pursuant to Article 23(2).

Article 30. (1) When registering incoming documents with unique register identifier issued, verification shall be made, whether a valid entry in the Register of registers and data corresponds to the register index of the unique register identifier issued.

(2) In the case of unsuccessful verification pursuant to paragraph 1 concerning the registered document a unique register identifier of the official documentary register shall be automatically generated, where the registration shall be accomplished.

(3) The verification pursuant to paragraph 1 shall not be performed in the cases, where the document has been received by means of the integrated environment for electronic documents exchange and for the participant in this integrated environment for electronic documents exchange, who filed the document, an official documentary register in the Register of registers and data.

Article 31. (1) Registration of the documents created in the relevant administration may be accomplished in a decentralized way also by servants of the administration, except for the cases pursuant to Article 23(2). 

(2) The person performing registration pursuant to paragraph 1 shall be specified in the description of the service or procedure, where processing of the relevant document shall be accomplished in accordance with the internal rules of the administration.

(3) The person performing registration pursuant to paragraph 1 shall bear responsibility for observing the requirements of the Ordinance. 

(4) The control over the actions of the persons in relation to the registration pursuant to paragraph 1 and its regularity shall be exerted in a centralized manner by the servants pursuant to Article 23(2).

Chapter Four
WORKING WITH STRUCTURES. MAINTENANCE OF NOMENCLATURES
Section I
Classification of information objects
Article 32. (1) The classification scheme shall be a scheme for organizing the massifs of document and the access to them in the AIS, by the relevant administration.

(2) The Head of Administration shall entrust a servant with the task to organize creation and maintenance of the types of classification schemes in the AIS for the following types of information objects:

1. users pursuant to Article 12;

2. documents pursuant to Article 13;

3. tasks pursuant to Article 14;

4. data concerning natural persons pursuant to Article 15;

5. nomenclatures;

6. unified data sets used by the administration, corresponding to or representing a unified data subset, maintained in registers of that or another administrations, including information objects, corresponding to legal persons - correspondents;

7. other specific data sets, which shall be used by the administration.

(3) The general classification scheme of documents shall cover the classification of all types of documents specified in the AIS, regardless of whether the document is in electronic or in hard-copy form.

Article 33. (1) The classification schemes may be presented by means of levels of classification. 

(2) The simple classification schemes shall comprise one level and shall be presented as a set of sections.

(3) For classification schemes with more than one level of classification for one or several sections, subsections shall be defined for the next level of classification.

(4) The levels and sections of each level for a specific type of classification scheme shall be defined in view of reasonability.
(5) One and the same object may be repeatedly classified under one or several sections in various levels of the classification scheme of the relevant type.

(6) One and the same section may be a subsection of other sections in various levels of the classification scheme of the relevant type.

Article 34. (1) When classifying an information object, the following data shall be automatically registered; for them, no modification or deletion shall be admitted:

1. executor of the classification – data unequivocally identifying by means of the AIS the servant accomplishing the classification;

2. time of classification.

(2) When classifying a section in a classification scheme, the requirements of Article 1 shall apply.

Article 35. (1) For each classification scheme, permanent sections and sections of variable type may be specified.
(2) The creation, removal, modification in the permanent sections of the classification schemes and the rules for classification of the information objects there shall be accomplished pursuant to procedures regulated in the internal rules of the administration.

(3) Procedures pursuant to paragraph 2 shall be realized by a servant appointed by the Head of Administration.

(4) Sections or subsections of variable type shall be created in the following cases:

1. when the number of objects in a specific section, fixed in advance, has been reached;

2. occurrence of a new time period;

3. occurrence of an event regulated as grounds for the creation of a new section.

(5) In the internal rules of the administration, the procedure of creation, removal and modification in the organization of sections of variable type and the rules for classification of objects there shall be defined.

Article 36. (1) For each of the sections of a classification scheme in the AIS, minimum data shall be maintained as follows:

1. name or classification index of the section;

2. description of the section’s destination;

3. time of creating the section;

4. the servant creating the section. 

(2) For the sections of variable type subject to creation, the following shall be defined:

1. scheme for formation of the name and an index of the section of the classification scheme, if available;

2. place of creation of the section in the classification scheme – at the highest level or as a subsection of a section of the classification scheme level.

Article 37. The nomenclature of the schemes for storing documents and the classification schemes of the maintained archives of documents on physical carriers shall be built-up as part of the classification scheme for information objects of “document” type.

Article 38. (1) The description of the access to the data maintained in the AIS shall be built-up and maintained in a separate application to the internal rules of the administration.

(2) In the application pursuant to paragraph 1, a general regime of access to the information objects in the AIS shall be defined, by means of the access to the relevant classification schemes or detached parts of them. The availability of access to a section of a classification scheme shall also provide access to the information objects and subsections, classified in that section.

(3) For each position pursuant to Article 12, point 5 a personal access to all types of classification schemes or parts of them shall be defined, together with its parameters. 

(4) The definition of the personal access to the data in the AIS shall be made in compliance with:

1. the involvement of the persons in the administrative process and procedures defined by the internal rules of the administration;

2. rules for information security of the administration. 

(5) The modification of the rules for access shall be made at the suggestion of the Head of the servant whose access shall be changed.

Article 39. (1) The provision and modification of the access shall be realized by an appointed servant in the administration.

(2) When establishing new or changing the existing employment relationships, civil service relationships and civil relationships the administrative unit, in charge of human resources management, shall file an application to the servant pursuant to paragraph 1 concerning the provision or modification of the access to the data in the AIS in relation to the relevant servant.

(3) The method of modification of the access to the data in the AIS, when a servant is substituted by another, shall be regulated by the internal rules of the administration.

Article 40. (1) The Head of an administrative unit shall have access to all types of classification structures and parts of them, to which the servants in the relevant administrative unit have access.

(2) The administrative information systems shall provide the possibility that the Head of an administrative unit modifies the access to the data in the AIS for a subordinate servant within the terms of reference provided by the internal rules of the administration, with no involvement of the servant pursuant to Article 39(1).

Section II
Maintenance of files of documents
Article 41. (1) The file is a set of documents linked thematically. In the AIS, a file shall be created on the grounds of a document:

1. by means of which an electronic administrative service has been requested, including if the document itself is in hard-copy form, but a desire has been explicitly declared, whishing electronic delivery of the service;

2. by means of which, a procedure of processing shall be initiated.

(2) In the cases pursuant to paragraph 1, point 1 the file shall be created immediately after the registration in the official documentary register of the document – a service request.

(3) In the cases pursuant to paragraph 1, point 2 the file shall be created in accordance with a procedure regulating the processing of the relevant document, as described in the internal rules of the administration. 

(4) In all cases, a directory to link the document to the file itself shall be maintained.

Article 42. (1) A file shall be always created when executing an electronic administrative service.

(2) A file may not be created when executing an administrative service requested by a document in hard-copy form, if not explicitly requested to obtain the service electronically and if in the thematically related set of documents there are not more than two documents.

(3) In the cases pursuant to paragraph 2, by means of AIS resources, bidirectional directories for linking between the document representing a service request and the document resulting from the service delivery shall be maintained.

Article 43. The file shall comprise three sections - official, internal and control sections. Each of the sections shall be presented by a list of links to documents in the AIS, classified in the relevant section.

Article 44. (1) For each file in the AIS the following data shall be maintained:

1. name of the file, indicating the thematic purpose of the documents in the file; the name shall be formed in accordance with the internal rules of the administration;

2. explanation to the file – an expanded presentation of the thematic purpose of the documents in the file; the explanation shall be entered, if appropriate, in accordance with the internal rules of the administration;

3. unique identifier of the file coinciding with the unique register identifier of the document, on the base of which the file has been created;

4. identifier of access to the file – it shall, independently or in combination with another parameter, ensure personalized access via Internet to the contents of the official section of a file; the identifier shall be automatically generated when creating a file;
5. official section - section of a file, where the following shall be classified:

a) the documents accepted by the administration;

b) the documents issued by the administrative body or created in the administration, with a complete cycle of processing;

c) acknowledgement of receipt of the application and a message concerning an irregularity and incompleteness of the request for provision of an administrative service, with instructions and time for their elimination;

6. internal section – it’s a section of the file, where the documents created in the administration have been classified, with still uncompleted cycle of processing, auxiliary and other documents, pertaining to the subject matter of the file;

7. control section - it’s a section of the file, where only documents, which have been taken out of the official section due to error or another reason shall be classified;

8. time of creating the file – it shall be automatically registered when creating the file and shall not be subject to subsequent changes;

9. author of the file – the data identifying by means of AIS the servant creating the file; the data shall be automatically registered; they shall not be subject to subsequent changes.

(2) The unique identifier pursuant to paragraph 1, point 3 shall be entered:

1. when the file has been created on the grounds of a document, already registered in the official documentary register;

2. when a document, for which a file has already been created, shall be registered in the official documentary register.

(3) An identifier of access to the file pursuant to paragraph 1, point 4 shall be generated, when a file has been created upon the registration of:

1. an electronic document, by which an electronic administrative service or administrative procedure have been requested;

2. a document in hard-copy form, by which an electronic administrative service or administrative procedure have been requested, with the explicitly declared desire for electronic provision of an administrative service or the result of an administrative procedure.
Article 45. (1) The document, on the base of which a file shall be created, shall be automatically classified in its official section.

(2) The administrative information systems must ensure automatic classification in the control section for all documents, taken out of the official section of the file.

(3) The internal rules of the administrations shall define the persons, empowered to take out documents from the official section of the file.

Article 46. The administrative information systems shall ensure:

1. inclusion of one and the same document in the relevant sections of an arbitrary number of files;

2. inclusion of one and the same file in the internal sections of an arbitrary number of other files.

Article 47. For each document or file classified in the file section, the following data shall be maintained in the AIS:

1. time of inclusion in a section - it shall be automatically registered when executing the inclusion and shall not be subject to corrections;

2. author of the inclusion - data identifying by means of the AIS the servant making the inclusion in the file; the data shall be automatically registered;

3. number in a section - serial number of the inclusion of a document or file in the file section; the number shall be automatically generated upon inclusion of the document in the section.

Article 48. (1) By means of the AIS tools, a directory for linking the file shall be maintained, from:

1. the document, on the base of which the file has been created;

2. each document, resuming the execution of the service or administrative procedure, in relation to which the file has been created;

3. each document created in the official section of the file.

(2) The directory for linking pursuant to paragraph 1 shall be deleted, if the relevant document is excluded from the official section.

Article 49. Documents, as well as entire files may be included or excluded with no restrictions from the internal section of the file.

Article 50. (1) Documents in hard-copy form, not enabling qualitative scanning, maintained in the composition of a file, shall be physically transferred between the servants by personal delivery or by a courier service, in accordance with the stages of processing in the relevant procedure.

(2) The delivery and control over the circulation of the documents pursuant to paragraph 1 shall be realized under the procedure of Article 138.

(3) A document in hard-copy form with no relation to the further circulation under the file shall be brought back to the storage, where it shall be kept.
Section III
Departmental nomenclature of the types of documents
Article 51. The departmental nomenclature of the types of documents shall be maintained by means of the AIS tools.

Article 52. (1) For each element of the nomenclature the following data shall be maintained:

1. unique register identifier (URI) of type of document - if the document has been formalized, an URI shall be entered, issued by the Register of registers and data, and if the document is with non-structured contents, an URI shall be entered from the official documentary register;

2. name of type of document - short presentation of the essence of type of document; the relevant text of the name shall be entered;

3. explanation of type of document - explanation to the short presentation of the essence of type of document ensuring its unequivocal identification; the relevant text of the explanation shall be entered; 
4. method of processing - shall be entered:

a) beginning the delivery of a service or the execution of a procedure - if the document is an application or a document initiating a procedure;

b) continuing the service delivery or procedure execution - if the document is an answer to a question or another document delivered by the administration;

c) document received in connection with a service or procedure, which is not an answer to a question, or another document delivered by the administration;

5. empowered person - data concerning an empowered person able to sign the relevant type of document, a provision of a normative act or a reference to a document – an internal normative act serving as a base for the powers of that person;

6. archival value – it presents the obligation of the relevant administration to ensure the delivery of the document to the National Archives Fund for storing; the possible values are: “with archival value”, “with no archival value”, “for assessment by an expert committee”;
7. classification in the departmental nomenclature of the schemes for storing documents – it shall present the classification section of the departmental nomenclature of the schemes for storing documents, used to control the stay there and the delivery of the document to the National Archives Fund; the name of the section of the departmental nomenclature of the schemes for storing documents or the words “not subject to classification” shall be entered;
8. unique register identifier of an application concerning visualization and/or editing – an unique register identifier, under which the application concerning visualization and/or editing has been entered in the lists of accredited persons and certified systems, if such application has been entered;

9. model of type of document – it shall contain a file in a format used by the administration to create the file contents for the relevant type of document.

(2) For a type of document pertaining to the departmental nomenclature of the types of documents registered also in the Register of information objects, the data contents pursuant to paragraph 1, points 1 - 3 and 8 shall coincide with similar circumstances of an information object of “document” type.

Article 53. (1) The Head of Administration shall be obliged to ensure the creation and maintenance of the departmental nomenclature of the types of documents.

(2) The inclusion of a new element in the nomenclature shall be accomplished in accordance with the procedure described in the internal rules of the administration; the following data shall be automatically registered: 
1. unequivocal identification of the servant making the inclusion in the nomenclature;

2. time of inclusion.

(3) The registered data pursuant to paragraph 2 shall not be subject to correction or destruction.

Section IV
Departmental nomenclature of stages of services or procedures
Article 54. The departmental nomenclature of stages of services and procedures shall be maintained by means of the AIS tools.

Article 55. (1) The nomenclature elements shall be registered in the Register of registers and data.

(2) For each element of the nomenclature, the following data shall be maintained:

1. unique register identifier of a stage – a unique register identifier issued by the Register of registers and data upon registration of the stage;

2. name of a stage - name of the stage entered in the Register of registers and data;

3. definition of a stage - definition of the stage entered in the Register of registers and data;

4. executor of a stage - data identifying unequivocally by means of the AIS tools the administrative body or the Head of an administrative unit executing or organizing the execution of all actions for that stage in the mode “manual execution” or controlling the operation of an AIS module performing the same processing in the automatic mode of operation;

5. time period for accomplishing a stage – the normatively fixed time or the time fixed by the internal rules for performing all activities for a stage;

6. a set of types of the document created – it shall contain the types of documents, which shall be created when executing the stage; all documents in the set must be included in the departmental nomenclature of the types of documents;

7. instructions concerning the stage – they describe the specifics upon accomplishing the stage of the service or procedure;

8. a set of final results of a stage – it shall contain one or several elements of the departmental nomenclature of results of a stage.

(3) The nomenclature pursuant to paragraph 2, point 8 shall be defined by the internal rules of the administration.

Article 56. (1) The Head of Administration must ensure the creation and maintenance of the departmental nomenclature of the stages of services and procedures, where more than one administrative body shall be included; it is admissible that the nomenclature includes also stages of procedures, which are internal for the administration.

(2) The inclusion of a new element in the nomenclature shall be accomplished in accordance with the procedure described in the internal rules of the administration; the following data shall be automatically registered:

1. unequivocal identification of the servant making the inclusion in the nomenclature;

2. time of inclusion.

(3) The registered data pursuant to paragraph 2 shall not be subject to correction or destruction.

Section V
Departmental nomenclature of the services and procedures
Article 57. The departmental nomenclature of services and procedures shall be maintained by means of the AIS tools.

Article 58. (1) The services included in the nomenclature, are registered in the List of Unified Names of Administrative Services.

(2) For each element of the nomenclature, the following data shall be maintained:

1. unique register identifier of an administrative service or administrative procedure – a unique register identifier issued by the List of Unified Names of Administrative Services upon registration of the service or a unique register identifier of the textual description of the procedure in the official documentary register of the administration;

2. name of service or procedure - if the name is of an administrative service, the name must be identical to the one entered in the List of Unified Names of Administrative Services; 

3. description of service or procedure - if the description pertains to an administrative service, the text of such description must be identical to the one entered in the List of Unified Names of Administrative Services;

4. person in charge of a service or procedure - data unequivocally identifying, by means of the AIS tools, the administrative unit or body exercising control over the organization and performance of a service or procedure in the mode of manual execution and/or controlling of a module within the composition of the AIS performing the same processing in the automatic mode of operation;

5. time for performing a service or procedure – the normatively fixed time or the time defined by the internal rules of the administration for performing a service or procedure; if the time has been normatively defined, then by the internal rules of the administration a different time may be set, only if it is shorter;

6. list of the stages of service or procedure – it shall contain all possible stages of a service or procedure, included in the departmental nomenclature of stages of services or procedures; in the case of delivery of a service the stages must be identical to the stages entered for the relevant service in the List of Unified Names of Administrative Services;

7. instructions for a service or procedure - the instructions shall describe the performance of a service or provide additional information concerning the performance of a procedure in accordance with specific requirements specified in the internal rules of the administration.

Article 59. (1) The Heads of the Administrations must ensure the creation and maintenance of the departmental nomenclature of services and procedures.

(2) The inclusion of a new element in the nomenclatures shall be accomplished in accordance with the procedure described in the internal rules of the administration, and the following data shall be automatically registered:

1. unequivocal identification of the servant making the inclusion in the nomenclature;

2. time of inclusion.

(3) The registered data pursuant to paragraph 2 shall not be subject to correction or destruction.

Section VI
Departmental nomenclature of the schemes for storing documents
Article 60. Departmental nomenclature of the schemes for storing documents shall be produced and shall maintain for documents in hard-copy form, received in the administration.

Article 61. (1) The Head of Administration shall organize the creation and maintenance of the departmental nomenclature of the schemes for storing documents by means of the AIS tools.

(2) The creation and maintenance of the departmental nomenclature of the schemes for storing documents shall cover:

1. creation and maintenance of a classification structure by means of the AIS tools;

2. description of the conditions for discontinuation of the stay of documents in the administrations; 

3. description of actions concerning discontinuation of the stay of documents in administrations;

4. drafting and accomplishing an action plan for the maintenance and processing of documents filed in the departmental nomenclature of the schemes for storing documents.

(3) The actions pursuant to paragraph 2, point 3 shall be regulated by procedures established by the internal rules of the relevant administration.

Article 62. (1) Upon registration in the official documentary register of documents in hard-copy form, in dependence on the document type, the scheme for classification in the departmental nomenclature of the schemes for storing documents shall be defined.

(2) The classification scheme pursuant to paragraph 1 shall be defined by the classification section pursuant to Article 52, paragraph 1, point 7 concerning this type of document.

Article 63. The archival value of each type of document shall be defined by the national nomenclature of schemes for storing documents, according to which the archival value of each type of document entered in the Register of information objects shall be defined.

Article 64. (1) The Head of Administration shall appoint the servant in charge of maintaining the departmental nomenclature of the schemes for storing documents.

(2) The servant in charge of maintaining the departmental nomenclature of the schemes for storing documents shall be responsible for the maintenance of the classification pursuant to Article 61, paragraph 2, point 1 and for drafting and accomplishing the plan pursuant to Article 61, paragraph 2, point 4.

(3) For beginning of a stay in a scheme of the departmental nomenclature of the schemes for storing documents, the time of registration of a document in the official documentary register shall be considered.

Section VII
Status of service or procedure
Article 65. (1) For each service or procedure whose execution has started, a status of execution shall be maintained covering the following data:

1. unique register identifier of an initiating document – a unique register identifier of a document registered in the official documentary register causing the beginning of the service or procedure;

2. unique register identifier of a service or procedure - a unique register identifier of service or procedure, under which it has been included in the departmental nomenclature of services or procedures;

3. executed stages – a list containing a set of objects of type “task” designed for control over the relevant stages whose execution has already finished in the order specified in the list; 

4. non-executed stages – a list containing a set of objects of type “task” designed for control over the relevant stages whose execution is forthcoming, in the order specified in the list;

5. cancelled stages – a list containing a set of objects of type “task” designed for control over scheduled stages, removed from execution.

(2) In the lists pursuant to paragraph 1, points 3 – 5, the following data shall be maintained:

1. name and short description of a task - the name of a stage of service or procedure whose execution shall be controlled by the task;

2. expanded description of a task - the presentation of a stage and additional information detailing the conditions for the execution of a stage, specific requirements to the final results of its execution, which shall be controlled by the task, etc;

3. unique register identifier of a stage - the unique register identifier of a stage for a service or procedure shall be entered whose execution shall be controlled by the task;

4. executor of a task - the executor of a stage whose execution shall be controlled by the task;

5. date of the scheduled beginning of the task execution - the calculated time for beginning the execution of a stage in accordance with the general duration of the procedure for delivery of a service or procedure and the duration of the previous stages;

6. date of the scheduled finishing the task execution - the calculated time for finishing the execution  of a stage in accordance with the general duration of the procedure for delivery of a service or procedure, and the duration of the previous stages;

7. date of the actual beginning the task execution - the time of finishing the previous stage in executing the service or procedure;

8. date of the actual finishing the task execution - the time of finishing the operation for execution of the stage.

(3) In the internal rules of the administration, other requirements may be defined for the time of executing a specific task.

(4) When entering the data contents “date of actual finishing the task execution” the task shall be transferred from the list pursuant to paragraph 1, point 4 to the list pursuant to paragraph 1 point 3.

(5) When deleting a task in the list pursuant to paragraph 1, point 3 or 4 the task shall be automatically transferred to the list pursuant to paragraph 1, point 5.

(6) For each task included in the lists pursuant to paragraph 1, point 3, 4 and 5, the following data shall be maintained:

1. time of inclusion in a list - automatically registered time of inclusion of a task in the list;

2. author of the inclusion of a task in a list - data, unequivocally identifying the servant who made the inclusion of a task in a list.

Article 66. (1) The executor of a stage shall directly control the creation of results of the stage and when registering the successful creation of all results, the executor shall record its finishing.

(2) The registration of a finished stage shall be made by the stage executor or by a person, entrusted by the latter and the relevant stage shall be deleted from the list pursuant to Article 65, paragraph 1, point 4 and included in the list pursuant to Article 65, paragraph 1, point 3; together with it, the status “executed” shall be assigned to the task.

(3) In the case of automatic execution of a stage, the executor of the finished stage shall be notified of the actions pursuant to paragraph 2 and the transition to the subsequent stage.

(4) by decision of the executor of a stage pursuant to paragraph 3, the latter may restore the operation for the stage, if the assessment has been that not all results of the stage have been created or have the required quality.

(5) When restoring the operation concerning a stage, the latter shall be transferred from the list pursuant to Article 65, paragraph 1, point 3 to the list pursuant to Article 65, paragraph 1, point 4.

Chapter Five
RECEIPT OF ELECTRONIC DOCUMENTS
Section I
Receipt of electronic documents by means of web-based application
Article 67. (1) The Head of Administration shall ensure the integration of the web-based application concerning receiving applications concerning electronic administrative services and documents initiating procedures, by means of the AIS implemented in the administration.

(2) The Head of Administration shall appoint by order the persons responsible for ensuring the operability of the web-based application.

(3) All official technical data created in the process of receiving electronic documents, shall be automatically registered in the AIS.

Article 68. Filing of applications concerning electronic administrative services and documents initiating procedures by means of a web-based application shall be possible around the clock, if not otherwise provided by a normative act.
Article 69. (1) When an electronic document is sent by the applicant by means of the web-based application pursuant to Article 67, verifications shall be performed for meeting the requirements of Article 48 of the Ordinance on Electronic Administrative Services adopted by Decree No. 107 of the Council of Ministers (State Gazette, No. 48 of 2008). 

(2) In the case of unsuccessful verifications pursuant to paragraph 1, a message shall be immediately returned that the receipt has not been confirmed, and the relevant reasons.

(3) The message pursuant to paragraph 2 shall be created as a document of type “Message that the receipt has not been confirmed” with the following contents:

1. name of the administration - the exact name of the administration receiving the electronic document shall be entered;

2. identifier of the administration – a unique identifier of the administration receiving the electronic document shall be entered;

3. type of transfer - description of the type of transfer, by means of which the document has been received;

4. message that the receipt has not been confirmed; at least one of the unsuccessful verifications performed pursuant to the procedure of Article 48(1) of the Ordinance on Electronic Administrative Services adopted by Decree No. 107/2008 of the Council of Ministers, with a text as follows:

a) the application filed has not been in the normatively established format;

b) the size of the application, together with the Annexes, exceeds the size of electronic administrative services defined by the administrative body, which shall be provided by the relevant administration;

c) the documents enclosed with the application have not been in the normatively established format;

d) the filed application and its Annexes contain viruses or other unwanted software;

e) the filed application does not contain the unique identifier of the applicant and the recipient of the electronic administrative service, considering the legal identification requirement;

f)  the applicant has not indicated an email address.

(4) The message pursuant to paragraph 2 shall be sent by means of a web interface and also to the email address for receiving electronic statements, if indicated.

Article 70. (1) Upon its receipt, the electronic document shall be registered in the official documentary register.

(2) Together with the receipt of the electronic document, a document of type “acknowledgement of receipt” shall be created in the AIS, with the following contents:

1. name of administration - the exact name of the administration shall be entered, which received the electronic document;

2. identifier of administration - a unique identifier of the administration shall be entered, which received the electronic document;

3. type of transfer - description of the type of transfer, by means of which the document has been received;

4. unique register identifier of document - the unique identifier of a document, which has been generated upon the registration pursuant to paragraph 1;

5. time of receipt - the time of registration of the document received in the official documentary register shall be automatically entered;

6. author of the registration - the name and the system identifier of the servant, who performed the registration of the document in the official documentary register, shall be automatically entered; in the case of automatic registration, a unique register identifier of AIS shall be entered in the list of certified systems;

7. information concerning the access to the document received and to all documents enclosed - identifier of the access to the file pursuant to Article 44, paragraph 1, point 4; in the case of desire expressed by the applicant, the electronic document itself shall be sent, together with the documents enclosed.

(3) The acknowledgement of receipt shall be sent by means of the web interface as signed statement also to the email address for receiving electronic statements.

Article 71. (1) Each original application concerning the provision of an administrative service or a document initiating administrative procedures, which have been registered and for which a message confirming the receipt has been sent, shall be marked as “document initiating a service or procedure in the process of execution”.
(2) For the document pursuant to paragraph 1, a file shall be created and the document shall be classified in its official section. An initial status of service or procedure shall be created for that document.

(3) The performance of a service or procedure shall commence from its first stage pursuant to the departmental nomenclature of services and procedures, presented by the first task in the list “Non-executed tasks”.

Section II
Receipt of electronic documents by means of email
Article 72. Electronic documents shall be received by the administrations by email, if admitted under a normative act.
Article 73. The Head of Administration shall appoint by order the persons responsible for processing the documents sent to the administration, to the official email addresses pursuant to Article 13, paragraph 1, point 4 of the Law on E-Governance.

Article 74. (1) For the electronic documents sent by email, the rules pursuant to Article 69 - 70 shall apply, respectively.

(2) The message pursuant to Article 69(2) and the acknowledgement pursuant to Article 70(3) shall be sent to the email address for receiving electronic statements.

Section III
Acceptance of electronic documents on physical carrier
Article 75. Electronic documents shall be received on physical carrier, if admitted under a normative act.
Article 76. The Head of Administration shall appoint by order the persons responsible for processing electronic documents received on physical carrier, as well as for the rooms provided for that purpose.

Article 77. (1) Prior to the entry of an electronic document in the AIS, verification of the physical carrier shall be carried out, if there is access to its contents, in technical terms.

(2) For electronic documents received on physical carrier, the rules pursuant to Article 69 - 70 shall apply, respectively.

(3) In the case of unsuccessful verification pursuant to paragraph 1 and Article 69, the acceptance of the carrier shall be refused, and the relevant reasons shall be indicated.

(4) The message pursuant to paragraph 3 shall be submitted in writing.

(5) The acknowledgement pursuant to Article 70(3) shall be submitted in writing.

Section IV
Receiving electronic documents by means of integrated environment for document exchange 

Article 78. (1) In the case of filing by means of integrated environment for electronic documents exchange (IEEDE) the rules pursuant to Article 69 - 70 shall apply, respectively; verification shall be also performed for:

1. existing registration of the document filed as a type of information object in the Register of information objects;

2. compliance of the document filed with its registered formalized description in accordance with their registration in the Register of information objects.

(2) In the case pursuant to paragraph 1, point 2, the text of the message that the receipt has not been confirmed, in accordance with Article 69, paragraph 3, point 4 may contain also the following text:

1. the document filed has not been registered as a type of information object in the Register of information objects;

2. the document filed fails to meet the registered formalized description in accordance with its registration in the Register of information objects.

(3) The message pursuant to Article 69(2) and the acknowledgement pursuant to Article 70(3) shall be sent to the information systems of the applicant or of the person filing the document initiating the procedure, by means of the integrated environment for electronic documents exchange, and if this is impossible – to the email address for receiving electronic statements.

Article 79. (1) The Minister of State Administration and Administrative Reform shall ensure the registration of a special type of document “Transfer Container” in the Register of information objects, which can be used for the transfer of one or several documents failing to meet the requirements of Article 78(1).

(2) For the document “Transfer Container” and for each document therein, the data “Short transfer description”, “Expanded transfer description” and “URI of a transferred document” shall be maintained.
(3) Each document transferred by means of IMEED, which has been sent by one administration to another, must contain a validly issued unique register identifier of an official documentary register entered in the Register of registers and data.

Article 80. When registering the electronic document in the AIS of the receiving administration the following data shall be automatically registered:

1. sender of the document - data shall be entered concerning the sender according to the registration of the sender in the IMEED;

2. short description of the document – the information obtained from the analogical data shall be entered, if the document transferred is of type “Transfer Container”;

3. expanded description of the document - the information obtained from the analogical data shall be entered, if the document transferred is of type “Transfer Container”.

Section V
Enclosed documents
Article 81. The application concerning the provision of an administrative service with enclosed documents or the document initiating an administrative procedure shall be in XML document format registered in the Register of information objects and allowing the inclusion of enclosed documents in their composition.

Article 82. (1) For each document extracted from the application or the document initiating the procedure, including if filed by means of container verifications shall be performed concerning the normatively defined format and viruses or other unwanted software.

(2) If the verification of at least one of the documents pursuant to paragraph 1 has been unsuccessful, the message pursuant to Article 69(2) shall be returned.

Article 83. In the cases of receiving an application or a document initiating a procedure, to which documents have been enclosed, each of the included or related documents shall be extracted and classified in the official section of the file.

Chapter Six
ACTIONS AS PARTS OF PROCEDURES
Section I
Verification of regularity
Article 84. (1) After receiving an application concerning the delivery of administrative services or documents initiating administrative procedures and creation of the file under the procedure of Article 71(2), identity verifications shall be performed under the procedure of Chapter Four of the Ordinance on Electronic Administrative Services adopted by Decree No. 107 of 2008 of the Council of Ministers, as well as regularity verifications concerning the request and the completeness and correctness of the data submitted, provided for in a normative act.
(2) When establishing of irregularities, an electronic message shall be sent to the recipient with instructions and a time for their elimination, to the email address for receiving electronic statements given by the applicant.

(3) The electronic message pursuant to paragraph 2 shall be classified in the official section of the file.

(4) If no email address has been given, the message pursuant to paragraph 2 shall be sent under the procedure of the Administrative Procedure Code.

Article 85. The verification of fulfilling the formal requirements for regularity of the request shall cover:

1. using a compulsory model document;

2. completeness of the data completed in the document;

3. correctness of the data structure in its contents and validity of their values, if the verified document has been entered in the Register of information objects.

Article 86. (1) In the case of unsuccessful verification pursuant to Article 85 concerning an application and a document initiating a procedure, as well as concerning documents enclosed with them, the type of irregularity shall be marked; one or several of the following reasons shall be entered in the document description:

1. not using a model or using a faulty model;

2. disturbed data structure in an electronic document;

3. invalid electronic signature;

4. lack of compliance between the authorship declared in the document and the author of the electronic signature;

5. lack of data in a filed document;

6. lack of an enclosed document in the set of documents, as specified;

7. other verifications provided for in a normative act.
(2) For a registered non-compliance pursuant to paragraph 1, additional concrete information may be given, as well.

(3) The nomenclature of reasons pursuant to paragraph 1 shall be maintained by means of the AIS tools and may be expanded in compliance with the requirements for services or the conditions for their delivery.

(4) The verifications pursuant to paragraph 1, points 1 - 6, if such are required for the delivery of a service or performing a procedure, shall be carried out at the first stage of the service or the procedure.

Section II
Processing of documents received, which are not applications concerning a service or initiating documents concerning a procedure
Article 87. (1) When receiving a document for a service or procedure in the process of execution the following actions shall be performed:

1. the initiating document of the service or procedure, for which the file has been created shall be found marked as “document initiating services or procedures in the process of execution” and the status of service or procedure shall be defined;
2. links from the received document to the file and the status of the service or procedure defined in accordance with point 1 shall be created;

3. the document received together with the document enclosed and the acknowledgement of receipt shall be classified in the official section of the file;

4. the Head of the administrative unit responsible for performing the service or procedure shall be identified;

5. processing of the document received within the framework of a service or procedure by the Head of the administrative unit pursuant to point 4 shall commence;

6. upon receipt of a document for a service or procedure with finished execution, searching shall be carried out pursuant to paragraph 1, point 1 among documents, marked as “documents, which initiated services or procedures finished”. 

(2) Continuation or restoration of the file shall be performed subject to the description of the service or procedure and the status shall be changed, respectively.

Article 88. If in executing a service or procedure a document is received, in answer to a document sent by the administration the following, shall be performed:

1. the document sent shall be found, marked as “document sent, awaiting an answer” and for it, the service or procedure shall be defined, in relation to which it has been sent, as well as the status of its execution;

2. marking of the document shall be changed from “documents sent waiting for an answer” to “document with answer received”;

3. links from the document received as an answer to the file and the status of the service or procedure defined in accordance with point 1 shall be created;

4. the document received as an answer together with its enclosed documents shall be classified in the official section of the file, and the acknowledgement of receipt shall be classified in the control section of the file;

5. from the first task in the list “Non-executed tasks”, the subsequent stage of the service or procedure for processing the document received and the task executor shall be defined;

6. processing of the document received as an answer within the framework of the service or procedure shall commence, by the executor pursuant to point 5.

Section III.

Creation of documents and beginning of their processing
Article 89. (1) The creation of documents when delivering a service or performing a procedure shall be defined by means of:

1. the stage, at whose execution the document shall be created;

2. the model uses to create the document.

(2) The document created shall be classified in the internal section of the file, pursuant to which it has been created.

(3) Between the document created and the file, a directory for linking shall be created and the document shall be transferred for further processing in accordance with the description of the relevant service or procedure.

(4) A directory with a link to the file shall not be created, if the document is an Annex to another document in the file.

Article 90. (1) A document may be also created upon execution of a task assigned, which is not part of a service or procedure.

(2) Processing of the document created pursuant to paragraph 1 may be also carried out with no creation of a file to it, if no other documents have been enclosed with it.

(3) The stages and the essence of processing shall be described by means of the task, under which the document has been created.

Article 91. (1) Where for the processing of a document an intradepartmental procedure has been provided for, it shall be identified according to the type of the document initiating it.

(2) Beginning of processing for an intradepartmental procedure shall happen under the procedure of Article 71.

Article 92. (1) If a document created is subject to sending as an application concerning internal administrative service or document initiating a procedure towards external persons and organizations, it shall be marked as “document sent awaiting an answer”.

(2) From the document, a directory for linking to the status of the service or procedure shall be created, concerning its continuation under the procedure of Article 71.

Section IV
Reflecting an opinion concerning a document when performing processing comprised in a service or procedure
Article 93. The obligations of the servants to express opinion concerning documents shall be regulated in the description of services or procedures in the departmental nomenclature of services or procedures.

Article 94. (1) The consent to the document contents shall be reflected in its description by means of the AIS tools by marking “I agree” followed by the first and family name, and the position of the servant expressing the accordance.

(2) Disagreement with the document contents not terminating the procedure for its processing shall be reflected in its description by means of the AIS tools by marking “I disagree” followed by the first and family name, and the position of the servant expressing the disagreement.

(3) To the opinion expressed pursuant to paragraph 1 and 2, a text may be added presenting in detail the arguments.

(4) When entering in the AIS the opinions pursuant to paragraph 1 and 2, the time and authorship of the entry shall be obligatory registered.

(5) All opinions concerning a document shall be valid in terms of its contents, if registered with a date, later than the date of the last modification of its contents.

(6) Consent to the document contents may be also reflected in the file with the document contents by signing it with a valid electronic signature.

Article 95. (1) Disagreement with the document contents terminating the procedure of its processing shall be reflected in its description by means of the AIS tools by marking “I terminate the procedure” followed by the first and family name, and the position of the servant expressing the opinion.
(2) To the opinion expressed pursuant to paragraph 1, a text may be added presenting in detail the arguments.

Article 96. (1) Disagreement with the contents of document returning the procedure for its processing to an earlier stage shall be reflected in its description by means of the AIS tools by marking it “for additional working”, followed by the first and family name, and the position of the servant making the marking.

(2) The contents of the opinion pursuant to paragraph 1 shall include the instructions, according to which the additional working with the document must be performed.

Article 97. (1) The motifs of the opinion of disagreement may be formed as an independent document.

(2) The document pursuant to paragraph 1 shall be indicated in the contents of the opinion of disagreement, in the place for expressing motifs in a way guaranteeing its unequivocal identification.

(3) The document pursuant to paragraph 1 shall be filed in the internal section of the file comprising the document, for which the opinion is delivered.

Article 98. (1) Following modification in the contents of a processed document, for which opinions have been delivered, it shall be considered that such opinions do not refer to the last version of the document. 

(2) The opinions concerning all versions of the document shall be kept.
Article 99. (1) The opinion concerning a document may be also reflected on paper carrier. For that purpose, the document contents and a reference shall be printed out and signed by the person printing them out, setting a stamp “True copy”; the reference shall contain:

1. created by - first and family name and system identifier registered automatically and identifying the AIS user, who created or stored an object in the AIS;

2. created on - time of creating or storing an object registered automatically and recorded with exactness up to the second;

3. name of the document – a character string representing the name or abbreviation of a document;

4. a unique register identifier of a document - it shall be printed out, if the document has been registered in the official documentary register;

5. all reflected opinions concerning the document together with the data identifying the date and the servant entering the opinions in the AIS;

6. for opinions of type “I agree”, expressed and reflected in the document by an electronic signature, the author of the signature and the date of signing shall be also indicated as author of the opinion and date of its entry in the AIS.

(2) The author of the opinion shall reflect it in a special field of the reference pursuant to paragraph 1 shall sign it and transfer it to the servant responsible for entering the opinion in the AIS.

(3) The servant pursuant to paragraph 2 shall enter in the AIS the opinion on behalf of its author and AIS shall mark that person as author of the entry.

(4) The servant pursuant to paragraph 2 shall with his/her own hand sign the paper printout of the opinion expressed in the reference, setting a stamp “Data entered correctly in the AIS” and shall transfer it to the registry together with the printed-out contents.

(5) The already signed paper references pursuant to paragraph 4 shall be stored in accordance with the internal rules of the administration concerning the storage of documents in hard-copy form.

Section V
Issuance of electronic documents
Article 100. (1) Before the signature of a document set by the empowered person, following the processing concerning its accordance, its contents shall be protected against destruction and modification by means of the AIS tools.

(2) From the document pursuant to paragraph 1, a copy for signing shall be created in the AIS.

(3) If the copy for signing is an answer to a document, which shall not be processed as part of a file, between the two documents a directory with a link shall be created.

(4) If the copy for signing has been created in the process of processing a file concerning a document received, a directory for linking shall be created between the document and the file.

(5) If the document subject to issuance has not passed processing concerning accordance, it shall be considered a copy for signing.

Article 101. (1) After its final production, the copy for signing shall be registered in the official documentary register.

(2) The unique register number generated upon the registration pursuant to paragraph 1 shall be entered in the file with its contents prior to its signature.

(3) The file with the contents of the copy for signing shall be signed with the electronic signature in accordance with the Law on Electronic Document and Electronic Signature. 

(4) In order to guarantee that destruction or modification of the document contents are impossible, it shall be protected against destruction and modification by means of the AIS tools. 

(5) If the copy for issuance shall be maintained in a file, it shall be transferred from its internal to its official section.

(6) The document signed shall be submitted to the office of registration, for sending to its addressee. The time of signing the electronic document with electronic signature shall be marked in the AIS, registered in the electronic signature.

Article 102. (1) If the document signed has been the result of service delivery or if it is the end of a procedure, the following actions shall be performed:

1. the document shall be sent to the address of the applicant or the person initiating the service, in accordance with the method of receipt requested by the latter; 

2. a directory to link the document signed and the application or the document initiating the procedure shall be created;

3. the registration of the original application or of the initiating document shall be changed from “document initiating services or procedures in the process of execution” to “document initiating finished services or procedures”.
(2) When by the document signed an internal administrative service is requested, an administrative procedure is initiated, a question is addressed, or documents are required from third persons and organizations, it shall be marked as “document sent waiting for an answer”.

(3) If the method of receiving the document has not been specified and also in the cases pursuant to paragraph 2, the document signed shall be sent in a way provided for by law, and maximum security of the transfer to the addressee shall be guaranteed.

Article 103. For each document sent a recovery file outside the environment shall be created, which shall ensure the operative maintenance of the database of AIS containing the following data:

1. time of sending - time of performing the actions for sending registered automatically;

2. environment and address of sending;

3. recipient of the document signed - data identifying by means of AIS the recipient of the document;

4. complete archival copy of the contents and description of the document agreed, on the base of which the document for signing has been created, if there is accordance; 

5. complete archival copy of the contents and the description of the copy for issuance;

6. the file with the contents of the created and signed electronic document.

Section VI
Assignment of tasks
Article 104. (1) When assigning tasks, with the purpose of a more complete description of the final products and the method of their achievement, also additional components to the description of a task in accordance with Article 14 may be used, as follows:

1. team responsible for a task execution - a list of the persons involved in the task execution shall be entered, presented by means of data identifying them in the AIS;

2. initial documents - a list of documents comprising initial data concerning the task execution shall be entered;

3. documents created - documents comprising the final results of a task performance shall be entered.

(2) The existence of other participants in the task execution shall not change the functions and responsibilities of the person indicated with his/her personal data in the “task executor”.

(3) The tasks shall be directly assigned by a person with management functions or by other empowered persons in accordance with the internal rules of the administration.

Article 105. (1) If persons with management functions are task executors, they may assign the execution to their subordinate servants within the framework of the administrative unit they guide; they shall define new tasks for such servants and control their execution.

(2) Following the assignment pursuant to paragraph 1, the defined deadline for the performance of a task can not be changed.

Article 106. (1) The tasks set indirectly, used to present the stages in a status of performing a service or procedure in accordance with Article 65(1), shall be equivalent as concerns the obligation of their execution, as are the tasks assigned directly by the managerial body. 

(2) The tasks defined in advance, in compliance with the normative regulation pursuant to paragraph 1 shall be performed as tasks assigned by the Head of Administration.

Article 107. (1) An instruction delivered by a person with management functions, shall be considered task assignment.

(2) As a procedure for the performance of a task a procedure shall be indicated, which has been defined in the internal rules of the administration. 

(3) If the task execution requires the performance of a procedure, which has not been defined in the departmental nomenclature of services/procedures, the description of such procedure must be done only on the grounds of descriptions of stages in the departmental nomenclature of the stages for services/procedures.

(4) The administrative information systems must provide the possibility of dynamic definition of procedures pursuant to paragraph 3 and their execution by maintaining a status, in a manner analogical to the performance of a service or procedure contained in the departmental nomenclature of services/procedures.

Article 108. (1) In the AIS, the following shall be described as tasks: 

1. all oral instructions delivered directly or by a mediator whose execution shall result in the creation of data in the AIS, unless explicitly cancelled in the internal rules of the administration, for a specific type of data;

2. all instructions, resolutions and orders;

3. all instructions in documents of the administrative body of instructive nature, where the final products of the actions of servants, a time of execution and the servant personally responsible for their execution shall be indicated;

4. all decisions produced by collective bodies empowered to deliver instructions.

(2) the Head issuing an instruction, where there are no clearly defined final results and a time for its execution, can not raise requirements in respect to the quality of its execution.

(3) The instructions defined pursuant to paragraph 1 shall not be subject to control and sanctions, if they have not been entered in the AIS.

(4) An instruction of a Head entered as a task in the AIS on his/her behalf, by an empowered collaborator, shall have the force of an instruction personally issued by the Head.

Article 109. By instruction of the Head of Administration provided for in the internal rules, part of or all internal administrative services may be provided for in a manner suitable for performing the instruction by a superior body.

Section VII
Control over the executions of tasks directly assigned
Article 110. (1) Finishing the work related to a task execution shall be reflected in its description in the AIS and its executor shall enter information concerning the following data:

1. date of the actual beginning the performance of a task;

2. date of the actual finishing the performance of a task;

3. data identifying in the AIS documents comprising the final results of the performance of a task.

(2) Entering the data pursuant to paragraph 1 shall be considered part of a task performance.

(3) A task with final results created in accordance with the relevant instruction shall be considered non-performed, if the data pursuant to paragraph 1 have not been entered.

Article 111. (1) For each person with management functions or a person empowered by the latter, a list of the tasks being currently performed by his/her subordinate servants shall be provided and maintained by means of the AIS tools.

(2) The Head shall exercise operative control over the performance of the tasks, watching over the degree of readiness of the documents produced in connection with the task performance comprising interim or final results of the execution.

Article 112. If violations related to the task performance have been established or if there is obvious delay in the task execution, the Head shall take measures to eliminate the violations or the delay; in this connection, the Head shall discuss the problem together with the executor and shall render the assistance required to perform the task.

Article 113. (1) The persons with management functions must carry out weekly inspections in terms of observing the times for performing the tasks assigned by them.

(2) During the inspections pursuant to paragraph 1, a status shall be defined for each task: “executed”, “non-executed” or “in execution”. 
(3) When marking the relevant status of the task, the time and data concerning the person doing it, shall be marked.

Article 114. (1) Each Head shall on a monthly basis organize and carry out discussion on the results in performing the tasks assigned with the purpose to ensure their timely and correct execution.

(2) To the participants in the discussion pursuant to paragraph 1, data shall be sent in advance concerning the tasks whose execution has been completed, as well as other information to be discussed; at the minimum one working day shall be ensured for familiarization with the materials, in advance to their discussion.

Article 115. Each item, respectively task included in the discussion, shall be reported by a servant defined in advance.

Article 116. In the discussion, the executors of the relevant tasks shall be involved and, if appropriate, also servants able to express expert opinion concerning final or interim results of the task performance or concerning the additional items subject to discussion.

Article 117. (1) If during the discussion a normal development of the process concerning the task execution has been established, this fact shall be recorded with the assessment “no problems”.

(2) If impossibility concerning the task execution has been established, this fact shall be recorded with the assessment “insufficient resource”. In these cases a new time for the execution shall be fixed and/or a new servant shall be included in the task performance, and it preserves the status “in execution”.

(3) If a problem outside the administration hampering the normal task execution has been established, this fact shall be recorded with the assessment “extra-departmental problem” together with its short description, a possible setting of a new time and instructions concerning taking of actions for its overcoming. In these cases the task shall preserve the status “in execution”.

(4) The establishment of an extra-departmental problem making impossible the task execution shall be assessed as “impossibility of execution” together with a short explanation; the task performance shall be cancelled and this fact shall be marked in the AIS by its taking out of the list pursuant to Article 111(1).

(5) The establishment of a problem of subjective nature due to the executor causing the non-performance of a task shall be recorded with the assessment “impossibility for execution” and for that task the status “non-executed” shall be defined and its execution shall be re-assigned to a new executor with a new time fixed.

(6) The statements pursuant to paragraphs 1 - 5 shall be reflected in the description of the relevant task in the AIS together with the decisions made concerning modification of the conditions for its execution.

(7) Upon each entry of data concerning reporting on task executions, registration shall be performed as follows:

1. person entering data concerning a task - automatically registered data shall be entered, unequivocally identifying the servant entering data in the task description;

2. time of entering data concerning a task – the automatically registered time of entering the data concerning the task shall be entered.
Article 118. (1) The final results of the task execution shall be considered satisfactory if there are no remarks or if the remarks are of technical nature only, whose elimination, with a time set, needs no control and a new discussion.

(2) A task whose execution has been accepted by accepting the final results of its execution shall be recorded with an assessment and the status “executed” shall be appointed. 

(3) The non-acceptance of final results of the execution of a task shall be recorded with the assessment “returned for additional working” and the task status shall be changed to “non-executed” and a new time for its execution shall be fixed or it shall be re-assigned to a new executor with a new time of execution.

(4) All assessments concerning the performance of the relevant task shall be reflected in the AIS together with the decisions made concerning modification of the conditions for its execution; registration of the data concerning the person performing the actions of entering data in the task description shall be made, as well as of the time of their execution.

Article 119. (1) The records of the review concerning the acceptance of final products in the task executions with collective discussion shall be formed as documents in the AIS and shall be agreed with the participants in the discussion and then added to the set of documents pursuant to Article 114(2).

(2) In the records pursuant to paragraph 1 all decisions shall be reflected and the tasks assigned directly shall be entered in the AIS of the relevant administration and shall be subject to control of their execution.

(3) When accepting final products resulting from task execution, which shall not be subject to collective discussion in accordance with the internal rules of the administration, the assessments if the review concerning their acceptance shall not be recorded, but only reflected in the task descriptions.

Section VIII
Control over the execution of tasks concerning services or procedures. Analysis of the activity
Article 120. (1) After the creation of a document in the process of performing the service or procedure the author of the document shall reflect this fact in the document description together with the statement “Author of the document”, followed by the first and family name, and the position of the servant.

(2) After making corrections to the document contents in the process of performing the service or procedure, the author of the document shall reflect this fact in the document description together with the statement “Corrector of the document”, followed by the first and family name, and the position of the servant.

(3) Together with the reflection of the statements pursuant to paragraph 1 and 2 and all types of opinions in accordance with section III of this Chapter, tasks shall be generated with the following data contents:

1. name and short description of a task – a statement or opinion expressed shall be entered, followed by the data contents of the relevant document: “URI of the official registration” (if available) and “Name of document”;

2. expanded description of a task - the data contents of the currently performed stage shall be entered: “URI of the stage”, “Name of stage for a service or procedure” and “Presentation of a stage”;

3. task executor - data shall be entered, identifying unequivocally by means of the AIS the person reflecting the statements and opinions pursuant to paragraph 1 and 2;

4. for data presenting the time of scheduling and finishing a task execution, the time of reflecting the statement/opinion shall be entered.

(4) When creating a task pursuant to paragraph 3, the AIS shall automatically register the time and authorship of its creation.

(5) When reflecting the opinion “For corrections” in the task description concerning the document processed containing the last statement “Author of the document” or “Corrector of the document”, the status “Non-executed” shall be marked.
(6) The definition and reporting of a stage in the status of a service or procedure as a task shall be treated in connection with the control of the activity in a manner analogical to the tasks created in connection with expressing opinions.

Article 121. (1) All tasks created pursuant to Article 120 when executing the processing of a service or procedure shall be accessible in the composition of the status concerning such service or procedure.

(2) The administrative information systems must ensure resources for the access to and analysis of all tasks created when executing the processing of a service or procedure.

Article 122. (1) Analysis of the registered data for performing of tasks directly assigned and tasks executed as part of processing for services or procedures shall be made twice a year or extraordinarily upon instruction by the Head of Administration.

(2) The analysis pursuant to paragraph 1 shall cover a period of 6 months or another period indicated by the Head of Administration.
Section IX
Access to a file via Internet
Article 123. (1) When applying access to a file via Internet, the AIS shall deliver following information concerning each document in the structure of the official section of the file, as follows:

1. the unique register identifier of an official registration;

2. access to the document contents – an interpretable connection, by means of which the file contents of the document can be reproduced, remote from other computer equipment;

3. data concerning the method and parameters of receiving the document in the AIS;

4. other data comprising useful information concerning the processing of the document performed.

(2) In parallel with the data pursuant to paragraph 1 concerning a document, on the base of which the service or procedure has commenced, directly or upon request, information shall be delivered concerning such service or procedure comprising:

1. name of a service or procedure pursuant to the departmental nomenclature of procedures/services;

2. presentation of a service or procedure pursuant to the departmental nomenclature of procedures/services;

3. name of a stage - for each stage of the performance of a service/procedure pursuant to the departmental nomenclature in the stages of the procedures/services;

4. presentation of each stage of the performance of a service/ procedure pursuant to the departmental nomenclature in the stages of the procedures/services;

5. executor of the stage;

6. time of stage execution, if a specific stage of the service has been already completed.

(3) To the internal and control section of a file, no remote access via Internet shall be ensured.
Chapter Seven
WORKING WITH DOCUMENTS IN HARD-COPY FORM
Section I
General provisions concerning the receipt of documents in hard-copy form
Article 124. The acceptance of documents in hard-copy form delivered by citizens and organizations, including by administrations, shall be performed:

1. by delivery to the Administrative Servicing Unit; 

2. by courier mailing services;

3. upon handing of documents from the courts or from other bodies in the cases provided by law;

4. by means of other methods established in special laws concerning the administrative services provided.

Article 125. The documents filed in hard-copy form should follow the models prescribed by law and shall contain compulsory requisites consistent with the requirements of the special laws concerning the administrative services provided.

Article 126. (1) Acceptance of documents in hard-copy form shall be made in the registry of the relevant administration, at which: 

1. the administration shall ensure a room directly accessible for the bearers or with maximum alleviated mode of admission;

2. the documents shall be accepted in one or several working places;

3. in the working places, direct contact between the servant for the registration and the citizens shall be ensured; 

4. in case of specialization of the working places in terms of accepting a specific type of document in hard-copy form, it shall be announced in a clear and understandable method;

5. for each workstation, complete service shall be ensured, by means of the AIS tools;

6. each servant in the registry shall have access to the AIS functions, in order to be able to deliver complete information concerning the status of an administrative service performed;

7. the information concerning the status of the administrative service shall be of the structure and type specified in Article 65 and shall be delivered orally or in written form;

8. each servant at the registry has direct access to the relevant section of the administrative register under the Law on Administration, in order to be able to deliver information to the citizens, in oral and written form, concerning the organizational structure of the administration and all services it is delivering.

(2) The Head of Administration shall appoint the persons entitled to accept documents in hard-copy form.

Section II
Acceptance of documents in hard-copy form
Article 127. (1) When delivering a document in hard-copy form at the registry of the relevant administration the following shall be performed:

1. the applicant shall be identified by inspecting the identity papers and in case of non-compliance the document shall not be accepted, unless no identification of the applicant shall be required;

2. in the AIS, an object of document type shall be created, reflecting the fact of delivery of a document in hard-copy form;

3. the document shall be registered in the official documentary register.

(2) For the document registered pursuant to paragraph 1, its compliance with the type of document described in the departmental nomenclature of the types of documents shall be defined. If the type of document provides for beginning the delivery of an administrative service or initiation of an administrative procedure, then for the document registered pursuant to paragraph 1 a file shall be created, the document shall be classified in its official section and a directory for linking it to the file shall be created. For the document, initial status of the service shall be created consistent with the established type of document and a directory for linking the document to the status description shall be created.

(3) If the document, for which a file pursuant to paragraph 2 shall be created, has been received as a set of documents in hard-copy form, all documents in the AIS presenting the paper documents of the set shall be classified in the official section of the file pursuant to paragraph 2.

(4) Processing of the document shall start with the first task in the list “non-executed tasks” of the status created pursuant to paragraph 3.

(5) The document, for which processing pursuant to paragraph 4 has started, shall be marked as “document initiating services or procedures in the process of execution”.

Article 128. If a law is allowing that the use of an administrative service is made with no identification of the applicant, no identity inspection shall be performed.

Article 129. If the type of document defined pursuant to Article 127(2) provides for processing of the registered document within the framework of a procedure already started and the document has been requested by the administration, the following actions shall be performed:
1. the request shall be identified among the documents marked as “document sent awaiting an answer” and for it - the service or procedure and the status of its execution;

2. the document marking shall be changed to “document with received answer”, 

3. from the registered document, directories of links to the file and to the status of service or procedure shall be created;

4. the executor of the initial stage of the service or procedure shall be identified by means of the first task in the list “Non-executed tasks”;

5. the registered document together with its enclosed documents, if available, shall be classified in the official section of the file;

6. processing of the document shall be made within the framework of the file and for the service or procedure pursuant to point 3, with executor of processing as defined pursuant to point 4.

Article 130. If for an accepted document processing within the framework of an already started service or procedure has been provided, but the document has not been requested by the administration, the following activities shall be performed:

1. the document shall be defined, on the base of which the procedure has started, marked as “document initiating services or procedures in the process of execution”;

2. from the registered document, directories of links to the file and to the status of service or procedure shall be created;

3. the unit responsible for performing the service or procedure shall be appointed;

4. the registered document together with its enclosed documents, if available, shall be classified in the official section of the file;

5. processing of the document shall start within the framework of the file and for the service or procedure pursuant to point 2, with executor of processing as defined pursuant to point 3.

Article 131. If the requested administrative service includes the performance of verifications concerning the admissibility of accepting the application by the servant accepting it, the latter shall verify:

1. the use of a compulsory model, if there is such requirement for the relevant type of document;

2. completeness of the data filled-in in accordance with the requirements for the relevant type of document;

3. identification of the author of the document by comparing with the personal data of the bearer taken from his/her identity document, if there is such requirement for the relevant type of document;

4. verification of existing autographic signature of the applicant, if required by a normative act.
Article 132. (1) In case of unsuccessful verification pursuant to Article 131 the servant accepting the document shall produce a document “Announcement that the application has not been accepted”.
(2) As the cause for non-acceptance, one of the following reasons shall be given:

1. hardly legible or illegible text of the statement objectified on the paper document;

2. filing an application for an administrative service not following the model established for it;

3. missing data in the application required by law;

4. lack of compliance of the author’s identity established from the data provided in the application and the authenticity of the autographic signature on the identity document;

5. missing autographic signature under the application, if required by law.

(3) The nomenclature of reasons pursuant to paragraph 2 shall be maintained in the AIS of the relevant administration and may be expanded in compliance with the specifics of the administration’s activity or the administrative services provided by the latter, if provided in a normative act.
(4) The document created pursuant to paragraph 2 “Announcement that the application has not been accepted” shall be classified in the official section of the file and the performance of processing for a service or procedure shall be terminated.

(5) The document created pursuant to paragraph 2 “Announcement that the application has not been accepted” shall be printed-out, signed and immediately provided to the bearer of the paper document or shall be sent by mail, if the document has been received by mail and the mailing address for file has been indicated.

(6) The original paper document shall be temporarily stored at the registration office for a time equal to the time needed to fulfil the administrative service requested, extended by the time needed to appeal against the refusal of administrative service.

(7) The Head of Administration shall organize and carry out the destruction of the documents pursuant to paragraph 6 with elapsed period for storing under a procedure established by the internal rules of the administration.

Article 133. (1) In case of successful verification pursuant to Article 131 or if no verifications are required, the servant shall produce a document “acknowledgement of receipt”.
(2) If in the text of the application a request for electronic sending of data has been indicated and an email address was given or if the bearer has orally announced of such request and has indicated an email address, then the document “acknowledgement of receipt” shall be sent to that address.
(3) The contents of the document “acknowledgement of receipt” shall be immediately provided to the bearer of the paper document in a printed-out and signed form or shall be sent by mail, if the document has been received by mail and a mailing address for return file has been indicated.

Section III
Storing of paper documents received
Article 134. (1) All received documents in hard-copy form, which have been accepted, shall be immediately scanned by taking an electronic image from the paper original.
(2) The electronic image taken from the paper document pursuant to paragraph 1 shall be entered in the AIS. It must be in a format enabling its visualization, as indicated in the Ordinance pursuant to Article 12(4) of the Law on E-Governance.

(3) The full and exact compliance of the electronic image taken with the original document shall be certified by the electronic signature of the servant having made this taking.

Article 135. All successfully scanned documents in hard-copy form shall be kept in the storage for documents in hard-copy form of the relevant administration for a period of 20 years except for the documents, which in view of their type have no archival value and which shall be stored for a period indicated in the rules for maintaining in the departmental nomenclature the schemes for storing of documents.

Article 136. For storing of documents in hard-copy form, for which no scanning was possible, the Head of Administration shall organize archives storage in accordance with the requirements of the Law on National Archives Fund.

Article 137. (1) When sending a document or another physical carrier of information to the archives storage, the following data concerning the document shall be registered in the AIS:

1. location in the storage - unequivocal description of the place of the document in spatial arrangement of the archives storage;

2. time of filing in the storage - the time of filing a paper document in the archives storage;

3. servant accepting the document - data entered automatically and identifying by means of the AIS a servant at a department; as a value, the data concerning the servant, who registered the fact of accepting a document on physical carrier and who recorded his/her taking of responsibility for its storing in the storage shall be entered.

(2) By performing the registration pursuant to paragraph 1, the responsibility for the availability of the document in the storage or for registration of the fact that the document can be found with another person, shall be taken by the servants maintaining the storage of the relevant administration.

Article 138. (1) Each delivery and acceptance of paper documents or other physical carriers of information between servants of the relevant administration shall be registered in the AIS, with no possibility for a subsequent correction of the data entered.

(2) The servant delivering the document shall register in the AIS of the administration following data about the document delivered:

1. time of delivery - the time of delivery of a document on physical carrier shall be entered by the servant responsible for its storage;

2. servant delivering a document - the data identifying by means of the AIS the servant at the department registering the fact of delivery of a document on physical carrier shall be automatically entered.

(3) The servant accepting the document shall register in the AIS of the administration following data about the document accepted:

1. time of acceptance – the time of accepting a document on physical carrier shall be entered;

2. servant accepting a document - the data identifying by means of the AIS the servant registering the fact of his/her acceptance of a document on physical carrier shall be automatically entered.

(4) In the cases pursuant to paragraph 1, also additional data about the state, volume and other characteristics of the documents in accordance with the internal rules of administrations may be entered.

Article 139. (1) The accepted documents in hard-copy form, which can not be scanned, shall be transferred for further processing in accordance with the internal rules of the administration.

(2) The documents pursuant to paragraph 1 shall be immediately delivered to the registry after completion of the last stage of their processing pursuant to the service or procedure performed.

Article 140. Taking out of and returning to the archives storage of documents in hard-copy form or on other physical carriers of information by servants from the relevant administration shall be made by observing the conditions pursuant to Article 138.

Article 141. (1) When providing documents on paper or another type of physical carrier of information, kept in the storage, to persons not working in the relevant department, the servant in charge of maintaining the storage shall reflect in respect to the relevant document the following data in the AIS of the administration:

1. time of delivery - the time of delivery of the document on physical carrier by the servant responsible for its storing shall be entered;

2. servant delivering a document – the data identifying by means of the AIS the servant in the administration registering the fact of bringing a document on physical carrier out of the storage in connection with its delivery to an external person shall be automatically entered; 
3. return time – the time provided to return a document on physical carrier;

4. natural person – the data identifying unequivocally a natural person, who is not a user of departmental AIS and who shall receive a document on physical carrier from a servant of the department.

(2) The servant in charge of maintaining the storage shall draw-up on paper carrier a record of receipt and delivery containing data, unequivocally identifying the document as a physical object and the registered data pursuant to paragraph 1.

(3) The record shall be signed by the servant in charge of maintaining the storage and by the accepting person and shall be kept in the storage in a folder with inscription “Records of delivered documents in hard-copy form and other physical carriers of information”.
(4) The folder pursuant to paragraph 3 shall be kept in the storage as independent archival unit.

(5) The record pursuant to paragraph 2 shall be produced by means of the AIS tools following a model established by the internal rules of the administration.

Article 142. When returning to the storage of a document on paper or another physical carrier of information by a person not working in the relevant department, the servant in charge of maintaining the storage shall do the following:

1. shall reflect in the AIS that the relevant document or another physical carrier of information has been returned and is already available in the storage;

2. shall mark in the record on its delivery, kept in folder “Records of delivered documents in hard-copy form and other physical carriers of information”, in the presence of the person returning the document that he/she has accepted back the relevant document as a physical object.
Article 143. (1) The servant in charge of maintaining the storage of the relevant administration shall produce, on a daily basis, a list of the documents in hard-copy form and other physical carriers of information, for which the time to return them to the storage has expired.

(2) In case the time for returning the document has expired, the servant in charge of maintaining the storage shall, on a daily basis, remind informally the person, where the document is stored, or the physical carrier of information, to immediate return the document – by telephone call, short message (SMS), email message or in another appropriate manner.

(3) If the time for the return has been exceeded by more than two weeks, the servant in charge of maintaining the storage shall send invitation for the immediate return of the relevant document in hard-copy form or the physical carrier of information and shall fix a deadline for it.

(4) The invitation shall be produced by means of the AIS tools of the relevant administration, following a model approved by the internal rules of the administration.

(5) In case of non-observance of the time pursuant to paragraph 3, the servant in charge of maintaining the storage shall produce a list of the persons, who have been invited to return and have not returned the documents or other physical carriers of information, following a model approved by the internal rules of the administration and shall deliver that list to his/her direct superior for taking appropriate measures for returning the document or the physical carrier, and disciplinary or another responsibility for the person storing the document shall be realized. 
Article 144. (1) The servant in charge of maintaining the storage shall produce references about the documents and other physical carriers of information received from servants of the administration in connection with resignation, stock-taking of the storage, etc.

(2) The references shall be produced following a model approved by the internal rules of the relevant administration.

Article 145. (1) The Head of Administration shall, on an annual basis, organize carrying-out an inventory of the relevant storage in accordance with procedures approved by the internal rules of the administration.

(2) During the procedure of inventory, the availability of all documents and physical carriers of information shall be verified, and of documents delivered to servants of the administration and to external persons.

Section IV
Issuance of documents in hard-copy form
Article 146. (1) For signing and bringing of documents in hard copy only the procedure pursuant to Chapter Six, section IV, shall apply as follows:

1. the copy for signing in the AIS created in accordance with Article 100 shall be printed-out and signed autographically by the person empowered, in two paper copies;

2. the copy for signing in the AIS shall be registered and its unique register identifier shall be set on the two paper copies signed;

3. in the AIS, the person shall be marked signing on paper and the image of the signed paper copy scanned shall be entered in the AIS, as contents of the copy for signing;

4. the first paper copy signed shall be sealed and sent to its addressee;

5. the second paper copy signed shall be stored in the archives storage for the file.

(2) The person performing the actions pursuant to paragraph 1, points 2 and 3, as well as the person storing and setting a seal to the document shall be defined by the internal rules of the administration.

Article 147. (1) The servant in charge of registration shall verify the completeness of the set of documents and the right of the empowered person to sign on behalf of the administration.

(2) If during the verification pursuant to paragraph 1 a shortcoming is discovered, the set of documents shall be returned for its removal.

(3) If during the verification pursuant to paragraph 1 no shortcoming is discovered, the servant in charge of registration shall set the seal of the administration upon the autographic signature and shall reflect in the description of the document issued in the AIS that he/she has issued the document signed in hard-copy form.

Article 148. (1) At the request of the addressee or a person empowered by the latter, the document issued in hard-copy form shall be delivered to the addressee after having entered the following data in the AIS:

1. name and identification number of the person receiving the document;

2. date of receipt.

(2) The person receiving the document shall set an autographic signature on a document printed-out – written statement of delivery containing the unique register identifier of the document, his/her name and the data pursuant to paragraph 1.

Article 149. (1) A document issued in hard-copy form shall be sent to the recipient by mail service only, provided by a licensed mail operator or a courier service of the administration.

(2) The mail service pursuant to paragraph 1 shall include a duly documentation of sending the parcel and of the fact of receipt, if the mail service includes a document acknowledging delivery.

(3) If the delivery has been unsuccessful, the servant in charge of registration shall take appropriate measures for repeated sending of the document issued in hard-copy form; the servant must make the relevant corrections in terms of the address, the choice of the type of mail service or the mail operator.

(4) In the case of repeated impossibility to deliver the document issued in hard-copy form, the servant in charge of registration shall advise the servant in charge of issuing the document of that fact.

(5) The contents of the documents concerning the execution of the mail service for delivering the document issued in hard-copy form, if available, shall be reflected in its description in the AIS.

Section V
Use and safekeeping of seals
Article 150. (1) The seals of the administration, which may be used for official purposes, shall be approved by the Head of Administration.

(2) The seals shall be stored in the archives of the physical carriers of documents.

(3) The control of the circulation of seals shall be realized in accordance with the procedures pursuant to Article 138.

Article 151. (1) The servant in charge of sealing documents in hard-copy form shall check whether the autographic signature set corresponds to the graphical image of the signature of the official indicated in the list of empowered persons.

(2) The actuality of the list pursuant to paragraph 1 shall be maintained by means of the AIS tools of the administrative unit, in charge of human resources management.

(3) Each alteration in the list pursuant to paragraph 1 shall be reflected by issuing a new version of the list pursuant to paragraph 1.

(4) All versions of the list pursuant to paragraph 1 shall be stored in the AIS of the relevant administration by marking the date, until which the relevant list has been valid.

(5) For the servant pursuant to paragraph 1 an access shall be ensured only to the actual version of the list pursuant to paragraph 1.

Article 152. Bringing out and using of seals outside the working place of the servant pursuant to Article 151(1) shall not be permitted.

Chapter Eight
INTERNAL RULES CONCERNING THE ORGANIZATION OF THE ADMINISTRATIVE ACTIVITY 
Article 153. The Head of Administration shall organize the elaboration of internal rules for the organization of the administrative activity.

Article 154. By the order for approval of the internal rules pursuant to Article 153 the validity of the existing analogical rules produced following the model of the Unified State System of File Management shall be cancelled.

Article 155. The internal rules for the Ordinance of specific administrative activities shall be produced in compliance with the following principles:

1. all contents created in the process of performing an administrative activity shall be created and processed in electronic form only;

2. the organization of processing shall be realized in accordance with the model indicated in the Ordinance;

3. all formalized electronic documents, which have been processed in manual or automatic mode of operation, must be registered in the Register of information objects;

4. all descriptions of procedures must be made on the base of the stages of performing services or procedures registered in the departmental nomenclature of stages of services or procedures, and shall be formed as services or procedures in the departmental nomenclature of services or procedures.

Article 156. The acceptance and approval of the internal rules for organization of the administrative activity shall be made together with the acceptance and approval of the departmental nomenclature of the types of documents, the departmental nomenclature of stages of services or procedures and the departmental nomenclature of services or procedures.

Article 157. The acceptance and approval of internal rules for performing specific administrative activities shall be made together with the relevant supplements to the departmental nomenclatures.

Article 158. The Minister of State Administration and Administrative Reform shall prepare an instruction concerning the creation of internal rules for performing specific administrative activities.

Transitional and Final Provisions
§ 1. The provision of Article 28(3) shall apply in respect to the AIS after its inclusion as an actor in the integrated environment for electronic documents exchange.

§ 2. The provisions concerning the creation and maintenance of a departmental nomenclature of the schemes for storing of documents shall enter into force after the inclusion of the AIS as an actor in the integrated environment for electronic documents exchange. Until then, the nomenclatures of the cases existing in the administrations shall be used.

§ 3. This Ordinance shall be adopted on the basis of Article 42(1) in conjunction with § 2 of the Law on E-Governance.

§ 4. This Ordinance shall enter into force on the date of entry into force of the Law on E-Governance.

Annex to Article 6

List of documents created by the administrative information systems
Documents, which must be created by the administrative information systems in the administrations:

1. “Message that the receipt has not been confirmed”.
2. “Acknowledgement of receipt”.
3. “Transfer Container”.
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